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[IpumepHas nmporpamMma MpoOU3BOACTBEHHOM MPaKTUKU pazpaboTaHa Ha ocHOBe dDenepanbHOro rocy-
JApCTBEHHOTO 00pa30BaTEIHHOTO CTAaHAAPTA MO CIEIHATBLHOCTU CPEIHEr0 MPOGECCHOHATBHOIO 00-
pazoBanus 46.02.01 JlokyMeHTAllHOHHOE o0OeclieyeHUe yNPaBJeHUs U apXUBOBeleHHe, YTBEP-

KJIEHHOTO TNpuKazoM MunucTepcTBa oOpasoBanuss u Hayku Poccuiickoit @epepauuu Ne 975 ot
11.08.2014.
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INOACHUTEJIbBHAS 3AIIMCKA

[IpumepHas nporpamMma npousBojacTBeHHON nmpakTuku I1I1.01 Opranm3anmus 10KyMeHTa-
LHHMOHHOI0 ofecrevyeHUs1 ynpapJjeHus U GyHKIMOHUPOBAHUS OPraHM3alMM IpeIHA3HAYCHA IS
M3YyUYEHHs OpraHu3alMy JOKYMEHTAIIHOHHOTO oOecreueHus ynpaBieHus U (yHKIMOHUPOBAHUS Op-
TraHU3alMl B YUPEKIEHUSAX CpelHero NpodeCCHOHAIBLHOrO 00pa30BaHUS IO CIENHUATBLHOCTH
46.02.01 [loxyMeHTallMOHHOe o0ecneyeHHe YNPaBJIeHUsS U apXUBOBeJdeHHe, PEATU3YIONINX 00-
Pa3oBaTEIbHYIO NMPOTPAMMY CPEIHETO (IOJHOTO) OOIIEro 00pa3oBaHus, P MOATOTOBKE KBAITH(H-
[IUPOBAHHBIX PA0OYMX U CHEIHATUCTOB CPEIHET0 3BEHA.

AnantupoBaHHasi 00pa3oBaTenbHas MporpaMMa pa3paboTaHa B COOTBETCTBUH C:

-OenepanbHbIM 3ak0HOM 0T 29 aexalpst 2012 r. Ne 273-@3 «O6 obpazoBanuu B Poccwmii-
ckoil denepanuny;

-I'ocynapctBennoit nporpammoit Poccuiickoit ®@enepanuu «Jlocrynnas cpena na 2011-
2015 roapl, yTBepkIeHHON ocTaHOoBIeHHEM [IpaBuTtenscTBa Poccuiickoit @enepaunu ot 17 mapra
2011 r.Nel75;

-T'ocynapctBennoit mporpammoii Poccuiickori ®enepanuu «Pa3Butre oOpa3oBaHUs» Ha
2013-2020 roxpl, yTBepkIeHHON pacrnopsokeHreM [IpaBurtenscTBa Poccuiickoit deneparyu ot 15
Mast 2013 r. Ne 792-p;

-[TonoxeHneM o MpakTUKE 00YYAIOIIUXCS, OCBAaWBAIOIIMX OCHOBHBIE NMPO(ECCHOHATBHBIC
oOpa3oBaTeNbHbIE TPOTPAMMBI  CPEIHEro MPOPECCHOHATHHOTO O00pa30BaHUs, YTBEPKICHHBIM
npuka3oM MunuctepcTBa oOpasoBanusi Hayku Poccuiickoii @enepanuu ot 18 anpenst 2013 1. Ne
291;

-[lopsiakomM oOpraHu3anMu H  OCYLIECTBICHHS 0Opa30BaTENbHONW JEATEIBHOCTH IO
0o0pa3oBaTeNbHBIM TIPOTpPaMMaM CpEIHEro MPo(ecCHOHATBHOTO 00pa30BaHMs, YTBEPKICHHBIM
npuka3oM MuHuctepcTBa obpasoBanus U Hayku Poccuiickoit ®denepanmu ot 14 Hrons 2013 r. Ne
464,

-ITopsinkoM MpoBeneHUs TOCYAAPCTBEHHOW HTOTOBOM aTTeCTallMd MO 00pa3oBaTENbHBIM
porpaMMaM  CpelHEro  MpoQeccHOHANIbHOTO  00pa3oBaHUS, YTBEPKIEHHBIM  MPUKA30M
MunucrepcTBa 06pa3zoBanus U Hayku Poccuiickoit ®deneparuu ot 16 aBrycra 2013 1. Ne 968;

-IlopsinkoM TpUMEHEHHS OpraHu3alUsIMH, OCYIIECTBISIOIIMMU  00pa30BaTEIbHYIO
JeSTeNbHOCTh, AJIEKTPOHHOTO OOy4YeHMs, AMCTAHIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHHA MpU
peannzanuu 00pa30BaTEIbHBIX MPOrPaMM, YTBEPKICHHBIM NMPUKa30M MUHHCTEPCTBA 0Opa30BaHUS
n Hayku Poccuiickoit denepaunn ot 9 ssuBapsa 2014 r. Ne 2;

-Ilopsiakom mpuema rpaxxaaH Ha o0ydyeHHue HO 00pa30BaTEIbHBIM MPOrpPaMMaM CPETHETO
npodeccHOHaTBbHOTO 00pa30BaHUs, YTBEpXKIECHHBIM NpHKa3oM MuHHCTEpCTBa 00pa3oBaHUA U
Hayku Poccuiickoit @enepannu ot 23 suBaps 2014 r. Ne 36;

-DenepabHBIM ~ TOCYJApCTBEHHBIM  00pa30BaTENbHBIM  CTaHIAPTOM  CPEIHEro
npodeCCuOHAIBHOTO 00pa3oBaHus 1o crnenuaibHocTh 46.02.01 JlokymMeHTannnoHHOE o0ecreueHue
YIIpaBJICHUSI U apXHUBOBEICHUE, YTBEPXKACHHOTO MpUKa3oM MuHHCTEpcTBAa 00pa30BaHUS U HAyKH
P® ot 11 aBrycra 2014 1. Ne 975;

-MeToaruecKUMH  PeKOMEHJALMSAMH 10 pa3paboTKe M pealu3aluu aJdalTHPOBAHHBIX
00pa3oBaTeNbHBIX MPOTPAMM CpeIHEro MpodeCcCHOHATBHOTO 00pa30oBaHUs, YTBEPKIECHHBIX
aupekTopoM JlemapraMeHTa TocyAapCTBEHHOM MOMUTHKH B cepe MOArOTOBKH pabounX KaapoB U
JIT10O Hayku Poccun ot 20 anpens 2015 r. Ne 06-830;

-[Tucemom Muno6pazoBanust U Hayku P® ot 03.18.2014 r. Ne 06-281«TpeboBanus k
OopraHusaiuu o0pa3oBaTeIbHOrO Mpolecca sl 00y4yeHUs WHBAJIUAOB U JIUI] C OTPaHUYEHHBIMU
BO3MOKHOCTSIMH 3/I0POBbSI B IPO(ECCHOHATIBHBIX 00pa30BaTEIbHBIX OpPraHU3aIMsIX, B TOM YUCIIE
OCHAIICHHOCTU 00pa30BaTeIbHOrO MpoIiecca;

-TpeGoBaHUsAMEU K OpraHU3aIMK 00pa30BaTEILHOIO Mpolrecca s 00ydeHUs HHBAIUI0B U
JUI] C OrpaHUYEHHBIMH BO3MOXXHOCTSIMH 370POBbsi B MPO(ecCHOHAIBHBIX 00pa3oBaTeNbHbIX
OpraHu3alysaX, B TOM YMCIIE OCHAIICHHOCTH 00pa30BaTeNbHOrO mpolecca, (muchbmo JlemaprameHTa
MoATOTOBKM padounx kanapoB u JII1IO MunucrepcTBa odpazoBanus u Hayku Poccuiickoit @enepanuu
18 mapra 2014 1. Ne 06-281.
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[IpousBoacteennas npaktuka II1.01 Opeanuzauus 00OKymeHmauuoOHHO20 0decnedyeHus
ynpaeneHus u YYHKYUOHUPOSGAHUA OP2AHU3AYUY U3YIACTCS B YUPEKACHUAX CpeaHero npodeccu-
oHasbHOTO 0OpaszoBanus (nanee — CI1O) ¢ yueTom pekoMeHAaIMil BhIIEYKa3aHHBIX TOKYMEHTOB.

JlaHHas mporpamma sIBJSieTCsS aJlalTHPOBAHHONW oOpa3oBaTeNbHasl MPOrpaMMoOil Ui MHBA-
JUJI0B ¥ OOYUYAIOIIMXCS ¢ OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3710poBbs (OB3).
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1. TACIIOPT ITPOI'PAMMBI ITPONU3BOJACTBEHHOM ITPAKTUKH
1.1. ObsacTh IPpUMeHEHUsI TPOTrPaMMbI

[IporpamMmMa npou3BOICTBEHHOM MPAKTUKH SBISETCS YaCThIO MPOrpaMMBbI MOATOTOBKH CIEIHa-
nuctoB cpennero 3eHa (manee - IIIICC3) T'KIIOY MO «Ceprueso-llocaackuii couunanbHO-
AKOHOMHUYECKUH TeXHUKYM» B cO0TBeTCTBUM ¢ PI'OC no cnenuansHoct CIIO 46.02.01 [JokymeH-
TallMOHHOE o0ecrevyeHue YINPaBJIeHUsl 1 ApPXUBOBeJAeHHE B YACTH OCBOSHUSI OCHOBHOTO BHJIA MIPO-
deccuonanpuoil gestenpHocTH (BITJ]) IIM. 01 Opranu3amusi J0OKyMeHTAIMOHHOTO o0ecrevyeHust
ynpapjieHuss M (PYHKUMOHHUPOBAHUSI OPraHU3ALMU U COOTBETCTBYIOIIMX MPO(ECCHOHATBHBIX
komnereHuit (I1K) u TpynoBbIX QyHKIIHIA:

1.2.  OObexkTHl NPOecCHOHAIBLHON 1eATeJbHOCTH BBINYCKHMKOB NPH NMPOXO0KIEHUU MPaK-
THKH

O6bekramu Mpo(ecCHOHANBHOM JEATENbHOCTH MPU MPOXOXKIEHUU MPOU3BOJICTBEHHOW MPAKTUKHU
SIBIISTFOTCSL:

-JIOKYMEHTBHI, CO3/JaHHbIE JTIOOBIM CLIOCOOOM JTOKYMEHTHUPOBAHUS;

-CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABIICHUS;

-CHCTEMBI JIEKTPOHHOTO IOKYMEHTO000pOTa;

-apXUBHBIC JJOKYMEHTHI,

-TIIepBUYHbBIE TPYAOBbIE KOJIJIEKTUBBI.

1.3. Heau u 3a1a4u NPAKTUKHU, TPeOOBAHMS K pe3y/ibTaTaM 00yUeHusl

[TpousBoacTBEHHAs MPaKTUKA MO CIEHUaTbHOCTH «/[oKyMeHTalnoHHOE 0OecrieueHue yrpas-
JIeHUS M apXUBOBEICHHME» IPEIyCMaTPUBAET 3aKPEIUICHWE U YIiyOJleHue 3HAHUHM, MOJYyYEHHBIX
00yJaronMMHUCs B MPOIECCE TEOPETHIECKOTO 00yUeHHUsI, TPHUOOPETEHUE MU HEOOXOAMMBIX YMEHUM
MPAaKTUYECKON paboThl M0 M30paHHOM CHENHATbHOCTH C MOMOIIBI0 HH(POPMALIMOHHBIX TEXHOJIOTHH,
OBJIaJIeHHE HaBbIKaMU MPO(EeCCHOHANBHOM 1eATeNbHOCTH, POPMUPOBAHUE KOMITETEHIIUH.

esn npakTUKH: 0ocBOeHME BHJIA MpodeccruoHansHoi nestensHoctd (BITA) M. 01 Opra-
HHM3alHSA JOKYMEHTAIIMOHHOr0 olecreyeHHUs1 YNpaBJjeHUS ¥ (PYHKUHOHMPOBAHHUS OPraHMU3a-
uuM, popMrpoBaHUe y 00yJaromuXxcs NEPBOHAYAIBHBIX MPAKTHYECKUX MPO(HECCHOHAIBHBIX YMEHHH
B pamkax moxayiei [TTICC3 CIIO mo ocHOBHBIM BHAAM NPO(heCCHOHATBHOMN ASSTENHHOCTH JIJISi OCBO-
CHHs CIEeUATbHOCTH, 00yUYeHUE TPYAOBBIM IpUEMaM, ONEPaLUsIM U CIIOCO0aM BBITMOJIHEHUS TPYAO-
BBIX IPOLIECCOB, XapaKTEPHBIX JJIsi COOTBETCTBYIOIIEH CHEIMATbHOCTH U HEOOXOAUMBIX ISl IOCIIe-
JYIOUIETO OCBOEHUS UMM OOIIUX U MPO(ECCHOHATBHBIX KOMIIETCHIUH, TPYJIOBbIX (PyHKIHUI MO u3-
OpanHOI cnennagbHOCTU. OOydaromuics MOMKEH MOKa3aTh YMEHHUS CaMOCTOSITENbHO MPUMEHSThH
MOJIy4EeHHBIC 3HAHUS Ha MPAKTHUKE, CUCTEMATH3UPOBATh U AaHAITM3UPOBATH TaHHBIC MPAKTUICCKUX Ma-
TEpPHAJIOB.

3agauyM NPaKTMKH: COYETAaHHE MPAKTUYECKOTO OOyUYEHHs] C TEOPETUYECKOM IMOATOTOBKON
o0OyyaroluXxcsi, UCIOIb30BaHUE B OOYUEHUU NOCTHKEHUIM HAyKH M TEXHUKH, IEPEIOBOIl opraHusa-
LU TPYJla, METOJI0B pabOThl C COBPEMEHHBIMU cpelcTBaMU. [Ipon3BoACTBEHHAs IPAKTHKA 00yYaro-
IIUXCS IPOBOJIUTCS B paMKax ocBoeHms npodeccuoranbHoro moaysist [IM. 01 Opranu3amnus 1oky-
MEHTALMOHHOT0 00ecneyeHHsl YNpaBjaeHNus U (PYHKIMOHMPOBAHUS OPraHU3aALMU.

C uenbio oBNIaZieHHs YKa3aHHBIM BUIOM MPOo(deccnoHaNbHOM e TeNbHOCTH U COOTBETCTBY-
IOUIMMHU PO ECCHOHATIBHBIMI KOMIIETSHIIUSIMH 00YUaIOIIHICs B Pe3yJIbTaTe MPOXO0XKICHHS TPAKTH-
KM B paMKax ocBoeHusI nmpodeccruonanbHoro Moaysst [IM. 01 Opranu3zanus 10KyMeHTAIIHOHHOTO
o0ecrnevyeHus ynpapJjieHHus] U PyHKIHOHUPOBAHUS OPTraHU3ALMM JIOJKEH:

[TprnobOpecTr NpaKTHYeCKUil ONbIT:

- OpraHu3aluyi JOKYMEHTAIMOHHOTO O0eCTeueH s yIpaBieHus U (GyHKIMOHUPOBAHUS Opra-
HU3ALINN.



Ymern:

- IPUMEHATh HOPMATUBHBIE IIPABOBBIC AKTHI B YIIPABICHYECKOM ACATEIBHOCTH;

- IOATOTABJIMBATH MPOEKThI YIPABIECHYECKUX PEIICHUI;

- O6pa6aTBIBaTB BXOOAIHUEC U UCXOOAINIUC NOKYMCHTBI, CUCTCMATU3UPOBATL UX, COCTABJIATH
HOMEHKJIATYpY J1e]1 U pOpMHUPOBaATh TOKYMEHTHI B JI€Ta;

- FOTOBUTH U NPOBOAUTH COBCIIAHUSA, ACIIOBLIC BCTPCUH, IPUEMBI U IIPC3CHTALIUU

- AY'1 — obopMIIATh TEKCTOBBIE PAOOTHI M COBEPIIATh KOPPEKTYPHYIO MPABKY TEKCTOB;

- Y2 — opranu3oBbIBaTh padoTy ¢ JOKYMEHTaMH, COJIEPKAIUMH KOH(UICHINAIBHYIO HH-
dhopmarutio;

- IY3 — nmpuMeHATh MpaBo Ha MOWCK, OJYYCHHE W UCTIOIb30BaHNEe HHPOPMAIIHH;

- 1V4 — s pexTuBHO IPOBOANTH JIETOBYIO Oeceny.

1.4. MecTo NpakTHKH B CTPYKTYpe afalTHPOBAHHOH 00pa30BaTeJbHOI NPOrPaMMBbI

[Tpon3BoACTBEHHASA IPAKTUKA MPOBOIMUTCSA, B COOTBETCTBUHU C YTBEPKICHHBIM Y4EOHBIM
IUTAHOM, T10CJIE NMPOXOXKAECHUS MEXIUCIMILIMHApHBIX KypcoB (M/IK) B pamkax npodeccnoHanbHO-
ro moayis IIM. 01 Opranu3anust JOKyMEHTAIlMOHHOIO o0ecneyeHHus1 ynpaBjaeHus U GyHKIH-
OHHPOBAHMS OPTaHM3ALUH:

MJIK 01.01. lokymeHTanmoHHO€E 00eCTieYeHHE yIpaBIeHUs
MK 01.02. IIpaBoBO€ peryanpoBaHue ynpaBieHYECKON AEATETbHOCTH
MJIK 01.03. Opranusaist CeKpeTapcKoro o0CmyKuBaHus

1.5. TpynoeMKOCTh U CPOKH NMPOBeAeHUs MPAKTUKHU

Tpyn10eMKOCTh MPOU3BOJCTBEHHON MPAKTHUKH B paMKaX OCBOCHHSA MPO(GECCHOHAIBLHOTO
moayist TIM. 01 Opranu3anusi JOKYMEHTAMOHHOIO0 o0ecriedeHusl yIpaBjeHuss U GyHKIno-
HHUPOBaHMS OPraHu3auum cocrasisier 36 yacos (1 Henmens).

Cpoxu mpoBesieHUs] MPOU3BOJACTBEHHON MPAKTHUKU OMPEENSIIOTCS paboyuM y4eOHBIM ILIa-
HOM TIO CIIELUATBHOCTH cpenHero npodeccuoHanbHoro oopazosanus 46.02.01 lokymMeHTAIIHOHHOE
olecrneyeHue ynpaBjieHHs U apXUBOBe/leHUe U rpadukoM y4eOHOro Mpoliecca.

[IpakTuka NPOBOAUTCS KOHLIEHTPUPOBAHO Ha 1-0M Kypce, BO 2-OM CEMECTPE.

1.6. MecTo nNpoxo:KaeHusI MPAKTHKH

Peanuzanus nmporpamMmbl IPOU3BOJICTBEHHON MPAKTUKU MO MPO(UIIO CHENUATBHOCTH Tpe-
[10JIaraeT MPOBEACHNE IPOU3BOICTBEHHOM MTPAKTUKY B OPraHU3aLUsAX HA OCHOBE MPSMBIX I0TOBOPOB,
3aKJII0YaeMbIX MEXAYy O00pazoBaTeIbHON OpraHuzanueid M 0a3oil MPaKTUKH, Kyda HaMpaBIISIOTCS
oOyuaromuecs. B kauecTBe 0a3 NPakTUKM MOTYT BBICTYNAaTh NPENNPUATUS U OpraHU3allMy BCeX
¢opM cOOCTBEHHOCTH, OCYILIECTBIISIONINE PA3IUYHbBIE BUBI IEATEILHOCTH.

JUis MHBAIMJOB M JIMII C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU 37I0pOBbs (hopMa IpoBEnEHUS
NPAaKTUKH YCTAHABJIMBAETCS C YYETOM OCOOCHHOCTEH NMCHXO(U3MUECKOTO Pa3BUTHS, HHIUBUAYaIIb-
HBIX BO3MOXKHOCTEH U COCTOSIHUS 3J0OPOBBS.

