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MeTtoauyeckue peKOMEHIAIMHM MO NMPOXOXKIeHHI0 y4deOHoM mpaktuku mo ITM.O1.
«Opranmsanus JOKYMEHTAllHOHHOI0 o0ecredeHUsl yNpaBjieHHs U (PYHKIMOHHUPOBAHUS
OpPraHM3anMu»: METOJNYECKHE PEKOMEHIAIMM COAEPXKAT 3aJaHus MO ydyeOHbIE MPAKTUKHU I10
MEXIUCUUIUIMHAPHBIM ~ KypcaMm, BKIIOYEHHBIM B Moayias IIM.01  «Opranuzanus
JOKYMEHTAIMOHHOTO O0ECIIeYeHUsI YIIpaBIeHHUs U (PYHKIMOHUPOBAHUS OpraHU3aLUN», a TaKKe
PEKOMEHJALMY 10 UX BBINOJNHEHHIO. [IpeaHa3HadeHsl Ui CTyI€HTOB, 00YYaIOMUXCs 110 OYHOM
¢dopme oOyuenus crneuuanbHOcTh 46.02.01 JlokyMeHTalMOHHOE OO€CIeYeHUE YNpaBJICHUS U
apxuBoBezieHue / coct: bakyesa O.H. — OpexoBo-3yeBo, 2018 1.

Metoanyeckie peKOMEHJAlMU COCTAaBICHBI B COOTBETCTBUU C paboueil mporpammon

npodeccuonansHoro Moayist I[IM.01  «OpraHuzamusi JOKYMEHTAIMOHHOTO OOecTieueHus
yrpaBieHUS U QyHKIIMOHUPOBAHUS OPTaHU3AIII.

[Iewaraercs no pelmeHn0 TPEAMETHO-UUKIOBON KOMUCCHH TIPENOAABATENIEH COLMATIbHO-
skonoMuueckux aucruiuing [ TIK I TTY

IIpoToKOI « OT «  » 2018 roga
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10 TIPO®ECCHUOHAJIBHOMY MOJYJIIO

ITPUJIOXXEHUA



IHOACHUTEJIBHASA 3ATIMCKA

VYyeOHast mpakTUKa, €€ OpraHM3alusi € COJEpXKaHHWE, SBISETCS HEOTHEMIIEMBbIM
KOMIIOHEHTOM 00pa3oBaTeIbHON MPOrpaMMbl CPEJHEro MpOo(pecCHOHATBFHOIO 00pa30BaHUS H
HafpaBjiIeHHAa Ha (POpMUpOBaHHE Yy CTYAEHTOB MPAKTUYECKUX MNPOPECCHOHATIBHBIX YMEHHH,
npuoOpeTeHne  MEPBOHAYAIBHOTO  MPAKTUYECKOTO  OMNbITa IO  OCHOBHBIM  BHJAaM
npoeCCUOHABHON ~ JESATEbHOCTH s MOCJIEOYIOIIEr0  OCBOCHHS MMM  OOIUX H
npo¢eCCUOHATBLHBIX KOMIETEHINH 110 N30paHHON CHEeHaTbHOCTH.

B xoz1e mpoxoxk1eHus IPaKTUKU MPOUCXOAUT CUCTEMAaTH3aIus, 00001IeHIe, 3aKpeTIeHue
U yrayOsieHue 3HaHUuM U yMEHHi, popMHpoBaHUEe OOIUX U MPO(ECCHOHATBHBIX KOMIETEHIUH,
nproOpeTeHue MPaKTUYECKOTO OIbITa B paMKax MpOo(eCCHOHAIBHBIX MOYJICH.

B nmaHHBIX METOIMYECKHUX PEKOMEHAALUSAX ONpPENeNIeHbl 3ajaui U CoJepkKaHue y4eOHOU
NOpakTUKU 10 TnpodeccuoHanbHoMy Moayimo [IM.01 Opranusanusi JOKYMEHTallHOHHOTO
obecrieyeHus yrpasiieHus U (yHKIIMOHUPOBAHUS OpTraHU3aIHMH.

VYyeOHast IpaKTHKa MPOBOJUTCS B COOTBETCTBUHU C yUEOHBIM IUIAaHOM Ha BTOPOM Kypce B 4
cemectpe Ha 6aze ['ymanuTapHo-niegarormueckoro komemka [TTY.

Opranuzanus 1 od1Iee pyKOBOJCTBO yUeOHOH MPAKTUKOI OCYIIECTBIIETCS 3aMECTUTEIIEM
IUpEKTOpa MO y4eOHO - TMPOU3BOACTBEHHOW paboTe. PyKOBOACTBO NPaKTUKOH CTYAEHTOB
OCYIIECTBIISIOT MPENOJaBaTeIH CIEIHAIbHBIX JUCUUIUINH — PYKOBOIUTEIH MPAKTUKH.

[IpoaomKUTENBHOCTD IPAKTUKU cOCTaBisAeT — 36 yacoB - 1 Henens.

B xone mpoxoxaeHus MPaKTUKU CTYACHT JOJDKEH BBINOJIHUTH BCE TPEACTaBICHHBIC
3aJlaHns B IIOJIHOM O00OBEME.

Ienp yueOHOM MNpakTHKH: KOMIUIEKCHOE OCBOEHHE OOY4YalolIIMMHCS BCEX BHJIOB
npoeCCUOHATBHON ~ JEATENPHOCTH IO  CHENHMaJIbHOCTH, (OPMHPOBAHHME  OOLIMX H
npoeCCUOHATBHBIX KOMIIETCHIIMH, a TakXke NpuoOpeTeHHe HEOOXOTUMBIX YMEHHH M OIbITa
MPAKTUYECKON pabOTHI MO CIIEHUATBHOCTH.

3agaun: QopmupoBaHHEe y OOyYarOIIMXCS YMEHHH, NMpUOOpEeTeHHE MEepPBOHAYAIBLHOTO
NPAaKTUYECKOTO OMNbITa [0 OCHOBHBIM BHJaM MNPO(ECCHOHAIBHOW JESATETBbHOCTH  JUIS
MOCTIeIYIOIIEr0 OCBOCHUSI UMM OOIIMX U TPO(PECCUOHATBHBIX KOMIIETEHIUH.

B pesynbrare npoxoxaeHus: yaeOHOW NPaKTUKK 00YYarOIIUACs TOJKEH:
® MMeTh NPAKTHYECKHIi ONBIT OPraHU3alNuy JOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPABICHUS U

(YHKIMOHMPOBAHUS OpTraHU3AIHH.
® yMeTh:

MIPUMEHSATh HOPMATHBHBIE ITPABOBbIE AKTHI B YIIPABICHUYECKOH NESTEILHOCTH;

MOJIrOTABIIMBATH MPOEKTHI YIIPABICHYECKUX PEIICHUI;

o0OpabaTbIBaTh TOCTYIAIOIMIME M OTHpaBseMble JOKYMEHTBI, CHCTEMAaTU3UPOBATh WX,

COCTaBJIATH HOMEHKJIATYPY A€l U (POpMUPOBATH JOKYMEHTHI B JIENIa;

TOTOBUTH U IPOBOJUTH COBELIAHMSI, IEIIOBbIE BCTPEUH, IPUEMBI U ITPE3CHTALUH.

PesynbraToM npoxoxaeHus: yueOHOW NPakTUKK B paMKax OCBOEHHs MPO(HeCCHOHAIBHOTO
Moyt  [IM.OI. «Opranuzanyst JOKYMEHTAIIMOHHOTO OO0ECTedYeHus: YIpaBICHUS U
(YHKIMOHMPOBAHUSI OpPTraHU3ALUN» SBISETCA OBJIAJCHHE OOLMMHM M TNPO(HEeCcCHOHAIBHBIMU
KOMIIETECHIIHSIMU.



O0mue KOMIEeTeHIUH

OK 1. IloHumaTh CyIIHOCTP M COLHMAJIBHYIO 3HAYMMOCTbh CBOEH Oynymieil mpodeccun,
IIPOSIBJIATH K HEW YCTOWYMBBIN UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JESTEIHHOCTD, BEBIOMPATh TUIIOBBIE METOJIBI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX 3()()EKTUBHOCT M KaYECTBO.

OK 3. [IpyHuMaTth pelieHusl B CTAaHAAPTHBIX U HECTAaHAAPTHBIX CUTYaLUSAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh THOUCK U HCHOJb30BaHWE WHPOpPMALUU, HEOOXOTUMOW Iist
3¢ (HEKTUBHOTO BBITOJHEHHUS MPO(ECCHOHANBHBIX 3a/1a4, TPOPEeCCHOHATBLHOIO M JMYHOCTHOTO
pa3BUTHS.

