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1. MACHOPT PABOYEM IMPOT'PAMMBI IPOU3BOJACTBEHHOM MPAKTUKH

1.1. Ob6aacTh NpMMeHeHHs] TPAKTHUKH

PabGouass mporpamma MNpOW3BOJICTBEHHOW NPAKTUKHU SIBISETCS YacCThIO MPOrPaMMBbI
MOATOTOBKH CIIEIIMAIMCTOB cpeanero 3BeHa B cooTBercTBHH ¢ PI'OC no cnemmansHocTr CI1O
46.02.01 «JlokyMeHTAIlMOHHOE OOecIleueHne YIPaBICHUS U apXUBOBEIACHUEY, YTBEPIKICHHOTO
npukazoM MunucrepctBa npocselienus Poccuiickoit @enepannu ot 26.08.2022 1. Ne 778.

Ocy1ecTBieHre peanu3anuu padoyeil mporpaMMbl MPeayCMOTPEHO Ha TOCYIapPCTBEHHOM
SI3BIKE.

Pabouass mporpamma MOXeT OBITh peaqu30BaHA B COOTBETCTBUU C HWHIWBUIYaTbHBIM
y4eOHBIM IUTAHOM 00YYaIOIeToCs.

[Ipu peanuzanuu paboyeil mporpaMMbl HE MOTYT ObITh UCIIOJIb30BaHbl METO/IbI M CPENICTBA
oOyueHusi, oOpa3oBaTe/ibHbI€ TEXHOJOTUHU, HAHOCSIINE Bpel] GU3NUECKOMY WM MCUXUYECKOMY
3I0POBBIO 0OYYAIOIITUXCS.

OcBoenue paboueii mporpaMMbl MPOU3BOACTBEHHON MPAKTUKU COMPOBOKIACTCS TEKYILIUM
KOHTPOJIEM yCIIE€BAEMOCTH M MPOMEKYTOYHON aTTecTalueil 00yyaromuxcs.

PaGouas mporpamma MOXET ObITh UCIIOJIb30BaHA B JOIMOIHUTEIHHOM MPOGECCHOHATEHOM
obpaszoBanun no crneuuanbHoctu 46.02.01 «/lokymeHTanmoHHOE obOecrieueHue yNpaBieHUS U
apXUBOBEACHUEY.

1.2. MecTo nNpPOU3BOACTBEHHOH TIPAKTHKH B CTPYKType TMPOrpaMMbl MNOATOTOBKH
CIENUAIUCTOB CpPeIHEro 3BeHa: MPOrpaMMa TPOM3BOJACTBCHHONH NPAKTHKH OTHOCHUTCS K
npodecCHOHATBLHOM MOATOTOBKE M BXOJUT B UK [IpodeccrnoHambHble MOTYIIH.
[Ipou3BOJCTBEHHAsT TPaKTUKa TIO3BOJISIET OCBOMTH BHUABI  MPO(EecCHOHATBHOM
nesitensHocTH (BILJ):
" OcylIecTBICHHE OPraH3aHOHHOTO U JOKYMEHTAIMOHHOTO 06ECIICUeHH S IS TebHOCTH
OpraHu3aIH.

1.3.1les1u 1 3a1a4u NPOU3BOACTBEHHON NPAKTUKU:

[IpakTuka mnpencraBisieT co0oil BUA Y4eOHON MAESITENbHOCTH, HAINpPaBJICHHBIM Ha
(opMHpOBaHKE, 3aKPEIUIEHUE, Pa3BUTHE NMPAKTUUECKUX HABBIKOB M KOMIIETEHLUH B Ipolecce
BBIMIOJIHEHUSI  OTHENIBHBIX BHJOB paboOT, CBsA3aHHBIX ¢ Oyxaymedl mpodeccuoHaabHON
JESATEIBHOCTBIO.

[IpakTuka obecmeynBaeT: MOCIEIOBATENBHOE pACHIMpEHHE Kpyra (HOpMUPYEMBIX Y
00yyaromerocsi yMeHui, HaBBIKOB, IPAKTUYECKOTO OMBITA U UX YCIOKHEHHE TI0 Mepe Iepexoa
OT OJJHOTO dTana IPaKTUKHU K IPYromy, LEJIOCTHOCTh MOArOTOBKY CIELUATUCTOB K BBIIIOIHEHHUIO
OCHOBHBIX TPYAOBBIX (DYHKLUH, CBS3b IPAKTUKU C TEOPETUUECKUM O0yUEHUEM.

B pesynbpraTe mpoXoKAEHUS NPOU3BOACTBEHHOM INMPAKTHKH, PEAM3YyEeMOH B paMKax
IPOrpaMMbl  MOATOTOBKHM  CHELUAJINCTOB CPEOHETO 3B€HA M0 KaXAOMY W3 BHJIOB
npodeccuonanbHOl AesTenbHOCTH, TpeaycMoTpeHHbIXx PI'OC CIIO, obywaromuiics TOJKEH
npuoOpECTH celyroIUi NPaKTHUECKUI OMBIT:



Tabauua 1.

Bun Kon u HaumeHoBaHue IIpuoGperaemblii NpaKTHYECKUH
npogeccuoHaILHOM npodeccuoHAIBLHOT0 ONBIT
AeATeTbHOCTH MOJYJIs

Ocy1ecTBIIeHHE I[IM 01 OcymecTBieHue | - MOITy4eHUs HEOOX0AUMON MH(OPMAaLUK 1
OpraHu3allMOHHOIO Opra”Hu3anuoOHHOIO U | epeaayun CaHKIMOHUPOBAHHOM
u JIOKYMEHTAllUOHHOTO I/IH(i)OpMaHI/II/I C UCIIO0JIb30BAHUEM CPECACTB
JIOKYMEHTALHOHHOTO | 00ecIedeHns AesTenbHocTy | WHPOPMALHOHHBIX 1 KOMMYHHUKAIMOHHEIX
obecreyeHust OpraHM3aluN TCXHOOTHH. L

- KOOpJUHAIIMK PA0OTHI IPUEMHOM
JACATCIIbHOCTHU I

PYKOBOAUTECIIA U 30H TIPpUCMa pa3JINYHBIX
OpraHu3aluu

KaTeropui rnoceTuTesed opraHu3aimi.

- TUTAHUPOBaHUS pabodero BpeMeH!
PYKOBOIUTENSI U paboyero THs ceKperapsl.
- OpraHU3aIMH JICTOBBIX MMOE3I0K
PYKOBOIUTENS U APYTUX COTPYIHUKOB
OpraHu3aIrH.

- OpraHu3aIiy U MO IeP KaHus
(hyHKIIMOHATHHOTO pabodero
MPOCTPAHCTBA.

- OpraHu3aIiy MOArOTOBKU U MPOBEICHUS
KOH(EPEHTHBIX MEPOTIPUSTHIA,
obecnieueHust HHPOPMAMOHHOTO
B3aUMOJICHCTBUS PYKOBOJUTEIS C
MOJIPA3JICTICHUSAMH U JIOJKHOCTHBIMHU
JUIaMH OPTaHU3AIHH.

