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1. NMNosAcHUTenbHasaA 3anucka

1.1. Lenb u 3adayu npakmuku

Hear mnpakTHKM: U3y4yeHUE JOKYMEHTUPOBAHUS  YNPABJICHUYECKOU
NEATeNbHOCTH, JTIOKYMEHTOOOOpOTa M OpraHu3anuu paboThl C JAOKYMEHTaMH,
BBISIBJICHUE HEJOCTATKOB CHUCTEMbl YyIpPaBJICHUS JIOKYMEHTAaMU M TOJTOTOBKA
MPOEKTA €€ COBEPIICHCTBOBAHMSI.

3agauu MPaKTUKU:

- WU3Yy4YUTh U MPOAHAIU3UPOBATH HOPMATHUBHO-IIPABOBBIE U HOPMATHUBHO-
METOJUYECKHE JTOKYMEHTHI, ONPECSIONINEe OPraHU3alui0 U TEXHOJOTHUIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIMOHHOTO o0ecneuenus ynpasienus (JOVY))
B opranu3auu’ (yCTaBbl, HOI0KEHUS, IPABUIIA, HHCTPYKLUM, PETTIAMEHTEI 1
T.IL.);

- COCTaBUTb IPEJACTABIECHUE O CUCTEME JIETONPOU3BOJICTBA TOM OpraHU3aIliy, B
KOTOPOM CTYJIEHT MPOXOJIUT NMPAKTUKY;

- O3HAaKOMHTBCS C COJIEP’KaHHEM KOHKPETHBIX JEJIONPOU3BOJICTBEHHBIX padOT
HETMOCPEJACTBEHHO HAa paboveM MecCTe;

- BBISIBUTH  HEJOCTAaTKM  CHUCTEMbl  JOKYMEHTAI[MOHHOTO  OOecreyeHus
yIpaBJieHuUs,

- MPENoJ0XUTh MEPHI MO COBEPIICHCTBOBAHUIO CUCTEMBI,

- TMOJYYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAUAX UX JBUKEHUS
(nepBuyHas 00padOTKa TOKYMEHTOB B dKCIIEIUIINU, padoTa ¢ TOKYMEHTaMU B
KAHIEISIPUU, PETUCTpalMsi, KOHTPOJIb, HWCIOJHEHHE JIOKYMEHTOB B
CTPYKTYPHBIX MOJpPa3/JCIICHUSX, UX OTIpPaBKa, OpraHuU3allus XpaHEHUs,
MOATOTOBKA JOKYMEHTOB K C/1au€ B apXUB H T.1.);

- 3adukcupoBaTh B  JHEBHHUKE TMOJYYEHHBIE CBEJACHUS U PE3YJIbTAThI

BBITIOJTHEHHOHN pabOTHI;

!B nporpamme TepmuH "opranusanus’ HCHIOB3YETCS Kak 0600MIAIONINI, MPAKTHKA MOXKET MPOXOJUTH B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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- HoAroTOBUTL OTYCT, 0606H13IOIHHﬁ IMOJIYYCHHBIC 3HAHUA W IMPAKTHYCCKHC

HaBBIKH.

1.2. Bud u mun npaKkmuku

Tur npakTHKHA — MPOU3BOICTBCHHAS.

Bun nmpakTuky —ipoeKTHas MPAKTHKA.

1.3. Cnocobbl u Mecma nposedeHUsi NPpakKmMuKu
CnocoObl IIPOBCACHUA IIPAKTHUKU: CMAYUOHAPHAA UTU 6ble30Hasl.

CrannoHapHasi pakTUKa MPOBOJUTCA B CTPYKTYPHBIX NOAPA3ICICHUSIX
PITY, npenHazHauyeHHbBIX AJI1 MPAKTUYECKOU MOATOTOBKU WU B MPOPUIBHBIX
OpraHU3aluAX, PACIION0KEHHBIX HA TEPPUTOPUM TI'. MOCKBBI, HA OCHOBAHUU
noroBopa, 3akiatouaemoro mexay PI'TY u npodunsHol opranuzanuei.

Brie3qnas nmpakTuka npoBOJUTCS B TPOPUIBHBIX OpraHU3aLUSIX PA3TUYHBIX
pernoHoB Poccuiickoit denepanuu, Ha OCHOBAaHHUM JOTOBOPA, 3AKIOYAEMOTO
Mexay PITY u npodunibHOM opranu3aiuei.

1.4. Bud (8udbi) npogheccuoHasibHoU dessmesibHOCMu

[IpakTuka OpueHTHPOBAHA HA CIIEIYIONINE BUIbI MPOdhecCuOHaTBHOM
NESATEeNbHOCTHU:

-OpraHn3aliuOHHO-YIIPAaBJIICHYCCKYIO.

1.5. lMnaHupyembie pe3ysibmambl 06y4YeHUs1 Ipu NMPOXoXx0eHuu
npakmuku, COOmMHecéHHbIe ¢ UHOUKamopamMu 0o0CMuXeHus

KomMnemeHuyuu

KoMnerenuus NuaukaTopsl KoMIeTeHIUI Pe3yabTathl 00yueHust

(ko 1 (XKom M HaMMEHOBaHME)

HalMEHOBAHUE)
[IK-1. BnapieeT HaBbIKaMu IIK-1.1. ITpuMeHsieT 3HaHUS CTPYKTYPhI 3Hamp: cmpyKmypy 20Cy0apCcmeeHHbIxX
Ppa3paboTKM 1 BHEAPECHUS rOCYJIapCTBEHHBIX OPraHOB, OPraHOB OpP2aH08, OP2AHOE MECHHO20
JIOKAJIbHBIX HOPMaTHBHBIX MECTHOTO CaMOYTIPABIICHUSI, OPraHU3AlMI | CaMOynpasAeHus, OPeaHU3ayULl pa3sutHbLxX
aKTOB TI0 IOKYMEHTAIIMOHHOMY | Pa3fM4HBIX (pOpPM COOGCTBEHHOCTH; opm cobcmeenHocmu, HOPMAMUBHO-
o6ecrneyeHnIo yIpaBJIeH s B HOPMAaTHMBHBIX ¥ IPABOBBIX aKTOB B chepe | npasoswvie akmul 6 cgepe
OpraHM3aLMsIX Pa3INIHbIX TOKYMEHTALMOHHOTO 00eCTIeYeHNs OOKYMEHMAYUOHHO20 0becneyerus
OPraHU3aLFIOHHO-TIPABOBbIX yTIpaBIICHNS]; BUIOBOTO COCTAaB ynpaeaerus
¢popm 1 hopM COGCTBEHHOCTH, | JIOKATBHBIX HOPMATHBHBIX aKTOB MO Ymemb: anaiusuposams npasoswvle akmol
rOCYJIapCTBEHHBIX OpraHax u JTOKYMEHTALMOHHOMY 00€CTIeUeHNIO 6 chepe OOKYMEeHMAUUOHHO0 0becheueHUs

YNPABACHUA U BbIABAAMb 8UO0B0IL COCMAB
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OpraHax MECTHOTrO
CaMOyIpaBJICHUS

yTIpaBIIeHUsI P Pa3pabOTKe JIOKATLHBIX
HOPMAaTHBHBIX aKTOB

0053AMEALHBIX AOKAALHBIX HOPMAMUBHBIX
akmoe

Baaoemb: nasbikamu npumeHeHUs
00Ue20Cy0apCmeeHHbIX HOpM 8 chepe
OOKYMEHMAUUOHHO20 0DecneveHus
YRPABAEeHUSL NPU PA3PABOMKe AOKAALHBIX
HOPMAMUBHbBIX AKMOG

[IK-1.2. PazpabaTbIBaeT Ha OCHOBE
IECTBYIOIINX MPAaBOBBIX aKTOB
JIOKAJIbHblEe HOPMATUBHBIE AKTHI MO
JTOKYMEHTALMOHHOMY 00€CTIeUeHNIO
yTIpaBJIeHUS

3Hnamb: npasusa paspabomxu JOKAAbHBIX
HOPMAMUBHbLIX AKMOG, UX CMPYKMYPY U
cooepxcanue

Ymemb: paspabambieamv A0KANbHbLE
HOPMAMUeHble aKkmol 6 cghepe
O0OKYMEHMAUUOHHO20 0DecneveHus
YNPABACHUSA 6 COOMBEMCMBUU C
OelicmayouuMI NPaso6bIMU AKM
Baaoemb: nasbikamu no020moeku
NPOEKMO8 NOKANHBIX HOPMANMUBHBLX
AKMOB, UX COAACOBAHUS U YMBEPICOCHUSA

[IK-1.3. BHeapsieT U akTyalu3upyeT
JIOKAJIbHbIE HOPMATUBHBIX aKThI IO
JTOKYMEHTALMOHHOMY 00€CIIeUeHNIO
YTIPaBIICHUSI B TOCYIAPCTBEHHBIX OpPraHax,
OpraHax MECTHOTO CaMOYIIpaBJICHNs 1
OpraHM3aLMsIX Pa3INIHbIX
OpraHM3aLlIOHHO-NIPABOBBIX (DOPM 1
(opM COOCTBEHHOCTH

3Hamb: nopaook 66e0eHUs 6 Oelicmaue
AOKANbHBIX HOPMAMUBHBIX AKINOE O
OOKYMEHMAYUOHHOMY 00eCneueHUro
YNpasaeHus 8 20CyOapCmMEeHHbIX OP2AHAX,
OP2AHAX MECMHO0 CAMOYNPABACHUA U
OP2AHUSAUUAX PASAUYHBIX
OP2AHUSAUUOHHO-NPABOBBIX (POPM U POpM
cobcmeeHHoCmu

Ymemv: 6HeOpAMb AOKANbHBIE
HOPMAMUBHbLE AKMbL

Baademw: nasvikamu nepepabomxu u
AKMYaAU3aUUY AOKANbHBIX HOPMAMUBHDIX
axkmos

INK-2. CnocobeH opraHu3oBaTh
1 OCYIECTBIIATh
JTOKYMEHTALMOHHOE
obecrnieyeHne yrpaBJieHus B
OpraHM3aLMsIX Pa3INIHbIX
OPraHU3aLFIOHHO-TIPABOBBIX
¢opM u popM COOCTBEHHOCTH,
rOCYJIapCTBEHHBIX OpraHax u
OpraHax MeCTHOTO
CaMOYTIPABJICHNUS

[IK-2.1. IIpumeHsieT TeopeTuieckue
3HaHVA B c(pepe TOKYMEHTALMOHHOTO
oGecrnieyeHnsl ynpaBJieHNs! B
MPaKTHYECKOI AEATENILHOCTH

3Hamb: meopemuueckue 0CHOBbL
OOKYMEHMAUUOHHO20 0DecneveHus
YynpasaeHus

Y memv: npumenams meopemuteckue
SHAHUA NPU OPAHUIAUUU
O0OKYMEHMAUUOHHO20 0DecneveHus
YynpasaeHus

Baaoemnb: memodonozueii
OOKYMEHMAUUOHHO20 0DecneveHus
YnpasaeHus

[IK-2.2. OpranusyeT fOKyMEHTAHOHHOE
oGecrnieyeHne yrpaBiieHus B
OpraHM3aLMsIX Pa3INIHbIX
OpraHM3alIOHHO-NIPaBOBBIX (DOPM 1
¢hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO
CaMOYTIPABJICHUS

3Hamv.: 0COOeHHOCMU NOCMAHOBKU
OOKYMEHMAUUOHHO20 0DecneveHus
YAPABAEHUA 8 OP2AHUSAUUAX PASAULHBIX
OP2AHUBAUUOHHO-NPABOBBLY OPM U hopM
COOCMBEHHOCMU, 20CY0APCMBEHHbIX
Op2aHax U OPaAHAX MECHHO20
CAMOYNPABACHU

Ymemvb: opeanusoeamo
O00KyMEeHMAayUoHHoe obecneveHue 6
OPAHUSAUUAX PASAUYHBIX
OP2AHUBAUUOHHO-NPABOBBLY OPM U hopM
COOCMBEHHOCMU, 20CY0APCMBEHHbIX
Op2aHax U OPAHAX MECHHO20
camoynpasaeHus ynpasieHus

Baademy: nasvixamu cosepuencmaeosanus
cucmembl OOKYMEHMAYUOHHO0
obecneuerus YnpasaeHus

