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1. MosAscHuUTenbHasA 3anucka

1.1. enb u 3ad0a4yu npakmuku

Heap mnpakTHMKM: U3YyYEHHE JOKYMEHTHUPOBAHUSI  YNPABICHUYECKOU
JeSATEIbHOCTH, JOKYMEHTOO0OpOTa M OpraHu3anuu paboThl € JOKYMEHTaMH,
BBISIBJICHUE HEJOCTATKOB CHCTEMbl YIPABJICHHS JIOKYMEHTaMHU W IOATOTOBKA
IIPOEKTa €€ COBEPLICHCTBOBAHUSI.

3aja4n MPaKTUKU:

- W3Y4YUTh W TMPOAHATU3UPOBATH HOPMATUBHO-TIPABOBHIE W HOPMATHUBHO-
METOJIUYECKUE JOKYMEHTHI, ONPEICISIONINE OpPraHU3aIui0 U TEXHOJOTHUIO
JIEIONPOU3BOACTBA (JJOKYMEHTAIIMOHHOTO obecnieuenust ynpasieHus (JJ0VY))
B opranuzanuu’ (yCTaBbl, HOJIOXKEHHUS, TIPABUIIA, HHCTPYKIIUH, PETTIAMEHTEI K
T.IL.);

- COCTaBUTb NPEACTABICHUE O CUCTEME JIETIONPOU3BOCTBA TOM OPraHU3allny, B
KOTOPOU CTYJIEHT MPOXOJIUT MPAKTUKY;

- 03HAKOMHTHCSI C COJICPKAHUEM KOHKPETHBIX JIEIONPOU3BOICTBEHHBIX padoT
HEIMOCPE/ICTBEHHO Ha pabdo4yeM MecCTe;

- BBIIBUTh  HENOCTATKM  CHUCTEMbl JOKYMEHTAIIMOHHOTO  OOECTIeUeHMUS
yIpaBJI€HUs,

- MPEIINOJOXKUTH MEPHI IO COBEPIICHCTBOBAHUIO CUCTEMBI,

- TIOJYYUTh HaBBIKK PaOOTHI C JOKYMEHTaMH Ha BCEX CTAAUSIX UX JIBHKCHUS
(mepBuuHas 06paboTKa TOKYMEHTOB B IKCIICIUIINH, paboTa ¢ TOKYMEHTaMH B
KaHIEISPUU, PETrUcTpanusi, KOHTPOJb, HCIOJHEHUE JOKYMEHTOB B
CTPYKTYPHBIX MOJIpA3/ICJICHHUSIX, WX OTIpaBKa, OpraHu3alus XpaHEHUS,
MOATOTOBKA JOKYMEHTOB K C/1au€ B apXWB H T.1.);

- 3adukcupoBaTh B  JIHEBHUKE TIOJYYEHHBIC CBEJCHUS U Pe3yIbTaThl

BBITIOJTHEHHON PabOTHI;

! B nporpamme TepmuH "opranu3anysa” UCHOb3yeTcs Kak 0000IIAIONINH, MPAKTHKA MOKET HPOXOJHUTh B
YUPEKICHUH, TIPEIIPUITHH, HUPME, KOMIAHUH U 1.
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- HoAroToOBUTbL OTYCT, 06061H&IOH1HI>1 IMMOJIYYCHHBIC 3HAHUSA W IMMPAKTHYCCKHC

HAaBBIKH.

1.2. Bud u mun npakmuku

TuIl MPaKTUKK — MPOU3BOICTBEHHAS.

BI/IIL IMPAKTUKHU —IIPOCKTHAA IIPAKTHKA.

1.3. CnocobbiI u Mecma npoeedeHusT NPakKmMuKu
CnocoObl IMPOBCACHUS IIPAKTUKU: CMAYyUOHAPHAA UIU 6ble30Has.

CranmonapHasi NpakTUKa MPOBOAUTCA B CTPYKTYPHBIX MOAPA3AEICHUAX
PITY, npenHa3sHaueHHbIX 711 TPAKTUYECKON MOATOTOBKH MM B MPOQUIBHBIX
OpraHM3alMAX, PACHOJIOKEHHBIX Ha TEPPUTOPUU T. MOCKBBI, HA OCHOBAHUH
JIOTOBOPA, 3aKiaroyaemMoro mexay PITY u npoduiibHON opranuzanuei.

Brle3nHast mpakTuKa IpOBOJUTCS B IPOPUIbHBIX OPraHU3aIUsaX Pa3IMYHbIX
pernonoB Poccuiickonn denepanyu, Ha OCHOBAaHUM JOTOBOpPA, 3aKIHOYAEMOIO
mexay PITY u npoduinbHON opraHu3aiuei.

1.4. Bud (eudbi) npogheccuoHasnibHOU dessmesibHOCMu

[IpakTHKa OpUEHTUPOBaHA HA CIAEAYIOMINE BUABI TPOPECCHOHATILHON
NEATEIIbHOCTH:

-OpraHU3alMOHHO-YIIPaBICHUYECKYIO.

1.5. lMnaHupyeMbie pe3ynibmambl 06y4eHusi Npu rpPoxoxxoeHuu
npakmuKu, COOmMHecEéHHbIe ¢ UHOUKamopamu OOCMUXKeHUs

KomnemeHyuu

KoMmnereHuus NuankaTopbl KoMIeTeHIUi Pe3yabTaThl 00yyeHus

(kox u (kK01 ¥ HAMMEHOBAHUE)

HalMEHOBAHMUE)
ITIK-1. BiameeT HaBbIkaMu ITK-1.1. [TpuMeHsIeT 3HaHUS CTPYKTYPHI 3namoe: cmpykmypy eocy0apcmeenHvix
pa3pabOTKK ¥ BHEIPEHUS rOCYAapCTBEHHBIX OPTaHOB, OPTaHOB 0p2ano8, Op2aH08 MeCmHo20o
JIOKAJIbHBIX HOPMATUBHBIX MECTHOT'O CaMOYTIpaBJICHUSI, CamMoynpasieHusl, OP2anu3ayull pasiuyHuIxX
AKTOB IO JOKYMCHTAIIHOHHOMY | OpraHH3aluil pa3indHbIX (GopM @opm cobcmeennocmu, HOPMAMUBHO-
00ecIeyeHnIo yIpaBIIeHUs B COOCTBEHHOCTH; HOPMATHBHBIX H npaeogvle akmul 8 chepe
OpraHu3alusIX pa3InyHbIX MIPAaBOBBIX aKTOB B chepe O0OKYMEHMAYUuoHHo20 obecneyenus
OpraHn3alMOHHO-TIPABOBBIX JOKYMEHTAI[MOHHOTO 00eCIIeYCHUS ynpaeaeHus
(opM 1 hopM COOCTBEHHOCTH, | YHPaBJICHHS; BUIOBOTO COCTaB Ymems: ananuszupoeams npasogvie akmul 6
rOCYAApCTBEHHBIX OpraHax u JIOKaJIbHBIX HOPMATUBHBIX aKTOB 110 chepe O0KyMeHMAayUuoHHo20 obecneyenus
opraHax MECTHOI'O JOKYMEHTAIIHOHHOMY O0ECIICYCHHIO VAPABAEHUs U BbIABIAMb 8UO0BOU COCMAB
CaMOYIIPABJICHUS 0053amenbHbIX TOKATbHBIX HOPMAMUBHBIX
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YIIpaBJIEHUs IIPU pa3paboTKe JIOKATbHBIX
HOPMAaTHBHBIX aKTOB

axkmos
Bnaoemv.: nasvikamu npumenenus
o0buezocydapcmeenublx HOpM & chepe
OOKYMEHMAYUOHHO20 06ecneyeHus.
YApaeneHus npu paspadonike 10KATbHbIX
HOPMAMUBHBIX AKMO8

[IK-1.2. PazpabaTrIBaeT Ha OCHOBE
JEHCTBYIOIIHUX PaBOBBIX aKTOB
JIOKaJIbHbIE HOPMaTHBHBIE aKThI 10
JOKYMEHTAI[MOHHOMY 00€CIIEUeHUIO
yIpaBJICHUS

3uams: npasuna pazpabomku 10KAIbHbIX
HOPMAMUBHBIX AKMO8, UX CIPYKIMYPY U
codeporcanue
Ymemo: paspabamvieams noxanvhoie
HOpMamueHble akmul 6 chpepe
OOKYMEHMAYUOHHO20 0becneyenus
YNPAGNeHUsT 8 COOMBEMCMBUU C
OeticmeyowWUMU NPAGOSLIMU AKM
Bnaoemo: nasvikamu noo2omosxu
NPOEKMO8 IOKATbHBIX HOPMAMUBHBIX
AKMO8, UX CO2NACOBANUS U YIMGEPICOCHUS

[IK-1.3. BHenpsieT u akTyanusupyer
JIOKaJIbHBIC HOPMATHBHBIX aKTHI T10
JOKyMEHTAI[HOHHOMY 00€CIICUCHUIO
YIpaBIICHUS B TOCYAaPCTBEHHBIX
opraHax, opraHax MeCTHOTO
CaMOYTIpaBJICHHUS U OpPraHU3aLUAX
Pa3IMYHBIX OPTaHU3AIIOHHO-TIPABOBBIX
¢dbopm u hopm cOOCTBEHHOCTH

3namu: nopsadok 8gedenus 8 Oelicmaue
JIOKATIbHBIX HOPMAMUBHBIX AKINOE O
OOKYMEHMAYUOHHOMY 00eCneyeHuro
VAPABNEHUs 8 20CYOAPCMBEHHBIX OP2AHAX,
0peanax MecmHoz20 camoynpasienus u
OP2aHUBAYUAX PASTULHBIX OP2AHUAYUOHHO-
npaeosuvix hopm u popm cobcmeennocmu
Ymemv: enedpsame nokanvivie
HOpMAmusHble aKmbl

Braodemw: nasvikamu nepepabomxu u
AKMyanu3ayuy 10KATbHbIX HOPMAMUGHBIX
aKmos

[IK-2. CrocobGeH opraHn30BaTh
Y OCYIECTBIIATh
JOKyMEHTAI[HOHHOE
obecrieueHne yIpaBieHHUS B
OPTaHU3AIMIX PA3THYHBIX
OpraHU3aI[IOHHO-TIPAaBOBBIX
dhopm u hopM coOCTBEHHOCTH,
TOCYJapCTBEHHBIX OpraHax Hu
OopraHax MECTHOTO
CaMOYTIPaBICHHS

[IK-2.1. ITpumeHsieT TeOpeTHYECKUE
3HaHMSA B cepe JOKyMEHTAI[HIOHHOTO
oOecrieyeHns! ynpaBJieHNUs B
MIPAaKTHYECKOH e TeTbHOCTH

3nams: meopemuueckue 0cHogbl
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Ymemn: npumensimo meopemuueckue
SHAHUSL NPU OPEAHUZAYUU
OOKYMEHMAYUOHHO20 0becneyenus
YnpasieHus.

Bnaoemw: memooonozueii
OOKYMEHMAYUOHHO20 0becneyenus
YNpasieHus.

[IK-2.2. OpranusyeT JOKyMEHTAI[HOHHOE
of0ecrieueHue yrpaBieHUs B
OpraHU3aLHAX PA3THYHBIX
OpraHU3allMOHHO-TIPABOBBIX GopM U
(opM COOCTBEHHOCTH, FOCYaPCTBEHHBIX
OpraHax U OpraHax MECTHOTO
CaMOYIIPaBJICHUS

3unams: ocobennocmu nocmanoexu
OOKYMEHMAYUOHHO20 0becneyenus
VIPAGIeHUsL 8 OP2AHUZAYUSIX PAZTULHBIX
OP2AHU3AYUOHHO-NPABOBLIX (hOPM U opm
cobcmeennocmu, 20Cy0apCmeeHHbIX
0p2anax u Opeanax MecmHo2o
camoynpasnenust
Ymems: opeanuzosamo
O0OKyMeHmayuonnoe obecneyenue 6
OP2aHU3AYUSIX PAZTUYHBIX OP2AHUZAYUOHHO-
npasosuix popm u opm coocmeennocmu,
20Cy0apCmEeHHbIX OP2AHAX U OPeAHaX
MECMHO20 CAMOYNPAGLEHUS YNPAGILeHUS.
Bradems: nagvixamu coéepuiencmeosanus
cucmembl QOKYMEeHMAYUOHHO20
obecneyenust ynpasieHus.

