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1. MACIIOPT ITPOIr'PAMMBI YYEBHOM INPAKTUKHA

1.1. Ob6sacThr NpUMeHeHUsI POrPaMMbI

ITporpaMma y4eOHOW MPAKTUKK SIBISIETCS COCTABHOM YacThIO MPOTrPAMMHO-METOJUYECKOIO
corpoBokaeHuss oOpazoBatenbHoi mporpammsl (OII) cpennero npodeccruonanbHoro odpa3zoBaHus
(CIIO) - mporpaMMbl TOJTOTOBKH CHEIIHAIMCTOB CPEIHETO 3BeHa 1o creruanbHoctn 27.02.07
«YmpaBieHue KaueCTBOM MPOIYKIUH, POLIECCOB U YCIYT (IO OTPACIISIM)».

[TpoxoxaeHne MpakTUKA Oa3HpyeTcss Ha 3HAHUSAX U YMEHUSX, paHHEe NPHUOOPETEHHBIX
00y4aromuMUCS MPH U3YYEHUH CIECTYIONMX YIeOHBIX TUCIHUILINH U MEXKAUCIUILIMHAPHBIX KYPCOB:
MJIK 04.01 BeimonaeHue paboT 1Mo OJHOM MM HECKOJBKHM Ipodeccusm pabouyux, TOHKHOCTIM
cinyxamux, OCHOBBI MNpeANpUHUMATENbCKONW JaearenbHocTH, CouuanbHas ajgantauus U
poheccuoHaIbHOE CaMOOIIPEIETICHHE.

PesynbTarhl, mnodydyeHHbIE MPU MPOXOXKIAECHUM Y4eOHOW MPAKTUKH, HMEIT Kak
CaMOCTOSITENIbHOE 3HaYCHHE, TaK U UCIOJIB3YIOTCS MPHU OIICHKE OCBOCHUS BHIa MPOQPECCHOHATBHON
JEeSITeNIbHOCTH, COOTBETCTBYIOIIETO MpodeccruonanbHoMy Moyt [IM.04 Beimonnenue paboT mo

OIIHOI\/JI WJIN HECKOJIBKHUM HpO(beCCI/ISIM pa60q1/1x, JOJDKHOCTAM ClIy KalluX.

1.2. Henu u 3agaum y4eOHOIl NPAKTHKHM — TPeOOBaHHMSI K Pe3yJibTaTaM OCBOCHUSA
NMPOrpaMmblI

VYyeOHasi mnpakThKa HampasjieHa Ha (QOpMUpOBaHHME Yy O0OydYarolMXcs YMEHUH W
npuoOpeTeHne NepBOHAYaIbLHOTO MPAKTUYECKOTO OIbITA.

[Tnanupyemble pe3yabTaThl IPH MPOXOXKIACHUN YU€OHOM MPaKTUKH:

Ymenus:

— TPHUHHAMATh U PETUCTPUPOBATH IMOCTYMAOLIYI0 KOPPECHOHIEHIUIO, HANPaBIATh €€ B
CTPYKTYpHBIE ITOApA3IEICHNs OpraHu3aluHy;

— paccMaTpuBaTh JOKYMEHTHI M IEpEAaBaTh UX HA HCIIOJIHEHHE C YYETOM DPE30JIOLUU
PYKOBOAMTEINEN OPraHU3aLlNN;

—  OCYILECTBJIATH KOHTPOJIb IPOXOXKACHUS JOKYMEHTOB;

— OTHpaBJISATh  WCIOJHEHHYIO  JIOKYMEHTAallMI0  ajgpecataM €  IPUMEHEHHEM
COBPEMEHHBIXBHJIOB OPTaHNU3ALIMOHHON TEXHUKH;

—  COCTaBJIATh M OGOPMIIATH CIyXKeOHble JOKYMEHTBI, MaTe€pHUanbl C HCIOIb30BAHUEM
(bopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BUJIOB;

—  OCYIIECTBJIATH JOKYMEHTHPOBAHHE U OPTaHU3ALMOHHYIO0 00pabOTKY TOKYMEHTOB;

— o0ecrnieunBaTh OBICTPHI MMOUCK JOKYMEHTOB II0 HAay4HO-CIIPaBOUYHOMY ammapary
(kapTOTEKaM) OpraHU3aLNY;

—  CHCTEMaTU3HMpOBaTh U XPaHUTb JOKYMEHTHI TEKYILETO apXUBa;
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— TOTOBHUTH U IIEpeaBaTh JOKYMEHTBI HA apXUBHOE XpaHEHUE.
IIepBoHaYaIbHBIN TPAKTUYECKUM OIIBIT:

- OCYHICCTBJICHUEC JOKYMCHTALITUOHHOTI'O obecrneueHuUs ACATCIIbHOCTHU OpraHru3alivuu.

