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1 OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMBI ITIPOU3BOJICTBEHHOM
ITPAKTUKHU

ITM. 03 BeinosiHeHue padoT no padoueii npodeccuu ciayamero
46.01.03 desronpon3BoauTe/Ib
1.1. Heab 1 miIaHupyeMble pPe3yJbTAThl 0CBOCHUSI IPOU3BOICTBEHHON MPAKTHKH

B pesynbprare u3ydeHuss Npo(EeCcCHOHATBHOTO MOIYJS CTYACHT JIOMKEH OCBOHTH
OCHOBHOW BHJ NPO(GECCHOHATBHON JesTeNbHOCTH «BbimoiHeHne paboT mo mpodeccuu
ciyxarero 46.01.03 Jlenonpon3BOAUTENb» W COOTBETCTBYIOIIME €My OOIIHME KOMIETCHUIUH U
npodeccroHaIbHbIE KOMIETECHIINN:

1.1.1. TlepeuyeHb OOIMMX KOMICTCHIIUN

Kon HanmeHoBaHue 00IIMX KOMIETEHINH

OK 1 Br16upatb criocoOsI penieHus 3a1ad npopecCHOHANBHOMN IesITeTbHOCTH,
IPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM

OK 2 Hcnonp30BaTh COBPEMEHHBIE CPEJICTBA IIOUCKA, aHAIM3A U UHTEPIPETAIIUU

uHpOpMaIKHU, 1 THPOPMALIMOHHBIC TEXHOJIOTHH ISl BBIMOJIHEHHMS 3314
poeCCHOHAIBHON JESITEIIbHOCTH.

OK 4 OddexTuBHO B3auMOIeHCTBOBATh U PabOTAaTh B KOJUIEKTHBE U KOMaHJIE.

OK 5 OcCymIecTBISITh YCTHYIO U MUCbMEHHYI0 KOMMYHUKAIIMIO HA TOCYAapCTBEHHOM
s3bike Poccuiickoit denepaiuu ¢ ydeToM 0COOEHHOCTEH COIMATLHOTO U
KYJBTYPHOT'O KOHTEKCTA.

OK9 [Tonp30BaTbest MPOQecCHOHATBHON TOKYMEHTANNEH Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX.

1.1.2. Tlepeuyenb npodeccHOHATbHBIX KOMIETEHIUH

Kox HaumeHoBaHMe BUJIOB JI€ATEIbHOCTH U MPOPECCUOHAIBHBIX KOMITETEHITUH

BZ[ OCYH.[CCTBJ'IGHI/IG OpraHnu3alluOHHOIO U NOKYMCHTAIITUOHHOT' O obecreueHust
ACATCIIbHOCTH OpraHyu3aluu

IK 3.1. OpraHu30BbIBaTh PabOTy € TOKyMEHTaMU, IPUHUMATh Y4acTUE B pa3padoTke
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB OPraHU3alliy 110 BOIPOCAM JIOKYyMEHTAIIMOHHOTO
o0ecreyeHus yrpaBJieHHs..

I1K 3.2. OcyiecTBiaTh paboTy MO COCTABJIECHUIO U OPOPMIIEHUIO YIIPaBIEHYECKOM
JOKYMEHTAIUH.

IIK 3.3. OcymecTBIATh paboTy M0 00pabOTKE BXOIAIINX, UCXOSIINX U BHYTPEHHHUX
JIOKYMEHTOB, CO/ICHCTBOBATh ONTHMHU3AIIUU JOKYMEHTO00OPOTa OPraHU3aIIHH.

IIK 3.4. OpraHu3oBbIBaTh pPabOTy MO PETUCTPALMHU, YUETY, XPAaHEHHUIO U Iepeaue B
COOTBETCTBYIOIIME CTPYKTYPHBIE MOAPA3/IEICHUS JOKYMEHTOB TEKYIIEro
JIEJIONPOU3BOCTBA.

IIK 3.5. OcymecTBIATh paboTy MO CUCTEMATU3AIMH IOKYMEHTOB, COCTABIIATH
HOMEHKJIATYPY JAeT U GOpMHUpPOBATh JOKYMEHTHI B Jela.

IIK 3.6. [TpoBoaUTH paboTy MO MPOBEPKE CPOKOB XPAHEHHUS IOKYMEHTOB Ha OCHOBE
nepeyHeit TOKyMEHTOB, 0OPMIISTh JTOKYMEHTHI SKCTIEPTHOW KOMUCCHH U OTIHCH
Jell.

1.1.3. B pe3ynbTaTe OCBOEHHUSI TPOU3BOJICTBEHHON MPAKTUKH CTYACHT JOJIKEH:

HMeTsb npakTudecKkui - HHdpopManmoHHO-0KYMEHTAIHOHHOTO obecrieyeHus
OIIBIT YIPAaBIEHYECKON ACATEIBHOCTH B CTPYKTYPE OpraHu3aluiy;
— OCYIUECTBJICHHsSI M JOKYMEHTHPOBAaHHs OIEpalui 1o
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JABMIKCHUIO JOKYMCHTOB Ha NPCAIIPUATHH,

HCIIOJIb30BaHUS OpraHU3allMOHHON TEXHUKH JUTSt
obecrieyeHns MpopheCCUOHATBHON IEATEIIbHOCTH;
JOKYMEHTUPOBAHUS U JOKYMEHTAI[MOHHON 00paboTku
JOKYMCHTOB KaHL[eJISIpI/II/I;

oOecrieueHHUsT  COXPAHHOCTH, TMOpANIKA  XpaHEHUA U
HCIIOJIb30BAHUA JOKYMCHTOB U MAaTCPHUAJIOB B YUPCIKIACHHUAX
apXUMBHOM CHyXObl WM apXUBHBIX MOJpa3AeICHUSIX
OpraHu3alum.

YMETb

[Tonp30BaThcss HOPMATUBHO-METOJMYECKUMHU JJOKYMEHTAMHU
B IpOeCCHOHATIBHOM 1A TEIILHOCTH;

OpPraHW30BBIBaTh paboTy CIykOBbl JOKYMEHTALMOHHOTO
oOecrieueHnsl ynpaBiIeHUs;

OIIPEIeTATh HOPMBI BPEMEHHM Ha JEIONPOU3BOJICTBEHHBIC

OIepanuy;

BECTU y4er [0JIy4aeMOomn U OTHPABIISIEMOM
KOPPECIIOH/ICHIINH;

KOHCTPYUPOBATh pa3IU4YHble BUIbl OJAHKOB CIYXEOHBIX
JIOKYMEHTOB;

COCTaBJIATb, pPENaKTUPOBATh u 0pOpMIISTH
OPraHU3aALMOHHO-PACHOPAIUTEBHBIE JIOKYMEHTBI
OpraHu3aluu;

BeCTH paboTy ¢  JOKYMEHTaMu  (PKCHEAULHOHHYIO
00pabOTKy,  pPErucTpaluio, KOHTPOJIb  HWCIIOJHCHHUS,
CIIPaBOYHO-UH(POPMAIMOHHYIO PaboTy);

OTIMPABJIATH UCIIOJIHEHHYIO JOKYMEHTAIIHMIO TI0 ajjpecaTam;
COCTaBJIATh M 0OPMIIATE HOMEHKIIATYpy JI€] OpraHU3aluu;
dbopMuUpOBaTh JeNia B COOTBETCTBUHU C HOMEHKJIATYPOU J1eT;
CUCTECMATU3UPOBATE MW XPaHUTb JOKYMCHTBI TCEKYLICTO

apxuBa,
MoATOTaBJIMWBATH JI€JIa K IIEPEAavYC Ha apXHUBHOC XPAaHCHUC,
UCIIOJIb30BAaTh OpTraHU3AIIOHHYO TEXHHUKY B
PO eCCUOHAIBHON JeATETHFHOCTH;

UCIIOJIb30BAaTh nH(pOpMaIMOHHBIE TEXHOJIOTHH B

npodecCHOHATBLHOM 1eATeNbHOCTH;

o0ecrieunBaTh Ka4eCTBO BBHITIOJTHIEMBIX padoT;

BECTH KapTOTEKy Yy4eTa IpPOXOXKJIEHHUS JTOKYMEHTAIbHBIX
MaTepuaos;

BECTH pabOTy MO CO3/aHUIO CIPABOYHOIO ammapara Io
JOKYMEHTaM;

oOecrieynBaTh y100HBINA M OBICTPBIN UX MOUCK;
CHUCTEMATH3UpPOBATh W XPAaHUTh JIOKYMEHTBHl TEKYIIETO
apXMBa;

TOTOBHTh W TIepeNaBaTh ITOKYMEHTAJIbHBIC MaTepHaibl Ha
XpaHEeHUE B apXUB;

COCTAaBIIATh ONKCH JIeJd, TepelaBacMbIX Ha XpaHEHUE B
apXHB;

COCTAaBJIATh aKThI IS TIepeadyl el Ha XpaHCHHUE;
COCTaBJIATh aKThl HA CHOUCAHWE W  YHUYTOXKEHHE
JOKYMEHTOB;

IPOBEPATh NPABUIBHOCTh (HDOPMUPOBAHHS U OPOPMIICHUS
JIeT1 IPH IpUEeMe UX B apXHMB.




