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1. ITacniopT oHIa OLIEHOYHBIX CPEACTB

1.1. O6saacTh NpUMEHeHUs

®onp oneHouHbIX cpencts (manee - ®OC) npeaHa3zHavueH )1t KOHTPOJIS U OLIEHKU PE3yJIbTaTOB
MPOXOXKACHHS MMPOU3BOJCTBEHHON MPAKTHKU MO TmpodeccuoHaabHoMy Moayito (manee - [IM) TIM.O1
«JloKyMEHTHpOBaHHE YIPABICHYCCKONH MACITENLHOCTH W OpraHm3ais paboThl C JOKYMEHTAMH,
obpazoBarenbHOl iporpammsel CITO.

1.2. O0beKTHI OLlEHUBAHUS

B pe3ynbTate mpou3BOJACTBEHHONW MPAKTUKH OCYLIECTBIIAETCS OLIEHKA OBJIAJCHUS CIEAYIOUTUMU
npodeccnoHATbHBIMY U OOIITUMH KOMITETCHIUSIMHU:

Pe3yspTaTOM MPOU3BOICTBEHHOM MTPAKTUKH SIBIISICTCSL:
ocoenue o0mux kommereHui (OK)

Kog HanmeHnoBaHue pe3yspraTa NpakTUKU
OK 1 BreibupaTts crnocoObl pemieHHs 3agad  MpodeccHoHAbHON eaTeIbHOCTH
MIPUMEHUTEIBHO K Pa3JIMUYHBIM KOHTEKCTaM
OK 2 Hcnonp30BaTh COBpEMEHHBIE CpPEACTBA MOWCKA, aHAIMW3a W HMHTEPHpETaluu

uHpopManuu, U WHPOPMALMOHHBIE TEXHOJIOTMH JUIsI BBIOJHEHHS 3a/1ad
npodecCuOHATIbHOMN 1S TEIbHOCTH

OK 3 [ImanupoBaTh © peaqM30BBIBATH COOCTBEHHOE NPOPECCHOHATBHOE W
JUYHOCTHOE  pa3BUTHE,  NPEANPUHUMATEIBCKYIO  JESATEIbHOCTh B
npodeccHOHaIBHON  cdepe, UCIONb30BaTh 3HAHHWS IO MPAaBOBOM |
(MHAHCOBON IPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYalUAX

OK 4 D} dexTHBHO B3aUMOICHCTBOBATH U PA00OTATh B KOJUIGKTHBE M KOMAaH/IC

OK 5 OcCy1IecTBISTh YCTHYIO M TUCBMEHHYI0 KOMMYHHMKALIUIO HA TOCYIApCTBEHHOM
s3pike Poccuiickoit ®exepannu ¢ y4eToM OCOOCHHOCTEH COIMAIBHOTO U
KYJIBTYPHOTO KOHTEKCTA

OK9 [Tonb30BaTbes MpogecCHOHANbHON JTOKYMEHTAllMel Ha ToCyJAapCTBEHHOM M
MHOCTPAHHOM SI3bIKax

npodeccuonanbHbix kommnereHui (11K):

Kon HanmMeHoBaHue pe3ynbTaTa NPaKTUKU

K 1.1 OcymiecTBISATh MpUeM, NEPBUUYHYIO OO0pabOTKY M PEruCTpaIfio MOCTYIAIOIIEH
KOPPECHOH/IEHIIUH B TOM YHCIIE C UCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

[IK 1.2 IlepenaBaTe JOKYMEHTBHI Ha MCIIOJIHEHUE B MOJPA3JEICHUS C YYETOM PE30JIIOLNHU
PYKOBOJMTEIIEH OpraHU3aliu.

IIK 1.3 OcyiecTBIATh KOHTPOJIb UCIIOJHEHUS! JOKYMEHTOB B OpraHU3alluy, B TOM YHCIE C
HCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

I[IK 1.4 Bectn 6a3bl maHHBIX TOKYMEHTOB OPTaHM3allMd U CIPABOYHO-UH(DOPMAIMOHHYIO
paloTy 1o HUM.