[Ipu onpeneneHrH MECT MPOXOXKICHHUS 00YJAIOIMMCS MHBAJIMIOM IPOU3BOJACTBEHHON MpaK-
TUKU YYUTBIBAIOTCSA PEKOMEHJAIMHU, JaHHbIE 110 Pe3yIbTaTaM MEAMKO-COLUATIbHON 3KCIEPTU3bI, CO-
JeprKalecs B MHAWBUIYAIbHOM MporpamMme peaOMiIuTallii WHBAIKA, OTHOCUTEIBHO PEKOMEHI0-
BaHHBIX YCJIOBHUH U BUJIOB TPYZA.

[Ipu HEOOXOAMMOCTH JUIS MPOXOXKACHUS WHBATUAAMHU MPAKTUKHU CO3MAIOTCS CIEIHaIbHBIC
pabouune MecTa ¢ yueTOM HapylEeHHbIX (PYHKIMI 1 OrpaHUYeHUN UX )KU3HEAEATEIbHOCTH B COOTBET-
CTBHHU ¢ TpeOoBaHUsAMH nprka3za Muntpyaa Poccun ot 19.11.2013 r. Ne 6851 «O06 yTBep»)aeHuH oc-
HOBHBIX TpeOOBaHMI K OCHAIIEHUIO (00OpPYAOBAHHUIO) CIECHHAIBHBIX PabOYMX MECT ISl TPYIO-
YCTPOWCTBA MHBAIM/IOB C YYETOM HAPYIICHHBIX (QYHKIUH 1 OTpaHUYCHUIN UX KU3HEACATEITbHOCTHY.



2. PE3YJIBTATBI OCBOEHUSA ITPOI'PAMMBI ITPAKTUKHU

Pe3ynbrarom npoxoskJieHusi MpOM3BOACTBEHHON NMPAKTUKH B paMKaX OCBOEHUS MpodeccH-
oHanpHOro monaynas IIM. 01 Opranu3anusi JOKYMEHTAMOHHOTO o0ecredYeHusl yNpaBJIeHUsI H
(pYHKUMOHUPOBAHUSI OPTaHU3ALMHU SBISETCS  OBJIaJieHHE OOy4YalOUIMMUCS BHJIOM NpodeccHo-
HanpHOU AestenbHOCTH 46.02.01 JlokymMeHTanMOHHOE OOecreueHe yIpaBleHUs U apXUBOBEICHNUE,
B ToM uucie npodeccuoHanbHbiMu (I1K) xomMmereHnusiMu, TPYJOBBIMH (DYHKITUSIMU M OOIIUMH
(OK) xoMIIeTeHITUAMU:

Kon HaumeHoBaHue pe3yJIbTATOB OCBOCHMSI MPAKTHUKH

IIM.01 | Oprasu3zanusi J0OKYMEHTALMOHHOIO o0ecrevyeHusi ynpaBJjaeHUs U (PYHKIMOHHPOBa-
HHS1 OPTraHU3ALUH

IIK 1.1. | KoopaunupoBath paboTy opranu3anuu (IpUeMHONU PyKOBOAMTEINS), BECTH IPUEM T1OCE-
TUTENEH

IIK 1.2. | OcymiecTBasTh paboTy MO MOATOTOBKE M MIPOBEACHUIO COBEIIAHUH, IEIIOBBIX BCTPEY,
MPUEMOB U TIPE3CHTAIUI

[IK 1.3. | OcymiecTBasiTh NOATOTOBKY JIETOBBIX MOE3/I0K PYKOBOJUTENS U JPYTUX COTPYJHUKOB Op-
raHU3aIuu.

I1K 1.4. | Opranu3oBbIBaTh paboyee MECTO CeKpeTapsi 1 pyKOBOJUTEIIS.

IIK 1.5. | OdopMIIATE U pETUCTPUPOBATH OPraHU3ALMOHHO-PACTIOPSAUTEIbHbBIE JOKYMEHTHI, KOH-
TPOJUPOBATh CPOKHU MX MCIOJHEHUS

[IK 1.6. | O6pabatbIiBaTh BXOIAIINE U UCXOSAIINE JOKYMEHTBI, CHCTEMAaTU3HPOBATh X, COCTABIISITh
HOMEHKJIATYpY AeI U (opMUpOBaATh JOKYMEHTHI B JIea.

IIK 1.7. | CamocTosTenpHO paboTaTh ¢ JOKYMEHTaMH, COACPKAMUMU KOHDUICHIIMATHHYIO UH-
(dhopmaruio, B TOM YHCIIe ¢ JOKYMEHTaMH 110 JJUYHOMY COCTaBY.

I1IK 1.8. | OcymecTBusTh TenedoHHOe 00CTy)KUBaHUE, TPUHUMATh U IepeaBaTh (HaKcChl.

ITK 1.9. | OcymecTBisITh MOATOTOBKY A€ K Mepelaye Ha apXUBHOE XPAHEHUE.

IIK 1.10. | CocraBnath onucH Aell, OCYIIECTBIATh MOATOTOBKY €N K Mepeaade B apXUB OpraHusa-
1[U1, TOCYAAPCTBEHHbIE U MYHUIIUTIAJIbHbIE aPXUBBI.

A/01.3 [Tpuem u pacnpenenenue TeneOHHBIX 3BOHKOB OPraHU3aIINH.

A/02.3 Opranu3aiys paboThl C MOCETUTEISIMU OPTaHU3AIIHH.

B/01.5 Opranm3anys padoThl C TOKYMEHTAMH.

B/02.5 Opranu3zanys TEKYIEro XpaHeHUs: JOKYMEHTOB.

B/03.5 Opranm3anuys 00padOTKH Je ISl TOCJICTYIONIETO XPAaHCHMS.

OK 1. [ToHMMaTh CYIIHOCTP M COLHMANBHYIO 3HAYUMOCTh CBOeH Oynymieir mnpodeccun,
MPOSIBJISITH K HEM YCTOMYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JIESTENBHOCTh, BEIOMPATh TUIOBBIE METOMABI U CIIOCOOBI
BBITIOJTHEHUS PO ECCHOHANBHBIX 3a/1a4, OLEHUBATh X A3(P(HEKTUBHOCTh M KAUeCTBO.

OK 3. [IpyuHMaTh penieHus: B CTaHAAPTHBIX U HECTAHJIAPTHBIX CUTyalUsIX U HECTH 3a HUX OT-
BETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOUCK HMHPOPMAIMH, HEOOXOAUMOUW Il 3(PPEKTUBHOTO BBIMOTHEHUS
npoecCHOHANBHBIX 33724, TPO(ECCHOHATBLHOTO U JTMYHOTO Pa3BUTHSL.

OK 5. Hcnons3oBath HHGOPMAITMOHHO-KOMMYHHUKAITHOHHBIC TEXHOJIOTHH B MPOGECCHOHATBHOM
JESITEIbHOCTH.

OK 6. PaboTaTh B KO/UIeKTHBE U KOMaH 1€, 7 (PEKTUBHO 00MIATHCS ¢ KOJIJIETaMH, PYKOBOJICTBOM,
NOTPeOUTENSIMU.

OK 7. Bpatb Ha cebs 0OTBETCTBEHHOCTH 3a padOTy WiIEHOB KOMaHAbI (MOAYMHEHHBIX ), PE3YJIbTAT
BBIIIOJTHEHUS 3aJaHUH.

OK 8. CaMocCTOsATeIPHO ONPEeNeNITh 33a/1auyd MPOPECCHOHATBPHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHMMAThCS CaMO0Opa30BaHNEM, OCO3HAHHO IJIAHHUPOBATH MOBHINICHNE KBATU()UKAIIHH.

OK 9. OpueHTHUPOBATHCS B YCIOBHUSAX YacCTOW CMEHBI TEXHOJIOTHH B MPOGECCHOHATBHOU es-
TEJIbHOCTH.




3. CTpyKTYypa U cofepKaHHe MPAKTUKH

Ne Koumnue-
n/m | Pasgensl (3ranbl) NPpaKTHKH CTBO Bubl Npou3BOACTBEHHBIX PadoT
yacos/
Helelb
M/IK 01.01. /lokymMeHTallHOHHOE 00ecnieyeHHe YIpaBJIeHus

1 ([Tema 1.1. loxyment. bianku 4 1 Ucnons3yss [OCT P 7.0.97-2016 u Gnanky|
U1 TOKYMEHTOB. PeKkBU3UTHI OpraHu3aliy, ydyacTHE B  COCTAaBJICHHUU U
NTOKYMEHTOB. o(hopMIIEeHHN TOKYMEHTOB U3 KaKJOW TpyIi-

el OPJ] ¢ ucnosib30BaHMEM KOMITbIOTEPHOMH|
TEXHUKH.

2 [Tema 1.2. OdopmieHue Mamu- 4 1.Yyactue B 0opMIIEHUU TEKCTOBBIX padoT|

HOTIMCHBIX TEKCTOB. Ha KOMIIbIOTEpE, UCIIONb3Yys 3HAHUS IPaBUJY
o(opMIIeHNsT MAIIMHOITMCHBIX TEKCTOB.
2.IlpuMeHeHne KOMIBIOTEPHBIX M CPEJICTB
OpPraHU3aIMOHHON TEXHUKU Ha paboueM Me-
CTe.

3 [Tema 1.3. Opranuzamus 10Ky- 4 1.CocraBieHue cxXembl JOKYMEHTOIOTOKOB

MEHTO000pOTA. MOCTYNAOUIEH, BHYTPEHHEHM M OTIpABIIsiE-
MOI NOKyMEHTAallUM ISl aHalu3a JOKYMEH-
TOOOOpPOTa OpraHU3aAIUH.
2.Ydactue B mporeaype oOpabOTKH M CH-
CTEMATHU3alMK TOKYMEHTOIIOTOKOB.

4 [Tema 1.4. Peructpauus 10Ky- 4 'Yyactue B perucTpanuy J0KyMEHTOB.
MEHTOB

5 [Tema 1.5. KonTpons 3a cpokamu 4 Yyactue B mpouenype KOHTPOJS HMCIIOJIHE-
MCIIOJTHEHUS JOKYMEHTOB HUSL JOKYMEHTOB.

6 [Tema 1.6. Cucremarusauus 0o- 4 Yyactre B mpoIecce CUCTEeMaTU3alun JI0KY-
KYMEHTOB, ONPEEIIEHUE UX CPO- MEHTOB, COCTAaBJICHHUS HOMEHKJIATYpbl el
KOB XpaHEHUS U COCTaBJICHHE CTPYKTYpPHOTO MOApa3/IeJIeHHs] OpraHnu3allnu.
HOMEHKJIATYpBhI JIE.

7 [Tema 1.7. ®opmupoBaHue 10Ky- 4 YyacTue B mporecce (OpMHUPOBAHUS U OIHU-
MEHTOB B JieNa. CaHMs JieJl U MOJrOTOBKE MX K Iepenaye Ha)

APXUBHOE XpaHEHHUE.
M/IK 01.02. IIpaBoBoe peryJiupoBaHue YIPaBJIeHYECKOH eI TeTbHOCTH
8 [Tema 1.8. HopmaTuBHbIe IpaBo- 4 1.O3HakomiiIeHHE € HOPMaTHBHO-IIPABOBOM

BbIC aKThI B yIIPaBJICHUECKOH Je-
SITETbHOCTU M TIOJITOTOBKA MPO-
E€KTOB YIIPABJIEHYECKUX PEIICHUN
Ha UX OCHOBE.

0a30if M yYPEOUTENbHBIMU JOKYMEHTaMHU|
OpraHU3alHH.

2. O3HakOMJICHHE C WHCTPYKIUSIMU TI0
OXpaHe TpyAa Ha pabodyeM MeCTe U JIOJIK-
HOCTHBIMU UHCTPYKIUSIMHU.

3.YuacTtue B MOATOTOBKE MPOEKTOB YIpaB-
IIEHYECKUX JOKYMEHTOB.




MK 01.03. Opranusanusi CEKpeTapcKoro 00cay;KuBaHus

Tema 1.9. Opranuzanus 6e3/10- 4 1.Yyacrtue B miiaHUpOBaHUU paboOYero JaHs.
KYMEHTHOTO CEKPETapCKOro 00- 2 YyacTtre B Mpoleaype MOATOTOBKU IEIO-
CITy>KHBaHHUSI. BBIX IMOE3JIOK U BCTPEY PYKOBOJTUTEIIS U JIPY-

TUX COTPYAHHUKOB OpraHU3alNU.

3.Yuactue B mpoBeneHHH Tele(OHHBIX Iie-
[PErOBOPOB.

4.YyacTtue B opraHu3zalMd INpueMa MOCETH-
TEJICH.

5. 3auer

Hroro: 36/1
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4. CneumajbHble YCJI0BHUS peajn3aly NPOrpaMMbl NPAKTUKHA

4.1. TpeOoBaHusl K NPOBeIEeHUIO MPOU3BOCTBEHHOI MPAKTHKH

VYcinoBueMm nomycka 0OydyaromMXCsi K MPOU3BOACTBEHHOW IPAKTHKE SIBISIETCS OCBOCHHAs
yueOHas IPaKTUKA.

[Tpon3BoICTBEHHAs IPAKTHUKA MIPEJCTABIAET cOOO0M B yUEOHBIX 3aHATHH, HEMOCPEACTBEHHO
OPHEHTUPOBAHHBIX HA NMPO(ECCHOHAIBHO-IIPAKTUYECKYIO MOATOTOBKY O0YyYaroIUXcs, B TOM YHCIE
00ecreYnBaONIyl0 MMOATOTOBKY W 3alMTy BBINTYCKHOM KBaln(ukauoHHOW pabotel. Ilo mToram
MIPOU3BO/ICTBEHHOM MPAKTUKU MPOBOAMTCS claya 3ayeTa B (popMe 3aIlUThl OTUYETA U MPEJICTaBICHUS
BCEX OTYETHBIX JOKYMEHTOB, 33 CUET YaCOB, OTBE/IEHHBIX Ha IIPOU3BOJICTBEHHYIO IIPAKTHUKY.

ITpu npoBeneHNH MPOU3BOJICTBEHHON MPAKTUKK UCIONb3YIOTCS MYJIbTUMEINNHBIE KOMILIEK-
CBl, JIEKTPOHHBIE YUYEOHUKU U y4eOHbIE TTOCOOUS, aAaTUPOBAaHHbIE K 00yYarOIIUMCS ¢ OrpaHUYEH-
HBIMU BO3MOXHOCTSIMU 3JJOPOBBSI.

[Ipu mpoBeneHNH MPOU3BOJCTBEHHON MPAKTUKH HCIIOJIB3YIOT CIEIYIOIME aKTUBHBIC M UH-
TEPaKTUBHbIE (POPMBI: JTMUYHOCTHO-OPUEHTUPOBAHHBIN, METOJ PELIEHUs NMPOU3BOACTBEHHBIX (TPO-
ONEMHBIX) CUTyalui, METOJ MH(POPMAITMOHHBIX TeXHOJIOTUH. Bece MeToab! amanTupoBansl kK o0yda-
IOLIMMCS UHBAJIUAAM U JIUI[AM C OTPaHUYEHUSIMH BO3MOYKHOCTSIMH 3/10POBbSL.

Jnist peanu3aniy IporpaMMBbl MPOU3BOJCTBEHHOM MPAKTUKU B OpPraHU3alMAX JODKHA OBITH
opranu3oBaHa Oez0apbepHas cpena. [Ipon3BoacTBEHHAs MPAKTUKA MPOBOAUTCA B KaOWMHETax, OCHa-
IIEHHBIX pa00YNMHU MECTAMHU C TEXHUYECKUMH CPEICTBAMU O0Yy4EHHUs sl OOydaroMXCsl ¢ pa3iny-
HBIMU BHJAaMH OT'PAaHUYEHUS 30POBbs, UM Ha pabOYMX MECTax B IPYIMX OpraHu3anusx (1o coria-
COBaHUIO C PYKOBOJCTBOM TEXHHUKyMa U pabOTOAATENSMHU U IMPH YCIOBHM CO3JaHMS CIICIHATBHBIX
YCIOBHH 11 00y4aronuxcst uHBanu0B u jmi ¢ OB3).

KonngecTBo pabounx MecT - IO KOJUYECTBY O0YyYarOIUXCs C yU€TOM KOJUYECTBA MECT JUIs
OB3. B kabuHeTax opraHu3aluy IpeIyCMOTPEHO:

- HUINYKE ayJMOTEXHUKHU (aKyCTUUYECKHI YCUIIUTEb U KOJIOHKH);

- HaJIM4ue CHEeMaTN3UPOBAaHHOTO KOMIUIEKTA CPEJCTB OCHAIEHUS Ul co3JaHus O6e30apbep-
HOU CpeJibl.

[IpoaoKUTEN HOCTh PAab0Yero BpeMEHH 00YJaromerocst pu MpOX0oXKICHUH MPAKTHKH yCTa-
HABJIMBACTCS C YYETOM OCOOCHHOCTEH MCHXO(U3MUYECKOTO Pa3BUTHS, WHAWBUIYAIBHBIX BO3MOXHO-
CTEU U COCTOSIHUS €T0 3/I0POBBA.

JUis MHBAJIMJOB M JIMII C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU 37I0pOBbs (popMa IpoBEIEHUS
NPAaKTUKH YCTAHABJIMBACTCSI 00pa30BaTeIbHON OpraHU3alfel ¢ yueToM 0coOeHHOCTEeH mncuxopu3u-
4EeCKOI'0 pa3BUTHS, UHIUBUIyaIbHBIX BO3MOKHOCTEH U COCTOSHUS 30POBBSI.

[Ipu onpeneneHUH MeCT IPOXOXKICHHUS POU3BOACTBEHHBIX IMPAKTUK 00YyYarOLUIMMCs UHBAJIH-
J0M 00pazoBaTeibHass OpraHM3alus JOJDKHA YYUTHIBATh PEKOMEHAALMH, JaHHbIE MO pe3yiIbTaTam
MEIMKO-COI[MAIbHON SKCHEPTHU3bI, COACPIKAIIMECs B MHIUBUAYAJIBLHOW IMpOrpamMMme peabuIuTanun
MHBAJINJA, OTHOCUTEIIEHO PEKOMEH/I0BaHHBIX YCIOBUM M BUJOB TPYya.

[Ipn HeoOXoaMMOCTH Ui MPOXOXKJEHHs NMPAKTUKU MHBAIUAAMHU CO3JAIOTCS CIIELUaJIbHbIE
pabouue MecTa ¢ y4eToM HapyIIeHHBIX (YHKIMNA W OTpaHUYCHUN UX JKU3HEICSTEIBHOCTH B COOT-
BETCTBHUHU C TpeOOBAHUSAMH, YTBEPKACHHBIMU MpHKa3oM MuHuctepctsa Tpyaa Poccun ot 19 HosIOpst
2013 rona N 685H.

PexomeHnnyeTcst 000pyOBaHHE CHELUATBHBIX pabodnX MECT A 00Yy4aroluXcs WHBAINUIOB
1 00YyYaroNuMXcs C OrPaHMYCHHBIMH BO3MOKHOCTSIMH 3/10POBBSI.

Jna nuy ¢ Hapywenuamu cayxa NpeAronaraeT UCIOJb30BaHUE ayJTUOTEXHUKH (KOJOHKH,
HAYNIHUKH, (TapHUTYpa), POPMBI AIIEKTPOHHBIX JTOKYMEHTOB, (DOPMBI C YBEIMYCHHBIM IEUATHBIM
mpuQTOM.

