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1. OB BEM, CIIOCOB 1 ®OPMA ITPOBEJIEHMSI
NNPOEKTHOM INIPAKTUKH

Beero: 6 3aueTHBIX eauHuMIl (216 akageMU4ecKuX 4acoB)

Ounas popma o0ydeHHUs

Kypc 4
CemecTtp 8
Tpynoemkocth, 3E 6
TpymoeMKOCTh, aK. 4yac 216
ITpogoIKUTENBHOCTh, HEEND 4
Crioco6 npoBeiIeHUs IPAKTUKH CraruoHapHas
dopMa MPOBECHHSI IPAKTUKH JIuckpeTHast

dopMa MpoMeKy TOUHON

JubbepeHIMPOBaHHBIM 3a4€T

aTTecTaluu (3amMTa OT4YeTa IO IPAKTUKE)
Ouno-3a04nas Gopma 00ydeHus

Kypce 4

Cemectp 8

TpynoeMkocTh, 3E 6

TpyaoeMKOCTh, aK. yac 216

ITpo10IKHUTENBHOCTD, HEIETH 4

Crioco0 mpoBeIeHUs] TPaKTUKH CramroHapHas

dopmMa MpoBeIeHHUs IPAKTUKH JluckperHas

dopmMa IpPOMEKY TOUHOM

JlnbdepeHIIpOBaHHEIl 3a9€T

aTTecTaluu (3ammTa OTYeTA [0 IPAKTUKE)
3aounas hopma 00yUyeHus

Kypc +f

Cemectp 8

TpynoeMkocTh, 3E 6

TpyaoeMKOCTb, aK. yac 216

ITpoI0IDKUTENBHOCTD, HEIETH 4

Crioco0 mpoBeieHuUs] TPaKTUKH CranuoHapHas

dopma npoBeIeHUs IPAKTUKU JluckpeTHas

®opma npoMeXXy TOYHOMH

JnddhepeHurpoBaHHBIN 3a9€T

arrecraliiu

(3ammTa OT4YeTa IO NPAKTUKE)




2. MECTO INPAKTUKH
B CTPYKTYPE OBPA30BATEJBHOHU ITPOT'PAMMBI

I[IpoekTHas MpakTHKa OTHOCUTCS K Bioky 2 «IIpakTHKI» 00s13aTeIbHON Ya-
cTH, OPMHPYEMOH yUIaCTHHKAMU 00Pa30BaTeNbHbIX OTHOLICHHH.

By mpakTHKH — IPOU3BOACTBEHHAS.

TuI npakTUKK — IIPOEKTHAs MPaKTHKA.

I[IpoxoXIeHre MPOEKTHOM NMPaKTUKK GasMpyercst Ha CyMMe 3HaHUHU, yMe-
HUii, HABBIKOB ¥ KOMIIETEHIH#, IPHOOPETEHHBIX 00YJalOIUMHUCS B XO€ U3y YCHHUsI
CIEAYIOUIUX OUCLIUILINH:

- JlIokyMeHTOBEIEHHUE,

- OpraHu3anys ¥ TEXHOIOHs JOKYMEHTAMOHHOTO 00ecTieueH s yrpasJie-
HYS;

- ApXUBOBE/ICHUE;

- ViHpOpMaIMOHHbIE TEXHONOIMH B JOKyMEHTAlMOHHOM O0ecHeueHu
YIIPaBJICHUs U apXUBHOM JIETIe;

- JlokyMeHTHasl IMHIBUCTHKA.

PesynbTaThl 00YUYEHHs TPH MPOXOXK/ICHUH IPOEKTHOH MPAKTHKA HEOOXOMUMBI JIst
nproGpeTeHus 3HAHUI ¥ HABBIKOB s Oy ryiuel IpodecCHOHANBHON JeSTebHO-
CTH TIIpU MPOBEJEHAN aHAIN3a COCTOSHHMs pabOThI C JOKYMEHTaMH Ha IpeIIpHs-
TUM ¥ pa3pabOTKU peKOMEH/IAIui 110 €€ COBEpLICHCTBOBAHMIO, & TAKKe M Kave-
CTBEHHOH IOJATOTOBKYM BBIIYCKHON KBaiu(uKanupoHHON paGotel. IIpoexTHas
IPaKTUKa SABJIAETCS COCTABHOM YacThiO yueOHOro mporecca, Ipu3BaHa 3aKperuTh
¥ YIIyOUTH TEOPETHUECKUE 3HAHHUS 110 TUCIUIUIAHAM IIPO(QECCHOHANBHOTO HKIIA,
UL W3YdeHHs CTyJEeHTaMH TpoLecca TOKYMEHTHPOBAHMS YIPABICHIECKOH Jiesl-
TEIBHOCTH COBPEMEHHbIX OpraHU3alii, OJTyYeHNs] IPAKTHIECKUX HABBIKOB B CO-
CTaBJIEHWH ¥ O(POPMIICHUHN JOKYMEHTOB.

3. IJIAHUPYEMBIE PE3YJIBTATBI ObYUEHUS
IPU NPOXOXKJAEHUU TIPAKTUKH

OpraHu3anys POEKTHO! NPAKTUKKM HalpaBjieHa Ha MOJyYeHHE MPaKTHIe-
CKHX 3HAHWM ¥ HaBBIKOB NMPO(ECCHOHATHLHON NeATENbHOCTH B Cepe TOKyMeHTa-
[IMOHHOTO OOecreueHus yrpasieHus, cOop MarepuaioB JUls BBIIOJHEHHS WHIU-
BH/IyabHOTO 33JJaHUs TI0 HAy9HO-UCCIENOBATENLCKOH paboTe U BBIITYCKHON KBa-
MAUKAMORHON paboTsl. IIpakTrKa SBISETCS 00sS3aTEIbHBIM JTAIOM 3aKpeIlie-
HUST 1 0000IIEHNs] TEOPETUIECKUX 3HAHUH U (OPMHUPOBAHMS NPAKTUIECKUX HABBI-
xoB GakanaBpa. OHa MOXeT ObITh CBS3aHA C TEMATUKOH BBIIYCKHOH KBanu(uKa-
IIHOHHOM pabOoTEI.

Ilenbr0 MPOEKTHOM MPAaKTHKU SBISETCS M3y4YeHHEe BUIOBOrO COCTaBa Cily-
JKeOHBIX TOKYMEHTOB, MCIIOIB3yeMbIX B JIESTENbHOCTH KOHKPETHOH OpraHu3alliy,
opsiiKa B OCOOEHHOCTeH HX 0(QOPMIEHNs, NPHOOPETEHHE NPAKTHIECKAX HABBI-
KOB CO3aHusl JOKYMEHTOB U TEXHOJOTHMI JOKyMEHTHPOBAHWs yIPABICHYECKOH
prdopmarmu. CTyIeHTaM NPeI0CTaBIAeTC BOSMOXKHOCTD IIPHOOPETEHHUSI OTBITA 1
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OIIpe/ieIeHHBIX HABBIKOB MPOheCCHOHATBHON paboThl, HEOOXOUMEIX I MOy e-
HUS KBanuduKanuy 6akaiaspa 110 HalpaBleHUIO «JIOKyMEHTOBEICHUE U apXUBO-
BefeHue». CTyneHTaM O0eCIeuMBalOTCs yCJIOBHUS, TO3BOJISIOIIUE IPOIOJDKATH
03HAKOMJICHHE B PeaIbHBIX YCIOBHSIX C OymyIiel mpodeCCHOHAIBHOM NeATebHO-
CTBIO, BOCIIOJIB30BAThCS HAKOILIEHHBIMH 3HAHKSIME M PaHee TOTyYeHHBIM Ipodec-
CHOHANTBHBIM OIBITOM, YMEHHSMH, HABBIKAMH TIPU PEIICHHH Pa3IMYHbIX Mpogdec-
CHOHAIBbHO-TIPAKTHYECKUX 33184 ¥ OCYIIECTBIIEHHS CITy)eOHBIX 00s3aHHOCTEH Ha
KOHKPETHOM y4acTKe paboThI.

3agayaMu MPOEKTHOM MPAKTUKH SBJISFOTCS:

- 3aKpeNuTh M CHCTEMATH3UPOBATh 3HAHUS, IOJyYEHHBIC CTyJCHTaMH B
TPOIIECCE TEOPETUYECKOIo 00yYeHus;

- HayaTh cOOMpaTh MaTepuai, HeOOXOIMMBIH I TOATOTOBKM BBIITYCKHOH
KBaTH(QUKAMOHHOM paboThl, B (poHNaX OMOMMOTEK, apXUBOB, APYTHX ClEHHAIA-
3UPOBAHHBIX YUPEXKIECHUIX Chepbl JOKYMEHTAIIMOHHOH [esSTEIbHOCTH;

- NOTy4UTh OOIIHe MPEeCTaBIEHNs O JesTeIbHOCTH OpraHu3aiuy U (W) eé
CTPYKTYPHOT'O IOJPA3AEICHHUS;

- 3aKPENUTh U Pa3BUTh KOMILIEKC IIePBOHAYAIBHBIX TPAKTUYECKHUX 3HAHUH U
HABBIKOB, HEOOXOUMBIX JUISl YCIIEITHOTO OCBOSHUS Oy IyILEro HampaBieHHs Mpo-
(beccroHANBEHOH [eATeNLHOCTH,;

- 03HAKOMUTHCS C OCOOEHHOCTAMH ()YHKIHOHUPYIOIIEH B OpraHU3aluy CH-
creMbl paGoTHl ¢ JOKYMEHTaMH, BBIIBHTH KaK JTOCTH)KCHHS, TaK M HENOCTATKH
CIIOKUBIIIEHCS TIPAKTUKHU pabOThI;

- YCTaHOBHThH JIETIOBbIE KOPPEKTHBIE OTHOLIEHHS C HE3HAKOMBIM KOJUIEKTH-
BOM, OOecIeuMBaIoOlie B3aUMOIIOHUMAHKUE M B3aMMOIIOMOIb MEXIY COTpYIHH-
KaMH.

