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CocTaBuTe/IN: AprtemoB Cepreii  HukosmaeBuuy,  [A.W.H., ripodeccop,
3aBe/IyIOIIMN Kadhepoi HCTOPUUeCKUX HaYK U apXUBOBeJeHUs

OTBeTCTBEeHHbIN peAaKTOop: AptemoB  Cepreii  HukosmaeBuu, [A.M.H., Tmpodeccop,
3aBe/IyIOIIUN Kadenpoil HCTOPUUEeCKUX HayK U apXUBOBe/IeHUsT

[Tporpamma yueGHO# TMPAKTHUKU (M0 TIOTYYEHHUIO TIePBUYUHBIX MPOQeCcCHOHATbHBIX YMEHUH U
HaBBIKOB) pacCMOTpeHa 1 olobpeHa Ha 3aceZlaHuM Kadepbl ICTOPUUYECKUX HAYK U apXUBOBE/IEHUS.

[Tpotokon Ne 7 ot «26» deBpans 2021 r.
[TporpamMma yueOHOM MPAaKTUKH (T10 MTOTYUYEHUIO MTEPBUUYHBIX IMPOJeCCUOHaTbHBIX YMEHUH 1
HaBBIKOB) paCCMOTpeHa 1 0/j00peHa Ha 3ace/laHuM Y UYeHHOT'0 COBeTa MHCTUTYTa T'yMaHUTAapHbBIX U

MIPUK/IaJHBIX HaYK

ITpotokon Ne 7 ot «16» mapta 2021 1.



1. Ha3HayeHMe NporpaMMsbl NPAaKTHKHU

[Tporpamma yueGHOM TMpPAaKTUKK (TI0 TIOJYUYEHHIO TIEPBUYHBLIX NMPOGECCUOHATBHBIX YMEHUH M
HaBBIKOB)(/lajiee — TpaKTHKa) perjaMeHTHPyeT CO/iep)KaHhe, OpraHW3allvio, TOPSIIOK IPOBeeHus
TIPAKTUKH U TOPSJIOK OTUETHOCTH 00yUarommuxcs (s1anee - CTYJeHTOB).

[TpakTHKa SIBJISIETCS COCTAaBHOM YaCTbI0 00pa30BaTe/IbHOM ITPOrpaMMbI U MPE/ICTaB/IsIeT COO0M
ofHy w3 QopM opraHM3aluM ydeOHOrO TIpoLlecca, 3aK/IIOUAKL[yIOCs B TpodeccroHanmbHO-
MIPAKTUYEeCKOM TIO/[TOTOBKe OOYyYarL[UXCs, CO/eMCTBYeT 3aKperyIeHUI0 TeOpeTHUeCKHUX 3HaHWH,
YCTaHOBJIEHUIO HEOOXO/UMBIX JIeJIOBBIX KOHTAKTOB YHUBEPCUTETA C TPEAIIPUATHSIMH, OPraHU3aIUsIMU
Y YUPEXeHUSIMHU.

[Tporpamma yueGHOM TMpPAaKTUKK (TI0 TIOJYYEHHIO TIEPBUYHBLIX NMPOGECCUOHATBHBIX YMEHUH M
HaBBIKOB)SIBJ/ISIETCS 00si3aTeNIbHOM W TpeJCTaB/isieT CcO00M BH/ yueOHBIX 3aHSTHM, HErocpeiCTBEHHO
OPMEHTHUPOBAHHBIX Ha Mpo(deCcCHoHaNTbHO-TTPAKTUYECKYIO TOJTrOTOBKY oOyuaromuxcs. B mepuop
TIPOXO’KJeHUsI TIPAKTUK Y CTYZEeHTOB (POPMUPYIOTCS MPaKTUUeCKHe HaBBIKK PabOTHI 10 HampaB/IeHHIO
TO/ITOTOBKW, YMEeHUsI TIPUHUMAaThb CaMOCTOSITe/TbHbIe pellleHWss Ha KOHKPETHBIX yuacTKax paboThl B
peasnbHBbIX YCIOBUSIX, L[eJIOCTHOE TIpe/ICTaB/IeHre O CO/lep>KaHuM, BUaxX U (popmax rnpodeccroHaibHON
J1esiTeIbHOCTU.

2. Ilesb ¥ 3a/jauy IPAKTUKHU

Lenbio yueOHOM MPaKTUKHU (TI0 TIOTYYEeHHIO TIEPBUYHBIX TIPO(eCCHOHANTbHBIX YMEHUH U
HaBbIKOB)sIB/ISIETCSI:

¢ JloKyMeHTalL[MOHHOe obecrieueHNe JiesiTe/TIbHOCTH YUpeXX/IeH|M pa3HOro THIIa,;
e [IpodeccuoHambHOe BefieHWe pabOTBI TIO KOMILIEKTOBAHHUIO, yueTy, oOpaboTke,

pa3MellleHHI0 U XpPaHEeHUIO JOKYMEHTOB,

3ajjauu, pelllaemMbie B X0O/ie MPAaKTUKU:
- 3aKperieHre 3HaHUM, M0JTyUeHHbIX CTyAeHTaMU B TIporjecce 00yueHus, HA OCHOBe I1yboKOoro
n3yueHust paboThl OpraHU3alii, B KOTOPOU CTY/IeHThI TIPOXO/SAT MPAKTHKY, a TAaKXKe OBJIaZieHHe
TIPOM3BO/ICTBEHHBIMU HaBbIKaMH OyayIreii mpodecCHOHaTEHOM JesTe/IbHOCTH;
- IproOpeTeHre HeToCPeICTBEHHOTO OIbiTa pab0ThI B OPraHU3alUsaX C UCIIO/Ib30BaHUEM T0JTyUeHHBIX
TeopeTUYeCKUX 3HaHUM U COPMUPOBABILINXCST KOMITeTeHLIUM;
- 3aKpervieHre yMeHUH paboThl C JOKYMeHTaMH, TTPUMeHeHe aHATMTUYeCKUX HABBIKOB B 3a/]JaHHBIX
MPAKTUUECKUX YCJIOBUSIX;
- TIO/ITOTOBUTH OTYET, 0000IIAOIIUI ITO/TyueHHbIe 3HAHUS U MPAaKTUUeCKHe HaBbIKH.

3. IlepeueHb NUIAHUPYEMBIX Pe3y/ILTAaTOB 00yUeHHUs MPHU MPOX0XK/€HUH NMTPAKTUKH,
COOTHECEHHBIX C IVIAHUPYEMbIMH pe3y/IbTaTaMH 0CBOEHHs1 00pa30BaTe/IbHOM MPOrpaMMbl

Kog CopgepykaHue Nupukatopsl [TnaHupyemble pe3yabTaThl 00yUeHUs
KOMIETEHLIUA | KOMIEeTeHIUU JIOCTU)KEHUSI
OIIK-1 Cnocoben npumensts | OITK-1.1. 3HaThb:
Ha 06a30BOM ypOBHE Ornpegensier B - OCHOBHBIe MeTO/IbI U criocoObl IOY B
HMCTOPUYECKUN OTIBIT HMCTOPUYECKOM HMCTOPUYECKOI TIepCIIeKTUBE;
TIPU pelleHuH TepCreKTHBe yMeTh:
ripoheCcCOHaTbHBIX MeTO/bl U - OPUEHTUPOBATLCS B HAYUHBIX,
3a7ad. criocobs! [JOY MPOU3BO/ICTBEHHBIX, SKOHOMUUECKUX,

MPABOBbIX U MHCTUTYI[MOHABHBIX (haKTOpax,
BJIMSIFOIIMX Ha TIPOLeCChl OpraHu3au
paboThl ¥ XpaHeHHs JOKYMEeHTaIy B
arrapare yrpaB/ieHUsI TOCYapCTBeHHOM
C/Ty>KObI, Ha TIPEATIPUSTUSAX U B
OpraHu3alysiX, BeAYyINX HayYHYIo,




TIPOU3BO/CTBEHHYIO U
TpeJIIPUHAMATE/LCKYIO 1eTeIbHOCT;
BJIQ/IeTh:

- CITOCOOHOCTBIO a/lanTalluy U
WCII0/Ib30BaHUS TEOPETUUECKOr0 3HaHUS,
MeTO/IOB U criocoboB IOY Ha MPaKTHKe;

OIIK-1.2.
Ncnons3yer atu
MeTO/bl Ha
TIPaKTHKe B CBOei
ripohecCroHaIbH
ot ZiesiTe TbHOCTH.

3HAThb:
-MpaBw/ia OpraHU3aIuy BCeX TaroB paboTel €
JOKyMEHTaMH, B TOM UYKCJ/Ie apXUBHBIMH
JIOKyMEeHTaMU,;

yMeThb:

-MJIAHUPOBATh U BLIOKPATh CIIOCOOBI U
MeTO/IbI BHeIpEHHs TIPABK/T OpraHu3al[uu
paboTeI C JOKYMEHTaMM, B TOM UKCJIe
apXUBHBIMU JJOKYMEHTaMH;

BJIAJIETh:

-HaBbIKAMU OPraHU3al[|iK 1 TTPOBEeEeHUS
OpTIIPOEKTHBIX paboT;

OIlK-1.3. 3HaTh:
[MpumensieT -yCTaHaB/IMBaeT ayTeHTUYHOCTDb [JOKyMEHTa;
MeTO/bl yMeTh:
KOHTPOJISI 3a - OCYILeCTBJISITH KOHTPOJIb 32 CPOKaMH
WCTIOJTHEHHeM WCTIOJTHEHUsI JOKYMEHTOB;
JIOKyMEHTOB. BJIaJIeTh:
- HaBbIKaMU KOPPEKTUPOBKHU HUCTIOHEHUS
JIOKYMEHTOB;
OIIK-2 CriocobeH HaXO/IUTh OIIK-2.1. 3HaTh:
OpraHU3alMOHHO- OcHOBBI -MPUHIUILI paboThI B CTyK0ax
yIipaB/ieHUeCKUe yTpaB/IeHUeCKON | JOKYMEHTAI[MOHHOTO obecreueHus
pelLleHus B JlesITeIbHOCTH. yTpaB/eHUs: U apXUBHOTO XpaHeHHsI
rpodeccruoHaTLHOU JIOKyMEHTOB
JlesiTeTbHOCTH. apXUBHOTO XpaHeHUsl JOKYMEHTOB
yMeTb:
-OpraHHU30BBIBaTh PabOTY CTY>KOBI
[TOKYMEHTAIIMOHHOT0 0becrieueHust
yTpaB/ieHUs: U apXUBHOTO XpaHeHHsI
JTOKYMEHTOB
BJIaJIeTh:
-HaBbIKAMH OpraHU3aI[uM PabOThI CITYKOBI
JIOKYMEHTAIIMOHHOTO 0becrieyeHust
yTpaB/eHUsl U apXUBHOTO XpaHeHHsI
JIOKYMEHTOB
OIIK-2.2. 3HATh:
Crioco6HOCTD -TeH/IeHIIY Pa3BUTHS B 00/1aCTU
WHTerpUpOBaTh JIOKyMeHTOBe/IeHUsI U apXHUBHOT'O JIeJ1a;
JIeJIOTIPOM3BO/ICTB | - TIOJIXO/IbI COBEPIIIEHCTBOBAHUSI PAOOTHI C
eHHbIe TIPOLIeCcChl | JOKYMEHTaMH B [Ie/IOTIPOU3BO/ICTBE U
JlesioBble apXvBHOM Jiejie
TPOLIeCChI - aKTyasibHbIe TIpo6ieMbl B 06/1aCTH
OpraHu3alyu. JIOKYMEHTOBe/IeHUsI U apXUBOBeIeHUSI

- UH(MOPMAI[MOHHO-3KCIIEPTHBIE UCTOUHUKH,
T103BOJISIFOIIHE BBISIB/ISITH M PETy/TUPOBaTh
MpobJ/ieMbl B 00/1aCTH IOKYMEHTOBEIeHHS U
apXMBOBE/IEHUS.

yMeThb:




- IPUMEHSTh HaKOT/IeHHbIN onbIT B IOY U
Al nnist perenyst Ipo6ieM BO3HUKAIOIINX B
rpodecCruoHaIbHOM [IesiTeTbHOCTH;

- TIPUMEHSITh TIOAX0/bl COBEPIIIEHCTBOBAHMUS
paboThI C JOKyMeHTaMH JIJIst TIPEOZ0JIeH ST
npobJ/ieM BO3HUKAOIUX B
ripoeccroHaNIbHOM [1esiTeIbHOCTH
BJIa/IeTh:

- CMIOCOOHOCTBIO OTpe/iesisiTh (aKTOPhI
BHYTPEHHe! U BHEIIIHEH Cpe/ibl, CrIoCcOOHbIe
TIOBJIHUSITH Ha ZlecTabuin3alio paboThl
cny>x6b1 IOY u paboTy apxuBa

- TeOpUel U MeTOAUKOU JOKyMEeHTOBeleHUsI U

apX1BOBe/IeHUSI.
OITK-2.3. 3HATh:
Hcrionb30BaTh -KOHTPOJIMPOBaTb CPOKU UCIOJHEHUs
METO/BI JTOKYMEHTOB;
KOHTPOJIS 3a yMeTh:

BCeMH STallaMH
JKU3HU

- rnepeaaeT JOKYMEHTBI Ha XpaHEHWE U
MOATOTaB/IMBaeT UX K YHUUTOXXEHHUIO,

JOKyMeHTa. B/IAfIeTh:
- UH(OPMAL[MOHHBIMHU TEXHOIOT MMM
TIPUMEHUMBIMH [I/I1 OPraHU3aldHd KOHTPOJIS,
XpaHEeHHs1, KOMIIEKTOBaHUSI, yueTa
ApXUBHBIX [JOKYMEHTOB.
OIIK-3 Crniocoben nipumensats | OTIK-3.1. 3HaTh:
TeopeTHUecKue Crioco6HOCTD - HOpMaTHUBHO-TIPABOBYIO 6a3y
3HAHUA JJIs pellleHusT | pacripe/ensiTh persiameHTanyu 10Y B opraHu3aiusx;
TIOCTaB/IEHHBIX 3aay. | (QYHKIUU U yMeThb:
BOMPOCHI - OCYIIIeCTBJISATD MIEPBUYHYIO COPTHUPOBKY
JeATeTbHOCTH JIOKYMEHTOB;
MEXIY BJI/IeTh:
CTPYKTYPHBIMH - HaBBbIKaMH paboThI C JOKYMEHTaMH
TI0/Ipa3/ie/ieHUsIM | Pa3/IMuHbIX BUIOB U OPraHU3aIiii
Y OpraHu3aliu JIOKyMeHT0000poTa.
OIIK-3.2. 3HaTh:
Criocoben - perjiaMeHThbl U MEeTOZMUeCKHe YKa3aHus 10
OKa3bIBaTh BOITPOCaM [IOKYMEHTAIMOHHOT0 0becrieueHust
METO/JUUYECKYI0 yIIpaB/IeHUsI B OpraHU3al[|H;
TIOJ/IEPKKY U yMeThb:
TIOMOIIh - co3/1aBaTh Tabesy U anbOOMBI BCEro
paboTHUKaM MacCHBa JIOKYMEHTOB B OpraHu3aliuy;
OpraHM3alvu 10 | BJIA/IeTh:
BOMpOCaM -HaBbIKaMU paboThI C ZIOKyMeHTaMH1
JOKYMEHTAIMOHH | Pa3/IMUHBIX BU/IOB U OpraHU3al[|u
oro obecrieueHust | JOKYMEHTO0O0pOTa.
yTIpaB/IeHUS
opraHu3auyei
OIIK-3.3. 3HATb:
Hcronb30BaTh - OpraHU3alMOHHYI0 U PaCTIOPAJUTETbHYIO
METOAUKU JIOKYMEHTAIHIO, ee yueT U KaTaJ0r13aliuio;
COCTaB/IeHUs yMeThb:
CYIIECTBYIOIIUX | - CO3/IaBaTh 3JIEKTPOHHbBIE CITPABOYHO-
CUCTEM MH(OPMAI[UOHHBIE CUCTEMBI, C 1[eJTbI0
JIOKyMEeHTaIUH. COBEPIIIeHCTBOBAHUS ZIOKYMEHTAI[MOHHOTO

obecrieueHus YyIipaBJ/i€HHS B OpraHU3alivu;
BJ/1d/l€Th:




- HaBbIKaMH ()OPMHPOBAHUS JJOKYMEHTHBIX
doHzoB, 6a3 JaHHBIX, 0becreurBas UX
3¢ deKTUBHOE UCTIONB30BaHNE U

COXPaHHOCTb.
OITK-4 CriocobeH OTIK-4.1. 3HaTh:
WCIIO/Tb30BaTh MeTopbl 1 -~TeXHOJIOI'TIO PabOThI C CUCTEMOM
0a30BbIe 3HAHUSA B Croco06bl paboThI | 37IEKTPOHHOTO IOKYMEHT0000pOTa;
obsactu c yMeThb:
MH(OPMALMIOHHBIX TeXHOTPOHHBIMU | - MOJIEPHU3UPOBaTh CYILECTBYIOLIHE
TEXHOJIOTUH, JOKYMeHTaMHt CHUCTEMBI 37IEKTPOHHOTO JOKyMeHT0000poTa,
TIpUMEHSIEMbIX B Co/[, B COOTBETCTBHUH C LIeJIIMU 1 3ala4aMU
nipodecCHOHANBEHON 3/IeKTPOHHBIMHU OpraHu3aly;
JiesTeTbHOCTH. apXvBaMU; 3HaTh | BJ/IA/|eTh:
(byHKIMOHAM U - COBPeMeHHbIMU TeXHOJIOTUSIMU YTIpaBJIeHuUsI
a/IrOpUTM paboThl | OKyMeHTaLuei
CoM.
OIIK-4.2. 3HATh:
[TpumeHSTH - 6a3oBble MH(OPMALIOHHBIE TEXHOIOTHU
MH(OPMaIMOHHBI | pabOoThI C JOKYMEHTaMH, B TOM UHC/Ie
€ TeXHOJIOTMH B TeXHOTPOHHBIMU JOKyMeHTamu, CO/],
JOY 1 apXuBHOM | 3/1eKTPOHHBIMH apXHUBaMHU.
Jerne. yMeThb:
- IPUMEHSITh UH(POPMALIMOHHbIE TEXHOJIOTHUH
B JOY u apxuBHOM Jere.
B/IafieTh:
- 6a30BLIMU 3HAHUSAMU B 00/1aCTH
MH(OPMAI[IOHHBIX TEXHOJIOTHI
(TporpaMMHbIe MTPO/YKThI, UCTI0/Ib3yeMble B
yIIpaB/IeHUH [JOKyMeHTaMH, CHCTeMbI
3JIEKTPOHHOTO JOKYMeHTO000pOoTa,
TEXHOJIOTUY CKaHUPOBAHUS IOKYMEHTOB)
OIIK-4.3. 3HATh:
CriocobeH - 0COOEeHHOCTH PabOTHI C IOKyMEHTaMU
TIPUMEHSTh OpraHu3allii Ha OCHOBE HCTI0/Ib30BaHMUSI
0a30Bble 3HAHUSI | COBPEMEHHBIX MH(OPMALHOHHBIX
B 00/acTu TEeXHOJIOT U
MH(OPMAIOHHB! | YMeTh:
X TEXHOJIOTUH - CTI0/1b30BaTh IPOrpaMMHbIE ITPO/YKTH,
(mporpamMMHBIe TIpUMeHsieMble B YIIPaB/IeHUU JOKyMeHTaMu;
TIPOJYKTBHI, B/IaJIeTh:
UCIIO/Ib3yeMble B | - HABbIKaMH COBepIIIeHCTBOBaHMUS paboThI C
yIipaB/l1eHUN JOKyMeHTaM{ OpraHu3aliii Ha OCHOBe
JOKyMeHTaMH, WCIT0/Tb30BaHKST COBPEMEHHBIX
CUCTEMBI HMH(pOPMaLMOHHBIX TEXHOIOTHA.
3JIEKTPOHHOTO
IOKYMeHT0000pOo
Ta, TEXHOJIOTUU
CKaHUPOBaHMUsI
JIOKYMEHTOB).
OIIK-5 CriocobeH OIIK-5.1. 3HaThb:
CaMOCTOSITe/IEHO Hcrionb3oBaTh - TIOAAXOZbI ¥ METO/[bl OCYIL{eCTBIEHUS
paboTats ¢ MeTOJUKY nH(OpMaIMOHHO-aHA/TUTHUEeCKOM
Pa3MYHBIMU TIPOBe/IeHHUSI JieATe/TbHOCTH;
HMCTOYHUKAMH orbopa yMeTb:
uH(pOopMaLY U VICTOYHHKOB - IPUMEHSTH M0X0 bl U METO/IbI ITPOBe/eHUs

MPUMEHATHE OCHOBBI

vHdopMalu B

“H(OPMaIMOHHO-aHA/IUTHUEeCKOU




HMH(OPMaIMOHHO-
aHaJIMTUUeCKON
JIesITeNTbHOCTH 1St
peleHUs
TOCTaB/IeHHBIX 3a/iau.

COOTBETCTBHUH C

neatenbHOCTU B IOY ¥ apXUBHOM [ieie;

TIOCTaBJ/IEHHOM B/a/IeTh:

3a/1auei. - HaBBIKaMU 0TOOpa KPUTEPUATBbHBIX
rokasatesneli, OpMUPYIOLIUX
MHGMOpPMaI[MOHHBIE U aHAJTUTUUECKHE OTUEThI
JI7Is1 pellieHust TpodecCHOHAIBHBIX 3a/jau

OIIK-5.2. 3HATh:

Criocoben - 06I11yI0 XapaKTepHCTHKY TMPOoIieccoB coopa,

CpaBHUBATh U nepeiauu, 06pabOTKK U HAKOTL/IeHHsT

aHa/IM3upoBaTh vH(bOopMaIun.

pa3sHble TOUKU yMeTb:

3peHus - paboTaTh C pa3TMYHbBIMUA UCTOUHHKAMU

TIpe/[CTaB/IeHHbIe | WH(OPMAIUH, B TOM YHC/Ie TIOTYYeHHBIMU OT

B Pa3/IMYHBIX
MCTOYHHKAX C
11e/1bI0 BbIOOpa

rpa>XaaH U apXWBHBIX UCTOYHHUKOB.
BJ/1a/i€Th:
- [IPaKTHYeCKHUMH HaBbIKaMH1 pa6OTLI C

OITUMAJILHOTO rH(bOPMaI[MOHHBIMIA UCTOYHUKAMU Ha
pellieHus 3afau. MHOCTPAHHOM SI3bIKE.

OIIK-5.3. 3HATDb:

Ucnons3syer - aHa/IMTHUYeCcKue 0as3bl JAHHBIX B

METO/IbI 1o/[00pa
apryMeHTOB [ijist

3aBUCUMOCTH OT OCHOBAHUH /i/Is1 CDaBHEHUS;
yMeTb:

TO/ITBEPXKIEHUS | -OCYIIECTB/ISTH M0/I00P apryMEeHTOB B
ONTUMATBHOTO COOTBETCTBUM CO CTENeHbI0 WX 3HAUMMOCTH;
pelieHust BJIa/IeTh:
MOCTaB/IeHHON - TeOpuel U MeTOAUKOU [JOKyMeHTOBe/IeH!s U
3a/,auyl. apXMBOBe/IeHUsI.
IMK-1 Crioco6HOCTD IMK-1.1. 3HaTh:
C03/1aBaTh, Peamusyer - 6a30BbIe MHPOPMAITMOHHBIE TEXHOIOTHH
obecrieurBaTh MeTO/bl U | paboThI C IOKYMEHTaMH, B TOM UHUCJIe

(yHKLUMOHMPOBaHKE U
BECTH CHCTEMBI
JOKYMEHTalOHHOT0
obecrieueHus
yTIpaBIeHUs B
opraHu3auyu Ha 6aze
HOBeHNIINX
TeXHOJIOTUMH

crocobbl  paboThI
C

TeXHOTPOHHBIMU AloOKyMeHTamu, CO/I,
3JIEKTPOHHBIMY apXUBaMMU.

