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1. ITacmoprt nporpamMmsbl y4eOHOH NPAKTHKH

1.1. ObsacTh NPpMMEHEHUsT IPOTPAMMBI.

[Iporpamma yueOHOM MNpPAaKTUKU SBJISETCS YaCThIO MPOTPaMMBl  MOJATOTOBKH
KBJIM(ULIMPOBAHHBIX pabounx, ciayxamux B coorBerctBuu ¢ ®I'OC CIIO mo mpodeccuu
46.01.03 Jlenonmpou3BOIUTENs B YacTH OCBOGHHS OCHOBHOTO BHJA MNPO(hecCHOHAIbHON
nesitenpHOCTH (BITND): JlokymMeHTanmonHOe o0ecredeHue AesITeNbHOCTA OpTraHn3alliy.

1.2. Llesn u 3a1a4M NPAKTHKH — TPeOOBaHMS K Pe3yJbTAaTaM NPOXO0KICHUS NMPAKTHKHA

C uenpio OBIAAEHUS YKa3aHHBIM BHJIOM TNPO(GECCHOHAIbHOW JEeSATENIbHOCTH H
COOTBETCTBYIOIUMH  NMPO(ECCHOHAIBHBIMU ~ KOMIIETEHIIMSAMU  OOydYaromuicss B Xoje
MIPOXOXKACHUS TPAKTUKU JOJDKEH:

UMeTh MPAKTHYeCKUi ONbIT:
— JIOKYMEHTALlMOHHOT'0 00ecreueHusl JesTeIbHOCTH OpraHu3allny;
yMeTh:
— IPUHUMAaTh, PETUCTPUPOBATH, YUUTHIBAThH MOCTYMAIOIINE JOKYMEHTHI;
— IPOBEPSTH NPABUIBHOCTh OPOPMIICHHS JOKYMEHTOB;
— BECTH KapTOTEKY ydeTa IPOX0XKIEHUs JOKYMEHTaJIbHBIX MAaTEPHUAJIOB;

— OCHOBHBIE MOJIOXKEHUS ENMHON TOCY1apCTBEHHOM CUCTEMBI J€TIONPOU3BOJICTBA;
—  BUJBI, QYHKIIUU JOKYMEHTOB, IPABHJIa UX COCTABIICHUS U O()OPMIICHHUS;

— TIOPSIIOK IOKYMEHTHUPOBAHUS MH(DOPMAITMOHHO-CIPABOYHBIX MAaTEPHAJIOB;

— TpaBuIa JETOBOTO STUKETA U JIEJIOBOTO OOIICHHUS.

1.3. KotnuecTBo 4acoB MpoXo:KIeHNe NPAKTHKH:
Cpoxku npoxosxaenus yueOnoi npaktuku: 11, I1I, IV, V cemecTp.
OO6m1ast mpOAOIKUTENBHOCTD: 216 yacoB, 6 HeENb.
®dopma aTrrecTanuu: 3a4er.



2. Pe3yibTaThl 0CBOCHUS Y4eOHOI NPAKTHKH
PesynpTaToM OCBOEHHS MporpamMmbl NPAaKTHKHU SIBJISETCS OBJIAJICHHE OO0yYaromuMcs
BUJIOM NPO(eCCHOHAIBHON AeATeNbHOCTH: JloOKyMeHTalHOHHOe o0ecnieyeHue e TeJbHOCTH
OpraHu3alMu, B TOM YHcCIIe TpodecCHuoHaIbHBIMU U 00muMu komneTeHusamu (I1K):

