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1. OBPBEM, CIIOCOB 1 ®OPMA ITPOBEJIEHUSI
IMPOM3BOJCTBEHHOMN MIPAKTUKH

110 MOJTyYEeHHIO TPO(ECCHOHATIEHBIX YMEHUH U OIIbITa TPO(QECCHOHAIBHON Jesi-

TEJHHOCTH (B TOM 4HCJIe TEXHOJIOTHIECKAs TPAKTHKA)

Bcero: 8 3aueTHbIx enunumll (288 akageMUIecKIX 4acoB)

Oumnast popma 0OyueHus

Kypc 4
Cemectp 8
Tpynoemkocts, 3E 3
TpynoeMKOCTb, aK. 4ac 288
[Tpo10JIKUTENBHOCTD, HEJIETh 6
Crioco6 mpoBeIeHHSI IPAKTUKH CrarnuoHnapHas
dopma npoBeIeHHs] TPAKTUKU JluckpeTHas

dopma npoMexyTOYHOM
aTTecTaluu

JubdepeHITPOBaHHBIN 3a4€T
(3ammTa OTYeTa [0 IPAKTUKE)

OyHo-3a04Hasi opma 00yUYEeHUsI

Kypc 4
Cemectp 8
Tpynoemxocts, 3E 8
TpynoemMKoCTh, aK. 4ac 288

[ Tpo10IKUTENIBHOCTD, HEJIETh 6
Crioco6 mpoBeAeHuUs IPAKTUKH CranuoHapHas
®opma npoBeIeHUs IPAKTUKH JluckperHas

dopma MpoMexKyTOYHOHR
aTTecTalluU

JubdepeHITPOBaHHBIN 3a4€T
(3ammTa OTYeTa 110 IPAKTUKE)

2. MECTO IIPAKTHKH
B CTPYKTYPE OBPA3OBATEJILHOM IIPOI'PAMMBI

IIpakTHKa 110 TOJTYYEHHIO IPO(ECCHOHANBHBIX YMEHHUH U ONBITa IIPO(HECCHOHAITD-
HOM eI TeNbHOCTH (B TOM YHMCJIEe TEXHOJIOTHYECKas IIPAKTHKA) OTHOCUTCS K bioky

2 «IIpakTHKKU» BapUaTUBHOM 4acTH 06pa3oBaTebHON IIPOrpaMMBbI.

Bu1 mpakTUKY — IPOU3BOJICTBEHHAS].
THI TPaKTHKU — MPaKTUKA IO IIONYYEHHIO MPOQECCHOHANBHBIX YMEHHH H
ombITa IMPOPEeCCHOHAIBHON JEeATeIbHOCTH (B TOM YHCIIe TEXHOJIOIMYecKas Ipak-

THKA).

ITpoxoXkaeHre TTPOU3BOACTBEHHON NPAKTUKK 6a3UpyeTCs Ha CyMMe 3HaHUH,
YMeHH, HABBIKOB U KOMIIETEHIIMH, IPHOOPETEHHBIX 00y9arOIIMHCS B XOZIE U3Y-
YeHUs CIENYIONUX TUCIUTIINH!

- JIokyMeHTOBEIEHUE;




= Opl"aHH3aHHﬁ U TEXHOJIOTHA HOKYMEHTAllHOHHOI'O obecrieueHust yipaBiie-

HUS;

- ApXHBOBEJIEHHE,

- MHbopMalMoHHbIE TEXHOJIOMMH B JOKYMEHTAIlMOHHOM OOeCreueHHH
yIpaBJICHUs U apXUBHOM JIEJIE;

- JlokymMeHTHasi TUHIBUCTHUKA.

Pe3ynbTaTsl 00y4eHUsI PH MPOX0XKISHUH IPOU3BOJCTBEHHOM MPAKTUKH IO MOJIY-
4eHnI0 MpoeCCHOHATBHBIX YMEHHH U OmbITa MPO(ECCHOHAIBHON IeSTebHOCTH
(B TOM YHMCIIe TEXHOJOrHYeCKas MpaKkTHKa) HeOOXOAUMBI 17 IpUOOpETEeHHs 3Ha-
HUM ¥ HAaBBIKOB 15 Oy ay1ied nmpodeccuoHanbHOM AEITENbHOCTH PU NPOBEASHNI
aHaJIM3a COCTOSIHMS pabOThI C JOKyMEHTAMHU Ha MPEANPHUATUN U Pa3pabOTKU peKo-
MEH/Iali 10 eé COBEpPIIEHCTBOBAHUIO, a TAKXKE I KaYECTBEHHON IMOATOTOBKU
BBIITYCKHOM KBanu(UKalMOHHON paboTsl. [IpakTHKa 10 MOIyYeHHIo mpodeccro-
HaJIbHBIX YMEHHHU U OMBITA TPO(ECCHOHATBHON JeITENbHOCTH (B TOM YHCIIE TEX-
HOJIOTHYECKas! TPAKTUKA) SBIISIETCS COCTABHOM YacThIO y4eOHOro mpoliecca, mpu-
3BaHAa 3aKPENUTh M yIIIyOUTh TEOPETHYECKHE 3HAHUS 110 IUCIUIIMHAM MPOQeccu-
OHAJIBHOIO IHWKJa, ISl H3Yy4YeHHUs CTyAEeHTaMH IIpolecca JOKYyMEHTUPOBAHUA
YIIPaBJIEHYECKOM IesSTeIbHOCTH COBPEMEHHBIX OpPTraHM3alHid, TOIyYeH s IPaKTh-
YeCKUX HABBIKOB B COCTaBJICHUU 1 O(POPMIICHUH JOKYMEHTOB.

3. IJIAHUPYEMBIE PE3YJbBTATBHI ObYUEHUS
IPU MPOXOKIAEHUU ITPAKTUKHA

OpraHu3anysi MPOM3BOACTBEHHON IPAKTUKM IO TOJYYEHHIO Mpodeccro-
HAJILHBIX YMEHHI U OMBITA MPO(ECCHOHATBEHON JIeSITEIbHOCTH (B TOM YHCIIE TEX-
HOJIOTHYecKasi ITpaKTUKA) HalpapjieHa Ha IOJMy4YeHHe INPAaKTHYECKMX 3HAHUH H
HABBIKOB MPO(ECCHOHAIBHOMN JIeSTENPHOCTH B chepe TOKYMEHTAlMOHHOTO 00ec-
TIeYeHys yIpaBieHus, cOOp MaTepHanoB Ul BBIIOIHEHUs WHIUBUIYaJIbHOTO 3a-
JaHUs IO HAy4YHO-KCCIIE0BATENBCKON paboTe U BhIITYCKHOM KBaIU(QUKAIMOHHON
paboTsl. TIpakThka ABIAETCS OOS3aTENbHBIM JTAallOM 3aKpEIIeHUs U 0000IeH s
TeOpeTUYECKUX 3HAHMI ¥ (POPMUPOBAHHUS IPAKTUUECKMX HABBIKOB Oakanaspa. Oxa
MOJKET OBITH CBA3aHA C TEMATUKOM BBITYCKHOM KBAaTU(DUKAIIMOHHOH pabOoTHI.

Ilenbi0 MPOU3BOACTBEHHON NPAKTHKH IO IIOTyYEHMIO MPO(ECCHOHATBHBIX
YMEHHI U OIbITa MPOPECCHOHANBHON JIEATENIBHOCTH (B TOM YHCIIE TEXHOJIOTHYe-
cKas NIPaKTHKa) — U3ydIeHHe BUJOBOTO COCTaBa CIIY)KEOHBIX JOKYMEHTOB, UCIIOIb-
3yeMBIX B JIEATEeILHOCTH KOHKPETHON OpraHU3alliM, MOpsi/IKa U 0COOEHHOCTEN UX
ohopmiieHus, TPHOOPETEHNE MPAKTUYECKHX HABBIKOB CO3MaHUsI NOKYMEHTOB U
TEXHOJNOTHIl JOKyMEHTHUpPOBAHUS yIrpaBieHdeckod wuHOopmaimn. CryaeHTam
IPEIOCTABIIETCS BO3MOXKHOCTD IIPUOOPETEHMs OIbITA W ONPE/CICHHbIX HaBbIKOB
npodeccroHanbHOM paboThl, HEOOXOIUMBIX JUIS IIONy4eHUs KBanpukanu Oaka-
naBpa IO HampasieHuio «JloKkyMeHTOBedeHHEe M apxuBoBeseHue». CTyaeHTaMm
06€ecreurBaloTCsl YCIOBUS, MO3BOJISIIONIME IPOAOIDKATE O3HAKOMIIEHHE B peallb-
HBIX YCIOBHSX ¢ OyyIieil mpodecCHOHaIbHON AeATEbHOCThIO, BOCTIONb30BATEHCS
HAKOIUIEHHBIMH 3HAHUSIMH U PaHee IOJIyYeHHBIM NPO(EeCCHOHANBHBIM OIIBITOM,
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YMEHWSMH, HABBHIKAMHM TPA  PelICHHH  DA3IUYHBIX  NPO(ECCHOHATBHO-
NPAKTHYECKHUX 33724 M OCYILECTBICHHs CIy’KeOHBIX 00S3aHHOCTEH HAa KOHKPET- .
HOM y4acTKe pabOTBI.