- o(hopMIICHUS OPTaHU3AIIMOHHO-
PacIopsSIIUTENLHBIX JIOKYMEHTOB H
opraHusanuu paboThl ¢ HUMH, B TOM YHCIIE
C MCTIOJIb30BaHNUEM aBTOMATH3UPOBAHHBIX
CHCTEM.

- o(pOpMIICHHUS TOKYMEHTOB 110 THYHOMY
COCTaBY U OpraHU3aIHUH PabOTHI ¢ HUMU, B
TOM YHCJIE C UCTIOIb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM.

- OpraHU3aIMH TEKYIIEro XpaHeHUs
JIOKYMEHTOB, 00paOOTKH JeJT 115t
OTIEPaTHBHOTO M apPXUBHOTO XPAHCHUS, B
TOM YHCJIE C UCTIOTBb30BaHHEM
ABTOMATHU3HMPOBAHHBIX CHCTCM.

1.4.Kotu4ecTBO 4acoB Ha 0CBOEHHME IPOrPaAMMBbI POM3BOICTBEHHON MPAKTHKH:

Bcero yacoB Ha MpOM3BOJICTBEHHYIO MPAKTUKY: 36 4acoB, B TOM YHUCIIE:

[IponsBoacTBeHHAs MpakTHKa 36 4acoB.




2. PE3YJIbTATHI OCBOEHMS PABOYEN TPOT'PAMMBI TPOU3BOJCTBEHHOM
ITPAKTUKHU

2.1. OO0mme u mnpodeccHoHaIbHbIe KOMIeTeHIHH, ¢GopMupyeMble B pe3yJabTare
NPOXO0KAeHUS MPOM3BOICTBEHHOM NpaKkTUKH B cooTBeTcTBMHU ¢ PI'OC no cnenuajbHOCTH.
PesynpratoM HpOXOXKIACHWS NPOU3BOACTBCHHONW IPAKTUKH SIBISIETCA  OCBOEHHUE

00yyaromuMucs BUJIOB MTPO(ECCHOHATBHON A€ATEIbHOCTH:
" OcylecTBiIeHHE OPTraHU3aHOHHOTO ¥ JOKYMEHTALIHOHHOTO 00ECIIeUeHHs IeATeNbHOCTH

OpraHu3aluy.
B ToM ymciie obmmmu (OK) u npodeccrnonansapivMu (I1K) kommereHusaMu:
Tabnuia 2
Kon HanMeHoBaHue 001X KOMIETEeHIU
OK 1. Br16upath croco0bI perieHus 3a1a4 NpopecCHOHANBHON NeITebHOCTH MPUMEHUTEIFHO K
Pa3IMYHBIM KOHTEKCTaM,;
Hcronb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAJIN3a U MHTEPIIPEeTannl HH(opmaIim
OK 2. ¥ MH(POPMALIMOHHBIC TEXHOJIOTUY IS BBIMOTHEHHS 3a/1a4 MPO(PECCHOHATBHON
ACSATEIbHOCTH;
[TnaHUpOBATh U PEATH30BBIBATH COOCTBEHHOE MPO(MECCHOHAIBHOE U IMYHOCTHOE
OK 3 pasBUTHE, IPEAIPUHUMATEILCKYIO IEATEILHOCTD B TipodeccroHanbHoil chepe,
’ UCIIOJIb30BaTh 3HAHUS IO (PMHAHCOBOW T'PAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX
CHUTYalHsIX;
OK 4. D¢ (heKTHBHO B3aHMOJICHCTBOBATH M pabOTaTh B KOJJICKTHBE U KOMAH/E,
OCYHICCTBHSITL YCTHYIO 1 TIMCbMCHHYIO KOMMYHUKAIIUIO HAa TOCYy1apCTBEHHOM S3BIKE
OK 5. Poccuiickoit depepanun ¢ yaeToM 0cOOEHHOCTEH COIMATBHOTO U KYJIBTYpHOTO
KOHTEKCTA,;
OK 9. [Monb30BaThes MPOPECCHOHATBHON IOKYMEHTAIMEH Ha FOCYIapCTBEHHOM U HHOCTPAHHOM
SI3bIKAX.
BI 1 OcyuiecTBiIeHHE OPraHU3ANMOHHOI0 U JOKYMEHTAIIMOHHOI0 00ecreYeHunst
AeSITeJIbHOCTH OPraHU3AlMH.
K 1.1 Ocy1ecTBISITh IPUEM-TIepeauy yIpaBlIeHIeCcKoi HH(OPMAIIUU C TTOMOIIBIO
o cpencTB HHGOPMAIMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJOTHMA.
K 1.2. KOOpI[I/IHI:IpOBaTB paGOTy [IPUEMHOUN PYKOBOAMUTEINS, 30H IPUEMA PA3JTUYHBIX
KaTerOpHil NOCETUTENEH OpraHU3aliy.
K 1.3, Brnagets HaBbIKaMU TUTAHUPOBAHUS Pab0YET0 BpEMEHHU PYKOBOIUTENS U
cekperapsi.
K 1.4. Ocy1iecTBISTh NOATOTOBKY JI€IOBBIX MOE30K PYKOBOJIUTENS U IPYTUX
COTPYAHUKOB OpraHU3al1H.
K 1.5. Brnagets criocobamu opranuzanuy pabodero mpoCcTpaHCTBa MPUEMHON 1 kabuHeTa
PYKOBOAMTEIIS.
OcymiecTBIATh padoTy MO MOJATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX
[K.1.6 MEpPOMPUATHIA, 00ecrieunBaTh HH(HOPMAILIMOHHOE B3aUMOICHCTBIE PYKOBOJUTES C
MOJPa3ICICHHUSIMU U TOJXKHOCTHBIMU JIMLIAMH OpraHU3allHH.
K 1.7 OdopMsaTh OpraHU3alMOHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI M OPraHU30BbIBATh
paboTy C HUMH, B TOM UYHKCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.
K 1.8 OdopMIATH TOKYMEHTHI TI0 TMYHOMY COCTAaBY M OPTaHU30BBIBaTh pabOTy ¢ HUMH,
B TOM YHCJI€ C HCOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
Opranu3oBbIBaTh TEKYIIEE XpaHEHUE JOKYMEHTOB, 00pabOTKy e st
IK.1.9 ONEPAaTUBHOTO U APXUBHOT'O XPAHEHMSI, B TOM YHUCJIE C UCIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.




