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[IporpamMma mpou3BOACTBEHHON (TPEIAUIIIIOMHON) IPaKTUKU pa3paboTaHa B
COOTBETCTBHUH C TPEOOBAaHUSAMU (eepaTbHOTO TOCYJaAPCTBEHHOTO 00Pa30BaTEILHOTO
CTaHJapTa BBICIIEro 00pa30BaHMs M0 HAMPaBICHUIO MOATr0TOBKH 46.04.02
JIoKyMEHTOBEICHHE U apXUBOBEICHHE, YTBEPXKICHHOTO MTpruKa3oM MHUHOOpHAYKH
Poccun ot «29» okTsa0ps 2020 T

CocraBurenn: AptemoB Cepreit HukonmaeBuu, a.m.H., mpodeccop,
3aBeAyrommiA  Kadeapod HUCTOPUYECKUX HAyK W
apXUBOBEJICHUSI

OtBercTBeHHbIl penakrop: [aiinenxo I1. U., a.u.H., gou., npodeccop kadenpsi
HcToprueckux HayK U apXUBOBEICHUS

[Iporpamma NpPOU3BOACTBEHHON (MPEIIUIIIOMHON) MPAKTUKU PAcCMOTpEHa U
0J100p€eHa Ha 3ace/laHnu KapeApbl UCTOPUYECKUX HAYK U apXHUBOBEJICHUS.

[Tpotokon Ne 7 ot «26» ¢enpans 2021 r.

Pabouas nmporpamma mpou3BOJCTBEHHOM (MPEIIUIIIIOMHOMN ) TPAKTUKH
paccMOTpeHa U 0J100peHa Ha 3aCelaHUH Y YEHOTO COBETa MHCTUTYTa T'YMaHUTAPHBIX U
MPUKJIAIHBIX HAYK;

ITpoTokon Ne 07 ot «16» mapra 2021 r.



1. HazHayeHue MpoOrpamMMbl NPAKTUYECKOI MOATOTOBKH

[Mporpamma yueOHoii mpaktuku ([TPOEKTHAS) (mamee — mpaktuka)
pErJIaMEHTUPYET COJIEpP KaHKE, OPraHU3aLUI0, TOPSAIOK TPOBEACHHS TPAKTUKH U TOPSAIOK
OTYETHOCTH 00ydaromuxcs (gajee - CTyICHTOB).

[TpakThKa sBISETCS COCTaBHOM dYacTbi0 OOpa3oBaTENbHOM MpPOTpamMMbl U
IpecTaBiIsieT co0o0i 0/IHYy U3 GOpM OpraHu3alry y4eOHOTO MPOLIEeCcca, 3aKII0YaIONLyOCs
B NpodeCcCUOHANBHO-TIPAKTUYECKOH  TMOATOTOBKE  OOYy4YaloIIUXCs, COACHCTBYET
3aKpEIICHUI0 TEOPETHUYECKUX 3HAHWM, YCTAHOBJICHHUIO HEOOXOAMMBIX JIETOBBIX
KOHTAKTOB YHUBEPCHUTETA C NPEANPUITUIMH, OPTAHUALMUAMHU U YUPEIKICHUSIMU.

[Mporpamma yueOno# mpaktuku ([TPOEKTHASI) sBisercss oOsi3aTenbHOU |
NpeACTaBIsIeT cOOOM BUJ YUEOHBIX 3aHSATUN, HEMOCPEIACTBEHHO OPUEHTHUPOBAHHBIX Ha
po(hecCHOHANBHO-TIPAKTUYECKYIO MOATOTOBKY 0Oydaromuxcs. B nepuosa npoxoxaeHus
IPAKTUK Y CTYyJAEHTOB (POPMHUPYIOTCS MPAKTUUYECKUE HABBIKM pPaOOThI 110 HAIIPABICHHUIO
MOJATOTOBKHM, YMEHUS IPUHUMATh CAMOCTOSITEIbHBIE PEIIEHUSI HA KOHKPETHBIX y4acTKax
paboThl B pEalbHBIX YCIOBHSX, LEIOCTHOE IMPEJACTABICHUE O COJEpKAHUM, BHUJAX U
dbopmax npodeccuoHaIbHON AESATETLHOCTH.

2. lleab 1 3a1a4u NPAKTHYECKOH NMOATOTOBKHU
[lenbto yueOnoit npaktuku (ITPOEKTHAS) sBasiercs:

e JlokyMeHTaIlMOHHOE oO0ecreueHrue MACSTENbHOCTA YUPEKIACHUN pa3sHOro
TUTIA;

e [IpodeccuonanpHoe BeaeHHE pabOThl MO KOMIUIEKTOBaHUIO, Y4YETY,
00paboTKe, pa3MEIIEHUIO U XPAHEHHUIO JOKYMEHTOB;

3agauu, peraeMble B XOE NPAKTHKU:

[TonroroBka KBaJM(UUIMPOBAHHBIX JOKYMEHTOBEJAOB M apXHMBOBEIOB, KOTOPHIE
o0nanaroT 6a30BBIMU 3HAHUSMU MO JOKYMEHTOBEACHUIO U aPXUBOBEICHUIO

Hcnonb30BaHne COBPEMEHHBIX TEXHOJIOTHI B JOKYMEHTOOOOpPOTE OpPraHu3alluu U
apXWBHOM JIEJIE.

3. IlepeyeHb IIAHMPYEMbIX Pe3yJIbTATOB 00YUYeHHs NPHU MPOXOKICHUHU
NPAKTHYECKOI MOJATOTOBKH, COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTaTAMMI
0CBOCHHS 00Pa30BaTeJIbHON POrPaMMbI

HaumenoBa | Kox n HaumenoBanue | UnaukaTopsl JlecKkpuInTopsl HUHAUKATOPOB
HUE OIIK BbIITyCKHHKA OIIK

KaTeropuun

(rpymnmb)

OIIK

Pemenue OIIK-1.  Cnoco6en | M.OIIK.1.1 J.OIIK.1.1.1 3nanue
CJIIO)KHBIX | IPUMEHSTh Opranuzyer HOBeHIIMe TpeOOBaHUS K




KOMIUIEKCH | (yH/IaMEHTaJIbHbIE paboty 10 | YIIPaBJIEHUIO
BIX 3aJad, | 3HaHUS, TOJy4YEHHBIC | YIIPABICHUIO JOKYMEHTOOOOPOTOM B
UMEIONNX | IpU OCBOCHHUHU | IOKyMEHTOO00PO | pPOCCHIMCKHUX U
COLIMAJIBHO | MPOTPaMMBbI Ta C  Y4YETOM | MEXKIYHAPOIHBIX
€ 3HAUCHUE | MarucTpaTypbl, MpHU | HOBEUIINX OpraHU3aIHsIX.
pa3paboTke U | 3HaHWMH. JI.OI1K.1.1.2 CriocobHOCTB
OCYIIECTBICHUH OIICHUBAThH COIMATHLHYIO
COLIMATHHO CTOpPOHY
3HAYUMBIX TIPOCKTOB JTOKYMEHT0000pOoTA.
J.OIIK.1.1.3 VYmeer
OpTraHHU30BHIBATH
yTpaBlicHUE
JOKyMEHTOO0OPOTOM C
Y4ETOM COLMAIIBHOM
COCTAaBJISIOINICH
pa3zpabaTbiBaeMbIX u
OCYIIECTBIISIEMBIX
IPOEKTOB.
N.OIIK.1.2 J.OIIK.1.2.1 3naer
[IpyHuMaeT  BO | cOLMATILHOE 3HAYCHUE
BHUMaHHE JIOKyMEHTA
COLMAIIBHOE J.OIIK.1.2.2 Ucnions3yer
3HAYCHUE HABBIKU PaOOTHI C
JIOKYMEHTHOM MOCETUTEIISIMU U
KOMMYHUKAIMH. | IOJYMHCHHBIMA
KOJIJIETaMHU.
J.0IIK.1.2.3 Ymeer
COKpaIaTh STaIBI
JBIKEHUS TOKYMEHTOB
N.OIIK.1.3 JI.OIIK.1.3.1 YyacTByeT B
VYyacTtByeT B | OpraHu3aIllu COIUAILHO-
pa3paboTke Y | 3HAYUMBIX NMPOEKTOB
obecrieunBaeT J1.0IIK.1.3.2 Cnocoben
JIOKYMEHTHOE OpraHU30BbIBATH
COIMPOBOXACHUE | JOKYMEHTHOE
COLIMAJIbHO- COTIPOBOXKICHHE
3HAYHNMBIX COIMAJTBHBIX MPOCKTOB
MIPOEKTOB. J.0IIK.1.3.3 Cnocoben
KOHTPOJIMPOBATH
JTIOKyMEHTOO0OPOT B
COLIMATILHBIX MPOCKTAX.
[Tpodeccno | OIIK-2.  Cnocoben | M.OIIK.2.1 JI.OIIK.2.1.1 3nakoM B
HaJbHas CaMOCTOSITEITbHO JIM4HO y4YacTBYET | MOJIHOM 00bEME C
camooprad | paboTaTh C|B KOMIUIEKCOM POCCUICKUX U
u3anysl ¥ | MICTOYHUKAMU YCOBEPIIICHCTBOB | 3apyOeKHBIX JOKYMEHTOB,




caMmoo0yue
HUE

uHpOopMaIu,
HETIPEPHIBHO
COBEpPILIEHCTBOBATh
YpOBEHb
npodeccuoHanTbHON
HIOJITOTOBKH

aHUH TIPOIIECCOB
JIOKyMEHTO000pO
Ta.

HAXOJISAITUXCS B
JTIOKYMEHTO000pOTE
OpraHU3aIHH.

J.OIIK.2.1.2 ITpumensieT
HABBIKA CaMOOOYYCHUS 1
MTOMCKa HOBEHUIIEH
uHpopMaruu B
npodeccruoHanbHOM
obnacTu.

J.0IIK.2.1.3 VYmeer
paboTaTh c
OTEUECTBEHHBIMU u
3apyOeKHBIMU
JIOKyMEHTaMH.

N.OIIK.2.2
CoBepIIeHCTBYET
CBOM 3HAHHUS B
obJsactu
YIPaBJICHUS
JTIOKYMEHTO000pO
TOM

J1.OIIK.2.2.1 3nanue
HOBEWILIEW HOPMAaTUBHOMN
0a3bl B 00J1aCTH
yYIPaBJICHUS
JOKYMEHTOO0OPOTOM.
J1.OIIK.2.2.2 Cnocoben
HAXOJIUTh HOBEHIIIYIO
JIOKyMEHTAIUIO B 00J1acTU
JIOKyMEHTO000pOTa B
Poccuu u 3a pybexom
J1.OIIK.2.2.3 DKOHOMHO u
3¢ pexTuBHO pacnpenenser
Harpy3Ky C (18
BBIJICIICHUST BPEMCHH IS
caM0o00pa30BaHUs.

N.OIIK.2.3
3HaKoOM C
HOBEHIITUMHU
TEHJIECHIIUIMHA B
npodeCCHOHANIbH
oii oOmacth B
Poccum u 3a
pPyOeKOM.

J.OIIK.2.3.1 3Haer
OCHOBHBIC UCTOUHUKHU
uHpopMamu s
YTOYHEHUS Y TIOTIOJTHEHUS
CBOUMX 3HAHUU B 00J1aCTH
JIOKyMEHTO000pOTa B
Poccu u 3a py6exom
J.OIIK.2.3.2 Bnageet
pOCCHIICKOM 1 3apyO0exHOM
TEPMHUHOJIOTHEN B 00J1acTU
yIPaBJICHHUS
JIOKYMEHTOOOOPOTOM.
J.OIIK.2.3.3 YmeeT
COTIOCTABJIATh 3apyOexKHbIN
Y POCCUWCKHU OIBIT B
00J1aCTH TOKYMEHTHOMN




KOMMYHHKAIINH.

Opranusan
ust U
IPOBEJCHU
e
UCCIIeIOBaT
eJIbCKHIX
DKCIIEPTHBI
X paboT.

