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1 OBIIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI TPOU3BOJCTBEHHOM
INPAKTUKHA

IIM. 01 OcyIIIeCTBJIeHI/Ie OpPraHu3aluOHHOT0 U JOKYMECHTAINHOHHOI'0 odecneyeHns
ACATECJIBbHOCTU OpraHn3anmun

1.1. Heap u nnanupyemMble pe3y/ibTaTbl 0CBOCHHUS NPOM3BOICTBEHHON MPAKTUKH

B pesynprate m3ydeHus NpoPECCHOHATBHOTO MOJIYJNS CTYACHT JOJDKEH OCBOUTH
OCHOBHOH BUJ ACATCIBHOCTU ((OCYHIGCTBHGHI/IG OpraHru3allMOHHOTO W JOKYMCHTAIIMOHHOT'O
oOecrieueHns JEATSIIbHOCTH OPraHWU3allii» W COOTBETCTBYIOIIHME €My OOIre KOMICTCHIIMH U
npodeccuoHaIbHbIC KOMITIETCHIINH:

1.1.1. TlepeueHb OOIIMX KOMIETEHITHI

Kon HanMmenoBanue 00X KOMIIETEHIINI

OK1 Br16upaTh ciocoOsb! perienns 3aaad npohecCuoHaIbHON AesTeIbHOCTH,
MPUMEHHUTENHHO K Pa3IMYHbIM KOHTEKCTaM.

OK 2 Hcnonp30BaTh COBpEMEHHBIE CPEACTBA IOUCKA, AaHATIN3A U MHTEPIIPETAlUN

nHpopMaluy U HHPOPMAIIMOHHBIE TEXHOJIOTUH IS BHIIIOJHEHUS 3a7a4
poheCcCHOHATBHOU NESITETEHOCTH.

OK 3 [1nanupoBaTh U peanu30BbIBaTh COOCTBEHHOE MPOGECCHOHATIBLHOE U TUYHOCTHOE
pa3BUTHE, TPEITPUHUMATEIBCKYIO IESTENILHOCTh B PO eccHoHalbHOU cdepe,
UCTIONIB30BATh 3HAHUS 10 (PUHAHCOBOW TPAMOTHOCTH B PA3IMYHBIX KU3HEHHBIX

CUTYaIUSIX.
OK 4 D¢ dexkTuBHO B3aUMOICHCTBOBATh U PAa00OTATh B KOJUIEKTHBE U KOMaH/IE.
OK 5 OcymiecTBIATh YCTHYIO M MUCbMEHHYI0 KOMMYHHKAIUIO Ha FOCYJapCTBEHHOM

s3pike Poccuiickoit deaepanun ¢ yaeToM 0COOCHHOCTEH COIMAIBHOTO U
KyJIbTYpPHOTO KOHTEKCTA.

OK 6 [IposiBSITH rpaxaaHCKO-NATPUOTHUECKYIO TO3UIIUIO, IEMOHCTPUPOBATH
OCO3HAHHOE MOBEJICHHE HAa OCHOBE TPAJIUIIMOHHBIX O0IIEYEI0BEYECKIX [IEHHOCTEH,
B TOM YHUCJIE C yYETOM rapMOHU3AIUU MEKHAITMOHATIBHBIX U MEXKPEITUTHO3HBIX
OTHOIICHU, MPUMEHATH CTAaHJAPTHI AHTUKOPPYNIIUOHHOTO TTOBEICHHUS.

OK7 CopeiicTBOBAaTh COXpaHEHHUIO OKPYKAIOIIEH CpelIbl, pecypcocOepeKeHuIO,
MPUMEHSTH 3HaHUs 00 U3MEHEHHUU KIIMMaTa, MPUHIIUITBI OepeKIMBOTO
MIPOU3BOJICTBA, 3 (HEKTUBHO JEHCTBOBATH B UPE3BbIUAWHBIX CUTYALIUAX.

OK 8 Hcnonb3oBath cpeacTBa PU3NYECKOM KyIbTYphI 7151 COXpAHEHHS U YKPEIUJICHUS
3JI0pOBbS B Mpoiiecce MpohecCHOHaIbHON AeATEIbHOCTH U MO ICP KAHUS
HE0OX0IMMOTO YPOBHS (PU3MUECKOMN MOATOTOBICHHOCTH.

OK9 [Tonb3oBatbes mpodeccnoHanbHOM JOKYMEHTAIMeH Ha TOCYAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

1.1.2. Tlepeuyenp npodeccuoHaIbHbIX KOMIETCHINH

Kon HaunmeHoBaHMe BUIOB I€ATEILHOCTH U MPO(HECCHOHAIBHBIX KOMIIETCHIIUIH

BA1 Ocyl1ecTBieHne OPraHU3allMOHHOTO U IOKYMEHTALMOHHOTO 00ecTieyeH sl
JESITEIbHOCTH OPraHU3alHH.

IK 1.1. Ocy1ecTBIATh IpueM-Tiepeady yrnpaBieHuUeCKoi nHpopMauy ¢ HOMOUIbIO
cpeAcTB UHPOPMALMOHHBIX U KOMMYHUKAITMOHHBIX TEXHOJIOTHH.

IK 1.2. KoopaunupoBaTh paboTy NpUEMHOIN PYKOBOJIUTENS, 30H MPHEMa Pa3INUHbIX
KaTeropuil NOCETUTENEH OpraHu3aliy.

I1K 1.3. Brnaners HaBbIKaMM TUTAHUPOBaHMSI pab0Yero BpEMEHU PyKOBOJAMUTEIS U CEKpeTapsl.

I1K 1.4. OcyniecTBIATh NOATOTOBKY JIENOBBIX OE30K PYKOBOIUTEINS U APYTUX




COTPYAHHUKOB OpraHU3aL1H.

IIK 1.5. Brnanets cnoco6amu opranu3zanuu pabodyero mpocTpaHcTBa MPUEMHOM 1 KaOuHeTa
PYKOBOAUTEIIS.

1K 1.6. OcymecTBiATh paboTy MO MOATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX
MEpONpUATHI, 0OecrieunBaTh HHHOPMAIIMOHHOE B3aUMO/ICHCTBHE PYKOBOIAUTEIS C
MOIPa3/ICICHUSIMU U JIOJDKHOCTHBIMH JIMLIAMH OPTaHH3aIIH.

IK 1.7. OdopmIATh OpraHN3aIMOHHO-PACTIOPSAUTEIBHbIE JOKYMEHTHI M OPTaHU30BBIBATh
paboTy ¢ HUMH, B TOM YHCJIE C HCIIOJb30BAaHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

IIK 1.8. OdopMIIATE TOKYMEHTHI 110 JINYHOMY COCTAaBY U OPTaHM30BHIBAaTH pabOTy C HUMHU, B
TOM YHCJIE C UCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IK 1.9. Oprann3oBbIBaTh TEKYIIEEC XpaHEHUE JOKYMEHTOB, 00pabOTKY e s

OIICPATHBHOI'O U aPpXUBHOTI'O XPAHCHUS, B TOM YUCJIC C UCIIOJIB30BAHUCM
ABTOMATHU3UPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbTaTe 0CBOEHUS MPOU3BOJICTBEHHON MPAKTUKH CTY/ICHT JIOJDKEH:

Nmets npakTuyeckuii - Ilonyuenuss HeoOXxoaumol uHpopManMu U nepesadu

OIIBIT

CaHKIMOHUPOBAHHOW HH(OpPMAlMM C HCIOJIb30BAaHHEM
CpeaCTB  MH(OPMAIMOHHBIX W KOMMYHHMKAI[MOHHBIX
TEXHOJIOTUH.

- Koopaunauuu pa®oTel NpUEMHON PYKOBOIUTENS M 30H
MIpyueMa pas3InyHbIX KaTErOprui MOCETUTENEN OpraHN3alnH.

- IlnanupoBaHusi pabouero BpEMEHU PYKOBOIUTENS H
paboyero aHs ceKkpeTaps.

- OpraHuzanuy JenoBbIX MOE3J0K PYKOBOAMTENS U JAPYIHX
COTPYIHUKOB OpTraHU3al1H.

- Oprasuzanuu 1 noajaepxkanus (pyHKIIHOHATLHOTO paboydero
IIPOCTPAHCTBA.

- OpraHu3anuy NOATOTOBKM M TNPOBEJNEHUS KOH(EPEHTHBIX
MEPOTIPHUATHIA, obecrieueHus WH()OPMAITMOHHOTO
B3aUMOJICHCTBUSI PYKOBOJIUTENS C MOJAPA3ACICHUSAMU U
JOJDKHOCTHBIMU JIMIIAMH OpraHU3alUH.

- Odopmiuenus OpraHU3alMOHHO-PACIIOPSUTEIBHBIX
JOKYMEHTOB U OpraHu3aly paboThl ¢ HUIMM, B TOM YHCIE C
UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

- OdopmieHuss JOKYMEHTOB II0 JIMYHOMY COCTaBy U
opranusanuu paboThl € HHMH, B TOM 4YHCIE C
UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

- Oprasuzanuy TeKyIero XpaHeHus J0KyMeHTOB, 00paboTKH
JIeJ1 JUIsl OTIEpaTUBHOTO 1 apXUBHOI'O XPaHEHUs, B TOM YHCIIe
C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

yMETb

- OpraHu3oBBIBaTH pabodyee MeCTO B COOTBETCTBHU C
TpeOOBAHUSAMH 3PTOHOMUKH U KYJIbTYpPhI TPY/A;
- obecreunBath pabouee MecTo U (YHKIMOHAIbHOE pabouee

IMPOCTPAHCTBO HCO 6XO)II/IMBIMI/I cpeacTBamMu
OpraHHSaHHOHHOﬁ TCXHHKU, MeOelbplo0 U KaHICIIIPCKUMU
MMPUHAMJICKHOCTAMU

- TOJJICP)KUBATh CPEICTBA OPraHU3AlMOHHOW TEXHUKU B
paboyeM COCTOSIHUH;

- TMpPUMEHSTh B paboTe cpeacTBa HWHPOPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

- HCIOJIb30BaTh cpezcTBa UH(POPMAIIMOHHBIX "




KOMMYHHUKAIIMOHHBIX ~ TE€XHOJIOTUH I TOJY4eHUS |
nepeaayn nHHOpPMaIHH;

yCTaHaBJIMBAaTh W  MOJACPKMUBATH KOMMYHHKAIlUA B
nporecce JeI0BOro OOIIEHHST C TIOMOIIBIO  CPEICTB
UH(GOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHI;
OCYILIECTBIISATh coop, 00paboTKy UHpOpManuy,
CHCTEMATH3AIIHIO MOJTyYaeMbIX H MEPEaBaeMbIX JIaHHBIX;
OCYILIECTBIISITh NTPOBEPKY JTOCTOBEPHOCTH, TIOJHOTHI U
HETPOTHBOPEYMBOCTH JIAHHBIX, HCKIIOYEHUE TyOIUPOBAHUS
UH(pOPMAIHH;

