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Pa6ouas nporpamma 110 1IM.01 OPTAHU3ANIUA JOKYMEHTAIIMOHHOT'O
OBECHEYEHUA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUS OPITAHU3AIIUU
(ITPAKTHUKA 11O ITPOPUJIIO) pa3paboTaHa B COOTBETCTBUU C TPEOOBAHUSIMH
DenepanabHOTO rocyAapcTBEHHOT0 00pa3oBaTenbHOro cTanaapra (nanee- @I'OC) cpennero
npodeccuoHaibHOTO 00pa3oBanus Ilpuka3z MunoOpuayku Poccum ot 17.05.2012 N 413 ¢
u3MeHeHusAMH, DeepanbHOro TOCYJapCTBEHHOTO CTaHIapTa CPEAHEr0 NPOPecCHOHATHHOTO
obpazoBanus (manee — CI10) o cnienmanibHOCTH 46.02.01 «/[oKymMeHTaIImOHHOE 0OecTieYeHIE
YIPaBJIEHUS U ApXUBOBEJICHUEY, PEKOMEHJALUSAMU 110 OPraHU3alMH [T0JIyYEHUS CPEIHETO
oOuiero o6pa3oBaHus B Mpeaeaax 0cBoeHus oopazoBaTenbHbIX mporpamMm CITIO Ha 6aze
OCHOBHOTO 00111er0 00pa3zoBanus ¢ yuerom tpedoanuit ®I'OC u nomxydaemoii nmpodeccun wim
cnernuansHoct CIIO (nuceMo JlenapraMenTa rocy1apcTBEHHOM MOJIUTHKH B cepe MOATOTOBKU
pabounx kaapos u JI1O Muno6purayku Poccun ot 17.03.2015 Ne 06-259 ¢ yrounenussmMu
(mpotoxoit Ne 3 ot 25 mas 2017 roga), ¢ yueToM IpHUMEPHON ITPOrpaMMbl, PEKOMEHI0BAaHHOM
OI'AY «OUPOY.

Opranuzanus - pa3paboTUuK:

DdenepanbpHOE KazeHHOE NpodeccuoHaIbHOEe 00pa3oBaTelibHOE yupexaeHue «CuBepckuit
TE€XHUKYM — MHTEpHAT OyXraiarepoB» MUHHCTEpCTBA TPYyJla U COLUAIBHON 3aIUTHI
Poccuiickoit denepanuu

PazpaboTumk:

[TaBrosa JI.C., Apemesa A.l.— npenogaBatenu ¢eaepabHOr0 Ka3eHHOTO MPOo(eCcCHOHATBHOTO
00pazoBaTeNbHOTO YUPEKICHUS «CuBepckuit TEXHUKYM-UHTEpPHAT OyXTaJITepOB»
MunucTepCcTBa TpyJia U COlMalIbHOM 3anuThl Poccuiickoit denepanmu

Paccmorpena Ha 3acenannu [THK

[Tporoxomn Nel ot «27» aBrycra 2024 .

ITpencenarens LK A.N. Apemesa



MNOACHUTEJIBHAS 3AIIMCKA

AnantupoBaHHas ~— oOpas3oBaTenbHas — mporpamma  npousBoacTBeHHOW — mpaktuku IT.0O1
OcymecTB/ieHHe OPraHU3alMOHHOIO M JOKYMEHTALMOHHOIO o0ecreveHus AesiTeJbHOCTH
opeanu3zayuu NpeHa3HAuYeHa NI U3YUYEHUsS] OpraHu3aluu JTOKyMEHTAllMOHHOTO 00ecredyeHus
yOopaBieHuss U (QYHKUMOHMPOBAHMSI ~ OpraHU3alMd B YYPEXKJIEHHUSAX  CPEIHEro
npodeccuoHalbHOTO  oOpa3zoBaHusi 1O  crenuainbHOCTH 46.02.01  JlokymMeHTAUMOHHOE
ol0ecrieyeHue YNPaBJIEHUS] U aAPXHBOBeJeHHe, PEATU3YIOIUX 00pa30BaTeNbHYIO MPOTrPaAMMY
cpenHero (mojgHoro) o0mero oopa3zoBaHus, MPU MOATOTOBKE KBATU(PHUIIMPOBAHHBIX PabOUYMX U
CIIEIMAJINCTOB CPEAHETO 3BEHA.

A,HaHTI/IPOBaHHaﬂ O6paSOBaTCJ'II)Ha${ nporpamMmma pa3pa60TaHa B COOTBETCTBHH C:

-denepanbHbIM 3ak0HOM OT 29 nexadps 2012 r. Ne 273-03 «O6 obOpazoBanuu B Poccuiickoit
denepanuny;

-T'ocynapcTeennoit mporpammoii Poccuiickoit @eneparuu «Jloctymuas cpema Ha 2011-2015
rojpl, yTBEepkJAeHHON nocTaHoBieHreM [IpaBurenbctBa Poccuiickoii denepanuu ot 17 mapra
2011 r.Nel75;

-T'ocynapcTBennoii mporpammoii Poccuiickoit ®enepanun «Pa3Butne obpazoBanus» Ha 2013-
2020 roapl, yTBEepKJIeHHOU pacniopsbkeHueM [IpaBurensctBa Poccuiickoit denepanuu ot 15 mMast
2013 1. Ne 792-p;

-IlonoxenneM o npakTHKE OOYYAIOIIMXCS, OCBAMBAIOIIMX OCHOBHBIE MPOQPECCHOHATbHbBIE
o0Opa3oBaTesibHbIE MPOrpaMMbl CPEAHEro MpOo(pEeCCHOHATBHOIO 00pa30BaHUs, YTBEPXKIAECHHBIM

npuka3zoM MuHucTepcTBa oOpazoBanus Hayku Poccutickoit @eneparuu ot 18 anpens 2013 1. No
291;

-[lopsaxomM  opraHu3anuu W OCYILIECTBICHHMS  OOpa30BaTENbHOW  JEATENBHOCTH IO
00pa3oBaTeNIbHBIM IPOTrpaMMaM CpPEeAHEro Mpo(eccHoHaNbHOTO 00pa30BaHUs, YTBEPKAECHHBIM
npuka3oM MuHucTepcTBa obpa3oBanus U Hayku Poccuiickoit @enepanuu ot 14 nHronsa 2013 .
Ne 464;

-[lopsinkomM mnpoBeleHHUsI TOCYAApCTBEHHOM MTOTOBOM aTTecTallud MO 00pa3oBaTeIbHBIM
nporpaMMaM — CpeJHero mnpo(ecCHOHANbHOTO O00pa30BaHUs, YTBEPXAECHHBIM IPHUKA30M
MunucrepcTBa oopazoBanus U Hayku Poccuiickoit deneparuu ot 16 aBrycra 2013 r. Ne 968;

-[lopsakoM  mpUMEHEHHMs  OpPraHM3aLUsAMH,  OCYIIECTBISIONIMMHM  00pa30BaTENbHYIO
NeSITeTIbHOCTD, AJIEKTPOHHOTO OOYYEHHs, AUCTAHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH IMpH
peanuzan  00pa30BaTENBHBIX IMPOTPaMM, YTBEPXKAEHHBIM TPUKa3oM MUHHUCTEpCTBA
oOpa3oBanus u Hayku Poccuiickoit @enepanuu ot 9 ssuBapst 2014 r. Ne 2;



-Ilopsinkom mpuema rpaxaaH Ha oOydyeHHEe HO OOpa30BaTEeNbHBIM IPOrpaMMaM CpEIHETO
npo¢eCCHOHATILHOTO 00pa30BaHMs, YTBEP)KICHHBIM NpHKa3oM MUHHCTEpCTBA 00pa3oBaHHs U
Hayku Poccuiickoit ®enepaunn ot 23 suBaps 2014 r. Ne 36;

-DenepanbHBIM rOCy/1apCTBEHHBIM 00pa3oBaTeNbHBIM CTaH/IapTOM CpeIHETo
npodeccuoHaibHOTO  0OpazoBaHust  mo crnenuanbHocTH  46.02.01  JlokyMeHTaIlMoHHOE
oOecrieyeHHe YIPABIICHUS W apXHBOBEJCHUE, YTBEPXKICHHOTO NpHKa3oM MUHHCTEpPCTBA
obpazoBanus u Hayku PO ot 11 aBrycra 2014 r. Ne 975;

-MeroiuuecKUMH  PEKOMEHIAIMAMH 10  Pa3pabOTKe ©W peayiM3aliH  aJalTHPOBAHHBIX
00pa30BaTeNIbHBIX MPOrPaMM CpPEIHEro MPO(EeCCHOHATBLHOTO 00pa30BaHUs, YTBEPIKICHHBIX
npexkTopoM JlenaprameHTa rocy1apCTBEHHON MOJUTHKH B chepe MOArOTOBKU pabounX KaapoB
u JII1O Hayku Poccuu ot 20 anpens 2015 r. Ne 06-830;

-Ilucemom MunoOpazoBanust u Hayku P®D ot 03.18.2014 1. Ne 06-281«TpebGoBanust x
OpraHM3aluyu 00pa30BaTENIFHOTO Ipolecca s 00y4eHUs! HHBAIUIOB U JIMI C OrPAaHNYCHHBIMH
BO3MOXKHOCTSIMH 37I0pOBbsI B TPO()eCCHOHATIBHBIX 00pa30BaTEIbHBIX OPraHU3AIMAX, B TOM
YHCJIe OCHAIIEHHOCTH 00pa30BaTeIbHOIO MPOLIECCar;

-TpeboBaHusAME K OpraHU3aMy 00pa30BaTEIFHOTO Mpolecca s 00yueHHs HHBAIHMIOB U JIUI] C
OTPAaHMYCHHBIMH  BO3MOKHOCTSIMH  3[I0OPOBbSI B IPOQECCHOHATBHBIX  00pa30BaTEIbHBIX
OpraHu3anusx, B TOM YHCJIE€ OCHAIIEHHOCTH 0Opa30BaTEeNbHOrO Mpolecca, (MUChMO
JlenaprameHnTa nmoAroToBku paboumnx kazapo u JIIO MunucrepcTBa 00pa3oBaHus M HAyKH
Poccutiickoit @enepannu 18 mapra 2014 r. Ne 06-281.

[TpousBoacTBeHHAS npakruka I111.01 OcymecTBieHne OpPraHu3anMoOHHOI0 |
JIOKYMEHTAIIMOHHOT 0 odecrieyeHHs]  /1eSITEJHLHOCTH opzanuzayuu V3y4aercss B
YUPESKACHUAX CpeHero TnpodeccuoHambHoro obpasoBanusi (mamee — CIIO)c yderom

peKOMeHIIaIH/Iﬁ BBIICYKAa3aHHBIX JOKYMCHTOB.

JlanHas mporpaMMa sIBJIsIeTCsl alalTUPOBAHHOM 0Opa3oBaTelbHas MPOrpaMMOil JUIsl HHBAINU/IOB
1 00yvaroumxcs ¢ OrpaHMYEHHBIMUA BO3MOXKHOCTSIMU 370poBbst (OB3).
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IMACIIOPT IPOT'PAMMBI ITIPOU3BOJCTBEHHOM ITPAKTUKHA

IIM. 01 OcymecrBiieHHe OPraHU3AMUOHHOIO H JOKYMEHTAIHOHHOIO
oGecneyeHHsl AeITETbHOCTH OpPZAHU3AUUU
1.00sacTh IPMMEHEeHUs1 POTrPaMMbI

ITporpaMMa pon3BOJACTBEHHON IIPAKTUKU SIBJISIETCS YaCThIO IPOTrpaMMbl IOATOTOBKU
cnieruanucToB cpeanero 3BeHa (nanee - [IIICC3) B coorBercTBUU ¢ PT'OC 10 crienuanbHOCTH
CIIO 46.02.01 lokyMeHTALMOHHOE O0ecreyeHHe YIIPABJICeHNs U AapPXUBOBe/JAeHHEe B YaCTH
OCBOCHHSI OCHOBHOTO B npodeccronanbhoil nesrenpaoctd (BIL]) IIM. 01 OcyurecTBiieHue
OPraHN3alMOHHOIO H JOKYMEHTAIIMOHHOIO0 o0ecriedeHUs eI TeJIbHOCTH Op2aHu3ayuu u
COOTBETCTBYIOIIUX NpodeccruoHanbHbx komnereHui (I1K) u tpyaoBbix GyHKuumii:

2.00beKThI HpO(l)eCCHOHaJILHOﬁ ACATEJIbHOCTHU BBIMMYCKHUKOB IIPHU MPOXO0KICHUHU
NPaKTHUKHA:

Oo6bexTamu MpohecCHOHATLHON AEATEIBHOCTH IPU MPOXOXKACHUH POU3BOACTBEHHON
NPaKTUKU SBISTFOTCS:

-IOKYMEHTBHI, CO3IaHHBIE JIFOOBIM CIIOCOOOM JJOKYMEHTHPOBAHMUS,
-CHCTEMBI IOKYMEHTAIIMOHHOT0 00ecreueH s YIPaBICHHUS;

-CHUCTEMBI 3JIEKTPOHHOT'O JOKYMEHTO000pOTa;

-apXHUBHBIC JOKYMCHTBI,

-IICPBUYHLIC TPYAOBBIC KOJIJICKTHUBEI.

3.1lesn 1 32124 NPAKTHKH, TPeOOBaHUsI K pe3yJIbTaTaM 00y4eHHUsI

[Tpon3BoJCTBEHHAsT TMpakTUKa [0 CHEIHATbHOCTH  «/lokyMeHTanmoHHOEe oOecreueHue
yIOpaBJICHUS M apXUBOBEICHUE» NpPEIyCMaTpUBACT 3aKpervieHHe U yriayOJieHue 3HaHUil,
MOJYYCHHBIX OOYYarOIMMHUCS B TPOLECCE TEOPETHYECKOro OOy4YeHHs, NpUOOpeTeHHe WMHU
HEOOXOMMBIX YMEHHUH MpPaKTUYEeCKOH pabOThl MO M30paHHOW CHENHAIBLHOCTH C TOMOIIBIO
MH(GOPMALIMOHHBIX TEXHOJIOTUH, OBJIQJICHHE HAaBBIKAMU TNPOPECCHOHANBHON JESTENbHOCTH,
dbopMHUpOBaHUE KOMIICTCHITHH.

