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1. Inanupyemble Ppe3yabTAThI

pesyabratamu ocBoenuss OIl CI1O
[Tporpamma npakTUKU SBISIETCS YACThEO MPOTPAMMBI ITOATOTOBKU KBATH(DUITUPOBAHHBIX

pabouux,

CITyKaIIuX

B COOTBCTCTBHMH C

0CBOCHUA INPAKTHUKH,

dIroC CIIO mno

npodeccuun

COOTHECEHHbIe ¢ TpedyeMbIMH

46.01.03

Jlenonpou3BoauTens B 4acTH OCBOEHHS OCHOBHOTO BHJA MPOGECCHOHAIBHOW AEsITeNbHOCTU
(BITD): JloxymMeHTHpOBaHHE yMPaBICHYSCKOW JEATEIHPHOCTH W OpraHu3amus padoThl ¢

JOKYMCHTAMMU.

Koapl koMmnereHnuia

3Hanus

YmMmenus

Hasbixu
(mpakTHYeCKui
ONbIT)

OK 01
Bri6upaTs ciocoOb!
peleHus 3a1a4

3HaeT, KaK aganTHUpOBaTh
CTaHAapTHEIE POy PHI
JIEJIOTIPOM3BOACTBA K

YMeer aHanu3upoBaTh
pabodyio CUTYyaIuio,
BBISIBIISITH [IPOOJIEMY B

npodeccuoHANBHON cnenr(rke KOHKPETHOU JIOKyMeHTo000poTe
JEeATeILHOCTH opranmzanuu (eé (HanpuMep, 3aJepIKKN
NPUMEHHUTEIIEHO K Macmrabam, OTpaciaeBbIM COTJIaCOBaHMS, OIIUOKU
pa3IMYHBIM 0COOEHHOCTSM, odopmIenus,
KOHTEKCTaM HCIIOJIb3yEMBIM Hea(hhekTuBHBIE
WH(POPMAITMOHHBIM IIPOLIECCHI) ¥ BEIOMPATh
cUcTeMaMm U ONITUMAJIBHBIN cIOCO0 €&
KOPIHOPAaTHUBHBIM pelIeHHs ¢ y4ETOM
cranaptam). [lorumaer JEUCTBYIOLIUX
aKTyaJIbHbIC pETJIaMEeHTOB, PECYPCOB
npogecCuoHANbHBIE 1 OpTaHU3allu 1 CPOKOB.
COIMAbHBIC KOHTEKCTHL, B | CriocoOeH
KOTOPBIX TIPHUXOINUTCS MOIH(UIIMPOBATH
paboTath (TpeOoBaHUs THUIIOBBIC AJITOPUTMBI
3aKOHOJATENILCTBA, TPEHIBI | pabOTHI ¢ JOKYMEHTAMH,
1 pOBU3ALIUH, H3MEHEHUS | €CITH ATOTO TpeOyeT
B OM3HEC-TIpOIECccax). cuTyanus (Harpumep,
cpouHoe ohopMIICHUE
KOHTpPAKTa WU
BHEJIpEHHE
3JIEKTPOHHOTO
JIOKYMEHT0000pOTa).
OK 02 3HaeT aKTyaJbHbIC YMeeT onpenensiTs
Hcnionb3oBathb npodecCHOHANBHBIE 1 3a]a49u JUIsl TTIOHUCKa

COBpEMEHHBIE CPEJICTBA
HIOMCKa, aHAIIN3a U
UHTEPIPETAIN
UHQOpMAIH, 1
WHQOPMAIOHHEIE
TEXHOJIOTHH JJIs
BBITIOJTHEHHUS 33124
podeCCHOHATEHOM
JeSITeIbHOCTH

COI[MAJIbHBIC KOHTEKCTBI, B
KOTOPBIX TIPHUXOAUTCS
pabotath (TpeboBaHuUs
3aKOHOJATENILCTBA, TPEHIBI
(G poBU3ALNH, H3MEHEHUSI
B OM3HEC-TIPOIECcCax).
IToHumaeT OCHOBHBIE
HUCTOYHUKU UHPOPMAIIUHU U
pecypchl AJsl pereHus
3a/1a4 B
npodeccuoHaNbHON cdepe,
BKJIFOYAsi COBPEMEHHBIC
nH(pOpMaLMOHHbIE
TEXHOJIOTUH U
pOrpaMMHOE
oOecnieyenue. OcBe1OMIEH
0 CTPYKTYpE IIaHa Jiisi

uHQOpMaIUH U
HEeOOXOIUMBIE
HACTOYHUKH,
IUTAHUPOBATH TPOIIECC
[OKCKa U
CTPYKTYypHUPOBaTh
MTOJTyYECHHYIO
nHpopmanuio. CriocodbeH
BBIAEIATHh HanOoJiee
3HAYUMOE B MaCCHBE
JTAHHBIX, OIICHUBATh
MIPaKTHYECKYIO
3HAYUMOCTh PE3yJIbTaTOB
[TOKCKa M TPaMOTHO
0(OPMIIATB €r0 UTOTH.
Hcnonszyer
COBPEMEHHOE




pelieHus 3a1a4 U MopsJIKe
OIICHKH Pe3yJIbTaTOB.

MIPOrPaMMHOE
obecrieueHne U
M(ppPOBBIE CPEICTBA IS
penieHus

PO eCCHOHATEHBIX
3ajau.

OK 03

IInanuposats u
pean30BbIBATh
coOCTBEHHOE
poheCCHOHANBHOE U
JUYIHOCTHOE Pa3BUTHE,
MPEITPUHAMATEIBCKYIO
JeSITebHOCTD B
pohecCUOHANTBHOMN
chepe, UCTIOTL30BAThH
3HAHMS 110 IIPABOBOU U
(buHAHCOBOI
TPaMOTHOCTH B
Pa3IMYHBIX JKU3HEHHBIX
CUTYyaIHUsIX

3HaeT OCHOBBI
TUTaHUPOBAHUS
PodEeCCHOHATLHOTO U
JUYIHOCTHOTO Pa3BUTHS,
BKJTIOYasi METOJIBI
caMoOaHam3a u
MIOCTAHOBKU LIENEH.
OcBeOoMIIEH O MPaBOBBIX U
(hMHAHCOBBIX acmeKTax
MpeaNPUHUMATETHCKON
JISATEIILHOCTH B chepe
JIEJIOTIPON3BOJICTBA.
[ToHuMaeT NpUHLUIIBL
MPaBOBO 1 (hHHAHCOBOM
rPaMOTHOCTH,
HEOOXOIUMBIE TS
pelIeHus MPaKTUIECKIX
3aja4 (Hanpumep, npu
pabote ¢ JoroBOopamu,
OIOKETUPOBAHUH
pacxo/ioB Ha OPITEXHUKY).

YMeer aHanu3upoBaTh
cBOM Ipo(deccuoHaIbHbIE
KOMIIETEHIINU U
OTIpENIeJIATh 30HBI POCTA.
Cocrasnser
HWHAMBUAYAJIbHBIC IIJIAHBI
pas3BUTHUS C
KOHKPETHBIMH LIaraMu U
cpokamu. O1ieHUBaeT
BO3MOXHOCTH
IIPUMEHEHUS 3HaHUU U
HaBbIKOB B
NpeANpUHUMATEIbCKON
NIESITEIbHOCTH B cepe
JIeJIOTIPOU3BO/ICTBA
(HammpuMep, OTKpbITHE
0ropo yciyr).
[Tpumensier 6a3oBbIC
IIPUHLUIIBI IPAaBOBOU U
(huHaHCOBOI
T'paMOTHOCTH IIpHU
pelieHnr paboyux 3a1a4
(mpoBepsieT
COOTBETCTBHE
JIOKYMEHTOB
3aKOHOJATENbCTRY,
OLICHUBAET
9KOHOMHYECKYIO
11€JIeCO00Pa3HOCTh
pacxoioB).

OK 04

DddexTuBHO
B3aMMO/ICIICTBOBATH U
paboTaTh B KOJUICKTHBE
U KOMaHj1e

3HaeT OCHOBBI
KOPIIOPATUBHOM KYJIBTYPbI
Y 3THKH JIEIIOBOTO
obmenwus. [loanmaet
MPUHLMIBI KOMaHHOMN
paboThI, pacnpeiesicHUs
poleit U OTBETCTBEHHOCTH
B KOJUICKTHUBE.
OcBenoMIIEH 0 METOIaX
MPEAOTBPALCHUS U
pasperreHus: KOH(PIUKTHBIX
CUTYyallui B
npodecCHoHAILHOU cpeJie.

YMeeT BbICTpanBaTh
npodeccuoHAEHOE
oO1ieHne ¢ y4éTom
cratyca u 0coOeHHOCTE!
YYaCTHUKOB. YETKO
(dhopMynupyeT 3a1a4u
JUTSL KOJUIET U aJIeKBaTHO
BOCIIPUHHMAET
00paTHYIO CBSI3b.
VYyacTByeT B
00CyXIeHNH PadoInx
BOIIPOCOB,
apryMeHTHPYET CBOIO
MO3ULIUIO, IPH 3TOM
TOTOB K KOMIIPOMHCCAM.
CBOEBPEMEHHO
nHPOPMHUPYET
PYKOBOJUTEIS O
BO3HHKAIOIIUX
CJIOKHOCTSIX.

