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1. IlacnopT padoueii nporpaMMbl Y4eOHOM NPAKTHKH
1.1. MecTo y4yeOHOM NPAKTHKH B CTPYKType NPodecCHOHATBHOI0 MOAYJIS

Pabouass mporpamma y4eOHOH TNpPAaKTUKU SBISETCS YAcCThi0 pabodell mporpaMMbel B YacTH
OCBOEHHS OCHOBHBIX BUIOB MPO(ECCHOHATBHON JeATENbHOCTH MpodeccruonanbHoro moayis I[IM. 01
«JlokyMeHTalMOHHOE OO0ecreueHue JeATENbHOCTH OpraHu3alui», HMEIoLas OIpeneiIEHHYIO
JIOTUYECKYIO 3aBEpUIEHHOCTh 0 OTHOLIEHUIO K pe3ynbraraM oOpa3oBaHus, 3ajaHHbiM PI'OC mo
npodeccun 46.01.03 «/lenonpou3BoUTENbY, U TPEAHA3HAYCHHAS JIJII OCBOSHUS MPO(EeCcCHOHATBHBIX
U O0IMX KOMIIETEHIMH, MPAKTHUYECKOTO OIbITa B paMKaxX KaXIOro BHIA MPodecCHOHATBHON
JeSTeNLHOCTH. Y4ueOHas mpaKkTHKa sABisieTcs o0s3arenbabiM pasaenom [TTTKPC u npencrasisier coooi
BUJl TPAKTUYECKUX  3aHATHH, 0O0€CleYMBAIOIIMX IPAKTUKOOPUEHTUPOBAHHYIO  IOJATOTOBKY
00yJaronuxcs.

1.2. leau u 3a1a4u Y4eOHOH NPAKTHKHU

Henbto ydyeOHOM NpaKTUKH sABIAEeTCS (QOPMUPOBAHHE Y OOYHYAIOUIUXCS NEPBOHAYAIBHBIX
MPaKTUYECKUX TNpoecCUOHAIbHBIX yMeHMH B pamkax wmoayined CIIO mno OCHOBHBIM BHIaM
npodeccHoHaIbHON  AEATEIbHOCTH JUIsl OCBOEHHMs pabouell mpodeccun, oOyueHUE TpPyAOBBIM
npuemMaM, oOIlepalusM M cHocob0aM BBIMOJHEHHS TPYIOBBIX MPOIECCOB, XapaKTEPHBIX IS
COOTBETCTBYIOIIEH mpodeccun W HEOOXOIUMBIX IS TOCJIEAYIOMIET0 OCBOCHHUS HMHU OOIMUX H
poheCcCHOHANTBHBIX KOMIIETEHITUN TT0 H30paHHOU MTPodecCuu.

B pe3yabrare mnpoxoxkaeHuss Y4eOHOM NPAKTHKH 10 BHAAM NpPodeccCHOHAIbLHOM
AeSITeJIbHOCTH 00y4alouuXcsl 10J17KeH UMeTh NMPAKTUYEeCKHUid ONbIT:

- IOKyMEHTAllMOHHOTO 00ecreYeHus AesITeIbHOCTH OpraHu3aluu;

yMeTh:

- MPUHUMATbh, PETUCTPUPOBATH, YUUTHIBATH MMOCTYMAIOIINE TIOKYMEHTHI;

- MPOBEPATH NPABHILHOCTH OPOPMIICHUS TOKYMEHTOB;

- BECTHU KapTOTEKy y4eTa MPOXOKICHHS TOKyMEHTaJIbHbIX MaTepUasoB;

3HATh:

- OCHOBHBIE TI0JI0KeHUsI EMMHON rOCy1apCTBEHHOM CUCTEMBI IEJIONPOU3BOCTBA;

- BUJbI, PYHKIIMU JOKYMEHTOB, [IpaBUjia UX COCTAaBJICHUS U O(POPMIICHUS;

- OPSI0K JOKYMEHTHUPOBaHUS HHPOPMAITMOHHO-CIIPABOYHBIX MaTEPHUAJIOB;

- MpaBuUJia JIEJIOBOTO 3TUKETA U JIEJIOBOTO OOIIECHUSI.

1.3. ®opMmbI NpoBeieHUsT Y4eOHOH MPAKTHKU:

[IpakTiueckue 3aHsATHs Ha 0a3e TEXHUKYMa.

1.4. MecTo 1 BpeMs NpoBeleHHs Y4eOHOH MPAKTUKU:

VYueOnas mnpaktuka B kaOuHetax wuHpopmaruku, LIOC u nenompousBoiacTBa Ha 0Oasze
TEXHHUKYyMa.

