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1. OBIIUE CBEJAEHUA O ITPAKTUKE

PaGouas mporpamma TpPOM3BOACTBEHHOW NPAKTUKH (MO TOIYYCHHIO
npo¢eCCUOHANIbHBIX YMEHUH M OIbITa MPOPEeCCUOHALHON AESTEILHOCTH (B TOM
YrcIie TEXHOJIOTHMUECKas MPaKTUKa) MpeaHa3HavYeHa 71 OakanaBpoB (B TOM YHCIe
Ui WHKIIO3UBHOTO OOpa3OBaHMsI WHBANWAOB MW JUI C OTPaHHYECHHBIMU
BO3MOXKHOCTSIMH ~ 3/I0POBbsI), OOy4aIOMIMXCA TI0 HAMNpaBICHUIO MOATOTOBKH
46.03.02 «/IloKyMEHTOBEIECHUE U apXUBOBEACHHE», NPODUIbL MOATOTOBKH
«JlokyMeHTaImoHHOEe ObOecreueHne yIpaBleHUs», Ha Kadeape MEHEIKMEHTa H
JOKYMEHTAIIMOHHOTO  oOecreyeHus, B  COOTBETCTBHM C  (pemepasbHbIM
rOCyJlapCTBEHHBIM 00pa30BaTeNbHBIM CTAHJAPTOM BBICIIETO OOpa30BaHUs, YTB.
npukazoM MuHHCTEpCTBa HaAyKH U Bbicuiero oopazoBanusi PO ot 29.10.2020 r. Ne
1343, ¢ yuetoM mnpodeccHOHANBHBIX  CTaHAAPTOB, COOTBETCTBYIOIIHMX
npodeCCUOHATBHON AESITENFHOCTH BBITYCKHUKOB.

Bua npakTHKHU: TIPON3BOICTBEHHAS TTPAKTHKA.

Tun npou3BOICTBEHHOW NMPAKTUKU: TEXHOJIOTHUECKASI.

Cnoco®d TmpoBeneHUsT TPOU3BOJCTBEHHOW TMPAKTHUKU: CTallMOHApHAS,
BBIC3/THAS.

dopma npoBeICHSI POU3BOICTBEHHON MPAKTHKH: TUCKPETHO.

Lenb mnpou3BOACTBEHHOH NPAKTHMKH - TIOJATOTOBKAa OakaiaBpoOB,
CIIOCOOHBIX BBITIOJIHATH MPOU3BOJICTBEHHBIC 3aJ]a4M B CIYK0axX, 3aHUMAIOIIUXCSA
JOKYMEHTAIIMOHHBIM 00€CTIeYeHuEM yIPaBICHHUS.

3aga4yu MPOU3BOJACTBEHHON NMPAKTHUKH:

- npuoOpeTeHue OO0ydYaromMMHUCST TPO(ECCHOHATBHBIX YMEHUW U OIbITa
npodeccuoHaIbHOM EeATeTbHOCTH B podeccuoHaIbHOM chepe;

- ¢opmupoBaHue y OOy4YaIONIMXCS OIBITa AHAIM3UPOBATH COCTaB
YIPaBIEHYECKUX JTOKYMEHTOB, (OPMHUPYIOIIUXCS B TPOIECCe NeATEIbHOCTH
OpraHu3allid Y  ONbITa  CaMOCTOSITENBHOIO  OMQOPMIICHHMSI  Pa3IUYHBIX
yIPaBIEHYECKUX JOKYMEHTOB;

- (opMupoBaHHe y OOYYAIONIMXCS OMBITA PAOOTHI C JOKYMEHTaMU OT
MOMEHTa UX CO3JaHHsl 0 00ECIICUEeHUsI XPAaHEHUS, OIbITa aHAIU3HPOBATH KAUECTBO
OCYILIECTBJICHHUSI OCHOBHBIX JIEJIONPOU3BOACTBEHHBIX ONEpaluili B YCIOBHIX
KOHKPETHOW OpraHu3aluu;

- (opmupoBanre y oOydaromuxcsi omnpita paboThl MO (GOPMHUPOBAHUIO H
oopmiieHue e B I€IONPOU3BO/ICTBE;

- (QopmupoBanne y O0OydYarOmIKUXCs OMNbITa PabOThl C 3JIEKTPOHHBIMU
nokymeHnTamu B COJ1 u cpecTBaMu aBTOMATU3ALMU JEIOIPOU3BOICTBA;

- ¢opMmupoBaHue y OOyYarOIIMXCS OMbITA AHAIM3UPOBATH JOCTOMHCTBA M
HEJOCTaTKH CHCTEM 3JIEKTPOHHOT'O TOKYMEHTOOO0OpOTa U (MJIM) MPOrpaMMHOIO
o0ecrnedeHus1, UCTIOIb3YIOIIErocs sl OpraHu3alnu paboThl ¢ JOKyMEHTaMHU.



2. HEPEYEHD IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHMUS ITPU
HPOXOKAEHUU TIPAKTUKHU (POPMUPYEMBIE KOMIIETEHIINN)

IIpodeccronanbhbie

KOMIICTCHIIMU

cOpMyIMpOBaHbl  Ha

OCHOBC

BBIOPaHHBIX U3 MPOPECCUOHAIBHBIX CTaHIaPTOB 00OOUIEHHBIX TPYAOBBIX(YHKIUN
(OT®), cooTBETCTBYIOMUX MPOPECCUOHATBHON AESTEIbHOCTU BBITYCKHUKOB.
YHupepcasibHbie U 001IeNpodheCCHOHAIbBHBIE KOMIETEHIIMU YCTAaHOBJICHBI

dI'OC.
dopmMupyembie NHanKkaTopbl 10CTHKEHUS Ilnanupyembie pe3yJibTaThbl
KOMIIETEeHIHM U KOMIIETEHIH i NPaKTHYECKOM AesiTeIbHOCTH,
odecrneunBaloIe
dhopMupoBaHUe KOMIETEH M
VYK-3 Criocoben VK- 3.1. 3uars: VK- 3.1. 3uars:

OCYILIECTBJISATh
COITUATBLHOE
B3anMMOJICHCTBIE U
peanu30BbIBaTh
CBOIO POJIb B
KOMaHJIe

- 0006€HH00mu, npaesuia u npuembvl

COYUATILHO2O 63AUMOOeUCMBUs. 8
Komawnoe;

- 0cobeHHOCMU NOBeOeHUS, 8blOCTEHHbLX
epynn Jrooelt, c KOMOopbIMU
ocywecmensiem g3aumooeticmeue,
VUUMbIBAMb ux 8 ceoell
oessmenbHocmiu,

- OCHOBHble meopuu  MOMUBAYUU,
auoepcmea;,  Cmuau - audepcmea  u

BO3MONCHOCMU ux
PA3TUHUHBIX CUmMyayusx.

NpUMEHeHUs 6

- OCOOEHHOCTH, TIpaBUia H
MIPUEMBI COLMAIBHOTO
B3aMMOJIEMCTBHS B KOMaH/IE;

- 0COOEHHOCTH MMOBEAEHUS
BBIJICJICHHBIX TPYII JIFOACH, C
KOTOPBIMH OCYIIIECTBIISET
B3aMMO/ICHCTBUE, YUUTHIBATh WX
B CBOCH JIESITEIHLHOCTH;

- OCHOBHBIE TCOPUH MOTHBAIIHH,
JUJEPCTBA; CTHIIN JTUJCPCTBA U
BO3MOJKHOCTH UX IPUMEHEHUS B
Pa3TUYHBIX CUTYaIIHSIX.

VK- 3.2. Ymern:

- OpeaHu308ans cobcmeennoe
coyuanbHoe g3aumooericmeue 8
KOMaHoe,

- onpeoensms C80I0 Poilb 8 KOMAHOe,

- NPUHUMAMb PAYUOHAILHLIE PEULeHs]
U 000CHOBBIBAMD UX,

- NIAHUPOBAMb NOCIE008AMENbHOCIb
wWaz2o8 0151 00CMUANCEHUsL 3A0AHH020
pe3yibmama.

VK- 3.2. YMmerTsh:

- OpraHu3oBaTh COOCTBEHHOE
COIIMAJILHOE B3auUMOJIEMCTBUE B
KOMaH/IE;

- OmpenensATh CBOI pOJb B
KOMaH/IE;

- [MpUHHUMATb pairOHaJIbHBIC
peUICHUA U 000CHOBEIBATh ux,;
- INIaHUPOBATb

IoCJaCaA0BaTCIIbHOCTD IIAaroB J1JIsA
JOCTHXKXCHHUA 3aJaHHOT'O

pe3ynbTaTta.
VK- 3.3. Baagets: VK- 3.3. Bnanets:

- HagvlKamu opeanuzayuu pabomvl 6 | - HaBBIKAMH opraHu3aiuu
KoMaHOe 0as  oocmudicenusi oowux | paboThI B KOMAaHJIe TUTS

yeneii,

- HABLIKAMU APSYMEHMUPOBAHHO2O
U3N10/CeHUsL COOCMBEHHOU MOYKU
3penust, 6e0eHUst OUCKYCCUL U

JIOCTHIKEHMS OOIIUX IIEJIEH;

- HaBBIKAMU
apryMEHTHPOBAHHOTO U3JI0KEHUS
COOCTBEHHOU TOYKH 3peHUs,

NONeMUKU. BEJICHUS IUCKYCCHUU U TTOJIEMHKH.
OIIK-3 Cniocoben OIIK- 3.1. 3nats: OIIK - 3.1. 3naTs:

MPUMEHSTh - meopemuuecKkue OCHOB8bI | - TEOPETHUECKHUE OCHOBBI
TEOPETUYECKHE OOKYMEHMOBeOeHUsl U apxusogedeHus, | TOKYMEHTOBEICHUS u
3HAHUS JUTS - OCHOBbI OOKYMEHMAYUOHHOU | apXUBOBEICHUS;




peleHns
ITIOCTABJICHHBIX
3a7a4 B 00jacTu
I[OKYMCHTOBCI[CHI/ISI
nu apXI/IBOBeZ[eHI/ISI

O0esimelbHOCMU U apXUeHO20 Oena.

- OCHOBBbI ,IIOKyMeHTaLII/IOHHOf/'I
ACATCIIbBHOCTH U apXUBHOI'O [1€J1a.

OIIK - 3.2. YMerTs:

- onpeodensims cogpemeHHble NPodIeMbl
HAyKu U  Npakmuku 6  obiracmu
O0OKYMEHMOBeOeHUs. U aPXUBOBEOCHUS;

- ompedensimb  npogheccuoHanbHble
3a0auu 8 obaracmu OOKYMeHmMOBeOdeHUs
U apxue08e0eHUsl,

- UCNOIL308AMb MEXAHU3MbI PeUleHUs
NOCMABNIeHHbIX 3a0a4 8 001acmu
O0OKYMEHMOBEOeHUs. U aAPXUBOBEOCHUSL.

OIIK - 3.2. YmeTsb:

- OTIpE/ICATh COBPEMEHHBIC
poOsieMbl HayKU U NPAKTUKU B
00JacT  JOKYMEHTOBEAEHUSA M
ApXUBOBEJICHUS;

- OIIpENEIIATh
npodecCHOHAIbHBIE  3a/ladydl B
005acT  JOKYMEHTOBEAEHUSA M
APXUBOBCIACHUAA,

- UCIIOJIb30BAaTh MCXaHU3MbI
peICHUA MOCTABJICHHBIX 3a1a4 B
00J1acTH TIOKyMEHTOBEACHUS U
APXVBOBCIACHU .

OIIK - 3.3. Binazers:

- 81a0emb HABbIKAMU NPUMEHEHUs
meopemuyecKux 3HaHull s peulenus
3a0au 8 0o1acmu OOKyMeHmoB8eOe s U
apxuB0B8e0eHtUsl.

OIIK - 3.3. Bimaners:

- BJIaJIETh HaBBIKAMH MIPUMECHEHUS
TEOPETUYECKUX 3HAHUH TSI
penieHus 3aad B 00JacTu
JIOKYMEHTOBEJICHUS U

ApXUBOBECHMUS.
[1K-1 Brnanenue IIK- 1.1. 3Hats: ITIK- 1.1. 3Hatsk:
3aKOHOJATEIILHOU U | - OCHOB8bI NPABOBEOeHUs], - OCHOBHI PABOBEICHHS;
HOPMAaTUBHO- - 3aKoHoOamenvHble U HOPMAMUBHO- | - 3aKOHOJATEIbHbIE u
METOAMYECKOMN npagosule akmul Poccutickout | HOpMaTUBHO-TIPABOBBIE aKThbl
Oazoit Deodepayuu 8 cghepe | Poccuiickoit deneparnuu B chepe
nH(OPMAaLMOHHO- OOKYMEHMAYUOHHO20 obecneuenus | JOKyMEHTAI[MOHHOTO
JOKYMEHTAI[MOHHOTO | ynpaenenus,  apxuenoco  oeia U | 00ecredeHus yrpaBieHUs,
obecrnieueHus CMedCHBIX obnacmet, apXUBHOTO Jiela W CMEXHBIX
yIpaBJICHUS U - HOpMamugHo-memoouyeckue | 0omacTe;

apXUBHOTO JIejIa,
CIIOCOOHOCTBIO
OPHUEHTHPOBATHCS B
MpaBoOBOM Oa3ze
CMEKHBIX 00macTei

OOKYMeHmMbl u HAYUOHAIbHbBLE
cmanoapmol 8 cghepe
OOKYMEHMAYUOHHO20 obecneuenus
Vnpasnenus, — apxuenoz2o  deia U

CMeNCHBIX obacmell.

- HOPMAaTUBHO-METOIHYCCKUE
JIOKYMEHTBI M HAIHOHAIbHBIC
CTaHaapTHl B cepe
JIOKYMEHTAIIHOHHOTO
oOecrieYeHHs yIpaBJICHHS,
ApPXUBHOTO Jiejia U CMEKHBIX
o0Omacreii.

IIK- 1.2. YMeTh:

- OpUEHMUPOBAMbCS 8 HOPMAMUBHO-
npasosoll u memooudeckou 6aze 8
CMEIICHBIX ¢ OOKYMEeHMAayuOHHbIM
obecneyenuem ynpasieHusi U apxXusHo2o
oena obnacmsx;

- AHATU3UPOBAMb HOPMAMUBHO-
npasosyio 6asy 6 COOMEemcmeuu ¢
3a0a4amu OOKYMeHMAayuOHHO20
obecneyeHus ynpasieHust U ApXusHo2o
oena.

IIK- 1.2. Ymers:

- OPHUEHTHPOBATHCS B
HOPMaTHUBHO-TIPABOBOM H
METOINYECKON 0a3e B CMEKHBIX
c JIOKYMEHTAlMOHHBIM
obecriedyeHHEeM  yIpaBICHUS |
aApXUBHOTO Jieia 00NIacTsIX;

- aHaIM3UpOBaTh HOPMATHBHO-
MPaBOBYIO 0a3y B COOTBETCTBUU C
3a7layaMyd  JOKYMEHTAIlMOHHOTO
obecriedeHHUsT  YIpaBJICHUS U
apXMBHOTO Jena.

I1K- 1.3. Bnagers:

- HaevlKamu noucka, ananusa,

[1K- 1.3. BaageTs:

- HaBbIKaMH IIOHCKA, aHajiu3a,




MONIKOBAHUS U NPUMEHEHUs. NPABOBbIX
HOpM 6 cghepe OOKYMEHMAYUOHHO2O
obecneyeHuss Ynpasienus U apxueHo2o
oena;

- HABLIKAMU NPUMEHEHUS. HOPMAMUBHO-
NpPAgoBbIX AKMo8 U MemoOUdecKux
O00KYMeHmMOo8 OJisl peueHus 3a0ay
npogeccuoHanbHOU 0ematbHOCMU 8
chepe 00KyMeHMayuoHHO20
obecneyeHus: ynpasieHus u apxusHo2o
oena.

TOJIKOBAHU A u
[IpaBOBbIX ~ HOPM B
JOKYMEHTAIHOHHOTO
obecrieyeHHsl  YIpaBJIEHUA U
apXHUBHOTO JIeJIa;

- HaBbIKaMU ITPUMCHCHUA
HOPMATUBHO-IIPABOBLIX dKTOB U
MCTOANYCCKUX JOKYMCHTOB JJId
pereHus 3a1a4
poeCCUOHAIBHON JETATBHOCTH
B cpepe TOKyMEHTAIIMOHHOTO
obecrieyeHust ynpaBiaeHus U
ApXWBHOTO JIeTIa.

MMPUMCHCHHA
chepe

[TK- 3 Cnocoben
WCII0JIb30BATh
MpaBWIIa
OpraHMu3aIuH BCEX
ATAmoB PabOTHI C
JOKyMEHTaMH
pasHbIX
JOKYMCHTAIIMOHHBIX
CUCTEM, B TOM YHCJIC
APXHUBHBIMU
JTOKYMECHTaMHU;

IIK-3.1. 3Hathb:
- 3aKoHoOamenvuvie U HOPMAMUBHO-
npasosvie axkmel P® 6 obracmu

pabomul ¢ OOKymMenmayueu U
uHghopmayuetl, apxusrHo2o oena,

- mpasuna pabomvl ¢ OOKYMeHMAaAMU
opeaHuzayuy,  YCMAHOBIEHHbIE  ee
JIOKATIbHBIMU HOPMAMUBHBIMU AKMAMU,
- mexHoao2udecKue 3manvl pabomvl ¢
PA3IUYHbBIMU Kame2opusmu
OOKYMEHMO8 OP2AHU3AYULL

- NOpPAOOK U CcoOepixcanue npoyeoyp
MEXHOI02UYECKUX HMAanos pabomvl ¢
PA3IUYHbIMU Kame2opusmu
OOKYMEHMO8 OP2AHU3aAYULL.

[1K-3.1. 3HaTs:

- 3aKOHOJIaTEIIbHbIE u
HOPMAaTUBHO-TIPABOBbIE aKThl P®
B obnactu paboThI c
JOKyMeHTaluei 1 nadopmanuei;
- npaBuiia paboThl C
JIOKyMEHTaMU OpraHu3aiui,
YCTaHOBJICHHBIE €€ JIOKaJbHBIMU
HOPMAaTUBHBIMH aKTaMH;

- TEXHOJIOTUYCCKHUEC JTallbl
paboThI c pa3sIUYHBIMHU
KaTerOpUsMHU JTOKYMEHTOB
OpraHu3aIum,

- IOPSAOK U COJEpIKAHUE
MPOLEAYP TEXHOJIOTUYECKUX
ATanoB paboThl C pa3IMUYHBIMU
KaTeropusiMu JI0KYMEHTOB

OpraHu3aIuHy.
[1IK-3.2. YmerTs: [1K-3.2. YMmers:

- CMpYKmypuposams, | - CTPYKTYPHPOBATh,
cucmemamu3uposams U | cCHCTeMaTU3UpOBaTh u
Kiaccuguyupogams  0OKyMeHmsl no | KIacCUPUIUPOBATh  JTOKYMEHTHI
ONPeOeNéHHbIM KPUMepUsIM; O ONPEACIEHHBIM KPUTEPHUSM;

- GLINOJHAMb pabomy ¢ OOKYMeHmamu | - BBITIOJTHATh paboty c
8 pamKax npoyeoyp, YCmaHoGIeHHbIX 8 | JOKYMEHTaMu B pamKax
opeaHuzayuu. IpoLEeAyp, YCTaHOBIEHHBIX B

OpraHu3anuvu.

T1IK-3.3. Biagers:

- MexXHonNocUAMU U ONepayusMu
pabomoel € pasIUuHbLIMU KAMe2opUsMU
OOKYMEHMO8 Op2anu3ayull;

- Op2aHU3AYUOHHOU OQUCHOU
MeXHUKOU 8 paMKax ceoeu
npogeccuoHanbHOU 0esmenbHOCHU.

[1K-3.3. Braners:
- TEXHOJIOTHSIMH U OMEpalUusIMH

pa60TBI C Ppa3jInMYHbIMHU
KaTCropusamMu HAOKYMCHTOB
OpraHu3alum,

- OpraHu3alMOHHON OucCHON
TEXHUKOU B paMKaX CBOEH

npodeccrnoHanbHO M
JIeATEIIbHOCTH.

[1K- 4 Bnageer TIK- 4.1. 3uaTh: IIK- 4.1. 3HaTh:

HaBBIKAMU - munel U 6UObl OOKYMEHMAYUOHHBIX | - THITBI H BUJIBI




OpraHu3anuu
JOKYMEHTUPOBAHUS
YIPABJIEHYECKOU
JESITEIBHOCTH B
OpraHu3aiuy;

cucmem, cocmae U NOPAOOK — UX
@yHKYUOHUPOBAHUSA,

- HOPMAMUBHO-NPABOBYI0 u
Memoouyeckyro 0azy, pe2yiupyrouyio
pabomy ¢  OOKYMeHmMAaMu  PA3HbIX
OOKYMEHMAYUOHHBIX CUCTEM,

- npasuna cocmasienuss U oghopmieHus
VIPABNEHYeCKUX OOKYMEHMO8 pPA3HbIX
MUNo8 u U008,

- npasuia opeanuzayuu
OOKYMEHMAYUOHHO20 CONPOBOICOEHUS.
VIPAGNEHUsT U OP2AHU3AYUU APXUBHO2O
Xpanerust 00KyMeHmo8.

