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1. MACHIOPT TPOT'PAMMBI ITIPONU3BOJCTBEHHOM ITPAKTUKH

1.1. ObaacTh NpUMEHEHHUsI MPOrPaMMbI

[IpakTtueckass moAroToBka - ¢opma oOpraHuzaluu  oOpa30oBaTeIbLHOM
NESATEIPHOCTH TPU OCBOCHHHM OO0pa30BaTENbHOM MpOrpaMMbl B YCJIOBHUSIX
BBITIOJIHEHUS 00YYarOIIMMUCS OINPEACIICHHBIX BUJIOB paldOT, CBA3aHHBIX C OyyIen
npo(ecCHOHaNbHON  JEATEIbHOCThI0O W HANpaBICHHBIX Ha (opmupoBaHue,
3aKpeIJICHHE, Pa3BUTHE MPAKTUYECKUX HABBIKOB M KOMIETCHIMHA IO MPOQUITIO
COOTBETCTBYIOILIEH 00pa30BaTEIbHON TPOTPaAMMBI.

OOpaszoBaTenpHas JCATEIBHOCTh B (opMe MPaKTHUECKOW IMOATOTOBKH
peaM3oBaHa KaK KOMIUIEKC y4eOHOW W TPOM3BOACTBEHHOW MPAKTHKU B COCTaBE
OIIOII CIIO.

[Iporpamma mpou3BOJCTBEHHON TmpakTuku siBisiercss 4acteio [IIIKPC B
cootBercTBUM ¢ DI'OC CIIO no npodeccun 034700.03 [enonpon3BoauTeNb B HaCTH
OCBOCHMsSI ~ OCHOBHOTO  BuJa mnpodeccuoHanbHo  gestenbHoctn  (BILJI):
JIOKyMEHTallMOHHOE 00€ecreYeHne AeSITENbHOCTH OPraHU3allMi U COOTBETCTBYIOLINX
npodeccuonanbubix kommnerenmmit (I1K):

[IK 1.1. IlpuHuMaTh © pPETUCTPUPOBATH MOCTYMNAIOUIYI0 KOPPECIOHIAEHIHIO,
HaIIPaBIISITh €€ B CTPYKTYPHBIE MOJIPA3/ICJICHHS OpraHnu3aluu.

[IK 1.2. PaccmMarpuBaTh OKYMEHTHI M NEpPEAaBaTh WX HA HCIOJHEHHE C Y4YETOM
PE30IIIOIUN PYKOBOAUTENEH OpraHNU3alUu.

[1K 1.3. OgopMasTe perucTpaliioOHHbIE KAPTOUKHU U CO3/1aBaTh OAHK JaHHBIX.

[IK 1.4. BecTn KapToTEKy y4eTa IpOX0KACHUSA JOKYMEHTAIBHBIX MAaTEPUAJIOB.

[IK 1.5. OcymecTBiATh KOHTPOJIb 38 IPOXOKIAECHUEM TOKYMEHTOB.

[IK 1.6. OTtnpaBnsiTb MCHOJHEHHYIO IOKYMEHTALMIO aJpecaTtaMm C MPUMEHCHUEM
COBPEMEHHBIX BHJIOB OPTAHU3ALIMOHHON TEXHUKHU.

I[IK 1.7. CocraBnsite u 0GOpPMIATH CIY>KEOHBIE JTOKYMEHTBI, MaTEpHaIIbl C
UCITIOJIb30BaHUEM (HOPMYIISIPOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

1.2. Ilesiu 1 3a7a4M NPOM3BOJACTBEHHOI NPAKTUKH — TPeOOBAHMS K pe3yJibTaTam
OCBOCHMS

[IpousBoACTBEHHAsT  MpakTUKa  HampaBjieHa Ha  (QopMupoBaHue Yy
oOyyaromierocss 00X U MpodeCCHOHAIBHBIX KOMIETEHIIMM, MpUOOpEeTeHHE
MPAKTUYECKOIO OIbITA.

C 1enplo OBJIAJICHUS YKAa3aHHBIM BUIOM MPOQPECCUOHATILHON JIEITEIbHOCTH U
COOTBETCTBYIOIIMMHU MPOGHECCHOHAIBHBIMU KOMITETCHITUSMHU OOYYarOIIUUCS B XOJI€
MIPOXOXKECHUS MPOU3BOACTBEHHON MPAKTUKH JTOJIKEH:

HMeTh MPAKTHYECKHIi ONbIT:

— JIOKYMEHTAIlMOHHOTO O0eCIeYeHUs ACATEIPHOCTA OpTraHU3aINH;
yMeTh:

— TMPUHUMATH, PETUCTPUPOBATH, YIUTHIBAThH MOCTYMAOIINE JOKYMEHTHI;

— TIPOBEPSATH MPABUWIBHOCTHh O(POPMIICHUS TOKYMEHTOB;

— BECTH KapTOTEKYy yueTa MPOXOKICHUS JOKYMEHTAIbHBIX MaTEPHAJIOB,;
3HATH:



— OCHOBHBIE NIOJIOKEHUA ENMHON rOCy1apCTBEHHOM CUCTEMBI AETONPOU3BOACTBA;
— BUJBI, QYHKIIMH JOKYMEHTOB, ITpaBUJIa UX COCTaBJICHUS U O(POpMIICHHUS;

— TMOPSAOK JOKYMEHTHPOBAHUS WH(POPMAITMOHHO-CIIPABOYHBIX MATEPHAJIOB;

— TIpaBujia JEJIOBOT0 ATUKETA U JIEJIOBOTO OOIIEHUS.

