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VII. 01 YYEBHASA ITPAKTUKA
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1. InanupyemMble pe3yJbTAThl OCBOEHHUSI TPAKTHKH,
pe3yabTratamu ocBoenuss OIl CI1O

[IporpaMmMa mpakTHKU SBISETCS YacThO MPOrpaMMbl MOJATOTOBKU KBaJIM(UIIMPOBAHHBIX
pabounx, cmyxkammx B cootBercTBUM ¢ ®I'OC CIIO mno mnpodeccun 46.01.03
Jlenonpou3BoauTens B 4acTU OCBOEHHS OCHOBHOTO BHJA MPOGECCHOHATBHON AESITeNbHOCTU
(BITD): JloxymMeHTHpOBaHHE yMPaBICHYCCKOH NEATEIHbHOCTH W OpraHu3amus padoThl ¢
JIOKYMEHTaMH.

COOTHECEHHbIe ¢ TpedyeMbIMH

HaBbiku
Konsl .
KOMMeTeH il 3Hanus Ymenust (mpakTuveckuit
ONbIT)

OK 01 pacro3HaBaTh 33/1a4y | aKTyaJlbHbIN
Bribupats u/um npo0iemy B npodecCHOHATIBHBIN U
CHOCOObI npodeccuoHaITbHOM COLIMAJTIbHBIN KOHTEKCT, B
pelieHus 3a1a4 W/WIIN COITUAIEHOM KOTOPOM MPUXOJIUTCA
npodeccuoHanbH | KOHTEKCTE, paboTaTh U KUTh;
O IEATEIIbHOCTH | aHAJIM3UPOBATh OCHOBHBIC HCTOYHUKH
MPUMEHHUTEIIBHO K | 337124y W/1in UH(OpPMALIUU U PECYPCHI
pa3IUYHBIM poOeMy | BBIJICIATh | ISl pEUICHUs 3a/1a4 U
KOHTEKCTaM. e€ cocTaBHbIC YacTH; | MpobieM B

OIIPEAEIATh ATAIbI poeCCHOHATLHOM H/HITH

pelleHus 3a1a4H; COLIMAJIbHOM KOHTEKCTE

BBISIBJISTH H QJITOPUTMBI BBITIOJTHEHUS

3¢ PEeKTUBHO UCKATh padoT B nmpodeccHuoHaTbHOM

uHpopmMaruio, Y CMEXHBIX 00J1aCTsAX

HEOOXOUMYIO TS METOJIbI paboTHI B

pelieHus 3a1a4un npodeccuoHanbHOMN U

W/AIT TTPOOIIEMBI CMEXHBIX chepax

COCTaBJIATh TUIaH CTPYKTYpY IUIaHa AJis

JEHCTBUS ONPEAETATh | PElICHUs 3a71a4 MOPSI0K

HEoOX0UMbIE OLICHKH PEe3yJIbTaTOB

pecypchl BlaeTh pelieHus 3aaaq

aKTyaJbHBIMU npodeccuoHanbHOM

METOJIaMH pabOTHI B JESITENIbHOCTH

npodeccuoHaNbHOM U

CMEXHBIX chepax

pean30BhIBATh

COCTABJICHHBIN IJIaH

OIICHUBATh PE3YJIbTAT

U TIOCTIE/ICTBUS CBOUX

JEHCTBUN

(caMOCTOSTETHFHO WIIH

C TIOMOIIIBIO

HACTAaBHHKA)
OK 02 ONpeAeATh 3a1a4u HOMEHKJIaTypa
Hcnons3oBath JUTSI TIOUCKA UH(OPMAITMOHHBIX
COBpEMEHHBIE uHpopmarun HUCTOYHUKOB, IIPUMEHSAEMBIX
CPEICTBA IOUCKA, | ONPENEIIATH B mipoeccnoHanbHO
aHaiu3a u HE0OXO0IUMBbIE JIESITSIIBHOCTH IPUEMBI
HUHTEPIIPETAINH WUCTOYHUKU CTPYKTYpPUPOBAHHUS
uHpopmanuu, u uH(popManun uH(popmanuu popmar
MH(OPMALIMOHHBI | TUIAHUPOBATH Ipoliecc | opopmiieHus: pe3yIbTaToOB

2




€ TeXHOJIOTUH ISt
BBITTOJTHEHUS
3amaq
po¢eCCHOHAIIbH
O# AEeSATENBbHOCTH.

MOWCKA
CTPYKTYpHUPOBAThH
MOJTy4aeMyto
nHpopmaIuio
BBIIEIATH Hanbolee
3HaYUMOE B MIEpPEUHE
uHpopMaun
OLICHUBATh
MPAKTHYECKYIO
3HAYUMOCTh
pe3yIbTaTOB MOKCKA
0hOpMIIATH
pe3yJIbTaThI MTOKCKA,
MPUMEHSTh CPE/ICTBA
UH(POPMALIMOHHBIX
TEXHOJIOTUH IS
pereHus

PO eCCUOHATBHBIX
3aJ1a4 UCIOJIb30BATh
COBPEMEHHOE
POrpaMMHOE
o0ecrnieueHue
UCIIOJIb30BaTh
paznuyHble nu(POBLIE
CpeacTBa s

NOKCKa UHPOPMALIUH,
COBpEMEHHBIE CPEJICTBA U
YCTpOHCTBa
UH(pOpMaTH3aIH TOPSIOK
UX TIPUMCHEHHUS U
nporpaMMHOe o0ecrieueHue
B IpoecCHOHATBHOM
JIeATEIILHOCTH B TOM YHCIIe
C UCIOJIb30BaHUEM

I (POBBIX CPEICTB

pelieHus

npodeccHOHAIbHBIX

3ajad
OK 03 ONpEeNATh coJIep’KaHue aKTyaJIbHOU
[TnanupoBaTh U aKTyaJbHOCTb HOPMAaTUBHO-TIPAaBOBOU
peain30BbIBaTh HOPMAaTHUBHO - JIOKYMEHTalluu
COOCTBEHHOE IIPaBOBOM COBpEMEHHasl Hay4Has U
npodeccuoHalbH | JOKYMEHTAIUH B npodeccuoHanpHas
0€ ¥ IMYHOCTHOE | MpOodeCCHOHATIBHON TEPMHUHOJIOTHS] BO3MOYKHBIE
pa3BUTHE, JESATEIIBHOCTH TPacKTOPUU
MpearpuHUMAaTes | IPUMEHATh po¢eCCHOHATBHOTO
BCKYIO COBPEMEHHYIO pa3BUTHA U
JeSITENIbHOCTD B Hay4HYIO0 camMo00pa30BaHMs OCHOBBI
npopeccHoHaIbH | MPOPECCHOHATBHYIO | IPEANPUHUMATENIBCKOM
oli cepe, TEPMUHOJIOTHIO JIeSITEIIbHOCTH; OCHOBBI
HCII0JIb30BATh OIpPEACIATh U (buHaHCOBON TPaMOTHOCTH
3HAHUA 110 BBICTpauBaTh IpaBUiIa Pa3pabOTKU
IIpaBOBOM U TPaeKTOPUU OU3HeC-TIIIaHOB MOPSI0K
(buHaHCOBOM po(ecCHOHANBHOTO | BBICTpauBaHU
IPaMOTHOCTH B pa3BUTHA U IIPE3EHTALMH KPEIUTHbBIE
Ppa3INYHBIX camoo0pazoBaHus OaHKOBCKHUE MPOTYKTHI
KU3HEHHBIX BBISIBIISITh
CUTYaLUsX. JIOCTOMHCTBA U