[1K-2.3. Bemmonssier paboTy 1o
JOKyMEHTAI[HOHHOMY 00€CIIeUeHHIO
YIPaBJIEHYECKUX TPOLIECCOB B
OpraHM3aIHsAX PA3THIHBIX
OpraHHU3aIMOHHO-NPABOBBIX (OPM U
(hopM cOOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpraHax U opraHax MECTHOTO
CaMOYIMpaBICHUS

3uams: cocmas Qyuxyuil cryico
OOKYMEHMAYUOHHO20 06eCneyerus.
ynpaenenus

Ymems: ocywecmenamo pabomy no
OOKYMEHMAYUOHHOMY 00ecnedenuio
VAPABIEHYeCKUX NPOYEccos

Bradems: nasvikamu 00KyMeHMUposanHus
VAPABIEHYEeCKUX Npoyeccos u pabomol




O0oKyMenmayuell 8 Op2aHu3ayUusax
DA3TUYHBIX OP2AHUZAYUOHHO-NPABOGBIX
dopm u popm cobcmseennocmu,
20CYOapCMEEeHHbIX OP2AHAX U OP2AHAX
MECHHO20 CAMOYNPABNEHUS.

TIK-3. Cnocoben
OCYIIECTBIISTH
JIOKYMEHTAI[HOHHOE
obecreueHne NeITeILHOCTH
OpraHM3aIiii pa3IuIHbIX HOpPM
COOCTBEHHOCTH,
rOCY/apCTBEHHBIX OPTAaHOB U
OpPraHOB MECTHOTO
CaMOyTIpaBIICHUS

[IK-3.1. ITpumeHseT 3HaHUs O
KJIacCH(HMKAIIMU U BUIOBOM COCTaBE
Pa3IHYHBIX CHCTEM JOKYMEHTAIUH B
mpolecce JOKYMEHTHPOBAHHSI
JeATENbHOCTH OPTaHU3aLII Pa3THIHBIX
(opM COOCTBEHHOCTH, FOCYIaPCTBEHHBIX
OPraHOB M OPraHOB MECTHOTO
CaMOYIIPaBICHUSI

3namu: knaccugpuxayuio u 8U0080U cocmas
DA3TUYHBIX CUCTHEM OOKYMeHmayuu
Ymemv: npumenamo meopemuueckue
3HaHUA npu pabome ¢ pa3UIHLIMU
cucmemam. OOKyMeHmayuu

Bnaoemv: nasvikamu ucnonv306anus
PAa3IUYHBIX 8UO08 OOKYMEHIMO8 U CUCTEM
JoKymMeHmayuu 05t 0becneyerus
0esAmenbHOCMU OP2AHU3AYUTL PASTUYHBIX
gopm cobcmeennocmu, 20cy0apcmeeHHbIx
OP2aHO8 U OP2AHO8 MECTNHO20
camoynpasienus

[IK-3.2. OcyumectBiser
JOKYMEHTAIIHOHHOE 00ecieueHIe
JEeSITeIPHOCTH OPTaHU3AIMN Pa3IMIHBIX
(hopM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
Oopra”ax ¥ opraHax MecTHOTO
caMOyIpaBJICHUS

3uamv: HopmamueHvie mpebosanus K
OOKYMEHMAYUOHHOMY 00eCneyeHuo
0esmenbHOCMU OPeAHU3AYUTL PASTUYHBIX
gopm cobcmeennocmu, 20cy0apcmeeHHbIx
0peaHax u OpeaHax MecmHo2o
camoynpasnenus

Ymemv: npumenamo suanue Hopmamusno-
npagosotl basvl NPu OCyuecmeneHuu
OOKYMEHMAaYUuoHHO20 06ecneyeHusl
0esmenbHOCMU OP2AHUAYUT PA3TUYHBIX
gopm cobcmeennocmu, 20cy0apcmeeHHbIx
Op2aHax U OP2aHAX MECTHO20
camoynpasnenus

Bradems: Hasvlkamu 6blagIeHUs COCMABA
OOKYMEHMO8, 06eCneyusarowyux pasnuiHvle
npoyeccyl

[1K-3.3. PaboTaer ¢ pa3nu4HbIMH
CUCTEMaMU JTOKYMEHTaUU

3namov: ocobennocmu pabomoi ¢
PA3TUYHbIMU CUCEMA OOKYMEHmAayuu
Ymems: pabomams ¢ paznuunvimu
cucmemamu OOKyMeHmayuu

Bnadems: nagvikamu coeepuieHcmeosanuio
pabomvl ¢ OOKyMenmamu,
0becneuusaIoOuUMY PA3TUYHbBIE NPOYECCHl

T1K-4. Bnaneer 3HaHUSIMU
COBPEMEHHBIX
WHQOPMAIMOHHBIX CHCTEM U
HaBBIKAMU MPOCSKTUPOBAHHS U
BHEJPEHUS CUCTEM
3JIEKTPOHHOTO
JIOKyMEHTO000pOTa B
OpraHu3aIu

[IK-4.1. [TpumensieT 3HaHue
COBPEMEHHBIX HH()OPMAaIIMOHHBIX
CHCTEM, CUCTEM DIIEKTPOHHOT O
JIOKyMEHTO000pOTa, IPAaBOBBIX aKTOB B
cdepe ynpasneHus nHGopManuen u
JIOKyMEHTalMeN B IPAKTUYECKOM
JeSITeIbHOCTH

3name: cospementvie uHGOpMaAyUOHHbIE
cucmembl, CUCIeMbl INEKMPOHHO20
O0OKYyMeHmoobopoma, npagogoe
pezynuposanue chepuvl ynpasieHust
uH@opmayueil u OOKyMeHmayuel

Ymems: npumensimo snanue Hopmamueno-
npasosoll bazvl 8 cghepe ynpasnenus
ungopmayuetl u OoKymenmayuetl 8
npaxmu4eckoi 0essmenbHoCmu

Bnadems. nHagvikamu 6v160pa
HE0OX00UMbBIX MEXHOL0UHEeCKULL PetleHUll
6 npoyecce ynpasieHus unpopmayuei u
JoKymeHmayuetl

IIK-4.2. [TpumeHsieT METOOIOTUI0
OPraHU3alIOHHOTO POEKTUPOBAHUS IPU
aHaJIN3€ CUCTEMBI JOKYMEHTAllUOHHOTIO
o0ecrieueHns yIpaBIICHNS! B OpraHU3aluH

3namv: memooonocuyeckue 0CHOGbL
HOCMPOEHUsL YRPAGLEHYECKUX CUCTIEM U
cucmem OOKYMEHMAYUOHHO20 0becneueHs.
ynpaenenus

Ymems: npumensmo paznuunvie
Memooonocuteckue nooxoovl npu
NPOEKMUPOBAHUL CUCHIEM
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Bnadems: nagvixamu ananuza u




OP2aHU3AYUOHHO20 NPOEKMUPOEAHUS
cucmem OOKYMeHmMayuoHHO20 0becneqeHusl
ynpaenenus

[1IK-4.3. Y4acTByeT B IPOEKTUPOBAHUU U
BHEJ[PEHHH CHCTEM 3JIEKTPOHHOTO
JIOKYMEHT0000pOTa B OpraHU3aliu

3uame: npasuna u memooonozuueckue
ROO0X00bl K NPOEKMUPOSAHUIO CUCTEM
21eKMPOHHO20 OOKYMeHmMoobopoma
Ymemv.: enedpsme cucmemvl
21eKMPOHHO20 OOKYMeHmoobopoma
Bradems: Hasvikamu eviagnenus Hauboee
ONMUMATLHBIX HOKA3amenel, HeoOX0OUMbIX
07151 NPOEKMUPOBAHUSA U HACMPOUKU
cucmem d1eKMpPOHHO20
00KyMenmoobopoma

TIK-6. Crocoben
OCYIIECTBIIATH
OpTaHHU3aI[MOHHOE,
I[OKyMeHTaI_[I/IOHHOC nu
HUHPOPMAIHOHHOE
obecrieyeHne AesTeIbHOCTH
PYKOBOAUTEINS OpraHu3aIum

IIK-6.1. Mcrionb3yeT 3HaHUS NPaBOBBIX U
OpraHM3aIIMOHHBIX OCHOB YIPaBIICHHS,
OCHOB JIOKYMEHTHO# JINHTBUCTHKH,
HPaBUII PYCCKOTO S3bIKa, JIEIOBOTO
9THKETa, COBPEMEHHBIX METOJIOB ITOUCKA
1 00paboTKH HH(GOPMAIIHHA IS
obecriedeHns TPoQecCHOHATEHON
JeATEIEHOCTH

3uams: npasosvle u opeanuzayuonuvie
OCHOBbL YNPABIeHUsl, OCHOBbI OOKYMEHMHO
JUHSBUCIMUKU, NPABUNA PYCCKO20 A3bIKA,
0enogou smuxem

Ymems: npumensimo cogpemennoie
Memoovl noucka u 0opabomxu
ungopmayuu 01 obecneyeHus
npogheccuoHanbHOU 0esmenbHOCmU
Braodemu: nasvikamu obecneuenus
OesimenbHOCmU PYKOBOOUMENsi HA OCHOGE
SHAHUL NPABOBLIX U OP2AHUZAYUOHHBIX
OCHOB YNpagneHus, 0CHO8 OOKYMEHMHOU
JIUHRBUCMUKU, NPAGUTL PYCCKO20 SI3bIKA,
0e106020 IMuKemd, Co8PEMEHHbIX
Memo008 noucka u 06pabomxu
ungopmayuu

[TK-6.2. OcymecTBiser coop, 00padoTKy
W aHaJn3 MHPOPMALMHU, COCTABISIET U
PEOAaKTHPYET TEKCTHI CITy)KeOHBIX
JOKYMEHTOB C UCIIOJIb30BaHUEM
COBPEMEHHOT'O IPOrPaAMMHOTO
obecriedeHns M O(UCHON OPTTEXHUKA

3uams: npasuna cocmasnenus u
PEOaKmupo8aHsi MEKCMO8 CLyHCeOHbIX
OOKYMEHMO8

Ymemow: cobupams, obpabamuvieams u
AHATU3UPOBAMb UHDOPMAYUIO, CO30A8aMb
gopmy ee npedcmasnenus

Braodemw: nasvixamu pabomei ¢ oguchot
OpP2MEXHUKOU U HABLIKAMU UCTIONb30BAHUSL
COBPEMEHHO20 NPOSPAMMHO20 ODecneyenus
npu ocywecmeienuu pabonol ¢
ungopmayuel u NOO20MOBKe CAYHCeOHbIX
O0OKYMEHMO8

[1K-6.3. YuacTByeT B IPOBEICHUH
KOH(EPEHTHBIX MEPOIIPHUSTHI,
JOKyMEHTUPYET JIeSITeIbHOCTD
KOJUIETHAJIbHBIX OPTraHoB, OPraHNU3yeT
IIpUeM HOCETUTENIEH, TUIaHUpYeT pabouee
BpEMs pyKOBOAMTEIIS, UCTIONb3YeT
COBPEMEHHOE NPOTPaMMHOE
obecriedeHre 1 OQPUCHYIO OPTTEXHHUKY
JUIS TIOJITOTOBKH CJTY)KEOHBIX
JIOKyMEHTOB

3namob: nopaoox nposedenus
KOHGhepeHmHbIX Meponpusimuil,
HopmamusHyro 6a3y 6 cghepe obecneyerus
KOLNe2UANbHOU OesleNbHOCIU

Ymems: opeanusosams nposedenue
KOHGhepeHmHbIX Meponpusimuil,
OOKYMEHMUPOB8amy 0esimeibHOCHb
KOINE2UATLHBIX OP2AHO8, UCHOTb308AND
co8pemenHoe npoepammHoe obecnevenue u
oghuchyio opemexHuxy

Brademw: nasvikamu opeanuzayuu npuema
nocemumeneti, NIAGHUPoOBaHUA paboiee
8peMeHU PyKogooumes

TTIK-9. Cnocoben
OCYUIECTBIISITh PETJIAMEHTALUIO
MPOLIECCOB MOAPa3AeICHUN
OpraHU3aINK U pa3padaThIBaTh
aJIMUHUCTPATHUBHBIC
peryiaMeHThI B
TOCyapCTBEHHBIX U
MYHHUITUITAJIBHBIX OpTaHax