OIIK-3. CnocobeHn
HCIIOJIB30BAaTh 3HAHUS
B obacTu
I'YMaHUTapHBIX,
COLMAIbHBIX 51
HPKOHOMHYECKUX HayK
IPU  OCYIISCTBICHUU
HKCIIEPTHBIX U
AHAITUTUYECKHUX,
Hay4HO-
HCCIIEI0BATEILCKUX
pabot

N.OIIK.3.1. J.OIIK.3.1.1 3nakom ¢
[IpuauMaeT OCHOBHBIMH TIpaBUJIAMHU
y4acTue B | POBEJICHUS] KOMILIEKCHOM
DKCHEPTHOU JKCIIEPTU3BL.
paboTte c | A.0OIIK.3.1.2 Bnangeer
IpUMEHEHUEM METO/I0JIOTHEH,
KOMITLJIEKCHBIX MO3BOJISIONIEH TPOBOUTH
MO/IXO/IOB. AKCIIEPTHYIO paboTy.
J.OIIK.3.1.3 Ymeer
OpraHU30BbIBATH PabOTy
AKCTIEPTHBIX TPYII TIPH
OIIEHKE JIOKYMEHTOB U
JOKYMEHTHOU
KOMMYHUKAIAH
N.OIIK.3.2 JI.OIIK.3.2.1 3naer
Crnocoben OPUHIUIIBI HAYYHOU
paccMaTpuBaTh paboThI C TIOKYMEHTaMHU.
UCCIIETyEMBIE J.0OIIK.3.2.2 Ymeer
MPOIIECCHI U | BBIICNATH Pa3InyHbIC
JIOKYMEHTHYIO COCTaBJIAIOLIUE B
KOMMYHUKAIIMIO | OPraHU3alliy yIPaBICHUS
KaK CJIOXKHBIN | TOKyMEHTOO0OpOTa U
npotiecc, BBISIBIISATD Pa3IUIHBIC
YYUTHIBAFOIIHHA BIIMSHUS Ha paboOTy
MHOTO()aKTOPHOC | paOOTHHUKOB U PE3YJIbTAThI

Th BIUSIHUN

ux Tpyna.
JI.OIIK.3.2.3 ITpumensieT

HaBBIKW HAITMCAHUS
Hay4HBIX CTAaTeN U
DKCIIEPTHBIX 3aKJIIOUYCHUM C
YUYE€TOM POCCHMCKOU U
3apyO0eKHOH crienUKu

N.OIIK.3.3
YMeeT BbIICHATH
poOJIeMHBIE
o0acTu
yIIpaBJICHUSA
JIOKYMEHTHOU
KOMMYHUKaILUEH
U paccMaTpuBaTh
X B KauyecTBE
Hay4YHOU
pPOOJIEMBI,
HYKJIAIOIIENUCS B

J.OIIK.3.3.1 3Haer
CTPYKTYPY U MPUHIIUIIBI
JIOKYMEHTHOU
KOMMYHUKAIIUHU B
POCCHUICKUX U 3apyOekKHBIX
OpraHu3alMsIX.
JI.OIIK.3.3.2 Mcnions3yer B
MIPAKTUYECKOHN
NEATEIbHOCTH HABBIKU
ompeeaeHus TPOOJIEMHBIX

30H B IOKYMEHTOO0OpOTE.
J.OIIK.3.3.3 Ymeer




KOMIIJICKCHOM
aHaJIn3c.

OCYILECTBJIATH HAYYHBIN
aHaJIu3 MPOLECCOB
JOKYMEHTHOU
KOMMYHUKAILIIHU B
KOHKPETHBIX YCIOBHSX
paboOThI POCCUNCKUX U

MEXTYHapPOIHbBIX
OpraHu3aIun
[Ipumenen | OIIK-4.  Cnoco6en | M1.OIIK 4.1 3naer | [I.OIIK.4.1.1 3naer
ue UCII0JIb30BaTh KOMILJIEKC IPOrpamMMHOE
uHdopmal] | cenuagbHbIe TpebOoBaHUiA, o0opy0BaHuE U
MOHHBIX npodecCHOHaNbHBIE | IPEIBIBISIEMBIX K | oOecrieueHre B o01acTu
TEXHOJIOTH |3HAaHUS B OOJACTH | IPOIrPAMMHOMY | YIPaBJICHHS
171 B | MH(OPMAIMOHHBIX 00ecCIeyeHuto JOKYMEHTOOOOPOTOM B
IIPAKTUYEC | TEXHOJIOTUH, yIIpaBJICHUS POCCUNCKUX U
KoM PUMEHSEMBIX B | JOKyMEHTOOOOPO | MEXIYHAPOIHBIX
JeATEIbHOC | MPOPECCUOHATIBHON | TOM. KOMITaHHUSIX.
TH NEeSITEIbHOCTHA J.OIIK.4.1.2 Bnaaeer
pOCCHIICKOM 1 3apyO0exKHOM
TEPMHUHOJIOTHEN B 00J1aCTH
3JIEKTPOHHOIO
JIOKYMEHTO000pOTA.
J.0OIIK.4.1.3 Ymeet
OLICHUBATh Ka4€CTBO
UCIIOJIb3yEMOT0
IPOrpaMMHOTO
oOecrieueHus B 00acTu
JOKYMEHTO000opoTa
N.OIIK.4.2 J.OIIK.4.2.1 3HaeT s3bIK,
Bnaneer TEPMHUHOJIOTHIO U (POPMBI,
HABBIKAMHU UCIIOJIb3yEMBIE B
paboThI C | JOKyMEHTHOU
WHOCTPAaHHBIMU KOMMYHUKAIMHU Ha
dbopmamu WHOCTPAHHBIX S3bIKaX.
3JIEKTPOHHOTO J[.OIIK.4.2.2 ITpumeHsieT
JIOKYMEHTOO0O0pO | HaBBIKM NIEPEBOJA U
Ta. aganTaliy HTHOCTPAHHBIX

JOKYMEHTOB JIJISl UX
UCIIOJIb30BaHUS B
POCCUHCKOW JOKYMEHTHOM
KOMMYHUKAIIAH.
J.0OIIK.4.2.2 Ymeer
IOJIH30BAThCS
IPOTrpaMMHBIMHU
IPOJIYKTaMHU B 00J1aCTH




JIOKYMEHTO000pOTa,
CO3JaHHBIMU 3apyOEKHBIMU
KOMIaHHUSIMH

N.OIIK.4.3
Crniocoben
COBMeEIIATh
paboty
DJIGKTPOHHBIX U
TPaIUITNOHHBIX
dbopm
yIpaBIeHUS
JIOKyMEHTAITMOHH
BIMH TIPOIECCAMU

J.OI1K.4.3.1 3naeT MeTOABI
OpraHu3alHH
JIOKyMEHTO000pOTa B
JTUCTAaHIIMOHHOM PEXKUME C
IpUMEHEHUEM
UH(OPMAITMOHHBIX
TEXHOJIOTUHU

J.0OIIK.4.3.2 Ucnons3yer
HABBIKH JUCTAaHIMOHHOTO
yIPABJICHUS TOKYMEHTHON
KOMMYHUKAIUEN.
J.0I1K.4.3.3 Ymeet
aJanTUpoOBaTh padboTy
pabOTHUKOB K padoTe ¢
3apyOeKHBIMU U

OTE€YECTBEHHBIMU
IPOrpaMMHBIMH
IPOAYKTAMHU.
[Tnanuposa | OIIK-5.  Cnoco6en | M.OTIK.5.1 J.OIIK.5.1.1 3naet
HUE OCYIIECTBIISATh CoBeplIeHCTBYET | HOBEWINE pa3pabOTKU B
MPOLIECCOB | UHHOBALIMOHHYIO MPOLIECCOB 00J1aCTH ynpaBieHUs
yOpaBleHU | JESTEIBHOCTD, yIpaBIeHUS JTOKYMEHTOO0OPOTOM H
g ¢ yudetoM | GopMynHpoBaTh U | JOKYMEHTOOOOPO | apXUBHOTO XPAHECHUS.
WHHOBAIMO | pemaTh Hay4yHO- [ToM ¢ yueroM | [I.OIIK.5.1.2 Ucnons3yer
HHBIX UCCIIEIOBATENLCKHUE U | HOBEHUIIINX HaBBIKU pabOTHI C
MOJIXOJI0B | MPUKJIAHBIC 3314 B | POCCUICKUX U | ”HPOPMAIIMOHHBIMH
obOnacTu 3apyOEKHBIX 3apyOe)KHBIMU U
JIOKYMEHTOBE/ICHUS U | pa3pabOTOK. POCCUNHCKUMU
apXUBOBE/ICHUS uH(OPMAITMOHHBIMU
IPOJyKTaMU B 00J1acTH
yIpaBJICHUS
JIOKyMEHTOOOOPOTOM.
J.OIIK.5.1.3 Ymeer
dbopmMyIMpoOBaTh 3a71a4H TI0
COBEPIICHCTBOBAHUIO
JOKYMEHTO000poTa
N.OIIK.5.2 J.OIIK.5.2.1 3naer
Yuyactue B | KpUTEPUH HAYYHOU pabOThI
HAyYHBIX C TIOKyMEHTaMH.
MIPOEKTAaX, J.OIIK.5.2.2 Ucnions3yer

HaIlpaBJICHHBIX Ha
COBEPIIICHCTBOBA

HABBIKU BBISIBIICHUS
POOIEMHBIX CTOPOH




HUE JOKYMEHTHOU
JIOKYMEHTO000pO | KOMMYHHKAIH U
Ta ©  paboThl | GOPMYITUPOBAHMS HX B
apXUBOB Hay4yHOU (hopme.
J.OIIK.5.2.3 Ymeet
OpraHU30BHIBATH HAYIHYIO
paboTy apxuBa
N.OIIK.5.3 J.OIIK.5.3.1 3naer
YMenue IPUHITUIIBI YIIPABJICHUS
BBIICIISTh JIOKyMEHTOOOOPOTOM U
poOJIeMHBIE aApXUBHOTO XpaHEHUSI.
oOyacTu J1.OIIK.5.3.2 YmeeT
apXHUBHOTO HAXOJUTh ONITHMAJIbHBIC
XpaHCHUS U | IyTH pEIICHUS TpoOJIeM B
JIOKYMEHTOO00pO | 00J1aCTH JOKYMEHTHOM
Ta W HAXOIUTh | KOMMYHUKAIINH U
ONITHUMAJIbHBIE ApPXHUBHOTO XpPaHCHUS.
yTH ux | J.OIIK.5.3.3 Cnocoben
paspenieHus OpraHU30BbIBATH U
KOHTPOJIUPOBATH MPOIECC
COBEPILICHCTBOBAHMUSI
JIOKYMEHTHOM
KOMMYHUKAIUU U padOThI
apxuBa.
Opranuzan | OIIK-6.  Cnoco6en | M.OIIK.6.1 J.OIIK.6.1.1 3naer
U YCHIUH | IPUMCHSTh Bnanenue COBpPEMEHHBIC TPEOOBaHMSI,
1o COBPEMCHHBIC 3HAHHUSIMU B | IPEABSBISICMbBIC
OOy4YEHHUIO | METOAO0JIOTMYECKUE oOylact paboTHUKaM, 3aHITHIM B
nepcoHana | MOAXObI U | OpraHu3aluu obJyactu
U oOpa3oBaTenbHbIC oOy4eHus U | JOKYMEHTO000poTa U
nojJIepKaH | cTparerud B cdepe | MOBBIIICHUS ApXUBHOTO XpPaHEHUSI.
15104 peanmzanuu KB (PUKALIUN J.OIIK.6.1.2 Ucnions3yer
BBICOKOTO | 00pa30oBaTebHbIX pabOTHHUKOB. HABBIKM OpPTaHU3aIuU
YPOBHSI porpamMM  BBICIIETO MOBBIIICHUS KBaTU(UKAITTT
npodeccro | 00pa3oBaHUS U CBOUX PAOOTHHKOB.
HaJIbBHOM JOITOJTHUTEIIBHBIX N.OIIK.6.2 J.OIIK.6.2.1 3naer
IpaMOTHOC | TPO(PECCHOHATBHBIX | YMEHME KPUTEPHUH OLICHKU
TH IPOTPaMM. OIICHUBATh pe3yJIbTaTOB pabOTHI
PabOTHHUKO paboty PabOTHUKOB U KPUTEPUU
B pabOTHUKOB U | olleHKU 3 (HEKTUBHOCTH
CTEICHb ux | pabot B 061acTu
npodecCHoHaNbH | TOKYMEHTHOM
O KOMIIETCHIINHA | KOMMYHUKAITUU
B obmactu | J[.OIIK.6.2.2 [Ipumenser

JTIOKYMEHTO000pO

HAaBBIKH YBAKUTEJIbHOU




Ta U | paboThl ¢ paOOTHUKAMHU

apxuBoBenenus | [J.OIIK.6.2.3 Ymeer
MOTHBHUPOBATH PAOOTHHKOB
Ha TIOBBIIIICHUE YPOBHS
CBOE pabOTHI.