TEeXHOTPOHHLIMUA | YMeTb:

JOKyMeHTaMU - IPUMEHSTh UH(OpPMAaLIMOHHbIE TEXHOIOTUU

CHUCTeMbl B 1OY u apxuBHOM Jiere.

3JIEKTPOHHOT'0 BJIa/IeTh:

JOKYMeHT0000po | - 6a30BbIMU 3HAHUSIMU B 00/1aCTH

Ta, HMH(GOPMAaIMOHHBIX TeXHOIOTUN

3/1eKTPOHHBIMU (MporpamMMHble IPOJYKThI, UCIIO/Ib3yeMble B

apxvBaMHy yTIpaB/ieHUY JOKYMEHTaMH, CUCTeMbI
57IeKTPOHHOTO JOKyMeHT0000pOTa,
TeXHOJIOTUY CKaHUPOBAHUsI I0KYMEHTOB

IK-1.2. 3HaTh:

Opranusyet -OpraHu3aLui 0OKyMeHMAayuoHHO20

UCII0/Ib30BaHNe obecneueHus annapama ynpaeneHus

MH(OPMaLMOHHBI | 20cydapcmeeHHoU cydchbl u busHeca B

X TeXHOJIOTUH B YCJIOBUSIX TIPUMEHEHUsT HOBBIX

JOKYMEHTallMOHH | MH(OPMAaLMOHHBIX TeXHOJIOTUH.

oM obecrnieyeHUu
yTIpaB/IeHHs U
apXWBHOM JieJie.

yMeTb:

-TIPUMEHSITh HOBbIE MH(OPMAaLIMOHHbIE
TEXHOJIOTUH B JIeJIONIPOM3BOACTBE annapama
ynpaenexusi 20Cy0apcmeeHHoll CAyxHcObl U
6busHeca

B/IafieTh:

-COBpEMEHHBIMH TEXHOJIOTUSIMH YTIPaBIeHUs
JIOKyMeHTaI1ei.

ITK-1.3.

3HATh:




Brinonusier
TEeXHOJIOTUUeCKHe
BU7IBI paboT 110
JIOKyMEHTaI|OHH
oMy
00eCIIeueHuro
yTIpaB/IeHNS B
OpraHu3alyu Ha
0a3e HOBEHMIINX

- ab/I0HBI JOKYMEHTOB ZIJIs1 pa3MelleHus B
CHUCTeMax 37eKTPOHHOTO JOKYMeHT0000opoTa
OpraHM3alliy;

yMeTb:

- TeCTUPOBATh PabOTy CHCTEMBI
3JIEKTPOHHOTO JIOKYyMEHTOO00pOTa U
oTipe/ie/ieHUe 3a/1ad TI0 ee aflanTaluy K
crieuduKe JOKYyMEeHTalMOHHOTO
obecrieueHust yTIIpaBIeHUsI B OpPraHU3aL;

TEeXHOJIOTHM. BJ/13/IeTh:
-HaBBbIKaMH TIO TIO TIEPEBO/IY B JIEKTPOHHBIN
BUJ| IOKYMEHTOB U JJOKYMEHTUPOBAHHOM
vHGbOpMaIH, C03/laBaeMOU B OpraHK3alvH.
[K-2 Crioco6HOCTD IK-2.1. 3HATh:
OpraHU30BbLIBATE, Bnagenve - TIPUHLUIIBI, METO/[bI U HOPMBI OpPraHW3al[|H,
KOHTPOJIUPOBATh U TIPUHILIATIAMH, XpaHeHUs], KOMIUIEKTOBaHUS, yueTa u
obecrieurBaTh MeTOolaMH ¥ | UCIIO/Tb30BaHUSA JOKYMEHTOB; MTpaBU/Ia
TeKylIllee XpaHeHue, HOpMaMH CUCTEMATH3aluM U KaacCudukaiym
KOMIIEKTOBaHHE, OpraHu3aluy, JTOKYMEHTOB;
yUeT u XpaHeHwus, yMeTb:
HCII0/Ib30BaHuE et KOMITJIEKTOBaHUSI | - COCTABJISATb U BECTH HOMEHK/IATYPhI JIeJT
(TOKyMEeHTOB) , yueTa Y | opraHu3aruy; MPOBOJUTE YKCTIEPTUIY
WCTIO/Th30BaHUS LIEHHOCTH [JTOKYMEHTOB B COCTaBe YKCTIePTHON
JIOKYMEHTOB; KOMWCCUH OpTaHU3alvy;
TIpaBUIaMH BJIaIeTh:
CUCTEMAaTH3al[ii | -HaBBIKAMU CO37IaHUS U Be/IeHUS CIIPABOYHO-
u TIOMCKOBBIX CPEJICTB T10 JOKYMEHTaMm,
KJacCUOHUKALMK | XPaHSIIMMCS B TIOApaszeeHus X
JIOKYyMEHTOB. opraHu3saiyy (HOMeHK/IaTypa Jies, OI1CK).
[IK-2.2. 3HATh:
PaspabatbiBaet - CXeMbI CUCTEeMAaTH3alMU JIOKYMEHTOR
CcXemy BPEMEHHOT'0 CpOKa XpPaHEHHS B J1e/1a;
CUCTEMATH3al[UHd | YMeTh:
JIOKYMEHTOB -Co3/jaBaTh Tabe/u U aL00MBI BCEro MacCHBa
BPEMEHHOTO JIOKYMEHTOB B OpraHM3alliy;
CpOKa XpaHeHUs1 | BJIajieTh:
B Jlesia; | -HaBbIKAMHU pabOoThI C JOKYMEHTaMU
OCYII[eCTBISIET Pa3/IUYHBIX BUJIOB U OpraHU3ariy
MeTO/IYeCKoe IoKymMeHTOObOOpOTA.
PYKOBOZICTBO
opraHu3auuen
XpaHeHUs1  Jienl
(IOKyMeHTOB) B
CTPYKTYPHBIX
o/pas/iesieHnsX
OpraHu3alyy,
OKasblBaeT UM
MIPAaKTHYECKYHO
TIOMOIITb.
[TK-2.3. 3HATh:
Brapmeer -OCHOBHBIE HOPMaTUBHO-MeTO/INUYeCKHe
HaBBIKaMH TpeOOBaHUs K CUCTEeMATH3aliH JIeT
cucTemMatv3al | (JOKyMEHTOB) BDEMEHHOT'O CPOKA XpaHeHHsI
Jen yMeTb:
(IOKyMeHTORB) - IPUMEHSTh HOBbIe NH(OPMAI[HOHHEIE
BPEMEHHOTO TEXHOJIOTHH 110 CUCTeMAaTHU3aLiH Jefl

CPOKd XpdHEHUS.

(IOKyMeHTOB) BpDeMEeHHOI'0 CPOKa XpaHeHUst




B/IafieTh:
-HaBbIKaMH CHCTeMaTHU3aL1H [/l
(IOKyMeHTOB) BpEMEHHOTO CPOKa XpaHEeHUsI
yTIpaB/ieHUs] ¥ apXUBHOTO XpaHeHHst
JIOKYMEHTOB

4. O0iasi TpyA0eMKOCTh MPAKTHKH

B cootBetcTBUM C yueOHBIM TUIaHOM OOIMII 00beM MPOU3BO/CTBEHHOM TPAKTUKHU CTYJEHTOB
CocCTaBJ/isieT 3 3aueTHbIe eAMHULbI. [IpO0/DKUTE/IBHOCTE — ABe Hejenu, uiau 108 yacos.

5. CTpyKTypa H cojep)XKaHue NPaKTUKHU

Ne | Pa3gensi (3Tansl) | CojepkaHue pa3jena (3Tana) NpaKTHKH
n NPaKTUKHU OTueTHBIe MaTepUasIbl

1 | OsuakomuresnbHbl | 1. MTHCTpyKTax

¥ 5Tan 2. CorniacoBaHue 3azanusi ¢ pykoBogutesneM | KoHTposib MpUCYTCTBUS
TIPAKTUKU 00yyaroluxcs;
3. IlnaHupoBaHue paboThI YCTHBIM OIPOC UX

T'OTOBHOCTH K
MPOXOXKAEHUIO IMTPAKTUKH.

2 Jrtan 1. YyacTre B MeponpusiTUsX, MPOBOAUMBIX
HeIOCpe/ICTBEHHO | PYKOBOZMTeJIeM NPaKTHUKH, BbINIOJIHEeHHe ero | KoHcynbTanuu ¢
MPaKTUKU OTJe/IbHBIX NTOPyYeHU PYKOBOJUTEJIEM
2. CocraBiieHHe [OKYMEHTOB TPaKTUKU
3. ObcyXaeHre C pyKOBOJUTeIEM [IpoBepka AHEBHUKA
pe3y/ibTaToB paboThI MPaKTUKU
3 3aBepmiatomuii - | 1.IToAroToBKa UTOrOBOro OTYeTa U Caya
aHa/IMTUUYEeCKUM | UTOTOBOrO 3aueTa I10 MPaKTHKe WToroBeiii oTUeT 10
3Tan TIpaKTHUKe:
1) 3amo/iHeHHbIN JHEBHUK
NPaKTUKaHTa;

2) OTYeT MpaKTUKaHTa O
TPOXOXKJEHUU TPaKTHKY;
3) OT3bIB PYKOBO/IUTEISI
MPaKTUKHU OT
OpraHu3alyu.

B xojie peanu3aiiuu MpakTUKU CTY/I€HT 0/KeH akl[eHTUPOBaTh BHUMaHUe Ha TeOPeTUUeCKUX 1
METOZ0I0TMYeCKUX acrieKTaxX n3yuaemoi mpobieMbl, B TOM UHCIe:
1. DBo/IOIIMS TIOXO/IOB K M3y4aeMoOM rpobsieme.
2. OcobeHHOCTH U3y4yaeMOM 1po6/ieMbl B POCCUHCKUX peasusix.
3. MeTouika o1jeHKH 3()(HeKTUBHOCTH, aJITOPUTM peIleHHs 3a/jau UCC/IelyeMoi MpoOIeMsl.



