YactHoe npodeccruoHanbHOE 00pa30BaATEIBHOE YUPEKICHUE
"FOsxHbI1 MHOTOTTPO(UITBHBIA TEXHUKYM"

PABOYAS IPOT'PAMMA IMPOU3BOJCTBEHHOM MPAKTUKHU
O NPOPECCHUOHAJTBHOMY MOAYJIIO

MM.01 JOKYMEHTHUPOBAHUE YIIPABJEHUYECKOM
AEATEJBHOCTHU N OPTAHM3ALIUA PABOTBI C JOKYMEHTAMMN

10 MPOTrpaMMe MOATOTOBKH KBATU(UIUPOBAHHBIX Pab0UYUX, CITyKaIUX

46.01.03 [desionpon3BoauTe/Ib

Ha 06a3e OCHOBHOI'O 001Iero 00pa3oBaHus

Apmasup, 2025



OJIOBPEHA VTBEPXJIAIO

[{UKIIOBOM METOANYECKON KOMUCCUEN Hupexktop UIIOY FOMT
o crnenuainpbaoct 46.01.03 E.C. ®enorenkoB
Jlemonpon3BoaUTEINb «28» pempains 2025 .
[Ipencenarens HUKIOBOW METOAUYECKON )
MoanucaH undposon
I(OMPICCPIGIZ nognucblo: ®egoTeHKoB
Esrenuin CepreeBuy
DN: C=RU, OU=[lupekTop,
O=4Mnoy OMT, CN:“
I1. I1. {3an3ueB e et
O :
28.02.2025 r. o o o pastD
yAoCToBepstoLLei NoanucbIo
‘l ‘\ PacnonoxeHue:
KpacHogapckuii kpan, T.
Aj ,yn. K , 22-24
PaccmoTtpena fore: 20030528
Ha 3acenanum neaaroruueckoro COBeTa oz

[TpoTtoxon Ne 2 ot 28.02.2025 1.

Pabouass mporpamma NpOM3BOJCTBEHHOM MPAKTUKH pa3paboTaHa Ha OCHOBE
denepaabHOr0 TOCYAAPCTBEHHOIO  O0pa30oBaTENbHOIO CTaHAAPTA  CPEAHETO
po¢heCCUOHAIBHOTO oOpa3zoBaHUs o npodeccuu 46.01.03
«demonpousoautenby (3apeructpupoano B Muntocte PD 15 nexabpst 2023 r. N
76432).

Opranuzanusi-pazpadorunk: YactHoe npodeccuoHanbHoe 00pa30BaTEIbHOE
yupexenue «FOxHp1il MHOronpo@uiabHbI TEXHUKYM»

PazpaboTunku:
®enotoB A.B., KaHAMAAT OPUAMYECKUX HAyK, TOUEHT  HerocymapcTBEHHOTO
4acCTHOTO 0OpPa30BaATEIIBHOTO YUPEKICHUS BBICIIETO 00pa30oBaHus «ApMaBUPCKUN
JIMHTBUCTUYECKUN COLUAIIBHBIA UHCTUTY T

®enorenkoB E.C., kaHauaaT HICTOPUYECKUX HAYK, TOLEHT

Jlnst moctynuBiux B 2024, 2025 romax



COJEP)KAHME

1. ITacnopt mporpamMmsl MPOU3BOACTBEHHOMN MPAKTUKU

2. [InmanupyemMble pe3ynbTaThl MPOU3BOICTBEHHOM MPAKTUKU

3. CTpyKkTypa u cofeprKaHne MPOU3BOJACTBEHHON MPAKTHKU

4. Ycnosus OpraHu3anun U IIpOBCIACHUA HpOHSBOI[CTBGHHOﬁ IMPAKTUKHN

5. OueHOYHBINA MaTepual MPOXOKACHUS MPAKTUKA

12



1. MACHOPT POT'PAMMBI ITIPOU3BOJCTBEHHOM IMPAKTUKH

1.1. ObsacTh NPpUMEHEHUs] MPOTPAMMbI

[IpakTHyeckass TOATOTOBKA - (¢opMa oOpraHu3aldd  00pa30BaTCIBHOM
NEATEIbHOCTH IPU OCBOCHHHM O0O0pa30BaTENbHOW NPOrpaMMbl B YCIOBHSX
BBITMIOJTHEHHsI 00yYaOIUMUCS ONMPEIEICHHBIX BHAOB padoT, CBSI3aHHBIX ¢ OymyIien
npo(ecCHOHANBPHOM  NIeATENBHOCTRI0O W HalpaBICHHBIX Ha (OpMHpOBaHUE,
3aKperieHue, pa3BUTUE MPAKTHUECKUX HABBIKOB M KOMIIETEHUMHA MO MNPOQUITIO
COOTBETCTBYIOIIEH 00pa30BaTEIbHON MTPOTPAMMBI.

OOpazoBaTenbHas JeATENBHOCTh B (opMe MPAaKTHUECKOW MOJATOTOBKH

peann3oBaHa KaK KOMIUIEKC Y4YeOHOW M MPOU3BOACTBEHHON NPAKTUKU B COCTaBE
OIIOII CIIO.
[Iporpamma TpPOW3BOJCTBEHHOM TMpakTuku sBisercss 4acteto [IIIKPC B
cootBeTcTBUM ¢ PI'OC CIIO no npodeccun 46.01.03 Jlenonpor3BoAUTENL B HaCTH
OCBOCHHMSI ~ OCHOBHOTO BuAa mnpodeccuoHanbHol  gesrenbHoctn  (BIL):
JIOKyMEHTUpPOBAHHE YIPABIECHYECKON MAEATENBHOCTH M OpraHu3amus padoThl C
JOKyMEHTaMU U COOTBETCTBYIOIIUX MpodeccrnoHanbHbix kKoMmnereHuui (I1K):

Kon HanMeHOBaHMe BUIOB JeSITEJbHOCTH H NIPO(eCCHOHATBHBIX KOMITETEHIMI
BA1 JIOKyMEHTHpOBaHHUE YIPABICHUYECKON NEATETBHOCTH M OpTraHU3alus padoThl C
JOKYMEHTaMU

MK 1.1. | OcymiecTBaaTh IpUEM, MEPBUYHYIO O00pabOTKY M PETUCTPAIUIO MOCTYMAOIIEH
KOPPECHMOHJICHIIMM B TOM WYHCJIE C HCIOJb30BAHHUEM aBTOMATHU3HPOBAHHBIX
CHCTEM.

