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1. MACIIOPT PABOYEM ITPOT'PAMMBI YYEBHOM MMPAKTUKH I1O
IIM.010PTAHU3ALIUA JOKYMEHTAIIMOHHOT'O OBECIIEYEHUS 1
OYHKIIMOHUPOBAHUSA OPI'TAHU3ALIUN

1.1. O6saacTh NpUMeHeHHsI TPOTPAMMBI

Pabouast mporpamma y4ueOHOM npaktuku — sBisercs dactbio IIIICC3 B coorBercTBUU ¢ OI'OC
CIIO no cnemmansaoctu CIIO 46.02.01 JlokymMeHTaMOHHOE OOECIIeUCHHE YIIPABIICHUS U apXHUBOBE/IC-
HUE.

Ob6unactp npodeccuoHaIbHOMN eSTENbHOCTH: AeSITeIbHOCTh B CEKpeTapuarax, ciy:k0ax JOKyMeH-
TaIlMOHHOTO O0ECTICUeHUsI, KQJPOBBIX CIy)KOaX U apXHBaX IOCYJapCTBEHHBIX OPTaHOB M YUPEKICHUH, B
OpraHax MECTHOTO CaMOYMpaBIEHUS, HErOCyJapCTBEHHBIX OpraHH3alUsaX BceX (opM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHU3aIUsIX (YUPEIKICHUIX).

O0bexThl TPO(hecCHOHATBEHOM 1eATENbHOCTH:

- TOKYMEHTBI, CO3J[aHHbIE JIFOOBIM CIIOCOOOM JIOKYyMEHTHPOBAHHS,

- CUCTEMBI JOKYMEHTAIMOHHOTO 00ECIICUeHHUS YIIPABICHHUS;

- CUCTEMBI MIEKTPOHHOTO JJOKYMEHTO000pOTa;

- apXUBHBIE JIOKYMEHTBHI;

- IEPBUYHBIC APXHUBHBIC KOJUICKTUBBI.

B uvactu ocBoenusi kBanu(UKAMU: CHCHHATUCT MO JOKYMEHTAIIHOHHOMY OOECIIE€YEHUIO YIpaB-
JIEHUS, APXUBUCT TOTOBUTCS K CIEAYIOIIUM BUAAM JCSITEIBHOCTHU:

- OpraHu3aiys JOKyMEHTAlMOHHOTO OOECIeueHus YIpaBieHus U (YHKIIMOHUPOBAHUS OpraHu3a-
1117078

1.2. lesn 1 3aga4M y4eOHOM NPaKTUKH

dopmupoBaHue y 00ydaromuxcsi IEPBOHAYATBHBIX MMPAKTUUYECKUX MPOQECCHOHANBHBIX YMEHUH B
pamkax mnpodeccuonanmbHoro Moayist I[IM.01 «Opranuzanus JOKYMEHTAIIMOHHOTO OOECICUCHUS W
¢dbynakmonupoBanus opranuzanun» [IIICC3 CIIO mo oCHOBHBIM BUAAM JESATEIBHOCTH AJS OCBOCHUS
CHEIUATBLHOCTH, 00YYeHHE TPYAOBBIM MpPHUEMaM, OINEpalysiM U CIoco0aM BBITIOJIHEHHS TPYIOBBIX IPO-
[[ECCOB, XapaKTEPHBIX ISl COOTBETCTBYIOIIEH CIENHUATbHOCTH U HEOOXOIUMBIX ISl TOCIEAYIOIIETO
OCBOCHHS UMU O0IIUX U MPOdeCCHOHATBHBIX KOMITETCHIIMH 110 U30paHHOM CHEIUaTbHOCTH.

3amavamu yyebHoi mpaktuku no [IM.01 «Opranuzanusi JOKYMEHTAIIHOHHOTO OOeCHedeHus U
(G YHKIIMOHUPOBAHUS OPTaHU3AIUN SIBIISIOTCS:

- OpraHu3anus npueMa noCeTUTeNeH;

- IOJITOTOBKA MPOEKTOB YIPABJICHUECKUX PEIICHUH,

- aHaJIM3 IOKYMEHTOIIOTOKOB;

- paboTta ¢ KOHPUACHIIMATHHBIMHA IOKYMEHTAMHU;

- OpraHu3aIus XpaHeHHs IOKYMEHTOB U 00eCcTieueHrne NX COXPAHHOCTH.

1.3. TpeGoBaHus K pe3y/bTaTaM 0CBOECHHS YUeOHOH NPAKTHUKHU

B pesynbprare mpoxokaeHus y4eOHOW MPAaKTHKU MO BUAAM TPO(GECCHOHATBHOU NeSATeTbHOCTH
00yJaroIUiCs JJOJKEH:

yMeThb:

- IPUMCHATH HOPMAaTHUBHBIC ITPABOBLIC aAKTHI B ynpaBnqueCKofx'I JACATCIIBHOCTH,

- IOATOTABIIMBATh MIPOEKTHI YIPABIECHYECKUX PEIICHUI;

- O6pa6aTBIBaTB BXOAAIIHUE U UCXOOAIUEC NOKYMCHTBI, CUCTEMATU3UPOBATE WX, COCTABJIATHL HO-
MEHKJIATypy Ael U GOpMUPOBATH JOKYMEHTHI B JIeNa;

- 'OTOBUTH U IPOBOAUTE COBCIIAHUSA, ACJIOBBIC BCTPEUHN, MIPHUEMBI U IPC3CHTALINH.

1.4. Konu4yecTBO 4acoB Ha ocBOeHHe padoyeil mporpaMMbl YueOHOI NPAKTUKH

B pamkax ocBoeHUst TpoPeCCHOHAIBHOTO MOYJIT — 36 4acoB, B TOM YHCIIE:



®dopma o0yueHust 3 Kypc
5 cemecTp
OuHas 36




2. PE3VJBTATHI OCBOEHUS PABOUYEN ITPOT'PAMMBI YYEBHOM NMPAKTUKH
ITO IIM.01 OPTAHMU3AIIUA JOKYMEHTAIMOHHOI'O OBECIHHEYEHUA U ®YHKIINO-
HUPOBAHMUSA OPT'TAHU3ALIUN

Pe3ynbrarom ocBoeHus paboyeil mporpaMMbl yueOHOU MPAKTUKH SBISETCS CHOPMUPOBAHHOCTD Y
o0yJaromuxcsi MEPBOHAYANBHBIX MPAKTUYCCKUX NPOPECCHOHANBHBIX YMEHHHM B paMKax MOJIyJeil
[ITICC3 CIIO mo oCHOBHBIM BHJIaM ACATEIBHOCTH, B TOM uucie npodeccuonanbubiMu (1K) u obmumu
komnerennusimMu (OK):

Kon HaumeHnoBaHue pe3yJibTaTa 00yueHHsl

OK 1. [ToHMMaTh CYIIHOCTh U COIMAIBHYIO 3HAYUMOCTh CBOCH OyayIiei mpodeccuu, mposBIIATh K
HEW YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEILHOCTD, BEIONPATH THIIOBBIE METOIBI U CIIOCOOBI BBI-
NIOJIHEHUs TPOo(eCCHOHATIBHBIX 3aJ]ay, OLIEHUBATh X 3(PPEKTUBHOCTH U KaueCTBO.

OK 3. [IpuHUMaTh penieHns B CTaHIaPTHBIX U HECTaHIAPTHBIX CUTYaLUAX U HECTU 32 HUX OTBET-
CTBEHHOCTb

OK 4. Ocy1iecTBIATh IOUCK U HCIIOIB30BaHUE HHPOPMALIUU, HEOOXOAMMOM T 3P PEKTUBHOTO
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, IPOQECCUOHATIBHOTO M JMYHOCTHOI'O PA3BUTHSI.

