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[Iporpamma yueOHOM U nponsBoAcTBeHHOU MpakTuk [1M.03 Beinosinenue padéoT no
npodeccun «/lesonpousBoauresib» paspabortaHa Ha ocHoBe DenepanbHOTO
rocyJIapCTBEHHOTO 0Opa3oBarenbHOro cranaapra (nainee — ®I'OC) no crnenuaibHOCTH
CpeIHEero 1po¢heCCUOHAIBHOTO o0pa3oBaHUs (manee CIIO) 46.02.01
JlokymMeHTAIIUOHHOE 0OeclieyeHne YIPABJIeHUS U apXUBOBeleHue

CocraBuresb (aBTOP):

Kopooko Cgaersana MuxaisioBHa, unpenoaasarens [TIOY  «Kemeposckuit
MPO(PECCUOHAIBHO — TEXHUYECKUU TEXHUKYM)



1. HEJU U 3AJAYH ITPAKTUKHU

[lenapto ydeOHON MNpPaKTUKW SBISETCA MPUOOPETEHUE CTYJIECHTAaMU YMEHH,
MEePBOHAYAILHOTO TMPAKTUYECKOTO OMBITa B MPO(ECCHOHATBLHOW NEATeITbHOCTH IS
nocienyronero (GopMupoBaHus oOMMX © MPOPECCHOHANBHBIX KOMIIETECHIIUNA B
cootBercTBUM ¢ DPI'OC CIIO mo Bugy mnpodecCHOHANBHON NESITeNbHOCTH —
Opranmzanus apxXuBHONW M CHPaBOYHO-WH(GOPMAIIMOHHONW pabOTHl MO JTOKYMEHTaM
OpraHHU3alHUH.

3amayamu y4yeOHOM NPAKTUKHU SABJISIIOTCSH:

— (opmupoBanme y cryaeHToB ymeHuil B pamkax moxyierr OITOIT CIIO mo
OCHOBHOMY BUJy JA€STEIbHOCTH;

— oOydeHHWe TPYIOBBIM TMpHUEMaM, OMEpalHsIM M CII0CO0aM BBITOTHCHUS
TPYIOBBIX ITPOLIECCOB;

—  (¢opMupoBaHHME yYMEHHMH  paboTaTb B  CHUCTEME  DJIEKTPOHHOTO
JIOKYMEHTO000pOTA;

— (hopMHpOBaHKE YMEHUN OpraHU3alNU JEATEILHOCTH apXUBa.

[lenbro MpOU3BOACTBEHHOM MPAKTUKU SBISIOTCS NPUOOPETEHHE MPAKTUYECKOTO
onbITa U (POPMUPOBAHKE Y CTYICHTOB OOIMIMUX U MPO(PECCHOHATBHBIX KOMIETEHIUI B
pamkax [IM.03 Beinonaenue padot no npodeccunt «Jenonpou3BoanTeNb.

3amayamMu NPou3BOJACTBEHHON MPAKTUKH ABJISAIOTCS:

— 3aKpEIUICHUE U CUCTEMaTU3alusl 3HAHUW, MOTy4YeHHBIX npu nzydeHun MJIK,
Ha OCHOBE MPAKTUYECKOTO yYacCTUsl B JEITEIBHOCTH MPO(WIbHBIX OpraHu3alui; —
MPUOOpPETEHHUE OMbITA MPO(HECCUOHATBHOU NAESITEILHOCTH U CAMOCTOSITEIILHON PabOThI;

— cbop, aHamu3 u 0000IEHHWEe MAaTepuajoB sl TOJTOTOBKM OTYETa 10
npakTuke, —  ¢QopmupoBaHue  MNpodheCCHOHAIIBHOTO  WHTEpeca,  4YyBCTBa
OTBETCTBEHHOCTH M YBa)KEHHUS K BHIOPAHHOM CIEIIMATILHOCTH.



2.MECTO ITPAKTUKH B CTPYKTYPE OIIOII CIIO

YyeOHass mnpakTUKa W TPOU3BOJICTBEHHAs MPAKTUKU SBISIOTCS  YacThIO
npodeccuonansHoro wmonyns I[IM.03 Beimonnenue paGor mo mpodeccun
«/lemonpon3BoOIUTEIb) CIIELIUAJILHOCTU 46.02.01 JloKyMeHTaAlMOHHOe
o0ecrneyeHne yNpaBJIeHUs] M apXUBOBeICHUE U ITPOBOIATCS ITOCIE MPOXOKACHUA
COOTBETCTBYIOLLIETO TEOPETUYECKOr0 OOyueHHUs CorlacHO rpaduka yd4eGHOro
nporecca.

B pamkax ocHOBHOI npodeccroHanbHOM oOpazoBarensHoi nporpammbl CITO mo
crienmanbHOCTH 46.02.01 JlokyMeHTAalMOHHOEe o0ecreyeHre YNPABJIEHUSA U
apxuBOBe/leHHe pabodas mporpamMma NpPaKTHK MOKET OBITh HCIOJIb30BaHA IMPH
OCBOCHUHU cleayronmx npodeccuid  pabounx  (HOHKHOCTEH  CIyKalluX),
pekoMeHyeMbix coracHo Oo6mepoccuiickomy  kiaccudukaropy mnpodeccuit
pabouux, JOJKHOCTEN cirykamux U Tapudusix paspsnoB (OKIIITP): —

21299 Jlenonpou3BOOUTEIb;

20190 ApxuBapuyc.



3.®@OPMbI IPOBEJEHUS TIPAKTUKHU

Bo Bpems y4eOHOI MpaKkTUKH MPUMEHSIOTCS Ceayromme (popMbl TPOBEICHUS:
nmaccuBHas (HAOJIOJEHWE 3a TMPOIECCOM), TACCHMBHO-aKTUBHas (HaOIMOIeHHE 3a
MIPOLIECCOM, CAMOCTOSITEIIbHOE BBITIOJIHEHHUE).

