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Mertoauueckue ykazaHus Il MPAKTHUYECKUX 3aHATUNA 10 JAUCHUILIIMHE
OIl.03 «OcHOBBI  JIETONPOM3BOJACTBA» COCTABIEHbI B COOTBETCTBUU C
tpeboBanusimu  GI'OC  CIIO k mNOATOTOBKE BBIMyCKa ISl MOJy4YEHUSA
kBapukauuu  JenonpousBoautens.  [IpenHasHaueHsl  Jjis  CTYJICHTOB,
obOyyaromuxcs 1o npodeccun: 46.01.03 Jlenonpon3BoauTENb.



IHosicHuTEeNLHAA 3ANIUCKA

MeToandeckue ykazaHus NpeaHa3HAYEHbl JJI1 MPOBEIACHMS MPAKTUUECKUX
3anatuii o OIL.3 OcHoBbl Aenonpou3BojacTBa B coorBeTcTBUU ¢ PI'OC 1o
npodeccun 46.01.03 «Jlemonpou3BoauTeb.

BeimonmHenne — mpakThueckux ~— paboOT  TO3BOJISIET  3aKpenuTh U
CHUCTEMAaTHU3UPOBATh TEOPETUUCCKHUE 3HAHUS U IPUOOPECTHU MPAKTHUYECKUE HABBIKU
M0 OTIEIBHBIM TEMaM IHUCIHIUIMHBI, CTOCOOCTBYET (POPMHUPOBAHUIO HABBIKOB
CaMOCTOATENLHON paboOThl y CTYACHTOB, a Takke (HOPMUPOBAHHIO YUIEOHO-
IIO3HABATEJIbHOM W COLMAJBHO-TPyXOoBOM  KommereHumi.  KosmuectBo
MPAKTUYECKUX PAOOT M WX TEMaTWKa COCTaBIICHa B COOTBETCTBUU C yYEOHBIM
miaHoM. Kaxpoe mnpakTHdecKoe 3aJaHue COACPKUT TEeMy U Ielb padoTHI,
oOecrieueHUe 3aHsITHUs, COJIEpKaHUE PabOThI, TUTEPATYypPy C YKa3aHUEM CTPaHHUII,
3a7a4u JUIsl 3aKpEIUICHUS MaTepralia o COOTBETCTBYIOIIEH TeME.

Llenu u 3amauu:

C nenpro OBIIAJICHUs YKa3aHHBIM BHJIOM NMPO(ECCHOHAIBHOMN ESITEIbHOCTH
U COOTBETCTBYIOIIUMHU MPODHECCHOHATBHBIMU KOMIIETCHIIUSIMH OOYJaIOIMMUICsS B
xoae ocBoeHus OII momkeH:

yMeTh:

—  oopMIIATH pa3IUYHBIC BUIBI ITUCEM;

—  OCYUIECTBJIATh JOKYMEHTHUPOBAHUE OPTraHU3ALMOHHO-PACTIOPSIUTEIbHON
JIEeSITEILHOCTH YUPEKICHUM.

3HATh:

— OCHOBHBIC CBEJICHUS U3 UCTOPUHU JICJIONPOU3BOJICTBA;

— o0mme  TOJOXKEHHS 10  JIOKYMEHTHPOBAHHIO  YIIPABICHUYECKOM
JIeSITCIIbHOCTH;

—  BHUJBI IOKYMEHTOB: TPY/IOBBIE€ IOTOBOPHI;

— TIpHUKa3bl O IIpUEME, YBOJILHEHUH, TIEPEBOJIC;

—  TPYAOBBIC KHWKKH, JJMYHBIC KAPTOUKU PAOOTHUKOB.



IHPAKTHYECKASA PABOTA Nel,2.

Tema 1. [desionpou3BOACTBO KAK 0AHA U3 (PyHKIUI yIpaBJIeHUA.

Heas padoThl: H3YyYUTh JCJIONPOU3BOACTBO Kak OAHY H3 GYHKUIHN
yIpaBJICHHUS.