3HaTb

TepMI/IHOJIOI‘I/IIO ACJIOIMPOU3BOACTBA,

HOPMAaTHUBHO-METOIUYECKUE JTIOKYMEHTBI 1o
JIOKYMEHTaIlMOHHOMY OOECIICYCHHIO YIIPABJICHHUS,
TpeOoBaHUS K OpraHu3aluu UH(GOPMAITMOHHO-

JIOKYMEHTAIMOHHOTO O0CITY KHBaHMUS;

KJIaCCU(UKALIUIO CITYKEOHBIX JOKYMEHTOB;

eIUHbIC TPeOOBAaHUS U MpaBUiIa 0QOPMIICHUS JOKYMEHTOB B
cootBeTcTBHM ¢ 'OCTom;

BUJIbI W COCTaB OJAaHKOB CIy’)KEOHBIX JIOKYMEHTOB,
TpeOOBaHUS K UX KOHCTPYHUPOBAHUIO;

obmue TpeOOBaHUS K COJNEPIKAHUIO TEKCTOB CITYKEOHBIX
JIOKYMEHTOB, (JOPMBI U3JI0’KEHUSI TEKCTOB;

BUJBI, (DYHKIIMU JOKYMEHTOB, MpaBWIa UX COCTABJICHHS H
odopmIIeHNS,

CHOCOOBI JOKYMEHTHPOBAHUS;

oOurue npaBuia U GOPMBI perucTpaly J0KyMEHTOB;
TEXHOJIOTUYECKAN TIPOIIECC KOHTPOJSL 3a HCHOJHEHUEM
IIOPYYEHUN PYKOBOJIUTEIS;

mpaBWJia M dTalbl  COCTaBICHHS M OQOPMIICHUS
HOMCHKJIATYPHI JIeJ] OPraHu3allnu;

TpeOoBaHusT K  (HOPMHUPOBAHHMIO i€, OCOOCHHOCTH
CUCTEMAaTH3AINH OTACTHHBIX BUIOB JOKYMEHTOB;

MpaBHJia TEKYIIEro XpaHEHUs Ie] B OpraHu3alluu;

STarbl OJTOTOBKY JISJT K C/Iaue Ha apXUBHOE XPaHCHHCE,
MpaBHJIa OpraHU3aIMHN APXUBHOTO XPaHEHUS JIET;
COBPEMEHHBIC  BHJIbI  OPraHU3alMOHHOW  TEXHUKH:
Ha3HAa4YeHHWe, TpaBUiia OKCIUIyaTalldd W TEXHUYECKOTO
00CITy)KHBaHNUS,

KOMITBIOTEPHYIO TEXHHUKY u COBpEMEHHBIE
WH(OPMAIIMOHHBIE  TEXHOJOTHH, MPUMEHSIEMBIE  TIpU
JOKYMEHTUPOBAHMM W OpraHu3anmuud  paboThl  C
JIOKyMEHTaMU;

TpeOOBaHUS K KAYECTBY BHITIOTHSIEMBIX padoT;

PEKHUMBI i CPOKH XPAHCHUSI aDXHUBHBIX TJOKYMEHTOB.

1.2. Koitn4yecTBO 4acoB, 0TBOAMMOE HA OCBOCHHE NTPOU3BOACTBEHHON MPAKTHKH

MaKCHUMaJIbHON TPOU3BOJCTBEHHON HArpy3KH oOydaromierocs —/2 yaca, B TOM YHCIIE:
TIPOM3BOJICTBEHHOH MPAKTHKH —/2 daca.




2 CTPYKTYPA U COJIEP)KAHUE ITPOU3BOJCTBEHHOM MPAKTUKHA

2.1 O0beM NPOU3BOACTBEHHOM NPAKTHKH W BHbI IPOM3BOACTBEHHOI PadoThI

Bua npou3BoacTBEeHHOI padoThI Oovem uacoe
O01beM 00pa3oBaTeIbHON MPOrpaMMbl POU3BOACTBEHHOM MPAKTHKH 72
B TOM YHCIIE:
[TpousBoacTBEeHHAs MpakTUKa (B TOM yuciie B (hopMe MPaKTHIECKOH 20
MOATOTOBKH)
IIpomexyToUHASI ATTECTALHSA 2
HuddepeHnrpoBaHHbIi 3a4eT 2




2.2 CTpyKTYypa NpPOM3BOJACTBEHHOI NMPAKTHKH U BUAbI MPOU3BOICTBEHHOM padoThl

Koxa m nanmenosanue IIK

Bunawbi pador

IToxazarenun ocBoenus IHK

®opMaT NPAKTUKHU
(paccpenoroueno/
KOHIIEHTPUPOBAHHO) C
yYKa3aHueM 0a3bl IPAKTHKH

[K 3.1.

OpranuzoBbIBaTh paboTy €
JOKYMEHTaMH, IPUHUMATh
ydacTue B pa3paboTKe
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB
OpraHH3alyH MO BOIIPOCaM
JIOKYMEHTAIUOHHOTO
oOecrnieyeHus ynpaBIeHUs.

- MHCTpYKTaXK 1O TIPOXOXKIACHUIO
NPaKTUKH, LIEJIH, 33]]a4H, CTPYKTypa
oTYeTa,;

- BbIJIa4a 3aJJaHu{ TIPAKTUKH,

- OIIpeJIeICHUE HOPM BPEMEHHU Ha
JIeTTOTIPOU3BOICTBEHHBIE OTIEPaIIH;

- KOHCTPYHUPOBaHUE PA3INYHBIX BUIOB
OJIaHKOB CITY)KEOHBIX JOKYMEHTOB;

- COCTaBJICHUE, PEIAKTUPOBAHKE U
odopmIIeHHE OpraHU3aIMOHHO-
pacropsaUTEIbHBIX JOKYMEHTOB
OpraHu3aIuy;

- yyacTue B pa3paboTKe JOKaJIbHBIX
HOPMATHBHBIX aKTOB OPTaHU3AINH T10
BOIIPOCAM JIOKYMEHTAIlHOHHOT O
oOecrnieueHus ynpaBaeHUs.

- COCTaBJIEHUE U 0POpPMIICHHE
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB
OpraHu3alliy, apxuBa OpraHu3alu,
cornacHo TpeboBanusiM ['OCTa.

[TpunsTe yyactus B pa3paboTke
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB
OpraHu3alu Mo BOIpocam
JIOKYMEHTAllMOHHOT0 00ecrieueHus
yIIpaBJCHUSI.

YMeHue BUAETh yIpaBleHYECKHUE

poOJIEMBI M CTIOCOOBI UX PEIICHUS.

Pa3pabarbiBaeT OpraHu3aluoHHO —
IPaBOBYIO JTOKYMEHTAIIUIO
opranuzaiun. Odopmirser
HOpPMAaTHBHBIC aKTHI B
cootBercTBUU ¢ ['OCTom.

IK 3.2
OcyiecTBidTh paboTy 1Mo
COCTaBJIEHUIO M 0(OPMIICHUIO

YIIPABJICHYECKON JOKYMEHTAIUH.

- [IpoexTrpoBanue 6J1aHKOB
JTOKYMEHTOB;

- 0(pOpMIICHHE OPTaHU3AIMOHHBIX
JIOKYMEHTOB;

- 0(popMIICHHE PACTIOPSAUTEIBHBIX
JTIOKYMEHTOB;

- opopmiieHrE HHPOPMALIMOHHO-
CIPABOYHBIX JOKYMEHTOB;

- PEIaKTUPOBAaHUE  TEKCTOB

CchopMupoBaHHOCTH YMEHUH:
0hOpMITATh PEKBU3HUTHI
JIOKYMEHTOB, IPOEKTUPOBATH U
0hopMIIATH OJJaHKHU TOKYMEHTOB.
CrniocobHOCTb OPOPMIIATH
OpraHu3aIlMOHHbBIE,
pacropsiiuTeIbHbIE,
WH(POPMAIIMOHHO-CITPABOYHBIC
JTIOKYMEHTBI.




CITyeOHBIX JOKYMEHTOB;

- COCTaBJICHUE B OPOPMIICHHE PA3HBIX
BU/JIOB IHCEM;

- yCTpaHEHUE TUITUYHBIX OMIHUOOK B
JOKYMEHTax.

Cocrapnenue u opopmiIeHHE
CITyKEOHBIX MTHUCEM.
CrocoOHOCTh MPOBOIUTH
pEIaKTUPOBAHHE TCKCTOB
JIOKYMEHTOB.

IK 3.3.

