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1. TACIIOPT MPOTPAMMBI TIPOU3BOACTBEHHOM NPAKTUKH

1.1. MecT0 NpPOM3BOJACTBEHHOH NPAKTUKH B CTPYKType OCHOBHOH Npo(eccHoHATbHOI
00pa3oBaTeIbHOM MPOrPaMMBbI

[IporpaMma NpPOM3BOACTBEHHON MPAKTUKH SBISETCS YaCThIO OCHOBHOW IPO(heCcCHOHATBHON
o0Opa3oBaTeabHON NporpaMmsl it HanpasiaeHus noarotosku 43.02.10 Typusm no MJIK 04.01
YrpaBneHue AeATeIbHOCTRIO (GyHKIMOHANBHOTO moapazaenenus, MJIK 04.02 CopemeHHas
OpPITEXHUKA W OpraHu3alus AeJIOIPOU3BOICTBA

1.2. Iean 1 321241 NPOM3BOACTBEHHOM NPAKTHKU:

Ilesb NpaKTHKHU: 3aKpEIUIEHUE CTYAEHTAaMU I1OJIY4YEHHbBIX TEOPETUUECKUX 3HAHUI HAa OCHOBE
[PAKTUYECKOT0 Y4acTHs B AEATEILHOCTH (DYHKIIMOHAJIIBHOTO MOJpa3ieeHUs (TyPUCTHUECKON
OpraHu3alyu), IpUoOpEeTEeHUE OMbITa CAMOCTOATEIbHOIN paboThl B chepe npodeccuoHaIbHON
JESITETbHOCTH.

3a1auu NpaKTUKHU:

l. 3akperuieHue u yriryOieHHE TEOPSTUUCCKUX 3HAHUM, TIOJIYUCHHBIX CTYICHTaMH B IpoIecce
nzydyenusa. DopMmMHpoBaHHE YMEHHS TBOPYECKH MPUMEHSTh 3HAHUS B MPOQPECCHOHANBHOM
JEATEIBHOCTU CIEHUAINCTA 110 TYPU3MY.

2. TlpuoOpeTeHHEe MPAKTHYECKOTO OMBITA IO OMPEACICHUIO MeIeH U MyTeH UX JOCTHKCHHS B
npo(heCCUOHANBHON JIESITENIbHOCTH, [0 OCYIIECTBICHHUIO IUIAHUPOBAHUS, OpPraHHU3allid |
KOHTPOJIS I€ATEIbHOCTH OpraHU3aluu.

3. OcBoeHnue conepxanus, GopM 1 METOJIOB MPOIIECCOB YIPABICHUS U a IMUHUCTPUPOBAHUSI.
4. W3yyeHue ombITa W NPHOOPETCHHE YMEHHU B pabdOTe C OTYETHO-IUIAHHPYIOIICH
JOKYMEHTALUEN.

5. ®opMupoBaHHE HABBIKOB IPHU pabOTe C OPITEXHHUKOH.

1.3 IlpuodpeTeHne NPAKTHYECKOT0 ONMbITA MPOXOAUT B PAMKAX OCBOEHHUSI 00YyYAIOLIUMHCSI
MJIK 04.01 VYmpaBieHue nesTenbHOCThIO (DyHKIMOHAIbHOro moapazaeneHus u MJIK.04.02.
CoBpeMeHHasi OprTeXHHUKa U OpraHu3anus Aejaonpon3BoacTsa. C 1enbio OBlaeH s yKa3aHHBIMU
BUJIAMU JISATEIBHOCTH CTYJICHT B XO/I¢ JAHHOTO BU/Ia MPAKTUKHU JOJDKEH:

HMeTh NPAKTHYECKH I ONbIT:

— cOopa nnpopmMauu o AeITeIbHOCTH OPraHU3alU U OTACIbHBIX €€ oApa3AeieHuil;

— CcOCTaBJIeHHUs JIaHa paboThl MOJpa3IeiIeHH S,

— TPOBEJCHUS UHCTPYKTaXKa paOOTHUKOB;

— KOHTpOJIs KauecTBa pabOTHI NEepCOHANa;

— COCTaBJICHHS OTYETHO-TUIAHOBOW JOKYMEHTAIIMHU O JeSTEIbHOCTH MOAPA3ICIICHUS;

— TpPOBEJCHUS PE3CHTAIUH;

— pacuéra OCHOBHBIX (PMHAHCOBBIX MOKa3aTeNlel NeATeIbHOCTH OpraHu3aluu
(moxpaznencHus);

yMeThb:

— cobupatb nHpopMaIHIo 0 padoTe OpraHU3ally U OTACNbHBIX €€ MOopa3IeNeHU;

— WCIIOJIB30BaTh Pa3IMYHBIC METOIbl TPUHATHUS PEIICHUH;

— COCTaBJIATH IJIaH paboThI MOIpa3ieNeHus;

— OpraHU30BBIBATH U MIPOBOJUTH JCTIOBBIE COBELIAHMS, COOpaHMUs, KPYIJIbIE CTOJIEI, pabourne
TPYIIIBL;

— paboTaTh B KOMaHJI€ U OCYLIECTBIATH JTUAEPCKHUE (QYHKLINH;

— OCyHIECTBIATH 3 (EKTUBHOE OOIIECHHE;

— TPOBOJIUTH UHCTPYKTAX pabOTHUKOB;

— KOHTPOJUPOBATh KAYECTBO pabOTHI MEPCOHANA;

— KOHTPOJMPOBATh TEXHUYECKHE U CAHUTAPHBIE YCIOBUA B 0duce;



— YOpaBisATh KOHPIUKTaAMHU;

— paboTaTh U OPraHU30BHIBATh PAdOTy C O(UCHON TEXHUKOIA;

— TIO0JB30BaThCs CTAaHAAPTHBIM MPOTPAMMHBIM OOECTIeUeHUEM ISl OpraHU3aluu
JIeTTOTPOU3BO/ICTBA;

— 0(opMIIATH OTYETHO-TIIIAHOBYIO TOKYMEHTAIIMIO 110 paboTe Mopa3ieieHus;

— TPOBOJUTH MPE3ECHTAINH;

— paccuuThHIBaTh OCHOBHBIE (DHHAHCOBBIE MOKa3aTeNn pabOThl OpraHU3auu (oapa3aesieHus)
(cebecTouMOCTb yCIyT, 6a30BbI€ HAJIOTH, (PUHAHCOBBINA PE3YyJIbTAT AESITEIbHOCTH OpraHU3aliH,
MOPOT PEHTA0EITLHOCTH );

— cobupath nHGOPMAIHIO O KauecTBe paboThl OIpa3aeTeHUS;

— OLICHUBATh U aHAIM3UPOBATH KA4eCTBO PabOTHI MOIpa3IelICHUS;

— paspabaTeIBaTh MepbI IO MOBBIIEHHUIO 3)PEKTUBHOCTH pabOThI MOAPA3ICICHUS;

— BHEJPSATH UHHOBAIIMOHHBIE METO/IBI PaOOTHL;

3HATh:

— 3HAYCHUE TUIAHUPOBAHUS KaK (QYHKIIUU YIIPABICHUS;

— MeToauKy cbopa nHpopmMarmu o paboTe OpraHu3aluy 1 OTACIBHBIX €€ 1MoApa3aeIeHui;
— BUJbI TUIAHUPOBAHUSA U NIPUEMBI 2PHEKTUBHOTO ITIAHUPOBAHUS;

— 3} dexTUBHBIC METOIBI TPUHATHUS PEIICHHH;

— OCHOBBI OPraHU3ALHUU TYPUCTCKOM NEATEIbHOCTH;

— CTaHJapThI KAYeCTBA B TYPHU3ME;

— TpaBWiIa OpraHU3AIUH JEIONPOU3BOICTBA U PAOOTHI ¢ OPUCHON TEXHUKO;

— npuémbl 3G PEKTUBHOTO OOIIEHUSI, MOTHUBAIIUHU TIEpCOHAa  paOOTHI C KOHPIUKTAMU;
—  MeTOAUKHU YPPEeKTUBHON OpraHU3aIMH JIEIOBBIX BCTPEY U COBELIAHUM;

— npuHIUIH 3()HEeKTHBHOTO KOHTPOIIS;

— Tpynosoit koaekc Poccuiickoit @enepanuu;

— OpraHu3aIMI0 OTYETHOCTH B TYPU3ME;

— OCHOBHbIE (PHAHCOBBIE MTOKA3aTENH AEATEIHOCTH OPTaHNU3alluK U METOAUKY UX pacuéra;
— METOMKY IPOBEICHUS NPE3EeHTAIIHIA;

— OCHOBHBIE [TOKA3aTeNIN KayecTBa pabOThI MOAPA3ACTICHUS;

— MeTOBI 0 cOOpYy MHPOPMAITUH O KadecTBE PabOTHI OApa3ICICHHIS,

— METO/Ibl COBEPLICHCTBOBAHU S PaOOTHI MOPA3ICICHHS;

