DeepalibHOE IOCYAAPCTBEHHOE OI0:KeTHOE 00pa3oBaTebHOE yUpe:KIeHue
BbICIIEr0 00pa30BaHus

MocKoBCKHii rocy1apcTBEHHBIH HHCTUTYT KYJbTYPbI

YTBEPXIAEHO:
IIpencenatens YMC
buéanoreuyno-unpopmMannoHHoro gpakyaprera
Masypunkuii A.M.
PABOYAS TPOI'PAMMA ITPAKTUKH
YueOHast mpakTHKa: 03HAKOMUTEIIbHAs
HanpasieHue NoaAroToBKH: 46.03.02. JokyMeHTOBEICHUE U
apXUBOBECHHE
Ipoduab noaAroToBKMU: Hcroprueckoe apxuBOBEICHUE
KBanudukanus (crenens) bakanasp
BbINYCKHUKA:
®opma 00yueHust OuHasA

(PIT aoanmuposana ons nuy
€ 02DAHUYEHHBIMU B03MONCHOCAMU
300p08b5L U UHBATUAOB)



1. IlepeyeHb MIAHMPYEMBbIX Pe3yJbTATOB 00yYeHHUS 0 MPAKTHKE, BKJIYasA LeJb
U 32]1a4M NPAKTUKH, POPMHUPYeMble KOMIIETEHIIUM (3HAHUS, YMEHUS BJIAICHUS)

1.1. Ilens — w3yueHHe BUJOBOTO COCTaBa CIIY)KEOHBIX JOKYMEHTOB, HCIOJb3YEMBIX B
JeATEIbHOCTH KOHKPETHOM OpraHu3aliy, MOpsaKa ¥ 0COOEHHOCTEeH MX o(opMIIeHHS,
U3ydeHUE JOKYMEHTOOOOpOTa M OpraHW3aluu paboThl C JTOKYMEHTaMH: IOpSIKa
pErucTpaIy, KOHTPOJIS UCIIOJIHEHHUS JOKYMEHTOB, OPraHU3alUU TEKYIIETO XpaHCHHS
JIOKYMEHTOB, MOPS/IKA Mepelaun UX B apXHB.

1.2. 3a0auu

U3YYUTh W TPOaHAIM3UPOBATh HOPMATUBHO-IIPABOBbIE U HOPMATHBHO-METOAMYECKHE
JOKYMEHTBI, OMNpPEACNSIONIMe OpPTraHU3alUI0 U TEXHOJIOTHIO JIEJIOMPOU3BOJICTBA
(moxymentannonHoro obOecneuenus ynpaeineHus ([OY)) B opranuzanuu (ycraBbl,
MOJIOXKEHHU S, IPaBUJIa, MHCTPYKIIMH, PETJIaMEHTHI U T.11.);

— COCTaBUTb IPEJCTABICHUE O CUCTEME JAEJONPOU3BOICTBA TOM OpPraHU3alllU, B KOTOPOl
OH MPOXOJIUT MPAKTUKY;

— O3HAKOMHUTBHCS C COJEpPKaHMEM KOHKPETHBIX  JEIIONPOU3BOACTBEHHBIX  PaboT
HEMOCPEACTBEHHO Ha paboyeM MecTe;

— TOJIyYUTh HABBIKK PaOOTHI C JOKYMEHTaMH Ha BCEX CTAIUSAX UX IABUKEHHS (TIepBUYHAS
00paboTKa JOKYMEHTOB B OJKCIEIWIIMHU, paboTa C JOKYMEHTAMH B KaHIICISIPUH,
perucTpanusi, KOHTPOJIb, UCIIOJIHEHHE JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX, UX
OTIIpaBKa, OpPraHU3aIMsl XPAHSHHUS, TOAITOTOBKA JOKYMEHTOB K C/Iaye B apXUB H T.11.);

— 3adukcupoBaTh B JHEBHUKE IOJYYCHHbIE CBEIEHUS M PE3yJbTaThl BBINOJIHEHHOMN
paboThl; TOATOTOBUTH OTYET, OOOOIIAIONINN TIOJYYCHHBIC 3HAHHWS WM TMPAKTHUYCCKUE
HABBIKH.

1.3. Buo/mun npakmuxu, ghopmul u cnocoodwvl npogedenus.

Buna npakTukm: yueonas
Tun npakTHKHU: 0O3HAKOMUTEIbHAS
®opma (popmbl) MpoBeeHUs] MPAKTHKH: TPAKTHKAa MPOBOAMUTCA IUCKPETHO: TO BHJIAM
MPAKTUK — TyTEM BBIICIEHUS B KalleHAApHOM Y4eOHOM TpaduKe HENPEephIBHOTO IMEepHOjIa
y4eOHOr0 BpeMEHU JJIsl IPOBEACHUS KaXKI0TO BHIA MTPAKTUKH.
CnocoObl npoBeeHUs MPAKTHKM:

— CTalMoOHapHas, B TOM CiIy4ae, €CIU CTYICHThl NPOXOASAT €€ B MPOQPHILHOMN
OpraHu3aIMK, HaXOAsUIelcsl Ha TeppUTOpUH T. XUMKH MOCKOBCKOM 001acTu;
— BBIE€3/IHASA, B TOM CJIyd4ae, €CJIM CTYJEHTHI MPOXOJAT €€ B MPOPHIbHON OpraHu3aluy,

HaxoJsIIelics BHE HACEJICHHOIO MMyHKTa, B KOTOPOM pacrojoxkeH By3. Kak nmpaBuio, cTy1eHTHI,



MPOKUBAIONIME B PA3JIMYHBIX pailoHax MOCKOBCKOW W npyrux obmactedr P®, mpoxonsar

IPaKTUKy B IIPOPUIIBbHBIX OpraHu3aluAax I10 MCCT a00TBl M IPOXKUBAHUS Hd OCHOBAHHUH
Y y

JloroBopa Ha IPaKTUKY.

1.4. Buo (suowt) npogpeccuonanvnoii deamenbHocmu

[TpakTiKa OpreHTHUpOBaHA Ha CIEAYIOUINE BUIbI MPOPECCUOHANBHOMN eATEIbHOCTH:

- HayllHO-uCCJl600661meJleKaﬂ

—  OpP2aHU3AYUOHHO-YNPABIEHYECKAA

1.5.IIpaxmuka nanpasnena Ha popmuposanue ciedylOuuUx KOMnemeHyuiL:

[Inanupyemblie pe3yJbTaThl
00yuYyeHHUs] MO JUCHUILIHHE,

OIIK-2 Cnocoben HaXOJUTh
OPTraHU3AI[MOHHO-YIIPABICHYCCKHIE
pelieHusT NpH pElIeHHH 337134 B
chepe cBoelt mpodeccruoHaTHHON
JICSITETBHOCTH

OIIK - 2.1. 3Haer OCHOBHBIE
COBPEMEHHBIE npoOIEMBI
MOCTPOCHUS CHCTEMBI

JIOKYMECHTAIMOHHOTO 00CCIeYeHUs
YIpaBICHUS U apXUBHOTO JIeNIa

dDopmMHpyeMBble .
NuaukaTopbl KOMIIETEHI M | XapaKTepU3yOIIHe JTalbl
KOMIIETeHIIUH
(opmupoBanus
KOMIIEeTeHIHI
3HaTh: COBPCMCHHbBIC HpO6J’IeMLI

JAOKYMCHTAIUOHHOTO obecneuyeHus
YIipaBJICHUA U apXHUBHOTO [I€J1a

Ymern: pemaTb
npodeccroHabHbIE 3a1a49U B cepe
JOKYMEHTAI[HOHHOT'O 00ecIedYeHus
YIIPaBJICHUS U apXUBHOTO Jielia

Baanern: HaBBIKAMU OIICHKH
COBPEMEHHOTO COCTOSIHUS CUCTEMBI
JIOKYMECHTAIMOHHOTO 00CCIeYeHUs
yIpaBIIEHUS U ApXUBHOTO JIeia

OIIK-2.2. Opranu3oBsiBaeT padboTy
MOJIPa3ICIICHHA B chepe
JIOKYMEHTAI[HOHHOTO 00eCeYeHust
YIPABJICHUS U APXUBHOTO Jieja

3HaTh: TOPSAAOK pPabOTHI CIIYyXO
JOKYMEHTAI[HOHHOT'O 00eCIeYeHust
YIPaBJICHUS U APXUBOB

YMeTh: periiaMeHTHpOBaTh padboTy

CITy)K0 JIOKyMEHTaLHOHHOT'O
obecrieueHns yIpaBIeHUS 17§
apXHMBOB

Bianerb: HaBBIKAMH OpraHU3aLUH
pabotel monpasieneHuil B chepe
JOKYMEHTAI[HOHHOT'O 00ecredYeHus
YIPaBJICHUsI M apXUBHOTO Jiejla B
COOTBETCTBMHM C HOPMaTUBHBIMHU
TpeOOBaHUSIMHU

OIIK -2.3. Pemaer ynpaBieHYeCKre
3aJa4uu B cepe
JOKYMEHTAI[HOHHOT'O 00ecIeYeHus
YIPABJICHUS U APXUBHOTO Jieja

3HATH: QYHKIUM TOpA3ICICHII B
chepe JIOKYMEHTaIlMOHHOTO
obecrieueHust yIpaBJICHUS u
apXUBHOTO JIeNa

YMeTh: BBIIONHATH paboTy TIO
JIOKYMEHTAI[HOHHOMY
00ECleUeHNIO  yNpaBiIeHUs |

apXUBHOMY XPaHECHHUIO




Baanerb:  HaBbIKaMH  BEIOOpaA
HanboJiee ONTUMAIBHOTO PEIICHHUS
yIpaBlIeHYECKUX 3amad B cdepe
JOKYMEHTAI[HOHHOT'O 00eCIeYeHust
YIPABJICHUS U APXUBHOTO Jieja

OIIK- 3 Cnocoben MIPUMEHSTD
TEOPETHYECKHE 3HAHHS JUTst
pelLIeHUs] MOCTaBICHHBIX 3a/1a4 B
0o0nacTd  JOKYMCHTOBEICHHS U
apXHUBOBEICHUS

OIIK - 3.1. Hcnoms3yer Hay4yHO-
METOANYECKUE HOAXOJIBI K
HOATOTOBKE JOKYMEHTOB, B paboTe
C JIOKyMEHTaMH, B OpraHU3aLHH
XpaHEeHUs,, KOMIUIEKTOBAHUS, y4eTa
Y MCTIOJIb30BAaHUSI TOKyMCHTOB

3HaTh: TEXHOJIOTHIO
JOKYMCHTAIHOHHOTO 00ECIICICHUS
YIPaBJICHUS U APXUBHOTO XPAHEHUS
JIOKYMCHTOB

YMeTh: NPUMEHATh TCOPETUUCCKUE
3HAHUS 10 JOKYMCHTOBCICHHUIO U
apXMBOBEJICHUIO TPH MOATOTOBKE
JIOKyMEHTOB, pabote c
JOKyMEHTaMH, OpraHu3alud HUX
XpaHeHHs, KOMIUIEKTOBaHHs, y4eTa
Y MCIIOJIb30BAHHUS

Biaagerb: Hay4YHO-METOIUYECKUMU
MOJXOaMHU JIOKYMEHTHPOBAHUS U
paboTel ¢  JOKyMEHTaMHU B
JICTIONPOU3BOJICTBE " npu
OpTaHU3aIMH UX XPAHCHUS

OIIK - 3.2 IIpumenser
TEeOpeTHYeCcKue 3HaHus B cdepe
JIOKyMEHTOBEJICHUS u
apXMBOBEICHUS B

npoQeCCUOHATBHOM NeSITeIbHOCTH

3HATB: TEOPETUYECKUE OCHOBBI
MOCTPOCHUS CHCTEMBI
JIOKyMEHTAIlMOHHOTO 00ecreYeHUs
YIPaBJICHUS W APXUBHOTO JICNa

YMeTh: MNPUMCHATb TCOPCTUICCKUC
3HaHUA IO AOKYMCHTOBCIACHHIO H
APXHUBOBCJICHUIO B HpaKTP[‘-IeCKOfI
JACATCIBHOCTH

Baagerb:  HaBRIKAMH ~ aHaM3a
MOCTAHOBKH  JTOKyMEHTAIIHOHHOTO
obecrieueHust yOpaBieHUs u
apXMBHOTO  Jiela Ha  OCHOBE
TEOPETUUECKUX 3HAHUM

OIIK-3.3. HUcnonb3yer
B3aWMOCBSI3M JIOKYMCHTOBEACHUS U
ApXUBOBEJCHUS CO  CMEKHBIMU
HAayKamu u HAYYHBIMH
JUCIUATUTHHAME

3HaTh: CME)KHBIC c
JIOKYMCHTOBCICHUEM u
ApPXUBOBECICHUEM Hay4YHBIC
JUCIUTUTAHBI

YMeTb: BBISBIATHE B3aHMOCBS3U
MEXTY JIOKYMEHTOBE/ICHUEM,
apXMBOBEICHHEM W  JIPYTUMH
HAYYHBIMH JUCUUTUTHHAMHA

Baapers: HaBBIKAMHU
MHTEpIpETalK 3HaHUH B o0nactu
CMEXHBIX HAyYHBIX TUCLIUILINH IIPH

penieHnn 3a/1a4 B chepe
JIOKYMEHTOBEICHUS u
ApXUBOBCICHUS

OIIK-4 CrmocobeH HCIIOIL30BaTh
0a3oBble 3HaHUA B oOjacTu
WHPOPMAITMOHHO-

KOMMYHHUKAITMOHHBIX TEXHOJIOTHHA B

OIIK -4.1. Bnageer coBpeMEHHBIMU
TEOPETUYECKUMHU U NIPABOBBIMU
OCHOBaMHM IIPIMEHEHUS
MHPOPMAITMOHHO-

3HaTh: HOpMaTUBHYIO 0a3y B cdepe
nH(OopMaLMOHHO-

KOMMYHHUKAIMOHHBIX  TEXHOJIOTHIA
NPUMEHUTENILHO K BOIpOCaM

4




chepe cBoelt mpodeccruoHaTHHON
JICSITETBHOCTH

KOMMYHHUKAIMOHHBIX TEXHOJIOTHH B
chepe TOKyMEHTAIIMOHHOTO
obecrieueHus yIpaBlIeHUs 1
ApXUBHOTO JIeNa

OpTraHM3aIlH JTOKYMEHTAIIHOHHOTO
obecrieueHns yIpaBIeHUS 178
ApXUBHOTO JIeja

YMmers:
nH(opMaLMOHHO-
KOMMYHHUKAIMOHHBIE TEXHOJIOTUHU B
NPaKTHYECKOH AEATEIbHOCTH

MPUMCHATH

Baagers: HaBeIKaMu paboOTHI  C
COBPEMEHHBIMHU
UH(OOPMAMOHHBIMUA CHCTEMAMHU B
chepe JIOKYMEHTAIlMOHHOTO
obecricueHuss  yIpaBIICHHS u
ApXUBHOTO Jielia

OIIK -4.2.
COBpEMEHHBIE  HH(OPMAIIOHHO-
KOMMYHHUKAIIHOHHBIE  TEXHOJIOTHH
MOpU pEIIEHUH OpPraHU3aLHOHHO-
YIpaBJIEHYECKUX 3amau B
npodeCcCHOHANBHOM NesITeTHHOCTH;

IIpumensier

3HATB: TCXHOJOTHIO pabOTHl B
WHPOPMAIMOHHBIX CHCTEMAaX

YMmerh: HCIIOJIB30BaTh
WHPOPMAITMOHHO-
KOMMYHHKAITAOHHBIE ~ TEXHOJIOTHH

NpY peIIeHHH TPOodecCHoHATBHBIX
3amaq

Baanerp:  HaBbIKAMH
WHPOPMAITMOHHO-
KOMMYHHUKAIMOHHBIX  TEXHOJIOTHIA
0Py pEIIeHHH OPTraHU3alMOHHO-
YIPaBJICHYCCKUX 32144

BbEIOOpA

OIIK- 4.3. O6magaeT HaBBEIKAMH
UCIOJIb30BaHUs  MH()OPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI B
chepe JIOKYMEHTaIIHOHHOT'O
obecrieueHus yIpaBJICHUS u
ApXUBHOTO JIeNa

3HaTh: nH}opMannoHHbIE
CHCTEMBI, UCTIONIb3yEMbIC B
JOKYMEHTAI[HOHHOM O00€CIIeYeHUH
YIPaBJICHUS U apXUBHOM JIejie

Ymern: WCII0JIb30BATh
nH(OpMaLMOHHO-

KOMMYHHUKAIIMOHHBIC TCXHOJIOTHH C
LEIBIO OpraHu3aIH

JOKYMEHTAI[HOHHOTO 00eCIeYeHus
YIpaBICHUS U ApXUBHOTO XPAHEHUS
JIOKyMEHTOB

Baamerp:  HaBeikamMu  BbIOOpa
ONTUMAIIBHBIX  MH()OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIX PCIICHUN IPU
BBITIOJTHEHUH pabor o
JIOKYMEHTaI[HOHHOMY
o0ecrieYeHUI0  YIpaBJICHUS U
ApPXUBHOMY JCITY

2. Mecto npaktuku B cTpykrype OIIOII BO
Vuebnas IMMpaKTUKA: O3HAKOMUTCIIbHAA SBJIACTCA 00s13aTENIbHON U BXOAHUT B COCTaB

broka 2. «IIpaktukm» oTHOCHTCS K 00s13aTenbHON yacTu OITOI mo HanpaBIeHUIO MTOATOTOBKH

46.03.02. JlokymMeHTOBeeHNE W apXHUBOBEACHHE, NMPoduiab - McTtopudeckoe apXWBOBEICHHE.

VYyeOHasi MpakTUKa: 03HAKOMUTENIbHAs MPOBOTUTCS 80 8MOPOM cemecmpe HaA OYHOU hopme

00yueHus




VYyebOHas

MpaKTHKa:

O3HAKOMUTCIIbHAaA

3aKperuIsieT

KOMIICTCHIIMHK, IIOJIYYCHHBLIC II0

TUCHUIITUHAM «/{oKyMeHTOBeeHnEe» U «APXUBOBEICHUE)»

3. CTpykTypa U cogep:KaHue NPAKTHKH

3.1. O0vém npakmuku
4 3e, 144 akan. yacoB, U3 HUX KOHTaKkTHas padota. 4 akan. yacoB, CPC 115 akan. gacos,

(hopMBI KOHTPOJIS dK3aMeH. [TUTETbHOCTD TTPAKTUKH - 13 THEeH.
3.2. Cmpykmypa npakmukxu 011 04HOU hopmul 00yueHus.

/o

Tema/Paznen
IMCIUTUIMHEL

Cemectp

Bunsl y4ueOHOW paboThI™, BKIOUas
CaMOCTOSTENbHYIO PabOTy CTYIEHTOB

U TPyJOeMKOCTb (B

yacax)/ ¢

YKa3aHUCM 3aHﬂTHﬁ, MMpOBOAMMBIX B

MHTEPaKTHBHBIX (hopmMax

Jlexun
CeMuHapb1/
MPaKTHICCKHE
Kontpoinb

@DopMBI TEKYIIEro KOHTPOJS YCIEBAaEMOCTH
(no nedensm cemecmpa)
dopMa TPOMEKYTOUHOW aTTECTAIMH (1O

ceMecmpaM)

Pamen 1.
OO01uee
3HAKOMCT
BO c
opraHuza
IUAEH.
HNHucTpykT
ax o
TEXHHUKE
Oe3omacH
OCTH.
Nzyuenue
opraHuza
LIMOHHBIX
JTOKYMEHT
OB
YUpEKIEH
Hsl.

