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1. HacnopT MMporpaMmmal I[pOl/II}BOIICTBeHHOﬁ NMPAKTHKH

1.1. Ob6aacTh NpMMeHEeHHs IPOTrPaMMBI.

[IporpaMMa MpOU3BOJICTBEHHOM MPAKTUKH SIBISIETCS YacThblO IPOrpPaMMbl  HOJATOTOBKHU
KBAJIM(HUIHUPOBAHHBIX pabounx, ciyxaumx B coorBercTBuM ¢ PI'OC CIIO mo mpodeccun 46.01.03
Jlenonpon3BoAUTENL B YaCTU OCBOEHHUS OCHOBHOrO BHja mnpodeccuoHanpHoU nestenbHocTH (BILJ):
JIOKyMeHTaIlMOHHOE 00ecredeHne AeATeIbHOCTH OpraHu3aluu

1.2. Mecro mnpoM3BOACTBEHHONl MNPAKTHKH B CTPYKType OCHOBHOHM NpPodecCHOHATBHOM
o0pa3oBaTe/IbHOM NPOrpaMMBblL:

@OHJ| OLICHOYHBIX CPEJCTB IPOU3BOJCTBEHHOM NPAKTUKH «JlOKyMEHTalMOHHOE obecrneueHue
JeSTeIbHOCTH OpPraHM3alUU» BXOIUT B NMpo(ecCHOHANbHBIH MOAyNb «/lokyMeHTalmoHHOE obecneueHue
NEATEIbHOCTH OPTaHU3aLUN.

1.3. lesn u 321241 NPAKTUKHU — TPEOOBAHUSA K Pe3y/abTATaM MPOXO0KICHUSA NPAKTHKH
C menpl0  OBIAJAECHUS  YKAa3aHHbBIM  BHUJOM  NPOQECCHOHATIBHOM  JEATENILHOCTH |
COOTBETCTBYIOIIMMHU TMPOPECCHOHANBHBIMU KOMIIETEHIIUSIMU OOyYaIOIIUNCA B XOJ€ TMPOXOKICHHS
IIPAKTUKU JOJKEH:
HMeTh NPAKTUYEeCKUH ONBIT:
— JIOKyMEHTallMOHHOTO 00ecreueHus 1eATeIbHOCTH OpraHu3ally;

1.4. KosimyecTBO 4aCOB NMPOXO0KACHUE TPAKTHKH:

Cpoku npoxosxeHus npoussoactseHHon npakruku: 11, 111, IV, V cemectp.
OO61m1ast mpOOIKUTENBHOCTD: 288 yacoB, 8 Heneb.

®opmMma arrecranuu: 3auert (2,3,4,5 cemectp).

2. Pe3yabTaThl 0CBOEHHS POTPAMMBbI IPOU3BOICTBEHHOMN MPAKTUKHU
Pe3ynapTaTtoM OCBOEHHS MpOrpaMMbl MPAKTUKH SBISETCS OBIaJeHHE OOydYaromUMCs BUIAOM
pohecCHOHaNBbHON JesSTeNIbHOCTH: JIOKyMEHTallMOHHOE O0ECreueHue NeATENbHOCTH OpraHu3allid, B
TOM uucie npodeccrnonanbHbiMu koMieTeHIsaMu (11K):

Kon HaumeHnoBaHue pe3yiabraTa 00y4eHust
TIK 1.1. HpI/IHI/IMaTB M PErUCTPUPOBATh IMOCTYNAIOIIYI0 KOPPECIOHACHIINIO, HAIIPABIIAThL €€ B
CTPYKTYPHBIE NOAPA3ACICHUSI OpraHu3ariu.
TIK 1.2. PaCCManI/IBaTI) JOKYMCHTBI U NEpeIaBaTh MX HAa MCIHOJHCHHEC C YUYCTOM PE30JHOINN
YKOBOJIUTEJIEH OPraHU3aIUH.
K 1.3. |OdopMIIsaTh perucTpaiiioOHHbIe KAPTOUKH U CO3/1aBaTh OAHK JTaHHBIX.

11K 1.4. BecTu kapTOTEKy ydeTa NpOX0KACHUS JOKYMEHTaIbHBIX MaTEPUAJIOB.

IIK 1.5. OCYH.[GCTBHHTB KOHTPOJIb 3a MPOXOKACHUEM NOKYMCHTOB.

[IK 1.6. |OTnpaBiaTh UCTIOTHEHHYIO JOKYMEHTAIUIO aapecaTaM ¢ MPUMEHEHHEM COBPEMEHHBIX
BHJI0B OPraHU3aLMOHHON TEXHUKH.

K 1.7. |CocTaBusate U 0GOpMIIATH CITy>KEOHBIE JOKYMEHTBI, MaTepUajbl C HCIOIb30BAHHUEM
(hOpMyIIIPOB IOKYMEHTOB KOHKPETHBIX BHJIOB.

