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1. TACHIOPT PABOYEM ITPOI'PAMMBbBI ITIPAKTUKH YYEBHOM I1O
JAEJIOITPOU3BOACTBY VYII 02.01

1.1. ObaacTh NpUMEHEHHUS TPOrPAMMBI

Pabouas nporpamma YII 02.01 Ilpakthka ydyeOHas mo JaeiaoNnpOU3BOACTBY
ABJIAETCSI YacCThIO IPOrpamMMbl IMOATOTOBKHA CHELUATMCTOB CPEAHEr0 3BEHA
54.02.08 Texnuka U UCKyccTBO ¢oTtorpaduu B COOTBETCTBUU C (PerepaibHbIM
TOCy/IapCTBEHHBIM 00pa30BaTENbHBIM CTAHJAPTOM CPEIHET0 MPOPECCHOHATHHOTO
oOpazoBanust mo crneruanbHocT 54.02.08 TexHuka W HCKyccTBO (oTorpadum,
YTBEPKJICHHBIM TpHKa3oM MuHucTtepcTBa oOpa3oBaHus U Hayku Poccuiickoi
®enepanuu ot 27.10.2014r. Ne 1363 (3apeructpupoBano B MuHiocte Poccun
27 Hos16ps 2014 1. N 34960).

VYII102.01 IpakTuka yueOHas 1O ACIONPOU3BOICTBY peallu3yeTcs B paMKax
[IM 02 YmpasneHnue poroopraHuzanyeil Wiu ee NoApa3ieCHUEM U UMEET LIEIIbIO
OCBOCHHME OOydalImuMHucs Bujua mnpodeccuoHanbHoi naearensHoctd (BITJ)
«YmpaBieHue (oTOOpraHu3alMel WIM €€ TOoJpa3AeiieHUEM»», HalpapieHa Ha
dopmupoBaHre 00X U NpPOo(EecCHOHANBHBIX KOMIIETEHUUH, a TaKxkKe
npuoOpeTeHne HEOOXOJUMBIX YMEHUM M OIbITa MPAKTHYECKOH paboThl IO
n30paHHON crnenuanbHOCTU. [IpakTHyeckas MOArOTOBKA ABIISIETCS 3aBEPLIAIOLIAM
ATArlOM OCBOEHMSI MPOPECCHOHAIBHOIO MOIYJSI MO BHUIY HPO(PECCHOHATBHON
NEeSATEIbHOCTH.

[InanupoBaHue W oOpraHu3alMs NPAKTUYECKONM IMOATOTOBKM Ha BCEX €€
JTamax 00eCIEeYMBAET: IMOCIEAOBATEIbHOE PACHIMPEHUE Kpyra (GOpMUPYEMBIX Y
CTYJEHTOB YMEHUM, HABBIKOB, IIPAKTHYECKOTO OIBITA U WX YCIIOKHEHHUE IO MEpE
nepexoAa OT OJHOIO 3Tala NPAKTUYECKON MOATOTOBKU K JIPYromy; LEIOCTHOCTh
HOJIFOTOBKU CHEIHMAIUCTOB K BBIIOJHEHUIO OCHOBHBIX TPYJIOBBIX (DYHKIIMIA; CBSI3b
IPAKTUYECKON TOJrOTOBKHU C TEOPETUYECKUM O0yUEHUEM.

[TpakTnyeckas nmoaroroBka npu nposeneHuu npaktuku YII 02.01 IIpaktuka
yuyeOHas MO JeJONPOU3BOACTBY OpPraHU3YeTCs IMyTEM HEMOCPEICTBEHHOIO
BBINIOJIHEHHUS OOYyYarOUIMMUCS OIpPEACNICHHbIX BUJIOB padOT, CBS3aHHBIX C
Oyayuieit mpodecCuOHATbHON IeATeIbHOCTHIO.

ConepxaHue TPaKTUKU OMNpeAensieTcss TpeOOBaHUSMU K YMEHUAM U
MPaKTUYECKOMY OMbITY N0 npodeccruoHansHomy moayio I1IM 02 VYnpasnenue
dboToopranuzanmeii WiIM €€ NoApaslieIeHUEeM M JOJDKHO  00ecreurBaTh
000OCHOBaHHYIO MOCJENI0BATENLHOCTh (DOPMUPOBAHUS y OOYYAIOIIUXCS CHUCTEMBbI
YMEHUH, 1IEJIOCTHON MPOPECCUOHAIBHON JEATETFHOCTH M MIPAKTUYECKOTO OMbITa B
cootBeTcTBUM ¢ Tpeboanusimu OGI'OC CIIO.

HanpaBnenne Ha mnpakTHKy OQOPMISIETCS pPACIOPSIUTENbHBIM aKTOM
pYKOBOAMTENST 00pa30BaTEIbHON OpPraHMU3alUyd UM UHOTO YHOJHOMOYEHHOIO MM
JMIA C YKa3aHUEM BHUJIa U CPOKOB MPOXOKIAECHUS TPAKTUKH.

OOyuaromuecs B MEpUOI NPOXOXKACHUS NPAKTUKU OO0s3aHbl BBIMOIHSITH
3a/laHds, TPEAYCMOTPEHHbIE MPOrpaMMoOil MPaKTHKW; COOMI0AaTh MpaBHUIIA
BHYTPEHHETO pacnopsjika U TpeOOBaHUS OXpaHbl TpyJa U MOXapHOU
0€30MacHOCTH.



[To pesymbraraM TPAKTUKA PYKOBOAUTEIIEM TMPAKTHKUA (QopMuUpyeTcs
aTTECTAIlMOHHBIN  JINCT, COJEpXalluid CBEACHUA OO0 YpOBHE OCBOCHHS
oOydaromumcsi Tpo(heCCHOHATFHBIX KOMIIETCHIINA, a TaKKe XapaKTepUCTHKA Ha
OOyJaromerocsi Mo OCBOCHUIO TMPOPECCHOHATBHBIX KOMIIETCHIIMA B TEPHOJ
MIPOXOXKICHUS MTPAKTUKH.

B mepwon mpoxokIeHWs TPAKTHKU OOy4YarolIuMCs BEACTCS JTHEBHUK
npakTuKy. [1o pe3yiapTaTaM MpakTUKKA 00ydaromIUMCsl COCTABIISIETCS OTYET.

B kadecTBe mpuiokeHUs K JHEBHUKY MPAKTUKH OO0YydYarOmUiCsS 0hOpMIIIeT
MaTepHabl, MOATBEP)KIAOIINE MPAKTHUYCSCKUI OIBIT, IOJTYYEHHBIN Ha TIPAKTHKE.

[Ipaktuka 3aBepmiaercs audepeHIUPOBAHHBIM 3a4ETOM MPU YCIOBHH
MOJIOKUTEIBHOTO aTTECTAIMOHHOTO JIUCTa MO MpakTUKEe 00 ypOBHE OCBOCHUS
poeCCHOHATBHBIX KOMIIETEHITUI; HATMYIHS MTOJOKUTEILHON XapaKTepUCTUKH Ha
o0yyJaromerocs Mo OCBOCHUIO MPOQPECCUOHAIBHBIX KOMIETEHIIMA B TEPHUOJ
MIPOXOKJICHUS MPAKTUKU; TOTHOTHI U CBOEBPEMEHHOCTHU MPECTABICHUS THEBHUKA
MPAKTUKHU U OTYETA O IPAKTUKE B COOTBETCTBUHU C 33JIAaHUEM Ha MIPAKTHUKY.

1.2. Mecto B CTPYKTYype OCHOBHOM npo¢eccuoHaIbHOII
o0pa3oBaTeIbHOM NMPOTrPaMMBbI

[Ipaktuka yuebnas mo nenonpousBojctBy YII02.01 sBusercss yacTbio
OCHOBHOHM MNpodecCHOHaNbHOW 00pa30oBaTENbHOM MPOrpaMMbl: 00Opa30BaTEIbHOM
IpOrpaMMbl  CPEJHEr0  MPO(PECCHOHAIIBHOIO  00pa3oBaHUs — IPOrPAMMBI
MOATOTOBKU crnenuanuctoB cpeanero 3BeHa (IIMMICC3) mo chnenuanbHOCTH
54.02.08 TexHHKa M HCKYCCTBO (poTorpaduii B COOTBETCTBUU C (eAepalibHbIM
rOCyAapCTBEHHBIM 00pa30BaTENbHBIM CTAHIAPTOM CPEAHEr0 Npo(heCcCHOHATBLHOTO
oOpazoBanus no crneunanbHOcTH 54.02.08 TexHuka u uckyccTBO (oTorpadun),
YTBEPKJICHHBIM TpHKa30oM MuHucTepcTBa oOpa3oBaHusi U Hayku Poccuiickoi
®enepanuu ot 27.10.2014r. Ne 1363 (3apeructpupoBano B Muntocte Poccun 27
HOs10ps 2014 1. N 34960), Bxoaut B coctaB MJIK 02.01 DxoHOMMKA U yripaBlieHHe
dotoopranmzarmeit [IM 02 Vmpasnenue  ¢GoToopraHuzammen wid  ee
noApaszaeiaecHueM u TecHo cBszaHa ¢ Temamu MJIK 02.01: »skoHOMMKa
OpraHu3aluu (MpeAnpusTus), OCHOBBI MEHEKMEHTa M MAapKETHHIa, OCHOBBI
Oyxraiarepckoro ydéra M aHaiu3a (PUHAHCOBO-XO3SHUCTBEHHOW JAESITEIBHOCTH,
Ou3Hec-TIaHUPOBAHKE, IPaBOBOE oOecrieueHue npodeccuoHanbHON
NeSATEIbHOCTH, OCHOBBI JIEJIONPOU3BOCTBA.



2. TPEBOBAHHUS K PE3YJBTATAM OCBOEHUS [IPAKTUKHA
YUYEBHOMU VYII 02.01

2.1. Hean u 3a1a4u y4eOHOM NMPAKTUKH — TPeOOBAHUS K pe3yjbTaTaM
OCBOCHHUSA YUeOHOH MPAKTUKH

Lenbto mpaktuiku ydeOHOM mo nenmompou3BoacTBy YII02.01 sBusercs
OCBOCHHME OOydJarommMmucs Buaa mnpodeccuoHanbHoOn nesrensHocTH (BITJI)
«Ympasienue (HOTOOpraHU3aAIME WU €€ MOApa3JeieHueM», (OPMUPOBAHUE Y
oOydarormuxcst oOmux W MpodeCCHOHANBHBIX  KOMICTCHIIMH, a TaKKe
npuobpeTeHrne HeoOXOIMMBIX YMEHUHN M OMbITa MPAKTUYECKOW pabOTHI B 00JIACTH
JEJOMPOU3BOCTBA.

3ajauu npakTUKU yuyeOHou no aenonpousBoAcTBy YII 02.01: npuobperenue
OOyYarOIIMMHUCS ~ HABBIKOB  MPAKTUYECKOTO  MPUMEHEHUS  IOJYYCHHBIX
TEOPETUUYECKUX 3HAHUM, MPUOOPETEHUE MPAKTUYECKOrO OIbITa B 00JacTU
JIOKYMEHTAIlMOHHOTO ~ O0€CTieueHUs yNpaBlIeHUs, a TakkKe yMEHUH 10
COCTABJICHUIO M O(OPMIICHUIO YIPABICHUYECKUX JOKYMEHTOB M OpraHHU3aIluu
paboThI C TOKYMEHTaMHU ¢ COOJII0/IEHHEM TPEOOBAHU J1€TI0PON3BOICTBA.

Pe3ynpTaToM OCBOEHHS TMPAKTUKU Y4YEeOHOM 1O JIEJIONPOU3BOJCTBY
VII102.01 sBusgercss TOTOBHOCTh OOyYarIIerocs K  BBHIIOJHCHUIO  BHJIA
npoeCCUOHANIBHONW ACSATENBbHOCTH «YTpaBiaeHue ¢GoToopraHu3aluend Wikl ee
nojApaszaeacHueM» u cHOPMUPOBAHHOCTh y HETO OOHIUMX U MPOdheCCHOHAIBHBIX
KOMITCTCHIUH.

DOTOTEXHUK JOHKEH 001a7aTh OOMIMMU KOMIIETCHIIUSIMU, BKJIHOYAIOIIUMU
B c€0s1 CTOCOOHOCTH:

OK 1. IlonuMarh CyIIHOCTh M COLMAJIBHYIO 3HAYMMOCTH CBOEU Oymyriei
npodeccun, MposIBIATh K HEM YCTOMUMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JCSTEIBHOCTh, BHIOMPATH THUIIOBBIC
METO/IBl M CIOCOOBI BBIMOJHEHUS TPO(PECCHOHANBHBIX 3a/lay, OIEHWBATH HX
3 PEKTUBHOCTH U KA4E€CTBO.

OK 3. IlpynuMath peuieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalLUSIX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. Ocy1iecTBasTh MOUCK M UCTIOJIb30BaHUE WH(OpMAIuu, HE0OX0IMMON
111 3PEKTUBHOTO BBINOJHEHUS MPO(PECCHOHANBHBIX 33]1a4, MPO(PECCHOHATIBEHOTO
U JTUYHOCTHOTO Pa3BUTHSI.

OK 5. Hcnonb3oBaTh MHHOPMAIITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
npo¢heCCUOHAIBHON JIEATEIIbHOCTH.

OK 6. PabGotarh B KOMJIEKTHMBE W B KOMaHze, 3((PEeKTUBHO oOIIATHCA C
KOJUIETaMH, PYKOBOJCTBOM, IOTPEOUTEIISIM.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YJIECHOB KOMAaHJbI
(MOIYMHEHHBIX), 32 PE3YJIbTAT BBINOJHEHUS 3aJaHU.

OK 8. CamocTosTenbHO OMpenensiTh 3a7adu  MNpodhecCUOHATBLHOTO H
JUYHOCTHOTO Pa3BUTHUSI, 3aHUMATHCS CaMO0Opa30BaHUEM, OCO3HAHHO TUTAHUPOBATH
MOBBINICHUE KBATU(UKAIIIH.



OK 9. OpueHTupoBaTbCS B YCJIOBUSX YaCTOW CMEHBI TEXHOJIOTMH B
npoecCUOHaNBbHOM eI TEIbHOCTH.

@DOTOTEXHUK JOJDKEH 00sanaTh MnpodecCUuOHATbHBIMU KOMIETEHIUSIMU,
COOTBETCTBYIOIIUMH BUIAM JIEATEIbHOCTH:

domocvemKa pasiuuHblx HCaAHPOs (8UO08).

IIK 1.1. BBIMOAHATH CTYIUHHYIO IOPTPETHYIO (POTOCHEMKY.

[IK 1.2. Beimonusate porochemMKy mei3axka, apXUTEKTYphl, B TOM YHUCIE
METOJIJaMU TAHOPAMHOMN CHEMKH.

[1K 1.3. BeimoaasaTs pOTOCHEMKY HHTEpbEpa U MOPTPETa B HUHTEPHEPE.

I[IK 1.4. DBolmomHATs pPENOPTaXHYIO  (POTOCHEMKY  (COOBITHIHYIO,
CBaJICOHYI0, CIIOPTUBHYIO, TEATPAIbHYIO, KOHUEPTHYIO).

Vnpasnenue pomoopeanuszayueii u ee noopazoenenuem.

IIK 2.1. Opranu3oBsIBaTh, INIAHUPOBATh U KOOPAUHUPOBATH JIESATEIBHOCTD
(doToopraHu3ay WIK €€ MOAPA3EICHNUs B COOTBETCTBUM C NMPABUIAMU TEXHUKH
0€30M1acHOCTH U HOPMAaMM OXpaHbl TPYy/a, B TOM UUCJE BHEAPSISI NHHOBAIL[MOHHBIE
TEXHOJIOTHH.

[1K 2.2. Opranu3oBbIBaTh MPOJBUKEHUE YCIYT U PA0OTY C MOTPEOUTEIAMH.

I[IK 2.3. Ananu3upoBaTb U OLECHHUBATh PE3YyJbTaThbl, KOHTPOJIUPOBATH
palMOHAJIbHOE  HCIIOJIB30BAHME  PECypcoB, KadecTBO U 3(PPEKTUBHOCTH
JesATeILHOCTH B 00act Gororpadum.

B pesymprare mpaktuku ydeOHOM mo gemompousBoactBy YII 02.01
oOyyJaromuiics

00JIJHCEH 3HAMb !

— TIOHSITHE, LIEJIH, 3a/1a4H U MIPUHIIMIIBI 1eJIOTIPOU3BOJICTBA;

— OCHOBHBIE MIOHATHUS JOKYMEHTAIIMOHHOTO 00ecTeueHus yIpaBiIeHUs;

— CHUCTEMBbI JOKYMEHTAIlMOHHOTO 00ECIIeUeHNUs yIIPaBICHMUS;

— KJaccU(pUKAIIIO JOKYMEHTOB;

— TpebOoBaHUs K COCTABICHUIO U O(POPMIIEHUIO TOKYMEHTOB;

— Opra’u3alurio T0KyMEHTO000pOTa,;

— npuema, 0o0pabOTKy, PETrUCTPAlMI0, KOHTPOJb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATypy Jed;

00./12/CeH YyMemby.

— 0(hOpMIIATH TOKYMEHTAIIMIO B COOTBETCTBHH C HOPMAaTUBHOM 0a30ii, B TOM
YHCJIe C UCTIOIb30BaHUEM HH()OPMALIMOHHBIX TEXHOJIOTHUH;

— OCBaMBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON 00paOOTKU TOKYMEHTAITUH;

— HCTOJB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;

— OCYIIECTBIISTh XpaHEHUE U TIOUCK JOKYMEHTOB,

— HCIIOJIB30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHM B JIIEKTPOHHOM
JIOKyMEHTOOOO0pOTE.

2.2. PekomMeHayemMoe KOJHUYECTBO YAaCOB HA OCBOEHHE NPOrpaMMbl
y4eOHOH NPAKTUKU

MakcUMallbHas ydyeOHasi Harpy3ka oOyuaromierocsi Ha ocBoenue YII102.01
[IpakTrku y4yeOHOI 1O 1eT0NmPOU3BOICTBY — 36 4acoB.



3. CTPYKTYPA U COJAEPXAHUE NPAKTUKH YYEBHOM
Y1 02.01

3.1. OO0Bbém yacoB u BUIbI y4eOHOH padoThI

Bun yuebnoit paboTsl O06béM "acoB
MaxkcuMasibHasi yyeOHasi HArpy3Ka (Bcero) 36
O0s13aTesibHAsE ayIMTOPHAasA yYueOHasi Harpy3Ka (Bcero) 36

dopma koHTpOJIs: T dhepeHIIMPOBAHHBIN 3a4eT




2.2. TemaTuyeckuii JIAH U coJlep:KaHNe NPAKTUKH yueOHO# no neaonpoussoactpy YII 02.01

HaumenoBanue paznenoB | CoaepxaHue yueOHOro Marepuaia, mpakTuieckue paboThl, caMmocTosTesbHas pabora | O0bEM | YpoBeHb
Y TEM o0yyJaronmxcs 4acOB | OCBOCHMS
1 2 3 4

Tema 1. [IpoBeneHne HHCTPYKTaka 00YyUAIOLIUXCS IO 03HAKOMJIEHUIO C TPEOOBAaHUSMH OXPaHbI 2 2
JloKkyMeHTHpOBaHNE Tpy/Aa, TEXHUKH O€30MacHOCTH, MOXKapHOW 0e30MacHOCTH, a TaKkKe MpaBUIAMU
yTIpaBICHYECKON BHYTPEHHETO TPYAOBOTO pacmopsinka. O3HaKOMJIIEHHE C CoJep)KaHueM paboueit
NeSITeTbHOCTH nporpamMmsl NnpakTuku. TpeboBanus K Iu¢depeHIUPOBaHHOMY 3a4eTy MO NpaKTHKE.

XapakTepucTUKa COBPEMEHHOM HOPMAaTUBHO-METOJIMYECKONM 0a3bl OpraHu3aluu

paboTHI C TOKYMEHTaMH B YIIPABJICHHH.

Ilpakmuueckass paboma Nel. PaGota ¢ HOpPMATHBHBIMH THPaBOBBIMH  aKTaMHU.

