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[Iporpamma y4ue6Ho# U npousBojicTBeHHON NpakTuk [IM.03 Berinosinenue padot no
npogeccun «J/leronmpousBoaurtenb» paspaboraHa Ha ocHoBe DenepanbHOroO
rocyaapcTBeHHOro o0pa3zoBarenbHOro crangapra (naitee — @I'OC) no cnenuaibHOCTH
CpeIHero poheCCUOHAIBHOTO o0pa3oBaHUs (manee CIIO) 46.02.01
JlokyMeHTallMOHHOe o0ecrievyeHHe YIPaBJIeHNs U apXUBOBeAeHne

CocraBuresb (aBTOP):

Kopodoko Cgersana MuxaisioBHa, unpenoaasarens [TIOY  «Kemeposckuit
MPO(PECCUOHAIBHO — TEXHUYECKUU TEXHUKYM)



1. HEJU U 3AJAYU ITPAKTUKHU

Lenpto y4yeOHON MPaKTUKH SIBISETCA MPHOOPETEHUE CTYACHTaMHU YMEHHIA,
NEPBOHAYAILHOTO MPAKTUYECKOTO OMBITa B TPO(ECCHOHATBLHOMN NeATeTbHOCTH IS
MOCIEAYIOMEro (OpMUPOBAaHUS OOIMMX U MPO(PECCHOHANBHBIX KOMIIETCHLUN B
cootBercTBUM ¢ OI'OC CIIO mo Buay mnpodecCuoHaIbHONW AESATETbHOCTH —
Opranuzanusi apXuBHOM U CTIPABOYHO-UHPOPMALIMOHHON pabOTHI MO JOKYMEHTaM
OpraHu3aLMH.
3agayamu y4eOHOM NPAKTHKU SABJISIOTCH:

— ¢opmupoBaHue y CTyJAeHTOB ymeHuil B pamkax mogayneit OIIOII CIIO mo
OCHOBHOMY BUJy J€SATEIbHOCTH;

— 00y4eHHe TPYyAOBBIM IpUEMaM, ONEepalusIM U CIIOcO0aM BBIIOJHEHUS! TPYIOBBIX
MIPOLIECCOB;

— (popMUpOBaHKE YMEHUN pabOTATh B CUCTEME IEKTPOHHOTO TIOKYMEHTOO00pOTa;
— (opMHpOBaHNE YMEHUHN OpraHU3alUU JESTENBHOCTH apXHBa.

Llenpr0 TPOU3BOACTBEHHOW NPAKTUKH SIBISIOTCS MPUOOPETEHUE MPAKTHYECKOTO
omnbITa U (POPMUPOBAHHE Y CTYIEHTOB OOLIUX U MPOPECCUOHATBHBIX KOMIETEHIIUN
B pamkax [IM.03 Beimonnenne paboT mo npodeccun «Jlenonpon3BOAUTETb .
3agayamMu NpPOM3BOACTBEHHOM NPAKTHKHU SIBJIAIOTCSH:

— 3aKpeIUICHHE U CUCTEMATHU3allns 3HAaHWM, NOJydyeHHbIX npu uzydenun M/IK, Ha
OCHOBE MPAKTHUYECKOI0 y4YacTHUsl B JEATEIbHOCTH MPOPUIbHBIX OpPraHu3alui; —
npuoOpeTeHre OmnbITa MPOo(hecCHOHATBHON NEATENbHOCTH M CaMOCTOATEIbHOU
padoTHI;

— cOop, aHanu3 1 0000IIeHNe MaTepUaIOB JJI TIOJTOTOBKH OTYETA 10 MPAKTUKE; —
(¢opMupoBaHue mnpodhecCHOHATBHOTO HHTEpeca, YyBCTBA OTBETCTBEHHOCTH U
YBaXXEHUS K BBIOPAaHHOM CIIEIMAIBHOCTH.



2.MECTO ITPAKTUKH B CTPYKTYPE OIIOII CIIO

Y4yeOHass mnpakTUKa W TPOU3BOJICTBEHHAs MPAKTUKU SBISIOTCS  YacThIO
npodeccuonansHoro wmonyns I[IM.03 Beimonnenue paGor mo mpodeccun
«/lemonpon3BoAUTEIIb) CIIELIUAJILHOCTU 46.02.01 JloKyMeHTalMOHHOe
o0ecrneyeHne yNpaBJIeHUs] M apXUBOBeICHUE U ITPOBOIATCS ITOCIE MPOXOKACHUSA
COOTBETCTBYIOLLIETO TEOPETUYECKOr0 OOydYeHHsl COIVIacHO rpaduka yd4eOHOro
nporecca.

B pamkax ocHOBHOI nmpodeccroHanbHO oOpazoBarensHOM nporpammbl CITO mo
crenmaibHOCT 46.02.01 JlokyMeHTAllMOHHOEe o0OecreyeHre YNPABJIEHUSA U
apxuBoBeJleHUe padoyas MporpaMma NPAKTUK MOXKET ObITh MCIOJIb30BaHA IMPHU
OCBOCHMH  cieayomux mnpodeccuid pabounx  (JIODKHOCTEH — CIIyKallux),
pexkomeHayembix corjacHo OOmepoccuiickoMy Kiaccupukaropy mnpodeccuit
pabouux, JOJKHOCTEN cirykamux U Tapudusix paspsnoB (OKIIITP): —

21299 Jlenonpou3BOAUTEID;

20190 ApxuBapuyc.



3.®@OPMbI IPOBEJEHUS TIPAKTUKHU

Bo BpeMst yueOHON MPaKTUKU MPUMEHSIOTCS ClIeIyroniue hopMbl TTPOBEACHMUS:
naccuBHas (HaOJIOJCHUE 3a MPOIIECCOM), MACCHBHO-aKTHMBHas (HaOIIOJeHHUE 3a
MPOIIECCOM, CAMOCTOSITEIbHOE BBITIOJIHEHUE).