3ajaqaMy  [POM3BOJICTBEHHON NPAKTUKH MO TONYYEHUIO INPOdECCHOHANb-
HBIX YMEHHH U OMbITa MPOPECCHOHATBHON IeSTeNBHOCTH (B TOM YHCIE TEXHOJIO-
IMYECKOM MPAKTUKHU) SABIISIOTCS:

- 3aKpenuTh M CHCTEeMAaTU3MPOBaTh 3HAHWS, IOJYYCHHbIE CTYIEHTAMU B
ITPOIECCE TEOPETHYCCKOTO 00y YeHH S,

- HauaTh cOGMpaTh MaTepual, HeOOXOAUMBIH T MOJATOTOBKU BBIITYCKHOH
KBaNM(UKAMOHHONW paboThl, B onmax GubIMOTEK, apXUBOB, JPYIUX CIELHANN-
3UPOBAHHBIX YUPEKACHHSIX CHEPEI JOKYMEHTALMOHHOM JeATEIbHOCTH;

- OJyYUTH OOIIMe MIPEACTABICHHS O AesATeTbHOCTH OpraHu3allii 1 (unn) eé
CTPYKTYPHOTO IOJPa3aeSICHHUs;

- 3aKpEIKTH U Pa3BUTh KOMILIEKC MEPBOHAYATBHBIX IIPAKTUYECKUX 3HAHUU U
HABBIKOB, HEOOXOIMMBIX JUIsl YCIIEIIHOTO OCBOEHHs Oy yIlero HalpaBJIeHuUs Ipo-
deccroHaBbHOM NeATeILHOCTH;

- 03HAKOMHUTHCSI ¢ OCOOCHHOCTAMHM (YHKIIMOHHMPYIOLIEH B OpraHu3aluu Cu-
cTeMbl paGoTHI C JOKYMEHTaMH, BBIIBUTH Kak JOCTHIXKEHHMS, TaK W HEIOCTaTKHM
CJIO’KUBIIEHCS TIPAKTUKK PaOOTEI;

- YCTAHOBHUTH JIEJIOBBIE KOPPEKTHbIE OTHOLICHHS C HE3HAKOMBIM KOJUICKTH-
BOM, 00eCIIeYMBarOIIye B3aUMOIIOHUMAaHKE M B3aHMMOIIOMOIIL MEKAY COTPYAHH-
KaMH.

KowmrnereHimu, GopMupyeMble B pe3ybTaTe MPOXOXKICHUs IIPOU3BOICTBEH-
HOU MPaKTUKU:

Crioco6HOCTh UCIIONB30BaTh TEOPETHYECKHE 3HAHHS M METOJBI MCCIIe10Ba-
Hus Ha npaktuke (OITK-1);

Crioco6HOCTD HCIOJB30BaTh 0a30Bble 3HAHUS B 001aCTH HH(POPMALIMOHHBIX
texnonoruit (OITK-2);

CrIocOGHOCTD MCIIONB30BATh KOMIBIOTEPHYIO TEXHUKY ¥ HH(OPMALOHHBIE
TEXHOJIOTHH B TIOMCKE MCTOUHUKOB U JHTEPaTyphl, HCIOIB30BAHAH MPABOBbIX 06a3
JAHHBIX, COCTABICHHUH OMOIMOrpadTaecKix 1 apXUBHBIX 0030pOB (OIIK-4);

CrocoGHOCTE pelIaTh CTaH/[apTHEIE 33/[aul PO(eCCHOHABHOH JIEATENbHO-
CTM Ha OCHOBe MH(BOPMALMOHHON ¥ OHOIMOrpaduuecKoi KyIbTyphl C MPUMEHE-
HEeM HHGOPMAIMOHHO-KOMMYHHKAIIHOHHBIX TEXHOIOTHH H C y9€TOM OCHOBHBIX
TpeboBaHui HHHOPMALIHOHHOMN 6e3011aCHOCTH (OITK-6);

CrIocOBHOCTD HCIONB30BaTh MeTob! 3auThl nHpopmanuu (TIK-17);

CII0COGHOCTH HCIIONB30BaTh COBPEMEHHBIE CHCTEMbl MH(OPMALMOHHOIO H
TeXHUYECKOro obecredeHus JOKyMEHTAIMOHHOIO OOeCIeYeHUs! YIPaBICHUS U
ynpasienust apxusamu (ITK-18);

CrocoOHOCTh MCIIONL30BaTh MpaBuila MOJATOTOBKMA YNPaBICHICCKUX MOKY-
MeHTOB 1 Benenus aenosoi nmepenucku (ITK-19);

CriocoGHOCTh HCIIOJB30BaTh MIPABHM/IA OPraHU3ALUK BCEX JTAlOB PabOTHI C
JIOKyMEHTaMH, B TOM YHUCJIe apXUBHBIMU JJOKYMEHTAMH (TIK-20);
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CrocOOGHOCTH TOATOTOBKM yIPaBICHYECKMX JIOKYMEHTOB M BEICHUS JCNIO-
Boit nepermcku (TTK-25);

Crioco6HOCTh 00pabOTKU JOKyMEHTOB Ha BCEX dTalax JIOKYMEHTO000pOTa,
CHCTeMATH3alluH, cocTaBenus Homenkiarypsl aen (ITK-26);

CrocoGHOCTh NPHHUMATH Y4acTHe B paboTe M0 TMPOBEJCHUIO SKCIEPTH3EI
rienHocTH gokymeHToB (I1K-27;

CriocoBHOCTD CO3/1aBaTh M BECTH CHCTEMBI JIOKYMEHTAIMOHHOro obecmedye-
HYIsl IIpaBIeHHs B OpPraHu3aliy Ha 6a3e HOBHIINX texuosoruii (I1K-29);

CHocOoGHOCTb OPraHM30BBIBATH PAbOTY CIIy)KOBI JOKYMEHTALIHOHHOTO obec-
TIeueH s yIpaBJIeHUs] ¥ apXUBHOIO XpaHeHHs JIOKYMEHTOB (TIK-30);

CriocoGHOCTh pa3pabarsiBaTh JIOKaIbHbIE HOPMATHBHBIE aKTBl M HOPMATHB-
HO-METOIMYECKHE JOKYMEHTBI 1o BEJICHUIO UH(POPMALUOHHO-
JIOKYMEHTAlMOHHOTO 00ecIieueH s ypaBlIeH!s i apXUBHOTO Je/ia (TIK-31);

CriocoGHOCTE TPUMEHSTH OCHOBBI TPY/IOBOT'O 3aKOHOIATEIBCTBA (TIK-33);

Cri0coBHOCTH COBJIIOAATH paBHIa U HopMbl oxpaHs Tpy/aa (IIK-34);

CriocoGHOCTh NPUMEHSTH TPeOOBaHMSI K OpraHU3allMh CEKPETapcKoro 00-
ciyxuanmst (ITK-35);

CriocoGHOCTh OpPraHM3al[ii KaJpOBOro AeIONPON3BOJCTBA U JOKYMEHTHPO-
BAHHIO TPYIOBBIX OTHOIICHHH, XPAHEHHIO JTOKYMEHTOB I10 JUIHOMY COCTaBY (TIK-
36);

Crioco6HOCT paboTHI ¢ IOKyMEHTAMH, COIEPKAIlMMI HHAOPMAIIUIO Orpa-
augennoro pocryna [TK-38.

1) 3uars:
Hupnexc 06-
Wnnexc
pasoBarelib- _ ‘i
KOMIIETEH- O6pazoBaTenpHbIH pe3yIbTaT
HOTO pe3yJib-
nuu (OK, = (ykasbiBaroTcst GOpMUpyeMble 00pa3oBaTEIbHBIE PE3YILTATHI B
Ta
1K, TIITK (3-1,32 pamKax COOTBETCTBYFOIIMX KOMIIETEHIIHA )
= -z A
uiu [1CK) :
T.1.)
OIIK-1 3-1 3HAaTh METO/IBI HCCIEI0BaHUs JOKYMEHTOB
OIIK-2 |3-2 3HaTh HH(GOPMALMOHHEIE TEXHOJIOT UK
OTTK -4 3-4 3HATH KOMITBIOTEPHYIO TEXHUKY M HHPOPMAIMOHHbIE TEXHOIIO-
MM B TIOMCKE UCTOYHUKOB M JIUTEPATYPbI
K-20 3-6 3HaTh NpaBHiIa OPraHHM3allMH BCEX OTarloB PabOThI C JOKYMEH-
TaMU, B TOM Y¥CJIe apXUBHBIMU JIOKYMEHTAMH
K-25 3-7 3HaTh METOAbl MOACOTOBKH YIPABICHYCCKHUX NOKYMCHTOB H
BEJICHUS JEJIOBOM
3-8 3nath pasuia 00paboTKM TOKYMEHTOB Ha BCEX STamax JIOKy-
[TK-26 MEHT0000pOTa, CHCTEMATH3allMH, COCTABICHU HOMCHKIIATYPbI
nen
2) Ymetb