3. CTPYKTYPA U COJIEP)KAHUE MMPOIr'PAMMBI TIPOU3BOJACTBEHHOM NPAKTUKH

3.1. O0beM NPON3BOACTBEHHOM NPAKTHUKH M BH KOHTPOJISI.

Buj yueoHoii paGoThI Oo0bem Bupa xoHTpoas
4acoB
IM.01 OcymecTBjieHde OpPraHU3alMOHHOIO0 M JOKYMEHTAMOHHOIO olecne4eHus:
JACATEJIbHOCTH OPraHu3aluu.
Bcero 4acos, B TOM YHUCIIE 36
I1I1.01.01 Ilpon3BoacTBeHHAS NPAKTUKA 36 KoMIUIEKCHBIN 3a4€eT C OLIEHKOM




3.2. TemaTn4yecKHuil IVIaH M COACPKAHUE NPOU3BOICTBEHHON NPAKTUKHA

HaumeHoBaHue npodeccuoHAIbHBIX Conep:kaHue BbITIOJHAEMbBIX PadoT Obnem Kon
MojyJieil, IPaKTHK, Pa3/ieJ0B, TeM 4ACOR npogeccuoHATbHBIX U
001IUX KOMIIeTeH UMl
1 2 3 4
IIM.01 Opranu3anus OK 01 -OK 09
JAOKYMEHTALMOHHOI0 00ecneyeHust IIK1.1-1.9
ynpaBjieHus: 1 GyHKIIMOHHPOBAHHUA
OpraHu3alun
I111.01.01 ITpousBoacTBEeHHASI HNMeTh npakTHYeCKHil ONbIT: 36
NpaKTHKA - IONTy4YeHus1 HeoOXoauMoW NH(pOpMaIMKY U MIepeaad CAaHKIIMOHUPOBAHHOM
WH(GOPMAIIUH C UCTIONH30BAHUEM CPEACTB HH(OPMAITMOHHBIX H KOMMYHHUKAIIMOHHBIX
TEXHOJIOTUH.
- KOOp/IMHAINHU pabOoThl MPUEMHON PYKOBOJIUTENSI M 30H PUEMa pa3THUHBIX KATETOPHA
MOCETUTEIICH OpraHu3aIui.
- ITaHUPOBaHUA paboyuero BpeMeH! pyKOBOJUTENS U pabodero JHS ceKpeTapsl.
- OPTaHU3alUH JEJIOBBIX ITOE3I0K PYKOBOJUTENA U IPYTUX COTPYAHUKOB OPraHU3aINu.
- OpraHu3aliy U Nojyiep>kanus yHKIIMOHAIBHOTO pabovero mpoCTPaHCTBa.
- OpraHu3aIiy MOATOTOBKHU M MPOBEIeHNsI KOH(DEPEHTHBIX MEPOTIPUATHIA, 00eCTICUSHUS
WH(OPMAIIIOHHOTO B3aMMOAEUCTBHUS PYKOBOTUTENS C TTOAPA3AeTICHUSIME U
JOJDKHOCTHBIMMU JIMIIaMU OpraHyu3alu.
- o(hopMIICHHS OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB U OPraHU3aIlul
paboTHI C HIMH, B TOM YHUCIIE C HCIIOJIb30BAaHUEM aBTOMATH3HPOBAHHBIX CHCTEM.
- ohopMIIeHHA JOKYMEHTOB IO JJMYHOMY COCTaBY M OpraHU3aIluy paboTsl C HUIMH, B TOM
YHCIIE C UCTIOIb30BAaHHEM aBTOMATU3UPOBAHHBIX CHCTEM.
- OpraHu3aIiy TeKYIIero XpaHeHus JOKYMEHTOB, 00paOOTKH AEI IJIs ONIEPaTUBHOTO U
APXHUBHOI'O XPAaHCHMS, B TOM YHCJIC C NCIIOJH30BAHUCM aBTOMATU3MPOBAHHEIX CUCTCM.
Tema 1 U3yuenue CTpyKTyphl Bunsi padot: 2
OpraHu3alum O3HakoOMIICHHE C TPABOBBIMU (YUPEIUTEIHHBIMH ), TOKAIbHBIMA HOPMATUBHBIMA
aKTaMH B pacropsITeIbHBIMY IOKYMEHTaMu opranu3anun. CocTaBleHrEe CITUCKa
HCTOYHUKOB KominiekToBanust OPJI opranmzaium.
Tema 2 U3yyenne MHCcTpyKIIUM 1o Buasi pador: 2
JIEJIOTIPOU3BOJICTBY OPTaHU3AIUH. 3HAKOMCTBO C MPaBUJIAMH COCTaBJICHUS IPOEKTOB U 0OPMIICHHUS TOKyMEHTOB,
TTOPSIIKOM COTJIACOBAHUS U MOANMCAHNS/YTBEPK/ASHUS JOKYMEHTOB B OPTaHM3aIUU
Tema 3 OcobGeHHOCTH Buapl padot: 4




JIOKyMEHTUPOBAHUS JEATEIBHOCTU
YUpEeXKISHUST

O3HaKkOMJIEHUE C MPOrPaMMHBIMU CPEACTBAMHU yU€Ta, XpaHEHHUs, 00paObOTKH U
IMMOUCKAa JOKYMCHTOB, HUCIIOJIb3YCMbIMU B OpraHru3aluu. I/I3quHI/I€ OCHOB 1
cneru@uKy padoThl ¢ JOKYMEHTAIMEH B CUCTEME JIEKTPOHHOTO JIOKyMEHTO000pOoTa
(CB M) opranm3anmu. Mcnons3oBaHue B pad0OTE MI00ATBHBIX M JIOKAITBHBIX CETCH
JUIS IOJTYYEHUs M XpaHeHus: nHopMalu, oOMeHa

Tema 4 3HAKOMCTBO C
JIOKYMEHTOOOOPOTOM OpraHu3aIiu

Bunsbi padort:

Hcnomp3zoBanue COJ1 B pabote ¢ qokymeHTamu. O0paboTKa BHYTPEHHUX
JOKYMEHTOB, 00pa00TKa M OTIIPaBKa UCXOMASAINX TIOKYMEHTOB, IPUEM U NIEPBUYHAS
00paboTKa BXOIAIIMX TOKYMEHTOB. Perucrparusi JOKyMEHTOB U MapIIpy TH3ALHS
JOKYMEHTOMOTOKOB. KOHTpOJIb MCTIONHEHUS TOKYMEeHTOB. H(pOpMalimoHHO-
CIpaBOYHAs U TIOMCKOBasi paboTa ¢ MCIOJIL30BAaHUEM CHCTEM yU€Ta JOKYMEHTOB B
OpraHM3aI}H.

Tema 5 OdopmieHre TOKyMEHTOB

Bunsi pador:

OdopmieHre opraHu3alMOHHBIX, BHYTPEHHHUX (IIPUKA3bl, PacIIOpsKEHUS,
JIOBEPEHHOCTH, 3aIMCKH, CIIPABKHU, aKThl, TPOTOKOJIBI U JpP.) U UCXOAIINX
JIOKYMEHTOB OpraHU3alliy C UCIOJIb30BAaHUEM COBPEMEHHBIX MPOTPAMMHO-
TEXHUYECKUX cpencTB. KOHTPOIb MpaBUILHOCTH COCTAaBJICHHUS, OhopMIICHUS
JIOKYMEHTOB (PEKBU3HUTHI, 0OCOOCHHOCTH HAITMCaHMsI TEKCTOB, MHOTOCTPaHUYHbIE
JOKYMEHTBI), TOPSAKA U3JaHUS JOKYMEHTOB (C yUETOM CTIeIU(HUKH CUCTEMBI
JIeNTOTIPOU3BO/ICTBA opranu3anun). KoncTpynpoBanue 0J1aHKOB OpraHu3aIim,
CO3JIaHHe Ia0JIOHOB JIOKYMEHTOB.

