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PabGouas mporpamma NpPOM3BOJCTBEHHON MPAKTUKU (MPEIAUILIIOMHAs)
pa3paboTaHa B COOTBETCTBUU C TpeOOBaHUSAMHU (peliepanibHOr0 ToCyAapCTBEHHOTO
o0pa30BaTeIbHOTO  CTAaHJAapTa BBICHIET0 O0pa3oBaHUS 1O  HAMPaBICHUIO
noarotoBku 46.03.02 JIokyMEHTOBEJEHUE W apXUBOBEJICHHUE, YTBEPKICHHOIO
npukazoM MunoOpHayku Poccum oT «29» okta6ps 2023 r. Nel343 «O6
yTBEpXKJIeHUU (eAepaTbHOTO TOCYJaPCTBEHHOTO O0pa30BaTEIBHOTO CTaHAapTa
BBICIIETO OOpa3oBaHus - OakalaBpuar IO HampaBieHHIO MmoAroToBku 46.03.02
JIOKyMEHTOBEICHHE U apXHUBOBEICHHECY.

PazpaboTuuk: Briukos Makcum AJjleKceeBrY, KaHIMIAT MCTOPUYECKUX HAYK

JOLIEHT Kadenpbl
HUCTOPUYECKHUX HAYK U

ApXHUBOBEICHHS

OTBeTCTBEHHBIH AptemoB Cepreit HukonaeBud, JOKTOp UCTOPUUYECKHUX HAYK,

penaxTop: npodeccop, 3aB. kaheapoil HCTOPHIESCKUX HAYK H
ApXHUBOBEICHHUSI

Penensenr: ApnHayToBa AnekcaHapa AjleKCaHAPOBHA, SKCIIEPT MO

BOHpOC&M 3aKOHOAATCJIIbHBIX WHHUIINATUB 0TpacneBoro HGHTpa
UCCJICTOBAHMSI, TECTUPOBAHUS U allpoOaIiuu
WMIOPTOHE3aBUCUMBIX perieHuid ['ockopnopanuu «Pocatomy,
KaHJIUJ1aT UCTOPUYECKUX HAYK

PaGouas nmporpamma mpou3BOACTBEHHOM MPAKTHUKK PACCMOTpPEHA
U 0J100peHa Ha 3ace/laHnu Kadeapbl HCTOPUIECKUX HAYK U apXUBOBEICHUS
«23» mapta 2023 ., mpotokoa Ne 7.
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1. Ha3Ha4yeHme paGoueil NporpaMMbl NPAKTUKH

PabGouas mporpamma NpPOU3BOJCTBEHHON MPAKTUKU (MPEIAUILIIOMHAs)
(mamee — TMpaKTHKa) PErIAMEHTUPYET COJIEpkKAHUE, OPTaHU3aLMI0, MOPSIIOK
MPOBEICHUSI PAKTHKHU U TIOPSAIOK OTYETHOCTH O0yYarOIIHUXCA.

[IpakTuka SBIIIETCS COCTaBHOM 4YacThl0O OCHOBHOHN MpodecCHOHAIBHOM
o0pa3oBaTeILHON MPOrpaMMBbI BBICIIETO 00pa3oBaHus (nanee — oOpa3oBaTeIbHAs
nporpamma; OIIOII BO) u npeacraBisier co0oil ogHy U3 (opM OpraHuszanuu
y4eOHOro  mpolecca, HaleJdeHHYyl0O Ha  (opMHpOBaHME  KOMIETEHIIUH,
yCcTaHOBNIEHHbIX B oOmiel xapaktepuctuke OIIOII BO, u 3akmrouaroiryrocs B
MPaKTUYECKON MOATOTOBKE 00YyYarOIIMXCS.

2. lesb u 32124 NPAKTUKH

2.1. llenbto IpaKTUKU SIBJISIETCSL:

- TOKYMEHTAIIMOHHOE 00eCTIeueHUE NEeATEIHbHOCTH YUPEKICHHA Pa3HOTO
THUTIA;

- npoeccuoHanbHOE BeJIEHUE PA0OThI M0 KOMIUIEKTOBAHUIO, YUETY,
00paboTKe, pa3MENICHUIO U XPaHEHUIO JOKYMEHTOB.

2.2. 3agaum, pemaeMble B XOA€ NPAKTUKU:

- 3aKpeIUIeHNe 3HaHUM, TTOJyYeHHBIX CTYJIEHTaMU B IIpoliecce 00yueHus, Ha
OCHOBE ITyOOKOTO U3y4YeHHS paOOThl OpraHU3AINH, B KOTOPOI CTYCHTHI
MPOXOJAT MPAKTUKY, & TAK)KE OBJIaJICHUE MPON3BOICTBEHHBIMU HABBIKAMHU
Oynymeld mpodecCHOoHaNTbHON A TEIbHOCTH;

- IPHOOpPETEHNE HETIOCPEICTBEHHOTO OMBITAa PA0OTHI B OPTaHU3ALMSIX C
WCIIOJIb30BAHUEM TTOJIYYCHHBIX TEOPETUICCKUX 3HAHUU U CHOPMUPOBABIINXCS
KOMIIETCHIINH,

- 3aKpeIUIeHUe YMEHUI padoThl C TOKYMEHTaMU, TPUMEHEHUE
AHATMTHYECKNX HABBIKOB B 3aJJaHHBIX MTPAKTUYCCKUX YCIOBUSX;

- IOAATOTOBUTH OTYET, 0000IIAIONIHIT TOTyYSHHBIC 3HAHUS U IPAKTUIECKHUE
HaBBIKH.
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3. [lepeyeHb MIAHUPYEMBbIX Pe3yJabTATOB 00y4YeHHUS NMPH MPOXOKIEHUH
COOTHECEHHBIX ¢ IUIAHUPYEMbIMHM Ppe3yJbTaTAMH OCBOEHHUSA
00pa3oBaTeJIbHOI MPOrPaAMMBI

NPaKTUKH,

Kareropus Kon u naumenoBanue Hunukaropsl JleckpunTopsl
KOMITETEHIINH KOMITIETEHINH KOMITETEHIINH WMHIIIKaTOPOB
IICuTd
TIPY HAJTUIHH )
Hctopuko- OIIK-1. CnocoGeH mpuMeHSTh Ha 0a30BOM OIIK-1.1. J-1.1.1. Cnocoben
aHaJMTHYECKas YPOBHE HCTOPUYECKHIA OIBIT IIPU PEIICHUN Omnpenensier B PYKOBOIHTH
KyJIbTypa npodeCcCHOHANBHBIX 33/1a4. HCTOPHYECKOM opraHuzanuen
TIepCIIEKTHBE CIIPaBOYHOTO aIlapara;
METOJIBI M CIIOCOOBI | COCTaBIISIET JIOKAJIbHEIE
JA0Y aKTBbl; OIpeNessieT JaTy U
BpEMSI COCTABIICHHS
JOKyMEHTA.
J-1.1.2. Cnocoben
MOJICpHU3UPOBATh
JOKYyMEHTEHI B
COOTBETCTBHH C
COBPEMEHHBIMH
TpeOOBaAHUSIMH.
OIIK-1.2. H-1.2.1. Ucnonb3yer
Hcnons3yet ot 11a0JIOHBI TIPH
METOJIbI Ha COCTaBJICHUH
MIPaKTHKE B CBOCH JOKyMEHTOB.
MPO(ECCHORATHHOIA A-1.2.2. Yaudumupyer
JIeSITEIIEHOCTH.
JIOKyMEHTEHI B
COOTBETCTBHH C
TpeOOBaHUSIMH
OpTaHHU3AIHH.
OIIK-1.3. H-1.3.1. YcranaBnuBaet
[TpumeHsieT MeTobl | ayTEHTUYHOCTh
KOHTPOJIS 32 JOKYMEHTA.
222;;}::;2:}4 H-1.3.2. OcymiectBinsier
KOPPEKTUPOBKY
WCIIOJTHEHUS IOKYMEHTOB.
VYnpasnenueckne |OIIK-2. Cnocoben HaxomuTh oprann3anuonHo- | OITK-2.1. J-2.1.1. Cnocoben
OCHOBBI yIpaBieHYeCKHe pelIeHus B IpodeccnoHabHOM | OCHOBBI MIPOEKTUPOBATH U
JESITEIEHOCTH. YTpaBICHIECKOH BHE/IPSITH CHCTEMBI
JIESITEIIEHOCTH. JIEKTPOHHOTO
JIOKyMEHTO000pOTA.
1-2.1.2. Cniocoben
BBICTPaUBaTh CHCTEMBI
MOJYJIEH, B paMKax
CHCTEMBI DJIEKTPOHHOTO
JIOKYMEHTO000pOTA.
OIIK-2.2. A-2.2.1. PykoBoaur
Crioco6HOCTH Ppa3paboTKOil JTOKaIBHBIX
MHTETPUPOBaTh AKTOB OpraHU3alNH.
JIeTIONIPOU3BOICTBEH

HBIC TIPOIIECCHI
JIEIIOBBIE TIPOLIECCHI
OpTaHU3aIUH.

[-2.2.2. Onpenenser
HAIpaBICHUS BHYTPEHHEN
periamMeHTanuu
JIOKYMEHTAI[HOHHOTO
obecriedeHust yrpaBIeHUs




OpraHu3aIH.

OIIK-2.3.
Hcnonb3oBath
METO/Ibl KOHTPOJIS 32
BCEMH dTallaMH
JKU3HU JJOKYMEHTA.

J-2.3.1. Kontponupyet
CPOKHU UCIIOJIHEHUS
JIOKYMEHTOB.

[-2.3.2. Ilepenaer
JIOKYMEHTHI Ha XpaHECHHUE
U TIOATOTABJIMBACT UX K

YHUYTOXEHHIO.
IMpodeccnonamnsa | OIIK-3. Ciocoben nmpumensaTs Teoperndeckue | OIIK-3.1. J-3.1.1. Peructpupyer,
ST 3HaHWA AJIS1 PELICHNS] TOCTABICHHBIX 3a/1a4. Crioco6HOCTB BEZIECT Y4eT U
pacrpeneniTh OCYIIECTBIISICT XpaHEHHE
(hyHKIIUH ¥ BOIPOCHI | OPTaHU3AINOHHON 1
JIeSITEIbHOCTH pacropsIIuTenbHON
MEXIY JOKyMEHTAI[1H, B
CTPYKTYPHBIMHU COOTBETCTBHH C
MOJIpa3/ieieHUs MU | HallpaBJICHHEM PaOOTHI
OpraHH3aIiN OpraHH3aIHH.
1-3.1.2. O6pabatbiBaet u
CHCTEeMaTH3HPYeT
MTOCTYHAIOLIYIO
JOKYMEHTAIIIO U3
CTPYKTYPHBIX
moipa3ieieHuii (B TOM
YHCIIe B 9JIEKTPOHHOM
BUJIE).
OIIK-3.2. J-3.2.1. CocraBnsieT
Criocoben periaMeHThl 1
OKa3bIBaTh METO/INYECKHE YKa3aHHs
METOIUYECKYIO 10 BOIIpOCaM
TIOJJICPIKKY U JIOKyMEHTAI[HOHHOTO
TIOMOIIb obecrieueHns ynpaBlIeHHs
paboTHHKaM B OpraHM3aIHH.
OPTafH3allin 1o 1-3.2.2. Coznaet Tabenun
BOIIPOCAM
JIOKyMEHTAIHOHHOT " anb00MBI BCETO MacCHBa
0 obecrieueHust JIOKYMCHTOB B
OpraHH3alHH.
yIpaBieHUs
opranuszanuen
OIIK-3.3. J-3.3.1. Bener
Hcnonb3oBaTh OpraHHU3alIOHHYIO U
METOJIUKHI PpacIopsITUTENbHYIO
COCTaBJICHUS JOKyMEHTAIIHIO, €€ YUET U
CYIIECTBYIOIINX KaTaJIOTH3aLHIO.
cuerem 1-3.3.2. Cozpaer
JIOKyMEHTAIIH.
JJIEKTPOHHBIE CIIPABOYHO-
WH(POPMAIINOHHEIE
CHCTEMBI, C LEIbI0
COBEPIICHCTBOBAHUSI
JIOKYMEHTAI[HIOHHOTO
obecrieueHns ynpaBlIeHHs
B OpraHM3al|y.
Wudopmaunonno- | OITK-4. CriocobeH ncmnosb30BaTh 0a3oBbIe OIIK-4.1. J-4.1.1. OcyuiectBisier
TEXHOJIOTWYECKast |3HaHMS B 00JacTH HH(POPMAaMOHHBIX Mertozbl 1 cIocOOBI | pabOTHI C CUCTEMOM
KyJIbTypa TEXHOJIOTHH, TPUMEHSIEMBIX B paboThI C JJIEKTPOHHOT'O
podecCHOHANBEHOMN JIESITENEHOCTH. TEXHOTPOHHBIMH JOKyMEHTO000pOTa.
pokymerTamm C/L, [-4.1.2. Monepau3upyet
3JIEKTPOHHBIMH

apxXuBaMH, 3HATb

CYIIECTBYIOINE CUCTEMBI




(yHKUMOHAT U
ITOPUTM PabOTEHI
COM.

3IIEKTPOHHOTO
JIOKYMEHTO000pOTa, B
COOTBETCTBHHU C LICIISIMU U
3aJja4aMu OpraHu3aIvu.

OIIK-4.2.
ITpumensTH
WHPOPMALIMOHHBIC
TexHojsoruu B JOY
1 apXHUBHOM JIeTe.

J-4.2.1. Pa3pabatbiBaer
CHCTEMBI METa/IaHHBIX IS
nepeayn uX B apXHB.

11-4.2.2. Pabotaer ¢
JNEKTPOHHBIMH
KaTtaloraMu ayJuo, BUIeo
U TEXHOTPOHHBIX
JIOKYMEHTOB.