N.OIIK.6.3 J.OIIK.6.3.1 3HakoMm c

VYyacTtue B | METOJIaMH OpTaHU3aIUU

pazpaboTke nporiecca 00yueHusl

porpamm, nepcoHasna u pabOTHUKOB.

HallpaBJICHHBIX Ha

MOBBIIIICHHE
npodeccuonanbH
oro YPOBHS
PabOTHUKOB,
3aHSITHIX B
obJsactu
JTIOKYMEHTO000pO

Ta W QapPXHUBHOI'O

J1.0IIK.6.3.2 Criocoben
HaXOJWTh HauboJee
onTUMaJbHbIE (HOPMBI
TTOBBIIICHUS KBaTU(UKAITIT
KOJLJIET.

J.0IIK.6.3.3 Ymeer
pazpabarbiBaTh
MJIaHUPOBAHUE B 00JaCTH
TOBBIIIICHHS Ka4eCTBa

XpaHEHUSI. paboThl paOOTHUKOB U
OCYLIECTBIIATH €TI0
BBIIIOJIHEHUE.

Coznanue | IIK-1. Cnocoben N.IIK.1.1 J.IIK.1.1.1 BeiOupaet
3¢ (EKTUBH | OPraHU30BHIBATH Opranunsyer CTHJIb OOLIICHHUS C
oro KOpIIOPaTUBHbIE paboty paboTHUKaMU U GOPMHUPYET
YOPABJIEHU | CUCTEMBI KOJUIEKTUBA U KYJbTYpY
A JOKYMEHTAI[MOHHOTO | COTJIaCOBBIBAET BHYTPHUKOPIIOPATUBHBIX
KopropaTu | o0ecreyeHus u €ro BHYTPEHHIOIO | OTHOILIEHU B 00J1acTH
BHBIMH JIOKYMEHTHYIO JIOKYMEHTHYIO JOKyMEHTO000pOTA.
CUCTEMaMH | KOMMYHUKAILIHIO, kommyHukamuio. | JI.IIK.1.2.1 PanmonansHo
JOKYMEHTA | aHAJIU3UPOBATh U UCIIOJIb3YET
LMOHHOTO | YIPAaBIIATH npoecCuoHaNbHBIC
o0ecriedeH | mpoleccamu KOHTAKThI U JINYHBIE CBSI3H
us u JIOKYMEHTO000poTa ¢ JUISL peLIeHUs
IpaBJIEHUE | yYETOM crerupuKu KOPIOpPaTUBHBIX 3a1a4.
JOKYMEHTH | J€ATEIbHOCTH J.IIK.1.3.1 Beictpo
ou POCCUNCKHUX U aJanTUPYETCS K
KOMMYHUKa | 3apyOeKHbIX CUTYaIUSIM, TPEOYIOIINX
LIUEUN B Opra’u3anuu CKOpPEMIIEro pelIeHus
POCCUICKHN MOCTYNAKIINX 3a/1a4,
X U CBSI3aHHBIX C PabOTOM C
3apyOeKHbI WHOCTPaHHBIM
X JIOKYMEHTOOOOPOTOM.
opraHu3ail N.IIK.1.2 JI.IIK.1.2.1 3Haet crnocoOsI
UsIX. BeicTpauBaer BBISIBJIEHUSI OCHOBHBIX

JTIOKYMEHTO000pO

1[EJIEV U TPUHLIUIIOB




T B COOTBETCTBUH
C TCJISIMH |
3a1ayaMu pabOThI
KOPIOpALUH.

paboOThI POCCUNCKUX U
MEKTyHApPOIHBIX
OpTraHu3alri.

JILITK.1.2.2 Wcnione3yer
HABBIKU aHAJIU3a
JOKYMEHTHOU
KOMMYHHUKAIINU B
KOHKPETHBIX YCIOBUSIX.
J.IIK.1.2.2 YMmeeT
dbopMyIpoBaTh U
000CHOBBIBATh IPUHIIUITHI
JIOKyMEHTO000pOTa
OpraHu3allU C Y4ETOM €€
crierudukmy.

N.IIK.1.3
Cornacyer
JIOKYMEHTAIMOHH
VIO U YIIPaBJICHUE
€10 C y4ETOM

JI.IIK.1.3.1 3naet
0COOEHHOCTH
JOKyMEHTO000pOoTa U
OCHOBHBIC TIPUHITUIIBI
paboThI 3apyOEIKHBIX

TpeOOBaHMI OpraHu3aluin.
MHOCTPAHHBIX J.IIK.1.3.2 TIpumensier
MapTHEPOB. HaBBIKU PabOTHI C
WHOCTPaHHBIMU
JOKYMEHTaMH.
J.IIK.1.3.3 Ymeer
NIEPEBOJUTD U
aJanTUPOBATh 3apyOE)KHbIE
CTaHJapPThI U
TEPMUHOJIOTHIO K
NOTPEOHOCTSIM POCCUHUCKHX
KOMIIaHH.
Opranumzary | [1K-2. Cnocoben N.IIK.2.1 J.IIK.2.1.1 Criocoben
us U 3 PeKTUBHO Coznaer MOTHUBHUPOBATh U
COBEPILIEHC | OPraHU30BBIBATh OJIaronpuATHYIO | OObEIUHSTH
TBOBAaHHWE | QAMUHUCTPATUBHYIO | aTMOC(epy B MHOTOHAI[MOHATbHBII
aMUHUCTD | AESTEIBLHOCTD B MHOTOHAIIMOHAJb | KOJUIEKTHUB ISl PEIICHUS
aTUBHOM KOJUIEKTUBE C HOM KOJUIEKTHBE. | MpOo(deCcCUOHANbHBIX 3a/1a4.
JEATENIBHOC | THOCTPAHHBIMU J.IIK.2.2.1 Cnocoben
TH C rpakJ1aHaMH, HAXOJUTh U aHAIU3UPOBATh
y4ETOM MOJICPHU3UPOBATH U po(ecCuOHANbHY IO
0COOEHHOC | IIEpecTpanuBaTh uH(popMaIuio B

Tel paboThI
C
WHOCTpaHH
BIMU

paboTy opraHuzaiuu
noJ1 3apyOexKHbIe
CTaHJIapThl,
BBICTPauBaTh

3apyOeKHbBIX UICTOUHHUKAX U
3¢ PEeKTUBHO TPUMEHSTH €€
Ha TIPAKTUKE U B
aIMUHUCTPUPOBAHUH.




rpakJaHam
1787}
opraHu3ail
UsIMH, a
TaKXKe
WHOCTpPaHH
BIMHU
JNOKyMEHTA
MU U
JNOKyMEHTA
MU Ha
WHOCTPaHH
OM SI3BIKE.

NapTHEPCKHUE
OTHOILIEHUS C
UHOCTPaHHBIMU
OpraHU3alHSIMH,
M0JIb30BATHCS
WHOCTPaHHOMN
JIOKyMEHTAIEHN U
dhopmMupoBaTh
JIOKYMEHTHI Ha

HHOCTPAHHOM S3bIKC.

JILIIK.2.3.1 Ymeer
IrPaMOTHO COCTAaBJISITh
JOKYMEHTBI JUISl HY KT
MHOCTPAHHBIX APTHEPOB C
Y4ETOM JINTEPATYPHON
HOPMBI U CTHJI.

N.IIK.2.2
Opranuzyer
paboty
yIpaBiICHUS
JIOKyMEHTAI[MOHH
oro o0ecIeucHus,
OCHOBBIBAsICh Ha

JI.IIK.2.2.1 3naet
3apyOeKHbIC U
MEXIYHapOIHbIC
CTaHAapThl B 00J1aCTH
JIOKyMEHTO000pOTA.
J.IIK.2.2.2 TIpumensier
HABBIKHA COTIOCTABJICHHS

MOHUTOPHUHIEC POCCUNCKUX U
COBPEMEHHBIX MEXAYHapPOIHBIX
MEXIYHAPOIHBIX | (3apyOEKHBIX CTAHIAPTOB).
1 3apyOeKHBIX JIIIK.2.2.3 Ymeer
CTaHAapTOB. IPOBOJUTH MOHUTOPUHT
TpeOOBaHMUI,
IPEIbABISAEMBIX K
JOKYMEHTOO00pOTY B
KOHKPETHOH 00J1acTu.
N.IIK.2.3 JI.ITK.2.3.1 3naer
AHanu3upyer OCHOBHbIE TTPUHIIUIIBI
INPUMEHSIEMBIE B | OpraHU3aluu
JIOKYMEHTOO00pO | TOKYMEHTOO0OpOTa B
T€ CTAaHAAPTHI C MHOCTPAHHBIX U
LENbIO MEXIYHapPOIHbIX
COBEPILEHCTBOBA | OpraHu3aIMsX.
HHS JI.IIK.2.3.2 CrocobeH
JIOKYMEHTHOM OLICHUBATh «IIO3UTHUBHBIE)
KOMMYHUKALIMU. | U «KHETaTUBHBIE» CTOPOHBI

PUMECHSICMBIX B
JIOKYMEHTO000pOTe
TpeOOBaHUS CTAHAAPTOB H
IpOLIETYpP.

J.IIK.2.3.3 YMmeeT
NIepeCTpanBaTh CHCTEMY
JIOKYMEHTHOU
KOMMYHUKAIIAH JIJIS
peNIcHUS KOHKPETHBIX
MIPOEKTOB MPHU padboTe ¢
MEXTYHAPOIHBIMU U
3apyOeKHBIMU
OpraHu3alHsIMU.




4. MecTO NPaKTHYECKOH MOATOTOBKH B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

B crpykrype oOpaszoBatenbHOM mporpammbl [Iporpamma y4eOHOW MpaKTUKH
(ITPOEKTHAA) otHocutcs k Brnoky 2 — «IIpakTukm» BapuaTHBHOM 4YacTh y4eOHOTO
nJiaHa, MPOBOJUTCS HAa YETBEPTOM Kypce 00ydYeHUsl, B CEIbMOM CEMECTPE.