[IK-2.3. BoimosHsieT paboTy no
JTOKYMEHTALMOHHOMY 00€CTIeUeHNIO
YTIPaBIEHYECKUX MPOLECCOB B
OpraHM3auMsIX pa3INIHbIX

3namyp: cocmas yHKYuil caynco
OOKYMEHMAUUOHHO20 0DecneveHus
ynpaeaenus

Ymemv: ocyuecmeaamo pabomy no
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OpraHM3alIOHHO-NIPaBOBBIX (DOPM 1
¢hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO
CaMOYTIPABJICHUS

OOKYMEHMAUYUOHHOMY 0DeCneyeHuo
YNPABAEHUECKUX NPOUECCO8

Baaoembv: nasbikamu 00KyMeHMUpoB8anus
YIPABAECHUECKUX NPOUECCco8 u pabomul
O0OKyMeHmayueli 8 OpeaHU3AUUAX
PABAUUHBIX OP2AHUSAUUOHHO-NPABOBHIX
opm u gpopm cobcmeennocmu,
20CYOAPCMBEHHBIX OP2AHAX U OP2AHAX
MECMHO20 CAMOYNPABACHUSA

[IK-3. Cnoco6en
OCYILECTBISITh
JTOKYMEHTALOHHOE
oGecrnieyeHne 1esITebHOCTH
OpraHu3aluil pa3anyuHbIX (OPM
COOCTBEHHOCTH,
rOCYJIapCTBEHHBIX OPraHOB 1
OPraHOB MECTHOTO
CaMOYTIPABJICHUS

[IK-3.1. IlpumeHsieT 3HaHus 0
KJTacCU(UKaLUY 1 BUJOBOM COCTaBe
Pa3IMYHBIX CUCTEM JIOKyMEHTAIUH B
nporecce IOKYMEHTUPOBAHUS
NESITETLHOCTH OPTaHN3aL|il Pa3IIMUHbIX
¢hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX
OPraHoB ¥ OPraHOB MECTHOTO
CaMOYTIPABJICHUS

3Hamp: KAaccuuKayuo u 6UO06OI
COCMAB PASAUUHBIX CUCHIEM
O00KyMenmayuu

Ymemv: npumenams meopemuiecxue
SHAHUA Npu pabome ¢ PaA3AUHHbIMU
cucmemami OOKyMeHmayuu

Baademu: Hasbikamu UCHOAbIOBAHUSA
DPABAUUHBIX BUO08 OOKYMEHMOB U CUCHIEM
00KyMeHmayuy 04 obecneveHus
0eAMEAbHOCU OP2AHUSAUUTL PAZAUUHBIX
opm cobcmeenHocmu, 20Cy0apCmMeeHHbIX
OP2AHO8 U OP2AHO8 MECMHO20
CamoynpasaeHus

IK-3.2. OcywmecTBnsieT
TOKYMEHTAIMOHHOE 00ecTieueHne
NESITETLHOCTH OPTaHN3aLMil Pa3IMuHbIX
¢hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX
OpraHax ¥ opraHax MECTHOTO
CaMOYTIPABJICHNUS

3Hamp: HopMamueHvle Mpeboanus K
OOKYMEHMAYUOHHOMY 0DeCneueHUo
0eameAbHOCMU OP2AHUSAYULL PA3AUYHBIX
opm cobcmeenHocmu, 20Cy0apCmMeeHHbIX
OP2AHAX U OP2AHAX MECMHO0
CAMOYNPABACHU

Ymemb: npumenams 3Hanue HOPpMAMUBHO-
npaesoeoii 6a3vl Npu OCYWeCmeAeHUU
OOKYMEHMAYUOHHO20 0becneyerus
0eamenbHOCMU OP2AHUSAYULL PA3AUYHBIX
hopm cobcmeenHocmu, 20Cy0apCmMeeHHbIX
OP2AaHAX U OP2AHAX MECMHO0
CAMOYNPABACHU

Baaoembu: nasbikamu 6biA6ACHUA COCMABA
O0OKYMeHMO8, 00eCneuu8arouux pasiuitvie
npoyeccyl

[IK-3.3. PaGoTaeT ¢ pa3nuyuHbIMU
crcTeMaMy IOKYMEHTAIN

3namv.: ocoberHoCmU pabomwlt ¢
DASAUUHBIMU CUCTEMA OOKYMEHMAUUU
Ymemb: pabomamb ¢ pazauyHbimMu
cucmemamic OOKyMeHmayuu
Baaoemv: nasbikamu
COBEPULEHCMBOBAHUIO PAbOMbL C
Q0KyMeHmam, 0becneuusaruumi
PA3AUUHBLE NPOUECCDL

[1K-4. Biageet 3HaHUsSIMA
COBpPEMEHHBIX
MH(OPMALIOHHBIX CUCTEM U
HaBBIKAMH TIPOSKTUPOBAHUS U
BHEJIPSHUSI CUCTEM
3JIEKTPOHHOTO
TOKYMEHTOO60pOTa B
OpraHm3aIyu

[IK-4.1. IlpumensieT 3HaHue
COBPEMEHHBIX UH(POPMALIOHHBIX CUCTEM,
CHCTEM 3JIEKTPOHHOTO
TOKYMEHTOO00pOTa, MPABOBBIX aKTOB B
cepe ynpasneHusi MUH(oOpMauyen u
MOKYMEHTALMEN B MPaKTHUECKOM
NeSITETLHOCTH

3Hamv: coepemeHHble UHPOPMAUUOHHDLE
CUCTEMDbL, CUCEMbL INEKMPOHHO20
00KyMeHmoobopoma, npasosoe
pezyauposarue cghepvl ynpasaeHus
ungopmayueri u 0okymenmayueli

Ymemv: npumerame 3HAHUe HOPMAMUBHO-
npaesoeoii 6asvi 6 cgpepe ynpasaenus
ungopmayueii u OOKymeHmayueli 6
NPAKmMu4ecKoi 0eameabHOCmu

Baaodems: nasvixamu evtboopa
HE0OX0OUMbBIX MEXHOAOUHECKULL PelueHUIL
6 npoyecce ynpasaeHus uHgopmayuei u
O0OKYyMeHmauyueri

[IK-4.2. TIpumeHsieT METOIONOTUIO
OPraHU3aLIOHHOTO TIPOSKTUPOBAHMS TIPU

3uamb: MemooosoutecKue 0CHOBbL
nocmpoOeHuUs ynpaeaeHuecKux cucmem u
cucmem a()KyMEI-LmaL;u()HHOZO obecneuerusn
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aHaJIM3€ CUCTEMbI JOKYMEHTALUOHHOT'O
obecreueHusT YyIpaBJICHUs B OpraHn3anun

ynpaeaenus
Ymemb: npumenams pasautiHvle
MemoooaouMecKue N0OX00bl NPU
NPOEeKMUPOBAHUL CUCTIEM
O0OKYMEHMAUUOHHO20 0DecneveHus
ynpaeaenus

Baaoemv: nasbikamu anaiusa u
OPAHUBAYUOHHO20 NPOECKMUPOBAHUS
cucmem OOKYMeHMAYUOHHO20 0OeCneveHUs
ynpaeaenus

IIK-4.3. Y4acTByeT B IPOEKTUPOBAHUNU U
BHEJ[PEHNN CHCTEM 3JIEKTPOHHOTO
TOKYMEHTOO00pOTa B OpraHM3aLin

3Hamv: npasuia u memoooa0uecKue
NOOX00bL K NPOEKMUPOBAHUIO CUCHEM
ANEKMPOHHO20 OOKYMEHMOo0bopoma
Ymemv: 6HeOpamb cucmemwl
ANEKMPOHHO20 OOKYMEHMOo0bopoma
Baademn: nHasbikamu eviasaeHun HAuboiee
ONMUMANBHBIX NOKA3ame.ell,
He0OX00UMbIX 045 NPOEKMUPOBAHUA U
HACMPOIKU CUCHEM INEKMPOHHO0
dokymenmoobopoma

[TK-6. Cnioco6en
OCYILECTBISITh
OpraHM3aLIOHHOE,
JTOKYMEHTALOHHOE U
MH(pOPMALMOHHOE OOecrneyeHre
IESITETLHOCTH PYKOBOANTES
OpraHu3anuu

[IK-6.1. Vicionp3yeT 3HaHUS IPABOBLIX 1
OpraHM3alIOHHBIX OCHOB YIPABJICHMS,
OCHOB IOKYMEHTHO! JIMHIBUCTHKU,
MIPaBUJI PYCCKOTO $SI3bIKA, IETIOBOTO
9THKETa, COBPEMEHHBIX METOJIOB TTIONCKA
1 00paboTKU UH(pOopMaLIUK /17151
obecneyeHus MpoecCUOHAILHOM
NeSITENLHOCTH

3Hamb: npasoswle U OP2AHU3AUUOHHDLE
OCHOBbL YNPABACHUS, OCHOBbL OOKYMEHMHOTL
AUHZBUCMUKU, NPABUAA PYCCKO20 A3bIKA,
0e40801i ImuKem

Ymemb: npumenams coepemenHble
MemoObL noucka u obpabomxu
ungopmayuu 045 obecneyeHus
npogheccuoHAAbHOLL OeameabHOCmU
Baaoemv: nasvixamu obecneuenusn
0eaAmeabHOCIU PYKOBOOUMENsL HA OCHOBE
3HAHULL NPABOBBIX U OP2AHUSAUUOHHBIX
OCHO8 YNpas.ieHuUst, 0CHO8 OOKYMEHMHOUL
AUH2BUCIUKU, NPABUAL PYCCKO0 A3bIKA,
0€108020 IMUKEMA, COBPEMEHHBLX
Memo008 noucka u 0opabomxu
unHgopmayuu

ITK-6.2. OcymiecTBisier c6op, 06paboTKy
M aHaJM3 MH(MOPMAIWH, COCTABIISIET 1
PENaKTUPYET TEKCTHI CITy>KeOHBIX
JTOKYMEHTOB C VCTIOJIb30BaHNEM
COBPEMEHHOT'0 TPOTrPaMMHOTO
obecnievyeHust 1 O(PUCHON OPrTEXHUKU

3Hamv: npasuia cocmasaeHua u
DPeOaKmupo8aHUs MeKCMO8 CAYH eOHbIX
O0OKYMeHMO8

Ymemnb: cobupame, obpabamuieams u
AHAAUIUPOBAML UHDOPMALUIO, CO30A6AMD
opmy ee npedcmasaeHus

Baaoemy: nasbikamu pabomut ¢ 0pucHoii
OP2MEXHUKOU U HABIKAMU UCTIONb30B8AHUA
COBPEMEHHO20 NPOPAMMHO0 0Decne eHUs.
npu ocyuwecmeneHul pabomut ¢
uHgopmayueil U n0020MOBKe CAYHeOHbLX
O0OKYMEHMO8

IMK-6.3. YuacTByeT B NpOBEACHNM
KOH(pEPEHTHBIX MEPONPUSTHUI,
TOKYMEHTHPYET JIeITEebHOCTD
KOJIJIETHAJILHBIX OPraHOB, OPraHU3yeT
TIpYeM NIOCETHUTEJIEN, TNIAaHNPYeT padouee
BpEMsI PyKOBOIUTEIIS, ICTIONTB3YET
COBPEMEHHOE MPOrpaMMHOE oOecredueHre
1 O(PUCHYIO OPI'TEXHUKY JJIsl OArOTOBKA
CITy>KeOHBIX IOKYMEHTOB

3Hamp: nopadok nposeoeHus
KOHGhepeHMHbIX MepORPUAMULL,
HOpMamueHyr 6a3y 6 cghepe obecnevenus
KOAN€UANbHOLL 0eAmeAbHOCMU

Ymemb: opanusoeamv nposedenue
KOHGhepeHMHbIX MePORPUAMULL,
OOKYMEHMUPOBAMb OCAMEALHOCHIL
KOANEUANLHBIX OP2AHO8, UCNOAL306ANTb
COBPEMEHHOE NPOPAMMHOE 0DecheyeHue U
OUCHYIO Op2MeXHUKY

Baaoembu: nasbikamu opzanudayui npuema
nocemumeaell, NRAGHUPOBAHUs pabouee
8PEMEHU PYKOBOOUMEAS




