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[Iporpamma mnpousBoacTBenHoi mnpaktuku [I111.01.01 paspaborana Ha OCHOBaHUU
(denepasbHOro rocy1apcTBEHHOr0 00pa30BaTEIBHOIO CTAaHAAPTa CPEIHEro MPohecCHOHATLHOTO
obpazoBanust 1o mnpodeccun CIIO 46.01.03 [lemonmpousBoauTenb W NPUMEPHONH OCHOBHOM
oOpa3oBatenbHOil mporpammbl 1o  mpodeccun CIIO ¢ yderoM HampaBIEHHOCTH Ha
YIIOBJIETBOPEHHE MOTPEOHOCTENH PETHOHATILHOTO PhIHKA TPY/a U paboTonaTeel.

[Iporpamma npor3BOACTBEHHOM MTPAKTUKHU pa3paboTaHa:
[Tapxomenko Haranbst AHpeeBHa, KaHj. e/, HAyK, IPEnoaaBaTeNlb KOJIeIKa

[Tsturopckoro uncruryra (punmnan) CKOY
(bamMuIIHs, UMsI, OTYECTBO, yUCHAS CTEINCHb, YYCHOE 3BaHKHE, MECTO PA0OTHI MPEMOIABATEIS

COI'/TACOBAHO:

IIpeacraBurens padorogarelisi
I'enepanbubiii  gupexktop OO0  «Menucay,
r . IIaturopck Mensurkos W 1O,

JAOJDKHOCTB IPEACTAaBUTCIIA pa6OTO,HaT€J'I}I, HaMMCHOBAHHEC IoAIINCh (I)aMI/IJ'II/IiI, HWHHIIUAJIbI

OpraHu3anum 1 ropoJ €€ paciiojJ0KCHUA
M.IL



1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMBI
MMPONU3BOJACTBEHHOMN MPAKTUKH

1.1. Mecto npouM3BOACTBEHHOH NPAKTHKM B CTPYKType MPOrpaMMbl MOATOTOBKH

crnenuaancToB cpeaHero 3sena (naguee IIICC3)

1.2. TIpousBoncreennas mpaktuka I111.01.01 npunamiexut k npodeccuonampHomMy Moxayito [IM
01 JlokyMEHTHMpOBaHHME YIPAaBIECHYECKON JEATENIbHOCTH M OpraHusanus paboThl C
JOKYMEHTaMHu, poBouTCs B 1 cemectpe.

1.3. Hean u 321241 y4eOHOM NPAKTUKH

- (popmupoBanue y 00y4daroUmxcsl NepBOHAYATIBHBIX MTPAKTUYECKUX MPO(PECCHOHATBHBIX
YMEHUH B paMKax Npo(ecCHOHAIBHBIX MOJYJeH MO OCHOBHBIM BHIaM MNpo(ecCHOHAIbHOM
JeSITebHOCTH JUIsl OCBOEHUS pabodeil mpodeccun, o0yueHue TpyL0BbIM IpUeMaM, OonepanusM u
croco0am BBITTOJTHEHHS TPYAOBBIX MPOIECCOB, XapaKTEPHBIX I COOTBETCTBYIOIIEH Mpodeccun
Y HeOOXOMMBIX JIJIsl [TOCIIeIYIOIIEro OCBOSHUSI UMHU OOLIUX U MTPO(ECCHOHATBHBIX KOMIETEHIHH
1o u3bpaHHoM npodeccui;

- BBIIIOJHEHHE paboT B 00JaCTH JIOKYMEHTALIMOHHOTO oOOecneueHus AesTelbHOCTU
OpraHu3ali U HEOOXOAUMBIX JIJISI TIOCIIEAYIOIIEr0 OCBOCHHUS MU OOIINX U MPOPECCHOHATBHBIX
KOMIIETEeHIIUI 110 n30paHHOM npodeccuu;

- 3aKpelIeHME U COBEPIICHCTBOBAHME  IEPBOHAYAIBHBIX  IPAKTHYECKUX
npodeCCHOHATIBHBIX YMEHUHN 00y4aroLInXcs;

- TIpoBepKa 3HaHMW, moaydyeHHbIX npu uzydenun I[IM 01 JlokymeHTHpOBaHME
yIpaBJIEHYECKOH 1€ TeIbHOCTH U OpraHu3aius paboThl ¢ JOKYMEHTaMH.

B xoze npoxoxieHus NpakTUKU 00y4YarOLIUICs 10JKEH

UMETh IPAKTUYECKUH OIIBIT B:

- JOKYMEHTHPOBaHUS M JOKYMEHTAIlMOHHOM O0OpaOOTKM JTIOKYMEHTOB KaHIEJISIPUU
(apxuBa).