HEJ0CTaTKN

KOMMEPYECKOU UJIEH
MPE3EHTOBATh UJIEU
OTKPBITHS




COOCTBEHHOTO JIeNa B
npo¢eCCHOHAIBHON
JIESITEIIbHOCTH;
obopmIIATh OH3HEC-
IUTaH PaCCUYUTHIBATH
pa3Mepsl BIILIAT 110
MPOICHTHBIM CTaBKaM
KPEIUTOBAHUS
OTIPEJICIIATh
WHBECTUIUOHHYIO
MIPHUBJICKATEILHOCTh
KOMMEPYECKUX HUJICH B
pamKax
npodeCCHOHATBLHON
JESITEIIBHOCTH
NPE3eHTOBATh OU3HEC-
UJICIO OTIPEICTIATh

HCTOYHHUKHU
(hMHAHCHPOBAHUS

OK 04 OpPraHHU30BbIBATH IICUXOJIOTHYSCKHE OCHOBBI

DddexTuBHO paboTy KOJUIEKTUBA U | EATEIbHOCTH KOJUICKTHBA,

B3aHMMOJICHCTBOBA | KOMAaHIbI MICUXOJIOTHYECKHE

Th ¥ paboTaTh B

B3aMMOJIENCTBOBATH C

0COOEHHOCTH JTUYHOCTH

KOJUJIEKTHUBE U KOJIJIEraMH, OCHOBBI IPOEKTHOU
KOMaH/JI€. PYKOBOJICTBOM, JIeSITEIIbHOCTH

KIIMEHTaMH B XOJIe

poQeCCHOHAILHON

JIESITEIbHOCTH
OK 05 rPaMOTHO U3JIaraTh OCOOEHHOCTH COIIHAIBHOTO
OcyiecTBiATh CBOM MBICJIA U U KyJIbTYPHOT'O KOHTEKCTA;
YCTHYIO U 0hopMIIATH npaBuia opopMIIeHUs
IIICBMEHHYIO JIOKYMEHTHI 110 JIOKyMEHTOB U IIOCTPOEHUS
KOMMYHHUKAIMIO | Tpo(decCuOHaTbHOM YCTHBIX COOOIIEHUHN
Ha TEMaTHKE Ha
roCy/1apCTBEHHOM | TOCYJIapCTBEHHOM
S3BIKE A3BIKE, TPOSABIIATH
Poccuiickoit TOJIEPAHTHOCTH B
denepanyu ¢ paboueM KOJJIEeKTUBE
Y4€TOM
ocoOeHHOCTeH
COLIMAJILHOTO U
KYJIbTYPHOI'O
KOHTEKCTA.
OK 09 MOHUMATh OO IIpaBUjIa IIOCTPOECHUS
[Tonb3oBatbes CMBICTT YETKO MIPOCTBIX U CIIOKHBIX
npoeCCUOHANIBH | TPOU3HECEHHBIX IIPEIOKEHUN Ha
ol BBICKA3bIBAaHUI Ha npodeccuoHanbHbIE TEMBI
JOKYMEHTalMell | U3BECTHBIE TEMBI OCHOBHBIE
Ha (mpodeccuoHanmbHble | OOIICYOTPEOUTEIHHBIC
TOCYJJapCTBEHHOM | U OBITOBBIE), riarosisl (ObITOBas U
Y UHOCTPaHHOM MOHMMATh TEKCThI HA | podecCHOHaIbHAas

SA3bIKAX.

0a30BEIE

JIEKCHKA) JICKCUYECKUI
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npodeccruoHaIbHbIE
TEMBI y9aCTBOBATh B
Juaorax Ha
3HAaKOMBIE OOIIHE U
npodeccruoHaIbHbIC
TEMBbI CTPOUTH
MIPOCTHIC
BBICKa3bIBaHUS O cebe
U O CBOEit
podhecCHOHATLHOM
JESITEIIbHOCTH KPAaTKO
000CHOBBIBATH U
OOBSICHSTH CBOU
nercTBUs (TeKyIue u
IJIAHUPYEMBIE)
IUCaTh MPOCTHIC
CBSI3HBIE COOOIICHUS
Ha 3HAKOMbIE HIIH

MUHUMYM, OTHOCSIITHICS K
OIHCAHUIO MPEIMETOB,
CPEJICTB U MPOIIECCOB
npo¢eCCHOHAIBHON
JIeATETLHOCTH OCOOCHHOCTH
MIPOU3HOLICHHUS TIPaBUIIa
YTCHUS TEKCTOB
po¢eCCHOHAIBHON
HAIPaBIEHHOCTH

UHTEpECYyIoLINe
npodeccuoHanbHbIe
TEMBbI
I[K 1.1 [IpoBepsTh HopmatuBHbIe ipaBoBbIE [Tpuem u
Ocy1iecTBiATh IIPABUJIBHOCTb aKThl U HOPMaTUBHO- nepBUYHas
pUEM, JIOCTaBKU METOAMYECKHE JOKYMEHThI, | 00paboTka
MIEPBUYHYIO KOPPECIOHICHINH; onpeesone IopAa0K BXOJIALINX
00paboTKy U HPaBUIBHOCTb U JIOKYMEHTallUOHHOTO JOKYMEHTOB.
perucrparuo L[EJIOCTHOCTh oOecnieuenus ynpasnenus. | [IpensapurensHoe
MOCTyMarouien BJIOXKEHUS. CtpyKTypa opraHusanuu, paccMOTpeHHe U
KoppecnioHsieHI | OrieHuBaTh PYKOBOJICTBO CTPYKTYPHBIX | COPTHPOBKaA
U, B TOM YHCJIE C | COJEPIKAHUE MOIpa3ieIICHU M. JOKYMEHTOB Ha
WCIOJIb30BAaHUEM | TIOCTYNHBIINUX CoBpemeHHbIe perucTpupyemble u
aBTOMAaTU3UPOBaH | JOKYMEHTOB C LENIbI0 | HHPOPMALMOHHBIE HEPETUCTPUPYEMBI
HBIX CHCTEM WX paCIpeeIICHUS. TEXHOJIOTHH paboTHI € e Iloaroroska
ITosp30BaTbCA nokymeHTaMmu. [lopsnok BXOJISALINX
ABTOMATH3UPOBAHHBIM | paOOTHI C MOCTYNAIOIUMH | JOKYMEHTOB JIJIst
U CUCTEMaMH yueTa, JTIOKyMEHTaMHU. paccMOTpeHHUs
pETUCTpaLMK ITPH PYKOBOJUTEIIEM.
pabote ¢ Perucrpanus
JIOKyMEHTaMU BXOJISALINX
OpraHu3aluu JIOKYMEHTOB.
K 1.2 Omnpenensats MapuipyT | HopmaTuBHBIE TpaBOBBIE Opranunzanus
IlepenaBatp JBUKECHUS aKTbl 1 HOPMaTHUBHO- JOCTaBKH
JIOKYMEHTHI Ha KOHKPETHOT'O METOJINYECKHE IOKYMEHTHI, | JOKYMEHTOB
UCIIOJIHEHUE B JIOKyMEHTa U ONpeAEIAIONINE TOPAI0K UCIIOJIHUTEIISIM.