KomrereHIny, (GOpMHUpyeMble B pe3yibTaTe IPOXOXKIEHHS MPOSKTHOH
MPaKTUKH:

CriocobeH MCIOoNIB30BaTh JAEHCTBYIOIIEe 3aKOHOATEIBCTBO U HOPMAaTUBHO-
METOIMYECKYI0 6a3y B MPODEeCCHOHANBHON IesITeNFHOCTH H CMEXHBIX 00IacTsIX
(s TIK-2);

Crioco0eH HCI0L30BaTh MpaBUiia MOATOTOBKH YIPABIEHYECKUX NOKYMEH-
TOB U BezleHus aenoBoit mepermcku (ITK-4);

CrocoGeH MCIIONB30BaTh COBPEMEHHBIE CHCTEMBI HH(POPMAIMOHHOTO 00ec-
neueHus fesrenbHocty opranmsanuu (s I1K-7);

Crioco6eH IPEMEHSTh MPaBuila OPraHU3alUH BCEX 3TaroB paboThl C JIOKY-
MEHTaMK pa3pabaThiBaTh U BHEJAPATH MPEIIOKEHUS 0 UX COBEPLICHCTBOBAHHIO
(s TIK-R);

CriocobeH OpraHu30BaTh paboTy Ciy’KObl TOKYMEHTAlMOHHOTO obecrede-
HUs yrpaBjieHus U apxuBa opranusanuu (s [TK-10);

CriocobeH OCyIIECTBISATH IUIAHUPOBAHUE, KOOPIUHALUIO U KOHTPOJb Hesi-
TENFHOCTH IIepCOHAlla, OPraHW30BaTh IPOM3BOJCTBEHHBIE IPOLECCHl IO HAIpaB-
nenuio npodeccronanbHoN AesTensHocTd (s [K-11);

Crioco6eH co3iaBaTh yIpaBleHYecKre JOKYMEHTBI UCIONB3Ys OpUIHaIbHO-
nenosoi ctiuib peun (ITK-12);




CriocoGeH OpraHu30BaTh i NPYHUMATh y4acTue B paboTe KOMHUCCHH I10 SKC-
epTU3e HEHHOCTU IOKYMEHTOB, BIaJeTh HaBBIKAMHU KOMIIIEKTOBAHHS, yIeTa (st
[1IK-14);

CriocobeH CaMOCTOSATENIBHO HMCIIONE30BaTh COBPEMEHHBIE TEXHHYECKUE
cpezncTBa (OQUCHYIO TEXHHKY) B IOKyMEHTALHOHHOM 00€CTieYeHNH YIPaBICHHs U
apxuBHoM nene (ITK-17);

CriocobeH BiajeTh HaBBIKAMHU HCIIOJIB30BAHUS HH(OOPMAIIMOHHBIX TEXHOJIO-
TUif B TOKyMEHTALMOHHOM OOECIIEYEeHUH YIIPaBICHHs U apXUBHOM JIeJIC (s TTK-
18);

CriocobeH paboTaTh ¢ IOKyMEHTaMH COJEpKallMMU HH(POPMALHIO OrpaHu-
YEHHOT'O JOCTYyIIa IPUMEHsISI COBPEMEHHBIE METO/IBI eé 3amuthl (s [TK-22).

B pe3ynbTaTe MPOXOXK/IEHHS IPOSKTHON MPAKTHKU 00yYalOMHCs IOJDKEH:

- 3HaTh JelcTByIOlIEee 3aKOHOJATENbCTBO M HOPMATHBHO-METOANYECKYIO
6a3y B MPO(ECcCHOHATBHOM JesTENBHOCTH M CMEXHBIX 00IaCTAX (most TIK-2);

- 3HAaTh COBpPEMEHHbBIE CHCTEMbI HH(POPMAIMOHHOTO 00eCTeueH s JIeqTeNb-
Hocty opranmsarwn (s [1K-7);

- 3HATh 3KCIIepPTH3Y IeHHOCTH JoKyMeHToB (s TTK-14);

- 3Harh UHPOPMAIMIO OTPAHUYEHHOTO JOCTYIIA ¥ COBPEMEHHbIC METOIbI €&
sarmThl (s [TK-22).

- VMeTh UCIIONb30BaTh MpaBmia IMOArOTOBKH YIPABICHIECKUX TOKYMCHTOB
v BemeHus nenosoi nepemucku (s [TK-4);

- VMeTh cO31aBaTh yIPaBIeHYECKHE TOKYMEHTH! MCTIONb3ys OQUIHATbHO-
nesnoBoi ctuib peun (s T1K-12);

- VMeTh OpraHM30BaTh W [PUHEMATH yJACTHE B paboTe KOMHCCHH IO 9KC-
NepTU3€e HEHHOCTH AOKYMEHTOB, BJIaJeTh HaBbIKAMU KOMIUIEKTOBAHNUS, y4eTa (st
[IK-14);

- VMeTh CaMOCTOSITEILHO HCITOJIB30BaTh COBPEMEHHBIC TEXHUYECKUE CPEeNl-
cTBa (OGHCHYIO TEXHUKY) B JOKyMEHTAIIHOHHOM O0ECIIeUeHUH YIIPABICHIS 1 ap-
xusHOM gene (s [TK-17);

- VYMeTh OCYIIECTBISATh IUIAaHHPOBaHWE, KOOPAWHALMIO M KOHTPOJE Iesi-
TENBHOCTH NepCOHalla, OPraHW30BaTh NPOM3BOACTBEHHBIE IPOLECCH MO Halpas-
nenuo npodeccrHonanbHoM gesrtensHocTH (s TIK-11);

- BlrajeTh HABBIKAMH NPHMEHSTH TPaBHa OPraHU3AlMI BCEX 3TarloB pabo-
THI C JOKYMEHTaMH pa3pabaTbiBaTh W BHEAPSTH MPEATIOXKEHHs IO UX COBEPIICH-
croBanuio (s I[1K-8);

- Brnajgers HABBIKAMU OPraHM3alM¥ PabOThI CIIyXObl NOKYMEHTAllHOHHOTO
obecriedenus yrpasienus u apxusa oprauuzanuy (s [1IK-10);

- BrazietTh HABBIKAMHU HCIIOIb30BAHMS UH(POPMAIHOHHBIX TEXHOJIOIUH B 110-
KyMEHTALHOHHOM 00eCIIeueH Iy YIPABICH s U ApXUBHOM Jele (U1 [TK-18);

- BriazieTh HABBIKAMH KOMILIEKTOBAHHUS, yueTa ToKyMeHToB (ms I1K-14);




4. COIEP)KAHUE ITPAKTUKHA
4.1. CTpykTypa NPaKTHKH

Ounas ¥ 04HO-3204Has opma

Ne pazaena HaumenoBaHnue pasjaena IIpomo/KATENb-
(3Tana) (aTana) HOCTb, IHeH
| Oprasu3anuOHHO-II0ATOTOBUTEIbHBIN STall 4
PyGexHbiid KOHTPOJIb Ne ] 1
) CraxupoBka 10
Py0esxHbIi KOHTPOJIb Ne 2 1
3 Coop u oopMIIeHHE MaTEPUATIOB 2
PyGesxublii KOHTPoIb Ne 3 1
4 [ToxroroBka ¥ 3a1yMTa 0T4YeTa [0 NIPAKTHKE 1
Bcero: 24
3aounas ¢opma
Ne paspgena HaunmeHnoBaHue pasjeia IIpoxosKuTEN D=
(3Tama) (3Tana) HOCTb, THEH
1 Oprasu3anuoHHO-II0JTOTOBUTENbHBIH Tl 4
PyGexHbIi KOHTPOJIb Ne | 1
5 CraxxupoBKa 10
Py0exHbI KOHTPOJIb Ne 2 1
3 C6op u oopMmIIeHHE MaTEPUAIIOB 2
PyGerxHbIi KOHTPOJIb Ne 3 1
+ [ToAroTOBKA M 3alllATa OTYETa 110 IIPaKTUKE 1
Bcero: 24

4.2. Buasl pa6oT, BHINOTHSEMBIX IPH NPOX0KICHUH NPAKTHKH

Opranu3alMOHHO-NOATOTOBHTEIbHbIIH 3TaMN

Cobpanue 110 npoeKTHOH npakTuke. [ToAroToBka TOKYMEHTOB A IPOXOXK-
JeHHs] TpaKTHKH: odopMIEHWe JOMycka Ha Npeanpusrie (B OpraHH3alHxIo);
ohopMIIeHHEe YaCTH Pa3zieNoB AHeBHMKA mpakTuky. CoriacoBanue HHAMBAYalb-
HOTO 33/1aHus Ha MpakTuky. O01iee 3HaKOMCTBO C IIPEANPUATHEM (opranuzanuein),
0630pHas SKCKypcus. lIpencTaBieHHe CTYACHTOB COTPYIHMKaM OpraHu3alyim.
MHCTPYKTaX 0 TeXHUKE OE30MMaCHOCTH.