OK 1. [ToruMaTe CyImIHOCTP W CONHMAIBHYIO 3HAYMMOCTh Oyaymied mpodeccun,
MPOSIBJIATH K HEW YCTOWYMBBIN MHTEPEC

OK 2. OpFaHI/I30BBIBaTB c06CTBeHHy10 JIeSITEIbHOCTD, MCXOAd M3 IIeJA H CIOCO00B €€
JIOCTHKEHHSI, ONIPEICIICHHBIX PYKOBOJIUTEIIEM

OK 3. AHanu3upoBaTh paboOuyl0 CHTYalUlO, OCYIIECTBISATh TEKYUIMHl U HWTOTOBBIN

KOHTPOJb, OLEHKY M KOPPEKIHIO COOCTBEHHOW JIEATEIIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3yJIbTaThl CBOEH paboThI.

OK 4. OcymiecTBIsITh  TOUCK ~ MHpOpMANUHM, HeoOXoaumou st 3PPEKTUBHOTO
BBITIOJIHEHHSI TPO(EeCCHOHATBHBIX 3a/1a4.

OK 5. Hcnonb30Bath WH(OPMAITMOHHO-KOMMYHHUKAIIHOHHBIC TEXHOJIOTHH B
podeCCHOHAIBHON JAEATEIbHOCTH

OK 6. PaGotaTh B kOomane, 3¢ HEKTUBHO O6H153TBC$I C KOJUIETaMH, PYKOBOACTBOM,
KIIMEHTaMHU.

OK 7. HcnonHATh BOMHCKYIO OO0SI3aHHOCTb, B TOM YHCJIE€ C MPUMEHEHHEM




| MOJIYYEHHBIX TPOo(heCCHOHATBHBIX 3HAHUH (JUIs1 FOHOLIEH).




3. Coep:kanue NporpaMMbl POU3BOJACTBEHHOH MPAKTHKH

Kong IIK Kon 1 HauMeHOBaHue KonuuectBo Bunet pabot
PO eCCHOHAIBHOTO JacoB Ha
moxyisi, MK MPOU3BOJICTBE
HHYIO
MPAKTUKY 110
IIM, 1o
COOTBETCTBYIO
mum MJIK
K 1.1 -1.7 | MK 01.01 288 — Opranuzanus Tpyaa pH
JlokyMeHTanmoHHOe BBITIOJTHEHUHM PabOT HAa KOMITBIOTEPE

obecrneueHue AeITeIbHOCTH
OpraHu3aIiu

bezonacHocth Tpyna.

— OcHoBHOI (BTOpOH), BEepXHUU
(Tperumii), HWKHUA (MEPBBIA) W
YETBEPTHINA Psifl KIIABUATYPHI;

— OcHOBHBIE  TpaBWJIa  MHUChMA
TEeKCTa, nucbMo uepe3 1; 1,5; 2

WHTEpBaa, 3aroJIOBKH u
H0/13aTr OJIOBKH, oopmienue
TUTYJIBHOTO JIMCTAa, COCTABICHUE H
odopmiieHne CITyKeOHBIX
JOKYMEHTOB.

— Pacnewarka u  kommpoBaHue
CITy’KEOHBIX JOKYMEHTOB Ha

MpPUHTEPE M JPYTUX YCTPOHCTBAaX
BBIBOJIA.

— CkaHupoBaHue CITyKeOHBIX
JOKYMEHTOB MPU HEOOXOAMMOCTH.

— CocraBienue #u  0oQOpMIICHUE,
HyMepaluu JIHCTOB B CIYXEOHBIX
JIOKyMEHTAaX.

— IlpaBuna oopmneHus u
COCTaBJICHUS 3aBEPUTEIHHOM
HaAIIucu.

— IlpaBuna odopmienuss 0070kKeK
IIOCTOAHHOI'O u BPCMCHHOT'O
XpaHEHUS.

— TpaBuiIa COCTaBJICHUSI u
odopmITeHHS omnucen nen
TIOCTOSTHHOTO XPaHEHHS.

— IlpaBuna COCTaBJICHUS "

obopmIieHHs ~ OMHCEH  Jem 1o
JMYHOMY COCTaBY.

— IlpaBuna odopmieHHs OTUETHOMN
Y TEXHUYECKON JOKYMEHTAIMH.




4. YcaoBus peajiu3alui NPorpaMMbl NIPOU3BOICTBEHHON NMPAKTUKHU
4.1. MaTtepuaibHO-TEXHUUYECKOE 00ecreyeHne

[IpousBoacTBEHHAs TMpPAaKTHKAa MPOBOAUTCS B (OpPME MPAKTHYECKOW TOJATOTOBKA B paMKax
podeccrnoHanbHOr0 MOAYJIS «J{oKyMEHTAIMOHHOE 00ECIIEUCHHE e TEIbHOCTH OPraHU3aLHmy .