Bo Bpems mpou3BOACTBEHHOW MPAKTUKH MPUMEHSIOTCS Cieayromme (QopMsl
IIPOBE/ICHUS: TACCUBHO-aKTHBHAs (HAOJIIOIEHHE 32 MPOLIECCOM, CAMOCTOSITENBHOE
BBITIOJIHEHUE), aKTUBHAS (CaMOCTOSITEILHOE BHITIOJIHEHHE TPOIIecca)



4 MECTO U BPEMs TPOBEJAEHU S ITPAKTUKHA

VYyebnas npaktuka npoBoautcs Ha |1 kypce B 6 -M cemecTpe, B KoiaudecTBe /2
gacoB, Ha 0aze ['TIOY KIITT, B YueOHo KaHTIETIPHH.

IIpousBojcTBeHHas mpakTuka mnpoBoautrcss Ha III kypce B 6-mM cemectpe, B
KOJIMUYECTBE /2 4acoB, Ha 0a3ze opraHU3aIii, HAPaBICHUE JIEATEIBHOCTH KOTOPBIX
COOTBETCTBYET MPOQPIIIIO OJTOTOBKH CTY/IEHTOB.



S. KOMIIETEHIUU CTYAEHTA, ®OPMUPYEMBIE B PE3YJIbTATE
HPOXOXKIAEHUSA IPAKTUKHU

B pesynbraTe nNpOXOKACHHUS JAHHOW TMPAKTHUKU OOYydYaIOUIMICA JIOJIKEH
npuobpecT od1re u npodeccuoHaIbHbIe KOMIETCHIINN:

[IK 1.10cymecTBiaTh mpueM — IMepefady yIpaBICHUYECKOW HHPOpMAIUA C
MOMOIIBIO CPEJICTB MHMDOPMAITMOHHBIX M1 KOMMYHHUKAIIMOHHBIX TEXHOJOTUH.

[IK 1.2.KoopaunupoBaTb pabOTy TMPUEMHON PYKOBOJUTENS, 30H TMpHeMa
Pa3JIMYHBIX MOCETUTENICH OpraHu3aIuu.

IIK 1.3. BnageTs HaBbIKaMU IJITAHUPOBAHUS pabOYero BPEMEHU PYKOBOJIMTENS U
ceKpeTaps.

IIK 1.4 OcymecTBisITh MOATOTOBKY JEIOBBIX MOE30K PYKOBOIUTEIS U JPYTHUX
COTPYJHUKOB OpTaHU3aIIUH.

[IK 1.5 Bnagets cnocobamu opraHu3anuu paboudero mpocTpaHCTBA MPUEMHOU U
KaOWHeTa PyKOBOJIUTES.

[IK 1.6. OcymiecTBisiTh paboOTy MO MOJATOTOBKE M MPOBEACHUIO KOH(GEPEHTHBIX
MEpOTIpUATHIA, 0OecTieunBaTh HH(HOPMAITMOHHOE B3aUMOICHCTBUE PYKOBOIUTENS C
NOAPA3ACICHUSIMH U TOKHOCTHBIMU JIMIIAMU OpPTaHU3alIUH.

[IK 1.7.0popMasiTe OpraHU3allMOHHO — PACHOPSAMTENIbHBIE JIOKYMEHThl U
OpraHu30BbIBaTh pabOTy C€ HUMH, B TOM YHCIE€ C HCIOJIb30BAHHEM
aBTOMATU3UPOBAHHBIX CUCTEM.

[1K 1.8. OdbopMIIsITh TOKYMEHTHI TT0 TUYHOMY COCTaBY U OPTaHU30BBIBAThH PadOTY C
HHUMH, B TOM YHCJIE€ C UCTIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

[IK 1.9.0pranu3oBbiBaTh TEKyIllee XpaHEHUE JOKYMEHTOB, OOpabOTKy el
OTIEPAaTUBHOTO ¥ apPXMBHOTO XPAaHCHHs, B TOM YHCIE C HCIOJB30BaHUEM
aBTOMATU3UPOBAHHBIX CHCTEM.

[IK 2.1. OcymiecTBisAiTh KOMIUIEKTOBAHHE ApPXUBHBIMU J€JlaMH (JJOKyMEHTaMH)
apXuBa OpraHu3alluu.

[1K 2.2. Bectu y4€T apXUBHBIX J€J(AOKYMEHTOB), B TOM YHUCJE C UCIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.

[IK 2.3. OcylecTBisITh XpaHEHUE APXUBHBIX J€1 (JIOKYMEHTOB) C MOCTOSIHHBIM
CPOKOM XpaHEHHUS 10 JIMYHOMY COCTaBY B apXUBE OpraHU3aINH.

[IK 2.4. OcyuiecTBisTh XpaHEHHE, KOMIUIEKTOBAaHUE, YYET M HCIIOJIb30BaHUE
Jen(I0KYMEHTOB) apXUBHOIO XPaHEHUS.

[1K 2.5.0cy1ecTBasTh UCI0Ib30BaHUE APXUBHBIX JIEN (IOKYMEHTOB), B TOM YHCIIE
C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.



JIIK 3. OcBoenue BUI0B pabOT MO OAHOM MIIM HECKOJIBKUM MPOQeccusim
pabouuXx, JOIKHOCTSIM CITyXKalluX.