OcyiecTBiATh paboTy Mo
00paboTKe BXOIAIINX,
UCXOJAIIMX U BHYTPEHHUX
JIOKYMEHTOB, COAECHCTBOBATh
ONTUMU3ALNU

- Pabora ¢ ucxopsuieit JOKyMeHTaIueH,
- CUCTeMaTH3aIus JJOKYMEHTOB;

- (hopmupoBaHUE TOKYMEHTOB B J€Ta;

- COCTaBJICHUE HOMCHKJIATYPBI JICI;

- HyMepallys JIHCTOB /eI,

- COCTaBJICHHE 3ar'0JIOBKOB JIET;

O3HaKOMJIEHHE C HOMEHKJIATypOil
nen opranuzanuu. OnpeneneHue
METOJMKHU COCTaBJIEHUs, cOopa
uH(popManuu. Y4yacTue B
COCTaBJICHUU CBOJHOM
HOMEHKJIATYPHI JIeJ] OpraHu3alllu.

JOKYMEHTO000poTa - opopMIICHHE XKypPHAIa BXOJAILEN Bitageer MeToIMKOM COCTaBIICHHUS
OpraHH3alyH. JIOKYMEHTalUY; CBOJIHOM HOMEHKJIATYpPBI A€l
- opopMIICHHE XKypPHAIa BXOJAILEN OpraHu3aLuy.
JIOKyMEHTalluy,; BHeceHune npeuiokeHuii o
- IPOCTABJICHUE PETUCTPALUOHHOTO ONTHMHU3AINH JOKYMEHTO000pOoTa
LITaMIIa; OpraHu3aLuy.
- oopMIIEHHE KapTOUHOM (POpPMBI
pEerucTpanyH.
[IK 3.4. - Benenue yuera nosryqaemon u YMeTb perucTpupoBaTh JOKYMEHTHI

OpraHu3oBbIBaTh paboTy 10
perucTpanuu, yuery, XpaHeHHUIo
U Tepefjaue B COOTBETCTBYIOIINE
CTPYKTYpHBIE MOAPA3/IEICHUS
JIOKYMEHTOB TEKYILETO
JIeJIONPOU3BO/ICTBA.

OTIIPABISIEMON KOPPECTIOHICHIINY;

- BeJIeHue paboThl ¢ JOKYMEHTaMU
(9KCIIeAMLIMOHHYIO0 00paboTKYy,
PErucCTpainro, KOHTPOJIb UCIIOJHCHUS,
CIPaBOYHO-UH(POPMALIMOHHYIO paboTYy);
- OTHPABJIATH UCITOJTHCHHYIO
JIOKYMEHTALUIO 110 aJipecaTam;

- MPAaBWJILHOCTh OPTaHU3aINH PaOOThI
10 IPUEMY U PETHCTpaLUU
JOKYMCHTAIH,

- OTIEPaTUBHOCTb Nepeaayn
uH(pOpMaLUU B CTPYKTYpHBIE
NIOJIPa3JIeJIEHUs] B COOTBETCTBUU C UX

B )KypHaJIax; COCTaBJIATh
oreporpamMmbl JABHKEHUS
JIOKYMEHTAa, IIOCTAaBJIEHHOIO Ha
KOHTPOJIb 3 UCIIOJIHEHUEM.
CrniocoOHOCTh aHATM3UPOBATh
OpraHMU3aINI0 XpPaHEHUS
JIOKYMEHTOB U JIE.




CTaTyCcoM;

- cOOJII0IEHUE perylaMeHTa Iepeaayu
JIOKYMEHTOB B CTPYKTYpHbBIE
[0JIpa3/ieJIEHUs] B COOTBETCTBHUH C
TpeboBanusMU ['ocyaapcTBEHHOM
Cuctembl TOKyMEHTAIMOHHOTO
oOecrnieueHus ypaBiIeHUsl.

[IK 3.5.

OcymiecTBiATh paboTy 10
CUCTEMAaTH3alMH JOKYMEHTOB,
COCTaBJIATh HOMEHKJIATYpy JI€N U
(GopMHpOBATH TOKYMEHTHI B
Jena.

- O3HaKOMJICHHE C TEXHOJIOTUYECKUM
MIPOIIECCOM MEPBUYHOM 00pabOTKHU
KOPPECTIOH ICHITUH, ITPaBUII IPHUEMA,
COPTHPOBKH U OTIIPABKH JJOKYMEHTOB.
- [Ipuem u o6paboTka

KOPPECIIOH ICHIIUH, TIOJTy4eHHOU
Pa3IUYHBIMU criocobaMu (TIouTa
Poccun, kypsepom). Cucremarusanus
JIOKYMEHTOB B JIeJIa.

Bri6upaeT BepHbIC IPUEMBI
00pabOTKH BXOJISIINX, UCXOIAIINX
JIOKYMEHTOB, B 3aBUCUMOCTH OT
CHOCOOOB MOTyYCHHS

KOPPECIIOH ICHITUH.

IIK 3.6.

[IpoBoaKTH paboTy 1O MPOBEPKE
CPOKOB XpaHEHUS IOKYMEHTOB
Ha OCHOBE MEPEYHEI
JIOKYMEHTOB, 0(OPMIISTh
JIOKYMEHTBI 3KCIIEPTHOU
KOMHCCHH U OIUCH JIEN.

- OnpeneneHuto CPoOKOB XpPaHEHHUS 110
MEPEYHSIM JIOKYMEHTOB;

- OpraHu3alus U OCyIIEeCTBICHUE
CIIPaBOYHO-UH(OPMAITMOHHON PaOOTHI:
MIPOBEICHHUE SKCIEPTHU3bI LIECHHOCTH
JIOKYMEHTOB, pa0oTa B CUCTEMAX
3JIEKTPOHHOT'0 IOKYMEHT0000pOTa,
y4acTue B CO3/IaHUU CTPaxoBoro GoHna,
BEJICHUE CITIPAaBOYHHUKOB IO JOKYMEHTaM
OpraHM3alHH.

Ocy1iecTBiseT 3KCIEePTU3Y
LIEHHOCTU B COOTBETCTBUH C
JENCTBYIOIMM 3aKOHOAATEIbHBIMU
aKTaMH.

Bener aneKTpOHHBIE CIIPAaBOYHUKN
OpraHu3aluy 10 JOKYMEHTaM
apXxuBa.

Ilpumeuanue. Ilpouzsoocmeennas npaxmuxa o0y4arOwuxcsi (CmyoeHmos) npoeoOUmMcs KOHYEHMPUPOBAHHO 6 Op2aHU3AUUSX HA OCHO8E NPAMbIX

002080p08 MedHcOy 00paA308amenNbHbIM YupedcoeHuem U opeanuzayuell, Kyoa Hanpaseisaomces ooyuarouwuecs (cmyoenmoi). Hanpasnenue desmenvnocmu

opearuzayutl OOJINHCHO COOMBEMCMB08aMb NPOGUIIO NOO2OMOBKU 00VHAIOUWUXCSL (CIYOEHMO08).

10




2.3 TemaTHyeckuii miaH U cojaep:kaHue npousBoicTBeHHOH nmpakTuku I[IM.03 Bbinonnenue pador mo padoueii mpodeccuu ciykamiero