YMETB:

-IPUHUMATh, PETUCTPUPOBATDH, YUUTHIBATH OCTYNAIOUINE JOKYMEHTHI;

-IPOBEPATH MPABIIBHOCTh 0(OPMIICHHS IOKYMEHTOB;

-BECTH KapTOTEKY y4eTa MPOXO0XKACHUS TOKYMEHTAIBHBIX MAaTEPUAJIOB;

3HATh:

-OCHOBHBIE I0JI0’KEHNS EMHON TOCYy1apCTBEHHON CUCTEMBI I€JI0NIPOU3BOJICTBA;

-BU/1bl, QYHKIMU JOKYMEHTOB, IpaBUJIa UX COCTABIEHUS U 0(OPMIICHUS;

-MOPAJI0K JOKYMEHTHPOBaHUS HH(OPMAIIMOHHO-CIIPABOYHBIX MATEPHAJIOB;

-TpaBuja JeJI0BOr0 STUKETA U JIEJIOBOTO OOIIEHUS

00J1a/1aTh:

o0mMMH U poecCUOHATbHBIMA KOMIETEHIMSIMU JJOKYMEHTAIMOHHOTO O0ecreueHust
JESATEIIBHOCTH OpPraHu3aluu.

1.4. TpynoeMKoCTb 0CBOEHHUSI IPOrPaMMbl NPOU3BOACTBEHHON NMPAKTUKH:
TpynoemkocTs ocBoeHus mpousBoacTBeHHOM mpakThku [111.01.01 cocrapnser 3 nenenu (108
4acoB).



2. Pe3yabTaThl NPAKTHKH
B pamkax nmporpamMMbl IpOM3BOICTBEHHOM MPAKTUKH 00y4YarOIIMMUCS OCBAaUBAaIOTCS
YMEHMSI U 3HAHUS

Kon YmMmenus 3HaHuA
11K, OK
OK 01 pacrno3HaBarth 3a/1a4y W/uid npodiaemy aKTyaJIbHbII
B NIpOQEecCHOHAIbHOM  W/WIM  COLUHUAIBHOM | MpodeCcCHOHATbHBIHI u
KOHTEKCTE COIMAJbHBIA  KOHTEKCT, B
aHATM3UPOBaTh 3aJadyy W/WiAM [pobjJeMy U | KOTOpOM HIPUXOAUTCS
BBIJICJIATH €€ COCTaBHBIC YaCTH paboTaTh U KUTh
OIIpEeIeNIATh 3TAIlbl PELICHUS 33/1a41 OCHOBHBIE UCTOYHHUKH
BBIABIATE M 3(G(PEKTUBHO HCKATh HHGOPMALMIO, | HHPOPMAIIMH B PECYPCHI IS
HEOOXOAMMYIO JUIsl PpEUIeHUs 3aJaud W/WIK | pelicHHs 3a1a4 | MpoOJIeM B
po0JIEMBI npoecCHOHATbHOM /WM
COCTaBJISITh IU1aH necTBUs COLIMAJIbHOM KOHTEKCTE
OIpeIeNIATh HEOOXOJUMBbIE PECYPChI aJITOPUTMBI BBITTOJTHEHUS
BJIAJICTh aKTyaJIbHBIMH METOJIAaMH PabOTHI pabor
B NMpoeCCHOHAIBHOM U CMEXKHBIX cepax B IPOoQECCHOHALHOW |
pean30BBIBaTh COCTABIICHHBIN TTaH CMEXKHBIX 00J1acTsIX
OLIEHUBATh pe3yldbTaT MU TIOCIEACTBUS CBOMX | METOJIBI paboThI B
NeHCTBUM (CaMOCTOSITENIBHO WJIM € IOMOUIBIO | MPo(hecCHOHATBHOM U
HacTaBHHKA) CMEXHBIX chepax
CTPYKTYpPY IUIaHa TSt
pelieHus 3aaaq
MOPSI0K OLIEHKH Pe3yIbTaTOB
pemeHus 3a1a4
npodeccHoHaIbHOM
JEATeTbHOCTH
OK 02 OTIpEeETIATh 3374 JJis Torcka HH(pOopMaIiu HOMEHKJIaTypa
OIpEAEIATh HE00XO/IMMbIE UCTOYHUKH | MH()OPMAITMOHHBIX
uHpOpMaIU HCTOYHHKOB, IPUMEHIEMBIX B
IJTAaHUPOBATh MPOIIECC TTOUCKA npogeccuoHaTbHON
CTPYKTYpUPOBATh NOJy4aeMyr0 HHPOPMALIUIO JeATeIbHOCTH
BBIJICNISITH ~ HaWOoyiee 3HAUYMMOE B TIEPEUYHE | IPUEMBI  CTPYKTYPHPOBAHUS
uHpOpMAIIU uHpOpMAIIU
OLICHUBATH MIPaKTUYECKYIO 3HaYUMOCTb | opmar oopmieHus
pe3yIbTaTOB MOMCKA pe3ynbTaToB TIOMCKa
ohopMIIATH  pe3yNbTaThl TIOMCKA, MPHUMEHSTh | HHPOPMAIIUK, COBPEMEHHBIC
cpenctBa MH(OPMAIMOHHBIX TEXHOJOTHM s | CpeACcTBA M YCTpOMCTBa
pereHust TpoecCHOHABHBIX 3a71a4 nH(pOpMaTH3AINH
UCII0JIb30BATh COBPEMEHHOE POrpaMMHOE | MOPAIOK WX MPUMEHEHHS U
o0ecrieueHue MIpOrpaMMHOE 0OecTieyeHue B
UCIOJb30BaTh pa3iIMyHble LU(POBBIE CPEACTBA | MPOPEeCcCHOHATBEHON
IUTSL peIIeHnsT PO eCCHOHATBHBIX 3a1a4 JeSITEIbHOCTH B TOM YHUCIIE C
UCTOJIb30BaHUEM IUPPOBBIX
Cpe/CTB
OK 03 ONPEIENATh aKTyaJIbHOCTh HOPMATUBHO-IIPABOBOM | COJEpIKaHue aKTyaJIbHON
JIOKYMEHTaIUU B npodeccnoHaIbHON | HOPMATHBHO-TTPABOBOM
JeATeNbHOCTU JTOKYMEHTAIUH
IIPUMEHATh COBPEMEHHYIO Hay4HYIO
po(heCCHOHATTLHYIO TEPMUHOJIOTHIO