™ MKP
Z(CPC

OTMeTKa 0
WHCTPYKTaXxa
0C30I1acHOCTH.
I/IH,Z[I/IBI/II[yaJ'IBHOC 3a1aHUC

MPOXO0XKICHUU

1o TCXHUKE

CoBMecCTHEIH TUTaH Tpaduk
3anogHeHne JHEBHUKA

Pamen 2.
Hopmaru
BHO-
MeTOoIuYe
CKHE
JOKYMEHT
BI,
perimameH
TUPYIOIIN
€ mpaBuiia
co3JaHus
u

odopmite

30

3amnoHeHne THEBHUKA
Cxema ympaBleHUS YYPEKICHHUEM,
apxuBoM/Tabnuna




HUS
JOKYMEHT
OB.

3 Pazgen 3. |2 30 3amoHCHHE JTHCBHHKA,
Cucremsl (dbopMHpOBaHUE OTUETA 110 IPAKTUKE
JOKYMEHT Tabnuma
aluu:; Cnucok 10KyMEHTOB
aHanus3 Cnucok cnenuanicToB
cocTaBa M [Tepeuens BJ]
odopmite Cxema JTOKaIbHOMU CeTH
HUS. [Tepedens yHupuIIMpoBaHHBIX HOpM
Cocragne Cnucok kiuiie
HUE
opraHuza
LIUOHHO-
pacropsiz
UTEJbHBIX
JOKYMEHT
OB.

4 Pazpgen4. |2 25 Crircox BUIOB OJIAaHKOB
Ananuz [lepeuens cocraBa
GIAHKOB. PEKBHU3UTOB OJIAHKOB

Marepuain s 0T4éTa 110 IPAKTUKE
3amnogHeHue JTHEBHHKA,
(GhopMHpOBaHHE OTYETA 11O PAKTHKE
Ox3amen Ox3amen/ omuem no npaxkmuxe
umozo: 2 |2 25 2 | 115
3.3. Cooeporcanue pazoenoe npaKkmuku
Ne | HammeHoBaHue pasnena Conep:xkanue
(moxpasnesia, TeMbl) I CHUNJIMHBI
1 O3HakoMUTEIbHAS JTEKLIUS Onpenenenue unened W 3a4ad  MPaKTHUKH,
MCTOYHUKOB U JINTEPATYPbI, HEOOXOTUMBIX /IS
CaMOCTOSITENILHOM  pabOThl M TOJATOTOBKH
OTYeTa.
2 HNucrpykrax o TexHuke | O3HaKOMJIEHME CTYAEHTOB C IIpaBHJIaMU
0e30MmacHOCTH BHYTPEHHEro0  pacmopsika, JOIMycka B
MIOMEIICHUS CITYKO0, TOKapHOU Oe30MaCHOCTH U
IPYTUMH  PErJaMeHTUPYIOIIUMU  palboTy
COTPYIHMKOB MHCTPYKIHUSMHU U TOJOKEHUSIMHU.
3 N3yuyenune HCTOpUH, PykoBogurens MIPAKTUKU oT
COBPEMEHHBIX 337a4, PYHKUUNA U | OpraHU3alMy  MPOBOJUT  BCTYMHUTEIBHOE

CTPYKTYPBI YUPEKICHUS,
Nzyuenue OpraHU3alMOHHBIX
JIOKYMEHTOB IIPEIIPUITHS

3aHATUC C 06yanOH_II/IMI/IC}I, HCJIIBKO KOTOPOIo
ABJIICTCA O3HAKOMJICHUC IIPAaKTHUKAHTOB C

I’ICTOpHeﬁ, COBPCMCHHBIMU 3aJjadyaMu,
HaIpaBJICHUSIMH IeSATEeITbHOCTH u
0COOEHHOCTSIMH JOKYMEHTHPOBaHUS
YIIPABJICHYECKOH JCATEINFHOCTH YUPEIKICHHS.
Ecim B apxuBe opraHuszanyu HMeeTcs
UCTOpHYECKast crpaBKa 0




dhonm006pazoBarene, OHa H3y4aeTcs

CTYJECHTAMH.
N3yuenne OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB, pErIaMEHTHPYIOIINX
IOpUANYECKUNA  CTaTyC  YUYPEXKICHHS, €ro
OpraHU3alMOHHO-IIPABOBYIO bopmy,

OpPraHU3aLMOHHYIO CTPYKTYPY U HAIlpaBJIEHUS
JEATeNbHOCTH.
K Takum 1oKyMeHTaM OTHOCSTCS:

— YcraB (1010EHNE) OpraHu3allny;

— IlonoxeHus 0 CTPYKTYPHBIX
HOJpa3/IeNeHUsIX;

— JIOJKHOCTHBIE HHCTPYKIIUU
COTPY/THHUKOB;

— IraTtHO€ pacnucaHue.

[To mToram u3y4eHus CTYAEHTHI
JIOJDKHBI cOOpaTh HH(OPMAIHUIO 110
CJIEAYIOLIMM BOIPOCAM:

— J1aTa CO3JaHus OpraHu3allui;

— Ha3BaHHE OpPraHU3aLuH;

— IIe7b CO3JaHus U QYHKIHH
OpraHu3aLuy;

— OpraHu3allOHHO-TIpaBoBas popma
OpraHu3aLuy;

— OpraHu3alyoHHas  CTPYKTypa |
HOPSIOK YIPaBJICHUS;

— COCTaB OpraHU3alMOHHBIX
JIOKYMEHTOB OpTraHU3allH;

— CTelleHb OTpaKEHMUSI B
OpraHU3aIMOHHBIX JTOKYMEHTax
TpeOOBaHUN K JIOKYMEHTHPOBAHUIO
yIpaBJIEHYECKON JeSATeIbHOCTH
(mopsAnOK  M3JaHMs, IOJIMCAHU,
XpaHEHus);

B  pesynprare cTymeHTBl Trpaduuecku
BBIUCPUYHMBAIOT CTPYKTYPY OpPTraHU3AIIH.

Bce  coOpanHble  JaHHBIE  CTYIEHTHI
opopMIISIOT B BUJE JTHEBHUKOBBIX 3aIHCEH,
r€ OTMEYaloT JaTy 3alMCH, HCTOYHHK,
KOTOPBIM OHH MOJIb30BAIUCH. DTH BBITUCKU
U3 OpPraHU3allMOHHbIX JOKYMEHTOB CTYI€HThI
NPECTABISIOT PYKOBOJUTEIO MPAKTUKH OT
opraHusanuu, B Oecelje ¢  KOTOPBIM
00CyXXIaroT crenupudeckue OCOOCHHOCTH
CTPYKTYpPBI U PYKOBOJCTBA OpraHU3alueH.
CoOpaHHble  CBEICHHS  CTYICHT  3aTeM
oopmisieT B KauecTBe MEPBOU IJIaBBI OTUETA
10 MIPAKTHUKE.

N3yuenne HOpMaTUBHO-
METOIUYECKUX

B TeueHue 3TOro BpeMeHH CTYIECHTHI
BHHUMATEJIBHO U3y4ar0T HOPMATHBHO-
METOJAMYECKHE JOKYMEHTHI YUPEeKIEHUS,




nokymeHTtoB 1o JIOY wu cucrem
I[OKYM€HTaI_II/II/I OpFaHI/IBaI_[I/II/I,

Nzydenne O0COOCHHOCTEH
oopmiteHust YIIPaBICHYECKUX
JOKYMEHTOB

AHnanu3 OJIaHKOB JTOKyMEHTOB
YUPEXKICHUSI.

perIaMeHTHPYIONIHE TIPaBHiIa COCTaBICHHS
¥ 0(pOpMIICHUSI JTOKYMEHTOB, €CJIH TaKHe
B OpraHM3aliy UMeroTcs. B unce aTux
JOKYMEHTOB MOT'YT OBbITh HHCTPYKIIUH T10
JIEJIONIPOU3BOJICTBY (WM IO paboTe C
JOKYMEHTaMH ), TIpaBuiIa 0(popMIICHHS
JIOKyMEHTOB, PETJIAMEHTBI, CTaHAaPTHI
OpraHu3aluy, IpUKa3sl (PacTIOPSKEHUS) O
HOPSIKE CO3/IaHMS M COTIIACOBAHUS
OT/AEBbHBIX BUJOB IOKYMEHTOB U TaK JlaJjiee.
CryneHtam HEOOXOTMMO O3HAKOMUTHCS C
CHCTEeMaMH JJOKYMEHTALIUH, UCTIONb3yEeMbIMHU
B OpraHM3AIMH, BEIIBUTH OCHOBHBIC BUIBI U
Pa3HOBUIHOCTH JOKYMEHTOB, IPUMEHSEMBIX
JUTS1 TOKyMEHTHPOBAHUS JICITEITLHOCTH
OpraHU3aLUH B IIEJIOM U CTPYKTYPHOTO
HO/IPa3IeICHNs, B KOTOPOM paboTaer
NPaKTHKAHT.

CocTaB TIOKYMEHTOB CHCTEM JIOKYMEHTAIIHH,
UCTIONIb3YEMBIX B ICATEIILHOCTH
OpTaHU3alnH, MOXKET BKIIIOYAThH
YHU(UIMPOBAHHBIE (POPMBI U POPMBI,
pa3paboTaHHbBIE COTPYAHUKAMU
OpraHHu3aLuy.

[IpoBoauTCS aHANMN3 OPraHU3aMOHHO-
pacropsiIuTeIbHON JOKYMEHTAIH IO
CIIETYIOIIUM TPYIIIIaM:

— OpraHM3alMOHHbIC JOKYMEHTHI,
HpUMEHsIEMbIE B YIIPaBICHIECKON
JeATENIbHOCTH;

— pacnopsauTeIbHBIC JOKYMEHTHI,
COCTaB JIOJDKHOCTHBIX JIML, UMEIOIIIX
IPaBO W3AAHHS PACTIOPSIUTEIBHBIX
JTIOKYMEHTOB;

— BuABl  WHGOPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

OOyuarommuecs N3y4ar0T HHCTPYKIHUIO IO
JIEITIOTIPOM3BOICTBY OPTaHU3AINH 1 BHISIBHUTH,
COOJIIOIAI0TCSI JTH ee TpeOOoBaHuUs
COTpYAHUKAMH opranu3auuu. Eciu Takoit
UHCTPYKIMU B OpPraHU3aIMU HET, TO
CTYJICHTHI aHAJIM3UPYIOT OPTaHU3aLHOHHO-
pacropsiiuTeIbHbIe JOKYMEHTHI Ha IPEAMET
coomoaenus Tpedosanuii 'OCT P7.0.97-
2016 (u3yuaercs ohopMIIEHHE TOKYMEHTOB,
TO €CTh HAINYHE BCEX HEOOXOANMBIX
PEKBU3UTOB JOKYMEHTOB).
Hanpumep, BBISBIISIOT HATWYNE CIIEAYIONIINX
PEKBHU3HUTOB: 3ar0JIOBKAa, HAUMEHOBAHHUS BHJIA
JIOKYMEHTA, JIaThl, PETHCTPAlMOHHOTO
MHJIEKCa, OTMETOK Ha JJOKYMEHTE, a TaKkxKe:

— TIPaBHIBHOCTH A/IPECOBAHNS;




—  TIOPSIOK BHYTPEHHETO U BHEIITHETO
COTJIACOBAHUS JIOKYMEHTOB;

—  TIOATMCAHUS;

—  yTBEpXKICHHUSI.
BBISABISIFOTCSL BHIIBI IOKYMEHTOB, Ha KOTOPBIC
B OpraHU3aIK CTABUTCS TICUaTh.
Heo0OxoauMo Takke BBISIBUTh, HCTIOIB3YIOTCS
JIM B OpTaHU3alluu OJTaHKHA JOKYMEHTOB, €CITH
WCIIOJIL3YIOTCS, TO Kakue (0O1Tuii OIaHK,
OnaHK MHrCchbMa, OJIaHK KOHKPETHOTO BUA
JOKYMEHTa, OJTaHK JIOJHKHOCTHOTO JIMIIA 1
T.11.). OOpa3ipl 6JaHKOB KenaTeTbHO
NPWIOKUTH K OTYETY T10 MPAKTUKE.
[Tomumo Hanmuus OJIAaHKOB B THEBHUKE
NPaKTUKH CTYACHTHI GUKCUPYIOT COCTAB
MPUMEHSIEMBIX JOKYMEHTOB, OTMEYAIOT
HanboJiee pacpoCTpaHEHHBIE B TPAKTHKE
paboThI YUPEKICHUS BUIBI
OpTraHU3aIMOHHO- PACTIOPSITUTEILHBIX
JIOKYMEHTOB, a TAK)K€ OTMEYAIOT, Te
3a(UKCHUPOBaHbBI TPEOOBAHUS K
COCTaBIICHUIO ¥ O(hOPMIICHUIO JOKYMEHTOB
OpraHu3aIug.
HeobxonuMo Takke U3y4uTh TEXHHUECKYIO
OCHAIIIEHHOCTH TPOIIECCOB
JOKYMEHTHPOBAHHUS, & UMEHHO: OTPEACIIUTh
TEXHUYECKHE IPOTPaMMHBIC CPE/ICTBA,
UCTIONIb3YEMbIC COTPYTHUKAMH IS
U3TOTOBJIICHHS JOKYMEHTOB, CTETICHD
OCHAIIIEHHOCTU PabOYUX MECT COTPYTHUKOB
KOMIThIOTEPaMHU, OPTTEXHUKOM U CpeCTBaMHU
CBSI3H.
B nrcbMeHHOM 0T4YeTe HEOOXOIUMO
OTpa3uTh, KaKasi MPOrpaMMa UCIOJIb3YETCs B
OpraHu3aIiuy [T CO3/IaHus IOKYMEHTOB, €€
JIOCTOWHCTBA U HEJIOCTATKH.

N3yuenne  opraHuzanuu
paboThI C JOKYMEHTAMHU

B teuenue 13 nHe# CTyneHTHI U3y4aloT:
-IIOKYMEHTOO0OPOT OpTraHU3aIIHH;
-TIOPSJIOK PETUCTPALK U TIOCTPOCHUE
UH(POPMALIMOHHO-TTOMCKOBOM CUCTEMBI;
-TE€XHOJIOTHUIO KOHTPOJIS 32 CPOKAMHU
HUCIIOJIHCHU S I[OKyMeHTOB;

-COCTaBJICHHE HOMEHKJIATYPHI JIET,
-OpraHu3alMI0 TEKYIIETO XPAHEHUS
JIOKYMEHTOB B CTPYKTYPHBIX
MO/Apa3IeNICHUSIX OpraHUu3alNH;
-OKCIIEPTU3Y IIEHHOCTH M MPAKTHIECKOMN
IIEHHOCTHU I[OKyMeHTOB;

-TIOJITOTOBKY M Iepeaady TOKYMEHTOB B
apxuB OpraHU3alUu.

OO0yuaromuecs: aHATU3UPYIOT
I[OKyMeHTOHOTOKI/I 110 BUIaM ,Z[OKYMGHTOB,
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10 KOPPECIIOHICHTaM, 110 YPOBHIM
WCTIOJTHEHUSI, COCTABJISIFOT OMEPOTPAMMBI
JBUKEHUS BXOISIIICH, BHYTPEHHEH 1
UCXOJsIIeH KoppecnoHieHIun. CTYICHTHI
M3Yy4aloT CUCTEMY EPBUYHON 00pabOTKH
KOPPECTIOH/ICHITUH U MPaBUJIA OTTIIPABKU
UCXOJSIINUX TOKYMEHTOB, aHAIU3UPYIOT
MOPSITOK COTJIACOBAHMS U MTOAMUCAHUS
JIOKYMEHTOB, IPOCUYUTHIBAIOT 00bEM
JIOKYMEHTO000pOTa 3a MPEALIECTBYIOINN
Mecsl. CTyIeHTHI BBISBIISIIOT U OMHUCHIBAIOT
CYIIECTBYIOIIYIO HH(OPMAIMOHHO-
MOMCKOBYIO CUCTEMY, KaK TPAAUIIMOHHYIO
(KapTOTEKH, MPUHLIUIBI U POPMHUPOBAHUE),
TaK ¥ 3JIEKTPOHHYIO (0a3bl TAHHBIX B
KOMIIBIOTEPE).

CTyneHThbl onpeeNsitoT Ka4yeCTBO

o opMIICHHUSI HOMEHKJIATYPHI /1], HaJTuaue
HeoOxoaumon nHpopmanuu. CTyIeHThI
U3YYalOT MPAKTUKY GOPMUPOBAHUS JET,
CaMOCTOSITENIbHO MPOU3BOISAT IPYIIHUPOBKY
WCTIOJTHEHHBIX IOKYMEHTOB B JieJia B
COOTBETCTBUU C HOMEHKJIATYPOH JAedl.
CTyneHThI U3y4aroT MPOIECC MOATOTOBKHU
JIeJT 3a MPeAbIAYIINE TObI UISl CJaul B
apxuB. [IpoBepstoTcst MpaBUIBLHOCTD
odopmiieHus nen, ux GopmupoBanus. [Ipu
HEOOXOJUMOCTHU CTYJCHTHI IOJITOTABIUBAIOT
BHYTPEHHUE OIKUCH U JIUCTHI-3aBEPUTEH,
HYMEpYIOT TUCTHL. Ha moAroToBneHHbIE K
c/laue Jieyia CTYACHThI COCTABIISIIOT OMUCH U
110 HUM TIPOU3BOJIAT ciady Jel B apXUB
YUPEXKICHUSI.

W3y4nB nOKyMEHTAIIMOHHOE O0ecTIeyeHne
yIpaBiIeHUS] OPTaHU3allH, CTYIEHTHI
JIEJIal0T COOTBETCTBYIOIINE 3aMKCH B
JTHEBHUKE TI0 IJIaHy TPOTPaMMBI
(ITpuno>keHune) U OMUCHIBAIOT
CYIIECTBYIOIIYIO HH(OPMAIMOHHO-
MOMCKOBYIO CUCTEMY BBISBIISIOT U
OTHCHIBAIOT CYIIECTBYIOIIYIO
MH(OPMALIMOHHO-TIOUCKOBYIO CUCTEMY

IToaroroBka otuéra

®DopMoii OTYETHOCTH IO PE3yJIbTaTaM
NPaKTUKH SBJSICTCS OTYET U XapaKTePUCTUKA
opraam3anui. OT4eT UMeeT TUTYIIbHBII
muct (IIpunoxkenue 2), oriaBicHue,
BBEJICHUE, JIBE TJIABbI, 3aKIIOYCHHE U
npunoxeHus (He meHee 10 mpuoxeHui).
PexoMeHayr0TCS CIeAyIONTNe pa3ieibl
oryera:
Beeoenue
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I nasal.Jlokymenmuposanue desmenbHOCmu
opeaHuzayuu
I'nasa 2. Opeanusayus pabomsi ¢
0OKyMeHmamu
3axnouenue

Bo BBeneHun naercs kparkas
XapaKTepUCTHKA OPTaHU3alllH, B KOTOPO
CTYJEHTBI IPOXOJIST MPAKTUKY (YKa3bIBACTCS
Ha3BaHME OpraHU3alUH, €€ IOPUANYECKUN
CTaTycC, OpraHU3alMOHHAs CTPYKTYpa,
MOPSJIOK YIPABIICHUS U PYKOBOJICTBA,
OTMEYAeTCsI MPUHITUT MPUHSATHUS
YIPaBICHUYECKUX PEUICHUI
(KOJUTeTHANBHBIN, €TMHOHAYAIIBHEIN ), a
TaK)Ke /1aeTCs ONMHMCAaHNE U3YUYEHHBIX
HOPMATUBHBIX JOKYMEHTOB B COOTBETCTBUU
C TIOCTaBJICHHBIMU B METOJUYECKHUX
YKa3aHUsX 3aJa4amMH.
B nepBomMm pa3zzerne otueTa HEOOXOAUMO
MIEPEYUCITUTD:

— HopmaTuBHO-MeTOAMYECKHE
JIOKYMEHTBI, PETJIaAMEHTUPYIOIINE
IpaBuJia CO3/1aHus U 0pOpMIIEHUS
JIOKYMEHTOB,

— CucreMsbl TOKyMEHTallUH,
oOpa3yrommuecs B JesTEIIbHOCTH
opraHu3anuu (Ha3BaTh BUIbI U
Pa3HOBUIHOCTHU JIOKYMEHTOB JISI
KaKJIOM CUCTEMBI).