I1K-9. Croco6en
OCYIIIECTBIISAT PEryIaMEHTAIVIO
TPOIIECCOB TOMIpa3eIICHUI
OpraHm3anyy u pa3padbaThBaTh
AIMUHUCTPATUBHBIC
perJaMeHThI B
TOCY/IapCTBEHHBIX 1
MYHUITATEHBIX OpraHax

ITK-9.1. ITpumensieT Teopuro
MPOLECCHOTO YNPABJIECHNUS, METOIUKY
MPOEKTUPOBAHUSI POLIECCOB U CUCTEM
yTIpaBIIeHUSI IOKYMEHTaMH, TIpaBuIIa
Ppa3pabOTKM PErJIaMeHTOB MPOLECCOB B
MPaKTHYECKOI ACATENILHOCTH

3Hamb: meoputo nPoUeccHo0 YNPAeAeHUs,
MEMOOUKY NPOEKMUPOBAHU NPOUECCO8 U
cucmem ynpaeaeHus OOKyMeHmamu
Ymemb: npumenams meopemuieckue u
Memo0oa0UHeCKUe 3HAHUA NPU
NPOEKMUPOBAHUU CUCTIEM YNPABACHUS
OOKYMEHMAMU 6 NPAKMUHECKOT
OdesamenbHOCMU

Baaoemy: nasvikamu paspabomxu
PeAAMEHMO8 NPOUECCcos

I1K-9.2. ITpoexkTHpyeT mpoueccsl 1
CHCTEMBI yNPaBIIEHNS IOKYMEHTaMH,
pa3pabaTbIBaeT JIOKAIbHbIE HOPMATHBHbIE
aKThI B TOCY/JAPCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIIpPaBJICHUs 1
OPraHU3aLMsIX Pa3IMUHBIX (popM
COOCTBEHHOCTHU

3namy: npasusa paspabomyu AOKANbHBIX
HOPMAMUBHBIX AKMOG 8 20CYOAPCMBEHHBIX
Op2aHaX, OPeAHAX MECNHO20
CAMOYNPABACHUS U OP2AHUSAYUAX
PABAUUHBIX POpM cOOCmBEeHHOCMU
Ymemb: npumenams meopemuteckue
3HAMUA NPU paspabomKe AOKAAbHbIX
HOPMAMUBHbLIX AKMOG

Baaoembv: nasbikamu npoekmuposanus
npoYeccos u CUCmem YNpaeaeHus
O0OKYyMeHmamu

ITK-9.3. OuenuBaet 3¢pheKTUBHOCTH
YTIPaBIEHYECKUX MPOLECCOB M CHCTEM
YTIPaBIICHUSI IOKYMEHTAMH 1 UX
COBEPIICHCTBOBAHUS

3Hamb.: MemoouKy oyeHKU
agppexmusHoCMU YNPABAEHUECKUX
npoYeccos u CUCmem YNpaeaeHus
O0OKyMeHmamu

Ymemb: onpedeanamb KoMnaekc mep no
COBEPULEHCMBOBAHUIO YNPABACHUECKUX
npoYeccos u CUCmem YnpaeaeHus
O0OKyMeHmamu

Baaoembu: nasbikamu coeepuleHCmME08aHUA
YAPABAECHHUECKUX NPOUECCO8 U CUCHEM
YIPABACHUA OOKYMEHMAMU C NPUMEHEHUEM
COBDEMEHHBIX UHDOPMAUUOHHBIX
MEXHON0UIL

1.6. Mecmo npakmuku e cmpykmype obpazoeamesibHOU npo2pamMmbi

[IpoexTHast mpakTHKa OTHOCUTCS K 4YacTd, (popMupyeMod ydaCTHUKaMU
oOpazoBaTenbHbIX oTHOIIEeHUN 010Ka b2 («IIpakTukuy») yueOHOro miana.

JIs IpOXOKJIeHUs] MNPAKTUKU HEOOXOAUMBI 3HAHUS, YMEHUS U BIIaJICHUS,
chopMUpPOBaHHBIE B XOJI€ HU3YUYEHHUS]  CIEAYIOUIUX JTUCUUIUIMH TPOXOKIACHUS

IIPAKTHK: «MGTOI[I/IKa COBCPHICHCTBOBAHUA CUCTCMBbI YIIPABJICHUSA JOKYMCHTAMU B

opranuzanusax», «HpopMalmoHHbIE TEXHOJOTMU B  JIOKYMEHTAI[MOHHOM
obecnieueHun  ympaBlieHus», «O3HakoMuTeIbHAs  MpakTuka», «HaydHo-
uccinenoBarenbekas pabora  (MOMydyeHHE TEPBUYHBIX  HABBIKOB  HAay4yHO-

HCCIIEIOBATENbCKOM pabOThI».



BJIaJCHHUS,
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B pe3ynbTaTe mpoXoxaeHUs MPAKTUKU (HOPMUPYIOTCS 3HAHUS, YMEHUS U

HEOOXOIUMBIE

MIPAKTUKAY.

1.7. O6BemM npakmuku

U TPOXOKICHUS

npaktuk: «IIpegaunnomuas

[IpakTuka mpoxoaut B 8§ cemectpe. OO0mas TpyJ0EMKOCTh MPAKTUKU COCTABIISET

3 3avetrHbie enuHUIBI, 108 dYacoB, B TOM uMcie KOHTakTHas pabora 12 yacos.

[TpoaomKUTENBHOCTD MMPAKTUKY — 2 KAJICHAAPHBIE HEJECTH.

2. CopepxaHue NpakTUKu

I/I3yqe1-me OpraHMU3alMOHHbIX
AOKYMEHTOB NIpeANpUATUA

Ne | HaumeHoBaHMe pasjena CopeprkaHue ¥ BUAbI paboT!?

1. O3HaKOMUTEJIbHAS JIEKI M OnpeneneHue 1nejedl W 3ajJady MNpPAKTUKH, HCTOYHHUKOB U
JIUTEPATypbl, HEOOXOAUMBIX [JIs CaMOCTOSITEJIbHON paboOThl U
MOArOTOBKU OTYETA.

2 HHCcTpykTaxk 1o TexHukKe | O3HaKOMJIEHUE CTYyZE€HTOB C IPaBUJIaMH BHYTPEHHETO paclopsi/ika,
0€e301acHOCTH JIOIlycCKa B  TOMEIIEHUs1 CayXK0, TMOXKAapHOU 6e30MacHOCTHU

U JpyTUMU perjiaMeHTUPYIIIUMU paboty COTPYAHUKOB
WHCTPYKIMSIMU U NOJIOKEHUSIMHU.

3. HzyvyeHue HCTOPUH, PykoBoauTenb NOpakTUKK OT OpraHU3alUud MOXKeT
COBpEMEHHBIX 3a/lay, | IPOBECTH BCTYNUTEJbHOE 3aHATHE CO CTYAEHTaMH, IeJblo
byHKUUR u CTPYKTYpBbI | KOTOPOTO SIBJSIETCS O3HAKOMJIEHUE MPAKTHKAHTOB C HCTOpPUEH,

4. yYpexaeHus; COBpeMEeHHbIMU 3a/layaMM, HalpaBJeHUSIMU [AeSTEeJIbHOCTH U

0COGEHHOCTSAMHU AOKYMEHTHUPOBAHUA ynpaBHEH‘{eCKOﬁ
AeATEJIbHOCTHU YUpEeXJEeHUA. Eciu B dpXHBe€ OpraHHU3alluu UMeeTCA
HCTOpHUYECKad CIIpaBKa O Cl)OHL[OO6p830BaTeJ'[e, OHa H3y4daeTcCda

CTYJ€HTaMMU.

Janee CTYZEHT OPUCTYHAET K U3Y4YEeHUI0
OpraHMU3aLMOHHO-NIPABOBLIX [JJOKYMEHTOB, perjaMeHTHPYOLINX
IOPUJUYECKUH CTaTyC VYpeXJeHus, €ero OpraHu3alMoOHHO-

npaBoByI0 GopMy, OpraHU3aLUOHHYI0 CTPYKTYpPY U HalpaBJIeHHUs
JlesITeJIbHOCTH.

K TakuM JOKyMeHTaM OTHOCSATCS:

e YcraB (0J103KeHHE) OpraHu3aluy;

o [loyiokeHUSs O CTPYKTYPHBIX IO pa3/ie/IeHUSX;

e JIOJDKHOCTHBIE UHCTPYKLUU COpr;[HI/IKOBZ;

e lllTaTHOE pacnucaHue.

[lo wWTOraM u3y4yeHHUsS CTYAEHTHI
nH}opMaIUIo [0 C/IeAYIOLMM BONIPOCaM:

e J1aTa CO3JaHUs OpPraHU3ALUY;

e Ha3BaHMe OpraHU3alLHY;

® IleJIb CO3JJaHUs U QYHKIMU OPraHU3aALUY;

e OpraHu3alMOHHO-NPaBoBas ¢opMa OpraHU3aluy;

AOJIXKHbI CO6paTb

2 CTyleHT BHUMATENbHO u3ydaeT I1oo)keHne o CTpyKTYpHOM MOAPA3IEICHUH U JOJKHOCTHBIE
MHCTPYKLUU TOTO NOApa3EIeHuUs, B KOTOPOM OH IIPOXOJIHUT IIPAKTHUKY.
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e OpraHu3alMOHHAs CTPYKTYpa U MOPAJLOK YIPaBJIEHHUS;
® COCTaB OpraHM3alMOHHBIX JJOKYMEHTOB OpraHU3aluy;
® CTeleHb OTPaXKeHUsI B OPraHU3aLMOHHBIX JJOKYMEeHTax
Tpe6OBaHUM K [OKYMEHTHPOBAHHUIO YIpPaBJIEHYECKOU
JesaTeJbHOCTH (MOpPSZOK U3JaHUsA, TNOJNUCAHUS,
XpaHeHUs);

B pesyabpTaTe cTyAeHTbl rpadUyecKd BbIYEPUUBAIOT

CTPYKTYpPY OpraHU3al1u.

Bce cobpaHHble JaHHbIE CTYAEHTBI MOTYT OpOpMJIATH B

BUJle [HEBHUKOBBIX 3amuced, TJe OTMevyalT JaTy 3alucy,

HUCTOYHUK, KOTOPBIM OHU IOJb30BaJHUCh. JTH BBIIUCKA U3

OpraHMU3aLMOHHBIX  [JOKYMEHTOB  CTYJEHTbl  MNPeACTaBJSAIOT

PYKOBOJHUTEJIO NMPAKTUKU OT OpraHM3aLuy, B Gecelle C KOTOPBIM

obcyxaalT  cnenubUYecKHe  OCOGEHHOCTH  CTPYKTYpbl U

PYKOBO/ICTBA OpraHU3aluen.

CobpaHHble CBeJEeHUs CTYZeHT 3aTeM O0QOopMJsSeT B

KauecTBe NEPBOH IJIaBbl OTYETA 110 MPAKTHUKE.

Hzyyenue HOPMaTHUBHO-
MeTOJMYECKUX JOKYMEHTOB
no A0y “u CUCTeM
JIOKyMeHTaLUH

OpraHu3allH,

HzyvyeHue 0cobGeHHOCTeN
odopMiieHUst
ynpaBJeHYeCcKUX
JIOKYMEHTOB

B TedeHue 3TOro BpeMeHU CTY[EHTbl BHUMATeJbHO
M3y4al0T HOPMAaTHUBHO-MeTOJUYECKHE JJOKYMEHTBI YUpexZeHus,
perjiaMeHTUpYIOLIMe TMpaBWIa COCTaBJAeHUs © OQopMJIeHUs
JIOKYyMEHTOB, eCJId TaKue B OpraHu3aluy UMelTcs. B ducie aTux
JIOKYyMEHTOB MOTYT ObITh UHCTPYKLUH IO AeJ0NPOHU3BOACTBY (MU
no paboTe ¢ JOKYMeHTaMHu), paBuia opopMeHUs1 JOKYMEHTOB,
perjsiaMeHTbl, CTaHAapThl OpraHU3aluy, IPUKa3bl (pacnopsnKeHUs )
0 TOpsiiKe CO3JaHUSl M COrJIACOBAaHUSl OTZAENbHbIX BH/OB
JIOKYyMEHTOB U TaK JaJjiee.