CTJIQXKMBAaTh  KOH(MJIMKTHBIE W  CIIOKHBIE  CHTYalluu
MEKIIMYHOCTHOTO B3aUMO/ICHCTBHUS;

COOIIONIATh ATHKET M OCHOBBI MEXKIYHAPOTHOTO MPOTOKOJIA;
obecrieunBaTh nH(pOPMAIMOHHYIO 0€30MacHOCTh
JeSITeTbHOCTH OPTaHNU3aINH;

BECTHU M HCIOJNb30BaTh B paboTe 0azy KOHTAaKTOB
OpraHu3aIuy;

BECTH YUYETHBIE PErHCTPalMOHHBIE (DOPMBI, HCIIOJIB30BaTh
uX JUIsi ”HGOPMallMOHHON paboThl U PabOTHI O KOHTPOJIIO
HCIIOJTHEHUS IOPYYEHHI;

BCTpEYaTh MTOCETUTETICH, MOJTy9aTh MIEPBUYHYIO
nH(}OpPMaIINIO O TOCETUTEIAX,

yCTaHaBIIMBATh MOPSIOK MTpUEMa JIIsl pa3IMIHBIX KaTeTOpHid
MOCEeTUTENIell  MpUHUMATh  MEphl 10  COXPaHCHHIO
KOHpUACHIMAIbHOW uWHOpMAIMu B XOJAe  IpHeMa
IMOCETUTEICH;

BECTU YUETHbIE PETrUCTpallOHHBIE (OPMBI IO MPHEMY
noceTuTesel U opopMIISTh MPOITyCKa;

OCYILIECTBIISITH IPUEM, TIEpejauy U OTIPABKY JOKYMEHTOB;
OpPraHU30BBIBATH M OPOHUPOBATH NIEPETOBOPHBIE KOMHATHI;
CepBUpPOBaTh YaifHbIC (KOdelHbIC) CTOJIBI B 0uce;
BBIOMpaTh  (OpPMBI  IUIAHUpPOBaHUA W OQOPMIIATH
IUTAHUPOBILKK (OpraHai3ep) pyKOBOAUTENS U CEKpETaps;
yCTaHABIUBATh LENH, OINPEAesITh IMPUOPUTETHOCTh H
OYEepPETHOCTh  BBINOJIHEHUS  pabor W 3PdexTuBHO
pacnpenensarts padouee Bpemsi;

COTJIaCOBBIBATH BCTPEYM M MEPOIPHITHS U BHOCHUTH
nH(OpMaIHIO B TUIAHUPOBITUK (OpraHansep);
UH(GOPMUPOBATH PYKOBOIUTEINS O PUOIKEHUU BPEMEHH U
peraamMeHTe 3arIaHuPOBAaHHBIX BCTPEY M MEPOTIPUSTHI;
BBIOMpATh  ONTUMAJIbHBIE  CIIOCOOBI  BHEUIHETO |
BHYTPEHHETO UHGOPMUPOBAHUA O  IUIAHUPYEMBIX
MEPONPUATHSIX;

COCTaBIATH M OGOPMIATH JTOKYMEHTHI JUISL JICNOBBIX
HOE3/I0K;

OCYILECTBIISATh TPEBEJ-MOJIEPIKKY JAETOBBIX MOE3/0K;
COTJIaCOBBIBATh C MpPUHUMAIOIIEH CTOPOHOH TMPOTOKOI
IUTAHUPYEMBIX MEPOTPUATHIT U (OpMHUPOBATH HpOTpamMmy
JIEIIOBOM IIOE3/IKH;

UCIIOJIb30BaTh cpeacTBa UH(OPMAIIMOHHBIX u
KOMMYHHUKAIIHOHHBIX ~ TEXHOJOTHH Jnsi  oOecredeHus
B3aUMOJICHCTBHS C PYKOBOJUTENIEM BO BPEMsI €TO JINIOBOM




HOC3/IKH;
0(OPMIISATH OTYETHBIEC JOKYMEHTHI O JICIIOBOW MOE3IKE;
OpPraHu30BBIBATh IMPOLECC TOATOTOBKM M TPOBEICHHE
KOH(EPEHTHOTO MEPONPUATHS WHAUBUIYAILHO U B COCTaBE
paboueii rpymnisl;

JOKYMEHTHPOBATh Pa3HbIEC TAIbI MPOLEAYPHI TIOATOTOBKU U
IpOBEICHUS KOH()EPEHTHOTO MEPOTIPUSTHS;

COCTaBIISITh MIPOEKTHI OpraHU3alUOHHBIX,
pactopsIUTeNbHBIX U HMH(GOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB, B TOM 4YHCJE JIOKYMEHTOB, COZIEP)KAIINX
KOH(HISHIINATHHYIO HH()OpPMAIHIO;

opopMIIATH OpraHN3alMOHHO-PACTIOPSIUTELHBIE
JOKYMEHTHI (OpUTMHAJIBI U KOIIUH);

CKaHHPOBaTh, KOMUPOBATh M KOHBEPTHPOBATH IOKYMEHTHI B
pasnuyHble GOpMaThl;

OCYIIIECTBIISITh ~ TIPOBEPKY  MPOEKTOB  JTOKYMEHTOB Ha
COOTBETCTBHE TPABHUIIAM JIEIIONIPOU3BOJICTBA,

MPUHAMATH M MPOBOUTH IEPBUIHYIO 00paOOTKY BXOISAIINX
JTOKYMEHTOB;

MPOBOJIUTH TPEIBAPUTEIEHOE PACCMOTPEHHE BXOISIIUX H
BHYTPEHHUX JJOKYMEHTOB;

pPETUCTPUPOBATh BXOJSIINE, HUCXOIIIINE W BHYTPEHHHE
JOKYMEHTEHI;

KOHTPOJIMPOBATh MAapIIpyTU3AUI0 JOKYMEHTOIIOTOKOB B
opraHuzanuu (corjacoBaHue, MOJNMCAHUE, YTBEPXKACHUE,
perucTpanysi, 03HaKOMJIEHUE U UCIIOJHEHUE JOKYMEHTOB);
OCYILECTBIISATh CPOKOBBI ~ KOHTPOJIb  HCIIOJHEHUS
JOKyMEHTOB;

OCYIIECTBISATh  00paOOTKY ®  OTIPaBKy  HCXOJSIIHX
JOKyMEHTOB;

COCTaBJISAITh OTYETHl M AHAIMTUYECKHE CIpPaBKU 00
UCIIOJIHEHUH TOKYMEHTOB;

BECTH MH(POPMALMOHHO-CIIPABOYHYIO paboty o
JOKyMEHTaM;

OCYLIECTBIIATh paboty ¢ OpraHu3alMOHHO-
pacropsiAuTeaIbHbBIMU JOKyMEHTaMHU B
aBTOMAaTU3UPOBAHHBIX CHCTEMAX;

o0OecrieunBaTh  COXPAHHOCTh  MEPCOHAIBHBIX  JIAaHHBIX
PabOTHUKOB;

OpPraHu30BBIBATH JOKYMEHTOOOOPOT IO MPEICTABICHUIO
JOKYMEHTOB I10 IIEPCOHAITY B FOCYJapCTBEHHbBIC OPraHbl;
OPraHu30BBIBATH JOKYMEHTOOOOPOT O YYETY U JABHIKEHUIO
PabOTHUKOB;

BECTH BOMHCKUH ydeT pabOTHUKOB;

BECTH y4eT pabouero BpeMeHH pabOTHHUKOB,;

opopMIIATh OpraHU3allMOHHO-PACTIOPSUTENIbHbIE
JOKYMEHTBI 110 IMYHOMY COCTaBY;

BECTU  pEruCTpalMio, YdeT, OIlEepaTUBHOE  XpaHEHHe
JIOKYMEHTOB I10 INYHOMY COCTaBY;

BECTU JIOKYMEHTAIMI0, MOJTBEPXKIAIOMIYI0 CBEJCHUS O
TPYZIOBOM J€ATEIBHOCTH U TPYAOBOM CTaXXe PaOOTHHUKOB;
(dbopMHUpOBaTh JINYHBIE Jiesla pAOOTHHKOB;




oopmiATe fAena MO JUYHOMY COCTaBY Ul IE€pefadyd B
apXyB OpraHU3allHu;

paboTarh cO CrenuaTM3UPOBAHHBIMH HH()OPMAIOHHBIMU
cucreMaMi u 0azaMu JaHHBIX 10 BEACHUIO YydeTa u
JIBIDKEHUIO PaOOTHHKOB;

pa3pabaTbIiBaTh HOMEHKJIATYPY A€ OpraHnu3aluu;
IPOBEPATh MPABHIBHOCTh O(GOPMIICHHS JOKYMEHTOB U
OTMETKM 00 WX WCIIOJIHEHHH Tepea MX (pOpPMHpPOBAHUEM B
JIeTI0 A7t TOCIEAYIOIIEr0 XPaHEeH s,

dopmupoBaTh JAena, KOHTPOJIMPOBATH NPABWIBHOE U
CBOEBPEMEHHOE PacIpeeICHUEe U MOIINBKY JOKYMEHTOB B
7ie7ia B COOTBETCTBUH C HOMEHKJIATYpOil Jel;

NPOBEPATH CPOKU XPaHEHHs] JIOKyMEHTOB, COCTaBIISITH
IPOTOKOJI pabOTHl IKCIIEPTHOM KOMHCCHHU IO TMOJTrOTOBKE
JOKYMEHTOB K TIepe/iadye B apXWB;

COCTABJISITH aKT O BBIJICNICHUH K YHHUTOXEHHUIO JOKYMEHTOB,
HE IMO/IJISKAIINX XPaHEHHIO;

COCTaBJISITh aKT 00 YHUYTOKEHUH JIOKYMEHTOB;
OCYIIECTBJIATh TOJHOE WM YacTHYHOE odopmiieHHEe aem
BPEMEHHOTO, TIOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB
XpaHEHUST,

COCTaBJISITb OMHUCH JeJ CTPYKTYPHBIX IOApa3eieHUN
MMOCTOSTHHOTO, JIOJITOBPEMEHHOTO CpPOKOB XpaHEHUS LIS
nepeiaun IeNl B apXUB OPTaHU3aIlNH.