[MoapoOHO omucaTh 0COOCHHOCTH
oopMIIeHHS YIIPABIECHUYECKUX JOKYMEHTOB,
npaBuiia 0POPMIICHUS OTIICITHHBIX
PEKBHU3UTOB TIOKYMEHTOB (HAUMEHOBaHUE
BUJIA IOKYMEHTA, JaTa, MOMUCh, U T.1.).
[TpoananusupoBaTh 6JaHKU JOKYMEHTOB
(yka3aTb BUIbI) ¥ OLICHUTH COOTBETCTBHE
COCTaBa U PACIIOJIOKCHHS PEKBU3UTOB
0JIaHKa yCTaHOBJICHHBIM TPEOOBAHMSIM.
Bo BTOpOM paszaene oruera
«opraHuzanus paboThl C JOKYMEHTaMM»
3aTParuBarOTCs CIEAYIOLIHNE BOIIPOCHIL:

— Ilpuem u nepBuyHas 06paboTKa
JIOKYMEHTOB;

— Perucrtpanusi JOKyMEHTOB;

— Opranuzanusi KOHTpOJIS 3a
UCIIOJTHEHUEM JIOKYMEHTOB;

— Opranuzanus TeKyIIero XpaHeHus
JTIOKYMEHTOB;

B 3akroueHny MpUBOIUTCS UTOT U3YUCHHS
OpraHHU3aI1H J1eJI0MPOU3BO/ICTBA U
(GbOpMUPYIOTCS BEIBOJIBI 110 TIPOACTIAHHOM
pabore.
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B nprto’keHUS K OTYETY JTOJIKHBI
OBITH BKJIIOUYEHEI:
CXeMa OpTaHW3aIMOHHON CTPYKTYPHI
OpTraHH3aIny;
CITUCOK HOPMATHBHO-METOIUICCKHIX
JIOKYMEHTOB OpPTaHU3AINH;

o0pa3ip OpraHU3aIMOHHO-
paCHOp}II[I/ITeJIBHBIX ,Z[OKYMGHTOB
OpTaHH3aINH;

yHU(DULIIPOBAaHHBIE (POPMBI TOKYMEHTOB;
OJIaHKH BCEX BUIOB OpraHU3alMOHHO-
pacropsauTeIbHBIX JOKYMEHTOB.

Xapakrepuctuka ([Ipunoxenue)
COCTaBJISIETCS HA OJIaHKe, MOITUCHIBACTCS
PYKOBOJUTENIEM IPAKTUKH, 3aBEPSIETCS
[eyaThio M 0053aTENBHO CIAETCS BMECTE C
OTYETOM.

B xapakTepucTrke 10KHBI OBITh
M3JI0’KEHBI HAOII0IEHUS PYKOBOAUTENS
NPaKTUKU O paboTe CTy/eHTa OT
OpraHHU3aIiH, IPOSIBIICHHBIE UM JeJIOBbIE
Ka4ecTBa, €r0 HAaBBIKU U YMECHHS,
OTHOLIEHHE K paboTe. XapakTepucTruka
COJICPKHT OLIEHKY MPAKTHKH 10 YETHIPEX-
OaypHOM cucTeMe (OTJIIMYHO, XOPOIIIO,
YIIOBJIETBOPUTEIBHO)
HEY/IOBJIETBOPUTEIIHHO).

7 IIpomexyTouyHas arrecranus DK3aMeH

4. OueHoOYHBIE CPEACTBA
4.1. Kpumepuu oyenku pe3yiomamoe no Oucyunjiune

Ouenka no Kpurepun oneHKH pe3yJibTaTOB 00y4eHH sl M0 IMCIUIINHE
AUCHMILINHE
«OTJINYHOY BrictaBnsercs oOyuwaromemycs, €clid XapakTepuCTUKa C MecTa

MPOXOXKJACHUSI TPAKTUKU COJEPKUT BBICOKYIO TOJIOXKHUTEIbHYIO
OLICHKY, OTYeT BBIIOJIHEH B  IIOJHOM  COOTBETCTBUU  C
NPEeIbSBISIEMBIMA TPEOOBAHUSAMHU, aHATWTHYECKas 4YacTh OTYETa
OTJINYAETCA  KOMIUIEKCHBIM  IMOJXOJOM, KpPEAaTMBHOCTBIO U
HECTAH/IAPTHOCTHIO MBIIUICHUS CTYACHTA, BBIBOABI OOOCHOBAHBI U
MOJIKPEIJICHbl 3HAYUTEIbHBIM 00beMOM (PAKTHUECKOro MaTepHara.
OOyJaromuiicss MCUEPIBIBAIONIE M JIOTMYECKH CTPOHHO W3JIaraeT
y4eOHBIH MaTepuan, YMEET YBS3bIBaTb TEOPHI0 C MPAKTHKOMH,
CIIPABIISIETCS C PELIEHUEM 3a1a4y
npodeccuoHaNbHOM HANPaBICHHOCTH BHICOKOTO YPOBHS CIIOKHOCTH,
MPABIJILHO OOOCHOBBIBACT MPUHSITHIC PEIICHUSI.

Komnerenmuu, 3akperui€éHHble 3a MNPaKTUKOM, c(hOPMHUPOBAHBI Ha
YPOBHE — «BBICOKHID.
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«XOpOILLIO» BrictaBnsercs oOyuwaromemycs, €clid XapakTepUCTHKa C MecTa
MPOXOXKACHUS TIPAKTUKH COJAEPIKUT TOJIOKUTETBHYIO OLIEHKY, OTYET
BBIMIOJTHEH B 1IE€JIOM B COOTBETCTBUU C TMPEIbIBISIEMBIMU
TpeOoBaHUSIMU 0€3  CYIICCTBEHHBIX HETOYHOCTEH, BKJIIOYAET
dbakTH4YeCKU MaTepHuall, COOpaHHBI BO BpeMs MPOXOKICHHS
npakTuku. OOy4aromwuiicss TMPaBHILHO MPHUMEHSET TEOPETUUYECKUE
MOJIOKEHUS TPU PEUICHUH MPAKTUYECKHUX 3a7ad MpogecCHOHaTbHON
HANPaBIIEHHOCTH  Pa3HOTO  YPOBHS  CJIOXKHOCTH,  BIaJeeT
HEOOXOIUMBIMHU JJI 3TOTO HaBBIKAMH U MPUEMAMH.

KommereHmuu, 3akperui€HHbIE 32 JUCIHUIUIMHOW, CHOPMUPOBAHBI Ha
YPOBHE — «XOPOIIHIIN.

«yIOBIETBOPUTENb | BpicTaBiseTcss oOydaromeMycs, €ClIM XapaKTepuCTHKa C MecTa
HO» MIPOXO0XKICHHS IPAKTUKH COAECPKUT IMOJOKUTEIBHYIO OLIEHKY, OTYET
no Oo(OpPMIEHHUI0O M COACPKAHHIO YACTUYHO COOTBETCTBYET
CYLIECTBYIOIIUM TpPEeOOBaHUSIMH, HO COAEPKUT HETOYHOCTU U
OTJIeNbHBIE (PAKTUYECKHE OIIUOKH, OTCYTCTBYET HWILTIOCTPATUBHBIN
MaTepual.

OOyJaromuiicss WCIBITHIBACT  OMpEACNEHHbIE 3aTPYJAHCHUS B
INPUMEHEHUN  TEOPETUYECKHX  MOJIOKEHUH  NpPHU  PELICHHUH
OPAKTUYECKUX  33Jad  NPO(PECCHOHAIBHONW  HAIMPaBICHHOCTH
CTaH/JapTHOIO YPOBHS CIIO)KHOCTH, BIIaZieeT HEOOXOIUMBIMH IS
3TOro 0a30BBIMU HABBIKAMU U MPUEMAMHU.

Komnerenmuu, 3akpervi€HHbIE 3a JUCIHUILUIMHOW, COPMUPOBAHBI Ha
YPOBHE — <«(JIOCTATOYHBINY.

«HeypnoBieTBopuTe | BricTaBnsiercs oOydaromemycsi, €clid XapaKTepUCTHKa C MecTa

JTHHO» MPOXOXKJICHHUS IPAKTUKU HE COACPKHUT MOJIOKHUTEIbHOM orleHkH. OTuer
IPEACTaBICH HE BOBPEMS M HE COOTBETCTBYET CYIIECTBYIOIIUM
TpeOOBAHUSM.

OOyuaronuiics MCHBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B MPUMEHEHHUH
TEOPETUYECKUX IIOJIOKEHUN TIPU PELICHUH NPAKTUYECKUX 3ahad
npopecCHOHAIbHON  HANpaBICHHOCTH  CTAaHAAPTHOIO  YPOBHS
CIIO)KHOCTH, HE BIIQJICET HEOOXOAMMBIMU Ui 3TOTO HABBIKAMU U
MPUEMAMHU.

KoMmnereHnun Ha ypoBHE <JIOCTAaTOYHBIN», 3aKpEIJIEHHBIE 32
JVCLUIUIMHON, HE COPMHUPOBAHBI.

4.2. Ouenounvie cpeocmea (mamepuanvl) 014 NPOMENCYMOYHOU ammecmayuu
odyuarowuxca no npaKmuce.

JleTanbHO OLIEHOYHBIE CPEJICTBA, CHCTEMa OIICHUBAHMSI, KPUTEPUH OLICHUBAHUS (POPMUPYIOTCS
OTJENbHBIM JTOKYMEHTOM «@DOH] OIEHOYHBIX CPEACTB paldouell mporpamMmbl MPAaKTHKH» B
cooTBeTcTBUH ¢ [losokeHreM o poH/IE OLIEHOUHBIX CPECTB.

IIpomMeskyTouHasi aTTecTalusi 00y4aroIUXCs MO MPAKTUKE OCYIIECTBiIAeTcs B (hopme
9K3aME€Ha, IPOBOJMMOI0 B BUJIE 3aILUTHI OTYETA 10 MPAKTUKE.

K 3ammre 1omycKaroTcsi CTyEHTHI, CBOEBPEMEHHO U B TMOJIHOM OOBEME BBIOJTHUBIIHE
3alaHMs] TPAKTUKH, U B YKa3aHHbIE CPOK IPEJCTABUBLIME BCIO OTUETHYH) JOKYMEHTALUIO.
CryaeHThl, HE TPOLIEAIINE MPAKTUKY MO YBAXUTEIBHOM MpPUYUHE, a TAaKXKe CTYICHTHI, HE
BBITMIOJTHUBIINE TpeOOBaHUN MpPOTrpaMMbl MPAKTUKH WM MOJYYUBIINE OTPULATENILHBIN OT3BIB,
HaNpaBJISIIOTCA YU€OHBIM 3aBEICHUEM Ha MPAKTUKY BTOPUYHO, B CBOOOIHOE OT yUEOHBIX 3aHATHHA
BpeMs.

Jloknan cTyaeHTa (0TYeT) Ha 3alUuTe MPAKTUKH BKIIOYAET:
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— PackpsiTHe 11enu U 3aa9u IPaKTHKHY;

— OOmIyro XapakTepuCTUKy 0a3bl MPAKTHUKH;

— Hnadopmanuio o BBHINOIHEHHONM paboTe € KOJIMYECTBEHHBIMU M KaueCTBEHHBIMH
XapaKTEPUCTUKAMH, COOTBETCTBHE O00OBEMa M COJAEpKaHUsS padOThl TUIaHY-TpaduKy u
3aJJaHUSM TIPAKTHKHY;

— Bnecenue npeanoxxeHuil Mo COBEPIICHCTBOBAHUIO padOThI 0a3bl MPAKTHUKH;

— OO0ocHoBaHME BBHIBOJIOB U MPEUIOKEHHI 110 COAEPKAHUIO U OPraHU3alUU PAKTHKH.

— Or1eHKa NpaKTUKH CTYICHTOB Aa€TCs KOMUCCHEH 10 3alUTe MPaKTHUKU B BY3e€.

UneHaMH KOMHUCCHM SIBJISIIOTCS PYKOBOAMTENIM NPAKTHUKHA OT By3a M OT MNPOQHUIBHOIM
OpraHM3allvy, PermoaaBaTeNid BeAyIIe kadeapsl, MpeIcTaBUTeNn paboToaaTenei.

Ha 3amuTy npakTHKH KaKIbld CTYACHT JOJKEH MPEeICTaBUTh 0(QOPMIIEHHBIE TOJKHBIM
oOpa3oMm JOKyMeHTHL. l[IpakThka OIICHMBAeTCS Ha OCHOBE IPEJCTABJICHHBIX JOKYMEHTOB,
YCTHOTO HMHAMBHIYaJlbHOTO OT4YeTa MPAKTUKAHTa O BBINOJIHEHHON paboTe U OTBETOB
MPAKTUKAHTA Ha BOITPOCHI KOMUCCHUH.

[Tpu oueHke pe3ynbTaTOB MPAKTHKU YYUTHIBAECTCS TIIyOMHA 3HAHHM, MOIYYEHHBIX BO
BpeMs €€ MPOX0KICHHSI, 3HAKOMCTBO C MTOJIOKEHUSIMU HOPMATHBHO-METOANYECKUX JOKYMEHTOB,
perJaMeHTHPYIOMUX paboTy € JOKYMEHTaMH, BJaJieHHE NMPOPEecCHOHANbHBIMU HaBBIKAMU U
YMEHUSMH, OCO3HAHHOCTb M CaMOCTOSITEIbHOCTh NMPUMEHEHHUSI 3HAaHUH M CIIOCOOO0B yueOHO-
HAy4YHOU NeATeIbHOCTH, JOTMYHOCTh M3JI0KEHUSI MaTepuana B JHEBHUKE MPAKTUKU, BKIIOYAS
0000IIEeHNS 1 BHIBOJIBI.

OneHka NpPakTUKK BBIHOCUTCS  4WIEHAMH KOMHCCHMM Ha OCHOBaHHU  ydYeTa
KOJIMYECTBEHHBIX W KAa4eCTBCHHBIX IIOKa3aTeliell BBIMOTHEHHBIX CTYICHTOM 3aJaHHA,
MPE/ICTaBJICHHON UM OTYETHOM NOKYMEHTAlluU, MHUIIMATUBBI U 3aMHTEPECOBAHHOCTU B paboTe.
OreHKa 3aHOCUTCS B 9K3aMEHAIMOHHYIO BEJOMOCTh M 3a4ETHYIO KHUXKKY CTY/ICHTA.

IIpumepnsiii nepeuerb KOHMPOTLHBIX BONPOCOB NO UMO2AM NPAKMUKU:

1. Xapakrepuctuka ydpexaeHus (0a3pl IPaKTUKH).

2. OcHoBHbIe (DaKTOpBI, OMPEIENSAIOUINE CEroJHs PAlHOHAIBHYIO OpraHU3allUIo
WH(POPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00CTY)KUBAHUSI YIIPABICHYESCKON NEATEILHOCTH.

3. HopmaTtuBHO-MeTOOMYECKHE aKThl, PETIAMEHTHPYIOIIME CO3/laHue M odopmieHue
JOKYMEHTOB.

4. TlognmuaHuky U Koruu. Buapl konuid. [Topsimok yaocToBepeHust KOMHid.

5. ®opmynsap nokymenta. Turooit hopmyssp, popmyisip-odpaser.

6. T'OCT 2018 r. no opopmMJIEeHHIO JOKYMEHTAIIUM.

7. TpeGoBaHHsS K KOHCTpYMpPOBaHMIO OnaHkoB. Buawl OnankoB. branku mpennpusituii
pa3aMIHbIX (HOPM COOCTBEHHOCTH.

8. PeKBU3UT «HAMMEHOBAHHUE OPTaHU3AIMH — aBTOPA TIOKYMEHTa», TPEOOBAHUS K HEMY.

9. PekBU3UT «clipaBOYHbIE JaHHBIE 00 OPraHU3alluU — aBTOPE IOKYMEHTAa, €r0 COCTaB.

10. PexBU3HT «@apecaTy, €ro 3Ha4YeHUE U COBPEMEHHBIE TPeOOBaHMS K 0()OPMIICHHIO.

11. Jlatel B nokymenTe. TpeboBanust K ux 0(OPMIICHHIO; JaTa KaK COCTABHAS YacCTh APYTUX
PEKBU3UTOB.

12. PEKBUBHUT «pETUCTPALMOHHBII HOMEP JOKYMEHTA», €r0 3HAUCHHE.

13. PekBU3UT «cChUIKA HA PETUCTPALIMOHHBIN HOMED U JaTy 1oKyMeHTa». Koraa u rae o
MPOCTABJISIETCS?

14. PekBm3uT «Tpud OrpaHUYCHHUs TOCTYyMa K JOKYMEHTY». Ero 3HaueHwe, B KakKuX
Cllydasix OH MPOCTABIISIETCSA Ha JOKYMEHTE.

15. Iopsimok corinacoBaHus TOKYMEHTOB W O(QOpMIICHHS] BHYTPEHHETO WM BHEUIHETO
COTJIaCOBaHUSI.

16. Ilopsinok yTBEpKIEHUS JOKYMEHTOB, BU/bl YTBEPKICHHUS.

17. Topsnok nognucanus JOKYMEHTOB.

18. IledaTs KaK PEeKBU3UT JOKyMeHTa. Ha KakuxX JOKyMEHTaX MpOCTaBISIETCS repOoBas
neyarpb?
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19. CoctaB  ynoctoBepeHHus JOKyMeHTOB. IIpaBuna odoOpMIIeHHS  PEKBH3HTOB,
YIOCTOBEPSAIOIINX JOKYMEHT.