OK 5. Hcnonb3oBaTh  MH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTMH B
npoeCcCUOHATBLHON IEATEIIbHOCTH.

OK 6. Paborate B KOJJIEKTUBE M KOMaHAe, 3(P(PEKTUBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, TIOTPEOUTEISIMH.

OK 7. Bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaHIbI (TIOAYMHEHHBIX ), Pe3yJIbTaT
BBIIIOJIHCHM S 3aJaHUN.

OK 8. CamMOCTOATENBHO ONPEAENATh 3a7auu NMPO(hecCHOHANBHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCsA CaMO00Pa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBIIICHHE KBATU(PHUKAIIH.

OK 9. OpueHTHpOBAaTHCS B YCJIOBUSX YacTOM CMEHBI TEXHOJOTHH B MpOoecCHOHATBLHOU
NESTENIHOCTH.

IIpodeccuonanbHbIe KOMIIETEHIIUT

IIK 1.1. KoopaunupoBaTh paboOTy OpraHu3aluy (MIPUEMHOW PYKOBOIUTENS), BECTH NPHEM
[IOCETUTEIIEH.

IIK 1.2. OcymiecTBisTh paboTy MO MOJATOTOBKE U MPOBEICHUIO COBEIIAHMIA, IEIOBBIX BCTPEY,
IIPUEMOB U IIPE3CHTALUN.

IIK 1.3. OcywmecTBisiTh TOATOTOBKY JAEJIOBBIX IOE3A0K PYKOBOAMTENS M JIPYIHX
COTPYJHUKOB OpraHU3aLNH

I1K 1.4. Opranu3oBbIBaTh pabouee MECTO CeKpeTapsi U pyKOBOJUTEIIS.

IIK 1.5. Odopmisath u PErucTpupoOBaTh OpraHU3aLMOHHO-PACIIOPSAAUTENIbHBIE
JOKYMEHTBI, KOHTPOJIMPOBAaTh CPOKH MX UCTIOJTHEHMSL.

IIK 1.6. OO0pabaTbiBaTh BXOASAIINE M HMCXOISIIME JOKYMEHTBI, CUCTEMaTH3UPOBAaTh WX,
COCTaBJIATH HOMEHKJIATYPY A€l U (HOpMUPOBATH JOKYMEHTHI B JI€JIa.

IIK 1.7. CamocrosiTensHO paboTaTh ¢ JOKYMEHTaMHM, COACPKAIIMMHU KOH(HUACHIHATHHYIO
MH(POPMALIKIO, B TOM YHUCIIE C JOKYMEHTAMH I10 IMYHOMY COCTAaBY.

I1K 1.8. OcymiecTBasaTh TenehoHHOE 00CTyKHUBaHNE, IPUHUMATh U NIepeaaBaTh (PaKChl.

IIK 1.9. OcymiecTBiATh MOATOTOBKY A€ K NIEpEJadye Ha apXUBHOE XpaHEHUE.

IIK 1.10. CocTaBiaTh ONMCH J€J, OCYLIECTBIATh MOATOTOBKY J€l1 K IEepelade B apXuB
OpraHM3allM, FOCy1apCTBEHHBIE U MYHULIMIIAIIBHBIE APXUBBI.

IIK 1.11. BeimaBaTh B COOTBETCTBMM C IOCTYHNAIOIIMMHU 3alpocaMHM apXUBHBbIE KOIUU U
JOKYMEHTBI.

TPEBOBAHUA K OPTAHU3AIIMU U ITIPOXOXKJIEHUIO YYEFHOU MPAKTUKH



VYueGHast mpakTuka nmpoBoautcs B ['ymanurapHo-negaroruueckom komemxe [TTY.

I'ymanurapHo-nienarornueckuit komwrex I'TTY:

pa3pabaTbiBaeT M COTJACOBBIBAET C OPraHU3ALUSAMH IPOrpaMMbl TPAKTHKH,
COJZIEpKaHUE U IUIAHUPYEMBIE PE3YJIbTaThl IIPAKTUKH;

OCYILECTBIIIET PYKOBOJACTBO MPAKTUKOM;

KOHTPOJIUPYET pPEAIU3ALUI0 IPOrpaMMbl IPAKTUKM U YCIOBHUS IPOBEACHUS
NPAaKTUKU OPTaHU3aLUIMH, B TOM YHCIIe TpEOOBaHMSI OXpaHbl TPYyAa, 0€30MaCHOCTH
KHU3HEIEATEIIFHOCTH U MOXKapHOI 0e30MacHOCTH B COOTBETCTBHM C MPAaBUIAMU H
HOpMaMmy;

dbopmMupyeT TpyIIbI A1 IPUMEHEHUS TPYNIOBIX ()OPM MPOBEIACHUS IPAKTUKH;
olpenesieT COBMECTHO C OpraHM3alUsAMHU MpOLEeNypy OLEHKH OOIuMX H
npoeCCUOHATBHBIX KOMIETEHIMI 0O0y4YalolIXcsi, OCBOCHHBIX MM B XO7e
MPOXOKJCHUS y4eOHOM MPAKTUKH;

pa3pabaTblBacT M COIJIACOBBIBAET C OpraHU3alusMU (OPMBI OTUETHOCTH H
OLICHOYHBIN MaTepHall IPOXOXKACHUS IIPAKTUKH.

OO0yuaroriuiecs B epuo| MPOX0KICHUS IPAKTHKU 00S3aHBbI:

BBITOJIHATH 33/1aHUS, IPETYCMOTPEHHBIE TPOTPaMMOI IPAKTHKH;
coOmoaTh JEHCTBYIONIME B OpraHM3alMsAX MpaBWIa BHYTPEHHETO TPYAOBOTO
pacriopsika;
co0mo1aTh TpeOOBAHNUS OXPaHbI TPY/Ia U MOKAPHOM 0€30MacHOCTH;
BECTH JTHEBHUK MTPAKTHKH;
COCTaBUTh OTYET IO pe3yJIbTaTaM MPAKTUKH;
0(pOPMHUTH MPUIIOKEHUS K OTUETY.
COJIEP)KAHUE YUYEBHOM NPAKTUKHA

B X0ae€ yqe6H0171 MPAKTUKU CTYACHT BBINIOJHACT MHAWBUAYAJIbHBIC U T'PYIIIOBLIC 3a1aHUA,

MpeyCMOTPEHHBIE TEeMATUYECKUM TUTaHOM (Tadsmna 1.)

Tabnuua 1.
TemaTn4yeckunii m1aH y4eOHON NPAKTHKH
Hamwerosane Coneprxanue yueOHOro MaTepuana Obren
MJIK 4acoB
1 2 3

MK 01.01. | IIK 1.5, TIK 1.6, IIK 1.7 I1IK 1.9, IIK 1.10

«Joxymenranu | Co3ganue OJaHKOB JOKYMEHTOB. 2
OHHOC CocraBienue 1 0popMIICHHE PA3IMYHBIX BUI0B JTOKYMEHTOB. 2
obecneueHue CocraBienue 1 0popMIICHHE PA3INYHBIX BUI0B JTOKYMEHTOB. 2
yHOpaBjICeHUs» | PaboTa ¢ JOKyMEHTaMU KOH(QHICHIIMAIHHOTO XapaKkTepa, B TOM 2

MK 01.02. | gncne ¢ JoKyMeHTaMu 110 JIMYHOMY COCTaBY.

«IIpaBoBoe OdopmiieHre JOKYMEHTOB JUIs IIepejaun Ha apXUBHOE XpaHEHHE. 2
PETYJMPOBAHNC | CocraBieHUE ONMUCEH e MOCTOSHHOTO XPaHEHUs U 110 INYHOMY 2
YHpPaBJIEHYECKO | cocrapy.

17}
NESITEIBHOCTH
MJZIK 01.03 K 1.1, IIK 1,2, TIK 1.3, I[IK 1.4, IIK 1.8




«Opranusanus | CocTaBUTh NEPEYEHb HOPMATUBHO-METOJUUECKHUX JOKYMEHTOB, 2
CEKPETapCKOT0 | PErJaMeHTUPYIOIIHUX JIESTETbHOCTh CEKPETAPCKON CITyKOBI B
00CITy’)KUBaHUS» | OpraHU3aLUH.

CocTtaBuTh cxemMy pabo4ero MecTa CeKperaps U pyKOBOAUTEIIS 2
OpraHu3aIHH.