Jna cnabosudauux oOyqaromumxcs He0OOXOIUMO MPEAYCMOTPETh BO3MOXKHOCTh IIPOCMOTpA
yJaleHHbIX 00BEKTOB IIPU MMOMOIIY BUEOYBEIMUNTENEH A yAaaeHHoro npocMoTpa. IIpenmnonara-
eTCs UCIOJB30BAHKE AJIEKTPOHHBIX JIYI JUIsl IPOCMOTpa MaTEepHUaIoB Ha MOHUTOpE (YCTAaHOBJICHA B
nporpamMmHubiii maker Windows 8), medaTHbIX (GopM ¢ yBETWYEHHBIM MIPU(TOM, MPOTrpamMMBbI-
CHHTE3aTOpOB peuH (yCTaHOBJICHA B IpOrpaMMHBIi makeT Windows 8).
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Jna obdyuarowuxca ¢ HapywieHUAMU ONOPHO-08UZAMENbHO20 ANNAPAMA HEOOXOIIMO
IPESYCMOTPETh MOIBEMHO-TIOBOPOTHBIE CTYJIbSI U PErYJIUPYEMbIE CTOJIbI C HICTOYHUKOM IUTAHUS IS
WH/IMBUYATbHBIX TEXHUYECKUX CPEICTB, 00ECIEUNBAIONINE PEaTN3aIllUI0 SPrOHOMHYECKIX MTPHHIIU-
MIOB, BUPTYaJIbHYIO SKPaHHYIO KJIaBUATypy (yCTaHOBIIEHA B porpaMMHBIid makeT Windows 8).

CrnenuanpHble paboune MecTa JUisi HHBAJIUIOB - paboune MecTa, TPeOYIOIHe TOMOJHUTEIb-
HBIX Mep M0 OpraHM3alluy TPYy/a, BKIIOYas aJafTallMio OCHOBHOTO M BCIIOMOIaTeIbHOTO 000pyA0Ba-
HUS, TEXHUYECKOTO M OPTaHU3alMOHHOTO OCHAIICHUS, IOTIOJIHUTEIILHOTO OCHAIICHUS i 00eCTICUeHHSI
TEXHUYECKMMHU PUCTIOCOOJICHUSIMH C YYETOM MHIUBUAYaJIbHBIX BO3MOKHOCTEH MHBAIHIOB.

OcHarmienue (000pyaOBaHUE) CIIEHATBHBIX PA0OYUX MECT ISl TPAKTHKU O0yJarOIINXCsS WH-
BaJIMJIOB OCYIIECTBIISCTCS WHANBUIYAIBHO JJIsi KOHKPETHOTO MHBAIMA, a TAK)KE JUIs TPYIIIBI HHBA-
JMJI0B, UMEIOIIUX OJHOTUITHBIC HApYIIEHUS (QYHKIMI OpraHu3Ma U OrpaHUYCHUS KU3HEIeATeIbHO-
cru. CrienanbpHble pabodne MecTa JUTsl TPOXO0XKICHHS MPAKTHKH WHBAIHIAMH OCHAIIIAIOTCS C YIETOM
UX HapyUICHHbIX (PYHKIUI U OrpaHUYCHUN KU3HEIEATEIbHOCTH B COOTBETCTBHH C OCHOBHBIMH Tpe-
OOBaHUSIMHU K TAKOMY OCHAIICHHUIO (000PYIOBAaHUIO) YKa3aHHBIX PaOOYUX MECT.

[IpenonaBaTensiMu, pyKOBOAUTEISIMUA MPAKTHKH OCYIIECTBISETCS: KOHCYJIBTUPOBaHUE 00Y-
YAOIIUXCs, KOHTPOJIb MPOXOXKICHHUS MPAKTUKHA COTJIACHO WHIWBUAYAILHOW MpPOTrpamMMe, MOCTOSH-
HBIA KOHTAKT C PYKOBOJHUTEISIMH MPAKTUKU; ITOBCEIHEBHOE PYKOBOACTBO MPOXOXKACHHEM 00yyaro-
[IMMUCS IPAKTUKN OCYIIECTBIISICTCSI OpTaHU3AIMEH B JIUIE CTICIUAIBHO BBIICJICHHOTO €10 PYKOBOIU-
TeJs, KOTOPBIH obecrieunBaeT o0ydaromemycs padbouee MecTo, HEOOXOAUMBIE YCIOBUS ISl TITyOOKO-
IO OCBOCHUSI OOYYAIOIIUMHUCS CYIIHOCTH PaOOTHI ACIONPOU3BOAUTEINS, ONEPATHBHOE PYKOBOJCTBO
MPAKTUKON U KOHTPOJIb 32 paboTOM 00yUJarommxcsl.

OO0yuarommiicss BO BpeMs IPaKTUKH 00s3aH:

* MaKCHUMaJbHO HMCIIOJIb30BaTh OTBEIEHHOE JUIsl MPAKTHKH BPEMsl, B YCTAHOBJICHHBIE CPOKH,
B TIOJTHOM 00BhEME M C BEICOKMM Ka4eCTBOM BBITIOIHSTH BCE 33/IaHUS IPEAYCMOTPEHHBIC TIPOTPAMMOIA
MPAKTUKH;

* coOuoaTh MpaBWiia BHYTPSHHETO TPYIOBOTO PACIOPsIKAa U WHBIE HOPMAaTHBHBIC TPaBO-
BbIE AKThI, OIIPECIISAIONINE MOPAIOK A TEIbHOCTH PAOOTHUKOB COOTBETCTBYIOIIEH OpraHU3allHiH;

* coOmoaaTh TpeOOBaHUS OXPAHBI TPY/A U TIOKAPHOH 0€30MacHOCTH;

* CBOEBPEMEHHO BBINOJIHATH BCE BUJBI pabOT, MPEAYCMOTPEHHBIE POTPAMMO MPOBEICHHS
MPAaKTUKH U COOIOAATh TPeOOBaHMS MPHHUMAIONICH OpTraHU3aIlNH;

* TMPOSBIATH UHUIIMATHBY B PEUICHUH MMOCTABJICHHBIX MO MPAKTUKE 3a7a4 U MPUMEHSTH T10-
Jy4eHHBIC TEOPETUICCKHIE 3HAHUS U HABBIKH;

* BECTH JTHEBHHK IPAKTUKH, B KOTOPOM €KEIHEBHO KPATKO 3aMUCHIBATh OIPE/Ie/ICHHBIE CBe-
JICHUS O TIPOJICTIAHHOM B TeUeHHE JTHs padoTe;

* mepea OKOHYAHHEM IMPAKTHKH COCTABUTH OTYET O MPOXOKICHWU NMPAKTUKU U 3aBEPUTH Y
PYKOBOJIUTESI IPAKTUKON OT OPTaHU3alUU THEBHHUK MPAKTHKH;

* HECTU OTBETCTBEHHOCTH 32 BBIMOJIHAEMYIO Pa0OTYy.

4.2. Tpe6oBaHHMSA K MUHUMAJIBHOMY MAaTEePHAJbHO-TEXHHYECKOMY O0ecrnedeHHI0

[IpousBonacTBeHHass mpakTuka (MO0 MPOMUII0 CHENHATBFHOCTH) MPOBOIUTCS MO OKOHYAHHUH
U3ydeHUs Mpo(hecCHOHATEHOTO MOTYJISl KOHIIEHTPUPOBAHHO HA MPEIIPHUATHIX — 0a3aX MPaKTHKH.

Peanu3anust mporpaMMbl IPOU3BOJCTBEHHON MPAKTUKU MPEAINOIaracT Haluyue B OpraHu3a-
WU, TJI€ OCYIIECTBIIACTCS MPaKTHUKa, O0e30aphepHON Cpeibl 1 000PYI0BaHUS paboUero Mecra:

- KOMITBIOTEp C BBIXOJI0M B IHTEpHET;

- IPUHTED;

- CKaHep;

- hakc, Tenedon;

- IPOrpaMMHOE o0ecreueHne o0Iero u MpodeccCHoOHATLHOTO Ha3HAUCHUS;

- KOMILUICKT 3aKOHOAATEIbHBIX, HOPMAaTHUBHBIX U JIOKAIbHBIX aKTOB.

B opranuzanuu Ha paboyem MecTe JOKHO OBITh MPEIyCMOTPEHO:

-IJIs JINL ¢ HAPYLIEHHEM CJIyXa: HaIHM4he ayJUOTEeXHUKU (KOJOHKH, HAyITHUKH, (TApHUTY-
pa), GOpMBI SIEKTPOHHBIX JOKYMEHTOB.
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-7 C1A00BHASIIUX 00YYAIOIIMXCS: HATUYNE SKPAHHOM JIYITBI U IPOCMOTPA MaTEPUAIOB
Ha MOHUTOpE (YCTaHOBJIEH B IporpaMMHblii maker Windows 8), meyaTHbIX GOpM C yBEIMUYCHHBIM
mpudTOM, MPOTPaMM-CHUHTE3aTOPOB peun (YCTAaHOBIICH B MpOTrpaMMHBIN makeT Windows 8).

-5 00y4YaIOIIUXCH ¢ HAPYIIEHUSIMH ONOPHO-IBUIATEJILHOI0 annapara:

opranu3oBaHa 0e30apbepHas cpefia, MoILEMHO-TIOBOPOTHBIC CTYIIbs, BUPTYalbHAsI DKPAHHAS
KJ1aBHaTypa (yCTaHOBIIEH B MporpaMMHbIi naker Windows 8).

4.3. YueOHO-MeTOAUYeCKOE U MH(OPMAIIMOHHOE o0ecredeHne MPAKTUKHA

- JIsist M1 ¢ HAPYIIEHUSIMH 3PEeHu:
B IIeYaTHOH (popMe yBeTHMUEHHBIM MIpU(TOM;
B ()OpME ITEKTPOHHOTO JOKYMEHTA,;

- Jloist M1 ¢ HAPYIIEHUSIMH ¢JIyXa HH(popManus npeaocTaBJisieTcs:
B IIeYaTHOI popme;
B ()OpME ITEKTPOHHOTO JOKYMEHTA;

- Jlnsi JuI ¢ HAPYIIEHHSIMH ONOPHO-IBUIaTeJIbHOr0 ammapara uHdopManus mnpeno-
CTaBJISIETCS:

B IIeYaTHOU (opme;

B (hopMe DIIEKTPOHHOTO JOKYMEHTA.
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OMOIMOTEYHOMY U M3/IaTEIbCKOMY Jieny. Jlemonpon3BoACTBO M apXUBHOE AeN0. TepMUHBI U onpe/e-
nenus" (yTB. npukazom deaepanbHOro areHTCTBA MO0 TEXHUYECKOMY PEr'yJIHPOBAHUIO U METPOJIOTUN
ot 17 okts16ps 2013 r. N 1185-c1).

8. TOCT P 1.5 — 2002 I'ocynapctBennas cuctema cranaapruzanuu PO. Ctangapter. O0mue
TpeOOBaHUs K MMOCTPOCHUIO, U3JI0KEHHIO, OPOPMIICHHUIO, COIEpKAHUIO U 0003HaYeHuI0. M., 2003

9. KBanugukaroHHbII CIIPaBOYHUK JTOHKHOCTEH PYKOBOAMTENEH, CIIEHUAINCTOB U APYTHX
cinyxamux. M., 2002

10. OcHoBHBIE ITpaBUiIa pabOTHI apXUBOB opranuzanui. M., 2002

11.IlepeyeHb TUMOBBIX YIIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoIIUXCs B Mpoliecce
JeSTeTbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIpAaBJICHHUS M OpraHU3aluil, C
yKazaHueM cpokoB xpaneHus. M., 2010 (pex. ot 16.02.2016).
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12. TunoBass MHCTPYKIIUS O JEIONPOU3BOJCTBY B (heepaIbHBIX OpraHax HCIOJHUTEIHLHON
Bractu. M., ot 08.11.2005 Ne 536 (peructpanus 27.02.20006).

13. bacako M.I., 3amsirkoBa O.U.: Jlenonpon3BoaCTBO (IOKYMEHTAIIMOHHOE 00ecIieueHne
ympasieHus): yaeouuk, Pocros v//]: ®enukc, 2014.-376 c.

14. bacakoB M.U. JlokyMeHTanimOHHOE OOecIedeHne yrnpaBieHus (C OCHOBaMHU apXHUBOBEJIE-
Hus). — M.: Knopyc, 2013.

15. T'anmaxos, B.B. Cekpetapb-pedepeHT Bbicoko# kBamupukanuu. Opranu3aius ceKkperap-
ckoro mema. — M.: Akagemus, 2012,

16. ITmenko A.B. DnexTpoHHOE yueOHOE U3TaHKE MO «/[OKyMEHTallMOHHOMY 00ECTICYCHHIO
ynpasiieHus». — M.: Axkanemusi-Menua, 2014.

17. Hlenamosa I'.M. DnekTpoHHBII 00pa3zoBaTenbHbIid pecypc no «OCHOBaM 3TUKHU U IICUXO-
soruu poeCcCHOHANBHON JIeATeTbHOCTHY. — M.: Akagemus-Menaua, 2014.

18. ®enopoBuu O.1. YuebHOoe 3neKTpoHHOE n3anue 1o «IIpaBoBoMy 00ecredeHn o mpo-
(dheccuoHanbHOM AesTenbHOCTHY. — M.: Akanemus-Menua, 2013.

19. Ilenamosa I'.M. DnekTpoHHOE yueOHOE n31anue 1Mo «OCHOBaM JIeIOBOW KYJIbTYpBI». —
M.: Axkagemus-Menua, 2013.

JlonoTHUTeIbHbIE UCTOYHUKH:
1. ITmenko A.B., Hoponuna JI.A. JlokyMeHTalmoHHOE obecnieueHue yrnpasienus. [IpakTu-
KyM. — M.: Axanemus, 2012.
2. ITanacenko FO.A. lenonpousBoacteo: J1OY. — M.: Puop, UHOPA-M, 2013.
3. Kopuees UK., [Tmenko A.B., Mamypues B.A. Ynpasienue nokymentamu. — M.: Mudpa-
M, 2014.
4. I'anaxoB B.B. u np. lenonpoussoactso. — M.: [Ipocnekr, 2015.

Anpeca pecypcoB UHTepHeTa
1. http://www.top-personal.ru/ Caiit xxypHana «YnpaBiieHHE TIEPCOHATIOM
2. http://www.sekretarskoe-delo.ru/ Caiit mpodeccroHansHOro KypHana cekperapeii «Cek-
peTapckoe Jeoy
3. http://fd-iai.rggu.ru/ TTopran Poccuiickoro I'ocymapcTBeHHOT0 T'YMaHHTAPHOTO YHHBEPCH-
TeTa, IcTOpUKO-apXUBHBIM HHCTUTYT, aKyabTeT JJOKyMEeHTOBEICHHS
4. http://www.edou.ru/enc/ mopran I{entpa kommereniuu mo Bompocam JIOY u apXMBHOTO

aena
5. http://www.delo-press.ru/about.php#magazines M3garensctBo «busnec-Ilpecc», xypHai

1(0)%
www.consultant.ru ITopran «KoucynbranT ITarocy
www.garant.ru ITopran «I'apanT»
www.kodeks.ru ITopran «Komekc»
. www.rusarchives.ru ITopran Pocapxusa Poccun
10 www.vniidad.ru ITopran BHUMJIA]]
11.Hopmarusssle akTel 110 JJOY u opranuzanny apXuBHOTO XpaHEHMsI JOKyMeHTOB. Dopma
noctyma: http://vinirina-prof.ucoz.ru/

©oo~Ne

4.4. Kagposoe odecnieueHre 00pa3oBaTe/JIbHOI0 NMpouecca

TpeboBanust K KBaIM(UKALUU MEIArOrMYECKUX KaJpoB, OCYIIECTBISIOUIMX PYKOBOJCTBO
MPaKTUKOM:

NHxeHepHO-Ie1arornyecKuil COCTaB:

-HAJINYME BBICHIETO MPO(EeCCHOHATBLHOTO 00pa30BaHUsI, COOTBETCTBYIOIIETO MPOQIIIIO Mpo-
¢deccuonanbroro moayns IIM. 01. «Opranu3anusi 10KyMeHTALHMOHHOI0 o0ecnieyeHus! ynpasJie-
HUA U (PYHKIMOHUPOBAHMSA OPraHU3ALUN»,
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-OIIBIT AEATEIIBHOCTU B OPraHU3aLUAX COOTBETCTBYIOIEH MPOPEeCCHOHANBHOMN CepHI ABISAET-
s HEe 00s3aTEIbHBIM;

-HaJIMYUE CTAKUPOBKU B MPOQUIBHBIX NMPOU3BOACTBEHHBIX OPraHU3ALUAX HE PEXE OJIHOTO
pa3a B 3 roja.

PyKoBOZCTBO MPAaKTHKOM MOJIKHBI OCYHIECTBIISTH IPENOJABATENN MEXAUCIUINIMHAPHOTO
Kypca npodeccuonanmbHoro Moyt IIM. 01 Opranu3anusi 10KYMEHTALMOHHOIO odecreyeHus
ynpasJjieHHs 1 QyHKIMOHMPOBAHUS OPraHU3alMH U CHICIUATIBHBIX JUCLUIUINH.

[lemarornueckue paOOTHHKH, YYaCTBYIOIIUE B pealH3alMy adanTHPOBAHHON 0O0pa3oBaTelb-
HOUM MPOTrpaMMBbl, TOJDKHBI OBITH 03HAKOMJIEHBI ¢ TICUXO(DH3NYECKUMH OCOOCHHOCTSAMH 00YyYaromnX-
Csl MHBAJIMJIOB M OOYYaIOIIMXCSl ¢ OrPAaHMYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbsl M YUUTBIBAaTh UX IPU
opraHu3any 00pa3oBaTeILHOTO MpPOoIlecca, JODKHBI BIaJIeTh MeAarorHueCKUMHI TeXHOJIOTUSIMU HH-
KJIO3UBHOTO OOy4YEeHMsI M1 METOAAMHU UX UCIOJIb30BaHUSA B PadOTE € MHKIIIO3UBHBIMU IPyIIaMu 00y-
yaromuxcs. Heo6xonnmMo npenycMoTpeTs il HUX 0053aTeNIbHOE MPOX0XkKIeHUE MPOo(ecCHOHATBHOM
NEePenoroTOBKY MJIU MOBBIIIEHHE KBAIN(UKALUHN B 007aCTH TEXHOJOTUI MHKIIO3MBHOIO 00pa3oBa-
HUS, CIICIIMATIBLHOMN MEeJaroruky WIn CIeHUaIbHON MCUXOIOTHH.

PykoBonuTenn NpakTHKH - NPEACTaBUTENN OpraHU3allM, Ha 0a3e KOTOpOHl IpOBOIUTCA
MPAKTHUKA: TOJDKHBI KIMETh OTBIT paboThl HEe MeHee | rojja Ha COOTBETCTBYIOUICH TOHKHOCTH — JIEJI0-
IIPOU3BOUTENIS, CEKpETAps, CIIEMAINCTa OTesa KapoB U IIp.

HacraBHuKM - TIpe[CTaBUTENN OpraHU3aluu, Ha 0a3ze KOTOPOW NMPOBOAMUTCS IMpaKTHKa (TpH
HQJINYMK): JTOJKHBI UMETh OIBIT pabOThl HE MeHee | rojja Ha COOTBETCTBYIOLIEH JOKHOCTH JIENO0-
MIPOU3BOIUTENIS, CEKpETaps, CIIEIHAIICTa OTeNa KaIpoB U IIp.
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S5.KOHTPOJIb U OHEHKA PE3YJIbTATOB ITPAKTUKH

KoHuTpoib u oneHka pe3ysiabTaToOB OCBOCHHUS IMPOU3BOJICTBEHHOM MPAKTUKHU OCYIIECTBISAETCS
PYKOBOJMUTENEM TPAKTHKHA B TPOIECCE CAMOCTOSTEIHHOIO BBHITIOTHEHHS OOYYarONIMMUCS 3aJaHHA,
BBITIOJTHEHUS PAKTUYECKUX padoT.