46.01.03 [desronpon3BoauTe/Ib

2.3.1 TemaTu4eckuii IJIaH U CodcpKaHue leOI/I3B0}ICTBeHHOI71 NMPAKTUKHU IJIF CTYACHTOB

Conep:kaHue NPaKTHKH Oo0bem
HaumMeHoBaHuEe TeM NPAKTHKH Cojaeprxkanue NpoN3BO/ICTBEHHOH NPAKTHKH 4acoB
Tema 1 [Tocemenue coOpanus no mnpaktuke. I[lomydeHue 3agaHus Ha MPAKTUKY M JHEBHHUKA 2
IHocemenne TEeXHUKYMA. | IPAKTHUKHU.
Opranu3annoHHoe coopaHue
Tema 2 Bcerpeua ¢ oTnenom kaapoB Ha npeanpusTiu. [IpocnyiinBanye BBOJHOTO HHCTPYKTaXKa 110 4
YerpoiictBo  Ha  npeanpusitue  AJs | T, NpoMbIIUIEHHOW CaHUTapUM M TNPOTUBOINOXKApHOH OezomacHoctn B otnene Thb
NPOXOKAeHHUA NPAKTHKH npeanpustas. [IpoxokaeHne  MEOUIIMHCKOH KOMHCCHMHM Ha  IPO(ECCHOHATIBHYIO
HPUTOJHOCTb.
Tema 3 Bcerpeua ¢ pykoBoauTeneM noapasnenenus. Berpeua ¢ pykoBoguTeneM NpakTHKY Ha 4
Bcerpeua ¢ pykoBoauTeIsIMU NPAKTHKH pabouem MecTe. 3HAKOMCTBO € KOJUIEKTUBOM M pabOYMM MECTOM.
HA NPOU3BOACTBE
Tema 4 W3yueHne HHCTPYKIMIA IO OXpaHe Tpy/Ja U TeXHUKe Oe3omacHocTH. M3yueHne pabounx 6
N3y4yenne mHCTPYKIMIA U crava uHCTpYKIMH. Caya sK3aMeHa 1o TEXHUKe 0e30MacHOCTH.
JK3aMeHa M0 TeXHHKe 0e30I1aCHOCTH
Tema 5 OOyueHue BBIIOTHEHUS paboOT Ha paboyeM MecTe. 3ar0JIHEHNE JHEBHUKA MPAKTUKH. 18
IIpoxoxnenne od0yyeHusi Ha paboueM
MecTe
Tema 6 Brimonnenue padot Ha pabouem mecte. O3HAKOMIIEHHE ¢ TEXHUYECKOM JOKyMEHTaIUeH. 28
PabGora Ha pabouem mecTe 3anosHeHue JHEBHUKA NPAKTUKKU. COCTaBJICHHE OTYETA MO MPAKTHUKE.
Tema 7 [TonyyeHne XapakTepUCTUKU O POXOXKJICHUS NPakTUKU. [lomydyeHne xapakTepucTHKU 00 4
OkoHYaHWe NPAKTHKH OCBOEHHH MPO(YECCHOHATBEHOTO MOTYJIS.
[Tonnucanue MHEBHUKA MPAKTUKH PYKOBOAUTENIEM MPAKTUKHU HA IPEATPUSITHN.
[TorydeHue aTTecTallMOHHOIO JINCTA OT PYKOBOAMUTENS MPAKTUKK HA IPEIIPUSITUU C
OLIEHKOI1 0 BBIIOJIHEHUH paboT cornacHo TpeboBanuit ®I'OC 06 ocBoeHUH
poecCuOHANBHOTO MOAYJIS B pe3yibTaTe MPOXO0XKACHUS MPOU3BOICTBEHHON MPAKTHKHU.
YBOJIBHEHUE.
Tema 8 Craya XxapakTepUCTHKHU O IPOXOXKACHUU MpakTUKU. Crada XapakTepUCTUKH 00 OCBOCHHUH 4
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Cna'{a AOKYMCEHTOB PYKOBOAMTEIIO HpO(beCCI/IOHaJIBHOFO MOOYJIA.

NPAKTHKH OT TEXHUKYMa Crava nHeBHUKA MpakTUKU. Crada aTTeCTalMOHHOTIO JIACTA C OLEHKOH 110 IIPAKTHKE.
JAudpepeHnupoBaHHbIi 3a4eT 2
Hroro 72

2.3.2 TemaTuyecKkuii IJIaH U COAepP:KaHNe MPOU3BOACTBEHHOM MPAKTHUKM IJIsi PYKOBOAMTe/el MPAKTUKU Y4eOHOT0 3aBeleHusl

Mepoan/IﬂTl/lH 110 MPAKTHKE

MecTo npoBeaeHust

HpOBe,I[eHI/IC BBOJHOI'O C06paHI/IH 110 ITPAKTHUKEC

YueOHoe 3aBeeHIE

BceTpeda ¢ pyKoBoAUTENEM TPAKTUKHU

[Ipon3BOACTBEHHOE TPEANTPUSATHE

KOHTpOJ'Ib IMPAKTHUKH Ha pa6oqu MCCTC IIPAKTHUKAHTA

HpOI/IL’»BOI[CTBeHHOC IpCaIpusATHC

KonTpons cbopa MaTepuasa 1yisi oT4eTa

YyeOHoe 3aBeeHre

[TpoBeeHne KOHCYIBTALMHI 1O BOIIPOCaM OMJICTOB CIa4yH Ha pa3psii NPAaKTUKAHTAMH

YyeOHoe 3aBeeHne

KOHTpOJ'Ib 3aMoJIHECHUS OTYECTHON JOKYMCHTAIIUHW IIPAKTHUKAHTOM

YueOHoe 3aBeeHIE

[TpoBeaenue coOpaHusi Mo UTOraM MPAKTUKH

YyeOHoe 3aBeeHne

[TpoBenenue nuddepeHIIMPOBaHHOTO 3a4eTa M0 MPAKTHKE

YyeOHOE 3aBeicHIE
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3 YCJIOBUSA PEAJIN3AIIMY ITPONU3BOJACTBEHHOM NPAKTUKH
3.1 TpeGoBanus K NPOBeIEHNI0 NPAKTHKH

[IpousBojcTBEHHAsT  MpakTUKa  SBJISETCS  COCTAaBHOW  YacThl0  MOATOTOBKH
BBICOKOKBAJIM(DUIIMPOBAHHBIX CICIIMATUCTOB, CIIOCOOHBIX aJalTHPOBATHCS M YCIICITHO padOTaTh
B IPO(UITBHBIX OPTaHU3AIIHSIX.

OCHOBHBIMHU 33/layaMy TMPOU3BOJICTBEHHOW MNPaKTHKK Mo crenuanbHoctd 46.02.01
JIoKyMeHTaIlMOHHOE 00eCTICUeHUE YIIPABJICHUS U ApXUBOBEICHUE SBIISIOTCS:

—  pa3BUTHE MPOPECCHOHATHHOTO MBIIUICHHUS,

— TNpuOOpeTeHHe YMEHHMH W HaBBIKOB IO OCYLIECTBJICHHIO paboT mo paboueit mpodeccun
ciyxariero 46.01.03 [lemonpon3BoauTens,

— OTpa0OTKa yMEHHUH BBINOJHEHHS PErJaMEHTHBIX paboT 1o pabodell mnpodeccun
ciyxkariero 46.01.03 Jlenonpon3BoaUTENb.

[IpakTka 1O TPOGWIIO CIENUAIBHOCTH JOJDKHA OOECIeYHBATh JUAAKTHYECKYIO
IOCJIEI0BATENbHOCTh Mpoliecca (OPMHUPOBAHUS Yy CTYIAEHTOB CHUCTEMbI NPO(ECcCHOHANTBHBIX
3HAaHUW M YMEHUMH, MPUBUBATh CTYJIEHTAM HABBIKM CaMOCTOSITENIbHOM paboThl 1O H30paHHON
CreuuanbHOCTH. Ha mpOoM3BOACTBEHHYHO IIPAKTUKY HAIIPaBISAIOTCS CTYIEHTHI BBIILYCKHOTO

Kypca.
@DopMbI TPAKTUKU:

— pabota Ha paboOyYUX JOJDKHOCTSAX MO TPOQHIID CICHUAILHOCTH C YCTPOWCTBOM Ha
pabouee MecTo;

— pabora Ha pabouyux MOJDKHOCTAX MO TPO(III0 CIeNHalbHOCTH 0€3 YCTpoiicTBa Ha

pabouee MecToO.

ba3pl mpakTHKW: TpaKTHKa MPOXOAUT Ha 0a3e MPOMBIIIJICHHBIX MPEANPUATUN U
MIPOU3BOJICTBEHHBIX 00bEIUHEHHI ropojickoro okpyra Cyxoii Jlor.

CryneHTbl  3a04HOTO M OYHO-3a04YHOTO  OTHEJICHUH  TPOXOAAT  MPAaKTHKY
(MpeuMyIIeCTBEHHO) IO MECTY PabOThl.

3.2 TpeOoBaHUs K OPraHU3aAIMHU NPAKTHKHI

OO0pa3zoBaTenbHbIC YYPEKICHHS !

— IUIaHMPYIOT W YTBEPXKAAIOT B y4eOHOM IUIaHe BCE BHIBl M 3Tambl NPAKTUKU B
cootBercTBuM ¢ OIIOII CIIO ¢ yueTom 10roBOpoB ¢ OpraHU3aALMIMU;

— 3aKJIIYaroT JOroBOPHEI HA OPraHU3aluio U IMIPOBECACHUC ITPAKTUKHU,

— pa3pabaThlBalOT M COIJIACOBBIBAIOT C OpraHMU3AlMsIMHU MpPOrpaMMy, COAEpKaHHE H
IUTaHUPYEeMbIe Pe3yJIbTaThl MPAKTUKH;

—  OCYIIECTBIIAIOT PYKOBOJICTBO ITPAKTUKOM;

— KOHTPOJHPYIOT pcCajlu3aluio IMporpaMMbl MW YCJIOBUA  TPOBCACHUSA  IMPAKTHKU
OopraHu3anusiMu, B TOM  4YHUCIIC TpC6OBaHI/ISI OXpaHbl  Tpyaa, 0€30ITaCHOCTH
KUBHEACATCIBHOCTH H HO)K&pHOfI 0€30IIacHOCTH B COOTBETCTBHHU C ImpaBujIaMHu U
HOpMaMHM, B TOM YHMCJIC OTPACICBEIMU,