CocraButh (oTorpaduio pabodero qHS CEKpeTaps. 2
JlaTh XapaKTepUCTUKY U yKa3aThb OCOOCHHOCTH O(hOPMIICHHUS 2
JOKYMEHTOB O HAIPaBJICHUH B KOMaHIUPOBKY.

JlaTh XapaKTepUCTUKY OCOOCHHOCTSIM pabOThI ¢ OOpaICHUIMHU 2
rpakJaaH.

CocraBiieHne oT4YeTa 10 MPAKTUKE. 2

METOJINYEKUE PEKOMEH/IALIMHY K BBITIOJTHEHUIO 3A JAHUIA

3aganus nmo M/IK 01.01 «/lokymeHTaninoHHOE o0ecnieYeHne yIPaBJIeHUD)
u MJ/IK 01.02 «IIpaBoBoe peryJinpoBaHue ynpaBJeHYeCKOH NeATeJJbHOCTH

1. Co3nanne 0JJaHKOB JOKYMEHTOB OPraHU3aluH.

Bo Bpemsi mpoxoAeHus MPAKTUKUM HEOOXOIMMO CO3[aTh pPa3JIMUHbIe BUIBI OJAHKOB
opranuzanuu (OlaHK mHCbMa, OOMMK NPOJOJBHBIN W OOWIMI YrJIOBOW OyaHkW, OJlaHK
KOHKPETHOI'O BUJIa IOKYyMEHTA).

B omyeme neobxooumo ompazums ciedyrwwee:

0COOEHHOCTH COCTABIICHUS OJIaHKOB;

coorBercTBue OnankoB TpeboBanusMm ['OCT P 6.30-2003 w/mam HHCTPYKUUH IO
JIeTIOTIPOU3BO/ICTBY;

NPEJCTaBUTh B MIPUIIOKEHUH K OTYETY COCTABIICHHBIE OJaHKH.

1. AHanu3 moJio:keHus 00 oT/ee 1eJT0NPOU3BOACTBA.

JUJ1s1 BBITIOJIHEHUSI 3TOTO 3a/1aHUsI HEOOXOJMMO O3HAKOMUTBCS C MOJIOKEHUSIMUA 00 OT/IeIe
JEJIONPOU3BOACTBA Pa3IMYHbIX OpraHu3anuil (2-3 opranuszanun).

B omueme Heob6xoOumo TIEPEUUCTUTh (DYHKIUH OTIENa, KOJUYECTBO IITATHBIX
COTPYAHHUKOB, 1aTh OIICHKY, BHIIOJIHIEMbIX UMH 33/a4.

Ecnu B opranuszanuu HeT OTHena AENONpOU3BOICTBA, HEOOXOIMMO YKa3aTh, Ha KOTO U3
COTPYAHUKOB YUPEXKIEHHS BO3JIOXKEHbI OOS3aHHOCTU JAEJONPOU3BOAUTENSI U OpraHU3aluu
JOKYMEHTO000pOTA.

B IIPUJIOKEHUH K OTYETY HEOOXOIMMO MPECTaBUTh aHAIM3.

2. Cocrapiienne u opopMJIeHHE PA3JIMIHBIX BUIOB TOKYMEHTOB.

Bo Bpemst pOX0KACHHUS MPAKTHUKH HEOOXOIUMO COCTABUTh U O(OPMHUTD Pa3IHUHBIC BUIIBI
JOKYMEHTOB (HAIpUMeEp, MPUKA3bl, TPOTOKOJIbI, aKThI, TUCbMa, CITPABKH U T.11.).

B omyeme neobxooumo ompazums ciedyrwee:

0COOEHHOCTH COCTaBJICHUS U O(OPMIICHUS PA3IMYHBIX BUJIOB JJOKYMCHTOBR;

cooTBeTCTBUE O(oOpMIICHHBIX HOoKyMeHTOB TpeboBanumsiMm ['OCT P 6.30-2003 w/unm
WHCTPYKIIUH TI0 JICJIOMPOU3BOJICTRY;

B IIPUJIOKEHUH K OTYETY HEOOXOAUMO MPEACTABUTH COCTABIICHHbBIE JIOKYMEHTHI.



3. Paborta ¢ J0OKyMeHTaMH KOH(PHACHIHMAIBLHOI0 XapaKTepa, B TOM YHcJ/Ie ¢ JOKYyMEHTaMHu
10 JIUYHOMY COCTaBY.
JUsisl BBIOJTHEHHUS 3TOTO 33JaHUsI HEOOXOAMMO O3HAKOMHUTHCSI ¢ HOPMATHUBHBIMH aKTaMH,
PErIaMeHTHPYIOIUMH JeSITeIbHOCTh C JOKYMEHTAMHU, COJAEPKAIIMMHU KOH(UIACHIUAIBHYIO
MH(POPMALIKIO, B TOM YHUCIIE C JOKYMEHTAMH 110 INYHOMY COCTaBY.

B omyeme neobxooumo ompazums ciedyrwuee:

HepeueHh HOPMATHBHBIX AaKTOB, PETJIAMEHTHPYIOHUIMX paboTy ¢ KOH(UACHIMATbHOW
uHpopManue;

HIepeUeHb JIOKYMEHTOB, COJCPKAIIMX KOH(UACHIMAIbHYI0 HH(OPMALIUIO, B TOM YHCIIE
NepCOHANTbHBIC JJAHHBIC;

0COOCHHOCTH PabOThI C KOH(PHUICHIIUATBLHBIMU JTJOKYMEHTAMH B OPTraHU3aIUH.

B npunoxennn HeoOX0MMO MPeICTaBUTh 00pasel (opMbl JOKYMEHTa O HEpa3riIalleHUN
CBEJICHUH KOH(PHICHIMAIBLHOTO XapaKTepa.

4. Odopmiienne TOKyMEHTOB /IJIsl epeAayd HA apXHBHOE XPaHEHHe.

JInst BBIIOJTHEHHS ATOTO 3aJIaHHsl HEOOXOIMMO O(POPMUTH Jiela TIOCTOSIHHOTO XPaHEHHS U
10 JJMYHOMY COCTaBY JUIsl TIEpelayd Ha apXMBHOE XpaHeHUWe ((OopMHpOBaHME Jeja, MOIIIMBKA
7ena, HyMepauus JIMCTOB, O(OpMIIGHHE JHCTa-3aBepuTelisi, opopMiIeHHE OOJOXKKHU [ela).
Heo0xoaumMo 00paTHTh BHUMaHKE HAa HAJTMYHE BCEX PEKBU3HUTOB.

B omyeme neobxooumo ompazums ciedyrwuee:

0co0eHHOCTH 0(OpMIICHUS JIe JJIs TIepeiad Ha apXUBHOE XpaHEHUE;

0COOCHHOCTH (POPMUPOBAHUS JC]T B OPraHU3AIHH.

B npuiioskeHnu k oT4eTy J0JDKHA OBITH MPECTaBIeHa 00JI0KKA JIeNia, BHYTPEHHSISI OMUCH,
JIMCT-3aBEPHUTEIIb JICIIA.

5. CocraBJjieHne onucei Aes1 MOCTOSTHHOTO0 XPAHEHHS M 10 JIHYHOMY COCTaBY.

JUiss BBIMIOTHEHHUS 3TOTO 33/JaHUS HEOOXOJMMO COCTaBUTH OIMCH [€JI TOCTOSIHHOTO
XPaHEHU U 10 JUYHOMY COCTaBY JUIsl IEpeiayuu Jell Ha apXUBHOE XpaHEHUE.

B omuem neobxooumo ompasums ciedyrouee:

HaJM4Me OINHUCEeH JeNl B OpraHu3aluy, KpaillHWe HAaThl, JOKYMEHTOB, Ha KOTOpbIE
COCTaBJIEHBI OIIHCH;

cooTBeTCTBUE OoopmiteHus omucel (hopMa, 3aroJ0BKH A€l U T.1.) OCHOBHBIM MpaBUIIaM
paboThI apXUBOB OpraHU3AIMMA.

B npunoxeHuu K OT4eTy JOJDKHBI OBITH MpEACTaBICHBI O0O0paslibl TOJOBBIX pa3/iesioB
OINHCEH AeJ IOCTOSTHHOI'O XPaHEHUs U 110 JINYHOMY COCTaBy (3a IOCJIETHUH o).