—— WHHOBAIUH B cdepe YIpaBIeHUsI OpraHU3alUsIMI TYPUCTCKON HHIYCTPUH

2. TEMATUYECKHH IJTAH U COJIEP)KAHUE ITPOU3BOJACTBEHHOM
IMPAKTUKHA

2.1. Komn4ecTBO 4acoB Ha 0cBOoeHHe padoyeii MporpaMMsbl IPOM3BOACTBEHHOM NPAKTUKHU

Koabl koMneTeHumii HaumenoBanue pa3ie/ioB Kosm4yecTBo
npo¢ecCHOHAIBHOT0 MOYJIA 4acoB
OK 1-9. MK 04.01 VYupasnenue 72

IIK 4.1 -4.4. NEATELHOCTBIO
(G yHKIIMOHATBHOTO
noipa3ieNeHust
MIAK  04.02  CoBpemeHHas
OpITeXHHKa M  OpraHu3alus
JIeJIONPON3BOACTBA




2.2. Coaep:kaHue NPOM3BOJACTBEHHON NPAKTUKHU

HaumenoBanue Conep- Buasi pador YpoBenb
pasziesioB JKaHue OCBOEHUS
npogecCHOHAJIBH | Yy4eOHBIX
bIX MOJAYJIel 3aHATHHA
(IIM) u Tem
1 2 3
Beenenne | BBogHbBIE — MHCTpyKTa)xX.  YCTaHOBOYHAs ok
HAy4YHO-TIPAKTHYECKast KOH(EPEHIIUS.
OCHOBHBIE TIOJIOKEHUS TPOU3BOJCTBEHHOU
MIPAKTHUKHU.
[IM. 04.
VYupasnenue Paznmen 1. 3HAKOMCTBO C MPEANPHUITHEM, **
(byHKIMOHATHHBIM opraHu3aluyen, yupexaeHuem, GupMoi.
HoJpa3ieeHueM 3HAKOMCTBO CO CTPYKTYPOH U QYHKLIHSAMU
OpraHu3aluu CTPYKTYPHBIX TOJpa3AeICHUMN.
N3ydeHne noKaabHBIX HOPMATUBHBIX aKTOB,
MJIK 04.01 pEryJupyoLUuX AeSTENbHOCTD
VYnpasnenue MPEIIPUSITHS, OPTaHU3ALUH, YIPEKICHUS,
JEeSITETbHOCTHIO bupMmbl.
(G yHKIIMOHATBHOTO N3ydeHue n0KaIbHBIX HOPMAaTUBHBIX aKTOB,
noJipa3ieyeHust PEryJIUPYIONIUX JEIONPOU3BOICTBO HA
MPEPHUITUN, B OPTaHU3AIINH, YIPEKICHUH,
bupme
Opranu3aius pabouero Mecta pabOTHHUKA
MJIK 04.02 Paznen 2 O3HaKOMJICHUE C PaCHOPSIUTEIHHOM **
CoBpemeHnHas CUCTEMOU TOKyMEHTAIU
OpITEeXHHKA U O3HaKOMJIEHHE CO CIIPaBOYHO-
OpraHu3aLus MH(OPMAITMOHHON CHCTEMOM IOKYMEHTAIU!
ACTIOTIPON3BOLCTB O3HaKOMJIEHHE C TIOPSAKOM MOJITOTOBKH,
a COTJIACOBAHUS, MOAMKUCAHUS, YTBEPKICHHS
JIOKYMEHTOB
[Toaroroska npoektoB OP/]
Coznanne u opopmiieHHE CIyKEOHBIX MTUCEM
Coznanne u opopmileHUE CIIPaBOYHO-
WH(POPMAITMOHHBIX JOKYMEHTOB
Coznanme JOKYMEHTOB C UCIOJIb30BaHUEM
11abJIOHOB ¥ MacTepoOB
Co3znganue Ta0IuIl
Co3anue TOKYMEHTOB C TpaHuecKuM
MaTepHUaIoM
Paznen 3 O6paboTka 1 aHAITU3 TIOJTy4YESHHOMN ok

UH(pOpMaLIKH.
[TonroToBka OT4eTa MO NPAKTHKE.




3. PE3YJIBTATBI OCBOEHMUSA PA}SO‘IEﬁ INPOI'PAMMBbI
IMPOU3BOACTBEHHOMU INTPAKTUKH

3.1. TpeGoBaHust K pe3yJIbTaTaM OCBOECHHS NPOU3BOACTBEHHOI IPAKTHKH.
Pe3ynbpTaToM mpoM3BOACTBEHHON MPAKTHKH SBJSIETCS OBJIAJICHUE BHIOM MPodeccHoHaTbHON
JESATEIbHOCTH B 4aCTH NMPO(eCCHOHAIbHBIX KOMIICTeHIHI:

Bua npodgec-
CHOHAJIbHOM Kon HaumeHoBaHHe pe3y/1bTaTOB NPAKTHKHU
AeATeJIbHOCTH
Typuzm I[IK 4.1. | UMeTh mpaKTUYECKUA OTIBIT:
- - cOopa nHpopMaIiK O eATEeIHHOCTH OpraHU3alH 1
4.4 OTJIENbHBIX €€ MOAPAa3IeICHNUI; COCTABIEHMSI IJIaHa PabOThI
HOJIpa3/ieNeHUS;

- MPOBEJICHUS MHCTPYKTaka paOOTHUKOB; KOHTPOJISI KAYeCTBa
paboThI IepcoHana;

- COCTaBJICHUS OTYETHO-TJIAHOBOM IOKYMEHTAIlUU O
JESITEIbHOCTHU MOAPa3/IeIICHHUS;

- IPOBEJICHUS TIPE3EHTAIMI; pacueTa OCHOBHBIX (PMHAHCOBBIX
noKasartesiel AesITeIIbHOCTH OpraHu3aiuu (T1o1pa3/IeIeH s )

- cOopa mH(popMaITUH O IEATETHPHOCTH OPraHU3AIH H
OTZEJIbHBIX €€ MOAPa3AECICHUN;

- COCTaBJICHUS OTYETHO-TJIAHOBOM JIOKYMEHTAIlUU O
JESITETPHOCTH TTOAPA3/ICIICHNUS,;

- pacuéra OCHOBHBIX (DMHAHCOBBIX ITOKA3aTEeNICH 1eATeIbHOCTH
opraHu3auuu (moipa3ieieHusl);

YMmerts:

- cobupath nHPOpMAaIHO 0 paboTe OPraHU3aIMU U OTIEIBHBIX
€e MoApa3IeeHU;

- HCIIOJIb30BATh PA3IIMYHBIEC METO/IbI PUHSATHUS PEIICHU;
COCTABJIATH TUIAaH PaOOTHI MMOJIPa3IeIICHHS;

- OpraHU30BBIBATH U IPOBOJMTH JCIOBbIC COBEIIAHUS,
coOpaHus, KPYyTJIbIe CTOJIBI, pa0OYHe TPYIIIBL;

- pa3pabaThIBaTh MEPHI MO MOBBIIIEHUIO AP PEKTUBHOCTU
paboTHI Opa3IeICHNUS,

- BHEJIPSITh HHHOBAIIMOHHBIE METO/IbI PA0OTHI;

- cobupate HHPOPMAIHIO 0 Ka4eCTBE PaOOTHI TIOAPa3ICIICHUS;
- OIICHUBATh U AHAIM3UPOBATH KAYECTBO PAOOTHI
HOpa3/CcIICHHS,

- paboTaTh B KOMaH/I€ U OCYLIECTBIATH JTUIEPCKHUE PYHKIINH;
OCYIIECTBIATH 3P EeKTHBHOE OOIIICHNUE;

- MPOBOJMTH UHCTPYKTAX paOOTHHKOB, KOHTPOJIUPOBATH
KauecTBO PabOTHI IIEPCOHANA;

- KOHTPOJIMPOBATh TEXHMUYECKHE U CAHUTAPHBIE YCIOBHS B
oduce;

- YIIpaBIIsITh KOH(MIMKTaMH; pad0oTaTh M OPraHU30BbIBATh
paboTy ¢ 0UCHON TEXHHUKOMH;

- CTaHJApPThI KAUYECTBA B TYPU3ME;




- ipreMbl AP PEKTUBHOTO OOIICHNUS, MOTUBALIMH ITEPCOHANA U
paboThI ¢ KOH(DINKTAMHU;

- II0JIb30BAThCS CTaHAAPTHBIM IPOIPAMMHBIM 00€CTIEYEHUEM
JUI OpraHu3alvy AeJI0NpPOU3BOJCTBA;

- 0OPMIISITH OTYETHO-TIJIAHOBYIO TOKYMEHTAIIMIO IO paboTe
HOpa3/ICIICHHS;

- IPOBOJUTH MIPE3EHTALNHU; PACCUNTHIBATh OCHOBHbIE
(brHaHCOBbIE MOKa3aTeNu PabOThl OpraHU3aIUH
(moppaznenenusi) (ce0ECTOMMOCTD YCIIYT, 0a30BbI€ HAJIOTH,
(MHAHCOBBIN pe3yIbTaT NEATEILHOCTH OPTaHU3AIIH, TIOPOT
PEHTA0ENIbHOCTH);

