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1. IMACHOPT ITPOT'PAMMBI TPOU3BOJACTBEHHOM ITPAKTUKHA
MMPO®ECCUHOHAJIBHBIX MOIYJIENA
1.1. O61acTh NpUMEHEHNS IPOrPAMMBI:

Pabouast mporpamma mpousBojcTBeHHoN npaktuku [II1 02 mpodeccuonampHOTO
moayns I[IM.02 JlokyMeHTHpOBaHHWE M OpraHU3alMOHHAas oOOpaboTKa TOKYMEHTOB
ABJIIETCS YaCThIO IMPOrPaMMbl MOATOTOBKM KBaJIM(PUIMPOBAHHBIX PabOYMX, CIIy>KaIIUX
(ITIKPC) B cooTtBeTcTBUM ¢ (eAepalbHbIM TOCYJAapCTBEHHBIM 00pa30BaTEIbHBIM
cTaHaapToM cpeaHero npodeccuonanbHoro oopazoanus (GI'OC CIIO) nmo nmpodeccun
46.01.03 Jlenmonpon3BOIUTENL B YACTU OCBOEHUS BUIA IEATEIbHOCTH JIOKyMEHTHPOBaHUE
U OpraHm3airoHHas o0paboTKa JOKYMEHTOB. U COOTBETCTBYIOIIMX MPO(ECCHOHATBHBIX
kommneteHiui (I11K):

[1K 2.1. ®opmupoBarts jena.

[IK 2.2. OGecrneunBaTh OBICTPHIN MOUCK JOKYMEHTOB 1O HAYYHO-CIIPABOYHOMY
anmnapary(KapToTeKaM) OpraHU3aliH.

[1K 2.3. CuctemMatu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYIIIETO apXUBa.

[1K 2.4. ObecneunBaTh COXPaHHOCTH MPOXOASIIEH CITyKEOHON TOKYMEHTAIUH.

IIK 2.5. I'oToBUTH M IEpEAABATHh TOKYMEHTBI HA APXUBHOE XPAaHEHHUE.

[1K 2.6. ObecneunBaTh COXpaHHOCTh APXUBHBIX TOKYMEHTOB B OPTaHU3aIUH.

[IpakTuka 6a3upyercsi Ha OCHOBE paHee MOJYYEHHBIX 00yYarOIIMMHUCS 3HAHUM 110
y4eOHBIM AUCIUIUIMHAM U MPOPECCUOHATBHBIM MOAYJIISIM.

1.2. Hesn um 3agauyM NPOU3BOACTBEHHOW NPAKTHKUH — TPeOOBaHUA K
pe3yJibTaTaM OCBOCHUS NMPOU3BOJICTBEHHOH NMPAKTUKU:

C uenbro OBIAJCHHUS BUIOM AEATEIBHOCTH: lOKyMeHTauMOHHOE oOecmeuyeHHe
AeSiTeJIbHOCTH OpraHmsanmm u  cooTrBerctByronumMu [IK B xozme ocBoeHus
IPOU3BOJICTBEHHOM MPAKTUKHN O0YUYaIOIIUIACS TOTKEH:

HMeTh MPAKTUYECKU ONBIT:

JIOKyMEHTUPOBaHUS W JOKYMEHTAIIMOHHOW 0OO0pabOTKM JOKYMEHTOB  KaHIICIISAPUU
(apxuBa).

yMeTh:

MIPOBEPSTH MPABUIILHOCTH OPOPMIICHHUS TOKYMEHTOB,;

CHUCTEMAaTHU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIErO apXHBa;

dbopMHUpoOBaTh CITPaBOYHBIN amnmapar, 00ecrieunBaronnii ObICTPHIN MOUCK JOKYMEHTOB,
OCYIIECTBIISITh ~ DKCIEPTU3y  JOKYMEHTOB, TOTOBUTh U  TE€pelaBarh
JOKYMEHTAJIbHbIE MaTepHUaIbl HA XPAaHEHUE B APXUB;

3HATh:

- OCHOBHbIE MOJIOkKEHUS EIMHOM rocy1apCcTBEHHOM CUCTEMBI JAJIONPON3BOCTBA;
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- BUJIbl, QYHKIIMH TOKYMEHTOB, IPAaBUJIa UX COCTABIEHUS U OPOPMIICHMUS;
- IOPSAZIOK JOKYMEHTUPOBaHUS WH(OPMAIIHOHHO-CIPABOYHBIX MAaTEPUATIOB;

[lenpto MPOM3BOACTBEHHON TMPAKTUKHU SIBISETCS NPUOOPETEHHE MPAKTHUECKOTO
OmbITa, HeoOXoaumoro s ¢GopMuUpoBaHHA Yy oOydalomuxcs MpodeccrnoHaTbHbBIX
KOMIIETEHLIUH, Pa3BUTUSI OOIMX KOMIIETEHLIUH B paMKaX KOMILJIEKCHOTO OCBOEHHMS BUJIOB
NeATEIBHOCTU B cCOOTBETCTBUM ¢ TpeboBanusimu ®I'OC CIIO.

3ajayaMM TNPOU3BOJICTBEHHON NPAKTUKK SIBISIFOTCS: OOOOILIEHHE M 3aKpEIUICHUE
TEOPETUYECKUX  3HAaHUM, MOJIYYEHHBIX OOydarollMMHCS B  IEpUOJ  OOydeHWs,
dbopMupoBaHue MPAKTHUECKUX YMEHHIH, npuodpeTeHune NEePBOHAYAIEHOTO
npo(hecCHOHaNBFHOTO OMBITA MO Mpodeccun.

