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1. MACHOPT PABOUYEM ITPOT'PAMMBI ITPON3BOJACTBEHHOMN TPAKTUKH

1.1. O6saacTh NpUMEHEHUsI NPAKTUKH

Pabouass mporpamMma MpOU3BOJACTBEHHON MPAKTUKMU SBISETCS YacTbi0 MPOTPAMMBI
NOJIrOTOBKU CHELUAINUCTOB cpeanero 3BeHa B coorBercTBUU ¢ PI'OC no cnenumansroctu CITO
46.02.01 «JlokyMeHTaIMOHHOE oOecreueHue YIpaBlieHUsI U apXUBOBEICHHUE», YTBEPKACHHOTO
npuka3zoM Munucrepcrsa npocseiieHus Poccuiickoit ®enepaunn ot 26.08.2022 r. Ne 778.

Ocy1iecTBieHrE peaan3alnuy padoyeil mporpaMMbl IPeayCMOTPEHO Ha TOCYIapPCTBEHHOM
A3BIKE.

Pabouas nporpamma MoxeT ObITh peanu30BaHa B COOTBETCTBUHU C HHIUBUAYaIbHBIM
y4eOHBIM TIJIAHOM 00YYaroImerocs.

ITpu peanuzanuu paboueil nporpaMMbl He MOTYT OBITh UCIIOJIb30BaHbI METOBI U CPE/ICTBA
o0yueHus, o0pa3oBaTesIbHbIE TEXHOJIOTHH, HAaHOCSIINE Bpel (GU3UUYECKOMY WIH NCHUXUYECKOMY
3JI0pPOBBIO 00YYAFOIIUXCSI.

OcBoenue paboyueid mporpaMmbl IPOU3BOJICTBEHHOM MPAKTUKU COMPOBOXKIACTCS TEKYILIUM
KOHTPOJIEM yCIIEBAEMOCTHU U MPOMEKYTOUHON aTTecTaluell 00yyaromuxcs.

Pabouas nporpamma MoOXeT ObITh UCIIOJIb30BAaHA B JOIMOJHUTEIBHOM IPOGECCHOHATILHOM
obpazoBanuu 1o cneruanbHocTH 46.02.01 «JlokymeHTarmoHHOE OOecreyeHue yIpaBICHUS U
apXUBOBEJICHUEY.

1.2. MecTo mnpoOU3BOACTBEHHOHl NPAKTHKH B CTPYKType MPOrpaMMbl MNOArOTOBKH
CIEeNMATNCTOB CpPeJHero 3BeHa: NMPOrpamMMa IPOM3BOJACTBEHHON NPAaKTHKHM OTHOCHUTCA K
npodeccroHaIbHOM MOATOTOBKE U BXOAUT B MK [IpodeccrnonanbHble MOAYIH.
[Tpon3BOJICTBEHHAsT TpPaKTUKa TIO3BOJISIET OCBOMTH BUABI  MpodecCHOHANTbHOM
nesitenbHOoCcTH (BILJL):
" BBINONHEHHE PabOT MO OIHOMN MIIM HECKOIBKHM NPO(ECCHAM PabourX, TOKHOCTSIM
cinyxanux (BeimonHaenue padoT nmo paboueit mpodeccuu cekpeTapb-MaIIMHUCTKA).

1.3.11esin ¥ 32724 NPOU3BOJACTBEHHOM MPAKTHKH:

[IpakThka mpencraBisieT coOOM BUA Y4YeOHOU MAESITENbHOCTH, HAIMpPABICHHBIA Ha
(hopMupoBaHHe, 3aKpeIUICHUEe, Pa3BUTHE MPAKTHUYECKUX HABBIKOB M KOMIIETEHIIUH B Ipoliecce
BBITIOJTHCHHSI  OT/ACTBHBIX BUAOB pPabOT, CBS3aHHBIX ¢ Oyaymed mpodeccHoHanbHON
JeSTETLHOCTBIO.

[IpakTuka oOecreunBaeT: MOCIEAOBATEIIPHOE PACHIMPEHHE Kpyra (HOPMHUPYEMBIX Y
oOyuJaromerocss yMeHui, HaBbIKOB, IPAKTHUECKOIO OMBITa U UX YCJIOKHEHHUE [0 Mepe Mepexoaa
OT OJJHOTO ATana MPakTUKHU K IPYyromy, LEeJOCTHOCTh MOArOTOBKH CIEUATUCTOB K BBIIOJTHEHUIO
OCHOBHBIX TPYAOBBIX (DYHKIUH, CBSA3b MPAKTUKU C TEOPETUYECKUM O0yUCHUEM.

B pesynbraTe mpoxoKAeHUsT MPOU3BOACTBEHHOHN MPAKTHKU, PEAM3yeMOW B paMKax
porpaMMbl  TOJTOTOBKM  CIHELUATUCTOB CPEIHEr0 3BEHA IO KaXIOMYy M3 BHJIOB
npodeccuoHanbHOM AesTenbHoCcTH, TpeaycMoTpeHHbix @I'OC CIIO, oOydaromuiics JOKeH
IpUOOPECTH CIEAYIOIUN NPaKTUYECKUIN OTIBIT:



Tab6muma 1.

Bun Kon n HaumeHoBaHue IIpuoGperaemblii NpaKTHYECKUH
npogeccHOHAIbHOM npogeccuoHaIBLHOr0 ONbIT
AeATeTIbHOCTH MOAYJIs

Brinmonuenue pabot
10 OJTHOM WJIN

[IM 03 Beimonnenue pabot
0 OJHOM WU HECKOJIBbKUM

- TOKYMEHTAI[MOHHOTO 00eCTIeUeHUsI
JIEATEIIbHOCTH OpraHU3alllH;

HECKOJIbKUM npodeccusm pabouux, | - TOKyMEHTUPOBAHUS U
npodeccusim JOJDKHOCTSIM CIy’KallluX | JIOKYMEHTAIlMOHHON 00paboTKH
pabounx, (Beimonnenune paboT MO | JOKYMEHTOB KaHIEISIPUU (apXHBa);
JOJIKHOCTSAM paboueii npodeccun

CITy’KaIllUX. CEKpeTapb-MaIlIMHUCTKA)

1.4.Kom4ecTBO 4aCOB HA OCBOEHNE NMPOTrPaMMbI IPOU3BOJACTBEHHON NMPAKTUKM:
Bcero uacoB Ha yueOHYI0 U TPOU3BOJACTBEHHYIO MPAKTUKY: 72 Yaca, B TOM YHCIIE:

[IpousBoacTBeHHas NpakTHKa 72 yaca.