1.5. Komnerenuuu odyuaiomierocsi, opmMupyemMblie B pe3yJibTaTe NMPOX0KIEHUS Y4eOHOM
NPaKTHKHU

MJIK 01.01. JoxymeHTarimoHHoe o0ecrieueHue AeITeIbHOCTH OpraHu3alliu.

I[IM. 01 «/loxymeHTalMOHHOE OOecreueHue eATEIbHOCTH OPraHu3alliny, BKIIOYAIONIEMY B
cebs MJIK 01.01. lokxymeHTanimoHHoe oOecrieueHre aesiTeIbHOCTH OpraHu3aliu.

B pe3synbraTe npoxokJeHus JaHHOM yueOHOI MpakTHKH OOydaroliuiics JOJDKEH MpUoOpecTH
CIIeyIOIIre MPAKTHUECKUEe HABbIKU, YMEHHS, O0IIHe U MPO(EeCCHOHANTEHBIE KOMITETSHITUH

OK 1. [ToHumaTh CYIIHOCTh M COLIMATBHYIO 3HAYMMOCThH Oynymieil mpodeccuu, MposiBIATh K
HEW yCTOWYUBBINA UHTEPEC.

OK 2. OpraHuzoBbIBaTh COOCTBEHHYIO J€ATENBbHOCTb, HCXOJAS M3 ILEIM M CIOCO0O0B ee
JOCTUKEHUS, ONIPEJIETIEHHBIX PYKOBOJUTEIIEM.

OK 3. AnanusupoBaTh pabOuUyI0 CHTYAIUIO, OCYIIECTBISATh TEKYIIH U UTOTOBBII KOHTPOJIb,
OILIGHKY M KOPPEKIHI0O COOCTBEHHOU MAEATEeNIbHOCTH, HECTH OTBETCTBEHHOCTH 3a PE3YJIbTaThl CBOEH
paboTHI.

OK 4. OcymecTBisATh MOMCK MH(POPMAIUHM, HEOOXOIUMON Ui 3PPEKTUBHOTO BBITOJTHEHHS
npoeccuoHaNbHBIX 33/1ay.
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OK 5. Hcnones3oBath MH(POPMALMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH B
npoheccHOHaTbHON AEATEIILHOCTH.

OK 6. PaboTtats B koManze, 3ppekTuBHO 001IaThCs C KOJIEraMu, pyKOBOICTBOM, KIIMEHTAMH.

OK 7. McrionHATh BOMHCKYIO 00513aHHOCTb, B TOM YHCJIE C IPUMEHEHUEM I10JTy4E€HHBIX

npodeccHOHaNBHBIX 3HAHUH (1151 IOHOLIEH ).

[IK 1.1. [IppuHuMaTh ¥ perucTpupoBaTh NOCTYNAIOIIYI0 KOPPECIIOHACHIINIO, HANIPABJIATh €€ B
CTPYKTYpHBIE [TOAPA3ICIICHUs OpraHU3aIUH.

IIK 1.2. PaccmarpuBaTh JOKYMEHTHI M I€peJaBaTh UX HAa MCIOJIHEHHE C YYETOM PE30JIIOLMU
PYKOBOIMUTENIEH OpPraHU3aI1u.

[IK 1.3. OhopMIATh perucTpalMOHHBIE KAPTOUKH U CO3/IaBaTh OaHK JTaHHBIX.

[1IK 1.4. Bectu kapToTeKy yuera IpOX0KIEHHs JOKyMEHTAIbHBIX MaTEpHaJIOB.

[IK 1.5. OcymiecTBiaTh KOHTPOJIb 3@ MPOXOKIEHUEM IOKYMEHTOB.

[IK 1.6. OTnpaBasiTh UCHOJIHEHHYIO JOKYMEHTAIUIO ajpecaTaM C IPUMEHEHUEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKH.

IIK 1.7. CoctaBnats u opopMIIATh CIIy’K€OHBbIE JOKYMEHTBI, MaTe€pUajbl C MCIOIb30BAaHUEM
(bopMyIIIpOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

2. CTpyKTYpa U cojiep:kaHue y4eOHO#i npakTHKu npogeccuonaabnoro moay.as M. 01
«/lokymeHTanMOHHOE OOecrieyeHUe AeATeJbHOCTH OPraHu3alun»

2.1. TemaTu4ecKkHii NJI1aH Y4eOHOI NMPAKTUKH

PesynpTaToM OCBOEHHsSI TporpamMmbl y4eOHOM MpPaKTUKH SBIAIOTCS  C(HOPMHUPOBAHHBIE
npodeccCHoHATBHBIE KOMITETECHITUH:

Kozbr HanmenoBanus pasaennos VYyeOnas Cpoxn
pohecCHOHATBHBIX npodeCCHOHATHEHOTO MO MIPaKTHKAa, MIPOBEACHUS
KOMIIETEHITNI JacoB
OK1-7 M/IK.01.01. /TokyMeHTAIlHOHHOE 72 4 cemecTp.
IIK 1.1 -1.7 odecrneyeHue JeATeJIbHOCTH 72 5 cemecTp.
OpPraHu3anyu.
Hroro 144




2.2. Conepxxanue y4eOHOH MPaKTHKHU

@OpMBI TEKYILETO KOHTPOJISA

Ne [Pasmersr (5Tamsr) Bunsl yueOHON pabOThl, Ha TMpPaKTHKE BKJIIOYAs CAMOCTOSITEIbHYIO paboTy
/N |npaKkTuKK CTYIEHTOB U TPYA0EMKOCTh
(B yacax)
4 cemecTp — 72 yaca
Paznea 1. JlokymMeHTaMOHHOE 0O0ecrieyeHUe YIIPABJIeHHU U 1esiTeIbHOCTH OPraHU3alUH.
1. | Tema 1.1 IIpaBuaa BBoanoe 3ansTHe. THCTpyKTax 10 TEXHUKE 1 IIpaxkTHueckue 3anaHus,

opopMmiIeHUs
JOKYMEHTOB

6e3omacHocTu. Llenb u 3anaun yueGHOM MPaKkTHUKY.
TpeboBanus kK 0(hOPMIICHHIO OTUETA.

CocraBnienne u 0(hOpMIICHHE YCTaBa, TOJIOKECHHUS, 5
uHcTpyKIuu. CocraBiienne u 0opMIICHHE TTPUKa3a
10 OCHOBHOH JESATEIILHOCTH.

CocraBnienne u 0(hOpMIICHHE PACTIOPSKECHUS, 6
yKa3aHHs, TOCTaHOBJICHHUS, perieHusi. CocTaBlieHHe
u opopMIICHHE CTIpaBKH, IOTOBOPA, aKTa,
npoTokosa. CocraBieHue u opopmiicHHE
3asIBJICHHSI, PACITUCKH, PE3IOME.

CocraBiienne 1 0(hOPMIICHHUE CITYKEOHOM 6
TICPEITICKH.

Tema 1.2.
JdoxymeHTHpOBaHME
padoThI ¢ MEPCOHAJIOM.

O0paboTka 3asBICHUI COTPYTHUKOB, CO3/1aHNE 6
IPUKAa30B 10 JIMYHOMY COCTaBy, ohopMiicHHE
JIAYHBIX JIEI.

Tema 1.3
Opranmn3anus
AOKYMEHTO0000p0Ta B

CIIyKOBI
AOKYMEHTAIlHOHHOT' 0

Pa3paboTtka u odopmieHne KypHaIOB yyeTa 6
BXOJALIEH, UCXOAAIIEN, BHYTPEHHEN
JOKYMEHTAIINH, KHUTH y4eTa MPUKa30B.

O0paboTka U perucTpainus BXOIAIINX, UCXOASIINX, | 6
BHYTPEHHHUX JOKYMEHTOB

I/I3y‘-IeHI/IC HOMCHKJIATYpPBI ACT OpraHu3aluu, 6
AHaJIN3 IPAaBUJIbHOCTU CC O(bOpMHeHHH.

nuddepeHnnpoBaHHBIN
3a4eT, OTYET MO yueOHOM
MIPaKTHKE




ob0ecreyeHus

CocraBieHue peKOMEHIAIMH 110 €€ YIyYLICHUIO

CocraBnenue cnpaBku 00 00beMe U COCTaBe
JOKYMEHTO000pOTa OpraHU3aIuyu 3a MECsL.
CocraBnenue rpaduka TOKyMEeHTO000pOoTa
OpraHu3aIuH.

Pa3pabotka u opopmieHne aapo60ma Gopm
JIOKYMEHTOB

CkaHupoBaHue, pacreyarka J0KyMEHTOB.

CocraBieHnue nepeyHsi HopMaTUBHO-IIPaBOBOM
JOKYMEHTALWH, PETYINPYIOLIEH
JOKYMEHTAllMOHHOE O0ecrieueHue 1 yIpaBieHue
TIPePHUSITHS

Odopmienue oTuera Mo MPaKkTHKE

3ammra oT4eTa 1o MpakTHKE.
JnddepeHnnpoBaHHbIN 3a4eET.

5 cemecTp — 72 yaca

Tema 1.4.
Opranusanus
MepOoNpUATHIl U
NMpueM MoceTUuTe e,

BBonHoe 3anaTue. MHCTpyKTaX MO TEXHUKE
oe3omacHocTH. Llenb u 3agaun yueOHOM IPAKTUKH.
TpeboBanus K 0hOPMIICHHIO OTYETA.

