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1. IlepeyeHb MIAHMPYEMBbIX Pe3yJbTATOB 00yYEeHHUS 0 MPAKTHKE, BKJIOYasA LeJb
U 32/12494 NPAKTUKH, (POpMHUPYyeMble KOMIIETEHUUH (3HAHMS, YMEHMSI BJIAICHUS)

1.1. I]leny — w3ydeHHe BUJOBOIO COCTaBa CIYKEOHBIX JOKYMEHTOB, HCIOJIb3YEMBIX B
JeSITeTbHOCTH KOHKPETHON OpraHu3aliy, MopsaKa U 0cOOEHHOCTEH MX OQOpMIICHHS,
U3YYCHHE JIOKYMEHTOOOOpOTa W OpraHu3aluud padOThl C MTOKYMEHTAMH: MOPSIKa
perucTpanuu, KOHTPOJISl UCHIOTHEHHUS! JOKYMEHTOB, OpraHU3allii TEKYILIEro XpaHEeHUs
JIOKYMEHTOB, MOpsI/IKa Mepeiayl UX B apXUB.

1.2. 3a0auu

— U3Y4YUTb U NPOAHAIM3UPOBATH HOPMATUBHO-IIPABOBLIE M HOPMATHUBHO-METOAUYECKHUE
JOKYMEHTBI, OINpEACNSIONMe OpraHu3aldi0 W TEXHOJIOTHIO JIEJOMPOU3BOJICTBA
(moxkymeHTanmoHHoro obOecrneueHust ympasieHus (/IOY)) B opranmzanmm (ycTaBbl,
I0JIOXKEHHUS, IPABUJIA, HMHCTPYKLIMH, PETJIAMEHTHI U T.11.);

— COCTaBUTH NPEJCTABJICHUE O CHCTEME JEIOMPON3BOICTBA TOW OPTaHU3AINU, B KOTOPOI
OH MPOXOJUT MPAKTUKY;

— O3HAaKOMHUTBCSI C COJIEp)KaHHEM KOHKPETHBIX  JEJIONPOU3BOACTBEHHBIX  paboT
HEMOCPEJACTBEHHO Ha pabodyeM MecTe;

— IIOJIYYUTHb HAaBBIKH paGOTBI C JOKYMCHTAMHU Ha BCCX CTAAUAX UX IBUKCHUA (HepBI/I‘-IHa}I
00paboTKa JTOKYMEHTOB B OJKCIEIWIIMM, paboTa C JOKYMEHTAMH B KaHIICISIPUH,
perucrpanusi, KOHTPOJIb, UCIIOJIHEHNE JOKYMEHTOB B CTPYKTYPHBIX MOJPa3IEICHUIX, UX
OTIIpaBKa, OpraHu3anud XpaHCHUA, IOATOTOBKA JOKYMCHTOB K CIa4YC B apXWB U T.,Z[.);

- Sa(bI/IKCI/IpOBaTB B JHCBHHUKC IIOJTYUYCHHBIC CBCIACHUSA U PE3YIIbTAThI BBINIOJIHEHHOH
paboThl; TOATOTOBUTH OTYET, OOOOIIAIONINN TIOJYYCHHBIC 3HAHHWS W IMPAKTHUYCCKUE
HaBBIKU.

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

Bua npakTuku: yaeOHas
Tun npakTHKU: 0O3HAKOMHUTETbHAS
®opma (popmbl) mpoBedeHUs] MPAKTUKH: TMPAKTUKA MPOBOJUTCS TUCKPETHO: MO BHUJAM
MPAKTUK — TyTE€M BbIAENEHUS B KaJleHAapHOM Y4eOHOM rpaduKe HENpepbIBHOTO IMepuojia
y‘IGGHOI‘O BPCMCHHU IJI1 ITPOBCACHUS KAXKA0I'0 BHUJIa ITPAKTUKHU.
Crnoco0bl IpoBeeHUs MPAKTHKH:

— CTalMOHapHas, B TOM Ciy4ae, €cld CTYIEHTbl NPOXOASAT €€ B MNpPOPHIbHOI

OpraHu3aIyK, HAXOAIICHCS Ha TePPUTOPUH T'. XUMKHA MOCKOBCKOM 001acTH;



— BBI€3/IHASA, B TOM CJIyd4ae, €CJIM CTYJEHTHI MPOXOJAT €€ B MPOPMIbHON OpraHu3aluy,

HaxoJs1Ielcs BHE HACEJIEHHOIO ITYHKTa, B KOTOPOM pacrojokeH By3. Kak nmpaBuio, CTy1€HTHI,

NPOXKMUBAIOLIME B Ppa3IM4YHBIX pailoHax MOCKOBCKOW M apyrux obnacteit P®, mpoxomsrt

MPAKTUKY B MPOQUIBHBIX OpraHU3alUsAX [0 MECTy pabOThl U MPOXKUBAHUS HA OCHOBAHHUU

JloroBopa Ha MpPaKTHUKY.

1.4. Buo (6uowt) npogheccuonanvnoii deamenpHocmu

[IpakTrka opHeHTHPOBaHA Ha CIEAYIOLINE BUIBI TPO(ECCHOHANBHOM NeITebHOCTH:

- HayllHO-I/lCCJl6006ame]leKaﬂ

—  OpP2aHU3AYUOHHO-YNPABIEHUYECKAA

1.5.Ilpakmuxa nanpaenena na popmuposanue ciedyrouiux KOMnemeHuyui:

[Inanupyemblie pe3y/bTaThl
00yyeHUus1 MO JMCHUILIHHE,

OIIK-2 Cnocoben HaXOJUTh
OpraHU3al[HOHHO-YIIPABICHUYECKHE
pelICHUsT TPU pEIICHUH 33734 B
chepe cBoeil mpodeccruoHATBHON
JIEATENBHOCTH

OIIK - 2.1. 3Haer OCHOBHbBIE
COBPEMEHHBIC poOIIeMbI
MOCTPOCHHUS CHUCTEMBI

JIOKyMEHTallMOHHOTO 00eCcTeYeHUS
YIPaBJICHUS W apXUBHOTO JICNa

dopmupyemble .
NHaukaTopbl KOMIETEHUMH | XapaKTepUu3ywIuue 3Tanbl
KOMIIeTeHIINH
¢dopmupoBanus
KOMIIeTeHInii
3HaTh: COBPEMEHHBIC TMPOOIEMBI

JIOKyMEHTaIlMOHHOTO 00eCcTeYeHUS
yIpaBIIEHUS U ApXUBHOTO JIeJa

Ymersn: pemarh
npodeccnoHabHBIC 3a1a49H B cepe
JOKYMEHTAI[HOHHOTO 00ecIeYeHus
YIpaBJICHUS U apXUBHOTO JIeNa

BJIalIeTL: HaBbIKaMH OLICHKHA
COBPEMCHHOT'O COCTOSIHUA CUCTEMbL
JAOKYMCHTAlUOHHOTO obecreyeHus
YIipaBJCHUA U apXHUBHOTO [I€J1a

OIIK-2.2. Opranu3oBeiBacT paboty
oipa3iesIeH i B chepe
JOKYMEHTAI[HOHHOTO 00ecIeYeHus
YIPaBJICHUS W ApXUBHOTO JICNa

3HaTB: TOPSAOK pPabOTHI CirykO
JOKYMEHTAI[HOHHOT'O 00ecIeYeHus
YIIPABJICHUS U apXHUBOB

YMeTh: periiaMeHTHpOBaTh padboTy

CITyX0 JOKYMEHTaIlMOHHOTO
obecrieueHns yIpaBIeHUSL 178
apXHMBOB

BuiaieTb: HaBBIKAMHU OpraHH3aLUH
paboTel Tonpa3eNieHnii B cdepe
JIOKYMEHTAI[HOHHOT'O 00eCIeYeHust
YIPaBICHUSI M apXUBHOTO JeNa B
COOTBETCTBMH C HOPMATHBHBIMU
TpeOOBaHUAMU

OIIK -2.3. Pemaer ynpaBieHYeCKre
3a1a9u B chepe
JIOKYMEHTAI[HOHHOT'O 00eCIeYeHust
YIPABJICHUS U APXUBHOTO Jieja

3HaTh: QyHKINU MOApa3IeICHUNA B
cthepe JIOKYMEHTaIHOHHOTO
obecrieueHust yIpaBICHUs u
ApXUBHOTO JIeNa

YMeTb: BBINOMHATH paboTy 10
JOKYMEHTAlHOHHOMY




o0ecrieyeHUI0  YIpaBJICHUS U
ApPXUBHOMY XPaHCHUIO

BJIalIeTb: HaBbIKaMH BLI60pa
HanboJiee ONTHMAILHOTO peuicHus
YIIpaBJICHYCCKUX 3aJdad B cq)epe
JAOKYMCHTAIUOHHOTO obecneuyeHus
YIipaBJCHUA U apXHUBHOTO [I€J/1a

OIIK- 3 Cnocoben

TCOPECTUYCCKHUC 3HaHUuA

MPpUMCHATH

bt

peuIicHuA IIOCTAaBJICHHBIX 3aJa4 B

obnactu JOKYMCHTOBCIACHUSA
ApPXHUBOBCACHUA

)51

OIIK - 3.1. Wcnons3yeT Hay4dHO-
METOAMYCCKHE TIOJTXOJIBI K
MOJrOTOBKE JOKYMCHTOB, B paboTe
C JOKYMCHTaMH, B OpraHU3aluU
XpaHCHHs, KOMIUICKTOBAHUS, y4eTa
Y UCTIOJIb30BAHUSI IOKYMEHTOB

3HaTh: TCXHOJIOTHIO
JAOKYMCHTAlUOHHOT'O obecneuyeHus
YIIpaBJICHUA U apXUBHOI'O XpaAHCHUSA
JOKYMECHTOB

YMeTh: IPUMCHATh TCOPCTHUCCKUE
3HAHWS 10 JOKYMEHTOBEICHUIO H
APXUBOBEJICHUIO TPH MOJATOTOBKE
JIOKYMCHTOB, pabote c
JOKYMEHTAMH, OpraHu3allid WX
XpaHeHHs, KOMIUIEKTOBaHHUS, y4eTa
Y UCTIOJTb30BaHHUS

Baanern: HAYYHO-MCTOANYCCKUMU
noaxoaaMu MOOKYMCHTUPOBAHHA U
pa60TLI C JAOKYMCHTaMU B
JACJIONTPOU3BOACTBE u npu
OpraHu3anuu UX XpaHCHUA

OIIK - 3.2. [Ipumensier
TeopeTHYeckue 3HaHus B cdepe
JIOKYMEHTOBEICHUS u
apXHUBOBEICHUS B

npodecCHOHANBHOMN AesITeTPHOCTH

3HaTh: TEOPETHYECKHE OCHOBEI
MOCTPOCHHS CHUCTEMBI
JIOKYMECHTAIMOHHOTO 00CCIeYeHUs
YIpaBICHUS U apXUBHOTO JIeNIa

YMeTh: NIPUMEHSITh TEOPETUIECKUEC
3HAHHS 10 JOKYMEHTOBEACHHIO U
apXMBOBEJICHUIO B MPaKTUYECKOU
JICSITETIBHOCTH

Biajgerp:  HaBeIKaMH  aHaU3a
MOCTAaHOBKU  JJOKYMEHTAllHOHHOTO
obecrieueHns yIpaBIeHUS 178
apXMBHOTO  [Jlela Ha  OCHOBE
TEOPETUUECKUX 3HAHUN

OIIK-3.3. Hcmonp3yer
B3aUMOCBSI3H JOKYMEHTOBEACHUS U
apXMBOBEJICHUSI CO  CMEKHBIMU
HayKamu " HAYYHBIMH
JUCUUIUTMHAMUA

3HaTh: CMEKHBIE C
JIOKyMEHTOBEICHUEM i
apXUBOBEICHUEM Hay4JHbIE
JHUCIUILIAHBI

YMeTb: BBIBISATH B3aUMOCBS3U
MCKAY JOKYMCHTOBCJCHUCM,
APXHUBOBCICHUEM n ApyrumMun
HaYYHBIMH JUCHOUINIMHAMA

Baaners: HaBbIKaMU
UHTEPIPETalliy 3HAHUH B 00JacTH
CME)KHBIX HAYYHBIX AUCLUUIUINH MPH
pemieHny  3ajaad B chepe
JOKYMEHTOBEACHHS U
apXUBOBEICHUS