- OLICHUBATh U aHAJTM3UPOBAThH KAU€CTBO pabOThI
HOJpa3/elIeH s,

- pa3pabaThIBaTh MEPHI IO MOBBIIICHUIO AP PEKTUBHOCTU
paboTHI Opa3ICICHNUS,

3HaTh:

- 3HaYCHUE IUIAHUPOBAHUS KaK (DYHKIUH YIPABICHHUS;

- METOJMKY cOopa nH(popMaImu 0 padboTe opraHu3alru 1
OTJENBHBIX €€ MOApPa3IeIeHUN;

- BUJIbI INTAHUPOBAHUS U MTPUEMbI 3PPEKTUBHOTO

TUTAHU POBAHUS;

- 3¢ eKTUBHBIC METO/IbI IPUHSATHS PELICHNU; OCHOBBI
OpraHM3alUH TYPUCTCKOU AESITeIHhHOCTH;

- METOAUKH 3 (PEeKTUBHON OpraHU3alUu JAeTOBBIX BCTPEU U
COBEIIaHN;

- Tpynosoii konekc Poccuiickont @enepanuu;

- OpPraHu3aIuI0 OTYCTHOCTH B TYPU3ME;

- OCHOBHbIE (DPMHAHCOBBIE MTOKA3ATENN ACSITEILHOCTH
OpraHM3allliy U METOAMKY UX pacueTa;

- METOAMKY TIPOBEICHHUSI MPE3CHTAIIH;

- METO/IbI COBEPIIICHCTBOBAHUS PAaOOTHI OIPA3/ICICHHUS,

- UHHOBAIIMK B chepe yInpaBiIeHUs] OpraHu3alusIMu
TYPUCTCKON UHIYCTPUHU.

- OCHOBHbI€ [T0Ka3aTeIN KauyecTBa pabOThI Moipa3iesieHus;
- METO/BI 10 cOOpY MHPOPMALINH O Ka4eCTBE paOOTHI
HOpa3/ICIICHHS;

- IpaBWJIa OpraHU3ally JeJIONPON3BOICTBA U PabOTHI C
0(HUCHOIN TEXHUKOH;

- OCHOBHBIE ITOKa3aTeIN KauecTBa padOThI MOIpa3elICHUS;
- METOJIbI 10 cOOpy MH(POPMAITUU O KaYeCTBE pabOThI
HOpa3CIICHHS,

- METO/Ibl COBEPLICHCTBOBAHUS paOOTHI MOAPa3ACICHUS.

PGSY.HBTaTOM MPOXOKACHUSA TMPAKTHKU ABJISICTCA OBJIAJICHUC 06y‘-IaIOH_[I/IMI/IC$I Oﬁl.lll/IMl/l
KOMIICTCHIIUAAMMUA:

OcHoOBHbBIE TOKa3aTeJIn pe3yJabTaTOB

Kox | HaumeHoBaHme pe3y/jibTAaTOB NPAKTHKH
NMOATOTOBKH

OK 1. [loHuMaTh CyIIHOCTb U COLIUATBHYIO NMEMOHCTpallus HWHTepeca K Oymymen
3HaYMMOCTh CBOCH OynyIieit nmpodeccuu, npodeccun.
IIPOSIBIIATH K HEM YCTOMYMBBINA HHTEPEC.
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OK 2. Opranu3oBbIBaTh COOCTBEHHYIO
NesITeIbHOCTD, OMPENEITh METObI U

Ka4CCTBO.

CII0COOBI BBIIIOJIHEHUS PO ECCUOHAIBHBIX
3aja4, OIIEHUBATh UX A(PHEKTUBHOCTH U

000CHOBaHHE BI>I60pa n TPUMCHCHHA

METOI0OB M CIIOCOOOB  pEIICHHS
npoQeCcCHOHATBHBIX 3ajad,
NEeMOHCTpAIUS spdexruBHOCTH W
Ka4ecTBa BBIIOJIHEHHS

HpO(l)eCCI/IOHaJ'II)HI)IX 3aJaa4.

[IPUHUMATh PELICHUS B
HECTaHJAPTHBIX CUTYyaLUsAX.

OK 3. |Pemars npoOieMsbl, OLIEHUBATh PUCKU U

JACMOHCTpan s CIIOCOOHOCTH MNPUHUMATD
PpCIICHU A B CTaHAAPTHBIX nu
HCCTAHAAPTHBIX CHTyallUAX KU HCECTHU 34
HHUX OTBETCTBCHHOCTbD.

U penieHus npodeccuoHanbHbIX 3a/1a4,
po(heCCUOHATBHOTO U TUIHOCTHOTO
A3BUTHSI.

OK 4. OcymiecTBisTh MOUCK, aHAJIA3 U OL[EHKY
WHpOpMAIUK, HEOOXOTUMOH JIJIs1 TOCTAHOBKH

HaXO0XKJICHUE u UCTIOJIb30BAHUE

uHGbOpMaITUI TUTST 3¢ PeKTUBHOTO

BBITIOJIHEHHSI TTPOPECCHOHATBHBIX 3a/1a4,

npo(ECCHOHATBHOTO H  JIMYHOCTHOTO
A3BHTHSL.

OK 5. Hcnonb3oBarh HHGOPMALIMOHHO-
KOMMYHHKAITHOHHBIE TEXHOJIOTHH IS

JACATCIIbHOCTH.

COBEpPIICHCTBOBAHUS MPOPEeCCUOHAIBHOMN

NEMOHCTpALUsl HAaBBIKOB HCIIOJIb30BaHMS
UH()OPMAITMOHHO-KOMMYHHKAIIOHHbIE
TEXHOJOTHHM B  MIpodecCHOHATbHO
NEeSATENBHOCTU IIPU MTOATOTOBKE OTYETA 110
MIPAKTHUKE.

OK 6. [Pabortarh B KOJUIEKTUBE U B KOMaHJIE,

NOTPEOUTEISIMHL.

o0ecreynBaTh ee CruioueHue, 3PP eKTUBHO
00IIaThCS C KOJIJIETaMH, PYKOBOJICTBOM,

BSaHMOHeﬁCTBHC C 06y‘IaIOIJ_[I/IMI/IC$[,
MperogaBaTc/isIMU B XO/IC 06yLIeHI/IH.

OK 7. |CtaBuUTb LienH, MOTUBUPOBATH JESTEIbLHOCTD

MPOSIBJICHHE OTBETCTBEHHOCTHU 3a PalOTy

OCO3HAHHO TJIAHUPOBATH TOBBIIICHHUE
KBaJTH(UKAIIIH.

[Pa3BUTUSA, 3AHUMATLCSA CaMOOGPaSOBaHI/IeM,

[OJYMHEHHBIX, [OJUUHEHHBIX, PE3yJIbTaT BbIIOJIHEHUS
OpPraHU30BbIBaTh U KOHTPOJIUPOBATH UX WHIUBUIYAIbHBIX W KOJUIEKTHBHBIX
paboTy c MpUHATHEM Ha ce0s 3aJaHU.
OTBETCTBEHHOCTH 3a PE3yJIbTaT BBIIOJIHEHUS
3aJlaHUN.

OK 8. |CamocTOATENBHO ONPENEATH 3a1aUu IUIAHUPOBAHUE o0yuaromuuMucs
npo¢eCcCHOHATBHOTO U TIMYHOCTHOTO MOBBIIICHUS JMYHOCTHOTO "

KBTH()UKAIIHOHHOTO YPOBHSI.

OK 9. |BEITE TOTOBBEIM K CMEHE TEXHOJIOTUU B
npodeccrHoHaIbHOM MeATeIbHOCTH.

NpOsIBIICHUE MHTEpeca K WHHOBAIUSAM B
obnacTu npodeccuoHaabHOMN

JACATCIBbHOCTH.

4. YCJIOBUA PEAJIMBALIUN PA‘]J;O‘:[EI‘/’I INPOI'PAMMBbI
IMPOU3BOACTBEHHOMU NTPAKTUKH

4.1. TpeOboBaHMS K MUHMMAJbHOMY MaTepPHAJIbLHO-TEXHHYECKOMY 00ecredeHn 10
Peanmuzamust pabGoueil mporpamMMbl TPOW3BOACTBEHHOH TNPAKTHKH IpearojaraeT Hajludue

KOMILJIEKTA TOKYMEHTOB, B KOTOprfI BXOJAT:

* IlonoxxeHue O TNPOU3BOACTBEHHOM TPAKTUKM CTYJIEHTOB, OCBaWBAIOIIMX OCHOBHBIC
npocdeccuoHanbHbIe 00pa30BaTeNbHbIE IPOTrPAMMBbI CPETHETO MPO(deCcCHOHATBLHOTO 00pa30BaHusl,
YTBEPKIEHHBIE TIPUKa30M MuHUCTEPCTBOM 00pa3oBaHus U Hayku PD ot 07 mas 2014 1. Ne 474;
* MOJIO’KEHHE 00 OpraHU3alMU M MPOBEACHUH MPOU3BOJICTBeHHON npakTuku KOV nmenu B.U.