Tema 6 Opranuzanus TEKyILEro
XpaHeHUs JOKYMEHTOB.

Bunsbi padot:

PopMHUpOBaHKE J€T B COOTBETCTBUM C HOMEHKJIATYPOU JI€J1 OpraHu3aIiy.
VYuactue B IMPOBCACHUHN SKCIICPTU3BLI HEHHOCTU JOKYMCHTOB CI/ICTeMaTI/BaLII/ISI
JIOKYMEHTOB T10 CTPYKTYPHO-XpPOHOJIOTHYECKOMY TpuHIumy. OdopMieHne yuéTHBIX
JOKYMCHTOB INOCTYILTICHUA 1 BBLIOBITHS JCII.

Tema 7 O3HaKOMJIEHHE C
YCTaHOBJICHHBIMU B OpraHu3aIiu
HpaBI/I.HaMI/I IIOATOTOBKU )IOKYMCHTOB
K IIEpeaade B apXuB

Buasi padort:

O3HakoOMJICHUE C YCTaHOBJICHHBIMU B OpraHU3aIMK PAaBUJIAMU ITOATOTOBKH
JIOKyMEHTOB K Tiepenade B apxuB. [10AroToBKa JOKyMEHTOB K Tepeiade B apXuB.
Odopmnenne nen. CocraBieHHe ONUCEH TOKYMEHTOB 1 Aesl. CocTaBlIeHHE aKTOB
BBIJIaYH, IEpEAayM, YHUUTOXKEHHS JOKYMEHTOB.

Tema 8 3HAKOMCTBO C KaTErOpUsIMU
U BUJIaMU JJOKYMEHTOB,
00pa3yIOLINXCs B OPraHU3aLiH,
COJIep KAIINX KOH(UICHITHAIBHYIO

Bunsbi padot:

3HaAKOMCTBO C KaTerOpusMH M BUAAMH JIOKYMEHTOB, 00pa3yIOIINXCS B
OpraHM3alliH, COJAEPKAIINX KOHPHUISHITNAIBbHYI0 HHPopMarmio. OpraHnu3anus
paboTHI IO 00pabOTKE JOKYMEHTOB OTPaHWICHHOTO JIoCTyma. O3HAaKOMIICHHE C




MHPOPMAIHIIO

NPUMEHSEMbIMH B OpraHU3alK CPEeICTBAMU KpUNTOrpaduu A 3aUThI
AJIEKTPOHHBIX JOKYMEHTOB C UCMOJIb30BAaHUEM CIIEIUATILHOTO MPOTrPAMMHOTO
obecniedenusi. BeinonHenue padot mo 00ecrnevyeHn o 3auThl AIEKTPOHHBIX
JIOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOT'O JOCTYTIA.

Tema 9 Oprauu3zamus pabOTbI
IPUEMHON

Buasbi padort:

Opranuzanus paboTsl TPUEMHOH (30H IpUEMA MTOCETUTEIICH): peryIHPOBAHKE
MOTOKA MOCETUTENEH, MPUEM U PETUCTPALUS TOCETUTEIEH.

[TnanupoBanue pabovero JHsS pPyKOBOAMUTEINS U cekpeTaps. [loaroroBka nemnoBbix
BCTPEY M NEPErOBOPOB pyKoBoauTess. PaboTa 1o 00CyKMBaHUIO pa3IMYHBIX
TUIIOB COBEIIAHUN U COOJIIO/ICHUE MPABUJI UX MOATOTOBKU U POBEACHUS.

Tema 10 Benenue TeneoHHBIX
IIEPETOBOPOB.

Bunsbi padot:

OunbTpanus u nepeaapecanus 3BoOHKOB. [Ipuém u nepenaya tenedoHorpamm,
dakcorpamm, cooOIIeHUH 1O JIeKTPOHHOM ouTte. MHpopmanmnonHoe obecrieueHne
NeSITEIBHOCTH pyKOBOAUTENS. O3HAKOMIICHHE C TIpaBUIIaMH PabOThI €
KOH(UICHIMAIbHON HH(DOpMaLIMEel B OpraHn3alyu.

Tema 11 PaboTa o 03HaKOMIIEHUIO
C COCTaBOM ¥ OCOOEHHOCTIMU
JIOKYMEHTOB OpraHu3alun

Buasbl pador:

Pabota o 03HaKOMJIEHHIO C COCTABOM U OCOOCHHOCTSIMH JIOKYMEHTOB
OpraHU3alHy, PEryJIUPYIOIINX TPYA0BbIE OTHOILIEHUS (OpraHU3al[IOHHO-
pacoOpsIAUTENbHBIE TOKYMEHTBI, JOKYMEHTBI 110 TMYHOMY COCTaBY, TPYAOBOI
JIOTOBOP, IOTOBOP O MaTepUAIbHOI OTBETCTBEHHOCTH U T.1.). OdopmieHue
JOKYMEHTOB I10 IMYHOMY COCTaBYy U MX KOIuil (Impu HE0OX0UMOCTH). 3HAKOMCTBO
C cUcTeMOil yHH(pUIIMPOBaHHBIX (OPM NEPBUYHOM yUETHOIN TOKYMEHTAIIUH
opraHu3ainuy. 3anoiaHenue Gopm nepBUUHON yu€THOM NOKyMeHTanuu. Pabora ¢
3asIBJICHUSAMH 110 JINYHOMY COCTaBY, BeJIeHHE U O()OPMIIEHUE TPYIOBBIX KHUKEK.
HcnonwszoBanue CO/1 nmpu paboTe ¢ KapOBBIMH IOKYMEHTaMHU.

HpOMe)KYTO'-lHaH aTTecTanus

KoMmiekCcHBIN 3a4eT ¢ OIEHKOU

10




4. YCJIOBHUS PEAJIM3AIIMUA PABOYEN MMPOITPAMMBI TPOU3BOJCTBEHHOM
IMPAKTUKHU

4.1. TpeOboBaHNsI K MUHUMAJIbHOMY MaTepPUAJbHO-TEXHHYECKOMY 00ecIeYeHH 0

[TpousBoacTBEHHAS MPAKTHKA pPeaTn3yeTcs B OpraHU3alusiX, HallpaBJIeHHUE AesITeIbHOCTH
KOTOPBIX COOTBETCTBYET MPOPECCHOHATBHOU JEATEIHHOCTH OOyYaIOIMIUXCs: HESITeNbHOCTh B
CeKpeTapuaTax, CIykK0axX ITOKyMEHTAIIMOHHOTO OOECTeUeHHs, KaJPOBBIX CIIy)K0ax W apXuBax
TOCYapCTBEHHBIX OPraHOB H YYPSKICHWH, B OpraHax MECTHOTO CaMOYIIPABJICHHUS,
HETOCYapCTBEHHBIX OPTaHU3AIMIX BCeX (OPM COOCTBEHHOCTH, OOMIECTBEHHBIX OPTaHU3AIMSIX
(yupexneHusIx).