1.3. IIpoao/KUTEIbHOCTh YUeOHO! NPAKTHKHU

B cooTBeTcTBHM C yueOHBIM IUIAHOM CIELUAIBHOCTH HA MPOBEACHHE YUEOHOW MpPAaKTUKU

otBoautcs 36 / 1 yacoB/Henenb.



2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM ITPAKTUKHA

2.1. O0bem yueOHOM NPAKTHKH M BUbI Y4eOHOH padoThI

Buja yueOHbIX 3aHATHI, 00ecIeYNBAIOIIUX PAKTHKO- O0bem yacon
OPHEHTHPOBAHHYIO MOATOTOBKY (akagem.)
Bcero 3ansaTuii 36

B TOM 4HUCJIC:

TEKIUN 6
MpaKkTUYeCcKas 9acThb 26
HKCKYpCUH 0

[TpomesxyTounas arrecranus B popme qudpepeHInpoBaHHOTO 3a4€Ta




2.2. TemaTn4yecKMi IJIAH U COJAepPKAHME YUeOHOH MPAKTHKHU

O0bem Koas!
HaumenoBanue
pasIe108 u Tem CopepxxaHue MaTepuaa 4acos KOMMeTeHLH
(akanem.) | it (OK, IIK)
1 2 3 4
BBoaHnoe 3ansiTHE Copep:xaHue yueOHOI0 MaTepHaJia: - -
1| Uenn u 3amaun npaktuku. O3HaKOMIICHHE C 2
porpaMMon npaktuku. I[Tpoxoxaenue
MHCTPYKTaXka 110 OXpaHe TPyJa U TEXHUKH
6e3omacHocTy. Beigaua nHIMBHIYaIBHOTO
3aJaHMs.
Paszgen 1 Opranusanus padoT 1o J1eJ0npou3BoACTBY - -
Tema 1.1 IToctpoenue IIpakTHyeckune padoThI: - -
CTPYKTYPBI YUPEIKACHHUS, 1| Onucanue NesATETLHOCTH OPraHU3aIUH. 2 IIK 2.2-2.4,
OpraHu3anuu 2 | Co3paHue CTpyKTYpHOH CXeMbI OpraHU3alHy. 2 IIK 3.2 OK
01-06, OK 09-
11
Tema 1.2 VYnpasnenue Copep:xaHue yueOHOI0 MaTepHaJia: - -
JIOKYMEHTAIHOHHBIMHI 1| Opranuzanus ciyx6s1 JIOY. IlpaBuna 2 1K 2.2-2.4,
IIPOLIECCAMU B YUPEKACHUH, COCTaBJICHUS U 0(OPMIICHHS JOJKHOCTHOM IIK 3.2 OK
OpTaHU3aINH WHCTPYKIUH cIryx)amero cayx0sr JJOY. 01-06, OK 09-
MHCTpyKINH 10 AETONPOU3BOJICTBY. 11
IIpakTnyeckue padoThl: - -
1| Odopmienne ycraBa IpeanpusITAS 2
IK 2.2-2.4,
Odopmienne npoekTa «IlonoxeHus o cmyxoe
JIOY» 2 IIK 3.2 OK
" 01-06, OK 09-
2 | OdopmIieHre NPOeKTa JOJKHOCTHOH 2 11
WHCTPYKIXH cIry)amero cayx0sr JOY
Tema 1.3 JIokyMEHTOBEICHHE B IIpakTnyeckue padoThl: - -
YUPEXKICHNH, OPTaHU3AIIN 1| OdopmieHne NprKa3oB MO0 OCHOBHOMN 2
JICSITEIIHOCTH / TMIHOMY COCTaBY
2 | OdopmieHne pacTiopsHKSHAH, peIICHUH. 2
3 | OdopmieHne 0OBACHUTENBHBIX / TOKJIATHBIX 2 1K 2.2-2.4,
3aIMCOK. K 3.2 OK
4 | CocTaBiieHHE aKTOB. 2 01-06, OK 09-
5 | Cocrasienue u oopmiIeHHE MUChMA Ha OaHKe 11
C YIJIOBBIM / IPOJIOJIBHBIM PACIIOI0KEHUEM 2
PEKBH3HTOB.
6 | Odopmienue pesrome. 2
Tema 1.4 Opranmuszanus pa6otsl ¢ | [IpakTuyeckue padoThl: - -
JIOKYMEHTaMHU 1| OGpaboTka nocrynarleii KOppeCHoHICHIIH. 2
2 | OdopmieHue )KypHAIOB PETUCTPALIMA 2 IK 2.2-2.4,
JIOKyMEHTOB. IIK 3.2 OK
3 | OdopmieHrne HOMEHKIATYPHI JET. 2 01-06, OK 09-
4 | TloaroToBKa Jena JJjis IepeJaun Ha apXUBHOE 5 11
XpaHeHHe.
Craua u 3ammra oT4eTa 1o y4eOHOH NpaKkTHKe 2
Bcero: 36 =




