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1. ITacnopT padoyeii nporpaMmMbl y4eOHOH MPAKTHKH

1.1. MecTo y4eOHOii IPAKTHKHU B CTPYKTYpe NpodecCHOHATIBLHOTO MOTYJIsI

PaGouass mporpamMMa y4eOHOH MpPAaKTUKU SIBISETCS YAcThi0 pabodedl mporpaMMbel B YacTH
OCBOCHHS OCHOBHBIX BUIOB MPO(ECCHOHATBHON esTeIbHOCTH npodeccruoHansHoro moayns [IM. 01
«/lokymeHTallMOHHOE oOOecredyeHrne JeATeIbHOCTH OpraHu3aluiiy, HMeolas OMpeneiaEHHYIo
JIOTUYECKYIO0 3aBepUIEHHOCTh MO OTHOUIEHHWIO K pe3yibTaraM oOpa3oBaHus, 3aaaHHbiM PI'OC mo
npodeccuu 46.01.03 «/lenonpon3BoauTeNb», U MPEAHAZHAYCHHAS JIIT OCBOCHHSI MTPO(ecCHOHATBHBIX
U O0IMX KOMIIETCHIMH, MPAKTHYECKOTO OIbITa B paMKaxX KaXJIOoro BuAa NpoecCHOHATBHON
JeATeILHOCTH. Y4ueOHas MpakThKa sBisieTcst o0s3aTesibHbIM pasnenom [ITTKPC u npeacrasiser coboi
BUJ MPAKTUYECKUX 3aHATUH, 00ecrneuyuBarolMX IMPAKTUKOOPUEHTHUPOBAHHYIO  IOJTOTOBKY
o0yJaroumxcs.

1.2. llesu ¥ 3a1a4u Y4eOHOH NPAKTHKHU

Lenpto y4ueOHOM TpaKkTHKHU siBisieTcs (OPMUPOBaHUE Y OOYYarOIIMXCS MEepBOHAYATBHBIX
MPAKTUYECKUX MpodecCHoHambHBIX yMeHUW B pamkax wmoxaynei CIIO mo OCHOBHBIM BHAaM
npoeCCHOHATBHON JAEATENBHOCTH i OCBOSHHs pabouell mpodeccuu, OO0y4eHHE TPYIOBBIM
npueMam, OIepanmusiM U crnoco0aM BBIOJHEHHUS TPYJOBBIX IPOIECCOB, XapaKTEPHBIX IS
COOTBETCTBYIOIIEH NpOodecCu M HEOOXOIUMBIX IJI MOCIHEAYIOIIEr0 OCBOCHHS MMM OOIIUX U
npodeccroHaNbHBIX KOMIETSHIIHI 110 n30paHHOU mpodeccuu.

B pesyabrare mnpoxoxaeHusi y4uyeOHOW NPAKTHKH 10 BHIAAM NpodeccHOHATbHOM
AeATeJIbHOCTH 00y4aloIuXcs 10/7KeH MMeTh IPAKTHYeCKUI ONbIT:

- TOKYMEHTAI[MOHHOTO 00eCTieueHus AeSITeNFHOCTA OpraHU3aIiH;

YMeTh:

- MPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYMAIOIINE TOKYMEHTHI;

- TPOBEPATH MPABUIBLHOCTH OPOPMIICHUS TOKYMEHTOB;

- BECTHU KapTOTEKY ydeTa IPOXOXKIAEHHUs JOKYMEHTAIBHBIX MATEPUAJIOB;

3HATh:

- OCHOBHBIE MOJIOKEHHST EAUHON roCcy1apCTBEHHOM CUCTEMBI JIETONPON3BOJICTBA;
- BUIBI, QYHKIIMH TOKYMEHTOB, TIPaBUJIa UX COCTABJICHUS U OPOPMIICHUS;

- IOPSJIOK JOKYMEHTHPOBAHUS HHPOPMAIIMOHHO-CIIPABOYHBIX MaTepUasOB;

- IpaBUJIA JIEJIOBOTO 3TUKETA U JIETIOBOTO OOIICHHUS.

1.3. ®opmbI nIpoBeIeHNsT YUeOHOH MPAKTHKH:



[IpakTHyeckue 3aHATUS Ha 6a3e TEXHUKYMA.
1.4. MecTo 1 Bpemsl IpPOBe/leHUs] Y1eOHOM NPAKTHKH:

Y4yeOHast mpakThka B kabuHerax nHpopmatuku, [{OC u nenonpousBoicTBa Ha 6a3e TEXHUKyMA.