OK 1. BriOupats crocoObl pemieHus 3a1a4 NpopecCUOHAIbHON AESITEIbHOCTH K

pa3IMYHBIM KOHTEKCTaM.

OK 2 Hcnonp30BaTh COBPEMEHHBIE CPEACTBA MOKMCKA, aHAIN3a U UHTEPIPETALIUH
uHbopMaluu ¥ UH(DOPMALMOHHBIE TEXHOJOTHUH JUIA BBINOJHEHHUS 33134
po(hecCUOHATIBHOM e TENBHOCTH.

OK 3. [IlmanupoBaTh M peaau30BBIBaTh COOCTBEHHOE MPOGECCHOHAIBHOE U
JUYHOCTHOE pa3BUTHE, MIpEANTPUHUMATEIIBCKYIO JeATEIIbHOCTh B
npodeccruoHanbHoi cepe, UCIoIb30BaTh 3HAHUS 10 (PUHAHCOBOW TPaMOTHOCTH B
Pa3JIMYHBIX )KU3HEHHBIX CUTYyaIUsX.

OK 4. DddexTuBHO B3anMOIeHCTBOBATh U Pa0OTATh B KOJJICKTUBE U KOMAH/IE.

OK 5. OcymecTBIATh YCTHYHO M IHCBbMEHHYI KOMMYHHUKAIIMIO Ha
rocyaapcTBeHHOM s3bike Poccuiickoit denepanuu ¢ ydeToM 0coO€HHOCTEH
COLMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 6. IIposBIATh TPpaXKAAHCKO — MATPUOTHUYECKYIO TMO3ULNIO, JEMOHCTPUPOBATH
OCO3HAHHOE MOBEACHUE Ha OCHOBE TPAJAMIIMOHHBIX 00II€YEI0BEUECKUX IEHHOCTEH,
B TOM YHCJIE C Y4ETOM TapMOHM3AIMN MEKHAIMOHAIBHBIX U MEXPEIUTUO3HBIX
OTHOUIEHUM, IPUMEHSATh CTAaHAAPTHl AaHTUKOPPYNIIMOHHOTO TTOBEICHUS.

OK 7.ConeiicTBOBaTh COXPAaHEHHUIO OKPYKAIOIIEH Cpelbl, pecypcocOepekeHHIO,
NPUMEHSThL 3HaHUST 00 M3MEHEHUWW KIMMaTa, NPUHIUIBI  OEpexKIMBOIO
MIPOU3BOJICTBA, dPPEKTUBHO JEHCTBOBATH B UPE3BBIYANHBIX CUTYAIIUSX.

OK 8. Hcnonb3oBath cpenctBa (DU3MYECKON KyJIbTYpbl I COXpPAaHEHUS U
YKpEIUIeHUsI 3J0pPOBbS B TMpoIlecce MPOPECCUOHAIBHON NIEATEIbHOCTH U
ToI/Iep KaHre HEOOXOTUMOTO YPOBHS (DU3UIECKON MOATOTOBICHHOCTH.

OK 9.1Tonb3oBaTbest mpodeccuoHaIbHON JOKYMEHTAIMEH Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

C menplo OBNAJIEHUS YKa3aHHBIM BUJOM MPOGECCHOHAIBHON JCSITEIIBHOCTH |
COOTBETCTBYIOIIUMH pOECCUOHAILHBIMU KOMIETSHITUSIMU CTYICHT B XOJ€
MIPOXOXKJICHNS YYEOHOW M MPOM3BOJCTBEHHON MPAKTUK MO MPOGeCcCHOHATHPHOMY
vMoayiato  [IM.03  Bwmonnenue  paboT 1O  JODKHOCTH  CIIYXKAIleTo
«Jlenmonpon3BOUTENEY» TOJDKEH:

MPUOOPECTH MPAKTUYECKHUIA ONBIT:

- OpraHu3alud  JIOKYMEHTAallHOHHOTO  OOCCIEYEeHHs  yMOpaBJICHUS U
(GYyHKIMOHUPOBAHUS OPraHU3alUN;

yMeTh:
— IPUMEHSATh HOPMATUBHBIE [TPABOBbBIE aKThl B YIIPABIECHUYECKON JAESITEIbHOCTH;

— IIOATOTABJIMBATh MMPOEKTHI YIIPABICHYECKUX PELLICHNN;



— 00pabaThIBaTh BXOASAIIME W HCXOJSIINE JOKYMEHTBI, CUCTEMAaTU3UPOBATH UX,
COCTaBJISITh HOMEHKIIATYPY el U (OpMUPOBATH JOKYMEHTHI B JIEIa;

— I'OTOBUTH U TPOBOANTL COBCHIAHMA, NCIIOBBIC BCTPCUH, IIPUCMBI U IIPC3CHTALIUN,
3aKPECIIUTDb 3HAHUA:

— HOpMAaTUBHBIC IPABOBBIE aKThl B O00JIACTM OpraHU3alldy yIpaBIECHYECKOM
JICSITCIIbHOCTH;

— OCHOBHBIE TIPaBUJIa XPaHEHUS U 3alIUTHI CIY>KeOHON MH(pOpMaLIUH.



6. CTPYKTYPA U COAEP KAHUE ITPAKTUKH

OO61mast Tpy10€MKOCTb MPAKTUKU COCTABIISIET:
- y4eOHOM IPaKTUKHU — /2 Jaca,;
- POU3BOJICTBEHHOM MPAKTUKH — /2 4aca.

No | Paznensl (3Tamns) Buasl paboT Ha npakTHKe [IpakTtnuecka | @OpMBI TEKYILIETO
/Tl | IPaKTUKU U KOHTPOJIA
CaMOCTOATEI
bHas paboTta
(B yacax)
Y4yeOHas npakTuka 72
1 BBopaHoe 3ausTHE. O3HakoMIIeHHE C ITpaBUJIaMU 7,2 HaOmronenue 3a
TEXHUKH 0€30TTaCHOCTH H IPOLIECCOM
oXpasl Tpyia. Ob1ree BBITIOJHEHHUS]
O3HAKOMUTEJILHOE 3aHITHE O pa6or. TTposepka
Kypey M CONCPKAHMIO BBINTOJIHEHHOM
NpakTHKHA. MHCTpYyKTaX 1O
paboTHL.
NPOXOXKICHUIO IIPAKTUKU, L€,
3aa4M, CTPYKTypa OTYeTa.
Brigava 3agaHuil npakTUKU

2 DYHKIMA U CTPYKTypa W3yuenue creneHu 21,6 HaGmonenue 3a
ILCHOHpOI/I?)BOI[CTBCHHOﬁ aBTOMaTHU3allun IPOLIECCOM
CITY>KOBI. JEIIOIIPOU3BOICTBEHHBIX BBITIOTHCHIS

MPOLECCOB: HAMHA pa6or. TIposepka
BBITHCITHTENLHOH TEXHHUKH, BEITOTHEHHOM
JIOKAJILHOH CceTH,
paboTHI.
CIICIHATN3UPOBAHHOTO
MPOrPaMMHOTO 00eCTIeUeHHs
JJIA aBTOMaTUu3aluu
JIeTIOIIPON3BO/ICTBEHHBIX
orepanuii, BHISIBICHHE CTETICHN
OCHAIIEHHOCTH pabOYnX MECT
BBIYMCIIMTENILHON U
OpraHU3allMOHHOM TEXHUKOIL.

3 DYHKIUH U CTPYKTYpa N3yueHue cpeacTs 21,6 Ha6mnronenue 3a
JIETTOTIPOU3BOJICTBEHHOM TenehOHHOM, MOOWITLHOM, HPOIIECCOM
CITY>KOBI. TeserpadHoil, hakCHMUITBHON BBITTOJTHEHHS

CBSI3H, HX XapaKTEPHCTHK. pa6or. TTposepka
Wcnonn3oBanne Ux s BENIOJHEHHOMN
nepenayn nHGOpMAIIH U paGoThi
TPaHCIIOPTUPOBKH IOKYMEHTOB.

4 DOYHKIMHA 1 W3ydeHne CTPYKTYpHI U 14,4 HaoOmonenue 3a
CTPYKTYypa BUJIOB JIOKQJIbHBIX, IPOIIECCOM
JeT0NPOU3BOICTBEHHON KOPIIOPAaTHBHBIX CETEH. BBIMOJIHEHHS
CITYKOBI. Hcnons3oBanue pa6or. ITposepka

TEJICKOMMYHUKAIIMOHHBIX CeTel BEIONHEHHOM
JUTIS TIepeiadui HH(POPMAIIUH. paBOTEI

Brinonnenue noucka
nH(pOpPMAITUH TIPH TTOMOIITH
Internet Explorer u npyrux
Opay3epoB, BHITIOJIHEHHE
repexoa o cairam.




3amura 1Mo MPaKTUKE 7,2 HaOmronenue 3a
HuddepenurpoBaHHbIi IIPOLIECCOM
3auer. BBITIOJTHEHUS
pabort. [IpoBepka
BBIITOJIHEHHOU
paboTHL.
IIpou3BoCcTBEeHHAsI MPAKTHKA 72
BBoaHoe 3aHsaTHE. BBogHoe 3ansaTue. 7,2 HaOmronenue 3a
Oo1ee O3HakoMJIEHHE C IIPOLIECCOM
03HAKOMHTEIBEHOE MpaBHJIaMU TEXHUKH BBITIOJTHEHUS
3aHATHE TI0 KYypCYy U 0€30MaCHOCTH M OXPaHbI pabort. [IpoBepka
COJIEp>KaHUIO MIPAKTUKU. | Tpyna. Pacmopsimok qus. BBITIOJTHEHHON
TpebGoBaHus K OpraHU3aALNH paboThI
pabouero mecra. Ob1iee
03HAKOMHTEIIbHOE 3aHITHE
10 KypCY U COJEP>KaHUIO
TIPAKTHKHU.

Beimotaenue pabot nmo | OpraHuzanus v 21,6 HaoOmronenue 3a
npodeccun OCYILIECTBIIEHUE CIIPABOYHO- MIPOLIECCOM
«JlenonpousBoauTeNnb» | HHPOPMAIIMOHHON PabOTHI: BBITIOJTHEHUS

MIPOBEACHUE DKCIIEPTU3BI pabort. [IpoBepka
LIEHHOCTU JOKYMEHTOB, BBITIOJTHEHHON
paboTa B cucTeMax paboThI
3J€KTPOHHOTO
JIOKYMEHTO000pOTAa,
BEJICHHUE CIIPABOYHUKOB IO
JIOKYMEHTaM OpraHU3aIiuu
Beinonuenue padot Opranuzanus u 21,6 Habmonenue 3a
o npodeccun OCYIIIECTBJICHUE apXUBHOU MPOIIECCOM
«JlenonpousBoauTenb» | pabOThI: MpUEM, BBITIOJTHEHUS
paloHaIbHOE pa3MellleHue, pabort. IIpoBepka
y4eT U obecrieueHue BBITIOJTHEHHOMN
COXPAaHHOCTH JOKYMEHTOB, paboThI
OpraHu3aIus
WCTIOIB30BaHUSI IOKYMEHTOB
B HAyYHBIX U MPAKTHUECKUX
LEeJSIX
Brimonnenue pabot mo OcymecTBienue 14,4 Habmonenue 3a
npodeccun OpraHU3aIMOHHO- MIPOLIECCOM
«/lenonpousBoautens» | METOAMYECKOTO BBITIOJTHEHHUSI
PYKOBOJICTBA Ml KOHTPOJIS 32 pabort. IIpoBepka
paboToii apxuBa BBITTOJIHEHHOU
OpraHU3aIyy H 32 paboThI

OpraHu3alyei T0KyMEHTOB
B JICJIONPOU3BOJICTBE.




