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[IpousBosncTBeHHAass  MpakTHKa  SBISETCA  3aBEPUIAIONIMM  ATAallOM  OOy4YeHHs
COOTBETCTBYIOIIUX MPOPECCHOHANBHBIX MOJYJIEH M TNPOBOJUTCS KOHLEHTPUPOBAHO IOCIIE
OCBOGHMS  CTYA€HTAaMHM MpPOTpaMMbl  TEOPETUYECKOIO0 M  MPAKTUYECKOro  O0y4eHus
npodeccuonanpsHoro moxayis IIM.02 JlokymeHTHpoBaHME W OpraHu3alMoHHas oOpaboTka
JOKYMEHTOB.

2. et ¥ 32124 NPOU3BOACTBEHHON MPAKTHKHU
[ensb:

- bopmupoBanne y  oOydaroumMxcsi ~yMEHUH, TpUOOpeTeHHe  IMEePBOHAYATIHLHOTO
MIPAKTHYECKOTO OTbITa B paMKax OCBOCHUS MPOQPECCHH.

3agaun:

- (¢dopMupoBaHHEe Y O0YYaIOIIMXCsl MEPBOHAYATIHHBIX MPAKTHYECKUX MPOQPECCHOHATBHBIX
YMEHHH B paMKax NpOQPecCHOHATBHBIX MOMAYJIEH IO OCHOBHBIM BHIaM TNPO(eCcCHOHATBHOM
JeSITeIbHOCTH Ul OCBOEHHsI paboueit nmpodeccuu, 00ydeHue TPyJOBBIM MPHEMaM, OINEpalusIM U
crioco0aM BBITIOJTHEHHS TPYIOBBIX MPOIECCOB, XapaKTEPHBIX JUISI COOTBETCTBYIOMICH MpodeccHu u
HEOOXOIUMBIX JUIsl MTOCIIEAYIOIIET0 OCBOGHHUSI UMU OOIIMX M MPO(EeCCHOHAIBHBIX KOMIIETCHIIUN 1O
n30paHHOM mpodeccun;

- BBINIOJNHEHHE paboT B 00JacTU JOKYMEHTAIMOHHOTO OOecmeueHus IesTeNbHOCTU
OpraHu3ali U HEOOXOJUMBIX JUISl TOCIEAYIOIIEr0 OCBOCHHUS MU OOIIUX U MPO(ecCHOHATBHBIX
KOMIIETeHIIN 10 n30paHHoi npodeccuu;

- 3aKpeIUieHue " COBEpILIEHCTBOBAHHE MePBOHAYATLHBIX MPAKTHYECKHUX
pohecCHoHaIBbHBIX YMEHUN 00y4aroluxcs;

- TpOBEpKa 3HAaHWM, NOJIy4eHHbIX npu wuzydeHuu I[IM.02 JlokymeHTHpOBaHUE U
opraHu3amus 00pabOTKH JOKYMEHTOB.

B xone npoxoxaeHus MpakTUKX 00ydaromuiics
JIOJIKEH

UMETh MPAKTUYCCKUH OITBIT:

- TOKYMEHTUPOBAHUS U JOKYMEHTAIIMOHHOW 00paObOTKH JOKYMEHTOB KaHIICIISIPUHT
(apxuBa);

YMETh:

-IIPOBEPSITh MPABUIBHOCTh OPOPMIICHHS JOKYMEHTOB;

-CHCTEMaTU3UPOBATh U XPAaHUTh IOKYMEHTHI TEKYIIIETO apXHBa;

-(opMupoOBaTh CIIPaBOYHBIN anmapar, 00eCIIeYNBAIOIINN OBICTPBII MOUCK IOKYMEHTOB;

-OCYIIECTBIISITh SKCIIEPTH3Y IOKYMEHTOB, TOTOBHUTH U TIepeaBaTh TOKyMEHTAIbHBIC
MaTepHalibl Ha XpaHEHHE B apXHB;

3HATh:

-OCHOBHBIC TIOJIOKEHHUsT ETMHON TOCY1apCTBEHHOM CUCTEMBI JIEIIONPOU3BO/ICTBA;

-BUJIbI, QYHKIIMU JOKYMEHTOB, ITPaBUJIA UX COCTABJICHUS U OPOPMIICHUS;

-TIOPSZIOK TOKYMEHTUPOBaHUsI HH()OPMAIIHOHHO-CIIPABOYHBIX MATEPHAJIOB,

O6nanath 0OIUMH U TIPOPECCHOHATBHBIMA KOMIICTECHIHSIMU

3. Pe3yabTaThl NPOU3BOICTBEHHON NMPAKTUKHU
Pe3ynbrarom npon3BOACTBEHHOM MPAKTHKY SBIISIETCS: 0CBOeHHE 00X komnetreHnuil (OK)