ONpeNeNiATh W BBICTpAaWBaTh  TPACKTOPUHU
poQeCcCHOHATIBHOTO pa3BHUTHUS "
camo00pazoBaHus

BBISIBIISITh JIOCTOWHCTBA " HE/IOCTATKU

KOMMEPYECKOU nlen

IIPE3EHTOBATh UJEU OTKPBITHUS COOCTBEHHOTO /€N
B NMPO(ECCHOHATBHON AEATeNbHOCTH; 0(hOPMIIATH
Ou3Hec-TIIaH

paccuuThIBaTh pa3MeEpbl BHIIUIAT 110 MPOLIEHTHBIM
CTaBKaM KpEAUTOBAHUS

COBpEMEHHAsi  Hay4yHas W
npodeccuoHanbHas
TCPMUHOJIOTUA

BO3MOJKHBIC TPaeKTOPHU
poQecCHOHATIBLHOTO

pa3BUTHA U caMOOOpa30BaHUs
OCHOBBI
MPeaNpPUHUMATEIbCKON
NESITeNIbHOCTH; OCHOBBI
(buHaHCOBON I'PaMOTHOCTH

OTIPEIEIISATH WHBECTUIIMOHHYIO | MMpaBuiIa pa3paboTKu Ou3HeC-
[IPUBJIEKATEIbHOCTh ~ KOMMEpPYECKUX  MJeH B | IUIAaHOB
paMKax npoQecCuoHaNbHOMN NeTETbHOCTH HOPS0K BBICTPAUBAHUS
IIPE3EHTOBATh OU3HEC-UJICI0 Ipe3eHTalu
OTIPEIeNIATh HCTOYHUKH (PUHAHCUPOBAHUS KpEIUTHbIE OaHKOBCKHE
IPOJIYKTHI
OK 04 OpraHU30BBIBATh PA0OTY KOJIJICKTUBA MICUXOJIOTUYECKUE OCHOBBI
Y KOMaH/Ibl NEATeNIbHOCTH  KOJUICKTHBA,
B3alMO/ICIICTBOBATH C KOJUIErAMU, PYKOBOJICTBOM, | IICUXOJOIMYECKHE
KIMEHTaMd B XoJe  Ipo(ecCHOHAIBbHON | 0COOEHHOCTH JIMYHOCTU
JeSITENbHOCTH OCHOBBI IIPOEKTHOM
JIeSITEIIbHOCTH
OK 05 IrPaMOTHO M3J1arathb CBOH MBICTIH | OCOOCHHOCTH COITHAIBHOTO H
1 0ohOpMIIATH JOKYMEHTHI 110 NMPO(ECCHOHAIBHON | KYJIBTYPHOI'O KOHTEKCTA;
TEMaTUKE Ha TOCYJapCTBEHHOM SI3bIKE, MPOSIBIIATH | MpaBUiia odopmieHHs
TOJIEPAaHTHOCTH B paboueM KOJJIEKTUBE JOKYMEHTOB
U TIOCTPOEHHUs YCTHBIX
COO0IeHUH
OK 09 MOHUMAaTh OOLIMII CMBICI YETKO NMPOU3HECEHHBIX | MpaBUiia ITOCTPOCHHUS
BBICKa3bIBAHNI Ha W3BECTHBIE TEMBI | TIPOCTBIX " CJIOJKHBIX
(mpoeccuoHanbHble W OBITOBBIE), TIOHUMATh | MPEIIOKEHUN Ha
TEKCThI Ha 6a30BbIe MPO(EeCCHOHAIBHBIE TEMbI npo¢eccuOHabHbIE TEMBI
y4acTBOBAaTh B AMAJIOTaX Ha 3HaKOMbIE 0011e OCHOBHBIE
U po(hecCHOHAIbHBIE TEMBI 00IIeyOTpEeOUTENbHbIE
CTPOUTD MPOCTHIC BHICKA3bIBAHUS O c€0€ U O CBOEH | TJIaroJibl (6brTOBaAS "
poeCCHOHATILHOM 1eATeNbHOCTH npodeccruoHambHast JEKCHKa)
KpaTKo OOOCHOBBIBaTh U  OOBSICHATH CBOU | JIEKCUYECKUMN MUHHMYM,
NecTBUS (TEKYIUE U TUTaHUPYEeMBbIE) OTHOCALIMMCA K ONMCAHUIO
MUcaTh TPOCTbIE CBS3HBIE COOOILIEHUS HA | MPEIMETOB, CpeAcCTB u
3HAaKOMBbIE Win MHTEPECYIOLIME | IIPOLIECCOB
npodeccnoHanbHbIE TEMBI npodeccuoHaTbHON
JESITENbHOCTH
0COOEHHOCTH MPOU3HOLLIECHUS
IIpaBUja 4YTEHUS  TEKCTOB
npodeccrnoHaTbHOM
HaIpaBJIeHHOCTU
IIK 1.1. | [IpoBepsiTh MIPaBUWJIBHOCTh nocraBku | HopmartusHele IIPaBOBBIE
KOPPECHOHIEHIIMY; NTPAaBUIBHOCTh U LEIOCTHOCTD | aKThI u HOPMaTUBHO-
BIIO>KEHMS. METOAMYECKUE  JTOKYMEHTHI,
OnenuBaTh coJiepyKaHue MOCTYIUBIINX | ONPENEISIOINE MOPSAI0K
JOKYMEHTOB C LIEJIBIO UX PACIPECIICHHS. JOKYMEHTaIl[HIOHHOT'O