5 Hrorosoe 3aueTHoe
3aHSATHE TIO
MIPOU3BOJICTBEHHOMN
MIPAKTHUKE.
JuddepennrpoBaHHbIi
3a4eT

3amura oT4eTa 1o
MPOU3BOACTBEHHOMN
MIPaKTHUKE

7,2

[IpoBepka
BBITIOJTHEHHOMN
paboThl

HToro

144




7. ®OPMbI OTYUETHOCTMU 11O TIPAKTUKE

@opMamMu OTYETHOCTH MO MPAKTUKE SIBIISFOTCS:

— 110 y4eOHOM MPaKTHUKE: THEBHUK MO MPAKTUKE;

— I10 MPOU3BOJCTBEHHON MPAKTUKE: OTYET MO MPAKTHUKE.

Iopsinok BeieHMsI M CTPYKTYPA THEBHUKA M0 Y4eOHOM NMPAKTHKeE

Bo Bpemst mpoxoxkaeHusi yaeOHOM MPaKTUKHU CTYJEHT JOJKEH BECTU JTHEBHHK, B
KOTOPBIN 3aIllUCHIBAIOTCS BBIMOJHSAEMbIE PaOOThl, C TOCIEAYIONICH OLIEHKOW HX
pPYKOBOJIUTENEM. 3aMKMCH JIETAI0TCA €KEIHEBHO. B JHEBHUKE Takke OTMEYaeTcs
ydyacThue B OOIIECTBEHHOW paboTe, SKCKYpCHH Ha MpOQMIbHBIE OpraHU3allUu.
JIHEBHUK 10 OKOHYaHUU TIEpUOJAa MPOXOXKJICHUS MPAKTUKU TMOJMUCHIBACTCS
PYKOBOJIUTEIIEM MPAKTUKH.

CrpykTypa JHEBHHUKA MO y4eOHOU MpPaKTHKE:

- THEBHUK I10 Y4€OHOM NMPaKTUKE;

- aTTECTALIMOHHBIN JIUCT MO Y4€OHOU MPaKTHKE;

- XapaKTEepUCTHKA [0 UTOraM y4eOHOU MPAKTHUKHU.

IHopsinok BeeHUA U CTPYKTYPA 0TYETA 10 NPOU3BOACTBEHHOM NPAKTHKE

B mpouecce npoxokaeHUs MPOU3BOACTBEHHON MPAKTUKU CTYJIEHThl HM3y4aroT
O0COOEHHOCTH OCYIIECTBIICHUS TOKYMEHTOOO0OpOTa OpraHU3alluH.

IIo uToraMm NnpoxoXkaeHHs] NPOU3BOJICTBEHHOW MPAKTUKU PYKOBOJUTEIIO JTOJKEH
OBITh MTPEIOCTABIIEH OTYET.

Crpykrypa otuera:
1. TUTYJIBHBIN JUCT;

2. poroBop (Mg CTYAEHTOB, NPOXOASIIUX TMPAKTUKY MO HWHIAUBHIYATIbHBIM
JIOTOBOPAM;

3. HampaBjJ€HMsT Ha TMPAKTHKy (ITOANKMCAHHBIE W 3aBEPEHHBIE IOJIMUCHIO
PYKOBOJAMTEIIS U NIEYaThIO0 OPraHU3allK, B KOTOPOU CTYACHT MPOXOAUT MPAKTHUKY )

4) man-rpaduk TPOU3BOICTBEHHON MPAKTUKHY;

5) THEBHUK MPOU3BOACTBCHHOM MPAKTUKH;

6) aTTeCTAalMOHHBIN JUCT MO MPOU3BOJACTBEHHOM MPAKTUKE;
7) XapakTepUCTHKA [0 UTOTaM IIPOU3BOJCTBEHHOU MPAKTHUKE;

8) TeKCTOBask YaCTh OTYETA!



1. BBeeHue (LIeNb U 3aJla4M MPAKTUKH, OOBEKT (M3ydaemasi 4yacThb OpraHHU3aluH,
BUJIA JEATEIBHOCTH, TEXHUYECKOE U IPOrPAMMHOE 00ECIIEUEHHE OPTaHU3ALUU U T.
1.), IpeAMET (CoAepKaHue CYIIHOCTH U OCOOEHHOCTH BCEX BUJIOB JESATEIBLHOCTH
OpraHu3aliy, TPUMEHSIEMOEe B OpPraHU3ally MPOrpaMMHOE OOecTieueHue, U T. 11.);