moapasaACIICHUA C

JOBOJUTH NOKYMCHTBI

JOKYMCHTAlIUOHHOT'O

y4€TOM JI0 UCTIOJTHUTENEH B obecrieueHus ynpaBIeHUsI.
pe30IIoHH onpeneneHHbie cpoku. | CTpyKTypa OpraHu3aiu,
PYKOBOAUTENEH PaGorats co Bcelt PYKOBOJCTBO CTPYKTYPHBIX
OpraHu3aIuu COBOKYITHOCTbIO Moipa3ziesieHui.
uH(OPMAIIMOHHO- CoBpeMeHHbIE
JOKYMCHTAllUOHHBIX I/IH(l)OpMaHI/IOHHI)Ie
pecypcoB TEXHOJIOTHH pabOTHI C
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opranuzanuu. Bectu
yY4eT MPOXOKIACHUS

nokymenTamu. [lopsanok
paboTHI C TOKYMEHTAMH MPH

JIOKYMEHTaJIbHBIX nepeaayue ux Ha

MaTepuasoB. HCIIOJTHEHUE B

110/Ipa3ieJICHUsI.

I[IK 1.3 ITocranoBka [IpaBuna opranuzanuu u KonTponb
Ocy1ecTBIAThH JIOKYMEHTa Ha (OpMBI KOHTPOJIS WCIIOTHEHUS
KOHTPOJIb KOHTPOJIb. UCIIOJTHEHUS IOKYMEHTOB B | IOKYMEHTOB B
WCTIOTHEHUS Ocy1iecTBISITh opranuzaiuu. Tumnossie OpraHu3aIuu.
JIOKYMEHTOB B MIPOMEXKYTOUHBII CPOKH HCIIOJIHEHUS

OpraHu3alvu, B
TOM YHCJIIE C
KCMOJIb30BAHUEM
aBTOMATU3UPOBAH
HBIX CUCTEM

KOHTPOJIb U KOHTPOJIb
[IPU HACTYIUICHUN
JIaThl UCTIOJTHEHUSI.
NudopmupoBaTh
pykoBoauTes 00
ucnonHeHnu. CHSIThH
JIOKYMEHT C KOHTPOJIS
Y HaIpaBUTh
WCTIOJIHEHHBIN
JIOKYMEHT B JIeJIO.
O0600mmate u
aHAIU3UPOBATH
pe3yabTaThl KOHTPOJIS
32 UCMOJIHEHUEM
JIOKYMEHTOB.
ITonp30BaTbCs
aBTOMATHU3UPOBAHHBIM
U CUCTeMaMH y4eTa,
pEerUCTpalnH,
KOHTPOJIS U
MH(OPMaLIOHHO-
CIIPaBOYHBIMHU
CHUCTEMaMH TMpHU
paborte ¢
JIOKyMEHTaMU
OpraHu3aIu.

JIOKyMEeHTOB. I IpyHIUIBI
paboThI CO CPOKOBOM
KapToTekoi. Hasnauenue u
TEXHOJIOTUS TEKYILEro U
IpeyIpPEIUTEIIBHOTO
koHTpous. [IpaBuna
COCTaBJICHUS
AHAIMTUYECKUX CIIPABOK I10
opranuzanuu paboTsl ¢
JIOKyMEHTaMHU U KOHTPOJIIO
MCIIOJIHEHUS IOKYMEHTOB.

MK 1.4

Bectu 6a3bl
TTAHHBIX
JOKYMEHTOB
OpTraHu3aIH U
CIPaBOYHO-UH(O
PMAaIMOHHYIO
paboTy o HUM

ITonp30BaThCs OazaMu
JIAHHBIX, B TOM YHCIIC
yaaneHHo. Bectu yuer
JIOKYMEHTOB
OpraHu3aIu.
Ocy1iecTBISITh
CIIPaBOYHO-
UH(POPMALIMOHHYIO
paboty ¢
HCIIOJIb30BaHUEM 0a3
JTAHHBIX JIOKYMEHTOB.
ITonp30BaThC
ABTOMATH3UPOBAHHBIM
U CUCTEMaMH y4eTa,
peTHUCTpAIHH,
KOHTPOJIS U

[IpaBuna co3nanus u
Be/IeHHs 0a3 JJaHHBIX
CITyeOHBIX JOKYMEHTOB B
opranmzanuu. CUCTEMbI
AIIEKTPOHHOTO
JIOKYMEHTOO000pOoTa.

Benenune 0a3nl
JTAHHBIX
JTOKYMEHTOB
OpraHU3aIMH.
Benenne
MH(pOPMAIMOHHO-
CIIPAaBOYHOM
paboTHI.




UH(POPMAIMOHHO-
CIIPaBOYHBIMHU
CHCTEMaMH IpH
pabore ¢
JIOKYMEHTaMHU
OpraHHU3aluy.

K 1.5
OcyiecTBISTh
00paboTKy,
PETUCTPALIMIO U
OTIPABKY
UCXOISIIEN
JIOKyMEHTAIUU
ajzipecatam, B TOM
YUCIIe ¢
HCIIOJIb30BaHUEM
aBTOMAaTU3UPOBAH
HBIX CUCTEM

IIpumensaTh npaBuiia
PYCCKOTO SI3bIKa MPU
IIPOBEPKE JOKYMEHTOB
nepes OTIPaBKOi.
IIposepsTh
MIPaBUJIBHOCTD
odopmieHus u
KOMIUIEKTHOCTh
HCXOISAIINX
JIOKYMEHTOB.
CoprtupoBarb
JIOKYMEHTBI 110
crocodaM JIOCTaBKH,
pu HEOOXOIUMOCTH,
YIaKOBBIBATh
JIOKYMEHTHI U
OIIPaBJIATh.
ITonp30BaTbCs
aBTOMATHU3UPOBAHHBIM
U CUCTEMaMH y4eTa,
pEeruCTpalnH,
nH(pOpMaIMOHHO-
CITPaBOYHBIMU
CHUCTEMaMH MpHU
paborte ¢
JIOKyMEHTaMu
OpraHu3aluu

HopmartuBHbIe paBoBbIE
aKTbl © HOPMaTUBHO-
METOJIMYECKHE JOKYMEHTHI,
ONpeAeIAOIINE TOPAIOK
JIOKYMEHTallHOHHOT O
o0ecrieueHus yrnpaBiIeHUsl.
[IpaBuna u CpoKM OTIIPABKHU
UCXOZSAIINX TOKYMEHTOB