Bo BpeMs mpoW3BOACTBEHHOW NPAKTUKH MHPHUMEHSIOTCA CleIyroue (HpopMmsl
IPOBEJCHUS: MACCUBHO-aKTHBHas (HAOJMIOJEHHE 3a MPOIIECCOM, CAMOCTOSITEIBHOE
BBIINIOJIHEHHE), AKTUBHAS (CaMOCTOATEIbHOE BBINOJIHEHHE ITPOLIECCa)



4 MECTO U BPEMs TPOBEJAEHU S ITPAKTUKHA

YuyeOHnas npaktuka npoBoautcs Ha Il kypce B 5 -M cemectpe, B KomuecTBe 72
gacoB, Ha 0aze ['TIOY KIITT, B YueOHo KaHTIEAIPHH.

[IpousBoacTBeHHas mpakTtuka mnpoBoautcs Ha III kypce B 6-mM cemectpe, B
konnuecTBe 144 vacoB, Ha Oa3e opraHHU3alfii, HAMPABICHUE JIEATEIBHOCTH KOTOPBIX
COOTBETCTBYET MPOQPIIIIO MOJTOTOBKH CTYJIEHTOB.



S. KOMIIETEHIUU CTYAEHTA, ®OPMUPYEMBIE B PE3YJIBTATE
HPOXOXKIAEHUSA ITPAKTUKH

B pesynpTaTe mNpOXOXKIEHUS JAHHONM TMPAKTUKH OOYYaromMiicsa JTOJKEeH
npuodpectu obmme U NpodhecCuoHaTbHbIE KOMIETEHITHH:

[IK 1.10cymecTBiaTh NpueM — Iepenady yIpaBleHUYeCKoW HHQopMaIuu c
MOMOIIBIO CPEJICTB HHDOPMAITMOHHBIX M1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

[IK 1.2.KoopauHupoBaTtb padbOTy NpPUEMHONW PYKOBOJIUTENS, 30H IpHUEMaA
Pa3IMYHBIX TOCETUTENIEH OpraHU3alUu.

[1K 1.3. Branetb HaBbIKaMu TJIAHUPOBAHUS pabOUero BpeMEHH PyKOBOAUTEIS U
cekpeTaps.

[IK 1.4 OcymiecTBaaTh NOATOTOBKY JEIOBBIX MOE3A0K PYKOBOAUTENS U APYTUX
COTPYIHUKOB OPTaHU3AIHH.

[1K 1.5 BnageTs cnoco6amu opraHu3aiy pabo4ero mpoCcTpaHCTBA TPUEMHON U
KaOuHeTa PYKOBOIUTES.

[IK 1.6. OcymiecTBasTh pabOTy MO MOJATOTOBKE M MPOBEAEHUIO KOH(PEPEHTHBIX
MeponpuATHiA, 00ecreynBaTh MH()OPMAIMOHHOE B3aMMOJIEUCTBHE PYKOBOJIUTENS C
MOAPA3ACIEHUSIMH U JOJKHOCTHBIMU JIMIAMU OpTaHU3ALIMH.

[IK 1.7.0popMasiTe OpraHU3allMOHHO — PACTOPSAUTEIbHBIE JTOKYMEHTHI H
OpraHu3oBbIBaTH pabOTy ¢ HHUMH, B TOM 4HCI€ C  HCIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

[IK 1.8. OdopmnsaTe MOKYMEHTHI MO JHYHOMY COCTaBy WM OPTraHU30BHIBAThH
paboTy C HUMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

[IK 1.9.0pranu3oBbIBaTh TEKyIllee XpaHEHWE JIOKYMEHTOB, OOpaOOTKYy Jei
ONEPaTUBHOIO W ApPXUBHOIO XpAaHEHUs, B TOM YHUCJIE C HCHOJb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

[IK 2.1. OcymiecTBasATh KOMIUIEKTOBAHUE apXUBHBIMU JieJIaMH (JJOKYMEHTaMH )
apXxuBa OpraHU3aIUu.

[IK 2.2. Bectu yd4€T apXuBHBIX [€I(JIOKYMEHTOB), B TOM YHCJIE C
UCIIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[1K 2.3. OcyiiecTBisITh XpaHEHUE apXUBHBIX A€M (JOKYMEHTOB) C MOCTOSHHBIM
CPOKOM XpaHEHUS T10 JIMYHOMY COCTaBY B apXMBE OpraHU3aIluu.

[IK 2.4. OcymiecTBasTh XpaHEHUE, KOMIUIEKTOBAHHUE, YYET U HMCIOJIb30BAHME
Ne(I0KYMEHTOB) apXHUBHOTO XPaHEHUS.

[TIK 2.5.0cyniecTBiasTh MCHOJb30BAaHUE APXUBHBIX 11 (JOKYMEHTOB), B TOM
YHCJIE C UCIIOJIH30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.



JIIK 1. OpranuzoBsIBaTh padOTy ¢ JOKYMEHTAMHU.