W3ydyeHne HOPMATUBHO-TIPABOBBIX AKTOB U METOJMYECKUX JIOKYMEHTOB, COAEPIKAIINX

TpeOOBaHUs K COCTaBIEHHUIO M O)DOPMIIEHUIO TOKYMEHTOB.
Tema 2. Knaccudukanms OpraHU3alMOHHO-PACIOPSAUTENbHON JOKYMEHTalLUU: 4 2
Cucrema OpraHU3alMOHHbIE, PACIIOPSAIUTEIbHBIE U CIPAaBOYHO-MH()OPMALMOHHBIE JTOKYMEHTHI.
OpraHM3alMOHHO- O3HaKOMJIEHHE C OpraHU3allMOHHBIMU JTOKyMEHTaMH. YCTaB, IMOJIOXKEHHE, IpaBHIia
pacmopsIINTEIbHOM BHYTPEHHETO TPYIOBOTO pACIOPSIKA, IOJHKHOCTHAasS WHCTpyKnus. CocraBieHHe
JOKYMEHTAIIHH. OpPTraHU3alMOHHBIX JOKYMEHTOB.
OpraHusaioHHbIe Ilpakmuueckass paboma Ne 2. Co3naHue OpraHu3alliy, ONpPEIENIEHUE CTPYKTYPHI H
JOKYMEHTHI MITAaTHOW  YHCICHHOCTH  OpraHU3alliH, 3aloJIHEHHWE KapTOYKH  (PEKBHU3UTOB)

opranuzanuu. CoCTaBJICHHE C WCIOIH30BAHMEM OJIAHKOB JOKYMEHTOB INTATHOTO

pacnucaHusi, TOJOXKEHHS O CTPYKTYpHOM MOJpa3Aei]eHUH OpraHu3aliH, I[paBHIl

BHYTPEHHETO0 TPYJIOBOIO pacnopsika, IOJKHOCTHOM HHCTpykiuu ¢dotorpada 3

KaTeropuu (C UCmojib30BaHUEM MpodeccuoHanbpHoro cranaapra "dororpad").
Tema 3. OOmast XapakTepUCTHKA BHUIOB PACIIOPATUTEIBHBIX JOKYMEHTOB (TIOCTAHOBJICHHMS, 4 3
PacnopsiaurensHbie peleHus], MPUKa3bl, pacropsHKeHMs, ykazanus). [lopsaok moaroToBku U opopMiIeHUs
JOKYMEHTBI pacTopsIMTENbHBIX JOKYMEHTOB. COCTaBJICHHE PACTIOPTUTEILHBIX TOKYMEHTOB.

Ilpakmuueckas paboma Ne 3. CocTaBneHHe pacHOPSAUTEIBHBIX TOKYMEHTOB: MPUKa3
00 yTBEpKJIEHWH ¥ BBEJCHHM B JACWCTBHME MITATHOTO pACHUCAHMSA; NPUKa3 00
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HaumenoBanue pa3nenoB | ConepxaHue yueOHOro Marepuaia, mpakTuueckue paboThl, camocTosTeNnbHas pabora | O0bEM | YpoBeHb
U TEM 00yyaronmxcs 4acoB | OCBOCHMSI
1 2 3 4
YTBEp>KJIEHUH U BBEJICHUH B JIEHCTBHE JOPKHOCTHOM MHCTPYKIUH (oTorpada.
Tema 4. CrpaBo4HO-MH(POpPMALIMOHHBIE TOKYMEHTHI. JleoBas mepenucka, BUAbl U COCOObI €& 4 3
CnpaBouHo- nepenayn. CocTaBiieHUE CIIPABOYHO-UH(POPMALIMOHHBIX IOKYMEHTOB.
UH(pOpMaLMOHHbIE Ilpakmuueckas paboma Ne 4. V3ydyeHue cripaBOYHO-UH(POPMAIIMOHHBIX JTOKYMEHTOB:
JOKYMEHTBI IOPOTOKOJI, aKT, MMCbMO, CIpaBKa, JOKJIaaHas (CiayxeOHas) 3alucka, MpencTaBiIeHHe,
3asiBIeHHE, OOBsACHEHHUE, TenedoHorpamMma, Tenerpamma, pesrome. CocTaBieHHE akTa,
MIPOTOKOJIA, CTY>KEOHOM 3aMiCKU, MUChMa, TelIe(OHOTPAMMBI, pE3IOME.
Tema 5. Cucrtema 1OrOBOPHO-TIPAaBOBOM JOKYMEHTAllMM: Ha3HAYeHHE, COCTaB, COCTaBJICHHUE U 6 3
J1oroBOpHO-TIpaBOBBIE opopmnenue. IlonstTne u coxepkanue porosopa. Kiaccudukauus JOrOBOpOB.
JIOKYMEHTBI [lopsnok 3axntoyeHust goroBopa. bazoBas cTpykTypa (OCHOBHBIE pa3/ielibl) JOrOBOpA.
[IpoTokonbl  pa3Horjmacuii Kk  joroBopam mocTtaBkd. Kommepueckue — akThl.
JoBepenHoctu. CocTaBiieHHE JOTOBOPHO-TIPABOBBIX JIOKYMEHTOB.
Ilpaxmuueckas paboma Ne5. CoctaBieHHe IOrOBOPHO-IIPABOBOM JOKYMEHTALlUU:
MUCbMO, cozepxaimiee odepTy (MpeyiokKeHUe 3aKIOYUTh JIOrOBOp); IHUCHMO,
coJiepkalliee akuenT (MpUHATHE NPEUIOKEHUs 3aKIIOYUTH JOrOBOp); JOTOBOP
BO3ME3/HOTO OKa3aHHs yCIyT; TOTOBOP C MOJEINbIO; JOTOBOP MOCTABKU; aKT MpUEMa-
nepesayu NpoAyKIHH (TOBapoOB).
Tema 6. Odopmiienue TpyAOBBIX OTHOIICHUN. TpynoBoil moroBOp. BHIbl HOKYMEHTOB TIO 4 3
JlokyMeHTHpOBaHHE JU4YHOMY cocTaBy. CocTaBlieHuEe JOKYMEHTOB IO JINYHOMY COCTaBYy.
TPYIOBBIX OTHOLIEHUI Ilpaxmuyeckasn paboma Ne 6. CoctapieHue JOKYMEHTOB 110 JUYHOMY COCTaBY: MPHUKa3
0 mpueMe paboTHUKA Ha paboTy; MPHUKa3 O MepeBojie padOTHHKA Ha JPYTyr0 padoTy;
MpUKa3 O MPENOCTaBICHUH PAOOTHUKY OTIYCKa; MPHUKA3 O MOOIIPEHHH PaOOTHHUKA;
MIPHUKA3 O MPEKPaILEHUU TPYAOBOT0 JOTOBOPA.
Tema 7. [Iperenzuonno- | locyneOHbIE  MOpsAAOK  yperynmupoBanus  cmopoB. [IpaBuma  odopmiienus 4 3

MCKOBasl JOKyYMEHTAUs

MPETEH3NOHHBIX THceM. TpeOoBaHMS K OQOPMIIEHUIO MCKOBBIX 3asBieHH. [lopsmok
HarnpasJieHUs 1 0(QOpPMIIEHUS OT3bIBA HA UCKOBOE 3asBieHrne. CocTaBieHUE PETEH3UH,
VICKOBOTO 3as1BJICHUS.
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HaumenoBanue paznenoB | CoxepikaHue yueOHOTo MaTepuala, MpakTHuecKue paboThl, camocTosiTeNbHas pabota | OO6bEéM | YpoBeHb
U TEM 00y4aromuxcs 4acoB | OCBOEHHUS
1 2 3 4
IIpaxmuyeckas paboma Ne 7. CoctaBieHue NpeTeH31H, HCKOBOTO 3asIBICHHUS.
Tema 8. Opranuzanust paboTel ¢ gokyMeHTaMu. JlokymeHtooOopor. KommnbroTepHas 4 3
Opranuzanus padoThl C (aBTOMaTU3UpOBaHHAs1) perucTpauus JoKyMmeHToB. OdopmiieHue KYpHAJIOB
JOKYMEHTaMH PErUCTpAallMM  BXOJSAIIMX U UCXOIAIIMX JOKYMEHTOB. CoOCTaBlI€HUE HOMEHKJIATYPbI
nen.
Ipakxmuueckass paboma Ne 8. OdopMieHHE >XYpHAIOB PETUCTPANN BXOAAIINX H
UCXOSIINX JOKYMEHTOB. CocTaBleHe HOMEHKIIATYPHI Jel.
Tema 9. Odopmienue N3yuenne ['OCT 7.32-2017. MexrocynapcTBeHHbl crannapT. CucreMa CTaHIapTOB 4 2
oTyeTa O Hay4yHO- no wuHpopManuu, OUOIMOTEYHOMY U HU3JAATEIbCKOMY Jneny. OT4eT O HaydHO-
HCCIIEN0BATENBCKON uccienoBaTenbckoil padore. CTpykTypa u npasuiia opopMiieHHUs (BBEIEH B ACHCTBHE
pabote [Tpukazom Poccrangapta ot 24.10.2017 N 1494-ct ¢ 1 urons 2018 roxga).
I'OCT P 7.0.97-2016. Hanmonansnslii ctangapt Poccuiickon ®enepannu. Cucrema
CTaHAAapTOB 1O  HHPoOpManuu, OUOIMOTEYHOMY U  HU3JATEIbCKOMY  JIENy.
OpraHu3aioHHO-pacopAIUTeNbHas JoKyMeHTanus. TpeOoBaHUs K O(QOpPMIECHHUIO
nokymeHToB" (y1B. [Ipukazom Poccranmapra ot 08.12.2016 N 2004-ct). Odopmiienue
CTPYKTYpHBIX 3JIeMeHTOB oT4eTa 0 HUP — BeImyckHO# KBaIM(PUKAITMOHHOM PaOOTHI.
Ilpakmuueckas paboma Ne 9. OdopmiieHHE CTPYKTYPHBIX DJJIEMEHTOB OT4YeTa O
HAy4YHO-HCCIIE0BATENIbCKOH paboTe CTyJAeHTa — BBIMYCKHOW KBaTU(UKAIIMOHHOM
paboThl (AUTIOMHON paboOTHI).
Bcero: 36

Jlis XapaKTepUCTUKU YPOBHS OCBOEHUS yU€OHOI0 MaTepHasa UCIIOJIb3YIOTCS CIIEAYIOIINE 0003HAUCHHUS:

1 — o3HakoMHTENBHBIN (y3HABaHUE PaHEe H3YYEHHBIX 00BEKTOB, CBOWCTB);

2 — PenpOAYKTHBHBIN (BBIIOHEHHE ACATEIILHOCTH M0 00pasily, HHCTPYKIMU WU MO/ PYKOBOJACTBOM);

3 — MPOAYKTHBHEIH (TUTAHUPOBAHHUE W CAMOCTOSITEIILHOE BBINIOJIHEHHE JICATELHOCTH, PEIICHHE CUTYallMOHHBIX 3a]1a4).
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4. YCJIOBUSA PEAJIMZALIMU ITPOI'PAMMBI

4.1. TpeOoBaHMsT K MHHHUMAJLHOMY MATEePHAIbHO-TEXHHYECKOMY
o0ecIeYeHnIo

Peanu3zamus mporpammbl MPakTHUKK TpeOyeT Haln4yne KabuHeTa SKOHOMUKU
opranm3anuu u ousHec-manupoBanus (30117, HoMep MOMEIIeHUs B COOTBETCTBUU
C JOKyMEHTaMH OIOpO TEXHHYECKOW WHBEHTapu3auuu: Jlurepa A, 3-il 3Tax,
nomenieHrue Ne 24), OCHAIIEHHOTO KOMITBIOTEPHON TEXHUKOH C BO3MOXXHOCTBIO
IocTyna K  WH(pOpMarMoHHO-TeIEKOMMYHUKAMOHHONW cetn  "HHTepHeT",
UH(GOPMAIIMOHHBIM CIPABOYHBIM CUCTEMaM: KOMIBIOTEpHAs CIIpaBOYHAs MPaBOBast
cuctrema Koncynprantllnioc, KOMIbIOTEpHas CIpaBOYHAs IIPaBOBas CHCTEMA
["apaHr.

O6opynoBanue yueOHOTO KaOMHeTa:

— KOMIUJIEKT  CIEUMAIM3UPOBAHHOM yueOHOW Mebenu (CTylbs, CTOJBbI,
CTOJIbI C IByMsI CTOJICIIHULIAMH T10J] MOHOOJIOKH, paboyee MecTo MpernogaBaTes,
JIOCKa yueOHas);

— MoHo0s0kH ProOne 400 ¢ knaBuatypoit (9 mr.), MyJIbTUMEIUIHBIN OJOK,
cucteMHbIi 0ok [Ipomereii, kmaBuatypa, Mblllb, IpuHTEp Jazepubid HP LI1005,
ckaep Epson Perfection V10, sxpan nHa mratuse DINON TRIPOD 200%150,
teneBuzop Philips;

— JIUICH3WOHHOE mporpammuoe obOecmeuenne: Windows; MS Oficce;
aHTUBHUPYCHAS IPOTrpamMMa,;

— HarJIsIHbIC TocoOus (00pa3ibl JOKYMEHTOB, OJTAHKOB U T.I1.).

4.2. HudopmainuonHoe odecrevyeHne 00ydeHust
Ilepeyenbs pexkomMeHayeMbIX Y4yeOHbIX H3aaHuil, HHTepHeT-pecypcos,
JAOMOJTHUTEIbHOU JINTEPATYPbI:

OcHOBHasg nureparypa:

1. [llyBanoBa H.H. OcHOBBI 1e710PON3BOJCTBA: YUSOHUK U MPAKTHKYM JIJIs
cpeanero npodeccruonanbHoro oopazosanus / H. H. IllyBanosa, A. 1O. lBaHOBa;
nox obmiedt pegakuuenn H. H. IllyBanoBoit. — 2-e uzn., nepepad. u gomn. — Mockaa:
M3natensctBo IOpaiit, 2019. — 428 c. — (IIpodeccuonanbHoe 0Opa3oBaHuE). —
ISBN 978-5-534-11014-2. — Texkcrt: anextponnbiii // ObC FOpaiit [caiit]. — URL:
https://biblio-online.ru/bcode/439063.

2. T'pozoBa O.C. Jleaonpou3BojacTBo: y4eOHOE MocoOue st BY30B /
O. C.I'po3oBa. — MockBa: MznarensctBo FOpaiit, 2019. - 124 c. — (Bsiciuee
oOpazoBanue). — ISBN 978-5-534-06787-3. —Tekct: anexkrpounnsiii // IbC FOpaiit
[caiiT]. — URL.: http://www.biblio-online.ru/bcode/453969.

3. bacakoB  M.U. JlokymMmeHTallMOHHOE  OOCCIIeUeHHe  yIpaBJeHUS (C

OCHOBaMH apxuBOBejeHus1): yueoHoe nocooue / M.U. bacakos. — M.: KHOPVYC,
2013.



https://biblio-online.ru/bcode/439063?utm_campaign=rpd&utm_source=doc&utm_content=30f1d7387967c063b2f0f544dcd9a0df
http://www.biblio-online.ru/bcode/453969?utm_campaign=rpd&utm_source=doc&utm_content=dc2dcccdc2094ecbeadd86cf97a74eb6

4. KysueunoB W.H. JlokymeHTanmoHHOe oOecrieueHue YIpaBlICHUA U
nenonpousBoacTBo: yueOoHuk / MI.H. Ky3nenon. — M.: U3znarensctBo FOpaiit; 11
FOpaiit, 2013.

5. Cenuenko II.B. JlokyMeHTallMOHHOE OOECIEUEHHE YIPaBICHUYECKUX
pemenuit: yaeonoe nocooue / I1. B. Cenuenko, 1O. I1. Exnakos, B. E. Kupuenko;
M-Bo oOpazoBanus u Hayku Poccuiickoit denepanmu, ToMckckuii Troc. yH-T
cucteM ynpasienus U paaunosnekTpouku (TYCVYP).: Onp Konrent, 2011. TekcT:
ANIEKTPOHHBIN // DOnekTpoHHass OubnuoreyHas cucrema «AMOyke». URL:
http://www.ibooks.ru

JlonmonmHuTENbHAA JIUTEpPATYypa:

1. bacakoB M.U. CoBpemeHHOE JAENOMPOU3BOACTBO  (JOKyMEHTaIlMOHHOE
obecrieueHue yrpasieHus): yaeonoe mocooue / M.U. bacakos. — 1U3x. 3-e, ucnp. u
nor. — PoctoB w//1; ®enukc, 2009.

2. JlemompousBoactBo: yueOHUK nisi By30B / T.A. beikoBa, JI.M.BsioBa,
I'.}O. Makcumoruy, JI.B. Cankuna; mox o6mr. pea. npod. T.B. Ky3nemnosoit. — M.
MI®SP, 2004.

3. MakapoBa H.B., Hukomaituyk ['.C, Turoa IJ.®. KommsroTepHoe
JIeONPOU3BOACTBO: YueOHbIl Kypc. — CI16.: ITutep, 2003.

4. ITmenko A.B. JlokyMeHTanMOHHOE OOECIEUYeHHE  YIPABJICHHUS
(Hdemompon3BoicTBO): yueb. mocodbue. — M.: DOPYM; UHDOPA-M, 2003.

5. Pymbiauna JI. JlokyMeHTallMOHHOE 0O€CIeUeHUEe YIPABICHUS: YYEOHUK
JUIS CTYJIEHTOB YUPEXKJICHUN CpelHero mnpodecCuoHaabHOTO oOpa3oBaHus. 12-€
u3n. — M.: 3narensctBo: Akagemus, 2014.

Hopmamuesnvie npasogvie akmul:

1. Konctutyuust Poccuiickoit ®enepauuu (IpuUHITa BCEHAPOJHBIM
rojgocoBanrem 12.12.1993) (c ydyetom mompaBOK, BHECEHHbIX 3akoHamu P®D o
nonpaskax Kk Koncrurymuuu PO).

2. I'paxnmanckuii xomekc Poccuiickoit denepanum (4acTh IepBas) OT
30.11.1994 N51-d3. "Cobpanue 3akoHomaTenbcTBa PD", 05.12.1994, N32,
cT. 3301,"Poccuiickas razera", N238-239, 08.12.1994.

3. I'paxmanckmii komekc Poccuiickori denepanuu (4acTb BTOpas) OT
26.01.1996 N14-d3. "CobOpanue 3akoHomaTenbcTtBa P®", 29.01.1996, NS5,
ct. 410,"Poccuiickas razera", N23, 06.02.1996, N24, 07.02.1996, N25,
08.02.1996, N27, 10.02.1996.

4. ApOuTpaxkHblil mpoleccyanbHbli koaekc Poccuiickoit ®denepanuu ot
24.07.2002 N95-®3. '"llapmamentckas razera", N140-141, 27.07.2002,
"Poccuiickas razera", N137, 27.07.2002, "CoOpanue 3akoHojaTeiabctBa PD",
29.07.2002, N30, ct. 3012.

5. Tpynosoit konexkc Poccuiickoit @eneparuu ot 30.12.2001 N197-03.
"Poccuiickas razera", N256, 31.12.2001, "Ilapmamentckas razera", N2-5,
05.01.2002, "Cob6panue 3akonomarensctsa PO", 07.01.2002, N 1 (u. 1), cT. 3.

6. denmepanpubiii 3akoH oT 06.04.2011 N 63-®3 "OO6 »>aeKTpOHHOU
noamucu" (¢ w3M. m jom.). "llapmamentckas raszera", N 17, 08-14.04.2011,
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"Poccuiickas razera", N 75, 08.04.2011, "CoOpanue 3akoHonarenbctBa P®",
11.04.2011, N 15, ct. 2036.

7. ®enepanbubiii 3akoH oT 27.07.2006 N 149-®3 "OO6 wundopmanuu,
WH(POPMAITMOHHBIX TEXHOJOTHSAX W o 3amure uHbopMmanuu'.  "Poccuiickas
razera", N 165, 29.07.2006, "Cobpanue 3axkoHoaarenbcTBa PO", 31.07.2006, N 31
(1 4.), ct. 3448, "IlapnamenTckas razera", N 126-127, 03.08.2006.

8. ®epepanbhblil 3akoH oT 27.07.2006 N 152-®3 (pea. ot 21.07.2014) "O
nepcoHaNbHBIX JaHHBIX". "CobOpanue 3akoHomaTenbeTBa PO", 31.07.2006, N 31 (1
4.), cT. 3451, "IlapnamenTckas razera", N 126-127, 03.08.2006.

9. ®enepanbubiii 3akoH oT 29.07.2004 N 98-®D3 (pexn. ot 12.03.2014) "O
kommepueckor taiine". "Ilapnamentckas razera”, N 144, 05.08.2004,
"Poccuiickas razera", N 166, 05.08.2004, "CobOpanue 3akoHojatenncrBa PD",
09.08.2004, N 32, ct. 3283.

10. ®enepanphbiii 3akoH oT 22.10.2004 N 125-®3 "O6 apXxuBHOM Jeie B
Poccuiickoit ®eneparuu". "Ilapmamentckas razera", N 201, 27.10.2004,
"Poccumiickas razera", N 237, 27.10.2004, "CoOpanue 3akoHojaTenbrcTBa PD",
25.10.2004, N 43, ct. 4169.

11. ®enepanpubiii 3akoH oT 27.12.2002 N 184-®3 "O TeXHUYECKOM
perynupoBanun". "CoOpanue 3akonogatenscrsa PO", 30.12.2002, N 52 (u. 1), cr.
5140, "Poccumiickas razera", N 245, 31.12.2002, "I[lapmamentckas razera", N 1-2,
05.01.2008.

12.3akor P® ot 21.07.1993 N 5485-1 "O rocymapcTBeHHOU TaitHe".
"CoOpanme 3akoHomarenbcTBa P®", 13.10.1997, N 41, ctp. 8220-8235,
"Poccuiickas razetra", N 182, 21.09.1993, "Poccwuiickue Bectu', N 189,
30.09.199a.

