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IIporpamma mpousBoacTBeHHOM mnpaktuku III1.01.01 paspaGorana Ha OCHOBaHHMHU
(benepaabHOro rocy1apcTBEHHOI0 00pa30BaTEIbHOIO CTaHIapTa CPEIHEr0 NPOPeCCHOHATBLHOIO
obpazoBanus no mpodeccun CIIO 46.01.03 Jlenonpous3BOIUTENh U MPUMEPHOH OCHOBHOU
obOpa3oBaTenpHON mnporpammbl 1o npodeccun CIIO ¢ yuyeTomM HampaBIeHHOCTH Ha
YJIOBJIETBOPEHHE OTPEOHOCTEH PETHOHAIBHOTO PHIHKA TPy/a U paboTOIaTeNeH.

[TporpamMmMa pou3BOJICTBEHHOM MPAKTUKU pa3paboTaHa:
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1. ObIIAAL XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
IMPOU3BOJCTBEHHOU ITPAKTUKH

1.1. MecTo NPpOU3BOACTBEHHOI NMPAKTHKH B CTPYKTYPe MPOrpaMMbl MOATOTOBKH
CIEeNHAJINCTOB cpeaHero 3BeHa (aauaee INIICC3)

1.2. TpoumsBoxactBennas npaktuka [I[1.01.01 mpunHammexutr Kk npodeccHoHATLHOMY
moayito [IM 01 JlokyMeHTHpOBaHHE YIPABJICHUYCCKOW JMEATEILHOCTH M OpraHu3aIs padoThl ¢
JIOKyMEHTaMHu, npoBoautcs B 1 u 2 cemectpe.

1.3. ean u 3a7a4n NPOU3BOJACTBEHHON NMPAKTHKHU

- popmupoBaHue y oOydaromuxcs MepBOHaYaIbHBIX MPAKTUYECKUX MPOo(ecCHnoHaTbHBIX
YMEHHH B pamKax MpodecCHOHANbHBIX MOAYJIEH MO OCHOBHBIM BHAAM MpodecCHOHaIbLHON
JeSITeILHOCTH [T OCBOeHHsI paboueii mpodeccun, o0yueHne TpyA0BbIM ITPHEMaM, OIlepaIisiM 1
croco6aM BBITIOJIHEHUS TPYIOBBIX MPOIECCOB, XapaKTEPHBIX JIJIsi COOTBETCTBYIOIIEH Mpodeccun
¥ HeOOXOAMMBIX JUIsI TOCIETYIOIIETO OCBOSHHSI UMH OOIIMX U PO(EeCCHOHATBHBIX KOMITETCHIINI
10 U30paHHOU Mpodeccuu;

- BBINOJHEHHE PA0OT B 00JIaCTHM JTOKYMEHTAllMOHHOIO OOECHEeYeHUsl NeATeIbHOCTU
OpraHU3aIi U HEOOXOIUMBIX JUIS MOCJIEAYIONIEr0 OCBOCHUSI MU OOIIUX U MPOodeccroHaIbHBIX
KOMIIETEHIIMH 110 u30paHHOM npodeccuu;

- 3aKpelVieHMe U COBEPILUCHCTBOBAHME  IEPBOHAYAIbHBIX  IMPAKTHUYECKUX
poeCCHOHATIBHBIX YMEHUH 00yJatoUInXCs;

- NpoBEepKa 3HAaHUW, noJNydYeHHbIX npu wu3zydenun I[IM 01 [JoxymenTupoBaHue
yIpaBJICHYECKON JAESITEIbHOCTU U OpraHu3alys padoThl ¢ JOKYMEHTaMH.

B xone npoxoxkieHust IpakTUKU 00yJaroIuiics TOKEeH

MMETh MPAKTUYECKUH OTIBIT B:

- JIOKYMEHTHUPOBaHMS M JIOKYMEHTAllUOHHON OOpabOTKH JIOKYMEHTOB KaHLEISIPUH
(apxuBa).

YMETh:

-IPUHUMATh, PETUCTPUPOBATh, YUUTHIBATh MOCTYMAIOIINE JOKYMEHTHI;

-IIPOBEPSTH MPABUIBLHOCTh OPOPMIICHHS TOKYMEHTOB;

-BECTH KapTOTEKY yueTa MPOX0XKIACHUS JOKYMEHTAIbHBIX MaTEPHUAJIOB;

3HATH:

-OCHOBHBIE NIOJIOKEHUSI EAMHON rocy1apCTBEHHON CUCTEMBI JIEJIONPOU3BOJICTBA;

-BUJIbl, GYHKIIUU JTOKYMEHTOB, IPAaBUJIa UX COCTABJICHUS U 0(OPMIICHUS;

-MOPSI0K JOKYMEHTUPOBaHUSI MH(POPMAIIMOHHO-CIIPABOYHBIX MAaTEPHAJIOB;

-TpaBUJIa J1€JI0BOTO ITHKETA U JIEJIOBOIO OOIIEHUS

o0JamarTse:

O0IKMMU M TPOPECCHOHATBHBIMU KOMIETEHIMSMHU JOKYMEHTAMOHHOTO OOecreueHus

JEeSATEIbHOCTH OPTraHU3aIUH.