O06paboTka,
perucTpanus u
OTIIpaBKa
HUCXOISIIUX
JIOKYMEHTOB

IIK 1.6
Ocy1iecTBIAThH
COCTaBJIEHHUE U
oopmiieHne
CITy’KEOHBIX
JTOKYMEHTOB Ha
OCHOBE
TpeboBaHUM
COBPEMEHHBIX
HOPMAaTHBHBIX
MIPABOBBIX aKTOB

IIpuMeHATH
YCTaHOBJICHHBII
COCTaB PEKBU3UTOB B
3aBHCUMOCTH OT BUJA
JIOKYMEHTA.
IIpaBunsHO
pacnosarate 1
0hopMIIATH
PEKBU3UTHI HA JIUCTE
IIPU COCTABJIEHUU
JIOKYMEHTA.
IIpumeHnATH
COBPEMEHHBIE
MH(OPMaLOHHO-
KOMMYHHKAI[MOHHBIE
TEXHOJIOTUH JIJIs
paboThI ¢
JIOKYMEHTaMH, B TOM
4YHUCIIe IS €€

Buasl 10KyMeHTOB, UX
HazHauyeHue. TpeOoBaHus,
IpeabsBIsSEMbIE K
JIOKYMEHTaM B
COOTBETCTBUHM C
HOPMAaTHBHBIMU TIPAaBOBBIMHU
aKTaMy U
rOCyJJapCTBEHHBIMH
crangaprami. [lpaBuna
COCTaBJICHUS U
odopmIIeHUs
MH(OPMaLIOHHO-
CIPaBOYHBIX,
OpraHU3aIMOHHBIX,
yIPaBIEHYECKUX
JIOKYMEHTOB.

CocraBnenue u
oopmieHne
CITy’KE€OHBIX
JIOKyMEHTOB




ONTUMM3AINH U
TIOBBIIIICHUS

3¢ (HEeKTHBHOCTH.
[TpumeHsTH TpaBHUIA
PYCCKOTO sI3bIKA.

2. CTPyKTypa U TPY/10eMKOCTb MPAKTHKH:

Cemectp dopmMma mpoBeIeHus Crnioco0 mpoBeneHus [1po10KUTENEHOCTD
(paccpedomouennuas, (cmayuonapras, (ax.u.)
KOHYEHMPUPOBAHHAS) 8ble30HAs1)
1 KoHuentpupoBannas CranuonapHas 72

3. Conep:xkaHue NPaKTUKH
[TpakTka B moaHOM 00BbEME peannsyercs B opMe MPaKTHUECKON MOATOTOBKH.

Pa3znenn (3Tanbl)
MPaKTHKHU

Buasbl paGoThl, B TOM 4HCJIe B
(opme npakTHYECKOIl NOATOTOBKH

IIponoKUTEILHOCTD
(ak.4.)

IToaroToBUTEIBHBIN dTAIl

1.1. Ha nepBoM 3aHATUU
00yYaromuMcs Pa3bsICHIIOTCS: LENb U
3aJla4yM, CoJiepKaHUe IPOrpPaMMBbIl, BUIBI
pabot, IaHupyeMble pe3yIbTaThl
MIPOXOXKACHUS Y4eOHOH MMPaKTUKH,
BpeMsi 1 MECTO MPOBEACHUs TPAKTUKH,
MOPSIOK TIPOBEACHUS MPOMEKYTOUHON
aTTeCTally.

1.2. BBOAHBIN MHCTPYKTaX I10 TEXHHUKE
0€e301acHOCTH.

1.3. TpeGoBaHusl K OpraHu3aLuH
pabodero Mecta B MepHo yaeOHOU
MPAKTHKH.

1.4. TpeboBaHUs K TPYyAOBOH
JUCLUIUIMHE B EpHOA yueOHOH
MPAKTHKH.

1.5. O3HaKOMJIEHHE C MPaBUIaAMHU
BHYTPEHHETO pacropsiika M JIOKaJIbHON
JOKyMEHTAIMel OTHOCUTENBHO
MPOXOXKACHUS YUeOHOM MPaKTUKU B
(hopMe MPaKTUUECKOH MOATOTOBKH

2

OcCHOBHOM dTan

2.1 BeimonnHeHrEe BUIOB padoT B
COOTBETCTBHHU C y4eOHOI MPOrpaMMoi:
IIepBHUYHBII HHCTPYKTAX IO TEXHUKE
0e3omacHOCTH Ha paboueM MecTe.
Opranunzanust paboyero mecra
nenonpoussoaurens. OpopmiieHue
PEKBHU3UTOB JOKYMEHTOB.
[IpoexTrpoBanue 6JaHKOB JOKYMEHTOB.
Odopmiterre TOKyMEHTAITIH C
COOJTIO/IEHNEM €IMHBIX TpeOOBaHUI U
npasui B cootBeTctBuu ¢ 'OCT P
7.0.97-2016. BeinosiHeHue padoT 1Mo
npreMy u 06paboTKe BXOAAIIEH,
HUCXOIAIIEH, BHyTPEHHEN
JOKyMeHTauuu. BeinonHeHne paboT mo
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pETUCTpayy 1 WHAEKCAIN
JOKyMEHTOB. BrinonHeHue
YIPaXKHEHUH ¢ TOMOILBIO MPUKIIATHON
nporpaMMsl « TeKCTOBBIN peIakTop».
Brinonnenue ynpaxHEHHI ¢ TOMOIIBIO
MPUKJIaAHON TporpamMMbl « TeKCTOBBIN
penakTop»: IOCTpOEHHE TaOIHIIBI, BBOJ
JAHHBIX B TaOJIHIly, TPAaHULBI H
3aJIMBKa, (hOpMaTHPOBAHHE.
Brinonnenue ynpaxHEHU 110
CO3JIaHHIO U 0(OPMIICHHIO TAOJIUYHOTO
MaTepHala ¢ UCIIOJIb30BaHUEM CHCTEMbI
3JIEKTPOHHBIX TabmuI Excel (cTonOme!,
CTPOKH, CO3JJaHUE STYECK, JIUCTHI U
KHUTH, (hOopMaTHpOBAHUE U
penakTrpoBanue). BeimonHenne
YIPAKHEHHUH 10 CO3/IaHUI0 JUarpaMm U
rpadMKOB C KCIIOJIb30BAHUEM
nporpammsel Excel (ocu, psibl, TUHIH
CETKH, BBOJI JaHHBIX JuarpamMmm
MOCPEACTBOM UH(OPMAIIUU ¥ BCTABKH
n3 Oydepa oOmeHa). BrirmonmaeHme
YIpaKHEHHUH 10 CO3aHUI0 0a3bI
JaHHBIX C MIPUMEHCHUCM
ABTOMAaTHU3UPOBAHHOM MH(POPMALIMOHHO-
IIOMCKOBOM CHCTEMBI Access
(mpoexTupoBaHue, TaONHUIBI, MO,
3anmuch WHPOpMaLuH, GopMaTUPOBAHNE
U U3MEHEHHE JaHHBIX, IOUCK
rH(pOpMAaINH, OTIET 0 0a3e JaHHBIX).
PaGoTa B cnpaBOYHO-TIPaBOBBIX
cHCTeMax.