Wunexe \ Wupnexc 00- O6pazoBarenbHbIA pe3yIbTaT




( KOMIIETeH- | pasoBarelb- | (yKaspBaroTCs GOpPMHPYEMBIC o0Opa3soBaTe/bHbIE Pe3yIbTaThl B
uuu (OK, | HOro pesyib- paMKax COOTBETCTBYOLIMX KOMIIETEHITHH )
1K, IIK TaTa
wm [ICK) | (V-1,Y-21n
T.1.)
OITK-1 V-1 YMeTh HCIIOJIF30BaTh TEOPETHUECKHE 3HAHUA U METOIBI UCCIIC-
NOBAHMS HA IPAKTHKE
y-2 VMeTh HCIIONb30BaTh KOMIIBIOTEPHON TEXHUKH U MH(pOpMaly-
TIK-14 OHHBIX TEXHOJOTHH B JOKYMEHTAIlHOHHOM obecreueHNH
YIIPABIICHAS] U apXUBHOM JIEJIE
[1K-20 y-3 VMeTh HCIOIB30BaTh IpaBHiia OpraHU3allMy BCEX OTalloB pa-
GOTHI C JIOKYMEHTAMH, B TOM YHCJI€ aDXHBHBIMU OKyMCHTaMH
[IK-25 V-4 YMeTh FOTOBHTH YIIPaBIEHUECKHE MOKYMEHTBI M BECTH JCIIO-
BYIO IIEPENUCKY
Y-5 VMeTh BecTH 00pabOTKy HOKyMEHTOB Ha BCEX dTamax NOKY-
T1K-26 MEHTO060pPOTa, CHCTEMATH3AIMH, COCTABIICHMS HOMEHKIIATY PEI
Jen
K-35 V-6 YMeTh NpUMEHSITH TpeOoBaHHs K OPraHU3aliyi CeKPETapCKoro
o0Ocy)KMBaHHUA
v-7 YMeTh OpraHM30BBIBATh KaJpOBOE NETONPOM3BOJCTBO U JIOKY-
IIK-36 MEHTHPOBaHME TPYIOBBIX OTHOIIEHUH, XpaHEHHE JIOKYMCHTOB
110 TMYHOMY COCTaBy
3. Buagets
Wupnexc Wupexc 06-
KOMITETEH- | pPa30oBaTelb- 5
O6pa3oBaTebHBIN pe3yIbTaT
UH HOTO pe3yib-
(OK. TIK, e (yka3piBatoTcsl HOpMHpPYEMBIE o0pa3oBarejibHbIC pi?.yﬂBTaTI-,I B
TITK s (B-1,B2u paMKax COOTBETCTBYOLIMX KOMIIETEHIUH)
[1CK) TI.)
OIK-1 B-1 BIta/ieTh HABBIKAMY PHUMEHEHMs TEOPETHYECKUX 3HAHMH U Me-
TOIOB UCCIIEI0BAHUS Ha MPAKTHKE
[K-19 B-4 Bnapnets I-IBBBIK&MI:I [TOJArOTOBKHU YIIPABJIEHUYECKUX NOKYMEHTOB
M BEJICHMS JEeJIOBOH IEPEITUCKI
B-5 BiiazieTs HaBbIKAMHI MCIIOJIb30BAHUs IPAaBHII OpPraHA3alii BCEX
[1K-20 3TaroB paGoTHl ¢ JOKYMEHTAMH, B TOM YHC/IC apXHBHBRIMU 710~
KyMEHTaMH{
[TK-25 B-6
B-7 BraseTh HaBBIKAMH 00pabOTKM JOKYMEHTOB Ha BCEX 3Talax
[1K-26 JOKYMEHTOOG0pOTa, CHCTEMATH3AlMH, COCTaBICHHA HOMCH-
KJIaTyphl €]
B-8 Brnamers HaBbIKAMH CO3/aHMS M BEACHUSA CHCTCMbI JOKyMEHTA~
[1K-29 IMMOHHOTO ObecreyeHysl yIPaBIeHus B OpraHu3allii Ha baze
HOBEHIIUX TeXHOJIOTUH
B-9 BiazeTh HABbIKAME OPraHU3aluy paboTe CllyKOBI JOKyMEHTa-
[1K-30 [IMOHHOr0 ObecredyeHys yIpaBjeHus U apXMBHOIO XpaHCHHA
JIOKYMEHTOB




B-10 Bnamers HaBBIKAMHU pa3pabOTKHU JIOKAIbHBIX HOPMATHBHBIX aK-
TK-31 TOB H HOpMaTI/IBHO-METOJIPI‘leCKHX JOKYMECHTOB IIO BEICHHUIO
HHCbOpMaLIHOHHO-,[IOK}'MCHTEHIHOHHOFO obecreueHUS ymopasJje-
HHS H apXHUBHOT'O aena
K-38 B-11 paboThl ¢ NOKYMEHTaMH, COJCpKalluMH UH(pOPMaLHUIO Orpa-
HHUYEHHOI'O OOCTYIIA,
4. CONEP)KAHUE NIPAKTUKH
4.1. CTpykTypa NpaKTUKH
Ounasi M 04HO-3204Has popma
Ne paspena HaunmenoBaHue pasjea IIpoaoJrKuTENDb-
(aTama) (3rana) HOCTB, THEH
1 OpFaHH3aHHOHHO—HO,T_[I‘OTOBHTGJIBHBIﬁ aTar 6
PyGexHbIi KOHTPOIb No 1 2
) CraxupoBKa 16
Py6exublii KOHTpOsIb Ne 2 2
C6op 1 oopMIIeHHE MaTEpUaIOB 6
3 e
Py6exublii KOHTpOsb Ne 3 2
4 TloaroroBKa U 3alUTa OTYETA 110 NPAKTHKE 2
Bcero: 36

4.2. Bubl paboT, BHINOTHSIEMbIX IPH NPOX0KAEHHUH NPAKTHKH

OpraHu3auMOHHO-TIOArOTOBUTEbHBIH 3Tl

Co6paHue 10 MPOM3BOACTBEHHON MPAKTHKE. [TogroroBka JOKYMEHTOB IS
IIPOXOXK/IEHHs TIPAKTUKU: O(QOpMIICHHE [OIyCKa Ha TPEINPUITHC (B opranusa-
10); o(pOpMIIEHHE YaCTH Pa3/IesioB AHEBHUKA [TPAKTHKH. CornacoBaHle HHIUBH-
IyaJbHOTO 3ajiaHisi Ha MPpakThKy. ObIiee 3HAKOMCTBO C TIPCANPUATHEM (opranu-
3anueit), 0630pHas sKcKypeus. IIpecTapneHne CTy/IEHTOB COTPY/IHMKaM Oprani-
sanun. MHCTPYKTaX 110 TeXHUKE 6€301acHOCTH.

PyGesxupiit koHTponb Ne 1 (11st 0O4HOM U OYHO-3204HOM (hopM 00yUeHHs).

Cra:xxupoBka

IIprobpeTenue MPodecCHOHANBHBIX ¥ OPraHn3aTOPCKUX HABBIKOB. Hzyuye-
HUe OpraHu3allud U ee Hay4HO-MCCIIe0BaTeIbCKON esITeIbHOCTH. Hemnocpen-
CTBEHHOE ydacTue B TUIAHUPOBAHMU HAyYHOH pPabOTBI TPEIPUSITHS (opranusa-
nuu). PaboTta ¢ TeXHMYECKOH, HOPMAaTUBHOM JIOKyMEHTAIMeH, Hay YHbIMHI M3/1aHH-
svu. BrimonHenne GyHKIMOHATBHEIX O0S3aHHOCTEH JOJDKHOCTHBIX JHMIL B Kave-



CTBE MIOMOIIHKUKA 10 paboTe ¢ JOKyMEHTaMM. Y4acTHe B COBEIIAHMAX. Odopmie-
HHE COOTBETCTBYIOIIUX Pa3/leoB JHEBHUKA MPAKTHKH.

CTaXXUpOBKa SBJIAETCS OCHOBHBIM JTalloM MpakTUKH. CTyIeHTHI mpuodpe-
TAalOT NpodecCHOHAbHbIC i OpraHu3aTopCcKKe HaBblkd. Ha HavanpHOM dTane cTa-
KMPOBKM CTyJI€HTBH U3yJalOT HOPMATHBHO-METOIMYECKME JOKYMEHTBI, yCTaHAB-
NMUBAIOT TpeGOBaHKs K JOKYMEHTHPOBAHWIO HESTEBHOCTH OpraHu3alluH, 3aduk-
cupoBanHble B HUX. K TaKiM JIOKyMEHTaM OTHOCSTCS MHCTPYKIHUS 110 ACTIONPOU3-
BOJICTBY, IIPaBHIa OOPMIIEHHS JIOKyMEHTOB, PErIaMEeHTBI, PHUKa3bl (pacropske-
HUST) O MOPSIJIKE CO3/IaHUSI ¥ COTNIaCOBaHMsl OT/IEIbHBIX BUJIOB IOKYMEHTOB.

CTyZeHTHl BBIABISIOT CHCTEMBI JOKYMEHTALWH, B TOM YHCIE C PEKUMOM
orpaHM4eHHOro jaocrtyna. CTyIeHTHI ONpeleNsioT BHIOBOH COCTaB AOKyMEHTOB
sTiX ciereM. Ocoboe BHMMAHHE OOpalaloT Ha yHH(HUIMPOBAHHBIE (OPMEI H
(GopMbI, pa3paboTaHHbIE COTPYAHMKaMH OpraHH3allAH. VuudunuposaHusle (Gop-
MBI SBJISIOTCS Ba)XHBIM 3JE€MEHTOM, [TO3BOJISIOIIMM HKCIIOJIb30BaTh B IIpOLECCe
yIpaBieHus TOKyMEHTAIlHeH COBPEMEHHbIE KOMIIBIOTEPHBIC TEXHOJIOTHH U 6a3bl
naHHbIX. JI7s BBIIBIEHUS BUIOBOTO cOCTaBa JOKYMEHTOB CTYIEHTBI NPOBOMST
OIIpOC CHelUaTucToB opraHu3aiuu. CTyIEHTHl yCTaHABIMBAIOT HA3HAYCHUE BbI-
SBIEHHBIX (opM. B [HEBHUKE NMPAKTHKHM CTY[EHTbI 3aIMCHIBAIOT CHCTEMBI JIOKY-
MEeHTAIUH U (QUKCHPYIOT Hauboee pacnpoCTpaHEHHBIE BUJIBI IOKYMEHTOB, IIpH-
MeHseMble B JOKyMEHT0000poTe opranusauyy. CTyIeHTb NPOBOIST JeTaNbHbIH
aHAIM3 OpPraHW3alMOHHO-PACTIOPSANUTENPHON JIOKYMEHTALMK TI0  CICAYIOIHM
rpynmam:

- OpraHM3alOHHBIE NOKYMEHTBI, IPUMEHSIECMbIE B yIpaBlIeHYECKOR Jes-
TEeJILHOCTH;

- pacHOpSIAUTENbHBIE TOKYMEHThI U COCTaB TOJDKHOCTHBIX JIHL, MMCIOIIHX
TIPaBo M3IaHUs PACTIOPSTUTENBHBIX JOKYMEHTOB;

- BUJIBI ¥ HA3HAYeHKHE HHPOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

Ha criefiyroleM dTane CTaXKMPOBKU CTYACHTHI JOJDKHBI H3Y4UTh OCOOCHHO-
cTH oOpMIICHHS yTIPABJIeHYECKIX 10KyMeHTOoB. [1pu aHaiuse opopmiIeHUs U 1o-
pSIIKA COCTAaBIIEHUs YNPABJICHYECKON JOKYMEHTAIWH CTYIACHTBI JOILKHEI obpa-
I1aTh BHUMaHKE Ha:

- Hamw4ue HEeOOXOIMMBIX PEKBU3UTOB (HaMMEHOBAHUs OpraHM3allMH, BAIA
JIOKyMEHTa, 3aroJIOBKa, IaThl, PErHCTPAiOHHOrO HHIEKCA);

- IPaBWJILHOCTE a[JPECOBAHMsI JIOKYMEHTA;

- TIOPSIZIOK BHYTPEHHETO ¥ BHEIIHETO COITIAaCOBAHMUS,

- 9Tambl yAOCTOBEPEHHS TOKYMEHTOB (MOAMMCAHKE, YTBEPKICHUE, MOCTa-
HOBKA II€YaTH).