6. Opranu3anus NpakTHKHU

6.1. CiocoObI 1 (hopMBbI TPOBEIEHUST TTPAKTHKH:
Tur npakTyUKy: yueOHasi mpakTHKa (T10 MOJTyUeHUIO TTePBUYHBIX MTPOGheCCUOHATBHBIX YMEeHUHN U
HaBBIKOB).
CriocobbI TIpoBeieHus1 IPOU3BO/ICTBEHHOW TTPAKTHUKHW: CTAallMOHAPHAsT; Bble3/iHasl.
dopma npoBeieHUs: JUCKPeTHasl.
6.2. B KauecTBe 0a30BbIX MECT MPOBe/IEHNS TIPAKTHUKHU CTY/I€HTOB TIPeyCMaTPUBAIOTCS:
® OT/e/1 JOKyMEHTaIIMOHHOT0 obecrieuenuss MI'JIY;
® yaCcTHble KOMIAHUU U T.[.
6.3. PelieHve o MecTax NPOXOXKJeHUsl TIPAaKTUKW CTY/I€HTOB NPUHUMAeTCsl PeKTOPOM By3a 10
Tipe/ICTaB/IeHUIO /leKaHa (haKky/bTeTa 1 3aBeJyIOIlero BbIMyCKatolllei Kaepoii C yueToM:
® XapakTepa, COJiep>KaHusi [esiTeJIbHOCTU TpPUHMMaloIlell opraHu3alid M COOTBETCTBUS
ripodu/is X paboThI IO HATIPaB/IEHHUIO TIOTOTOBKH (CIeLMaTbHOCTH);
® BO3MOXKHOCTeM TMpPHUHUMAIOIe CTOPOHbI B YaCcTH UMCJIEHHOCTH, HarpaB/sieMbIX [I/s
MPOXOXKAEHUsT ~ TPAaKTUKWA  CTYJEHTOB, Haluuusi |y  T[PUHUMAIOLIEed  CTOPOHBI
COOTBETCTBYIOIIEM TIPOM3BO/ICTBEHHOW, HOPMAaTHUBHO-TIDaBOBOM W HayuyHOW 0as3sbl,
HeoOX0IUMOM U [JOCTaTOYHOM [I7Is TIPOXOXK/I€HUSI TPAKTUKH;
® TOTOBHOCTH OpraHMW3alli{ BBITIOJHATL TPeOOBAaHUS HACTOSIIEH MPOrpaMMbl U TPYZOBOTO
3aKOHO/IaTe/bCTBa;
® pekoMeHJalMi MpodeccopCcKo-NpernoaBaTenbCKOro COCTaBa BBIMyCKaroljeil Kadeapbl B
OTHOILIEHWY OTJE/bHBIX CTY/I€HTOB;
® TIMCbMEHHBIX 3alpoCOB - TIOJTBEP)KJEHWM, TIOCTYNUBIIUX B ajpec daKyabTeTa WU
BBIMTyCKarotel Kadeapbl OT MPUHUMAIOIINX CTOPOH O FOTOBHOCTU CO37aTh HEOOXOAWMbIe
YC/IOBUSI [Ji1 TIPOXOXKAEHUsI CTy/leHTaMd TIPAKTUKKA B COOTBETCTBHUU C HACTOSIIEeN
TIPOTPaMMOM 1 00eCTieunTh HajljieXkallee PyKOBOZCTBO €lo;
® Ha/Uuus Y YHUBEPCUTETAa C OPraHU3al[|siMU JOTOBOPHBIX OTHOIIIEHU.

6.4. OcoOeHHOCTM OpraHW3alu TIPaKTHMKU B CJiyyae WHAWBUAYATbHOTO TIPUKPETIeHHs
CTY/IeHTOB.

Bompockl 0 MecTe MPOXOXKeHUsI MPAKTUKU 110 UHJUBUYaTbHOMY MPHUKDETIEHUIO CTY/eHTOB
TaK)Xe peIlaloTCsl peKTOPOM YHUBEpCUTeTa IO MpeJCTaB/leHUI0 JieKaHa (aky/bTeTa U 3aBeZyIOLero
BbITTyCKarol1lei Kadepoii:

®B (/lyuae OTCYTCTBUSI BO3MOXKHOCTU TIDOXOXKJEHHSI TPAKTUKKA CTYJeHTOM B 0a30BBbIX
opraHu3zalysx (yupexxJeHusix);

®Ha OCHOBAaHWM ITMCbMEHHBIX 3alpOCOB - TOATBEP)KIEHWW, IIOCTYNMBIIUX B afpec
YHMBepcUTeTa OT IPUHKMMAIOIIKMX CTOPOH.

CTyJeHTbl, pellalol[de BOMPOCHI TPOXOXKIEHUs TIPAaKTUKA 10  WHAWBHUIYaTbHOMY
TIPUKPEIUIEHNIO, He T03/IHee, UeM 3a /[Ba Mecslia /0 Hayajia ee TIpoBeZieHus 00si3aHbI MPeCTaBUTh Ha
BbIMyCKar1yto Kadeapy dakynbrera:

® 3agB/ieHWe Ha UMs JeKaHa (akKyibTeTa C TPOChOON O TIPOXOXKIEHWW TPAKTUKH T10
VHAVBU/IyaJlbHOMY TIDUKDEIIeHWI0, YyKa3aB [I0JIHOe HaWMeHOBaHWe OpraHu3aljuu
(YupexxzieHus) U ee 1OpUAMUECKUN aZipec;

® 3anpoc - nogTBepxaenue (IIpunosiceHue 5).



6.5. TIpaBa 1 00s13aHHOCTH O00OYUaIOIIMXCSl Ha PAa3/IMYHBIX Tarax MpOX0KAeHUs TIPaKTUKH.

B nodzomogumesbHbiii nepuoo.

Ob6s3aHHOCMu cmyoeHma:

03HAaKOMMUTBCS C COJIepyKaHMeM HaCTosIIlel MporpaMMbl;

TIPUHSATH y4YacTHe B KyPCOBOM COOpaHMU-MHCTPYKTaXKe M0 OpraHU3alMOHHO-MeTOMYeCKUM
BOIIPOCAM, CBSI3aHHBIM C TIPOXOXKJEHHEeM TPaKTUKU, TOJYYUTh HeoOXoauMmbie yueOHO-
MeTOoZiueCcKre JOKyMEeHThbl U MaTepHa/ibl;

COr/IacoBaThb C PpYKOBOJWTE/NEeM TMPAaKTHUKW WHAWBUYya/lbHOE 33ZldHhe Ha Iepuoj
MIPOXO’K/JeHUs] IPAaKTHUKU.

Ilpasa cmydenma:

Tpe/ICTaB/ISATh Ha BBIMYCKAIOLYIO KadeApy B MMCbMeHHOW (hopMe COOCTBEHHBIE MT0Ke/TIaH s
OTHOCUTE/IbHO MeCTa MPOXO0XK/eHUs PaKTHUKH;

MoyuaTh Ha BBINTyCKarollell Kadenpe yueOHO-MeToAMUecKWe MaTepuasbl, KacCaroljrecs
TNIPAKTUKH, [/1s1 Ipe/jBAPUTEIbHOTO U3Yy4YeHMs;

00CyIUTb C pYKOBOJMTEIEM MPAKTUKH CO/lepKaHue WHAUBH/YaTbHOTO 3a/IaHus.

B nepuoo npoxocoeHusi npakmuku.

B nepuoj npoxoKAeHus MPakKTHKU CTy[eHTbl MOAUMHSIOTCS BCeM IpaBW/aM BHYTPEHHero
TPYZOBOTO PACIOpsi/ika U TeXHUKHU 0e30TMacHOCTH, yCTAaHOBJ/IEHHBIX B MO/Ipa3/e/ieHusIx U Ha pabounx
MecTax B OpraHusauyu. /s CTyZeHTOB yCTaHaB/IMBaeTCs peXUM paboTel, 00si3aTenbHBIA A/ TeX
CTPYKTYPHBIX MO/ipa3zie/ieHNid OpraHu3aljyi, Ije OH MPOXOJUT MPaKTHKY.

[Tpojo/mwkuTenbHOCTL  paboyero [HS JJIsi  CTYAEHTOB TPU TIPOXOXKJEHWU TPaKTUKU B
OpraHusalyaX, YUpeXXJeHUsaX U Ha NpeANpUsTUaX COCTaBiIsgeT [ CTYZeHTOB B Bo3pacTe oT 16 mo 18
nieT He 6ostee 35 yacoB B Hegemo (cT. 92 TK P®), B Bo3pacte ot 18 net u crapiiie He 60/ee 40 yacoB B
Hegemto (cT. 91 TK PO).

Obs3aHHocmu cmyoeHma:

COCTABUTh WH/UBU/Iya/IbHBIN T/IaH pabOThl B COOTBETCTBUU C WHAWBUAYa/TbHBIM 3aZIaHUEM
(TlpunodxiceHue 1) u TpeOOBaHUSMM PYKOBOJHUTE/SI OpPraHU3al[iM OT TMPHUHUMAIOIIeH
CTOPOHBI;

03HAKOMUTBLCSI C OCHOBHBIMH HOPMaTUBHO-TIPABOBBIMU [IOKYMEHTAaMU; KaJIpOBbIM COCTaBOM
CTPYKTYPHOTO TIOZIpa3fie/ieHus OpraHy3aluu (IITaTHOe pachucaHue, COCTaB KaJ|poB,
JIOJDKHOCTHBIE TIpaBa M 0Os3aHHOCTH U [Ip.); OpraHM3alieidl TpyAa B TOApa3eneHUsX
(opraHu3aiysi pabounx MecCT, YCAOBUS TPY/a, PacrlopsiIoK /IHs, TUITMYHbIE BHU/bI pPaborT,
3aTpaThl BpeMeHW TI0 BHZAM pabor); pe3ynbTaTamMd paboThl (BUABI W COJeprKaHHUe
pe3ynbraTta pabOThI, KDUTEPHUHM OIIEHOK Ppe3y/lbTaTOB, NPUYMH 3(PPEeKTUBHOCTH WU
Hed(hhEKTUBHOCTH  paboThl),  perjiaMeHTUPYIOIUMU  JIeATeTbHOCTh  CTPYKTYPHOTO
ro/ipa3esieHrst OpraHu3aluu (yupexxieHus) U T.4,.;

BBITIOJIHUTb WH/IMBU/Iya/lbHOE 3a/laHUeE;

BECTH JHEeBHUK npakTuku (IIpuiodxcerue 2);

co6/oiaTh TIpaBUia BHYTPEHHETO PacIiopsi/ika B X0/e MPOXO0KJeHUS TPAKTUKH.

Ilpaea cmydenma:
® oOpamaTbcsi K PYKOBOJIUTEIO MPAaKTUKK OT MPUHUMAROLel opraHu3anyu (YUpexieHus) C

NIpoch00i 0 BHECEHUST U3MEHEHUsI B UH/IUBUYaTbHBIN T1/1aH;

® KOHCY/JbTHUPOBATBCA C PYKOBOAUTE/IeM IIPAKTHKU OT HpHHI/IMa}OH.IEP'I OpraHr3alilii U

PYKOBOZAMTE/IEM MPAaKTUKH OT By3a I10 BOIIPOCAaM NPOXOKEeHUs MPAaKTHKU.

B nepuo0 oKoHuUaHUsi NnpaKkmMuku.

1

'Z[HEBHI/IK BeJeTCAd CTyJeHTOM €XeJAHEBHO W/IKM eXeHeAeJbHO B TeueHWe BCero repuoia IIPAKTUKHU. OnH

NIpOBepsieTCsl ¥ BU3UPYeTCs PYKOBOJUTE/ISIMM TPAKTUKU OT OpraHusaluyd. B [HEeBHMK 3amuchiBalOT Bce BUAbLI pabor,
BBITIOJIHSIEMBIX CTYZIEHTOM, W [aHHbIe, He0OX0[UMBIe J/Isi COCTaB/ieHUs oTdyeTa (cofepkaHue Gecef, yueOHBIX 3aHATHH B
OpraHu3aluu, KCKypcuii u T.7.)



Ob6s3aHHOoCMu cmyoeHma:

COCTaBUTb OTYeT O TPOXOXKJeHWU TpakTuku (I[IpunodxceHue 3) W 3a TpU [HS 710 ee
OKOHYaHUS MpeJiCTaBUTh PYKOBOAUTEJTO TIPAKTUKH /1JIsl TIPeJBAPUTE/TLHOTO U3YUeHMUS;
TIOJTYUMTh XapaKTePUCTHKY-0T3bIB C MeCTa MPOXO0KAEeHUS MPaKTHKHY;

CUCTEMAaTH3UpPOBaTh yKa3aHHble BbIllIE [JOKYMEHTBI, TMPUJOXKUB K HUM [JHEBHUK U
TIOJITOTOB/IEHHbIe yueOHO-MeToAuYecKre MaTephasibl, U TIPeACTaBUTh UX PYKOBOJUTEITFO
TIPAKTUKM OT BBIMyCKaroiileli Kadeapbl;

npyuOBITE Ha BBIMyCKawIIylo Kadeapy dakyabTera A8 caaur avddQepeHIMPOBaHHOTO
3aueTa yCTaHOBJIEHHbBIN B CPOK.

Ilpasa cmydeHma:

BHOCUTbH TpeJ/IOJKeHUs] 10 COBEPIIEeHCTBOBAHUIO OpraHv3alid U MpPOBeJeHHs NPaKTUKU
CTYJ,€HTOB;
[laBaTh OLIEHKY YCJIOBUSIM, CO3/laHHBIM NPHHUMAIOLel opraHv3anyed JJis MPOXOXK[eHUs
TIPAKTUKMU.