3ananus no npaktuke MJIK 01.03 «Opranusanusi ceKpeTapcKoro 00C,ry:>KHBaHU

1. CocraBieHue nepevyHs HOPMATHBHO-METOIHYECKUX JAOKYMEHTOB,
perjaMeHTHPYIOUIUX AeATeTbHOCTh CeKPEeTAPCKOi CJIyKObI B OPraHU3aIiH.

Jlis BBIIOJTHEHHUSI 3TOTO 33JaHUsl HEOOXOAMMO O3HAKOMHUTBCS CO BCEMH JOKYMEHTaMH,
KOTOpBIE pErJIaMEHTUPYIOT paboTy cekpeTapckoil ciyxObl B opranuzauuu (DenepanbHble
3aKOHBI, IPaBUJIA, TTOJIOKEHUS, METOJMUECKUE PEKOMEHIALINN).



B omueme neobxoOumo T1OCIE W3Y4EHHs INEPEUUCIECHHBIX JOKYMEHTOB HAJI0 JaTb
XapaKTepUCTUKY HOPMATUBHOW 0a3e Mo CiIeayomneMy TUIaHy:

HauMEHOBAHME OpraHU3aluy;

OCHOBHBIE BHUJbl HOPMAaTHBHBIX JOKYMEHTOB, PpEIVIAMEHTUPYIOLIUX JAESITEIbHOCTD
CEKpeTapCcKoil c1yKObl, B TOM YHUCIIE JIOKAIbHBIE HOPMATHUBHBIE AKThI;

PEKOMEHAINH 110 TIONOJHEHNUI0 HOPMATUBHOM Oa3bl.

2. CocTaBuTh cxemMy pado4ero Mmecta ceKperapsi M pyKOBOAMTEJIsI OPraHU3aluH.

I[JI}I BBIINIOJTHCHHUA J3TOI'0 3aJdaHUA HCOGXOIII/IMO HapucCoBaTb CXCMY pa60qer0 MECTa
CCKPLCTaApd U pYKOBOAUTCIIA OpraHU3allui U NPCACTABUTh CXCMBI B OTUCTC.

B omueme neob6xo0umo oTpasuTh 0COOCHHOCTH OpraHMU3aIlK pabodero MecTa CeKpeTapst
" PYKOBOJUTCIIA, ITPOAHATIU3UPOBATD IMOJIOKUTCIBHBIC U OTPULATCIIbHBIC MOMCHTHI.

3. CocraButsh gororpaduio padodero JHsi ceKpeTraps.

JUsis BBITIOJIHEHHSI 3TOTO 3aJaHHUs HEOOXOAMMO COCTaBUTH ¢ororpaduio pabouero aHs
ceKpeTaps, ¢ yKa3aHHEeM BceX BUIOB paOOT B TEUCHHE JIHS M BPEMEHH (B MUHYTaX ), 3aTPaueHHOT0
Ha BBITIOJIHEHUE KaXKI0TO U3 BUJIOB.

B omyeme neobxooumo ompazums ciedywwee:

0COOEHHOCTH OpraHU3aluy pabovero JHs CEKpeTaps;

periiaMeHTalrs BpEMEHU Ha OTACIbHBIC BUIIBI paOoOT;

OTMETUTH BUJIBI ACATEILHOCTH, HA KOTOPBIC 3aTpauyuBaeTCsl HAaMMEHbIIee M HAaHOOJIbIIce
KOJINYECTBO BPEMEHH;

JIaTh PEKOMEH/IAIUH 110 YCOBEPIICHCTBOBAHUIO rpadka paboyero qHs cekpeTapsl.

B npunoscenuu He0oOXOAMMO MPeICTaBUTh (hoTorpaduio padbodero aHs cekperaps.

4. JlaThb XapaKkTepHUCTHKY M YKa3aTb 0CO0OEHHOCTH O(OpPMJIeHHSI TOKYMEHTOB O
HANPABJIEHMU B KOMaHIUPOBKY.

J171s BBITIOJTHEHHUS 3TOTO 3aaHusl HEOOXOAMMO MPOaHATU3UPOBATh JOKYMEHTBI, KOTOPBIC
0(hOpMIISIFOTCS B OpraHU3aIliK TP HATIPABJICHUN COTPYIHUKOB B KOMaHIUPOBKY.

B omyeme neobxooumo ompazums ciedyrwwee:

BUJIBI IOKYMEHTOB, 0()OpMIISIEMbIC ITPH HATIPABJICHUU COTPYIHUKA B KOMaHIUPOBKY;

0c00eHHOCTH 0(OPMIICHUS TOKYMEHTOB;

COOTBETCTBUE OPOPMIIIEMBIX JJOKYMEHTOB, TPEOOBAaHHUSIM HOPMATUBHBIX JOKYMEHTOB.

B npunosicenuu HEOOXOIUMO TPEICTaBUTh KONHMM TIpUKa3a O HANpaBICHUH B
KOMaH/IUPOBKY, KOMaHIUPOBOYHOE YJIOCTOBEPEHHE H CITy:KeOHOE 3a/IaHHe.

5. JlaTh XapaKTepHCTHKY 0CO0EHHOCTSIM PadoThl ¢ 0OpalllCcHUSIMU TPAXKIAAH.

JU1s1 BBITIOTHEHUS 3TOTO 33aJaHUs HEOOXOMMO MPOaHATN3UPOBATh OPraHU3aIHMI0 PadOTHI
¢ oOpallleHUsIMH T'PaXkJlaH B OpraHU3alllu.

B otuere HE0OX0IMMO OTPa3UTH CIIEAYIOLIEE:

BUJIbI OOpallleHni TpaXkIaH;

opraHuzanys npuemMa rpaxnaaH (Hamuuume rpaduka, KTO BeOeT mnpueMm, odopmieHue
IIpreMa rpaXxkaaH);

CPOKH OTBETOB Ha oOpaleHus TpaxaH (COOI0Ial0TCs UIH He COOTIOIA0TCS).

B npunoxxeHnn HeE0OXOAMMO NPEACTABUTH KOMHIO OJHOTO M3 OOpaIleHUH TpakIaH,
KypHaJ perucTpaniy oOpameHuii ¥ 0T4eT 00 UCIIOTHEHNU OOpaIIeHui rpaX/1aH.



6. CocraBiieHHe 0TYeTa IO NPAKTHKe.

OTt4er cocTaBiseTCSI B COOTBETCTBUM C JAHHBIMM METOJUYECKMMH PEKOMEHJALUSAMU U
JIOJDKEH COZIEPKaTh MIPUIIOKEHUS.

[Mocne mpoxokaeHHs NPAKTUKUA CTYAEHT OQOPMIISET TEKCTOBBIM OTYET, B KOTOPOM
0000111aeT pe3yabTaThl MPAKTHKH.

B TexcToBOM 0TUéTE NOIKHBI OBITH OTPAXKEHBI:

- XapaKTEepUCTUKA CITY>KO 1eT0NMPON3BOJICTBA OPTaHU3aAINH, SIBIISIOLIeca 02301 MpaKTUKK
(cTpyKTypa, UCTOpUS CO3/IAHNUSA);

- CBEJICHUS O BBIIIOJHEHUY NPECTABIECHHBIX B IUIaHE 3aJaHUSX;

- COCTaBJIECHHBIE B XOJE MNPOXOXKIEHUS NPAKTUKU JOKYMEHTBI IPEACTABISIOTCS B
MIPUJIOKEHHUSX;

- o0mas oueHKa JeSTEIbHOCTH OpPraHM3alMU IO OpPraHM3aLUU JAEJONPOU3BOJICTBA B
YUPEXKIEHUH.

Otuer nomxeH conepxarh 5-10 MamMHONMUCHBIX JUCTOB, wmpudpt — 14 Kerus,
MEXCTPOUHBIN HHTEpBa — 1,5.

C TEKCTOBBIM OTYETOM CTYAEHT AOJKEH IIPEICTAaBUTh!
- THEBHUK IpoxoxxaeHus npaktuku (ITpunoxenue 1);
- XapaKTEepUCTUKY pYKOBOIUTENS MNPAKTUKH OT OpraHu3auuu (C Ie4aTblo YUYpEeXKIEHUS U

MOJIHUCHI0 PYKOBOAUTENS NPAKTUKHU OT opranu3anun) (Ilpunoxenue 2);

-artectaiinoHHblid TUCT (IIpunoxenue 3).

KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB YYEFHOM NPAKTUKH 110
MNPO®ECCHUOHAJIIBHOMY MOJAVYJIIO

®dopmoii aTTecTaluy 1o MpaxkTHKe ABIseTcs AudPepeHIMPOBaHHBIN 3aUeT.