OIIK-4 CrmocobeH HCIOIL30BaTh
0a3oBble 3HaHMA B  00JACTH
WHPOPMAITMOHHO-

KOMMYHHUKAIMOHHBIX TEXHOJIOTHI B
chepe cBoelt mpodeccruoHaTHHON
JeATeIbHOCTH

OIIK -4.1. BrameeT coBpeMeHHBIMHU
TEOPETHYECKUMH U TPABOBBIMH
OCHOBaMH TIPUMEHEHHUSI
WHPOPMAITMOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJOTHH B
cdepe TOKyMEHTAIIHOHHOTO
o0eCreueHHs yIPaBICHHS U
apXMBHOTO JieNia

3HaTh: HOpMaTHBHYIO 06a3y B cepe
WHPOPMAITMOHHO-
KOMMYHHUKAIMOHHBIX  TEXHOJIOTHIA
NPUMEHUTENILHO K BOIpOCaM
OpTraHU3aIlK JOKYMCHTAIIHOHHOTO
obecrieueHus yIpaBJICHUS u
apXMBHOTO JieNia

Ymern:
MHPOPMAITMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHA B
MPaKTUYECKOH NeATeIbHOCTH

IIPUMEHATH

Baagerb: HaBbIKaMu pabOTHl C
COBPEMEHHBIMHU
MH(OOPMALMOHHBIMUA CHUCTEMaMHU B
cthepe JIOKYMEHTaIIHOHHOTO
obecrieueHust yIpaBJIeHUs u
ApXUBHOTO JIeNa

OIIK -4.2. IIpumenser
COBpPEMEHHBIE  MH(OPMALMOHHO-
KOMMYHHUKAI[UOHHbIE  TEXHOJIOTUU
OpU  pEIIeHUH OPraHU3alMOHHO-
YIIPaBIEHYECKUX 3amadq B
npodeccHoHAIBHOM NesTebHOCTH;

3HaTh: TEXHOJIOTHIO pa60T},1 B
I/[H(l)OpMaIII/IOHHI)IX CHUCTEMAX

Ymern: HCII0JIb30BATh
nH(pOopMaLMOHHO-
KOMMYHHUKAIIMOHHBIC ~ TECXHOJIOTUU

IpU pEelIeHHH NpodeccHoHaNbHBIX
3ama4

Baagerp:  HaBBIKAMH
nH(OpMaLMOHHO-
KOMMYHHUKAIMOHHBIX  TEXHOJIOTHH
IpU  pEIICHHH OpPTaHU3aLMOHHO-
YIIPaBICHYECKHUX 33124

BBIOOpa

OIIK- 4.3. OG6mamaeT HaBBIKAMHU
UCIIONIb30BaHusl  MH(OPMALHOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI B
chepe JIOKYMEHTaIMOHHOTO
obecricueHus yIpaBiIeHUsS u
apXMUBHOTO Jienia

3HaTh: nH(OPMAIMOHHBIE
CHCTEMBI, UCIIOJIb3yeMbIe B
JIOKYMCHTAIIMOHHOM 00CCIICYCHUU
YIPABJICHUSI U APXUBHOM JIejIe

YMeTh: HCTIOJIb30BaTh
WHPOPMAITMOHHO-

KOMMYHHKAITUOHHBIE TEXHOJIOTHH C
LEJIBIO OpraHu3aIuu

JAOKYMCHTAlUOHHOTO obecneueHus
YIIpaBJCHUA U apXUBHOI'O XpAHCHUA
JOKYMECHTOB

Baanerb:  HaBbIKaMH  BEIOOpaA
ONTHMANIBHBIX  MH(OPMALHOHHO-
KOMMYHHUKAIMOHHBIX PELICHU 1pu
BBITIOJTHCHHU pabot o
JOKYMEHTALIHOHHOMY
00eCleUyeHNIO  yNpaBiIeHUs |
apXHUBHOMY JIEITy

2. Mecto npakTtuku B cTpykrype OITIOII BO
VYyeOHasi IpaKkTHKa: O3HAKOMUTEIbHAS SIBIISETCS 00s3aTeIbHOM U BXOJUT B COCTaB
broka 2. «IIpaktuku» oTHOCUTCA K 00s3aTenbHON yacTu OITOIT mo HanmpaBiIeHUIO TOATOTOBKH
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46.03.02. JlTokyMeHTOBEACHUE M apXHBOBEACHUE, MPOGUIL — DICKTPOHHBIN apXuB. YdueOHas
MPAKTHUKA: 03HAKOMUTEINIbHAs IPOBOIUTCS 80 8MOPOM cemecmpe HA O4YHOU opme 00yyeHUs
YLIGGHa}I IIpaKTUKa: O3HAKOMUTCJIbHAA  3aKpCIUIACT KOMIICTCHIIUU, IMMOJIY4YCHHBIC  IIO
JUCHUITIIMHaAM «I[OKYMGHTOBGI[GHI/IG», «COBpeMeHHBIG I/IH(bOpMaI_II/IOHHBIe TEXHOJIOTHUHN ),
«MupopmanioHHast KyJIbTypa JUYHOCTH» U «OXpaHa KyJIbTypHOT'O M HPUPOAHOTO HACIIEAUS
Poccun»

3. CTpyKTypa M coJep:KaHUe MPAKTUKH

3.1. O6vém npakmuxu
4 3e, 144 akan. 9acoB, U3 HUX KOHTakTHas paborta. 22 akaxa. yaca, CPC 122 akan. yaca,

(dopMBI KOHTPOIIS 3a4€T. JITUTETHHOCTh MPAKTUKH - 13 THEH.
3.2. Cmpykmypa npaxmuku 0,11 04HOU opmul 00yUeHuUs.

Bunsl  yueGuoit  paborer*, @DOpMBI TEKYILEr0 KOHTPOJIS
BKJIrO4Yas CaMOCTOATCJIbHY IO YCIIeBaeMOCTH (l’lO Hedensim
pabory CTYZEHTOB | 0o\ oempa)
U TPYIOEMKOCTh (B 4acax)/ o opMa HPOMESKYTOUHOM
YKa3aHUEM 3aHATHH, aTTecTaluy (no
IIPOBOAUMBIX B
Ne  (Tema/Paspen UHTEPaKTUBHEIX (opMax cexecmpam)
I/TI |[AVMCIUIUTMHBI
2| a
sl 52|z 2|8
OlRlO | | S | QO

1 Panen 1. O6mee |2 |2 5 30 Ormerka 0
3HAKOMCTBO c MPOXOXKICHUU
OpraHu3aIuen. MHCTPYKTaXa no
HNHCTpyKTa)X IO TEXHUKE TEXHUKE
O6e3zonmacHocTu. M3ydyeHue 0e30macHOCTH.
OpraHU3aIMOHHBIX WNHauBugyansHOe
JIOKYMEHTOB YUPEKACHHUS. 3a/1aHue

CoBMecTHBIH TIaH
rpaduk
3amnosHeHe THEBHUKA

2 Panen 2. Hopwmarusho- | 2 5 30 | 3anosiHeHHE THEBHHUKA
METOINYECKUE Cxema yIIpaBJICHUS
JIOKYMEHTHI, YUpEKICHUEM,
perIaMeHTHPYIOIIHe apxuBom/Tabmuma
npaBujia  CO3JaHUS U
ohopMIICHUS TOKYMEHTOB.

3 Paznen 3. Cuctemsl | 2 5 30 | 3amonHeHHE JHCBHUKA,
JOKYMEHTaIUU: aHaIu3 dbopMupoBaHUE OTYETa
cocraBa u odopMIICHUS. M0 MPAKTUKE
CocrasiieHue Tabnuma
OpraHU3aIMOHHO- Cnucok JOKyMEHTOB
pacnopsanTeNbHbIX Cnucok cnenuanucToB
JOKYMEHTOB. [Iepeuens BJI

Cxema J0KaJabHON CeTH
Ilepedyenn




YHU(DUIIUPOBAHHBIX

dbopm
CHucox Kiulie

4 Pa3nen 4. Aganus 2
OJIAHKOB.

Crucok BUI0B OJIaHKOB
IIepeuens cocTaBa
PEKBU3UTOB OJIAHKOB
Marepuan mis otuéra

0 MPaKTUKE

3aloJIHCHHUE THEBHUKA,
dbopMHUpOBaHHE OTYETA
10 MPAKTUKE

Umozo: 2 12

20 | 122 | 3auém

3.3. Codepircanue pazoenoe npakmuku

Ne | HammeHoBanmne paszaeiia

(moapasnaesia, TeMbl) IUCHUTIIHHbBI

Conepxanue

1 O3HaKkOMUTENbHAS JIEKIUS

Onpenenenne uened ©  3a7ad  MNPAKTHUKH,
MCTOYHHUKOB M JIUTEPATYPhl, HEOOXOAUMBIX IS
CaMOCTOATENIbHOW pabOThl M  TOJATOTOBKH

CTPYKTYPBI YUPEKACHUS;
N3yuyenune OpraHU3aLMOHHBIX

JIOKYMEHTOB IIPEIPUITHS

oTueTa.

2 | UnCcTpyKTax 1o TexHuke | O3HaKOMJIEeHHE CTYA€HTOB C IpaBHJIaMU
0€3011aCHOCTH BHYTPEHHEr0  pacmopsiaka,  JIOImycka B
MTOMEINICHUS CITYKO0, TOKapHOH 0€301TaCHOCTH 1

APYTUMH  PETJIAMEHTHUPYIOUIMMHU  paboTy

COTPYJHUKOB UHCTPYKIUSIMU U MOJOKEHUSIMHU.

3 N3yuenue HCTOpPHH, PykoBoautens MPaKTUKHU oT
COBpPCMCHHBIX 3a/a4, q)YHKI_II/Iﬁ u opraHu3anun IMPOBOAUT BCTYIIHUTCIBHOC

3aHATHE C OOYYaIOUIMMHUCS, LENbI0 KOTOPOTO
SIBJISIETCS  O3HAKOMJICHHE TMPAKTUKAHTOB C

UCTOpHEH, COBpEMEHHBIMU 3aJjauaMu,
HaIPaBICHUSIMU JeSITeTbHOCTH u
0COOCHHOCTSIMU JTIOKYMEHTHUPOBAHHUS

praBHeHHGCKOﬁ ACATCIIbBHOCTU YUPCIKACHUS.

Ecmu B apxwBe oOpraHm3alnud UMEETCs
UCTOpUYECKas CIpaBKa 0
dhong006pazoBarene, OHa H3ydaeTcs
CTyYACHTaMMU.

N3yuenue OpraHu3alMOHHO-IIPABOBBIX
JOKYMEHTOB, perinaMeHTUPYIOIINX
IOPUINYECKHN  CTAaTyC  YYPEXKICHHs, €ro

OpraHU3alMIOHHO-IIPABOBYIO bopmy,
OpPraHU3alMOHHYIO CTPYKTYPY U HaIlpaBJICHUS
NESITENbHOCTH.
K Takum 1oKymMeHTaM OTHOCSTCS:
— YcraB (1010EHNE) OpraHu3alny;
— IlonoxeHus 0 CTPYKTYPHBIX
NOJPA3/IEIICHUSX;
— JIOJKHOCTHBIE HHCTPYKLIUH
COTPYAHUKOB;




— IraTtHOe pacnucaHue.

[To uroram W3y4eHHs CTYICHTHI
JIOJDKHBI cOOpaTh HH(OPMAIHIO 110
CIICTYIOIIIM BOITPOCAM:

— J1aTa CO3JaHus OpraHu3alui;
— Ha3BaHHE OpraHU3aLuM;
— IIeTb CO37aHus U (QYHKIHH

OpraHu3aLuy;

— OpraHu3allOHHO-TIpaBoBas popma
OpraHu3aLuy;

— OpraHu3alyoHHas  CTPYKTypa |
NOPSIIOK YIPaBJICHHUS;

— COCTaB OpraHU3alMOHHBIX
JOKYMEHTOB OpraHU3aliy;

— CTelleHb OTpaKEHUSI B
OpraHU3alMOHHBIX JOKYMEHTax
TpeOOBaHUI K JIOKyMEHTHPOBAHUIO
yIpaBiIeHYECKON JESITEIbHOCTH
(mopsAnOK  M3JaHMs, IOJIHCAHU,
XpaHEHus);

B  pesynprare cTymeHTBl Trpaduuecku

BBIYEPUUBAIOT CTPYKTYPY OpraHU3aALUH.
Bce  coOpaHHble  JaHHBIE  CTYJCHTHI
0(QOpPMIISIFOT B BHJI€ THEBHUKOBBIX 3aIMHUCEH,
rle OTMEYAlT JaTy 3aluCH, HCTOYHHK,
KOTOPBIM OHH MOJIB30BAJIMCh. OTH BBIINUCKU
U3 OPraHU3AIMOHHBIX JIOKYMEHTOB CTY/ICHTBI
MNpEACTAaBIAKOT PYKOBOJAUTCIIO MPAKTUKU OT
opraHu3anui, B Oecee C  KOTOPHIM
00CYyXXIaroT crenupuyeckue OCOOCHHOCTH
CTPYKTYPBI M PYKOBOJICTBA OpTraHH3AIINCH.
CoOpaHHble  CBEICHHS  CTYICHT  3aTeM
oopMIIseT B KauecTBE MEPBOI IJIaBbl OTYETA
110 MTPAKTHUKE.

