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1. OBIIASL XAPAKTEPUCTHKA PABOYEHN ITPOT'PAMMBI
IMPOU3BOJCTBEHHOU ITPAKTUKH

1.1. MecT0 mnpPOM3BOJACTBEHHOIl TNPAKTHKM B CTPYKType MNpPOrpaMmbl MOJATOTOBKH

CIEeNHAJINCTOB cpeaHero 3BeHa (aauaee INIICC3)

1.2. TlpoumsBoactBennas npakruka [111.01.01 npuHaamexuT k npodeccruonamsHomMy Moy [TM
01 JloKyMEHTHpOBaHHE YIPABICHYECKON JEATEIPHOCTH M OpraHuzamus paboTel C
JOKYMEHTaMu, MpoBOUTCS B 1 cemecTpe.

1.3. Hean u 3apa4mn y4eOHOH NPAKTHKH

- popmupoBaHue y oOydaromuxcsl MepBOHAYAIbHBIX MPAKTUYECKUX MPO(eccnoHaTbHbBIX
YMEHHH B pamKax MpodecCHOHANbHBIX MOAYJEeH MO OCHOBHBIM BHAAM MpodecCHOHaTbLHON
JeSITeIbHOCTH [T OCBOEHHsI paboueit mpodeccun, o0yueHne TpyA0BbIM ITpHEMaM, OIeparysM U
croco6aM BBIMIOJIHEHUS TPYIOBBIX MPOIECCOB, XapaKTEPHBIX ISl COOTBETCTBYIOIIEH Mpodeccuun
¥ HeOOXOAMMBIX JUISI TOCIEIYIOIIET0 OCBOSHHSI UMH OOLIMX U PO(EeCCHOHATBHBIX KOMITETCHIIUI
10 U30paHHOU Mpodeccuu;

- BBINIOJIHEHUE paboT B 0OJACTH JOKYMEHTAIIMOHHOTO OOECIeUeHUs IeSTEIbHOCTH
OpraHU3aIi U HEOOXOIMMBIX I MOCIEAYIONIEr0 OCBOGHUS MU O0IIUX U MPodeccnoHalIbHbBIX
KOMIIETEHIIUH 110 u30paHHOM npodeccuu;

- 3aKpeIuieHHe U COBEPIICHCTBOBAaHHE  IEPBOHAYAIBHBIX  MPAKTHUYECKHUX
poeCCHOHATIBHBIX YMEHUH 00yJatoUInXCs;

- NOpoBepKa 3HAaHUW, noJNydeHHbIX npu wu3zydenun I[IM 01 JJoxymeHnTupoBaHue
YIIPaBJIEHYECKOH IeATEFHOCTH U OpraHu3alus paboThl C JOKYMEHTaMHU.

B xo/e npoxok1eHust NpakTUKKH 00yJaroIuiics JOKeH

UMETh NMPAKTUYECKHI OIBIT B:

- JOKYMEHTHUPOBaHUS M JOKYMEHTAIIMOHHOM 0OpabOTKH [TOKYMEHTOB KaHIEISIPUU
(apxuBa).

YMETh:

-IIPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MMOCTYMAIONINE JOKYMEHTHI,

-IPOBEPATH MPABUIBHOCTH O(hOPMIIEHUS JOKYMEHTOB;

-BECTH KapTOTEKY yueTa MPOX0XKAECHUS JOKYMEHTAIbHBIX MaTEPHUAJIOB;

3HaTh:

-OCHOBHBIE NIOJIOKEHUSI EAMHON rocy1apCTBEHHON CUCTEMBI JIEJIONPOU3BOJICTBA;

-BU/IbI, YHKIIMU JJOKYMEHTOB, MPaBUJIa UX COCTABICHUS U OPOPMIICHHUS,

-MOPSI0K JOKYMEHTUPOBaHUS MH(OPMALIMOHHO-CIIPAaBOYHBIX MAaTEPHAJIOB;

-TIpaBUJIa 1€JI0BOTO ITHKETA U JIeJIOBOr0 OOIIEHUs

o0ranats:

O0IMMH M TPOPECCHOHATBHBIMU KOMIETEHIMSMH JOKYMEHTALMOHHOTO OOecreueHus
JeSITeIIbHOCTH OPTraHU3alUH.

1.4. TpynoeMKocTh 0CBOEHHUsI IPOrpaMMbl IPOM3BOICTBEHHOH NMPAKTHKM:
TpynoemkocTs ocBoeHus npousBocTBenHol npaktuku I111.01.01 cocraBnser 3 nenenu (108
4acoB).