[TpakTHueckass MOATOTOBKA Oa3upyeTcss HAa HU3YYCHHH CIEAYIOMHUX Y4eOHBIX
JVCLIATUIVH:

Kon

YyeOHA TUCHUILINHA HaumeHoBaHue koMIneTeHIIMH

KOMIIETCeHIIUH
AKTyanbHbIe MPOOJIEMBI OIlIK -1 Pemienue CnoKHbIX KOMIUIEKCHBIX 3a7a4,
TEOPUH COBPEMEHHOIO MMEIOIINX COLMAIBHOE 3HAYEHUE
JOKYMEHTOBEICHUS U
apXMBOBEJICHUS
AKTyasnbHbIe IPOOJIEMBI OIIK-2 [IpodeccrnonanbHas caMoopraHu3anys 1
TEOPHUH COBPEMEHHOTO caMoOoOy4eHHe
JIOKYMEHTOBE/ICHHUS U
apXMBOBEICHHUS
Teopus u TEXHOJIOTHA OIlK-3 Opranuzanus 51 IIPOBEICHUE
yYIPaBJICHUS HCCIIEIOBATENbCKUX IKCIIEPTHBIX padoT.
JOKyMEHTaMH B
OpraHu3aluu
Teopust U TEXHOJIOTUS OIIK -4 [Ipumenenue UH(OPMAITMOHHBIX
yIIpaBJICHUS TEXHOJIOTUH B IIPAKTUYECKON
JIOKyMEHTaMH B JeATETbHOCTH
OpraHu3aluu
VYmpasnenue OIIK -5 [InmaHnpoBaHWE NPOLECCOB YIIPABICHHS C
MIEPCOHAIIOM U Y4€TOM MHHOBALMOHHBIX MOJIXO0/I0B
TPYI0OBbIE
IPaBOOTHOUIEHUS
Opranuzanust ycuiani OIIK -6 VYpaBieHue TMEpPCOHATIOM H  TPYAOBBIE
10 00y4YEHUIO MPaBOOTHOIICHUS
NepCoHaa U
NOJJIEP>KAHHIO Teopuss ¥  TEXHOJOrWsA  YINpPaBIEHUSA
BBICOKOT'O YPOBHS JIOKyMEHTaMU B OpraHU3aliu
npodecCuOHAILHON
I'PaMOTHOCTH
pabOTHUKOB
VYnpasnenue 1IK-1 Coznanve 3¢G(EKTUBHOTO  yNpaBieHUs
NIEPCOHAIIOM U KOPIOpPAaTUBHBIMU cUCTEMaMU




TPYAOBBIE
IIPABOOTHOIIEHUS

HopmatusHoe
pEeryJMpoBaHue
AIEKTPOHHOTO
JIOKYMEHTO000pOTa B
Poccuu u B
3apyOeKHBIX CTpaHaxX

CucreMbl JIEKTPOHHOTO
JIOKYMEHT0000pOoTa B
Poccun u B
3apyOeXKHBIX CTpaHax

YnpasneHue
AIIEKTPOHHBIM
JOKyMEHTOOOOPOTOM B
Pocculickux n
MEXTyHapOIHbIX
OpraHu3almsIX

MexyHapoIHbIe U
Pocculickue crannapThl
O JICJIONPOU3BOJICTBY

MeToapl ONTUMH3AINN
JIOKYMEHTOIOTOKA

ApXUBBI AJIEKTPOHHBIX
JIOKYMEHTOB B Poccuu u
3a pyOexoM: Teopus,
METOJIMKA, MPAKTUKA

BnayTpennss
periaMeHTanus padoThl
C JICKTPOHHBIMHU
JIOKYMEHTaMu

JOKYMEHTAIlMOHHOTO  O0ecreueHus u
IIPABJICHUE JOKYMEHTHOM KOMMYHHKALIUEU
B POCCUNCKUX U 3apyOeKHBIX
OpraHHU3aLHUSIX.

YnpasneHue
IIEPCOHATIOM u
TPYAOBbIE
MPaBOOTHOIIEHUS

MexaynapoaHbie 151
Pocculickne craHmaptsl

1IK-2

Opraom3anis  W_ COBCPIICHCTBOBAHNC
aJIMUHUCTPATUBHON  NCITCIHLHOCTH C
y4eToM OCOOCHHOCTEHU Pa0OTHI C
MHOCTPAHHBIMH rpaxjaHaMu 171
OpraHu3alMsIMH, a TaK)Ke HMHOCTPaHHBIMU
JTOKYMEHTAMHM ¥  JOKYMCHTAaMH  Ha
WHOCTPAHHOM SI3bIKE.




1O JIEJIONPOU3BOJCTBY

YnpasneHue
KOMMYHUKAIUSIMU B
OpraHu3aluu

MeTtoapl ONTUMH3AIAN
JIOKYMEHTOIIOTOKA

ApXUBBI  3JIEKTPOHHBIX
nokymeHToB B Poccun u
3a pyOexom: Teopus,
METOJIMKa, MPAKTHUKA

BuyTtpennss
peryiaMmeHTanus paboThl
C DJICKTPOHHBIMU
JIOKYMEHTaMHU

5. O0mast Tpy10eMKOCTh MPAKTHYECKOH MOATOTOBKH
B coorBercTBUM ¢ y4yeOHBIM IUIaHOM OOMIMKA 00beM Yy4eOHON MPAKTUKH
(ITPOEKTHAZI) cTynenToB cocTaBisieT 6 3a4eTHBIX eIuHUI. [IpoI0KUTEIBHOCT —

yeTbIpe HeaeH, niu 216 yacos.

6. CTpyKTYypa M cofep:KkaHue MPAKTHYECKON MOAT0TOBKH

Ne Pa3zgesbl (3Tanbl) NPaKTHKHA Conepskanue pasjaena (3ramna)
0 NMPAKTHKH
1 | O3HaKOMUTEIBHBIN 3Tall 1. MHCcTpyKTa)

2. CornacoBaHue 3aJIaHUSA C
PYKOBOJUTENEM MPAKTUKH
3. [InanupoBanue padoThbI

2 | DTam HemoCcpeACTBEHHO MPAKTHKU 1. Yuactue B MEpONIPUSATHSAX,
IPOBOJAUMBIX PYKOBOIHUTENEM MPAKTUKH,
BBIMIOJIHEHHUE €TI0 OTJCNIbHBIX MOPYUESHUN
2. CocTtaBileHHE JOKYMEHTOB

3. ObcyxneHue ¢ pyKoBOJUTEIIEM
PE3yJIbTaTOB pabOTHI

3 | 3aBepmaromuii - anaautuueckuit atan | 1.IlonroToBka UTOroBOro oT4eTa M cAava
MTOTOBOTO 3a4€Ta 110 MPAKTUKE




B xope peanu3zanuu npakTUKH CTYIEHT J0JDKEH aKIEHTUPOBATh BHUMAHHUE Ha
TEOPETUYECKHUX U METOAOJOTHYECKHUX aCMeKTaX n3ydaeMon MpoOIeMbl, B TOM YHUCIIE:

1. DBoTFOITHS TIOJIXOIOB K M3y4daeMoi pooieme.

2. OcobeHHOCTH H3ydaeMoi TPOOIEMBbI B POCCHICKUX peaTusiX.

3. Meroauka onieHKH 3P (HEKTUBHOCTH, AITOPUTM PELICHHS 3a7a4 UCCIEAYEMOM
pOoOJIEMBI.

WtoroMm mpakTyku I0JKHA CTATh MOATOTOBKA MAaTEPUANIOB JIsl HamMCcaHus 1
riaBel BKP.

7. Opranu3anusi NPAKTUYeCKOH MOATOTOBKH

7.1. CriocoObl 1 (pOpMBI MPOBEAECHUS IPAKTUKH:

Tun npaktuku: yaeonas ([IPOEKTHAS).

Cnoco0bl poBeieHNs YUEOHOW MPAKTUKK: CTAl[MOHAPHAS; BbIE3/IHASL.

®dopMa IPOBENCHHUS: TUCKPETHAS.

7.2. B xauecTBe 0a30BbIX MECT MPOBEACHUS MPAKTUKU CTYJACHTOB
pe1yCMaTpUBaIOTCS:

® OTJIeJ JOKyMEHTallMOHHOTo obecrieueHuss MI'JIY;

® YaCTHbIE KOMIIAHUH U T.1.

7.3. Pemenue 0 Mecrax NPOXOXKICHHUS MPAKTUKH CTYACHTOB IPUHUMACTCS
PEKTOPOM BY3a MO MPEJCTABICHUIO JeKaHa (paKyIbTeTa U 3aBEIYIOUIETO BBITYCKAIOIIECH
Kadeapoil ¢ yueTom:

e XapakTepa, COJEp)KaHMs JESITEIbHOCTH MNPUHUMAIOIIEH OpraHu3alul |
COOTBETCTBUS mMpoduiss uX paboTbl 1O HAMNPABICHUIO TOJArOTOBKH
(cnenuanbHOCTH);

e BO3MOKHOCTEH MPUHUMAIOIIEH CTOPOHBI B YHACTU YMCIEHHOCTH, HATIPABIISIEMBIX
JUISL TIPOXOKJICHNS NPAKTUKH CTYJIEHTOB,HAINYHs Y TPUHUMAIOLIENR CTOPOHBI
COOTBETCTBYIOLIEN ITPOU3BOACTBEHHOW, HOPMATUBHO-NPABOBOM W HAYYHOU
0a3b1,HEOOXOIUMOM U TOCTATOYHOM JIJIS1 IPOXOKACHUS MTPAKTUKH;

e TOTOBHOCTH OpraHU3alliy BBINOJHATH TPEOOBAHUS HACTOSILEH MPOTPaMMBI U
TPYIOBOTO 3aKOHOJATENbCTBA;

e peKoMeHJaluil MpoeccCOPCKO-TPENoIaBaTeIbCKOTO COCTaBa BbIYyCKAaIOUIEH
Ka(eapbl B OTHOIIEHUH OTJAEIbHBIX CTYIEHTOB;

e TMHCbMEHHBIX 3aIIPOCOB - MOATBEPKIACHUHN, MOCTYNHUBIINX B aJipec (paKynbTeTa
U BbITyCKaoIen kadeapsl OT MPUHUMAIOIIUX CTOPOH O TOTOBHOCTH CO3/aTh
HEOOXOJMMBbIE YCIOBUSL [JJIsl TMPOXOXKACHUS CTyACHTaMH TMPAaKTUKUH B
COOTBETCTBHUM C HACTOSIIEH MporpaMMod W o0OecHeuuTh Haajexaliee
PYKOBOJICTBO €10;

e HanMyus y YHUBEPCUTETA C OpPraHU3ALMIMU JOTOBOPHBIX OTHOLIECHUH.

7.4. OcoOEHHOCTM OpraHU3alMH TMPAKTUKA B Clly4ae WHAUBUAYAIEHOTO
MIPUKPEIJICHHS CTYJAEHTOB.



Borpocsl 0 MecTe mpoX0KIeHUs TPAKTUKH 110 UHAUBUAYAJTLHOMY MPUKPEIIICHUIO
CTYJIEHTOB TaKX€ PEIIAIOTCS PEKTOPOM YHHMBEPCHUTETA MO MPEICTABICHUIO JEKaHa
dakyapTeTa ¥ 3aBEIYIONIETO BBITYyCKAONICeH Kadeapoi:

® B Clly4ae OTCYTCTBUS BO3MOKHOCTH IPOXOXKJICHUS MNPAKTHUKUA CTYACHTOM B

0a30BbIX OpraHu3anugax (yUpeKICHUSIX);

® Ha OCHOBAaHUU MHUCHBMEHHBIX 3alPOCOB - TOJTBEPKACHUI, MOCTYNUBIIUX B

azpec YHUBEpCUTETA OT MPUHUMAIOIINX CTOPOH.

CryaeHTsl, pelaroiiyie BOIPOChl MPOXOKACHUS MPAKTUKU 0 WHIUBUYAIbHOMY
MPUKPEIUICHUIO, HE TIO3J[HEE, YeM 3a JBa Mecsla JI0 Hayaja €€ MPOBEACHHS 00s3aHbI
MPEICTaBUTh Ha BBIMTYCKAIOUIYIO Kadeapy (akympreTa:

® 3asBJICHUE HA UMA JIeKaHa (aKyJbTeTa ¢ MPOCHOO O MPOXOXKIAECHUN MPAKTUKU

N0 HWHJMBHIyaJIbHOMY HPHUKPEIUICHUIO, YKa3aB IIOJHOE HANMEHOBAHHE
opraHu3anui (y4pexaeHus) U ee OpuIuIecKuil aapec;

e 3anpoc - noaTrBepxkacHue ([lpunosicenue 5).

7.5. [IpaBa u 00513aHHOCTH OOYYAIOMIMXCA HAa PA3IMYHBIX dTArax MPOXOXKIACHUS
MPaKTUKH.
B noozomosumenvuulii nepuoo.
Obs3auHOCMU CMYyO0eHma:
® 03HAKOMHTHCS C COAEPIKAaHMEM HACTOSIIEH IPOTPaMMBI;
® [IPUHATH Y4acTHE B KypCOBOM COOpPaHUU-UHCTPYKTAKE MO OPraHU3aIl[MOHHO-
METOJMYECKUM BOIPOCAM, CBSI3aHHBIM C MPOXOXKJICHUEM MPAKTUKH, TTOJIYYUTh
HE00XO0IUMbIEC YUeOHO-METOIMYECKUE TOKYMEHTHI U MaTePUAJIbL;

® COTJIAaCOBAaTh C PYKOBOJUTEIIEM MPAKTUKNA MHANBUIYAJILHOE 3aJaHUE Ha TICPHO]T
MIPOXOJKICHHUS TTPAKTUKH.