N3yuenne HOpMaTUBHO-
METOJIUYCCKUX

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

Nzydenne O0COOCHHOCTEH
oopmiteHus YIIPaBICHYECKUX
JOKYMEHTOB

AHanu3 OJIaHKOB JTOKyMEHTOB
YUPEKICHUSI.

B TeueHme 3TOro BpeMeHH CTYICHTHI
BHUMATCJIbHO U3Y4YalOT HOPMATHBHO-
METOJIMYECKHE JIOKYMEHTBI YUPEKICHUS,
PEMIIaMCHTUPYIOINHC IIPpaBUJIa COCTABJICHUS
¥ 0pOpMIICHUSI JTOKYMEHTOB, €CJIH TaKHe
B OpraHu3anuu UMCIOTCH. B gucne stux
JOKYMEHTOB MOTYT OBITh HHCTPYKIIUH T10
JIeTIONPOU3BOACTBY (WK IO padoTe ¢
JIOKyMEHTaMH ), TTpaBuiia 0hOpMIICHHUS
JAOKYMCHTOB, PCITIAMCHTBI, CTAHAAPThI
OpTraHM3aIH, TPUKA3bI (PACTIOPSKCHHS) O
TIOPSI/IKE CO3/IaHUS M COTJIACOBAHUS
OT/AEJBHBIX BUJIOB JIOKYMEHTOB U TaK Jlayiee.
CryneHTaM HEOOXOIUMO O3HAKOMUTKCS C
CHCTEeMaMH JTOKYMEHTAIIUH, UCTIOIb3yEeMBbIMHU
B OpraHus3aliiy, BbIIBUTb OCHOBHBIC BUIBI U
Pa3HOBUIHOCTH JOKYMEHTOB, IPUMEHSIEMBIX




JUI JOKYMEHTUPOBAHUS JESTEIbHOCTH
OpraHu3aIiy B [IEJIOM U CTPYKTYPHOTO
MOJpa3ieNieHus], B KOTOPOM paboTaer
MPAKTUKAHT.

CocTtaB JOKYMEHTOB CUCTEM JJOKYMEHTAlIUH,
UCTIOJIb3yEMBIX B IESTETLHOCTH
OpraHu3aluy, MOKET BKJIIOYATh
YHU(UIMPOBAHHBIE (POPMBI U POPMBI,
pa3paboTaHHbIE COTPYIHUKAMU
OpraHu3aIum.

[TpoBoaUTCS aHAJIN3 OPraHU3ALMOHHO-
pacropsIuTeTbHON TOKyMEHTAIUY TI0
CIIEAYIOUINM IPYIIIaM:

—  OpraHu3aIMOHHBIC JOKYMEHTHI,
IpUMEHSIEMbIE B YIIPaBICHUECKON
JeSITeTTbHOCTH;

— pacnopsAuTENbHbIE JOKYMEHTBI,
COCTaB JIOJKHOCTHBIX JIUI, UMEIOIIHX
MPaBO U3JIaHUs PACTIOPAIUTEIHHBIX
JIOKYMEHTOB;

— BUABl  WHGOPMAIIMOHHO-
CIPaBOYHBIX IOKyMEHTOB.

OOyuaroluecst N3y4aroT HHCTPYKLIHUIO IO
JIENTOTIPOU3BOCTBY OpPTaHU3AIMH U BBISIBUTH,
COOJTIOIATOTCS JT €€ TPEOOBAHUS
COTPpYAHUKAMH OpraHu3auuu. Eciu Takoi
MHCTPYKIIUU B OpTraHU3aluy HET, TO
CTYACHTBI aHATU3UPYIOT OPTraHU3AIMOHHO-
pacnopsaIuTeabHbIE TOKYMEHTBI Ha IPEIMET
cobmonenus Tpedosanuii 'OCT P7.0.97-
2016 (u3yuaetcs ohopmiieHHE TOKYMEHTOB,
TO €CTh HAIMYHME BCEX HEOOXOAUMBIX
PEKBHU3UTOB IOKYMEHTOB).

Hanpumep, BBISBISIOT HATMYKE CISIYIOIINUX
PEKBU3UTOB: 3aroj0BKa, HAUMEHOBAHUS BUAA
JOKYMEHTA, J1aThl, pETUCTPALIIOHHOTO
WHJIEKCa, OTMETOK Ha JOKYMEHTE, a TaKXKe:

— MPaBUIBHOCTH aJPECOBAHUS;

— TOPSAOK BHYTPEHHETO U BHEIIHETO
COIJIaCOBAHUS IOKYMEHTOB;

— TIOJMUCAHUS;

—  yTBEpXKIECHHUS.

BrIsSBISIFOTCS BUBI IOKYMEHTOB, Ha KOTOPHIE
B OpraHU3alK CTABUTCS NIeYaTh.
HeoOxoanMo Takxke BBISIBUTH, UCTIOIB3YIOTCS
JIM B OpraHu3aluy OJaHKU JOKYMEHTOB, €CIIU
UCTIONB3YIOTCS, TO Kakue (00muii OIaHK,
OsaHK MHcbMa, OJIaHK KOHKPETHOTO BUAA
JOKYMEHTa, OJJaHK JOJKHOCTHOTO JIWIA U
T.71.). OGpasiisl OIAHKOB JKEIATEeITHLHO
MPUIIOKHUTH K OTYETY IO MPAKTHKE.

[Tomumo HanMuus 6J1aHKOB B THEBHHUKE




NPaKTUKH CTYACHTHI GUKCUPYIOT COCTAB
MMPUMCHACMBIX JOKYMCHTOB, OTMCYAIOT
HanboJiee pacpoCTpaHEHHBIE B TPAKTHKE
paboThI YUpeKICHUS BUJIBI
OpTraHU3aIMOHHO- PACTIOPSITUTEILHBIX
JIOKYMEHTOB, a TAK)K€ OTMEYAIOT, Te
3a(UKCHUPOBaHBI TPEOOBAHUS K
COCTaBIICHUIO ¥ O(DOPMIICHUIO JOKYMEHTOB
OpraHu3aIug.

Heo6xoauMo Takxke U3y4nuTh TEXHUUYECKYIO
OCHAIIIEHHOCTH TPOIIECCOB
AOKYMCHTHPOBAHUS, a UMCHHO: OIPCACIINTD
TEXHUYECKHE IPOTPaMMHBIC CPE/ICTBA,
HCIOJIb3YCMbIC COTPYAHHUKAMM JJIL
U3TOTOBIICHHS JOKYMEHTOB, CTETICHD
OCHAIIIEHHOCTH pabo4nX MECT COTPYTHHKOB
KOMIThIOTEPaMHU, OPTTEXHUKOH U CpeCTBaMHU
CBSI3H.

B nrcbMeHHOM 0T4YeTe HEOOXO0IMMO
OTpa3uTh, KaKasi MPOrpaMMa UCIOJIb3YETCs B
OpraHu3aIvy IS CO3/IaHus IOKYMEHTOB, €€
JIOCTOMHCTBA M HEJIOCTATKHU.

N3yuenne  opraHuzanuu
paboThI C JOKYMEHTAMHU

B tedenue 13 nHe# CTyneHTHI U3y4aloT:
-IIOKYMEHTOO0OPOT OpTraHU3aIIHH;
-TIOPSI0K perucTpalnuy u NoCTpOeHHE
UH(OPMAIIMOHHO-TTIOUCKOBOM CHCTEMBI;
-TEXHOJIOTHIO KOHTPOJIS 32 CPOKaMU
UCTIOJTHEHUS JIOKYMEHTOB;

-COCTaBJICHHE HOMEHKJIATYpPbI J€T;
-OpTaHU3AIHI0 TEKYIIETO XPaHEHUS
JIOKYMEHTOB B CTPYKTYPHBIX
MOIpa3/IelIeHUsIX OPTaHu3allnu;
-3KCMHEePTU3Y LICHHOCTHU U MPAKTUYECKOM
[IEHHOCTHU JTOKYMEHTOB;

-MIOJrOTOBKY U Nepeavy JOKYMEHTOB B
apXUB OpraHMU3aIIH.

OO0yuaromuecs: aHATU3UPYIOT
JOKYMEHTOTIOTOKH TI0 BUJaM JIOKYMEHTOB,
10 KOPPECIIOHIEHTaM, 110 YPOBHIM
WCTIOJTHEHUSI, COCTABJISIFOT OMEPOTPaAMMBI
JBUKEHUS BXOISIIICH, BHYTPEHHEH 1
UCXOoJsIIel KoppecnoneHIuu. CTyICHTHI
M3Yy4aloT CUCTEMY NEPBUYHON 00pabOTKH
KOPPECTIOH/ICHITUH ¥ MPaBUIA OTIIPABKU
UCXOJSIINUX TOKYMEHTOB, aHAJIU3UPYIOT
MOPSIIOK COTJIACOBAHMS U MTOAMUCAHUS
JIOKYMEHTOB, IPOCUUTHIBAIOT 00bEM
JIOKYMEHTO000pOTa 3a MPEALIECTBYIOIINN
mecsl. CTyIeHTBI BBISBIISIIOT U OMUCHIBAIOT
CYIIECTBYIOIIYIO HH(OPMAIMOHHO-
MOMCKOBYIO CUCTEMY, KaK TPAAUIIMOHHYIO
(KapTOTEKH, MPUHIUIBI U (OPMHUPOBAHUE),
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TaK ¥ 3JIEKTPOHHYIO (0a3bl TAHHBIX B
KOMITBIOTEPE).

CTyneHTBI ONpeeIsTIOT Ka4eCTBO

o opMIICHHUSI HOMEHKJIATYPHI JIeJ1, HaJTu4ue
HeoOxoaumon nHpopmanuu. CTyIeHThI
U3YYalOT MPAKTUKY POPMUPOBAHUS JET,
CaMOCTOSITEIILHO MTPOU3BOIAT TPYIMITUPOBKY
UCTIOJTHEHHBIX IOKYMEHTOB B JIeJia B
COOTBETCTBUH C HOMEHKJIATYPOU JeJI.
CTyneHThI H3y4aroT MPOIECC MOATOTOBKHI
JIeJT 32 TPEABITYIUE TOIBI IS CIAYU B
apxuB. [IpoBepstoTCcs MPaBUIBLHOCTD
odopmiieHus nen, ux GopmupoBanus. [Ipu
HEOOXOUMOCTHU CTYJCHTHI IOITOTABINBAIOT
BHYTPECHHUE OMUCH U JINCTHI-3aBEPUTEIH,
HYMEpYIOT TUCTHL. Ha moAroToBneHHbIE K
c/1aye Jienia CTyICHTHI COCTABIISIOT OIUCH H
10 HUM TIPOU3BOJIAT ciady Jel B apXUB
YUPEIKIACHUSI.

W3y4nB nOKyMEHTAIIMOHHOE O0ecTIeyeHne
yIIpaBJICHUS] OpPTaHU3AIHHU, CTYICHTHI
JIENTa0T COOTBETCTBYIOIIHE 3aMVCH B
JTHEBHHKE T10 TUTaHY MTPOTPaMMBbI
(ITpunoxenHre) U ONMUCHIBAIOT
CYIIECTBYIONIYI0 HHPOPMAIIMOHHO-
MOMCKOBYIO CUCTEMY BBISBIISIOT U
OIHCHIBAIOT CYIIECTBYIOIIYIO
WH(OPMAIIMOHHO-TIOUCKOBYIO CUCTEMY

IToaroroBka otuéra

@®opMOI OTUETHOCTH 1O pe3yJIbTaTaM
MPAKTUKU SBJSETCS OTYET U XapaKTEepUCTHUKA
opranuzaiuu. OT4eT UMeeT TUTYJIbHBIN
muct (IIpunoxkenue 2), oriaBicHue,
BBEJICHHE, JIBE TJIaBBI, 3aKIIOUCHUE U
npunoxenus (He meHee 10 mpuIoxeHui).