20. OT™MeTKH Ha JJOKYMEHTE, UX 3HaYeHUE U 0(pOpMIICHHE.

21. Pe3omonus. Ee 3nauenue. TpeOoBaHus, IPEIbABISIEMBIC K PE3OIIOIIHH.

22. PexBU3UT «OTMETKA 00 HUCIIOIHUTEIE, EM0 3HAUCHHE.

23. PeKBU3UTHI, TPUAAIOIIUE JOKYMEHTY IOPUINYECKYIO CHITY.

24. Yuu¢ukaiys Tekcta JOKyMEHTa.

25. O6uue TpebOBaHUS K TEKCTY TOKYMEHTA.

26. DneMeHTHI TEKCTA: 3ar0JI0BOK, MPHIIOKEHUS, TPEOOBAHUS K HUM.

27. IloHsITHE «CUCTEMBI IOKYMEHTALIUKNY, PA3BUTHE CUCTEMBI.

28. TpeOoBaHUs K COCTABICHUIO U OPOPMIIEHHIO OPraHU3AIIMOHHBIX TOKYMEHTOB.

29. TpeboBaHus K COCTABICHUIO U OPOPMIICHUIO PACTIOPSIUTEILHBIX JOKYMEHTOB.

30. TpeGoBaHMs K COCTAaBICHUIO H O(POPMIICHHIO ITPUKA30B.

31. TpeboBaHMs K COCTABICHUIO U O(OPMIICHNIO OOBSICHUTENIBHBIX U JJOKJIAJIHBIX 3aITUCOK
(BHEUIHMX W BHYTPEHHHUX).

32. TpeGoBanusi K COCTAaBJICHUIO W OGOPMIICHHIO CIPABOK (BHUIBI CIPABOK, CIPABKH
BHEIIIHNE U BHYTPEHHHUE).

33. TpeGoBaHus K COCTABICHUIO U OPOPMIICHHUIO aKTa.

34. TpeGoBaHMs K COCTaBICHUIO M O(OPMIICHUIO CIY)KeOHOro muchbMa. PasHoBHIHOCTH
TTHCEM.

3a IpaKTUKY BBICTABISAETCS SK3aMEH

5. ®opMBbI 0THYETHOCTH MO NMPAKTHKE, C YKa3aHHEM NepeyHsl 0TYeTHOH JOKYMEHTalMH It
OCYLLeCTBJIEHHS TeKYLero KOHTPOJIsl U MPOMeKYTOYHOI aTTecTaluu

ITo okoH4YaHWU y4yeOHOW MPAKTUKKA OOYYAIOLIUECs COCTABIISAIOT MHCbMEHHBIC OTYETHI U
CHAIOT WX BMECTE€ C JIHEBHMKOM NPAKTUKH M OT3BIBOM OT PYKOBOAMTENS MPAKTUKH Ha
BBITYCKAOIIYIO Kadenpy.

OT4eT 0 MPOXO0KICHUH 00yUaIOIIUMHUCS y4eOHON MPaKTUKY IPUHUMAET MPENo/1aBaTelb-
pykoBoguTtens npaktuku or MI'MK.
3amuTa oT4eTa NPoXoIuT B popMe dK3aMeHa.

K OCHOBHBIM KOMIIOHEHTaM OTYETHOW JOKYMEHTALUU MPOXOXKIEHHUS MPAKTUKU

OTHOCSITCSL:

1) wuHAMBUIYyalbHOE 33JlaHUE HA MTPAKTUKY;

2) [HEBHUK O MPOXOKJIECHUU MPAKTUKHU CTYIAECHTOM;

3) otder 00 UTOTaxX MPOXOXKICHHS MPAKTHKH;

4) XxapakTepHCTHKa C MECTa MPOXOXKJIEHUS CTYACHTOM MPAKTHKHU;
JIHEBHUK IPAKTHKY CTYICHTA-TIPAKTHKAHTA SBISETCS BAXKHEHIIIMM OTUYETHBIM JOKYMEHTOM, a €T0
COCTaBJICHHE M BEJCHHE — OCHOBOIIOJIATalOMIMM 3JIEMEHTOM B OpPraHMU3alMM U MPOXOXKIACHUU
MPAKTUKU.

Cmpykmypa One8HuKa Ka04aem:

* TUTYJIbHBIN JIUCT;

* coJlep’KaHue THEBHUKA, OTPa)KaloIlee BHIIIOJTHEHUE BCEX BUJIOB 3a/IaHUN B COOTBETCTBUU
C IPOrpaMMOM IPAKTUKHU.

Odopmienre THEBHUKA PEKOMEHJYeTCS HAaYMHATh C 3alOJHEHUS TUTYJIBHOTO JIUCTA.
BecTtu nHeBHUK cieyeT perymisapHo (€KeAHEBHO), TOUYHO U JOCTOBEPHO OTpakaThb WH(OPMAIIHIO
0 TpojenaHHOW pabote, QuKkcHpoBaTh HAOMIOAEHUSA, (DOPMYIUPOBATH JUYHBIC BBIBOIBI,
3aMEYaHus U MPeII0KECHHUS.

1o 3aBepIeHNN MPAKTUKK JHEBHUK CAAETCA HAa MPOBEPKY PYKOBOJIUTENIO Oa3bl MPAKTUKH,
KOTOPBIIl BHOCUT CBOM 3aMEUaHusi 00 UTorax paboThl MPaKTHKAHTA, 3aBEepseT 3allUCH JHEBHUKA
MOJIMHUCHIO U TepOOBOM MeUaThI0 OpraHU3aIUH.

Cmpyxmypa omuema o npoxoxicoeHuy NPaKmuKy eKIouaem:

TuTynbHBIN TUCT
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OrunaBnenue

BBEJIEHUE (Bo BBefeHWHU CTaBSATCS IEJIb M 33/Ja4d MPAKTUKH, YKA3bIBAETCS MECTO €€
MPOBEJICHUS, @ TAK)KE PACKPBIBAIOTCS OCHOBHBIC HAMPABICHUS JEATEIHHOCTH 00yUYalomEerocs: BO
BpeMsl TPOXOXKJIEHUS NPAKTUKK B COOTBETCTBHM C €€ MporpaMMoil U colep:KaHHeM
WHAWBUIYAILHOTO 3aaHHS).

OCHOBHAA YACTHb.

CTPYKTYPA U COHEPXXAHUE ITPAKTUKU (ocHOBHasi 4acTh BKJIIOYAET B ceOs
nepedyeHb HWH(pOpMaIUM, MPEeTyCMOTPEHHON MPOTpaMMON TMPAaKTUKHM W O00O03HAYCHHOW B
WHAVBUAYAIbHON 3alaHUU: TEOPETHUYECKHUE AacleKThl MpoOJeM, CBSA3aHHBIX C 3aJadyaMu U
CoJIepKaTeIbHON YacThIO MPAKTUKH; BHITIOJHEHNE KOHKPETHBIX MPAKTUUYECKUX 33/JaHUN; aHATIU3
NEeSATENILHOCTH PO(GUIHHON OpraHu3auy — 0a3bl MPAKTUKU 10 Pa3IMYHBIM HATIPABICHUSM U T.1.)

3AKJIFOYEHMUE (B 3akimroueHrn 0000IIAI0TCS UTOTH M PE3YJIBTATHI TPOICIaHHON pabOoThI
CTyIEHTa BO BpeMsl TMPOXOXKICHUS NPAKTHKH; (OPMYITUPYIOTCS OCHOBHBIE BBIBOABI O
NEeSTeNIbHOCTH NpOo(GUIbHOW oOpraHu3zauMd — 0a3bl MNPaKTHKH, MJalOTCs MPaKTHYECKHe
PEKOMEHIAIUU TI0 COBEPIIICHCTBOBAHUIO PA3TMYHBIX ACTIEKTOB €€ (DYHKIIMOHUPOBAHUST; BHOCSITCS
MPEJJIOAKEHHS CTYICHTa M0 OpraHU3alluy MPOBEACHUS U COJIEPKaHUIO TPOTPAMMBbI IPAKTUKH).

CIIMCOK MHCIIOJIb30BAHHBIX HWMCTOYHUKOB W JIMTEPATYPHI (cnmcok
UCIIOJIb30BAaHHBIX HMCTOYHHUKOB MOJKET COJAEpXkaTb IepeueHb HOPMATHUBHBIX IIPABOBBIX
HUCTOYHUKOB, YYE€OHBIX, HAYYHBIX, CIPABOYHBIX U TMEPUOIUYCCKUX HU3JAHUH, IJIEKTPOHHBIX WU
HuTepHeT-pecypcoB, HCTIONb3YEMbIX 00YYarOIIUMHUCS [Tl BHITOJIHEHUS! IPOTPaMMBbI TPAKTUKH).

I[MPUJIOXEHUE K OTYUETY I10 ITPAKTUKE

B [Ilpunoxenne MOTyT BKIIOYaThCS KOMHHM JIOKYMEHTOB (HOPMATHBHBIX AaKTOB,
MOJIOKEHUH, MPUKA30B, PACHOPSHKEHHUH, MPOTOKOJIOB U JpP.), U3YUYEHHBIX M HCIOJIB30BAHHBIX
0o0y4aromuMuUCs B MEPHOJ MPOXOKIEHUS MPaKTUKU. [IpuioikeHrne MOXKET TakkKe COIep:KaTh
u3orpaduueckie MaTepuasl (AMarpaMMbl, CXeMbl, TpauKH, TaOIUIbI, PUCYHKH, (poTorpaduu u
T.A.), TEMaTHUYECKHU CBSI3aHHBIE C 3aJaHUSMU TMPAKTUKU WIM WUIIOCTPUPYIOLIUE OT/EIbHbIE
HaIPaBIIEHUS ACITETLHOCTU MTPO(UIBLHON OpraHu3aIuy — 0a3bl TPAKTHKHU.

XapakTepucTUKa Ha CTYACHTA, TMpeJACTaBlsieMas pPYKOBOJIUTEIIEM IPAKTHKH OT
OpTraHHU3aINH, TPEJCTABIIET COO0H 000CHOBAHHOE OMMCAaHUE MPO(ECCHOHATBHBIX U JIMYHOCTHBIX
Ka4eCTB CTYJICHTA — €r0 CITIOCOOHOCTEH, YMEHUH, HABBIKOB, KAYECTB XapaKTepa.

6.IlepevyeHb yueOHO-MeTOAMYECKOMH U YUeOHOM JIUTepaTyphbl U pecypcoB cetu «AHTEpHETY,
HeO0XOAUMBIX /Il POBeIeHUS MPAKTHKH.

a) OcnosHas

Konprukuna, T. b. JlenoBbie KOMMYHHKAITMHU, JOKYMEHTOOOOPOT W JEIIOMPOU3BOJICTBO
[DnexTponHsbIit pecypc]: yueb. mocobue / T. b. Konbikuna, U. B. lllyctuna. - 2-e uza. ;ucop. u
no1. - M. : FOpaiir, 2018. - 163 c. - ISBN 978-5-534-07299-0.

KysnenoB, M. H. JlokymeHTanmmoHHOe oOecnedeHue ymnpaBiaeHus. J[OKyMeHTOOOOpOT u
JIeNTOTIPOU3BOICTBO [ DIEKTPOHHBIN pecypc] : yUeOHUK U MPAKTHKYM. - 2-€ U3/. ; IIep. ¥ 01 - M.
: U3narensctBo HOpaiit, 2016. - 477 c. - (bakanasp. [lpuknagHoii xypc). - ISBN 978-5-9692-
1655-6. - ISBN 978-5-9916-6701-2: 560.00.

[yBanosa, H. H. Opraauzamnust 1 TEXHOJIOTHSI TOKYMEHTAIITMOHHOTO O0ECIICYCHUS YIIPABICHUS:
y4eOHUK U TPAKTUKYM JIJISl aKaJJleMUUYECKOro OakanaBpHuara [ DIeKTpOHHBIN pecypc]|: yueOHHK U
i

p

B) /lononnumenvhas

Bypoa E. M., MypasseBa H. A. CrpaBouHUK 1O apXUBHOMY JeNy il paOOTHHUKOB
©opraam3anuii. — (Cepust «YmpaBiaeH4eckas Oe30macHOCTh» / moxm oOmi. pen. A. b.

IBe30opoaosa). — M.: OO0 «TEPMUKA.PY», 2018. — 396 c.
HYlocratb W 00€3BpEANTh: YHUYTOXKEHHE OSJIEKTPOHHBIX HOcUTened uHpopmaruu
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[Dnexrponnsrii pecypce] // URL: http://naar.ru/ articles/dostat-i-obezvredit-unichtozhenie-
elektronnyh-nositeleyinformatsii/ (nara oopamenus: 14.04.2021).

EpmomnaeBa A. B. Ilepeunu 31eKTpOHHBIX JOKYMEHTOB OPraHOB MCIOJIHUTEIBHOW BIACTH
[D1eKTpOHHBII pecypc] // NudopmanimoHHO-aHATTU THYECKUIT noprain
«[IpenmpuHUMATEIIBCTBO " IpaBoy. URL: http://lexandbusiness.ru/view-
article.php?id=8749 (nara obpamenus: 14.03.2020).

NBanosa, A. FO. Pycckuii S3bIK B 1€7T0BOM JOKYMEHTALMHU [ DIEKTPOHHBIN pecypc]:
yuebHuk u npaktukyM / A. FO. MBanoBa. - M.: FOpaiit, 2018. - 157 c. -
(ITpodeccmonanpHOE 00pazoBanue). - Pexxum goctyma: https://www.biblio-online.ru. -

VYnpasnenue gokymentamu. Tepmunsl u onpenenenus. Ciosaps. M.: BHUMIA/L, 2013.
120 c.

VYcanona, O.I. JlokymMeHTOBEICHHE W apXWUBOBEJCHUE [ DJIEKTPOHHBIA pecypc]: caoBaph /
O.T. Ycanosa, A.B. JlymnukoBa. — JnektpoH. nan. — Cankr-IlerepOypr: Jlans, [lnanera
My3bikH, 2019. — 172 ¢. — Pexum nocrymna: https://e.lanbook.com/book/113186. — 3ar.
C DKpaHa.

AnkoBas B. ®@. Hoseiii 'OCT P 7.0.97-2016 // Cekperapb-pedepent. 2017. Ne 3
[Dnextponnsiii pecypc] // URL: https://www.profiz. ru/st/3_2017/mnovyj GOST/ (mara
obpamenusi: 27.03.2020).

SlukoBast B. @®. HopmaruBHOe peryaupoBaHHE NOHSATHHHOTO ammapara B cdepe
YIpaBJICHUS IEKTPOHHBIMHU JokyMeHTamu // OtedecTBeHHbIe apxuBbl. 2018. Ne 2. C. 23—

Ilepeuens pecypcos unghopmayuonno-meneKoMmyHuKayuonnou cemu « Anmepnem).

[Topran Apxussl Poccun [DnexTponHslii pecypc] / @enep. apx. areHTCTBO. DIEKTPOH. J1aH.
M., 2001-2019. URL: http://www.rusarchives.ru/ (mara obpamenus: 22.03.2021). 3aru. ¢
9KpaHa.

®denepanpHoe apxuBHOEe areHTCTBO (PocapxuB) [OmexTponnbiii pecype]| / denmep. apx.
areHTCTBO. DNeKTpoH. AaH. M., [2006-2014]. URL: http://archives.ru (mara obpamieHus:

D¢ ¢dexTuBHOE ympaBiIeHHE JOKyMEHTAaMH B OpraHax BJIACTH: OT JIEJIONPOM3BOACTBA JI0
AIEKTPOHHOTO apxuBa: Marepuaibl popyma 13—14 nexadps 2017 r. [DnexTpoHHBIN pecypc]
/ Tunpaus ynpaBISIONIMX JOKyMEHTaluen. OnekTpoH. nad. M., [2001-2018]. URL:
JKpaHa.

D¢ (exTUBHBIN apXUB 3JIEKTPOHHBIX JOKYMEHTOB B OpraHax rOCyAapCTBEHHOM BIIACTH: OT
JIeTIOTIPOM3BOJICTBA 0 XpaHEHHs: MaTrepuaibl hopyma 7—8 nexadpst 2016 1. [DneKTpoHHbIH
pecype] / Tmnpausi ynpapisomux JOKyMEHTaIuen. DnekTpoH. maad. M., [2001-2018].
C DKpaHa.

7. llepeyeHb HH(POPMAIIMOHHBIX TEXHOJIOTH, HCNIOJIb3yeMbIX IPH OCYIIECTBJICHHHU
00pa3oBaTeIbLHOIO MpoIecca Mo AMCIUIINHE, BKIKYasi epeyeHb NPOrpaMMHOIo
obecrnieyeHust 1 HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM

[Mpu ocyiiecTBIeHUH 00pa30BaTEIBLHOIO MpoIlecca MO MPAKTUKE HCIOIb3YIOTCS
CHGI[yIOH_II/Ie HH(bOpMaHI/IOHHBIC 06pa30BaTeJIBHBIe TCXHOJIOTUH, B COOTBCTCTBUHU C Tpe6OBaHI/I$IMI/I
®I'OC BO:

-ay/IMOBU3YyaJbHOE MPEICTABICHUE 00YJIAIOIIUMCS C TOMOIIBI0 KOMITBIOTEPA COACPIKAHUS

OTACIBHBIX TCM AJUCHUIIIIMHBI HA JICKIIMOHHBIX 3aHATHUAX,
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-TpefiocTaBlIeHre OOydJaIUMCs JOCTyNa K y4eOHOMY IutaHy, pabodeil mporpamme
JUCLUIUIMHBL B 3JEKTPOHHOM (Qopme, K 3JIEKTPOHHO-OMOIMOTEYHON CHCTEME HHCTUTYTA,
coJepxaliel yueOHO-MEeTOAMYECKHEe MaTepualbl M0 AMCHUIUIMHE B 3JIEKTPOHHOH Qopme, K
UH(POPMALIMOHHBIM CIPABOYHBIM CHUCTEMaM, KOTOPBIE HCIIOJIB3YIOTCS MPH OCYLIECTBICHUH
00pa3oBaTeNLHOTO MpoIecca MO TUCIHILIMHE, MOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-
o0pa3oBaTeNbHONW CpeAbl WHCTHTYTa M3 JI000H TOYKHM, B KOTOpOHl HMeercs IOCTyNm K
UH(POPMALIMOHHO-TEIEKOMMYHUKAITMOHHON ceTn «IHTepHeT»;

- ¢ukcanus xoma o00pazoBaTEIBHOIO Mpolecca MO JUCHUIUIMHE TOCPEICTBOM
3IIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTeNbHON cpeabl HHCTUTYTa (o I'OC 3++);

- ¢dopMupOBaHHE DIEKTPOHHOTO TMOpPTHONIHO O0OydJarImerocs IO JUCHUTUIINHE
MIOCPEICTBOM 3JIEKTPOHHON MH()OPMAIIMOHHO-00pa30BaTEeIbHON Cpeibl HHCTUTYTA.

[Ipu ocymiecTBieHUN 00pa30BATEIBHOIO Ipolecca IO TUCHUILIMHE HCIOIb3YyeTCs
ClIeAyIOIIee JIMLEH3NOHHOE TPOrpaMMHOe oOecrieueHue
OnepanmoHHas cucTema:
— Microsoft Windows 10 Professional,
[TakeT oUCHBIX TPOTPaMM:

— Microsoft Office 2016 Word
Microsoft Office 2016 Excel
Microsoft Office 2016 PowerPoint

—  VYueOHusie m1agsr BO

AHTHUBHUPYCHBIE TPOTPAMMBI:
— Kaspersky Endpoint Security

Hpyroe I10:
— Mozilla Firefox

Jocmyn 6 OBC:

- JIAHb Jlozoeop ¢ OO0 «H3z0amenvcmeo Jlanvy Pescum oocmyna www.e.lanbook.com
Heoepanuuennulii 0ocmyn 025 3ape2ucmpuposantbix NoIb3068amenel

- D5C FOPAHUT, Pescum docmyna www.biblio-online.ru  Heozpanuuennwiii docmyn o
3ape2ucmpupoB8aHHblx Noab30eameinel

- 000 HJF Pesicum oocmyna www.eLIBRARY.ru Heoepanuuennuiii docmyn 015
3ape2ucmpupoB8aHHblx Noab3osameineil

MarepuaJjibHO-TeXHUYECKasA 0a3a, He00XoAuMAasi 1JIA POBeeHUs NMPAKTUKHA

Jlnst mpoBeZieHHs MPAKTUKUA HEOOXOIMMO Cleayoliee MaTepHallbHO-TEXHUYECKOe
obecrieueHne: CTYIEHTY JOJDKHO OBITh TpenocTaBiIeHO pabodee MecTo (JKeaaTeIbHO
ABTOMATU3UPOBAHHOE) M MaTepuaibl JUIsl aHalIW3a, yKa3aHHbIE B MPEAbIAYLIMX pas3jaenax
POTPaMMBI.