OOopynoBaHHe OpraHM3alMd W  TEXHOJOTMYECKOE OCHAIIeHHEe pabouyux MeCT
NPOM3BOJICTBCHHOM TPAKTHKH JIOJPKHO COOTBETCTBOBATH COJCPKAHUIO MPOGECCHOHATBLHOU
NESATENIbHOCTH W J1aTh BO3MOXKHOCTH  OOydaromeMycs OBJaieTh MNpodecCHOHATHHBIMU
KOMIIETEHIIUSIMU TI0 BCEM BHJAM JIEATEIBHOCTH, NPEIyCMOTPEHHBIX MPOTPaMMON, C
UCTIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJOTHH, MATEPHAIIOB M 000Dy IOBAHHSI.

4.2. UupopmanmnonHoe odecnevyeHrne 00y4eHust

Ilepeyensb pekoMeHayeMbIX YueOHBIX U3aHuil, UHTepHeT-pecypcoB, 10NOJIHUTEILHON
JUTEpPaTyphl:

HopmaTuBHo-nipaBoBasi JOKyMeHTaLUS:

1. 3akon P® ot 25.10.1991 Ne 1807-1 «O s3p1xkax HapooB Poccutickoit deneparun» (B pen. Ot
11.12.2002)// Benomoctu CHJ] u BC PCDOCP. 1991. Ne 50. Ct. 1740; C3 P®. 2002. Ne 50. Cr.
4926

2. 3akoH P® ot 23.09.1992 Ne3520-1 «O ToBapHbIX 3HaKaX, 3HaKax 00CIYyKUBAHUS U
HauMEHOBaHMIX MeCT NMpoucxoxaeHus Topapon» // Benomoctu CH/l u BC P®. 1992. Ne 42. Cr.
2322; C3 P®. 2002. Ne52 (u.2). Ct. 5132

3. denepanbHbIil KOHCTUTYIIMOHHBIHN 3aK0H OT 25.12.2000 Ne 2-®K3 «O IN'ocynapctBeHHOM repbe
Poccwuiickoit @eneparm» (¢ u3M. ot 09.07.2002; ot 30.06.2003)/C3 P®. 2000. Ne 52. Y. 1.
Ct1.5021; C3 P®. 2002. Ne 28. Ct. 2780; C3 P®. 2003. Ne 27. Ct. 2696

4. ®enepanbhbiii 3akoH oT 10.01.2002 Ne 1-D3 «OO0 snexkTponHoi noanucu»// Codbpanue
3akoHogarenbpcTBa PD", 11.04.2011, N 15, ct. 2036.

5. @epepanpHbiil 3aK0H 0T 27.12.2002 Ne 184-D3 «O Texuuueckom peryiupoanuny// C3 PO.
2002. No52. Ct. 5140; 2005. Ne19. Cr. 1752

6. @enepanpublii 3akoH oT 22.10.2004 Nel25-®3 «OO6 apxuBHOM 1ene B Poccuiickoit
Oeneparumny// C3 PD.2004.Ne43. C1.4169

7. ®enepanbublil 3ak0H PO ot 01.06.2005 Ne53-D3 «O rocynapctBeHHOM si3blke Poccuiickoit

Oenepammmy// C3 PO. 2005. No23. Ct. 2199
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8. denepanbHblii 3ak0H oT 27.07.2006 Ne 149-03 “O06 nndpopmannu, UHGOPMAITHOHHBIX
TEXHOJIOTUX U 0 3amute nHpopmarwmy / C3 PO. 2006. Ne31 (u.1). Ct.3448

9. Iloctanosnenue [IpaBurensctBa PO 01 27.12.1995 Ne 1268 «O0 ynopss04eHrH U3rOTOBIIEHUS,
UCIIOJIb30BAaHUs, XPaHEHHsT M YHUUYTOXKEHUU TeyaTed U OJaHKOB C BOCIPOU3BEICHHEM
I'ocynapctBennoro rep6a Poccuiickoit @enepauun» (¢ u3M. u jgoi. ot 08.06.2001)// C3 PD.1996.
Ne 2. Ct.123; C3 P® 2001. Ne 24. Ct.2461

10. ITocranoBnenue IlpaButensctBa PO ot 19.06.2002 Ned38 «O eauHOM ToOCyIapCTBEHHOM
peectpe ropuaudeckux Uiy (B pea. Ot 26.02.2004)// C3 P®. 2002. Ne26. C1.2585; 2004. Nel0.
Cr.864.

11. Ilocranosnenue IlpaBurensctBa ot 15 urons 2009 r. Ne 477 "O6 yrBepxkaenuu Ilpasun
JIETIOTIPON3BOICTBA B (peiepabHBIX OpraHax UCTIOJHUTEILHOM BiIacTH"

12. TOCT P 7.0.97-2016. Hauumonanensiii ctangapt Poccuiickoit ®enepauun. Cucrema
CTaHJapTOB MO HH(popManuu, OHOIMOTEYHOMY M H3JAATEIbCKOMY neny. OpraHu3anuoHHO-
pacnopsauTenabHas TOKyMeHTanus. TpedoBanus K ohopMieHHI0 TOKyMeHTOB (yTB. [Ipukazom
Poccrangapra ot 08.12.2016 N 2004-cT)

13.TOCT P 7.0.8-2013. Jlenonpou3BOACTBO U apXUBHOE J1€J10. TepMuHbI U onpeaeneHus. M.:
l'occrannapt Poccun, 2013.

14. TOCT P UCO 15489-1-2007. Cuctema cTaHIapTOB 10 UH(MOpMAIH, OUOINOTEYHOMY U
U3JaTEeNIbCKOMY Jenly. YrpasiieHue nokymeHtamu. OOmue tpeboBanus. M.:CtanmgapTuHdpopm,
2007

15. TOCT 17914-72. OOa0XKKH Jel JUIMTENbHBIX CPOKOB XpaHEHUs. THIBI, pa3Mepshl,
TexHuueckue ycnosus. M.: U3n-Bo ctanmapros, 1984

16. TOCT P 51511-2001. ITeuatu ¢ BocpousBenenuem [ ocyaapcrsennoro repba Poccuiickoit
Odenepannn. Popma, pazMepsl 1 TexHuUeckue TpedoBanust. M.: 'occtangapt Poccun, 2001

17. Ilpuka3z Muntpyna Poccun ot 06.05.2015 N 2761 "O6 yTBep:kIeHHH TPOHECCUOHATLHOTO
crangapra "CoenuaiaucT 1O OpraHU3allMOHHOMY M JOKYMEHTAlMOHHOMY OO0€CIEUYeHUI0
ynpasieHus oprannzauuei” (3apeructpuposano B Muntocte Poccun 02.06.2015 N 37509)

18. IIpaBuina opraHu3aluy XpaHEHUs, KOMIUIEKTOBAHHUs, Y4€Ta U UCIOIb30BAHUS TOKYMEHTOB
ApxusHoro ¢ponaa Poccuiickoit depepannu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
roCyJJapCTBEHHOM BJIACTH, OPraHax MECTHOI'O CaMOYIIpaBieHus U opranusauusax. M.: Pocapxus,
2015.

