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IMACHOPT ITPOI'PAMMBbI MMPOU3BOICTBEHHOM MPAKTUKHA MPO®ECCHOHAJIBHBIX
MOAYJIEH

1.1. Ob6aacTh NpUMeHEeHUS IPOTPAMMBI:

Pa6ouast mporpamma npousBoctBeHHon npaktuku 11101 npodeccnonanbHOT0 MOTYIIS
I[IM.02 «/lokyMEeHTHpOBaHHE U OpPTaHU3AIMOHHAs 00pabOTKa TIOKYMEHTOB»  SIBIIICTCS YaCThIO
IPOTPaMMBbI IMOATOTOBKH KBAM(UIIMPOBAHHBIX padounx, ciyxammx ([IIIKPC) B coorBeTcTBHM C
benepanbHBIM rOCy1apCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM CPETHETO MPO(PEeCcCCHOHAIBHOTO
obpazosanus (PI'OC CIIO) no npodeccund6.01.03 Jlenonpon3BoauTeNb YaCTU OCBOCHHUS BUIA
JIeATEIbHOCTH:

¢ JlokyMEeHTallMOHHOE 0OecIeyeH e e TEIIbHOCTH OPraHu3alii U COOTBETCTBYIOLIUX

npodeccuonanbubx komnereHui (11K):

IIK 1.1. [IpuHMMaTh U perucCTpUPOBATH MOCTYMAIOIIYI0 KOPPECTOHACHIIUIO, HAITPABIISTH €€
B CTPYKTYPHBIE [10Apa3/I€I€HNs OpraHUu3aluy.

I1K 1.2. PaccmatpuBaTh JOKYMEHTHI U IIEpeaBaTh UX Ha UCIIOJIHEHUE C YYETOM PE30II0LUU
PYKOBOAMTEINIEH OPraHU3aLUH.

1K 1.3. OdopmIsATs perucTpamoHHbIe KaPTOUYKH U CO3aBaTh OaHK JaHHBIX.

I1K 1.4. Bectu KapTOTEKy yueTa IPOX0XKACHUS JOKYMEHTAIbHBIX MaTEPHUAJIOB.

I1K 1.5. OcymiecTBiasTs KOHTPOJIb 3a IPOXOKIACHUEM JOKYMEHTOB.

[IK 1.6. OTnpaBisTh UCTIOIHEHHYIO JOKYMEHTALIMIO aipecaTaM C IPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKU.

1K 1.7. CoctaBnsTh 1 0hOpMIIATH CITY’)KEOHBIE TOKYMEHTHI, MaTEePUAIIbI C UCTIOIB30BaHUEM
(bopMyJIIpOB TOKYMEHTOB KOHKPETHBIX BHUJIOB.

[IpakTuka 6a3upyercs Ha OCHOBE PaHEEe MOJTYyUYEHHBIX 00yUYaIOIIUMHKCS 3HAHUN 110 y4eOHBIM
JUCIUILIMHAM U PO ECCHOHATBHBIM MOTYIISIM.

IIpu yrpo3e BO3HHMKHOBEHMs M (WMJIM) BO3HUKHOBEHHMH OTJENbHBIX YpPE3BbIUANHBIX CHUTYyalluii, BBEJAECHUU
peXuMa IMOBBIIICHHOW T'OTOBHOCTU WM YpEe3BbIYAWHOM CUTyallUM Ha Bcell Teppuropuu Poccuiickoit
®enepanuu 1100 Ha €€ YacTU peaiu3anus padouyeill mporpaMMbl MPAKTUKU MPOPECCUOHAIBHOIO MOAYIIS
MOJKET OCYIIECTBJIATHCS C MPUMEHEHHEM HJIEKTPOHHOIO OOYYeHHs, JUCTAHIIMOHHBIX 00pa30BaTEbHBIX
TEXHOJIOTHH.

1.2. Ilesu ¥ 3a1a44 NMPOU3BOICTBEHHOI MPAKTHKH — TPeOOBAHMA K pe3y/JbTaTaM 0CBOECHHA
NPOU3BOJACTBEHHON NPAKTHKMH:

C uenblo OBIAACHUA BUAOM JieATeNbHOCTH: JlOKyMeHTanHOHHOe o0ecnedyeHune
AeATeJbHOCTH OpraHu3auuu u coorsercTByromumMu I1K B Xone ocBoeHns mpou3BOJACTBEHHON
NPAaKTUKUA 00yYarOIUICS TOJKEH:

HMeTh NPAKTUYECKUH ONbIT:

° JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs JICSITeIbHOCTH OpraHu3aIlii.
yYMeETh:
° NPUHUMATh, PETUCTPUPOBATD, YUYUTHIBATH ITOCTYNAOIINUE JOKYMEHTHI;
° MPOBEPATH MPABIIILHOCTH 0(DOPMIICHHS TOKYMEHTOB;
° BECTH KapTOTEKY y4ETa IIPOXOKAECHUS JTOKYMEHTAIIbHBIX MATEPUAIIOB.
3HATh:
. OCHOBHBIE MONOXKEHUS ENMHON roCcy1apCTBEHHON CHUCTEMBI AETONPOU3BOACTBA;
° BHUIBI, PYHKIIMU JOKYMEHTOB, TPAaBHJIa UX COCTABJICHUS M 0(OPMIICHHUS;
° MOPSIAOK IOKYMEHTUPOBaHUST WHOOPMAITMOHHO-CITPABOYHBIX MAaTEPHAIOB;
° MpaBUJIa JICJTOBOTO ITUKETA U JIEJIOBOTO OOIICHUS.