— (opMHPYIOT TPYIIIBI B ClTyyae MPUMEHEHHs TPYIIOBBIX (GOPM MPOBEACHUS MPAKTHKHY;
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— COBMECTHO C OPraHU3ALUsAMH, YUACTBYIOIIMMU B OPTaHU3ALMU U TPOBEACHUH ITPAKTUKH,
OpPTaHHW30BBIBAIOT TMPOLEAYPY OICHKH OOMMX ¥ NPOPECCHOHATBHBIX KOMIIECTEHITHHA
CTYZ€HTa, OCBOCHHBIX UM B XOJI€ ITPOXOKICHUSA ITPAKTUKH;

— pa3pabaThIBAIOT U COIJIACOBBIBAIOT C OPraHMU3aLUAMHU (POPMbI OTUYETHOCTH U OLIEHOYHBIN
MaTepuai MPOX0KIEHUS IPAKTUKY.
Opranu3zanuy, y4acTByHIIHe B IPOBeeHUH MPAKTUKM:
—  3aKJIIOYAIOT JOrOBOPHI HA OPraHU3aLMIO U IPOBEJAECHUE ITPAKTUKH;

—  COIVIACOBBIBAIOT IPOrPaMMy IPAKTHUKH, IUIAHUPYEMBIE PE3yJbTaThl IPAKTUKH, 3aJaHHUE
Ha IIPaKTHUKY;

— HOpEaOCTaBIISAIOT pa60qI/Ie MCCTa IIPAaKTHKaHTaM, Ha3HA4aroT pYKOBO,Z[PITCJIeﬁ IIPaKTUKH OT
opraHnu3anuu, OnpeaAcIItOT HACTABHUKOB,

— YYacTBYIOT B OpraHu3allud M OLEHKE pe3yJbTaTOB OCBOEHUS OOMMX U
npodeCCHOHATIBHBIX KOMIIETEHIIMH, OTYYEHHBIX B IEPUO/I IPOXOXKICHNUS IPAKTUKH;

— YYacTBYIOT B (OPMHMPOBAHHUHM OLIEHOYHOIO MaTepuajga /i OLEHKH  OoOmMX U
npodeCCHOHATIBHBIX KOMIIETEHIMH, OCBOCHHBIX CTYAECHTAaMH B IEPUOJ HPOXOXKICHUS
IIPAKTHUKU;

— obecrnieunBarOT OE30MACHBIE YCIOBUS MTPOXOXKICHHS MPAKTUKU CTYACHTaMH, OTBEUAIOIINE
CaHUTApPHBIM MPaBUJIaM U TPeOOBaHUS OXpaHbl TPY/a;

— HPOBOAAT MHCTPYKTAX CTYACHTOB I10 O3HAKOMIJICHUIO C Tpe60BaHI/I$IMI/I OXpaHbI Tpyda U

TEXHUKU 0€30I1aCHOCTH B OopraHu3anyvu.

Opranuzanyi0o M PYKOBOJACTBO TMPOM3BOACTBEHHOM TMPAKTUKOW OCYIIECTBIISIOT
PYKOBOJIUTENH MPAKTUKH OT 00Pa30BaATEIBHOIO YUPEKACHUSA U OT OpraHU3aluu.
O0s13aHHOCTH NpenogaBaTesss — PyKOBOAUTEIS MPAKTHKH:

— obecrneunBaTh NPOBEJICHUE B TEXHUKYME IMOJTOTOBUTEIIBHBIX MEPOIPHUITUH, CBI3aHHBIX
C OTOBITUEM CTYZEHTOB Ha MPAKTUKY;

— o0ecneunBaTh KOHTPOJb HaJ OpraHu3alyedl M NMPOBEIEHUEM MPAKTUKH, COOIIOICHHEM
CPOKOB U COJiepKaHus padoT;

— IIpU HEOOXOJAWMOCTH OKa3blBaTh METOJUYECKYIO MOMOIIb PYKOBOJACTBY NMpPHUHUMAIOIIEH
OpraHu3aly WIA PyKOBOJMUTEISAM IIPAKTUKN OT MPOU3BOJICTBA;

— KOHTPOJIUPOBaTh oOecreyeHne NpeAnpusTHEM HOPMAIbHBIX YCIOBUN TpyAa CTYAEHTOB,
IPOBOJUTH HHCTPYKTAXKH 10 OXpaHe TPyla U TeXHUKE O€30IaCHOCTH;

— OCYHICCTBJIAAITH CBOIO pa60Ty B TCCHOM KOHTAaKTC C PYKOBOACTBOM HpI/IHI/IMaIOH_ICﬁ
OopraHu3ali U PYKOBOJUTCIIAMU IMPAKTHUKU OT ITPOU3BOJACTBA,

— [PUHUMATDb OTYCTHI U OLICHUBATDH PC3YJIbTATHI IPAKTUKU CTYACHTOB.

Pacnpenesnenue o0si3aHHOCTeli pyKOBOAUTe /1€l NPAKTHKH:

OTBeTCTBEeHHBII

MCPOHpI/IHTI/lH, nmoaJiecikalmue BbINMMOJTHCHHIO
34 BBITNIOJTHCHUC

PykoBoautens npakTuku

Oprauusanys IPOBEPKU X04a IPOU3BOICTBEHHON IPAKTUKHI
p POBCp p p 0T y4eOHOrO 3aBe/ICHUs

Opranu3zanys 00y4eHus CTYICHTOB MIPaBUJIaM TEXHUKH PykoBoauTenh NpakTUKU
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0€30I1aCHOCTH

0T y4eOHOrO 3aBe/ICHUs

Opranuzanys IpoBepKU 1O cOOpy MaTEpUANIOB sl OTYETa

PykoBoIUTE b PAKTHKH
0T y4eOHOrO 3aBeJICHUS

CocraBnenue rpati)m(a caa4yu OTYETOB I10 IMPAKTHUKE, IIpUeMa
3a4YCTOB 110 IMPAKTHUKC

PykoBoIUTE b PAKTHKH
0T y4eOHOrO 3aBeJICHUS

CocraBieHHe OT3BIBOB O pa60Te IMPAaKTUKAHTOB

PykoBoauTens npakTuKu
OT MPEANPUSITHUS

[Tpuem 3aueToB 10 MPOM3BOJICTBEHHON MTPAKTUKE B 0(hOpMIICHHE
3aUETHOU BEIOMOCTH

PykoBoIUTE b IPAKTHKH
0T y4eOHOrO 3aBe/ICHUS

IIpencraBnenue 3amecturennto gupekropa rno YIIP nHeBHUKOB
00yyJaroumxcs

PykoBoIUTE b PAKTHKH
0T y4eOHOrO 3aBe/ICHUS

Opranuzanys 1 IpOBEICHUE COBEILAHNS C IIPEOAABATEIIAMHI —
PYKOBOIUTENSIMHU IIPAKTUK 110 UTOTaM IIPOU3BOACTBEHHOMN MPAKTUKH

3aMecTUTENb JUPEKTOpa 110

VIIP,
npeaceaaTesb HMKIOBOM
KOMHUCCHUHU

Cz[aqa Ha XpaHCHUC B apXUB JHCBHHUKOB K OTYCTOB I10
HpOHBBO,[[CTBCHHOﬁ ITPAKTHKC

PykoBoauTens npakTuku
0T y4eOHOI0 3aBEJICHUs

CTy)IeHT IPpH MPOXO0KACHUN HpOI/I3B0)ICTBeHHOﬁ MPaKTUKH 00s13aH:

— TIoMHOCTBIO BBHIOIHATH 3aJaHUS pYKOBOHHTeHeﬁ HpOHSBOI{CTBCHHOﬁ IIPAKTUKHU;

— co0ronars
pacropsiika;

NEUCTBYIOIIME B

— 3allOJIHATH JHCBHUK ITPAKTHUKHU,

— W3y4YaTb H CTPOrO COONIOAATH HOPMBI
0€30I1aCHOCTH.

OXpPaHbI

OopraHusanusax IIpaBujia

BHYTPCHHEI'O TpyAOBOI'O

TpyAa W TpaBwiIa IOKAPHOU

[To okoHYaHUM TPOU3BOJCTBEHHON MPAKTUKYU CTYACHT JOKEH 0(DOPMHUTH U C/IaTh:

— OTYECT IO MPAKTHKE;

— JIHEBHHK IO IPAKTHKE;

IOPHUHCCTH U CAATh:

— IPOU3BOJICTBEHHYIO XapaKTEPUCTHUKY;
—  XapakTEepUCTHKY IO UTOraM IPAKTUKH,

—  aTTEeCTAllMOHHBIN JIMCT.

CryneHT oykeH coOpaTh I0CTAaTOYHO MOJIHYI0 HH(OPMALIUIO U JOKYMEHTHI (YepTEXH,
MatepHaibl) HeoOXxoaumMble i otyera. COOp MaTrepuasoB JOJKEH BECTHCH IeJIEHANPaBIEHHO.
OTtuer 110 IMPAKTHUKE OOJIKCH OBITH O(l)OpMJ'IeH B COOTBETCTBHH C IIJIAHOM IIPAKTHUKH, C
BKJIIOYEHHEM HEOOXOIMMBIX CXeM, IpauKOB U JPYTrUX MaTepHalioB.