2. PE3YJIbTATHI OCBOEHMS PABOYEN TPOT'PAMMBI TPOW3BOJCTBEHHOM
IMPAKTUKHU

2.1. O0mme u mnpodeccHOHAIBbHbIE KOMIIETCEHUMH, ¢opMupyembie B pe3yJbTare
NMPOXO:KIeHHUS MPOU3BOACTBEHHOM NPAKTUKH B c00TBeTCTBUHU ¢ PI'OC no cnenuajbHOCTH.
PesynapTaTtoM MpOXOXKIACHHS TPOU3BOIACTBEHHONW MPAKTUKU SIBISIETCS OCBOEHHUE
00y4armuMucs BUIOB MPpodeccuoHaIbHON 1eATeIbHOCTH:
" BBINOIHEHHE PadoT 10 OTHOMN MM HECKOIBKHM MPOpECCHM PabOUunX, JOIKHOCTIM
ciyxamux (Beimomaenue padot no padoueii mpodeccuu ceKpeTapb-MaIlnHUCTKA).
B ToM uncie oomumu (OK) u npopeccrnonansusivMu (1K) kommereHImsaMu:
Tabnuna 2

Kox HanMenoBanue o0IIIMX KOMIIETEHITNI

BriOupats criocoOs! perieHus 3a1a4 npodecCHOHaIbHOMN NeITeNbHOCTH IPUMEHUTENBHO K
PasInYHBIM KOHTEKCTAM;

Hcnonp30BaTh COBpEMEHHBIE CPECTBA MIOMCKA, aHAIN3A U MHTEPIPETALUN HHHOPMALIUH
OK 2. | u nuHhOpMalMOHHBIE TEXHOJIOTUH JJIsl BBITIOJHEHUS 33124 PO(eCCHOHATIBHOM
JeSITEIbHOCTH;

[InannpoBatTh U peann3oBbIBaTh COOCTBEHHOE NPO()ECCHOHATBHOE U INYHOCTHOE
pasBUTHE, IPEIIPHHUMATEIHCKYIO ISATEILHOCTD B IpodeccroHanbHoit chepe,
WCIIOJIb30BaTh 3HAHUA MO (PMHAHCOBOM IPAMOTHOCTHU B Pa3IMYHBIX KU3HEHHBIX
CUTYyalusX;

OK 4. | DddhekTHBHO B3aHMOJICHCTBOBATh M padOTaTh B KOJJICKTHBE U KOMAHJIE,

OCyIIECTBIISATh YCTHYIO U IIHCBMEHHYIO KOMMYHHKAIIUIO Ha TOCYIaPCTBEHHOM SI3BIKE

OK 5. | Poccuiickoit depepanunl ¢ y4eToM 0cOOEHHOCTEH COIMANTBHOTO U KYJIBTYpHOTO
KOHTEKCTa;

ITposiBIIATh rpaXkIaHCKO-NIATPUOTHYECKYIO MO3ULHUIO0, IEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHUE Ha OCHOBE TPAIUIIMOHHBIX 00IIEUeIOBEYECKHX [IEHHOCTEH, B TOM YHUCIIE C
Y4ETOM rapMOHHU3AIIH MEKHAIMOHAIBHBIX U MEKPEIUTHO3HBIX OTHOIEHNUH, TPUMEHSTh
CTaHIAPTHI AaHTUKOPPYIIIMOHHOTO ITOBEACHHUS;

CopnelicTBOBaTh COXPaHEHUIO OKPY KaIOIIEH Cpelibl, pecypcocOepexeH IO, IPUMEHATh

OK 7. | 3HaHus 00 MI3MEHEHHUH KJIIMMAaTa, IPUHIUIBI OEPEKIUBOTO IPOU3BOICTBA, 3PPEKTUBHO
JeHCTBOBAThH B YpE3BbIYAMHBIX CUTYAIIHSX;

Hcnonb3oBath cpenctBa GU3NUECKON KyJIbTYPBI sl COXPAaHEHHS U YKPEIUICHUS 310POBbS
OK 8. | B mporiecce npodeccnoHaabHON AEATEIBHOCTH M MOAAEPKAHHUS HEOOXOIUMOIO YpPOBHS
(U3NYECKON TOATOTOBICHHOCTH;

[Tonp30BaThCs MpodecCHOHANBHON TOKYMEHTAEeH Ha TOCYAapCTBEHHOM U MHOCTPaHHOM

OK 1.

OK 3.

OK 6.

OK 9.
SA3bIKAX.
BI[ 3 BoinoJiHenue paﬁoT mmo OJIHOﬁ HJIN HECKOJIBKUM l'[pO(l)eCCI/IHM paﬁoqnx, JOJIZKHOCTAM
CJIYKAIIUX.
K 3.1, Ocy1uecTBIsTh IpUeM-Tiepeiauy yIpaBleHYeCcKoli HH(OPMAIIUU C ITOMOIIIBIO
cpencTB HHGOPMAITMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.
K 3.2. Koopzu/IHI:IpOBaTL pa603y MPUEMHOMN PYKOBOJUTES, 30H IMPUEMA PA3IMYHBIX
KaTeropuil moceTuTeNel OpraHu3aluy.
K 3.3, Brnanets HaBbIKaMu TUTAaHUPOBAHUS PAO0YETO BpEMEHU PyKOBOIUTENS U
cekpeTapsl.
K 3.4, Ocy1ecTBISITh NOATOTOBKY JI€JIOBBIX MOE30K PYKOBOJIUTENS U APYTUX
COTPYJIHUKOB OpPTraHU3aIHH.
K 3.5. Brnanets cioco6aMu opranuzaiuu paboyero MpocTpaHCTBA MpUEMHON U KaOuHeTa

PYKOBOJMTEIIA.




OcyiecTBIATh pabOTy MO MOJATOTOBKE U MPOBEACHUIO KOH(PEPEHTHBIX

IIK.3.6 | mepompusaTuii, obecreunBaTh HHHOPMAIIIOHHOE B3aUMOJIEHCTBUE PYKOBOAUTEINS C
OJApa3sAeICHUAMU U JOJDKHOCTHBIMH JIMIIAMU OpPraHU3alluu.

MK 3.7 OdopmiIATh OpraHU3alMOHHO-PACTIOPAIUTEIbHBIC TOKYMEHTBI U OPIaHU30BbIBATh
paboTy ¢ HUMH, B TOM YHCIIE C UCIIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

K 3.8 OdopMIIATh TOKYMEHTHI 110 INYHOMY COCTaBY M OpPraHU30BbIBATh Pa0OTy ¢ HUMH,
B TOM YHCJIE C UCIIOJb30BAHUEM aBTOMATU3UPOBAHHEIX CUCTEM.
OpraHu3oBbIBaTh TEKYILlEe XpaHEHHUE TOKYMEHTOB, 00pabOTKy Je s

I1IK.3.9 | onepaTUBHOIO U apXUBHOI'0 XPAHEHUSA, B TOM YHUCIIE C UCIOJIb30BAHUEM

ABTOMATU3HUPOBAHHLIX CUCTCM.