1.5. Komnerenuuu obGyuarmerocsi, ¢gopMmupyemblie B pe3y/bTaTe NPOXO:KAeHHSA Y4eOHOI
NPAKTHKHU
MJIK 01.01. JIokymeHTalluOHHOE O0eCTIeYCHHUE IS TEIIbHOCTH OpTraHUu3aIlyH.
IIM. 01 «/loxymeHTanMoHHOE O0OecnedyeHre AEATEeIbHOCTH OpPraHU3alUKN», BKIHOYAIOIIEMY B
cebst MIK 01.01. JToxymeHTanmmoHHOE 00ecrieueHne AesITeIbHOCTH OpTraHN3aIiHy.
B pe3sysnbrare mpoxokaeHus AaHHOW yuyeOHOH MpakTHKH 00ydaroluiics NODKEeH HMpuoOpecTH
CJIEAYIOIIME IPAKTUYECKHE HaBbIKU, YMEHMsI, O0IIKE U NMPOPECCHOHATIbHBIE KOMIIETCHIIUH
OK 1. IloHumarp CymrHOCTh W COLMANBHYIO 3HAYUMOCTh Oynymieil nmpodeccuu, MposBISATh K
HeHl
YCTOWYMBBINA HHTEPEC.
OK 2. Opranu3oBblBaTh COOCTBEHHYIO JAEATENbHOCTb, HUCXOAS M3 LEId U CHocoOOB ee
JIOCTUKEHUS, OIIPENIETICHHBIX PYKOBOAUTEIIEM.
OK 3. AnanusupoBath pabovyr0 CUTYaIUIO, OCYIIECTBIISITh TEKYIIIUI U UTOTOBBI KOHTPOJIb,
OLIEHKY M KOPPEKLHIO COOCTBEHHOM ESTEIbHOCTH, HECTH OTBETCTBEHHOCTb 3a PE3YJIbTaThl
cBOEH pabOTHI.
OK 4. OcymiecTBisTh MOUCK HH(DOPMALIUU, HEOOXO0AUMOH s 3 (HEKTUBHOTO BBITOJTHCHHUS
npodeccnoHaNbHbIX 3a/au.
OK 5. Hcnonp3oBate MH(POPMAIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTHH B
npodeccuoHanbHOM
NeSITEIbHOCTH.
OK 6. Pabotatp B koMaHzi€e, 3p(HEeKTUBHO 00LIaThCA € KOJIJIEraMU, PyKOBOICTBOM, KIIMEHTaMHU.
OK 7. UcnonHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHUEM IMOTYYEHHbIX
npodeccHoHaNbHBIX 3HAHUH (7151 FOHOIIEH ).
IIK 1.1. [IppyauMaTs ¥ perucTpupoBaTh MOCTYNAKOUIYI0 KOPPECIOHACHIINIO, HAIIPABIISTh €€ B
CTPYKTYpHBI€ [TOApa3/IeIeHNs OpraHU3aluu.
[IK 1.2. PaccmaTpuBaTh TOKYMEHTHI U I€peaBaTh UX HA UCHOJHEHHE C Y4ETOM PE30IOLNHN
PYKOBOIUTEIEN OPTaHNU3aLHH.
1K 1.3. OdopmiATs perucTpalmoHHble KapTOUKU U CO3/aBaTh OaHK JTaHHBIX.
[IK 1.4. Bectu kapToTeKy y4eTa IpOX0KIECHUs TOKYMEHTAIbHBIX MaT€PHAIIOB.

[IK 1.5. OcymecTBasTh KOHTPOJIb 32 IPOXOKJIECHUEM JOKYMEHTOB.



[IK 1.6. OTnpaBisaTh HCHIOJHEHHYIO IOKYMEHTALIMIO aJipecaTaM ¢ MPUMEHEHHUEM COBPEMEHHBIX
BUJIOB OPraHU3aLMOHHON TEXHUKH.
IIK 1.7. CoctaBasate U 0popMIIATE CIyXKeOHBIE JOKYMEHTBI, MaTEpUAIbl C UCIOIb30BaHUEM

bopMyIIIpOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

2. CTpyKTYypa M cojep:kaHue yueOHOH MpakTHUKH nmpodeccuonaabHoro moayJs ITM. 01
«JlokymMeHTauMOHHOE o0ecneuyeHue NesiTeILHOCTH OPraHu3aumn»
2.1. TemaTu4ecKuii NJ1aH y4eOHON NPAKTUKH
Pe3ynbTaToM OCBOEGHMSI MpPOrpaMMbl Y4eOHOW MPAKTHKU SBISIIOTCS CHOPMUPOBAHHBIE

npo¢ecCHOHATIbHbIE KOMIIETECHIIUH:

Konubr HanmenoBanus pa3nenos YuebHas Cpoku
npodeccnoHambHbIX npohecCHOHATBLHOTO MOIYJIS MIPAKTHKA, IPOBEJCHUS
KOMIETEHLINI 4acoB
OK1-7 M/IK.01.01.JokyMeHTAaLMOHHOE 72 4 cemectp.
K 1.1-1.7 ob0ecrneueHue AeATeIbHOCTH 72 5 cemecTp.
OpraHu3anmu.
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2.2. Coaep:xaHue y4eOHOI MPaKTHKH

@OpMBI TEKYILETO KOHTPOJISA

No  |Pasmensi (5Tarnb) Buapl yueOHOI paboThl, Ha MpakTHKE BKJIHOYas CaMOCTOATENbHYI paldoTy
n/n |[npakTHKK CTYACHTOB U TPYIOEMKOCTb
(B gacax)
4 cemecTp — 72 yaca
Pazgen 1. JlokyMeHTalHOHHOE O0ecrieyeHHe YIIPABJIEHHUS U 1eATeJbHOCTH OPraHU3alMH.

1. | Tema 1.1 IIpaBuaa BBoaHoe 3anaTHe. UHCTPYKTaX 10 TEXHUKE 1 [TpakTHdeckue 3a1anusl,
odopMmIIeHuUs1 6e3onacHocTy. Llenb v 3a1aun yueOHOM NPaKTUKHU. ¢ depeHIMPOBAHHBIN
JIOKYMEHTOB TpeboBanust K 0OPMIICHHIO OTYETA. 3a4eT, OTYET M0 yueOHOU

MPaKTUKE
CocraBienue 1 opopMIIEHUE YCTaBa, MOJIOKEHUsSI, | 5
uHcTpykuuu. CocraBienue u opopmieHre IpruKasa
110 OCHOBHOM JI€SITEJIbHOCTH.
Cocranenue 1 0(opMIIEHUE PACTIOPKEHHUS, 6
yKa3aHUs1, IOCTaHOBJIEHHUs, perieHus. CocTaBiieHue
1 0(hOpMIIEHHUE CIIPABKH, JOTOBOPA, aKTa,
npotokoisa. CocraBieHnue U opopmieHue
3asBIICHHSI, PACTTUCKH, PE3IOME.
Cocranenue 1 0OpMIICHHUE CITY>KeOHOM 6
HEePEnHCKH.
Tema 1.2. O6paboTka 3asBJIEHUN COTPYAHUKOB, CO3/ITaHNE 6
JIoKyMeHTHpPOBaHHe IPUKA30B IO JJUYHOMY COCTaBy, 0(hopMiIeHHE
padoThI € NEPCOHAJIOM. | JIMYHBIX A€
Tema 1.3 Pa3pabotka u opopmieHue xypHajoB yuera 6
Opranuzanus BXOJISIIEH, NCXOAIIEH, BHYTPEHHEN
NOKyMeHTooGopoTa i | ACKYMCHTAIMH, KHHTH ydeTa MPUKa3OB.
OO0paboTKa U PerUCTPANHS BXOISAIINX, UCXOAAIINX, | 6
CITYHKOBI BHYTPEHHUX JJOKYMEHTOB
IOKYMEHTAIHOHHOTO W3yueHrie HOMEHKJIATYPHI JIE]T OPTaHU3aIIH, 6

aHaJIN3 IPAaBUJIbHOCTU €€ O(I)OpMJICHI/IH.




o0ecneyeHus CocraBiieHHE PEKOMEHJAUN 10 €€ YITyYIIEHUIO
CocraBinieHue cripaBku 00 00beMe U COCTaBe 6
JIOKYMEHTO000pOTa OpraHU3aI[iH 32 MECHII.
CocraBienue rpaduka T0KyMEHTO000pOoTa
OpraHu3aIui.
Pazpabotka u opopmierue anpboma Gopm 6
JTOKYMEHTOB
CkaHupOBaHHe, pacreyaTKa JOKyMEHTOB. 6
CocraBieHnue nepeyHs HopMaTUBHO-TIPaBOBOM 4
JOKYMEHTALUU, PETYIUPYIOLIEH
JIOKYMEHTAIMOHHOE O0EeCTIeueHUE U yIpaBlIeHUE
TIPE T PHSITHS
Odopmuenne oTyera o MpaKkTUKe 2
3amuTa OT4eTa MO MPaKTUKE. 6
JuddepennmrpoBanHbIi 3a4eT.
5 cemecTp — 72 yaca
Tema 1.4. BBoaHoe 3ansTre. MHCTpyKTax MO TEXHUKE 1 [IpakTueckue 3aganus,
Opranuzanus 6e3omacHocTy. Llenb u 3amaun yueOHOM MPaKTHUKU. nuddepeHIpOBaHHBIN
MepONPUSITHI H TpeboBanust K 0OPMIICHHIO OTUYETA. 3a4eT, OTYET 10 y4eOHOU
npueM noceruresei. [TpaBuna genoBoro stukera. PeueBoil sTHKeT. 5 MPaKTUKE
Opranu3anus U NpoBeJACHNUE COBEIIAHMM.
[Tpriem COTPYIHUKOB; IPUEM TPaKIaH MO JIUYHBIM | 6
Bonpocam. OdopmiieHne KOMaHAHPOBOYHOTO
yJIOCTOBEPEHHUSL.
Tema 1.5. CocraBneHue MpoTOKOJIa, aKTa, JOKJIaTHON 6
Oco0eHHOCTH 3aMMCKHU, IPUKA30B, PACTIOPSHKEHUH.
odopmieHus CocraBneHne 10roBopa, JOBEPECHHOCTH. 6
Hanbo.1ee CocraBieHne NpeTeH3MOHHOI0 THChMa.
pacnpocTpaHeHHbIX
BHU/I0B IOKYMEHTOB.
Tema 1.6. Odopmnenue kaproteku. Perucrpanus 12
Perucrpanus u JIOKYMEHTAIIMU B PETUCTPAIMOHHBIX KAPTOUKAX
KOHTPOJIb [TocraHoBKa HOKyMEHTa Ha KOHTPOJb U CHSTHUE C 6