CTyIeHTHl JIOJDKHBI YCTAaHOBUTH BHJIBI JIOKYMEHTOB, Ha KOTOpPBIC B OpraHH-
3aLMH POCTABIISAETCS [1eYaTh, YCTAHOBHTE KONMYECTBO MPUMEHSICMBIX PasHOBA-
HOCTel meyareii ¥ IITAMIIOB. B mpolecce aHainu3a ylnpaBlIeHYeCKUX NOKYMEHTOB
CTYZEHTBI JIOJUKHBI COTOCTABUTH CIIOXKUBIIYIOCS TMPAKTHKY C TpeOOBaHUIMH HOP-
MaTHBHO-METOJHUYECKUX aKTOB.

[lpy HaJTMYMU B OPTraHU3alMi KOMIIBIOTEPOB CTYICHTBI OIMCHIBAIOT IIPUME-
HsieMbIe IPOTPAMMHbIE CPECTBA U MX (yHKIHOHAIBHBIE BO3SMOXHOCTH. Crynen-
Tl OOpAIIAIOT BHUMAHKEe Ha NPUMeHeHHe TpahapeTHBIX TEKCTOB, HabOpOB CTaH-
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napTHBIX ¢Gpa3 u BeipaxkeHuil. Ocoboe BHUMAHUE JOJDKHBI yACIATH 3AMONHEHIIO
yHAGUIUPOBAHHBIX (HOPM, YTBEPKAEHHBIX (erepalbHbIMU BEIOMCTBAMH (Oyx-
rajgTepcKue, KaJpoBble, IEPBUYHbIC CTATUCTHIECKUE JIOKYMEHTBI.)

CTyeHTHI TPOBOJAT AHATHM3 JIOKYMEHTO000POTa, OTPEAEISIOT MapIIpyThl
JIBMOKEHHsI BXOJSIIET0, UCXOSIIEro ¥ BHYTPEHHEro JOKyMEHTOIOTOKOB, BhIYEp-
YMBAIOTCS OIEpOrpaMMbL. B pesylsraTe M3ydeHHs HOKyMEHTOODOpOTa CTY/EHThI
JIENAlOT BBIBOJBI O €ro OIEPAaTHBHOCTH, ILIEJIEHATPABICHHOCTH, ONTAMAIbHOCTH.
CTy[eHThI TIO/ICUUTHIBAIOT O0BEMBI JIOKyMEHT0000pOTa.

CTy[eHTH M3ydYaloT OCOOEHHOCTH HMH(OPMALMOHHO-TIONCKOBOH CHCTEMBI
OpraHU3aIUHU, 0OpAIIAIoT BHUMAHHUE Ha (OPMY PErHCTpaliy, OIPECIAIOT paluo-
HAJIBHOCTh €€ NPHMEHEHUS. AHaJIU3UPYETCsl COCTaB PEKBH3UTOB, (UKCHPYEMBIX
TIPH PErMCTPAliy, CTEIIeHb MX COOTBETCTBUS HOPMATHBHBIM HOKYMCHTAM. Cry-
JIEHTHI ONMCHIBAIOT KAPTOTEKH U 0a3bl JAHHBIX O IOKYMEHTaX OpraHu3alii.

CTy[eHThl W3y4YaloT TEXHOJOTHMIO KOHTPOJIS MCIONHEHHUS AOKyMEHTOB,
OIpEIENSIOT B3aUMOCBSI3h PETUCTPAIMN U KOHTPOIIS, aHATU3UPYIOT MEPEUHH JO-
KyMEHTOB, [O/UIeXKAIIUX KOHTPOJIIO U CPOKU UCTIOJHEHUS TOKYMEHTOB.

B mporecce MpoM3BOACTBEHHON NPAKTHKH CTY ACHTBI OQOPMIIAIOT KOHBEPTEI
¥ peecTpBI ISl OTIIPABKYU JeTOBBIX muceM. OHH OCYIIECTBISIOT B3aUMOJICHICTBUE C
paGOTHUKAMHY TIOYTHI 110 MOy YEHHIO HIIH OTIIPaBKe KOPPECIIOHCHIIHH.

CTyIeHTaM MOKeT OBITh IIOpydYeHa paboTa IO IIOArOTOBKE JOKYMEHTOB H
JIeN K apXMBHOMY XpaHeHHIo. B paMkax 3a/laHii JaHHOTO THIIA CTyICHTb CHCTE-
MaTH3UPYIOT JOKYMEHTBI B JIeKaX, HyMepYIOT JUCTEI, 3aIlOJHSIOT JUCTBI BHYTPEH-
Heit OIICH [eNla ¥ JIMCTa-3aBepHTells JIeNa, 110 IOPyYeHnI0 pabOTHHKOB OpTraHM3a-
[(AM TIOJITHBAIOT HOKYMEHTHI B JIeNa JUTsl JUIATENbHOTO XPaHeH# s, 0QOPMIISIOT 00-
10Ky fena. CTyeHTbI TOTOBAT ONKCH JIeNl JUIUTEIBHOTO XpaHeH s UL Iepe/iatin
B aPXHB OPraHM3aLMH (MM TOCYIAPCTBEHHBIA apXUB).

CyIecTByIOIye TPaJHIMM BBIIOJIHEHHS BCEX BHIOB STHX TEXHOJIOIHMHE-
CKHIX OINepalyii CpaBHUBAIOTCS ¢ TPeOOBAHUSIMU HOPMATHBHBIX aKTOB. Taxum 00-
pa3oM, CTyIEHTbI y4aTcsl BHIABIATE OCOOCHHOCTH paboThI ¢ TOKyMEHTaMHi B Opra-
HU3AIMHU, e¢ JOCTOMHCTBA U HEJOCTaTKU U pa3pabaThiBaTh IPEIJIOKEHHS MO CO-
BEpILEHCTBOBAHUIO CHCTEMBI pabOTHI.

W3yuenue OcOOEHHOCTEH pabOThl CTPYKTYPHOTO IOAPA3JCNCHUA — MecTa
IPOXOXK/IEHHUSI IPAKTHKU. M3yueHue MOJOKEHHs O CTPYKTYPHOM IOJAPA3NE/ICHIH,
JIOJDKHOCTHBIX HHCTPYKIIHH COTPYIHMKOB, HOMEHKIIATy Bl /e, Tabess 1 anpboma
¢GopM oKyMeHTOB. V3ydeHne npon3BOACTBCHHBIX GbyHKIUN Topa3/e/ieH s, BU-
JIOB BBIMONHIEMbIX paboT. V3ydenne HOpMATHBHO-IIPABOBBIX IOKYMEHTOB, OIPE-
JENSIOIIAX TEXHOJIOTHIO U TIOPSIIOK paboTel ¢ JOKYMEHTaMH, paclpe/ie/IeHHe 00s-
3aHHOCTEH BHYTpH IIOJApa3ICICHHUs.

C6op AaHAJIUTHYECKHX U TIpapuuecKux (orreporpaMMBbl, MapUIpyTHO-
TeXHOIOTMYECKHe KapThl, rpaKK J0KyMeHTo060poTa U T.II.) MaTepuasoB Ha OC-
HOBaHWM MHIUBHUAyanpHoro 3ananus. CucremMaru3anys coOpaHHOTO MaTepuaa.
OdopMiIeHre COOTBETCTBYIOIIMX Pa3/elioB IHEBHAKA IIPAKTHKH,

PyGesxHblii KOHTpOJb Ne 2. (Ut OUHOHN U 0YHO-3209HOM bopm oOydeHus).

Co6op u opopMiIeHHE MAaTEPHAJIOB
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C60p aHATMTUYECKHX M IpadUuecKUX MaTepHaloB Ha OCHOBAHHU WH/IABH-
myanbpHOTO 3amaHus. CucTeMaTH3alus cobpannoro marepuana. Odopmienue co-
OTBETCTBYIOIMX pa3/e]ioB [HEBHUKA NPAKTHKH. [TomyueHre XapaKTepUCTHKH OT
PYKOBOAHTEISI IIPAKTUKK OT NPEINPHUATHS (opraHu3alLuK).

IIoAroToBKA M 3aIIUTA OTYETA MO NPAKTHKE

3aBepmeHre 0GpOpPMIICHHS THEBHUKA MPAKTUKH. OdopmiieHHE U COrIacoBa-
HEe ¢ PyKOBOJUTEISIMU OT YHHBEPCUTETA U OT MPEANPUATHA (opraHu3anum) oTIe-
Ta I10 MpPaKTUKE.

3ammTa OTYETa Mepejl PyKOBOIUTEIEM [TPAKTUKU OT YHHUBEPCUTETA.

3aBepiueHre oQopMIIEHHsT THEBHUKA ITPAKTUKH. OdopmiieHne 1 coriacoBa-
HIe ¢ pyKOBOJUTEISIMU OT YHHBEPCUTETA U OT MPCATPUATH (opranu3zaiyu) oTye-
Ta 110 MIPAKTUKE.