3 YCJOBUS PEAJIN3AIIAU ITIPOTPAMMBI YYEBHOM ITPAKTUKH
3.1. Bua, tun, ¢gopma nposeaeHusi 1 6a3a NPaKTUKH
Bua npaktuku — yyebHasl.
[IpakTuka mpoBOAUTCS KOHIEHTPUPOBAHHO.
Mecrom npoBeneHus yueOHou npaktuku sieisercs: ['YAIL 12 dakynbprer, MockoBckuit

np., 1. 149 B.

3.2. TpeOoBaHusi K MHUHMMAJIBHOMY MAaTEPHUAJIbLHO-TEXHUYECKOMY oOOecnedyeHHu o

NPaKTHKHU
Ne 1t/ HanmenoBanne 00bEKTOB MaTepHaIbHO-TEXHHUECKOW 0a3bl IPAKTUKU C
o 1/
nepeyHeM HE0OX0IUMOT0 000PYAOBaHUS
1 Jlaboparopuu, mactepckue: Jadboparopus HHGHOPMAITMOHHBIX TEXHOJIOTHIl B

npohecCuOHaNBHOM NeSTeNbHOCTH.
O6opynoBanue B cooTBeTcTBUU ¢ Pacnopsikenuem nexana gakynprera CI1O Ne
11-CI10-01/21 ot 11.01.2021

3.3. UndopmanuonHoe odecnedyeHue NPaKTUKH
VYyeOHas nmureparypa

1. Ilysanosa, H. H. JlokymeHTanimoHHOE 0OecrieueHre YIIPaBIECHUS : yUEOHUK U MPAKTUKYM

s cpenHero mnpodeccuonanbHoro obpasosanus / H. H. IllyBamoBa. — Mocksa :
N3znarensctBo Opaiit, 2018. — 221 c. — (IIpodeccuonansHoe obpazosanue). — ISBN
978-5-534-00088-7. — Tekcr : snektponHsiii // DBC IOpaiit [caiit]. — URL:

https://urait.ru/bcode/413825

2. lllyBanoma, H. H. OcHOBBI JeIONPOU3BOJCTBA : YUCOHUK W MPAKTHKYM JIJISI CPEIHETO
npodeccuonanbHoro oopazosanust / H. H. Ilysanosa, A. FO. VBanoBa ; mox oOuiei
penakuueir H. H. IllyBanoBoii. — Mocksa : UznarensctBo FOpaiit, 2018. — 375 c. —
(ITpodeccuonanproe obOpazoBanue). — ISBN 978-5-534-03058-7. — Tekcr
snextponHbii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/413574

3. IlpaBna 06 snekrpoHHOM AoKymMeHTooOOpoTe / Pomanos [I.A., Mnsuna T.H., JloruHosa
A1O., - 2-e u3n., (311.) - M.:IMK TIlpecc, 2018. - 222 c.: ISBN 978-5-93700-062-0 - Pexxum
noctyna: http://znanium.com/catalog/product/983192

4. Jloponuna, JI. A. JlokymMeHTallMOHHOE OOecTieueHne yIpaBIeHUs | yYeOHUK U MPAKTUKYM
JUIs cpeHero npodeccuonanbHoro oopasosanus / JI. A. loponuna, B. C. Uputnkosa. —
Mocksa : UznarensctBo FOpaiit, 2018. — 233 c. — (IIpodeccuonanbuoe odpazoBaHue).
— ISBN 978-5-534-05783-6. — Texkcr : anekrponnsiii / 3BC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/415701



Kopmnees, U. K. JlokymeHntannonnoe oobecrnieuenue ynpapieHus + Tectol B ObC : yueOHHK

U TPaKTUKyM Ui cpenHero npodeccuonansuoro oopaszosanus / M. K. Kopuees, A. B.