OIIK-4.3.
Cnocoben
NPUMEHSTH Oa30BbIE
3HaHHMSA B 001aCTH

J-4.3.1. Co3naer u
BHEJIPSIET IEKTPOHHBIN
JOKYMEHT, KOHTPOJIUPYET
€ro UCIIOJTHEHHE 1

MH(QOPMAMOHHBIX |Tepeaady ero Ha
TEXHOJIOTUI XpaHEHHE.
MPOTpaMMHBIE
(nporp [-4.3.2. Ucnone3yer
MPOJYKTHI,
MIPOTPaMMHBIE TIPOAYKTHI,
UCTIONIB3yEMBIC B
MIPUMEHSAEMBIE B
YIpaBICHUU
yTIpaBICHUU
JIOKyMEHTaMH,
JOKyMEHTaMH.
CUCTEMBI
3JIEKTPOHHOT0
JTOKYMEHTO000pOTAa,
TEXHOJIOTUI
CKaHUPOBAHUS
JIOKYMEHTOB).
OpranuzannonHo- | OIIK-5. Ciocoben camocrosarensHo paborars ¢ | OIIK-5.1. J-5.1.1. OcymecTBisier
MIPOEKTHAs Pa3IMYHBIMA UCTOYHUKAaMK HHpOpManny 1 Hcnons3oBats MIOMCKOBOE UTEHHE
MPUMEHSATH OCHOBBI HH()OPMAITMOHHO- METOIUKY HAy4YHBIX UCTOYHUKOB.
AQHAJTMTHYECKOH NEATENFHOCTH JUTS PEIICHHS MIPOBENECHNUS 0TOOpa
p P p [-5.1.2. Tlpumensier
MOCTABJICHHBIX 3a/1a4. WCTOYHHUKOB

WHPOPMALINH B
COOTBCTCTBHHU C

METOJIbl AaHHOTHPOBAHUS
i pedepupoBaHus
Hay4YHBIX TCKCTOB.

IMOCTaBJICHHOM
3a7ade.
OIIK-5.2. J-5.2.1. CocTaBnser
Cnocoben AHAJTUTUYECKHUE TAOTUILI
CpPaBHUBATH U i 0a3bl JaHHBIX.
aHaJIU3UPOBATh
p [-5.2.2. CocraBnser

pa3HbIC TOUKH

aHAJTUTUYCCKHE 0a3bl
3peHws,

JAaHHBIX B 3aBUCHMOCTH OT
TIPEICTaBIICHHBIC B N

OCHOBaHUH IS
pa3IHMIHBIX

NCTOYHHUKAX C
IIEJIBbIO BBIOOpa

CpaBHEHUSL.

OTNITUMAJIBHOTO
pelIeHus 3a1a4.

OIIK-5.3. J-5.3.1. OcymiectBisier
Hcnons3yer noadop apryMeHTOB B

METOIBI TTobopa
apryMEHTOB JUIst
MOJITBEPIKICHHS
ONTHMAIBEHOTO
petieHust
MOCTaBJIEHHOM
3aauH.

COOTBETCTBHUH CO
CTCIICHBIO UX
3HAYNMOCTH.

[-5.3.2. OcymecTBisieT
oa00p apryMeHTOB B HX
peTPOCHEKTHBE.




Opranumsanuonno- |I[1K-1 CriocoOHOCTh cO3/1aBaTh, 00CCIIEYNBATE N.IIK.1.1. JIIK.1.1.1. Ucnions3yeT
yIpaBlIeHYeCKast (hYHKIIMOHUPOBaHHEU BECTH CHCTEMBI Peanu3syeT METO/IBI ¥ | METOAMKY U CIIOCOOBI
JIESITEILHOCTh JIOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABJICHUs | CIOCOOBI pabOThIC | pabOTHI C
B OpraHU3aIiy Ha 0a3e HOBEHIINX TEXHOJNOTHIA | TEXHOTPOHHBIMHU TEXHOTPOHHBIMHU
JIOKYMEHTaMHU JIOKYMEHTaMH.
CUCTEMBI
JIIK.1.1.2. Onpenenser
JJIEKTPOHHOTO
po0IeMbl, BO3HUKAIOIINE
JIOKyMEHTO000pOTa,
pu paboTe IJIEKTPOHHBIX
IJEKTPOHHBIMH
cucTeM
apXHUBaMH.
JIOKyMEHTO000pOTA.
N.IIK.1.2. J.IIK.1.2.1. Co3maer
Opranusyer TEXHOTPOHHbBIE
HUCIIOJIb30BaHUEC JOKYMCEHTBI CUCTEMBI
MH()OPMALMOHHBIX | 3JEKTPOHHOI'O
TEXHOJIOTUH B JIOKyMEHTO000pOTa.
JTOKYMEHTAIIMOHHOM
Y JLIIK.1.2.2.
obecrieueHnn
MonepHusupyet
YOpaBJICHUS U
TEXHOTPOHHBIC
apXHMBHOM JIelie.
JIOKYMEHTBI CHCTEMBI
ANEKTPOHHOTO
JIOKyMEHTO000pOTA.
N.IIK.1.3. J.IIK.1.3.1. Agantupyet
Beimomnusier CYIIECTBYIOIIHE CHCTEMBI
TEXHOJIOTUYECKHE AJIEKTPOHHOTO
BUJIBI paboT Mo JIOKyMEHTO000poTa B
JIOKYMEHTAIMOHHOM | 3aBHCUMOCTH OT IieJIer
y obecrie4eHHIo 1 3a]a4 OpraHU3alH.
TIPABJICHUS B
yrip JLTIK.1.3.2.
opraHuzanuu Habasze
. Pa3pabatbiBaet 3Tamnsl
HOBEHIIIIX .
N BHEJIPCHUSI HOBEHIITIX
TEXHOIIOTHH.
AJIEKTPOHHBIX CHCTEM.
OpranuzannonHo- |ITK-2. Cnoco6HOCTh OpraHN30BBIBATD, IK-2.1. J-2.1.1. KouTponupyet
yIpaBleHYECKass | KOHTPOJIUPOBAThH U 00ECTIEUNBATH TEKYIIIEE Brnanenue co0ITI0/IeHHE HOPM
JIESITENbHOCTD XpaHeHUe, KOMIUICKTOBAHHUE, YUYET U MPUHIIAIAMH, HOPMAaTHBHO-
MCTIONB30BaHUE NI (IOKYMEHTOB). METOIAMHA U METOINYECKON 0a3bl
HOpMaMu UH(POPMAITHOHHO-
OpraHusanuu, JOKYMCHTAIMOHHOT'O
XpaHeHus, obecrieueHuUs
KOMILICKTOBAHUS, yIpaBIeHHUSI.
qyera u
Y J-2.1.2. Ilpumenser
HCTIOTH30BAHUS
MpaBHJIa CHCTEMAaTH3AIIH
JIOKYMEHTOB;
1 KJIacCUpUKAIH
MpaBUIaMU
JIOKYMEHTOB TIPU
CHCTEeMAaTH3ALUH U
CO3JIaHUH JIeTT
KI1acCu(UKAIIH
(moXKyMeHTOB)
JIOKYMEHTOB.
BPEMEHHOTO CPOKa
XpaHEHUS.
I1K-2.2. J1-2.2.1. PazpabarsiBaet
PazpabatriBaer METOJINYECKUE TOCOOUs U
cxemy HWHCTPYKIMH IO
CUCTEMAaTU3aluu CHUCTEMATHU3alluH
JOKYMECHTOB JAOKYMEHTOB BPEMEHHOI'O

BPEMEHHOI0 CPOKa
XpaHEeHHUs B JIeIa;
OCYLIECTBIISIET
METOIUYECKOE
PYKOBOJICTBO
opranuzaiuen

CpOKa XpaHCHUs B cj1a
JUIA COTPYAHUKOB

CTPYKTYPHBIX
ToIpa3IeieHu .

[-2.2.2. PactipocTpanser




XpaHeHHs Ae
(mOKyMEHTOB) B

U BHEJPSIET METOJHYECKHE
NOCOOHsI M MHCTPYKIIUU

CTPYKTYPHBIX 10 CUCTEMAaTU3aluu
MOJIPa3ICIICHUSIX JIOKYMEHTOB BPEMECHHOTO
OpraHu3aIuH, CpOKa XpaHEHHs B Jelia
OKa3bIBaCT UM JUTS COTPYAHUKOB
MPaKTHYECKYIO CTPYKTYPHBIX
MTOMOIIIb. O/Ipa3/IeICHHIA.
IK-2.3. n-2.3.1.
Bnaneer HaBbikamu | CHCTEMaTH3UPYET U
cucTeMaTH3auuu aei | popmupyer aeia
(moKyMeHTOB) (TOKyMEHTBHI) BpEMEHHOTO
BPEMEHHOIO CPOKa | XpaHEHUS B CTPYKTYPHBIX
XPaHCHUS. HOZpa3/IeNIeHHsIX
OpraHHU3aLUH.
J-2.3.2.

Cucrtemarusupyer gena
BPEMEHHOTO XpaHEHUs
JUISL pa3MelIeHNs B
XpaHWINIIE apXUBa
OpTaHH3aIH.

Opranu3anroHHO-
yIpaBlieHYEeCKas
JIeSITENILHOCTD

IK-3. Cniocoben opraHu30BbHIBATS,
COBEPIIICHCTBOBATD JESTENBHOCTD CITYKO
JIOKYMEHTAI[HOHHOTO 00ECIIeUeHNUS yIIPaBICHNUS,
AHAIIM3UPOBATh U YIIPABIATH NIPOLIECCaMU
JIOKYMEHTOO00POTa B OpraHU3aI[UH

[IK-3.1. Ilpumenser
METO/IbI TIPOBECHHS
aHaausa
OpraHHU3aIliK
}IOKyMeHTaHI/IOHHOF
0 obecrieueHust
yIpaBlIeHUS U

[-3.1.1. Vicnonb3yer
OCHOBHBIE METOJIBI
JIOKYMEHTOBEIYECKOTO
HCCIICI0BAHUSL.

11-3.1.2. Bnageet
OCHOBHBIMH METOJIaMH
JIOKYMEHTOBETYECKOTO

APXUBHOTO
HCCIIEIOBAHUS JIJISt
XpaHCHU
peIICHUS MPAKTHYECKUX
JTOKYMEHTOB B
o 3a7a4 Ha Ka)KJIOM STaIle
KOHKPETHOW
MIPOSKTUPOBAHUS
OpraHu3aIuu
JOKYMEHTAIHOHHOTO
obecrieueHus
YIpaBJICHUSL.
I1K-3.2. I-3.2.1. Bnageer
BeicTpanBaer HaBbIKAMU 00pabOTKU

JIOKyMEHTO000pOT B
COOTBETCTBHUH C
LETSIMU U 3371a49aMK

JOKYMECHTOB Ha BCEX
oTamax
Z[OKyMeHT0060pOTa B

OpTaHM3ALHH. KOHKPETHBIX yCIIOBHSX.
1-3.2.2. Bnanmeet
HaBBIKAMH TIOATOTOBKH
YIPaBICHYSCKHX
JOKYMEHTOB U BEJICHHUS
JIETIOBOM MEePETHUCKH.
I1K-3.3. J-3.1.1. Ucnonb3yer
CornacoBsIBaeT METO/Ibl pa3paboTKU 1
JIOKYMEHTAIUIO, COBEPIICHCTBOBAHUSI
PErIaMEHTHPYIOILY | JIOKAJIbHBIX aKTOB
10 TIPOLE LY PBI U HOPMAaTHBHO-
npaBuiia METOJINYECKIX
JIOKyMEHTHPOBAHUSI, |JOKYMEHTOB (TIOJIOKEHUH,
paboThI C WHCTPYKIHH U Ap.)
JIOKyMEHTaMH. OpraHM3alIly,
PErYJIUPYIOIINX
JOKYMEHTALIHOHHOE

oOecIieueHre yIpaBIeHUS.




J-3.1.2. Bnangeet
3aKOHOJIaTEIILHON 1
HOPMAaTUBHO-
METOINYECKON 0a30oi
MH()OPMAIMOHHO-
JIOKYMEHTAI[HOHHOTO
obecrieueHns ypaBIeHHs
U apXUBHOTO JIeIa.

OpraHu3annoHHO-
yIpaBlIcHYECKas
JIESITENBHOCTD

TIK-4. T'0TOB K CO3aHHUIO CIIPABOYHO-
MH(POPMALMOHHBIX CPENICTB K TOKYMEHTaM B
WHPOPMALMOHHO- JOKYMEHTAIIHOHHOM
obecrieueHNH yIIpaBlIeHHUS U apXUBHOM JIelie

[K-4.1.

3HaeT METOIBI
CO3IaHMs
CIIPaBOYHO-
nH(pOpPMALIMOHHBIX
CpPE/CTB K
JIOKyMEHTaM

[-4.1.1. Ilpumenser
CYIIIECTBYIOIIIHE
aKTyaJlbHbIE CTAaHIAPTHI B
obusactu
UH(POPMALTHOHHBIX
TEXHOJIOTUH, IIPU
CO3JIaHUH CIPAaBOYHO-
MHQOPMaIMOHHBIX
CPEICTB.

4. MecTo IPaKTHKHU B CTPYKTYpe 00pa3oBaTe/IbHOM POrPaMMbl

B crpykrype OIIOII BO npousBojcTBeHHAs] MpakTUKa (MPeaaUIIOMHast)
otHocuTcss K broky 3 Ilpaktuku o0s3aTenbHOM YacTh Y4yeOHOro IjiaHa,
npoBoaAUTCS Ha 4 Kypce oOydeHus B 8 cemecTpe.

5. O0masi Tpy10eMKOCTh NPAKTHKH
B cooTBercTBUM ¢ y4eOHBIM TUTAHOM OOIIUN 00BEM MPAKTUKU COCTABIISET
216 3a4eTHBIX CAUHUIIBI.
[TpomomxkuTenbHOCTh —216 akageMUYeCKUX 9acoB.

6. CTpyKTypa M colep:KaHHe NPAKTUKH

No Pazpensr (3Tamsr) Conepskanue paszzena CamocrosTenpHast Bcero
n MIPAKTHKHU (9Tama) npakTUKU pabora

/

i}

1 | Opeanuzayuonno- 1. O3uaxomnenue ¢ cooeparcanuem 36 36

n0020MosUMeNbHbLIL

Hacmosiwel npocpammbl.

2. Ilpunamue yuyacmus 6 Kypco8om
cobpanuu-uncmpykmansice no
OP2aAHU3AYUOHHO-MEMOOULECKUM
80NPOCAM, CEA3AHHBIM C
npoxodcoeHuem npaKmuxi,
noAYYUmMb HeoOX00UMble Y4eOHO-
Memoouyeckue 0OKyMeHmbl U
mamepuansl.

3. Coenacosanue ¢ pykosooumenem
NPAKMUKU UHOUBUOYATIbHOE 3a0aHUe

Ha nepuoo0 NpoxoNcOeHUs. NPAKMUKU.

4. Ilpedcmasnenue na
BBLINYCKAIOWYIO Kapedpy 6
nucbMeHHoU opme cobcmeenHbvle
NodHCeNaHUsi OMHOCUMENbHO MeCa
NPOXOIHCOEHUSL NPAKMUKU.

5. llonyuenue Ha evinyckaroueti
Kagheope yuebrno-memoouneckue
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Mamepuanwl, Kacarouwuecs
NPAKmMuKU, 07 NPeosapumenbHo20
U3yHeHusl.