Llenpl0 TPOM3BOJCTBEHHON TPAKTHKH SBISETCS NPUOOpPETEHHE TPAKTHYECKOTO OIIbITa,
HE00X0MMOT0 JUTsi POPMUPOBAHUS Yy O0yUarOMIMXCs MPO(hecCHOHATBLHBIX KOMICTCHIIUN, Pa3BUTHS
06H_[I/IX KOMHGTCHLH/Iﬁ B paMKaX KOMIIJICKCHOI'O OCBOCHHA BHOOB ACATCIBHOCTH B COOTBECTCTBHUHU C
tpedoBanusimu ®I'OC CIIO.

3amayamMu  MPOW3BOJACTBEHHON TPAKTUKH SBISIFOTCS: OOOOIIEHHE | 3aKperuieHue
TEOPETUYCCKUX 3HAHHM, TOJYYCHHBIX OOYYAIOIIUMKCS B Iepuoja oOyueHus, (GopMupoBaHue
NPaKTUYECKUX YMEHHUH, NPHOOpPETeHHE NEPBOHAYAIBLHOTO MPO(ECCHOHAILHOTO OIbITa T10
npodeccum.

1.3. Kosin4ecTBO 4acoB HA 0CBOeHHeE MPOrpaMMbl Mpou3BoacTBeHHOH mpakTuku IT11.01:

B pamkax ocBoenwus [111.01 — 72 yac.



1. PE3YJBTATBHI OCBOEHUS ITPOT' PAMMBI ITPONU3BOJCTBEHHOM IPAKTUKH

Pe3ynbpTaToM 0CBOSHHS MPOTrpaMMbl TPOU3BOICTBEHHOM TPAKTHKH SBJISCTCS OBJIAICHUE
00yJarOIUMUCS BUIOM JCSITEILHOCTH:

¢ JlOKyMEHTAIIMOHHOE 00ECIICYCHHE ICATSIIBHOCTH OpPraHUu3aluy.

¢ JIOKyMEHTHUPOBAHUE ¥ OPraHU3alMOHHAs 00padoTKa JOKYMEHTOB.
B ToM yuciie 11K u OK:

Kon HaumeHnoBaHue pe3yJbTaTta 00yueHHst
IIK 1.1. [IpyHMMaTh U peruCTPUPOBATH MOCTYMAIOIIYIO KOPPECHOHACHIIUIO, HAITPABIIATH €€ B
CTPYKTYPHBIE IMOAPA3ACICHUS OpPraHU3aLHH.
IIK 1.2. PaccmaTpuBaTh JOKYMEHTBI U MEPEIaBaTh UX HA UCIIOJHEHUE C YYETOM PE30TIOLINHU
PYKOBOAMTEIIECH OpraHU3aluy.
[1K 1.3. OdopMasTh perucTpaioHHble KApTOUKH U CO3AaBaTh OAHK JaHHBIX.
I1K 1.4. Bectu KapTOTEKy yueTa IPOXO0XKACHUS JOKYMEHTAIbHBIX MaTEPHUAJIOB.

[1K 1.5. Oc ymiecTBasiTh KOHTPOJIb 32 MPOXOKACHHUEM JIOKYMEHTOB.

I1K 1.6 OTnpaBisaTe UCIIOJHEHHYIO JOKYMEHTALUIO aJpecaTaM ¢ IPUMEHEHUEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKH.

I1K 1.7. CoctaBasath 1 ohOpMIIATh CIIy>KEOHbIE TOKYMEHTBI, MaTepUaJIbl C UCIIOJIb30BaHUEM
(bopMyISIpOB TOKYMEHTOB KOHKPETHBIX BUIOB.

OK 1. IloHumarp CyniHOCTh U COUAIBHYIO 3HAYMMOCTh OyIyliel mpodeccuu, MposBIIsTh K
HEW YCTOMYMBBIA UHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTENIbHOCTb, UCXO/IS U3 LIEJIU U CIIOCO00B €€
JOCTUKEHMSI, OIIPECIIEHHBIX PYKOBOIUTEIEM

OK 3. Ananu3upoBaTb pabouyro CUTYaIHIO, OCYIIECTBIIATh TEKYILIMHA U UTOTOBBIN KOHTPOJIb,
OLIEHKY M KOPPEKLUIO0 COOCTBEHHOM JEATEIIbHOCTH, HECTH OTBETCTBEHHOCTD 32
pe3yabTaThl CBOEH PabOTHI

OK 4. OcyecTBiATh NOUCK HHPOPMALIMU, HEOOXO0AUMOMN 1151 3P PEKTUBHOTO BHITOTHEHUS
npodeccnoHaNbHbIX 3a7a4

OK 5. Ucnonb3oBath HHOOPMALIMOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTUU B
poeCCHOHATIBHOM 1eATENbHOCTH

OK 6. Paborats B komMaH]ie, 3 PEKTUBHO 0OIIATHCS C KOJUIETaMH, PyKOBOJCTBOM, KIIMEHTaMU

OK 7. UcniosHATh BOUHCKYIO 00513aHHOCTh, B TOM YHCIIE C IPUMEHEHHUEM MTOTy4YE€HHBIX
npodeccnoHaNbHbIX 3HaHUH (17151 FOHOLLEH)