PyGexupIi KoHTposh Ne 1 (Iist O4HON U 09HO-3209HOH GOpM o0y4eHus).




CraxupoBka

ITpuo6perenue NPOGECCHOHATLHBIX U OPraHU3aTOPCKAX HABBIKOB. N3yue-
HAE OpraHM3allii ¥ ee HayYHO-HCCIEeOBATENECKON JeATENbHOCTH. Hemnocpen-
CTBEHHOE y4YacTHe B IUIAHMPOBAHWM HAay4dHOW paOOTBI HMPEITpPHATHS (opranuza-
mun). PaGoTa ¢ TeXHMYECKOMN, HOPMATHBHON IOKyMEHTAlMeH, HayYHbIMK H3JaHH -
sMu. BeimonHeHrne GyHKIMOHAIBHBIX 0083aHHOCTEN JOJDKHOCTHBIX JIMI[ B Kaue-
CTBe TIOMOIIHKKA [0 paboTe ¢ JOKyMeHTaMu. YyacTue B coemanusix. Odopmie-
HUEe COOTBETCTBYIOIUX Pa3AeoB JHEBHUKA MPAKTHKH.

CTaXUpOBKa SIBISETCS OCHOBHBIM 9TarioM NMpakThku. CTyAeHTsI IproOpe-
TAalOT NpodeccHOHaIbHbIE i OpraHW3aTOPCKKe HaBbIKU. Ha HadalbHOM dTare CTa-
’)KUPOBKH CTYJIEHTBI H3y4alOT HOPMAaTMBHO-METOJUYECKHE TOKyMEHTBI, yCTaHaB-
NMBAIOT TPeGOBaHMS K JOKYMEHTHPOBAHUIO JESTETBHOCTH OpraHu3alliy, 3a(uK-
cHpoBaHHble B HuX. K TakuM JIOKyMeHTaM OTHOCSTCS MHCTPYKLHS [0 ACIONPOH3-
BOJICTBY, IpaBiiIa 0hOPMIEHHs T0OKYMEHTOB, PErJIaMEHTHI, IPUKa3bl (pacropse-
HYS) O TIOPSIJIKE CO3MAHMUSI M COTJIaCOBAHMUSI OTACIBHBIX BUIOB IOKYMEHTOB.

CTyZeHTBl BBISBIISIOT CUCTEMBl JOKyMEHTAI[MH, B TOM 4YHUCJIE C PEKHMOM
orpaHEdeHHOro pocrtyna. CTyJeHTBl OIpENeNsiOT BHIOBOH COCTaB JIOKYMCHTOB
yTix cucteM. Ocoboe BHEMAHHE OOpaIalOT Ha YHH(UIMPOBAHHBIE (OPMBI U
dopMbI, pa3paboTaHHbIE COTPYAHUKAMH OpraHM3alHH. YuubunupoBaHHsle (Gop-
MBI SIBJISIFOTCST B)KHBIM 3JIEMEHTOM, TMO3BOJIIOLIMM HKCIIOJIb30BaTh B IIPOLECCEe
yIIpaBJeHusl JOKYMEHTAIMell COBpeMEHHbIE KOMIIBIOTEPHBIE TEXHOIOTHA U 6a3bl
HaHHBIX. J{IS BBIABIEHWsS BHIOBOTO COCTaBa JIOKYMEHTOB CTYAEHTBI NPOBOIIT
OTPOC CIEMUATUCTOB opraHu3aiuu. CTy/[eHTbl YCTaHABIMBAIOT HA3HAUCHHUE BBI-
SIBIICHHBIX (hopM. B JHEBHHKE MPAKTUKK CTYAEHTBI 3alUCBIBAIOT CHCTEMBI 1OKY-
MEHTAIUH U (PUKCHPYIOT Haubojee pacIpOCTPaHEHHBIE BUJIBI JIOKYMEHTOB, TpHU-
MeHsieMble B JOKyMeHToo6opoTe opraxusaiun. CTyIEHTBI MPOBOIST JeTAIbHbIH
aHAIM3 OPraHM3alMOHHO-PACTIOPSIUTENBHON JOKYMEHTAlMK II0  CIICAYIOIINM
rpynmnam:

- OpraHHM3alHOHHBIE JOKYMEHTHI, [PMMEHSEeMble B YIPABICHICCKOH Jes-
TEJIbHOCTH;

- pacHopsUTENbHBIE JOKYMEHTH W COCTaB JOJIKHOCTHBIX JIMLI, HMCHOIIHX
IIPaBO W3JIaHUs PACTIOPSAUTENBHBIX TOKYMEHTOB;

- BUBI ¥ Ha3HAYeHKWe HHPOPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

Ha crie/yfomeM Tare CTaKHPOBKY CTYICHTH! JOJDKHBI U3y9UTh OCOOCHHO-
¢t o(OpMIIEHHS YIIPAaBIeHIECKIX JOKyMeHToB. [Ipu ananuse oGopMICHHS H T1O-
pSAKA COCTABIEHMS YNPABICHYECKOH JOKYMEHTAMM CTYAEHTBI MOJDKHEL obpa-
IIaTh BHUMaHKe Ha:

- HajWY¥Me HeoOXOIMMBIX PEKBH3HTOB (HAUMEHOBAHWsI OpraHM3alliH, BHUIA
JIOKyMEHTA, 3arojl0BKa, J1aThl, PErUCTPALIMOHHOTO WHJIEKCA);

- IPaBWJIBHOCTH aPECOBAHKs JOKYMEHTA;

- TIOPS/IOK BHYTPEHHETO U BHELIHETO COTJIaCOBAHMS;

- JTamBl yJOCTOBEPEHHUS] JOKYMEHTOB (IIOJMKCAHKUE, YTBEPXKACHHE, M10CTa-
HOBKa I1€9aTH).

CTYZIEeHTH! JOIDKHBI YCTAHOBUTH BHJIBI IOKYMEHTOB, Ha KOTOPBIE B OpraHu-
3aIUM MPOCTABIISIETCS [1€YaTh, YCTAHOBUTh KOJIMYECTBO NMPHMEHAEMbIX PasHOBHUA-
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HOCTeH rmevaTel W MTaMIIoOB. B mpolecce aHaiu3a ynpaBlIeHYECKUX TOKYMCHTOB
CTYZIEHTBI JIOJDKHBI COIIOCTABUTH CIIOXKHUBIIYIOCS MPAKTHKY C TpeOOBaHUSAMHU HOP-
MaTHBHO-METOIUYECKUX aKTOB.

IIpy HaMMYWK B OPraHM3ALMK KOMIIBIOTEPOB CTYACHThI OMUCHIBAIOT IPUME-
HSieMble TIPOrpaMMHBIE CPEJICTBA U UX (yHKIMOHAIBHBIE BO3MOXKXHOCTH. CryneH-
THl 0OPAIAIOT BHUMaHWE Ha NPUMEHEHHE TPa(papeTHBIX TEKCTOB, HaOOpOB CTaH-
napTHeIX (pa3 u BeipaxkeHui. Ocoboe BHUMAHUE JOJDKHBI YACHATH 3aI0THEHHIO
YHUDUIMPOBAHHBIX (OPM, YTBEPXKIEHHBIX (efepanbHbIMU BELOMCTBAMH (6yx-
rajTepcKue, KaJpoBble, NEPBUYHbBIC CTATUCTUIECKHE JTOKYMEHTBIL. )

CTy[eHTBl NPOBOJST aHAIU3 JOKyMEHT0000pOTa, ONMPENENIOT MapIipyThl
JIBAYKEHUS] BXOJALIEr0, UCXOSINEro ¥ BHYTPEHHETO JTOKYMEHTOIIOTOKOB, BbIYEP-
YHBAIOTCS OTEPOrpPaMMBL. B pesynbTare H3ydeHHs JOKyMEHTO000pOTa CTyIEHTE
JIETAlOT BBIBOJBI O €r0 OIEPATHBHOCTH, LENEHAIIPaBICHHOCTH, ONTHUMAJIBHOCTH.
CTyIeHTHI TIOICYUTHIBAIOT 06BEMBI TOKYMEHTOO00POTA.

CTyZeHTH H3y4aloT OCOGEHHOCTH HMH(OPMAIMOHHO-TIOUCKOBOH CHCTEMBI
OpraHu3aluK, 00paIlaloT BHUMaHKue Ha (OpMy PEeriCTpallii, ONPEACIIAIOT pano-
HaJIBHOCTh €€ NMpUMEHEHUs. AHAIM3UPYEeTCsl COCTaB PEKBU3UTOB, (bukcupyeMbIX
TP PErvCTPALfy, CTEIIeHh UX COOTBETCTBHS HOPMATHBHBIM JIOKYMCHTaM. Cry-
JIEHTHI OMUCHIBAIOT KAPTOTEKU U 0a3bl JaHHBIX O JOKYMEHTaX OpraHu3aIiH.