19. Metonuueckre peKOMEHJAUH 0 MPUMEHEHHIO MTPABUII OPraHU3alliy XpaHEHHUs,
KOMIUICKTOBAaHHUS, ydeTa M UCIOJIb30BaHUS JOKYMEHTOB apxuBHOro (onna Poccuiickoit
®denepalyy U ApYrux apXMBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOIO

caMoympaBlieHUus 1 opranuzanusix. M., 2017.
12



20. ITepeueHb TUMIOBBIX YNPaBIEHYECKUX APXUBHBIX IOKYMEHTOB, 00pa3yloIuXcs B mpoliecce
JeSITeIbHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3AIHH,
C yKa3aHHeM CpPoKOB xpaHeHus. M., 2010.

21. TlonoxxeHue 0 MOPSAKE U CPOKAX XpaHEHUsSI JOKYMEHTOB aKIIHOHEPHBIX 0011eCTB (YTB.
nocraHoBieHueM @enepanbHOM KOMHCCHMHM TO PBIHKY LEHHbIX Oymar ot 16.07.2003)//
Poccuiickas razera. 26.08.2003. No 168

22. Obmepoccuiickuii kinaccudukarop ymnpasienueckon aokymentaruu: OK 011-93 (OKV D).
M.: T'occranmapt Poccun, 1994.

23. IlpumepHass MHCTPYKILUS IO JAEJIONPOU3BOJICTBY B I'OCYJApCTBEHHBIX OpraHu3anusx. M.,

2018.

OcCHOBHBIC HCTOYHUKHU:

1. Hoponuna JI. A. JIokymMeHTallMOHHOE OOeCIIeYeHNE YIPaBICHHs: Y4eOHUK U IPAKTUKYM JUJIS
cpenuero npodeccronansHoro odpazosanus / JI. A. Jloponuna, B. C. Upurukosa. - M: IOpaiir,
2018. - 233 c. // URL: https://urait.ru/bcode/438586

2. lllyBanosa H. H. JlokymMeHTaImoHHOE 00€CTICUCHHE YITPaBICHUS: YICOHUK U MPAKTUKYM IS
cpeanero npodeccuonaibHoro oopasosanus / H. H. lysanosa. - M: FOpaiir, 2018. - 221 c. //
URL:

https://urait.ru/bcode/433679

JlonoJHuTeIbHbIEe HCTOYHUKH:

1. lokyMeHTaIlMOHHOE O0ecTieueHue YIIpaBiIeHus (IeT0ompon3BOACTBO): yueb. mocodue / T.A.
brikosa, T.B. Ky3uenona, JI.B. Cankuna; mox oomr. pea. T.B. Ky3nenosoii. - 2-e usn., nepepad.
u aom.- M: UTHOPA-M, 2018. - 304 c. // URL: https://new.znanium.com/catalog/product/960127
2. Kopnees . K. JlokymenTannonHnoe odecrieueHue ynpasieHus + tectsl B ObC: yueOHUK u
NPaKTUKYM Ui CpeaHero npodeccronaabHoro oopaszosanus / M. K. Kopnees, A. B. ITmenko, B.
A. Mamypues. — 2-e u3., nepepad. u gor. - M: FOpaiit, 2018. - 384 c. // URL:
https://urait.ru/bcode/438491

3. Kysuenos U. H. JlokyMeHTalonHoe obecrneyeHne ynpaBlieHus: IEPCOHAIOM: YYEOHUK U
MPAaKTUKYM 1Jis cpeaHero npodeccuonansuoro oopaszosanust / M. H. Kysuenos. - M: IOpaiir,
2018. - 521 c. // URL: https://urait.ru/bcode/444432

4. Ky3uenos U. H. JlokymeHTanmonHoe obecrneduenne ynpasieHus. JJokyMeHTo000poT u
nenonpousBoacto: yueoHuk s CITIO / U. H. Kysueuos. - M: KOpaiit, 2017. - 476 c.

5. Haropusix P. B. I'ocynapctBennas ciyx6a Poccuiickoit denepannu B mpaBOOXpPaHUTEIBHOM
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chepe: mpoONeMbl TEOpUM U TPAKTUKU aAJIMHHHUCTPATHBHO-TIPABOBOTO  PETryJIHMPOBAHUS:
monorpadus / P.B. Haropusix. - M: UHOPA-M, 2018. - 190 c. // URL:
https://new.znanium.com/catalog/product/966743

6. IIpaBoBoe obecnieueHne nMpodecCHOHATBHON NeaTenbHOCTH: yueOHuk / M. A. I'ypeesa. - M:

na «DOPYMp»: NH®PA-M, 2017. - 240 c. // URL:
https://new.znanium.com/catalog/product/773473

HNHTEpHET-pecypehl:

1. ExxemecsiunbIii npodecCuOHATBHBIN KypHaI «Cexperapckoe bi (S (%%
http://www.sekretarskoedelo. ru/

2. OdunnanbHbli cailT Becepoccuiickoro Hay4HO-HCCIE10BaTENbCKOTO HHCTUTYTA
JIOKYMEHTOBEJICHUS U apXUBHOTO nena http://vniidad.ru/

3. Opuumansublil caitT komnanuu ['apast http://www.garant.ru/

4. Opunmansubiii caiit kommanun Kouncynsrantlltoc http://www.consultant.ru/

5. Odunmanpupiii calT DeaepanbHOro apxXuBHOTO arenTcTsa http://archives.ru/

6. IlpodeccnonanbHbIi )KypHa «JleT0MpOn3BOICTBO U JIOKYMEHTOOOOPOT Ha MPEATIPHITHNY
http://delo-press.ru/archives/rubrics.php

7. lpodeccrnonanbhsiii )xypHan «Cekperapb-pedepent» http://www.profiz.ru/st/

8. IlpodeccuonanpHelii xKypHa «CrpaBOYHUK cEeKpeTaps U ouc- MEHeIKepa»
http://www.sekretariat.ru/magazine-ssom

9. IlpodeccrnonanbHbIi KypHa «JleI0Mponu3BOACTBO U TOKYMEHTOOO0POT Ha MPEANPUITUI
http://delo-press.ru/archives/rubrics.php

10. IIpodeccuonanbHbIN KypHaT «JleTonpon3BoICTBO»

11. TIpodeccrnonanbuplii sxypHan «Jle1onpon3BoacTBO»
http://www.top-personal.ru/officeworks.html

12. TIpoeccnonanbhslii xypHan «CipaBOYHUK CeKpeTaps U 0(huc- MEeHeHKepay
http://www.sekretariat.ru/magazine-ssom

13. LleHTp KOMIETEHIIMHU IO BOMPOCaM JOKYMEHTAITMOHHOTO 00ECIIEYCHHS YIIPABICHUS U
apxXuBHOrO nena http://edou.ru/

14. IleHTp KOMIETEHIMH IO BOIPOCAM JOKYMEHTALIMOHHOTO 00eCHeueHUs] YNpPaBICHUA U
aApXUBHOTO

nena http://edou.ru/

15. OdunmanbHbIT HNurepuer-nopran IpaBOBOI nHpopmanuu//
http://www.pravo.gov.ru/Poccuiickuii

HOPTaJ OTKPBITOro oOpa3zoBanus http://www.edu.ru/
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16. Dnextponnslit pecype: ObC «3nanuym» http://znanium.com

4.3. O0mue TpeOOBaHNS K OPraHU3alui 00pa3oBaTeIbLHOI0 IMpolecca

ConepkaHue BCeX JTANOB MPAKTHKU ONpeAenseTcs TpeOOBaHUSAMH K YMEHHUAM U
INPaKTUYECKOMY OMBITY TNpodeccuoHanbHbIXx Moxayneid B coorserctBuu ¢ PI'OC CIIO mo
cneuuanbHocT 46.02.01 «lokymMeHTalMOHHOE OOecrieueHue yNpaBICHUS U apXHBOBEIACHUE,
YTBEPKACHHOTO MprkazoM MunucrepcTBa oOpasoBanus 1 Hayku PD ot «11» aBrycra 2014 r Ne
975.