3.2 UnpopmannoHHOe o0ecnieyeHne peain3auuu NPOorpaMmMbl

Jns peanuzanMy MpOrpaMMbl TPOM3BOJICTBEHHON NPAKTUKK OHOIMOTEUHBINH (OHT
0o0pa3oBaTeNFHON  OpraHM3ald  JOJDKEH  HMMETh  IIe4aTHbIe  W/WIM  DICKTPOHHBIC
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oOpa3oBaTenbHble U WH(GOPMAIMOHHBIE PECYpChl, PEKOMEHIyEeMbIE IJisi HCIOJIb30BAaHUS B
00pa30BaTeIbHOM Ipoliecce

3.2.1 OcHOBHBIE NEYATHBIE U 3JIEKTPOHHbIE U3IAHUS

1. Kocapea O.A. OCHOBBI ACIONPOU3BOACTBA: Yy4eOHOE mocoOue.-2-¢ H31., UCHp., JOIL.
M.: HUIL] UH®PA-M.,2019. 146 c. URL.: http://znanium.com/catalog/produkt/989597.

2. Poroxwun M.IO. ChopaBoYyHHMK MO JAEIONPOM3BOJACTBY. 3-¢ Wu3Hd., mepepad., JIOI.
M.:lOctunmudopm,2011. 256 c¢. URL: http://znanium.com/catalog/produkt/278862

3. AcamueB A.M. OCHOBBI J€IONPOU3BOJICTBA: YUeOHOE MocoOue. 2-¢ H31., UCHp., JOII.
M.: HUL] UH®PA-M.,2017. 146 c. URL.: http://znanium.com/catalog/produkt/782839.

3.2.2. DaekTpoHHBbIE 00pa3oBaTebHbIE Pecypchl

1. Onexrponno-6mbimoreynass cucrema ZNANIUM. [DOnexkrponnsii pecypc]. URL:
https://znanium.com/

2. DnektponHas Oubmuoreunas cucrema «lOpaiity. [Dnekrponnsrii pecypc]. URL:
https://urait.ru/

3. CnpaBouno-npaBoBast cucrtema «Koncymprant Ilmocy. Odunmansneii caidt CIIC
«KoHucynbTanT mmocy [Anekrponnsiid pecypc]. URL: http://www.consultant.ru/

4. CnpaBouHo-TipaBoBas cucreMa «['apant» [DnexTponHsiil pecypc]. URL:garant.ru

3.2.3. lonoJIHUTEIbHbIE HCTOYHUKH

1. Koncrutyuus Poccuiickoit ®enepanun OdunmanbHbeiii cereBoil pecypc Ilpesunenrta
Poccun. [Dnextponnsiit pecypc]. URL: http://constitution.kremlin.ru/

2. TpynoBoii Kogexc Poccmiickoit ®epepammu. CIIC  «KoHCynapTaHT — TUTIOCY.
[Onekrponnsiii pecypc]. URL: http://www.consultant.ru/document/cons

3. ®enpepanbubiii 3akoH OT 27.07.2006 Ne 149-®3 «O6 mHpOpManuu, HHPOPMATMOHHBIX
TexHosorusx u o 3ammre uHGopmarum». CIIC «KoHcynpTaHT IUTIOCY. [DIEKTPOHHBIHM
pecypce]. URL:http://www.consultant.ru/document/cons

4. ®enepanbHblii 3ak0oH oT 27.07.2006 Ne 152-®3 «O mepcoHanbHbIX AaHHbIX». CIIC
«KoHcynbTaHnt TUTIOCY. [DnexTpoHHbBIN pecypcl].
URL :http://www.consultant.ru/document/cons

5. TIpuka3z Muntpyma Poccun ot 19.05.2021 Ne 3201 «O06 yTBepxkaeHHN (POPMBI, TTOPSIIKA
BeJICHUS U XpaHeHUs TpyAoBbIX KHIDKEK». CIIC «KoHcynbTaHT matocy». [DIeKTpOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

6. TOCT P 7.0.97-2016. Cucrema craHaapTroB mo HHGOpMAIMH, OUOITUOTEUHOMY H
u3JaTeNbckoMy eny. Opranu3alnroHHO-pacliopsiAuTeabHas JoKyMeHTaus. TpeboBaHus
Kk odopmienuto nokymeHTOB. CIIC «KoHcynbTaHT mimocy». [DNeKTpoHHBIA pecypc].
URL: http://www.consultant.ru/document/cons_doc_LAW_44595/

7. Joponuna JI.A. JIokymeHTallmoHHOE OOecreYeHne yIpaBlIeHUs: yUeOHUK U MPAKTUKYM
st cpeaHero npodeccuonanbHoro odpaszosanms / JI.A. Jlopornuna, B. C. Uputukosa.
Mocksa: U3natenbctBo FOpaiit, 2022. 233 c. (IIpodeccuonansHoe obpa3zoBanue). TekcT:
snexkrpounsiii // DBC FOpaiir [caiit]. URL: https://urait.ru/bcode/473802.

8. Kyzuenos M.H. JlokymeHnTannonHoe obecneueHue yrpapieHHs. JJoKyMeHTO0O0OpOT U
JIETIONPOMU3BOACTBO: YUYEOHMK W NPAKTHKYM JJIsI CPETHErO MPOoQecCHOHATBHOTO
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http://www.consultant.ru/document/cons_doc_LAW_44595/
https://urait.ru/bcode/473802

10.

11.

obpazoBanust / U.H. Ky3nenoB. 3-e¢ u3n., mepepad. m gom. Mocksa: M3aarenbcTBo
FOpaiit, 2022. 462 c. (IlpodeccrnonansHoe obpazoBanue). Tekcr: anekTpoHHbIH // DBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/470020.

Kysznenos U.H. JlokymMeHTanimoHHOE 0OecrieueHre yIpaBieH s IEPCOHANIOM: YUeOHUK U
MPAKTUKYM 1715l cpenHero npodeccuonansHoro oopasosanus / M. H. Ky3nenos. Mocksa:
W3narensctBo FOpaiit, 2019. 521 c¢. (IlpodeccuonanpHoe oOpa3oBanue). TekcT:
snekrpounsiii / DBC FOpaiir [caiit]. URL: https://urait.ru/bcode/444432.

[TaBnoBckass O.FO. IlpaBoBoe obOecmeueHUEe KaApOBOTO JEIOMPOU3BOJICTBA: Y4eOHOE
nocobue st By30B / O.FO. ITaBnoBckas. MockBa : U3marensctBo HOpaiit, 2022. 213 c.
(Beicmiee obOpazoBanume). Tekct: »anektponubsrii // OBC HOpaiit [caiit]. URL:
https://urait.ru/bcode/476289.

[lyBamoBa H.H. OcHOBBI 1e710MpOU3BOJCTBA: YUYEOHHUK W MPAKTUKYM JUJISI CPEIHErO
npodeccuonansHoro obpazoanus / H.H. IllyBamoBa, A.KO. MBanoBa; mox ooOuieit
penakmueit H.H. IllyBanoBoii. 2-¢ m3n., mepepad. u mon. — MockBa: M3mareiascTBO
FOpaiit, 2022. 428 c. (IlpodeccuonansHoe obpazoBanue). Tekcr: anekTpoHHbIH // DBC
FOpaiir [caiit]. URL: https://urait.ru/bcode/469548.
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4 KOHTPOJIb U OLIEHKA PE3YJBTATOB OCBOEHUS ITPOU3BOJCTBEHHOMN NPAKTUKHA

KOHTpOJIB M OLCHKa pPE3yJIbTaTOB OCBOCHUA IMPOrpaMMBbI HpOI/IBBOIICTBeHHOf/'I MPAKTUKHU OCYHICCTBIIACTCA MACTCPOM IMPOHU3BOACTBECHHOI'O

00ydeHUsI/TIpenojaBaTeNieM CIEeUATbHOTO IHUKJIA B MPOIECCe MPOBEACHUS 3aHATHUN, a TAaKKe BBIMIOJHEHUS OOYYarOIIMMUCS/CTyICHTaMU y4eOHO-

MPAKTUYECKUX 3aJaHuil, caaun AuddepeHInpOBAaHHOTO 3a4eTa.

Pe3yabTaThl (0CBOCHHBbIE
npodgeccuoHaIbHbIe KOMIIETEHIIMHU)

OcHOBHbIE IOKA3aTeJIH OLIEHKH pesyJabTartra

@opMbI 1 METOAbI KOHTPOJISI H OLIEHKH

IIK 3.1.

OpraHu3oBbIBaTh PabOTy € TOKYMEHTaMH,
MPUHUMATD y4acTHe B pa3paboTKe JIOKAIbHBIX
HOPMAaTHBHBIX aKTOB OpraHU3aLMH 10 BOIPOCaM
JOKYMEHTAIHOHHOTO 00ECTICYeHHS yIIPaBICHUS.