13. Vka3 Ilpesunenta P ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6
yrBepkaenun llepeuns cBenenuii KoHuaeHIMaIbHOr0 Xapakrepa'. "Cobpanue
3akoHogarenscTBa PD", 10.03.1997, N 10, ct. 1127,"Poccuiickas rasera", N 51,
14.03.1997.

14. Yka3 Ilpesuaenta P® ot 30.11.1995 N 1203 (pexn. ot 28.02.2016) "OO6
yTBepxkaeHun llepeuHs cBeneHWil, OTHECEHHBIX K TOCYAapCTBEHHOW TailHe".
"CobOpanne 3akoHomarenbcTBa PD", 04.12.1995, N 49, cr. 4775, "Poccuiickas
razera', N 246, 27.12.1995.

15. IlocranoBnenue IIpaButensctBa PD ot 15.06.2009 N 477 (pen. ot
01.02.2020) "OO6 ytBepxknenuu IlpaBun nenonpousBojcTBa B (heaepaabHbIX
opraHax HMCHOJIHUTEIbHON Biactu". OdULMATBHBIA HUHTEPHET-TIOPTAN MPABOBOM
uHopmaruu http://www.pravo.gov.ru - 04.02.2020.

16. Ilpuxa3 PocapxuBa ot 20.12.2019 N 236 "O06 yrBepxknenuu [lepeuns
TUTIOBBIX YIPABJICHUYECKUX APXWBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B MpoIecce
JIEATEIIbHOCTH TOCYIapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIpPaBJIEHUS U
OpraHu3alvi, ¢ YKa3aHHEeM CPOKOB UX XpaHeHus" (3apeructpupoBaHo B MUHIOCTE
Poccun 06.02.2020 N 57449). OdunuanbHblii WHTEPHET-MOPTAN MPABOBOU
undopmaruu http://www.pravo.gov.ru, 07.02.2020.
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17. llpuka3 PocapxuBa ot 22.05.2019 N 71 "O6 yrtBepxnenun IIpasui
JEJONpPOU3BOACTBA B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOI'O
camoyrmpasienus" (3apeructpupoano B Muntocte Poccun 27.12.2019 N 57023).
OdunmanbHbIH MHTEPHET-TIOpTAal IPaBOBOM uHbopMaIu
http://www.pravo.gov.ru, 30.12.2019.

18. Ilpuka3z MunHuCcTEpCTBa TpyAa U COIMaIbHOM 3amuThl PO ot 22 nexabps
2014 r. N 10771 "OO6 yTBepkaeHuu rnpodeccuoHalibHOro cranaapra "dororpad".

19. Nudopmanusa Munduna Poccun N 113-10/2012 "O BcTyIsieHHH B CUTY
c 1 suBaps 2013 r. ®enepanbHoro 3akoHa ot 6 gexadps 2011 r. N 402-®3 "O
OyxrantepckoM yuete". "OkoHOMUKa U ku3Hb" (byxrantepckoe npunoxenue), N
50, 21.12.2012, "Odunmansueie JOKyMeHTHI B oOpazoBanuu", N 36, nexaOpsb,
2012, "lokymenTtsl 1 kommenTapun", N 1, suBapb, 2013.

20.TOCT  7.32-2017 MexrocynapctBeHHblid  cranmapT. Cucrema
CTaHJIapPTOB MO MH(pOpMaLuu, OMOIUOTEYHOMY U U3JATENIbCKOMY Jaeny. OT4er o
Hay4HO-HUCCclenoBareabckoi padore. CTpykTypa U npaBuia ohopMIICHHUS,

21.TOCT P 7.0.97-2016. Hauuonanwubiii crangapt Poccuiickoi
®enepanuu. Cucrema CcTaHgapToB 10 HHGOpMAIMKM, OUOIHMOTEYHOMY U
u3areabckoMy  geny. OpraHu3anuoHHO-pACHOpSIUTENbHAS — JIOKYMEHTAIUA.
TpeboBanust kK 0HOPMIIEHUIO JOKYMEHTOB;

22.TOCT P 7.0.12-2011. HauuonanwHbiii crangapt Poccuiickoi
®enepauuu. CucremMa CTaHAApTOB MO HMHGOPMALMH, OUOIMOTEYHOMY H
U3JaTeNIbcKoMy feny. bubmmuorpaduyeckass 3amuch COKpalleHHE CIOB U
CJIOBOCOUYETAHMM Ha pycCKOM si3bike. O01IMe TpeOoBaHus U MPaBUIIA;

23. TOCT 7.1-2003 Cuctema crangapToB 1o nH(popManuu, OUOIMOTEIHOMY
U u3zarenbckoMy neny. bubmuorpaduueckas 3anuck. bubnumorpaduueckoe
onucanue. O0ume TpeOoBaHUsI U MpaBUjIa COCTaBICHNUS,

24. TOCT 7.9-95 Cucrema crannapToB 1o uHbopmaiim, OuOIuOTeUHOMY U
u3aarenbckoMy Aeny. Pedepar u annorarus. O0mue TpedoBaHus;

25.TOCT 7.11-2004 (MCO 832:1994) Cucrema CcTaHIapTOB IO
uHdopmaruu, OMOIMOTEYHOMY U HU3AaTelbckoMmy Jneny. bubmuorpaduyeckas
3anuch. CokpalleHue CJIOB U CJIOBOCOYETAaHMM HAa MHOCTPAHHBIX E€BPOIEHCKUX
A3BIKAX;

26. TOCT 7.79-2000 (MCO 9-95) Cucrema cranmapToB 1o HWH(POPMAIIUH,
OuOnIMOTEeYHOMY W UW3JaTeNbckoMy  aeny. [lpaBunma  TpaHCIUTEpauu
KUPULTIOBCKOTO MUCHhMa JJATHHCKUM alih)aBUTOM;

27.TOCT  7.80-2000 Cucrema craHgapToB 1O  HHQpOpMAIUH,
OMOJIMOTEUHOMY U U3JaTeIbCKOMY Jieny. bubnuorpaduueckas 3anuch. 3arojaoBoK.
OO6mue TpeOboBaHuUs U MPaBUIa COCTABJICHUS;

28.TOCT  7.82-2001 Cucrema  crtaHaapToB 10  HHPOPMALIUH,
OuOMMOTEUHOMY W M3JATEIbCKOMY Jely. buOmmorpadudueckas 3amuck.
bubnuorpaduueckoe onucaHue HMEKTPOHHBIX pecypcoB. OOmme TpeboBaHUS U
MpaBujia COCTABIICHUS;

29.TOCT  7.90-2007 Cucrema craHgapToB 1o  HHPOPMAIINH,
OMOMMOTEYHOMY W W3JATEeIhCKOMY  JIeNly.  YHUBepcajbHas  JACCATHUYHAS
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kinaccudukarysa. CTpykTypa, IpaBuia BEACHUS U HHICKCUPOBAHMUS;

30. 'OCT 8.417-2002 T'ocymapcTBeHHass cucTemMa OOecCIieueHUs] €IUHCTBA
n3MepeHni. ENHUIbI BEIMYKH;

31.TOCT 9327-60 bymara u wuzgenus u3z Oymaru. llorpeGurenbckue
dbopmarsl;

32.TOCT 15.011-82 Cucrema pa3pabOTKu U MOCTAHOBKU MPOAYKIIMU Ha
pou3BoACTBO. [lopsiiok mpoBeeHUsI MATEHTHBIX UCCIIEI0BAHNMT;

33.TOCT 15.101-98 Cucrema pa3pabOTKi U MOCTAHOBKU MPOIYKIIMH Ha
pou3BOACTBO. [TOpsIOK BRIMOTHEHNST HAYYHO-UCCIIEI0BATEILCKUX PabOT.

34.TOCT P 7.0.8-2013 "Cucrema crapgapToB 1o uH(pOpPMALUH,
OMOIMOTEUHOMY M W3JIaTEIbCKOMY Jeiy. Jlelonpon3BOACTBO M apXMBHOE JEIO.
Tepmunsbl 1 onpeneneHus" .

35. OK 028-2012. OGmepoccuiickuii KiaccuuKaTop OpraHu3aluOHHO-
npaBoBeIX GopM (yTB. [Ipukazom Poccrangapra ot 16.10.2012 N 505-ct) (pen. ot
12.12.2014) (Bmecrte ¢ "Iosscuennsmu k nosutiusam OKOIID"). Usmenenwne 2/2014
OKOII®, mpunsaroe IIpukazom Poccrangapra ot 12.12.2014 N 2011-cT, BBeneHo
B gaeictBue ¢ 1 suBaps 2015 roma ¢ mpaBoOM JOCPOYHOTO IPUMEHEHHS B
MPaBOOTHONICHUX, BOSHUKIIHNX ¢ 1 ceHTsi0psa 2014 roxa.

36. TOCT P HUCO 15489-1-2007. HauuonanbHblii ctangapt Poccuiickoi
®enepanuu. Cucrema craHgapToB 10 HHGOpMAIMKM, OUOIUOTEYHOMY H
U3aTeNIbCKOMY Jeily. YTmpaBiieHue JaokyMeHTamu. OOuue TpeboBaHus (yTB.
[Ipukaszom  PocrexperymupoBanus ot 12.03.2007 N  28-ct). — M.,
Cranpaptuadopm, 2007.

37.TOCT HCO 8601-2001 "CHUBUA. IlpencraBieHue AaT ¥ BpPEMEHH.
O6mme  TpeboBaHusA",  cOAEpXKAIMKA  MONHBIA  AyTEHTUYHBIA  TEKCT
MexayHapoanoro cranjgapra MCO 8601-2000 "DmemeHThl AaHHBIX M (popMaThbl
s oomeHna wuH$popmarmeir. OOmen wuHdbopMmanmeit. IlpeacraBnenue nar u
BpemeHu". IlocranoBnenne I['occranmapra P® ot 30.01.2002 N 39-ct "O
MPUHSATUU U BBEJICHUU B JISHCTBUE MEKTOCYAapCTBEHHOTO CTaHaapTa"

38. OK 011-93. OOGmepoccuiickuii  Ki1accupUKaTOp  YIPaBICHUYCCKON
nokymeHTaruu (ytB. [loctanoBnennem ['occranmapra Poccum ot 30.12.1993 N
299) (pen. ot 29.03.2016). Hzmenenue 89/2016 OKVJI, nmpunstoe IIpukazom
Poccrangapra ot 29.03.2016 N 219-ct, BBeieHo B neiicTBue ¢ 1 utons 2016 roxa.

39. l'ocymapcTBeHHass ~ cUcTeMa  JOKYMEHTAIlMOHHOTO  OOeCTCUeHHUS
ynpasieHusi. OcHOBHbIe moJiokeHus. OOmue TpeOboBaHUS K JTOKYMEHTaM U
ciy’k0aM JOKYMEHTAllMOHHOTo oOecnieueHus (ogoOpeHa kosuieruen I nmaBapxuBa
CCCP 27.04.1988, Ilpuka3 I'maBapxuBa CCCP ot 25.05.1988 N 33) (BMecTe C
"[IpaBuiaMu 3aItOTHEHUSI OCHOBHBIX PEKBHU3UTOB PETHCTPAIMOHHO-KOHTPOJBHBIX
dbopm (PK®)", "I[IpumepHbIM MOJOKEHUEM O CIyXO0€ JTOKYMEHTAalMOHHOTO
obecrieuenus ynpasienus"). — M., 'maBapxuB CCCP, 1991.

NuTepHEeT-peECypCHI:
1. DnexrpoHHas ombaroTednas cucrema FOpaiir https://www.biblio-
online.ru/
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../../Алексей/AppData/Roaming/Microsoft/Word/ГОРДЕЕВА%20АВ/cgi/online.cgi%3freq=doc&base=LAW&n=179310&rnd=228224.324358633&dst=100002&fld=134
../../Алексей/AppData/Roaming/Microsoft/Word/ГОРДЕЕВА%20АВ/cgi/online.cgi%3freq=doc&base=LAW&n=202689&rnd=228224.128420959&dst=100003&fld=134
../../Алексей/AppData/Roaming/Microsoft/Word/ГОРДЕЕВА%20АВ/cgi/online.cgi%3freq=doc&base=LAW&n=196458&rnd=228224.187941450&dst=100006&fld=134
../../Алексей/AppData/Roaming/Microsoft/Word/ГОРДЕЕВА%20АВ/cgi/online.cgi%3freq=doc&base=LAW&n=202689&rnd=228224.510112608&dst=100002&fld=134
https://www.biblio-online.ru/
https://www.biblio-online.ru/

2. DnexktpoHHas OubimoTeyHas cucrema «Anoyke» http://www.ibooks.ru/

3. DnexktpoHHas OubiaMoTedHas cucreMa «JIaHby
https://e.lanbook.com/books

4. DnekTpoHHAas OHJIAWH-OMOJIMOTEKA CTYICHTA
http://www.consultant.ru/edu/student/download books/

5.  DOnextponnas 6ubmuoreka cuctembl «[CAPAHT» «TAPAHT —
obpaszoBanuey» http://edu.garant.ru/books/tgp/

6. KommbrorepHas cripaBouHas mpaBoBas cuctrema KoncynsrantlImoc
http://www.consultant.ru/

/. KomneroTepHas cripaBo4Has paBoBas cucrema ['apaHt
http://www.garant.ru/

8.  OdunmansHpIif MHTEPHET-TIOPTAN TPABOBOK MHPOPMAITUU
http://www.pravo.gov.ru

9. ®enepanbHas ciryx0a rocyJapCTBEHHOM perucTpaiuu, Kajaactpa u
kaprorpaduu (Pocpeectp) https://rosreestr.ru/wps/portal/

10. ®denepanbnHas Hanorosas ciyx6a (PHC Poccun)
http://www.nalog.ru/rn38/

11. HHTepHeT-Mara3uH rocToB, CHUII U JIp. HOPMATHUBHBIX JIOKYMEHTOB
http://www.e-document.ru/

12. Odunmanbhblii caiiT PocapxuBa http://archives.ru/about.shtml

13. OdurmansHbIi calT Bcecor3HOro HaydHO-UCCIEI0BATEITECKOTO
MHCTUTYTa JJOKYMEHTOBeIeHUs U apxuBHoro nena (BHUN A JT)
http://www.vniidad.ru

14. Odunmanshseiii caiitt BHUMKUN (Online-goctyn k cranmapram ['OCT,
OCT, TY, UCO, MOBK, uHoctpaHHBIM cTaHmapTam http://www.vniiki.ru

15. Caiir OOO «IIpodeccuonanbHoe M3aaTenbCTBO» (KypHan «Cekperapb-
pedepent») http://www.profiz.ru

16. Caiit «Delo-press» (xypHan «Jlelornpor3BOACTBO U JTOKYMEHTOOOOPOT
Ha npexnpustan») http://www.delo-press.ru

17. Caitir «PRO-Cekperapuar» (kypHan «CoBpeMeHHbIE TEXHOJIOTUU
JIeTIONPOU3BOJICTBA U IOKYMEHTO000poTa») http://www.sekretariat.ru

18. Caiit xypnana «Cekperapckoe aenoy» http://sekretarskoe-delo.ru

19. DnexTtponHas Bepcusi xypHaia «CHpaBOYHUK CekpeTapss U odwuc-
MeHemkepa» http://e.sekretariat.ru

4.3. OOmme TpeOGOBAHMSA K OPraHU3aALMU 00Pa30BATEIBHOIO NpoLecca

Opranuzanusi 00pa30BaTENLHOIO MpOIEcCa pPErjJaMeHTUPYETCs Y4eOHbIM
IJIAaHOM M pachucaHUeM YYeOHbIX 3aHATUM. S3bIK oOydeHus (IpernojaBaHus) —
pycckui. Jlist BCeX BHAOB ayAUTOPHBIX 3aHATHM aKaJEMUYECKUU 4ac
YCTaHaBIMBAETCA MPOIOJKUTEIBHOCTBIO 45 MUHYT.

[Ipaktuka yueOnas mo gemompousBoacTBy YII02.01 mpoBomutcs B
COOTBETCTBUHM C YYE€OHBIM IIJIJAHOM U KaJICHIAPHBIM Yy4eOHBIM Tpadurom TI0
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cneruanbHocT  54.02.08 Texnmka u wuckycctBo (¢dortorpadhum Ha 0Oasze
00pa3oBaTEIIbHOWM OpPraHU3aIUH.

4.4. Obpa3oBarejibHbIE TEXHOJIOTHH

[IpoBenenne mpakTuku y4yeOHOUW 10 genomnpousBoAcTBy YII 02.01
OCHOBBIBACTCS HA  HCIOJNB30BAHWHM  TPAAWIMOHHBIX, HWHHOBAIIMOHHBIX |
UH(OPMAITMOHHBIX 00pa3oBaTenbHbIX TEXHOJIOTHH. TpanunmonHbIe
oOpa3oBaTeNbHbIE TEXHOJOTHUH  PEATU3YIOTCS IMyTeM  HEMOCPEACTBEHHOTO
BBITIOJIHCHUST CTYJCHTAMH TPAKTUYECKUX paldOT, CBS3aHHBIX C Oymymiei
poecCHOHANTEHOM NESITEIBHOCTHIO, B COOTBETCTBUH C 33JIaHUEM Ha MPAKTHUKY.

NHHOBaMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHU WCIOIB3YIOTCS B BHJIC
IITUPOKOTO IPUMECHEHHS aKTUBHBIX M MHTEPAKTUBHBIX (DOPM MPOBEACHUS 3aHATHH.
Nudopmarmonnsie  00pa3oBaTelbHbIE  TEXHOJIOTHMH  PEATM3YIOTCA  MyTeM
aKTUBM3AllMA  CAMOCTOSITEIbHOM pabOThl  CTYJIEHTOB B HH(OPMAIMOHHOM
o0Opa3oBaTeNbHOM cpene, UCIIOJIb30BaHUU uH(OPMAIMOHHO-
TeJIeKOMMYHUKAaIIMOHHON ceTu "WHTepHeT", uWHOOPMAIMOHHBIX CIPABOYHBIX
MPaBOBBIX  CHUCTEM:  KOMIIBIOTEpPHAas  CIOpaBOYHAsi  IpaBoBasi  CUCTEMa
Koncynprantllintoc, kommnbloTepHasi ClipaBouHas rpaBoBas cucrtema ['apaHr.

4.5. Metoanueckue peKOMEHIALNH 110 00y4eHHIO JIMI C
OrPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbSI M HHBAJIN/I0B

[TpakTrueckas [IOJITOTOBKA oOyJaroImxcs c OTpaHUYCHHBIMU
BO3MOYKHOCTSIMHU 37IOPOBbSI U WHBAJIMIOB OPTaHU3YETCS C YYETOM OCOOCHHOCTEH
MCUXO(U3UYECKOTO Pa3BUTHS, HWHIWBUAYAJTbHBIX BO3MOXKHOCTEH M COCTOSHHS
3JI0POBBAI.

OcBoenue mpakTUKH y4deOHOUW 1o  aenmompoumsBoiactBy  YI102.01
O0OyJaromMMUMHUCA C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3J0POBbSI MOXKET OBITh
OpraHW30BaHO KaK COBMECTHO C JIPYTHUMH OOYYalOIMMHCS, TaK U B OTJIEIBbHBIX
rpymnmax. IlpeamnonaratoTcst crielinaibHbIC YCIOBHS JUIS TOJTYyYCeHHS O0Opa3oBaHUs
00yJaroIMMUMUCS ¢ OTPAHNYCHHBIMU BO3MOKHOCTSIMU 3I0POBBSI.

[IpenonaBarens 3HAKOMUTCS c MICUX0JI0T0-(hU3UOJIOTUIECKUMU
OCOOCHHOCTSIMU  OOy4YalolUXCSl HMHBAJUIOB M JIMIl C OTPAHUYCHHBIMHU
BO3MOYKHOCTSIMH  37I0POBbSI, HWHAMBUAYAJbHBIMH IpOTpAaMMaMH pPeaOHUTUTAIIIN
MHBAMIOB (1pu Hasmyum). [Ipn HEoOX0IMMOCTH MOI00p U pa3paboTKa yuyeOHBIX
MaTepHaOB MPOU3BOATCA C YYETOM IPEAOCTABIICHUS MaTepraja B Pa3IUnIHBIX
dopmax (ayauanbHOW, BHM3yadbHOW, C HCIOJb30BaHHEM HH(GOPMAIMOHHBIX
cucteM). [Ipy HEOOXOIMMOCTH OCYIIECTBIISIETCS OMOJHUTEIbHAS TMOICPIKKa
IIpENoAaBaHMs IICUXO0JIOTOM.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

Kontponr u oneHka pe3ylnbTaToB

INPAKTUKH

oOy4eHUsI U OILICHKa KOMIICTCHIINI

o0ydJaImuxcsi TPHU MPOXOXKJIECHUU TPAKTHUKUA OCYIIECTBISETCA IMpenojaBareieM B
npolecce MPOBEPKU WHAMBUAYATbHBIX 3HAHUN OOY4YaIONIUXCs, OLUEHKHU BBITIOJTHEHUS
00yJaroUMHCS MPAKTUYECKUX 3aaHUM.

