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1. OBIIME ITOJIOKEHU A

1.1 O6n1acTh NpUMeHEHHUs! MPOrPAMMBI POU3BOACTBEHHON NPAKTUKHU

HporpaMMa HpOHSBO,I[CTBeHHOﬁ IMPAaKTUKU ABJIACTCA YaCTbhIO OCHOBHOM

npodeccuoHanbHOM 00pa3oBaTeNbHON MporpaMmsl B cooTBeTcTBUU ¢ DI'OC CIIO

o crnermanbHocTi 42.02.02 M3paTenbckoe Ae10 B YaCTH OCBOSCHUS OCHOBHOTO BH/Ia

npodeccronanpHOM AesteabHOCTH (BIIJ]): BBIMOMHEHHWE pabOT MO OMHOW WM

HECKOJIbKUM  mpodeccussiM  pabouyux, JIOJDKHOCTAM  ciyxanmx (21299

HenonpousBonurens) u coorBeTcTByromuUx o6mmx (OK) u mpodeccuoHanbHbIX

kommneTeHiui (11K):

Kon HaumenoBanue pesyibTata 00yUueHUs

OK1 |IlonumaTh CymIHOCTh M COLHMAJIBHYIO 3HAYUMOCTH CBOEH Oynyuiei
npodeccuu, IPOSBIIATh K Hel yCTOMYHUBBIA UHTEPEC.

OK 2 |OpranuzoBbiBaTh COOCTBEHHYIO JI€ATEIBHOCTb, BBIOMPATh THUIIOBbBIE
METOBI ¥ CITOCOOBI BBIMOTHEHUS MPO(HECCHOHANBHBIX 33/1a4, OI[EHUBATh
uX 3(pPEeKTUBHOCTH U KA4eCTBO.

OK 3 |IIpuHumaTth peiieHHs B CTAHAAPTHBIX U HECTAHJAPTHBIX CUTYyalUsX U
HECTHU 32 HUX OTBETCTBEHHOCTb.

OK4 |OcywecTBiasTh MOMCK KW HCHOJIb30BaHHE HH(OpMaLMK, HEOOXO0IAUMON
s 3¢GGEKTUBHOTO  BBIMOTHEHUS  TPOQECCHOHANBHBIX  3ajad,
po(hecCHOHATBHOTO U TMYHOCTHOTO Pa3BUTHS.

OKS5 |Hcnonw3oBarh WH(GOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
npoeccHoHaNbHON AESITETEHOCTH.

OK 6 |Paborath B KOJIEKTHBE U KOMaH/Ie, d(PPEKTUBHO 001IaThCSI C KOJIJIEraMu,
PYKOBOJICTBOM, ITOTPEOUTEISIMH.

OK7 |bparb Ha ce0s OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMAaHJbl
(MOTYMHEHHBIX ), PE3YJIbTAT BHIIIOJHEHHUS 3aJaHUM.

OK 8 |CamocTosTeIbHO  OMNpENEeNsATh  3ajadyd  NpodecCHOHATBLHOTO |
JUYHOCTHOTO PAa3BUTHS, 3aHUMAThCA CamMOOOpa30BaHHEM, OCO3HAHHO
MJIAHUPOBATh MOBBIIICHHE KBATU(DUKALIUH.

OK9 |OpuentupoBaTtbCcsi B yCJIOBHSIX 4YacTOM CMEHbl TEXHOJOTUH B
npodecCHOHATBHOM IeITeTbHOCTH

[IK 1.1 |BpimonHATE KOPPEKTYpPY BCEX BHUIOB aABTOPCKUX U HM3IATEIIbCKUX
OpPUTHMHAJIOB.

IIK 1.2 |OcyuiecTBIsTh BBIYUTKY OCHOBHOT'O TEKCTA.




IIK 1.3 |IIpoBOaMTE aBTOPCKUI aHAIIN3 TEKCTA.

IIK 1.4 |Wcnonb30BaTh KOMIBIOTEPHBIE TEXHOJIOTUU TIPU pabOTE C TEKCTAMH.

[IK 1.5 |OdopMasTy mMeYaTHYHO NPOAYKIMIO B €IUHOM CMBICIIOBOM U
KOMITO3ULIMOHHOM CTHJIE.

IIK 2.1 |IIpumensTh npaBuia U OpuéMbl 0POPMIICHUS] BHEIIHUX M BHYTPEHHHUX
AJIEMEHTOB BCEX BUJOB NEYATHBIX U3IAHUM.

IIK 2.3 [Hcnonb30BaTh KOMIBIOTEPHBIE TEXHOJIOTHH MPU BEPCTKE U O(HOPMIIEHUN
U3JIaHUMN.

[Iporpamma mpOU3BOACTBEHHOW MPAKTUKH MOXKET OBITH HCIIOJIb30BaHA TIO
porpamMme MOBBIIICHHS KBATH(UKALMU CIICIUAINCTOB MO JOKYMEHTAIHOHHOMY
00ecTieYeHUIO YyMpaBlIeHHs, UMEIOIINX CpeaHee oOpa3oBaHHEe W pabOTaIOIMIUX B
OpraHW3allisiaX WIW TNPEANPUSTHSX, CBSI3aHHBIX C  JIOKyMEHTAIIHOHHBIM

obecrieueHreM JOKYMEHTOB

1.2. MecTo IMCUMIUVIMHBI B CTPYKTYpPe OCHOBHOI NpPo¢eCCHOHAIBHOI
o0pa3oBaTe/ibHOI NPOrPaMMbl

[Tpodeccuonanpupiii Mmomyns [IM.04 BemosHeHue paboT MO OJHOW WK
HECKOJIbkuM mpodeccusiMm  pabouux 21299 Jlenonpous3BoauTeh BXOIUT B

npodeccuoHaNbHBINA yUeOHBIN ITUKIT.