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

3.1. O0beM NPON3BOACTBEHHOM NPAKTHUKH M BH KOHTPOJISI.

Buj yueoHoii paGoThI Oo0bem Bupa xoHTpoas
4acoB
IIM 03. BeinmosineHue padoT 1O OJHOW MM HECKOJbLKHM ImpogdeccusiM padoumx, AOJKHOCTIAM
CJIyKalIuX
I111.03.01 ITpou3BoACTBEHHAS IPAKTHKA 72 KoMIUIEKCHBIN 3a9€T C OIIEHKOMN




3.2. TemaTn4yecKHuil IVIaH M COACPKAHUE NPOU3BOICTBEHHON NPAKTUKHA

HaumeHoBaHue npodeccuoHAIbHBIX Conep:kaHue BbITIOJHAEMbBIX PadoT Obnem Kon
MojyJieil, IPaKTHK, Pa3/ieJ0B, TeM 4ACOB npogeccUuoOHAILHBIX U
001IUX KOMIIeTeH UMl
1 2 3 4
IIM.03 BrinmostHeHHEe padoT Mo OK 01 —OK 09
OJHOM UJIM HECKOJbKHM IIK1.1-1.9
npodeccusiM padounx, J0KHOCTIAM
CJIyKaImnX
I111.03.01 ITpousBoacTBEeHHASI 72 OK 01 - OK 09
TMPAKTHKA IK1.1-1.9
Tema 1 Bunsbi padort: 10
Cocrasnienue u opopmIIeHHE Oprasu3aioHHbIe JOKYMEHTHI IPEATPUATHIA U OPTaHU3aIli: YCTaB, MTOJI0KEHHE,
OpraHU3alMOHHBIX JOKYMEHTOB UHCTPYKIWS U T.7. [Topsinok ux opopmMieHus, 0COOEHHOCTH COJCPIKaHMSI.
OpraHu3aluu
Tema 2 Bunsi padort: 10
Cocrasnenue u ohopMIICHHE PacniopsiguTenbHBIE TOKYMEHTBI: TIPHUKAa3, paclopsskeHne, ykazanue U T.1. OcoOeHHOCTH
pacnopaanuTEIbHBIX TOKYMCHTOB HUX COCTaBJICHUS.
OpraHM3aluu
Tema 3 Buasbl pador: 10
Cocrasnenue u odopmiIeHne WNudopmaiimoHHO-CITpaBOYHBIE TOKYMEHTHI: aKT, CIIPaBKa, JOKIaIHAs ’
WHPOPMAIIOHHO-CIIPABOYHBIX U 00BsSICHUTETIbHAS 3aIMCKa, CITy)eOHOe MUChMO | T.JI. COBpeMeHHbIe TpeOOBaHHS K UX
KOJUIETHATbHBIX JJOKYMEHTOB COCTaBJICHHIO U cojiepxkaHui0. OCOOEHHOCTH TOKYMEHTUPOBAHUS JIEATEIILHOCTH
KOJUIETHATBHBIX OpraHoB. [IpOTOKOIIBI M MX 0COOEHHOCTH.
Tema 4 Bunsi pador: 10
CocrapieHue KOMMEPUECKUX JloKyMeHTHpOBaHKE JOTOBOPHEIX OTHOIIEHUI. COBpEeMEHHBIC TPEOOBaHUS K
JIOTOBOPOB COJIePKaHUI0 KOMMEPYECKHX JIOTOBOPOB.
Tema 5 Buasi padort: 24
OcBoeHrEe TUTTOBOM TEXHOJIOTUU 3anonHeHne KOHTPOJIbHO-PErHCTPAIIMOHHON KapTouku. CoCTaBlieHHEe U 0POPMIICHHUE
JIOKYMEHT0000pOTa HOMEHKJIATYphI gen. CocTaBiieHue u 0(OPMIICHUE OMTUCEH JIe]l BpEMEHHOTO U
MTOCTOSTHHOTO CPOKOB XpaHEHUs
IIpomMexyToUuHas aTTECTaAllMS KoMriekcHbIH 3a9€T C OIEeHKOM 8




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

IlepeyeHb pekoMeHayeMbIX Y4eOHBbIX U31aHuil, UHTepHeT-pecypcoB, 10NOJIHUTEIbHOI
JUTEpPaTyphl:

HopmaTuBHO-npaBoBasi JOKYMEeHTALMSA:

1. 3akoH P® ot 25.10.1991 Ne 1807-1 «O s3bikax HaponoB Poccuiickoit denepaunn» (B pea. Ot
11.12.2002)// Benomoctu CH/] u BC PC®CP. 1991. Ne 50. Cr. 1740; C3 P®. 2002. Ne 50. Cr.
4926

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

3. depepanbHbI KOHCTUTYIIMOHHBIHN 3aK0H OT 25.12.2000 Ne 2-®DK3 «O IN'ocynapcTBeHHOM Tepbe
Poccwuiickoit @eneparum» (¢ u3M. ot 09.07.2002; ot 30.06.2003)/C3 P®. 2000. Ne 52. Y. 1.
Cr1.5021; C3 P®. 2002. Ne 28. Cr. 2780; C3 P®. 2003. Ne 27. Ct. 2696

4. ®enepanpubiit 3akoH oT 10.01.2002 Ne 1-D3 «O06 snexTponHOM nmoanuckny// Cobpanue
3akoHogarenscrBa PD", 11.04.2011, N 15, ct. 2036.

5. ®enepanbHbiid 3akoH 0T 27.12.2002 Ne 184-D3 «O texHudeckoM perynupoBanun»// C3 PO.
2002. No52. Ct. 5140; 2005. Ne19. Cr. 1752

6. @enepanpublii 3akoH 0T 22.10.2004 Nel25-®3 «OO6 apxuBHOM 1nene B Poccuiickoi
denepanuny// C3 PD.2004.Ne43. C1.4169

7. ®enepanbubiii 3ak0H PO o1 01.06.2005 Ne53-D3 «O rocynapcTBeHHOM sa3bIke Poccuiickoi
Oeneparumny// C3 PO. 2005. Ne23. Ct. 2199

8. denepanbublii 3ak0H OT 27.07.2006 Ne 149-03 “O06 nndpopmannu, UHGOPMAITHOHHBIX
TEXHOJOTHUAX U 0 3amute uapopmarmmy» / C3 PO. 2006. Ne31 (u.1). Ct.3448

9. Nocranosnenwue [IpaBurensctBa PO o1 27.12.1995 Ne 1268 «O6 ynopsa04eHUN U3TOTOBICHHS,
UCIIOJIb30BAaHUS, XPAHEHUS U YHUYTOXKEHUM Iieyared U OJIAaHKOB C BOCIIPOU3BEIECHUEM
['ocynapcrBennoro repba Poccuiickoit denepanum» (¢ u3m. u goi. ot 08.06.2001)// C3 PD.1996.
Ne 2. Ct.123; C3 P® 2001. Ne 24. Ct.2461

10



10. ITocranoBnenue IlpaBurensctBa PD ot 19.06.2002 Ne438 «O eamHOM rocyaapCTBEHHOM
peectpe opuarndeckux iy (B pex. Ot 26.02.2004)// C3 P®. 2002. Ne26. C1.2585; 2004. Nel0.
Cr.864.