JOKYMEHTAIUOHHBIX CHCTEM,
COCTaB u HOPSIIOK ux
(YHKIIMOHUPOBAHUS;

- HOPMAaTHBHO-TIPABOBYIO U
METOJMYECKYIO 0azy,
PETYIUPYIONTYIO paboty C
JOKYMEHTaMHU pa3HBIX

JOKYMCHTAIIUOHHBIX CUCTCM;,

- IpaBWJAa  COCTaBJIEHHUS W
opOopMIIEHHSI  YIPABJIEHYECKUX
JOKYMCHTOB pa3HbIX THUIIOB U
BUJIOB;

- IpaBMJIa OpraHU3aIAn
JOKYMCHTAITUOHHOT'O
COIIPOBOXKIEHUS YIIPABJICHUS U
OopraHusanvi apXuBHOT'O
XpaHEeHUs JOKYMEHTOB.

[IK- 4.2. Y™MeThb: [1K- 4.2. Y™MeTsb:
- NpuUMeHsmb HOPMAMUBHO-NPABOBbIE | - MPUMEHITh  HOPMaTHBHO-
akmol U HOPMAMUEHO-MemOoOuyecKue | IPaBOBbIE aKThl M HOPMATHBHO-
OOKYMeHmbl ~ npu  COCMAsienuy U | METOJANYECKHe JIOKYMEHTHI TpH
ogopmnenuu VApaslenyecKux | COCTaBJICHHM W O(QOPMIICHUH
OOKYMEHMO8; VIPaBICHYCCKHX JIOKYMEHTOB;
- nmposooumsv  yHuguxayuro  ¢opm | - TPOBOIUTh yHU(DHKAIIO HopM
OOKYMEHMO8, NPUMEHAEMbIX 6 | IOKYMEHTOB, TPUMEHSEMBIX B
VIPAagieHuecKoll OesmenbHOCMY | YIPAaBICHUECKOW IS TEIbHOCTH
opeanuzayuu; OpraHu3aIum,
- npumeusmb  KOHKpemmuvle  6UObl | - IPUMEHSITh KOHKPETHBIC BHJIBI
00KYyMeHmos 0 pearuzayuu QyHkyuil | TOKYMEHTOB JUIsl  pealn3andu
VIPABIEHUS 8 OP2AHUZAYUL, byHKIUH yIIpaBIICHHUSI B
- COBEPUIEHCMBOBAMb CUCEM) OpraHu3aIum,
OOKYMEHMUPOBAHUSL YNPABIEHUECKOU - COBEpIICHCTBOBATh CHUCTEMY
0esAmenbHOCIU OP2AHUZAYUL. JOKYMEHTHPOBaHUS
YIIPaBJICHYECKON  JCATEIbHOCTH
OpraHu3aIuHy.
TIK- 4.3. Biagers: [1IK- 4.3. Bianers:
- Hasvlkamu pazpabomku mpedosanull | - HaBBIKAMH pa3paboTKu
K uugopmayuu,  exiouaemor 6 | TpeOOBaHUM K  HMH(POpPMAIIHH,
OOKYMEHmMbl OP2AHU3AYUU, BKIIIOYaeMOW B JIOKyMEHTHI

- OpP2AHUZAYUOHHOU — OQUCHOLL
MexXHUKoU 8 pamkax ceoetl
npogheccuoHanbHol 0esimenbHOCmu,

- OP2aHU3AYUOHHBIMU U MEXHUYECKUMU
cpedcmeamu 07 nepesood 8
9NeKMPOHHBIU 8UO OOKYMEHMO8 U
OOKYMEHMUPOBAHHOU UHGOpMayuU
opzanuzayui.

OpraHu3aluy;
- OpraHu3alMOHHON O(QUCHON
TEeXHUKOM B  paMKax CBOEH
npodeccrnoHanbHO M
JIESTEIIBHOCTH;

- OPraHU3allMOHHBIMU U
TEXHUYECKUMU CPEICTBAMHU JUIS
IIEPEBOJIA B DJIEKTPOHHBIN B
JIOKYMEHTOB U
JOKYMEHTHUPOBAHHOMN
uHpOpMaLMY OpraHu3alyy.

[1K- 5 Bnageer

TIK- 5.1. 3gars:

IIK- 5.1. 3garts:




HaBbIKaMHU
00paboTku
AOKYMCHTOB Ha BCCX
JTanax
JOKyMEHT0000pOTa;

- Memoobl pearamenmayuu
0e10npoU3800CMBEHHBIX NPOYECCOB;
- NpUHYUNsl U Memoovl YNopsAOOYEeHUs.

cocmasa OOKYMEHMO8 u
UHGOPMAYUOHHBIX nokasamereti
opeanuzayuu;

- npasuia opeaHuzayuu

0e10npoU3800CMBEHHbIX NPOYECCO8 8
opeanuzayulL,

- NOPAOOK U coodepiicanue npoyeoyp no
pabome ¢ OOKyMeHmamu Opeanu3ayuu
(obpabomku, peaucmpayuu,
UCNOTHeHUsl, KOHMPOJs, MeKyuje2o u
apxXuBHO20 XpaHeHusi OOKYMeHmMos).

- MCTO/bIL periraMCHTaluu
JIeTTOTIPOU3BOICTBEHHBIX
IPOIIECCOB;

- MMPUHIHIIBI u METOAbI
YIOPAAOYECHUS cocrasa
JOKYMEHTOB U WH(POPMAIMOHHBIX
IIOKa3aTesel OpraHu3aluu;

- npaBuia OpraHu3alyu
JIeTTOTIPOU3BOICTBEHHBIX
MPOIIECCOB B OPraHU3aInH;

- IOPSAZIOK U COZep KaHne
mpoiieayp 1o padote ¢
JOKYMEHTaMH OpraHu3aliuu
(0OpaboTKH, perucTparmm,
HCITOJIHEHUS, KOHTPOJIA,
TCKYHICTO U ApXUBHOT'O XPAaHCHUSA

JIOKYMEHTOB).
IIK- 5.2. YmerTs: [1K- 5.2. Y™metsb:
- nposooumv  yHuguxayuro  ¢opm | - TpoBOAUTh yHUDHKaAIHUIO DopMm
OOKYMEHMO8, NPUMEHAEMbIX 6 | IOKYMEHTOB, TIPUMCHSEMBIX B
YNpasieH4eckou oesmenbHOCMY | YIIPABICHUECKOW NI TEITFHOCTH
opeanuzayuu, OpraHu3aIny;
- ocyujecmsisimes npoyeoypsl no - OCYHIICCTBJIATH MPOIEIYPHI 10
pabome ¢ doxymenmamu opeanuzayuu | padbore c JIOKYMEHTaMH1
(obpabomku, pecucmpayuu, OopraHu3aIun (o6paboTkH,
UCNONIHEHUS, KOHMPOIA, MeKyuWe20 U perucTpanmu, UCIIOJTHEHHUS,
apxXuBHO20 XpaneHus OOKYMeEHMO8). KOHTPOJIS, TEKYILEro u
apXUBHOTO XpaHEeHHs
JIOKYMEHTOB).
TIK- 5.3. Biagers: [1K- 5.3. Biagers:
- MexXHON0UAMU pabomsi C |- TeXHONOTHsIMH paboThl C
OOKyMeHmamu u uHgopmayueti, ¢ mom | AOKyMeHTaMHu U uHpopMaiuei, B
yucie 02paHudenHo20 O0Cmynd. TOM  4YHCI€  OrPaHUYECHHOTO
JOCTYTIA.
[1K- 6 Cnocoben [1IK-6.1. 3uats: [1K- 6.1. 3naTs:
aHAIIM3UPOBATh - 3aKoHoOamelbHble U HOPMAMUGHO- | -  3aKOHOJATEIbHBIC "
CUTYaIlUIO HAa PbIHKE | npasogvlie axmvl P® 6  cgepe | HOpMAaTUBHO-TIPaBOBbIE aKThl PP
MH(OPMALMOHHBIX uUHoOpMayUuoHHbIX mexHonoeul, | B chepe  HMHPOPMAIMOHHBIX
MPOJYKTOB U YCIIYT, | UCNONb3YEMbIX 6 OOKYMEHMAYUOHHOM | TEXHOJOIMM, MHCIOJIb3YEMBIX B
J1aBaTh SKCIIEPTHYIO | obecneuenuu ynpasieHus; JTOKYMEHTAIMOHHOM

OLICHKY
COBPEMEHHBIM
cHUCTEMaM
AIIEKTPOHHOTO
JTOKYMEHT0000pOTa,
BHEJIPSTH M BECTH
CHUCTEMBI
JOKYMEHTAI[HOHHOTO
oOecneyeHus
yIpaBJICHUS B
OpraHu3aluy Ha

- Oelicmsyrowue MeHCOYHaApoOHvle U

HAYUOHAbHBIE CIMAHOAPMbL 8 001ACU

VIpaeieHusi OOKyMeHmayuell,

- npasuia opeanuzayuu

0e10NnPoOU3800CMBEHHBIX NPOYECCOB;

- MemoObl UCCAE008AHUA, AHANU3A,

NPOEKMUPOBAHUS U PA3GUMUACUCTEMbL
OOKYMEHMAYUOHHO20 — 0OecneyeHus

VIPAGNeHUst;

- PbIHOK NPOSPAMMHBIX NPOOYKMOE NO

asmomamu3ayuu OOKyMeHmMAayuoHH020

obecreyeHnH yrpaBiIcHUS;
- IEUCTBYIOLIME MEXIyHApPOIHbIE
U HallMOHAJbHBIE CTAaHIAPTHI B

obmactu YIIPaBJICHUS
JIOKYMEHTALUEH;

- IpaBuia OpraHu3aluu
JIETIOITPOU3BOICTBEHHBIX
MIPOLECCOB;

- METO/IbI HCCIICIOBAHMUS,
aHalln3a, I[POEKTHUPOBAHUA U
pa3BUTHSA CHCTEMBI




0a3e HOBEUIITUX obecneyeHus ynpaeieHus, JOKYMEHTAIMOHHOTO
TEXHOJIOTHf; - ¢yukyuonanvHvlie  ocobenHocmu | 0OECIICUCHUS YIIPABICHHUS,
PA3IUUHbIX  CUCmeM — JIeKMPOHHOZ2O | - PBIHOK MIPOTPaMMHBIX
00KYMeHmoobopoma, UCHONb3YeMblX 6 | IPOIYKTOB [0 aBTOMATH3AIUU
cepe OOKYMEHMAYUOHHO20 | TOKYMEHTAIIHOHHOTO
obecneyeHus ynpasieHus. oOecrieueHHsl YIIpaBICHUS;
- (pyHKIMOHAJIbHBIE OCOOEHHOCTH
pa3IMYHBIX CUCTEM
AJIEKTPOHHOTO
JIOKYMEHTO000POTA,
HCIIOJIb3YEMBIX B chepe
JIOKYMEHTAIMOHHOTO
obecreyeHyst ynpaBJaeHHsl.
IIK- 6.2. Y™MeThb: [1K- 6.2. Y™MeTb:
- nposooumv  AHAIU3 U OYEHKY | - TIPOBOJUTH AHAIU3 M OICHKY
B03MOJICHOCHETN CUCMEM 2IeKMPOHHO2O | BO3MOYKHOCTEH CUCTEM
0oKymMeHmoobopoma, pazpabomanusix | SIEKTPOHHOTO
OJIs1 OpeaHU3aYull; JIOKYMEHTO000POTA,
- gHeOpamb U gecmu  cucmemy | pa3pabOTaHHBIX VTS
INEKMPOHHO20 — OOKYMEeHmoobopoma | OpraHu3allHii;
opeanuzayulL; - BHEAPATH M BECTH CUCTEMY
- nposodums aumaius oeicmsyrloujeli | SICKTPOHHOTO
cucmembl NEKMPOHHO20 | TOKyMEHTO00O0pOoTa
00KymMeHmoobopoma. OpraHu3aIuy;
- IPOBOTUTH aHaJM3
JICUCTBYIOLIEH CUCTEMBI
AIIEKTPOHHOTO
JTIOKYMEHTO000pOTA.
TIK- 6.3. Biagers: [1K- 6.3. Baaners:
- Hagvlkamu pabomwvl 6 cucmeme |-  TEXHOJOTHUSAMH  PabOTBI ¢
INEKMPOHHO20 OOKYMEHMO0bopoma. JOKYMEHTaMu ¥ WHpOopManuei, B
TOM  4YHCJIE€  OTPaHUYCHHOTO
JOCTYyTIA.
ITIK-7 Cniocoben [IK-7.1. 3nars: I1K- 7.1. 3Hatsb:
OCYILECTBIIATH - cneyu@uky OCHOBHOU OesimelbHOCU | - cnenuduky  OCHOBHOU
OpraHu3aIMoHHOE, opeanuzayuu, VApAagieHyecKyo | AesITeNbHOCTH OpraHu3ali,
JOKYMECHTAIIHOHHOE | CPYKMYPY opeaHuzayuu, | yIpaBIeHYECKYIO CTPYKTYPY
1 HHPOPMALIHOHHOE | PYKOBOOCMEO OpeaHu3ayuu, Kpyz2 ux | OpraHu3aluH, PYKOBOJICTBO
oOecrieueHue NOIHOMOYUU U O02PAHUYEHUS 30H UX | OpraHU3aIuH, KpyT ux
JeATEIbHOCTH 0meemcmeeHHOCMU, MOJTHOMOYHUH ¥ OTPaHHUYCHHS 30H
PYKOBOJUTEIIS - yHKYUU camomenedHCMeHma; UX OTBETCTBCHHOCTH;
OpraHu3aluu - npasuna eedenus 0e1068020 0OweHus | - PyHKIUNA CAMOMEHEKMEHTA,

U 0e108020 dSmuKema,
- npasuia cocmasienusl u opopmaieHus
YApasieH4eckux 0OKyMeHmos;

- OnMuManbHble cnocoowl
ungopmuposanus napmmuepos,
KIUEHMO8, nocemumernet,

PYKOBOOCMBO U COMPYOHUKO O
NAAHUPYEMbIX MEPONPUSMUSIX,
- yenosus, obecneuusaiowjue

- IIpaBujia BCACHUA [JACJIIOBOT'O
06H_ICHI/I§I n OCJI0BOI'0 9THKETA,

- TpaBWiIa  COCTAaBJIEHUS U
opopMIIEHHsI  YNpaBJIEHYECKUX
JIOKYMEHTOB;

- ONTUMAJIbHBIE CIIOCOOBI
UHPOPMHUPOBAHUS  TApTHEPOB,
KJIMUEHTOB, IIOCETUTEIIEN,

PYKOBOACTBO U COTPYAHHUKOB O
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aghghexmusnyro pabomy pykoeooumens,

IIAaHUPYCMBIX MCPOIIPUATHAX,

- npasuna 3auumovl KOHQUOEHYUATbHOU | -  YCIOBUS, O0ECIICUYUBAIONINE
u cayscebHol uHghopmayuu, 3¢ PEKTUBHYIO paboty
- nopA0oK opeanuzayuu | pyKOBOJUTEIIS;
UHpOpMayuonHo2o  83aUMOOelCmEus | - npaBuia 3aIUTHI
PyKogooumens ¢ pabomuukamu, | KOHPpUISHINATEHON u
CMPYKMYPHLIMU ~ noOpazoeienusmy U | Cy>keOHOM nH(opmanuu;
Opy2UMU OP2AHUZAYUAMU, - HOPSIOK OpraHU3aIHn
- npasuna noozomoeku | THPOPMaIMOHHOTO
UHPOPMAYUOHHO-AHATUMUYLECKUX B3aMMO/ICHCTBHSI PyKOBOJUTEIS C
Mamepuanos; paboOTHUKAMHU,  CTPYKTYPHBIMH
- mpebosanus OXpamvl mpyod. MOJPA3JCIICHUSIMA W IPYTHMH
OpraHu3aIusIMU;
- npaBuia MOITOTOBKH
WH(OPMAITMOHHO-aHATATHICCKUX
MaTepHaJIoB;
- TpeOOBaHUs OXpaHbI TPy/Ia.
[TK-7.2. YMmeTs: [IK- 7.2. Y™MeTsb:
- nianuposams  pabouee 6pems | - TUIAHHPOBATH paboyee BpeMs
PYKOBOOUmens, PYKOBOJIUTEIIS;
- naaumuposamsv  pabouee  @pems | - TUIAHUPOBATH paboyee BpeMs
cexpemapsi, CeKpeTapsi;
- OpeaHuzoevleamv  meneoHHble | - OPTaHW30BBIBATH Tele(OHHBIE
nepezosopbl, MIEPErOBOPHI;
- opeanuzogvlieamb ~ pabomy ¢ |- OpPraHH30BBIBaTH paboTy ¢
nocemumensimu 8 npueMHoll | IOCETUTEISIME B TIPUEMHOMN
PYKOBOOUmENs, PYKOBOJIUTEIIS;
- nooeomasnusamv, NPOBOOUMb U | - TIOATOTABIMBATh, MPOBOIHUTH H
oocayacusamo KOH(epenmubvie | 0OCTYKUBATh KOH(epeHTHbIE
Meponpusimus; MEpPOTIPUSITHSI,
- OpPeaHU306b186aMb U NOOOEPHCUBAMD | - OpraHu30BBIBAThH "
@yHKYUuOHANBHOE pabouee | moAnepPKUBaTh (YHKIIMOHATHHOE
npocmpaucmeo 6  npuemHou  u | pabouee MIPOCTPAHCTBO B
Kabuneme pyKogooumesis; MIPUEMHOI u kaOuHeTe
- Op2anu308vI6aMb  UHDOPMAYUOHHOE | PYKOBOIUTEIIS;
83aumooeticmsue  pykogooumens  C | - OpPraHu30BbIBATh
noopaszoeneHusmMu U O00JAHCHOCMHbIMY | THHOPMAITMOHHOE
auyamu, B3aMMO/JICHCTBHE PYKOBOJIUTEIIS C
- 0p2aHu308vI6aMb  UHDOPMAYUOHHOE | TIOAPA3ACTCHUSIMU "
s3aumooelicmsue  pykogooumens ¢ | TOJDKHOCTHBIMH JIMIIAMH;
Op2aHU3AYUAMU, - OpraHu30BHIBAThH
- amaausuposamv  uHgopmayuio u | ”HGOPMAIIMOHHOE
n0020MasIueamy ungopmayuonno- | B3aMMOJICHCTBHE PYKOBOJIUTENS C
aHanumu4eckue Mamepuabl. OpraHu3aIUsIMH,
- aHAIM3WPOBATh UHPOPMAIUIO U
MOJITOTaBIINBATh
MH(OPMAIMOHHO-aHATUTUYECKHE
MaTepUabl.

[1K-7.3. Bnagers:
- HABLIKOM OpP2aHU3AYUOHHOZO,
OOKYMEHMAYUOHHO20 u

[1IK- 7.3. BaageTs:
- HaBBIKOM OPraHHU3alMOHHOTO,
JIOKYMEHTAllMOHHOTO u
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uHgopmayuonHozo obecneuenus | THOOPMAITMOHHOTO 00ECTIEUCHUS
0esimenbHOCIU OPeAHU3AYUU, JeSITeJIbHOCTH OpraHN3allny;

- HABLIKOM Op2aHU3AYUOHHO2O, | - HABBIKOM OPraHU3aI[MOHHOTO,
OOKYMEHMAayUuOHHO20 U | JOKyMEHTAIIHOHHOTO u
uHpopmayuonHozo obecneuenusi | ”HHOPMAITMOHHOTO 00ECIICUCHHUSI
oesamenbHOCmuU PYKO8oOumenst | NeSITebHOCTH PYKOBOIUTEJISI
opeanuzayul. OpraHu3alyy.

3. MECTO IPAKTUKH B CTPYKTYPE OBPA30OBATEJIbHOM
ITPOI'PAMMBI

[IpousBojicTBEHHAss TpaKkTHKa (TEXHOJOTHYECKAas) SBISETCS  YacThIO
o0OpasoBaTeIbHOM MporpaMMbl OakajaBpa Mo HampasieHu noarotoBku 46.03.02
«/loxymenToBeieHIEe u apXUBOBECHUEY, npo b MOATOTOBKH
«/lokymeHTanmonHoe odecrieueHue ynpapiaeHus» U BXoaut B biok 2 «Ilpaktukuy»
(b2.B.01(IT)).

[Tpou3BoO/ICTBEHHON TPaKTHKE TMPEAIICCTBYET U3YUEHHUE TAKUX JUCIUILINH
kak «OpraHuzanus Y TEXHOJOTHS  JOKYMEHTAllMOHHOTO  OOeCIeueHUs
yIpaBleHus», «ApxuBoBeaeHuey, «OOecrneueHne KOMIUIEKTOBAaHUS, YyyeTa,
COXPaHHOCTH W WCIIOJIb30BaHUSI ApXUBHBIX JOKYMEHTOB», «l'ocymapcTBeHHBIE,
MYHUIIMIIAJIBHBIE W BEJIOMCTBEHHBIE  apxuBbl»,  «KoHuaeHuambHoe
JEJIONIPOU3BOJICTBOY, «JlOKyMeHTaImoOHHOE OOecneYeHne TroCyJapCTBEHHOTO W
HETroCy/1apCTBEHHOT'O yIpaBICHUS, «DNEeKTPOHHBI  JOKYMEHTOOOOpPOT
opranuzanumny, «KaapoBoe 1e10mpou3BOICTBO U APXUBHI JOKYMEHTOB T10 JIUYHOMY
COCTaBY».