6.6. PyKOBOZICTBO MPaKTUKOM
PelieHrie OpraHM3aljMOHHBIX 3a37lay TOJrOTOBUTEILHOTO TIepHO/ia M OCYIIeCTBieHHe 001[ero
a/IMUHUCTPATUBHOT'O KOHTPOJISI Ha TIepHO/], TIPOXO0XKAE€HUS MPAKTUKK CTY/I€HTOB BO3/IaraeTcs Ha:

3aBe/IyIOLLero BhIMyCKatolel Kadeapow;
DPYKOBOJUTEJISI PAKTUKU OT YHUBEPCUTETA;
PYKOBO/JUTE/IS IPAKTUKK OT TIPUHUMAFOIIIeH OpraHU3ariyy.

O06s13aHHOCTH 3aBe/ytoIero Kadeapoii 1o opraHu3aliy U MpOoBeeHUI0 MPaKTHUKU:

pa3paboTKa TMPOEKTOB /IOTOBOPOB M COTJIACOBaHWE WX C TPe/CTABUTENSIMA OpTaHU3al[|i,
OTpe/ie/IeHHBIX B KauecTBe 0a30BbIX MECT JI/isl IPOBe/IeHNs TIPaKTHKY;

TIOJTOTOBKA TIPOeKTa MpHKasa 10 OpraHu3alyy NpakTHKKU cTyeHToB (IIputodceHue 6);
OpraHu3aiss ¥ TpoBe/ileHHe COOpaHWM CTYJEHTOB [0 OpraHW3allMOHHO-MEeTOJUUeCKUM
BOIPOCaM C y4acTheM PYKOBOJUTe el TIPaKTHKY;

BHeCeHUe MpelJIoKeH! 0 pacTipe/ie/ieHHH CTYJeHTOB Ha TIPAKTUKY;

0000I1T1IeHe W aHa/MW3 TMpeJIOKeHUH PYKOBOAMTE/eH TIPAaKTUKH OT TMPUHUMAFOIIeH
OpraHu3alliy, HarpaBleHHbIX Ha YCTpaHeHWe HeJO0CTaTKOB, BBISIBJEHHBIX B TIpOLjecce
TIPAaKTHKH.

T0/IBe/leHre UTOTOB TPAKTUKH, TIOJJTOTOBKA COOTBETCTBYIOIUX OTYETOB U TMPe//I0KEeHUM 110
COBepIIEHCTBOBAHUIO OPTaHM3aLIMU U TTOPSAKY TIPOXOKeHUs TIPAaKTHKY;

O06s13aHHOCTH PYKOBOAUTEJIS TIPAKTUKK OT YHUBEPCUTETa:

03HaKOMJIEHUE CTY/IeHTOB C Lie/IsIMH, 3a/ladyaMy ¥ MPorpaMMoi TIPaKTHKY;

pa3paboTKa U floBefieHHe /10 CBe/leHUs CTY/IeHTOB UHAVBHYaIbHbIX 3a/laHNl;

OKa3aHHe CTyZeHTaM MeTO/WYeCKOi TMOMOIIU 0 BBIMIOJHEHHIO MPOrpamMMbl MPaKTUKU U
VH/IUBU/ya/bHbIX 3a/laHUM;

DYKOBOJCTBO TIPOXO’KJ€HHWEeM TpaKTUKU CTy/leHTaM{, BbIsB/IeHWEe W CBOEBpPEMEHHOe
yCTpaHeHHe HefIoCTaTKOB B ee TIPOBeZIeHUH;

MIPOBEPKA OTYETOB CTY/IEHTOB O MPOX0XK/€HUN TIPaKTHKY;

TIpYeM 3aueTOB y CTYJEHTOB 110 OKOHUaHWU TNPaKTUKU B COOTBETCTBUM C YTBEP)KJEHHBIM
rpaduKoMm;

yuacTue B TO/IBeZIeHUM UTOTOB IPaKTHKH, BHECEHUe Tpe/I0’KeHNH, HarpaBIeHHbIX Ha ee
COBEpILIeHCTBOBAHMUE;

TIO/ITOTOBKA OTYETHBIX JJOKYMEHTOB.

O06s13aHHOCTH PYKOBOZUTEISI TPAKTUKU OT TIPUHUMAOLLel OpraHu3aLyu:

TIOATOTOBKA /IOTOBOPOB (pa3paboTKa TPOEKTOB) C TpeJCTaBUTeNsIMH YHUBepCcUTeTa 00
OpraHu3aIuy NPaKTHKY;



CO3/laHMe HAJJIeXKAIUX YCJIOBUM CTyA€HTaM /i peajd3aldi B TIOJIHOM 00beme
MPOrpaMMbI TIPAKTHKK B COOTBETCTBUM C WHWBHYaIbHBIM 3aJaHHEM, TPeJOCTaBIeHUe
eMy JIHEeH 7SI TToceltieHus: Oub/IMoTeK U paboThI C TUTEPATYPO;

OCYII[ECTB/IEHHE TTOCTOSIHHOTO B3aUMOJIEMCTBHMSI C PYKOBOJWTE/NSIMH TPAKTHKA OT
BBITyCKaroIei Kadezapo;

03HAKOMJIEHHE CTyJeHTa C TIpaBWIaMW BHYTPEHHEro pacropsiika OpraHu3aljiu, ee
CTPYKTYPOH, CMelLMaMCTaMy, I[IpefioCTaBjieHHe eMy HeoOXOJUMbIX [[OKYMEHTOB,
HODMATHBHBIX aKTOB, APYTHX MAaTepHasioB, PEriaMeHTHUPYIOIIUX [esTebHOCTh [JaHHON
OpraHu3al[|H;

3aKperieHHe 3a CTY€HTOM BhICOKOKBATU(PUI[MPOBAHHBIX CITEIMA/THCTOB;

OKa3aHWe TIOMOIIM B COCTaBJI€HUU W YTBEPXKAEHUM WHIWUBU/YalbHBIX I/1aHOB TPaKTHKH,
OCYII[eCTB/IEHHE KOHTPOJIS 3a X BBIIIOJTHEHHEM;

NpUB/IEUEHHE CTy/eHTa K Y4YaCTUIO B pPAa3/IMUHBIX MEPOIPUATHUSIX, OpPraHU3yeMbIX U
TIPOBOJJUMBIX B OpraHU3aL[1H;

BejieHre yueTa paboThl, BBITIOJHSIEMON CTYAE€HTOM, OIleHKa ee KauecTBa, yBeJOoMJIeHHe
PYKOBOZCTBA (haKy/IbTeTa WM YHUBEPCHUTETA O HESIBKE CTY/EHTa K MeCTy TPAKTHUKH WIH
ero YKJIOHEeHHUH ero OT BBITIO/IHeHHUs TIPOrPaMMbI TTPAKTHUKH;

TIO/ITOTOBKA XapaKTEPUCTHKH - OT3bIBA 10 UTOTAM MPOXOXKIEHHS CTYJEHTOM MPAKTHUKH.

7. OdopmiieHHe oTUETA O MPOXOXKACHUH MPAKTHKH

[To wToram mMpakTUKWA CTYJeHT OQOpM/sieT OTUeT O TMPOXOXKJAEHUU TPAKTUKH, KOTOPBIMA

BKJ/IFOUdET:

TUTY/IbHBIN JIUCT;
CBeJIeHUsI O MeCTe MPOX0XK/eHUsI PaKTUKH;
KPaTKUI aHa/IM3 pe3y/IbTaToB paboThl C yUeTOM UHAVBUAYAIBHOTO 3a/laHusl.

K oTueTy nipuaratotcs: yueOHble, yueOHO-MeTO[UUeCKHe JOKYMEHThI M MaTepUasbl, TPapUKH,
TabMLIBI, CXeMbl, 3arojiHeHHbIe (GopMbl (671aHKKM) HOKyMeHTOB. OOBbeM oTueTa [JOJDKEeH COCTaBJISATh 5
ctpanul] ¢popmata A4.

OTyeTs! CAAr0TCsI PYKOBOJUTEJTIO MTPAKTUKY OT YHHUBEpCUTeTa.

CTyJIeHT K 3allluTe OPaKTUKWU JO/DKEH MpPeICTaBUTh:

1. lnpuBryanbHOe 3a/iaHue /17151 IPOXOXK/IeHUs TIPaKTUKH.

2. JTHeBHUK TIPOXOXKJEHUS TIPAKTHUKH;

3. OTueT 0 NpOXOXKAEHUU IIPaKTUKU;

4. YyeOHO-MeTOAMYECKHEe [JOKYMEHThbl (MaTepuanbl) TOATOTOBEHHbIE CTYJEHTOM B XOfe

MPAKTHUKU;

5. OT3bIB pyKOBO/UTE/ISI IPAKTUKY OT YHUBEPCUTETA;
6. XapaKTepuCTHUKY-0T3bIB PYKOBOWUTE/ISI TPAKTUKU OT OpraHU3aLvu.

PykoBoguTe/Nlb TPAaKTUKU OT YHUBepcuUTeTa O(OpM/IsSeT OT3bIB Ha OTUeT I10 TIPaKTHKe
(TIpunodiceHue 4), KoTopasi BK/IHOUaeT:

TUTY/IbHBIN JIUCT;

CBeZleHUsI O HaJInuyKie OTUeTHBIX JOKYMEHTOB;

OLIeHKY OTUEeTHBIX JJOKYMEHTOB, MpPe/iCTaB/IeHHbIX CTYJeHTOM;

OLIEHKY pe3y/bTaToB pabOThl CTy/eHTa TI0 pelieHut0 3a/ay, I[peJyCMOTPEeHHBIX

VH/JVBU/lya/IbHbIM 3a/laHUeM (COTJIaCHO TIPOrpaMMbl MPAaKTUKK).

PykoBoguTe/nb TPAaKTUKU OT TPHWHUMAOLLel opraHu3alud 0o¢GopMIIseT XapaKTepUCTHKY -

OT3BbIB.

B XdPAKTEPUCTUKE-OT3bIBE [JO/DKHBI OBITE OTPpdK€eHbI C/IeAYyHOIIre BOIMPOCHI:

KaueCTBO BBITNIO/JIHEHUA CTYAE€HTOM MHAWBHWAYA/IbHOI'O 3d/ldHUA |



¢ YypOBeHb ero HpOd)ECCHOHaHbHOﬁ MMOATOTOBKU U YMEHHUE TIDUMEHATE TEOPETUUECKHUE 3HAHUSA

Ha MPaKTHUKe;

®  CrI0COOHOCTH CAMOCTOATE/IbBHO, TBOPUECKH DELIATh ITOCTABJ/JIEHHBIE 3ad4YH;
® OTHOLUEeHUe K pa60Te, BOJIEBBIE€ U HDABCTBEHHBIE KAUYE€CTBA.

B KOHLIE XdPaKTE€PUCTHUKU-OT3bIBAd [AOJDKHA OBITL BBLICTaB/IEHA peKOMeHyeMad OIL€HKa I10

pe3yJibTaTaM MPaKTHKHU.