1.4. TpyaoeMKOCTh 0CBOEHHUSI IPOrPaAMMbI IPOU3BOJACTBEHHON NMPAKTUKU:
TpymoeMkocTh ocBoeHUs npou3BoicTBeHHON npakTtuku [111.01.01 cocraBnsier 3 Henenu
(108 gacos).



2. Pe3yabTaThl NPAaKTHKH
B pamMkax nporpammsl IpOM3BOICTBEHHOM NMPaKTHUKU 00YYaIOIIMMUCSA OCBAaUBAIOTCS
YMEHMSI U 3HAHUS

Kon YmMmenus 3HaHUA
11K, OK
OK 01 pacro3HaBaTh 3a7a4y U/WiId IpooIemMy aAKTyaJIbHBII
B NpOo(EecCHOHATBHOM W/WIM  COLHMAIBHOM | IPO(ecCHOHATBHBIN U
KOHTEKCTe COLMAIbHBIA  KOHTEKCT, B
aHATM3UpPOBaTh 3aJady W/WIM MpodJieMy U | KOTOPOM IIPUXOAUTCS
BBIJICJIAT €€ COCTaBHBIE YaCTH paboTaTh U KUTb
OIIPEAEIIATH ATAIbI PELICHUS 3a1a4U OCHOBHBIE UCTOYHUKHU
BBISIBJIATE M 3(Q(GEKTUBHO HMCKaTh MHPOPMALUIO, | UHPOPMALIUU U PECYpPChI JUIS
HEOOXOAMMYIO JUISI pEHICHUs 3aJaud W/WIM | PeUIeHUs 3a1ad U mpodJeM B
POoOJIEMBI npoeCCHOHAIBHOM  W/WJIH
COCTaBJIATH IJIaH AEUCTBUS COLIMAJIbHOM KOHTEKCTE
OIpeIeNIATh HEOOXOIUMBIE PECYPChI AJITOPUTMBI BBITOJIHEHUS
BJIa/IETh aKTyaJIbHBIMH METO/1aMU PadOThI pabor
B IpOQeCCHOHATIBHON U CMEKHBIX chepax B npodeccHoHaNbHON U
peajin30BbIBaTh COCTABICHHBIN IJIaH CMEXXHBIX 00J1aCTIX
OLIEHUBATh pe3yibTaT U TIOCJIEACTBUS CBOMX | METOJbI paboThI B
JNEUCTBUH (CaMOCTOATENBHO WM C TIOMOIIBIO | TPO(eCcCCHOHATBHOM u
HaCTaBHHKA) CMEXHBIX chepax
CTPYKTYPY IJiaHa JUISL
peleHus 3agau
MOPSAJIOK OLEHKU Pe3yIbTaTOB
peleHus 3aja4
npodecCuoHaNTbHON
JESTEIIBHOCTH
OK 02 OTIpEeIeIATh 3a/1a4y IS TOMCKa MHPOPMAINH HOMEHKJIaTypa
OIIpEACIIATh HE0OXO0 UMbl UCTOYHUKH | HH(OPMAIIMOHHBIX
uHpOpMaIN WCTOYHHUKOB, IPUMEHSIEMBIX B
IUTAHUPOBATh MPOLECC TOUCKA npogeccuoHaIbHON
CTPYKTYpPUPOBATH MOJIy4aeMyI0 HHPOPMAIUIO JeSITeNIbHOCTH
BBIIENATh HauOojiee 3HAUMMOE B IIEpeYHe | IPUEMbl CTPYKTYPHUPOBAHUS
uHpopmanuu nHpopmanuu
OLIEHUBATh HPaKTUYECKYIO 3HaYUMOCTb | (popmar oopmienus
pe3yNIbTaTOB MOUCKA pe3yNbTaToB MOKCKa
oopMiATE pe3ynbTaThl TOUCKA, MPUMEHATh | HHPOPMALMH, COBPEMEHHBIE
cpeactBa MHGOPMAIMOHHBIX TEXHOJOTHIM JJs | CpelicTBa U yCTpOWCTBa
pereHust mpohecCUOHANBHBIX 3a/1a4 uH(pOpMaTU3aLUU
HCII0JIb30BATh COBpEMEHHOE  MPOrpaMMHOE | MOPSAJOK HMX HPUMEHEHUs U
obecrieyeHne porpaMMHoOe oOecreyeHune B
UCIIOJIb30BaTh pa3inyHble LU(POBBIE CpPEICTBa | MpodeccruoHalIbHOMI
JUIsL peLIeHns: TpoQeCcCHOHAIbHBIX 3a1au JESATEIBHOCTH B TOM UHCIIE C
HCIIOJIb30BaHUEM IU(POBBIX
CPEICTB
OK 03 ONPEIENATh aKTYaJIbHOCTh HOPMATUBHO-TIPABOBOM | COJIEpKaHUE aKTyaJIbHOMN
JTOKYMEHTAIIU! B npo¢eCCHOHATBHON | HOPMATUBHO-IIPABOBOM
JeSTeNbHOCTH JOKYMEHTaluU
MIPUMEHSTh COBPEMEHHYIO Hay4YHYIO
PO eCCHOHATIbHYIO TEPMUHOJIOTHIO