CTy/IeHTBl M3y4YaloT TEXHOJIOTHIO KOHTPOJs HCIOJHEHHs JIOKyMEHTOB,
OIpPENIENAOT B3aUMOCBA3b PETUCTPALMK U KOHTPOJIS, aHATM3UPYIOT MEPEdHH J10-
KyMEHTOB, [OUIe)KAIIIX KOHTPOJIO ¥ CPOKU UCIIOJHEHHUS JOKYMCHTOB.

B mporecce MPOEKTHON MPAKTUKU CTYICHTHI oOpMIIAIOT KOHBEPTHI U pe-
eCTpBI JUIS OTTIPABKH JIENOBBIX mrceM. OHH OCYIIECTBISIOT B3aUMO/IEHCTBHE C pa-
OOTHMKAMHM ITOYTHI 110 MTOJy9IEeHHUIO UM OTIIPAaBKe KOPPECIIOHICHIINH.

CryzeHTaM MOKeT OBITh IOpydeHa pabora IO IOArOTOBKE JOKYMEHTOB U
e K apXMBHOMY XpaHeHHIo. B pamkax 3aaHuil JaHHOTO THIIA CTYACHTBI CHCTE-
MATH3UPYIOT IOKyMEHTHI B JieKaX, HyMEepYyIOT JIUCTEI, 3alI0JIHSIOT JIUCTEI BHYTPEH-
Hell OIMCH JieJia ¥ JIMCTa-3aBepUTENs Jielia, [0 MOpyYEeHHuI0 pabOTHUKOB OpraHu3a-
IIM¥ TOJIIMBAIOT JOKYMEHTHI B JIeJia JUlsl JUIMTENEHOTO XpaHeH!s!, 0DOPMIISIOT 00-
oKy gena. CTyIeHThl TOTOBAT OMMCH M€l JUTUTEIBHOTO XpaHeH S VI epelatdn
B apX¥B OpraHu3alui (UM rocy1apCTBEHHbIH apXUB).

CymecTByolpe TPaUIMH BBIIOJIHEHUs BCEX BHJIOB 3THX TEXHOJIOIHE-
CKHIX ONepalyili CpaBHUBAIOTCS ¢ TPeOOBaHUSIMH HOPMAaTHBHBIX aKTOB. Takum 06-
pa30M, CTy/IEHTBI Y4aTcs BBIABIATH OCOOEHHOCTH PabOThl C IOKyMEHTAMH B Opra-
HU3ALMHA, eé JOCTOMHCTBA M HEJOCTATKH M pa3pabarhIBaTh IPEUIOKEHHUs IO CO-
BEPIIEHCTBOBAHUIO CUCTEMBI PaOOTBI.

3ydenne ocoOeHHOCTEH pabOThl CTPYKTYPHOrO MOAPA3ACICHUA — MECTa
IIPOXOXKIEHHs [IPAKTUKH. VI3yueHue moyoxeHns 0 CTPyKTYPHOM M0/pa3Jie/IeHIH,
JIOJDKHOCTHBIX MHCTPYKIHH COTPYIHMKOB, HOMEHKIATy Pl /e, Tabels 1 apboMa
dhopM 1oKyMeHTOB. M3ydeHue Mpou3BOJICTBEHHBIX (YHKIMH MOAPA3IEICHIS, BU-
JIOB BBIIONHSIEMBIX pabot. V3ydeHue HOPMATHBHO-IIPABOBBIX JOKYMEHTOB, OIpe-
JNENSIFOIIAX TEXHOJIOTUIO ¥ MOPSIOK pabOoThI ¢ TOKYMEHTAMH, PACTIPECIICHUS 00s1-
3aHHOCTEW BHYTpPH IOJIpa3eICHHUs.




C6op aHaTWTHYEeCKHX K rpaduyeckux (Omeporpammsl, MapuIpyTHO-
TEXHONOTHYECKHE KapTHI, TpaQyKu JOKyMEHTOO0O0POTa U T.I1.) MATEPUAJIOB Ha OC-
HOBAHWH WHIMBUIYaIbHOro 3ajmanus. CrucTeMaTH3alus COOPaHHOTO Marepuaia.
OdopMIieHre COOTBETCTBYIOIIMX Pa3/Ie/ioB AHEBHUKA MPAKTUKH.

PyGexuplit KoHTpoIb Ne 2. (11151 OYHOU M OYHO-3209HOH dbopm 00ydeHus).

Coop u oopMiIeHHE MATEPHAJIOB

C6op aHAJIMTUYECKUX U IpapuyeCcKux MaTepuajoB HAa OCHOBaHWHM MHIHWBH-
nyanpHOro 3amanust. CucreMaTH3anyus COOPaHHOTO MaTepuana. Odopmienue co-
OTBETCTBYIOIMX PAa3[eNoB IHEBHUKA MPaKkTUKU. IlomydeHne XapakTepUCTHKH OT
PYKOBOJIUTEJIS IPAKTHKHA OT IPEANpHUsTHS (OpraHU3alHH).

IMoaAroToBKa M 3alIUTA 0TYETA N0 NPAKTHKE

3aBepirenne oGopmiIeHHs JHEBHIKA pakTuki. OpopmiieHre 1 coracoBa-
HHE C PyKOBOJUTEISIMU OT yHUBEPCHUTETA U OT MPEANPUSITHS (opranuzaruu) oTde-
Ta 10 MPAKTHKE.

3ammra OT4YETa TEPE PyKOBOAUTENEM IPAKTUKU OT YHUBEPCUTETA.

3aBepienne oGopMIIeHH s JHEBHHKA TpakTUkK. OdopMiIeHHIE U CornacoBa-
HHE C PyKOBOIUTEISIMU OT YHUBEPCHTETA U OT NPEATPUSTHS (opraHm3alim) oT4Ye-
Ta MO MPAKTHKE.

3amuTa OTYETa [epe]l PyKOBOIMTENEM [IPAKTHKH OT yHUBEepcHTeTa. Pesyiis-
TATHl U3YUEeHHs M aHaIN3a CTYJEHTOM CHUCTEMbI JIOKYMEHTHPOBAHUS YIIpaBICHIE-
CKOlf NeSTeNbHOCTH ¥ TEXHONOTMH PaboThl C JOKyMEHTaMH SBISIOTCS OCHOBOH
JUTS HAIIMCAHYIS BBIIYCKHOM KBanu(pUKaIMOHHOK paboThl. OHU Nal0T BO3MOXHOCTD
IOITOTOBUTH OOOCHOBAaHHBIE MPEJIOKEHHS 110 COBEPILICHCTBOBAHUIO CUCTEMBI /1€~
JNOTIPOM3BOJICTBA B OpraHM3alldd C Y4ETOM COBPEMEHHBIX HOPMAaTHBHO-
METOMYECKHX TpeOOBaHMI 1 HOBEHIIMX TEXHOIOTHH.

5. ®OPMbI OTYETHOCTH 11O INIPAKTHUKE
OCHOBHBIMH (JOPMAaMM OTYETHOCTH IIO IMPOCKTHOH TpPAKTHKE SBISIOTCA
JTHEBHUK MPAKTUKKA ¥ OTYET I10 IIPAKTHKE.

5.1. JlHeBHUK NPAKTHKH

JIHeBHUK MpakTUKW (MpHIOXKeHHe 1) sBISeTCS MEPBUYHBIM OTUETHBIM J10-
KyMEHTOM 10 mpakThke. Ha opraHu3alioHHO-NOATOTOBUTEIEHOM 3Talle oopm-
JISIOTCS CIIeIYIOIMe pa3/esibl AHEBHUKA MPAKTUKU: TUTYJIBHBIA JIUCT, HalpaBie-
HUe Ha NPaKTHKy, WHIMBHIyallbHOE 3aJaHHe Ha NPaKTHKY, KaJIeHTapHbIA IUIaH
TIPaKTUKH, BHOCATCS CBEIEHUs 00 y4acTHH B NPOM3BOJCTBEHHBIX IKCKYPCHSAX B
paMKax OOIIero 3HaKOMCTBa C IMPEANPUATHEM (opranuszauueii). Hanpasnenue Ha
IPAKTHKY CKPEIUISeTCS MOJIMHUCAMEA PyKOBOIUTENS NPAaKTUKK OT yHHUBEPCHTETa,
nekaHa (aKyIbTeTa, nmeyaTsio (paxynsrera. MHauBUyanbHOE 3a/[aHAE CKPEIIACT-
Csi TIONMHCHI0 PyKOBOIHMTENS NPAKTHKM OT yHMBepcuTeTa. KaleHnapHbd IUIaH
[TOMMCHIBASTCS PYKOBOAUTEISIMH TIPAKTUKU OT YHHBEPCUTETA ¥ OT NPCIANPUATHS
(opraHu3aIum).

[To Mepe NPOXOKIEHUs STAIOB HPAKTHKA OOYHAIOIIMHCS BHOCHT KpaTKHe
3aITICH B COOTBETCTBYIOMIIE Pa3ielibl AHEeBHUKA IPAKTUKHU (IIepeIHCIIEHIE 1 KpaT-
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Kasi XapaKTePHCTHKA BUIOB BEIONHEHHOH paboThl U TEOPETUUECKOM MOJTOTOBKH,
OI¥caHye MepeIoBBIX MeTOI0B paboThl Ha NPEANPUITHH 1 T.IL.)