PesynbTaTsl OcHOBHBIE TTOKa3aTeIM OLICHKU pe3ynbTaTta | DOpMBI U METOIBI
(ocBOEHHBIE KOHTPOJISL U
npodeccruoHanbHbIE OIICHKH
KOMIIETEHITUH )
1 2 3

1K 2.1 —  JIEMOHCTpUpPYET 000CHOBAHHBIN BEIOOD HaOIIOIEHUE 3a
Opranu3oBbIBaTh, HOPMaTUBHO-TIPAaBOBBLIX JIOKYMEHTOB, NEATEITBHOCTBIO
IJIAHUPOBATh U HE0O0X0UMBIX 17151 () PEKTUBHOTO o0OydJaromerocs
KOOPJIMHUPOBATH BBITIOJTHEHUS TTPO(ECCHOHANIBHBIX 3a/1a4 B IIPU IPOBEICHUH
ACATCIIBHOCTD obnactu pororpaduu, aHATU3UPYET UX MPAKTUICCKUX
dboTooprannzanuu aKTyaJIbHOCTh M 3HAYHMMOCTh; 3QHSTHI;
njj €€ —  ompenesieT CTPYKTYPY U MITATHYIO OLICHKA
noapa3aciIcHus B YUCJICHHOCTh ()OTOOPTaHU3AIINH; HNPaKTAYCCKAX
COOTBCTCTBHH C —  3HAET CHCTEMBbI IOKYMEHTAIlMOHHOTO 3a/[aHUH;
IIPaBHJIAMH TEXHUKH | ofGecrieueHrs yIpaBIICHUS; KIacCU(PUKAIUIO OLICHKA HaBBIKOB
0€301MacHOCTH JIOKYMEHTOB; TpeOOBaHUS K COCTABJICHUIO U IIPUMCHCHHS
HOpMaMu OXpaHbI 0 OPMIICHHIO TOKYMEHTOB M OPTaHU3AIHIO HOPpMaTUBHO-

TpyJa, B TOM YHCIIe
BHEIPSIA
VMHHOBAI[MOHHbIE
TEXHOJIOTUU

JTOKYMEHTO00O0pOTa; TIpaBuiia Mpruema,
00paboTKH, pErUCTPALIMH, KOHTPOJISA
VICTIOJTHEHHS ¥ XpaHEHHS JOKYMEHTOB,
HOMEHKIIATYpY JIeJ;

— odopmIIIeT OpraHu3alMOHHO-TIPABOBBIC U
pacIopsIUTEIIbHBIC IOKYMCHTHI
(oToOpraHn3aIK B COOTBETCTBHH C
HOPMAaTHBHO-TIPABOBBIMU aKTaMU U
METOJNYCCKUMU IOKYMEHTAMH,
COoZepKaIMMHU TPEOOBAHUS K COCTABICHUIO
0 OPMIICHHIO TOKYMEHTOB;

—  JIMOHCTPUPYET yMEHUs 0OPMIICHHS
TPYOBBIX OTHOIICHUH, COCTABJISET
JOKYMEHTHI 110 INYHOMY COCTaBY;

— IUIAaHHPYET JESTEIbHOCTh
(hoTOOpPTaHM3AINY WK €€ MTOIpa3AciCHs B
COOTBETCTBHH C MTPABUJIAMHU TCXHHUKH
0€301acHOCTH U HOPMaMH OXPaHbI TPYAA;

—  BJIaJCET HABBIKAMH BEJCHUS
JICTTOTIPOU3BOJICTBA, B TOM YHCIIE C
PUMEHEHUEM HH(POPMAIIMOHHBIX

MIPABOBBIX AKTOB
IIPU BBITIOJIHEHUH
MPAKTUYECKUX
3aJaHuN
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TEXHOJIOTHM;

—  HCHOJb3YeT TeJIEKOMMYHHUKAIIMOHHbIE
TEXHOJIOTUH B DJIEKTPOHHOM
JOKYMEHTOO00POTE; OCYIIECTBIISET TOUCK
JIOKYMEHTOB B CIIPaBOYHBIX ITPABOBBIX
MH(POPMALIMOHHBIX CUCTEMAX;

—  BIIQ/ICET TEXHOJOTHUSIMHU
aBTOMAaTH3UPOBAHHON 00pabOTKH
JOKYMEHTALIUH, UCIIOJIb3YEeT
yHU(UIIPOBaHHBIE (POPMBI TOKYMEHTOB

[IK 2.2. —  3HAET CHUCTEMY JIOIrOBOPHO-IIPABOBOM HaOJIIOIEHUE 32
OpranusoBbIBaTh JNOKYMEHTAllUU, €€ Ha3HAUeHUE, COCTAB, AEATEIIbHOCTBIO
IPOJABUKEHUE YCIIYT | cOCTaBJIeHHE U 0(OPMIIEHHE; OOIIE HOPMBI U | 00yJaroIerocs
u paboTy ¢ npaBuiia 0pOpMIIEHUSI JOKYMEHTOB, SI3bIK U P MPOBEICHUH
NoTpeOUTENIMU CTHJIb JCIIOBOM IOKYMEHTAITUH; MPaKTUYECKUX
— JEMOHCTPHUPYET YMEHHE NPUMECHATH 3aHATHUH;
IpaXxJaHCKOE, IpaXJaHCKO-IIpoLecCyaibHOE, | OLUCHKA
TPYZOBOE 3aKOHOJATEILCTBO IIPH NPaKTUICCKUX
OpraHU3aluy IIPOJBUKEHHS YCIyT B paboTte ¢ | 3a/1aHHK;
HOTpe6I/ITeJI}IMI/I; OILI€HKAa HAaBbBIKOB
—  JEMOHCTPHUPYET NPABUIBHOCTH HPUMCHCHMA
oopMIIeHHsI JJOTOBOPHO-TIPABOBOM U HOPpMaTHBHO-
IIPETEH3MOHHO-UCKOBOM TOKYMEHTALINH; IIPABOBBIX aKTOB
—  3HAeT AOoCYyHeOHBIN MOPAIOK IIPA BBIITOJTHCHNN
ypEryJIUpOBaHHUs CIIOPOB, PaBUIIA MpaKTHICCKIX
oopMIIeHUSI TPETEH3UOHHBIX MTUCEM, 3allaHnn
TpeOoBaHUs K 0()OPMIIEHUIO UCKOBBIX
3asBJICHUM, TOPSIIOK HAIIPABJICHUS U
oQopMIIeHHs OT3bIBAa HA UICKOBOE 3asIBJICHUE;
—  00BsIcHSET c1ocoObl U POPMBI OKAa3aHUS
yCIIYT HaceJIeHuio B o6macTu Gororpadun
I1K 2.3. —  JIEMOHCTPHUPYET CIOCOOHOCTH HaOJIIOIEHUE 3a
AHanu3upoBaTh U KOHTPOJIMPOBATH PalliOHAIBHOE JEATEITBbHOCTBIO
OIICHUBATH WCIIOJIb30BAHUE PECYPCOB, KAYECTBO U oOyyaromnierocs
pe3yJIbTaThI, 3G HEKTUBHOCTD JICATECILHOCTH B 00JIaCTH IIpU MIPOBEICHUU
KOHTPOJINPOBATH dhotorpaduu; MPaKTHIECCKUX
panroHaJILHOC —  BJaJeeT HaBBIKAMHU aHAJIMTUYCCKOU U 3aHATHI;,
HUCIOJIb30BAHUE MPaKTUUYECKOM pabOTHI B 00JIaCTH OILICHKa
PECYPCOB, Ka4€CTBO U | qOKYMEHTAI[MOHHOTO 00ecriedeHus HNPaKTHICCKUX
3 HeKTUBHOCTS NeATeTLHOCTH (HOTOOpPTaHU3AINY; 3a/IaHHMH;,
ACATCIBLHOCTH B —  BJIQJICET HABBIKAMH COCTABJICHUS U OLICHKA HABBIKOB
obmactu GpoTOrpaduu | ohopmiIeHHS OPraHN3aAMOHHBIX, IIPUMCHCHHA
pacmopsIINTENbHBIX, HHPOPMALOHHO- HOPMaTHBHO-

CIIPABOYHBIX JOKYMEHTOB, JJOTOBOPHO-
IIPAaBOBOU U IIPETEH3UOHHO-UCKOBO
NOKYMEHTALUH, OTYETOB;

— 3HaeT TpeOOBaHUs K COCTABJICHUIO U

MPAaBOBBIX AKTOB
IIPU BBIIIOJIHEHUH
IIPAKTUYECKUX
3alaHuN
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o(hopMIIEHHUIO TOKYMEHTOB, OpTaHU3aIHIO
JIOKYMEHTO000pOTa, MpaBuja puema,
00paboTKH, pErucTpaLu, KOHTPOJI,
XpaHEHHsI TOKYMEHTOB, HOMEHKJIATYPY A€l

®opmMbl U METOABI KOHTPOJS M OIEHKM pPE3YJbTaTOB OOYYEHMsS JIOJKHBI
NO3BOJIATH  MPOBEPSATH Yy  OOYyYarOIIMXCA  HE  TOJIKO
po¢eCCUOHAIBHBIX KOMIIETEHIUI, HO U Pa3BUTHE OOLIMX KOMIIETEHLUH.

c(hOopMUPOBAaHHOCTH

Pe3ynpTatsl OCHOBHEIE ITOKA3aTEIN OLIEHKH DopMBI U METOJIbI
(ocBOCHHBIC 00IIIHE pe3ynbTaTa KOHTPOJIS U
KOMIIETCHITNH ) OLICHKH
1 2 3
OK 1. [Torumatp — o00J1a1aeT BHICOKOM MOTHBAILIUEH K HaOJII0/IeHUE 32
CYIIHOCTBb " HpO(i)GCCI/IOHaJILHOI?I IESITCIBbHOCTH, eI TEIbHOCTHIO
CoUAalIbHYIO — 00O0CHOBBIBAET aKTyaJIbHOCTD, 00y4aroerocs
SHATMMOCTE CBOCH OOBSICHSIET CYIIHOCTh U COLUAIbHYIO IIpH IIPOBEJICHUN
Oynymeit mpodeccum, 3HAYNMOCTb CBOCH GyyIei MPaKTUYECKUX
MPOSIBIIATH K HEU npodeccH; 3aHATHH;
o o b
YCTOWYMBBIA HHTEPEC . AHANM3WPYET CHTYAIMIO HA PHIHKE OLIEHKA
IIPAKTUYECKAX
Tpyna PaxTH
OK 2. OpranusoBbIBaTh | — IUIAHUPYET U OPraHU30BHIBAET
6 OIIEHKA HaBBLIKOB
COOCTBCHHYIO COOCTBEHHYIO JICITCIIBHOCTb,
ACATCIIBHOCTD OIIpeaEIISIET LIENIb U MOPSAIOK pabOTEHIL; HIPHMEHEHIA
’ pel 1 PAROK b ’ HOPMAaTHBHO-

BbIOMpATH THUIIOBBIE
METO/IbI U CITIOCOOBI
BBITIOJTHEHUS
poQecCHOHATBHBIX
3aj1a4, OIEHUBATh UX
3¢ (PEKTUBHOCTD U
Ka4eCTBO

— palMOHAIBHO PaCIpEACIISIET BPEMS,
BBIOMPAET MOCJIEIOBATEIHHOCTb,
METO/IbI ¥ CIIOCOOBI BBITIOJIHEHUS
npoeCcCUOHATBHBIX 3a/1a4, UCTIONB3YET
B paboTe MOJIy4eHHbIC PaHee 3HAHUS U
YMEHUS,

— 000011aeT pe3ynpTaT, OICHUBACT

3 PEKTHBHOCTH U KA9E€CTBO
BBITMIOJTHEHUS MTPO(HECCHOHATTBHBIX
3ajad;

— BIJIaJEeT KyJIbTYpOil MBIIIICHUS,
CIIOCOOHOCTHIO K 0000IIEHUIO, aHAIIH3Y,
BOCTIPUATHIO HH()OPMAIINH, TOCTAHOBKE
IIeJTM ¥ BBIOOPY MyTeH ee TOCTHKCHUS;
— yMmeeT 0pOpMIIATh TOKYMEHTHI B
COOTBETCTBUU C HOPMAaTUBHOW 0a30ii, B
TOM YHCJIE C UCTIOIB30BAaHUEM
UHPOPMAIIMOHHBIX TEXHOJIOTHIA;

— OCBaWBaeT TEXHOJIOTUU
aBTOMAaTU3UPOBAHHOU 00pabOTKH
JOKYMEHTAIIUN; UCTIOIB3YET
YHU(PUIIMPOBAHHBIE (OPMBI TOKYMEHTOB;

MPABOBBIX AKTOB
MIPU BBITIOJIHEHUU
MPAKTHYECKUX
3aJaHuil
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— OCYILECTBISIET XpaHEHUE U MOUCK
JIOKYMEHTOB;

— HCHOJIB3YET TeJIEKOMMYHUKAIIMOHHbBIE
TEXHOJIOTHH B JIEKTPOHHOM
JIOKYMEHT0000poTe

OK 3. [TpunumaTth
perieHus B
CTaHJApPTHBIX U
HECTaHAapTHBIX
CUTYyaIUsiX U HECTH 32
HUX OTBETCTBEHHOCTH

— JEMOHCTPUPYET CIIOCOOHOCTD
NPUHUMATh PELIEHUS B CTAHAAPTHBIX U
HECTaHJAPTHBIX CUTYaIUsX;

— yMeeT BEIOpaTh METO/I PELICHUS
MpoOJIEMBbI B CTAaHAAPTHBIX U
HECTaHIAPTHBIX CUTYAIHSIX, PEIIUTh
po0JIeMy, UCTIONB3Ys BEIOpAHHBIN
METOS;

— OCO3HAET MEPY OTBETCTBEHHOCTH 3a
MIPUHATUE PEIICHNN B HECTAaHAAPTHBIX
CUTYalMsIX;

— oreHuBaeT 3PHEKTUBHOCTD
MPUHSATHIX PEIICHUN;

JEMOHCTPUPYET CIIOCOOHOCTD K
CaMOCTOSATEIbHOCTH

OK 4. OcymiecTBisiTh
MOKCK M UCTIOTh30BAaHUE
uH(pOpMaLINH,
HEO0OXOAUMOM 1JIs

3¢ heKTHBHOTO
BBITIOJTHEHUS
npodecCuOHaTBHBIX
3amad,
poeCCHOHANTBHOTO U
JUYHOCTHOTO Pa3BUTHS

— OCYIIECTBIIECT ONIEPATUBHBIN TTOUCK
Y UCTIOJIb30BaHue HUH(OpMaIuwy,
HEoO0XoAMOM 715t 3PPEKTUBHOTO
BBITIOJIHEHUS TPOPECCHOHATTBHBIX
3a/a4; oOpamaercs K pa3indyHbIM
UH(OPMAIIMOHHBIM CUCTEMaM, B TOM
yucie Kk UHTepHeT-pecypcam;

— BIIaJieeT OCHOBHBIMHU CIIOCOOaMU H
cpelcTBaMU MH(OPMALIMIOHHOTO
B3aUMOJICHUCTBYS, IOJTYYCHUS, XPAaHCHNUS,
nepepaboTKH, MHTEPIpETaAlUN
UH(POPMAIUH, HATUYNEM HABBIKOB
paboThl ¢ HHOPMALIMOHHO-
KOMMYHUKAITUOHHBIMHU TEXHOJIOTHSIMH;
CIIOCOOHOCTBIO K BOCTIPUSATHIO U
METOAMYECKOMY 0000IIECHHIO
uH(pOpMaINH;

— yMeeT JIOTHYECKH BEPHO,
apryMEHTUPOBAHO H SICHO CTPOUTh
YCTHYIO ¥ IUCbMEHHYIO PCUb;

— JIEMOHCTPHUPYET CIIOCOOHOCTH K

3¢ HEeKTUBHOMY JEIIOBOMY OOIIIEHUIO,
MyOJUYHBIM BBICTYIUICHUSM,
TIeperoBopam, MPOBEICHUIO COBEIIAHHIA,
JIEJIOBOM MEPENUCKE

OK 5. Ucnoaw3o0Barh

— aHaJU3UPYeT U OIICHUBACT
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nH(pOpMaIMOHHO-
KOMMYHUKAaIlMOHHBIE
TEXHOJIOTHH B
npodeccuoHaIbHON
JeSITETLHOCTH

MH(POPMAIUIO C UCIIOJIb30BAHUEM
MH(OPMAITMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOT UM,

— JEMOHCTpUpPYET paboTy ¢
Pa3JIMYHBIMU MMPUKIAJTHBIMHA H
poQeCCHOHANLHBIMU MPOrPaMMaMH;
— 3HAeT OCHOBBI aBTOMATU3AIIUH U
KOMITBIOTEPU3ALIUU PAOOTHI €
JTOKYMEHTaMH, COBPEMEHHBIE
OpraHU3alOHHBIC TEXHHYECKHE
CpEeICTBa B JEIIOTPOU3BOJICTBE
(OprTeXHUKY), TOPSIOK OpTraHU3aINU
JTOKYMEHTO000pOTa C UCTIONb30BaHHEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;

— HCHOJb3YET B PO eCcCHOHATBHON
JEATeIbHOCTH HOPMAaTHBHBIC TIPABOBEIC
TOKYMEHTBI JIJIsl PeILICHHS
npodeccuoHaNbHbIX 3a4a4

OK 6. PaGoTaTs B
KOJUIEKTHBE U B
KoMaH/e, 3QPEeKTUBHO
00IIaThCS C KOJIJICTaMHU,
PYKOBOJICTBOM,
MOTPEOUTETIIMH

OK 7. bpatb Ha cebs
OTBETCTBEHHOCTH 3a
paboTy 4IeHOB
KOMaH bl
(MOTYMHEHHBIX), 32
pE3yJIbTAT BHITIOIHEHUS
3a1aHUI

— 3¢ dexTUBHO 0OIIAETCS C KOJIJIETaMH
1 PYKOBOJICTBOM;

— CTaBUT LEJIU U aHATU3UPYET IMyTH UX
JOCTUKECHUS,

— MPOBOJUT CaMOAHAIIU3 U KOPPEKIIUIO
Pe3yJIbTaTOB COOCTBEHHOM PabOTHI;

— OpraHu3yeT U KOHTPOIHPYET padboTy
YJICHOB KOMAaHJIbI C IPUHSATHEM Ha ceOst
OTBETCTBEHHOCTH 3a Pe3yJIbTaT
BBITIOJTHECHUS 3a/1aHUM;

— TMOHUMAET MEPY OTBETCTBEHHOCTH 3a
paboTy YJIEHOB KOMaH/IbI
(MOTYMHEHHBIX ), PE3YJIbTAT
BBITIOJTHCHUS 33IaHUMN

— HCHOJHSCT TPYAOBbIC 0053aHHOCTH
TBOPYECKH U BO B3aUMOJICHCTBHH C
JAPYTUMU YICHAMHU KOJIJICKTHBA,
MOTPEOUTEIAMU;

— yMEeT OpraHU30BBIBATH MPOJIBUKCHHE
yCIIyT U paboTy ¢ MOTPEOUTENSMH;

— 3HaeT 0COOCHHOCTH (pPa3eosIoTuu,
CIIOYKUBILICHCS B OPUIIHATIEHO-IETIOBOM
peuur, HOPMBI MOPAJIH,
npodeccuoHaNbHON U CITy)KeOHON ITHKH,
— yMeEeT TOYHO U JJAKOHUYIHO OTHCATh
YIPABICHUYECKYIO CHTYAIUIO

OK 8. CamocToaTeapHO
OTIPEJICIISITh 3a/1a91

— IIPpH BBIIIOJIHCHHUHA SaﬂaHHfI
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po(hecCHOHAIBHOTO U
JUYHOCTHOTO Pa3BHUTHS,
3aHUMAaThCS
caM0o00pa3oBaHUEM,
OCO3HAHHO
TUTAHUPOBATH
ITOBBIIIICHHUE
KBaTH(UKAITIT

OK 9.
OpueHTHpoBaThCS B
YCIIOBHUSX YacTOU
CMEHBI TEXHOJIOTHI B
npodeccuoHaIbHON
JeSITETLHOCTH

JTEMOHCTPUPYET HABBIKU
caMOOpraHu3aluyd M ClOCOOHOCTh
3aHUMAaThCSl CaMOOOPa30BaAHUEM;

— MPOEKTUPYET 3a7auu
poheCCHOHATILHOTO U TIMIHOCTHOTO
pa3BUTHUS;

— OCO3HAHHO MJIAHUPYET MOBBIIICHUE
KBaJIu(UKAIINH;

— MPOSBIISIET UHTEPEC K MHHOBAIIUSIM B
cdepe cBoeit mpodeccuoHaIbHON
JESTENHHOCTU U OCYILIECTBIISIET X
aHasus;

— CaMOCTOSTEJIbHO OCBAMBAET HOBBIE
TEXHOJIOTUHU TIPO(eccuoHaTbHOM
NEeSATeIbHOCTU, OLIEHUBAET CUTYAIIUIO U
aJICKBaTHO MPUHUMAET PEIICHUS;

— YMeeT IMOJIb30BaThCS Pa3TUIHBIMH
UCTOYHHUKAMH (B T.4. HOPMaTUBHO-
MIPABOBBIMH aKTaMH, JTUTEPATYPOH,
WHTepHET-UCTOYHUKAMU) [Tl PEIICHUS
3a71a4 Mpo(eCCUOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHS;

— JIEMOHCTPHUPYET CIIOCOOHOCTh
CBOCBPEMCHHO pearnpoBaTh Ha
MEHSIFOIIIUECS YCIIOBHS B
poQeCCHOHANTBHOM eI TEIbHOCTH,
OCBaMBaTh HOBBIE TEXHOJIOTUU 00pabOTKU
JOKYMEHTAIIUN
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6. ®OHJ OIEHOYHBLIX CPEJICTB

®onp oueHouHbix cpeacts (POC) nmpenHa3Hau€H MPOBEIEHUS NMPOMEKYTOUHOU
arrectauun obOywaromuxcst no YII 02.01 IlpakTtuka ydyeOHas 1o AeONpPOU3BOJCTBY U
HO3BOJISIET OLleHUBaTh npodeccruoHanbhble komnereHuu (I1K), coorBercTByromue Bugy
npodecCHOHANBHOM AesITeNbHOCTH, U 001He KommnereHun (OK).