[IpunsTHe ydacTus B pa3pabOTKe JTOKAIbHBIX
HOPMAaTHBHBIX aKTOB OpraHH3aLUH 10 BOIIPOCAM
JOKYMEHTAIMOHHOTO 00ECTICYeHHS yTIPaBICHUSI.
YMeHue BUETh yIpaBlICHUSCKHE TTPOOIIEMBI U
CIOCOOBI UX PEHICHUSI.

Pa3pabarpiBacT opraHH3allnOHHO-TIPABOBYIO
JOKyMeHTaluo opranuzanuu. Odopmiser
HOpMaTHBHBIE aKkThl B cooTBeTCTBHH ¢ 'OCToM.

ATTECTaIIMOHHBIN JIUCT MO0 UTOTaM
TIPOXOKJICHUS IPOU3BOJICTBCHHOM MPAKTHKH
[1I1.03 ¢ oneHKoii OT pyKOBOIUTENS MPAKTUKH
Ha MPEIIPUATHH.

XapakTepucTuka OT MPEANPUATUS

I[HCBHI/IK I10 IPAaKTHUKE, 3aBepeHan71
PYKOBOIUTECIIAMU ITPAKTUKH.

OT4er no npakTuke

[IpomexyTO4YHBINI KOHTPOJIb
(muddepeHupoBaHHbIN 3a4eT)

IIK 3.2.
Ocy1ecTBiATh paboTy MO COCTABICHUIO U
0o(OpMIICHHIO YIIPABIEHYECKON JOKYMEHTAITUH.

CdopmMupoBaHHOCTH YMEHH: 0QOPMIIATH
PEKBHU3UTHI JOKYMEHTOB, TPOEKTUPOBATH U
ohopMIIATH OJTaHKU JTOKYMEHTOB.
CniocoGHOCTh 0OPMIISTh OPraHU3AMOHHBIE,
pacropsIuTenbHbIe, THPOPMAIIMOHHO-
CIIPAaBOYHBIE TOKYMEHTHI.

Cocranenue u 0opMIICHHUE CITYKEOHBIX
MTHUCEM.

CriocoOHOCTh IPOBOJIUTH PEIAKTHPOBAHUE

ATTeCTallMOHHBIN JIUCT 110 UTOTaM
MPOXOXKACHUS MPOU3BOICTBEHHOM MPAKTUKU
I1I1.03 ¢ oreHKO¥ OT PYKOBOJUTENS MPAKTUKH
Ha MpEeANPUITHH.

XapakTepucTUKa OT MPEANPHUATHS

I[HCBHI/II( I10 IPAaKTHUKCE, 3aBepeHHBII71
PYKOBOOUTECISAMHU ITPAKTUKH.
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TCKCTOB JOKYMCHTOB.

OTyer 1o NMpakTUKe

[IpoMexxyTOUYHBIN KOHTPOJIb
(muddepeHupoBaHHbIi 3a4eT)

IIK 3.3.

OcymecTBiaTh paboTy 1Mo 00paboTKe
BXOJISAIINX, UCXOSIINX U BHYTPEHHUX
AOKYMCHTOB, COIICfICTBOBaTI) OIITUMHN3AIINU
JTOKYMEHTOO00POTa OpraHU3aIlHH.

O3HakoMJICHUE C HOMEHKJIATypOu Jiel
opranuzanuu. OnpeneacHue METOIUKU
cocraBieHus, cOopa HHpopMaIu. YyacTtue B
COCTABJICHHH CBOJIHOW HOMEHKJIATYPHI JIeIT
OpraHH3aIliH.

Bnaneer meToaukoii cocTaBieHUs CBOAHOMN
HOMEHKJIATYPbI Ie7T OPTaHU3allHH.

Bnecenue npennosxeHuil mo onTUMU3AIIT
JIOKYMEHTO00O0pOTa OpraHu3aIuu.

ATTeCcTallMOHHBIM JIMCT 110 UTOTaM
MPOXOXKACHUS MPOU3BOICTBEHHOM MPAKTUKU
[1I1.03 ¢ o1eHKO# OT PyKOBOAUTENS MPAKTUKH
Ha TIPEANPUITUH.

XapakTepucTrKa OT NPEANPUITHUS

JIHEBHUK 110 PAKTUKE, 3aBEPEHHBIN
PYKOBOIMTEISAMU IIPAKTUKH.

OrtueT 1o IIPaKTUKE

IIpomexyTOYHBINM KOHTPOJIb
(nuddepeHnmpoBaHHbIN 3aueT)

IIK 3.4.

Opranu3oBbIBaTh pabOTy MO perucTpalui,
y4eTy, XpaHEHUIO U IIepesade B
COOTBETCTBYIOILINE CTPYKTYpPHBIE
MO/Ipa3JeJICHNs] JOKYMEHTOB TEKYILETO
JeTI0TIPOU3BO/ICTBA.

YMeTh perucTpupoBaTh JOKYMEHTHI B
KYpHaJIax; COCTaBJISITh ONEPOrPaMMBI
JBUKECHMSI TOKyMEHTA, TIOCTAaBJICHHOIO Ha
KOHTPOJIb 32 HCIIOJHEHUEM.

CriocoOHOCTh aHATM3UPOBATh OPraHU3ALIUIO
XpaHeHUsl JOKYMEHTOB U JIeJl.

ATTECTallMOHHBIN JIUCT IO UTOTaM
MIPOXO’KACHUSI TPOU3BOJICTBEHHOM MPAKTUKU
[1I1.03 ¢ oLeHKOM OT PYKOBOJIUTENS MPAKTUKU
Ha IpeIIpUSITUH.

XapakTepucTrKa OT MPEANPUITHS

JIHEBHUK IO MPAKTHUKE, 3aBEPEHHBIN
PYKOBOAUTENISAMH IPAKTUKH.

OrtueT 1o IIPAaKTUKE

[IpomeKyTOYHBIN KOHTPOJIb
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(muddepeHupoBaHHbIi 3a4eT)

IIK 3.5.

Ocy1iecTBiATh padOTy MO CUCTEMATH3AIHH
JIOKYMEHTOB, COCTaBJIATh HOMEHKJIATYPY J1€1 U
(GhopMHUPOBATh TOKYMEHTHI B JIEJA.

BriOupaeT BepHBIC TpHEMBI 00PaOOTKH
BXOJIAIINX, UCXOISIINUX TOKYMEHTOB, B
3aBHCUMOCTH OT CIIOCOOOB TIOTYYCHUS
KOPPECTIOHICHITHH.

ATTECTallMOHHBIN JIUCT 10 UTOTaM
MIPOXOXKACHUS MPOU3BOICTBEHHOM MPAKTUKU
[I1.03 ¢ oneHKO# OT pyKOBOAMUTENS TPAKTUKU
Ha MPEeANPUITUH.

XapakTepucTrKa OT MPEANPUITHUS

JIHEBHUK 110 PAKTUKE, 3aBEPEHHBIN
PYKOBOIMTEISAMU IIPAKTUKH.

OrtueT 1o IIPpAKTHUKE

[IpoMexyTOUYHBIN KOHTPOJIb
(muddepeHmpoBaHHbII 3a4eT)

IIK 3.6.

[IpoBoauTh paboTy 10 MPOBEPKE CPOKOB
XpaHEHUs JOKYMEHTOB Ha OCHOBE IEpEeYHEN
JOKYMEHTOB, 0()OpMIISITh TOKYMEHTHI
9KCIIEPTHON KOMHUCCHHU U OIIUCHU L.

Ocy1ecTBIIeT HKCIIEPTU3Y LIEHHOCTHU B
COOTBETCTBHUH C JICUCTBYIOLINM
3aKOHOJATEIbHBIMU aKTaMH.

Bener anexTpoHHBIE CIIPaBOYHUKH OpraHU3auu
10 JOKYMEHTAaM apXuBa.

ATTECTallMOHHBIN JIUCT IO UTOTaM
MIPOXO’KIACHUS POU3BOICTBEHHOMN MPAKTUKU
I1I1.03 ¢ o1eHKOM OT PyKOBOAUTENS IPAKTUKH
Ha IPeIIpUSITUN.

XapakTepucTrKa OT MPEATPUITHUS

JIHEBHHUK 110 NPAKTHUKE, 3aBEPEHHBIN
PYKOBOAMTEIIAMU IPAKTUKH.