[IpaBuna genoBoro sTukeTa. PeueBoil aTHKeT.
Opranuzanus 1 NpoBeACHUE COBEIIAHUH.

[Ipuem coTpyAHUKOB; MPUEM TPAKJIaH MO JIUYHBIM
Bonpocam. OdopmiieHrne KOMaHAUPOBOYHOTO
yJIOCTOBEPEHUSI.

Tema 1.5.
Oco0enHocTn
odpopmireHust
HauboJ1ee
pacnpocTpaHeHHbIX
BH/IOB IOKYMEHTOB.

CocraBnenue IIpOTOKOJIA, aKTa, HOKH&HHOﬁ
3allMCKH, ITPHUKA30B, pacnop;mceHI/Iﬁ.

CocraBnenue A0roBopa, 10BCPCHHOCTH.
CocraBieHue MNPETCH3NOHHOTO MMUCbMa.

[IpakTnueckue 3amanus,
nuddepeHnnpoBaHHBIN
3a4eT, OTYET M0 YYeOHOU
MIPAKTHKE

Tema 1.6.
Perucrpanus u
KOHTPOJIb

Odopmiienue kaptoteku. Perucrpanus
JOKYMEHTAIIMH B PETUCTPAIIMOHHBIX KApPTOUKaX
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UCTIOJTHEHUSA KOHTPOJISL.

AOKYMEHTOB. PazpaboTka rpaduka 10CTaBKH TOKYMEHTOB B 6
CTPYKTypHBIE nojpasaenenus. OpopmieHue
Pa3sHOCHOW KHUTH.

Tema 1.7. Pacnipenenenne MCIIOJIHEHHBIX TOKYMEHTOB 110 4

CucremaTusanus u nenaMm. Opranu3zanus MECT OIIEpPaTUBHOTO

opraHu3zanms XpaHEHUSI.

OIepaTHBHOIO

XpaHeHusl

JAOKYMEHTOB.

Tema 1.8. Ouenka IIpoBeaeHue s3KCNEPTU3bI OLIEHKHA LIEHHOCTH 6

3HAYHMOCTH nokyMeHToB. OpopmiieHne JOKYMEHTaIUH

JTOKYMEHTOB H 9KCIEPTU3BI IEHHOCTU JOKYMEHTOB.

onpeesieHUe CPOKOB

XpaHEeHUsl.

Tema 1.9. Xpanenune Odopmienue TOKyMEHTOB U €] K ATUTENIbHOMY U | ©

AOKYMEHTOB H Jel. MTOCTOSIHHOMY XpaHEeHHIO.
OdopmieHue oTueTa 1o MpaKkTHKe 2
3amuTa oT4YeTa M0 MPaKTUKE. 6
JuddepenunpoBaHHbIi OTUYET.
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3. O0pa3oBaTe/IbHbIe TEXHOJIOTUH, HCIIOJIb3yeMble HA YUYeOHOM MpaKkTHKe

OcBoeHue y4eOHOIl NpaKTUKM IpeayCMaTpUBAEeT HCIOJIB30BAaHUE B Y4eOHOM IIpoliecce
aKTHBHBIX (JOpPM IpOBeACHUS y4eOHOM MPAaKTHKH, METOIOB MPOOIEeMHOro oOydeHusi, oOy4eHus Ha
OCHOBE OTIBITA, C LIETIbI0 (POPMUPOBAHUS U PA3BUTHUS POPECCHOHATBHBIX HABBIKOB O0YUaIOIIIXCS.

4. IlepeyeHb pekoMeHAyeMbIX y4eOHbIX U31aHuil, UHTepHeT — pecypcoB, 10NOJIHUTEIbHOI
JUTEepaTypbl

Ilepeyenn yueOHbIX u3nannii, UnTepHeT-pecypcoB, 10NOJHUTEILHON JUTEPATYPHI

HopMaTuBHO — IpaBoBbIe aKThI:

— @epepanbHbIl KOHCTUTYLIMOHHBIN 3aKk0oH «OO0 yIOJTHOMOYEHHOM IO MpaBaM 4YelloBeKa B
Poccuiickoit denepartum» ot 26.02.1997 Ne 1-OK3;

— 3akoH Poccuiickoit denepaunn «OcHOBBI 3akoHOAarenscTBa Poccuiickoit denepanuu o
KynbType» oT 09.10.1992 Ne 3612-1,;

— @enepanbHblil 3ak0oH «O06 apxuBHOM Jnene B Poccuiickoit @eneparun» ot 22.10.2004 Ne
125-03;

— paznen VII I'paxpanckoro konekca Poccuiickoit ®@enepauuun «lIpaBa Ha pe3ynbTaThl
WHTEJUICKTYAJIbHOU JEATEIHPHOCTH M CPEACTBA MHANBUIyanu3anum» (yTB. denepaabHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);