IIK 1.2. | IlepenaBaTh JOKYMEHTHI HA UCIIOJHEHUE B MOAPA3ACICHUS C YIETOM PE30IIOIHIH
PYKOBOAMTEINICH OPraHU3aIiH.

IIK 1.3. | OcyuiecTBiaTh KOHTPOIIb UCIIOJHEHUS IOKYMEHTOB B OPTaHU3AIINH, B TOM YHCIIE
C MCIIOJIb30BAaHUEM aBTOMATH3HPOBAHHBIX CHCTEM.

IIK 1.4. | Bectu 6a3bl JaHHBIX JOKYMEHTOB OPTaHU3AIMH U CIIPABOYHO-UH(OPMALIMOHHYIO
paboTy MO0 HUM.

K 1.5. | OcymectBiate  00pabOTKy,  perucTpaluid ¥ OTHOPAaBKYy  HMCXOJSAIICH
JOKyMEHTalluk  ajgpecataM, B TOM  4YHCI€ C  HCIOJb30BaHHEM
ABTOMATHU3HPOBAHHBIX CHCTEM.

K 1.6. | OcymiecTBaATh coCTaBiIeHUE U 0GOPMIICHUE CITYKEOHBIX JIOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMATUBHBIX MPABOBBIX AKTOB.

1.2. Ilesiu 1 3a1a4M NPOU3BOACTBEHHOI NMPAKTUKH — TPeOOBAHMS K pPe3yJibTaTaM
OCBOEHMS

[IpousBoACcTBEHHAsT  TpakTUKa  HampaBjieHa Ha  (QopMupoBaHue Yy
oOyuyaromerocss oO0mmUX W MPOGECCHOHAIBHBIX KOMIIETCHIIMM, IPHOOpETCHHE
MPAKTUYECKOTO OIbITA.

C 1enpio OBJIAJICHUS] YKa3aHHBIM BUIOM MPOQPECCUOHATILHON NEITEIbHOCTH U
COOTBETCTBYIOIIUMHU MPOGHECCHOHAIBHBIMU KOMITETCHITUSIMHU OOYYalOIUICSI B X0/
MIPOXOXKEHUS MPOU3BOACTBEHHON MPAKTUKH JOJIKEH:

Buagers HaBbIKAMM:

—  IIpuem u nepBuuHasg 00pabOTKa BXOAAIINX JOKYMEHTOB.



[IpenBapurenbHOE€  pacCMOTPEHME W COPTHUPOBKA  JOKYMEHTOB  Ha
PETUCTPUPYEMBIE 1 HEPETUCTPHUPYEMbIC
[TonroroBka BXOIAUIMX JOKYMEHTOB JIJIsl PACCMOTPEHUS PyKOBOIUTEIIEM.
Peructparus BXOASIMNX TOKYMEHTOB.
Opranu3zanus 10CTaBKU JOKYMEHTOB HCIIOJIHUTEISIM.
KoHnTposnb ncnonHeHus: JOKYMEHTOB B OpraHU3alliy.
Benenue 0a3bl JaHHBIX JOKYMEHTOB OpraHU3aIlUu.
Benenue nndopmanimoHHo-cripaBOYHON pabOTHI.
O0paboTka, perucTpaliisi ¥ OTIpaBka UCXOASIINX JOKYMEHTOB
CocraBnenue U opopMiIeHHUE CIIYKEOHBIX JIOKYMEHTOB.

yMeTh:
[IpoBepsiTh TPaBUIBHOCTh JOCTABKH KOPPECHOHJEHIMU; TPABHUIBHOCTh U
LEJIOCTHOCTD BIOXKEHHUS.
OneHuBaTh  COAEp)KaHWE TOCTYNMHMBIIMX  JOKYMEHTOB C N0  UX
pacrpeseneHusl.
[Tonb30BaTbCs aBTOMATU3MPOBAHHBIMU CHCTEMaMHU YYeTa, PETHCTpPAlldU IPH
paboTe ¢ JOKYMEHTaMH OpTaHU3alNH.
Omnpenenste MapumipyT JBWKEHUS KOHKPETHOTO JOKYMEHTa W JOBOIHUTH
JIOKYMEHTHI JTO UCTIOJIHUTENEH B OTMPEICIIEHHBIE CPOKH
Pabotath cO Bcell COBOKYNMHOCTBbIO HWH()OPMAIMOHHO-JOKYMEHTAIMOHHBIX
pPECYpPCOB OpraHu3aluu.
Bectu yueT npoxoxeHusi J0KyMEHTAJIbHBIX MaTepUaoB.
[TocTraHOBKa TOKYMEHTa Ha KOHTPOJIb.
Ocy1iecTBIATh MPOMEKYTOUHBIM KOHTPOJIb U KOHTPOJIb TIPU HACTYILJICHUU JATh
UCIIOJTHEHHSL.
NudopmupoBaTh pyKOBOAUTEINSI 00 UCTIOTHEHUHU.
CHATH JOKYMEHT C KOHTPOJISI ¥ HAITPaBUTh UCIIOJIHEHHBIN TOKYMEHT B AEIIO.
O600mare ¥ aHaTU3UPOBATh PE3YJAbTAaThl KOHTPOJS 3a HUCHOJHECHHEM
JTIOKYMEHTOB.
[Tonb30BaThcs aBTOMATH3MPOBAHHBIMH CHUCTEMaMH yd4eTa, pPETUCTpALUH,
KOHTPOJII ¥ HWH(POPMAIMOHHO-CIIPABOYHBIMU CHUCTEMaMH Tpu padboTe ¢
JIOKYMEHTaMH OpTaHU3aIHH.
[Tonb30BaThCst 6Ga3aMu TaHHBIX, B TOM YHCIIE YIAICHHO.
Bectu yueT 10KyMEHTOB OpraHU3alIiH.
OcymiecTBIATh CIPAaBOYHO-MHPOPMAIMOHHYIO pabOTy C UCHOJIb30BaHUEM 0a3
JTAHHBIX JOKYMEHTOB.
[Tonp30BaThCS aBTOMATU3UPOBAHHBIMU CHCTEMAaMH yuyeTa, pPETUCTpaIlui,
KOHTPOJII M HMH(POPMAIMOHHO-CIIPABOUYHBIMH CHCTEMaMH TMpu paboTe C
JIOKYMEHTaMH OpTraHU3alHH.
[IpuMmeHsTh TpaBUia PYCCKOTO S3bIKA MPH TPOBEPKE JAOKYMEHTOB TEepes
OTIIPABKOM.
[TpoBepsiTh MPaBUIBHOCTH OQOPMIICHUS W KOMIUIEKTHOCTh HCXOMISIINAX
JIOKYMEHTOB.
CoptupoBaTh JOKYMEHTHI MO CIOCO0aM JIOCTaBKH, MPU HEOOXOAMMOCTH,
YIaKOBBIBATH JJOKYMEHTHI U OTIPABJISTh.