3.1. TeMaTu4ecKuii MJIaH NPOrpaMMbl MIPOU3BOJACTBEHHOI MPAKTUKH

2. CTPYKTYPA U COJIEP)KAHUE TPOU3BOJCTBEHHOM ITPAKTUKH

Pacnpenenienue 06s3aTe1bHOM
ayJAUTOPHOH
Koabl npodeccunonaibHbIX HaumeHoBaHusi npogecCHOHAIbHBIX Beero 1acos HarpysKku o Kypcam M ceMecTpam
KOMIIeTeHIN I MoayJ1ei 1 kypc
| cemecTp Il cemecTp
14 nenean 17 Heneab 17 Henenb
1 2 3 4 5
K 1.1 -1IK 1.7 Paznen 1. [IM.1 JlokymeHTannonHoe 72 - 72
o0ecrnieyeHue AesITEIbHOCTA OpraHu3auu
auppepenuupoBannbiii 3auer I111.01
3.2. Conep:kaHue MPOU3BOICTBEHHOH NMPAKTUKHU
O0bem yacoB
HaunmenoBanue pasnena, MK u ( ¢ ykazanueM ux
TeM NPOU3BOACTBEHHOMH NPAKTUKHA Conepaanue yueonoro marepuaia pacnpenejieHus 1o
ceMecTpaMm)
1 2 3
II cemecTp
Paznea 1. IIM.01. [lokymMeHTaMOHHOE 00ecniedeHHne AeITeJbHOCTH OPraHnu3anuu 72
M/IK.01.01. JlokymeHTAIMOHHOE
olecreyeHue 1esITeIbHOCTH
OpraHM3anuu
Tema 1.1. Conepxanue 30

Opranuzanus J0KyMEeHT0000poTa

HAKOMJICHHE C HOPMATHBHO-METOIUYCCKOM W TI0 OpraHu3aly JAeI0NPOU3BOICTBA.
B OpTAHH3AIHH/YUPEKICHHH O3HakoMJIEHHE C HOP 0-METOAMYECKON 6a30# 1o op 3alUU JIEIIONPOU3BO/IC

Benenue nenosoit nepenucku. [lonyuenue u co3nanue 10KyMEHTA.
Peructpanus nokymenta. [IpucBoeHne JOKyMEHTY PETUCTPALIMOHHOTO HOMEPa
BHeceHue qaHHBIX O JOKyMEHTE B PETUCTPAIIMOHHO-YYETHYIO (popmy
[TpricBOE€HNE TOKYMEHTY PETUCTPALIMOHHOIO HOMEPA.

OdopmiieHne perucTpaliMOHHBIX KapTOUEK U Co3/laHre OaHKa JaHHBIX.

Tema 1.2. Conep:xanue 12




KonTposps nucnosnenus
JIOKYMEHTOB
OpraHu3alun/yIpeKICHUN

PaccmoTpenue u nepeiaya JOKyMEHTOB HAa UCIIOJIHEHUE C YYETOM PE30JIFOLIMU PYKOBOIUTENEH
OpraHu3alUHN/yIpEKICHHS.

Benenue kapToTeku yueTa NpoxXoKJI€HUS JOKYMEHTAIbHBIX MaTEpUAIOB.

KoHTpoJ1b 32 IpOX0XKAEHUEM JOKYMEHTOB.

OTtnpaBka UCIOJIHEHHOM TOKYMEHTALMU aJjpecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX BUJIOB
OPraHU3alMOHHON TEXHUKH.

Tema 1.3.
Breimonaenue padbot ¢
JOKYMEHTaMH B COBPEMEHHBIX
ABTOMATU3UPOBAHHBIX
porpammax

Conepxanue

30

CocraBiieHre BHYTPEHHUX OJaHKOB OpraHU3aluu/ydpekIeHus ¢ ucronb3opanuem [1K.
[ouck nnpopmarmu B cetu MHTEpHET.

OTtnpaBka 10KyMeHTa, oTorpaduii Mo IMEKTPOHHON TOYTE.

Benenune TeneoHHBIX IEPETOBOPOB.

Perucrpanus nucbMEHHOT0 0OpalleHusl rpaxiaH

Hroro

72




3. YCJIOBUS PEAJIM3AILINU TIOTPAMMBI ITPOU3BOJICTBEHHOM NPAKTUKH

4.1. MatepuaJbHO-TEXHHYECKOe o0ecreyeHue:

IIpousBoacreennas npakruka II1.01

[Tpon3BoiCTBEHHAs IPAKTUKA IIPOBOJUTCS B OPraHU3ALMIX U YUPEKIECHUAX PA3INYHBIX
¢dopM cOOCTBEHHOCTH, HANpaBJIEHUE JESITEILHOCTH KOTOPBIX COOTBETCTBYET MPOQHIIIO OATOTOBKU
00y4aroIuXcsl B COOTBETCTBUE € 3aKIIIOYEHHBIM JOIOBOPOM.

CoBpeMeHHbIE CPeICTBAa OPraHU3ALMOHHON TEXHUKH, CPECTBA CBSI3U.

e Komnsiorep B cOope (KJ1aBUaTypa, MbILIb, IPOLIECCOP, MOHUTOP)
o MDYV wnu npunHTEp.

4.2. NudopmanuoHHoe odecrieyeHue 00ydeHust

Ilepeyenn pexoMeHyeMbIX yueOHbIX U31aHuil, IHTepHeT-pecypcoB, 10NOJHUTEIbHOMT
JUTEepaTypbl

HOpMaTI/IBHLIe HOKYMEHTBI:

1. «O6 »snekrpoHHO# mHMbpoBoli mnoamucu». DenepanpHbiii 3akoH oT 10.01.2002 Nel- ®@3.
I'OCTP.P.30-2003.YHuGUIMpOBaHHAS CUCTEMBbI JIOKYMEHTAIIMU. YHU(PUIHUPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACIIOPSAUTENIBHON JOKyMeHTauuu. TpeboBaHue K 0(hOpMIIEHUIO JOKYMEHTOB.
VrBepxaeH nocra”osieHueMm l'occrapgapra P® or 03.03.2003 Ne65-ct. - M.: H3g-Bo
crannaprtos, 2003.