— 3akon Poccuiickoit deneparun «O rocymapctBenHoi TaitHe» oT 21.07.1993 Ne 5485-1,

— DenepanbHblit 3ak0H «O denepanbHOM Genbaberepckoit cBsa3u» oT 17.12.1994 Ne 67-D3;

— @enepanbHbIil 3aK0H «O0 00s13aTETLHOM IK3EMIUISIPE TOKYMEHTOB» OT 29.12.1994 Ne 77-
®3;

— @enepanbHbIii 3akoH «O 6ubaroTeuHoM Aene» ot 29.12.1994 Ne 78-D3;

— @enepanbHbiii 3ak0H «O cBsizu» oT 07.07.2003 Ne 126-D3;

— @epepanbHbiii 3ak0H «O0 mMHPOpManmu, UHPOPMAIMOHHBIX TEXHOJIOTHUSX M O 3aIlUTe
nHpopmanum» ot 27.06.2006 Ne 149-D3;

— @enepanbHbli 3aK0H «O JMIIEH3UPOBAHUU OTACIBHBIX BUAOB AesiTteabHOCTH» 0T 04.05.2011
Neo 99-@3;

— @enepanbHblii 3aKk0H «O 1oyToBOM CBsI3U» OT 17.07.1999 Ne 176-D3;

— @enepanbHbIi 3akoH «O0 3nekTpoHHOU oamuck» oT 06.04.2011 Ne 63-D3;

— @enepanbHbli 3aK0H «O TeXHUYECKOM peryiaupoBanum» ot 27.12.2002 Ne 184-D3."

- TpynoBoii kogexkc PO

- "TOCT P 7.0.97-2016. Haunonanbubiii ctangapt Poccuiickoii ®enepannu. Cucrtema
CTaHIApPTOB 10 HHpOpMAIMK, OHOIMOTEYHOMY U U3JAaTeslbckoMy Jneny. OpraHu3almoHHO-
pacnopsauTensHas JoKyMeHTanus. TpeGoBanuss k odopmieHuio nokymeHToB" (yrB. [Ipmkazom
Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

- I'OCT P 34.10—2012 «Mudbopmannonnas texnonorus. Kpunrorpaduueckas 3ammura
unpopmanuu. [Iponeccs hopMupoBaHUs U IPOBEPKH IEKTPOHHOHN UPPOBO MOAUCH.

- rocr p 6.30—2003 «YHUPUIIIpOBAaHHAS  CHCTEMa  OpPraHM3aIllMOHHO-
pacnopsauTeNnsHON qJoKyMeHTaluu. TpeboBaHus K 0OPMIICHUIO TOKYMEHTOBY.

- I'OCT 7.59—2003 «CHUBU/. NunekcupoBaHue AokymeHToB. OOmue TpeGoBaHUS K
CUCTEMaTHU3aluu U NPeIMETU3ALUNY.

— I'OCT P 33.505—2003 «Emunbiit Poccuiickuii ctpaxoBoil (QOHI TOKyMEHTAIUH.
[Topsimox co3manust CTpaxoBOTo (OHAA TOKYMEHTAIUMH, SBJISIONICHCS HAIMOHAIBHBIM HAYYHBIM,
KYJIbTYPHBIM U UCTOPUUYECKUM HaCJIEIUEM).

— I'OCT P 7.0.8—2013 «CUBH/. [lenonpous3BoACTBO U apXUBHOE Je10. TepMHUHBI U
OTIPEIEIICHUS.

- I'OCT 6.10.4—84 «YuuduuupoBaHHBIE CHUCTEMbI JOKyMeHTanuu. llpuaanue
IOpUJIMYECKOM CHJIBI JIOKYMEHTaM Ha MAaIIMHHOM HOCUTEJIE M MAalIMHOTpaMMe, CO3JaBaeMbIM
CpeICTBAMH BBIYMCIUTEIbHON TEXHUKU. OCHOBHBIE MOJIOKEHUS.



— I'OCT 6.20.1—90 (MCO 9735—88) «DnexTpoHHBIi OOMEH JAaHHBIMU B YIIPaBJICHUH,
toprosiue u Ha Tpancnopte (QJAUDAKT). Cuntakcuueckue npaBuiiay.

— I'OCT 6.10.3—83 «3anuch wuHPOpPMAUUK YHUPHUIMPOBAHHBIX JIOKYMEHTOB B
KOMMYHUKAaTHBHOM (opMaTey.

— I'OCT 28388—89 «JlokyMeHTBI Ha MAarHUTHBIX HOCHUTENAX JaHHBIX. llopsmok
BBITIOJTHEHUS ¥ OOPALICHUSY.

