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Pabouas mporpamma mpPOU3BOACTBEHHOH (IO TPOGMI0 CHENHATBHOCTH) TMPAKTUKU
pa3zpaboTana Ha ocHoBe DenepalibHOrO TOCYIApCTBEHHOTO 00pa3oBaTeIbHOrO CTaHAapTa IO
CIIEIUATILHOCTH  CpeHero mnpodeccuoHanbHoro obpaszoBanus 46.02.01 JoxymeHTarimoHHOE
obOecrieueHre ympaBieHUsS © apxuBoBeleHue u  [lomokenuss 00 yd4eOHOW  MpaKTHKE
(TPOM3BOACTBEHHOM OOYYEHHWH) M MPOU3BOJICTBEHHON NPAKTHKE OOYYAIOUIMXCS, OCBAHBAIOIINX
OCHOBHBIC TIpO()ecCHOHANBbHBIE 00pa30BaTENbHBIE MPOrPaMMbl CPEIHEro MNPOQEecCHOHATBHOTO

o0pa3oBaHus, YTBEPXKJIEHHOTO MPHUKa30M MHUHHCTEPCTBa oOpa3oBaHus U Hayku PO ot 18 ampens

2013 r. Ne 291

Pa3paboTruunk:

Epmunosa Tarbsina JIeoHn1oBHa, mpenoaaBaTesb



1. TACIHOPT PABOYEM MPOT'PAMMBI NPOU3BOJCTBEHHOM (IO MIPOPUTIO
CIIEHUAJIBHOCTH) TIPAKTUKH

1.1. AHHOTAIMS K IPpOorpaMMe

Hacrosimass mporpamma MpOW3BOACTBEHHOM (IO MpO(UII0 CHENMaTbHOCTH) TPAKTHKH
[MI1.01 mo IIM.01 Opranuzamus JOKYMEHTAlMOHHOTO  OOECHEeuYeHHs]  yNpaBlICHUS U
(YHKIMOHUPOBAHUS OPraHMU3ALUU pa3paboTaHa B COOTBETCTBHH C TPeOOBAaHUSAMHU (penepantbHOTO
roCyJapCTBEHHOI0 00pa30BaTeNIbHOIO CTaHAapTa CpeJHEero NnpodecCHOHaIbHOro 00pa3oBaHUs U
ABJIAETCS YaCThIO IPOrPAMMBI IIOATOTOBKH CIIELIMAIUCTOB CPEIHErO 3BEHA.

[IporpaMma mpakTUKU OO€CleUMBaeT MOJArOTOBKY CHEIHAJIMCTOB CpPEJHEro 3BeHa s
CIIy’K0 JTOKYMEHTAIIHOHHOTO 00eCTieueH sl YIPaBICHHUS TOCYIaPCTBEHHBIX OPTaHOB M YUPEKICHHIH,
OpPraHOB MECTHOI'O CaMOYIIpaBJIEHUs, OpraHu3aluil BceX (OpM COOCTBEHHOCTH, OOIIECTBEHHBIX
opranuzaiuii (yupexnaenuit). Cdepoill IesSTenTbHOCTH BbIIYCKHUKOB SBISIETCS: OpraHu3alus
JIOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIpaBiIeHUs U ()YHKIIMOHHUPOBAHUS OPTraHU3AIHH.

bazaMu mpakTHKH SBISIOTCS OPTaHU3ALUH, TPEATIPUITHS, YUPEKACHUS PA3IUIHBIX (HopM
COOCTBEHHOCTH, I'OCYJapCTBEHHbIE apXHBbl, apXUBbl opraHuzauuii r. YeOokcapel u Yyamickoi
PecriyOnmku.

1.2. Heau u 3aaa4n Npou3BOACTBEHHOI (110 MPOGUIIIO CTIeNNATbHOCTH) NPAKTHKH:
dbopmupoBanre y oOydaronmxcsi o0mux U MpodecCHOHATBHBIX KOMIIETEHIIUN, MPUOOpeTeHne
NPaKTUYECKOI0 OIBbITa B paMKax Mpo(ecCHOHAIBHOTO MOXAYJS 1O KaXJAOMy M3 BHUJIOB
npodecCHOHATIBLHOMN AEATEIbHOCTH MO/ PYKOBOACTBOM CIELUAINCTOB MPEINPUATHS (OpraHu3aluy,
YUpEXKJIEHU).

1.3. KosinuecTBO 4acoB Ha OCBOEHHE MPOTrPaMMbl IPOU3BOACTBEHHON NPAKTUKH:

Pabouas mporpamma paccuMTaHa Ha HPOXOXKICHHME CTYJIEHTaMHU IpPAKTUKH B o0beMe
36 yacos.

dopmMa MPOMEKYTOUHON aTTecTanuu: TudPepeHImpoBaHHbIN 3a4eT.