ONpeAesiTh W BBICTPAMBAaTh  TPACKTOPUHU
npodeccrnoHaIbHOTO pa3BUTHUSA u
caMo00pa3oBaHHUs

BBIABJIISITH AJOCTOUHCTBA u HEAOCTAaTKU

KOMMEPYECKOU HIeu

MIPE3EHTOBATh UJIEU OTKPBITHSI COOCTBEHHOTO JeNa
B MPOQ)ECCHOHAIBHON ACSATEIBHOCTH; OGOPMIIATH
Ou3Hec-1IaH

pacCUYMTHIBATh pa3Mephbl BBIIIAT IO MPOIEHTHBIM
CTaBKaM KpeAUTOBaHUS

COBPEMCHHAsi  Hay4yHas W
npodeccnoHanbHas
TEPMHHOJIOTHSI

BO3MOYKHbBIE TPACKTOPUHU
poecCHOHATBHOTO

pa3BUTHSA U caMOOOPA30BAHMUS
OCHOBBI
HpEeAIPUHUMATEIBCKON
NesITebHOCTH; OCHOBBI
(uHAHCOBOW TPAMOTHOCTH

OIpeseNATh MHBECTULMOHHYIO | MpaBmiia pa3paboTKu Ou3Hec-
MPUBIICKATEIBHOCTh KOMMEPUECKMX HJEH B | IUIaHOB
paMKax npoQecCuoHanbHOMN NesTeIbHOCTH HOPSII0K BBICTPAUBaHUS
IIPe3eHTOBaTh OU3HEC-U/IEI0 Ipe3eHTaINN
OIpeIeNIATh UCTOUHUKU (PMHAHCUPOBAHUS KpeIUuTHbIE 0GaHKOBCKHUE
IPOITYKTHI
OK 04 OpPraHU30BBIBAaTh PabOTY KOJUIEKTHBA IICUXOJIOTUYECKUE  OCHOBBI
Y KOMaH/Ibl NeSITEIbHOCTH ~ KOJUIEKTHBA,
B3aMMOJIEHICTBOBATh C KOJIJIETaMH, PYKOBOJICTBOM, | IICUXOJOTHYECKUE
KIMeHTaMH B Xole  MNpo(heCCHOHAIBHOU | 0COOCHHOCTH JIMYHOCTH
JesTeNbHOCTH OCHOBBI MIPOEKTHOU
JeSITeTbHOCTH
OK 05 IpPaMOTHO u3JaraTh CBOU MBICJIM | OCOOCHHOCTH COLIMAIBHOTO U
1 0(hOpMIISITE JOKYMEHTHI MO MPO(ECCHOHATBHON | KYJIBTYpPHOT'O KOHTEKCTA;
TEeMaTHKe Ha rOCYyapCTBEHHOM SI3bIKE, POSBIATH | IpaBHiIa oopmienus
TOJIEPAaHTHOCTH B paboueM KOJIIEKTUBE JOKYMEHTOB
U TOCTPOEHHUS  YCTHBIX
cooOuIeHui
OK 09 MOHUMAaTh OOLIUI CMBICT YETKO MPOU3HECEHHBIX | MpaBUiIa MOCTPOCHHUS
BBICKa3bIBaHU I Ha M3BECTHBIE TEMBI | IPOCTHIX u CIIO’KHBIX
(mpoeccroHabHble W OBITOBBIE), TOHMMATh | IPEAJIOKEHHH Ha
TEKCThbI Ha 6a30BbIe MPO(ECCHOHATIBHBIE TEMBI npodeccroHalbHbIE TEMBI
y4acTBOBaTh B Uajiorax Ha 3HAKOMBbIE 00IIHe OCHOBHbIE
1 Ipo(heCCUOHATIbHBIE TEMBI o0uieynoTpeouTenbHbIe
CTPOUTH MPOCTHIE BBICKA3bIBAHUS O ce0e 1 O CBOEH | TJ1aroJisl (OpITOBasA u
npodeccnoHalbHOMN 1eATEeNbHOCTH npodeccroHalibHas JEKCUKa)
KpaTKko OOOCHOBBIBaTH U  OOBSACHATh CBOU | JIEKCHUYECKHH MUHUMYM,
JeWCTBUS (TEKYIIUE U TUTAHUPYEMBIC) OTHOCSIIMICS K OIHMCAHHUIO
nucath IPOCThIE  CBA3HBIE COOOLICHHS HA | IPEIMETOB,  CPEACTB U
3HaKOMBIE 170131 MHTEPECYIOIINE | TPOIIECCOB
npogeccuoHaTbHbIE TEMBI npogeccuoHaTbHON
JeSITeTbHOCTH
0COOEHHOCTH MPOU3HOIICHHS
MpaBHja YTCHUS  TEKCTOB
npodeccroHabHOI
HaTpaBICHHOCTH
IIK 1.1. | [IpoBepsaTth MPaBUIBHOCTb noctaBku | HopmatuBHbie MIPaBOBBIE
KOPPECTIOHICHIINH; TIPABMIIBHOCTD | I[EIOCTHOCTD | aKThI u HOpPMAaTHUBHO-
BJIOXKEHHS. METOJMYECKUE  JIOKYMEHTHI,
OneHuBath coJiepKaHue MOCTYNUBLINX | ONPENENIAIONe HOPSIOK
JOKYMEHTOB C IIEJIbIO UX PACIpeeICHHS. JOKYMEHTAI[HOHHOTO