[Ipaktuka  yuebnas mo  gemompoms3BoactBy  YII02.01  3aBepmaetcs
TU(PPEepeHIUPOBaHHBIM 3a4€TOM IPU  YCJIOBUHM IOJOXKUTEIBHOTO aTTECTAlMOHHOTO
JUcTa IO MPAKTHUYECKOM IOATOTOBKE OO0 YpOBHE OCBOEHUS MpPO(hecCHOHATbHBIX
KOMITETEHIUH; HATWYHS TOJOKUTEIFHOW XapaKTEPUCTHKH OPTaHMU3alMU Ha CTYJICHTA 110
OCBOCHHIO OOMIMX KOMIIETEHIIMI B TEPUOJ MPOXOKACHUS MPAKTHYECKOW IMOITOTOBKH;
HIOJTHOTBl U CBOEBPEMEHHOCTH IPEJCTABJICHUS THEBHUKA MPAKTUYECKONW MOJATOTOBKH U
OTYeTa O NPAKTUYECKOW MOATOTOBKE B COOTBETCTBUHU C 3aJaHMEM Ha MPAKTHYECKYIO
MIOJITOTOBKY.

KoHTponb u oOlLieHKa pe3yabTaTOB OCBOCHHUS MPAKTHUKH OCYILECTBIISIETCS
IPEIo1aBaTesIeM B IPOLIECCE BHIMOIHEHUS CTYIEHTaMU MTPAKTHYECKUX 3aJaHUl U cIauu
CTYJCHTOM OTYETA 10 MPAKTUKE, aTTECTAIMOHHOTO JIUCTA U XapaKTEPUCTHKH.

KpHTepun OIICHKH 0TUYCTA 110 IPAKTHKE

OneHka Kpurepun
1 2
OTnuyHO W3noxkeHnne  MarepHagoB  IOJHOE,  IOCIEA0BATEIIBHOE,

rpamoTtHoe. OTYEeT HamucaH akKKypaTHO, 03 HCIpPaBIICHUM.
[Ipunoxkensl Marepuanbl  BBIIOJHEHHOTO  IPAKTUYECKOTO
3aganus. OT4eT ciaaH B yCTaHOBJIEHHBIM cpok. IIporpamma

MPaKTUKHU BBIIIOJIHEHA. ATTeCcTallMOHHBIN JIACT u
XapaKTEPUCTUKA MTOJ0KUTEIbHBIC.
Xopol1io N3znoxenue MaTepuasoB IOJIHOE, IMOCIEAOBATEIBHOE B

COOTBETCTBUU C TpeOOBaHUSMU MporpaMmel. JlomyckaroTcs
HECYIIECTBEHHbIC U CTHIHCTHYECKHEe omuOku. OdopmiieHue
akkypatHoe.  IlpumoxeHbl ~ Marepuanbl  BBIIOJIHEHHOIO
npakThYecKoro 3ananus. OTYeT claH B YCTAHOBJIEHHBIN CPOK.
[IporpamMmMa MpakTUKU BBIMIOJHEHA. ATTECTALIMOHHBIN JIUCT U
XapaKTEPUCTUKA MTOJOKUTEIbHBIE.

VYnoBnerBopurenbHo | M3noxkenue wmartepuasnioB  HemonHoe.  OdopmieHue  He
akkypatHoe. OTYeT cllaH B yCTaHOBJIEHHBIN CpoK. [Ipunoxensl
MaTepuasbl BBIIOJHEHHOIO IIPAKTUYECKOIO 3aJaHMsl HE B
nomHOM oObeme. [IporpamMMa NpakTHKH BBIIIOJHEHA HE B
NOJTHOM 00beMe. ATTECTAllMOHHBIM JIMCT W XapaKTepUCTHKA

NIOJIOXKUTEJIbHBIE.
HeynosnersopurensHo | M3noxenue Marepuaia HEIIOJIHOE, OeccucTemMHoe.
CymecTByroT OLIMOKH, odopmiieHue HEaKKypaTHOE.

Marepuansl  BBIIOJHEHHOTO  IPAaKTHYECKOTO  3aJaHUsd
OTCYTCTBYIOT. OTYET cIaH € HapyLIEHHMEM YCTaHOBJIEHHBIX
CPOKOB.  ATTECTAallMOHHBIM  JIMCT M  XapaKTEPHUCTHKA
orpunarenbHsle. IIporpamma nmpakTHKM HE BBIIIOJIHEHA.
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6.1. 3AJAHUE HA ITIPAKTUKY YUEBHYIO 110
JAEJOIIPOU3BOACTBY VYII 02.01

OnenuBaemblie komnerenuuu: OK1 — OK9, I1IK2.1 —I1K2.3

OO61re KOMIEeTeHITNH:

OK 1. [loHuMath CymiHOCTh M COLIMAJIBHYIO 3HAYMMOCTh CBOEH Oymyiei
npodeccu, MPOsIBIATh K HEW YCTOWYMBBIN HHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO JESITEIBHOCTb, BHIOUpATh THUIIOBBIC
METOJBI U CIOCOOBI BBIMOJHEHHsS] MPO(ecCHOHANBHBIX 3a7ad, OLEHUBATh HX
3¢ (HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpyHuMaTh pemeHus B CTaHJapTHBIX U HECTAHAAPTHBIX CUTyalUsIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBasTh MOUCK M UCIOJIB30BaHUE MH(OpMAUU, HEOOXO0AUMON
U1 3(HEKTUBHOTO BBIIIOJIHEHUS MPOPECCUOHANBHBIX 33J1a4, MPOPECCUOHATBHOIO
Y JINYHOCTHOT'O Pa3BUTHSL.

OK 5. Ucnonp3oBath HHHOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B
npo(hecCUOHATBHOM JeATENbHOCTH.

OK 6. PaGotarh B KOJUIEKTHBE U B KOMaHJe, d((HEKTUBHO OOIIATHCS C
KOJUJIEraMH, PYKOBOJICTBOM, MIOTPEOUTEIISAM.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YJICHOB KOMAaHJbI
(MOIYMHEHHBIX ), 3@ PE3YJIbTAT BBIOJIHEHUS 3aJaHHM.

OK 8. CaMocTosTeNnbHO ONpenensaTh 3aJaud MpOoPEeCcCHOHATBHOIO H
JUYHOCTHOTO Pa3BUTHUS, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATh
MOBBIIICHUE KBATU(PUKALINH.

OK 9. OpueHTupoBaThCs B YCIOBHUSAX YaCTOM CMEHBI TEXHOJIOTUWA B
poheCCUOHATIBHON JIEATEIIbHOCTH.

[IpodeccrnonanbHbie KOMIIETEHIIMH, COOTBETCTBYIOLUE BUY J1E€ATEIbHOCTH:
VYrpasnenue ¢GoTooOpraHu3zaIeit u ee noapas3aciecHueM:

IIK 2.1. Opranu3oBsiBaTh, IUIAHUPOBATh U KOOPAUHUPOBATH AECSATEIbHOCTD
(dboToopraHu3zay Wi €€ MOoAPa3IeICHNUs B COOTBETCTBUU C MPaBUIaAMHU TEXHUKH
0€30MacHOCTH U HOPMaMH OXpaHbl TPyJa, B TOM UYHCJIE BHEAPSSI WHHOBALIMOHHbIE
TE€XHOJIOTHH.

[1K 2.2. Opranu3oBbIBaTh MPOJIBUKEHUE YCIYT U PA0OTY C MOTPEOUTEISAMH.

I[IK 2.3. Ananu3upoBaTb W OLEHHUBATh pPE3YyJbTaThl, KOHTPOJIUPOBATH
pallMOHAJIBHOE  HWCIOJh30BaHUE PECypCcoB, KadecTBO H  A(PGHEeKTUBHOCTH
JesATEeIbHOCTH B 00acTu Gororpaduu.

B pesynprare mnpaktuku yueOHOM mo AenonpousBojacty YII 02.01
oOyyJaromuiics

00.1JICeH 3HAMb !

— TIOHSITUE, LIEU, 33/1a41 U PUHLIMIBI JEJTOTPOU3BOICTBRA;

— OCHOBHBIE MIOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeueHus YIIpaBIeHNUS;

— CHCTEMbI JOKYMEHTAI[MOHHOTO 00EeCTIeUeHUsI YITpaBICHUS;

— KJIacCU(HUKAIUIO TOKYMEHTOB;

— TpebOoBaHUS K COCTaBICHUIO U 0(OPMIICHUIO TOKYMEHTOB;
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— OpraHu3aluIo0 JOKYMEHTO000pOTa;

— mpuema, 00pabOTKy, PETHUCTPAINI0, KOHTPOJb, XPaHCHHE TOKYMEHTOB,
HOMEHKJIATypy e,

00./12/CeH YyMemby.

— o(opMIISATE JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMAaTUBHON 0a30H, B TOM
YHUCJIC C UCTIOIh30BaHNEM HH(POPMAITMOHHBIX TEXHOJOTHI;

— OCBaWBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00pabOTKU JOKYMEHTAIIHH;

— HCIIOJIB30BaTh YHUPHUITMPOBAHHBIC (DOPMBI TOKYMEHTOB;

— OCYHIECTBJISITh XpPaHEHUE U TIOUCK JJOKYMCHTOB;

— WCTOJB30BaTh TEJICKOMMYHUKAIIMOHHBIE TEXHOJOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTe.

Tema 1. JlokymeHTHpOBaHHUE YIIPABJEHYECKOM 1eATEIbHOCTH

Conep:xanue:

WNHcTpyKkTax 00ydaroIuXxcsl MO0 O3HAKOMIIEHHIO C TpeOOBaHHUSIMH OXpPaHbI
TpyJa, TEXHUKU O€30MaCHOCTH, MOKapHOW O€30MacCHOCTH, a TaKXKe IMpaBUIIaMU
BHYTPEHHETO TPYAOBOro pacnopsiaka. O3HAKOMJIEHHE C COJepKaHUeM pabouei
IporpaMmbl MpakTUKU. TpeOoBaHus K AUPPEPEHIIUPOBAHHOMY 3a4eTy IO
IpakTUKe. XapaKTepUCTUKa COBPEMEHHOM HOPMATHBHO-METOAUYECKON 0a3bl
opraHu3anyyd padoThl ¢ JOKyMEHTaMHU B yIlpaBlieHUH. PaboTa ¢ HOpMAaTHUBHBIMU
MIPaBOBBIMH AKTaMH.

IMpakTuyeckas padora Ne 1
PabGoTta ¢ HOpMaTHUBHBIMH MPABOBHIMU aKTaMu. M3yueHrne HOpMaTUBHO-
MIPaBOBBIX AaKTOB U METOAMYECKUX TOKYMEHTOB, COJEpKaIlUX TPEOOBaHUS K
COCTaBJICHHUIO U OPOPMIICHUIO JJOKYMEHTOB

Hean: npuobpereHue CTyIEHTaMH MPAKTUYECKOTO OIbITa paboThl C
HOPMATHBHO-TIPABOBBIMU aKTaMU B OOJIACTH JIOKYMEHTALIMOHHOTO OOecrneyeHus
yYIPaBJICHHUS.

IHopsinok BbINOJIHEHHSI PAa0OTHI:

1. JlaTb xapakTEepHCTHKYy COBPEMEHHONH HOPMAaTHBHO-METOAMYECKOW 0azbl
OopraHu3anuu padboThl ¢ TOKYMEHTaMHU B YIPABJICHUH.

2. Jlatb ompeneneHue MOHITHN «CTaHAAPTU3ALMSN», «TOCYIAPCTBEHHBIC
CTaHAAPTHD», B YEM 3aKIIFOYAETCS UX POJIb U 3HAYECHUE.

3. Ilepeuncnuth OCHOBHBIE HOPMAaTHBHO-IIPABOBBIE aKTBhI,
perJaMeHTUPYIOIIMEe  TEXHOJOTMIO  CO3JaHusi, OOpaOOTKH, XpaHEHUs U
MCIIOJIb30BaHUs JOKYMEHTOB B TEKYIIEH AEATEIbHOCTH OPraHU3aLuiM.

[Topsimok pacronoKeHuss HOPMATUBHO-TIPABOBBIX AaKTOB B CIIMCKE JIOJDKEH
IPOU3BOAUTHECS MO UX IOPUAWYECKOM CHile OTHENbHO uid (eaepaibHOro,
PErHOHAJIBHOTO M MECTHOI'O 3aKOHOJATelnbCTBAa. HopMaTrBHBIE IPaBOBBIE AKThHI
OIMHAKOBOM  IOPHUJIMYECKOM CHJIBI JOJDKHBI — pAcloJlaratbCsi B CTPOrOM
XPOHOJIOTMYECKOM MOpsAKe (CHavyasla MOo3/IHUE 10 BPEMEHU U3JIaHUS JOKYMEHTHI,
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3aTeM 0oJjiee HOBBIC).
4. OdopMHUTH OTYET.

Tema 2. CucreMa OpraHu3anMOHHO-PACTIOPAINTEIbHONH TOKYMEHTAIINH.
Opranu3anmoHHbIE JOKYMEHTbI

Conep:kanue:

Knaccudukanus  opraHu3alliOHHO-PACTIOPSIUTENBHON  JOKYMEHTAIUU:
OpraHM3allMOHHBIC,  PACHOPSAUTENbHBIE W CIPaBOYHO-UH(OPMALMOHHBIE
NOKyMeHThl. (O3HAaKOMJIEHWE C OpraHU3alMOHHBIMM JIOKYMEHTAMH — YCTaB,
NOJIOXKEHUE, TMpPaBUJa BHYTPEHHETO TPYAOBOIO paclopslika, TOJKHOCTHAs
uHeTpyKIus. CocraBieHue coiep:kKaHus (CTPYKTYpPbl TEKCTAa) OpPraHU3alMOHHBIX
JIOKYMEHTOB: MOJIOKEHHSI O CTPYKTYPHOM MOJPA3JIECJIECHUN OpPraHU3aluu, MpaBUIl
BHYTPEHHEI0 TPYAOBOTO pAaCIOpsAKa; 3alOJHEHHE KapTOYKH (PEKBU3UTOB)
OpraHM3allM, COCTABJIEHUE C MCIOJb30BaHUEM OJIAaHKOB JOKYMEHTOB IITATHOTO
pacnucaHus, JOJKHOCTHOM HHCTpyKuuu ¢ortorpada 3 kateropuu (Ha OCHOBE
npodeccuonansHoro cranaapra "dororpad").

IIpakTuyeckas padora Ne 2
CocraBiieHHE OpraHU3alMOHHBIX TOKYMEHTOB: MOJOKEHUS O CTPYKTYPHOM
NoApa3AeICHUN OpraHU3alllu, MPAaBUJI BHYTPEHHETO TPYAOBOTO pACHOPSJIKa,
JOJKHOCTHOM MHCTPYKIMU (hoTorpada, MTaTHOTO pacHucaHusl. 3anoJHEHHUE
KapTOUYKHU OpraHu3aluu

Heab: npuoOpereHHe CTyJIEHTaMH NPAKTUYECKOTO OIbITa O()OPMIICHHS
OpraHU3aIMOHHO-TIPABOBBIX IOKYMEHTOB.

IMopsiaok BbINOJIHEHUA PadOTHI:

1) CoctaBuTh KJ1accudukauio OpraHU3alMOHHO-TIPABOBOM
JIOKYMEHTalUH.

2) JlaTh ompejiescHUE OpPraHWU3AIMOHHO-TIPABOBBIM JIOKYMEHTAaM: YCTaB,
HITaTHOE paclucaHue, MoJ0KEeHHe, IpaBuiia BHYTPEHHEr0 TPYJI0BOIO paclopsaKa,
JOJKHOCTHAS! MHCTPYKIIHSL.

3) Co3mare ycinoBHO (DOTOOPTaHU3AIMIO W HCIOJB3Ysl MpUIaraeMbie
osanku (hopmbl, 0Opasiibl) JOKYMEHTOB:

— 3aro0JIHUTh PEKBU3UTHI (KAPTOUKY) OpraHu3alliy;

— OMpeAeNuTh CTPYKTYPY U INTATHBIA COCTaB CO3/IaHHOW OpraHHU3alliy U
COCTaBUTH IITATHOE PACHHCAHUE;

— COCTaBUThb CTPYKTYpy Tekcta (ColepKaHue) MpaBWI BHYTPEHHETO
TPYAOBOTO  pAaCIoOpsIKa, TOJOXKEHUS O  CTPYKTYPHOM  TOApa3IeiICHUN
OpraHu3alliy, JOJDKHOCTHYIO MHCTpyKuHio ¢oTtorpada (C HMCHOJIb30BAaHUEM
npodeccuoHanbHoro crangapra "®ororpad"). Co3znannyro (poroopraHuzanuio u
€€ PEKBU3UTHI UCTIOIH30BATh MPHU BHIMOJHEHUH CICIYIOIINX PAKTHUECKUX padoT.

Henocraronye pekBU3UTHI yKa3aTh CAMOCTOSTEIBHO.

4) OdopmHuTb OTYET.
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Tema 3. Pacnnopsiiure/ibHbIEe JTOKYMEHTBI
Copnep:xanue:

OOmiast  xapakTepUCTHKa  BHUJOB  PACHOPAIUTENBHBIX  JIOKYMEHTOB
(MOCTaHOBJIEHUS, PEIICHUS, MPUKA3bl, pacnopsbKeHus, ykazaHus). Ilopsmox
MOATOTOBKM © O(OpPMIICHHS pPacCHOPSIUTENbHBIX JOKyMeHTOB. CocTaBlieHHE
pacCloOpSAUTEIbHBIX JOKYMEHTOB: TpUKa3 00 YTBEPKICHUM U BBEICHUH B
JEHCTBUE INITATHOTO pACIUCAHUS, TpPHUKa3 00 YTBEP)KIECHWW ¥ BBEICHUH B
JEUCTBUE JOJDKHOCTHOU MHCTPYKIHU doTorpada.

IIpakTuyeckas padora Ne 3
CocrapneHue pacrnopsAUTENbHBIX JOKYMEHTOB

Hean: npuobpereHue CTyJIEHTaMHU MPAKTUYECKOTO OIbITa O()OPMIICHHUS
pacnopsIUTENbHBIX JOKYMEHTOB.

Iopsiaok BeINOIHEHUST PadOTHI:

1) TlepeyrcauTh MPYMIBI PACTIOPSIUTEIBHBIX JOKYMCHTOB.

2) OxapakTepu30BaTh TAlbl MOATOTOBKH PACHIOPSAUTEIBHBIX JIOKYMEHTOB.

3) OrmucaTh CTPYKTYpy MpHKa3a M0 OCHOBHOM JESITETLHOCTH U MPHUKa3a Mo
JUYHOMY COCTaBY.

4) Ha OnaHKe OpraHH3aIHi COCTABUTH:

— mpuka3 00 YTBEpXKIEHUHM U BBEICHUU B JICHCTBUE IITATHOTO
paciucaHus;

— TMpuKkaz o0 YTBEPXKIACHUM U BBEACHUM B JIEUCTBHE JOJDKHOCTHOU
UHCTPYKIUU doTorpada.

Henocraromye pekBU3UTHI yKa3aTh CAMOCTOSITENBHO.

5) Odopmurts otuer.

Tema 4. CipaBo4HO-UHPOPMALMOHHBbIE JOKYMEHTbI

Copepxanue:

CnpaBodHO-UH(POPMAITMOHHBIE JTOKYMEHTHI. [[enmoBas mepenucka, BUIBI U
criocoOnl e€ mepenaun. CocTaBieHUE CIPaBOYHO-MH(GOPMAIIMOHHBIX TOKYMEHTOB:
aKTa, IPOTOKOJIA, CITY>KeOHOM 3aMMCKH, MUChbMa, TeIe(hOHOTPaMMBI, pE3IOME.

IIpakTnueckas padora Ne 4
N3ydenne cnpaBoyHO-UH(GOPMALMOHHBIX TOKYMEHTOB: IPOTOKOJ, aKT,
MMCHMO, CTIpaBKa, JOKJIaaHas (Cy)eOHas) 3anmrcKa, mpeAcTaBiICHe, 3asBICHNUE,
oObsicHeHHe, TenedoHorpamMma, TeJierpaMma, pe3rome.
CocraBneHue akta, MpOTOKOJa, CIIyKeOHOH 3aIiCKH, MUChMA,
TeneOHOrpaMMBbl, pe3roMe
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Hean: mpuoOpeTreHHe CTyIEHTaMH MPAKTUYECKOTO OIbITa O()OPMIICHHS
CTIPaBOYHO-UH(POPMAITMOHHBIX JOKYMEHTOB.