11. Ilocranosnenue IlpaBurensctBa ot 15 utons 2009 r. Ne 477 "O6 yrBepxkaenuu [Ipasun
JIETIOTIPON3BOICTBA B (PeiepabHbIX OpraHax UCTIOJHUTEILHOM BiIacTH"

12. TOCT P 7.0.97-2016. Hanumonanensiii ctangapT Poccuiickoit ®enepauuu. Cucrema
CTaHJapToOB 1Mo uHpOpMaluu, OUOIMOTEYHOMY M H3AATeNbCKOMY Jneiy. OpraHuzalnoHHO-
pacropsiauTeabHas JoKyMeHTaus. TpeOoBaHus k odopmiieHuto nokyMeHTOB (yTB. [Ipukazom
Poccranpgapra ot 08.12.2016 N 2004-cT)

13.TOCT P 7.0.8-2013. Jleqionpou3BOACTBO U apXUBHOE /1€710. TepMUHBI U onpeeneHus. M.:
l'occranmapt Poceun, 2013.

14. TOCT P UCO 15489-1-2007. Cuctema cTaHIapToB 10 HH(MOpMAIHH, ONOINOTEYHOMY U
W3JIaTeNbCKOMY Jieny. YmpaBieHue nokymeHTamu. OOmue tpedoBanus. M.:Crangaptundopm,
2007

15. TOCT 17914-72. OOnoXKku 1€ JJIUTEIBHBIX CPOKOB XpaHEHHWs. THIIbI, pa3Mephl,
TexHudeckue ycnosus. M.: U3a-Bo cranpaptos, 1984

16. TOCT P 51511-2001. [Tewatu ¢ BocnpousBeneHuem [ ocyaapctsennoro repba Poccuiickoit
Oeneparnun. Popma, pazMepsl 1 TexHuueckue TpedoBanust. M.: ['occrangapt Poccun, 2001

17. Ilpuka3z Muntpyna Poccun ot 06.05.2015 N 2761 "O06 yTBepKaeHUH MPOPeCcCHOHATBHOTO
craugapra "CHoenuanauct Mo OpraHu3allMOHHOMY H JOKYMEHTAIlMOHHOMY OOECIEYeHHIO
ynpasieHus oprannzanuei” (3apeructpuposano B Muntocte Poccun 02.06.2015 N 37509)

18. TIpaBuia opranuzaluy XpaHeHUs, KOMIJIEKTOBaHUS, y4€Ta U UCIOIb30BaHUS TOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepanuu U Ipyrux apXuBHBIX TOKYMEHTOB B OpraHax
rOCy/apCTBEHHOW BJIACTH, OpPraHax MECTHOTO caMOyTpaBleHUs U opraHu3anusx. M.: Pocapxus,
2015.

19. Meroanueckne peKOMEHJAIMH 110 IPUMEHEHUIO IPABUJI OpraHU3alii XpaHEHNUs,
KOMIUJICKTOBAHHUS, yde€Ta M UCIOJIb30BaHUS JOKYMEHTOB apxuBHOro (onna Poccuiickoit
®denepaliv U APYrux apXUBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMoyTpaBJlieHUs 1 opranuzanusiax. M., 2017.

20. IlepeyeHb TUIOBBIX YIPABICHYECKUX APXUBHBIX TOKYMEHTOB, 00Pa3yIOIIKXCs B MpoIiecce
NEeSITeIbHOCTH T'OCYJapCTBEHHBIX OPTraHOB, OPraHOB MECTHOI'O CAMOYTIPaBJICHUsS M OPraHU3alIHH,
C yKa3aHHeM CpPoKOB xpaHeHus. M., 2010.

21. TlonoxxeHue 0 MOPSAKE U CPOKAX XpaHEHUSI JOKYMEHTOB aKIIHOHEPHBIX 001IeCTB (YTB.
nocraHoBieHueM @enepanbHOM KOMHCCHMHM TO PBIHKY LEHHbIX Oymar ot 16.07.2003)//
Poccuiickas razera. 26.08.2003. No 168

22. Obmepoccuiickuii knaccupukarop yrpasieHueckoi nqokymenrtamuu: OK 011-93 (OKY ).
M.: T'occrannapt Poccun, 1994.

23. IlpumepHasi MHCTPYKIMS O JEJIONPOU3BOJACTBY B T'OCYJAPCTBEHHBIX OpraHu3amusax. M.,
2018.

OcHOBHBbIC MICTOYHUKH:

1. Ab6ynamze J. I'. JlokymMeHTanMoHHOE OOecleYeHrue YIPaBICHHUS MEPCOHAIOM: YYEOHHK H
NPakTUKyM JUIg cpeaHero mnpodeccuoHambHoro obpaszoBanms / . I'. AGynamze, U. b.
Brmpsbkkuna, B. M. Macnosa. — 2-e usn., nepepad. u pon. — Mocksa: M3narenscTBo
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HOpaiir, 2022. — 370 c. — (Ilpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-15076-6.
— Texcrt: anekrponnsiit // DBC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/487121.
AntyxoBa, H.®. CucteMbl 3JIeKTPOHHOTO IOKYMEHTO000pOTa: yaeOHOe mocodue / AntyxoBa
H.®., I306enko A.JL., Jlocera B.B., Yeunkos FO.b. — Mocksa: KnoPyc, 2022. — 201 c. —
ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 371€eKTpOHHBII.
Kopnees, U. K. JlokyMeHTanIMOHHOE 00ECTICUCHHE YIIPABICHUS: YUCOHUK U MPAKTUKYM IS
cpennero mnpodeccuonansHoro ooOpazoanus / M. K. KopneeB, A. B. Ilmenko, B. A.
MairypreB. — 2-e u3a., nepepab. u gon. — Mocksa: Uznarenscto FOpaiit, 2022. — 384 c.
— (ITpodeccuonanvHoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 3MEKTPOHHBIHA
// OBC KOpait [caiiT]. — URL: https://urait.ru/bcode/472550.

Packun, JI. . Meroauka W TpakTUKA apXUBOBEIACHUS: YYEOHHUK JJIsi CPEAHETO

npodeccuonansHoro oopazosanus / JI. . Packun, A. P. CokomoB. — Mocksa: M3naTenbcTBo
KOpaiit, 2022. — 339c. — (IlpodeccuonanpHoe oOpa3zoBaHue). —  TeKCT:
HenocpencTBeHHbd. — ISBN 978-5-534-02419-7.

I[OHOJIHI/ITQJILHBIC HCTOYHUKHU:

1.