B nepuoa nmpoxoxaeHus mpou3BOJACTBEHHON MPAKTUKU 00yJaroIuecs 00s3aHbl BECTH THEBHUK.
[lo pe3ynbraraM MNpakTUKH OOYYArOIIMICS OJKEH COCTaBUTh OTUeT. OTYeT JOJKEH COCTOATh W3
MUCBMEHHOTO OTYeTa O BBHINIOJHEHUH paObOT M TMPUIOKEHUH K OTYETy, CBHJETEIBbCTBYIONIUX O
3aKpEIUICHUM  YMEHUM, TPUOOPETEHUH TMPAKTUYECKOTO OMbITa, (OPMHUPOBAHUU OOMUX W
npodeccHOHATBHBIX KOMIIETCHIINN, OCBOSHUH MpodeccHOHANbHOTO Moayis. K ordery mpuiaraercs
aTTeCTAllMOHHBIN JIUCT U XapaKTEPUCTHUKA OT PYKOBOJIUTEIIS OpraHU3alluy, Y4acTBYIOLIEH B IPOBEACHUH
MPAKTUKU U JTHEBHUK, OTPAKAIOIINN €KEIHEBHBIA 00hEM BBIMOITHEHHBIX padoT. O0yJaronuiics B 0 uH
U3 MOCJEIHUX JHEW MPaKTUKU 3alIMIIACT OTYET MO MpakTUKe Ha 0a3e OpraHu3aluy, y4acTBYIOIIEH B
MPOBEJICHUU TPAKTUKH. TEeKymUid KOHTPOIbh YCIEBAEMOCTH M OLIEHKA Pe3yJbTaTOB IMPOXOXKICHUS
MIPOM3BOJICTBEHHOW MPAKTUKH OCYILECTBISETCS PYKOBOAUTEISIMHU NpakTHKU oT OY U opraHuzanuu B
MIPOLIECCE BBIMOTHEHUS 00YUAIOIIUMICS 3aJaHH, IPOCKTOB, BEITIOTHEHUS MPAKTHUYECKUX TTPOBEPOUHBIX
pabor.

@opMBI ¥ METOJIBI MPOMEKYTOYHOH AaTTeCTAllMd U TEKYIIEro KOHTPOJIA pa3pabaThIBArOTCS
00pa30BaTeNbHBIM YUPEIKICHUEM U JIOBOAATCS JO CBEICHUS OOyUaIOIIUXCsl HE MO3JHEe Hayalla JBYX
MECSAIICB OT Havaia O0ydeHHs.

Texkymmii KOHTPOJIb YCHEBAEMOCTH 10 MPOU3BOJICTBEHHOH NpPAaKTUKE [UIS OO0yYaromuxcs
MHBAJINI0B U 00yYarONINXCs ¢ OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH 37I0POBbSI IMEET OO0JIbIIOe 3HAUYEHUE,
MTOCKOJIbKY TO3BOJISIET CBOEBPEMEHHO BBISIBUTH 3aTPYIHEHUS W OTCTaBaHWE B OOYyYE€HWU U BHECTH
KOPPEKTHUBBI B yueOHYIO NesATeNbHOCTh. DopMa KOHTPOJS JUIsl 0O0y4aroIMXCsl yCTaHABIMBAETCS C
Y4eTOM MX WHANBUAYAIBHBIX ICUXO0()U3MUIECKUX OCOOCHHOCTEH.

B pesynbrare ocBOeHHsI MPOU3BOJCTBEHHOM MPAKTUKH B paMKax MpoeCcCHOHAaILHOTO MOy
IIM.01 Opzanuzayusa OOKyMeHmMAUWUOHHO20 O00eCneYeHUus YNpaeaeHus u @QYHKYUOHUPOBCAHUA
opeanu3zayuu 0oO0y4arouIvecs: MNPOXOAST TMPOMEXKYTOUHYIO aTrTecTaluio B (opme 3auera B BUIE
BBITIOTHEHUST TpaKTHYecKoro 3amanus. [Ilpm HeoOxomumoctu st wHBaMIoB u jun ¢ OB3
MpelycMaTpuBaeTCcsl YBEJIMYEHHE BPEMEHHM Ha IMOATOTOBKY K 3adeTy, a TakKe MpeJoCTaBIseTCs
JIOTIOJTHUTEIHHOE BPeMsI JIJIS TIOJTOTOBKU OTBETA Ha 3a4eTe.

Bo3MmoxHO ycTaHOBJIEHHWE O0O0pa3oBaTeIbHON OpraHu3anuell WHAMBUAYATbHBIX TpaduKoB
MPOXOXKICHHSI TMPOMEKYTOYHON aTTecTalui OO0y4YaIONIMMUCS WHBAIMIAMH M OOYYaIOIUMUCA C
OTrpaHUYEHHBIMU BO3MOYKHOCTSIMU 37I0POBbSI.

[Ipn HeoOxomumocTH JUisi OOYYarOUIMXCS HWHBAIMIOB M OOYYAIOIIUXCS C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3/I0POBbsSI IPOMEKYTOUYHAS aTTECTALMs MOXKET MPOBOJUTHCS B HECKOJILKO 3TanoB. J[is
3TOTO PEKOMEHIyeTCs HCII0JIb30BaTh PyOSKHBIH KOHTPOJIb, KOTOPBIN SBISETCS KOHTPOJIBHON TOYKON HO
3aBEpUICHUIO U3YYEHHUS MPAKTUK U €€ Pa3/IeioB C IEJIbI0 OLICHUBAHUS YPOBHSI OCBOEHUS IPOrPaMMHOTO
Matepuana. POpMbI U CPOK MPOBEACHUS PYOEKHOTO KOHTPOIS OIPEACTSIOTCS TPEernoaaBaTeeM
(MacTepoM TMPOM3BOJCTBEHHOTO OOYy4YEHHS) C YYETOM HHIWBUAYAIbHBIX TCUXO(PU3HUUECKUX
0coOeHHOCTEH 00yUJaronIuXCs.

[IpakTUKaHTHI-MHBAMHABI M TpakTUKaHTel ¢ OB3 momkHBI OBITH OOECIeYeHBbl MEYaTHBIMH W
ANEKTPOHHBIMU pecypcaMu B popMax, aJaNTHPOBAHHBIX K OTPAHHYCHUSM UX 3JOPOBbS M BOCIPHUATHS
nH(popManuu:

- JI1s1 JIM1L ¢ HAPYIIEHUSIMU 3PeHUst:

B I1I€YaTHOM (hopMe YBETUUECHHBIM MIPUDTOM;

B (hopMe AIIEKTPOHHOTO JOKYMEHTA;

- J11s1 41l ¢ HApPYWEeHUsIMU cJ1yXa nHopMauus NpeaocTaBJIsieTcs:

B IIeYaTHOH popme;

B (hopMe AIIEKTPOHHOTO JOKYMEHTA;

- Jlois1 Ui ¢ HApylIeHUSIMH ONOPHO-ABUTaTEJBLHOI0 annapara uugopManus npeaocTaBs-
ercs:
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B II€YaTHOM (opme;

B (hopMe IIEKTPOHHOTO JJOKYMEHTA.

B nmepuon mnpoxokIeHuss NPOM3BOACTBEHHOM MPAKTUKM oOydaromuecs 00s3aHbl

JOKYMEHTALHUIO:

1. JIHEBHUK MTPAKTUKH.
2. OT4er 1o NPaKTHUKE.

BECTH

Texkymui KOHTPOJIb YCIIEBAEMOCTH U OLICHKA Pe3YyJIbTaTOB IPOXOXKACHUS INPOU3BOJICTBEHHOU
IIPAKTUKN OCYILECTBIISIETCS PYKOBOAMTEISAMHU NMPAKTUKM OT TEXHUKyMa WM OPraHU3allud B IIPOLIECCE

BBITOJIHEHUS 00YYaIOUIMMHCS IPAKTUYECKUX padoT.

PesynbTaTsl 00yyeHHs
(ocBOEHHBbIE YMEHM S,

DopMbI 1 METOABI
KOHTPOJIA U

Kpurepun onieHOK (1IKaJ1a OLIEHOK)

- TMOATOTABJIMBATH MPOCK-
Thl YIPaBICHUECKUX pe-
MIEHUH;

- 00pabaThIBaTh BXOSIINE
U MCXOJSIIINE JOKYMEHTHI,
CUCTEeMAaTU3UPOBATh WX,
COCTaBJIATh HOMEHKJIATYPY
nen u (HopMHUpPOBATH J10-
KYMCHTHI B JIeTIa,

- TOTOBUTh M TPOBOJUTH
COBEIIaHUS, JIeTIOBBIE
BCTpEUYH, TMPHUEMBI U TIpe-
3CHTAIIHH;

- Y1 — odopmisaTh Tek-
CTOBBIC PaOOTBI M COBEP-
I1aTh KOPPEKTYPHYIO
NPaBKY TEKCTOB;

- IY2 — opranu3oBbIBaTh
paboTy ¢ JOKyMEHTaMmH,
coJiepKalluMHU KOH(H-
JEHIIUANIbHYI0  WH(MOpMa-
U1,

- Y3 — npumeHATh NpaBo
Ha TIOWCK, TOJY4YCHUE U
HCIIONIb30BaHue MHGpOpMa-
LN

- IY4 - spdextuBHO TIpO-
BOJIMTH JICIOBYIO Oeceny.

NpHoOpeTeHHbIH OLICHKH
NMPAKTHYECKHU I ONBIT)
OcBoeHHBIC YMEHHS
- npuMeHsATh HopMaTuB- | HabGmonenue B | OueHKa BbINOJHEHUS
HblE€ IIPaBOBBIE aKThl B | IIpOLIECCE NPaKTHYECKOr0 3aIaHNSA:
YIOPaABJICHUYECKON NESITEeNb- | MPAKTUYECKOMN - OLICHKA «5» CTaBUTCS, €CIIU:
HOCTH, ACATCIIbHOCTH O6yanOHIHﬁCH CaMOCTOATCIIbHO, ITIOJTHOCTBIO H

OneHka pe3ysbTaToB
MPaKTUYECKOMN
JeSATeIbHOCTH

OneHka pe3ysbTaToB
3agera

IIpunoOpeTeHHbI NPAKTHYECCKHUI ONBIT

- OpraHu3aiuu J10-
KYMEHTAIIMOHHOTO  00ec-

HaOmronenune B
porecce

KayeCTBEHHO BBITOJITHUII BCE JTarnbl
MPaKTUYECKOr0 3a/laHusl, TOJIYYEeHO BEpHOE
NpeJCTaBICHUE  pe3yjibTaTa;-  JOIMYCKaeTCs
HE3HAYWTeNbHAsT TIOMOIIb  HAaCcTaBHUKA  OT
OpraHH3aIiHy.

- OLIEHKA «4» CTaBUTCSI, €CIIU:

- 33J]aHUE BBINOJHEHO IIOJHOCTBIO, HO IIpHU
BBITIOJTHEHUH  OOHAPYXHIJIOCh  HEIOCTATOYHOE
BJIaJICHHE HaBbIKaMU pPabOThl C MPOrpPaMMHBIM
obOecrieueHreM B paMKax MMOCTABIEHHOW 3a/1a4W;

- TMpaBWIBHO BBHITNIOJHEHA OOJbIIAas YacTh
3ananus (cBoimie 75 %),

- 3aJaHWe  BBIIIOJHEHO  TIOJHOCTBIO,  HO
UCIIOJTb30BaHBI HauMeEHee ONTUMAJIbHBIC
TIOJTXO/IbI TIPH BBITIOJTHEHUH.

- OIICHKA «3) CTaBUTCS, €CIIH:

- 3a/laHue BBIIIOJIHEHO HE IMOJHOCTHIO,  HO

O6yanOHIHﬁCH BIaaACCT OCHOBHBIMHM HaBbIKaMH

paboThl Ha TPOrPaMMHBIM  OOECIICeUCHUEM,
TpeOyeMBbIMU JIsI PEIICHUS

IIOCTaBJICHHOHN 3a/1auu.

- CYIIECTBEHHO OBUIM HapyIIEHBl CPOKH

BBITIOJTHEHUS 3aJaHMUS.

- OLIEHKA «2)» CTaBUTCSI, €CIIU:

- JIONMYIICHBl CYIIECTBEHHbIC OIIMOKU MpH
BBITIOJTHEHUH TPAKTHYECKOTO 3aJaHus WU
3HAYUTeNIbHAs 4YacTh pPaOOThl BBINOJIHEHA HE
CaMOCTOSITEIIbHO.

OueHka 3ayeTra
Onenka "5"
- OTYeTHAasl JOKYMEHTAIusi oopmIieHa B TTOJIHOM

17



NCYCHNSI YIPABICHUS U
(GyHKIMOHUPOBAHUSL Opra-

HHU3aLUU.

MPaKTUYECKOMN
ACATCIIbHOCTHU

OneHka pe3ysbTaToB
MPaKTUYECKOMN
JeSATeIbHOCTH

OneHka pe3ysbTaToB
3agera

COOTBETCTBUU  C
YCTaHOBJICHHBIN CPOK;
- J1aH TIOJIOXKUTENbHBIM OT3bIB O MPOXOXKICHUH
MPAKTUKU

- oOydvaromuiicss  OOHapy>XHMBaeT  BEPHOE
NOHUMaHHEe NPOoEeCCHOHATBHBIX 0053aHHOCTEH.
Onenka "4"

- OT4eTHass JOKyMEHTanmuss odQopmieHa C
HE3HAYUTENbHBIMU HapyLIICHUSIMHU

- JIaH TOJOXHTEIbHBIM OT3bIB O MPOXO0XKICHUH
MPAKTUKU

- 0OyyaromuiCs HCHBITHIBAET TPYJHOCTH B
NMPUMEHEHUNU 3HAaHUW B HOBOW CHUTyallud, HE B
JIOCTAaTOYHOM Mepe HCIIONB3YeT CBSI3U C paHee
M3YYEHHBIM MaTepHaioM

Onenka "3"

- OTYeTHas JOKyMEHTalMs 1O TMpaKTHUKe
IpeJICTaBIeHa B MOJHOM 00bEME C HapyIICHUEM
CPOKOB;

- oOyuarommiics o0OHapy)XMBaeT IOHMMaHHUE
yueOHOro MaTepuana NpU  HEIOCTaTOYHOMN
MOJTHOTE YCBOEHUSI 0a30BBIX MH(DOPMAIIMOHHBIX
TEXHOJIOTHI;

- B MIEPUOJ MPAKTUKU OBUIM pa3HbIe 3aMeUYaHHs
N0 TPYIOBOH AWCUMIUIMHE M TEXHOJOTHH
BBITTOJIHEHHS! TPOU3BO/ICTBEHHBIX 33 JaHUN
Onenka "2"

-OTCYTCTBYET WJIM TpEJCTaBlieHa HE B IOJHOM
o0bemMe OT4YeTHas JOKYMEHTAIus 10 MTPaKTHKe

-B  TEpUOJ TPAKTUKA OOYyYaroIIUICS HMeI
JTUCIUIUIMHAPHBIE B3BICKAHUS

-OT3BIB 110 MTPAKTUKE OTPUIIATEIHHBIN

TpeOOBaHHSIMH U B

PesyabTaTsl
(ocBOeHHBIE 001IIUE
KOMIIETEHIIHH)

OcCHOBHBIE MOKA3ATEJIH
OIIeHKH pe3yJbTaTa

®opMbI 1 METOABI
KOHTPOJIAA U OLlEHKH

Kpurepun onenok
(mKaJja oueHoK)

O01mme koMneTeHINHA

OK 1. [lonumats
CYIIHOCTb U
COLIMAIbHYIO
3HAYUMOCTb CBOEH
Oynymieit mpodeccun,
MPOSIBIIATH K HEU
YCTOWUYMBBIN UHTEPEC

- apryMeHTHpYyeT CBOH
BEIOOp B mpodeccuo-
HAJILHOM CaMooIIpe/iene-
HUUY;

- ompenernsieT CoIualb-
HYI0 3HAuYUMOCTh IIPO-
deccroHaIbHOM nesi-
TEJIbHOCTH;

- BBITIOJTHSIET CaMOAHAIH3
po)eCCHOHAIBHON TIPH-
TOJHOCTH.

HaGnronenue u oueHka
JNEUCTBUA HA TMPOU3-
BOJCTBEHHON IIPaKTH-
Ke; 3a/1aHHA:
MHTEpIpeTanus pe- | - OLIEHKa
3yJITATOB HAOJIIOJCHUN | CTABUTCS, €CIIH:
3a JIEATeNbHOCTBIO 00y- | OOyuaronuiics
YAOLIErocss MpH OCYy- | CAMOCTOSTENBHO,
IIECTBICHUU  Mpodec- | MOTHOCTHIO U
CHOHAQJIBHOW  JIeATeNb- | KAUECTBEHHO
HOCTH Ha TIPOU3BOJ- | BHIOJHUI
CTBEHHOM NpakTUKE U | 3Talbl
3alIuTe MIPOM3BOJI- | MPAKTHUECKOTO

Ouenka
BBINOJHEHUS
NMPaKTHYECKOT 0

«5»

BCC
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CTBEHHOM MPAKTUKHU

OK 2.
OpraHu3oBbIBATh
COOCTBEHHYIO
JeSITeNIbHOCTbD,
BBIOMPATH TUITOBBIE
METOIBI U CIIOCOOBI
BBITIOJTHEHUS
po¢eCCHOHATBHBIX
3a/1a4, OI[CHUBATh HX
3 PEeKTUBHOCTD U
Ka4eCTBO

- BBIOMpAET M NMPUMEHSET
METOABl W CIOCOOBI pe-
HICHUS npodeccuo-
HaAJBbHBIX 3amay B o00Ja-
CTH OpraHW3aIlui JOKY-
MEHTAIMOHHOI0 o00ecIie-
YeHHUS  YIpaBJICHUS W
GYHKIIMOHUPOBAHUS  Op-
raHHU3aLNH;

- CaMOCTOSITEJILHO Olle-
HUBaeT 3()(PEeKTUBHOCTD U
KauyeCTBO BBINTOJIHCHHOU
paboTsr;

- ompeAenseT  IMyTH
YCTpaHEHUS BBISIBJICHHBIX
OTKJIOHCHMH.

HaOmronenne u oreHka
JNEUCTBUA HA MPOU3-

BOJCTBEHHON IIPaKTH-
Ke;

HUHTEPIIPETAIHS pe-
3yJIbTaTOB  HaOIO/e-
HUM 32 JNeITEILHOCTHIO
oOy4aromerocs npu
OCYIIECTBIEHUU  TPO-
dbeccuonanpHOM  nes-

TCJIBHOCTHU Ha HpOI/I3-
BOJICTBEHHOW TpPaKTH-
K€ U 3aluTe MNpOou3-
BOJICTBEHHOM MPAKTUKHU

OK 3. [Ipunumars
pelieHus B
CTaHJAPTHBIX U
HEeCTaHJapTHBIX
CUTYallMsIX U HECTH 3a
HHUX OTBETCTBEHHOCTb

- OMHCHIBACT CUTYAIUIO U
Ha3bIBACT MPOTUBOPEYUHS;
- OICHUBACT MPUIHHBI
BO3HUKHOBEHHUSI  CHTYya-
LN

- HAXOJWT TYTH pelle-
HUSl CUTYallMW W TOJ0U-
paetr pecypchl (MHCTpY-
MEHT, WHPOpMALUI0 U
T.Il.) HEOOXOIUMBIE IS
pa3pelieHus CUTyaluu;

- Oeper Ha cebsl OTBET-
CTBEHHOCTh 3a IMPHUHATOE
peleHue.

HabGmronenne u oneHka
JNEUCTBUA HA MPOU3-
BOJCTBEHHON IIPaKTH-
Ke;

WHTEpIpeTaius pe-
3yJIbTaTOB  HaOIIO/e-
HUM 32 JIeITEILHOCTHIO
oOydaromerocs npu
OCYIIECTBIEHUU  TIPO-
dbeccuonanpHOM  nes-
TETbHOCTH Ha MPOU3-
BOJICTBEHHOW TpPaKTH-
K€ U 3aluTe MNpou3-
BOJICTBEHHOM MPAKTUKHU

OK 4. OcymiecTBisTh
TIOWCK U
UCTIOJIb30BaHUE
nHpopmanuu,
HEOOXOUMOMN IS

3¢ exTUBHOTO
BBITIOJTHEHUS
po¢eCCHOHATBHBIX
3amad,
poeCCHOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHS

- mnpoBoauT 3(pdexTus-
HBIN ITOUCK HEOOXOINMO
uHpOpMAaLIUU, UCTIONb3YS

pa3JIMYHBIE  MCTOYHUKH
JUTEPATyphl,  BKIOYas
3JICKTPOHHBIE;

- OIpeleNsieT COOTBET-
cTBue uWH(pOpMaANUU TIO-
CTaBJICHHOM 3a7aue;

- OLIGHHMBAET MOJHOTY U
JIOCTOBEPHOCTh ~ MH(OP-
MaIuu.

HabGmronenne u oneHka
JNEUCTBUA HAa TMPOU3-
BOJCTBEHHON IIPaKTH-
Ke;

WHTEpIpeTaius pe-
3yJIbTaTOB  HaOIIO/e-
HUM 32 JNeITeILHOCTHIO
oOydaromerocs npu
OCYIIECTBIEHUU  TIPO-
dbeccuonanpHOM  nes-
TEIbHOCTU Ha MPOU3-
BOJICTBEHHOW TpPaKTH-
K€ U 3alUTe MNpOou3-
BOJICTBEHHOM MPAKTUKHU

OK 5.Ucnonb3oBath
nH(pOpMaIMOHHO-
KOMMYHHKAI[HOHHBIE
TEXHOJIOTUH B IIPO-
deccroHaIbHOM
JeSITeTbHOCTH

- TIOKa3bIBa€T pEe3yJbTa-
THUBHOCTH CaMOCTOSITEIb-
HOW paboThl MO OCy-
IIECTBIICHUIO MIOMCKa
uHpopmauuu B cetu MH-
TEpHET ¥  PA3IHYHBIX
AJIEKTPOHHBIX HOCUTEIISIX;

HabGmronenne u oneHka
JNEUCTBUA HA MPOU3-
BOJCTBEHHON IIPaKTH-
Ke;

WHTEpIpeTaius pe-
3yJIbTaTOB  HaOIIO/e-
HUM 3a JEITEIILHOCTHIO

3aJaHM,
BEpHOE
MIPE/ICTABJICHHE
pe3ynbTara;-
JIOTTyCKAEeTCs
He3HAYUTEIbHAs
IOMOII[> HAacTaBHUKA
OT OpraHU3aIuu.

MOJIY4EHO

- OIlCHKA «4»
CTaBUTCS, €CIIU:

- 3a/laHKe
BBITIOJITHCHO
MOJIHOCTBIO, HO TIpH
BBITTOJTHCHHH
0OHApYXIIOCh
HEJ0CTaTOYHOE
BIIaJICHUE HaBBIKAMU
paboThI C
IPOrPaMMHBIM
obecrieueHuEeM B
pamKax
IMOCTaBJICHHOM
3a/1a4u;

- MIPaBUIILHO
BBITIOJTHEHA OOJIBIIIast
4acTh 3a7aHus
(cBbimze 75 %),

- 3a/IaHUC
BBITIOJIHEHO
MTOJIHOCTBIO, HO
HCITOJIH30BaHbI
HavMCHEe
ONTHUMAaJIbHBIE
MOIXOJTbI npu
BBITIOJIHCHHH.

- OIlCHKA 3»
CTaBUTCS, €CIIH:

- 3a/laHHe
BBITIOJITHCHO HE
MIOJIHOCTBIO, HO
oOyJaromuiics
BJIAZCCT OCHOBHBIMU
HaBBIKAMH  PabOTHI
HAa  TPOTPaAaMMHBIM
obecneucHuEeM,
TpeOyeMbIMU TUTSt
peleHus
MMOCTaBIICHHOM
3a/1a4Hu.

- CYIIECTBEHHO
ObuH HapyILIEHBI

CPOKH BBIIIOJTHCHU A
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- HCIIOJIB3YEeT CpelCTBa
WUT gnsa usBiedenus, ooO-
pabOTKH W XpaHEHHUS WH-
dopmanuu;

- mpencraBiseT HHOPOP-
MAaIUi0 B  Pa3IMYHBIX
dbopmax.

- pabotaet ¢ mpodeccuo-
HAJIbHBIMU TTPOTpaMMaMHU
KoncynbranT u ["apaHT.

oOydaromerocs npu
OCYIIECTBJIEHUU  TPO-
dbeccuonanpHOM  nes-
TCJIBHOCTHU Ha HpOH3'
BOJICTBEHHOW TpPaKTH-
K€ U 3aluTe MNpou3-
BOJICTBEHHOM MPAKTUKHU

OK 6. PaGorats B
KOJIJICKTUBE U
KoMaH1ie, 3 (HEKTUBHO
o0mmarhest ¢
KOJIJICTAMH,
PYKOBOICTBOM,
MOTpeOUTEIIMU

- MIPOSIBIISIET KOMMYHUKa-
OEJIbHOCTD, OECKOH-
(GIUKTHOCTH, TOJIEPAHT-
HOCTb BO B3aWMOJEH-
CTBHH C KOJUIETaMH, PY-
KOBOJICTBOM W IeJarora-
MU;

- BENET NIeJIOBYIO0 Oeceny
B COOTBETCTBHHU C 3THYC-
CKUMH HOPMaMHU.

HaOmronenne u one”ka
JNEUCTBUM Ha IIPOU3-
BOJICTBEHHOW TpPaKTH-
Ke€;

UHTEpHpeTaus pe-
3yJIbTaTOB  HaOIO/Ie-
HUH 3a JNeITEILHOCTBIO
o0yyJaroIerocs npu
OCYILIECTBJIEHUH  TIPO-
deccuoHanbHONW  JIes-
TEJIbHOCTH Ha MPOU3-
BOJCTBEHHON IIPaKTH-
K€ U 3aluTe Mpou3-
BOJCTBEHHOU ITPAKTUKHU

OK 7. bpatp Ha cebs
OTBETCTBEHHOCTH 32
paboTy 4WIeHOB

KOMaH Ibl
(MOTIMHEHHBIX ),
PE3YNIbTAT BHIMOTHCHHUS
3aJaHui

- CTaBUT 3a7aud Tepen
KOJUIEKTUBOM (TpYINIoi);
- opraHuszyer paboTy IO
BBITIOJIHCHUIO 3aJaHHs B
COOTBETCTBUM C  HH-
CTPYKILIUSMH;

- TMPOBOJUT CaMOAHAIH3
U KOPPEKIUIO pe3yibTa-
TOB pa0OOThI WIECHOB KO-
MaH/IbI

HaOmronenne u one”ka
JNEUCTBUM Ha IIPOU3-
BOJICTBEHHOW TpPaKTH-
Ke;

WHTEpHpeTaus pe-
3yJIbTaTOB  HaOrO/Ie-
HUH 3a JNEeITEILHOCTBIO
o0yyJaroIerocs npu
OCYILIECTBJIEHUH  TIPO-
deccuoHanbHONW  JIes-
TEJIbHOCTH Ha MPOU3-
BOJCTBEHHON IIPaKTH-
K€ U 3aluTe Mpou3-
BOJCTBEHHOU ITPAKTUKU

OK 8.
CamocTrosiTenbHO
OTIPENeNATh 3a7au
po(hecCHOHATBLHOTO U
JMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS
caMoo0Opa3oBaHHEM,
OCO3HAHHO
TUTAHUPOBATh
TIOBBIIICHHUE

KBTI (UKAIIHH.

- aHAIM3UPYET COOCTBEH-
HBIC CHJIBHBIC U CHaGBIe
CTOPOHBI;

-OmpeeNsieT TMepCreKTH-
BBl TIPO(ECCHOHATIEHOTO
U JIMYHOCTHOI'O pa3BH-
THS;

- ITIOKAa3bIBACT BJIAICHUC
HaBBIKAMH  CaMOOPTaHH-
3allui U MPUMCHACT HUX
Ha MPaKTHKE

HaOmronenne u one”ka
JNEUCTBUM Ha IIPOU3-
BOJICTBEHHOW TpPaKTH-
Ke€;

UHTEpHpeTaus pe-
3yJIbTaTOB  HaOrO/Ie-
HUH 3a JNeITEILHOCTBIO
o0yyJaroIerocs npu
OCYILIECTBJIEHUH  TIPO-
deccuoHanbHONW  JIes-
TEJIbHOCTH Ha MPOU3-
BOJCTBEHHON IIPaKTH-
K€ U 3aluTe Mpou3-
BOJCTBEHHOU ITPAKTUKU

3aJaHMUSL.
- OLICHKa «2»
CTaBUTCS, €CIIM:

- JIOTYILIEHbI
CYIIIECTBCHHBIC
OLIMOKHU npu
BBIIIOJTHEHUH
MPaKTUYECKOTO
3aJaHUs )48 0%

3HAYUTCIIbHAasA 4YacCTb
paboThl  BBHITIOJIHEHA
HE CAMOCTOSATEIBHHO.

OueHka 3auera

Onenka "5"

- OTUYeTHAas
JIOKyMEHTaIus
oopmiena B
MOJIHOM
COOTBETCTBUU C
TpeOOBaHUSIMHU U B
YCTaHOBJICHHBIN
CPOK;

- TaH
MOJIOKUTETbHBIN
OT3BIB 0
MPOXOXKICHUU
MPAKTUKU

- oOyyJaromuics
OoOHapy>KUBaeT
BEpHOE MOHMMAaHUE
npodeccCHOHATBHBIX
00s13aHHOCTEH.
Ouenka "4"

- OTYeTHAast
JIOKyMEHTaIus
oopmiena c
HE3HAYUTEIbHBIMU
HAPYIICHUSMH

- JaH
MOJIOKUTETBHBIN
OT3bIB 0
MPOXOXKICHUH
MPAKTUKU

- oOyJaromuiics
UCIIBITHIBAET
TPYJIHOCTH B

MPUMEHEHUN 3HAHUI
B HOBOW CHTYyalluH,
HE B JOCTAaTOYHOH
Mepe UCIIOJIb3YET
CBSI3H c paHee
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OK 9.
OpueHTupoBarhCsl B
YCJIOBHUSIX YaCTOU
CMEHBI TEXHOJIOTUH B
npodeCcCuOHATBHON
JeATEIbHOCTH.

- ompenensieT TEXHOJO-
I'nu, HCIIOJIb3YCMBIC B
po)eCCHOHAIBHON  JIesI-
TEIILHOCTH,

- OmIpeeNsieT YCIOBUS U

pe3yJIbTaThl  YCIEIIHOIO
MPUMEHEHUSI  TEXHOJIO-
TUil.

HaOmronenne u one”ka
JNEWCTBUA HA IPOU3-
BOJICTBEHHOW TpPaKTH-
Ke;

WHTEPIpETAIUs pe-
3yJIbTaTOB  HaOIIOze-
HUH 3a JNeITEILHOCTBIO
o0yyJaroIerocs npu
OCYIIECTBICHHH  TIPO-
deccuoHanbHONW  Jies-

TEIBbHOCTH Ha IIPOM3-
BOJCTBEHHON IIPaKTH-
K€ W 3alUTe IPOU3-
BOJCTBEHHOM ITPAKTUKHU

U3YYCHHBIM
MaTepHaoM
Onenka "3"

- oTYeTHas
JMOKYMEHTAIus 10
NPaKTUKE
IpeJICTaBICHA B
MIOJIHOM 00BEME C
HapyIICHAEM
CPOKOB;

- oOyyJaromuics
O0OHapy>KUBaeT
IMOHUMaHue
y4eOHOro Marepuasia
MpU  HEIOCTATOYHOMN

MOJTHOTE  YCBOGHUS
0a30BbIX
UH(POPMALIMOHHBIX
TEXHOJIOTHI;

- B IEPUO]T TPAKTUKU
ObLTH pasHbIe
3aMeuaHus 1o
TPYAOBOM
JTUCITUTUIAHE u
TEXHOJIOTHHI
BBITIOJTHEHUS
MIPOU3BOJICTBEHHBIX
3aJJaHuN

Onenka "2"
-OTCYTCTBYEeT WU
IpeJCTaBlIeHa HE B
MOJIHOM o0Beme
OTuYeTHas
JOKYMEHTAaIUsl  TI0
MpaKTHKE

-B MEPUO MPAKTUKHU
oOyJaromuiicss umen
JTUCIUTUTMHAPHBIE
B3BICKAHMS

-OT3bIB IO MPAKTUKE
OTPHULATEIIbHBIN

Pe3yabTaTnl 00y-
YeHUus
(ocBOEHHbBbIE
YMEHHS B pAMKAax
BIL])

OcHOBHBIE IOKA3aTeJIH
OLIEHKHM pe3yJibTaTra

®opMbI U METOABI

KOHTPOJIA
U OLIEHKH
pe3yJabTaToB
00y4eHust

Kpurepun oueHok
(1IIKaJIa OLeHOK)

Bun npogeccHoHaNbHOM AeATEILHOCTH:
IIM.01 Opranu3anusi JOKyMEeHTAUMOHHOI0 o0ecnevyeHnsi ynpaBJIeHU s
U GYHKIMOHMPOBAHUS OPTraHU3AIMA
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II

odeccuoHATIbHBbIE KOMIIETEHIIUM M TPY/10Bble GYHKIIUM

IIK 1.1. Koopaunu-
poBaTh paboTy op-
raau3anuu  (IpuemM-
HOM PYKOBOJHUTEINS),
BECTH TIpUEM TIOCe-
tuteneit (A/02.3)

OpueHntupyercs B OOK-
HOCTHOW HWEpapXuu B Op-
raHu3aluy;

Bnameer moHsATHSIMH B
paznmuuuu NOJDKHOCTEH
KaTeropui  cekperapei,

JETONPOU3BOIUTENE U
X 00S3aHHOCTSIMU;
Opranusyer paboty mpu-
€MHOU pYKOBOJIUTEIS;
Opranuszyer ¥ NOpOBOAUT
IIpUEMBI, KAaK CBOMX CO-
TPYIHUKOB, TaK H CO-
TPYAHUKOB APYTux Gupm,
B TOM YHCJIE U JIEeJIEralui.
PaimonansHO KOOpAMHU-
pyer paboThl MO OpraHu-
3allMM U BEJICHUIO MpUeMa
MTOCETUTEIICH.
CocraBisier KapTy Mapui-
pPyTU3aLHUU [TIOCETUTENCH.
OcyuiecTBisieT HOJT0-
TOBKY M  MpOBEACHUE
nprueMa MoCeTUTENEH;

Hab6mronenue Hu
OllcHKAa JIEWUCTBUM Ha
IIPOU3BOCTBEHHOMN
MPaKTHUKE;

UHTEpIpeTalus pe-
3yJIbTAaTOB  HaOIOJIE-
HHUM 32 JESITCILHOCTHIO
oOydJaromierocss  TpH
OCYIIECTBJICHUU MPO-
dbeccuoHanbHON  jIesI-
TEJIBHOCTH Ha MPOU3-
BOJICTBEHHOM IPaKTH-
K€ M 3aluTe Ipou3-
BOJICTBEHHOM TMpPaKTH-
KHI

IIK 1.2. Ocymects-
JATH  paboTy 1O
MOATOTOBKE M TPO-
BCACHHUIO  COBEIIa-
HUH, JEIIOBEIX
BCTpEY, IMPUEMOB H
Mpe3eHTalni

KauectBeHHO moaroras-
JUBAaE€T U TMPOBOJUT CO-
BEI[aHHUS, JIeJIOBBIC
BCTpEYH, IIPUEMBI U IIpe-

3EHTAIH.

CocraBnsier  mporpamMmy
IPOBEJICHUS JICJIOBBIX TIe-
PEroBOpPOB.

Cocragmsier MIPOTOKOJ
COBEIIAHUS.

HaOimronenue u orneska
JEHUCTBUM Ha IpPOU3-
BOJICTBEHHOM TMPaKTH-
K€;

MHTEpIIpEeTaLHys pe-
3yJIbTaTOB HabIIOIE-
HUH 32 IeATEeILHOCTEIO
oOyyaromerocsi mpu
OCYILIECTBIICHUH TIPO-
deccruoHanbHOM nes-
TENBHOCTH HA ITPOU3-
BOJICTBEHHOM IIPaKTHU-
K€ U 3alIUTEe IPOU3-
BOJICTBEHHOM IIPaKTU-
KH

[IK 1.3. Ocymects-
JSITh TTOJITOTOBKY
JCJIOBBIX ITOE3O0K
PYKOBOJIUTEIS U

JIPYTUX COTPYIHU-
KOB OpraHH3aluu.

OnepaTUBHO OATOTABIIH-
BaeT JEJIOBBIE MOC3IKHU
PYKOBOAMTEIS U IPYTUX
COTPYAHUKOB OpraHu3a-
LM,

CocTaBisIeT IIad ae1o-
BOU MOE3IKH PYKOBOJIH-
TeJA B IPEAJIOKEHHOM
CUTYaIIH.

OdopmisieT KomaHIUPO-
BOYHOE YJIOCTOBEPECHHE B

HabGmronenune u oneHka
JNIEUCTBUA Ha TMPOU3-
BOJCTBEHHOHN IIPaKTH-
Ke;

WHTEpIpeTaLus pe-
3yJlIbTaTOB HaOJIIO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBIIEHUU TIPO-
beccroHaNbHOM Jes-
TEJILHOCTH Ha IPOU3-

O1eHKa BBLINOJHEHHS
NMPaKTUYeCKOTo
3aJaHus.

- OIICHKA «5» CTaBHUTCH,
€CIIH:

OO0yuarommiics
CaMOCTOSTENBHO,
MTOJTHOCTBIO u
KAa4CCTBCHHO BLITIOJIHHII
BCE JTaITbI
MPAKTUIECKOTO
3a1aHus, MOJTYYEHO

BEpHOE IMPEICTABICHUE
pe3yibTaTa;-
JIOTTyCKaeTCst
He3HAYNTEIIbHAS
IIOMOIIL HACTaBHUKA OT
OpraHu3aIiy.

- OIICHKA «4» CTaBHUTCH,
eCIIn:

- 3aJJaHue¢ BEIIIOJHEHO

NOJTHOCThIO, HO  TIPH
BBITTOJIHCHUH
00HAPYXMIIOCh
HEJOCTAaTOYHOE
BJIaJICHNEC  HaBBIKAMH
paboThI C
POTPaMMHBIM
obecrnieueHreM B

paMKax MOCTaBJIECHHOU
3aa4y;

- MPaBUILHO
BBIIIOJIHEHA  OOJIbIIas
4acTh 3aJlaHus (CBBIIIE
75 %),

- 3aJaHHEe BBITIOJHEHO
MTOJIHOCTBIO, HO
HCIOJIb30BaHbI
HanuMeHee
ONTUMAJIbHEIE MOJXOIBI
IIPH BBITIOJTHEHUH.

- OIlCHKA «3» CTaBHUTCH,
€CIIH:

- 3aJaHHEe BBITIOJHEHO
HE IIOJHOCTBIO, HO
oOydJaromuics BIageeT
OCHOBHBIMH HaBBIKAMU

paboTsl Ha
POrPaMMHBIM
obecreyeHueM,
TpeOyeMbIMU TUTS
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MPEJI0KEHHON CUTYaIlUH.

BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KU

[IK 1.4. Opranu3zo-
BBIBaTh pabouee Me-
CTO CEKpeTaps u py-
KOBOJUTEJIS.

PanuonansHO opranusyer
paboune Mecta ceKkperaps
U PYKOBOJIUTEIISI.
BoinosHsieT mpoeKkTupo-
BaHMe paboyero Mecra
CeKpeTapsi U pyKOBOJIUTE-
TSl

OnTuManbHO BEIOMpAET
Mebens U 000pyI0BaHHE
TSl pabovero MecTa CeK-
peTaps U pyKOBOJUTEIIS;
Co0mroaeT caHUTapHbBIC
HOPMBI M TEXHUKY 0e3-
ONACHOCTH MPH YCTPOH-
CTBE O(HCHOTO MPOCTPaH-
CTBa

HaGmronenune u oneHka
JNEUCTBUA Ha TMPOU3-
BOJCTBEHHOHN IIPaKTH-
Ke;

HUHTEpIpeTalus pe-
3yJlIbTaTOB HaOJO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBJICHUU TIPO-
beccroHaNbHOM Jes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KHI

IIK 1.5. OdopmusTts
Y PETUCTPHUPOBATh
OpraHU3alMOHHO-
pacropsituTeIbHbIC
JOKYMEHTbI, KOH-
TPOJIUPOBATH CPOKH
UX UCTIOJHEHUSI.