UCTIOJIHEHUSI KOHTPOJISL.

JOKYMEHTOB. PaspaboTka rpaduka J0CTaBKH TOKYMEHTOB B 6
CTPYKTypHBbIe noapaznenenus. OdopmieHue
Pa3HOCHON KHUTH.

Tema 1.7. Pacnipenenenrie HCOJHEHHBIX TOKYMEHTOB 110 4

CucremaTu3anus u nemam. OpraHu3ais MeCT ONIEpPaTUBHOTO

opraHu3zanms XPaHEHUS.

0ONepaTHBHOTO

XpaHeHusi

JTOKYMEHTOB.

Tema 1.8. Onenka [IpoBenenue 3KcnepTU3bl OIEHKHU IIEHHOCTH 6

3HAYUMOCTH nokyMmeHToB. OdopmiteHrne JOKyMEHTAINH

JIOKYMEHTOB U 9KCIIEPTHU3bI IEHHOCTU JOKYMEHTOB.

onpejejieHHe CPOKOB

XpaHeHHusl.

Tema 1.9. Xpanenue OdopmieHrE TOKYMEHTOB | JIeJ K JUTUTSIILHOMY U | 6

JOKYMEHTOB H J1el. MOCTOSTHHOMY XPaHEeHHIO.
Odopmienune oTyera o NPaKkTHUKE 2
3amuTa OT4eTa MO MPAKTUKE. 6
JuddepeHurpoBaHHbIit OTYET.

Bcero 144




3. O0pa3oBaTebHble TEXHOJIOTHH, UCTIOIb3yeMble HA Y4eOHOH NpaKTHKe
OcBoenne y4yeOHOW MNpaKTHUKU NpPEIyCMaTpUBaeT MCIIOJIb30BaHHE B Y4eOHOM Ipolecce
aKTUBHBIX (OpPM IpoBeAEHUs y4yeOHOM MPaKTHKH, METOAOB IMPOOJEMHOro o0ydeHus, oOydeHUs Ha

OCHOBE OIIBITA, C LIEIbI0 (POPMUPOBAHUS U PA3BUTUS POPECCUOHATBHBIX HABBIKOB 00YYarOIIUXCS.

4. IlepeyeHb pekoMeHAyeMbIX y4eOHbIX H31aHuil, UHTepHeT — pecypcoB, 10NOJIHUTEIbHOI
JIMTEPaTypbl

Ilepeyenn y4eOHbIX n31aHuil, UHTEepHET-pecypcoB, 10ONOJTHUTEILHOM JIUTEPATypPhbl
HopMaTHBHO — IpaBoOBbIe AKThI:
— @enepanbHblii KOHCTUTYLHMOHHBIM 3akoH «OO0 yIOJIHOMOYEHHOM II0 IIpaBaM 4EJOBEKa B
Poccuiickoit ®enepanum» ot 26.02.1997 No 1-OK3;