1.3. Kosmn4yecTBO 4acoB Ha 0CBOEHUE MPOTPAMMBbI POU3BOJACTBEHHON MPAKTHKHA
I111.02: 108 gacoB



2.  PE3YJBTATBI OCBOEHUSA ITPOT'PAMMBI ITPONU3BOJCTBEHHOM
IMPAKTUKHA
Pe3ynpraToM OCBOEHHMS MNpPOrpaMMbl MPOWU3BOJACTBEHHOW MPAKTHKU SBIISETCS
OBJIAJICHUE OoOyJaronMMuUCs  BUJAOM  JI€ATENBHOCTH  JIOKyMEHTHUpOBaHHE WU
OopraHm3aloHHas o0padoTka 1okymeHTOB.B ToM uucie [1K n OK:

[1K 2.1 ®opmupoBaTh Aena.

IIK 2.2 Ob6ecnieunBaTh OBICTPBIA TOUCK JTOKYMEHTOB IO HAYYHO-CIIPABOYHOMY
annapaty(KapToTeKaM) OpraHU3alHH.

I1K 2.3 CucteMaTu3upoBaTh U XPaHUTh JIOK JOKYMEHTHI TEKYIIErO apXUBa.

[1K 2.4. ObecneunBaTh COXPaHHOCTH MPOXOASIIEH CITyKEOHON TOKYMEHTAIUH.

IIK 2.5. I'oToBUTH M IEpEAABATHh TOKYMEHTBI HA APXUBHOE XPAaHEHHUE.

[1K 2.6. ObecnieunBaTh COXpaHHOCTh APXUBHBIX TJOKYMEHTOB B OpTaHU3aIUH.

OK 1. IloHumaTh CyHIIHOCTh M COLMAJIbHYI0 3HAYUMOCTh Oyayiuei mpodeccuw,
IIPOSIBIIATh KHEW YCTOMYMBBIN NHTEPEC

OK 2. Opranu3oBbIiBaTh COOCTBEHHYIO J€ATEIBHOCTh, UCXOAS U3 LEIH U CIIOCOOOB
€eJ0CTUKEHUS, ONPEICTICHHBIX PYKOBOIUTEIEM

OK 3. AHanuzupoBaTh pabo4yl0 CUTYalMIO, OCYIIECTBISATh TEKYIIUA U UTOTOBBIM
KOHTPOJIb, OLEHKY M KOPPEKLHIO COOCTBEHHOU JEATEIBHOCTH, HECTH OTBETCTBEHHOCTH 32
pe3ynbTaThl CBOEH PabOTHI

OK 4. OcymectBisath mouck uHbopManuu, HeoOxoaumoun mist 3¢hdEeKTUBHOTO
BBIMOJIHEHUANPO(PECCUOHANBHBIX 3a/1a4

OK 5. MWcnonws3oBath HMHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTUH B
po¢eCCHOHAIILHON JISITEIIbHOCTH

OK 6. Pabotats B koMaHe, 3pPeKTUBHO 00MIATHCA C KOJUIETaMHU, PYKOBOJICTBOM,
KJIMEHTaMU

OK 7. HcnonHATh BOMHCKYIHO OOSI3aHHOCTb, B TOM 4YHCJIE C NPUMEHEHUEM
MOJTYYEHHBIX TPOPECCUOHATIBHBIX 3HAHUM (17151 FOHOIIIEH )



3. CTPYKTYPA M COJEPKAHUE MPOU3BOJCTBEHHOM MPAKTUKH

3.1. TemaTu4yeckuii NJ1aH MPOrpaMMbl IPOU3BOICTBEHHOI NPAKTHKH

Koasl npogeccuoHaIbHbIX HaunmeHnoBaHus npogecCHOHAILHBIXMOIYJICH Bcero yacos Cemectp
KOMIIeTeHII NI
K 2.1 -TIK 2.6 Paznen 2. IIM.02 JlokymMeHTHpOBaHUE u 108 2
OpraHu3aloHHas 00paboTKa JOKYMEHTOB
3.2. ConepsxkaHue NPpoOU3BOACTBEHHOM MPAKTHKHU
Oobem
HaumenoBanue pasgena, MIAK Conep:xanue yueOHOro Marepuasia 4acoB
U TeM  INPOU3BOACTBEHHOI
NPAKTHKH
1 2 3
IIM 02. TokyMeHTHPOBaHHE H OPTAaHU3ALMOHHAsI 00Pa0OTKa JOKYMEHTOB 108
M/IK.02.01.
Opranuszanus 1 HOpMaTHBHO-
NPaBOBbI¢ OCHOBBI APXHBHOI'0
aeJyia
Tema Ne2.1.1 Conep:xanue 20
IIpaBoBoe peryJupoBaHre | 3HAaKOMCTBO C HOPMAaTHBHO-TIPaBOBOM  0a3oif  OpraHM3allvu/yupexJeHus:  IMpHUKas3bl
nHbopMaTU3aLUn ApXMBHOTO | pYKOBOAMTENS OpraHu3alMi /y4peKJIEHHs, THUIOBbIE U BEJOMCTBEHHbBIE MEPEUHHU
Acia JOKYMCHTOB CO CPOKaMM XpaHCHUS
Tema Ne 2.1.2. Conepixanue 20
KomrmiekToBaHue JOKYMEHTOB B KommiekToBanue apxuBa opranuzanuu/yupexaenus.OnpeaeneHue cocTaBa J0KyMEHTOB.
apxuBax CocraBneHne W BEJCHHE CIHUCKOB OpraHu3alMii /ydpeKIeHUH - HUCTOYHHKOB

KOMIUICKTOBaHUsAapXHBa.