8. OnMcanue noka3saresiei u KpUuTepHueB OLleHUBAHUSA C(l)OpMPIpOBaHHOCTI/I KOMHETEHI.[I/Iﬁ B

pe3y/ibTaTe MPOX0KAeHUs MPAKTHKH

IToka3saTenu oljeHMBaHUA Kpurepun IMTkana ®opma
OLleHUBaHUs OLleHUBAHUA OLIeHOYHOr 0
KOMIIeTeHI\MH cpeAcTBa
3HaTh OCHOBHBIE METO/IbI M CTIOCOOBI 3a[jaHuA BBITIO/THEHBI
JOY B ucTOpUUECKOil [1epCIeKTHBE; TIOJIHOCTBIO, HO He MUuHUMaTLHBINA CobecenoBanue.
TIIpaBUJIa OpPraHu3aly BCexX 3TaroB COBCEM KaueCTBEHHO | ypOBeHb OrTuer.
paboThI C JOKyMeHTaMH, B TOM UKCIIe (copep>kanve
apXUBHBIMU JJOKyMEHTaMHU. [lesITeJIbHOCTH,
YMeTb OpHeHTUPOBAThCS B HAYUHBIX, Tripe/lyCMOTPeHHO!
TPOM3BO/CTBEHHBIX, SKOHOMUYECKUX, rporpaMmon
MPaBOBbIX ¥ MHCTUTYLIMOHAIBHBIX IIPOU3BO/CTBEHHOMN
(hakTOpax, BAMUSIOLIUX Ha [IPOL{ECCHI TIPAKTHUKH, He BIIOJIHE
opraHu3auyu paboThl U XpaHeHust pacKphIBaeTcs B
[NOKYMEHTAllVM B annapame ynpasneHus | OT4eTe U JHEeBHUKe,
2ocydapcmeeHHol caycbbl, Ha BBISIBJITFOTCS
NIpeJIIPUATUAX U B OPraHU3aLUsX, CylLl|eCTBeHHbIe
Be/IyILIIMX HAayYHYIO, TPOU3BO/ICTBEHHYIO | TIPOOesIbI B 3HAHUSIX B
U TIpeJTIpUHUMATe/TbCKYH0 ob6s1acT IpoUITEHBIX
[lesiTe/IbHOCTD; TUIaHUPOBaTh U Y ClleLla/IbHbIX
BBIOMpATh CTIOCOOBI U METO/IBI JUCLIUILIMH), OJHAKO
BHe/IpeHUs [IpaBU/I OpraHu3arvin OTYeTHbIe JOKYMEeHTbI
paboThI C JOKyMeHTaMH, B TOM UHCIe TIpe/iCTaBJ/IeHbl B CPOK
apXUBHBIMH JOKyMEHTaMHU. Y TIoTy4yeHa
BrnageTb ciocoOHOCTBIO aianTaliuu U T0JIOKUTE/IbHAs
HCII0JIb30BaHUs TEOPETUUECKOTO XapaKTepUCTHKA
3HaHUsI, MeTOZIOB U criocoboB JJOY Ha TIPOU3BO/ICTBEHHOM
MpaKTHKe; HaBbIKAMH OpraHu3aliu U MPaKTUKKU
TIPOBe/IeHHsI OPITIPOEKTHBIX PadoT. PYKOBOZWTEIS
Bce 3apanusa BasoBelii ypoeHb | CobecezioBaHue.
BBIIOJ/IHEHEI B Oruer.
II0/IHOM 00BeMe, HO C
HeCyleCTBeHHbIMU
HeJloueTaMH U
TOJTy YU
PYKOBOZWTEIS
MPaKTUKH,
MpeJiCTaBU/I B CPOK
T10JI0>KHATETbHBIN
OT3bIB
TIPOM3BO/ICTBEHHOU
OTYeTHbIe JOKYMEeHTBI
3HaeT, yMeeT, 4To Bricokmii CobecesioBaHue.
MPOJIeMOHCTPUPOBAH | YPOBEHb Ortuer.




0 B X0jIe
TIPOXOXK/IEHUSI
MIPAaKTHKU.

Bce 3aganus
BLITIO/THEHEI
KaueCTBEeHHO U B
II0/THOM 00BLeMe,
OTYETHBIE JOKYMEHThI
TIpe/iCTaB/IeHbI B
CPOK, TIOJTyYeH
TI0/I0KUTE/IbHBIN
OT3bIB CO CTOPOHBI
PYKOBOJAUTE/IS
TIPOM3BO/ICTBEHHOM
MTPAKTHKH

3HaTh MPUHLUIBI PabOTHI B C/TyKbax
JIOKYMEHTALIMOHHOTO 06ecrieueHust
yTIpaBJIeHUsI U apXUBHOTO XPaHEHUs!
JOKYMEHTOB

ApXUBHOTO XpaHEHUsl I0KyMEeHTOB;
TeH/IeHL[Y pa3BUTHs B 06/1aCTH
JOKYMEHTOBe/IeHUsI K apXHUBHOTO JIera;
TIOZIXO/bI COBEPIIIEHCTBOBAaHUS pabOThI
C JOKyMeHTaMH B /1eJIONIPOM3BO/ICTBE U
apXUBHOM Jiefie

aKTyasbHbIe TPo0IeMbl B 06/1aCTH
JIOKYMEHTOBe/IeHUsI 1 apXHUBOBe/IeHUs
MH(OPMALIOHHO-3KCIIePTHBIe
VICTOYHHKH, TIO3BOJISIIOIINE BhISB/ISTH U
PEerympoBaTh MPob/IeMbl B 00/1aCTH
JIOKYMEHTOBE/IeHUsI U apXUBOBE/EHHSI.
YMeTb IPUMEHSITh HAKOTUIEHHBIH OTIbIT
B IOY u A]l asist pettieHust Ipo6/iemMm
BO3HHKAIOLUX B MTPOoheCccuoHaIbHOM
JlesITeNIbHOCTH;

- IPUMEHSITh TIO/IXO0/[bI
COBEpIIIeHCTBOBaHMUS paboTHI C
JOKYMEHTaMH /1Sl TIPeo/0IeHUsT
npo6;1eM BO3HHKAIOLIHX B
nipodeccroHaNBHOM AesTeTbHOCTH;
repe/iaeT JOKyMeHThI Ha XpaHeHHe 1
TIO/ITOTAaB/IMBAET MX K YHUUTOXKEHHUIO.
Bragets nH(pOpMaLHOHHBIMU
TEXHOJIOTHSIMU TIPUMEHUMBIMU 1151
OpraHM3aLuy KOHTPOJIS, XpaHeHHs],
KOMIUIEKTOBaHUSI, yueTa apXMBHBIX
JOKYMEHTOB, HaBbIKaMU PaboThI C
JOKYMEHTaMH pPa3/IM4HbIX BU/IOB U
OpraHM3aryu J0KyMeHTo060porTa.

3amaHus BBITOJTHEHBI
TOJTHOCTBIO, HO He COo-
BCEM KayeCTBEHHO
(conepskaHue
JlesiTe/IbHOCTH,
Tipe[yCMOTpeHHO!
NporpaMmon Tpous-
BO/ICTBEHHOU
MPaKTUKH, He BIIOJHE
pacKphIBaeTcs B
oTueTe U THeBHUKE),
O[JHAaKO OTUEeTHbIE
JIOKYMEHThI
Tipe/|CTaB/IeHbl B CPOK
Y TIO/TyYeHa
TI0JI0>KHTeTbHAS
XapaKTepUCTHKa
PYKOBOJAWTENS
TIPOM3BO/CTBEHHOU
TPaKTUKKU

MuHUMaTBLHBIA
YPOBEeHb

Bce 3aganus
BBITIO/THEHBI B
II0/THOM 00BeMe, HO C
HeCyllleCTBeHHbIMU
HeloueTaMHu U

TIOJTy UuT
PYKOBOJUTEIS
TIPAKTUKH,
Tpe/iCTaBUI B CPOK
TTOJIOYKUTETbHBIN
OT3LIB
TPOU3BO/ICTBEHHOM
OTUEeTHbIE JOKYMEHTbI

ba3oBebIi1 ypoBeHb

3HaeT, yMeeT, uTo
MPO/IeMOHCTPUPOBAaH
0 B X0/Ie
TIPOXOXK/I€HUSI
TPAKTUKU.

BrIcokuii
yPOBeHb

CobeceznoBanue.
Ortyer.




Bce 3aganus
BBITIO/THEHBI
KayeCTBEHHO U B
II0/THOM 00BLeMe,
OTYEeTHBIE JJOKYMEHThI
TIpe/iCTaB/IeHbI B
CPOK, TIOJTy4eH
TIOJIOXKUTENTEHBIN
OT3bIB CO CTOPOHBI
PYKOBOAUTE/IS
TIPOM3BO/ICTBEHHOU
TIPAKTHKU

3HaTh HOPMAaTHUBHO-TIPABOBYIO Oa3y
pernamenTauuu JOY B opraHu3anusx;
perjiaMeHThbl U MeTOJMUEeCKUe YKa3aHUs
TI0 BOTIPOCAaM JIOKyMEHTAIMOHHOTO
obecrieyeHus yripaB/ieHUs B
OpraHu3alyii; OpPraHru3al[uoOHHYI0 U
PacropsiIuTe/TbHYI0 IOKYMEHTAI[HI0, ee
yUeT U KaTaJIoru3aifi. Y MeTh
co37aBaTh Tabesu ¥ anbOOMBI BCEro
MacCHBa JJOKYMEHTOB B OpTraHH3allny;
C03/1aBaTh 3JIEKTPOHHBIE CIIPABOYHO-
HMHGbOPMAI[HOHHBIE CUCTEMBI, C 1[eJTbI0
COBEpIIEHCTBOBAHUS
JOKYMEHTAIIMOHHOTO 0becrieueHus
yTIpaBJ/IeHNs] B OPraHU3aliy;
WCTIO/Tb30BaTh MPOrPaMMHEBIE TTPOAYKTEI,
TpUMeHsIEMbIe B YIIPaBI€HUH
JIOKyMeHTaMu. BrazieTb

6a30BLIMU 3HAHUAMU B 00/1aCTH
HMHGbOPMAI[UOHHBIX TEXHOIOTHH
(TporpaMMHbI€e TIPOJYKTHI,
HCII0/Ib3yeMble B YIIpaBIeHHH
JIOKYMEeHTaMU, CUCTEMbI 37IEKTPOHHOTO
JIOKyMeHT0000pOTa, TeXHOJIOTHH
CKaHWPOBAHUS JJOKYMEHTOB);
MPaKTUUeCKUMH HaBBIKaMH PaboThI C
HMHGbOPMAaI[MOHHBIMA UCTOUHUKAMHU Ha
MHOCTPAHHOM SI3BIKE.

3aJlaHUsT BBITTOJTHEHBI
TMOJTHOCTBIO0, HO He
COBCeM KauyeCTBEHHO
(copep>kanve
JlesiTeJIbHOCTH,
rpelyCMOTPEHHOM
MporpaMmon Tpous-
BO/ICTBEHHOMU
MPAKTUKH, He BIIOJTHE
PacKpbIBaeTCs B
OTYeTe U AHEBHUKE),
O/THaKO OT- YeTHbIe
JIOKYMEHTbI
Tpe/iCTaB/IeHbl B CPOK
U TI0/TyYeHa
T0JI0’KUTEIbHAs
XapaKTepUCTHKa
PYKOBOZIUTEJIS
TIPOM3BO/ICTBEHHOM
MPaKTUKU

MuHUMaILHBIN
YPOBEHb

Bce 3apanus
BBIINOJ/IHEHEI B
oJIHOM 00LeMe, HO C
HeCyII|eCTBeHHbIMU
HeJoueTaMHt 1

MOy U1
PYKOBOZIUTE/IST
TIPAKTUKH,
TIpe/ICTaBU/I B CPOK
TIOJI0>KUTETBLHBIN
OT3bIB
TIPOU3BO/ICTBEHHOMN
OTUeTHbIe JOKyMeHTbI

ba3oBbliit ypoBeHb

3Haet, yMeeT, UTo
TPO/IeMOHCTPHUPOBAaH
0 B Xo/Ie
MPOXOXK/IeHUSsI

Bricokuit
YPOBEHb

CobecezioBaHue.
Oruer.




TIPAaKTHKH.
Bce 3aganus
BLITIO/IHEHEI
KaueCTBEeHHO U B
T10/THOM 00BLeMe,
OTYETHBIE JOKYMEHThI
TIpe/ICTaB/IeHbI B
CPOK, TIOJTy4eH
TI0JI0XKU- TeIbHbBIN
OT3bIB CO CTOPOHBI
PYKOBOZUTE/IS
MTPOU3BO/ICTBEHHOM
MPAaKTHKH

duKcupoBaHHe pe3y/bTaTOB NPOX0XKAEHNUs MPAKTUKH CTyeHTaMHU

OtuleHKa BBICTABISIETCS 10 pe3y/bTaTaM 3alliUThl MPAKTUKK B BEOMOCTb M 3aU€THYI0 KHIDKKY
cTyjeHTa. BejoMoCTb XpaHUTCS B leKaHaTte (pakybTeTa.