Ilpasa cmyoenma:

® TIPE/ACTABIISITH HA BHIMYCKAIOIIYIO Kadeapy B MUCEMEHHOM (popMe COOCTBEHHbIE
MOKEJIAHUS OTHOCUTEIILHO MECTa MPOXOXKICHUS TPAKTUKH;

e [OJyyaTh Ha BBbINycKaromed kKadenpe ydeOHO-METOAMYECKHE MaTepualbl,
Kacarolrecs MPakTUKU, JUIs PEIBAPUTEIHHOTO U3yUCHNUS,

e 00CYyIUTh C PYKOBOJWTEIEM TMPAKTHKH COACPKAHWE WHIWBHIYATHHOTO

3aJIaHMUsI.

B nepuoo npoxoorcoenus npakmuxu.

B mepuonm mpoxoAaeHUS MPAKTHKHA CTYIASHTHI TOMYHUHSIOTCS BCEM TIPaBHIIAM
BHYTPEHHETO TPYAOBOTO PACHOps/IKAa W TEXHUKH OE€30MaCHOCTH, YCTAaHOBJICHHBIX B
Mo/Ipa3/ieNICHUsIX U Ha pabounx MecTax B opraHu3anui. /s CTyJIeHTOB yCTaHABIMBACTCS
peXuM pabOTHI, 00S3aTEIBHBIN IS TEX CTPYKTYPHBIX MOAPA3CICHIH OpraHu3aIliu, Te
OH MPOXOAUT MPAKTHKY.

[Tpo10DKUTETEHOCTE PA00YETO JTHS IS CTYACHTOB IIPH NPOXOXKICHUHN MMPAKTHKU
B OpraHU3alMsIX, YYPSKICHUIX M Ha TPEANPHUATHSX COCTaBIsSCT IS CTYJCHTOB B
Bo3pacTte oT 16 10 18 et He Oonee 35 yacoB B Henemo (cT. 92 TK PD), B Bo3pacte oT 18
aeT u crapiie He 6oiee 40 gacos B Heaenio (cT. 91 TK PD).

Obsa3annocmu cmyoenma:



® COCTaBUTH UHIMBHUYATbHBIN MJIaH pA0OTHI B COOTBETCTBUH C MHANBUIY ATbHBIM
3agaaueM ([Ipunooicenue 1) u TpeOOBAHUSAMU PYKOBOIHUTENSI OPraHU3AIMHA OT
IIPUHUAMAIOILEH CTOPOHBI;

® O03HAaKOMHUTBHCS C OCHOBHBIMH HOPMAaTHBHO-TIPABOBBIMU  JOKYMEHTaMU;
KaJIpPOBBIM COCTaBOM CTPYKTYPHOTO MOApa3/AesieHUus OpraHu3aluy (IITaTHOE
pacnucaHue, COCTaB KaJpoB, JOJDKHOCTHBIE NMpaBa M OOSA3aHHOCTH U Ap.);
opraHu3alyen Tpyja B MoApa3AesieHusx (opranusaius pabounux MecT, yCIOBUS
TpyJla, pacropsAOK JIHS, TUIIMYHBIE BUJIBI paboOT, 3aTpaThl BPEMEHH 0 BUJAM
paboT); pesysbratramMu pabOThl (BUABI U COJIEp)KAHUE pe3yjbTara pPadoTHI,
KPUTEpUU  OIEHOK  pe3yJbTaToB, MNpUYUH  3)PEKTUBHOCTH WU
HEAP(HEKTUBHOCTH paboThl), periiaMeHTUPYIOIIMMHU NEeATEIbHOCTD
CTPYKTYPHOTO MOAPA3/IeICHNUS OpraHu3auu (yIpeKIeHus) u T.1.;

® BBHINIOJIHUTh WHIUBUYAIBHOE 33JIaHNUE;

® BeCTU JHEBHUK Npaktvku (Ilpunoscenue 2);

e CoOMIOAATh MpaBUjIa BHYTPEHHETO PACTIOPAIKA B XO€ MPOX0KICHHUS TPAKTUKH.

Ilpasa cmyoenma:

e o0pamarbcs K PYKOBOAMTENIO NPAKTHKH OT NPUHUMAIONIEH OpraHu3aluu
(yupexaeHus) ¢ mpocb00il 0 BHECEHHS MI3MEHEHHSI B MHUBUY aJIbHBIN TUTaH;

® KOHCYJIbTUPOBATHCSI C PYKOBOAWUTENEM TPAKTUKH OT MPUHUMAIOIICH
OpraHu3allii U PYKOBOJUTEIEM MPAKTUKU OT By3a [0 BOIPOCAM ITPOXOKICHHUS
MPaKTUKH.

B nepuoo oxkonuanus npaxmuxu.

Ob6s3auHOCMU CIMYOeHma:

® COCTaBUTH OTUET O MPOXOXKIECHUU MPAKTUKH ([Ipunodicenue 3) v 3a TpU JHS A0
ee OKOHYAHUS MPEJCTaBUTh PYKOBOAUTEIIO MPAKTUKH IS TIPEIBAPUTEIIHHOTO
U3YUCHHUS;

® TIOJIYYUTh XapaKTEPUCTUKY-OT3bIB C MECTA MPOXOKIACHUS MPAKTUKHU;

® CHCTEeMAaTH3HPOBATh YKa3aHHBIC BBIIIE JOKYMEHTHI, TPHJIOKHUB K HUM JTHEBHUK
U TOATOTOBJICHHBIE y4eOHO-METOIWYECKUE MaTepuasbl, U MPEACTaBUTHh HX
PYKOBOJHUTEIIO MIPAKTUKU OT BBIMYyCKAroIe Kadenpsr;

e mnpuObITh Ha  BbIDycKawInyr kadenpy  dakynapTeTa mida  caadyu
1 pepeHInpPOBaHHOTO 3a4€Ta YCTAHOBIIEHHBIN B CPOK.

Ilpasa cmyoenma:

® BHOCHUTbH NPEAJIOKEHHUS [0 COBEPIICHCTBOBAHUIO OpPraHU3alluu U MPOBEICHMUS
MPAKTUKH CTYACHTOB;

® JaBaTh OIICHKY YCIIOBUSIM, CO3JaHHBIM MPUHUMAIOIICH OpraHu3anuen s
MIPOXOJKJICHHUS MTPAKTUKH.

7.6. PyKOBOJICTBO TPAKTUKOM

1 JIHeBHUK BeIETCS CTYJCHTOM XCEIHEBHO WM EXKCHEeNeNbHO B TEYCHHE BCEro Mepuojaa NpakTukd. OH
NpOBEpsIeTCS M BH3HPYETCS PYKOBOIUTEISIMH MPAKTUKH OT OpPraHM3aldd. B JHEBHHK 3alMCHIBAIOT BCE BHIBI Pador,
BBITIOJTHAEMBIX CTYJCHTOM, M JaHHbIC, HCOOXOMUMBIC /U COCTABIICHHUs oT4YeTa (comepikaHue Oecell, yUeOHBIX 3aHATHIl B
OpTraHU3aIiH, KCKyPCHii U T.1I.)



Pemenue OpraHu3alMOHHbIX 3aJgad HOATOTOBHUTCIBHOT'O nepuoaa )41
OCYIICCTBJICHHUC O6HIGFO AIMUHHUCTPATHUBHOI'O KOHTPOJISI Ha IICPHUOJ IHPOXOKIACHUA
IMPAaKTHKU CTYJACHTOB BO3JIaracTCs Ha:

3aBeIyIOIIETO BBIMTyCKatoeil kadeapoii;
PYKOBOJUTENS ITPAKTUKHA OT YHUBEPCUTETA,
PYKOBOJUTENS ITPAKTUKH OT IPUHUMAIOIIEH OPTaHU3ALUH.

OO0si3aHHOCTH  3aBeAyroIIero kadeapod 1Mo opraHu3alud | MIPOBEICHUIO
MPAKTUKU:

pa3paboTka MPOEKTOB JOTOBOPOB M COTJACOBAaHHE MX C MPEACTABUTEISIMU
OpraHu3aIyii, OmpeeNeHHBIX B KauecTBe 0a30BbIX MECT JIsi MPOBEICHUS
MPAKTHKY;

MOJIFOTOBKA MPOEKTa MpUKa3a Mo OpraHu3aI[iy MPAKTUKH CTYICHTOB,
OpraHu3alys ¥ MpoBeJIeHUE COOpaHMl CTYIEHTOB [0 OpraHU3alMOHHO-
METOJMYECKUM BOIIPOCAM C YYaCTHEM PYKOBOJUTENEH MPAKTUKH;

BHECEHUE MPEJIOKEHUN O paclpeiesieHu CTYACHTOB Ha MPAKTUKY;
0000IIEHHE W aHANW3 MPEAJIOKEHUN PpPYKOBOAMUTENEH MPAKTUKH  OT
NPUHUMAIOIIEH OpTaHM3alliM, HANpaBICHHBIX HAa yCTPAaHEHHE HEJOCTaTKOB,
BBISIBJICHHBIX B MTPOLIECCE MPAKTUKH.

MOJIBEICHUE HTOTOB IPAKTUKH, MOJArOTOBKA COOTBETCTBYIOUIMX OTYETOB M
IPEJI0AKEHHUM IO COBEPIIEHCTBOBAHUIO OPraHU3aluU U OPSIKY MPOXO0KICHUS
NPaKTUKH;

O0s13aHHOCTY PYKOBOJUTENS MPAKTUKUA OT YHUBEPCUTETA:

O3HAKOMJICHHUE CTYJICHTOB C IICJISIMH, 3aJa9aMH U TIPOTPaMMOM MPaAKTHKU;
pa3paboTKa U I0BEJIEHHE 0 CBEICHUS CTYACHTOB HHIUBUIYaJIbHBIX 3a/IaHUN;
OKa3aHHWE CTYJIEHTaM METOJMYECKON MOMOIIM MO BBIMOJHEHUIO MPOTrPaMMBbI
MPAKTUKHU U UHJIMBUIYATbHBIX 33JJaHUN;

PYKOBOJICTBO TIPOXOXKJIEHHWEM TIPAKTUKH CTYJICHTAaMH, BBISIBICHHE U
CBOEBPEMEHHOE YCTpaHEHUE HEJJOCTATKOB B €€ MPOBEACHNN;

MPOBEpKa OTYETOB CTYACHTOB O MIPOXOKICHUN MTPAKTHKH;

MpPUEM 3a4€TOB Yy CTYJCHTOB MO OKOHYAHWHM TPAKTUKH B COOTBETCTBUU C
YTBEP>KJICHHBIM TpauKom;

y4acTHe B TIOJIBEICHUM WTOTOB TMPAKTHUKWA, BHECEHUE MPEIIOKEHUH,
HaIlpaBJICHHBIX Ha €€ COBEPIIICHCTBOBAHNUC;

MOITOTOBKA OTYETHBIX JOKYMEHTOB.

OO0513aHHOCTU PYKOBOJUTENS MPAKTUKHA OT MPUHUMAIOUIEH OpraHu3aluu:

MOJATOTOBKA JOTOBOPOB  (pa3pabOTKa TPOEKTOB) C MPEACTaBUTEIISIMH
YHUBEPCUTETA 00 OpraHU3aINH MPAKTUKH;

CO3[aHME HAJICIKAIINX YCIOBUM CTYICHTaM JIJIS peaTU3aIliy B TIOJTHOM 00beMe
MpOrpamMMbl TPAKTUKA B COOTBETCTBHUM C WHIWBUIYAIbHBIM 3aJaHUEM,
MpEeNOoCTaBlIieHne €My JHEH M TocemeHus OuOIMOTeK W paboThl C
JIUTEPATYPOWU;



OCYUIECTBJICHUE MOCTOSIHHOTO B3aUMOJIEUCTBUS C PYKOBOJUTEISIMU MPAKTUKA
OT BBIITyCKaroIen kadeapsr;

O3HAKOMJIEHHUE CTYAEHTA C MPaBUJIAMH BHYTPEHHETO pacnopsJiKa OpraHu3alyH,
€€ CTPYKTYpO#l, CHelHaluCTaMH, TMPEIOCTABICHUE €My HEOOXOAUMBIX
JIOKyMEHTOB, HOPMAaTUBHBIX aKTOB, APYTHX MaTEPHAJIOB, PETIaMEHTHPYIOIIUX
NEeATEIbHOCTh JAHHON OpraHu3aluu;

3aKpeIJICHHUE 3a CTYIEHTOM BBICOKOKBaTH(PHUIIMPOBAHHBIX CIICLIUATICTOB;
OKa3aHME MOMOIIM B COCTABJICHUU U YTBEPKICHUU WHIUBUAYATbHBIX IIAHOB
MPAKTUKH, OCYIIECTBIEHUE KOHTPOJISA 32 X BHITIOJIHEHHUEM;

NPUBJICUYCHUE CTYJIEHTa K YYacTHUI0O B  Pa3JIMYHBIX MEPOINPUSITHUSX,
OpraHU3yeMbIX U TPOBOJUMBIX B OPTaHU3AIUY;

BeJICHUE yueTa pabOThl, BHINOJHAEMOW CTYJEHTOM, OIIEHKA €€ KadecTBa,
yBEJAOMJIEHHE PYKOBOJCTBA (haKyIbTETa WIIM YHUBEPCUTETA O HESIBKE CTYACHTA
K MECTy NpPaKTUKH WM €ro YKJIOHEHHWU €ro OT BBIIOJHEHHS MPOrpaMMbI
MPaKTUKH;

NOATOTOBKA  XapaKTEPUCTUKH  -OT3bIBA [0  HUTOraM  IPOXOXKIACHUS
CTYJIEHTOMIIPAKTUKH.