2. Pe3ya1bTaThl IPAKTUKH
B pamkax nporpamMmbl IpOU3BOJCTBEHHON MPAKTUKK 00YUYaIOLUMHUCS OCBAUBAIOTCS
YMEHUS U 3HAHUS

Kon YmMmenus 3HaHUA
11K, OK
OK 01 pacrno3HaBaTh 3a7a4y W/Wid IpooIemMy AKTyaJIbHBII
B NpOo(EecCHOHATBHOM  W/WIM  COLHAIBHOM | IpOoQecCHOHATBHBIN U
KOHTEKCTE COLIMAJIbHBIA ~ KOHTEKCT, B
aHATM3UpPOBATh 3aJady W/WIM M[podJieMy U | KOTOPOM IIPUXOUTCS
BBIJIETISITH €€ COCTaBHbIC YaCTU paboTaTh U KUTh
OIIPEAEIIATH ATAIbl PELICHUS 3a1a4U OCHOBHBIE UCTOYHUKHU
BBIBJIATH U () (PEeKTUBHO HCKaTh MHGpOpMalHWio, | MHPOPMAIIMK U PECYPCHI IS
HEOOXOAMMYIO JUISI peHICHUs 3aJjauyd W/WIK | PeUIeHUs 3a1ad U mpodieM B
PpoOJIEMBI npoeCCHOHAIBHOM  W/WJIH
COCTaBJIATH IJIaH AEUCTBUS COLIMAJIbHOM KOHTEKCTE
OTIpeAEIATH HEOOXOJUMbIE PECYPChI AITOPUTMBI BBITIOJTHEHUS
BJIa/IETh AKTyaJIbHBIMH METO/1aMU PadOThI pabor
B IpoheccnoHaNbHOM U CMEXHBIX cepax B 1podecCHOHaNbHOU U
peajin30BbIBaTh COCTABICHHBIN IJIaH CMEXHBIX 00J1aCTIX
OLICHUBATh pE3ylbTaT W TMOCIEACTBHS CBOMX | METOJbI paboThI B
JIEUCTBUH (CaMOCTOSATENIBHO WM C TIOMOIIBIO | TPO(eCcCHOHATHHOM u
HaCTaBHHKA) CMEXHBIX chepax
CTPYKTYPY IJ1aHa JUISL
peleHus 3aaa4
HOPSZIOK OLIEHKHU PE3YJIbTaTOB
peleHus 3aja4
npodecCuoHaNTbHON
JESITEIBHOCTH
OK 02 OTpeIeNATh 3a/1a4u I TOMCKa MHPOpMaIUU HOMEHKJIaTypa
OIIpEACIIATh HE0OX0 UMbl UCTOYHUKH | HH(OPMAIIMOHHBIX
uHpOpMaIN WCTOYHHUKOB, IPUMEHSIEMBIX B
IUTAHUPOBATh MPOLECC TOUCKA npogeccuoHaIbHON
CTPYKTYpPUPOBATH MOJIy4aeMyI0 HHPOPMAIHIO JeSITeNIbHOCTH
BBIIENIATh HauOojiee 3HAYMMOE B IEpeYHe | IPUEeMbl CTPYKTYPHUPOBAHUS
uHpopmanuu nHpopmanuu
OLIEHUBATh PaKTUYECKYIO 3HaYUMOCTb | (popmar oopmienus
pe3yJIbTaTOB MOUCKA pe3yJIbTaToB MOMCKa
oopMisATE pe3ynbTaThl TOUCKA, MPUMEHATh | HHPOPMALMH, COBPEMEHHBIE
cpeactBa MHGOPMAIMOHHBIX TEXHOJOTHH JJs | CpelicTBa U yCTpOWCTBa
peteHust mpohecCUOHANBHBIX 3a/1a4 uH(pOpMaTU3aLUU
HCII0JIb30BATh COBpPEMEHHOE  MPOrpPaMMHOE | MOPSAJOK HMX HPUMEHEHUS U
obecrieueHne porpaMMHOe oOecreyeHune B
WCIIOIh30BaTh pa3IMuHbIe ITU(GPOBBIE CpeacTBa | MpodecCHOHATBHON
JUISL peLIeHns: TpoQecCHOHaIbHbBIX 3a1au JESATEIBHOCTH B TOM YHCIIE C
HCIIOJIb30BaHUEM ITU(POBBIX
CPEICTB
OK 03 ONPEIENATh aKTYaJIbHOCTh HOPMATUBHO-IIPABOBOM | COJIEpKaHUE aKTyaJIbHOMN
JTOKYMEHTAIIU! B npo¢eCCHOHATBLHON | HOPMATUBHO-ITPABOBOM
NeSITeIbHOCTH JOKYMEHTaI1
IPUMEHSTh COBPEMEHHYIO Hay4YHYIO
npodeccrnoHabHYI0 TEPMUHOJIOTHIO




ONpeAesIiTh W BBICTPAMBAaTh  TPACKTOPUHU
npodeccrnoHaIbHOTO pa3BUTHUSA u
caMo00pa3oBaHUs