1.4. TpeGoBauusi K pe3y,IbTaTaM OCBOECHHS: KOMIETEHIUSIM, IPHOOPETAEMOMY MPAKTHIECKOMY
ONBITY, YMEHUAM

[TponsBoncTBeHHass (MO Npo(UII0  CIEUUATBHOCTH) IpaKTHKa HaNpaBieHa Ha
dbopmupoBaHre y oOydarmerocss oo0mux u MpodecCHOHATBHBIX KOMIETEHIINH, MpuoOpeTeHne
MPAKTUYECKOTO OMbITa M peannsyercs B pamkax npodeccuoHanbHbix moayneid OINOII CIIO no
KaXJIOMY U3 BHUJAOB MpodeccCHOHANbHOU JesTenbHocTH, mnpeaycMmoTpenHeix PI'OC CIIO mo

CIEHUAIBHOCTH, I10JI PYKOBOJICTBOM CIELIMAIUCTOB MPEANPUATHS (OpraHUu3aluu, YUpekKIeHNs)



Pe3yJ'ILTaTI>I O0CBOCHUSHA

OcHoOBHBIE OKA3aTeIH
OLIEHKH pe3yJibTaTa

OK 1.IloHuMaTh CyIIHOCTb ¥ COLUAIBHYIO
3HaYMMOCTb CBOEH OyayIel npodeccuu, MposiBIIsITH
K HEM YCTOMYMBBIM HHTEPEC;

- IEMOHCTpaIlUsl UHTepeca K Oy yIien
npodeccuun

OK 2.0prann3oBbIBaTh COOCTBEHHYIO JICSITEIBHOCTD,
OTIPEJIENIATH METO/IbI ¥ CIIOCOOBI BHITTOJTHEHHS
npodeccroHaNbHbIX 33/1a4, OLIEHUBATh UX

3¢ HEKTUBHOCTH U Ka4ECTBO;

- [Inanupyer y4eOHYIO neSTETBHOCTD,
BBITIOJTHSIET 33/1aHUSI B COOTBETCTBUU C
TUTAHOM.
- OnpenensieT METOIbI ¥ CIIOCOOBI
BBITTOJIHEHUS TPAKTHYECKUX 3a]1ad.
- Pemaer npaktudeckue 3a1auu B
obsactu mpodecCuOHATBHON
JIESITSIIBHOCTH
- Ocy1ecTBIseT CAMOKOHTPOJIb B
npoliecce BHIOTHEHUsT PabOTHI U ee
pe3yJIbTaTOB. - AHAIU3HPYET
PE3yJIbTATUBHOCTH MCITOJIb30BAHHBIX
METOIOB ¥ CITOCOOOB BBITTOJIHEHHSI
MPAKTUYECKHX 3a7ad.
- Haxomut 1 ncnomnb3yer HEOOX0IMMYIO
IPaBOBYIO HH(OPMAIIHIO.

OK 3. [IpuHuMath pemieHus B CTaHAAPTHBIX U
HECTaHJIAPTHBIX CUTYAIUSIX U HECTU 32 HUX
OTBETCTBEHHOCT.

- [Ipennaraer BapuaHThl pelIeHUs
poOJIEeMHOM CUTyalluu (CUTYaIlMOHHOM
3a/1a4u)
- O1ieHUBaEeT pecypchl, HEOOXOTUMBIE
JUIS1 BBITIOJIHEHUS 3aJaHUM.
- Pemaer 3amaun 1 THIOBBIC
IOpUINYECKUE CUTYAIUU B
COOTBETCTBHUU C 33JlaHUEM, BHIOUPAET
COOTBETCTBYIOILIKE 3aKOHY (POPMBI
MTOBEJICHUS

OK 4. Ocy1miecTBiATh MOUCK U UCTIOIB30BAHUE
uHpopManuu, HeoOX0UMOM 1 F3PPEKTUBHOTO
BBITTOJTHEHUS MPO(EeCCHOHANBHBIX 3a/1a4,
po(heCCHOHATIBHOTO ¥ IMYHOCTHOTO PAa3BUTHS.

- Beibupaer undopmanuio B
COOTBETCTBUH C 33JJaHHEM

- Haxomut u ucnons3yer
pa3sHooOpa3Hble HCTOUHUKHU
nH(pOpMaLINH.

- [lony4aer HyxHYyI0 HH(GOPMALIUIO U
COXpaHsieT ee B y100HOM /175t pabOThI
dbopmare.

- OnpeneHHeT CTCIICHDb JOCTOBECPHOCTHU U
AKTYaJIbHOCTHU I/IH(I)OpMaI_II/II/I.

- Pemraer 3a1aun u TUNIOBBIE
IOpUJINYECKHUE CUTYaI[UU B
COOTBETCTBUU C 33JIaHUEM, COCTABJISET
MPaBOBBIE IOKYMEHTHI, B T.4. C
MOMOIIIbIO COBPEMEHHBIX
MH(POPMALIMOHHBIX TEXHOJIOTUH U
npaBoBbIX cucteM «KoHCynpTaHT
[Tmroc» u «I"apaHT» B COOTBETCTBUH C
3aJlaHUEM.




OK 5. Hcnonp3oBaTh HH(PpOPMAITMOHHO-
KOMMYHHKAIIUOHHBIC TCXHOJIOTHU B
poheCCHOHATLHOMN JIeATEIbHOCTH.