3amuTa OTYeTa repell pyKoBOAUTEEM IIPAKTUKK OT YHUBEPCUTETA. Pe3yib-
TaThl U3yYEHUS W AHAJH3a CTYJEHTOM CHCTEMBI JOKYMEHTHPOBAHHA yIpaBsjeHYe-
CKOIf NeATENPHOCTH M TEXHOJOTMH paboThl ¢ NOKYMEHTaMU SABJIAIOTCA OCHOBOM
JUTS HATIMCAHHUS BBITY CKHO# KBaTH(UKAIOHHOU paboTsl. OHM TAI0T BO3MOXKHOCTh
[1OJIFOTOBHATH OOOCHOBAHHBIE TIPEIIOKEHHS 110 COBEPIICHCTBOBAHMIO CHCTEMBI ¢~
JIONPOM3BOACTBA B OpraHM3aluid ¢ Y4ETOM COBPEMEHHBIX HOpPMATHUBHO-
METOMUECKUX TPeOOBAHMH 1 HOBEHIIMX TEXHOIOTHH.

5. ®OPMbI OTYETHOCTMH 11O IPAKTHKE
OcHOBHBIMU (hOpMamM# OTYETHOCTH I10 POKM3BOJICTBEHHON MPAKTUKE ABJIS-
JOTCSI THEBHMK MPAKTUKU M OTYET IO MPAaKTUKE.

5.1. JIlHeBHUK NPAKTHKH

J[HeBHUK TPaKTHKU (IPUIOKEHHE 1) sBisieTCsl TEPBUYHBIM OTYETHBIM J0-
KyMEHTOM IO IPaKTHKE. Ha opraHu3aiioHHO-IIOArOTOBUTEILHOM STalle ohopm-
JITFOTCS CIeyIONIue pasJelibl THEeBHUKA MPAKTHKH: TUTYJIGHBIN JIACT, HaIpaBlie-
HUe Ha IPAKTHUKY, MHIMBHIyalbHOE 3aJaHWe Ha INPaKTHKY, KaJIeHIapHbIM IUIaH
MPaKTHUKH, BHOCSTCS CBEICHUS 06 yyacTHy B IMPOU3BOICTBEHHBIX IKCKYypCHAX B
pamKax OOIIEero 3HaKOMCTBA C IPEANPUATHEM (opranuszanueii). HanpaBnenue Ha
IIPAKTHKy CKPEIUIAeTcsl MOINUCAMA PYKOBOMUTEIL NPaKTUKU OT yHHBEPCUTETA,
nekana ¢axyibTera, MeyaTbro dakyssrera. VHaMBHIyanpHOE 3a1aHHE CKPEIUIACT-
csl TIOAMUCHIO PYKOBOJMTENS MPAKTHKXA OT YHHBEPCUTETA. KanengapHblil IU1aH
TIOJINIUCHIBAETCS PyKOBOIUTEAMH NPAKTHKH OT yHHBEPCHTETa U OT peATPUSTHSI
(opraHu3ayn).

[To Mepe MPOXOXKJIEHWsI 3TANOB MPAKTHKH oOyJaroImuiics BHOCUT KPaTKHE
3aIiCH B COOTBETCTBYIOLIME pa3Jiesibl IHEBHUKA NPAKTHKH (mepeuucienyne u Kpat-
Kasi XapaKTepuCcTHKa BUJIOB BBITIOJIHEHHOM PabOTHl U TEOPETUYECKOU MOATOTOBKH,
OTHCaHKe MepeioBbIX METO/I0B paboTH! Ha NPENPUATAN U T.11.)

Mo OKOHYAHHHM KAXKIOr0o dTama IPOXOXKIACHUS MPAKTHKH (Ha KaXJIOM pYy-
6eXKHOM KOHTpOJIE) 3aII0JIHEHHE COOTBETCTBYIOIIMX Pa3/c/ioB IHCBHIKA MIPaKTHKH
KOHTPOJIMPYETCS PyKOBOIUTENEM NPAKTUKU OT YHUBEPCUTETA.

K OKOHUAHHUIO MPAaKTHKH [HEBHHK IPAKTHKA JOJDKEH OBITH 3allOJIHEH,
CKpEIUIEH MOMHUCHI0 PYyKOBOJMTENA NPAKTHKM OT OpraHu3aliy ¥ MOIHUCHIO Py-
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KOBOJIHMTENS NPAKTUKHA OT YHHBEPCHTETa, JaHa XapaKkTeprCTHKa paboThl 00y4aro-
[erocsi Ha IPaKTHKe, HallMCaH OT3bIB CTY/IEHTA 110 NPAKTHKE.
Ha sTare [OICOTOBKHM K 3aIUTe OTYETa [0 IPAKTHKe 00y<IarOIIMMCs 3aI10l-
HseTCsl pas/iel AHEBHUKA II0 TIPaKTHKe « BBIBO/BI U TIPEIOKEHHS O MPAKTHKE.
OdopMIIeHHBII B TOJHOM 00beMe JHEBHHK I10 NPaKTHKE cnaércsl B yKa3aH-
HBI} PYKOBOIUTENIEM IIPAKTUKU CPOK.

5.2. OTueT MO NpaKTHKeE

B oruere 0OydarOLIMICS JaeT KpaTkoe ONMCAHUC MpoJIeIaHHOM paboThI 3a
BpEMsI TIPOXOJKAEHHsI MPAKTUKH.

COOTBETCTBYIOLIME Pa3zielbl OTYETa BBIIOTIHAIOTCS MO OKOHYAHMH KaXI0To
JTarna NMPaKTHKK U COTVIACOBBIBAIOTCA C PyKOBOIUTENEM IIPAKTHKH OT yHUBEPCHTE-
Ta Ha COOTBETCTBYIOIIEM PyOEKHOM KOHTpOIIE (IpH HAJIUYUN).

OKOHYATEJILHO OTYET IO MpakTHKe 0(GOPMIISIETCs Ha MOCIEAHEM 3Tale Mpo-
XOJKIEHHs TPAKTHKA M TPEJCTABIAETCS PYKOBOIUTENIO OT YHHBCPCUTETA Ha 3a-
mury (nudpepeHInpOBaHHbIA 3a4eT 10 HTOraM npaktuky). CoOpaHHbIe TIPHU TpO-
XOYKJICHAN MPAKTHKA MaTePHAIbl BKIIFOYAIOTCS B OTYET B KA4CCTBE NIPUIIOKEHUH.

B cocTaB MaTepHasoB [0 IPaKkTHKE B 0053aTeTBHOM MOPSIKE BXOJAT: aHa-
113 ¥ GOPMBI IOKYMEHTOB, (JOTO MaTepHallbl, pe3yJIbTaThl TeCTa o HOPMATHBHEIM
JIOKYMEHTaM.

6. ®OHJI OLIEHOYHBIX CPEJACTB
JUISI ATTECTAIIAA IO IIPAKTUKE

6.1. IlepeyeHb OLEHOYHBIX CPEACTB
1. bamIbHO-peHTHHIOBAs CHCTeMa KOHTPOJIS U OLCHKH aKaJleMU9IeCKON aKTHBHO-
ctu crynentoB B KI'Y
2. JIHeBHUK IIPaKTHKHU
3. OT4er no IpaKkTHKe

6.2. CucreMa 6a/1JIbHO-PEHTHHIOBOMH OLEHKH
paboThl CTYEHTOB NPH MPOXOKIEHHH NPAKTHKH

(TS OYHOM ¥ OYHO-3209HON (OPM 00y4eHHMs)

Texkymuii KOHTPOJIb IPOBOAUTCS B BHIE KOHTPOJIA BBITTOTIHCHIA o0yuato-
IMAMUCS. KaJIEHIapPHOrO IIaHa MPAaKTUKKA — JI0 10 GajuIoB 3a KaXJbld U3 MEPBBIX
Tpex STAIoB IPAKTHKK (MAKCHMYM 20 6aJ1I0B).

PyGe)xHbIe KOHTPOIIHM MPOBOJISTCS. PYKOBOMUTEEM NPaKTHKH OT YHHUBEPCH-
TeTa I10 3aBEPLICHHIO KaXK0TO U3 TIEPBBIX TPEX ITArOB NPAKTHKH.

Py6esxubiii kKouTpoib Ne 1 (10 20 6a110B).

Py6esxublii KOHTPOJIb Ne 2 (10 20 0aJ1/10B).

PyGesxublii KOHTPoabL Ne 3 (10 20 6a/U10B, B TOM YMUCIIE XapaKTepUCTHKA
pyKOBOJMTENs OT Hpeanpusitus — 10 10 0aJuIoB).
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JuddepennupoBannbiii 3a4eT (3aumrTa OTIETa IO npaktuke) — A0 20
0aJ1/10B.

Jlyist OycKa K [POMEXYTOYHON aTTecTalluy 110 HTOraM MpakTHKH (made-
PEHIMPOBAHHEIA 3a9eT) 00y4aromeMycs HeoOX0oAMMO HabpaTh IO pe3ysibTaTam
TeKyIIero u pyGexHoro KoHTponei He MeHee 50 GaJUIOB, IOJHOCTEI0 OQPOPMHUTH
JIHEBHUK TIPAKTUKA U OTUET IO NMPAKTUKE, BHINOJHATE B IOJIHOM o0beMe UHAVBU-
JyaJbHOE 3a/IaHMeE.

Jlist TIOJydeHus! [0 MTOTaM MPaKTUKK «aBTOMATHYCCKH) OLCHKH «yHoBIe-
TBOPHTEIBHO» 00YJaONIeMyCsl HEOOXOMUMO Habparh MUHEMYM 68 OaiioB, mon-
HOCTBIO O(OPMHUTH JHEBHHK MPAKTUKU U JOKYMEHTBI IIO NIPAKTHKE, BBINIOJTHUTE B
[TOJTHOM 00beMe WHAMBULYaJIbHOE 331aHHE.

1o COrjacoBaHHUIO C PYKOBOIHUTENEM MPAKTHKKU OT yHHUBCPCUTCTA obyuato-
emycsi, HabpapieMy MHHUMyM 68 0ailioB, MOTYT OBITH J00ABIIEHB! JOMOIHH-
TenpHble (6OHYCHBIE) GajlIbl 32 Ka4eCTBEHHOE BBIIIONHEHWUE H IepeBLINOTHEHHE
[UIaHa TPAKTUKK (HAIpUMep, AOCPOYHOE BBIIOIHEHUE PAa3/ICNIoB KYpPCOBOT'O IIPO-
eKTa, 6a3UpyIONIErocs Ha MaTepralax TIPAKTHKK) U BBICTABJICHA «aBTOMATHIECKID)
OLIEHKA «XOPOILIO» WU «OTIUIHOY.