OrtueT 1o IIPAaKTUKC

ITIpomexyTOUYHBIN KOHTPOJIb
(muddhepeHITMpOBaHHBIN 3a4eT)

DopMBI 1 METO/IBI KOHTPOJISI U OIICHKU PE3yJIbTaTOB 00yUEHHUS MO3BOJISIOT TPOBEPUTH Yy 00YJAIOITUXCS HE TOJIBKO CHOPMHUPOBAHHOCTH
npodeccHoHaNBbHBIX KOMIETSHIIHI, HO U Pa3BUTHE OOIINX KOMITETEHITUN 1 00€CTIeUNBAIOIINX UX YMEHHIA.
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PesyabTaTnl PesyabTaTnl OcHoBHbIE NOKa3aTe/u OLleHKHU pe3yJbTaTa ®opMBbI M METOIbI
(ocBOEHHBbIE 001IIHEe KOMIIETEHI[HH) (ocBOEHHbBIE KOHTPOJIA U
npogeccuoHaIbHbIE OLIeHKH
KOMIIETEHI[MH)
OK 1. BeiOupaTb crioco0bl peneHus MK 3.1 OpraHu3oBbIBaeT COOCTBEHHYIO AEATEIBHOCTD U XapakTepuCcTHKA 110
3a/1a4 nmpodeccruoHaIbHOM K 3.2 MpeJIaraeT CBOM CIOCOOBI PEIICHUs TPU BHITIOJHEHUN WUTOTaM
JEATEIIbHOCTH TPUMEHUTENBHO K TIK 3.3 3aJIaHNM; MPOXOKICHUS
Pa3IMYHBIM KOHTEKCTaM. I[IK 3.4 [IpuHuMaeT pemeHns B CTaHAAPTHBIX U HECTAHAAPTHBIX PEIUIIOMHOR
I[IK 3.5 CUTYyalHsIX U HECET 3a HUX OTBETCTBEHHOCT. IIPAKTUKU C
TIK 3.6 MOIUCHIO
PYKOBOJUTEIS
OK 2. Mcnonb30BaTh COBPEMEHHBIE K 3.1 Ocy1ecTBIISIET MOUCK, AaHAJIW3 U OLIEHKY HUH(OpMaInu, MPaKTUKHU Ha
Cpe/ICTBa IOMCKa, aHaJIu3a U [IK 3.2 HE00XO0AUMOM J1s1 TOCTAHOBKU M PELLICHUS IpEIIPUITUH
HWHTEpIpeTay HHHOPMAIIIH, U K 3.3 npodeccnoHaABHBIX 33/1a4, TPO(HECCUOHATLHOTO U
MH(POPMAIIMOHHBIE TEXHOJIOTUH IS [IK 3.4 JIMYHOCTHOI'O pa3BUTHUA
BBIIIOJIHEHHS 33734 IIK 3.5
podecCuoHaIbHOM e TEIbHOCTH 1K 3.6
OK 3. [InannpoBaTh U pean30BbIBATH IIK 3.1 OmnpenensieT U BBICTPAaUBAET TPAEKTOPUH NMPO(HECCHOHAIBHOTO
coOCTBEHHOE MpodheccnoHaIbHOE U [IK 3.2 pa3BUTHS U caM000pa3oBaHusl. BeIsBiIsSET JOCTOMHCTBA U
JUYHOCTHOE PAa3BUTHE, IIK 3.3 HEJ0CTaTKU KoMMepueckoil uzen. Ilpesenryer nueun
MPEATPUHUMATENBCKYIO A TENBHOCTD K 3.4 OTKPBITHSI COOCTBEHHOTO JieJia B MPOpECCUOHATbHON
B ipodeccuoHanbHOM chepe, IIK 3.5 nesrenabHocTH. Ogopmisier 6u3Hec-1u1aH. PaccunteiBaer
MCI0JIb30BaTh 3HaHUA N0 (PUHAHCOBOM IIK 3.6 pa3Mepsl BBIIIAT MO IPOLEHTHBIM CTaBKaM KPEAUTOBAHUS
IPaMOTHOCTH B Pa3JINYHbIX
KU3HEHHBIX CUTYaIUsIX
OK 4. PaGoTtaTh B KOJUIEKTUBE U IIK 3.1 JleMoHCTpalus CocoOOHOCTH paboTaTh B KOMaH/IE
KoMaHe, 3 (HEeKTUBHO [IK 3.2 3¢ (eKTUBHO B3aMMOJIEICTBOBATH C MPEMNOo1aBaTeIsIMU
B3alMOJIEIICTBOBATD C KOJIJIETAMU, IIK 3.3 U COKYpCHUKaMHU
PYKOBOJICTBOM, KIINEHTaMU [IK 3.4
IIK 3.5
IIK 3.6
OK 5. OcymiecTBisATh YCTHYIO U K 3.1 BrinonHseT nuceMeHHbIE 3aJJaHUs U CTPOUT CBOU
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MUCbMCHHYIO KOMMYHHKAIIUIO HA

[IK 3.2

YCTHBIC OTBCTHI HA TOCYJaPCTBCHHOM SA3BIKC

roCyJ1IapCTBEHHOM s3blke Poccuiickoi K 3.3 Poccutiickoit deneparuu ¢ yaeToM 0COOCHHOCTEH
denepanuu ¢ yueToM 0COOCHHOCTEH [IK 3.4 COLMAJIBHOTO U KYJIBTYPHOT'O KOHTEKCTA
COIIMAJILHOTO U KYJIBTYPHOTO K 3.5
KOHTEKCTA, IIK 3.6
OK 6. IIposBasaTh rpaxaaHCKo- K 3.1 OTHOCHUTCS K NIPENnoAaBaTeIsiM, K COTpYAHUKaM U
MMATPUOTUYECKYIO TTO3ULIMIO, IIK 3.2 y4amuMcs y4eOHOTO 3aBE/ICHUS YBOKUTEIBHO,
JIEMOHCTPUPOBATH OCO3HAHHOE IIK 3.3 co0ir01as1 00LEUEeNIOBEYECKUE LIEHHOCTH.
[OBEIEHHE K 3.4 B cBoMX BbICKa3bIBaHUSAX MPOSBIISIET IPAKIAHCKO-
Ha OCHOBE TPaIUITMOHHBIX K 3.5 MaTPHOTHYICCKYIO MO3ULHIO0
00II[EYETOBEYECKUX [IEHHOCTEM; IIK 3.6
OK 7. ConeiicTBOBaTh COXPaHEHUIO K 3.1 [Ipu BBIMOJIHEHUM TPAKTHUYECKUX PAOOT:
OKPY’KaroIlleH cpeasl, [IK 3.2 COXpaHseT CBoe pabouee MECTO B HaJJIEXKAIIEM TTOPSIKE,
pecypcocoepexeHuto, 3PPeKTUBHO IIK 3.3 3¢ (HEeKTHUBHO UCTIONB3YET MaTePHAIIbl, YTHIN3UPYET OCTATKH
JIEMCTBOBATh B UPE3BbIYaNHbIX I[IK 3.4 MaTepHUaloB B CHEIUAIbHbIE KOHTEUHEPHI.
CUTYaIUX; IIK 3.5

I1K 3.6
OK 8. HUcnonb30Bath cpencraa IIK 3.1 B npornecce 00yueHHs COXpaHseT U YKpEeIUIIeT CBOU
(bu3nyuecKoil KyJabTyphl Uis K 3.2 (u3nueckre BO3MOXKHOCTH U 310poBbe. OTCYTCTBUE
COXpaHEHUs U YKPEIUJICHUS 310POBbs B [IK 3.3 MPOMYCKOB 3aHATUIA. BhINONMHAET MpakTUYECKHE 3a1aHUs C
npoiiecce npogecCuoHaATbHOM K 3.4 COOJTI0JICHUEM CAHUTAPHBIX HOPM M TEXHUKHU O€30MacHOCTH.
NEATEIbHOCTH U NOAACP/KAHUSA IIK 3.5
HEO0OXOIMMOTO YPOBHS IIK 3.6
¢$u3nUecKoil MOAr0TOBIEHHOCTH;
OK 9. ITonp30BaThLCA TIK 3.1 [TonnMaeT 00N CMBICIT YE€TKO MTPOU3HECEHHBIX
npodeccnoHabHON TOKyMEeHTaluen IIK 3.2 BBICKa3bIBaHUI Ha U3BECTHBIE TEMBI (IIPOPEeCCHOHATbHBIE
Ha rOCYJIapCTBEHHOM U MHOCTPAHHOM IIK 3.3 OBITOBBIE), TOHUMATh TEKCTHI Ha 0a30BbIE MPO(ECCHOHATBHBIE
SI3bIKAX. [IK 3.4 TCMBI;

K 3.5 y4acTBOBATh B IMAJOorax Ha 3HAKOMBIE OOIITHE U

K 3.6 npodeccroHanbHbBIE TEMBI,

CTPOMTH NMPOCTHIE BHICKA3bIBAHUS O ce0e 1 O CBOEH
poeCCHOHATILHOM JIeATEIbHOCTH;
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KpaTKO OOOCHOBBIBATh U OOBSCHSATH CBOM JICHCTBUS (TEKYIIIHE
Y TJIAaHUPYEMBbIC);

MMCATh MPOCTHIE CBSI3HBIC COOOIICHHS HA 3HAKOMBIC UITU
HMHTEpeCYyIoNye NpodeccuoHABHBIC TEMBI
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