Bepnaackoro.



* METOAMYECKHE PEKOMEHIAIIMM [0 COCTAaBICHHIO U TNPEJOCTaBICHHIO OTYeTa II0
MIPOU3BOJICTBEHHOM MPAKTHKE;

* rpadukK yueOHOro Tporiecca;

* IPOrPaMMBbI TPOU3BOJICTBEHHOM MPAKTUKH;

* MPUKa3 KOJUIE/KA O HA3HAYCHUH PYKOBOJUTEICH MMPAKTHKU OT KOJIIE/IKA;

* MPUKAa3bl KOJUIEIKA O PACIPEICIICHUU CTYJACHTOB TI0 MECTaM MPOXOKICHUS MPAKTHKY;

* rpauK KOHCYJIbTALINN;

* rpauK 3aIIUTHI OTYETOB IO MPAKTUKE.

4.2. O6ume Tpe0OBaHUS K OPraHU3alMH 00pa30BaTeIbLHOIO Npouecca

[Tpu BbIOOpE OpraHM3anuy B KayecTBe 0a3bl MPAKTHKH CIIEAYET YUUTHIBATD:

* IMeeTCs JI BO3MOXKHOCTb PEeaIM30BaTh IPOrpaMMy NPaKTHKH;

* HaJIM4YUe KBAJIU(UIMPOBAHHOIO IEPCOHANA, HEOOXOIMMOIO ISl PYKOBOJCTBA NMPAKTUKON U
IIPOBEJICHUSI KOHTPOJIS;

* OJIN3KOE TI0 BO3MOXKHOCTH, TEPPUTOPHUATBHOE PACTIOI0KEHUE OPTaHU3AIMU TSl IPOXOKIACHUS
MPAKTUKH.

4.3. KagpoBoe o0ecnieueHne 00pa3oBaTeJbHOIO NMpoiecca

TpeboBaHus K pyKOBOAUTENSAM NIPAKTUKUA OT 00pa30BaTEIBHOIO YUPEIKACHHS: HATMUNE BBICLIETO
00pa30BaHUs, COOTBETCTBYIOIIErO Mpoduio npodeccuoHaTbHBIX MOAYJIEH U CIEeHUaIbHOCTH
«Typuzm».

PykoBoauTe/ b MPAKTHKH OT KOJLJIEIKA:

* COIJIACOBBIBACT IMPOTPAMMy MPAKTUKHU, TJIAHHPYEMBIE pPe3ylIbTaThl MPAKTHKH, 3aJaHHE Ha
MPAKTUKY C PYKOBOJAUTEISIMU MPAKTUKU OT OPraHU3alNY;

* IPUHUMAIOT YYacTHE B PAcHpe/ie]IeHUH CTYACHTOB 110 pabOYMM MeCTaM HJIM TePEeMEIeHHs UX
o BUJaM paboT;

* IPOU3BOJIUT MHCTPYKTUBHO-METOMYECKOE 3aHIATHE O MPOXOKIACHHUIO IPAKTUKU;

* OCYILECTBIIIET KOHTPOJIb 32 COOMIOICHUEM CPOKOB MPAKTUKU U €€ COJIeprKaHUueM;

* OKa3bIBACT METOJAWYECKYIO IMOMOIIb CTYACHTAM MPHU BHINOTHCHHH WMH WHIWBHIYaTbHBIX
3a7aHui, cOOpe MaTepuaioB K oT4ETY, opOpMIIEHUH OTYETA 110 IPAKTHKE;

* OLIEHUBACT PE3YJbTAThl BHIMOIHEHHS TPAKTUKAHTAMU ITPOTPAMMBI ITPAKTHKHU;

* KOHTPOJIUPYET cAauy CTYJICHTAMH OTYETOB I10 IPAKTUKE U yYaCTBYET B IPOBEACHUHU aTTECTAllUH
10 UTOTaM MPAKTUKH,

* caéT OTYET O MPOJIENIaHHON paboTe CO CTYACHTAMU B IEPUO/] TPOXOXKICHHS TPAKTUKU.

4.4. TpeOoBaHMS K CTyIECHTAM IPH MPOXOKIEHUM NMPAKTUKH
CryneHTsl KOJJIeaKa P MPOX0KACHUN TPAKTUKU B OPraHU3alUsiX 00s3aHbL:
* CBOEBPEMEHHO MPUOBITH HA MECTO MPOXOKACHUS TPAKTHKU;
* IPOXOJIUTH MTPAKTUKY €KETHEBHO B COOTBETCTBHH C PEXKUMOM PabOTHI OPraHU3aIuU U C YIETOM
MPOAOKUTEIBHOCTH pabovero AHs CTYAEHTOB MPH MPOXOXKICHUN MPAKTUKU (JJIs CTYJIEHTOB B
Bo3pacre ot 16 10 18 — He Oosiee 18 yacoB B HezelNt0; B Bo3pacTe OT 18 jeT u crapiie — He OoJiee
40 4acoB B HEJIENIO);
* T[OJHOCTBIO BBINOJHATH 3aJaHusl, MPEIyCMOTPEHHBIE MPOTrpaMMON TMPOU3BOJCTBEHHOM
MIPAKTHKY;
* 100pPOCOBECTHO OTHOCHUTBHCS K BBIMOJIHEHUIO MOPYUYEHHUH, 00YCIIOBIEHHBIX MPOU3BOICTBEHHOM
IIPaKTUKOU;
* coOMoaaTh ACUCTBYIONIME B OPraHU3alUsAX MPaBUiIa BHYTPEHHEr0 TPYI0BOTO PACIOPSIKA;
* CTPOTO COOTIOAATH HOPMBI OXPaHbI TPY/A U MPaBUiIa MMOKAPHOU OE30MaCHOCTH
* IOJATOTOBUTCS K 3a4eTy IO MPAKTHKE, IK3aMEHY 110 IpOodeCCHOHATBHOMY MOAYIIIO.

B ciydyae BpeMEHHOro OTCYTCTBHU CTYJI€HTA Ha paboyeM MECTe€ B OpraHM3alMi MOTYT ObITh
MIPUMEHEHBI MEPBI TUCUUILTMHAPHOTO B3BICKAHUS B MOPSAIKE, peaycMoTpeHHoM [lonoxenuem o
KOJIJISIKE.



[To mpubbiTHH Ha MECTO MPOXOXKICHHUS MPAKTHKU CTYISHTHl COTJIACOBBIBAIOT C
PYKOBOJIUTEISIMU MPAKTUKUA OT OpPTaHM3alliM KaJleHAApHO-TEeMAaTUUYECKUI TJIaH MPOXOMKICHUS
MIPOU3BOACTBEHHOW MpakTHKU. Kaxxaoe meponpusiTue NPOBOJUTCS B KOHKPETHBIE CPOKH,
o0o3HauaroTcs B MiaHe. OTMETKa O BBINOJHEHHH MPOU3BOAUTCS Cpasy ke Mocie MPOBEICHHUS
MEPOMPUSTHS C YKa3aHUEM J1aThI.

B npouecce npoxokaeHus MPAKTUKUA KaXbIH CTYJEHT B XPOHOJIOTUYECKOM MOPSIKE BEAET
€XeTHEBHOM Y4ET MPOJIeIaHHOM paOboThl B THEBHUKE MTPOXOXKACHUS MTPAKTUKU B (hOpMeE KpaTKUX
3aMKucel O BBIOJHEHHBIX MEPOIIPUATHUSX.

4.5. TpeGoBanus K co0JII0AeHHIO TEXHUKHU 0€30IIaCHOCTH M MOKAPHO 0e30I1acHOCTH

CTyaeHT-IpakTHKaHT JIOJDKEH JIONYCKAaThcs K pPabOTe TOJNBKO TIOCIE MPOXOXKIACHUS
MHCTPYKTaXa 110 TEXHUKE O€3011aCHOCTH U MOXKapHOIl 0€3011aCHOCTH.