1.3. KosinuecTBO YacoB (Heae/b) HA MPOU3BOJACTBEHHYIO MPAKTHKY
Bcero — 72 yaca (2 Heaenn).



2. IINIAHUPYEMBIE PE3YJBTATBI TIPOU3BOJCTBEHHON
ITPAKTUKH

Pe3ynbpraToM TpOM3BOACTBCHHON MPAKTHKH SIBISETCS OBIAJACHHE OOYJArOIIMMHUCS
BUJOM TPO(EeCCHOHAIBHON JeATeIbHOCTH «JlOKyMeHTannoHHOe oOecredcHme
JIESITEIIBHOCTH OpraHu3aium», B ToM ducie npodeccuonanbHbiMu (ITK) u oOmmmvu
(OK) koMneTeHIUsIMHU:

Kon HauMeHoBaHMe pe3yJbTaTa 00y4eHUst

K 1.1 [IpyHUMaTh W PErUCTPUPOBATH MMOCTYHAOIIYIO KOPPECHOHACHIMIO,
HaIIPaBJISITh €€ B CTPYKTYPHBIE MOJIPA3/I€JICHNs OpraHu3aluu

[IK 1.2 PaccmaTpuBarh JOKYMEHTHI M TE€peJaBaTb MX Ha HCIOJIHEHUE C
YYETOM PE30JIFOLMU PYKOBOJAUTENIEH OpraHn3aluu

[IK 1.3 OdopMIIATh pEerucTpallMOHHbIE KAPTOUKH U CO3J1aBaTh OAHK JTaHHBIX

[IK 1.4 BecTu kapToTeKy yueTa mpoX0okKACHUS JOKYMEHTAIbHBIX MATEPUATIOB

I[IK 1.5 OcCy1mecTBIATh KOHTPOJIb 3a IPOXOKACHUEM JTOKYMEHTOB

[IK 1.6 OTnpaBnsATh ~ HWCHOOJHEHHYK)  JOKYMEHTAlMKO  ajgpecaraMm  C
IPUMEHEHUEM COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKH

[IK 1.7 CocrtaBnsate U OQOPMIISITH CIY>KEOHBIE JOKYMEHTBHI, MaTepualbl ¢
UCI0JIb30BaHUEM (DOPMYJISIPOB TOKYMEHTOB KOHKPETHBIX BHJIOB

OK 1 [lorumMaTe CyHIHOCT H  COLMAJIBHYIO 3HAYUMOCTh  Oyaymien
npodeccuu, MposIBISATh K HEM YCTOWUMBBIA HHTEPEC

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO ACSATEIBHOCTb, HUCXOAS W3 IIEIU U
C0CO00B €€ TIOCTH)KEHUS, ONIPEIETICHHBIX PYKOBOIUTEIIEM

OK 3 AHanu3upoBaTh pPaboOYyl0 CHUTyallMl0, OCYIIECTBISATh TEKYUIUH MU
UTOTOBBI  KOHTPOJb, OLEHKY W  KOPPEKUHUIO  COOCTBEHHOMU
JeSATEIbHOCTH, HECTU OTBETCTBEHHOCTD 32 PE3YJITATHl CBOEH pabOThI

OK 4 Ocy1ecTBIATh NOMCK  HMH(OpMaLUH, HEeoOXoauMOW 1A
7 (HEKTUBHOTO BHITIOJIHEHUSI TPOGECCHOHANBHBIX 33124

OK5 Hcnonb3oBaTh MHDOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJOTUU B
1po(hecCHOHATILHOM NesITENbHOCTH

OK 6 PaGorath B komaHzme, 3¢h(EKTUBHO OOMIATHCS C  KOJUIETAMU,
PYKOBOJICTBOM, KJIHEHTaMU

OK 7 HcnonHsITh BOMHCKYIO OOSI3aHHOCTb, B TOM YHCJIE C MPUMEHEHUEM
MOJTYYEHHBIX TPOQECCHOHANIBHBIX 3HAHUH (111 FOHOIIICH )




3. CTPYKTYPA U COJEP)KAHME IMMPOU3BOJCTBEHHOMN NIPAKTUKH
3.1. TemaTnuyeckuii IJIaH NPOU3BOACTBEHHON NMPAKTUKHA

Koasbl popmupyembix HaumeHnoBanue npogeccuoHaaIbLHOro MOy st O0bem Cpoxnu
KOMIIEeTeH Uil BpeMeHH, NpoBeIeHMsI
OTBOJUMBbIii HA
NPAKTUKY
K 1.1, I1IK 1.2, I[IK 1.3, I1K.1.4, [IM.01 [JoxymeHTaIlmOHHOE 0OeCTIeueHHE 7212 2 ceMecTp
IIK 1.5, IIK.1.6, IIK.1.7, OK 1, JIESITEIIbHOCTH OpTraHU3aIuU
OK 2,0K 3,0K 4, OK 5, OK 6,
OK 7

3.2. Conep:xkanue NpPoM3BOACTBEHHOH MPAKTHKH

Buasi pator

KoJsnuyecTBO 4acoB

HaumenoBanue pa3jaesioB (TeM)
Pa3nea 1. Pazpa6orka u opopmiienne 1.
OPraHu3alMOHHO-PACTIOPAINTENbHBIX IOKYMEHTOB
2.
3.
4,
S.

CobmtoneHue 0e30mMacHbIX YCIOBHH Tpy/a,
AIEKTPOOE30MMaCHOCTh, TT0Kap00e30MacHOCTb, TUYHAS TUTUEHA U
CaHUTapHsl, MephI MPEAYIPEKICHUS TpaBMaTU3Ma ipu paboTe 3a
K.

Opranuzanus pabodero Mecrta JeJI0NPOU3BOAUTENS,
MoJI/IepKaHue pabovYero MecTa B COOTBETCTBUHU C CAHUTAPHO-
TUTHEHUYECKUMH TPEOOBaHUSIMHU.