Tema Ne 2.1.3. Copnep:xanue 22

DKkcnepTusa LIEHHOCTH
[TpoBeneHue 3KcnepTU3bl HEHHOCTH JTOKYMEHTOB. DKCIIEPTU3a LIEHHOCTH JI0KyMEHTOB

JIOKYMEHTOBB apXUBax
N3yueHne TOKyMEHTOB B LI€JISX OIPEENICHHUs] CPOKOB XPaHEHUs JOKYMEHTOB M 0TOOpa
UX HaIllOCTOSIHHOE XpaHEHue.
OneHka MH(QOPMAITMOHHOTO COAEP KaHUS JOKYMEHTOB.
[TpoBepka Hamuuuss HEOOXOAMMBIX IOANMUCEH, AT, OTTUCKOB IleyaTed, Pe30JIIOLUIA.
3amosHeHNEe JOKYMEHTOB C YCTaHOBJECHHE CpPOKOB XpaHeHus paen. Odopmienue
Pe3yAbTaTOB HKCIEPTU3bI LEHHOCTH JOKYMEHTOB.

M/JK.02.02.

O0ecnieuenue COXPaHHOCTH

JlokymeHTOB

Tema Ne 2.2.1 Copnep:xanue 22

Opranuzanus XpaHeHus | Iloaroroska aei K apXUBHOMY XPaHEHHUIO.

JIOKYMEHTOBB apXUBax Onucanue Jen B cleUUaNbHble y4deTHble (OpPMBbI (CHATOYHBIE OMMCU) B
COOTBETCTBUU cTpeOoBaHusAMU DeiepalibHON apXUBHON CITYKOBI.
Cucrematuzanus JOKYMEHTOB TEKyllero apxusa. [loaroroska m mepenada 1OKyMEHTOB
Ha apXUBHOE XpaHEHHUE.

Tema 2.2.2. Copnep:xanue 22

Hcnonb3oBanue apxuBHBIX | CocTaBJeHHE ONPEEIEHHBIX UH(POPMAIIMOHHBIX TOKYMEHTOB.

JOKYMEHTOB Hcnonb3oBaHue  apXUBHBIX  JOKYMEHTOB  (MCIOJHEHHWE  3alpoCcOB,  OOCIy)KMBaHUE

N0JIb30BaTEIEeH BUUTAIBHOM 3JI€).
Temaruueckas mnoaOOpka KOMUH JOKYMEHTOB JJIsl IMOATOTOBKM  MH(OPMALMOHHBIX
MEpPOIPUITHIA: BBICTAaBOK, KOH(epeHIuil u 1p.

nuddepenunposannbiii 3auer I111.02




4, YCJIOBUA PEAJIM3AIIMMA TIOTPAMMBI  ITPOU3BOJCTBEHHONI
HNPAKTUKHA

4.1. MaTepuaibHO-TeXHHYECKOe o0ecneyeHme:

CoBpemeHHbIE CpeACTBA OPraHU3aMOHHON TEXHUKH, CPEJICTBA CBSI3H.
- Komniorep B cOope (ki1aBuaTypa, MbIIIb, IPOIECCOP, MOHUTOP)
- MOV wnnu npuHTEp

[Ipou3BOACTBEHHAss NpakTUKa IPOBOJUTCA B OpPraHU3alMsAX W YUYPEKICHHIX
pa3aruHbIX (POPM COOCTBEHHOCTH, HAINPABICHUE JIEATEIHHOCTH KOTOPBIX COOTBETCTBYET
npo(UIII0 MOArOTOBKHOOYUAIOIIUXCS B COOTBETCTBUE C 3aKIIOYEHHBIM JI0TOBOPOM.

4.2. UndopmanuonHoe odecrieyeHne 00yueHust
Ilepeyens pekoMeHayeMbIX yU4eOHBIX U31aHuii, UHTEpHET-pecypcos,
JAOMOJHUTEILHONIUTEPATYPHI

HopmaTuBHbIe 1OKYMEHTbI:

1. ®denepanbHbil 3akoH: OO0 apxuBHOM jenie B Poccuiickoit deneparum.
YreepxaeH Ykazom Ilpesuaenta PO ot 22 oktabps 2004 r. Ne 125-®3. //Poccuiickas
razera. — 2004. — 27 mapra.

2. "TOCT P 7.0.8-2013. HaumonanbHblii cTaHmapT Poccuiickoii
Oenepanuu. Cuctema cTaHAapToB M0 WHOOpPMAIHU, OUOIMOTEUHOMY u
U3JaTeNIbCKOMY Jiey. Jlemonpous3BoacTBO U apXUBHOE J1e10. TepMuHbl U onpeneiaeHus"
(ytB.IIpukazom Poccranmapra ot 17.10.2013 Ne 1185c.