Mo OKOHUYAHHM KaXIOTO 3Tala MPOXOXIEHUs NMPAKTHKH (Ha KaXIOM py-
GeXHOM KOHTPOITE) 3aTOJHEHHE COOTBETCTBYIOLIMX Pa3/IesioB IHEBHUKA PAKTHKA
KOHTPOJUPYETCS PYKOBOJHUTENEM PAKTHAKA OT yHUBEPCUTETA.

K OKOHYAHMIO NPAKTHKM THEBHUK NPAKTHKHA JOIDKEH OBITh 3alOJHEeH,
CKPEIUIEH TOHMCHI0 PYKOBOJMTENS PAKTUKY OT OPraHu3aliy U MOAIHCHIO Py
KOBOZIUTEJIS MPAKTHKHM OT YHUBEPCUTETA, JlaHa XapaKTepUCTHKa paboTsl 00y49aro-
[[erocsl Ha TIPAaKTHKeE, HAIIMCAaH OT3BIB CTY/ICHTA I10 NMPAKTHKE.

Ha sTare moAroTOBKH K 3alliTe OTYETa [0 MPAKTHKE 00yYaromuMcs 3aro-
HSIeTCS pasJieNl IHEBHUKA 110 IIpaKTHKe « BHIBOIBI M NPEIOKEHHUA O MPAKTHKE.

OdopMIIeHHbIH B TIONTHOM 00beME THEBHHUK I10 IPAKTHKE ciaércsi B yKasaH-
HbII pYKOBOJUTENIEM NPAKTUKH CPOK.

5.2. Or4yeT N0 NpaKTHKE

B oryere oOyyaroLMicCs AaeT KpaTKOe ONMCAHNE NpoJIeIaHHOM paboThI 32
BpeMSI IIPOXOXKIECHHS TIPAKTHKH.

COOTBETCTBYIOIIME Pa3fieibl OTYETa BBIIOIHIIOTCS 110 OKOHYAHHH KAKIOT0
JTara MpakTHKU U COTJIACOBBIBAIOTCS € PYKOBOJHUTENIEM IPAKTHKK OT yHHBEPCHTE-
Ta Ha COOTBETCTBYIOIIEM PyGeKHOM KOHTPOINE (IPU HAIIMYHH).

OKOHYATEIBHO OTYET I10 MPaKTHKe 0(GOPMILIETCS] Ha IOCIIETHEM 3Talle IpO-
XOXKIEHHS IPAKTUKM ¥ [PEACTABIAETCS PyKOBOIMTEIIO OT YHUBEPCHTETA Ha 3a-
nmTy (muddepeHInpOBaHHbIN 3a4eT 110 UTOraM npaktuky). CobpaHHbIe IPH IPO-
XOIKJICHUH NPAKTUKKA MaTePUaJIbl BKIIFOYAIOTCSA B OTYET B Ka4€CTBE TIPUIOXKEHUH.

B cocraB MaTepHajoB [0 IPaKTUKE B 00s3aTeIHHOM MOPS/IKE BXOIAT: aHa-
u3 1 GOpMBI JOKYMEHTOB, (POTO MaTepualsl, pe3yJIbTaThl TeCTa o HOPMATHBHLIM
TOKyMEHTaM.

6. ®OHJI OLIEHOYHBIX CPEJACTB
JUISI ATTECTAITAM IO IPAKTUKE

6.1. IlepeyeHb OLIEHOYHBIX CPEACTB
1. BanmnpHO-peHTHHTOBAs CACTEMA KOHTPOJIA ¥ OLCHKH aKaJeMUYeCKOW aKTHBHO-
cru cryaenToB B KI'Y
2. JIHeBHUK [TPAKTHKA
3. OT4er 1o MpaKTUKe

6.2. Cucrema 6a/11bHO-PEHTHHIOBOH OLIEHKH
paGoThI CTYAEHTOB NPH NPOXOKICHHU NPAKTHKH

(JUTst OYHOM U OYHO-3a04YHOM HOPM 00ydeHus1)
Tekymuii KOHTPOJIb IIPOBOJMUTCS B BHE KOHTPOJIS BBINOIHEHHS o0yuato-
[IEMHCS KAJIEHapHOTO TUIaHa MpakThkK — Jio 10 6amios 3a KaKJIBIM U3 IEePBBIX
Tpex JTaroB IPaKTHKU (Makcumy™ 20 0aJ1J10B).

11



PyGexHble KOHTPOJIH IPOBOASATCS PyKOBOJUTEIEM MPAKTUKU OT YHHBEPCH-
TETa I10 3aBEPLICHUIO KAXIOTO U3 IEPBBIX TPEX 3TAIlOB IMPAKTHKY.

PyGexnbiii koHTpoab Ne 1 (n0 20 6a/110B).

Py6Gexubiiit KoHTpoib Ne 2 (10 20 6a/1710B).

PyGexubiii kKoHTpoab Ne 3 (10 20 6a/10B, B TOM YHUCIIE XapPAKTEPUCTUKA
PYKOBOAUTENSI OT mpeanpustust — 1o 10 6amnos).

JnddepenuupoBannblii 3aueT (3alUTa OTYETAa IO MpakThke) — mo 20
0aJL10B.

(st 3204HOM (OPMBI O0YUIECHHMS )

Texkymuii KOHTPOJIb IIPOBOIUTCSA B BH/IC KOHTPOJIS BBIIONHEHHs 00y49aro-
IUMUCS KaJEH/IapHOTrO TUTaHa MpakTUKU — 1o 10 6amioB 3a KaXIbli M3 MEPBBIX
Tpex 3TanoB MpakTky (Makcumym 30 6aJ1710B), 32 KA4€CTBO MOATOTOBKH [10KY-
MEHTOB U METOMYECKUX pa3paboToOK Mo mpakTHke (Makeumym S50 6a110B).

JuddepenuupoBannplii 3auer (3aUTa OTYETa IO MNpakTHKe) — Ao 20
0aJs10B.

Jlist jomycKa K IPOMEXYTOYHOM aTTeCcTal[Uy 110 UTOraM NpakTuky (Judde-
PEHIMPOBAHHBIA 3aueT) oOydaromieMycs HeoOXOJ¥MMO Habparh MO pe3yibTaTam
TeKyIIero U pyOexHOro KoHtpoieil He MeHee 50 6aiIoB, MONHOCTBIO OYOPMHUTH
JIHEBHUK MPAKTHKK U OTYET IO MPaKTHUKE, BHIIIOIHUTE B IIOJIHOM 00beMe HHAUBHU-
IyallbHOE 3aJaHue.

JInst OJTyYeHus 10 UTOraM IPaKTHKH «aBTOMAaTUYECKK» OLEHKH «yIOBIle-
TBOPHUTENILHO» 00ydJaroieMycst HeoOxouMo HabpaTh MUHUMYM 68 6aiios, moJ-
HOCTHIO O()OPMHUTH JHEBHUK MPAKTHKUA M JOKYMEHTHI II0 IPAKTHKE, BBIIIOJIHUATH B
IOJTHOM 00BEMe WHIMBHU/IyalIbHOE 3a/laHue.

I[To COracoBaHMIO C PYKOBOAWTENEM MPAaKTUKKU OT yHHMBEpCUTETa 00yyaro-
memycsi, HabpaBileMy MHUHUMYM 68 GaioB, MOTYT OBITH JOOABJIEHBI JOMOJHHU-
TenbHbIe (OOHYCHBIE) Gayulbl 32 Ka4eCTBEHHOE BBIIIOJHEHUE U IEPEBBINOTHEHHE
IUIaHa [PaKTUKU (HampuMep, JOCPOYHOE BBIIOJHEHHE Pa3JesioB KypCOBOrO Ipo-
eKTa, 0a3MpyOIIEerocs: Ha MaTepraiax IPaKTHKK) U BBICTABIEHA «aBTOMATHYECKID
OIIEHKA «XOPOIIIO» WU «OTIAYHOY.

B ciyuae ecy 110 UTOTaM TEeKYIIEro i pyOexHBIX KOHTpoJiel HabpaHa cym-
Ma MeHee 50 6ayIoB, JUIs JONMYCKa K 3a4eTy IO IMpaKTHKe o0ydaroleMycs Heob-
XOJMMO HaOpaTh HeJOCTaloIIee KOJHIECTBO 0a/IOB 3a CYET BBIMOJIHEHHUS JOMOJI-
HUTEILHEIX HHIAUBUAYATBHBIX 3a1aHuil. @OpMBI JONOJIHUTEIBHBIX HHAUBUALYATIb-
HBIX 33J]aHWM HA3HAYAIOTCS PYKOBOJAUTENIEM IPAaKTUKHM OT YHHUBEPCHTETA U Ipes-
CTABISIOT COOOit 3aJaHKs MO BBINOJHEHMIO MEPOIIPUSTHI CTaXKUPOBKHU, COOpY Ma-
Tepuaa, BHIIOJHEHHIO Pa3/elloB KypCOBOIO NpOeKTa, Oasupyromerocs Ha mare-
puanax npakTUKH.