1.3. Henu u 3agaum MoayJsi — TpeOOBaHUA K Pe3yJbTATAM OCBOCHUA
MOYJIA

C uenplo OBNIa/IEHUS YKa3aHHBIM BUIOM NPO(ECCHOHATBHON 1€ATENBHOCTH U
COOTBETCTBYIOUIMMU NPO(ECCHOHATBHBIMU KOMIIETEHIMSIMY, OOydaroluiicss B
X0/1€ OCBOCHHUS MPO(PECCUOHATBHOTO MOAYJIS JOJKEH:

3HATh:

o 3aKOHBl W TEPMUHOJIOTMIO JOKYMEHTOBEIEHHUS, 3aKOHOMEPHOCTH
JIOKyMEHTOOOpa30BaHus;

o 3aKOHOJATENIbHBIE KM HOPMATUBHO-METOJIWYECKUE MaTepUajbl IO

opraHnn3anyvu ACJIOIIPOU3BOACTBA,



o OPTaHHU3AIMOHHYIO CTPYKTYPY CIYXKO JIeTOMPOU3BOJICTBA;

o METO/IbI KJIAaCCU(DUKAIINH, TUTTH3AINH, YHU(DUKAIIUN U CTaHIAp TH3AIAH
JIOKYMEHTOB, COCTaB YHU(ULIMPOBAHHBIX CUCTEM JOKYMEHTALIUU;

o MpaBuJia COCTABIEHUS U O(YOPMIIEHUS JOKYMEHTOB C UCIIOJIb30BAaHUEM
KaK TPaJAUIIMOHHBIX, TAK U COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH;

o OpraHHU3aLHI0 JIOKyMEHTO000POTa, KOHTPOJISI UCTIOTHEHUS
(hopMHUpOBAHUE TOKYMEHTOB B KOMILICKCHI;

o OpraHu3aluIo ONEPATHBHOTO XpaHEHUS JOKYMEHTOB B
JIETIONPOM3BOJICTBE W TMOJATOTOBKE JIOKYMEHTOB K apXHWBHOMY XPaHEHUIO
JIOKYMEHTOB;

o KpUTEPUU M MNPUHLMIBL ONPENEICHUS HAayYHO-UCTOPUYECKON H
MPAKTUYECKON LICHHOCTH IOKYMEHTOB;

YMeEThb:

o OpPraHU30BbIBATh, MJIAHUPOBATh U KOHTPOJIMPOBATH PabOTy CIIykObl
JIEJIOMPOU3BOJICTBA (JOKYMEHTAMOHHOTO 00€CTIEYEHHS YIIPaBICHHS);

o UCII0Ib30BATh COBPEMEHHBIE METO/bI OpraHu3aIuu u

COBEpPILUECHCTBOBAaHUS  YNPABJIEHYECKOr0  TpyAa  pabOTHUKOB CJIyKOBbI

JIeJI0TIPOU3BO/ICTBA;
o [IPABUJILHO COCTABJISITH JIOKYMEHTbIL;
o yHUPUIUPOBATh, TPOCKTUPOBATH (POPMBI  JTOKYMEHTOB, CHCTEM

AOKYMCHTAIIUW, BHCAPATH YHI/I(I)I/II_[I/IPOBaHHBIG CUCTCMBI JOKYMCHTAUWHN B

IIPaKTHUKY;
o pa3pabaTbIiBaTh HOMEHKJIATYPBI JET;
o oQopMIISITH  AOKYMEHTBI B  COOTBETCTBHM C  TpeOOBaHUSAMU

rOCYJapCTBEHHBIX CTAH/IAPTOB;
o ONPENEIATh HCTOPUYECKYIO U IIPAKTUYECKYI0 LIEHHOCTh JOKYMEHTOB;
HMETh NPAKTHYEeCKUM ONbIT:
o HCTOJIb30BaHNs KOMMYHUKATUBHBIX HABBIKOB B PA3IMYHBIX cepax

yHOTpeOIIeHNs A3bIKa, CO3JaHMs PEKBU3UTOB JIOKYMEHTA,;
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o opopMiIeHHS] JOKYMEHTa B COOTBETCTBHM C TpeOOBaHHSIMH
rOCYJIapCTBEHHBIX CTaHIapTOB;
o IIPUMEHEHUS KOMITBIOTEPHOM TEXHUKU IIPU CO31aHUU JOKYMEHTA;

e (hopMupoBaHUs Je.

1.4. PexoMeHayeMoe KOJMYECTBO 4YacOB Ha OCBOCHHE NPOrpaMMBbl
npogpeccuoHAIBLHOI0 MOYJISA

O01ee KOJIMYECTBO YacOB: 36 4acoB.

UrtoroBass arrecrauust npoBoauTca B (opme auddepeHmpoBaHHOTO

olicHUBaHUs — AU GepeHuMPOBAHHbIN 3a4€T.