2. COACPIKATCIIbHAA YaCTh (B COOTBCTCTBHHU C 3aJaHHUCM IIO HpaKTI/IKe);

3. 3aKiitoueHue (Ha OCHOBE MPECTABICHHOI0 MaTepraia B OCHOBHOM YacTH OTYETa
IIOABOAATCS UTOTY MIPAKTUKHA, OTMEYAIOTCS BBIIIOJHEHUE €U, JOCTHKEHUE 3a/1ay,
IIOJIyYCHHE HOBBIX 3HAHUM, YMEHHUH, NPAKTHUYECKOTO OIbITA, IOXKEIAHUA U
3amMe4aHus 110 MPOXOXKICHUIO NPAKTUKH, MPEIIOKEHUS 110 COBEPLICHCTBOBAHUIO
M3YYEHHOTr0 MpeaMeTa NPaKTUKH Ha MPEANPUATHH );

9) cnucok HCHOJMb3yeMOM JHUTEepaTypbl (BKJIOYash HOPMATHUBHBIE JOKYMEHTHI,
METOJMYCCKHE YyKa3aHWsl 10 HWCIOJIb30BAHUIO JIMTEPATyphl TIPH BBIMOJTHEHUU
oTueTa);

10) mpunoxenus (dpopmbl, OTaHKH, CXeMbl, TpaUKU U T.M., KOTOPbIE CTYAECHT
noJI0MpaeT U U3y4yaeT NpU HAMCAHUU OTYETA).



8. UTOI'M IPAKTUKU

[Ipu orneHke pe3yabTaTOB y4eOHOW MPAKTUKK TMPUHUMAETCS BO BHHUMAHHE
MPaBUILHOCTh U KOMIETEHTHOCTH NP BBITOJTHECHUH WTOTOBOM/TIPAKTHYECKON pabOThI
Y OTBETOB CTYJEHTAa Ha 3aJaHHbIE BONPOCHI, TEKYIIUE OLIEHKHA 32 BBINOJIHEHHBIE B
NEpPUOJl MPOXOXKACHHUS Y4eOHON MpakTUKU pabOThl U yHpakHEHUs, COOJ0JIeHUE
TPYIOBOM JUCUUIUIMHBI, TEXHHUKH OE€30MaCHOCTH M OXpaHbl TpyJla BO BpeMms
POXOK/IEHUS y4eOHOM MPAaKTUKHU, YPOBEHb MPOGeCcCHOHANTBHON MOJATOTOBKHU CTY/IEHTA
U oopmiieHHE THEBHUKA MO MpaKTUKe. ATTecTalus MO UTOraM y4eOHOW MpPaKTHKU
MPOBOJIUTCA B TIOCICTHUN JCHH MPAKTHKA B (OPME BBITIOJHEHHUS HMTOTOBOU
npakTudeckoi padoTsl. [1o 3aBepuieHn0 yueOHOM MPAKTUKU CTYJEHT MPEIOCTaBISET
JTHEBHUK T10 MPAKTHKE.

HTorom npous3BOoACTBEHHON IPAKTUKH SABIIAECTCS OLICHKA, KOTOpas BBICTABIIACTCA
PYKOBOJMTENEM TMpPAaKTUKM OT TEXHMKYMa Ha OCHOBAaHMM HAOJMIOJEHUN 3a
CaMOCTOSITENIbHOM pabOTON NpaKTHUKaHTA, OLEHKHU BBIOJHEHUS WHIUBUAYATbHbBIX
3a1aHUM, XAPAKTEPUCTUKU W INPEIBAPUTEIIBHON OLEHKHA PYKOBOAMUTENS NMPAKTUKU OT
OpraHHU3aLHH.

ATrecTanus 1O WTOraM MPOW3BOACTBEHHOW MPAKTUKU IPOBOAMUTCSA B
COOTBETCTBUH C IPOrPaMMOM MPAKTUKU HA OCHOBAHUHU O()OPMIIEHHOTO B COOTBETCTBUU
C YCTAHOBJICHHBIMU TPEOOBAHUSMH MHUCHBMEHHOTO OTYE€Ta U OT3bIBA PYKOBOJUTEIS
MIPAKTUKHA OT OPTaHU3aLNH.

[IpakTrka 3aBepHiaeTcsi 3alIUTOM OTYETa MO NPOU3BOJCTBEHHOW MPAKTHUKH.
Wrtoru npakTHKu NOJIBOJUT PYKOBOJIUTENb MPAKTHUKU.

[Tpu npoxoxaeHnn yueOHOM U MPOU3BOJICTBEHHON MPAKTUK B Pa3HBIX CEMECTpax
UTOTOBasl OLICHKA BBICTABIIAETCA C YYETOM paHee IOJYyYEHHBIX OLIEHOK IO IPAKTHKE.
OneHka 3a TpPaKTUKA YYUTHIBACTCA Ha KBATU(UKALMOHHOM JK3aMEHE 110
npo(ecCHOHaTbHOMY MOYJIIO.



9. TH®OPMAIIMOHHOE OBECIHEYEHHUE NTPAKTUKHU

OcHOBHbIE MCTOYHUKH:

1. beikoBa, T. A. JlokyMeHTallMOHHOE OOECTICUCHHUE  YIPABJICHUS
(emornpou3BoICTBO): y4ueO. mocoOue i CTYACHTOB 00pa30BaTEIbHBIX YUPEKICHHIMA
cpen. mpod. oopazosanusi / T. A. beikoBa, T. B. Ky3nenona, JI. B. Cankuna; noa o0mi.
pen. T. B. Ky3nenonoii. — 2-e u3., nepepad. u gom. — Mocksa: UTHOPA-M, 2021. — 304

c. — URL: https://znanium.com/catalog/product/1141796 (mata oOparmeHus:
01.03.2023). — Pexum pnocrtyma: aus 3apermctpup. uutarened OBC. — Tekcer:
ANEKTPOHHBIN.