3 | 3aKIrOYNTENLHBIN JTAl:

3.1 | Koncynbramms

KoncynbTupoBanne 00ydaromuxces 0
MOPSIIKY TIPOXOSKICHHSI
MPOMEKYTOUYHO# aTTecTanu B Gopme
. 3auera (BHITOTHEHUE
KOMIUIEKCHOM MPAaKTHYECKOH paboThI):
BO3MOXKHEIE TUIIOBBIE OIIHOKH,
TpeOOBaHMs K OpraHu3aIMu padouero
MecTa, COOJII0CHUE TANMHUHTA,
COOIIIOIEHNE TEXHUKU O€30IMaCHOCTH,
KPUTEPHH OIEHUBAHUS PabOTHI U JIp.

3.2 |IIpomexyTouHas
arrecranus B popme

i hepeHIMpoBaHHOTO
3auyeTa,l cemecTp

BrimmosiHeHne KOMIUIEKCHOM
MIPaKTHIECKON paboThHI

4. KoHTpPOJIb M OLIEHKA Pe3yJIbTATOB 0CBOCHMS NPAKTHKH

Texkymmii KOHTPOJIb YCIIEBAEMOCTH W IMPOMEXKYTOYHAsl aTTecTalus OOydaroluxcs B
pamkax yuyeOoHoi npaktuku YI1.01 ocymecTBisitoTcsi ¢ npuMeHEeHNEM OLIEHOUHBIX MaTePHUasIoB 110
no npaktuke (npuioxenue Ne 1 x paboueil mporpamMmme NpakTUKH), BKIIOYAIOIIUX OTKPBITYIO

(mocTymHYIO K OImyOJUKOBAHHIO) YaCTh.
5. YcaoBus peau3ainuy NpPaKTHKH

[Ipou3BoicTBEHHAs MPaKTHUKA MPOBOJUTCS B OpME MPAKTUUECKON MOATOTOBKU B paMKax

HpO@CCCHOHaHBHOFO MOAYJIA QHOKyMCHTHpOBaHHC ynpaBHqueCKOﬁ
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opraHu3anys padoThl ¢ JOKYMEHTaMU.

5.1. YueOHO-MeTOAMYECKOEe M HH(POpMALIMOHHOE o0ecTieyeHe pean3aluu NPaAaKTUKA
5.1.1. OcHoBHas JIMTEpaTYpa:

1. I'pozoBa, O. C. Jlenonpou3BOACTBO: yUYEOHHUK MJsi CPEAHEro MpodeccHOHAIbHOTIO
obpazoBanus / O. C. I'po3oBa. — 2-e uzn. — Mocksa: M3parensctBo FOpaiit, 2025. — 131 ¢c. —
(ITpodeccuonansuoe obpazopanue). — ISBN 978-5-534-15986-8. — Tekct: 35eKTpOHHBIN //
Oo0pasoBarenbhas 1iathpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/563440 (mata
obpamenus: 14.04.2025).

2. Hloponmna, JI. A. JloKyMEHTallMOHHOE OOECIEYCHUE YIpaBJICHUS: Y4YeOHUK U
NPaKTUKYM JUIs CpefaHero npodeccruoHansHoro oopasosanust / JI. A. Jloponuna, B. C. Uputukosa.
— 2-¢ u3n., mepepadb. m gom. — MockBa: M3patensctBo [Opaiir, 2025. — 270 c¢. —
(ITpodeccuonanvuoe obpazopanue). — ISBN 978-5-534-16017-8. — TekcT: »ieKTpOHHBIN //
Oo0pasoBarenbhas miardpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/563264 (mata
obpamenus: 14.04.2025).

3. IlllyBanoBa, H. H. OcHOBBI JeIONPOU3BOJCTBA: YYECOHUK JJISI  CPEIHETrO
npodeccuonansHoro odbpaszosanus / H. H. Illysanosa, A. FO. MBanoBa; nmox oOrieii penakuueit H.
H. IllyBanoBoii. — 3-e u3n., nepepad. u gon. — Mocksa: U3garensctBo FOpaiit, 2025. — 355 c.
— (ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-20344-8. — TekcT: 3eKTpOHHBIH //
OopasoBarenbhas 1wiardpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/560787 (mara
obpamenus14.04.2025:).

5.1.2. lonorHuTEIBHAS TUTEpATypa:

1. KyzueuoB, W. H. JlokymMeHTanmoHHOE OOECIEYeHHE YIPABICHUS IEPCOHATIOM:
y4eOHHK ¥ IPAKTUKYM JUTS cpeaHero npodeccruonansnoro oopasosanus / M. H. Ky3nernos. — 3-
e wm3m., mepepad. m gon. — MockBa: WM3marensctBo FOpaiit, 2025. — 397 c¢. —
(ITpodeccnonansuoe obpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr: 31neKTpOHHBIHA //
OopasoBarenbhas 1ardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/562296 (nara
obpamenus: 14.04.2025).

2. banr, B. C. JlokymeHTanmoHHoe o0ecrnieueHue ynpasieHus. FOpuauueckas TeXHUKA:
Y4YEOHHK JIJIst

cpenHero npodeccruonanbHoro obpazosanus / B. C. bsnr. — 3-e u3z., ucnp. u gon. —
Mocksa: U3narensctBo KOpaiit, 2025. — 89 ¢. — (IIpodeccuonanproe odpa3osanue). — ISBN
978-5-534-16132-8. — Tekcrt: anekTpoHHbIN // Obpa3oBarenbHas miatdopma FOpait [caiiT]. —
URL.: https://urait.ru/bcode/564505 (nara obpamienus: 14.04.2025).

5.1.3. CoBpemeHHble mnpodeccHOHATbHbIE 0a3bl JaHHBIX M  HHPOPMAIMOHHBbIE
CIIPaBOYHbIE CHCTEMBI:
HNutepHeT-pecypcesl:
. 3HanuyM - https://new.znanium.com/
. JIans - https://e.lanbook.com/
. IPR Books - http://www.iprbookshop.ru/
. Elibrary - https://www.elibrary.ru/
. HartmonaneHhas snextponnas oubimoreka (HOB) - https://rusneb.ru/
. MexBy30BcKas nekTponHas onbimoreka (MOB) - https://icdlib.nspu.ru/
. "UBUC" (b1 neproanveckux uzmanuii) - https://dlib.eastview.com/browse
. Dnekrponnas oudnnoreka TromI['Y - https://library.utmn.ru/

ONOOOTDE WN B

5.2. Mlepeyenr uHPOPMANMOHHBIX TEXHOJOTHH, HCMNOJIb3yeMbIX MPH OCYIIECTBJIEHHHU
o0pa3oBaTe/IbHOIO mnpouecca mo gucummiaune: I[lnardgopma i 3IEKTPOHHOTO OO0yUYEHHS
[Mudposas mnarpopma Anaexc360.