[IK-9.1. [TpumensieT TeOpHUI0
MIPOLIECCHOTO YNPABICHUSI, METOAUKY
MIPOEKTHPOBAHUS IPOLIECCOB U CUCTEM
yIpaBJIeHUs JOKYMEHTaMu, IpaBuiia
pa3paboTKU PErIaMeHTOB IIPOLIECCOB B
MIPAKTUYECKOH eSTeIbHOCTH

3namv: meoputo npoyeccho2o ynpasienus,
MEMOOUKY NPOEKMUPOBAHUsL NPOYECCO8 U
cucmem ynpagierHus OOKyMeHmamu
Ymemo: npumensme meopemuueckue u
MemooonocudecKue 3HaHUsL NPu
NPOEKMUPOBAHUU CUCTEM YNPABLEHUs
OOKYMEHMAMU 8 NPAKMUYECKOU
oessmenbHocmu




Braoems: nagvikamu pazpabomxu
DPe2NaAMEHMO8 NPoYeccos

[IK-9.2. ITpoekTupyeT npoueccs u
CHCTEMBI yIIPaBJIECHHA JOKYMEHTaMH,
pa3pabaThIBacT JOKAIbHbIC HOPMATHBHBIE
aKThl B TOCYIapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIPaBIICHUS U
OpTaHM3aIHAX PA3IHYHBIX GOpPM
COOCTBEHHOCTH

3uamu: npasuna paspabomxu 10KATbHBIX
HOPMAIMUBHBIX AKMOB 8 20CY0APCHIBEHHBIX
Op2aHaX, OP2aAHAX MECTHO2O
CaMOYNpAasneHus u OpeaHu3ayusix
Pa3uyHbIX hopm cobcmeenHocmu
Ymemv: npumenamo meopemuueckue
3HAHUA NPU pa3pabomke J0KATbHBIX
HOPMAMUSHBIX AKIMO8

Bnadems: nasvixamu npoexmuposanusl
npoYyeccos u cucmem ynpasienus
OOKYMEHMAMU

IIK-9.3. OrnenuBaet 3¢ heKTHBHOCTD
YIPaBJICHYCCKUX MPOIECCOB M CUCTEM
YIpaBICHUS TOKYMEHTAMH U HX
COBEPIICHCTBOBAHHSI

3Hamb: Memoouxy oyenku
agGexmusHocmu ynpagieHuecKux
npoYeccos u cucmem ynpaeienus
OOKYMeHmamu

Ymems: onpedenams komniexc mep no
COBEPUIEHCIMBOBAHUIO YRPAGIEHYECKUX
npoYeccos u cucmem Ynpaeienus
OOKYMeHmMamu

Bnaoems: nagvikamu coeeputencmeosanus
VIPABIEHUECKUX NPOYECCO8 U CUCTHEM
ynpasienust 00KyMeHmamu ¢ NpUMeHeHuem
COBPEMEHHBIX UHPOPMAYUOHHBIX
MexXHON02Ul

1.6. Mecmo npakmuku e cmpykmype o6pa3zoeamersibHOl Npo2pamMmb|

[IpoekTHass TpaKTHKa OTHOCUTCS K YacTH, (OPMHPYEMOW YJaCTHUKAMH
oOpazoBarenbHbIX OTHOIIEHUH 0510Ka b2 («IIpakTuku») yueOHOTrO 1iaHa.

JIst IpOXOJKIEHNUST TIPaKTUKU HEOOXOAMMBI 3HAHWSI, YMCHHS W BIIQJICHUSA,
cOPMHPOBAaHHBIE B XOJI€ HM3YyUYCHHUS  CICAYIONIUX JUCIHMIUIAH TIPOXOXKICHUS

MpaKTUK: «MeToanKa COBEPIICHCTBOBAHNS CUCTEMBI YIIPABJICHHUS JOKYMEHTAMHU B

opranuzauusx», «MHPOpMaLMOHHBIE TEXHOJOTHUM B  JOKYMEHTAIIMOHHOM
o0ecrieueHnn  ympaBieHus», «O3HakoMuTeNnbHas  mpakThkay, «HayuHo-
uccienoBaTenbckas pabota  (IoJlydeHHWE TMEpPBUYHBIX  HABBIKOB  HAy4yHO-

HCCJIEI0BATENHCKOU PaboThI».
B pesynbpTaTe mpoxokaeHus MPakTUKU (GOPMHUPYIOTCS 3HAHUS, YMEHHS U

BJIaACHUA, HCO6XO)II/IMBIG AL MMPOXOXKACHUS  IIPAKTHK: ((HpCIIIII/IHJ]OMHaH

IIpaKTHKa).
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1.7. O6beM npaKkmuku

[Ipaktuka npoxoaut B 8 cemectpe. OOmmIast TPyI0EMKOCTh MPAKTUKUA COCTABIISET
3 3auerHble eaunHuibl, 108 dwacoB, B TOM dYucie KOHTakTHas pabora 12 dacos.

HpOI[OJDKI/ITeJILHOCTB IMPAKTHUKH — 2 KaJICHIAPHBIC HCACIIN.

2. CopepxaHue NPaKkTUKu

Ne | HaumeHoBaHue pa3zesa Copmep:xaHue U BUIbI paboT!

1. O3HaKOMUTebHaA JEeKLUs OnpeneneHne Lened W 3afad MNPaKTHUKHM, MCTOYHUKOB U
JINTEpPaTyphl, HEOOXOJUMMBIX [/ CaMOCTOATeNbHOH paboThbl U
NOATOTOBKH OTYETA.

2 HHcTpykTaxk mno TexHuke | O3HaKOMJIeHHe CTY/eHTOB C IPaBUJIaMHU BHYTPEHHEro pacnopsika,
6e30MacHOCTH JIOIyCKa B TIOMEILeHHS CJIYKO, T0XKapHOH 6€30MacHOCTH U APYTUMHU
perjJaMeHTHPYIOIMMH PaboTy COTPYAHUKOB HHCTPYKIUSMH
Y 0JIO’KEHUSIMH.

3. U3yyenne HUCTOPUHY, PykoBoauTe/lb NpPaKTUKK OT OpraHU3alldd  MOXeT
COBpPEMEHHBIX 33Jlay, | IpOBECTU BCTYNUTEJbHOE 3aHsATHEe CO CTYJeHTaMH, LeJblo
GyHKIMH M CTPYKTYpbI | KOTOPOTO fIBJSETCA O3HAaKOMJIeHHEe NPAaKTUKAHTOB C HCTOPHEH,

4, yupexJeHus; COBpPEMEeHHBIMH 33JiayaMM, HalpaBJeHUsSIMH [eATeJbHOCTH U
U3y4yeHne OopraHU3alMOHHBIX | 0COGEHHOCTSIMU JOKYMEHTHPOBaHUA yIpaBJIeHYeCKOU
JOKYMEHTOB NpeJNPUATHA JedTeJIbHOCTH yupexJeHus. Eciu B apxuBe opraHusanuu uMeeTcs

UcTOpHUYecKas chpaBka o ¢oHAoo6Gpa3oBaTesle, OHA M3y4yaeTcs
CTy/leHTaMM.
Janee CTYJleHT IPUCTYNaeT K U3y4YeHUI0

OpraHM3alMOHHO-NPABOBLIX JJOKYMEHTOB, perjaMeHTUPYIOLINX
IOPUAMYECKUI  CTAaTyC YYpeXAeHUs, €ro OpraHu3alloHHO-
npaBoBy0 GpopMy, OpraHU3aLUOHHYIO CTPYKTYPY U HaIlpaBJeHHUS
JlesITebHOCTH.

K TakuM JOKyMeHTaM OTHOCSTCS:

e YcraB (10JI0XKeHUe) OpraHu3aLuy;

o [loyio’keHHUS 0 CTPYKTYPHBIX [T0/ipa3ie/IeHUsAX;

e JIO/DKHOCTHBIE MHCTPYKIMH COTPYAHUKOBZ;

e lllTaTHOe pacnucaHue.

[lo wuToraM wu3y4yeHUs CTYAEHTbl JOJ/DKHBI CO6paTh
nH}OpMaLUIO [0 CIeAYIOLMM BONIPOCAM:

e JlaTa CO3JaHHUs OpraHU3aLUM;
Ha3BaHHe OpPTaHU3aLUY;
1[eJIb CO3/JaHus U QYHKIUH OpTaHU3aLUH;
OpraHu3alMOHHO-IIpaBoBas ¢popMa OpraHU3aLuY;
OpraHM3alMOHHAasl CTPYKTYpa U MOPSLOK YIPaBJIeHHUS;
COCTaB OpraHU3alMOHHBIX JOKYMEHTOB OpraHU3aluy;
CTeNeHb OTPAXKEHUsI B OPTaHU3ALMOHHBIX JOKyMEHTax
TpebGOBaHUM K JOKYMEHTHPOBAHHIO YIpaBJIeHYeCKOH
JledTeNbHOCTH  (MOPSAZOK  W3JaHHUsA, TOJIHCAHMUS,
XpaHeHHusl);

B pe3sysbTaTe CTyAeHTbl rpadUyecKd BbIYEPYUBAIOT
CTPYKTYPY OpPraHU3aLMHU.

2 CTyneHT BHUMATENbHO u3y4aeT IlonokeHue o CTpyKTypHOM NOJAPa3[e/IeHU U JIOJKHOCTHBIE
MHCTPYKLMH TOTO MTOAPA3CIICHUs, B KOTOPOM OH IIPOXOJUT IPAKTHKY.
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Bce cob6paHHble faHHble CTYAEHTbl MOTyT 0OPMJATH B
BU/le [HEBHUKOBBIX 3alHceHd, TZe OTMedalT JaTy 3allMCH,
WCTOYHUK, KOTOPBIM OHHM T0JIb30BaJMChb. JTH BBIIIUCKH U3
OpPraHU3alMOHHBIX  JOKYMEHTOB  CTYJAEeHTbl  NpeJCTaBJAIT
PYKOBOAMTENI0O NPAKTUKU OT OpraHu3aluy, B 6ecesie ¢ KOTOPbIM
00CcyXaaT  crnenuduUUYecKue  OCOOEHHOCTH  CTPYKTYpbl U
PYKOBO/JCTBA OpraHu3anyen.

CoOpaHHBIE CBeJleHUs] CTYJEeHT 3aTeM o¢dopMJsieT B
KayecTBe IepBOM I'/1aBbl OTYETa N0 NPAKTHKe.

Hsyyenue HOPMaTUBHO-
MeTOJUYEeCKUX [JOKyMEHTOB
mno 10y 51 CUCTEM
JIOKyMeHTal U
OpraHu3alyH,

HsyueHue 0cobGeHHOCTel
obopMiieHUs
ynpaBJleHYeCKUX
JIOKyMEHTOB

B TeyeHue 3TOro BpeMeHU CTYAEHTbl BHHMAaTeJbHO
M3y4alOT HOPMAaTHUBHO-METOAUYECKHE JOKYMEHTHI YUpeXIeHHus,
perjiaMeHTUpYIOLIMe MpaBWIa COCTAaBJIeHUs H  OpOpMJIEHUs
JIOKYMEHTOB, €CJIM TaKHe B OpraHU3alUd UMelTcs. B yncie atux
JIOKYMEHTOB MOTYT GbITb HHCTPYKIMH 110 J1€JI0NIPOU3BOACTBY (MU
1o pa6oTe ¢ JOKYMeHTaMH), npaBuia opopMieHHUs JOKYMEHTOB,
perjsiaMeHTbl, CTAaHJAPThl OpraHU3aluy, IpHKa3sbl (pacnopskeHus)
0 TIOpsiiKe CO3JaHMSA U COrJIAaCOBAaHUS OTAeJbHBIX BH/OB
JIOKyMEHTOB U TaK JaJee.

CTyseHTaM Heo6XO0JMMO O03HAKOMHUTBbCA C CHCTEMaMHU
JIOKyMEHTAalMY, HCIOJb3yeMbIMH B OpPraHU3alUH, BBIBUTH
OCHOBHbIE BHJbl U PA3HOBUJHOCTHU JOKYMEHTOB, NIPUMEHSEMbIX
JJIl JOKyMEHTHPOBAHUSA JleATeJbHOCTH OpraHMW3alyy B LeJOM U
CTPYKTYPHOTO No/pa3/eseHus, B KOTOPOM pa6oTaeT NpaKTUKAHT.

