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1. MosAscHUTenbHasaA 3anucka

1.1. Uenb u 3a0aqu npakmuku

Leap NpPakTHKU: W3yYCHUE JIOKYMEHTHPOBAHUS  yIpaBICHUYCCKON
JEATETLHOCTH, JOKYMEHTOOOOpOTa W OpTraHm3anuud paboThl ¢ JOKyMEHTaMH,
BBISIBJICHHE HEOCTATKOB CHCTEMBI YIPABJICHHS JTOKYMEHTaMH W IOATOTOBKA
NIPOEKTa €€ COBEPIIICHCTBOBAHUSI.

3a1auu NPAKTUKH:

- U3YYUTh W TMPOAHAIM3UPOBATH HOPMATUBHO-TIPABOBBIE U HOPMATHUBHO-
METOIMYECKHE JIOKYMEHTBI, OMpPEIEISIONINe OPTraHU3alMI0 U TEXHOJIOTHIO
JIEJIOMPOU3BOACTBA (IOKYMEHTAIIMOHHOTO oOecrieueHust ynpasienus (J0VY))
B Opranu3aumu’ (yCTaBbl, HOJIOKEHUS, IPABUIIA, HHCTPYKIUH, PETTIAMEHTHI 1
T.1L.);

- COCTaBUTH MPEJICTABIICHNE O CUCTEME JISTOMPON3BOICTBA TOM OPTaHU3AIINH, B
KOTOPOM CTYJIEHT IIPOXOJIUT MPAKTHUKY;

- O3HAKOMHTBCSI C COACPIKAHUEM KOHKPETHBIX JCIIONPOU3BOJACTBEHHBIX padOT
HEMOCPEICTBEHHO Ha pab0vYeM MECTE;

- BBIABUTh HENOCTAaTKH CHCTEMBl JOKYMEHTAIIMOHHOTO  OOECTICUCHHUS
yIIpaBJICHHS,

- TPEANOJIOKUTHh MEPHI MO COBEPIIICHCTBOBAHUIO CUCTEMBI,

- TIOJYYUTh HaBBIKM PAOOTHI C JOKYMEHTAMHM Ha BCEX CTAIUAX MX JIBYDKCHHS
(mepBruyHas 00paboTKa TOKYMEHTOB B KCIICIUIINH, paboTa ¢ JOKYMEHTaMH B
KaHIICNAPUHU, PErUCTpalusi, KOHTPOJIb, MCIOJHEHUE JOKYMEHTOB B
CTPYKTYPHBIX TOAPA3ACICHUSIX, WX OTIpaBKa, OpraHU3alMs XpaHCHUS,
MOATOTOBKA JJOKYMEHTOB K Caue B apXHB H T.1.);

- 3aduKkcHpoBaTH B  JHCBHUKE TIOJYYCHHBIC CBEJCHUS M PE3YJIbTaThI

BBITIOJIHEHHOMN palbOoThI;

! B mporpamMme TepMuH "opranuzanus’ UCIONB3yeTCs Kak 0000IIAONIH, MPAKTUKA MOXKET IIPOXOIUTh B
YUpEXJICHUH, TIPEIIPUITHH, GUPME, KOMIIAHUH U Jp.
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- IHOATOTOBHUTH OTYCT, 06061113}01111/1171 IMOJIYYCHHBIC 3HAHUA U IPAKTHYCCKHUC

HaBBIKH.

1.2. Bud u mun npakmuku

Tun IMPAKTUKU — ITPOU3BOACTBCHHA.

Bua npakTUKu —IpOEKTHas MPAKTHKA.

1.3. Cnocobbi u Mecma nposedeHUsI NPaKMuUKu
CnocoObl poBeACHUS MMPAKTUKH: CIMAYUOHAPHAS UL BbIE3OHAS.

CrammmonapHasi NpakTUKa MPOBOAUTCA B CTPYKTYPHBIX MOAPA3AEICHUIX
PITY, npenHa3sHaueHHBIX JIJISI IPAKTUYECKOM MOJATOTOBKU MM B MPOGUIBHBIX
OpraHu3alysaX, PacloOJIOKEHHBIX HA TEPPUTOpUM T. MOCKBBI, HA OCHOBAHUU
JIOTOBOPA, 3aKiatogaemoro mexay PITY u npodunbHol opranu3anuei.

Brlie3nHast mpakTuka mpoBOJUTCS B IPOPUIBHBIX OPTaHU3AIUSAX PA3TUYHbBIX
pernonoB Poccuiickorn denepanny, Ha OCHOBAaHMM JOTOBOPA, 3aKIHOYAEMOTO
mexay PITY u npodunbHON opraHuzamueil.

1.4. Bud (eudbi) npogheccuoHasnbHOU dessmesibHOCMuU

[IpakTuka opueHTHpPOBaHA Ha CICAYIOIINE BU bl IPOodeccHoHaIbHON
NEATEILHOCTH:

-OpraHu3alMOHHO-YIIPABIEHYECKYIO.

1.5. MNMnaHupyembie pe3ynbmamabl 06y4eHuUsi Npu nNPoxoxoeHuu
npakmuKu, COOmMHecéHHbIe ¢ UHOUKamopamMu O00CMUXXeHUs

KomnemeHyuu

Komnerenuus NnaukaTopsl KOMIeTeH Mt Pe3yabTaTsl 00yyenus

(KO 1 (K0T 1 HAMEHOBAHUE)

HAaWMEHOBAHHE)
ITIK-1. BnaneeT HaBbIKaMu ITK-1.1. [TpuMeHsieT 3HaHUS CTPYKTYPhI 3namoe: cmpykmypy 20cy0apcmeenHvix
pa3pabOTKH ¥ BHEIPEHUS rOCYJIapCTBEHHBIX OPraHOB, OPTaHOB 0p2anos, op2ano08 MecmHo2o
JIOKJTHHBIX HOPMAaTHUBHBIX MECTHOT'O0 CaMOYIIpaBJIEHUs, CAMOYNPasienus, OP2aHU3AYUll pa3iuyHbIX
aKTOB 10 JOKYMEHTAI[MOHHOMY | OpTaHHM3aIlid pa3IudHbIX (opM dopm cobcmeennocmu, HOpMaMUBHO-
00ecCIeYeHHn O YIpaBJICHUS B COOCTBEHHOCTH; HOPMATHBHBIX U npaeogvle akmul 8 cpepe
OpTaHU3aIUAX Pa3IMIHBIX MIPaBOBBIX AKTOB B chepe OOKYMEHMAYUOHHO20 0becneyenus
OpraHu3alMOHHO-TIPABOBBIX JOKYMEHTAIIHOHHOTO 00CCIIeUeHUS ynpaeneHus
(hopM 1 HopM COOCTBEHHOCTH, | YIpPaBJICHHUS; BUIOBOTO COCTAB Ymems: ananusupoeams npasogvie akmul 6
roCyJapCTBEHHBIX OpraHax u JIOKaJIbHBIX HOPMATUBHBIX aKTOB IO chepe 00KyMeHMayuoHHO20 obecneyenus
opraHax MeCTHOIO JOKYMEHTAIIHOHHOMY 00ECIICUYCHHUIO VNPAGNeHUs U blA6IAMb 6UO0BOU COCMAS
caMOYyIIpaBJIeHUs 00513amebHbIX TOKANbHBIX HOPMAMUBHBIX
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YIpaBJIEHUs IPU pa3paboTKe JIOKAIbHBIX
HOPMaTHBHBIX aKTOB

axkmoe

Braoemv. nasvikamu npumenenus
00ue2ocy0apcmeeHHblx Hopm 6 chepe
OOKYMEHMAYUOHHO20 00eCneyeHus.
YApagienus: npu paspabomke I0KATbHbIX
HOPMAMUSHbIX AKMO8

[1K-1.2. Pa3zpabarbiBaeT Ha OCHOBE
JEHCTBYIOIINX ITPABOBBIX aKTOB
JIOKaJIbHBIE HOPMATHBHBIC aKTHI IO
JOKYyMEHTAI[HOHHOMY 00ECIIEUCHUIO
YIpaBICHUS

3namu: npasuna pazpabomru 10KATbHBIX
HOPMAMUBHBIX AKMO8, UX CIPYKIMYPY U
codeparcanue

Ymems: pazpabamvleams nokanvivle
HOpMamueHble akmul 6 chepe
OOKYMEHMAYUOHHO20 0becneyenus
VApagneHust 8 COOMEEemcmeul ¢
OeticmeyowWUMU NPAGOSbIMU AKM
Braoemuw: nasvikamu noocomosku
nPOEKmMOo8 TOKANbHBIX HOPMAMUBHBIX
AKMO8, UX CO2NACOBANUSL U YMBEPIHCOCHUS

IIK-1.3. BHeapsieT u akTyalu3upyeT
JIOKAJIbHbIE HOPMATHBHBIX aKTHI 110
JOKYMCHTAI[HOHHOMY 00ECIICYCHHUIO
YIPaBICHUS B TOCYAaPCTBEHHBIX
OpraHax, OpraHax MecTHOTO
CaMOYIPaBJICHNS H OPTaHN3aLMAX
Pa3IMYHBIX OPTraHU3aIMOHHO-IPABOBBIX
¢dopmM u hopM cOOCTBEHHOCTH

3namu: nopsidok eedenusi 8 delicmaue
JIOKANIbHBIX HOPMAMUGHBIX AKINOE O
OOKYMEHMAYUOHHOMY 0becneyenuio
VAPABNEHUs 8 20CYOAPCMEEHHBIX OP2AHAX,
OP2aHAX MECMHO20 CaMOYNPAGIEHUSA U
OP2AHUBAYUAX PASTULHBIX OP2AHUIAYUOHHO-
npagoguvix popm u popm cobcmseennocmu
Ymemv.: enedpsame nokanvhvle
HOpMAamusHble aKmbl

Bnaoems: nasvikamu nepepabomxu u
AKMyanu3ayuy 10KaIbHoIX HOPMAMUBHBIX
axkmos

ITK-2. CnocobeH opraHu30BaTh
Y OCYILECTBIISATh
JIOKyMEHTaI[HOHHOE
o0ecIeueHue yIpaBIeHUs B
OPraHU3aLMAX PAITHYHBIX
OpraHU3aLHOHHO-TIPaBOBBIX
(hopM 1 hopM COOCTBEHHOCTH,
rOCYIapCTBEHHBIX OpraHax
OpraHax MECTHOTO
caMOyIIpaBIIeHUS

[IK-2.1. ITpumeHsieT TeopeTHUeCcKue
3HaHUs B chepe JOKyMECHTAI[HOHHOTO
obecrieueH s yIpaBJICHUs B
NPaKTUYECKON IeITeIbHOCTH

3namv: meopemuuecxkue 0cHoGbl
OOKYMEHMAYUOHHO20 0becneyenus
YNpasneHus

Ymems: npumensimo meopemuueckue
BHANUSL NPU OPSAHUZAYUU
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Bnaoemo: memooonozuet
OOKYMEHMAYUOHHO20 0becneyenus
YNpasieHus.

[IK-2.2. Opra"u3yeT JOKyMEeHTaI[HOHHOE
obecrieueHre yrpaBieHUs B
OpraHHU3alUsIX Pa3InyHbIX
OpraHM3aIMOHHO-IIPABOBBIX (HOPM H
(bopM COOCTBEHHOCTH, FOCY/IaPCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOYIIPaBJICHUS

3uamu: ocobennocmu NOCMAHOBKU
OOKYMEHMAYUOHHO20 0becneyenus
VRpasIeHus 6 OP2aHU3AYUAX PASTUYHBIX
0P2aHU3AYUOHHO-NPABOBBIX POPM U POpM
cobcmeennocmu, 20cy0apcmeeHHbIX
Op2aHax U OP2aHax MeCmHO20
camoynpasnenus
Ymemv.: opeanuzosamo
OOKYMEHMAayUOHHOe obecnederue 8
OP2AHUBAYUAX PASTUYHBIX OPSAHUIAYUOHHO-
npaeoguvix hopm u popm cobcmeenHocmu,
20CY0apCcmeeHHbIX OP2aHax U Opeanax
MECHHO20 CAMOYNPAGNEHUS YRPAGIeHUs
Braoemu: nasbikamu co8epueHCmeo8aHs.
cucmembl OOKYMEHMAYUOHHO2O0
obecneyenus ynpaeieHusl

ITK-2.3. BemonnseT padboTy mo
JIOKYMEHTAIIMOHHOMY 00€CTIeYeHHIO
YIPaBICHYCCKUX MPOIECCOB B
OpraHU3aIUsIX PA3THIHBIX
OpraHM3aIUOHHO-TIPABOBBIX (HOPM U
(hopM COOCTBEHHOCTH, TOCYIapPCTBEHHBIX
OopraHax W OpraHax MECTHOT'O
CaMOYTIPaBJICHHUS

3namoe: cocmag ynxyuil ciyxnco
OOKYMEHMAYUOHHO20 06ecneyeHus]
VApaGieHus.