5.3. MaTepuaibHO-TeXHUYECKOE o0ecnieyeHUe

1


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/

Mynbrumenuiinas ydyeOHass ayAMTOPHS AJIsl MPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIIA
OCHAIIIEHA CJEIYIOIMMH TEXHUYECKHMMHU CpEACTBaMH OOydeHHUs W 00OpyJoBaHUEM: yueOHas
Mebenb, TOCKa ayIuTOpHAst, MyJbTUMEIUITHOE MPOCKIIMOHHOE M aKyCTHYeCKOe 000pyJ0BaHuE,
IIEPCOHAIIBHBIN KOMIIBIOTED.

VYuebHas ayauTopusi JUISL TPOBEACHUS 3aHATUH JIGKIIMOHHOTO THIA OCHAIIECHA
CJICAYIOUIMMH TEXHUYECKUMU CPEACTBaMH 00y4eHHUs U 000pyAoBaHUEM: yueOHas MeOesb, J0CKa
ayJUTOpHAs.

MynbpTuMeuiiHas yuyeOHasi ayJUTOpUs Ui MPOBEACHUS 3aHATHH CEMHHAPCKOTrO THIIA
OCHAIIIEHA CJEIYIOIMMH TEXHUYECKHMMHU CpEACTBaMH OOydeHHs W 00OpyZOoBaHUEM: yueOHas
Mebenb, TOCKa ayIuTOpHAsA, MyJbTUMEIUITHOE TPOCKIIMOHHOE M aKyCTHYECKOe 000pyaoBaHHeE,
IIEPCOHAIIBHBIN KOMIIBIOTED.
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ITpunoxxenne Ne 1
K pabodeii mporpamMMme IpaKkTUKU

O EHOYHBIE MATEPHAJIBI 11O IPAKTUKE
Yueonaa npakmuka
(JoxyMeHTHpOBaHHE YIIPABJIEHYECKOH JeATeIbHOCTH U OPraHu3amus
PadoTHI ¢ JIOKYMEHTAMH)
OTkpbITasi YacTh
1. Cucrema oneHUBaHUS

[IpomexxyTounas arrecramus no yueOHoi npaktuke YII.01 B cOOTBETCTBHM € YU4€OHBIM IIAHOM
npegycMorpeHa B ¢popme  AudQepeHIHpOBaHHOTO  3a4eTa, KOTOPBIH  TIPOBOAUTCA B
MIPAKTUKOOPUEHTUPOBAHHOM (opMaTe M 3aKJIIOYAeTCS B BBINOJIHEHUU CTYACHTOM KOMIUIEKCHON
MPAKTUYECKON pabOTHI.

OuneHuBaHue  pe3yjabTaTOB  MPOXOXKICHUS  MPAKTUKA  OCYIIECTBISETCS B BUIE
mQepeHIIMPOBAHHOTO 3a4eTa CIEAYIONIMM 00pa3oM.

OneHka «OTIMYHO» CTAaBUTCS, €CIU OOy4aromMMcs Bce BUABI paOOT, 3aJaHUs BBIOJHEHBI B
MIOJTHOM 00BeMe, BCE YMEHHSI OCBOCHBI IMOJHOCTBHIO, OTYET IO IMPAKTHKE BBIOJHEH TOJIHOCTHIO B
COOTBETCTBUHM C 3a/laHWEM, BCE BOIPOCHI PACKPHITHI MOJIHO OTYET BBHINOJIHEH B COOTBETCTBUHU C
tpedoBanusamu; Heooxoaumble 11K, OK nponemMoHCTprpOBaHbl; OTYETHAS TOKYMEHTANUs (JIHEBHUK 110
MIPaKTUKE, OTUET M0 MPAKTHKE) 0OPMIIEHA B COOTBETCTBUU C TPEOOBAHUSIMH, ITPEIOCTABIICHA B TOJTHOM
o0beMe M B yKa3aHHBIN CPOK.

OneHka «XOpOIIO» CTaBUTCS, €ClIM OOydaroluMcsi Bce BUIBI padOT, 3a/laHus BBIINOJHEHBI C
HEKOTOpPBIMHM HEJ0YETaMHU, BCE YMEHMSI B OCHOBHOM OCBOEHBI, OTYET IO IMPAKTUKE BBIIIOJIHEH C
HEOOJIBIIMMH 3aMEYaHHUSIMH B COOTBETCTBUHM C 3aJaHHEM, BCE BOIPOCHI PACKPBITHI KPATKO, OTUET
BBIIIOJTHEH B COOTBETCTBUM C TpeOoBaHusiMu; HeoOxonumble IIK, OK mnponemoHcTpupoBaHsl;
MPEIOCTaBlIeH JHEBHUK IPOU3BOACTBEHHONW TMPAKTUKH, OGOPMIICHHBIH B COOTBETCTBHH C
TpeOOBaHUSMU.

OrneHka «yI0BIETBOPUTENHHOY CTABUTCSA, €CTIM 00yJaromuMCs BUBI paboT, 3aaHHsI BHITTOTHEHBI
HE B MOJIHOM 00beMe, YMEHHSI OCBOEHBI YaCTUYHO, CTYJICHT HE MOoKa3aJl IPUMEHEHHUS UX Ha MPaKTHKeE,
JIOTTyCKaJ OIIUOKY MPH TUTAHUPOBAHUU U B IPAKTUYECKOMN ESTEIBHOCTH, OTYET MO MPAKTUKE BHIMOJTHEH
C 3aMEyaHUSIMH, BONPOCHI HE PAaCKpPBITHL, OTYET BBHINOJIHEH B COOTBETCTBUU C TpPeOOBaHUSIMU;
NIPEJOCTaBIEH JTHEBHUK IPOU3BOJCTBEHHOW TNPAKTUKU, OGOPMIIEHHBIH B COOTBETCTBUU C
TpeOOBaHUSIMU.

OneHka «HEYJTOBJIETBOPUTEIHHO» CTAaBUTCS, €CIM OOydarolUMCS BHIBI PalOT, 3adaHus HE
BBITIOJTHEHBI, YMEHUSI HE OCBOEHBI, CTYJIEHT JI0IIyCKaJl CACTEMAaTUYEeCKUE OIIMOKY MPH IJIAHUPOBAHUU U
B NPAKTUYECKOM NEATENbHOCTH, OTYET MO IMPAKTUKE HE BBINOJIHEH, OTYETHAas JOKYMEHTalus He
IIPEI0CTABIICHA.

2. [TacnopT O1lleHOYHBIX MaTepHAJIOB

ITanbl NPaAKTHKA OneHoYHbIe Kon u popmyupopka Kpurtepuu ouneHuBaHusi
MaTepHuaJibl KOHTPOJIMPYyeMO
(6uonl u Ko1uuecmeo) KOMIIeTEHIIHH




Huddepenuupoann
bl 3a4eT, 1 cemectp

Kommekcuast
TpakTh4decKas padbora

IIK 1.1. Ocy1iecTBasITh
[IPHEM, TICPBUYHYIO0 00pabOTKY
{ PETUCTPALUIO TOCTYHAIOIIEH
KOPPECIIOH/ICHIIVH B TOM
YHUCIIE C HCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.
IIK 1.2. TlepenaBath
JIOKYMEHTBI Ha MCIIOJTHEHUE B
o/ipa3ieNieHus] C y9eTOM
PE30IIIOLIMA PYKOBOIUTENICH
OpraHu3alyy.