6. Obcysrcoenue ¢ pykosodumenem
NPAKMUKYU CO0epIICanue
UHOUBUOYATLHO20 3A0AHUAL.

CooepoicamenvHulil
(»man
HenocpeoCmeenHO
NpaKmuxu)

1. Cocmasnenue uHOUBUIYATLHOZO
niana pabomel 8 COOMEEMCMEUU C
UHOUBUOY ATTLHBIM 3a0anuem u
mpebosanusaMu PyKosoOoumens
opeanuzayuu  om  NPUHUMAIOWel
CMOPOHDL.

2. O3HaxkomaeHue ¢ OCHOBHBIMU
HOPMAMUBHO-NPABOBLIMU
OOKyMeHmamu,; KaopoeviM COCMA8OM
CMPYKMYPHO20 noopazoenenus
opeanuzayuu (wmammoe
pacnucanue, cocmas Kaopos,
OOJIICHOCHbLE npasa u
obszanHocmu u 0p.); opeanuzayuetl
mpyoa 8 noopasoenenusx
(opeanuzayus ~ pabowux  mecm,
ycaosus mpyoda, pacnopsook OHs,
munuunsle 8uobl pabom, 3ampamsvl
e8pemeHu  no  euoam  pabom);
pe3yiomamamuy  pabomsl (8udvl U
codepoicanue pesyrbmama pabomol,
Kpumepuu  OYeHOK  pe3yibmamos,
npuYUH aghgpexmusnocmu unu
HeagGpexmusnocmu pabomut),
peznameHmupyoumumMu
OessmenbHOCmb CMPYKMYPHO20
noopasoenemnuis opeanuzayuu
(yupesicoenust) u m.o.

3.  Buinoanenue uHOUBUOYATLHOZO
3A0aHUsL.

4. BeOeHue onesHUKA NPAKMUKU.

5. Cobnrodenue npasun 6HympeHHe2o
pacnopsoka 8 Xxo00e NpoXoHCOeHUs!
NPAKMUKU.

6. Ilpu neobxodumocmu obpawerue
K pPYKOBOOUMENIO NPaKmuxku om
npunuMmaiouell opeanuzayuu
(yupesicoenust) ¢ npocvbou 0
sHeceHUs usMeHenus 6
UHOUBUOYATbHBLU NIAH.

7. Koucynomayus ¢ pykosooumenem
NPAKmuKu om npuUHUMAarowell
opeamuzayuu U PyKosoOumenem
npaKmuKu om 6y3a no BORPOCAM
NPOXOIHCOCHUSL NPAKMUKU.

72

72

3asepwarowuii -
omyemHuwlti

1.  Cocmasnenue  omuema o
NPOXOHCOEeHUU NPAKMUKY U 34 mMpU
OHsl 00 ee OKOHYAHUSL NPeoCcmasuns
DPYKOBOOUMEN0 — NpAKmuku — 0Js
npeosapumenbHO20 U3y4eHuUsl.

2. Ilonyyenue xapaxmepucmuxu-

36

36
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OM3bl8 € Mecma  NPOXONCOeHUs:
NPAKMUKU.

3. Cucmemamuzayus  YKA3aHHLIX
gblile OOKYMEHMO8, NPULONCUE K HUM
OHeBHUK U NO0020MOGIeHHble Y1ueOHO-

Memoouyeckue — mamepuanvl, U
npeocmasums — Ux  pyKo8oOUmMento
npaKmuKu om 8bINYCKAIOWEl
Kagheopul.

4. Ilpubvimue Ha GbLINYCKANOWYIO
Kageopy ¢axyremema 011 coayu
ouggepenyuposanno2o 3ayema
VCMAHOBAEHHDIU 8 CPOK.

5. Ilpu neobxooumocmu 6uecenue
NnpeonoNceHull no
COBEPUIEHCMBOBAHUIO OP2AHU3AYUU U
nposedeHuss NpaKmuKy CcmyoeHmos,
a makdce OYeHUBawue YCiosull,

CO30AHHbIX npuHUMaiowel
opeanuszayuel  Ofisi  NPOXONCOCHUs.
NPAKMUKU.
HToro (4ackl/3a4eTHBIE € IHHUIIbI) 216/6 216/6

7. Opranusanus NPaKTHKU
7.1. CniocoObl 1 pOpMBI MPOBEAEHUS TPAKTUKH:
- c11ocoObl IPOBEICHNS YUeOHON NIPAKTUKH: CTALIMOHAPHAS; BBIE3/IHAS.
- popma NpoBeACHUS: TUCKPETHASI.

[IpakTryeckass MOATOTOBKA TIPH TPOBEIACHUU TMPAKTUKH OPTaHU3YETCs
MyTeM HEMOCPEICTBCHHOTO BBIMOJTHEHUS OOYYaIONUMUCS OIPEACIICHHBIX BUIOB
paboT, CBsI3aHHBIX ¢ OyAyiel NpodhecCHOHATBHOM NESITENHLHOCTBIO.

[IpakTyeckass  MOATOTOBKA  OOyYarOmUXCS  C  OTPAaHMYCHHBIMU
BO3MOYXHOCTSIMHU 37J0POBbSI 1 WHBAJIUIOB OPTAaHHU3YETCS C YYETOM OCOOCHHOCTCH
WX TICUXO(PHU3NIECKOTO Pa3BUTHUS, WHIUBUIYAIBHBIX BO3MOYKHOCTCH W COCTOSTHHS
3JIOPOBBSI.

7.2. TlpoduabHBIMU OpraHU3aUSIMU TSI IPOBEACHUS MMPAKTUKH SIBJISIOTCS:
- B cooTBeTcTBUU C JoroBopamu ®I'BOY BO MI'JIV o npoxoxaeHuun
MIPAKTHKH.

JIoroBOp O TPAKTUYECKON TMOATOTOBKE OQPOPMIIEH B COOTBETCTBUHU C
JIOKaJbHBIM HOpMatuBHbIM akTtomM @OI'BOY BO MIJIY, ropuanyeckum
yIpaBJ€HUEM YHUBEPCUTETA IPOBEACHA TPABOBAsI SKCIIEPTH3a JOKYMEHTA.

7.3.  Pemenue o0 wMecTax TMPOXOXKIECHUS MPAKTUKH OO0YYarOIIMMUCS
OPUHUMAETCS PEKTOpPOM  YHUBEPCUTETa IO MPEACTABICHUIO JHUPEKTOpa
WHCTUTYTa/nekaHa GakyabTeTa U 3aBEAyIONIero Kadeapoil ¢ ydeTom:

- HAIUYUS Y YHHUBEPCUTETA C OPTaHU3ALUAMHU 3aKJIFOUEHHBIX JIOTOBOPOB
O NMPAKTUYECKON MMOATOTOBKE;
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- XapakTepa, COAepKaHus IEATEIBHOCTH MPOPUIBHOM OpraHu3ailuu u
COOTBETCTBUSI Tpoduiis uX pabOThl HAMPaBICHUIO IMOJATOTOBKH
(cenuanbHOCTH);

- BO3MOXKHOCTEH MNpOGUIBHOM OpraHu3alMi B YacTH YHUCICHHOCTH,
HaIpPaBIIIEMBIX JUJISl POXOKJICHUS MTPAKTUKU O0Y4YarOUIUXCsl, HaTU4us y
npodUILHONH OpraHu3aliid, COOTBETCTBYIOIICH ITPOM3BOJICTBEHHOM,
HOPMAaTHUBHO-TIPABOBOM M Hay4HOU 0a3bl, HEOOXOIUMOIN U JOCTATOYHOM
JUISL TPOXOXKACHUS TPAKTUKH;

- TOTOBHOCTM OpraHU3allMd BBINOJHATH TPEOOBAHUSI HACTOSIICH
IIPOTrpaMMBbl U TPYAOBOTO 3aKOHOIATENIbCTBA;

- TUCBMEHHBIX 3allPOCOB - MOATBEPKACHUM, TMOCTYNUBIIMX B aapec
MHCTUTYyTa/pakynbTeTa U Kadeapbl oT NpOoPUIBHBIX OpraHu3aluili o
TOTOBHOCTH CO3/1aThb HEOOXOAMMBIE YCIOBHS JJs IPOXOKJIEHUS
OOyYarOIIMMUCS MPAKTHUKKA B COOTBETCTBUHU C HACTOSIICH MporpaMmmoil u
oOecIeyuTh HaJIexKallee pyKOBOJICTBO €1O.

7.4. OCcOOCHHOCTH OpraHW3alUU TPAKTUKA B CIydae HWHIWBHIYATLHOTO
MIPUKPETIICHHS 00YJarOIIIXCSl.

Bompockl 0 MecTe TPOXOXIEHWA TMPAKTUKU 10 WHIUBUIYAIBHOMY
MPUKPETUICHUIO O0YYalOIUXCs PacCMAaTPUBAIOTCS PEKTOPOM Y HUBEPCUTETA IO
MPEICTABICHUIO JUPEKTOpAa WHCTUTYTa/IeKaHa QakyiabTeTa U 3aBEAYIOIIETO
Kadeapoii:

- B CiIy4yae OTCYTCTBUS BO3MOXXHOCTH TIPOXOXKICHUS TPAKTUKH
oOyJarommMmcss B  NOpOQUIBHBIX OpraHU3aNUsIX, C KOTOPBIMH Yy

YHuBepcuTeTa 3aKiI0ueH JI0T0BOD;

- Ha OCHOBaHMM TMHCHBMEHHBIX 3alpPpOCOB - TOATBEPKICHUH,
MOCTYNUBIIUX B aApeC Y HUBEPCUTETA OT MPUHUMAIOIIUX CTOPOH.
OObyuaroiuecs, IJIAaHUPYIOLIUE MIPOXO0XKICHUE MPaKTUKHU 1o

VHIUBUYAIbHOMY IPUKPEIUIEHUIO, HE NTO3HEE, YEM 3a JIBAa MECSLA JI0 HaJyaia ee
poBeNeHUsT 00s3aHbl MPEACTaBUTh HA BBIMTyCKawIylo kadeapy HHCTUTYTA /
dakynbpTeTa:

- 3asBJICHHE Ha MM IMPEKTOpa MHCTUTYyTa/IeKaHa (akyiapTeTa ¢
npocb0Ol O  MPOXOXKAEHUM MPAKTHUKA 1O  HHAMBUAYaJIbHOMY
NPUKPEIUICHUIO, yKa3aB IOJHOE HAaMMEHOBAaHHWE OpraHU3allid U €€
FOPUIAYECKUH AJIPEC;

- 3arpoc - noareepxaenue ([Ipunoxenue Ne 5).

[TpotoKUTENPHOCTh paboydero AHs AJs 00y4aroluXcsl IPH NPOXOKICHUU
NPAKTUKH B OPraHU3alUsAX, YUPEKICHUSX W HA NPEANPUATHUSIX COCTaBISAET s
oOyuaromuxcs B Bo3pacte oT 16 no 18 ner He Gonee 35 yacoB B Henento (cT. 92
TK P®), B Bo3pacte ot 18 net u crapiie He 6osee 40 gacoB B Hepeno (ct. 91 TK
PD).

7.5. Tlpu opraHuzanuu TPaKTUKH TMPOGUIBHBIE OPraHU3aIMU CO3/IaI0T
yCIIOBUSL JJIl €€ peaju3aluy, MPEeAOCTaBISIIOT O0OpYyIOBaHUE M TEXHUUYECKUE
cpeacTBa o0yueHusi B 00beMe, MO3BOJISIOIIEM BBIMOJIHATh OMNPECIICHHbIE BHUJIbI
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paboThl, CBsA3aHHBIE ¢  Oyaymiedi  mpodecCHOHAIbHOW  JIeITEIIbHOCTHIO
o0y4Jarommxcs.

8. OdopmiieHne oTHeTa 0 MPOXOKACHNUH MPAKTUKH
[To uroram mpakTuku oOydaromuxcs oQOpMISIET OTYET O MPOXOKICHUU
npaktuku (I[Ipunoxxenue Ne 3), KOTOpBIIl BKIIIOYAET:
- TUTYJIbHBI JIUCT;
- CBEJICHUS O MECTE MPOXOKICHUS TPAKTUKU;
- KpaTKuil  aHaluM3  pe3yjbTaroB  pabOThl C  y4ETOM
WHJIMBUAYAJILHOTO 3aJJaHUS.

K ortuery npunaratorcsi: ydeOHbIE, y4eOHO-METOJIUUECKUE JTOKYMEHTBHI U
Marepuaibl, Trpaduku, TaOMUIBI, CXEMBbI, 3amojHEeHHbIe (opMbl (OJAHKH)
nokymMeHTOB. O0OBeM 0TueTa JOJIKEH COCTABIATh 5 cTpanull popmara A4.

OT4eThl cIAIOTCA PYKOBOJIUTEIIO MPAKTUKHU OT Y HUBEPCUTETA.

Obyuarowuiica K 3awyume NPAKmMuKu 00JIHCeH NPeOCmasums .

1. UaquBuayanpHOE 3aJaHUE JUISl TPOXOKICHUS IPAKTUKH.

2. JIHEBHUK IPOXOKICHUS NIPAKTHUKY;

3. OT4eT 0 NPOXOKICHUH MPAKTUKHU;

4. Matepuaibl, OArOTOBJICHHbIE 00YUYaIOIIUMCS B XOJI€ TPAKTUKY;

5. XapaKTepUCTUKY-OT3bIB PYKOBOJUTENS MPAKTUKUH OT MNPOdUIbHOU
OpraHU3aIuu.

Pyxkosooumenvs npaxmuxu om Yuusepcumema oghopmnsiem om3svie Ha
omuem no npakmuxe (Ilpunoxenue Ne 4), komopulil exiouaem:

e THUTYJIbHBIN JINCT;

e CBCJICHHS O HAJIMYHUE OTYCTHBIX JIOKYMCHTOB;

e OIICHKY OTYCTHBIX JJOKYMEHTOB, MPECTABICHHBIX 00YyYarOITUMCS;

e OIGHKY pe3yJbTaToB paldOThl 0OydYaromierocs MO pEHIeHUI0 3ajad,
NPEIYyCMOTPEHHBIX ~ WHAMBUAYAIbHBIM  3aJlaHueM  (COTJIaCHO  Iporpamme
MPAKTUKH ).

Pykosooumens npaxmuku om npogunvHou opeanusayuu ogopmiasiem
Xapaxmepucmuky - 0ms3bie.

B xapakTepucTiKe-0T3bIBE TOKHBI OBITh OTPAYKEHBI CIICTYIOIINE BOTIPOCHI:

e KA4ECTBO BBITIOJIHCHHSI O0YUYAIOIIUMCSI HHIUBUIYaTIbHOTO 3aJaHus;

e VYPOBEHHb €r0 NPO(EeCCHOHATHLHON TOATOTOBKM M YMEHHE NPHUMCHSTH
TEOPETUUYECKHUE 3HAHUS Ha TIPAKTUKE;

e CIOCOOHOCTh CaMOCTOSITENIbHO, TBOPYECKH pEIIaTh IOCTaBIECHHBIE
3aJlauu;

e OTHOILIEHUE K paboTe, BOJIEBbIC U HPABCTBEHHbBIC KAYECTBA.