BBISABJISITH AJOCTOUHCTBA u HEAOCTATKU

KOMMEPYECKOU HIeu

MIPE3EHTOBATh UJIEU OTKPBITHSI COOCTBEHHOTO JENa
B MPOQECCHOHAIBHON ACATEIBHOCTH; OGOPMIIATH
Ou3Hec-1IaH

pacCUYMTBIBATh pa3Mephbl BBIIIAT MO MPOIEHTHBIM
CTaBKaM KpeAUTOBaHUS

COBPEMCHHAsi  Hay4yHas W
npodeccroHanbHast
TEPMHHOJIOTHSI

BO3MOYKHbBIE TPAaeKTOPUHU
podeccHoHaIbHOTO

pa3BUTHS U CaMOOOPA30BaHUS
OCHOBBI
NpEeAIPUHUMATEIBCKON
NesITebHOCTH; OCHOBBI
(uHAHCOBOW TPAMOTHOCTH

OIpeseNATh MHBECTULMOHHYIO | MpaBWiia pa3paboTKu Ou3Hec-
MPUBIICKATEIBHOCTh KOMMEPUYECKMX HJEH B | IUIaHOB
paMKax IpoQecCuoHanbHOMN NesTeIbHOCTH HOPSII0K BBICTPaUBaHUS
IIPe3eHTOBaTh OU3HEC-UIEI0 MpPE3eHTAIIH
OIpeNIeNIATh UCTOUHUKU (PMHAHCUPOBAHUS KpeIuTHbIE 0GaHKOBCKHE
IPOITYKTHI
OK 04 OpPraHU30BBIBAaTh PaOOTY KOJUIEKTHBA IICUXOJIOTUYECKUE  OCHOBBI
Y KOMaH/IbI NEeSITeIbHOCTH ~ KOJUIEKTHBA,
B3aUMO/IEHICTBOBATh C KOJIJIETaMH, PyKOBOJICTBOM, | IICUXOJOTHYECKUE
KIMeHTaMd B Xxoxe  Npo(hecCHOHATBHOU | 0COOCHHOCTH JIMYHOCTH
JesTeNbHOCTH OCHOBBI MIPOEKTHOU
JeSITeTIbHOCTH
OK 05 IpPaMOTHO u3JaraTh CBOHU MBICJIM | OCOOCHHOCTH COLIMAJIBHOTO U
1 0(hOpMIISITE JOKYMEHTHI MO MPO(ECCHOHATBHON | KYJIIBTYpPHOT'O KOHTEKCTA;
TEeMaTHKe Ha rOCYyapCTBEHHOM SI3bIKE, MPOSBIATH | IpaBHiIa oopmienus
TOJIEPAaHTHOCTH B paboueM KOJICKTUBE JOKYMEHTOB
U TOCTPOEHHUS  YCTHBIX
cooOuIeHni
OK 09 MOHUMAaTh OOLIUM CMBICT YETKO NMPOU3HECEHHBIX | MpaBUiIa MOCTPOCHHUS
BBICKa3bIBaHU I Ha M3BECTHBIE TEMBI | IPOCTHIX u CJIO’KHBIX
(mpoeccroHanbHble W OBITOBBIE), TOHMMATh | IPEAJIOKEHHM Ha
TEKCThbI Ha 6a30BbIe MPO(ECCHOHATIBHBIE TEMBI npodeccuoHalbHbIE TEMBI
y4acTBOBaTh B [UaJlorax Ha 3HAKOMBbIE 00II1e OCHOBHbIE
1 Ipo(heCCUOHATIbHBIE TEMBI o0u1ieynoTpeouTenbHbIe
CTPOUTH MPOCTHIE BBICKA3bIBAHUS O ceOe U O CBOEH | TJ1aroJisl (ObITOBas u
npodeccnoHaIbHOM 1eATeNbHOCTH npodeccroHalibHas JTEKCUKa)
KpaTKko OOOCHOBBIBATH U  OOBACHATh CBOU | JIEKCHUYECKHM MUHUMYM,
JeWCTBUS (TEKYIIUE U TUTAHUPYEMBIC) OTHOCSIIMICS K OIHMCAHHUIO
nucath TMPOCThIE  CBA3HBIE COOOIIEHHs HA | IPEIMETOB,  CPEACTB U
3HaKOMbIE 17001 MHTEPECYIOIINE | TIPOLIECCOB
npo¢eccuoOHaTbHbIE TEMBI npogeccuoHaTbHON
JeSITeTbHOCTH
0COOEHHOCTH MPOU3HOIICHHS
MpaBHja YTCHUS  TEKCTOB
npodeccroHanbHOM
HaIpaBICHHOCTH
IIK 1.1. | [IpoBepsaTth MPaBUIBHOCTb noctaBku | HopmatusHbie MIPaBOBBIE
KOPPECTIOHICHIINH; TIPAaBMIIBHOCTD | I[EJIOCTHOCTH | aKThI " HOPMAaTHUBHO-
BJIOXKEHHS. METOJMYECKUE  JIOKYMEHTHI,
OneHnBath coJiepKaHue MOCTYNUBUINX | ONPENEIAIONe HOPSIOK
JOKYMEHTOB C IIEJIbIO UX PACIpeeICHHS. JOKYMEHTAI[HOHHOTO

obecrieueHus ynpaBJicHHUS.