[Tonb3oBaThCS aBTOMATU3UMPOBAHHBIMU CHUCTEMAMH Y4ye€Ta, pPErUCTpallui,
WH()OPMAITMOHHO-CIIPABOYHBIMA  CUCTEMaMU TIpH  paboTe C JTOKYMEHTAMH
OpraHU3al1U.
[IpuMEHSATh yCTAHOBJIEHHBIM COCTaB PEKBU3UTOB B 3aBUCUMOCTH OT BHJA
JTIOKYMEHTA.
[IpaBunbsHO pacrionarate U 0GOPMIIATh PEKBU3UTHI HA JINCTE MPU COCTABJICHHUH
JTIOKYMEHTA.
[IpumeHsTh coBpeMeHHbIe MH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
JUTsl paboThl C IOKYMEHTaMH, B TOM YHUCJE ISl €€ ONTUMHU3AIMKU U TMOBBIIICHUS
3 PeKTUBHOCTH
[IpuMeHsTh MpaBuiia pycCKOro A3bIKa.

3HATh:
HopmaTtuBHBIE TpaBOBBIE AKTHI W HOPMATHUBHO-METOAUYECKHE JOKYMEHTHI,
ONpeIeIIAIONTNE MOPSIA0K JOKYMEHTAIIMOHHOTO 00ECTICUeHHS YIIPABICHUS.
CrtpykTypa opraHuszaiuu, pyKOBOJCTBO CTPYKTYPHBIX MOApa3/IeICHUN.
CoBpemeHHbIe HH()OPMAIIMOHHBIE TEXHOJIOTUN PA0OTHI C JOKYMEHTAMM.
[Topsinok pabOThI C MOCTYyNAIOIIUMU JOKYMEHTAMH.
[Topsimoxk pa®oOThl ¢ AOKyMEHTaMHM IMpU Mepeaadye UX Ha HUCIOJHEHUE B
noApa3eacHusl.
[IpaBwia opraHuzaiuu U (HOPMBI KOHTPOJS UCIOJIHEHUS JIOKYMEHTOB B
OpraHu3aluu.
TuroBble CPOKU UCTIOTHEHHS JOKYMEHTOB.
[IpuHIUTIBEI PAOOTHI CO CPOKOBOM KAPTOTEKOM.
HaszHaueHue U TEXHOIOTHS TEKYIIETO U MPEAyNPEeIUTEIBHOTO KOHTPOJISL.
[IpaBuna cocTaBieHUS AHAIMTUYECKUX CIPABOK MO OpraHU3aluu padoThl C
JOKYMEHTaMU U KOHTPOJIKO UCIIOJTHEHHUS IOKYMEHTOB.
[IpaBwia co3mgaHusi W BeneHUST 0a3 JaHHBIX CIIY>KEOHBIX JIOKYMEHTOB B
OpraHu3alIluu.
CuCTEMBI 2JIEKTPOHHOTO JOKYMEHTOO00pOTA.
[IpaBwiia ¥ CpOKH OTIPABKU UCXOASAIIUX TOKYMEHTOB
Buapl 1T0KyMeHTOB, UX Ha3HAYEHUE.
TpeboBanus, NpeabIBIsieMble K JOKYMEHTaM B COOTBETCTBUU C HOPMATUBHBIMU
MPaBOBBIMH aKTaMH U TOCYAapCTBEHHBIMU CTaHAApTaAMHU.
[IpaBuna cocrtaBneHuss U  odopmiieHUs WHDOPMAIMOHHO-CIIPABOYHBIX,
OpraHU3allMOHHBIX, YIIPABICHUYECKUX JTOKYMEHTOB.