OK 05

3HaeT HOpMBI

YMeeT coCTaBIATEL U




OCyIIecTBIATh YCTHYIO
U IUCbMEHHYIO
KOMMYHHKAIIUIO Ha
rOCy/1apCTBEHHOM
a3bIke Poccuiickon
denepaunu ¢ yu€Tom

COBPEMEHHOI'0 PyCCKOro
JUTEPATyPHOTO S3bIKa, B
TOM YHCJIe TIpaBHIa
op¢orpadun, MyHKTyalHH,
CTUITUCTUKH, XapaKTepHbIC
IUIST OPUITHATEHO-IEIIOBOTO

pPeAaKTHPOBATH
CITyKeOHBIE JOKYMEHTHI
¢ coOuroIcHIEM
CTHIIUCTUYECKUX U
SI3BIKOBBIX HOpM. UETKO
1 KOPPEKTHO

ocobeHHoCTEH ctuid. OcBenoMIIEH O (hopMyIHpyeT 3ampochl 1
COLMAIILHOTO H MPUHIMIIAX AETOBOH OTBETHI B YCTHOU U
KYJIETYPHOTO KOMMYHHKALIUHU: KaK MIUCbMEHHOHN (opMe npu
KOHTEKCTa BBICTPaNBaTh YCTHBIE U B3aUMOJICHCTBUH C
MUCbMEHHBIE OOpaleHns, | KOJUIeramu,
YUUTBIBAs CTATyC afpecara | PyKOBOACTBOM U
Y KOHTEKCT CUTYyaluH. BHEIIHUMHU
[Tonumaet ocoGeHHOCTH KOHTpareHTaMu.
COCTaBJICHUSI Pa3HbIX Anantupyer cTuib U
BHJIOB CITY»KEOHBIX (hopMy KOMMYHWUIKAIIHH B
JOKYMEHTOB (TIPHUKa30B, 3aBUCUMOCTH OT
MUCEM, CIIPABOK, CUTYalluu U ayJUTOPUH
MIPOTOKOJIOB) ¥ TpeboBaHMs | (Hampumep,
K UX 0pOpPMIICHHIO. oduLManBHEBIN TOH AT
BHEIIHUX MMHCEM, OoJiee
HEUTpaNbHBIA — IS
BHYTPCHHHUX 3aIIPOCOB).
OK 09 3HaeT OCHOBBI YMeeT nepeBouTh
[Monb30BaThCs npogecCHOHANBHON THUIOBBIE CITyKeOHbIE
npodeccuoHanbHON TEPMUHOJIOTHUH Ha JOKYMEHTHI C

JIOKYMEHTaluen Ha
rOCy/1IapCTBEHHOM U
WHOCTPAaHHOM SI3bIKaX

WHOCTPAHHOM SI3BIKE B
chepe nenonpon3BOICTRA
(Ha3BaHMS BHUJIOB
JIOKYMEHTOB, JTaITbl
JIOKYyMEHT0000pOTa,
pexBu3uThbl). OcBenOMIIEH
O TIPUHIIMAIIAX aJ[ANTAINAN U
MepeBo/ia TUTIOBBIX
CITy’KeOHBIX JIOKYMEHTOB
(compOBOIUTENBHBIX
MTUCEM, 3asIBOK, IOTOBOPOB)
JUTS. MEKIYHAPOTHBIX
koMMmyHuKaiuil. [Tonumaer
0COOEHHOCTH 0(OPMIICHUS
JIETIOBOU
KOPPECTOHACHITUH T10
3apyOeXHBIM CTaHIapTaM
(mampumep, B pamMKax
MEXKTyHAPOTHBIX
KOHTPAKTOB).

WHOCTPAHHOTO SI3bIKa Ha
pycckuii u o0paTHO,
COXpaHss CTUJIUCTUKY U
FOPUINYECKYIO TOUYHOCTb.
Anantupyer
(hopMyIIMpoBKH B
JOKYMEHTax C y4€ToM
SI3BIKOBBIX M KYJIBTYPHBIX
ocoOeHHoCTel
3apyOeKHBIX TApTHEPOB.
IIposepsier
KOPPEKTHOCTH TEPEBO/Ia
C MPHUBJICYCHHEM
CHELUAIN3UPOBAHHBIX
CJIOBApEeH U TIIOCCAPUEB.

K 1.1

OcymecTBIATh IpUéM,
MIEPBUYHYIO 00paboTKy
Y PETUCTPALINIO
MOCTYNaOIIe
KOPpECIOHICHIINY, B
TOM YHCIIE C
MCIIOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX
CUCTEM

3HaeT HOpMaTUBHBIE
MIPaBOBBIC AKTHI U
HOPMAaTHBHO-
METOANYECKHUE TOKYMEHTHI,
KOTOPBIE PETJIAMEHTHPYIOT
TTOPSIIOK
JIOKYMEHTAI[HOHHOT'O
oOecrieueHus yrpaBIeHUs.
ITornMmaeT OCHOBHEBIE
MoJIOKeHu EnuHoi
TOCYJJaPCTBEHHOU CUCTEMBI

YMeeT npuHUMaTs 1
MIPOBOJIUTH TIEPBUYHYFO
00paboTKy
ocTyHaroImen
KOPPECIIOH/ICHITUH
(TIpOoBEPATH LEITOCTHOCTH
BJIOXKEHUH, COPTHPOBAThH
nokymeHThl). CriocoOeH
PETUCTPUPOBATH
JOKYMEHTHI B JKypHalax
y4€Ta UIU B

Hasbik oneparuBHOTO
npuémMa U IepBUYHOMN
00paboTKH
KOPPECTIOHJEHIINH C
coOmroaeHneM
YCTaHOBJIEHHBIX
CPOKOB U TPaBUII.
Hagbik perucrpanuu
JIOKyMEHTOB B
aBTOMAaTU3HMPOBAaHHBIX
CUCTEMAX C

4




JIeJIOTIPOM3BOJICTBA.
OcBenoMIiI€H 0 BHIAX
KOpPECIOHICHLINH,
mpaBuiax e€ npuéma,
MIePBUIHON 00paOOTKH 1
perucTpanny, BKIOYas
0Cc0OEHHOCTH PabOTHI C
ABTOMATH3UPOBAHHBIMH
CHCTEMaMH y4€Ta U

ABTOMATHU3UPOBAHHBIX
CUCTEMax, MPHCBaNBas
HM PETUCTPAIOHHBIC
HOMEpa 1 BHOCA
HEOOXOIMMBIC
PEKBU3UTHI. YMEET
OnpeesaTh, KaKue
JIOKYMEHTBI TIOJJIe)KAT
pEeTHCTpaIny, a Kakne —

HCIIOJIb30BaHUEM
KOPPEKTHBIX
PEKBU3HUTOB U
rabyionoB. HaBbik
COPTUPOBKH
JTOKyMEHTOB Ha
perucTpupyemMsle u
HEPETUCTPUPYEMBIE C
Y4ETOM BHYTPEHHUX

perucTpanyy JOKyMEHTOB. | HET. periiaMeHTOB
OpraHu3alyH.

IIK 1.2 3HaeT HOPMaTHUBHBIC YMeeT onpenensrthb Hagbik onepaTuBHOTO

IlepenaBatp MPaBOBEIE aKTHI U MapIIpyT ABIKEHUS ompeeneHus

JIOKYMEHTBI Ha HOPMAaTHBHO- KOHKPETHOT'O JOKYMEHTa | MOJpa3eICHHUSI-

WCIIOJIHCHUE B METOANYECKUE TIOKYMEHTHI, | C y4ETOM PE30JIOLNU WCTIOJIHUTENS U

MOIpa3AeNIeHHs C KOTOpPBIE OIIPENEISIIOT PYKOBOAMTEINS U KOHKPETHOTO

y4ETOM PE30IIIOLUU MOPSATOK JIOBOJUTH JOKYMEHTHI I0 | COTpYJIHHUKA Ha

pyKoBoAUTENEH JIOKYMEHTAI[HOHHOTO UCIIOJTHUTENEH B OCHOBE PE30IIOIHIH.