KoHTpo:1b 1 OlLileHKa pe3ynbTaToB MPAKTUKU OCYLIECTBIIIOTCS PyKOBOIUTENIEM NPAKTUKH
OT KOJUIE/IKa B IMPOLECCE BHINOIHEHUS OOUIMX M WHAMBUIYAIbHBIX MPAKTHUYECKUX 3aJaHHH, U
pa0or.

OcCHOBHBIE TOKa3aTeNN OIEHKH CPOPMHUPOBAHHOCTH MPOPECCHOHATBHBIX KOMIIETCHIIUN
NpEeCTaBICHbI B TAOIUIIE 2.

Tab6numa 2.
Ouenka chopMUPOBAHHOCTH MPO(PEeCCHOHATBLHBIX KOMIIETEeHIIHI
Pe3ynvmamot OcHosHble nokazamenu @opmul Dopmbl u Memoowvl
(oceoennble OUeHKU pe3yiomama omyemHocmu KOHmMpOsa u
npogeccuonanvu OUeHKU
vle
KomnemeHnuuu)
K 1.1. Bnaoenue mexnonozcueti J[HesHuk Haxonumenvnasn
KoopnunupoBats | npuema epasicoar no auunvim | Iopmahonuo oyeHka
paboty 80NpoOCaM. Omuem no pe3yibmamos
OpraHH3aIiH npakmuxe 8bINOJIHEHUS]
(mpueMHOA Bedenue sicyprana Om3bi6 PA3TUYHBIX 8UO08
PYKOBOJUTEIS), pecucmpayuu nocemumere. PYKOBoOUmens OdesimenbHOCMU
BECTH MPUEM AmmecmayuonHwlll | npakmuxke.
MOCETUTEIICH. aucm




Opeanuszayus o#cuoaHus

Oyenka 3awumol

nocemumeeti. omyema no
npakmuxe.
Hcnonvzosanue cexpemapem
smuKema npu npueme
nocemumeeti.
Opeanuzayus oeticmsuii
cekpemapsi no
npeocmasieHur
nocemumereti.
Buvinonnenue npasun npu
npueme oene2ayuti
(UHOCMPAHHDBIX).
ObocHosannocms gvlbopa
dopm u memooos
ungopmuposarus
nocemumerneti 00
UHmMepecyouux ux 60npocax.
IIK 1.2. YeTkoe TUIaHUPOBAHKE [neenux Haxonumenvnas
Ocy1iecTBiIsITh NEATEIIbHOCTH 110 Iopmeonuo oyeHka
paboty 1o CIIEYIOIIUM HampaBiieHussM: | Omuyem no pe3yibmamos
MOJITOTOBKE U MOJATOTOBKA JJOKYMEHTAIUN npakmuxe 8bINOIHEHUS
MIPOBEICHUIO JUTSL COBEIIAHUMN, TETTOBBIX Om3vie PA3TUYHBIX 8UO08
COBCIIIaHUH, BCTpeY, IPUEMOB U PYyKosooumens oesamenbHOCMU
JICIIOBBIX BCTPEY, | MPE3CHTAlUH, Ammecmayuonnbvlli | npakmuxe.
IIPUEMOB U MH(POPMHUPOBAHUE aucm Oyenxka 3awumol
MpEe3eHTAIIHH. Y4aCTHUKOB MEPOTPUSTHUS, omyema no
OpraHH3aIus npaxkmuxe.
TEXHHYECKOTO
obecrieyeHus Oyenxa
MEPOTPHSITHS. pesyabmanos
NPAKMUYECKUX
Oeticmeuil
CcMmyoeHmos.
IIK 1.3. Brnanenue TexHosoruei J{nesnux Hakxonumenvnas
Ocy1iecTBisITh MOArOTOBKH CEKpETapeM Iopmdeonuo oyeHka
MOJITOTOBKY MOE3KU PYKOBOJUTENS U Omuem no pe3yibmamos
JIEJIOBBIX TIOE3/I0K | COCTABIICHUS IPOTPAMMBI npakmuxe 8bINOIHEHUS
PYKOBOJUTENS U | KOMaHIUPOBKH. Om3vi6 PA3TUYHBIX 8UO08
JOPYTHX YeTkoe TIaHUPOBAHHE PYyKosooumens oesamenbHOCMU
COTPYJTHUKOB JeSTEIILHOCTH T10 Ammecmayuonnwvlli | npakmuxe.
OpraHH3aIiH. CIIEIYIOIIUM HANIPABIICHUSAM: | JiUCm

moATOTOBKA NOKYMCHTAIN




JUISL IETIOBOM ITOE3IKH,

Oyenka 3awumol

COCTaBJICHUE OMTUMAJIbHBIX omuema no
YCJIOBHH JIJIS IpOe3/ia K npakmuxe.
MECTY Ha3HAYCHHUS U
PO’KUBAHUS,
oopmienue
KOMAaHIUPOBOYHBIX
JOKYMCHTOB, PETUCTPAIHS U
y4eT KOMaHJIUPOBKH.
[IK 1.4. Onpeoenenue coomsemcmaus | [{negHux Haxonumenvnas
OpraHu3oBbIBaTh | pabouezo mecma Ilopmdghonuo OYeHKa
pabouee mecTo mpebosanuam canumapro — | Omyem no pe3yipmamos
CeKpeTaps u 2UCUCHUYEeCKUX HOPM. npakmuxe 8bINOIHEHUS
PYKOBOJIUTEIIS. Om3vie PA3TUYHBIX 8UO08
ObocHosannocms no0bopa
PYKOBoOumens oesamenbHOCMU
MEeXHUYECKUX cpeocma 6 .
AmmecmayuonHulii | npaxmuxe.
oguce.
aucm Oyenka 3awumol
Bnaoenue mexnonozueri onmuema no
opanusayuu paboue2o Npaxkmuxe.
NPOCMPAanHcmea cexpemapsi u
PYyKogoOumens mpeoo8aHuAM
9P2OHOMUKU
IIK 1.5. Braoenue mexnonozcueti J[HesHuk Haxonumenvnasn
OdopMnsaTs u cocmasneHust Ilopmdghonuo OYeHKa
PETUCTPUPOBATh | OP2AHUBAYUOHHO- Omuem no pe3yipmamos
OPTraHU3AIMOHHO- | PACHOPAOUMENbHBIX npakmuxe 8bINOIHEHUS
PaCHIOPSANTENBH | OOKYMEHMO8, UX Om3vi PA3IUYHBIX 8UO08
bI€ JOKYMEHTHI, peaucmpayuetl u 8e0eHus PYyKosooumens oesamenbHOCMU
KOHTPOJIUPOBATh | KApmoueK KOHmpoJis AmmecmayuonHulii | npaxmuxe.
CPOKH UX UCNOTHEHUS OOKYMEHMO8. aucm Oyenka 3auumol
UCTIOJTHCHUSI. omuema no
npakmuxe.
[IK 1.6. Braoenue npasunamu npuema | /{neenux Haxonumenvhas
OOpabaThiBaTh u obpabomxu nocmynarowux | Ilopmeonuo OYeHKa
BXOJISIIUE U O0OKYMEeHMmO8. Omuem no pe3yipmamos
UCXOJISAIINE npakmuxe 8bINOIHEHUS
Obocnosannocmu
JOKYMCHTHI, Om3vie PA3TUYHBIX 8UO08
cucmemamusayuu
CHCTEMaTH3UPOBA PYyKosooumens oesamenbHOCMU
O0OKyMeHmayuu. .
Th MX, COCTABJISTh AmmecmayuonHulii | npaxmuxe.
HOMEHKJIATYpPY Bradenue mexmonosusmis aucm Oyenka 3auumol
Aenrn cocmaenenus onucu 0en u omdemad no
dbopmupoBaTh HoMeHKAamypbL de npakmuxe.

HAOKYMCHTEI B
Acia.

opeanuzayuu.