CTyzeHTaM Heo0XOJHMO O03HAKOMHUTbCS C CUCTEMaMHU
JIOKyMEeHTAlMH, MWCIO0Jb3yEMbIMH B OpTraHU3alMM, BbIIBUTb
OCHOBHbIE€ BH/bl U Pa3HOBUJHOCTH [OKYMEHTOB, NMPHUMEHSEMbIX
JJIS JOKYMEHTUPOBAHUsS [lesITeJbHOCTH OPraHU3alUM B LIeJIOM U
CTPYKTYPHOTO MOJpa3/esieHus], B KOTOPOM paGoTaeT NPaKTUKAHT.

Cocras JIOKyMEHTOB CUCTEM JIOKyMeHTaLUY,
HCIOJIb3YEMBIX B J1eSITeJIbHOCTH OpraHU3alid, MOXKET BKJIIOYATb
yHubunpoBaniele  ¢opMbl U PopMbl, pa3paboTaHHbIE
COTPYAHUKAaMU OpraHU3aluH.

[IpoBogUTCA  JeTajJbHBIM aHaJM3 OpraHU3aLMOHHO-
pacnopsiiUuTebHOM JOKYMEHTALUU 110 C/IeAYIOLMM rpyIIaM:

e OpraHU3alMOHHbIE JOKYMEHTbI, HpPUMEHsEMble B

yIpaBjieHYeCKOH J1esITeIbHOCTH;

® pacrnopsiiuTe/NbHbIe JLOKyMEHTBI, COCTaB

JO/DKHOCTHBIX  JIML, HMEWUIMX INpaBO U3JaHUS
pacnopsiiUuTeNbHbIX JOKYMEHTOB;

e BU/JbI HHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB.

CTyzeHTaM HeOo6X0AUMO M3yYHUTb HHCTPYKLHUIO II0
JleJIONIPOU3BO/ICTBY OPraHU3al MU U BbISIBUTH, COGJIIOAAIOTCS JIU €€
Tpe6OBaHUS  COTPYAHUKAaMHU  opraHusauuu. Ecan  Takoi
WHCTPYKLUU B OpraHU3aluyd HET, TO CTYJEHThl aHaJIU3UPYIOT
OpraHM3aLMOHHO-PACIOPSALUTENbHbIE JOKYMEHTbl Ha IpesMeT
cobmonenuss TtpeboBanun [OCT P 7.0.97-2016 (u3yuaercs
opopMJIeHHE JOKYMEHTOB, TO €CTh HaJM4Hhe BCeX HeOOXOJUMBIX
PEKBU3UTOB JOKYMEHTOB).

Hampumep, CcTyZeHT BbIsBJISET HaJW4YUE C/IeAyIOLUX
PEKBU3UTOB: 3aroJI0BKa, HAUMEHOBAaHUSA BHJA JOKYMEHTa, JaThl,
pPErucTpallMOHHOT0 UHAEKCA, OTMETOK Ha IOKYMEHTE, a TaKXKe:

® IIPaBUJIBHOCTb apeCOBAHUS;

® TIIOpSAZOK BHYTPEHHEro M BHELIHEr0 COIrJIACOBAHUSA

JIOKyMEHTOB;

e IIOJIUCaHUS;

® VTBEPXKJEHHS.




12

BoisiBASIlOTCA  BUABI  JIOKYMEHTOB, Ha KOTOpble B
OpraHu3alUy CTABUTCS MeYaTh.

Heo6xouMo TakKe BBISIBUTbH, UCIOJb3YIOTCA JIK B
OopraHu3aluu O6JIaHKHU JJOKYMEHTOB, €CJIU UCIOJIb3YIOTCs, TO KaKue
(06wt  6J1aHK, 6JIAaHK MHCbMa, OJIAHK KOHKPETHOro BUJA
JIOKYMEHTa, 6J1aHK JI0/KHOCTHOTO Jiula U T.J.). O6pa3ibl 6/1aHKOB
)KeJIaTeJIbHO MPUJIOKUTD K OTUETY M0 TPaKTHKE.

[loMmuMo Hanuuusi OJIAHKOB B JHEBHUKE TMPAKTHUKHU
CTy/IeHTbl (QUKCUPYIOT COCTaB MPUMEHSEMBIX JIOKYMEHTOB,
OTMEYalT HauboJiee PaCNpoCTpaHEHHble B TNpPaKTHKe paboThl
yUpexIeHus BHU/IbI OpraHu3alOHHO-PACIOPSAUTETbHbBIX
JIOKYMEHTOB, a TAKXKe 0TMEYaIoT, I'Zie 3aPpUKCUPOBaHbI TPEOOBAHUSA
K COCTaBJIEHUIO U 0QOPMJIEHUIO JOKYMEHTOB OpraHU3aIuu.

Heo6x0a1MMO0 Tak»Ke U3YYUTh TEXHUYECKYIO OCHALIEHHOCTh
MpOIIECCOB  JIOKYMEHTHPOBAHUS, a HMEHHO: ONpeJesUuTh
TeXHU4YeCcKHe nporpaMMHbIe CpeACTBa, UCI0JIb3yeMble
COTPYJHUKAMH JiJi1  U3TOTOBJIEHUS JIOKYMEHTOB, CTeINEeHb
OCHAIlleHHOCTH pabo4YuxX MEeCT COTPYAHUKOB KOMIIbIOTEpaMH,
OPrTEXHUKOU U CPEe/ICTBAMU CBSI3HU.

B mucbMeHHOM OTYeTe HeoO6XOAMMO OTpPa3UTh, Kakas
nporpaMma HCHOJIb3YeTC B OpraHW3alud Ui CO3JaHus
JIOKYMEHTOB, €€ JIOCTOMHCTBA U HEJIOCTATKHU.

U3y4yeHue OpraHu3aLuu
paboThI C JOKyMEeHTaMU

B TeueHue 9-14 nHell cTy/jeHThI U3y4alOT:

-I0KYMeHTO0O0pOT OpraHU3aluy;

-MOPsZI0K PerucTpalu U NOoCTpoeHue UHGOPMALMOHHO-
MIOMCKOBOW CUCTEMBI;

-TeXHOJIOTUI0 KOHTpOJA 3a CPOKaMHU MCIOJIHEHHUS
JIOKYMEHTOB;

-COCTaBJIeHHe HOMEHKJIaTyphl JeJ;

-OpraHM3allMl0  TeKyILero XxpaHeHUs [JOKYMEHTOB B
CTPYKTYPHBIX N0/[pa3/ie/IeHUsIX OpraHU3aLuHy;

-9KCNepTU3y ILeHHOCTH W NPaKTUYeCKOW LeHHOCTH
JIOKYMEHTOB;

-MOJrOTOBKY W INepejayy [JOKyMEHTOB B apXHB
OpraHu3aLlu.

CTyZieHTBl aHaJU3UPYIOT AOKYMEHTONOTOKM MO BHJAAM
JIOKYMEHTOB, 110 KOpPpeCHOHJEeHTaM, MO YPOBHSM HCIOJHEHHS,
COCTaBJISIIOT ONEepOrpaMMbl JBHKEHHUsI BXOAslled, BHYTPeHHed U
ucxoAdAueld KoppecnoHZeHUMH. CTyAeHTbl U3y4yalOT CUCTEMY
NepBUYHON 06pabOTKM KOPPEeCIOHJeHIIMM U NpaBUJa OTIPaBKHU
HCXOAALIMX JOKYMEHTOB, aHAJNU3UPYIOT NOPSA0K COTJIAaCOBAaHUSA U
NOATMCaHUSA JLOKYMEHTOB, NPOCYUTBIBAIOT 06beM
JIOKyMeHT0060pOTa 3a NpeAlleCTBYIOIUN Mecs1,

CTyZieHTBl M3y4alOT CUCTEMY PeTHCTpalMy JOKyMEHTOB B
y4peXXJeHUH, 3HaKOMATCA C pPerucTpaluoHHBIMM GopMaMU HU
MOPSAJKOM HMX 3amoJiHeHus. M3y4yaloT cucteMy MHPOpPMAIMOHHO-
CpaBOYHON paboThl. CTyZeHThl 3HAKOMATCA C OpraHu3aluell U
TEXHOJIOTHEeN KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B yUpPeX/JeHUH,
AHA/U3UPYIOT MepedyHH J[JAOKYMEHTOB, MNOoJJjeXallluX KOHTPOJIIO.
JlenaeTcs BBIBOJ, O BO3MOXXHOCTH 0O0'beJUHEHUS perucTpalnuy,
KOHTPOJII U CIPAaBOYHOU paboOThl B €AUHbINA TEXHOJIOTHYeCKUM
nporecc.

CTyZileHTBbl BBISIBJASIOT M OIMCBIBAIOT CYIIECTBYIOIIYIO
MHPOPMAllMOHHO-TIOUCKOBYID  CHUCTEMY, KaK TpaJULMOHHYIO
(kapTOTeKH, NPUHLUIBLI U GOPMUPOBAHUE), TaK U 3JEKTPOHHYIO
(6a3bI JTaHHBIX B KOMIIBIOTEPE).

CTyZeHThI onpeJieJIIIOT  KauecTBO odpopmIeHUS
HOMEHKJATyphl Jiejl, Hajuyue Heo6XoAUMOH HHPOpMaLUU.
CTyeHThI U3y4aloT NPaKTHKY dopMuUpoBaHUS JeJ,

CaMOCTOATEeJIbHO MIpoOU3BOJAT rpynmnupoBKYy HCIIOJTHEHHBIX
AOKYMEHTOB B Je€Jid B COOTBETCTBHHU C HOMeHKJIaTypOﬁ AeJl.
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CTyZeHTBl H3y4yalOT MpolLecc MNOATOTOBKM Jes 3a
npeAblAylide ToAbl JJIg  cAadyd B apxuB. [IpoBepsitoTcs
NpaBUJIBHOCTb OQopMJeHHs Jes, uX ¢opMmupoBaHus. Ilpu
He06X0JMMOCTHU CTYJ€HThI NOIOTaBJMBAIOT BHYTPEHHHUE OIMKCH U
JINCTBI-3aBEPUTEM, HYMepylT JHUCTBL. Ha mnojrotroBsieHHblE K
ciaye Jiejia CTYJEHThl COCTABJ/ISAIOT OMUCH W [0 HUM HPOU3BOAAT
clauy /e B apXUB YYPEXEHHUS.

W3yyuB [JOKyMeHTallMOHHOe oGecledyeHHe YIpaBJeHUs
OpraHM3aly{, CTYAEeHTbl [AeJal0T COOTBETCTBYIOLIME 3alKCH B
JIHEBHUKe M0 IJIaHy IPOrpaMMBbl.

BrisiBneHve — HampaBJieHUH
coBepiueHcTBoBaHua /JIOY B
OopraHusanuu

Ha ocHoBaHum MNpoOBEeJEHHOIro HCCIeJOBAHUA CTYAEHTbI
BbIABJIAIOT HEAOCTATKH B AOKYMEHTHUPOBAHHUUH ynpaBHEH‘JECKOﬁ
AeATeJIbHOCTHU OpraHu3alnuu u OpraHu3aluu pa6OTbI C
AOKYMEHTaMHU )41 npeajararT COOGCTBEHHBIE BAapHaAHTbI
panioOHa/IM3alluy AeJIONNIPOU3BOACTBA B HeM.

I/I3y‘{I/IB AOKYMEHTAallUOHHOE obecreyeHue ynpaBJi€eHUA
OpraHusanuvy, CTYyAE€HTbl A€JIAKIT COOTBETCTBYHOLIWE 3allUCh B
AHEBHHUKE I10 IIJIaHY NIPOrpaMMBblI.

IloaroroBka oT4éTa

@®opMo#l 0OTYETHOCTH 110 pe3y/ibTaTaM IPAKTUKU SIBJISAETCA
OTYeT, XapaKTepUCTHMKA OpraHu3alyy, TIpaduK MNPOXOXKIEHUs
npakTUKU. OT4eT UMeeT TUTYJbHBIM JuUCT ([IpunoxenHuve  3),
OrJlaBJIeHUe, BBeJleHNe, [iBe TJIaBbl, 3aK/JIOYeHHe W NMPUJI0KEHUs
(He MeHee 5 npuOXKeHU).