OK 5. Hcnonp3oBaTe MHPOPMATMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHU B TPO(eCCHOHAITBHOM
JesSITebHOCTH.

OK 6. PaboTatp B KOJJIEKTHBE U KOMaHAE, YPPEKTHBHO 0OIIATHCS C KOJUIETaMHU, PyKOBOJICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpath Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaH 1bl (ITIOAYMHEHHBIX ), PE3yJIbTaT
BBINOJIHEHUS 3a/1aHU.

OK 8. CamocToATeNnbHO ONpPeeNaTh 3a1a4i IPOPECCHOHATBHOIO U IMYHOCTHOIO Pa3BUTHUS, 3aHU-
MaThCsl caM000pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILIEHUE KBATHU(PHUKAIIMH.

OK 9. OpueHTHPOBATHCS B YCIOBHUIX YaCTONH CMEHBI TEXHOJIOTHI B TPO(eCCHOHATbHON AeATelNb-
HOCTH.

IIK 1.1. KoopannupoBats paboTy opranu3zanuu (IpUEMHONW PYKOBOIMUTENS ), BECTU IPUEM ITOCETUTE-
nen.

IIK 1.5. OdopMIIATh U PETUCTPUPOBATH OPraHU3ALUOHHO-PACTIOPSAAUTENbHbIE JOKYMEHTBI, KOHTPO-
JIMPOBATh CPOKU UX UCIIOJIHEHUS.

IIK 1.6. OO6pabaTbIBaTh BXOJAIINE U UCXOJSAIIUE TOKYMEHTbI, CHCTEMaTH3UPOBATh UX, COCTaBIATh
HOMEHKJIATYPY J1e7 U (pOpMHUPOBATh TOKYMEHTHI B €Ja.

IIK 1.7. CamocrodaTenbHO paboTaTh C JOKYMEHTaMH, COJIepKaIllMMU KOH(DUIeHIIMAIBbHYIO HH(pOpMa-
1[1}0, B TOM YHCJIE C JOKYMEHTaMHU 110 JUYHOMY COCTaBY.

IK 1.9. OcyecTBIIATh NOATOTOBKY /€] K IEpejaue Ha apXUBHOE XPAHEHUE.

I1K 1.10. | CocraBnaTh ONUCH JIeJ1, OCYLIECTBIATH MMOATOTOBKY €T K Iepeiaue B apXUB OpraHu3aluy,
roCy/IapCTBEHHbIE 1 MYHUIIUTIAIIbHBIE APXUBBI.




3. TEMATUYECKWH IUIAH U COAEP)KAHUE YYEGFHOU MPAKTHUKH IO IIM.01 OPTAHU3ALIUA JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUSA U ®YHKIIMOHUPOBAHUA OPI'AHU3AIIN

3.1. Ilnan npoxoxkaeHus1 Y4eOHOH NPAKTUKHU N0 NPo¢ecCHOHATbHBIM MOIYJIAM

HaumeHnoBaHnue MoayJisi Y4yeOHasi NPAKTHKA N0 Kypcam

[IM. 01 Opranuzanus J0KyMEHTallHOHHOTO 0OecTieYeH sl yIpaBlIeHus U ouHasi/3a0uHas opma oOy4deHust 3 Kypc 5 cemectp
(YHKITMOHUPOBAHUSI OpTraHU3AIUU

3.2. TemaTnueckuii IJIaH U cofiep:kanne y4eOHoi npakTuku no [IM. 01 Oprann3anus J0KyMEHTAIHOHHOTO o0ecnieyeHHsl ypaBJjeHus: U GyHKINO-
HHUPOBAHMS OPraHU3ALUH

Koa IK KosmmyecTBo 4acos no Buasi pador HaumeHnoBaHuA TeM y4eOHOM NPAKTHKH KoJ1-Bo yacos no te-
M Mam
1 2 3 4 B
1. Opranuzanus npuema rocetuteneit. | Tema 1. MonenupoBanue u aHaJIM3 CUTYalUi Tpue- 6
IK 1.1; 2. IToaroToBka NpOEKTOB yIIpaBieHYe- | Ma IOCETUTENEH.
[IK 1.5; CKUX pELICHUH. Tema 2. CocraBienue, opopMIIeHHE U KOHTPOJIb 32 6
1K 1.6; 3. AHain3 TOKyMEHTOIIOTOKOB. VCIIOJIHEHUEM YIIPABIECHYECKUX JOKYMEHTOB.
K 1.7; 36 4. Pabota ¢ koHQUIeHIMANEHBIME 10- | Tema 3. OOpaboTKa, cCUCTEMaTH3alHs JOKYMEHTO- 6
IIK 1.9; KYMEHTaMH. MMOTOKOB.
IIK 1.10. 5. Opranu3zanus XpaHeHus TOKyMeH- Tema 4. CocrasiieHre 1 00pabOTKa JOKYMEHTOB 110 6
TOB U 00€CIIeYeHHE UX COXPAHHOCTH. JIMYHOMY COCTaBY.
Tema 5. TlogroToBka s1e1 K apXUBHOMY XpaHEHHUIO. 12
IIpome:xyTouHast arrecranus B ¢gopMme 3a4era
Ik3aMeH (KBATUPUKATMOHHBIN) M0 MOIYJIIO
Bcero yacoB 36




3.3. Copep:xanue yueOHO# NpakTHKHU N0 npogeccuoHanbHomy Moay.aw IIM. 01 Opranusanus 10KyMeHTAllHOHHOI0 o0ecrievyeHnsl ynpaBJjaeHus U

(PYHKIIMOHHMPOBAHUS OPraHU3ALNHU

HanMeHoBaHue TeM NPAKTHK Copepxanne yueOHbIX 3aHATHH O0bem | YpoBeHb
YacOB | OCBOEHHSI
1 2 3 4
1. Opranu3anus npuemMa noceTruresei
Tema 1. MonenupoBanue U aHainu3 CUTyalu npuema mo- | 1. OTpaboTKa HABBIKOB NPHEMa OCETHTENCH;
CeTUTeNei 2. 3anoJIHeHUE KypHAJIa IOCETUTENEH; 6
3. [IpumeHeHre IpUEMOB J€JI0BOr0 OOIIEHMS M IPABUJI KYJIbTYPHOI'O I10-
BEJICHMSL.
2. IloaroToBKa MPOEKTOB YNPaBJeHYECKHX pelleHn il
Tema 1. CocraBnenue, opopmieHre u KOHTposb 3a uc- | 1. Odbopmuenue OP/I, cobmronas tpedoBanus [OCT P 7.0.97-2016; 6
IIOJIHEHUEM YIIPABJICHYECKUX TOKYMEHTOB. 2. PeructpupoBatrs OPJI B xKypHalIbHOH U KapTO4HOM (hopMax.
3. AHAJIM3 JOKYMEHTONOTOKOB
Tema 1. OOpaboTka, cucreMaTu3anus JOKyMeHTONoTokoB | 1. OOpaboTka MOCTYNUBIIEH KOPPECHOHACHUUH (IpUeM, COPTUPOBKA, 6
perucrpanus);
2. OdopmiieHNE UCXOASIIMX JOKYMEHTOB.
4. PaGoTa ¢ KOHUICHIHAIbHBIMHU T0OKYMEHTAMH
Tema 1. CocraBnenue u o0paboTKa JOKYMEHTOB 1o Jnd- | 1. CocTraBieHne JOKyMEHTOB 10 KaJpOBBIM BOIIPOCaM; 6
HOMY COCTaBYy 2. OdopmiieHue TNYHBIX KAPTOUYEK CTY/IEHTOB;
3. CocTaBiieHHE ONIUCEN €] O JIUYHOMY COCTaBy.
5. Opranusanusi XxpaHeHusi JOKYMEHTOB U o0ecreyeHue HX COXPAHHOCTH
Tewma 1. [TogroroBka 1ei Kk apXMBHOMY XPAaHEHUIO 1. Odopminenue o0OJOKKM [JeiI, BHYTPEHHEH ONHUCH Jied, JIUCTa- 12
3aBEpUTEIIS JIET;
2. [MoaroroBka MTMYHBIX e (PaOOTHUKOB, CTYJICHTOB BBITYCKHBIX TPYIII)
K [lepesiaye Ha apXUBHOE XPaHEHUE;
3. ITonmmBka A€l AIUTENBHOIO CPOKA XPaHEHUS;
4. CocTaBJeHUE OMUCH JIe]I, aKTa mepeaadn (s nepenadu Jaen paboTHH-
KOB, CTY/ICHTOB BBIITYCKHBIX Tpymi B apxuB YI'TY, apxuB opranusanum).
IIpomeskyTouHas arrectanus no YII B popme 3auera
JKk3aMeH (KBAJTH(PUKAIMOHHBII) 0 MOLYJIIO
Bcero gacos 36