8. OdopMiieHune oTHeTA 0 MPOXOKACHUH NMPAKTHYECKON MOATOTOBKH

[To uroraM NPaKTUKH CTYACHT O(GOPMIIIECT OTYET O MPOXOXKIACHUU MPAKTUKH
(IIpunoorcenue 3), KOTOPBINA BKITIOYACT:

K

TUTYJIBHBIMN JIUCT;

CBEJICHUS O MECTE MPOXOKACHUS MPAKTUKH;

KpaTKHI aHaJIN3 pe3yIbTaTOB padOThI C yUETOM UHANBUIAYAITHEHOTO 33/IaHNUA.
OTUeTy TMpWIArarTcs:yueOHble, Y4eOHO-METOIUYECKHUE JIOKYMEHTHI U

MaTepHuabl, rpa@uKu, TaOIUIBI, CXEMBbI, 3aMoJHEeHHbIE (POopMBbI (OJTAHKH) TOKYMEHTOB.
OO0beM oTyeTa IOJKEH COCTaBIATh 5 cTpanull opmata A4.
OT4eThl CAAIOTCS PYKOBOJIUTEIO TPAKTUKHA OT YHUBEPCUTETA.

CTVZ[eHT K 3aIIUTC IMPAKTHUKHW AOJIZKCH IIPCACTABHUTD.

1. UnauBuayanbHOE 3a1aHUE [T TPOXOKACHUS TPAKTUKH.

2. JIHEeBHUK TTPOXOXKACHUS TPAKTUKH;

3.0TYeT 0 MPOXOKIEHUHU MPAKTUKH;

4.Y4eOHO-METOJMYECKHUE JOKYMEHTHI (MaTepHalibl) MOArOTOBICHHBIE CTYACHTOM
B XOJI€ MTPaKTUKH;

5.0OT3bIB pyKOBOAMTEIS MPAKTUKU OT YHUBEPCUTETA;

6. XapaKTepuCcTUKY-0T3bIB PYKOBOJIUTENSI IPAKTUKHA OT OPraHU3alMU.

PykoBoauTeNb MPaKTHKH OT YHHUBEpPCHTETa OGOPMIIIET OT3bIB Ha OTYET I10
npaktuke ([Ipunosicenue 4), KOTopas BKIOYAET:

TUTYJIBHBIMN JIUCT;
CBEJICHUS O HAIMYUE OTYETHBIX JOKYMEHTOB;
OLIEHKY OTYETHBIX JJOKYMEHTOB, IIPEACTABICHHBIX CTYIEHTOM;



® OIICHKY pe3yJbTAaTOB pabOTHI CTYICHTA MO PEIICHHIO 33]1a4, TPETYCMOTPEHHBIX
WHJIMBUAYJIbHBIM 33JJaHUEM (COTrJIaCHO MPOrpaMMBbl IPAKTUKH ).

PykoBomuTenb TpakTHKH OT MNPUHUMAIONICH  OpraHu3aiuu  oQopMIIsieT
XapaKTEPUCTHUKY - OT3bIB.

B xapakrepucTUKe-0T3bIBE TOJKHBI OBITh OTPAKEHBI CICAYIOLIUE BOIIPOCHI:

® KAayeCTBO BBHINOJIHEHUSA CTYAECHTOM MHIUBUAYAJIBHOIO 3alaHHUS ;

® VYPOBEHb €ro MNpO(PECCHOHAIIBHON MOATOTOBKM W YMEHHE HPUMEHSThH
TEOPETUYECKHUE 3HAHNS HA IPAKTHUKE;

® CIOCOOHOCTH CAMOCTOSITEIILHO, TBOPUYECKHU pEUIaTh IOCTABICHHBIC 331a4U;

® OTHOIIEHUE K paboTe, BOJIEBbIE M HDABCTBEHHBIE KAUECTBA.

B KOHIIE XapaKTepUCTHKU-OT3bIBA JOJDKHA OBITh BBICTABJIEHA PEKOMEHIyeMas
OLICHKA I10 pe3yJbTaTaM IPAKTUKHU.

9. OneHoOYHBIE CPeICTBA 10 pPe3y/IbTaTaM MPAKTUYEeCKO MOAr0TOBKH
9.1. ®opMa OTYETHOCTH IO PE3yaIbTATAM NMPAKTUHYECKOHN MOATOTOBKH
Pe3ynbTaThl TOpakTUKH NOABOJATCA B (opMe 3adera, KOTOPBIA HOCHUT
mu(dpepeHIUpPOBAaHHBIN  XapakTep W MPUHUMAETCS PYKOBOAUTENIEM HPAKTUKA OT
YHUBEPCUTETA B YCTAHOBIIEHHBIE CPOKU B COOTBETCTBUU C TPA(UKOM 3aIUThI MPAKTUKH.

9.2. ITacnopT OLEHOYHBIX CPEACTB MPAKTHYECKOH MOATOTOBKH

Tabmura Ne 1.

Ne | Kontponupyemslie 3tanbl npakTuku | Kox koHTponupyemMon HaumenoBanue
(pe3yybTaThl MO dTaIaMm) KOMIIETEHIIMU (MU e€ OLIEHOYHOI'O
4acTH) CpPEACTBA
1 | O3HaKOMHUTENBHBIN 3Tal 3a4eT ¢ OLEHKON
OIIK-1; OIIK-2;
OIIK-3; OIIK-4;
OIIK-5; OIIK-6; I1K-
1; IIK-2
2 | DTamn HenoCpeICTBEHHO TPAKTUKH 3a4eT ¢ OLEHKON
OIIK-1; OIIK-2;
OIIK-3; OIIK-4;
OIIK-5; OIIK-6; I1K-
1; IIK-2
3 | 3aBepmaromuii - aHATUTHYCCKUMA 3a4eT ¢ OLCHKOU
aTan OIIK-1; OIIK-2;
OIIK-3; OIIK-4;




OIIK-5; OIIK-6; IIK-
1; IIK-2

9.3. TunoBbie KOHTPOJIbHbIC BONPOCHI W 33JaHUS IS MPOBEJACHUS
MPOMEKYTOUYHOM aTTECTALUM:

1. Axanm3 obpunHaIbHBIX ((PUPMEHHBIX) OJIAHKOB CITYKEOHBIX TOKYMEHTOB

UCTIOJIb3YEMBIX OpTraHu3alre.

[Topsinok coctaBneHue U oPopMiIeHUE TOKYMEHTOB.

[Ipnnanne TOKyMEeHTaM IOPUIAYECKOU CUIIBI.

Opranuzaiusi 00pabOTKH TOKYMEHTOB U UX MOCJIEAYIONIEr0 XPAaHSHUS

[IpuHIUTIBL palliOHATIBHOE pacipeiesIieHUe JOKYMEHTOIIOTOKOB, IPUHSTHIE B

OpraHu3aIu

NudopmarmoHHo-cripaBouHOE 00CTyKHUBaHUE pAOOTHUKOB OpraHU3aINH

[IpaBuna opopmiaeHus] peKBU3UTOB TOKYMEHTOB

8. TlosicHeHHE FOPUINIECKOTO 3HAUCHUS TOKyMEHTOB. [I[puMeHenne pakCUMIITBHBIX
MOJIMKCEH, 3aMeHa MOMMCH OTCYTCTBYIOIIETO PYKOBOJAUTENS TOAMUCHIO APYTOrO
JOJKHOCTHOTO JIUIIA

9. Iopsaok yTBEpKIACHUS U COTjacoBaHus JOKYMEHTOB. Mcnonbp3oBanue
Pa3IUYHBIX BUIOB TIEYATEH U MpaBUIbHAS MTPOCTAHOBKA MX OTTHCKOB Ha
JIOKyMEHTaX

10.TpebGoBanus k TeKcTaM JOKyMEHTOB. Mcronp30BaHne 000POTHON CTOPOHBI
JIOKYMEHTA JIJIsI TPOCTAaHOBKHU PEKBU3UTOB U T. /|

11.TTouck JOKYMEHTOB C MPUMEHEHUEM COBPEMEHHBIX HH(POPMAIITMOHHBIX
TEXHOJIOTUH

12.Opranu3anus UCIOJTHEHHSI TOKYMEHTOB U TIOJITOTOBKA OTBETOB

13.0OmnepaTuBHOE XpaHEHUE JOKYMEHTAIIMHA Ha OyMaXKHBIX U DJIEKTPOHHBIX
HOCHUTETISIX

14.TToaroToBKa OpraHU3aIMOHHO-PACTIOPSIAUTEIBHBIX TOKYMEHTOB U TIPHIAHUHA UM
FOPUIUYECKON CHIIBI

15.TTocTaHOBKa AENOMPOU3BOACTBA U ApXUBHOTO JI€JIa B OpraHu3aluu

16.Pa3paboTka mpeasiosKeHHii Mo OpraHu3alii U COBEPIICHCTBOBAHUIO
JTIOKyMEHTO000pOoTa

17.PekoMeHIalUK 110 BHEAPCHUIO aBTOMATU3UPOBAHHBIX CHCTEM

18.01eHKa 1 3KcrIepTH3a JOKYMEHTO000pOoTa

19.Pa3paboTka HOPMATUBHBIX U METOJUYECKUX TOKYMEHTOB JJ1s1 ciry k0 JIOY u
apxuBa (MHCTPYKIUHU, TOJOKEHUS, HOMEHKIIATYPHI J1€J1)

20.Opranu3zanusi apXuBHOTO JieJia Ha IPENPUSTHN

21.CornacoBaHue HOMEHKJIATYPHI JIe] M IPUEMa JOKYMEHTOB B apXUB

22.YHUUYTOXKEHHUE U/ WK cla4a Ha TOCYJapCTBEHHOE XPaHEHHE IOKYMEHTOB

ok wn

~N o

9.4Kpurtepun oueHKH




Tadmura Ne 2

Ounenka
Kpurepun |  «oTaIH4HO» «XOpPOLI0» | KYAOBJIETBOPHUTEJI | «HEYIOBJICTBOPUTE.I
bHO» bHO»
OLICHKA - OIICHKA - OLICHKA -OlICHKA
«OTJIUYHO» «XOPOIIIO» «yHOBJIETBOPUTEND |«HEYAOBICTBOPUTEID
BBICTABJISIETCA  |BBICTABIIAETCS [HO»  BBICTABJISICTCS | HO» BBICTABJISICTCS
CTYJICHTY, €CJIH |CTYJICHTY, CTYJICHTY, €CJIM OH|CTYJEHTY, €CIIM OH HE
OH IPUHUMAJl  |€CJIN OH|HE MIPUHUMAJ|[IPUHUMAII  aKTUBHOE
AKTHBHOE MPUHAMAI AKTUBHOE Y4aCTHUE By4acTUE B CEMHUHApE,
y4acTHe B AKTUBHOE CeMHHape, OTBEYaJ|HE OTBETHJI Ha
CEMHUHape, y4acTue B|HE Ha BCE BOINPOCHI,[KOHTPOJIbHbBIE
JlaBall MOJIHBIE, |CEMHHApE, JlaBal KpaTKHE, BOMPOCHI
pa3BEpHYTHIC JaBajl HEpPa3BEPHYTHIE
OTBETHI, TMOJIHBIE, OTBETHI, OEJHBIC C
OTPAXAIOIIUE  |pa3BEPHYTHIE |[TCOPETUUYECKON U
KaK 3HaHUS OTBETHI C|JIOTHYECKOM TOYKH
TEOPETUUYCCKOT |HEOOJIBIIUMH |[3PCHUS;
0 MaTepualia o |HeAOYETAMU;
TeME, TaK U
MHEHUE
CTyJICHTA I10
MPEIJI0KEHHOU
TEME;
OpuentupoBatsc |/laBath beITh HE B OcraButs 6e3
B JIOCTATOYHO  [COCTOSIHUH B OTBETA BOIPOCHI U
JIOTIOJITHUTEJIBHBI |[IOJTHBIE TIOJTHOM Mepe OBITH HE TOTOBBIM K
X BONPOCAXx, IO  |OTBETHI MO OTBETUTH HA clade
BCEMY KypCYy MPEVIO)KEHH |OCHOBHBIE U MIPAKTUYECKOTO
JIUCUUTIIAHBI. bIM BOITPOCAM. |JOTTOJTHUTEIIbHBIE | 3aJlaHUA.
JlaBatb cBOE beITh HE BOITPOCHI.
apryMEHTHUPOBAH [COBCEM
HYIO TOUKY YBEPEHHBIM B
3pEHUS T10 OTBETax Ha
MOCTABJIEHHOMY |IOMOJIHUTEb
BOIIPOCY. HBIE BOMPOCHL.