PexoMeH/iy10TCA c/lefiytoliye pas/eibl OTYETa:

BsedeHue

I'nasa 1./JokymenmuposaHue dessmeabHOCMU 0p2aHU3AYUU

I'nasa 2.0peaHusayusi pabomol ¢ 0OKyMeHmamu

3akaoveHue

Bo BBejeHuMM JaeTca  KpaTkKad  XapaKTepHUCTHUKa
OpraHusaldy, B KOTOPOM CTYJeHTbl MpOXOAAT MNPAKTHUKY
(vka3bpIBaeTcsl Ha3BaHUe OpraHU3alvH{, ee HOPUAUYECKHH CTaTyC,
OpraHu3allMOHHasl  CTPYKTypa, MNOpSAJOK  yIpaBJIeHUs U
PYKOBOJCTBA, OTMeYaeTCsl NPUHLMI MPUHATHUSA yIpaBJeHYeCKUX
pelieHUN (KoJlJIETMaNbHBIN, eJUHOHAYa/lbHbIN), a TakXe JaeTcs
ONMCaHHe U3yYeHHbIX HOPMATUBHBIX JOKYMEHTOB B COOTBETCTBUHU
C IOCTaBJIEHHBIMU B METOJMYECKUX YKa3aHUSAX 3ala4aMHu.

B nepBoM paszesie oTyeTa HEO6XO0AMMO MTEPEUNCIUTD:

- HopmaTuBHO-MeTo UYECKHE JIOKYMEHTBI,
perjaMeHTUpyIOLIMe IpaBwia Co3J4aHuss d  opopMJeHus
JIOKYMEHTOB,

- CucteMbl  [JOKyMeHTaUuW, o6pasywolivecs B

JlesITeJIbHOCTH opraHu3auuy (HasBaTb BUJbI U Pa3sHOBULHOCTH
JIOKYMEHTOB JIJIs1 KOXKJ,0H CUCTEMBI).

[Mogpo6HO onuvcaTb 0CO0BEHHOCTU odopMiieHUs1
yIpaBJeHYeCKUX JOKYMEHTOB, paBu/a oQopMIeHHUsI OTAEbHbIX
PEKBU3UTOB JOKYMEHTOB (HaMeHOBaHUE BU/A JOKYMEHTA, JaTa,
MOAIHUCH, U T.[T.).

[IpoaHanusupoBaTh 6JaHKU JOKYMEHTOB (YKa3aTb BU/IbI)
U OLEHUTH COOTBETCTBUE COCTABA M PACIOJIOXKEHUS PEKBU3HUTOB
6J1aHKa yCTaHOBJIEHHBIM TPEGOBAHHUSAM.

Bo BTOpoM pasjiejie oT4yeTa «OpraHusanus paboThl C
JIOKyMEHTaMH» pacCMaTpPUBAIOTCI Bce 3Tanbl paboTel C
BXOJSLIMMY, HCXOJSAIMMA W BHYTPEHHUMM JOKyMEHTaMHU,
BKJIIOYas, B TOM YHCJIe, BONPOCHI:

- [IpueM u nepBrUYHasA 06pabOTKA JOKyMEHTOB;

- Peructpauus JOKyMeHTOB;

-PaccmoTpeHue, nepesjaya Ha UCIIOHEHHE;

- OpraHu3anys KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB;

- [lofroToBKa K OTIIpaBKe I0OKYMEHTOB;
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- OpraHusanus TeKyLero XxpaHeHHs JOKYMEHTOB;.
B 3ak/r0ueHUM NPUBOAUTCS UTOT U3y4YEHHUs OpraHU3aLyu
JleJIOIPOU3BOACTBA U (OPMUPYIOTCS BBIBOJBI 10 MpPOJEeJaHHON

pab6orte.
B npusioxeHUsI K OTYETY AOJDKHBI 6bITh BK/IIOYEHB:

o cxeMa OpraHU3aLMOHHOM CTPYKTYpPbI OpraHU3aLUY;

o CIIUCOK HOPMAaTHUBHO-METOAUYECKUX JIOKYyMEHTOB
OopraHu3aLuy;

o 06pasipl OpraHH3aLHOHHO-PACIOPALUTENbHbIX
JIOKyMEeHTOB OpraHU3aLHY;

o yHUOULMPOBaHHbIE POPMBI JOKYMEHTOB;

o 6JIaHKH BCeX BHUJOB OPraHU3aLlMOHHO-PACHOPSAUTEIBHbIX
JIOKyMEHTOB.

Xapaktepuctuka ([IpunoxkeHue 4) cocTaB/iseTcs Ha
6/1aHKe, MOJIMCBIBAETC PYKOBOJAMWTEJNEeM NPAKTHUKH, 3aBepseTcs
neyaTblo U 00513aTeJIbHO CAAETCS BMECTe C OTYETOM.

B xapakTepucTHKe A0JKHBI ObITh U3J10KEHbI HAOII0AeHUS
pYKOBOAUTENA MPAKTUKU O paboTe CTyAeHTa OT OpraHMU3aluHy,
NposiBJIeHHble UM [leJIOBble KayeCTBa, €ro HaBbIKU U yMeHHH,
OTHOlIeHHe K paboTe. XapaKTepHUCTUKAa COLEPKUT OLIEHKY
NpaKTUKU IO YeTbIpexX-O0a/lbHON cHucTeMe (OTJIMYHO, XOpOIIO,
YZ0BJIETBOPUTEBLHO, HEY/I0BJIETBOPUTEJIBHO).

BMecTe ¢ 0T4eTOM M XapaKTEPUCTHUKOH, CTYAEHT [LOJKEH
npefocTaBUTh ['paduk npoxoxxaeHus npakTuki ([Ipunoxenue 2).

B rpaduke Becb IepuoJ; TNPaKTUKH NPOU3BOJBLHO
pa3buBaeTcs Ha 4-6 3TanoB. POpMyJIUPYIOTCA Ha3BaHUs 3TAlOB,
HalpuMep «HU3y4YeHHe MCTOPUM, OQYHKLUHUHA U  CTPYKTYphl
OpraHu3alUu», «M3y4eHHe JIOKaJIbHbIX HODMAaTUBHbBIX aKTOB».

HanpoTuB Kaxzoro 23Tanma IpOCTaBJsAe€TCA  CJOBO
«BBITIOJIHEHO» WIu OL|eHKa
«OTJIMYHO» /»XOPOIIO» /»Y]0BJIETBOPUTEJIBHOY.

B uHAMBUAYyasbHOM 3afiaHUU TNpocTaBiaseTca «H3yduThb
0COOEHHOCTU [JIOKYMEHTHPOBAaHHSA VIIpaBJeHUs WU OCHOBHOM
JleATeJbHOCTH OpraHusaunuu» (eclid HWHOe He oOIpejeslieHo
pykoBoauTesieM npakTuku oT PITY fo ee Havana).

'paduk nognyvceiBaeT pyKOBOAUTENb IPAaKTUKHU OT PI'YY u
PYKOBOAUTE/b IPAKTUKHA OT opraHusanui. [locTaBiseTcsa neyaTb
OopraHu3aluu (Ipy HAJIUYUHU).

[IpoMeXyTOYHBIM KOHTPOJIb | 3a4eT C OLeHKOH

3.0ueHKa pe3ynbTaToB NMPaKkTUKU

3.1. dopmbI omyémHocmu
@dopmamMu  OTYETHOCTH 1O TPAKTUKE SABISIOTCA: OTYET OOydaromerocs,

XapaKTEePUCTUKA C MECTA TPOXOKACHHSI MPAKTUKH, TPA(PHUK MPOXOKIACHUS MTPAKTHKH.

B mporiecce  mpoxokaeHHs TPAKTHK KaXABIH CTyAeHT odopmisieT rpaduk
MPAKTHKH, B KOTOPOM (PUKCHUPYIOTCS BCE BUABI PadOT, BHIOTHAEMBIX B PAMKaX Ka)KJOTO
pa3zena MmporpaMMbl MpPakTUKUA. ['padyk TpakTUKH 3amoJHSAETCS TOJ HAOII0JECHHEM
PYKOBOJUTENS CTPYKTYPHOTO ITOIPA3JIEIEHHS, B KOTOPOM padOTaeT CTYAEHT-IPAKTUKAHT,

nu K&)K,HBIfI oTaIll pa6OTLI CTyJACHTAa OLICHUBACTCA. Ha ocHoBanun TCKYIINX OLICHOK Tpyda
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CTYyACHTa-NPAaKTUKAHTA OPTaHU3AIHS BBIBOJAUT UTOTOBYIO OLIEHKY. ['paduk mpakTHKH (CM.
[Ipunoxenune 2). I'papuk 3aBepsieTcss MNOANUCHIO PYKOBOJUTENS IPAKTUKH OT
OpraHu3aluy U NeYaThio OpraHu3aluu (IIpU €€ HATUUHH).

OT4ueT Mo MpakTHUKE OTPaKAeT CHOCOOHOCTh CTYJEHTAa aHAJW3UPOBATH COCTaB U
0COOEHHOCTH MOATOTOBKU M O(QOPMIIEHHUSI JOKYMEHTOB OPraHU3aIllMi B COOTBETCTBHH C
3aKOHOJATENIbHBIMM,  HOPMATUBHO-IIPABOBBIMMU M HOPMAaTHUBHO-METOJNYECKUMHU
TpeboBanusaMu. CoaepkaHue U CTPYKTypa OTUYETa ONpeAesaeTcsl B IMMyHKTe 8 pa3aena 2
JAHHOM IIPOTPaMMBI.

OTtuer mOWKEH coaep aThb HH(POPMALKIO O MOJTHOTE BBIMOJHEHUS MPOTPaMMbI
MPAKTHKH, O0BSICHEHWE IPUYHUH OTKJIOHEHUS OT MIPOTPAMMBI, €CITM TAKOBBIE UMEIIN MECTO.
Opranuzanusi BOpaBe 1aTh CBOM 3aMEUaHUs U MOXKEIaHMs M0 COAEPKaHUI IPOrpaMMbl
MPAKTUKH.

B xapakTepucTuke Ha CTyJEeHTa yKa3blBaeTCs, Kakas MMEHHO pabora Obula UM
MPOBECHA, OMPENEIIETCS YPOBEHb €ro Mpo()ecCHOHAIbHON MOATOTOBKH, OLEHUBACTCS
OTHOILIEHHE CTYJEHTa K CBOUM OOS3aHHOCTSIM, MHIUBUIYaJbHblE NPO(eCCHOHAIbHbBIE
0COOEHHOCTH M KaueCTBa KaK CIIEIUAINCTA. XapaKTEePUCTHKY MOMHUCHIBAET PYKOBOIUTEIb
IIPaKTUKU OT OpraHu3aluy. Takke Ha HeW MpOoCTaBISIETCs NeYaTh OpraHu3anuu (npu

HaJINYUH ).

3.2. Kpumepuu ebicmaeJsieHUsi OUeHKU Mo ripaKkmuke

«3a4umeHo»

Banasi/ Ouenka no npakruke | Kpurepuu oneHkH pe3yibTaToOB NPAKTHKHA

IMIxana ECTS

100-83/ «OMAUUHOY/ BricraBnsiercss  oOydaromemycs, €ciii XapakTepHCTHKa C MecTa
AB «3aumeno (omauuHo)y/ | MPOXOXKICHUS NPAKTHKN COJEPIKUT BHICOKYIO ITOJIOKUTEIBHYIO OLICHKY,

OTUET BBINOJHEH B IIOJHOM COOTBETCTBHHM C MPEABSIBISIEMbIMU
TpeOOBaHMSAMH,  aHAJWTHYECKas  YacTh  OTYETa  OTJIMYACTCS
KOMIUIEKCHBIM TOAXOJOM, KpPEaTUBHOCTBIO U HECTaHIAPTHOCTBIO
MBIIIJICHUSI  CTYIEHTa, BBIBOJBI OOOCHOBAHBI M  ITOJKPEIUICHBI
3HAYUTEIbHBIM 00BEMOM (PAKTHUECKOTO MaTepHaa.

OOyuaromuiicss HMCYEPIBIBAIOIIE W JIOTHYECKH CTPOMHO H3jIaraer
y4eOHBIi MaTepual, yYMEeT YBS3bIBATH TEOPHIO C TIPAKTUKOH,
CHpaBIISIETCS C PeIeHUEM 3a/1a4 Ipo(ecCHOHAFHOIM HAaNpPaBIeHHOCTH
BBICOKOTO YPOBHS CJIO’KHOCTH, IPaBHJIBHO OOOCHOBBIBAET NPHHSATHIC
peleHwMs.