AnzopoBa C.II. Opranuzanus TpyJda roCylapCTBEHHBIX U MYHMIMIAIBHBIX CIIyXallUX :
yuebnoe nocodue / C.I1. Anzoposa, C.I'. @enopuykoBa. — Mocksa : UTHOPA-M, 2022. —
160 c. — (Bwicmiee obpazoBanue: bakamaBpuart). - ISBN 978-5-16-016369-7. - Tekct :
anexktpoHHbid. - URL: https://znanium.com/catalog/product/1151473. — Pexxum moctyna: mo
HOATHUCKE.

I'yryesa T.A. KonpuneHuuansHoe AeI0npon3BoaAcTBO: yuedHoe nocodue / T.A. I'yryeBa. —
2-e wu3n., mepepab. u gon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe oopazoBanue). - ISBN 978-5-16-016585-1. - Tekct: anexkrponHsIii. - URL:
https://znanium.com/catalog/product/119133 1. — Pexwum qocTyma: mo moamnucke.

I'ycapoBa M.H. OpranuzannoHHO-WH(OPMAIMOHHOE M JOKYMEHTAllMOHHOE OOeCcTieueHne
JESITEIbBHOCTH PYyKOBOJIUTENS: yueOHo-meTtoauueckoe nocobue / M. H. T'ycapoma, C. B.
Fopkym. — Mocksa: PTY MUPOA, 2022. — 106 c. — Tekcr : anexkrponHsli / Jlanp :
3JeKTpoHHO-0mOmoTeuyHas cuctema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTyMa: sl aBTOPH3. MOJIb30BaTeNeH.

HenomnpousBoactBo: yueOHuk / T.A. brikoBa, JI.M. Bsanosa, FO.M. Kykapuna, JI.B. Cankuna;
non obur. pexa. mou. T.A. beikoBoit. — 4-e u3a., nepepad. u gon. — Mocksa : UTHOPA-M,
2022. — 393 c. + Jomn. matepuansl [[DnexkTpoHHbI pecypc]]. — (Bricmee obpa3zoBanue:
Bakanaspuat). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKkcT: 31€KTpOHHBIH.
- URL: https://znanium.com/catalog/product/1014190. — Pexxum gocTyrma: mo mojArmcKe.

Joponuna JI.A. JIokyMeHTallMOHHOE OOECcreueHue yNnpaBieHUs: Y4€OHUK U MPaKTUKYyM JJIst
cpeanero npodeccuonaabHoro oopaszosanus / JI.A. Jloponuna, B. C. UputukoBa. — Mocksa:
NznarensctBo IOpaiit, 2022. — 233 ¢. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-
5-534-05783-6. — Tekct: onektponnslii // DOBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/473802.

KysnenoB WN.H. JlokymeHTanmnoHHOE obecrieueHue yrpaBieHus. JlOKyMEeHTOOOOpOT u
JIeTTOTIPOU3BOCTBO: YUEOHUK M MPAKTUKYM Uil CPEIHEro Mpo(hecCHOHATIFHOTO 00pa30BaHUs
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https://urait.ru/bcode/472550

10.

11.

12.

13.

14.

15.

16.

/ Y. H. Ky3nenoB. — 3-e u3j., nepepad. u gon. — Mocksa: U3natensctBo KOpaiit, 2022, —
462 c. — (IlpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr :
anekrporubii // OBC FOpaiir [caiir]. — URL: https://urait.ru/bcode/470020.

[TaBnosckas O.10. [IpaBoBoe obecnieueHne KaIpoBOTo AEIOMPOU3BOJICTBA: YueOHOE TTOCOOue
st By3oB / O.FO. TlaBnoBckas. — Mocksa : U3marensctBo Opaiit, 2022. — 213 c. —
(Beicmiee oopazoBanme). — ISBN 978-5-534-11565-9. — Tekcrt: anexrponnsiii // DbC IOpaiit
[catiT]. — URL: https://urait.ru/bcode/476289.

CocHoBast A. AccucreHt pykoBoautens. Jlaiibxaku mnpodeccun: KHura-TpeHMHr / A.
CocHoBas. - Cankr-IletepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcrt:
anektporHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexxum moctyma: mo
TIOJIITUCKE.

HIumoB O.B. CoBpeMeHHBIE TEXHOJIOTHMH M TEXHHYECKHE CpEACTBAa HH(MOpMATH3AINU:
yueOHuk / O.B. IlumoB. — Mocksa : UHOPA-M, 2022. — 462 c. + Jlon. maTepuaibl
[[DnexTponnsIil pecypc]]. — (Cpeanee mpodeccruonansuoe oopazoanue). - ISBN 978-5-16-
017112-8. - Tekcrt : anmekTponHsbIii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum mocTymna: mo mojamucke.

[lyBanoBa H.H. OcHOBBI [e1OMPOU3BOJACTBA: YYEOHMK M TPAKTUKYM ISl CPETHETO
npodeccuonansHoro oopazopanus / H.H. lllyBanosa, A.}O. iBanoBa; o oO1ieit pegaxkiueit
H.H. lyBanoBoii. — 2-e u3n., nepepad. u gon. — Mocksa: U3parensctBo FOpaiit, 2022. —
428 c. — (IIpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-11014-2. — Texkcr:
anextporHsiid // DbC FOpaiT [caiit]. — URL: https://urait.ru/bcode/469548.

bacakos, M.U., JlokyMeHTallMOHHOE 0OECTICUCHHE YIIPABJICHHS (C OCHOBAMH apXHUBOBEICHHS ):
yuebnoe mocooue st CI1O / M.U. bacakoB. — Mocksa: U3aatensctBo KnoPyc, 2022. — 216
c. — Tekcr : HenocpeacTBenHsid. — ISBN: 978-5-406-09983-4.

Beperexuna, C.B., HerocynapcTBeHHbIE CTPYKTYphl M ayTCOPCHHI B apXMBHOM J€IIE :
monorpadus / C.B. Beperexuna. — Mocksa: U3narensctBo Pycaitne, 2022. — 128 ¢. — Teker :
HenocpeacTBeHHbIN. — ISBN: 978-5-4365-8006-7.

Eropos, B.IL., CnunbkoB, A.B. ObecrieueHne COXpaHHOCTH, pECTaBpalys M KOHCEpBALUs
JOKyMeHTOB: yueOHoe nocobue. — C.-I16.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-45047-3.

Koznos, B. I1. ApxuBoBenenue: yueOHUK U pakTHKyM Juis By30B / B. I1. Ko3nos. — Mocksa:
NznarensctBo FOpaiit, 2022. — 329 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-14066-
8. — Tekcr: oanextponHsid // OOpasoBarenbHas 1maatdopma IOpait [caiit]. —
URL: https://urait.ru/bcode/496661

[TaBnoga, P. C. Jlenonpou3BoacTBO 1o oOpaieHusIM rpaxaan: yueoHoe nocoodue mist CIIO /
P. C. ITaBnoBa. — Cankt-IlerepOypr: Jlanp, 2022. — 324 c.: uin. — TekcT: HeMOCPeICTBEHHBIH.
—ISBN: 978-5-8114-9925-0.