JlaHHOI TpakTUKE MpealecTByeT ydyeOHasl MpakThka (03HAKOMHUTEIbHAs),
KoTopast (OpMHUPYET y OOYydYarolIuxcs IepBOHAYaJbHBIE MPOGEeCCHOHAIBHBIC
YMEHHUS U HaBBIKH.

[IpousBojcTBeHHAss  MpakTUKa  (TexXHOJoruyeckas)  ¢GopMupyer vy
OoOy4JaromMXcs OMNBIT CaMOCTOATENBFHON MpPOdecCHOHATBHOW JeATEIbHOCTH U
MOJrOTAaBIMBACT UX K  JaJbHEHWIIEMY  BBITIOJHEHUIO  0ojiee  CIOXKHBIX
MPOU3BOJCTBEHHBIX 3ajad B CIyk0ax JOKYMEHTAIIMOHHOTO oOecreueHus
ynpasieHus. [IpakTuka HCMONB3yeTCs Kak CpPeACTBO NPOGEeCCUOHATBHOU H
COIMAJILHOM aJanTaiiy 0aKaliaBpoOB.

4. OBBEM ITPAKTUKH

(01010 300
Bua npakruku Bceero CemecTpbl Bcero Kypcsi
yacoB/3ET yacoB/3ET
KonrTakTHas padorta (Bcero): 6 6 6 4
B ToM uucrne:
Hnousudyanvroe Koncyrbmuposanue 2 6 2 4
CcMmyo0enmos
Tpaxmuueckas noocomoska cmyoenmos 4 6 4 4
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CamocTtosiTesibHast ~ padoTa CTyJAeHTa 309 6 309 4

(Bcero)

CamocrosTenbHast padoTa 10 BBIIOIHEHUIO 309 6 309 4

3aJaHnil y9eOHOW IPaKTUKH

IMoxaroroBka k 3a4ery 9 6 9 4

OO01mas TpyI0eMKOCTb: 324/9 6 324/9 4

(Bcero 3au. en./kon-Bo yacos o ®I'OC)

Bun npoMexxyTouHoO# aTTecTaluu (3auer, CEeMECTPBI: KYPCBI:

i dhepeHIMpOBaHHbIH 3a4eT)

Jupdhepenyuposannwiii 3auem 6 4
Cpoku  mpoBefeHUS MNPAKTUKA 1O  3a04HOW  ¢dopme  OOydeHHS

YCTaHABJIMBAIOTCS B COOTBETCTBUH C IpauKoOM y4eOHOTO IMporiecca Ha TEKYITUiH
y4eOHBIN TOJ:

- 0J11 cmy0eHmos ouHol Gopmwvl 00yuenus na 3 Kypce (6 cemecmp), 324 uaca
(6 neoenv),

- o1 cmyoenmos 3ao0unol gopmel 0byuenus na 4 kypce, 324 uaca (6
Heoelb).

5. COAEPKXAHUE NPAKTUKU

Ne Pa3nensl (3Tanb) Buab! yueGHoii padoThl, KonuuyecTBo DopMbl TEKYLLIET0
NPaKTHKHA BKJIIOYAsi CAMOCTOSITEIbHYIO YacoB Ha KOHTPOJISI
padoTy, TPyA0eMKOCTh (B BBINOJIHEHHE
yacax) 3aJaHuil
NPAKTHKH
Paznes 1. [loaroroBuTe/IbHBIN 3TAN

1.1. | [oaroroBka 00630p 3a1aHUN TPAKTUKH. 24 WHCTpyKTaX IPOBOIUT
UHJVBUAYaJIBHOTO [TpoBeneHue Amst MPaKTHKAHTOB PYKOBOJMTEND NPAKTUKH
IUIaHA TIPOXOXKACHUS MHCTPYKTa)ka 0 TEXHUKE OT 0a3bl MPaKTUKH.
MPaKTUKH. 6e30MacHOCTH. [1nasH NpaKkTUKK U

W3ydyenue u aHanu3 TuTepaTyphsl COIJIaCOBBIBAETCA U

0 TUCLUIIMHAM, Ha KOTOPBIX 3aBepsieTcs

OCHOBBIBACTCS TIPAKTUKA. PYKOBOJIUTENEM NIPAKTUKH
Paznen 2. Boinosinenue 3aiaHuii MPaKTHKH

2.1. | 3HaKOMCTBO C XapaKTepHuCTHKa OpTaHU3aIIH- 34 WnnuBuayansHBIA aHATH3
opraHm3aruei-6azoi 0a3bI IPaKTUKI U OIICHKA MOTyYeHHBIX
MIPAaKTHKH pE3yJIbTaTOB
(opranm3anusaMu-
0a3aMu IPaKTHKH).

2.2. | N3yuenue cocraBa Uzydenue cocraBa 40 Ananus u
YIIPaBIEHYECKHX YIPaBIEHYECKHUX  JOKYMCHTOB, KOHCYJIbTUPOBAHHUE
JOKYMEHTOB dopMmupyronmxcss B - Tpoliecce 00yJaromuxcs mo

JEATENBHOCTH OPTaHU3ALUH MartepuagaMm, MoJydeHHbIM
B XOJI€ IPaKTHKH.
2.3. | Ananu3s pabothi ¢ Amnanus paboThl ¢ JOKyMEHTAMHOT 50 Ananus u
JOKyMEHTaMH MOMEHTa WX  CO3[aHHA [0 KOHCYJIbTUPOBAHHUE
obecTiedeHnsT XpaHEeHUs 00yJaromuxcs mo
MarepuagaMm, MoTydeHHbIM
B X0JI€ MPaKTHKH.

2.4. | V3ydeHue nopsaka Uzydenue Mopsi/IKa 34 Ananus u
oopMIeHHUS 1eT B dopmupoBanns u odopMIeHHE KOHCYITbTHPOBaHHE
JIETIONPON3BO/ICTBE JIeTT B JIETIOTIPOM3BOCTBE 00y4Jaromuxcs 1Mo

MarepuagaMm, MoTydeHHbIM
B X0JI€ PAKTHKH.
2.5. | N3ydenne paboTsl C N3yuenne paboTsl c 40 AHanus n
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OJICKTPOHHBIMHU OJICKTPOHHBIMHU JOKYMCHTaAMU B KOHCYJIbTUPOBAHUC

JIOKyMEHTaMu CoJl wu (wm) paboTel CO 00yJaromuxcs mo
CpeICTBaMHU aBTOMAaTH3ALIUH MaTtepHaam, oaydeHHbIM
JIOKyMEHT0000poTa B XOJI¢ PAKTUKH.

2.6. | IlpencraButh IIpencraButeh  XapakTEPUCTUKY 34 AHanu3 u

xapakrepuctuky COJl | ucmonms3yeMoil B OpraHH3aLUH KOHCYJbTHPOBAHHUE
CHCTEMEI JJIEKTPOHHOT O 00y4aromuxcs 1mo
JIOKYMEHTOOOOpoTa ®  (WIN) MaTepHaIaM, MOJyICHHBIM
MpOrpaMMHOTO obecreueHus, B XOJI€ MTPAKTUKH.
UCTIOJIB3YIOIIEr Ocst ULt
OpraHu3alyu paboThI c
JOKYMEHTaMH

Pa3nen 3. AHasn3 nosryyeHHoH nH(popManun

3.1. | Ananuz pe3yiabTaToB [TonroroBka oT4yeTa MO MPAKTHKE 44 [TonroroBka otyera 1o
NPOW3BOJICTBEHHOM MPaKTHKE
MPaKTUKA

3.2. | lloaroroska k | Pacneyatka ordera no npaxkTuke 4 IIpenocraBnenne oryera
i hepeHInpoBaHHO o MIPAaKTHKE
My 3a4eTy PYKOBOIIUTEINIO MPAKTUKU

oT Kadeapsl

3.3. | Urorosas [ToaroToBKa BBICTYIUICHHS HA 20 BricTyruieHue Ha
KOH(EpEeHIUS 110 UTOTOBYIO KOH(EPEHIIUIO KOH()EePEHIINH
pe3ynbraraM y4eOHoi
NPaKTUKU
BCEI'O 324

ConepxaHnue 3aJaHUI N0 PAKTUHKE

3ananue 1. XapakTrepucTUKa Opranu3anuu-0a3bl NPAKTUKHU

CocTaBUTh KpaTKyH0 XapaKTEPUCTUKY OpraHu3alnu-0a3bl MpakTuku. [lpu
COCTaBJICHUU XapaKTEPUCTUKU HEOOXOIMMO MPUBECTH CIIEIYIOUINE CBEICHUS:

- NOJIHOe HAUMEHOB8AHUEe OP2AHUZAYUL

- TopuouyecKull aopec opeanu3ayuu;

- ®UO pykosooumens opeanuzayuu;

- HanpasieHus 0esiMmelbHOCMU OP2aAHU3AYUL;

- MeCmo opeanu3ayuil 8 cucmeme yupexncoeHull Kpas, patond, 20pooa;

- CNeKmp OKa3vl8aeMuvlX OpeaHu3ayuell yCiye.

N3yunTh OCOOCHHOCTHM OpraHW3allud JACIONPOU3BOJICTBA B OpTaHU3AIMH.
YCcTaHOBUTH KPYr JODKHOCTHBIX JIUI[ B OOS3aHHOCTH, KOTOPBIX BXOJHUT
OopraHu3anvs WWIA BeJCHHE JOKyMeHTooOopora opranuzanuu. CocTaBUTH
KpaTKyl0  XapakTepUCTHKy WX OO0sS3aHHOCTEH MO  JOKYMEHTAIlMOHHOMY
CONPOBOKJCHUIO AEATEIbHOCTH OpPraHU3allHH.

Ilpumeuanue: On NPAKMUKAHMOB APXUBHBIX YUPEHCOEHUU OONOIHUMETLHO
npeocmagumsv Kpye OOANCHOCHHBIX JUY, BKAIOUEHHBIX 8 MEXHON02UUECKYI0 YENOUKY
8bINOJIHEHUS APXUBHBIX 3ANPOCOB U UX OOKYMEHMUPOBAHUE.

B otuere no mpaktuke 0000IINUTH MOTYYEHHbIE pe3yabTaThl MO 3a1anuio No 1
(110 BO3MOKHOCTH OMHUCATh B OTYETE BISIBIICHHBIC HEJOCTATKU U (MJIU) TOCTOMHCTBA
B OpraHU3aIHMH PA0OTHI C IOKYMEHTaMH ).

Dopmupyemvle 8 pamMKax 8bINOJHeHUs 3a0anusi komnemenyuu. YK-3; OIIK-3;
IIK-1; IIK-3; IIK-4; IIK-5; IIK-6; IIK-1.
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3ananue 2. MWM3yuyeHue cocTaBa ynpaBJ/ieHYeCKHMX [IOKYMEHTOB,
(popMmupyromuxcs B npouecce 1eiTeJJbHOCTH OPraHU3alul

CocTaBUTh KPaTKYIO XapaKTEPUCTUKY CUCTEMBI JOKYMEHTAIUH, CJIOKUBILICCS
B o0mieM JenonpousBojacTBe  (nepeuuciums — cucmemvl  OOKYMeHMAyuu,
CONCUBWIUECS. 68 Op2AHU3AYUU, 0amb O00WYI0 XAPAKMEPUCMUKY OOKYMEHMO8,
KOMOpble COOEPAHCAMCI 8 KAANCOOU cucmeme).

Ha ocHoBe wu3yuyeHHs HOMEHKJIATYpbl AE€] OINPENEIUTh OCHOBHBIE BHUBI

JOKYMEHTOB,  HCIIOJb3yeMble s JIOKYMEHTUPOBAHUS NeATeIbHOCTH
OpraHu3allu:
- OpP2aHU3AYUOHHO-NPABOBble  OOKYMEHmbl  (npueecmu  HeCKOAbKO

HAUMEHOBAHULL U008 OOKYMEHMO8, KOomopvle CO30alomcsi 6 pamMKax 3Smou
cucmemol);

- pacnopsaoumenbHble OOKYMeHmbl (NpUecmu HeCKOIbKO HAUMEHOBAHUL
8UO08 OOKYMEHMO8, KOMOopble CO30aMCsl 8 PAMKAX MOl CUCMEMbL),

- UHGOPMAYUOHHO-CNPABOUHblE  OOKYMEHmbl  (Npugecmu  HeCKOIbKO
HAUMEHOBAHULL B8UO008 OOKYMEHmMO8, KOomopvle CcO30alomcsi 8 pamMKax 3mou
cucmemol);

- naamogvie OOKYMeHmbvl (npusecmu HeCcKOAbKO HAUMEHOB8AHUL U008
OOKYMEHMOo8, Komopwvie CcO30aiomcs 6 pamKax 3mou cucmemsl) (npugecmu
HEeCKOIbKO HAUMEHOBAHULL 8UO008 OOKYMEHMO8, KOmopbvle CO30amcs 8 pamKax
9MouU cucmemol);

- omuemHo-cmamucmuieckue  OOKYMeHmuvl  (npugecmu  HeCKOJIbKO
HaUMEHOBAHUU 6UO008 OOKYMEHmMO8, KOMmopvle CO30alomcsi 68 pamMKax 3mou
cucmembl).

Ha ocHoBe aHanm3a HOMEHKJIATYpPHI JIeJ ONPENeTUTh JOMUHUPYIOUIUE BHJIbI
JOKYMEHTOB B JIETIONIPON3BO/ICTBE OpTraHU3AIIHH.

Bo BpemMs  mpakTukm — 00ydYaroIieMycCs-NPAKTUKAHTYy  HEOOXOIUMO
CaMOCTOATEIHHO O(DOPMUTH PA3IUYHBIE YITPABICHYECKUE TOKYMEHTHI.

B oryete mo mpakTuke 0000IMIUTE MOTYyYEHHBIE PE3YNIBTATHI 10 3a1aHuio Ne 2
(M0 BO3MOHOCTHM OIKCaThb B OTYETE HEAOCTaTKM M (WIM) JOCTOMHCTBA,
BBISIBICHHBIE B CHCTEMAaTH3allMM JOKYMEHTOB B HOMEHKJIAType, BHECTH
MIPEIIOKEHHSI TI0 YIYYIIIEHUIO COJIep)KaHusl HOMEHKIaTyphl). HomeHknatypy aen
OpraHu3alliy BKJIIOYUTH B MPWIOKEHUE K OTYETY IO MPAKTUKE, 32 UCKIIOYCHUEM
HOMEHKJIATyp UMEIOIIUX TpU( OrpaHUYEHUS JOCTYyIA.

Dopmupyemvle 8 pamMKax 8blNOJIHeHUs 3a0anus kKomnemenyuu: YK-3; OIIK-3;
1IK-1; IIK-3; IIK-4; IIK-5; IIK-6; IIK-1.

3ananue 3. AHaan3 padoThlI C JOKYMEHTAMHU OT MOMEHTA UX CO3/IaHUA 10
o0ecrie4yeHHUsI XpaHEHUA

BbiBUTh JIOKallbHbIE HOPMATHBHBIE AaKTbl pEryJupylolue pabdoTy cC
JIOKyMEHTaMH B OpraHu3alvu (BbISIBIICHHbIE B HUX HEJOUYETHl YKa3aTh B OTUETE 1O
npaktuke). OnpeAenuTs MNOPSAOK O00padOTKH BXOASIIMX JOKYMEHTOB (U/WIH
apXUBHBIX 3aMPOCOB OT HACEJICHUSI JJIsl ApXUBHBIX yupexaeHuil). O3HaKOMUTHCS €
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MOPAJIKOM O00pa0OTKM MCXOIAIIMX JTOKYMEHTOB (W/MJIM apXUBHBIX CIPaBOK IS
apXUBHBIX  yupexiaeHuil). M3yuuTb cHCTEMY pETUCTpallMM U  METOJHUKY
OpraHu3alyy KOHTPOJISI CPOKOB HCIIOJIHEHUS] TOKYMEHTOB B OpraHu3auuu (W/Wiu
aApXUBHBIX 3aIPOCOB JJI APXUBHBIX YUPEKIACHUI), €€ COOTBETCTBHE TPEOOBaHUAM
«l'ocynapcrBennass Cucrema JlokymeHntauumonHoro OoOecrneueHus YTpaBieHUS.
OcHoBHble TmONOKeHHs. OOmme TpeOoBaHMS K JOKYMEHTaM U CiIyk0am
JOKYMEHTAIIMOHHOTO oOecrieyeHus», NENCTBYIOIIUM BEJIOMCTBEHHBIM
MHCTPYKIIUSM, JTOKAJIbHBIM HOPMATUBHBIM aKTaM OpPTaHU3alUU.

M3yunTh NOpAIOK JBUKEHUS JOKYMEHTHBIX IOTOKOB (M/WUJU apXUBHBIX
3anpocoB) B opranu3auuud. CocTaBUTh ONEPOrpaMMbl JOKYMEHTOB, MAapUIPYTHO-
TEXHOJOTUYECKUE KAPThI, JOKYMEHTOIPAMMbI JBUKEHUS BXOJALIUX U UCXOASAIINX
JOKYMEHTOB (110 BO3MOXHOCTH). Ompeaenutb crnocoObl MOJYyYeHHs] JOKYMEHTOB
(W/mnM  apXMBHBIX 3alpOCOB OT HACEJeHHs)) M HMX OTHpaBKU (IIOYTa, Kypbep,
AJIEKTPOHHAS 1MOYTa, akKc).

[Ipu HanMuuu B OpraHU3allM¥ aBTOMATHU3WPOBAHHON CUCTEMBI PETUCTPALIMH,
BBISIBUTh M YKa3aTh COCTaB PEKBU3UTOB, BHOCHUMBIX B  JJIEKTPOHHYIO
pErucTpalMoHHyl0 KapTouky. OOpasen] perucTpallMOHHOM KapTO4YKd JaTh B
NPUJIOKEHUH OTYETa [0 MPAKTHKE.

Bo Bpemss  mpakTuku ~— 00ydYarolmeMycCs-IPAKTUKAHTY  HEOOXOIUMO
CaMOCTOSITEJIbHO OCYIIECTBIISITh TEXHOJOTMYECKHE Omepaluu 1o padore ¢
YIPaBJIEHYECKUMH JTOKYMEHTaMHU.

B otuere no nmpaxkTuke 0000IIUTH NOTYyYEHHBIE PE3yNbTaThl IO 3aAaHu0 Ne 3
(Mo BO3MOXHOCTM ONHUCaTh B OTYETE HENOCTaTKU M (WIHM) JIOCTOMHCTBA,
BBISIBIICHHBIE B IIpOLIECCaX OpraHMU3aliKi paboThl ¢ JOKyMeHTaMu). OneporpaMMbl
JOKYMEHTOB, MapLIPYTHO-TEXHOJIOIMYECKUE KAPThI, TOKYMEHTOIPAMMBI BKIIFOUNUTH
B IIPUJIOKEHHE K OTUYETY (110 BO3MOKHOCTH ).

Dopmupyemvle 8 pamMKax 6bINOJIHeHUs 3a0anus Komnemenyuu: YK-3; OIIK-3;
1IK-1; IIK-3; 1IK-4; 1IK-5; IIK-6; IIK-1.

3ananme 4. U3yuyenue mnopsiika (GopMupoBaHus M OoQopmiieHHEe e B
JeJI0NPOU3BOACTBE

[Ipoananu3npoBaTh COOTBETCTBUE KOJUYECTBA J€1 B pa3jieiaaX HOMEHKIIATYPBI
JIe OpraHu3aIi KOJIWYECTBY pealbHO CHOPMHUPOBAHHBIX Jed (BBISIBUTH Jeja,
KOTOpPbIE€ HE BEAYTCS, U BBISICHUTh IPUYHMHBI, IO KOTOPBIM Jiesia He 3aBoAsTcs). s
MpOBENCHUS aHaian3a CHOPMHUPOBAHHOCTH JEI MOXKHO MPOaHAIM3UPOBATH
HOMEHKJIATYPy A€J OJTHOIO CTPYKTYPHOTO MOApa3eJeHUs OpraHu3aliu.

[Ipoananu3upoBarh MNPAaBWIBHOCTh OIPEIEICHUS] CPOKOB XpaHEHUs Jed,
YKa3aHHbIX B HOMEHKJIAType.

[Tpoananu3upoBaTh MPABWILHOCTH OOPMIICHHUS JIE] B OPTaHU3AIIIH.

O3HAKOMHTHCS C TIOPSAIKOM TIEpenadn, 0COOCHHOCTSIMH MOATOTOBKH JEJ st
nepeayl Ha apXuMBHOE XpaHeHwe. M3yuuTh 3ajlaud U NOPSIOK pabOThl apXuBa
HMCTOYHUKOM KOMIUJIEKTOBAHUSI KOTOPOTO SIBJISIETCSI OpraHU3alIUsl.
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Bo BpemMs  mpakTuku ~ 00ydaromieMycCs-MPAKTUKAHTY  HEOOXOJIUMO
MOy4acTBOBATh B Mepe/iaue JOKYMEHTOB Ha apXHMBHOE XpaHEHUE.