JIuKBUAALMS aKaJeMUYECKHUX 3aJI0JDKEHHOCTE!N, BOZHUKIINX H3-3a Pa3sHOCTH
B y4eOHBIX IUIaHAX IPH IEePeBOJIe WM BOCCTAHOBJIEHUH, NMPOBOIUTCS IIyTEM BBI-
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[OJHEHHS JOMOJIHUTENBHBIX 3aJaHui, Qopma K 06BbeM KOTOPBIX OINpPEemsieTCs
PYKOBOJUTEIEM TIPAKTHKH.

Kpurepuu Iepecyera 6auioB B TPAAULMOHHYIO OIIEHKY TI0 HTOraM IpOXO0iK-
JIEHUS TIPaKTUKH:

- 60 1 MeHee 6aUIOB — HEYIOBJIETBOPUTEILHO

- 61...73 — yIOBIETBOPUTEIIEHO

- 74...90 — xopo1o

-91...100 — OTIMYHO.

6.3. Ilpoueaypa OUeHHBAHHS Pe3yIbTATOB NPOXOKAeHHs PAKTHKH

Py6esxupblii kKoHTpoab Ne 1 nmpoBoauTcs MO OKOHYAHHWM IIEPBOTO 3Tala
IIPAaKTHKK, KOTOPhIE UMEIOT IS CTy/JCHTa 03HAKOMHTEJbHBINA XapakTep. PyKoBo-
JTeNh TIPAKTUKHA OT yHUBEPCHTETa IPOBEpSET YPOBEHE IOTOBHOCTH CTyJIeHTa K
BBIIOJTHEHHIO TIPAKTHYECKHX 3a/[aHKi OCHOBHOTO dTala MpaKTHKM — CTKUPOBKH.
Py6esxHBIi KOHTPOJIb MPOBOIUTCS B dopme ycTHOTO cobece0BaHuUs 110 BONPOCaM,
OTHOCSIIMMCS K TIEPBBIM TPEM dTallaM MPaKTHKH. PyKOBOIMTENEM TAKOKe aHaJIM-
3UpyeTcs MONHOTA OOPMIICHIS COOTBETCTBYIOIIMX pasae/ion JTHEBHUKA IIPAKTHKA
¥ OTYETA IO MPaKTHUKE.

PyGexublii KOHTpob N 2 NPOBOJUTCS MO OKOHYaHHH BTOPOI0 3Tara
PAaKTHKA — CTaXHUPOBKA. OLEHUBAETCS KauecTBO y4acThi 00y4aroImerocsi B Me-
PONPHUSATUSAX CTAKUPOBKH, IMOJHOTA odOpMIIEHHS] COOTBETCTBYIOIIMX Pa3/eyioB
JHEBHUKA TPAKTHKK ¥ OTYETA IO NPAKTHUKE, yPOBEHD BLITIOIHCHHA WHIUBHU/LYy AJIb-
HOTO 3aaHusi, CHCTEMHOCTh COOpaHHOTrO Marepuaa. PyGexHbiii KoHTpONb Ne 2
npoBouTCcs B (HOpME yCTHOrO COOECeNIOBaHMA ¢ PYKOBOJHMTENEM MPAaKTHKA OT
YHUBEPCHUTETA.

PyGexublii KOHTpoab Ne 3 MpOBOJMTCS MO OKOHYAHHH TPEThEro JTara
IPaKTHKY — cOopa ¥ 0QOPMIICHHUs MaTePHUANIOB. OnennBaeTcsl Ka4ecTBO ohopmiie-
HHUsL OTYSTHBIX MATEPHaNoB, @ TAK)Ke XapaKTEePUCTHKA PyKOBOIHUTEIIS OT IPEApPH-
aTus. Py6GexHbIil KOHTPOJIb IPOBOAUTCS B JOpME YCTHOTO cobeceloBaHHUs C PyKO-
BOIMTEJEM IIPAKTUKU OT yHUBEPCUTETA.

JuddepeHuupoBaHHBIH 324eT 0 UTOraM IPOXOKIACHUA IIPAKTUKK ITPO-
BOJMTCS B BHZE 3alUTHI OTYETa 1O MPAKTUKE PYKOBOAUTEIO NMPAKTHKH OT yHU-
Bepcutera. Kpome o)OpMICHHOTO U [IOJMHCAHHOTO OTYEeTa MO IpakKTHKe 00yda-
FOIMMCS Ha 3alATy MPEACTaBIISeTCs IOJHOCTRIO o(hOpMIICHHBIN JTHEBHUK IPaK-
THKY ¥ cCOOpaHHBIE MaTE€pUAIIBI IO IPAKTHKE.

OGyuaromuiicsi KOPOTKO MOKIABIBAET O BBIMOTHECHHBIX MEPOTIPUATHAX
IPAKTHKH, aeT XapaKTePUCTHKY Ga3bl MPAKTUKH, TIPEUIOKEHHS IO TPAKTHKE.

B ciyyae HCIIOJNBE30BaHU GaJUTbHO-PEUTHHIOBOM CHUCTEMBI KOHTPOIA H
OLICHKY aKA[EMHIECKOl aKTHBHOCTH PYyKOBOJHMTEID OLUCHUBACT KadecTBO odopm-
JleHHs! THEBHUKA IPAKTHKH U OTYETa IO MPaKkTHKe (110 S GaJlJI0B Ka4eCTBO KaXJ10T0
JIOKYMEHTa), KauecTBO JOK/Iaza (mo 10 GasIoB), KaueCTBO U TOJNHOTY OTBETOB Ha
Bonpock! (1o 10 6anos).
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Eciu GajuibHO-pEMTHHIOBas CHCTeMa HE MCTOJIB3YeTCs, PYKOBOJIUTEIH BBI-

CTABIISIET OIEHKY T10 MTOTaM MPOXOXK/IEHHs TIPAKTUKH, OLEHNBAs TIOJTHOTY BBIIOJI-
HeHus KaJIeHIapHOTO IU1aHa, Ka4eCTBO BBITOIHCHNA MEpOTIPUSTHI MPaKTUKH, Ka-
4eCTBO MOATOTOBKHM JHEBHHKA MPAKTHKH H OTYETa I10 MPAKTHUKE, CHCTEMHOCTE co-
GpaHHBIX MaTepHasoB, Ka4ecTBO NOKIana U KaiecTso H TIOJJHOTY OTBETOB Ha BO-
[POCHI TIPY 3aIIUTE OTYEeTa MO IPAKTHKE.

6.4. IlpaMepbl OLEHOUHBIX CPEACTB ISt py0GeKHBIX KOHTpOJIeH 10 NPaKTHKe

o~

(o8

9

6.4. 1. Ilpumepnbiii nepeuenb 60npocos 0151 NPOBEOeHUA
pybedicrozo konmpori Ne 1

. JlaiiTe OBIIYIO XapaKTEPUCTUKY JCATEIbHOCTH Oprani3alliiL,

. JlaifTe o6MLIYIO XapaKTEPUCTHKY CTPYKTYPEI yIPABICHHA OpraHu3aluen;

. Kaxue MepsI IO OXpaHe TpyJa U TEXHUKE 6e30MacHOCTH JIOJDKEH coboaaTh
| CTYJIGHT BO BpeMsi IPOXOKIEHHs [IPAKTUKA Ha IPE/IIPHITHH.

JlaiiTe XapaKTEPUCTHKY CTPYKTYpBI H COJIEP)KaHMA yCTaBa OpraHU3al|H;

. JlaiiTe XapaKTEPUCTHKY CTPYKTYpHl W COJACPXaHHMs NPABII BHYTpPEHHETO

TPyZOBOTO PACIOpsi/iKa OPTraHU3ANH.

JlafiTe XapaKTepUCTUKY CTPYKTYPbI ¥ COACPKAHMI OpraHU3alMOHHBIX J0-
KYMEHTOB, PErIaMeHTHUPYIOLIUX AeATENbHOCTE CTPYKTYPHOTO nojpaszele-
Hus — 0a3bl NPAKTUKU.

. JlaiiTe XapaKTEPUCTHKY CTPYKTYpPBI i COJEPIKAHMS NOIKHOCTHEIX UHCTPYK-

it coTpytHUKOB ciry)051 JIOY (xazpoBO CITykKOBbI).

JlajiTe XapaKTEPUCTHKY CTPYKTYpbl M COJEPIKAHHs MONONKEHMUS O KOJLICTH=
abHBIX (COBENIaTeNbHbIX) OpraHax ynpaBiIeHUs opranuzanuen. Kak ocy-
IIIECTBIIIETCSl B3aUMOJIEHCTBHE cmyx661 JIOY ¢ KosiernanbHbIMHA (coBemma-
TeJIbHBIMM) OpTaHaMy yIIpaBJICHHS.

Kakyio unpopmarmio o6 opraHu3alii IpeaoCcTaBisaeT eé caiit B MHTepHE-
Te.

10./TaiiTe XapakTepUCTHKY HOMEHKIATYpPBI JCT Opranu3allii (Tabenst opwm,

Ll

ansGoMa (popM JIOKYMEHTOB H T.IL.).

6.4.2. IIpumepnolii nepeyerb 60npocos 0/15. NPOBeOeH UL
pyb6edicnozo konmpona Ne 2

. JlaiiTe XapaKTEPUCTHKY CHCTEM AOKYMEHTAlUW OPTaHM3alMH, C KOTOPBIMH

CTY/IEHT O3HAKOMMJICS B IIEPHOJ IPAKTHKH.