Ymems: ocywecmensamo pabomy no
OOKYMEHMAYUOHHOMY 00eCneyenuro
VAPAGIEHUECKUX NPOYECCO8

Brademw: nagvixamu doxymenmuposanusi
VAPABIEHYEeCKUX Npoyeccos u pabomol




OOKyMeHmayuetl 6 OpeaHU3ayUsIxX
PAZTUYHBIX OP2AHUZAYUOHHO-NPABOBLIX
@opm u popm cobcmeenrnocmu,
20CYOapCMEEHHbIX OP2AHAX U OPSAHAX
MECMHO20 CAMOYNPAGIECHUSL

TIK-3. Cnocoben
OCYIIIECTBIIATh
JIOKyMEHTAI[HOHHOE
o0ecIeueHNE IEATEILHOCTH
opraHu3aiuii pa3nu4Heix Gopm
COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPTaHOB U
OpPraHoB MECTHOTO
CaMOyTIpaBIICHHS

IIK-3.1. [IpumeHnsieT 3HaHUS O
KJaccu(UKay 1 BUIOBOM COCTaBe
Pa3INYHBIX CHCTEM JIOKYMEHTAIUH B
Iporecce J0KyMEHTHPOBAHHS
JEATETbHOCTH OPTaHU3aLUH PA3ITHMIHBIX
(hopM COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpPraHOB M OPTaHOB MECTHOTO
CaMOYIpaBJICHUS

3uame: knaccuguxayuio u 6udosoll cocmas
PA3TUYHBIX CUCTEM OOKYMEHMAayuu
Ymems: npumensmo meopemuueckue
3HanUs npu pabome ¢ paAIUYHBIMU
cucmemamu OOKyMeHmayuu

Braoems: nagvikamu ucnoib3oeanis
PA3TUYHBIX 8UO08 OOKYMEHMO8 U CUCEM
OoKyMeHmayuu 015 obecneyerus
0esamenbHOCU OP2AHUIAYUL PA3TUYHBIX
@opm cobcmeennocmu, 20Cy0apcmeeHHbIX
0p2ano8 U OP2aHo8 MeCmHO20
CamMoynpasneHusl

[IK-3.2. OcyiecTBuser
JIOKYMCHTAIIMOHHOE 00ecrecucHHe
JEeSITeIIBHOCTH OPTaHU3AIMIA PA3TUUHBIX
(hopM COOCTBEHHOCTH, TOCYJAPCTBEHHBIX
OpraHax M opraHax MeCTHOTO
caMOoyIpaBIICHUs

3uams: Hopmamusnvie mpeboganus K
OOKYMEHMAYUOHHOMY 0becnedeHuIo
0esmenbHOCMU OP2AHU3AYUL PA3TIUYHBIX
@opm cobcmeennocmu, 20cy0apcmeeHHbIx
0p2anax u Opeanax MecmHo2o
camoynpasieHust

Ymems: npumensimo snanue Hopmamueno-
npasosoll basvl NPu OCYUecmeneHuU
OOKYMEHMAayuoHHo20 obecneyenus
0esmenbHOCIU OP2AHUAYULL PASTUYHBIX
@opm cobcmeennocmu, 20Cy0apcmeeHHbIX
0p2anax u Opeanax MecmHozo
CamoynpasneHust

Bnaoems: nasvixamu evisienenus cocmasa
OOKYMEHMO8, 00eCneuusaiouux pasiuyHbie
npoyeccol

[IK-3.3. PaboTaeT ¢ pa3IuIHBIMH
CHUCTEeMaMH JJOKyMEHTAIH

3namu: ocobennocmu pabomul ¢
PA3TUYHBIMU CUCeMAa OOKYMeHmayuu
Ymemv.: pabomamy ¢ paznuunvimu
cucmemamu OOKyMeHmayuu

Bradems: Hasblkamu co8epuieHCME08aHUI0
pabomvi ¢ OOKyMenmamu,
0becneyusalowUMU pasiuyHsle NPoYeccyl

T1K-4. Bnageet 3HaHUAMU
COBPEMEHHBIX
HH(POPMAIMOHHBIX CHCTEM U
HaABBIKAMU MPOCKTUPOBAHUS U
BHEJIPEHHS CHCTEM
ANEKTPOHHOTO
JIOKyMEHT0000pOTa B
OpraHu3aIu

[1K-4.1. ITpumensieT 3HaHUE
COBPEMEHHBIX HH(OPMAIMOHHBIX
CHCTEM, CUCTEM JIEKTPOHHOTO
JOKYMEHT0000POTa, IPAaBOBBIX aKTOB B
ctepe ynpapineHu HHPOpPMALIUESH U
JIOKYMEHTalUEN B MPAKTHYECKOM
JeATeTbHOCTH

3uamu: cospemennvie ungopmayuontuvie
cucmembl, CUCeMbl INEKMPOHHOL0
00KyMeHmoobopoma, npagogoe
peaynuposanue cepul ynpasieHus
ungopmayueil u OOKyMeHmayueu

Ymemv.: npumensmo 3nanue HopmamusHo-
npaeogoll basvl 6 cghepe ynpasnernus
ungopmayueil u OOKymeHmayuell 8
RPAKMUYECKol OessmenbHOCHL

Brademw: nagvikamu vibopa
HE0OX00UMbBIX MEXHOL0UHEeCKULL PelleHUll
6 npoyecce ynpaenenus ungopmayueii u
doxkymenmayuet

[TK-4.2. I[TpuMeHsIeT METO0IOTHIO
OpPraHU3aIMOHHOTO TPOSKTUPOBAHUS TIPU
AHAJIN3C CUCTEMBbI JlOKyMeHTaHI/IOHHOFO
obecrieueHusl ynpaBJIeHUS] B OpraHU3aIiH

3nams: memoodonocuyeckue ocHo8bl
HOCMPOEHUs. YNPAGLEHYECKUX CUCTIEM U
cucmem OOKYMEHMAYUOHHO20 0becnedeHus.
ynpagieHusl

Ymems: npumensmo paznuunsie
MemooonocuyecKkue nooxoovl npu
NPOEKMUPOBAHUY CUCHEM
OOKYMEHMAYUOHHO20 0becneyenus
YRpagieHus.

Braoemu: nasvikamu ananusa u




0pP2aHU3AYUOHHO20 NPOEKMUPOBAHUSL
cucmem OOKYMeHMayuoHHO20 0becneveHusl
ynpaeneHus

[IK-4.3. YgacTByeT B IPOEKTHPOBAHUH H
BHEJIPEHHH CHCTEM 3JIEKTPOHHOT'O
JIOKyMEHTO000pOTa B OpraHu3aIiu

3uams: npasuna u memooonozuueckue
HOOX00bl K NPOEKMUPOBAHUIO CUCTIEM
INEKMPOHHO20 OOKYMEHMO0O0pOma
Ymems: eneopsme cucmemor
INEKMPOHHO20 OOKYMEHMO0O0pOma
Bnaoems: nagvikamu evisenenus naubonee
ONMUMATLHBIX NOKA3amenetl, HeoOX0OUMbIX
07151 NPOEKMUPOBAHUSL U HACTNPOUKU
cucmem 31eKmpOHHO20
doxkymenmoobopoma

TIK-6. Cnocoben
OCYIIECTBIISTh
OpraHHU3aI[OHHOE,
JIOKYMCHTAI[HOHHOE H
nH(pOpMaLMOHHOE
obecreueHue JeaTeIbHOCTH
PYKOBOAUTEIISI OpraHU3aui

[IK-6.1. Mcionb3yeT 3HaHUS MPaBOBBIX U
OpraHU3alOHHBIX OCHOB YIPaBJICHHS,
OCHOB JJOKYMEHTHOH JIMHTBUCTHKHY,
MPaBUII PYCCKOTO SI3bIKa, IETIOBOTO
9THKETa, COBPEMEHHBIX METOIOB OHCKA
n 00paboTKK nHpopManuy 1Is
obecrieueHust MPohecCHoHATBHOM
JIeATEIHEHOCTH

3unams: npasosvle u opeanuzayuontvle
OCHOBbL YNPAGeHUsl, OCHO8bl OOKYMEHMHO
JIUHSBUCIMUKU, NPABUNA PYCCKO20 A3bIKA,
0e10601l smuKem

Ymems: npumensmo cogpemennvie
Memoovl noucKa u 0opabomxu
unHgopmayuu 015 obecneyeHus
npogpeccuoHanbHOU 0esimenbHOCIU
Braoemw: nagvikamu obecneuenus
OesimenbHOCmU PYKOGOOUMENsi HA OCHOGE
BHAHUL NPABOBLIX U OP2AHUZAYUOHHBLX
OCHO8 YNpagieHUsl, 0CHO8 OOKYMEHMHOU
JIUHSBUCMUKU, NPABGUTL PYCCKO20 SI3bIKA,
0e106020 IMUKEMA, COBPEMEHHBIX
Memo008 noucka u 06pabomxu
ungopmayuu

[1K-6.2. OcymectBiseT c6op, 00paboTKy
1 aHanau3 HHGOPMAIIMU, COCTABISCT U
peIaKTUPYET TEKCTHI CITY>KeOHBIX
JOKYMEHTOB C UCIIOJIb30BAHUEM
COBPEMEHHOT0 ITPOrPAaMMHOTO
obGecreyeHus U OYICHON OPITEXHUKH

3uamo: npasuna cocmasnenusn u
Peoaxmuposans mekcmos CyxHceOHvix
O0OKYMEHMOo8

Ymemo: cobupams, 0ob6pabamoieams u
ananu3uposams uH@Gopmayuio, co30asams
gopmy ee npedcmasnenus

Brademuw: nasvikamu pabomsi ¢ oguchoii
OP2MEXHUKOU U HABLIKAMU UCNOTb308AHUSL
COBPEMEHHO20 NPOSPAMMHO20 0DecneyeHUs
npu ocywecmeneHuu pabomol ¢
uH@opmayuell u N0O20MOBKe CAYHCEOHBIX
00KYMEHmMOo8

[1K-6.3. YuacTByeT B IpOBEICHUH
KOH(EPEHTHBIX MEPOIIPHSTHH,
JOKyMEHTHUPYET JIeSITEIbHOCTD
KOJUIETHaJIbHBIX OPTraHOB, OPraHU3yeT
IpHyeM MOCeTUTeNeH, INIaHupyeT padbodee
BpeMsi pyKOBOJIMTEIIS], UCTIONb3YET
COBPEMEHHOE MPOrpaMMHOE
obecrieueHre U OPUCHYI0 OPITEXHHUKY
JUIsL IOATOTOBKH CITy)KEOHBIX
JIOKYMEHTOB

3namob: nopaoox nposedenus
KOHpepeHmHbIx Meponpusmui,
HopmamusHylo basy 6 chepe obecnevenust
KOJIe2UaNbHOU OessmenbHOCmU

Ymems: opeanuzosams nposedenue
KOHpepeHmHbIx Meponpusmui,
OOKYMEHMUPOB8aAmMs 0esmeibHOCHb
KOJUIE2UAIbHBIX OP2AHO8, UCNOb308ANb
cospemenHoe npocpammHoe obecnevenue u
0QUCHYIO OpemexHUKy

Bradems: nasvikamu opeanuzayuu npuema
nocemumereu, NIAHUPOSAHUsL pabodee
8peMeHU PYKo8ooumeist

TIK-9. Cnocoben
OCYIIECTBIISATH PETIIAMEHTAITHIO
MPOLIECCOB MOJIpa3/IeIeHUMN
OpTaHU3aINH U pa3padaThIBaTh
aJIMI/IHI/ICTpaTI/IBHBIe
periaMeHTHI B
rOCyJapCTBEHHBIX U
MYHUIUITAJIbHBIX OpraHax

[IK-9.1. [TpumensieT Teopuio
MPOLECCHOI0 yIIPaBICHUS, METOIUKY
MIPOEKTHPOBAHNUS IIPOILIECCOB U CHCTEM
YHOpaBJICHUA TOKYMEHTaMU, IpaBujIa
pa3paboTKU PETIIAMEHTOB TIPOLIECCOB B
MIPAKTUYECKOH eATeIbHOCTH

3namo: meopuro npoyeccrno2o ynpasierus,
MEMOOUKY NPOEKMUPOBAHUS NPOYECCO8 U
cucmem ynpasieHus OOKyMeHmamu
Ymemo: npumensime meopemuueckue u
Memooono2udecKue 3SHaHusL npu
NPOEKMUPOBSAHUU CUCTEM YNPAGILEHUS.
OOKYMEHMAMU 8 NPAKMUHECKOU
oesmenbHoCmu