B otuere no nmpakTtuke 0000IIUTH MOTYYEHHBIE PE3yJbTaThl MO 3aAaHuio Ne 4
(M0 BO3MOXXHOCTH OINHUCaTh B OTYETe HEJOCTaTKU U (WiIM) JIOCTOMHCTBA,
BBISIBIICHHBIC B IIPOIIECCaX BBIMOJHEHUS 3a/IaHMUs).

Dopmupyemvle 8 pamMKax 8bINOJHEHUs 3a0aHus komnemenyuu. VK-3; OIK-3;
IIK-1; IIK-3; IIK-4; IIK-5; IIK-6, IIK-1.

3ananue S. M3yuyenue padoThl ¢ JJIEKTPOHHBIMH A0KyMeHTamu B CI/l u
(ms1n) padoThI €O CpeICTBAMYU ABTOMATH3AIMU TOKYMEHT0000pOTa

M3yuuTh TOPSAIOK ABMKCHHS JTOKYMEHTHBIX MOTOKOB opranm3anuu B COJI,
HauWHaAsh C 0JTalma WX CO3JaHus 70 oOecreyeHwWs WX XpaHeHUs, U (WJIH)
MCTIOJh30BaHUE CPEJICTB aBTOMATHU3allMU B pabOTe C JOKYMEHTaMU OpTaHU3aliH
(COCTaBUTh CXEMBI, MapIIPyTHBIE KapThl JABMXKCHHS BXOIAIMIAX M HCXOASIINX
AIIEKTPOHHBIX JOKYMEHTOB (110 BO3MOKHOCTH)).

Ilpumeyanue: 01 apxuHvix yupedcoeHull paccmompems 0a3bl OAHHBIX,
anemenmol CI/], ucnonv3zyrowuecs 01 OKA3AHUsL YCIYe HACEIeHUT.

[Ipu orcyrctBum Ha 6aze mpaktuku COJ] HEOOXOIMMO TpPOAHAIM3HPOBATH
NPUYUHBI €€ OTCYTCTBHSI M  BO3MOXKHBIC TIEPCIICKTHUBBI  BHCAPCHUS B
JEIIOTIPOU3BOJICTBO.

Bo Bpems  mpakTHKH ~ oOydaromieMycs-NPaKTUKaHTy  HEOOXOJMMO
CaMOCTOSITETTLHO TIOPaboTaTh C AJIEKTPOHHBIMU JOKYMEHTAaMHU, BKIFOYCHHBIMH B
CO/I.

B oTuere mo mpakTHKe 0000IIUTH MOYICHHBIE PE3YIbTAThI 110 3aJaHII0 No 5
(0 BO3MOXXHOCTH ONHKCaTh B OTYET€ HEJAOCTAaTKM © (WJIM) JOCTOMHCTBA,
BBISIBJICHHBIC B ITPOIIECCAX BBHITIOJHEHUS 3aJaHVs ).

Dopmupyemvle 8 pamKax 8bINOJHEHUs 3a0aHusi komnemenyuu. YK-3; OIK-3;
1IK-1; IIK-3; 1IK-4; 1IK-5; IIK-6; IIK-1.

3aganue 6. IlpeactaBuTh XapaKTePUCTHKY  HMCHOJb3yeMOii B
OPraHU3alUM CHUCTEMbl JJEKTPOHHOI0 [JOKYMEHT0000poTa H  (MJIM)
NMPOrPaMMHOr0 odecreveHnsi, HCMOJAb3YIOUIErocs 1Jsl OpraHu3anumu padorsl ¢
AOKYMEHTAMH

[IpencraButh xapakTepucTHKy (Ha3BaHHE, BEpPCUIO, JOCTOUHCTBA W
HEJIOCTAaTKH) CUCTEMBI AJIEKTPOHHOTO TOKYMEHTOO00pOTa U (WJIM) MPOrPaMMHOIO
oOecrieueHus1, UCTIONB3YIOMIEroCs ISl OpTaHu3aIui padoThl ¢ JoKkymMeHTamu. [Ipu
orcyrcTBUU COJ[ 0OBACHUTH MPUUMHBI U MOPEKOMEH10BaTh Kakylo COJ] MOXKHO
ObLJI0 ObI BHEAPUTH B OpPTaHU3AIINH.

Ilpumeuanue: On aPXUBHLIX YUPEHCOEHUU PACCMOMPEmsb NPOSPAMMHOE
obecneuenue, ucnoavsyroweecs Ol asmomamuzayuu pabomel apxuea, uiu
00BACHUMb NPUYUHBL €20 OMCYMCMBUS.

B oTtdeTte o nmpaktrke 0000MIHUTH MOTYYEHHBIE PE3YIBTATHI MO 3a7aHui0 Ne 6

Dopmupyemvle 8 pamMKax 8bINOJHeHUs 3a0anusi komnemenyuu. YK-3; OIIK-3;
IIK-1; IIK-3; IIK-4; IIK-5; IIK-6; IIK-1.
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Bo BpeMms IIPOU3BOJACTBEHHOMN MPAKTUKHU Ha oOy4arommxcs
pacupoCTpaHsIOTCA MpaBWiIa Tpyda M PEXUM padoyero AHs, NEHCTBYIOIIUE B
OpraHu3alnuu-0a3e MPaKkTUKH.

B xoze npoxosxeHust NpakKTUKXA HEOOXOAMMO €KEeTHEBHO OTBOAUTH BpeMs Ha
3arnoJHeHNe JHEBHUKA MPAKTUKUA U O(POPMIIEHUE OTUETA [0 IPAKTUKE,CTPYKTYpa U
COJIEp’KaHNE KOTOPBIX ONPEIEIEHbI IPOrPaMMON MMPAKTUKH.

OO6yuarornuecs, TPOMyCTUBIINE paboure THU y4eOHOU MPAKTHUKH, JOJKHBI
BBINIOJIHUTH YCTAHOBJIEHHBIN 00BEM 3a/IaHU B IOMOJHUTENBHOE BPEMSI.

6. PYKOBOJCTBO IPAKTUKON

Jlns pyKOBOACTBA MPAKTUKOM HA3HAYACTCS PYKOBOJIUTENIb MPAKTUKU OT
NuctutyTa M3 yucia Jul, OTHOCSIIUXCS K TPodeccopcKo-mpenoaaBaTebCKoMy
COCTaBy Kadeapsl O6ubIMoTeYHO-MH(OPMAIIUOHHON JeATeIIbHOCTH,
JIOKYMEHTOBEJICHUS U apXUBOBECHUS.

PykoBoauTenb npakTtuku or UHcTHTYTA!

- COCTaBJsieT TpauK MNPAKTUKU Ha CICAYIOIIMN Y4eOHBIM Toj B Mae
Tekyuiero yueoHoro roaa (I[Ipunoxenue 1);

- cocTaBysieT pabouuii rpaduk (1aH) npoeaeHus npaktuku (Ilpunoxenue
2);

- paspabaThiBaeT UWHAMBUAYyalbHbIE 3aJaHusg s  OOydaromuXxcs,
BBITIOJTHSIEMbIE B Tiepuo npaktuku ([Ipunoxenue 3);

- MPOBOAMT YCTAaHOBOUHYIO KoHpepeHuuto (IIpunoxenue 4);

- Y4acTBYET B paclpeesieHnd 00yqarmuxcs mo pabouyumM MectaM U BUJaM
pabort. B ciiyuae HHIUBUAYaTbHOTO MPUKPEIUICHUS K 0a3e MPaKTUKH Ha OCHOBAHHUH
3aKJIIOYEHHOTO0 WHAMBUIYaIBbHOTO JIOTOBOpa, OOyYarouIuiicss o0s3aH He Mo3IHee,
YeM 3a MecsI] JI0 Hayalla MPAKTUKH MPETOCTaBUTh PYKOBOJIUTEIIO MPAKTUKH OT
NucTuTyTa MHAMBUAYATBHBIN JOTOBOP O MPOXOKIACHUM MPAKTUKUA MOAMHCAHHBINA
MPUHUMAIOIIEH oOpranu3zanuei. MHIUBUAYaIbHBIM JOTOBOP COCTAaBISIETCS II0
dbopme THIOBOTO J0roBOpa C BKIOUYeHHEM B Hero DPHO obOyuwaromerocs-
MPAKTUKAHTA;

- OCYIIECTBISIET KOHTPOJIb 32 COOMIOACHUEM CPOKOB MPOBEACHUS MPAKTUKA
M COOTBETCTBHEM €€ cojiepkanus TpedboBanmsiM, yctaHoBieHHbIM OTIOIT BO;

- OKa3bIBAET METOAMYECKYIO MTOMOIIb O0YUYAIOIIUMCS TIPH BHITIOJTHEHUH UMH
WHIUBUIYTbHBIX 33/ 1aHUM;

- COIJIacyeT ¢ PYKOBOAMUTENEM MPAKTUKU OT OPraHU3allMi COBMECTHBIN
pabounii rpaduk (Tutan) npoBeacHus npaktuku (IIpunoxenue 11)

- OLICHUBAET PE3YIbTaThl NPOXOKICHUS MPAKTUKU 00yYatOIIUMUCS;

- ohopmIIseT OTUET 10 pe3ysIbTaTaM MPOXOokaeHus npakTuku ([Ipmioxenue
5) ¥ IpeIT0KEHUS 110 COBEPIICHCTBOBAHUIO OPTaHHU3AIMH U TIOPSIKY IPOX0XKICHU S
MPaKTUKU (TPU HEOOXOIUMOCTH );

- pa3pabatbiBaeT npoekThl noroBopoB (IIpunoxxkenue 6) u cormacyer ux c
MPEACTABUTENIIMU OPTraHU3allfil, ONMpPEJeICHHbIX B KauecTBE 0a30BbIX MECT MJIs
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MIPOBEICHUS MPAKTUKHU.

PykoBoauTe/ib NPAKTHKH OT NPOPUJIbHOM OPraHU3aALMH:

- COIJIacOBBIBAET MHAMBHUAYAJIbHBIE 3aJJaHUs, COAEPKAHUE U TUIAHUPYEMbIe
pE3yNIbTAThl IPAKTUKH;

- IPEIOCTaBIIACT paboure MecTa 00yJaromnuMcs;

- oOecreyuBaer Oe€30MaCHBIE  YCIOBUS  NPOXOXKACHUS  MPAKTUKHU
oOy4aromumMcs, OTBEYAIOUIME CAHUTAPHBIM MpaBUiaM M TPeOOBAaHUAM OXpaHbI
TpyAna,

- IPOBOJIMT UHCTPYKTAXK 00YyYAIOUIUXCS IO O3HAKOMJIEHHUIO C TPEOOBAHUSIMU
OXpaHbl Tpyla, TEXHUKU OE30MACHOCTH, TMOKAPHOH OE30MaCHOCTH, a TaKkKe
paBWJIaMH BHYTPEHHETO TPYIOBOTO paclopsIKa.

Oo0s13aHHOCTH 3aBeaywiero kadgeapbl MO OpraHU3alMUd U MPOBEICHUIO
NPAKTUKHU:

- MOJTrOTOBKA MPEJCTaBICHUS B Y4YEOHO-METOAMYECKOE YIpaBieHHUE, C
yKa3aHHEeM paclpejiesieHns o0ydaromuxcsi mo 0a3aM NpPaKTUK M PYKOBOAMUTENS
npaktuku ot MuctuTyTa ([Iprnoxenue 7)

- CBEJICHUU JJIsl MPOEKTa MPUKa3a O pacrpeeeHuH 00yJaromuxcs rno 6azam
PAKTUKH;

- OpraHu3alsi IpoBeJeHUs YCTAHOBOYHON KOH(PEPEHIMH 10 MPAKTUKE IS
00y4YaromMXCcs ¢ y4acTUEM PYKOBOJUTENS MTPAKTUKH;

- BHECEHHE MPEJUIOKEHUHN 0 pacipeieIeHuu 00yJaronuxcs Ha MPaKTUKY.

®OPMbI OTYETHOCTH 11O IPAKTUKE

OOyuaroiuecs, MpHU MPOXOKICHUN MTPAKTUKH, O0S3aHbIL:

- BBITIOJIHSITH BCE 3aJaHusl, MPEyCMOTPEHHBIE MPOTPAMMON MPAKTHKHY;

- BECTHM Yy4YeT CBOel pabOThl W CBOEBPEMEHHO OTYMTHIBATHCS O €€
BBITIOJTHEHUU;

- 3aI0JIHATH OTUYETHYIO JOKYMEHTAIIHIO.

K 3amure npakTUKHA JOMYCKAIOTCS OOy4Yaroliuecs, CBOCBPEMEHHO H B
MOJIHOM 00bEeMe BBHIMIOJHUBIIKE 3aJaHUS TPAKTUKH, B YKa3aHHBIE CPOKHU
MPEACTABUBIINE BCIO OTUETHYIO IOKYMEHTALIUIO.

3amura TpPaKTUKH  TPOU3BOJAUTCA  OOy4YalOMUMCS  HAa  WUTOTOBOM
koH(pepenmu. Joknman oOyuatomerocss (yCTHBIA OTYET) Ha 3allUTE MPAKTHKA
BKJIFOYAET: OMHCAaHUE BBIIOJHEHHOW pPabOTBI €  KOJWYECTBEHHBIMU H
KaueCTBEHHBIMU XapaKTepPUCTUKAMH, COOTBETCTBUE 00BEMA U COJIEpKaHUS PaOOThI
3aIaHUSIM MPAKTUKH.

Jlo naTel mMpOBEAEHUS WTOTOBOM KOH(MEpeHIMH (3almuThl TMPAKTHKH)
oOydJarommecsi TPEIOCTABISIOT PYKOBOJIUTENIO TpakTuku OoT MHcTHTyTa
CJIEAYIOIINE OTYETHBIE JOKYMEHTHI:

1. /IneBHMK mpakTUKU (npwioxenne 8). JIHEBHHK TpPaKTUKA B
o0s13aTeNlbHOM TopsiKe oopMiisaeTcsl 00ydarouuMucs 04HOM GopMbl 0OydeHUSI.
Jlnst oOyyatromuxcsi 3a04HOM PopMbl 00yUeHHST OPOPMIICHUS JHEBHUKA MPAKTUKU
SBJISIETCSL HEOO0S3aTEIbHBIM.
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2. Otyer o0 mnpoxoxaeHnu mnpakTuku (npwiokenue 9). Otuer o
MIPOXOKJIEHUU MPAKTUKU B 00A3aTEIBHOM MOPsAKE 0hOpMIIIETCS 00yUYaroUUMUCs
OYHOH 1 3a04HOH (HOpM 00yUEHUS.

3. XapakTepHCTHKA C MeCTa MPAKTHKH.

8. ®OHJA OHEHOYHBIX CPEACTB

Pe3ynpTaThl MpakTUKU OLIEHUBAIOTCS 3a4€TOM, KOTOPBIM MPUHUMAETCS
PYKOBOJIUTEIEM MPAKTUKU OT MHCTUTYTAa B YCTAHOBJICHHBIE JIEKAHATOM CPOKHU B
paMKax UTOrOBOM KOH(EPEHIIMH MO MpaKTUKe. Pe3ynbTaThl MpoBEACHUS UTOTOBOM
KOH(EpPEHIIUH MO MpaKkTUKe 0OPMIISIOTCS TPOTOKOJIOM (Tpuitoxkerue 10).

O01mme KpUTEPHH OLEHKH OTBETOB CTY/ICHTOB

Ounenka Ouenka Onenka OueHka «HEyI0BJIETBOPH
«OTJIUIHO» «XOPOIIO» «y/IOBJIETBOPUTEIHHO) TEJLHO»
Onenka «3a4TeHO» O1eHKa «He 32a4TEHO»
OLIEHKA «OTIIMYHO OLIEHKA «XOPOILIO)» OLIeHKa OLIeHKa
BBICTABIISIETCSI BBICTaBIISIETCSI «YZIOBJIETBOPUTENHHO) «HEYJOBJIETBOPUTEIHHO»
00y4aromemMycsi, eciu OH o0ydaromeMycs, eciu BBICTaBIISIETCSI BBICTABIISIETCS
NPUHAMAJT aKTUBHOE y4acThe OH MPUHUMAJI 00y4aroIIeMycsl, €CJIi OH He | 00ydJarolemMycsi, eCiii OH
B UTOT'OBOM KOHd)CpCHIlI/II/I o AKTUBHOC y4aCTHUEC B IpUHUMaJl aKTUBHOC HC MpUHUMAaJl aKTUBHOC
MIPAKTHUKE; aBaJl IOJIHbIE, WTOTrOBOM y4acTue B UTOIOBOM y4acTue B UTOrOBOM
pa3BepHYThIC OTBETHI Ha KOH(EpEeHIINH 110 KOH(EpEeHIINH 0 MPAKTHKE; KOH(EpEeHIINH 110
BOIPOCHI, OTPAXKAIOIIUE KaK MpaKTHKE; AaBall JlaBall OTBEThI HE Ha BCe MpaKTHKe; HE OTBEYall Ha
3HaHUA pa3BEpPHYTbIE OTBETHI Borpockl. OTBETHI Ha BOIIPOCHI.
TEOPETHYECKOr0 MaTepuana Ha BOIIPOCHI C BOIIPOCHI OBUTH KPATKHMH, Menee 75% BbINOTHEHUS
0 TeMe, TaK U MHEHHUE HEOONBLINMU HeapryMeHTHPOBaHHBIMU. 3aJ]aHuil IPAKTHKKA U
CTYyJICHTA I10 NPEI0AKECHHOM HeJJ04YeTaMu. bonee 75% BoinonHeHus OTCYTCTBHE OTBETOB Ha
teme. bonee 95% bonee 85% 3a/IaHUi IIPAKTUKH U BOIIPOCBHL.
BBITIOTHEHHUS 3aaHUH BBINIOJTHEHHUS 33JaHUH OTBETOB Ha BOIPOCHI.
MIPAaKTHKHU U OTBETOB Ha MPaKTUKU U OTBETOB Ha
BOIIPOCHI. BOIIPOCHI.
OnpenesieHHe YPOBHS 0CBOCHHSI KOMIIETEHIMI B COOTBETCTBHM C OLICHKOH O0TBeTa CTy/AeHTA
OueHka «OTIMYHO» OueHka «X0poOLIO» Ouenka Ouenka
CBUJICTENECTBYET O HAJTHYUH CBH/IETENILCTBYET O «Y/A0BJIETBOPHUTEIbHO» «HEeYAOBJIETBOPUTEIb
copMUpOBaHHBIX HaJIM4UH CBHAETENBCTBYET O HUIMYNU | HO» CBUCTEILCTBYET 00
KOMIIETEHINI BHICOKOI'0 c(OpMHUPOBAHHBIX chOpMHUPOBAHHBIX OTCYTCTBHH
(3TaJI0HHOTI 0) YPOBHS IS KOMIIETEHIINH KOMIIETEHIIHH 0230BOr0 copmMupoOBaHHBIX
peneHust mpodecCHOHATBHBIX CTAHJAPTHOI O YPOBHS [UISl PEIICHUS KOMIeTeHI U 17151
3a1a4 YPOBHS U151 PEIICHUS po(heCCHOHANBHBIX 3a7ad pemeHus
npodeccroHaNbHBIX npodeCcCHOHANBHBIX 32184
3a1a4

Kputepun oOlLeHKH OTBETOB OOY4YarOUIMXCSl COOTHECEHBI C TEpPeYHEM
IUIAHUPYEMBIX ~ PE3YJbTATOB  OOY4YEHHS  IPU  MPOXOXKICHUHM  MPAKTHUKU
(popMupyemble KOMMETEHIIMHK), MPEACTABICHHOM B pasaeie 2 MpOorpaMMbl
MPAKTUKHU.

Tunosbie KOHTPOJBHBIC BOIIPOCbBI M 3aJaHUA IJdA IIPOBCACHUA

NMPOMEKYTOYHOM ATTECTALMHU 10 UTOraM NPAKTUKH:
1. JlaiiTe onpeneneHue NOHATUS «KHOMEHKIIATYpa eI ?
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KaxoBsl mpaBuia opopmiieHus 3arojJoBKOB B HOMEHKJIAType Aen?
KaxoBsl npaBusa oOpa3oBaHus HOMEPOB JI€]1 B HOMEHKJIATYpe J1en?
KaxoBbl npaBuiia BKIFOUEHUS U U3BSITHS 1€]1 U3 HOMEHKIIATYphI e’
[IpaBuna opopmiieHHs OpraHU3ALMOHHO-TIPABOBBIX JOKYMEHTOB?
[IpaBuna oopmiieHHs paciopsIAUTENbHBIX JOKYMEHTOB?
[IpaBuna opopmiieHus HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB?
CocTaB peKBU3UTOB YIPABIECHYECKUX JOKYMEHTOB?
JlaliTe onpeiesIeHre NOHATUS «apXUB»?
0. Jlaiite onpeneneHne NOHITUS «BXOJAIINE JOKYMEHTBI»?
JlaliTe onpeiesIeHHE TOHATUS «HCXOIAIINE TOKYMEHTBI» ?