1.3. KosimuecTBO 4acoB (Hede/1b) HA MPOU3BOACTBEHHYIO IPAKTHKY
Bcero — 180 gacos (5 Henmenns) B 4 cemectpe.



2. IJTAHUPYEMBIE PE3YJIbTATHI IPOU3BOJCTBEHHON
IHPAKTHUKH

Pe3ynbraToM NpOW3BOACTBEHHOW MPAKTHUKU SIBISETCS OBJIAJCHHE O0YYarOIIMMHUCS
BUJIOM MPO(ECCUOHATBHON NeATEeIbHOCTH «J{OKyMEHTHpOBaHHE YIpPaBICHYECKON
TOM 4YHUCIIE

ACATCIIBHOCTU MW OpraHu3anus pa60TBI C

AJOKYMCHTAMH», B

npodeccuonansubiMu (I1K) u o6mmumu (OK) kommieTeHInsIMu:

Kon HanMeHoBaHHe 00IIUX KOMIIETEHIIUMI

OK 01. | Beibuparp cmocoObl pemieHus 3amad  npodecCHOHAIBHON  IESITEIbHOCTH
MPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM

OK 02. | Mcnonb30BaTh COBPEMEHHBIE CpENICTBA IIOMCKA, aHAW3a M HWHTEPIpPETaALNHU
uHopmanuu, W WHGOPMAIIMOHHBIC TEXHOJOTUM [JIsl BBIMOJHEHUS 3a/ad
podecCHOHANBHOM IesTeNIbHOCTH

OK 03. | [lnmanupoBath U peain30BbIBaTh COOCTBEHHOE MPOQPECCHOHATBHOE U JTUYHOCTHOE
pa3BUTHE, TPEINPUHUMATENBCKYIO EATEIbHOCTh B MpodeccnoHanbHOoi cdepe,
MCIIOJIb30BaTh 3HAHMS 1O TPAaBOBOM M (DPMHAHCOBOW T'PAMOTHOCTH B Pa3IUYHBIX
JKU3HEHHBIX CUTYalUsAX

OK 04. | DddexTuBHO B3aMMOJICHCTBOBATH U Pa0OTATh B KOJUIGKTHBE U KOMAaH/IC

OK 05. | OcyuiecTBiIATh YCTHYIO M NMHCHbMEHHYK) KOMMYHHMKAlMIO0 Ha TOCYJIapCTBEHHOM
sa3pike  Poccuiickoii ®enepaniii ¢ y4eTOM OCOOCHHOCTEHM COIMAIBbHOTO U
KYJBTYPHOI'O KOHTEKCTA

OK 09. | Ilonp3oBarhesi MPOQECcCHOHATBHON JTOKyMEHTAlMe Ha TOCyNapCTBEHHOM |
MHOCTPAHHOM SI3BIKaX

BA1 JIOKyMEeHTHpOBaHUE YIPABICHYECKON AEATEIBHOCTH W OpraHu3aius padoThl C
JIOKYMEHTaMu

MK 1.1. | OcymecTBisITh IpUEM, NEPBUUHYI0 00paOOTKY M PETUCTPAIMIO TOCTYIAOIIEH
KOPPECIOHJIEHIIMK B TOM YHCJIE C MCHOJb30BAaHUEM ABTOMATHU3UPOBAHHBIX
CHUCTEM.

IIK 1.2. | [IlepenaBaTh TOKYMEHTHI HA UCIIOJHEHUE B NOAPA3JICIEHUS C YUETOM PE30IIOLNN
PYKOBOIMTENECH OPTaHU3ALUH.

IIK 1.3. | OcymecTBisITh KOHTPOJIb UCIIOJHEHHUS IOKYMEHTOB B OpPraHU3alliK, B TOM YHCIIE
C UCIOJIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

IIK 1.4. | Bectu 6a3bl JaHHBIX TOKYMEHTOB OpraHU3alliy U CIIPaBOYHO-UH(POPMAIIMOHHYIO
paboTy MO0 HUM.

MK 1.5. | OcymectBisith  00pabOTKy, pEruCTpaliuild0 W OTHPABKy  HMCXOMSIICH
JOKyMEHTalluM  ajapecaraM, B  TOM  YHCI€ C  HCIOJb30BAHHEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

K 1.6. | OcymecTBIsITh COCTaBIEHUE U 0OPMIICHHE CITY’)KEOHBIX TOKYMEHTOB Ha OCHOBE
TpeOOBaHNI COBPEMEHHBIX HOPMATHUBHBIX TPABOBBIX AKTOB.




3. CTPYKTYPA U COJAEPXKAHHUE ITPON3BOJACTBEHHOM MPAKTUKH
3.1. TemaTuyecKkuil IVIaH NPOU3BOACTBEHHOM NPAKTHKHU

Koabl popmupyembix HaumenoBanue npogecCHOHAJIBLHOI0 MOAYJIs O0bem Cpoxn
KOMIIEeTeH Uil BpeMEHH, NpoBeIeHNs
OTBOAMMBIN Ha
NPAKTHKY
OK 01, OK 02, OK 03, OK 04, OK 05, IIM.01 ZJOKYMEHTHUPOBAHUE 180/5 4 cemecTp
OK 09, BA I, IK 1.1, IIK 1.2, ITK'1.3, VIIPABJIEHUYECKOU JESATEJILHOCTU U
MK 1.4, IIK1.5, ITIK 1.6 OPTAHM3AIMS PABOTHI C JIOKYMEHTAMU

3.2. Conep:kaHue MPOU3BOACTBEHHOI MPAKTHKH

HaumenoBanue pa3aesioB (Tem)

Buasi patot

KoJunuyecTBo yacoB

Opranusanust padoTbl ¢ JOKyMeHTaMHU B 1.

ABTOMATU3HPOBAHHBIX CUCTEMAX

W3ydeHnue CTPyKTyphl OpPraHM3alMU — MECTa MPOXOXKICHHS
MIPAKTUKH (Jajiee — OpraHu3altn) ¢ HeJbl0 COCTABICHUS CXEMBI
CTPYKTYPBI OpTaHu3aIIH U MUPKYJITHPYIOIIIX
JTIOKYMEHTOIIOTOKOB. Nzydenue WHucTpykumu o
JEeTONPOU3BOACTBY OPTaHU3AIH.

Hcnons3oBanue CIJ] B pabore ¢ noxkymeHtamu. OOpaboTka
BHYTPEHHUX JOKYMEHTOB, 00pabOTKa M OTIpaBKa HCXOMISIINX
JOKYMEHTOB, TpuUEM U TepBUYHAs o00paboTKa BXOAAILIMX
JOKYMEHTOB.