IIK' 1.5 OcymecTBiaTh 00pabOTKy, PETUCTPALIMIO U OTHPABKY UCXOMSAIIEH JOKYMEHTAIMH
ajzipecaTtam, B TOM YHUCJIE€ C UCIIOJIb30BAaHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM.

I[IK 1.6 OcyIecTBIATh COCTABICHUE U OGOPMIIEHUE CITY)KEOHBIX JTOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMATHBHBIX IMPABOBBIX AKTOB.

®OC no3BOJISIET OLIEHUTh TPHOOPETEHHBIC HA MPAKTUKE:

MIPaKTUYECKHUH OIIBIT B!

- BBINIOJIHEHHE PAa0OT B 00JIaCTH JOKYMEHTAIIMOHHOTO 00€CIeUeHUs IeATEeIbHOCTH OpTaHH3aIiH
U HEOOXOJMMBIX JJIsl TMOCJIEIYIOIIEr0 OCBOEHUS UMM OOLIMX M Mpo(decCHOHANbHBIX KOMIIETEHLIUH 0
n30panHOU npodeccu;

- 3aKpeIUIeHHE U COBEPIICHCTBOBAHUE MEPBOHAYAIBHBIX MPAKTUYECKUX MPO¢heCcCHOHATBHBIX
YMEHUH 00yJaronmxcs;

- IPOBEPKA 3HAHMM, MOy4eHHbIX TTpu M3ydeHuu [IM 01 JlokyMeHTHpOBaHHE YNpaBICHYECKOM
NeSTeIbHOCTH U OpTaHu3aIus paboThI ¢ JOKYMEHTaMH.
B xoze npoxoxaeHus MpakKTUKA 00yYIaIONUNACS TOJDKEH



UMETh PAKTHYECKUHN OTIBIT B:
- TOKYMEHTHPOBAHUS U JOKYMEHTAITMOHHOW 00pa0OTKU TOKYMEHTOB KaHIIESPUU (apXUBa).

YMETh:
-IPUHUMATh, PETUCTPUPOBATD, YIUTHIBATH MOCTYIAOINE JOKYMEHTHI,
-IPOBEPATH MPABWIBHOCTH O(hOPMIICHUS JOKYMEHTOB;
-BECTH KapTOTEKY y4eTa MPOXOKIACHUS JTOKYMEHTAILHBIX MaTEPUAIOB,;

3HATH:
-OCHOBHBIC TIOJIOXEeHUs EMHOI TOCYIapCTBEHHOM CUCTEMBI JICIIONPOU3BOICTBA;
-BUJIBI, QYHKIIMHA TOKYMEHTOB, PABUJIA UX COCTABJICHHS U OOPMIICHHUS,
-MOPSAIOK TOKYMEHTUPOBaHUS HH()OPMAIIHOHHO-CIIPABOYHBIX MAaTEPUAJIOB;
-TpaBuJjIa JIEJIOBOTO 3TUKETA U ACIIOBOTO OOIIECHUS

o0JazaTh -

O6H.[I/IMI/I n HpO(beCCI/IOHaJIbeIMI/I KOMIICTCHIUAMU OJOKYMCHTALIUOHHOI'O oOecrieueHMst JACATCIIbHOCTH
OpraHuv3alyu.