[TommoB, A.B. ApxuBoBenenme. 3apyOexHas Poccuka: y4eOHUK it CpEIHETO
npodeccuonanbHoro obpazosanus / A. B. [lonoB. — Mocksa: WUznarensctBo IOpaiit, 2022.
— 168 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
AJICKTPOHHBIN !l O6pa3zoBarenbHas maTdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/495214
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17. Packun, JI. . ApxuBoBenenue: yueOnuk s By3oB / JI. U. Packun, A. P. CokonoB. — 2-¢
u3l., ucnop. u gon. — MockBa: M3garensctBo HOpainit, 2022. — 468 c. — (Bricuee
obpazoBanue). — ISBN 978-5-534-15245-6. — Texkcrt: anektpoHHbIi // OOpa3oBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

18. Camapuyk, H.C., MapkeTuHroas 1eTelbHOCTh TOCYIapCTBEHHBIX apXUBOB: MOHOrpadus /
H.C. Camapuyk. — MockBa: W3narensctBo Pycaitne, 2023. — 312 c¢. — Tekcr:
HenocpencTBeHHbId. — [ISBN: 978-5-466-01550-8.

19. Tenpuapos A. JI. ApxuBoBeneHue: yueoHoe nocodue ans 6akanaBpoB / A. []. Texbuapos. 5-¢
3. — Mocka: UTK «/lamkos u K», 2022. — 184 c. — Tekct: HenocpeactBenubiii. — [SBN:
978-5-394-04946-0.

20. laxomanosa, O.}0. Opranuzanus rocyAapCTBEHHBIX YUpexacHuii Poccun: yaeOHOE Tocoome
ISt cpeaero npodeccrnonanbHoro oopazosanwms / O. HO. IllaxomanoBa. — 2-¢ u3., mepepad.
u gon. — MockBa: MzpatensctBo [Opaiir, 2022. — 161 c. — (IIpodeccuonansroe
obpazoBanue). — ISBN 978-5-534-12448-4. — Texkct: anmekTpoHHbIi // Obpa3oBaTenbHast
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496292

HNurepHer-pecypcenl:

1. Exemecsunbiii npohecCHOHABHBIN KypHa «Cekperapckoe JIeTI0»
http://www.sekretarskoedelo. ru/
2. OdunmanbHbli caliT Becepoccuiickoro Hay4HO-HCCIE10BaTENbCKOTO HHCTUTYTA
JIOKyMEHTOBEJICHUS U apXUBHOTO nena http://vniidad.ru/
3. OdunmanbHeIid caiiT komnanuu ['apanT http://www.garant.ru/
4. Opunmansupiii caiiT komnanuu Koncynsrantllntoc http://www.consultant.ru/
5. OdunnanbHelii cailt @enepaabHOro apXUBHOTO areHTcTBa http://archives.ru/
6. IlpodeccrnonanbHbIi KypHal «JleTompon3BOACTBO U TIOKYMEHTOOO0POT Ha MPEAIPUIATUN
http://delo-press.ru/archives/rubrics.php
7. lpodeccnonanbuslii )xypHan «Cekperapb-pedepert» http://www.profiz.ru/st/
8. IlpodeccuonanpHelii KypHa «CrpaBOUYHUK cEKpeTaps U ouc- MEHEeIKEpa»
http://www.sekretariat.ru/magazine-ssom
9. IIpodeccronanbHBIN KypHAT «JeT0mPOU3BOACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUSTHNY
http://delo-press.ru/archives/rubrics.php
10. TIpodeccronanbHbIi xKypHAN «Jlenonpon3BoaCcTBO»
11. IIpodeccronanbHbli xypHaI «/lenonpon3BoaCTBO»
http://www.top-personal.ru/officeworks.html
12. TIpoeccronanbhslii )xypHan «CipaBoOYHUK ceKpeTaps U 0(huc- MEHeHKepay
http://www.sekretariat.ru/magazine-ssom
13. IleHTp KOMIIETEHIIMH TIO BOTIPOCAM JIOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YIPaBICHUS U
apxuBHOrO nena http://edou.ru/
14. LleHTp KOMMETEHIMH IO BONPOCaM JOKYMEHTAIIMOHHOTO OOECTeueHus ymnpaBiIeHUS U
aApPXUBHOTO
nena http://edou.ru/
15. OdunmanbHbIit WHTepuer-noprai IIPaBOBOM uHpopmanuu//
http://www.pravo.gov.ru/Poccuiickuii
HopTaJl OTKpbITOro oopazoBanus http://www.edu.ru/
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16. Dnextponnslit pecype: ObC «3nanuym» http://znanium.com

4.3. O0mue Tpe6OBaHNS K OPraHu3alui o0pa3oBaTeIbHOIO IMpoLecca

Copmep:xaHMe BceX OJTaloOB MPAKTHUKU OINpeAenseTcs TpeOOBaHUSIMH K YMEHUSM U
MPaKTUYECKOMY OMBITY TpodeccuoHalbHBIX Moayieil B coorBercTtBuu ¢ PI'OC CIIO mo
crenanbHOCTH 46.02.01 «J/lokyMeHTanmMOHHOE OOecCIeYeHUe YMpaBICHUS U apXHUBOBEICHHEY,
YTBEPKACHHOT0 Ipuka3zoM MuHmpocsemenus Poccun ot 26 asrycra 2022 roga Ne 778.

Copep:xanue U pe3yabTaT MPAKTUK MPOBOJUMBIX B paMKax MpodecCHOHATBHBIX MOy el
COIJIACOBAH C OPraHU3ALUsIMH, TPEIOCTABIISIOIIMMHI MECTa MPAKTUK 00yJarOLTMCS.

ATTecTanus o uToraM NpakTUK MPOBOAUTCS C YUETOM (MJIM Ha OCHOBAHUM) PE3YJIbTATOB,
HOJITBEPXKJIEHHBIX JOKYMEHTAMU COOTBETCTBYIOIIMX OpraHU3aluil (aTTeCTAallMOHHBIN JHCT IO
MIPaKTUKE, OTYET O MPOXOXKICHUM NPAKTHKHU, JHEBHHK IO MPAKTHKE, XapaKTepUCTHKA C MecTa
MPOXOXKACHUS MTPAKTUKN).

[Ipu dopmupoBanuu (HOHAOB OIEHOYHBIX CPEACTB MPOXOXKACHUS MPAKTUK MPOIenypa
OLIEHKH OOMIMX U MPo(ecCrOHANBHBIX KOMIIETEHIUI OMpeAeNsieTCs COBMECTHO C OpraHU3alUsIMH,
MPEIOCTABISIONIMMHU MECTA MPAKTUK 00YyHaAIOIIUMCS.