Perucrpanus JIOKYMEHTOB u MapuIpyTH3anus
JTOKYMEHTOTIOTOKOB. OCyIeCTBIIEHHE Tepeaadyn JTOKYMEHTOB
Ha MWCIIOJHEHHE B TMOApa3feieHUs C YYEeTOM pPEe30JIOLUU
PYKOBOAMTENCH  OpraHu3anuy. YdacTHe B KOHTpOJE
UCIOJHEHHUS! JIOKYMEHTOB B OpraHM3allid, B TOM YHCIE C

180




WCIOJIb30BaHNEM aBTOMATU3HPOBAHHBIX CHCTEM.

4. HNudopManMoHHO-CTIpaBOYHAs W  TIOMCKOBas pabota ¢
WCIOJIb30BAHUEM CUCTEM Y4€Ta JOKYMEHTOB B OpPraHU3aIINU.

5. OdopmieHne oOpraHu3allMOHHBIX, BHYTPEHHUX (TIPUKa3HbI,
pacmopspKeHHsI, JIOBEPCHHOCTH, 3allUCKH, CIPaBKH, aKTHI,
MPOTOKOJIBI U JIP.) U UCXOMASANINX TOKYMEHTOB OpraHH3alliu C
WCIOJIb30BAHUEM  COBPEMEHHBIX IMPOTPAMMHO-TEXHHUUYECKUX

CpPEACTB.
6. OcymiecTBieHHE KOHTPOJIS  HPAaBUIBHOCTH  COCTaBIICHUS,
opopMIIeHUS ~ JIOKYMEHTOB  (PEKBH3HTBI,  OCOOCHHOCTH

HaNMCaHUsl TEKCTOB, MHOTOCTPAHUYHbBIE TOKYMEHTHI), TIOPSIKa
U3aHUS  JIOKYMEHTOB (C y4€ToM cCHelM(HUKH CHCTEMbI
JIeTOTIPOM3BOCTBA opranu3anyn). Konctpynpoanue O1aHKOB
OpraHu3alM, CO3/IaHKHE 1a0JI0HOB JOKYMEHTOB.

7. JloKyMeHTHpOBaHHE JeSITeTbHOCTH OpraHHU3aLUH.
OdopmiieHre  OpraHM3aLMOHHBIX, BHYTPEHHHMX (TIPHKa3Bbl,
pacropspDKeHHs, JOBEPEHHOCTH, 3allMCKH, CIPAaBKH, AaKTEHI,
IPOTOKOJIBI U JP.) U UCXOAALIMX JTOKYMEHTOB OpraHM3aluu ¢
WCIIOJB30BAHUEM COBPEMEHHBIX IMPOTPAMMHO-TEXHHUECKUX
CPEACTB.

8. KouTpoms  mpaBHIBHOCTH  COCTaBJCHHSA,  O(POPMIICHHS
JOKYMEHTOB (PEKBHU3HUTbI, OCOOCHHOCTH HAIlMCaHUs TEKCTOB,
MHOTOCTPaHUYHBIC JTOKYMEHTHI), nopsiiKa U3IaHAS
JOKYMEHTOB (c yuéToM cneuuduku CHCTEMBI
JIeJIONPOU3BOJICTBA opranuzanun). KoncrpyrnpoBanue G1aHKOB
OpraHM3aLIH, CO3aHUE IA0IOHOB JOKYMEHTOB

9. 3HAaKOMCTBO ¢ KareropusMd U BUAAMH JOKYMEHTOB,
00pa3yromuxcs B OpraHM3aIH, COJIepIKAIITIX
KoHQHUAeHIManbHyl0  uHpopMmaruio.  O3HakoMmJeHHE ¢
MPUMEHSIEMBIMI B OpraHW3allMd CPEICTBAMH KpHITOTpadun
JUIS 3AIIUTHl AJIEKTPOHHBIX JOKYMEHTOB C HCIIOJIb30BAaHHEM
CTEUATBHOTO MTPOTPAMMHOTO 00€CIIeYeHUSI.

10. OpopmneHre JOKYMEHTOB 110 TUYHOMY COCTAaBY M UX KOIHIA
(pu HEOOXOUMOCTH).

HUroro: 180




4. YCJOBHA OPTAHU3ALIMA U ITPOBETEHUSA
HNPOU3BOJACTBEHHOU NPAKTUKHU

4.1. TpeOGoBanusi K yCJOBUSIM MPOBEACHUSA NMPOU3BOACTBEHHOM MPAKTUKH

Peanuzanuss  paboueii  mporpaMMbl — MPOU3BOJCTBEHHOM  MPAKTUKH
Peanuzanus paGodeil mporpamMmbl IMPOU3BOJACTBEHHOM MPAKTUKHU MPEIoIaraet
MPOBEICHUE MPOU3BOACTBEHHON MPAKTUKKW B MNPO(PUIBHBIX OpraHu3alusx Ha
OCHOBE JIOTOBOPOB O MPAKTUYECKOW IMOATrOTOBKE, 3akitouaeMbix mexay YIIOY
IOMT u npodwunbHON opraHuzaiuei, KyJga HampaBsSioTcs oOydaromuecs. B
KauecTBe 0a3 MPAaKTHKX MOTYT BBICTYNATh OpraHU3alld, AESITEIBHOCTh KOTOPBIX
COOTBETCTBYET MPOGUITIO CHIEIIHATIEHOCTH.

CryneHTsl B TEpUOJ MPOXOXKJIEHUS IPOU3BOJCTBEHHOM NPAKTUKH B
OpraHu3alysIX MOJHOCTHIO BBINOJIHSIOT 3a/IaHMs, PEIYCMOTPEHHBIE MPOrPaMMOI
MPAaKTUKH, COOMIONAIOT NEHCTBYIOMINE HAa MPO(UIBHBIX OpraHU3alUsAX IpaBUiIa
BHYTPEHHEI0 TPYJOBOI'O pacHopsiiKa, a TakKe CTPOro COONI0Nal0T TpeOOBaHHUSA
OXpaHbI TpyJla ¥ MOKapHOM 0€3011aCHOCTH.