2. I'mapuit, E. B. JlokymMmeHTalimoHHOE 00ECIIEUeHHE YIIpaBIeHUs: yueo. mocodure
JUIsL CTYJIEHTOB 0Opa30oBaTeNbHBIX yupexiaeHuil cpen. mpod. odpazoBanus / E. B.
I'mamuiti. — MockBa: PHUOP: HWH®PA-M, 2020. - 249 <c¢. - URL:
https://znanium.com/catalog/product/1065817 (mata o6pamenus: 01.03.2023). -
Pexxum nocryna: gis 3apeructpup. unrtarenein IbC. — TekcT: 3neKTpOHHBIMN.

/3. Xabubymun, A. TI. IlpaBoBoe oOecrneueHne mpodhecCHOHATEHON
NEeSATEIBbHOCTU: y4ueO. ISl CTYJIEHTOB OO0pa30BaTEIbHBIX YUPEKICHUN cpea. mpod.
obpazoBanms / A. I'. XabuOynun, K. P. MypcanumoB. — 2-¢ u3., nmepepad. u gom. —
MockBa: ®OPYM: NH®PA-M, 2021. — 364 c. — Tekct: snektponHbii. — URL:
https://znanium.com/catal(mara oOpamenus: 01.03.2023). — Pexxum pgoctyma: ms
3apeructpup. untareneit ObC. — TekCT: JIeKTPOHHBIN.

JlonoJIHUTeIbHbIE HCTOYHUKU:

1. T'yryeBa, T. A. KonpuaenuuaibHoe AeT0NPOU3BOICTBO: yued. nmocodue aiis
CTYJIEHTOB 00pa30BaTENbHBIX yupexaeHui cpen. npod. oopazosanus / T. A. ['yryesa.
— 2-¢ wu3n., mepepab. m jgom. — MockBa: UHOPA-M, 2021. — 199 c¢. — URL:
https://znanium.com/catalog/product/1191331 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. untareneit 9bC. — TeKCT: 31eKTPOHHBIN.

2. T'ypeena, M. A. IlpaBoBoe obecniedenre npohecCuoHaIbHON e TEIbHOCTH:
yue0. IJIs CTYJIEHTOB 00pa30BaTEIbHBIX YUPEKICHUHN cpell. mpod. oOpasoanusi / M. A.
I'ypeeBa. — MockBa: ®OOPYM: HHOPA-M, 2021. - 239 c¢. — URL:
https://znanium.com/catalog/product/1225693 (mara ooOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. untareneit 9bC. — TeKCT: 31eKTPOHHBIN.

3. 3BepeBa, B. 1. Opranuzauus 1 TeXHOJIOrUsg paboThl ¢ KOHPUACHIUATHHBIMU
JTOKyMEHTaMH: y4eO. JJIsd CTYJISHTOB OOpa30BaTCNIBHBIX YUPEKACHUN cpen. mpod.
obpaszosanus / B. I1. 3BepeBa, A. B. HazapoB. — MockBa: KYPC: UHDOPA-M, 2020. —
320 c¢. — URL: https://znanium.com/catalog/product/1078083 (mata oOparieHus:
01.03.2023). — Pexum pnocryma: mns 3apermctpup. uurarened OBC. — Tekcer:
BJICKTPOHHBIM.

4. Kab6amos, C. FO. Opranu3zamus oOI1ero u CreruaibHOTo JeI0Mpor3BOACTBA B
opraHax MECTHOTO CaMOYTpaBJICHUS: y4e0. mocoOue uisi CTYJACHTOB 00pa30BaTEIbHBIX
yapexennii cpe. npod. oopaszosanus / C. FO. Kabamos. — MockBa: UHOPA-M,



2022.—-421 c.— URL.: https://znanium.com/catalog/product/1855469 (nata oOpareHus:
01.03.2023). — Pexum pnocryma: ans 3apermctpup. uurarened ObC. — Tekcer:
3JICKTPOHHBIMN.

5. Mawmbikud, A. C. ApxuBHoe aeno B cyae: yueb. mocobue sl CTYICHTOB
00pa3oBaTeIbHBIX YUPEKICHUM cpel. mpod. oopazoBanus / A. C. MaMbIKUH. — 2-€ U3].,
aqon. w  wcnp. —  MockBa: PI'VII, 2020. - 219 ¢ - URL:
https://znanium.com/catalog/product/1190638 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. unrareneil 9bC. — TeKCT: 31eKTPOHHBIN.

6. MarBees, P. @. [IpaBoBoe oOecredenue mpodecCHOHAIBHON JesTETbHOCTH:
KpaTKui Kypc: y4eO. mocoOue ISl CTyIEHTOB 00pa30BaTENbHBIX YUPEKICHHN Cpe.
npod. obpazoanus / P. @. MarpeeB. — 3-¢ u3a., ucnp. u jgom. — MockBa: DOPYM:
NH®PA-M, 2020. — 128 ¢. — URL: https://znanium.com/catalog/product/1061880 (nata
obpamienus: 01.03.2023). — Pexum mpoctyma: i 3apeructpup. umrateneii IbC. —
TekcT: JIEeKTPOHHBIN.

7. OcoOEHHOCTHM OpraHU3alMOHHO-TEXHUYECKOIO OOecreyeHus: CyaeOHoM
NeSATEeIBbHOCTU: y4e0. MocoOue NIl CTYJEHTOB 00pa30oBaTEIbHBIX YUPEXKICHUNU CpPE]l.
npod. oOpazoBanus / aBT.-cocT. E. B. I'epacenxo. — Mocksa: PI'VII, 2020. — 284 c. —
URL: https://znanium.com/catalog/product/1689603 (nara oopamienus: 01.03.2023). —
Pexxum nocryna: nms 3apeructpup. untareneil ObC. — TeKCT: 31eKTPOHHBI.