OpraHu3anuu oOecreyeHus yupaBiIeHUsl. | YCTAHOBJICHHBIE CPOKH. Hassbik paboTsI C
[lornMaet cTpyKTypy Criocoben paboTats co CHUCTEeMaMH
OpraHu3anuy u BCEH COBOKYITHOCTHIO 3JIEKTPOHHOTO
MTOJTHOMOYHS &€ nH(OPMaITMOHHO- JIOKyMEHT0000poTa
MoApa3aeICHU. JOKYMEHTAI[UOHHBIX (COO) nnsa nepenaan
OcBeoMIIEH 0 pPecypcoB OpraHM3allMi. | JOKYMEHTOB U
COBPEMEHHBIX YMeer BeCTH y4ET OTCJICKUBAHUS UX
MH(POPMALUOHHBIX MIPOXOXKACHUS craryca. HaBbik
TEXHOJIOTHSIX paboThI C JOKYMEHTaJIbHBIX BECHUS
JIOKYMEHTaMH U MOpsAKe MaTepHuasoB, PUKCUPYST | pEerUCTPAaLMOHHO-
nepeaay JOKyMEHTOB Ha | 3Tallbl UX JABUKEHUSI. KOHTPOJIBHBIX
UCTIOJIHEHHE, BKJIIOYAsI KapTO4YeK MU
WCIIOJIb30BaHHUE KYPHAJIOB C
ABTOMAaTH3UPOBAHHBIX ¢ukcanneit Bcex
CHCTEM. 9TAIoB Mepeaayn

JIOKYMEHTAa.
IIK 1.3 3HaeT npaBuiIa YMeeT cTaBuTh HaBpik onepatuBHOTO
Ocy1ecTBIsATh opranuzanuy 1 Gopmsl JOKYMEHT Ha KOHTPOJIb. | KOHTPOJISI NUCIIOTTHEHUS

KOHTPOJIb UCITOJTHEHUS
JIOKYMEHTOB B
Opra”u3anuu, B TOM
quClie ¢
HCIIOIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX
CUCTEM

KOHTPOJISI UCTIOJIHEHUS
JIOKYMEHTOB B
opranuzaiuu. OcBegoMIIEH
0 TUIIOBBIX CPOKaX
WCTIOJTHEHUS JOKYMEHTOB,
MPUHIMIAX Pa0OTHI CO
CPOKOBOM KapTOTEKOH,
Ha3HAYCHUU ¥ TEXHOJIOTHU
TEKYIIETOo U
MIpeTyNPEAUTENHHOTO
KoHTpoud. [lonnmaer
IIpaBUJIa COCTABIICHHUS
AHATUTUYECKHUX CIIPaBOK
IO KOHTPOJTIO UCIOJTHEHMS
JIOKYMEHTOB.

Crioco0eH ocymIecTBISATh
IIPOMEKYTOUHBIN
KOHTPOJIb ¥ KOHTPOITh
IIPY HACTYTIJICHUH AAThI
HCTIOJTHEHUS. Y MEET
UHQOPMHUPOBATH
pykKoBoguTENS 00
HWCHOJHEHUH, CHUMATD
JIOKYMEHT C KOHTPOJIS U
HaIPaBIIATh
HCTIOJTHEHHBIA JOKYMEHT
B ZIelI0. YMeeT 00001maTh
U aHAJTU3UPOBATh
pe3yabTaThl KOHTPOIIS 32
HCTIOJTHCHUEM
noxkyMeHTOB. CriocoOeH
MOJIL30BaTHCS
ABTOMAaTU3UPOBAHHBIMU
CHUCTEMaMU y4€Ta,
pETUCTpaLuU, KOHTPOJIS
1 uHGOPMAIMOHHO-

JOKyMEHTOB C
COOII0ICHHEM
YCTaHOBJICHHBIX
cpokoB. HaBbik
paboThI C CHCTEMaMHU
AJEKTPOHHOTO
JOKyMEHT0000pOoTa
(CO1) s
OTCIIeKUBAHUS
cTaTyca UCTIOJIHEHHUS 1
¢bukcaunu
KOHTPOJIBHBIX
coOpITHi. HaBbIk
BEACHUS
perucTpamnuoHHO-
KOHTPOJIBHBIX
KapTOueK MU
JKYPHAJIOB C
¢ukcanueit Bcex
3TaroB KOHTPOJIL.
HaBbIk NOATOTOBKH




CTIPABOYHBIMH AHATTUTUICCKUX

cHCTEMaMH Ipu paboTe ¢ | CIPaBOK 110

JIOKYMCHTaMH. pe3yabTaTtam
KOHTPOJISL.

MK 1.4

BecTn 6a3n1 qaHHBIX
JIOKyMEHTOB
OpraHM3aIuy U
CIPaBOYHO-
WH(POPMAITMOHHYTO
paboTy 1o HUM

3HaeT mpaBwiia CO3AaHUSI U
BeJIeHHsI 0a3 JaHHBIX
CITy>KeOHBIX TOKYMEHTOB B
opranuzanuu. OcBegoMIIEH
O TIPUHIINATIAX PabOTHI C
aBTOMATH3UPOBAHHBIMH
CHUCTEMaMH y4€ra,
perucrpanuu u
MH()OPMAITMOHHO-
CIPaBOYHBIMH CUCTEMaMH.
[ToHumaer cTpykTypy U
JIOTUKY OpraHU3aIiH
JAHHBIX U 3PEKTUBHOTO
TIOWCKA U AOCTYTIA.

YMeeT nons30BaThCs
0azaMu JaHHBIX, B TOM
YHUCIIE YAAIEHHO.
CriocobeH BecTH yuéT
JIOKYMEHTOB
OpTaHU3AINH H
OCYIIECCTBJISTh
CIIPaBOYHO-
“H()OPMAITMOHHYIO
paboty ¢
HCIOJIBE30BaHUEM 0a3
INAHHBIX. YMEET
HpI/IMCHHTB
aBTOMaTPBHpOBaHHLIC
CHCTEMBI IS YUETAa,
perucTpanuy ¥ KOHTPOJIS
JOKYMEHTOB.

HaBbik BeeHns 6a3nl
JIAHHBIX JIOKYMEHTOB
OpraHM3aIiU C
coOroICHUEM
YCTaHOBIICHHBIX
(hopmMaToB U TIpaBUIL.
HaBbik Begenus
nH(pOPMAITMOHHO-
CIIPaBOYHOM PabOTHI,
BKJTFOUAst
(hopMupoBaHue
3alpoCoB U
COCTaBJICHHE CIIPABOK.
Hagpik paGoTsI ¢
KOHKPETHBIMH
cucTeMamu
3JIEKTPOHHOTO
JIOKyMEHT0000poTa
(CO[1) nis BHECCHMS,
novcka u 00paboTKu
JTAHHBIX.

K 1.5
Ocy11ecTBIATh
00paboTKy,
PETHUCTPALIUIO U
OTHPAaBKYy UCXOMASILEH
JIOKYMEHTAIIH
ajzpecaTam, B TOM
YHUCIIE C

3Haer npaBuia 06paboTKH,
pEerucTpanyy U OTIPABKU
HUCXOAAIIeH
JIOKYMCHTAIHH.
OcBenoMiIEH 0
TpeOOBaHUIX K

0 OPMIICHHUIO PA3TUIHBIX
BUJIOB UCXOJISIIIUX

YMeeT npoBepsTh
MPaBHIBLHOCTh

0 OPMIICHUS UCXOISAIIIX
JOKYMEHTOB TIepe]] NX
perucTpauuei u
ormnpaBkoil. CriocobeH
pETUCTPUPOBATH
UCXOJISIIHE TOKYMEHTHI

HaBbik onepaTuBHOrO
odopmIiteHUS U
perucrpanuu
UCXOISIINX
JIOKYMEHTOB C
COOII0ICHHEM
YCTaHOBJICHHBIX
(dbopmMarToB 1 paBuil.

HCIIOJIb30BaHUEM JIOKYMEHTOB (ITUChMa, B JKypHaJle uiu Oaze Hagsebik BeIOOpa 1
aBTOMATHU3UPOBAHHBIX | CIPaBKH, OTYETHI U 1p.) U JAHHBIX, IPUCBAUBAs UM | peallu3aliy crocooa
CUCTEM MOPSIZIKE X COIVIACOBAHMS | YHUKAJIbHBIE OTNPaBKH JOKYMEHTA
" yTBepKJcHMs. [IoHMMaeT | permcTpanroHHbIE ¢ YYETOM €ro
MIPUHLIMIIEI PaOOTHI HOMEpA. YMeeT cnenuuku. HaBbik
aBTOMATHU3HPOBAHHBIX BbIOMpPATh ONTUMANIBHBINA | paboTHI ¢ cHCTEMaMu
cUCTeM IpHu 00paboTke CHoCco0 OTIPaBKU 3JIEKTPOHHOTO
Hucxoasmen JIOKyMeHTa (II0YTOH, JIOKYMEHTO000pOTa
KOpPPECIIOH/ICHIINH. 3JIEKTPOHHOU MMOYTOM, (CO) ansa
KypbepoM) ¢ y4ETOM perucTpanum,
CPOYHOCTH U MapuIpyTHU3aLul U
KOH(HJICHIINATBHOCTH. OTCIEKUBAHUS
Crnioco0OeH ncnonp30BaTh | CTaryca OTIPaBKU
ABTOMATHU3HPOBAHHBIE JIOKyMeHTOB. HaBbIk
CUCTEMBI JIJIst BeJICHUS yuéTa
perucrpanuu, HCXOAAIIEN
MapIIpyTU3alud 1 KOPPECIOHEHIIHH.
KOHTPOJIA OTIIPaBKH
JIOKYMEHTOB.
IIK 1.6 3HaeT TpeOoBaHUS YmMeer nogOupaTh Hasbik oneparuBHOTO
Ocy1ecTBiATh COBPEMEHHBIX COOTBETCTBYIOLIYIO COCTaBJICHUS U
COCTaBIIEHHUE U HOPMaTHBHBIX ITPABOBBIX YHHDUIPOBAHHYIO odopmIieHus
odopmieHne aktoB (Bkmouas 'OCT P (dbopMy TOKyMeHTa W CITyX&eOHBIX
CITY>KE€OHBIX 7.0.97-2016) k pa3pabatbIBaTh €ro JIOKyMEHTOB C




JTOKyMEHTOB Ha OCHOBE
TpeOOBaHMIA
COBPEMEHHBIX
HOPMAaTHBHBIX
MPaBOBBIX AKTOB

COCTAaBJICHUIO U
0(hOPMIICHHUIO Pa3TUIHBIX
BUJIOB CITYKEeOHBIX
JIOKYMEHTOB (ITPHKA30B,
pacIopsKEHUM, THCEM,

CIIPaBOK, JJOTOBOPOB | JIp.).

OcBegoMIIEH 0 MpaBUiIax
COTJIaCOBaHUS U

YTBEPKACHUA JOKYMEHTOB.

[ToHnmMaeT IpUHLIKIIBL
yHupuKanuu Gopm

CTPYKTYpY C HyJIS B
COOTBETCTBUU C

HOPMATHBHBIM aKTOM.
Crioco0OeH MpaBUIBHO
0 OpMIIATE BCE
HEOOXOIMMbIE
PEKBU3UTHI (Tepo,
3MOJIEMy, KOJIBI,
HaNMEHOBaHMSI, JAThI,
pETHUCTPAIMOHHBIC
HOMEpa U 1Ip.). YMeeT

COOMI0ICHIEM
YCTaHOBJICHHBIX
(hopMaToOB U IpaBUIIL.
Hagsbik paboTsI C
0(HCHBIM
MPOTPaMMHBIM
obecrieyeHrEM
(TekcToBbIC
PEeRaKTOPHI, TAOIUIIHI)
JUTS IOJATOTOBKHU
JIOKyMEHTOB. HaBbIk

JOKYMEHTOB U COTJIACOBBIBATD MPOEKT | IPOBEPKU
MCTIOJIb30BAHMSI TUITOBBIX JTOKYMEHTa C COCTAaBJICHHBIX
0J1aHKOB. 3aHHTEPECOBAHHBIMH JIOKYMEHTOB Ha

CTOPOHAMH ¥ TOTOBUTH COOTBETCTBHE
ero K YTBEPIK/ICHHIO. HOPMATHBHBIM
CriocoOeH MpUMEHSITh TpeOOBaHUSIM U
TPaBUIIA PYCCKOTO 53bIKA | YCTPAHCHHS
U JIOKyMEHTHOM BBISIBIICHHBIX
JIMHT'BUCTHUKU ITIPH HECOOTBETCTBHI.
COCTaBJICHUU TEKCTOB. Hagblk BeneHust yuéra
COCTAaBJICHHBIX
JIOKYMEHTOB.
2. CTPYKTYpa M TPY10€MKOCTh IPAKTHKH
Cemectp ®opMa npoBeIeHUs Cnoco0 npoBeaenuss | IIpogo/ukuTeIbHOCTD
(paccpeoomouennas, (cmayuonapuas, (ak.u.)
KOHYEHMPUPOBAHHASA) 6ble30HAs1)
1,2 KOHIICHTPUPOBAHHAS BbIC3/THAS 180

3. CoaepaxaHne NPAKTHKH
[TpakTika B moHOM 00bEME peann3yercs B (popMe NpakTUYECKON MOATOTOBKH.

oTal

00yYaromuMCs pa3bsCHIAIOTCS: LENb
Y 33]1a4¥, COJEPKAHKE ITPOTPAMMBI,
BUJIBI pa0bOT, MIaHUPYEMbIE
pe3yJIbTaThl IPOXOKIACHUS
IIPOU3BOIACTBEHHOMN

MPaKTUKH, BPEMS U MECTO
MIPOBEJICHUS ITPAKTUKH, IIOPSIOK
MOJTyYEHUST HEOOXOAMMOM OTYETHOU
JIOKYMEHTaIlu1, TpeOOBaHUS K
OTYETHBIM JOKYMEHTaM IO
MIPOU3BOJACTBEHHOMN MPAKTUKE,
MOPsIIOK, popMa U CPOKHU MX
MPEJCTABICHUS, TTIOPSAIOK
MPOBEJICHUS TPOMEKYTOUHOU
aTTecTaluu, pPyKOBOJICTBO
MIPaKTUKOM.

1.2. BBO/IHBII MHCTPYKTaX IO

Ne Paszpnennsl (3Tanb) Buasbi pador, B ToM uncie B gopme | IIpogonxurenbHocTh
n/n NPAKTUKH NPAKTHYECKOH MOATOTOBKHU (ak.4.)
1 | IToaroToBUTENHHBIN 1.1. Ha opranu3aniuoHHOM coOpaHuu 2
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TEeXHHUKE 0€30MacHOCTH.

1.3. TpeGoBaHus K OpraHU3aAINH
pabouero Mecrta B Mepuoa
MIPOU3BOJICTBEHHON

MPAKTUKHU.

1.4. TpeGoBaHus K TPyAOBOH
JUCITUTIMHE B TIEPUOJ
MIPOU3BOJICTBEHHON MPAKTHKHU.
1.5. O3HakomileHHE C TpaBUIAMH
BHYTPEHHEr0 pacropsika u
JIOKaJIbHOW IOKYMEHTallueH
OTHOCHUTEJIBHO MPOXOKICHUS
MIPOU3BOACTBEHHOMN

MPAKTUKU B (hOpMe MIPAKTHUECKOM
MOJITOTOBKH IO MECTY IPOXOXKICHUS
MPAKTHKHU.

OCHOBHOI1 TAIl

2.1 Opopmienue Ha
MIPOU3BOJICTBEHHYIO MPAKTUKY TIO
MeCTe €€ IPOXO0XK/ICHNUS,

2.2 IlepBUYHBII UHCTPYKTAXK 10
TEXHUKE 0€30I1aCHOCTH;

2.3 3HaKOMCTBO C MECTOM
MIPOXO0KICHHS TIPOU3BOICTBEHHOM
MIPAKTUKHU, KOPIIOPATUBHOM
KYJbTYpOH, PEKUMOM PabOTHI,
JOJIKHOCTHBIMU O0SI3aHHOCTSIMU
JIEJIONPOU3BOJUTENS, paOOUUM
MECTOM, PYKOBOJUTEIEM MPAKTUKH
OT MPENIPUSATHS U .

2.4 BeinoiaHeHne BUIOB paboT B
COOTBETCTBUH C y4eOHOM
nporpammoii: Opranuzanus
pabouero mMecrta
JI€TOTPOU3BOIUTENS.
CocraBnenue u opopmiieHUE
WH(pOPMaAIMOHHO-CIIPABOYHBIX,
OpraHU3aIMOHHBIX U
YIPaBICHUYECKUX JIOKYMEHTOB
opraHu3aiuu. AHanu3 ABUKEHUS
JIOKYMEHTAIIMOHHBIX TOTOKOB
BHYTpH opranuzauuu. [Ipuem u
nepBUYHas 00pabOTKa BXOISIIIHNX
ToKkyMeHTOB. [IpenBapurensHoe
PacCMOTpPEHHE U COPTHUPOBKA
JIOKYMEHTOB Ha PETUCTPUPYEMBIE U
He peructpupyemsie. [loaroroska
BOJSIIIUX TOKYMEHTOB JJIs
PacCCMOTPEHHS PYKOBOIUTEIIEM.
Perucrparus Bxoasmux
JIOKyMeHTOB. OpraHuzanus
JIOCTaBKH JIOKYMEHTOB
WCIIOJTHUTEIISIM ¢ TPUMEHEHHUEM
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COBPEMEHHBIX BH/IOB
OpraHU3aIMOHHON TEXHUKU.
Benenue 6a3pl JaHHBIX BHEITHUX U
BHYTPEHHUX TOKYMEHTOB
OpraHu3aIug.

Benenue xkaproTeku yueta
MPOXOXKACHUS TOKYMEHTATBHBIX
MaTepuanoB. Opranuzanus paboTsl
10 PETUCTPALUH, YUETY, XPAaHCHUIO U
nepegavye B COOTBETCTBYIOIIHE
CTPYKTYpPHBIE MO/Ipa3AeICHUs
JIOKYMEHTOB TEKYILIETO
Jenonpoussojacrsa. KoHTposb
WCIIOJTHEHUS IOKYMEHTOB B
opranuszanuu. Pabdota ¢
porpaMMaMu JJisi aBTOMATU3aIHH
JIETONpOon3BoOACTBA. Benenue
AIIEKTPOHHOTO JIOKyMEHTO000pOoTa
OpraHu3aluu

2.5. Coop urpopmammm Jyist
OTUYETHOW JOKYMEHTAIlUU

2.6. Onpenenenue npoodIeM u

2.7. CocTaBneHue OTYETHBIX
JOKYMEHTOB TI0 TIPOM3BOJICTBEHHOM
MPAKTUKE U MOJATOTOBKA K
3anuTe/mud.3aqery.

3 | 3aKIIIOYUTENBHBIN ATAIT; 2

3.1 | Koncynpramms KoHcynbTupoBanue o0yyaromuxcst 1
0 TIOPSAKY TIPOXOKICHUS
IPOMEKYTOUYHOM aTTecTalllH B
dbopme nud.3ayera (3ammTa
OTYETHOM JJOKYMEHTAIUH):
BO3MOYKHBIE TUITOBBIE OMIMOKH,
co0uto/ieHre TallMUHTa, KPUTEPUH
OLICHMBaHMsI pabOTHI U JIp.