- Ucnonw3oBanue caiitoB MHTepHETa 1M

o100p MHGOPMAITUU IO COBPEMEHHBIM
TEXHOJIOTUSAM JICJIONPOU3BOICTBA,

HCIIOJIb3YCMbIM B Pa3JIMYHBIX OTPACIAX

nesteabHoctu PO

- CocraBisieT 1 0pOpMIISIET JOKYMEHTHI,
nepesaBaeMble M0 KaHallaM 3JIEKTPOCBSI3U
U DJIEKTPOHHOM I104TE.

OK 6.PaboTaTh B KOJUIEKTHBE U KOMaH/IE,
o0ecrieunBaTh ee CruioueHue, 3hHekTuBHO 00IIaThes
C KOJIUIETaMH, PyKOBOJICTBOM, ITOTPEOUTEIIAMU;

- 'pynnoBas paboTa HaJ IPOEKTOM:

pacupeneneHue BHYTPHU TPYIIIIbI

O6ﬂ33HHOCTCI71, COCTAaBJICHHUC IIJIaHA

paboThl HaJ MPOEKTOM, OhopmIIeHHE
PE3yJIBTaToOB PadOTHI HAJl TPOCKTOM

- [lepenaer nHGOpPMAITUIO, UICH U OIBIT
YJieHaM KOMaH/Ibl.

- JleMOoHCTpHUpYET HaBBIKH

3¢ heKTHBHOTO 0OIICHUS

OK 7. bpatp Ha cebst OTBETCTBEHHOCTH 3a paboTy
YJIEHOB KOMaH Ibl (MOAYMHEHHBIX ), Pe3yabTaT
BBITIOJHEHUS 3aIaHUMN.

- 'pamMoTHO cTaBUT 1ENH PabOTHI.

YcraHaBiIMBaeT KPUTEPHUH ycIexa U

OLCHKH ACATCIIBHOCTH.
- AI[aHTI/IpyeTCH B U3MCHAIOIIUXCA

YCII0BUAX, MCHACT LCJIb.

- BoimonHseT nmoctaBneHHbIE 3aJa4H.
- JleMoHCTpHpYET CIOCOOHOCTH
KOHTPOJHMPOBATh U KOPPEKTUPOBATH

paboty koyutekTuBa. CaMOCTOSATEIHHO

IIPUHUMAET OTBETCTBEHHBIE PEIICHUS.
- [Ipunumaer 3¢ pexTrBHBIE pelIeHNS,
UCIIOJIb3YS] CUCTEMY METOJIOB
yIpaBiIeHUs. Y YUThIBACT 0COOCHHOCTH
MEHEP)KMEHTa B 00J1acTH
podecCHOHATBHOM AeSTeIbHOCTH

OK 8.CamocTosTensHO OnpenesTh 3a1a4u
PO ECCHOHAIBHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHMMAThCSA CaMOOOpPa30BaHUEM, OCO3HAHHO
TJIAHUPOBATh TIOBBIIIIEHNE KBATH(PUKAIIHH;

- CaMOCTOSITENIbHO OPTraHNU30BBIBAET U
IJITAHUPYET BBITTOJIHEHHUE TOMAIIIHEN

paboThI PH U3YYEHUH

npodeccnoHanTbHOTO MOYJIS.

- PazpabatbiBaeT, aHaIM3UpyeT U
COBEPIIEHCTBYET IUIaH JIMYHOCTHOTO
Pa3sBUTHS U TIOBBIIICHUS KBATU(PUKAILIMN
O CIEeIHAIbHOCTH

OK 9. OpueHTHpPOBATHCS B YCIOBUSX YaCTOW CMEHBI
TEXHOJIOTHH B MPOQECCHOHAIBHON 1eATeIHbHOCTH.

- OcBauBaeT HOBBIE POIPAMMHBIE
CpeCcTBa, 00eCTIeYnBaIOIINE
OpraHu3aIio paboTHI C TOKYMEHTaMH.

- OTCeKNBaET U UCNOIb3YET U3MEHEHNUS
3aKOHOJIaTE€IbHOW U HOPMATHUBHO-
CIpaBOYHON 0a3bl, peraaMeHTHUPYIOIIEH
JIOKyMEHTAIlMOHHOE 00ecIieueHue.
-OcBanBaeT HOBBIE TEXHOJIIOTHUHU B




npodeccuoHanbHOM e TENbHOCTH.

- [IpumensieT HopMaTUBHOE
peryJivpoBaHue JOKYMEHTAMOHHOTO
obecrieueHus;

- OpueHTHpYyeTCsA Ha MEXTyHAPOIHbIE
CTaHAapTHI B 001aCcTH
JIOKYMEHTAIMOHHOTO 00ecrieueHus
yIpaBJICHUS

I1K1.1 KoopauaupoBaTh paboTy OpraHU3aliuu
(mpueMHOI pyKOBOAMTES), BECTU IIPUEM
[OCETUTENEH

- [lepeuncnsier HOpMaTUBHO-TIPABOBbBIE
aKThbI ¥ 3HAET COJIepKaHUE TIPABOBBIX
HOPM, PETYJIUPYIOLIMX OTHOIIECHUS B
chepe ocyiiecTBIeHUS
po¢eCCHOHAIBHON JEATEIHHOCTH.