Braoems: nagvikamu pazpabomku
PeSnamennos npoyeccos

I1K-9.2. [TpoexTupyeT npoueccs u
CUCTEMBI yNpaBlIeHUs JOKyMEHTaMH,
pa3pabaTbIBaeT JOKaIbHbIE HOPMATHBHBIE
aKTBl B TOCYJapCTBEHHBIX OpraHax,
OopraHax MECTHOTO CaMOYIIpaBJICHUs U
OpraHM3aIAX Pa3IMIHBIX GOpM
COOCTBEHHOCTH

3uams: npasuna pazpabomku 10KaIbHbIX
HOPMAMUBHBIX AKMOB 8 20CYO0aPCMEEHHBIX
0p2anax, opeaHax MecmHmozo
CamoynpasneHust u OpeaHu3ayusax
PasnuunbIX hopm cobcmeeHnocmu
Ymems: npumensmo meopemuueckue
3HANUSL NPU PazpabomKe TOKATbHbIX
HOPMAMUBHBIX AKMO8

Bradems: nagvikamu npoekmupoganus
npoYeccos u cucmem ynpaeienus
QoKyMenmamu

[IK-9.3. OnernBaet 3¢ HeKTHBHOCTD
YIPaBIEHYECKHUX MPOLIECCOB H CHCTEM
yIpaBJiIeHUs JOKyMEHTAaMH U UX
COBEpIICHCTBOBAHUS

3namoe.: memoouxy oyenxu
agGpexmusHocmu ynpagieHuecKux
npoyeccos u cucmem ynpaeieHus
OOKYMEHmMAamu

Ymems: onpedenams xomniexc mep no
COBEPUEHCIMBOBAHUIO YRPABICHYECKUX
npoyeccos u cucmem ynpaeienus
OOKYMeHmamu

Bradems: nagvikamu cosepuiencmeosanus
VAPABNIEHUECKUX NPOYECCO8 U CUCTEM
VApagneHust OOKYMEHMAMU ¢ NPUMEHEHUEeM
COBPEMEHHBIX UHPOPMAYUOHHBIX
MEexXHON02Ul

1.6. Mecmo npakmuku e cmpykmype obpa3oeamesibHOU NMpozpaMmMbI

[IpoekTHas mNpakTHUKa OTHOCHUTCS K YacTH, (opMHpyeMON Yy4yaCTHHUKaAMHU
oOpa3oBarenbHbIX OTHOLEHUH 0510ka b2 («IIpakTuku») yuebHOro miaxa.

JIig mpoXOXKJIeHUsl TPAKTUKU HEOOXOAMMBI 3HAHMSI, YMEHUS U BIIAJCHMUS,
c(OpMUPOBAHHbIE B XOJA€ H3YUYEHHsS  CIEAYIOLIUX IUCUUIUIMH MPOXOXKIECHUS

IMPAaKTHK: ((MGTOI[I/IKa COBCPHICHCTBOBAHHNA CUCTCMBI YIIPABJICHUSA JOKYMCHTAMU B

opranumzaiusix», «HpopMallmOHHbIE TEXHOJOTMH B  JOKYMEHTAallHOHHOM
o0ecrieueHnn  ympaBieHHs», «O3HakOMHUTENbHas  IpakThKay, «HaydHo-
uccienoBarenbckas — pabota  (MOJy4YeHUE TMEPBUYHBIX  HABBIKOB  HAay4HO-

UCCIIEIOBATENBCKON pabOThI».
B pesynbpTaTe mpoxXoKIeHUs MPaKTUKU (HOPMHUPYIOTCS 3HAHUS, YMEHUS U

BIIQJICHUS, HEOOXOAUMBIC JUIS TIPOXOXIASHUS mpakTuk: «lIpenmuniaomuas

MPaKTUKA.
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1.7. O6bemM npakmuku

[Ipaktrka mpoxoaut B 8 cemectpe. OOmas TPyI0EMKOCTh MPAKTHKHA COCTABIISET
3 3aueTHble enuHMIbl, 108 yacoB, B TOM 4ucjie KOHTakTHas paborta 12 yacos.

HpOI[OJ'DKI/ITeJ'IBHOCTB IMPAKTHUKH — 2 KaJICHAAPHBIC HCACIIM.

2. CopepxaHue NPaKTUKH

Ne | HaumeHoBaHue pa3zena CozeprkaHue U BUbI paboT!

1. O3HaKoMUTe IbHaS JIeKIUs OnpeneneHve Uened U 3ajad NPaKTUKH, MCTOYHHUKOB U
JINTEPATypbl, HEOOXOAUMBIX JJisI CaMOCTOSITeJbHOW paboThbl U
MOATOTOBKH OTYETA.

2 HUHcTpykTaxk mno TexHuke | O3HaKOMJIEHUE CTy[EeHTOB C IpaBUJaMy BHYTPEHHET 0 pacnopsijKa,
6e30I1acHOCTH JIOIlyCKa B  TIOMEIeHUs CJayKO0, MO0XKapHOW 6e30MacHOCTH
U IpyTUMHU perjaMeHTHPYIINMH paboTy  COTPYAHHUKOB
WHCTPYKUUSAMU U NOJI0KEHUSIMU.

3. HsyyeHnue HUCTOPUH, PykoBoAuTe/Nb MNpPaKTUKM OT OpPraHU3alUd  MOXET
COBpPEMEHHBIX 33Jlay, | IpOBECTH BCTYNUTEJbHOe 3aHsATHe CO CTYJeHTaMH, LeJblo
GyHKIMHA M CTPYKTYpbI | KOTOPOTO fIBJSETCA O3HAaKOMJIeHHEe NPAaKTUKAHTOB C HCTOPHEH,

4, y4IpexjeHus; COBpeMEHHBIMM 33/ia4yaMH{, HaIpaBJeHUAMMU [eATeJbHOCTU U
W3y4yeHne OpraHU3alMOHHBIX | 0COGEHHOCTSIMU JOKYMEHTHPOBaHUA yIpaBJieH4eCcKon
JOKYMEHTOB NpeJNpUATHA JleITeJIbHOCTH yupexJeHus. Ecau B apxuBe opraHusanuu UMeeTcs

HWCTOpUYecKass cnpaBka 0 QOHA00Opa3oBaTese, OHa M3y4aeTcs
CTyJleHTaMM.
Janee CTYJleHT IPUCTYyNaeT K U3Y4YeHUIO

OpraHM3alMOHHO-NPABOBLIX JIOKYMEHTOB, perjaMeHTHPYIOLIUX
IOpUJMYECKHH CTAaTyC Yy4YpPeXJEeHWs, €ero OpraHHW3alHOHHO-
npaBoBy0 GopMy, OpraHU3aLMOHHYIO CTPYKTYPY U HalpaBJeHUs
JlesITeIbHOCTH.

K TakuM JJOKyMeHTaM OTHOCSITCS:

e YcraB (10JI0XKeHKe) opraHu3aLuy;

o [loyio’KeHHUS 0 CTPYKTYPHBIX [10/ipa3ie/eHUsAX;

e JIO/PKHOCTHBIE MHCTPYKI{MH COTPYAHUKOBZ;

e IllTaTHOE pacnucaHue.

[lo uToraM u3y4YeHUs CTYAEHTbl JOJDKHBI CO6paTh
nH$oOpMaLUIo [0 CJIeYI0LU UM BOIIpOCcaM:

e /laTa cO3JaHUS OpraHU3aLUM;
Ha3BaHMe OpTaHU3aLUH;
1[eJIb CO3/JaHus U QYHKIMH OpraHU3aLUH;
OpraHu3alMoOHHO-IIpaBoBas ¢popMa OpraHU3aLuy;
OopraHM3alMOHHAsl CTPYKTYpa U MOPSAL0K YIIpaBJIeHHUS;
COCTaB OpraHM3alMOHHBIX JJOKYMEHTOB OpraHU3aluy;
CTeNeHb OTPaXKEHUsI B OPTaHU3ALMOHHBIX JOKyMEHTaX
TpebGOBaHUM K JOKYMEHTHPOBAHHIO YIpaBJeHYECKOH
JlesITeJIbHOCTH  (MOPSZIOK  M3JaHUS, TOJNHUCAHUS,
XpaHeHHUs);

B pesysnbTaTe CTyLeHTbl TrpadUyecKd BblYEPYUBAIOT
CTPYKTYPY OpPraHU3aLMHU.

2 CTyeHT BHUMATeNbHO u3ydaeT [losoxkeHue o cTpyKTYypHOM MOJAPA3AEI€HUN U JOJKHOCTHbBIE
UHCTPYKLUU TOTO MOApa3eICHUs, B KOTOPOM OH IPOXOJUT IIPAKTUKY.
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Bce co6paHHble JaHHblE CTYAEHTbl MOTYT 0QOPMJATH B
BUJle J[JHEBHUKOBBIX 3alHuced, TZe OTMedalT JaTy 3allMCcH,
WCTOYHUK, KOTOPBIM OHHM T0JIb30BaJMChb. JTH BBIIIUCKH U3
OpraHU3alMOHHBIX  JOKYMEHTOB  CTYJAEeHTbl  NpeJCTaBJISIOT
PYKOBOAMTENIO NPAKTUKU OT OpraHu3aluy, B 6ecesie ¢ KOTOPBbIM
00CcyXaaT  crnenuduUUYecKue  OCOOGEHHOCTU  CTPYKTYpbl U
PYKOBO/CTBA OpraHu3aluen.

CobpaHHBIE CBeJleHUSl CTYJeHT 3aTeM OQopMJseT B
KayecTBe IepBOM I'/1aBbl OTYETa N0 NPAKTHKe.

H3yyenue HOPMaTUBHO-
MEeTOJUYEeCKUX [JOKyMEHTOB
mno 10y 51 CUCTEM
JIOKyMeHTal U
OpraHusaluy,

HsyyeHue 0COGeHHOCTeN
odopMJieHUs
yIpaBJieHYeCKUX
JIOKyMEHTOB

B TedeHHe 3TOTO BpEMEHU CTYJEHTbl BHUMATEJbHO
M3y4yalT HOPMATHUBHO-METOUYECKHE JJOKYMEHTBI Y4YpexAeHus,
perjaMeHTUpYOIMe MpaBUjJa COCTaBJeHUS U 0pOpMJEHHUS
JIOKYMEHTOB, €C/IM TaKue B OpraHU3alu¥ UMeITCs. B ducie aTux
JIOKYMEHTOB MOTYT 6bITh HHCTPYKLUH I10 J1eJI0NPOU3BO/CTBY (MK
no paboTe C JJOKYMeHTaMH), IpaBua opopMieHUs] JOKYMEHTOB,
perJlaMeHTbl, CTaHJAPThl OpraHyU3aluy, IPHUKa3bl (pacrnopsiKeHUs )
0 TOpsiike CO3JJaHUsI U COTJIACOBAHUSI OT/eJbHbIX BH/IOB
JIOKYMEHTOB M TaK JaJjiee.

CTygeHTaM HeOOXOJWMO O3HAKOMHUTBCA C CHCTEMaMU
JIOKYMEHTAlMY, HCIO0Jb3yeMbIMU B OpraHU3allH, BBIIBUTH
OCHOBHbIE BU/Ibl U PAa3HOBUJHOCTH JAOKYMEHTOB, MPHUMeHSEMbIX
JUIS. OKYMEHTHUPOBAHUS JEeSITEJbHOCTH OPraHU3allU B LIeJIOM U
CTPYKTYPHOTO MO/[pa3/ieJIeHus], B KOTOPOM paboTaeT NPaKTHUKAHT.

CocraB JIOKyMEHTOB CHUCTEM JIOKYMEHTAIUHY,
HCII0JIb3YEeMBIX B JIeSITEJIbHOCTU OPraHU3alli, MOXET BKJIIOYATh
yHuunupoBanuele  popMbl U GOpMBl,  pa3paboTaHHbIE
COTPYAHUKAMH OpPTaHU3ALUH.

[IpoBoAMTCA JeTajJbHbIH aHa/M3 OpTraHU3AlHOHHO-
pacnopsiiuTeIbHON JOKYMEHTAIMH 110 C/IeIyI0IUM IPyInam:

® OpraHu3anuOHHbIE [JOKYMEHTHI, NpPUMeHseMble B

yIpaBJieHYeCKOH J1esTeIbHOCTH;

® pacnopsiUuTeNbHbIE JIOKYMEHTHI, cocTaB

JOJDKHOCTHBIX JIMI[, HWMEIOIIMX IpaBO H3JaHUSA
pacnopsAaAauTeNbHBIX JOKYMEHTOB;

® BU/bI MHPOPMAIMOHHO-CIIPABOYHbIX JJOKYMEHTOB.