12.  Jlaiite onpeneneHue NOHITHS «PETUCTPALUs TOKYMEHTOBY?

13.  Jlaiite onpeneneHue NOHIATUS «apXUBHBIA JOKYMEHT»?

14.  Tlepeuncnute Kakue (pOpMbI perucTpauu JOKYMEHTOB CYIIECTBYIOT?

15. Ilepeuncnure nmpaBuia ohopMIICHUS J1€T AJis Mepeaadyd Ha apXUBHOE
XpaHeHue?

16. Kaxkue Hayuynsie MeTonbl cOopa u 00paboTku nHOpMaIUU ObLIH
MCIIOJIb30BaHbI B XO/I€ BBIMIOJHEHHUS 3a/IaHUM MPAKTUKH ?

17. Kakue HOpMaTHBHBIE JOKyMEHTHl Bamu HCHOIB30BATUChH TpHU
BBITMIOJTHEHUU 33JIaHUN MTPAKTUKH ?

18. Kakue TtexHonorunueckue omnepanuu Bam mnokaszanuch Haumbosee
CJIOXKHBIMU?

19. Kakue cymiecTBeHHbIE HEAOUETHI B paboTe ¢ AoKyMeHTaMu Bamu Obuin
BBISIBJICHBI 110 BPEMS IIPAKTUKH?

20. Kakue nocTOMHCTBA B OpraHU3aliy paboTsl ¢ JOKyMeHTaMu Bamu Obuin
BBISIBJICHBI 110 BPEMS IIPAKTUKH?

ROO~NOORWDN

|
=

9. YAEBHO-METO/IMYECKOE U UH®OPMAIINOHHOE
OBECIIEYEHHUE ITPOI'PAMMBI ITIPAKTUKHA

9.1. CnucoK OCHOBHOW U JIONOJTHUTEILHOMH Y4eOHOI JuTepaTypbl

Cnncoxk OCHOBHOM JIMTEPATYPbI

1. ApacnanoBa, B.A. JlokyMeHTallUOHHOE OOECIEeUYEeHUE YIPABICHUS:
y4eOHO-TIpaKTHYEeCKOe Moco0ue B cxemax, Tabnuiax, oopasmax : [12+] /B.A.
ApacnaHoBa. — 2-¢ u3a., nomn. u nepepad. — Mocksa ; bepnun : {upexr- Meaua,
2020. — 265 c. : wmm., Tabm. — Pexum pgoctyma: mo moamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578394 (marta oOparieHus:
15.07.2020). — buOmmorp. B kH. — ISBN 978-5-4499-1454-5. — DOI
10.23681/578394. — TekcT : 31EKTPOHHBIH.

2. Mensenesa, O.B. OdopmiieHrne opraHU3alMOHHO-PACTIOPSAUTEITBHBIX
nokymeHnToB / O.B. MenseneBa. — 2-e¢ uzj., mepepad. u gom. — Mocksa ; bepnun :
Hupexr-Menuna, 2018. — 79 c¢. . wi, Tabn. — Pexum pgocryma: URL:
http://biblioclub.ru/index.php?page=book &id=480166

3. Tenvuapos, A.Jl. ApxuBoBeaenue / A.Jl. TempbuapoB. — MockBa :
Nznarenscko-Toproas kopmoparus «Jlamkos u K°», 2017. — 184 c. : tabm. —
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http://biblioclub.ru/index.php?page=book&id=578394
http://biblioclub.ru/index.php?page=book&id=480166

(YueOnble  u3manus i OakamaBpoB). —  Pexxum  moctryma:URL:
http://biblioclub.ru/index.php?page=book &id=450785

4, Mksap, M.®. OcHoBbl HayuHbIX uccaeaoBanuii / M.®. kusap. — 6-e
u3n. — Mocksa : U3narenbcko-Toprosast kopnopauus «lamkos u K°», 2017. — 208

c. — (YueOubie wu3ganuss g OakanmaBpoB). — Pexum gocryma: URL:
http://biblioclub.ru/index.php?page=book &id=450782

Cnucok J10NmoJTHUTENLHO JIUTEPATyPhl

1. I'punbGepr, A.C. JlokyMeHTAallMOHHOE OOECHeUYeHUEe YIPABICHUS
yueOnuk / A.C. I'punbepr, H.H. T'op6aués, O.A. MyxametmnnHa. - M. : FOuuTu-
Hana, 2015. - 391 c. : Tabn., rpad., ui., cxemsl - bubnmorp.: c. 382-383. - ISBN 978-
5-238-01770-9 ; To xe [Onexrtponnsii pecypc]. Pexum nocrtyna: URL:
//biblioclub.ru/index.php?page=book&id=115031.

2. 3arpaii, H.II. Opranu3zanus Hay4HbIX UCCIIEIOBaHUMN : yueOHOe mocodue /
H.II. 3arpait, 1. A. Kupuuenko ; MunuctepctBo oOpa3zoBanus 1 Hayku PD, FOxHblit
dbenepanbHbIi yHUBEpCUTET, HKEHEPHO-TEXHOJIOTHYECKAs akajeMus. - TaraHpor
: IsnatenscTBo FOxHOTO pepepanbHOro yHHBepcuTeTa, 2016. - Y. 1. - 71 ¢. : cxem.
- buGmwmorp.: c. 63. - ISBN 978-5-9275-1923-1 ; To ke [DneKTpoHHBIN  pecypc].

Pexum JOCTyIa: URL:
http://biblioclub.ru/index.php?page=book&id=493334.

3. Kabamos, C.IO. [lenonpous3BoACTBO M apXWBHOE €O B TepPMHUHAX H
onpeneneHusix : yueoHoe mocodbue / C.}O. Kabamos, N.I'. Achangusposa. — 3-¢
u3a., crep. — Mocksa : @nunta, 2018. — 295 c. — Pexxum moctymna: 1no noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=69168 (mara oOparicHwus:
15.07.2020). — ISBN 978-5-9765-0784-5. — TeKcT : 31eKTpOHHBIH.

4, Munun, W.B. 3amura koHHUIACHIHATLHONH HHPOPMAIUKA  TIPH
3JIEKTPOHHOM JOKYMEHT0000poTe : yueOHOoe mocodue / U.B. Munun, O.B. Munus.
- HoBocubupck : HI'TY, 2011. - 20 c. - ISBN 978-5-7782-1829-1 ; To xe
[D51eKTpOHHBIN pecypcl]. Pexum JIOCTyna:
URL.: http://biblioclub.ru/index.php?page=book&id=228779.

5. Poawonona, /[[.JI. BcmomorarteiabHble HCTOPUYECKHE JTUCIUILIMHBI
yaebnoe mocooue / I.JI. Ponronosa, 1.}O. Yckos. - Kemeporo : KemI'YKH, 2006.
- Y. 2. ApxuoBenenue. - 100 c. ; To ke [DnekTpoHHBIN pecypc]. - Pexxum mocryna:
URL.: http://biblioclub.ru/index.php?page=book&id=227896.

6. CmupnoBa, I'.H. IlpoektupoBaHue 3JIEKTPOHHBIX CHCTEM YIPABICHUS
JOKYMEHTOOOOPOTOM: TIPAKTHKYM I10 Kypcy : yueoHoe nocodbue / I'.H. CmupHOBa ;
MexayHapOoJHbI KOHCOPUUYM «DJEKTPOHHBIA YHUBEPCUTET», MOCKOBCKHUIA
rOCY/IapCTBEHHBI YHUBEPCUTET DJKOHOMHKH, CTATUCTUKH W HWH(POPMATHKH,
EBpasuiickuil OTKpBITBIA UHCTUTYT. - MOCKBa : MOCKOBCKHI TOCY/IapCTBEHHBIN
YHUBEPCUTET IKOHOMHKH, CTATUCTUKU U nHPopmatuku, 2004. - 127 c. : ui., cxem.
- ISBN 5-7764-0451-7 ; To xe [Dnextponnslii pecypc]. Pexum moctyma: URL:
http://biblioclub.ru/index.php?page=book&id=90461.

/. Wynsruna, M.B. ApxuBoBenenue : yueoHoe nocoodue / M.B. lllynbruna ;
MunuctepcTBo 00pazoBanus u Hayku Poccuiickoit denepannu, OenepanpHoe
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rOCyJJapCTBEHHOE  aBTOHOMHOE  00pa30BaTE€IbHOE  YUYPEKACHHE  BBICIIECTO
npodeccuonanbHoro ooOpazoBaHusi CeBepHbld (ApKTHYECKUM) (eaepabHBIM
yHuBepcuteT uM. M.B. JIomoHocoBa. - Apxanrensck : U/ CADY, 2014. - 233 c. :
tadis., wi. - ISBN 978-5-261-00937-5 ; To xe [DnekTpoHHBIH pecypc]. Pexum
nocryma: URL: http://biblioclub.ru/index.php?page=book&id=312311.

9.2. Ilepeuenn pecypcoB cetu «AHTEepHET»

Jlns opraHuM3aliud ¥ TPOBEACHUS MPAKTHUKU OMOIMOTEKa By3a OpraHu3yeT
WHIUBUIYaJbHBIA HEOIPAaHUYEHHBIN JOCTYI U3 JIIOOOH TOYKH, B KOTOPO MMeeTcs
noctyn k cetu MHTepHeT, K yueOHbIM MarepuaiaM DJIEKTPOHHO-OMOIMOTEUHBIX
cuctrem (OBC):

1. OBbC «YHuBepcurerckass Oubnmuorexka onnain». M3marensctBo: OO0
«HexkcMenuay. IlpunamiexHocTh cropoHHss. Www.biblioclub.ru. Komudectso
kitoueit (monb3oBareneit): 100% on-line. Xapakrepuctuku 0ubauoreyroro (Gonna,
JIOCTYII K KOTOPOMY TIPEAOCTABISAETCS IOTOBOPOM: JOCTYM K 6a3oBoi yactu DbC.

2. OBC «M3patenscTtBo Ilmanera My3bIKU». IIEKTPOHHO-OMOIMOTEUYHAsS
cucrema OOO «M3narensctBo I[IJIAHETA MVY3bIKNy. IlpuHamiexHOCTh
cropouHssa. Www.e.lanbook.com. KonnuecTBo kitoueii (monb3osateneii): 100%o0n-
line. Xapakrepuctuku  OuOnnoTeynoro  ¢GoHIA, JOCTYI K  KOTOPOMY
MPEIOCTABIISIETCS IOTOBOPOM: JIOCTYIT K KOJUICKIUsAM: «My3bika u Teatpy», «baner.
Tanern. Xopeorpadusi».

3. Bl Onexrponnas Cucrema «Kynbrypa». baza JlaHHBIX DiexkTpoHHas
Cucrema «Kynbrypay. [IpuHaaiexxHoCcTs cTOpOoHHs. http://www.e-mcfr.ru.

4. Web HNPBUC (snekTpoHHBINH KaTaior). MexayHapoaHas acCOIHaIlHs
nojib3oBaresied W pa3pabOTYMKOB  DJIEKTPOHHBIX OMOJMOTEK W  HOBBIX
uHpopManMoHHBIX TexHojoruk (accommarus OBHUT). IIpunanmexHOCTb
cTopounss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubmuorexka. OOO Hayunas
DJIEKTpOHHAs OuoOnmoTeka. IlpuHammeKHOCTH, CTOpoHHsA.  http://elibrary.ru/
Jlunensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6eccpouHo.

6. DnexrponHo-6mbIMoTeuHas cucteMa ®I'bOY BO «XT'HMK». ®I'BOY BO
«XT'UK». [IprHamieXHOCTH coOCcTBeHHAs. JlokapHBIN JIOCTYIIL.
http://carta.hgiik.ru. ITpuka3 mo Mactutyty Ne 213-06 ot 07.10.2013 .

7. EnuHoe OKHO JocTyna K 00pa3oBaTENbHBIM pecypcaM. IJIEKTPOHHAS
oubnmuorexka. ®I'AY 'HUU UTT «Uudopmukay», MunuctepctBo oOpa3oBaHus U
HAayKHU P®. [IprHanIeKHOCTH CTOPOHHSISL. CB0oOOHBII JTOCTYII.
http://window.edu.ru

8. Enunas womnmexmusi [{udposeix OOpazoBarensHbix Pecypco. ®I'AY
I'HUN UTT «Uudopmuka». [IpuHaanexHOCTs cTOpOoHHSS. CBOOOJHBIN AOCTYIL.
http://school-collection.edu.ru

9. ®denepanbHbIi MEHTP WHPOPMAITMOHHO-00PA30BATEIBHBIX PECYPCOB.
®denepanbHblidl IEHTP UHOOPMALIMOHHO - 00pa3oBaTelibHbIX pecypcoB, PI'AY
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I'HUU UTT «Uudopmuka». IlpunannexHocts ctopoHHss. CBOOOIHBIN JTOCTYII.
http://fcior.edu.ru

JUIss TOArOTOBKM HaydyHbIX padoOT oOydaromuecss MOTYT HCIOJIb30BaTh
MOJTHOTEKCTOBYIO 0a3y nmanubix Web of Science. Pexxum goctymna: 3ieKTpOHHBIH,
U3 BHYTpeHHe# cetn nHcTutyTa. Odunmanbubril caidt: webofknowledge.com

IIpodeccnonanbubie 0a3bl JaHHBIX, MH(OPMALMOHHBIC CIPABOYHbIE
cucTeMbl 1 pecypcbl IHTEpHET CBOOOIHOIO 10CTYNA

10. https://docplan.ru — cBoGoHO pacnpocTpaHseMas OJHOTEKCTOBas Oa3a
JAHHBIX JOKYMEHTOB HAIIMOHAJIBHOW CHUCTEMbI CTAHAapTH3AIUH.

11. https://www.gost.ru/portal/gost//home/standarts - CBOOOIHO
pacrnpocTpaHsieMble MOJHOTEKCTOBBIC 0a3bl JaHHBIX HAIMOHAJIBHBIX CTaHIApPTOB,
MEKTOCYIapCTBEHHBIX CTAHIAPTOB, MEXKIyHAPOIHBIX cTaHaapToB 1SO.

12.  https://www.gost.ru/portal/gost/ - cBoGomHO pacmpocTpaHseMbIe
MOJHOTEKCTOBBIC 0a3bl TAHHBIX HAIIMOHAIBHBIX CTaHIapPTOB,MEKIOCY1apPCTBEHHBIX
CTaHJIAPTOB, MEXAyHApOAHBIX cTaHgapToB ISO pasMemieHHBIX Ha caiite
denepanibHOrO areHTCTBA M0 TEXHUUECKOMY PErYJIMPOBAHUIO U METPOJIOTUN

13.  https://www.eos.ru/eos_delopr/ - cBobogHO  pacmpocTpaHsemas
MH(POPMAIIMOHHAS CHpPaBOYHAs CHUCTEMa IO BOMPOCAM OPraHU3alUU PabOTHI C
JTOKYMEHTaMH, aBTOMATH3AIMH JICITOTIPOU3BO/ICTBA, 3JIEKTPOHHOTO
JTOKYMEHTO000pOTa, ApXHUBHOT'O JIEIA.

14. http://base.garant.ru - cipaBouHas mpaBoBas cucreMa «I['apant.

15. https://www.gdm.ru/info/ - cBoGOgHO pacmpocTpaHIeMbIi HHTEPHET
pecypc, NpeACcTaBIAomun MaTtepruaitsl «[ mibaun Y npasisironux /{okyMeHTanuemn»
- IpOeCCUOHATILHOTO O0BETUHECHHUS CICIMATMCTOB CIYXKO JOKYMEHTAIIMOHHOTO
obecnieuenus ynpasienus (JI0OY) npennpusaruii u yupexaenuii Poccun.

16. http://www.top-personal.ru/ - ¢cBoOOIHO pacIpoCTpaHIEMbIii HHTEPHET
pecypc, MPEACTaBIAIOMNN JAOCTYN K JKypHajiaM «YTpaBiICHUE MEPCOHATIOM),
«TpymoBoe mpaBo», «AJIMHHUCTPATHBHOE MpaBo», «Jleqomnponu3BOaACTBOY,
«CekpeTapckoe Jeoy.

17. http://lwww.rusarchives.ru/ - mopran «ApxuBbl Poccum» CoaepKuUT
CBOOOJIHO  pacHpocTpaHseMble TpodeCcCHOHANbHBIE 0a3bl  JAaHHBIX  JJIA
CTICIIMATTUCTOB B 00J1aCTH apXWBHOTO JIeTIa.

18. http://delo-up.ru - cBoOGomHO pacmpocTpaHsieMas HHPOPMAIOHHAS
crpaBoYHas 0a3a, NPEICTABJIAIONIAs JTOCTYI K oOpa3slaM pas3InyHBbIX BHUJIOB
JOKYMEHTOB W aJTOPHUTMY JOKYMCHTHPOBAHHS PAa3IMYHBIX YIPABICHYCCKUX
OIeparui.

19. www.docdelo.ru - cBoGomHO pacmpocTpansemas WHPOPMAIMOHHAS
crpaBoYHas 0a3a, NPEICTABISAIONIAs JTOCTYI K oOpa3slaM pas3JInyHbIX BHUJIOB
JOKYMEHTOB ¥ aJTOPHUTMY JOKYMCHTHPOBAHHS PAa3IMYHBIX YIPABICHYCCKUX
OIeparui.
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http://delo-up.ru/
http://www.docdelo.ru/

20. https://lwww.rsuh.ru/vestnik/daizi/ - cBoGogHO pacmpocTpaHsIeMBbIit
HMHTEPHET pecypc, Npeacrasiaomun nocryn Kk Bectauky PITY, cepusam
«loxymenTtanuctuka. JlokymeHntoBenenue. ApxuBoBeneHuey», «WupopmaTuka.
3amura uHpopmanuu. Maremartuka», «JlOKyMEHTOBEIEHHE W apXHWBOBEJICHUE.
Nudopmatuka. 3amura nHdGopMauy 1 THGOpMaLIMOHHAsE 0€30MTaCHOCTbY.

21. http://elar.urfu.ru/handle/10995/10015 - cBoGomHO pacmpocTpaHsIEMbIH
MHTEPHET pecypc, COAEpKallui MaTephalibl NEpPUOJUYECKOr0 COOpPHHUKA
UCTOpUYECKOTo (pakynbTeTa Ypanbckoro GpeaepalbHOr0 yHUBEPCUTETA.

9.3. IlepeueHb HHGOPMALMOHHBIX TEXHOJIOT Ui, UCTI0JIb3yeMbIX NPHU
OCYyILIEeCTBJIEHUH 00Pa30BaTeJbHOIO IMpoIecca

Ilepeyenr  MHPOPMALMOHHBLIX  TEXHOJOIMH M  NPOrPaAMMHOIO
o0ecriedyeHUust

Jns opraHu3anyu U MPOBEACHUSI MPAKTUKU UCIOJIB3YETCS CIEAYIONIEe
IpOrpaMMHOE 00eCIIeUeHHUE:

— JIUIIEH3UOHHOE MPOIPUETAPHOE MPOrPaMMHOE 00eCIIeueHUE:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomsar. Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makeTa BXOJST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJTHO pacIpocTpaHsieMoe MPOrpaMMHOE 0OecTieueHue:

1. mabop oducusix nporpamm Libre Office

2. aymuonpowurpeiBarenb AIMP

3. Buaeomnpourpsiatens Windows Media Classic

4. unrtepHet-Opaysep Chrome.

JIns caMOCTOSITENPHONW IMOATOTOBKH CTYIEHTOB OTYETHBIX MAaTEpPUANIOB II0
NpakTHKe Tpedyercss oOpamieHne K TmporpamMmmHOMy obecrieuennto Microsoft
Windows, Microsoft Office, B Tom uymucie mIg HOATOTOBKH MYJIbTHMEIUWHBIX
Mpe3CHTAM 10 TeMaM CEeMHHApoB B mporpamme PowerPoint. Jlns co3ganwms
KOHEYHBIX HE PEAAKTUPYEMBIX BEPCUN JOKYMEHTa PEKOMEHIYETCS MCIOJIb30BaTh
Acrobat X Pro, Bxomsmmii B coctaB makera Adobe Creative Suite 6 Master
Collection.

[Ipu BbINOJSHEHUH 3aJaHUN MPAKTUKU OOydYaroluecs: UMEIT BO3MOXKHOCTD
UCIIOJIb30BaHusl MHPOPMAIIMOHHO-cIIpaBOUYHbIX cucteM «Kynbrypa» u «I'apaHT»,
Bcepoccuiickyto oTpacieByro cripaBouHyto cuctemy «Uubopmuoy, pedepaTuBHBIX
u OubyimomMeTpuveckux 0a3 JaHHBIX pereH3upyemoit muteparypsl Web of Science u
Scopus, B COOTBETCTBUH C 3aKITIOYECHHBIMH JIOTOBOPaMHU.

Ha Bcex kommbproTepax B HMHCTUTYTE YCTAHOBIIEHO JIMIIEH3MOHHOE
aHTHBHPYCHOE mporpammHoe obecnieuenne Kaspesky Endpoint Security.
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Heo6xoaumbiM yciioBueM HMH(POPMAIIMOHHOW 0€30MacHOCTH MHCTUTYTA SIBJISIETCS
oOs3aTenbHasl MpPOBEpKa Ha HaJM4YUME€ BHUPYCOB BHEIIHUX HOCHUTENEH Mepel HX
ucmoib3oBanueM ¢ nomorrsio Kaspesky Endpoint Security.