3. I'OCT 7.48-2002 CHUBU/[. KoncepBauusi 10KyMeHTOB. (OCHOBHBIE
TEPMHHBI ¥ OTIPEICICHUS.

4, I'OCT 7.50-2002. CUBM /1. KoncepBanus jokymeHToB. O01ime TpedoBaHus.
I'OCT P 33.505-2003. Equnsiit Poccuiickuii ctpaxoBoit o qokymeHTtaruu. [lopsaok
CO37IaHUsl CTPAxoBOro (POHIA TOKYMEHTAIWH, SIBJISIONMIEHCS HAIMOHAIBHBIM HAY4YHBIM,
KyJIbTYPHBIM M UCTOpUYeCKUM Hacneauem. [lata Beenenus 01.01.2004.

S [IpaBuna opraHu3anuu XpaHEHUs, KOMIUIEKTOBAHMSI, Y4€Ta U UCIIOIb30BAHUS
nokymeHToB ApxuBHoro ¢ouaa Poccuiickoit ®emepanu u JIpyrux apXUBHBIX
JIOKyMEHTOB B OpraHax rocyJapCTBEHHOM BIIACTH, OPraHaX MECTHOTO CAMOYIPABJICHUS U
opranu3zanusx (yrBepxaeHbl nprukazoM MuHkynbeTypsl Poccun ot 31.03.2015 Ne 526).

6. [TpaBuia paboOThI MOMBK30BATENEH B YUTATHLHBIX 3aj1aX TOCYIaPCTBEHHBIX
apxuBoB. M., 2003.
/. [TpumepHast HHCTPYKITUSA TI0 AGJIOMPOU3BOICTBY B TOCYAapCTBEHHBIX

opranuzanusi(yTBepxkaeHo npukazom denepaibHoro apxuBHoro arenrcrsa ot 11.04.2018
r. No 44),



8. [IpumepHoe monoxenue 00 apxuBe opraHuzauuu (YTBEPXKIEHO
npuka3zoMm denepanbHoro apxuBHOro areHrcTsa ot 11.04.2018 r. Ne 42).

9. OcHoBHble mpaBuia pabOThl apXWBOB OpPraHM3AlMi  OAOOpPEHBI
pemienreM kosuieruu Pocapxusa ot 06.02.2002.

10. CrnoBapb BHJOB M Pa3sHOBUIHOCTEH COBPEMEHHOM YIpPaBICHUECKOM
nokymeHTanuu - denepanbHoe OrOMKETHOE YyupexiaeHue «BcepoccHilckuid HaydHO-
UCCIIeIOBATEIbCKUN MHCTUTYT JOKYMEHTOBEJCHHS M apxuBHoro nena» (BHUWMIAJL),
Mocksa — 2014.

11. Konctutymuss  Poccuiickoit  ®denepanuu  (mpuHSATa BCEHAPOIHBIM
rojiocoBanrem 12.12.1993) — cr. 68.

OcCHOBHBIC HCTOYHUKHU:
JNOKYMEHTAILIMOHHOE OBECIIEYEHHME VYIIPABJIEHUS. YueOHuK U npakTUKyM

ais CITO https://biblio-online.ru/bcode/433679 [IlyBanoBa H. H.
Pocculickas akagemust HApOAHOTO X0341CTBa u roCyAapCTBEHHOU
ciryx06s1 Tipu [Ipesunente PO (r. Mocksa). [IpodeccuonanbHoe 06pa3oBaHue. ['pud

YMO CIIO, 2019, c. 221;

JOKYMEHTAIIMOHHOE OBECITEYEHUE VIIPABJIEHUSA ITEPCOHAJIOM.
VYuebnuk u npakrtukym aias CITIO https://biblio-online.ru/bcode/437238 A6ynanze /. T,
Bompsoxkkuna W, B.,, Macnoa B. M. MexnyHapogHas akajgemusi OuzHeca H
ynpasienust (r. Mocksa). [Ipodeccuonansnoe obpazoBanue. ['pudp YMO CIIO, 2019
c.299;

JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS 2-e uzn., ucnp. u gom.
VYuebnuk n npaktukym s CITO https://biblio-online.ru/bcode/437587

KazakeBuu T. A., Tkaninu A. . UHCTUTYT rocyaapCTBEHHOTO aIMUHUCTPUPOBAHUS

(r. Mocksa); UHCTUTYT 5KOHOMHKH U KyJIbTyphl (T.MockBa).  IIpodeccnonanpaoe
obpazosanue. ['pud YMO CIIO, 2019, ¢.177;

JOKYMEHTAILIMOHHOE OBECITEYEHUE YIIPABJIEHMA. JJOKYMEHTOOBOPO

N JAEJIOITPOU3BOJCTBO 3-e¢ uza., nep. u gon. YueOHuUkK u mpaktukym mist CITO
https://biblio-online.ru/bcode/433861 Kysuemnos WM. H. Benopycckuii rocymaapcTBeHHBIH
yauBepcuteT (r. Munck). [Ipodeccronansnoe obpazosanue. 'pudp YMO CIIO, 2019,

c. 462;

Poinb rocyapcraa B OpraHu3aIuH JICIIOTIPOU3BO/ICTBA https://biblio-
online.ru/bcode/438586 Jloponmna JI. A., HputukoBa B. C. TocymapcTBeHHBIH
yHuBepcuteT yrpasieHus (r. Mocksa). [Ipodeccuonansnoe obOpazoBanue. ['pudp YMO
CIIO, 2019, c. 233;