9.00ecneyenne 00pa3oBaTEIbLHOIO NMPOUECCA AJIs1 JIUI C OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbSI M HHBAJIUAOB (IIPH HAJTMYHH)

B xome peanuzauuy OMCHMIUIMHBI HCIOJNB3YIOTCA CIEAYIONIME JOMOJHUTEIBHBIE METO]IbI
00y4eHHs, TEKYILIEro KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTecTally o0y4yaroumxcs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:
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o JUISL CJICTIBIX U CITa0O0BUIAIINX:

- AeKuu 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOT'O C TOMOIIbIO0 KOMIIbIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUeHHEM;

- MICbMEHHBIE 33/I1aHUS BBITIOJIHAIOTCA HAa KOMIIBIOTEPE CO CTIEHHUATN3UPOBAHHBIM MPOTPaAaMMHBIM
o0ecrieyeHneM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecreunBaeTcs UHIUBHUIYaTbHOE paBHOMEpHOE ocBelenne He Menee 300 Jrokc;

- 17151 BBITIOJIHEHUS 33JaHUs IPH HEOOXOTMMOCTH IPEAOCTABISAETCS YBEIMYUBAIOIIEE YCTPOHCTBO;
BO3MOXKHO TaKe UCI0JIb30BaHHE COOCTBEHHBIX YBEIMYMBAIOUINX YCTPOUCTB;

- IUCbMEHHBIE 3aJaHHsI OPOPMIISIOTCS YBEJIIMYSHHBIM HIPUPTOM;

- DK3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOIHSIOTCS B MUCbMEHHOH (opMe Ha
KOMITBIOTEPE.

o JUISL TITYXHX U cJTa00CbIIIaNnX:

- Jexkuuu OQOpPMIISIIOTCS B BHJAE OJIGKTPOHHOIO JOKYMEHTa, JIMOO MpeloCTaBIseTCs
3BYKOYCHJIMBAIOLIAs armapaTypa WHANBHIYyaIbHOTO ITOJIb30BaHUS;

- MUCbMEHHBIE 33/1aHUS BBITIOJIHSIOTCS HAa KOMITbIOTEpE B MUCbMEHHOU (hopme;

- 9K3aMEH U 3a4€T NMPOBOJAATCS B MUCHMEHHOM (OpME Ha KOMIIBIOTEPE; BOZMOKHO IMPOBECHHE B
dbopme TecTUpOBaHUS.

o JUISL UL C HApYIIEHUSIMH OTIOPHO-/IBUTATENILHOTO arapaTra:

- TIeKIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CIIEUAIM3UPOBAHHBIM ITPOTrPAMMHBIM 00€CTIEUeHUEM;

- IMCHbMEHHBIE 33aJJaHHsI BBHITIOIHIIOTCS HA KOMITBIOTEPE CO CIIEHUATU3UPOBAHHBIM TPOTPAMMHBIM
o0ecIreyeHneM;

- 9K3aMEH M 3a4éT MPOBOJATCA B YCTHOM (hOpMe WM BBIMOJHAIOTCS B MUCHBMEHHOH (opme Ha
KOMIIBIOTEPE.

[Tpu He06XOAUMOCTH MpeTyCMaTPUBAETCS YBEIIMUCHUE BPEMEHH I TOJITOTOBKH OTBETA.
[Tpouenypa mpoBeneHus MPOMEXKYTOUHOM aTrTecTaluu A oOydaroluXcs YCTaHABIIMBAETCS C
y4€TOM MX MHIMBUAYAJIBHBIX MCUXO(U3NYECKUX OCOOeHHOCTeH. [IpoMexyTodHas aTTecTalus
MO’KET POBOIUTHCS B HECKOJIBKO 3TAIOB.

[Ipu npoBeneHUM TMpOLEAYpPHl OLEHUBAHHUS pPE3YyIbTaTOB OOyuYeHHs IperycMaTpuBaeTCs
UCIIOJIb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBA3M C WHIUBUIYaIbHBIMU
0COOEHHOCTAMH 00yUaIOMIKUXCsl. DTH CPEACTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIH
MOTYT HCIOJIb30BaThCs COOCTBEHHbIE TEXHUUECKHE CPENICTBA.

[IpoBenenue mpoueaypsl OLIEHUBAHUS PE3yIbTaTOB O0YYEHHS JOIMYCKAETCs C MCIIOJIb30BaHUEM
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

ObecneunBaeTcss AOCTYN K HMH(OpPMAIMOHHBIM M OubnHorpadguueckuM pecypcam B CETH
WuTepHer s kaxkaoro oOywaromierocssi B ¢opMmax, aJalnTHPOBAHHBIX K OTPAaHUYECHUSIM MX
3JI0pOBbsSI U BOCTIPUATHUS HHPOPMALIUH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- B IeYaTHOU (popMe yBEITMUYCHHBIM MIPUPTOM;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.
o JUISL TITYXHUX ¥ cIa0O0CTBIIIATHX:
- B Ie4aTHoH popme;
- B popMe 3JIEKTPOHHOTO TIOKYMEHTA.

o JUIs 00yYaroIuXcs ¢ HAPYIICHUSIMHU OMOPHO-/IBUTaTEIbHOTO arapara:

- B Ie4aTHoH ¢opme;
- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;
- B (hopme aynnodaiina.

VY4eOHble ayAUTOPHUH 711 BCEX BUAOB KOHTAKTHON M CaMOCTOSITENIbHOM paboThl, HAy4YHAs
OubnMoTeKka W WHBIC TOMEIIEHUS JJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OO0OPYJOBAaHHEM U
yu4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUSI:

o JUISL CJICTIBIX U CITa0O0BUIAIINX
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- YCTPOMCTBOM JiJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucreeM bpaitns PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
o JUISL TITYXUX U cIIab0CbIIIaNnX:
- ABTOMATH3MPOBAaHHBIM pa0OYUM MECTOM s JIIOJIeH C HapylmIeHHEM CiyXxa |
CJIa0O0CIBIIIAIINX;
- AKYCTUYECKUU YCHIIUTEINb U KOJIOHKU;
o JUTsL 00YYarOIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOUN TEXHUKOU CO CIIeUaTbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

10.TpeGoBaHusi OXPaHBI TPYAA H TEXHUKH 0€30IIACHOCTH B IIEPHO/ MIPOXO0KACHUS IPAKTHKH.

10.1. TpeOoBanusi oxXpaHbl TPyAa M TEeXHUKH O0€30MACHOCTH Iepe] HaA4YaJIoM
NMPaKTHKHU

[lepen HauaaOM NPAaKTHUKU HEOOXOAUMO OTMETUTHCS Y PYKOBOJUTENS IPAKTHKH, B CIIydae
HESIBKU Ha MPAKTUKY, JOJIOKHUTH EMY O IPUYMHAX OTCYTCTBHUSL.

[TonyunTh 3amaHue y pyKOBOJIUTENSI HA BBINOJNHAEMYIO paboTy B paMKax IIJlaHa Ha
IPOBEICHUS TPAKTHUKH.

[Ipu mpoBeneHWM mNpakTHKA W PabOTHI ¢ 00OPYIOBAaHMEM HEOOXOAMMO BH3YyaJTbHO
IPOBEPUTH IIEIOCTHOCTh 3JIEKTPONPOBOIOB, PO3ETOK, MPOBEPUTH PAOOTOCIOCOOHOCTh KHOMOK
BKJIIOUEHUS. YOpaTh Bce JUIIHNE IPEIMETHI, MEIlIalolue MPOBEACHHUIO padoT.

ITpu paboTe Ha KOMIBIOTEPE M MPUHTEPE HEOOXOIUMO 03HAKOMUTHCS ¢ MHCTPYKLIUEH 1O
9KCILTyaTalluy OPITEXHUKU.

[Tpu Bo3HUKHOBEHHH cOOsI pabOTHI 00OPYAOBAHUS, OTKIIOYCHUSI OCBEILICHHS, TIOSBICHUS
3amaxa rap, WiIM YXYALIEHUS CaMOYYBCTBHSI HEMEIJIEHHO COOOLIUTh HEMOCPEICTBEHHOMY
PYKOBOJIUTEIIO, pabOTy MPEKPATHTb.

CryneHty 3amnpenaercs:

— CaMOBOJIBHO BKJIIOYATH JIF00OE HE3HAKOMOE 000pyI0BaHuE, TPHOOPHL;
— TPOU3BOAUTH PEMOHT JIFOOOH TEXHUKH, HJIEKTPOIPOBOOB, OTKPBIBATH 3ALIUTHBIC KOXKYXa,

BBITOJIHATH paboTy, HE CBA3aHHYIO C TUIAHOM MPAKTHKH;

— paboTath B YCJOBHSX HEAOCTATOYHON BUAMMOCTH — IPH OTCYTCTBUU WM ILJIOXOM

OCBEILICHUU;

— paboTtarh B ONACHBIX (IKCTPEMANIbHBIX) YCIOBHSX TPYIa.

10.2. TpeGoBanusi oXpaHbl TPYAA U TEXHUKHN 0€30M1ACHOCTH BO BpeMsl IPAKTHKHU

CryneHT, HaXOAsICh Ha IPAKTHKE, 00SI3aH:

- BBINOJHATH PAabOTy B COOTBETCTBUM C IUIAHOM NPAKTHUKA WU €€ METOAMYECKUMU
PEKOMEHIAIUSIMH,

- paboTaTh WCHPAaBHBIMH HWHCTPYMEHTaMH, OOOPYIOBaHHUEM, TMPHUCIIOCOOICHHIMH,
npubopaMu, IPUMEHSTh UX 110 HA3HAYCHUIO, TIOJIb30BATHCS UCIIPABHBIM CTYJIOM, KPECIIOM H T.J.

- IPUCTYIATh K pab0Te TOJBKO MOCIIE OCMOTpa MPHUOOpa Uil 000PyI0BaHMs, HHCTPYMEHTA
yOeIUBIINCH B UX UCTIPABHOCTH U 03HAKOMUBIIKNCH C MHCTPYKIIMEH TI0 AKCILTyaTaIl1H;

- IIpU MIepeHoce Tpy3a BPYUHYIO HE MPEBBIIIATh HOPMY (JJ1s1 B3POCIBIX MYXXYHUH HE Ooliee
30 Kr, JUTst )KEHIIMH MTOCTOSTHHO B TEYCHHE CMEHBI — 7 KT, Isl OepeMeHHbIX 2,5 u 1,25 xr);

Bo Bpemst npakTUKH 3amperiaercs:

— TI0JIb30BAaThCsl HEMCIIPABHBIMU 3JIEKTPONIPHUOOPAMHU U APYTUM 000PYI0BAHUEM;

— TepeKpyuYuBaTh MPOBOAA, 3aKJIaJbIBaTh MPOBOJA U IIHYPHl HA BOAOIPOBOJIHBIE TPYOBI U
Oaraped OTOIUICHHUS, BELIaTh YTO-TMOO Ha IMPOBOJA, BHITATHBATH 3a IIHYP BHJIKY U3
pO3€eTKH;
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— TpUKacaTthCs K HEHM30JUPOBAHHBIM ¥ HE OrPaXIEHHBIM TOKOBEAYIIUM YacTsIM
JMEKTPUUECKUX YCTPOUCTB, allapaTroB U MPHOOPOB;

—  TOJIB30BATHCS caMoJIeTIbHBIMU AIIEKTPOHArpeBaTeIbHBIMH npudopamu u
3JIEKTPONPUOOPAMH C OTKPBITON CIIUPAJIbIO, HACTYATh HA TIEPEHOCHMBIC AIICKTPUICCKUE
IPOBO/IA, JISKAIINE Ha TIOITY;

— ocTaBiATh 0€3 HaJA30pa BKIIOYEHHOE B CETh padoTaroiiee 000pynoBaHuUE.

O00 Bcex BO3HUKIIMX BOINPOCAX, 3aMEYaHUSAX B Mpolecce pabdoThl OoOpamarhes K
PYKOBOAMTEITIO TPAKTHKH.

10.3. TpebGoBanusi OXpaHbl TPY/AA U TEXHUKHU 0€30MIACHOCTH B ABAPUIHON CUTyalluu

Hemennenno mpekpatuth paboTy, OTKIIOYHUTH TEPCOHANBHBIM KOMIIBIOTEp, HWHOE
3JIEKTPOOOOPYAOBAHHUE U IOJOKUTH PYKOBOJUTEIIO padoT, €CIIu:

— OOHapyXeHbl MEXaHMUYECKHE TMOBPEXKACHUS M HMHBIE AC(PEKTHI IEKTPOOOOpYIOBaHUS U

AIIEKTPOIPOBOJIKH;

— HaO;romaeTcs MOBHIIICHHBIA YPOBEHB IIIyMa P paboTe 000pyIOBaHHS;
— TI0YYBCTBOBAJICS 3alax rapy Wi JAbIMa;
— IpeKpalieHa rnojaayda 3eKTPOIHEPTUH.

He manukoBath, HE MpHUCTyNaTh K pabOTe O IMOJHOTO YCTPAHEHHUs HEHCIPABHOCTEH
000py/I0BaHus U pa3pelieHus K paboTe pyKOBOIUTENS MPAKTUKU WM OTBETCTBEHHOTO JIMIA 32
yCTpaHEHUS] HEUCIIPABHOCTH.

B cnyuae Bo3ropanus uiaM noxapa paOOTHHUKH (B TOM YHUCIE U CTYAEHTHI, TPOXOSIINE
MPAKTUKY) JOJHKHBI HEMEAJIEHHO MPEKPATHTh PaboTy, OTKIIOYUTH IJIEKTPONPUOOPHI, BHI3BATH
MOXKApHYIO OXpaHy, COOOINUTh PYKOBOJAMUTEIO padoT, IBAKyHPOBATHCS.

Ecnmu moxap He yrpoxkaer >KH3HHM, NPUCTYNIHTh K JUKBHIAIMU oOdara TmoxKapa
UMEIOUTUMHUCS CPEACTBAMH OTHETYILIECHUS.

[Ipu TpaBMe B mepByI0 ouepelb OCBOOOAMTH MOCTPAJaBLIETO OT TPaBMUPYIOIIETO
¢axTopa, OKazaTh MEPBYIO OBpAaueOHYIO MOMOIIb, MOCTAaBUTh B W3BECTHOCTh PYKOBOJUTEIS
paboT, BhI3BaTh MEAULIMHCKYIO TOMOIIb, 10 BO3MOXKHOCTH MECTO MPOMCILIECTBUS COXPAHUTD UITH
cotorpadupoBarh 10 HaYala pacciae0BaHUs TPUUUH MPOU3OIICIIICTO CIyYasl.

[Iporpamma cocrtaBiieHa B cooTBeTcTBUU ¢ TpeboBanusMu PI'OC BO mo nHamparieHHIo
noarotoBku  46.03.02. JlokyMEHTOBEIEHHE M apXUBOBEJACHHE MNPOMUII0 MOJITOTOBKH:
HcTopuueckoe apXuBOBEACHHE

CocraBuTtenb(un):

Kanouoam nornumuuecxkux nayx, ooyeum, /[yoposa O.A
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(Turymn)

MUHHUCTEPCTBO KYJIbTYPbI POCCUMCKOM ®EJEPALINA
denepanbHOE rocyIapCcTBEHHOE 010 KETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIETO OOpa30BaHUS
«MOCKOBCKHI I'OCYJapCTBEHHBIN HHCTUTYT KYJIbTYpPbI»

OTYET
0 MPOXO0KAEHNH Y4eOHOH MPAKTUKMN:
03HAKOMUTEJIHLHOM

Hanpasienue noaroroBku
46.03.02 /JIokyMEHTOBEAEHUE U APXUBOBEICHUE

Crynenra (®.1.0.)

noonucw

Kypc , rpynma No

Mecto MPOXOXKIACHUA HPAKTHKU

(vKasvleaemcsi noaHoe 0puouuecKoe HAaUMeHo8aHue U IPUOUYecKUll aopec OpeaHu3ayun)

Cpok NpOXOXKACHUS MPAKTUKU: C «__ » 20 r.mo«_ » 20

PYKOBOIII/ITeJ'II/I IMPAaKTUKHU:

PyKOBOI[I/ITe.]IL MMPaKTHUKH OT BYy3a.

(D.H.0., donxcnocmy, NOORUCH)

PykoBoauTe b NpakTUKH
OT NPOPUILHON OPraHU3AIMHU:

(®.HU.0., donxcnocmyb, noonucy)

3aB. kadeapoi:

(D.HU.0., yuenas cmenens, yuenoe 36anue)

I[OHYCTI/ITI) K 3alIUTC:

noonuce

« » 202 1.

Xumkw, 202
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COJAEPKAHUE

NuauBuayanbHoe 3aJjaHiE HA IPAKTHKY.

CoBmecTHbIN pabounii Tpaduk (TU1aH) TPOBEACHUS IPAKTUKH.
TuroBon 10roBOp Ha MPAKTUKY

OTueT 0 MPOXOKIACHUU MTPAKTUKU

JIHEBHUK O MPOXOKIEHUU NPAKTUKH.

XapakTepUCTUKa ¢ MECTA MTPOXOKICHUS MPAKTUKH.

Hpyrue matepuanibl (IPUITOKECHHUS)

NN KW=

B Ilpunoowcenue Ne 7 mozym @Knouamscsi KOnuu OOKYMEHMO8 (HOPMAMUBHbIX AKmMos,
NONOXHCEHUL, NPUKA308, PACNOPANCEHUL, NPOMOKON08 U Op.), U3VUEHHbIX U UCNOTIb30BAHHBIX
o00yyaloWuMUcs 6 nepuood npoxodxcoenus npakmuxu. Ilpunoscenue moocem makdice
cooepoicams  uzoepaghuueckue mamepuavl (Ouazpammvl, cxemvl, epaguku, madauybl,
PpUcyHxu, omoepaguu u m.o.), memamuiecku CeA3aHHvle C 3A0AHUSAMU NPAKMUKU ULU
UTIOCMPUpYIOWUe OMoenIbHble HANPAsIeHUs. 0esmeabHOCMU NPOQUILHOU Opeanu3ayuu —
0azvl npakmuxu.
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IlpunoscenueNo 1

MUHHUCTEPCTBO KYJIbTYPbI POCCUMCKOM ®EJEPALINU
denepanbHOE rocyIapCcTBEHHOE 010 KETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIETO OOpPa30BaHUS
«MOCKOBCKUH rOCYAapCTBEHHBIM UHCTUTYT KYJIbTYpPbI»

NHIANBUIAYAJIBHOE 3AJAHUE
HA y4eOHYI0 IPAKTHKY: 03HAKOMHTEJIbHYI0

CryneHt (®.1.0.), xypc , Tpyrima No

Hanpasnenue noaroroku: 46.03.02 JIokyMEeHTOBEAEHNE U APXHUBOBEICHUE

MecTo pOoX0XKIeHUs IPAKTUKU

(yKasvisaemces noaHoe 0puouieckoe HaumMeHosanue U puoudeckull aopec opeanu3ayuu)

CpOK IPOXOXKIEHUS TPAKTUKHU: C € » 20 r.mo « _» 20 1.
Cpok craum oTyera:

Heab yueOHON NPAKTUKHU (03HAKOMMTEIbHOM)

— HW3YYEHHE BHJOBOTO COCTaBa CIY)KEOHBIX TOKYMEHTOB, UCIOJB3YEMBIX B JEATEIHLHOCTU
KOHKPETHOW OpraHu3alid, MOpsSIKa M OCOOCHHOCTeW uX O(QOpMIICHHS, H3y4eHUE
JIOKYMEHTOO0O0pOTa W OpraHu3aluu paboThl C JOKYMEHTAMHU: MOPSAJKA PErUCTpalUH,
KOHTPOJIA HMCHOJHCHHUA AOKYMCHTOB, OpPraHu3allii TCKYIICTO XpPaHCHHUA JOKYMCHTOB,
NOpsIKa Nepelaul UX B apXUB.