B  KkoHIle  XapaKTepUCTUKHU-OT3bIBA  JIOJDKHA  OBITh  BBICTaBIICHA
pEKOMEeHIyeMasi OIIEHKa 0 pe3yJIbTaTaM MPaKTUKH.
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9. IlpumepHble OLEHOYHbIE MAaTepHAdbl JJsl TEKYNero KOHTPOJIA

MPOXOKIEHUsI NPAKTHKH, TMPOMEKYTOYHOH aTTecTalMH MO HWTOram
MPOXOKIAEHUSI TMPAKTUKH W  KOHTPOJS  CaAMOCTOSITEJIbHOW  PpadoThI
o0y4yarommxcst

9.1. ®opMupoBaHHe KOMIIETEHIMIA B Mpolecce MPOXO0KIeHHUS MPAKTUKH

DopMUpOBaAHUE KOMIIETCHIUN

No

1/

Pa3nensl (3Tarmbn)
MIPAKTHKH

Copepxanue pasaena
(3Tamna) npakTUKu

KO,Z[ 1 HAMMCHOBAHUC
KOMIICTCHIIUN

O1LEeHOYHBIE
MaTepUaIbl

O3HAKOMUTEIBLHBIN
JTamn

1. UuCcTpyKTax

2. CormacoBaHue 3aJaHHs
C PYKOBOJIUTEIIEM
MIPAKTUKU

3. [InanupoBanue paboOThI

OIIK-1. Cnocoben
npuMeHsims Ha 6a3080M
VPOBHE UCMOPUYECKUTL
onvim npu peuteruu
npogheccuoHanbHbIX 3a0ay.
OIIK-2. Cnocoben
HAXo0ums Op2aHu3ayUOHHO-
VAPasieH1UecKue peueHs 6
npogeccuoHanbHou
oesamenbHOCmU.

OIIK-3. Cnocoben
npUMeHsIMb
meopemuyecKkue 3HaHus Ois
peutenus NOCMasieHHbIX
3a0ay.

OIIK-4. Cnocoben
UCNONb308aMb DA3086blE
3HaHUsL 6 obacmu
UHDOPMAYUOHHBIX
MexXHON02Ul, NPUMEHAEMbIX
6 NPogheccuoHanbHol
oesimenbHOCHU.

OIIK-5. Cnocoben
CamocmosimenvpHo
pabomamb ¢ pa3nuyHbLIMU
UCTMOYHUKAMU UHpopmayuu
U NPUMEHSIMb OCHOBbL
UHGOpMAYUOHHO-
ananumu4ecKkou
OdesimenbHocmu OJisl
peutenust NOCMAaseHHbIX
3a0au.

Kontpounb
MIPUCYTCTBUS
00ydJaromuxcs;
YCTHBII OIIpoOC
HUX I'OTOBHOCTHU K
IIPOXOXKACHUIO
IIPAKTUKH.

2 |Dran
HETNIOCPEJICTBEHHO
MIPAKTHKU

1. Yuactue B
MEPOIPUATHAX,
MIPOBOIUMBIX
PYKOBOIUTENEM MPAKTUKH,
BBIIIOJTHEHHE €ro
OTJEJIbHBIX MOPYUYECHU N

IIK-1 Cnocobnocms
cozoasamou, obecneuusamo
GyHryuonuposanue u
eecmu cucmemol
OOKYMEHMAYUOHHO20
obecneueHus ynpasieHus 6

Koncynbranuu ¢
PYKOBOAUTENIEM
MPaKTUKHU
IIpoBepka
JTHEBHHKA
MPaKTUKHU
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2. CocraBiieHue
JIOKYMEHTOB

3. O6cyxeHue ¢
PYKOBOJUTENEM
pe3yIbTaTOB pabOTHI

opeanuzayuu Ha baze
HOBeUWUX MEXHON02UI.
IIK-2. Cnocobnocmo
OPeaHU306b16AMD,
KOHMPOIUPOBAMb U
obecneuusams mexkyujee
XpamueHue,
KOMNIEKMOosanue, yuem u
Ucnonb306amue el
(Ooxymenmoa).

1IK-3. Cnocoben
OP2eaHU306b16AMD,
COBePULEHCINBOBAMb
O0esimenbHOCb CYHCO
OOKYMEHMAYUOHHO2O
obecneuenus ynpasienus,
AHATUUPOBATND U
VAPasusims npoyeccamu
0oKkymenmoobopoma 8
opeanuzayuu.

1IK-4. I'omosé k coz0anuto
CNpasouHo-
UHpOpMayUoOHHbIX cpedcms
K OOKYMeHmam 8
UHDOPMAYUOHHO-
OOKYMEHMAYUOHHOM
obecneueHuu ynpasieHus u
apxusHom oerne.

3aBepiaroniui
AHAJTUTUYECKUN
JTan

1.IToaroroBka UTOrOBOTO
oT4YeTa U ¢1aya UTOrOBOT'O
3a4yeTa Mo MPaKTUKE

IIK-1 Cnocobnocms
cozodasamov, obecneqyusams
@yHKyuonuposanue u
6ecmu cucmembl
O0OKYMEHMAYUOHHO20
obecneueHus ynpasieHus 6
opeanuzayuu Ha baze
HOBEUUUX MEXHOI02UU.
IIK-2. Cnocobuocms
OpP2aHU308b16aMD,
KOHMPOAUPOBAmM»s U
obecneuusamov mekyuee
XpaneHue,
KOMNIeKmMosaHue, yuem u
UCNONIBL308AHUE O€l
(0oKyMeHmos).

IIK-3. Cnocoben
0pP2aHU308b16aMb,
COBEPUIEHCMB0BANb
O0esimenbHOCb CYHCO
O0OKYMEHMAYUOHHO20
obecneyeHus ynpaeienus,
aHanu3Uposams U

Hrtoroselif oTyeT
IO MPaKTUKE:

1) 3anosHeHHBIT
JTHEBHUK
MIPAKTUKAHTA;

2) oT4eT
MIPAKTUKAHTA O
MIPOXOXKICHUH
MIPAKTUKH;

3) oT3bIB
PYKOBOJIUTEIIS
MPAKTUKU OT
OpTaHM3AIHH.
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YApasame npoyeccamu
Odokymenmoobopoma 8
opaanuzayui.

1IK-4. I'omos k cozoanuto
CnpagouHo-
UHDOPMAYUOHHBIX CPeOCmE
K OOKYMeHmam 8
uH@opMayuorHo-
OOKYMeHMAYUOHHOM
obecneuenuu ynpagieHus u
apxusHoMm oene.

9.2. ®opMa OTYETHOCTH MO Pe3yJbTaTAM NPAKTHUKH

Pesynbrarel mpakTUKu MoABOASTCS B (opMe 3adeTa C OLEHKOM, KOTOPBIMA
MPUHUMAETCS PYKOBOJAUTEIEM IMPAKTUKH OT YHUBEPCUTETA B YCTAHOBJIICHHBIC
CPOKH B COOTBETCTBHHM C TpadUKOM 3alIUThl MPAKTUKU. 3alUTa Pe3yIbTaTOB
MPAKTUKUA MOXKET HOCUTD IMyOJIUYHBIN XapakTep.

9.3. HpI/IMeprle OLCHOYHbIC MaTepHajJbl A TEKYIIECro KOHTPOJSA
MPOX0KACHHUS MPAKTUKH

1. [TonsiTue «cucremMa JOKYMEHTALIUNY. JlokyMeHTanbHast
Nudopmanuonnas cucrema.

2. Yuaudukarus pokymeHtoB. OKVY/. VYHubunMpoBaHHBIE CHCTEMBI
JIOKYMEHTALUU

3. Hanpasnenus COBEPILICHCTBOBAHUS JIETIOITPOU3BOJICTBA B
OpraHu3aIusX.

4, ®opma AokyMmMeHTa. TuUMOBbIE U cCHEUATU3UPOBAHHBIE (HOPMBI
JTOKYMEHTOB

S. Bupl oprann3aiinoOHHO-pacoOPAIUTENBHBIX JOKYMEHTOB

6. Bubl 671aHKOB M CXEMBI PACIIONIO0KEHUSI PEKBU3UTOB

7. TpeOoBanusg Kk OsaHkam JOKyMeHTOB. (CrnocoObl pa3MenieHus
PEKBU3UTOB

8. Pexsusutsl OP/I cormacao I'OCT P 6.30-2003

Q. [IpaBuna odopmiieHHs PEKBU3UTOB JIOKYMEHTa: ajpecar, rpud

YTBepxKICHUS JOKYMEHTA, JaTa, MOJIKCH.

10. IlpaBuna odopmileHUS PEKBU3UTOB: 3arojOBOK K TEKCTY, TEKCT
JIOKYMEHTA, OTMETKA O HAJTMYUU NIPUIIOKECHUS

11. IlpaBuna odopmiieHHs] PEKBU3UTOB, TMPUIAIOIMIUX JIOKYMEHTY
IOPUANYECKYIO CUILY

12.  OcobenHocTr yHU(DUKAIIMN TEKCTOB YIIPABIECHYSCKUX JOKYMEHTOB

13. Tlopsimox cormacoBanus nokymeHTOB. OdopmiieHne Bu3bl U Tpuda
COIJIaCOBAHUSA

14. PexkBU3UTBHI «JCIONPOU3BOACTBEHHbIC OTMETKH», HX 3HAUCHHE W
OYEPEIHOCTD 3AII0JIHECHUSA

15. JloKyMEeHTHUpOBaHHE  OPTaHU3AIMOHHOW  NIEITENIBHOCTH.  Bujbl
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OpPraHU3allMOHHBIX JOKYMEHTOB, TpeOOBaHUS K HX IOJATOTOBKE, OCOOECHHOCTH
o opMIICHUS

16. JlokyMEeHTHpOBaHHUE pACHOPSAUTENBLHON  AeSTeNbHOCTH.  Bumabl
PacriopsiiuTenbHBIX JTOKYMEHTOB, TPEOOBaHUS K WX MOATOTOBKE, OCOOEHHOCTH
o opMIICHUS

17. OcobGeHHOCTH JOKYMEHTHPOBAHUS JACSITEIBHOCTH KOJUICTHAIBHBIX
OpranoB yrpaBiaeHUsl. PEKBU3UTHI, ONIPEACIAIONINE IOPUIUICCKYIO CHITY PEIICHHMA
KOJUJIETHATTbHBIX OPTaHOB.

18. HudopmarmoHHO-CIIpaBOYHBIE JOKYMEHTHI. VX BHIbI, HazHAYCHUS,
npasuiia 0(hOpMIICHHUS.

19. Ocobennoctu Pa3IMYHBIX BUJIOB MePEChUIKU hi (S (0):10)7
KOPPECTIOHICHITHH

20.  OO6mwme TpeboBaHUS K JICTIOBBIM MMUChMaM

21. OcHoBHbIE TpaBuia pabOThl C OJJIEKTPOHHBIMU JOKYMEHTaMH B
opraHax HUCIOJTHUTEIIbHON BIACTH

22. Ilpoctblie aenoBbie nuchMa. [Ipumep coctaBiaeHus

23. Cnoxnbie nenoBble muckMa. [Ipumep cocraBnenus

24. DOtuker aenoBoro mucbMa. OOpallleHHe W 3aKIIOYHTEIbHBIC (Gpa3bl
nucbMa. OTpakeHHe TOJDKHOCTEH, 3BaHUM, Tpodeccuit

25. Bwuapl cokparieHust cioB

26. OcHOBHbIE TpeOOBaHHUS K W3TOTOBICHUIO TMHCEM C TOMOIIBIO
KOMITbIOTEPHOW TEXHUKHU

27. HopmaTtuBHBIE JOKYMEHTHI opranu3aiuu mo JJOY

28. HopwmatuBHO-TIpaBoBas 6a3a JOKYMEHTAI[MOHHOTO 00eCTieUeHHUs

29. Opranuzamus XpaHeHHs TOKyMEHTOB B OpTaHHU3aIIH

30. Tlonoxenwue o ciyxoe JJOY

31. OOs3aHHOCTH  CeKpeTapss 10  OpraHu3allMk  XpaHEHHs U
UCIOJIb30BAHUS JOKYMEHTOB B TEKYIIIEH NEATEILHOCTH OPraHU3aIuu.

32. OyHkuMH cekperaps 1o 00paboTke JAen Ui  MOCIEAYIOIIEro
XpaHCHHSI.

33. IIpodeccruonanpHas dTUKA W JIETIOBOM ITHKET B paboTe cexpeTaps-
pedepenra.

34. TloaroroBka JOKYMEHTOB Ha KOMIIBIOTEPE.

35. Opranuzanms ceKpeTapeM COBEIIaHui, COOpaHuii, 3aceaHui.

36. IloaroroBka AEMOBBIX MOE3I0OK PYKOBOAUTEINS.

37. Kynbrypa cinyxeOHbIX TeneQOHHBIX IEPErOBOPOB CEKpeTaps.

38. Buabl  xozsiictBeHHbIX  ToBapuiectB  [lonstue.  Ilpusnakwu.
Oco0eHHOCTH yTpaBJICHUS.

39. OOmecTBo ¢ OrpaHMYeHHOW OTBETCTBEHHOCThIO. (OIIecTBO ¢
JIOITOJTHUTEJIBHOM OTBETCTBEHHOCTHIO. [10psA10K co31anusl.

40. Axunuonepnnie oOmectBa. I[IpaBoBbIE  OCHOBBI  J€ATEIHLHOCTH.
JlouepHue u 3aBUCUMBIE OOIIECTBA.

41. Ilorpebutenbckuii KoomepaTuB. IIpaBoBble OCHOBBI CO3JIaHUA U
cnernuduka MPEeANMPUHAMATEITECKON AESITEeNbHOCTU NOTPEOUTETHCKOTO
KOOTIEpaTHBa.
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42. 3akoHOIATENBCTBO 00 OOIECTBEHHBIX 00bequHEHUSIX OCOOEHHOCTH
CO3MaHUs U JAesITeNlbHOCTH. OpraHu3aliOHHO-TIPABOBbIE (POPMBI OOIIECTBEHHBIX
00BbEIMHEHUH.

43. OOmUMHBI KOPEHHBIX MAJIOYHCICHHBIX HapoAoB Poccuiickoii
®deneparuu. CucteMa ynpaBeHHS U MPABOBas pEryIaMEHTAIHS IeITeTbHOCTH.