Kon HaumeHnoBaHue pe3yjbTaTa 00y4YeHUs
K 1.1. [IpuHUMAaTe ¥ PETUCTPHPOBATH IMOCTYMAIOIIYI0 KOPPECIIOHJCHIIMIO, HANpaBIATh €€ B
CTPYKTYpHBIE MOIpa3/IeJICHHsI OpTaHU3al1H.
K 1.2. PaccmarprBaTh IOKYMEHTBI W TIepelaBaTb WX HA KCIOJHEHHE C YYETOM Pe30JIOLHU
PYKOBOIMTENEH OpraHu3alHH.
K 1.3. ObopMIISITh perruCTPaOHHBIC KAPTOUKHU M CO3/IaBaTh OAHK JaHHbBIX.
IIK 1.4. BecTtr KapToTeKy y4era MpoXOKACHUS TOKYMEHTAILHBIX MaTepPHAIIOB.
IIK 1.5. OCyIIeCTBIATH KOHTPOJIb 33 MPOXOXKACHHUEM JOKYMEHTOB.
IIK 1.6. OTnpaBisATh UCIIOJHEHHYIO JOKYMEHTAIUIO a/ipecaTaM ¢ IPUMEHEHHEM COBPEMECHHBIX BHUJIOB
OpPraHu3allMOHHON TEXHUKH.
K 1.7. CoctaBmate U O(QOpPMIATH CHyXeOHble OOKYMEHTBHI, MaTephalbl C HCIHOJb30BaHUEM
(GhOopMyJIIPOB TOKYMEHTOB KOHKPETHBIX BUIOB.
OK 1. [MoHUMaTh CYIIHOCTh W COLMAIBHYIO 3HAYUMOCTH Oyaymiei nmpodeccuu, MposBiIiTh K
HEW yCTOMYMBBIM HHTEPEC
OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO MEATEIBHOCTb, HCXOIS M3 ILEIHM U CIHOCOOOB ee
JOCTHXKEHUS, OTIPEIeNICHHBIX PYKOBOAUTEIEM
OK 3. AHanm3upoBaTh pabouyylo CHTYallUI0, OCYIIECTBISTH TEKYIIWH W HTOTOBBIH KOHTPOII,
OLIEHKY H KOPPEKIHI0 COOCTBEHHOH JEATENIbHOCTH, HECTH OTBETCTBEHHOCTh 3a
pe3yabTaThl CBOCH pabOTHI.
OK 4. OcymecTBnaTh Nouck HH(oOpManuu, HEoOXomuMoH i 3PQPEKTUBHOIO BBIIOIHEHUS
npodecCHOHABHBIX 33a4.
OK 5. Hcnonp3oBarh nHMOPMALIMOHHO-KOMMYHUKAIIOHHBIE TEXHOJIOTHH B TIPO(ecCHOHaIBHOM
JESTEIbHOCTH
OK 6. Paborate B komanzme, 3¢ ¢dexkTHBHO 0OmIaTbCA C KOJUIETaMH, PYKOBOJICTBOM,
KIIMCHTaMHU.
OK 7. HcnonHATs BOMHCKYIO O0SI3aHHOCTB , B TOM YHCJIE C TPUMEHEHHUEM TTOTyYEeHHBIX
podeCCHOHATBHBIX 3HAHUH (JIJ1s1 IOHOIIICH).




3. COAEP’ KAHUE ITPAKTUKHU

Kon ITK Kon n KomuvectBo Bunpl paboT B hopme mpakTHIECKOM
HaMEHOBAaHHE 4acoB HA MIOATOTOBKHU
npo(hecCHOHATILHOT | MPOU3BOJCTBE
o moayist, MK HHYIO
IIPAKTUKY I10
IIM, o
COOTBETCTBYIO
muM MJIK
K 1.1 -1.7 | MK 01.01 248 — Opra#usanus ~ Tpyga  IIpU
JloKyMeHTalnOHHOE BHITIOJTHEHHH pabOT Ha KOMITBIOTEpE.
obecnieyeHne BbezonacHocTs Tpyza.
ACATCIBHOCTH — IlpueM u 006paboTKa BXOISAMINX
OpraHu3almu

JOKyMeHTOB. [IpuMepHBIi  mepeyeHb
JIOKYMEHTOB, HE MOJTTEeKAIINX
perucTpanun ciy>x001
JOKYMEHTAllHOHHOTO YIIPABJICHUS.