CTygeHTaM HeOOXOJAWMO HW3YyYUTh HWHCTPYKIHUIO IO
JleJIOTIPOU3BO/ICTBY OPTaHU3AIUU U BBIIBUTH, COOJIIOJAIOTCS JIU ee
TpeGOBaHUSA  COTPYAHUKAMU  OpraHusauuu. Ecau  Takou
WHCTPYKIMU B OpPTraHU3alUH HET, TO CTYJEeHThbl aHAJIU3HUPYIOT
OpraHu3alMOHHO-PACNOPsAUTeNbHbIEe JOKYMEHTbl Ha MpeaMeT
cobmogenuss TtpeboBaHuit ['OCT P 7.0.97-2016 (usyuaeTcs
opopMyIeHHE JJOKYMEHTOB, TO €CTh HaJIM4YHe BCEX HeOoOXOJMMBIX
PEKBHU3UTOB JJOKYMEHTOB).

Hampumep, CTyZeHT BBIABJASET HaJWYHE CIEAYIOIINX
PEKBH3UTOB: 3aroJioBKa, HAMMEeHOBaHUA BH/JIA JJOKYMEHTA, IaThl,
pPErucTpalMoOHHOT O UH/EKCA, OTMETOK Ha JIOKYMEHTE, a TAaKXKe:

® MPaBUJbHOCTD a/IpeCOBaHUS;

® TMOpSJIOK BHYTPEHHEr0 W BHEIIHEr0 COTJIACOBAHUS

JIOKYMEHTOB;

e O/ MMCaHUS;

® YTBepXJeHHUs.

BBISBJAIOTCS BUABI JOKYMEHTOB, Ha KOTOpble B
OpraHM3alUM CTABUTCS MeYaTh.

Heo6xouMO TakXe BbISIBUTb, HCHOJB3YIOTCA JHU B
opraHu3anuu 6JaHKHU JOKYMEHTOB, €CJIU UCMOJIb3YIOTCS, TO KaKUe
(06wt 6J1aHK, OJIaHK MHCbMa, OJIAHK KOHKPETHOTO BHJA
JIOKYMEHTa, 6JIaHK JIOJDKHOCTHOTO JIMIA U T.A.). O6pasibl 6J1aHKOB
»KeJIaTeJIbHO MPUJIOKHUTD K OTYETY 0 MPaKTUKE.

[ToMuMo Ha/M4yusi 6JIaHKOB B JHEBHUKe MPAKTHKHU
CTYZeHTbl (QUKCUPYIOT COCTaB NPHUMEHSEeMBbIX JIOKYMEHTOB,
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OTMe4YalT HauboJiee pacnpoCcTpaHEHHble B IPAaKTHKe paboThbl
yupexaeHns BU/BI OpraHU3alMOHHO-PAaCNOPsAAUTENbHBIX
JIOKYMEHTOB, a TAaK)Ke 0TMeYaloT, I'Zie 3aPUKCUPOBaHbl Tpe60BaHUA
K COCTaBJIEHUIO U 0pOPMJIEHHIO JOKYMEHTOB OpraHU3alHH.

Heo6xonMO TakXke U3yYUTb TEXHUYECKYIO OCHAILLEeHHOCTh
NpOLIECCOB  JOKYMEHTHPOBAHMS, a HMEHHO: OIpeJeIuThb
TeXHUYeCcKue nporpaMMHble CpeAcTBa, HCIO0JIb3yeMble
COTPYAHUKAaMH JJd UW3rOTOBJEHHUSA [JIOKyMEHTOB, CTelleHb
OCHAILleHHOCTH pPabo4uxX MeCT COTPYAHUKOB KOMIbIOTEpaMH,
OPITEXHUKOH U CpeJiICTBaMU CBSI3H.

B nuceMeHHOM oOT4YeTe HEOOXOJWMO OTpPa3UTh, KakKas
nporpaMMa MCIOJIb3yeTcsl B OpraHM3aluu JJs  CO3/aHus
JIOKYMEHTOB, ee JJOCTOMHCTBA U HeIOCTATKH.

Hzyuenue OpraHu3aluu
paGoThI C JIOKyMEHTaMU

B TeyeHue 9-14 fHeN CTYI€HTbI U3y4alOT:

-AOKyMEeHTO060pOT OpraHu3aluy;

-IIOPSAIOK PErucTpalyu U NMOCTpoeHHe UHGOpMalUOHHO-
IOMCKOBOMU CUCTEMBI;

-TeXHOJIOTUI0 KOHTPOJIS 32 CPOKaMHM HCIOJIHEHHUS
JIOKYMEHTOB;

-coCTaBJ/IeHHe HOMEHKJIATYPhI J1eJ;

-OpraHy3alyi0 TeKyllero XpaHeHUs [JOKYMEHTOB B
CTPYKTYPHBIX T0Jpa3/ie/IeHUSIX OpraHu3aluy;

-9KCIIEPTU3Y LEHHOCTU UM NpPaKTUYeCKOH I eHHOCTU
JIOKYMEHTOB;

-IIOATOTOBKY M TepeAadyy [OKYMEHTOB B  apXUB
OpraHHU3alUH.

CTyZeHTbl aHaJU3UPYIOT [JOKYMEHTONOTOKU IO BHJAAM
JIOKYMEHTOB, IO KOppEeCIOHJEeHTaM, N0 YPOBHSM MHCIOJHEHUS,
COCTaBJISIOT ONEpOrpaMMbl ABHKEHUS BXOJsALel, BHYTPEeHHEN U
HUCXOsIned KoppecrnoHAeHUWU. CTyAeHThl H3y4YalT CHCTEMY
MepBUYHON 06pPaGOTKM KOPPECIHOHJEHLMH U IMpaBUJa OTIPABKU
HCXOAIIMX JOKYMEHTOB, aHAJU3UPYIOT HOPSAAOK COTJIAaCOBAHUS U
MOANCAaHUS JIOKYMEHTOB, MPOCYUTHIBAIOT 06beM
JLOKYMEeHT0060pO0Ta 3a NpeLIecCTBYOLINN MecsLl.

CTyZeHTbl U3y4alOT CUCTEMY PETUCTpPALUU JOKYMEHTOB B
yUpEeXAEHUH, 3HAKOMSTCS C pPEerucTpalMoHHbIMM opMaMu U
MOPSAKOM HX 3aloJIHeHUs. M3ydaroT cucteMy WHPOpPMALMOHHO-
CIpaBOYHON paboThl. CTyAEeHTHl 3HAKOMSATCSA C OpraHU3alued u
TEXHOJIOTHEH KOHTPOJISI UCIIOJTHEHUS JOKYMEHTOB B YYpEX/JIeHHUH,
aHAJM3UPYIOT MepeuyHUu JOKYMEHTOB, MOJJIeXallUuX KOHTPOJIIO.
JenaeTcs BBIBOA O BO3MOXHOCTH 00'beJUHEHUS perucTpaluy,
KOHTpOJISI U CIIPaBOYHOH pabOThl B eJUHBIA TEXHOJOTUYECKUN
mporiecc.

CTyZieHTbl BBISBJSIOT W OINHUCHIBAIOT CYyIIECTBYHOIIYIO
MHPOPMAIIMOHHO-TIOUCKOBYI0  CHCTEMY, KaK TpPaJUIMOHHYIO
(kapTOTEKH, NPUHLUMIBI U POPMHUPOBAHUE), TAK U IJIEKTPOHHYIO
(6a3bI JaHHBIX B KOMIIBIOTEpE).

CTyaeHThI onpenensiioT KayecTBO obopMmieHUs
HOMEHKJIaTypbl JeJ, Hajluyhe Heob6XoJUMOH HHOpMalUU.
CTyaeHTbI H3y4aloT MPAKTUKY dopMupoBaHUs ZeJ,
CaMOCTOSITEJIbHO  MPOU3BOAAT  TPYNIHUPOBKY  HCIOJHEHHBIX
JIOKYMEHTOB B JleJla B COOTBETCTBUU C HOMEHKJIATYPOH JieJL.

CTyaeHTbl M3y4yalT TMpoLecc TNOATOTOBKH Jes  3a
npeablAylide Trojbl JJis CcAa4d B  apxuB. IIpoBepsitoTcs
npaBUNIBHOCT odopmaeHuss ges, ux opmupoBaHus. Ilpu
HeoOX0AUMOCTHU CTY/[eHThI IOr0TaBJUBAIOT BHYTPEHHUE ONIUCU U
JINCTbI-3aBEPUTENH, HYMEPYIOT JIUCTBHl. Ha NOATOTOBJIEHHBIE K
cAaye Jesa CTYJeHThl COCTABJSIOT OMHCH W MO HUM MPOU3BOJSAT
cZlavyy AieJl B apXUB YIpeXx/eHHUs.
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I/ISY‘{I/IB AOKYMEHTAllHOHHOE obecreyeHue ynpaBJieHHUA
OpraHv3anuu, CTYAEHTbI [AeJIal0T COOTBETCTBYHOLIHME 3allMCh B
AHEBHHKE 110 IIJIaHy IPpOrpaMMBblI.

BrisaBsieHne HallpaBJIeHU#
coBepiieHcTBoBaHuA JIOY B
OopraHusaluu

Ha ocHoBaHMM NpOBEJJEHHOTO HCC/eJ0BaHUS CTYAEeHTbI
BBISIBJISIIOT HEJOCTATKU B JJOKYMEHTHPOBAaHUHM YIpaBJeHYeCKOU
JleTeJIbHOCTH  OpraHu3alMM M  OpraHM3auuu paboTel ¢
JOKyMeHTaMH UM  IpejJjaraloT  COOCTBeHHble  BapUaHThI
pallMOHa/JIN3al 1K AeJ0NPOU3BO/ICTBA B HE.

U3y4yuB [OKyMeHTallUOHHOe obecredyeHHe YNpaBJeHUs
OpraHu3alyy, CTYAEeHTbl [eJaloT COOTBETCTBYIOIIME 3aluCH B
JIHEBHUKe M0 [JIaHY IPOTPaMMBbl.

IloaroToBka oT4éTa

@®opMOK 0OTUETHOCTH 110 Pe3y/IbTAaTaM NPAKTUKH SBJISIETCS
OTYeT, XapaKTepUCTHUKA OpraHusanuy, rpaduk MOpOX0oXKJeHUs
npakTukd. OT4eT MMeeT TUTYAbHbIH auct ([Ipunoxenue  3),
orjiaBjeHUe, BBeJleHUe, [Be TJIaBbl, 3aK/JIOUeHHe U MPUJI0KEHUSA
(He MeHee 5 NMpUJIOXKEHUH ).

PekoMeHAYIOTCSA C/IeAyIOLIMe pa3/iesibl OTYeTa:

BesedeHue

I'nasa 1./JokymenmuposaHue desmebHOCMU Op2aHU3aAyuU

I'nasa 2.0peanusayusi paboms! ¢ 0OKyMeHmamu

3akawueHue

Bo BBeJeHUM [JaeTcd  KpaTkKass  xapaKTepUCTHKa
OpraHM3ali¥, B KOTOPOH CTYAEHTbl TPOXOAAT MNPAKTUKY
(yxa3biBaeTCs Ha3BaHHE OPraHHU3alllH, ee HPUANYECKHN CTaTyC,
OpraHM3alUOHHAsA  CTPYKTypa, MOPSAAOK  yOpaBJeHUS U
PYKOBOJZICTBa, OTMeYaeTCs MPUHIMI NPUHATUS YIIPaBJIeHYECKUX
pelieHUN (KoJiJervaabHbIM, eJUHOHAYa/JbHbIN), a TaKxKe JaeTcs
OonvcaHue U3y4YeHHbIX HOpPMAaTUBHBIX JJOKYMEHTOB B COOTBETCTBUU
C IOCTaBJIEHHbIMU B METOAUYECKHX YKAa3aHUAX 3aJauaMU.

B nepBoM pasziesie oT4yeTa HE0OX0AUMO EPEUHNCTUTD:

- HopMaTuBHO-MeTojU4YeCKHE JIOKYMEHTHI,
perjaMeHTHpYOIMe TpaBUaa CO3J4aHUA U 0dOpMJIEHHUS
JIOKYMEHTOB,

- Cucrembl  JJOKyMeHTauu¥, obpasywouigecs B

JlesITeJIbHOCTH OopraHu3anuy (Has3BaTb BHJbl U Pa3HOBUJHOCTH
JIOKYMEHTOB JJIS1 K&XKJ0H CHCTEMBI).

[Toapo6HO OMHCaTh 0COOGEHHOCTH odopmIeHUs
yIpaB/ieHYeCKUX JOKYMEHTOB, paBuia 0pOpPMJIEHUS OTAEJbHBIX
PEKBU3UTOB JOKYMEHTOB (HaMMeHOBaHUE BUJA IOKYMEHTA, JjaTa,
MOAMHUCH, U T.[.).