3HATh

HOpMaTHUBHBIE MpaBoBbie akThl Poccuiickoit denepanun B
chepe  WHPOPMAIMOHHBIX U  KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH, MO0 3amuTe WHpopMarui, WHPOPMAIMOHHON
0e30macHOCTH, TI0 padoTe C oOpalieHUsIMUA TpaXaaH, IO
OpraHu3anuu JIeNI0BOM MOE3/KH, B chepe
NENIONPOU3BOJICTBA M apXUBHOTO Jena, B cdepe
perylnupoBaHus TPYJOBBIX OTHOILICHUN;

JIOKQJIbHBIE HOPMATHUBHBIE AaKThl, pPETJIAMEHTUPYIOIINE
NEeSTeNIbHOCTh ~ CIOYKObl ~ JEJIONPOU3BOJICTBA U €€
pabOTHUKOB, OpPraHU3alMI0 BEIEHUS JIEJIONPOU3BOJICTBA,
nepegady el B apXuMB  OpraHu3alud, a  TaKke
peraaMeHTHPYIOLINE TPYAOBbIE OTHOIICHUS;

CTPYKTYpy OpraHu3alud, €€ 3agaud U  (QyHKIuwH,
pactipeaeneHue  QYHKUMA ~ MEXAY  CTPYKTYPHBIMU
MO/Ipa3/IeNIeHUsIMU U CIICIUATUCTAMH,

TpeOoBaHUsI OXpaHbl TPy/a, MPOU3BOICTBEHHON CaHUTAPUH,
MPOTUBOTIOKAPHOH 3aIIHTHI;

OCHOBBI TPaBWJIBHOW OpraHu3aludyd Tpyda U  METOJbI
HOBBIIIEHUS ero Y3PPEeKTUBHOCTH;

OCHOBHI YIIPaBIICHUS] BPEMEHEM;

BU/IbI OPraHU3AIIMOHHONM TEXHUKH U MIPaBHIia paOOTHI C HEM;
METOJIbl  00pabOTKM W  3alMThl  HHPOpMAMH  C
MpPUMEHEHHEM CpEICTB MH(OPMAIIMOHHBIX u
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH;

COBpPEMEHHbIE HH(OpPMAIIMOHHBIE U KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH, MPUMEHSIEMbIE B paboTe C JAOKYyMEHTamH, B
TOM YHCJIE M0 INYHOMY COCTAaBY;

STUKET ¥ OCHOBHI MEXKyHAPOHOTO MPOTOKOJIA;




—  3THUKY JIJIOBOTO OOIIECHUS;

- TpaBWJIa PyCCKOTO SI3BIKA;

— TpaBWJIa PEYCBOTO ITUKETA;

— HpaBujia TMOAACPKAHUA W Pa3BUTUA MCKIMYHOCTHBIX
OTHOIIICHUM;

- IIpaBUJIa IPOBEACHUS JEI0BBIX IIEPErOBOPOB;

- TpaBWJIa OpraHU3aINU IpUeMa MOCETUTEIEH;

- IpaBWJIa CEPBUPOBKHU YallHOTO (KO(EHHOro0) CTONA;

— HOpAJOoK IIOATOTOBKHM W  AOKYMCHTHUPOBAHUA I[eJIOBOf/'I
TIOC3/IKH;

— HHTEPHET-PECYPCHI I OCYIIECTBICHUS TPEBEI-TIONIEPKKA
JIETIOBBIX MTOE3/I0K;

— KOMIIJICKC OPraHru3aliMOHHO-TCXHUYCCKUX M€p0HpI/I${TI/H71 110
MOJArOTOBKE U MPOBEACHUIO KOH(PEPEHTHBIX MEPOTIPUSATHI;

- mpaBwia OQOpPMIIEHHS JOKYMEHTOB, CO3/1aBacMbIX B
nporecce TOArOTOBKM W TPOBENEHHUS KOH(EpEeHTHOTro
MEPOIPUATHSL;

— COCTaB BHYTPCHHUX u BHCUIHUX I/IH(i)OpMaHI/IOHHBIX
MTOTOKOB;

— PYKOBOJICTBO CTPYKTYPHBIX TIOJpa3[elieHH, 0Opa3isl
HO,Z[HI/ICGf/i JIAII, NMCHOIITUX mpaBo IO AU CAaHU L n
YTBCPXKACHUA OJOKYMCHTOB, MW OrpaHUYCHHA 30H HX
OTBETCTBCHHOCTH,

- BHUABl HOMEHKJATyp Jied, oOmwue TpeOoBaHUS K
HOMEHKJIaType Aell, TOPSAI0K paboThI ¢ HEll;

- mopsanok ¢GopMupoBaHUS U O(GOPMIICHHS neJ, crenuduxy
(dbopMUpOBaHUS OT/IEIbHBIX KATETOPUH AET;

- TpaBWIa XpaHEHUS JeN, B TOM YHCJIE C JOKYMEHTaMHu
OTPaHUYEHHOTO JIOCTYIIA;

- TpaBWIa BbAAYM U HUCIOJB30BaHUS JOKYMEHTOB U3
c(OpMUPOBAHHBIX JEIT;

— TOPANOK HCIIOJIb30BAHUS THUIOBBIX WM BEJIOMCTBEHHBIX
nepeyHeil TOKYMEHTOB, ONpeAeNiCHUS CPOKOB XpaHEHHs B
MPOLIECCE IKCIIEPTU3bI LICHHOCTH IOKYMEHTOB;

— BU/JBI ONIHCEH JeNl OpraHu3alry U NOpsA0K paboThl C HUMHU.

1.2. Kosiu4ecTBO 4acoB, 0TBOJMMOE HA OCBOEHHE NTPOM3BOJICTBEHHOM NMPAKTHKH

MaKCUMaJbHOM MPOU3BOICTBEHHON HArpy3Kku oOyuatomierocs —216 daca, B TOM yucie:
MPOU3BOJACTBEHHOM NpakThKu — 216 yaca.




2 CTPYKTYPA U COJAEP)KAHUE IMTPONU3BOJCTBEHHOM NPAKTUKH

2.1 O6bemM NpoM3BOJACTBEHHON NPAKTHKHU M BH/IbI IIPOU3BOICTBEHHOI padoThI

Bua npou3BoacTBeHHOMH padoThI

Oovem uacos

O0bem oOpa3oBaTeIbHOI MPOrPaMMBbI IPOU3BOJACTBEHHON NPAKTHUKH 216
B TOM YHCIIE:

[IpounsBoacTBEHHAS IPAaKTUKA (B TOM YKCIIE B GOpPME MPAKTHUECKON 210
IIO/ITOTOBKH)

IIpome:kyTouHasi aTTecTalus 6
HuddepenunpoBanHbIii 3a4eT 6
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2.2 CTpyKTYypa NpOn3BOICTBEHHOMH MPAKTHKH U BU/bI IPOU3BOACTBEHHOIi padoThI

Koa n nanmenoBanue IK

Buab1 pador

IToxa3zarenu ocBoenus IK

®dopmaT NpaKTHKH
(paccpenoroueno/
KOHUEHTPUPOBAHHO) € YKa3aHHEM
0a3bl IPAKTUKH

IIK 1.1. OcymiecTBasTh NprueM-
rnepeayy yrnpaBieHYECKOM
MH(pOpPMAaLIUU C TTOMOIIBIO
cpencTB HHMOOPMAITMOHHBIX

1 KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH.

- ITHCTpyYKTa) 1O IMTPOXO0KICHUIO
MIPAKTUKH, [IEJTH, 331349, CTPYKTypa
OTUeTa;

- BBIJIa4a 33JJaHUI MPAKTHKH;

- TIO3HAKOMHTHCS ¢ 023y KOHTAKTOB
OpraHu3aIy;

- cOOI0IaTh CITY>)KEOHBIN ITHKET;

- YCTaHABJIMBATh M IOJIJICPIKUBATH
KOMMYHHKAIIMH B IPOLIECCE JIETIOBOTO
OOIIIEHHSI C TIOMOTIIBIO CPEJICTB
WH(POPMAIMOHHBIX U
KOMMYHHMKAI[MOHHBIX TEXHOJIOTUH.

[Tony4yenue HeoO6xo MO
uH(poOpMalUK U repeada
CaHKIIMOHUPOBAHHOU
nH(popMaIuu C UCTIOJIL30BaHUEM
cpenctB HHGOPMAITMOHHBIX U
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH.

I1IK 1.2. KoopaunupoBaTh paboTy
MPUEMHON PYKOBOIUTEIIS, 30H
npreMa pa3INYHbIX KaTeropuid
MOCETUTEIICH OpraHu3allny.

- CocraBnenue rpaduaeckoit
CTPYKTYPHOU CXEMBbI yUpEexKICHNUS;

- U3y4YeHHE MOTYMHEHUS,
M0JI0TYETHOCTH, B3aUMOJCHCTBUS
CTPYKTYPHBIX MOIpa3AeICHHI:
HaIpaBJIEHUN U OpraHU3aI[MOHHBIX
opm;

- BCTpeYarTh MOCETUTENEH, MOIydaTh
HNEPBUYHYIO HHPOPMAITHIO O
MOCETUTENSIX, YCTAHABIMBATH MOPSIIOK
npuéma Juis pa3IudHbIX KaTerOpHid
MIOCETUTENEH;

- CepBUPOBATH YaliHbIe (KO(eHHbIe)
CTOJIBI B OQuCE;

- MPUHUMATH MEPHI TI0 COXPAHEHUIO
KoH(uIEHITMATBEHO M HHPOPMAITUH B XOJ1€
IpuéMa MOCETUTETIEM.

Koopaunamus paboTel TpuéMHOM
PYKOBOJUTENS U 30H NMpUEMa
pa3IMYHbIX KaTeropuit
MOCETUTENICH OpraHu3allHH.




[1K 1.3. BnageTs HaBbIKAMH
IJIAaHUPOBAHUS paboyero
BpEMEHU PYKOBOJIUTEIIS U
CeKpeTaps.

- O3HaKOMJIEHHE C HOPMATUBHBIMU
JOKYMEHTaMH B JICSITEIILHOCTH CITYKOBI
A0V,

- onpezenieHne PyHKIUNA U CTPYKTYPHI
JIEJIONPOU3BOJICTBEHHOMN CIIYKOBI;

- BBIOMpaTh (POPMBI IITAHUPOBAHUS U
0(pOpMIIATH TUIAHUPOBLIUK (OpraHaiizep)
PYKOBOJIUTEIIS;

- BBIOMpaTh ONTHMAJIBHBIE CTIOCOOBI
BHEIIHETO ¥ BHYTPEHHETO
WHGOPMHUPOBAHUS O TUIAHUPYEMBIX
MEpOTIPHSATHSIX;

- IPUMEHSATH B paboTe CpeacTBa
MH(OPMALIMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJIOTHUH;

- ¢uKkcanus pe3yabTaToB HAOIIOICHU B
JTHEBHUKE IIPAKTHKH.

[InanupoBanue paboyero
BPEMEHU PYKOBOIUTEIS U
pabouero aHs cekpeTaps.

[IK 1.4. OcyiiecTBasiTh
MOJITOTOBKY JCJIOBBIX MTOE3/I0K

PYKOBOJIUTEINS U APYTUX
COTPYIHHKOB OpraHHU3aIliH.

- HaGmonenwue 3a odopmiieHueM
OTYETHBIX JOKYMEHTOB O JEJI0OBOM
TI0€3JIKE PYKOBOIUTEIIS;

- OCYILIECTBJIATH IOMOIIIb B
UCIIOJIb30BAHUU CPENICTB
UH(POPMAIMOHHBIX
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI IS
o0ecrieueHHsT B3aUMOICHCTBHSI C
PYKOBOJIUTEIIEM BO BPEMS €0 JICIIOBOM
TIOC3/TKH.