Cocras JIOKyMEHTOB CUCTEM JIOKYMeHTaL 1Y,
WCIOJ/Ib3YEeMbIX B [JleTEJbHOCTH OPraHU3aljiy, MOXET BKJIYATh
yHuunupoBanuele  popmMbl U GoOpMBl,  pa3paboTaHHbIE
COTPYAHUKAMH OpPTaHU3aALUH.

[IpoBoauTCA AeTajbHbIH aHAIU3 OpraHU3aAlMOHHO-
pacnopsiiuTeJbHON JOKYMEHTALUH 110 CIeAYIOLUM IpynIaM:

e OpraHu3alMOHHbIE J[OKYMEHTBI, INpHUMEHsSIEMbIe B

ynpaB/eHYeCKOH esiTeJIbHOCTY;

® pacnopsiuTeNbHbIe JlOKYMEHTHI, cocTaB

JIOJDKHOCTHBIX  JIML, HMeEWOUUX [paBo H3JaHUs
pacnopsiiuTeNbHBIX JJOKYMEHTOB;

e BHJbI HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

CTyzeHTaM HeO6XOAMMO M3YyYUTb HHCTPYKLHUIO 110
JleJIONPOU3BO/CTBY OPraHU3alMi U BbISIBUTD, COOJIIOAAIOTCS JIU ee
TpebGOBaHUS  COTPYAHUKAMHU  opraHusanuud. Ecim  Tako#
WHCTPYKIMM B OPraHM3alMH HET, TO CTYAEHTbl aHAJIU3UPYIOT
OpraHU3alOHHO-PACNopsAUTENbHbIE JOKYMEHTbl HAa MpEAMET
cobmonenuss TtpeboBaHuit ['OCT P 7.0.97-2016 (usyuaetcs
odpopMJieHHEe AOKYMEHTOB, TO €CTb HaJIU4YHe BCEX HEOHXOAMMBIX
DPEKBU3UTOB JOKYMEHTOB).

Hanmpumep, CTyZeHT BBISB/ASIET HAIUYHE CIAEAYIOIHX
PEKBHU3HUTOB: 3aroJioBKa, HAUMEHOBAaHUs BHJA JIOKYMEHTa, JaThl,
pPErucTpaloOHHOTr O UH/EKCa, OTMETOK Ha JIOKYMEHTE, a TAaKXKe:

® [PaBUJIbHOCTH a/IpeCOBaHUS;

® TJIOpSZJOK BHYTPEHHEr0 W BHEIIHEro COIJIacOBaHUS

JIOKYMEHTOB;

® IOJNHCAHUS;

® YTBEPXIEHHUS.

BeIAB/AIOTCA BUABI  JJOKYMEHTOB, Ha KOTOpble B
OpraHu3alUy CTABUTCS MeYaTh.

Heo6xoanMO Takke BBISIBUTb, HCHOJB3YIOTCA JH B
opraHM3aluy GJaHKU JOKYMEHTOB, €CJIM UCIOJb3YIOTCS, TO KaKue
(obuuit 6J1aHK, OJIaHK MHCbMa, OJIAHK KOHKPETHOTO BHUJA
JIOKYMEHTA, 6JIaHK JIOJDKHOCTHOTO JIUIA U T.A.). 06pasiibl 6J1aHKOB
’eJlaTeJIbHO IPUJIOXKHUTD K OTYETy [0 IPaKTHKe.

[loMuMo Haauuus O6JIAaHKOB B JHEBHHUKE MpPaKTHKH
CTY[leHTbl (QUKCUPYIOT COCTaB INpPHUMEHseMbIX JIOKYMEHTOB,
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OTMeyalT HauboJiee pacnpocTpaHeHHble B INpPaKTUKe pPaGOThI
yupexaeHns BU/BI OpraHU3alMOHHO-PaCNOPsAAUTENbHBIX
JIOKyMEeHTOB, a TaK)Ke 0TMeYaloT, I'Zie 3apUKCUPOBaHbl TPeOOBaHUA
K COCTaBJIEHUIO U 0pOPMJIEHHIO JOKYMEHTOB OpraHU3alUH.

Heo6x01MO TakXke U3yYUTb TEXHUIECKYI0 OCHALLEHHOCTh
NpPOLIECCOB  JOKYMEHTHPOBAHMS, a HMEHHO: OIpeJeuThb
TeXHUYeCcKue nporpaMMHble CpeAcTBa, HCIO0JIb3yeMble
COTPYAHUKAMH JJi UW3rOTOBJEHHUS JIOKYMEHTOB, CTeleHb
OCHAILleHHOCTH pabo4YuxX MeCT COTPYAHUKOB KOMIbIOTEpaMH,
OPITEXHUKOH U Cpe/iCTBaMU CBSI3H.

B nuceMeHHOM oOT4YeTe HeOOXOJMMO OTpa3UThb, Kakas
nporpaMMa MCHOJIb3yeTcsl B OpraHM3auMu JJs  CO3/aHUs
JIOKYMEHTOB, ee JJOCTOMHCTBA U HeJ0CTATKH.

H3yyenue opraHvsaluu
paboThI C JOKyMeHTaMHU

B Teyenue 9-14 fHel CTyeHThI U3y4alOT:

-IOKyMEeHTO060pOT OpraHu3aluy;

-IOPSAIOK PErucTpaldu U NMocTpoeHHe UHPOpPMaLUOHHO-
IMOMCKOBOM CUCTEMBI;

-TEeXHOJIOTUI0 KOHTPOJIS 32 CPOKaMHM HCIIOJIHEHHUS
JIOKYMEHTOB;

-CoCTaBJIEHUE HOMEHKJIATYPHI J1eJT;

-OpraHU3alyi0 TeKyllero XpaHeHUs [JOKYMEHTOB B
CTPYKTYPHBIX I0Jpa3/ie/IeHUsIX OpraHu3aluy;

-3KCIIEPTU3Y LEHHOCTH M MPaKTUYeCKOM I1eHHOCTU
JLOKYMEHTOB;

-IIOATOTOBKY M TepeAadyy [JOKYMEHTOB B  apXUB
OpraHHU3alUH.

CTyZeHTbl aHAIM3UPYIOT [JOKYMEHTOIOTOKH IO BUAAM
JIOKYMEHTOB, IO KOppEeCHOHJEeHTaM, N0 YPOBHSM HCIOJHEHUS,
COCTaBJISIIOT ONEpPOrpaMMbl ABHXKEHUS BXOJsALeH, BHYTPEHHEN U
ucxofsmed kKoppecnoHAeHUUU. CTyAeHTbl U3y4alOT CUCTEMY
MepBUYHON 00pabOTKH KOPPECIHOHAEHLMH W MpaBHJa OTIPABKU
HCXOAIIMX JOKYMEHTOB, aHAJM3UPYIOT MOPAAOK COTJIACOBAHUS U
MOIMTH CAaHUS JIOKYMEHTOB, MPOCYUTHIBAIOT 00beM
JIOKYMEHTO0060pOTa 33 MPeAIIeCTBYOUAA MeCIL.

CTyZeHTbl U3y4alOT CUCTEMY PETUCTPALlUU JJOKYMEHTOB B
yUpEeXAEHUH, 3HAKOMSITCS C pPEerucTpalMoHHbIMM opMaMu U
MOPSIAKOM HX 3aloJiIHeHUs. M3ydaloT cucteMy UHPOpMaLUOHHO-
CIpaBOYHOM paboThl. CTyAEeHThl 3HAKOMSATCSA C OpraHu3alued u
TEXHOJIOTHUEH KOHTPOJISI UCIIOJTHEHHS JOKYMEHTOB B YYpEX/eHUH,
AHAJIM3UPYIOT MepevyHHd JOKYMEHTOB, IMOJJIEKAIIUX KOHTPOJIIO.
JenaeTcs BBIBOA O BO3MOXHOCTH O00'beJUHEHUS perucTpaluy,
KOHTpOJISI U CIPaBOYHOH pabOThl B eJUWHBIA TEXHOJOTHYEeCKUH
nporiecc.

CTyZieHTbl BBISIBJSIIOT M OIHUCHIBAIOT CYIIECTBYIOIIYIO
WHOOPMAIMOHHO-TIOUCKOBYI0  CHCTEMY, KaK TpPaJUI[MOHHYIO
(kapTOTEKH, MPUHLOMUIIBI U GOPMHUPOBAHUE), TaK U IJEKTPOHHYIO
(6a3bl JaHHBIX B KOMIIBIOTEPE).

CTyaeHThI onpesensiioT Ka4yecTBO obopmieHUs
HOMEHKJIaTypbl JeJ, Hajluyhe Heob6XoAWMOU HHPOpMaLUU.
CTyneHTbI H3y4aloT NPaKTUKY dopMupoBaHUs e,
CaMOCTOSITEJIbHO  MPOU3BOAAT  TPYNIUPOBKY  HCIOJHEHHBIX
JIOKYMEHTOB B JleJla B COOTBETCTBUH C HOMEHKJIATYPOU JieJL.

CTyZeHTbl HM3y4alT TMpOIecC TOATOTOBKHA Jea  3a
npeablAyUide TroAbl JJis cAayd B apxuB. [IpoBepsitoTcs
npaBUNIBHOCT odopmaeHUuss Aes, ux opmupoBaHus. Ilpu
HeoOXO0JUMOCTHU CTY/J€HThI 0/Ir0TABJUBAIOT BHYTPEHHUE ONIUCU U
JINCThI-3aBEPUTENH, HYMEPYIOT JUCTBHL. Ha NOATrOoTOBJEHHbIE K
c/laye Jiesia CTYAEHThbl COCTABJSIOT ONMMCU U IO HUM NMPOU3BOASAT
c/lauy JeJl B apXUB YYpexJeHHs.
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U3yyuB [OKYMeHTAalLlMOHHOe obecredyeHue YIpaBJeHUs
OpraHusalyy, CTYAeHTbl [JeJIaloT COOTBETCTBYHOIIME 3alucCHh B
JIHeBHMKe M0 [JIaHy IPOrPaMMBl.

BoiiBneHve  HampaBJieHUH
coBepireHcTBoBaHua /JIOY B
OopraHusaluu

Ha ocHOBaHMM NpOBEeJIEHHOTO HCCAeJ0BaHUA CTYAEHTbI
BBISIBJISIIOT HEJOCTATKU B JJOKYMEHTHPOBAHUHM YIpaBJeHYeCKOU
JlesTeJbHOCTH  OpraHu3alMM M  OpraHM3auuu paboTel C
JIOKyMeHTaM{ UM  [pejJjaraloT  COOCTBEHHble  BapHaHThI
pallMOHa/JIN3al 1K Ae0NPOU3BO/ICTBA B HEM.

U3y4yuB [OKyMeHTallMOHHOe obecredeHHe YNpaBJeHUs
OpraHu3aly{, CTYJeHTbl JeJIaloT COOTBETCTBYIOIIME 3alucCHh B
JIHEBHUKeE M0 [JIaHY IPOTPaMMBbl.

IloaroToBka oT4éTa

®opMOU OTUETHOCTH 110 Pe3y/IbTaTaM NPAKTUKH SBJISETCS
OTYEeT, XapaKTEpPUCTHUKA OpraHu3anuy, rpaduk MpOXOKIAEHUS
npakTUKA. OTyeT UMeeT TUTYJbHbIM sauct ([Ipunoxenue  3),
orjiaBJeHUe, BBeJleHHe, [Be TJIaBbl, 3aKJI0OUeHHe U MPUJI0KEHUS
(He MeHee 5 mpUIOXKEeHUH).

PekoMeHAyIOTCS clleAyloLye pa3jesibl OTYeTa:

BsedeHue

I'nasa 1./JokymenmuposaHue dessmebHOCMU Op2aHU3aAyUU

I'nasa 2.0peanusayusi pabomvl ¢ 0OKyMeHmamu

3akawyeHue

Bo BBeJeHuMHM [JaeTcd  KpaTkKas  xapaKTepUCTHKa
OopraHusalUy, B KOTOPOM CTyZeHTbl INPOXOAAT MNPAKTUKY
(vka3pIBaeTCcsl Ha3BaHHWE OpPraHU3aAlUH, €e IOPUAHYECKHH CTaTyC,
OpraHu3alMOHHAasA  CTPYKTypa, TMOPSAAOK  yOpaBJeHUS |
PYKOBOJCTBA, OTMeYaeTCsl NPUHLMI NPUHATHUSA YIpaBJIeHYECKUX
pelieHUH (KoJuIerdajbHbIN, eAUHOHAYaJbHBIN), a TaKXKe JaeTcs
onvcaHue U3y4YeHHbIX HOPMAaTUBHBIX JJOKYMEHTOB B COOTBETCTBUU
C IOCTaBJIEHHBIMU B MEeTOAMYECKHX YKAa3aHUX 3aJa4aMU.