1.5. OcHoBHBIE 00pa3oBaTeJbHbIE TEXHOJIOTUN

[Ipu peanuszanuu nmporpaMMbl IPOWU3BOJACTBEHHON MPAKTUKH HCHOJIb3YIOTCS
CIENYIOIINE TEXHOJOTHU: HHGOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
TEXHOJIOTUM YUeOHOTO TPOSKTHPOBAHHS (METOJ] TPOCKTOB), TEXHOJIOTHS
JUYHOCTHO-OPUEHTUPOBAHHOTO  OOyYeHMs] M  BOCIHUTAHUS, TMPUMEHEHUE
NEATeIbHOCTHOTO ~ TOJAXO0Ja K  OpraHu3aluk  OOY4YeHWs,  TEXHOJIOTHHU

Hez[arornquKoﬁ MOOCPIKKU.
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2. PE3YJBbTATBHI OCBOEHUSA MPOI'PAMMBI ITIPOU3BOACTBEHHOM
ITPAKTHUKMA 110 ITPOPECCUOHAJIBHOMY MOAYJIIO IIM.04

PCSYJ'IBT&TOM OCBOCHU IIPpOIrpaMMBbI HpOHSBOILCTBCHHOﬁ IMPAKTHUKU ABJIACTCA

OBJaZicHUE  OOydYarolMMHCS  BHUJIOM  NPOdECCUOHATBHON  JeSTETbHOCTH

BbinosiHeHne padoT MO OAHOW WM HECKOJbKHM TmpodeccusiMm padouux,

AOJIKHOCTAM  ciayxkamux (21299 JleqonpousBoauresib), B TOM YHCIE

npodeccuonanpubiMu (1K) u o6mumu (OK) komneTeHIUsAMH:

Kon HaunmeHnoBaHue pe3ynbpTaTa 00yueHus

OK1 |IloHuMaTh CYHIHOCTh M COLMAJIBHYIO 3HAYMMOCTh CBOEH Oynyuiei
npodeccuu, IPOSBIIATH K Hel yCTOMYHUBBIA UHTEPEC.

OK 2 |OpranuzoBbiBaTh COOCTBEHHYIO JI€ATEIBHOCTb, BBIOMPATh THUIIOBbBIE
METOJIbI U CITOCOOBI BHIMOJTHEHUS MTPO(EeCcCHOHANBHBIX 33]a4, OLIEHUBATh
ux 3¢(HEeKTUBHOCTH U KaUeCTRO.

OK 3 |IlpuHuMaTh pelieHus B CTaHJAPTHBIX M HECTAHJIAPTHBIX CUTYAIUsSX W
HECTHU 32 HUX OTBETCTBEHHOCTb.

OK4 |OcymecTBiaTh MOMCK M HCIOJIb30BaHUE HH(OpMaIuu, HE0OXOAUMOMN
s 3¢G(EKTUBHOTO  BBIMOTHEHUS  MPOQECCHOHANBHBIX  3ajad,
Ipo(pecCHOHANBHOIO U JIMYHOCTHOIO Pa3BUTHS.

OK 5 |Hcnonp3oBaTh WHGOPMAIIMOHHO-KOMMYHHUKALIMOHHBIE TEXHOJIOTUU B
po¢eCCUOHATBHOM JIeITeIbHOCTH.

OK 6 |PaboraTh B KOJJICKTUBE U KOMaH/I¢, 3 (HEKTUBHO OOIIATHCS C KOJUICTaMH,
PYKOBOJICTBOM, ITOTPEOUTEISIMH.

OK7 |bparb Ha ce0s OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMAaHJIbI
(MOTYMHEHHBIX ), PE3YJIbTAT BHIMIOJHEHHUS 3aJaHUM.

OK 8 |CamocToATEenHbHO  OINpEAENATh  3aJadd  NPOQPECCHOHATBHOTO |
JUYHOCTHOTO PAa3BUTHUS, 3aHUMATHCS CaMOOOpa30BAHUEM, OCO3HAHHO
MJIAHUPOBATH MOBBIIICHUE KBATU(UKALINH.

OK9 |OpueHTtupoBaTbCs B YCIOBHSX YaCTOM CMEHBI TEXHOJIOTHH B
npodeccuoHanbHON AESITETbHOCTH

I[IK 1.1 |BemonHAT KOPPEKTYpY BCEX BHAOB AaBTOPCKUX U H3HATEIBCKUX
OpPUTMHAJIOB.

ITIK 1.2 |Ocy1iecTBAsITh BBIYUTKY OCHOBHOT'O TEKCTA.

IIK 1.3 |IIpoBOaMTE aBTOPCKHI aHAIN3 TEKCTA.

ITIK 1.4 |Mcnosib30BaTh KOMIBIOTEPHBIE TEXHOJIOTUHU MIPU pabOTE C TEKCTAMH.




I[IK 1.5 |OdopmisaTe mneyaTHYH NOPOAYKIHIO B €IMHOM CMBICIIOBOM U
KOMITO3UI[MOHHOM CTHJIE.

[IK 2.1 |IIpumensTs npaBmwia U OpuémMbl oQpOpMIIEHNS BHEIIHUX M BHYTPEHHUX
AJIEMEHTOB BCEX BUJOB NI€YATHBIX U3/IAHUI.