[lepeuncnenHoe nporpaMMHoOe oOecrieyeHue OOHOBISIETCS IO MEpE BBIXOJ1a
HOBBIX BEPCUH IIPOTPAMM B paMKaX COOTBETCTBYIOIIUX JIULICH3UM U COIVIAILICHUN.

10. MATEPHAJIBHO-TEXHUYECKAS BA3A

ba3bl npakTuku

[IpousBoicTBeHHAs TTpaKTHKa (TI0 TTOJTyYEeHUIO MPOGECCHOHAIBHBIX YMEHUN
U ombiTa TPOoQPEecCHOHATHLHON AEATETLHOCTH (B TOM YHCJIE TEXHOJOTHYECKas
IPaKTHUKa) MOKET MPOBOJIUTHCS Ha Oa3ze:

- cmpyKmypuwix noopaszoenenuti (cayacoa /[OY, cekpemapuam, xanyeaspus,
Kaopoeas cayxcoa, apxuenas ciayxcoa u m.0.) opeanusayuti Jlareneeo Bocmoxa
PA3IUYHO20 MUna U 6uod, 3AHUMAOUWUXCS 0elONPOU3IBOOCMBOM U (UNU) APXUBHBIM
Xpanenuem OOKYMeHmo8;

- 20CY0apCMBEHHbIX, MYHUYUNATbHBIX U 8E00OMCMBEHHbIX aAPXUB08, APXUBOS
yupexcoeHull (oOpeanHu3ayuil u npeonpusmuiL);

- CMPYKMYPHBLX noopa3zoeeHull XI'UK, ocywecmeansaouux
OOKYMEHMAYUOHHOE CONPOBOANCOCHUE DesimebHOCMU 8Y3d.

Jlns Ui ¢ OrpaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS BBIOOp MecTa
IPOXOXKJACHUS TIPAKTUKHU JTOJDKEH YUYUTBHIBATH COCTOSIHHE 37I0pPOBbsl U TPeOOBaHUS
JIOCTYITHOCTH.

MartepuanbHO-TeXHHYECKass 0a3a, HeoOXoaumasi JJI TNPOBeJACHUSA
NMPAKTHKHA

JIg mpoBeieHus TpyNIOBbIX U HHAWBUIYAIbHBIX KOHCYJIbTALIMN, TEKYIIETO
KOHTPOJII M TIPOMEXKYTOYHOH aTTecTallid B Y4eOHOM TIpoIriecce€ aKTHUBHO
VCMOJIB3YIOTCS CIEAYIOIINE CIICIIUAIbHBIE IIOMEIICHUS:

- y4yeOHBIC ayJAUTOPHUH, OCHAIICHHBIC CICIHAIM3UPOBAHHON MeOeblo,
JEMOHCTPAIMOHHBIM ~ 000pyAOBaHHWEM (MYJIbTUMEIMHHBIN  TPE3CHTAIIMOHHBIN
KOMIUIEKC B COCTaB€ IPOEKTOpPA, 3KpPaHa, aKTUBHOM AKYCTHYECKOW CHCTEMBI,
MEPCOHATFHOTO KOMIbIOTEpA) W Y4YEOHO-HATISATHBIMU TMOcoOusAMH (B T.4. B
anexTpoHHoM Buje) (aya. 309 (maGoparopust HHPOPMAIIMOHHBIX TEXHOIPOTHHN).

JIJ1st caMOCTOSITENNbHOM pabOThI CTYIEHTOB MIPETHA3HAYCHBI:

- ayn. 105a, oO0opymoBaHHas  TMEPCOHATBHBIMU  KOMIIBIOTEPAMH,
00€eCreunBaOIMMUA JTOCTYNT K 3JIEKTPOHHONW HH(OPMAIMOHHO-00Pa30BaATEIHHON
cpeae opranuzanuu, K cetn «UHTepHET», K SIEKTPOHHBIM OUOIMOTEUHBIM
CHCTEMAaM.

Bce komnbroTepsl MHCTUTYTa 00BbEIMHEHBI B JIOKAIBHYIO CETh, C KAXKI0T0 U3
HUX BO3MOXEH BBIXOJI B T0oOanbHyl ceTb WMHTepHer. MHCTUTYT uCHONB3yeT
BBIJICIICHHBIN KaHa co ckopocThio 10 M6G/c. 115 CTyACHTOB MMEeTCS BO3MOKHOCTh
BbIXOJIa B ceThb VHTEpHET ¢ MOOWIBHBIX yCTpoicTB mocpenctBoM cetu WiFi,
KOTOpas yCTaHOBJICHA B YATAJILHOM 3aie MHcTtuTyTa.
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11. BOCIIMTATEJIBHASA PABOTA

Bocniutanue ~— oOydaromuxcs ~ OpU  OCBOGHMM ~ MMH  OCHOBHBIX
npodecCuOHaNbHBIX  OOpa3oBaTedbHbIX  mporpamm  (mamee —  OIIOII)
OCYIIECTBIISIETCSI HA OCHOBE pabouell mporpaMMbl BOCIUTAHUSA M KaJIEHJAPHOTO
IJlaHa BOCIIUTATENbHOM paboThl, BKItoyaeMbix B OIIOIL.

Lenr BocmuraTenbHOM pabOTBI — CO3JaHUE YCIOBUW JJIsi AKTUBHOM
KU3HEACATEIbHOCTH  OOYYalOIIMXCS, HUX TPaKIAHCKOIO CaMOOIPENEICHMUS,
1po(heCCUOHATIBHOIO CTaHOBJICHUS 17§ WH/JVBHUYaJbHO-TUIYHOCTHOM

caMopeaiM3allii B CO3UAATEIBbHOW  JEATEIbHOCTH MJIS  YJOBJIETBOPEHUSA
noTpeOHOCTEN B HPABCTBEHHOM, KYJIbTYPHOM, HHTEIIEKTYaJIbHOM, COIMATIBLHOM U
npodeccroHaIbHOM Pa3BUTHUU.

3ajaun BOCIIUTATEIbHON PabOThI: pa3BUTHE MUPOBO33PEHUS U aKTyallu3aIus
CHUCTEMBbl 0a30BBIX IIEHHOCTEW JIMYHOCTU, MPHUOOIICHUE K OOIIECUETIOBEUESCKUM
HOpMaMm MOpaJIM, HAlUMOHAIBHBIM YCTOAM U aKaJEMHYECKUM TPAJUIUAM;
BOCIIMTAHUE YBAXKEHUS K 3aKOHY, HOpPMaM KOJUJICKTUBHOM JKM3HM, Pa3BUTHUE
rpaXJaHCKONW M COIMAJIbHOM OTBETCTBEHHOCTHU; BOCHUTAHHUE TMOJOKUTEIBHOTO
OTHOIIIGHUSI K TPyny, (GpopMHpoBaHHE KYIbTYpbl U ITHKA TPOQPECCHOHATBHOTO
oOmienusi; GopMUPOBAHUE JIMYHOCTHBIX KaueCTB,HEOOXOAUMBIX /IS 3P HEeKTUBHOU
npodeccHoHaIbHON  JIEITENIbBHOCTH; BOCIHUTAHHE BHYTPEHHEW MOTpeOHOCTH
JUYHOCTH B 3JI0POBOM 00pase KU3HU, OTBETCTBEHHOTO OTHOIIEHUS K MPUPOTHOMN U
COLIMOKYJIBTYPHOMU CpeJie; MOBBIIICHHE YPOBHS KYJIbTYPhl 0€30I1aCHOTO MOBEACHUS.

OcobGennoctu u Tpaguuuu HWHcTuTyTa OOYCIOBIMBAIOT — CIIEAYIOIINE
OCHOBHBIE HallpaBJI€HUs BOCIIUTATENIbHON pa0OThI: MaTPUOTHYECKOE, TPaXAaHCKOE,
JTyXOBHO-HPAaBCTBEHHOE, KYJIbTYPHO-TBOPUYECKOE, HAy4YHO- 0Opa3oBaTeiIbHOE,

npodeccruoHaIbHO-TPYI0BOE, BOJIOHTEPCKOE
(mobpoBosibueCcKOE),  IKOJOTMYecKoe, (Quanyeckoe. Buasl  nearenpsHOCTH
oOydJarommuxcs B BOCIHUTATEIBLHON cHUCTeMe OO0pa30BaTEIbHOM OpraHU3alvu:
IPOEKTHAsA JEATENbHOCTh (KAaK KOJUIEKTUBHOE TBOPYECKOE IEJ0), BOJOHTEpPCKas
NESTENbHOCTh,  y4eOHO-MCCIEIOBATENbCKAasE U HAyYHO-HCCIIENOBATEIbCKAS
NEATENBHOCTD, TIOCYrOBasi, TBOPYECKAs U COUUAIBHO-KYJIBTYpHAs JIEITEIBHOCTDh U
Ap.

BocrutaTenpHbli  TOTEHIMAT  y4eOHO-MCCIE0BATENIbCKOM W HAay4YHO-
HCCIIEIOBATEIbCKOM  JIESTEIBHOCTH  PEeaju3yeTcs B IPOLECCE  Pa3BUTUSA
MCCJIeI0BATEIHCKON KOMIETEHTHOCTH O0YYAIOIIUXCS Ha MPOTSIKEHUU BCErO CPOKa
ux oOyuenuss B  HWHcturyre.  Pe3ynmpraThl  CTyIE€HUECKOW  HAydHO-
HCCIIEIOBATENBCKON JEATeIbHOCTU MPOXOJSAT ampoOaluio B paMKax HAy4HbBIX U
HAyYHO-TIPAKTUYECKUX KOH(PEPEHIMH Pa3TuYHOr0 YPOBHS, B T.4. KOH(EPEHIIHH,
OpraHu30BaHHbIX NHCTUTYTOM.

CouuanbHO-KYJNbTYpHasE W TBOpYECKash JEATENbHOCTh OOyYaroluXcs
peanuzyeTcs Mpu OpraHu3aliy U MPOBEJCHUH 3HAUUMbIX COOBITUNA U MEPOTIPUSITUI
rpaXkJaHCKO-NTATPUOTUYECKOM, HAYYHO-UCCIEA0BATEIbCKONW, COUMOKYIBTYPHOU U
(bU3KYyJIbTYpPHO-CIIOPTUBHOM HAMpaBIEHHOCTH. Buibl
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TBOPUYECKOU I€ITEIbHOCTU 00yyaromuxcs B MUHCTUTYTe: My3bIKaJIbHOE TBOPYECTBO,
xopeorpauueckoe TBOPUYECTBO, TEATPaIbHOE TBOPYECTBO, HAYYHOE TBOPUYECTBO,
MEIHANPOEKTHI U JIP.

BonoHrtepckas AesTeNnbHOCTh 00yUYalOMUXCsl — IUPOKUN KPYT HalpaBiIeHUN
CO3UJATENIbHON JEeSATENbHOCTH, BKIIOYAIOMIMKA pa3inyHble (GOpPMbI TPa)KIaHCKOTO
yuactus. [lo naunmaTuee o0y4arouuxcs U Ipu UX akTUBHOM ydacTuu B THCTUTYTE
OCYIIECTBIISIET CBOIO JICSITEIbHOCTh JJOOPOBOJIBYECKUN OTPSA «MBbI».

Peanuzaumio Paboueil mporpaMMbl BOCHUTaHHUS MOMOraeT oOecredyuBaTh
B3aMMOJIEUCTBHE C PA3JIMYHBIMU COLUMAJIBHBIMH HWHCTUTYTaMH, CYOBEKTaMHU
Bociutanuss. Ocoboe 3HaueHue [ BOCIMUTATENBHOIO IpolLecca HMMEET
OopraHu3anus NPaKTHYECKON AEeSTENbHOCTH OO0YyYalolUXCs C LENbI0 pPa3BUTHUSA
npodeccuoHaIbHBIX KOMIMETeHIHH B yciaoBusix WMHcTUTyTa M npoduiabHBIX
YUPEXKIACHUNA U OpraHU3aLNM.

12. OCOBEHHOCTH IMMPOXOXKIAEHUSA NTIPAKTUKHU UHBAJIUIAMUA U
JIMIIAMHU C OTPAHUNYEHHBIMHU BO3MOXKHOCTAMMU 310POBbA

[Ipu ompeneneHun MeECT TPOXOXKICHHS TMPAKTUKH JJII OOYYAIOIIUXCS C
OFPaHUYCHHBIMH BO3MOXKHOCTSIMH 370pOBbsi  (danee — OB3) W HWHBAIUIOB
YUHUTHIBAIOTCSI PEKOMEHIAIUU, COJEPKAIINECsS B 3aKIIFOYCHUN TICUXOJI0T0-MEINKO-
NeAarornueckoi KOMUCCUU, WM PEKOMEHIAIMHN MEIUKO-COLIMAIbHON IKCIIEPTHU3HI,
colepKaliuecss B HUHIMBUIYAIbHOW TIporpamMme peaOuIuTalliil  HHBAIHUA,
OTHOCHUTEIBHO PEKOMEHJOBAaHHBIX YCIOBUU U BUIOB TPY/A.

dopMbl MPOBEACHUS MPAKTUKKU 711 MHBAIKUIOB U Jull ¢ OB3 moryt ObITH
YCTAaHOBJIEHBI C YY€TOM OCOOEHHOCTEH UX TMCUXO(PU3NYECKOTO Pa3BUTHS,
WHAUBUAYaTbHBIX BO3MOXKHOCTEH M COCTOSTHUSA 3710POBbSI.

B nporniecce mpoxoKaeHus MPaKTUKK M OCYIIECTBICHUS MPOIEAYP TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH M TPOMEKYTOUHOM aTrTecTanuu uHBanuaoB u jui ¢ OB3
NPUMEHSIOTCS aJanTUPOBaHHBIE (OPMBI OOYUYEHHUS C yUYE€TOM HHAMBUAYaTbHBIX
NICUX0(U3UOJIOTHIECKUX OCOOCHHOCTEH.

OO6yuenue nui ¢ OB3 1 ”HBaNMMI0B OpraHu3yeTcs Kak COBMECTHO C IPYTUMU
oOydJarommuMuCs, TaK U MO HWHIWBHUIYyAIbHOMY ydeOHOMY Tutany. [ns cmaum
pasTUYHBIX (HOPM TPOMEKYTOUHOM aTTECTAIUH, a TAKXKE JUIs TPOBEICHUS UTOTOBOM
KOH(EpPEHIIMU TI0 MPAKTUKE B WHCTUTYTE CO3/IaHBI HEOOXOAMMBIC YCIOBUS IS
OKa3aHUsl TEXHUYECKOW IOMOIIM WHBAJUWJaM U JHIAM C OTrPaHHUYECHHBIMU
BO3MOXHOCTSIMU  3JI0POBbsI (TIpU  HEOOXOAUMOCTH MOXKET OBITh JOMYIIECHO
MPUCYTCTBUE B AYJUTOPUU ACCHUCTEHTOB, COINPOBOXKAAIOIIUX JIUI, COOaKu-
MOBOABIPA U T.IL.).

OO6yuaroruecs u3 yuciaa mHBaMIoB u ymi ¢ OB3, mpu HeoOXoauMocTH,
MOTYT OBITh OOECIEUYEHBI JJICKTPOHHBIMH W TICYaTHBIMU 00pa30BaTEIbHBIMU
pecypcaMu C Y4YeTOM HUX HHAMBUAYAIbHBIX MOTpeOHOCTe. [ peanuzanuu
JOCTYNHOW cCpenbl MpU HEOOXOAMMOCTH B Yy4eOHOM MpolleccCe MOTYT ObITh
3a/1eiICTBOBAaHbl JOKYMEHT-Kamepa Jig YBEJIUYEHUsI TEKCTOBBIX (DparMeHTOB U
n300paxeHud (Uil JIMIl ¢ HApPYIICHUSIMUA 3PEHUs1) U MEPEHOCHass MHAYKIMOHHAS
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cuctema i ciadocnbimamux «ctok» A2 co BCTpOCHHBIM IIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

ObC  «YHuBepcuteTrckas  OMOIMOTEKa  OHJIAWH»  MPEJOCTABISIET
oOyuvaromumcsi ¢ OB3 (o 3peHHIo) psii BO3MOXKHOCTEHM Jisi OOecreyeHus
s¢dexTuBHOCTH Tporiecca oOyuyeHus. Ilpu ureHnn macmTad CTpaHMIBI CcaiTa
MO>XHO YBEJIMYUTh C MOMOULIBIO CHEIUATBHOTO 3HAuYKa Ha TJABHOW CTpaHUIE.
MO0>XHO HCTI0IB30BATh MOTHOIKPAHHBINA PEKUM OTOOPAXKEHUS KHUTH WIIH BKIIFOUUTh
O3BYYHMBAHHE HEMOCPEACTBEHHO C CaidTa NpU TOMOUIM MPOrpamMM 3KPAHHOTO
nocryna (Hanpumep, Jaws , «Balabolka»). CkaunBaemble @parMeHTsl B dopmarte
pdf, umerorre BBICOKOE Ka4eCTBO, MOTYT UCIIOJIb30BATHCA TU(IIONPOTrpAMMAaMHU IS
rOJIOCOBOIO O3BYYHMBAHHUSI TEKCTOB, MOTYT OBITb 3arpyeHbl B TH(QIIOIUIEEPHI, a
TaK)Ke CKOMMPOBAHbBI HA JIH000€ YCTPOUCTBO ISl KOM(DOPTHOTO YTSHHUS.

CepBuc OBC «lluTaTHUK» MOMOraeT MOJb30BaTEN0 H3BJICYb LUTATY H
aBTOMAaTUYEeCKH (POPMUPYET KOPPEKTHYIO OMOIMOrpauuecKkyto CChbUIKY, 4YTO
OCOOEHHO aKTYyaJbHO JJIS JIUI[ C OTPAaHMYECHHBIMU BO3MOXHOCTSIMU U oOJerdaer
IPOIIECC HAMMCAHUS KYPCOBOW UJTU BBIMMYCKHOM KBaTU(UKAIIMOHHON paOOTHI.

Jlist moAroToBKM K 3aHATHAM oOydaromuecss ¢ OB3 (mo 3peHuo) Moryr
UCcnoJib30BaTh MoOmiIbHOE mnpuioxkenue ObC «Jlawp», mpenHasHaueHHOe IS
O3BYYMBAHHUSl TEKCTAa KHUTH. PeXHM [OCTyma: »3JIeKTPOHHBIN, MNPUIIOKEHUE
CKauyuBaeTcsi 00y4aronMMcsl CaMOCTOSTEIBHO ¢ caiTa e.lanbook.ru, HeoOxoaumMoe
ycioBue: ObITh 3apeructpupoBaHHbIM B OBbC «Jlans». Hcnonb3yercs cBOOOIHO
pacmpocTtpaHsieMasl mporpamma dKpanHoro goctyna Nvda.

[TonpobGHee 00 opraHu3alMu JOCTYIHOM Cpepl CM. COOTBETCTBYIOIIMN
paszies1 OCHOBHOM IpodeccroHanbHOM 00pa30BaTeIbHON MPOTPaMMBI.
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HerocynapcrBenHnoe 00pa3oBaTe/ibHOE YaCTHOE YUpeKIeHHe BbicHIero odpazosanus «Bpiciias mkosia

MNPUJIOKEHME 1

®Dopma rpapuKa NpaKTUKH

ynpasJjienus» (IIKO)
I'PA®UK ITPAKTUKHU HA 20 - 20 YUEBHBIN roa
HampasiieHre moaroToBKH/CliealbHOCTb:
(KOI[ 1 HAMMCHOBAHUC
HarpaBJICHUA HOZ[FOTOBKI/I/ CHeHI/IaJ'H)HOCTI/I)
[Ipoduns/cnennanusanus:
Ne Bun (tum) ®opma | Homep | Ilepuon | Kondepenu ®.1.0. IIpUMeYaH
1/ MPAKTUKH oOyueHu | rpynn | MpakTHKU | ud (3auuTa | PYKOBOJMTE ue
n | (ykasvleaemc S bl " OTYETA 10 | JISl IPAKTUKH
5.8 cCmpocom KOJIMYECTB | TIPAKTHUKE) U3 yHucna
coomeemcma 0 HEJNENb [I1C
uu ¢ yuyeOHbviM Kadenpsl
NJIAHOM)
OTBeTCTBEHHBIN 32 MPAKTHUKY O Kadepe:
MOAIINACH ¢.u.0.
«COI''TACOBAHO»
3aBenyrormias kadeapoii:
TMO/ITTUCh ¢b.m.0
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MNPUJIOKEHMUE 2

®opma padoyero rpaduka npoBeIeHUs NPAKTUKU

HerocynapcrBenHoe 00pa3oBaTe/ibHOE YACTHOE YUpPe:KIeHue Bbicuiero oopasopanus «Boicuias mkosaa
ynpasJjienus» (IIKO)

PABOUMI TPA®UK (IIJIAH)

NMPOBECACHUS IMPaKTUKHA
(BuA, THUII IPAKTUKH)

(D.U.0. obyuarowezocs nOIHOCMbIO)

I'pynna

Hanpasnenne noaroToBku (HarpaBiIeHHOCTb)/ CHEHATBbHOCTD (CHeanIn3anus):

(KoIl 1 HAaMMEHOBaHHE)

Ne HaumenoBanue Bup pabot Cpok ®opma
/T sTana (rmepuoja) MIPOXOKICHHS OTYETHOCTH
MIPaKTUKU JTana (mepuoja)
IIPAKTUKHU
1. Opraauzanuonusiii | 1. Onpenenenne 6a3bl
ATaIl: U3y4CHHE IPOXOXKJICHUS TTPAKTUKH;
HOPMaTHUBHOTO 2. [TpoBenenmne
obecrieueHus YCTaHOBOYHOM
MPAKTUKH. KOH(EPEHINH IS

pa3bsICHEHUs LEeeH, 3a1ad,
COJICP)KaHUS U TIOPsIKa
IPOXOXKACHUS ITPAKTUKH, &
TaKXe IOArOTOBKH
OTYCTHOM JOKYMECHTAIIMH
10 MPaKTHKE;

3. O0sg3aTeabHBIN
UHCTPYKTAX [0 OXpaHe
TpyZa, HHCTPYKTaX IO
TEXHUKE 0€30IMaCHOCTH,
MOKapHOU 0E30MMaCHOCTH;
4, O3HaKOMIJIEHHE C
NpaBUJIAMH BHYTPEHHETO
pacriopsifika Ha 6aze
MPOXOXKACHUS MTPAKTUKU;
5. [lonydenue u
COTJIaCOBaHHUE
WHAUBUAYALHOTO 3aaHUS
M0 TMPOXOKJICHHUIO
NIPaKTUKH;
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6. [lomyuenue
JOKYMEHTAIUH 110
IPAKTUKE (JTHEBHUK
IIPAKTHKH, HAIpaBJIEHHUE Ha
IIPAKTHKY).
2. OcHoBHOM Tamn:
BBIIIOJIHEHUE
MIPOrpaMMbl
MIPaKTHKU.
3. 3axmountenbHbll | 1. CocTaBienue oTyera no
JTal: MOArOTOBKA U | IPAKTHUKE.
MIpe/ICTaBJICHHE 2. 3amuTa oT4eTa 1o
OTYETHOU IIPaKTUKE HAa UTOTOBOM
JOKYMEHTAIlMU N0 | KOHpEpEeHLUN.
MIpaKTHKeE.