[enun mnpakTHKH: OCBOeHHE BHUAAa mpodeccuoHanbHOM nestenbHOocTH (BILI) M. 01
OcyecTB/ieHHEe OPraHU3ALMOHHOIO M JOKYMEHTALMOHHOIO o0ecrevyeHus AeATeJIbHOCTH
opzanuzayuu HGOpMUPOBaAHUE y o0yyaromuxcs NEPBOHAYAJIBHBIX MIPAKTUYECKHX
npodeccuoHanbHbIXx yMmeHud B pamkax wmopnyiei IIIICC3 CIIO mo OCHOBHBIM BHAaM
npoeCCUOHATIBHON JESATENbHOCTH JUISI OCBOCHHS CIELHAIbHOCTH, OOy4YeHHE TpYyJA0BBIM
npuemMaM, OorepanusM U CIoco0aM BBITIOJTHEHUS TPYIOBBIX IPOIECCOB, XapaKTEPHBIX IS
COOTBETCTBYIOIIEH CHEIMATbHOCTH U HEOOXOIUMBIX ISl TIOCIEAYIOIET0 OCBOCHUS MU OOIINX
u npoeCCUOHATIBHBIX KOMIIETEHIIHH, TPYJOBBIX GbyHKIMH o n30paHHOU



CIICOHUAJIBbHOCTH. O6y‘-IaIOH.[PIﬁC5I AOJDKCH TIOKa3aTb YMCHHUA CaAMOCTOATCIIBHO TIMPUMCHATH
MOJIYYCHHBIC 3HAHUS HA MMPAKTUKEC, CUCTCMATU3UPOBATE U aHAJIU3UPOBATH JAHHBIC IPAKTUYICCKUX
MaTepHajoB.

3ajayM NPaKTHKH: COUYETAHUE MPAKTUIECKOTO O0YUEHHUS C TEOPETUYECKON MOATOTOBKOM
00y4aroIuXxcsl, UCIOJIb30BaHNUE B 00YUYEHUHU JOCTH)KEHUN HAyKU U TEXHUKH, IIePEeI0BOI
OpraHu3alu TpyJia, METOA0B paboThl C COBpEMEHHBIMU cpeacTBamMu. [IpousBoicTBEHHAs
MPaKTHKa 00yUaroluXcs MPOBOAUTCS B paMKax 0CBOeHUs npodeccronanbHoro moayss [IM. 01
OcyuiecTBjieHHEe OPraHU3ALMOHHOIO U JOKYMEHTAIIMOHHOIO o0ecrnedeHHs AesITeJIbHOCTH
opzanuzayuuC 1ENbI0 OBJIA/ICHUS YKAa3aHHBIM BUIOM MpodeCCHOHAIbHON AeSITeNbHOCTH U
COOTBETCTBYIOIUMHU MPO(HECCHOHAIBHBIMU KOMIIETCHIIUAMU 00YyYaroIuiics B pe3yibTaTe
POXO’KJCHUS IPAKTUKU B paMKax ocBoeHus npodeccuonansuoro moayiis IIM. 01
OcymecTB/ieHHe OPraHU3ALMOHHOIO M JOKYMEHTALIMOHHOIO o0ecrnedeHHs e TeJIbHOCTH
OP2AHU3AYUUIOTTKEH:

[TproOpecTy NpaKTHYECKHIi ONBIT:

- OpraHu3aln JOKYMCHTAlIUOHHOT'O obOecrieueHus YHOpaBJICHUA U (I)yHKLII/IOHI/IpOBaHI/IH
OpraHu3anunu.

YMerTh:
- MPUMEHSITh HOPMATHBHBIC ITPABOBBIC AKTHI B YIIPABICHYECKOMN ACATEIHHOCTH;
- IOJITOTABJIMBATh MPOEKTHI YIPABICHYECKUX PEIICHHI;

- 00pabaTbIBaTh BXOAIINE U UCXOASIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTABIISTh
HOMEHKJIATypy JeN1 ¥ (OpMUPOBATH TOKYMEHTHI B JIENa;

- TOTOBUTH U IIPOBOAUTH COBEILAHMS, 1€TIOBBIE BCTPEUH, IIPUEMBI U ITPE3CHTALINY;
— 0(OpMIIATH TEKCTOBBIE PaOOTHI U COBEPIIATH KOPPEKTYPHYIO MPABKY TEKCTOB;

— OpPraHM30BbIBaTh PadOTy ¢ JOKYMEHTaMH, COJIEpKAIUMHU KOH(UACHINAIBHYO0 HH(POPMAIIHIO;
— NIPUMCEHATH IIPpaBO HA IMOUCK, IOJTYYCHHUC U UCIIOJIB30BAHUC I/IH(l)OpMaHI/II/I;

—3(QPeKTUBHO MPOBOUTH JICTOBYIO Oeceny.

4.MecTO NPAKTHKH B CTPYKType aJalTHPOBAHHOH 00pa30BaTeJIbHOI IPOrpaMMBbl

[TpousBoacTBEHHAs MPAKTHUKA MPOBOJUTCS, B COOTBETCTBUU C YTBEPKJIEHHBIM yUeOHBIM
TUTAHOM, TTOCJIE IPOXOXKACHHS MeKIUCIUILTHHAPHBIX KypcoB (MJIK) B pamkax
npodeccuonansHoro moayis IIM. 01 OcyuiecTB/ieHHe OPraHU3aIHOHHOIO U
JOKYMEHTALIMOHHOI0 o0ecrneYeHHus eI TeJIbHOCTH Op2aHu3ayuu

5. TpyaoeMKOCTh U CPOKH NPOBeCHUS NPAKTUKH

TpynoeMKOCTb TPOU3BOACTBEHHON MPAKTUKU
paMmkax ocBoeHus npodeccuonanaboro moayis IIM. 01 OcyiecTBieHHe OPraHU3alMOHHOIO



U JTOKYMEHTAIHOHHOT0 00ecneYeHusl NesITeJIbHOCTH Op2aHu3ayuu coctapiser 72 yaca (2
HEJICIH).

Cpoku mpoBeACHUS TPOU3BOICTBEHHON MTPAKTUKHU OMPEACISAIOTCA pabounM ydeOHbIM TIIAaHOM
IO CIIEIUATBHOCTH CpeaHero npodeccuoHanbHOro oopazoanus 46.02.01 JlokyMeHTAlIMOHHOE
olecneyeHue ynpaBjieHUs M apXUBOBeleHUe U rpadukoM yueOHOro mpolecca.

[TpakThKa IpOBOANUTCS KOHLIEHTPUPOBAHO HA 2-OM Kypce, B 4-0M CEMECTpE.
6.MecTo NpOX0kKAeHNs MPAKTUKH

Peanuzanus nporpaMmbl IPOU3BOJCTBEHHON MPAKTHKH MO TPOGUIIO CHIEMaTbHOCTH
IIpEeAnoaraeT NpoBEAECHUE IPOU3BOACTBEHHOM MPAKTUKU B OPTaHU3aLUsAX HA OCHOBE MPSMbBIX
JIOTOBOPOB, 3aKTFOYaeMbIX MEXIy 00pa30BaTeIbHOM OpraHu3anueil u 6a3oil mpakTUKH, Kyaa
HaANpaBIsAIOTCA oOy4Jaromuecs. B kauecTBe 60a3 MpakTUKK MOTYT BBICTYIATh IPEANPUITUS U
opranm3aiuu Bcex (opM cCOOCTBEHHOCTH, OCYIIECTBIISIONIUE Pa3INIHbIC BUIBI ICITCILHOCTH.

JJ1st ”HBAaNMIOB U JIUII C OTPaHUYCHHBIMU BO3MOKHOCTSIMH 3I0pOBbs (popma mpoBeieHust
MPAKTUKU YCTAHABIMBACTCS C yY€TOM OCOOCHHOCTEH NICUXO(U3UUECKOTO Pa3BUTHSI,
VHJIUBUYaJIbHBIX BO3MOKHOCTEN U COCTOSIHUSA 340POBbSI.

HpI/I OIIPEACIICHUN MECT NMTPOXOKIACHUA 06yLIaIOH_II/IMC$[ HHBAJIWJI0OM HpOI/I3BOI[CTBeHHOI71
IMMPAKTHUKU YUUTBIBAIOTCA pCKOMCHAA NN, JAaHHBIC 110 pE3yJibTaTaM MGHHKO-COHH&HBHOﬁ
9KCHCPTU3LI, COACPIKAIINECCA B HHI[HBHI[yaHBHOﬁ nporpamMmme pea6I/IJII/ITaLII/II/I HHBaJIKMAA,
OTHOCHUTECIIBHO PEKOMCHIOBAHHBIX yCJ'IOBI/Iﬁ " BUJIOB Tpyaa.

[Ipn HEOO6XOAUMOCTH [Tl MPOXOKACHUS MHBAJIMAMU MPAKTUKH CO3Jal0TCS CEIMAIbHbIE
paboune MecTa ¢ yueTOM HapYUICHHBIX (YHKIUN U OTPAHUYCHUH UX JKU3HEACATEIHHOCTH B
COOTBETCTBUU C TpeOoBaHUAMH npuka3za Muntpyna Poccun ot 19.11.2013 1. Ne 6851 «O06
YTBEP>KIACHUH OCHOBHBIX TpeOOBaHUH K OCHAIIEHHIO (000PYI0BaHHIO) CIIELUATBHBIX pab0INX
MECT ISl TPYI0yCTPOMCTBA MHBAJIM/IOB C yUE€TOM HAPYLIEHHBIX (YHKIUH U OTpaHUYCHUN HX
KHU3HEIEeATETILHOCTIY.

2. PE3YJIBTATBI OCBOEHUSA ITPOT'PAMMBI ITPAKTUKH

Pe3ynbraToM nmpoxokaeHus MPOU3BOICTBEHHON MPAKTUKU B paMKaX OCBOCHHS
npodeccuonanbHoro Moyt [IM. 01 OcymecTB/ieHHe OPraHU3alMOHHOIO U
JOKYMEHTAIIMOHHOI0 o0ecrnedeHHs 1esiTeIbHOCTH Op2aHu3ayuu SIBISETCS OBJIaJICHUE
oOyyJaronuMucs BUIOM IpodeccuoHaibHON faesTenbHocTH 46.02.01 JlIokyMeHTaMoHHOe
oOecrnevyeHne ynpaBiIeHHs U apXUBOBeJIeHHEe, B ToM uucie npodeccuonansubiMu (I1K)
KOMTIETSHIUSIMH, TPYJI0BbIMU GYHKIUAME 1 00muMu (OK) kommereHIusIMu:

Opranun3anusi J0KyMEeHTAIlHOHHOTO o0ecnieyeHusl ynpaBieHUus: U GyHKIIMOHUPOBAHUSA
OpraHu3anuu

Ilepeyens npoBepsieMbIX TPEOOBAHUH K Pe3yJIbTATAM OCBOCHHUSI OCHOBHOM
npogeccuoHaIbLHOMH 00pa30BaTeIbHONH MPOrPaMMBbI



@I'OC 46.02.01 JokymeHTaImOHHOE OOECTIeUeHHE yIpaBICHUS
U apXUBOBE/ICHHUE.
[lepeyenp mpoBepseMbIX TPeOOBaHUN K Pe3yIbTaTaM OCBOCHUS

OCHOBHOM NMpodheCcCHOHATHHOM 00pa30BaTEIHbHOM MPOTPAMMBI

1

TpynoBas Koa nposepsiemoro HanmenoBaHue npoBepsieMoro
AeATe1bHOCTh TpeOoBaHus TpeOoBaHus K pe3yJbTaTaM
(ocHOBHOI BUJ
JAesiITeJIbHOCTH)

1 2 3
B 01 Bua pesrenbHoctn 1 OcyumiecTBieHHe OPraHU3alMOHHOIO

obecneyeHUs "

AOKYMECHTAIIUOHHOI'O o0ecneyeHus

ACATCIBbHOCTH OPraHu3alum

IK 1.1

OcyiecTBisITh NpUEM-TIEpeaauy
ynpaBieHYeCKON HH()OPMAIIH ¢ TTIOMOIIBIO
cpencTB MHPOPMALIMOHHBIX

Y KOMMYHHKALIMOHHBIX TEXHOJIOTHH

IIK 1.2

KoopauaupoBatk paboTy IpHeMHOM
PYKOBOIUTEIISI, 30H MPUEMa Pa3IUUHBIX
KaTeropuii moceTuTesneii opranuzaluu

[IK 1.3.

BJ'IaI[eTI) HaBbIKaMU IIJIAHUPOBAHUA
pabovero BpeMEeHU PYKOBOIMTEIS U
cekperapsi

[1K 1.4.

OcyiecTBISTh NOJATOTOBKY JIEJIOBBIX
II0€3/10K PYKOBOAUTENSA U APYTUX
COTPYIHUKOB OpraHu3aluu

IIK 1.5.

Bnagets ciocobamu opranuzanuu
pabovero MpocTpaHcTBa MIPUEMHOM 1
KaOMHeTa pyKOBOJIUTEIIS

1K 1.6.

OcymiecTBasATh paboTy MO MOATOTOBKE
Y IPOBEJICHUIO KOH(PEPEHTHBIX
MEpONpPUATHIA, 00ecTIeYrBaTh
nH(OPMAaLIMOHHOE B3aUMO/ICIICTBHE
PYKOBOJIUTENS

C TOJPa3ACNECHUSIMHU U JOTKHOCTHBIMU
JULIAMH OpraHu3aluu

IIK 1.7.