K 1.7. Braoenue npasunamu Jneenux Haxonumenvnas
CaMoCTOATeNbHO | 0Opabomku 0OKyMeHmayuu Iopmeonuo oyenKa
pabotath ¢ N0 TUYHOMY COCMAB). omuem no pe3yibmamos
JOKYMEHTaMH, Cobniooenue npasun npakmuxe 8bINOIHEHUS
COJZIepKaIMH KOH@UOeHyuarbHocmu Om3vi PA3IUYHBIX 8UO08
KOH(GUICHIMANBH | uHpopMayuu. PYKOBoOUmens OesamenbHOCMU
Y10 HH(OpMAIIHIO, Ammecmayuonnwvlll | npakmuxe.
B TOM YHCJIC C aucm Oyenka 3auumol
JOKYMEHTaMH TI0 omuema no
JTUIHOMY npaxkmuxe.
COCTaBy.
IIK 1.8. Bnraoenue oowenpunsmoivu | [JHegHux Haxonumenvnasn
OcymiecTBIATh npasuiamu 6e0eHus Ilopmdghonuo OYeHKa
tenedoHHOE menegoHHbIX nepe2ogopos ux | Omyem no pe3yibmamos
o0ciTyXKUBaHUE, peaucmpayuu. npakmuxe 8bINOIHEHUS
MPUHUMATH U Om3vie PA3UYHBIX 8UO08
nepenaBaTh PYyKosooumens oesamenbHOCMU
(axcsl. Ammecmayuonnbvlli | npakmuxe.
aucm Oyenka 3awumol
omuema no
npaxkmuxe.
K 1.9. Brnanenue TexHosoruei Jlnesnux Hakxonumenvnas
Ocy1iecTBiIsITh MOATOTOBKH el K niepenade | [lopmgponuo oyeHka
MOTOTOBKY JIeT K | HA apXUBHOE XpaHEHUE. Omuem no pe3yipmamos
nepenaye Ha npakmuxe 8bINOIHEHUS
apXUBHOE Om3vie PA3TUYHBIX 8UO08
XpaHEeHHeE. PYyKosooumens oesamenbHOCMuU
AmmecmayuonHwlll | npakmuxke.
aucm Oyenka 3auumol
omuema no
npaxkmuxe.
IK 1.10. IIpasunvrHocmos cocmasnenusn | /{nHegHuk Haxonumenvhas
CocraBnsTh Iopmdeonuo oyeHka
OIIHCH JelI, onucu dex. Cobrioderue Omuem no pe3yibmamos
OCYIIECTBIISATh npasun nepedayu  oen 6 npakmuxe 8bINOIHEHUS
noxrotosky gen | “PrH60L Om3vi PA3TUYHBIX 8UO08
K Iepeaye B PyKosooumens oesamenbHOCMU
apXuB AmmecmayuonHvlil | npakmuxke.
OpraHH3aIHH, aucm Oyenka 3auumol
roCy/1apCTBEHHBIC omuema no
u npaxkmuxe.
MYHHIIUITATEHBIC

apXUBBL.




K 1.11. Cobnroodenue npasun Jneenux Haxonumenvnas
BrigaBath B ogopmaenuss nocmynarowux | Illopmegonuo OYeHKa
COOTBETCTBHUH C 3anpocos u OMMemoxK o Ux Omuem no pe3yipmamos
MOCTYMAIOUIUMU | 8bINOJIHEHUU. npakmuxe 8bINOIHEHUS
3arpocaMu _ | Om3vis PA3IUYHBIX 8UO08
Hcnonvzoeanue mexnonozui
apXUBHBIC KON y PYyKosooumens OesamenbHOCMU
cocmaeneHusi Konuu .
U TOKYMEHTBHI. AmmecmayuonHulii | npaxmuxe.
OOKYMEeHMmO8.
aucm Oyenka 3auumol
omuema no
npaxkmuxe.

O6H_II/IC KOMIICTCHI WU OLICHUBAKOTCA B COOTBCTCTBHUU C KPUTCPUAMU, ITPEACTABIICHHBIMUA B

CYILIIHOCTb U
COLIMAJIbHYIO
3HAYUMOCTb CBOEH
Oymymei
npodeccum,
IIPOSIBIIATD K HEU

npodeccuu ans ceds u obmecTna.

AKTUBHOCTb, HHULIUATUBHOCTD
penieHus mpodecCHoHaNbHBIX 331249

tabmuie 3.
Tabnuma 3.
Ouenka cpopMUPOBAHHOCTH NMPO(ECCHOHAIBHBIX KOMIIETEeHIM I
PesyabTaTsl
OcHoBHbIE TOKa3aTeau OeHKH | PopMbl 1 MeTOAbI KOHTPOJISI

(ocBOeHHBIE 001N E

pe3yJbTara U OLICHKH

KOMIIETeHI[UH)

OK 1. o0bsicHeHue crieruduky nmpodeccun | HabIIOACHUE U OLIEHKA
ITonumars U OIIpEAEICHUE BaXKHOCTU npodeccuoHaTbHON

NeSITEIbHOCTH CTY/ICHTA B
nporecce y4eOHol u
IIPOU3BOJCTBEHHOMN IIPAKTUKU
HaOII0ICHUE U OI[EHKA
npodeccrnoHaIbHOM
NeSITEIbHOCTH CTY/ICHTA B

YCTOMYUBBIN npoiecce yueOHOW 1
UHTEpeEC. MPOU3BOACTBEHHOW MPAKTHKH
oleHKa noptdosmo padbot u
JTOKYMEHTOB, MOJIOKUTEIBHBIX
OT3bIBOB [0 UTOTaM
IIPOU3BOJCTBEHHOM IIPAKTUKH.
OK 2. OIIpe/IeIICHUE LIETH U 3a/1a4 CBOEH OLIEHKA pEIICHUs
OpraHu3oBbIBaTh IEATEIbHOCTH; CHTYallMOHHBIX 3a/1a4,
COOCTBEHHYIO orpezaeneHue crnocoboB CaMOCTOSITEIILHOTO
JesITeIbHOCTb, NesTeTbHOCTH; BBITIOJTHCHUS 3aJaHU I
OIIPENIENIATh METO/IbI | BBIOOP U IPUMEHEHHUE METO/IOB U
U CTIOCOOBI CIOCOOOB pELICHHS OLICHKA PeIICHUS
BBITTOJTHEHUSI npodeccHoHaIbHBIX 3a/1a4 B CHTYallMOHHBIX 3a/1a4,
npodecCHOHANBHBIX | 00TacTH; CaMOCTOSITEJIbHOT'O

3a4a4, OCHUBATh UX

CaMOCTOATCIIBHOC OCYIICCTBIICHUC

BBIIIOJIHEHUS 3aJaHuN

3¢ (HEeKTUBHOCTD U NEeSTETbHOCTH.
KaueCTBO.
OK 3. Pemath - IPOBOAUTH ITUATHOCTUKY - DKCIIEPTHAs OLICHKA PELICHUS




pooIeMBl,
OLICHUBAThb PUCKU U

CUTYaLUH;
- OIIPEACIIATH aICKBATHBIC BAPUAHTHI

CUTyallUOHHBIX 3a/4a4;
- OKCIICPTHAA OLICHKA

NPUHUMATD pelIeHHsI BOZHUKAIOMIMX MPO0JIeM; | OCYIIECTBICHHUS BUIOB
peleHus B - BBISIBJIATH BO3MOXHBIE PUCKH; NesITeIbHOCTH B TIpoIiecce
HECTaHIapTHBIX - 000CHOBBIBAThH IPUHATHE PEUICHUS | yUeOHOM U IPOU3BOJICTBEHHOM
CUTYyaIHsX. MPAKTUKH.

OK 4. - 0TOOp U UCTOJIB30BAHUE - DKCIIEpTHAsI OLIEHKA PELEHUS
Ocy1ecTBisTh uHpopmanuu 1715 3¢ HEeKTUBHOTO CUTYallMOHHBIX 3a/1a4;

MIOUCK, aHAJIN3 BBITOJIHEHUS TPO(HECCHOHATBHBIX - DKCIEepTHAsI OIICHKA

OLICHKY 3aja4, Npo(ecCHOHANBHOTO U OCYILIECTBIICHHS BUJIOB
uHpopManuy, JMYHOCTHOTO PAa3BUTHUS IEATEILHOCTU B IIPOLECCe

HEO0OXOTUMOM IS
MOCTAHOBKH U
peleHuUsI
podecCHOHATBEHBIX
3ajad,
npodeccrnoHaIbHOTO
Y JINYHOCTHOTO

y4eOHOW U TPOU3BOACTBEHHOMN
MPAKTUKH

pa3BUTHSL.
OK 5. npeacTaBiIeHre HHPOPMALIUH B OLIEHKA pEIICHUs
Hcnonb3oBath JOCTYITHOM BUJI€ JJISl IPYTHX CUTYaIlMOHHBIX 3aJ1a4
MH(POPMALMOHHO- NIPaBUIBHOCTH BBIOOpA U

KOMMYHUKAIIMOHHBIE | TIPUMEHEHUS JINIEH3NOHHOTO

TEXHOJIOTUU JIA
COBCPUICHCTBOBAHUA
npodeccrnoHaIbHOM
ACATCIIBHOCTH.