ConeprkaHue U pe3yJsibTaT MPAKTHK MPOBOAUMBIX B paMKax MpodecCUOHATBHBIX MOTyJIeH
COI'JIACOBAH C OPTraHU3aLUsIMU, TPEIOCTABIISIOIMMHI MECTa MPAKTUK 00YJatOLTHMCS.

ATTecTanus o uToraM NpakTUK MPOBOAUTCS C YUETOM (MJIM Ha OCHOBAaHUH) PE3YJIbTATOB,
HOJTBEPKJIECHHBIX JTOKYMEHTAMU COOTBETCTBYIOIIMX OpraHu3alMi (aTTeCTAllMOHHBIN JIUCT 1O
IPaKTUKE, OTYET O MPOXOXKIEHUHM MPAKTUKU, JHEBHUK I10 MPAKTHUKE, XapaKTEpUCTHKAa C MecTa
IIPOXOKACHUSI IPAKTUKH).

[Tpu dopmupoBannu (HOHIOB OLEHOYHBIX CPEICTB MPOXOXKACHUS MPAKTUK MpOoIexypa
OLIEHKHU OOLIMX U IPO(eCCHOHATIBHBIX KOMIETEHIIUH OIPEIEIIAE€TCSl COBMECTHO C OpraHU3alUsIMH,
HPEOCTABIIAIOUIMMU MECTA IPAKTUK 00YUYaIOIIUMCS.

@OopMbI OTYETHOCTH M OLICHOYHBIM MaTepua MPOX0oXkISHUs MPAKTHK pa3padaThIBaeTCs U
COTJIACOBBIBAETCS C OpPraHU3aLUsIMU, IPEAOCTABISIONIMMHI MECTA IIPAKTUK 00YyYarOLIUMCS.

PaGouass mporpamma NpOM3BOJACTBEHHOW MPAKTUKH IPeIycMaTpUBAET OCYILIECTBICHUE
00pa3oBaTeNbHON AEATEIBHOCTH Ha FOCYJIapCTBEHHOM si3blke Poccuiickoil deneparum.

Bce u3meHeHusi, BHeceHHbIE B paOouyi0 MporpamMmy MPOU3BOJCTBEHHOW NPaKTUKH,
(UKCUPYIOT B MOSICHUTENILHON 3aMTUCKe (JTMCT M3MEHEHUH U JIOTIOTHEHUH ).

YTBepkaeHHas paboyasi mporpaMma XpaHUTCS B yueOHO-METOUYECKOM OT/IENeE.

4.4. Kanposoe o0ecnieueHrne 00pa3oBaTe/ibHOIO Mpouecca.

Peanuzanus [IPOrpaMMBIl MIPOU3BOACTBEHHOMN MPAKTUKHA obecrnieunBaeTcs
MeJarorH4eCKMMU KaJpaMH, UMEIOIIMMH BBICIIEe O0Opa30BaHUE, COOTBETCTBYIOIIEE MPOPUITIO
NPOBOJUMON TIPAKTHUKH, C OIBITOM JEATCIPHOCTH B OpPraHM3alUsAX COOTBETCTBYIOIICH
npodeccuonansHoi cdepol. [IpenogaBaTenu Mmomxy4aroT JOMONHUTENBHOE MPOQPECCHOHATHHOE
o0Opa3oBaHHe 10 MPOrpaMMaM MOBBIIICHUS KBATU(PHUKAIIMH, B TOM YHCIE B (pOpMe CTAKUPOBKHU B

npoUIbHBIX OpraHu3anuax He pexe 1 pasa B 3 roa.
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5. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS MPON3BOJCTBEHHOM

INPAKTUKH

Bun KOHTpOdsT W OLIEHKH pE3yJbTaTOB OCBOEHHUS IPOU3BOJCTBEHHOW TPAKTUKHU:

KOMILIEKCHBIN 3a4€T C OLIEHKOM. OLIeHKa PE3yJIbTATOB OCBOCHUA HpOPI3BOI[CTB6HHOI>i MMPAaKTUKH

OCYILECTBIISICTCS PYKOBOAUTENIEM MMPAKTUKHU.

Pe3yabTaThl 00yueHUs Kon
(ocBOEHHBbIE YMEHHUS, YCBOEHHbIE npod¢eccUOHAIBLHOTO POpMEI H METO/ILI KOHTPOIS! H OUCHKH
pe3yJbTaTOB 00y4eHusl
3HAHMS) MOOYJIsI

OK 01. BeiOupatrp crmoco0sl perieHus IIMO1 HaOnronenue 3a NEITEIHLHOCTRIO
3amaq poheCCHOHATBHON obOyyarorerocs.
NEATEIPHOCTH  MPUMEHHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM;
OK 02. HMcmomb30BaTh COBpEMEHHEIE I1IMO01 Hab6monenme 3a NI TEeTHLHOCTHIO
CpeicTBa  TMOWCKA,  aHamW3a | obyyarorerocs.
WHTEpIpeTaul  uHOpMAuu U
WH(GOPMAIIIOHHBIE TEXHOJIOTUW IS
BBITIOJTHCHHUS 3a/1a4
po(heCCHOHAIBHOM IEITENBHOCTH,
OK 03. [InanupoBaTh U peanu30BbIBaTh 1IMO1 Hao0mronenne 3a NESITEILHOCTBIO
COOCTBeHHOE TMPOQPECCHOHATBLHOE | obyyJarorerocs.
JTUIHOCTHOE pa3BUTHE,
MPEANPUHUMATENBCKYIO AEITEIbHOCTD
B poecCUOHATBHON cdepe,
WCITOJIB30BaTh 3HAHUS 10 (DMHAHCOBOM
TPaMOTHOCTH B Pa3ITUYHBIX
JKU3HEHHBIX CUTYaIUsX;
OK 04. D¢ dexTHBHO I1IMO01 Hab6monenme 3a JIeSATEITHLHOCTHIO
B3aMMOJICHCTBOBaTh W paboTaTh B obyuarorerocs.
KOJUIEKTHBE U KOMaHJIE;
OK 05. OcyuiectBisiTb yCTHYIHO U TIMO1 Haomronenue 3a NEATEIHLHOCTBIO
MUCPMEHHYI0  KOMMYHHKAI[MIO  Ha 00yJaromerocs.
roCyJIapCTBEHHOM si3bIke Poccuiickoi
denepanuu ¢ y4eToM OCOOCHHOCTEH
COIHMAIHLHOTO " KYJIBTYPHOTO
KOHTEKCTA;
OK 09. Ilons3oBatbes IMO01 BelnosineHne o0yyJarommumest
pohecCHOHANBHON TOKyMEHTAIHeH mpoheCCHOHANBHBIX 3a71ad Ha MPaKTHKE;
Ha TOCYJapCTBEHHOM M HHOCTPAaHHOM
SI3BIKAX.
INIK 1.1. OcymecTBasTh NpUEM- IMO01 Brmmonnenue pabort o
nepenaqay YIpaBIeHIECKOH MTPOM3BOACTBEHHOM MIPaKTHKE,
nH(GOpMAIMK C TIOMOIIBIO CPEJICTB MIPENYCMOTPEHHBIX paboueit
MH(POPMAITMOHHBIX u MIPOTPaMMOI;
KOMMYHHKAIIMOHHBIX TEXHOIIOTHH. Bremonnenne oTyeTa 1o