obecrieueHrs ynpaBiIcHHUS.




[Tonb3oBatbes aBTOMaTH3UpoBaHHBIMU | CTpyKTypa OpraHu3anuu,

CHCTEMaMM y4eTa, PErucTpallid Npu paboTe C | pyKOBOACTBO  CTPYKTYPHBIX

JOKYMEHTaMH OpraHu3aluu noJipa3zesieHuil.
CoBpeMeHHbIe
uH(GOpPMaIlMOHHbBIE
TEXHOJOTHHU paboTsl c
JIOKYMEHTaMH.
[Topsanox paboThI C
MOCTYMAOIIUMHU
JIOKYMEHTaMH.

[IK 1.2. | Onpeaensate MapuipyT JABUXKEHHUS KOHKpeTHoro | HopmaTuBHbIE MPaBOBbBIC
JOKYMEHTa M  JIOBOAUTH  JOKYMEHTBI  JO | aKThl u HOPMAaTUBHO-
UCIIOJIHUTEJIECH B ONpEIeNIEHHBIE CPOKH METOJUYECKHE JOKYMEHTHI,
PaGoratp co BCEHU COBOKYITHOCTBIO | ONPEAEIISIIOLINE HIOPSIIOK
MH(OPMALIMOHHO-IOKYMEHTAIIMOHHBIX PECYPCOB | TOKYMEHTAIMOHHOTO
OpraHu3alMH. oOecrnieueHus yrnpaBIeHUsl.
Bectu yder mnpoxoxaeHus AOKyMeHTalnbHBIX | CTpyKTypa OpraHu3anuu,
MaTepUasIoB. PYKOBOJCTBO  CTPYKTYpPHBIX

MOJIpa3CICHUM.
CoBpeMeHHbIE
uH(GOpPMaIMOHHBIE
TEXHOJIOTUH paboTsl c
JIOKYMEHTaMH.

[opsanox paboThl C
JOKYMEHTaMU Tpu Tepenayde
WX Ha  WCIOJHEHHWE B
10JIpa3eJICHUS.

IIK 1.3. | [locTaHOBKa TOKyMEHTa Ha KOHTPOJIb. [IpaBuna opraHmsauuu u
OcymecTBiATh NPOMEXKYTOUHBIH KOHTPOJIb U | (GOPMBI KOHTPOJIS
KOHTPOJIb NPU HACTYIJIEHUHU AAThl UCTIOJTHEHHUS. WCIIOJIHEHUSI JIOKYMEHTOB B
WNudopmupoBaTh pyKOBOAUTENS 00 UCTIOTHEHUH. | OpraHU3aIUH.

CHATb [JOKYMEHT C KOHTPOJSl M HamnpaBuTh | TUNOBBIE CPOKU HCIIOIHEHUS
VCIIOJIHEHHBIN JOKYMEHT B JIENO. JIOKYMEHTOB.
O600mare W  aHanu3upoBaTh  pe3yibTarhl | [IpuHIMOBl  paboTel  co
KOHTPOJIS 3@ UCTIOJIHEHUEM JOKYMEHTOB. CPOKOBOH KapTOTEKOM.
[Tonb30Batbes aBTOMAaTH3MpoBaHHBIMU | HazHaueHne M TeXHOJIOTHUS
CUCTEMAMH Y4Y€Ta, PEruCTpalud, KOHTPOJII U | TEKYIIEro u
MH(OPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMU TpU | MPEAYHPEIUTEIILHOTO
paboTe ¢ TOKyMEHTaMU OpTraHU3aI1H. KOHTPOJIS.
IIpaBuna COCTaBJICHUS
AQHAINTUYECKUX CIPABOK IO
opraHmzanuu  paboTel €
JOKYMEHTaMU U KOHTPOJIIO
VICTIOJIHEHUS TOKYMEHTOB.
IIK 1.4. | [lonb3oBaThcst 0OazamMu JaHHBIX, B TOM uucie | [IpaBuia co3gaHus U BeJeHUS

yIaJIeHHO.
Bectu yueT 10KyMEHTOB OpraHHM3aluu.

Ocy1ecTBiATH CHPaBOYHO-UH(OPMALIMOHHYIO
pabory c  wucmonb30BaHMEM  0a3  JaHHBIX
JOKYMEHTOB.