Opraau3zanusi AeIT0BbIX TOE370K

PYKOBOJUTENS U APYTUX
COTPYTHUKOB OpraHU3aI1H.

[IK 1.5. Bnagets ciocobaMu
opraHu3zaiuu padbodero
MPOCTPAHCTBA TPUEMHOU U
KaOWHEeTa PYKOBOUTEIS.

- Yyactue B opraHu3anuu paboyero
MECTa CeKpeTapst U pyKOBOJUTES;

- 03HaKOMJIEHHE C OpraHu3anuen
paboyYuX MECT COTPYIHUKOB CITY>KObI
HOV.

Opranuzanys v nojep>kanne
(GYHKIIMOHAIBHOTO paboyero
IIPOCTPAHCTBA.

I1K 1.6. OcymecTBnsTs paboTy

- I/I3yquI/Ie CHUCTCM JOKYMCHTAIWH,

Opl" aHU3alus IOArOTOBKHU U
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I10 ITOATOTOBKE U IIPOBEACHUIO
KOH(EPEHTHBIX MEPONPUSITHH,
ObecnieunBaTh HHPOPMALMOHHOE
B3aMMOJICICTBUE PYKOBOJIUTENS C
MIOJPA3ACIICHUSIMU U
JOJKHOCTHBIMHM JINLIAMU
OpraHu3aLuy.

HCIIOJIb3YEMBIX B YUPEXKICHUH;

- U3y4E€HHE OCHOBHBIX BUJIOB
JOKYMEHTOB, KOTOPBIMH O(OPMIISIOTCS
pa3nuyHble QYHKIMHA YIPEKACHUS.

NpOBE/ICHUE BHYTPEHHUX U
BHEIIHUX KOH(PEPEHTHBIX
MEPOTIPHITHIA, 0OecTieueHre
UH(POPMAIIMOHHOTO
B3aMMOJICHCTBHS PYKOBOIUTEIIS C
HOJIpa3ICICHUSIMH U
JIOJDKHOCTHBIMU JIMIIAMHU
OpraHu3anuy.

[IK 1.7. Opopmnsts
OpraHu3alMOHHO-
pacnopsiiuTeNnbHbIe
JOKYMEHTBI U OpraHU30BbIBATh
paboTy ¢ HUMH, B TOM YHUCIIE C
UCIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX CUCTEM.

- YyacTue B COCTaBICHUH U 0OPMIIEHUH
JOKYMEHTOB 10 YKa3aHUIO PYKOBO/JICTBA;
- AHanu3 cooTBETCTBUSA 0OPMIICHUS
JOKYMCEHTOB OpraHru3alilii HOpMaTUBHBIM
MCTOJAUYCCKUM JOKYMCHTAaM,
MIPaBUIILHOCTH 0(OPMIIEHHS

JOKYMEHTOB.

Odopmnenue opraHu3alMOHHO-
paciopAaaAUTCIbHBIX JOKYMCHTOB
" OpraHu3anus pa6OTI)I C HUMMU, B
TOM YHCJIE C UCTIOJIb30BaHNEM
ABTOMATHU3UPOBAHHBIX CUCTCM.

ITIK 1.8. OpopMasTh TOKYMEHTHI
0 JTNYHOMY COCTaBY U
OpraHu30BBIBATH paOOTY CHUMH,
B TOM YHCJIE C HCIIOJIb30BaHHEM
aBTOMAaTU3UPOBAHHBIX

CHCTEM.

- M3ydyeHnne HOMEHKIIATYpPHI e
OpraHu3aIluy ¥ CXeMBbI Kilaccu(uKanum
JOKYMEHTOB;

- HaGmoienue 3a rpynmupoBKOi
UCIIOJTHEHHBIX JIOKYyMEHTOB B JIeTIa.

Odopmnenue T0KyMEHTOB 10
JMYHOMY COCTaBY U OpraHH3aIUs
paboTHI C HUMH, B TOM YHUCIIE C
UCIIOJIb30BaHHEM
ABTOMAaTH3UPOBAHHBIX CUCTEM.

IIK 1.9. Opranu3oBsiBaTh
TEKyIllee XPaHEHUE JOKYMEHTOB,
00paboTKy nen i
OIIEPATUBHOTO M APXUBHOTO
XpaHEHUs1, B TOM YHUCIIE C
UCIIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.

- Y4actue B COCTaBJICHUM OIUCH JIe]l U
IOJI'OTOBKE X K IIepe/iaue Ha apXUBHOE
XpaHEHHUe;

- U3y4eHue noJyioxxeHus 06 K
YUPEXKICHHUS;

- MIOJIUCTHBIN IPOCMOTP e,
OTIPEICIIEHUE CPOKOB XPaHEHUS
JOKYMEHTOB I10 JA€HCTBYIOILUM TUIIOBBIM
Y BEIOMCTBEHHBIM [IEPEUHAM
JOKYMEHTOB.

OpraHu3anus TeKyIIero
XpaHEHUs JTOKYMEHTOB,
00paboTKa J1eJ1 U1 OTIepaTUBHOTO
1 apXMBHOTO XPAaHEHUs, B TOM
YHUCJIE C UCIOJIB30BAHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.
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Ipumeuanue. Ilpouzsoocmeennas npakmuxka o0yuarOwWuxcsa (cmyoenmos) npo8ooOUmcs: KOHYEHMPUPOBAHHO 6 OpP2AHU3AYUSAX HA OCHO8E NPAMbIX
002060p086 MedHCOY 00PA308aMENbHBIM YUpexcOoeHueM U opeanuzayuel, Kyoa Hanpasisaomcs odbyyarwuecs (cmyoenmol). Hanpasnenue oesmenvrnocmu
Opearu3ayuli 00JINHCHO COOMBENMCMEOB8ANb NPOPUILIO NOO2OMOBKU 0OVHAIOUWUXCSL (CIYOEHMO8).
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2.3 TemaTu4yecKkmii IjIaH u coaepiKxaHue HpO]/I3B0I[CTBeHHOI7[ MPaKTUKHU IIM.01 OcymeCTBﬂe}me OPraHm3alluOHHOI0O U JOKYMCHTAIIUOHHOT O

odecneyeHus ACATEJIBHOCTH OPraHUu3alum

2.3.1 TemaTu4eckuii IJIaH U COACPKaHUuE Hp0H3B0I[CTBeHHOI7[ NMPAKTUKU 1JISl CTYJACHTOB

ConeprxaHue NpaKTUKH O6bem
HanmeHnoBaHue TeM NPAKTHKH CoaepikaHue NPOM3BOICTBEHHON NPAKTHKH 4acoB
Tema 1 [locemenne cobpanusi no npaktuke. IlomyueHue 3amaHus Ha TPAKTUKY M JTHEBHUKA 2
IHocemenne TEeXHUKYMA. | IPAKTUKU.
Opranmn3anuoHHoe coopanue
Tema 2 Bcerpeua c otnenom kaapoB Ha npeanpuatuu. [IpocoymmBanue BBOAHOIO HHCTPYKTaxKa 1Mo 6
YerpoiictBo  Ha  npeanpusitie i | T, NpPOMBINUIEHHONM CaHUTapuu W TNPOTUBONOXKAapHOM OezomacHocT B otaene Th
NMPOXO0KIEHUSI MPAKTHKH npeanpustus.  [IpoxokneHne  MEAUIIMHCKOW  KOMHCCHM Ha  MPOQPECCHOHATHHYIO
MIPUTOHOCTD.
Tema 3 Bcrpeua ¢ pykoBoauTenem noapaszaeneHus. Betpeua ¢ pykoBoAUTENEM NMPAKTHKY Ha 6
Berpeua ¢ pykoBoauTe I siMi IPAKTUKH paboyem mecTe. 3HAKOMCTBO € KOJUIEKTUBOM U PaOOYUM MECTOM.
HA NPOU3BOJCTBE
Tema 4 N3yuenne nHCTPYKIMII IO OXpaHe TPyAa U TEXHUKE Oe30macHoCTH. M3yueHnue padbounx 30
HN3ydyeHue MHCTPYKIMI U ¢1a4ya uHCTpyKIui. Caaya sKx3aMeHa 1o TeXHHUKe 0€30MacHOCTH.
JK3aMeHa 110 TeXHUKe 0e30aCHOCTH
Tema 5 OOydenue BbIIOTHEHHS pabOT Ha paboueM MecTe. 3arnoIHeHHe THEBHUKA PAKTUKY. 40
IIpoxoxnenne o0yueHust Ha padouem
Mmecre
Tema 6 Brinonnenue pabot Ha pabouem Mecte. O3HAKOMIICHHE ¢ TEXHUYECKOM TOKYMEHTALIUEH. 116
PabGora Ha paboyem mecte 3anoJiHeHUe JHEBHUKA MPAaKTUKU. COCTaBIECHUE OTYETA 110 ITPAKTHKE.
Tema 7 [Tonmyuenue xapakTEpUCTUKH O MIPOXOKICHUS MPaKTHKU. [lonydeHne xapakTepucTuku 00 6
OxoHYaHHe NPAKTHKHA OCBOEHHUU PO (HECCHOHATEHOTO MOYIIS.
[loanucanue qHEBHUKA NPAKTUKUA PYKOBOJUTENIEM IPAKTUKH HA MPEAIPUSITHU.
[Tony4yeHue aTTeCTallMOHHOTO JIUCTA OT PYKOBOJUTENS IPAKTUKH HA MPEAIPUITHH C
OLIEHKOI 0 BBINOJHEHUH paboT coriacHo Tpebosanuit PI'OC 06 ocBoeHNH
npodeccHoHanTbEHOTO MOIYIIS B PE3Yy/IbTaTe MPOXOKACHUS MTPOU3BOICTBEHHOM MPAKTUKH.
YBOJIbHEHHE.
Tema 8 Crnada XxapakTepUCTUKH O MIPOXO0XKACHUN pakTUKH. Cllaya XapakTeprUCTUKH 00 OCBOSHUH 4

15




Cnaya 10KyMeHTOB PYKOBOJIUTETIO po(peCcCHOHATBHOTO MOIYJIS.