OcBoecHue y‘IC6HOfI MMPAKTUKU MOIKET OBITh peaIn30BaHO C TPUMCHCHUCM 3JICKTPOHHOT'O 06y‘-ICHI/I}I, JAUCTAaHIIMOHHBIX 06pa30BaTeJ'IBHLIX TEXHOJIOTUI
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B cOOTBETCTBHHU C [loyo’keHHEeM O MPUMEHEHUH JIEKTPOHHOT0 00y4YeHHs, TMCTAHIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTUN NP peaan3aluyu 00pa3oBaTeib-
HBIX IIPOrpaMMaM CPEIHET0 poeCcCHOHATBLHOI0 00pa30BaHus, yTBEPKACHHOTO MpeacenateneM yueHoro copera ®I'bOY BO «YI'TVY».

3.4. IlepeyeHb NPpOBEPOYHBIX padoT:

HaumenoBanue pazjaeos, IIK

Buapl npoBepoYHBIX padoT

1

2

IIK 1.1. KoopaunupoBaTh paboTy opranu3anuu (IpUeMHOU py-
KOBOJIUTEJIS ), BECTU IPUEM IIOCETUTEIIEH.

[TpoBepka HAaBBIKOB MpHEMa MOCETUTEIICH, TPUEMOB JIETIOBOTO OOIIEHUS U MPABHII KYJIb-
TYPHOI'O IIOBEICHUS.

KoHTpoJib 3a mpaBUIBHOCTBIO O(OPMIICHUS U 3aIOJHEHUS XypHajia IpreMa MOCETUTE-
JICH.

MK 1.5. OhopMIIsITh 1 pErUCTPUPOBATH OPTraHU3AIMOHHO-
pacropsiANTeNIbHbIE JOKYMEHTBI, KOHTPOJIUPOBATh CPOKH UX UC-
MOJTHEHUSI.

[TpoBepka kavyecTBa 0OPMIICHUSI U PETHCTPAIIMN OPTraHU3AIIMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB. [IpoBepka MpaBHIILHOCTH PETHCTPAIMH JTIOKYMEHTOB B KYpHAIBHOU U Kap-
TOYHOU (popmax.

IIK 1.6. O6pabaTsIiBaTh BXOASIINE H UCXOISIINE TOKYMEHTBI, CH-
CTEMaTU3UPOBaTh MX, COCTABIATh HOMEHKIATYpY el U (opmu-
pOBAaTh JTOKYMEHTHI B JIeJa.

[TpoBepka 3TanoB 0OpaOOTKM BXOISANIMX M HCXOISANIMX JTOKYMEHTOB. IIpoBepka mpa-
BUJILHOCTU COCTaBJICHHSI HOMEHKIATYyphl Ael. [IpoBepka ¢popmMupoBaHus JOKYMEHTOB B
Jiena.

MK 1.7. CamocrosiTebHO padOTaTh C JIOKyMEHTaMH, COJCpXKa-
IUMHA KOHQUICHINATBHYI0 HHPOPMAIUIO, B TOM YHUCIE C JOKY-
MEHTaMHU T10 JITYHOMY COCTaBY.

[TpoBepka kauecTBa cocTaBieHHsI U 0OPMIICHHS JOKYMEHTOB IO JINYHOMY COCTaBY CO-
JIepKaIUX MEPCOHAIbHbBIE JaHHBIC.

IIK 1.9. OcymiecTBisITh TOATOTOBKY JI€J K Iepeadye Ha apXUBHOE
XpaHEHHe.

HpOBepKa IMOATOTOBKHU ACJI IJIA apXHUBHOI'O XpPaHCHHA.

IIK 1.10. CoctaBnarh ONMKMCH A€, OCYIIECTBIATh TOATOTOBKY €I
K Tlepefaye B apXUB OpraHu3alud, TOCYJapCTBEHHbIE U
MYHUITUTIATLHBIC ADXUBHI.

[TpoBepka coctaBneHus onucei Ael, MOArOTOBKY /e K Iepejaue B apXUB OpraHu3aluy,
rOCYJapCTBEHHbIE U MYHUIIUIIATbHbBIE APXUBBI.




4. YCJIOBUS PEAJIM3AIIAU PABOYEN ITIPOT'PAMMBI YUEBHOM IIPAKTUKHA
ITO IIM.01 OPTAHU3AINIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA U
OYHKIIMOHUPOBAHUSA OPT'AHU3ALIUN

4.1. TpeGoBaHusI K MUHNMAJBLHOMY MaTepPHATbHO-TEXHHYECKOMY 00ecre4eHHI0

IIpu opraHu3anuy NPaKTHYECKOW IMOATOTOBKU CO3JAIOTCS YCIOBUS JUISl pealu3aluu
NPAaKTUKU, TPEJOCTABIISIOT 000pYJOBaHNE U TEXHHUUYECKUE CpPEACTBA O0ydeHHs B 00bEME, 1M03-
BOJIAIOLIEM BBIIOJIHATH ONPE/EICHHbIE BUABI Pa0OT, CBA3aHHBIE ¢ OyAyIiel npodeccuoHanbHOM
JESITEIIBHOCTHIO 00YUJaIOIUXCSI.

IIpoduibHbIe OpraHU3aluy Ha OCHOBAHUU JIOTOBOPOB O MPAKTUYECKON MOJTOTOBKE 00Y-
YAOIIUXCS CO3/IAI0T YCIOBUS ISl PEeAM3aliy MPAKTUKU B (OpME MPAKTHUECKOW MOJITOTOBKH,
IPEJOCTABIIAIOT 000PYAOBaHUE U TEXHMUYECKHE CPeACTBa 00ydeHHs B 00bEME, MO3BOJISAIOLIEM
BBITIOJIHATH OIPE/ICIEHHbIE BUABI pa0OT, CBsI3aHHbIE ¢ OyayIei npodeccHoHanbHOM e TeNnbHO-
CTbIO 00YYarOLIUXCS.