Bnaneer Texnukoi
odopMIICHUS MAIIIUHO-
MUCHBIX TEKCTOB.
CaMOCTOSITEIILHO CO3Ia€ET
OJIaHKHU TOKYMEHTOB.
KaugectBenHo ohopmiisieT
PEKBHU3UTHI JOKYMEHTA Ha
OCHOBaHUU TPeOOBaHUIA
I'OCTa P 6.30-2003 YCI.
YCOP/. TpeboBanus k
0(OPMIICHHUIO TOKYMEH-
TOB.

Cocrasmsiet u opopmiser
OpraHU3aI[OHHO-
pacnopsANTENbHBIC J10-
KYMEHTBI B COOTBETCTBUU
¢ TpeOOBaHUAMHU HOpMa-
TUBHBIX aKTOB U MOHSTH-
€M FOPUINYECKON CUIIBI
JIOKYMEHTA.
Kpanuduimposanuo
ohOopMIISET U PETUCTPH-
pyeT opraHu3aIuOHHO-
pacnopsAUTENbHBIE J10-
KYMEHTBI, OCYIIECTBIISET
KOHTPOJIb CPOKOB HUX HC-
TIOJTHEHUSI.

CocraBnser u odopmiIseT
pErUCTPaIOHHO-
KOHTPOJIBHYIO ~ KapTOUKY
Ha JIOKYMEHTBI.

HabGmronenune u oneHka
JNIEUCTBUA Ha TMPOU3-
BOJCTBEHHOHN IIPaKTH-
Ke;

HMHTEpIpeTalus pe-
3yJIbTaTOB HaOJIO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBJIEHUU TIPO-
beccroHaNbHOM Jes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KHI

pelieHus
IIOCTaBJICHHOHU 3aJa4u.

- CYIIECTBEHHO OBbUIH
HapPYIICHbI CpPOKH
BBITIOJTHEHUS 3aJaHMUS.

- OIICHKA «2» CTaBUTCH,
€CJIU:

- JOMYIIEHbI
CYIIIECTBEHHBIC OMMUOKHU
npu BBITIOJTHCHUH
MPAKTUYECKOTO
3a/laHus W
3HAaYUTeNbHas 4acThb
paboThl BBITIOJIHEHA HE
CaMOCTOSITENILHO.

Ouenka 3ayera
Ouenka "5"

- OTYeTHast
JIOKyMEHTAIUsI
obopmiieHa B TOJTHOM
COOTBETCTBUU C
TpeOOBaHUSIMU W B
YCTaHOBJICHHBIN CPOK;

- JIaH IIOJIOKUTEJILHBIN
OT3bIB O MPOXOKIACHUHU
MPAKTUKU

- oOyuaromuiics
0OHapy)XMBaeT BEpPHOE
MOHUMAaHUe

PO eCCHOHATBHBIX
00s13aHHOCTEH.

Onenka "4"

- OTuYeTHast
JIOKyMEHTalus
odopmiieHa c
HE3HAYNTEIbHBIMU
HapyILICHUSIMHU

- JIaH IIOJOKUTEJIBLHBIN
OT3BIB O TMPOXOKIECHUHU
MPAKTUKU

- oOydJaronuiics
UCTIBITHIBACT TPYIHOCTH
B IPUMEHEHUU 3HAHUUI
B HOBOM CHUTYyalluH, HE B
NOCTaTOYHOMI Mepe
UCIIOJIB3YET CBSI3U  C
panee M3Y4YEHHBIM
MaTepUuaIoM

Onenka "3"

- OTUYeTHAast
JIOKyMEHTaIus o
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OcyliecTBiIsieT KOHTPOJIb
32 CBOEBPEMEHHBIM U
NOJIHBIM  HCIOJIHEHUEM
[IOPYYECHUH, OTpaKCHHBI-
MU B TJOKYMEHTax.

IIK 1.6. O6pabatsi-
BaTh BXOJJINHE |
UCXONAIINE  JIOKY-
MEHTBI, CHCTEMaTu-
3UpOBaTh HX, CO-
CTaBJISITh HOMEHKIIa-
Typy Aen u ¢$popmu-
pOBaTh JTOKYMEHTHI
B JIeTIa.

OmnepatuBHO  00pabaThI-
BAaeT BXOJSIIME U MCXO-
JSIIMe JOKYMEHTBI, TpO-
CTaBISIET COOTBETCTBYIO-
e OTMETKM Ha JIOKY-
MEHTax.
CamocrosTenbHo (GopMHU-
pyeT IOKYMEHTHI B JIea.
IIpoBomur cucremarusa-
LU0 JOKYMEHTOB C Yyue-
TOM IMPHU3HAKOB HUX CHUCTE-
MaTH3alKu.
BocnpousBogur  dopmy
HOMEHKJIaTyphl Jell.

HaGmronenune u oneHka
JNEUCTBUA Ha TMPOU3-
BOJCTBEHHOHN IIPaKTH-
Ke;

HWHTEpIpeTalus pe-
3yJIbTaTOB HaOJIO 1E-
HHUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBJIEHUU TTPO-
beccnoHaNbHOM nes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KHI

I1IK 1.7. Camocros-
TEJIbHO paboTaTh C
JOKyMEHTaMH, CO-
JiepKalMM1 KOH-
buIeHIINATBEHYIO
UH(OPMALINIO, B TOM
qHCIIe C JOKYMEH-
TaMH 110 JTUYHOMY
COCTaBYy

Kommerentao pabortaer ¢
JTOKYMEHTaMH, COJepxKa-
IIUMU  KOH(HUACHINATb-
HYI0 WH(POpPMAIHIO, B TOM
YHcie ¢ JOKYMEHTaMH 110
JUYHOMY COCTaBY.

CocraBnsier mpaBujia pa-
0OTHI ¢ TOKYMEHTaMH, CO-
JIepKayuMu  KOH(UICH-
UAJIbHYI0 HHPOPMALIHUIO.

HaOimronenue u orneska
JEHUCTBUM Ha IpPOU3-
BOJICTBEHHOM TMpPaKTH-
K€;

MHTEpIIpETaLys pe-
3yJIbTaTOB HabIO/IE-
HUH 32 IeATEeILHOCTEIO
oOyyaromerocsi mpu
OCYILIECTBIICHUH TIPO-
deccruoHanpHOM nes-
TENBHOCTH HA ITPOU3-
BOJICTBEHHOM IIPaKTHU-
K€ U 3alIUTEe IIPOU3-
BOJICTBEHHOM IIPaKTU-
KH

[IK 1.8. Ocymects-
JSTh TenehOHHOE
o0OcyXKUBaHUE
(A/01.3), mpunu-
MaTh U TIepeIaBaTh
(bakchl.

OnepaTuBHO U Kadye-
CTBEHHO  OCYIIECTBIISCT
TesniepoOHHOE  0OCTYyKHMBa-
HHUE, PUHUMAET W Tepe-
naet (paxcel.

HabGmronenune u oneHka
JNEUCTBUA Ha TMPOU3-
BOJCTBEHHOHN IIPaKTH-
Ke;

HMHTEpIpeTalus pe-
3yJIbTaTOB HAOJO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBIIEHUU TIPO-
beccroHaNbHOM Jes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KU

IIK 1.9. Ocymects-
JIATb HIOATI'OTOBKY

KauectBeHHO mOATrOTaB-
JUBAaCT JieJla K mepeaade

HaOimronenue u orneska
JICICTBUI HA TPOU3-

MIpaKTUKE
npeCTaBICHA B
IIOJJHOM  00BbeMe ¢
HapYIICHUEM CPOKOB;

- oOydJaromuiics
O0OHapy>KUBaeT
MOHUMaHHWE Y4eOHOTO
MaTepuana npu
HEIOCTAaTOYHOMI
MTOJIHOTE YCBOGHUS
0a30BBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHIi;
- B TEpPHUOJI
ObLTH pasHbIe
3aMeYaHus o
TPYAOBOM JUCLUIUIMHE
u TEXHOJOTHH
BBITIIOJTHEHUS
MIPOU3BOJICTBEHHBIX
3aJaHui
Onenka "2"
-OTCYTCTBYET
npeCTaBICHA
ITOJTHOM
OTYETHAs
JIOKYMEHTaITUS
MPAKTUKE

-B  TIEPUOJ  TPAKTUKH
oOydaromuiics  uUMen
JTUCIUATTHHAPHBIC
B3BICKAHUS

-OT3BIB 110 TIPAKTHKE
OTPHULATEIbHBIN

MPAKTUKH

1500041
HC B
o0BeEME

1o
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JIeJT K Tepeiayue Ha

apXUBHOE XpaHEHHUE.

Ha apXWBHOE XpaHCHHE:
IPOBOJIUT OLIEHKY 3HAYU-
MOCTH  JOKYMEHTOB |
ompenenseT CpPOKH HX
XpaHEHHUSL.

CocraBiger  anroputm
HNOATOTOBKM JIeN K Tiepe-
Jlaue Ha apXUBHOE XpaHe-
HHE.

BOJICTBEHHOM TMPaKTH-
K€;

MHTEpIIpETaLYs pe-
3yJIbTaTOB HabIO/IE-
HUH 32 IeATEeILHOCTEIO
oOyyaromerocsi mpu
OCYILIECTBIICHUH TIPO-
deccruoHanbHOM nes-
TENBHOCTHU HA MTPOU3-
BOJICTBEHHOH IIPaKTU-
K€ U 3alIUTEe IIPOU3-
BOJICTBEHHOM IIPaKTHU-
KH

TIK 1.10. Cocras-
JIATH OITACH Je,
OCYILIECTBIIATH O~
TOTOBKY JIeJI K TIepe-
Jlaye B apXUB Opra-
HU3aIUH, TOCy1ap-
CTBCHHBIC U MYHU-
[IATIAJTEHBIC APXUBHI.

ITomHO ommCHIBACT jena,
CBOEBPEMEHHO IMOJAT0TaB-
JUBAET Jelia K mepenade B
apXuB OpTraHU3alluU, Toc-
yIapCTBEHHBIE H MYHH-
[UTAIbHBIE APXUBBI.

BocnpousBogur dopmy
ONHCHU JIeT K Tepegave B
TOCY/IapCTBEHHBIE U MY-
HUIMNAIbHBIE apXUBBHI B
COOTBETCTBUU C «OCHOB-
HBIMH TIpaBUJIaMu  pabo-
Thl apXWBOB OpraHM3a-
nuii» (OmoOpeHsl pere-
HuemM Komnerun Pocap-
xuBa oT 06.02.2002 r.)

OcymecTBisier  onuca-
HUE JieJ] C TOCTOSHHBIM
CPOKOM XpaHEHUS

Odopmsier JIUCT-
3aBepUTENb JIea

OcymecTBisieTr Oporrto-
POBKY /€Tl C MOCTOSIHHBIM
CPOKOM XpaHEHUS

HaGmronenune u oneHka
JNEUCTBUA Ha TMPOU3-
BOJICTBEHHOHN IIPaKTH-
Ke;

HUHTEpIpeTalus pe-
3yJIbTaTOB HaOJIO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromerocss mpu
OCYIIECTBJIEHUU TIPO-
beccroHaNbHOM Jes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KH.

Opranuzanus pabo-
THI C JOKyMEHTaMH
(B/01.5).

OcyiecTBisieT NpUeM H
NMEepBUYHYI0  00paboTKy
BXOOAIHUX OOKYMCHTOB B
IOJIHOM 00BeEME;

Bener o0OpabGotky u OT-
NpaBKy HWCXOAAIINX J0-
KYMEHTOB

HabGmronenune u oneHka
JNEUCTBUA Ha TMPOU3-
BOJICTBEHHOHN IIPaKTH-
Ke;

UHTEpIpeTaIus pe-
3yJIbTaTOB HAOJIO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromierocss mpu
OCYIIECTBJIEHUU TIPO-
beccroHaNbHOM Nes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KU
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Opranuzanus TeKy-
LIETO XPaHEHHU J10-
kymeHToB (B/02.5).

DopmMyJIHpyeT 3arojlOBKU
Jel U ONpelemsieT CPOKHU
UX XpaHEeHUs

HaOimronenue u orneska
JEHUCTBUM Ha IpPOU3-
BOJICTBEHHOM TMPaKTH-
K€;

MHTEpIIpEeTaLys pe-
3yJIbTaTOB HaOIO/IE-
HUH 32 IeATEeILHOCTEIO
oOyyaromerocsi mpu
OCYILIECTBIJICHUH TIPO-
deccroHanbHOM nes-
TENBHOCTH HA ITPOU3-
BOJICTBEHHOM IIPaKTHU-
K€ U 3alIUTEe IPOU3-
BOJICTBEHHOM IIPaKTHU-
KH

Opranuzanus obpa-
OOTKM AeJ UIA I0-
CJIETYIOIIIETO Xpa-
nenus (B/03.5)

CocraBisieT OIMCH  J€l
MMOCTOSTHHOTO,  JTOJITOBPE-
MEHHOT'O CpPOKOB XpaHe-
HUS

HabGmronenune u onenka
JNEUCTBUA Ha TMPOU3-
BOJICTBEHHON IIPaKTH-
Ke;

HUHTEpIpeTalus pe-
3yJIbTaTOB HaOJIIO 1E-
HUM 3a JIeATSIIHHOCTRIO
oOyyJaromierocss mpu
OCYIIECTBJIEHUU TIPO-
beccroHaNbHOM Nes-
TEJIBLHOCTHU Ha MPOU3-
BOJICTBEHHOM MPAKTHU-
K€ U 3alllUTe MPOU3-
BOJICTBEHHOM MPAKTHU-
KU

[TpomexxyTounas
aTTecranus B popme
3a4yera

OcBoenue mpodeccuo-
HATBHBIX KOMITETEHIUH B
npeaenax npodeccro-
HanbHOro monyis IIM. 01

KomimniekcHas oneH-
Ka B paMKax 3a4€THBIX
MEpONPHUATHI TIO TIPO-
XO0KJICHUIO TIPOU3BO/I-
CTBEHHOM MPAKTUKH:

- 3a4€T OCBOCHHBIX
po¢eCCHOHATBHBIX
KOMIIETEHLIUH IO pe-
3yJbTaTaM BbIIIOJIHE-
HUS KOMIUIEKCHBIX
MPaKTUYECKHUX U CUTY-
aIllMOHHBIX 3aJaHUN
MPOU3BOACTBEHHOMN
MPaKTUKU

O1eHKa UHAMBUAYAIBHBIX 00pa30BaTENbHBIX JTOCTIKEHUN MO pe3ylbTaTraM TeKy-
IIEr0 KOHTPOJISI IPOU3BOJUTCS B COOTBETCTBHH C YHUBEPCAIbHON HIKaio (Tabauia), co-
IJIACHO KPUTEPHA OIICHKHU BBIMOJIHEHUS MTPAKTUYECKOTO 3aHATHUA.
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KpuTepuii o11eHKH BbINOJIHEHUS] MPAKTHYECKOT0 3aHATHS

Kpurepun oueHok

IIpoueHT  pe-
3yJbTATHUBHO-
cTH  (MPOLEHT
NPaBUJIbHBIX
OTBETOB)

[IpakTudeckoe 3ajaHuE BBIIOJIHEHO, BEPHO, U B IOTHOM 00bEMe COTIaCHO
[pEeAbIBISIEMBIM TPEOOBAHUSM, POBECH MPABWIBHBINA aHATIU3, CJCTaHbI apTy-
MEHTUPOBAHHBIE BBIBOIBI. [IposiBlieH TBOpUECKU MOAXOA U IEMOHCTpAIIUS pally-
OHAJIBHBIX CIIOCOOOB PEIICHUS] KOHKPETHBIX 3a/1a4. J[aeT OTBEThI Ha JOTIOJHUTEIb-
HbIE BOIIPOCHI

100

[TpakTyeckoe 3a1aHuE BBIIIOJIHEHO, BEPHO, U B IIOJIHOM 00BEME COTIIACHO
peabsBisieMbIM TpeboBaHMsIM. [IpoaHan3upoBaHbl CUTYallud, BEPHO, CICIAHbI
ApryMEHTHPOBAHHBIE BBIBOABI. J[a€T OTBETHI HA JOMIOJIHUTEIBHBIE BOIIPOCHI

90

[TpakTyeckoe 3a1aHuE BHIIOJIHEHO, BEPHO, U B IIOJIHOM 00BEME C MOsICHE-
HueM Beex AeiicTBuil. [IponsBeneH yacTUUHBIN aHAIN3 U (WIN) CAETIaHbl HEBEPHbIE
BEIBOBI. [I0Ka3aHbl 3HAHUSA B IpeAeIax IPOrpaMMbl U3y4aeMbIX JUCHMILIUH. Jlo-
[TyILEHbI HEOYETBI

80

[IpakTHyeckoe 3a1aHue BHIIOIHEHO HE B OJIHOM oObeme. [IpounsBenen va-
CTUYHBIM, HEJJOCTATOYHO apTyMEHTUPOBAaHHBIN aHAJIN3, CACIIaHbl HEJOCTaTOYHO
10JIHbIE BbIBO/IBI. [l0Ka3aHbl 3HaHUS B IPEENax NpOorpaMMbl U3y4aeMoi IUCLU-
[UIMHBL. J{OMyIIeHbl eAMHUYHbBIE HECYIIIECTBEHHBIE OLIMOKU

70

[IpakTHyeckoe 3aanne BHIIOTHEHO HE B IOJHOM oObeme. [IpuBenena He-
IOCTaTOYHO yOeauTenbHAas apryMeHTallls BBIOJIHEHHOT 0 3a1aHus1. O0yJaromuii-
Csl UCTIBITHIBAET 3aTPyIHEHHS IIPH (HOPMYITHMPOBAHUM BBIBOJIOB U MOSICHEHUH BBI-
[TOJTHEHHOTO 3a/1aHusl. JlonyIeHbl HeCYIeCTBEHHBIE OLIMOKH

60

[TpakTudeckoe 3ajaHue BHIMOJIHEHO HAMOJIOBUHY, HO 0e3 ommobok. [IpuBe-
NleHa HeJJOCTaTOYHO yOenuTenbHasi apryMeHTalus BBIOJIHEHHOTo 3aqanus. Hapy-
[1IeHa JIOTHKA BBIMOTHEHUs 3a1anus. [lokazaHbl HEOCTATOUHbIEC 3HAHUS N3y4aeMOn
MUCIUIUIMHBL. JIOMyIIIeHbl HECYIIECTBEHHbIE OIUOKH

50

[IpakTuueckoe 3ajaHue BHIIIOJIHEHO HaNooBUHY. He npuBenena aprymen-
Talys 110 BBIOJHEHUIO 3a1anus. Hapymiena nocienoBaTeIbHOCTb U JIOTHKA BbI-
rmosiHeHus 3agaHus. [loka3aHbl HEOCTATOUYHBIE 3HAHUS U3YYAEMBIX AUCLUILINH.
JlonylieHbl €JMHUYHBIE CYILIECTBEHHbIE OIINOKHI

40

[IpakTHueckoe 3a1aHKe BBIITOJTHEHO HAMOJIOBUHY. BBITOITHEHO HECKOJIBKO
[Pa3pO3HEHHBIX JACWCTBUH 3a/1aHUs] BEPHO, HO OHU HE 00pa3yIoT MPaBUIbHYIO JOTH-
YecKylo Lenoyky. JlomyiieHsl OTeNbHbIE CYIIECTBEHHbIE OLTHOKU

30
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0OydeHUs

[IpakTuyeckoe 3ajaHuE BBIIIOJIHEHO HAMOJIOBUHY. BoinonHeHo 1-2 otnens- 20
HBIX Pa3pO3HEHHBIX JICUCTBUH 3ajaHus BEpHO. J{OMyIIeHb! CyIeCTBeHHBIC OIINO-
KU, UCTIPaBIIIEMbIE C HEMOCPEACTBEHHOW MOMOIIBIO MacTepa MPOU3BOACTBEHHOTO

[IpakTdeckoe 3a1aHue BBITIOJIHEHO, HO a0COIFOTHO HEBEPHO 10
[TponeHT pe3ynbTaTUBHOCTH KauecTBeHHas olleHKa WHIUBUIYATHHBIX
(TpaBWIIHHBIX OTBETOB) 00pa3oBaTeNbHBIX TOCTHKCHUN
Oay1 (OTMETKa) BepOaTbHBIN aHAIOT
90 + 100 5 OTJINYHO
70 + 89 4 XOPOHIO
51 + 69 3 YJIOBJIETBOPUTEIHHO
Menee 50 2 HE YJIOBJIETBOPUTEIBHO

Ha stane mpoMexyTouHO# aTTecTany 1o Menane KayeCTBEHHBIX OLEHOK MH/IU-
BUyaJIbHBIX 00Pa30BaTEIbHBIX JOCTHKEHUN MAaCTEpOM OMpPEIEsieTCsl UHTErpaibHast
OLIEHKAa OCBOCHHBIX 00Yy4aIOIUMHUCA MTPO(HECCHOHATBHBIX U OOIINX KOMIIETEHIIUH KaK
PE3yJIbTaTOB OCBOCHUS MPOU3BOICTBEHHON MPOTPaMMBbI.
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6.ATTecTanys N0 UTOraM NMPAKTUKHU

ATTecTanusi MO UTOTaM MPOU3BOJICTBEHHOW MPAKTHKU CIYXHUT (HOPMOM KOHTPOJISI OCBOE-
HUS U MPOBEPKU MpOodeccroHANbHBIX 3HAHUM, 00IUX U MPOPECCUOHANBHBIX KOMIIETEHIUH, TPY-
JOBBIX (PYHKUUH, MPUOOPETEHHBIX YMEHUH, HAaBBIKOB M NPAKTHUYECKOTO OIbITa 00yJaromuxcs B
cootBercTBUU ¢ TpeboBanusMu PI'OC CIIO mo cnemumansHocTH 46.02.01 JloKyMeHTAIMOHHOE
o0ecrieyeHre ynpaBieHHs U apXUBOBEACHUE.