OO6mye uTOrM MpaKTUKU TofBoAsaTcs Ha CoBeTe (akynbTeTa C y4acTHeM IIpe[CTaBUTeNnei
BhINyCKatollel KadeAphbl U Mpe/CTaBUTesel OT IPUHUMAOLLel OpraHu3aLyu.

CTyzeHTbl, He BBbIMOJHUBIINE TIPOTPAaMMy TPAKTUKK 110 YBa)KUTEIbHOW TIPHUUMHE,
HarpaBJIsIOTCSl Ha MPAKTUKY BTOPUYHO, B CBOOOZHOE OT yueObl BpeMsi.

CTyzeHTbl, He BBIOJHUBIIME TIPOTPaMMy TPAKTUKU 0€3 YBa)KUTETbHOW MPUYMHBI WM
MOyUMBILIME OLEHKY  «Hey0081emeopumenbHO», CUATAIOTCS VUMEeRIMMH  aKaleMHU4eCcKyro
3a/10/KeHHOCTb.

OTueT O TIPOXOXKJAEHWW TPAKTUKU CTYJeHTOB TIpe/ICTaB/IseTCsl 3aBeyrOIIMM Kadeapoit
NPOpPEeKTOpy T0 yueOHOW paboTe yHMBEpPCHMTeTa B MeCSUHBIA CPOK I10C/e OKOHUAHHWS TPAKTHUKU
(IIpunodceHue 7).

9. IlepeyeHb NPOU3BO/ACTBEHHOH /IUTEPaTyphl U pecypcoB ceTu «IHTepHeT»,
He00X0UMBIX /I/Ifl IPOBe/leHUs MPaKTHKH

9.1. OcHoBHa#s UTEepaTypa

1. Muxaiinos, FO.M. JIuuHble fiesia COTPYJHUKOB KOMIAHWU: KaK PaBUIbHO 0OPMIISTh, BECTU U
XPaHUTH : TipakTHueckoe rocobue / HO.M. Muxaiinos. - Mockga ; bepimn : [Iupekr-Meaua,
2014. - 160 c. : un. - Bubuorp. B kH. - ISBN 978-5-4475-1870-7 ; To ke [D/1eKTpOHHBIM
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253691(23.08.2018).

2. PoroxuH, M.FO. [lesioBble JOKYMeHTHI B IIpuMepax 1 obpasijax : COOPHUK THUTIOBBIX
nokyMmeHToB / M.FO. PoroxuH. - Mocksa ; bepiun : [Jupekr-Meaua, 2014. - 496 c. : ui. -

bubmorp. B kH. - ISBN 978-5-4475-1581-2 ; To xe [DnekTpoHHbIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253701(23.08.2018).

3. Kaszanuesa, I'.B. JIuuHble 1OKyMeHTbI: TpeOOBaHUS K 0()OPMJIEHHIO M 00pa3Libl JOKYMEHTOB :
yuebHoe mocobue / I'.B. KazanueBa. - 6-e u3f., crepeoturn. - M. : ®maunTta, 2017. - 40 C. -
bubmorp. B kH. - ISBN 978-5-9765-0311-3 ; To ke [OnektpoHHbiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531 (25.08.2017).

4. 2.Ky3neros, N.H. [lefoBoe m1cbMoO : yueOHO-cripaBouHoe riocobue / VI.H. Ky3HeloB. - 5-e u3j,.
- M. : JamkoB u Ko, 2015. - 196 c. - (YuebHble u3manus s 6akanaBpos). - ISBN 978-5-394-


http://biblioclub.ru/index.php?page=book_red&id=103531
http://biblioclub.ru/index.php?page=book&id=253701
http://biblioclub.ru/index.php?page=book&id=253691

02213-5 ; To xe [DnektpoHHbli pecypc]. - URL: http:/biblioclub.ru/index.php?
page=book&id=229283 (25.08.2017).

5. T'punbepr, A.C. /JokymMeHTalMoHHOe obecrieueHue ympaBsieHus : yueOnuk / A.C. I'punbepr,
H.H. I'op6aués, O.A. MyxameTiimHa. - M. : FOuutu-/Zlana, 2015. - 391 c. : Tabsn., rpad., un.,
cxembl - bubmmorp.: c. 382-383. - ISBN 978-5-238-01770-9 ; To >ke [SneKTpoHHbIN pecypc]. -
URL: //biblioclub.ru/index.php?page=book&id=115031 (29.11.2016).

6. TIpoGsiemMbl JOKYMEeHTOBe/IeHHS U JOKYMEHTALMOHHOTO 00ecrieueHus! yIipaB/ieH!s B CBeTe
COBpPEeMEeHHBIX CTaH/IapTOB: yueOHoe mocobue / @esrepanbHOE rOCyIapCTBEHHOEe OH/IKeTHOe
oOpa3oBaresibHOE yupex/eHre BbICIIero mpodeccroHaabHOro 06pa3oBaHusi «balkupcKuit
rocy/lapCTBeHHbIN Melaroruueckuii yHuBepcureT uM. M. AKMy/ibl», MUHHACTEPCTBO
obpa3oBanust 1 Hayku Poccuiickoit @enepauyy ; coct. AWM. TlynoBuHa, A.W. Uurpuna u ap. -
Ya : BI'TIY, 2015. - 143 c. : TabJ1. ; To >ke [DneKTpoHHBIHN pecypc]. -

URL: //biblioclub.ru/index.php?page=book&id=438551(29.11.2016).

9.2. lono/iHMTE/IbHAA JIUTEpaTypa
1. fukoBuy, III.A. [Ienonpou3BoACTBO B KaApoBou ciyxbe : yueOHuk / II.A. fIHKOBUY. -
M. :FOnutu-[aHa, 2015. - 161 c. - bubmmorp.: c. 112. - ISBN 5-238-01076-1 ; To xe
[DnektpoHHbli pecypc]. - URL: http:/biblioclub.ru/index.php?page=book&id=119021
(25.08.2017).
2. HosukoB, B.K. MeTtomonorusi 1 MeTo/ibl Hay4HOTO MCC/Ie[OBAHUS : KypC JeKUuh /
B.K. HoBukoB ; MunucrepctBo TpaHcropta Poccuiickori ®@epnepann, MockoBCKasi rocyiapCTBeHHast
aKa,quHﬂ BOZIHOTO TpaHcIopTa. - M. : Anbraup : MI'ABT, 2015. - 211 c. : wi.,tabn. - bubmmorp. B KH.
To Ke [D/1eKTPOHHBIIM pecypc]. - URL: //biblioclub.ru/index.php?
Dage =book&id=430107 (29.11.2016).

9.3. HTepHeT-pecypchl

1. BcepoccuiiCKMM Hay4YHO-WCC/Ie[0BaTe/NbKUM WHCTUTYT [OKYMEHTOBEJEHUs] U apXWUBHOIO
gena (BHUUOAL) [Dnektponnsiii pecypc] /BHUWIAA]JL - DnektpoH, gaH.- M., [2001].— Pexum
poctyra: www.vniidad.ru, cBo60HbIN. — 3arl. C KpaHa.

2. KoncantuaroBas rpyrma «Tepmuka». [HopmatuBHO-TipaBoBasi 0asa [JJaHHBIX 110
JIeJIOTIPOM3BO/ICTBY, JOKYMEHTO000pOTY UM apXuBHOMY zeny] [DnekTpoHHblid pecypc] / «Tepmuka» -

OnekTpoH, AaH.- M., [200-].— Pexkum goctymna: http://www.edou.ru/index.php , cBoboaHbIH. — 3ar.
C 3KpaHa.
3. Docflow. Bce o wmwupe »37eKTpoHHOro [AOKyMeHTooOopoTa. [[lopTanm moCBsiIieH

3/IEKTPOHHOMY [JOKYMEHTOOOOPOTY ¥ CMeXHbIM OTpacjsiM.OH TIpU3BaH TPeJOCTaBUTH UWUTATEJIsIM
CaMyto TOJIHYH, CTPYKTYPUPOBAaHHYIO U TMOJIe3HYH0 UH(GOPMAIIMIO O PhIHKE, TeXHOJIOTHSIX, PellIeHusX,
KOMIMaHUsIX M JuLax]. [SnekTpoHHBI pecypc] - OnekTpoH, faH.- M., 2002-2004r —
www.docflow.ru, cBo6oHbBINH. — 3arJi. C KpaHa.

4. DOC-Online. He3aBUCHMBIM TIOPTal O CHCTEMaX 3JIeKTPOHHOIO JOKYMeHT00OOopoTa.
www.doc-online.ru

5. Caiitsl pupM-pa3pabOTUMKOB CUCTEM 3JIEKTPOHHOTO JJOKYMEHTO000pOTa.

WWW.GRANIT.RU

WWW.MDI.RU

WWW.EOS.RU

WWW.COGNITIVE.RU

WWW.KODEKS.NET

WWW.INTERTRUST.RU

WWW.IT.RU



http://www.cognitive.ru/
http://www.it.ru/
http://www.it.ru/
http://www.cognitive.ru/
http://www.granit.ru/
http://www.it.ru/
http://www.it.ru/
http://www.it.ru/
http://www.intertrust.ru/
http://www.kodeks.net/
http://www.cognitive.ru/
http://www.cognitive.ru/
http://www.cognitive.ru/
http://www.eos.ru/
http://www.eos.ru/
http://www.eos.ru/
http://www.eos.ru/
http://www.eos.ru/
http://www.mdi.ru/
http://www.mdi.ru/
http://www.mdi.ru/
http://www.mdi.ru/
http://www.mdi.ru/
http://www.granit.ru/
http://www.granit.ru/
http://www.granit.ru/
http://www.granit.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.doc-online.ru/
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://www.edou.ru/index.php
http://biblioclub.ru/index.php?page=book&id=119021
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=430107
http://biblioclub.ru/index.php?page=book&id=430107
http://biblioclub.ru/index.php?page=book&id=438551
http://biblioclub.ru/index.php?page=book&id=229283
http://biblioclub.ru/index.php?page=book&id=229283

10. ITepeueHb UH()OPMALIMOHHBIX TEXHOJIOTHI, HCIIO/Ib3yeMbIX MPU MPOBeJeHUH MPAKTHKH,
BKJ/IIOYasi epeyeHb MPOrpaMMHOro odecredeHHs 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

- CucrtemHoe TporpaMMHoe obecrieueHue: orepaiiioHHas cucrema Microsoft Windows; (Windows 7
Professional 64119362 FSBEI HPE '"Moscow State LinguisticUniversity’ 100/100 MAK; Windows 8
Professional 64119362 FSBEI HPE '"Moscow State Linguistic University' 0/100 MAK; Windows 8.1
Pro 64119362 FSBEI HPE 'Moscow State LinguisticUniversity’ 93/100 MAK)

Windows Vista: Microsoft open license 65385726ZZFE1104-45395405

- Tlaker mpukmagHoro mporpamMHoro obecriedenust Microsoft Office B cocraBe: Microsoft Word,
Excel, PowerPoint, Access; Office Professional Plus 2010: Microsoft open license 90116092ZZE1403-
60119850 (Office Professional Plus 2007 63451883 &®I'bBOY BIIO MIJIY VL Key; Office
Professional Plus 2013 63451883 ®I'EOY BI1O MI'JIY 22/50 MAK)

11. OnMcaHue MaTepUaIbHO-TeXHUYEeCKOH 0a3bl, He00X0AMMOH /Il MPOBe/leH!s MPAKTHKH
MynbTrMeauiiHasT ayAUTOPHS /1S IPOBe/IeHNs TeKLIMOHHBIX 3aHSTHH C BBIX0/IOM B VIHTEpHeT.
2. O6opyZoBaHHBI /17Is IPOBe/IeHHsT TPaKTHUeCKUX TPYIIIOBBIX 3aHSATHI KOMITBIOTEPHBIHN KJlacc C
yCTaHOBJ/IeHHBIM 0(HCHBIM obecrieueHreM MicrosoftOffice — 2007 +.