3.2 | [IpomexxyTouHast 3amuTa OTYETHON TOKYMEHTALUHU T10 1
arrecTanus B npousBojicTBeHHOU mpakTrke 1111.01
dopme
¢ depeHIIMPOBAHHOTO
3aueTa
Bcero 180

4. KoHTpPOJIb M OLleHKA Pe3yJIbTATOB 0CBOCHHS MPAKTUKH

Texkyuuii KOHTPOJIb YCIEBAEMOCTH U IMPOMEXKYTOUHAs aTTecTalus OOydYaroUIMXCs B
pamkax kaxaoro MJIK ocymecTBIsIOTCS ¢ MPUMEHEHHEM OIICHOYHBIX MaTEPHAIOB MO MPAKTHKE
(mpunoxkenue Ne 1 k paGoueil mporpamme NMPakTHUKHU), BKIIOYAIONUX OTKPBITYIO (IOCTYIHYIO K
OITyOJINKOBAHUIO) YaCTh.

5. YciioBus peaju3anuv NPaAKTUKH

[Tpou3BoCcTBEHHAS MPAKTUKA IPOBOJUTCA B (hOpMe MPAKTUYECKON MOATOTOBKU B paMKax
npodecCHOHaTBHOTO MOIYNS «/IOKyMEHTHpOBaHNE YIIPABICHIECKOH AEATEIFHOCTH M OpraHU3aIis
PaboTHI C JOKYMEHTAMI.



5.1. Y4eOHO-MeTOAMYeCKOEe M HHPOPMALMOHHOE 00ecedeHHe peaJu3auui NPAKTUKH
5.1.1. OcHoBHas JuTEpaTypa:

1. T'poszoBa, O. C. Jlemompou3BOACTBO: YYEOHUK JUISI CPEAHETO MPOQPECCHOHATHHOTO
obpazoBanus /O. C. I'po3oBa. — 2-¢ u3a. — Mocksa: U3narensctBo HOpaiit, 2025. — 131 ¢. —
(ITpodeccuonanproe odbpazoBanue). — ISBN 978-5-534-15986-8. — TekcT: neKTpOHHBIN
//ObpazoBarenbHas tiargopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/563440 (mara
obpamenusi: 14.04.2025).

2. Jloponuna, JI. A. JIokyMeHTallMOHHOE OOEeCTieueHUE YNpaBICHHs: YUeOHUK U IPAKTHUKYM
Ui cpenHero npogeccruoHansHoro obpasosanus / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢
u31., mepepad. u gomn. — Mocksa: M3aatensctBo Opaiit, 2025. — 270 c. — [IpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-16017-8. — Tekcr: snextponHnslii // OOpa3zoBareibHas
mwiatrhpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/563264 (mara oOpaiicHus:
14.04.2025).

3. IlysamoBa, H. H. OcHOBBI JeJIONPOU3BOJCTBA: YUYEOHUK JJIsI  CPEIHETO
npodeccuonansHoro oopasosanus / H. H. Illyeanosa, A. 0. MiBanoBa; o o6meid penaknueii H.
H. llyBanoBoii. — 3-e u3x., nepepad. u gomn. — Mocksa: U3aarensctBo FOpaiit, 2025. — 355 c.
— (Ilpodeccnonanproe obpazoBanue). — ISBN 978-5-534-20344-8. — Tekcrt: 25eKTpOHHBIH //
Ob6pazoBarenbHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560787 (nara
obparenusi14.04.2025).

5.1.2. lonosiHuTeIbHASA JIUTEPATypa:

1. Kysuenos, U. H. JlokyMeHTaIIMOHHOE 00ECIICUCHUE YIIPABJICHUS IIEPCOHAIOM: YUCOHUK U
NPaKTUKyM JUIS cpefHero mpodeccnonanbHoro obpaszoBanus / WM. H. Kysnenos. — 3-e m3n.,
nepepad. u gon. — Mocksa: UznarensctBo HOpaiit, 2025. — 397 c. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-09155-7. — Tekct: anextponHblii // OOpazoBaTenbHas
mwiatrpopma FOpaiit [caifir]. — URL: https://urait.ru/bcode/562296 (nata oOpamieHus:
14.04.2025).

2. bant, B. C. JlokymeHTanmonHoe oOecrnieyeHue ympapieHus. HOpunmyeckas TeXHUKa:
y4eOHHUK JUIsl cpefHero npodeccuonanbHoro oopasosanus / B. C. bsnt. — 3-e u3j., ucmp. u 1011
— Mocksa: UsnparensctBo Opaiit, 2025. — 89 c¢. — (IlpodeccuonanbHoe oOpazoBaHue). —
ISBN 978-5-534-20 16132-8. — Texkct: anexkrponHslii // O6pazoBatenbHas miatdopma KOpait
[caiiT]. — URL: https://urait.ru/bcode/564505 (nata oopamenus: 14.04.2025).

5.1.3. CoBpemeHHBbIe PO eccHOHAIbHBIE 0a3bl JAHHBIX M HHGOPMALIMOHHbIE CIIPABOYHbBIE
CHCTEeMBbI:
HHuTepHeT-pecypcesl:
1. 3nanuym - https://new.znanium.com/
. JIans - https://e.lanbook.com/
. IPR Books - http://www.iprbookshop.ru/
. Elibrary - https://www.elibrary.ru/
. HarimonaneHnas snextponnas oubnmorexa (HOB) - https://rusneb.ru/
. MexBy3oBckas anekTponHas oubnmoreka (MDB) - https://icdlib.nspu.ru/
. "UBUC" (b/] neproanveckux uznanwuii) - https://dlib.eastview.com/browse
. Onekrponnas oudnauoreka TromI'VY - https://library.utmn.ru/

coONOoO OTA~ WN

5.2. llepeyenb MH(POPMALMOHHBIX TEXHOJOTHMii, HCHOJb3yeMbIX NPH OCYLIECTBJIECHHH
o0pa3oBaTeIbHOr0 mpouecca no aucuumiaune: Iliardpopma ans 37M€KTPOHHOrO 00y4EeHHUS
[udposas mnardopma Anaexc360.

5.3. MaTepuajbHO-TeXHHYECKOE o0ecnieyeHue
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https://new.znanium.com/
https://e.lanbook.com/
http://www.iprbookshop.ru/
https://www.elibrary.ru/
https://rusneb.ru/
https://icdlib.nspu.ru/
https://dlib.eastview.com/browse
https://library.utmn.ru/

Mynbrumenuiinast ydyeOHast ayJuTOpHs Uil MPOBEICHMS 3aHATHH JIEKIMOHHOTO THIIA
OCHAIlIEHA CJEIYIOIUMH TEXHUYECKHMMHU CpEACTBaMH OOydeHHUs W 00OpyJOoBaHUEM: yueOHas
Me0enb, TOCKa ayIuTOpHAsA, MyJIbTUMEIUIHOE MPOCKIIMOHHOE M aKyCTHYECKOe 000pyI0BaHHeE,
IIEPCOHAIIBHBIN KOMIIBIOTED.

VYuebHas ayauTopusi JUISL TPOBEACHUS 3aHATUH JICKIMOHHOTO THIA OCHAIIEeHA
CJICAYIOUIMMH TEXHUYECKUMU CPECTBaMH 00y4eHHUsI U 000pyAoBaHUEM: yueOHas MeOesb, J0CKa
ayJIUTOpHAs.

MynbpTuMenuiinas yuyeOHasi ayJUTOpUs Ui MPOBEACHUS 3aHATHH CEMHUHApPCKOTO THUIIA
OCHAIIIEHA CJEIYIOIMMH TEXHUYECKHMMHU CpEACTBaMU OOydeHHuss U 00OpyJIOBaHHEM: ydeOHas
Me0enb, TOCKa ayIuTOpHAst, MyJbTUMEIUITHOE POCKIIMOHHOE M aKyCTHYeCKOe 000pyaoBaHHeE,
IIEPCOHAIIBHBIN KOMIIBIOTED.
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[Tpunoxenne Ne 1
K paboueit mporpamme MpaKkTUKH

OLHEHOYHBIE MATEPHUAJIBI 10 ITPAKTUKE
IlIpouszeoocmeennan npakmuka
(JoxymeHTHpPOBaHUE YNIPABJIEHYECKOMH 1eSITeILHOCTH M OPraHu3anus padoTsl ¢
JOKYMEHTAMM)
OTkpbITast 4acTh

1. Cucrema oueHuBaHUS

OueHuBaHue pe3yibTaTOB IMPOXOXKIEHUS MPAKTUKH OCYIIECTBISIETCS B  BUIE
QG GepeHIIMPOBAHHOTO 3a4eTa CIEAYIOIIMM 00pa3oM.