B pamkax Buna npodeccuonansHoi aestenpbHocTr IIM. 01 Opranusauus 10KyMeHTaIU-
OHHOr0 o0ecmeyeHHsl YNpaBJieHUs] U (PYHKIUOHHPOBAHHMS OPraHU3AIUH TPEIYCMOTPEHO
OCBOCHHE paboueii mpodeccuu, u mo pesynbraram ocBoeHus moayis IIM. 01 Opranuszanus no-
KYMEHTAIHMOHHOI0 o0ecneyeHnsl ynpaBjaeHuss U QyHKHuoHMpoBanus opranmsanuu [1I1CC3,
oOydJaronuics MmojaydaeT JOKYMEHT (CBHUIETENHCTBO) 00 ypoBHe KBamupukamuu. [IpucBoenme
KBaJIM(HUKAIMK 10 pabodeid mpodeccun JAO0IKHO MPOBOJAUTHCS C yU4acTHEM paboTrojaTeneil u npu
HEO0OXOIMMOCTH MpPEJICTaBUTENIEH COOTBETCTBYIOIINX OPraHOB rOCYAapCTBEHHOTO HAA30pa U KOH-
TPOJISL.

DopMOIl TPOMEKYTOUHOM ATTECTALUM 10 UTOTaM MPOW3BOJCTBEHHON MPAKTHUKU SIBJISIETCS
3a4ent. ATTGCTaL[I/I}I MpOBOAUTCA B HOCJ’IGI[HI/Iﬁ ACHB IMPAKTHUKHU.

ATTecTanus MpoBOAUTCS Ha pabodyeM MecTe MPaKTUKAHTa C UCMOJIb30BaHUEM KOMITBIOTEp-
Horo obopyznoBanus. K arrecranuu Mo NpakTHKE JOMYCKAIOTCS OOydyaromivecsi, BBIMOJHUBIINE
TpeOOBaHUs MPOrpaMMBbl TPOU3BOJCTBEHHOW MPAKTUKHU U MPEJOCTABUBIINE MMOJTHBIN MaKeT OTYeT-
HBIX JOKYMCHTOB.

KonkpetHble (GOpMBI MPOMEKYTOYHOW aTTECTAIMA OOYYAIOIIMXCSI WHBAIUIOB M 00ydJaro-
IIMXCSl C OTPAHUYCHHBIMU BO3MOKHOCTSIMHU 3JI0POBbsSI YCTaHABIMBAIOTCS 00pa3oBaTeNbHON opra-
HU3alKUeNd CaMOCTOSITEIbHO C YYETOM OrpaHHYeHHH 310poBbsi. X pekoMmeHayercss AOBOAUTH 0
CBeleHUs] 0OYUalOIIMXCsl B CPOKH, OIpEJEIEHHbIC B JIOKATbHBIX HOPMAaTHBHBIX aKTax oOpa3oBa-
TEIbHOW OpraHu3aliy, HO HE MO3/HEE MEPBBIX JABYX MECALIEB OT Hayana 00y4eHHUs.

dopma IpoMEeKYTOUHOM aTTecTalui B (OpMe 3aIIUTHI OTYETA TI0 MPAKTUKE, clladye 3a4eTa
M0 MPaKTHKE sl 00y4YaroluXcsi MHBAIMIOB U 00YYaIOIIMXCS ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU
3JI0POBbsI YCTAHABIMBAETCS C YUETOM WHAMBHYaJIbHBIX MCUXO(PU3NIECKUX 0COOEHHOCTEH (YCTHO,
MUCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE, B JOpME TECTUPOBAHUS U T.I1.).

[Ipu HEOOXOAMMOCTH PEKOMEHAYETCs MPEeIyCMOTPETh JUIsl HUX YBEIMYCHHE BPEMEHHU Ha
MOJATOTOBKY K 3a4€Ty, a TAK)KE MPEJIOCTABIATH TOMOJHUTENbHOE BpeMs JIJIsl IOJTOTOBKH OTBETa HA
3ayere. Bo3MOXXKHO ycTaHOBIIEHHE 00pa30BaTENbHOM OpraHu3alueil WHAWBUIYAIbHBIX Tpa(uKoOB
MPOXOKICHHSI MTPOMEKYTOUHOM aTTecTaluyd OO0y4YalOUIMMUCS WHBAJIMAAMU M OOydYalOIIUMUCS C
OrpaHUYCHHBIMH BO3MOKHOCTSAMU 300POBbA.

[Tpu HeoOxoauMOCTH A7l 00YYAIOIIMXCS MHBAIUIOB U 00y4YaIOUIMXCsS C OrPaHUYCHHBIMU
BO3MOXHOCTAMHU 3J0POBbA MPOMCIKYTOUYHAA aTTCCTAINA MOKCT IPOBOJAUTHCA B HECKOJILKO JTAIlOB.
JI71st 5TOTO PEKOMEHIYETCS UCIIOIb30BaTh PYOEKHBIN KOHTPOJIb, KOTOPBIA SBJISIETCSI KOHTPOIHHOM
TOYKOM HO 3aBCPUICHUIO U3YUYCHUS pa3iciia UM TCMbI IIPAKTUKU U €€ pa3JC/IOB C LCJIbIO OLICHUBA-
HUSl YPOBHS OCBOGHHS MPOrpaMMHOro Matepuana. @opMmbl U CpOK MPOBeIEHUsI pyOeKHOro KOH-
TPOJISL OIPEACTAIOTCS MpernoaaBaresieM (MacTepoM MPOU3BOJACTBEHHOTO OOyUEHHs) C yU4eTOM HH-
JTUBUTYATBHBIX TICUXO(PU3NYECKUX OCOOCHHOCTEH 00yJaroIuXCsl.

JUisl OLIEHKM KauecTBa MOATOTOBKU O0YYArOIIUXCS U BBITYCKHUKOB IO MPO(ECCHOHATBHBIM
MOMYJISIM TPUBJICKAIOTCS PYKOBOJIUTENHM MPAKTUKH (IKCHEPTHI) OT paboTomareneii (opraHu3aiui,
1 MPOXOJIUII IPAKTUKU O0YUAIOIIUIAC).

[TuceMeHHBIN OTUET O BHIMOJIHEHUH PabOT BKIIIOYAET B ceOsI CIEAYIOUINE pa3ieibl:

*  TUTYJIbHBIN JIUCT;
*  coJep)KaHueE;
*  KpaTKas XapaKTepUCTHUKA MPEANPHUSATHUS, TJe MPOXOAUI MPAKTUKY 00 yJaIOIIUHACS;
*  IpaKTHYecKas 4YacTh;
*  INPWIOKEHUS.
Henonubie n HeOpexHO 0pOpMIIEHHBIE OTUETHI K 3aIIUTE HE TOMYCKAIOTCS.
[Ipu Hanmcanuy OoT4YETa O IPOU3BOACTBEHHOM MPAKTUKE PEKOMEHYETCS IIPUIEPKUBATHCS
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CJIEYIOIErO IJIaHa:

Turyneusiit muct (Ipunoxenune 1)

Conepxxanne

Benenue (ue 6onee 1 cTpaHuiib),

1 pazmen — opraHuW3aIMOHHO-TIPABOBAsI XapaKTEPHUCTHKA Mpeanpustys ( 1- 2 CTpaHHIIb);

2 pa3nmen - Matepuaibl, COOpaHHBIE BO BpeMs MIPOXOKICHHS PAKTUKU U CBS3aHHbBIC C TeMa-
TUKOW MPaKkTUKHU (3-4 CTpaHUIIBI);

BriBoibI 1 ipesioskenus (2-3 CTpaHHUIIb);

B mepBoM paznene oTuera M3JaraloTCa: MECTOHAXOXKIEHUE YUPEKACHUs (OpraHH3aIuN);
pa3Mepbl MpeANnpusaTHs, ero CHelHaln3alns; OpraHu3allioHHas CTPYKTypa U CTPYKTypa ympaslie-
HUSL.

Bo BTOpOM paznerne N0MKHBI COAEPKATHCSI OTBETHI HA TUIIOBBIE BOIIPOCHI MPOU3BOACTBEHHOMN
npakTuku. HanMeHOBaHME OCHOBHBIX yYacTKOB, I/ie OOYYarONIUil MPOXOANUI MPAKTUKY C KPaTKOM
XapaKTepUCTUKON M3yUYEHHBIX HA JaHHOM Y4acTKe BOIIPOCOB (C MPUIIOKEHHEM 00pa3I0B CaMOCTOS-
TEJIbHO MOATOTOBJIEHHBIX B OpPraHU3allMM JTOKYMEHTOB, pacu€ToB U T.J.), IEPEUEHb BBIIOJHEHHBIX
paboT B X0/€ MPAKTUKU, TaOIUIIBI UCXOAHBIX JAHHBIX U PE3YNbTaTOB PacueToB, IpapuKU, CXEMBI,
paccuMTaHHbBIC U aHAJIU3UPYEMble JOKYMEHTHI, Tpa(uKi, OCHOBHbIE AEJIONPOU3BOACTBEHHBIE MPO-
OJ1eMBbl, BBISBIIEHHBIE B XOJ€ MPAKTHKHU, COMCOK M3YUYEHHBIX (MCIOJIB30BaHHBIX) UCTOYHUKOB (CIe-
LHMabHas JUTEpaTypa, 3aKOHOAATelIbHbIE U HOPMATUBHBIE MATEPUAJIbL U IP.);

B 3akmtounTtensHON YacTH oT4eTa 00y4aromeMy HeoOXoauMo B cxxaToi Gopme chopmyiu-
pOBaTh OCHOBHBIC BBIBOJBI, 1aTh KOHKPETHBIC MPEIIOKEHUS M0 YIYUIICHHIO PA0OTHI yUPEKICHUS
(opranu3zanun).

B KkauecTBe HPMIIOKEHHS K OTYETy MPAKTUKU oOywaromuiicss oopmisier rpaduueckue,
aynuo-, oTo-, BUIAEO-, MaTepHalibl, HArJIsAAHbIe 00pa3lbl W3/EINi, MOATBEPKIAIOLINE MPaKTHYe-
CKMI OIIBIT, IIOJIy4YEHHBIN Ha IIPAKTUKE.

K otyery oOyvarontuii JOIKEH TPHIIOKHUTH:

. JTHEBHUK MIPOU3BOICTBEHHOMN MPAKTUKY;

. aTTECTAIMOHHBINA JIUCT C XapaKTEPUCTUKON Ha 00YUaIOIIErocs.

[IpakTudeckas yacTh OTYETA MO MPAKTUKE BKIIFOYAET IIaBbl M Maparpadbl B COOTBETCTBHH C
JIOTUYECKOU CTPYKTYPOH M3JI0KEHUS BBITIOJHEHHBIX 3aIaHUN TI0 pa3jienaM Kypcea.

Paborta Hag OTYETOM MO MNpaAKTHUKE JJOJDKHA MO3BOJIUTH PYKOBOAMTENIO OLEHUTH YPOBEHb
pa3BUTHSA CIAEAYIONINX OOIIMX KOMIETEHLIUH 00y4Yarolerocs: - OpraHu30BbIBATh COOCTBEHHYIO Jesi-
TEJBHOCTb, OMPEACIATh METOJIBI M CIIOCOOBI BHIMOJHEHUS TPO(PECCUOHATIBHBIX 33/1a4, OLCHUBATh UX
3¢ (HEeKTUBHOCTh M KaYECTBO; - pelIaTh MPOOJIEeMbl; OLIECHUBATh PUCKU U IPUHUMAThH PEIICHUS B He-
CTaHJIAPTHBIX CUTYAIUSX; - UCTOIH30BaTh WH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTUU JIISI
COBEpIICHCTBOBAHHUS NMPOPECCUOHANBHON JEATENLHOCTH; - ObITh TOTOBBIM K CMEHE TEXHOJOTUH B
npoeCCHOHATTBHON IEATENIHOCTH; - a TaKXkKe MPOo(pECCHOHATBHBIX KOMIIETEHINH, B paMKaX OCBOe-
Hus npodeccuonaabHoro Moayis U yctaHoBiIeHHBIX PI'OC CIIO mo KOHKPETHOW CIEeNHaIbHOCTH
WJIH IPOrpaMMoi MpodeccuoHanbHOro Moayist. [IpunoxkeHns MOTyT COCTOSATh U3 TOTIOJHUTEIbHBIX
CIPaBOYHBIX MAaTEpPHAIOB, UMEIOIINX BCIIOMOTaTelIbHOE 3HAYEHHE, HAllpUMep: KONMUN JOKYMEHTOB,
BBIICP)KEK M3 OTUETHBIX MAaTEPHANIOB, CTATUCTHUYECKUX JAHHBIX, CXeM, TaOJuI], Auarpamm, Mpo-
rpamM, MOJ0KEHUH U T.II.

Tekct oTueTa JoKeH ObITh MOATOTOBIIEH C MCIOIB30BaHUEM KoMIbloTepa B Word, pacrieda-
TaH Ha OJHOM cTopoHe Oenmoit Oymaru dopmarta A4 (210x297 mm). L{Ber mpudTa - YepHbIH, MEX-
CTPOYHBIN MHTEPBAI - TOJIYTOPHBIH, rapHuTypa - Times New Roman, pasmep mpudta — 14 wmm 12
KETJIb.

[Ipu BBICTaBICHUH UTOTOBOM OIICHKH IO MTPAKTUKE (3a4€Ta) YUYUTHIBAIOTCS:

— Ppe3yJabTaThl 3KCIEPTU3Bl OBJIAZCHUA OOYYAIOIUMHUCS OOIIMMHU U NPO(hecCHOHATbHBIMU
KOMITETEHIIUSIMHU;

- KQUeCTBO U MOJIHOTa 0(OPMIICHHS OTYETHBIX JJOKYMEHTOB I10 TIPAKTHKE;

- XapaKTEepUCTUKA C MECTA MPOXOKACHUS IPAKTUKH (XapaKTEPUCTUKA PYKOBOJUTES MPaAK-
THKHU OT OpPTaHU3aIUH ).
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MNPUJIO)KEHHUE 1
®opMa aTTeCTAIIMOHHOIO0 JIUCTA MO NMPAKTHKE (3AMOJHACTCH HA KAXKI0T0 00y4aK0Ierocs)

3a4eT 1Mo MPOM3BOACTBEHHON NMPAKTHKE BBHICTABIISAETCS HA OCHOBAHMHM JAHHBIX aTTECTallMOH-
HOTO JIUCTa (XapaKTepUCTUKH NMPO(eCcCHOHAIBHON NeSTeNbHOCTH O0y4aroIlerocsi Ha MpaKTUKE) C
yKa3aHHEM BHJOB PabOT, BHITOJHEHHBIX OO0YYAIONIMMCS BO BPEMs NMPAKTHKH, HX 00beMa, KauyecTBa
BBITIOJIHEHUS] B COOTBETCTBUH C TEXHOJIOTHEH M (MJIM) TpeOOBAaHUSAMH OpPTraHU3aIMH, B KOTOPOH IMpo-

XOoauia IMpaKTUKa.

ATTeCTAIIMOHHBIN JIUCT
1o OPOU3BOACTBEHHON

ITPAKTHUKC

BUJ NIPAKTUKA

CTYJICHT

obyuarommiics Ha 1 kypce no cnenuanbHocTd  46.02.01 JIoKyMEHTallMOHHOE

oOecrneyeHue YIIPAaBJICHHUA U apXHUBOBCACHUC

ycnemHo  mpomen  (1a)  yueOHyro

/TIPOU3BOACTBEHHYIO

poQeCCHOHATTEHOMY

NPaKTUKy IO

vMonyino IHIM. 01 Oprasuzanus J0KYMEHTAIIMOHHOTO

o0ecneyeHHus ynpapJjeHus 1 ()YHKIIMOHUPOBAHUS OPraHU3aluu

B 00beMe 18

4acoB C « » ot 201 r. mo «

nroHs 201 r.

B OpraHu3anuu

YpoBeHb 0CBOCHUSA NMPOPEeCCHOHATBHBIX KOMIIETeH U

U TPYAOBBIX (DYHKIUI B IEPHOA MPAKTHUKH

Bunapl nmpodeccroHanbHBIX KOMIETEHIIUN B TPYAOBBIX | KauecTBO BhIMOTHEHUS paboT

byHKIMiA (OcBou1 ¢ OTIMYHBIM KaYeCTBOM
OcBomJI ¢ XOPOIINM Ka4eCTBOM
OcBouJ C yIOBIETBOPUTEIbHBIM
KaueCTBOM)

IIM. 01 Opraausanusi JOKYMEHTallHOHHOIO

o0ecrieyeHus1 ynpapjieHUs] 1 (PYHKUMOHUPOBAHUS

OpraHu3aumn

K 1.1. Koopaunuposats padoTy opranusamuu (npuem- | OCBOUII C

HOM pYKOBOAMTEIIS), BECTH MPUEM ITOCETUTEIICH KaueCTBOM

IIK 1.2. OcymectBnsaTh paboTy 10 MOArOTOBKE U nposene- | OCBOMII ¢

HUIO COBCIIAHMM, JIEIOBBIX BCTPEU, MPUEMOB M MPE3CHTAa- | kayeCcTBOM

05051

IIK 1.3. OcymiecTBasATh MOATOTOBKY JETOBBIX MOE3MOK py- | OCBOMII C

KOBOJIUTEISI U IPYTUX COTPYTHUKOB OpTaHU3AIIH. KaueCTBOM

IIK 1.4. Opranmn3oBsiBaTh pabouee MecTO cekpeTaps U py- | OcBOMII ¢

KOBOJUTEJIS. KayeCTBOM

IIK 1.5.0dbopMiaTh M pPEeTHCTPUPOBATH OPTaHU3AITMOHHO- | OCBOWMII C

PacCHOpSIUTENbHBIC JTOKYMEHThI, KOHTPOJIMPOBATh CPOKH | kaqyeCTBOM

WX UCIIOJTHEHUS

IIK 1.6. O6pabaTeBaTh BXOASIINAC W UCXOASAIMHE TOKyMeH- | OCBOMII C

ThI, CHCTEMAaTHU3WPOBaTh WX, COCTABIATh HOMEHKIATYPY | xaueCTBOM

JieN 1 pOPMHUPOBATH JOKYMEHTHI B JIeTa.