12. Hble cBejeHUs U MaTepHaJibl

HomosmHUTeIbHOE 000pY/0BaHWe, LIEHTPA/M30BaHHO YCTaHABIMBAeMOe B paMKax yueOHOro
I/1laHa YHUBepCUTeTa.

IIpunoxxenus:

[Tpunoxenve 1. UHavBuAYyanbHOe 3a/jaHye CTYeHTY.

ITpunoxxenue 2. [IHEBHUK MTPOXOXKAEHUS TIPAKTHUKU.

ITpunoxxenue 3. OTueT 0 NMPOXOXKAEHUU NPAKTUKHU CTYZeHTa.

ITpunoxxenuve 4. OT3bIB Ha OTYET TI0 TIPAKTHKE.

[Tpunokenue 5. Obpa3el; ohopmiieHHsT 3aTIPOCa-TI0JTBEP>KAEHUS] B OPraHU3aLIIIo.

[Tpunokenre 6. OOpa3sel] MpUKa3sa O MPaKTHKE.

[Mpunoxxenue 7. O6pa3sel] oTyeTa O NMPAKTHUKE BBIMyCKaroIel Kadeapbl.

[Tpunokenue 8. [TpumepHbIid 06pasel] JloroBopa ¢ opraHu3arnueii 0 MpoBeeHUH TTPAKTUKH.

(_6/%764, C.H. AptemoB

(moamuch) (uHUIMANBI U haMUIIHS)

3aBe/yrOLIUI BbIMTyCKatollleid Kadeapoit

«26» QeBpans 2021 r



IIpunoxenwue 1

denepanbHOe roCylapCTBeHHOE OHIKeTHOe
oOpa3oBaTe/ibHOE yupeX/ieHHe BbICILIer0 00pa3oBaHUs
«MOCKOBCKH# roCyjapCTBeHHbIN TMHIBUCTHUECKUI YHUBEPCUTET»
(Ire0OY BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

NMHAUBUJYAJNBHOE 3AJAHME?

(D.1.0. cmydenma)

CTY/leHTY (paKy/IbTeTa

(HaumeHosaHue ¢akyrbmema)

00yJaroIIerocsi Mo HanpaB/IeHHIO
MOJAr0TOBKHM (Creljia/ibHOCTH)

HanpaBneHnHocTs (11po¢usb)
obpa3oBaTe/IbHOM MMPOrpaMMbl

Keanudukaiys
AJIA IIPOX0XKAEeHUA NPAKTHKH
(HaumeHoBaHUe NPaKMuKu)
BIEPHOA C«__ » 20 T 1o «__» 20 T.
: C
o/ oZlep>KaHue 3aaHus
1. O3HaKOMUTBCA. . ..
2. IloaroToBUTE 1 NPOBECTH. . .
3. IIpoBecTy aHamus. ..
4. OpraHu3oBars....
5. OdopMmHTSb. ...
6. IToceTurts....
7.
8.
9. K 3ampuTe NpakTHKHU NpPeJCTaBUTh CJIeAYIOIIHEe JOKYMEHThI:
HMHdusudyanbHoe 3a0aHue 0151 npoxoxcOeHuUss NpaKkmuKu
1. JTHe8HUK npoxoxcdeHuUst npaKmuKu
2. Omuem o npoxodcOeHuu NpaKkmuku
3. Oms3bie pyKogooumessi npakmuku om yHueepcumemd
4. Xapakmepucmuky-om3bl8 pykogsooumesi NpaKmMukKu om op2aHusayuu
5. YuebHo-MemoOouyecKue OOKyMeHmbl (Mamepudbl), n0020mos/eHHble 8 Xo0e NPpaKmuKu
6.
Jama ebldauu uHOUBUAyabHO20 3adaHusi: " " 20 __r.
Cpok 3awjumbl omuema no npakmuke: " " 20__r.

PykoBozWTeNb NPaKTUKY OT BbIMYCKaroIler Kadeapbl

(noonucn) (©.1.0.)
« » 20 1.

2 Pa3pabarbiBaeTcsi U BBIAETCS CTYZEHTY PYKOBOJMTE/IEM IIPaKTUKU OT YHUBEPCHUTETa



IIpunoxenue 2

denepasibHOE FOCYAAPCTBEHHOE OF0KETHOE
obOpa3oBareibHOE YUpPeXK/eHHe BhICIIero o0pa3oBaHus
«MOCKOBCKHH IroOCyAiapCTBeHHbIA IMHIBUCTUYECKUH YHUBEPCUTET»
(Ir'v60Y BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

JHEBHUK?®

IMMPOXOXKAeHUA MPaKTUKH
(HaumeHoBaHue NPaKMuKu)

(D.1.0. cmydenma)
CTyJeHTa (paKky/ibTeTa

(HaumeHosaHue)
o0yuaroIerocs o
HarpaB/IeHUIO TIOATOTOBKU
(cmeria/IbHOCTH)
HarpaBneHHOCTH (Mpodhub)
oOpa3oBaTeTbHOM MPOrpaMMBbl
Keamubukarys

dopma oOyueHUst

(ouHas, OuUHO-3a0UHAs1, 3A0UHAs)

YuebHas rpyra Ne

PykoBoguTeNnb NpakTUKH
OT YHUBepcUTeTa

(D.1.0., koHmaxkmHblii menegoH )
PykoBoguTenb npakTUKy
oT HpHHHMamMEﬁ OpraHr3alinn

(D.1.0., koHmaxkmHblii menegoH )
MecTo npoxoxaeHus

TPaAKTUKH:
(adpec, kKoHmaxkmHble menegoHbl)
CpOK NpOXOXKIeHUs PaKTUKU:  C «__» 20_r. 0 «_ » 20_r.
ITpopo/mkenue gHeBHMKA (JIUCT 2)
KaneHgapHblil 1JIaH NPOX0XK/[eHUs HpaKTHKH4
3 3ano/HseTcst CTyJeHTOM

4 Begercsi cTyieHTOM 3a KaXKAbIH [1eHb TTPAaKTUKU



[Hara

Cojiep>kaHue BBITIOJTHEHHOM paboThI

OtMmeTKa
pPyKOBOJUTeS
TIPaKTHKH OT
TIPUHUMAROILeH
OpraHu3alyy o
BBITIOTHEHUY PabOTHI

(noonucnb)

(®.1.0. cmydenma)

«

»

20

PYKOBO,Z[I/ITEIII) MMPAKTUKH

OT MPUHUMaIOLIel OpraHu3aLun

(noonucs)

(D.1.0. pykogodumens)

«

»

20

ITpunoxenue 3

dezneparbHOE TOCYJAPCTBEHHOE OFO/PKETHOE

oOpa3oBaTe/ibHOE yupe)k/leHHe BbICILIero 0Opa3oBaHUs
«MOCKOBCKH# rOCyJapCTBeHHbIH JIMHIBUCTHYECKHUI YHUBEPCHTET»

(®T'BOY BO MI'JTY)

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



(MSLU)

OTYET®

(O6pa3zer; ohopmiieHHs: TUTY/ILHOTO JIKCTA)

0 IIPOXOXKAeHUU [IPaKTUKU
(HaumeHosaHue NpakmMuKu)

(®.1.0. cmydenma)
CTyZeHTa (paky/bTeTa

(HaumeHosaHue)
o0yuaroIerocs o
HarpaB/IeHUIO TIOITOTOBKU
(cneranbHOCTH)

HarpaBnieHHOCTH (Mpodhub)
oOpa3oBaTeTbHOM MTPOrpaMMBbl

Keamubukarys

dopma oOyueHUst

(o4Has, OUHO-3a0UHas1, 3A0UHAs)

YueGHas rpyrma Ne

Otuet 0 MPpOXOXKAeHWHN ITPAaKTUKN
(O6paszey ogpopmaeHus omuema o npakmuxe)

Mecmo npoeedeHusi npakmuku:

1. KpaTkuii aHa/u3 pe3y/IbTaTOB MPOX0XK/AeHHUA MPAKTUKH CTYAEHTOM C y4eTOM
HH/UBH/Iya/TbHOT'O 3a/JaHUsl

5 OdopmrisieTcst CTyAeHTOM



2. TlpepioKeHus U MOXKe/TAHUSA:

(noonuce) ((_DHO cmyaeHma)
« » 20 S

IIpunoxenue 4

denepasibHOE FOCYAAPCTBEHHOE OO/PKeTHOE
obOpa3oBaTeibHOE YUpesK/jeHre BhICIIero oopa3oBaHus
«MOCKOBCKHH roCcyJapCTBeHHbIH IMHIBUCTHYECKUIN YHHMBEPCUTET»
(®Irv0OY BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«MoscowState Linguistic University»



(MSLU)

OT13bIB°

Ha OT4eT 110

MMPpakKTUKe

(HaumeHoBaHue npakmuku)

(®.1.0. cmydenma)
CTyZeHTa (paky/bTeTa

(HaumeHosaHue)
00yuaroIerocs o
HaTpaBJ/IEHHIO TIO/ITOTOBKH
(creria/IbHOCTH)

HarpaBneHHOCTH (Mpodhub)
oOpa3oBaTeTbHOM MPOrpaMMBbl

Keamubukarys

dopma oOyueHUst

(ouHas, ouHO-3a0UHas, 3a0UHAs1)

YuebHas rpyra Ne

1. CBepjeHus1 0 Ha/IMUMe OTYETHBIX JJOKYMEHTOB.
/IHe8HUK Npox0diHcOeHUs1 NPAKMUKU

Omuem o npoxoxicOeHUuU NPaKmuxu

HnousudyanbHoe 3adaHue 0415 Npoxox#cOeHUst NnpaKmuKu

Xapaxkmepucmuky-omsbi@ pykogooumessi Nnpakmuku om opeaHusayuu

6 OdopmisieTcst pyKoBOAMTe/IEM TPAKTUKU OT YHUBepCcHUTeTa

IIpodondicenue Peyensuu (nucm 2)



Oms3bi8 pykogodumessi npakmuku om yHusepcumema

YuebHo-mMemooduueckue 00KyMeHMbl UIU UHble Mamepudasbl), N0020Mmoe/eHHble 8 X00e NPAaKmuKu

2 Cojep)kaHHMe OTYETHBIX JOKYMEHTOB, MPe/CTaB/IeHHBIX CTY/IeHTOM
IoaHoma ompasiceHuss Xo0a Npakmuku 6 OHEe@HUKe, CUCMEeMHOCMb, MOYHOCMb 8 ONUCAHUU,
docmoeepHOCMb

Kauecmeo omuema o pe3yibmamax npdkmuku, COCmde/neHH020 CMyO0eHmom

Kauecmeo omuemubix mamepuanos, pazpabomaHHbIX CmyoeHmom

3. KauecTBO BbINO/IHEHUS] HHANBHU/Ya/IHOTO 3a/[aHUA
Coomeemcmgue pe3yibmamd, NOJAY4YeHHO20 8 X00e 6bINO/AHeHUsl NPAKMUKU, 3d0dHut0, OdHHOMY

cmyodeHmy

ObveM U Kauecmeo 8bINO/AHEeHUs UHOUBUOYAJALHO20 3d0AHUs

4.BpiBojg, 0 c(opMHUPOBaHHOCTH
KOHTPO/IUPYeMbIX KOMIIeTeHI[UH
(nu eé yacTtn).

Pekomenjyemas o1jeHKa:

(omauuHo, xopowo, yooeaemeopumenbHO, Hey0081emeopumenbHO)

PykoBoauTe/b PaKTUKH
OT BbITTyCKaroIei Kadepbl

(noonucn) (®D.1.0. pykogodumens)
« » 201 T