[IpoaHa/sM3MpoBaTh GJIAHKU AOKYMEHTOB (YKa3aTb BUJbI)
U OLEHUTb COOTBETCTBHE COCTABA U PACIOJIOXKEHHSI PEKBU3UTOB
6JIaHKa yCTaHOBJIEHHBIM TPE6GOBAHHUSM.

Bo BTOpOM pa3jesie oT4eTa «OpraHU3alus paGoThI C
JIOKyMEHTaMH»  pacCMaTpPUBAIOTCs BCe 3Tambl  paboOThl €
BXOJALIMMY, HUCXOJSALIMMHA W BHYTPEHHHMM JOKyMEHTaMHU,
BKJ/IIOYasi, B TOM YHCJIe, BOIPOCHI:

- [Ipuem u nepBrUYHas 06paboTKa JJOKYMEHTOB;

- Peructpanusa JOKyMeHTOB;

-PaccmoTpeHue, nepesiaya Ha UCIIOJIHEHHE;

- OpraHu3anus KOHTPOJIS 32 UCTIOJTHEHHUEM JIOKYMEHTOB;

- [loAroTOBKA K OTNPaBKe JOKYMEHTOB;

- OpraHu3anus TEKYLero XxpaHeH!s1 JOKyMEeHTOB;.

B 3ak/Ir0Ye€HUU NPUBOJLUTCS UTOT U3yYEeHUsS] OpTaHU3aLUU
JleJIOIPOU3BOACTBA U (OPMUPYIOTCS BBIBOABI 11O HPOJEJaHHOU
pa6orTe.

B npuJIoXKeHHUs K OTYETY JLOJ/DKHBI 6bITh BKIHOYEHB:

o cxeMa OpraHM3alMOHHOH CTPYKTYpPbl OpraHu3alHy;
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. CIHUCOK HOPMAaTHUBHO-METOJUYECKUX JIOKYMEHTOB
OpraHu3aluu;

. 00pasibl OpraHU3alMOHHO-PACHOPSIAUTETbHBIX
JIOKYMEHTOB OpraHU3all1y;

. yHUGUIIUPOBAHHBIE POPMBI JOKYMEHTOB;

. 6JIaHKM BCeX BUJIOB OPraHU3alMOHHO-PACHOPSAUTENbHBIX
JIOKYMEHTOB.

Xapakrepuctuka (I[lpunoxeHue 4) cocraBasgeTcd Ha
6/1aHKe, MOANMCBIBAETCA PYKOBOJHUTeJEM NPAKTUKH, 3aBepsieTcs
neyaTblo U 0053aTeJIbHO CLAeTCs BMeCTe C OTYETOM.

B xapakTepHCTHKe [JO/KHBI OBbITh U3JI0’KeHbl HA0JII0JeHUsA
PYKOBOAMTENsI MPAaKTUKU O paboTe CTyJeHTAa OT OpraHU3alUH,
NposiBJIeHHble WM /[ieJIOBble KayecTBa, ero HaBbIKU WU YMeHHus,
OTHOIleHHe K paboTe. XapaKTepHUCTUKA COJEPXKUT OLEHKY
MPaKTUKA MO0 YeThIpex-6aJbHOU cucteMe (OTJMYHO, XOPOLIO,
YOBJIETBOPUTEJIbHO, HEY10BJIE€TBOPUTEJBHO).

BMecTe ¢ 0TYeTOM M XapaKTepUCTUKOM, CTYJEHT A0JIKEH
npepoctaBUTh 'paduk npoxoxaenus npaktuku ([IpunoxeHue 2).

B rpaduke Becp mnepuos MNPAKTUKH HPOU3BOJIBHO
pa3buBaeTrcs Ha 4-6 stanoB. POpMyJIUPYIOTCS HA3BAHHUS 3TAIOB,
HalpuMep «HU3y4YeHHe MCTOpHH, QYHKIUH U  CTPYKTYphI
OpraHu3alyu», <U3y4eHHe JIOKaJbHbIX HODMAaTUBHBIX aKTOBY.

HanmpoTWB  KaxZoro sTama NpPOCTaBJsSETCA  CJ0BO
«BBITIOJIHEHO» WU OlLleHKa
OTJIMIHO» /»X0POIIO» /»yA0BJIETBOPUTETLHOY.

B uHpuBHAyanbHOM 3aZlaHUM TNpocTaBiasgeTcd «H3yduTs
O0COOEHHOCTHU [JIOKYMEHTHPOBAaHHUS yNpaBJeHHs W OCHOBHOM
JlesITeIbHOCTH OpraHusauuu» (ecjid WHOe He OIpeJesieHo
pyKoBoauTesieM npakTUku oT PI'TY fo ee Havyasa).

I'paduk noanvcoiBaeT pyKOBOAUTEb IPAKTUKU OT PIYY 1
PYKOBOAMUTE/b MPAaKTUKU OT opraHusanuu. [loctaB/iseTcsa neyaTb
opra"usanui (py HaJMYKH).

[IpoMexXyTOYHBIN KOHTPOJIb 3ayerT ¢ OLleHKOHN

3.0ueHKa pe3ynbTaToB NMPaKTUKU

3.1. dopmbI omyémHocmu
®dopmamMu  OTUETHOCTH MO TMpaKTUKe SABJISAIOTCA: OTY4ET oOywarouierocs,

XapaKTEPUCTHKA C MECTa MPOXOKIACHUS MTPAKTHKH, IPa(UK MPOXOKACHUS IPAKTUKH.

B mpouiecce  mpoxoxaeHUs MPaKTUK KakIbli CTylneHT odopmister Trpaduk
NPaKTUKH, B KOTOPOM (PUKCHUPYIOTCS BCE BUBI PadOT, BBHIOIHIEMBIX B PaMKaX Ka)kJ0To
paszena mporpaMMmbl MpakTUKU. ['paduk NpakTUKM 3amoiHseTcs Moja HabloJeHueM
PYKOBOJIUTEINS CTPYKTYPHOTO MO/Ipa3/ieeHus], B KOTOPOM paboTaeT CTyAeHT-NIPAaKTUKAHT,
M KaXJIBI 3Tan paboThl CTyJIeHTa OlleHHBaeTcs. Ha oCHOBaHMM TEKyIIMX OIIEHOK Tpyna
CTYJIeHTa-MPaKTUKAHTa OpraHU3alks BBIBOJUT UTOTOBYIO OLIEHKY. ['paduk npakTuku (cMm.
[Mpunoxenune 2). I'padux 3aBepsercs NOANUCHI0 PYKOBOIAUTENS MPAKTUKA OT

OpraHu3allyy U MeYaThio OpraHu3aiuy (Mpu ee HaJTu4uH).
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OTder 1o MpakTUKE OTPa)KaeT CIOCOOHOCTh CTYAEHTAa aHAJIM3UPOBAaTh COCTaB M
0COOEHHOCTU MOJATOTOBKU U O(QOPMIIEHUS] JOKYMEHTOB OpraHM3allMd B COOTBETCTBHUHU C
3aKOHOJATEIIbHBIMYA,  HOPMATUBHO-NPABOBBIMM ¥ HOPMAaTHUBHO-METOJWYECKUMU
TpeboBanusaMu. CozeprkaHue U CTPYKTypa OTdeTa olpelersiercs B MyHKTe 8 paziena 2
JAHHOM IIPOrpaMMBI.

OTtuer nokeH coiepxaTb MH(OPMALMIO O MOJTHOTE BBITOJHEHHUS HPOTrpamMMbl
NPAKTUKH, OOBSICHEHUE IPUYHUH OTKJIOHEHUS OT IPOrPAMMBI, €CJIM TAKOBBIE UMETIU MECTO.
OpraHnsanys BOpaBe 1aTh CBOM 3aMEUYaHUsS U IOKEIaHUS IO COAECPKAHUIO ITPOrPAMMBI
IPAKTUKH.

B xapakTepucTuke Ha CTyJE€HTAa yKa3blBaeTCs, Kakas MMEHHO paboTa Oblia UM
IPOBE/ICHA, ONPEEIIAETCS YPOBEHb €ro Mpo(eCCHOHANbHOM MOATOTOBKHU, OLCHUBAETCS
OTHOIIEHHE CTYJEHTa K CBOUM OOS3aHHOCTSIM, WMHIUBUAYaJbHbIE Npo(decCuOHAIbHbIE
0COOEHHOCTH M KauecTBa KakK CIeHUaINCTa. XapaKTePUCTHKY MOMUCHIBAET PYKOBOIUTEIb

NPAKTUKA OT OpraHu3auuu. Takke Ha HEW MPOCTaBIIAETCA IMeyYaTh OpraHu3aluuu (Ipu

HaJIMYUH).

3.2. Kpumepuu ebicmaesieHusi oueHKU 1o npakmuke

Bbanasl/
IIkana ECTS

OueHka 1o NpaKkTuKe

KpuTepun oneHkn pe3yabTaToB NPAKTHKHA

100-83/
AB

«OMAUYHOY/
«3aumeno (omauuno)»/
«3aUmeHo»

BrictaBusiercst  oOydaromemycs, €CIH XapaKTepUCTHKa C MecTa
MIPOXOKICHHUS MTPAKTUKA COIEPIKUT BHICOKYIO ITOJIOKUTETHHYO OIICHKY,
OTYET BBINIOJHEH B TIIOJIHOM COOTBETCTBHH C MPEIbSBISCMBIMH
TpeOOBaHUSAMH,  aHAJNUTHYECKas  YacTh  OTYETa  OTIMYACTCS
KOMIUIEKCHBIM  IMOAXOAOM, KPCATUBHOCTBIO U HECTAHAAPTHOCTHIO
MBIIIJICHUSA CTYJCHTA, BBIBO/IbI 000CHOBaHEI )44 TOAKPCTIIICHBI
3HAYUTEIBHBIM 00HEMOM (DAKTHUECKOro MaTepHualia.

OOyuaronuiicss HWCUEpNBIBAIONIE W JIOTHYECKA CTPOWHO W3JIaraet
y4eOHBI MaTepuaj, yMeeT YBS3BIBaTh TEOPHUIO C IPAKTUKOM,
CIPABJISIETCS C PElIEHHEM 3ajad NpodecCHOHAILHOM HAPaBICHHOCTH
BBEICOKOTO YPOBHS CIIO)KHOCTH, TPABIJIFHO OOOCHOBBIBACT NPUHSITHIC
peIIeHHS.

KommereHnny, 3akperiéHHbIE 3a MNPaKTUKOW, CHOPMUPOBAHBI Ha
YPOBHE — «BBICOKHITY.

82-68/

«xopouion/
«3aumeHo (xopouwio)»/
«3aumeHoy

BeicTaBnsiercst  oOyuaromiemycs, €cClM XapaKTepUCTHKAa C MecTa
IIPOXOKICHUS IIPAKTUKU COLCPKUT IOJIOKUTEIbHYIO OLICHKY, OTYET
BBITIOJTHEH B II€JIOM B COOTBETCTBHH C IPEABSIBISIEMBIMA TPEOOBAHUAMHU
0e3 CyIIeCTBEHHBIX HETOYHOCTEH, BKIIOUAeT (PaKTHUECKUH MaTepual,
coOpaHHBIN BO BPeMs IMPOXOKACHHUS MPAKTHKL..

OO0y4aromuiics: MPaBIIIFHO MPUMEHSIET TEOPETHIECKUE MOJIOKESHUS IPH
peIIeHNH MPAKTUIECKUX 3a7ad NpoQecCHOHANBHOW HANpPaBICHHOCTH
pa3sHOro YpPOBHS CIIOKHOCTH, BIIaAEET HEOOXOMUMBIMU ISl 3TOTO
HaBBIKaMU U IPUEMAMH.

KomnereHuny, 3akperuiéHHbIe 3a AUCHUIUIMHOW, c(OPMHPOBAaHBI Ha
YPOBHE — «XOPOILIUII».
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Bbanasl/
IIkana ECTS

OuneHka 1o NpaKkTHKe

KpuTepnn oneHkn pe3yabTaToB NPAKTHKHA

67-50/
D,E

«y0oeremeopu-
menvHoy/
«3aumeHo
(yOoenemeopu-
menvbHo) »/
«3aumeno»

BeicTaBnsiercst  oOyuaromemycs, €cClM XapaKTepUCTHKAa C MecTa
IIPOXOKICHUS IPAKTUKHU CONEPIKUT MOJIOKUTEIIBHYI0 OLEHKY, OTYET 110
odopmireHHIO u COZIEPKAHUIO YaCTUYHO COOTBETCTBYET
CYLIECTBYIOIMM TPEeOOBaHUSAMM, HO COAEPKUT HETOYHOCTH U
oTAebHbIEe (aKkTHUeCKHe OIIMOKH, OTCYTCTBYET WILTFOCTPATHBHBIN
MaTepHai.