— 3akon Poccuiickoit ®enepanun «OcHOBBI 3akoHOAaTenbcTBa Poccuiickoir Penepanuu o
KynbType» oT 09.10.1992 Ne 3612-1,
— DepnepanbHblil 3ak0H «O0 apxuBHOM Jiene B Poccuiickoit @enepanum» ot 22.10.2004 Ne 125-03;
— pasnen VII TI'paxpanckoro koaekca Poccuiickoii ®enepauuu «llpaBa Ha pe3ynbTaThl
MHTEJJIEKTYaJIbHOU JEATENIbHOCTH U CpelICTBAa MHAMBHAyanu3auun» (yrB. denepanbHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);
— 3akoHn Poccuiickoit ®enepanun «O rocynapctBenno taiiHe» ot 21.07.1993 Ne 5485-1;
— Depnepanbublii 3ak0H «O denepansHoil Penbaberepckoii cBsa3u» ot 17.12.1994 Ne 67-D3;
— DenepanbHblil 3akoH «O0 0053aTETEHOM IK3EMIUISIPE TOKYMEHTOBY» OT 29.12.1994 Ne 77-D3;
— DenepanbHbiii 3akoH «O OubaMoTeuHOM Aene» oT 29.12.1994 Ne 78-D3;
— ®epnepanbublil 3ak0H «O cBsa3u» ot 07.07.2003 Ne 126-D3;
— @epnepanbHblii  3ak0H «O0 uHpopManuu, HHGOPMALMOHHBIX TEXHOJOTHAX U O 3alUTe
uHpopmanum» ot 27.06.2006 Ne 149-03;
— DenepanbHblid 3ak0H «O JTUIEH3UPOBAHUM OTACIBHBIX BUIOB JeaTebHOCTH» OT 04.05.2011 Ne 99-
®3;
— ®enepanbHblil 3ak0H «O mouToBOM cBsi3u» 0T 17.07.1999 Ne 176-D3;
— MepnepanbHblil 3aK0H «O0 3nexkTpoHHOol nognucu» ot 06.04.2011 Ne 63-03;
— DepnepanbHblil 3aK0H «O TEXHUUYECKOM perynupoBaHun» ot 27.12.2002 Ne 184-P3."
— Tpynosoii koaekc PO
— "I'OCT P 7.0.97-2016. HaunonansHslii ctannapt Poccuiickoit @enepanuu. Cucrtema craHaapToB
no uH@opmaluu, OUOIMOTEUHOMY U H3AaTelbckoMy Jeny. OpraHu3aluOHHO-PACIIOPSIUTENbHAS
nokymeHTtanus. TpebGoBaHus k odopmieHuto gokymMeHTOB" (yTB. Ilpukasom Poccranpmapra ot
08.12.2016 N 2004-ct) (pen. ot 14.05.2018)
— TOCT P 34.10—2012 «Hudopmanmonnas texHonorus. Kpunrorpadguueckas 3amura
uHpopmanuu. [Iporeccsl popMupoBaHUs U IPOBEPKU JIEKTPOHHOMN LIMPPOBON MOATIHCH Y.
— I'OCT P 6.30—2003 «YHupHUUIUpPOBaHHAS CHCTEMa OpPraHU3ALMOHHO-PACTIOPSIUTEILHON
JnokyMeHTanuu. TpeboBaHus K OPOPMIIEHUIO TOKYMEHTOB.
— I'OCT 7.59—2003 «CHUBU/J. WuaexkcupoBanue 1okyMeHTOB. OOmme TpeOOBaHUS K
CUCTEMATH3ALNH U TPEIMETH3ALIUI.
- I'OCT P 33.505—2003 «Enuusiii Poccuiickuii crpaxoBoii ¢onza gokymeHTtaruu. Ilopsmox
CO3/IaHMSI CTPAaXxOBOro OHJA JOKYMEHTAINH, SBJISIONIeCsS] HAllMOHAIbHBIM HayYHbIM, KYJIBTYPHBIM U
HCTOPUYECKUM HACTIEIUEM).
— I'oCcT P 7.0.8—2013 «CHUBUA. J[lenonpou3BOACTBO K apXWBHOE J€10. TepMUHBI U
OTIPEIEIICHUS.
— TOCT 6.10.4—84 «YuudunupoBaHHble cUCTeMbl AoKyMeHTanuu. [lpumanue ropuanyeckoit
CWJIBI JIOKYMEHTaM Ha MAIIMHHOM HOCHUTEJIE M MAaIIMHOIPaMME, CO3[aBaéMbIM CpPEICTBAMU
BBIUHCIUTENbHON TeXHUKU. OCHOBHBIE MTOJIOKEHUS.
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- I'OCT 6.20.1—90 (MCO 9735—88) «neKkTpoHHBI OOMEH JaHHBIMU B YIIPABICHUH, TOPTOBIIE