Komrerenimu, 3akpemiéHHble 3a NPAKTHKOW, CHOPMHUpPOBAaHBI Ha
YPOBHE — «BBICOKUI.
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Baaasl/
IIxaxa ECTS

Ouenka 1o npakTuke

Kpurepuu oneHkH pe3yJbTaTOB NPAKTHKH

82-68/
C

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

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

OO0yuaromuiicst MpaBUIILHO IPUMEHSET TEOPETUUECKHE ITOJIOKECHUS TIPH
pELICHNH MPAKTUYECKUX 3a/1ad NMpodeccCHOHANbHON HalpaBIEHHOCTH
pPasHOTO YpPOBHS CJOXXHOCTH, BJaJeeT HEOOXOAWMBIMH JUIS 3TOTO
HaBBIKAMH ¥ IPUEMaMH.

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

67-50/
D.E

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

BricraBnsiercss  oOydaromemycs, €ciii XapakTepHCTHKa C MecTa
IIPOXOKIACHUS IIPAKTUKU COACPIKUT IIOJIOKUTEIBHYIO OLEHKY, OTYET I10
o opMIIEHHIO u COJIEPIKAHUIO YaCTUYHO COOTBETCTBYET
CYHIECTBYIOIIMM TPEOOBAaHMSAMH, HO COJCPXKHUT HETOYHOCTH |
OTJCTbHBIE (PAKTUYECKHE OMIMOKH, OTCYTCTBYET MJUIIOCTPATHBHBIH
Marepuall.

OOyuaromuiicss  MCIBITHIBACT ~ ONpEACIEHHBIE  3aTpyJHEHUS B
MIPUMEHEHUH TEOPETUUECKUX MOJIOKEHUN IPU PELICHUU PAKTHUECKUX
3a71a4 NpoQecCHOHANBEHON HANpaBJIeHHOCTH CTaHIAPTHOTO YPOBHS
CJIO’KHOCTH, BJaJieeT HEOOXOAUMBIMH JJIsl 3TOT0 0230BHIMH HABBIKAMHU
U IpUEMAMH.

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

49-0/
F,FX

«HEYO08IeMEOPUMENbH
o/
He 3aumeno

BeicTaBisercss  oOydaromieMmycs, €ciad XapaKTepUCTHKa C MecTa
MIPOXOKICHNS MPAKTHUKH HE COAEPIKUT IOJIOKHUTENBHON ONEHKH. OTYeT
NPEACTABICH HE BOBPEMS M HE COOTBETCTBYET CYIIECCTBYIOIIUM
TpeOOBAHUSAM.

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

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

3.3. OueHoYHbIe cpedcmea (Mamepuasibl) Osis1 MPOMEXYMOYHOU
ammecmauuu oby4yaroujuxcsi no npakmuke

IlepeueHb KOHTPOJIBHBIX BOIIPOCOB:

1. HazsoBure

HOVY?

P w

HOPMaTHBHO-METOJMYECKUE JOKYMEHTBI, periIaMeHTHpYIoIue paboTy
noapasnenenuii no JIOY u coTpyaHUKOB, BRIIONHAIOMUX padoty mo J10Y.
2. Kakumu IOKaJbHBIMH HOPMATHBHBIMHM aKTaMU PETYIUPYETCs NESATEIbHOCTh CITY>KOBI

Kakas cTpykTypa TEeKCTa U Cofiep>KaHue MHCTPYKIIUH 10 JeJIONPOU3BOICTBRY?
Kak odopmiisieTcst HHCTPYKIHS MO JeIONPOU3BOACTBRY ?

5. Kakas umnopmanus Britoyaercs B mojoxeHue o ciayx6e JAOY u H0IKHOCTHBIE
MHCTPYKIIUU COTPYAHUKOB cy)0b1 JIOY?

~ o

Kakue cucrembl JOKyMeHTaIMu 00pa3yloTcsi B 1€ATEIbHOCTH OpraHu3aun?
HasoBute Bubl U pa3HOBUIHOCTH JOKYMEHTOB JUIS KaXKJOW CUCTEMBI.

8. Kak cocraBnsiercst 1 opopmisieTcs: ynpaBieHYecKast JOKyMEHTAIlMU U TOKYMEHTAIUH T10
OCHOBHOM JIeITENFHOCTH B OpraHU3aLUuuU?
9. Kakwue ecTb 0COOEHHOCTH COCTABICHHS OTJCIBHBIX BHJIOB TOKYMEHTOB?
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10. Kakue BUIbI OJIAHKOB UCIIONB3YIOTCS B OpPTaHU3aIIH?

11. Kak opopmistorcs: 61aHKH TOKYMEHTOB?

12. Kakue yaudunupoBaHabie (pOpMbI HCIIOTIB3YIOTCS IPU TOATOTOBKE JOKYMEHTOB?

13. Kakue MeToauku nojacyera oobeMa J0KyMEHTO000pOTa MPUMEHSIOTCS B OpraHu3aluu?

14. Kakue Buabl pabOT OCYIIECTBISIOTCS B OPTaHU3AIMH C BXOMSIIUMH, MCXOISAIIUMH U
BHYTPEHHUMU JTOKYMEHTaMU?

15. Kakum 06pa3oM ornpenenstoTcss MapipyThl JBHKEHUS TOKYMEHTOB?

16.KTo m kakuM 00pa3oM OCYLIECTBISCT KOHTPOJb MCIIOJHEHHUS JOKYMEHTOB B
OpraHusaiuu?

17. Benercs 1u  uH(pOpMAIMOHHO-CIIpaBOYHas pabota B opranm3auumu? Kak oHa
opraHu3oBaHa?

18. HazoBuTE OCOOEHHOCTH PETUCTPALIUN JOKYMEHTOB B OpraHU3auu?

19. Ha ocHOBaHMM 4Yero CcOCTaBJIETCS HOMEHKJIaTypa Jnaen B opraHusauuun? Kak
OCYIIECTBIISIETCA €€ COCTaBjIeHue?

20. Kak opraHn3oBaHO XpaHEHHUE JOKYMEHTOB B OpraHu3aluu’?

21. Onumure NOpsAaOK MPOBEAEHUS IKCIEPTU3BI LIEHHOCTH TOKYMEHTOB U ME€pEeAauu el B
apXuB.

4. YyeOHO-MmeTOaANYECKOE N MH(hopMaLMOHHOe obecnevyeHue
NPaKTUKN

4.1. CnucokKk ucmo4HUKO8 u Jiumepamypbi

Nctounuku (OCHOBHBIE)

denepanbHblii KOHCTUTYLHMOHHBIM 3akoH oT 25 nekabps 2000 r. Ne 2-©K3 «O
l'ocynapctBennoMm repbe Poccuiickoit @enepanum» // [daexrponnsiii pecype]. — M., 2022. — Pexum
poctyna: http://www.consultant.ru/document/cons_doc LAW_29674/.

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

WH(OPMALIMOHHBIX TEXHOJIOTUAX U O 3amuTe nHpopMarum» // [Inekrpounsiii pecype]. — M., 2022. —

Pexum nocryna: http:// www.consultant.ru/document/cons_doc LAW_61798/.

@enepanbubiii 3akoH oT 06.04.2011 Ne 63-®3 “O6 osnexkrponHoi mnognucu” //
[DnekTpoHHbIH pecypc]. — M., 2022. — Pexum AocTymna:

http://www.consultant.ru/document/cons_doc LAW_112701/.

®enepanbublil 3akoH 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
Oeneparuny  // [PaexTponnblii  pecype]. - M.,  2022. -  Pexmm  jgocryma:

http://www.consultant.ru/document/cons_doc LAW_53749/.

ITpuxa3 Pocapxusa ot 22.05.2019 Ne 71 «OG0 ytBepxknenuu IIpaBuin nenonpons3BoacTsa B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTIpaBJIeHUs» [ DIEKTPOHHBIH pecypc] //— M.,
2022. — Pexxum poctyma: http://www.consultant.ru/document/cons_doc LAW 342093/

[TpumepHast UHCTPYKIHMSA IO JIETONPOU3BOJCTBY B FOCYIapPCTBEHHBIX OPraHU3aLUAX, YTB.

[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnexkTpoHHBIH pecypc]. — M., 2022. Pexxum noctyma:
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http://www.consultant.ru/document/cons_doc LAW_305137/.

I'OCT P 7.0.97-2016. Hauuonansusiii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(pOpMaIMH, OHOIMOTEYHOMY M H3JAATEIbCKOMY neiny. OpraHu3anoHHO-
pacniopsiiuTenbHas JoKyMeHTaus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOB // [ DIeKTpOHHBIH
pecypcl]. - M., 2022. Pexum JOCTYyTIa:
http://www.consultant.ru/document/cons_doc LAW_ 216461/

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXUBHOE J1€J0. TepMHUHBI U ONpPENETICHUs.-
[DneKTpOHHBII pecypc]. - M., 2022. Pexxum JOCTyIIa:

http://www.consultant.ru/document/cons_doc LAW_163800/.

Nctounuku (10MOTHUTEIBHEIE)

@denepanbHblii 3ak0H OT 26.12.1995. Ne 208-®3 «OO6 akiuoHEpHBIX 00IIecTBax» //
[DnekTpoHHbIH pecypc]. — M., 2022. — Pexum AocTymna:

https://www.consultant.ru/document/cons_doc_ LAW_8743/

YuaudunupoBanueie GOpMBI IEPBUYHON YYETHOW JOKYMEHTAIMH TI0 YYETy TpyJa U €ro
orartel, ytBepkaeHHble [locranoBnenuem I'ockomcrata P® ot 05.01.2004 Ne 1 //
[DnekTpoHHbIH pecypc]. — M., 2022. — Pexum AocTymna:

https://www.consultant.ru/document/cons_doc_ LAW_47274/

KBanudukanroHHbIH ClIpaBOYHUK JODKHOCTEH PYKOBOIUTENEH, CIEIIMAINCTOB U APYTHX
cinyxkamux // [JaexkTtponHblii pecype]. — M., 2022. — Pe:xxum noctyna: [J1eKTPOHHBII

pecypc]: https://www.consultant.ru/document/cons_doc LAW_58804/

[lepeyeHb THUNOBBIX YHPABICHYECKHX aPXUBHBIX JIOKYMEHTOB, OOpa3yloLIUXcs B
IIPOLIECCE AEATEIBbHOCTU T'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABIICHUS U
OpraHu3alMii, C YKa3aHUEM CPOKOB XpaHEeHHs // [DJIeKTpoHHBII pecypce]. — M., 2022. — Peskum

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

IIpaBuia opraHu3anuu XpaHEHMs, KOMIUICKTOBAaHHs, Yy4€Ta M HUCIOJIb30BaHUsA
IOKyMeHTOB ApxuBHoro ¢onga Poccuiickoii @enepanuu u APYyrux apXvBHBIX JOKYMEHTOB B
opraHax TIOCYJapCTBEHHOM BIIACTH, OPraHax MECTHOIO CaMOYIPABJICHWS U OpraHU3aLMsX,

YTBEpPKIEHHBIX NMpHKazoM MuHKynbTypsl PO ot 31.03.2015 Ne 526 // [dnekTpoHHbIi pecypc].

— M., 2022. — Pe:kum gocrtyna: https:// www.consultant.ru/document/cons_doc LAW_185738

Jumepamypa

OcHoBHas 1uTeEpaTypa
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brikoBa T.A. JlokyMeHTalMOHHOE OOeCTeYeHNEe YIPaBICHUs (nenonpon3soactso) [DICKTPOHHBIN
pecypc] : yuebHoe mocobue / T. A. beikoa, T. B. Ky3nenosa. - 2-e uz ., nepepad. u nom. - Mocksa

Wndpa-M, 2018. - 304 ¢ - ISBN  978-5-16-004805-5. — URL
http://znanium.com/go.php?id=942800.

I'moroBa C.A. BoO3HUKHOBEHNE U TEHIECHIIMN PA3BUTHS DACHOPIANTEILHON TOKYMEHTALINN

B Poccuu B IOPEBOJIIOIIMOHHBIN TEpUO // Becrauk PITY. 2014. Ne2. [DneKkTponnblii pecypce]. — M., 2019.

— Pexxum nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=70.

Kykapuna HO.M. Cospemennbie oprann3auuonHbie H perjaMeHTHbIE TOKYMEHTHI: (GyHKunu u
pasHoBuaHocTH // BectHuk PITY. 2016. Ne2. [DaexkrpoHHbIii pecypce]. — M., 2022. — Pe:xxum xoctyma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik daizi%202(4)-16.pdf.