Kon HaumeHoBaHue pe3yibTara NpakTUKU
OK1 [ToHUMaTh CYNTHOCTh M CONMAIBHYIO 3HAYMMOCTE Oy IyIiei mpodeccu,
IIPOSIBJISITh K HEW YCTOMUYMBBIN MHTEPEC.
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO AESTEIbHOCTb, UCXOAS U3 LIETHU U
CIIOCO0OB €€ TIOCTHIKECHUSI, ONPEICIICHHBIX PYKOBOIUTEIICM.
OK 3 AHanu3MpoBaTh paboUyI0 CUTYalHIO, OCYIIECTBISATh TEKYIIUH U




UTOTOBBIM KOHTPOJIb, OIICHKY M KOPPEKIIUIO COOCTBEHHOH JIEATEIIbHOCTH,
HECTH OTBETCTBEHHOCTH 32 PE3YJIbTaThl CBOEH pabOTHI.

OK 4 Ocy1miecTBIATh HOUCK HHPOPMALIUHU, HEOOXOAUMOM 1151 3P PEKTUBHOTO
BBITIOJIHEHHSI TPO(ECCHOHATIFHBIX 3a]1a4.

OK 5 Hcnons3oBath HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B
PO eCCHOHATBHON EATEIbHOCTH.

OK 6 Paborats B komMaHze, 3 HEKTHBHO 0OIIATHCS ¢ KOJIIETaMH,
PYKOBOACTBOM, KIIMCHTAMMU.

OK 7 HcnonHATs BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHHEM
MOJTYYEHHBIX TPO(ECCHOHANIBHBIX 3HAHUHN (1 FOHOIIEH).

npodeccuonanbubix komnereHuuii (I1K):  (ykasvieaemca 6 coomeemcmeuu ¢ 6udom
oheccUuoHANbHOU OessmelbHOCmL)

Kon HaumeHoBaHue pe3ysbTata NpakTUKU

K 1.1 [TpuHUMATH U PETUCTPUPOBATH MOCTYHAIOIIYI0 KOPPECIIOHICHITHIO,
HANPABIATH €€ B CTPYKTYPHBIE TOPA3ACICHIUS OPTaHU3AIINH.

K 1.2 PaccmarpuBarh TOKYMEHTHI M IEPEIAaBATh UX HA UCIIOJIHEHHUE C YYETOM
PE30JIIOIMH PYKOBOJMUTENEH OpraHu3alluu.

K 1.3 OdopMasTh perucTpalioHHble KAPTOUKH U CO3AaBaTh OaHK JaHHBIX.

IK 1.4 BecTu KapTOTeKy yuera IPOXOKIEHHs JOKYMEHTAIbHBIX
MaTepuasoB.

K 1.5 OcCyIIeCTBIAT, KOHTPOJIb 32 TPOXOKICHUEM JIOKYMEHTOB.

IIK 1.6 OTnpaBnsATh UCIOTHEHHYIO AOKYMEHTAIMIO ajpecaTaM ¢ MPUMEHEHUEM
COBPEMEHHBIX BHIOB OPTraHU3aIMOHHON TCXHUKH.

1K 1.7 CoctaBnsiTh U OQOPMIIATH CIyKEOHbIE JTOKYMEHTBHI, MaTepHalbl C
HCTIOJTb30BaHUEM (hOPMYIIIPOB IOKYMEHTOB KOHKPETHBIX BHJIOB.

IK 2.1 DopMHPOBATE JIeNa.

[K 2.2 ObecnieunBaTh OBICTPHIN MOMCK JOKYMEHTOB IO HAy4HO-CIIPABOUYHOMY
arnmapary (KapToTeKaM) OpraHu3aIuy.

K 2.3 CucreMaTH3UPOBATh U XPAaHUTh IOKYMEHTHI TEKYIIETO apXHBa.

IK 2.4 O6ecneynBaTh COXPAHHOCTh NPOXOASIIEH CITyKeOHON TOKYMEHTAIUH.

K 2.5 ["'oTOBHTH U NIepeaBaTh JOKYMEHTHI HA apXUBHOE XpaHEHHE.

11K 2.6 OGecneunBaTh COXPaHHOCTh ADXMBHBIX JOKYMEHTOB B OPraHU3alliH.

4. TpynoeMkocTh OCBOEHHS MPOrPaMMbl MPON3BOJACTBEHHOMH MPAKTHKH:
Bcero 72 gaca.



	АННОТАЦИЯ РАБОЧЕЙ ПРОГРАММЫ ПРОИЗВОДСТВЕННОЙ ПРАКТИКИ
	ПМ.02 Документирование и организационная обработка документов
	1. Место производственной практики в структуре программы подготовки специалистов среднего звена (далее ППССЗ)
	2. Цели и задачи производственной практики
	3. Результаты производственной практики
	4. Трудоемкость освоения программы производственной практики:

