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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. MecTo Yy4eOHOHl NPAKTHKH B CTPYKType OCHOBHOH nNpogeccHoHAIbHOI
o0pa3oBaTe/IbHOM POrPaMMBI:

[IM. 01 VYyebnas mnpaktuka (/lokyMeHTallmoHHOE oOOecTeueHue JeATeTbHOCTH
OpraHu3alMH) BXOAUT B TNPO(ECCHOHATBHBIN MOIYJb «JlOKyMEHTAIlMOHHOE OOecTeueHne
JESATEIBHOCTH OpraHU3aluny.

1.3. Llesn n 3a1a4M NPAKTHKH — TPeOOBaHMS K pe3yJbTAaTaM NPOXO0KICHUS NMPAKTHKHA
C uenbio OBIAAEHUS YKa3aHHBIM BHJIOM TNPOGECCHOHAIbHOW JEeSATENIbHOCTH H

COOTBETCTBYIOIUMH  NMPO(ECCHOHAIBHBIMU ~ KOMIIETEHIIMAMU  OOydYaromuiicss B Xoje
MPOXOKACHUA MPAKTUKH TOJIKCH!:
HMETb npaRanecxnﬁ OIIBIT:

— JIOKYMEHTALlMOHHOT'0 00ecreueH sl IesTeIbHOCTH OpraHu3allny;
YMeTh:

— IIPUHUMATH, PETUCTPUPOBATH, YUUTHIBATH IIOCTYIIAIOIINE JOKYMEHTEI,

— IIPOBEPSTH NPABUIBHOCTh OPOPMIICHHS JOKYMEHTOB;

— BECTH KapTOTEKY ydeTa IPOX0XKIEHUs JOKYMEHTAJIbHBIX MAaTEPUAJIOB;

— OCHOBHBIE MOJIOXKEHUS ENMHON TOCY1apCTBEHHOM CUCTEMBI J€TIONPOU3BOJICTBA;
— BUJBI, QYHKIIUU JOKYMEHTOB, IPABHJIa UX COCTABIICHUS U 0()OPMIICHHUS;

— TIOPSIIOK IOKYMEHTHUPOBAHUS MH(DOPMAITMOHHO-CIPABOYHBIX MAaTEPHAJIOB;

— TpaBuIIa JETOBOTO STUKETA U JIEJIOBOTO OOIICHHUS.

1.4. KotnyecTBo 4acoB NMPOX0:KIeHNEe NPAKTHKH:
Cpoxku npoxosxxaenus yueOnoi npaktuku: 11, 111, IV, V cemecTp.
OO6m1ast mpOAOIKUTENBHOCTD: 216 yacoB, 6 HeeNb.
dopwma arrectaruu: 3adeT (2,3,4,5 cemectp).



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 00y4YeHUsl
K 1.1. [MpuHMMAT, W PErHCTPUPOBATH MOCTYMAIOIIYI0 KOPPECIOHICHIMIO, HANpaBlsTh €€ B
CTPYKTYpHBIE MOIPa3JIeJICH s OpraHU3alH.
K 1.2. PaccmaTprBaTh IOKYMEHTHI W TIepelaBaTb WX HA MCIOJHEHHE C YYETOM PEe30JIOLHH
YKOBOJAUTEINECH OpraHu3altu.
K 1.3. ObopMIISITh perruCcTpalOHHBIE KAPTOYKU M CO3/IaBaTh OAHK JaHHbBIX.
IIK 1.4. BecTr KapTOTEKy yueTa IPOXOXKACHHUS JOKYMEHTAbHBIX MaTEepUaIIOB.
IIK 1.5. OCyIIeCTBIISATH KOHTPOJIb 33 MPOXOKACHHUEM JOKYMEHTOB.
IIK 1.6. OTMpaBisATh UCIIONHEHHYIO JOKYMEHTAIUIO a/ipecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX BUJIOB
OpPraHu3allMOHHON TEXHUKHU.
K 1.7. CoctaBiate u OQOpPMIATH CHyXeOHble OOKYMEHTBHI, MaTepuajbl C HCIHOJIb30BaHUEM
(hOpMYJIIPOB TOKYMEHTOB KOHKPETHBIX BUIOB.
OK 1. [MoHMMaTh CYyIIHOCTh W COLMAIBHYIO 3HAYUMOCTH Oyaymied mpodeccuu, MposBIiTh K
HEW yCTOMYMBBIM HHTEPEC
OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO MEATEIBHOCTb, HCXON M3 ILEIM U CIHOCOOOB ee
JOCTHKCHUS, OTIPEICICHHBIX PYKOBOAUTEIEM
OK 3. AHanmM3upoBaTh pabouylo CHTYallUIo, OCYIIECTBISATH TEKYIIMH W HTOTOBBIH KOHTPOII,
OLIEHKY M KOPPEKIHI0 COOCTBEHHOH JEATENIbHOCTH, HECTH OTBETCTBEHHOCTh 34
pe3ybTaThl CBOCH pabOTHI.
OK 4. OcymecTBnaTh MoucKk HH(popManuu, HEOOXOmUMOH Mg 3(PQPEKTUBHOIO BBINOIHEHUS
npodecCHOHAIBHBIX 3aa4.
OK 5. Hcnonb3oBarh nHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B TIPO(deccHoHaIbHOI
JeSITEJIbHOCTH
OK 6. Paborats B komanze, 3¢ (dekTHBHO 0OmaTbCAd C KOJUIETaMH, PYKOBOJICTBOM,
KIICHTaMHU.
OK 7. HcnonHATh BOMHCKYIO 00S3aHHOCTh, B TOM YHCIE C IPUMEHEHHEM ITOJTyYeHHBIX
IpodeCCHOHATBHBIX 3HAHUH (JIJ1s1 IOHOIIICH).




3. COAEP’ KAHUE ITPAKTUKHU

Kon ITK Kon n KonunyecTBo Buapl pabot B hopme mpakTHIECKOI
HAaWMEHOBAHHE 4acoB Ha MOATOTOBKU
npo¢eCCHOHATBHOT y4eOHY10
o Moy, MIIK MIPaKTHUKY 110
IIM, o
COOTBETCTBYIO
mum MJIK
K 1.1 -1.7 | MJKO01.01 216 — Opradusanus  Tpyaa npu
JlokymeHTaunoHHoe BLINIONHEHUH paboT HAa KOMIBIOTEPE.
obecrieueHne be3omnacHocts TpyAa.
ACATCILHOCTH — Ilpuem m 00paboTKa BXOAALIMX
OpraHu3aIuu

JOKYMEHTOB.  [IpUMEpHBI  TepeueHb
JOKYMEHTOB, HE MOJTCKATIHX
pETUCTpaLIUN cityx00i
JAOKYMCHTAlIMOHHOI'O YIIPABJICHUS.

— IlpaBuna 3aM0JIHCHUS,
oopMIIeHHsI PEKBU3UTOB TpeOOBaHUS
OnaHKaM.

— TlpaBuna odopmieHus
OpraHU3aIMOHHO-PACTIOPSTUTEITBHBIX
JIOKYMEHTOB.

—  IIpaBmra ohopMIeHUS
HHPOPMAIOHHO-CITPaBOYHBIX
JIOKYMEHTOB;

— OOmwme mnpaBuwia oQOPMIICHHS
CITy’KEOHBIX JJOKyMEHTOB, II0 JHYHOMY
COCTaBY, YYETHBIX JOKYMEHTOB apXHBa U
o0ecrieueHne COXPaHHOCTH JOKYMEHTOB.




4. YcioBus peaau3anuy NPOrpaMMbl y4eOHOM NPAKTHKH

VYyeOHast NpakTUKa TMPOBOAUTCS B (opME MPAKTUYECKOH IMOATOTOBKHM B paMKax
poheccHoHaNBHOr0 MOAYJS «/loOKyMEeHTalMOHHOE 00ecieueHUE NIEATEIbHOCTH OPTaHNu3alumny.

4.1. MaTtepuaibHO-TEXHUYECKOE 00eCcrieYeHIE
Peanmzamus mporpamMmbl  yuyeOHOW TMPAKTUKHM MPEANOJIaracT Halu4he KaOuHeTa
JOKYMEHTAaI[MOHHOTO  OOecreueHus]  yIpaBlieHUs, KOTOPBIM  OCHAIlleH  CIEAYIOLUUMHU
TEXHUYECKUMU Cpe/icTBaMH 00ydueHHs U 000pynoBaHHEeM: yueOHast MeOesb, JOCKa ayIUTOPHAs,
MyJIbTUMEANIMHOE MPOEKIMOHHOE U MYJBTUMEIUIIHOE ayauoBU3yalbHOE 000pyAOBaHuE,
TUTAHIIETHBIE KOMIIBIOTEPHI.
Ha IIK ycraHoBneHo ciieqyroliee IporpaMMHoOe 00ecrieYeHHE:
— Oducnoe I1O: onepanuonnas cuctema MS Windows, oducHbiii maker MS
Office, mardpopma MS Teams, oduchsrii naker LibreOffice, antuBupycuoe I10 Dr. Web.
— Crnenmanuzupoanoe I10: SMART Notebook.
ObecrieueHo OecnpOBOAHOE MOJKIIOYEHHE IUIAHIIETHBIX KOMIIBIOTEPOB K JIOKAJIHHOM
cetu u cetu MIHTEpHeT.