[Tmenko, B. A. Mamypre. — 2-e¢ u3j., nepepad. u gom. — Mocksa : M3naTenbcTBo
IOpaiir, 2018. — 384 c¢. — (Ilpodeccrnonansuoe obpazoBanue). — ISBN 978-5-534-
05022-6. — Tekctr : onexkrponHed // DOBC IOpaiitr [caiit] — URL:

https://urait.ru/bcode/415635

Kysnenos, 1. H. JlokymeHTannoHHOE 0OecrieueHue yIpaBIeHUs IEPCOHATIOM : y4eOHUK
U NPaKTUKYyM AJIs cpefHero npodeccuoHanbHoro obpaszoanus / M. H. Ky3nenos. —
Mocksa : U3narensctBo IOpaiit, 2017. — 521 ¢. — (IlpodeccrnonansHoe o6pazoBaHue).
— ISBN 978-5-534-04451-5. — Texcr : anextponHsiit / IBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/406388

Pecypceol cetu MHTEpHET

Hayunsiéi xypHan “Monogoit Yuensii” Apxunoa, M. C. K Bompocy o cTpykType
CITy)OBI TOKyMEHTaIMOHHOTO obecnieuenus ynpasienus (J{OY) B opranuzanuu / M. C.
ApxurioBa. — Tekct : HenocpeacTBeHHbIH // Mononoii yuensrid. — 2017. — Ne 47 (181).
— C. 48-49. — URL.: https://moluch.ru/archive/181/46700/

Heob6xonumoe nporpaMMHoe o0ecrieueHue

1O obmrero Ha3HAYEHUS: TEKCTOBBIA PEIAKTOP, AJIEKTPOHHBIE TAOJINIIBI

[Tepevyenp MHPOPMALTMOHHBIX CIIPABOYHBIX CUCTEM

http://www.consultant.ru - CipaBouno-npaBoBas cuctema «Koncynprant [Iinrocy

http://www.garant.ru - CipaBouHo-TipaBoBasi cucreMa «I'apaHr.



4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB NPOXOXKIEHUA YYEBHOM
ITPAKTUKHU

4.1 ®opMa 0TYETHOCTH IO NPAKTHKE

OTtuerHas JOKYMCHTALUA 110 ITPAKTHUKE 00s13aTeNIbHO A0JI’KHA COACPKATh:

— VHIUBUYAJIBHOE 3aJJaHHE HA TPOXOKICHUE MPAKTUKU;

- OTYCT, BKJIIO‘-IaIOH_[I/Iﬁ B ccOs THTYHBHBIfI JIUCT, COACPIKATCIbHYO 49aCTb, CIIMCOK

HCITIOJIB30BaHHBIX NCTOYHUKOB;,

- aTTECTALlMOHHBIN JIUCT IO MTPAKTUKE 00yYarOLIETrOCs.

(DOPMBI HUHAUBUAYAJIBHOTO

3aJaHus,

TUTYJIBHOI'0O JIMCTa OT4YE€Ta II0 IIPAKTUKE,

aTTecTarmoHHoro yimcrta npeactasieHsl B PJIO 'YAIL CMK 3.161.

4.2 KOHTpOJIb U OIICHKA PE3yJbTaToB IPOXO0KICHUSA IIPAKTHKHA

KOHTpOJIB U OHOCHKAa PE3YJIbTATOB HNPOXOXKIACHUA y‘Ie6H0ﬁ MMPAKTUKU OCYHICCTBIIACTCA

npenojaBaTesieM MpU MPOBEACHUM MPAKTHUYECKUX 3aHATHH M 1a00paTOpHBIX paboT, mpuema

OTYETOB, a TAKKE cayn JUQPepeHIIMPOBAHHOTO 3a4ETa.