[Topsinok BBIOTHEHUS paOOTHI:

1.3anucaTth TEMY U LI€Nb MPAKTUYECKON paOOTHI.

2. BpINOJHUTH 33/1aHUS

3amaHus:

1.Beenenue.

2.KpaTkass UCTOpHsI CTAaHOBJICHUS W Pa3BUTHUA JEJIONPOU3BOACTBA B Poccum.
3.HopmatuBHO — MeTouueckas 0asza JeI0npoOru3BOACTBA.

4.0Opranu3aiioHHO-TIPaBOBbIE  JOKyMEHTHL. lloHATHE O KiIaccupukanuu
JIOKYMEHTOB.

Meroauyeckue peKOMEHJaluu

CTyneHT NOKEH UMETh MTPEACTABIICHUE O TIOHATHUIX ApXUBHAs JIE€ATEIBHOCTD
Y apXUB.

JUis TOArOTOBKM K ATOMY BONPOCY CTYIAEHT JAOJDKEH OOpaTUThC K
PEKOMEHYEMOM HUXKE JIUTEPATYPE.

IHPAKTHYECKASA PABOTA Ne3. 4.

Tema 2. Opranusanus Tpyaa padOTHUKOB CJYKObI JOKYMEHTAIUOHHOT O
o0ecnieuenus ynpasJjaenus (J10Y).

Heab padoThl: U3y4UTh NOPAIOK OpPraHU3ALUU TPyJa PAOOTHUKOB CIIYKObI
JTOKYMEHTAIMOHHOT'O 00ECTICUeHHsI YITPaBICHUSI.

[Topsinok BbIMONTHEHUS paOOTHI:

1.3anucaTte TEMy U LIeJb TPAKTUYECKON paOOTHI.

2. BeINOJIHUTE 3a1aHus

3agaHus:

1 H3yuuts OOmMe TpeOOBaHWS K OpraHU3alldd W YCJIOBHSM Tpy/a
paboTHUKOB ciyx0b1 JIOY.

2. IloHmMaTh HOpPMBI OpraHHW3alMd W OOOpYJOBaHWs pabOyYero Mecta
JICIIOTIPON3BOIUTEIIS.

3. Ilpoananu3upoBaTh (POPMBI OpraHU3AIMHU JEI0NpPon3BoAcTBa. KaTeropuu
yupexaennii. Ctpykrypa u dyHkuuu ciayx0sl JJOY. IlpaBa u 0TBETCTBEHHOCTH
ciyx0s1 JIOV.

JInsi TOATOTOBKM K OSTOMY BOINPOCY CTYACHT JOJKEH OOpaTUThCS K
PEKOMEHIYEMOW HUXKE JINTEPATYPE.

IHPAKTHYECKASA PABOTA NeS, 6.

Tema 3. OdopmiieHne peKBU3UTOB JOKYMEHTOB

Lenb padoTbl: NPUMEHEHHE M COBEPIICHCTBOBAHUE 3HAHUM, MOJYYEHHBIX
OpU HM3yYEHUU TEOpeTHUecKoro marepuana, Tembl: OdopmiieHne peKBU3UTOB
JOKYMEHTOB, U3YYUTh PEKBU3HTBHI.

[Topsinok BBIMONTHEHUS paOOTHI:

1.3anucarp TeMy U LENb MPAKTUYECKON padOTHI.



2. BBINOJIHUTE 3aJaHus

3agaHus:

1.Ilpoananu3upoBaTh dopmyIisip - obpa3ery OpraHU3aIMOHHO-
pacropsauTenbHbIX 1okymMeHTOB (OP/]).

2. PaccmoTtpeTs Buspl v Ha3HaueHue 0JIaHKOB.

3. IlpoBecTn aHanmu3 TpeOOBaHMS K JIOKYMEHTaM IPU UX H3TOTOBJICHUM Ha
MevyaTarIX yCTPOMCTBAX.

4. TlonyuuTh HABBIKK O(OPMIICHUS OCHOBHBIX PEKBHU3UTOB JOKYMEHTOB.
[TpaBuna opopmiIeHUS TOMOJHUTEILHBIX PEKBU3UTOB JOKYMEHTOB.