Bmagean [>—95% > — 85% > — 5% <— 75% BBITIOJTHEHUS
BBITIOJTHCHUS BBIMIOJTHEHHBI |BBIMOJTHEHUS 3aJlaHUM U OTBETOB Ha
3aJlaHuU U X 3aJJaHUM U (3aJJaHUW U OTBETOB |BOIIPOCHI.

OTBETOB Ha OTBETOB HA  |HA BOITPOCHI.
BONPOCHI. BONPOCHI.

CTYAeHTAMH

9.5®ukcupoBanue pe3yJbTATOB MPOXOKIEHUSI NMPAKTUYECKOH MOATOTOBKHU




OneHka BBICTABISCTCA IO PE3yJNbTaTaM 3allMUThl NPAKTUKA B BEIOMOCTb U
3a4ETHYIO KHIDKKY CTyJieHTa. BenomMocTh XpaHuTCs B iekaHate (akyIbTeTa.

OOmue wutorm mnpakTuku moaBoaircs Ha Cosere (akynpTeTa € ydacTHeM
Npe/cTaBUTEeNIe BBIMyCKalomed Kadeapsl W MpeACTaBUTENCH OT NPUHUMAIONIEH
OpraHU3alLUH.

CryaeHTbl, HE BBINOJHUBIIKAE IPOrPAMMY HPAKTUKHA MO YBAXKUTEIBHON MPUYUHE,
HaIPaBJISIOTCA Ha IPAKTUKY BTOPUYHO, B CBOOOJHOE OT y4eObl BpEMs.

CTyneHTbl, HE BBIIOJIHUBIINE IPOrPaMMy MPAKTUKHU 0€3 YBaKUTEIbHON NPUYNHbI
WIM TOJIyYMBIIHUE OLEHKY «Hey0081emeopumenshoy, CUUTAIOTCS UMEIOIIUMU
aKaJIEeMHUYECKYIO 3aJ0JDKEHHOCTb.

OT4eT O NPOXOKIAECHUM MPAKTUKUA CTYIAEHTOBIIPEACTABIIETCA3aBEAYOMNM
Kadenpoil MpopeKTopy MO ydyeOHOW paboTe YHHBEPCUTETA B MECSUHBIM CPOK IOCIE
OKOHYaHUs NIPAKTUKH.

10. IlepeyeHnb MPOU3BOACTBEHHON JHUTEPATYpPhI U pecypcoB ceTu «UHTEpHETY,
He00XO0AMMBIX /ISl IPOBeeHUs] MPAKTUYECKOM MOAr0TOBKH

10.1. OcHoBHas1 iUTEpPaATypa

1. Muxaitnos, FO.M. JIuunble Aena cOTpyJHUKOB KOMIIAHUM: KaK MPAaBUIIbLHO
o OpMJISITh, BECTU U XPAHUTH : MIpaKkTUyeckoe nocooue / KO.M. Muxaiinos. -
Mockaga ; bepnun : Jlupekr-Meaua, 2014. - 160 c. : un. - bubauorp. B kH. - ISBN
978-5-4475-1870-7 ; To e [DnexkrpoHHbIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253691(23.08.2018).

2. Poroxwun, M.IO. JlenoBbie JOKYMEHTHI B IpUMEpPax U o0pasiax : COOpHUK

TUMOBBIX JOKyMeHTOB / M.}O. Poroxun. - Mocksa ; bepnun : Jlupext-Menua,
2014. - 496 c. : un. - bubmumorp. B kH. - ISBN 978-5-4475-1581-2 ; To xe
[DnexTponHHbI pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=253701(23.08.2018).

3. Kazanmesa, I'.B. Jluunbie 1oKyMeHTHI: TpeOOBaHUS K OPOPMIICHHIO U OOpa3Ilbl
JTOKyMEHTOB : yueOHoe mocobue / I'.B. Kazanmesa. - 6-¢ uzn., ctepeorurr. - M. :
®nunta, 2020. - 40 c. - bubanorp. B xH. - ISBN 978-5-9765-0311-3 ; To xe

[DneKkTpOHHBII pecypcl. URL:
http://biblioclub.ru/index.php?page=book&id=103531 (25 08.2020).
4. 2 KysnenioB, W.H. JlemoBoe mmceMo : yueOHO-cipaBoYHOE Tmocobue /

N.H. Ky3nenos. - 5-¢ u3a. - M. : Jlamxos u Ko, 2015. - 196 c. - (YueOunbie
uznanus). - ISBN 978-5-394-02213-5 ; To ke [Onexrponnsiit pecype]. - URL:
http://biblioclub.ru/index.php?page=book&id=229283 (25.08.2020).

5. I'punbepr, A.C. JlokyMeHTanMOHHOE OOECIeUeHWEe YIPABICHHUS : y4EeOHUK /
A.C. I'punbepr, H.H. I'op6aués, O.A. Myxameriuna. - M. : FOnutn-lana, 2015.
- 391 c. : Tabun., rpad., ui., cxemsl - bubmmorp.: c. 382-383. - ISBN 978-5-238-
01770-9 ; To xKe [DneKTpOHHBIN pecypcl]. -
URL: //biblioclub.ru/index.php?page=book&id=115031 (29.11.2020).



http://biblioclub.ru/index.php?page=book&id=253691
http://biblioclub.ru/index.php?page=book&id=253701
http://biblioclub.ru/index.php?page=book_red&id=103531
http://biblioclub.ru/index.php?page=book&id=229283
http://biblioclub.ru/index.php?page=book&id=115031

6. [IpoOseMbl TOKYMEHTOBEIEHUS U JOKYMEHTAILIMOHHOI'O 00eCIeueHUs yIpaBieHUs
B CBETE COBPEMEHHBIX CTaHIAPTOB: yueOHOe mocodue / denepaabHOe
rOCyJIapCTBEHHOE OI0KETHOE 00pa30BaTEIBLHOE YUPEKICHHUE BBICIIIETO
npodeccnoHanbHOro 00pa3oBanus «baIKUPCKUil rocyAapCTBEHHBIN
NeJaroruueckuil yaupepcuretr uM. M. Akmysuibl», MUHHCTEPCTBO 00pa30BaHUs
u Hayku Poccutickoit denepanuu ; coct. A.W. Ilynosuna, A.W. Yurpuna u ap. -
Ya : BI'TTY, 2015. - 143 c. : Tabm. ; To e [ DaeKTpoHHBIN pecypc]. -

URL.: //biblioclub.ru/index.php?page=book&id=438551 (29.11.2020).

10.2. /lonosiHMTEILHAS JIATEPATYPA
1. SuxoBuu, II.A. Jlenomnpou3BOACTBO B KaJapoOBON CiIyOe : y4yeOHUK /
[I.A. SakoBuy. - M. :FOnutu-lana, 2015. - 161 c. - bubnuorp.: c. 112. - ISBN

5-238-01076-1 ; To xe  [DOmekrponnbiii  pecypc]. -  URL:
http://biblioclub.ru/index.php?page=book&id=119021 (25.08.2020).
2. Hosukos, B.K. MeTonosnorust 1 METOIbl HAYYHOTO HCCIIENOBAHUS : KypC

nexumnii / B.K. HoBukoB ; MunucrepctBo Ttpancnopta Poccuiickoir ®epepauuu,
MoCKOBCKasi TOCyZapCTBEHHAsl akaJeMHusi BOJHOTO TpaHcropra. - M. : Amjpramp :
MI'ABT, 2015. - 211 c. : wn.,ta0dn. - bubnuorp. B kH. ; To ke [DneKTpoHHBIHI pecypc]. -
URL.: //biblioclub.ru/index.php?page=book&id=430107 (29.11.2020).

10.3. MuTepHeT-pecypcehl

1. Bcepoccuiickuii Hay4HO-UCCIENOBATEIbKUI HHCTUTYT JIOKYMEHTOBEICHUS U
apxuBHoro aena (BHUUA) [Dnextponnsiit pecype] /BHUUIA]L - DnexTpoH, AaH.-
M., [2001].— Pexxum moctyma: Www.vniidad.ru, ceo6oHbIi. — 3ari. ¢ sKpaHa.

2. Koncantunrosas rpymmna «Tepmukay. [HopmaTuBHO-TIpaBoBasi 6a3a JaHHBIX 110
JEJIONPOU3BOJICTBY, TOKYMEHTOOOOPOTY U apXUBHOMY Jeny]| [DnexkTpoHHbIN pecypc] /
«Tepmuxa» - DIIEKTPOH, JIaH.- M., [200-].— Pexum JIOCTyIA:
http://www.edou.ru/index.php , cBoGoHBIN. — 3ari. ¢ sKkpaHa.

3. Docflow. Bce o mupe snekTpoHHOr0 J0KyMeHTOOOO0poTa. [[TopTan mocssiieH
AIIEKTPOHHOMY JIOKYMEHTOOOOPOTY M CMEXHBIM OTpacisiM.OH MpuU3BaH MPETOCTABUTH
YUTATENSIM CaMYI0 TIOJIHYI0, CTPYKTYPUPOBAHHYIO U TOJIE3HYIO0 MH(POPMAIIUIO O PHIHKE,
TEXHOJIOTUSX, PEIICHUSX, KOMITAHUAX U JIMIAX]|. [DJEKTPOHHBIN pecypc] - DNEKTPOH,
nan.- M., 2002-2020r — www.docflow.ru, cBoGoaubIif. — 3ari. ¢ skpaHa.

4. DOC-Online. HeszaBucuMblii mopTaJl O CHCTEMaxX  3JIEKTPOHHOTO
JoKyMeHTooOopoTa. www.doc-online.ru

5. Caiitbl GupM-pa3pabOTIMKOB CUCTEM IIEKTPOHHOTO JTOKYMEHTO000POTA.

WWW.GRANIT.RU

WWW.MDI.RU

WWW.EOS.RU

WWW.COGNITIVE.RU

WWW.KODEKS.NET

WWW.INTERTRUST.RU

WWW.IT.RU
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11. Ilepevyenb MH(POPMANUOHHBIX TEXHOJIOTHI, HCIOJIb3YeMbIX NIPH MPOBEAEHNH
NPAKTHKH, BKJIYasd NepevYeHb MPOrpaMMHOI0 odecreyeHnss U HH(POPMAIMOHHBIX

CIIPpaBOYHBIX CUCTEM

- CucremHOe mporpaMMHOE oOecrieueHue:. omneparuonHas cuctema Microsoft
Windows; (Windows 7+ Professional 64119362 FSBEI HPE 'Moscow State
LinguisticUniversity’ 100/100 MAK; Windows 8+ Professional 64119362 FSBEI HPE
‘Moscow State Linguistic University' 0/100 MAK; Windows 8.1 Pro 64119362 FSBEI
HPE 'Moscow State LinguisticUniversity’ 93/100 MAK)

- [Naker nmpukagaHoro mporpamMmmHoro oodecreuenust Microsoft Office B cocrase:
Microsoft Word, Excel, PowerPoint, Access; Office Professional Plus 2010+: Microsoft
open license 90116092ZZE1403- 60119850 (Office Professional Plus 2007+ 63451883
®I'bOY BIIO MI'JTY VL Key; Office Professional Plus 2013+ 63451883 ®I'bOY BIIO
MITJTY 22/50 MAK)x

12. Onucanne MaTepPUAIbLHO-TEXHUYECKOH 0a3bl, HEOOXO0AMMOIi 1JIsI IPOBEAeHHs

HpaKTl/I‘IeCKOﬁ MNoArOTOBKHU

MybTUMEMIHAS ayUTOPHUS JJIsl TIPOBEICHUS JICKIIMOHHBIX 3aHIATHI C BBIXOIOM B
HNnTepher.