— IlpaBuna 3aI0JIHEHUS,
oQopMIIEHUSI PEKBU3UTOB TpPeOOBaHUS
OsaHKaM.

— IlpaBuma odopmiteHus
OpraHHU3aLMOHHO-PACTIOPSIUTENBHBIX
JIOKYMEHTOB.

—  IlpaBuna odopmiteHus
MH(OPMAIIOHHO-CITPAaBOYHBIX
JOKYMEHTOB;

— OOmme mpaBuna odopMIICHHS
CITy’)KE€OHBIX JIOKYMEHTOB, IO JHMYHOMY
COCTaBY, YYCTHBIX JIOKYMEHTOB apXHBa 1
o0ecrieueHNe COXPAaHHOCTU IOKYMEHTOB.




4. YcioBus peaau3anuy NPOrpaMMbl y4eOHOM NPAKTHKH

Y4yeOHass TpakTHKa MPOBOTUTCS B (OpMe MPAKTUYECKOH TOJArOTOBKM B paMKax
npodeccuoHabHOT0 MOy i [TM.01 JlokyMeHTanmoHHOE 0becieYeH e eI TeNbHOCTH OpraHH3al[HH.

4.1. MaTtepuaibHO-TEXHUYECKOE 00eCcrieYeHIE
Peanuzanus mnporpammbl  y4eOHOW TPaKTUKK TPEAINONIATaeT HaiWyke KaOuHera
JOKYMEHTAlIMOHHOTO O0ECIICUCHUsSI YIPABICHUS, KOTOPBII OCHAIIECH CJICAYIOIUMU TEXHUYECKUMH
cpeacTBaMu OOydeHHsT M 000OpyAOBaHHEM: yueOHas MeOelb, JOCKa ayJIUTOpHAas, MYJIbTHMEIHIHHOE
MPOEKIIMOHHOE U MYJIbTUMEANHHOE ayANOBH3YyIIbHOE 000PYI0BaHHUE, TUIAHIIIETHBIE KOMITBIOTEPHI.
Ha I1K ycraHoBneHO ciieyromiee mporpaMMHOE 00ecIieueHHe:
— Oducnoe I10: omeparmmonnas cucrema MS Windows, oducHerii maker MS Office,
wiatgopma MS Teams, opucHbiit maker LibreOffice, antusupycnoe [10 Dr. Web.
— Crnenmnanmsuposanoe [10: SMART Notebook.
OGecrieueHo OECIPOBOIHOE MOAKIIOUCHUE TUIAHIIETHBIX KOMITBIOTEPOB K JIOKAJIBHOM CETH U CETH
HNurepuer.

4.2. adopmanmonHoe odbecriedyeHre 00yICHHS
OcHhosHble UCOYHUKU
1. T'mamuii, E. B. JlokymeHTanmoHHOE o0OecrieueHue ynpasieHus : yaeonoe nocobue / E.B.

I'maguii. — MockBa : PUOP : HMH®PA-M, 2020. — 249 c. — (Cpennee
npodeccuonansHoe odpazoBanue). — DOI: https://doi.org/10.12737/14202. - ISBN 978-
5-369-01042-6. - Tekct : 3JIEKTPOHHBIH. - URL:

https://znanium.com/catalog/product/1065817 (mara obpamenus: 07.10.2022)

Jononnumenvhvle ucmourHuku

1. boikoBa, T. A. JlokyMeHTallMOHHOE OOECIeYeHUE YIpaBiIeHUs (EIOMPOU3BOJICTBO) :
yue6. mocooue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; nmog oo6m. pen. T.B.
Ky3nenoBoii. — 2-e u3a., nepepad. u gomn. — Mocksa : UTHOPA-M, 2019. — 304 c. +
Jlomn. marepuainsl [DnekTpoHHBIN pecypc; Pexxum noctyna http://new.znanium.com]. —
(Cpennee mpodeccuonanpbHoe oOpazoBanue). - ISBN 978-5-16-013913-5. - Tekcr :
anekTpoHHsld. - URL: https:/znanium.com/catalog/product/1018055 (nata
obpamenus: 06.10.2022)