- OopmitsieT HEOOXOTUMBIE JTOKYMEHTBI
C y4eToM TpeOOoBaHH 3aKOHOJaTEeNIbCTBA.
- Opranusyer npuém MoceTUTeNeH.

- Benér y4ér u perucrpanuro
IIOCETHUTEIICH.

- JloknaapiBaeT pyKOBOAUTEIIO O
IMOCETUTEIIAX

- Kontponupyert BeinosgHeHue
MIPUHUMAEMBIX B XOJI€ MpUEMa PEIICHHIA.

I1K1.2 OcymiecTBasTh paboTy 1O HOATOTOBKE U
IIPOBEJICHUIO COBELLIAHUM, IENIOBBIX BCTpEY, IPUEMOB
U IIPE3CHTALNN

- OpopmiisieT IpaBOBbIE TOKYMEHTHI C
y4eToM TpeOOBaHMI 3aKOHOJATEIbCTBA.
- 3HaeT cozepkaHKe MPaBOBBIX HOPM,
PEryIupyIOIUX B3aMMOOTHOLIEHHUS
Pa3IMYHBIX TOCYAAPCTBEHHBIX OPTAaHOB,
MYHUIIUTNATBHBIX 00pa3oBaHu, UX
JOJDKHOCTHBIX JIUIT, X TIPABOBOM CTATYC,
KOMIIETEHIHIO.

- CocraBisieT MiaH NpoBEACHUS
COBEIIaHUH, cOOpaHuil U Jp.

- OnoBenaeT yuaCTHUKOB MEPOIPUSITHSL.
- BorsicHsieT u 1oknapiBaeT
PYKOBOJIUTEIIO O TPUYMHAX OTCYTCTBHUS
HE NMPHUILEANNX COTPYIHUKOB.

- ['oToBHT HEOOXOIUMBIE MaTEpHUATBI U
MOMEIIEHUE JUTsl TPOBEACHNUS ETOBBIX
MIEPETOBOPOB.

- OdopmiseT MPOTOKOIIBI 3aceIaHMH
KOJIJICTHAILHBIX OPTaHOB.

[1K1.3 OcymiecTBiiTh NOATOTOBKY J€I0BBIX
MOE3/I0K PYKOBOJUTENIS U APYTHX COTPYIHUKOB
OpraHu3aluu

- [lepeuncnsier HOpMaTUBHO-TIPABOBBIE
aKTBl ¥ PAaCKpPBIBAET COACPIKAHNE
MIPABOBBIX HOPM, PETyJIUPYIOMINX
ciryxeOHOe BpeMs, BpeMsl OTAbIXa,
rOCyJapCTBEHHbIE TApaHTUH, OIUIATY
TpyZAa TOCYAapCTBEHHBIX H
MYHUIUIIAJIBHBIX CITYXKallluX.

- OdopmiisieT HeOOXOAMMBIEC TOKYMEHTHI
C Y4eTOM TpeOOBaHUI 3aKOHOIATENILCTBA.




- [Tonyuaer oT PYKOBOJUTEIA
HEOOXOUMBIC YKa3aHHsl IO BOIPOCAM
KOMaHAUPOBKHU.

- Oopmitsier muchbMa-3asBKH O
OpOHHPOBAaHMH HOMEPA B TOCTUHHUIIE.

- CocTaBisieT mporpaMMy KOMaHIUPOBKU
PYKOBOIUTEIIS.

- ['oToBUT HEOOXOIMMBIE TOKYMEHTHI 1
MaTepuabl 1Jis JeJI0BOM MOE3IKH.

[1K1.4. Opranu3oBbeIBaTh pabodyee MECTO ceKpeTaps
U PYKOBOJUTENS

- [lepeuncnsier HOpMaTUBHO-TIPABOBBIE
aKThI U 3HAET COJIEPKAHUE MTPABOBBIX
HOPM, PETYIHPYIOIINX BOPOCHI:
YCTaHOBJICHHS IIPaB ¥ 00s3aHHOCTEH
paboTHHKa U paboToaTens; padbodyero
BPEMEHHU ¥ BPEMEHH OT/IbIXa; TPYAOBON
JVICIIUTUTHHEL.

- PackpeiBaet pons 1 3HaUeHHE
JOJDKHOCTHBIX HHCTPYKIMH U TPYJOBOTO
JIOTOBOpA JJISl YCTAHOBJICHUS ITPaB U
o0s3aHHOCTEN paboTHUKA. - Odopmiiser
HEOOXO/IMMBIE TIPAaBOBBIE JIOKYMEHTHI C
y4eToM TpeOOBaHMI 3aKOHOJATEIHCTBA.
- YuuTtbIBaeT TpeOOBaHHUA,
NPEIbABIISIEMBIE K OpTraHU3aIuN
pabouero mecra.

- PazpabaTpiBaeT BapuaHThI IJIAHUPOBKH
MIPUEMHOM.