NPAKTHKH OT TEXHUKYMa Cnaua nqueBHUKA IpakTHKU. Caaya aTTeCTallMOHHOTO JIMCTA C OLEHKOM 10 MpaKTHKE.
JAudpepeHiupoBaHHbIN 3a4eT 6
Hroro 216

2.3.2 TeMaTH4yecKHii MJIAH U COJIEPKaHNe MPOU3BOJACTBEHHON MPAKTHKH /ISl PYKOBOAUTEJ/Iel MPAKTHKH y4e0HOr o 3aBeleHusl

MBPOHPI/IHTI/IH IO MPAaKTHKE

MecTto npoBeaeHust

[IpoBenenune BBOTHOTO cOOpaHusi IO MPAKTHUKE

YuyebHoe 3aBecHue

BceTpeda ¢ pykoBogUTENEM MPAKTUKU

[Tpon3BOACTBEHHOE MPETPUATHE

KoHTposs npakTuku Ha paboyem MecTe MpakTHKaHTa

[Tpon3BOACTBEHHOE MPEATPUATHE

KoHTpoib cobopa MaTepuraina Jyis oTdeTa

YuyebHoe 3aBecHue

[IpoBenenune KOHCYIbTAUI IO BOIIpOcaM OWJIETOB ClauM Ha Pa3psil MpaKTHKaHTaMu

YyeOHOE 3aBeeHNE

KoHTposb 3anonHeHns OTYETHON TOKYMEHTAMU PAKTUKAaHTOM

YyeOHOE 3aBeeHME

[IpoBenenue codpanus MO UTOTaM MPAKTHUKU

YyeOHOE 3aBeeHIE

[IpoBenenune nudpepeHITMPOBAHHOTO 3a4eTa 10 MPAKTUKE

YyeOHOE 3aBeeHIE
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3 YCJOBUS PEAJIM3AIIMHA ITPOU3BOJICTBEHHOM MMPAKTUKH
3.1 TpeGoBanusi K npoBeIEHUIO MPAKTHKH

[IpousBojcTBEHHAss  MpakTUKa  SBJSIETCS ~ COCTAaBHOM ~ 4acTbi0  HOJTOTOBKHU
BBICOKOKBATH(DUITUPOBAHHBIX CIIEIIUAUCTOB, CIIOCOOHBIX alalTHPOBATHCS U YCIIEIIHO paboTaTh
B MIPOQMIBHBIX OpraHU3aLUsX.

OCHOBHBIMU 3aJladyaMM IPOU3BOACTBEHHON NPAKTHKU IO crenuanbHocT 46.02.01
JloKyMeHTallMOHHOE 00ecIieueHUE YIPaBIEHUS U ApXUBOBEICHUE SIBIISIOTCS:

— pa3BuTHE MTPO(HECCUOHATLHOTO MBIIIICHUS;

— TnpuoOpeTeHre YMEHHUH U HAaBBIKOB IO OCYILECTBIEHUIO OPraHM3allMOHHOTO U
JOKYMEHTAIlMOHHOTO 00ecrieueHus AesITeIbHOCTH OpraHu3aluy;

— O0oTpaboTKa YMEHHUH BBIIIOJHEHUS pEerjaMeHTHbIX paldoT MO OpraHu3allMOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIEUeHHIO IeATEIbHOCTH OPraHN3alluH.

[IpakTka mno npoduiIro CHEeHUaTbHOCTH JOJHKHA o0OecrnedyuBaTh JUIAKTUYECKYIO
MOCJIEIOBATENBLHOCTh Ipoliecca (OPMUPOBAHUS Y CTYAECHTOB CHUCTEMBI MPO(ECCHOHATbHBIX
3HAHUW M yYMEHUH, NPUBUBATh CTYJEHTAM HaBBIKM CaMOCTOSTEIbHON paboThl 1Mo M30paHHOMN
cnenuanbHOCTH. Ha mIpOW3BOACTBEHHYIO NPAKTUKY HAIPABISIOTCS CTYJIEHTHI BBIITYCKHOTO

Kypca.
@opMBI TPAKTUKU:

— paboTra Ha pabouMX MODKHOCTAX MO TPO(IIII0 CHEIHATBHOCTH C YCTPOMCTBOM Ha
pabouee MecTo;

— pabora Ha pabOUYMX MOJDKHOCTAX MO TPO(HIIIO CIeNHaTbHOCTH 0€3 YCTpOWCTBa Ha

pabouee MecTo.

ba3pl mpakTHKU: NMpakTUKAa MPOXOAUT Ha 0aze MPOMBIIUICHHBIX NPEeIIpUATHN U
MIPOM3BOJICTBEHHBIX 00BbEAMHEHHH ropoickoro okpyra Cyxoii Jlor.

CryneHTbl  3a09YHOTO M OYHO-3a0YHOTO  OTHENEHHH  HPOXOAAT  MPAKTUKY
(IpEerMyYIIECTBEHHO) TI0 MECTY paOOTHI.

3.2 TpeGoBaHusl K OPraHU3aIlUui MPAKTHKH

Oo0pa3oBaTte/ibHbIE yUpeKICHHSA:

— IUIAHUPYIOT M YTBEPXKIAIOT B Yy4eOHOM IIJIaHE BCE BHUIBl U JTamlbl NPAKTHKUA B
cootBercTBUU ¢ OIIOII CIIO ¢ yyeTom A0rOBOPOB € OpraHU3aALUSAMU;

— 3aKJII4aroT JO0TOBOPLI HA OpraHU3aluioO U IIPOBCACHUC ITPAKTHUKH,

- pa3pa6aTLIBa}0T U COINIAaCOBBIBAKOT C OpraHu3alivsisMn IHporpammy, COACPIKAHUC U
IIaHUPYEMBIC PE3YJIbTAThI IIPAKTUKHU

— OCYHICCTBJISIFOT pYKOBOJACTBO HpaKTHKOﬁ;

— KOHTpPOJIMPYKOT  peajin3alnuio nporpamMmbel MU yCJIOBUA MMpOBECACHUA  IMPAKTHKU
OpraHu3anusiamu, B TOM qUCJIC Tpe6OBaHI/Iﬁ OXpaHbI TpyAaa, 0e30IMacHOCTH
KHU3HCACATCIIBHOCTH U HO)I(S.pHOfI 0C30IMaCHOCTH B COOTBETCTBUH C IpaBHJIaMHu U
HOpMaMiH, B TOM YUCJIC OTPACIICBBIMH,

—  (QopMHpPYIOT IpyNIIBI B ClIy4ae MPUMEHEHUs TPYIIOBBIX (JOPM MPOBEACHUS NIPAKTUKY;
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— COBMECTHO C OpPraHU3alMsMH, YYaCTBYIOIIUMHU B OPraHU3alMy U ITPOBEICHUH MTPAKTUKH,
OpPraHW30BBIBAIOT MPOLEAYPY OICHKH OOMMX M MPOPECCHOHATBHBIX KOMITETECHITUI
CTY/IEHTa, OCBOCHHBIX UM B XO/JI€ MPOXOKIACHUS TPAKTUKU;

— pa3pabaTbIBAIOT U COTJIACOBBIBAIOT C OpraHU3alUsAMU (OPMbI OTYETHOCTH M OLIEHOYHBIN
MaTepuai IPOXOKAECHUS IPAKTUKH.
Opranuszanuu, y4acTByluye B NIpOBeIeHUU NPAKTHKHU:
— 3aKJII0YaloT I0TOBOPHI HA OpraHU3alMI0 U IPOBECHHUE IPAKTUKH;

— COIVIACOBBIBAIOT NPOrPaMMYy IIPAKTUKH, IUIAHUPYEMBIE PE3yJbTaThl NMPAKTUKH, 3aJaHHUE
Ha MPaKTHKY;

— TPEeNoCTaBIsAIOT paboyne MecTa IPaKTUKaHTaM, Ha3HAYalo0T PYKOBOAUTENEH MPAKTUKYU OT
OpraHu3aliy, ONPEEIsA0T HACTABHUKOB;

— Y4aCTBYIOT B opranusanuvun u OIICHKEC PE3YIbTATOB OCBOCHU O6HH/IX u
HpO(bCCCI/IOHaJ'IBHI)IX KOMHCTGHHHﬁ, MOJIYYCHHBIX B IICPUO/ MTPOXOKACHUA MTPAKTUKH,

— YyYacTBYIOT B (QOpPMHUpPOBAaHUHM OIICHOYHOIO MaTepuanga Juid OLEHKH OOmuxX u
poheCCHOHANBHBIX KOMIIETCHIINH, OCBOCHHBIX CTYJAECHTAMH B TIEPHOJ MPOXOXKICHUS
MPAKTHUKY;

— o0ecneunBaroT O0e30MacHbIe YCIOBUS MPOXOKICHUS MIPAKTUKU CTYACHTaMHU, OTBEYAIOII1e
CaHUTApPHBIM MpaBUJIaM U TpeOOBaHUS OXpaHbl TPYAA;

— TPOBOJAAT MHCTPYKTAX CTYACHTOB IO O3HAKOMJICHHIO C TpeOOBaHUSAMH OXpaHbl Tpyla U

TEXHUKH O€30I1aCHOCTH B OopraHusanmrn.

Opranuzaniil0 M PYKOBOJCTBO MPOM3BOJICTBEHHOW TMPAKTUKOM  OCYIIECTBISIIOT
PYKOBOJUTENN IPAKTUKU OT 00Pa30BaTENBLHOTO YUPEKIECHUS U OT OpraHU3aIl|Hy.
O0s13aHHOCTH NpenoaaBareisi — PyKOBOJAUTEJIS IPAKTUKH

— o00ecrneyuBaTh IMPOBCACHNEC B TEXHUKYME IIOATOTOBUTCIIBHBIX MepoanHTHﬁ, CBs3aHHBIX
¢ OTOBITHEM CTYACHTOB Ha IIPAKTHUKY,

— o0ecneunBaTh KOHTPOJIb HaJ OpraHu3anyeil ¥ MpOBEIECHUEM IMPAKTUKU, COOJIIO/IEHUEM
CPOKOB U COJepKaHUs padoT;

— IIpH H606XOI[I/IMOCTI/I OKa3bIBaTb MCTOAWYCCKYIO ITOMOMIb PYKOBOACTBY HpI/IHHMaIOH_[eﬁ
OpraHu3aliui Ui pyKOBOJUTCIIAM ITPAKTUKH OT IIPOU3BOACTBA,

— KOHTPOJIMPOBATH obecreyeHue NpCAnpuATHEM HOPMAJIbHBIX YCJIOBI/Iﬁ Tpyaa CTYACHTOB,
MMPOBOAUTH MHCTPYKTAXKHU [0 OXPAHE TPpyda U TECXHUKC 6630HaCHOCTI/I;

— OCYHICCTBJISITH CBOIO pa60Ty B TECHOM KOHTAKTC C PYKOBOJACTBOM HpI/IHI/IMaIOH_Ieﬁ
OpraHu3alvi Ui pyYKOBOJUTCIISIMU ITPAKTHKU OT IPOU3BOJACTBA,

— HNPUHUMATb OTUYCTHI U OUCHUBATDL PC3YJIbTATHI ITPAKTHKU CTYACHTOB.