2. TOCT P.6.30-2003 YHubUIUPOBAHHBIC CHUCTEMbl JOKYMCHTAIlMH. YHU(QUIIMPOBAHHAS CHUCTEMa
OpraHU3alMOHHO-PACTIOPSIAUTENHHON TOKyMeHTanuu. TpeboBaHus K 0pOPMIICHUIO JOKYMEHTOB.

3. Hamwmonanessni crangaptr P HMCO 15489-1-2007. VYmnpasnenue mgoxkymeHtamu. OOmme
TpeboBaHUsI.

4. TOCT P 7.0.8.-2013 /Ilenonpou3BOACTBO U apXUBHOE AeJI0 — TEPMUHBI U ONIPEICICHHUS.

5. TOCT P 7.097-2016 Opranu3allMOHHO-pacnopsAUTeIbHAs JOKyMeHTauus. TpebGoBaHus K
0hOpMIICHHUIO JOKYMEHTOB.

6. TumoBass HHCTPYKIHS O JEIOMPOU3BOACTBY B (peiepalibHbIX OpPraHax MCIOJHUTEIBHOW BIIACTH.
YrBepxaena npukazom denepanbHoit apxuBHOU ciry>k0b1 Poccuu ot 27.11.200 Ne68. - M, 2001.

OcHoBHbIE HCTOYHHUKH:

JOKYMEHTAILIMOHHOE OBECIIEYEHUE VYIIPABJIEHUS. YueGuuk u npaktukym s CI1O
https://biblio-online.ru/bcode/433679 [IyBanosa H. H. Poccuiickas aKaJeMus

HApOJHOTO XO35iicTBa W rocygapcTBeHHOM cuyxObl mpu Ilpesupgente P® (r. Mocksa).
[Ipodeccuonanbroe obpazoanne ['pud YMO CIIO 2019 c 221

JOKYMEHTALIMOHHOE OBECIIEUEHUE VIIPABJIEHUSA IIEPCOHAJIOM. VY4eOHUK #u

npaktukym s CI1O https://biblio-online.ru/bcode/437238

Abynanze JI. I'., Bempsokkuna U. b., Macnosa B. M. MexnyHapoaHas akajgemus Ou3Heca U
ympasieHus (r. Mocksa). [MpodeccnonansHoe oOpazoBanne [pud YMO CIIO 2019
c299

JOKYMEHTAIIMOHHOE OBECITEUEHUE YIIPABJIEHUSA 2-e usn., ucnp. u non. Y4eOHHUK U
npaktukym st CIIO  https://biblio-online.ru/bcode/437587



https://biblio-online.ru/bcode/433679
https://biblio-online.ru/bcode/437238
https://biblio-online.ru/bcode/437587

Kazakesnu T. A., Tkanuu A. H. WHCTUTYT TOCYyAapCTBEHHOIO aJAMMHHUCTPUpPOBaHUS  (T.
MockBa);IHCTUTYT SKOHOMUKH U KyJIbTYpHI (T.MOCKBa) [TpodeccuonanpHOE oOpazoBaHue
I'pudp YMO CIIO 2019 c.177
JOKYMEHTALIMOHHOE OBECIIEYEHUE VIIPABJIEHUA. AOKYMEHTOOBOPOT WU
JEJIOITPOU3BOJACTBO 3-¢ uzn., nep. u non. YueOHUK u npaktukym s CI1O
https://biblio-online.ru/bcode/433861

Kysnenos H. H. benopycckuit  rocynmapcTBeHHbIi  yHuBepcuteT (T.  MUHCK)

[Ipodeccuonanbroe obpazoanne ['pud YMO CIIO 2019 c 462
JEJIOITPOU3BOACTBO. Yuebnoe nmocoodue aust CI1O https://biblio-
online.ru/bcode/438791 TI'pososa O. C. IToBomKCKHiA roCyaapCTBCHHBIH TEXHOJOTHYECKUI

yuuepcuter (r. Momkap-Ona) Ilpodeccuonansroe odpasosanue  I'pud YMO CIIO 2019
cl26

JOKYMEHTAIIMOHHOE OBECIIEYEHUE VYIIPABJIEHUS. Yuebnuk u npaktukym ans CITO
2.1. Pons TocymapcTBa B opranusaiuu aenonponssozictsa https://biblio-online.ru/bcode/438586

Hoponuna JI. A., Uputukosa B. C.

TocynapcTBeHHBIM yHUBEPCUTET yripaienus (r. Mocksa).  IIpodeccuonanbsHoe o0pasoBaHue
I'pud YMO CIIO 2019 ¢ 233

JOKYMEHTALIMOHHOE OBECITEUHEHUE VYIIPABJIEHUA + TECTBI B ObC 2-¢ u3a., nep. u

nom. YueOHuk u npaktukyM ans CITO https://biblio-online.ru/bcode/438491

Kopuees U. K., ITimenko A. B., Mamypues B. A. I'ocynapcTBeHHBIN YHUBEPCUTET
yrpasneHus (r. Mocksa). [Tpodeccuonansuoe oobpazoBanue ['pud YMO CIIO 2019 ¢
384

I[OHOJIHHTGJ'[I)HI)IC HCTOYHHUKU:

OCHOBBI JEJIOITPOU3BO/ICTBA 2-¢ u3a., nep. u gon. YueOnuk u npaktukym st CI1O
https://biblio-online.ru/bcode/439063 [ysanoa H. H., MBanoBa A. 0. ; Poccuiickas

aKaJieMHsi HapOJHOTO XO35MCTBAa U rocyaapcTBeHHON cinyxObl npu [Ipesunente PO (r. Mocksa).
[Tpodeccuonansuoe obpazoBanue ['pud YMO CIIO 2019 c 428