oOecrieueHus yrpaBieHUsI.




ITonb3o0BaThes aBToMaTu3upoBaHHbIMU | CTpyKTypa OpraHu3anui,

CHUCTEMaMM y4yeTa, PErucTpaluu Npu paboTe C | PyKOBOJACTBO  CTPYKTYPHBIX

JOKYMEHTaMH OpraHu3aluu IOJIpa3/IEJICHU M.
CoBpeMeHHbIE
UH(POPMAIIMOHHBIE
TEXHOJIOTUU paboThI c
JIOKYMEHTAMHU.
ITopsinok paboThI c
[OCTYTAIOLIUMHU
JIOKYMEHTAMHU.

I[IK 1.2. | Onpenenste MapuipyT IBMXKEHMsSI KOHKpeTHoro | HopmarusHble IIPaBOBbIE
JOKYMEHTa M  JOBOJUTH  JOKYMEHTBI  JIO | aKThl u HOpPMAaTHUBHO-
UCIIOJIHUTEJIEH B OIIPEIENICHHbIE CPOKU METOJMYECKUE  JIOKYMEHTHI,
PaGoratp co BCEH COBOKYIIHOCTBIO | OIpPENEIAIONINE IIOPSAIOK
MH(POPMALIMOHHO-IOKYMEHTALIMOHHBIX  PECYPCOB | JOKYMEHTALMOHHOIO
OpraHu3aLyH. o0ecrieYeHus yIpaBIeHHS.
Bectu ywer mnpoxoxaeHus JOKyMeHTalbHbIX | CTpykTypa OpraHu3aiui,
MaTepHaJIoB. PYKOBOJCTBO  CTPYKTYpPHBIX

MoApa3aeICHUM.
CoBpemeHHbIE
MH(POPMaIIMOHHBIE
TEXHOJIOTUU paboThI c
JIOKYMEHTaMHU.

[Topsox paboThI c
JIOKyMEHTaMU IIpHU Iepenade
UX Ha  UCIHOJHEHUE B
MOJIpa3/IeJICHUsI.

IIK 1.3. | [locraHOBKa TOKYMEHTa Ha KOHTPOJIb. [IpaBuna opraHuzauuu M
OcCymiecTBiIsITh  IPOMEXKYTOUHBIH  KOHTPOJIb U | (hOpMBI KOHTPOJISt
KOHTPOJIb NIPH HACTYIUIEHUU JaThl HCIIOJIHEHUS. UCIIOJIHEHUSI JIOKYMEHTOB B
NupopmupoBath pykoBoguTENS 00 UCIIOJHEHUH. | OpraHU3alUu.

CHATP [JOKYMEHT C KOHTpPOJS M HAIpaBUTh | THUIIOBBIE CPOKU MCIIOJHEHUS
WCIIOJIHEHHBIN JOKYMEHT B JIENO. JIOKYMEHTOB.
OO6o0math ¥  aHanM3UpoBaTh  pe3yabTarsl | [IpuHmmMmel  paboTel  co
KOHTPOJIS 32 UCIIOJIHEHUEM JJOKYMEHTOB. CPOKOBOW KapTOTEKOM.
ITonp30Batbes aBTOMaTU3UpoBaHHbIMU | Ha3HaueHne M TeXHOJIOTHSA
CUCTEMaMU Yy4YeTa, pETUCTpalud, KOHTPOJIA U | TEKYILEro u
MH(POPMAIIMOHHO-CIIPABOYHBIMA CHCTEMaMH TpHU | IPEAYNPEIUTETHHOTO
paboTe ¢ TOKyMEHTaMU OpraHU3alHH. KOHTPOJISI.
[TpaBuna COCTaBJICHUS
AHAJIMTUYECKUX CHPABOK IO
opraHuzanu  paboTel  C
JIOKyMEHTaMU U KOHTPOJIIO
VICIIOJIHEHUS! IOKYMEHTOB.
IIK 1.4. Ilonp3oBaThca 0Oa3aMH JAHHBIX, B TOM YHCIIE [IpaBuna co3ianus v BECHUS

YJaJICHHO.
Bectn yueT 10KyMEHTOB OpraHu3anuy.