4.2. UndopmanuonHoe odecrieyenne o0ydeHust

OcHOBHbIE HCTOYHHKH:

J Anekceesa, T. B. JlokymeHTanmoHHoe obecrieuenue ynpasienus: yueonuk / T. B.
AnexkceeBa, O. A. CtpaxoB. — MockBa: YHuBepcuret «Cuneprus», 2020. — 132 c. — ISBN 978-
5-4257-0402-3. — Tekcr: anmekTpoHHBIH. — Pexxum moctyna: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

ApacnanoBa, B. A. JlokymeHTamuonHoe oOecriedeHue yIpaBieHHs: ydeOHO-
IpaKkTHYECKOoe mmocodue B cxemax, Tabiuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ u3a. — Cyp-
ryT: CypryTckuil rocy1apcTBEHHBIN negarornueckuii yausepeuret, 2019. — 240 c. — ISBN 978-
5-93190-385-9. — Tekcr: anmekTpoHHBIH. — Pexxum moctyna: https://www.iprbookshop.ru/epd-
reader?publicationld=94291

o beikoBa, T. A. JlokyMeHTallMOHHOE OOecreueHHe ympaBieHus (JeI0npou3BOI-
cTBO): yueOHoe mocodue / T.A. beikoa, T.B. Ky3unenona, JI.B. Cankuna; nox o6m1. pen. T.B.
Ky3HenoBoii. — 2-e u3z., nepepad. u gon. — Mocksa: UHOPA-M, 2021. — 304 c. + [lon. marepu-
anbl [OnekTpoHHbIi pecype]. — (Cpennee npodeccuonansHoe odpasosanue). — ISBN 978-5-16-
013913-5. — Tekct: anekTpoHHBIH. — Pesxkum moctyma: https://znanium.com/read?id=360476

. ['mamuit, E. B. JlokymeHTanimonHoe obecrieueHre yrnpaBieHus: yaeOHoe mocooure
/ E.B. T'manuii. — Mocksa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccruoHaibHOe
obpazoBanue). — Pexxum nocryma: https://znanium.com/read?id=354819

. I'ypeeBa, M. A. IlpaBoBoe oOecrneueHne Npo(hecCHOHAIBHOM eATeNTbHOCTH:
yueOnuk / M.A. I'ypeeBa. — MockBa: ®OPYM: UHOPA-M, 2021. — 239 c¢. — (Cpeanee npodec-
cuoHanbHOE oOpa3oBanue). — ISBN 978-5-8199-0743-6. — TekcT: 37eKTpOHHBIA. — Pexxum no-
cryma: https://znanium.com/read?id=369665

. JoxymenTanmonHoe obecrnieuenue ynpapienus. Cocrapienrne U ohopMIeHHE Je-
JOBBIX JOKyMeHTOB: yueOHoe nocobue anst CIIO / cocrasurenu E. U. bammakosa. — Caparos,
Mockasa: IIpodobpazoBanue, Aii [Tu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — Texkcr: DIIEKTPOHHBIN. — Pexum JI0CTyTa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

. Kyxapenko, T. A. IlpaBoBoe obecrieueHue mpoecCHOHATbHONU IeATeNbHOCTH:
yaeonuk mis CIIO / T. A. Kyxapenko. — Capatos: I[IpodoOpazoBanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. - Tekcr: AIEKTPOHHBIMN. - Pexxum JIOCTyMa:
https://www.iprbookshop.ru/epd-reader?publicationld=102330
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. Martsee, P. ®. IlpaBoBoe obOecrnedeHne MPOPECCHOHATBHOW ACATEIBHOCTHU:
Kkpartkuii kype / P. @. MatBeeB. — 3-e u3j., uctp. u goi. - MockBa: ®OPYM: UHOPA-M, 2020.
— 128 c. — (Ilpodeccrnonansuoe oopazoanue). — ISBN 978-5-00091-063-4. — TekcT: 251€KTpOH-
HbIH. — Pesxxum nocrtyna: https://znanium.com/read?id=356152

. [Ipanko, I'. C. [IpaBoBoe oGecnieueHue npodhecCHOHATBLHON MeATeIbHOCTH: Y4eo-
auk / I'. C. Ilpamnko. — Mocka: PUOP: UHOPA-M, 2021. — 177 ¢. — (Cpennee npodeccruoHa b-
Hoe oOpazoBanmue). — ISBN 978-5-369-01869-9. — Tekct: anekTpoHHBIA. — Pexxum moctyma:
https://znanium.com/read?id=376972

CusakoBa, M. JI. IIpaBoBoe obecneueHue npodeccuoHaAIbHON AesITeNbHOCTH: MeToau-
YECKUE PEKOMEHJAIMH JJIsl BBIMOJIHEHHs] KOHTPOJIbHBIX paboT mo auciuminiae / Mapuna Jleo-
HugoBHa CHBaKoBa; YXTHUHCKUI TOCYJapCTBEHHBIM TEXHUYECKUN YHUBepcHUTET, [IpoMbliiieH-
HO-3K0oHOMHUeckuil tecHor koiemk (I12JIK) MU (CIIO). — YxTa: U3a-Bo YXTHHCKOTO TOCY-

JApCTBEHHOTO TEXHMYecKoro yHuBepcurera, 2018. — 12 c¢. — Pexum pocryna:
http://lib.ugtu.net/book/28332 45 »x3.
o Teimenko, A. W. IlpaBoBoe obGecneyeHue MpodhecCHOHAIBHOW esSTeNbHOCTH:

yuebnuk / A.W. Teimenko. — 4-e u3a. — Mocksa: PUOP: UH®OPA-M, 2021. — 221 c. — (Cpennee
npodeccuonanbHoe oopazoanue). — ISBN 978-5-369-01657-2. — Tekcr: ayekTpoHHBIH. — Pe-
xuM noctyna: https://znanium.com/read?id=379470

. Xabubymun, A. I'. IlpaBoBoe oOecnieueHrne MpoPecCHOHANBHON NESATEIbHOCTH:
yuebnuk / A. I'. Xabubynun, K. P. Mypcanmumos. — 2-e u3f., nepepad. u aomn. — Mocksa: @O-
PYM: UHOPA-M, 2021. — 364 c. — (Cpennee npodeccuonanbaoe oopazoBanue). — ISBN 978-
5-8199-0874-7. — Tekcr: AJICKTPOHHBIN. — Pexum JIOCTyTa:
https://znanium.com/read?id=361001

JlonoJHUTeIbHbIE HCTOYHUKH:

Cwmupnosa E.I1. JlenonpousBonactBo s cekpetaps. Pa3paboTka, yueT u XpaHeHue ciy-
JKeOHOM JOKyMEHTAInu [ DIeKTPOHHBIN pecypc]: mpaktuueckoe nmocooue / E.I. CmupHoBa. — 2-
€ U3Jl. — DIEeKTPOH. TeKCTOBbIe naHHble. — CapartoB: Ail ITu Op Menua, 2019. — 210 c. — 978-5-
4486-0465-2. — Pesxxum poctymna: http://www.iprbookshop.ru/79622

. Kyznenona, U. B. JlokymeHTaimoHHOE o0ecrieueHne ynpaBiaeHus [ DIeKTPOHHBIH
pecypc]: yuednoe mocobue mis CIIO / U. B. Ky3nenosa, I'. A. XayatpsiH. — 2-e uza. D1eKTpOH.
TekcToBble naHHble. — CapatoB: [IpodobpazoBanue, Aii [Tu Op Menna, 2019. — 166 c. — 978-5-
4486-0404-1, 978-5-4488-0216-4. — Pexum mpocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326

4.3. O0mue Tpe0oBaHUs K OPraHU3alMu 00pPa30BaTeIbLHOIO NMpouecca

[IpakTuka peanusyercs B ¢popMe NMPaKTUYECKOW MOATOTOBKU IPU OCBOEHUHU 00Opa3oBa-
TEJIbHOM MpOrpaMMbl B YCJIOBHUSIX BBINOJIHEHHsSI 00y4YarolIMMUCS OMNpeAETIeHHbIX BHIOB paloT,
CBS3aHHBIX ¢ Oyaymied npogeccHoHaNbHON NeATeNbHOCThIO U HaIPaBJICHHBIX Ha (OpMHUpOBa-
HUe, 3aKpelyieHHe, pa3BUTHE MPAKTUYECKHX HABBIKOB M KOMIIETEHLMHU IO MPOQUII0 COOTBET-
CTBYyIOIIEH 00pa30oBaTebHOIN MPOTrpaMMBbl.