APXUBOBEJIEHME. MCTOPUS APXMBOB POCCHMM C JAPEBHEMIIMX BPEMEH 1O

HAYAJIA XX BEKA. Yuebnoe nocodue musg CITO  https://biblio-online.ru/bcode/442483
Ilemenkona C. U. ; mox Hayy. pea. Mazyp JI.H. Vpanbckuili  ¢denepanbHbli  YHUBEPCHUTET

umenu nepsoro [Ipesunenta Poccun b.H. Enbiiuna (r. EkatepunOypr). ITpodeccnonanbHoe

oOpa3oBaHue I'pup YMO CITO 2019 c153

APXMBOBEJIEHUE. 3APYBEXHA POCCHUKA. Yueonuk mis CITIO https://biblio-

online.ru/bcode/442482 Tlomos A. B. Poccuiickuii ~ rocyqapcTBEHHBIH — T'yMaHHUTapHBIN
yHuBepcuteT (T. Mocksa). [Tpodeccuonansuoe obpazoBanue ['pud YMO CIIO 2019 ¢
168

METOJUKA U ITPAKTUKA APXNBOBEJIEHUS. Yueonuk aius CI1O https://biblio-
online.ru/bcode/438495 Packun . 1., Cokoinos A. P. Cankr-TlerepOyprekuii
rocynapcTBeHHbIN yHuBepcuTeT (T. CankT-IleTepOypr). [TpodeccuonansHoe oOpa3oBaHHe

I'pup YMO CIIO 2019 ¢ 350
JOKYMEHTOBEJIEHUE 2-e u3zn., nep. u gomn. YueOHuk u npaktukym aius CI1O
https://biblio-online.ru/bcode/433551 [Mox pen. dopouunoii JI.A.
['ocynapcTBeHHBIN yHUBEpcUTET yrpasienus (r. Mocksa). Ilpodeccuonanbaoe oOpa3oBaHue
I'pud YMO CII02019 ¢ 309

OTUKA U IICUXOJIOI'MA JEJIOBOI'O OBIIEHUA 2-e u3n., mep. u gon. YueOHoe mocodue s
CIIO https://biblio-online.ru/bcode/441942 CobonsuukoB B. B., Kocrenko H. A.
;HoBocubupckuii roCyJapCTBEHHBIN neJaroru4ecKui YHUBEPCUTET (T
Hosocubupck).IIpodeccrnonanbroe o6pa3oBanue I'pud YMO CITO 2019 c202
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https://biblio-online.ru/bcode/433861
https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/438586
https://biblio-online.ru/bcode/438491
https://biblio-online.ru/bcode/439063
https://biblio-online.ru/bcode/442483
https://biblio-online.ru/bcode/442482
https://biblio-online.ru/bcode/442482
https://biblio-online.ru/bcode/438495
https://biblio-online.ru/bcode/438495
https://biblio-online.ru/bcode/433551
https://biblio-online.ru/bcode/441942

HHmepHem - pecypcbl:

http://delo-ved.ru

https://delo-pro.ru

https://www.sekretariat.ru

https://www.kadrovik-praktik.ru

http://www.bibliotekar.ru/deloproizvodstvo-2/

4.3. O0uue TpedGoBaHMs K OPraHU3alui 00pa3oBaTeJIbHOI0 Mpolecca Npou3BOJICTBEHHOM
NMPaKTHKHU

[Tpon3BoACTBEHHAS MTPAKTHKA ABJISICTCS 00s3aTenbHOM 9acThio ocBoeHus [TTTKPC no npodeccun
46.01.03. Jlenonpon3BoAUTENb U IIPOBOJUTCS COTJIACHO y4eOHOMY IUIaHy U rpaduKy y4eOHOro
nporecca.

[Tpon3BoICTBEHHASI IPAKTUKA TIPOBOUTCS B YUPEKICHUSAX U OPTaHU3AIUAX PA3INIHBIX (OpM
COOCTBEHHOCTH, HATIPABJICHUE JIEATEITHHOCTH KOTOPBIX COOTBETCTBYET MPOQIIIIO MOATOTOBKH
oOyJaromuxcs.

B npouecce npoxoxaeHus Mporu3BOICTBEHHON TPAKTUKU O0yUaIOLIUIiCs MOATBEPKIAET
pe3yJIbTaThl OCBOCHUS KaKIOr0 BUJA AearenapHocTu npenycmorpeHHbix @I'OC CIIO:

B nepunon HpOHSBOI{CTBGHHOﬁ IIPAaKTUKH O6y‘IaIOIlII/II>’ICH BBITIOJIHACT pa6OTBI B COOTBCTCTBHHU C
3aIaHUCM IIPAKTHUKHU.

[TpakTHKa 3aBepIIaeTcsi OIEHKOW OCBOCHHBIX 00YUYaIOIUMCS OOIIHUX U MPO(PECCHOHATBHBIX
KoMITeTeHIIHH B hopme nuddepermpoBanHoro 3adera (/13) .

B nepuon npoxosxaeHus NpakTUKU 00yJaroliMcs BEAETCsl JHEBHUK pakTuku. 1o pesynpraram
MPAKTUKU O0YYaIOUIUMCS COCTABIISIETCS OTUET, KOTOPBIN YTBEPHKIAETCSl PYKOBOIUTEIEM
OpraHu3aluK/yIpErKICHHSL.