CTyneHT-npakTUKaHT 00s3aH:
* coOmronaTh TpeOOBaHMS MOXKAPHOU 0E30MaCHOCTH, a TAKXKe MOCPKUBATH POTUBOTIOKAPHBIH
PEXUM; 3HATh MECTO PACIIOJIOKEHNE IEPBUYHBIX CPEJCTB [10’KapOTYIIEHNUS, [TIABHBIX U 3allaCHBIX
BBIXOJI0B, IJIaHBI (CXEMbI) ABaKyalluy JOAEH B Claydae noxapa;
* BBINOJHATh MEPHI MPEIOCTOPOKHOCTH MPU MOIb30BAHUM Ta30BBIMU NIPUOOPaMU, MpeIMeTaMu
ObITOBOM XMMMH, IpPHU MPOBENEHUU pabOT C JIETKOBOCIUIAMEHSIOIMMUCS U TOPIOYMMHU
KUAKOCTAMHU, JIPYTMMHU ONACHBIMU B IIOXApHOM OTHOIIEHMHU BELIECTBAMU, MaTepuajaMu U
000py/I0BaHKEM;
* B cilyyae OOHapyXEHHUs Io)kapa COOOIIUMTh O HEM B IOJpA3J/IeNIEHHE MOKapHOH OXpaHbl U
IIPUHSTH BO3MOKHBIE MEPBI K CITACEHMIO JIIOJIEH, UMYILECTBA U JTMKBUJALMH [10)Kapa;
* 3HaTh MECTOPACIOJIOKEHUE CPEICTB OKa3aHHUsS MEIMLMHCKON IOMOIIM, YMETh OKa3bIBaTh
HEPBYIO MEAULIMHCKYIO IIOMOILb IOCTPaAaBLIEMY IIPH HECUACTHOM CIIy4ae;
* cO0JII01aTh NPaBWJIA TMYHON TMTHUEHBI;
* IPUHUMATh [TUUTY TOJIBKO B CIIEUAIILHO OTBEAEHHBIX Ul ATOIO MECTAX;
* Ipu OOHAPY)KEHUU HEUCIPABHOCTEH OOOPYNOBaHMA, NMPHUCIOCOOICHUH M MHCTPYMEHTOB, a
TaK)K€ JPYTUX HEJOCTaTKOB HWJIM ONACHOCTeH Ha pabodyeM MecTe HEMEUIEHHO COOOLIUTH
HEIOCPEJICTBEHHOMY PYKOBOJUTENIO0 M IPUOCTAHOBUTH BhINOJHEHHE paOoThl. Ilpuctynute k
paboTe MOXKHO C pa3pelieHHs pyKOBOJUTEIS I10CIIE YCTPAHEHUS BCEX HEAOCTATKOB M OMIACHOCTEH.

4.6. Ilepevyenn yueOHbIX U3gaHnil, UHTEpHET-pecypcoB, 10NOJIHUTEIbHOM JUTEPATYPbI
3akoHoOIaTeIbHbIE H HOPMATHBHO-NIPABOBbIE AKTHI:

1. TOCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE A€J10. T€pMHUHBI U OlpeleneHus. - M.:
1998.

2. TOCT P 6. 30-2003 YuudummpoBaHHas CHCTeMa OpPraHU3AIOHHO-PACTIOPSAUTEIHHON
noxkymeHTanuu. TpeGoBaHus K oopMIIeHUIO TOKYMeHTOB. - M.: I'occrannapt Poccun, 2003.

3. TocymapcTBeHHas cuCTeMa JOKYMEHTALMOHHOTO OOECIeuUeHHUsl YIPaBIEHUS OCHOBHbIE
nosioxkeHusi. O61Me TpedoBaHus K JOKYMEHTaM U CIyk0aM JOKYMEHTAallMOHHOTO 00eCeueHHsI.
- M.: U3narenbctBO cTangapt, 1991.

4. OO6mepoccuiickuii kiaccuduxarop ympasineHueckoi mokymeHntammu OK 011-93 —M.:
I'occrannapt Poccun, 1995.

5. TlosmoxeHust 0 MPOBEACHUN TPOU3BOJCTBEHHON U Mpon3BoACTBEHHOU mpakTuku B OO CIIO
(JIOKQJIbHBIN aKT).

6. Ilpuka3 MunuctepctBa o0pazoBanus u Hayku PO ot 14.06 2013r. Ne 464 «O06 yrBepxaeHun
[Topsiaka opraHu3alii ¥ OCYILECTBICHHS IEATEIbHOCTU MO 00pa30BaTEeNbHBIM IMPOrpaMMaM
CpeaHero npo(ecCHOHAILHOTO 00Pa30BaAHM.

7. Ilpuka3z MuHucrepctBa obOpazoBanusi U Hayku P® ot 16 aBrycra 2013r. Ne 968 «O06
YIBEpXKJACHUU TopsAkKa TpoBeneHUs [ocymapcTBEHHOW  WTOrOBOM — aTTecTallud 110
00pa30BaTeIBLHBIM MIPOTPAMMaM CPETHEro MPOGECCHOHATHHOTO 00PA30BAHUS.
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8. Ilpuka3 Munucrepcra oOpa3zoBanus u Hayku P® ot 18.04.2013r. Ne 291 «O0 yTBepx)aeHUN
[lonoxkxeHns o MpakTUKE OOYyYarOUIMXCS, OCBAMBAIOIIMX OCHOBHBIE IPO(ECCHOHAIbHBIE
oOpa3oBaTtebHbIE MPOTPaMMbl CPEHETO MPOPECCHOHAIBHOTO 00pa30BaHUSY.

9. Ilpukaz MunucrepcTtBa obOpa3zoBanus u Hayku P®D ot 29.10.2013r. Ne 1199 «O6
YTBEP)KICHUU TepeuHeil mpodeccuii M CHeHUANIBbHOCTEH CcpeqHero mnpogecCHOHaIbHOTO
0o0pa3oBaHUs.

10. Pa3bsicHeHuss 1o (OPMHUPOBAHUIO MPUMEPHBIX MPOrpaMM MNPOPECCHOHANBHBIX MOAYJeH
cpenHero mnpodeccuoHaIbHOTO 00pa3oBaHMsl Ha OCHOBE (efepallbHbIX TOCYIapCTBEHHBIX
obpazoBarenbHbIX cTaHAapTOB CIIO (PI'AY «DUPO)».

11. TunoBasi MHCTPYKIMS MO IEJIONPOU3BOACTBY B (heaepanbHBIX OpraHax HCIOJTHUTEIbHON
Biactu". [Ipuka3 MuHucTepcTBa KyJabTyphl 1 MaCCOBBIX KOMMYyHUKauii PO ot 8 HOs6ps 2005 T.
N 536. CIIC TAPAHT Ilnardopma F1.

12. ®enepanbHbiii 3ak0H «O0 06pazoannu B Poccuiickoit ®eaepannm» ot 29 12.2012 1. Ne 273
3.

13. ®enepanbubiil 3akoH OT 13 sHBapst 1995 r. N 7-@3 "O nopsiike ocBeUIeHUs ACSITEIbHOCTH
OpraHoB I'OCyJapCTBEHHOI BJAacTU B TOCYAApCTBEHHBIX CPEJICTBaX MaccoBoi mHpopmanuu" (c
M3MEHEHUSIMU U JTOTIOJTHEHHUSIMU )

14. ®enepanbublii 3akoH oT 27 uronst 2006 r. N 149-03 "O06 undopmarmu, nHPOPMAITMOHHBIX
TEXHOJIOTUSIX U O 3aIuTe HHpopManun"

15. ®enepanbHbiii 3akoH oT 9 deBpans 2009 r. N 8-®D3 "OO6 obecnedeHHH IOCTyIMa K
nHGOpPMAIUH O 1EeATEIIbHOCTU FOCYAapCTBEHHBIX OPraHOB M OPIraHOB MECTHOTO CaMOYIIpaBJieHus "

OcHoBHas quTEpaTypa

1. Amngapeesa B. 1. O0pa3iibl TOKYMEHTOB IO JeNONpon3BoACTBY. M.: busnec-mkona «HTemn-
Cunres», 2003.

2. AunaponoB M.T'., benos I'.JI. MeHemxkMeHT opranu3anuu/yuyeoHoe mocodue — Yebokcaphr:
¢umman CIT6I' MDY B r. Ueboxkcapsl, 2009 — 245 c.

3. Byiutenko B.®. Typusm: yueOHUK ISl CpeHEro NpodecCHoHalIbHOro 00pa3oBaHus. — M.:
®ennke, 2008. — 416 c.

4. Buxanckuii O.C., HaymoB A.U. MenemxkmeHT: yueOHK — M.: DkoHOMHCTB, 2008. — 670 C.
5. T'punbepr, A. C. JIoOKyMEHTaIIMOHHOE OOECIICUCHHE yIpaBieHUs [DJICKTPOHHBINH pecypce :
yueOnuk / A. C. I'punbepr, H. H. Top6aués, O. A. MyxamerimuHa. - Mocksa : FOuuTn-/laHa,
2012. - 392 c¢. - [Jocryn wu3 VYHuB.0-ku ONLINE. - Pexum pocrymna
:http://www.biblioclub.ru/index.php?page=book&id-115031, TpeOyercss aBropm3auuu (mara
obpamenus 12.09.2013).

6. [enonpousBoacTBo: 00pa3iipl, JOKyMeHThl. Opranusanus u TexHonorusi pabotsl. bonee
120 noxymenToB - M.: TK Ben6u,2009.

7. [enonpousBoAcTBO: yueOHUK Julsl By30B, T.A. beikoBa, JI.M. Bsanosa, I'.1O.

8. Jpauera E.JI. Menemxment: [Ipaktuxym/ E.JI.J[Ipauesa, J. . FOnukoB. — M.: Axanemus,
2010. — 304 c. (Cpennee npodeccuoHaIbHOE 00pa30BaHUE)

9. Hpauesa E.JI. Menemxment: Yuebnuk/ E.JI. [Ipauesa, JL.N.FOnukoB.- 11-e u3xa., crep.- M.:
Axanemus, 2010. — 288 c. (Cpeanee npodeccruoHanpbHOe 00pa3oBaHue).