4.2. MupopmanuonHoe odecredeHne 00y4eHust

IlepeyeHp pexoMeHAyeMbIX Yy4eOHbIX wu3AaHuii, WHTepHeT-pecypcos,

JTOMOJTHUTEIbHOU JIUTEPATYPbI

MIK.01.01 Oprasusanusi JAOKYMEHTO000pOTa M JOKYMEHTHPOBAaHHE

yIpaBJieHYeCKOH AeATeJTbHOCTH

OCHOBHBIE€ HCTOYHUKM:

1. JloxymeHTanuoHHoe oOecrneuenue ynpaniaeHus. CoctaBiieHre U opopMiieHre
JIETIOBBIX JOKYMEHTOB : yueOHoe mocooue st CIIO / cocraButenu E. U.
bammakoBa. — Caparo, Mocksa : IIpodobpazoBanue, At Ilu Ap Meaua,
2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — Texcr :
AJIEKTPOHHBIN // DIEKTPOHHBIN pecypc mU(ppoBOi 00pa30BaTEIBHONU CpEIb
CIIO PROFo6pazoBanmue : [caiiT]. — URL:

2. KysnenoBa, U. B. Benenue KoHGUICSHIMAIBHOTO JICJIONPOU3BOJICTBA
yueOnuk s CIIO / U. B. KysuenoBa, I'. A. Xauarpsn. — 2-e u3g. —
Caparos : IIpodobpazoBanue, 2024. — 168 c¢. — ISBN 978-5-4488-1024-4.
— Tekct : D2IeKTpOHHBIM // DJEKTPOHHBIH pecypc  IHU(PPOBOM
obpazoBatensHoit cpeasl CIIO PROFoOpazoBanue : [caiit]. — URL:
https://profspo.ru/books/137662

3.  Kysnenosa, . B. JlokyMeHTanlnOHHOE OOECIIEUCHUE YIPABIICHUS : yU4eOHOE
nocooue mns CIIO / U. B. Ky3nemnona, I. A. XauarpsH. — 3-¢ u3g. —
Caparos : [Ipodo6pazoBanue, 2024. — 168 c. — ISBN 978-5-4488-1051-0.
— Tekct : DIEKTPOHHBIM // DNEKTpOHHBIM pecypc 1uppoBo
obpazoBatensHoit cpeasl CIIO PROFo6OpazoBanue : [caiit]. — URL:
https://profspo.ru/books/135470

4. 3aimea, E. B. Jlemompou3BoicTBO W JOKYMEHTOOOOPOT B CHCTEME
rOCyJapCTBEHHOTO ¥ MYHHIIUIAIBHOTO YIIPaBIEHUS : ydeOHOe mocolue st
CIIO / E. B. 3aiineBa, H. B. TI'onuapoBa. — 3-¢ m3a. — CaparoB :
[TpodobpazoBanue, 2024. — 176 ¢. — ISBN 978-5-4488-1122-7. — Texkcr :
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ANIEKTPOHHBIN // DAEKTPOHHBIN pecypc HUbpoBO 00pa30BaTEIBLHON CpEbI
CIIO PROFo6pa3oBanwue : [caiit]. — URL: https://profspo.ru/books/139528
JlonoJiHMTeIbHASA JIUTEpaTypa
Kysnenosa, U. B. Kondunennuansnoe aAem0npon3BOACTBO U 3alUIIICHHBIN
AJIEKTPOHHBIN TOKyMEHTOOOOPOT : yueOHOe mocodue mist OakamaBpos / U. B.
Ky3nemnosa, I'. A. Xagatpsa. — Mocksa : At [lu Ap Meaua, 2020. — 192 c.
— ISBN 978-5-4497-0588-4. — TexkcT : 37€KTPOHHBIA // DIEKTPOHHBIN
pecypc mmdpoBoii obpazoBarensHoil cpenbl CIIO PROFo6pazoBanue :
[caiiT]. — URL.: https://profspo.ru/books/97083
AnekceeBa, T. B. JlokyMeHTallMOHHOE OOecTieueHre yrnpaBlieHUs : Y4eOHUK /
T. B. AnekceeBa, O. A. CtpaxoB. — MockBa : YHuBepcuretr «CHUHEPrus»,
2020. — 132 ¢. — ISBN 978-5-4257-0402-3. — TeKcCT : 3JIEKTPOHHBIN //
DONeKTpoHHBIM  pecypc  mudpoBor  oOpazoBatenbHOM  cpeasl  CIIO
PROFo6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/101344
ApacnaHnoBa, B. A. JlokymMmeHTallMOHHOE O0ecreYeHue yupaBiaeHHs @ yueOHO-
MpakTHYecCKoe mocodue B cxemax, Tabiuiax, oopasuax / B. A. ApacnaHona.
— 3-¢ ma. — Cypryt : CypryTcKkuii TOCYIapCTBEHHBIN TEIarormdeCcKui
yauBepcutet, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. — Teker :
ANIEKTPOHHBIN // DAEKTPOHHBIN pecypc HUGPOBON 00pa3oBaTEILHON CpEbI
CIIO PROFo6Gpa3oBanwue : [caiit]. — URL: https://profspo.ru/books/94291

M/K.01.02 NudopmManinoHHO-KOMMYHHKALIMOHHbIE TEXHOJIOTUU B
JeJIONPOU3BOACTBE

1.