OOyuaromuiicsi  WCHBITBIBAET  ONpENENEHHBIE  3aTPyAHEHHS B
MPUMEHEHNU TEOPETUYECKUX MOJ0KEHUH NPH PEIIEHUH MTPAKTHIECKUX
3agad Mpo(eCcCHOHANPHON HANpaBICHHOCTH CTaHIApTHOTO YPOBHSA
CJIOKHOCTH, BIIaJEeT HEOOXOAUMBIMH JUIS 3TOrO 0a30BBIMH HAaBBIKAMH
1 IPUEMAMU.

KomnereHuny, 3akperyiéHHble 3a JUCHUIUIMHOW, C(OPMUPOBAaHBI Ha
YPOBHE — «JOCTaTOYHBIN».

49-0/
FFX

KHEYO0B8NeMEOPUMENbH
o/
He 3aumeHo

BeicTaBnsiercst  oOyuaromemycs, €cClM XapaKTepUCTHKAa C MecTa
MPOXOXKJEHUS IPAKTUKY HE COAEPIKUT MOJIO0KUTENbHOM oLleHKH. OTueT
IpeACTaBICH HE BOBPEMS M HE COOTBETCTBYET CYIIECTBYIOIIUM
TpeOOBaHUSM.

OOy4aronuiicss UCIBITBIBAET CEPbE3HBIE 3aTPYIHEHUS B IMPUMEHEHUHU
TEOPETHYECKUX MOJOXKEHUH MpH pPEIICHHH MPaKTHYECKHX 3a1ad
npodecCHOHANIPHON ~ HANpaBIEHHOCTH  CTAaHIApTHOTO  YPOBHSA
CJIO)KHOCTH, HE BJIAQJCCT HEOOXOOMMBIMH JUIS 3TOTO HAaBBIKAMH M
MIPUEMaMH.

KomnereHuun Ha ypoBHE «JOCTAaTOYHBIN», 3aKpelIEHHBIE 3a
JWICHHMILIMHOMW, HE C()OPMUPOBAHBI.

3.3. OyeHo4HbIe cpedcmea (Mamepuarsibl) Osisi MPOMEXYMOYHOU
ammecmauyuu oby4yarouwjuxcs rno rnpaKkmuke

IlepeyeHb KOHTPOJIBHBIX BOIIPOCOB:

1. Hazosure

JA0V?

»ow

HOPMAaTHUBHO-METO/IMYECKUE JTOKYMEHTBHI, pErIaMeHTHUpYIoIue padboTy
noapasnenenuit no JIOY u cotpynHUKOB, BEITONHAOMUX padoty mo JJOY.
2. Kakumu nOKambHBIMH HOPMATHBHBIMH aKTaMH PETYJIHPYETCS AEATENBHOCTH CITYXKOBI

Kakas cTpykTypa TeKkcTa 1 cojiepskaHue MHCTPYKIUH 110 ASTONPOU3BOACTBY ?
Kak opopmisiercs HHCTpYKIMS 1O AETONPOU3BOACTBY?

5. Kakas wundopmamus BriodaeTcs B MoyiokeHHe o ciayxbe JIOY u momxHOCTHBIE
MHCTPYKIIMU COTPYAHUKOB c1yx0b1 JIOY?

6. Kakwue cucteMbl JOKyMEHTAIIUN 00pa3yroTCs B ICATEIIEHOCTH OpTraHU3aIin ?

7. Ha3zoBute BuABI U Pa3HOBUAHOCTH JOKYMEHTOB JUIS KaX/10H CUCTEMBI.

8. Kak cocraBnsiercst u opopmIisieTcs: ynpaBieHYecKas JOKyMEHTAIMHA U JIOKYMEHTAIIUH T10
OCHOBHOM JI€ATENBHOCTH B OpraHu3alnu?

9. Kakwue ectb 0COOEHHOCTH COCTABIICHHS OTJEIIbHBIX BHIOB TJOKYMEHTOB?

10. Kakue BubI OJ1aHKOB HCIIOJIB3YIOTCSI B OpraHU3aLuu?

11. Kak oopmiisirorcst 01aHKU TOKyMEHTOB?

12. Kakue ynuduinmrpoBanHslie (OpMbl HCTIOJIB3YIOTCS MPH MOATOTOBKE JOKYMEHTOB?

13. Kakue MeToauKu mojicuera o0bemMa JOKyMEHTO000pOTa MPUMEHSIOTCS B OPTaHU3aIiN?

14. Kakue BuIbl pabOT OCYLIECTBISIOTCS B OpraHMU3allMU C BXOJAIIMMH, UCXOJSAIIMMU U
BHYTPCHHUMH IOKYMEHTaMuU?

15. KakuMm 006pazom onpeaenstoTcss MapupyThl IBUKEHHS JOKYMEHTOB?

16. Kto m xakum 00pa3oM OCYIIECTBIISIET KOHTPOJb WCIOJIHEHUS JOKYMEHTOB B
opraHu3aruun?
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17. Benercs 1m wuHpOpManMoOHHO-CIIpaBouHas pabora B opranuszanuu? Kak oHa
opraHusoBaHa?

18. HazoBute 0cO6EHHOCTH perucTpanuy J0KyMEHTOB B OpraHu3anun?

19. Ha ocHOBaHMHM 4Yero cOCTaBJsIeTCS HOMEHKJIaTypa Jen B opranusamun? Kak
OCYIIECTBIISIETCS €€ COCTaBjieHue?

20. Kak oprann3oBaHO XpaHEHHE TOKyMEHTOB B OpraHU3aLuu?

21. OnuiuTe NOPSAOK MPOBEACHUS SKCIEPTU3bI IEHHOCTU JOKYMEHTOB U MEpeaadu Jiel B
apXWB.

4. YyeOHO-MeTOAUYECKOE U NH(pOpMaLMOHHOe obecneyeHne
NPaKTUKH

4.1. Cnucok ucmo4YHuUKoe u iumepamypabl

Hcrounnku (OCHOBHEIE)

denepallbHBI KOHCTUTYIHMOHHBIA 3aKoH oT 25 gekadbps 2000 r. Ne 2-®K3 «O
['ocynapctBennom repoe Poccuiickoit denepanun» // [daexrponnsiii pecype]. — M., 2022. — Pexum
moctyna: http://www.consultant.ru/document/cons_doc LAW 29674/.

@enepanbubiii  3akoH PO ot 27.07.2006 1. Nel49-®d3 «O6 wHpopmanuwm,

MH(POPMALMOHHBIX TEXHOJOTHIX U O 3aIuTe HHQOpMaum» // [daexTpounsiii pecype]. — M., 2022, —

Pesxum moctyna: http://www.consultant.ru/document/cons_doc LAW 61798/.

®enepanbubiii 3akoH oT  06.04.2011 Ne 63-®d3 “O6 osnexkrponnoit momgmucu” //
[D1exkTpoHHBIH pecypc]. — M., 2022. — Pexum aocTyna:

http://www.consultant.ru/document/cons doc LAW 112701/.

®enepanpublit 3ak0H 0T 01.06.2005 No53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
Oeneparun»y  // [PnexTponnwiii  pecype]l. - M.,  2022. -  Pexmm  pmocryma:
http://www.consultant.ru/document/cons_doc_LAW 53749/.

[Tpuka3z Pocapxusa ot 22.05.2019 Ne 71 «O6 ytBepxkaenuu [IpaBun genonpons3BoACTBa B
rOCyJIapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYTIpaBJICHUs» [ DNeKTPOHHBIN pecypc] /— M.,
2022. — Pexxum moctyma: http://www.consultant.ru/document/cons_doc_LAW_342093/

[TpumepHas MHCTPYKIHUSA 110 AETOMPOU3BOJICTBY B FOCYAaPCTBEHHBIX OpraHU3aIUIX, YTB.
[Tpukazom Pocapxusa ot 11.04.2018 Ne 44) // [DnekTpoHHBIH pecypc]. — M., 2022. Pexxum qocTyrma:
http://www.consultant.ru/document/cons_doc_LAW 305137/

I'OCT P 7.0.97-2016. Hanuonansusiii crangapt Poccuiickoit ®enepanun. Cucrema
CTaHJApTOB MO HH(OpManuK, OHOIMOTEYHOMY M H3JaTeNbCKOMY Jaeny. OpraHu3aluoHHO-
pacniopsiiuTenbHas JokyMeHTarus. TpeboBanus kK 0OPMIICHUIO TOKYMEHTOB // [ DIEKTpOHHBIN
pecypc]. - M., 2022. Pexxum JOCTYTIA:
http://www.consultant.ru/document/cons_doc_LAW 216461/



http://www.consultant.ru/document/cons_doc_LAW_29674/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_53749/
http://www.consultant.ru/document/cons_doc_LAW_342093/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_216461/
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I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXUBHOE A€10. TEpMUHBI U ONpPEICTCHUS. -
[OneKTpOHHBII pecypc]. - M., 2022. Pexxum JOCTYyIIA:

http://www.consultant.ru/document/cons doc LAW 163800/.

VicTouHUKH (JIONOJTHUTEIILHBIC)

®denepanbHblii 3akoH OT 26.12.1995. No 208-D3 «O06 akuMoHEpHBIX OOIIECTBax» //
[Ds1ekTpoHHbIH pecypc]. - M., 2022. - Pexum AocTyna:

https://www.consultant.ru/document/cons doc LAW 8743/

YuudumupoBanabie GOpPMBI MIEPBUYHON YYETHON JOKYMEHTAIIMU TI0 YUYETy TpyJa B €ro
omnatel, yTBepxkAeHHble IlocranoBnenuem ['ockomcrata P® ot 05.01.2004 Ne 1 //
[Dy1ekTpoHHbII pecypc]. — M., 2022. — Pexum aocTyna:

https://www.consultant.ru/document/cons doc LAW 47274/

KBanudukamoHHbIi ClIPaBOYHUK JODKHOCTEH PYKOBOIUTENCH, CIICHIUAIMCTOB U APYTHX
cayxamux // [DaexkTpoHnsblii pecype]. — M., 2022. — Pexum gocryna: [DiIeKTpOHHBII

pecypc]: https://www.consultant.ru/document/cons_doc_LAW_58804/

[lepeyeHs THUIIOBBIX YIPABICHYCCKUX APXHBHBIX JOKYMEHTOB, OOpa3yroOIIMXCS B
MPOIIECCe JIEATEIHPHOCTH TOCYJAPCTBCHHBIX OPraHOB, OPTraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHu3alyii, ¢ ykazaHueM CpPOKOB XpaHeHus // [IaekTpoHHblii pecypel. — M., 2022. — Pexum

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

[IpaBuia opraHu3anuu XpaHEHHs, KOMIUIEKTOBAHMSA, Yyu€Ta M HCIIOJIb30BAHUS
ToKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu 1 Ipyrux apXuBHBIX JIOKYMEHTOB B
OpraHax TOCYyJAapCTBEHHOW BIJIACTH, OpraHaXx MECTHOTO CaMOYIPABJICHHUS M OpraHHU3alMsIX,
YTBEP)KICHHBIX MPHKa30oM MuHKynbTypbl PO ot 31.03.2015 Ne 526 // [DnexTponHblii pecypc].
— M., 2022. — Pe:kum poctyna: https://www.consultant.ru/document/cons_doc LAW 185738

Jumepamypa

OcHoBHas nuTeparypa

brikoBa T.A. JIokyMeHTallMOHHOE OOECTIeUeHUE YIIPABICHUS (meaonpon3soactso) [ DICKTPOHHBIN
pecypc] : yaebHoe mocobue / T. A. beikosa, T. B. Ky3nenosa. - 2-e u3 1., mepepa0. u j1om. - Mocksa

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



http://www.consultant.ru/document/cons_doc_LAW_163800/
https://www.consultant.ru/document/cons_doc_LAW_8743/
https://www.consultant.ru/document/cons_doc_LAW_47274/
https://www.consultant.ru/document/cons_doc_LAW_58804/
https://www.consultant.ru/document/cons_doc_LAW_345020/
https://www.consultant.ru/document/cons_doc_LAW_185738
http://znanium.com/go.php?id=942800
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I'norosa C.A. Bo3HUKHOBEHME U TEHIEHIIMN DA3BUTHUS PACHOPSAANTENLHON JJOKYMEHTAIIUNA

B Poccun B IOPEBOJIIOLIMOHHEIN IIEPUOJI / Becrauk PITY. 2014. Ne2. [DnekTponnslii pecype]. — M., 2019.

— Pexxum goctyna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

Kykapuna HO.M. Cospemennble opraHuzaunoHHbie W perjiaMeHTHbIE JOKYMEHTHI: QYHKUHH H

pasHoBuaHocTH // BectHuk PITY. 2016. Ne2. [Jmextponubri pecypc]. — M., 2022. — Pe:xxum xocrtyma:
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf.