B kauecTBe mpuiokeHus K THEBHUKY MPAKTUKK 00ydaromuics opopMisieT rpaguueckue, BUIeo
- MaTepHabl, HarJIAIHbIe 00pa3Libl U3/IENINH, TOATBEPKAAIOINE TPAKTUYECKHUH OIBIT, MOTYYEHHBIH Ha
IIPaKTHKE.

ATTecTanus 1o UToraMm IpoU3BOJACTBEHHON NPAKTUKH ITPOBOAUTCS C YUYETOM PE3YJIbTATOB,
HOJTBEPAKICHHBIX JOKYMEHTaMHU COOTBETCTBYIOIIMX OpraHU3alMi/ydpesKaeHUH.

4.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO Mpoiecca

Opranu3zaiyio 1 pyKoBOACTBO MPAKTUKOW OCYIIECTBIISIOT PYKOBOAUTENN IPAKTUKHU OT
UIIOY «KVYII» u oT opranu3zanuu.

TpeboBanus K KBAIM(UKAIIUH [TEAArOTMYECKUX KaJpOB, OCYIIECTBIISIONNX PYKOBOJCTBO
IIPOU3BOCTBEHHOMN IPAKTUKOM:

[TpenonaBarenu: Boiciiee oopazoBanue. OMNBIT AeSITEIBHOCTH B OpPraHU3aIMIX
COOTBETCTBYIOLIEH MpodeccroHanbHON cdepsbl. JonoaHuTtensHoe mpopeccuoHaaIbHOe 00pa3oBaHNe
0 NMPOrpaMMaM MOBBIIECHUS KBATU(PUKALIUHU, B TOM YKCie B (popMe CTaXUPOBKH B MPOPHUIbHBIX
opraHmMsanusax He pexe 1 pasza B 3 roza.

OpraHmauHs{: Ha3Ha4dacT pYKOBOJII/ITeHeﬁ IMPAKTUKH OT OpraHu3anuu, OIpeaAcisad U3 4Yuciia
BI)ICOKOKBaJ'II/I(bI/IHI/IpOBaHHBIX pa6OTHI/IKOB OopraHu3alii HACTAaBHUKOB, TIOMOTarOInuXx O6y’~IaI-OHIHMC$I
OBJIaACBATh HpO(I)CCCI/IOHaJ'H:HBIMI/I HaBBIKaMMH.
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5. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA ITPOI'PAMMBI
MMPOU3BOJCTBEHHOM MPAKTUKH

@DopMBI U METOJBI KOHTPOJISI M OLICHKHU PE3YJIbTATOB OCBOEHUS IIPOIPAMMBI
MPOM3BOJICTBEHHOH MPAKTUKH MO3BOJISIOT MIPOBEPSTH y 00yUyaromuxcst chOpMUPOBAHHOCTb
npo¢eCCHOHATIBHBIX KOMIIETEHIMH U pa3BUTHE OOIIUX KOMIIETEHIIMH.

Pe3yabTaTsl
(ocBoennbie IIK u OK)

OcHOBHBIC IIOKA3ATEJIHN
OIIEHKH pe3yJibTaTa

®opMBbI U METOAbI KOHTPOJIS M OLICHKH

[IK 1.1. ITpunumats u
pPErucTpupoOBaTh
HOCTYNAIOLIYI0
KOPPECIIOHICHIINIO,
HaIpaBJIAATh €€ B
CTPYKTYpHBIE [10JIpa3/ieIeHUs
OpraHu3aluu

IIpuem, peructparyst
MocTynarnien

KOPPECIOH ICHIIUH.
Harmpasnenue
KOPPECIIOH/ICHIIUU B OT/EJIBL.

HaGmoienue B mporiecce
MIPOU3BOJICTBEHHON MTPAKTHUKHU.
DKCTepTHAas OLIEHKA BBHITIOTHEHUS 3a1aHUS
10 MPOU3BOJICTBEHHOM MPaKTUKE.
JIHEBHMK IIPOU3BOACTBEHHOM PAKTUKU
ATTeCcTallMOHHBIN JIUCT

OreHKa pe3ynbTaTOB KOMIUIEKCHOTO
nudepeHIMPOBAaHHOTO 3a4eTa.

I[IK  1.2. PaccmaTpuBath
JIOKYMEHTHI U TIepe/IaBaTh UX
Ha UCIIOJTHEHUE C YUYETOM
PE30JIOINH PYKOBOIUTEIICH

AHanu3 J0KyMEHTOB Ha
HPaBUIBHOCTb OPOPMIICHHSL.
Ilepenada OKyMEHTOB Ha
UCIIOJIHEHUE I10 PE30JIIOLNH

Hab6nronenue B mporecce
MIPOU3BOJICTBEHHOH MPAKTHKH.
3KCHCpTHa$I OLCHKA BBIIIOJIHCHUS 3a1aHUA
10 TIPOU3BOJICTBEHHOH MPAKTHKE.

OpTaHH3aIHH. PYKOBOIMTEIIS. JIHEeBHUK TTPOU3BOJICTBEHHON TPAKTHKHU
ATTeCTallMOHHBIN JIUCT
OrneHka pe3ynbTaToB KOMIUIEKCHOTO
nudepeHIMPOBaHHOTO 3a4eTa.

IIK 1.3. Odpopmisate Odopmnenue Habmronenue B mporiecce

PEruUCTpalMOHHBIC KAPTOYKU
Hn CO31aBaTb 0aHK JaHHBbIX.

PETUCTPALIMOHHBIX KapTOYECK.
Coznanue 0aHK JaHHBIX ydeTa
JIOKYMEHTOB.