I1IK 2.3 |Hcnonb30BaTh KOMIBIOTEPHBIE TEXHOJIOTUH MTPH BEPCTKE U OQOPMIICHUU
U3JaHUMN.
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4. YCJIOBUS PEAJIM3ALIMU ITPOT'PAMMBI
NPOU3BOJACTBEHHOM MPAKTUKHU

4.1. TpeOoBaHUfI K MHHHUMAJBHOMY MATEePHAJbLHO-TEXHHYECKOMY
odecreyeHUI0

IIponsBoacTBeHHAA TIpakTHKAa JOJDKHA IIPOBOAUTHCS B OpPraHU3AIMSX,
HamnpapjICHUE JICITCIHbHOCTH KOTOPBIX COOTBETCTBYET HIPOQPUI0 MOATOTOBKHU

00yYarOIIUXCH.

4.2. UndopmanmoHHoe odecrieyeHue 00yueHust

OCHOBHbIC HCTOYHUKH:

1. HemnompousBomactBo: YueOnuk / T.A. beikoBa, JL.M. Bsosa,
JI.B. Canxuna; Ilon pen. T.B. Ky3nenoBoii. — 3 u3n., nepepad. u gomn. — M.:HUI]
NH®PA-M, 2013.

JlonoiHUTe/IbHbIE HCTOYHUKM:

1. Kysnenon, WM.H. [lenonpon3BoacTBo [DeKTpOHHBIA pecypc]: YueOHo-
cupaBouHoe mocobme / M.H. Ky3nemoB. — 6-¢ m3a., mepepad. m gom. — M.:
N3 patenscko-Toproas koprnopanus «Jlamkos u K°», 2013.

2. JloxyMeHTaunoHHOEe oOecrieueHue ymnpasieHus (Jlenonpon3BoacTBo):
Yuebnuk / bacako M.U. — 2-¢ u3na., uctp. u gon. — Pu/J1; ®enuke, 2013.

HopmaTuBHO-IpaBOBbIE AKTHI:

1. TocymapcTBeHHass cuCTeMa  JIOKyMEHTAIIMOHHOTO  OOCCIECUYCHHUS
ynpasieHus: OcHOBHble mnojoxkeHusi: OOmme TpeboBaHMS K JAOKYMEHTaM U
ciryk0aM JTOKYMEHTAI[MOHHOTO OOECTIeUeHus yIpaBieHus. BBeneHa B JeicTBHE
npukazoM [naBapxuBa CCCP ot 25.05.1998 Ne33. — M.: I'maBapxuB CCCP,
BHUUIA, 1991.

2. TOCT P 6.30-2003 VYuudpuuupoBaHHas cHCTEMA JOKYMEHTAIUU.
YHupuumpoBaHHasi CHCTEMa OPTaHU3aIIMOHHO-PACTIOPSIUTEIbHON TOKYMEHTAIUH.

TpeboBanus k opopmiieHHIo JoKyMeHTOB. — M.: ['occranmapr, 2003.
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3. Obmepoccuiickuii knaccudpukarop ynpapieHueckoi gokymeHntanuu OK

011-93 (OKVY]).

4.3. O0mue Tpe0OBAHUA K OPraHU3anuy 00pa3oBaTeILHOIO NMpomecca

Ilepen MTPOXOKJICHUEM MTPOU3BOICTBEHHOM MPaKTUKHU o
npodeccuonanbHomy Moxayio I[IM.04 BbinmosiHeHue padoT mO OAHOW WM
HEeCKOJbKUM mnpodeccusaM padouux 21299 Jlesonpou3BoauTeab CTYIECHTbI
OCBaMBalOT MpPOrpaMMmy y4YeOHOW TPAKTUKH JJIsl TOJMYUYCHHUS] TEPBHYHBIX
npo¢ecCHOHaIbHBIX HABBIKOB B paMKax MPO(ECCHOHATBHOTO MOTY .

IIponsBoacTBEHHAs MPAKTHKA TPOBOAUTCSA HA MPEANPUATHSAX.

Kontponb  ocBoeHus  mporpaMMbl  NMpOGECCHOHAIBLHOTO  MOIYJIS
npeaycMaTpuBaeT pasziudyHbie (OPMBL: TEKYUIUH KOHTPOJIb YCIEBAEMOCTU U
MIPOMEXKYTOUYHYIO aTTeCTalluio. TeKyIHii KOHTPOJIb YCIIEBAEMOCTH MOAPA3yMEBaeT
MHUCHMEHHBIE U YCTHBIE OMPOCHI, KOHTPOIb CAMOCTOSITEIbHOW padOThl CTYyACHTOB,
OTYETHl IO BBIMOJHEHUIO MpPaKTHUYeCKUX pabot. IIpomexyTodnass arrectaius
3amaHupoBana B Qopme auddepeHIMpoBaHHOTO 3auéTa, a MO0 OKOHYaHUHU
OCBOCHHS BCEro MPO(eCcCHOHAIBHOTO MOAYJA — B (popMe KBaTU(UKALMOHHOTO

9K3aMCHa, BKIIIOYAIOMICTO BOIIPOCHI KaXKI0I'0 pa3aciia HpO(i)CCCI/IOHaJ'IBHOI‘O MOOYJIA.