PexomenayroTcs cienyroiiue pa3aeibl
oTyeTa:
Bseoenue
I nasal.Jlokymenmuposanue desmenbHOCmuU
opeaHuzayuu
I'nasa 2. Opeanusayus pabomsi ¢
0OKyMeHmamu
3axnouenue

Bo BBeneHun naercs kparkas

XapaKTepUCTHKA OPTaHU3alllH, B KOTOPO
CTYJIEHTBI IPOXOJST NMPAKTUKY (YKa3bIBAETCS
Ha3BaHME OpraHU3aIUH, €€ IOPUANYECKUN
CTaTyC, OpraHu3alMOHHas CTPYKTYpa,
MOPSJIOK YIPABIIEHUS U PYKOBOJICTBA,
OTMEYAETCs MPUHIIUI TPUHSITHUS
YIPaBICHUYECKUX PEIICHUI
(KOJUTeTHAIbHBIN, €TMHOHAYAIIBHEIN), a
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TaKXe JJAeTCs OMMCAHNEe N3YYSHHBIX
HOPMATUBHBIX JOKYMEHTOB B COOTBETCTBUU
C TMIOCTABJICHHBIMH B METOJMYECKUX
YKa3aHUSX 33]]a9aMHu.

B nepBoMm paszene oTueTa HEOOXOAUMO
MIEPEYUCITUTD:

— HopmaTuBHO-MeTOAMYECKHE
JIOKYMEHTBI, PETIIAMEHTUPYIOIIINE
npaBUiIa CO3/IaHuUs U OPOPMIICHHS
JIOKYMEHTOB,

— CucreMbl JOKYMEHTAIUH,
oOpa3yrommecs B JesITEIIbHOCTH
opraHuzanuu (Ha3BaTh BUIBI U
Pa3HOBUIHOCTHU JIOKYMEHTOB JIS
KaKJIOM CUCTEMBI).

[MoapoOHO omucaTh 0COOCHHOCTH
oopMIIeHHS yITpaBIEHYECKUX TOKYMEHTOB,
npaBuia OPOPMIICHUS OTIICITHHBIX
PEKBU3HUTOB JOKYMEHTOB (HAUMCHOBAHHE
BUJA JOKYMEHTA, 1aTa, OHCh, U T.1.).
[Ipoananu3upoBarh OJIAHKU JTOKYMEHTOB
(YKa3ath BHJIbI) U OLICHUTh COOTBETCTBUE
COCTaBa M PaCHOJIOKECHHS PEKBU3UTOB
OJ1aHKa YCTaHOBJIEHHBIM TPEOOBAHMSIM.
Bo BTOpoM pazaene otuera
«opranuzanus paboThl C JOKYMEHTAMI
3aTParuBarOTCs CICAYIONIHE BOTIPOCHI:
— Ilpuem u nepBuyHas o0OpaboTka
JIOKYMEHTOB;
— Perucrpanusa 10KyMeHTOB;
— Opranuzanust KOHTPOJIS 3a
UCTIOJTHEHUEM JIOKYMEHTOB;
— OpraHu3zanus TeKyIero XxpaHeHus
JIOKYMEHTOB;
B 3akimt04eHnN PUBOIUTCS UTOT H3YYCHUS
OpraHu3aIuy JIEIOTPOU3BOJICTBA U
(GbOpMUPYIOTCS BEIBOJIBI 110 TIPOACIIAHHOM
pabore.

B npuiiokeHust K OTYETY TOJKHBI
OBITH BKJIIOUEHBI:
CXeMa OpTaHU3aIMOHHON CTPYKTYPHI
OpraHu3aIui,
CIIUCOK HOPMATHUBHO-METONYECKHIX
JOKYMEHTOB OpraHH3aIlHH;

00pa3ibl OpTaHU3aIMOHHO-
PacHopsANTEIBHBIX JOKYMEHTOB
OpraHH3aluy;

yHU(UIIIPOBaHHBIE ()OPMBI JOKYMEHTOB;
OJTaHKHU BCEX BHJIOB OPraHU3allMOHHO-
pacnopsAUTeNbHBIX JOKYMEHTOB.
Xapaxrepucruka (IIpunoxxenue)
cocTaBJsieTcsl Ha OJIaHKe, MOANNUCHIBACTCS
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PYKOBOJUTENIEM IPAKTUKH, 3aBEPSIETCS
[eYaThio M 0053aTENbHO CAETCS BMECTE C
OTYETOM.

B xapakTepucTike J0IKHBI ObITH
W3JI0’KEHBI HAOII0IEHUS PYKOBOAUTENS
NPaKTUKU O padoTe CTy/eHTa OT
OpraHHU3aIiH, IPOSIBIICHHBIE UM JeJIOBbIE
KauyeCcTBa, €0 HABBIKU U YMEHUS,
OTHOILIEHHE K paboTe. XapakTepucTruKa
COJICPKHT OLIEHKY MPAKTHKH 110 YETHIPEX-
OapHOM cucTeMe (OTJIIMYHO, XOPOIIIO,
YIIOBJIETBOPUTEIBHO)
HEYIOBJIETBOPUTEIIHHO).

7 IIpomexkyToyHas arrecranus 3auér

4. OueHoOYHBIE CPEACTBA
4.1. Kpumepuu oyenku pe3yiomamoe no Oucyunjiune

Ouenka no Kpurepun oneHKH pe3yJibTaTOB 00y4eHH sl M0 TUCHUIINHE
AUCHMILINHE
«3a4uTeHO» BricTaBnsiercs oOydaromieMycs, €ClId XapakTEepUCTUKa C MecTa

MIPOXOXKICHHUSI TPAKTHUKU COJEPKUT BBICOKYIO IOJIOKHUTEIBHYIO
OIICHKY, OTYeT BBIIOJHEH B  IOJHOM  COOTBETCTBUU  C
NpeIbsABISIEMbIMA TPEOOBAHUSAMHU, aHAJIUTHYECKas YacThb OTYeTa
OTJINYAETCS  KOMIUIEKCHBIM  TMOJXOJOM, KPEaTUBHOCTBIO U
HECTaH/IaPTHOCTHIO MBIIUIEHUS CTY/AEHTa, BBIBOABI OOOCHOBaHBI U
MOJIKPEIJICHbl 3HAYUTEIbHBIM 00beMOM (PAKTHUECKOr0 MaTepHara.
OOyJaromuiicss MCUYEPIBIBAIONIE M JIOTMYECKH CTPOHHO W3JIaraeT
y4eOHBIH MaTepuan, YMEET YBS3bIBaTb TEOPHI0 C MPAKTHKOMH,
CIIPABIIIETCS C PELIEHUEM 3az1a4
npodeccuoHaNbHOM HANPaBICHHOCTH BHICOKOTO YPOBHS CIIOKHOCTH,
MPABHJILHO OOOCHOBBIBACT MPUHSITHIC PEIICHUSI.

Komnerenmuu, 3akperui€HHble 3a MPaKTUKOM, c(hOPMUPOBAHBI Ha
YPOBHE — «BBICOKHID.

BrictaBnsiercss  oOydaromemycsi, €Clii XapaKTEepUCTHKAa C MecTa
HPOXOXKICHHS MTPAKTUKU COAEPKHUT IOJIOKHUTEIBHYIO OLIEHKY, OTYET
BBIIOJIHEH B IIEJIOM B COOTBETCTBHH C  TPEIbSBISIEMbIMU
TpeOoBaHMAMH 0€3 CYIIECTBEHHBIX HETOYHOCTEH, BKIIOYAET
dakTHueckuii MaTepuan, COOpaHHBIH BO BpeMs MPOXOXKICHUS
npakThku. OOydaromuiics MpaBWIBHO TNPHMEHSET TEOPETHYECKHE
MOJIOKEHUS TIPU PEIICHUH MPAKTUYECKUX 3a7au MpodecCHoHaIbHOM
HANpaBJICHHOCTH  Pa3HOTO  YPOBHS  CJOXHOCTH,  BJaJeeT
HEOOXOAUMBIMH JIJIsl 3TOTO HaBBIKAMH U TPUEMAMH.

Komnerennuu, 3akperyi€HHble 3a TUCHMIUTMHOM, COpPMHUPOBaHBI Ha
YPOBHE — «XOPOIIHIIN.

BrictaBnsercs oOyuwarolemycs, €clid XapakTepuCTUKa C MecTa
MPOXOXKACHUS PAKTUKU COACPKUT TMOJOKUTEIBHYIO OLICHKY, OTYET
no OoQOpMIIEHHI0O U COACPNKAHUIO YACTUYHO COOTBETCTBYET
CYIIECTBYIOIIUM TpPEOOBAaHUSAMH, HO COACPKHUT HETOYHOCTH U
OTJIeNbHbIE (PAKTUUYECKHE OLIMOKH, OTCYTCTBYET HILIIOCTPATHUBHBIM
MaTepual.

OOyyaronuiicsi HCHBITHIBAET ONpEAeNEHHbIE 3aTPYJAHEHHUS B
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IPUMEHEHUN  TEOPETUYECKHX  MOJIOKEHUH  NpPHU  PELICHUH
OPAKTUYECKUX  33Jad  NPO(PECCHOHAIBHONW  HAIMPaBICHHOCTH
CTaH/JapTHOIO YPOBHS CIIO)KHOCTH, BIIaZieeT HEOOXOIUMBIMH IS
3TOro 0a30BBIMU HABBIKAMU U MPUEMAMHU.

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

«He 3aureno» BeicraBisiercss  oOydwaromiemycsi, €ciaM XapaKTepUCTHKa C MecTa
IIPOXOKJCHUSI IPAKTUKU HE COAECPIKUT MOJIOKUTEIbHON OLleHKH. OTUer
IIPEICTAaBICH HE BOBPEMS M HE COOTBETCTBYET CYLIECTBYIOILHUM
TpeOOBAHUSM.

OOyuaronuiics MCHBITHIBAET CEPbE3HBIE 3aTPYAHEHUS B NMPUMEHEHHUH
TEOPETUYECKUX IIOJIOKEHUN TIPU PELICHUH NPAKTUYECKUX 3ahad
npodecCHOHANbHON  HANpPaBICHHOCTH  CTAaHAAPTHOIO  YpPOBHS
CIIO)KHOCTH, HE BIIQJICET HEOOXOAWMBIMU Ui 3TOTO HABBIKAMU U
MPUEMAMHU.

KoMmnereHnun Ha ypoOBHE <JIOCTAaTOYHBIN», 3aKpEIJIEHHBIE 32
JUCLUIUIMHON, HE COPMHUPOBAHBI.

4.2. Ouenounvie cpeocmea (mamepuanvl) 014 NPOMENCYMOYHOU ammecmayuu
odyuarowguxca no npaKmuxe.

JleTanbHO OILIEHOYHBIE CPENICTBA, CHCTEMa OIICHUBAHMS, KPUTEPUH OLICHUBAHUS (POPMUPYIOTCS
OTJENbHBIM JTIOKYMEHTOM «®DOH] OIEHOYHBIX CpEACTB paldouell mporpamMmbl MPAaKTHKH» B
cooTBeTcTBUH ¢ [losokeHreM o poH/Ee OLIEHOUHBIX CPEJCTB.

IIpomMeskyTouHasi aTTecTalusi 00y4aroIUXCs MO MPAKTUKE OCYIIECTBIAeTcs B (hopme
3a4éTa, IPOBOANMOTIO B BH/IE 3aIIUTHI OTYETA MO IMPAKTHKE.

K 3ammre 1omycKkaroTcsi CTyIEHTHI, CBOEBPEMEHHO U B TMOJHOM 0OBEME BBIOJIHUBIIHE
3a7aHusl TPAKTUKH, W B yKa3aHHBIE CPOK IPEICTABHUBIIME BCIO OTYETHYIO JOKYMEHTAIIHIO.
CTyneHTbl, HE MPOLIEJIINE MPAKTHKY MO YBaXHUTEIbHON NMpPUYMHE, a TaKKe CTYACHTHI, HE
BBITTOJTHUBIINE TPEOOBAaHMI MPOTrpaMMbl MPAKTHKH I TTOJYYHMBIINE OTPHIATEIBHBIA OT3BIB,
HaNpaBJISIIOTCA YU€OHBIM 3aBEICHUEM Ha MPAKTUKY BTOPUYHO, B CBOOOIHOE OT y4EOHBIX 3aHATHHA
BpeMsI.