[IK 1.3. OcymecTBiasTh
KOHTPOJIb MCTIOTHEHUS
JIOKYMEHTOB B OpraHH3alliy, B
TOM YHCIIE C UCIOJIb30BaHHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.
IIK 1.4. Bectu 0a3bl DaHHBIX
JIOKYMEHTOB OpraHH3alliK U
CIPaBOYHO-HH()OPMATNOHHYIO
paboTy 1Mo HAM.

IIK 1.5. Ocy1iecTBisITh
00pabOoTKy, peTUCTpAITUIO U
OTHPABKYy UCXOMSIIEH
JIOKYMEHTAIlMH ajpecaTram, B
TOM YHCJIE C HCIIOJIh30BaHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.
[IK 1.6. OcymiecTBisTh
COCTaBJICHUEC U

odopmIIeHHE CITYKEOHBIX
JIOKYMEHTOB Ha OCHOBE
TpeOOBaHMI COBPEMEHHBIX
HOPMaTHBHBIX ITPABOBBIX
aKTOB.

[lepeuens kpuTeprcn
OIICHUBAHHS BBITIOJIHEHUS
MPAaKTUIECKOTO 3aJ[aHuUs C
yKa3zaHueM OajlioB:

1. Hcnons3oBaHue
COBPEMEHHBIX CPEJICTB
MOKCKa, aHAIN3a U
WHTEPIPETAIUN
nH(popMaImu, u
MHGOPMAITMOHHBIX
TEXHOJIOTHH s
BBITTOJTHEHUS 33184
podeccHoHaIhHON
EATEIBHOCTH — 5 0.}

2. Ocy1ecTBieHne
npuema, epBUYHON
00paboTKH U
perucrpanuu
MOCTyHaroIIeH
KOPPECIIOH/ICHIIUH, B TOM
YHCIIe C UCIIOJIh30BaHUEM
ABTOMATH3UPOBAHHBIX
CUCTEM - 50.;

3. Ocy1ecTBieHne
00paboTKH, PErucTpaluu
U OTHPABKHU UCXOISIICH
JIOKYMEHTAIMN
ajpecaram, B TOM YHCIIC
C UCIOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX
cucTeMm - 5 0.;

4. OcyuecTBiIeHNE
COCTaBJICHUS H

0 OpPMIICHHUS CITYKEOHBIX
JIOKYMEHTOB

Ha OCHOBE TPEOOBAHUIA
COBPEMEHHBIX
HOPMATHUBHBIX MIPABOBBIX
aKToB - 5 0.;.

HUTOTI'O - 206.

Cxema OICHUBAHMS:

max KOJIMYECTBO OAJIOB
neiicTBue (oriepartusi)
BBITIOJTHEHO B MOJTHOM
Mepe COIJIacHO
YCTAHOBJICHHBIM
TpeOOBaHUSIM;

0 6ayoB

neiicTBre (onepanusi) He
BBINTOJTHEHO, PE3YJIbTaT
OTCYTCTBYET.

OreHKa «OTIIMIHOY
BBICTaBIISICTCS, €CIH
cryzneHt Habpan 20-

18 6asnos;

Ornenka «xoporioy - 17-
15 Gamnos;

«Y IOBJIETBOPUTEIHHO) -
14-13 6annos;
«HEYJIOBIICTBOPUTEIHHO
- MeHee 13 GaJuioB.




3. TunoBble OLlEHOYHbIE MaTePHAJIbI

Bun: JIlneBHuk npoxoxaenus npaktuku ([Tpunoxenue 1)

KpaTkas xapakrepuctuka: J[HEBHHK O(OpMISIETCS HAa PYCCKOM SI3BIKE COTJIACHO OO0pasIly,
MPEJICTaBJICHHOMY B MPUJIOKEHHH. Y TBEPKAAETCS PYKOBOJUTENIEM MPOU3BOJICTBEHHON NpakTUku. B
JTHEBHHMKE MPAKTUKAHT BEJIET 3allMCU O BHJAAaX padOTax B MEPHOJ MPOXOKACHUS MPAKTUKU COTJIACHO
nporpamme npousBojictBeHHoN npakTuku [1I1.01. 3anucu yaocToBepstoTCs pyKOBOAUTEIEM TPAKTHKH.
3amucu O BBIMOJHEHHBIX pa0oTaX, JOJDKHBI COOTHOCUTHCS C BUIAaMH PabdOT, YKa3zaHHBIX MpOrpaMMme
[I1.01. CayxuT cpeacTBOM TEKYILIEro JOKYMEHTHUPOBAHUS XO/a BHIOJHEHUS 33JaHUSI HA IPAKTHUKY.

OuenovHoe cpeacTBo 2.

Bupa: Otuer o npoxoxxaenuu npaktuku (Ilpunoxenue 4)

Kparkasa xapakrepucruka: Otrdyer oQopMisieTcs Ha PYCCKOM S3bIKE COIJIaCHO 00pasly,
YTBEP)KJICHHOMY B y4€OHOM 3aBeJCHHH. B oTueTe yKa3bIBalOTCS KPAaTKOE OMUCAHUE MECTa MPAKTUKH,
o011re cBeIeHUs O IIPOJIeIaHHOM paboTe B paMKax MPAKTUKH, OCHOBHBIE PE3YJIbTAThI IPAKTUKH, aHATIN3
pe3yJIbTaTOB NPAKTUKH, CIUCOK HCTOYHUKOB M JuTeparypbl. Eciau mpaktuka Oblia TpYINIIOBOM,
HEOO0XOMMO yKa3aTh O BBINOJHEHWH KaK MHIMBHIYaJbHOTO, TaK W TPYyHIoBOro 3amaHus. OTuer
YTBEp)KJIAeTCsl PyKOBOJAUTEIEM IPAKTUKH.

TpeGoBaHus K 0TYETY 0 NPOXOKICHUH NPAKTHKH

1. OT4er 0 NPOXOXKIAEHUU NPAKTUKHU MOJIUCHIBAETCS PYKOBOAUTEIEM IPAKTUKU OT MECTa €€
IIPOXOXKJICHHS U 3aBEPSAETCS] COOTBETCTBYIOIIEH MEeYaThio.

2. OtyeT O MPOXOKJIEHUU MPAKTUKU COCTABISAETCS WHIUBUAYAIbHO KaXKIbIM CTYAEHTOM U
JIOJKEH OTPaXkaTh MPOJIENIaHHYI0 UM paboTy, MOJTy4YeHHbIE 3HAHUS, IPUOOPETEHHbIE HABBIKU U YMEHMS,
OCBOCHHBIE TNpo(deccCHoHANIbHBIE KOMIETCHIWH. B KadecTBe MPHUIOKEHHH K HEMY JOJDKHBI OBITh
IIPEJCTABICHbl KOMUU, 00pa3lbl JOKYMEHTOB, KOTOpbIE COCTaBJsUI JIMOO B COCTABICHUHM KOTOPBIX
MIPUHUMAJI YYaCTHE CTYJIEHT BO BpeMs IIPOXOXKACHUS IPAKTHUKU.