Pacnipenesienne 00s13aHHOCTEH PyKOBOJHUTEICH NPAKTHKH:

OTBeTCTBEeHHbII

MCPOHPHHTHH, nmoaJjexanmue BbINMOJHCHUIO
3a BBITIOJIHCHUE

PYKOBOI[I/ITCJ'IB IMPaKTUKU

Opranusanus MpoBepKU X0a IPOU3BOJICTBEHHON PAKTUKU
p POBEP p P OT y4eOHOrO 3aBeACHHS

OpFaHI/IBaI_[I/IH OGy‘IGHI/IH CTYACHTOB IIpaBUJIaM TCXHUKH PYKOBOI[I/ITCJ'IB IMPAaKTUKN
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0e301acHOCTH OT y4eOHOTO 3aBEICHUS

PykoBoauTens NpakTUKu

Opranu3anus NpoBepKy 1Mo cOOpy MaTepHalIOB sl OTYETA
p 1A TIPOBEP py P g OT y4eOHOTO 3aBeCHUS

CocraBnenue rpaduka ciauu OTYETOB IO NMPAKTHKE, IIpUeMa PykoBoauTenb NpakTuku
3a4E€TOB M0 NPAKTUKE OT y4eOHOrO 3aBEACHMUS

PyKOBOI[I/ITCJ'IB IMPAaKTUKU

CocraBiieHHe OT3bIBOB O pabOTe MPAaKTUKAHTOB
OT MpeanpUsTUs

[Ipuem 3aueToB 10 MPOU3BOICTBEHHOM MTPaKTUKE U OPOpMIICHHE PykoBoauTens NpakTuku

3a4€THON BEJOMOCTH OT y4eOHOTIO 3aBEJICHUSI

[IpencraBnenue 3amecturento Aupexkropa no YIIP qHeBHUKOB PykoBoauTens npakTuku

00yJaroumxcs OT y4eOHOTIO 3aBEJICHUS
3aMecTuTeNb AUPEKTOPA 110

Opranu3zaiys 1 IpoBeACHUE COBEIaHus ¢ MPENoIaBaTeIsIMU — VIIP,

PYKOBOJUTEIISIMU NIPAKTHUK 10 UTOTaM IIPOU3BOJICTBEHHOM IPAKTUKU | MpejceIaTesb IUKIOBOM
KOMHUCCUHU

Cnaua Ha XpaHEHHE B apXUB JHEBHUKOB M OTYETOB IO PykoBouTens npakTuku

IIPOU3BOJICTBEHHON NIPAKTUKE OT y4eOHOTIO 3aBeJICHUS

CTyaeHT NpHU NPOXO0KICHUH NIPOU3BOACTBEHHON MPAKTUKH 00513aH:

— IlonHOCTBIO BBITIOTHATE 3aJaHUSI PYKOBOIUTEIEH TPOU3BOACTBEHHON NIPAKTHUKH;

— colOmonaTh JeHCTBYIOIIME B OpraHM3allMsAX I[paBHJia BHYTPEHHEI0 TPYJOBOTO
pacropska;

— 3aI0JIHATH JHEBHUK NMPAKTHKHY;
— wu3yyaTb U CTPOrO COOJIOJaTh HOPMBI OXpaHbl TpyAa M TpaBuja IOKAPHOH

0€30I1aCHOCTH.

Ilo okoHuanuM HpOPI3BOI[CTB€HHOI>i IMPAKTHUKU CTYACHT JOJIXKCH Od)ODMI/ITB H COaThb.

— OTYECT IO ITPAKTHUKE,

— JHCBHHK IIO IIPaKTUKE;

IOPHUHCCTHU U CAATh:

— HNPOU3BOACTBCHHYIO XapPAKTCPUCTHUKY,
— XapaKTCPHUCTHUKY I10 UTOT'aM ITPAKTUKU;

—  aTTeCTalMOHHBIN JIUCT.

CTy,Z[eHT JOJIKCH CO6paTB A0CTAaTOYHO IMOJIHYIO I/IHq)OpMaI_II/IIO U JOKYMCHTBI (qepTech/I,
MaTepI/IaJ'IH) HCO6XOI[I/IMBIG I OTUETA. C60p MaTepHraJIOB JOJZKCH BECTUCH LICJIICHAIIPABJICHHO.
Otuer 1O MMPAaKTUKE OOJIKCH OBITh O(I)OpMJ'IeH B COOTBCETCTBUH C IUJIAaHOM IIPAKTHUKU, C
BKJIIIOUCHUECM HCO6XOI[I/IMBIX CXEM, l"pa(I)I/IKOB " ApYyrux MaTepualion.

3.2 UndopmannoHHoe odecrieyeHne pean3aluy NporpaMmmbl

Jns peanu3alMd MPOrpaMMbl MPOU3BOJICTBEHHON NPAaKTUKU OHOMMOTEUHBIH (HOHI
oOpa3oBaTeNIbHOW  OpraHu3alMu  JOJDKEH HMMeTh  IeYaTHble  W/WIM  3JEKTPOHHBIE
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oOpa3oBatenbHble U HH()OPMAIMOHHBIE PECYPChl, PEKOMEHIyeMble JJsl WCHOJb30BAHUS B
00pa3oBaTeIbHOM IpoIIecce

3.2.1 OcHOBHBIE IEYATHBIE H IJIEKTPOHHLIC U3 1aHUA

1. Aoynamze . I'. JlokyMeHTalIMOHHOE OOECIICUeHHE YIIPABJICHUS IEPCOHATIOM: YYCOHHK U
MPaKTUKYM Ui cpeaHero npodeccroHansHoro obpazoBanus / 1. I'. AOynamze, U. b.
Bremmpsbkkuna, B. M. MacnoBa. 2-e usn., nepepad. u mon. MockBa: M3maTenscTBO
Opaiit, 2022. 370 c. (IlpodeccuonansHoe ob6pazoBanue). Tekcrt: anexkTponHbIi // IBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/487121.

2. Kopnuees, U. K. JIokymMeHTaIMOHHOE 00ECTICUCHHE YIIPABJICHUS: YYEOHUK U MPAKTUKYM
Uit cpenero npodeccuonaipHoro oopazosanus / M. K. Kopnees, A. B. ITmenxo, B. A.
Mamypues. 2-e u3n., nepepad. u non. Mocksa: MznarensctBo FOpaiit, 2022. 384 c.
(ITpodeccuonanbHoe obpazoBanue). Tekcr: anextponnsbiil // OBC IOpaiit [caiit]. URL:
https://urait.ru/bcode/472550.

3. Kacesmoma, I'. 1O. Jlenompou3BOACTBO W JpyrHe AacmleKThl paboThl cekperaps /
I'.YO.KacesinoBa. 7-€ 3., nepepad. u pon. Mocksa: U3garensctBo Abak, 2020. 304 c.

3.2.2. DaekTpoHHBIE 00pa30BaTeIbHbIE PECYPCHI

1. OnexrponHo-Oubmuoreynas cucrema ZNANIUM. [Onexrponssiii pecypc]. URL:
https://znanium.com/

2. DnextpoHHas OwuOmmorteuHas cucrema «lOpaiit». [Dnextponnsiii pecypc]. URL:

https://urait.ru/

3. CnpaBouno-nipaBoBasi cucrema «KoncynapranT Ilmroc». Odwummansuenii caiit CIIC
«KoncynpranT mirocy [daekrponnsiii pecypc]. URL: http://www.consultant.ru/

4. CnpaBouHo-nipaBoBas cuctema «[ apant» [DnekTpoHHbIN pecypc]. URL:garant.ru
3.2.3. JlonoJJHUTEJIbHbIE HCTOYHHUKH

1. Koncturynus Poccuiickoit ®@enepanuu OduimanpHbiii ceteBoii pecype Ilpesmmenra
Poccun. [Dnexrponnsiii pecypc]. URL: http://constitution.kremlin.ru/

2. Tpynooit Komekc Poccuiickoit ®epepanuu. CIIC  «KoHCyabTaHT — IUTIOCY.
[DnexTponnsiii pecypc]. URL: http://www.consultant.ru/document/cons

3. ®enepanpubiii 3akoH 0T 27.07.2006 Ne 149-d3 «O6 mHbopmaiuu, HHGOPMAITMOHHBIX
TexHonorusix u o 3ammre uHpopmanumy. CIIC «KoHCynbTaHT TUIHOCY. [DIEKTPOHHBIH
pecypc]. URL:http://www.consultant.ru/document/cons

4, ®denepanbubiii 3akoH OoT 27.07.2006 Ne 152-®3 «O mnepcoHanbHbIX gaHHBIX». CIIC
«KoHcynbTant TLJTIOC). [ DneKTpOHHBII pecypc].
URL.:http://www.consultant.ru/document/cons

5. Ipuxa3z Muntpyna Poccun ot 19.05.2021 Ne 320n «O6 yTBepkeHHH (OPMBI, MOpSAKA
BeJleHUs U XpaHeHus TpyAoBbIX KHIKEK». CIIC «KoHCynbTaHT mimrocy. [DIE€KTpOHHBIN
pecypc]. URL:http://www.consultant.ru/document/cons

6. TOCT P 7.0.97-2016. Cucrema craHgapToB Mo HHpopManuu, OUOIUOTEUHOMY U
u3zaTenabckoMy neny. OpraHu3aloHHO-pacnopsauTeNbHas JoKyMeHTanus. TpeboBaHus
Kk odopmiennio AokyMeHTOB. CIIC «KoHcynbTaHT muroc». [DneKTpoHHBIH pecypc].
URL: http://www.consultant.ru/document/cons_doc_LAW_44595/

7. Hoponuna JI.A. JlokyMeHTalMOHHOE OOecIieueHue YNpaBiIeHUs: YUeOHUK U MPAKTUKYM
s cpenHero npodeccuonansHoro obpaszosanus / JLA. Jloponnna, B. C. Mpurukosa.
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10.

11.

Mocksa: U3natensctBo HOpaiit, 2022. 233 c. (IIpodeccnonansuoe oopazoBanue). Tekcr:
anektponHsiii // DBC FOpaiir [caiit]. URL: https://urait.ru/bcode/473802.

KyzuenoB M.H. [lokymeHTanmoHHOe oOecrieueHue yrpaBieHus. J[oKyMeHTOOO0OpOT U
JICTIOTIPOU3BOJCTBO: Y4COHMK ¥ NPAKTUKyM JUIS  CPEOHEro MpoQecCHOHATBHOTO
obpazoBanus / W.H. Ky3nenos. 3-¢ m3a., mepepab. u mom. Mocksa: M3mareiabcTBO
Opaiit, 2022. 462 c. (IlpodeccuonansHoe ob6pazoBanue). TekcT: anexkTponHsbIi // IBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/470020.

Kyznenos U.H. JlokymeHTalimoHHOE 0OecrieueHue yrnpapieHUs IEPCOHAIIOM: YUEOHUK U
MPAKTUKYM JUTsL cpeiHero npodeccnonansHoro oopasosanus / M. H. Ky3nenos. Mockaa:
WznatensctBo HOpaiit, 2019. 521 c. (IIpodeccmonansHoe oOpa3zoBanue). Tekcr:
anextponusiii // DBC FOpaiit [caiit]. URL: https://urait.ru/bcode/444432.