Jloknan cTyaeHTa (0TYeT) Ha 3alUuTe MPAKTUKH BKIIOYAET:

— PackpeiTHe 1enu 1 3a1a41 TPaKTHKH;

— OOmIyro XapakTepuCTUKy 0a3bl MPAKTHUKH;

— MHWudopmamnuio o BBHINOJHEHHOH padoTe ¢ KOMUYECTBEHHBIMM M KayeCTBEHHBIMHU
XapaKTepUCTHUKAMU, COOTBETCTBUE O0ObEMa U COJEpKaHHMS paboTHl IUIaHy-TpaduKy H
3aaHUSAM MIPAKTUKH;

— Baecenue npenioxxeHui Mo COBEPIICHCTBOBAHUIO Pa00ThI 0a3bl MPAKTHUKH;

— OO6ocHOBaHKE BBIBOJIOB M MPEIOKEHUH 110 COACPKAaHUIO U OPTaHU3AIIUH TPAKTHKH.

— OueHka NpaKkTUKU CTYIEHTOB JaeTCsl KOMUCCHEH MO 3alUTe IPAKTUKU B By3€.

UneHaMH KOMHCCHUHU SIBISIOTCA PYKOBOJUTENU TPAKTUKM OT By3a M OT NpoQUIbHON
OpraHM3aLIH, TIPETIOIaBaTeNIN BeXyniel Kadeapbl, IpeICTaBUTeNN padboToaaTeneii.

Ha 3ammty npakTuKy KaKIbli CTYIACHT JOJDKEH MPEeICTaBUTh 0(OPMIICHHBIE JOKHBIM
o0Opa3oM JOKyMeHTHI. [IpakTWka OIIEHMBAeTCSI HAa OCHOBE IPEACTABICHHBIX JOKYMEHTOB,
YCTHOTO HMHIMBUAYAJBHOTO OTYETa IPAKTUKAHTAa O BBIIOJHEHHOH paboTe W OTBETOB
NPaKTHUKaHTa HAa BOIPOCH KOMUCCHHU.

[Ipu omenke pe3yabTaTOB MPAKTUKU YUUTHIBACTCS TNTyOMHA 3HAHWUU, MOJTYYEHHBIX BO
BpeMs e€ MPOX0XKCHNUS, 3HAKOMCTBO C ITOJIOKEHUSIMA HOPMAaTUBHO-METOANYECKUX IOKYMEHTOB,
periIaMeHTHPYIOIMX paboTy ¢ JOKYMEHTaMH, BiaJeHHe MPO(ecCHOHATbHBIMM HaBBIKAMHU M
YMEHHSIMH, OCO3HAaHHOCTh W CaMOCTOSTEIBHOCTh NMPHUMEHEHHs 3HAHWH M CIIOCOOOB y4eOHO-
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Hay4YHOU JI€ATENbHOCTH, JJOTUYHOCTh M3JIOKEHUSI MaTrepuana B JIHEBHUKE MPAKTUKH, BKIIOUYAs
0000IIIEHNA U BBIBOEL.

OueHka MpPaKTUKA BBIHOCUTCS  4YJ€HAMHM KOMHUCCHM HA OCHOBAaHMHM  ydeTa
KOJMYECTBEHHBIX W KayeCTBEHHBIX IIOKa3aTeNiell BBIMOJIHEHHBIX CTYIEHTOM 3aJaHUM,
MPEJICTABJICHHON UM OTYETHON NOKYMEHTAIlUU, MHUIIUATUBBI M 3aMHTEPECOBAHHOCTU B paboTe.
OrneHka 3aHOCHUTCSI B 9K3aMEHAIIMOHHYIO BEIOMOCTb U 3aYETHYIO KHIKKY CTYJEHTA.

IIpumepnwiii nepeuenv KOHMPOILHBIX BONPOCOE NO UMO2AM NPAKMUKU!

1. Xapakrepuctuka yupexacHus (0a3bl IPaAKTUKHN).

2. OcHoBHBIE (DaKTOPBI, OMPEICISIONINE CETrOIHS PAIMOHAIBHYIO OpTaHHU3AIUIO
nH(GOPMAIIMOHHO-T0KYMEHTAIIMOHHOTO 00CTYKUBaHUSI YIIPaBICHYECKON €A TEIIHOCTH.

3. HopmaTuBHO-METOIMYECKHE aKThl, PETIAMEHTHPYIOIIHUE CO3laHue M o]opmieHHe
JOKYMEHTOB.

4. TlopmuHHMKM K Konuu. Bunel konuil. ITopsiiok yaocToBepeHns: KOUH.

5. ®opmysip fokyMeHTa. TurmoBoit popmyssip, hopmysip-oOpaserr.

6. T'OCT 2018 r. no ogopm/IcHHIO JOKYyMEHTALMH.

7. TpebGoBaHusi K KOHCTPYHpOBaHHUIO OnaHKOB. Buiwl OyiankoB. brnanku mpennpusituit
pa3IUuHBIX (HOPM COOCTBEHHOCTH.

8. PexBU3UT «HAMEHOBaHHUE OPraHU3aIMH — aBTOpA IOKyMEHTa», TpeOOBaHUS K HEMY.

9. PekBH3UT «cIIpaBOYHBIC JaHHBIE 00 OPraHU3aIlMU — AaBTOPE IOKYMEHTA, €r0 COCTAB.

10. PexBu3uT «ampecary, €ro 3HaU€HUE M COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHHIO.

11. datel B nokymente. TpeboBaHus K UX 0(hOPMIICHHUIO; 1aTa KaK COCTaBHAS YacTh JPYTUX
PEKBU3UTOB.

12. PexBU3HUT «pErUCTPAIMOHHBIN HOMEP JTOKYMEHTa», €r0 3HaYCHHE.

13. PeKkBUBHT «CChUIKA HAa PETUCTPALIMOHHBIA HOMEpP U JIaTy HoKyMeHTay. Korja u rae on
IIPOCTABISAETCS?

14. PexBusut «rpud orpaHmueHus I0CTyna K JOKyMEHTY». Ero 3HaueHue, B Kakux
CJIy4asiX OH MPOCTABJISAETCS Ha JOKYMEHTE.

15. Tlopsimok coryacoBaHusi JOKYMEHTOB M O(GOpPMIICHHS BHYTPEHHETO M BHEIIHETO
COIJIACOBaHUSI.

16. Iopsiok yTBEpKIEHUS TOKYMEHTOB, BUJIbl YTBEPKICHHUS.

17. Ilopsinok noanucaHus JOKyMEHTOB.

18. TleuaTh KaKk pEeKBU3UT JMOKyMEeHTa. Ha KakuxX JOKyMEHTaxX MpPOCTaBISIETCS TepOoBas
neyarb?

19. CoctaB  ymoctoBepeHusi AokyMeHTOB. [IpaBuna odopmiieHHST PEKBHU3HTOB,
YIOCTOBEPSAIOLINX JOKYMEHT.

20. OT™MeTKH Ha JOKYMEHTE, MX 3HaYeHHE U 0POpMIICHHE.

21. Pezomonus. Ee 3nauenue. TpeOoBaHUs, MPEIBSIBIIEMbIC K PE3OJTIOIHH.

22. PexBU3UT «OTMETKA 00 HUCIIOJHUTEIEY, €r0 3HAUCHHE.

23. PexBU3UTHI, IPUAAIOIINE JOKYMEHTY IOPUIUUYECKYIO CHUITY.

24. Yaudukaius TeKcTa TOKyMEHTA.

25. O0mue TpeGoBaHMS K TEKCTY JOKYMEHTA.

26. DNeMEeHTHI TEKCTa: 3aroJIOBOK, MPUIIOKEHHS, TPEOOBAHUS K HUM.

27. IloHsATHE «CUCTEMBI JOKYMEHTALIUNY, PA3BUTHE CUCTEMBI.

28. TpeboBaHus K COCTABICHUIO U OPOPMIICHUIO OPTraHU3aIMOHHBIX JIOKYMEHTOB.

29. TpeboBaHUs K COCTaBICHHUIO U OPOPMIICHHUIO PACTIOPSTUTEIHHBIX JOKYMEHTOB.

30. TpeGoBaHus K COCTABICHUIO U O(POPMIICHHUIO TTPUKA30B.

31. TpeGoBaHMs K COCTAaBICHUIO U O()OPMIICHUIO OOBSICHUTEIBHBIX U TOKJIAHBIX 3aITUCOK
(BHEIIHUX ¥ BHYTPEHHHUX ).

32. TpeGoBaHMsT K COCTaBICHUIO W O(GOPMIIEHHIO CIPABOK (BHIBI CIPABOK, CIPABKU
BHEIITHUE U BHYTPECHHHUE).

33. TpebGoBaHMs K COCTAaBICHUIO U O()OPMIICHHIO aKTa.
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34. TpeGoBaHMs K COCTaBICHUIO M O(OPMIICHUIO CIY)KEOHOro muchbMa. PazHOBHIHOCTH
TIHCEM.
3a IpaKkTUKY BBICTABISAETCS 3a4YET

5. ®opMBbI OTYETHOCTH MO MPAKTHKE, C YKA3aHHEM MePevyHsi OTYeTHOH JOKYMeHTAMHU s
OCYLLeCTBJIEeHHA TeKYLIEero KOHTPOJIsl U MPOMeKYTOYHOI aTTecTaluu

[To oxoHYaHUW Y4eOHOUW MPAKTUKU OOYYaIOUIHECs] COCTABISIOT MUCHhMEHHBIC OTYETHI U
CHAIOT WX BMECTE€ C JIHEBHMKOM NPAKTUKH M OT3bIBOM OT PYKOBOAMTENS MPAKTUKH Ha
BBIMTYCKAOIIYIO Kadenpy.

OT4eT 0 MPOXO0KACHUH 00yUaIOIIUMHUCS y4eOHON MPaKTUKY IPUHUMAET MPENo/1aBaTelb-
pykoBoauTtens npaktuku or MI'MK.
3amuTa oT4eTa NpoXoIuT B popMme 3auéra.

K OCHOBHBIM KOMIIOHEHTaM OTYETHOW JOKYMEHTAI[UU MPOXOXKICHUS MPAKTUKH

OTHOCSITCSL:

1) wuHAMBUIYyalbHOE 33JlaHUE HA MTPAKTUKY;

2) [JHEBHUK O MPOXOXKJIECHUU MPAKTUKHU CTYAECHTOM;

3) otder 00 UTOTax MPOXOXKICHHS MPAKTHKH;

4) XxapakTepHCTHKa C MECTa MPOXOXKJIEHUS CTYACHTOM MPAKTHKHU;
JIHEBHUK NIPAKTHKY CTYICHTA-TIPAKTHKAHTA SBIISETCS BAXKHEHIIIMM OTUYETHBIM JOKYMEHTOM, a €T0
COCTaBJICHHE M BEJCHHE — OCHOBOIIOJIATalOMIMM 3JIEMEHTOM B OpPraHMU3alMH U MPOXOXKIACHUU
MPAKTUKU.

Cmpykmypa One8HuKa Kiouaem:

* TUTYJIbHBIN JIUCT;

* coJlep’KaHue THEBHUKA, OTPa)KaloIee BHIIOJTHEHUE BCEX BUJIOB 3a/IaHUN B COOTBETCTBUU
C IIPOrpaMMOM IPAKTUKHU.

OdopmieHne THEBHUKA PEKOMEHJIyeTCS HAayMHATh C 3alOJHEHUS TUTYJIBHOTO JIUCTA.
Bectu qHeBHUK clenyeT peryaspHoO (€KeTHEBHO), TOYHO U JTOCTOBEPHO OTPaKaTh HH(HOPMAITUIO
0 TpoJenaHHOW pabote, QuKCHpOBaTH HAOMIOAEHUSA, (DOPMYIUPOBATH JUYHBIC BBIBOIBI,
3aMeuaHus U MPEI0KCHHUS.

1o 3aBepiIeHNN MPAKTUKK JHEBHUK CAAECTCA HAa MPOBEPKY PYKOBOJIUTENIO Oa3bl MPAKTHUKH,
KOTOPBI BHOCHT CBOM 3aMEUaHUsi 00 UTOTax paboThl MPAKTHUKAHTA, 3aBEPSET 3alUCH JTHEBHUKA
MOJIHUCHIO U TepOOBOM MEeUaThI0 OpraHU3aIUH.

Cmpyxkmypa omuema o npoxoxicoeHuy NPaKmuKy eKIouaen:

TuTynbHBIN TUCT

OrunaBneHue

BBEJIEHUE (Bo BBefeHWHU CTaBSATCA IEJIb M 3a/Ja4d MPAKTHUKH, YKA3bIBAETCS MECTO €€
MPOBEJICHUS, @ TAK)KE PACKPBIBAIOTCS OCHOBHBIC HAMPABICHUS JEATEIHHOCTH 00y4YalomEerocs: Bo
BpeMsl TMPOXOXKJIEHUS NPAKTUKM B COOTBETCTBHM C €€ TMporpaMMoil U colep:KaHHeM
WHAWBUIYAILHOTO 3aaHMS).