10. Ka6amos, C. FO. [lenonpou3BOACTBO M apXWBHOE JEJIO0 B TEPMHHAX M OMPEICICHHUIX
[DnexTponHbIil pecypc] : yued. mocodue / C. FO. Kabamos, U, I'. AchangusipoBa. - Mocksa:
@nunra, 2009. - 294 c. - Jocryn u3 VYuu.6-ku ONLINE. - Pexum pnocryma:
http://www.biblioclub,ru7index.php?page—book&id=69168, TpeOyercs aBropmzamuu (marta
obpamenus 12.09.2016).

11. Kopnees, 1.K. Ynpasnenue nokymenramu: yueb. 1is cryaeHToB By30B / 1. K. Kopuees, A.
B. ITmenko, B. A. Mamypres. - Mockpa: Uadpa-M, 2009. - 298 c. - (Beicuiee oOpazoBanue).
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12. Kprokosa H.II. JlokymMeHTHpOBaHUE yIIPaBIEHYECKOMN NEATEIBHOCTU: yue0. mocodue as
cryaentoB By30B/ S. I1. KprokoBa. - Mocksa: Undpa-M, 2012.-266 c. - (Breicmee oOpa3oBanue).
13. Kysnenos U.H. JlokymeHTanimoHHOE 0O€CIieueHre yIpaBIeHUs U JCIONPOU3BOICTBO:
yaeOnuk ms 6akanaspos / M. H. Ky3nenos. - Mocksa: IOpaiit, 2012. - 576 c.

14. Maxkaposa H. B., Huxomnaituyk I'. C, Turosa 0. ®@. KomnstoTepHO€E 1€10IPOU3BOACTBO:
yueOHblil kype. — CII6.: ITutep, 2009

15. MaxkcumoBuy, JI.A. Cankuna; nof. pea. npod. T.B. Ky3uernoroii. — M.: MII®SP, 2007.

16. ITmenko A.B. JlokyMeHTanmmoHHOE oOecrieueHue yrpasineHus (Jleaonpon3BoacTso): yueo.
nocooue. — M.: POPYM; UHDOPA-M,20009.

17. Poroxun M,IO. Jlenonpou3BoaCcTBO B KaapoBoil ciyx0e : yueO-npakt. mocodbue / M. 1O,
PoroxuHs. - 2-e u3a., nepepad. u gom. - Mocksa.: I[Ipocnekr, 2009. - 782 c.

18. Pymbianna JI.A. JlokymMeHTaIIMOHHOE 00€CIIeueHNe YIpaBIeHUs: YICOHHK JJIs CTYICHTOB
CIIO. — M.: U3narenbckuii neHTp «Akaaemus», 2008.

19. Cumonoruu C.B., EceeB I'.A. [IpakTudeckas nadopmaruka. Y4aebHoe mocodue st
cpeaHel mKobl. YHUBepcaibHbli kype. — MockBa: ACT-ITPECC: Uudopm-IIpece, 2003.

20. SnxoBuy, II. A.. /lenonpou3BoOICTBO B KPOBOM CIIy)0Oe [ DIEKTPOHHBIN pecypc] : yueOHUK
/ UI. A. SIaxoBu4. - Mocksa: IOnutu-/lana, 2012. - 161 c. - Joctyn u3 YuuB.6-ku ONLINE. -
Pexum  pocryma:  http://www.biblioclub.ru/index.php?page=book&id=119021, Tpebyercs
aBTopu3auuu (nata oopamenus 12.09.2016).

CnuCoK J0NOJHUTEIbHOU JIMTEPaTypPhbl

1. Amnnpeesa B.W. [denonpousBoactBo: [IpakTuueckoe nmocodue ¢ obpasinaMu TOKyMEHTOB, 6-¢
u3a.ucnp. u nom. M.: busnec-mkona «Maten-Cunresy, 2003.

2. bacakoB M.U. Jlenonpous3BOACTBO M KOPPECIOHICHIIMM B BOIPOCaxX M OTBeTax: Yueol.
[Tocobue / M.U. bacakos. -3-¢ u3a., mepepad. u moi. - Poctos Ha [lony: ®enukc, 2007. -320 c.
3. bemoB A.H, A.A. benoB [lenonpou3BOACTBO U JTIOKYMEHTOOOOPOT, yuebd. mocodue / A.S
benos, A. A. benos - Mocksa: U3garensctBo Okcmo, 2006. - 624 c.

4. bopuckun B.B. OcHOBHBIE BHJIBI JOKYMEHTOB T'OCYZApCTBEHHBIX OPIaHOB: y4e0.-METO/.
nocoobue / B. B. bopuckun ; ®enmep. areHTCTBO MO 00pa3oBaHuio, VH-T MOBBIIICHHUS
KBaJuUKaIMK roc. cayxkamux. - Mocksa: U3a-so UITKroccmyx06n1. 2008. - 157 c.

5. BacunbseB /I.B. Jlenonpon3BoACTBO Ha KOMIIBIOTEPE: MPAKTUYECKUE pEKOMEHIauuu. M.:
«IIpuop», 2007.

6. Becnun B.P. Menemxment: Yuebnuk. — M.: [Ipocniekt, 2007. (rpu MO POD).

7. TocymapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO oOecrieueHus yrpasieHus. OCHOBHbIE
noJsioskeHusi. O6mme TpedoBaHus K JOKyMEHTaM U CIIy»k0aM TOKyMEHTAalluOHHOTO 00eCTIeYeHUS -
Mockpa: BHUNJAJL, 1991. - 386 c.

8. I'paweBa O.I0. u gp. Opranuzamusi TypHUCTHUUECKOrO OH3HECA: TEXHOJOTUS CO3JaHHs
TYpIpPOAYKTa: yueOHO-IIpakTHueckoe nocodue. — M.: Jlamkos u K, 2009. — 276 c.

9. 3aiinieBa H.A. MeHeKMEHT B cepBUCe U TypusMe: YueOHoe nocooue. — M.: @opym, 2012.
— 368 c.

10. KupcanoBa M.B., AkcenoB IO.M. Kypc nenompousBoacrBa: JloKyMEeHTallHOHHOE
obecrieueHue ympamieHus: YdeOHoe mocobue — 2-¢ m3n. -M: MH®DPA-M.: Hoocubupck:
HI'ADuY, 2008.

11. KopoGeiinukoBa, JI.C. JloKyMEHTallMOHHOE OOECIEYEHHE [IeJIOBOTO OOIICHUs: yueO.
nocobue ans cryaentoB By3oB / JI. C. KopoOGeitnukoBa, O. M. Kynprommuna; nox pexa. . A.
EnnoBunikoro. - Mocksa: Maructp, 2009. - 301 c.

12. KocosnannoB A.b. TexHonoruss u opraHusanusi TYypPOIIEpaTOPCKOM M TypareHTCKOM
nesTenbHOCTH: yaeOHoe mocooue — M.: KHOPYC, 2011. — 280 c.

13. KoconanoB A.b.MeHemxMeHT B Typuctuieckol ¢upme: ydued. nmocodue. — M.: KHOPVYC,
2009. — 256c.
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14. KoconamnoB A.b.IIpakTukyM 1o opraHM3aliy M MEHEIKMEHTY Typu3Ma U T'OCTHHHYHOTO
xo3sicTBa: yued. mocooue. — M.: KHOPYC,2008. — 200c. YMO.

15. KpaBuenko A.U. VcTopus meHemkMenTa: Y uyebHoe mocodue. — M.: AKaJeMUYECKUI IPOEKT,
2007. (rpud YMO)

16. Kysznenosa T.B. [lenonpon3BoacTBO (JOKyMEHTAIIHOHHOE O0ecTiedeHue yIpaBaeHus). - M.:
3A0 «busnec-mkoina «MHaTen-cuare3»,2007.

17. mocobue/ T. M. Jlapuonosa, JI. A. Pymbrauna. - MockBa: @opym, 2012. - 406 c.

18. Opranm3zanus paboThl ¢ qokymeHTamu: YueOHuk /B.A. Kynpsie u np./ - M.: UTHOPA-M,
2007.

19. TlopmmeB A.I'. Ynpasnenue opranumzanueid: YueOnuk / [lopmaeB A.I'., Pymsauesa 3.11.,
Canomatun H.A. — M.: UHOPA-M, 2008. (rpud).

20. Pazgopoxusiii A.A. JlokyMeHTHPOBaHHE YIPaBICHUYCCKON JIEITEIBHOCTH: yueld, mocooue /
A. A. Paznopoxnsiii. - MockBa: UTHOPA-M, 2007. - 304 c.