IMopsiTok BHINOJTHEHHS PAadOTHI:

1) TIlepe4ywrcauTh BUIBI CIIPABOYHO-UHPOPMAIMOHHBIX JTOKYMEHTOB.

2) Hcnomnw3ys 01aHKU JOKYMEHTOB COCTABUTH:

— aKT 00 OKa3aHWH yCIyT (BBIMOJHEHUHU PaboT);

— TPOTOKOI;

—  CIIlyKeOHYIO 3allUCKY;

— TIHCBHMO;

— TeneoHOrpaMMmy;

— pesioMe.

Henocraromie pekBU3UTHI yKa3aTh CAMOCTOSITENBHO.

3) Odopmuts oTUeT.

Tema S. /loroBopHO-nIpaBoBasi JOKYMEHTALMSA

Conep:xanue:

Cucrema JOrOBOPHO-TIPABOBOM JIOKYMEHTAllUM: Ha3HAYeHHE, COCTaB,
cocraBienne u ohpopmiuenue. [lonsarue u conepxkanue norosopa. Kimaccuduxarms
noroBopoB. Ilopsanok 3akmroueHus noroopa. bazoBas cTpykrypa (OCHOBHBIE
pasgensl) goroBopa. [IpoTOkombl pas3HOIJIacM K = JOTOBOpaM  MOCTaBKH.
Kommepueckue aktel.  JloBepenHoctn. CocTaBieHHE JIOTOBOPHO-TIPABOBBIX
JIOKYMEHTOB: TTUCBbMO, cojiepkaiiee oepTy (IpeioKeHHe 3aKII0YUTh TOTOBOP);
MUCHMO, COJEpIKaliee akienT (MPUHATHE MPEIJIOKEHUS 3aKIIOYUTh TOTOBOP);
JIOTOBOP BO3ME3HOTO OKa3aHHs YCIYT; JOTOBOP C MOJEIbIO; TOTOBOP MOCTABKH;
aKT mpuema-rnepeaadyu NpoayKIuu (TOBApOB).

IMpakTuyeckas padora Ne 5
M3y4yeHue OCHOBHBIX pa3zenoB porosopa. CocTaBieHHUE 10rOBOPHO-
IIPABOBOM TOKYMEHTALIMU: MUCHMO, cojepikaliee odepTy (MpeayiokeHne
3aKJIIOUUTH JOTOBOP); MUCHMO, COJIeprKallee akenT (IPUHATHE TPEIT0KECHHS
3aKJIIOYUTH I0TOBOP); IOTOBOP BO3ME3HOTO OKAa3aHUs YCIIYT; I0TOBOP C
MOJIEJIbIO; JOTOBOP MOCTABKH; aKT MpUeMa-Tnepeayu NpOoAYKIIMH (TOBAPOB).

Heab: mpuoOpeTeHue CTyACHTAMU NPAKTUUYECKOTO OmbiTa O(OpMIICHUS
JIOTOBOPHO-TIPABOBOW IOKYMEHTAIWH.

IMopsaaok BbINOJIHEHUS PadOThI:

1) Jath ompeaeneHue A0roBopa. IlepeyuciIWTh OCHOBHBIC —pa3zeiibl
ZIOTOBOpA.

2) CocCTaBWTS:

— THCHMO, conepxariee ohepTy (IPeasioKeHHe 3aKITI0YUTh JJOTOBOP);

— TMHUCHMO, COJepiKalllee akuenT (MPUHITHE NPEAJIOKEHUS 3aKIIOYUTh
JIOTOBOD);

— JIOTOBOP BO3ME3AHOT0O OKa3aHUs YCIYT;
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— JIOTOBOP C MOJEJIBIO;

— JIOTOBOP IMOCTaBKH;

— aKT IpueMa-nepesayu MpoayKIuu (TOBApOB).
Henocraroniye peKBU3UTHI yKa3aTh CAMOCTOSATEIBHO.
3) Odopmuts otuer.

Tema 6. [lokymMeHTHPOBaHUE TPYAOBBIX OTHOILIEHU I

Copnep:xanue:

Odopmienue TpyaoBbIX OTHOIIeHWH. TpymoBoit  goroBop. Buubl
JOKYMEHTOB IO JHYHOMY cocTaBy. (CocTaBleHHME IOOKYMEHTOB IO JUYHOMY
COCTaBy: MpHUKa3 0 MpueMme paboTHHKa Ha paboTy; MpUKa3 O epeBojie pabOTHUKA
Ha JIpYrylo pabdoTy; MpHKa3 O MPEAOCTaBICHUH PAOOTHUKY OTITyCKa; MPHUKa3 O
MOOIIPEHUH pabOTHUKA; TPUKA3 O MPEKPAIICHUN TPYI0BOTO JIOrOBOPA.

IIpakTuyeckas padora Ne 6
CocraBieHne JOKyMEHTOB I10 IMYHOMY COCTaBY: IPUKa3 O IpHEMe
paboTHHKA Ha pabdoTy; MPHUKa3 O NepPeBOie pabOTHUKA Ha IPYTyto paboTy; NpUKa3
O MIPEIOCTAaBICHNU paOOTHUKY OTITYCKa; IPHUKa3 O MOOIIPEHUN PaOOTHHKA; MPUKa3
O MpPEeKpaIleHUuH TPYI0BOrO JOrOBOpa

Hean: npuobpereHre CTyJIEHTAMH MPAKTUYECKOTO OIbITa O(OPMIICHUS
TPYJOBBIX OTHOILICHUH.

Iopsiaok BbINOIHEHUST PadOTHI:

1) [laTh ompeneacHHe MOHITHIO «TPYIOBOM JOTOBOPY.

2) OxapakTepu3oBaTh COACPKAaHUE TPYAOBOTO IOTOBOPA.

3) IlepeynciuTh JOKYMEHTBI, IPEABIBISICMBIC TIPU 3aKJIFOUCHUHU TPYI0OBOTO
JIOTOBODA.

4) Omnucath MOPSI0K 0hOPMIICHUS MpUEeMa Ha padoTy.

5) Hcnoab3ys 00pa3iisl JOKYMEHTOB COCTaBUTh:

— TMpHUKa3 0 pueMe paboTHUKA Ha paboTy;

— TMpUKa3 o0 MepeBojiec padbOTHHUKA Ha JAPYTYIO padoTy;

— TIPUKa3 O MPEAOCTaBICHUN PAOOTHUKY OTITYCKa;

— MPUKa3 O MOOIIPEHUU PaOOTHUKA;

— MPUKa3 O MPEKPAIICHUH TPYJIOBOTO JIOTOBOPA.

Henocraromniye peKkBU3UTHI yKa3aTh CAMOCTOSTENIBHO.

6) OdopMuTh OTUET.

Tema 7. IIpeTeH3MOHHO-UCKOBAasl JOKYMEHTALMS

Conepxanue:

JocyneOHblid MopsiAOK yperyiaupoBanus crnopoB. [lpaBuna odopmieHus
NPETEeH3MOHHBIX TMHUceM. TpeOoBaHUS K OQOPMIIEHHUIO MCKOBBIX 3asBJICHUU.
[lopsinok HampaBieHus u O0QOPMIIEHHS OT3bIBA Ha HCKOBOE 3asiBJICHUE.
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CocraBnenue MNPCTCH3NHU, UICKOBOI'O 3asBJICHH.

IIpakTHueckasi padora Ne 7
[TpaBuiia opopmIIeHUS TPETEH3UOHHBIX TIHceM. TpeboBaHMs K opopMIIeHHTO
UCKOBBIX 3asiBJieHU. CocTaBlieHHE IPETEH3UHU, UICKOBOTO 3asiBJICHUS

Hean: npuobpereHue CTyJIEHTaMHU MPAKTUYECKOTO OIbITa O(QOPMIICHHUS
MPETEH3MOHHO-UCKOBOM JJOKYMEHTALINH.

Iopsinok BbINOJIHEHNSI Pa0OThI:

7) JlaTh omnpeeneHUe MOHATHIO «IIPETCH3US.

8) Ilepeunciuth TpeOOBaHMS K (OpME, COACPIKAHUIO UCKOBOTO 3asBICHHS
B coorBeTcTBUU ¢ AIIK PO.

9) MHcnomb3yst 00pa3isl JOKYMEHTOB COCTABHTH:

— MPETEH3UIO;

— HCKOBOE 3asiBJICHHUE.

Henocraroniye peKBU3UTHI yKa3aTh CAMOCTOSTEIBHO.

10) OdopmMuTh OTUET.

Tema 8. Opranuszanusi padoThbl ¢ JOKyMEHTAMHU

Copepxanue:

Opranuzamusi paboThl ¢ JAokymMeHTamH. [okymeHnTooO6opoT. OdopmieHue
KYpPHAJIOB PETUCTPALMM BXOASNIUX M HCXOASUIMX JOKYMEHTOB. (CocCTaBi€HUE
HOMEHKJIATypbl JE.

IIpakTuyeckas padora Ne 8
Opranuzanus padoTsl ¢ JoKyMeHTaMH. JlokymMeHToo00poT. OdopmiieHne
YKYpHAJIOB PErUCTpaIiiu

Hean: npuoOpereHue CTyAEHTAMH MPAKTUYECKOIO OIbITa OpraHU3ALMH
paboThI C TOKYMEHTAMH.

IHopsinok BbINMOIHEHHSI PAa0OTHI:

1) Jlate ompenelieHUe MOHATHIO «TOKYMEHTOO00pOTY.

2) OxapakTepu30oBaTh OCHOBBI OPTaHU3AIUK JTOKYMEHTO000pOTa, MOPSIO0K
MIPOXOXKJICHUS W UCTIOJIHCHUSI BXOSIINX, UCXOSAIUX U BHYTPEHHUX IOKYMEHTOB.

3) [ath omnpenaencHue MOHATHIO «HOMEHKIIATypa JAei.

4) OxapakTepu30BaTh MOPSIIOK OGOPMIICHHS A€l M Mepefadyd HMX Ha
apXWBHOE XpaHCHHE.

5) Hcmonb3yst OJaHKH JOKYMEHTOB 0(DOPMUTH HOMEHKJIATYPY Je, JKypHaI
pETHCTpAllMM BXOMSIIUX W MCXOISANIMX JOKYMEHTOB, COCTABUTHh NPUMEPHYIO
CXeMy JOKyMEHTOO0OpOTa Opranu3aiuu, rpaduk JT0KyMeHToo00poTa.

6) OdopMuth OTUET.

Tema 9. OdopmiieHHe 0THYETA 0 HAYYHO-UCCJIEI0BATEIbCKOM padoTe
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Conepxanue:

N3yuenne I'OCT 7.32-2017. MexrocynapcTBeHHblil cranaapt. Cucrema
CTaHAapTOB MO MHMOpMaIUU, OMOIHMOTEYHOMY U H3JaTelbcKoMy Aery. OTder o
Hay4HO-UCCclenoBaTeabckoi padote. CTpykTypa u npaBuiia opopmieHus (BBEIEH
B neiictBue Ilpukaszom Poccrangapra ot 24.10.2017 N 1494-ct ¢ 1 urona 2018
rona), 'OCT P 7.0.97-2016. HammonansHbiii cranaapt Poccutickoit deneparumu.
Cucrema cTaHaapToB 1o MHGpOpPMAIUH, OUOIMOTEYHOMY M U3JATEIBCKOMY JIETy.
Opranu3almoHHO-pacopsAUTeIbHAS JOKYMEHTAIUSI. TpeboBanus K
odopmaenuto nokymeHToB" (yTB. [Ipukazom Poccrangapra ot 08.12.2016 N 2004-
cT). OdopmiieHHE CTPYKTYPHBIX 3JIEMEHTOB OTUETa O HAYYHO-UCCIIEIOBATEIHCKON
paboTe CTyJIeHTA.

IIpakTuyeckas padora Ne 9
OdopmiieHne CTPYKTYPHBIX 3JIEMEHTOB OTYETa O HAYYHO-
UCCIIeI0BATENLCKON paboTe CTyIeHTa

Hean: npuobpereHue CTyJIEHTaMHU MPAKTUYECKOTO OIbITa O()OPMIICHHUS
OTYETa O HAYYHO-HUCCIIEA0BATEIBCKON IEATEIbHOCTH.

IHopsinok BbINOJIHEHNSI Pa0OThI:

1) TlepeuywcnuTh  CTPYKTYpHBIE  3JIEMEHTHI  OTY4e€Ta O  HAYYHO-
uccnenoBarenbekoit padore (HUP).

2) Ilepeuncnuth TpeOOBaHUS K COJIEPKAHHIO CTPYKTYPHBIX JJIEMEHTOB
otueta o0 HUP.

3) B cootBerctBuu ¢ «['OCT 7.32-2017. MexrocynapcTBeHHBIN CTaHIAPT.
Cucrema cTtaHaapToB no MHGOpMALMH, OMOTUOTEUHOMY U HU3AATEIbCKOMY JIEIy.
OTtuer o0 HayyHO-UccienoBaTenbcko  pabore. CTpykTypa W IpaBuia
oopmiieHus» oopMHUTH CTPYKTYpHBIE AJIIEMEHTHI BBITYCKHOM
KBTM(PUKAIMOHHOMN pabOoThI (IUIITIOMHOM PabOTHI):

—  TUTYJbHBIU JIUCT;

— 3a/IaHME;

— pedepar;

—  CIIMCOK HCIIOJIb30BaHHBIX HCTOYHUKOB.

4) OdopMHTb OTYET.
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6.2 OgopmiieHue pe3yabTaTOB YUeOHOM NPAKTUKHU

B nmepuon mnpoxokIeHus NPAaKTHUKU OOy4aroUIMMCsl BEAETCS JHEBHUK
npakThku. [1o pe3ynabpTaraM npakTUKU 00y4daromUMCsl COCTABIISETCS OTYET.

K oruery mnpunararorcs BBIIOJIHEHHbIE pabOThl, MPEAYCMOTPEHHBIE
IIPOrpaMMOM NPAKTHUKY, IIOATBEPKAAFOLIUE ITOJTyYCHHBINA IPAKTUYECKUN OIIBIT.

JIHEBHUK M  OTYET SBIAIOTCS  JOKYMEHTaMHM, IOATBEPKIAOIIUMU
BBIIIOJIHEHHE MPOrpaMMbl NpakTHUKUA. Dopmbl JHEBHUKA M OTYETa O MPAKTUKE
IIPEICTABIICHBI B TPUIOKEHUU.

3anucu B THEBHHUKE JOJDKHBI BECTHCh €KEIHEBHO W COJIEpPKaTh IEPEYEHb
BBIIIOJIHEHHBIX pa0oT 3a JI€Hb.

B 3aBucuMocTH OT BUa MpakTUKH (yueOHas, MPOU3BOICTBEHHAS (IIPAKTHKA
0 NPOQPUITIO CEIUATIBHOCTH U TIPEIUIIIOMHAS TIPAKTUKA)):

— 0 OKOHYaHUM y4yeOHOW NPAKTHKU [THEBHUK, AaTTECTALIMOHHBIA JIUCT U
OTYET 3aBEpPAIOTCS MOJANUCHIO PYKOBOAMTENS MNPAKTUKU OT 00pa3oBaTeIbHON
OpraHU3alny;

— M0 OKOHYaHWM MPOU3BOJICTBEHHON NMPAKTUKHU JHEBHUK, aTTECTAlMOHHBIA
JIUCT U OTYET 3aBEPAIOTCS MOJNUCAMHA PYKOBOJUTENEH MPAKTUKU OT OpraHU3aluu
U OT 00pa30BaTEIbHON OpraHU3ALINH.

OT4YeT 0 MPaKTUKE COCTABISAETCA HHAUBUIYAIBHO KaXAbIM 00y4arOIUMCS.

Otder o mpakTuke ydeOHOUW mo aenompousBoAcTBy YII 02.01 momkxen
BKJIIOUATh TEKCTOBBIM MaTepuana U opOPMIIEHHBIE COTJIACHO 33/1aHUIO0 JOKYMEHTHI,
NOATBEPKIAIOIIME IPAKTUIECKUN OIIBIT, OJYYCHHBI HA IIPAKTUKE.

K oTuéry 0 mpakTHKe NpUIararoTcsi JHEBHUK INPAKTHUKH, JUYHAS KapTOUYKa
IIPOXOXKJACHUSI NHCTPYKTAXKA, ATTECTALIMOHHBIH JINCT, XapaKTEPUCTHKA.

Pexomennyercs ciaenyromuii MopsI0K pa3MEIIeHHs] MaTeprala B OTUETE:

— TUTYJIbHBIN JIUCT;

— 3aJ]aHue Ha NPAKTHUKY;

— COJEpKaHHUE;

— BBEJICHUE;

— OCHOBHas 4acTh;

— 3aKJIIOYEHUE;

— CHHCOK MCHOJb30BAHHBIX UICTOYHUKOB;

— MPUIIOKEHHUS.

TUTYJIBHBIA JUCT SABJSAETCA IEPBOM CTPAHULIEH OTYETA, UMEET EIUHYIO
dbopmy 11t BceX U 0POpMIISIETCS B COOTBETCTBUU C IPUIIOKEHUEM 2.

Mecto (ropoa) u roji COCTaBJIEHUSI OTYETA MPUBOAAT MO LIEHTPY B HIDKHEU
YacTH TUTYJIBHOTO JIUCTA, OTIENSSA APYT OT Apyra npoodesom.

3aaHye Ha MPaKTUKY pacnoJiaraeTcs Mocie TUTYIBHOTO JIHUCTA.

Kaxaplil CTpyKTYpHBIN 2JIEMEHT OTYETA HAUMHAETCS C HOBOW CTPAHHILIBI.

ConepxaHue BKJIIOYAET BBEACHHE, HAUMEHOBAHHE BCEX TEM, 3aKJIIOYECHHE,
CIIMCOK HCIIOJIb30BAHHBIX HCTOYHHUKOB, COOTBETCTBYIOIIMX Haudally KaxKJIO0ro
COCTABHOI'O 3JIEMEHTA OTYETA.
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[Tocne 3arojgoBka KaXkJOrO 3JEMEHTA CTaBAT OTTOYME U MPUBOIAT HOMED
CTpaHUIIbl PaOOThI, HA KOTOPOH HAUMHAETCS JAHHBIA CTPYKTYPHBIN 3JIEMEHT.

O6o03HavyeHHs MOJPA3ACIIOB MPUBOJAT Tociie ab3alHOTO OTCTYyMa, PaBHOTO
JIBYM 3HaKaM, OTHOCHUTEJIbHO 00o03HaueHus pasnenoB. OO003HAYEHUS IMyHKTOB
OPUBOMAST TMOCJE a03allHOTO OTCTyIa, PABHOTO YEThIPEM 3HAKAM OTHOCHUTEIHHO
0003HauYEHUs pa3/IeioB.

Bo BBeneHue BKIIOYAIOTCS LEIN U 3a/1a4d MPAKTUKU, KOTOPHIE COJEPIKATCS
B 3a/IaHHMH, BBIJABAEMOM PYKOBOJMTEJEM IEpe] HAYajIOM MPAKTHKU. 3/ECh K€
ClIeyeT apryMEHTHpPOBaTh AaKTyaJbHOCTh W 3HAYEHHE TMPAKTUKH, KpPATKOE
OINKCaHUE CTPYKTYpPHI OTUETa, yKa3aTh KaKWe HOPMATUBHO-TIPABOBBIC aKThl ObLIN
UCIIOJIb30BaHbl. PekoMeHyeMblii 00beM BBEICHUS 2 CTPAHUIIBI.

OcHoBHast 4acTh O(GOPMISIETCSI B COOTBETCTBUU C TEMAaTHYECKUM IUIAHOM
NPAaKTUKHU Y 33/laHMEM Ha MPaKTUKY. B 1aHHOM pasjene CTyJeHT yKa3bIBAaeT TEMY
U ee coJep)KaHue, HaMEHOBaHWE, HOMEP W OINHCaHUE MPAKTUYECKON paboTHl.
C HOBOI CTpaHHUIIBI OTBEYAET HA BOMPOCHI U MIPUJIAracT BHIMOIHEHHBIE PAOOTHI.

B 3akmroueHun cojaeprkaTcsi BBIBOABI MO Bcell paboTe ¢ HX KpaTKUM
00OCHOBaHMEM,  pPACKpbIBA€TCS  3HAYMMOCTh  IOJIYYEHHBIX  pE3YJbTATOB,
BKJIFOYAIOTCS NPEUIOKEHUS] U PEKOMEHJAlMU MO HCIOJb30BaHUIO MOJYyYEHHBIX
pesynbraToB. [lo 00beMy 3akiloyeHHE HE JAODKHO COCTaBIATH Oojiee MsITU
CTpaHUI TEKCTA.

Cnucok M CIIOJIb30BAaHHBIX HUCTOYHHKOB JTOJDKEH BKJIFOYATh
oubimorpaduueckue 3amnucu Ha JOKYMEHTHI, UCIIOIb30BaHHBIE MPU BBHIMOJIHEHUU
3aJaHus Ha IPAKTUKY.

Cnucok UuCTOYHUKOB odopmitsieTcs B cooTBeTCTBUU ¢ TpeboBanusimu ['OCT
7.32-2017 MexrocynapcTBeHHbId  cTaHmapTt. Cucrema CTaHAApTOB IO
uH(popmanuu, OMOIMOTEYHOMY U H3AaTelbckoMy neny. OT4er o Hay4Ho-
uccienoBarenbckoi padote. Ctpykrypa u npasuia opopmiienus;, [OCT 7.1-2003
Cucrema ctanaapToB no uHGoOpMaIKK, OUOTUOTEUHOMY U U3JATEIBCKOMY JICIy.
bubnuorpaduueckas 3anuck. bubnuorpaduyeckoe onucanue. Obme TpedoBaHUs
u nipaBuiia coctasieHus; ['OCT 7.80-2000 Cucrema ctaHaapToB 1o WH(POpMAaIUH,
OMOIMOTEUHOMY M U3JIaTeIbCKOMY JAeiny. bubnuorpaduyeckas 3amnuch. 3arojoBOK.
O6mue TtpedoBanus u mnpaBwina cocraeienus; [OCT 7.82-2001 Cucrtema
CTaHAApTOB 10 WHPOpMAIMKM, OUOJIMOTEYHOMY U U3JIATEIBCKOMY JIEIy.
bubmuorpaduueckass 3anuch. bubnuorpaduueckoe omucaHWe IIEKTPOHHBIX
pecypcoB. O61re TpeOboBaHUs 1 MTpaBUIa COCTABJICHMUS.

Cnucok HCIoNb30BaHHBIX HMCTOYHUKOB (He MeHee 2(0) cocraBisieTcsi B
CJIEIYIOLIEM TOPSIJIKE:

— denepanbHble 3aKOHBI (B OUEPETHOCTH OT IMOCIEIHEr0 Tojla MPUHATHS K
IpeAbIIYyIIIM);

— yka3sl  Ilpesmpenta  Poccuiickoit ~ ®demepanmum (B TOW  xe
MOCJIEA0BATEILHOCTH);

— nocraHoBneHusi IlpaButensctBa Poccuiickoit ®denepanuu (B TOH Ke
OYEpPETHOCTH);

— WHBIC HOPMATHBHBIC ITPABOBHIC AKTHI;
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— HHBIC odumansHbIe MaTepuabl (pe30aroLHH-pPEKOMEH 1allin
MEXIYHAPOJHBIX OpraHu3aluid U KOH(EpeHIHH, o(UIalbHbIe TOKJIaIbl,
oHUIIUAIBHBIC OTYETHI U JIP.);

— MoHorpaduu, yueOHUKH, yueOHbIe TOcoOus (B a1haBUTHOM TOPSIAKE);

— WHOCTpaHHAas JUTEPATYPA;

— HHTEPHET-PECYPCHI.

N3noxenue Texkcra U opOpMIICHUE OTYETa BBHIMIOJHSAIOT B COOTBETCTBHH C
tpeboBanusimu ['OCT 7.32-2017. MexrocynapcTBeHHbI cranaapt. Cucrema
CTaHAapTOB MO MHMOpMaIUu, OMOINOTEYHOMY U H3JaTelbcKoMy Aerny. OTder o
Hay4HO-UCCleloBaTenbckoi padote. CTpyKTypa U npaBuiia 0hOpMIICHUS.

Texct oruera meuaraetcs mpudrtom Times New Roman, 14-m wmm 13-m
KerjaeMm, Ha oAHou ctopoHe ymucta ¢popmara A4 (210mm x297MM) depe3 moaropa
UHTEpBaJa;

— pa3mepsl Tosiei: eBoe — 30 MM, ipaBoe — 15 MM, BepxHee u HmkHee — 20
MM;

— BBIPABHUBAHUE — M0 IIIUPUHE;

— ab3auHblil oTCTYN (IepBasi CTPOKA) JOJKEH ObITh OJIMHAKOBBIM 10 BCEMY
TEKCTy OT4YeTa U paseH 1,25 cm.

[Ipu cozmanuum aG3amHOrO OTCTyna B penaktope MS Word ucnonbsyercs
OKHO «A03a1 WM UHCTPYMEHT — JInHelka. He pekoMeHiyeTcs nenaTth ad3alHbIi
otcTyn npobenamu. [lepexon k HoBoMy ab3ally BHITIOHSETCS KiaBuien Enter.

[TomyxupHbld WPUPT MPUMEHSIOT JJIS 3ar0J0BKOB PA3/EIIOB U 3ar0JIOBKOB
CTPYKTYPHBIX 3JIEMEHTOB. Mcronp30BaHUE KypcHUBa JOMYCKAETCs NIl HAIMCAHMS
TEPMHHOB.

KauecTBO HamedyaTaHHOrO TEKCTa JIOJKHO YJIOBJIETBOPITH TPEOOBAHUIO HX
4YeTKOro Bocmpou3sBeneHus. llpyu BbIMOIHEHMM OTYeTa HEOOXOAMMO COOJIIOATh
pPaBHOMEPHYIO IJIOTHOCTh U YETKOCTh M300paXkeHus mo Bcel padote. Bee nunum,
OyKBbI, IU(PPbI U 3HAKU JTOJDKHBI UMETh OJUHAKOBYIO KOHTPACTHOCTH IO BCEMY
TEKCTY palOTHl.

O0BEM OTUETa MO MPAKTUKE OMpPEAEeTCS B COOTBETCTBUU C KOJIMYECTBOM
MPaKTUYECKUX PaOOT COrIacHO 3a1aHHIO.

Otyer mpenocTaBiseTCs COPOUIIOPOBAHHBIM B NANKy-OpraHaizep cC
MYJIbTU(QOpaAMHU.

ATTecTansi TO WTOraM TMPAKTUKA TPOBOIUTCS C Yy4eToM (MU Ha
OCHOBAHMH ) PE3YJIBTATOB €€ MPOXOXKICHHUS, MOATBEPKIAEMBIX TOKYMEHTaMHU.

[IpakThka sSBISETCS 3aBEPILAIOLIUM 3TAllOM OCBOCHHS MPOQPECCHOHATBLHOTO
MOJyJIS IO BUY NMPO(PECCUOHATBHOMN EATEIbHOCTH.

[IpakTuka 3aBepriaercsa AU GepeHIUPOBAHHBIM 3a4ETOM MpPHU  YCIOBUU
MOJIOKUTEIBHOTO aTTECTALIMOHHOIO JIUCTA MO0 MPAKTHKE PYKOBOAUTENS MPAKTUKH
oT 0o0pa30oBaTeIbHON OpraHu3aluu OO0 YPOBHE OCBOCHHS MPOQPECCHOHAIBHBIX
KOMITCTCHIINM;, HaJU4Ms TOJOKUTEILHON XapakTePUCTHUKKA OpraHWU3alud Ha
OOy4Jaromierocsi Mo OCBOCHUIO OOIIUX KOMIETEHIMH B TEPHOI TMPOXOKICHUS
MPAKTUKH; TOJTHOTHI U CBOEBPEMEHHOCTH TPECTABICHUS JHEBHUKA MPAKTUKU U
OTY€Ta O MPAKTUKE B COOTBETCTBHUHM C 33JIaHHEM Ha MPAKTUKY.
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Pe3ynbTaThl mMpOXOXKACHUS TPAKTUKH TMPEACTABISIOTCS OOY4aromuMcs B
o0pa30oBaTeNbHYI0  OPraHM3alMI0 W YYUTHIBAIOTCA TP MPOXOKIACHHUU
rocyapCTBEHHOU UTOTOBOM aTTECTAIUH.

OOyuaromyecs, He  MPOUICAIIME  MPAKTUKY WM  [OJY4YUBIIHE
OTpUIIATEIBHYIO OIEHKY, HE JIOMYCKaIOTCS K MPOXOXKJICHUIO T'OCYJapCTBEHHOM
UTOTOBOM aTTEeCTAILIUH.
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[Tpunoxenue 1

OENIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE YUYPEXX/IEHUE

BBICILEI'O OBPA3OBAHU A

«BCEPOCCHUINCKUI I'OCYIAPCTBEHHbBIM UHCTUTYT KUHEMATOI' PA®UU

NUMEHU C.A. TEPACUMOBA»

UPKYTCKUI ®UTIMAJ BCEPOCCUMCKOI'O T'OCYJJAPCTBEHHOI'O MIHCTUTYTA
KMHEMATOI'PA®MN UMEHU C.A. TEPACUMOBA

ATTECTAIIMOHHBIA JIUCT

YII 02.01 TIPAKTUKA YYEBHASA

o AEJOIPOU3BOACTBY

(HaumeHoOBaHUE NPAKMUKU)

(DUO obyuarowezocs)

Kypc

I'pynna

Dopma obyuenus

O4Hasn

CneyuanvHocms

54.02.08 TexHuka U UCKyccTBO (oTorpapuu

YcnemHo npouie

NPaKTUKY y4eOHy10 no aejonpoussoactsy YII 02.01

(HaumeHo8aHUe NPAKMUKU)

10 Npo¢eCcCHOHAIBHOMY MOIYJII0

IIM.02 Ynpasiienne poToopranuzanmeil uin ee nmogpasaejseHuemM

(HaumenoBanue npogheccuoHarbHO20 MoOYs)

Obvem yuebHol Hacpy3Ku
obyyarowuxcs, dac.

36 yacoB

Ilepuoo npoxoosicoenus
NPAKMUKU

Opeanusayus

Upkyrckuit pumman Beepoccuiickoro rocy1apcTBeHHOTO
nHcTUTyTa KuHeMaTtorpaduu nmenn C.A. ['epacumona
664040, MWpxytckas oOnactb, 1. Upkyrck, yi. Po3sl
JIrokcemOypr, 1. 170

(nonHoe HauMeHo8aHUe U MECIO HAXOHCOEHUS OPSAHUZAYUU 8
COOMBEMCmMaUU ¢ YUpeOUmenbHubIMU OOKYMEHMAami)
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YpoBeHb 0CcBOCHHS 00y4AKOIIUMCH NPO(eCCHOHAIBHBIX KOMIIETEeHIN

[IpodeccrnonanbHbIC Iloka3arenu oueHkn Yposens ocBoenus 1K
KOMIICTCHITU N pe3yiibTara (OTMCTI/ITB 3HAKOM «+» B
HY)KHOU Tpade)
HHU3KNH CpE€aAHUN BBICOKHH
1 2 3 4 5

IIK 2.1.

OpraHn3oBbIBaTH,

IJIAHUPOBATh U

KOOpIMHUPOBAThH

JEeATEIbHOCTD

(oToOpraHuzaluyu Uiy ee
IIOAPA3/ICIICHUS B
COOTBETCTBHH C
IIPABWIAMH TEXHUKHU
0€301acCHOCTH U HOpMaMH
OXpaHbI TPyZAa, B TOM
qKCcIIe BHEAPSS
MHHOBAI[MOHHBIE
TEXHOJIOTMH

[1IK 2.2. Opranu3oBbIBaTh
MPOJBUKEHHUE YCIYT U
paboTy C MOTpeOUTEIIMHU

[IK 2.3. Ananu3npoBaTb
U OLICHUBATh PE3YIbTATHI,
KOHTPOJIMPOBATH
paluroHaIbHOE
HCII0JIb30BaHKUE PECYPCOB,
KauecTBO U

3¢ (PEeKTUBHOCTD
NesTeTbHOCTH B 00J1acTH

dotorpadun.

OreHka 1o pe3ysabTaTaM MpaKTHKU

PyKOBO)II/ITeJ'H) IMPaKTUKH

oT O6pa3OBaTC.HBHOI7I OpraHu3anunu:

(OTJIMYHO, XOPOIIO, YIOBIETBOPUTEILHO)

(TOKHOCTB)

(moamnuce)
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[Ipunoxenue 2
XAPAKTEPUCTHUKA

Ha 00y4Yarouerocs 1o 0OCBOEHMIO 00IMX U MPO(PecCHOHATBHBIX
KOMIIeTEeHIIUI B IePHO/] MPOXO0KAECHUSA MPAKTHKH

(HCZMMEHOGGHMQ npakmuxku 6 coomeemcmeuu Cy’{€6HblM n]ZCZHOM)

(DHUO obyuarowezocs)

Kypc
I'pynna

Dopma obyuenus

CneyuanvHocmo
(K00 u HaumeHosaHue)

PyKOBO)II/ITeJ'H) IMPaKTUKH
oT O6pa3OBaTC.HBHOI7I OpraHu3alluu:

(1OJIKHOCTB) (moamnuce) (pacmmdpoBKa MOANKUCH)
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[Tpunoxenue 3
OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIOIXKETHOE OBPA30OBATEJIBHOE
_ YYPEXJEHUE BbICHIET'O ObPASOBAHMA
«BCEPOCCUUCKUU I'OCYAAPCTBEHHbBIM MHCTUTYT KUHEMATOI'PA®UNIN
NUMEHU C.A. TEPACUMOBA»

MPKYTCKUU ®UIJIMAJI BCEPOCCUMCKOI'O TOCYJIAPCTBEHHOI'O
NHCTUTYTA KNHEMATOI'PA®UN UMEHU C.A. TEPACUMOBA

JHEBHUK INPAKTUKH

INPAKTUKA YYEBHASA

11O JAEJOIPOU3BOACTBY VII 02.01

(HaumeHOBaHUE NPAKMUKU)

(DUO obyuarowezocs)

CneyuanvHocmo

Kypc

I'pynna

Yuebnwiui 200

Cemecmp

Dopma obyuenus

Mecmo npaxmuku

Upxytckuii punuan Beepoccuiickoro
roCyIapCTBEHHOI'O HHCTUTYTa KuHeMaTorpaduu

nmenu C.A. I'epacumoBa

664040, Wpkyrtckass ob6mnacte, . Upkytck, yi. Po3b
JlrokcemOypr, 1. 170

Pabouee  mecmo

Pyrxosooumenw
NPAKMUKU

Hpkyrck 20
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[ara

Copneprxanue pabOThI

O1eHKa, 3aMeYaHus
PYKOBOJMTEIIS IPAKTHKU

PykoBoauTens NpakTUKU
0T 00pa3oBaTEIbHON OpraHU3aliu:

(1OJIKHOCTB)
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[Ipunoxenue 4

®EJIEPAJIBHOE T'OCY IAPCTBEHHOE BIO/[P)KETHOE OBPASOBATEJIbHOE
YUPEXXJIEHWE BbICILIEI'O OBPA3SOBAHUS
«BCEPOCCUNCKHNI T'OCYJJAPCTBEHHbBIN MIHCTUTYT KUHEMATOI PA®UU
UMEHU C.A. TEPACUMOBA»

UPKYTCKUU ®UIJIMAJI BCEPOCCHUUCKOI'O TOCYJIAPCTBEHHOTI'O
NHCTUTYTA KNHEMATOI'PA®UN UMEHU C.A. TEPACUMOBA

YTBEPXAIO

PykoBoauTens npakTuku
OT OpraHu3aluu

(®UO) (moamnuce)

OTYET

0 npakTuke y4e0Hoii no xejgonpouspoacry YII 02.01

(HaumeHoB8anUe NPAKMUKUL)

(DHUO obyuarowezocs)

IIpogheccuonanvruiii Mooy

[IM 02 VYmnpasnenue (oToopraHuzanvend Wik ee
MOApPA3AEICHUEM

Meocoucyunaunapnoiti kype | MK 02.01 OKOHOMHKA 51 YIIPABJICHUE
dboToopranuzanuen

CneyuanvHocms 54.02.08 TexHuka U uckycctBo ¢poTorpapuu

Dopma obyuenus O4YHast

I'pynna

Mecmo npaxmuku

Upxyrckuii punuan Beepoccuiickoro
roCy/1apCTBEHHOI'O MHCTUTYTa KuHeMaTorpaduu
umenu C.A. I'epacumona

664040, Upkyrtckas o0nactk, r. UpkyTck, yi. Po3b
JlrokcemOypr, 1. 170

Obvem yuebHoll Hazpy3Ku
obyuarowuxcs, dac.

36 yacoB

Ilepuoo npoxoosicoenus
NPAKMUKU

Pyrkosooumenw
NPAKMUKU

Hpkyrck 20
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[Ipunoxenue 5
JIMUHASA KAPTOYKA ITPOXOXKAEHUS HHCTPYKTAXKA

B MIEPHO]T TPAKTUKH oOydaromumcs Mpkytckoro ¢unmana dhenepaibHOTO
rOCYyJIapCTBEHHOTO OIOIKETHOTO 00Pa30BaATEILHOTO YUPEKICHUS
«Bcepoccuiickuii rocyaapCcTBEHHBIM HHCTUTYT KHHEMATOTpauu

umenu C.A. 'epacumoBay»

[TPAKTUKA YUEBHAA 110 AEJIOITPOU3BOACTBY VII 02.01

(HaumeHoBaHue NPaKmuKu)

(pamunus, ums, omuecmeo obyyaowezocs)

OtMmeTKa 0 IPOBEJIEHUU UHCTPYKTAXKEN 10 03HAKOMJICHUIO ¢ TPeOOBAHUAMHU
OXpaHbl TpyJda, TEXHUKH OE€30MACHOCTH, MOXKAPHON OE30MacHOCTH, a TaKXKe
MpaBWJIaMH BHYTPEHHETO TPYAOBOTO paclopsiKa B

Npkyrckuii punnan Beepoccuiickoro rocy1apcTBEHHOTO MHCTUTYTA
kuHemaTorpapuu umenu C.A. I'epacumona
664040, Upkyrckas obmacts, r. UpkyTtck, yi. Possr JltokcemOypr, 1. 170

(Hawweﬂoeaﬁue U MEeCmo HAX0HCOeHUs OpZClHMS’ClL;MM)

HaumenoBanue HHCTPYKTaxXa I[aTa Iloamuce CTYACHTa

HNHCTpyKTa)X MO 03HAKOMIIEHHIO C
TpeOOBaHUSIMU OXPaHbI TPy, TEXHUKH
0€30MacHOCTH:

- BBOJIHBIN MHCTPYKTaX

- [lepBUYHBI MHCTPYKTaX Ha pado4yeM MecTe

WHcTpyKTaX 1Mo nmokapHOi 6€30MacHOCTH

HNHCcTpyKTaX MO MpaBUIaM BHYTPEHHETO
TPYAOBOI'O pacnopsiika

®OUO, 10MKHOCT U MOJMNKUCH JIMIIA,
MPOBOMSAIIETO UHCTPYKTAXK

(OondcrHocms) (noonucw) (pacwughposka noonucu)
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[Tpunoxenue 6
MunucTepcTBO KyIbTyphl Poccuiickoit @enepanun

®EJEPAJIBHOE T'OCY IAPCTBEHHOE BIO/[)KETHOE OBPA3SOBATEJIbHOE
YUPEXXIEHWE BbICILIEI'O OBPA3SOBAHUS
«BCEPOCCUNCKNI T'OCYJJAPCTBEHHbBIN MIHCTUTYT KUHEMATOI PA®UU
UMEHU C.A. TEPACUMOBA»

UPKYTCKUU ®UIJIMAJI BCEPOCCUMCKOI'O TOCYJIAPCTBEHHOT'O MHCTUTYTA
KMHEMATOI'PA®NN UMEHHU C. A. TEPACUMOBA

3AJJAHHUE
HA NMPAKTHUKY Y4eOHYI0 o aegonpouspoactry YII 02.01

(HaumeHoB8anue NPAKmMuKu)
1o nNpo¢ecCHOHATBHOMY MOXYJIIO
IIM.02 YnpasJienue (poTOOpPraHu3anued Win ee moapasaejieHuemM
MK 02.01 IxoHOMHMKA U ynipaBJieHHe (DOTOOPraHu3anuen

(HaumeHnosanue npogeccuonanvrozo mooyns, M/IAK)

(Ppamunus, ums, omuecmeo oOyuarwe2ocs)

Cneyuanvnocmos 54.02.08 TexHuka U uckycctBo ¢poTtorpapuu
Dopma obyuenus O4Has
I'pynna

Mecmo npaxmuku

Wpkyrckuii punuan Beepoccuiickoro
rOCyIapCTBEHHOT'O MHCTUTYTa KHHeMaTorpaduu
umenu C.A. ['epacumoBa

664040, Upkyrtckas o0nacts, r. UpkyTck, yi. Po3bl
JlrokcemOypr, 1. 170

Obvem yuebHoll Hazpy3Ku
obyuarowuxcs, uac.