@DOopMBI OTYETHOCTH U OIEHOYHBIN MaTepHrall MPOXOKIACHHS MPAKTUK pa3padaThiBaeTCs U
COIJIACOBBIBAETCS C OpraHU3aLUsIMU, IPEAOCTABISIOIIMMHI MECTA IIPAKTUK O0yYarOLIUMCS.

Pabouas mporpaMma MpOW3BOACTBEHHON MPAKTUKH TPETYCMATPHBAET OCYIIECTBICHUE
00pa3oBaTenbHOMN JAESTEIFHOCTH Ha TOCYIapCTBEHHOM si3bike Poccuiickoit denepanuu.

Bce u3meHeHus, BHeceHHble B padouyl0 HporpaMMmy IMPOM3BOJCTBEHHON MNPaKTUKH,
(DUKCUPYIOT B TIOSICHUTEIIBHON 3amiCcKe (JIUCT M3MEHEHUI U JTOTIOJTHEHU ).

YTBepkaeHHas paboyasi mporpaMma XpaHUTCs B yueOHO-METOJUYECKOM OT/Iee.

4.4. KanpoBoe o0ecnieueHue 06pa3oBaTe/ibHOIO Mpoiuecca.

Peanuzanus POrpaMmsbl MPOU3BOACTBEHHOMN MPAKTUKHA obecrieunBaeTcst
MearOTHIECKUMH KaJpaMH, UMEIOIIUMH BBICIIEe O0Opa30BaHHUE, COOTBETCTBYIOIIEE MPOPHUITIO
NPOBOJUMON TIPAKTHUKH, C OIBITOM JEATEIPHOCTH B OpPraHM3alUsAX COOTBETCTBYIOMICH
npodeccuoHaabHON cdepbl. [IpenogaBareny MoNMy4arT TOMOIHUTEIbHOE MPOPECCHOHATBEHOES
o0pa3oBaHKe MO MPOrpaMMaM MOBBIIICHUS KBATU(PHUKAIIMH, B TOM YHCIE B HOpMe CTAKUPOBKHU B
npodUIBHBIX OpraHu3anusax He pexe 1 pasa B 3 rona.
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5. KOHTPOJIb n

OIHEHKA PE3YJIBTATOB
MMPONU3BOJACTBEHHOM MPAKTUKH

OCBOEHMUA

Bung KOHTpONsS M OLEHKM pe3yJbTaTOB OCBOEHHUS IPOW3BOJCTBEHHOM IPAKTUKH:

KOMIUICKCHBIN 3a4eT C OI.ICHKOfI. OI_IeHKa PE3YyJIbTaTOB OCBOCHHA HpOHSBOI{CTBGHHOﬁ IMPaKTUKH

OCYHICCTBIIACTCA PYKOBOJAUTCIICM ITPAKTHUKHU.

Pe3yabTaThl 00yyeHus
(ocBOEHHBIE YMEHHs, YCBOCHHBIE
3HAHMS)

Kon
npogeccHOHAJIBLHOI0
MOJYJIsI

@DopMBbI 1 METOAbI KOHTPOJISA U OLIEHKHU
pe3yabTaToOB 00yUeHH s

OK 01. Beibupats crmocoObI perneHus
3aga4y npodeccHoHANEHON
JCATEIbHOCTH  MPUMEHUTENBHO K
Pa3INYHBIM KOHTEKCTAM;

IIM 03

HabGnronenue 3a
obyuarorerocs.

JCATCIIbHOCTBIO

OK 02. Hcmonb30BaTh COBpEMEHHEIE
cpeAcTBa  NOWCKAa,  aHalW3a |
WHTEpIpeTaun  uHOpMauu U
WHPOPMAIHOHHBIE TEXHOJOTHU  JJIs
BBIITOJTHCHU S 3aga4
POo(heCCHOHAIBHON JIEATEIIEHOCTH;

IIM 03

HabGnronenue 3a
obyyarorierocs.

JCATCIbHOCTBIO

OK 03. [InannpoBaTh U peanu30BbIBaTh
COOCTBeHHOE TMPOQPECCHOHATBLHOE |
JMYHOCTHOE pa3BuUTHE,
NPEANPUHAMATENBCKYIO JEeITENbHOCTh
B po¢eCCHOHATTLHOM chepe,
WCIIOJIb30BaTh 3HAHUS 110 (PUHAHCOBOM
IrpPaMOTHOCTH B Pa3NIUYHBIX
KU3HEHHBIX CUTYaIUsX;

IIM 03

HaOnronenue 3a
obOyyarorerocs.

ACATCIBHOCTBIO

OK 04. D¢ dexTnBHO
B3aMMOJICHCTBOBaTh W paboTaTh B
KOJUIEKTUBE ¥ KOMaH/IE;

IIM 03

Hab6mronenue 3a
obyyarorerocs.

JCATCIbHOCTBIO

OK 05. OcyuiectBusiTb yCTHYHO U
MACEMEHHYI0O ~ KOMMYHUKAIIMIO  Ha
roCyJ1IapCTBEHHOM si3blke Poccuiickoi
denepanu ¢ y4eToM OCOOCHHOCTEH
COLIMAJIBHOTO u KYJBTYPHOT'O
KOHTEKCTA;

IIM 03

HaOnroneunue 3a
obOyyarorerocs.

JCATCIbHOCTBIO

OK 06. IlposBinaTe TIpaxaaHCKO-
HaTPUOTHYECKYTO TIO3HIIHIO,
JIEMOHCTPHPOBATh OCO3HaHHOE
MOBEJICHUE HA OCHOBE TPaJULIMOHHBIX
00IIIeYeNIOBEYECKUX [IEHHOCTEH, B TOM
qHuclie € YY4eTOM TapMOHHU3aLUH
MEKHAIIMOHATBHBIX u
MEKPETUTHO3HBIX OTHOUICHU,
IPUMEHSTh CTaH/IapTHI
AHTHKOPPYIIIMOHHOTO MOBEJICHUS;

1M 03

HaGmaronenue 3a
oOyyJarorerocs.

ACATCIBHOCTBIO

OK.07 CopelicTBOBaTh COXPAaHEHUIO
OKpYKarotei CpeIbl,
pecypcocOepexeHuto, MIPUMEHATH
3HaHUS 00 W3MEHEHUHM KIUMATa,
MIPUHIIUTIBI OepeKITUBOTO
MIPOM3BOJICTBA, s pexTuBHO
elCTBOBATh B Ype3BbIUAHBIX
CUTYaIUsIX;