B nepBoM pasziesie oTyeTa He06X04MMO ePEeUUCTUTD:

- HopMaTuBHO-MeTOoUYECKHE JIOKYMEHTBI,
perjiaMeHTUpyliMe TMpaBWia  CO3JaHUsA U 0pOpMJIEHHs
JIOKYMEHTOB,

- CucteMbl  JOKyMeHTaUuW, o6pasymolidecs B

JlesITeJIbHOCTH opraHu3anuy (Has3BaTb BHJbl U Pa3HOBHUJHOCTH
JIOKYMEHTOB /ISl K&XJ0H CHCTEMBI).

[Toapo6HO OmHCcaTh 0COOEHHOCTHU odopmMIeHUS
yIpaB/ieHYeCKUX JOKyMEHTOB, MpaBuia 0GOpPMJIEHUS] OTAENbHBIX
PEKBU3UTOB JAOKYMEHTOB (HaMMeHOBaHUE BU/A JTOKYMEHTA, JjaTa,
MOAMHUCH, U T.[T.).

[IpoaHasM3MpoBaTh GJIAHKU LOKYMEHTOB (YKa3aTb BU/JbI)
U OLEHUTb COOTBETCTBHE COCTABA M PACIOJIOKEHHsI PEKBU3UTOB
6J1aHKa yCTaHOBJIEHHBIM TPEGOBaHUSM.

Bo BTOpOM pa3sjesie oT4eTa «OpraHu3alHs pPaGoOThI C
JIOKyMEHTaMH» pacCMaTpPUBAlOTCs BCe 3Tambl  paboThl €
BXOASALIMMH, HUCXOJAIMMHA W BHYTPEHHUMH [JIOKyMEHTaMH,
BKJIIOYasi, B TOM YHCJIe, BOIPOCHI:

- [Ipuem u nepBrUYHas 06paboTKa JOKYMEHTOB;

- Peructpanus JOKyMeHTOB;

-PaccmoTtpeHue, nepesaya Ha UCIIOJIHEHHE;

- OpraHu3anus KOHTPOJIS 32 UCTIOJTHEHHEM JIOKYMEHTOB;

- [loAroToOBKA K OTNPaBKe JOKYMEHTOB;

- OpraHu3anus TeKyLlero XxpaHeHus JOKyMeHTOB;.

B 3ak/II0Ye€HHUH NPUBOLUTCS UTOT U3YYEeHUS] OpraHU3aLUH
JleJIOIPOU3BOACTBA U (OPMUPYIOTCS BBIBOABI MO HPOJEJAHHOU
pa6orte.

B npuoxKeHHUs K OTYETY LO/DKHBI O6bITh BK/IIOYEHBb:

o cxXeMa OpraHMU3alMOHHOH CTPYKTYpPbI OpraHy3alHy;
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. CIHUCOK HOPMAaTUBHO-METO/IUY€eCKUX JIOKYMEHTOB
OpraHu3aluu;

. 00pasibl OpraHU3alMOHHO-PACHOPSIAUTENbHBIX
JIOKYMEHTOB OpraHU3all1y;

. yHUGUIIMPOBaHHBIE POPMBI JOKYMEHTOB;

. 6JIaHKM BCeX BUJIOB OPraHU3alMOHHO-PACHOPSIUTENbHBIX
JIOKYMEHTOB.

Xapakrtepuctuka ([Ilpunoxenue 4) cocraBasieTcd Ha
6/1aHKe, MOANMCBHIBAETCS PYKOBOJHUTEJEM INPAKTHUKH, 3aBepsieTcs
neyaTblo U 0053aTeJIbHO CAETCs BMECTe C OTYETOM.

B xapakTepHCTHKe [J0/KHBI OBITh U3JI0’KeHbl HA0JII0/leHUs
PYKOBOAUTENS NPAaKTUKU O paboTe CTyJeHTa OT OpraHu3alluy,
NposiBJIeHHble WM /[ieJIOBble KadyecTBa, ero HaBbIKW W YMeHWUS,
OTHOlIeHHWe K paboTe. XapaKTepHUCTUKA COJEPNKUT OLEHKY
MPaKTUKA MO0 YeThIpex-6aJbHOU cucteMe (OTJUYHO, XOPOIIO,
YA0BJIETBOPUTENBHO, HEYZ0BJIETBOPUTEJBHO).

BMecTe ¢ 0TYeTOM U XapaKTepUCTUKOM, CTYJeHT AOJIKeH
npefocTaBUTh 'paduk npoxoxaeHus npakTUkH ([Ipunoxenue 2).

B rpaduke Becb mnepuos, MNPaKTUKU HPOU3BOJIBHO
pa3buBaeTrcs Ha 4-6 stanoB. POpMyJIUPYIOTCS HA3BAHHUS 3TAIOB,
HalpuMep «HU3y4YeHHe MCTOPHH, QYHKIUH U CTPYKTYphI
OpraHU3alUu», KU3y4eHHe JIOKaJbHbIX HOPMATHBHbBIX aKTOB».

HanmpoTWB  KaxZoro 3Tama NpOCTaBJsSETCA  CJ0BO
«BBITIOJIHEHO» WU OlleHKa
OTJIUYHO»/»X0POIIO»/»YA,0BJIETBOPUTEIBHOY.

B uHpuBHAyanbHOM 3aZlaHUM TNpocTaBiadeTcd «HU3y4duTh
O0COOEHHOCTHU [IOKYMEHTHPOBAaHHUS yNpaBJeHHUs W OCHOBHOM
JleTeJbHOCTH OpraHusauuu» (ecqid WHOe He OIpeJeseHo
pykoBoauTeseM npakTUku oT PITY no ee Hayasa).

I'paduk noanvceiBaeT pyKOBOAUTENb IPAKTUKU OT PIYY 1
PYKOBOAMTE b MPAaKTUKU OT opraHusanuu. [loctaB/aseTcs neyaTb
OopraHusaluu (IpU HaJIU4UHU).

[IpoMexXyTOYHBIN KOHTPOJIb

3ayeT c OLleHKOH

3.0ueHKa pe3ynbTaToB NMPakTUKU

3.1. dopmbI om4yémHocmu
®dopmamMu  OTUETHOCTH MO TMpaKTUKE SBISIOTCA: OT4ET oOywarouierocs,

XapaKTEepPUCTUKA C MECTa POXOXKACHHS MPAKTUKH, ITPaPUK MPOXOKICHUS MPAKTHKH.

B mpouecce mnpoxoxaeHHs MPaKTUK KaKIbIM CTyneHT odopmiser rpadukx

NPaKTHUKH, B KOTOPOM (PUKCHPYIOTCS BCE BHABI PadOT, BHIMOIHIEMBIX B PaMKaX KaskJ0TO

pa3zaena mporpamMmbl MpakTUKU. ['paduk MpakTUKKU 3amoiHSETCS MO HaOIoAeHHEeM

PYKOBOJIUTEINS CTPYKTYPHOTO MO/Apa3/IeiIeHHs], B KOTOPOM pabOoTaeT CTyAeHT-NPAKTUKAHT,

U KaXJbIH 3Tan paboThl CTyAEHTa OlleHUBaeTcs. Ha OCHOBaHMM TEKyIIHMX OIICHOK Tpyna

CTyACHTA-IIPAKTUKaHTa OpraHu3alys BLIBOAUT UTOTOBYIO OIICHKY. Fpa(i)mc IIPAKTUKHU (CM.

[Mpunoxenne 2). ['padux 3aBepseTcs NOANUCHI0 PYKOBOIAUTENS TMPAKTUKUA OT

OpraHu3allMy U MeYaThio OpraHu3aiuu (pu ee HaJTu4uuH).
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OTueT Mo MpakTHKE OTpa)kaeT CHOCOOHOCTh CTYACHTA aHAIU3UPOBATH COCTaB H
0COOEHHOCTH MOJATOTOBKU M O(QOPMIIEHHUS] JOKYMEHTOB OpraHM3allid B COOTBETCTBHUHU C
3aKOHOJATEJIbHBIMHA,  HOPMAaTHUBHO-NIPABOBBIMM ¥ HOPMAaTHBHO-METOJWYECKUMU
TpeboBanusaMu. CoziepikaHue U CTPYKTypa OTYeTa OIpelessieTcs B IMyHKTe 8 paszaena 2
JAHHOM IIPOrpaMMBI.

OTtuer nOMKEH coiepkaThb MH(GOPMAIMIO O TOJHOTE BBIIOJIHEHUS IPOTrpamMMbl
NPAKTUKU, O0BSICHEHUE IPUYUH OTKJIOHEHUS OT IPOrPaMMBI, €CJIM TAKOBbIE UMETU MECTO.
Opranunzanys BOpase JaTh CBOM 3aMEYaHHs U IMOXKEJIAHUS IO COAECPKAHUIO IIPOrPaMMBbl
IPAKTUKH.

B xapakrepucTHke Ha CTyJEHTa yKa3bIBaeTCs, Kakas MMEHHO pabora Oblia UM
IPOBE/ICHA, ONPEEIIAETCS YPOBEHb €ro Mpo(ecCHOHANbHOM MOATOTOBKU, OLEHUBAETCS
OTHOLIEHHE CTYAEHTa K CBOUM OOS3aHHOCTSAM, MHAMBHUAYalbHbIE NPO(decCHOHANbHbIE
0COOEHHOCTHU M KauecTBa KakK CIEeUAINCTa. XapaKTePUCTUKY MOMUCHIBAET PYKOBOIUTEIb

NPAKTUKA OT OopraHu3auuu. Takyke Ha HeW MPOCTaBIAETCA MedYaTh OpraHu3anuu (mpu

HaJIMYUH).

3.2. Kpumepuu ebicmagsieHuUs1 OUeHKU Mo npakmuke

bananl/
Ixana ECTS

OueHka 1o NPpaKkTUKe

Kpurtepnu onieHKH pe3yJabTaTOB NPAKTHKH

100-83/
A.B

«OMIUYHOY/
«3aumeHo (Omau4Ho)»/
«3a4MeHo»

BrictaBistercss  oOyuaromemycs, €CIHM XapaKTepUCTHKa C MecTa
IIPOXOXKACHUS IIPAKTUKU COJEPKUT BBICOKYIO IIOJIOKUTENBHYIO OLIEHKY,
OTYET BBINOJHEH B IIOJHOM COOTBETCTBUM C IPEABSBIAEMbIMU
TpeOOBaHUAMH,  aHAJUTHYECKas  YacTh  OTYeTa  OTIMYAeTCA
KOMIUIEKCHBIM ~ IIOJXOJIOM, KpPEaTUBHOCTBIO M HECTaHJAPTHOCTHIO
MBIIUICHUST  CTYNEHTa, BBIBOABI OOOCHOBAaHBI W  MOJKPEIICHBI
3HAYHUTEIBHBIM 00beMOM (DaKTHUECKOTO MaTepHaa.

OOyyaronuiicsi ncUepIbIBAIONIE W JIOTHYECKH CTPOWHO H3Jaraer
YYeOHBIA MaTepuaj, yMeeT YBS3bIBATh TCOPHIO C MPAKTUKOM,
CIpaBJIIETCS C PEeIICHHEM 3aJiad MPO(eCCHOHANBHON HANIPaBICHHOCTH
BBICOKOTO YPOBHS CIIOKHOCTH, NMPAaBWJILHO OOOCHOBBIBACT NMPUHATHIC
pelIeHusl.

Komnerennum, 3akperuiéHHbIE 3a TPaKTHKOW, chopMHUpoOBaHBI Ha
YPOBHE — «BBICOKHUI».

82-68/

«xopowon/
«3aumeno (xopouio)y/
«3a4meHo»

BricraBustercss  oOywaromemycs, €CIM XapaKTepUCTHKa C MecTa
MPOXOXKIACHUA TIPAKTUKU COACPKUT IOJIOKHUTCIIBHYIO OLCHKY, OTYCT
BBITIOJTHEH B IIEJIOM B COOTBETCTBUH C IPEABABIACMBIMU Tpe6OBaHI/I${MI/I
0e3 CYIIeCTBEHHBIX HETOYHOCTEH, BKIFOUACT (paKTUYEeCKHU MaTepHal,
coOpaHHBIN BO BpeMs IIPOXOXKACHUS MPAKTHK..