ITonb30Barbes aBTOMATHU3UPOBAaHHBIMU

CHUCTEeMaMH Yy4YeTa, PEerucTpanuu, KOHTPOJS U

0a3  MaHHBIX  CIY)KEOHBIX
JIOKYMEHTOB B OpraHH3alllu.
Cucremsl 3JIEKTPOHHOI'O
JOKYMEHTO0000pOoTa.




UH(POPMAIIMOHHO-CIIPABOYHBIMH CUCTEMAaMHU TPH
paboTe ¢ TOKyMEHTaMU OpPTaHU3AIHH.

[IK 1.5. | Ilpumenarr, mnpaBujia pycckoro s3pika 1ipu | HopmaTuBHbIE MPaBOBBIC
IIPOBEPKE JOKYMEHTOB I1E€PE] OTIPABKOM. aKTBI u HOPMAaTUBHO-
[IpoBepsiTh  HpaBUIBHOCTH  OGOPMIICHHS U | METOJAMYECKHUE JIOKYMEHTHI,
KOMIUIEKTHOCTb UCXOSIIUX TOKYMEHTOB. OIpeAesoNIe HOPSAI0K
CoptupoBarh TOKyMEHTHI IO CIIOCO0aM JI0CTaBKHU, | JOKYMEHTAIHOHHOTO
pU HEOOXOIMMOCTH, YIAKOBBIBATh JOKYMEHTHI U | 00ECTIeUeHHsI YIIpaBICHUSI.
OINPABIIATH. [IpaBuna m Cpoku OTIpPaBKHU
[Tosnb30Batbes aBTOMATHU3UPOBAHHBIMU | UCXOJALIMX JOKYMEHTOB
CUCTEMaMHU yuera, perucTpanuu,
MH(GOPMAIIMOHHO-CIIPABOYHBIMH CHUCTEMaMH TPU
paboTe ¢ TOKyMEHTaMU OpraHu3aliu

I[IK 1.6. | [IpumMeHATh yCTaHOBIIEHHBII COCTaB PEKBU3UTOB B | Buabl ~ 1OKyMEHTOB, ux
3aBUCUMOCTH OT BHJIa JOKYMEHTA. Ha3HA4YCHHUE.

[IpaBuibHO pacnonarath U 0GOpMIIATh peKBU3UTHI | TpeOoBaHus, peabsBIIIEMbIe
Ha JIUCTE MPU COCTABICHUU JOKYMEHTA. K JIOKyMEHTaM B
[IpumeHsTH  COBpeMEHHBIE  MH(POPMALMOHHO- | COOTBETCTBUHU c

KOMMYHHUKAIIHOHHBIC TEXHOJIOTUH Jisi pabOThI C
JOKYMEHTaMH, B TOM YHUCJIC JIJIsl €€ ONTUMU3AINH U
MOBBIICHUS 2P(HEKTUBHOCTH

HOPMATUBHBIMH IIPAaBOBbBIMUA
AKTaMU U roCcyaapCTBCHHbIMHU
CTaHAapTaMHU.

[IpuMeHATH paBuIIa PyCCKOTO S3bIKA. [IpaBuna  cocraBineHus H
o opMIIeHUS
UH(POPMALIMOHHO-
CIIPaBOYHBIX,
OpraHU3aIMOHHBIX,
YIPaBIECHUYECKUX
JIOKYMEHTOB.
2.1. Copep:xaHue NPaKTHKH
Bunsr Bunager pabot Copnepxanue HanmenoBanue Komnue
JESATEIBHOCTH OCBOEHHOT0 JUCLUILINH, CTBO
yueOHOro MEXIUCUUTIITMHAPHBIX 4acoB
MaTepuana, KYpPCOB C yKa3aHUEM (nenenp
HEe00X0IMMOro TeM, 00€CIIeUNBAIOIINX )
JUISIBBITTOJTHEHHUS BBITIOJTHEHUE BUJIOB
BHUJIOBPaOOT pabot
- o3HakomuieHue ¢ [Tema 1. Ocnopasre MJIK.01.01 8
MIaHOM IMOJIOKECHUSA J{oKyMEeHTallMOHHOE
TPOXOKICHHUS U1eJI0NIPOU3BOJICTBA  (00ECIICUEHUE AEATEILHOCTH
[IPaKTHKH; OpraHu3aLuu
- NHCTPYKTaX O
MPOXOKICHUN
[TPAKTHKU;
- aHaiu3 miana; (Tema 2. MJIK.01.01 12
-1aTh (O3HaKOMIICHHUE C /ToxymeHTarmoHHOE
Jlokymentupos  [APAKTEPHCTHKY gpFaHI/ISaHI:IOHHOI/I oOecrieueHne IeaTeIbHOCTH
ARIE I OpraHu3aIuy, TPYKTYypOU OpraHu3anuu
OpraHu3anuu
OpraHu3aIys - U3YIUTh
00paboTKu OCHOBHBIE
JAOKYMCHTOB HaITpaBJICHUA




eI TEIIbHOCTH
OpraHu3aIu.