JIIK 2. Bectu AenoByI0 NEPENUCKy MEXAY OpraHU3aIUsIMH Pa3IU4HbIX HOopM
COOCTBEHHOCTHU

OK 1. Beibupats ciocoObl perienns 3a/1a4 npoPecCHOHaNbHOMN NeATeIbHOCTH K
pa3IMYHBIM KOHTEKCTaM.

OK 2 Hcnomnb3oBaTh COBPEMEHHBIE CpEACTBA IOMCKAa, AaHalIu3a H
MHTEpIpeTalud MHPOPMAIMH W HMH()OPMAILMOHHBIE TEXHOJOTUHU JJIsl BBITIOJHEHHUS
3a]1a4 Mpo(eCCUOHAIBHON 1€ATEIbHOCTH.

OK 3. IlnanupoBaTh M peanu30BbIBAaTH COOCTBEHHOE NpOo(deccHOHATBLHOE U
JUYHOCTHOE Pa3BUTHE, MPEANPUHUMATEIBCKYIO IEATEIBHOCTh B MPO(PECCHOHATBHON
cdepe, UCIONIb30BATh 3HAHUS 110 MPABOBOW U (PMHAHCOBOM IPaMOTHOCTHU B Pa3IUYHBIX
KU3HCHHBIX CUTYaIIHSX.

OK 4. 3¢ddexTrBHO B3aUMOICHCTBOBATh U padOTATh B KOJIJIEKTUBE U KOMaHJIE.

OK 5. OcymecTBisiTh YCTHYHO MW NHUCBMEHHYK0 KOMMYHHKAlIHIO HaA
rocygapcTBeHHOM si3bike Poccuiickoit @enepanyii ¢ y4eToM OCOOEHHOCTEN
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 9. ITonb3oBaThcs MPOPECCHOHAIBHON JOKYMEHTAIIMEH Ha TOCY1apCTBEHHOM
Y UHOCTPAHHOM SI3bIKaX.

C 1enbio OBNAJICHUS] YKA3aHHBIM BHJIOM MPO(ECCUOHATBLHON JEATEIbHOCTU U
COOTBETCTBYIOIIMMHU  MPO(PECCHOHATBHBIMU ~ KOMIIETCHIIUSIMUA ~ CTYJIGHT B  XOJI€
MPOXOXKJEHUSI Y4eOHONW W MPOU3BOJCTBEHHOW MPAKTUK MO MpodecCuoHaIbHOMY
MOJTYJIIO IIM.03 Brimonnenne  pabor 1o JTOKHOCTH CITy>Kallero
«Jlenonpon3BOIUTEIbY JOJIKEH:

MPUOOPECTH MPAKTHYECKHU I ONBIT:

- OpraHM3aluu  JOKYMEHTAIlMOHHOTO  OOecCHeueHHs]  YIpaBleHUs U
(YHKIMOHUPOBAHUS OPraHU3aLUN;

YMeTh:
— NPUMEHSTh HOPMATUBHBIEC MPABOBBIC AKTHI B YIIPABICHUECKOU JIESITETbHOCTH;
— MOJArOTaBJIMBATh IPOCKTHI YIIPABICHYECKUX PELICHUM;

— 00pabarTbIBaTh BXOMASIINE U UCXOJSANINE TOKYMEHTHI, CHCTEMATH3UPOBATh HX,
COCTaBJISITh HOMEHKJIATYPY Je U (OPMUPOBATH TOKYMEHTHI B JIETIa;

— TOTOBUTh M TMPOBOJUTH COBEIIAHUA, JCIOBbIE BCTPEYU, NPUEMBI U
MPE3EHTALINY;

3aAKPEIUTDb 3HAHUA:

— HOpPMAaTHUBHBIC TPABOBBIC AKTHl B 00JIACTM OpraHU3AIlMU YIPABICHYECKON
NEATEIbHOCTH;

— OCHOBHBIE TIPaBUJIa XPAHEHUS U 3alTUTHI CIY>KeOHOM HH(pOpMaIIUH.



6. CTPYKTYPA U COAEPKAHUE ITPAKTUKH

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

No | Paznensl (3Tambl) Buasl pabot Ha [Ipaktnueckas | @opmbl Konbr
1/ | IpaKTUKU IIPAKTUKE u TEKYILETO KOMIIETECHIIMH,
I CaMOCTOAITENIbH | KOHTPOJIS dbopMupoBaHH
ast pabora (B 10 KOTOPBIX
qacax) CIIOCOOCTBYET
3JIEMEHT
MIPOTrPAMMBI
Y4yeOHasi npaKkTHKA 72
1 BBognoe 3anstue. . | O3Hakomienue ¢ 8 OK 1-5,0K 9,
HpaBUIAMU TEXHUKU Hao6monenn | I1IK 1.1 -1.9,
0€30MacHOCTH 1 e3a K 2.1- 2.5,
oxpasl Tpyaa. Ooree npoueccom | JATK 1,2
O3HAKOMUTEIBHOE BEITOTHCHILS
3aHATHE 110 KypCy U paGor.
COZICPIKAHUIO
MPaKTHKH. Ilposepxa
VIHCTPYKTa 1o BBITOIHEHH
MIPOXOKACHUIO oM pabOTHL.
MPaKTHKH, [IEJTH,
3a71a4d, CTPYKTypa
otueTa. Beimaua
3aIaHUM PAKTUKU
2 OYHKIHUA U CTPYKTYpa Wzydenue crernenn 22 OK 1-5,0K 9,
JeTIONPON3BOJICTBEHHO | aBTOMaTH3AINU Ha6monenn | TTK 1.1 -1.9,
i CITyKOBI. JIeTIOTIPOU3BO/ICTBEHHBI esa K 2.1- 2.5,
X MPOLECCOB: HAIMHA nponeccom | JITTK 1,2
BBIHCIHTENbHON BEIOHCHUS
TCXHHUKH, JIOKAJIbHOU
pabor.
cerw,
CIICIHATN3UPOBAHHOTO Ilposepxa
TPOTPaMMHOTO BBITIOJTHEHH
obecrnieueHust st oM pabOTHL.
aBTOMAaTH3AIHH
JeTI0IPON3BO/ICTBEHHBI
X olepaunui,
BBISIBJICHHE CTEIICHU
OCHAIIEHHOCTH
pabounx mMecT
BBIYMCIIUTENLHON U
OpraHu3allMOHHOMN
TEXHUKOM.
3 ODYHKITUU U CTPYKTypa Nzyuenue cpencts 22 OK 1-5,0K 9,
JIEJIOTIPON3BOACTBEHHO | Tene(OHHOM, HaOmromenn | I[IK 1.1 -1.9,
i CITysKOBI. MOOMJIBHOM, e3a K 2.1- 2.5,
TenerpaHoi, - npoueccom | AIK 1,2
(hakcMUITBHOM CBSI3H, T —
UX XapaKTePHCTHK.
Vcrionp3oBanue ux pabor.




JUIS Iepeadu

IIpoBepka

HHpOpMALIH 1 BBINOJIHEHH
TPaHCTIOPTUPOBKH Ol PaGOTHL.
JOKYMCHTOB.

DOyHKIMT U W3yyenue 14 OK 1-5,0K 9,
CTPYKTypa CTPYKTYPBI U BUJIOB HaOmronenn | 11K 1.1 -1.9,
AOCJIOIIPOU3BOJACTBEHHO JIOKAJIbHBIX, ena TIK 21_ 25’
i CITyKOBI. Kﬂ%iiiiiiﬁiﬁ? ceTeil. nponeccom | JITIK 1,2

BBIITOJTHCHUS
TCICKOMMYHUKAIUOHH
BIX CE€TEH I pabor.
nepeaavn IIposepka
uHbOpMAIIH. BBITIOJIHCHH
BrinonHeHue morcka Oif paboThI.
nHPOPMALIUY TIPH
nomMontu Internet
Explorer u npyrux
Opay3epos,
BBIITOJIHCHUEC TICPEXOaa
1o caiTam.
3amura 1o 6 OK 1-5,0K 9,
JubdepeHmpoBaHH | MpaKTHKE Ha6monenn | IIK 1.1-1.9,
BIN 3a4eT. e3a IK 2.1- 2.5,
nponeccom | JTIK 1,2
BBITIOJIHCHHS
pabor.
[IpoBepka
BBITIOJIHCHH
01 paboTHI.
IIpou3BoaCTBEeHHAS MPAKTHKA

BBoaHoe 3ansTue. BBognoe 36 OK 1-5,0K 9,
OO01ee 3aHITHE. Haomronenn | ITK 1.1 -1.9,
03HAaKOMUTEIILHOE O3HaKOMIIEHUE C e3a [IK 2.1- 2.5,
3aHSTHE 0 KYPCY U MpaBUIAMHA nporeccom | JIK 1,2
COJIEpKAHUIO TEXHUKH BBITIOJTHCHHS
MIPaKTUKH. 0€30MacCHOCTH U pabor.

OXpaHbl Tpy/a. [IpoBepka
Pacniopsimox aHs. BBITTOJTHCHH
TpeboBanus k oii paboThI
OpraHu3aIu

paboyero mecra.

Ob6mee

03HAKOMUTEIHHOE

3aHATHE TIO KypCy

U COJICPKAHUIO

TTPAKTHKH.

Brimonnenue pabot Opranuzanus u 36 OK 1-5,0K 9,
o poeccun OCYIIIECTBIICHUE Hao6monenn | I1K 1.1 -1.9,
«/lenonpou3BoAUTENL» | CIPAaBOYHO- e3a [IK 2.1- 2.5,