[Tonb3oBatbes aBTOMaTH3UpoBaHHBIMU | CTpyKTypa OpraHu3anuu,

CHCTEMaMM y4eTa, PErucTpalud Mpu paboTe C | pyKOBOACTBO  CTPYKTYPHBIX

JOKYMEHTaMH OpraHu3aluu noJipa3zesieHuil.
CoBpeMeHHbIE
uH(GOpPMaIlMOHHbBIE
TEXHOJOTHH paboTsl c
JOKYMEHTaMH.
[Topsanox paboThI C
HOCTYMAOIIUMHU
JIOKYMEHTaMH.

[IK 1.2. | Onpeaensate MapuipyT HABUXKEHHUS KOHKpeTHoro | HopmaTuBHbIe MPaBOBBIC
JOKYMEHTa M  JIOBOAUTh  JOKYMEHTBI  JO | aKThl u HOPMAaTHUBHO-
UCIIOJIHUTEJICH B ONpPEIeNIEHHbIE CPOKH METOJUYECKHE JOKYMEHTHI,
Paboratp co BCEU COBOKYITHOCTBIO | ONPEAEIISIOLINE HIOPSIIOK
MH(OPMALIMOHHO-IOKYMEHTAIIMOHHBIX PECYPCOB | TOKYMEHTAIMOHHOTO
OpraHu3alMH. oOecrnieueHus yrnpaBIeHUsl.
Bectu yder mpoxoxaeHus AOKyMeHTalbHBIX | CTpyKTypa OpraHu3aiuy,
MaTepUasoB. PYKOBOJCTBO  CTPYKTYpPHBIX

nojpa3ieICHUM.
CoBpeMeHHbIE
uH(GOpPMaIMOHHBIE
TEXHOJIOTUH paboTsl c
JIOKYMEHTaMH.

[opsanox paboThI C
JOKYMEHTaMU TMpu Tepenayde
UX Ha  HCIIOJIHEHUE B
10JIpa3JeJICHUS.

IIK 1.3. | [locTaHOBKa TOKyMEHTa HAa KOHTPOJIb. [IpaBuna opraHmsauuu u
OcymecTBiATh NPOMEXKYTOUHBIH KOHTPOJIb U | (GOPMBI KOHTPOJIS
KOHTPOJIb NPH HACTYIJIEHUH JaThl UCIIOJIHEHUS. WCIIOJIHEHUSI JIOKYMEHTOB B
WNudopmupoBaTh pyKOBOAUTENS 00 UCIIOJTHEHUH. | OpraHU3aIUH.

CHATb JOKYMEHT C KOHTPOJS M HAamnpaBuUTh | TUNOBBIE CPOKU HCIIOIHEHUS
UCTIOJTHEHHBIN TOKYMEHT B JIEJIO. JIOKYMEHTOB.
O600mare W  aHanu3upoBaTh  pe3yibTarhl | [IpuHIMnDBel  paboTel  co
KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB. CPOKOBOH KapTOTEKOM.
[Tonb30Batbes aBTOMAaTu3MpoBaHHBIMU | HazHaueHne u TexHoOJIOTHA
CUCTEMAMH Y4Y€Ta, PEruCTpalud, KOHTPOJS U | TEKYIIEro u
MH(OPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMHU TPHU | MPEAYHIPETUTEIILHOTO
paboTe ¢ TOKyMEHTaMU OpTraHU3aIIH. KOHTpOJIS.
IIpaBuna COCTaBJICHUS
AQHAJTUTUYECKUX CIIPABOK I10
opraHmzanuu  paboTel €
JOKYMEHTaMU U KOHTPOJIIO
VICTIOJIHEHUS TOKYMEHTOB.
IIK 1.4. | [lonb3oBaThcst OazamMu jJaHHBIX, B ToM uucie | [IpaBuia co3gaHus U BeIeHUS

yIaJIE€HHO.
Bectu yueT 10KyMEHTOB OpraHHM3aluu.

Ocy1ecTBiATH CHPaBOYHO-UH(OPMALIMOHHYIO
pabory ¢  wucmonb3oBaHMEM 0a3  JaHHBIX
JTOKYMEHTOB.

ITonb30Batbes aBTOMATHU3UPOBAaHHBIMU

CHUCTEeMaMH Yy4eTa, PEerucTpaluu, KOHTPOJS U

0a3  MaHHBIX  CIY)KEOHBIX
JOKYMEHTOB B OpraHHU3allHu.
Cucremsl 3JIEKTPOHHOI'O
JOKYMEHTO0000pOoTa.