JlajiTe XapaKTEPUCTHKY OJaHKOB NOKYMEHTOB OpraHHM3aliii. Cy1mecTByIOT
JIA OTIHYKS B UX 0hOpMIIEHHH OT TpeOOBaHUH AeHCTBYIOLIETO I'OCTa?
[IpoBe/uTe aHaIN3 JIOKyMEHTO000POTa OpraHHU3aLUH.

JlaiiTe XapaKTEPUCTUKY OCOOEHHOCTEH rHGOPMAIMOHHO-TIOMCKOBOM CHCTE-
MBI IO JIOKyMEeHTaM OpraHu3aliy.

. JlaiiTe XapaKTepHUCTUKY IPHMEHSIEMBIM TEXHOJOTHAM KOHTPOJA UCTIOJIHE-

HUSI JOKYMEHTOB.
JlaiiTe XapaKTEPUCTHKY IOPAAKY IOATOTOBKHM JOKYyMEHTOB OpraHH3allii
JUTSL [UTATENIEHOIO XpaHEHMs B apXHBeE.
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7. JaiiTe XapaKTEPUCTHKY NpPUMEHICMbIM B OpraHm3alliii TEeXHOJOTHSIM OT-
[PABKH JOKyMEHTOB Ha GyMaXHbIX HOCHTEIIAX IO TIouTe.

8. JlaiiTe XapaKTepUCTUKY TEXHAYECKOH OCHAITIEHHOCTHU TPOLECCOB JTOKYMEH-
THPOBAHHUS B OpraHU3aliH.

9. Kakue OTHOIIEHHS OBUTM yCTAHOBICHBI C KOJUICraMH B cayx6e J1OY (xan-
poBoii ciyx0e)? JlaiTe OLEHKY [ICUXOJIOTUYECKOMY COCTOSIHMIO KOJUICKTH-
Ba, OTHOIIEHUSM MEX]ly COTpYIHUKAMH.

10.0Onpe/enuTe OCHOBHBIE JOCTHXEHUS 1 MONOXKUTEIBHEIC CTOPOHBI OpraHu-
3a1uK paboTH C TOKYMEHTaMHU B yUPEKACHUH.

11. BoigenuTe U OXapakTepu3ylTe OCHOBHBIE TPYIHOCTH, poOJieMbl ¥ HeZl0-
CTAaTKHU B paboTe ¢ JOKyMEHTAMH B yIpeiKACHUH.

6.5. @ona oeHOYHbIX CPEACTB
MoHbIi GaHK 3aMaHUil IS TEKyIIero, pyOeKHbIX KOHTPOJIEH 1 HPOMEXKY-
TOUHOMN ATTECTAlM{ [0 MpAKTHKe, [OKa3aTeNld, KPUTEPUH, LIKAIBI OUEHHUBAHMA
KOMITETeHIHi, METOIUECKHe MaTEPUaJIbl, ONPEACIIAIONHE IPOLEAYPRl OLCHIBA-
HUS 00pa30BATENBHBIX PE3yNbTAaTOB, NMPUBE/ACHBL B y4eOHO-METOUICCKOM KOM-
IUIEKCE TTPAKTHKH.

7. VAEBHASL, METOMYECKAS INTEPATYPA
Y PECYPCBI CETH « AHTEPHET>,
HEOBEXOIAMBIE /IS IPOXOKIEHNS IPAKTUKA

1. JIOKyMeHTalMOHHOe ObecreyeHne ynpapieHns Herocy 1apCTBEHHRIX OpraHu3a-
uit: YuebHoe mocobue/beikosa T. A., Canxuna JI. B., 2-e u3j., nepepab. u
nor. - M.: HUL] UH®PA-M, 2015. - 302 c. - Joctyn u3 DBC «znanium.comy.

2. Beikosa T.A. JIoKyMeHTAIHOHHOE O0ecreyeHne yIpaBICHU (menmonpou3BOa-
cTBO) : yueb. nocodue / T.A. brIkoBa, T.B. Kysnenosa, JI.B. Canxuna. — 2-e
m31., nepepab. u gom. — M. : UH®PA-M, 2019.— 304 c. - Joctyn u3 ObC
«znanium.comy.

3. JlokyMeHTOBeieHne: YuebHoe nocobue / Vmakosa O.A. - M.:HAL] UTHOPA-
M, 2017. - 64 c. - Joctyn u3 DBC «znanium.comy.

MHTEPHET-PECYPCBI
1. http://de kesu.ru - CucTema MOIEPXKKU y4eOHOro pouecca KTV,
2. http://why.botik.ru — npakTuyeckue MaTepuajibl U 06pa3ipl JOKYMEHTOB
T10 JIOKyMEHTOBEIEHUIO
3. http://document.ru — cafitT ¢ uHpopManueH 00 yNpaBICHAN TOKyMEHTa-

MH.

4 http://www.vniidad.ru - Caiit BcepoccHiickoro Hay4IHO-
FCCIIeI0BATENBCKOr0 HHCTUTYTA JOKYMEHTOBEICHHUS ¥ apXUBHOTO Z1eIa.

5. http://distance.ru - Pocuiickuil 06pa3zoBaTeNbHBIH TOPTAL. Jlexuun

VMK 110 JOKYMEHTOBEAECHHIO U 1€TI0NPOU3BOJACTBY.
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6. https: //secretariat.ru - AKTyalbHbIE nyGIKanye 110 mpodiemMam JIoKy-

MEHTOBEIEHHS 1 AEIONPOU3BOACTBA.

7. https://delo-press.ru - AKTyanbHble ITyOJHKalMH IIO npobiaemaM JIOKy-
MEHTOBEICHUS U JeTONPOU3BOICTBA.

8. https://termika.ru - AKTyaJbHBIC 1y GEKaLKe 1o MpobieMaM 0Ky MeH-

TOBEJCHHUs U 1€TI0NIPOU3BOACTBA.

9. https://edou.ru - AKTyasibHbIe IMyOIUKalA 1O npoGJieMaM JIOKYyMEHTOBE-
JIeHHs ¥ eTOTPOU3BOJICTBA.

10. https://pro-personal.ru - AKTyalbHBIC nyGIMKalyy 1Mo HpobiemaM 10~
KyMEHTOBEJICHHS U JeIONPOU3BO/ICTBA.

8. HH®OPMAIIMOHHBIE TEXHOJIOI'MH,
IMPOI'PAMMHOE OBECIIEYEHHUE
U NTHO®OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMbI
1. OBC «JlaHb».
2. OBC «KoHCYIbTaHT CTYACHTaY.
3. DBC «Znanium.com»
4. «I"apaHT» - CIPABOYHO-TIPaBOBAs CHCTEMA

9. MATEPHAJIBHO-TEXHUYECKASI BA3A IMPAKTHUKHA

OGBEKTAMH TIPOSKTHOMN MPAKTHKK MOTYT OBITH CNENYIOLIHE CTPYKTYPEI roc-
yIapPCTBEHHOIO U MYHHIUIANBHOTO YIPaBICHI (nanee — OpraHW3allid) ¥ HX
Nozpas/ieNeHus1, o0JIaarole Heo0X0MMMBIM KaIpoBbiM 1 HAyYHO-TEXHUYECKUM
IIOTEHIINAIOM:

- denepasibHBIE TOCY 1APCTBEHHbIE OpraHbl ¥ X TepPUTOpHANILHBIE CTPYKTY-
PEL,

- OpraHsI BIAaCcTH CyOBeKTOB POCCHIACKOH denepany;

- OpraHbl MECTHOTO CaMOYTPABIICHUS;

- TOCYJAapCTBEHHBIE i MyHHIMIAIBHBIC yUPEKNCHUS, TPETIPHATI u Orof-
JKETHBbIe OpraHu3allnu;

- MHCTUTYTHI TPXKIAHCKOTro 0011ecTBa;

- 00IIIeCTBEHHBIE OpraHu3aIIH;

- HEKOMMEPYECKHE OpraHu3alluy;

- MEXTyHapOIHbIe OPTaHU3aliK H MEKITy HAPOIHBIE OpTaHbl yIIPaBIICHHS,

- Hay4YHO-KCCIE0BATEIbCKUE H 06pa3oBaTeNbHble OpraHU3ali U ydpe-
HKICHMUSL.

TTo cOracOBAHMIO C BHITYCKAONIEH Kadepol NPOEeKTHas MPAKTHKA MOXKET
GBITH NpPOiiZieHa B SKOHOMUYECKUX TOAPA3ICICHIIX KOMMEpYECKHAX OpraHu3aIii
(TpeAnpHsTH), ECIIH:

- OpraHu3aluu (IpeanpuATHs) SIBIAIOTCA oOBbeKTaMH peanau3aluu rocynap-
CTBEHHBIX (MYHHIMIATBHBIX) COLUATBHO-IKOHOMIIECKHX MPOrPaMM,

- oprauu3anuy (IPeIIpUATHS) SBIAIOTCS rpa000pasyouMu.
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IIpoeKTHas IPAKTAKA IIPOBOJUTCS Ha OCHOBE 3aKTIOUEHHBIX MEXIy YHUBEP-
CUTETOM U TOCyJapCTBEHHBIMHU (MYHHIUITATGHBIME) OpraHaMy, IPEeIpUATHAMHA,
YUpEeXKEHUSIMHI, OpraHM3alisiMU JI0rOBOPOB, B COOTBETCTBHU C KOTOPBIMH IIO-
ClIeIHIE 0OS3aHbI IPEeOCTABUTh MECTA IS TIPOXOXKACHHS IIPaKTHKH CTYIEHTOB.