— I'OCT 6.10.5—87 «YHupHUIUPOBAHHBIE CHCTEMBI IOKYMEHTAlMH. TpeOoBaHHS K
nocTpoeHuo Gpopmyisipa-oOpasmar.

— I'OCT 9327—60 «bymara. [lorpedurensckue GopMaTh».

— I'OCT 7.65—92 «CUBUJl. KunomoxymeHTH, (POTOJOKYMEHTHI M IOKYMEHTHI Ha
Mukpoduiapmax. O6uire TpeOOBaHUS K ApXUBHOMY XPaHEHHIOY.

— I'oCT 7.68—95 «CHUBU]J. ®onou BuAeogoKyMeHTH. OOmME TEXHUYECKHE
TpeOOBaHUS K ApXUBHOMY XPaHEHHUIOM.

— I'OCT 7.69—95 «CUBUJI. AynuoBusyanbHble TOKYMEHTbl. OCHOBHBIE TEPMHUHBI U
OTIpE/ICIICHUS.

— I'OCT 17914—72 «O06n0XKHU N1l ATUTENbHBIX CPOKOB XpaHEHUs. THUIlbl, pa3Mepbl U
TEXHUYECKHE TPEOOBAHMS.

- I'OCT 13699—91 <«3Banuce u BocmpousBeaeHue uHpopmauuu. TepMuHBI U
OTIpE/ICIICHUS.

— roct 13.1.105—91 (CT CDBB 5052—85) «Penporpadus. Mukporpadmus.
Muxkpodumu. Tunsy.

- I'OCT 17586—80 «bymara. TepMUHBI U OTIPEAECTEHUSD.

- I'OCT 18510—87 «bymara nucuas. TexHu4eCKue yCIOBU».

— I'OCT 7.50—2002 «CUBU]JI. Konceparwms nokymeHToB. OO0111€ TpeOOBAHUS.

- I'OCT 15971—90 «Cuctemsl 06padoTku nHbpopMaru. TepMHUHBI U OTIPEICIICHUS.

- I'OCT 13.1.101—93 «MuxkpoduiapbM TOKyMEHTa Ha TpaBax moaauHHUKA. [lopsmok
W3TOTOBJICHUS, yUETa, XPAHEHUS U IPUMEHEHUS».

- I'OCT 55.6—85 «/lokymenTsl Ha OyMaXHbIX HOcuTessX. [IpaBmiia rocynapcTBEHHOTO
xpaHeHus. TexHuueckue TpeOOBAHUSY.

- I'OCT 7.48—2002 «KoncepBaiusi 1T0KyMeHTOB. OCHOBHbBIE TEPMHUHBI U OIPEICIICHUS.

- I'OCT 28162—89 «CpenctBa i HaHECEHUS 3aLIUTHBIX MOKPBHITHM Ha JTOKYMEHTHI.
OO6mue TexHuYecKue TpeOOBaAHUS.

- I'OCT 7.1—2003 «bubmuorpadudeckas 3amuch. buOmmorpaduyeckoe oIHUCcaHHE.
OOuiue TpeGoBaHuUs U MpaBUiIa COCTABICHUS.

— I'OCT P HCO 15489.1—2007 «CHUBUA. VYnpainenue mpokymeHTamu. OOmue
TpeOOBAHUSY.

— [IpaBuna nenonpou3BoACTBa B (pefepalibHbIX OpraHax UCIOJIHUTENbHOM BiIacTu ( yTB.
noctanoBieHueM [IpaButenbctBa PO ot 15.06.2009 No 477 )

OcHOBHBIC HICTOYHHMKH:

1. Kopuees, 1.K. JlokymeHTaimoHHOE 0OecrieueHne yrpaBiieHus: y4eOHUK U IPAKTUKYM
115 cpeanero npogeccuonanbHoro oopaszosanus / .K. Kopnees, A. B. ITmenko, B.A. MamypreB.—
2-e u3., nepepad. u non. — Mocksa: M3natenscto HOpaiit, 2020. — 384 c¢. — (IIpodeccuonansHoe
oOpa3oBaHue).

2. Kyznuenos, 1. H. JlokymenTannonHoe obecrieueHue ynpapineHus. JJokyMeHTO000pOT u
JIeTIOTIPOU3BOICTBO: YUEOHHUK U MIPAKTUKYM ISl CpeAHEro npodeccnoHaabHoro oopaszosanus / 1. H.
Ky3HnenoB. — 3-e u3n., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit, 2020. — 462 c. —
(ITpodeccuonanbHoe 0O6pa3oBaHue).