u Ha Tparcnopte (DANUDAKT). CuaTakcuyeckue nmpaBuiiay.
- I'OCT 6.10.3—83 «3Banucy  uHPOpPMAUM  YHU(DUIUPOBAHHBIX  JOKYMEHTOB B
KOMMYHHKaTUBHOM (opmMarey.
— I'OCT 28388—89 «/lokymMeHThl Ha MarHUTHBIX HOCUTENSAX AAHHBIX. [lOpsIOK BHIOJIHEHUS U
oOpareHus.
- I'OCT 6.10.5—87 «YHudpuuupoBaHHbIE CUCTEMBI TOKyMeHTaluu. TpebGoBaHMs K MOCTPOCHHIO
dbopmymsipa-oopasiay.
- I'OCT 9327—60 «bymara. [Torpedutensckue GpopMaTb».
— I'OCT 7.65—92 «CHUBUJ. KunomokymeHTbI, (HOTOMIOKYMEHTHI W JIOKYMEHTHI Ha
MuKpo¢mibMax. Obmme TpeOoBaHUS K apXUBHOMY XPaHEHHIO.
— I'OCT 7.68—95 «CUBU/]. ®onou BuaeomokyMeHThl. OOmue TEXHHYECKHE TpeOOBaHUS K
ApPXUBHOMY XPaHEHHUIOY.
— Ioct 7.69—95 «CHUBU/l. AynuoBusyaibHble JOKyMEHTbl. (OCHOBHBIE TEPMHUHBI U
OIIPEEIICHUS.
— I'OCT 17914—72 «OO6n0XKH Je1 JIATEIbHBIX CPOKOB XpaHEHWs. THIbI, pa3Mepbl H
TEXHUUYECKHE TPEOOBAHUSI.
— I'OCT 13699—91 «3amnuck u BocnipousBeaeHue nHpopmanuu. TepMUHBI U OTIpEACTICHUS Y.
- I'OCT 13.1.105—91 (CT C3B 5052—85) «Penporpadusi. Mukporpadusi. Mukpodumm.
Tunsn.
- I'OCT 17586—80 «bymara. TepMuHbl 1 onpeeIeHUs».
— I'OCT 18510—87 «bymara nucuas. TeXHUYECKUE YCIOBUY.
- I'OCT 7.50—2002 «CUBU /. KoncepBauus 1okymMeHTOB. O01ue TpeOOBaHU».
— I'OCT 15971—90 «Cuctemsl 06paboTku nHpopmanuu. TepMUHBL U OTpEeICHUS Y.
— I'OCT 13.1.101—93 «Mukpodunpm [OKyMEHTa Ha TpaBax NOMIMHHHKA. [lopsimox
U3IOTOBJICHUS], yUeTa, XPAHEHUS U IPUMEHECHUSD).
- I'OCT 55.6—85 «JlokymeHThl Ha OyMakHbIX HocutTensx. llpaBuna rocyaapcTBEHHOro
xpaHeHus. TexHuueckue TpeOoBaHUS .
- I'OCT 7.48—2002 «KoncepBanus 10KyMeHTOB. OCHOBHBIE TEPMUHBI U OIPEICIICHUS.
— I'OCT 28162—89 «Cpenctpa sl HAaHECEHUS 3aLIUTHBIX MOKPHITMHA HAa JTOKyMeHTHl. OOuue
TEXHUYECKUE TPEOOBAHMSI.
- I'OCT 7.1—2003 «bubnuorpapuueckas 3amnuch. bubnamnorpadguueckoe omnmucanue. OOuue
TpeOOBaHUS U MpaBUiIa COCTABICHUS Y.
— I'OCT P CO 15489.1—2007 «CUBU /. Ynpasienue nokymeHTamMmu. OO1me TpeboBaHU».
— IlpaBuna nenompousBojcTBa B (efepalbHbIX OpraHax MCIOJIHUTEIbHOW BiacTu (  YTB.
nocraHoBieHueM [IpasurenscrBa PO ot 15.06.2009 Ne 477 )
OcHOBHbIE HCTOYHHUKU:
1. Kopmuees, U. K. JlokymeHTalimoHHoe o0ecrieyeHne yrpaBaeHHs: yUeOHUK U IPAKTUKYM IS
cpenHero npodeccuonanpHoro oopazosanus / 1. K. Kopuees, A. B. ITmenko, B. A. Mamyprnes. — 2-
e u3J., nepepad. u gon. — Mocksa: Uznatenscto FOpaidt, 2020. — 384 ¢. — (IIpodeccnonanbHoe
obOpasoBaHmue).
2. Kysnenos, U. H. JlokyMeHTanmoHHOe oOecrneueHue ynpasieHus. JJokyMeHTO000pOT
JIETIOTIPOU3BOJICTBO: YUEOHHUK U MPAKTUKYM IS cpeaHero mpodeccruonanbsuoro oopazosanus / . H.
KysnenoB. — 3-e u3., nepepad. u non. — Mocksa: M3narensctBo KOpaiit, 2020. — 462 c. —
(ITpodeccuonanbuoe o6pa3oBanue).
JlonoJIHUTeIbHbIe HCTOYHMKH:

HNuTepHeT-pecypcebl:
—  http://www.consultant.ru (ITpaBoBas cucrema «KoHCynbTaHT»
— www.garant.ru (IIpaBoBas cucrema «I"apant»)
—  https://www.profiz.ru xypaan «Cekperapb-pedepeHT
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5. MaTepuajibHO-TEXHUYECKOe o0ecrnevyeHre OPraHu3auum yueOHoi NpaKTUKU

Paboune mecTa mpakTUKU JOJDKHBI 00ECTIEYMBATh YCIOBUS 0€30IaCHOTO BHITIOJIHEHUS padoT.

Jis caMoCTOSITeNbHON PabOThI CTYACHTOB — HAJTMUUE OMOTMOTEKH, YATAIBHOTO 3aJ1a C BEIXO/IOM B
ceTb MHTEpHET.

Peanuzamus yueOHOW MpaKTUKH TMpeanojaraeT Hajluuyhe TEOpeTHYecKoro KaOuHeTa U
«JlabopaTopuu AETONPOU3BOICTBAY.

O6opynoBaHure TPOM3BOJICTBEHHON MAaCTEpCKOM U pabOYMX MECT MaCTEPCKOIL:

- paboune ydeOHbIE MECTa 0 KOJUYECTBY 00yUarOIINXCS,

- KOMITBIOTEPHI UK HOYTOYKH;

- MOY;

- Oportoparop;

- KaHIIENSAPCKUE MPUHAIICKHOCTH,

- CKaHep;

- IPUHTEP

- 00pa31Ibl )KypHAJIOB PErUucTpaluu

- 00pa31bl apXUBHBIX MAIOK.

JBIpOKOTIBI, CTEIIEPhl, AaHTUCTEIUIEPhI, KAHLEIAPCKUN Kiei, CKOObI, MPY>KUHBI Il MeperieTa,
Oymara odpucHas A4, kapToH A4, TIIACTUKOBBIE O0JIOKKH JIJIS TICpEIUIeTa.

- HaGop cTonoBoii mocyibl, MogHOCH.

6. TpeOoBaHUs K JOKYMEHTALMU

B moarotroBuTenbHBIN MEpUO K MIPAKTUKE U B X0/I€ OPraHU3aIUH MPAKTUKA HE0OXO0IUMO
0hOPMHUTH CIIETYIONIYIO TOKYMEHTAIIHIO:

- rpad MK MPOBEJICHUS MTPAKTUKH;

- rpaMK 3aIIUTHl OTYETOB MO MPAKTUKE;

- THEBHUK 00Y4aroIIerocs;

- aTTECTAllMOHHBIN JIUCT.

[To pe3ynbraram y4eOHOU MPAKTUKU OOYYAIOIINICS JOKEH COCTaBUTh 0TYeT. OTUET JOJKEH
COCTOSITh M3 MUCHbMEHHOTO OTUYETA O BBIMOJTHEHUH PabOT U MPUIOKEHUH K OTUETY,
CBUJICTENHCTBYIOIINX O 3aKPETJICHUH 3HAHUM, YMEHUN, IPUOOPETEHUH MPAKTUIECKOTO OTIBITA,
dbopMHupoOBaHUH OOIIHMX U TPOPECCHOHATBHBIX KOMIIETEHITUH, OCBOCHUH MPOPECCUOHATHHOTO
MOTYJISI.

OOyyaromuiics B OIMH U3 MOCIETHUX JTHEHW MPaKTUKU 3alUIIaeT OTUET MO MPAaKTHKE Ha 0aze

TCXHUKYMA.
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7. KoHTpOJIb ¥ OlleHKA Pe3yJIbTaTOB OCBOEHH s YUeOHOH MPAKTHKH

HroroBoii hopmoit KoHTpoIIs IO yueOHOM ITpakTuKe sABjseTcs AudepeHInpoBaHHbIN 3a4eT.

TpeodoBanus k nuddepeHIUPOBAHHOMY 3aUeTy M0 YUeOHOI MPaAKTHKe

JubdepeHurpoBaHHbIi  3a4eT 10 y4eOHOW TMPAKTUKE OPraHU30BaHHOM B  ydeOHO-
MIPOU3BOJICTBEHHBIX MACTEPCKUX TEXHUKYMa BBICTABIISIETCSI HAa OCHOBAHHMM OIICHOK 3a BBIIIOJHEHHUE
Ka)/10r0 BuJa paboThel. Ha kaxjoro o0y4aromerocs 3anoiHseTcsl aTTeCTalluOHHBIN JIUCT.