OCHOBHAA YACTHb.

CTPYKTYPA U COAEPXXAHUE ITPAKTUKU (ocHOBHasi 4acTh BKJIIOYAET B ceOs
nepedyeHb HWH(pOpMaIUM, MPEeTyCMOTPEHHON TMPOTpaMMON MPAaKTUKH W O00O3HAYCHHOW B
WHAUBUAYAIbHON 3a/laHUU: TEOPETHUYECKHUE AacleKThl MpoOJeM, CBSA3aHHBIX C 3aJadyaMu u
CoJIepKaTeIbHON YaCThIO MPAKTUKH; BHITIOJHEHNE KOHKPETHBIX MPAKTUUYECKUX 33/aHUN; aHATU3
JEeSATENLHOCTH TPO(GUIHLHON OpraHu3auy — 0a3bl MPAKTUKU 10 Pa3IMYHBIM HATIPABICHUSM U T.1T.)

3AKJIFOYEHMUE (B 3akimroueHrr 0000IIAI0TCS UTOTH M PE3YJIBTATHI TPOICIaHHON pabOThI
CTyJEHTa BO BpeMsl TPOXOXKICHUS NPAKTHKH; (OPMYITUPYIOTCS OCHOBHBIC BBIBOABI O
NEeSATENIbHOCTH NpOo(GUIbHOW oOpraHu3zauMd — 0a3bl MPAaKTHKH, Jal0OTCs MPaKTHYECKHe
PEKOMEH/IAIUY TI0 COBEPIIICHCTBOBAHUIO PA3IMYHBIX ACTIEKTOB €€ (DYHKIIMOHUPOBAHUST; BHOCSITCS
MPEJIOKEHHS CTYICHTa [0 OpraHU3alluy MPOBEACHUS U COJIEPKAaHUIO TPOTPAMMBbI IPAKTUKH).

CIIMCOK MHCIIOJIb30BAHHBIX HWMCTOYHUKOB W JIMTEPATYPHI (cnmcok
UCIIOJIb30BAaHHBIX HMCTOYHHKOB MOJKET COJAEpXkaThb MepeueHb HOPMATHUBHBIX IPABOBBIX
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UCTOYHUKOB, Y4EOHBIX, HAyYHBIX, CIIPABOYHBIX U IMEPUOANYECCKUX H3JIAHUH, DJIEKTPOHHBIX H
HNHTepHEeT-pecypcoB, UCTIOIB3YEMBIX 00YUJarOIMMHUCS JUTS BBITTOTHEHUS TPOTPAMMBI IPAKTHUKH).

I[MPUJIOXKEHUME K OTYETY I10 ITPAKTUKE

B IlpunmoxeHne MOTYT BKIIOYAThCS KOMUU JOKYMEHTOB (HOPMAaTHBHBIX aKTOB,
MOJIOKEHUH, MPHUKA30B, PACMOPSDKEHHM, MPOTOKOJIOB M Jp.), U3YYCHHBIX M HCIIOJIb30BAaHHBIX
00YyJalOIMMHUCST B TEPHOA TMPOXOXKJICHUS MPAKTUKU. [IpriioskeHne MOXKeT TakkKe COoJepiKaTh
u3orpaduyueckie MaTepuabl (AMarpaMMbl, CXeMbl, TpapuKH, TaOIUIbI, PUCYHKH, (poTorpaduu u
T.I.), TEMAaTHYECKH CBSA3aHHBIC C 3aJaHUAMHU TPAKTHKA WIA WUIIOCTPUPYIOIIUE OTICIbHBIC
HaIpaBJICHUs JEATEIIbHOCTH MPO(PUIBLHON OpraHu3anuu — 6a3bl IPAKTUKH.

XapakTepucTUKa Ha CTYAEHTa, MPEICTaBisieMas pPYKOBOAHWTEIEM TMPAKTHKH OT
OpraHu3aliy, MPEICTaBIAET cO00M 000CHOBAaHHOE ONMUCAHUE MTPO(HECCHOHATBHBIX U TMYHOCTHBIX
Ka4eCTB CTY/ICHTAa — €r0 COCOOHOCTEH, YMEHUH, HABBIKOB, KaYeCTB XapaKTepa.

6.IlepevyeHnb yueOHO-MeTOAMYECKOM 1 YUeOHOM JIUTEepaTyphbl U pecypcoB cetu «AHTEepHETY,
HeO0XOAUMBIX /Il IPOBeIeHUS MPAKTHKH.

a) OcnosHas

Konprukuna, T. b. JlenoBbie KOMMYHHKAITMH, JOKYMEHTOOOOPOT W JEIOMPOU3BOCTBO
[DnexTponHsbIit pecypc]: yueb. mocobue / T. b. Konbikuna, U. B. lllyctuna. - 2-e uza. ;ucnp. u
no1. - M. : FOpaiir, 2018. - 163 c. - ISBN 978-5-534-07299-0.

KysnemnoB, M. H. JlokymeHTanmmoHHOe oOecnedeHue ymnpaBieHus. J[oKyMeHTOOOOpOT u
JIeNTOTIPOU3BOCTBO [ DIEKTPOHHBIN pecypc] : yUeOHUK U MPAKTHKYM. - 2-€ U3/. ; IIep. ¥ J01. - M.
: U3narensctBo HOpaiit, 2016. - 477 c. - (bakanasp. [lpuknagnoii xypc). - ISBN 978-5-9692-
1655-6. - ISBN 978-5-9916-6701-2: 560.00.

[llyBanoBa, H. H. Opraauzamnust 1 TEXHOJIOTHSI TOKYMEHTAIIMOHHOTO O0ECIICYCHUS YIIPABICHUS:
y4eOHUK U TPAKTUKYM JIJISl aKaJJIeMUUYECKOTo OakanaBpuara [ DIeKTpOHHBIN pecypc]|: yueOHHUK U
npaktukyM / H. H. lyBanosa. - M.: FOpaiit, 2018. - 221 c. - ISBN 978-5-9916-5843-0.

0) Honoanumenvhas
bypoBa E. M., MypasseBa H. A. CrnpaBoYHMK 1O apXWBHOMY J€Ny JJIsi paOOTHHKOB
opranuzamuii. — (Cepusi «YmpasneHueckass Oe3omacHocTh» / moj obmi. pea. A. b.

be3bopomnosa). — M.: OO0 «TEPMUKA.PY», 2018. — 396 c.

Jloctath M 00€3BpENUTh: YHHUYTOXKCHHE JJICKTPOHHBIX HOCUTENeld uHGOpMAIuu
[Dnexrponnsiit pecypce] // URL: http://naar.ru/ articles/dostat-i-obezvredit-unichtozhenie-
elektronnyh-nositeleyinformatsii/ (nara oopamenus: 14.04.2021).

EpmomnaeBa A. B. Ilepedunu 31eKTpOHHBIX JOKYMEHTOB OPraHOB MCIOJIHUTEIBHONW BIACTH
[DneKTpOHHBII pecypc] // NudopmanimoHHO-aHATU THYECKUIT noprain
«[IpenmpuHUMATEIIBCTBO u IpaBoy. URL: http://lexandbusiness.ru/view-
article.php?id=8749 (nara obpamenus: 14.03.2020).

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

VYnpasnenue nokymeHTtamu. Tepmunsl u onpenenenus. Cnosaps. M.: BHUNJIAL, 2013.
120 c.

Ycanosa, O.I. JlokyMeHTOBeIeHUE U apXUBOBEICHUE [DNEKTPOHHBIN pecypc]: cioBaps /
O.I'. Ycanosa, A.B. JlymaukoBa. — OnektpoH. n1aH. — Cankrt-IlerepOypr: Jlans, [Lanera
My3bIkH, 2019. — 172 ¢. — Pexum noctyna: https://e.lanbook.com/book/113186. — 3aru.
C 9KpaHa.

SAnkoBas B. ®. Hoseiii ['OCT P 7.0.97-2016 // Cekperapb-pedepent. 2017. No 3
[Onexrponnsiii pecypc] // URL: https://www.profiz. ru/st/3 2017/movy; GOST/ (mara
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obpamenus: 27.03.2020).
SlukoBast B. ®. HopmaruBHOe peryaupoBaHHE NOHATHHHOTO ammapara B cdepe
YIpaBJICHUS AIEKTPOHHBIMHU JokyMeHTamu // OtedecTBeHHbIe apxuBbl. 2018. Ne 2. C. 23—

Ilepeuens pecypcos unghpopmayuonno-meneKOMMyHuKayuonnou cemu «dnmepnem).

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

®denepanpHoe apxuBHOE areHTCTBO (PocapxuB) [OnexTponnbiii pecype]| / Denmep. apx.
areHTCTBO. DNeKTpoH. AaH. M., [2006-2014]. URL: http://archives.ru (mara oOpamieHus:

D¢ dexTuBHOE ympaBiIeHHE JOKyMEHTaMH B OpraHax BIIACTH: OT JIEJIONPOM3BOACTBA JI0
AJIEKTPOHHOTO apXxuBa: Marepuansl popyma 13—14 nexadpst 2017 r. [DnexTpoHHBIN pecypc]
/ Tunpaus ynpaBISIONIMX JOKyMEHTAalMen. OnekTpoH. mad. M., [2001-2018]. URL:
JKpaHa.

D¢ (exTUBHBIN apXUB 3JIEKTPOHHBIX JOKYMEHTOB B OpraHax rOCyAapCTBEHHOM BJIACTH: OT
JIeTIOTIPOU3BOJICTBA 0 XpaHeHHs: MaTrepuaibl hopyma 7-8 nexadpst 2016 1. [DneKTpOoHHBIH
pecype] / Tmnpausi ynpapisiomux JOKyMEHTaIuen. DnekTpoH. maad. M., [2001-2018].
C DKpaHa.

7. llepeyenb HH(POPMAIIMOHHBIX TEXHOJIOTHI, HCNIOJIb3yeMbIX IPH OCYIIECTBJICHUHU
00pa3oBaTeIbLHOIO MpoIecca Mo IMCHUIINHE, BKIKYasi epeyeHb NPOrpaMMHOIo
obecnieyeHusi 1 UHPOPMANMOHHBIX CIPABOYHBIX CHCTEM

IIpu ocymecTBieHMH 00pa30BaTEIBHOIO Mpolecca MO MPAKTUKE HCHOIb3YIOTCS
cieayronye HHPOpMalMOHHbIe 00pa30BaTeIbHbIE TEXHOJIOTUH, B COOTBETCTBUU C TPEOOBAaHUAMHU
dI'oC BO:

-ay/IMOBU3YyaJIbHOE MIPEICTABICHUE 00YYAIOIUMCS C TOMOIIBIO KOMITBIOTEPA COACPIKAHUS
OTJEJIbHBIX TEM JUCLUILINHBI HA JEKIIMOHHBIX 3aHATHIX;

-TipeloCTaBIeHUE OOydYaroNIMMCsl J0CTyrna K ydeOHOMY IuIaHy, pabouedl mporpamme
JUCLUIUIMHBL B 3JEKTPOHHOM Qopme, K 3JIEKTPOHHO-OMONIMOTEYHON CHCTEME HHCTUTYTa,
coJepxaliel yueOHO-MEeTOAMYECKHEe MaTepualbl M0 AMCHUIUIMHE B DJEKTPOHHOH Qopme, K
UH(POPMALIMOHHBIM CIPABOYHBIM CHCTEMaM, KOTOPBIE HCIIOJIB3YIOTCS MpPH OCYLIECTBICHUH
00pa3oBaTeNFHOTO MpoIecca MO TUCIHILIMHE, MOCPEACTBOM 3JIEKTPOHHOW HH(POPMALMOHHO-
o0pa3oBaTeNbHONW CpeAbl WHCTHTYTa M3 JI000H TOYKM, B KOTOpOMl HMeercs IOCTyl K
UH(POPMALIMOHHO-TEIEKOMMYHUKAITMOHHON ceTn «HTepHeT»;

- ¢ukcanus Xxoma o00pazoBaTEIBHOIO Mpolecca MO JUCHHUIUIMHE IOCPEICTBOM
3NIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeNbHON cpeabl HHCTUTYTa (1o PI'OC 3++);

- ¢dopMupOBaHHE DIEKTPOHHOTO TMOpTHONMHO OoOydJammerocs MO JUCHUTIINHE
MIOCPEICTBOM 3JIEKTPOHHON MH()OPMAIIMOHHO-00pa30BaTEeIbHON Cpeibl HHCTUTYTA.