nH(OPMaLIMOHHON npoueccom | JIIK 1,2
paboThI: BBITTOJTHCHUS




MIpOBE/ICHUE pabor.
SKCIEPTHU3BI IIpoBepka
LEHHOCTH BBITTOJIHEHH
JIOKYMEHTOB, 0if paboThI
paboTta B cucteMax
3NEKTPOHHOTO
JOKYMEHTO000POT
a, BeJleHUe
CIPAaBOYHHUKOB I10
JOKyMEHTaM
OpraHu3aIHH
3 Brimonaenue padot Opranuzanus u 36 OK 1-5,0K 9,
o npodeccuu OCYIIECTBIICHUE Ha6monenn | I1IK 1.1 -1.9,
«/lenmonponsBoauTens» | apXuBHOW PabOTHI: e 3a IIK 2.1- 2.5,
IIpueM, npoueccom | AIIK 1,2
paluoHagbHOe BBITMIOJTHEHUS
pa3MeleHue, yaer pabor.
u obecrnieueHue [IpoBepka
COXpPaHHOCTH BBITTOJTHEHH
JTIOKYMEHTOB, 0if paboThI
OpraHu3aIus
WCIIOJIb30BAHUS
JOKYMEHTOB B
HAyYHBIX U
MPAKTHYECKUX
LeJsIX
4 Brimonaenue pabot mo OcymecTBienne 30 OK 1-5,0K 9,
npodeccuun OpraHU3aIMOHHO- HabOmromenn | [IK 1.1 -1.9,
«/lenonponsBoauTENE» | METOJUYECKOTO e3a [IK 2.1- 2.5,
PYKOBOJACTBA U npoueccom | JATIK 1,2
KOHTPOJIS 32 BBITTOJTHEHUS
paboToii apxuBa pabor.
OpraHu3alyu U 3a [IpoBepka
opraHu3zanuei BBINTOJIHEHH
JIOKYMEHTOB B oif paboThI
JIeTIOTIPOU3BOICTBE
5 | UroroBoe 3aueTHoe 3amura oT4eTa 1o 6 [Iposepka | OK 1-5,0K 9,
3aHsTHE 110 MPOU3BOJCTBEHHO peimosiHeHy | [1K 1.1 -1.9,
IIPOU3BOJICTBEHHOU 1l IPaKTHKE oii paboter | [IK 2.1- 2.5,
MIPaKTHKE. AIIK 1,2
HuddepeHunpoBaHHbI
i 3a4er
HTroro 144




7. ®OPMbI OTYUETHOCTMU 11O TIPAKTUKE

@opMamMu OTYETHOCTH MO MPAKTUKE SIBIISFOTCS:

— 110 y4eOHOM MPaKTHUKE: THEBHUK MO MPAKTUKE;

— I10 MPOU3BOJICTBEHHON MPAKTUKE: OTYET MO MPAKTHUKE.

Iopsiok BeieHNsI M CTPYKTYPA JHEBHUKA 10 Y4eOHOM NMPAKTHKE

Bo Bpemst mpoxoxkaeHusi yaeOHOM MPaKTUKHU CTYJEHT JOJKEH BECTU JTHEBHHK, B
KOTOPBIN 3aIllUCHIBAIOTCS BBIMOJHSAEMbIE PaOOThl, C TOCIEAYIONICH OLIEHKOW HX
PYKOBOJIUTENEM. 3aMKCH JIENAI0TCA €KEIHEBHO. B JHEBHUKE TakXe OTMEYaeTcs
ydyacThue B OOIIECTBEHHOW paboTe, SKCKypCHH Ha MpOoQUIbHBbIE OpraHU3allUu.
JIHEeBHUK 110 OKOHYaHUU TIEpUOJA TMPOXOXKJCHHUS MPAKTUKU MOJNHUCHIBACTCS
PYKOBOJIUTEIIEM MPAKTUKH.

CrpykTypa JHEBHUKA MO YY€OHON MPAKTUKE:

- THEBHUK 110 Y4€OHOM NMPaKTUKE;

- aTTECTALIMOHHBIN JIUCT MO Y4€OHOU MPaKTHKE;

- XapaKTEpPUCTHKA [0 UTOTaM Y4E€OHOU MPAKTHUKHU.

IHopsinok BeleHUA ¥ CTPYKTYPA 0TYETA 110 NIPOU3BOACTBCHHOM NIPAKTHKE

B mpouecce npoxokaeHUs NPOU3BOACTBEHHON MPAKTUKU CTYJIEHThl HM3y4aroT
O0COOEHHOCTH OCYILECTBIIEHUS TOKYMEHTOOO0OpOTa OpraHU3aluH.

IIo uToraMm NnpoxoxkaeHUs NPOU3BOJACTBEHHOW NMPAKTHUKU PYKOBOJIUTEIIO JTOJKEH
OBITh MTPEIOCTABIIEH OTYET.

Crpykrypa otuera:
l. TUTYJIBHBIN JUCT;

2. pmoroBop (MUIS CTYACHTOB, MPOXOIAIIUX MPAKTUKY 110 HWHIWBHIYaJIbHBIM
JIOTOBOPAM;

3. HampaBieHMS Ha TIPAKTHKy (IIOANMCAHHBIE W 3aBEPEHHBIE IOJIMUCHIO
PYKOBOJIUTENS M TIEYAThIO OPraHU3alliK, B KOTOPOU CTYI€HT MPOXOAUT MPAKTUKY )

4) man-rpaduK TPOU3BOICTBEHHON MPAKTUKHY;

5) THEBHUK MPOU3BOACTBCHHOM MPAKTUKH;

6) aTTeCTAIMOHHBIN JIUCT MO MPOU3BOACTBEHHON MPAKTUKE;
7) XapakTepUCTHKa [0 UTOTaM IIPOU3BOJCTBEHHOU MPAKTHUKE;

8) TeKCTOBAas 4YacTh OTYETA!