OO0y4aronuiics MPaBIIbHO MPUMEHSIET TEOPETUICCKUE MOJIOKCHHUS IPH
PCIICHUH MPAKTUYCCKUX 337a4 NPO(PECCHOHANBHOW HAIMPABICHHOCTH
pPa3HOTO YpPOBHS CJIOKHOCTH, BJIAJICeT HEOOXOIMMBIMH ISl 3TOTO
HaBbIKaMU ¥ NpUEMaMHU.

KommereHmnum, 3akperui€HHbIE 3a AUCHUTUIMHON, cPOpMHUpOBaHBI Ha
YPOBHE — «XOPOIIHIIY.
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Bbanasl/
IIxana ECTS

OuneHka 10 NpaKTUKe

KpuTepun oneHkH pe3yJbTaToB NPAKTHKHA

67-50/
D,E

«y0oenemseopu-
menvHo»/
«3aumeno
(voosnemsopu-
menvbHo)y/
«3aumeHo»

BeicraBisiercst  oOywaromiemMycs, €cIM XapaKTEpUCTHKAa C MeCTa
MPOXOKICHUS IPAKTHKH COAEPIKUT MOJIOKHUTEIBHYIO OLIEHKY, OTYET 110
odopmreHHIO u COZIEPIKAHHIO YaCTUYHO COOTBETCTBYET
CYIIECTBYIOIIMM TPEOOBAaHMSAMH, HO COAEPKUT HETOYHOCTH U
OTAETbHBIE (DaKTHUECKHE OIMHUOKM, OTCYTCTBYET WILTFOCTPATHBHBIN
MaTepHai.

OOyuarouuiics  UCHBITHIBAET  ONpEJCNEHHbIE  3aTPyIHEHHS B
IIPUMEHEHUU TEOPETUYECKUX II0JIOKEHUH IIPU PELIEHUU IPAKTUYECKUX
3aga4 npodeccHOHANBPHOM HaNpaBIeHHOCTH CTaHIAPTHOTO YPOBHS
CJIOKHOCTH, BJIaJ€eT HEOOXOAUMBIMHU JUIS 3TOr0 0a30BBIMH HaBBIKAMU
U puéMamu.

KomnereHuny, 3akpersiéHHbIe 3a JUCHUIUIMHOW, C(OPMUpPOBAaHBI Ha
YPOBHE — «IOCTaTOYHBIINY.

49-0/
F.FX

«HEeYO0BIeMBOPUMENbH
o»/
He 3a4meHo

BeicraBnsiercst  oOywaromiemMycs, €cIM XapaKTEpUCTHKAa C MeCTa
MPOXO0XKJICHUS NPAKTHKN HE COAEPIKHUT MOJIOXKHUTEIbHON orleHKH. OTder
NPE/CTABICH HE BOBPEMsI M HE COOTBETCTBYET CYIIECTBYIOLIUM
TpeOOBaHUIM.

OOy4aronuicsl NCTIBITBIBAET CEPhE3HBIC 3aTPyJHEHUS B NPUMEHEHUN
TEOPETHUYECKHUX IOJIOXKEHUH MPU pEIICHWH IPAKTHYECKUX 3a/ad
npodecCHOHANILHOM ~ HANpaBIEHHOCTH  CTAaHJAPTHOTO  YPOBHS
CIIOKHOCTH, HE BJIAJCET HEOOXOJMMBIMH JUIS 3TOTO HABBIKAMH U
IpUEMAMH.

KommereHIMM Ha ypOBHE «JOCTATOYHBIM», 3aKpeIUIEHHBIE 3a
JICHUIUIMHOMN, He C(OPMUPOBAHBI.

3.3. OyeHo4HbIe cpedcmea (Mamepualsibi) Osisi MPOMEXYMOYHOU
ammecmauyuu oby4Yarouw,uxcsi no npakmuke

HepequL KOHTPOJIBHBIX BOIIPOCOB!

1. Hasosure

JI0V?

~ow

HOPMAaTHUBHO-METOJIMUECKUE JIOKYMEHTBI, perjJlaMeHTHpYIole paboTy
nonpaszzaenenuit no IOY u coTpyJHUKOB, BRIIOJIHAIOMUX padoty o JJOVY.
2. KakuMu 5OKagbHBIMH HOPMATHUBHBIMU aKTaMH PETYIHUPYETCs AEATENbHOCTh CIYXKOBI

Kakas cTpykTypa TeKcTa U coJiep:KaHue MHCTPYKIUH 110 JEIONPOU3BOACTBY?
Kak odopmisieTcss HHCTPYKIMS 110 AETONPOU3BOACTBY?

5. Kakas wundopmanus BkiIoyaercs B mosnoxeHue o ciayx6e JOY U 10MKHOCTHBIE
MHCTPYKIUHU COTPYAHUKOB ciy:k0b1 IOV ?

6. Kakue cucteMbl JOKyMEHTAIIMH 00pa3yloTCs B IEATENLHOCTH OpraHu3auu?

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

8. Kak cocraBnsiercst 1 opopmisieTcs: ynpaBieHYecKast JOKYMEHTAIlMU U TOKYMEHTALUH T10
OCHOBHOM JIESITEJILHOCTH B OpraHu3anuu’?

9. Kakue ectb 0COOEHHOCTH COCTABJICHUS OTJEIBHBIX BUJIOB TJOKYMEHTOB?

10. Kakwne BubI OJTAHKOB HCIIOJIB3YIOTCSI B OpraHU3aluu?

11. Kak oopmisitoTcst O1aHKHU JOKYMEHTOB?

12. Kakne yHUDHUIIIPOBaHHBIE (POPMBI HCIIOJIB3YIOTCS MIPH MTOITOTOBKE TOKYMEHTORB?

13. Kakue meronuku nojcuera o0bemMa JOKYMEHTO000pOTa MPUMEHSIOTCS B OpraHu3anuu?

14. Kakue BuIBI pabOT OCYIIECTBISIOTCS B OpraHU3alMU C BXOASIIMMH, UCXOIAIIMMH U
BHYTPEHHUMH JTOKyMEHTaMu?

15. Kakum oOpa3oM onpenesstoTcss MapuIpyThl IBHKCHUS JOKYMEHTOB?

16. Kto u xakum o00pa3oM OCYILECTBJISIET KOHTPOJb HCIOJHEHUS JOKYMEHTOB B
Oopranu3anuu’?
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17. Bemgercs nu uMHPOpPMALMOHHO-CIIpaBouHasi pabora B opranuzanuu? Kak ona
opranu3oBaHa?

18. HazoBuTe 0COOEHHOCTH PETUCTPALMU JOKYMEHTOB B OpraHNU3alUuu?

19. Ha ocHOBaHMM Yero cocTaBisieTCs HOMEHKJIaTypa JAen B opranusamun? Kak
OCYILECTBIISIETCS €€ COCTaBJICHUE?

20. Kak opranu3oBaHO XpaHEHUE JOKyMEHTOB B OpraHu3aluu?

21. OnumuTe MOPSI0K MPOBEACHHS SKCIIEPTU3bI IIECHHOCTU JOKYMEHTOB M Iepeladyd Jell B
apXxuB.

4. YyeOHO-MeTOAUYECKOE U NH(hpOpMaLMOHHOe obecnevyeHne
NPaKTUKK

4.1. Cnucok ucmoYHuKoe u jumepamypbl
Hcrounnku (OCHOBHEIE)

denepalbHBI KOHCTUTYIIMOHHBIA 3aKkoH oT 25 gekabps 2000 r. Ne 2-®K3 «O
['ocynapctBennom repoe Poccuiickoit denepanun» // [daexrponnsiii pecype]. — M., 2022. — Pexum
nocryna: http://www.consultant.ru/document/cons_doc LAW 29674/.

@enepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 wHpopmanuwy,

MH(OPMALIMOHHBIX TEXHOJOTUAX U O 3alMTe HHQOpPMALUNY // [DnekTpounsiii pecype]. — M., 2022. —

Pesxum moctyna: http://www.consultant.ru/document/cons_doc LAW 61798/.

®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-d3 “O06 saexkrpoHHON mnoamucu” //
[Dn1exkTpoHHBINH pecypc]. — M., 2022. - Pexum AOCTYyHa:

http://www.consultant.ru/document/cons doc LAW 112701/.

®enepanpublit 3ak0H 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
Oeneparuny  // [Qaekrponnbiii  pecype]l. - M., 2022, -  Pexum  jgocryna:
http://www.consultant.ru/document/cons_doc_LAW 53749/.

[Tpuka3 Pocapxusa ot 22.05.2019 Ne 71 «O6 yrBepxkaenuu [IpaBun gemonpons3BoaCcTBa B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTIpaBIICHUs» [ DIIeKTpOHHBIHN pecypc]| //— M.,
2022. — Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_342093/

[TpumepHas HHCTPYKIIUS MO ASTOMPOU3BOJICTBY B TOCYIaPCTBEHHBIX OPTaHU3AIIMSIX, YTB.
[Tpukazom PocapxuBa ot 11.04.2018 Ne 44) // [DnekTpoHHBI# pecypc]. — M., 2022. Pexxum qoctyna:
http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB MO HH(OpManuu, OHOIMOTEYHOMY M H3JIaTeNbCcKOMYy neny. OpraHu3aluoHHO-
pacnopsiiuTeNnbHas JoKyMeHTarus. TpeboBaHus kK 0OPMIICHUIO TOKYMEHTOB // [ DJIEKTPOHHBIN
pecypc]. - M., 2022. Pexxum JIOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_ 216461/



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/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE A€70. TE€pMUHBI U ONpPEICICHUS. -
[DNeKTPOHHBII pecypc]. - M., 2022. Pexxum JIOCTYyIIA:

http://www.consultant.ru/document/cons doc LAW 163800/.

W cTouHukH (IOTIOJTHUTEIIBHBIC)

®denepanbHblii 3akoH OT 26.12.1995. Ne 208-D3 «OO6 akumoHEpHBIX oOIecTBax» //
[sekTpoHHbI pecypc]. - M., 2022. - Pexum aocTyna:

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

YuucdunupoBanHsie GopMbl IEPBUYHON YUETHON TOKYMEHTALUU MO YYETy TPyla U €ro
omnatel, yrBepxkaeHHble IlocranoBnenuem ['ockomcrata P® ot 05.01.2004 Ne 1 //
[Dy1ekTpoHHbII pecypc]. — M., 2022. - Pexum AocTymna:

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

KBanudukamoHHbIH CIIPaBOYHUK JODKHOCTEH PYKOBOIUTEINECH, CIICIIMATIMCTOB U APYTHX
cayxamux // [DaexkTpoHHblii pecypce]. — M., 2022. — Pexum gocryna: [DiIeKTpOHHBII

pecypc]: https://www.consultant.ru/document/cons_doc_LAW _58804/

[lepeyeHb THNOBBIX YMPABICHYECKHX apPXUBHBIX JIOKYMEHTOB, OOpa3ylOUIMXCS B
nporiecce NeATeNIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHUS U
OpraHu3alyii, ¢ yKka3aHueM CpOKOB XpaHeHHs // [JaeKTpoHHbI# pecypc]. — M., 2022. — Pe:xxum

poctyma: https://www.consultant.ru/document/cons_doc LAW_345020/

[IpaBuna opraHu3aluu XpaHEHHs, KOMIUIEKTOBaHUS, Yy4€Ta M HCIOJIb30BAHMS
JTOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®@enepany U Apyrux apXuBHBIX JOKYMEHTOB B
opraHax TIOCYJapCTBEHHOM BJIAaCTH, OPraHax MECTHOI'O CaMOYIIPABIEHWS U OpraHU3aLHUsiX,

YTBEPIKACHHBIX MPpHKa30M MUHKYIbTYpsl PO ot 31.03.2015 Ne 526 // [SnexTponnslii pecypc].