36 yacoB

Ilepuoo npoxoosicoenus
NPAKMUKU

PykoBonuTenb npakTUKu

0T 00pa3oBaTelIbHON OpraHU3aINN:

(TOKHOCTB) (moamnuce) (pacmmdpoBKa MOAMHUCH)
3aaHue MOTY4YnI
(mata) (moamuck CTyIEeHTa) (pacuudpoBKa MOIMHCH)
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Henp mnpaktuku yueOHOM mo aenonpousBoacty YII02.01: ocBoeHue
oOydaromumucst Buaa npodeccuonanbHoi aestensHoctu (BILJ]) «Ympasienue
dboToopranuzaiuel UM ee nojpasaeiacHuemM», GopMUpPOBaHUE Yy O0yYaroIIuXcs
o0umx W npodecCHOHANbHBIX KOMIETEHIMM, a Takke MpUoOpeTeHHE
HEOOXOJMMBIX YMEHHMA W OMNbITa TNPAKTHYECKOM paboTbl B  00JacTH
JIETIONPOU3BOJICTBA.

3amaun npakTUku yueoHou mo nenonpousoactBy YII 02.01: mpuobperenue
OOyJarOIIMMHUCSI ~ HABBIKOB  NPAKTUYECKOTO  NPUMEHEHHS  TOJyYCHHBIX
TEOPETUYECKUX 3HAHUM, MPUOOPETEHUE MPAKTUYECKOrO0 OmbiTa B 00JacTH
JOKYMEHTAIIMOHHOTO  oOecredyeHusi ympaBieHUs, a TakkKe YMEHHHl 1o
COCTaBJICHUIO U O(OPMIICHHIO YIPABICHUECKUX JIOKYMEHTOB M OpTraHHU3aIlH
paboTHI C JOKYMEHTaMU C COOJII0ICHUEM TPEOOBAHUN JIETIONPOU3BOICTBA.

Pe3ynbraToM OCBOEHUS MpPaKTUKU y4eOHOU 0  JEJIONPOU3BOACTBY
VII02.01 sBusgercss TOTOBHOCTh OOYyYarIIerocss K  BHIIIOJIHCHHIO  BHJIA
poeCcCUOHANBHON JeATEeIbHOCTH «YTpaBieHue ¢GOToOpraHu3aueil uim ee
nojpaszieiecHueM» U CHOPMUPOBAHHOCTh Y HETro OOHMX U MPpodhecCHOHATBHBIX
KOMIICTCHIMH.

OuennBaeMble KOMIIETEHIINN:

OO0111e KOMIETEHLINU:

OK 1. IlonuMarh CyImHOCTh U COLMAIBbHYIO 3HAYMMOCTH CBOEU OymyIieit
npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESTENbHOCTb, BHIOMPATh THIIOBBIE
METOJbI U CMOCOOBI BBIMOJHEHHUS TPOQPECCUOHATBHBIX 3aJay, OLIEHUBATh HX
3 PEeKTUBHOCTD U KA4E€CTBO.

OK 3. [IpyruMars peuieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalUsAX U
HECTHU 32 HUX OTBETCTBEHHOCT.

OK 4. OcymiecTBasTh MOUCK M UCTIOJIb30BaHUE WH(MOpMAIU, HE0OX0IMMON
711 3PEKTUBHOTO BBHITIOJHEHUS MTPO(ECCHOHANBHBIX 3a/1a4, TPO(PECCHOHATEHOTO
Y JTUYHOCTHOT'O Pa3BUTHSL.

OK 5. Wcnonb3oBaTh HHOOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
poecCUOHANbHOM NESITEIbHOCTH.

OK 6. PaGotarh B KOJUIEKTHBE UM B KOMaHje, 2((HEKTUBHO OOIIATHCS C
KOJUIETaMU, PYKOBOJCTBOM, IOTPEOUTEIISIM.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy YJIEHOB KOMAaHIbI
(MOTYMHEHHBIX ), 32 PE3YJIbTAT BBIMOJHECHUS 3aJTaHUM.

OK 8. CaMocrosiTenbHO ONpEAeNsITh 3aJaud  NMPOo(ECCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHUSI, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh
MOBBIIIIEHNE KBATU(PUKAIINH.

OK 9. OpueHTUpOBaTbCS B YCJIOBHUSAX YAaCTOM CMEHBI TEXHOJIOTUH B
poecCHOHANTEHOM NESITEIEHOCTH.

[IpodeccnonanbHpie KOMIIETCHIIMHA, COOTBETCTBYIOIINE BUAY JEATEILHOCTH:
VYmpasnenue GoToOpraHu3aIieil u ee moapas3aeieHueM:

IIK 2.1. Opranu3oBsiBaTh, MIAHUPOBATh U KOOPAUHUPOBATH AESATEIbHOCTD
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dboTOOpTraHMU3aIMY WK €€ MOAPA3ACIICHUS B COOTBETCTBUU C MPaBUJIAMU TEXHUKH
0e30MacHOCTH U HOPMaMM OXpaHbl TPYJla, B TOM YHUCJIE BHEAPSS] MHHOBAIIMOHHBIE
TEXHOJIOTHH.

[1K 2.2. Opranu3oBbIBaTh MPOJBUKEHUE YCIYT U pabOTy C MOTPEOUTEIIAMH.

I[IK 2.3. Ananu3upoBaTh U OIICHUBATh PE3YJbTAThl, KOHTPOJUPOBATH
palMoOHANIbHOE  MCHOJB30BAHHE  PECYpCOB, KadecTBO M 3(DPEKTUBHOCTH
NeATEeIIbHOCTH B o0JlacTu potorpaduu.

B pesymbrare mnpaktuku ydeOHOUW mo nenompousBoacTBy  YII 02.01
OOy4JaroIuiics

00JIJHCEH 3HAMb !

— TIOHSITHE, LIEU, 33/1a41 U MPUHLIMIBI JIETOTIPOU3BOICTBRA;

— OCHOBHBIE TIOHSITHS IOKYMEHTAlIMOHHOTO 00eCIIeYeHus yIPaBICHHUS;

— CHCTEMbI JJOKyMEHTAI[MOHHOT'O 00ECTICUeHUsI YITPaBICHUS;

— KJaccUu(pUKaIHIO JOKYMEHTOB;

— TpeOOBaHUS K COCTABICHUIO U O(POPMIIEHUIO TOKYMEHTOB;

— OpraHM3aluio JTIOKyMEHTOO00pOTa;

— npuema, 00pabOTKy, PErucTpalfio, KOHTPOJIb, XpaHEHUE JIOKYMEHTOB,
HOMEHKJIATYpy JIeT;

00./19/CeH yMemby.

— 0OopMIISITH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30H, B TOM
YHCJIEC C UCTIOJIb30BAaHUEM MH(DOPMAITMOHHBIX TEXHOJIOTHIA;

— OCBaMBaTh TEXHOJOTUU aBTOMATU3UPOBAHHOMN 00pabOTKU JTOKYMEHTAIIUH;

— HCTOJB30BaTh YHU(DUIIMPOBAHHBIE (POPMBI TOKYMEHTOB;

— OCYIIECTBJISITh XpAaHEHUE U TTOUCK JIOKYMEHTOB;

— UCIIOJIB30BaTh TEJIIEKOMMYHUKAIIMOHHBIE TEXHOJOTUM B DJIEKTPOHHOM
JIOKYMEHTO000pOTe.

B mnepuon mnpoxoxxaeHUs TPAKTUKH OOY4YaOIUMCSI BEACTCS JTHEBHUK
npakTukd. [1o pe3ynbraram NpakTUKU 00YyJarOIUMCS COCTABIISIETCS] OTUET.

3anucu B IHEBHUKE JOJKHBI BECTUCh €XKEIHEBHO U COAEPKATh MEPEUECHBb
BBITIOJIHEHHBIX padoT 3a JICHb.

OTueT 0 MpaKTUKE COCTABISACTCS UHIUBUIYATBHO KaXIbIM 00YUYarOIIUMCS.

OTyeT O TMpakTUKE JOKEH BKJIOYATh TEKCTOBBIM Marepual U
0o(OpMJICHHBIE COTJIACHO 33JIaHUI0 JOKYMEHTBI, TOATBEPKAAIONINE MPAKTUYECKUIMA
OTIBIT, MTOJTYYCHHBIM HA MPAKTHUKE.

K oTu€Ty 0 mpakTuke mpuiaararoTcs JHEBHHUK MPAKTUKH, JUYHAS KapTOYKa
MIPOXOKJICHUSI UHCTPYKTa)ka, aTTeCTAIIMOHHBIN JIUCT, XapaKTePUCTUKA.

[To oxoHUYaHUM y4eOHOW MPAKTUKU JHEBHUK, aTTECTAIIMOHHBIN JIUCT U OTYET
3aBEPSIIOTCS ~ TOJIMUCHI0  PYKOBOAWTENS TPAKTUKH OT  00pa3oBaTebHOMN
OpraHU3allnu.

Tlopsiook pazmewenuss mamepuana 8 omueme:

— TUTYJIbHBIN JIUCT;

— 3aJlaHKe Ha MPAKTHUKY;

— COJEp KaHHUE;
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— BBEJICHUC;

— OCHOBHAs YacTh;

— 3aKIJIIOYCHHE;

— CIIMCOK UCTOJIb30BaHHBIX HICTOYHHUKOB;

— TMPUIIOKEHHUS.

Kaxxnp1il CTpyKTYypHBIN 3JIEMEHT OTYETa HAUWHAETCA C HOBOM CTPaHUIIBI.

TumynvHoll aucm SBIASETCS TEPBOM CTpaHUIEH OTYETa, UMEET EIUHYIO
dbopmy 11 BceX U 0QOpMIISIETCS B COOTBETCTBUU C MPUIIOKEHHUEM.

Mecto (ropoa) u roji COCTaBIEHUSI OTYETA MPUBOAAT IO LIEHTPY B HIKHEU
YacTH TUTYJIBHOTO JIUCTA, OTAETSS APYT OT Apyra Mpooesiom.

3aoanue Ha IPAKTUKY PACMOIATAETCS MOCIE TUTYIBHOIO JIUCTA.

Cooepoicanue BKITIOYACT BBEJCHUE, HAMMEHOBAHUE BCEX TEM, 3aKIIOYCHUE,
CIHCOK HCIOJb30BAaHHBIX HCTOYHUKOB, COOTBETCTBYIOIIMX HAYaly KaXKIOTO
COCTABHOTO 3JIEMEHTA OTUYETA.

[Tocne 3arojoBka KakJOTO 3JIEMEHTA CTaBAT OTTOYME U MPHUBOISAT HOMEP
CTpaHUIIbI PAOOTHI, HA KOTOPON HAUMHAETCS JAHHBIA CTPYKTYPHBIM 2JIEMEHT.

O003HaueHus MoApa3/eioB NPUBOAAT IMOcie a03alHOTO OTCTYIA, PAaBHOTO
JIBYM 3HaKaM, OTHOCHUTEJIBHO 00O03HadeHus pazfeiaoB. OOO3Ha4YeHHs] ITyHKTOB
OPUBOMST TOCJE a03allHOTO OTCTYIa, PABHOTO YETHIPEM 3HAKAM OTHOCHUTEIHHO
0003HauYeHUs pa3/eioB.

Bo 66edenue BKIIOYAIOTCA 1€MW PE3YJIbTAThl MPAKTUKH, KOTOPHIE
COJIEpKaTCsl B 3a/laHWH, BHIIABAEMOM PYKOBOJUTEJIEM MEpe] HadyaaoM MPaKTHKH.
3nmech e ClenyeT apryMEHTHPOBAaTh AaKTYalbHOCTh W 3HAUCHWE MPaKTHKH,
KpaTKOEe OMHCAHHWE CTPYKTYypbl OTYeTa, yKa3aTh Kakhe HOPMATHBHO-TIPABOBBIC
aKThI OBLITN MCTIOTH30BaHbI. PeKOMEeHTyeMblii 00BeM BBEACHUS 2 CTPAHUIIBI.

Ocnoenas wacms oPOPMIISIETCS B COOTBETCTBUU C TEMAaTHYECKUM ILIAHOM
MPAaKTUKHU U 3a/laHWeM Ha MPakTUKy. B MaHHOM pasnerne CTYJAEHT YKa3bIBaeT TEMY
U ee CoJepKaHhe, HAMMEHOBAaHHME, HOMEP U OMNMHCAHWE MPAKTUYECKON pPaOOTHI.
C HOBOI1 CTpaHUIIBI OTBEYAET HA BOMPOCHI M MPUJIATACT BBHIIIOJTHEHHBIC PAOOTHI.

B 3aknouenuu conepikaTcsi BBIBOJABI MO BCel paboTe ¢ MX KpaTKUM
00OCHOBaHMEM,  pACKpbIBA€TCA  3HAYUMOCTh  TIOJIYYCHHBIX  PE3yJIbTaToOB,
BKJIFOYAIOTCSL TIPEIJIOKEHUS] U PEKOMEHJAIUU 10 HUCIIOIh30BAHUIO TMOTYYEHHBIX
pe3ynbTaToB. I[lo 00beMy 3akitodeHHe HE JAOJKHO COCTaBIATH Oojiee MsITU
CTpaHHUII TEKCTA.

Cnucok UCNOIb30BAHHBIX UCMOYHUKOB JOJIKEH BKJIIOUATh
oubsmorpaduueckue 3amucu Ha JOKYMEHTBI, UCIIOJIb30BaHHBIE MPH BBIMOJHEHUN
3aJaHus Ha PAKTUKY.

Cnucok UCTOYHUKOB 0pOpMIISIETCSI B COOTBETCTBUU ¢ TpeboBaHusmMu ['OCT
7.32-2017 MexrocynapcTBeHHblli  cTanaapt. Cucrema  CTaHZapTOB IO
uHpopmanuu, OMOIMOTEYHOMY U H3AarelbckoMmy Jneny. OTuer O HaydHo-
uccienoBarenbckoi padote. Ctpykrypa u npasuia ohopmienus;, [OCT 7.1-2003
Cucrema ctanaapToB mo MHGOpMAIHK, OMOTUOTEUHOMY U U3JATEIBCKOMY JICIy.
bubnuorpaduueckas 3anucek. bubnuorpaduyeckoe onucanue. Obmue TpedoBaHMs
u nipaBuiia coctapieHus; [[OCT 7.80-2000 Cuctema ctaHaapToB 1o WH(pOpMAIUH,
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OUOIMOTEYHOMY U M3AATEIbCKOMY Jeny. bubnuorpaduyeckas 3anuch. 3arojioBoK.
O6mme TpedoBanuss u mnpauia cocrapieHus; ['OCT 7.82-2001 Cucrema
CTaHAApTOB 1O WHPOpMALMK, OUOIMOTEYHOMY U HU3AaTEIbCKOMY JeIy.
bubnuorpaduueckass 3anuck. bubauorpaduyeckoe omnucaHue >SIESKTPOHHBIX
pecypcoB. O61ire TpeboBaHMs U MPaBHIia COCTaBICHUS.

Cnucok uCIoNb30BaHHBIX HMCTOYHUKOB (He MeHee 20) cocrtaBisieTcs B
CJIEIYIOLIEM TOPSIJIKE:

— (enepasibHble 3aKOHBI (B OYEPEIHOCTH OT MOCJEIHEro roja MPUHITHS K
pEeAbIIYIIIM);

— yka3pl  Ilpesunenra  Poccuiickoit  @epepaumu (B TOH ke
MOCJIEIOBATEILHOCTH);

— noctanoBieHus IlpaButenbcTBa Poccuiickoit ®denepanuu (B TOM ke
OYEpPETHOCTH);

— WHBIC HOPMATHBHBIC TPABOBHIC AKTHI;

— UHBIE opuManbHbIE MaTepHaJIbl (pe30aoLUH-PEKOMEH 1allun
MEXIYHAPOJHBIX OpraHu3aluid U KOH(EpeHIHH, Oo(UIHaIbHbIe TOKJIAIbI,
oduIanbHBIE OTYETHI U JIP.);

— MoHorpaduu, yaeOHUKH, yueOHbIe Tocoous (B andaBUTHOM MOPSAKE);

— WHOCTpaHHAas JUTEPATYPa;

— UHTEPHET-PECYPCHI.

Uznoorcenue mexcma u ogpopmieHue omuema BHIIIOTHSIOT B COOTBETCTBUU C
tpeboBanusimu ['OCT 7.32-2017. MexrocynapcTBeHHbI cranmapt. Cucrema
CTaHJapTOB MO WHMOPMAIHU, OMOIHMOTEYHOMY M H3JaTebcKoMy neny. OT4er o
Hay4HO-HUCCleIoBaTeIbckoi padote. CTpyKTypa u npaBuiia 0hOpMIICHUS.

Texcr otuera meuaraercs mpudrom Times New Roman, 14-m wnmm 13-m
KErJieM, Ha OJTHOM CTOpoHe JucTa popmara A4 dyepes moiaTopa HHTEPBAIIA;

— pa3mepsl Tosiei: eBoe — 30 MM, ipaBoe — 15 MM, BepxHee u HuxHee — 20
MM;

— BBIPAaBHHBAHUE — I10 IIUPUHE;
— ab3aIHbIi OTCTYI (TIepBasi CTPOKA) TOJDKEH ObITh OJIMHAKOBBIM MO BCEMY
TEKCTy OT4UeTa U paBeH 1,25 cwm.

[Ipu co3ganum ab63amHoro orcrymna B pemakrope MS Word ucnonsizyercs
OKHO «AO3aI WM UHCTPYMEHT — JiuHelka. He pekomenayercs nenath ab3alHbIi
otcTyn npobenamu. [lepexon k HoBomMy ab3ally BHITIONHSETCS KiaBuien Enter.

[TomyxupHblid PUPT NPUMEHSIOT AJIs 3ar0JIOBKOB pa3/iesioB U 3aroJIOBKOB
CTPYKTYPHBIX 3JIEMEHTOB. Vcronap30BaHNEe KypcUBa JIOMYCKAETCs JJI1 HAIMCaHMS
TEPMUHOB.

Ilpumeuanue  —  OdopmieHne  JAOKYMEHTOB,  MPEAYCMOTPEHHBIX
npaktrndeckumu padboramu Ne 1 — Ne 8 ocymectisiercst B coorBeTcTBun ¢ ['OCT
P 7.0.97-2016. Haumonanbhbiii cranmapt Poccuiickoit @eneparuu. Cucrema
CTaHAApTOB 10 WHPOpMAIMK, OWOIMOTEYHOMY U HW3AaTEILCKOMY JICIy.
Opranu3aloOHHO-PaCIOPSIUTEIbHAS JTOKyMEHTAITHSI. TpebGoBanus K
odopmiuenuto qokymeHToB" (yTB. [Ipukazom Poccrangapra ot 08.12.2016 N 2004-
CT).

50



Odopmiierne CTPYKTYpHBIX 3JieMeHTOB oTdeta 0 HUP mo mpaktuueckoi
pabore Ne9 ocymectBusiercs B coorBerctBuu ¢ ['OCT  7.32-2017.
MexrocynapctBeHnbli  crangapT. Cucrema craHmapToB 1o HUH(oOpmaiuw,
OMOMMOTEUHOMY M U3JaTeIbCKOMY Jeiny. OT4eT O Hay4yHO-HCCIEI0BaTEIbCKON
pabore. CTpyKTypa U npaBuia opopMieHusl.

KadecTBo HameyaTaHHOTO TEKCTa JOJIKHO YAOBIETBOPSATH TPEOOBAHUIO UX
YETKOTO BOCHpou3BeAeHUs. [Ipu BBIMOIHEHUU OT4YETa HEOOXOAUMO COOJIOJATh
pPaBHOMEPHYIO IJIOTHOCTh U YETKOCTh M300paXkeHus mo Bcel padorte. Bee nmunum,
OyKBbI, IU(PPBI U 3HAKU JOJDKHBI UMETh OJUHAKOBYIO KOHTPACTHOCThH MO BCEMY
TEKCTy pabOoTHI.

O6bEM oTuéTa MO MPAKTUKE OMPEEISIETCS B COOTBETCTBUU C KOJMYECTBOM
PaKTUYECKUX pabOT COMIACHO 33JIaHUIO.

Otyer mpenocTaBiIseTCS COPOUIIOPOBAHHBIM B  NANKy-OpraHaiszep C
MYJIBTU(QOpPaAMHU.

[IpakTuka 3aBepmiaercsa AUPGEepeHIUPOBAHHBIM 3a4ETOM MPHU  YCIOBUU
IIOJIOKUTENIBHOIO aTTECTAllMOHHOTO JIMCTA MO NMPAKTHKE PYKOBOJIUTENS IMPAKTUKU
0T 00pa3zoBaTelbHOM OpraHu3aluud 00 YpOBHE OCBOCHMSI MNPOPECCHOHATIBHBIX
KOMIIETCHLIMM; HaJU4Msl TIIOJOKUTEIBbHOM XapaKTEPUCTUKM OpraHU3allid Ha
0Oy4arolerocss MO0 OCBOCHHUIO OOIIMX KOMIIETEHUMH B NEPUOA TPOXOKICHUS
IIPaKTUKH; MOJHOTHl U CBOEBPEMEHHOCTH IPEJCTABICHUS JHEBHUKA MPAKTHKU U
OTYeTa O MPAKTUKE B COOTBETCTBUHM C 33JJaHUEM Ha MPAKTHUKY.

PykoBoaurenb
MIPaKTUKH

OT 00pa3oBaTeIbHOM
OpraHu3alNHN:

(moamuce) (pacmmdpoBKa MOAMHUCH)

3agaHue MoIy4Yu

(mara) (TOMHUCH CTYIEHTA) (pacuudpoBKa MOIIHCH)
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