44, Kazaubu oOmectBa. CTpyKTypa yIOpaBiIeHHS H  IPaBOBOE
pEryIupoOBaHKE IEATETLHOCTH.

45.  JKu3HEHHBIA LUK JOKYMEHTOB.

46. Krnaccudwukarus JOKyMEHTOB Ha MPEANPHUATHAN, BUIBI JOKYMEHTOB H
UX OCOOCHHOCTH.

47.  Yder JOKyMEHTOB.

48.  PexBU3UTHI TOKYMEHTOB.

49. XpaneHue TOKyMeHTOB. Jlena.

50.  Otnauuusi pOCCUNCKOrO TOKYMEHTOO0OpOTa OT 3apyOEKHOTO.

51. DOxonommueckas MC u COJ] kak ee yacTh.

52. be3OymakHas TEXHOJIOTHS YIIPaBIICHHUS.

53. IlonsTHe  DJIEKTPOHHOTO  JOKYMEHTAa. Bwumbl, 0COOEHHOCTH.
[IpencraBnenne nokymeHToB B CO/I.

54. CoBpeMeHHOE 3aKOHOJATEeIbCTBO W  HOPMATUBHO-METOJAMYECKOE
PETYIMPOBAHUE ICKTPOHHOTO JOKYMEHTOO00pOTA.

55.  OcobenHoctn JgoKymMeHTooOOpoTta U mnpumenenus CDOJl Ha
MPEANPHUATHSX PA3HBIX OTpaCIIeH.

56. ApxuTexTypsl U criocoos! moctpoeHust CO/I.

57. IlpoekTupoBaHHE JOKYMEHTOOOOpPOTa - TPUHIIMIBI, OCHOBHBIC
3a/1auu, MPOOJIEMBI.

58. MopaenupoBaHue T0KyMEHTOO00pOTa 1 OU3HEC-TIPOIECCOB.

59. Bueapenue CO/1. 3aTpatsl, s5x0HOMHYECKas 23PHEKTUBHOCTD.

60. CymectByrommue CO/I.

9.4. IlpumepHble  OLEHOYHBIE  MATEpPUAJbI IS  KOHTPOJIS
CaMOCTOSITeJIbHOU padoThbl 00yYarOIIUXCS

1. CocTtaB IOKyMEHTOB, MOJUICKAIINX TIepejaui Ha apXUBHOE XpaHEHUE

2. DKcnepTh3a IEHHOCTH JIOKYMEHTOB, IIOCTYMAIONIUX B apXWUBHBIC
(bOoHBI.

3. HasnadeHne HOMEHKIIATypbI 11T KOMIUIEKTOBAHUS apXHUBOB

4, OpraHuzarus ydera JOKyMEHTa B apXUBax.

5. [ToHsiTHE yUeTa apXUBHBIX JOKYMEHTOB.

6. OCHOBHBIC €TMHUIIBI YUYETa.

7. [Topsinok y4yeTra apXUBHBIX JOKYMEHTOB

8. [Tonsitue  KOH(HUACHIMATBLHOTO  JEJIONPOM3BOACTBA.  [Ipu3Haku

KOH(UACHIIUAIBLHOTO JEJIONPOU3BOICTBA.

9. [TpuHLIKTIBI KOH(PHUIEHITHATBHOTO JAETONPOU3BOICTBA

10. KouduneHnanbHOCTh M OTPAaHHUYEHHOCTH JOCTyMa KaK IPaBOBBIC
kareropun. OOmenocrynHas uHpopMauus © HHOOPMALUSA OTPAHUYCHHOTO
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JOCTYTIA.

11. XapakTepucTUKa MCTOUYHHUKOB PEryJMPOBAHUS OTHOIICHHH B cdepe
000pOoTa W 3alIUTHI JOKYMEHTOB, COJAEpXAIIMX CBEACHHUS KOHQUICHIUATHLHOTO
xapakrepa. Kiaccugukarop nmpaBoBbIX aKTOB.

12.  CmyxeOHble CBEJICHUS, COCTABIISIOIINE CIIYKEOHYIO TaliHY.

13. Csenmenus, cBsi3aHHbIE C TPO(HECCUOHATBHOU  JCSATEIHHOCTHIO
(BpaueOHasi, HOTapHallbHAsI, aJJBOKATCKas TaliHa, TailHa MEPENUCKH, Tele(OHHBIX
NIEPETOBOPOB, MOYTOBBIX OTIIPABICHUN, TeNerpadHBIX WM UHBIX COOOIICHUN U TaK
nanuee).

14. Meponpusitus, HallpaBJICHHbIE HA 3aIIUTY KOMMEPYECKOM TailHBI.

15. Tlonstue ciyxeOHOU TalHbl. ['pud « /s cinyxkeOHOro moab30BaHUsD.

16. Ilopsimok oOpalieHus ¢ JOKYMEHTaMH, COJAEPKAIIUMH CIYy>KEOHYIO
UHGOPMAITUIO OTPAHMYEHHOTO PACTIPOCTPaHEHUSI.

17. Tlonsitue MEPCOHATBHBIX JTAHHBIX. Ucropus pa3BUTHS
3aKOHOJIATEIHCTBA O MEPCOHAIBHBIX TAHHBIX.

18. Kuaccudukanus nepcoHadbHBIX AaHHBIX. DOpPMUPOBAHUE JUYHOTO
nena.

19. OcobeHHOCTH peryaupoBaHUsI OTHOIICHUA TI0 3aIUTE MEPCOHATBHBIX
JaHHBIX ~ TOCYNApCTBEHHBIX  ciayxamux. dopmupoBaHue JIUYHOrO  Jena
TOCYIapCTBEHHOTO CITYXKAaIlIEero.

20. PerynmupoBaHH€ OTHOIIEHUH IO TMOBOJXY MEPCOHAIBHBIX JAaHHBIX HA
JOKabHOM ypoBHE. OTBETCTBEHHOCTh 3a HApYIICHUS pPEXHUMa  3allUThI
NEPCOHATBHBIX JaHHBIX.

21. Vder KOHQUICHIMATBHBIX JOKYMEHTOB. XpaHEHHE M YHUUYTOXKCHHE
JTIOKYMEHTOB.

22. llepBbie akThl B oOjactu 3amuThl uWHOpMaUH. PexuMbl
KOH(PHUICHITNATILHOCTH.

23. KoHnuenmus »1meKTpoHHOTO A0KyMeHTooOopota. [lpuniumer CO/I.
OcHoBHBIE TpeOoBaHMs K GyHKIHOHATEHOCTH CO/I.

24.  ABTroMaruzarus COCTaBJICHUS AIEKTPOHHBIX JTIOKYMEHTOB.
ABTOMaTH3aIMs Tpollecca BBOAA IOTOKOB BXOJHBIX JOKyMEHTOB. IlepeBon
JIOKyMEHTOB 13 OyMa)KHOU ()OpMBI B AJIEKTPOHHYIO K HA00OPOT.

25. Konrtpomns Bepcuii B CO/I.

26.  DnexTpoHHO-1M(POBAS MOANHUCE.

27. Xpanenue nokymeHtoB B CO/I. Jlena, apXuBHI.

28. UIIC xak gacte CO/I. TexHONIOTHHN TIONCKA TOKYMEHTOB.

29. Vwuer ABWXEHUS JOKYMEHTOB U oTueThl B CO/I.

30. Meroasl u cpeactpa 3amuThl HHGopmaiuu B CO/I.

31. Texnomorus ACKU]I.

32. Texnonorus Groupware.

33. Texunonorus Docflow.

34. Texunonorusa Workflow.

35. Cucrema rocyapcTBEHHBIX apXHUBOB

36. Cucrema MyHUIIMTIATBHBIX aPXUBHBIX YUPEXKICHUN

37. ApxuBHBIEC yUpPEKICHUS OPTAaHOB MECTHOTO CaMOYIIPABJICHUS.
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38.  ApXUBbI MYHUIIMITAJIbHBIX OpPraHU3aIUi.

39. BepoMcTBeHHOE XpaHEHHE IOKYMEHTOB

40. KowmruiekToBaHUE apXUBOB OpPraHU3aAIUN

41. OOmee MOHATHE EIOTPOU3BOJCTBEHHOTO OOECIEUEHUSI CHCTEMBI
yIpaBJEHUS MIEPCOHATIOM.

42. 3akoHopatenbHble akThl P®, Ykaszel u pacnopspkerus [Ipesmmenta
P®, IlocranoBnenust IlpaBurensctBa P®, pernaMeHTUPYIOIIME CO3AaHUE
KOHKPETHBIX KaJpPOBBIX JOKYMEHTOB.

43. Permamentamus odopmieHus KaapoBblx gokymeHToB B ['OCTax,
YHU(DUIIUPOBAHHBIX CHCTEMax JOKYMEHTallui, Kiaccudukaropax TEXHUKO-
PKOHOMUYECKOU U coruanbHoi nHdopmanuu, 'CIOY.

44. CoBpemeHHasi perjamMeHTalusi CO3JaHMsS KaJpPOBBIX JTOKYMEHTOB Ha
YPOBHE MHUHHUCTEPCTB U BEAOMCTB. [lepeunciuth TOKYMEHTBI U PACKPBITH HX
COJZIEpIKaHHE.

45. VHCTpYKTMBHO-METOAMYECKHE  MaTepHalbl  MPEANpPUATHA |
OpraHu3aluii Mo CO3AaHUI0 U OPOPMIICHHUIO KaIPOBBIX JOKYMEHTOB.

46. Knaccudukamus KaapoBbIX JOKYMEHTOB B COOTBETCTBHU C WX
GyHKIMOHATHHBIM Ha3HAYCHHUEM.

47. OOmue TpeOoBaHUs, MPEABABISEMbIE K OGOPMICHUIO KaJpOBOM
JIOKYMEHTAIIUH.

48. TpeOoBanus K OPOPMICHHIO PEKBU3UTOB B KAJIPOBBIX TOKyMEHTAaX:
JiaTa, MOANKCH, BU3bl COTJIACOBaHUs, TpU( YyTBEPKACHUS, aapecar, 3aBepUTeIbHas
MOATUCK.

49.  ApXUBHOE XpaHEHHUE B )KM3HCHHOM IIMKJIE AJICKTPOHHBIX JIOKYMEHTOB.

50. BwumoBoii cocTaB 37IEKTPOHHBIX JOKYMEHTAIBHBIX PECYPCOB.

51. OcHoBHBIE  3Tambl  pPa3BUTHUS  APXMBOB  MAIIMHOYUTAEMbIX
(9TIEKTPOHHBIX) TOKYyMEHTOB B Poccum.

52. OcHOBHBIE  JTambl  pa3BUTHUS  APXHUBOB  MAIIMHOYUTAEMBIX
(9TIEKTPOHHBIX ) TOKYMEHTOB 32 pyOe:KoM.

53. CoBpeMeHHBIC OpraHU3alUOHHBIE (OPMBI XPAaHEHHS AJICKTPOHHOU
JIOKYMEHTAIIUH.

54. Penuruo3neie 0ObEIUHEHUS. 3aKOHOAATEIBCTBO O PEIUTHO3HBIX
oObenuHeHusIx. Buaesl penurnosnbix oobeauHeHuid. Co3maHue U O0COOCHHOCTH
NEeSATENbHOCTH.

55.  ®ona. Ilonarue u Buasl ponao. Co3gaHue U MOPSIOK AEATEIbHOCTH
dbonpa.

56. [lonstue ropuanueckod cuibl JAoKyMeHTa. CrocoObl MNpuAaHus
JOKYMEHTY HOPUINYECKON CUJIbl. PeKBU3UTHI, 0OECreUMBAIOIIUE FOPUTUUYECKYIO
CHIIy JOKYMEHTA.

57. PexBU3UTBHI yHOCTOBEpEHHsS TOKyMeHTa (MOAMHUCH, Ie4YaTh, TpUd
YTBEPKJICHUS, TPU(] COTIACOBAHMS, OTMETKA O 3aBEPEHUH KOTIHH).

58. Cuctembl ynpaBiIeHUECKONH JOKyMEHTAIUH.

59.  OcuoBuble 3a7aun EquHON CUCTEMBI KiIacCU(UKAIIUN U KOAUPOBAHUS
uHpopmarmu. OOmas XapaKTepUCTHKA OOIIEPOCCUICKUX KIACCH(PUKATOPOB
TEXHUKO-2KOHOMHYECKOU 1 COIMABbHON WH(OpMAIUH.
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60. TlonsThe Konmuu AOKyMeHTa. Bubl KOMUiA B 3aBUCMOCTH OT CIIOc00a
ux BocrpousBeaeHus. [lopsnok odopmiieHUs Komui. YI0CTOBEpEHHUE KOIHUHU.
[lonatue myOneTHOro JOKyMeHTa. I[IOHATHS TOMJIMHHOTO M TOJIOKHOTO
JToKyMeHTa. UepHOBOI 1 O€JI0BOM TOKYMEHTHI.

9.5. IlpumepHble OIllEHOYHbIE MAaTepHaJbl /Js TOATOTOBKH K
NMPOMEKYTOYHOM aTTecTAllMU

1. KomMIeke opraHu3aliMOHHO-IIPaBOBBIX JOKYMEHTOB, X Ha3HAY€HUE
U CcojAepXaHue. 3aKOHOJATENIbHAas pEerVIAMEHTALMs TMOpsA/Ka COCTABICHHUS U
oopMIIEHUSI OTACNIbHBIX BUJOB OPraHU3al[MOHHO-TIPABOBBIX JTOKYMEHTOB (yCTaB,
MOJIOXKEHHUE).

2. Tabens ¢opm npokymMeHToB u AnbOoMa (opM JTOKYMEHTOB,
co3laBaeMbIX opranuzaiueil. HopmMaTuBHbIE M METOIUYECKHE OCHOBBI IIOCTPOCHHUS
Tabens GopM JOKYMEHTOB.

3. CoctaB U CTpyKTypa OOLIEPOCCUUCKUX KIACCHU(UKATOPOB TEXHUKO-
PKOHOMHYECKOW ®  conuanbHOi  wHpopmammu. OOJacTh  NPUMEHEHUS
KJIacCU(PUKATOPOB.

4, Enunas cuctema kiaccuukanuy U KOAUPOBaHUS HHDOPMALIHHL.

S. Ha3snaueHue  crnpaBOYHO-MH(DPOPMAMOHHOW W aHATUTUYECKON
JOKYMEHTAllMU B YyNpaBJIeHYECKOW aestenbHocTH. Kiaccudukanus crnpaBoyHO-
MH(OPMAIIMOHHBIX U AHATMTUYECKUX JOKYMEHTOB.