OcymiecTBasTh CIPaBOYHO-UH(POPMAITHOHHYIO
paboTy C  WCHoONb30BaHMEM  0a3  JIaHHBIX
JTOKYMEHTOB.

[Tome30BaThCS aBTOMAaTHU3UPOBAHHBIMH

CUCTEMaMHU Y4Y€Ta, PErucTpald, KOHTPOJIS U

06a3  JaHHBIX  CIIY’KEOHBIX
JIOKYMEHTOB B OpTraHH3aIlHH.
Cucrembl JIEKTPOHHOIO
JIOKyMEHTO000pOTa.




MH(OPMALIMOHHO-CIIPABOYHBIMU CUCTEMAMH TIpU
paboTe ¢ JOKYMEHTaMH OpraHU3aIlHH.

I[IK 1.5. | IlpumensaTy mpaBwia pycckoro s3bika 1pu | HopmatuBHbIE MIpaBOBbIE
MIPOBEPKE JOKYMEHTOB I€pe] OTIPABKOM. aKThbI u HOPMaTUBHO-
[IpoBepaTh  HpaBUIBHOCTH  OQOPMIICHHS U | METOJUYECKHUE  JTOKYMEHTHI,
KOMILUIEKTHOCTb UCXOJISIIIUX JTOKYMEHTOB. OTIpeeIISIONINe MOPSIOK
CoptupoBath JOKYMEHTHI 110 CIIOCO0aM JOCTaBKH, | JOKYMEHTAIMOHHOTO
pU HEOOXOUMOCTH, YIaKOBBIBATH JOKYMEHTHI U | 0OecreueHHs YIpaBICHHUS.
OTIPABJISTh. [IpaBuna u cpoku OTHpPaBKHU
[Tonp3oBatbes aBTOMATH3UPOBAHHBIMU | UCXOJAIINX JOKYMEHTOB
cucreMaMu yuera, perucTpanum,
MH()OPMAIIMOHHO-CITPABOYHBIMU CUCTEMAMH TIPU
paboTe ¢ JOKyMEHTaMU OpTraHU3aIiH

IIK 1.6. [IpuMeHATh yCTAaHOBJIEHHBIN COCTAB PEKBU3UTOB B | BUIbI TOKYMEHTOB, UX
3aBUCHUMOCTH OT BHJIa JOKYMEHTA. Ha3HAYEHUE.

[IpaBuibHO pacnionarate 1 0pOpMIISTh PeKBU3UTH | TpeOoBaHus, IPeIbsIBIIIEMBbIE
Ha JINCTE MPU COCTABICHUH JIOKYMEHTA. K noxymeHTam B COOTBETCTBHUH
[IpumeHsTE  COBpeMEHHBIC  HH(DOPMAIMOHHO- | C HOPMATHBHBIMU IIPABOBBIMHU
KOMMYHHKAITMOHHBIE TEXHOJIOTUU JJisi paboThl C | aKTaMH M T'OCYapCTBEHHBIMU
JIOKYMEHTaMH, B TOM YHCJIC IJIsl €€ ONITUMHU3ALUUA U | CTAHIAPTAMH.
noBbIIEHUS 3 PEeKTUBHOCTH IIpaBuia cocrasiieHus U
[IpuMeHsTh paBuiIa PyCCKOTO S3bIKA. oopmieHus
UH(POPMAIIOHHO-
CIPaBOYHBIX,
OpraHU3aIMOHHBIX,
YIPaBIEHYECKUX TOKYMEHTOB.
2.1. CoaepixaHue NPaAKTHKH
Bunaer Bunst pabot Copnepxanue HaumenoBanue Komnue
JEeSTeNIbHOCTH OCBOEHHOTO JUCITUTUINH, CTBO
y4eOHOTO MEXIUCLIUTIITMHAPHBIX 4acoB
MaTepuarna, KYPCOB C YKa3aHUEM (Henenpb
HE00XOIUMOTO TeM, 00eCTIeYNBAOIIIX )
JUTSIBBITIOTHEHUS BBITIOJIHCHHE BUIOB
BHUJIOBPAOOT pabot
- o3HakoMmyeHue ¢ [Tema 1. Ocroaele [MJIK.01.01 8
IIJIAHOM TTOJIOKCHUA I[OKYMeHTaL[I/IOHHoe
POXOK/IEHHUS MEeNIONPON3BOJICTBA  |00ecieueHHE e TeIbHOCTH
HpaKTI/IKI/I; OpraHru3alun
- HIHCTPYKTaX O
MTPOXOKICHUHN
MPAKTUKU;
- aHaIM3 mrada; [Tema 2. MJIK.01.01 12

HloxymenTHpos -1aTh O3HaKOMIJIEHHE C JloKyMEHTallMOHHOE

ynpaBa;IeI/fquKo XapAKTEPUCTHKY SfraHfSaI;EIOHHOﬁ 26:§E§:§H;I; JEATENBHOCTH

it nesitenpHOcTH  (OPTAHM3ALNH, PYKTYPOH P .

v opranmzanus |- U3Y4HTH Opratatu
paboTHI C OCHOBHEBIE
JAOKYMCHTaMH HaHpaBHeHI/Iﬂ
e TEIbHOCTH

OpraHu3anuu.