[TaBnoBckass O.1IO. ITlpaBoBoe oOecnedyeHne KaapoOBOTO JAETOMPOM3BOJCTBA: y4EOHOE
nocobue s By30B / O.1O. [1aBnosckas. Mocksa : U3natensctBo FOpaiit, 2022. 213 c.
(Beiciee  oOpaszoBanue). Tekcr: anektpoHHbii // DOBC HOpaitt [caiit]. URL:
https://urait.ru/bcode/476289.

lyBanmoBa H.H. OcHOBBI Aenonpou3BojacTBa: y4eOHUK U TMPAKTUKyM JI CPEIHETO
npodeccuonanbHoro ooOpasoanus / H.H. IllyBanosa, A.FO. MBanoBa; mox oOmei
penaknueir H.H. IllyBanoBoii. 2-e u3z., mepepad. u mon. — Mocksa: M3nmarenscTBo
IOpaiir, 2022. 428 c. (IIpodeccuonanbroe oOpazoBanue). Tekct: anexkTpoHHBIH // DBC
IOpaiir [caiit]. URL: https://urait.ru/bcode/469548.
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4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUSA ITPON3BOJICTBEHHOM ITPAKTUKHA

KOHTpOJII) U OLCHKa PC3YyJIbTATOB OCBOCHHA ITPOTpaMMbI HpOH3BOIICTBCHHOfI IMMPAKTUKU OCYHICCTBIIACTCA MACTCPOM IMPOU3BOACTBCHHOI'O

0OyUYeHUS/TIPEeTIoIaBaTeJIeM CIICIUATBHOTO IMKJIA B IMPOIECCE MPOBEICHUS 3aHATHUN, a TAKKE BBIOJHEHUS OOyJarONIMMUCS/CTYIACHTaMU Yy4eOHO-

MPaKTUYECKUX 3aJlaHui, craun U epeHIpoBaHHOTO 3a4eTa.

Pe3yabTaThl (OCBOEHHBIE
npodeccuoHaIbHbIe KOMIIETEHMHU)

OcHoBHbBIE NMOKA3aTeJIN OLEHKH pe3yliibTaTra

(I)OpMI)I U ME€TOAbI KOHTPOJIAA XU OLICHKU

MK 1.1

OcymecTBiATh NpUEM-TIEpEAATY
yrpaBieH4eCKOH NHPOPMAIIH C TOMOUIBIO
cpenctB HHGOPMAITMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHH.

[Tonyuenue Heo6xoaAUMON MHGOPMALIH U
nepenavya CaHKIIMOHUPOBAaHHOU HH(opManuu C
HCIOJIb30BAHUEM CPEJCTB MH(POPMALIMOHHBIX U
KOMMYHHKAIITUOHHBIX TEXHOJIOTHIA.

ATTecTarOHHbBIN JIUCT IO UTOraM
MTPOXO’KICHUSI TIPOU3BOICTBEHHON MPAKTUKHU
[II1.01 ¢ oueHKo# OT PyKOBOANUTENS IPAKTUKH
Ha TIPEANPUSITHH.

XapakTepucTuka OT MpeanpUsTHs

JIHEBHUK MO MPAKTUKE, 3aBEPEHHBIN
PYKOBOJUTENISIMU MTPAKTUKU.

OTuer Mo npaxkTuKe

[TpomeKyTOUHBIN KOHTPOJIb
(muddepeHITMPOBaHHBIN 3a4eT)

K 1.2

KoopaunupoBats paboTy npueMHOM
PYKOBOJMTES, 30H TPUEMA PA3INYHBIX
KaTeropui MoceTUTeNeld OpraHu3alum.

Koopaunarus paboTel IpHEeMHON PYKOBOIUTENS
U 30H MpUEMa Pa3IUYHbIX KaTeropuit
MOCETUTENEN OpraHu3aluy.

ATTeCcTallMOHHBIN JIUCT IO UTOTaM
IIPOXOXKICHUSI IPOU3BOICTBEHHOM NPAKTUKH
III1.01 c oleHKOM OT PyKOBOJUTEIS IPAKTUKU
Ha IPENPUATUN.

XapaKkTepUCTHKA OT MPEANPHUITUS

I[HCBHI/IK IO IMMPAKTHKCE, 3aBCpCHHBII71
PYKOBOOUTCIIAMU MTPAKTUKH.
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OTuer 1o npakTHKe

IIpomexyTOUHBINM KOHTPOJIb
(nuddepeHpoBaHHBIN 3a4eT)

MK 1.3
Brnaners HaBbIKaMM MJIaHUPOBaHUS pabovero
BPEMEHH PYKOBOJMTEIISA U CEKpETapsl.

[TnanupoBanue paboyero BpeMeHu
PYKOBOJIUTEINS U paOOYEro JIHs CeKpeTaps.

ATTECTallMOHHBIN JUCT O UTOTaM
MIPOXOXKIACHUSI IPOU3BOICTBEHHOM NMPAKTUKU
[I1.01 c ouleHKOM OT PyKOBOIUTENSI TPAKTHUKU
Ha TPeINpUATUN.

XapakTepucTrKa OT IPEAPHUAITHS

JIHEBHUK 11O MPAaKTHKE, 3aBEPEHHBIN
PYKOBOJUTEIIAMU ITPAKTHKU.

OTuer no npaxkTuKe

[IpoMexxyTOUHBII KOHTPOJIb
(muddepeHITpPOBaHHBIN 3a4eT)

IIK 1.4

OCYH_IGCTBJ'IHTB IMOATOTOBKY ACIOBBIX ITOC3A0K
PYKOBOOUTECIIA U APYT'UX COTPYAHUKOB
OpraHu3aluu.

Opranu3zanus AeJ0BbIX M0€3/10K PYKOBOIUTEIS
U IPYTUX COTPYIHUKOB OpraHU3aIiu.

ATTecTanOHHBIN JIUCT 110 UTOraM
MIPOXOKICHHSI TIPOU3BOICTBEHHON MPAKTUKHU
[II1.01 ¢ oueHKo# OT PyKOBOAUTENS IPAKTUKH
Ha MPEANPUITHH.

XapakTepucTuka OT MPeAnpUsTHs

I[HeBHI/IK 110 IMPAKTHKE, 3aBepeHHHfI
PYKOBOIUTCIIAIMU ITPAKTUKH.

Otuer 1o IMPAKTHUKCE

IIpomeKyTOUHBIN KOHTPOJIb
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(nuddepeHPOBaHHBIN 3a4€ET)

K 1.5

Brnanets ciocoGamu opranu3anmu padodero
MIPOCTPAHCTBA MPUEMHON 1 KaOMHETa
PYKOBOJIHTEIIS.

Opranu3zanus 1 nojaepxaHue
(YHKIIMOHATBHOTO Pab0UYero MPOCTPAHCTBA.

ATTeCTallMOHHBIN JIUCT MO UTOTaM
MIPOXOXKJICHHS MTPON3BOICTBEHHOM MPAKTHKH
ITI1.01 c ouieHKOM OT PYKOBOJUTENS IPAKTUKH
Ha MPEANPUATHH.

XapakTepucTuka OT IPeIIPUITHS

JIHEBHUK 1O MPAaKTHKE, 3aBEPEHHBIN
PYKOBOJMUTEISIMUA MPAKTUKH.

OTtyeT no npakTuke

[TpoMexxyTOUHBIN KOHTPOJIb
(muddepeHITpPOBaHHBIN 3a4ET)

IIK 1.6.

OcymiecTBIATh pabOTy MO TIOATOTOBKE U
MIPOBEACHUIO KOHGEPECHTHBIX MEPOTIPUATHH,
Ob6ecneunBaTh HHPOPMAITMOHHOE
B3anmopeiictBre pykoBOAUTENS €
MOPa3ACIICHUSIMU U JIOJDKHOCTHBIMH JIMIIAMU
OpraHHu3aIny.

Opranuzanus MoAroTOBKU U MIPOBEICHHE
BHYTPEHHHUX U BHEIIHUX KOH(PEPEHTHBIX
MEpOIPUATHIA, 0OecrieyeHre HHPOPMAIMOHHOTO
B3aMMO/ICIICTBUS PyKOBOJIUTEIS C
MO/Ipa3IeNIEHUsIMU U I0JDKHOCTHBIMHU JINLIAMU
OpraHu3aIuu.

ATTeCcTallMOHHBIN JIUCT IO UTOTaM
MIPOXOXKIACHUSI POU3BOICTBEHHOM MPAKTUKU
[IT1.01 ¢ ouieHKOM OT PYKOBOIUTENS TPAKTUKH
Ha TPEINpUATHH.

XapakTepucTuka OT MpeanpUsThs

I[HCBHI/IK I10 IIPAKTHUKCE, 3aBepeHHBIﬁ
PYKOBOIUTECIISIMU ITPAKTUKH.

OtueT 1o IIPAKTUKE

ITIpomexkyTOUHBINM KOHTPOJIb
(muddepeHpoOBaHHBIHM 3a4eT)

K 1.7.
OdopMIsATs OpraHU3aIMOHHO-
pacnopsiIuTeNbHbIE

Odopmiienue opraHu3aluoOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB U OpraHu3alus
paboThI C HUMU, B TOM YHUCJIE C HCTIOJIE30BAaHUEM

ATTeCTallMOHHBIN JIUCT MO UTOTaM
IIPOXOXKIAECHUSI IPOU3BOICTBEHHON NPAKTUKH
ITI1.01 c ouleHKOM OT PyKOBOJUTENS IPAKTUKH
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JOKYMEHTBI U OPraHU30BbIBATH PA0OTY C
HHMH, B TOM YHUCJIE C UCIIOJI30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM.

ABTOMATHU3UPOBAHHBIX CUCTEM.

Ha [IPEANPUATHH.
XapakTepucTuka OT IpeIIpPUITHS

JIHEBHUK 110 MPAKTHUKE, 3aBEPEHHBIN
PYKOBOJUTEISIMUA MPAKTUKH.

OTyer 1o npakTuKe

IIpomexxyTOUHBIN KOHTPOJIb
(muddepeHITpPOBaHHBIN 3a4YET)

IIK 1.8.
OdopmisTh JOKYMEHTHI TIO JINTYHOMY COCTaBY U
OpraHu30BBIBATH PA0OTY CHUMH, B TOM YHUCIIE C

HCII0JIb30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM.

OdopmiieHue T0KyMEHTOB 10 JUYHOMY COCTaBy
1 OpraHu3aius paboTel ¢ HUMH, B TOM YHCIIE C
HCIIOJIb30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM.

ATTecTaroOHHbBIN JIUCT IO UTOraM
MIPOXO0’KICHHSI TIPOU3BOICTBEHHON MPAKTUKHU
IIT1.01 ¢ ouleHKOM OT PYKOBOIUTENS TPAKTUKH
Ha MPEINpUITHH.

XapakTepucTuka OT MPeanpUsTHs

JIHEBHUK 110 MPAKTUKE, 3aBEPECHHBIN
PYKOBOJUTENIAIMU MTPAKTUKU.

Otuer 1o IIPAKTUKEC

[TpomeKyTOUHBIN KOHTPOJIb
(muddepeHITMPOBaHHBIN 3a4ET)

IIK 1.9.