6. Onpenenenue MTOHSATHN "yHUpUKALS JOKYMEHTOB" 17}
"crangaptuzanus  JoKyMeHTOB".  OCHOBHbIE  HampaBieHUS  yYHU(PUKALHIH
JIOKYMEHTOB, METO/Ibl YHU(DUKAITUU

7. [TonsiTue yupexaeHuss Kak HEKOMMEPUYECKOW OpraHu3aldd U ero
Bubl. [TopsaoK co3Manust, peopraHu3aliiy U JTUKBUIALNH YUPEKICHUS.

8. Hexkommepueckoe  maptHepcTBo.  IloHATHE  HEKOMMEpPYECKOTO
naptHepcerBa. [Ipu3HaKu HEKOMMEPYECKOTO TAPTHEPCTBA.

Q. [IpaBoBOE peryanpoBaHHE IESITEIbHOCTH TOProBO-MPOMBINIICHHON
nanarel Poccuiickas cucreMa TOProBO-IPOMBIINIIEHHBIX manar. (OCHOBHbIE
TEHJICHIIUH €€ Pa3BUTHS HA COBPEMEHHOM JTare B POD.

10. TpeboBanus kK 0OPMICHHIO TEKCTOB KaIPOBBIX TOKYMEHTOB.

11. Ha3naueHue CHUCTEMBI OpPraHM3allMOHHO-TPABOBOW JIOKYMEHTALUH.
Ha3BaTh 00s3aTeNbHbIE OPraHU3AIIMOHHO-TIPABOBBIE JOKYMEHTHI IPEATPUSTHSL.

12.  OG6mme tpeboBanusi k odopmiieHno. CTPyKTypa TEKCTa W MOPSIOK
yTBepkieHus [lpaBun BHYTpeHHEro TpyAoBOro pacrnopsiaka, [lomoxenuss o0
oruiate Tpyzaa, [lonokeHnst 0 KOHTPOJIMHIE MepCcoHaa.

13. HopwmaruBHBIE aKThl, pErJaMEHTUPYIOIIME TOPSAOK  BEACHUS
JIENIONIPOU3BOACTBA M CUCTEMy paboThl ¢ oOOpameHusiMd TpaxaaH B
['ocynapctBennon lyme.

14, MHuctpykmuss mo pabore ¢ oOpamenusimu rtpaxaan B CoBere
®enepanun PeaepansHoro Codbpanust PO.

15. llenTpanu30BaHHBI TpHEM, perucTpamnus, ydyeT oOpamieHuil B
[Tpuemnoit I'ocynapcrBennoit Jlymbr u @enepansHoro CoOpanust Poccuiickoi
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®enepaunu. LleHTpan3oBaHHbIN YUET U PETUCTPALINS MMCbMEHHBIX OOpAILEHU.

16. IloaroroBka OTBETHBIX U MHUIIMATUBHBIX ITUCEM.

17.  Yuer 10KyMEHTOB B CTPYKTYPHBIX IOJIpa3AeIeHUsIX

18. ®opmupoBaHHE apXUBHBIX JI€JI IO MHCbMEHHBIM OOpAIICHUSM.

19. Tlopsimok xpaHeHUS 3asBJICHUM, IPEAIOKEHUH, Kam00 rpakaaH

20. 3akoHOmaTeNBbHOE  pEryJIHpOBaHWE pPabOThI C  MUCHMEHHBIMU
oOpallleHUsIMU B CyJax.

21. UHCTpyKIuS O TMOPSAIKE pPACCMOTPEHUs OOpalleHWd TpaxkaaH H
BeneHue JlenonpousBoctea no HUM B CyzeOHOM AenapraMenTe npu BepxoBHOM
Cyne PO.

22.  Bunpl oOpalnieHuii B Cy/ibl.

23. OyHKUUHU OTAENOB (KaHUEISPHUil) CYJ0B MO MPUEMY Tpak/IaH.

24. OOpaboTka MMCbMEHHBIX OOpAIICHHM, UX PETUCTpAIIUS.

25. llopsaok [OKyMEHTHpPOBAaHUS PACCMOTPEHHUs 3asBICHMM, »Kanoo,
MPEIOKEHUM.

26. OcobeHHocTH pPabOTHI ¢ OOpAIIEHUAMH, TOCTYIMUBIIUMH OT OPTraHOB
HcnonnurensHoii Biactv, BepxoBHoro Cyma, Coera Cyaeit P®, nemnyratoB
['ocynapcrBennoit lymbl. Cpoku XpaHeHUs 0OpallleHnui B Cyaax.

27.  OCHOBHBbIE MOHATHUS MPOTPAMMHO-AINNAPATHON 3aIIUTHl HHDOPMALIUH.

28. KonmenrtyanbHble W METOAOJOTHYECKHE  OCHOBBI  3aIlUTHI
uH(popMauu.

29. Ompenenure  Ha3HAYCHHWE  MPEABAPUTEIBHOTO  PACCMOTPEHHS
nokyMeHTOB. [lopsmok cornacoBaHusl U YTBEPKACHHUS JOKYMEHTOB, BapHAHTHI U
nops1I0K 0hOpMIICHHUS.

30. TpeboBanust k OGOPMIICHUIO PEKBH3UTA «MOAMHCH». OdopmieHue
PEKBH3HUTA «OTTUCK TMedyatny». [IpaBuia Kk 0ohopMICHUIO PEKBU3HUTA «PE3OITFOIIH.
3HaueHue M TOPSIOK O(OpPMIIEHUS JENIONPOU3BOACTBEHHBIX OTMETOK Ha
JIOKYMEHTE.

31. JlokymeHTOOOOpOT:  TOHATHE, CTPyKTypa, aHanmu3. OObem
JOKYMEHTO000pOoTa. AJITOPUTM MOATOTOBKH TIOKYMEHTA.

32. Ilonatue >IEKTPOHHOTO JOKYMEHTa W €ro 3HA4YeHHE B
UH(POPMAITMOHHOM OOECTICUCHUH YIIPABJICHUS.

33. DnexkTpoHHas TOANKWCH W €€ 3HauYeHHe B HHPOPMAIOHHOM
o0OecreyeHuu ynpaBieHUs.

34. Tlonstue yHUPUIIUPOBAHHON CHCTEMBI JOKyMeHTaruu. OCHOBHBIC
onpenaencHus. TpeOoBaHUS K YHU(PUIIMPOBAHHBIM CHCTEMaM JJOKYMEHTAIUH.

35. PbIHOK cHcTeM 3JIEKTPOHHOTO JOKyMeHTooOopora. Opranuszanus
AIIEKTPOHHOUN CHCTEMBI YIIPABJICHUS JOKYMEHTOOOOPOTOM.

36. HazoBuTe HOPMATHBHO-TIPABOBHIE  aKThl, PETJIAMEHTUPYIOIIHE
HOPSAZIOK COCTaBIEHUS U OPOPMIICHUS TOKYMEHTOB. Y KaKUTE I'OJl U3/1aHus, JanTe
KPaTKyI0 XapaKTEepUCTUKY.

37. Kpurepuu u GpakTopsl, BIUSIONIME HA BHIOOP CUCTEMBI MJIEKTPOHHOTO
JIOKYMEHTO00O0pOTA.

38. Pabora c cekpeTHbIMH JOKYMEHTaMHU.

39. TunoBble BeIOMCTBEHHBIC MIEPEUHHU TOKYMEHTOB.



23

40. HopmaTtuBHbBIE JOKYMEHTHI BEIOMCTBEHHOI'O apXHUBa

41. Hcnonb3oBaHHE ApXUBHBIX TOKYMEHTOB

42. HayuHo- cripaBOYHBI arrapaTa apXuBOB.

43. CoBpemMeHHBIC apXUBHBIE TEXHOJIOTHUU

44. XpaHeHHE JIEKTPOHHBIX JOKYMEHTOB B apXHBax

45. Oobecneuenne 0€30MaCHOCTH ApXUBHBIX (DOHIOB W 3JaHHUI apXHUBOB
IIPY YpE3BBIYANHBIX CUTYAIIHIX

46. OcoGennoctu opopmienus [lonoxenus o KaapoBoii Ciryxoe.

47. llopsomox odopmieHuss U CTPYKTypa TEKCTa JIOJHKHOCTHBIX
UHCTPYKIUI paOOTHUKOB.

48. PacmopsauTenbHbIe KaapoBble JOKYMEHTHI. [1opsiiok ux cocTaBieHus
1 opopMIICHHUS.

49. IlpenocraBieHue OTIYCKOB U HAIlpaBJICHUE B KOMaHIUPOBKH.

50. OOmme npuHIMIBI OOECTICYCHHUSI JIOJITOBPEMEHHON COXPaHHOCTH
AIIEKTPOHHBIX IOKYMEHTOB.

9.6. Onucanmne moka3areJieii M KpUTepHeB OLEeHMBAHNSI KOMIIeTEHIIMH, a
TaK’Ke IIKaJ OlleHUBaHUA

Kputepuu onieHKu pe3yabTaToB MPAKTUKU
KauecTBO BBIIOITHEHUS
ConeprxaHue OTYETHBIX
3ajady, Hannune
Onenka JIOKYMEHTOB,
PEeTYyCMOTPEHHBIX OTYETHBIX
o MpeACTaBICHHBIX
MPOTrpaMMOit JIOKYMEHTOB
oOyyJaronumcs
MIPAKTUKHU
OTan4HO 3HaeT, yMeeT, 4To 1. UunuBunyansHoe OmnucaHue nporecca u
MPOJICMOHCTPUPOBAHO B 3aJaHue ISl pe3yibTaTa
X0/J1€ TPOXOXKICHUS MIPOXOKICHUS MIPOXOKICHUS PAKTUKU
MIPaKTHUKH. MIPaKTHUKH.
Bce 3aganus BEITOITHEHBI 2. JIHeBHUK
Ka4eCTBEHHO U B IIOJTHOM MIPOXOKICHUS
00BbEME, OTUYETHEIE MPaKTUKH.
JIOKYMEHTBI PEJICTABIICHbI B 3. Otuer o
CPOK, MOJy4Y€eH MIPOXO0XKJIEHUH
IIOJIOKUTENBHBIN OT3BIB CO MIPaKTHUKH.
CTOPOHBI PYKOBOAUTES 4. Marepuainsi,
MPaKTUKU MIOJATOTOBJIEHHEIE
oOydJaronuMmcs B
X0/J1€ MPAKTUKHU.
Xopouio Bce 3ananus Beimoninensl B 1. UHauBuayansHoe OmnucaHue mporecca u
MOJIHOM 00BEME, HO C 3aJaHue I pe3ynbTara
HECYIIECTBEHHBIMHU MIPOXOKICHHS MPOXOKICHHS TIPAKTHKH
HEJI0UETaMH U MOy MPaKTUKH.
PYKOBOAMTEISI PAKTUKH, 2. JIHeBHUK
MIPEACTABUI B CPOK MIPOXOKICHUS
MOJIOKUTENLHBIIA OT3EIB, MIPaKTUKH.
OTYETHBIE JOKYMEHTHI 3. Otuer 0

MPOXOKICHUHU




24

Kputrepuu onieHKH pe3yiabTaTOB NPAKTUKU
KauecTBO BBINOTHEHMS
ConeprxaHue OTYETHBIX
Ornenka salad, Hamane JIOKYMEHTOB,
MIPEeTYyCMOTPEHHBIX OTUYETHBIX
. MpeACTaBICHHBIX
porpaMMmoin JIOKYMEHTOB
— oOydJaromumcest
MPaKTUKH.
4. Marepuaisl,
MOATOTOBJICHHbBIE
oOyyJaromumcs B
X0J1€ MPAKTUKHU.

Y 10BIETBOPUTEIBEHO 3a/1aHus BBIIOJTHEHbI 1. UnauBuayanbHoe OmnucaHue mpouecca u
IIOJIHOCTBIO, HO HE COBCEM 3a/laHue s pe3yibTara
KauecTBEHHO (coJiepkaHue MIPOXOKICHHS MPOXOKICHHS TIPAKTHKH

JeSATEIbHOCTH, MPaKTUKH.
MPEyCMOTPEHHON 2. JIHeBHUK
MporpaMMoi PaKTUKH, HE MIPOXOKICHUS
BIIOJIHE PACKpPBIBAETCS B MPaKTUKH.
OTYETE U JHEBHUKE, 3. Otuer o
BBISIBIIIFOTCSI CYIIIECTBEHHBIE  TPOXOXKICHUU
poOeIbl B 3HAHUSX B MPaKTUKH.
obnactu mpoPHIBHBIX 1 4. Marepuarisi,
CHEIHUANbHBIX JUCIUIUINH), MOATOTOBICHHBIC
OJIHAKO OTYETHBIE oOyyJaromumcs B
JIOKYMEHTBI PEJICTABIICHbI B XOJI€ IPAKTUKH.
CPOK M MOJIy4YeHa
MOJIOKUTEIbHAS
XapaKTEePUCTUKA MPAKTUKU
PYKOBOAUTEIA
HeynosnerBopurensHo  3ananus He BeIMOAHEHBl 1. MHamBHayansHOe OmnmcaHue npouecca u
MOJIHOCTBIO WJIU BBITIOJIHEHBI 3a/laHue NSl pe3yibTara
HEKa4eCTBEHHO MIPOXOKICHHS MPOXOKIEHHS TIPAKTHKH
(comepxaHue NesTeIbHOCTH, MPaKTUKH.
MpeyCMOTPEHHOW 2. JIHeBHUK
MporpaMMoil PaKTUKH, HE MIPOXOKICHUS
PACKpBIBAETCS B OTYETE U MIPaKTHUKH.
JTHEBHHKE, BBISIBISIOTCS 3. Otuer o
CYILIECTBEHHbIE TPOOEIIBI B MIPOXOXKICHUH
3HAHUSAX B 001aCTH MPaKTUKH.
PO IIBHBIX U 4. Marepuaisl,

CHEIHUAJIbHBIX AUCUMIINH), TOATOTOBIEHHBIE

Y TIOJTyY€Ha OTpHIaTesbHas  o0ydarouumcs B

XapaKTEePUCTUKA MPAKTUKU  XOJI€ MPAKTUKHU.
PYKOBOIUTENS

9.7. dukcHpoBaHuUe Pe3yabTATOB MPOXOKAECHUS MPAKTHKH.

OueHka BBICTABIISIETCA IO PE3YJIbTATaM 3AIIUTHI MPAKTHUKA B BEJOMOCTb U
3aUETHYI0 KHIKKY oOyyvaroierocsi. BenoMocTb XpaHUTCsl B AUPEKIIMU HHCTUTYTA.

OO6me uTOoru MpakTUKU MOABOJAATCS Ha CoOBEeT€ MHCTUTYTA C y4acTHEM
npejcTaBuTesie kadeapsl U mpeacTaBuTeNiei oT NpouiIbHON OpraHu3aluim.
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OOyuaroiuecs, He BBIIIOJIHUBIIKNE TPOTrpaMMy MPAKTUKH MO0 YBAKUTEIbHOM
PUYMHE, HAMIPABJISIOTCS HA MMPAKTUKY BTOPUYHO, B CBOOOIHOE OT y4eObl BpeMmsi.