2. O60pymOBaHHBIN IS TPOBEACHUS MPAKTUIECKUX TPYIIIOBBIX 3aHATHIA
KOMITBIOTEPHBIN KJIaCC ¢ yCTaHOBJICHHBIM 0(ucHBIM obecriedenrem Microsoft Office —

2007 +, Libreofficel6+.

o
e,

Pazpabotunk(n) Atifeerpo O I1. W. laitnenko
JTOKTOp MUCTOPUUYECKHUX HAYK, JOICHT,

npodeccop Kadeapbl UCTOPUIECKUX HAYK U ApXHUBOBEIACHUS
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3aBenyronmii kadenpoit . )
MCTOPUYECKUX HAyK M APXUBOBEIICHUS 4
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CoraacoBaHo: )

JupexTop nHpopMaHOHHO-OUOIHOTEYHOTO_ f .

IIEHTpa - .-'z'&' j/ C. B. Manyxuna
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Hpunoxenne 1

®enepanbHOE rOCY1apCTBEHHOE OIOIKETHOE
00pa3oBaTeNbHOE YUPEXKIEHNUE BHICIIET0 00pa30BaHHUS
«MOCKOBCKHMH roOCy1apCTBEHHBIN JUHIBUCTHYECKHI YHUBEPCUTET»
(®I'bBOY BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

MHIUBUAYAJBHOE 3AJIAHHUE?

(D.U.0O. cmydenma)

CTYIEHTY (hakyjabTeTa

(Haumenosarue axyibmema)

00y4aroierocs 1mo
HANPaBJIEHUIO MOJATOTOBKHU
(ceunaJIbHOCTH)

HanpasnenHocts (mpoduib)
o0pa3zoBaTeIbLHON TPOrpaMMBbl

Kpanuduxanus
JJ151 IPOXOKAEHUSA NPaAKTHKH
(HaumeHo8anue NPAKmMuKu)
C«__»
B IIEPUOJ 20 1. no_ «__» 20 1.
Ne
Coneprxanue 3aaHus
n/m
1. | O3HaKOMHUTHCH. ...
2. | IloaroTOBUTH M MMPOBECTH. ..
3. | IlpoBectu ananms...
4. | OpranusoBars....
5. | OdbopmuTh....
6. |Iloceruts....
7.
8.
9. | K3amuTe NpakTHKH NPEICTABUTD CJIEIYIOIINE TOKYMEHTbI:
Hnousudyanvroe 3a0anue 05 npoxoHcOeHust NPAKmMuKu
1. | /InesHuk npoxoodicOeruss npaKmuxu
2. | Omyem 0 npoxoxcoenuu npaKmuKu
3. | Om3vi6 pykosooumens npaKmuKky om yHugepcumema
4. | Xapaxkmepucmuxy-om3wvl8 pyKo80oOUmes npaKmuKy om op2anu3ayuu

2 Pa3pabarsiBaeTcsi M BBIJIACTCS CTYAEHTY PYKOBOJIUTENIEM IIPAKTUKU OT YHUBEPCHUTETA



5. | Yuebno-memoouueckue ooxymenmsi (Mamepuanvt), no02omosieHHvle 8 X00e

NPAKMuKu

6.
Jlama evidoauu unousuoyanrvHozo 3adanus: " " 20 T
Cpoxk 3awyumsl omuema no npakmuxe: " " 20 1.

PykoBoaMTEb MPAaKTHKH OT BBIMYCKAIOMICH
Kadeapol

(noonucy) (D.U.O.)
« » 20 1.

Ipuioxenue 2

denepalibHOE TOCYAAPCTBEHHOE OI0)KETHOE
00pa3oBaTeNbHOE YUPEKICHHUE BBICIIIET0 00pa30BaHUs
«MOCKOBCKHI rocyJapCTBEeHHbIN JUHIBUCTHYECKUN YHUBEPCUTET)

(®I'OY BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)

JTHEBHUK?

MIPOXOKICHUS TIPAKTUKH
(HaumeHoBaHue NPAKMuUKu)

(D.U.O. cmyoenma)
cTyneHTa ¢akyybTeTa

(Haumerosamue)
oOyyJaromierocs 1o
HaIPaBJICHUIO MTOATOTOBKHU
(cnenuanbHOCTH)
Hanpagnennocts
(mpodun)
oOpazoBaTeabHON
MIPOTPaAMMBI
Keanuduxanus
dopma oOydeHus

(OuHas, OYHO-3A0UHAS, 3A0YHAS)

3 3amnoHsIeTcs CTYACHTOM



VYueOHas rpynmna Ne

PykoBonuTenb npakTuku
OT YHUBEPCUTETA

PYKOBO,Z[I/ITCJ'II) IMPAKTUKH
oT HpI/IHI/IMaIOHICﬁ opraHu3alnuun

(D.U.0., konmaxkmuwlii menegox )

Mecto IMPOXOXKACHUA
IIPAKTHUKH:

(D.1.0., konmaxkmuwiii meneg)oH )

CpoKk NpoX0XKICHUS
MIPaKTHKH: C«_»

(adpec, KoHmaxmHvle mene@onvi)

20 T. oo « » 20 T.

IIponoskenne nHeBHMKA (JIuct 2)

KasienaapHblii ILIAH NPOX0KIEHUs NPAKTHKH

Hara CopeprkaHue BBITIOJIHEHHON PabOThI

OtMmeTka
PYKOBOIUTEIS
MIPAKTUKH OT
NPUHHAMAOIIECH
OpraHu3allu O
BBIITOJIHEHUU
paboThI

4 Benercst cTyIeHTOM 3a KaXKIbIH JICHb IPAKTHKH



OtmeTka
PYKOBOJUTES
MPAKTUKHU OT
Jata ConeprkaHue BBITIOTHEHHON pabOThHI MIPUHUMAIOLLEN
OpraHHU3aIH O
BBIMIOJTHEHUN
paboTHI

(noonuc) (D.U.0. cmyoenma)
« » 20 .

PYKOBOI[I/ITeJ'IB IMPaKTUKH
oT HpI/IHI/IMaIOHleﬁ opraHu3anuvu

(noonucy)

(D.1U.0. pyxogooumerns)
« » 20 r.

Ipuioxenue 3

®enepalibHOE TOCYAApCTBEHHOE OI0KETHOE
o0pa3oBaTenbHOE YUPEKIEHNUE BBICIIIET0 00pa30BaHUS
«MOCKOBCKHH rOCyAapCTBEHHBbIN JUHIBUCTHYECKH YHUBEPCUTET»
(®I'BOY BO MIJIY)
Federal State Budgetary Educational Institution of Higher Education
«Moscow State Linguistic University»

(MSLU)



OTYET®

(O6pasen ohopmiIeHHS TUTYIILHOTO JINCTA)

0 TTPOXOKICHUU

(HauMeHo8aHUue NPaKmuKu)

MPaKTUKHU

CTyJleHTa (haKyJbTeTa

00y4JaroIierocs 1o
HaIPaBJICHUIO MTOATOTOBKHU
(crienMaIbHOCTH)
HanpagsnenHocts
(npo¢un)
oOpazoBaTeIbHON
IPOTPaMMBI
Kpanuduxanus

dopma oOydeHus

VYyebnas rpymnma No

(D.1U.0O. cmyoenma)

(Haumenosamue)

(ouHas, ouHO-3a04HAas, 3A0YHAS)

OTyeT 0 NPOXO0XKICHUHN NPAKTUKHU

(Obpazey oghopmnenuss omuema o npakmuxe)

Mecmo npoeeoenus

5 Odopmitsiercst cTyIeHTOM




npakmuku:

1. KpaTKl/lﬁ AHAJIN3 PE3YyJbTAaTOB IPOXO0KACHUSA MPAKTHKU CTYICHTOM C
YI€TOM MHAUBUAYAJIBHOI'0 3a1aHUS

2. IlpenyioxxeHus U MOKeJTAHUS:

(noonucs) (®.1.0. cmydenma)
« » 20 T




IIpunoxenue 4

®enepanbHOE rOCY1apCTBEHHOE OIOIKETHOE
00pa3oBaTeNbHOE YUPEKIEHNUE BHICIIEr0 00pa30BaHUS
«MOCKOBCKHMH roCy1apCTBEHHbIN JUHIBUCTHYECKH YHUBEPCUTET»
(PI'BOY BO MI'JIY)
Federal State Budgetary Educational Institution of Higher Education
«MoscowState Linguistic University»

(MSLU)

O13bIB®

Ha OTYET I10 MIPAKTUKE
(HaumeHOBaHUe NPAKMUKU)

(D.U.O. cmyoenma)
CTyAeHTa (haKyiabTeTa

(HaumeHosawue)
oOyyJaromierocs 1o
HaIpaBJICHUIO MOATOTOBKHU
(cienabHOCTH)
HanpasnenHocts
(mpodun)
oOpazoBaTeabHON
MIPOTPAMMBI
Keanuduxanus
dopma oOyueHus

(ouHas, 0UHO-3A0YHAS, 3A0YHASL)
VYuebnas rpymma No

6 OdopmitsieTcst pyKOBOAMTENEM TPAKTUKH OT YHUBEPCUTETA



IIpooonxcenue Peyensuu (nucm 2)

1. CBeenusi 0 HAJIN4YKMe OTYETHBIX TIOKYMEHTOB.
JnesHuK npoxoocoenus npakmuxu

Omuem 0 npoxoxicoeHuu npaxKmuku

HHnousuodyanvroe 3a0anue 0is NPOXOHCOEHUS NPAKMUKU
Xapaxmepucmuky-oms3vig pyKogooumeJisi NPAKMuKY Om opeaHu3ayuu
Om3b16 pyKogooumeisi NPAKMUKY Om yYHugepcumema

Yuebno-memoouueckue 0oKymeHmol Uil UHble MAmMepuavl), N0O20MOBIeHHbIE 8 X00e
NPAKMUKU

2 ConepmaHne OTYETHBIX JOKYMECHTOB, IIPCACTABJICHHBIX CTYACHTOM

Ilonnoma ompasitCerHusl xo0a npakmukKu e 0H€8HMK€, cucmemHocms, MmMOYHOCHIb 6
onucanuu, docmoeepnocmb

Kauecmeo omuema o pe3yibmamax npakmuxKu, COCmdaeseierHHo20 CI’I’IVOGHI’I’IOM

Kauecmeo omuemmubix mamepuanos, pa3pa60maHHblx Cl’l’lV@@HWlOM

3. KauecTBO BHINOJIHEHUS HHAUBUAYAJIBHOIO 3a1aHUA
Coomeemcmeue pesyvibmamd, NOoJay4eHH02c0 6 X00¢e 8blNOJIHEHUS. npakmuku, 361()611—11/!}0,
aaHHOJI/lV Ci’l’lV@BHI’I’lV

Obvem u Kauecmeao 6bINOJIHEHUS UHOUBUOYAIbHO2O 3A0AHUS




4.BuiBoj 0
chopmupoBaHHOCTH
KOHTPOJIUPYEMBbIX
KOMIIeTeHUMH (MJIU e€ YacTH).
PexoMeHnayemasi olieHKa:

(omauuno, XOpouio, y0081emeopumevbHo,
HEeYO0081emBopPUMeibHO)

PykoBoauTenb npakTUuKu
OT BBIITyCKaIoIIen Kadeapbl

(noonucy) (D.U.0. pyxosooumens)
« » 201 r.