MIPOU3BOJICTBEHHON TTPAKTHKE;
KoMIuiekCHBI 3ad4eT ¢ OIIEHKOH II0
npousBoacTBeHHol npaktuke [T 01.01,

I1I1.03.01
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I[IK 1.2. KoopauaupoBaTb padboTy IMO01 BelnosineHne pabor o

MIPUEMHON PyKOBOJIUTENS, 30H IIpHEMa MIPOU3BOACTBEHHOU MIPAKTHKE,

pa3IMYHBIX KaTEropuid MOoCeTUuTeNe MPpeTyCMOTPEHHBIX paboueit

OpraHu3aLuu. IPOrpamMMOi;
Brinonnenue oTyeTa o
MIPOU3BOICTBEHHON MIPAKTHUKE;
KoMIuiekCcHBI 3adeT ¢ OLEHKOW IIo
npousBoAcTBeHHOM npaktuke [T 01.01,
[111.03.01

IIK 1.3. Bnanets HaBBbIKaMU IIMO1 Brinonxenue pabor o

TUTAHUPOBaHUS  pabouero BpEeMEHHU MIPOM3BOCTBEHHOM MIPaKTHKeE,

PYKOBOAMTENS U CEKPETApSL.. MPETyCMOTPEHHBIX paboueii
MIPOrpamMMOoi;
Beimonnenue oT4yera o
MIPOM3BOACTBEHHOM MPAKTHKE;
KoMIuiekcHBI 3adeT ¢ OLEHKOW 1o
npou3BoacTBeHHON npaktuke [T 01.01,
I111.03.01

IIK 1.4. OcyuiecTBiasTh HOATOTOBKY IMO01 Brmmonnenue pabor o

JIEJIOBBIX TIO€30K PYKOBOAMTENS U MIPOU3BOICTBEHHOU MpaKTUKE,

JIPYTHX COTPYAHUKOB OPTaHU3AIINH. MIPETyCMOTPEHHBIX paboueit
IPOrpamMMON;
Brinonnenue oT4yeTa no
IIPOU3BOJICTBEHHON IIPAKTHUKE;
KoMIiekcHEBI 3adeT ¢ OIIEHKOH II0
npousBoacTBeHHoi npaktuke [T 01.01,
[111.03.01

IIK L.5. Bnanets criocodaMu I1IMO01 Brimonnenue pabor mno

opraHuzanuu pabouyero MpOCTPaHCTBA MIPOM3BOICTBEHHOM MIPAKTHKE,

MPUEMHON 1 KaOMHETa PyKOBOIUTEIIS. MPEeayCMOTPEHHBIX paboueit
MPOTrPaMMOoii;
Brinonxenue oTyera o
MIPOM3BOACTBEHHOM MPAKTHKE;
KoMIUIEKCHBIIT 334e€T ¢ OLEHKOH IO
npou3BoAcTBeHHOM npaktuke [T 01.01,
I1I1.03.01

I[IK 1.6 OcymecTtBusaTh paboTy 110 IMO1 Bremmonnenue pabot no

MOATOTOBKE u [IPOBEICHUIO MIPOU3BOICTBEHHOM MpaKTUKE,

KOH(EPEHTHBIX MEpPONPHUATHH, MPeyCMOTPEHHBIX paboueit

o0ecrieunBaTh UHPOPMaTHOHHOE MIPOrpaMMON;

B3aUMOJICUCTBHE  PYKOBOIUTENS  C Brlinonuenue oTyera no

nmoapasaCJICHUuAMMU U JOJIKHOCTHBIMU
JIMIIaMU OpraHu3aluu.

MIPOU3BOACTBEHHOM MPAKTHKE;
KoMmiekcHBIA 3adeT ¢ OLIEHKOH II0
npousBoacTBeHHo npaktuke [T 01.01,
I1I1.03.01
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IIK 1.7 OdopmisiTh OpraHu3alluOHHO- IMO01 Brmmonnenue pabor o

pacropsauTeNnbHbBle  JOKYMEHTB U MIPOU3BOJACTBEHHON MPaKTHUKE,

OpPraHU30BbIBATh PA0OTY C HUMH, B TOM IPEayCMOTPEHHBIX paboueit

qrcie c HCIIOJIb30BaHUEM MIPOrpaMMON;

ABTOMATHU3UPOBAHHBIX CUCTEM. Brinonnenue oTyeTa o
IIPOU3BOJCTBEHHOH NPAKTHKE;
KoMIuiekCcHBI 3adeT ¢ OLEHKOW IIo
npousBoAcTBeHHOM npaktuke [T 01.01,
I111.03.01

I[IK 1.8 Odopmiars TOKyMEHTH IO IIMO01 BrrmmontaeHne pabor o

JIUYHOMY COCTaBy U OPIaHH30BBIBAThH MIPOM3BOCTBEHHOM MIPaKTHKeE,

paboTy ¢ HHMH, B TOM 4HCIE C MPETyCMOTPEHHBIX paboueii

UCIIOJIb30BaHUEM pOrpaMMOoN;

aBTOMATHU3UPOBAHHBIX CHCTEM. Brinonnenne oT4yeTa ()
MIPOM3BOACTBEHHOM MPAKTHKE;
KoMIuiekcHBI 3adeT ¢ OLEHKOW 1o
npou3BoacTBeHHON npaktuke [T 01.01,
I111.03.01

I[IK 1.9 Opranu3oBbiBaTh TeEKyllee IMO1 Brmmonnenue pabor o

XpaHEHUe TOKYMEHTOB, 00pabOTKy Aei MIPOU3BOJACTBEHHON MPaKTHUKE,

JUISL  ONEPaTHBHOTO W  apXUBHOTO MIPETyCMOTPEHHBIX paboueit

XpaHeHus, B  TOM  4YHClIe C MIPOrpaMMON;

WCIIOJIb30BaHUEM Beimonnenne oryera o

ABTOMATU3UPOBAHHBIX CUCTEM.

MIPOU3BOJICTBEHHON TTPAKTHKE;
KoMIiekcHEBI 3adeT ¢ OIIEHKOH II0
npousBoacTBeHHoi npaktuke [T 01.01,
I111.03.01
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