14
5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA
MMPOI'PAMMBI TIPOU3BOJCTBEHHOM NPAKTUKHU IO
HNPOPECCUOHAJIBHOMY MOAYJIIO
IIM.04 BoinoiHeHue padoT M0 0JHOM HJIH HECKOJbLKHUM npodeccusiv padoyux

21299 JlesionpousBoauTe b

Tekymuii KOHTPOJIb OCBOEHHsI HPOTPaMMbl MPOM3BOACTBEHHON NPaKTUKU
MPOBOJIUTCSI PYKOBOJUTEISIMU TIPAKTUKU OT OpraHu3alui-6a3 TpakTUKU B
porecce BBITIOJIHEHUS 3a7JaHHM,

MPEyCMOTPEHHBIX MIPOrpamMMOM

MPOU3BOJICTBEHHON TPAKTUKHA, a TakKkKe PYKOBOJWUTEIEM TMPAKTHKA  OT
00pa3oBaTeIbHOW OpTraHM3alMK B XOJI¢ KOHCYJIBTAllUA M 3aIUTHl OTYETOB IIO
MIPOU3BOJICTBEHHOU MpaKTUKH (ArddepeHInpOBaHHbBIN 3aUéT).

®dopMBI U METOJIBI TEKYITIETO U HTOTOBOTO KOHTPOJIS 1O MPOPECCHOHATEHOMY
MOJIYJTI0 CaMOCTOSTEIBHO pa3padaThIBAIOTCS TIPEMOaBaTeNieM U JOBOJATCS [0
CBeJZIcHUS 00yJaromuXxcsl He MO3THee Havasla IBYX MECSIICB OT Havalla MPaKTHKH.

JIig TeKymero KOHTPOJS YCIEBAEMOCTH M TPOMEKYTOUYHOM aTTecTalluu
00pa3oBaTEIbHBIMU YUPESKIACHUIME co3aaeTcs GoH oreHoUHbIX cpeacTB (POC).

®OC BrMIOYAIOT B ceOs Meaarorndeckue KOHTPOJIHHO-U3MEPUTEITHHBIC
MaTepHAaIbI, TUTS COOTBETCTBUS  (WiH

IMpCAHA3HAYCHHEIC OIIPCACIICHUA

HGCOOTB@TCTBI/IH) HHIWBHUAYAJIbHbBIX 06pa3OBaT€JIBHBIX JOCTHXKCHUH OCHOBHBIM

IMOKa3aTeJisIM pC3yJIbTaTOB ITOATOTOBKH.

PesyabTaThl
(ocBOCHHBIE OcHOBHBIC IOKA3aTeH DopMbI M METOABI
npodeccHoHaNbHbIE pe3yJIbTaTOB MOJATOTOBKH KOHTPOJIf
KOMITETEHIINH )

TIK 1.1 BeImoaHsTh
KOPPEKTYPY BCEX BUIOB
ABTOPCKHUX U U3MIATEIBCKUX
OPHUTHHAJIOB.

[IK 1.2 OcyuiecTBasATh
BBIYMTKY OCHOBHOT'O TEKCTA.
[IK 1.3 [IpoBoauTH
aBTOPCKUM aHAJIN3 TEKCTa.
1IK 1.4 Mcnons30BaTh
KOMITBIOTEPHBIC TEXHOJIOTHH
IIpu paboTe C TEKCTAaMHU.

[TpaBUIBEHOCTH IPUHATHUS MEP
0 YTIOPSII0YEHHUIO COCTaBa
JTOKYMEHTOB U
MH(GOPMAIIMOHHBIX IIOTOKOB,
COKPpAIIIEHUIO UX KOJINYECTBa
U ONTUMH3AIIHI
JIOKYMEHTOIIOTOKOB.

BrlnosnHeHNe MpakTHYeCKUX
3amanuii. OneHka pe3yibrara
CaMOCTOSATEIHHON pabOTHI.

PaccmarpuBaeT JOKyMEHTHI U
nepenaeT ux Ha UCTIOTHEHHE
C YUETOM PE30TFOITUHU
PYKOBOJUTENEH OpraHu3aiiu

BeinonHenne npakTHYecKux
3agaHuil. OLieHKa pe3ysbTara
CaMOCTOATEIbHON pabOTHI.
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IIK 1.5 OdopmusaTs
[I€YaTHYIO MPOIYKIUIO B
€/IMHOM CMBICIIOBOM U
KOMIIO3UIIMOHHOM CTHJIE.
IIK 2.1 IlpumensTh NpaBuiia
Y IpUEMBI 0OPMITCHUS
BHEIIHUX ¥ BHYTPEHHUX
JJIEMEHTOB BCEX BUIOB
MEeYaTHBIX U3JaHUH.

IIK 2.3 Hcnonb30Bath
KOMIIBIOTEPHBIE TEXHOJIOTUU
npu BEPCTKE U 0HOPMIICHUHU
U3IaHUI.

KOJIMYCCTBA U OIITUMU3AINN
JOKYMCHTOIIOTOKOB.

Odopmiser
pETUCTPALMOHHBIE KAPTOUKH
U co3JaeT OaHK MaHHBIX.

BbinonHeHue MpakTUYECKUX
3amanuii. OnieHKa pe3ynbrara
CaMOCTOSATENbHON pabOTHI.

ITpaBunbHOCTH BEACHUS
KapTOTEKH y4eTa
MPOXOXKIACHUS
JIOKyMEHTaIbHBIX
MaTEpHUaoB.

Brimonaenme NPaKTHYCCKHUX
3aganuil. OneHKa pe3ynbraTa
CaMOCTOATENBHON pabOTHI.

HpaBI/IJIBHOCTB IPHUHATHUA MCP
10 OCYLIECTBIICHUIO
KOHTPOJIA 3a TPOXOXKACHUECM
JOKYMCHTOB.