JNOKYMEHTAIMOHHOE OBECIIEYEHUE VIIPABJIEHUA + TECTHBI B ObC 2-¢
U3, Tiep. ¥ goi. Y4ueOnuk u npaktukyM st CITO https://biblio-online.ru/bcode/438491
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Koprees U. K., ITmenko A. B., Mamypue B. A. I'ocynapcTBeHHbII YHUBEPCUTET
ynpasiernus (r. Mocksa). [Ipodeccnonanproe obpazosanue. ['pud YMO CIIO, 2019,
c. 384

JlonoJIHUTEIbHbIE MCTOYHUKH:

OCHOBBI AEJIOITPOU3BOJACTBA 2-e uzn., nep. u on. YU4eOHUK U MPAKTHKYM IS
CIIO https://biblio-onlineru/bcode/439063 IllyBamoa H. H., MBanmoBa A. lO. ;
Poccuiickas akajgeMuss HapOJHOTO XO3SMCTBA W TOCYIAapCTBEHHOW CIIYXKOBI TIpH
[Ipesunenre P (r. Mocksa). IIpodeccuonansHoe obpazoBanue. ['pudp YMO CIIO,
2019, c. 428;

APXVMBOBEJIEHUE. ICTOPUS APXUBOB POCCHM C IPEBHEHNIIINX BPEMEH
0 HAYAIJIA XX BEKA. VYuebHoe rmocooue TUIst CIIO
https://biblioonline.ru/bcode/442483 IlemenkoBa C. W. ; mox Hayy. pea. Masyp JI.H.
VYpanbckuii QenepanbHblii  yHHBepcuTeT HUMeHH mnepBoro Ilpesumaenta Poccum B.H.
Enbimna (r. ExarepunOypr). IlpodeccuonanbHoe obpaszosanue ['pudp YMO CIIO,
2019, c. 153;

OTUKA W TICUXOJIOI'Mda AEJOBOI'O OBHIEHUA 2-e wu3a., mep. u JOIL
VYuebnoe nocodue mig CITO https://biblio-online.ru/bcode/441942 Cob6onbaukos B. B.,
Kocrenko H. A. HoBocubGupckuii rocy1apcTBEHHBIH MeJaroOrTHYeCKuii YHUBEPCUTET

(r. HoBocu6upck). [lpodeccnonansuoe odpazosanue ['pud YMO CIIO, 2019, c. 202;

HNuTepHeT — pecypcebl:
-http://delo-ved.ru
https://delo-pro.ru
https://www.sekretariat.ru
https://www.kadrovik-praktik.ru
http://www.bibliotekar.ru/deloproizvodstvo-2/

43.00mue TpeOOBaHMS K OpraHu3anuu o0pa3oBaTeIbHOI0 Mpollecca

NPOU3BOJACTBEHHOM NMPAKTUKHU

[TpousBoacTBEHHAs MpaKTUKa sABJsIETCs o0s3aTenbHol YacThio ocBoeHust [TTIKPC mo
npodeccun46.01.03. Jlenonpou3BOAUTENh U MPOBOJUTCS COTJIACHO y4eOHOMY IUIaHy W
rpadgukyydeOHOTO mpoIecca.

[IpousBoACTBEHHAs] TMpakTUKa MPOBOAUTCS B YUPEXKACHUSX U OpraHU3alUAX
paznTuYHBIX (GOpM COOCTBEHHOCTH, HAMPABICHUE ACSATEIBHOCTH KOTOPBIX COOTBETCTBYET
PO UITIO MOATOTOBKUOOYUYAIOIITNXCS.
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B mnpormecce mnpoxokaeHUsT MPOU3BOJICTBEHHOM MPAKTUKH OOyYarOLIUIiCs
NOATBEPKAAET PE3yJbTaThl OCBOEHUS KaXXJOr0 BHUAA JEITEIBHOCTH IMPETYCMOTPEHHBIX
dI'OC CIIO:

B nepuon npon3BOACTBEHHOW MPAaKTUKKA OOYYarOIIUKCS BBINOIHSAET pabOThI B
COOTBETCTBUHM C33JIaHUEM ITPAKTHUKHU.

[IpakThka 3aBepIIaeTcs OICHKOW OCBOCHHBIX OOydaomuMcs oOmmx u
npodeCcCUOHATLHBIXKOMITETEHITNH B hopme nuddepeHnrpoBaHHoro 3adera (/13).

B nepuo npoxoxxaeHus NpakTUKKA 00yYaroIUMCs BEAETCS JTHEBHUK MPAKTUKHU.
[To pe3ynbTratam NMpakTUKU OOYYAIOIIUMCSI COCTABIISIETCS] OTUET, KOTOPBIN yTBEPKIAETCs
PYKOBOIMTENIEM OpPTaHU3aIMH/YIPEKICHUS.

B kauecTBe mpuiokeHHs K JHEBHUKY IMPaKTUKU oOydarouuiics odopmisier
rpaduyeckue, BUACO - MaTepualbl, HAIJISIAHbIE OOpasibl W3JIENUNA, MOJITBEPKIAIOIINE
MIPAKTUYECKHUN OIBIT, TOJYYEHHBIN HAIIPAKTHKE.

ATTecTanus 1Mo UTOraM MPOU3BOJACTBEHHON MPAKTUKH MPOBOJUTCS C y4ETOM
pE3yJIbTaTOB, HOJITBEP K ICHHBIX JOKYMEHTaMU COOTBETCTBYIOINX
OpraHu3aIi/ yapesKICHHM.

4.4, KanpoBoe obecnieuenne 00pazoBaTejibHOIO Mpoiecca

OpraHuzanuioo M pPYKOBOJACTBO MPAKTUKON OCYLIECTBIISIIOT PYKOBOJIUTEIH
MPAKTUKHU OT TEXHUKYyMa U OT OpTraHU3aLNH.

TpeGoBaHug K KBalM(PUKALUKU TEIArOTMYECKUX KaJIpOB, OCYIIECTBIISIOLIUX
PYKOBOJICTBO ITPOU3BOJACTBEHHOM MPAKTUKOW: BbICHIEE 00pAa30BaHUE, OMBIT JEATEIbHOCTH
B OpraHu3alusAX COOTBETCTBYIOIIEH NpodecCHOHAIbHON cdepbl, JTONOJHUTEIBLHOE
npodeccuoHanbHOe 00pa3oBaHHE IO MPOrpaMMaM MOBBILEHUS KBaNU(UKALKUUA, B TOM
yuciie B opMe CTaXXUPOBKU BIPO(DUIIBLHBIX OpraHu3alusix He pexxe 1 pasa B 3 rona.
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5. KOHTPOJIb M OHLEHKA PE3YJIbTATOB OCBOEHUA

PO PAMMBITITIPOU3BOJCTBEHHOM ITPAKTUKH

@opMBI M METOABl KOHTPOJISI M OLEHKU pPE3YJbTATOB OCBOCHUS NPOrpaMMBbI
IIPOU3BOJICTBEHHOU MIPAaKTUKU IIO3BOJIAIOT

IIPOBEPATH y oOyJaromxcs

c(hOpMHUPOBAHHOCTH TPO(PECCHOHATIBHBIX KOMITIETCHIIMM U Pa3BUTHE OOIIUX KOMITETEHIIHIA.

OCYILIECTBIIEHUE PACKIIAJAKU

PesyabTartsl OcHoBHble  mnokazateqn | DopmMbl U MeTOAbI KOHTPOJISI U
(ocBoennbie IIK 1 OK) OLICHKH pe3y/IbTara OLIEHKH

[1K 2.1. ®opmupoBarts jaena. DopMHpPOBAHKE nena | HaGmronenue B rpouecce

(odopmitenue 00JI0KKHU Jea, | MPOU3BOACTBEHHOM NPaKTUKU.

SKCHepTHaH OLICHKA BbIIIOJIHCHUA

JIeJ, BEICHUE JTUYHOTO JieJla | 3aJlaHusl 10  MPOU3BOJCTBEHHOU
COTPYJIHUKA, PACIOJOXKEHUE | MPAKTHKE.
JIOKYMEHTOB B JIEJI€) JIlHeBHHK MIPOU3BO/ICTBEHHOM

MPAKTUKUATTECTAIIMOHHBIN JIUCT
Oruenka
KOMILJIEKCHOIO

PE3yJIbTaTOB

nudepeHIMPOBaHHOTO 3a4eTa.

I[IK  2.2. O6GecneuynBath Hemonctpauusi HaBblkoB 10 | HaOmronenue B rnpouecce
OBICTPBII MOUCK JOKYMEHTOB | TTOMCKY  JOKYMEHTOB 10 | MPOU3BOJICTBEHHOMN MPaKTUKH.
o HAy4YHO-CIIPAaBOYHOMY | KapTOTEKE. DKCrepTHasi OLIEHKAa BBIOJTHEHUS
anmapary (kapToTekam) 3aaHus 1[0  IPOU3BOJACTBEHHOMU
OpraHH3aluu. MIPAKTHKE.

JIHeBHMK IIPOU3BOJACTBEHHOM

NPaKTUKUATTECTAIIMOHHBIHN JTUCT
Onenka pE3yJIbTaToB
KOMILIEKCHOTO

TG depeHIIMPOBAHHOTO 3a4eTa.

[IK 2.3. CucremarusupoBaTh | Beimonnenue cucremaruszauuu | HabGmronenue B rporecce
n XPaHUTH JOKYMCHTBI | JOKYMCHTOB opraHu3alnuvnu HpOI/ISBOI[CTBeHHOI\/JI IMPAKTHUKH.
TEKYILIEro apXuBa. (pacnopsIuTETbHBIX DKcrepTHas OLEHKA BBITOJHEHUS
JNOKYMEHTOB, IIJJAaHOBBIX W | 3aJlaHusl 10  IPOU3BOJACTBEHHOMU
OTUYETHBIX IOKYMEHTOB, IIPAaKTHKE.
3asBICHUNA M kanob rpaxnaaH). | JJHeBHuK IIPOU3BOJICTBEHHOMN

OcymecTBisTh HAJIe)KHOE | MPAKTUKUATTECTALIMOHHBIN JIUCT
XpaHEHUE IOKYMEHTOB. Onenka pe3yIbTaToB
KOMILIEKCHOTO

g depeHIIMPOBAHHOTO 3a4eTa.
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K 2.4.
COXPaHHOCTh

ObecneunBaTh
MPOXOAAIIEH
CI1y>k€OHOM JOKYMEHTALUH.