- OGecnieunBaeT MaKCUMaIbHO
KOM(OpPTHBIE YCI0BUS 1151 3P PEKTUBHON
paboTHI.

IIK 1.5 OdopmasTe 1 perucTpupoBaTh
OpraHMU3alMOHHO-PACIIOPSAUTEIbHBIE JOKYMEHTHI,
KOHTPOJIMPOBATH CPOKU MX UCTIOTHEHUS

- CocraBiisieT OpraHu3aluOHHbIC
JIOKYMEHTHI 110 33JJaHHBIM PEKBU3UTaM Ha
JOOBIX BUIaX HOCUTEINEH.

- CocraBisieT pacopsiAUTEIbHBIE
JIOKYMEHTBI 110 33JJaHHBIM PEKBU3UTAM
Ha JIIOOBIX BUAX HOCUTENEH.

- CocraBisieT UH()OpPMAIIMOHHO-
CIIPABOYHBIE JOKYMEHTHI 10
3aJJaHHBIM PEKBU3UTAM Ha JIFOOBIX
BHUJaX HOCUTEIIEH

- BoisiBnsier ommbOku B 0opMIIEHHBIX

JIOKYMEHTaX W UCIIPABIISIET UX B

COOTBETCTBYIOIIMMH MTPaBUIIaMU

- Peructpupyer oprannsanyoHHo-

pacnopsiAuTeabHble JOKYMEHTHI B

KypHaJax perucTpaluy, B

PErUCTPalMOHHO-KOHTPOJIbHBIX

KapTo4Kax

- Ocy1uecTBiIsieT KOHTPOJIb 332 CPOKaMU

HCIIOJIHEHUS IOKYMEHTOB, IIPOCTABIISIET

Ha ToKyMeHTax «OTMETKY O KOHTPOJIe»




- OdopmiisieT opraHu3aImoOHHO-
pacnopsAauTCIbHBIC TOKYMCHTLI C YyHCTOM
TpeOOBaHUI 3aKOHO/IATEIILCTBA C
MMPUMCHCHUCM COBPCMCHHBIX
WH(POPMAIIMOHHBIX TEXHOJIOTHI

I1K 1.6 O6pabaTbiBaTh BXOAIINE U UCXOASIIIE
JOKYMEHTBI, CUCTEMaTU3UPOBATh UX, COCTABIATh
HOMEHKJIATYpy 1]l ¥ (OPMUPOBATH TOKYMEHTHI B
nena

- [IpoBepsieT mpaBUILHOCTH JI0CTABKU
MIOJIyYEHHBIX JOKYMEHTOB, IPOCTABISAET
«OTMETKY O MOCTYIUIEHUH IOKYMEHTa B
OpraHu3aIuIo».

- Pacnipeniensier mosryueHHbIE JOKYMEHTBI
Ha PErUCTPUPYEMbIE U
HEPETUCTPUPYEMbIEC

- [lepenaer JOKyMEHTBI HA PACCMOTPEHUE
PYKOBOJIMTEIO OPraHU3aIUN

- [lepenaer JOKyMEHTHI UCIIOTHUTEISIM B
COOTBETCTBUU C PE30JIIOLUEH
PYKOBOJIUTENS

- Ocyl1LecTBISET IPOBEPKY
MPABUIIBHOCTH 0(OPMIICHHS
OTHPABIISIEMBIX JOKYMEHTOB

- OcyuiecTBIsSeT aApECOBAHNE
KOHBEPTOB, BKJIAJIbIBAET JOKYMEHTHI B
KOHBEPTBI, 3aKJIEUBAET KOHBEPTHI

- CocTaBisieT HOMEHKJIATYPy J1eJ
OpraHH3aIiy 10 YCTaHOBIEHHOU (popme
- [IpocTaBnsier UHAEKCHI O€E,
dbopMynupyeT 3aroJ0BKH €T

- ®opmupyeTr JOKYMEHTHI B Jieia B
COOTBETCTBUU C ONPEIACICHHBIMU
MpaBUiiaMu

- CucreMaTu3upyeT JOKYMEHThI BHYTPH
Jiefia B COOTBETCTBHH C OIPEICIICHHBIMU
MPUHIUIIAMA

- OOpabaThIBaeT, BXOIAIIUE U
UCXOSIINE JOKYMEHTHI,
CHUCTEMAaTU3UPYET UX, COCTABIISET
HOMEHKJIATYpy Jied u hopMupyer
JIOKYMEHTHI B JIeJia C y4eTOM TpeOOBaHUM
3aKOHOJIaTEJIbCTBA C TPUMEHEHUEM
COBPEMEHHBIX HH(POPMAITMOHHBIX
TEXHOJIOTH.

IIK 1.7 CamocTosiTenpbHO paboTaTh ¢ JOKYMEHTaMHU,
coJiep>KalIiMK KOH(pHUIEHITHATBHYIO HH(POPMAIIHIO,
B TOM YHUCJIC C JOKYMCHTAaMHU I10 IMYHOMY COCTaBY.