OOyuaroiuecs, He BBIIOJHUBILNE IPOrpaMMy MPAKTUKU 0€3 YBaKUTEIbHOM
NPUYUHBI WM TOJYYUBIIHE OUEHKY «HEYO0081emBOpUMENbHO», CUUTAIOTCS
MMEIOIIUMHU aKaJEMUYECKYIO 3a/10JIKEHHOCTb.

OpurvHamsl OTYETHBIX JTIOKYMEHTOB TIO TPaKTHUKE XpaHSATCsS Ha Kadenpe,
OTBETCTBEHHOI 3a MPOBEJICHUE MPAKTUKH.

10. VYuyeOHo-meroauuyeckoe, HHPOPMALUMOHHOE W MATEPUHAIBHO-
TeXHH4YecKoe odecrevyeHue NpoBeieHUsl NPAKTUKHU

10.1. Ilepeuyenb pexoMeHAyeMOW y4eOHOW JHMTEpPaTypbl, HEOOXOAUMOI
JJI51 IPOXO0KAEeHHUS MPAKTUKH

10.1.1. OcHoBHas JInTepaTypa

1. ApacmanoBa, B. A. JlokymeHTallmoHHOE OO€cCleUYeHUE YIIPABICHHUS:
y4eOHO-TIpakTUIECKOe IMocobre B cxemax, Tabnuiax, obOpasmax: [12+] / B. A.
Apacna"oBa. — 2-e u3f., nomn. u nepepad. — Mocka; bepnun : Jupexr-Menaua,

2020. — 266 c. : wmm., Tabn. — Pexum pocryma: mo moamumcke. — URL:
https://biblioclub.ru/index.php?page=book&id=578394 (mata oOparieHus:
09.02.2023). — bubmumorp. B kH. — ISBN 978-5-4499-1454-5. — DOI

10.23681/578394. — TekcT: JIeKTPOHHBIN.

2. BemkypoBa, A. b. JlokyMeHTallMOHHOE OOECHEYeHHE YIPABICHHUS:
y4eOHOe MocoOue ais CTYJAEHTOB CPEeAHEro MmpogeCCUOHATBHOrO 00pa30BaHMUS:
[12+] / A. b. BemkypoBa. — Mocksa; bepnun: dupexr-Meaua, 2020. — 170 c.: un.,
TaoJI. — Pexum JOCTyIa: 10 TIOJIITUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=570999 (mata oOpaIeHuUs:
09.02.2023). — bubmuorp.: c¢. 156-159. — ISBN 978-5-4499-0436-2. — DOI
10.23681/570999. — TekcT: 3JIeKTPOHHBIH.

3. Kysnenos, 1. H. JlenonpousBoactBo: yuedHoe mocodbue: [16+] / U. H.
Kysnenos. — 10-e uzn. — Mocksa: JlamkoB u K°, 2021. — 406 c.: Tabn. — Pexxum
JIOCTyIIA: o TIOJIITHUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=684221 (marta oOparieHus:
09.02.2023). — bubmuorp.: c. 312-323 — ISBN 978-5-394-04152-5. — Tekcr:
AIIEKTPOHHBIN.

10.1.2. lonoaHuTEIbHASI JIUTEPATypPa

1. ApacnanoBa, B. A. CinyxeOHble TOKYMEHTBI: (DOPMYJIApbI U MPUMEPHI
opopmiieHusi. AnpOoM: ydyeOHO-TIpakTHUeckoe rmocooue: [12+] / B. A.
ApacnanoBa, E. C. BypmuctpoBa. — Mocksa; bepaun : [upekr-Meaua, 2020. —
108 C. — Pexxum JIOCTyIA: 10 IIOJIITUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=578396 (marta oOparieHus:
09.02.2023). — bubauorp.: c¢. 100-105. — ISBN 978-5-4499-1453-8. — DOI
10.23681/578396. — TekcT: 3JIeKTPOHHBIN.

2. KonpunennuanpbHoe AETONPOU3BOACTBO U 3aLIUIICHHBIN 3JIE€KTPOHHBIN
nokymeHntoobopotr: yueObnuk / A. I'. ®dabpuunos, A. C. [démymkun, T. B.
Konpgpamosa, H. H. Kynse. — Mocksa: Jloroc, 2011. — 452 c. — (HoBas



https://biblioclub.ru/index.php?page=book&id=578394
https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=684221
https://biblioclub.ru/index.php?page=book&id=578396
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YHUBEpCHUTETCKass OuoOnmoreka). — Pexum noctyma: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=84996 (mata oOparieHus:
09.02.2023). — ISBN 978-5-98704-541-1. — TekcT: 3I€KTPOHHBI.

10.2. Ilepeuenb pecypcoB HHGPOPMANUOHHO-TEJIEKOMMYHUKAIIMOHHOM
cetu « AHTEpHET», HEOOXOAMMBIX /IJISl IPOBEeHNsI MPAKTHKH
1. DnexTpoHHO-OMOIMOTEeUHAs CHCTEMa « Y HUBEPCUTETCKAsl OMOIMOTeKa OHJIAalH»:
https://biblioclub.ru/
2.DOnexTpoHHO-OnOMMoTeuHas cucrema «[Ipocmexry»: http://ebs.prospekt.org/books
3. Dnekrponnas oudnmuoreka Elibrary: https://elibrary.ru/defaultx.asp
4. HamumonanbHas snekTpoHHas ounobnuoreka (HOB): http://H36.pd

10.3. Ilepeyenbr MH(GOPMANMUOHHBIX TEXHOJIOTHI, MCIOJb3yeMbIX NPH
NpOBeleHNH NMPAKTUKHU, BKJIOYas NepeyeHb NMPOrpaMMHOr0 odecneyeHus: u
UH(OPMALMOHHBIX CIPABOYHBIX CHCTEM
1. Bcepoccuiickuii HayqHO-UCCIEAOBATEIILCKUN UHCTUTYT JOKYMEHTOBEACHUS U
apxuBHoro nena (BHUUIAN) [Dnexkrponnsiii pecype] /BHUNIAL - DnexTpoH,
naH.- M., [2001].— Pexxum moctyma: www.vniidad.ru cBoOoaHbIi. — 3ari. ¢
IKpaHa.

2. DOC-Online. He3aBucumbplii mmopTaJl O  CHUCTEMax  d3JIEKTPOHHOTO
JOKyMeHTooOopoTa. Www.doc-online.ru

3. Caiitel (hupM-pa3pabOTIMKOB CUCTEM ICKTPOHHOTO JOKYMEHTOO000pOTA.
WWW.GRANIT.RU

WWW.MDI.RU

WWW.EOS.RU

WWW.INTERTRUST.RU

WWW.IT.RU

10.4. Y4eOHO-MeTOAMYECKOE O0ecmeYeHHe CaMOCTOSITEJbHOM PadoThI
o0y4Yaromuxcs Ha NPAKTHKE

[IpaBuiia  opraHuM3auuMy  XpaHEHHs, KOMIUIEKTOBAaHHMS  JOKYMEHTOB
ApxuBHoro ¢gonna Poccuiickoit denepanuu u Ipyrux apXuBHBIX JOKYMEHTOB B
opraHax TOCYJAapCTBEHHOW BJACTH, OpPraHaXx MECTHOIO CaMOYIIPaBICHUS H

OpFaHI/ISaHI/ISIX. PeX(I/IM ,Z[OCTyrIaI
https://www.consultant.ru/document/cons doc LAW 185738/57eb8180cf50793c9
0e86f7d19b030e748206646/

10.5. Onucanme mMaTepuajbHO-TeXHUYECKOH 0a3bl, HEOOXOTUMOM IJIsi
NpoBe/leHUs] MPAKTUKH
1. MynpTUMenuitHass ayauTopusi [Jis TPOBEICHUS JICKIIMOHHBIX 3aHATHH C
BBIX0JIOM B MHTEpHET.
2. OOopyloBaHHBIM Il TMPOBEACHUS NPAKTUUECKUX TPYMNIOBBIX 3aHATHN

KOMITBIOTEPHBIA KJIACC C YCTaHOBJICHHBIM OQHUCHBIM obOecrieueHuemM Microsoft
Office — 2007 +.


https://biblioclub.ru/index.php?page=book&id=84996
https://biblioclub.ru/
http://ebs.prospekt.org/books
https://elibrary.ru/defaultx.asp
http://нэб.рф/
http://www.vniidad.ru/
http://www.doc-online.ru/
http://www.granit.ru/
http://www.mdi.ru/
http://www.eos.ru/
http://www.intertrust.ru/
http://www.it.ru/
https://www.consultant.ru/document/cons_doc_LAW_185738/57eb8180cf50793c90e86f7d19b030e748206646/
https://www.consultant.ru/document/cons_doc_LAW_185738/57eb8180cf50793c90e86f7d19b030e748206646/
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11. UHble cBeeHUS U MaTEePUAJIbI

Meroaunueckue ykazanus Jisi 00y4aroIuXcs M0 MPOXO0KIECHUIO MPAKTUKH.

WupuBuayanbHOe 3aJaHue I MPOXOXKACHUS MPAKTUKU (MPUIOKEHUE
Ne 1).

JIHEBHUK MPOXOKICHUS MPAKTUKU (TIprioxkeHne Ne 2).

OT4eT 0 MPOXO0XKACHUM NPAKTUKH (TIpriokeHne Ne 3).

OT3bIB Ha OTYET M0 MpakTUKe (MpuioxeHue Ne 4).

O6pazenr  odopmieHUsT  3ampoCa-MIOATBEPKICHUSI B OpPraHU3AIUIO
(npunoxxenue Ne 5).

O6pa3zel npukasa o npakTuke (npuigoxeHue Ne 6).

OoOpa3serr oTueTa 0 npakTUKe Kadeaps! (mpunoxernue Ne 7).

Pa3zpaborunk J M. A. brrukoB
K.W.H., IOIEHT Kadeapsbl

UCTOPUYECKUX HAYK U apXUBOBEICHUS

«23» mapra 2023 1.

3aBenyromuii kadenpoit
UCTOPUUECKHUX HAYK U apXUBOBEIS 4

J.U.H., mpodeccop C. H. Apremos
«23» mapra 2023 1. = //1(/

CoriacoBaHo:

JupexTtop nHGOpMalMOHHO-OUOIMOTEYHOTO

IIEHTpa
«23» mapra 2023 1.

C. B. Manyxuna
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ITpunosxenune Ne |

MuHKCTEpCTBO HAYyKHU U BhIcIero odpazoanus Poccuiickoit denepanun
denepanbHOE TOCYTapCTBEHHOE OIOHKETHOE
o0pa3oBaTenbHOE YUPEKICHNE BBICIIIETO 00pa30BaHUS
«MOCKOBCKHH roCy1apCTBEeHHbIH JUHIBUCTUYECKMH YHUBEPCUTE)
(®I'OY BO MI'J1Y)

Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

MHIUBUJAYAJIBHOE 3AJAHMUE!

(®.11.0. obyuaromierocs)

(HauMEHOBaHUE HMHCTUTYTa / haKysbTeTa)
00y4aroIerocs o HarpaBJIEHUIO
MOJIMOTOBKHU (CTIEIIMATbHOCTH)

Hanpasnennocts (mpoduib,

CIieraIn3arus)
00pa3oBaTesIbHOM pOorpamMmbl
Kpanupukamms
AT IIPOXOXKACHU A IIPpaKTUKH
(Haumenosanue NPaKmMuKi,)
B IIEPUOX C«__ » 20 . mo «_» 20 T
Ne
- Coneprxkanue 3aaHus
1. OsHakomumuvcs....
2. Iloozomosums u nposecmu...
3. Ilposecmu ananus...
4. Opeanuzosame....
5. Odopmume....
6. Hocemum....
7.

K 3amure MPAKTHKHA NMPEACTABUTH CJICAYIOINEe JOKYMEHTDI:

Hnousudyanvroe 3adanue 05 NPoXoAcOeHUs: NPAKMUKY

Jnesnux npoxodicoenusi npakmuxy

Omuem 0 npoxodcoenuu npaKmuKy

Om3v18 pyKosooumeinsi npakmuku om Ynugepcumema

Xapaxmepucmuky-om3ul8 pyko8oOumens NpaKmuKu om npo@uibHol Opeanu3ayuy

oA W INE

Yuebno-memoouuecxkue dokymenmol (Mamepuaivl), NOO2OMOBIEHHbIE 8 X00e NPAKMUKU

PYKOBOI[I/ITGJ'IB IMPAaKTHUKH OT yHI/IBepCI/ITeTa
(OondicHocmsb, HauMeHo8anue Kageopot) (noonucw) (uHuyuanel, pamuiis)
« » 20 T

P YKOBOAUTEIIb ITPAKTUKU OT

P a3pa6aTLIBaGTC${ " BbIJACTCA 06y‘laIOHI€MYCH PYKOBOAUTECIIEM ITPAKTUKHU OT YHI/IBCpCI/ITCTa
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poIIEHON OpTraHu3aIiiy

(OondicHocmb, HAUMEHOBAHUE OP2AHU3AYUL) (noonucw) (uHuyuanvl, pamurus)
« » 20 T

Jarta BpI1auu MHAUMBUIYAJIBHOIO 3aJJaHUS: «  » 20 T

CpoK 3aIIMThI OTYETA MO MPAKTUKE: «__ » 20 T

HHCTpyKTaX 10 TEXHUKE O€30MaCHOCTH, [T0KapHON 0€30MaCHOCTH PO JIEH.
C nHauBUAYaIbHBIM 3aJaHUEM O3HAKOMIJIEH.

(Oama) (noonucwv) (@.U1.0 obyuarowecocs)
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ITpunoxxenne Ne 2

MuHKCTEpCTBO HAYKHU U BhIciIero odpazoanus Poccuiickoit denepanun
denepanbHOE TOCYIaPCTBEHHOE OIOHKETHOE
0o0pa3oBaTenbHOE YUPEKICHHUE BBICIIET0 00pa30BaHUs
«MOCKOBCKHH roOCy1apCTBEeHHbIH JUHIBUCTUYECCKUUA YHUBEPCUTET
(®I'bOY BO MI'J1Y)

Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

JHEBHHU K?