Mecto MPOXOKIACHUA MTPAKTUKH

CpoK MPOXOXKICHHUS TPAKTUKH: C € » 20 r.mo«__ » 20
PykoBoaurens npaktuku ot MHCTHTYTA

nOOnUChH D.N.0.
C pabouum rpadukoM (TUTAaHOM) O3HAKOMIICH:
OO6yuaromuiicst

noonucsy D.U.0.
« » 20 1.
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MMPUJIOKEHMUE 3

(I)OpMa HHAUBUAYAJIBHOI'O 3aJaHUAA HA MPAKTUKH

HerocynapcrBenHnoe 00pa3oBaTe/ibHOE YaCTHOE YUpeKIeHHe BbicHIero odpazosanus «Bpiciias mkosia

ynpasJjienus» (IIKO)
Kadenpa
HHANBUAYAJBHOE 3AJIAHUE
HA ITPAKTUKY
(BHI, THIT TPAKTUKH)
(D.U.0. obyuarowe2ocs nOIHOCMbIO)
I'pynna

Mecrto MPOXOKIACHUA MTPAKTUKH

CpoK MPOXOXKICHHUS TPAKTUKA: C € » 20 r.mo«__» 20T
[enp npoX0KI€HUS IPAKTUKHA:

3aga4uu MPaKTUKKU:

Copep:xaHue MPaKTUKH, BOIIPOCHI, MOJISKALTUE U3YICHHIO:

[Inanupyemble pe3ynbTaThl IPAKTUKH:

PykoBoautens npaktuku ot UHCTUTYTA

noOONUCH D.U.O.

PYKOBOI[I/ITCJ'II) IPAKTUKHU OT OpraHu3alvuu

noonuce DNO0.
(ecnu obyyarowuticss npoxXoOUm NPAKMuKy mMoIbKO 6 CMPYKMYPHOM ROOpA30eieHu’ UHCIMUMYma mo Cmasumcst
ROONUCH PYKOBOOUMEISL NPAKMUKU OM UHCIUMYMA, d ON OP2aHU3ayuu yOaisiemcs,)

C HHAUBUAYAJIBbHBIM 3aJaHUEM O3HAKOMIJICH:

OO6yuaromuiics

noonucw D.NO0.

« » 20 T.
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MMPUJIOKEHMUE 4

dopmMa NPOTOK0JIA YCTAHOBOYHOI KOH(epeHIHH

HerocynapcTBennoe 00pa3oBaTe/IbHOE YaCTHOE YUpeKIeHHe BbIicHIero oopazosanus «Bpicias mkosia

ynpasJjienus» (IIKO)
Kadenpa
HPO'llOKOJI
YCTAHOBOYHOU KOH®EPEHIIUAN
OT « » 20 r.

10 IIPAKTUKE

(6u0 (mun) npaxmuxu,)
00y4aromuXxcs TPYIIIBI (popma oOydeHus ),
HaITpaBJICHUA HO)IFOTOBKI/I/CHCHI/I&HBHOCTI/I

(kKo 1 HaMMEHOBaHUE)
po UL/ CrIeITaTU3aAITHS
[MPUCYTCTBOBAIJIU: (@.U.0O. npucymcmsyrowux)

CJIVYUIAJIN: Bompoc 0 cpokax M coAepKaHUM MPAKTUKH, MECTE MPaKTUKU U 00pa30BaTEIbHOMN
mporpaMme, 3ajadax MPaKTHKH, KOMIIETEHIIMSIX, KOTOpble (DOPMHUPYIOTCS B paMKax IMPaKTHKH,
nporpaMme TPaKTHKH, WHIUBUAYATbHBIX 3aaHHUSIX, KOTOPBIE OIpPENeICHbl 3a KaXIbIM
00yJaromuMcs Ha TIEPUOT IIPOXOXKACHUS MPAKTHKH, 00 OTYETHOM JOKYMEHTAIIMH 1O MTPAKTHKE.
BBICTVYIINJIN:

®.N.0. (pyxosoodumens (pyxosooumerneii) npaxmuxiu) ¢ BOIPOCOM O ITpOrpamMMe MPaKTHKH,
3aadax, MOCTABJICHHBIX B paMKax MPEACTOSIIEH NPakKTUKK, HH(OpMAIMel O MOPSIKE BEICHUS
JOKYMEHTAIlMM TI0 TPaKTHKE M CpPOKaX IMPEIOCTaBJICHUS OTYETOB W JTHEBHHKOB, O (opme
MPOMEKYTOYHOM aTTECTAIMH 1O MPAKTHKE U T.11.).

@®.1.0. (0TBETCTBEHHOTO 3a MPaKTUKYy 10 Kadenpe) ¢ BompocoMm 00 oOIIMX MpaBHiIax
MPOXOXKJICHHS TPAKTHKH, C HHCTPYKTAXKEM MO O3HAKOMIICHHUIO 10 TEXHUKE O€30MacHOCTH, YTO
MOJTBEPXKAACTCS JIMYHBIMH TIOJIHUCSIMUA B COOTBETCTBYIOIIEM J>KypHAle — JJIsI MPOXOJSIINX
MPAaKTUKY B MPO(QWIBHON OpraHU3aIiy, a TAaKkKe 0 HEOOXOAMMOCTH TPOXOXKICHUS HHBIX BUJIOB
MHCTPYKTaXKEH Ul BceX 00yJaromuxcs, HalpaBICHHBIX HA TIPAKTUKY.

3aBenyromuii kadgenpoit

TOIIINCH ¢d.m.0.
PYKOBOI[I/ITCJ'IB IIPaKTHKH

TOIIINCH ¢d.m.0.
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MMPUJIOKEHMUE 5

dopma oT4yeTa PYKOBOAMTEIS NPAKTUKUA 0T MHCTUTYTA 0 pe3yibTarax
NPAKTHKH

HerocynapcrBenHnoe 00pa3oBaTe/IbHOE YaCTHOE YUpeKIeHHe BbIicHIero odpazosanus «Bpicias mkosia

ynpasJjienus» (IIKO)
Kadenpa
OTYET O IPAKTHUKE
3a 20 -20 VUeOHBIN Ioj

(6uo0 (mun) npaxmuxu)
HampasieHue moaroToBKH /CrenuaibHOCTh

(koI ¥ HaUMEHOBaHHE)

®dopma oOyueHus:

(ouHast, 3a04Has)

3aBeayronuii kadeapoi

MOAIIACH ¢.1.0.

OTBETCTBEHHBIN
3a MPaKTUKY 110 Kadeape

MOAIIACH ¢.1.0.

MockBa

20 T.
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1. JInsg mpoxXoXACHHWS NTPAKTHKH MPHKa30M PEKTOpa HaIpPaBIICHO:
YEeJIOBEK.
2. [IpakTuky He mpOLLIH YEJIOBEK, % ot oOmero uuncna

o0Oy4aromuXxcs Mo HANMPaBIEHUIO TOATOTOBKHU/CIIEIUATIbHOCTH.
ITprunHbL:

3. [Ipouutn NpakTHKy B HEYCTaHOBJICHHBIE CPOKHU YEJIOBEK.
ITprunHbL:

4. KonuuecTBO JEWCTBYIOIIUX JOTOBOPOB MO TNPAKTHKE il OO0y4aroluxcs
HaIpPaBJICHUS MOATOTOBKU (TIPO(dUIIb)/CIIEUaTbHOCTH (CIIeUaTU3alINN ):

B 20 -20 y4eOHOM TO/1y: , U3 HUX
- TOJITOCPOYHBIX ,
- 3aKJIFOYCHHBIX 32 OTYCTHBIN TIEPHO/:
HoBble 70roBOpHI 3aKIIFOUEHBI ¢ MPO(GHUIBHBIME OpraHu3anusiaMu (noanoe
HAUMEHOBAHUE OP2AHUZAYULL).

5. PykoBogutensamu npaktuk ot MHCTUTYTA:

- cocTaBiieH pabouunii rpaduk (11aH) NpoBeEeHUs TPAKTUKH;

- pa3pal0oTaHbl MHIUBHUAYAJIbHBIC 3aJaHUs NIl O0O0YYalOUIUXCs, BBITIOJHSEMbIE B
NEPUOJ] TPAKTUKU;

- Y4acCTBOBAJM B pachpeleieHru o0ydJarouxcs mo paboyuM MecTaMm U BHAAM
paboT B opraHu3aIuy;

- OCYIIECTBIISTM KOHTPOJb 3a COONIOACHHUEM CPOKOB MPOBEICHUS MPAKTHKU WU
COOTBETCTBHEM €€ cojiep:kaHus TpedoBanusM, ycraHoBieHHbIM OTIOIT BO;

- OKa3bIBAIM METOJMYECKYIO MOMOIIb OOYYaloIMMCS TPHU BBITIOJIHEHUH HUMHU
WHANBUAYATbHBIX 3aJaHHi, a TakkKe Mpu cOOpe MaTepHaloB K BBITYCKHON
KBATM(UKAIIMOHHOK padoTe B XO/€ MPEIIUTUIOMHON MMPAaKTUKH,

- OIICHUBAIIM PE3YJIbTaThl MPOXOKACHUS MPAKTUKU OOYyJaronIMMUcs (OT3bIBbI-
XapaKTePUCTUKH O PE3YJIbTaTaX MPOXOXKICHUS TPAKTUKH).

6. PykoBoauTenssMu MpakTUK OT MPOQUIBHBIX OpTraHU3aIIHiA:

- COTJIacOBaHbl HWHIWBHIYyaJbHBIC 3a/laHUsl, COJCP)KaHWE U TUIAHUPYEMbIC
PE3YNbTATHl IPAKTUKH,

- COCTaBJICH COBMECTHBIN pabouwnii rpaduk (T1aH) MPOBEACHUS MPAKTUKHY;

- TpenocTaBJiIeHBI paboune MecTa 00yJaroIUMCS;

- obecrnieyeHbl 0O€30IMACHBIE YCIOBUSA TPOXOXKIACHUS MPAKTUKU OOyYaroniumcs,
OTBEUAOIINE MPABUJIAM U TPEOOBAHUAM OXPaHbI TPY/A;

- TPOBEJEH HMHCTPYKTAX OOYYAIOMIMXCS MO O3HAKOMIICHHIO C TpeOOBaHUAMHU
OXpaHbl TPyNa, TEXHUKH OE30MACHOCTH, IOXKAPHONH OE30MacHOCTH, a TaKKe
MpaBWJIAMH BHYTPEHHETO TPYAOBOTO PACIOpPSIIKA, YTO OTPAXKEHO B JHEBHUKAX
MPAKTUKUA 00y4YaronIuxcsl.
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/. BoinonHeHne 00y4aronMMucs mporpaMMbl TPaKTUKU

[Iporpamma npaktuku pazpadorana B coorBeTcTBUM ¢ TpedoBanusimu OITOTT
BO.

OOyuaronuecs MOJHOCTHIO (HE MOJTHOCTHIO) BBIMOJHWIN 00BbEM 3aJlaHUid,
MPEeIyCMOTPECHHBIM MporpaMMaMH TPAKTUK (eciu He NOAHOCMbIO, MO YKA3amb
npuyuny). KomrereHIMu, 3akpelUieHHbIe 3a MpPaKTHKaMHA  HaIpaBJICHUS
MOATOTOBKHU (mpoduiib)/cienuanbHOCTH (ceruanu3aimm)

copMHpOBaHBI B paMKax 3ajad M 3aJaHuil, BKIIOUYCHHBIX B IIPOTPaAMMBbI IIPAKTHK,
9YTO TOATBEPIKIACTCS OT3BIBOM PYKOBOAWTENSA MPAKTHKH OT MPOQUIBHOMI
OpraHu3alii ¥ OT3bIBOM-XapaKTEPUCTHKONH PYKOBOAUTENIS IMPAKTHKH  OT
HNucturyTa.

JIydimuMy  OT4eTaMH 110 MPAKTHKE IPU3HAHBI OTYETHl O00YYaAIOIIHUXCS
(nepeuuciums):

6. ®opMmbl NPOMEKYTOUHOM arTecTallid (COTVIACHO YYE€OHBIM IIJJaHaM) TI0

IPaKTHUKE HaIpaBJICHUSI MOJATOTOBKHU (mpodwiiro)/criennaIbHOCTH
(cnernmanu3arun):
- 3Q4eT;
- 3a4€T C OLIEHKO;
- DK3aMEH.
Hroru mpomexxytounoit arrecranuu odoydarommuxcs B 20_ - 20 y4eOHOM TOy
MOKa3aJiy CJIENYIONIUE PEe3yIbTaThl MPOMEKYTOUHOM aTTeCTAIIUNU:
Ne BCEro MIPOLLUTH HE OLIEHKA Cpennmuii Gat
TpyHIbI 06y‘{aIOLLlI/IXC5[ NpaKTUKYy | OOMYIICHO | 3a4yeT | HE3a4yeT | OTJ. | XOp. | YIOBJ. | HEyH. yCrieBa€MoOCTU
B IpyIIIe (uen.) K 3aIure
(uemn.) oryera 1o

MPaKTHKE
(uen.)

7. B paznmene oTuera yKa3pIBarOTCS 3aMEUaHUsI ¥ MPE/JIOKEHUSI OTBETCTBEHHOTO 10
MPaKTUKE TI0 COBEPIICHCTBOBAHWIO OpTaHHW3allMd TMPAKTUK OOydJaronmxcs,
MpoOJeMBbl, BO3HHUKIINE TIPH TMPOXOKIACHUM TPAKTUKA OOYYAIONUMUCA W
PYKOBOJICTBE TIPAKTUKOW W Jpyras WHGOpMAIHsS IO BOMPOCY HA YCMOTPEHHE
Kadeapsl.
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MMPUJIOKEHMUE 6
®opMa THIIOBOI'0 10roBOPa 00 OPraHM3aUMM NPAKTUKHU

JOT'OBOP Ne
00 oOpraHu3anuy NPaKTHUKH 00y4aroMXCs
HerocynapcrBenHnoe o0pasoBaTesibHOE YaCcTHOE
yupe:kIeHue Bbicuiero oopazopanus «Bpiciias mkoJia
r. Mocksa ynpasJjenus» (LIKO)

20 rona

HerocynapcTBeHHoe 06pa3oBaTesIbHOE YACTHOE YUpeskAeHue BbIcIero o0pa3oBanus «Bpicmas mkosa
ynpasienusi» (UKO), umenyemoe pnanee «MHCTHTYT», B JHMIE PEKTOpa , JEHUCTBYIOLIErO Ha
OCHOBaHUU YcraBa c OJIHOM CTOPOHEI, 54

HMCHYEMOC Jajece «Opraﬂmaunﬂ», B JINIEC

(OIKHOCTD, MHUIHAIBL, (haMHITHS)

JeMCTBYIOLIET0 Ha OCHOBAaHUU C IpYroi CTOpOHBI, B COOTBETCTBUU C
[lonoxennem o mpakTHKe OOydYaIOIIUXCS, OCBAaWMBAIOIIMX OCHOBHBIE MPOQECcCCHOHATbHBIE
oOpa3oBaTelibHbIE IPOTpaMMBbI BeicIero oOpazoBanus (Y1B. [Ipukazom Munobpuayku Poccun ot
27.11.2015 Ne 1383 «O6 yrBepxkaennu [lookeHust 0 MPaKTHKE 00yYarOIIUXCsl, OCBAUBAIOIINX
OCHOBHbIE TpodeccCHOHaNbHBIE OOpa3oBaTeNbHbIE MPOTPaMMbl  BBICILIETO 0Opa30BaHUM»
(3apeructpupoBano B Munrocte Poccun 18.12.2015 Ne 40168)) 3akimi04niin HACTOSIINN JOTOBOP
O HUXKECIIETYIOIIEM:

1. IIpeamer norosopa
Opranu3anus npakTuku ooydatontuxcs Muacturyra.

2. O0513aHHOCTH CTOPOH

2.1. UHCTUTYT obsizyercs:

2.1.1. Exeromo mo 31 gekaOps mpenoctaBisth OpraHu3anuy  KaleHAApHBIA Ipaduk
MPOXOXKACHHUS MPaKTHKN o0ydaromumxcsi IHCTUTyTa Ha CIeIYIOIHiA TOI.

2.1.2. IlpenoctaBusate OpraHu3alii CIHCOK OOYYAIOIIMXCS, HANpPaBISIEMBIX Ha INPAKTHKY, HE
TIO37THEE, YeM 3a 2 HEIeNH JI0 ee Havaa.

2.1.3. Hanpasnate B Opranu3anuio oOy4aromuUXcsl Ui IPOXOXKIEHNS TPAKTUKH B CPOKH U B
KOJIMYECTBE, YKa3aHHBIC B KAJICHJapPHOM Tpaduke.

2.1.4. N3Bemate Opranuzaiuio o0 H3MEHEHWH CPOKOB MPAKTUKHA HE MEHEee YeM 3a JIBE HeJelu 10
ee HayaJa.

2.1.5. Haznauatp B KadecTBE PYKOBOIWTENCH IMPAKTUKH IPEIOJABATEICH COOTBETCTBYIOIINX
Kadenp.

2.1.6. OOecrieunTh OOYyYArOMMUXCSI HEOOXOAMMOHN ITOKyMEHTAaruen (IporpaMMoi MpPaKTHKH,
MYTEBKOH Ha MPAKTHKY).

2.1.7. KoHTponMpoBaTh MPOXOXKICHHE IMPAKTUKU OOyYaIOUIMMHUCS, NPUHUMATH OINEpaTHBHEIC
MepbI B CiIydae HapyIICHUH 00ydYarolMMUCS TPYAOBOH AMCIMIUIMHEI M TIPABUJI BHYTPEHHErO TPYIOBOTO
pacrnopsiaka.

2.1.8. IlpuHuMaTh y4acTHe B pacclieJOBaHHM Komuccuedl OpraHu3aluyl HECYACTHBIX CITy4aes,
OPOUCIIENMINX C OOyYalomUMHCS B TI€PUOA NPAKTHKH, B COOTBETCTBHM C JICHCTBYIOLIMM
3aKOHOZATEILCTBOM.

2.1.9. Oxa3pIBaTb METOIUYECKYIO IMOMOIIL OOYYAIOIIMMCS M PYKOBOAMTENSM IPAKTHKH OT
Opranuzanuu

2.1.10. Opranu3oBaTh MPOXOXKIECHHE MEIUIIMHCKOrO OCMOTpa O0y4aroImuXcs mepes OTIpaBKOn
Ha MPaKTHKY (1o TpeboBannto OpraHu3aiun).
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2.2. OPTAHM3ALMS o6s3yercs:

2.2.1. TlpuHuMaTh Ha NPAKTHKY OOYYAlOIIUXCS B COOTBETCTBHHM C COIVIACOBAHHBIM Ha TOX
KaJIeHAapHBIM rpauKOM IPOXOKICHUS IPAKTUKH o0ydarommxcst Mactutyta B Opranuzaium.

2.2.2. Tlpuem oOy4arommxcsi CBepX KaJeHAApHOrO TpaduKa OCYIIECTBISATh IO IHCHEMY
WHcTuTyTa Npu HATMYMU TaKOH BO3MOXKHOCTH y OpraHu3aluu.