4.2. adopmanmonHoe odbecriedyeHrne 00yIeHHs
OcHOGHbLE UCMOYHUKU
1. T'mamuii, E. B. JlokymeHTanmoHHoe o0ecrieueHue ynpasieHus : yueonoe nocobue / E.B.

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

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

Jononnumenshvle ucmouHuKu
1. BeikoBa, T. A. JIokyMEHTaIIMOHHOE OOECIIEYCHUE YIpPAaBICHUS (JIEIOMPOU3BOJICTBO) :
yue6. mocooue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna ; mox o6mr. pea. T.B.
Ky3nenoBoii. — 2-e u3a., nepepad. u non. — Mocksa : UHOPA-M, 2019. — 304 c. +
Jlon. Matepuansl [DIeKTpOHHBINH pecypc; Pexum nocryna http://new.znanium.com]. —
(Cpennee mpodeccuonanpHoe oOpazoBanue). - ISBN 978-5-16-013913-5. - Tekcr :

anekTpoHHsli. - URL: https:/znanium.com/catalog/product/1018055 (mata
obpamenwns: 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/

HanmonanwsHas anektponnas oubnuoreka (HOb) - https://rusneb.ru/
MesxBy30BcKast aekTponHas oubmuorexa (MIOB) - https:/icdlib.nspu.ru/
"UBUC" (b/] nepuonnyeckux uznanuii) - https://dlib.eastview.com/browse
DOnexrponHas 6ubaroreka TroM['Y - https:/library.utmn.ru/
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ITepeyenb HH(POPMALIMOHHBIX TEXHOJIOTHIA, HCIIOJIb3YyeMbIX IIPH OCYLIECTBJICHUHU
o0pa3oBaTe/IbHOIO NMpouecca no AucuumIube: [lnarpopma a1 31€KTPOHHOTO 00yUEHUS
[udposas mnardopma Anaexc360.
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PesyabTaThl 00y4yeHus1
(oCcBOEHHBbIEe YMEHMSI, YCBOCHHbIE 3HAHMS)

®opMbI 1 METOABI KOHTPOJIS U
OlIeHKH Pe3yJIbTATOB 00y4eHusl

HNmeTh npakTHYeCKHUI ONIBIT:
— JIOKYMEHTallHOHHOTO
JEATEIIbHOCTH OpraHU3alNy;

obecrieueHus

- UnTepnperanus pe3yJIbTaToB
HaOIIOAEHUN 3a JesTEeIbHOCTHIO
o0yyaroerocs npu
MIPOXOXKICHUH MPAKTUKH.

- Ouenka BBITIOJIHEHUSI
MIPAKTUYECKON pabOThI

- HaOnronenue u oneHka

- DK3aMeH no
po¢eCCHOHATBHOMY MOJIYJTIO
- ntepnperarus pe3yNIbTaToOB

HaONO/IEHUH 3a JesITeNbHOCTHIO
oOyyaromerocss mpu padoTe Han
MHHU-IIPOCKTOM

YMmerThb:
— IPUHUMATH, PETUCTPUPOBATH, YUUTHIBATH
MOCTYMAIOIIUE TOKYMEHTBHI;
— TIPOBEPSATH MPABUIBHOCTH OPOPMIICHUS
JIOKYMEHTOB;
— BECTH KapTOTEKy y4eTa IpOXOXKICHUs
JIOKyMEHTAIBHBIX MaTEPHAJIOB;

3HaTh:
— OCHOBHBIE MOJIOKEeHHST EAuHON rocy1apcTBEeHHON
CHUCTEMBI JIETIOTIPOM3BO/ICTBA;
BUJIbI, QYHKIIMH IOKyMEHTOB, IIPaBUiIa UX
COCTaBJIEHUS U 0()OPMIICHHUS;
— TOPSAIOK JOKYMEHTHPOBaHUS UH(OPMAIIMOHHO-
CIIPaBOYHBIX MaTEPUAIIOB;

— IIpaBuIa ACJIOBOI'O 3TUKETA U ACJTIOBOI'O O6I_I_IGHI/I$I.

- UnTepnperanns pe3yJIbTaToB
HaOIIoeHUN 3a JesTeIbHOCThHIO
oOyuatonerocs npu
IIPOXOKACHUH MTPAKTUKU.

- Ouenka BBITIOJTHEHUS
MIPAKTUYECKON pabOThI

- UnTepnperanns pe3yJIbTaToOB

HaOMIONCHNI 3a IEATENbHOCTHIO
oOyuJarolerocsi mpu pabote Haj
MHUHHU-TIPOEKTOM
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