Kyxkapuna FO.M. CoctaB yaocTtoBepeHus JIOKYMEHTa: OT MPOIUIOr0 K HACTOSIIEMY U

Oynyuiemy/ Bectnux PITY. 2014. Ne2. [Dnekrtponmbiii pecype]. — M., 2022. — Pexum aocryma:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128.

JlononHuTeNnbHAA IATEPATYpA

Jleoenocosa I'.A. CeneKTUBHBIA OTOOpP TOHATHS <(JIOKYMEHT» // Bectmmk PITY. 2016. Ne2.
[DnekTpoHHbI pecypcel. - M., 2022. - Pexum aocTymna:

https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik daizi%202(4)-16.pdf#page=71.

4.2. [lepevyeHb pecypcoe UHGhopMayuUuOHHO-MesIeKOMMYHUKayUuOHHOU
cemu «MHMepHem»

1. IIpaBoBbIe 0asbl TAHHBIX: www.consultant.ru, www.garant.ru,
www.referent.ru, www.kodeks.ru

2.  HWubopmammonusie pecypchl 1o aeionpousBoiactBy: Www.docflow.ru,
www.vniidad.ru, www.e-rus.org, www.gks.ru

3. Caiit «Zakonbase»: 3akononmarenpHas 6a3a Poccwuiickoit ®enepanuu //
http://zakonbase.ru

4, IMuneaus Yopasnsroniux JlokymenTanueit: Www.GDM.ru

5. Koncantunrosas rpymnmna « Tepmukay: Www.termika.ru

6. Poccuiickas razera: www.rg.ru

5. MaTepuanbHoO-TeXHMYecKana 6a3a, Heobxoaumasa AnAa npoBeaeHUs
NPaKTUKN

JUis  mpoBeleHUs TMPaKTUKU HEOOXOIMMO CIEAyIollee MaTepuaibHO-
TEXHUYECKOoe 00eCIeueHHe: CTyIEHTY JOKHO OBbITh ITPEI0CTABIEHO paboyee MECTO


https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70
https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-RGGU/Vestnik_daizi%202(4)-16.pdf
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
https://www.rsuh.ru/upload/main/vestnik/pmorv/Vestnik_daizi%202(4)-16.pdf#page=71
http://www.consultant.ru/
http://www.garant.ru/
http://www.referent.ru/
http://www.kodeks.ru/
http://www.docflow.ru/
http://www.vniidad.ru/
http://www.e-rus.org/
http://www.gks.ru/
http://zakonbase.ru/
http://www.gdm.ru/
http://www.termika.ru/
http://www.rg.ru/
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C BO3MOXHOCTBIO BbIXOAa B VHTepHeT 1 pabOThl € PEKOMEH]yEMBIMU
HMCTOYHUKAMU U MaTepHalaMy, HEOOXOIMMBIMH HAITUCAHUS OTYETA IO TTPAKTUKE.
Jlns ob6ecrieueHunst BO3MOXKHOCTH 03HaKoMIIeHus ¢ paboTtoit COJI (mpu Hanuuuu
B OpraHu3ailuu), HEO0OXOJMMO OCHaIlleHHEe padoyero MecTa MepPCOHATbHBIM
KOMITBIOTEPOM C COOTBETCTBYIOIIUM IMPOrPAMMHBIM 00€CIIEYEHUEM.
CocTtaB nporpaMMHOI0 00ECIIEUCHHUS:
Windows
Microsoft Office
ABBYY FineReader
OpenOffice.org
Kaspersky Endpoint Security

O wh e

6. OpraHusaums npakTUKU Ons N1y ¢ orpaHM4eHHbLIMU BO3MOXHOCTAMU
300pOBbS

[Ipn HEOOXOIMMOCTH TIporpamMma MPAKTUKU MOXKET ObITh aJanTUpPOBaHA IS
oOecrieueHusi  00Opa3oBaTEIBHOTO  Mpoliecca JIMIAM C  OTPaHUYCHHBIMU
BO3MOKHOCTSIMU 37I0POBbSI, B TOM YHUCJE JJISl JUCTAHIIMOHHOTO 00yueHus. Jlms
ATOTO OT CTyJeHTa TpeOyercs NpEeNCTAaBUTh 3aKIIOUEHHE TICUXOJIOr0-MEINKO-
negarorudeckoit komuccuu ([IMIIK) u nuuHoe 3asBieHne (3asgBlIeHUE 3aKOHHOTO
MIPEICTaBUTES).

B 3akmouenuu [IMIIK nomkHO OBITH yKa3aHO:

— pexoMeHIyeMas yueOHasi Harpy3Ka Ha oOy4aroierocst (KOJu4ecTBO JTHEU B

HEJIEJII0, YaCOB B JICHbD);

— 000py/I0BaHKME TEXHUYECKUX YCIOBUH (IIPU HEOOXOIUMOCTH);

— CONpOBOXJeHWEe U  (WIM) TPUCYTCTBHE  poauTeniell  (3aKOHHBIX

MpeICcTaBUTEINEel) BO BpeMs yueOHOTro mporiecca (pu He0OXOAUMOCTH);

— OopraHuzanus MICUXO0JIOTO-TIEAarOTUYECKOTO CONPOBOXKICHUE

oOyyJaromerocss C YyKa3aHUEM CHEIUAIUCTOB U JIONMYCTUMOW Harpy3Ku

(KoM4ecTBa 4acoOB B HEJICIIIO).

Jnst ocylecTBieHUsT MNPOUEAYp TEKYLIEro KOHTPOJs YCHEBAEMOCTH U
MIPOMEKYTOUHOM aTTECTalluu, O0yYaromuXxcsi Mpu HEOOXOJAUMOCTU, MOTYT OBITh
co31aHbl (POH]IBI OTICHOYHBIX CPEJICTB, JaITUPOBAHHBIE TSI JIUI] C OTPAHUYCHHBIMH
BO3MOXXHOCTSIMA  3JI0POBbSI M TO3BOJSIIONIME OLEHUTHh JOCTHKEHUE UMHU
3aIJTAaHMPOBAHHBIX B OCHOBHOW 00pa30BaTENbHOW MpOTrpaMMe pe3yJbTaToOB
oOy4eHHs] U YpOBEHb C(HOPMUPOBAHHOCTH BCEX KOMIICTEHIIUN, 3asBJIICHHBIX B
o0pa3oBaTeIbLHOM MpOrpaMMme.

dopma TPOBENECHUSA TEKyUIEW W WTONOBOM AaTTECTalMM U JIAL C
OTPAaHUYECHHBIMM  BO3MOXKHOCTSIMH  3JIOPOBbSI YCTAHABJIMBACTCS C  Y4E€TOM
WHIUBUIYAIbHBIX TMCUXO(PU3UUYECKUX OCOOEHHOCTEH (YCTHO, MHUCbMEHHO (Ha
Oymare, Ha KOMIIbloTepe), B hopMe TeCTUpOBaHUS U T.1.). [Ipu HEOOXOAMMOCTH
CTYJCHTY MPEIOCTaBIISICTCS JOMOJHUTEIBHOE BpeMs JJis MOJATOTOBKU OTBETa Ha
3a4eTe WM SK3aMEHE.
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dopMa TpoBelNEeHUS TMPAKTUKU [ OOydaromMXcs W3 4Yuciaa JUI C
OrpaHU4YEHHBIMUA BO3MOKHOCTSIMU 370POBbS (MHBAJIMIHOCTHIO) YCTAHABIUBAETCS C
y4eTOM HMHJIWBHUIYaNbHBIX MNCUXO(PU3MYECKUX OCOOCHHOCTEH B  (Qopmax,
alIaliTHPOBAHHBIX K OTPAHUYEHUSIM HX 370POBbsl M BOCHPUITHS WHGOpMALUU
(YcTHO, MUCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMITBIOTEPE U T.I1.).

Br160p MecT mpoxok1eHust MPaKTHUK JIJIs1 HHBAJIMIOB U JIUL C OTPAaHUYCHHBIMU
BO3MOXHOCTSIMU 3710poBbsi (OB3) mnpousBoguTcs ¢ y4yeToM TpeOOBaHUU HX
JIOCTYITHOCTH [IJIsl TAHHBIX OOyYaroumxcsi U peKOMEHAAIMU MEeJIUKO-COIUaTbHON
HKCIIEPTU3bI, a TaKKe HHAMBHUAYaJbHOM MporpamMme peadWiINTali WHBAIW/A,
OTHOCHUTEJIBHO PEKOMEHJOBAHHBIX YCIOBUM U BUIOB TPY/Ia.

[Ipu HampaBneHuu uHBaWja U oOydaronierocsi ¢ OB3 B opranuzanuio uium
NPEeANPUATHAE I TPOXOKIEHUS MPEeTyCMOTPEHHON y4eOHBIM TUIAHOM MPAKTUKU
PITY cornacoBsiBaeT ¢ opraHuzanuen (MpearnpusiTueM) YCIOBHUS U BUJIBI TPY/ia C
YYETOM PEKOMEHJAUNNA MEIUKO-COLUAIbHON JKCIEPTU3bl W WHIWBUILYAIBHOU
nporpamMmbl peadunuranuu UHBaMHAA. I[lpu HEOOXOIMMOCTH ISl MPOXOKACHUS
IPaKTUK MOTYT CO3/1aBaThCsl CIELMAJIbBHBbIE padouyre MeCTa B COOTBETCTBUM C
XapakTEepOM HaApYLIEHUWH, a TaKkKe C YYEeTOM MpPOPECCHOHAIBHOIO BHJIA
NEeATEIbHOCTH W XapakTepa Tpyda, BBIIOJHIEMBIX OOyYarOIIMMCS-UHBAIUIOM
TPYJIOBBIX (DYHKIIHIA.

3amMra OTYeTa MO MPAKTHUKE Uil OOYydYalolIMXCi U3 4Yucia JIML C
OTrpaHUYECHHBIMHA BO3MOXHOCTSIMHU 3J0POBBSl OCYIIECTBIISIETCSI ¢ MCIOJBb30BaHUEM
CpPEICTB OOILEro M CHEUUalIbHOIO Ha3zHaueHus. llepeueHb HCIOIB3yEMOTO
MaTepUaIbHO-TEXHUYECKOTO 00ECTIeUeHUS:

e yuyeOHbIE ayIUTOPHH, OOOpPYAOBaHHBIE KOMIIBIOTEpPAMU C BBIXOJOM B
UHTEPHET, BUACONPOEKIIMOHHBIM 000PYIOBaHUEM JUIsl IPE3EHTALUN, CPEICTBAMU
3BYKOBOCIIPOU3BEICHHUS, SKPAHOM;

e OubOnMoTeka, wuMmeromas  paboure  Mecta IS O0ydaromMxcs,
000pyJOBaHHBIE TOCTYIIOM K 0a3aM JJaHHBIX U UHTEPHETOM;

® KOMIIBIOTEPHBIE KIIACCHI;

e ayautopus LleHTpa conmpoBOXAEHUS OOYYaIOIIMXCS C MHBAJIMIHOCTBIO C
KOMITBIOTEPOM, OCHAILIEHHAsI CIIELMAIU3UPOBAHHBIM ITPOTPAMMHBIM 00eCIIE€YEHUEM
JUISl CTYJIEHTOB C HapylICHHUSIMU 3pEHUs, YCTPOMCTBAMM IJisi BBOJA M BBIBOJA
roJIocOBOM nHpopMaIuu.

Jns aun ¢ HapyUIeHUsIMU 3pEHHsl MaTepuaibl MPeaoCTaBistoTcs B (opme
AJIIEKTPOHHOTO JOKYMEHTA W/WIH B MEYaTHON (hopMe yBETUUEHHBIM IIPUPTOM.

Jns nui ¢ HapyumeHUsIMU CilyXa Marepuaibl MPEeJOCTaBISIIOTCS B (opme
AJIEKTPOHHOTO JOKYMEHTA W/WIIM B MEYaTHOU (opme.

JInst aui; ¢ HapyLIeHWsIMU ONOPHO-ABUTATENIBHOIO ammnapara MaTepHaIbl
MPEIOCTABISIOTCS B (hOpME SIEKTPOHHOTO IOKYMEHTA W/WUJIN B TIEYaTHOM (hopme.