2 ®opMbl KOHTPOJIS M OLIEHKH Pe3yJIbTATOB MPOX0KAeHUs NPAKTUKH

2.1. ®opmbl TEKYIIEr0 KOHTPOJIA

Texkymuii KOHTPOJIb PE3yIbTATOB MPOXOKIACHUS MPOU3BOJACTBEHHOIN MPAKTUKH B COOTBETCTBUU C
paboueii mporpaMMoi IPOUCXOJUT MPU UCTIONB30BAHUH CIIETYIONINX BO3MOXKHBIX (HOPM KOHTPOJISL:

- @KETHEBHBIN KOHTPOIIb MOCEUIAeMOCTH PAKTHKH;

- Ha0JIFOICHUE 32 BHIMIOJTHCHUEM BHJIOB paOOT Ha MPAKTHKE,

- KOHTPOJIIb KauecTBa BBIMOJHEHHS BUAOB paboT Ha mpakTuke (yposenb BiaaeHus [IK u OK mpu
BBITIOJIHEHUH Pa0OT OLIEHUBACTCS B ATTECTALIMOHHOM JICTE M XapaKTEPUCTHKE C IPAKTUKH);

- KOHTPOJIb 32 BEICHUEM JHEBHHUKA MPAKTUKH;

- KOHTPOJIb MIOATOTOBKHU OTYETA IO MPAKTHKE B COOTBETCTBUU C 33JJaHHEM Ha MPAKTHKY.

3. IlepeyeHb 3a1aHNH N0 NPAKTHKE

Ilpusooumcs nepeueHvb 3a0aHuti 6 COOMEEMCMBUU C NPOCPAMMOU Npakmuxu (pazoen 3.

Cmpyxmypa u codepaicanue npoepammuvl NPAKMUKU,).

3.1 CTpyKTypa NpaKTUKH

Koner HaunmenoBaHue O0BeM [lepuon
hopMupyemMBbIX poeCCHOHAIBHOTO BPEMEHHU, MPOBEJICHUS
KOMIIETEHIINH MOJZYJISI OTBEJICHHBII MPAKTUKH

Ha MMPAKTHKY
(B HENEISIX,
yacax)

OK 01 IIM.01 «JlokyMeHTHpOBaHKE 3 Henenu, 108 yaca. 1 cemecmp

OK 02 YIPaBICHUYECKON IEATEIIbHOCTH U

OK 03 opranu3aiys paboThl ¢ JOKYMEHTaMI»

OK 04

OK 05

OK 09

MK 1.1

MK 1.2

IIK 1.3

K 1.4

I[IK 1.5

IIK 1.6

3.2 Coaepxanne NPaKTHKH



Bunnr Buasr pabot Conepxanue Haumenosan Komnnuec
NS TEIbHOCTH OCBOEHHOT0 ue TBO
yueObHOro JUCLUIUINH, 4acoB
Marepuaia, MEKIUCIUIIIMHAPHBI (Henenp)
HE00X0AUMOTO X KYpCOB €
JUISIBBITIOTHEHUS yKa3aHHEM TeM,
BUJIOBPabOT o0ecreunBaromnx
BBITIOJIHEHUE BUJIOB
pabor
- o3HakomyieHue ¢ (Tema 1. OcHoBuble [[IM.01/lokymeHTHpOBaH 8
e [1OJIOKEHMSI ye yIpaBIeHYECKON
[IPOXOKICHUS NEJIONPOU3BO/ICTBA [NESTEIBHOCTH U
MPAKTUKH; OpraHuzaius paboTsl C
- HHCTPYKTaX O ITOKYMEHTaMHU
MIPOXO0KJICHUN
MPAKTUKH;
- AaHAJIU3 TUIAHA; Tema 2. [IM.01/JlokymMeHTHpOBaH 12
-J1aTh O3HaKOMJIEHHE C  [€ YIPaBJIE€HYECKON
XapaKTEePUCTUKY OpPraHU3aLOHHON [1eSITEeIbHOCTU U
OpTaHU3aINH; CTPYKTYpOii Opranuzaius padoTsl C
- U3Y4UTh OCHOBHBIE |OpraHU3aluu ITOKYMEHTaMHU
HaTpaBJICHUS
NesTeNbHOCTH
OpraHu3alMH.
- 3HAKOMCTBO C Tema 3. 1IM.01loxymeHTHpOBaH 8
opranuzanonHoit  |Odopmiienue ye yIpaBJIeHYECKOM
CTPYKTYpOii TTOKYMEHTOB B esITETbHOCTH U
OpraHu3aIuy; Word opraHu3aius padoTsl ¢
- aHAIIN3 ITOKYMEHTaMHU
HOPMATHBHO-
MPABOBBIX AKTOB U
I TEepaTypHI;
- aHAIIN3
NEesITeIbHOCTH
OpraHu3aIlH;
- TOJITOTOBKA U
oopmienue
TTHCBHHUKA.
-13y4UTh Tema 4. [IM.01loxymeHnTHpOBaH 12
opranuzainonnyio |Odopmienue Vi€ yIIPaBICHYECKON
CTPYKTYpPY TTOKYMEHTOB B NMesITeTbHOCTH U
OpraHU3alNH; Excel opraHu3aius paboTsl ¢
- IPOAHAIU3UPOBATh ITOKYMEHTaMHU
HOPMAaTHBHO-
MIPABOBBIE AKTHI.
- U3y4YCHHE Tema 5. 1IM.01/JoxyMeHTHpOBaH 16
3aKOHOJATENbCTBa, [OdopmiieHHe Me yIpaBiIeHYeCKOn
JIOKyMEHTHUpOBaHUE  [pErJIaMEHTUPYIOLIETOOIHCH [ e TEIbHOCTH U
yIpaBJIEHYECKON NesITeIbHOCTD Opranuzaius paboTsl C
JEsITeIbHOCTH U OpraHu3aIui, TOKYMEHTaMHU
OpraHu3aIus YUPEKACHUS;
paboThI C - pa3paboTka