3. O6beM oTyeTa 3aBUCUT OT 0ObeMa BBIIOJIHEHHOH BO BpeMs MIPOXOXKICHUS MPAKTHUKH PaOOTHI.
OnTuManbHBIM MO 00BEMYy cuHuTaeTcsi oTdeT Ha 10-15 cTpaHHWIlax MamIMHOMKMCHOTO TekcTa (6e3
MPUIIOKEHUH ).

4. OT4er COCTOUT U3 CIEAYIOIINX Pa3/IeioB: BBEICHNS, OCHOBHOM YaCTH U 3aKJIIOUEHUS.

BBeneHne 10KHO pacKpbIBaTh L€ U 3aJa41 IIPAKTUKN IPUMEHUTEIBHO K MECTY MPOXOKICHUS
MIPaKTUKH.

B oOCHOBHOWM 4acTu [OJDKHBI PAacKpbIBAThCA OPraHU3allMOHHO-IIPABOBBIE OCHOBBI CTaTyca
OpraHM3alMK/IPEANPUATUS U €€ NMPOPMIbHON AesITenbHOCTH. B 3TOM cBA3M AaeTcs XapaKTepuCTUKa
HOPMAaTHUBHO-TIPAaBOBBIX aKTOB, pErIaMeHTUPYIOIINX cTaTryc " MIOPSAIOK paboTHI
OpraHMU3alUK/TPEANIPUATUS; PACCMATPUBAIOTCS CTPYKTYpa, GYHKIUHU U OOIIME HAaIpaBJIeHUs paOdoThI, a
TaKXe aHAIN3UPYIOTCS OCHOBHBIE TPOOJIEMBI B 1€ATEIIBHOCTH.

B ocHOBHOI1 yacTu ONUCHIBAIOTCS BUABI PabOT, BHIIOJHSABLIMECS MPAKTUKAHTOM, MOJy4YEHHbIE
pe3yabTaThl, NpUOOpPETEHHbIE 3HAHWS, HABBIKH M YMEHHUS, OCBOEHHBIE IpodeccHoHaIbHbIE
KOMITETEHIIUH.

B 3axmouennn GpopMyupyroTcst o01ue BIBOABI O JEATEIbHOCTH OpraHU3aluU/IPeANpUsTUs, a
TaK)Xe JAIOTCS MPaKTUYECKHe PEeKOMEHIAINK 10 COBEPILIEHCTBOBAHUIO MTPABOBBIX, OPraHU3allMOHHBIX,
9KOHOMMUYECKUX, COLIUAIIBHBIX aCIIEKTOB JIEATENBHOCTH.

5. OdopmiieHne oTueTa: TEKCT OTYETA CIAEAYET MevaTaTh, COOI0/Ias CICIYIONINE pa3MeEPhI IMOJIEH:
npaBoe — 10 MM, BepxHee — 20 MM, eBoe U HIKHee — 20 mm. TekcT otuera nevaraercs yepes 1,5
MHTEpBaJla, BRIpaBHUBAHUE TEKCTa 0 MKUPHUHE, ad3alHblif oTcTyn 1,25 cM, ab3annblil natepBan — 0 OT.
HIpudt — OOGwusb, Times New Roman, pasmep mpudra — 14. Crtpanunsl paboTsl ciexyer
HyMepoBaTh apabckumu mudpamu. Ha TutynsHOM nmcre nudpa 1 He craBUTCA, Ha Clieqyromen
cTpaHule npocraBisercs uugppa 2. Homep cTpaHuipl meyaraercsi B MPaBOM BEPXHEM YTy MOJIS
CTpaHMITBI 0€3 KaKUX-JTHOO0 JOTOTHUTEIBHBIX 3HAKOB (TOYKH, THPE).
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[Tpunoxenue 1
Obpasey oghopmnenus u cmpykmypol
OHeBHUKA NPOXOHCOCHUSL NPAKMUKU

Oo0pa3zen TUTYJIBLHOIO JIUCTA
OI'AOY BO «TromeHckuil rocyJapCTBEHHBIN YHUBEPCUTET
ToGonbckuii negarornyeckuii UHCTUTYT UM. J[.1. MenneneeBa (punuan) Trom[yY

JAHEBHUK
NMPOXO0KIeHUS MPOU3BOICTBEHHON NMPAKTUKHU
YI1.01 Yueonaa npakmuka
(lokymenmupoesanue ynpasneHu4eckoii 0eameabHOCmu U OP2anu3ayus padomst ¢

O00OKymenmamu,)
1. ®.1.0. oOyuatomerocs
2. [Ipodeccus , Kypc ___, rpymnmna
3. Mecro mpoxoxnenusi yueonoi npaktuku YIL.O1 Vuebnaa npaxmuxa (Joxymenmuposanue
VHpaegnienyeckou oesamenvbHOCIMU u opeaHuzayus pabomuwl c
O0OKYyMeHmamu):

(HaumeHOBaHHMe, a/Ipec, KOHTAKTHbIE TeJiehOHBI)

4. PykoBoauTeb IPAKTUKU OT 00pa30BaTeIbHOM OpraHn3aIiu:

(®.1.0., koHTaKTHEIH TenedoH)
5. Cpoku mnpoxoxaeHus ydeOHoW mnpakTuku YII.01 JlokymeHTHpoBaHHE YINpaBIeHYECKOM
JESITEIbHOCTH U OpraHu3aiys padoThl ¢ JOKyMEHTaMHU

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

1. KanenpapHslii I1aH NpoXoK1eHus Npou3BoAcTBeHHOM npaktuku YI1.01: lokymeHTHpOBaHKE
yIpaBIEHYECKOH 1eATEIbHOCTU U OpraHu3alus paboTsl C JOKYMEHTaMHU

BI/II[ JACATCIIBHOCTH, BBITTIOJIHACMBIC pa6OTI>I

CpOKH BBITIOJTHEHUA
pasziel IporpaMMbl MPAKTHKH p

2. ConeprkaHue MPaKTUKH:

OTMeTKa O BBINOJIHEHUH

PYKOBOJUTENS OT MPODUIBHOM
OpraHu3alK — MecTa

POXOXKJICHHSI IPAKTUKH
3ar10IHACT CTYICHT, aHAJTM3UPYET CBOIO 3anoIHAeT PYKOBOJIUTEND OT
paboTy (ycnexu 1 HeyJau U UX NPUYMHBI) |OpraHU3aluu: CTAaBUT OTMETKY 32
NIeHb U 3aBepseT CBOEH
[10IITMCBIO, €CIIN UMEIOTCS
3aMeYaHus 3alKChIBAET UX

ConeprkaHue BBIMTOJTHEHHON pabOTHI B
Mara Te4eHHe paboyero aHs

PykoBoaUTEb IPAKTHKU

OT npo(UIIbHO OpraHU3auK —

MecTa MPOXOXKICHHS TIPAKTUKH: / /
(noamuce) (pacum¢poBKa HOIIHCH)

MII

Jlara
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