Jlono/IHUTeIbHbIEe HCTOYHUKH:

HNuTepHeT-pecypcebl:

— http://www.consultant.ru (ITpaBoBas cuctema «KoHCynbTaHT»

—www.garant.ru (ITpaBosas cucrema «I apant»)

— https://www.profiz.ru xypuan «Cexperapb-pedepeHT»
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5. MaTepuajabHO-TeXHHYeCKOe o0ecrieyeHne OPraHn3annu y4eOHoi NPaKTHKH

Paboune MecTa mpakTUKU JOJDKHBI 00eCTIeYnBaTh YCIOBHUS 0€30TaCHOTO BBITIOJIHEHUS paboT.

st caMOCTOSITENbHOM paboThl CTYAGHTOB — HajlWyue OWOIMOTEKH, YHTAIBHOTO 3ala ¢
BBIXOJIOM B ceTh VIHTEepHET.

Peanu3anuss yueOHOM TpPaKTUKK MpPEANojaracT Haluyhle TEOPETHYEeCKOro KaOMHeTa |
«JlabopaTopuu JeIONPON3BOICTBAY.

O6opynoBaHue TPOU3BOJACTBEHHOM MACTEPCKON U pabOYMX MECT MaCTEPCKOM:

- paboune yueOHbIe MecTa 10 KOJIUYECTBY 00yJarOIInuXCs;

- KOMIIBIOTEPHI WIH HOYTOYKH;

- MOV,

- Oporroparop;

- KaHIIESIPCKUE TIPUHAJUIC)KHOCTH;

- CKaHep;

- IPUHTED

- 00pa31bl )KypHAIOB perucTpanuu

- 00pa3ibl apXUBHBIX MAroK.

JIBIPOKOJIBI, CTETIEPhI, aHTHUCTEIUICPHI, KAaHIEISAPCKAN KIIei, CKOOBI, TIPYKHHBI IS TTEeperrieTa,
Oymara oducHas A4, kKapToH A4, TIIIACTUKOBBIE OOJOXKKH JIJIS TIEpPETUIeTa.

- HaGop cTonmoBoit mocyapl, MOJHOCHI.

6. TpeGoBaHus K JOKYMeHTALMHU

B moaroroBuTEeNnpHBINA MEPHOA K MPAKTHKE W B XOJIE OPTraHU3aIlMM MPAaKTUKHA HEO0OXOIMMO
0(pOPMUTH CIEAYIOUIYIO TOKYMEHTAIUIO:

- rpaduK MpoBeCHUS TPAKTUKH;

- rpad K 3alIUTHl OTYETOB IO MPAKTUKE;

- THEBHUK 00Yy4aIomerocs;

- QTTECTALIMOHHEIN JIUCT.

[To pe3ynapTaTaM ydueOHON MPAKTUKH OOYJArONTUHCS JOJKEH COCTaBUTh OT4YeT. OTUeT MOHKEH
COCTOSITh U3 IHCBMEHHOTO OTYETa O BBHIIOJHEHHUM pabdOT U MPWIOKEHUH K OTYETY,
CBUJECTEIbCTBYIOIIUX O 3aKPEIUIEHWW 3HAHWM, YMEHUH, MNPUOOPETEeHUU MPAKTUYECKOTO OIIbITa,
dbopmupoBaHuM 00UTUX U TPO(HECCHOHATBLHBIX KOMIIETEHIIUN, OCBOCHUH MTPO(PECCHOHAIBHOTO MOYJIA.

OOyyaromuiics B OJMH U3 MOCIEAHUX THEH MPaKTUKH 3allUIIaeT OTYET MO MpaKTUKEe Ha Oaze
TEXHUKYyMa.

7. KOHTpOJIb U OLleHKa Pe3yJIbTAaTOB 0CBOEHHS Y4eOHO# MPaAKTUKHU

Hrorooii popmoit KOHTPOIIs TI0 Y4eOHOM MpaKTHKe sABJsieTcs nudepeHInpoOBaHHBIN 3a4erT.

TpeGoBanus k (¢ depeHIUPOBAHHOMY 3a4eTy M0 Y4eOHOI NpaKkTHKe

HuddepeHurpoBaHHblii  3a4eT MO YyueOHOW TMpakTUKe, OpPraHU30BaHHOW B y4eOHO-
MIPOU3BOJICTBEHHBIX MACTEPCKUX TEXHUKYyMa, BBICTABISICTCS HAa OCHOBAaHUH OIIEHOK 32 BBITIOJHEHHE
Ka)k70ro Buaa padotel. Ha kaxkaoro obydaromerocs 3amnoiHsIeTcs aTTeCTallMOHHBIN JIHCT.