1. BBeeHue (LIeNb U 3aJa4M MPAKTUKH, OOBEKT (M3ydyaemasi 4yacTh OpraHMU3aluH,
BU/JIA JEATEIBHOCTH, TEXHUYECKOE U MPOrPAMMHOE 00ECIIEYeHHE OPTaHU3aLUU U T.
1.), IpeAMET (CoAepKaHue CYIIHOCTH U OCOOEHHOCTH BCEX BUJIOB JESATEIBLHOCTH
OpraHu3alyy, IPUMEHSEMOE B OpraHU3alMK IPOrPaMMHOE 00ECIIEeYeHHE, U T. 1.);

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

3. 3axytoueHue (Ha OCHOBE IIPEACTAaBICHHOIO MaTepHaja B OCHOBHOM 4YacTH
OoT4eTa IOABOJATCS WTOTM IIPAKTUKHA, OTMEYAIOTCSA  BBIIOJHEHUE 1IEIH,
JOCTMIKEHHE 3a/a4, ITOJIYyYECHHE HOBBIX 3HAHUM, YMEHUH, IPAKTHYECKOTO OIBITA,
MOXKEJIaHUsd W 3aMEYaHusA 110 IPOXOXKICHUIO IIPAKTUKH, IIPEMJIOKEHUS IO
COBEPILIEHCTBOBAHHUIO U3YYEHHOT'O MPEAMETA IPAKTUKH HA MPEANPUATHH );

9) cmHMcoKk WCTMOJB3yeMOW JIMTEpaTyphl (BKJIIOYas HOPMATHBHBIC JTOKYMEHTHI,
METOJMYCCKHE YyKa3aHWsl TI0 HWCIOJIb30BAHUIO JIMTEPATyphl TIPH BBIMOJTHEHUU
oTueTa);

10) mpunoxenus (dpopmbl, OJaHKH, CXEMbl, I'paUKUd U T.I., KOTOPbIE CTYJIEHT
noJI0MpaeT U U3y4yaeT NPU HAMCAHUU OTYETA).



8. UTOI'M IPAKTUKU

[Ipu orneHke pe3yabTaTOB y4eOHOM MPAKTUKK IMPUHUMAETCS BO BHHUMAaHHE
MPaBUILHOCTh YU KOMIIETEHTHOCTH NP BBITOJTHECHUH WTOTOBOM/TIPAKTUYECKON pabOTHI
U OTBETOB CTYJEHTAa Ha 3aJaHHbIE BONPOCHI, TEKYIIUE OLIEHKHA 32 BBINOJIHEHHBIE B
NEpPUOJl MPOXOXKACHHUS Yy4eOHON MpakTUKU padbOThl U yHpakHEHHs, COOJ0JIeHUE
TPYJIOBOM JUCUUIUIMHBI, TEXHUKH OE€30MaCHOCTH M OXpaHbl TpyJda BO BpeMs
NPOXOXKJEHUSI Yy4yeOHOM TMPaKTUKH, YPOBEHb MNPOPECCHOHAIBHON TMOJITOTOBKHU
CTyJACHTa U OQOpMIICHHE AHEBHHKA MO MPAKTHKE. ATTECTalUs MO UToram y4eOHOil
MIPaKTUKHU TMPOBOJMUTCS B MOCIECIHUNA JEHb MPAKTUKUA B ()OPME BBITTOJTHEHHS] UTOTOBON
npakTudeckoi padoTsl. [1o 3aBepuieHno yueOHOM MPAKTUKU CTYIEHT MPEIOCTaBISET
JTHEBHUK T10 MPAKTHKE.

HTorom npousBOACTBEHHON IPAKTUKU SABJIACTCS OLICHKA, KOTOpas BBICTABIACTCS
PYKOBOJMTENEM TMpPAaKTUKM OT TEXHMKYMa Ha OCHOBAaHMM HAOJMIOJEHUN 3a
CaMOCTOSITENIbHOM pabOTON NpaKTHUKaHTa, OLEHKHU BBIOJHEHUS WHIUBUAYAIbHBIX
3a1aHUM, XAPAKTEPUCTUKU W TNPEIBAPUTEIIBHON OLEHKH PYKOBOAMUTENS MPAKTUKU OT
OpraHHU3aLHH.

ATTCCTaI_[I/IH 10 HUTOIraM HpOHSBOI[CTBCHHOﬁ IMPpaKTUKHU IMPOBOAUTCA B
COOTBCTCTBHUHU C HpOFpaMMOﬁ IIPAKTUKK Had OCHOBAHHUHU O(l)OpMJICHHOFO B
COOTBCTCTBHH C YCTAaHOBJICHHBIMH Tpe6OBaHI/I5IMI/I IIMCBMCHHOI'O OTYCTA MW OT3bIBa
PYKOBOJUTCIIA MTPAKTUKH OT OpraHU3aluu.

[IpakTrka 3aBepHiaeTcsi 3alUTON OTYETa MO MPOU3BOJACTBEHHOW MPAKTHUKHU.
Wrtoru npakTHKu NOJBOJUT PYKOBOAUTENb MPAKTHKHU.

[Ipn npoxoxaeHMH y4eOHOM UM NPOU3BOJCTBEHHOM NPAKTUK B Pa3HbIX
CEMECTpax MUTOroBas OLIEHKA BBICTABIIIETCSA C YYETOM paHee IMOIYyYEHHBIX OLEHOK I10
npakTthke. OLEHKa 3a MPAaKTHUKU YYUTHIBAETCA Ha KBAIU(DPUKAIIMOHHOM 3K3aMEHE IO
PO ECCHOHATIBHOMY MOYJIIO.