OdopmIATs OpraHU3alMOHHO-
pacnopsAUTENbHbIE JOKYMEHTBI

U OpPraHU30BbIBaTh PabOTy ¢ HUMH, B TOM
YHCJIE C UCTIOJIb30BAaHUEM
aBTOMATU3HPOBAaHHBIX CUCTEM

IIK 1.8.

OdopMIIATE TOKYMEHTHI IO JINYHOMY
COCTaBY M OpPraHU30BbIBaTh pabOTy ¢ HUMH,
B TOM YHCJIE C UCIIOJIb30BAaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

IIK 1.9

Opranu3oBbIBaTh  TEKyLIEE  XpaHEHUE

JIOKyMEHTOB, 00paboTKy e IUIA
OHCpaTI/IBHOI‘O n apXI/IBHOFO XpaHeHI/ISI, B
TOM YHCIIe c HCIIOJIF30BaHUEM

ABTOMATHU3HUPOBAHHBLIX CUCTCM




2.1. O0uue KOMIIETEHIINA

Kon
KOMIIeTeHI{ MU

DopmyIMpOBKa
KOMIIETCHIIUH

Kon

3HaHuA, yMeHUs

OK 0

[,

Bribupats cioco6sl
pelieHus 3a1a4
npodecCHOHABLHOM
JeSITEIbHOCTH
MMPUMCHHUTCIILHO

K pa3IMYHbIM
KOHTEKCTaM

YMmenuns:

pacrio3HaBaTh 3amady W/WIA [podjaeMy B
npoecCHOHAILHOM ~ W/MIU  COLUAIBHOM
KOHTEKCTE

aHaNM3UpPOBaTh 3aJady uW/wid npolieMy u
BBIICIIATh €€ COCTaBHBIC YaCTU

OMPCACIIATD 3TAllbl pCIICHUSA 3aa49n

BBISBIIATH u 3¢ deKTUBHO UCKaTh
UHPOPMAIHIO, HEOOXOAMMYIO Uil PEIICHHS
3a/1a4¥ W/ UIu mpoOIeMbl

COCTAaBJISATh IUIaH JEUCTBUI

OonpcCacCIATh HCO6XO,Z[I/IMLIC PECYPChI

BJIAJCTh AKTYQJIbHBIMH METOAAMH pPabOTHI
B IpodecCHOHATILHON M CMEXHBIX cepax

PEAIN30BbIBATH COCTAaBJICHHBIN IIJ1aH

OLICHMBAThb PE3YyJIbTaT U IOCJIEICTBUS CBOMX
JEeUCTBUI (CaMOCTOSATENIBHO WM C IOMOILBIO
HAaCTaBHUKA)

3HaHuA:

aKTyaJIbHBIN npodeccuoHaNbHBIHI 51
COLIMAJIbHBINA KOHTEKCT, B KOTOPOM IIPUXOJUTCS
paboTaTh U KUTh

OCHOBHBIE HICTOYHHKHU WH(POPMAIIUU U PECYPCHI
JUISL  pemieHuss 3amad | mpolieM B
npodeccrnoHaTbHOM H/UIn COLIMAILHOM
KOHTEKCTE

AITOPUTMBI BBITIOJTHEHUS pabot B
poeCCHOHAIIBHON U CMEKHBIX 00J1aCTAX

MeTOABl paboTel B MPOGECCHOHATBHOW H
CMEXHBIX chepax

CTPYKTYpY IIaHa JUIsl peUIeHMs 3a/1a4

MOPSITOK OICHKH Pe3yJIbTaTOB PEIICHHUS 3a1ad
podecCHOHATEHOM JIeATeThHOCTH

OK 02

Hcnonp3oBathb
COBpPEMEHHBIE CPEJICTBA
MOWCKa, aHaJN3a U
HHTEPIIPETAIAN
uHpOpMaLIUH, U
nH(OpMaAITMOHHBIE
TEXHOJIOTHH IS
BBITMIOJTHEHUS 3a/1a4
npodhecCHoHaATBHOMI
JESTSIIEHOCTH

YMmenns:

OTpEAeIATh 33J]a4H I TorcKa MHPOpMaIUH

OTIPEICIISATh HEOOXOUMBIC HUCTOYHHKHU
nHpopMaIu

IIJIAaHWUPOBATh IPOUCCC MMOUCKA,

CTPYKTYPHUPOBaTh MOJYyYaeMYI0 HHGOPMAIIHIO

BBIICNATh HanOojee 3HAYMMOE B IEpeyHe
uH(popManuu

OLICHUBATh MPaKTUYECKYIO 3HAYUMOCTb
PE3yJIbTaTOB MOUCKA




oopMIISITh pe3yNbTaThl TOWCKA, MPUMEHSTH
cpeacTBa MH()OPMAIMOHHBIX TEXHOJOTHH ISt
pemieHust npoheCCUOHATBHBIX 33134

UCTIOJB30BaTh  COBPEMEHHOE MPOTPAMMHOE
oOecrieueHne

WCIIOJNIb30BaTh Pa3InYHbIC IUPPOBLIE CPEICTBA
JUTsI pelieHust PO eCCHOHAIBHBIX 3a71a4

3HaHuA:

HOMEHKJIaTypa MH(pOPMaLMOHHBIX
HMCTOYHUKOB, MPUMEHSIEMBIX B
poeCCHOHANTBHON IEATETLHOCTH

IIPUEMBI CTPYKTYPHPOBaHUS HH(OpMAITIH

dbopmar odopmieHHS Ppe3yibTaTOB IOHMCKA
uHpOpMalUY, COBPEMEHHBIE CpEACTBa H
yCTpoiicTBa HH(OPMATHU3ALMH

MOPSAIOK WX TPUMEHEHUS W TPOTPaMMHOE
obecrieueHue B npodeccuoHaNbHON
JESATEIIbHOCTH B TOM YHCIIE C UCIOJIb30BaHUEM
IU(PPOBBIX CPEIICTB

OK 03

IInanupoBaTh

Y peaJM30BbIBAThH
coOCTBEHHOE
npodeccuoHanbHOe

¥ JINIHOCTHOE
pasBHTHE,
HpeANPUHUMATEIBCKY IO
JEeSITeTTHHOCTD

B IIPO(heCcCHOHATTLHOM
cdepe, HCIIOTL30BaTh
3HaHUS 10 PUHAHCOBOM
IPaMOTHOCTH

B Pa3JIMIHBIX
YKU3HCHHBIX CUTYaIHsIX

Ymenua:

ONpeNENATh aKTyaJIbHOCTb HOPMAaTHBHO-
MPaBOBOM JIOKyMEHTAITU! B
poeCCHOHAIBHON JIEATSIbHOCTH

MIPUMEHSATH COBPEMEHHYIO Hay4YHYIO

podeccroHaNbHY 0 TEPMUHOJIOTHIO

OIPCACIIATh n BBICTpanBaTh TPACKTOPUHU
npodeccruoHaIbHOTO pa3BUTHS u
caM000pa30BaHMsI

BBISABIIATD JOCTOMHCTBA u HEAOCTAaTKHU
KOMMCp‘IGCKOﬁ nacu

MNPpE3CHTOBAThL HUACU OTKPBITHUA CO6CTB€HHOFO
nema B MpOpEeCcCHOHATBHON eSTEIbHOCTH,
odopMIISTh OM3HEC-TUIaH

PaCCUUTHIBATH pPasMEpPhI BBIILJIIAT 1o
IMPOLUCHTHBIM CTABKAM KPCAUTOBAHUA

OIPCACIIATH HWHBCCTHUIIUOHHYIO
IMPHUBJICKATCIIBHOCTE KOMMECPUYCCKUX I/IHGfI B
paMKax HpOd)eCCHOHaHBHOﬁ JACATCIIBHOCTHU

MIPE3EHTOBATh OM3HEC-HJICIO

onpeacCiIATbD HCTOYHUKHU (I)I/IHaHCI/IDOBaHI/Iﬂ

3HaHus:

coaepKaHue aKTyaJbHON
IIPaBOBOM JOKYMEHTALIMH

HOPMAaTHBHO-

COBpEMEHHasi Hay4Has U TpodeccuoHaTbHas
TEPMUHOJIOT U

BO3MOJKHBIE TPACKTOPHH MPO(HECCHOHAIEHOTO
pa3BUTHSL U caMO00Opa30BaHUs

OCHOBBI NPEAITPUHUMATENBCKON EATEIbHOCTH;
OCHOBBI (PTHAHCOBOM IPaMOTHOCTHU

npaBujia pa3paboTKu OU3HEC-TUIAHOB

HNOPAAO0K BBEICTPAMBAHUS NPC3CHTAINN




KpeAUTHBIE OAHKOBCKHE MPOTYKTHI

OK 04 | O¢ddexruBHO YMenus:
B3aUMO/ICHCTBOBATh OpraHM30BBIBATH paboty KOJJICKTUBA
u paboTath Y KOMaH/IbI
B KOJUIEKTUBE U B3aMMO/ICHCTBOBATH c KOJIJIETaMH,
KOMaH/1e PYKOBOJICTBOM, KJIMEHTaMU B XoJe
po(HeCCHOHATBHOM JESITEIbHOCTH
3Hanus:
MICUXOJOTHYECKHE  OCHOBBI  JIESITEIHbHOCTU
KOJUICGKTHBA, TICUXOJOTHYECKHE OCOOECHHOCTHU
JIUYHOCTH
OCHOBBI ITPOCKTHOM 1€ TEIILHOCTH
OK 05 | Ocy1iecTBasiTh YCTHYIO Ymenusi:
Y TICHbMCHHYO IPaMOTHO u3JyaraTh CBOH MBICJIH
KOMMYHHKAIIUIO Ha u 0pOpMIISTH JTIOKYMEHTBI o
rocyJ1IapCTBEHHOM npo¢ecCuoHATBHON TEMAaTHKe Ha
a3bike Poccuiickoit roCyAapCTBEHHOM S3BIKE, MPOSIBIISTH
denepalviv ¢ y4eToM TOJICPAHTHOCTH B pa00UYeM KOJIJICKTHUBE
0COOEHHOCTEH 3nanus:
COLIMAJILHOTO U OCOOCHHOCTH COIIMAJIbHOTO U KYJBTYPHOT'O
KyJbTYPHOTO KOHTEKCTa;
KOHTCKCTa IpaBuiia odopMIIeHUS JOKYMEHTOB
Y TIOCTPOCHUS YCTHBIX COOOIIECHUI
OK 06 | IIposBnaTe YMmenuns:
rpaXXJaHCKO- ONMCHIBATh 3HAYMMOCTh CBOEH CIENMAIBbHOCTH
aTPHOTHICCKYTO MPUMEHSTh CTAaHAAPTHl AHTUKOPPYMIHOHHOTO
MO3HUIINIO,
JIEMOHCTPHUPOBATH TOBCACHHA
OCO3HAHHOE NOBEJICHHE Suanus: _
Ha OCHOBE CYIIHOCTh TPaKIaHCKO-TTATPUOTHUECKOM
TPaIUIINOHHBIX MTO3UINH, 00IIIEYEeIOBEYECKHX IIEHHOCTEMN
00I1eYenToBeueCKuX 3HAYUMOCTDH MPOECCUOHATHHOU JESITEIIbHOCTH
LCHHOCTEH, B TOM IO CIEeUUaTbLHOCTH
MCTIE € yICTOM CTaHAApTHl AaHTUKOPPYIMOHHOTO MOBEAECHHS 1
Li%ﬁ;ﬁfgg:;ﬂ{mx " MOCJIE/ICTBUS €T0 HAPYILICHHUS
MEXPEeTUTHO3HBIX
OTHOIIICHH,
MPUMEHSTH CTaHAAPTHI
AHTUKOPPYIILIUOHHOTO
MOBE/ICHUS
OK 07 | CopeiicTBOBaTH Ymenus:
COXPaHEHHUIO co0Jr0/1aTh HOPMBI 9KOJIOTHYECKOM
OKPY’KaroIIeH cpefibl, 0€30IMacHOCTH;
pecypcocOepexeHmIo, OTIpE/ICTISATh HAMpaBIEHUS pecypcocOepeskeHus

IPUMEHATH 3HaHUA 00
U3MEHEHUU KJIMMaTa,
TPUHIAIIBL
OepexITMBOTO
IPOM3BOJICTBA,

s dexTruBHO
JIICUCTBOBATEL B
4ype3BbIUaiiHbIX

B paMKax MpodeccruoHalbHON AesITeTbHOCTH
M0 CHENUAIbHOCTH, OCYIIECTBISATH padoTy ¢
cOONIOACHUEM  MPHUHLMIIOB  OEpeXIMBOTO
IIPOU3BOJICTBA

OpraHU30BbIBATH npodeccHuoHaTbHY IO
JEeSTeNbHOCTh C YY€TOM 3HaHUN 00 M3MEHEHUHU
KJIMMATUYECKUX YCJIOBUH PErMoHa

3HaHUA:

MpaBHjIa JKOJIOTHYECKOH O€30MacHOCTH IPH




CHUTYaIUsIX BeJICHIH NIPO(eCCHOHATIBHOMN IS TEIPHOCTH
OCHOBHBIE pecypchl, 3a71eliCTBOBaHHBIC
B IPOeCCHOHATILHOM IeATEIIbHOCTH
IYTH 00€CTIeYeHUs pecypcocOepexeHuUs
MPUHIMIBL OSPEKITMBOTO MPOM3BOJICTBA
OCHOBHBIE HAaIpaBJICHUS WU3MCHEHHUSI
KJIMMaTHYECKHUX YCIIOBUI pernoHa
OK 08 | Hcnonb3oBaTh YmeHnus:
cpexacTBa huznUecKon
UCTIOJIb30BATh (bU3KYyIBTYpHO-
KyJBTYPBI JJIs
03/I0pPOBHUTEIBHYIO JeSITeTTLHOCTD TSt
COXpaHEHUs U
YKpEIUICHHS 37I0POBbS, JOCTHKCHUS
YKPETUJICHUS 37I0POBbS N
’KM3HEHHBIX M IPO(ECCHOHAIBHBIX LIeNeH
B IIporiecce
. MIPUMEHSTh panuoHalbHbIE HPUEMBI
npohecCHOHABLHOM . 9
JIBUTATENbHBIX (QYHKIMHA B podecCHOHANbHOM
JeATEIILHOCTH
JEATeILHOCTH
Y [I0JICPKaHUS
M0JIb30BaThCS TBAMH  NPO(UIAKTUKA
HEOOXOANMOTO YPOBHS OJIb30BATRCA  CPCACTBA poguna N
(u3uueckoit NePeHANPSHKCHUS, XapaKTePHBIMH JUIsSl IaHHOM
HOATOTOBJICHHOCTH CITCTHA T HOCTH
3HaHuA:
poJIb dusmuecKon KYJIBTYPBI B
OOIIEKYJIbTYpHOM,  MPOPECCHOHATBHOM U
COIIMAJIbHOM Pa3BUTHH YEJIOBEKA
OCHOBBI 3/JOPOBOTO 00pa3a KH3HU
ycaoBUS NPO(eCCHOHANBHON JESTENbHOCTH H
30HBl pHCKAa (DU3HYECKOTO 3IOPOBBS LIS
CIIeIIATIbHOCTH
cpenacTBa MPOQHUIAKTHKY TTePEHATPSHKEHHS
OK 09 | ITone3o0BaThCs YMmeHus:
npodeccuoHaIbLHON MOHUMATh o0Iuit CMBICTT YETKO
JOKYMEHTAIUEH MPOM3HECCHHBIX BBICKA3bIBAHUN HA M3BECTHBIC

Ha roCy1apCTBEHHOM
U MHOCTPAaHHOM S3bIKax

TeMbl  (Tpod)ecCHOHaNmbHBIE U  OBITOBEIE),
IOHUMATD TEKCTBI Ha 0a30BBIE
PO¢eCCUOHATBHBIC TEMBI

y4acTBOBAaTh B JUAjorax Ha 3HAKOMBIE OOIIHe
1 Ipo(heCCHOHATILHBIC TEMBI

CTPOUTH MPOCTHIE BBICKA3bIBaHHS O cebe U O
cBOCH nMpodeccHOHABHON eITeThHOCTH

KpaTKo OOOCHOBBIBaTb M OOBSCHATH CBOM
JeNCTBUS (TEKyIIME U IUIAHUPYEMBIE)

MUcaTh TMPOCThIE CBSI3HBIE COOOIIEHUS Ha
3HAKOMBIE W MHTEPECYIOLIHE
npodeccroHaNbHbIE TEMBI

3HaHuA:

InpaBujia IIOCTPOCHHA MPOCTBIX W CIOXKHBIX
Hpe,[[J'IO)KeHI/II\/'I Ha HpO(l)eCCI/IOHaJIBHLIC TCMBI

OCHOBHBIE  OOIICYOTPEOUTENBHBIC — TJIAaroJbl
(6pITOBast M MpohecCHOHANIbHASI JICKCHKA)

JICKCUYECKUHW  MHUHUMYM, OTHOCSIIUKCS K
ONHMCAHMIO TIPEJIMETOB, CPEJICTB M IIPOIIECCOB




poeCCUOHATILHOM JIeATEIbHOCTH
0COOEHHOCTH MTPOU3HOLICHHS

MpaBHUjIa YTEHUS TEKCTOB TMPO(ecCHOHATBHOM
HaIlpaBJIECHHOCTH

JIP 16. Hcmnonb3oBaTh HHPOPMAIIMOHHBIE TEXHOJIOTHH B MPOGECCHOHATBHON
NEATEIbHOCTH;

JIP 20. YMeromuii 66ICTpO NPUHUMATH PEILIEHUS, pACIIPEACIATh COOCTBEHHbIE
PECypCHI U YIIPABIIATH CBOUM BPEMEHEM;

JIP.22. CnocoOHbIN aHaNU3UPOBaTh MPOU3BOJCTBEHHYIO CUTYalHIO, OBICTPO
IPUHUMATh PELICHUS;

JIP 23. TlposiBasTh 10OpOKENATENBHOCTh K OKPYKAIOIIUM, JEIUKATHOCTD,
4yBCTBO TaKTa U TOTOBHOCTh OKa3aTh YCIYTy KaXJAOMY KTO B HEH HYKJ1aeTCs;

JIP 24. AKTUBHO NPUMEHSIONINI MOJyYEHHbIE 3HAHUS HA MTPAKTUKE;

3. CTpyKTypa U cojep:kaHne NPAKTUKHA

[IpousBoactBennas  mnpaktuka no IIM. 01 OcymecTrBieHde OPraHu3alMOHHOIO W
JOKYMEHTAIIMOHHOI0 o0ecrnedeHHus eI TeJIbHOCTH OpP2aHU3AUUU'

O0bem
®opMbI U
HaumeHoBaHue u coep:kaHue BbI/1€JISIEMOT0
METOIbI KOHTPOJIS U
pa3naesioB (3TanoB) BpeMeHH
OLIeHKH
(4acer)

BBoaHbIii HHCTPYKTAaK. 4

NHCTpyKTak 1O IPOXOKICHUIO
NpaKTUKH, [edu, 3a7add, CTPyKTypa 2
oTyeTa.

Briaua 3anaHuii NpaKkTHKY. 2
Temal.l.bnanku TSt 3 IIpenocraBnenue
JIOKYMEHTOB. PEeKBU3UTHI TOKyMEHTOB. oTyeTa.
Tema 1.2. OdbopmiieHrE MAIITMHOITUCHBIX IIpenocraBienue
TekcToB. Opranusanus oTyerTa.
JIOKYMEHTO0000poTa 8
Tema 1.3. Peructpanus 10KyMEHTOB. . [IpenocraBnenue
KoHTposnb 3a cpokamMu HCTIONHEHUS oTyerTa.
JIOKYMEHTOB a




O0nLeMm

®opMbI U
HaumeHoBaHue U coep:kaHue BbI1eJISIEMOT0
MeTOoAbl KOHTPOJIS U
pa3naesioB (3TanoB) BpeMeHH
OlleHKH
(uacwl)

Tema 1.4. CucremaTu3zanus 10KyMEHTOB, IIpenocrasiieHne
orpezieNieHUue UX CPOKOB XPaHEHUS U oTyeTa.
COCTaBJICHUE HOMEHKJIATYPhI JEJI. 8
Tema 1.5. Yuactue B miiaHupoBaHuU
pabouero nHsa. Y4yacTue B poLeaype [IpenocraBienue
MMOATOTOBKH ACJIOBBIX ITOC3O0K U BCTPEU OoT4EeTa.

PYKOBOJUTEISL U IPYTUX COTPYAHUKOB
OpraHu3aluy. YJactue B IpOBEICHUH 20
TeneOHHBIX IEPErOBOPOB. YyacTue B
OpraHu3aly NpueMa MnoceTuTesne.

Odopmienue 10KyMEHTOB B IporpaMMe

1C: 3YM 12
3aueT
4
Bcero: 72

4. Cl'[eIII/IaJ'IbeIe YciioBus peajindalui mMporpaMmmbl IPAKTUKH

4.1Tpe0oBaHNs K NPOBEICHUIO IPON3BOACTBEHHOM NPAKTHKH

[TponsBoacTBEHHas MpaKTUKa MPEACTaBseT cOOOM BHJ yueOHBIX 3aHSATHI, HEMOCPEICTBEHHO
OpUEHTUPOBAHHBIX Ha MPO(ECCHOHANBHO-TPAKTUYECKYIO IMOATOTOBKY OOYYaloIIMXCs, B TOM
yuclie 00eceynBaloly0 MOJAMOTOBKY U 3alllUTy BBIMYCKHOHN KBanu(pUKalMOHHONW padoTsl. [lo
UTOTaM IPOU3BOJICTBEHHOM NMPAKTUKU MPOBOJUTCA claya 3adyera B (opMe 3alUThl OTYeTa U
NPEJICTaBICHUsS BCEX OTYETHBIX JIOKYMEHTOB, 3a CYET 4acoB, OTBEJICHHBIX Ha
IIPOU3BOJICTBEHHYIO NTPAKTHUKY .

[Tpu mpoBeneHu NPOU3BOACTBEHHONW MPAKTUKU UCMOIB3YIOTCS MYJIbTUMEAUWHBIE KOMIUIEKCHI,
AIIEKTPOHHBIE yYeOHMKM M Yy4yeOHbIe T1OCOOMs, aJalTUpPOBaHHBIE K OOydarommMmcs ¢
OTPaHUYECHHBIMU BO3MOYKHOCTSIMU 37J0POBBSI.

IIpu mnpoBeneHUM NPOU3BOACTBEHHOM IPAKTUKU MCIOIB3YIOT CIHEAYIOIIME aKTUBHBIE U
MHTEPAKTHBHBIE (OPMBI: JTMYHOCTHO-OPHEHTUPOBAHHBIM, METOJ] PELICHUS MPOU3BOICTBEHHBIX



(mpoOIEeMHBIX) CUTYyaIHi, METOA HHPOPMAITMOHHBIX TEXHOIOTHI. Bce METOIbI aanTHPOBaHBI K
00y4JarImuMCcs UHBAIHIAM U JIUIAM C OTPaHUYCHHUSIMHA BO3MOXHOCTSIMU 37IOPOBBSI.

Jlist peanuzaniyi mporpamMMbl MIPOU3BOJCTBEHHOW MPAKTUKH B OPTraHU3AlMAX JOJDKHA OBITh
opranm3oBaHa Oe30aprepHas cpena. [Ipom3BOACTBeHHAss MpaKTHKa MPOBOAMTCS B KaOWHETaX,
OCHAIICHHBIX Pa0OUYNMH MECTaMHU C TEXHUYECKUMH CPEICTBAMU 00yUYEHHUS JJI 00yJaronuxcs ¢
pa3IMYHBIMU BUJAMH OTPaHUYEHUS 3/I0POBbs, HJIK HAa Pa00OYMX MECTAaX B JPYTUX OPraHU3aIUsIX
(o corjacoBaHUIO C PYKOBOJACTBOM TE€XHHUKyMa M pabOTOAATENIIMH U TPU YCIOBUU CO3IaHUS
CIIENMATILHBIX YCIIOBHH 7151 0Oydaronuxcs nHBaauao0B u jauil ¢ OB3).

KonuyecTBo pabounx MeCT - MO KOJWYECTBY OOYYAIOMIMXCS C YYETOM KOJIMYECTBA MECT st
OB3. B kabuHeTax opraHu3aiuy IpeayCMOTPEHO:

- HaJIM4Me ayJMOTEXHUKHU (aKyCTUYECKUI YCUIIUTEIh U KOJIOHKH);

- HaJIM4ue CHeIHMaIn3HPOBAHHOTO KOMILJIEKTa CPEICTB OCHAILCHUS JUIsl CO3/aHMst 6e30apbepHOit
CpeJIbl.

[TponomkuTensHOCTh pabodyero BPEMEHH OOYYaromIerocss MPU TPOXOXKJACHUU IPAKTUKU
YCTaHABIIMBAETCS C YYETOM OCOOCHHOCTEH MNCHUXO(HU3MUECKOTO Pa3BUTHS, WHIMBHIYAIbHBIX
BO3MOYXHOCTEN U COCTOSIHHS €TI0 30POBbSI.

JUiss MHBAIWIOB W JIWII C OTPaHUYCHHBIMH BO3MOXXHOCTSMH 370POBBSI (pOopMa IMPOBEICHUS
NPaKTUKA YCTaHABIMBAETCA 0Opa30oBaTEIbHON OpraHuM3alueil ¢ yd4eToM OCOOCHHOCTEH
HCI/IXO(i)I/ISI/I‘—IeCKOFO Pa3BUTHA, MTHIUBUAYAJIBHBIX BO3MOYKHOCTEH M COCTOSTHHUS 310pPOBbA.

[Ipu onpeneneHnH MECT MPOXOKACHUS TPON3BOJICTBEHHBIX MPAKTHK 00YYAIOIIUMCS HHBAIHIOM
oOpa3oBaTesibHas OpraHu3alus JI0JKHA YUWUTBHIBaThb PEKOMEHJAIMM, JTAaHHBIE M0 pe3yJsibTaTaM
MEIUKO-COIMAIIBHOW  JKCHEPTH3bl,  COAEp)Kalluecs B  MHAUBUAYAIBHOM  IIporpamme
peadunuTalMy HHBAJIN/IA, OTHOCUTEIFHO PEKOMEH/I0BAaHHBIX YCIOBHM U BUIOB TPY/a.

[Ipn HEOOXOAMMOCTH MJII TMPOXOXKICHHS TPAKTHKH WHBAIHIAMHU CO3/AFOTCS CICIHATLHBIC
pabourie MecTa ¢ y4eTOM HapyIICHHBIX (YHKIMH ¥ OTPaHMYCHUN WX JKU3HEICATEIHPHOCTH B
COOTBETCTBUU C TPEeOOBAHHUSIMH, YTBEP)KIECHHBIMH TpHKa3oM MuHHUCTepcTBa Tpyna Poccun ot
19 Hos16pst 2013 roga N 685H.

Pexomenmyercs o0opyaoBaHNE CHEIHATBHBIX Pa0OUYUX MECT JUIsi 0O0YYaIOIIUXCsl WHBAIUIOB U
00yJaronuxcsi C OrpaHMYCHHBIMUA BO3MOKHOCTSIMU 3/I0POBBSI.

Jlna auy ¢ umapywenuamu cayxa NpeaIoyiaraeT HMCIOJIb30BaHUE ayJTUOTEXHUKHU (KOJIOHKH,
HAyIIHUKH, (TapHUTYPa), GOPMBI FJTEKTPOHHBIX TOKYMEHTOB, (DOPMBI C YBETUYECHHBIM ITE€UYaTHBIM
mpudTom.