Pabora ¢ mporpammamu JijIsl aBTOMATU3AINAHN JACIIOTIPON3BOICTBA
(maket Microsoft Office: TekcTOBBIN TpoIIECCOp, cUCTEMA
AIIEKTPOHHBIX TaOuUIl, 6a3a JaHHBIX, TPE3ECHTAIIUU U T.J1.).
Pabora ¢ mporpammamu Jij1s1 aBTOMaTU3alUU ASTOMPOU3BOACTBA
(maxet Microsoft Office: TeKCTOBBII MpoIIECCOp, CUCTEMA
AIIEKTPOHHBIX Ta0HIl, 6a3a JaHHBIX, MPE3EHTAIUH U T.].).
OdopmiieHNEe TEKCTOBOTO MaTepraia ¢ TIOMOIIBIO MPUKIIATHON
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10.

11.

12.

13.

14.

15.

16.

nporpammel «TekcToBeii pempakTopy» (Microsoft Office)
OdopmiieHre MATUHOIMCHON CTPAHUIIBL.

OdopmieHne TeKCTOBOTO MaTepralia ¢ 3aroJlOBKOM
(O13aroJI0BKOM).

OdopmieHne TeKCTOBOTO MaTepualia ¢ MpuMeYaHHUsIMH,
MIPHIOKECHUSIMUA, OCHOBAHUSIMH K TEKCTY.

OdopmiieHne CHOCKH.

OdopmiieHre TEKCTOBOTO MaTepraa ¢ MpHeMaMu BbIJICTICHHS
OTJIETIbHBIX MECT B TEKCTE (ITOYEPKUBAHUE, BbIACICHUE
MPOIMMCHBIMUA OyKBaMH, HAlTMCAHUE CIIOB BPA3PSIKY, BbIJCIICHNE
JIPYTUM LIBETOM H T.1.).

OdopmieHune TeKCTOBOTO MaTepHaia ¢ UCIOIb30BaHUEM B
TeKcTe OOLIETPUHATHIX COKpAIeHHI (Ha3BaHUS rOCYAapCTB,
VUPESXKICHUH, PEATPUATHH, OOIIECTBEHHBIX U MOJTUTHYECKUX
opranu3anuii (a00peBuaTypsl), IMEHA CYIIECTBUTEIbHBIC U
COKpAIIICHUS-YCEUCHHSI, COKPAIICHUS, IPUMEHSIEMBIC C
nudpamn).

OdopmiieHre TaOIMYHOTO MaTepHalia ¢ IIOMOIIBLIO TPUKIIATHON
nporpaMMsbl «TeKCTOBBIN peakTop» (MMOCTPOSHHE TaOIHIIbI,
BBOJI JIAaHHBIX B TAOJHILY, TPAaHUIIBI U 3AJIMBKA,
dbopmaTupoBaHue).

Coznanne u ohopmiieHHE TAOJTUIHOTO MaTepuana ¢
MCIOJIb30BaHNEM CHCTEMBI dJIEKTPOHHBIX Tabmuiy Excel
(cTONOIIBI, CTPOKH, CO3/IAHHE STUEEK, JIUCTHI U KHUTH;
dbopMaTupoBaHue U peJaKTUPOBAHUE).

Co3znanue nuarpamMm U rpaduKoB ¢ HCIIOTB30BaHHEM
nporpammel Excel (ocu, psibl, THHUU CETKH, BBOJ] JIAHHBIX
JUarpamm mocpencTBOM HH(pOpMAIUN U BCTaBKH U3 Oydepa
obmeHa).

Coznanue 6a3bl JaHHBIX, C IPUMEHEHHEM aBTOMAaTH3UPOBAHHOM
MH(OPMaLIMOHHO-TIOUCKOBOM cHCTEMBI - ACCESS
(MpoeKkTUpoBaHue, TAOIHUIIBI, MTOJIS, 3aMUCh HHHOPMAITUH,
(dbopMUpOBaHHE U U3MEHEHHE JTAHHBIX, ITOUCK HHPOPMAITUH,
OTUeT 1Mo 0a3e TaHHBIX).

Pab6ora 3a [1K ¢ cOBMECTHBIM HCIOIB30BAaHUEM IIPOTPAMM
komruiekTa Microsoft Office (cmocoOb1 0OMeHa TaHHBIMH,




17.

18.

19.

20.

21.

22.

23.

24,

25.

nepeMenieHe, KONUpOBaHue U T.11.).

OdopmieHne TOKyMEHTAIUU C COOJTFOICHNE STMHBIX
TpeOoBaHul 1 npaBuiI 0GOPMIICHHS IOKYMEHTOB B
cootBercTBUU ¢ ['OCT H ¢ nCnoJIb30BaHNEM 3aKOHOIATENBHOIO
pEryJIupoBaHUsl IEIOMPOU3BOJICTBA: YCTaB, MOJOKEHUE,
MHCTPYKIUS; PACIOPSAUTENbHAS JOKYMEHTAIHA: TPUKA3HI,
pellIeHus, PacIOPSIKEHUSI.

JlokyMeHTHpOBaHHE JESITEIHOCTH KOJIJIETHAIBHBIX OPTaHOB:
JOKJIaJIbl U OTYETHI; TPOTOKOJIBI, U UH(POPMAIIMOHHO-
CIpaBOYHAs JOKYMEHTAIIMA: aKThl, CIIPABKH, TOKJIAJHbIE
3anuckH, (akc, TenepoHorpaMmbl U JIp.; TOKYMEHTHI 110
JMYHOMY COCTaBY: TPYAOBbIE KOHTPAKTHI, IPUKA3bl O TIPHEME,
YBOJILHEHUH, TIEPEBOJIC; TPYAOBBIC KHUKKH, TNYHBIE KAPTOUKHU U
Ip.).

KommMmepueckas KoppecnoH/IeHIIM s : BHEITHETOPTOBbIE
JIOKYMEHTBI; KOMMepYecKast KOPPECTIOHACHIHS 1 KOMMEPUYECKUE
MUChMa; KOHTPAKTBHI, 3aKa3bl, COTJIAIICHUS.

Opraauzanus padoT ¢ 0OpameHusIMU TPaKIaH: IPUEM TPaKIaH
(mpuem moceTuTeseH); MpUeM U IepBUYHas 00padoTKa
MUCHMEHHBIX 0OpaleHuii (perucrpanus, yaer, KOHTPOJIb,
BBINOJIHEHUE CIIPABOYHOM pabOThI); CPOKU MCIIOTHEHUS
oOpareHui rpakaaH.

KoHTpomb 3a HCHOTHEHNEM NIPeI0KEHNH, 3asiBICHUH 1 5kano0
rpaXkJIaH.

dopmupoBaHue e ¢ 00palleHrusIMU TpaXxIaH U MpaBuiia UxX
XpaHEHHS.

Benenune nupopmaiioHHO-CIIpaBOYHOM paboThI (TOUCK
uH(pOpMaIIMU TI0 KapToTeKaM, (POPMUPOBAHUE OTBETHBIX MMHCEM
azpecary).

[Tpuem u 06paboTKa HCXOAALINX JOKYMEHTOB (COCTaBIICHUE
MPOEKTa TOKYMEHTa, IPOBEPKa MPABIIIBHOCTH 0(POPMIICHHUS,
COIJIAaCOBAHUE MPOEKTA, MOANUCAHUE JOKYMEHTA, PETUCTpAIIHs,
WHJICKCaIUs, OTIIPaBKa JTIOKyMEHTa aJipecary, MO IIINBKa
BTOPOT0 AK3EMIISAPA B JIETI0).

[Tpuem 1 00paboTKa NOCTYMAIOMINUX JOKYMEHTOB (IIpUEM,
00paboTKa U pacnpeieleHue NOCTYNAaMUX JOKYMEHTOB:




26.

217.
28.

29.
30.

npUeM, MPeIBAPUTEIBHOE PACCMOTPEHUE, IIOCTAHOBKA OTMETKH
0 MOCTYIUICHUH JOKYMEHTAa B OPTaHHU3AINI0, PETHCTPAIIHS,
nepeaya UCIOTHUTEISIM, KOHTPOJIb UCIIOJTHEHHUSI, HCIIOJTHEHHE
JIOKYMEHTA, TMOIIIIUBKA JIOKYMEHTA B JIEJIO).

ITpuem u 0O6paboTKa BHYTPEHHUX JOKYMEHTOB (COCTaBJICHUE
MPOEKTa JOKYMEHTA, MPOBEPKa MPaBUIBHOCTH O(opmIieHus,
COTJIACOBAHUE MPOEKTA, MOANMCAHUE JOKYMEHTA, PETUCTPAIIHS,
WHJICKCAIWS, MOANIMBKA BTOPOTO IK3EMILISIPA B JIEJNIO).
Perucrpanus u nHaekcanus T0KyMEHTOB.

BHeceHue TaHHBIX B )KypHAJI PETUCTpALUU (PErUCTPAIIIOHHYIO
KapTouky, nmamsth [1K).

PaboTa 1o KOHTPOJIIIO0 CPOKOB UCTIOJTHEHUS TOKYMEHTOB.
BezneHre KOHTPOJIBHBIX Olepaluii (0TMETKa O KOHTPOJIC
WCIIOJTHEHUS JIOKYMEHTA B TOYKaX KOHTPOJIS (IO JaTam), CHATHE
C KOHTPOJIA).

Hroro:
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4. YCJIOBUA OPTAHU3AIMUA U ITPOBEJEHUSA
INPOU3BOJACTBEHHOMU NTPAKTUKH

4.1. TpeGoBaHus K yCJI0BUSIM NPOBEACHUS NNPOU3BOACTBEHHOM NPAKTHKH

Peanuzanust  pabouelt  mporpamMmbl  IPOU3BOJCTBEHHON — MPaKTUKU
Peanuzamus pabGoueld mporpamMMbl MPOU3BOJCTBEHHOW MPAKTUKH MpPEaroiaraet
POBEJCHUE MPOU3BOJCTBEHHOW NPAKTHKH B MPOQPHUIBHBIX OpraHM3alMsIX Ha
OCHOBE JIOTOBOPOB O MPAKTUUECKON MOJrOTOBKE, 3akiatouaeMmbix mexay YIIOY
IOMT wu npodunpHOil opraHuzanuen, KyJaa HaIpasisitoTcs oOydaromuecs. B
KauecTBe 0a3 MPaKTHKU MOTYT BBICTYIATh OpraHU3allid, ACSITENIbHOCTh KOTOPBIX
COOTBETCTBYET MPOPUIIIO CHEIIUATBHOCTH.

CryneHTbl B MNEpUOJ MPOXOXKAECHUA MPOU3BOACTBEHHOM TNPAKTUKU B
OpraHM3alUAX MOJHOCTBHIO BBIMOJHSIOT 3aJaHus, IPEAYCMOTPEHHBIE POrPAMMOI
MPaKTUKH, COOJIIOAIOT JEHCTBYIONIME HAa MPOPUIBHBIX OpPraHU3alUsAX MpaBHUIIA
BHYTPEHHETO TPYJOBOTO pacHopsjika, a TakKe CTPOro coOIH0JaroT TpeOOBaHUS
OXpaHbI TPyJa U MOkKapHOU 0€30MaCHOCTH.

4.2. UudopmaunonHoe odecnevyeHne 00yueHust
Ilepeyens pexoMeHayeMbIX Y4eOHbIX wu3aaHuii, WHTepHeT-pecypcos,

JAOMOJTHUTEIbHOM JINTEPaTypPbl
OcHOBHbIE HCTOYHHKH:
1. 3aiinea, E. B. Jlenonpon3BoacTBO U JOKYMEHTOOOOPOT B CUCTEME T'OCYAAPCTBEHHOIO U
MYHUIUIAIBHOTO yrpaBieHus : ydeOHoe mocobme mnsi CIIO / E. B. 3aiimeBa, H. B.
I'onuapoBa. — 2-¢ uzn. — Caparos : [IpodobpaszoBanue, 2021. — 176 ¢. — ISBN 978-5-
4488-1122-7. — TekcT : 3NeKTpOHHBIH // DnekTpoHHO-0nbaroTeunas cucrema [IPR BOOKS
. [caiit]. — URL.: https://www.iprbookshop.ru/104900.html
2.AnekceeBa, T. B. JlokymeHTanmonHoe oOecriedenue ynpasienus : ydeOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocksa : YHuBepcutet «Cuneprusi», 2020. — 132 c.
— ISBN 978-5-4257-0402-3. — TekcT : »OIEKTpOHHBIA // DIEeKTpOHHO-
OoubmuoreyHas cucremMa IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/101344.html
JlonoJiHuTeIbHbIEe HCTOYHUKH:

1. JlokymeHTaunmoHHoe oOecneueHue ymnpasieHus. CocraBjieHne u odopmjieHue
JAeJOBbIX JOKYMEHTOB : Yy4deOHoe mocodue pmiasi CIIO / cocraBuresm E. H.
bammaxoBa. — CapatoB, Mocksa : [Ipogoopa3zoBanue, Aii [Iu Ap Meaua, 2021. —
144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekeT : 3J1eKTPOHHBIH //
JuekTpoHHOo-0ubanoTeuHass cucrema IPR  BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/103343.html

2.  Ky3neunona, U. B. JlokyMeHTHPOBaHHE YNIPABJIEHYECKOI /1esITeILHOCTH : y4eOHOe

nocodue musa 6axkanaspoB / U. B. Ky3nemona, I'. A. Xauarpsin. — 2-e u31. —
Mocksa : JamkoB u K, Aii [Iu Op Meana, 2021. — 240 c. — ISBN 978-5-394-
03274-5. — Teker : 3JeKTPOHHBIH // DiaeKTpoHHO-OUOIHOTeUHass cuctema IPR

BOOKS : [caiiT]. — URL.: https://www.iprbookshop.ru/99364.html

HNuTepHeT-pecypcenl
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1. Bcepoccuiickuii HAyYHO-HCCIIE0OBATENbCKUN WHCTUTYT JOKYMEHTOBEIECHUS H
apxusHoro nena (BHUNIA) (http://www.dataforce.net/-vniidad/).

2. Jlemompon3BoicTBO Ha KommbloTepe http://www.delcomp.ru/.

3. T'apanT - 3aK0HOIATEIHCTBO (KOIEKCHI, 3aKOHBI, YKa3bl, TOCTAHOBJIEHNUs) PO,
aHAIMTHKA, KOMMEHTapHUH, MPAKTHKa [ DIEKTPOHHBIN pecypc]/ Pexxum noctymna
http://www.garant.ru.

4. Jlenompou3BoACTBO + [DIeKTpoHHBIN pecypc] / Pexxum moctyma
http://www.delpro.narod.ru.

5. IokymMeHTOOOOPOT | JIETOMPOU3BOICTBO: KHUTH, YYCOHUKH U CAMOYUYUTEITN
[DnexTpoHHBIH pecypc] / Pexxum nocryna http:// www.workpaper.ru.

6. CailT no kaapoBOMY JIEIONPOU3BOCTBY [DNEKTPOHHBIHN pecypc] / Pexxum
nocryma http ://www.kadro vik-praktik.ru.

7. JIOKyMEHTOOOOPOT U JI€J0NPOU3BOJICTBO. CHUCTEMBI 3JIEKTPOHHOTO

JTOKyMEeHTO0O0poTa [DneKkTpoHHbIH pecypce] / Pexxum noctyna http://\vww.doc-

online.ru.

4.4. KaagpoBoe o0ecnieueHre 00pa3oBaTeibHOIO npouecca

Oprann3zanuto U  PYKOBOJACTBO MPOU3BOJACTBEHHOU MPAKTUKOMN
OCYIIECTBIISIIOT PYKOBOJUTENM TpakTrueckor noarotoBku ot YIIOY OMT u ot
npoUILHON OpraHU3alluu.

PykoBoguTenu npakTHUECKOW MOATOTOBKH OT MPO(HIBHONW OpraHU3aliu
BBIJICJISIFOTCSL U3 YUCJA BBICOKOKBAIM(DHUIIMPOBAHHBIX CHENUATUCTOB. TpeOoBaHue
K KBaNU(UKAIMK TEJArOTHYECKUX KaJapoB, OOCCIEUYHBAIOIIUX PEATU3AIUIO
porpamMMbl TIPOU3BOJACTBEHHOM MPAKTUKU — HAJIMYMUE BBHICIIETO 0OOpa3oBaHUS,
COOTBETCTBYIOLIEr0 MPOPHII0 MpodhecCHoHaNbHOro Moays «/JokyMeHTalnoHHOe
o0ecrnieyeHne IeATeIbHOCTH OpraHU3alui» U ONbITa MPAKTUYECKON 1eATEeIbHOCTH
0 COOTBETCTBYIOIIEH mnpodeccun. PykoBOJICTBO MNPaKTUKON OCYIIECTBISIOT
MpenoAaBaTesii MeKIUCIUIUIMHAPHBIX KYPCOB.
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5. OHEHOYHBIA MATEPHUAJI ITIPOXOXKJIEHUS IIPAKTUKH

cDOpMOI\KJI OTYCTHOCTHU CTYACHTA IIO HpOHSBOI[CTBCHHOfI IMPAKTUKC ABJIACTCA

MUCbMEHHBIA OTYET O

BBIITOJIHCHHN pa60T 151 HpI/IJ'IO)KGHI/Iﬁ K OT4CTY,

CBUJICTCIILCTBYIOIIMX O 3aKpEIUICHUW 3HAHWW, YMEHUH, NPpUOOpPETESHUHU
MPAaKTUYECKOTO  OMbITa, (OPMUPOBAHUM OOIMMX HW  MOpodecCHoHaTbHBIX
KOMHCTCHHI/Iﬁ, OCBOCHHNU HpO(l)GCCI/IOHaJIBHOI“O MOIYJIA.
ITo pe3yiibTataM 3alllNThI CTyACHTaMH OTUYETOB BBICTABJIACTCSA
b depeHIIMPOBAaHHBIN 3a4YET M0 MPON3BOACTBEHHON MPAKTHKE.
DopMbI U
PesyabTaTsl
OcHOBHBIE IOKA3aTEJIN OLEHKH MeTO/BI
(ocBoeHHbBIE IPOPeccHoOHAIbHbIE
pe3yJabTara KOHTPOJISA
KOMIIeTEHIIHH)
OLICHKH
IIK 1.1. [Ipuaumate u — MPaBUJIILHOCTb OpraHU3aluu
PErucCTpUPOBATH MOCTYIAOIIYIO paboThI 10 MPUEMY U pEerUCTpalluU 0
KOPPECTIIOHICHIINIO, HAIIPABJIATh €€ | JJOKYMEHTAIIHH; Henka -
PaKTUYECKON
B CTPYKTYPHBIC ITOAPA3ICTICHU — OIEpaTUBHOCTH Mepeavn 26051, OlCHKA
OpraHu3anun nH(OpPMaLIUU B CTPYKTYpPHBIE p eéﬂoﬁ
MO/APa3/ICNICHUsI B COOTBETCTBHH C i
MPaKTUKH.
UX CTaTyCOM;
5 AHanus
co0roicHUE perjiaMeHTa XApAKTEPHCTHKH
nepeaadn JOKyMEHTOB B HA CTYIICHTA ¢
CTPYKTYpHBIE MOJpa3eICHUs B MecTa
§OOTBGTCTBI/II/I c TPGﬁOBaHI/IﬂMH [IPOXOIKICHHS
OCYJapCTBEHHOMN CUCTEMBI MPAKTHKH.

JOKYMCHTAITUOHHOTI'O o0OecrieueHus
YIPpaBJICHUA

IIK 1.2. PaccmaTpuBath

— CBOCBPCMCHHOCTD BBIABJIICHUA U

OueHka penieHust

JIOKYMEHTBI U MIEpeIaBaTh UX HA ycTpaHEHUs OUTMOOK B 0(OpMIICHUH CUTYallHOHHBIX
HCIIOJTHEHHE C YYCTOM PE30JII0INN JOKYMCHTOB,; 3ajay.
PYKOBOJIUTENIEN OpraHU3aluu — TOYHOCTbH U CBOCBPEMEHHOCTbH Ouenka
nepegayu I/IH(i)OpMaI_II/II/I B HpaKTI/I‘IeCKOfI
CTPYKTYpPHBIE TIOIPA3ICIICHUS; pabotsl. Onenka
— coOJI0/IeHHe POy PhI y4eOHoM
repesayu JOKYMEHTOB Ha HIPAKTUKH.
HWCTIOJTHEHHUE C YUYETOM PE30ITFOLIAN Ananms
PYKOBOJUTEIISI B COOTBETCTBUU C XapaKTCPUCTUKHU
rcaoy Ha CTYZEHTA C
MecTa
MIPOXOKICHUS
MPAKTUKH.
[1K 1.3. OdopmasTh — CBOEBPEMEHHOCTH BBIIIOJIHEHHUS Ouenka
pEruCTpallMOHHBIE KAPTOUKHU U KOMIUIEKCa paboT 10 BHECEHUIO MIPAKTUYECKOU
co3/1aBaTh 0aHK JaHHBIX 3amucel B peruCTpalimOHHbIE pabotel. Onienka
KapTOTEKHU; yueOHOU
— MPABUILHOCTh BHECEHHUS 3aMUCEN MPAKTUKH.
B YUETHBIEC KAPTOUKH; AHanus
— CaMOCTOSITEIBHOCTD XapaKTePUCTUKHU
(hopMHUpPOBaHHS CIIPABOYHOTO Ha CTy/CHTA C
afrapara, 0aHKa JaHHBIX JUIS MecTa
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OBICTPOTO MOUCKA JOKYMEHTOB, MIPOXOXKIECHUS
KOHTpOJIS 32 UCIIOJIHEHUEM MPaKTUKHU.
JIOKYMEHTOB
[1IK 1.4. Bectu xapToTeky y4yera — MPABUIILHOCTD BBINIOJIHEHUS Ouenka
MIPOXO0KICHHS TOKYMEHTaJIbHbIX KOMIUIEKCA IEHCTBHI 1O PaKTUYECKON
MaTCpHAJIOB 3aII0JIHCHUIO KapTOTEKH y4eTa pabotsl. OueHka
MIPOXO0XKICHHS TOKYMEHTaJIbHbIX y4eOHOH
MaTepHaJOB B COOTBETCTBUH C IIPaKTUKHU.
Ircaoy; Ananus
— CBOEBPEMEHHOCTH BEICHUSI XapaKTCPUCTHUKH
KapTOTCKHU y4eTa IPOXO0XKIACHUA Ha CTyACHTA C
JOKYMEHTOB MceCTa
MIPOXOKIACHUS
MPaKTUKHU.
IIK 1.5. OcyiiecTBasiTh KOHTPOJIb — TOYHOCTH COOIIOICHUS
3a IPOXOKAECHUEM JOKYMEHTOB perjiaMeHTa MpoXOoXKIACHUS
JIOKYMEHTOB B COOTBETCTBUU C
rcaoy;
— IPaBUJIBHOCTH BBIIIOJHEHUS
KOMILIEKCa JIEUCTBHM 1O Onenka
3aM0JHEHUIO KapTOTEKH ydeTa IPaKTUYECKON
IIPOXOKICHHS TOKYMEHTAJIbHbIX pabotel. OneHka
MaTepHuaoB U KOHTPOJIS 3a yueOHoU
JIOKYMEHTOIIOTOKOM; IPAKTHKU.
— MPaBUIBHOCTh BBINOJHEHUS Ananus
KOMILIIEKCa JIEUCTBUI MO XapaKTEPUCTUKH
3aI0JIHEHUIO JKYPHAIIOB KOHTPOJIS; Ha CTYyJIEHTa C
— MPaBUIBHOCTH BBIIIOJHEHUS mecTa
KOMIUIEKCA IEUCTBUM 11O MPOXOKIACHUA
3aIMOJIHEHHUIO KYPHAJIOB C rpudom IIPaKTHKH.
«KOH(HICHIINATHHOY B
cootBeTcTBUM C [lomoxxennem o
nopsijike 0OpaleHust co CIIyKeOHOH
uH(popMalel OorpaHUYEHHOTO
pacrpocTpaHeHUs B (efeparbHbIX
OpraHax MCIHOJHUTEIbHON BIACTH
IIK 1.6. OTnpaBnaTh UCIOIHEHHYIO | — IPABHJILHOCTH BBITIOIHEHHS
JOKYMEHTALUIO aJpecaTaMm ¢ JIEWCTBUI 1O BHIOOPY U Ouenka
NPUMCHCHUCM COBPECMCHHBIX BUJIOB | UCIIOJIB30BAHUIO OPTTEXHUKH, IIPaKTUYECKON
OpPraHU3allMOHHOM TEXHUKHU KOMITIBIOTEPHOT'0 00€CTIeUeHU s st pabotel. OrieHKa
IPUHATHS U OTIIPABKH JJOKYMEHTOB; y4eOHOI
— ONEPATHBHOCTH MepeJadn MPaKTUKH.
uH(pOopMaLnKU aJpecaTaMm ¢ AHnanus
UCTOJIb30BaHuEM (pakca, TenedoHa, XapaKTepUCTUKU
KOMITBIOTEDA; Ha CTYJIEHTa C
— IPaBWIBHOCTb NI€pENAYN MecTa
JIOKYMEHTOB 10 DJIEKTPOHHOM MIPOXO0XKIECHUS
1I04Te; MPaKTUKHU.

— HPaBUIIBHOCTb OCYHICCTBJICHUA
BbIXOJ4a B I/IHTepHeT
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I1K 1.7. CoctaBnsaTs 1 opopMIsATH
CITy’KeOHbIE TOKYMEHTHI,
MaTepHalIbl C HCIOJIb30BaHHEM
(bOpMYIISIPOB TOKYMEHTOB
KOHKPETHBIX BHJIOB

— TIPaBWJIBHOCTH BBITTOJHEHUS
JIEHCTBHI 110 BEIOOPY OJIaHKOB,
(GOpPMYIISIPOB ISl COCTaBJICHHSI U
0o(opMIIEHUS TOKYMEHTOB;

— TPaBWJIBHOCTH BBITTOJIHEHUS
JIEUCTBUI MO COCTABJIEHUIO U
0(hOPMIICHHUIO CITY>KEOHBIX
JIOKyMEHTOB

Onenka
[IPaKTUYECKON
pabotsl. OneHka
yaeOHOU
MIPAKTUKH.
Amnanuz
XapaKTEPUCTUKH
Ha CTY/ICHTA C
MecTa
MIPOXOKICHHSI
MIPaKTHUKH.

(DOPMBI N MCTO/Jbl KOHTPOJIAI WM OLCHKHW PC3YyJIbTATOB O6y‘-IeHI/IH JOJDKHBI

IMO3BOJIATE  IIPOBCPATH

y oOydJarmommxcs He

TOJIBKO

c(hOpMHUPOBAHHOCTH

HpO(l)CCCI/IOHaJIBHBIX KOMHGTGHHHﬁ, HO H PA3BUTHC O6H_[I/IX KOMHGTCHHHﬁ )51

00eCIeynBaOIINX UX YMEHUH.

DopMbI U
Pesyabrarsl
(0cBOCHHBIE 0BIIME OcHOBHbIE 0KA3aTeJIN OLeHKHU MeTOo/AbI
pe3yJabTara KOHTPOJIS ¥
KOMIIETEeHIIHH)
OLICHKH
OK 1. [loHumaTh CyImHOCTb U — TpaMOTHas apryMeHTalus Onenka
COLUAJIbHYIO 3HAYMMOCTb OyAyIIeld | CYIHOCTH M COLIUATbHOM PaKTUYECKOH
npodeccuu, NposIBISITh K HEH 3HAYMMOCTHU IIpodeccuu oBoIeBoa | padoTel. OnieHKa
YCTOMUYMBBINA MHTEpEC — IpOsIBIEHUE MHTEpeca K yueOHOi
CHenuan3upOBaHHOMN JIUTEpaType U NPaKTUKH.
MHHOBAIMAM 110 BOIPOCaM Ananus
JIOKYMEHTAIlMOHHOT0 00ecrieueHus XapaKTEPUCTHKH
JeSITeIbHOCTH OpraHU3aIIH Ha CTYyJIEHTa C
MecTa
MIPOXOXKJICHUS
NPaKTUKH.
OK 2. OpranusoBbIBaTh — 000CHOBaHHOCTb IOCTAHOBKHU Onenka
COOCTBEHHYIO JI€ATENbHOCTD, 1I€JI1, BEIOOPA METOJI0B PELICHUS MPAKTHYECKON
UCXO0/1s U3 1IeJN U CIIOCO0OB ee npodecCHOHATBHBIX 3a1a4 U pabotel. OnieHka
JIOCTHKEHMS, ONIPEIECIICHHBIX OLICHKH MX 3(P(PEKTUBHOCTH U yueOHOU
PYKOBOAMTEIEM KadyecTBa HPaKTUKU.
—  TEXHOJOTMYHOCTb JIEHCTBHI 1O AHanus
OpraHu3aluy coOCTBEHHOMH XapaKTePUCTUKU
JIeSITEIIbBHOCTH Ha CTY/IEHTa C
MecTa
MIPOXOKICHHS
PaKTUKU.
OK 3. AHanu3upoBath pabouyro — caMOaHaJIu3 U KOPPEKIIUs OrneHka
CHUTYAIHIO, OCYIIECTBIATH TEKYIMA | pe3yJIbTaTOB COOCTBEHHOH paboTOif IPaKTUYECKON
¥ UTOTOBBIN KOHTPOJIb, OLEHKY U pabotsl. OneHka
KOPPEKIIUIO COOCTBEHHON yaeOHOU
JESATEIIbHOCTH, HECTU HPaKTUKH.
OTBETCTBEHHOCTb 32 PE3YIbTaTh AHanus
CBOEH paboThI XapaKTEPUCTHKHI
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Ha CTYJICHTa C

MecTa
MIPOXOKICHHUS
MPaKTUKHU.
OK 4. OcymiecTBiATh MOUCK — 5 }eKTUBHOCTb OKMCKA, Orerka
vH(OpMaIuK, HEOOXOMMMOM st aHaJIM3a U OIICHKU HH(OPMAIIHH, MPAKTUYECKOU
3 PEKTUBHOTO BBHIMOTHEHUS HEOOXOIUMOI 1711 TOCTAHOBKHU U pabotsl. OneHka
npO(eCCHOHATBHBIX 33/1a4 penieHus mpodeccuoHaTbHBIX yueOHOi
3az1a4, MpoeccuoHaIbHOrO U MPaKTUKH.
JMYHOCTHOI'O Pa3BUTHUS AHanus
XapaKTePUCTUKU
Ha CTY/IEHTa C
MecTa
IIPOXOKICHUS
PAKTHKU.
OK 5. Ucnionp3oBaTth — 3¢ PEKTUBHBIN TOUCK
nH(pOpMaIIMOHHO- HeoOxonuMoi uHpopmanuu s Ouenka
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B | COBEPILICHCTBOBAHUS MIPaKTUYECKON
npodecCHOHANBHON ACATEIBHOCTH | IPOGECCUOHAIBLHOM JEATENLHOCTH paboTsl. Onenka
— HCIOJIb30BaHUE PA3JINYHBIX yueOHOU
HMCTOYHUKOB WH(POPMAITUH, BKITFOTAS MPaKTUKHU.
ANEKTPOHHBIE AJIS AHanus
COBEpPIIIEHCTBOBAHUS XapaKTePUCTUKU
npoeccroHalbHOI 1eATEeNbHOCTH Ha CTY/IEHTa C
— CIOCOOHOCTH CAaMOCTOSITEIILHO MecTa
o0pabaTbIBaTh HHPOPMALIUIO, IIPOX 0K ICHUSA
CTPYKTYypUPOBATh €& aJst MPaKTUKHU.
COBEpPIIIEHCTBOBAHUS
npoeccCroHAIbHOI 1eITEeNbHOCTH
OK 6. PabGoTaTh B KOMaH]IE, — KOHCTPYKTHUBHOCTb Onenka
5 PexTHBHO 00IIATHCA C B3alMOJICVCTBHUSI B KOJJIEKTUBE U MPAKTUYECKOU
KOJIJIEraMH, PYKOBOJICTBOM, KOMaHJIe, C pyKOBOJICTBOM, paboTtsl. Onenka
KITUEHTaMH KOJUIEraMH yueOHOU
— COINIACOBAHHOCTH JCHCTBUM B IIPAKTUKH.
KOJUIEKTHBE W KOMaHIIE Anamus
— Cco00IeHre HOPM XapaKTCPHUCTHKH
npodeccnoHaNbHOM STUKU B Ha CTyJCHTA C
MPOLECCE B3AUMOAECHCTBUS C MecCTa
PYKOBOJICTBOM, KOJUIETaAMU HPOXOKACHUA
MPAKTHKH.
OK 7. UcnionHATh BOMHCKYIO — IPaBUIBLHOCTH UCIIOJIb30BaHUs Onenka
00513aHHOCTh, B TOM YHCJIE C CPEICTB WHIUBUYaTbHON U MPAKTHICCKON
MPUMEHEHHUEM MOJTy4YEeHHBIX KOJIJIEKTMBHON 3alllUTBI OT OpYy:Kus | pabothl. O1ieHKa
npodeccCHOHANBHBIX 3HAHUHN (715 MacCOBOTO TTOPAKEHUS, yueOHOU
FOHOIIICH) — aJIeKBaTHOCTH MIPUMEHEHUS IIPaKTUKHU.
npoecCHOHANBFHBIX 3HAHUHA B XOJIe AHanu3
WCIIOJTHEHUS 00s3aHHOCTEH | XapaKTEPUCTUKH
BOCHHOW CIYXObI Ha BOMHCKHX Ha CTY/IEHTa C
JTOJKHOCTSAX B COOTBETCTBUU C MecTa
IIOJIyYEHHOM CIIEHUaTbHOCTBIO; MIPOXOKICHHUS
— Pe3yJIbTATUBHOCTh BJIQ/ICHUS IPAKTUKH.
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criocobamu 0eCKOH(DIUKTHOTO
OOIIeHUsT W CaMOperyisilud B
MOBCEHEBHON  JCATENBHOCTH W
HKCTPEMANIbHBIX YCIIOBHSIX BOCHHOU
CITYKOBI,

— MPaBWJIBHOCTH OKA3aHUs TIEPBOH
MOMOIIM TIOCTPAAABIINM
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