21. CrentokoB M.B. Cekperapckoe aeino: [Ipaktuueckue pexkomennanuu. -M.: «[TIPOP», 2008.

IIporpammuoe odecnieyenne 1 MHTEpHET-pecypehl
1. JlokymeHTanroHHOe obecnieyeHue ynpasieHus: yueonuk. — M.: OHUTU-/IAHA: http:/
www.knigafund.ru
2. JKoxoga, JI.A JlokxymeHTarimonHoe obecrieueHue ymnpasieHus: Kypc ekl / JI.A. JKoxosa,
I0.A. [exkuna. — M.: U3patensctBo MI'OV: http:// www.knigafund.ru
3. Kabamos, C.1O. Jlenonpon3BoacTBO U apXUBHOE J1€JI0 B TEPMUHAX U OIIPEIECIICHUSAX:
yaeOnoe nocobue / C.10. Kabamos, N.I'. Achannusposa. —M.: ®aunTa; Hayka: http://
www.knigafund.ru
4. Kynses, H.H . KondunenuuaasHoe AeT0TPOU3BOJACTBO M 3AIMINICHHBIN 3JIEKTPOHHBIH
noxkymeHnTooboport: yueonuk / H.H. Kynsie, A.I. ®abpuunoB , A.C. JIémymkun.- M.:Jloroc:
http:// www.knigafund.ru
5. Kynses,H.H. JlokymenroBenenue: yueonuk / H.H. Kynses, J[.H. Ypano, A.T.
®abpuunos.- M.:: Jloroc: http:// www.knigafund.ru
6. Comnory0, O.I1. [lenornpon3BoACTBO: COCTaBIICHHE, PEAKTUPOBAHUE U 00pabOoTKa
IoKyMeHTOB: YueOHoe mocobue / O.m. Conory6. — M.: Owmera-JI: http:// www.knigafund.ru
7. www.knigafund.ru
8. www.elibrary.ru
9. www.oxfordjournals.org
10. www.edu.ru
11. TIpaBoBsie 6a3bl aHHBIX «KOHCYIBTAHT IIITIOCH.
12. www.delo.ru
13. www.deloproisvodstvo.ru
14. www.garant.ru
15. www.delpro.narod.ru
16. http://dogovorlibrary.by.ru/index.htm, - KoJIeKIMs THTIOBBIX JIOTOBOPOB, O0PA3II0B
3asBJICHUH, UCKOB, OJJAHKOB
17. www.directum.ru/339256.shtml, - 3neKTpOHHOE 1ETONIPON3BOACTBO U KaHLIEISPHUS
18. www.directum.ru/340614.shtml, - TOCT P 51141-98. Jlenonpou3BoACTBO U apXUBHOE
neno. TepMUHBI U onpeiesieHusI.
19. www.dis.ru/slovar/deloproizvodstvo, - cimoBaps 1o pazaeny «Jleaonpou3BoacTBOY
20. www.hrm.ru/db/hrm/94BA941BDS8FB5AS55C32569BC005C96A A/category.htm, 1- ctateu
10 JETONPOU3BOJCTBY
21. www.iparegistr.com/sekretdelo.php, - »xypHan «Cekperapckoe 1eno»
22. www.microsoft.com/rus/government/docflow, - 351.10KyMEHTOOOOPOT | JIEITOMPOU3BOICTBO.
23. www.mifi.ru/buchuchet-workmaking-lesson-1, - obopmiierne cyxeOHbIX THCEM
24. www.opb.ru/deloproizvodstvo.html, - nenmonpon3BoACTBO B OpraHu3auu
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25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

www.siora.ru/regulation/87.asp, - 00pa3ibl JOTKHOCTHBIX HHCTPYKINN
http://www.aup.ru,
http://www.cap.ru,
http://www.ecsocman.edu.ru
http://www.edu.ru.
http://www.businesspress.ru
http://www.e-xecutive.ru
http://puteshestvia.com.
http://www.russiatourism.ru,
http://www.travel.ru.
http://www.turizm.ru,
http://www.volgatourizm.com

5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA ITPOI'PAMMBI
MMPOU3BOJICTBEHHOM MMPAKTUKH

5.1. TpeGoBaHus K OTYETY IO NPAKTHKE

ITo pe3ynbTaTaM HMpPAaKTUKU CTYIEHT JOJKEH COCTaBUTh OTYeT. OTUeT NOJKEH COCTOATH U3
MUCbMEHHOI'0 OTYETA O BBIMOJIHEHUH PAOOT U MPUII0KEHUH, CBUIETENIbCTBYIOIINX O 3aKPEIJICHUN
3HAHWH, YMEHHWH, NPUOOPETEHHS MNPAKTUYECKOTO ONbITa, (HOPMUPOBAHMU OOIUX U
npo¢eCcCHOHANBHBIX KOMIETEHILINI, 0CBOCHUU MPO(ECCHOHATBHOTO MOYJIS.

Otuer, OT3bIB-XapaKTEPUCTUKA, ATTECTALIMOHHBINA JIUCT, AHEBHUK JOJKHbI ObITh MOJMHCaHBI
PYKOBOJMTENEM IPAKTHKH.

CocraiieHre OTYETa OCYLIECTBIIAETCS B IEPUOJ] IPOXOXKACHUS MPAKTHKH, & PEJaKTUPOBAHUE
¥ OKOHYATEIbHOE 0(OPMIICHHE — B ITOCIEAHUE THH MTPAKTHUKH.

B onuH u3 nocnenHuX JHEN NPaKTUKU CTYACHTHI 3aIlUIIAI0T OTUYETHI 110 PAKTUKE.

5.2. OcHOBHBIE MOKA3aTEJIH OL[EHKH Pe3yJibTATOB MPOU3BOACTBEHHOM NPAKTHKH
Iloka3aTesin OlIeHKH OCBOEHHBIX NPOGdecCHOHAIBHBIX KOMIIETEHIIUI

PesyibTarhl
(ocBOEHHBIE
®opMBI M METOBI
npogeccuoHanb- | OCHOBHbIE IOKA3aTeJIU OLEHKHU Pe3yJibTaTa
KOHTPOJISAA M OLIEHKHU
HbIEe
KOMIIETEeHIIMH)
ITIM. 04. Yupasnenue GyHKIIMOHAIbHBIM OAPA3ICICHUEM OTHer 110 IPaKTUKE
OpraHu3aIN DKcrepTHas OLEHKa
K 4.1. [LmanupoBaTh AEATENBHOCTD MOAPA3ACIICHHUS. OCBOEHUS
[IK 4.2. OpranuzoBbIBaTh u KOHTPOJIMPOBaTh | HPO(PECCHOHATBHBIX
JCATCIIbHOCTh ITIOAYMHCHHBIX. KOMIICTCHIIMH B
[IK 4.3. OdopMIIATh OTUYETHO-TIAHUP YIOILYIO paMKax TEKYIICTO
JIOKYMEHTAIH 0. KOHTPOJIS B XOA€
[IK 4.4. AHnanm3upoBath 3QHEKTUBHOCTL PabOTHI IIPOBENCHNA
NOJIpa3JeICHUs U IPeUIaraTb MEpPOIPUATHS 110 HPOU3BOACTBCHHOU
COBEPLIECHCTBOBAHUIO PabOThHI IIPAKTUKH
IToxa3zaTeau oleHKH OCBOCHHLIX O0IIMX KOMIIETECHIIMIA
®opMBbI U METOBI
Pe3yabTarhl OcHOBHBIE MOKA3aTeJIM OLIEHKH pe3yJibTaTa
KOHTPOJISI M OLEeHKHU
OK 1. [ToHMMaTh CyIIHOCTL U COLIMAIBHYIO 3HAYUMOCTh HNuTtepnperanus
cBOei Oynymiei mpodeccuu, MposBIATh K Hel pe3yabTaTOB
YCTOMYMBBIN UHTEPEC. HAOJI0ICHUH 32
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OK 2. Opranu3oBbIBaTh COOCTBEHHYIO €ATENBHOCTD, JIeSATENBHOCTBIO
OTIPEIEIIATh METO/IBI U CTIOCOOBI BBITIOIHEHUS 00yyJarolerocs B
npoQecCUOHANIBHBIX 3a/1a4, OLCHUBATh X MPOLIECCE OCBOEHMUS
3(h(HEKTUBHOCT U KaYECTBO. TeM

OK 3. Pemats npoGrieMbl, OIIEHUBATh PUCKH M IPUHUMATH IIPOU3BOJICTBEHHON
pelieHus B NPaKTUKU
HECTaHIapPTHBIX CUTYaIUSIX.

OK 4. OcyliecTBIATh TOUCK, aHAIU3 U OLIEHKY

nH(pOpMaIK, HEOOXOJTMMOM sl TOCTAHOBKH U
peteHus mpodecCHOHANBHBIX 3a71a4,
po(eCCHOHAITBHOTO U INYHOCTHOTO PAa3BUTHSL.
OK 5. Hcnonw3oBatk nHOOPMAIIMOHHO-
KOMMYHUKAITUOHHBIEC TEXHOJIOTHH JJIsI
COBEPIICHCTBOBAHU S TPOGECCHOHATBHON
JICSITCIALHOCTH.