JOKYMEHTaMU

IMPOCKTOB IMPAaBOBbLIX




TOKYMEHTOB,
CBSI3aHHBIX C
NesITeNIbHOCTHIO
OpraHH3alMH.

- 1aTh Tema 6. IIM.01/loxymeHTHpOBaH 12
XapaKTEPUCTHKY ObecrieueHue M€ YIIPaBICHUYECKON
eSATETbHOCTH COXPaHHOCTH MEeATEIIBHOCTH U
OpraHu3aInu; MOKYMCHTOB OopraHu3anmnsa paGOTH C
- [IpOaHaJIn3uPOBaTh HOKYMCHTaMH
3aKOHOATEIbHbBIE
AKTEI,
pEryIUpYyIOLIe
EATEILHOCTD
OpraHu3alui.

-pa3paboTaTh Tema 7. [IM.01JoxymeHTHpOBaH 12
poreccyanbHbIe [TonroroBka We YIpaBICHYCCKON
MOKYMCHTEI, MMOKYMCHTOB K HCATCIIBHOCTHU U

- IPOAHATU3UPOBATh [APXUBHOMY OpraHu3aiusi padboThl C
MaTCpHraJIbl. XPAHCHUTIO HMOKYMCHTaAMU

Tema 8. [IM.01loxymeHTHpOBaH 12
CocTraBjeHUE aKTa e YIpaBICHYECKON
mpueMa-nepcaaun JACATCIbHOCTH U
TTOKYMEHTOB opranu3anus paboThI C
ITOKYMEHTaMHU

- BBITIOJTHEHUE
YKa3aHHUI
[PYKOBOAMTEIIS OT
OpraHu3aLuu.

- cOop, 00paboTKa 1 8
CHCTeMAaTH3aIHS
AMIUPUUECKOTO
MaTepuaa,
eKEeTHEBHOE
BHECEHHUE 3aIlHCEN B
TTHEBHUK;

Benenne nHeBHUKA. 8
Hanucanue otdyera
1o
[POU3BOACTBEHHOMN
MpPaKTUKE.

wnhkw

® N

9.