OcHoBHas auTEpaTypa

[IBetkoBa, A. B. Undpopmatrka u uHQOpMallMOHHBIE TEXHOJIOTUH : yueOHOE
nocodbwue mis CI1O / A. B. LIBetkoBa. — CaparoB : Hayunas kaura, 2019. —
190 ¢. — ISBN 978-5-9758-1891-1. — Tekct : OIEKTpOHHBIA //
DNeKTpOHHBIM  pecypc  1udpoBodt  oOpazoBarenbHoM  cpeast  CIIO
PROFob6pa3oanue : [caiit]. — URL.: https://profspo.ru/books/87074
Konamoroposa, C. M. Hupopmatuka u uHPOPMALMOHHBIE TEXHOJOTHUHU.
Microsoft Office Access : npaktukym st CIIO / C. M. Konmoroposa. —
Mockaa : Aii [Tu Ap Menua, 2024. — 95 ¢. — ISBN 978-5-4497-2816-6. —
Tekcr : 3MeKTpOHHBIN // DNEKTPOHHBIA pecypc HUPPOBON 00pa3oBaTEIbHON
Cpebl CIIO PROFobGpazoBanue ; [caifT]. — URL.:
https://profspo.ru/books/138379
Kmouko, M. A. WudbopmaiimoHHbIe TEXHOJOTUH B MPO(PECCHOHATBHON
nesitenbHocTH : yueOoHuk ansa CITO / U. A. Knouko. — 3-e u3g. — Capartos,
Mockaa : IlpodobpazoBanue, At [lu Ap Menma, 2024. — 292 ¢c. — ISBN
978-5-4488-1928-5, 978-5-4497-2804-3. — Tekct : D2JIEKTPOHHBIN //
ONIeKTpOHHBIM  pecypc  1udpoBod  oOpazoBarenbHOM  cpeasl  CIIO
PROFoo6pa3oanue : [caiit]. — URL: https://profspo.ru/books/138127

JlonoiHUTEILHASA JIMTEpPATypa
benam, B. 0. UnpopManinoHHO-KOMMYHHUKAIMOHHBIE TEXHOJIOTUH : y4eOHO-
Metonuueckoe mnocoowme miust CIIO / B. 1O. benam, A. A. CannmaeBa. —
CaparoB, Mockga : [IpodobpazoBanue, At [Tu Ap Meaua, 2021. — 72 c. —
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ISBN 978-5-4488-1363-4, 978-5-4497-1401-5. — TekcT : 2JIEeKTPOHHBIN //
ONexTpoHHBIH  pecypc  uudpoBoii  obpazoBatenbHOl  cpeasl  CIIO
PROFo6pa3osanue : [caiit]. — URL.: https://profspo.ru/books/111182

2. Kocunenko, H. C. MuadopmaiioHHble TEXHOJOTUH B MpOodeccroHaIbHOM
nestenpHOCTH : ydeOHoe mocobue misi CIIO / H. C. Kocunenko, U. T.
®puzen. — Caparos : [IpodobpazoBanue, 2023. — 268 ¢c. — ISBN 978-5-
4488-1575-1. — TekcT : 2MEKTPOHHBIN // DACKTPOHHBIA pecypc HUPPOBOIt
obOpazoBarensHoil cpenpl CIIO PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/131404

4.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO Mpoiecca

Opranuzanuto U PYKOBOACTBO  ITPOM3BOJICTBEHHOM  NPAKTUKOMN
OCYILECTBIISIIOT PYKOBOAUTENH NpakThdeckor noarotoBku ot YIIOY IOMT u or
npoUILHON OpraHU3alluu.

PykoBoguTenu npakTHUECKOW MOATOTOBKH OT MPO(HIBHONW OpraHU3aI|U
BBIJICJISIFOTCSL U3 YUCIA BBICOKOKBAM(DUIIMPOBAHHBIX ClleNUaaucToB. TpeOoBaHue
K KBaNM(UKAIMU TEJArOrM4eCKUX KajapoB, OOECHEUYMBAIOIIMX PEATH3ALUIO
IporpamMMbl MTPOU3BOACTBEHHOM MPAKTHUKU — HAJIW4YME BBICIIETO 0O0pa3oBaHUS,
COOTBETCTBYIOIIETO MPOPIIIIO MPOPECCUOHAITBHOTO MOAYIS «JlOKyMEHTallMOHHOE
oOecrieyeHue 1eATeIbHOCTH OpraHru3aliuy U OIbITa MPAKTUYECKON JIeITeIbHOCTH
[0 COOTBETCTBYIOUIEH mnpodeccun. PykoBOJICTBO MNPaKkTUKOH OCYIIECTBISIOT
IIPEI0IaBaTEI MEXIUCIMUIUIMHAPHBIX KYPCOB.
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5. OHEHOYHBI MATEPUAJI IPOXOXKJIEHUS TIPAKTUKH

@opMON OTYETHOCTH CTYJAEHTA MO MPOU3BOJCTBEHHOM IPAKTHUKE SIBIISIETCS
NUCBMEHHBIA OTYET O BBIIOJHEHMHM pabOT M NPWIOKEHUHA K OTYETY,
CBUACTEIbCTBYIOMIUX O 3aKpeIUICHUH 3HAHUM, yMEHHH, MNpHOOpEeTeHUn
IPAKTHUYECKOTO  OMbITa, (QOPMUPOBAHUM OOmMUX U  MpodeccrHoHATbHBIX
KOMIIETEHIIMH, 0CBOEHUU NPOPECCUOHATIEHOTO MOTYJIS.

Ilo  pesynpraTaM  3alIUTBl  CTYJEHTAaMH  OTYETOB  BBICTABIISIETCS
¢ depeHIIMPOBaHHBIN 3a4YET 110 NPOU3BOACTBEHHOM MPAKTHKE.

PesyabTarsl
(ocBOEHHbIE
npogeccuona OcHOBHBIE MOKA3aTeJIN OLIEHKH pe3yJibTaTa
bHbIE
KOMIIETEHIIMH)

DopMbI U
MeTO/IbI
KOHTPOJIS ¥
OLIEHKH

IK 1.1. [Tomydenue u nepBuyHas 00paboTKa U perucTpanus Ouenka
NOCTYNAIOIIEH KOPPECIIOHIEHIIMU B TOM YHCJIE C MPaKTUYECKON
UCIIOJIb30BAaHNEM aBTOMATU3UPOBAHHBIX CUCTEM. paboTsl. Onenka
yueOHOU
PAKTHKU.