- 3HAKOMCTBO C
OpraHU3alMOHHON
CTPYKTYpOit
OpraHu3aLuy;

- aHAJIN3
HOPMaTHUBHO-
[IPABOBBIX aKTOB U
IIMTEpaTyphl;

- aHAJIU3
NeSITETIbHOCTH
OpraHu3aluy;

- IOATOTOBKA U
odopmieHue
JTHCBHHKA.

Tewma 3.
OdopmieHne
imokymenTtoB B Word

MJIK.01.01
JIOKyMEHTAIIMOHHOE
oOecreyeHne AeITENbLHOCTH
OpraHu3alfy

-U3y4YUTh
OpraHu3alUOHHY
f0 CTPYKTYPY
OpraHu3aluiy;
[IPOaHAIN3UPOBAT
b HOPMaTUBHO-
[IPABOBBIEC AKTHI.

Tema 4.
OdopmeHne
mokyMmeHToB B Excel

MJIK.01.01
JlOKyMEHTallMOHHOE
oOecIieueHre IeITENbLHOCTH
OpraHu3aruu

12

- U3y4YCHUE
3aKOHO/IATEIbCTBA
)
[peTIIaMEHTHPYFOIIT
ero JIeATeIbHOCTh
OpraHu3aIni,
YUPEKICHUS;

- pazpaboTka
MPOEKTOB
[PaBOBBIX
TOKYMEHTOB,
CBS3AaHHBIX C
NEesITeTbHOCTHIO
OpraHu3aIuy.

Tema 5.
Odopmnenue onvcu
nesn

MJIK.01.01
J{OKyMEHTallMOHHOE
oOecIreueHne NeITENbLHOCTH
OpraHu3aruu

16

- 1aTh
XapaKTEPUCTHKY
eI TeTbHOCTH
OpraHu3aIny;
MPOAHATM3UPOBAT
b
3aKOHO/IaTeIbLHBIC
AKTBI,
PETYIIUPYIOIINE
e TeIbHOCTh
OpraHU3aIuy.

Tema 6.
ObecrieueHne
COXPAHHOCTU
ITOKyMEHTOB

MJIK.01.01
J{oKyMEHTaIlMOHHOE
oOecreueHne AeITENbHOCTH
OpraHu3aIyu

12




-pa3paboraTb Tema 7. ITonroroska MJIK.01.01 12
npo]_[eccya_]'[},HHe JTOKYMCHTOB K ,HOKyMeHTaI_II/IOHHOC
JOKYMEHTEL APXHBHOMY oOecreueHne eI TeTbHOCTH
XPAHCHHUIO OpraHu3aIin

[MPOAHAJIU3UPOBAT
b MaTCpHraJibl.

- BBIIIOJTHCHHE Tema 8. M/IK.01.01 12
yKa3aHUii CocraBienue akTa  |J{JOKyMEHTaIlMOHHOE
PYKOBOZHTENIS oT [IPHEMA-Tiepesiatu oOecIieueHre NeATEIHLHOCTH

OpraHu3aIux JOKYMCHTOB OpraHu3aluu

- cOop, 0OpaboTKa 8
U CHCTEMAaTH3aIHs
OMITUPUIECKOTO
MaTepuaa,
CIKEITHEBHOC
BHECEHUE 3aMUCEN
B JIHCBHUK;

Benenne nHeBHUKA. 8
Harmicanne oTuera
10
[MPOU3BOICTBEHHOM
[IPAKTHKE.

NTOI'O 108

3. . ¥YciaoBusl OpraHM3alyu U NPOBeJeHUS] MPAKTHKH
3.1. TpeGoBaHusi K JOKYMEHTALUH, HEOOXOAMMOM VIS IPOBEACHHUA NPAKTUKH:
porpaMma pou3BOCTBEHHON MPaKTUKH;
JIOTOBOP 00 OpTraHHU3alluy MTPAKTUKU;
HarpaBJIeHUE Ha MPAKTHKY;
UH/IMBUIYalIbHOE 3a/IaHHUE;
JTHEBHUK MTPAKTHKH;
aTTeCTallMOHHBIH JINCT;
XapaKTepUCTHKa paboThl 00yUaroIerocs;
OTYEeT IO MPAKTHKE.

3.2. TpeOoBaHus K y4eOHO-MeTOAUYECKOMY O0ecredeHUI0 MPAKTUKH

[IpakTuka nmeer 1enbo KoMIuiekcHoe ocBoeHne cryaeHtamu [IM.01 JlokymenTrpoBanue
yIIpaBJIEHYECKOH JEATEIbHOCTH U OpraHu3alus paboThl C JOKyMEHTaMH, (POpMUPOBAHHE OOIINX
U MpodecCHOHATbHBIX KOMIIETEHLMH, a Takke NpUOOpeTeHHe HEOOXOAUMBIX YMEHUH H
MIPAKTUYECKOIO OIbITA.

VYuebnas npaktuka npoxoauT B Komtemxke [Isaturopckoro nacturyra (pumunan) CKOY,
yi1. EpmoiioBa 46.