Jna cnabosuoaujux obydaromuxcsi HEOOXOIUMO TPETyCMOTPETh BO3MOXHOCTH IPOCMOTpA
yJAJIEHHBIX OOBEKTOB TP IOMOIIM BHUACOYBEIMUYHMTENEH s yNAJIEHHOrO IPOCMOTpA.
[Tpennonaraercss MCHOIB30BAHUE HIIEKTPOHHBIX JIYII AJIi MPOCMOTpPa MaTepUalloB HA MOHHUTOpE
(ycTaHoBneHa B nporpammHbii maker Windows 8), medaTHbIX (popM C yBEIUYEHHBIM MIPUPTOM,
IPOTPaMMBbI-CHHTE3aTOPOB peun (YCTaHOBIJIEHA B MporpaMMHbIi naker Windows 8).



Jlna  odywarowuxca ¢ HapywleHUAMU OROPHO-0GU2AMENIbHO20 annapama HeoOXoIuMO
npeayCMOTpECTb NOABECMHO-TTIOBOPOTHBIC CTYJIbS U PETYJIUPYCMBIC CTOJIBI C MICTOYHUKOM IMUTAHUA
AJI1 MHAUWBUAYAJIbHBIX TEXHUYCCKUX CPCIACTB, O6CCH€‘II/IB3IOHII/IC pcain3anuro SprOHOMHYCCKUX
IPUHLIAIIOB, BUPTYAJIIbHYI0 SKpaHHYIO KiIaBHaTrypy (YCTaHOBJIEHA B MpPOTrpaMMHBIA MakKeT
Windows 8).

CrneuunanbHble paboune MecTa JJisi MHBAIUIOB - padoune MecTa, TpeOyrolue T0NOIHUTENbHbBIX
Mep [0 OpraHu3aluu TpyJa, BKIIOYas aJaNnTalMi0 OCHOBHOTO U BCIOMOTraTelbHOI'O
000py10BaHUs, TEXHUUECKOT0 ¥ OPraHU3allMOHHOTO OCHAILEHUs], IOTIOJIHUTEILHOIO OCHALEHUS
U o0ecrieueHHsl TEXHUUECKUMH IPUCTIOCOOIEHUSAMH € YyY€TOM MHIMBHYaJIbHBIX BO3MOXKHOCTEN
MHBAJIUIOB.

OcHamenue (00OpyIOBaHKME) CHCIHAIBHBIX PaObOYUX MECT IS TMPAKTUKH OOYyYaromIuXxcCs
WHBAJIHUJIOB OCYIIECTBIISACTCS UHIUBUIYATbHO JIJIsl KOHKPETHOTO MHBANUAA, a TAKXKE TSl TPYIIIbI
WHBAJIHUIOB, HMEIOIIMX OJHOTHUIHBIC HApyIIeHUs QYHKIUA OpraHu3Ma H OTrpaHHYEHUS
K)usHenesTenbHocTH. CrenuanbHbie padodre MecTa JUIsl TIPOXOXKISHUSI TPAKTUKY WHBAIHUIAMU
OCHAIIAIOTCS C YYETOM WX HAPYHICHHBIX (YHKIUH W OrpaHUYCHUH KU3HEACSITEILHOCTH B
COOTBETCTBUU C OCHOBHBIMH TPEOOBAaHUSMHU K TAKOMY OCHAIICHUIO (000PYIOBAaHUIO) YKa3aHHBIX
pabouux MecT.

Hpeno,uaB aTCIsAMU, PYKOBOOUTCIIIMHA IMPAKTHUKNU OCYIICCTBIIACTCA: KOHCYJIbTHUPOBAHUC
06yqa}0m1/1xcs1, KOHTPOJIb HOPOXOXKIACHUA IPAKTUKHU COIJIACHO HHI[HBHI[yaJ'IBHOfI nporpamme,
MOCTOSIHHBIN KOHTAaKT C PYKOBOOHUTCIAMHA IIPAaKTUKH, IIOBCECIHCBHOC PYKOBOACTBO
POXO0XK/ICHHEM O00YYaIOIIMMHUCS TPAKTHKKA OCYIIECTBISCTCS OPraHU3aUeH B JIUIE CIICIHATBHO
BBIJICJICHHOTO €H0 PYKOBOJUTENS, KOTOPBIA obOecreunBaeT oOyuaromemycsi pabodee MecTo,
HEOOXOJMMBIC YCJIOBUS JUIsi TJIYyOOKOTO OCBOCHHS OOYYaroIMMHUCS CYIIHOCTH pPaOOThI
JICTTOTIPOU3BOMTEINSI, ONEPATUBHOE PYKOBOJCTBO TMPAKTHUKOW M KOHTPOJIb 3a pPaboToi
00ydaromuxcs.

OO0yuaromuiics BO BpeMsl IPaKTHKH 00s13aH:

e MaKCHUMAaJIbHO UCIOJb30BaTh OTBEACHHOE /Il IPAKTUKU BPEMs, B YyCTAHOBJIIEHHBIE CPOKH,
B TIOJIHOM O0BEME U C BBICOKMM KaueCTBOM BBIIOJHATH BCE 3aJlaHUs MPELyCMOTPEHHBIE
pOTpaMMOil IPaKTHKH;

. CO6J'IIO,I[aTI> IMpaBujla BHYTPCHHCTO TPYAOBOI'O pacrnopsaigka W HNHBIC HOPMATHBHBIC
IMPaBOBLIC AKThbI, OIIPCACIIAIOIINC ITOPAIOK ACATCIIbBHOCTH pa60THI/IKOB COOTBeTCTBYIOH_[eﬁ
OpraHH3alnu,

e coOmonaTh TpeOOBaHUS OXpaHbl TPyAa U MOKapHOU OE30MaCHOCTH;

e CBOEBPEMEHHO BBINOJHATH BCE€ BUIBI pabOT, TNPETYCMOTPEHHbIE MPOrpamMMoOin
IPOBEICHUS NMPAKTHKHU U COONII0IaTh TPeOOBAHNS IPUHUMAIOLIEH OpraHu3aLny;

e IPOABIATH MHUIUATHBY B PCIICHUU IIOCTABJICHHBIX I1I0 IMPAKTUKE 3ada4 W IPHUMCHITH
IMMOJIYYCHHBIC TCOPETUYCCKUEC 3HAHWA 1 HABBIKU,

e BECTU JHEBHHK MPAKTUKH, B KOTOPOM €KEIHEBHO KpPATKO 3aIMCHIBATH OIpPE/ICIICHHbBIE
CBEJICHUS O TIPOJICTIAaHHOM B TE€UEHHUE JTHS padboTe;



e IIepe] OKOHYAHHMEM IIPAKTUKU COCTABUTH OTUET O MPOXOKACHUU NPAKTUKU U 3aBEPUTH Y
PYKOBOAMTEIIA IPAKTUKOM OT OpraHU3alui JHEBHUK [IPAKTUKU;

e HECTU OTBETCTBEHHOCTH 32 BBITIOJIHSAEMYIO PadoTy.
4.2. TpeGoBaHusI K MUHUMAJILHOMY MaTepPHAIbHO-TEXHHYECKOMY 00ecedeHHI0

[IpousBoacTBeHHass MpakTuka (MO MPOQUI0 CHEIHATIbHOCTH) MPOBOJUTCS IO OKOHYAHUU
U3y4YeHUS NPOPECCHOHATBHOIO MOIYJS KOHLUEHTPUPOBAHHO Ha TMpEeAnpusTusx — 0azax
MPAKTUKH.

Peanuzanus nporpaMMbl NPOU3BOICTBEHHOM MPAKTUKU MpEANoaraeT HaJuuue B OpraHu3alu,
/1€ OCYLIECTBIIICTCS MPAKTHKA, 0e30apbepHOil cpebl 1 000pyI0BaHMs pabodyero Mecra:

- KOMITBIOTEP C BBIXO/I0M B IHTEpHET;

- IPUHTED;

- CKaHep;

- (haxc, Tenedown;

- mporpaMMHOe obecrieueHre 001Iero U NpohecCHOHATLHOTO Ha3HAUCHHS;
- KOMIIJICKT 3aKOHOAATCJIbHBIX, HOPMATUBHBIX W JIOKAJIBHBIX aKTOB.

B opranmuzanuu Ha pabodeM MecTe JODKHO OBbITh MPEIyCMOTPEHO:

-JJIsl JIML ¢ HApYLIEHUEM CJIyXa: HalIW4Khe ayJUOTEXHUKU (KOJIOHKHU, HAyIIHUKY, (TapHUTYpa),
(OpMBI FIEKTPOHHBIX TOKYMEHTOB.

-7 c1a00BHASAIMX 00YYAIOIIMXCA: HATMUKE SKpaHHOH JIyIbl A1 IPOCMOTpa MaTepHuajoB Ha
MOHHUTOpE (YCTAaHOBJIEH B MporpamMmHbiii maker Windows 8), me4aTHeIX (OpPM € yBETUYEHHBIM
mIpUQTOM, IPOrPaMM-CHHTE3ATOPOB peuH (YCTaHOBIJIEH B MporpaMMHbIi makeT Windows §).

-1JIs1 00Y4aI0IIMXCS ¢ HAPYLIECHUSAMH ONOPHO-/IBUIaTeJIbHOI0 anmnapara:

opranu3oBaHa Oe30apbepHasi cpeia, MOJbEMHO-TIOBOPOTHBIE CTYJIbs, BUPTyajbHas SKpaHHas
KJIaBHaTypa (yCTaHOBIIEH B ITporpaMMHbIil maker Windows 8).

4.3. YueOHo-MeTOouYeckoe U MHPOPMAIHOHHOE oDecTiedeHne MPAKTHKH
- 1151 1M1 ¢ HAPYUIEHUSIMH 3PEHMUS:
B IIEYaTHOH (pOopMe yBETMUEHHBIM IIPHPTOM;

B ()OpME IIEKTPOHHOIO JOKYMEHTA;

- JI151 1ML ¢ HApyLIeHUsIMH cJIyXa HHGopManus npeIocTaB/isieTcs:

B IIeYaTHOM (opme;



B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- JnAa M ¢ HapylleHUSIMH  ONOPHO-ABHUIaTeJIbHOIO anmapara HHpopMauus
Npea0CTABIACTCS:

B IIeyaTHOH opme;
B ()OopMe 3JIEKTPOHHOTO JJOKYMEHTA.
4.4. KanpoBoe o0ecnieueHue 00pa3oBaTe/IbHOIO Npouecca

TpeboBanust K KBaMM(UKALMK TEAATOTHUYECKUX KaJAPOB, OCYIIECTBISIOMIUX PYKOBOJCTBO
IIPaKTUKOMU:

WHXeHepHO-11e1arOrNYeCKUi COCTaB:

-HaJIM4YUe BBICIIETO MPO(PECCHOHATBHOIO 00pa30oBaHUs, COOTBETCTBYIOLIETO MHPOQUITIO
npodeccuonanbHoro  moxyias [IM.  01.  OcymecTBjieHue OPraHM3alMOHHOIO |
JOKYMEHTAIIMOHHOI'0 00ecnedyeHns AeATeIbHOCTH OP2aHU3ayul

-OIIBIT JICATEIILHOCTU B OPraHU3aIMsIX COOTBETCTBYIOIICH MpodeccuoHabHOM chepbl SBISETCS
HEe 0053aTeIbHBIM;

-HaJTM4YMe CTAKUPOBKH B MPOQPUIBHBIX MPOU3BOJACTBEHHBIX OPTaHU3AIUAX HE PeXe OJTHOTO pas3a
B 3 roza.

PyKkoBO/ICTBO MPaKTUKOI JOMKHBI OCYIIECTBISTH MPenofaBaTesd MEKIUCIIUILIMHAPHOTO Kypca
npodeccuonansHoro  moxyis IIM. 01  OcymecTBiienue OPraHU3alMOHHOIO M
AOKYMEHTAIIMOHHOTO0  o0ecrneYeHUsl  JAeSTeJIbHOCTH  Op2aHU3aQuuu Vi CIECIHUATIbHBIX
JUCHUIIIINH.

[Tenarornueckue pabOTHHUKH, YYacCTBYIOUIME B peau3alliy aJanTHPOBAaHHONH 00pa3oBaTeNbHON
OpOTrpaMMbl,  JOJDKHBI ~ OBITh  O3HAKOMJIEHBI €  HCHUXO(DHU3MYECKUMH  OCOOCHHOCTSIMHU
00y4aroIuXCcsl UHBAJIUIOB U OOYYalOUIMXCS C OTPAaHMYEHHBIMU BO3MOYKHOCTSMHM 370POBbSI U
YUUTBIBaTh HMX TIPA OpraHu3aluu  o0pa30BaTENbHOTO  MpoIecca, JOJDKHBI  BIAJIETh
NeAarorndyecKUMHU TEXHOJIOTHSIMU MHKJIIO3UBHOTO OOYYEeHMsI M METOJaMH MX MCIIOJIb30BaHUS B
paboTe € WHKIIO3MBHBIMU Tpynmnamu oOydaromuxcs. HeoOxonmmo mpeaycMOTpeTh Il HHX
o0s3aTeNIbHOE  MPOXOXKJICHHE  NPO(PECCHOHATBHONM  MEpPEenoOATrOTOBKM MM  TOBBILICHHUE
KBaJM(UKAIMK B 00JIACTH TEXHOJIOTMH MHKIIIO3UBHOTO 00pa30BaHus, CIENMaIbHOMN Ne1aroruku
WM CHELUAIIbHOU IICUXOJIOTUH.

PYKOBOI[I/ITGJ'II/I HOpaKTUKKU - MOPCACTABUTCIIM OpraHu3allid, Ha baze KOTOpOﬁ MMpOBOAUTCA
IMpaKTHUKa: JOJI’KHbI UMCTH OIIBIT pa6OTH He MeHee 1 roJga Ha COOTBCTCTBYIOH_[eﬁ JOJDKHOCTH —
ACJIOTIPOU3BOAUTCIIA, CCKPLETAPs, CICHHUAINCTA OTACIIA KaAPOB U IIP.

HacraBHUKM - NpeACTAaBUTCIIM OpTraHU3allli, Ha baze KOTOpOﬁ IIPOBOAUTCA IIPAKTHUKA (HpI/I
HaJ'II/I‘II/II/I)Z JOJIDKHBI UMCTBH OIIBIT pa6OTLI He MeHee 1 rojga Ha COOTBCTCTBymH.[CfI JOJDKHOCTH
ACJIOTIPOU3BOAUTCIIA, CCKPLETAPs, CICHHUATINCTA OTACIIA KaJAPOB U IIp.

S5.KOHTPOJIb 1 OHEHKA PE3YJIbTATOB ITPAKTUKH



KoHTponb ¥ oOlLieHKa pe3yibTaToOB OCBOECHMS NPOM3BOACTBEHHON NPAKTHKU OCYIIECTBISAETCS
PYKOBOJIUTENEM TMPAKTHUKH B IPOLECCE CAMOCTOATENBHOTO BBIMOJIHEHUS O0YYaroIUMUCS
3a/1aHuH, BBIITOJIHEHUS IPAKTUUECKUX padoT.

B nepuoza npoxoxaeHusi mponu3BOICTBEHHOM NMPaKTUKK oOydaromyecs: 00s3aHbl BECTU JTHEBHHUK.
[To pe3ynpTaraM NMpakTUKU OOYYAIOUIMICS JOIKEH COCTaBUTh OT4YET. OTYET JIOJKEH COCTOSITh
U3 MMUCbMEHHOTO OTYETa O BBIIOJHEHUU PA0OT U MPUIOKEHUHN K OTUETY, CBUJIETEIIbCTBYIOLIUX O
3aKpeIUICHUM YMEHUH, NpUOOPETeHUHM NPAKTUUYECKOro OMNbITa, (OPMHUPOBAHUM OOLIMX U
npoeCCUOHATBHBIX KOMIIETCHIIMH, OCBOEHMM mpodeccuoHanbHoro wmonyis. K ortdery
IIPUJIAraeTcs AaTTeCTAllMOHHBIM JIMCT M XapaKTEPUCTUKA OT PYKOBOAMTENS OpraHu3aliy,
yYacTBYIOLIE B TNPOBEIEHUM MPAKTHUKH M JHEBHUK, OTPAKAIOIIMK eXeIHEBHBbIH 00BbeM
BBINOJIHEHHBIX pa®oT. O0yvaromuiicss B OJUH U3 MOCIEIHUX AHEH MPAKTUKU 3alUINAeT OTYET
[0 IpaKkTUKEe Ha 0a3e OpraHu3alid, YYacTBYIOIIEH B NPOBEACHUM MpakTUKU. Texkymuii
KOHTPOJIb YCIIEBAEMOCTH M OLICHKA PE3yJIbTATOB MPOXOXKIACHUS NPOU3BOJACTBEHHON INPAKTUKU
OCYUIECTBJIIETCS PYKOBOIUTENIAMU NpakTUKU oT OY U opraHusaiiu B MPOLECCE BBHITOJIHEHUS
00y4arImuMUCs 3aJJaHU, IPOEKTOB, BHIMOJIHEHUS TPAKTUYECKUX TPOBEPOYHBIX padoT.

@opMbI U METOJABI MPOMEXKYTOUHOM aTTECTAllMM M TEKYIEro KOHTPOJI pa3pabaThIBAalOTCS
00pa30BaTEIBFHBIM YUPEKICHUEM U JIOBOAATCS 10 CBEJCHUS 0OydarOIIMXCs HE MO3/HEee Havdaaa
JIByX MECSLIEB OT Hayasia O0y4eHusl.

Texymuid KOHTPOJb YCHEBAaEMOCTU I10 MPOU3BOJACTBEHHOW MpaKTUKE i OO0ydaromuxcs
UHBAJINAOB U 06yqa}0mnxcz C OFpaHI/I‘-IeHHI)IMI/I BO3MOXHOCTAMH SHOpOBBﬂ UMECT 60J'II)IHO€
3HAYEHHE, ITOCKOJBKY II03BOJISET CBOEBPEMEHHO BBISBUTH 3aTPYJHEHHS W OTCTaBaHHE B
OoOydyeHHMH W BHECTH KOPPEKTHBBI B YYEOHYIO [IeATEIbHOCTh. Popma KOHTPONS I
Oo0Oy4aromuXCcsl  YCTAHABIMBACTCI C YYETOM WX HMHIUBUAYAIbHBIX TCHXO(DH3MUECKUX
0COOCHHOCTEH.

B pesynbraTe OCBOEHHMS MPOHM3BOACTBEHHON TMPAKTUKM B paMKax MNpoQecCHOHATBHOTO
moayast IIM.01 OcyumiecTBiieHre OPraHU3alHOHHOIO M JIOKYMEHTALMOHHOIO o0ecrevYeHnst
AeATEJBHOCTH Op2anuzayuu o0yJarouecs MPoXosAT MPOMEKYTOUHYIO aTTeCcTalulo B hopMme
3a4CTa B BUAC BBINMOJHCHUA IMPAKTHUYCCKOr0 3aJaHus. HpI/I H€06XOIII/IMOCTI/I JJIA MHBAJIUJA0B U
mu, ¢ OB3 mpenycmaTpuBaeTcsi yBEeJIMYEHHWE BPEMEHM Ha TOJTOTOBKY K 3ayeTy, a TakKxke
MPEIOCTABIISACTCS TOMOJHUTEILHOE BPEMs JISI TIOJTOTOBKHM OTBETA HA 3a4eTe.

Bo3MoxxHO ycTaHOBIIEHHE 00pa30BaTeNbHON OpraHu3anuell WHIMBUAYAIbHBIX TpaduKoB
IPOXOXACHUS NPOMEKYTOUHON aTTECTallMK OOYyYarOIIMMHUCSA MHBAJIUAAMU U 00y4aroIUMUCS C
OTPaHUYEHHBIMH BO3MOKHOCTSIMH 37J0POBBS.

[Ipu HeoOxomuMocTH it OOYYAIOMIMXCS WHBAIMAOB M OOYYAIOMIMXCS C OTPaHMYCHHBIMH
BO3MOXKHOCTSIMH 3JIOPOBbSI IIPOMEKYTOYHAsI aTTECTAllUsi MOXKET IPOBOIMTHCS B HECKOJBKO
aTamoB. [Jis 3TOTO PEeKOMEHAYETCS HWCIOIb30BaTh PYOEKHBIH KOHTPOJIb, KOTOPHIH SBISETCS
KOHTPOJIFHOM TOYKON HO 3aBEPIICHHUIO U3YUYCHHUS NMPAKTUK U €€ PA3ZIeJIOB C IETbI0 OLCHUBAHUS
YPOBHS OCBOEHHUSI TPOTPaMMHOT0 MaTepraia. @opMbl M CPOK MPOBEJCHUS pyOSKHOTO KOHTPOJIS
OTIPEICTISIOTCSL  MperoaBaresieM (MacTepoM MPOHM3BOACTBEHHOTO OOydYeHHs) C y4YETOM
UH/IUBUAYAIbHBIX IICUX0()U3NIECKHX OCOOCHHOCTEH 00yUaromuXcs.



[TpakTUKaHTBI-MHBATUABI U MpakTHKaHTbl ¢ OB3 momxHBI OBITH OOEcreYeHbl NMEYaTHBIMU U
ANIEKTPOHHBIMU pecypcaMu B (hopMax, aJalTUPOBAHHBIX K OTPAHMYCHHUSAM HX 3/0pOBbS H
BOCHIpUATHUS HH(POPMALIUU:

- JIoist U1 ¢ HAPYIIEHUSIMM 3PEeHus:

B IIe4aTHON (popMe yBEITUUEHHBIM IPH(TOM;

B ()OpMe 3JIEKTPOHHOTO JOKYMEHTA;

- JIoist U1 ¢ HAPYLIEHUSIMH ¢JIyXa HH(opManus npeaocTaB/isieTcs:
B [I€YaTHOU (opme;

B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

- JaAa JMim ¢ HapylleHUsIMH  ONOPHO-ABUIraTeIbHOIO amnmapara HHpopManus
NPeJ0CTABIACTCH:

B IIeyaTHOH popme;
B ()OopMe 3JIEKTPOHHOTO JJOKYMEHTA.

B nmepuox mnpoxoxaeHWS TPOU3BOJACTBEHHOW MPAKTHKKA OOydaromuecs O0Osi3aHbl BECTH
JIOKYMEHTALHUIO:

1. J/IHEBHUMK MPAKTUKH.
2. OT4er 1o NpakTUKeE.

Texkymuil KOHTPOJIb YCIIEBAEMOCTH U OLEHKA PE3YyJIbTATOB IPOXOXKIACHUSA NPOU3BOJICTBEHHOU
IIPAaKTUKU OCYILECTBIIAECTCS PYKOBOIUTEISAMU INPAKTUKA OT TEXHUKYyMa WIM OpPraHU3aluu B
npoIiecce BHIMTOTHEHUsT 00yYarOIIUMUCS MPAKTHYECKUX PadoT.

OI[eHKa BbLINOJTHEHUSA NMPAKTHYECKOr0 3aJaHUsI.
- OIIEHKa «5» CTaBUTCA, CCIIN:

O6yanOHII/II\/’IC5I CaMOCTOATCIIbHO, MOJHOCTBIO MW KA4YECTBCHHO BbIIIOJHHUII BCC 3TaIlbl
MMPAKTUYCCKOIr'o 3aJlaHusd, IIOJYYCHO BCPHOC IIPCACTABJICHUEC PE3yJIbTaTa,- JOIIYCKACTCA
HC3HAYUTCIIbHAA ITOMOIIb HACTABHHUKA OT OpraHU3allnu.

- OIICHKA «4» CTaBHUTCA, €CIIN.

- 3aJlaHUC BBIIIOJIHCHO TIIOJHOCTBIO, HO IIPpU BBIIIOJHCHHUN OGH&p}OKHJIOCI) HEJOCTAaTO4YHOC
BJIaICHHUEC HaBBIKaMU pa6OTBI C MporpaMMHBIM oOecreyeHneM B paMKax IIOCTaBJICHHOM 3aga4u,

- MPAaBWJILHO BBITIOJIHEHA OOJIbIIast 4yacTh 3a/anus (cBoimie 75 %),

- 3a1aHUC BBIIMIOJIHCHO ITOJIHOCTBIO, HO HCIOJIb30OBAHbI HAMMCHCC OITHUMAJILHBIC IMOAXOAbI IMPU
BBIIIOJTHEHUH.

- OIICHKa «3» CTaBUTCA, C€CIIN:



- 3aJaHME BBIIIOJHEHO HE TMOJHOCTHIO, HO OOYyYaroIIMICS BIAJEeT OCHOBHBIMU HaBBIKAMHU
paboThI HAa MPOTrPaMMHBIM OOecTIedeHrEM, TPEOYyEMBbIMHU ISl PEIICHUS

IIOCTaBJIICHHOH 3aJIauu.
- CYIIECTBEHHO OBbLITM HapyIICHbI CPOKHU BBITIOJIHECHUS 33 JaHUsI.
- OIIEHKA «2)» CTaBUTCS, €CIIU:

- JOINyHmEHbl CYHICCTBCHHBIC OIIOKHU IIPpU BBIIIOJIHCHUH IPAKTHYCCKOr0 3aJaHud WA
3HA4YNUTCJIbHAsA 4aCTb pa6OTBI BBITIOJTHEHA HE CaMOCTOSATCIIBHO.

IIpuoOpeTeHHbIN NPAKTHYECKHUI ONBIT

- OpraHu3alyy JIOKYMEHTAlMOHHOTO OOECTIeUYeHHs YIpaBlIeHHS | (YHKIHOHUPOBAHUS
OpraHu3anuu

Ha6n10;[eHHe B IIpo1iecce HpaKTHqCCKOﬁ ACATCIIBHOCTH
OI_IGHKa pPE3yJIbTaTOB HpaKTquCKOﬁ ACATCIIBHOCTHU

OHCHK& PE3YIIBTATOB 3a4€Ta

6. ATTECTALUSA ITO U'TOI'AM IPAKTUKHU

ATTecTanus Mo UTOraM MPOU3BOJCTBEHHOW MPAKTHKU CIYKUT (OPMOIl KOHTPOJS OCBOSHUS U
MPOBEPKHU NMPOGECCUOHATBHBIX 3HAHUU, OOIIMX U MPOPECCUOHAIBHBIX KOMIIETCHIINH, TPYI0BBIX
GyHKIUH, TPHOOPETEHHBIX YMEHWN, HABBIKOB W TIPAKTHUYECKOTO OIBITa OOyYarOIMIUXCS B
cootBetcTBuU ¢ TpeboBanusimu OI'OC CIIO nmo cnenmansHocTH 46.02.01 JlokyMeHTaIMOHHOE
oOecrnieyeHye ynpapieHUs] U apXUBOBEJCHHE.

B pamkax Buzma mnpodeccuonanbHoil  gesrenpHocTd IIM. 01  OcymecrBiieHue
OPraHu3alMOHHOI0 u AOKYMEHTAIlHOHHOI0 obecneyeHust AeTeJIbHOCTH
opeanu3zayuu IPeyCMOTPEHO OCBOEHME pabouel mpodeccuu, W MO pe3yibTaTaM OCBOCHHUS
Moyt IIM. 01 OcymecTBiieHHe OPraHU3ANMUOHHOIO U JIOKYMEHTAMOHHOTO 00ecreYeHus
nesiteabHOCTH opzanuzayuu ITTICC3, oOyyaronuiics moaydaeT JOKyMEHT (CBHIETEILCTBO) 00
ypoBHe KkBanudukanuu. IIlpucBoenne kpanmupukanuu 10 pabodeld mTpodeccuu TOIKHO
NPOBOAMTHECS C yyacTHeM paboTomareneili W TpU HEOOXOAMMOCTH MpeJICTaBUTENeH
COOTBETCTBYIOIIUX OPTaHOB I'OCYIaPCTBEHHOI'O Ha/130pa U KOHTPOJIS.

dopmoit MIPOMEKYTOYHOMN aTTeCTaIluU 110 UTOraM MIPOU3BOJACTBEHHOMN
MIPaKTUKH SBISETCA 3auem. ATTecTalisl IPOBOJUTCS B MOCIEIHUN I€Hb MTPAKTUKHU.

ATTecTranys MpoBOAMUTCS Ha pabodyeM MecTe MpaKTHKAaHTa ¢ UCIOJIb30BAaHUEM KOMIIBIOTEPHOTO
obOopynoBanus. K arrecraruu mo mpakTHKE IOMYCKAIOTCA OOYyYaroIluecs, BBIMOJIHUBIINE
TpeOOBaHUS MPOTrPaMMBbl TIPOU3BOJCTBEHHOW TNPAKTUKHA W IPEIOCTABUBILIME IIOJHBIA TaKeT
OTYETHBIX TOKYMEHTOB.



KonkpeTHbie (hOpMBI MPOMEKYTOYHOW aTTECTAMUA OOYYAIOIINUXCS WHBAIUIOB M O0YYArOIIHXCS
C OrpaHMYEHHBIMH  BO3MOXHOCTSIMH  3JIOpPOBbSl  yCTaHABIMBAIOTCA  00Opa3oBaTEIbHOMN
OpTraHM3aIeii CaMOCTOSTEIIFHO C YYeTOM OTpaHWYCHHU 370poBbs. MX pekoMeHmyercs
JIOBOJIUTH 1O CBEICHUS OOYYAIOIIMXCS B CPOKH, ONPEACIICHHBIC B JIOKAJTHLHBIX HOPMATHBHBIX
aKkTax oOpa30BaTEeNLHOW OpTraHW3aIlMHM, HO HE IMO3/JHEE TEPBBIX JBYX MECSIEeB OT Hadaia
00yueHwusl.

dopma NpoMeKyTOYHOH aTTecTanuu B (popMe 3alUThl OTYETa IO MpaKTHKE, clladye 3ayeTa 1o
IpaKkTUKe JJI1 00y4aroIuXcs WHBAIKUIOB U OOYYarOIIUXCS ¢ OTPAHUYEHHBIMU BO3MOXHOCTSIMU
3I0POBbsl YCTaHABIUBAECTCA C YYETOM MHAMBHUIYAJbHBIX IMCUXO(U3UYECKHX OCOOEHHOCTEH
(YyCTHO, MMCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMIIBIOTEPE, B OPME TECTUPOBAHUS U T.I1.).

[Ipy HeoOXOaUMOCTH PEKOMEHIYeTCs NPeayCMOTPeTh s HHUX YBEJIMYEHHE BPEMEHH Ha
MOATOTOBKY K 3a4€Ty, a TaKyK€ MPEJOCTaBIATh IONOJHUTEIbHOE BPEMsl JIsl MOATOTOBKH OTBETA
Ha 3adere. Bo3MOXXHO ycCTaHOBIEHHE O0O0pa30BaTENbHON OpraHu3alveld HHIWBUIYaTbHBIX
rpaduKOB TPOXOXKACHUS MPOMEKYTOYHOW aTTECTAllMH OOYYAIONIMMUCS WHBAIHIAMU U
00y4aroMMHUCS C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU 3/I0POBbSI.

[Tpu HeoOXxomumocTH A OOYyYaroIMXCS WHBAINWIOB W OOYYarOIIMXCS € OrPAaHUYECHHBIMU
BO3MOXKHOCTSIMU 3710POBbsI IIPOMEKYTOUYHAsI aTTECTAL[Ms] MOXET INPOBOJUTHCS B HECKOJIBKO
aTanoB. s 3TOr0 PEeKOMEHAYETCs HCIOJIb30BaTh PYOECKHBIM KOHTPOJIb, KOTOPBIA SIBISETCS
KOHTPOJIbHOM TOYKOW HO 3aBEPILEHUIO0 U3YyUEHHUs pa3jieia WM TeMbl IPAKTUKHU U €€ Pa3/ieioB C
LIEJIbIO OLIEHWBAHHUS YPOBHS OCBOCHHMS MPOrpaMMHOro Marepuaia. @opMbl U Cpok MpoBeIeHUs
pyOeXHOTO KOHTPOJS OMNPENeNsIoTCs MperojaaBareneM (MacTepoM IPOU3BOJCTBEHHOTO
00y4eHHs) C y4eTOM MHAUBUIYyabHBIX ICUXO(PU3NUECKUX 0COOEHHOCTENH 00ydarOInXCsl.

Jlns oneHKH KauyecTBa MOJTOTOBKM OOYYaIOIIMXCS M BBITYCKHUKOB IO MPOQECCHOHATbHBIM
MOJYJISIM  TIPUBJIEKAIOTCA  PYKOBOJAUTENM TMPaKTUKA  (dKCIEpTh])) OT  paboTomaTeneit
(opranuzanui, rae MPOXoAU MPAKTUKH 00YyYarOIIHACs).

[TuceMeHHBIN OTYET O BHIMOJIHEHUH PaOOT BKIIOYAET B C€OsI CIEAYIONIUE pa3Iebl:
e  TUTYJIbHBIN JIUCT;
e  COIEpXKAHME;
e  KpaTKas XapaKTEepUCTHKA MPEANPUATHS, I/Ie IPOXOAWI IPAKTUKY 00yUaromuiics;
e IPaKTUYECKas 4acThb;
e TIPHWIOXKECHHUS.
Henomnneie u HeOpe:kHO 0POPMIICHHBIE OTUYETHI K 3AIIUTE HE JIOIMYCKAIOTCS.

IIpn HamucaHuM OTYETa O MPOU3BOACTBECHHOM IIPAKTUKE PEKOMEHAYETCS INPUIAEPKUBATHCS
CJIEIYIOIETO IJIaHa:

Tutynsnsiii muct (Ilpunoxenue 1)

Conepxxanue



Beenenue (He 6onee 1 cTpaHuiib);
1 pa3nen — opraHu3allMOHHO-TIPaBOBask XapaKTepUCTHKA Npeanpuatus ( 1- 2 cTpaHuIs);

2 pasgen - Marepuanbl, COOpaHHBIE BO BpEeMs IPOXOXAECHUS IPAKTUKM M CBSI3aHHBIC C
TEMaTUKOH NpakTHKH (3-4 CTpaHULbl);

BriBoIbI M TIpeauioKeHUs (2-3 CTpaHHUIIbI);

B mnepBom paszzmene oryeTa M3NAraroTCA: MECTOHAXOXKJIEHUE YUYPEeKICHHUS (OpraHu3aluu);
pasmepbl MPEANpPUSTHS, €ro CHelUaIu3alys; OpraHU3alOHHAas CTPYKTypa M CTPYKTypa
yIpaBJIeHUs.

Bo BTOpOM pasnene JAOIKHBI COAEPIKATHCS OTBETHI HA THUIIOBBIE BOMPOCHI MPOM3BOICTBEHHOMN
npakTHKH. HanmMeHOBaHME OCHOBHBIX YYacTKOB, TJe OOYYalOmMH IPOXOIWI IPAKTUKY C
KPAaTKOHW XapaKTEpPUCTHKOM HW3yYCHHBIX HA JAHHOM Y4YacTKE BOIIPOCOB (C TPHIOKECHUEM
00pa3loB caMOCTOSITENbHO MOJrOTOBICHHBIX B OpPraHU3allMM JOKYMEHTOB, pacdyeToB U T.I.),
HepeyeHb BBIMOJHEHHBIX PadOT B XOJ€ MPAKTUKH, TAOIMIIBI UCXOAHBIX JAHHBIX M PE3yJbTaTOB
pacyeToB, Tpa MKy, CXEMbl, PACCUUTAHHbBIC M aHAJTH3UPYEMbIe TOKYMEHTHI, TpaKH, OCHOBHBIE
JIeNIOTIPOU3BOACTBEHHBIE MPOOJIEMbI, BBIBICHHBIE B XOJI€ NPAKTUKU, CIHCOK H3yYEHHBIX
(MCTIONTb30BAHHBIX) HCTOYHUKOB (CHEIHMaIbHAs JUTEPATypa, 3aKOHOAATENIbHBIE U HOPMAaTUBHBIC
MaTepuasbl U Jp.);

B 3akmrounmrensHOM 9acTm oTdeTa oOydaromiemMy HeoOxomumMo B cxaTod  (opme
C(l)OpMy.]'IHpOBaTB OCHOBHBIC BBIBO/JIbI, 1aTh KOHKPETHBIC IMPEATIOKCHUA MO YIIYUIICHHUIO pa6OTBI
yupexieHus (OpraHuzaiun).

B kauecTBe MpUIIOKEHHS K OTYETY MPAKTHKU O0yJaronuiicss opopmisier rpadudecKue, ayamo-,
¢dboTO-, BHIECO-, MAaTEpUANIBI, HATJBSITHBIE OOpPA3I(bl W3/IETUH, MOATBEPKIAIONMINE MPAKTUICCKUN
OIMBIT, MOJYYEHHBIN Ha MPAKTHUKE.

K otuery oOyuaromuii 10MKEeH TPUITOKHTE!
* JIHEBHUK [IPOU3BOJCTBEHHOM IIPAKTUKH;
* aTTECTAI[MOHHBIHN JIUCT C XapaKTEPUCTUKOM Ha 00ydaromerocs.

[TpakTiyeckasi 4acTh OTYETa MO MPAKTHKE BKIIOYAET IJ1aBbl U maparpadbl B COOTBETCTBUU C
JIOTUYECKOU CTPYKTYpOIl M3JI0KEHHSI BHITTOTHEHHBIX 33JaHUI TTO pa3enaM Kypca.

PabGora Hajg oTYeTOM MO NPAKTHKE JOHKHA IO3BOJIUTH PYKOBOJIWTENIO OLIEHUTH YpPOBEHBb
pa3BUTHUS CIEAYIONUX OOIIMX KOMIETEHIIMI 00YyYaromierocs: - OpraHu30BbIBaTh COOCTBEHHYIO
NEeSTENIbHOCTD, OMpPENesITh METOAbl U CIOCOOBI BBIMOMHEHUS MPOo(ecCHOHANBHBIX 3aj1ad,
omneHuBaTh WX A(G(EKTUBHOCT, W KayecTBO;, - pelIaTh MPOOJIeMbI; OIIEHUBATh PUCKU U
OPUHUMATh pEIIeHUs B HECTAHAAPTHBIX CHUTYalMsX; - MCIOJb30BaTh HH(POPMALMOHHO-
KOMMYHHKAIIMOHHBIC TCXHOJIOTMU I COBCPUICHCTBOBAHUA HpO(i)eCCHOHaHLHOﬁ ACATCIIbHOCTH,
- OBITh TOTOBBIM K CMEHE TEXHOJOTHH B MNpPOPECCHOHATBHON ESTEIBHOCTH; - a TaKKe
npoecCHOHANBHBIX KOMIIETEHLIUHA, B paMKaX OCBOEHHUS NPOPECCHOHATBHOIO MOAYNIS U
ycraHoBieHHbIX ®DI'OC  CIIO 100 KOHKPETHOM CHEUHAIBHOCTH WM  IPOrpaMmoit
npodeccnoHanbHOr0 MOAyJsl. [IpuaoxkeHuss MOTYT COCTOSITh M3 JAOMOIHUTENBHBIX CIIPABOYHBIX



MAaTEepHAIOB, UMEIOIIUX BCIIOMOraTeIbHOE 3HAYEHNUE, HAIPUMEDP: KON JTOKYMEHTOB, BBIIEPKEK
U3 OTYETHBIX MATEpPUAIOB, CTATUCTHYECKHX IAaHHBIX, CXEM, TaOJHIl, TUarpamm, MPOrpaMM,
MOJIOKEHUN U T.II.

TexcT oTdera JOKEH ObITh MOATOTOBIICH C UCTIOIb30BaHUEM KoMIibioTepa B Word, pacrieyaran
Ha OJHON cropoHe Oenoit Oymaru c¢opmara A4 (210x297 mm). LiBer mpudra - yepHBbIi,
MEXCTPOUHBIM UHTEpBaJ - NOJYTOPHbIN, TapHUTypa - Times New Roman, pazmep mpudra — 14
i 12 Kernsb.

[Ipu BBICTaBICHUN UTOTOBOM OLIEHKH MO MPAKTHKE (3a4€Ta) YIUTHIBAIOTCS:

pe3yabTaThl SKCIEPTU3bl OBJIAACHHUS OOydYaloUMMHUCA OOMMMH U Tpo(ecCHOHATBHBIMU
KOMIIETCHIIUAMU;

- Ka4C€CTBO U IIOJIHOTA O(bOpMJ'IeHI/I}I OTUYCTHBIX JOKYMCHTOB I10 IIPAKTUKCE,

- XapaKTepUCTHKA C MeCTa MPOXOXKACHUS MPAKTUKU (XapaKTEepUCTUKA PYKOBOAUTENS MPAKTUKHU
OT OpraHu3aIun).



NPHJIO)KEHHUE1L

denepanpHOe Ka3¢HHOE TPoeccrHoHanbHOe 00pa30BaTEIbHOE YUPEKICHUE
"CuBepCcKu TEXHUKYM-UHTEPHAT OyXraaTepoB"
MuHucTepcTBa TpyJa ¥ COLMATBLHOM 3alIUAThI
Poccuniickon ®@enepanun

OTYET
O MPOU3BOJCTBEHHOM NMPAKTHUKE

no cnenmanbHocTH 46.02.01 «/lokyMeHTanmonHoe oOecrieueHre yrnpaBieHus 1
apXHUBOBEJICHUE)

Crynenra (xu) rp.