IK 1.2. Ilepenada TOKyMEHTOB Ha UCIIOJIHEHHUE B MOAPA3ICIICHHUS C Onenka
YUETOM PEe30JIIOLIUU PYKOBOAUTENEH OpraHu3aluu PaKTUYECKON
pabotsl. OnieHka
y4eOHOMU
PAKTHKU.

IIK 1.3. Ocy1ecTBiIeHHE KOHTPOJIS UCTIOIHEHNS JOKYMEHTOB B Onenka
OpraHM3aliH, B TOM YHCIIE C UCTIOIB30BAHUEM HPaKTHYECKON
ABTOMATHU3UPOBAHHBIX CHCTEM. paboTel. OneHka
yueOHOit
NPaKTUKH.

IIK 1.4. Benenue 0a3bl JaHHBIX JOKYMEHTOB OpPraHU3AlUU U Ornenka
CIIPaBOYHO- IIPaKTUYECKON
UH(POPMALMOHHYIO pabOTy IO HUM. paboTHI.
O11eHKH B
Mpoliecce perieHus
CUTYaIIMOHHBIX
3aj1a4.
Onenka yueOHOI
MPAKTHKH.

IK 1.5. OcymiecTBieHne mpoiecca Ouenka
00pabOTKH, peruCcCTPaIl U OTIPABKHU HCXOISAIICH MPAKTUIECKON
JIOKYMEHTAITNH aJipecaTraM, B TOM YHCIIe C paboTHI.
UCTIOJIb30BaHNEM aBTOMATU3UPOBAHHBIX CHCTEM. OrneHku B
npoIiecce pereHus
CUTYaIllMOHHBIX
3a1ad.
Ornenka yueOHOU
IIPAKTUKH.
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IIK 1.6. Cocrapnenue 1 opopMIIeHUE CITYKEOHBIX TOKYMEHTOB Ha Onenka
OCHOBE TpeOOBaHMI COBPEMEHHBIX HOPMATHBHBIX HPaKTHYECKOMN
NPaBOBBIX AKTOB. pabotsl. OneHka
y4eOHOU
IPAKTUKU.

(DOPMBI N MCTO/Jbl KOHTPOJII WM OLCHKH PE3YyJIbTATOB O6y‘-ICHI/I5I JOJDKHBI

IIO3BOJIATH

MpOBEPSTH Y

o6yqa}oumxc>1 HC TOJIBKO

c(hOpMHUPOBAHHOCTh

HpO(beCCI/IOHaJIBHI)IX KOMHGTCHHHﬁ, HO H PA3BUTHC OGI[II/IX KOMH@TeHHHﬁ )41
O6CCHC‘II/IBaI-OHII/IX 1%9,¢ YMGHI/Iﬁ

Pe3yabTarhl
(ocBOEHHbBIE
oouue
KOMIIETEHIIHH)

OcHOBHBIE TOKA3ATEIH OLICHKHU pe3yJjbTaTa

DopMbI U
MeTO/bI
KOHTPOJIA ¥
OLICHKH

OK 01

Br160op cioco6oB pemienus 3a1a4 npogeccnoHaIbHON
IEATeILHOCTH TIPUMEHHUTEIHEHO
K pa3JIMYHbBIM KOHTCKCTaM

OrneHka
MPAKTUYECKOU
paboTHI.
O11eHKH B
MIPOIIECCE PEIICHUS
CUTYallMOHHBIX
3aJ1a4.
Onenka yueOHOU
PAKTHKH.

OK 02

Vcnonb30BaHne COBPEMEHHBIX CPEJICTB IMOMCKaA, aHAIN3a
U UHTepIpeTanny nHpopMaluu, 1 HHGOpMallOHHbIE
TEXHOJIOTUH ISl BBIMIOJIHEHUS 3a/1a4 PO ecCHOHATbHON
JeSITeIbHOCTH

Ouenka
MPAKTUYECKON
paboTHI.
OueHku B
IIPOLIECCE PEIICHUS
CUTYaIlMOHHBIX
3azad.
Onenka yueOHOM
MPAKTUKH.

OK 03

[TnanupoBaHue U peanusanus cOOCTBEHHOTO
po(ecCHOHATLHOTO | JIMYHOCTHOT'O Pa3BUTHS,
MpeNPUHIMATETbCKOMN 1eATETHbHOCTH B
npodeccuoHaIbHOU c(pepe, UCTIOIb30BaHNUE 3HAHUS TI0
MpaBoBOM U (PMHAHCOBOM TPAMOTHOCTH B Pa3IHMUHBIX
JKN3HCHHBIX CUTyalUsIx

Onenka
MPAKTUYECKOU
paboTHI.
OreHkH B
npoliecce pemeHus
CUTYaIlHOHHBIX
3a/ad.
Onenka yueOHOI
MPAKTHKU.

OK 04

DddexkTrBHOE B3aMMOICHCTBHUE U pabOTATh B
KOJUJIEKTUBE U KOMaH/1e

Onenka
[IPaKTUYECKON
paboTHI.
Onenku B
MPOLIECCE PEIICHUS
CUTYallMOHHBIX
3azad.
Onenka yueOHOU
TIPAKTHKHY.
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OK 05

Ocy1iecTBiieHHE YCTHON M MUCbMEHHON KOMMYHUKALIMHU
Ha rocy1apCcTBEHHOM si3blke Poccuiickoi denepannu ¢
y4eTOM OCOOEHHOCTEH COIMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

OrneHka
MPaKTUYECKOU
paboTHL.
OLIEHKH B
MPOIECCE PEIICHUS
CUTYaITMOHHBIX
3a7ad4.
Orenka yueOHOM
MPAKTUKH.

OK 09

Hcnons3oBanue npodhecCHoHaIbHON JOKYMEHTAINH Ha
roCy/1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX

OrncHka
MPaKTUYECKOU
paboTHL.
OLIEHKH B
npoliecce perieHus
CUTYallMOHHBIX
3aJ1a4.
Onenka yueOHOU
MPAKTHKH.
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