NupuBuayanbHbie 3a1aHus
HenonpousBonctBo B cucrteme JIOY. Crpykrypa opraHuzanuu A€JONPOU3BOACTBA Ha
MIPENNPUATHH.
Opranuzanus  pabodyero  mecra  jenomnpousBoautens. Cxema  pabodero  mecrta
JEJIONPOU3BOUTEIS.
O06paboTka moctynarouieit KoppecrnoHAeHIINN.
Odopmiienne cinyxeOHbIX JOKyMeHTOB. Knaccudukanus 10KyMeHTOB.
Pabora ¢ nmocrymatomeir = koppecnoHaeHmued.  CmocoObl  mpuéMa  TOCTYMAOIIEH
KOPPECIOHICHIIMH.
Coznanue U 3aroIHeHNe PETUCTPALMOHHBIX (POPM TOKYMEHTOB (3KypHaibHasi U KapTOYHas).
Hanpasiienne nocrynaroiield KOppeCOHIEHIIMN B CTPYKTYPHOE IOIpa3/ielICHuUE.
WNnpaekcanus noctynaroeil KoppecrnoHIeHINH.
[TonaTue nmoctynaomeil KOppeCHOHACHLINH, €€ KITaCCH(PUKAIIHSL.

10. Coznmanue kiaccupUKaIMK MOCTYNAONIEH JOKYMEHTAIIHH.
11. XapakrepucTika J0KyMeHT0000pOTa OpraHu3alIHH.
12. TloctymniueHne TOKyMEHTOB B OpraHU3alMI0, CTPYKTYPHBIE MOAPA3ACICHUS.




13. Opranuzanus paboThl ¢ JOKyMEHTaMH, COACPKALMMH KOH(PHUACHIINATBHYIO HHPOPMALIUIO.
14. KynbTypa paboThl ¢ JOKyMEHTaMHU Ha pabO4YMX MECTax.
15. Opranmzanus npuéma rnocetTuTeneit u pabora ¢ 00paeHUAMHU TPAKIAAH.

4. CucremMa oueHMBAHUS NPOXOKIECHUS PAKTUKHU

Onenka KauecTBa MPOXO0KIEHUS IPAKTUKHU POUCXOAUT TI0 CIIEYIOLIMM IT0Ka3aTesM:

- COOTBETCTBHUE COJIEP/KAHUS OTUETA 10 IPAKTUKE 33JaHUIO HA MPAKTHUKY;

- opopmIICHHE OTYETa IO MPAKTUKE, B COOTBETCTBUHU C YCTaHOBJICHHBIMH TPEOOBAHUSIMU;

- HaJM4Yue NPE3EHTAlMOHHOI'O MaTepualia, B IOJHOW CTENEHHM WJUIIOCTPUPYIOLIETO0 OTYET IO
npakTuke (ecau Tpedyercs);

- odopMmieHUs [HEBHMKA INPAKTUKU (BMECT€ C MPUWIOKEHUSIMH) B COOTBETCTBUHM C
YCTaHOBJICHHBIMH TPEOOBAHUSMU;

- OLIEHKa B aTTECTAL[MOHHOM JIUCTE YPOBHS OCBOCHMs IMPOPECCHOHAIBHBIX KOMIIETCHIMH MpHU
BBITTOJIHEHUH PabOT Ha MPaKTHKE;

- 3allMCh B XapaKTEPUCTHKE 00 OCBOCHMM OOLIMX KOMIIETEHIMH MpH BBIIOJHEHWU PabOT Ha
MIPAKTUKE;

- KOJIMYECTBO U TOJHOTA IPAaBUJIBHBIX YCTHBIX OTBETOB Ha KOHTPOJIbHBIE BONPOCHI BO BpeMs
IIPOMEKYTOUYHOM aTTECTALUU.

Onenka 3a /I3 1o npakTuke onpenensiercss Kak CpeiHui 6au1 3a npeCcTaBiIeHHble MaTepUabl C
MPAKTUKH U OTBETHI HA KOHTPOJIBHBIE BOIIPOCHI.