Peanu3anus npakTukd B (opMe MPAKTUUYECKOH IMOATOTOBKM MOXET OCYIIECTBIISATHCS
HENPEPBIBHO, JINOO MyTeM YepeoBaHMsl ¢ pean3annuei nHeIX KomnoneHTos OIl B cooTBeTcTBUN
C KaJIeH/1apHbIM Y4e€OHBIM IpaUKOM U yU4eOHBIM IIIIAHOM.

XapakTep npoBeaeHUs y4eOHOM MPaKTUKK: KOHLIEHTPUPOBAHHO.

VY4yebHas mpaKkTHKa MPOBOIUTCS MPEIOIaBaTeNIMU MPO(HECCHOHAIBHOTO IIUKIIA.

OYHKIMM MPEnoiaBaTeNsi-pyKOBOAUTENS y4eOHOM MpakTUKH: (GOPMUPOBAHUE, 3aKpPETI-
JIEHUE, pa3BUTHE MPAKTUYECKUX HABBIKOB M KOMIIETEHIUI B MPOLIECCE BBIITOJIHEHUS ONPENEIICH-
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HBIX BHJIOB pa0oT, CBSI3aHHBIX ¢ Oynymieil npodeccHoHalbHON AesITeIbHOCTbIO; KOOPAUHUPYET U
MPOBEPSIET paboTy 00yJarOIUXCS.
OOmme TpeboBaHMs K TOKyMEHTALMU, HEOOXOAUMOMN /ISl IPOBEICHUS yUeOHOM NpaKTu-

KH: IIPpHUKa3 O JOITYCKC O6yLIaI-OH_II/IXCH " BpEMCHH MIPOBECACHUA, THCBHHUK.

5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHMS IIPOT'PAMMbI YUEBHOM
IMPAKTHUKHU IO IIM.01 OPTAHU3AINIUA JOKYMEHTAIIMOHHOI'O OBECIIEYE-
HUA 1 PYHKIUOHUPOBAHUA OPI'TAHU3ALIUA

5.1. KoHTpoJIb M OLlEHKAa PE3yJbTaTOB OCBOCHUS y4eOHOW MPAKTUKH OCYIIECTBISETCS

PYKOBOJUTEIIEM IO MPAKTHUECKON MOATOTOBKE OT YHHUBEPCHUTETA B (DOpME 3aIIUTHI OTYETA.

[IpomexyTouHas aTTecTanus 1o MpakTUKe MPOBOAUTCS B (popme 3aueTa.

IIpodeccnoHaibHbIE KOMITIETEHIIUH

Kon HaumenoBanue pe3ybTaTa 00yuyeHust ®opMbI M METOIbI KOHTPOJISL U
K OLICHKH pPe3yJIbTaTOB 00y4eHUs
[IK | KoopaunupoBarh paboty opranuszauuu (rnpuemHoi | HaGmroneHue Bo BpeMs BBINOJIHE-
1.1. | pykoBoauTens), BECTH IIPUEM IOCETUTENIEH. HUSL ~ [PAKTUYECKUX  3a/laHuil.
Yerawiii  onpoc. KoHtpons pe-
3yJIbTATOB BBINOJIHEHUS 3a/laHUM

B JIHEBHUKE M OTUETE.
I[IK | OdopmiaATh M perucTpupoBarh OpraHu3alMoOHHO- | HabmoneHue Bo BpeMs BBINOJIHE-
1.5. | pacriopsiauTenbHBIE JOKYMEHTHI, KOHTPOJHMPOBATH | HUS ~ MPAKTHYECKHX  3aJaHUi.
CPOKH MX MCIIOJIHEHHMS. VYerubiit onpoc. Kontpons pe-
3yJITATOB BBITIOJHEHUS 3alaHUH

B JIHEBHUKE U OTYETE.
IIK | O6pabaTsiBaTh BXOASIINE U UCXOAIINE TOKyMeHThI, | HaOnronenue Bo BpeMs BBINOJIHE-
1.6. | cucremMaTu3MpoOBaTh WX, COCTaBJIATH HOMEHKIATYPY | HMS — TpakTHYeCKMX — 3aJaHMii.
nen u GopMHUPOBATh JOKYMEHTHI B JIela. VYerueii onpoc. KoHtposs  pe-
3yJIbTATOB BBINIOJIHEHUS 3a/laHUM

B JJTHEBHUKE U OTYETE.
IIK | CamocTosiTensHO paboTaTh C JTOKyMeHTaMmu, cozep- | HaGmoneHue Bo Bpemst BBINOIHE-
1.7. | xammmu koHUAEHINATBHYIO MHPOPMALIMIO, B TOM | HASL  NPAKTUYECKMX  3ajIaHUM.
quciIe ¢ JOKyMEHTaMU MO JIUMYHOMY COCTaBYy. VYerubiit onpoc. Kontpons pe-
3yJIbTATOB BBITIOJHEHUS 3alaHUH

B JIHEBHUKE M OTYETE.
IIK | OcymuiecTBisITh MOATOTOBKY €N K mepenade Ha ap- | HaOnronenue BoO Bpemsl MpakTH-
1.9. | xuBHOE Xpanenue. Yyeckux paboT. VYCTHBIA ompoc.
HaGmronenre Bo Bpemsi BBITIOJIHE-
HUS  TNPaKTUYECKUX  3a/laHuil.
Yerawiii  onpoc. KoHtpons pe-
3yJIbTATOB BBITIOJIHEHUS 3a/laHUM

B JITHEBHUKE U OTYETE.
IIK | CocTaBisTh ONMUCH /€7, OCYLIECTBIATH MOATrOTOBKY | Halnronenue Bo BpeMs BBITIOJHE-
1.10. | nen x mepenaue B apXWB OpraHM3allid, TOCyJAap- | HUS  NPAKTUYECKHX  3aIaHHl.
CTBEHHBIC U MYHHIIMITATbHBIC aPXUBBI. VYerupiii  onpoc. Kontponbs pe-
3yJIbTATOB BBINIOJHEHUS 3a/laHUM

B JITHEBHUKE U OTYETE.