— M., 2022. — Pesxum pocryna: https://www.consultant.ru/document/cons_doc LAW 185738

JIumepamypa
OcHoBHas nuTEparypa
beikoBa T.A. JIokyMeHTallMOHHOE OOECIICUCHUE YIIPABJICHUS (mesonpou3soactso) [DICKTPOHHBIHN
pecypc] : yueoHoe mocobue / T. A. beikoa, T. B. Ky3Heroga. - 2-e uz ., nepepa0. u jom. - Mocksa
Uudpa-M, 2018. - 304 c. - ISBN  978-5-16-004805-5. - URL
http://znanium.com/go.php?id=942800.



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/
https://www.consultant.ru/document/cons_doc_LAW_185738
http://znanium.com/go.php?id=942800
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I'norosa C.A. Bo3HUKHOBEHME U TEHIEHIIMN PA3BUTHS PACHOPSIANTENLHON JTOKYMEHTAIIUNA

B Poccun B IOPEBOJIIOLIMOHHLIN IIEPUOJI // Becrauk PITY. 2014. Ne2. [QneKkTponnblii pecype]. — M., 2019.

— Pexxum goctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna HO.M. Cospemennble opraHuzaunoHHbie W perjiaMeHTHbIE TOKYMEHTbI: GyHKUHH W

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

Kykapuna FO.M. CocTaB yaocToBepeHUs JIOKYMEHTA: OT MPOIUIOr0 K HACTOSIIEMY M

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

JlonoHUTENbHAS TUTEpaTypa

Ilsoenocosa I''A. CelneKTUBHBIA OTOOpP IOHATHS <JIOKYMEHT» // Bectmuk PITY. 2016. Ne2.
[DaekTpoHHbBII pecype]. - M., 2022. - Pexxum J0CTyma:

https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. [lepedyeHb pecypco8 UHGhopMayUOHHO-MeJIeKOMMYHUKayUOHHOU
cemu «<MHMepHem»

1. [IpaBoBBIE 0a3pl  JTaHHBIX: www.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru

2.  Hudopmarnmonnsie pecypchl 1o aeionpousBoactsy: Www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Caiir «Zakonbase»: 3akonomartenbHas ©Oa3za Poccuiickort ®denepamuu //
http://zakonbase.ru

4, IMuneaus Yopasnstoniux JlokymenTanueit: Www.GDM.ru

5. Koncanrunrosas rpymma «Tepmukay: www.termika.ru

6. Poccuiickas razera: www.rg.ru

5. MaTtepuanbHo-TexHMU4Yeckas 6a3a, Heo6xogumas AnA NpoBeAeHUs
NPaKTUKK

I[J'IH IMPOBCACHNA IIPAKTHKH H€O6XO,Z[I/IMO cieayromec MaTrcprualibHO-
TEXHUYECKOE 00ECIICUCHHE: CTYACHTY AOJKHO OBITH npeaoCTaBJICHO pa60qee MECTO


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/
http://zakonbase.ru/
http://www.gdm.ru/
http://www.termika.ru/
http://www.rg.ru/
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C BO3MOXHOCTBIO BbIXoAa B MHTepHeT g paboThl C PEKOMEHIYEMbIMH
HCTOYHHUKAMHU U MAaTCpUaJIaMU, HCO6XOI[I/IMI>IMI/I HaITUCaHUA OTUYCTA I10 IIPAKTHUKC.
J11st oGecrieueHust BO3MOKHOCTH 03HaKomIieHus ¢ padoToit COJ] (pu Hanuuuu
B OpFaHI/IBaHI/II/I), HCO6XO,ZIHMO OCHalll€HUEC pa6oqer0 MECTa IICPCOHAJIbHBIM
KOMITBIOTECPOM C COOTBCTCTBYIOIIUM ITPOI'PAMMHBIM oOecIIeueHNEM.
CocraB IMporpaMMHOTIO oOecrieueHns:
Windows
Microsoft Office
ABBYY FineReader
OpenOffice.org
Kaspersky Endpoint Security

o0 E

6. OpraHusaums npakTUKU Ans N1l ¢ orpaHM4eHHbLIMU BO3MOXHOCTAMU
300pOBbS

[Ipy HEOOXOIUMOCTH MporpaMMa MPAKTUKU MOKET ObITh aJanTUpPOBaHa JJIs
oOecrnieueHusi  00Opa3oBaTEIBLHOIO  Mpollecca JIUIaM C  OrpPaHUYEHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBBSI, B TOM YHUCJE JJi1 AUCTAHIMOHHOTO 0O0yueHwus. [[ms
ATOTO OT CTYJEHTa TpeOyeTcsl MPEeACTABUTh 3aKIIOUEHHUE ICUXOJIOTr0-MEIUKO-
nenarorudeckoit komuccuu (IIMIIK) u nuyHoe 3asBieHuE (3asBICHUE 3aKOHHOTO
MPEICTABUTEIS).

B 3akmouenuu [IMIIK nomxHO OBITH yKa3aHO:

— peKoMeHIyemasi yueOHas Harpy3ka Ha oOyuaromierocst (KoJIM4ecTBO JHEH B

HEJICJII0, YaCOB B JICHD);

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

— COMNpPOBOXKJEHHE U  (WJIKM) TPUCYTCTBUE  poAuTENed  (3aKOHHBIX

MpeACTaBUTEIICH ) BO BpeMsl yueOHOro mpoiiecca (Mpu HEOOX0IUMOCTH);

— OpraHu3anus MICUXO0JIOTO-IIEAArOTUYECKOTO CONPOBOKJICHHE

OoOy4Jaromierocss ¢ YyKa3aHHeM CICHUATUCTOB U JIOMYCTUMOW Harpy3Ku

(KOJIMYECTBA YaCOB B HEJIEIIIO).

Jnst  OCylIeCTBIIGHHSI MPOUEAYp TEKYIIEro KOHTPOJs YCHEBAEMOCTH U
MPOMEXKYTOUYHON aTTecTalliy, O0yYaroluxcsa NMpU HEOOXOJIUMOCTH, MOTYT OBITh
co3/1aHbI (POH]IBI OIIEHOYHBIX CPEJICTB, aAlITUPOBAHHBIC JIJIs JIUI] C OTPAHUYCHHBIMU
BO3MOXXHOCTSIMA  37I0POBbsi M TIO3BOJIAIOIIME OIEHUTHh JIOCTIDKCHHE UMU
3alUTAHUPOBAHHBIX B OCHOBHOM 00pa30BaTeNIbHOW MporpaMMe pe3ysibTaToB
oOy4yeHUsT U ypOBEHb C(POPMHUPOBAHHOCTH BCEX KOMIICTEHIIUN, 3asBJICHHBIX B
o0pa3oBaTeabHOI MporpaMme.

dopMa NPOBEACHUS TEKYIIEM W HWTOTOBOM AaTTECTAMM Ui JIKIL C
OTPAHUYECHHBIMH  BO3MOYKHOCTSIMM  3JIOPOBbSI  YCTAHABJIMBACTCS C  YYETOM
WHIUBUYABHBIX TCUXO(PU3UUYECKUX OCOOCHHOCTEH (YCTHO, MHUCHMEHHO (Ha
Oymare, Ha KOMIIbIOTEpE), B (popme TectupoBanus u T.1.). [Ipu HEoOXOomUMOCTH
CTYJICHTY TMPEIOCTaBIISIETCSl JOMOJHUTEIBHOE BpEMs Jisl MOJATOTOBKUA OTBETa Ha
3a4eTe WK SK3aMEHE.
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dopma mpoBeAEHUS TMPAKTUKU i OOydyaroluXcs U3 Yuciaa JHI C
OTpaHUYECHHBIMU BO3MOKHOCTSIMU 3/10POBBS (MHBAJMHOCTHIO) YCTAHABIUBACTCS C
Y4€TOM HHJMBHUAYAIbHBIX MCUXO(PU3MUYECKHX OCOOeHHOCTeH B  (dopmax,
aJaNTUPOBAHHBIX K OTPAaHUYEHUSM HX 370POBbS W BOCHPUATHS HHGOpMAIUH
(YycTHO, MUCHbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIBIOTEPE U T.I1.).

Bb160p MecT mpoX0oKAeHUS TPAKTUK JJIsl HHBAIKJIOB U JIUIL C OTPAaHUYEHHBIMU
BO3MOXHOCTSIMU 3710poBbsi  (OB3) mnpousBoguTcss ¢ ydeToM TpeOOBaHUN HX
JOCTYMMHOCTH ISl JAHHBIX OOYYaIOIIMXCS U PEKOMEHAAINN MEIUKO-COIHATbHOM
OKCIEPTU3bl, a TaKKEe HHAMBHUIYATBbHOM MporpaMMe peabuIuTallii WHBAIHIA,
OTHOCHUTEIIFHO PEKOMEH/I0BAaHHBIX YCIOBUN U BUAOB TPYya.

[Ipn HampaBneHuu mHBaNWAa U oOydaromerocss ¢ OB3 B opranuzaunuio uin
OPEINPUITHE AT MIPOXOXKICHUS MPEITyCMOTPEHHON Y4eOHBIM TJIAHOM TPAKTHKU
PITY cornacoBbiBaeT ¢ opranuzainuen (IpeanpusiTueM) yCJIOBUS U BUABI TPyJia C
Y4€TOM PEKOMEHIAINN MEIUKO-COIMATbHOW HKCIEPTU3bl M WHIUBUIYATbHOU
nporpaMmbl peabunuranuu uHBaIMAA. [Ipu HEOOXOIUMOCTH ISl MPOXOKIACHUS
IOPAKTUK MOTYT CO3JaBaThCsl CHELUabHbIE padoune MecTa B COOTBETCTBUHU C
XapakTepoM HapylleHUWH, a TakkKe C Y4yeToM HpodecCHOHATBHOIO BHJA
NESATEIPHOCTH W XapakTepa Tpyda, BBITOJHIEMBIX OOyYarOIIMMCS-UHBAIUIOM
TPYJIOBBIX (DYHKITHIA.

3ammMra OTYeTa IO TMPAKTHUKE JUIsi OOYy4yalolmUXCs U3 4Yuciaa JIMI C
OTPaHUYEHHBIMU BO3MOXKHOCTSMHU 37I0POBbsI OCYIIECTBIIICTCS C MCIOIB30BAHUEM
CpeICTB OOIIEero M CIHEUUaJbHOTO Ha3zHauyeHus. llepedeHb HCMOIB3YEMOTO
MaTepUaIbHO-TEXHUYECKOTO 00eCTIeUeHusI:

e y4yeOHBIC ayIUTOPUH, OOOpPYIOBaHHBIE KOMITBIOTEPAMH C BBIXOJIOM B
UHTEPHET, BUJECONMPOEKIIMOHHBIM 000pYyIOBaHUEM I MPE3eHTAlUM, CpeICTBAaMU
3BYKOBOCIPOHU3BEICHUS, SKPAHOM,;

e OubiuoTeka, wuMeromas  paboune  Mecta I OOydaroIIMXcH,
000py1I0BaHHBIE JOCTYNIOM K 0a3aM JaHHBIX U UHTEPHETOM;

® KOMIIBIOTEPHBIE KIIACCHI;

e aynutopusi LleHTpa compoBOXIEHUSI OOYYArOIIMXCS C WHBAIUIHOCTBIO C
KOMIIBIOTEPOM, OCHAIIEHHAsI CIIEHUATU3UPOBaHHBIM ITPOTPAMMHBIM O00€CIIeUeHUEM
JUIsl CTYJIGHTOB C HApYIICHWSIMU 3pPEHUs, YCTPOWCTBAaMH JJIsi BBOJA M BBHIBOJA
roJI0COBOM MH(MOpMAITUH.

Jlst Uy ¢ HapyIICHUSIMU 3PEHHS] MaTepuajbl MPEIOoCTaBISIOTCS B (GopMme
AJIEKTPOHHOTO JOKYMEHTA /WM B IMeYaTHON (opMe YBEITUICHHBIM MIPUPTOM.

Jnst i ¢ HapyImIeHUSIMU ClyXa MaTepuaibl MPEJOCTaBISIOTCS B (GopMme
AIIEKTPOHHOTO JOKYMEHTA W/WIIK B TeYaTHOUN opMme.

Jis nmui ¢ HapylIeHUSIMU OTIOPHO-IBUTATEIBHOTO ammapaTa MaTepuaibl
NPEIOCTABISIOTCA B (DOpPME AIEKTPOHHOTO JJOKYMEHTA M/MIIK B TIEYaTHOM opme.