- [Ipumensier npaBoBbIe 3HAHUS B
00J1aCTH peryJupoBaHMs U 3aIUTHI
nH(pOpMaLIUU B TPAKTHYECKON
JeSITeIbHOCTH, B T.4. IIPU paboTe ¢
JIOKyMEHTaMHU.

- OnpenensieT BUABI U MEPHI
FOPUINYECKON OTBETCTBEHHOCTH 34
HEHUCIIOJHEHUE WU HEHAJUIeXkKalllee
HCIIOTHEHHE 00s3aHHOCTEH Mpu padoTe ¢
JIOKyMEHTaMHU OTPAaHUYEHHOTO JOCTYIIA.
- Mcnonp3yeT npuHUuUIbl paboTsl




ceKperaps ¢ KOH(pHUICHIIMATHHBIMU
JIOKyMEHTaMHU.

- PazpabatpiBaeT rmiaH MEpONPUSATHI 1O
00€CTIeYeHHIO 3aIUThI
KOH(pHACHIMAIbHON HH(OpMAIUU 1
MEPCOHAIBHBIX JTaHHBIX.

- [IpoBOIUT IPOBEPKYU HATHYUS
JIOKYMEHTOB, A€ U HOCUTEIEH
uHpopmarun

ITK 1.8 OcymecTBisaTh TenedoHHOE 00CTyKUBaHHE,
MIPUHUMATH U TIepeaBaTh (GaKChI.

- [IpumensieT npaBoBble 3HAHUS NIPU
UCTIOTHEHUH (PYHKIIMOHAIBHBIX
00s13aHHOCTEH, epeyncisieT OCHOBHbBIE
MPUHIUIB 1 TPeOOBaHUS,
YCTAHOBJICHHbIE 3aKOHOIATEIILCTBOM K
CIIy’)KeOHOMY TIOBEJICHHIO
rOCYJapCTBEHHbIX U MyHHIIUIIAIBHBIX
CITy’Kalux, pabOTHUKOB TP padboTe ¢
oOparneHusIMHA (PU3NIECKHUX JIHII,
IOPUINYECKUX JIUII, TOCYAAPCTBEHHBIX H
MYHUIUTAIBHBIX OPTaHOB.

- [Ipumensier npaBuia BeJeHUS
Tese()OHHBIX IEPEroBOPOB MIPU
BXOJISIIIUX U UCXOJSIINX KOHTAKTaX.

- CocraBnser, nepefaéT v noaydyaer
TeneOHOTPaMMBI.

- [lepenaér u npuHUMaeT (akcol.

ITK 1.9 OcymiecTBasTh MOATOTOBKY A€ K Mepeaaye
Ha apXMBHOE XpaHEHUE

- Pacnipenensier TOKyMeHTBI IO CPOKAM
XpaHeHHUs

- Ocyl1ecTBIsSeT MOJTHOE WK YaCTUYHOE
odopmiIeHHE Jel

- CocraBisieT BHYTPEHHIOI OIUCh
JIOKYMEHTOB JieN1a

- CocraBJisieT 3aBEpUTEIbHYIO HaJIIUCh
Jena

- [IpumensieT coBpeMeHHbIE
MH(POPMALOHHO-TIPABOBbIE CUCTEMBI U
TEXHOJIOTUH TIPH MOJITOTOBKE eI K
nepeaaye Ha apXUBHOE XpaHEHHE.

[IK 1.10 CocTaBnsaTh ONKCH AEN, OCYIIECTBIATH
MOJArOTOBKY JEJN K Ilepe/iaye B ApXUB OpraHu3alnH,
rOCYJIapCTBEHHbBIEC 1 MYHHIIUIIAJILHBIE APXUBBI

- CocraBJisieT Onuch Ha Jiena
IIOCTOSIHHOT'O XPaHEHHUS

- CocTaBJisieT ONUCh Ha JiejIa BpEMEHHOTO
xpaHeHus (csbiiie 10 ner)

- CocTaBJisieT ONUCh Ha JieNia 10 JTUYHOMY
COCTaBy

- [Iepenaet gena no onucsM B apXuB
OpraHu3aluu

- [IpumensieT coBpeMeHHbIE
MH(POPMALIMOHHO-TIPABOBbIE CUCTEMBI U
TEXHOJIOTUH NIPH OpPraHU3aluu padboThI C
JIOKyMEHTaMH.

HmeTsh npaKkTHYeCKHIl ONBIT:




- OpraHM3aLUU JOKYMEHTALMOHHOTO 00ecreueHus
yIpaBiieHUs U ()yHKIIMOHMPOBAHUS OPraHU3aIHH;

Homxen ymern:
- IPUMCHSITH HOPMATUBHBIC [IPABOBBIC AKTHI B
ynpaBnqueCKoﬁ JACATCIIBHOCTH,

- IOATOTABJINBATH IPOEKTHI YIIPABJIECHYECKUX
peueHui;

- 00pabaThIBaTh BXOSIINE U UCXOSIINE
JIOKYMEHTBI, CACTEMaTH3UPOBATh UX, COCTABIATH
HOMEHKJIATYPY J1e]1 u GOpMHUPOBATH TOKYMECHTHI B
Jena;