B ciyuae eciy 110 HTOraM TeKyIIero u py6exKHBIX KOHTpOJIeH HabpaHa CyM-
Ma MeHee 50 GaiIoB, ISl JOIYCKa K 3a4eTy 10 IPAKTHKe 00ydaromeMycs HEeo0-
XOIUMO HabpaTh HeJOCTAoIIee KOMMYECTBO OAIOB 32 CYET BBITOMHEHIS A0TO-
HUTeIbHBIX HHIMBHIYaNbHBIX 3aiaHuid. DOpMBI IOTIONHATENBHEIX HHIUBAIYab-
HBIX 3aJaHAH HA3HAYAIOTCS PYKOBOAHTENEM [PAKTHKM OT yHHBEPCHTETA M IHPEI-
CTABISIOT COOOM 3aaHuUsl TIO BHIIOJHEHNIO MEPONIPHSATUH CTAXKUPOBKH, cbopy ma-
Tepuasla, BBHINOJIHEHHIO PaszelioB KypCOBOrO NMPOCKTY, GasupyroOIerocs Ha Mare-
puanax MpaKkTHKH.

JIukBHUAALMS aKaJIeMUIECKUX 3a10/1’KEHHOCTEMN, BO3HUKIIUX M3-3a Pa3HOCTH
B y4eOHBIX IUIaHaX TpU MEepeBOJIE MK BOCCTAHOBJIEHUH, ITPOBOJUTCS ITyTEM BbI-
[IOJTHEeHHs NOMOJTHUTENBHBIX 3a/laHui, Gopma u 00BEM KOTOPBIX OIpPEAeIIeTCs
PYKOBO/IUTENIEM IPAKTUKH.

Kputepuu miepecdera 6aios B TPaAMIMOHHYIO OLEHKY 10 UTOraM IPOXO0XK-
JIEHWsI IPaKTHKH:

- 60 u MeHee 6aJIOB — HEY IOBIETBOPUTEILHO

- 61...73 — y1OBJIETBOPUTEJIBHO

- 74...90 — xopouo

-91...100 — OTJIMYHO.

6.3. Ilponeaypa OLEHHBAHNS PE3yJIbTATOB MPOXOAACH M NpaKkTHKH

Py6esknbiii KOHTPOJb Ne 1 IPOBOAMTCS IO OKOHYAHUH IIEePBBIX TPEX 3Ta-
[TOB NTPAKTHKH, KOTOPhIE UMEIOT JUIs CTYACHTA 03HAKOMHTENBHBIM Xapakrep. PyKo-
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BOJIHUTENb IPAKTUKH OT YHUBEPCHTETa IPOBEPACT YPOBEHD TOTOBHOCTH CTY/JEHTa K
BBIIOJIHEHUIO MPAKTUYECKHMX 3a/[aHUH OCHOBHOTO JTarad NPAKTUKA — CTAKUPOBKH.
Py6esKHBIH KOHTPOJIb MPOBO/TUTCS B hopme ycTHOTrO cobecenoBanus Mo BONpocam,
OTHOCSIIMMCSL K IIepBbIM TPEM dTanaM MpaKTHKH. PykxoBofUTENEM TaKXke aHaIU-
3UpyETCsl OTHOTA OQOPMIICHHS COOTBETCTBYIOIIMX Pa3/le/iOB JTHEBHUKA IPAKTHKH
¥ OTYeTa MO IPaKTUKe.

PyGesxnblii KOHTPOIbL Ne 2 MpOBOAUTCS IO OKOHYAHWM BTOPOIO dSTama
IPaKTUKA — CTXKMPOBKH. OLEHMBAETCS KaIeCTBO ydacTisl 00ydJaromerocs B Me-
PONPUSATHSX CTKUPOBKH, MOIHOTA oopMIICHHs COOTBETCTBYIOLIMX Pa3/IeiIoB
JHEBHUKA MPAKTHKH U OTYETa IO NPAKTHKE, ypOBCHD BBITIOJIHEHUS UHIUBUIY allb-
HOTO 3aJlaHMs, CUCTEMHOCTh COOpaHHOIo MarepHala. Py6GexHpIi KOHTPONb Ne 2
NpOBOAKTCS B (hopme yCTHOTO cobeceoBaHMs ¢ PYKOBOJIMTENEM IMPAKTUKH OT
YHHBEPCUTETA.

Ju¢depeHINPOBAHHDIH 324€T 110 UTOraM MIPOXOXKIAEHUS TIPAKTUKH TPO-
BOJMTCS B BUJIE 3AUUTHI OTYETA [0 MPAKTHKE PyKOBOAMTEIIO NPaKTUKH OT YHH-
pepcutera. Kpome opOpMIIEHHONO ¥ MOANKCAHHOrO oTyera IO NpaKTHKe 00ydva-
FOIMMCS Ha 3alATy MPeICTaBIAETCS IONHOCTRIO o(OpMIICHHBIA THEBHUK IPaK-
THKY ¥ cOOpaHHbIE MAaTEepUAbI 110 TPAKTHKE.

OO6yJaroIUicss KOPOTKO JIOKJIAABIBAET O BBITIONTHEHHBIX MEPONPUATHAX
TIPaKTHKH, TaeT XapaKTePUCTUKY 6a3bl MPAKTUKH, TIPEUIOKESHUS TI0 TPAKTHKE.

B ciy4ae HCIOJIb30BaHMA GATEHO-PEHTHHIOBOM CHCTEMBI KOHTPOIA 1
OLIEHKY aKaJIeMHU4eCKOll aKTUBHOCTH PYKOBOAUTEIH OLCHUBACT Ka4ecTBO 0QOpM-
JIeHUs IHEBHUKA IIPAKTUKU M OTYETa 10 MPAKTUKE (o 5 GaToB Ka4ecTBO KK/OTO
JIOKyMEHTa), KaueCTBO JOKJIana (mo 10 6aiIoB), Ka4eCTBO U IOJIHOTY OTBETOB Ha
sorpocs! (10 10 6aIoB).

Ecnu 6auibHO-pEMTHHIOBas CUCTeMa He UCIONb3YyeTCs, PYKOBOIMTEIH BbI-
CTABNIAET OLEHKY IO MTOraM MPOXOXKACHUs NPAKTUKH, OLCHHBAT IIOJIHOTY BBIIIOJI-
HeHHs KAJIEHJApHOro IUIaHa, Ka4ecTBO BBITOJHCHIA MepOTpUSTUH NPaKTHKHU, Ka-
4ecTBO MOATOTOBKHU JHEBHUKA IIPAKTUKA ¥ OTYETA 110 IPAKTHKE, CHUCTEMHOCTH CO-
GpaHHBIX MaTEPUAIIOB, Ka4eCTBO NIOKIA/a 1 KaIeCTBO ¥ TIOJHOTY OTBETOB Ha BO-
IIPOCHI [P 3alI|Te OTYETa I10 MPaKTHKE.

6.4. Tlpumepbl ONEHOYHBIX CPEACTB IS pyOesKHBIX KOHTPOJIeH N0 NPaKTHKe
6.4.1. I[Ipumeprulil nepetenb 60npocos 0J151 NPOBEOEHUS
pybesicHo20 KOHmMpPOIA Ne ]
JlaiiTe OOLIYIO XapaKTePUCTUKY ACATCILHOCTH OpraHu3aluy;
2. Jlaitte OOLIyIO XapaKTePUCTUKY CTPYKTYpBI yIpaBJieH s OpraHu3aIien;
3. Kakue Mepbl 110 OXpaHe TpyJa U TEXHUKE 6e30MacHOCTH JIOJDKEH cOOIIFo1aTh
CTYZIEHT BO BpeMsl POXOXKISHMUsI IPAKTUKH Ha TIPEIIPUSTHH.
4. JlaiiTe XapakTePUCTUKY CTPYKTYPBI U CONCPIKAHIA ycTaBa OpraHu3aliy,;
JlaiiTe XapaKTEPUCTUKY CTPYKTypbl 1 cojiepKaHusl TPaBWJl BHYTPCHHETO
TPyIOBOIO Pacropsiika Opranu3aini.

[u—

Lh

14



6. JlaiiTe XapakTepHUCTHKY CTPYKTYpbl M CONECPKaHHA OpraHu3alMOHHBIX JI0-
KyMEHTOB, PeriJaMeHTHPYIOMHX AeATENbHOCTE CTPYKTYpPHOTO Iozpa3Jee-
Husl — 0a3bl IPAKTHKH.

7. JlaiiTe XapakTePUCTUKY CTPYKTYPBI ¥ COACPIKAHMIA JOJDKHOCTHBIX MHCTPYK-
1w cotpyaHuKoB cyx6s1 I0Y (KaipOBO#A CILyKOBI).

8. JlaiiTe XapaKTEPUCTHKY CTPYKTYPBI M CONCPIKAHIS TIOJIOXKEHHUSL O KOJUIEeTH-
aNbHBIX (coBelIaTeNbHBIX) OpraHax yMpaBICHU opranuzanuen. Kak ocy-
I1IeCTBIISIETCS B3aNMOJIEMCTBHE cmy k661 JIOY ¢ koernaibHbIMA (cosema-
TeJIbHBIMM ) OpTaHaMH yIIpaBJIeHHS.

9. Kaxyro uHbopMaIuo 00 opraHu3auy Tpe/loCTaBIIAeT e€ CalT B WuTtepHe-
Te.

10.JlafiTe XapaKTepUCTHKY HOMEHKIATYPhI ACI opranusauun (Tabens Gopm,
anmp0oMa (hopM JOKYMEHTOB H T.IL.).