OrneHka «OTJIMYHOY» CTaBUTCS, €CIIM 00yYaroluMcs BCe BUIBI paboT, 3a/1aHuUs BBITIOJTHEHbI
B IIOJTHOM 00BbEeMe, BCE YMEHHsI OCBOEHBI ITOJIHOCTBIO, OTYET MO MPAKTHKE BBHITIOIHEH MOJTHOCTHIO
B COOTBETCTBUU C 33JaHHEM, BCE BOIIPOCHI PACKPHITHI OJIHO OTUET BHITIOJHEH B COOTBETCTBUU C
tpeboBanusimu; HeoOxoammble [IK, OK mnpomeMOHCTpUpPOBaHBI, OTYETHAS JOKYMEHTAIIHS
(IHEBHUK IO MPAKTHUKE, XapaKTepUCTHKA, OTYET MO MpakTHKe) odopMiIeHa B COOTBETCTBUU C
TpeOOBaHUSAMHU, IPEAOCTABICHA B [TIOJIHOM 00bEME U B YKa3aHHBIN CPOK.

OreHKa «XOpOII0» CTaBUTCS, €CITU 00yUYaroIUMCs BCE BUIBI Pa0OT, 3a/ITaHUS BBITIOJIHEHbI
C HEKOTOPBIMU HEJI0YETaMH, BCE YMEHUSI B OCHOBHOM OCBOEHBI, OTYET MO MPAKTHKE BBITOJIHEH C
HEOOJIBIINMU 3aMEYaHUSIMU B COOTBETCTBUU C 3aJJaHHEM, BCE BOIIPOCHI PACKPBITHI KPaTKO, OTYET
BEITIOJTHEH B COOTBETCTBUU C TpebOoBaHusamu; HeoOxomumbie [TK, OK mpomeMoHCTpUpOBaHEL,
MPEIOCTaBlIeH JTHEBHUK IPOU3BOJICTBEHHOW MPAKTUKH, O(OPMICHHBIH B COOTBETCTBHH C
TpeOOBAHUSMHU.

OrneHka «yIOBIETBOPUTEIILHO» CTaBUTCS, €CIM OOyYaroIUMCs BUABI PalOT, 3aJaHUs
BBITIOJTHEHBI HE B TTOJIHOM 00beMe, YMEHUSI OCBOSHBI YaCTUYIHO, CTYACHT HE IMMOKa3aJl IPUMCHCHHUS
WX Ha MPaKTUKe, JOMyCKall OIMOKY MPH IJIAHUPOBAHUH U B MPAKTUYECKOM NEATEIBHOCTH, OTUET
M0 TIPAKTHKE BBITOJIHEH C 3aMEUYaHWSAMH, BONPOCHI HE PACKPBITHI, OTYET BBHINIOJHEH B
COOTBETCTBUU C TpeOOBaHUSMHU; TPEJOCTABICH JHEBHHUK IPOU3BOJCTBEHHON MPaKTUKH,
0(OpPMIICHHBI B COOTBETCTBUU C TPEOOBAHUSIMH.

OreHKa «HEYTOBIETBOPUTEIHHOY» CTABUTCS, €CJIM 00YUArOIINMCS BUABI paboT, 3aJaHIs HE
BBIITOJIHEHBI, YMEHHUS HE OCBOCHBI, CTYACHT JOMyCKall CHCTEMAaTHYeCKHE OIIMOKK TpU
TUTAHUPOBAHUM M B MPAKTHUECKON JESTENbHOCTH, OTYET MO MPAKTHKE HE BHITIOTHEH, OTYETHAS
JIOKYMEHTaIUsl He NMPe0CTaBlICHa.

2. HacnopT OLCHOYHBIX MaTECpHUaJI0B

OneHo4yHbIe Koa n
Tembl MaTepHuaJibl (popmyinpoBka Kputepun ouennBanus
(BUABI M KOHTPOJIMPYyeMOoi
KOJHUY€eCTBO) KOMIETEeHIIUHU
3auer, 1 cemectp 3ammura otuetHor | OK 01, OK 02, OK ConepxaTrenbHOCTh U
nokymentaruu mo | 03, OK 04, OK 05, KadeCTBO IPEICTABICHHOM

npousBoacTtBenHou | OK 09, I1K 1.1, [IK OTYETHOH TOKYMEHTALUHU IO
npaktuke [111.01 12, 1IK 1.3, TIK 1.4, | III1.01;

MK 1.5, 11K 1.6 ITomHOTa OTBETOB HA BOIIPOCHI
muddepenumpoBannbiii | 3amuTa oryetHoir | OK 01, OK 02, OK PyxoBonurens
3a4eT, 2 CeMecTp nmokymenTaru o | 03, OK 04, OK 05, MPOU3BOICTBEHHOU

npomsBoacteerHon | OK 09, [IK 1.1, [IK | mpakTuKy;

npaktuke [111.01 12,TIK 1.3, TIK 1.4, | OTcyTcTBUE 3aMeUYaHuil co

K 1.5, TIK 1.6 CTOPOHBI PYKOBOAUTENECH
MIPAKTHKHY;
OTcyTCcTBHE/HATUYNE
IIPOITYCKOB MPOU3BOICTBEHHOM




MIPAKTUKHU 0€3 YBAKUTEITBHON
MPUYUHBL;

OcBoeHue BUja ACSITEILHOCTH
po(heCCUOHATBHOTO MOIYJISI
1IM.01

Bua: J{neBnuk npoxoxaenus npaktuku ([Ipunoxenue 1)

Kparkas xapaktepucruka: J[HEBHUK OQOpMIISeTCS Ha PYCCKOM SI3bIKE COIJIACHO
o0pa3slly, IpeACTaBIEHHOMY B IPWJIOKEHUU. Y TBEPKIAAETCA PYKOBOIUTEIIEM IIPOU3BOICTBEHHON
IPAaKTUKU. B THEBHMKe NMpPAaKTUKAaHT BEJET 3allUCH O BHJAaX paboTax B MEPHOL MPOXOXKICHHS
IIPAKTUKHU COTJIACHO Mporpamme npou3BoacTBeHHoM npaktuku [1I1.01. 3anucu ynocrosepsitorcs
PYKOBOJUTENEM NPAKTUKU. 3alIUCH O BBIIIOJHEHHBIX padoTax, TOJKHBI COOTHOCUTHCS C BUJAMU
pabot, ykazannubix nporpamme III1.01. CoyXuT cpeacTBOM TEKYILIEro JOKYMEHTUPOBAaHUS XOAa
BBINOJIHEHUS 3a/IaHMsI HA IPAKTHKY.

OueHo4yHoe cpeacTBo 2.

Buj: XapakTepucTuka pyKOBOAUTENS MPAKTUKU OT MPOQPHIbHOM OpraHu3aluy — Mecra
npoxoxaeHus npaktuku (IIpunoxenue 2)

KparTkas xapakrepucruka: Xapakrepuctuka opopmIIsieTcss Ha pyCCKOM S3bIKE COIJIACHO
o0pa3iy, IpeCTaBICHHOMY B IPUIIOKEHUU. XapaKTePUCTUKA COAEPKUT JaHHbIE O IPAKTUKAHTE,
KPAaTKO OIKMCBIBAET OCBOCHHBIE KOMIIETCHIIMH 33 IEPUOJ IPOXOKIACHUS IIPAKTUKU. Y TBEPIKIAETCS
PYKOBOJUTENEM MPAKTHKH OT MPO(UIBHOM OpraHu3anuy.

OueHouyHoe cpeacTno 3.

Bua: Arrecranmonnsiii iuct (Ipunoxenne 3)

KpaTkas xapakrepucTuKa: ATTECTAllMOHHBIN JTUCT COJEPKUT JIAHHBIC O MPAKTUKAHTE,
KpaTKO OMKICHIBAET OCBOCHHBIE KOMITETCHIIUU 33 TIEPHUO/T IIPOXOKIACHUS MPAKTUKU. Y TBEPIKIACTCS
PYKOBOJUTENIEM MPAKTHKH OT 00pa30BaTEeIbHOM OpraHU3aIiu.

OunenouHnoe cpencrso 4.

Bua: Otuer o npoxoxxaenuu npaktuku (Ilpunoxenue 4)

Kparkas xapakrepuctuka: Otuer oopmisieTcss Ha pycCKOM s3bIKE COIVIaCHO 00pasity,
YTBEP’KIACHHOMY B y4eOHOM 3aBeleHHH. B oTueTe yka3bIBalOTCA KpaTKOE OMHCaHHME MecTa
NPaKTUKH, OOIINE CBEIEHUS O MPOJielaHHOM paboTe B paMKaxX MPaKTHUKH, OCHOBHBIE PE3YJIbTaThI
IPAKTUKHU, aHAJIU3 PE3yJbTaTOB MPAKTUKU, CIIMCOK MCTOYHUKOB U JuTepaTyphl. Eciu mpakTuka
ObL1a rPyNIOBOM, HEOOXOAMMO yKa3aTh O BHIITOJHEHUN KaK HHAUBUYaIbHOTO, TAK U IPYNIIOBOTO
3ananus. OTUeT yTBEepK1aeTCsl pyKOBOJAUTEIEM MPAKTUKH.