OreHka BbICTaBIsETCA 1O 5-TU OaNIbHOM ILIKAJIE.

Kpurtepun BbICTaBICHHUS OLIEHOK:

OneHka «omauuno» BBICTABISETCS, €CJIM OOy4YarONIMNCs BBINOJHUWI B YCTAHOBJIEHHBIH CPOK U
Ha BBICOKOM YPOBHE BCE€ 3aJaHMsl MPAKTUKU, HPOSBUI CaMOCTOSTEIbHOCTb, TBOPUECKUH MOAXOI U
MHULMATUBY, TNPEACTaBWI JHEBHUK MNpakTUKU. [Ipu 3amuTe NpakTHKH: JIOTUYECKU BEpPHO,
apryMEHTHPOBAHO U SICHO JaBajl OTBEThl Ha IOCTABJIEHHBIE BOIPOCHI; JEMOHCTPUPOBAI MOHUMaHHUE
CYIIHOCTH U COLIMAIBbHOM 3HAUMMOCTH CBOeH Oyayluel npodeccuu, MHTEpeC K Hel; JeMOHCTPUPOBAI
YMEHHE TPUHUMATh pEIICHHS B CTaHJAPTHBIX M HECTAaHIAPTHBIX CHUTYyallUsX, HECTH 3a HHUX
OTBETCTBEHHOCTb

OueHka «xopouwio» BBHICTABISAETCS, €CIUM OOYYaIOLIUICS BBINOJIHUI B CPOK BCE 3aJaHMs
NPAaKTUKH, TPEeTyCMOTPEHHbIE NPOrPaMMOM NpPAaKTUKU, MPOSBUII CAMOCTOSITEIbHOCTb, MPEACTaBUII
JTHEBHUK MPaKTUKU. B oTBeTax aan noapoOHOE, HE KOHKPETHOE/KPAaTKOe OMMCAaHKUE 3aJJaHUi MPAKTHKH,
crenan ciabble BBIBOJBI U MPENTIOKEHUs (B BBIBOAAX U MPEAJIOKEHHUSIX OTCYTCTBYET KOHKPETHOCTB).
OtueTHas OKyMeHTalus o(opmileHa B COOTBETCTBUU C TpeOOBaHMSIMM, MOJOOpaHbI HEOOXOIUMBIE
MPUIIOKEHHUS.

OueHka «ydoeiemeopumenvHo» BBICTABISIETCS, €CIM OOYYaIOUIUIICS BBIMOJIHUI BCE 3aJlaHuS,
HO HE NpPOSBWII TIYyOOKHX TEOPETUYECKMX 3HAaHUH W YMEHMH NPUMEHATh MX Ha MpakTHke. B
YCTaHOBJICHHBIE CPOKHM MpEACTaBUJI JHEBHUK. B OTBeTax 1an MOBEpXHOCTHOE, HEMOJHOE OINKCAaHUE
3aJJaHUH MTPAKTUKH, IPUIIOKHIT HE BCE TOKYMEHTBI, IPOBEJ UCCIEA0BATENBCKYIO H/UITN aHATTMTUYECKYIO
paboTy, OTCYTCTBYIOT BBIBOJIBI H/HIIN TIPEJIOKEHHUS.

OneHka «Hey0o61emeopumenvho» BBHICTABISACTCS, €CIM OOYYalOIIMICS HE BBITOIHHII
MpOrpaMMy MPaKTUKKU U/UITU HE MPEACTaBUII B CPOK OTYETHYIO JOKYMEHTaluio. Ero oTBeT He mo3BossieT
clenartb BBIBOJ O TOM, 4YTO OH OBJaJell HayaJlbHBIM NPO(PECCHOHATBHBIM OIBITOM H
npodeccnoHaTbHBIMM KOMIETEHIIMSIMU T10 HAINPaBJICHUSM: BBINIOJHEHBI HE BCE 3aJaHus, HapylleHa
JIOTHKA U3JI0KEHHUS.