O01Me KOMIEeTEeH MU
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Kon

HaumeHoBaHue pe3yJibTaTa 00yuyeHust

®opMbl U METOAbI KOH-

IK TPOJIS U OUEHKH pe3yJib-
TATOB 00y4eHusl
OK 1. | [lonumMaTh CyIIHOCTh W COILMAIBHYIO 3HAaYUMOCTh CBoell | OreHka peleHus
Oyayiel npodeccuu, IpOsABIATh K HEM yCTOMUMBBIA UH- | CUTYAl[MOHHBIX 3a/1a4.
Tepec. HaGnronenne Ha mpakTu-
YEeCKUX 3aHATHUAX, B IpO-
1ecce y4eOHOM NPaKTUKH.
OK 2. | Oprann3oBbIBaTh COOCTBEHHYIO ACATEIBHOCTH, BBIOMpaTh | OmeHKa peleHus
THUIIOBBIE METOJbI M CIOCOOBI BBIMOJHEHUS MPOQEeccuo- | CUTYalMOHHBIX 3a/1a4.
HaJIBHBIX 33734, OLIEHMBaTh MX 3(PQPEKTUBHOCTh U Kaue- | Habmonenue Ha
CTBO. NPAaKTUYECKUX 3aHATUAX, B
rporiecce yaeOHOH
NPAKTUKH.
OK 3. | [IpuHuMaTh pelieHus B CTaHJAPTHBIX U HecTaHAApTHBIX | OreHka peleHus
CUTYalHUsAX M HECTU 32 HUX OTBETCTBEHHOCTb. CUTYaIlMOHHBIX 33]1a4.
HaGntonenue Ha mpakTu-
YEeCKUX 3aHATHAX, B IPO-
1ecce yu4eOHOM MPAKTUKH.
OK 4. | OcymecTBisiTh MOUCK M HUCHOJBb30BaHWE uH(popmanmu, | OneHka pelieHus
HeoO0xoauMon 111 3(pPEeKTUBHOrO BBIMOIHEHUS Mpogec- | CUTYAaMOHHBIX 3a/1a4.
CHOHAJIBHBIX 33734, MpodecCHoHAIbHOTO U JuYHOocTHOTO | Habmonenne Ha mpakTu-
pa3BUTHSL. YEeCKUX 3aHATHUSAX, B IPO-
1ecce yueOHOM NMPaKTUKH.
OK 5. | Ucnonp3oBath MH(POPMALIMOHHO-KOMMYHUKaLMOHHBIE | O1ieHKa pereHus
TEXHOJIOTUH B MPO(HECCHOHAILHON JEATEIbHOCTH. CUTYaIlMOHHBIX 33]1a4.
HaGntonenne Ha mpakTu-
YEeCKUX 3aHATHSX, B IPO-
1ecce yu4eOHOM MPAKTUKH.
OK 6. | PaGorare B KoekTuBe M KoMmaHze, 3pQexTtuBHO 00- | OueHka pelieHus
IIAThCS C KOJJIEraMH, PYKOBOJICTBOM, IIOTPEOUTEISIMH. CUTYallMOHHBIX 3aJiau.
Habnionenne Ha mnpaktu-
YEeCKUX 3aHATHUAX, B IPO-
1ecce y4eOHOM NMPaKTUKH.
OK 7. | bpatp Ha ce0si OTBETCTBEHHOCTh 3a paboOTy uieHOB KO- | OueHka pelieHus
MaH/1bl (TIOJJYMHEHHBIX ), PE3YJIbTAT BHIITOJHEHHS 3aJJaHUN. | CHTYaI[MOHHBIX 3a/1a4.
HaGntonenne Ha mpakTu-
YeCKHX 3aHATHSIX, B TIPO-
1ecce yu4eOHOM MPAKTUKH.
OK 8. | CamocTOATENIBHO OMPEAETATh 3a/1a4u NpodeccruoHanbHo- | OreHka peleHus
r0 ¥ JJMYHOCTHOTO Pa3BUTHS, 3aHUMATHCS CaMOOOpa3oBa- | CUTYAI[MOHHBIX 3a/1a4.
HUEM, OCO3HAHHO TIAHMPOBATH IOBBILICHNUE KBanuduka- | Habmonenne Ha mnpaxTu-
U, YEeCKHX 3aHATHSIX, B TIPO-
1ecce yu4eOHOM MPAKTUKH.
OK 9. | OpuentupoBarbcs B  yCIOBHSIX  4YacTo  cMmeHbl | OneHka peleHus

TEXHOJIOTHI B HpO(I)CCCHOHaHBHOﬁ ACATCIIBHOCTH.

CUTYallMOHHBIX 33/1a4.
HaGnronenne ©Ha mnpakTu-
YeCKUX 3aHATHSIX, B MPO-
1ecce yueOHOM NMPaKTUKH.
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MUHOBPHAYKHU POCCHUHN
denepanbHOE TOCYIApPCTBEHHOE OI0DKETHOE
00pa3oBaTebHOE YUPEXKICHUE BBICIIETO 00Pa30BAHMS

«YXTHHCKHUI rocy1apCTBEeHHbII TEXHUYECKU YHUBEPCUTET
(YI'TY)

KOMIUIEKT OHEHOYHBIX CPEACTB
1O YYEBHOMU ITPAKTHUKE

[IM.01 Opranuzanus JOKyMEHTAIMOHHOTO O0ecrieYeH s yIpaBiIeHus U
(GYHKIMOHUPOBAHUS OpraHU3alun

00pa30BaTeNbHOM MIPOrpaMMBbI CPEIHETO MPOPECCUOHANTBHOIO 00pa30BaHUs
no cnenuanbHocTy 46.02.01 JlokymMeHTamoHHOE 00ecrieueHne yIpaBiIeHUs U
apXMBOBEJICHUE




2

1. MACHHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB

1.1. O61acTh NPUMEHEHUSA

Kommexkt omenounsix cpenctB (manee — KOC) npennasHayeH miis
KOHTPOJII ¥ OICHKH pe3yJbTaTOB MPOXOXKIACHUS Y4EeOHOW TMPAKTHKH TIO
npodeccuoHampHoMy  Moayimo  (manee — [IM)  TIM.01  Oprasusanus

JOKYMCHTAITMOHHOTO  OOeCIIeYCHHsI  YIpaBJICHUS H  (QYHKIIHMOHUPOBAHUS
OpraHM3alyy, O00pa30BaTCIIBHON MpPOTpaMMBbl CpeIHEro MpodecCHOHATEHOTO
obpazoBanus (mamee — OIl CIIO) mnmo cmemmameHOCcTH — 46.02.01
JIOKYMEHTAIMOHHOE 00eCIICUCHUE YIIPABIICHUSA U apXHUBOBEICHHE.

1.2. Pe3yjbTaThl 0CBOEHHUSI KOMIIETeHIMH
B pesynbrate mnpoBeAeHUS NPOMEKYTOYHOM aTTeCTalldd 10 Y4eOHOM

IMPAKTHUKC OCYIICCTBILICTCA KOMIUICKCHAA ONCHKA OBJJIAACHUA CJIICAYIOIINMHU
HpO(bCCCI/IOHaJIBHBIMI/I u 06HII/IMI/I KOMIICTCHIIMSAMM

Tabnuua 2.1

Kon HaumeHnoBaHue pe3ynbpraTa 00y4eHus

IK 1.1. KoopaunupoBats paboTy opraHuzauuu (IpUEMHOM PYKOBOIMTENS), BECTU
IIPUEM ITOCETUTENIEH

IK 1.2. OcymiecTBiATh pabOTy HO MOATOTOBKE M IPOBEIEHUIO COBEIAHHM, IEIOBBIX
BCTpEeY, MPUEMOB U NPE3eHTAUI

IK 1.3. OcylecTBiATh MOATOTOBKY [JEJNOBBIX IOE3J0K PYKOBOIUTENS M JIPYrUX
COTPYJIHUKOB OpraHU3aINH

I1K 1.4. Opranu3oBbIBaTh paboyee MECTO CEKpeTapsi U pyKOBOIAUTENS

IIK 1.5. Odopmisath " pPETUCTPUPOBATH OpraHMU3alMOHHO-PACIIOPSAIUTEIbHBIE
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU MX UCTIOJTHEHHS

IIK 1.6. OO0pabaTbiBaTh BXOJSAIIME U UCXOJAIINE JOKYMEHTBI, CUCTEMAaTU3UPOBATh MX,
COCTaBJISITh HOMEHKJIATYpy Jie)1 U (P OPMUPOBATH JOKYMEHTHI B JeNIa

IK 1.7. CamMocTosATeNnbHO paboraThb c JOKYMEHTaMH, COJEpKAIMMHU
KOH(UICHIMATBbHYIO UHPOPMAIIMIO, B TOM YHUCIJIE C JOKYMEHTaMHU 0 JTUYHOMY
COCTaBy

I1K 1.8. OcyiecTBIsITh TeAePOHHOE 00CIy)KHUBaHUE, IPUHUMATh U NlepeaaBaTh (PaKcel

I1IK 1.9. OcyecTBISITh IOATOTOBKY J€J K IIEpe/laye Ha apXUBHOE XpaHEHHE

1K 1.10. CocTaBiATh ONMCH A€, OCYIIECTBIATh NMOATOTOBKY €N K Iepefadye B apXUB
OpraHM3alK, FOCy1apCTBEHHBIE 1 MYHUIIMTIIAJIbHBIE ApPXHBBI

OK 1 [ToHuMaTh CyIIHOCTh U COLMAIBbHYIO 3HAYMMOCTh CBOEH Oynymeil npodeccun,
IIPOSIBJISITh K HEW YCTOWYMBBINA MHTEPEC.