TpeOoBaHus K 0TYETY O NPOXOKACHUM NIPAKTHKH

1. OT4er 0 NpOXOKAECHUH NMPAKTUKH MTOANKUCHIBAETCS] PyKOBOJUTEIIEM IIPAKTUKU OT MECTa
€€ IIPOXO0KJICHHUS U 3aBEPSETCS COOTBETCTBYIOLIEH NEYATHIO.

2. OTYeT 0 NPOXOKACHUU MPAKTUKUA COCTABIISIETCS UHIUBUAYATbHO KaXIbIM CTYJIEHTOM U
JOJKEH OTpakaTh MPOJENIaHHYI0 UM paboTy, MOJy4YeHHbIE 3HAHUS, IPHOOPETEHHbIE HABBIKU U
YMEHHsI, OCBOCHHBIE INPO(ECcCCHOHAIbHbIE KOMIIETEHIMU. B kadecTBe NPUIOKEHUH K HEMY
JIOJDKHBI  OBITH TPEACTaBIECHBl KOMUH, OOpas3lbl JOKYMEHTOB, KOTOpBIE COCTaBisul JHOO B
COCTaBJICHUH KOTOPBIX MPUHUMAJI y4acCTUE CTYIEHT BO BpeMs MPOXOKACHUS IPAKTUKH.

3. O0beM oTueTa 3aBHCUT OT 00bEMa BBIITOJHEHHON BO BpeMs MPOXOXKICHHS MPAKTUKH
paboTel. ONTUMaAIBHBIM TI0O 00beMy cumTaeTcss oT4eT Ha 10-15 cTpaHUIaX MaNTMHOMHUCHOTO
TeKkcTa (6€3 MPUIIOKEHHH).

4. OT4eT COCTOUT U3 CIEAYIOIINX Pa3/IeoB: BBEICHUS, OCHOBHOM YacTH U 3aKJIIOUEHUSI.

Beenenue nOMKHO pacKpbiBaTh LENM M 3aJa4yd NPAKTUKA IPUMEHHUTEIBHO K MECTY
IIPOXO0KICHHSI IPAKTUKH.

B ocHOBHOM 4acTH AOJIKHBI PACKPBIBATHCS OPraHU3aLMOHHO-IIPABOBBIE OCHOBBI CTaTyca
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OpTaHW3AIMU/TIPEANPUIATAS W €€ NPOPUIBHOM JeATeTbHOCTH. B  3TOi cBsI3u  jaeTcs
XapaKTePUCTHKA HOPMATUBHO-TIPABOBBIX aKTOB, PETIIAMEHTUPYIOIIUX CTATYC U MOPSIOK paOOTHI
OpraHu3alUN/IPEIPUITUS; PACCMATPUBAIOTCA CTPYKTYpa, (PYHKUMM MU OOIIME HampaBlICHUs
paboThl, a TaKKE AHATU3UPYIOTCS OCHOBHBIE MTPOOJIEMBI B IEATEIILHOCTH.

B ocHOBHOIl wyacTu oOmNMCHIBAIOTCA BUABI PabOT, BBIMNOJHSABIIKMECS MPAKTUKAHTOM,
MOJTyYEeHHBIC PE3YJIbTAThl, MPHOOPETEHHBIC 3HAHUS, HABBIKK M YMEHHUS, OCBOCHHBIC
npodeccuoHaIbHbIe KOMIETEHIIUH.

B 3aKJIIOYEHUHN bopMyIUpyroTCS o0rmue BBIBOJIbI 0 JIeATEIbHOCTH
OpraHM3alUW/IpeIpUsITUs, a TakkKe  JAlOTCAd  MPaKTUYEeCKHe  PEeKOMEHJAlMu IO
COBEPILICHCTBOBAHUIO IPABOBBIX, OPraHU3ALMOHHBIX, YKOHOMUYECKUX, COIMAIbHBIX AaCIEKTOB
JESTEIbHOCTH.

5. Odopmitenune oTyeTa: TEKCT OTYETA CIIEAYET IeuaTarb, COOII0Aast CIe Iy oIue pa3Mepbl
nosei: mpaBoe — 10 MM, BepxHee — 20 MM, jieBoe U HbkHee — 20 MM. TekcT oTuera neyaraercs
yepes 1,5 uHTEpBasia, BRIpaBHUBAHUE TEKCTA 1O IMUPHUHE, ab3aHblid oTcTyM 1,25 cM, ab3arHbIi
unrepBan — 0 nr. pudt — O6sryHbIi, Times New Roman, pasmep mpudra — 14. Crpanuiis
paboTHI clieayeT HyMepoBarh apabckumu udpamu. Ha TutynsHOM nucte miudpa 1 He cTaBUTCS,
Ha CJeIyIoIie cTpaHuile mpoctaBisiercsa mudpa 2. Homep crpaHuibl medyaraercs B IPaBOM
BEPXHEM YTITy TIOJIsl CTPAHUIIBI 0€3 KaKUX-THOO0 JTOTOJTHUTEILHBIX 3HAKOB (TOYKHU, THPE).

OuneHo4HoOe cpeacTBo 5.

Bua: 3ammra OT4ETHOW JTOKYMEHTALMH, HOJTrOTOBJIEHHOW OO0ydYaroumumcs B IEPUOJ
npousBocTBeHHOU npakTuky [1I11.01.

Kparkass xapakrepucruka: 3ammra OTYETHOM JOKYMEHTAalUW HalpasjieHa Ha
oIpeziesieHUE YPOBHS OCBOEHMSI BBIITYCKHUKOM MaTepHalia, IpelyCMOTPEHHOI0 00pa30BaTeIbHOM
nporpammoii  mo MK 01.01/MJIK.01.02, yueGHnoii mnpaktuku YIIL.O1 wu crenenu
c(OpPMHPOBAHHOCTH MPO(HECCHOHATBHBIX YMEHHH M HAaBBIKOB, OCBOCHHS NPOQECCHOHATHHBIX
KOMIIETEHIIUH IyTeM IPOBEICHUS SKCIEPTHOW OIEHKH MOATOTOBIEHHONW O00ydaroummes
OTYETHOW JOKYMEHTAIMH, €€ 3alUThl 1 OTBETOB Ha BOIPOCHI.

Kpurepun onenuBanus:

e ConepKaTeIbHOCTh U KaYECTBO IIPEJICTAaBICHHON OTYeTHOM fokyMeHTanuu 1o [111.01;

e [Tos1HOTa OTBETOB Ha BONPOCH! PYKOBOAUTENS IPOU3BOICTBEHHOM NPAKTUKH;

e OTCyTCTBHE 3aME€UaHMUI CO CTOPOHBI PYKOBOAUTENEHN MPAKTUKH;

e OTcyTCcTBHE/HAINUME TPOMYCKOB IPOM3BOJCTBEHHON MNPAKTUKH 0€3 YBaXXKUTEIbHOMN
IIPUYNHBI,

e OcBoeHue BUJa AesITeabHOCTH NpodeccuoHanbHoro Moyt [IM.O1.
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[Tpunoxenne 1
Obpasey oghopmnenus u cmpykmypol
OHeBHUKA NPOXOHCOCHUSL NPAKMUKU

Oo0pa3zen TUTYJIBLHOIO JIUCTA
OI'AOVY BO «TromeHckuil rocyJapCTBEHHBIN YHUBEPCUTET
ToGonbckuii negarorndeckuii ”HCTUTYT uM. J[.U. MenneneeBa (punmman) Trom[yY

JHEBHUK
NPOXO3KAeHUS MPOU3BOICTBEHHO MPAKTHKHU
MI1.01 IIpou3zeoocmeennan npakmuxa
(/lokymenmuposanue ynpagneHuecKkoli 0eameabHOCHU U OP2AHU3AYUs PAdGOmyl ¢
0OKyMeHmamu)

1. ®.1.0. obyyaromierocs

2. [Ipodeccus , Kypc __, rpymnma

3. Mecro mnpoxoxaeHus mpou3BoacTBeHHON mpaktuku [1I1.01 Ilpouzsoocmeennas npaxmuxa
(oxymenmuposanue  ynpasieHueckol  OeamerbHOCmU U  opeanusayus — padbomel ¢
O0OKYyMeHmamu):

(HaumMeHOBaHHME, a/Ipec, KOHTAKTHbIE TesieDOHBI)

4. PykoBoaUTENb MPAKTUKU OT 00pa30BaTEIbHON OpraHU3aluu:

(®.1.0., KoHTaKTHBII TenedoH)

5. PykoBoautens mpakTUKM OT NpO(UIBHOW OpraHuM3allMd — MeCcTa MPOXOXKJIEHUs
npousBojacTBeHHON npaktuku [II1.01 Ilpouzsoocmeennas npaxkmuxa (/Jokymenmuposanue
ynpaenenyeckou oesmenbHOCmu u op2aHuzayus pabomoi c
OOKYMEeHmamu):

(®.1N.0., KOHTaKTHBIH TenedoH)

6. Cpoku  mpoxoxzaeHust npousBojcTBeHHOM  mpakTuku  III1.01  JlokymeHTHpOBaHHE
yIpaBlIeHYECKON AESITETbHOCTH U OpraHu3aius paboThl ¢ JOKYMEHTaAMH

C « » 20 rmo«  » 20 1.
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Cooepoicanue OHesHuUKa