[Ipouienypa orieHUBaHUs 110 Y4EOHOU MPAKTHUKE OCYIIECTBIAECTCS Ha OCHOBAHUM JTAHHBIX

ATTCCTAlMOHHOI'O JIUCTa (XapaKTepI/ICTI/IKI/I HpO(l)eCCHOHaHBHOfI ACATCIIBHOCTH o6yqa}0meroc;1 Ha

HpaKTI/IKC) C yKazaHHUEM BUIOB pa60T, BBIINTOJIHCHHBIX 06y‘IaIOH_II/IMC$[ BO BpEMA IIPAKTHUKHU, HX

06’BCMa, Ka4dyeCTBa UX BBIITOJIHCHUS.

Or1eHka pe3yabTaToOB MPOXOKICHUS YICOHOU MPAKTHUKU:

Pe3yabTaThl NPOX0KIEHUS PAKTHKHU
(¢bopMupyembIe KOMIIETEHIINH,
oCBauBaeMble YMeHHs1, MPUOOpeTaeMblii
NPaKTHYECKHI ONBIT)

@opmMbI U METObI KOHTPOJISI M OLIEHKHU
pe3yJbTaToB

YMeHus:

— MPUHUMATh U PETHCTPUPOBATH
MOCTYMAOIIYI0 KOPPECTOHACHIUIO,
HaIpaBJsiTh €€ B CTPYKTYPHBIE
MOAPa3ACNICHUs] OPraHU3aUN;

— paccMaTpuBaTh TIOKYMEHTHI U
nepeaaBaTh UX Ha UCTIOJHEHUE C YYETOM
PE30JIOLHMH PYKOBOAUTEINIEH OpraHru3aluu;
— OCYHIECTBJISITH KOHTPOJIb TTPOX0KICHUSI
JIOKYMEHTOB;

— OTIPaBJIATH UCIIOJTHECHHYIO
JIOKYMEHTAITUIO aipecaTam C
MIPUMEHEHUEM COBPEMEHHBIXBUIOB
OpraHU3allMOHHON TEXHUKU;

DKcrepTHas OLIEHKA, PEeICHHE CUTYallHOHHBIX
3a/1a4, U3rOTOBJIEHHE TOTOBOTO MPOIYKTa,
MTOJIHOTA M CBOCBPEMEHHOCTh IPEIOCTABIICHUS
0Tu€Ta 10 MPAKTHKE, €T0 COOTBETCTBUE
3aJIaHUIO Ha TIPAKTHKY, 3alIUTa OTYETA.
Cucrema oTMeTOK B Oamtax (2, 3,4, 5) 3a
Ka)XJIyIO BBITIOJTHEHHYIO pa0oTy, HA OCHOBE
KOTOPBIX BBICTABIISIETCSI HTOTOBAst OTMETKA.
Or1eHKa 3anuThl 0TYETA: CHCTEMA OTMETOK B
bamax (2, 3,4, 5).
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— COCTaBJISAITb U O(QOPMIISATH CIY)KEOHBIC
JTOKYMEHTBI, MaTepHaibl C
UCIIOJIb30BaHUEM (POPMYIIIPOB
JIOKYMEHTOB KOHKPETHBIX BHJIOB;

— OCYIIECTBIISITh IOKyMEHTHPOBAHUE U
OpraHU3aIMOHHYIO0 00pabOTKY
JTOKYMEHTOB;

— obecneynBaTh OBICTPBIM IMOWCK
JOKYMEHTOB I10 HAyYHO-CIIPAaBOYHOMY
ammapary (KapToTeKam) opraHu3aIim,

— CHCTEMaTH3HPOBATh U XPAHUTh
JOKYMEHTBI TEKYIIIETO apXHBa;

— TOTOBUTH M ME€PEIaBaTh JOKYMEHTHI Ha
apXMBHOE XpPaHEHHE.

IIpakTHyecKril OMBIT:
— OCYILECTBJICHHE TOKYMEHTALIMOHHOI'O
o0ecrnieueHus JesTeIbHOCTH OpraHu3alluu.

KoHTposb npaBMIIBHOCTH M KauecTBa
BBINOJIHEHUS TPAKTUYECKUX 3aaHU.
KoHTpomnb BHINIOIHEHNST HHIUBUAYAIbHBIX U
IPYIIIOBBIX 3aJaHUM.

Omnenka mproOpPETeHUS MPAKTHIECKOTO OTIBITA:
(npuoOpeTéH-He NpUOOPETEH).
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