IHPAKTHYECKASA PABOTA Ne7,8.

Tema 4. CocraBiaenue u opopmiieHHE CIY:KeOHBIX JOKYMEHTOB.

Leap padoThI: MPUMEHEHUE U COBEPIICHCTBOBAHUE 3HAHMM, IMOTYYECHHBIX
pU U3YyYEHUHM TEOPETHYECKOoro marepuaina, Tembl: CocTaBieHue u ohopMIIeHHE
CIIy’KEOHBIX JJOKYMEHTOB. (0000IlIEHHE M CHUCTeMAaTHU3allusi 3HAHUW U CIOCOOOB,
pelieHne cutTyanuil 1mo ooOpasily B HMCXOAHBIX YCJIOBHSX C LETbI0 BBIPAOOTKU
yMeHUM  0e30IMO0YHOr0 TMPUMEHEHMsS] 3HAHWUW, TOTOBHOCTH TBOPUYECKOU
aKTUBHOCTH W TIPUMEHEHHE HAaBBIKOB, (QopMUpoBaHUE MpodhecCuoHaATHLHOM
HAIpPaBJICHHOCTU JIMYHOCTH OYIyIIEero CHENHaINCTa, CaMOCTOATEIbHO B
KOMILIEKCE MPUMEHSTh 3HAHWSA, YMEHHS M HABBIKH, OCYILIECTBIISII UX MEPEHOC B
HOBBIE YCJIOBHSI, KOHTPOJb U CAMOKOHTPOJIb 3HAHUH ).

[TopsioK BBITIOTHEHUS PA0OTHI:

1.3anucaTth TEMy U LI€Nb TPAKTUYECKON paOOTHI.

2. BeimomHuTh 3a0aHus

3anaHus:

1 W3yuuTh BUIBI M HA3HAYCHHUE CIYKEOHBIX JTOKYMEHTOB. CHpaBOYHO-
uH(pOpMaIMOHHAS TOKYMEHTAIIHS.

2. CocraButh ciyxeOHble mHchMa. Buabl ciyxeOnbix mnuceM. [IpaBuiia
COCTaBJICHHUSI TEKCTA JIETOBOTO MHUCHhMA.

3. Hammcate u odopmute TenmerpamMmbl, TenedoHOTpaMMBbI, (HaKCHI.
JloknanHpie U OOBSICHUTENbHBIC 3anmUCKU. [[pOTOKON M BBINMKMCKA W3 MPOTOKOJIA.
CnpaBoyHo-aHanuTH4eckass aokyMeHrtanus. CmyxeOnas crpaBka. CiyxeOHbIe
akTel. Jlpyrue BuUABI CIPABOYHO-aHAIIMTUYECKON JOKYMEHTaUUH (CBOJKA,
3aKJII0YEHUE, OT3bIB, IEPEUYCHb, CITUCOK).

4. Tlpoananu3upoBaTh pacHOPSAMTENbHYIO JOKyMeHTanuoo. Hasnauenue u
COCTaB PACIIOPAAUTEIIBHON TOKYMEHTALUH.

5. CocTaBUTh NpPHUKA3 MO OCHOBHOM JIEATENLHOCTH M BBIMHMCKA W3 MpPUKa3a.
ILmanoBas nokymenTanus. HazHaueHue u coctaB IJIAHOBOW TOKYMEHTAIWH.

6.1M3yunth IlpaBuna cocraBieHus U OPOPMIIEHUS IUIAHOBBIX JTOKYMEHTOB.
Pacuetno-nenexnas ngokymeHtarus. CocraBieHue W 0GOPMIIGHHE PaCYETHO-
JICHe)KHOW JToKyMeHTanuu. OtueTHass AokymeHTauusi. HasHadyeHue, cocTas,
COCTaBJICHHE U 0OPMIICHUE OTYCTHBIX JOKYMEHTOB.