IIK 1.7. CamoctosarenbHO paboTaTh ¢ JMOKyMeHTamH, co- | OCBOMII C

JepKamuMi  KOHQUACHIINATBHYI0 WH(pOpMAIHIO, B TOM | Ka4yeCTBOM

qrclie C JOKYMEHTaMH I10 INIHOMY COCTaBYy.

IIK 1.8. OcymiectBisaTh TeneoOHHOE 00CITyKUBaHUE, PU- | OCBOWUII C
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HUMAaTh U TiepeaBaTh (PaKcel. KayeCTBOM
IIK 1.9. OcymiecTBasaTh MOATOTOBKY el K mepedade Ha | OCBOWMII C
ApPXUBHOE XpaHCHHUE. KaueCTBOM
IIK 1.10. CoctaBisATh ommcu fejl, OCYHIECTBIATh noAaro- | OcBOMi ¢
TOBKY JIeN K Iepenadye B apXuB OPraHU3AlWHU, TOCYAAP- | kayeCTBOM
CTBCHHBIC 1 MyHHUIIUTIAIBHBIC aPXUBEI.
A/01.3 Tlpuem u pacmpenenenue Telne@OHHBIX 3BOHKOB | OCBOMII C
OpraHu3alyy. Ka4eCTBOM
A/02.3 Opranuzanust paboThl ¢ TOCETUTENSIMH Opranu3a- | OCBOMII ¢
WU, Ka4yeCTBOM
B/01.5 Opranuzanus paboThI ¢ JOKYMEHTAMU. OcBowui ¢
Ka4yeCTBOM
B/02.5 Opranuzanus TeKyImero XxpaHeHus JOKYMEHTOB, OcBowi ¢
Ka4yeCTBOM
B/03.5 Opranmzanus oOpaboTKu Aei I mocieayromiero | OCBOMII €
XpaHEeHUs. KayeCTBOM
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XapakTepucTuKka y4eOHo# U nNpodecCMOHAIBHOM 1eITeJIbHOCTH CTYIEeHTAa BO BpeMsl NIPAKTHKHU

1. B nmepuox pon3BoACTBEHHON MPAKTHKH BBITIOTHSII IIPOU3BOACTBEHHEIC 3aIaHISI HAa paboyeM MecTe

(menmonpon3BOINTENS, CEKPETAPS, APXUBUCTA, CIICIIUAIHICTA TI0 KaapaM, pedepeHTa Wid Ip.)
1 BBITIOJTHSLIT

(ocHOBHBIE BHJIBI PabOT)

1.1. KauecTBo BRIIOTHEHHBIX padoT

(oLIeHKa: OTIMYHO, XOPOLIO, YAOBICTBOPUTEIILHO, HEYTOBICTBOPUTEIIHHO)
1.2. [MposiBun (chopmupoBansl Wi He cHOPMHUPOBAHHI (112, HET):

3HaHMS HOPMATHUBHBIX JJOKYMEHTOB
3HaHMS TEXHOJOTHUECKOT0 MPOIEcca BBIMTOIHAEMbIX PaboT
3HaHUs 00s3aHHOCTEH pabOTHHKA
3HaHUs pabOThI ¢ 000PYIOBAHUEM, IPOTPAMMAMU
3HaHUS MPaBHI 0QOPMIICHHUS TOKYMEHTOB
MMOHUMAaHKE CYIIHOCTH, COI[HATHLHON 3HAYUMOCTH CBOCH OyayIeli mpodeccuu, yCTONYHMBEIN HHTEpEC K HEell
TOTOBHOCTB K OpTaHU3aIH COOCTBEHHOW AEATEIIEHOCTH
BEIOOPY THUIIOBBIX METOJIOB BEITIOTHEHUS MTPO(ECCHOHATBHBIX 3a1a4
CcrocoOHOCTh MPUHUMATH PEIICHHSI B CTAHJAPTHBIX U HECTAHIAPTHBIX CUTYAINSIX M HECTH 332 HIX OTBETCTBEHHOCTD
YMCHHE OCYIICCTBILITH MTOUCK HOBOW HH(pOpMAIHU, He0OX0MUMOHN T 3(h(HEeKTUBHOTO BEHITIOHEHUS TPO(ECCHOHATEHBIX
3aJaHuN
crocoOHOCTh OpaTh Ha ceOs OTBETCTBEHHOCTH 33 pa0OTy WICHOB KOMaH[BI (ITOTYMHEHHBIX), PE3yIbTAT BEIIOJHEHHUS 3a-
JaHui

BEXJIHMBOE, ((HEKTUBHOE B3aMMOJIEHCTBHE C KOJJIETaMH, PYKOBOJICTBOM U PYKOBOJICTBOM, M TIOTPEOUTENSIMH, BEI 3/10PO-
BBII 00pa3 KU3HU
yMEHHUE OleHUBATh 3()(HEKTUBHOCTh W Ka4eCTBO BBIOPAHHBIX THUIIOBBIX METOJOB M CITIOCOOOB BBIMOJHEHHS MpodeccHo-
HaJIbHBIX 3a/a4
CcrocoOHOCTh OPraHU30BEIBATh Pad0Yee MECTO ¢ COOITIOICHHEM TPeOOBaHUI OXpaHbI TPYIa
CIOCOOHOCTh HCIOJB30BaTh HH(POPMAIIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH B INPO(PECCHOHAILHOW NEsATEIBHO-
CTH

CTpEeMJICHUE K TUYHOCTHOMY Pa3BUTHIO, CAMOOOPa30BaHHIO
CIOCOOHOCTh OPHEHTHPOBATHCS B YCIOBHIX YaCTONH CMEHBI TEXHOJIOTHIA B IPO(PECCHOHANBHOM ACITEIEHOCTU

1.3. TpyaoBas qucHUIINHA
(otIeHKa 1 3aMeYaHUs)
2. 3aka04yeHue: CTyICHT oKa3ai po¢eCCHOHATIBHYIO TIOATOTOBKY
(ouieHka)
« » 20 T. Hoamuce pykoBogurens npaktuku ot ' KITOY MO CIT COT
M.II. Jupekrop CIT COT C.I'. Kapacena
TIOUTUCH N.0. Gamunus
« » 20 T. [Hoanuck pykoBoAUTENS NPAKTUKH OT OPraHU3aLUU
ML.IL
JloKHOCTB TIOJITHCH N.0. ©Gamunus
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MPUJIOKEHME 2
®opMa THEeBHUKA 0 NPAKTHKE (3AMOJHAETCH HA KAXKI0T0 00y4ar01erocs)

OueHkr Mo MPOM3BOACTBEHHON MNPaKTHKE BBICTABISAIOTCA B JIHEBHUK MPOU3BOJACTBEHHOMU
MPAKTUKHU (XapaKTePUCTHKHU MPOo(hecCHOHATLHOMN ASSITETbHOCTH 00YYaroNIerocsi Ha MPaKkTUKe) ¢ yKa-
3aHHMEM COJIep>KaHUsl MPAKTUYECKOI pabOThl, BHIMOJIHEHHBIX 00y4YaIOUIMMCS BO BpeMs MPAKTHUKU, UX
o0beMa, KayecTBa BBIMOJIHEHUSI B COOTBETCTBUU C TEXHOJIOTHEH M (WMiIH) TpeOOBaHUSMHU OpraHU3a-
L[MU, B KOTOPOH POXO1IIa IPAKTHKA.

'KIIOY MO
«Ceprueso-Ilocaackuii counajibHO-IKOHOMHUYECKHI TEXHUKYM»

JHEBHUK ITPAKTUKH

(bamumust, UM, OTYECTBO CTY/ICHTA)

Coemnanbaocts 46.02.01 «JIokyMeHTAIIHOHHOE 00ecTeYyeHne YIIPABJICHUS U APXH-
BOBEJICHH €»

['pynma

PykoBoauTeNbh NPAKTUKU OT Y4EOHOTO 3aBE/ICHMUS:
JxosaeBa TarbssHa MropeBHa, MpenoaaBaTelb,

TCII:
(®UO, 1omKHOCTH, TeIePOH)

PYKOBO,Z[I/ITCJII: IMPAaKTUKH OT IIPCAIIPUATHUA:

TEII.
(®UO, nomxHOCTH, TenedoH)

2020 rox
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MPOJIOJIKEHHE ITPUJTOKEHUSA 2

PYKOBOJAUTEJIb IIPAKTUKHU

Kapacesa Csetnana ['puropsesua, qupexkrop CII COT
Temn.
(D®UO, nomxHOCTH, TENePOH)

1. 3aBeIyIOMUM MPAKTUKOM:

3aM. aupekropa no YI1IP,
(®UO, noKHOCTD, TeNe(POH)

2. PykoBouTenh MPaKTUKA OT YI4EOHOTO 3aBEICHUS:
xoBieBa TarbsHa ropeBHa, mpenoaaBaTeiib
TEJ:

(®UO, momxHOCTH, TeNe(OoH)

3. PykoBoauTenb NPAKTUKU OT MPEATPUSATH:

(®.1.0., 10mKHOCTH, TenedoH)

4. KnaccHbIN pyKOBOJOUTEIb:
JIkoBineBa Tatpsana MropeBHA, IpenoaBaTelb
TEJ:

(D®UO, nomxHOCTH, TENEePOH)
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MPOJIOJIKEHHE ITPUJTOKEHUSA 2

IMAMSATKA
o0yyaromemycsl, yObIBalomemMy Ha NPaKTHKY

IEPEJ HAYAJIOM ITPAKTHUKH
OOyyaromuiicst epel Ha4ajIoM MPAKTHKH 00s3aH MPUHATH Y9aCTHE B OPraHW3aI[HOHHOM CO-
OpaHHMM 1O MIPAKTHUKE.
[ToxyunTh THEBHUK, TPOTPaMMy MPAKTHKH U HAIIPABJICHUE HA TPAKTHKY.
3anoyHUTh B TE€UEHHE COOpaHMs MO PYKOBOACTBOM PYKOBOAMTENS NMPAKTUKU OT Y4eOHOTO
3aBE/ICHHSI COOTBETCTBYIOIINE PA3/IEIIbl JHEBHHKA.
BbISICHUTE afjpec ¥ MapuIpyT CIEIOBAHUS K MECTY MPAKTHUKU U JTOJHKHOCTHBIX JIMI] MU T1O/1-
paszesneHue, K KOTOpOMY JIOJDKEH OOpaTHTHCS 10 MPUOBITHIO HA PAKTHKY.
Hwmetsb npu cebe JOKYMEHTHI, TOATBEPKJAIOIINE JTUYHOCTD, 1151 0OpMIICHHS JTOTTycKa K Me-
CTYy IIPAKTUKH.
B cnydae oTkaza B opopMIIEHUH HA MPAKTHKY (IO JIFOOBIM CIIOPHBIM BOIIPOCaM) HEMEAJICHHO
CBSI3aTHCS C PYKOBOJICTBOM IPAKTUKU OT TEXHUKyMa

P O®POPMJIEHUU HA PABOYEE MECTO

N3y4nTh MHCTPYKIUIO U MOJYYUTH 3aUeT MO TEXHHKE O€30MacHOCTH U MOXKapHOU Oe3-
OIIACHOCTH, 3aIIOJIHUTh COOTBETCTBYIOIIMM pa3/ell JHEBHUKA U PACIUCATHCS B KypHAJE
M0 TEXHHUKE 0€30MacCHOCTH MO0 MECTY MPAKTUKH.

Bectu exxelHEBHBIE 3alIUCU B JHEBHUKE B COOTBETCTBUU C MAMATKOM.

E>xeHenenbHO MOANKMCHIBATH THEBHUK Y PYKOBOJIUTENS IO MECTY HAXOKIAEHUS MMPAKTUKU.
[TocTostHHO UMETh THEBHUK HA paboyeM MecTe U MPEeIbsIBIATh €ro I POBEPKU OTBET-
CTBEHHBIM JIULAM.

BpInoHATE MHIMBUAYAIBHBIE 3aJaHUS MOJ KOHTPOJEM PYKOBOIUTEIEH IMPAKTUKU OT
HIPENPUATHS U y4eOHOTrO 3aBe/ICHUS.

[Tocemare KOHCYIBTALUHU, TPOBOUMBIE PYKOBOIUTEIEM MPAKTUKU OT y4eOHOTO 3aBejie-
HUS.

Crporo cobmoaaTh TpyIOBYIO JUCHUIUIMHY, TPaBUiIa TEXHUKH O€30MaCHOCTH, MOKapHOM
0€30MacHOCTH, MPOU3BOJICTBEHHON CAHUTAPUU.

BeimonHsaTe TpeOOBaHMS BHYTPEHHETO paclopsiiKa MpeAnpusTUs (OpraHu3alnn).

C paspenieHusi pyKOBOAUTENS MPAKTUKU OT MPEINPUATHS Y4aCTBOBAaTh B IPOU3BOJ-
CTBEHHBIX COBEILAHMSX, IUIAHEPKAX U IPYTUX aJIMUHUCTPATUBHBIX MEPONPUATHUSIX.

ITO OKOHYAHHMH ITPAKTUKH

[IpenpsBUTH THEBHUK, PYKOBOJIUTENIO MPAKTUKHU MO MECTY MPOXOXKIACHUS NMPAKTUKH, 3aBeE-
PUTH NOANMCIMH U ITEYATSIMHU BCE COOTBETCTBYIOIIME Pa3CIIbI.

3aBepUTh NOJIMUCSAMU U NIEYATSIMH XapaAKTEPUCTHUKY.

[TpuObITh B yueOHOE 3aBeICHUE U C1ATh JHEBHUK U XapaKTEPUCTUKY PYKOBOAUTEINIO MPAKTH-
KH.
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MPOJIOJIKEHHE ITPUJTOKEHUSA 2

JIMYHASA KAPTOUYKA MHCTPYKTAXA

10 BE3OIIACHBIM METOJIAM PABOTBI, [IPOMCAHUTAPHUU U ITPOTUBOITOXAPHOM BE30ITACHOCTU

|. BBOAHBII MHCTPYKTAXK
[IpoBen uHKEHEp MO OXpaHe TPpyAa U TEXHUKE 0€30MacHOCTH

(®.1N.0.)
IHoanuce JlaTa
HNHcTpykTaxk mosyqw (a) U yCBOUI (a)
IToanuce JlaTa

I1. [lepBuuHBIi HHCTPYKTAK HA padodyeM MecTe
ITepeBeneH Ha
(HaMMEeHOBaHUE y4yacTKa, Liexa, OTaena U T.1.)

NHcTpykTaxk nposen (a)
(D®.N.0.)
IHoanuce Jlata

HucTpykTax moayyui (a) u ycBoudn (a)
IHoanuce Jlara

I11. Bropu4uHblii MHHCTPYKTa:K Ha padodeM MecTe
HucTpykTax nposen (a)

(P.1N.0.)
[Tognuce Jlata

HNHcTpykTax nmoiydr (a) U yCBOUII (a)
Iloamuce Jlarta

V. BropuuHblii HHCTPYKTa:X Ha padodyeM MecTe
HNHcTpykTaxk npose (a)

(d.N.0.)
Iloamuce Jlara

NucTpykTax nosyuu (a) 1 ycBOu (a)
[Toanuce JlaTta
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ITPOJOJDKEHME ITIPAJIOKEHUSI 2

JHEBHUK ITPOXOXIAEHUSA ITPAKTUKH

N Buabl BbINOJIHEHHBIX PadoT Hara Honnuce pyxoso-
n/n AT
IIM.01 Opranusanusi J0KyMEHTALMOHHOI0 o0ecneyeHus! yIpaBJieHust
U (PYHKIMOHMPOBAHMS OPraHU3allul
1. |Mcnonw3ys nonstus «aokymentay, [OCTa P

7.0.97-2016 u OaHKHM OpraHU3aIiy, Y9acTHE B

COCTaBJICHUHU M 0()OPMIICHHUHU JTOKYMEHTOB U3

Kakaoul rpynnsl OPJ] ¢ ucnosb30BaHMEM KOM-

IBIOTEPHOU TEXHUKH.

Ydactue B 0OpMIICHHH TEKCTOBBIX padOT Ha

KOMIIBIOTCPC, HCITIOJIb3Y: 3HAHUA ITPABHJI

O(i)OpMJICHI/IH MAaIIMHOIIMCHBIX TCKCTOB.

HpI/IMeHeHI/Ie KOMIIBOTCPHBIX CPCACTB

OpraHU3alMOHHON TEXHUKHU Ha paboyeM MECTe.

CocCTaBlICHHE CXEMBI JOKYMCHTOIIOTOKOB

MOCTYNAUIEH, BHYyTPEHHEN U OTIPABIAEMON

TOKYMEHTALlUU JIJIsl aHAJIu3a JIOKYMEHTO000poTa

OpraHu3anuu. Yyactue B npoueaype oopaboTku

M CUCTCMATHU3alINN NOKYMCHTOIIOTOKOB.

YyacTtue B perucTpai J1OKyYMCHTOB.

YyacTue B perucTpanyu JOKyMEHTOB.

YyacTtue B npoieaype KOHTPOJISI HCTIOJHEHUS

JTOKYMCHTOB. VYuyactue B nponecce CucTeMaTrni3a-

U1 JTOKYMCHTOB, COCTABJICHUA HOMCHKIIATYPbI

N1 CTPYKTYPHOTO MOIPA3AEIEHNs] OpraHU3aluu

'YyacTue B rpoiiecce CuCTeMaTh3aluu TOKYMEH-

TOB, COCTABJICHUA HOMCHKJIATYPBI ACJI CTPYKTYP-

HOT'O MOAPA3ACICHUS] OpraHu3aluu. Y YacTHE B

IIponccce q)OpMI/IpOBaHI/IH H onmucaHusa A U

MOATOTOBKE UX K IIEpCaavc Ha apXUBHOC XpaHC-

Hue. O3HaKOMJICHHE C HOpMaTI/IBHO-HpaBOBOﬁ

0a300 M yUpeAUTEIbHBIMHU IOKYMEHTAMH Opra-

HU3allhnn.
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ITPOJOJDKEHME ITIPAJIOKEHUSI 2

Ne Buabl BbINOJHEHHBIX padoT JlaTa Moanucs, pyxkoBoam-
m\n TeJs
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MPOJIOJIKEHHE ITPUJTOKEHUSA 2

3AMEYAHUSA U TPEJJOKEHUSA
paboTomaTens 0 COBEPIICHCTBOBAHUIO KaueCTBAa MOATOTOBKH CHEIHAINCTA U
OpraHU3aIMK MPOU3BOJCTBEHHOH (MMPOoheCcCHOHATHHON) TPAKTUKH
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IIpunoxenne 3

TUTyJbHBIH JUCT OTYETA

I'KIIOY MO
«Ceprueo-Ilocaackuii conuanbHO-3KOHOMUYECKUN TEXHUKYM)

CroeunanpHocTh 46.02.01 JIoKyMEeHTAIIMOHHOE 00ecleYeHHue YIIPABJICHUS

H ApXHUBOBCJICHHEC

OTYET

O IMPOXOKJIEHWU IMPON3BOJCTBEHHOM ITPAKTUKH

TIM.01 Opeanuzauus 00KyMeHmMAUUOHHO20 00eCneYeHuss VRpaei1eHusl
U (DYHKUUOHUPOBGAHUA OP2AHU3AUUU

CpoK MPOXOKICHHUS: C 1o

CryaenTtom 1-ro kypca

®.1.0.

(HaI/IMeHOBaHI/Ie OopraHu3alinu, V‘-II)G)KI[GHI/IH)

OT4eT 3alMILEH «_ » 20 1. C OLIEHKOMU

PykoBoauTeNb NPAKTUKU OT NPEATPUSITHS

YJi1eHbI KOMUCCHU:
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Pazpaboran [KIIOY MO CII COT

IlpenonaBarennb

T.U. SxoBaeBa

MeCTO paboThI

3aHUMaeMasi JIOJDKHOCTh N.0. ®amunus
Pazpaboran

MECTO paboThI 3aHUMaeMasi JOJDKHOCTh N.0. Gamunus
DKcrnepr

MECTO pabOThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
Okcnept

MECTO PadOThI 3aHUMaeMasi JI0JDKHOCTh N.0. ®amunus
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