[Ipu ocymiecTBieHUN 00pa30BATEIBHOIO IpoLecca MO TUCHUILIMHE HCIOIb3YyeTCs
ClIeAyIOIIee JIUIEH3MOHHOE TPOrpaMMHOe oOecrieueHue
OnepanoHHas cucTema:
— Microsoft Windows 10 Professional,
[TakeT oUCHBIX TPOTPaMM:
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— Microsoft Office 2016 Word

— Microsoft Office 2016 Excel

— Microsoft Office 2016 PowerPoint

— VYueOnsle miansl BO
AHTUBHPYCHBIC TPOTPAMMBI:

— Kaspersky Endpoint Security

Hpyroe I10:
— Mouzilla Firefox

Locmyn 6 OBC:
e  OBC O-panit
OBC JIAHb
OBC IPR Media
OBC PYKOHT
OBbC Hekcmenua (YHuBepcuTeTCKasi OMOIMOTEKA OHJIAIH)

MarepuajibHO-TeXHHYecKas 6a3a, He00X0AUMAas ISl POBeAeHUS NMPAKTUKHA

Jlnst poBeZieHHs TPAKTUKKA HEOOXOIMMO CIEIyoIiee MaTepHAIbHO-TEXHUIECKOE
obecrieueHne: CTYIEHTY JOJDKHO OBITh TpenoCcTaBiIeHO pabodee MecTo (JKeaaTebHO
ABTOMATU3MPOBAHHOE) M MaTepuaibl JUIsl aHalIM3a, yKa3aHHbIE B MPEAbIAYLIMX pa3jaenax
POTPaMMBI.

9.00ecnevyenne 00pa3oBaTeJbHOI0 MpoLeEcca sl JIUI ¢ OTPAHUYEHHBIMH BO3MOKHOCTAMU
310POBbSI M HHBAJIWAO0B (NP HAJIMYMH)

B xome peanuzanuu IUCHUIUIMHBI HCMOJB3YIOTCS CIEAYIOUIME OMOJHUTEIBHBIE METOJIbI
00ydYeHHsI, TEKYIIET0 KOHTPOIIS YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCcTalluy O0y4YaronuInuxcs B
3aBUCUMOCTH OT WX MHAUBUIYaTbHBIX OCOOCHHOCTEH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- JeKuu 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOIIbIO0 KOMIIBbIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTIeUeHHEM;
- MMUCbMEHHBIE 33/1aHUS BBITIOJHAIOTCA HAa KOMIIBIOTEPE CO CTIEHUATN3UPOBAHHBIM POTPAMMHBIM
O6CCHC‘ICHI/ICM, HJIK MOT'YT GBITB 3aMCHCHBI YCTHBIM OTBCTOM;,
- obecreunBaeTCs UHIUBHUIYATbHOE paBHOMEpHOE ocBelieHne He Menee 300 Jrokc;
- IS BBIITOJIHCHUA 3a/IaHUS ITPU HCOGXOI[I/IMOCTI/I npeaoCTaBIACTCA YBCIINIUBAIOIICC yCTpOﬁCTBO;
BO3MOXKHO TaKe UCI0JIb30BaHHE COOCTBEHHBIX YBEIMYMBAIOUINX YCTPOUCTB;
- IUCHbMEHHBIE 3aJaHHs OPOPMIISIOTCS YBEIIMYSHHBIM HIPUPTOM;
- DK3aMEH M 3a4€T MPOBOJATCS B YCTHOW (popMe WM BBINOIHSIOTCS B MUCbMEHHOH (opMe Ha
KOMIIBIOTEPE.

o JUISL TITyXHX U cJTa00CbIIIaNInX
- JeKuuu OQOpPMIISIIOTCS B BHJAE HJIEKTPOHHOIO JOKYMEHTa, JIMOO MpeloCTaBIseTCs
3BYKOYCHJIMBAIOIAA anrmaparypa UHAUBHUAYAJIbHOI'O ITOJIb30BAHUS,
- MUCbMEHHBIE 33/1aHUS BBITIOJIHSAIOTCS Ha KOMITbIOTEpE B TUCbMEHHOU (hopme;
- DK3aMEH U 3a4€T MPOBOSATCS B MUCBMEHHOU (popMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEICHUE B
dbopme TecTUpOBaHUS.

° AJId JIM C HAPYIICHUAMHA OITIOPHO-ABUTATCIILHOI'O arrapara:
- JICKIINU Oq)OpMHHIOTCSI B BUC 3JICKTPOHHOI'O JOKYMCHTA, JOCTYITHOI'O C MIOMOIIBIO KOMIILIOTCPA
CO CIIEIUAIM3UPOBAHHBIM [TPOTPAMMHBIM 00€CTIEUEHUEM;

19



- MUCbMEHHBIC 33/IaHUS BBITIONHSIOTCS Ha KOMIIBIOTEPE CO CIICUATN3UPOBAHHBIM MPOTPAMMHBIM
o0ecIreyeHneM;

- 9K3aMeH M 3a4éT MPOBOJATCA B YCTHOM (hOopMe WM BBIMOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEpE.

[Ipu HEOOXOAMMOCTH MPEAyCMATPUBACTCS YBEIIMYCHUE BPEMEHU JIJIsl TIOJITOTOBKU OTBETA.
[Tpouenypa mpoBeneHUs MPOMEXKYTOUHOM arrecTaluu Ais oOydaroluXcs YCTaHABIIMBAETCS C
y4€TOM HMX WHAMBHAYAIBHBIX MCuUXopu3mueckux ocobeHHocTer. [IpomexyTouHas aTrecranus
MO>KET POBOJUTHCS B HECKOJIBKO 3TAIOB.

[Ipn mnpoBeneHWH TPOUEAYPHl OLEHWBAHUS PE3yIbTATOB OOYYCHHS MpEeaycMaTpUBaeTCs
UCIIOJIb30BAaHNE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBA3M C WHIUBUIYaIbHBIMU
0Cc00EHHOCTAMH 00yUaIOMIKUXCsl. DTH CPEICTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIH
MOTYT HCIOJIb30BaThCs COOCTBEHHbIE TEXHUUECKHE CPENICTBA.

[IpoBenenue mpoueaypsl OLIGHUBAHUS PE3yIbTaTOB O0YUYEHMS JOIMYCKAETCs C MCIOJIb30BaHUEM
JTUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUH.

ObecneunBaeTcss AOCTYN K HMH(OpPMAIMOHHBIM M OuOnHOrpadguyueckuM pecypcam B CETH
WuTepHer nis kaxxaoro oOywaromierocssi B ¢GopMax, aJalnTHPOBAHHBIX K OTPAHUYECHUSIM MX
3I0POBbS U BOCTIPUSATHSI HH(POPMAITUH:

o JUTSL CTIETIBIX M CTTa00BUISIINX
- B Ie4aTHOU (opMe yBEIIMYEHHBIM MIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.

o JUTSI TITYXHUX U CIIa00CITBIIIANINX

- B IeyaTtHou opme;
- B (hopMe 3JEKTPOHHOTO JOKYMEHTA.

o JUTsl 00YYaroIIMXCs C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrapara:

- B Ie4aTtHou popme;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.

Y4eOHbIe ayAUTOPHH 711 BCEX BUJIOB KOHTAKTHON M CAMOCTOSITENTLHOM paOOThI, HAy4IHAS
OMOJIMOTEKa W WHBIC TIOMEIICHHS Ui OOYYEHHUs OCHAIICHBI CIEIUATBLHBIM 000pYJOBAaHUEM W
y4eOHBIMUA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

o JUTSL CTIETIBIX M CTTa00BUISIINX:

- YCTPOMCTBOM ISl CKaHUpOoBaHUs U uTeHus ¢ kamepoit SARA CE;
- nuctieeM bpaitnsg PAC Mate 20;
- npuaTepoM bpaiinsg EmBraille ViewPlus;
o JUTSI TITYXHUX U CIIa00CITBIIIANINX
- ABTOMATH3UPOBAaHHBIM pa0OYUM MECTOM s JIIOJeH C HapylmIeHHEM CiiyXxa |
CJIa0O0CIBIIIAIINX;
- aKyCTUYECKUH YCHUIIMTENh U KOJIOHKHU;
o JUTsl 00YYarOIIUXCS C HAPYLIEHUSIMU OIOPHO-/IBUTaTeNIbHOTO afrmapara:
- IEPEABUKHBIMU, PETYIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHUKOU CO CIIeUaTbHBIM MTPOrPAMMHBIM 00€CTICYCHUEM.

10.TpeGoBanusi OXpaHbI TPYAA U TEXHUKH 0€30MIACHOCTH B MEPUO/ MPOXO0KICHUA PAKTHKH.

10.1. TpeOoBanusi oxpaHbl TPyAa M TEeXHUKH 0€30MACHOCTH Iepe] HaA4YaJIoM
NMPaKTHKHU

[lepen HauaaOM NPAaKTHUKU HEOOXOAUMO OTMETUTHCS Y PYKOBOIUTENS IPAKTHKH, B CIIydae
HESIBKY Ha MPAKTHUKY, JOJIOXKHUTH €EMY O IPUYUHAX OTCYTCTBHA.

[TonyunTh 3amaHue y pyKOBOJIUTENSI HA BBINOJNHAEMYIO paboOTy B paMKax IJlaHa Ha
MPOBEACHUS IIPAKTUKH.
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[Ipu mpoBeeHMHM TPAKTUKU U pabOTBl C 00OpyAOBaHHMEM HEOOXOJMMO BHU3YaJIbHO
IPOBEPUTH IIEJIOCTHOCTh 3JIEKTPOIPOBOJOB, PO3ETOK, MPOBEPUTH PabOTOCIOCOOHOCTH KHOIMOK
BKJIIOYEHHUS. Y OpaTh BCE JHMIITHUE MPEIMEThI, MEIIAIONINE IPOBEICHUIO paboT.

[Ipu paGote Ha KOMIbIOTEPE U MPUHTEPE HEOOXOAUMO 03HAKOMHUTHCS C MHCTPYKIUEH IO
HKCIUTyaTal[l OPTTEXHHUKH.

[Ipu Bo3HHMKHOBEHUHU cO0s1 pabOTHl 000PYIOBAaHUS, OTKIIOUEHUS OCBEILEHUS, MTOSBICHUS
3amaxa Tapv, WIM YXYAIIEHHs CaMOYYBCTBUS HEMEIJICHHO COOOIIUTh HEMOCPEICTBEHHOMY
PYKOBOJUTEIIO, pabOTy MPEKPATUTb.

CryzaenTty 3anpeniaercs:

— CaMOBOJILHO BKJIIOYATH JII000E HE3HAKOMOE 000pyI0BaHKE, TPHOOPHI,
— TPOU3BOAUTH PEMOHT JIFOOOH TEXHUKH, HJIEKTPONPOBOOB, OTKPBIBATH 3aLIUTHBIC KOXKYXa,

BBITIOJIHATH paboTy, HE CBA3aHHYIO C TUIAHOM TPAKTHKHY;

— paboTath B YCJOBHSX HEAOCTATOYHON BUAMMOCTH — IPH OTCYTCTBUU WM ILJIOXOM

OCBEILICHUU;

— paboTtarh B ONACHBIX (IKCTPEMANIbHBIX) YCIOBHSX TPYIa.

10.2. TpeGoBanusi 0OXpaHbl TPYAA U TEXHUKHU 0€30M1aCHOCTH BO BpeMsl IPAKTHKHU

CryneHT, HaXOAsICh HA IPAKTHKE, 00SI3aH:

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

- paboTaTh WCHpPAaBHBIMH HWHCTPYMEHTaMH, OOOPYIOBaHHUEM, TMPHUCIIOCOOICHUIMH,
npubopaMu, IPUMEHSTh UX M0 Ha3HAYCHUIO, TIOJIb30BATHCS UCIIPABHBIM CTYJIOM, KPECIIOM H T.J.