Brinonnenue npakTHueCKUX
3anaHuid. OneHka pe3yibrara
CaMOCTOSATEIHHON pabOTHI.

[TpaBunbHOCTE BBIOOpA H
HCITOJIb30BaHUS OPTTEXHUKH,
MPOTPAaMMHBIX CPECTB
y4eTa, XpaHEeHHUs U TIONCKa
JIOKyMCHTOB U JIPYTHX
CIICIMAIN3UPOBAHHEBIX 0a3
JIAaHHBIX B 3aBUCUMOCTH OT
MOCTABJIEHHOM 3aauH.

Brmmonuenne MPAKTHUYCCKUX
3amaauii. OneHka pe3yprara
CaMOCTOATEIbHON PabOTHI.

[TpaBHIBLHOCTH OCTABJICHHS U
o opMIICHUSI CITYKEOHbIX
JIOKYMEHTOB, MaTEPHAJIOB C
HCIIOJIb30BAaHHCM
(bopMyJISIPOB TOKYMEHTOB
KOHKPCTHBIX BHJIOB.

BrinonHeHne NpakTHYECKUX
3ananuii. OneHka pe3yJibrara
CaMOCTOATEIBHON pabOTHI.

ITpaBriibHOCTB
(hopMHUpOBAHUS JIEII.

Breimonuenue MNPaKTHYCCKHUX
3amanuii. OneHka pe3yibrara
CaMOCTOSATEIHHON pabOTHI.

ObecnieunBaeT OBICTPHBIN
MTOMCK JIOKYMEHTOB T10
Hay4HO-CIIPaBOYHOMY
annapary (KapToTekam)
OpraHHU3alHH.

BrinonHeHne NpakTHYECKUX
3ananuii. OnieHKa pe3yibrara
CaMOCTOATENBHON pabOTHI.

OcymiecTBasieT
CUCTCMATU3ANIO U XPAHCHUEC
JIOKYMEHTOB TEKYIIEro
apxuBa.

BeinonHeHne mpakTHYECKUX
3anannii. OneHka pe3yibrara
CaMOCTOSATEIHLHON paOOTHI.

OcymiecTBiaseT ooecreucHre
COXPaHHOCTH MPOXOASIIEH
CITY»K€OHOU JOKYMEHTAIIUH.

BeinosnHeHne npakTHYeCKuX
3amaHnid. OneHka pe3yJiprara
CaMOCTOSTEIHLHON paOOTHI.

OcyuiecTBisieT NOArOTOBKY U
nepeavdy TOKyMEHTOB Ha
apXMBHOE XpaHEHHeE.

Brimonaenue MPAKTHUYCCKUX
3amanuii. OnieHKa pe3yibrara
CaMOCTOSATENbHON pabOTHI.

ObecnieunBaeT COXpaHHOCTh
apXUBHBIX IOKYMEHTOB B
OpraHM3aIHH.

Brimonaenne npakTuyeckux
3agaHui. OnieHKa pe3ynpraTa
CaMOCTOSATEIBHON pabOTHI.




16

(DOpMBI N MCTOAbI KOHTPOJIA M OLCHKH PC3YJIbTATOB 06yquI/m JOJIPKHBI

IIO3BOJIATH

IPOBEPSTH

y oOyyarommxcsa He

TOJIBKO

c(hOopMUPOBAaHHOCTh

npopeCCUOHANBHBIX KOMIETEHIIMNA, HO U pa3BUTUE OONMX KOMIETEHIIUH |

o0ecTieurBaIOIIUX UX YMEHHM:

PesynbraTel
(OCBOEHHBIE O0IIME KOMIIETEHIINH)

OCHOBHBIE ITOKA3aTEIN
pE3yJIbTATOB MOATOTOBKU

DOpMBI U METOJIBI
KOHTPOJIS

OK 1. IloHumath CymHoCTh U
COLIMAJIbHYIO 3HAYMMOCTb CBOEU
Oynyiier npodeccuu, MposIBIATh K
HEH yCTOMYMBBIN UHTEPEC.

- HaJM4YUEe MOJOKUTEIbHBIX
OT3BIBOB 10 UTOTaM
MIPOU3BOJICTBEHHOM
IMPAaKTHUKH,

- IPOsIBIIEHNE UHTEpeca K

- HaGmronenue u
OIIEHKA B MpoIecce
MPOU3BO/ICTBEHHOM
MPAaKTHKH (MIpH
BBITIOJTHEHUHU PaboT 1Mo

npodecCHOHaIBHBIX 3a]1a4,
OLIEHMBATh UX IPPEKTUBHOCTD U

JOY u pyHKIIMOHHPOBAHUS
OpraHu3aInu;

MeIaroruyecKom, HayyHou, MPOU3BOICTBEHHOMN

METOJIMYECKOH JIuTepaType U | MpakTUKeE);

WHHOBAIIUSAM B 00J1acTH - OT3BIB TI0 UTOTAM

COLUaNIbHON paboThI; IPAKTHUKH.