Obecneuenue COXPaHHOCTHU

JIOKYMEHTALMH.

HaGmonenue B npoiiecce

IIPOU3BOJICTBEHHON [PaKTUKH.

SKCHepTHaH OLICHKA BbIIIOJIHCHUA

3aJIaHlsl 10 MPOU3BOJICTBEHHOU
MPaKTUKE.

JlHeBHUK MIPOU3BOJCTBEHHOM
MPAKTUKUATTECTAIIMOHHBIN JIUCT
Ouenka pe3yabTaTOB
KOMILJIEKCHOTO

TuQepeHIIMPOBAHHOTO 3a4eTa.

T1IK2.5.T'oToBUTH u
nepenaBarh JOKYMEHTHI Ha
apXHBHOE XpaHCHHE.

JleMOHCTpanusi HaBBIKOB 10
MOJIrOTOBKE  JTOKYMEHTOB K
nepeaaye B apXuB
(npoBeneHue AKCIEPTU3BI
LIEHHOCTH

JOKYMEHTA, orpeneneHme
CpOKa XpaHEHUs JOKYMEHTA).
[lepenaua  TOKyMEHTOB B
apxuB (ucriomHeHHe

IpoLeaypsl Iepeaun jaena B
apXMB B COOTBETCTBUU  C

rOCT).

HaGmonenue B mporecce

IIPOU3BOJICTBEHHON [PaKTUKH.

9KCHCpTHa$I OLICHKA BbIIIOJTHCHUA

3aJIaHlsl 10  MPOU3BOJICTBEHHOU
MIPAKTHKE.

JIHeBHHK MIPOU3BO/ICTBEHHOM
MPAKTUKUATTECTAIIMOHHBIN JIUCT
Ornenka pE3YNIbTaToB
KOMILIIEKCHOTO

QG epeHIIMPOBAHHOTO 3a4eTa.

IIK
COXPaHHOCTb apXUBHBIX

2.6. ObecrieuynBaTth

JOKYMCHTOB B OpraHu3aliu.

Obecneyenue COXpaHHOCTH
JOKYMEHTOB B apXUBE
(BBIOJIHEHHE  peXHUMa
XpaHEeHUs] JTOKYMEHTOB,
perucTpanys BBIJIa41
apXMUBHBIX JOKYMEHTOB,
perucTparus npuéma
apXMBHBIX JJOKYMEHTOB B

cootBetcTBUH ¢ [[OCT).

Hab6monenue B rpoiiecce

HpOI/I3B0}ICTB€HHOI\/JI IMPAKTHUKH.

SKCHepTHaSI OILICHKA BBbIIIOJTHCHUA

3aaHus 10  TMPOU3BOJACTBEHHOMU
MPaKTHKE.

JIHEBHUK IIPOU3BOACTBEHHOM
NPaKTUKUATTECTAIMOHHBIN JTUCT
OreHka PE3YJIBTaTOB
KOMIIJIEKCHOT'O

TG depeHIIMPOBAHHOTO 3a4eTa.

OK.1. [loHumarsp CymHoCTb U

COLIMAJIbHYIO 3HAYUMOCTb
Oymymeit npodeccuu,
MIPOSIBIIATH K Hel

YCTOWYHBBIA HHTEPEC

SIlcHO ompenensier ponb CBOEH
Oynymeir  mpodeccud B
oOmiecTBe, pOJAb 3HAHWK W

yMeHHH B mpodeccnoHanbHOM
JESITENbHOCTH.
OTBETCTBEHHOE OTHOUIEHHE K
BBITNIOJTHEHUIO TTOCTABJIEHHBIX
3ajau

Onenka JIEMOHCTpAINH
WHTEpeca K Oymymei
npodeccun B mporecce
MIPOU3BOJICTBEHHOU

MIPaKTHKH.

HaGmonenne w  sKcmeprTHas
OllECHKa  Ha  MPaKTUYECKHUX
3aHATHSAX.

Hamuune TIOJIOKUTENHHBIX

OT3BIBOB IMOUTOr'aM IIPaKTUKH.
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OK.2. OpranuzoBbiBaTh | MOTUBUPOBaHHO Orenka COOTBETCTBHUA

COOCTBEHHYIO JICATEIHHOCTh, | 0OOCHOBBIBAET BBIOOD, CI1oco00B JIOCTHKEHUS

MCXOJSl U3 LEeTH U CIocOO0B | MPaBUIIBHO u TOYHO 1Y, criocobam

e€ TOCTIKEHUS, BBITIOJTHSICT OTIpeIeIICHHBIM

OTIPEIeIICHHBIX npodeccuoHanbHbIe 3a0a41 PYKOBOJIUTEIIEM.

PYKOBOAUTEIIEM HaGmonenne w©  dKcIepTHAS
OllCHKa  Ha MIPAKTUYECKHUX
3aHATUSX.

Hamaue TIOJIOKUTEITHHBIX
OT3BIBOB MTOUTOTaM MPAKTUKH.

OK.3. AHanu3upoBarhb CamoaHanus M KOPpPEKIus OueHka  CBOEBPEMEHHOTO U

pabouyio CUTYAIHIO, pE3yIbTaTOB CBOEH pabOTHI KaueCTBEHHOTO BBITIOJTHEHUS

OCYIIECTBIISITh TCKYIITHH U (MIpaBUIBLHOCTD U 3aJlaHuH, camMoaHaJH3 u

WUTOTOBBIA KOHTPOJIb, OIICHKY | aJeKBATHOCTH OLICHKU pabovell | KOppeKIHuu pe3yabTaToOB

U KOPPEKLHIO COOCTBEHHOM | CUTyallUM B COOTBETCTBUH C cOOCTBEHHOW pabOTBHI.