6.4.2. Ilpumeprulii nepeyerb 60npocos O/ NPOBEOCHUSL
pybescrozo konmpons Ne 2

1. JlafiTe XapaKTEPHCTHKY CHCTEM HOKyMEHTAIHH OpraHu3aliy, ¢ KOTOPbIMA
CTYZEHT O3HAKOMMIICS B TIEPUOJL IPAKTHKA.

2. JlaiiTe XapaKTepUCTUKY GIaHKOB JIOKYMEHTOB OpraHM3alllii. Cy1iecTBYIOT

M OTIHYAS B X 0OPMIIEHHH OT TpeGOBaHUH nedictyromero 'OCTa?

IIpoBenuTe aHAIU3 JTOKyMEHTO000pOTa OpraHu3aliH.

4. JlaiiTe XapaKTepUCTUKY ocobenHocTell HHPOPMAIMOHHO-TIOMCKOBOH CHCTE-
MBI 110 JIOKYMEHTaM OpraHu3alHH.

5. JlafiTe XapaKTepUCTHKY NPUMCHACMbIM TEXHOJIOTUSAM KOHTPOJISl UCIIOJIHE-
HUS JIOKyMEHTOB.

6. JlaiiTe XapaKkTEPUCTUKY MOPSANIKY MOATOTOBKH JIOKYMEHTOB OpraHU3al|u
JUIs [UTHTENHHOTO XPaHEHUS B apXUBC.

7. JlaiiTe XapaKTepPUCTHKY MNPUMEHICMBIM B OpraHM3alliy TEXHOIOIWSM OT-
NpaBKH JIOKYMEHTOB Ha OyMaXXHbIX HOCHTEJIAX IO o4Te.

8. JlaiiTe xapaKTEPUCTUKY TeXHUYECKON OCHAIEHHOCTH MPOLECCOB JIOKYyMEH-
TUPOBAHUS B OPraHU3aALIA.

9. Kaxie OTHOIICHUS OBUIH YCTAHOBIEHBI C KOJICTaMI B cyx6e OV (kan-
poBoii ciyx0Oe)? JlaTe OUEHKY [ICHXOJIOTMYECKOMY COCTOSTHHIO KOJUICKTH-
Ba, OTHOLIEHUSIM MEX/Ty COTPYAHUKAMH.

10.0mnpenenuTe OCHOBHBIC NOCTIKCHHA 1 [OJIOKUTEIBHBIE CTOPOHBI OpTraHu-
3a1id PabOThL ¢ JTOKYMEHTaMK B yIPeKACHHH.

11. Bougenute ¥ OXapakTepusylTe OCHOBHBIC TPYAHOCTH, npoGieMbl U HEJO-
cTATK¥ B paboTe ¢ JOKYMEHTaMHU B yIPeKICHHH.

o

6.5. ®oH/1 O1IEHOYHBIX CPEACTB
[Tonupiii 6aHK 3aJaHuil Uil TEKYIIEro, PyOEIKHBIX KOHTpOJIEH M TIPOMEXY-
TOYHON aTTECTAalWy 10 MPAKTHKeE, TOKasaTeiH, KPUTCPHH, INKajbl OLIEHUBAHUS
KOMITETEHIMH, METOIMYECKUE MaTepHabl, ONPEACTIAIOIIHE TpoLeTyphl OleHUBA-
Husl 06pPA30BATENBHBIX PE3yJIBTATOB, MPUBE/ACHDBL B y4e6HO-METOAMIECKOM KOM-
TIeKCe MPaKTHKH.

15



7 VYEBHASL, METOJAYECKAS JUTEPATYPA
1 PECYPCBHI CETU «AHTEPHET»,
HEOBXO/IMMBIE JUJIsI TPOXOXIEHUS IPAKTHKN

1. JlokyMeHTalMOHHOE O0ecTeyeHne ynpaBICHIs HErocyIapCTBEHHbBIX OpraHu3a-
imit: Yue6noe mocobue/beikosa T. A., Cauxuna JI. B., 2-e m3x., mepepal. u
jom. - M.: HUL] UH®PA-M, 2015. - 302 c. - Joctyn u3 DBC «znanium.comy.

2. Buikosa T.A. JIOKyMEHTAI[MOHHOE ODOecTeueHne yIpaBICHIA (menonpou3Bo-
cTBO) : yueb. mocobue / T.A. Bsixosa, T.B. Kysnenosa, JI.B. Casxuna. — 2-¢
w31, mepepad. u gom. — M. : MH®PA-M, 2019.— 304 c. - [loctyn u3 9bC
«zZnanium.comy.

3. JlokymeHTOBeigHHE: YieOHoe nocobue / Yinakosa O.A. - M.:HUILl UTH®OPA-
M, 2017. - 64 c. - locTym U3 ABC «znanium.comy.

UHTEPHET-PECYPCBI
1. http://de kgsu.ru - Crucrema nOJIEPKKH yuye6Horo nponecca KI'Y;
2. http://why.botik.ru — IpakTHYeCKAe MaTepualbl 1 00pa3Lbl JOKYMEHTOB
110 JOKYMEHTOBEIEHHIO
3. http://document.ru — caiiT ¢ HHpopMALKEH 00 ymnpaBleHHM HAOKyMEHTa-

M.

4 http://www.vniidad.ru - Caiit Bcepoccuiickoro HAy4YHO-
HCCIIeI0BATEBCKOTO HHCTUTYTa JIOKYMEHTOBEIICHNS 1 apXUBHOTO nena.

5. http://distance.ru - Pocuiickui obpa3zoBaTeNbHBId IIOPTA. Jlexuuu

VMK 110 1OKyMEHTOBEIEHHUIO U AeIONPOU3BOJCTBEY.

6. https: //secretariat.ru - AKTyalbHbIE Iy OIMKAIMK 11O npobieMaM JO0KY-
MEHTOBEIEHHUS ¥ JeJIOIPON3BOJICTRA.

7. hitps://delo-press.ru - AkTryanbHble IyOIMKAIMU IO npobyemMaM JOKy-
MEHTOBEIeHHs ¥ IeJONPOU3BOACTBA.

8. https:/termika.ru - AKTyanbHble Iy OIHKallAK 110 npoGJiemMaM JTOKyMeH-

TOBEJICHNUS U J1eJI0NIPOU3BOJCTBA.

9. https://edou.ru - AKTyasnbHbIE ITyOIUKAlAHU 11O npobieMaM JIOKYMEHTOBE-
JIeHHs | JIeIOTIPOM3BO/ICTBA.

10. https://pro-personal.ru - AKTyalbHbIC nyOMMKalU| 10 npobiemMaM [10-
KyMEHTOBEJICHHUS U JIeJIONPOU3BO/ICTRA.

8. ”THOOPMAIIMOHHBIE TEXHOJIOI'UH,
IPOI'PAMMHOE OBECIIEYEHHE
U NTHOOPMAIIMOHHBIE CIIPABOYHBIE CUCTEMbI
1. DBC «Jlanb».
2. 9BC «KOHCYIBTaHT CTY ACHT.
3. OBC «Znanium.com»
4. «"apaHT» - CIPaBOYHO-NPABOBAs CUCTEMA
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9. MATEPUAJIBHO-TEXHUYECKAS BA3A NPAKTUKHA

O6BeKTaMy TPOM3BOJICTBEHHON TPAKTHKH IO MOy HCHHIO npodeccroHab-
HBIX YMEHHH M OMBITa IPO(EeCCHOHAIBHON JIeSTeIbHOCTH (B TOM YHCJIE€ TEXHOIO-
FUYECKOl MPAKTHKK) MOTYT OBITH CIEIYIOIHe CTPYKTYPbI rocy1apCTBEHHOTO |
MyHUIMTATBHOTO YIpaBIeHys (fanee — OpraHiM3aLii) U WX MOJPa3/IEICHU, 00-
JTANaroNTHe HeOOXOMMMBEIM KaPOBBIM M HayIHO-TEXHIYECKUM MOTCHIIMATIOM:

- heiepanbHble TOCYAPCTBEHHbIE OPraHbl U X TepPUTOPHANIEHEIC CTPYKTY-
pBL;

- OpraHbl BIacTy CyObEeKTOB Poccuiickoit denepanuu;

- OpraHbl MECTHOTO CaMOYTPABIIEHUS,

- rOCY/IapPCTBEHHbIE ¥ MYHHIUIIANbHbIE YIPEKACHUL, peanpuATHs U Oroz-
KeTHBIE OpTaHHU3aI1H;

- MHCTUTYTHI FPAXIAHCKOro 00IIecTBa;

- o01ecTBEHHBIE OpraHU3allH;

- HeKOMMepUeCKre OpraHu3aIuy;

- MEXyHapOIHbIE OPTaHU3aLMK 1 MEKly HAOJHBIC OPTaHbl yIpaBIIeHuUs;

- HayYHO-HCCIENOBATEIbCKHE H oOpasoBaTelbHble OpraHH3allii M yHpe-
HKJIEHUSL.

To CorIacoBAHMIO C BITyCKarowiei Kadeapoi Ipor3BOICTBEHHAA [PAKTHKA
MO MONYYeHHIO MPO(ECCHOHANBHBIX yMEHUH M ONEITA npodecCHOHaNbHON Jesi-
TeJBHOCTH (B TOM YHCIE TEXHOJOrn4ecKas paKTUKa) MOXeT ObITh MPO¥/eHa B
YKOHOMUYECKHUX IOJpPa3JeIeHUsIX KOMMEPICCKUX oprauzalui (IpepUsATHH),
eCIIu:

- opraHu3auK (IIPEPUSTHS) ABITIOTCS 00BEKTAMHU peau3alii Tocyaap-
CTBEHHBIX (MYHUIUNATHHBIX) COLAAILHO-OKOHOMUIECKIX IIPOTPaMM;

- opranu3anyy (PeNpUsTAS) ABJISIOTCS rpanoodpasyronMH.