8. Termenko, A. U. ITpaBoBoe obecniedeHue mpodhecCHOHaTLHON NeITeTbHOCTH:
yue0. IJIs CTYJIEHTOB 00pa30BaTeNbHBIX YUpEKACHHM cpel. pod. oopazoBanus / A. 1.
Teimenko. — 4-e¢ w3n. — MockBa: PUOP: MHOPA-M, 2021. — 221 c¢. — URL:
https://znanium.com/catalog/product/1788152 (mata o6pamenus: 01.03.2023). -
Pexxum nocryna: nns 3apeructpup. untareneit 9bC. — TeKCT: 31eKTPOHHBIN.

9. ®enortoBa, E. JI. MHdopManmoHHbIlE TEXHOJOTUH B MPOdHecCHOHATHEHOM
JesTeNIbHOCTU: yueb. mocobue Ui CTYyJEeHTOB 00pa30BaTeNIbHbIX YUPEKICHUH Cpen.
mpod. oopazosanus / E. JI. denoroBa. — MockBa: ®DOPYM: UHOPA-M, 2022. — 367

c. — URL: https://znantum.com/catalog/product/1786345 (mara oOparieHus:
01.03.2023). — Pexum pgocrtyma: mns 3apermctpup. uurarened DBC. — Tekcer:
3JIEKTPOHHBIN.

IHepuoanueckue u3iaHus (0TeYeCTBEHHbIE )KYPHAJIbI):

1. IlpodeccuonanrHoe o00pa3oBaHMEe B coBpeMeHHOM Mupe: Professional
education in the modern word: BcepocCHMUCKMII HAay4dHBIM XKypHan / y4dpeauTenb
denepalibHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTEIbHOE YUPEKACHUE BHICILIETO
oOpazoBanus «HoBocuOUpcKHil rocyjapcTBEHHBIN arpapHbiii yHuBepcuter». — 2011 - .
— Hoocubupck: OI'YII «M3gatensctBo CO PAH», 2020 -. -ExexBapT. — TekcrT:
HETNOCPEACTBEHHBIM.

2. CnpaBoYHHUK KaJpOBHKa: >KypHald PYKOBOJIUTENS KaApOBOM CIIyKObI /
yapenutenb OO0 K®II «Aktuon». - 2011 — . - Mocka: OO0 «MLIDDPy», 2018 - . -
Exemec. — TekcT: HEMOCPEACTBEHHBIMN.



3. YnpapneHue npoekramMu: nHPpopMaImoHHO-aHATUTHYeCKui xxypHai. — 2004 -

. — Mocksa: OOO «HMckyccTBo ynpasieHus npoekramu», 2020 - . - Exemec. — Tekcr:
HEMOCPEICTBEHHBIH.

HNHuTepHeT-pecypcesnl:

1. Tapantr: wuHpoOpMaIMOHHO-TIpaBOBOM  mopran:  caiit. —  URL:

http://www.garant.ru (1ara oopamenus: 01.03.2023). — TeKCT: 37€KTPOHHBIH.

2.T'AY l'ocynapctennsiit apxus Ky3z06acca: caiit. — URL: http://arhiv42.ru/(nata
obpammenus: 01.03.2023). — TeKcT: 27EKTPOHHBIH.

3. KoncyneranT I[lmoc: HagexxHas npaBoBas MOJIEPXKKa: [[enonpons3BoaCTBO:
caiit. — URL: http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mata
obparienus: 01.03.2023). — TekcT: 37K TPOHHBIH.

4. Oxpana Tpyaa Ha mnpousBojacTBe: B momompb pabotHuky: caiit. — URL:
http://sqam.ru/ (nata oopamenus: 01.03.2023). — TeKCT: 37EKTPOHHBIA.



10. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE ITPAKTUKHA

Peanuzamust mporpaMMbl y4yeOHOM MpakTUKU oOeclieyeHa HaJIMYueM Y4eOHOTO
KaOMHETa apXUBOBEICHUS.

O6opynoBanue yueOHOro KabMHeTa:
— pabouue MecTa Mo KOJUIECTBY 00y4aronInXcs;
— pabouee MecTO MpenoaBaTes;

— KOMILJIEKT Y4EOHO-HAIJISIIHBIX TOCOOUH (TIJIaKaThl, CTEH/IbI, TPE3EHTALIMH ), KOMILJIEKT
3aKOHOJIaTEIbHBIX U HOPMATUBHBIX JOKYMEHTOB, KOMIUIEKT YHU(DUIIMPOBAHHBIX (OpM
JTOKYMEHTOB (B DJICKTPOHHOM BUJIE);

— CTeH/1bl ¢ 00pa3uaMu 0()OPMIIEHHBIX TOKYMEHTOB;
TexHuueckue cpeacTsa 00ydeHus:

- KOMIIBIOTCP C JIMIOCH3NOHHBIM IIPOI'PaMMHBIM oOecreyeHuEM U IIOAKJIFOYCHUCM K JIBC
C BBIXOJAOM B CC€Th I/IHTepHeT;

— MYJBTUMEIUANPOEKTOP WA HHTEPAKTUBHAS JIOCKA;
— 3KpaH MPOEKIMOHHBIN.

[Ipou3BoACTBEHHAs MTPaKTHUKA MPOBOAMUTCS B OPraHU3alUAX Pa3IudHbIX GopM
COOCTBEHHOCTH U Pa3IMYHBIX OPraHU3aLMOHHO — PABOBBIX (HOPM.