- aKTUBHOCTb,

HMHUIMATUBHOCTb B IIpOLIECCE

OCBOEHHS MPOQecCUOHATBLHOM

NeSITENBHOCTH;

- apryMEHTHUPOBAHHOCTh U

TTOJTHOTa OOBSICHEHUS

CYUTHOCTH M COITUAIIbHOM

3HAYMMOCTH Oy Iymicit

npodeccum;
OK 2. Opranu3zoBbIBaTh - BBIOOD U IPUMEHECHUE - UuTepnperarnus
COOCTBEHHYIO AESITeIbHOCTD, METOJIOB U CIIOCOOOB pe3ybTaToOB
BBIOMPATH TUITOBBIE METOJIBI U penieHus MpodeCcCUOHATBHBIX | HAOMIOIeHUH 32
CNOCOOBI BBITIOJTHCHUS 3a/1a4y B 00JIaCTH OpPraHU3alHH | [eITeIbHOCTHIO

oOyyarorerocs B
IIPOIIECCE OCBOCHHS

Ka4ecTBO. - onleHKa 3(pPEeKTUBHOCTH U IIPOTPaMMBI
Ka4yeCTBa BBIIIOJIHCHU A, HpOI/I3BOI[CTB€HHOI71
IIPAKTHKH.

OK 3. [IpuHMMAaTh pelieHus B
CTaHJAPTHBIX U HECTAHAAPTHBIX
CUTyalUsAX U HECTU 3a HUX
OTBETCTBEHHOCTb.

- pelleHrEe HeCTaHJapTHBIX
podeCCHOHATBHBIX 3a/1au B
obmactu opranuzanuu JJOY u
(yHKIIMOHUPOBaHUS
OpraHH3aIluy;

- Habmaronenue u
OIIEHKA B ITPOIIECCE
MIPOM3BOICTBEHHOU
MTPAKTHKH;

- BBIIIOJIHEHHE
MIPAKTHYCCKUX
3aJJaHuH.

OK 4. OcyuiecTBisiTh MOUCK U
WCTIOJIb30BaHIe HHPOPMAIIHH,
HeoOxoauMou st 3ppekTHBHOTO
BEITIOJTHEHHS TPO(ECCHOHATBHBIX
3aj1a4, MpoheCCUOHANBHOTO U
JIMYHOCTHOTO Pa3BHTHSI.

- 3¢ (heKTUBHBII TOUCK
He00X0oauMol HH(OPMaLIIH;
- UCTIOJIb30BaHKE PA3TUUHBIX
HUCTOYHUKOB, BKITIOUAsI
JJIEKTPOHHBIC;

- Habmaronenue u
OILIEHKA B ITPOIIECCE
MIPOM3BOJICTBEHHOU
NPaKTHKH.

OK 5. Ucnonp30Barh
UH(OPMALIMOHHO-

- pabora ¢ aKCHMHIIbHBIM,
KOMHUPOBAIbHBIM arapaTramH,
CKaHUPYIOIHMH

- Habmronenue u
OLICHKA B MMPOIECCE
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KOMMYHUKAIIHOHHBIC TCXHOJIOTUH B
pohecCHOHANBHON 1eATeTbHOCTH.

yCTPOUMCTBAMU, TUKTOPOHHOM

TEXHUKOU, MPHHTEPOM,
3JIEKTPOHHOM NOYTOM;

MIPOU3BOICTBEHHOMN
IIPaKTUKH.

OK 6. PaboTaTh B KOJJIEKTHBE U
KoMaHJe, 3P PEeKTUBHO 00IIATHCS €
KOJIJIETaMH, PyKOBOJICTBOM,
OTPEOUTEISIMU.

- BBITIOJTHEHHE TNIAHOBBIX
3aJIaHNM;
- pa3paboTKa TEXHOJIOTUH
MIPUHSATHUS YIIPABIEHCKOTO
pELICHMUS;

- HaGnronenue u
OLIEHKA B IIpoLieCcCce
MPOU3BOICTBEHHOMN
MPaKTUKH.

OK 7. Bpatb Ha ce0s
OTBETCTBEHHOCTb 32 PabOTy YICHOB
KOMaH/IbI (TIOTYMHEHHBIX ),
pe3yIIbTAT BHITIOTHEHUS 33 JaHHH.

- caMOaHaIu3 U KOPPEKIHS
pe3ysIbTaToOB COOCTBEHHOM
paboTHI;

- Habmronenue u
OLICHKA B MMPOIECCE
[IPOM3BOICTBEHHOM
PaKTHKH.

OK 8. CamocTosATenpHO
OIIpEIEIATh 3a1a4H
npodeccuoHaNBHOTO U
JUYHOCTHOI'O Pa3BHUTHS,
3aHMMAThCS CAMOOOPA30BAHUCM,
0CO3HAHHO IUTAHUPOBATh
HOBBIIICHNE KBATU(PHUKAIIH.

- COCTaBJICHUE TJIaHA
MEPOIPUATUI T10
OTPEJICIICHHIO 3a]a4
PO ECCHOHATBHOTO U
JIMYHOCTHOTO Pa3BUTHS;

- HaGmronenne u
OIIEHKa B TIpoIecce
MPOU3BOICTBEHHOM
MIPAKTUKH.

OK 9. OpuenTtupoBartscs B
YCJIOBHUAX 4aCTOW CMEHBI
TEXHOJIOTUH B TPOECCHOHATBHOM
JEeSATEIbHOCTH.

- aHaJIW3 UHHOBAIUM B

obnactu opranm3aruu JJOY u

(YHKIIMOHUPOBAHUS
OpTraHM3ALNN.

- HaGmroneune n
OIICHKA B IpoIIecce
[IPOM3BOICTBEHHOM
MIPAKTHKH.