JIoOKyMeHTalss KOMMEPYECKUX NPEAnpusITHid. Buabel KomMepueckou
KOPPECIOHAEHIIMU. BHEIIHETOPTOBBIi TOTOBOP (KOHTPAKT).



IHPAKTHYECKASA PABOTA Ne9,10.

Tema 5. Odopmiienne KaapoBOi JOKYMEHTAUMH (JOKYMEHTALMM 110
JIHYHOMY COCTABY)

Leap padoThI: IPUMEHEHHE W COBEPUICHCTBOBAHUE 3HAHWM, MOJTYyYECHHBIX
OpyU M3YYCHUH TEOPETUYECKOTO Marepuana, TeMbl: OdopmieHue KaJapoBon
JOKYMEHTAIlUK  (IOKYMEHTAIluM 1O JIMYHOMY COCTaBy) (00oOmieHue
CUCTEMaTHU3alMsI 3HAHUN U CIIOCOOOB, pelIeHUEe CUTYalHi o 00pasily B HCXOIHbIX
YCIIOBHUSIX C IIEIBI0 BBHIPAOOTKH YMEHUW O€30IMO0YHOTO0 MPUMEHCHHsS 3HAHUH,
TOTOBHOCTh TBOPYECKON AKTHBHOCTH W TMPUMEHEHHE HAaBBIKOB, (hOPMHPOBAHUE
npo(ecCHOHANBPHOM  HANpPaBICHHOCTH JUYHOCTH  OYyIyIIero  CrenuaincTa,
CaMOCTOSITEIbHO B KOMIUIEKCE TMPUMEHSTh 3HAHMUS, YMEHHUSI M HaBBIKH,
OCYILECTBJISISI UX TIEPEHOC B HOBBIE YCIIOBUS, KOHTPOJIb 1 CAMOKOHTPOJIb 3HAHUM ).

[TopsioK BBITIOTHEHUS PAOOTHI:

1.3anucaTth TEMY U 11€7b TPAKTUYECKON paOOTHI.

2. BpInonHUTG 3a1aHUs

3aganus:

. W3yuutrs Buabl ¥ Ha3HaueHHWE KaJpoBOM JoKyMeHTanuu. IIpaBuiia
COCTaBJICHUSI U O(POPMIICHUSI TPYAOBOTO JOTOBOpA. BUIIbI 3asBIEHUN MO JTUUHOMY
COCTaBY.

2. CoctaBuTh U OGOPMHUTH 3asiBICHHE MO JUYHOMY COCTaBy, JIMYHYIO
KapTouKy (GopMmbl T-2., THUHBINA JTUCTOK MO YYETY KaJIPOB.

3. IlpoanammsupoBats IIpaBmia 3anonHenus. I[lpaBuna HamwmcaHwus
aBroounorpaduu. IIpaBuia cocraBienus pestome. JInunoe aeno paboTHUKA.

4. CoctaB JOKYMEHTOB JUYHOTO jena. IlpaBuiia BeneHHs W 3amOJHEHUS
TPYAOBBIX KHUKEK.

5. IoaroroButh cooOuieHWE Ha TeMbl: BHeceHHMEe M3MEHEHUN B TPYIIOBbIE
KHWKKHA. [IpaBuiia BeleHHMs JKypHajga ydyeTa [ABWUKEHUS TPYAOBBIX KHIXKEK.
TpynoBoil ctax, HENPEPHIBHBIM U OOMIMNA. BUIbI MpUKa30B MO JTUYHOMY COCTaB
(mpuka3 Ha YyBOJIbHEHHE, mpueM, TmepeBoa). CocraB pekBuszuToB. I[IpaBuna
COCTaBJICHUSI 1 O(DOPMIICHHS.

6. CoctaButh ['paduk oTIyckoB paOOTHUKOB, ITPUKA3 Ha OTITYCK.
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