Kykapuna FO.M. CocTaB yJ10ocTOBEpeHMsI AOKYMEHTA: OT MPOULIOr0 K HACTOAUIEMY U

Oynyiiemy// Beernuk PITY. 2014. Ne2. [Daexrtponmsiii pecype]. — M., 2022. — Pexum pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2 14.pdf#page=128.

JlononHuTenbHasa IuTepaTypa

Jleoenocosa I A. CeleKTHBHBIN OTOOD IOHATHS <«JIOKYMEHT» // Becruuk PITY. 2016. Ne2.
[3s1exTpoHHBIIT pecypc]. - M., 2022. - Pexum JA0CTYyIA:
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. [lepeyeHb pecypcoe UHhopMayUuOHHO-MesTeKOMMYHUKayUOHHOU
cemu «MHMepHem»

1. [IpaBoBBIE 0a3bl JaHHBIX: www.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru

2. Nudopmairimonneie pecypcbl Mo Jaenonpou3BoactBy: www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Caitit «Zakonbase»: 3akoHomarenpHas 0a3a Poccuiickoit denepannum //
http://zakonbase.ru

4. ['mnbnus Yopasnsromux JJokymenranuen: www.GDM.ru

5. Kouncantunrosas rpynmna «Tepmuka»: www.termika.ru

6. Pocculickas razera: www.rg.ru
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5. MaTepuanbHo-TexHM4YecKasa 6a3a, Heobxoaumas Ans npoBeaAeHUs
NPaKTUKK

JUist  mpoBeAeHUST TPAKTUKH HEOOXOAUMO  CIEAYIOIee MaTepuaibHO-
TEXHUYECKOE 00ecIeueHne: CTyCHTY JTOJDKHO OBITh TPEIOCTaBIECHO pabodee MECTO
C BO3MOXHOCTBIO BBIXOAa B UMHTepHET mis paboThl ¢ PEKOMEHIYEMBIMHU
HMCTOYHUKAMU U MaTepHalaMd, HEOOXOIMMBIMH HAITMUCAHUS OTYETA IO TTPAKTHKE.

Jl1s1 o6ecnieueHrs BO3MOKHOCTU O3HAKoMIIeHUs ¢ paboToit COJI (mpu Hanmuyuu
B OpraHu3aliuu), HEO0OXOJUMO OCHallleHHe paboyero MecTa MepCOHATbLHBIM
KOMITBIOTEPOM C COOTBETCTBYIOIIMM IMPOTPAMMHBIM 00€CTICUCHUEM.

CocTaB mporpaMMHOI0 00€CTICYEHHUS:

1. Windows

2. Microsoft Office

3. ABBYY FineReader

4. OpenOffice.org

5. Kaspersky Endpoint Security

6. OpraHusauusi NPakTUKU ANS N1y ¢ OrpaHUYeHHbIMU BO3MOXHOCTAMM
300pOBbLS

[Ipu HEeoOXO0AMMOCTH IpOrpaMMa MPAKTUKU MOXKET OBITh aJanTUpPOBaHA IS
obecrieueHuss  00pa3oBaTeNbHOTO  Ipollecca JHMIAM C  OTPaHHUYEHHBIMH
BO3MOXXHOCTSIMU 3JIOPOBBSI, B TOM YHUCIE JJISI JUCTAHIIMOHHOTO OoOydeHus. s
ATOTO OT CTYJIeHTa TpeOyeTcsl MPEeACTaBUTh 3aKIIOUYEHUE TCUXO0JI0T0-MEIUKO-
nenarornueckoit komuccuu (IIMIIK) u nuunoe 3asBieHue (3asiBjIeHUE 3aKOHHOTO
MPEJCTABUTEIS).

B 3akmouenuu [IMIIK nomxHO OBITH yKa3aHO:

— pexoMeHyeMas yueOHasi Harpy3Ka Ha oOyyaroiierocs (KoJIM4ecTBO JTHEH B

HEJIEI0, YACOB B JICHD);

— 000py/lI0BaHUE TEXHUYECKUX YCIOBUHM (ITPU HEOOXOIUMOCTH);

— COMNpOBOXJeHHE ¢  (WJIKM) TPUCYTCTBHE  poauTered  (3aKOHHBIX

MpeJICTaBUTEIIEH ) BO BpeMsl yueOHOro mpoliecca (Mpu HEOOXOIUMOCTH);

— opraHuzanus MICHUXO0JIOTO-TIEAarOTUYECKOTO COMPOBOXKJICHHE

oOyyarolierocss ¢ YKa3aHHEM CIHEUUATMCTOB U JOMYCTUMOW Harpy3ku

(Konm4ecTBa 4acoB B HEJIEIIO).

JInst  oCymHIeCTBIGHUSI MPOUEAYpP TEKYIIEro KOHTPOJS YCIEBAeMOCTH U
MPOMEKYTOUHON aTTeCTalu, OOyYarolUXCd MPU HEOOXOJIUMOCTH, MOTYT OBITh
co3/1aHbl (DOH]IBI OLIEHOYHBIX CPEJICTB, aJalITUPOBAHHBIE JJISI JIUI] C OTPAHUYEHHBIMU
BO3MOXXHOCTSIMA  37I0POBbSI U TO3BOJISIIONIME OLEHUTHh JOCTHXKEHUE HUMHU
3alUIAHUPOBAHHBIX B OCHOBHOM 00pa30oBaTelbHOM MporpaMMe pe3yJbTaToB
o0Oy4yeHUsT U YpPOBEHb C(POPMHUPOBAHHOCTH BCEX KOMIETEHIIUM, 3asBICHHBIX B
o0pa3zoBaTeIbLHON TpOrpaMMme.

dopma TMpOBENECHHUS TEKylled UM UTOrOBOM aTTecTallu JUIsl JIMI C
OTPAHUYECHHBIMH BO3MOXKHOCTSMHM  3/IOPOBbSI  YCTAHABJIMBAETCS C Y4YE€TOM
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WHJIMBUAYAJIBbHBIX TCUXO(PU3UYECKUX O0COOeHHOCTEN (YCTHO, MHCHBMEHHO (Ha
Oymare, Ha KoMIbloTepe), B ¢dopMme TecTupoBaHus U T.1.). [Ipu HEoOXomumMocTu
CTYJCHTY MNPENOCTaBIISIETCS TOMOJHUTEIBLHOE BpeMsl JJisi MOATOTOBKH OTBETa Ha
3a4eTe WM dK3aMeHe.

dopma mnOpoBeACHUS TMPAKTUKU [Js OOydYaloIIUXCs U3 4Yucia JUIl C
OTPaHUYECHHBIMH BO3MOKHOCTSIMU 3/I0POBbSI (MHBAJIMIHOCTHIO) YCTAaHABIMBAETCS C
Y4ETOM HHIMBUAYAIbHBIX TICUXO(PU3UYECKUX OCOOeHHOCcTe B  dopmax,
aJanTUPOBAHHBIX K OrPAHUYEHUSM WX 3J0POBbS M BOCHPUATUS HH(POpMAIUU
(YCTHO, MUCHbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIBIOTEPE U T.I1.).

Bri0op MecT mpoxokaeHus MPaKTHUK sl HHBAJIMIOB U JIUI] C OTPAaHUYEHHBIMU
BO3MOXXHOCTSIMU 3710poBbsi  (OB3) mnpousBoauTCcS € ydeToM TpeOOBaHUN UX
JOCTYITHOCTH I JAHHBIX OOYYarOIIMXCS M PEKOMEHIAIMU MEIUKO-COLUAIbHOM
AKCHEPTU3bI, a TaKXKEe HHAUBUIYATIBLHON MporpaMMe peaduiIuTallid WHBAIUAA,
OTHOCHUTEJIbHO PEKOMEHJOBAHHBIX YCIOBUM U BUIOB TPY/Ia.

[Ipu nanpaBneHun mHBaMAa U oOydaromierocs ¢ OB3 B opranuzanuio uinu
OpEANpUsATAE JJIsl MPOXOXKICHUS MPETyCMOTPEHHON YYEOHBIM IIAHOM MPAKTUKU
PITY cornacoBbiBaeT ¢ opranuzanuen (mpeAnpusiTueM) yCJIOBHUSL U BUIbI TPyAa C
YYETOM PEKOMEHJAIMKA MEIUKO-COLMAIbHON SKCIEPTU3bl U HHAWBUAYAIBHOU
nporpaMmbl peadmnuTanuu uHBaKUAA. [Ipu HEOOXOAMMOCTH MJIS MPOXOKICHUS
MPaKTUK MOTYT CO3/]aBaThCsl CHElUalIbHble pabounMe MecTa B COOTBETCTBHH C
XapakTepoM HapylIeHuM, a Takke C YydyeToM MpodecCUOHAIBHOTO BHJIA
NEATeNIbHOCTU U XapakTepa TPY/Ja, BBINOJHAEMBIX OOYyYarOINMCS-UHBAIHIOM
TPYJOBBIX (DYHKITUI.

3ammTa OTYeTa MO TMPAKTUKE IS OOydYalolluxXcsd W3 4Yucia JHUI C
OTPAaHUYECHHBIMH BO3MOKHOCTSIMU 3JI0POBbS OCYIIECTBISIETCS C MCIOJIb30BAHUEM
CpPeACTB OOIIEro W CHeNHAIbHOTO Ha3HadueHusa. [lepedeHb HCHOIB3YEMOTO
MaTepUaIbHO-TEXHUYECKOTO 00EeCTICUEHUS:

e y4yeOHBIE ayAUTOpUM, OOOPYIOBAHHBIE KOMIBIOTEPAMH C BBIXOJOM B
MHTEPHET, BUJCOMPOCKIIMOHHBIM 000PYAOBaHUEM ISl TIPE3EHTAIlUM, CPeACTBAMHU
3BYKOBOCIIPOU3BEICHUSI, SKPAHOM;

e OubOnuorexka, wuMmeromas  paboune  Mecta  AIA  O0ydaroIIMXcs,
000pyIOBaHHBIE TOCTYIIOM K 0a3aM JaHHBIX U HHTEPHETOM;

® KOMIIBIOTEPHBIE KIIACCHI;

e aynuropus LleHTpa conmpoBOXAEHUS OOYHAIOUIUXCSA C WHBAIUIAHOCTBIO C
KOMIIBIOTEPOM, OCHAIIIEHHAS CIIEMAIM3UPOBAHHBIM MPOrPAMMHBIM 00€CIIeYeHUEM
JUIs CTYACHTOB C HapyIICHUSIMU 3pPEHUs, YCTPONCTBAMHU JIsi BBOJA U BBIBOJIA
T0JIOCOBOM MH(OPMAIIHH.

JIns nui ¢ HapyLIGHUSIMU 3pEHHUs] MaTepualibl MPEIOoCTaBISIIOTCS B (opMme
AIEKTPOHHOTO JOKYMEHTA W/UIH B Ie4aTHON (hopMe yBETUUYEHHBIM HIPUDTOM.

JIns oy ¢ HapyLIEHUsIMU cllyXa MaTepualibl MPEefoCTaBIsIOTCS B (opMme
AIEKTPOHHOTO JOKYMEHTA W/UIH B Tle4yaTHOU hopme.

JIns nui ¢ HApyUIEHUSMHU OIMOPHO-JIBUTATENILHOTO anmapara MaTepuaibl
MPEOCTABISAIOTCS B (POpME SIEKTPOHHOTO IOKYMEHTA U/WUJU B IeYaTHOU opMme.



22

3amuTa OTYeTa MO MPAKTUKE JIJIS JIUI] C HAPYIICHUSIMU 3PEHUS TPOBOJAUTCS B
ycTHOM Qopme 0e3 mpenocTaBieHusi oOydaromuxcs npe3eHtanuu. Ha Bpems
3alUTBl B ayJUTOpUM  JOJDKHA ObITh  oOecriedyeHa TMOJHAs  THUIIHHA,
MPOJOIKUTEILHOCTh 3alIUTHl yBeIU4YUBaeTcss A0 1 yaca (pu HEOOXOAUMOCTH).
[apanTupyercst A0MycK B ayAUTOPHUIO, TJI€ MPOXOJIUT 3alllUTa OTYeTa, COOAKU-
MPOBOJAHUKA TPU HAIWYUU JOKYMEHTA, MOJTBEPKIAIOIIETO €€ CHElUaTbHOE
oOyuyeHue, BBIAAHHOTO N0 (opMe U B TMOPSAIKE, YTBEPKIACHHBIX MPUKA30M
Muntpyna Poccnn ot 22.06.2015 Ne 386H.