NeSITeTbHOCTH, HECTH | MOCTaBJICHHBIMU IENSIMU U HabGmronenne u  sKcrepTHas

OTBETCTBEHHOCTh 3a | 33/Ja4aMu). OlICHKa  Ha MPAKTUYECKHUX

pe3yNbTaThl CBOEH pabOThI 3aHATUSX.

Hamnuune MOJI0XKUTETBHBIX

OT3BbIBOB ITIOUTOI'aM IIPAKTUKHU.

OK.4. OcymiecTBasiTh OUCK
nH(pOopMaHuU, He0OX0TUMOM
TSI s¢dexTrBHOTO
BBITIOJTHCHUS

npodeccnoHanbHBIX 3a7a4

OcymiecTBiseT IOUCK, 0TOOp U
pe3yJIbTaTUBHOE
WCTOJIh30BaHNE HHPOPMAITUH B
CIIPAaBOYHOM JIUTEPATYPE, CETH
WNuTepHer, HEOOXOAUMON st
3G (GEeKTUBHOTO  BBITIOJTHEHHUS
npoeCcCHOHATBHBIX 3aau.

Onenka 3¢ddexruBHOCTH
IIOMCKA HEo0X0 MO
uH(pOpMaIIHH.

00630p MEepUOANUECKUX U3TaHUH.
HabGmogenne u  sKkcmepTHas
OLlGHKa  Ha  TNPAKTUYECKUX
3aHATHUSX.

Hamuune MOJIOXKUTETBHBIX

OT3bIBOB IIOUTOr'aM IIPAKTUKU.

OK.5. Mcnonb3oBaTh
nH(pOpMaIMOHHO-
KOMMYHUKAITUOHHBIC
TEXHOJIOTUU B
npodeccuoHaTFHON
JeSITeTbHOCTH

Odopwmisier, nepesaer,
oOMeHMBaeTcsi HH(popmMaluei,
JIOKYMEHTAlMel C MOMOIIBIO
MH(POPMAIIOHHO-
KOMMYHUKAITUOHHBIX
TEXHOJIOTUH.

O1eHKa UCIIOJIb30BAHUA

MH(pOPMAIIMOHHBIX

TEXHOJIOTMII B Mpolecce
IIPOXOXKACHUS TPAKTUKH.
HabGmonenne u  sKkcnepTHas
OllCHKa  Ha IIPAKTUYECKHUX
3aHATUSAX.

Hamuune MIOJIOKUTETTBHBIX

OT3bIBOB TIOUTOT'aM IMPAKTUKH.

OK.6. PaGoTaTh B KOMaH/IE,
3¢ pexTUBHO 00MmATHCS C

Coburo1aeT STHYECKIE HOPMBI
nu npaBI/ma B3aI/IMOJIeI\/IICTBI/I$I C

OneHKa B3aUMOJIEUCTBUS C
00yJaromuMucs,
PYKOBOJUTENSIMU
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KOJUIEraMH, pyKOBOJICTBOM,
KJINEHTaMH1

KOJUIETaMH, PYKOBOJCTBOM.
Bnaneer npuemamu BeneHus
JaJiora, TUCKyCCUU.
PesynbratuBHO
B3aUMOJCICTBYET C
y4aCTHUKaMU
poheCCHOHATLHOM
JeSITeTIbHOCTH.

IIPaKTUKU B XOJ€ MPAKTUKUA Ha
TIPUHIIAIIAX TOJIEPAHTHOT'O
OTHOLICHUS: COOJIIOICHUE HOPM
JIETIOBOM KYJIBTYPBI; COOJIIOZCHUE

OTUYCCKHUX HOPM.

HaGmonenne W sKcmeprTHas
OILIEHKAa Ha MPaKTUYECKHUX
3aHATHSAX.

Hanuuue ITOJIOKUTEIBHBIX

OT3BbIBOB ITIOUTOI'aM IIPAKTUKHU.

OK.7. cionHATh BOMHCKYIO
0053aHHOCTb, B TOM 4HCIIE C
MPUMEHCHHEM IOJIy4CHHBIX
poecCHOHABHBIX 3HAHHMA
(nus roHOIIIEH)

Brnaneer cnocobamu
0ecKOH(DIMKTHOTO OOIICHUS U

CaMOPETYJISILIUU B
3KCTPEMAIIbHBIX YCIHOBHSIX
BOCHHBIX JICHCTBHH,

HPGSBBIHafIHLIX CUTyallusxX U B
HOBCCHH@BHOﬁ ACATCIIBHOCTH.

OreHKa CTpeMJICHUS K 3II0POBOMY
obpa3y
rpaxaanckoid nosunuu. OnucaHue

KM3HHM, K  aKTHBHOH

CUTYaIUi.
HabGmtonenne u  sKkcrepTHas
OLIGHKa  Ha  IHPAKTUYECKUX
3aHATHSAX.
Hannuue HOJIOXKUTETbHBIX

OT3bIBOB TIOUTOI'aM ITPAKTUKH.
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