3amura oTYeTa Mo MPaKTHKE IS JUL ¢ HApYLUIEHUSIMU 3PEHUS IPOBOJUTCS B
ycTHOUM ¢opme Oe3 mpemocTaBiieHHs OOydaromuxcs mnpe3eHtanuu. Ha Bpems
3alUTBl B AyJUTOPUM JOJDKHA OBITH oOecriedeHa IMOJIHAs  THIIHHA,
MPOJOJKUTEILHOCTD 3alIUThl YBETUYHMBAETCs 10 1 yaca (Mpu HEOOXOAMMOCTH).
["apanTupyercst TOMyCcK B ayJIWTOPHIO, A€ MPOXOIUT 3alluTa OTYeTa, COOAKHU-
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IPOBOJHMKA TNPU HAJIMYUU JOKYMEHTa, MOATBEPXKAAIOIIETO €€ CIEeLualbHOe
oOydeHue, BBIIAHHOTO TO (QopME U B MOPSAKE, YTBEPKACHHBIX IPUKA30M
Muntpyna Poccun ot 22.06.2015 Ne 386H.

JInst i ¢ HapyLIEHWsIMH CIyXa 3allldTa IPOBOJUTCS 0O€3 MpeaoCTaBICHUS
YCTHOrO JOKJaaa. Bompockl KOMHCCHMM W OTBETHI Ha HHUX MPEACTABISIOTCS B
nucbMeHHOW ¢opme. B cmyuae Heobxommmoctu, PITY oGecneunBaer
IIPEIOCTABIIEHUE YCIYT CYypPAONEPEBOAUNKA.

Jliis 00yyaronmxcs ¢ HapyIeHUsIMHU OTIOPHO-/IBUTaTEIBHOTO alnapara 3aliuTa
UTOTOB INPAKTUKUA NPOBOAMUTCA B ayJUTOPUH, 0OOPYAOBAHHON B COOTBETCTBUU C
TpeOOBaHUSAMU JOCTYNHOCTH. lloMemieHus, rae MOryT HaXOAWTbCA JIIOIU Ha
KpECIax-KoJICKaX, JOJDKHBI pa3MELIaThCsl Ha YPOBHE JOCTYIHOTO BXOJAa WIH
npelycMaTpuBaTh  MAHIYCbl, IOABEMHBbIE  MIATQOpPMBI A JIOAEH ¢
OTrPaHUYEHHBIMU BO3MOXKHOCTSMM WM JUPTHL. B ayauropum JOMKHO OBITH
IIPEyCMOTPEHO MECTO AJIS Pa3MEIEeHUs 00y4JarolEerocs: Ha KOJISICKE.

JlononHuTenbHble  TpeOOBaHMS K  MaTepUAIbHO-TEXHUYECKON  0ase,
HEOOXOAMMOM JIJIs MPECTABIECHUS OTYETA MO MPAKTUKE JTUIOM C OTPAHHMYEHHBIMU
BO3MOKHOCTSIMHU 3/I0POBbsI, 00yYaroOLUics JOJKEH MPEJOCTaBUTh Ha Kadeapy He
NIO3/IHEE, YEM 3a [IBA MECsLA 10 IPOBEACHUS TPOLEAYPBI 3aLUTHI.
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NMpunoxeHue 1

AHHOTaUuA
[IpoexktHass mpakThka peanu3yercs Kapeapoldl  TOKYMEHTOBEACHUS,

ayJIMOBU3YaJIbHBIX U HAYYHO-TEXHUYECKUX ApXUBOB (DaKyJIbTeTa apXUBOBEACHUS U
JIOKyMEHTOBeIeHUs MICTOpUKO-apXUBHOTO MHCTUTYTA.

[lenr mpakTUKW: W3y4YCHUE HAMpaBICHUN NEITEIHHOCTH OpPTaHHU3aIliH,
U3Y4YEHUE BHJIOBOTO COCTaBa  CIY>KEOHBIX JIOKYMEHTOB, HCIIOJIb3YEMbIX B
JEATEIIBHOCT KOHKPETHOW OpraHu3aiiu, TOopsiAKa HW OCOOEHHOCTEH HX
opopMIIeHUS, U3YYEHUE JOKYMEHTOOOOpOTa U OpraHu3aiuu paboThl C
JIOKyMEHTaMU: TIOpSJKA PETUCTpAlliU, KOHTPOJSI HCIOIHEHUS JIOKYMEHTOB,
OpraHW3alliH TEKYIIETO XPaHCHUS JTOKYMEHTOB, IMOPSAAKA TIEpPeIadd UX B apXHB H
BBISIBJICHUE HaIpaBiieHuil coBepiieHcTBOBaHusa [JOY.

3aa4uu MPAKTUKU:

- U3YYUTh W TPOAHAIM3UPOBATH HOPMATHBHO-TIPABOBBIE W HOPMATHBHO-
METOIMYECKHE JIOKYMEHTBI, OMPEIETSIONINe OPTraHU3aIMI0 U TEXHOJIOTHIO
JIEJIONPOU3BOACTBA (JOKYMEHTAIIMOHHOTO oOecnieueHus ynpasieHus (JJ0Y)
B Opranu3aumu’ (yCTaBbl, HOJIOKEHUS, IPABUIIA, HHCTPYKIIUH, PETTIaAMEHTHI 1
T.IL.);

- COCTaBUTb NPEACTABICHUE O CUCTEME JISTOMPOU3BOACTBA TOM OpraHU3alliy, B
KOTOPOM OH MPOXOJUT IIPAKTHUKY;

- 03HAKOMHTHCS C COJACpPKAHUEM KOHKPETHBIX JIEIONPON3BOICTBEHHBIX padoOT
HEIMOCPE/ICTBEHHO Ha pabdo4yeM MecCTe;

- TOJYYUTh HaBBIKK PAOOTHI C JOKYMEHTAMH Ha BCEX CTAJMAX UX JIBIKCHHS
(mepBuuHas 06paboTKa TOKYMEHTOB B DKCIIEIUIINH, paboTa ¢ TOKYMEHTaMu B
KaHIICJISIPUN, PETUCTPAIHs, KOHTPOJIb, WCIOJHEHUE JOKYMEHTOB B
CTPYKTYPHBIX TOAPA3ACIICHUSIX, WX OTIpaBKa, OpraHU3alMs XPaHCHHUS,

IMOATOTOBKA JOKYMCHTOB K C1a4€ B apXHUB U T.,)I.);

! B mporpamMme TepMuH "opranuzanus’ UCIONB3yeTCs Kak 0000IIAONIH, MPAKTUKA MOXKET IIPOXOIUTh B
YUpEXJICHUH, PeIIPUATHH, HUPME, KOMIIAHUH U 1.
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- IpeJIOKUTh BapuaHThl coBepiieHcTBOBaHMs JJOY B opranuzauuy;
- 3a(UKCHpOBaTh B OTYETE U rpauKe NOJYyUYEHHbIE CBEACHUS U PE3ybTAThI
BBIITOJIHEHHON PaboTHl;
- NOArOTOBUTH OTYET, 00OOLIAONINM MOJIYUYEHHBIE 3HAHUA U MPAKTUYECKUE
HaBBIKH.
[TpaxTHka HampaBieHa Ha GOPMHUPOBAHUE MPOPECCHOHATHHBIX KOMITETEHITHI

[1K-1. BnageeT HaBbIKaMu pa3pabOTKHU U BHEAPEHUS JOKAIbHBIX HOPMATHUBHBIX aKTOB
0 IOKYMEHTAIlMOHHOMY 00€CTI€UECHHUIO YIIPABICHUS B OpraHU3aLMIX Pa3TUYHBIX
OpraHU3alMOHHO-TIPABOBBIX (GOpM U (HOPM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OpraHax
U OpraHax MEeCTHOT'O CaMOYTpaBIICHUS

[TK-2. CrtocobeH opraHu30BaTh U OCYIIECTBIATh JOKYMEHTAIIMOHHOE 00ECIICUeHHE
YIIPaBJICHUS B OpTraHU3alUSIX PA3IMUHBIX OPraHU3allMOHHO-TIPaBOBBIX (GopM U hopm
COOCTBEHHOCTH, FOCY/IaPCTBEHHBIX OpPraHax U OpraHax MECTHOTO CaMOYyIpaBJICHUS

ITK-3. Crioco6eH ocyliecTBISATh JOKYMEHTAIIMOHHOE 00eCIIeUeHUE JIeITSIIbHOCTH
OpraHu3alui pa3IMIHbIX (OPM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOTO CaMOYTIPaBJICHUS

[1K-4. BnageeT 3HaHUSIMU COBPEMEHHBIX MH()POPMAITMOHHBIX CUCTEM U HABBIKAMHU
MIPOEKTUPOBAHMS U BHEAPEHUS CUCTEM BJIEKTPOHHOI'O TOKYMEHTOO0OpOTa B
OpraHHU3alHH

[TK-6. Crioco6eH oCcyIiecTBIATh OPraHU3aIMOHHOE, JOKYMEHTAIIMOHHOE U
uH(pOpMaITMOHHOE 00ecTIeueHrE NeATEIbHOCTH PYKOBOJAUTENS OpTraHU3aIiu

ITK-9. Crioco6eH oCyIIecTBISITh PETJIaMEHTAIIMIO MPOLIECCOB MOIpa3aeICHUI
OpraHu3alvy U pa3padarbiBaTh aIMUHUCTPATUBHBIE PETJIAMEHTBI B TOCYAapPCTBEHHBIX
Y MYHULHUMAIBHBIX OpraHax

[To mpakTuke mpemrycMOTpeHa MPOMEKYTOUHAs aTTecTalus B GopMe 3aueTa
C OLICHKOM.
OO0mast TpyA0€MKOCTh MPAKTUKUA COCTaBIsieT 3 3a4yeTHBIX eauHuIel, 108

4qacCoB.
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NMpunoxeHue 2

Npachmk npoxoxaeHUA NpPaKkTUKK

3as.xadenpoii

«

»

YTBEPXJAIO

20 1

Hara (natbi) Pazges npakTukmn

OTtMeTKa 0
BBLINNOJTHEHHH

I/IHZ[I/IBI/IHyaJ'IBHOQ 3aJaHUE HA IIPAKTUKY

(cocraBisieTcst pyKOBOAMUTENIEM NPAKTUKU OT Kadenpbl)

PyKOBOIUTEND NPAKTUKH
ot kadeaps /

(nmoAmuck)

PyxoBonurtens npakTuku
OT OpraHu3aluu /

(®M.0))

(moznuce)

(®1.0.)
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lMpunoxeHue 3

dopma TUTYNbLHOro NUcTa oT4éTa

MHWHOBPHAYKU POCCHU
denepanbHOE rOCYAAPCTBEHHOE OFOKETHOE 00pa30BaTeIbHOS YUPSIKICHUE
BBICIIIETO 00pa30BaHUs

«Poccuicknii rocy1apCTBEHHBIN I'YMaHUTAPHBI YHUBEPCUTET»
(PTTY)

Hcmopuxo-apxuenulii uncmumym
Daxyrvmem apxugosedenus U OOKYMeHMOo8eOeHUs

OTuéT 0 MPOXOXKACHNH NPAKTHKN

IIpouzeoocmeennasn npakmuxka.
Ilpoexmnas npakmuxka.

46.03.02 «[okymenmoseoeHnue u apxugogeoeHuey
Ipogurs: « Ungpopmayuonno-ookymenmayuonnoe obecneuenue ynpasieHus»
YpoBeHb KBaTH(HUKAIINH BBITYCKHUKA (6aKaiasp)

dopma o0yueHHUs (0uHas, 3a04YHAs)

Crynenta/kn _ Kypca
..... (hopMmBI OOYUCHHS
(®HO)
PykoBonurens npakTuku
(@H0)

Mocksa 2022 r.
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MpunoxeHune 4

OGpa3eu ochopMrieHMA XxapakTepuUCcTUKN C MecTa
NPOXOXAEHUA NPAKTUKKN

Xapakrepucruka®
Ha CTy[IEHTa/TKy __ Kypca
(haxyIpTETa apXUBOBEACHHS M JOKyMEHTOBEICHUS
Poccuiickoro rocyjapcTBEHHOI0 r'yMaHUTapHOIO YHUBEPCUTETA
(@HU0)

(®HO) npoxoamin/a MPOU3BOJCTBEHHYIO MPAKTUKY (IIPOEKTHYIO MPAKTHKY) B
Ha JIOJDKHOCTH .
3a BpeMs MPOXOXKICHHUS MPAKTUKH 00yJarUINKACA/00ydaroniascs
03HaKOMHUIICA/TIACh C! ,
BBITIOJTHSLII/a
ydJacTBoOBaj/a B

3a BpeMsa MPOXOXKIACHUS NPaAKTHKU (OHO) 3apexomenpoBain/a cebs

OueHKa 3a IPOXOXKICHUE MPEIUIIIIOMHOMN NPAKTUKH — € ».

PYKOBOI[I/ITCJ'IB IMPAaKTUKU
OT OpraHu3aluu (@H0)

(oama)
(noonucvw)

50bopmnaeTca Ha 6naHKe opraHmsaunm, saBepaeTcHd

nevyaTbi (Npu HaNWuun).

KakK