- TOTOBUTH U IIPOBOJUTH COBECILIAHMS, IE€TIOBBIC
BCTpEYH, IPUEMBI U IIPE3CHTALINH;

1.5 Ilpouenypa oOueHKH pe3yJbTATOB OCBOCHHMS O0IMX U NPOodecCHOHATBHBIX
KOMIIeTeHIH

[Ipouienypa omeHKH pPE3yabTaTOB OCBOCHMS OOIIMUX M MPO(PECCHOHATBHBIX KOMIIETCHIIMA
OCYIIECTBIISIETCS 110 Pe3yJIbTaTaM BBITOTHEHHOTO 3aJJaHus 110 MPAKTUKE (0TUETa O MPAKTHKE):

CTYJIEHT BBINIOJIHSIET 3a/IaHMs], TPEIYCMOTPEHHbIE IPOrpaMMaMH MPAKTUKA U COCTABIISET
oTueT. B kauecTBe MpUIIOKEHUS K THEBHUKY MPAKTUKU CTYIEHT odopMisieT Tpadudeckue, ayamo-,
¢doTto-, BUIEO-, MaTepHalbl, HArJSAHBIE 00paslbl JOKYMEHTOB, MOATBEPKAAIONINE MPAKTUYECKUI
OIIBIT, HOJ'Iy‘-IeHHI)II\/'I Ha IMPaKTHUKE;

PYKOBOIUTEIN MPAKTUKHU 3HAKOMATCA C OTYCTOM CTYACHTA,

PYKOBOAMTENU TMPAKTUKH OCYIIECTBISIOT OILIGHWBAaHHWE OOMMX M TPOodecCHOHATBHBIX
KOMITETEHIIMI cTyAeHTOB. OlIeHMBaHNE POU3BOAUTCS C MCIIOIb30BAHUEM OCHOBHBIX MOKa3aTelen
OIICHKH PE3YJIbTATOB IO JTUXOTOMHUYECKOW crucTeMe orneHuBaHus: «0» — KOMIIETCHIIUS HE OCBOECHA,
«1» — xommereHnust ocBoeHa. OIEHHBAaHWE BBHIMIOJHEHHOTO 3aJaHUs O MPAKTUKE MPOU3BOIUTCS
TaKk)Ke€ C y4eTOM: KauyecTBa BBIMOJHEHHON pabOThl WM HM3TOTOBICHHOTO W3JAeTHUs (IMPOIYKTa,
YCTPOMCTBA U T.1.), COOMIOICHUSI HOPM BpEMEHH, YMEHHUS BBITIONHATH paboune MpueMsbl, HalaJIKy 1
PETYIUPOBKY  OOOpYAOBaHHS, JEMOHCTpPAIlMM  MPAKTUYECKOTO  ONBITa MPU  PEIICHUH
poeCCHOHANIBHBIX 3a7a4, MJIAHUPOBAHUU PAOOT M OpraHm3anuyd pabodyero Mecra, COOIIOICHUS
TpeGoBaHuUil 0€30MacCHOCTH.

PYKOBOAWTENU  TPAKTHKU  ONPEACNSIOT  YpOBEHb  OCBOEHHUS  MPOo(dhecCHOHATBHBIX
KOMIIETCHIIMHA B ATTECTAIlMOHHOM JIHCTE;

PYKOBOAMTENU TMPAKTUKU OINPEAENsAOT YpPOBEHb OCBOCHHUS OOLIMX KOMIETEHUUNH B

XapaKkTepUCTHKE.