- IPUCTYIATh K pabOTe TOJBKO MOCIIE OCMOTpa MpHUOOpa Uil 000pyI0BaHMs, HHCTPYMEHTA
yOeIUBIIKCH B UX UCTIPABHOCTH U 03HAKOMUBIIHCH C MHCTPYKIIMEH TIO IKCILTyaTaI1H;

- IpY MIepeHoce Tpy3a BPYUHYIO HE MPEBBIIIATh HOPMY (JJ1s1 B3POCIBIX MYXXYHUH HE Ooiiee
30 Kr, TSt )KEHIIIMH MTOCTOSTHHO B TEYCHHE CMEHBI — 7 KT, Isl OepeMeHHbIX 2,5 u 1,25 kr);

Bo Bpewmst mpakTuKH 3ampeniaercs:

—  TI0JI30BAaThCsl HEMCITPABHBIMHU AJIEKTPOIPUOOPAMHU M IPYTUM 000PYAOBAaHHEM;

— TepeKpydYuBarh MPOBOJA, 3aKJIAIBIBATh MPOBOJA M IIHYPHI Ha BOIOMPOBOIHBIC TPYOBI U
Oarapeu OTOIUICHHWs, BEIIaTh YTO-THOO Ha TMPOBOJA, BHITATHBATH 3a IMHYP BHIKY U3
PO3ETKH;

— TpUKacathCsi K HEH3OJIMPOBAaHHBIM W HE OTPAKACHHBIM TOKOBEAYIIMM YacTsM
ANIEKTPHUYECKUX YCTPOUCTB, alllaparoB u MPUOOPOB;

— IOJb30BATHCA CaMOICIbHBIMHU QJICKTPOHAIrpEBATCIbHBIMHA an60paMH )41
ANIEKTPONPUOOPAMHU C OTKPHITOH CIIMPAJIBIO, HACTYIIATh HA MIEPEHOCUMBIE AIEKTPUUYCCKUE
POBOJIA, JIeXKAIIWE Ha MOIY;

— OCTaBJIAATH 0€3 Ha/[30pa BKIIFOUEHHOE B CE€Th paboTaroliee 000pyI0BaHHE.

O060 Bcex BO3HHUKIIMX BOIPOCAaX, 3aMEUYaHHUSAX B IIpolecce padoThl oOpamarbecs K
PYKOBOJUTEIIO MPAKTUKH.

10.3. TpeOGoBaHus1 OXpaHbI TPYAA H TeXHHKH 0e30IACHOCTH B ABAPHIHOM CUTYyalluH
HemennenHo mnpekpatute paOoTy, OTKIIOYHMTH IE€PCOHAIBHBIH KOMIBIOTEP, HHOE
3IIEKTPOOOOPYIOBAHUE U JIOJOKHUTH PYKOBOIUTEIIO paboT, eciu:

— OOHapyXeHbl MEXaHMUYECKHE TOBPEKACHUS U HMHbIE AE(PEKTHI IEKTPOOOOpYNOBaHUS U
JEKTPOIPOBOAKHY;

— HaOJoaeTcst MOBBIIICHHBIH YPOBEHb IIyMa MpHU paboTe 000pynoBaHHUS;

— II0YYBCTBOBAJICS 3allax rapy WU AbIMa;

— IpeKpalieHa 1ojiada MJEeKTPOIHEPTUN.
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He manukoBath, HEe NMpHUCTyNaTh K paboTe 10 MOJHOTO YCTPAaHEHHsS HEHCIPABHOCTEH
000pYyIOBaHUS M Pa3pelICHUs] K paboTe PYKOBOIUTENS MPAKTUKU MM OTBETCTBEHHOTO JIUIIA 32
YCTpaHCHHA HCUCIIPABHOCTH.

B ciydae Bo3ropaHwus niH moskapa pabOTHUKH (B TOM YHCIIE U CTYACHTHI, IIPOXOISIINE
NPaKTUKY) JODKHBI HEMEIUICHHO IMPEKPaTUTh padoTy, OTKIIOYUTH 3JIEKTPONPHOOPHI, BBI3BATH
MOXKapHYIO OXpaHy, COOOIUTh PYKOBOJMUTEIO padoT, IBAKyHPOBATHCS.

Ecin moxap He yrpoxkaeT >KHM3HHU, IPUCTYNUTh K JIMKBUIALMU Od4ara Iokapa
UMEIOIIIUMUCS CPEIICTBAMH OTHETYIIICHUSI.

[Ipu TpaBMe B MepBYyIO oOdYepenb OCBOOOJUTH IOCTPAAABLIETO OT TPABMHUPYIOIIETO
(dakTopa, OKa3aTh MEPBYIO ITOBPAYeOHYIO IOMOIIb, TOCTABUTh B HM3BECTHOCTH PYKOBOIUTEIS
pa60T, BbI3BATb MCAHUIIMHCKYIO ITIOMOIIlb, 11O BO3MOKHOCTU MCCTO IMPOUCHICCTBUA COXPAHUTDL UJIN
cdororpadupoBaTh 10 Havyaga pacciaeIOBaHUS TPUYNH MTPOU3OMIEAIETO CITyqasl.

[Iporpamma coctaBieHa B cootBercTBuUM C TpeboBanmsimu OI'OC BO no HampaBieHHIO
noarotoBku 46.03.02. JlokymMeHTOBEJEHHE U apXWBOBEICHHE MPOPUIIO TMOATOTOBKHU:
ONEKTPOHHBIN apXUB

CocraButenb(n):

Kanouoam norumuueckux nayk, 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
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— 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 CcUcTeMaru3anuu (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

, IMEHYEeM

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

OCHOBaHUU , C JOpyrou

CTOPOHBI, UMEHYEMbI€ TI0 OoTAeNbHOCTH "CTopoHa", a BMecTe - "CTOpoHbI", 3aKIIOUUIN
HacTOoAIMN 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 IIOJrOTOBKA,
KOJIMYECTBO  OOYYaIOIIUXCS,  OCBAaWMBAIONIMX  COOTBETCTBYIOIIME  KOMITOHEHTBI
00pa3oBaTeNbHON MPOTPAMMBI, CPOKH OpraHU3alMl TMPAKTUYECKOW MOATOTOBKH,
cornacyroTcss CTOpOHaMU W SIBIISIIOTCS HEOTHEMIJIEMOHN 4YacThio Hacrosimero [loroBopa
(mpunoxenue 1).

1.3. Peanmzamust KOMIIOHEHTOB 0Opa30BAaTENbHONM MPOTPaAMMBI, COTJIACOBAHHBIX
Croponamu B npuioxeHun N 1 k Hactosiemy JloroBopy (nanee - KOMIIOHEHTBI
o0Opa3oBaTeNbHOM MpPOrpamMMbl), OCYHIECTBIsSeTCS B THoMelleHusx IIpoduibHoii
OpraHu3aluy, NepeyeHb KoTopbix cornacyercs CToOpoHaMu 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 A0 Hadajga MPAKTUYECKOW MOITOTOBKHU TIO
KQKJIOMY KOMITOHEHTY 0O0pa30BaTelbHOM IporpaMMbl TpejacTtaBuTh B IIpoduibHyro
OpTaHM3aIMI0 MOMMEHHBIC CIUCKHA OOYYArOIIMXCs, OCBAMBAIOUIUX COOTBETCTBYIOIINE
KOMIIOHEHTHI 00pa30BaTEIbHON MPOTrPAMMBI TOCPEJICTBOM MPAKTUUECKON TIOJITOTOBKH;

2.1.2 Ha3HAYUTH PYKOBOJUTEIIS 10 MPAKTUUECKON 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 mpodeccuoHaTbHON AESITETbHOCTHIO;

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

HECET OTBETCTBEHHOCTb COBMECTHO C OTBETCTBEHHBIM paboTHUKOM [IpodumpHoi
OpraHu3alMy 3a pealii3allio KOMIIOHEHTOB 00pa3oBaTelbHOW 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 TpPaBWI 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 MESATETPHOCTH, TMPAKTUKA M WHBIE KOMIIOHEHTHI
o0pa3oBaTeNbHONW MPOrpaMMbl, OCBaMBaeMble O0y4aromUMuUcs B (GopMme MpaKTUYeCKOn
NOJArOTOBKH, BKJIFOYAsi MECTO, IPOAOKUTEIBHOCTD U NIEPUOJ] UX PEaTU3aLUY;

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

2.2. Ilpogpunwvuan opcanuzayusn ooazana:

2.2.1 co3nath yciuoBUs Ul peaju3alii KOMIIOHEHTOB 00Opa30BaTENbHON MPOTPaMMBbI B
¢dopmMe MpakTUYECKOH TOATOTOBKH, NPEJOCTABUTh OOOPYIOBAHME U TEXHHUYECKUE
cpeactBa o0ydeHHs B 00bEeMe, MO3BOJIAIONIEM BBINOIHATH 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 yrciia pabotHukoB [IpodunsHoil opranuzanuu, KOTopoe odbecrneynBaeT
OpPraHM3alMI0 peaTu3alid KOMIIOHEHTOB OO0pa30BaTENbHON mporpaMMbl 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 O0Opa30oBaTEIbHON
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 COOTIOIECHUEM 00YyUaIONUMUCS MPABUIT TEXHUKH O€30TIaCHOCTH;

2.2.8 npenoctaBuTh 00y4YaIOUIMMCSI M PYKOBOJUTENIO M0 MPAKTUYECKON MOATOTOBKE OT
WucTuTyTa BO3MOXHOCTH MOJIB30BATHCS NOMemleHUsIMH [IpodunbHoi opraHu3anum,
corylacoBaHHbIMU CTopoHamu (npuioxenue N 2 k Hacrosiemy Jlorosopy), a Taxke
HaXOSAIIMMHUCS 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 peaM3allil 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 YCIOBHHM 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 00BhEeMe 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 HEOOXOAMMEBIC NEHCTBHS,
HAIIPaBJICHHBIE Ha TPEJOTBpPANICHUE CUTYyallMH, CIOCOOCTBYIOIICH pPAa3TJIAlICHUIO
KOH(puAeHITMATBHON HHGOPMAIUH;

2.4.2 B ciiydae yCTaHOBJICHUs (paKkTa HApYyLIEHUSI 00YJarOIIMMUCS CBOMX 00S3aHHOCTEH B
MEPHUOJ] OPraHWU3aAlUHA TPAKTUYECKOW TMOATOTOBKH, pPEXHMa KOH(DUIECHIIUATHHOCTH
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. N3menenue 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 COCTaBiI€H B JABYX 3K3EMIUISIpPAX, [0 OAHOMY JJI KaXI0il u3
CropoH. Bce sx3eMIsipel IMEIOT OAMHAKOBYIO IOPUIUIECKYIO CHUITY.

5. Anpeca, pekBu3uTbI ¥ noanucu CTopoH

HNucturyr [IpodunbHas opranu3zanus

denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE
00pa3oBaTeNbHOE YUPEKICHUE BBICIIETO
o0pazoBaHUs

«MOCKOBCKH I'OCYJapCTBEHHBI 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
/ _/ /®.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, MPODUIIL: DIEKTPOHHBIN apXUB

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: 63.e
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 POCCUIMCKOM ®EJEPALINU
denepanbHOE rocyIapcTBEHHOE 010 KETHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIETO OOpa30BaHUS
«MOCKOBCKHI I'OCYJapCTBEHHBIN HHCTUTYT KYJIbTYpPbI»

OTYET
0 MPOXO0KAEHNH Y4eOHOH MPAKTUKMN:
03HAKOMUTEJIHLHOM

Hanpasienue noaroroBku
46.03.02 /TokyMEHTOBEAEHUE U APXUBOBEICHUE

Crynenra (®.1.0.)

noonucw

Kypc , rpynma No

Mecto MPOXOKIACHHUA 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
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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,
npouib: IIECKTPOHHBIA apXHUB

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
JJIEKTPOHHLIA APXUB

1. Ilens mpakTUKH: W3y4E€HUE BUIOBOTO COCTaBa CIYKEOHBIX JOKYMEHTOB, HCIIONB3YEMBIX B
JEeSATENIbHOCTH KOHKPETHOM OpraHu3alliu, Mopsiika U ocoO0eHHOCcTel 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 JISTIONPOU3BOJICTBA TOM OpraHU3allii, 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 BEITIOJTHEHHOW paOOTHI;
IIOATrOTOBHUTH OTUYCT, O606HlaIOHlHI>'I MOJIYYCHHBIC 3HAHUSA U IPAKTHYCCKUC HABBIKH.

. ®opMBI 1 c1IOCOOBI MTPOBEIEHUS TPAKTUKU:

- paccpedomouelmaﬂ, KOHYEHMpPUPOBAHHAA
- CcmayuoHapHasl,; 6ble30HAs

4. IIpakTrka HampaBjieHa Ha HOPMUPOBAHHE CIEAYIOUINX 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
pelleHuss TIpU pelleHUH 3a4ad 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 yIIpaBJIeHUs 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 Jea

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 mpeaycMOoTpeHa MPOMEXYTOUHas aTTecTaluus B popme 3auéma.

6. O011as TPYJA0EMKOCTh TPAKTUKH COCTABIISACT 4 3a4ETHBIX €IUHUIL
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