3anaum NpaKkTUKM:

— U3Y4YUTh W TPOAHAIM3UPOBATh HOPMATHUBHO-IPABOBbIE W HOPMATHUBHO-METOJIUYECKUE
JOKYMCHTHI, OMpCACIIAOIINC OpraHu3anurro n TEXHOJIOTHIO ACIIOIMPONU3BOACTBA
(moxkymeHTanmmoHHoro obOecneuenus ynpasienus (JIOY)) B opranumsamumu (ycTaBhl,
MI0JIO’KEHUS, TIPaBUJIA, UHCTPYKIIMH, PETJIAMEHTHI U T.11.);

— COCTaBUTb IPEJCTABICHUE O CUCTEME JIETIONPOU3BOJICTBA TOIM OpraHn3aluu, B KOTOPOH OH
MPOXOAUT NIPAKTUKY;

— O3HAaKOMHUTBCS C  COJAEP)KAHMEM  KOHKPETHBIX  JIeJOMPOU3BOJACTBEHHBIX  padboT
HEMOCPEICTBEHHO Ha pabodyeM MecTe;

— TOJIYYUTh HaBBIKU pabOTHI C JOKYMEHTaMH Ha BCEX CTaAMSIX UX JABHKEHUS (TepBUYHAS
00paboTKa JOKYMEHTOB B OJKCIEOUIMH, paboTa C JOKYMEHTaMH B KaHLEJSPUH,
perucrpatiysi, KOHTPOJb, UCTIOJHEHHE JOKYMEHTOB B CTPYKTYPHBIX HOJpa3fesieHusX, uxX
OTIIpaBKa, opraHu3alusd XpaHCHHA, TOATOTOBKA JOKYMCHTOB K C1a4YC B ApXUB U T.I[.);

— 3aduKCUpOBaThH B THEBHUKE MOTyYEHHbIEC CBEICHUSI U PE3YNIbTAThl BHITOJTHEHHON pabOThI;
noaAroToBUThH OTYCT, 0606ma10u11/1171 MOJIYYCHHBIC 3HAHUA U IPAKTUYCCKUC HABBIKH.
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Komnerenuuu, popmupyemsbie B pe3yJibTaTe IPOX0KICHUS NPAKTHKH:

®opmupyeMble
KOMIIETCHIUH

Ilinanupyemble pe3yjbTaTbl 00y4YeHHs] MO JUCHMILUIMHE,
XapakTepusywime ITANbI bopmupoBanus
KOMIIeTeHII M

OIIK-2, OIIK-3, OIIK-4

3HATh OCHOBHBIC MPOOJIEMBI JOKYMEHTOBEICHUS M apXHUBHOTO
nena, TpeOOBaHMS K OpraHU3aliHA CEKPETAPCKOT0 00CITyKHBaHUS,
METOBI H HOPMBI OpTaHU3aIMU Pa0OTHI ¢ JOKYMEHTaMU

OIIK-2, OIIK-3, OIIK-4

Ymerp paboraTh C pa3UYHBIMH HCTOYHUKAMHU HH(POPMAIIUH,
CO3/laBaTh M BECTH CIHWHBIC CHUCTEMbI JIOKYMEHTAI[HOHHOTO
obecrieueHUsT YIIpaBJICHUS B OpraHU3alMM Ha 0aze HOBEHIIeH
TEXHOJIOTHH, OPraHU30BBIBaTh padoTy ciyx0bl JIOY, padoTaTh ¢
nH(pOopMaIueH B r100aTbHBIX KOMITBIOTEPHBIX CETSX.

OIIK-2, OIIK-3, OIIK-4

BiageTrsr OCHOBHBIMH METOJAaMH, CIIOCO0AMH W CPEICTBAMU
MOJTyYeHUS, XPaHESHUS, TepepabOTKU HH(POPMAITUH, HIMETh HABBIKU
paboTBI ¢  KOMIBIOTEPOM, OCHOBaMH  WH(OPMAIMOHHO-
AHAIMTUYECKOHN NEeATETFHOCTH U CTIOCOOHOCTBIO MX NMPUMEHUTH B
npodecCHOHaIbHON cdepe, 3aKOHOAATEIBHONH U HOPMAaTHBHO-
METOJIMYEeCKOH  0a30i  JOKYMEHTAIIMOHHOTO  OOeCTeUeHUs
YOpaBJICHUs] W AapXUBHOTO JeNa, MpaBWiIaMd MOATOTOBKHU
YIpaBIeHUYECKUX TOKYMEHTOB W BEICHHS JEIOBOW MEPENHCKH,
MpaBUJIaMU OPTaHU3AIIUHN BCEX 3TAIOB pabOTHI C TOKyMEHTAaMHU

OTMeTKa 0 NPOXOKIEHUU

o0yuawmumcs

HHCTPYKTaKa no
03HAKOMJICHH IO c
TpeOOBAHUSIMH OXpaHbI
TpyAa, TeXHUKH
0€30MACHOCTH,  MOKAPHOM
0e3omacHocTH, a  TaKkKe
NpaBWJIAaMU  BHYTPeHHero

TPYAOBOTO pacnopsiiKka

Hdara Hoanmuce odyyaromerocst u
pyYxoBoauTeJisi 6a3bl

NMPaKTUKHU

Conep:kaHue NPaAKTUKH, BOMPOCHI, MOJIeKAIINE H3YYEeHUIO:

YUPEXKIICHUS;

HU3YUCHUC HOPMATUBHO-MCTOAUYCCKUX HOOKYMCHTOB,

co3naHus 1 0hOPMIICHUS TOKYMEHTOB, CUCTEMBI JOKYMEHTAIIUA OPTaHU3aIiu;

U3YyYEeHHE 0COOCHHOCTEHN 0(hOpMIICHUS YITPABICHYECKUX IOKYMEHTOB;
0030p 0JTAaHKOB MPUMEHUMBIX B OPTaHHU3AIIUN U UX aHAIIN3.

[Inanupyemble pe3yibTaThl NPAKTUKU:

[IOATOTOBKA  OOILIMX

BBHIBOJIOB O  chenu(puKe  OCYIIECTBICHHS

JIOKYMEHTHUPOBAHUS YIPABICHUYECKON ACSITEIbHOCTH YUPEKIEeHUS — 0a3bl IPAKTUKH;

HN3YUCHUC OPraHnU3allMOHHO-IIPABOBLIX JOKYMCHTOB, PCTIIAMCHTHUPYIOIUX NCATCIBHOCTDH

perIaMeHTUPYIOIUX IIpaBuia

IPOIIECCOB

27



— BBIIBJICHUC HpO6HeM opraHu3alvi AJOKYMCHTAIIlMOHHOI'O 06ecnequI/m ACATCIIbHOCTU
YUpEKACHUST — 0a3bl MPAKTUKHU, a TAKXKE MOATOTOBKA 0OOCHOBAaHHBIX PEKOMEHIAIMH IO
YCTPAaHCHHUIO ]I MUHUMH3AIIUN BbIABJIICHHBIX HpO6HeM;

— copMupoBaHHBIE Y 00YYAIOIIMXCSI YMEHUS M HABBIKU 10 COCTABJICHHIO ¥ 0()OPMIICHUIO
YIOpPaBJICHUCCKUX HOOKYMCHTOB Ppa3HbIX BHUIAOB, HWCIOJbB30BAHUIO TpPaJUIIUOHHBIX U
AJIEKTPOHHBIX TEXHOJIOTHH OCYIIECTBICHHS OTIEIBHBIX MPOIECCOB TOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBlieHUs;

— TyOJWYHAs 3allMTa CBOMX BBIBOJOB U OTYETA IO MPAKTHKE.

PaccmoTrpeHo Ha  3acemaHum  Kadenpsl (mpoTokom  OT « »
20 r,Ne ) (noonuce 3asedyioujezo kagedpoii)
3aiaHnue MPUHSTO K UCTIOTHEHUIO: « _» 20 r.

(noonucwv obyuaoujezocs)
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®.1.0. crynenTa

Ilpunoscenue Ne 2

MUHHCTEPCTBO KYJIbTYPbI POCCUMCKOM ®EEPALIN

denepanpHOE TOCYIAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEIKICHIE

BBICIIETO 0OpPa30BaHUS

«MOCKOBCKHUI TOCY1apCTBEHHBIN MHCTUTYT KYJIbTYpPbhI»

YTBEPXKJIAIO

3aB. kadeapoii

dUO

« »

20

COBMECTHbBINA PABOUYNH I'PA®UK (IIJIAH)

NMpoBeleHUs Y4eOHOi NPAKTUKHN: 03HAKOMUTEIbHOMI

, Kypc , Tpytma Ne

Hanpasnenue noarorosku: 46.03.02 JJokymMmeHTOBEACHUE U apXUBOBEAECHUE

HaumenoBanue npoduabHON oprann3anuu (0a3bl IPaKTHKH):

CpoKu pOXOKIEHUSI TPAKTUKU: C « »

(yxazvieaemcs noiHoe 1puoutiecKkoe HaUMeHo8aHue u IpuouUdeckull aopec opeanu3ayuu)

COI''TACOBAHO:

PykoBogutens npaktuku or MI'MK:

PykoBonuTenb npakTUKU OT IPOGUIbHON OpraHu3aluu:

I10 « »

20 I.

U 0. @amunus, 0ondcHOCb

U 0. @amunus, 0oncHOCb

Ne
n/
1

JTansl
NPaKTUKH

HaumeHnoBanue padot

Cpok
HCTIOJTHEHUS

OTMmeTKa
0
BLINOJIHEH
101

Opranuzanuon-
HO-
MMOATOTOBUTENHH
Il 3Tan

1.3akmo4yeHne  JOroBOPOB O  MPOXOXKICHUU
MPAKTUKHU ¢ MPO(UIBHON OpraHu3aInuei.
2.M3nanue mpukasa o HalpaBJICHUH Ha IPAKTHKY C
YKa3aHHEM CITUCOYHOT'O COCTaBa CTYJCHTOB, CPOKa
U MECT TPOXOXKICHHS NMPAKTUKH, PYKOBOAUTEIEH
HPaKTHKH.

3.OprannzanuonHoe coOpaHue Ui pa3bsCHEHUS
PYKOBOIHMTENEM TNPAKTHKH OT By3a O LEISIX H
3aa4ax IpaKkTHKH, CPOKax M TOpsSOKe ee
npoxokaeHus, 00 odopMileHMH  OTYETHOU
JOKYMEHTAIMU B aTTECTalUH CTYACHTOB.

4 .Bpimaya MHAWBUAYAJIbHBIX 3aaHUN CTyAEHTaM
Ha MpakTHKy. O3HaKOMICHHE C TIPOrpaMMoi

Ho Havaja
MPaKTHKH

MpPaKkTUKU, €€  COJACpKaHUEM,  METOIUKOH
BBITIOJTHEHNS 3aJaHIH MTPAKTHKH.
5. BBOIHBIA  MHCTPYKTaX  MpeicTaBUTeNs | B mepBblii 1eHb

HpO@HHBHOﬁ opraHvsanvu jd CTYACHTOB I10

IMPAKTUKN
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MPaBUIIaM OXPaHBI TPY/Ia, TEXHUKE O0E30MaCHOCTH,
MO’KapHOI 0€30I1aCHOCTH.

6. TlpencrtaBneHue CTYIACHTAM pPYKOBOJUTEIS
MpPakTHKA  OT  TMPOQUIBHOW  OpraHU3aIl|H,
O3HAKOMJICHHE C TpaBWIaMH  BHYTPEHHETO
pacriopsiika M pacrpeiejieHHe CTYACHTOB I10
CTPYKTYPHBIM MO/IPA3/ICTICHHUSIM.

OCHOBHOM dTan

1. O630pHas JIEKIHsS PYKOBOAUTENS MPAKTUKUA OT
NpopUILHON OpraHW3alud O HA3HAYCHUH H
3a/layax OpraHM3allid, €€ CTPYKType, QYHKIHSIX
noApa3aeIcHuH, OCHOBHBIX HaIPaBICHUSIX
JEeSITeTFHOCTH.

2. BrbImonHEeHHWE CTyIEHTaMH WHAWBHIYaTbHBIX
3aJJaHUii B COOTBETCTBHM C  MPOrPaMMOit
MTPAKTHKH.

3. KoHTponb BBITIOTHEHUS 3aJaHUNA TPAKTHKU
CTYICHTaMH B CTPYKTYPHBIX IOApa3JICIICHUSIX
Mpo(GUIBLHON OpPTaHU3alluu, PETYIIIPHOTO BEJCHUS
Y TIPaBUIILHOTO OPOPMIICHUS THEBHUKA TIPAKTHKH.
4. KoHCymnbTaluu PYKOBOAWTENS TMPAKTHKH OT
npoGuIbLHON OpraHH3aIuu o cbopy
HeoOXoauMor  MH(OpPMAlMd W HCXOIHBIX
MaTepHasoB AJIs MOATOTOBKY OTYETA IO MPAKTHKE.
5. KoHcynbTanuu pyKOBOJWUTENSI TPAKTHKH OT
By3a O XOJI¢ BBITIOJHCHUS 3aJaHUM, BBISBICHUH,
aHanmM3e H CcUcTeMartu3anu (akTUIEeCKOro |
TEOPETUUECKOTO MaTepuania, COCTaBJICHUH
OTYETHOH JIOKYMEHTAIHH.

B MIEPUOL
MIPaKTUKH

3axmrountenbHbl | 1. [loAroToBKa CTY/IEHTOM OTYETHBIX IOKYMEHTOB | 3a [Ba IHA [0
i aTamn (mHEeBHUWKa, OTYeTa MO MPOXOXKACHUIO MPAKTHKH, | OKOHYAHUS

OpYyTUX  MaTepHajioB) B  COOTBETCTBHUH  C | MPaKTHKH

MpOrpaMMON TPaKTHKH W TPeOOBaHUSIMH K HX

0(OPMIICHHTO.

2. IlpoBepka pyKoOBOAHWTENEM NPAKTUKH OT

npoQUIbHOH  OpraHU3aluMd  HOATOTOBICHHBIX

OTYETHBIX JIOKyMEHTOB, WX TIOJNHCAHHE U

3aBepeHHe MeYaThi0 OpPraHU3aIHH.

3. OdopmiieHne PYKOBOAMTENEM MPAKTHKH OT

NpopUILHOW  OpraHW3alul  XapaKTEePUCTHKH

(o13BIBa) HA  CTyIeHTa TIO  pe3yjibTaTam

MPOXOKACHUS MPAKTUKH (C 3aBEpEHUEM I1€YATHIO).

4. IlpoBepka pyKOBOAMTEIIEM MPAKTHKH OT By3a

MpEeICTaBICHHBIX CTYICHTOM OTYETHBIX

JOKYMEHTOB TIO TPOXOXACHUIO TIPAKTUKH, HX

MOJNHCaHUE.

5. Atrectauus oOyvarommxcst B Gopme 3amuTel | B JICHb

ordera 1o mpakTuke. OOCYXJCHHE HWTOTOB | IPOBEICHUS

MPaKTUKH. 3ayera o
MTPaKTHKE
COTJIACHO
YTBEPKICHHOM

Y pacniiCaHuIo

Paccmotpeno Ha 3acemanvu kadeapol
(TIPOTOKOM OT «  » 202 1. Ne)




IlpunosicenueNe 3

Jorosop

0 HpaKTH‘IeCKOﬁ IIOATOTOBKC OGY‘I&IOHII/IXC}I

r. XUMKHA " 20 1.

denepanabHOE TOCYJAapCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE YUPEkKACHUE
BeICIIETO 0Opa3oBaHus «MOCKOBCKHI TOCYJAapCTBEHHBIH HHCTUTYT KYJIBTYPBI»,
uMeHyeMmoe B aanpHeimeM "MHcturyT", B nuie ,
JENCTBYIOILETO Ha OCHOBaHUHU
, C OJTHOM CTOPOHBL, U

, IMEHYeM

B JabHeIeM "IIpodunsHas opranuzanus', B Jv1e
, JENUCTBYIOIIETO Ha

OCHOBaHUU , C JOpyrou

CTOPOHBI, UMEHYEMbI€ TI0 OoTAeNbHOCTH "CTopoHa", a BMecTe - "CTOopoHbI", 3aKIIOUNIN
HacTOAIMN JloroBOp 0 HUKECIEAYIOIIEM:

1. lIpeamer Jdorosopa

1.1. TIpeanmerom Hactosmero JloroBopa SBISETCS OpraHU3aIds TMPAKTUYECKOU
MOATOTOBKH O0y4arouxcs (J1anee - mpakTuyeckasi HoAr0TOBKaA).

1.2. O6pazoBarenpHasi mporpamMma (IPOrpaMmbl), KOMIOHEHTHI 00pa30oBaTEIbHON
IpPOrpaMMBbI, TPU pEaTH3alMid KOTOPBIX OPTaHU3YeTCsl MpaKTU4YecKas IOJrOTOBKA,
KOJIMYECTBO  OOYYaIOIIUXCS,  OCBAaWMBAIONIMX  COOTBETCTBYIOIIME  KOMITOHEHTBI
00pa3oBaTeNbHON MPOTPAMMBI, CPOKH OpraHU3alMl TMPAKTUYECKOW MOATOTOBKH,
cornacyroTcss CTOpOHaMU W SIBIISIIOTCS HEOTHEMIJIEMOHN 4YacThio Hacrosimero JloroBopa
(mpunoxenue 1).

1.3. Peanmzamust KOMIIOHEHTOB 0Opa30BAaTENbHONM MPOTPaAMMBI, COTJIACOBAHHBIX
Croponamu B npuioxeHun N 1 k Hactosiemy JloroBopy (nanee - KOMIIOHEHTBI
o0Opa3oBaTeNbHOM MpPOrpamMMbl), OCYHIECTBIsSETCS B THoMelleHusax IIpoduibHoii
OpraHu3aluy, MnepeyeHb KoTopbix cornacyercs CTOpoHaMu U SIBISETCS HEOTHEMIIEMOMN
yacThlo Hactosmero Jlorosopa (npuioxenue N 2).