1. KanenpapHslii I1aH NpoxoskaeHus npousBoacTBeHHol npaktuku [1I1.01 lokymentupoBanue
YIpPaBIEHYECKOM eATEIbHOCTH U OpraHu3alys paboThl ¢ JOKYMEHTaMU

BI/II[ JACATCIIBHOCTH, BBIITOJIHACMBIC pa6OTI>I

CpoOKH BBITIOITHEHUA
pas3zielt mporpaMMBbl MPAKTHKU p

2. ConeprkaHue MPAKTUKH:

OTMeTKa O BBINOJIHEHUH

PYKOBOJUTENS OT MPODUITbHOM
OpraHu3alK — MecTa

POXOXKJICHHSI IPAKTUKH
3a110JIHACT CTYICHT, aHAJIM3UPYET CBOIO 3anoIHAeT PyKOBOJIUTEND OT
paboTy (ycnexu 1 HeyJau U UX NPUYMHBI) |OpraHU3aluu: CTAaBUT OTMETKY 32
NIeHb U 3aBepseT CBOEH
[10JIITUCBIO, €CIIN UMEIOTCS
3aMeYaHus 3alKChIBAET UX

ConeprkaHue BBIMTOJTHEHHON pabOTHI B
Mara Te4eHHe paboyero aHs

PykoBoaUTENb PAKTHKA

OT npo(HIIbHO OpraHU3auK —

MecTa MPOXOXKICHHS TIPAKTUKH: / /
(monmuce) (pacmudpoBKa MOIIHUCH)

MII

Jlara
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[Tpunoxxenue 2

Obpasey oghopmnenus u cmpykmypuvl Xapaxmepucmuxu
PYKOBOOUMENs NPAKMUKU OM NPOPDUIbHOU OpeaHU3ayuU
- MeCcma npoxoxicoeHUs nPaKkmuKu

O0pazen xapakTepuCTHKH
XapakTepucThKa
CTYJICHTa kypca npodeccuu 46.01.03 [lenonpon3BoauTens
Tobonbckoro neparorndeckoro nucruryTta um. .M. Menneneepa (punmana) Trom['Y

®UO (crynenta)

Onbra MBanoBHa MpOXOAMJIa TMPOU3BOACTBEHHYIO MPAKTHKY MO padoueii mpodeccun
46.01.03 lenonpousBoautens B Hazpanue opranuzaiyy B IEPHO/I C 20__nmo 20 ropa.

3a Bpemsi mpaktuku Onbra MBaHOBHA BHMMATEIIBHO M OTBETCTBEHHO OTHOCHJIACH K
BBITNIOJIHsIEMOM paboTe. B Xoie npakTuku noj pyKoBOJCTBOM MHCTPYKTOpa/Iearora BeIMOIHAIA
MEePEUYNnCInTh BHUJI PpalbOT, BBIMOJIHEHHBIX Ha MPAKTUKE B COOTBETCTBUM C TEXHUYECKOU
JOKYMEHTAUUEH (VmOouHUms KaKum).

3a BpemMs  NIPOXOXKIEHUS  TMPOU3BOJCTBEHHOW  mpaktuku  Onbra  MBanoBHa
MPOJEMOHCTPHUPOBAJIa XOpOIlIMe TeopeThudeckue 3HaHus. [IpakTukanTka mposiBuia cebs Kak
CHEIHAJINCT, XOPOILIO BIAJCIONINI HaBbIKAMHU IIJIAHUPOBAHUS CBOEH JESITEIbHOCTH.

B o6mennu ¢ komneramu Onbra MiBanoBHa Obl1a J0OpOKeNaTeIbHA U TAKTUYHA. 32 BpeMsI
MIPOXOXKJICHUSI TIPAKTUKU CTYJICHTKA TMoKa3aja ceOsi J0O0pOCOBECTHBIM M JIUCIHUIUIMHUPOBAHHBIM
CHEUAIUCTOM.

Pexomenpanuu cryieHTy

Ilo pesynbratam npoussoactseHHol npaktuku [111.01 ITponsBoacTBeHHas npakTuka Io
paboueii mpodeccun Mpanoa Onbra VBaHoBHa 3acCiIy’KHMBA€T OIEHKY

«OTIIMIHO/XOPOIIIO/YAOBIETBOPUTEIHLHO.

JIOmKHOCTB:

dUO TOIINCH

M.II.
mata «  » 20 1.




[Tpunoxenue 3
Obpasey oghopmnenus ammecmayuoHHO20 TUCMA

OI'AOY BO «TromeHckuil rocyJapCTBEHHBIN YHUBEPCUTET
ToGonbckuii negarorndeckuii UHCTUTYT UM. J[.U. Menneneera (punuan) TromlyY

ATTECTALIMOHHBIN JIUCT
10 TIPOU3BOJICTBEHHOM ITPAKTHKE
IIII. 01 IHoaroroBka padoyero Mecra, JIaOOPATOPHBIX YCJIOBHIi, CPeACTB U3MEpPEeHuii,
HCIBITATEIbHOI0 000Py10BaHUsl, IPO0 U PACTBOPOB K IPOBEICHUIO AHAIN3A B
COOTBETCTBHMH € TPeOOBAHUSIMH HOPMATHBHO-TEXHUYECKOI JOKYMEHTAIUH,
TPeOOBAHUSIMM OXPAaHbI TPY/AA U IKOJOTHYECKOH 0€30IaCHOCTH.

NBanosa Onwsra BaHosHa

(®.1.0. CTYJIEHTA)

OO6yuaromuiics Kypca npodeccuu 46.01.03 Jlenonponus3BoauTenb
YCIIEUIHO TMPOIIET MPOU3BOJICTBEHHYIO MpakTHKy B oObeme 180 u. C
«_» 20 .m0« __ » 20 . B

HaumenoBanue opranuzanuu, Opuaadeckuii aapec (Ykazarh 0a3y NpakTHUKH):

Bupl u kauecTBO BBINMOJTHEHUS PadOT

Busl 1 00beM paboT, BBITOJHEHHBIX 00YYalOLMMHCS BO KagecTBo BbINOIHEHUS paboT B

BpEMsI IPOM3BOJICTBEHHOM MTPAKTHKH COOTBETCTBUH C IPAKTUIECKUMHU

3aJaHUSIMU U (WJIH ) TpeOOBaHUSIMU
opranusanuu (6a3pl IPaKTUKH)

BbInonHATe ObIcTpo M 0e30mMO0YHO HAOOp TEKcTa Ha| OCBOCHO / HE OCBOCHO
KOMITBIOTCPE CJICTIBIM ACCATUNIAJIBIICBBIM MCTOI0OM

lcronb30BaTh HOPMBI JIUTEPATYPHOM peyH B OCBOCHO / HE OCBOCHO
MpoeCCHOHAIBHON e TENHHOCTH

O6pabaThiBaTh MH(POPMAIIUIO B CETH C TOMOILBIO OCBOCHO / HE OCBOCHO

ABTOMAaTHU3UPOBAHHBIX POIPAMM

« » 20 1.

@®.1.0., 10IKHOCTb PYKOBOIUTENSE IPAKTUKU OT OPraHU3aLuKl

MLIL

@.J1.0., 10MmKHOCTh PyKOBOAUTENS IPAKTHKYU OT y4eOHOT0 3aBeICHHS
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ITpunoxxenue 4
Obpasey mumynvHo2o aucma omuema
0 NPOX0HCOEHUU NPOU3BOOCMEEHHOU NPAKMUKU

OI'AOY BO «TromeHckuil rocyJapCTBEHHbII YHUBEPCUTET»
Tobonbckuii nenarornyeckuii UHCTUTYT uM. J[.1. MenneneeBa (punmman) Trom['yY

OTYET
0 MPOXO0KIEHUHN MPON3BOACTBEHHON NMPAKTHKH
MI1.01 IIpou3zeoocmeennaa npakmuka (Texnonozuueckas no npogheccuonaibHOMy MOOYII0:
OOKYMEHMUpPOosanue ynpasieH4ecKoll 0esmeibHoCmu U OpeaHu3auus padomul ¢
00Kymenmamu,)

Ilpogpeccuu:

CTYIEHTOM TPYIIIbI Kypca, npodeccun 46.01.03 [leronpou3Boauresn

04HOM PopMBbI 00yUEHHUs

(®.1.0. crynenTa)

Pexomennyemas onieHka
OT opraHa (OpraHu3aInum) —
MecTa MPOXO0KAeHUS Mpon3BoAcTBeHHOM npaktuku [111.01

PykoBoaurenp mpakTUku OT mpoduibHOM PykoBoauTens mpakTUKU 00pa3oBaTelbHON
OpraHu3alyu — IIPOXOXKACHUS OpraHu3aluu:
npousBojicTBeHHON npakTuku [111.01:

/ /
(®.11.0) (moamuce) (®.1.0) (TroIHCH)

M.IIL.

« » 20 T

TIpumeuanue: 6 omueme OONNHCHBL ObINMb OMPANCEHDL:

-cooepoicanue,

- Yenv U 3a0ayu NPAKmMuKu

- KpamKas Xapakmepucmuka Mecma npoxoHcOeHuss Npakmuky (Opeanuzayuu,)

Tobonwck, 2026
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