- 3HAKOMCTBO C
OpPraHu3alMOHHOMN
CTPYKTYpPO
OpraHu3aly;

- aHAJIN3
HOPMAaTUBHO-
[IPABOBBIX AKTOB U
TUTEPATyPBI;

- aHAJIN3

e TeTbHOCTH
OpraHu3aluy;

- IOJITOTOBKA 1
odopmIteHHe
ITHEBHUKA.

Tewma 3.
Odopmerune
imoxymenToB B Word

MJIK.01.01
/ToxymeHTanmoHHoe
oOecrieyeHne AeATeIbHOCTH
OpraHU3aIuu

-U3Y4YUTh
OpraHU3alUOHHY
t0 CTPYKTYPY
OpraHu3aluy;
[IpOaHaIU3UPOBAT
b HOPMaTUBHO-
[IPABOBHIE AKTHI.

Tewma 4.
Odopmienne
imoxkymeHToB B Excel

MJIK.01.01
J/ToxymeHTanmoHHoe
oOecreyeHne AesITeIbHOCTH
OpraHu3aIuu

12

- U3yUCHHC
3aKOHOIaTEIHCTBA
,
PErIIaMEHTHP YOI
ero JesTeIbHOCTh

OpraHU3aIH,
YUPEKACHUS;

- pa3paboTka
MPOEKTOB
MPABOBBIX
ITOKYMEHTOB,
CBsA3aHHBIX C
e TEIbHOCTHIO
OpraHu3aIug.

Tema 5.
Odopmnenne omrcu
men

MJIK.01.01
/lokyMeHTalmoHHOe
obecrieueHre AeaTeTbHOCTH
OpraHu3aIuu

16

- 1aTh
XapaKTEPUCTUKY
MesATeTbHOCTH
OpraHu3aIuy;
MPOAHAIN3UPOBAT
b
3aKOHO/IaTeIbHBIC
AKTHI,
PETYIUPYIOIIHE
esATeTbHOCTh
OpraHu3aIiy.

Tema 6.
O0ecneueHue
COXPaHHOCTH
ITOKYMEHTOB

MJIK.01.01
JTOKyMEHTAI[MOHHOE
oOecrieyeHre AeITeIbHOCTH
OpraHu3aIn

12




-pa3paboTaTh Tewma 7. IlogroroBka MJIK.01.01 12
IpoLEecCyalbHble [IOKYMCHTOB K JIOKyMEHTaIlMOHHOE
OKYMEHTEL, ApXHUBHOMY oOecrieueHue JesTeaIbHOCTH
XpaHEHHIO OpraHu3aluu

[IpOaHaIU3UPOBAT
b MaTepUabl.

- BBIIIOJIHCHUE Tema 8. MJIK.01.01 12
yKa3aHI/II7I CocraBienue akta  |/loKyMeHTaImOHHOE
pyKOBOHTENS OT [IPUEMa-Iepesiain obecIieueHre AeaTeTbHOCTH

Opra"Hu3aluu JMIOKYMCHTOB OpTraHu3aluu

- cOop, 00paboTka 4
M CHCTEMAaTH3aIUs
OMITUPUIECKOTO
MaTepuala,
CIKETHEBHOEC
BHECEHHUE 3aIIACEH
B JIHCBHUK;

Benenue qHEBHHKA. 4
Hanucanue otuera
1o
MPOU3BOACTBEHHOU
MPaKTHKE.

3. . ¥YcjoBusl OpraHu3alnuu U NPoBedeHUs MPAKTHKH

3.1. TpeGoBaHnusi K J0KyMeHTAUMH, HeOOXOAUMOI /115l IPOBeIeHUsI NPAKTUKU:
- IIporpamma Ipou3BOACTBEHHOMN MPAKTUKH;

- JIOTOBOP 00 OpraHU3alluy NMPAKTHKH;

— HaIpaBlieHUE Ha MIPAKTHUKY;

- WHAUBUAYaAIbHOE 33/1aHUE;

— JTHEBHUK MPAKTHUKY;

— aTTeCTallMOHHBIN JIUCT;

- XapakTepucTHKa paboThl 00y4JaroLIerocs;

- OTYET MO MPAKTHKE.

3.2. TpeGoBanusi K y4eOHO-MeTOAUYECKOMY 00ecreYeHHI0 MPAKTHKH

[IpakTrka uMeeT eI KOMIUIEKCHOE ocBoeHue ctyaeHTamu [IM.01 fokymenTupoBanue
yIpaBJIEHYECKOH EATEIIbHOCTH U OpraHu3anus padoThl ¢ JOKYMEHTaMH, (OPMHUPOBAHUE OOIIUX
U TpodeccCHOHATbHBIX KOMIIETEHIMH, a Takke MpHOoOpeTeHne HEeOoOXOIUMBIX YMEHHH U
MPaKTUYECKOTO OIbITA.