HNuTepHeT-pecypcebl:

3HaHuyM - https://new.znanium.com/

Jlans - https://e.lanbook.com/

IPR Books - http://www.iprbookshop.ru/

Elibrary - https://www.elibrary.ru/

HarmonanwsHas snextponHas 6ubnanoreka (HOb) - https://rusneb.ru/
Me:xBy30Bckas 3nekTponHas 6ubanoreka (MOBb) - https://icdlib.nspu.ru/
"UBUC" (b/] nepuonnyeckux uznanuii) - https://dlib.eastview.com/browse
OnekrpoHHas oubroreka Tromry - https://library.utmn.ru/

PN R LD =

Iepeyensb UHGOPMAIMOHHBIX TEXHOJIOTHIA, HCIOJIB3YEeMbIX NPH OCYIECTBIEHUU
00pa30BaTeILHOrO Mpouecca mo gucuumiange: [Tnathpopma 1Ist SIEKTPOHHOTO 00YUCHHUS
MicrosoftTeams.

5. KoHTpOJIb ¥ OLIeHKA Pe3yJIbTATOB MPOXO0:KIEHUS MPAKTHKH

Pe3yabTaThl 00yueHust @opMbI M METO/IbI KOHTPOJISA U
(0CBOEHHBbIE YMEHUsI, YCBOCHHbIE 3HAHNS) OIIEHKH Pe3y/JbTATOB 00y4YeHHsI
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HNMeTb nNpakTHYeCKUil ONbIT:
— JOKYMEHTAI[MOHHOTO
NESATEIbHOCTH OpraHu3aluy;

o0ecrieueHns

- UnTepnperanus pe3yabTaToOB
HaOTIONCHUN 3a JeATEIIbHOCTBIO

o0yyaroIerocs npu
MIPOXOKJICHUN TIPAKTUKH.

- Onenka BBITTOJTHEHUS
MPaKTUYECKONH PaOOTHI

- HaOmroienue u oneHka

- DK3ameH o
npodeccrnoHaTbHOMY MOJTYJIIO

- Uatepnperanus pe3yNbTaTOB

HAOJIIOICHUN 3a JIeSATEIbHOCTHIO
oOydJaromerocsi mpu pabote Haj
MHWHU-ITPOCKTOM

YMmeThb:
— IIPUHUMATh, PETUCTPUPOBATH, YUUTLIBATH
MOCTYMAIOIINE TOKYMEHTHI;
— TPOBEPSTH NPABUIBHOCTH OPOpPMIICHUS
JIOKYMEHTOB;
— BECTH KapTOTEKY y4eTa MPOXOKICHUS
JIOKyMEHTAIBHBIX MAaTEPHAIIOB;

3HaTh:
— OCHOBHBIE NTOJIOKEHUs EMMHON Tocy1apCTBEHHOU
CUCTEMBI JIEJIONIPOU3BOJICTBA;
BUJIBI, QYHKITNH JTOKYMEHTOB, ITPaBHJIa UX
COCTaBJICHUS U OPOPMIICHHUS;
— TMOPSAIOK JOKYMEHTHPOBAHUS HUH(OPMAIIMOHHO-
CIIPaBOYHBIX MAaTE€PHAJIOB;

— IIpaBHJIa ACJIOBOI'O 9TUKETA U OICJIOBOI'O O6H.I€HI/I$I.

- UnTepnperanns pe3yJIbTaToOB
HaOroeHui 3a JesITeIbHOCTHIO
o0yyJaromerocs npu
IIPOXOXKACHUN IIPAKTUKHU.

- Onenka BBITIOJTHEHUS
NPAaKTUYECKOH paboThI

- UaTepnperanns pe3yJIbTaToB

HaOJIOIEHNI 3a NIeSTeNbHOCTHIO
oOyyJaromerocst mpu paboTe Han
MUHH-TTPOEKTOM
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