2. CTPYKTYPA U COAEP KAHUE ITPAKTUKHU

HaumenoBanue pasaesioB Coaeprxanue MaTepuajia Npou3BOACTBEHHOM (110 O0bem
npogdeccuoHaIBLHOr0 NPOoPUJII0 CIeNUATbHOCTH) NPAKTUKH 4acoB
moayJs (ITM),
MeKIMCHUTIHHAPHBIX
kypcoB (M/IK) u BugoB
padoT Npou3BOACTBEHHOM
(mo npoduiiro
CNEeNMAJbHOCTH) NPAKTHUKHU
1 2 3
IIM 01. MIK.01.01. 36
JIoOKyMeHTalluOHHOe
o0ecrneyeHue ynpanJeHHs
Tema 1. O3HakoMieHUE C Conepxanue 6
JEeATENILHOCTBIO opranu3anuy | 1. | Opranu3aiioHHO-9KOHOMHYECKas XapaKTePUCTHKA
(HaMMEeHOBaHUE OpraHu3aluy, roj 00pa3oBaHus,
MECTOINOJI0XKEHNE, KpaTKasi HICTOPUS
BO3HHMKHOBEHUS OPTaHU3AIINN).
2. | O3HaKOMJICHHE C JIeTEIbHOCTBIO OPraHU3aliH,
M3Y4YEHHE yCTaBa MpeapUsTHS.
3. | U3yuenne ¢yHKUMN CTPYKTYPHBIX IOAPa3ACICHAN
OpraHu3aluu
Tema 2. O3HaKOMJIEHUE C Conepxanue 6
opraHu3anuein 1. | U3yuenue ITOJIOKEHUS 0 ciyxo0e
JOKYMEHTAllMOHHOT'O JJOKYMEHTAITMOHHOT0 00eCIeyeHHs yIpaBIeHUs
obecreuenus B Opranusauuu | 2. | M3ydeHue JODKHOCTHBIX HHCTPYKIUMA PaOOTHUKOB,
BEIYLINX JEJIONPOU3BOJCTBO B OpraHU3aluu
3. | 3yueHne HHCTPYKINHU TIO BEICHUIO
JIEJIONPOU3BOJCTBA B OPraHU3ALAN
Tema 3. O3HaKomIIeHUE C Coaepixanue 6
OPTaHi3aitonHo- 1. | O3nakomnenue ¢ OPJl opranuzanuu
pacnopsAUTENbHOM
JIOKYMEHTalUen 2. | BeisBnenue ocobennocrei opopmiienus OP/] B
opraHu3anuu opraHu3anuu
3. | [loaroToBKa MPOEKTOB OTACITHHBIX JOKYMEHTOB
Tema 4. 3HaKOMCTBO C Coaepskanue 6
MOPSIKOM TOIUCAHMUS, 1. | Ilopsnok moanucanusi 1okyMeHTOB. OdopmieHue
YTBEPKACHMSI, COTTIaCOBAHUS MOJINUCH.
AOKYMCHTOB B OpraHH3alin 2. | [opsimox coriacoBaHus MPOEKTOB JTIOKYMEHTOB.
Odopmnenue Bu3bl U rpuda coriacoBaHus
3. | Iopsimok yTBepxaeHus 1okyMeHTOB. OdopmieHue
rpuda corgacoBaHusl.
Tema 5. 3HaKOMCTBO € Coaepxanue 6
opraHu3amuein 1. | Ilpuem u nepBuyHas 0OpabOTKa JOKYMEHTOB,
JOKYMEHTO0000poTa peructpanus. OdopmiieHHE PeruCTPalIHOHHBIX
dbopm.
2. | PaccMoTpeHre JOKYMEHTOB PYKOBOIUTEIIEM
OpraHu3aliy, UCIIOJTHEHUE TOKYMEHTOB B




COOTBETCTBUU C PE30JIIOIUCH
3. | KoHTposb HCIOTHEHUST JOKYMEHTOB.
ITpocTraBneHre OTMETKH O KOHTPOJIE
Tema 6. Opranu3zamnus Coaepxanue 6
XpaHEeHMsI JOKYMEHTOB B 1. | O3HakomIIeHHE ¢ TOPSAAKOM O(hOPMIIEHUS
OpraHu3aluu HOMEHKJIATYpHI Jien opranuzanuu. OdopmiieHue
HOMEHKJIATyphl 1€l
2. | ®opMupOBaHUE JOKYMEHTOB B Jieja, TO/IINBKA
Jen
3. | Odopmiienue aen ajs nepesadn ux B apXuB
OpraHu3aluu
BCEI'O 36

3. TPEBOBAHUSA K YCJIOBUSAM NPOBEJAEHUS IPAKTUKHA
3.1 TpeOGoBaHusi K MATEPHATbHO-TEXHUYECKOMY 00eCIeYeHHUI0:

Peanmzanus mpou3BOACTBEHHOH (10 MPOQIIIIO CHEHATbHOCTH) MPAKTHKU MPEAToiaraet

HaJIM4Yue CIEAYIOIUX KaOUHETOB:

1. KabuHeT 10KyMEHTOBEACHUS U JOKYMEHTALMOHHOT0 00eCIeueH sl yIIpaBIeHUs
TEXHUYECKHUX CPE/ICTB OOYUEHUS:

1. DkpaHn;

2. MynpTUMEIUIHBINA TPOEKTOP;

000pyZI0BaHUS M TEXHOJOTHYECKOT0 OCHAIICHUSI Pa00OYMX MECT:

1. ITocagouHble MECTa IO KOJIMYECTBY CTYICHTOB;

2. Pabouee mMecTo MpernoaaBaTes;

3. YuebHas nocka

4. KommuiexT 3aaHuil Uit IpoBeAeHUs y4eOHON MPaKTUKU

5. @opMbl  OpPraHU3alMOHHO-PACIOPSAUTEIbHBIX JOKYMEHTOB, COCTAaBJIIEMBIX Ha

HpEANPUATHH;

6. HCTpyKIIUS IO BEACHUIO AETONPOU3BOICTBA HA MPEAIPUITUN;
7. IlpaBuiia BHYTPEHHETO TPYIOBOIO PaCHOpPsIKa, JOJKHOCTHBIE HHCTPYKIMHU, TTOJ0KEHUS

0 CTPYKTYPHOM TOApa3IeICHUN

3.2. TpeGoBaHusi oXpaHbl TPyAa, 0€30MACHOCTH KU3ZHEACATEJbHOCTH U IMOKAPHOM

0e30I1aCHOCTH COOTBETCTBYIOT IPABUJIAM H HOPMaM.