9. TH®OPMAIIMOHHOE OBECIHEYEHHUE NTPAKTUKHU

OcHOBHbBIE MCTOYHHUKH:

1. beikoBa, T. A. JlokymMeHTaMOHHOE OOECICYeHHE  YIpaBICHUS
(emorpou3BoICTBO): yuel. mocoOue i CTYACHTOB 00pa30BaTEIbHBIX YUPEKICHHIMA
cpen. mpod. oopazosanusi / T. A. beikosa, T. B. Ky3nernona, JI. B. Cankuna; noj o0r.
pen. T. B. Ky3nenoBoii. — 2-e u3j., nepepad. u pomn. — Mocksa: UHOPA-M, 2021. —
304 c. — URL: https://znanium.com/catalog/product/1141796 (nmata oOparmieHus:
01.03.2023). — Pexum pnocryma: mus 3apermctpup. uutarened OBC. — Tekcer:
ANEKTPOHHBIN.

2. I'mapuii, E. B. JlokymeHTalimoHHOE 00ecIeueHHe YIpaBiIeHus: yueo. mocodue
JUIsL CTYIEHTOB 0Opa30oBaTeNbHBIX yupexiaeHuil cpen. mpod. odpazoBanusi / 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 bC. — TekCT: 31eKTpOHHBIM.

/3. Xabubymun, A. TI. IlpaBoBoe oOecrneueHre MpohecCHOHATEHOM
NeSATEIBbHOCTU: y4ueO. ISl CTYJIEHTOB OOpa30BaTEIbHBIX YUPEKICHUN cpea. mpod.
obpazoBanms / A. I'. XabuOynun, K. P. MypcanumoB. — 2-¢ u31., nmepepad. u gom. —
MockBa: ®OPYM: UH®PA-M, 2021. — 364 c. — Tekct: snekrponHbii. — URL:
https://znanium.com/catal(mara oOpamenus: 01.03.2023). — Pexum nocryma: mis
3apeructpup. untareneit ObC. — TekCT: JIeKTPOHHBIN.

JlonoJIHUTEIbHbIe HCTOYHUKU:

1. T'yryeBa, T. A. KonpuaeHuuaibHoe 1eT0NPOU3BOJCTBO: yuel. nmocodue aJis
CTYJIEHTOB 00pa30BaTENbHBIX yUpexkAeHHM cpen. nmpod. oopazosanus / T. A. ['yryesa.
— 2-¢ wu3n., mepepab. m gomn. — MockBa: UHOPA-M, 2021. — 199 c¢. — URL:
https://znanium.com/catalog/product/1191331 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. untareneit ObC. — TeKCT: 31eKTPOHHBI.

2. I'ypeeBa, M. A. IlpaBoBoe oOecrieueHue MpoPecCHOHATEHON ACATSIBHOCTH:
yue0. IS CTYASHTOB 00pa30BaTeIbHBIX YUpexAeHUI cpen. mpod. oopazoBanus / M.
A. TypeeBa. — MockBa: ®OPYM: HMHOPA-M, 2021. — 239 c¢. — URL:
https://znanium.com/catalog/product/1225693 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. untareneil ObC. — TeKCT: 31eKTPOHHBI.

3. 3BepeBa, B. 1. Opranuzanus u TexHoJI0THs pabOThl ¢ KOH(PHUICHITUATHHBIMU
JOKYMEHTaMu: y4e0. UIi CTYACHTOB 00pa30BaTelbHBIX YUPEKIEHUH cpeld. mpod.
obpaszoBanus / B. I1. 3BepeBa, A. B. Hazapos. — MockBa: KYPC: UHD®PA-M, 2020. —
320 c¢. — URL: https://znanium.com/catalog/product/1078083 (mata oOparieHus:
01.03.2023). — Pexum pgocrtyma: mns 3apermctpup. uutarened DBC. — Teker:
3JIEKTPOHHBIN.

4. Kabamos, C. F0. Opranu3zanus oOIero u CreruaibHOro JAeI0Mpor3BOACTBA
B OpraHax MECTHOTO CaMOyMNpaBJeHHs: yued. Tmocobue [l  CTYJIEHTOB
oOpa3oBaTeNbHBIX YUpexJIeHuil cpen. npod. obpazoBanus / C. KO. Kabamon. —



Mockaa: NHOPA-M, 2022. - 421 C. - URL.:
https://znanium.com/catalog/product/1855469 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nmns 3apeructpup. unrareneil ObC. — TeKCT: 31eKTPOHHBIN.

5. Mawmbikun, A. C. ApxuBHoe aeno B cyae: yued. mocobue sl CTYICHTOB
oOpa3oBaTenbHbIX yupexaeHuil cpei. npod. odpazoBanus / A. C. MambikuH. — 2-¢
u3a., Jgom. u wucnop. — Mocka: PI'VII, 2020. - 219 c¢. - URL:
https://znanium.com/catalog/product/1190638 (mata oOpamenus: 01.03.2023). —
Pexxum nocryna: nns 3apeructpup. untareneil 9bC. — TeKCT: 31eKTPOHHBIN.

6. MatBees, P. @. [IpaBoBoe obecrnedeHne mpodecCHOHATBEHON ACSITEIBHOCTH:
KpaTKui Kypc: ydeO. mocoOue ISl CTyIEHTOB 00pa30BaTENbHBIX YUPEKICHUN Cpe.
npod. obpazosanusi / P. ®@. MatBeeB. — 3-e u3f., ucnp. u gom. — Mocka: POPYM:
HNH®PA-M, 2020. — 128 c¢. — URL: https://znanium.com/catalog/product/1061880
(mata oOparmenus: 01.03.2023). — PexxuMm gocTyna: s 3apeructpup. ynutareiei DbC.
— TeKCT: 3JIEKTPOHHBIN.