IIpou3BO/CTBEHHAs NPAKTHKA 10 MOJIYHCHHIO npodeCcCHOHATBHBIX YMEHHUH
¥ OmbITa MPO(eCcCHOHAIBHOM JIeATEIbHOCTH (B TOM 9HCIIE TEXHOJIOTUIECKas MpaK-
THKa) TIPOBOJMTCS Ha OCHOBE 3aKIIOYEHHBIX MEMCLY YHUBEPCUTETOM M TrOCyap-
CTBEHHBIMH (MYHUIMITIATBHBIMA) OpraHaMy, NPeITPUATAIMH, YUPEXICHUIAMH, OP-
rAHM3AIMAMYA JOFOBOPOB, B COOTBETCTBHHM C KOTOPBIMH TIOCIE/HHE 00s13aHbI
MPENOCTABUTH MECTa JIsl IPOXOXKICHUS IPAKTHKHA CTY ACHTOB.

B morosope By3 ¥ OpraHM3alMsi OrOBapUBAIOT BCE BOIPOCEHL, Kacarolrecs
IPOBEIEHUs IPAKTUKH.

JloroBop JOJDKEH IpeyCcMaTpiBaTh HasHadCHHE JBYX pyKOBOJUTENIEN
IIPaKTHUKH:

- OT YHHBEpCUTETa HA3HAYar0TCs MPEToiaBaTe/in BBIITy CKaroIel kaheapsl;

- OT OpraHM3aLK — KaK IPaBAJIO, BEYHE CHICIIHATUCTRI.

PyKOBO/IUTENH TIPOM3BOJICTBEHHOM NPAKTUKK OT yHUBEPCHTETA Ha3HA4aeTCs
IPHKA30M PEKTOpa T10 TPeICTABIECHHIO Kadepsl.

OpraHu3alvy, BbIOpaHHBIE B Ka4eCTBE 6a3 JuIs IPOM3BOACTBEHHO! IPAKTH-
KH JIOJDKHBI YIOBIETBOPSTE CIIETYIOIAM TPEOOBAHMSM:

- 061anaTh cucTeMoit 3G ()EKTUBHOM OpraHN3alMK | yIPaBJICHUS B HETOM,
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_ oBecreuuBaTh BO3MOKHOCTh KOMIUIEKCHOTO O3HAKOMJICHHA CTYyIEHTOB-
[IPaKTUKAHTOB CO BCEM IepedHeM BONPOCOB IPOXOXKICHHUS IPOU3BOJICTBEHHON
MPAKTUKY F BEITIONHEHUS MHIMBHLYaIbHOTO 3aJIaHuUs;

- UMeThb BO3MOXHOCTH Ha3Ha4aTh PyKOBOJMTEIIA IPOU3BOJCTBEHHOM TIPaK-
TUKA OT JIAHHOW OpraHu3alyy, 06J1a[1A10IEr0  COOTBETCTBYIOLICH npodeccro-
HaTBHONW W  IeJaroru4eckoi [IOATOTOBKOH Uil paboThl CO CTyACHTaMH-
NPaKTUKAaHTaAMH.

OGy4JaroIUiCcs MOXKET CaMOCTOSTEIIHHO BBIOpaTh OpraHM3alyio, YIOBIe-
TBOPSIOILYIO BBIIIEHA3BAHHBIM KPUTEPUAM, JULS TIPOXOJKICHHS TIPOM3BOICTBEHHON
IIPAKTHKH I10 IOKYMEHTOBE/ICHHIO. Br160p 6a3bl IPaKTUKH JI0JDKEH OBITH COIJIaco-
BAH C 3aBELyIONIMM BbIILy CKaroIel Kapeaphl.

KOHKpeTHOe MECTO MPaKTUKK ONPEALIIACTCS IpUKAa30M PEKTOpa YHHBEPCH-
TeTA.

18



IIpunoxenue 1

Ipumepuasi popma AHEBHHKA NPAKTHKH

MUHKCTEPCTBO HAYKH ¥ BBICIIETO o0pa3zoBaHusI Poccuiickoi Penepanuu
¢enepanpHOe rOCY 1apCTBEHHOE 610/DKeTHOE 00pa30BaTENIbHOE YUPEKICHUE

BBICIIIETO 00pa30BaAHMS

«Kypranckuii rocy1apCTBeHHBIH YHABEPCUTET)
(KT'Y)

Kadenpa «/cTopus 1 JOKyMEHTOBEACHUE»

Ipou3BOACTBEHHAS NPAKTHKA M0 MOTy1ECHHI0 MPO-
¢eccHOHATBHBIX YMEHHH H ONbITA npogeccuoHaIb-
HOM JIesITeJIbHOCTH
(B TOM YHCJI€ TEXHOJIOTH1EeCKas NPAKTUKA)

JIHEBHUK

MecTo IpOXOXKIACHUS

(HAMMEHOBAHNUE YYPCHTICHHA. aapec)

Cpox IpOXOKICHUSA

Crynenr rp. ['H- / /

(noanuek) ((hamung, HHHUMABL)

Hanpagsnerne 46.03.02 «IoKyMEHTOBEICHUE 1 apXUBOBEJICHHE)

PykoBomuTeNb K. U.H. JOUCHT / Tlytunun C.B/

(AOMKHOCTD, YUeHas CTEMeHb, 3BAHHE) (moanues) (pamunus, HHALHANGT)

2019
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Ies1b MPAKTHKH — 3HAKOMCTBO M aHAIW3 JBIKEHHS JNOKYMEHTOB, NOKYyMEHTO-
060poTa B OpPraHM3aliil B COOTBETCTBUM C JICHCTBYIOMMMH HOPMATHBHBIMU TpPE-

OOBaHUSIMHU.

1. Cayx6a JIOY

HaumenoBanue

CTpyKTypa ¥ YHCJIEHHbIH COCTaB

PersiaMeHTamusi AesiTeILHOCTH CJYKObI (KpaTKas XapaKTepUCTHKa JIOKalbHBIX
JIOKyMEHTOB: HAaMEHOBAHUE, JaTa YTBEPXKICHHUS, IPUHATHS 1 PEruCcTpalHOHHBIHA
HOMED, Pa3eNbl, aKTYaIbHOCTh JIOKYMEHTA)

- Hos10:KeHHe O CTPYKTYPHOM MOAPa3Ie/IeHHH;

- JIO/SKHOCTHBIE HHCTPYKIHH COTPYAHUKOB c1yK0b1 JOY

- MucTpyKuusi 1o 1e/IoNpou3BOJACTBY.

- Apyrue JioKaJbHbI€ aKThI.

2. 1oKyMeHT0000pOT

OxapakTepu3syiite paboTy ¢ JIOKyMEHTaMH B M3y4aeMOH OpraHu3aLuH.
O0beM JoKyMeHToo0opoTa -
JIOKYMEHTONOTOKH

Ipuem u nepBu4HAasi 06pabOTKA NOCTYNAIOMHKX B OPraHU3ANHIO T0KYMEHTOB

IlpeaBapuTe/ibHOE PACCMOTPEHHE TOKYMEHTOB cJIy;k00H 1e10NPON3BOJACTBA
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Perun CTpauusi JOKYMEHTOB

Opranusanust IBHKeHHUsI JIOKYMEHTOB BHYTPH OPraHu3auuu

KOHTpOJ’lb HCIIOJIHEHH A JOKYMEHTOB

(I)Oprl KOHTPOJI HCIIOJIHEHHS JOKYMEHTOB

Cpokn ncno/iHeHusi JOKYMEHTOB

I/IH(l)OpMa[I,HOHHO-CHpaBO‘lHﬂH paGOTa N0 JOKYMEHTaM OpraHu3anuH

O06paboTka HCNOTHEHHBIX H OTIPABJIsSIEeMbIX TOKYMEHTOB

XAPAKTEPUCTUKA

(ouenka paboThI CTyJeHTAa HA NPAKTHKE)
3ar0IHsAETCs pYKOBOIMTENIEM TIPAKTHKH OT MPEPUSITHS

PeKOMCHﬂyeMaﬂ OLIEHKA « »

PYKOBO,E[HTC.TIB I[TPpaKTHKH OT IIPEAIIPUATHA

(moamnuce) (@amunua U.0.)

M.IL
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IIpunoxenue 2
IIpumepHasi popma oTyeTa 0 npaKTHKE

MunncrepeTBo Hayku U BeicInero o6pasoBanust Poccuiickoit Denepanuu

(enepanbHOE rocy apcTBeHHOE GI0KETHOE 06pa3oBaTebHOe y4pexxJieHue
BEICIIEr0 00pa3oBaHusI

«KypraHckuii rocy1apcTBeHHBIH YHUBEPCUTET
(KT'Y)

Kadenpa «Mcropust u mokyMeHTOBEACHEY

OT4er 0 NpoxoxkaeHHH NPAKTHKH 10 NOMYYEHHIO MPOdeCCHOHATHHBIX yme-
HHH M ONBITAa NpodecCHOHANBLHOM JeATeIbHOCTH
(B TOM YHCIIe TEXHOIOTHYeCKasi IPAKTHKA)

B
(HaMMEHOBAHHE YHUPEKaeHHs )

Beinmonnun: ctynent(ka) rpynnsr [ U- N.O. Gamuius

PyKkoBouTENb IPAKTHKU OT YHUBEPCHTETA C.B. Ilytunun

JlaTa 3a1mmThI:

Onenka:

Kyprau 2019
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1. KPATKASI XAPAKTEPUCTUKA OPT"AHU3AIIMN

(MecToHaxoxeHHe, CTPYKTypa, GyHKUMM moxpasjeneHuii, HalnpaBJlIeHUus Jes-
TCJIPHOCTH, TOJKHOCTHOM COCTAB CITyX6bI HOY, nokanshas HopmatupHas 0aza)

2. OTYET I1O PE3VJIbTATAM CTAXMPOBKHA
2.1. Ocobennoctu AOKyMEHTO000pOTa B OpraHU3aIuu

2.2. Tlepeyens wusydennoii HOPMAaTHBHOW JOKyMEHTaI[HH, YYEOHBIX M3NaHHUH 110
pabore ¢ noxymentamu (c KOMMEHTApHIMHU 3HAYCHHS ISl IPAKTHKH )

3a1<moquHe H BBIBOJIBI O INPOXOXKAECHUH IIPaKTHKH