[Ipon3BoACTBEHHAs] MPAKTUKA MPOBOIAUTCS HA OCHOBE INPSMBIX JOTOBOPOB, 3AKIHOYAEMBIX MEXKIY
00pa3oBaTeNbHBIM YUPEXKJICHUEM U OpraHu3aluei, KyJja HalpapJstoTcs 00ydaroniecs.

bazaMyu NpPOM3BOJACTBEHHON IPAKTUKU SBJIIFOTCA OpPraHU3alUy, IPEANPUATHS, YUYPEKICHUS

r.To6onbcka u TroMeHCKO# 00s1acTH, OTBEUaloIIe COBPEMEHHBIM TpeOOBaHUAM K OpraHu3aluu yueOHo-
BOCIIMTATEIBLHOTO TPOIIECCa, OCHALICHHbIE HEOOXOJUMBIMU TEXHMYECKUMHU CpEICTBaMU OOy4YEHHs,
YKOMIUIEKTOBaHHbIE KBAJM(UIIMPOBAHHBIMHU KaipaMH

4.2. UndopmarmoHHoe odecrieueHue 00yueHus
OchosHble UCMOYHUKU
1. TI'mamgmit, E. B. JlokymMeHTanmoHHOE oOecrieueHue ynpasieHus : yueonoe nmocoobue / E.B. ['maguii.
— Mockaa : PUOP : UTHOPA-M, 2020. — 249 ¢. — (Cpennee npodeccHoHATbHOE 00pa30BaHUE).
— DOI: https://doi.org/10.12737/14202. - ISBN 978-5-369-01042-6. - TekcT : 3ME€KTPOHHBIU. -
URL: https://znanium.com/catalog/product/1065817 (mara obpamenus: 05.10.2022)

Llononnumenvhvie ucmoyruku

1. Kyznenos, 1. H. JlokymeHTanuoHHoe oOecriedeHue ympasieHus. JJoKkyMeHTooOopoT u nelno-
MIPOU3BOJCTBO : YUeOHUK U mpakTukyM Juist By3os / 1. H. Ky3neuoB. — 4-e uzn., nepepal. u gom.
— Mocksa: MsparensctBo HOpaiit, 2023 — 545 c¢. — (Bricmiee oOpa3oBanue). — TekcT:
HEINOCPEICTBEHHBIN. ISBN 978-5-534-16003-1TekcT: AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/908853 (mata obpamenus: 03.10.2022)

2. beikoBa, T. A. JlokyMeHTaLMOHHOE oOO€CIeYeHHE YHpaBIeHUs (IEIONPOU3BOACTBO): YyueO.
nocooue / T.A. beikoa, T.B. Ky3nernona, JI.B. Cankuna ; mox o6m. pea. T.B. Ky3nenosoit. — 2-
e u3n., mepepad. u gomn. — MockBa: UHOPA-M, 2019. — 304 c. + Jlom. wmatepuaibl
[OnmexTpoHHBI  pecype; Pexxum  mocryma  http:/new.znanium.com]. —  (Cpenmnee
npodeccuoHanbHoe oOpazoBanue). - ISBN 978-5-16-013913-5. - Tekcr: anektponHslid. - URL:

https://znanium.com/catalog/product/1018055 (maTta obpamenus: 04.10.2022)
WuTepHeT-pecypcs:

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

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

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

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

Hanuonanwsuas snextponnas oubnuoreka (HOb) - https://rusneb.ru/
MesxBy30BcKkas anekTpoHHas 6ubnnoreka (MOB) - https://icdlib.nspu.ru/
"MBUC" (b/] nepuonnyeckux nznanuii) - https://dlib.eastview.com/browse
OnextponHas 6ubmuoteka Trom['Y - https:/library.utmn.ru/

e Al

ITepeuenb HHGOPMALMOHHBIX TEXHOJIOTHH, HCIOJIb3yEeMbIX NPH OCYIECTBJICHUHU
o0pa3oBaTe/IbHOrO Mpouecca no AucuunauHe: [Tnarhpopma st snekrponHoro o0yuenus L{udpposas
matdopma Aunexc360.


https://znanium.com/catalog/product/1018055
https://znanium.com/catalog/product/908853
https://znanium.com/catalog/product/1065817

S. KOHTpPOJIb ¥ OLIeHKA Pe3yJIbTATOB NPOXO0KACHHUA NPAKTHKH

PesyabTaTsl 00yyeHus
(oCBOEHHBbIE YMEHHSI, YCBOCHHbIE 3HAHMS)

®DopMbI 1 METOAbI KOHTPOJIS U
OLIEHKM Pe3yJbTATOB 00yUeHusl

NMeTh npakTH4eCKUi OIBIT:
— JOKyMEHTAaIl[MOHHOI'O obecrieueHus
JIeATEIIbHOCTH OpraHU3allly;

- aTepnperanus pe3yIbTaToOB
HaOJIIOIGHUI 32  JIEATENIbHOCTBIO
oOyyarolerocs Mnpu MpOXOXkKIACHUN
NPaKTUKH.

- Onenka BBITIOJTHCHHSI
MPAKTUYECKON pabOThI

- HaOmronenue u onenka

- DK3aMeH 10 NpOoQecCHOHATBHOMY
MOTYJTO

- MuaTepniperarus pe3yIbTaToB
HaOJIOIeHNIT 32 JAEATENbHOCTHIO
oOydarormerocss mpu pabore Ha
MUHH-TIPOCKTOM
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