IPOrpaMMHOTO 00eCTICUeHHS IPU
oopMIIeHUN TOKYMEHTAIIHH,
HEOO0XOIUMOM JJIs1 OCYIIECTBICHHS
npodecCHOHaIBbHOM ACATEIILHOCTH

OLICHKA CAMOCTOSTSIILHO
o OpMIICHHOH TOKyMEHTAIIUH.

OK 6. Pabotats B
KOJIJIEKTUBE U
KOMaHJIE,
obecneuuBaTh ce
CIIOYEHUE,
3pPEeKTHBHO
001IaThCs ¢
KOJIIETaMH,
PYKOBOJICTBOM,
MOTpeOUTENIMU

0ecKOH(IUKTHOE O0IIEeHNE C
COTPYIHHKAMH, CTOSIIIUMH Ha
Pa3HBIX CTYINEHSX CIYKEOHOM
JICCTHHIL;
apryMEHTHPOBaHHOE
Npe/ICTaBlICHHE U OTCTAWBAaHHE
CBOET0 MHCHUSI.

co0JII0IeHNEe TIPaBUIT JIETTIOBOM
KYJIbTYpBI IPU OOILEHUH C
KOJUIETaMH, PYKOBOJICTBOM,
KJIMEHTaMHU

HAOJIIOIEHUE U OLIEHKA B
MIPOLIECCE OCYIIECTBICHUS
IPYNIOBOM AEATETFHOCTH
HAOJIIOIEHUE U OLIEHKA B
MIPOLIECCE OCYIIECTBICHUS
IPYNIOBOM AEATETFHOCTH
HAOJIIOIEHUE U OLIEHKA B
MIPOILIECCE OCYIIECTBICHUS
TPYNIOBOM AEATETFHOCTH

OK 7. CtaBuTh
[eJTH, MOTHBUPOBATh
EeITEIbHOCTD
[MOIYNHEHHBIX,
OpPraHHU30BHIBATH U
KOHTPOJIHPOBATH UX

- IPOSIBJIEHUE OTBETCTBEHHOCTH 32
paboTy MOAYNHEHHBIX, PE3YJIBTAT
BBIIIOJIHEHUS 3aJaHUN

- OKCTIEPTHASI OI[EHKA PEIICHUS
CUTYaIlMOHHBIX 3a]1a4;

- OKCIIepTHAs OlIEHKA
OCYIIECTBIICHUS BUIOB
JesITeIbHOCTH B TIpoIiecce
y4e0HOU U TPOU3BOJACTBEHHOMN




paboTy ¢ MPUHATHEM MPAKTHKH
Ha cebs
OTBETCTBEHHOCTH 32

pe3yJabTar
BBITTOJIHEHUS

3aJaHuH.

OK 8. CaMOCTOSITENILHOE IJIAHUPOBAHUE oleHKa noprdosmo padbot u
CamocTosATeNnbHO 00yYaroIUMHUCS MTOBBIIICHUS JTOKYMEHTOB

OIIPEAEIATh 33a7ja4l | IUYHOCTHOTO U
poeCCUOHATBHOTO | TPO(PECCHOHATIBLHOTO YPOBHSI.

U JINYHOCTHOTO aJIeKBaTHOCTh CAMOKOHTPOJIS ITPH
pa3BUTHA, TUTAHUPOBAHUH TTOBBIIICHUS OLIEHKA CaMOaHaJIH3a
3aHUMATHCSI KBaTU(DUKAIIH

camMo0o0pazoBaHUEM,

OCO3HaHHO

TUTAHUPOBATh

MIOBBIIIICHUE

KBTA(DUKATIAH.

OK 9. BT - IPOSIBJICHUE UHTEpeca K - DKCIIEPTHAs OLICHKA PELICHUS
TOTOBBIM K CMEHE WHHOBAIMSIM B 001aCTH CUTYallMOHHBIX 33]1a4;
TEXHOJIOTUH B npoeCCUOHATLHOMN IEATENILHOCTH | - OKCIIEPTHAsS OLIEHKA
npodeccuoHaTbHON OCYILIECTBIICHHS BUJIOB
JeSTeIbHOCTH NesITeIbHOCTH B TIpOIiecce

y4eOHOU U TPOU3BOACTBEHHOMN
MPAKTUKH

PesynbTaThl MPOXOXKIEHUS TPAKTUKA ©  caadd  auddepeHImpoBaHHOTO — 3a4yeTa

OIIEHUBAIOTCS 10 MATHOAIUILHON CUCTEME.

OyenKka «OMIUYHOY:

- Hanuuue B moptdonro u oTdere CTyAEHTa MOCIEAOBATEIHHOIO U OOCTOSTEIHHOTO aHAIHM3a
OpTraHHU3AINH U TEXHOJIOTHH PAabOTHI C JOKYMEHTAMH.

- AHanu3 He MOJMEHSETCS TEOPETHUSCKUMH CBEJICHUSIMU U3 YYeOHHKA.

- CrpykTypa u coqepkanue mopTdoaruo COOTBETCTBYIOT CTPYKTYPE U COACPKAHHUIO MPOTPAMMBI
MIPAaKTUKH.

- Bce 1OKyMeHTHI, TpeACTaBlICHHBbIE B MOPTHONMO CTYIACHTA, WUIIOCTPUPYIOT €ro
TEOPETUYECKHE U HOPMATUBHO-TIPABOBBIC TOJIOKEHUsI 00 OpraHU3aIy JIEIOMPOU3BOJICTBA B
OpraHu3alLuu.

- Bce npeacraBiieHHbIE MaTEpUAIIBI OTHOCSTCS K OpraHu3alyy, B KOTOPOU IPOXOAuUa MPAaKTUKA.

- Tekct ordyera HamucaH B COOTBETCTBUU C TPEOOBAHUAMU OQPHUIIMAIBLHO-IEIOBOTO CTHIIS
PYCCKOTO JIUTEPATYPHOTO SA3BIKA.

- Hanuuue 3an0JIHEHHOTO JHEBHUKA MPAKTUKU C OTMETKAMH PYKOBOJMTEINS OT OpraHU3aluu.

- Hanwnume xapakTepUCTUKU KAa4ECTBO BBIOJIHEHUS PabOT B COOTBETCTBHH C TEXHOJOTHEH U
(unn) TpebOBaHUSAMHU OPTaHHU3AIUH, B KOTOPOH MPOXOAKIa MPaKTHKA.

Oyenka «xopouwiox:

- TekcToBBI aHAMU3 OPTraHU3ANUA W TEXHOJOTMH Pa0OTHI C JTOKYMEHTaMH HEIOCTATOYHO

IIOCJIEAOBATENLHBIA U 00CTOSTEIHHBIH.



AHanu3 He MOIMEHSETCS TEOPETHYSCKUMU CBEACHUSIMU M3 yUeOHUKA.
CrtpykTrypa u cojepkaHue NOPT(OIUO TPEACTABICHO pa3pO3HEHHO, HO COOTBETCTBYIOT
CTPYKTYPE U COJICPKAHUIO IPOTPAMMBI TIPAKTHKH.
Bce 1OKyMeHTBI, TIpeACTaBICHHbIE B HOPTHOIMO CTYACHTA, WUIIOCTPUPYIOT €TI0
TEOPETHYECKHE ¥ HOPMATHBHO-IIPABOBBIC MOJ0XKEHHsI 00 OpraHM3aIliy JEIONPOU3BOJICTBA B
OpraHH3aLuH
Bce npuiioxkeHust OTHOCATCS K OpPraHU3aluK, B KOTOPOH MPOXOIuiia MPAKTHUKA.
Tekct ordera COOTBETCTBYET TpeOOBAaHUSM OQPHIMAIBLHO-ICIOBOIO CTWIS PYCCKOTO
JUTEPATYPHOTO S3BIKA.
Hanuuue 3amoaHeHHOTro THEBHUKA MPAKTUKU C OTMETKAMHU PYKOBOIMTEISI OT OpraHU3aIIHH.
Hanmuume XapakTepuUCTUKU Ka4eCTBO BBITIONIHEHHs pabOT B COOTBETCTBUH C TEXHOJIOTHEU U
(vm) TpeOOBAaHHUSMH OPraHU3AIMHU, B KOTOPOW MPOXOAMIA IPAKTHKA.
O1reHKa «yJOBICTBOPHTEILHO:
TekcToBbIli aHANM3 OpraHU3allMd W TEXHOJOTMH pPabOTBl C JIOKYMEHTaMH IOJIMEHEH
TEOPETHYECKUMU CBEACHUSIMU M3 YUCOHHUKA.
B TekcTe oTyeTa NPUCYTCTBYIOT CCHUIKH Ha OTACIBHBIC JOKYMEHTBI OPraHU3aI1H SBIISFOILCHCS
0a300 MpaKTHKH.
Bce npuiiokeHust OTHOCATCS K OpPraHU3aliK, B KOTOPOH MPOXOIUiia MPAKTHUKA.
B Tekcre oTueTa OTCYTCTBYET O(UIMAIBEHO-ICIOBOM CTUIIL PYCCKOTO JIMTEPATyPHOTO SI3bIKA.
Hanmuuue nHEBHMKA NMPAKTHKH C OTMETKAMHU PYKOBOIUTENS OT OPraHU3alllH, 3arOJHEHHOTO
CTYJICHTOB HECBOEBPEMEHHO U C OLTHOKAMH.
Hanuuue xapakTepUCTHKH OT OpTraHU3aIUH.