HpOPI3BOI[CTBGHHOI>i IMPAKTHUKH.
DKcIiepTHas OLIEHKA BBIIIOJHEHUS 3a1aHUS
110 HpOHSBOI[CTBGHHOfI IMPAKTHKE.
JIHEBHUK IPON3BOJCTBEHHON IPAKTUKHU
ATTECTallMOHHBIN JUCT

OreHKa pe3ynbTaTOB KOMIUIEKCHOTO

T depeHIIMPOBAaHHOTO 3a4eTa.

I1K 1.4. Bectu xkapToTeKy
yueTa IpOoX0XKACHUS
JIOKYMEHTaJIbHBIX
MaTepHaIoB.

Yuer npoxoxaeHus
JIOKYMEHTOB B KapTOTEKE.

Habmronenue B mporiecce
HpOHSBOI[CTBGHHOfI IMPAKTHUKH.
DKcrnepTHas OL[eHKa BBITIOJHEHUS 3a/1aHUs
110 HpOHSBOI[CTBGHHOfI IMPAaKTHKE.
JIHEBHUK MTPOU3BOACTBEHHON MPAKTUKU
ATTeCTalMOHHBIN JIUCT

OreHka pe3ynbTaTOB KOMIUIEKCHOTO

T depeHIMPOBaHHOTO 3a4eTa.

IIK  1.5. OcyiiecTBasiTh
KOHTPOJIb 32 MPOXO0KIEHUEM
JIOKYMEHTOB.

KOHTpOJ'IB MMPOXOKACHUA
JOKYMCHTOB B KapTOTCKCE.

Hab6mnronenue B mpomecce
MIPOM3BO/ICTBEHHOMN NMPAKTHKH.
DKcrepTHas OleHKA BBITIOTHEHUS 3aJaHUs
10 IPOU3BOJICTBEHHOM MpaKTHKE.
JIHEBHUK MTPOM3BOACTBEHHON MPAKTUKU
ATTecTallMOHHBIN JIUCT

O1eHKa pe3yIbTaTOB KOMIUIEKCHOTO

TG GepeHIIMPOBAHHOTO 3a4eTa.

ITIK 1.6. OtnpaBmaTse
UCIIOJIHEHHYIO
JOKYMEHTAIUIO afipecaTaMm ¢
IIPUMEHEHUEM COBPEMEHHBIX

OtmpaBka TOKYMEHTOB
IIOJIY4aTelt0 CPEeACTBAMHU
OPraHU3aALMOHHON TEXHUKH.

Hab6mnronenue B mpomecce
MIPOU3BOJICTBEHHON MTPAKTHKHU.
BKCHepTHaﬂ OLICHKA BBIIIOJIHCHU A 3aJaHU S
10 MPOU3BOJICTBEHHOM MPaKTUKE.
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BHJIOB OpraHU3alMOHHOU
TEXHUKH.

JIHEBHUK TPOU3BOICTBEHHOW MPAKTUKHU
ATTeCcTallMOHHBIH JINCT

OrneHka pe3ynbTaToB KOMIUIEKCHOTO
nudepeHIMPOBaHHOTO 3a4eTa.

I[IK 1.7. CocraBnsTs u
0hOpMIIATH CITy>KEOHBIE
JIOKYMEHTBI, MaTEPUAIbI C
UCTIOJIb30BaHUEM
(bopMyIIIPOB JOKYMEHTOB
KOHKPETHBIX BUJIOB.

OdopmieHne TOKyMEHTOB C
MIOMOIIBIO (POPMYIISIPOB.

HaGmoienue B mporiecce
IIPOU3BO/ICTBEHHOH MPAKTHKH.
OKcrepTHas OLIEHKA BBIIIOJHEHUS 3aaHUs
10 IPOU3BOJICTBEHHOH MPaKTHKE.
JIHEBHMK IIPOU3BOACTBEHHOMN IPAKTUKH
ATTeCcTallMOHHBIN JIUCT

OneHka pe3ynbTaToB KOMIUIEKCHOTO

TG GepeHIIMPOBAHHOTO 3a4eTa.

OK.1. [loHumaTthp CymHoCTb U
COLIMATIbHYIO 3HAYUMOCTb
Oynyueit npodeccuu,
NPOSBIATH K HEX
YCTOWYMBBIA UHTEPEC

SIcHo onpenenser posb CBOEH
Oynyie nmpodeccuu B
oO1ecTBe, poiib 3HAHUH U
YMEHH B MpodeccroHalbHON
JIeSITEJIbHOCTH.
OTBETCTBEHHOE OTHOIICHHE K
BBITNIOJTHEHUIO IOCTaBIEHHBIX
3aja4

OreHka JeMOHCTpaluy HHTEpeca K
Oynyiel mpodeccuu B mpoliiecce
MIPOU3BOJICTBEHHON MTPAKTHKH.

HaOnroneHue u skcniepTHas OLIEHKA Ha
IIPAKTUYECKUX 3aHATHUSAX.

Hannune nojaoXuTeabHbIX OT3bIBOB 110
UTOTaM MPaKTUKH.

OK.2. Opranu3oBbIBaTh
COOCTBEHHYIO JIeATEIbHOCTD,
HCXOJIS U3 1SN U CIIOCO00B
€€ JTOCTHKEHUS,
OTpeIeTICHHBIX
PYKOBOAMTEIEM

MoTUBHPOBaHHO
000CHOBBIBAET BHIOOD,
MIPABHJIBHO M TOYHO
BBITIOJTHSET
npoQeCCHOHANIbHBIC 3a/1a41

O1leHKa COOTBETCTBUS CIIOCO00B
JIOCTHYKEHHS €M, CIIOCO0aM
OTPEICIICHHBIM PYKOBOIUTEIICM.

HaOnroneHue u skcniepTHas OLIEHKA Ha
IPAKTUYECKUX 3aHITUSAX.