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

8. Teimenko, A. U. IIpaBoBoe obecnieueHue mpohecCuOHATBHON AeATEIbHOCTH:
yue0. JUIsl CTYJIGHTOB 00pa30BaTENbHBIX yUpexAeHUI cpen. npod. odbpazoBanus / A.
N. Temmenko. — 4-¢ w3a. — Mocksa: PUOP: UHDOPA-M, 2021. — 221 ¢. — URL.:
https://znanium.com/catalog/product/1788152 (mata oOpamenus: 01.03.2023). -
Pexxum nocryna: nns 3apeructpup. untareneit ObC. — TeKCT: 31eKTPOHHBI.

9. ®enortoBa, E. JI. MHdopmanmoHHble TEXHOJOTUH B MPOhecCHOHATBHOM
JesATeIbHOCTH: y4e0. MocoOue NIl CTYJEHTOB 00pa30oBaTEIbHBIX YUPEXKICHUNU CpPEl.
mpod. oopazosanus / E. JI. degoroBa. — MockBa: ®DOPYM: UHOPA-M, 2022. — 367

c. — URL: https://znantum.com/catalog/product/1786345 (mara oOparieHus:
01.03.2023). — Pexum pgocrtyma: mns 3apermctpup. uutarened IBC. — Tekcer:
AIEKTPOHHBIN.

Iepuoanyeckne u3ganus (0Te4eCTBEHHbIE dKYPHAJIbI):

1. TIpodeccuonanpHoe o00pa3oBaHMe B coBpeMeHHOM Mupe: Professional
education in the modern word: BcepocCHMUCKMII HAay4dHBIM XKypHan / y4dpeauTenb
®enepalibHOE TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTEIbHOE YUPEKACHUE BHICILETO
oOpazoBanus «HoBocuOUpCKUii TOCYIapCTBEHHBIN arpapHblid yHuBepcuter». — 2011 -
. — HoBocubupck: ®I'VIT «M3narenscteo CO PAH», 2020 -. -ExexBapt. — Tekcrt:
HETNOCPEACTBEHHBIM.

2. CnpaBoYHHMK KaJpOBHKa: >KypHald PYKOBOJIUTENS KaApOBOM CIIyKObl /
yupenutenb OO0 K®II «Aktuon». - 2011 — . - Mocka: OO0 «MLIDIPy», 2018 - . -
Exemec. — TekcT: HEMOCPEACTBEHHBIN.



3. Ynpapnenue npoekramu: nHPpopMaIrmoHHO-aHATUTHYeCKui xxypHai. — 2004 -

. — Mocksa: OOO «HMckyccTBo ynpasiieHus npoexkramu», 2020 - . - Exemec. — Tekcr:
HEMOCPEICTBEHHBIH.

HNuTepHeT-pecypcesbl:

1. Tapantr: wuHpoOpMalMOHHO-TIpaBOBOM  mopran:  caiit. —  URL:
http://www.garant.ru (1ara oopamenus: 01.03.2023). — TeKCT: 271€KTPOHHBIH.

2. TAY TocynmapctBennwrii apxuB  Kysbacca: cait. —  URL:

http://arhiv42.ru/(mata oopamenus: 01.03.2023). — TekcT: 3IeKTPOHHBIN.

3. KoncynberanT I[lmoc: HaxexxHas npaBoBas MOJIEpPXKKa: [[enonmpons3BoaCTBO:
caiit. — URL: http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mata
obpammenus: 01.03.2023). — TeKCT: 27EKTPOHHBIH.

4. Oxpana Tpyaa Ha mpou3BojacTBe: B momomis pabGotHmKy: caiit. — URL:
http://sqam.ru/ (nata oopamenus: 01.03.2023). — TeKCT: 37EKTPOHHBIA.



10. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE ITPAKTUKHA

Peanuzanus nporpaMMbl y4yeOHOM MpakTUKU oOeclieyeHa HaJIMYueM Y4eOHOTO
KaOMHETa apXUBOBEICHUS.

O6opynoBanue yueOHOro KabMHeTa:
— pabouue MecTa Mo KOJUYECTBY 00y4aroNInXCs;
— pabouee MecTO MpenoaBaTes;

— KOMIUIEKT Y4YeOHO-HAIJISIAHBIX MMOocoOMi (TulakaThl, CTEHABI, MPE3CHTAIUN),
KOMIUIEKT  3aKOHOJIAT€JIbHBIX U HOPMATUBHBIX  JOKYMEHTOB,  KOMILJIEKT
YHU(DUITUPOBAHHBIX ()OPM JIOKYMEHTOB (B 3JICKTPOHHOM BHJIE);

— CTEeHJIBI ¢ o0pa3amMu 0(hOpPMIICHHBIX TOKYyMEHTOB;
Texuuyeckue cpeacTBa 0OydeHHUS:

- KOMIIBIOTEpP C JIMIEH3MOHHBIM IMPOrPaMMHBIM OOECIEUYEHUEM U MOAKIIOUEHUEM K
JIBC ¢ BbIx0OM B ceTb MIHTEpHET;

— MYJIbTUMEIUANPOCKTOP UM UHTEPAKTUBHAS JOCKA;
— DKpaH MPOEKIIMOHHBIM.

[Ipou3BoACTBEHHAs MTPAKTHUKA MPOBOAMUTCS B OPraHU3alUAX pa3IudHbIX popM
COOCTBEHHOCTH U Pa3IMYHBIX OPTaHU3aLMOHHO — IIPABOBBIX (HOPM.
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