1M 03

Brinonnenue

00y4aroMcst

HpO(beCCI/IOHaJ'ILHBIX 3aJla4d Ha ITPAKTUKE;
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OK 08 MHcmonws3oBaTh  cpencTBa 1M 03 Habmonenue 3a JIeSTeTFHOCTHIO
(usnyeckon KYJBTYpbI TUISt o0yJaromierocs;
COXpaHEHUS U YKPEIUICHHS 3/I0POBbS B
mporiecce npogeccHoHANEHON
JIeSITENHOCTU u MOAJICP>KAHUS
HEOOXOAMMOTO YpOBHS (U3NIECKON
MTOITOTOBJIEHHOCTH;
OK 09. Ilons3oBatbes 1M 03 Brimmonnenue o0yyJarommmest
npodecCHOHAIEHON TOKYMEHTaen poheCCUOHANBHBIX 3aj1ad Ha MPaKTHKE;
Ha TOCYJapCTBEHHOM M HHOCTPAaHHOM
SI3BIKAX.
I[IK 3.1. OcymecTBiasTh NpUEM- 1M 03 BelnoneHue pabort o
nepenaqay YIpaBIeHYECKOH MTPOU3BOACTBEHHOM MIPaKTHKE,
nH(pOpMAITMK C TIOMOIIBIO CPEICTB MPETyCMOTPECHHBIX paboucit
MH(GOPMAITMOHHBIX u MIPOrpaMMON;
KOMMYHHUKALIMOHHBIX TEXHOJIOTUH. Brinonnenue oTyeTa 1o
MTPOM3BOACTBEHHOM MTPAKTHKE;
KoMIuiekCHBI 3adeT ¢ OIIEHKOW I10
npou3BojcTBeHHON mpaktuke I111.03.01
I[IK 3.2. KoopauaupoBaTs paboTy 1M 03 Brinonnenue pabot no
MIPUEMHON PYKOBOJIUTENS, 30H MIpHEeMa MIPOM3BOACTBEHHOM MpPaKTHKE,
pPa3IMYHBIX KaTEropuil IMOCETUTENEH IPELyCMOTPEHHBIX paboueit
OpraHH3alHH. MIPOTpamMMOoi;
Brlinonnenue oT4yera o
MIPOM3BOACTBEHHOM MPAKTHKE;
KommnekcHbIil 3aueT ¢ OLEHKOH o
npousBojacTBeHHON mpakTuke I111.03.01
IIK 3.3. Bnanets HaBbIKAMH IIM 03 Brinonnenue pabot o
IUTAaHUPOBaHUsl pabouero BpeMeHU MIPOU3BOCTBEHHOM MIPaKTHKE,
PYKOBOAMTENS M CEKpPETapsl.. MPETyCMOTPEHHBIX paboueit
IPOrpamMMON;
Bremonnenne oTueTa o
MPOM3BOACTBEHHON MTPAKTHKE;
KoMIuiekCcHEBII 3ad4eT ¢ OIIEHKOW II0
npousBojcTBeHHON mpakTuke I1I11.03.01
[IK 3.4. OcyecTBisATh MOATOTOBKY IIM 03 Brinonnenue pabot no
JICTIOBBIX TIOE3[I0K PYKOBOAHTEIS H MTPOM3BOACTBEHHOM MIPaKTHKE,
JIPYTHX COTPYAHUKOB OpraHU3alINH. MPeTyCMOTPEHHBIX paboueit
MIPOrpaMMON;
Brinonnenue oT4yera no

MIPOU3BOICTBEHHON MTPAKTHUKE;
KoMmiekcHEBII 3a4eT ¢ OLIEHKOH II0
npou3BojacTBeHHON mpakTtuke I111.03.01
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K  3.5. Brnagers  cmocobamu 1M 03 Brimonnenue pabot o
OopraHM3anuyd padoyero MpoCTPaHCTBA MIPOU3BOACTBEHHOM MPaKTHKE,
MPUEMHON 1 KaOMHETa PyKOBOIUTEIIS. MPETyCMOTPEHHBIX paboueit
IPOrpamMMOi;
Brinonnenue oTyeTa o
MIPON3BOACTBEHHOM MPAKTHKE;
KoMIuiekCcHBI 3adeT ¢ OLEHKOW IIo
npousBoAcTBeHHON mpaktuke I111.03.01
I[IK 3.6 OcymectBiats padboTy 10 1M 03 Brimonaenue pabot o
MOJTOTOBKE u MIPOBEJCHUIO MIPOU3BOACTBEHHOU MPaKTHUKE,
KOH(pepEeHTHBIX MEpOTIPUATHH, MPeTyCMOTPEHHBIX paboueit
obecneunBaTh HHPOPMAITHOHHOE MIPOrpaMMON;
B3aMMOJCHCTBUE  PYKOBOAMTENS  C Brimmonnenue oTyeTa o
MOJIpa3IeICHHSIMA W JIOJDKHOCTHBIMU MIPOU3BOACTBEHHOM MTPAKTHKE;
JINI[AMH OPTaHU3AIWH. KoMIiekcHBI 3adeT ¢ OIEHKOW 1o
npousBoAcTBeHHOM mpaktuke I111.03.01
IIK 3.7 OdopMisTh OpraHU3aIr[MOHHO- 1M 03 Brinonxenue pabot o
pacropsauTenbHble  JOKYMEHTBI U MPOU3BOJCTBEHHON MPaKTHUKE,
OpTraHU30BEIBaTh PadOTy C HUMH, B TOM MPeTyCMOTPEHHBIX paboueit
qrcie c HCIIOJTb30BaHUEM MIPOrpaMMON;
aBTOMATHU3UPOBAHHBIX CHCTEM. Brmmonnenue oTyeTa o
MIPOU3BOACTBEHHOM MTPAKTHKE;
KoMmnekcHbll 3ayeT ¢ OUEHKOH o
npousBoAcTBeHHOM mpaktuke I111.03.01
I[IK 3.8 Odopmuars AOKYMEHTHI IO 1M 03 Brinonnenue pabot o
JIMYHOMY COCTaBy W OpIaHU30BBIBAThH MIPOM3BOICTBEHHOM MIPAKTHKE,
paboTy ¢ HHMH, B TOM YHCIE C MPeTyCMOTPEHHBIX paboueit
HCTIOJIb30BaHUEM MPOTrpaMMoii;
AaBTOMATHU3UPOBAHHBIX CHCTEM. Brmmonnenue oTyeTa o

MIPOU3BOJICTBEHHON MTPAKTHUKE;
KoMIutekcHBIM 3a4eT C OIEHKOH 110
npousBoAcTBeHHOM mpaktuke I111.03.01
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I[IK 3.9 Opranu3oBbiBaTh TeKyllee
XpaHEeHHE JOKYMEHTOB, 00paboTKy aen
JUId  ONEpPaTUBHOIO M  apXUBHOI'O
XpaHeHus, B TOM  4YHCIE C
HCIIOJIb30BaHUEM
ABTOMAaTHU3UPOBAHHBIX CHCTEM.

1M 03

Bremmonnenue pabot o

MIPOU3BOJACTBEHHON MPaKTHKE,
MIPETyCMOTPECHHBIX paboueit
IPOrpamMMOi;

Brimonnenue oryera o

IIPOU3BOJCTBEHHOH NPAKTHKE;
KoMIuiekCcHBI 3adeT ¢ OLEHKOW IIo
npousBoAcTBeHHON mpaktuke I111.03.01
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