2. IIpaBa u o6s3anHOCcTH CTOpPOH
2.1. Hucmumym ooa3an:

2.1.1 ne mo3mgHee, yem 3a 10 paboumx mHEW 10 Hadajga MPAKTUYECKOW MOIATOTOBKHU TIO
KQKJIOMY KOMITIOHEHTY 0O0pa30BaTelbHOM IporpaMMbl TpeacTtaBuTth B IIpoduibHyro
OpTaHM3aIMI0 MOMMEHHBIC CIUCKHA OOYYArOIIMXCs, OCBAMBAIOUIUX COOTBETCTBYIOIINE
KOMIIOHEHTHI 00pa30BaTEIbHON MPOTrPAMMBI TOCPEJICTBOM MPAKTUUECKON TIOJITOTOBKH;

2.1.2 Ha3HAYUTH PYKOBOJUTEIIS 10 MPAKTUYECKON NOATOTOBKE OT MIHCTUTYTa, KOTOPBIN:
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o0ecrieunBaeT OPraHM3alNI0 00pPa30BATENbHON NEATENBHOCTH B (OpME MPAKTUUECKOU
HOATOTOBKY MPH peaIn3aluy KOMIIOHEHTOB 00pa30BaTeIbHOM MTPOTpaMMBl;

OpraHu3yeT ydacTHe OOydalollMXcs B BBIMOJHEHUH OIpPEIENeHHBIX BHIOB pPadoT,
CBSI3aHHBIX C Oyaymiei mpodeccuoOHaTbHON AESITETbHOCTHIO;

OKa3bIBAET METOAMUYECKYI0 MOMOIIb OO0Yy4YaroUIMMCS HPU BBIMNOJIHEHHUU OIPEIETIeHHbIX
BUJIOB palOT, CBS3aHHBIX C Oyaymieil mpodeccuoHaTbHON ASSITETbHOCTRIO;

HECET OTBETCTBEHHOCTb COBMECTHO C OTBETCTBEHHBIM paboTHUKOM [IpodumpHoi
OpraHu3alMy 3a peali3allio KOMIIOHEHTOB 00pa3oBaTelIbHOW MporpaMMbl B Qopme
NPAaKTUYECKOW TMOATOTOBKM, 3a JXU3Hb W 3I0pOBhE OOyYAIOHNIMXCA W PaOOTHHUKOB
WucturyTa, cobmoieHue MU MPaBUII MPOTUBOIMOKAPHOI 0€301MacHOCTH, MPaBUII OXPAHBI
Tpylda, TEXHUKH O€30MaCHOCTM M CAHUTAPHO-IMUIEMHUOJIOTUYECKUX TPaBWI U
TUTMEHUYECKUX HOPMATUBOB;

2.1.3 mpu cMeHe PYKOBOAMUTENS MO MPAKTUUECKOM MOATrOTOBKE B 2-X JHEBHBIM CpPOK
coo0uuTh 00 3TOoM [IpodunsHOI opranuzanuu;

2.1.4 ycTaHOBUTH BHUABI Y4eOHOW MESATETBPHOCTH, TMPAKTUKA M WHBIE KOMIIOHEHTHI
o0pa3oBaTeNbHON MPOrpaMMbl, OCBaMBaeMble O0y4aromUMUCS B (opMe MpaKTUYECKOH
NOJArOTOBKH, BKJIFOYAsi MECTO, IPOAOKUTEIBHOCTD U NIEPUOJ] UX PEaTU3aLUY;

2.1.5 wnanpaButh oOyuatomuxcs B [IlpodunbHyr0 oOpraHu3alui0 s  OCBOEHUS
KOMITOHEHTOB 00pa30BaTeIbHON MPOTrpaMMbl B pOpMe MPaKTUIECKOH MOATOTOBKH.

2.2. Ilpogpunwvnan opcanuzayusn ooazana:

2.2.1 co3nath yciuoBUs Ul peaju3alii KOMIIOHEHTOB 00Opa30BaTENbHON MPOTPaMMBbI B
¢dopmMe MpakTUYECKOH TOATOTOBKH, NPEJOCTABUTh OOOPYIOBAHME U TEXHHUYECKUE
cpeactBa o0ydeHHs B 00beMe, MO3BOJIAIONIEM BBIOIHATH ONpENEIeHHbIE BUIBI PadoT,
CBSI3aHHBIE ¢ OyayIIel KBanupuKauei.

2.2.2 Ha3HAYUTh OTBETCTBEHHOE JIMII0, COOTBETCTBYIOIEE TPEOOBAHUSIM TPYJIOBOTO
3akoHozmarenbeTBa Poccniickonn Penepanuy 0 JOMyCKe K IPAKTUYECKOM ITOATOTOBKE
oOyuaromuxcs, u3 ynciia pabotHukoB [IpodunsHoil opranuzanuu, KOTopoe odecrneynBaeT
OpPraHM3alMI0 peaju3aliid KOMIIOHEHTOB OO0pa30BaTeNbHON mMporpaMMbl B (opme
MPAKTUYECKOM MOATOTOBKHU CO CTOPOHBI [IpoduinbHO opranu3anuu;

2.2.3 mpu cMeHe JuIla, YKa3aHHOTO B NyHKTe 2.2.2, B 2-X JHEBHBIH CPOK COOOIIUTH 00
sToMm UHCTUTYTY;

2.2.4 obecrieunTh Oe30MacHBIC YCJIOBHS peaju3allid KOMIIOHEHTOB OOpa3oBaTEIbHON
nporpaMMmbl B (opMe  MPaKTUYECKOH  MOATOTOBKH,  BBIIIOJIHEHHE  TIPABUII
MPOTUBOMNOKAPHOW O€30MacCHOCTH, MPaBUJ OXpaHbl TPYyJa, TEXHUKH OE30MACHOCTH U
CaHUTAPHO-31HIEMHUOJIOTMYECKUX PABUI U TUTUEHUYECKUX HOPMATHUBOB;

2.2.5 mpoBOAWTH OICHKY YCJIOBUH Tpyda Ha pabOYMX MECTax, HCIOIb3YEMBIX MpH
peayi3aniyi  KOMIIOHEHTOB 00pa30BaTebHONW MpOrpaMMbl B (GOpMe TMPAKTHIECKOU
MOJTOTOBKK, ¥ coo0marhk pykoBoauTento OpraHuzanmm 00 YCIOBUSAX Tpyda H
TpeOOBaHUSAX OXPAHBI TPy/Aa Ha pabodyeM MecTe;
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2.2.6 03HaKOMHUTH OOyYarOIIMXCA C NPABWJIAMH BHYTPEHHETO TPYAOBOIO pacrnopsiaka
[IpodunsHO# opraHu3amuy;

2.2.7 IpoBeCTH MHCTPYKTAX O0YUYaIOIIMXCS MO OXpaHe TPYyJa U TEXHUKE OE30MacHOCTH U
OCYIIECTBIISITh HAJ30P 32 COOTIOICHUEM 00YyUYaIONUMUCS MPABUIT TEXHUKH O€30TIaCHOCTH;

2.2.8 npenoctaBuTh 00y4YaIOUIMMCSI M PYKOBOJUTENIO M0 MPAKTUYECKON MOATOTOBKE OT
WucTuTyTa BO3MOXHOCTH MOJIB30BATHCS NOMemleHUsIMH [IpodunbHoi opraHu3anum,
coryacoBaHHbIMU CTopoHamu (npuioxenue N 2 k Hacrosiemy Jlorosopy), a Taxke
HaXOSAIIMMUCS B HUX 000PYJOBAaHUEM M TEXHUYECKUMU CPEICTBAMU O0YUEHMS;

2.2.9 060 Bcex ciydasx HapylIeHHS OOYYaIOUIMMHCS MPAaBHI BHYTPEHHETO TPYIOBOTO
pacropsaka, OXpaHbl TPyJa M TEXHUKH OE30MaCHOCTH COOOLIUTH PYKOBOIHUTETIO IO
HpaKTHYECKOW MOATr0TOBKe OoT HCTUTYTA;

2.2.10. mo OKOHYAaHWW TPAKTHYECKOW TIOJTOTOBKA IO peaM3ali KOMIIOHEHTOB
00pa3zoBaTeIbHON MPOTPAMMBI, pYKOBOIUTENL OT [IpoduapHO# opraHu3amuy npecTaBiseT
MUCHMEHHBIA OT3BIB O pPab0TE 00YJArOMIETrocs B TIEPUOJT €€ TIPOXOKICHHUS.

2.3. IHCTUTYT UMEET MPaBo:

2.3.1 ocymecTBISATh KOHTPOJb COOTBETCTBHS YCIOBHH peanu3aliyd KOMIIOHEHTOB
0o0pa3oBaTeNbHON MPOrpaMMbl B (OpME MPAKTHUECKOM MOATOTOBKH TPEOOBAHUAM
Hacrosuiero Jlorosopa;

2.3.2 3anpammBath MHGOPMAIHMIO 00 OpraHM3alUU MPAKTHYECKON MOArOTOBKH, B TOM
YHCIIe 0 Ka4eCTBE U 00heMe BBIIOIHEHHBIX 00YUYaIOMIUMUCS paOoT, CBSI3aHHBIX ¢ OyayIei
po¢eCCHOHAIBHOM e TENbHOCTHIO;

2.4. llpopunpHast opraHU3ais IMEET MPaBo:

2.4.1 TtpeboBarh OT OOy4arOMUXCS COOJIOJNEHUS MPaBWJI BHYTPEHHETO TPYAOBOTO
pacropsiika, OXpaHbl TPyJa U TEXHUKH O€30MaCHOCTH, peXuMa KOH(PHUICHIIUATHLHOCTH,
npuHsatoro B IlpodwibHON opraHu3anuu, NpeANPUHUMATH HEOOXOAMMEBIE EHCTBHS,
HAIIPaBJICHHBIE Ha TPEJOTBpPANICHUE CUTYyallMH, CIOCOOCTBYIOIICH pPAa3TJIAlICHUIO
KOH(puAeHITMATBHON HHGOPMAIUH;

2.4.2 B ciiydae yCTaHOBJICHHS (paKkTa HApYyIIEHUSI 00YJYarOIIMMUC CBOMX 00s3aHHOCTEH B
NEPHUOJ] OPraHWU3aAlUHA TPAKTUYECKOW TMOATOTOBKH, pPEXHMa KOH(MDUIECHIIUATHHOCTH
MPUOCTAHOBUTH PEAM3AINI0 KOMIIOHEHTOB OOpa30BaTEeIbHON MporpaMmbl B ¢opMme
MPAKTUYECKOM MOATOTOBKU B OTHOIIEHHH KOHKPETHOTO 00y4aroIIerocs.

3. Cpok aeiicTBUS 10TOBOpPa

3.1. Hactosimumii JloroBop BCTymaeT B CUJy IOCJIE €ro MOJINUCAHUS U ACHCTBYET 110
noJTHOTO ucnojHeHuss CTopoHaMu 00s3aTEIBCTB.

4. 3akJII0YNTeIbHbIC MOJOKCHUS

4.1. Bce cnopsl, Bo3Hukawmue Mexay CropoHamu 1o Hacrosuiemy Jlorosopy,
paspemarorcsi CTOpoHaMH B TOPSAJIKE, YCTaHOBJICHHOM 3aKOHOAATENbCTBOM Poccuiickoii
®Denepaunu.
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4.2. U3menenue Hacrtosiiero JloroBopa ocyiiecTBisieTcsi mo corjameHuto CTOpoH B
NUCHbMEHHOU (popMe B BHJE OMOJHUTENBHBIX COTJIAINICHWA K HacTosmieMmy JloroBopy,
KOTOPBIE SBJISIFOTCS] €70 HEOTHEMIIEMOU YacThIO.

4.3. Hactostiumii JIoroBOp COCTaBj€H B JABYX 3K3EMILISIpAX, [0 OAHOMY JJI KaXI0il u3
CropoH. Bce sx3eMIsipel IMEIOT OAMHAKOBYIO IOPUINIECKYIO CHUITY.

5. Anpeca, pekBu3uTbI ¥ noanucu CTopoH

HNucturyr [IpodunbHas opranu3zanus

denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE
00pa3oBaTeNbHOE YUPEKICHUE BBICIIETO
o0pazoBaHUs

«MOCKOBCKH IOCYJapCTBEHHBI HHCTUTYT
KYJBTYpPbI»

FOpunnueckuii anpec: FOpunnueckunit anpec:

141406, MockoBckast 0051acTh, I. XUMKH, YII.
bubnunoreunas, n. 7

Ten. (495)570-04-77 Ten.+7
om Uncmumyma om Ilpoghunvroii opeanusayuu
/_ MLIO. CrostHOBCKUH_/ /®.M.0/
M.II. M.II.
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[Ipunoxxenune Ne 1

K JloroBopy Ne
0 MIPaKTHUYECKOM MOATOTOBKE 00YUAIOIIUXCS
oT«___ » 20

HanmMenoBanme ocHOBHOM TTpodecCoHaIbHON 00pa30BaTeIbHON MTPOTrPaMMBI

46.03.02. JlokyMeHTOBeIeHHE U apXUBOBEICHHE, PO uih: McTopruueckoe apXuBOBEACHUE

Ne ii/mn HaumenoBanue KonuuectBo Cpoxu opraHu3aIuu O0beM BpeMeHH,
KOMITIOHEHTA 00yYaroIuxcs, MPaKTHYECKOU OTBOJIUMBIN Ha
06paBOBaTeHBHOﬁ OCBaHUBAKOLINX IMOATOTOBKHU IIpH pcaan3anuro
nporpaMmel, KOMITIOHCHT pcain3anuun KOMIIOHCHTA
peann3yemMoro B o0pa3oBaTenbHOR KOMITOHCHTA o0pa3oBaTeIbHOMN
bopme npakTHYECKO# pOrPaMMBl, oOpa3oBaTebHON | TporpamMmbl B hopme
HOATrOTOBKH MMporpaMmabl HpaKTPI‘-IeCKOfI
®HO obyuaromuxcst
IIOATrOTOBKH
(B 3aUeTHBIX
€JIMHUIIAX )
YyeOHas 43¢
(03HAKOMHUTEITbHAS )
MIPAKTUKA
Hayuno- 3 3.
HCCIIEI0OBATENIbCKAS
pabora (Tmoy4yeHue
MEPBUYHBIX
HaBBIKOB Hay4YHO-
HCCIIEI0BATENBCKOU
paboThI)
[IpousBoacTBeHHas 3 3.
MpaKTUKA: HAYYHO-
HCCIIEIOBATENIbCKAS
pabora
[IpousBoacTBEHHAs: 53¢
MPEIIUTIIIOMHAS
MpaKTUKa
HNuctutyt [TpodunpHas opranuzamms

denepanbHOE TOCYAAPCTBEHHOE OFOIKETHOE
00pa3oBaTebHOE YUPEKICHUE BBICIIETO

o0Opa3oBaHUs
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«MOCKOBCKHI TOCYAAPCTBEHHBIN UHCTUTYT
KYJIbTYpPbI»

om Uncmumyma

om Ilpoghunvroii opeanuzayuu

/®.11.0/
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[Tpunoxenue Ne 2

K Jloroopy Ne
O IIPAKTUYECKOH MOArOTOBKE 00YJAIOIIUXCS
OT «__ » 20 r

HanmMenoBanme ocHOBHOM TTpodecCHOHATbHON 00pa30BaTeIbHON MTPOTrPaMMBI

Ne /i HaumenoBanue
popUIHLHOM OpTraHU3aIuH,
HCTIONIb3yEeMO 1JIst
OpraHu3alyy IPAKTUYECKON
MTOATOTOBKH

Anpec npoduabHOI ITomemienus u
OpraHM3aIiH, UCIOJIb3YEeMOM | MepeueHb TeXHUKH
JUISl OpraHU3aluH (oGopynoBaHus) B
PaKTUYECKOH MOATOTOBKH MOMETIEHUSIX
npogUIbHON
OpraHu3alui,
HCIIOJIb3yEMOM ISt
OpTraHu3aIuu
MPAKTUYECKOU
MOJITOTOBKH

1 Ilpumep:
Aomunucmpayus
Tambosckoul obracmu

Ilpumep: llpumep:
Tamboeckas obaacmy, Oguc

2. Tambos, aoMuHuCmpayuu
va. Mumepunayuonanvuas, 0. | Ogucnas mebens u
14 mexHuyecKue
cpeocmea:
komnvromep, MDY

ApxuB

Nuctutyt

oOpa3oBaHUs

KYJIbTYpBI»

denepanbHOE TOCYAAPCTBEHHOE OFOIKETHOE
00pa3zoBaTebHOE YUPEKICHUE BBICIIIETO

«MOCKOBCKHI TOCYJapCTBEHHBIN HHCTUTYT

[TpodunpHas opranuzamnms

om Uncmumyma

om Ilpoghunvroii opeanuzayuu

/ /®.1.0/
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IHlpunoostcenue Ne 4

MUHHUCTEPCTBO KYJIbTYPbI POCCUMCKOM ®EJEPALINA
denepanbHOE rocyIapCcTBEHHOE 010 KETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIETO OOpa30BaHUS
«MOCKOBCKHI I'OCYJapCTBEHHBIN HHCTUTYT KYJIbTYpPbI»

OTYET
0 MPOXO0KAEHNH Y4eOHOH MPAKTUKMN:
03HAKOMUTEJIHLHOM

Hanpasienue noaroroBku
46.03.02 /JIokyMEHTOBEAEHUE U APXUBOBEICHUE

Crynenra (®.1.0.)

noonucw

Kypc , rpynma No

Mecto MPOXOXKIACHUA HPAKTHKU

(vKazvleaemcs noaHoe puouueckKoe HAaUMeHo8anue U IPUOUYecKull aopec OpeaHu3ayun)

Cpok NpOoX0XKAECHUS MPAKTUKU: C «__ » 20 r.mo«_ » 20 1.

PYKOBOIII/ITeJ'II/I IMPAKTUKHU:

PykoBoauTenb NpaKTHKHU OT By3a:

(P.H.0., donxcnocmy, NOORUCH)

PykoBoauTe b NPaAKTHKH
OT NPOUILHON OPraHU3AIMHU:

(D.HU.0., dordrcrocms, NOONUCH)

3aB. kadeapoi:

(D.U.0., yuenas cmenenw, yuenoe 36amue)

JlonyCTuTh K 3anure:

noonuchL

« » 202 1.

Xumku, 202
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Hpunoocenue Ne 4.1
CTPYKTYPA OTUYETA O IPOXOXAEHUU ITPAKTUKHA
TUTYJbHBINA JIUCT

OraBJjieHHe

BBEJIEHUE

Bo egedenuu cmaeamca yenv u 3a0ayu NpPakmuxu, YKA3bl8Aemcs Mecmo ee
npoeedenus, a MaKdice pAcKpul8AlOMCs — OCHOBHble  HANPAGIeHUsi  0esmenlbHOCHU
obyyalouje2ocs 80 8pems NPOXOHCOeHUs. NPAKMUKU 8 COOMBEMCMEUU C ee NPOZPaAMMOU U
cooeparcanuem UHOUBUOYATILHO20 3A0AHUS.

OCHOBHASA YACTb. CTPYKTYPA U COAEP)KAHUE ITPAKTUKHU

Ocnosnas uacmv eknouaem 6 cebs nepeuenb ungopmayuu, npeodycCMOmpeHHOU
NPOCpaMMOL NPpAKMUKU U O0OO3HAYEHHOU 6 UHOUBUOVATbHOU 3A0AHUU: MeopemudecKue
acnekmul npooONeM, CEA3AHHBIX C 3A0AYAMU U COOEPAHCAMENbHOU YACMbIO NPAKMUKU,
8bINOJIHEHUE KOHKPEMHbIX NPAKMUYeCKUX 3a0aHuil;, aaius 0esmerbHOCmu Npo@uibHOU
opeanusayuy — 6a3bl NPAKMUKY NO PA3TUYHBIM HANPABGTIEHUAM U M.O.

3AKJIFOYUEHUE

B 3axnouenuu 0bobwaromes umoau u pe3yibmamsl NPOOEIaHHOU pabomvl cmyoeHma
80 8peMsl NPOXOAHCOEHUST NPAKMUKU, POPMYIUPYIOMCSL OCHOBHbIE 8b1800bL O OesMelbHOCHIU
npohunbHOl opeanusayuu — 6a3vbl NPAKMUKY, OAIOMC NPAKMUYecKue peKoMeHOayuu no
COBEPULEHCMBOBAHUIO PAZTIUYHBIX ACNEKMO8 ee (PYHKYUOHUPOBAHUSL, BHOCIMCS NPEOTIONCEHUS]
CcmyOeHma no OpeaHu3ayuU NPOBEOeHUs. U COOEPIHCAHUIO NPOSPAMMbL NPAKIMUKU.