MH(OPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMHU TpHU
paboTe ¢ TOKyMEHTaMU OpTaHU3aIH.

[IK 1.5. | Ilpumenars mnpaBujia pyccKoro s3eika I1pu | HopmaTuBHbIE MPaBOBBIC
IIPOBEPKE JOKYMEHTOB II€pe]l OTIIPABKOM. aKTBI u HOPMaTUBHO-
[IpoBepsiTh  mpaBUIBHOCTH  OGOPMIICHHSI U | METOJAMYECKHE JIOKYMEHTHI,
KOMIUIEKTHOCTb UCXOSIINUX JOKYMEHTOB. OIPENEIAIOIINE MIOPSIIOK
CoptupoBarh TOKYMEHTHI IO CIIOCO0aM JI0CTaBKHU, | JOKYMEHTAIHOHHOTO
pU HEOOXOIMMOCTH, YIAKOBBIBaTh JOKYMEHTHI U | 00ECTIeUeHHsI YIIpaBICHUSI.
OIPABIIATH. [IpaBuna u Cpoku OTIpPABKHU
[Tonb3oBatTbcs aBTOMATHU3UPOBAHHBIMU | UCXOJALIMX JOKYMEHTOB
CUCTEMaMHU yuera, perucTpanmu,
MH(POPMAIIMOHHO-CIIPABOYHBIMA CHUCTEMaMH TIPU
paboTe ¢ TOKyMEHTaMu OpraHu3aliu

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

[IpaBuibHO pacmonarate ¥ 0QPOPMIISTH PEKBU3UTHI | TpeboBaHMsI, IPEabsBIsEMbIC
Ha JIUCTE MPU COCTABICHUU JOKYMEHTA. K JIOKyMEHTaM B
[IpumeHsTh  COBpeMEHHBIE  MH(POPMALMOHHO- | COOTBETCTBUHU c
KOMMYHHKAIIMOHHBIE TEXHOJOTMU AJisi paboThl C | HOPMATUBHBIMU MPABOBBIMU
JOKYMEHTaMH, B TOM YHUCJIE JIJISl €€ ONTUMU3ALUU U | aKTaMH U TOCYJapCTBEHHBIMU
MOBBIIEHUS YPPEKTUBHOCTH CTaHJapTaMH.
[IpuMeHATH paBuIIa PyCCKOTO SI3bIKA. [IpaBuna  cocraBneHus u
o opMIIeHUS
UH(POPMALIMOHHO-
CIIPaBOYHBIX,
OpraHU3alMOHHBIX,
YIIPaBIECHUYECKUX
JIOKYMEHTOB.
2.1. Copep:xanue NPaKTHKH
Bunsr Bunager pabot Copnepxanue HanmenoBanue Komnue
NEeATEIbHOCTH OCBOEHHOT0 JUCLUILINH, CTBO
yueOHOT0 MEXIUCIHUIITMHAPHBIX 4acoB
MaTepuana, KYPCOB C yKa3aHUEM (wenenp
HE00X0IMMOr0 TeM, 00€CTIIeUNBAIOIINX )
JUISIBBITTOJTHEHHUS BBITIOJTHEHUE BUJIOB
BHUJIOBPaOOT pabor
- o3HakomuieHue ¢ (Tema 1. Ocnopasre MJIK.01.01 8
TIJIaHOM IIOJIOKCHU A HOKyMeHTaHI/IOHHOG
MIPOXOKICHUS W CIJIOMIPOU3BOJACTBA oOecIieueHme ACATCIBHOCTH
[PaKTHKY; OpraHU3alux
- NHCTPYKTaX O
MPOXOXKICHUN
MPaKTUKU;
- aHaius miana; (Tema 2. M/JK.01.01 12

HOKYZ;;SHPOB -1aTh (O3HaKOMIIEHUE C JToxymeHTarmoHHoe

ynpasscrsiccro  [\APAKTEPHCTIIKY CPramaono gg:ﬁ:;;lﬁ; JEATEILHOCTH

H NeITeIbHOCTH praHH3alnH, opranH3aImH

v opranmzauus [ U13YIUTH
pa60TBI c OCHOBHEIC
JOKYMEHTAMU HaIpaBJICHUS




EeATEIIbHOCTH
OpraHu3aluu.

- 3HAKOMCTBO C
OPraHU3aLMOHHOMN
CTPYKTYpPOii
OpraHu3aluy;

- aHAJIH3
HOPMAaTUBHO-
[IPABOBBIX aKTOB U
ITUTEpaTyphl,

- aHAJIH3

e TeTbHOCTH
OpraHu3aIuy;

- IOJITOTOBKA 1
odopmIieHre
ITHCBHUKA.