HuddepeHunpoBanHbId 3a4eT MO Y4eOHOM MpaKTHKE OPraHM30BaHHOM Ha 0a3e TEXHHKyMa
BBICTABJISIETCS. HA OCHOBAHHMM JAHHBIX aTTECTAI[MIOHHOTO JIUCTA (XapaKTepUCTHKU MpodecCHOHaTbHON
JESTEIbHOCTH CTYACHTa Ha MPAaKTHKE) C yKa3aHHUEM BUIOB paboOT, BBHIMOJHEHHBIX O0YYalOIIUMCS BO
BpeMsi MPaKTUKU, UX O0bEMa, KAYeCTBA BBIIIOJIHEHUS B COOTBETCTBUMU C TEXHOJIOTHMEH M (WUJIK)
tpeboBanusimu PI'OC. TlpenocraBieHne oOOyYarONIMMCS NHUCBMEHHOIO OTYETa O MPOXOXKICHUU

IMPAaKTHUKH U €TI0 HY6J'II/I‘IHOI‘/'I 3aIlUThI.

8. KOHTpOJIbHO—OLIEHOYHBbIE CpeICTBA
KoMIiekT KOHTPOJIbHO— U3MEPHUTENBHBIX MAaTEPUAIOB MTO3BOJISET OLICHUTh 3HAHUS, YMEHUS U YPOBEHb
MPHOOPETEHHBIX KOMIIETCHIIUH. DTH MaTepraibl 0hOPMIISIOTCS B BUJC 3aIaHUN 11T OLICHKU OCBOCHHS
yueOHoi npakTuky. Kaxplii onleHouHbIH MaTeprai (3a1anus) 00ecreunBaeT MPOBEPKY OCBOCHHSI
KOHKPETHBIX KOMIIETEHIIUH ¥ (WJIM) UX JIEMEHTOB: 3HAaHUM, YMEHUI1; BBIIIOJIHEHUS BUJOB paboT.
[Tokazarenem pe3ysibrara 1Mo y4eOHON MPaKTUKE SIBISIETCS MPOLECC MPAKTHYECKON IEATEIbHOCTH.
KputepreM o1ieHKN MPaKTUYECKOM NeSTEILHOCTH 00Y4aIOIIerocs CIIYKUT — COOTBETCTBHE
YCBOEHHBIX AJITOPUTMOB J1€eTEeILHOCTH 32IaHHOMY (PerjiaMeHTy, BpeMeHHBIM NMapaMeTpaM u
ap.). IIpu 3ToM KpUTEPHHU OlLIeHKH OCHOBBIBAIOTCSI HA MOITANHOM KOHTPOJIe mpolecca
BBINOJTHEHUS 3a/IaHHS.
1. nponucvlearomes 3a0anust N0 Kaxcoomy 6udy pabom, npeodycCmMompeHHOMY paboueti npocpammou
2. nponucwsigaemcs 3a0anue 0Jisi CAMOCMOAMENbHOU pabomul 06yuarwe2ocs 8 Nepuod NPOXoHCOeHUs
NPAKMUKU — PEKOMEHOayuy no opmMuposanuto omuema 0 npoxXoHcOeHuu npaKmuxu (coop
Mamepuana, e2o 0bpabomka u npedcmasienue)
3. Obpazey KUM

3AJIAHUE Neo

Texkct 3amanns:

Oo6nexT(b1) ouenuBanus | [Ipeamer(sl) onieHUBaHMS IloxazaTenu onleHKH Kpurepun ouenku
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Y cI10BYSI BBITTOTHEHHUS 33/ TaHUSI
1. Mecto (BpeMmsi) BBITTOTHEHUS 3a1aHuA (Ha y4eOHOU npakmuke, Ha paboyem mecme, HAnpumep, 8 yexy
opeanusayuu (npeonpusmus), macmepckou OV (pecypcroeo yenmpa), opeanuzayuu, npeonpuamus, Ha

nou2oHe, 8 yueOHoU gupme u m.n.)

2. MakcumanbHOE BpeMsl BBITIOJHEHUS 3a/1aHUS: MUH./4ac.
3. Bel MOXeTe BOCHONB30BaThCA (YKa3amy UCnonv3yemoe 0060pyoosanue (UHEeHmaps, pacxooHbvie

mamepuansl, iumepamypy u dpyeue UCMOYHUKU, U MHd)OpMaquHHO — KOMMYHUKAYUOHHblIE NMEXHOI02UU U

npou.)

4. Vkazamo opyeue Xapakxmepucmuxu, ompaxcarouue CyWHoCmy 3a0aHUsL: 8 PeaibHblX (MOOEeIbHbIX)
VCA0BUSIX NPOGDECCUOHATLHOU OesIMENLHOCTNU U M.O., U

m.n.

Ecnu YcCilosus 6blNOJIHEHUA ons PA3HbIX 6APUAHMOE PA3IUUAIOMCA, UX Heobxo00umo npueecmu nocjie mexkcma

Kaxco02o eapuaxnma 3a0aHusl.

Pa3paboTruuk: mactep /o ['BIIOY PC(S) «JITT» U.B. AunpeeBa
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