B norosope By3 ¥ OpraHM3allsi OrOBapMBAIOT BCE BOIPOCEL, Kacaronuecs

IPOBEECHUS IPAKTHUKH.

JloroBop JOJDKEH IIpelyCMarpuBaTh HA3HAYCHHME JBYX pyKOBOJUTENEN
IPAaKTUKH:

- OT HMBEPCUTETA Ha3HAYAIOTCs TIPETIOIaBATENIA BBINy CKatoleH kadenpor;

- OT OpraHM3al|K — KaK IPaBUJI0, BEAyIHe CICIHATHCTEL.

PyKoBOUTENb IPOEKTHON NPAKTUKA OT YHUBEPCHTCTA Ha3zHaJaeTcs IpHKa-
30M PEKTOpa MO MPEICTaBIEHHIO Kadeaphl.

OpraHu3aiuy, BEIOpaHHBIE B KadecTBe 0a3 1uisl NPOEKTHON IPAKTUKA HOJDK-
HbI yIOBJIETBOPSTE CIIeTyIOIIIM TPeOOBAHUAM:

- 06najaTh ciucTeMoi 3 GEeXTHBHON OpraHU3allii ¥ yIPABICHUA B LETOM,

- obecreuuBaTh BO3MOXKHOCTH KOMIUIEKCHOTO O3HAKOMIICHHUS CTyACHTOB-
IIPAaKTUKAHTOB CO BCEM NEPEYHEM BOIPOCOB MPOXOIKICHHA MPOEKTHOM NPAKTUKH 1
BBITIOJTHEHMS] HHIUBUAY AJIHOTO 3a1aHH;

_ JMeTh BO3MOXKHOCTh HA3HAYATh PYKOBOJHUTENS MPOEKTHOM IPaKTHKH OT
JaHHOM OpraHu3anuy, O00JanaroIero COOTBETCTBYIOIIEN MPO(YECCHOHATIBHON H
[1eJarOrAIECKOH TOATOTOBKOMN Misl paboThI CO CTY ACHTAMU-IIPAKTUKAHTAMH.

OO6y4JarOIIMHCS MOXET CaMOCTOATETbHO BBIOpaTh OpPraHM3aIUIo, YAOBIE-
TBOPSIIONIYIO BBIIIEHA3BAHHBIM KPHTEPHAM, AV NPOXOMKIACHHA IIPOEKTHOH IpaK-
THKH TI0 JOKyMeHTOBe/IeH!0. BrI60p 6a3bl NPAaKTHKA TOJDKEH OBITH COTJIACOBAH C
3aBe TyIOLIMM BBIITy CKAIOIIEH Kadephl. :

KOHKpETHOE MECTO MPAKTUKH ONpE/eNseTCs NpUKa3oM peKTopa YHUBEPCHU-
TeTa.
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[Ipunoxenue 1

IIpumepHasi popMa AHEBHHKA NPAKTHKH

MHUHKCTEPCTBO HAYKH U BBICILIETO o6pazosanusi Poccuiickoit @enepauin
deneparbHOE roCy 1apCTBEHHOES 610IKeTHOE 00pa3oBaTeIbHOE YUPEIKICHUE
BBICIIIET0 00pa30BaHU
«Kyprasnckuil Tocy 1apCTBeHHBIH yHUBEPCHTET)

(KTY)

Kadenpa «McTopust U JOKyMEHTOBEACHHEY

IIpoexTHAst NPAKTHKA

JlHEBHUK

MecTo IpOXOXKIACHUS

(HAMMEHOBARMC YIPEAUICH IS, aapec)

CpOox NpOXOKIECHUS

Crynenrt rp. ['M- / /

(nozanwMcs) (amunus, HHHLHATE)

Hanpasnenue 46.03.02 «JlokyMeHTOBE/ICHHE 1 aDXHBOBEICHNC

PykoBoauTeNb K. H.H. JOIEHT / TIytanua C.B/

(OMKHOCTD, YUEHaA CTENEHb, 3BaHHE) (noAnmmce) (dpamuang, HHHLHANEL)

2021

Ileab NMPAKTHKH — 3HAKOMCTBO ¥ aHAIM3 JBYDKEHHUS JIOKYMEHTOB, TOKyMEHTO-
060poTa B OPraHU3alli B COOTBETCTBAM C NeACTBYIOIMMU HOPMATUBHBIMH Tpe-
OOBaHUSIMHU.
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1. Cayxoa JOY

HauMeHoBaHue

CTpyKTypa U YHCJIEHHBIH COCTaB

PeraMeHTALMsI JesITeJbHOCTH cIyKObI (KpaTKash XapakTepUCTHKa JOKABHBIX
JIOKyMEHTOB: HaMMEHOBaHHUE, [aTa yTBEPKICHUSA, TIPHHATHI 1 pETUCTPAIMOHHBIH
HOMEp, Pa3/Ielibl, aKTyaJIbHOCTh JIOKyMEHTa)

- Ios0KeHNe 0 CTPYKTYPHOM NOAPa3/eIeHHH;

- JI0J2KHOCTHbIE HHCTPYKIHH COTPYAHHKOB cayx0n1 JIOY

- MucTpyKnust 0 AeJIONPOU3BO/ACTBY.

- Jlpyrue JOKaJbHbIe aAKThbI.

2. JIokyMeHT0000pOT

OxapakTepu3yiite paboTy ¢ JOKyMEHTaMH B H3y4aeMo# opraHu3anuu.
O6BbeM J0KYMeHT0000poTAa -
JIOKyMeHTONOTOKH

Ipuem 1 nepBH4Has 00paboTKa MOCTYNAIOMIHX B OpraHH3alMIo0 JOKYMEHTOB

IlpeaBapuTebHOE PACCMOTPEHHE 10KYMEHTOB cJ1y:K00¥# 1eJI0NpPOU3BOACTBA

Perucrpanusi JOKyMeHTOB

Opranusanusi ABHKEHHs! JOKYMEHTOB BHYTPH OpraHu3alnu
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KOHTPOJIb HCIIOJIHeHHsI JOKYMEHTOB

®opMbI KOHTPOJIsI HCTIOIHEHHS AOKYMEHTOB

CpOKH MCNOJIHEHHS JOKYMEHTOB

¢ opMAIHOHHO-CIPABOYHAS PAdOTa 110 J0KYMEHTAM opraHu3anuu

006pa6oTKa MCNOJHEHHBIX H OTNPABJISIEMbIX 10KYMEHTOB

XAPAKTEPUCTHUKA

(omenka paboThI CTYACHTa Ha npaKTHKe)
3anonHseTCs PYyKOBOIUTEIEM IPAKTHKH OT IPCNPUATHS

PeKOMeH,IIy eMas OLICHKa « »

PyKOBOIWTEIb IPAKTHKH OT MPEIIPUATAS

(moamnuck) (®amunus U.0.)

M.IL
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IIpunoxenue 2

IpumepHasi ¢popma oT4YeTa 0 NPaAKTHKE

MuHHUCTEPCTBO HAYKHM U BBICIIIETO oGpazoanst Poccuiickoi denepaluut

denepabHOE IOCY TAPCTBEHHOES O10/DKEeTHOE 00pa30BaTENIbHOE YUPEKACHHUE

BBICIIETO 00pa30BaHU
«Kyprasckuii rocy1apCTBEHHbIH YHUBEPCHTET)
(KTY)

Kadenpa «Vcropus 1 JOKYMEHTOBEACHAE»

OT4eT 0 NPOXOKIEHHH NPOEKTHOH NPAKTHKH

(HaMMEHOBAHHE YHPEKIEHH)

N.0O. Gamunus

Brimonam: cryaent(ka) rpymnst [H-

C.B. [lytunun

PyKOBOJUTENH IPAKTUKU OT YHHBEPCUTETA

JlaTa 3aIlMTHI:

OneHka:

Kypran 2021
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1. KPATKASI XAPAKTEPMCTUKA OPT AHM3AITNA
(MECTOHAXOXKIEHHE, CTPYKTypa, (QYHKIHUH ToJ[pa3/ieNieHuii, HanpaBlIeHus [esi-
TeNBHOCTH, JOJDKHOCTHOM COCTaB CITyXKOBI JIOV, noxaipHasi HOpMaTUBHas 0asa)

2. OTYET I10 PE3YJIbTATAM CTAXXMPOBKN
2.1. OcoBGeHHOCTH JOKYMEHTO000pOTa B OpraHu3aliy

2.2. TlepeueHb W3y<4eHHOH HOPMATHBHOHM JOKYMEHTAIUH, y4eOHBIX H3JaHUM 110
pa6oTe ¢ JOKyMEeHTaMH (C KOMMEHTapUsAMH 3HaYCHHUS T IIPAKTUKH)

3aKioueHre U BBIBOABI O IPOXOXKIACHUH IpaKTHKHA