Tewma 3.
Odopmnerune
imoxymeHnToB B Word

MJIK.01.01
/ToxymeHTanmoHHoe
oOecreyeHne AesATeIbHOCTH
OpraHU3aIuu

-U3Y4YUTh
OpraHU3alMOHHY
t0 CTPYKTYPY
OpraHu3aluy;
[IpOaHAIU3UPOBAT
b HOPMaTUBHO-
[IPABOBbIE AKTHI.

Tewma 4.
Odopmienne
imoxkymeHToB B Excel

MJIK.01.01
J/ToxymeHTanmoHHoe
oOecreyeHne AeITeIbHOCTH
OpraHU3aIuu

12

- U3yUCHHC
3aKOHOJIATEILCTBA
)
pEeTrIIaMEHTHP YOI
ero JesITeIbHOCTh
OpTraHU3aIiH,

YUPEKACHUS;

- pa3paboTka
MPOEKTOB
MPaBOBBIX
ITOKYMEHTOB,
CBsS3aHHBIX C
e TEIIbHOCTHIO
OpraHu3aIi.

Tema 5.
Odopmrnenne ommcu
e

MJK.01.01
J/ToxymeHTanmoHHOe
oOecrieyeHue IesITeIbHOCTH
OpraHu3anuu

16

- 1aTh
XapaKTEPUCTUKY
NesATeTbHOCTH
OpraHU3aINH;
MPOAHATIN3UPOBAT
b
3aKOHOJIaTeIbHBIC
AKTHI,
PETYIUPYIOIIHE
esATeTbHOCTh
OpraHu3aIiy.

Tema 6.
O0ecneueHue
COXPaHHOCTH
ITIOKYMEHTOB

MJIK.01.01
JTOKyMEHTAI[MOHHOE
oOecreyeHne AeITeIbHOCTH
OpraHu3aIn

12




-pa3paboTaTh Tewma 7. Ilogroroska MJIK.01.01 12
[pOLIECCYallbHbIE IOKYMCHTOB K JloKkyMeHTallMOHHOE
IOKYMEHTBI; ApXUBHOMY oOecrieueHue JeaTeIbHOCTH
XpPaHEHUIO OpraHu3aluu

[pOaHaIN3UPOBAT
b MaTepUabl.

- BBIIIOJIHEHUE Tema 8. MJIK.01.01 12
yKagaHHI‘,’I CocraBienue akta  |/loKyMeHTamOHHOE
pPyKOBOHUTENsS OT [IPUEMa-Iepesiain obecrieueHre AeaTeTbHOCTH

OpraHu3auu MIOKYMCHTOB OpTraHu3aluu

- cOop, 0OpaboTKa 8
U CHCTeMAaTU3aIIHS
AMITHPUIECKOTO
MaTepuana,
€KEeTHEBHOE
BHECEHHUE 3aIIUCEN
B JIHCBHUK;

BenecHne THEBHUKA. 8
Hanucanue otuera
10
MPOU3BOJACTBEHHOU
MPAKTHUKE.

3. . ¥YcjoBusi OpraHu3anui 4 NPoBeAeHUsI MPAKTHKU
3.1. TpeGoBaHus K JOKYMEHTALMH, HEOOXOAUMOM /115l IPOBEICHUS IPAKTUKH:
MporpaMma pou3BOJICTBEHHON MMPAKTUKHU;
JIOTOBOP 00 OpraHU3aIlly NMPAKTHKY;
HaIpaBlieHUE Ha MIPAKTUKY;
WHAUBUAYaAIbHOE 33/1aHUE;
JTHEBHUK MPAKTHKY;
aTTeCTAllMOHHBIN JIUCT;
XapakTepucTHKa paboThl 00ydJaroLIerocs;
OTYET MO MPAKTHKE.

3.2. TpeOoBaHuA K Y4eOHO-METOAMYECKOMY 00€CIICYCHHIO NPAKTUKH

[IpakTuka umeeT 1eapo KoMIUIeKcHOe ocBoeHue ctyaeHTamu [IM.01 JokymenTupoBanue
YIPaBJICHUYECKON JACSITEIPHOCTA U OPTaHU3aIvs padoThHI ¢ JOKyMEHTaMu, (hOpMUpOBaHUE OOITUX
U TnpodecCHOHANBHBIX KOMIIETEHIIMH, a TakkKe MpHOOpeTeHne HEeOOXOIUMBIX YMEHHH U
MPAKTUYECKOTO OTBITA.

VYyeOunas npaktuka npoxoaut B Komnemke [Iaturopckoro uncrutyra (pumman) CKOY,
yi. Epmoniosa 46.

JIns HanmcaHus OTYeTa CTYAEHTaM BbLAAIOTCS METOoIHUECKUEe YKa3aHus 110 OpraHu3aluu
Y TIPOBEJICHHUIO YUeOHOUW MPAKTUKUA U WHIUBHUIyAIHHBIC 3a/TaHHS.