JuddepeHunpoBaHHbIil 3a4eT Mo y4eOHOH MpakTHKE OpPraHu30BaHHOW Ha 0a3e TEXHHKyMa
BBICTABJISIETCS HA OCHOBAaHUH JTAaHHBIX aTTECTAI[MOHHOTO JIMCTA (XapaKTePUCTHKHU MPO(HecCHOHATBEHON
JeATeIbHOCTH CTYJ€HTa Ha MPAKTHUKE) C yKa3aHMEM BHJIOB PadOT, BBIOJHEHHBIX 00y4JaromnuMcs BO
BpeMs TMpPaKTHKH, UX 00beMa, KauecTBa BBINOJIHEHUS B COOTBETCTBUM C TEXHOJIOTHEH W (MiaM)
tpeboBanusasmu PI'OC. IlpenocraBneHne oO0ydaroUIMMCS HHCBMEHHOIO OTYeTa O MPOXOXKICHHUU
MPAKTUKU U €T MyOJINYHOMN 3alUThI.

8. KOHTPOJILHO—O1ICHOYHBIE CPEICTBA

KoMmuiekT KOHTpOJIbHO— N3MEPUTENBHBIX MaTEPUAIOB MO3BOJISIET OLIEHUTh 3HAHUS, YMEHUS U
YPOBEHb MPUOOPETEHHBIX KOMIETEHIUH. DTH MaTtepuaibl 0(OPMIIIOTCS B BUJIE 3aJJaHUN JUIS OLIEHKH
OocBOeHMs Yy4eOHON mnpakTukH. Kakaplii oleHOuHBI MaTepuan (3agaHus) oOecreyrBaeT MPOBEPKY
OCBOEHMS KOHKPETHBIX KOMIETECHIUI U (MJIM) UX DJIEMEHTOB: 3HAHUM, YMEHHIl; BBIOJHEHHUS BUI0B
paboT.

[lokazaTenem pe3yiabTata 1O Y4eOHOH NpPAaKTUKE SBJSIETCS MpPOLECcC MPAKTUYECKOH
neqarenbHOCTH. KputepueM OLEHKM TNPAaKTHYECKOW JesITeIbHOCTH OOYyYaromlerocs CIyXHT —
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COOTBETCTBHE YCBOEHHBIX AJTOPUTMOB JeATEJHLHOCTH 3aJaHHOMY (PerjamMeHTy, BpeMeHHbIM
napamerpam u ap.). [Ipu 3ToM KpuTepuU OLEHKH OCHOBBIBAKTCH HA MOITANHOM KOHTPOJE
npouecca BhINOJHEHHUS 3aJaHUsl.

1. mponucvigaromcsi 3a0anus NO KANCOOMY 6udy pabom, npedycMompeHHoOMy pabouell
npocpammori

2. nponucelgaemcs 3a0anue Ol CAMOCMOAMENbHOU pabomvl 00yyanouje2ocss 8 nepuoo
NPOX0AHCOHUS NPAKMUKU — PEKOMEeHOayuu no (GopmMuposanuo omyema 0 NPOXOHCOeHUU NPAKMUKU
(coop mamepuana, eco obpabomka u npeocmasienue)

3. Obpaszey KUM

3AJAHUE Ne

Texkct 3amanus:

O6mbext(p1) oniennBanus | [IpeaMer(bl) olleHUBaHMUS ITokazarenu oLeHKU Kputepuu orenxu

VY CIOBUS BBINOIHEHUS 3a1aHHUs
1. Mecto (BpeMsi) BBITIONHEHHS 3aJIaHusl (Ha yYeOHOU npakmuke, Ha paboyem mecme, Hanpumep, 8 yexy
opeanuzayuu (npednpusmus), macmepcrou OV (pecypcrnoco yenmpa), opeanusayuu, npeonpusimus, Ha

noau2oHe, 8 yuebHou pupme u m.n.)

2. MakcuMasibHOE BpeMsl BBITTOJIHEHHMS 3a/1aHuUS: MUH./4ac.

3. BBl MO’KeT€e BOCTIONIB30BATHCS (YKA3amb UCHOb3YeMoe 000py0osanie (UHBeHMAapb, pacxoOoHble
Mamepuanvl, iumepamypy u opyeue UCMOYHUKY, U UHGOPMAYUOHHO — KOMMYHUKAYUOHHbIE MEXHOL02UU U
npou.)

4. Vkazamo Opyeue Xapaxmepucmuku, ompasxicaouue CyuHoCms 3a0anusl; 8 peaibHblX (MOOelbHbIX)

VCA08UAX NPOPDECCUOHANLHOU OesTMENbHOCIU U M.O., U

m.n.

Ecnu YClIo8Us 6bINOJTHEHUA ons PA3HbLX 6ApUAHNIO8 pA3TUYAIOMCA, UX HeoOX00UMO npueecmu nocjie mekcma

Kasico020 8apuanma 3a0anusl.

Pa3zpabotuuk: mactep /o I'BITIOY PC(A) «JITT» U.B. AnapeeBa
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