CDOpMI:I N MCTOAbI KOHTPOJIA WM OLNCHKH PC3YJIbTATOB 06y‘—ICHI/IH JOJI2KHBI

IMO3BOJIATE IPOBEPATH Y 06yqa}0m1/1xc;[ HC TOJIBKO C(lJOpMI/IPOBaHHOCTL O6H.II/IX 141

npoeCCUOHANBHBIX ~KOMIETEHIUH,

MPAKTUYICCKOI'O OIIbITA:

HO W YypOBEHb

3HaHUN, YMEHUU U

Pe3yabTaThl 00yueHus
(mpakTHYeCKHii ONBIT, 0CBOCHHbIC YMEHHUS,
YCBOEHHbIE 3HAHMS)

(I)OpMLI H METOAbI KOHTPOJA U
OLCHKH pE3yJIbTAaTOB Oﬁy‘leﬂl/lﬂ

IIpakTH4YecKHi ONBIT:

® UCIOJIb30BaHUS
PEKBU3UTOB JOKYMEHTA;

e odopmiecHUS  JOKYMCHTa B

TOKYMEHTa;
e (opmupoBanus nen.

KOMMYHHUKATHUBHBIX
pasnuuHbIX cdepax ynoTpeONeHHUs s3bIKA, CO3AAHHS

Tpe60BaHI/IHMI/I roCyaapCTBCHHBIX CTAHAAPTOB;
® [IPUMCHCHUA KOMHBI-OTCpHOfI TCXHUKU TIPU CO3JAHUUN

HaBBIKOB B

COOTBCTCTBHH C

- BBITIOJTHEHHUE MTPAKTUYECKUX
3alaHUH, IPELYCMOTPEHHBIX
IPOTpaMMON MPOU3BOICTBEHHON
[IPAKTUKU

YMmenus:

® OpraHW30BBIBATH,
oOecIIeYeHHs YIIpaBICHUS);

COBCPIICHCTBOBAHUSA

IUTAHUPOBAaTh W KOHTPOJIMPOBATH
paboTy ciayKObI IETOMPON3BOCTBA (JOKYMEHTAIIMOHHOTO

® JICIIONIb30BAaTh COBPEMEHHBIE METOBI OpTaHU3alMUd U
yIPaBJIEHYECKOTO
pabOTHUKOB CITY>KOBI IEJONTPOU3BOICTBA,

Tpyza

- BBIIIOJIHEHHE IPAKTUYECKUX
3a1aHUH, IPELYCMOTPEHHBIX
[IPOTPaMMOK IPOU3BOACTBEHHON
PAKTUKU
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® [IPaBUJIBHO COCTABJISTh JIOKYMECHTHI,

e yHH(PUIUPOBATH, TPOCKTUPOBATH (POPMBI TOKYMEHTOB,
CUCTeM JOKYMEHTAlIUH, BHEAPSATh YHUPUIIHMPOBAHHEBIE
CUCTEMBI JOKyMEHTAIINH B MPAKTHKY

e pa3pabaTbIBaTh HOMEHKJIATYPHI JEIT;

e oQopMIsATP  JOKYMEHTHl B  COOTBETCTBUU  C
TpeOOBaHUAMH rOCYJapCTBEHHBIX CTaHJIapPTOB;

® OIpEaensaTh UCTOPUUECKYHO U MPAKTUYECKYIO LIEHHOCTD
JIOKYMEHTOB.

S3Hanus:

® 33aKOHbl W  TEPMUHOJOIMIO  JOKYMEHTOBEIECHUS,
3aKOHOMEPHOCTHU JOKYMEHTOOOPA30BaAHNUS;

® 3aKOHOJATEIBHBIE W  HOPMATHUBHO-METOAMYECKHE
MaTepUalIbl 10 OPTaHU3ALMH JEJIONPOU3BOICTBA;

® OPraHU3aLMOHHYIO CTPYKTYpPY ci1yx0
JIEJIONPON3BOCTBA;

e MeToAbl KiaccupuKaluy, TUIU3AUUN, YHH(DUKAIUK U
CTaHAPTU3AINH JOKYMEHTOB, COCTAaB YHU(PUITUPOBAHHBIX
CUCTEM JIOKYMEHTAIUU;

e TpaBHJIa COCTAaBJICHUS U O(POPMIICHUS JOKYMCHTOB C
HCIIOJIb30BaHUEM KaK TPAAULMOHHBIX, TAK U COBPEMEHHBIX
KOMITIBIOTEPHBIX TEXHOJIOTUH;

® OpraHu3aLMI0 JIOKyMEHTO000poTa, KOHTPOJIS
WCTIOTHEHHs (OpMUPOBaHUE TOKYMEHTOB B KOMILJICKCHI;

e OpraHu3alMIo0 ONEPaTUBHOIO XPAHEHHS JOKYMEHTOB B
JEJONPOU3BOJACTBE W IOAIOTOBKE JOKYMEHTOB K
apXMBHOMY XPaHECHHIO TOKYMEHTOB;

e KpUTEPUM U [PUHLHUIBI ONPEACICHUS HAy4YHO-
WCTOPUYECKOW Y MPAKTUUECKON LIEHHOCTU JOKYMEHTOB.

- BBIITOJIHEHHUE MTPAKTUYECKUX
3aJJaHuH, IPEyCMOTPEHHBIX
IIPOrPAMMON ITPOU3BOICTBEHHOMN
IIPAKTUKHU