Hannyne nojaoXuTeabHbIX OT3bIBOB 110
UTOraM NPaKTUKH.

OK.3. AHanu3upoBarb
pabouyto cuTyaruio,
OCYIIECTBIISATH TEKYLIHHA U
UTOTOBBIl KOHTPOJIb, OIICHKY
U KOPPEKIHUIO0 COOCTBEHHOM
JIeSTEIbHOCTH, HECTH
OTBETCTBEHHOCTb 32
pe3ysbTaThl CBOCH paboThI

CamoaHanus u KOppeKIus
pEe3yIbTaTOB CBOEH pabOTHI
(MpaBUIBLHOCTH U
aJICKBaTHOCTh OILIEHKH paboueit
CUTYyallMU B COOTBETCTBUH C
MOCTaBJICHHBIMH IEJISIMU 1
3aJjauaMu).

OueHka CBOEBPEMEHHOTO U
Ka4€CTBCHHOI'O BBIIIOJIHCHU S 3&)13HI/II>1,
caMOaHaJIN3 U KOPPEKLUH pe3yIbTaTOB
coOCTBEHHOU pabOTHI.

Ha6J’IIOI[eHI/Ie U DKCIICPTHAA OLICHKA Ha
MPAKTUYCCKUX 3aHATUAX.

Hann4uue monoXUTEIbHBIX OT36IBOB O
HUTOr'aM ITPAKTHUKH.

OK.4. OcymiecTBiATh NOUCK
uHpopmaiuu, HeoO0X0IUMOMN
U1 3P PEKTUBHOTO
BBITTOJTHEHHS
npodeCcCHOHATBHBIX 3a1a4

OcymiecTBiseT NOUCK, 0TOOP U
pe3yJbTaTUBHOE
MCIONIb30BaHNE HH(POPMAIUH B
CIIPaBOYHOM JIUTEPATYPE, CETH
WuTepHeT, HEOOXOAMMOM st
3¢ (PEKTUBHOTO BBHITOTHEHUS
npodecCHOHANBHBIX 3a]1au.

Onenka 3¢ GeKTUBHOCTH MOUCKA
Heo0X0IuMOoM HH(OPMALIUH.
O0630p NepUOAUYECKUX U3TAHUH.

HaOnroneHue u skcniepTHas OLIEHKA Ha
MPAKTUYECKHUX 3aHATHUSX.

Hanuuue nojaouTenbHbIX OT3BIBOB IO
UTOTaM MPaKTUKU.

OK.5. Ucnonb3oBath
UH(POPMAIMOHHO-
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUH B
npodecCuOHATbHON
JeSITeIbHOCTH

Odopmsier, mepenaer,
oOMeHMBaeTcst MH(popMaruei,
JIOKYMEHTAIMEW C MOMOIIBIO
UH(POPMAIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH.

Or1eHKa UCIOJIL30BaHUS
UH(OPMAIIMOHHBIX TEXHOJIOTHH B
MPOLECCE MPOXOKIACHUS ITPAKTUKH.

Ha6nronenue u skcrepTHas OIleHKa Ha
MPAKTUYECKHUX 3aHSATHUSX.

Hannune nonoXKUTEIbHBIX OT3LIBOB IO
UTOTaM MPAKTHKH.
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OK.6. PaboTaTh B KOMaHJIE,
3¢ pexTUBHO 00IIATHCS C

Cobmronaer 3THYeCKre HOPMBI
¥l [IpaBHJIa B3aMOJICHCTBUS C

O1eHKa B3aUMOIEHCTBUS C
00yJarouuMuUCs, PyKOBOIUTEIISIMH

KOJIJICTaMH, PYKOBOJICTBOM,
KIIMCHTaMH

KOJJIEraMH, PYKOBOJICTBOM.
Brnaneer npuemamu BeeHUS
JUaNora, JUCKyCCHH.
Pe3ynbTaTuBHO
B3aHMOJICHCTBYET C
Y4aCTHUKAMHU
npodeccuoHaTbHON
JIeATEITLHOCTH.

HPaKTUKH B XOJI€ IPAKTUKHU Ha
MNpUHIHUIIAX TOJICPAHTHOTO OTHOIICHUA:
COOJIFOJICHUE HOPM JICTIOBOM KYJIBTYPHI;
COOJIIO/IEHHE STHUECKUX HOPM.

HaGnronenue u skcrepTHast OlieHKa Ha
MPAKTUYECKUX 3aHATHUSAX.

Hannune nonoXKUTEIbHBIX OT3BIBOB IO
UTOTaM MPAKTUKU.

OK.7. UcnionHATh BOMHCKYIO
0053aHHOCTb, B TOM YHCIIE C

MPUMEHEHHUEM MOJTy4YEeHHBIX

npoecCHOHATLHBIX 3HAHUN
(n7st roHOIIEH)

Biageer criocobamu
0ecKOH(DIUKTHOTO OOIICHUS U
CaMOPETYJISIIIUU B
AKCTPEMAITLHBIX YCIOBHSIX
BOCHHLIX JICHCTBUM,
YpEe3BBIYANHBIX CHUTYAIHSIX U B
MMOBCEIHEBHOM JEATENLHOCTH.

OueHka CcTpeMJICHHS K 3JJ0pPOBOMY
00pa3y KU3HH, K aKTUBHOU TPakIaHCKOMN
no3unuu. OnvcaHue CUTyaluii.

HaGnronenue u skcrepTHast OlieHKa Ha
MPAKTUYECKUX 3aHSATHUSX.

Hannune nonoKUTeIbHBIX OT3BIBOB IO
UTOTaM MPAKTHUKHU.
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