Jlns nuI ¢ HapYLIICHUSIMU CcllyXa 3allliTa MPOBOAUTCA O€3 MpeaoCTaBICHUs
YCTHOTO JoKjana. Bompochl KOMHCCHMM M OTBEThl HAa HUX MPEJCTaBISIIOTCS B
nucbMeHHOM  (Qopme. B ciayuae HeoOxommmoctu, PITY obecneunBaer
MPE0CTaBICHUE YCIYT CYPAONEPEBOIUUKA.

J71s1 00yUarommxcs ¢ HapyUIeHUsIMU OMTOPHO-JIBUTATEIILHOTO alllapara 3aiura
UTOTOB MPAKTUKU MPOBOAUTCS B ayJUTOPHUH, OOOPYJOBAHHOW B COOTBETCTBUU C
TpeOOBaHUSIMU NNOCTYNMHOCTU. llomeneHus, rie MOTYT HaxOJWThCS JIIOAU Ha
Kpecliax-KoJsiCKaX, JOJDKHBI pa3MellaThCs Ha YpPOBHE JIOCTYIMHOIO BXOJa WIIH
npeaycMaTpuBaTh  MAHAYChl, MOAbEMHbIE IUIATHOPMBI IS JIIOAEH ¢
OTPAaHUYECHHBIMH BO3MOXKHOCTAMH WM JUPTHL. B ayautopuu n0MIKHO OBITH
MPEAYCMOTPEHO MECTO JIJIsl pa3MelIeHUs1 00yUYaroIIerocs Ha KOJISICKE.

JlomonHuTeNnbHBIE  TpeOOBaHUS K  MaTepHalbHO-TEXHUYECKoW  0ase,
HEOOXOIMMOM JJIsl IPEJCTABIICHHS OTYETA MO MPAKTUKE JIMIIOM C OTPaHUYEHHBIMU
BO3MOXKHOCTSIMU 3/I0POBbSI, 00yUYaroNIuics JOJKEH MPeIoCTaBUTh Ha Kadeapy He
MO3/IHEE, YeM 3a JBa Mecsilia A0 MPOBEICHUS POLIEAYPhI 3alIUTHI.
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MpunoxeHune 1

AHHOTauus
[IpoexkTHass mpakTUKa peanusyeTcs Kapeapol  JOKYMEHTOBEACHUS,

ay/IMOBU3YaJIbHBIX U HAYYHO-TEXHUUECKUX apXUBOB (paKyIbTeTa apXUBOBEACHUS U
JIOKyMeHTOBeeHus1 IcTOpUKO-apXMBHOTO HHCTUTYTA.

lenp mnpakTUKKU: HM3y4YEHUE HAMpPaABICHUM [EATEIIBHOCTH OpraHU3alluy,
M3yYE€HHE BHJOBOTO COCTaBa  CIYKEOHBIX JIOKYMEHTOB, HCHOJb3yEMbIX B
NEATeNIbHOCTU KOHKPETHOW OpraHu3aluu, TMOopsgKa ¢ OCOOEHHOCTEeW HX
opopmiieHUS, M3y4YEHHUE JTOKYMEHTOOOOpOTa U OpraHu3anuu padoThl C
JOKYMEHTAMU: TIOPsSIAKA PErucTpaluu, KOHTPOJSI MCIOJHEHUS JOKYMEHTOB,
OpraHU3alliy TEKYIIEeTro XpaHeHUsl JOKYMEHTOB, MOPsIKa Mepelaud UX B apXuB U
BBISIBJICHHE HaIpaBJiIeHUN coBepiieHcTBOBaHuA JJOVY.

3agauu MPaKTUKU:

- WU3Y4YUTh U MPOAHAIU3UPOBATH HOPMATHUBHO-IIPABOBBIE U HOPMATHUBHO-
METOJUYECKHE JTOKYMEHTHI, ONPECSIONINEe OPraHU3alui0 U TEXHOJOTHIO
JeJI0MPOU3BOCTBA (IOKYMEHTAIIMOHHOTO oOecrieuenus ynpasieHusa (JOY)
B OpraHu3aiyu’ (yCTaBbl, HON0KEHUS, IPABUIIA, HHCTPYKLIUM, PETTIAMEHTHI 1
T.IL.);

- COCTaBUTb NPEACTABIECHUE O CUCTEME JIETONPOU3BOJICTBA TOM OpraHU3aIliy, B
KOTOPOM OH MPOXOJUT IIPAKTHUKY;

- O3HAaKOMHTBCS C COJICPKAHUEM KOHKPETHBIX JIE€JIOMPOU3BOJICTBEHHBIX Pa0OT
HETOCPEACTBEHHO HAa paboveM MecCTe;

- TMOJYYUTh HABBIKA pabOTHI C TOKYMEHTAMU Ha BCEX CTAJUAX UX JBUKEHUS
(mnepBuyHas 00padOTKa TOKYMEHTOB B dKCIIEIUIINU, padoTa ¢ TOKYMEHTaMU B
KAHIEISPUU, PETUCTpalMsi, KOHTPOJb, HWCIOJHEHHE JIOKYMEHTOB B
CTPYKTYPHBIX MOJpa3/JCIICHUS X, UX OTIpPaBKa, OpraHu3alus XpaHEHUs,

IMOATOTOBKA JOKYMCHTOB K C/1a4€ B ApXUB U T.I[.);

!B nporpamme TepmuH "opranusanus” HCMIONB3YETCS Kak 06000, MPAaKTHKA MOMKET MPOXOJIUTE B
YUpEXICHNH, IPEANPUSITHH, PUpMeE, KOMIaHUH U JIp.
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- MPensioXuTh BapuaHThl coBeplieHcTBoBaHus JJOY B opranuzanuu;
- 3aduKcHUpOBaTh B OTYETE W rpaduke MOJTyUYCHHbIC CBEJACHUS U PE3YJIbTaThI
BBITIOJTHEHHOM pabOTHI;
- TOATOTOBUTH OTYET, OOOOIIAIONIMWN MOJYyYEHHbIE 3HAHUS U MPAKTUYECKUE
HaBBIKHU.
[IpakTuka HanpasieHa Ha GOpMUPOBaAHUE TPOPECCUOHATIBHBIX KOMITETCHITUH:

[IK-1. BiageeT HaBbIKamMy pa3pab0OTKKU ¥ BHEAPEHUS JJIOKAJIIbHBIX HOPMATUBHBIX AaKTOB
N0 IOKYMEHTALMOHHOMY OO€CIIEUYEHUIO YIPABJICHNS B OPraHA3aMsIX Pa3IMYHbIX
OpPraHU3alMOHHO-NIPABOBBIX (POPM 1 (POPM COOCTBEHHOCTH, FOCYAAPCTBEHHBIX OpraHax
Y OpraHax MECTHOT'O CaMOYIPaBJICHUS

[TIK-2. Cnoco6eH opraHn30oBaTh U OCYILECTBIISATD IOKYMEHTALMOHHOE 00ECTIeYeHN e
yIPABJIEHUS] B OPraHU3aALUIX PA3JIMYHbIX OPraHU3alUOHHO-IPABOBLIX (hopM U hopm
COOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOTO CaMOYIIPABJICHUS

[T1K-3. Cnoco6eH OCyLIECTBIATh TIOKYMEHTALMOHHOE 00€CTIeYEHUE JIEATETLHOCTH
OopraHu3aluil pa3auvHbIiX (POpM COOCTBEHHOCTH, TOCY/IJAPCTBEHHBIX OPIaHOB U OPraHOB
MECTHOT'O CaMOYTpaBJICHUSI

[1K-4. BnageeT 3HaHUSIMU COBPEMEHHBIX MH(POPMALMOHHBIX CUCTEM U HaBbIKaMU
NPOEKTUPOBAHUS M BHEPEHUS CUCTEM ANEKTPOHHOTO JOKYMEHTOO00OPOTA B
OpraHu3ayuuu

[TK-6. Cnioco6eH ocylIecTBASATL OpraHU3aMOHHOE, IOKYMEHTAMOHHOE U
nH(pOpMaLIMOHHOE 0OecTieueHUe JIEITETbHOCTU PYKOBOAUTESI OpraHu3alun

[T1K-9. Cnoco6eH oCyLIeCTBIIATh PErIAMEHTALIAIO TPOLIECCOB MOAPA3/ICTICHNN
opraHu3aluu U pa3padaTbIBaTh aIMUHUCTPATUBHbIE PETJIAMEHTbI B TOCY/IAPCTBEHHbIX U
MYHULIMNATBHBIX OpraHax

[To mpakTuke mpeaycMOTpEeHa MPOMEKYTOUHAas arTecTanus B opme 3auera
C OLICHKOM.
OO6miast TPyAOEMKOCTh MPAKTUKU COCTaBIISIET 3 3aueTHBIX eauHullbl, 108

4JaCoB.
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MpunoxeHune 2

Npachmk npoxoxaeHUA NPaKTUKK

YTBEPXJAIO

3as.xadenpoii
« » 20 1

Jara (matbi)

Pa3zjnen npaktuku OTtMeTKa 0
BBINOJTHEHHH

HNuauBuayanbHoe 3a1aHNe HA IPAKTHKY
(cocraBisieTcst pyKOBOJMTENIEM MPAKTHKH OT Kadeapsl)

PyKOBOHI/ITeHL MMPAKTUKHU

oT Kadeapsl

(moxmnuce) (®.1.0.)

PyKOBOHI/ITeHL MMPAKTUKHU

OT OpraHusanuu

/

(moamnuce) (©.1.0.)
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lpunoxeHue 3

Pdopma TUTYNBHOrO NIMCTa OTYETA

OO,
N %

e
,
ey g

3 Y
D

%, P

% S
3 n
g S

MHWHOBPHAYKHU POCCHU
denepansHOE rOCYIaAPCTBCHHOE OI0PKETHOE 00Pa30BaTEBHOE YIPEKACHUE
BBICIIIETO 00pa30BaHuUs

«Poccuiickuii rocy1apCTBEHHBIM I'YMaHUTAPHBIM YHUBEPCUTET»
(PITY)

Hcemopurxo-apxuenviii uncmumym
Dakynvmem apxugosedeHUs: U OOKYMEeHMOBEOeHUs.
OTuéT 0 MPOXOKICHUH MPAKTUKH

IIpoussoocmeennas npakmuxa.
IIpoexmnas npaxmuxa.

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

®dopma o0ydeHHS (OuHas, 3a04HAS)

Crynenrta/ku __ Kypca
..... (hopMBI OOyUCHUS
(®HO)
PykoBoauTeIh MPAKTUKU
(®HO0)

Mocksa 2022 r.
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NMpunoxeHue 4

OGpa3sey ohopMneHna xapakTepucTUKN ¢ mecta
NPOXOXAEHUA NPAKTUKN

Xapakrepucruka’
Ha CTY/IEHTa/TKy __ Kypca
(axysbTETa ADXUBOBEIEHHS U JIOKYMEHTOBEIEHHS
PoccuicKOro rocy1apCTBEHHOTO TYMaHHTAPHOTO YHUBEPCHUTETA
(BHO)

(@HO) npoxoaui/a IPOU3BOJCTBEHHYIO MPAKTHKY (IIPOEKTHYIO MPAKTHKY) B
Ha JOJDKHOCTH .

3a BpeMs IPOXOXKJICHUS MPaKTUKN 00ydaromuiics/odydaronascs

03HAaKOMMUJICS/ach C: ,

BBIMIOJIHSII/a s

y4acTBOBaJ/a B

3a BpeMs INPOXOXKAECHUA MPAKTHKU (D®HO) 3apexoMmeHnoBan/a cebs

OHCHKa 34 I[MPOXOKACHHNC Hpeﬂ,HHHHOMHOfI MPAKTUKU — « » .

PykoBoauTens npakTUKH
OT OpraHU3alUH (@HO0)

(0ama)
(noonucwv)

3 OhopmnsieTcss Ha GrnaHke opraHusaumu, 3aBepsieTcs nevaTbio ( NPU HaNMuun).

KaxK