3amuTa oTYeTa MO MPAKTHKE IS JIUI C HAPYIICHUSMHU 3PSHUS TPOBOIUTCS B
ycTHOM (opme Oe3 mpemocTaBieHus oOydaromuxcs npe3eHtanuu. Ha Bpems
3allMTBl B AyJUTOPUM JIOJDKHA OBbITh  oOeclieyeHa TIOJIHAs — THUILHWHA,
IPOAODKUTEIBLHOCTD 3alIUThl yBeNIWYUBaeTCs 10 1 yaca (pu HEOOXOAUMOCTH).
["apanTHpyeTcs OOMyCK B ayAUTOPHIO, TA€ MPOXOIUT 3alluTa OT4YeTa, cOoOaKu-
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MMPOBOJIHMKA IIPU HAJWYUHA JOKYMEHTA, MOATBEPKIAOUIETO €€ CIEIUaIbHOE
oOydeHHe, BBIIAHHOTO TO ¢GopMe M B TMOPSAIKE, YTBEPKIACHHBIX MPUKA30M
Muntpyzaa Poccun ot 22.06.2015 Ne 386H.

JInst mun ¢ HapyUIEHUsIMUA CyXa 3allldTa MPOBOJIUTCS O€3 MpeaocTaBlIeHUs
YCTHOTO AoKjiaza. Bompockl KOMHCCMM M OTBETHI Ha HUX MPEICTaBISIIOTCS B
nucbMeHHo ¢opme. B cimywae HeoOxomumoctu, PITY obecneunBaer
MIPEAOCTABIEHUE YCIYT CYypIONIEPEBOTUUKA.

J{nst 00y4aronmxcs ¢ HapyluIeHUsIMU ONTOPHO-/IBUTATEIIBHOTO allliapara 3aiura
UTOTOB TIPAKTUKH MPOBOAMUTCS B ayJUTOPUH, O0OPYJOBAaHHOW B COOTBETCTBHH C
TpeOOBaHUSIMU JOCTYIMHOCTH. [lomereHus, Tie MOTYT HaxOIWThCS JIOAW Ha
KpeCnax-KOJsCKax, JOJDKHBI pPa3MEIIaThCsd Ha YPOBHE JOCTYIHOI'O BXOJA WIIH
npeaycMaTpuBaTh  MAHAYChl, MOJbEMHBIE IUIATGOPMBI IS JIIOAEH ¢
OTPAaHUYCHHBIMH BO3MOXHOCTAMHM WK JU(Tel. B aynutopuu 1I0KHO OBITh
IPETYCMOTPEHO MECTO JIJIsl pa3MelIeHUsl 00yJaroIIerocs Ha KOJISICKE.

JlononHuTenbHble  TpeOOBaHMS K  MaTepHAIbHO-TEXHUYECKOW  0ase,
HEO0OXOAMMOM JIJIsl IPEICTABIICHUS OTYETA IO MPAKTUKE JTUIIOM C OTPAHUYEHHBIMU
BO3MOYKHOCTSIMHU 3/I0POBbsI, 00y4arouuiics JOJKEH MPeOCTaBUTh Ha Kadenpy He
IO3/IHEE, YEM 3a J1Ba MeCsla 10 ITPOBEICHUS IPOLIEAYPHI 3aUTHI.
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MpunoxeHue 1

AHHOTaUuA
[IpoexktHass mpakThka peanu3yeTcs Kadeapol  JTOKYMEHTOBEACHUS,

ayJIMOBU3YaJbHBIX U HAYYHO-TEXHUYCCKUX apXUBOB (DaKyJIbTeTa apXHUBOBEACHUS U
TOKyMEHTOBEICHHS VICTOpHUKO-apXUBHOTO HHCTHUTYTA.

[lens mnpakTUKW: W3y4YEHHE HAMpaBICHUN NESITEIIbHOCTU OpraHU3alluy,
W3YYCHUE BHJIOBOTO COCTaBa  CIYXXEOHBIX JTOKYMEHTOB, WCIIONh3YEMBbIX B
NESATEIbHOCTH KOHKPETHOW OpraHu3aliy, TMOopsjKa W OCOOEHHOCTeH HX
opopMieHHUSI, H3yYEHHUE JOKYMEHTOOOOpOTa W OpraHu3anuud paldoThl C
JOKyMEHTaMH: TIOpSAAKA PETUCTPAIldH, KOHTPOJSI HCIIOTHEHHUS JIOKYMEHTOB,
OpraHu3alliyd TEKYIIEro XpaHEeHUs JOKYMEHTOB, MOPsAKA NEepe/ladyd UX B apXUB U
BBISIBJICHUE HAIIPaBJICHUH coBepiieHcTBOBaHus J[OY.

3a1auu IPaKTUKU:

- U3Y4YUTh W TMPOAHAIM3UPOBATH HOPMATUBHO-TIPABOBBIE U HOPMATHUBHO-
METOJAMYECKUE JOKYMEHTHI, OMPEACISAIONINEG OPTraHU3aIui0 U TEXHOJIOTHIO
JIEIONIPOU3BOACTBA (JIOKYMEHTAIIMOHHOTO obecnieuenus ympasieHus (JIOVY)
B Opranuzanuu’ (yCTaBbl, HOJIOXKEHHUS, TIPABUIIA, HHCTPYKLIUH, PETTIAMEHTHI U
T.IL.);

- COCTaBUTH MPEJICTABIICHNE O CUCTEME JIETIONMPON3BOICTBA TOM OPraHU3aIlNH, B
KOTOPOM OH IPOXOJUT IIPAKTHUKY;

- 03HAKOMHTHCS C COJICPKAHUEM KOHKPETHBIX JIEIONPOU3BOICTBEHHBIX padoT
HEIOCPE/ICTBEHHO Ha pabovYeM MecCTe;

- TIOJYYUTh HaBBIKM PabOTHI C JOKYMEHTAaMH Ha BCEX CTAAMUSIX MX JIBHKCHHUS
(mepBu4Hast 00pabOTKa JOKYMEHTOB B IKCIICUIINH, paboTa ¢ TOKYMEHTaMHU B
KaHIICNIAPUU, PETUCTpalusi, KOHTPOJb, WCIOJHEHWE JOKYMCHTOB B
CTPYKTYPHBIX TOJPA3ACIICHUSIX, WX OTIpPaBKa, OpraHU3alUs XPaHCHUS,

MMOATrOTOBKA JOKYMCHTOB K C/1a4€ B apXUB U T.I[.);

! B nporpamme TepmuH "opranu3anysa” UCHOb3yeTcs Kak 0000IIAIONINH, MPAKTHKA MOKET HPOXOJHUTh B
YUPEKICHUH, TIPEIIPUITHH, HUPME, KOMIAHUH U 1.
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- [PEeAJIOKUTH BapuaHThl coBepiieHcTBoBaHusA JlOY B opranuzanuu;
- 3a(UKCHpOBaTh B OTYETE U rpaduke MOTyUYECHHBIC CBEACHUS U PE3yIbTAaThI
BBITIOJIHEHHOM palbOoThI;
- NOATrOTOBUTH OTYET, OOOOIIAIOMINNA MOJYyYEHHbBIE 3HAHUS U MPAKTHYECKUE
HAaBBIKU.
[IpakTrka HanpaBiieHa Ha popMupoBaHuE MPOHeCCUOHATBHBIX KOMITETEHIIUNA:

[1IK-1. BnageeT HaBbIKaMu pa3pabOTKH U BHEAPEHUS JOKAIbHBIX HOPMATUBHBIX aKTOB
10 IOKYMEHTalMOHHOMY OO€CIEUYEHHIO YIIPABIEHUS B OPraHU3alMAIX Pa3InIHbIX
OpraHU3alMOHHO-IPABOBBIX (OpM U (HOPM COOCTBEHHOCTH, T'OCYTaPCTBEHHBIX OpraHax
1 OpPraHax MECTHOT'O CaMOyIIPaBJICHHUS

IIK-2. CnnocobeH OpPraHu30BaTb U OCYIICCTBIIATh JOKYMCHTAIIHOHHOC obOecreueHue
YIIPABJICHUA B OpraHU3alHuAX PA3JIMYHBIX OPraHU3allHOHHO-IIPABOBBIX (bOpM )51 (bOpM
CO6CTB€HHOCTH,FOCYHapCTBCHHLD(OpFaHaXIIOpFaHaXJMCCTHONDCaMOYHpaBHGHHH

ITK-3. Crtoco6eH ocyecTBISITh JOKYMEHTAIIMOHHOE 00ECII€UeHUE IeSITEILHOCTH
opraHu3aluii pa3InuHbIX (OPM COOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPTaHOB M OPraHOB
MECTHOTO CaMOYTpPaBJICHUS

[1K-4. BnageeT 3HaHUSMU COBPEMEHHBIX MH(DOPMAITMOHHBIX CUCTEM U HABBIKAMU
IPOEKTUPOBAHUS U BHEIPEHUSI CUCTEM AJIEKTPOHHOTO JOKYMEHTOO00pOTa B
OpraHu3aluu

[TK-6. CriocoOeH oCylIeCTBIISITh OpraHU3aIMOHHOE, JOKYMEHTAIIUOHHOE U
nH(pOpMaITMOHHOE 00ECTICUCHHE NCATEILHOCTH PYKOBOAUTENSI OpTraHU3allUuN

[TK-9. CriocobeH oCcymiecTBIATh PErIaMeHTAIINIO TIPOIECCOB TOIpa3IeICHUI
OpraHu3alliy U pa3padaThiBaTh AJIMUHUCTPATUBHBIC PETIAMEHTHI B TOCY/IaPCTBEHHBIX
Y MYHUIUITAIBHBIX OpraHax

ITo mpakTuke mpeaycMOTpeHa MPOMEXKYTOUYHast aTTecTanusi B ¢popme 3adeTa
C OIIEHKOI.
OO6miast TPyJA0EMKOCTh MPAKTUKU COCTaBJIsieT 3 3adyeTHbIX eauHuIpl, 108

qacCoB.
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NMpunoxeHue 2

Npachmk npoxoxaeHUA NpPakTUKK

Hdara (natbI) Pazgesn mpakTukm OtMmeTKka 0
BBINOJHEHU T

HWuauBuayaibHoe 3alaHie HA TPAKTHKY
(cocraBisieTcst pyKOBOAMUTENEM NPAKTUKHU OT Kadenpbl)

PykoBoauTtens npakTuku

ot xadeaps /
(Ioamucs) (®.1.0.)

PykoBoauTtens npakTuku

OT OpraHu3auuu /
(mozmmcs) (®.1.0.)
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lpunoxeHue 3

Pdopma TUTYNBLHOIO NUCTa OTYETa

MHMHOBPHAYKH POCCHH

P
®enepaibHOE FOCYIAPCTBEHHOE ABTOHOMHOE 00pa3oBaTe/IbHOE yUpeKieHue
BbICIIET0 00pa30BaHUsA
«Poccuiickuil rocy1apcTBeHHbI T'YMAHUTAPHBIH YHUBEPCUTET
(PIr'AOY BO «PITVY»)

Hcmopuxo-apxuenviti uncmumym
Dakynvmem apxueoseoeHus: U OOKyMeHMOBeOeHUs.

OTuéT 0 MPOXOXKIACHNH NPAKTHKN

IIpouzeoocmeennasn npakmuxka.
IIpoekxmuas npakmuxa.

46.03.02 «/{oxymenmosedenue u apxusogedeHue»
Ipoghunv: « Andopmayuonno-ookymenmayuonnoe obecneuenue ynpasienus»
YpoBeHb kBaju(UKAINHU BBITYCKHUKA (Daxanasp)

®dopma 00ydIeHUS (0uHAs, 3A0YHAS)

CryneHra/ku __ Kypca
..... (hopMbI OOyUCHUS
(®HO)
PyKOBOJlI/ITeJ'IL IIPaKTUKHU
(@HO0)

Mocksa 2025 r.
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MpunoxeHue 4

OOGpa3eu ochopmMrieHUs XxapakTepUCTUKMN C MecTa
NPOXOXAEHUA NPAKTUKN

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

(@PHO) npoxoamin/a MPOU3BOJCTBEHHYIO MPAKTUKY (IIPOEKTHYIO MPAKTHKY) 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

OreHKa 3a MPOXOKJICHUE TPEITUTIIOMHON MPAKTUKH — « ».

PykoBoauTens npakTuKu
OT OpraHu3aluu (@H0)

(0oama)
(noonucw)

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

KakK