Jlyi HanucaHus OT4YeTa CTyJeHTaM BblAaloTCsl MeToanueckre yKka3aHus 0 OpraHu3aluu
U TIPOBEJICHUIO YUeOHOM MPaKTUKK U MHUBUAYaJbHbIE 3aJaHUS.

NunuBuayaneueie  3amanua  1no  [IM.Ol  JlokyMeHTHpOBaHHE  yHpPaBICHYECKOMN
JeSITeIbHOCTH U OpraHu3anus padoThl ¢ TOKyMEHTaMHU:

1. HenmompousBoactBo B cucrteme JJOY. Ctpykrypa opraHusanuu JeI0NpPOU3BOJCTBA Ha

MIPEeANPUSTUH.

2. Opranmzamms  pabodero mecra  jgenonpomsBomutens. Cxema  pabouero  mecra
JIETIOTIPOU3BOAUTEIS.

3. OO6paboTka MOCTYIAIIECH KOPPECITOHICHITHH.

4. Odopmuenue cmyxeOHBIX ToKyMeHTOB. Knaccudukanus 10KyMeHTOB.

5. Pabora ¢ mocrtynaromed koppecnonaeHimer. CrocoObl mpuéMa  TMOCTYMArOIIeH



KOPPECTIOHICHIIH.

Co3naHue u 3aroTHeHUE PETUCTPALIMOHHBIX (POPM JOKYMEHTOB (3KypHAJIbHAS U KApTO4HAs ).
Hanpasnenue noctynaroieii KOppecrnoHASHIIUY B CTPYKTYPHOE MOApa3ieNicHHeE.
Wuaexcamus nocTymnaromeil KoppecrnoHASHIINH.

9. TlousTue nmocTymnaroieil KOppecnoHACHIINH, €€ KiIacCU(PUKaIIUAL.

10. Co3nanue kiaccupuKaiy NOCTYNAOIIEH TOKYMEHTAIIHH.

11. XapakTepuctuka JOKyMEHTOOO0POTa OpraHU3aIHH.

12. IlocTymnienre JOKYMEHTOB B OpraHU3aluio, CTPYKTYPHBIE MOIpa3/ICIICHUs.

13. Opranuzanus paboThl ¢ TOKyMEHTaMH, COAEPKAIUMH KOH(PUICHIIMATBLHYIO HH(POpMAIHIO.
14. Kynbrypa paboTbl ¢ JOKyMEHTaMH Ha pab04YHUX MECTax.

15. Opranm3anus npuéma noceTuteseld u padboTa ¢ 0OpaleHUsIMH TPAXKIAH.

el A

3.3. TpedoBanusi K MaTepHAILHO-TEXHUYECKOMY 00ecIeYeHUI0

Peanuzanus mporpammel yueOnoit mpaktuku III1 01.01 ocymiecTBisieTcss B y4yeOHBIX
nomemenusix Komnemka Ilsturopckoro wrctutyra (dpumuan) CKOY u  COOTBETCTBYIOT
TpeOOBaHUSM TEXHUKH O€30MaCHOCTH W MPOTHUBOMOXKAPHON OE30MaCHOCTH NPHU MPOBEICHUU
yueOHOM npakTuku, npegycMmorpeHHsix @I'OC CIIO.

MatepuaabHO-TEXHUUYECKOE obecrnieueHue COOTBETCTBYET  MpodeccruoHaIbHON
JESATEIIbHOCTH U JIaéT BO3MOXHOCTb OBJIa/IE€Th YCTAHOBJIIEHHBIMH KOMIIETEHIUSIMU 110 BCEM
OCBaMBaeMbIM BHUJAM JESATEIBHOCTH, MPEIyCMOTPEHHBIM MPOTPaMMON, C HCHOJIb30BAHHUEM
COBPEMEHHBIX TEXHOJIOTUH, MAaTEpUaIOB U 000pPY10BaHUS.

Bce nmomemeHus  cOOTBETCTBYIOT  TpeOOBaHUSM  TEXHHKH  O€30MaCHOCTH |
IPOTUBOMNOXKAPHOH 0€3011aCHOCTU IIPU MTPOBEICHUHU YUEOHON MPAKTUKH.

34. Ilepeyens OCHOBHOW U 10TIOJTHUTEIbHOI JTUTEPATYPHI, HHTEPHET-PECYPCOB,

HEeO00XOAMMBIX /1JIsl IPOBe/IeHUsI MPAKTUKHU
OCHOBHBIE HCTOUHUKHU:

1. ApacnanoBa, B.A. JlokyMeHTallMOHHOE OOecleYeHUE YIPABICHUS: Y4€OHO-IPAKTUYECKOEe
nocoOue B cxemax, Tabyuiax, oopasuax : [12+] / B.A. ApacnanoBa. — 2-e u3/1., J0I. U niepepad. —
Mocksa ; bepnun : Iupext-Menaua, 2020. — 265 c. : ui., Taba. — Pexum noctymna: no nojamnucke.
— URL: http://biblioclub.ru/index.php?page=book&1d=578394
2. ApacnanoBa, B.A. CinyxeOHble TOKyMEHTBI: (pOpMYIISApbl U IpUMEPBI 0opMIIeHUS. AJIbOOM:
yaeOHo-TIpakTHyeckoe nocodue : [12+] / B.A. ApacnanoBa, E.C. BypmucrpoBa. — Mocksa ;
bepmun : Jlupexr-Memma, 2020. — 108 c. — Pexxum pocrynma: nmo mopmucke. — URL:
http://biblioclub.ru/index.php?page=book&1d=578396
3. Kabamos, C.}O. /Ienonpon3BoCTBO U apXUBHOE JI€JI0 B TEPMHUHAX U ONPENIENIEeHUsX : yueOHoe
nocobue / C.1O. Kabamog, U.I'. Achanausiposa. — 3-e u3z., crep. — Mocksa : @nunTa, 2018. —
295 C. — Pexxum JOCTyHa: 1o MIOJIITUCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168
4. CmupHoBa, E. I1. JlemonponsBoacTBo aiist cekperaps. PazpaboTtka, yuet u XpaHeHue ciry>keOHOH
JTOKyMeHTaIuu : npaktuaeckoe nocoodue / E. I1. CmupHoBa. — 2-e uzn. — Capatos : Aii [Tu Op
Menaua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TeKcT : 3MEeKTPOHHBIH // DNEKTPOHHO-
ouommoteunas cuctema [IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622 . html

JlonoaHHUTeNbHAS IUTeparypa:
1. Tenpuapos, A.Jl. ApxuBoBenenue : yaeoHnoe mocoowue : [16+] / A Jl. TenpuapoB. — 2-e u3m. —
Mocksa : JlamkoB u K°, 2018. — 184 c. : un. — (YueOHble u3nanus Ans 6akanaBpoB). — Pexum
noctyna: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440
2. YrpaBieHue TOKyMEHTaluel 1 apxuBamMu 3a pyoexoM : yueOHoe nocobue : [16+] / coct. C.B.
Makapuyk, C.II. 3Barun ; KemepoBCkui TOCygapCTBEHHBIN YHUBEpcUTET. — KemepoBo
KemepoBckuil rocynapcTBeHHbli yHUBEpcUTET, 2019. — 274 ¢. — Pexxum gocTyna: 1o noAarucke.
— URL: http://biblioclub.ru/index.php?page=book&id=574229
3. Xavarpsia, I'. A. Opranu3anus ¥ COpOBOXKICHUE IJEKTPOHHOTO TOKYMEHTO000pOTa : YIEOHUK


http://biblioclub.ru/index.php?page=book&id=578394
http://biblioclub.ru/index.php?page=book&id=578396
http://biblioclub.ru/index.php?page=book&id=69168
http://www.iprbookshop.ru/79622.html
http://biblioclub.ru/index.php?page=book&id=573440
http://biblioclub.ru/index.php?page=book&id=574229

st CITO / T, A. Xagatpsia, Y. B. Ky3nenoBa. — Capatos : [IpodobpazoBanune, 2020. — 156 c.
— ISBN 978-5-4488-0877-7. — TeKcT : 21eKTpOHHBIHN // DIIeKTpOHHO-OMOIMOTEeYHasl cCTeMa
IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/97086.html

4. XavarpsH, I'. A. Opranuzanus 1 TEXHOJIOTHs paboThl ¢ KOH(PHUICHIIMAIBHBIMU JOKYMEHTAMH :
yueOnuk aiis CIIO / T'. A. Xauatpsn, U. B. Ky3nenosa. — Caparos : [IpodobpazoBanue, 2020.
— 283 c. — ISBN 978-5-4488-0742-8. — TekcT : 2NeKTPOHHBIH // DIEKTPOHHO-OMOIOTEUHAs
cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/97087.html

[TporpammHuoe obecrieueHue:
1 Anbt Pabouast crannus 10
2 AnpT Paboyas cranmumsa K
3 Aunbt «CepBep»
4 | ITaker opucHbIX Tporpamm - P7-Oduc

MeTtoanueckas JiaTeparypa:
MeTtoauueckue YKa3zaHHs 10 OpTraHru3alui U IIPOBEACHUIO y‘le6H0ﬁ IIPaKTUKU.

3.5. TpeGoBaHus K PyKOBOAUTEJAM NPAKTHKH OT 00Pa30BaTEJIbHOIO0 YUpPeKIeHHUA
PykoBonuTeneM NpakTHKW SBISIETCS IPENOAaBaTeb, OCYLIECTBISIOMINNA OOyueHue
CTYJECHTOB B paMKax MpoQecCHOHAIbHON MOAIOTOBKH.
TpeboBanus K YpOBHIO KBaNUPUKAMU pykoBoauTens npaktuku onpeaenstorcs @I'OC CIIO no
npodeccuu 46.01.03 Jlenonpon3BoauTeNb.

4. KoHTpoJIb 1 OlIeHKA Pe3yJabTAaTOB NPAKTHKH
[To 3aBepiieHnn MpakTHKH B 1 ceMecTpe CTYACHT MUIIET OTYET MO MPAKTHUKE W CIaeT
TQepeHIIMPOBAHHBIN 3a4eT (3alUTa 0TYEeTa IO MPAKTUKE).
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