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO IESTEIbHOCTb, BHIOMPATh TUIIOBBIE METONbI U
CrocoObl  BBINOJHEHWS  NPO(EeCCHOHANBHBIX  3a4ad,  OIEHUBaTh  MX
7 (HEeKTUBHOCTH M KA4eCTBO.

OK 3 [IpuHuMaTh perieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYyalUsX W HECTH 3a
HUX OTBETCTBEHHOCTD.

OK 4 OcymiecTBISITh TIOMCK M HWCIIOJIb30BaHWE HWH(POPMAIMKM, HEOOXOIUMOW ISt
3 PEKTUBHOTO BBIOJHEHUS MPOPECCHOHANBHBIX 337a4, MPO(EecCCHOHATBHOIO U
JMYHOCTHOTO PA3BUTHSL.

OK 5 Hcnonb30Bath MH(POPMALMOHHO-KOMMYHUKAITUOHHBIE TEXHOJIOT'MH B
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npoecCHOHATLHOM e TEbHOCTH.

OK 6 Pabortatp B KOJUIEKTUBE W B KOMaHAe, 3PPEeKTHBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, IOTPEOUTEIISIMHU.

OK 7 Bpatp Ha ce0si OTBETCTBEHHOCTh 332 pabOTy WIEHOB KOMaHIbI (MTOAYMHEHHBIX ),
pe3ysbTaT BHIIOJHEHMS 3aJaHUH.

OK 8 CaMmocTOSTENbHO ONpeNeNIATh 3aJaud NPOPECCHOHATBHOIO U JIMYHOCTHOTO

pa3BuTHA, 3aHUMAaTbCA caM006pa3013aHneM, OCO3HAaHHO IJIaHUPOBATb
IIOBBIIICHUC KBaJ'II/I(l)I/IKaI_II/II/I.

OK9 OpueHTHPOBATHCS B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTHIA B PO(HECCHOHATIBLHON
JeSITETbHOCTH.

Kommnexkr KOC no3BosisieT o1leHUTh NPUOOPETEHHbIE HA TIPAKTUKE

YMEHHUs:

— TPUMEHATh HOPMAaTUBHBIE I[PABOBbIE AaKThl B  YNPABICHYECKOU
JEATEIIbHOCTH;

— MOATOTABIIUBATh MTPOEKTHI YIIPABICHYECKUX PEUICHU;

— 00pa0aThIBaTh BXOMSIINE U UCXOJSIINE JOKYMEHTHI, CUCTEMAaTU3UPOBATh
WX, COCTaBJISITh HOMEHKJIATYPY Aea U (OpMHUPOBATh JOKYMEHTHI B JI€TIa;

— TOTOBUTh M TMPOBOAUTH COBEIIAHUS, JIEJIOBbIE BCTPEUM, MHPUEMBI U
MpE3CHTAIUU.

2. ®OPMbI KOHTPOJISA U ONEHKHU PE3YJIbTATOB
HNPOXOKAEHUSA IPAKTUKH

B cooTtBercTBUU ¢ ydeOHBIM IJIaHOM M paboueil mporpaMmoil ydeOHOU
MPAaKTUKA  TMPEIyCMaTPUBACTCA TEKYIIMHA W MPOMEKYTOUHBIA  KOHTPOJIb
pE3yNbTaTOB OCBOEHHUS.

2.1. ®opMbI TeKYIIEr0 KOHTPOJIS Pe3yJIbTaTOB

TekymMi KOHTPOJb PE3yJbTATOB IMPAKTUYECKOW TMOATOTOBKH  IIPU
IPOXOXKACHUS YYEOHON MPaKTUKU MPOUCXOIUT MPHU UCHOJIB30BAHUU CIEAYIOIINX
00s13aTENBHBIX (POPM KOHTPOJIS:

— €KEJIHEBHBII KOHTPOJIb IOCEHIAEMOCTH IPAKTHKUA PYKOBOJIUTEIEM IIO
MPaKTUYECKON MOJATOTOBKE OT YHUBEPCUTETA,

— HaOJII0JIEHKE 3a BBIOJHEHUEM BUOB padOT HA MPAKTUKE;

— KOHTPOJIb 32 BEJCHUEM JHEBHUKA MO MPAKTUYECKON NOATOTOBKE;

— KOHTpPOJb cOopa MaTepuasna IJig OTYeTa MO MPAKTUKE B COOTBETCTBUU C
WHIUBUYyAJIbHBIM 33JIaHUEM Ha MPaKTHUKY.

Bunbl paboT Ha MpakTHKE ONPENEsIOTCS B COOTBETCTBUU C TPEOOBAHUAMHU
K pe3yibTaTam OOy4eHHs U OTpakeHbl B paboyell mporpaMme NpaKTHKU.

2.2. ®opMa NPOMEKYTOYHOM aTTecTAIUH

dopMa MNPOMEKYTOUHOW aTTeCTAllMM MO Y4YEOHOM NPAKTUKE — 3ayer.
OOyyaromuecs JTONYCKalTCs K cAadye 3adyeTa MPU YCJIOBHM BBINOJHEHUS BCEX
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BUJIOB pa0OT Ha NMPAKTHKE, IPETyCMOTPEHHBIX padoyeil MporpaMMoil IPaKTUKH, U
CBOEBPEMEHHOM NPEIOCTABICHUH CIECTYIOUIUX JOKYMEHTOB!

— 3AIIOJIHEHHOI'O JHEBHUKA I10 MPAKTUYECKOW ITOATOTOBKE, COIAEPKAILErO
XapaKTePUCTUKY OT PYKOBOJIUTEINS MO MPAKTUYECKON MOATOTOBKE OT MPOGUIBHON
opranu3anuu (€cid MpaKTHUecKas IMOATOTOBKA MPOBOAWIACH B MPOPHILHON
OpTraHM3AIHH ), TIOJTBEPKIAIONIYI0 OCBOCHHE 00YJIAFOIIMMCS OOIINX KOMITCTCHITUI
OpU BBINOJHEHUU PA3IMYHBIX BHJIOB pPadOT, NPEeIyCMOTPEHHBIX padoueit
IpOrpaMMOi MPAKTUKU, M AaTTECTALMOHHBIM JMCT 00 ypOBHE MPaKTUYECKOU
HOJIFOTOBKU U 00 OCBOEHUH NMPOPECCHOHANBHBIX KOMIIETECHIIHI;

— OTYeTa MO IIPAKTUKE B COOTBETCTBUH C MHIMBUIyAJIBHBIM 3a/IaHUEM;

— CIIpaBKHU O MPOXO0KJICHUHU IPAKTUUECKON MOATOTOBKH (111 OUHOM (POpMBI
oOy4eHHMs, €CIu MpaKTHYecKas MOArOTOBKA MPOBOJAMIACHE B MNPOQUIBHOM
OpraHu3alluu).

3ader NpoxoauT B (OpME OTBETOB HAa KOHTPOJBHBIE BONPOCHI, 3AIHUTHI
OTYeTa MO MPAKTUKE C WILTIOCTpauen MmaTepraia (Ipe3eHTauuu), Wi Ap.