VYyeOHast ¥ MPOU3BOJCTBEHHAs MPAKTUKA MPOBOAMTCS B OpPraHU3alMsIX, HaIllpaBJICHUE
JeSITeIbHOCTH KOTOPBIX COOTBETCTBYET MPOQHIIIO OJATOTOBKU 00yYAIOIUXCS.

JInst HanmcaHus OT4YeTa CTYIeHTaM BBhIIAIOTCS MeToanYecKue yKa3aHus 10 OpraHu3aiu
Y TIPOBEICHUIO TPOU3BOACTBEHHOM MPAKTUKU U UHIUBUIYAJIbHBIE 33/IaHUS.

NunuBunyanpaeie  3amanus 1o [IM.01  JlokymeHTHpOBaHHE  YIpaBICHYECKOM
JESITEIIbHOCTH U OpraHu3aIus padoThl ¢ JOKYMEHTaMHU:

1. JemompousBoactBo B cucreme JJOY. CrpykTypa oOpraHuzamuu J€JONMPOU3BOJICTBA HA

PEIIPUATHH.
2. Opranmzammst pabodero Mecra genmonpousBogmrTens. Cxema pabodero  Mecra
ACJIOMPOU3BOAUTCIIA.

w

O6paboTka MmocTymaronei KOppeCImoHISHITNH.
4. Odopmienue cmyxeOHBIX TOKyMeHTOB. Kitaccugukaus JOKyMeHTOB.



5. Pabora c¢ mocrynatomeir koppecmonaeHmue. CrocoObl TmpuéMa TOCTYMAOIIEH
KOPPECIIOHICHITHH.

Co3naHue 1 3al0THEHUE PETUCTPAIMOHHBIX (JOPM JOKYMEHTOB (3KypHaJIbHAs U KapTOYHAs).
Hanpagienue nocrynaroiieil KOppeCoHICHIIMU B CTPYKTYPHOE TOApa3eiicHHE.
Wupekcaius mocTynaroIeil KoppecroHIeHIINH.

[ToHsATHE MOCTyNAOMIEH KOPPECTIOHACHIINY, €€ KITaCCH(HKAIIHSL.

10. Co3nanue KnaccupUKaIMK MOCTYMAOMIEH JOKYMEHTAIHH.

11. XapakTepucTrKa JOKyMEHTOO00pOTa OpraHU3aIINH.

12. TTocTymieHrne TOKyMEHTOB B OPraHU3aIUI0, CTPYKTYPHBIE MOIpa3AeICHHUS.

13. Opranuzanus paboThl ¢ JOKYMEHTaMH, COJIePKAIIMMHU KOH(UICHIUATLHYIO HH()OPMAITHIO.
14. Kynberypa paboThl ¢ JOKYMEHTaMH Ha pab0YHX MeCTax.

15. Opranuzanus npuéma noceturesield 1 padborta ¢ oOpalIeHUsIMHU TpaXKaaH.

3.3. TpebGoBanusi K MATEpPUAIHLHO-TEXHHYECKOMY 00eceYeHH 0

Peanuzanus mnporpammsl npousBojacTBeHHOM mpaktuku IIIT 01.01 mpoBoxutcs B
OpraHM3alysaX, HANpaBICHUE NEATEIbHOCTU KOTOPBIX COOTBETCTBYET NPO(UIIIO0 MOArOTOBKU
00y4aroIuXxcsi ¥ COOTBETCTBYIOT TPeOOBAHUSAM TEXHUKU OE€30MaCHOCTH M HPOTUBONOXKApHOU
0€30MacHOCTH NP MPOBEACHUN TPOU3BOJCTBEHHON MPaKTHKH, npeaycMoTpeHHbIx OT'OC CIIO.

MarepuanbHO-TEXHUUECKOE  OOeclie4eHHe  COOTBETCTBYeT  IpodeCCHOHATBHOU
JESTEIIbBHOCTH U J1a€T BO3MOXHOCTh OBJI3JIETh YCTAHOBJIEHHBIMM KOMIIETEHIMSIMH 110 BCEM
OCBaMBaeMbIM BHJIaM JESATEIbHOCTH, MPEAYCMOTPEHHBIM IPOrpaMMON, € MCIOJb30BaHUEM
COBPEMEHHBIX TEXHOJIOTU, MAaTEpUAIOB U 000PY10BaHUS.

Bce momemieHuss  COOTBETCTBYIOT — TpeOOBaHMSIM  TEXHUKM  O€30MACHOCTH U
IIPOTUBONOXAPHOI 0€3011aCHOCTU IIPU MPOBEACHUH MPOU3BOACTBEHHOMN MPAKTUKH.