Oyenka «1ey0081emeopumenbHoy:
TekcToBbIii aHANIW3 OpraHW3allMd W TEXHOJOTMHM pabOThl C JIOKYMEHTaMH IOJMEHEH
TEOPETHYECKHMH CBEJACHUSIMH U3 YICOHUKA.
B Tekcre oTueTa OTCYTCTBYIOT CCBUIKU HA JIOKYMEHTHI.
He Bce TOKYyMEHTBI OTHOCSITCSI K OpraHU3alMU, B KOTOPOW MPOXOAMIA PAKTHKA.
Tekcr oTyera HE COOTBETCTBYET TPEOOBAHHMSAMHU O(DUIMATBHO-IEIOBOTO CTHIISI PYCCKOTO
JHUTEPATYPHOTO SI3BIKA.
OTcyTcTBHE 3aMI0JTHEHHOTO THEBHUKA MTPAKTUKH C OTMETKAMHU PYKOBOAUTENS OT OpPraHU3allHu.
OTcyTcTBHE XapaKTEPUCTUKU OT OpraHU3alNY.



MHNPUJTOKEHUA

I[MPUJIOXEHUE 1



MunucrepcrBo o0pazoBanns MoCKOBCKO# 00/1aCTH
I'OY BO MO «l'ocynapcTBeHHBII TYMAHUTAPHO-TEXHOJIOTMYECKUI YHUBEPCUTET)
aITTYy)
I'yMaHuTapHO-TIEAATOrHYECKHI KOJLIEIK

JHEBHUK ITPAKTUKHU

OBYYAIOHUIEI'OCHA

CIHIEHMAJIbBHOCTD

KYPC I'PYIIIIA

B ITPAKTHUKHA

ITEPUO/ ITPAKTHKMH 110 IIM 01

MECTO ITPOXOXJAEHMA ITPAKTHUKHN

. OpexoBo-3yeBo
201 r
PYKOBOIUTEJIb [TPAKTHUKHM OT KOJUJIEIDKA



JOJIZKHOCTB q)aMI/IJII/ISI UMda OT4YECTBO

PYKOBOIUTEJIb ITPAKTUKH OT ITPEAITPUATIA (YUPEXIEHU A, OTAHU3AILIMN)

JOJIZKHOCTB q)aMI/IJII/ISI UMda OT4YECTBO

ITPUBLLT HA TIPEAITPUATHUE (B VUPEXIEHUE, OTAHU3ALIMIO)

« » 20 L.

Ionmuce
M.IIL.

YBbUI C ITPEAITPUATUE (M3 YUYPEXIAEHM A, OPTAHU3ALIMN)

« » 20 L.

Ionmuce
M.IIL.

KAJIEHJAPHBIN IVIAH ITPOXOXKJIEHUA ITPAKTUKH



Jlara

Buabl 1 KpaTkoe coiep:kaHue BbINOJHAEMbIX padoT

Ioanuch
PYKOBOIUTEJIA
NMPAKTUKHU

I[MPMJIOXXEHUE 2.




MunucrepcrBo o0pazoBanns MoCKOBCKO# 001aCTH
I'OY BO MO «l'ocynapcTBeHHBII TYMAHUTAPHO-TEXHOJIOTHYECKHII YHUBEPCUTET)
aITTYy)
I'yMaHuTApHO-TIEAATOrHYECKHI KOJLIEIK

OTYET
IO YYEBHOM ITPAKTHUKE
no IIM 01. «Opranu3anusi JOKYMEHTAIMOHHOI0 o0ecleYeH!s YIPaBJEeHUs 1
GYHKIUMOHUPOBAHUSD)

OObyuaromierocst

CroennaiabHOCTh

Kypc rpymnmna

Bupg npaktuku

IIepuon mpakTuku

MecTto npoxokaeHus MPaKTUKU

PykoBogurens
MPAKTUKH OT KOJUIEIKA

JlomKHOCT (haMHITHSI UMSI OTYECTBO
PykoBogurens
IIPAKTUKY OT IPEANpUATUS
(ydpexneHus, opraHu3aLim)

JIOIDKHOCTB (haMUITHSI UMSI OTYECTB

. OpexoBo-3yeBo
201 r

[NPMJIOXEHME 3



MunucrepcrBo o0pazoBanns MoCKOBCKO# 00/1aCTH
I'OY BO MO «l'ocynapcTBeHHbII TYMaHUTAPHO-TEXHOJIOTMYeCKHI YHUBEPCUTET)
aITTYy)
I'yMaHuTapHO-TIEAATOrHYECKHI KOJLIEIK

ATTeCTAMOHHBIN JTUCT y4eOHOH NMPAKTHKHU
no [IM 01«Opraauzanus JOKYMEHTAIMOHHOIO 00eCIIeUeHNsI VIIPABJIEHUS 1
(O VHKIIMOHUDPOBAHUSD)

DUO
Kypc rpymnmna
CrnenuaibHOCTh

Mecto npakTuku
Ilepuon npaktuku no [IM 01
Buzst paboT, BHITIOHEHHBIE CTYACHTOM BO BpeMs IPAKTUKU

Dopmupyemvie Buowi svinonnsiemvix pabom Konuuecmeo oyenka /3auem
OK u IIK 4acoe

HrTroro

Hmoecosas OY€EHKa

oughghepenyuposannvlii 3auem /3auem
Jama «__ » 201 r

Pykosooumenv npaxmuxu

(noonucw) (DUO pyrosooumens
NPAaKmuKu om KoJLeoxHca)

[NPMJIOXEHUE 4



XapakrepucTiuka

Brigana oOygaromieiics

(pamunus, UMsi, OTIECTBO)

Haxoausuiencs B mepuon ¢ « » 20 L. TI0 « » 20 I. Ha
IIPOU3BOACTBEHHON npakTtuke 1o Moaymo [IM 01 «Opranusanus 10KyMEHTalnOHHOIO
obecriedeHus yrpaBieHHUs U (yHKIMOHUPOBAHHS OPTaHU3ALIUN

B

(HauMeHOBaHUE NOJPA3ACIICHHS U OPTaHU3ALIUN )
o crienaibHoCcTH / ipodeccun 46.02.01 «/Joxymenmayuontoe obecneyenue ynpasieHus u
apxusoseoenue»

AJMHMHUCTpAIUsl OpraHU3alliK YAOCTOBEPSIET CIEAYIOIINE CBeIeH s 00 o0ydaromeiics:

1. Ilpomuta HHCTPYKTaX IO OXpaHe Tpyda « _ » 20 L.
2. BeimonHsiemMbie paboOThl BO BpeMsl IPOXOKICHHUS IPAKTUKHU, UX Ka9eCTBO

3. TpynoBasi AMCHUIUIMHA

(oTiMuHasz, Xopolas, Iioxasi)
4. Hanuuue noompeHuil, B3bICKaHUN

(HeT; ecu €cTh, TO KaKue)

5.01eHKa 3a IPaKTUKY
(OTIMYHO; XOPOIIIO; YIOBICTBOPUTEIHHO; HEYIOBICTBOPUTEIHHO - €CJIH [0 UTOTaM MIPAKTHKHU
g GepeHIIMPOBAHHBIN 3aUeT 3aU4TEHO/HE 3aYTEHO - €CJIH [0 UTOTaM MPAKTHKH 3a4eT)

PykoBoauTesp IPakTUKKA OT OPraHU3aLUU

JloiKHOCTD (haMHITUS. UMS OTYECTB

MII