KoHTposibHBIE BOPOCHI HEOOXOIUMBI JJIsI CHCTEMAaTH3alUU U 3aKPETUICHHUS
COOpaHHOTO MaTepuajla Ha IpakTUKe. [ paMOTHbIE OTBETHI Ha KOHTPOJIbHBIE
BONPOCHl NoATBepkaat0T ocBoeHue oOyuarommumucs 1K u OK, nmpuoGperenue
YMEHUH U MPAKTUYECKOTO OIIBITA.

IlepeyeHb KOHTPOJIBLHBIX BONIPOCOB (npumep)

1. DTamnel opranu3anuy MpueMa MoCETUTEINIEH.

2. OcHOBHbIE (DOPMBI, IPUEMBI IETOBOr0 OOILIEHUS W MPaBUJ KYJIbTYPHOTO
MOBEACHMUS.

3. IIpaBuna ¢popmMupoBaHus U 3aMOTHEHUS KypHaJIa MOCETUTENICH.

4. ITonstus u Buasl OP/I.

5. Peructpauust BHYTPEHHHMX NPUKA30B B JKYPHaJIbHOM M KapTOYHBIX
dbopmax.

6. Oranbl 00pabOTKU BXOJAUINX U UCXOAAIIUX JOKYMEHTOB.

7. CIMCOK HE PErUCTPUPYEMBIX BXOISAIINX JTOKYMEHTOB.

8. IIpoBepka coctapiieHus u 0(OPMIICHUS HOMEHKIIATYPbI JCII.

9. Opranmzaius (popMupoBaHus TOKYMEHTOB B Jiena.

10. CocraBnenue u opopMiIeHHE JOKYMEHTALUU IO JUYHOMY COCTaBY.

11. IIpoBepka roOTOBHOCTH A€ JI1 ApXUBHOTO XPAHEHHSI.

12. CocraBneHue axkTa O BBIICICHUH JOKYMEHTOB K YHHUUYTOXEHUIO C
UCTEKIIUMU CPOKAMU XPAHECHHUS.

13. CocraBnenue onucen e s epeiayr Ha apXUBHOE XPAHEHHUE.

14. Opranuzanusi paboThl ¢ JOKYMEHTaMH COJEpKaIlIUMU TEPCOHATBHBIC
JTAHHBIE.

HeBbinonHenne oOyvarouuMmcs pabodeil mporpamMmbl  MPakTUKU WU
IIOJIy4YEHHE HEYJIOBIECTBOPUTEIBHOTO pe3yJibTaTa SBIIETCA aKaJAEeMUYECKOU
3aJI0JKEHHOCTBIO.



3. TPEBOBAHMUS K IPEJOCTABJIEHUIO MATEPHUAJIOB O
PE3YJbBTATAX ITPOXOKIAEHUS ITIPAKTUKHA

[lo oOxOHYaHUM TMPAKTUUYECKOW TMOATOTOBKH oOydaromuiics o00s3aH
MPEAOCTaBUTh PYKOBOJUTENIO MO MPAKTHUUECKON MOATOTOBKE OT YHHBEPCUTETA
OTUY€T MO MPAKTUKE B COOTBETCTBUM C MHAMBUIYATbHBIM 3aJJaHUEM; 3aI0JTHEHHbBIN
JTHEBHHUK MO IMPAKTUYECKOM MOATOTOBKE, COAEPk AWK aTTECTAlMOHHBIN JIUCT U
XapaKTePUCTHKY (eCciu IMpakTUYecKas IOJrOTOBKA MPOBOIWIACH B MPO(HILHOM
OpPTraHM3aIMH); CIIPABKY O MPOXOXKJICHUU MPAKTUICCKOW IMOATOTOBKH (JIII OYHOM
dbopmbl 00yUYeHHUs, eclid MpaKTHYecKasi MOArOTOBKA MPOBOAMIACH B MPOGUIHLHOM
OpraHu3aIiH).

OT4eT Mo MpakTHKE JOHKEH BKIIIOYATh MaTepualibl, COOpaHHBIE BO BpeMs
MPAKTUYECKOM IMOJATOTOBKA B COOTBETCTBUU C WHAWBUIYaJIbHBIM 3aJaHUEM Ha
MPaKTHUKY.

D10 MOXET ObITh HH(OPMAIUS O CTPYKTYPE, TEXHOJIOTUYECKOM IMPOIIECCE U
MpUMEHSIEMOM 000PY/I0BaHUHU B MPOGUIBLHON OpraHU3aliK, MOTYT ObITh JaHHbIC
JUISL BBIMIOJTHEHUSI PACUYETOB IO KYPCOBOMY IMPOEKTHUPOBAHUIO, OTYET MOXKET
BKJIIOYATh HEOOXOIUMBIE CXEMBbI, YEPTEKH, TAOIUILIBI, TPAPUKH U T. 1.

CrpykTypa oTuera no npaktuke (5 — 15 ctp.):

— TUTYJIbHBIN JIUCT;

— 33/IaHUE Ha MPAKTHUKY;

— COJIEp>KAHHUE;

— TEKCT OTUETA;

— HCIIOJB3yeMbI€ UCTOYHUKH WH(OOPMAIUHU, JOKYMEHTHI (TEXHOJIOTUYECKHE
WHCTPYKITUH, OPUIIHMAIbHBINA CAalT OpraHU3alluy U T. 11.);

— TIPWJIOKEHUS (CXEMBI, YePTEXKH, TaOIUIBI, (OTOMATEPHAIIBI BHIHOCSTCS B
MPWIOKEHUS, €CIIM OHU 3aHUMAIOT OOJIBIION 00bEM).

[Ipu mpoBegeHMM 3adera 1O  TPAKTUKE  OOydYaronIuecss  MOTYT
JIOTIOTHUTENBHO TIPEJICTABIIATh COOpPAHHBIM Marepuans MO TpPaKTUKE B ¢opme
MpEe3CHTAIUU.

[Ipe3eHTauOHHBIN MaTeprUall MOXKET BKIIOYATh:

— cBelleHUsT O TpoduiabHOM  opraHuzanuu  (MecTe IPOXOXKIACHUS
MPAKTUYECKON MOATOTOBKE);

— (oromarepuabl 0 MPOICTAHHBIX BUIaX padoT;

— XapaKTePUCTUKUA TEXHOJOTUYECKHX TPOILECCOB U  O0OpYAOBaHUS
OpraHu3aIuu;

— JIpyroe.

OTyeT 1O TMpaKTUKE OOYYAIONMIUNUCS JOHKEH TNPEeNOCTaBUTh B CPOK,
YCTAaHOBJICHHBIA TIPUKA30M O JOMYCKE M HaIpaBJICHUU OOydYalomMXcs Ha
MPAKTUYECKYIO MOJTOTOBKY IIPU MPOBEACHUHU MTPAKTUKH.

B nHeBHUKE MO MPAaKTUYECKOW NOATOTOBKE PYKOBOJUTEIb IO MTPAKTUYECKON
MOATOTOBKE OT YHHUBEPCUTETA COCTABJSICT 3aKJIIOYEHHWE O BBIMNOJHEHUN (HE



6

BBITIOJIHEHUHN) B MTOJIHOM 00bEME pabouell mporpaMMbl MPAKTUKU B COOTBETCTBUU C
tpeboBanusiMu GI'OC CIIO u nmo uToraM BHICTABISET 3a4eT.



		2024-07-08T09:37:44+0300
	ФЕДЕРАЛЬНОЕ ГОСУДАРСТВЕННОЕ БЮДЖЕТНОЕ ОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ ВЫСШЕГО ОБРАЗОВАНИЯ "УХТИНСКИЙ ГОСУДАРСТВЕННЫЙ ТЕХНИЧЕСКИЙ УНИВЕРСИТЕТ"
	Подпись документа