OK 6. PaboTarp B KOJLIEKTHUBE U B KOMaH€e, 00eCIIeYnBaTh
ee cruioueHue, 3pheKTHBHO 00IMATHCS ¢ KOJUIETaMH,
PYKOBOJICTBOM, IMTOTPEOUTEIISIMHU.

OK 7. CraBuTh 11€J11, MOTUBUPOBATH ACSATEILHOCTD
MIOTYNHEHHBIX,

OpPraHHU30BHIBAaTh U KOHTPOJIHMPOBATH UX pabOTy C
NpUHSATHEM Ha ceOs

OTBETCTBEHHOCTH 3a PE3yJIbTaT BBITIOJIHEHUS
3aJaHUH.

OK 8. CaMoCTOATENBHO ONPENENATH 3aa4l
po(ECCHOHAITBHOTO U IMIHOCTHOTO Pa3BUTHS,
3aHUMAThCSI CAMOOOpPa30BaHUEM, OCO3HAHHO
TJTAHUPOBATH MOBBIICHUE KBATH(UKAIINH.

OK 9. BEBITE TOTOBBEIM K CMEHE TEXHOJIOTH B
npoQeCcCHOHATBHON IEATEIbHOCTH.

5.3. Ouenka o0mMX U MPo(ecCHOHATBLHBIX KOMIIETEeH M i

OneHka KOMIIETEHIMII CTYIEHTOB TMPOU3BOJUTCS B AaTTECTAIIMOHHOM JIMCTE pPabOThI
NPAaKTUKAHTA: 110 TOPH30HTAIN YKa3bIBAIOTCS 0OIIMe M NMpoQecCHoHanbHbIe KOMIETCHIINH, 10
BCPTUKAJIN — HAYHUCJICHHBIC Oaia mo Ka)I(ILOﬁ KOMHGTGHL{I/Iﬁ IpU UCIIOJIB30BAHUH HIKAJIbI OLICHOK.

PesyabTaT AesATeIbHOCTH
Buabl 1eTeIbHOCTH CTYACHTA
(IpoayKT)
AHanu3 HOpMaTUBHO — IPaBOBOM KoHcriekT Ha 3a1aHHYyI0
JOKYMEHTAIUH, PErjIaMeHTUPYoLIei TEMY.
YIIPaBJICHUE JESATEIbHOCTHIO
(YHKLHOHAIBHOTO MOIPA3/eJICHUS
Nzydenue cTpykTyphl, QyHKIUN 1 Cxema opraHu3aIMOHHOMN
IPUHIUIIOB OPraHU3alui YIPaBIEHUS U CTPYKTYpbl OpraHu3aIuu.
aMUHHMCTPUPOBAHUs B YUPEXKICHUU
M3ydeHne cCUCTEMBI IUIAaHUPOBAHUS B BapuanTs! (mpumMeps)
OpraHM3alyy. AHaJIN3 pa3InuHbIX BUI0B pa3IMUYHBIX BUIOB IJIaHOB.
wiaHoB paboTel. CocTaBieHue Ananus niaHa paboTsl.
KPaTKOCPOYHOTO ILJIaHa. KpaTtkocpouHsle 11aHBI,
COCTaBJICHHBIE B IIEPUOJT
IIPAKTHKHU




[Tonyyenue npencTaBiIeHu 0 METOIAX
yIIpaBJIeHMs, HAOIIOJEHUE U yUaCTHE B UX
pean3anuy.

Omnucanue npuMepoB
peanuzanuu
OpraHu3alloOHHO-
aJIMUHHCTPATHUBHBIX,
SKOHOMUYECKHX,
COLIMAJIbHO-
MICUXOJIOIMYECKUX METOJI0B
yIIpaBJICHUSL.

3HaKOMCTBO € KaJpOBOU MOJIUTUKON
opraHuszanuy. BrisiBinenune ocobeHHocTei
YIIPaBJIEHUS [IEPCOHAJIOM.

M3ydyeHne MOTUBALIMU U CTUMYJIMPOBAHUS
OTIENBHBIX COTPYAHUKOB OPraHU3aLUu.

XapakTepucTuka Tpy10BOro
KOJUIEKTUBA OPraHHU3aLMH.
Pe3ynbTaTel nuccnenoBanus
MOTHBALIUH U
CTUMYJIMPOBaHMUS.
JIokabHBIE AKTHI.

3HaKOMCTBO C CUCTEMOH pacuyéTa OCHOBHBIX
(MHAHCOBBIX TOKa3aTenel e TeIbHOCTH
opraHusanuu (ced0ecTouMoCThb YCIyT,
0a30Bbl€ HAJIOTH, (PUHAHCOBBINA PE3yIbTAT
JEeSITEIbHOCTU OpTaHU3aluy, IOPOr
peHTabCIIBHOCTH)

HaOnronenue 3a
NEATEIbHOCTBIO
MPE I PHUSTHS

I/ISY‘ICHI/IC CHUCTCMBI 3aIIUTHI IICPCOHAJIBHBIX
JJAHHBIX B OpraHu3alunu.

Onucanue cuctemsl 3I1/1.
JlokanpHBIC AKTHI.

BrrsiBnenne KOH(IMKTOTeHHBIX (PaKTOPOB
OpraHu3alyy, MOAETUPOBAHUE MyTEH NX
YCTpaHEHUsI MJIM MUHHMU3AIHH.

Onucanne KOHPIUKTHBIX
CUTyalMi U BO3MOYKHBIX
MyTEe U3 NPEOI0JICHUS

3HAKOMCTBO C CUCTEMOM KOHTPOJIS U
KpUTEepHAMH 3P PEKTUBHOCTHU ACATEILHOCTH
YUpEXKICHHUS.

N3ydeHue oT4ETHOM TOKYMEHTAIUU
OpraHM3alHH.

[Tpumepsl 0TYETHOM
JNOoKyMeHTauu. [1nanel
COCTaBJICHHSI OTYETOB.

VY4actue B 1€10BBIX COBEIAHUAX
PYKOBOAMTENS OPraHU3aLNH C
NOJYUHEHHBIMH, C PYKOBOJUTEIIMU
CTPYKTYPHBIX ITOApa3ACICHUN.

Pabouue 3amucH, aHanu3
pE3yJIbTAaTOB BCTPEY.

Pabora ¢ opucHON TEXHUKOH IO 33 JaHHIO
PYKOBOJUTENS MPAKTUKHU OT OPraHMU3aI|u.

Onucanue 0COOCHHOCTEH
paboThI ¢ oducHON
TEXHUKOW B OpraHU3alliH.
JIoKanbHBIC aKThI,
pErIaMEeHTUPYIOIIUE ITY
JICSATEIHHOCTD.

H3ydeHue cucTeMbl JIOKYMEHTOO00pOTa B
OpraHM3allH.

Onucanue cucTemMbl
JIOKYMEHTO000pOoTa B
opranuzauuu. CocraBieHue
CITY)K€OHOM 3aIUCKU

BrimonHenue 3aganuii mo Habopy u
0 OpMIIEHUIO TEKCTOBOI'O MaTepuaia u
OTJIeJIbHBIX JJOKYMEHTOB.

[lepeueHb TOKYMEHTOB,
oopMIIEHHBIX B X0/1€
MIPAKTHKU.

VYuacTue B paboTe opraHn3anuy B
COOTBETCTBHHU C COZICPIKaHUE
HPOU3BOJICTBEHHON IPAKTHKHU.

XapakTepucTuka
IIPAKTUKaHTA.

15
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Cxema oT4eTa 0 NPOXOKIAEHUHU NPOU3BOJACTBEHHON NPAKTHKH
TUTYIBHBIN JIACT.
WuanBuayansHOe (TEMaTUUYECKOE) 3aJaHHE.
JIHEBHUK MPAKTHUKH.
Crucok UCIoJIb30BaHHOM JIUTEpaTypbl U HCTOUHUKOB.
[Tpunoxenus: (WUTFOCTPAaTUBHBIA MaTepHall: PUCYHKH, KCEPOKONUH, (GOoTorpaduu; TECTHI,
ayano- U BUJICO3aMUCH, IPE3EHTALMH U T.11.).
6. 3akiaro4YeHHE PYKOBOAUTEINS NPAKTUKH.

Nk W=

OcHoBHbBIE TPeOOBAHHUS I10 3aN0JTHEHNIO THEBHUKA NMPAKTHKHU
1. 3aronHUTE HHPOPMALIMOHHYIO YaCTb.
2. PerynspHo 3anuchiBaTh BCE BHIMIOIHSEMbIE PAOOTHI.
3. CocTaBUTh OTUET MO NPAKTUKE B COOTBETCTBUH C MHAUBHUIYaJIbHBIM 3a/JaHUEM.
4. B ycTaHOBJICHHBIN JEHb IPEJIOCTABUTD K 3aIMTE THEBHUK IO MPAKTHUKE (C OI[EHKOW) U OTYET.
OcHoBaHHEM /IS IOIYCKa K 3alUTe MPAKTUKHU SBISIOTCS MPABUIBLHO 0POPMIICHHBIC THEBHUK 110
MIPAKTHKE U OTYET.