Opranu3oBbIBaTh TEKYILEE XPAHEHUE
JOKYMEHTOB, 00pabOTKY JIeJ1 17151 OIIEpaTUBHOTO
U apXUBHOT'O XpaHEHHUs, B

TOM YHCJIE C UCIIOJIB30BaHNEM
aBTOMAaTU3UPOBAHHBIX CUCTEM.

OpFaHI/ISaHI/IH TCKYILICTO XPpAHCHUS JOKYMCHTOB,
06pa60TKa ACI I ONICPATUBHOTI'O U ApXUBHOT'O
XpaHCHUs, B TOM YHUCJIC C UCIIOJIb30BAHUCM
ABTOMATHU3UPOBAHHBIX CUCTEM.

ATTeCcTallMOHHBIN JIUCT IO UTOTaM
IIPOXOXKIACHUSI IPOU3BOICTBEHHON NTPAKTUKU
ITI1.01 c ouleHKOM OT PpyKOBOIUTEINS IPAKTUKU
Ha NPENPUATUN.

XapakTepuCTHKA OT MPEIIPHUITUS
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OTuer 1o npakTHKe

JIHEBHUK 110 IPAKTUKE, 3aBEPEHHBIN
PYKOBOJUTEISIMUA IPAKTUKH.

IIpomexXyTOUHBINA KOHTPOJIb
(nuddepeHpoBaHHBIM 3a4eT)

CDOpMLI N MCTOABI KOHTPOJIA U OUCHKHU PC3YyJIbTATOB O6yquI/I$I IMMO3BOJIAIOT IIPOBECPUTH Y o6yqa1011114xc51 HE TOJIBKO
C(i)OpMI/IpOBaHHOCTL HpO(l)CCCI/IOHaJ'IBHBIX KOMHGTGHHHﬁ, HO W pPa3BUTHC 06IIII/IX KOMHGTGHHI/Iﬁ Hu O6€CHC‘H/IB3IOIIII/IX ux

YMEHUMN.
PesyabTarsl Pe3yabTaTsl OcHOBHBIE MOKA3aTeJIH OLCHKH Pe3yJibTaTa DopMbI M1 METO/IbI
(ocBOCHHBIEC 00LIIME KOMIIETECHIIUH) (ocBOEHHBIE KOHTPOJIA M
npogeccuoHaIbHbIE OLEHKH
KOMIIeTEeHII1H)
OK 1. Bei6upath ciocoObI pemeHus K 1.1 Opranun3oBbIBaeT COOCTBEHHYIO ACATEIHBHOCTD U XapakTepucTuKa 1o
3aa4 mpodeccuoHaIbHOM IK 1.2 npeyiaraeT CBOM CIIOCOOBI PEIICHUS IIPH BHITOJTHEHUH UTOram
JESTETbHOCTH IIPUMEHUTEIIBHO K K 1.3 3aJIaHUH; TIPOXOKACHHSI
Pa3IMYHBIM KOHTEKCTaM. [IK 1.4 [TpuHMMaeT peneHus B CTaHIapTHBIX U HECTaHJAPTHBIX MPETUTLIIOMHON
K 1.5 CUTYaIlUsX U HECET 32 HUX OTBETCTBEHHOCTb. MPAKTUKH C
IIK 1.6 IO AITUCHIO
IIK 1.7 PYKOBOJAUTENS
IIK 1.8 MPaKTUKHU Ha
K 1.9 IIPEIIPUATHH
OK 2. Ucnonb30BaTh COBPEMEHHBIE K 1.1 Ocy1iecTBiseT MOUCK, aHATIN3 U OIICHKY HH(POPMALIUH,
CpeICTBa MOUCKA, aHAIINU3a U K 1.2 HE0OXO0IMMOM JJIs1 MOCTAHOBKU U PEIIeHUS
MHTepHpeTanuy HHGopMaIuu, 1 K 1.3 npo¢eccHOHATBHBIX 3a/1a4, TPO(PECCUOHATIBHOTO U
nH(OPMAIMOHHBIE TEXHOJIOTUU IS K 1.4 JUYHOCTHOTO Pa3BUTHUS
BEIIOJIHEHUS 32024 IIK 1.5
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npodecCHOHALHOM eI TETbHOCTH

K 1.6

K 1.7

K 1.8

K 1.9
OK 3. [TnaaupoBaTh U PeaTM30BHIBATH K 1.1 Ornpezenser U BRICTPAaUBAET TPACKTOPUU TPO(HECCHOHATTLHOTO
coOcTBEHHOE TPO(EeCCHOHATIBHOE U K 1.2 pa3BuUTHS U camooOpa3oBaHusl. BbIsSBIsSeT T0CTOMHCTBA U
JINYHOCTHOE Pa3BUTHE, K 1.3 HEJIOCTaTKN KoMMepuecKkoi uuen. IIpesenryer naen
MIPEANPUHUMATENBCKYIO IEATENBHOCTD K 1.4 OTKPBITHSI COOCTBEHHOTO JieJia B IPO(dhecCHOHAIbHON
B npodeccuoHanbHOi chepe, K 1.5 nesitenbHOCTH. OdopmisieT OuszHec-TuiaH. PaccunteiBaer
WCI0JIb30BaTh 3HAHUS N0 (PMHAHCOBOM K 1.6 pa3Mepsl BBIIUIAT 10 IPOLEHTHBIM CTaBKaM KPeIUTOBAaHUS
IPAMOTHOCTH B PA3JIMYHBIX K 1.7
YKA3HEHHBIX CUTYaLUAX K 1.8

K 1.9
OK 4. PaGoTaTh B KOJUIEKTUBE U [IK 1.1 JlemoHcTpaIws ciocoOHOCTH paboTaTh B KOMaH/IE
Komane, 3hHEeKTUBHO IIK 1.2 3¢ peKTHBHO B3aNMOACHCTBOBATH C MPETIOIaBATEIISIMH
B3aHMOJIEMCTBOBATh C KOJIJICraMu, [IK 1.3 U COKyPCHUKAMH
PYKOBOJICTBOM, KIIMEHTAMHU [IK 1.4

[IK 1.5

[IK 1.6

[K 1.7

1K 1.8

K 1.9
OK 5. OcymiecTBisITh YCTHYIO U K 1.1 BrinonHseT nuchbMeHHbIE 33JaHUSI U CTPOUT CBOU
MMCbMEHHYI0 KOMMYHHUKAIIUIO Ha K 1.2 YCTHBIE OTBETHI HA TOCYAAPCTBEHHOM SI3bIKE
roCyJIapCTBEHHOM s13bike Poccniickoit IIK 1.3 Poccuiickoit @eaeparuu ¢ yueToMm 0coOeHHOCTEH
denepanuu ¢ y4eTOM 0COOCHHOCTEH K 1.4 COILIMANIHOTO U KyJbTYPHOTO KOHTEKCTa
COLIMAIIBHOTO U KYJIBTYPHOTO K 1.5
KOHTEKCTA, IIK 1.6

K 1.7

K 1.8

K 1.9
OK 6. IIposBIIsITh rpak JTaHCKO- K 1.1 OTHOCHTCS K IPENOIaBaTENSIM, K COTPYTHUKAM U
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MaTPUOTHYECKYIO MTO3ULIHIO, K 1.2 y4damMcst yaeOHOTO 3aBE/ICHUS YBAKUTEIBHO,
JIEMOHCTPHPOBATH OCO3HAHHOE K 1.3 coburo1as 00LIEYENOBEYECKHE LIEHHOCTH.
[OBEJICHHE IK 1.4 B cBOMX BBICKa3bIBaHUSX MPOSBIISET I'PAKIAHCKO-
Ha OCHOBE TPaAULMOHHBIX K 1.5 IIaTPHOTHIECKYIO ITO3UIUIO
00I1IeYeI0BEUYECKUX [IEHHOCTEN; [IK 1.6

K 1.7

K 1.8

K 1.9
OK 7. CozeiicTBOBaTh COXpaHEHHIO K 1.1-1.9 [Ipu BBINOJIHEHNH PAKTUYECKUX PadOT:
OKpY’Karollel Cpesbl, IK 2.1-2.5 COXpaHsIET CBOE paboyee MECTO B HA/JIEKAIIEM MOPSIJIKE,
pecypcocbepexennro, 3hHEKTUBHO IK 3.1-3.6 3¢ (HEeKTUBHO UCTIOJIB3YET MaTEPHUAIIBI, YTHIIU3UPYET OCTATKH
JIEMCTBOBATH B UPE3BBIYANHBIX MAaTepUasoB B CIELNAJIbHbIE KOHTEUHEPHI.
CUTYAIIHsX;
OK 8. Hcmnosip30BaTh cpeAcTBa K 1.1 B nporecce 00ydeHust COXpaHsIeT U YKPEIUIIeT CBOU
(buznuecKkoi KyabTyphl s IIK 1.2 bu3nIecKrue BO3MOXHOCTH | 370poBbe. OTCYTCTBUE
COXpPaHEHUS U YKPEIUICHUSI 3I0POBbS B K 1.3 MPOIMYCKOB 3aHATHH. BhINoMHAET mpakTHyecKue 3aaHus ¢
nporiecce mpoheccCuoHaIbHOM [IK 1.4 COOJTIOICHUEM CAHMTAPHBIX HOPM M TEXHUKH 0€30TTaCHOCTH.
JIEATEIIbHOCTHU U MOICP>KAHUS [IK 1.5
HEOOXOMMOTO YPOBHS IIK 1.6
(bu3nyecKoi MoAroTOBIEHHOCTH; IIK 1.7

1K 1.8

K 1.9
OK 9. [lonb3oBaThcs K 1.1 [Tonumaet 00K CMBICT YETKO MPOU3HECEHHBIX
npodeccuoHalbHOM TOKyMeHTaIuei K 1.2 BBICKA3bIBaHUI HA U3BECTHBIE TEMBI (MMPOQPEeCcCCUOHABHBIE U
Ha roCy/IapCTBEHHOM M HHOCTPAHHOM IK 1.3 OBITOBBIE), IOHUMATh TEKCTHI Ha 0a30BbIE PO ecCHOHATLHBIE
SI3BIKAX. K 1.4 TEMBI,

K 1.5 y4acTBOBATH B IMAJIOTaX HAa 3HAKOMBIE OOIIHE U

K 1.6 npo¢eccuOHaIbHbBIE TEMBI;

K 1.7 CTPOMTH MPOCThIE BHICKA3BIBAHMS O ce0e U 0 CBOEH

K 1.8 npo(ecCHOHATLHOMN 1 TeNbHOCTH;

K 1.9 KpPaTKO 000CHOBBIBATh U OOBSACHATH CBOM JCUCTBUS (TEKYIINEe

U TUIAaHUPYEMBbIe);
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IUCaTh MPOCThIE CBA3HBIE COOOLICHHS HA 3HAKOMBIE UJIU
MHTEPECYIOINE MPoecCHOHATBHBIE TEMBI
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