2.2.3. HazHauaTh KBaJU(UIIMPOBAHHBIX CIICIIUAIKUCTOB I PYKOBOJCTBA IPOU3BOJCTBEHHOM
MPaKTUKOW 00yYaroIIuXCsl.

2.2.4. Co3nath HEOOXOIUMBIC TPOM3BOICTBEHHBIC YCIOBHS IS BBIMOJIHECHUS POrPaMMbI
npakTuku. He nonyckaTh oOy4aromuxcsa-nMpakTHKaHTOB K paboTaM, He MPeayCMOTPEHHBIM MPOrpaMMOn
MPAKTUKU ¥ HE UMEOIIIM OTHOLICHUS K CTIEIHATIBHOCTH 00YYaIOMINXCS.

2.2.5. OOecrnieunTh MpOBECHUE 00s3aTEIbHBIX HHCTPYKTaXel ¢ 0QOpMICHHEM yCTaHOBJICHHON
JOKyMEHTAIINH.

2.2.6. ObGecrieunTh OOY4YAIOMIMMCS YCIOBHUSI Oe30macHON paldoThl Ha KaXIOM paboyeM MecTe.
PaccrenoBath W yUUTHIBaTh HECYACTHBIE CIy4Yau, MPOUCHIESAIINE C O0YUAIOIMMHUCS B TIEPUO]] IPAKTUKH,
c 00s13aTeNbHBIM M CBOCBPEMEHHBIM H3BelleHneM VHcTuTyTa.

3. 3aki0unTeIbHbIE MOJI0KEHHS

3.1. 3a HeWCHOJIHEHHE WJIM HEHAJUISKAIee MCIOJHEHNE CBOMX O00S3aTEeNbCTB 10 HACTOSIIEMY
JIOTOBOPY CTOPOHBI HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHOAATENLCTBOM P,

3.2. CTOpoHBI WMEIOT IPaBO BHOCHUTH WM3MEHEHUS W JOMOJHEHHS B YCIOBHS HACTOSIIETO
JloroBopa, KOTOpBIe O(GOPMISIOTCS B MHUCBMEHHOM (OpME W CUHTAIOTCS JEMCTBUTENBHBIMH ITOCIIE
MONMCAHUS UX YIIOJTHOMOYEHHBIMH TIPEICTABUTEIAME 00EMX CTOPOH.

3.3. [oroBop BCcTymaeT B CHJIy C MOMEHTAa IIOANKCAHUS €ro  yIOJIHOMOYEHHBIMHU
MPEACTABUTENSIMI 00X CTOPOH M JEHCTBYET IIATH JIeT. ECiIM K OKOHYaHHIO CPOKa JEHCTBYSI JOrOBOpa HU
oxna u3 CTOpOH He 3asBUT 00 €ro mpekpariennu, JIoroBop CUNTaeTCs 3aKIIOUEHHBIM Ha HEOIPEIeTeHHBII
CPOK.

3.4. JIoroBop COCTaBJICH B IBYX K3EMILIAPAX, 10 OJJHOMY ISl KaXK/IO0H M3 CTOPOH.

4. FOpuanyeckue aapeca CTOPOH:

HUHCTUTYT OPI'AHM3ALIUA
Pexrop

/Il / /
M.II. M.II
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MNPUJIOKEHMUE 7

dopma npeacTaBIeHUs 3aBeayouiero kageapoit B YMY By3a o
pacnpeaejeHUH 00y4aoIMXcs mo 0a3aM NMPAKTHK

HerocynapcrBenHoe 00pa3oBaTe/ibHOE YACTHOE YUPe:KIeHue BhIcIiero oopazoBanus «Bbicuias mkoJia
ynpasJjienus» (IIKO)

Havanpauky YMY
XT'UK

MNMPEACTABJIEHUE
05.09.2019
Ha ocHoBanmu xaneHmapHoro ydaeoHoro rpaduka Ha 20 - 20 y4eOHBII To1 Kadenpa
(Haumenosanue Kageopwt)

MIPOCUT B MEPHUOJI C «__» 20 r.mo«__ » 20 . HalpaBUTh IS
MPOXOXKJACHHUS  TTPAKTUKH (6uo  (mun)
NPAKMUuKu CO2NACHO Y4eOHOMY NlaHy) ¢ o0beme 3.€., HEJIEIb,
00yJaroIuXxcst TPYIIIBI, dbopmMbl  00y4YeHUs,  HampaBJICHUS

HOI[FOTOBKI/I/CHCHI/IaJ'II:HOCTI/I

npoduiIb [IOATOTOBKU/CIIEIIU A3 AL
Ne ®.1.0. MecTo npoxoKaeHusl MPaKTUKU PykoBoaurtenu
/11 MIPaKTUKH
Tlonnoe naumenoesanue D.U.0., oondxcrocmo

nPOUILHOU Opeanu3ayuu Wil
CMPYKMYPHO20 NOOPA30eleHUs
HUncmumyma 6 ciyuae
NPOX0IHCOCHUSL NPAKMUKU HA €20
baze. @axmuyeckuii aopec
opeanusayuu

3aBenyromuii kadgenpoit

IO AITUCH ¢.u.0.
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MMPUJIOKEHMUE 8

DopMa THEBHUKA NPAKTHKHU

HerocynapcrBenHoe 00pa3oBaTeibHOE YACTHOE YUpPe:KIeHue Bbicuiero oopasopanus «Boicuias mkosaa
ynpasJjienus» (IIKO)

Kadenpa

Hanpasnenue moaroToBKy (poQuits)/cCrieuanbHOCTh (CHeIMaTn3aIns):

JHEBHUK ITPAKTUKHA

(vkazvieaemcsi 6u0 (mun) npaKmuxi,)

(D.U.0. obyuaiowezocs)
I'pynna

MecTo npoxoxAeHUS TPAKTUKU

Cpox MPOXOKACHHS MPAKTHUKU: C «___ » 20 r.mo«__ » 20 1.
PykoBoaurens npaktuku ot MHCTHTYTA!

(D.U.0., oorxcrocms)

1. CBenenus, OATBEPIKIAIONTNE TIPOBEICHUE HHCTPYKTaXka 00yUJaroIIerocs Mo MecTy
MMPOXOXKACHHU A IIPAKTUKH
Ne [ata npoxoxaeHus Bun nacrpykraxa HOAIHNCH d.1.0.
WHCTpYKTaxa™ 00yJaroImerocs, CIETIHATNCTA,
TIPOIIEAIIETO TIPOBOMBIIIETO
HHCTPYKTaX HHCTPYKTaX
1. MHCTPYKTaX I10 OXpaHe Tpyaa
2. MHCTPYKTaX I10 TEXHUKE
0€301acHOCTH
3. MHCTPYKTaX I10 II0KapHOI
0€301acHOCTH
4. IIpaBUJIa BHYTPEHHETO
pacriopsaKa OIHsA

41



2. CaeneHus 0 MPeIOCTABICHNN pad0UYero MecTa 00yJaronemMycs
OOyuaroreMmycst (@.1.0.) npenocraBieHO
pabouee mecTo, oOecrieunBaroee HandoIbIIYI0 F(PPEKTUBHOCTh IPOXOKACHUS IPAKTUKU B
COOTBETCTBUU C IIPOIPAMMOM NPAKTUKU U UHIAUBUIYAIbHBIM 3aIaHUEM HA IIPAKTUKY.
B mepuoa mpoxoxxaeHusi MpakTUKA oOecriedeHbl 0e30MacHbIe YCIOBUS MPOXOKICHUS
IIPaKTUKHU, OTBEYAIOIINE CAHUTAPHBIM MpaBUiIaM U TpeOOBaHUEM OXpaHbl TPYaA.
* POBOJUTCS B IIEPBBII J€Hb PAKTUKH

3. Coneprkanue 1 00beM BBIIIOJHEHHOH 00ydarommMest paboThI B IEPUO]T TIPOXOKIACHUS

[IPaKTUKHU
qI/ICJ'IO, Mecsan, roa KpaTKOQ Coa€cpKaHuE BBLINOJTHEHHOM OT3bIB M NOANHUCH
padoThI PYKOBOAUTEJISI OT 0a3bl
NMPAKTHKH
PaboThI BHITIOTHEHBI , COIEepXaHUE

(B ycTaHOBJIEHHBIE CPOKH, C HE3HAYUTEIBHBIM OTCTYIIEHHEM OT CPOKOB, CPOKH He COOJTIO/IEHbI)

MPaKTUKH VHIMBUYAJIBHOMY 33JaHHUIO.

(COOTBETCTBYET, HE B IIOJIHOI Mepe COOTBETCTBYET, HE COOTBETCTBYET)
PykoBoauTens npakTuku
OT OpraHu3aluu (CTpyKTypHOTO nojpasenenus Nuctutyra)

noOONUCH D.U.O.

« » 20 T.
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MMPUJIOKEHME 9

®opma oTyeTa 00y4aroUIero 1no pe3yJabTaraM NPAKTHKHU
HerocynapcTtBenHoe 00pa3oBaTeIbHOE YACTHOE YUpeskAeHHe BhIciiero o0pa3osanus «Bopicmas mkosa
ynpasJjienus» (IIKO)

Kadenmpa
OT14eT 0 NPOXO0KACHUH
(6uo0 (mun) npaxmuxu)
®.1.0.
oOy4aromuiics Kypca TPYIIIBI

1O HAITPABJICHUIO IMTOATOTOBKHU /CHGI_[I/IaJ'IBHOCTI/I

(koI ¥ HaUMEHOBaHHE)

YPOBEHB BBICIIETO 00pa30BaHUs
(baxanaBpuar, CrieannuTeT, MarucTpaTypa, aCIUpPaHTypa, aCCUCTEHTYPa-CTaXUPOBKA)

Mecto IMPOXOKIACHUA TPAKTUKHA

(monHOe HaMMEeHOBaHUe, PAKTUUECKHUIN aJ]pec OpraHU3alNH)

[lepro mpoOXOKIACHUS TPAKTUKH
Coneprxanue U 00bEM BBITIOJHEHHOM pabOTHI:

[Ipunoxenue:
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OTYeT IMOATOTOBIEH

TIOZITIHCH (.1.0. oOygarorerocs
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MMPUJIOKEHUE 10

®opmMa NPOTOK0JIa HTOrOBOM KOH(EPEHIUH 10 NPAKTHKE

HerocyaapcTBenHoe 00pa3oBaTe/IbHOE YACTHOE YUpeKIeHHe BbIcHIero oopasoBanns «Buicuas mkosia

ynpasJjienus» (IIKO)
Kadenpa
HliOTOKOJI
NUTOT'OBOU KOH®EPEHIINN
OT « » 20 r.

I10 3alIUTE OTYETOB 10 ITPAKTUKE

(6u0 (mun) npaxmuxu,)
00y4aroImuXxcs TPYIIIBI (popma oOydeHus ),
HaITpaBJICHUA HO)IFOTOBKI/I/CHCHI/I&HBHOCTI/I

(kKo 1 HaMMEHOBaHUE)
po UL/ CrIeITaTU3aIHs
[MPUCYTCTOBAIJIU: (@.U.O. npucymcmeyrowux)

CIYIIAJIU:
- OTYECThI 06y11a10u11/1xcs1 O pe3yiibTaTax MPaKTUKU (HI/ICBMGHHI)IG OTYCTHI, THCBHUKU IIPAKTUKH,
OT3BIBBI PYKOBOJHTEJICH TMPAKTUKH OT MPOQGWILHOW OpraHW3allfd, OT3bIBBI-XapaKTEPUCTHKH
PYKOBOJUTEIEH MPAKTHKH K MTPOTOKOITY MPHIIATAIOTCS).
- pyKoBOUTENS (€i1) TPAKTHUKH C OOIIIEH OIEHKON O MPaKTUKE 00YJarOIIUXCA.
BBICTYIINJIU: (®.1.0O. obyvaromuxcsi, myoJuyHO 3alUIIaBIIIX 0TYeThl 0 npaktuke; O.1.0.
pykoBOaUTENS (i) MPAaKTUKU C OIIEHKOW KaXJIOTO M3 O0OYYArOIIMXCsl, MHCHHE 3aBEIyIOIIEro
Kadeapoi WM MPUCYTCTBYIOMIMX HAa KOH(EPEHIIMN IPYruX WICHOB Kadeapsl O COCTOSBIIEHCS
3alIUTe OTYECTOB IO TPAKTHKE).

Jlanee B mpoToKoJie KOH(PEPEHIINU PUKCHPYIOTCS CIICIYIOIIUE ITOJI0KEHUS:
- o0Iast oIleHKa COJEP KaHUs BBITIOJIHEHHBIX 33/JIaHUil ¥ TIOCTABJICHHBIX 3a/1a4, CTATUCTHKA TI0
UTOTaM MPaKTUKHU, HHPOpMaIs 00 MpoGUIBHBIX OpraHU3aIMsIX, BCTYIIHBIINX 0a3aMU MPAKTHKH,
- KOMIICTEHIINH, 3aKPETUICHHBIC 32 IPAKTUKOH, U OI[CHKA YPOBHS UX C(OOPMUPOBAHHOCTH HA JTAIC
MPOXOXKJICHUS TPAKTUKH;
- COCTOSHME W KAueCTBO OTYETHOM NOKYMEHTAIMM (OTYeTa W JIHEBHUKA) OOYYarOIIUXCS IO
MPAKTUKE;
- mnpoOieMbl, 3aMEYaHHs W MPEUIOKEHHS, O3BYUCHHBIC PYKOBOIUTCISIMH IPAKTHKH,
3aBeqyoUMME Kadeapoii, 00ydJaromumMucs;
- 00IIMe BBIBOJBI 10 MPOBEACHUIO MPAKTUKU U TPEITIOKEHHsS IO OPraHU3alMi U MPOBEICHUIO
MPAKTUKU B JAaJbHEUIIIEM;
- JIpyrue TpeUIOKEeHHs Ha yCMOTpeHue Kadeapsl MU C y4eToM CHeludUuKd HarpaBICHUS
MOATOTOBKH/CTIEIMATTbHOCTH.
3akI04uTeIbHAS YAaCTh NPOTOKOJIA:

[To uroram MpakTUKH, 3aIIUTH OTYETOB, OT3BIBOB, MMOTYYEHHBIX OT PYKOBOIUTENEH, U
MIPU HAJTUYUU CAAHHON OTYETHOM TOKYMEHTAaIlMU (OTYETOB U THEBHUKOB MPAKTUKHU)
oOyyaromuecs Moxy4aroT CIeIYIOIIYIO OLEHKY (KOmMOopas HOCUMCS 8 600MOCHIb).

45



1. ®.1N.0. — «oueHKay» (8 coomeemcmeauu ¢ hoOpMOU NPOMENCYMOYHOL AMMeCcmayuu no
VUeOHOMY NIaHy).

2.
3.
3aBemyronuii kageapoi
TIOJTIHCH d.u.0.
PykoBoauTens npakTuku
TIOJTIHCH d.u.0.

46



MMPUJIOKEHMUE 11

®opma coBMecTHOro rpaguka (miaHa) npoBeieHus NPaKTHKH

HerocypapcrBeHHoe 00pa3oBaTeibHOE YACTHOE YUPeKAeHHE BICIIECT0
oOpasoBanus «Bpicmas mkoJia ynpasiaeHus» (IIKO)

COBMECTHBIN PABOYUNI I'PA®UK (TLJTAH)
NPOBEACHUSA

(BuA, THUI IPAKTUKH)

IMPaKTUKH

(D.U.0. obyuarowezocs noIHOCMbIo)

I'pynna

Hanpasnenne noaroToBku (HampaBJIeHHOCTb)/ CHIEUAIbHOCTD (CIIenaIn3aus):

(KoIl 1 HAaMMEHOBaHHE)

Ne HanmenoBanue Cpoxknu ®dopma OTYETHOCTH OtmeTka
n/m JTana (mepuoja) | BBINOJIHEHUS PYKOBOIUTEIS OT
MPaKTUKH OpraHu3anum o
BBITIOJTHEHU T
1. [IpenocraBnenue NunuBuayanbHOE 3aaHUE HA
pabouyero mecrta npaktuky. [IpoBenenue
JUTSL IPOXOKICHUS MHCTPYKTaXka [0 OXpaHe Tpya,
MPaKTUKH. M0 TEXHHUKE 0€30MacHOCTH, MO
Odopmnenue Mo>KapHOW 0€30MaCHOCTH,
JOKYMEHTOB IO 03HAaKOMIJIEHHE C ITpaBUIaMU
MIPOXOXKACHUIO BHYTPEHHETO paclopsIKa JHs,
MPaKTUKH. 4yTO (PUKCUPYETCS B THEBHUKE
IIPAKTUKHU.
2. Beinonnenue Meponpusitus o coopy
VHJIMBHU1yaJIbHOTO Marepuaa, 3aroJHEHUe
3a/1aHUs] TPAKTUKHU JTHEBHMKA ITPAKTUKHU.
3. ATtTecranus XapakTepucTuka ot
WUTOTOB IPAKTUKH NPEANPUSTHSL.
4, [Toaroroska OTyY€T MO MpakKTUKeE.
0TY€ETA 10
MpaKTHUKE.
5. 3amura oT4éTa 1o [IpoTokoJ1 uTOrOBOM
MpaKTHUKE Ha KoH(pepeHMU. BenomMocTs.
HUTOTOBOM
KOH(EpEHIIHH.

Mecrto MMPOXOKACHUA TPAKTUKH
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Cpok IpOX0KJI€HUS IPAKTUKU: C «___» 20 _r.mo«__»

20

PykoBonurens npaktuku ot MHCTUTYTA

nOONUCH D.N1.0.
PykoBoauTenb MPaKTUKK OT OpraHU3aluu

noonucy D.N.0.
C coBMecTHBIM pabounm rpadukom (ITaHOM) 03HAKOMIICH:
OO6yuatromuiics

noonuch D.N.0.
« » 20 T.

48



	СОДЕРЖАНИЕ
	1. ОБЩИЕ СВЕДЕНИЯ О ПРАКТИКЕ
	Задачи производственной практики:
	2. ПЕРЕЧЕНЬ ПЛАНИРУЕМЫХ РЕЗУЛЬТАТОВ ОБУЧЕНИЯ ПРИ ПРОХОЖДЕНИИ ПРАКТИКИ (ФОРМИРУЕМЫЕ КОМПЕТЕНЦИИ)
	3. МЕСТО ПРАКТИКИ В СТРУКТУРЕ ОБРАЗОВАТЕЛЬНОЙ ПРОГРАММЫ
	4. ОБЪЕМ ПРАКТИКИ
	5. СОДЕРЖАНИЕ ПРАКТИКИ
	Задание 1. Характеристика организации-базы практики
	Задание 2. Изучение состава управленческих документов, формирующихся в процессе деятельности организации
	Задание 3. Анализ работы с документами от момента их создания до обеспечения хранения
	Задание 4. Изучение порядка формирования и оформление дел в делопроизводстве
	Задание 5. Изучение работы с электронными документами в СЭД и (или) работы со средствами автоматизации документооборота
	Задание 6. Представить характеристику используемой в организации системы электронного документооборота и (или) программного обеспечения, использующегося для организации работы с документами
	6. РУКОВОДСТВО ПРАКТИКОЙ
	Руководитель практики от Института:
	Руководитель практики от профильной организации:
	7. ФОРМЫ ОТЧЕТНОСТИ ПО ПРАКТИКЕ
	3. Характеристика с места практики.
	8. ФОНД ОЦЕНОЧНЫХ СРЕДСТВ
	Общие критерии оценки ответов студентов
	Типовые контрольные вопросы и задания для проведения промежуточной аттестации по итогам практики:
	9. УЧЕБНО-МЕТОДИЧЕСКОЕ И ИНФОРМАЦИОННОЕ ОБЕСПЕЧЕНИЕ ПРОГРАММЫ ПРАКТИКИ
	Список дополнительной литературы
	9.2. Перечень ресурсов сети «Интернет»
	Профессиональные базы данных, информационные справочные системы и ресурсы Интернет свободного доступа
	9.3. Перечень информационных технологий, используемых при осуществлении образовательного процесса
	10. МАТЕРИАЛЬНО-ТЕХНИЧЕСКАЯ БАЗА Базы практики
	Материально-техническая база, необходимая для проведения практики
	11. ВОСПИТАТЕЛЬНАЯ РАБОТА
	12. ОСОБЕННОСТИ ПРОХОЖДЕНИЯ ПРАКТИКИ ИНВАЛИДАМИ И ЛИЦАМИ С ОГРАНИЧЕННЫМИ ВОЗМОЖНОСТЯМИ ЗДОРОВЬЯ
	ПРИЛОЖЕНИЕ 1
	ГРАФИК ПРАКТИКИ НА 20 - 20 УЧЕБНЫЙ ГОД
	ПРИЛОЖЕНИЕ 2
	ПРИЛОЖЕНИЕ 3
	ПРИЛОЖЕНИЕ 4
	ПРИЛОЖЕНИЕ 5
	практики
	ОТЧЕТ О ПРАКТИКЕ
	ПРИЛОЖЕНИЕ 6
	ДОГОВОР №
	ПРИЛОЖЕНИЕ 7
	ПРИЛОЖЕНИЕ 8
	ПРИЛОЖЕНИЕ 9
	Отчет о прохождении
	ПРИЛОЖЕНИЕ 10
	ПРИЛОЖЕНИЕ 11