MMPOXOKACHUA IIPpaKTUKU
(HaumeHoBaHUE NPAKMUKLL)

(D.U.0. obyuaiowezocs)

(HaumeHosaHUe UHCMUMYmMa/phakyibmema)
00yyJaromerocs 1mo
HaIMpaBJICHUIO TOATOTOBKU
(criennaabHOCTH)

Hanpasnennocts (mpoduib,
CrIeraIi3anus)
00pa30BaTeNbHOM MPOrpaMMbl

KBanudukamms

®opma 00yueHus

(OuHas, OYHO-3A0YHAS, 3A04HAS)

VYyeOHnas rpynma Ne

PykoBoauTe b MpakTUKH
OT YHUBEPCUTETA

(D.HU.0., konmaxkmuwiii meneghon )
PykoBouTens npakTuku
OT MPO(UILHON OpraHU3aluN

(D.HU.0., konmaxkmuwiil meneghon )
MecTo npoxoxaeHUs
IMPaKTHUKM:

(adpec, koHmaxmHole meie@oHst)

CpOK IPOXOKIECHUS
MIPAKTUKH: C«_ » 20 1. no  «_» 20 T

3aroaHgeTcs O6y‘laIOHII/IMCSI
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IIponosxkenne nHeBHUKA (JIner 2)

KasienaapHblii ILIaH NPOXO0KICHHS IPAKTHKHS

OTMeTKa pyKOBOJHUTEIIS
HPAKTUKA OT
Jlata Copep:xaHue BHIIOTHEHHON PabOTHI PO IIBHOM
OpraHu3aluH o
BBITIOJTHEHUH PaOOTHI
1.08.
2.03.
3.03.
nT.UA.
(noonuce) (D.H.0. obyuarowezocs)
« » 20 1.
PykoBonuTenb npakTuKu
OT MPOUILHON OpraHU3aluN
(noonuce) (®.H1.0. pykosodumeins)

« » 20 T

BeHeTCﬂ O6yanOHII/IMCH 3a Ka)K,HLIfI JACHb IMPAKTUKH
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ITpunosxenne Ne 3
MuHnucTepCcTBO HAyKU U Bhiciiero oopazoBanus Poccuiickoit denepannu
denepanbHOE TOCYTapCTBEHHOE OIOHKETHOE
o0pa3oBaTenbHOE YUPEIKICHNUE BBICIIIETO 00pa30BaHMUS
«MOCKOBCKHMH rocyapCTBEeHHbIH JMHIBUCTHYECKMH YHUBEPCUTED)
(®I'OY BO MI'J1Y)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»
(MSLU)

OTYET*

(O6paszer; opopMIICHUS TUTYJIBHOTO JIUCTA)

O MMPOXOKIACHNHA IIPpaKTUKH
(Haumeno8aHue NPAKMUKY)

(D.U.0. obyuarowezocs)

(naumenosanue uncmumyma / haxynvmema)
00yyarolierocs 1mno
HalpaBJICHUIO ITOATOTOBKHU
(cenanbHOCTH)

HamnpasnennocTs (mpoduib,
crienMaau3aims) 00pa3oBaTeIbHOM
IPOTPaMMBbI

Kpanudukanus

®dopma 00yueHus

(ounas1, OYHO-3A04HAS, 3A0UHAS)

VYyebHas rpynma Ne

OdopmitsieTcst 00ydaroIMcst
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OTtuer o MMPOXOKACHUHN ITPAKTHKN
(Obpasey ogpopmaenus omuema o npakmuxe)

MecTo MNPOBCACHUA NMIPAKTUKH:

1. KpaTkuii aHa/u3 pe3yJibTATOB NPOXO0KICHUS MPAKTHKHA
00y4alumumMcs ¢ y4eTOM HHAMBUAYAJIbHOIO 32 JaHUS

2. Ilpensio:keHUs M MOMKETAHUS:

(nodnicy) (D.H.0. obyuarowezocs)
« » 20 1.
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ITpunoxxenne Ne 4

MuHKCTEpCTBO HAYKU U BhIcIIero odpazoBanus Poccuiickoit denepanun
benepanbHOE TOCYIaPCTBEHHOE OIOKETHOE
o0pazoBaTenbHOE YUPEIKICHNE BBICIIIETO 00pa30BaHUS
«MOCKOBCKHH roCy1apCTBEeHHbIH JUHIBUCTUYECCKUHA YHUBEPCUTET
(®I'bOY BO MI'J1Y)

Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

O13bIB°

Ha OTYECT 110 IIPAaKTUKE
(HaumeHoBanue NPAKMUKU)

(D.H.0. obyuaiowezocs)

(Haumenosanue uncmumyma / paxyiomema,)
oOyyaromerocs 1mo
HATPABIICHUIO MTOITOTOBKH
(cerManbHOCTH)

Hanpasnennocts (mpoduib,
CIieUaIn3aIus)
00pa3oBaTesbHOI MpOrpaMmbl

KBanudukamms

®opma o0yueHus

(ouHas, 04YHO-3004HASL, 3A0YHAS)

YyeOnas rpymma No

OdopmitsieTcsi pyKOBOJUTEIEM IPAKTHKU OT Y HUBEPCUTETA
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IIponoxenne Ot3biBa (JIucr 2)

1. CBe)]eHI/Iﬂ 0 HAJIUYMHA OTYETHBIX TOKYMEHTOB.
Jlneenux npoxodcoenus npaKxmuxu

Omuem o npoxodicoenuu npaKmuxu
Hnousuodyanvroe 3adanue 015 NPOXOHCOEHUSL NPAKMUKU

Xapaxmepucmuka-om3wvl8 pyKosoOumes npakmuKki om npo@UIbHOU opeanu3ayuu

Om3bi6 pyKogoOumens npakmuxky om Ynugepcumema

Yuebno-memoouuecxue 0okymenmol unu uHble MAMEPUAIbL), NOO2OMOBIEHHbIE 8 X00€ NPAKIMUKU

2 Conep:xanue OTYETHBIX JIOKYMEHTOB, IPEICTABJIEHHBIX 00y4YaAKOIIUMCS
Tonnoma ompasicenuss Xxo0a NPaKMuku 6 OHeBHUKe, CUCMEMHOCMb, MOYHOCHb 6 ONUCAHUU,
00CmMoBepHOCMb

Kauecmeo omuema O pe3ylbmamax npakmuKku, CocnaelerRHoco 06yuai0u4wwc;z

Kauecmeo omuemnuvix mamepuanos, paspabomaHusvix 00y4aruumcs

3. KadecTBO BHINOJTHEHUS HHIMBHUIYAJIHHOTO 32/ IaHUS
Coomeemcmaue pe3ynrbmama, NOJYUEHHO20 68 X00e 8bINOJIHEeHUs NPAKMUKU, 3A0AHUI0, OAHHOMY
odyuarowemycs

Obvem u kauecmeo 8bINOJHEHUSI UHOUBUOYATbHO2O 3A0AHUSL

4. BbiBo1 0 C()OPMHPOBAHHOCTH
KOHTPOJIMPYEMbIX KOMIIETCHIM I
(wim e€ yacrm).

PexomeHnayemasi olieHKa:

(omauuHo, X0pouio, y0081emeoOpUmMenbHo, Hey0o81emeopUmenbHo)

PYKOBOI[I/ITGJ'IB MMPAKTHUKHU OT YHI/IBepCI/ITeTa
(OondcHocms, HauMeHosanue Kageopot) (noonucv) (uHuyuanel, pamuiis)

« » 20 1.
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ITpunoxenne Ne 5
MuHHCTEPCTBO HAyKHU U BhIciIero oOpazoanus Poccuiickoii denepanun
denepanabHOE TOCYIAPCTBEHHOE OO IKETHOE
o0pa3oBaTenbHOE YUPEKICHNE BBICIIIETO 00pa30BaHUS
«MOCKOBCKHH roCy1apCTBEeHHbIH JUHIBUCTUYECCKUHA YHUBEPCUTET
(®I'bOY BO MI'J1Y)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»
(MSLU)

PykoBoaurento

(unoekc, adpec)

YBaxkaeMblil !

®denepanbHOE  TOCYJapCTBEHHOE  OIOJKETHOE  O0pa3oBaTEIbHOE  YUPEXKIEHHE  BBICLIETO
oOpazoBaHusi «MOCKOBCKMII roCylapCTBEHHBIH JTHMHIBUCTHUECKUH YHUBEPCUTET» MPOCUT Bac mpuHATH

JJI IPOXOKACHUSA MIPaKTHUKHU
(HaumeHoBaHUe NPAKMUKY)

CTyJeHTa Kypca )
(D.H.0. obyuaiowezocs)

oOyJatomerocsi Ha (pakyibTere o
HaMpaBJICHUIO MOATOTOBKH (CTIEHUAIBHOCTH)

B MEPUOA C « __ » 20 mo «__ » 20  roza u mo pe3yiabTaTam
MIPAKTHKH ITOATOTOBUTH XapaKTEPUCTUKY-OT3bIB Ha CTYICHTA.

Bame cormacue Ha mNpoxXoXKAEHWE TMpPAKTUKK CTyJEeHTOM B Bameil opranmzamuu Mpocum
MOATBEPAUTH MOJIKUCHIO U 3aBEPHUTH NIEYaThIO Ha HACTOSIIEM OJIaHKe.

[TpopekTop 1Mo o6pa3oBaTeNbHOMN AEITENTLHOCTH

(noonucw) (®.1.0.)

MLII.

Jlexan dakynbTeTa

(noonuce) (®.1.0.)
COTT'JITACOBAHDO:

(Pyxogooumenv opeanusayuu (yupexicoeHus)

MLIIL.

« » 20 T.




37

ITpunoxenue Ne 6
MuHucTepCTBO HAYKH U BbIcIIEro oopasoBanus Poccuiickoit denepannu
®denepanabHOE rOCYIAPCTBEHHOE OIOIKETHOE
00pa3oBaTeNbHOE YUPEXKIEHHE BICIIEr0 00pa30BaHUs
«MOCKOBCKHMH rocy1apCTBeHHbIH JMHIBUCTHYECKUH YHUBEPCUTED)
(PIr'vOY BO MI'J1Y)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)
IHIPUKA3
«_» 20 T No
MockBa
O npoBexeHuH NPAKTHKH

(HaumeHo8aHUe NPAKmMuKu)
B cooTtBercTBHM C KaleHAApHBIM TpaUKOM 00pa30BaTENBHOTO TMpollecca W B  IENAX

OPraHU30BaHHOTO U KAYECTBEHHOI'O MIPOBEIECHUS NPaKTHKA T P UK a3 bl B
a10:

1. TIpoBectH MPaKTHKY B 00beMe HeJeJb CTYJICHTOB
Kypca, TPYIIIbI UHCTUTYTa /(aKyibTeTa, OOYYAOMIMXCA [0 HANpPaBICHUIO IOATOTOBKU
(crrenManbHOCTH)

(KOO U HauMeHO8aHue HanpaegieHusi NO020MO8KU / CneyuaiIbHOCmu )

(HaumeHoBaHUe HANPAGIEHHOCMU (NPOPUIA, Cheyuanu3ayuu) 0opazo8ameIbHol NPoSPamMMmbl)

1o dbopme oOyUICHHUST ¢« » 20 r.mo« __ » 20 rona.
2. Ha3HauuTh pyKOBOIUTENEH NPAKTHKH M PACHPENEIUTh OOYyYaIIIUXCS [0 MeCcTaM
MPOXOXKICHHSI TPAKTUKHU COTIACHO CITUCKY:

Ne ®.1.0. Mecto PykoBonurens PykoBonurens
n/m CTyJICHTa MIPOXOXKICHHS TPAKTHKH MPaKTUKA OT MPaKTUKA OT
YHusepcurera npouIbHON
OpTaHu3aIH
1 2 3 4 5

3. PykoBomuTenio (M) TPAKTUKA OT YHUBEPCHUTETA OOCCICYHUTH IMPEIACTABICHHE OTYETOB O
pe3yJibTaTax NPaKTUKH B JUPEKIMI0 HHCTUTYTa/IekaHaTa (paKyabTeTa B CPOK IO «  » 20 T

4. KoHTpomb 32 WCHOJHEHHWEM IIPHKa3a BO3JIOKWUTh HAa IUPEKTOpa HHCTUTyTa / JleKaHa
¢akynpTeTa
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ITpunoxenue Ne 7

Hupekropy uncruryta / [lekany axynprera

OTYET
0 pe3ynbTaTax MPAaKTUKU
(Haumenosanue NPAKMuK)
obyJaronmxcs Kypca, (bakynapTeTa
(cokpawennoe naumenosanue uncmuniyma / pakynomema)

B cootsercTBuM ¢ npukazom pekropa PI'bOY BO MI'JTY oT « » 20 1.

Ne B mepuon ¢« » nmo  « » 20 r. mpoBeneHa
MIpaKTHKa CTYJIEHTOB Kypca, oOyJaromuxcsi 1o

(Haumernosanue npaxmuxu)
HATPaBICHHUIO ITOATOTOBKY (CTIEIUAIBHOCTH)

(Haumenosanue)
Hanpasnennocts (mpoduib,
CIienraau3anms) 00pa3oBaTeIbHON
IPOTPaMMBI
(Haumenosanue)

(dhopma o0yueHuUs

1. Opranu3zanuio NpaKTHKH OCYIIeCTBJISI:

2. PykoBoauTenb(JIN) MPAaKTHKH OT YHUBEPCUTETA:

3. MecTa npoxo:k1eHUus NPaAKTUKHU:

4. JI0J12KHOCTH, BbIIeJIeHHbIE 00YYaIoIUMCS JJI51 IPOXO0KAEeHUS MPAKTUKH:

5. OcHOBHbBIE HATIPABJIEHUSA JeATEJIbHOCTH:

6. PesynibTaThl NpoBeieHUs MPAKTHKH

IIpakTuky nponum oOyJaronmxcs,
(xonuuecmeso)

B TOM 4MCJIe:
«OTJIINYHO»
«XOPOLI0»
«Y/10BJIETBOPUTEJIbHO»
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[IpakTuky HE MpOILIN 00yJaronmuxcs, B TOM YHCJIE:
(xoauyecmao)

MOJYYUJIH OCHKHN «HECYAOBJICTBOPUTEC/IBHO»

1.

(Damunus, Ums, Omuecmeo)
2.

(Damunus, Ums, Omuecmea)
UT.O.

He NMPOILTH [0 MHOM NpHunHe®:

1.

(©amunus, HUms, Omuecmao, u npuyuHa)

2.

(©amunus, Hms, Omuecmao, u npuyuHa)

7. IloaoxuTelbHbIe MOMEHTBI H HEA0CTATKH, BLIAIBJICHHBIC B X0/1€ IPOBCICHUA NPAKTHKH

©

BbIBOIlbI ! IPEAJIOKCHUSA

3aBeayromuid Kadeapoit

(noonuce) (@H O)
« » 20 T

HepC‘II/ICHﬂIOTCﬂ 06yqa}011mec;1, KOTOPBIC HC IMPOIIN IMMPAKTHUKY U YKA3bIBAOTCA HIPUYINHBI.