CIIUCOK UCHTOJIB3OBAHHBbBIX HCTOYHUKOB U JIMTEPATYPbI

Cnucok ucnonb308aHHbIX UCIOYHUKO8 MOXCEM COOepHCamb nepeyeHb HOPMAmuUGHbIX
NPABOBbIX UCMOYHUKOB, VUEOHbIX, HAYYHLIX, CHPABOUYHLIX U NEPUOOUYECKUX U30AHUL,
INEeKMpOHHBIX U HHmepHem-pecypcos, UCNONb3YeMbIX O00VUAIOWUMUCS Ol BbINOJIHEHUs
npocpammbvl NPAKMuKuU.
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Ilpunoscenue Ne 5

MUHUCTEPCTBO KYJIbTYPbI POCCUIMCKOM ®EJEPALINA
denepanbHOE rocyIapCcTBEHHOE 010 KETHOE 00pa30BaTeNIbHOE YUPEXKICHHE
BBICIIETO OOpPa30BaHUS
«MOCKOBCKHI I'OCYJapCTBEHHBIN HHCTUTYT KYJIbTYpPbI»

JHEBHUK
NMPOXO0KIEHUA Y4eOHOM MPAKTUKHU (03HAKOMHUTEJIbHOM)

HanpasJ/ieHue noaAroroBKu
46.03.02 JIokyMEHTOBEICHUE U APXUBOBEICHUE

Crynenra (®.1.0.)

noonucw

Kypc , rpymia Ne

MecTo npoX0oKAEHUs MPAKTUKH

(VKazvleaemcsi noaHoe puoutecKoe HAaUMeHo8aHue U IPUOUYecKull aopec OpeaHu3ayuL)

Cpok IpOXOKICHUS MPAKTUKU: C «__ » 20 r.mo«_ » 20 r.

PykoBoauTeab NpakTUKH

0T NPOPUIBLHON OPraHU3aAUM:

(D.U.0., dororcrocms, NOONUCH)

M.IL

XumMmku, 202

40



Hara

Bun,
cojepkaHue
padoThI
(B COOTBETCTBUU
C IPOrpaMmMoit
NPaKTUKA U
HWHAUBUAYAJIbHBIM
3aJIaHUEM )

Nudopmanus
0 BBHINIOJIHEHHH
padoThI

3aMeuyaHus u
npe10KeHn sl
NPaKTHKAHTA

3ameuanus /
NOoANNCH

PYKOBOAUTEJISA
NPaKTUKHU

PYKOBOI[I/ITGJ'IB IIPAaKTUKU OT OpraHru3allu

(D.U.0., 0orxcrocmy)
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Ilpunoscenue Ne 6

bnank oprannzanuu
XAPAKTEPUCTUKA-OT3bIB
0 padoTe 00y4yaoLerocsi B NepuojA NPOX0KICHUS NPAKTHKHA

Crynent

(D.1.0.)
denepanbHOTO TOCYJAPCTBEHHOTO OOKETHOTO 00pa30BaTENbHOTO YUPEKICHUS BBICIIETO
o0OpazoBanus «MOCKOBCKUM rOCYAapCTBEHHBIN HHCTUTYT KYJIbTYPhI»

dakynapTeTa , Kypca,
oOyyaromuiics Mo HarpasieHHIo MoAroToBKu 46.03.02 JIokymMeHTOBeIeHNE U apXUBOBEICHHE,
npodwmis: Mcropuyeckoe apxuBoBeieHNE

MPOXOAMII MPaKTUKY
(6U0 u mun nPaxmuKu)

B MEPUO]I C « » 20  r.10 « » 20 1.

B

(HaumeHosanue npouUILHOU OP2AHUZAYUY C YKAZAHUEM CIPYKMYPHO20 NOOpa30eneHus)
B nepuona npoxoxxaeHust NpakTUKU

(1.0. @amunus odbyuarowezocs)
[OpYyYajoch pelleHHe CIEAYIOMMX 3agad  (BBINOJIHEHHE CIEAYIOHNIMX BHIOB  paboT):

3a BpeMsi IPOXOXKICHUS IPAKTUKU 00yYarOIIUICS POSBUI

(HABbIKU, AKMUBHOCIb, OUCYUNIUHA, OMHOWEHUE K pabome, NOMOWb OP2AHU3AYUL, KAYeCTNE0 U OOCMAMOYHOCHb
COOPAHHO20 Mamepuana Ons omuema U 6bINOJTHEHHbIX pabom, NOOWPeHUs U m.n.)

PesynbpTaThl paboThl 00y9aronierocs:

(UHOousudyanvHoe 3a0anue 6bINOIHEHO, PeUleHUs: N0 NOPYHYEHHbIM 3A0AYaM NPEONONCEHDL,
mamepuan Oisk OMyemHwix OOKYMEHNO08 COOPAH NOTHOCMbIO, UHOE.)

[To uToram mpoxoXxaeHHUs MPAKTHKH 00YyYAIOIIMKACA MOXKET (HE MOXKET) OBITh JTOMYILEH K 3alluTe
OTYETa I10 IIPAKTUKE.

[IpakTuka onieHUBaeTCs

(ouienka)

(HonocHocmo pykogoodumers NPpakmuxu (noonucw) (U.0. Damunus)
Om NPOQUNILHOU OPeaHU3aAyUL)

« » 20 1.

M.IL
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AHHOTANUA ITPOI'PAMMBI ITPAKTUKH

YyeOHasi NPAKTHKA: 03HAKOMUTEJIbHASA

46.03.02. loxkyMeHTOBeIeHHE U APXHBOBEICHHE
HcTopuyeckoe apXuBOBeICHUE

1. Ilens mpakTUKH: W3y4E€HUE BUIOBOTO COCTaBa CIYKEOHBIX JOKYMEHTOB, HCIIONB3YEMBIX B
JeSATEIbHOCTH KOHKPETHOM OpraHu3alliu, Mopsiika U ocoO0eHHOCTel X 0hopMIICHUS, U3YUeHHE
JOKYMEHTO000pOTa U OpraHU3alui paboThl C TOKYMEHTAMU: MOPSAIKA PETUCTPALMU, KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB, OPraHU3allM1 TEKYILETr0 XPaHEHUs IOKYMEHTOB, MOPSIKa epeladu UxX
B apXUB.

2. 3a1a4u PAKTUKU ABJISIOTCS:

|9Y)

W3YYUTh W TPOAHAIM3UPOBATH HOPMATHBHO-TIPABOBBIE M HOPMATHBHO-METOINYECCKHE
JOKYMEHTBI, OINpPEICIIONUE OpPraHWU3alliil0 W TEXHOJOTHIO  JEJONPOU3BOJICTBA
(moxkymeHTanmmoHHOTO obOecneuenus ympasienus (J{OY)) B opranusamuu (ycTaBbl,
TIOJIOXKCHHUS, TIPABUIIA, HHCTPYKITUH, PETJIAMEHTHI | T.I1.);

COCTaBUTH MPEJCTABICHUE O CHCTEME JIeTIOMPOU3BOJICTBA TOM OpraHU3alii, B KOTOPOM OH
IPOXOIHUT IIPAKTUKY;

O3HAKOMHUTBHCSI C  COJEPKAHHEM  KOHKPETHBIX  JICJIONPOU3BOJCTBEHHBIX  PadoOT
HETMOCPEJICTBEHHO Ha pabodyeM MecTe;

MOJTYYUTh HaBBIKM PAaOOTHI C TOKYMEHTAMH Ha BCEX CTAUSAX MX JBIKCHHs (TICpBUYHAS
00paboTKa JOKYMEHTOB B OJKCIEIUIIUM, paboTa ¢ JOKyMEHTaAaMU B KaHIEISPHH,
perucTparysi, KOHTPOJIb, UCIIOJIHEHHE JOKYMEHTOB B CTPYKTYPHBIX MOJIPA3/ICICHUSAX, X
OTITpaBKa, OPraHU3aINs XPAHEHUS, TOJATOTOBKA TOKYMEHTOB K ClIa4ye B apXHB H T.1I.);
3a(hUKCUPOBAThH B JHEBHUKE TIOJTYYCHHBIC CBEICHHS U PE3YJIbTAThl BBITIOJTHEHHOW paOOThI;
IIOATrOTOBHUTH OTUYCT, O606HlaIOHlHI>'I MOJIYYCHHBIC 3HAHUSA U IPAKTHYCCKUC HABBIKH.

. ®opMBI 1 c1IOCOOBI MTPOBEIEHUS TPAKTUKU:

- paccpedomoueHHaﬂ, KOHYEHMpPUPOBAHHAA
- CcmayuoHapHasl,; 6ble30HAs

4. IIpakTrka HampaBjieHa Ha HOPMUPOBAHHE CIEIYIOUINX KOMIIETECHIIUMA:

ILlnanupyemMsble pe3y/ibTaThbl

oﬁyqemm nmo AUCHHMIIJIMHE,
®opmupyeMble .

NHaukaTopbl KOMIETEHUMA | XapaKTepu3ywIllue 3Talnbl

KOMIIETCHIIUN

(popmupoBanus

KOMITeTEeH Il
OIIK-2 Cnocoben Haxoauth | OIIK - 2.1. 3naer ocCHOBHblE | 3HATH: COBPEMEHHBIE IPOOJIEMBI
OpraHU3alMOHHO-YIIPABJICHUECKUE | COBPEMEHHEIE npoOsieMbl | TOKYMEHTALIOHHOTO 00ecHeYeHus
pelleHus] TIpu pelleHUH 33a4ad B | IOCTPOEHUS CUCTEMBI | yNpaBJIEHUs U apXUBHOTO JeNa
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chepe cBoell TpodecCHoHaATHLHON
JIESITeIIbHOCTH

JAOKYMEHTAITUOHHOTO obecrnecyeHUs
YIipaBJICHUSA U apXUBHOTO Jcjia

YMerhb: peuaTth
npodeccroHabHBIE 3372491 B cepe
JIOKYMEHTAIIHOHHOTO O00eCTIeYeHHUS
YHOpaBJICHUS U apXUBHOTO JeTa

Bnamers:  HaBBHIKAMH ~ OLCHKH
COBPEMCHHOT'O COCTOSIHUSI CUCTEMBI
JIOKYMEHTAIUOHHOTO 00CCIeYCHHUS
yIPaBJICHUS U APXUBHOTO JeJIa

OIIK-2.2. Opranu3oBsIBaeT padory
TToIpa3 e IeHA N B cthepe
JIOKYMEHTAIUOHHOTO 00CCIeYCHUS
YIPaBICHUS K ApXUBHOTO JieJia

3HaTh: TOPATOK paboTHI CIIyXO0
JIOKYMEHTAILHOHHOTO 00eCIeYeHus!
YIPaBICHUS U ApXHUBOB

YMerh: perinaMeHTHpoBaTh paboTy

ciry k0 JIOKyMEHTAI[HOHHOTO
obecrieueHus yIpaBJIeHUs u
apXHBOB

Biagerb: HaBBIKaMH OpraHU3aLMH
paboTsl monpasaeneHuil B cdepe
JIOKYMEHTaLHOHHOTO 00ecIeyeHus
VIPaBJICHUS W ApXUBHOTO JeNa B
COOTBETCTBHM C HOPMaTHUBHBIMH
TpeOOBaHUAMHU

OIIK -2.3. Pemaet ynpaBieHuecKue
3a71a4u B chepe
JIOKYMEHTAI[HOHHOTO 00ECIeUECHUs
yIIpaBJIEHUs U apXUBHOTO Jeia

3HaTh: QYHKIMH TIOpa3IeIeHII B

chepe JIOKYMCHTAIUOHHOTO
obecrieueHus yIpaBJIeHUS u
apXUBHOTO Jieia

YMeTb: BHIIONHATH pPabOTy IO
JIOKYMEHTALHOHHOMY
00eCIIeUCHUIO  YNpaBJIICHHS |
apXMBHOMY XPaHEHHIO

Bnagern:  HaBblkamMH ~ BEIOOpaA

HanboJjiee ONTHUMAbHOTO peuicHus
YIpaBJICHUYCCKUX 3aJda4 B cq)epe
JAOKYMCHTALIUOHHOT'O obecrieueHust
YIpaBJICHUA U apXUBHOTO JCjia

OIIK- 3 Cnocoben MIPUMEHSTh
TEOPETHYCCKUE 3HAHUS ISt
pelIeHHsT TOCTAaBJICHHBIX 3a1a4 B
obmactd  JIOKYMEHTOBEACHHS |
ApXUBOBEICHUS

OIIK - 3.1. Ucnomns3yer HaydHO-
METOIUYECKHE HOIXObI K
HOATOTOBKE JTOKYMEHTOB, B pabore
C JOKyMEHTaMH, B OpraHU3alUH
XpaHEeHUs, KOMIUIEKTOBAHUSA, ydeTa
U MCHIOJIB30BAHUSI JOKYMEHTOB

3HaTh: TEXHOJIOTHIO
JIOKYMEHTAILHOHHOTO 00eCIeYeHus
YIPaBICHHUS U aPXHUBHOTO XPAHCHUS
JIOKYMEHTOB

YMeTh: NIPUMEHSTh TEOPETHICCKUE
3HAHMS IO JOKYMEHTOBEICHHIO H
ApXHMBOBEJICHUIO TPH IOJTrOTOBKE
JIOKYMEHTOB, pabote c
JIOKYMEHTAMH, OpraHu3alMd WX
XpaHeHHsl, KOMIUIEKTOBAHMUS, yUeTa
1 MCIOJIb30BaHMUS

Buajgerb: Hay4HO-METOAMYCCKUMH
MOJIXOJAaMHU JTOKYMEHTHPOBAHUSI H
paboTel ¢ JIOKyMEHTaMH B

JIEIIOTIPON3BOICTBE " npu

OpTraHU3aIUH UX XPAaHCHUS

3HaTh: TEOPETUYECKUE OCHOBBI
OIIK - 3.0, I[pumensier | MOCTPOCHHUS CUCTEMBI
TeopeTHuecKhe 3HaHHS B cepe | AOKYMCHTALMOHHOIO 0OeCHeueHUs
JIOKYMEHTOBE/ICHHSI U | YIpaBIeHHS U apXHUBHOTO JeJia
APXUBOBEICHNUS B | YMeTh: IPUMEHITH TEOPETHIECKUEC

po¢heCCHOHATBHOM EATEIBHOCTH

3HAaHUS M0 JOKYMEHTOBEIACHHIO M
ApXUBOBEJCHUIO B MPAaKTHIECKOM
JIeSTEIbHOCTH
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Bnanerp: HaBBIKAMH  aHAIH3a
MIOCTAaHOBKH  JOKYMEHTAI[OHHOTO
obecrnieueHHs YIOpaBICHUS u
apxXUBHOTO  JieJJa HAa  OCHOBE
TEOPETUYECKUX 3HAHUI

OI1K-3.3. Hcnonp3yer
B3aUMOCBSI3H JIOKYMEHTOBEJCHUS U
apXMBOBEJCHUSI CO  CMEXHBIMH
HayKaMH u HAYYHBIMHU
JUCIUTUTHHAMU

3HaTh: CMEXHbBIC c
JIOKYMEHTOBEACHHEM u
apXUBOBEJICHUEM Hay4HbIE
JACHMILIAHBI

YMeTb: BBIABIATH B3aUMOCBSI3U
MEXIY JIOKyMEHTOBEJICHUEM,
apXUBOBEICHUEM U JpyTUMH
HayYHBIMH JTUCITUTUIMHAMHA
Baagern: HaBBbIKAMU
MHTEPIPETANN 3HAHUN B 00JIaCTH
CMEXHBIX HAYYHBIX IUCUUIUIMH IPU

pemeHny  3aaadq B cepe
JOKYMCHTOBEICHUS u
APXHBOBEICHHS

OIIK-4 Crnioco0eH HCHOJb30BaTh
0a3oBbICc  3HAHUA B 00JIaCTH
nHPOPMAITMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA B
cthepe cBoeil mpodeccHoHATBHOM
JIEATEBHOCTH

OIIK -4.1. Braneet coBpeMeHHBIMHU
TEOPETHYECKUMH U TPABOBBIMH
OCHOBaMH NPUMEHECHUS
nHpopMannoHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI B
cthepe JOKYMEHTAIIHOHHOTO
obecrieueH s yIpaBJIeHHs 1
apXHMBHOTO JieNia

3HaTh: HOpMaTUBHYIO 0a3y B cdepe
nH(POPMAITMOHHO-

KOMMYHHUKAIIMOHHBIX ~ TEXHOJIOTHIA
MPUMEHUTEIBHO K  BOINpPOCaM
OpraHu3alui JOKYMEHTAI[HOHHOTO

obecrieueHus yIpaBICHUS u
apXUBHOTO JIeNa

YMerhb: MIPUMEHATD
nHPOPMAITMOHHO-

KOMMYHUKAIIMOHHBIC TEXHOJIOTUU B
HpaKTPI‘-IeCKOﬁ JACATCIBbHOCTHU

Bnanerb: HaBBIKaMH pabOTHI C
COBPEMCHHBIMU
WHPOPMAIMOHHBIMH CHCTEMaMH B
chepe JIOKYMCHTAIUOHHOT'O
obecrieucHus yIpaBIICHUS u
apXUBHOTO JIeNa
3HaTh: TEXHOJOTHIO paboOTHI B
WHPOPMAIMOHHBIX CHCTEMaX
Ymern: HCII0JIb30BATh
OIIK -4.2. [Ipumensier HHbOPMAITHOHHO-
COBPEMCHHBIC  MH(OPMALHOHHO- KOMMYHUKAIIMOHHBIC ~ TEXHOJIOTUH
KOMMYHHKALHOHHBIE  TEXHONOTHH | 1y pemennn mpoeccHoHaTbHBIX
NpU  PEIICHUH  OPraHM3aUMOHHO- | 5opay
YHpaBJICHICCKUX . sajmaq B | Bnagern:  maBbikamm  BhIGOpa
poeCCHOHANBHON EATEIBHOCTH, HH(OPMAIHOHHO-

KOMMYHHUKAIIMOHHBIX  TEXHOJIOTHI
IPU peIIeHHH OpPTraHU3aIMOHHO-
YIPaBICHICCKUX 32129

OIIK- 4.3. OOGmamaer HaBBIKAMH
HCIOJIb30BaHUS  UH()OPMAIUHOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA B
chepe JIOKYMCHTAIUOHHOT'O
obOecrieyeHust yIpaBJIeHUS u
apXHMBHOT'O JieNia

3HaTh: MH(OpMAaLMOHHbIE
CUCTEMBI, UCHOJb3yEMBbIE B
JIOKYMEHTaLlHOHHOM 00ecIeueHn
yIIpaBJIECHUs U apXHUBHOM JIejIe

Ymern: HCIOJIB30BaTh
nH(POPMAITMOHHO-

KOMMYHHUKAI[HOHHBIC TEXHOJIOTHH C
LETBIO OpraHu3aIuf

JAOKYMEHTAITUOHHOTO obecrneyeHUs
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YIPaBICHUS U aPXHUBHOTO XPAaHCHUS
JIOKYMEHTOB

Bnagern:  HaBelkamMH  BhIOOpaA
ONTHUMANBHBIX  UH()OPMALUOHHO-
KOMMYHHKAIHOHHBIX PELICHUU TPH
BBIMIOJTHCHHH pabot 1o
JOKYMEHTALHOHHOMY
o0ecrieueHHI0  yNpaBieHUs |
APXUBHOMY JIeITy

5. Ilo mpakTuke MpeaycMOTpeHa MPOMEXKYTOUHAs aTTecTalus B GopMe IK3amena.

6. O0611as TPYJA0EMKOCTh TPAKTUKH COCTABIISET 4 3a4ETHBIX SIUHUIL
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