(@.11.0)

Opranusanus:

(HaI/IMCHOBaHI/IC MCCTa MMPOXOKACHUA HpaKTI/IKI/I)

PyKOBO}IHTe.TII) MPaKTUKHA

(®.1.0)

Onenka

1. CuBepckun
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denepasibHOE Ka3EHHOE TPOPeccHoHaIbHOE 00pa30BaTEIbHOE YUPEKICHHUE
"CuBepcKuil TEXHUKYM-UHTEpPHAT OyXTrajaTepoB"
MuHncTEpCTBA TPY/1a U COUUATIBHON 3aIIUTHI
Poccuiickon ®enepanunu

VHINBUIYAJILHOE 3AJJAHUE
HA TIPAKTHUKY

Crynent

(®.1.0. noxHOE)
Buner pabort:
1. MHCTpyKTaX.

2.13yunts:

3.0¢opMuTs :

CrnenuansHocTh: 46.02.01 «/lokyMeHTalmoHHOE 0OecrieueHHe ypaBIeHUs U apXUBOBEICHHUEY.

MecTo npoxoKaAcHUE :

HpCHOI[aBaTCJ'IL OT TCXHUKYMa:

(®.11.0.)

OJIEMEHTEBI CTPYKTYPBI OTYHETA

Beenenune

TeopeTuyeckas 4acThb
[IpakTnueckas 4acThb

3akiroueHne

CHnmcoK UCTIOJIb3yEeMOU JTUTEPATYPHI

CryneHt

(©.11.0.)
IIpenonasareins

(@,1,0,)



XapaKTepucTHKA - OT3bIB
0 NPOXOKACHUH NPOU3BOJACTBEHHON NMPAKTHKHU
o0yuamierocst
DKIIOY «CTUBb» Muntpyaa Poccuu

OO0y4arommiicst
(DHUO cmyoenma) Ne kypca/epynnot
NPOXOJWJ MMPAKTHKY B
HA36aHUE YYPENCOCHUs.
3a mepuoj MPOXOXKICHHS TMPAKTUKA OOYYAIOIIUHCS TMOCETHII THEH, U3 HHX TO
YBKHUTEILHO TPHUYUHE OTCYTCTBOBAJ JTHEH, Mpomycku 0e3 YBaKHTEIBHOW TMpPUYHMHE

COCTaBWJIHN JTHEN.

OOyuarommiicss coOironan/He coONoaan TPYIOBYIO IUCHUILIMHY W /WU TIpaBWja TEXHHUKH
0€30MacCHOCTH.

3a BpeMsl IPOXOXKICHHS MPAKTUKK TOKAa3all, 91O
(noouepkHymv HyHCHOE) @®UO obyuarowezocs

- yMeeT/He yMeeT IUIAHUPOBaTh U OPraHU30BBIBATH COOCTBEHHYIO JESATEIBHOCTh, CIIOCOOEH/HE
CHOCO0EH HaJla)KWBaTh B3aMMOOTHOIICHUS C APYTUMH COTPYIHUKAMH, UMEET/HE UMEET XOPOIIHii
YPOBEHB KyJIbTYDPbI IIOBEJICHUS,

- yMeeT/He yMeeT paboTaTh B KOMaH/I€, BHICOKas/HU3Kasl CTENEHb C(OPMUPOBAHHOCTH YMEHUN B
npo¢eCcCUOHATLHOMN 1eATEIEHOCTH.

B oTHO1IEHNY BBINIOJIHEHUS TPYAOBBIX 33JaHUI MPOSIBUII ce0st

B paMKax JaTbHEUIIIETO 06yquI/1;1 U TIPOXOKACHUA MNPAKTHUKU 06yan01ueMyc;1 MOXKHO

HOPEKOMEH/I0BaTh:

Ornenka

Honocnocms nacmagnuxa/kypamopa noonucs H.0. Pamunus

M.IL



denepanbHOE Ka3EHHOE MPOECCHOHATEHOE 00PAa30BaTENbHOE YIPESKICHUE
"CuBepCKHi TEXHUKYM-UHTEepHAT OyXxranarepos"
MuHucTepcTBa Tpy/1a U COLMAIBHON 3aILMUThI
Poccuiickoi denepanuun

JHEBHHUK
O MPOMU3BOJCTBEHHOM ITPAKTUKE

cnenuanbHOCTh 46.02.01 «/lokyMeHTamoHHOE 00ecTIeYeHHE YIIPABICHHS U apXUBOBEICHUE

OO6yuarorerocs

Damunus, U.0., Homep Tpymsl

PYKOBOI[I/ITGJ'IB IMPAaKTHUKU:

Gamunus, 1.0.

Kypatop mpakrtuku:

Dammnus, 1.0.

1. CuBepckuit
202



JIHeBHUK

Jara

Onucanue eskeJHeBHOH padoThI

Onenka
padoThI

IMoanucky
PYKOBOAUTEISI
NPaKTHKH

[Toanuch pyKOBOAMTEINS MPAKTHKU




PELHEH3UA

PaboTsl 110 npoussoocmeennoii npaxmuke Ino npogunto cneyuanvrocmu npodhecCHOHATLHOTO
moxayst [TM.00. ...

OGyuaromierocs

OUO
BrimmoniHeHa B COOTBETCTBHE C MpeabsBisieMbiMu TpeboBanusmu OI'OC.

[Ipu npoxoxaeHUH MPAKTUKK , OO0yUaIOUIUIiCcs MOKa3aj (a) 3HaHUS U YMEHUs, U YCBOCHHE
yuebHoro marepuaina no [IM.00.........

[Tpu Beimosinennun 3amanuii o [IM.0O...... CTYJICHT ITPOSIBAI

Co cTy1eHTOM NPOBOAUIHUCH / (POPMBI KOHCYJIbTALHIH/:

B nenom nocne nposeneHHoit paboThl cTyaeHT oBnaaen oouwmu ( 01-09) u
npo(ecCHOHATBHBIMU( .............. ) KOMIIETEHIIUSIMU NPEAbSIBISIEMbIE K U3YyUEHUIO
IIM.00......... B ®I'OC CIIO.

Ouenka nmo pe3yJjabTaram:

[IpenonaBatens OV: / /




ATTECTAIIMOHHBIN JIUCT

C®OPMUPOBAHHOCTH MPO®ECCUOHAJBHBIX KOMIIETEHIIUIA
Ilo yuebHot npaxmuxe Ino npogunto cneyuarvrocmu NpodecCHOHaTBLHOTO MOIYJIS

ITM. 01 Opranmsanusi  JTOKYMEHTALMOHHOTO o0ecneyeHus

(p)yHKIMOHMPOBAHUS OPraHU3ALMU.

OGyuaromierocs

yHnpasJleHUs

Hassanue I1K

Orenka

IIK 1.1. OneHuBaTh COOTBETCTBUE KAadye€CTBa IMOCTYIAIONIUX B
OpraHU3aIIIo CBIpbS, MaTepuaos, oty haOpUKaToB,
KOMIUIEKTYIOIIUX M3JCIHH TEXHUYSCKUM peErjlaMeHTaM, CTaHAapTaM
(TEXHUYECKHUM YCJIOBUSIM), YCIOBUSM ITOCTABOK U JJOTOBOPOB

IIK 1.2. KoopauaupoBaTh paboTy NIPpUEMHONW PYKOBOJUTEIIS, 30H
IIpYUEMa Pa3JIMYHbIX KaTErOpUN IOCETUTENICH OPraHU3aluu

IIK 1.3. BnageTs HaBbIKaMU IJTAHUPOBAHUS
pabouero BpeMeHHU PyKOBOJIUTENSI H CEKpETaps

IIK 1.4. OcymecTBasaTh NOATOTOBKY JE€JOBBIX IOE3J0K
PYKOBOJUTEJIS U APYTUX COTPYAHUKOB OpPraHu3aluu

IIK 1.5. Braagers cnocobamu oOpraHusanuu  pabodero
IPOCTPAHCTBA NPUEMHOM M KaOWHETa pPyKOBOIUTEIISI

IIK 1.6. OcyimecTBasaTh paboOTy 1O MOITOTOBKE
U TPOBEJICHUIO KOH(PEPEHTHBIX MEPOTIPUSATHIA, 00eCTIeYBATh
WH(POPMAIMOHHOE B3aUMOJICHCTBHE PYKOBOIUTEIS C
TOIPa3/ICICHUSIMH U JIOJDKHOCTHBIMH JIMIIAMHU OpTraHU3aliu

MK 1.7. OhopMisITh OpraHn3aluOHHO-PACTIOPSAAUTEIBHbIE
JIOKyMEHTBI ¥ OPTaHW30BBIBaTh PaOdOTy C HUMH, B TOM YHCIIE C
MCIIOJIb30BaHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

MK 1.8. OdbopMisITh TOKYMEHTHI IO TUYHOMY COCTaBY H
OpraHU30BBIBATH PA0OTY C HUMHU, B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

IIK 1.9. OpraHuzoBbIBaTh TEKYIIEE XpaHEHHE JOKYMEHTOB,
00paboTKy hi (&%) JUTS OTICPaTUBHOTO
U apXMBHOTO XpaHEHHs, B TOM YHCIE C HCIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

PykoBonuTenb MpakTHUKU /

ML.IIL.




NPOAOJKeHHE NPUJIOKEHHUA 2

ITAMATKA

o0yyaromemycsi, yObIBaroueMy Ha NPaAKTHKY

INEPEJI HAYAJIOM ITPAKTHUKH

1.

O6yqa}0m1/n7lc;1 nepea HadaJloM IMPaKTUKU 00s13aH IMMPUHATL Y4aCTHUC B OpraHU3allMOHHOM
CO6paHI/II/I 10 IPAaKTUKCE.

[Tomry4uTh AHEBHUK, IPOTpaMMy MPAKTHUKU U HAMPABICHUE HA IPAKTHUKY.

3anoIHUTE B TCUCHHE CO6paHI/I$I o PyYKOBOACTBOM PYKOBOJUTEIIA IIPAKTUKH OT
yqe6Horo 3aBCACHUA COOTBETCTBYIOIIUC pa3aACiibl IHCBHUKA.

BrisscHUTB azipec U MapuIpyT cleOBaHUS K MECTY IIPAKTUKH U TOJDKHOCTHBIX JTUI] HITHA
nojipasziesieHue, K KOTOPOMY JI0JKEH OOpaTUTHCS MO MPUOBITHIO HA IPAKTUKY .

Wmets npu cede JOKYMEHTBI, TOATBEPKIAI0IIUE JIMYHOCTD, 17151 0(pOpMIIEHHUS AOMyCKa K
MECTY IPAKTUKH.

B ciydae otkasa B opopmieHHH Ha MPAKTUKY (10 JTFOOBIM CITOPHBIM BOIIPOCAM)
HEMCJICHHO CBA3aTHCA C PyKOBOACTBOM IIPAKTHUKHU OT TEXHUKYMa

TP O®POPMJIEHUUN HA PABOYEE MECTO

I/I3y‘lI/ITB HHCTPYKIOHIO U IMMOJYYUTH 3a4UCT 110 TCXHUKE 0€30IacCHOCTH U HO)KapHOﬁ
6630H8.CHOCTI/I, 3aI10JIHUTh COOTBeTCTBYIOHII/Iﬁ pa3acii THCBHUKA U paCIIuCaThbCs B
JKypHAJIC 11O TCXHUKE 0e30IMacHOCTH 110 MCCTY IIPAKTHUKHU.

Bectn CKCIHCBHBIC 3aIIMCH B JTHCBHUKC B COOTBCTCTBUHU C MMaMSTKOM.
E)KCHCJIGJ'IBHO MOATIMUCBIBATh JTHEBHUK Y PYKOBOJUTEIA 110 MECTY HAXOXICHUS IIPAKTHKH.

[TocTosIHHO UMETh JTHEBHUK HA paboyeM MeCTE U NPEAbIBISTH €ro Ul IPOBEPKU
OTBETCTBEHHBIM JIMIAM.

BrInoaHsaTes MHAUBUyJIbHBIE 3a/IaHUSI T10]] KOHTPOJIEM PYKOBOJIUTENEH MIPAKTUKHA OT
MPEANPUITHS U Y4EOHOTO 3aBEJICHUS.

[Tocemare KOHCYIBTAIlUU, IPOBOAUMBIE PYKOBOJUTEIEM MTPAKTUKH OT y4EOHOTO
3aBCIICHUA.



7. Ctporo cobmoaaTh TpyA0BYIO JUCHUIUIMHY, IPaBUIa TEXHUKN 0€301acHOCTH,
HOXKapHOW 6E€30MaCHOCTH, IPOU3BOJICTBEHHON CAHUTAPHH.

8. BrmonHATE TpeOGOBaHMS BHYTPEHHETO PACHIOPSIKA MPEAIPUATHS (OpTaHU3aIIH).

9. C pasperieHust pyKOBOAUTEINS IPAKTUKU OT IPEANPUATHS yU4aCTBOBATH B
IIPOU3BOACTBEHHBIX COBEIAHUAX, IUIAHEPKAX U APYTUX aIMUHUCTPATUBHBIX
MEPONPHUATHSIX.

ITO OKOHYAHHMH ITPAKTUKH

1. IlpenbsBUTH THEBHUK, PyKOBOJUTENIIO MPAKTUKH 110 MECTY IPOXOXKICHUS IPAKTHUKH,
3aBEPUTH NOJANUCIMH U MEYATSIMHU BCE COOTBETCTBYIOLIUE Pa3/IeiIbl.

2. 3aBepuTh MOJIMUCIMH U TMEYATSIMU XapaKTEPUCTHUKY .

3. IIpuOwITh B yueOHOE 3aBeieHHE U CaTh JHEBHUK U XapaKTEPUCTUKY PYKOBOJUTEIIO
NPaKTUKU.