3.4. Ilepeyenb OCHOBHO¥ U I0NOJTHUTEIBLHOM JIUTEPATYPbl, HHTEPHET-PECYPCOB,

He00XO0IMMBIX /LISl POBeeHHs MPAKTHKH
OCHOBHBIE UCTOYHUKH:

1. ApacnanoBa, B.A. JlokyMeHTanMOHHOE oOecleyeHHue YIpaBleHHs: Y4eOHO-IIPaKTHYEeCKoe
nmocoOue B cxemax, Tadymiax, oopasnax : [12+]/ B.A. ApacitanoBa. — 2-e u3]1., A0I. 1 Tiepepad. —
Mocksa ; bepnun : Iupext-Meaua, 2020. — 265 c. : ui., Tabn. — PexxuM gocTyna: mo noJmucke.
— URL: http://biblioclub.ru/index.php?page=book&id=578394
2. ApacnanoBa, B.A. CiyxeOHble JOKYMEHTBI: (POpMYJIISIpEl M IpUMEPbI 0popMIIeHUS. ATTLOOM:
yaeOHo-TIpakTuyeckoe mocodue : [12+] / B.A. Apacnanora, E.C. BypmucrpoBa. — Mocksa ;
bepnun : Jupexr-Meama, 2020. — 108 c. — Pexum poctynma: mo mnoxamucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578396
3. Kabamos, C.}O. /Ienonpon3BoACTBO M apXUBHOE JI€JI0 B TEPMHUHAX U OINpEJeNIeHHsX : yueOHOoe
nocooue / C.}O. Kabamos, U.I'. AchanmuspoBa. — 3-¢ u3j., crep. — Mocksa : ®nunaTa, 2018, —
295 c. — Pexum JoCTyna: o MOJTKCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168
4. CmupHOBa, E. I1. [lenronpoun3BoacTBo i cekperapsi. PazpaboTka, ydeT u XpaHeHHe CITy>KeOHOMH
JIOKyMEHTAIH : ipakTraeckoe nocoodue / E. 1. CmuproBa. — 2-¢ u3n. — Capatos : Aii [Tu Dp
Menaua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TekcT : 3MeKTPOHHBIN // DIEKTPOHHO-
oubmuoreunas cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622.html

JlonoaHUTENbHAS IUTepaTypa:
1. Tenpuapos, A.Jl. ApxuBoBeneHue : yueoHoe nocoowue : [16+] / A.Jl. TenpuapoB. — 2-¢ U3, —
Mocksa : [lamkos u K°, 2018. — 184 c. : un. — (YueOHble n3ganus 1t 6akanaBpoB). — Pexxum
noctyna: mo noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440
2. YripaBiieHHe JOKYMEHTAaIlMeH 1 apXuBaMu 3a pyoesxoMm : yuebHoe mocodue : [16+] / coct. C.B.
Makapuyk, C.II. 3Bsrun ; KemepoBCKkHMil TrocymapCTBEHHbIM yHUBepcUTET. — KemepoBo
KemepoBckuil rocynapcTBeHHbli yHuBepcuTeT, 2019. — 274 ¢. — Pexxum nocTyna: 1o noaIucke.



— URL: http://biblioclub.ru/index.php?page=book&id=574229
3. Xauarpsiy, ['. A. Opranusaius 1 CONpOBOXKICHUE IIEKTPOHHOTO JOKYMEHTO000POTa : y4eOHUK
st CITIO / T'. A. Xauarpsia, W. B. Ky3nenoa. — Caparos : [IpodobOpaszosanue, 2020. — 156 c.
— ISBN 978-5-4488-0877-7. — TexkcT : 2NeKTPOHHBIN // DIEKTPOHHO-OMOINOTEUHAsT CHCTEMA
IPR BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/97086.html
4. XauatpsiH, [. A. Opranuzamnusi ¥ TEXHOJIOTUS pabOThI ¢ KOHPHUICHIIUATLHBIMU IOKYMEHTAMH :
yuebnuk s CITO / T'. A. XauarpsH, W. B. Ky3aenosa. — Caparos : [Ipodo6pazoBanue, 2020.
— 283 c. — ISBN 978-5-4488-0742-8. — TekcT : 31eKTPOHHBIN // DNEKTPOHHO-OMOIMOTEYHAS
cucrema [IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/97087.html

Mertoanueckast TuTeparypa:

MeToaudeckue yKa3aHusl 10 OPTaHU3AINH U TIPOBEACHHUIO TPOU3BOJICTBEHHON MTPAKTHKHU.

3.5. TpebGoBanusi K pyKOBOJAUTEISIM NPAKTHKH OT 00Pa30BaTEIbLHOIO0 YUPeKICHUsI

PykoBoauTeneM TpaKTHKU SBISETCS TPENOJaBaTeib, OCYIISCTBISIONIMNA O0y4YeHUE
CTYZICHTOB B paMKax Mpo(eCcCHOHATBHOM MOATOTOBKH.

TpeboBanust K ypoBHIO KBATH(PHUKAUN PYKOBOAUTENS NMpakTUKHU onpexaenstorcs OI'OC
CIIO o mpodeccun 46.01.03 Jlenmonpon3BoAUTENb.

4. KoHTpOJIb M OLIEHKA Pe3yJIbTATOB NPAKTUKH
I[To 3aBepieHUH NMPAKTUKU BO 2 CEMECTPE CTYACHT MHMIIET OTYET IO MPAKTUKE U CIAeT
¢ GepeHIIMPOBAHHBIN 3a4eT (3alUTa OTYETa IO MIPAKTUKE).