WunuBunyansueie 3amanus 1o [IM.01  JlokymeHTupoBaHuEe  yIpaBIE€HYECKOM
NeSATeTLHOCTH ¥ OPTaHu3aIis paboThI C TOKYMEHTAMU:

1. HenompousBoactBo B cucteme J[OY. CTpykTypa opraHuzaluu [IeJONpPOU3BOJACTBA Ha

NPEIIPUATHH.

2. Opranuzamus  pabodyero Mecta JenonpousBogutens. Cxema pabodyero  mecta
JETIOTIPON3BOIUTEIIS.

3. OO6paboTka nmocTynaroeil KoppecoHeHIINH.

4. Odopmuenue ciryxeOHbIX JoOKyMeHTOB. Kitaccudukamms 10KyMeHTOB.

5. Pabora c¢ mocrynaromeir koppecmoHaeHmue. CrocoObl TpHEMa  MOCTYMAKOIEH



KOPPECIOHICHIIUH.

Co3znanue 1 3aMoTHEHUE PETUCTPAIMOHHBIX (DOPM TOKYMEHTOB ((KypHAJIbHASI U KAPTOYHAS ).
Hanpasiienue nocrynaroiieid KOppeCoOHIEHIIMU B CTPYKTYPHOE IOIpa3/ieliCHuUE.
Wupekcanus noctynamoiieid KOppecrnoHIeHINH.

9. TlonsaTue mocTymnamwIeid KOPPECIOHICHIINH, €€ KIIacCCH(PUKAIHSI.

10. Co3zmanue knaccupuKay MOCTyHAoMEH JOKyMEHTAIUH.

11. XapakrepucTuka 10KyMEHTO000POTa OPraHU3alNH.

12. TlocTynnenue 10KyMEHTOB B OpraHU3aIUI0, CTPYKTYpPHBIE MOIpa3esieHusI.

13. Opranusarus paboTHl C JOKyMEHTaMH, COACPKAIMUMA KOH(DUICHINATBEHYI0 HH)OPMAIIHIO.
14. KynpTypa paboThl ¢ TOKyMEHTaMU Ha pab0YMX MECTax.

15. Opranusanus npuéma noceturteneil 1 padbora ¢ 0OpaleHUsIMHA TPakIaH.

S

3.3. TpeGoBanus K MaTePHAILHO-TEXHMYECKOMY O0ecre4eHH 0

Peanuzarus mporpammer yueOHoi mpaktuku [T 01.01 ocymectBisieTcss B y4eOHBIX
nomemenusix Kommemxka Ilaruropckoro wunHcrtutyra (pumman) CKOY wu  cOOTBETCTBYIOT
TpeOOBaHUSM TEXHUKH O€30MacHOCTH U MPOTUBOIMOXKAPHON O€30MacHOCTH MpHU MPOBEICHUU
yueOHoM npakTuku, npegycMoTpenHbix @I'OC CIIO.

MatepuaabHO-TEXHUYECKOE obecrnieueHue COOTBETCTBYET  MpodeccrnoHalbHOI
JESITEJIBHOCTH U JIa€T BO3MOXHOCTh OBJIQJIETh YCTAHOBJIEHHBIMM KOMIIETEHIIMSIMH 110 BCEM
OCBaMBaeMbIM BHUJAM JEATEIBHOCTH, MPEIyCMOTPEHHBIM MPOTPaMMON, C HCIHOJIB30BaHUEM
COBPEMEHHBIX TEXHOJIOTUH, MaTEPUAIOB 1 000PYIOBAHHS.

Bce nmomemeHus —CcOOTBETCTBYIOT  TpeOOBaHUSIM  TEXHMKH  O€30MacCHOCTH U
IIPOTUBONOXKAPHOI 0€3011aCHOCTU IIPU MIPOBEIECHUH YU€OHOM MPAKTUKH.

34. IlepeyeHb OCHOBHOI1 U 10TIOJIHUTEIbHOI JTUTEPATYPbl, HHTEPHET-PeCcypcoB,

He00X0MMBbIX /IJIsl IPOBe/IeHNs PAKTUKHU
OCHOBHBIE UCTOYHUKH:

1. ApacnanoBa, B.A. JlokyMeHTalMOHHOE oOecreueHne YNpaBieHUs: y4yeOHO-NPaKTHUECKOe
nocoOue B cxemax, Tabnuiax, oopasuax : [12+]/ B.A. ApacnanoBa. — 2-e u31., I01. 1 riepepad. —
Mockga ; bepnun : lupext-Menua, 2020. — 265 c. : un., Tadn. — Pexxum gocTymna: 1o noJmucke.
— URL: http://biblioclub.ru/index.php?page=book&1d=578394
2. ApacnanoBa, B.A. CinyxeOHble TOKYMEHTHI: (hOpMYIISpbI U IpUMEPBI 0dopMIIeHUs. AJIbOOM:
yaeOHo-TIpakTuueckoe mocodue : [12+] / B.A. Apacnanora, E.C. BypmucrpoBa. — Mocksa ;
bepmur : Jlupexr-Memma, 2020. — 108 c. — Pexxum pocryma: nmo mopnucke. — URL:
http://biblioclub.ru/index.php?page=book&id=578396
3. Kabamos, C.1O. /lenonpon3BoACTBO U apXUBHOE JIeJI0 B TEPMUHAX U ONpPEeNeHHsX : yueOHOoe
nocobue / C.1O. Kabamos, N.I'. AchanauspoBa. — 3-e uza., crep. — Mocksa : ®@nunra, 2018. —
295 c. — Pexxum J0CTyna: o MOJIIKCKE. — URL:
http://biblioclub.ru/index.php?page=book&id=69168
4. CmupHoga, E. I1. Jlenonpon3BoacTBo 115 cekpeTapsi. PazpaboTka, yueT u XxpaHeHHe ciyKeOHoH
JTOKyMeHTaIuu : npaktuaeckoe mocooue / E. I1. CmuproBa. — 2-¢ m3a. — Caparos : Aii [1u Dp
Menaua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TeKcCT : 3MEKTPOHHBIH // DIEKTPOHHO-
ouommoteunas cuctema [IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622 . html

JlonoJaHUTENbHAS JIUTEpATypa:
1. Tenpuapos, A.Jl. ApxuBoBeaeHue : yueoHoe mocodue : [16+] / A.Jl. Tenpuapos. — 2-e uzm. —
Mocksa : [lamkos u K°, 2018. — 184 c. : un. — (YueOHble n3ganus st 6akanaBpoB). — Pexxum
noctyna: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440
2. YrpaBieHue JOKyMeHTaluel 1 apxuBaMu 3a pyoexxoM : yuebHoe nocobue : [16+] / coct. C.B.
Makapuyk, C.II. 3Barun ; KemepoBckuii rocygapcTBeHHbI yHuBepcuTeT. — KemepoBo
KemepoBckuil rocynapcTBeHHblil yHuBepeuteT, 2019. — 274 ¢. — Pexxum nocTyna: 1o noamucke.
— URL: http://biblioclub.ru/index.php?page=book&id=574229
3. Xauatpss, ['. A. Opranu3aius 1 COnpoBOXKIECHUE YIEKTPOHHOTO TOKYMEHTO000pOTa : YUeOHHK



st CITIO / T'. A. XauarpsiH, U. B. Ky3nenoa. — Caparos : [Ipodob6paszosanue, 2020. — 156 c.
— ISBN 978-5-4488-0877-7. — TekcT : aNeKTPOHHBIN // DIEKTPOHHO-OMOINOTEUHAsT CHCTEMa
IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/97086.html

4. XauvarpsH, I'. A. Opranuzanusi ¥ TEXHOJIOTHS PaOOThI ¢ KOHPUACHITUATBHBIMUA TOKYMEHTAMU :
yuebnuk s CITO / T'. A. XauarpsH, U. B. Ky3nenosa. — Caparos : [Ipodo6pazosanne, 2020.
— 283 ¢. — ISBN 978-5-4488-0742-8. — TekcT : 3MeKTPOHHBIN // DNEKTPOHHO-OMOIMOTEYHAS
cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/97087.html

ITporpamMMHOe obecrieueHue:
1 Anbt Paboyas cranmus 10
2 Anpr Pabouas crannusa K
3 | Anbt «CepBep»
4 | Tlaker oducHbIX mporpamm - P7-Oduc

Meroaunueckas nureparypa:
MeTtonnyeckue yka3aHus 10 OpraHU3ally U IPOBEACHUIO Y4eOHOM MPaKTUKHU.

3.5. TpeGoBanusi K pyKOBOIUTEJIAM NPAKTHKH OT 00Pa30BaTeILHOI0 YUpeKIeHUs
PykoBoauTeneM NpPakTHUKH SBISETCS IPENOJaBaTeNb, OCYLIECTBIIONIMNA 00ydeHne
CTYJICHTOB B paMKax Mpo¢eCcCuOHAIbHOM MOATOTOBKH.
TpeboBaHus K YpOBHIO KBaTHpUKaMU pykoBoauTess npaktuku onpenenstores GI'OC CIIO no
npodeccun 46.01.03 Jlenonpons3BoauTeNb.

4. KoHTpOJIb U OlIeHKA Pe3yJIbTATOB MPAKTUKHU
[To 3aBepuieHNMM NPaKTUKU B 1 ceMecTpe CTYAEHT MUILET OTYET MO MPAKTUKE U CHAET
nudepeHIpPOBaHHBIN 3a4eT (3aIIUTa OTYETa MO0 MPAKTHKE).
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