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1. MACIIOPT IPOT'PAMMBI YUYEBHOM IMIPAKTUKHA

1.1. O6aacTL NpUMeHeHHst IPOrPaMMBbI

[IpakTuyeckas mnoaroroBka — QopMa opraHu3anuud 00pa30BaTENBLHONU JESITEIBHOCTH IPH
OCBOCHMH O0pa30oBaTEIbHON MPOrpaMMbl B YCJOBUSAX BBIMOJHEHHS OOYYaroIIMMUCS OINPENEICHHBIX
BUJOB palOT, CBA3aHHBIX C Oyxaymed npoQeccuoHaIbHON MAEATENBHOCTBIO M HANpPaBICHHBIX Ha
(dopMHpoOBaHUe, 3aKpeIUIeHHe, pa3BUTHE NPAKTUYECKMX HABBIKOB M KOMIIETEHIMH IO MpOoQuUIIIo
COOTBETCTBYIOLIEH 00pa30BaTeNbHOI NPOrpaMMBbl.

OO0pa3oBarenbHas A€ATENBHOCTb B (hOpME MPAKTUUECKOM MOATOTOBKH peai30BaHa KaK KOMIUIEKC
yueOHOM 1 npou3BoAcTBEHHOM npakTuku B coctase OIIOIT CIIO.

[Tporpamma yuebnoit mpaktuku siBnsiercs yacteio IIIIKPC B coorBerctBum ¢ ®I'OC CIIO mo
npodeccun 46.01.03 «Jlenonponu3BOIUTENB» B YAaCTH OCBOSHHUS OCHOBHOTO BHJA MPO(EeCCHOHATLHOM
nesrenbHocTH (BIT/l): Opranusanust TeKymero XpaHeHus JOKyMEHTOB U TIOATOTOBKA JIEN JUI Iepeaadn
B apXMB 00pab0TKa JOKYMEHTOB M COOTBETCTBYIOIIUX NpodeccroHaibHbIX koMmneTeHuui (I11K):

IIK 2.1. | Ocy1ecTBisATh pa3paboTKy U BEI€HUE HOMEHKJIATYPbI JIeJ1 CTPYKTYPHOTO
HOJpa3/IeeHusl.

IIK 2.2. | ®opmupoBaTh Jieia B COOTBETCTBUU C HOMEHKJIATYPOH JIeT U IIPaBHJIaMH
dbopMUpOBaHHUS JIEII.

IIK 2.3. | OcymiecTBIATh TEKyIlee XpaHSHHE, YIeT U UCITOJIb30BAHUE JIeTT (IOKYMEHTOB).

K 2.4. | OcymecTBIsATh SKCIEPTU3Y LICHHOCTH JOKYMEHTOB, BECTU OTOOp TOKYMEHTOB Ha
XpaHEHUE U YHUUYTOKEHUE, TOKYMEHTUPOBATh paboTy 3KCIEPTHOM KOMHUCCHUU.

MK 2.5. | OdopMisTh Jiei1a TOCTOSTHHOTO U JIOJTOBPEMEHHOTO CPOKOB XPAHCHHUS JIS
nepeiayu B apXuB OpraHU3aIiu.

IIK 2.6. | CocTaBisATh OIMKCH JIeT IIOCTOSTHHOTO ¥ JIOJITOBPEMEHHOTO CPOKOB XPaHCHHSI.

1.2. Iean wm 3amaum y4eGHOIl NMPAKTHKH — TpeGOBaHMsi K pe3yabTaTam ocBoenmsi C
Henblo GOPMUPOBAHUS y OOyUarOIIMXCS YMEHMH M NpUOOpEeTeHHs! MEepPBOHAYAIBHOIO MPAKTUYECKOTO
OIIBITa B X0JI€ MPOXOXKJICHNUS YUeOHON MPAKTUKH JIOJKEH:
Baaners HaBbIKAMH
— CocraBnenue 1 BeICHNE HOMEHKIIATYPhI JI€]I CTPYKTYPHOTO MTOIPA3/IEIECHUS.
— IlpoBepka mpaBMIBHOCTH OQOPMIIEHHS JOKYMEHTOB U OTMETKH 00 MX MCIIOJIHEHUU TEepes]
ux (popMHpoOBaHUEM B J1€J10 JJIs MTOCIEAyIolero xpaHeHus. @opMupoBaHue Jena.
—  KoHTposib NpaBUIBHOIO U CBOEBPEMEHHOI'O paCIpe/leleHHus] M MOIIINBKU JOKYMEHTOB B
nena. Ilepenadya JOKyMEHTOB BO BpEMEHHOE MOJIb30BAHUE
— IlpoBepka cpoKOB XpaHEHUS TIOKyYMEHTOB, COCTaBJICHHE MPOTOKOJa pabOThl 3KCIEPTHOU
KOMHCCHH IO TIOJrOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O MEepeIaye Ha YHUUTOKEHHUE TIOKYMEHTOB, HE
MOJIEKALTUX XPAHEHUIO
— Odopmienue aen IMOCTOSHHOTO, JOJTOBPEMEHHOTO0 CpOKOB XpaHeHus. OdopmiieHue
00JIOKKH J1eJT TOCTOSIHHOTO, I0JITOBPEMEHHOTO CPOKOB XpaHeHus. [lepeaaya nen B apXuB OpraHu3aluy.
—  ®opmHpoBaTh CIPABOYHBIN anmapar, 00ecreunBaroNINil ObICTPhIM MOUCK TIOKYMEHTOB.
Ymersn
— PazpabarpiBaTh HOMEHKJATypy [i€l1 CTPYKTYpHOro mnojpasjeneHus. PopMylInpoBaTh

3aroJIOBKHU ACII U ONPEACIIATE CPOKH UX XPaHCHH.

— OpranuzoBsiBaTh paboTy Mo (QOPMHUPOBAHUIO €T B COOTBETCTBHUH C YTBEP>KICHHOMN
HOMEHKJIAaTypoil nen opranuzauud. PopMHUpoBaTh JOKYMEHTHl B Jejla C YYETOM HX CHeUUu(UKH.
CucremMaTu3upoBaTh JOKYMEHTHI BHYTPH Jela.



- OpFaHI/I?)OBBIBaTI: XpaHCHUC NOKYMCHTOB B IMPOLCCCC UX UCIIOJIHCHHUA U TCKYIICC XPAHCHUC
HCIIOJIHEHHBIX JOKYMCHTOB.

— OpranuzoBsiBaTh pabOTy MO Yy4YeTy, XPaHEHHWI0O U TMepeJaye B COOTBETCTBYIOIIHE
CTPYKTYpHBIE MOAPA3/IeICHUS JOKYMEHTOB TEKYIIETro AeI0NPOU3BO/ICTBA.

— Ilpumenars  uHGOPMAIMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJIIOTMHM MpuU  pabote C
JIOKYMEHTaMU

—  OcCymecTBIATh KCHEPTU3Y IEHHOCTU JTOKYMEHTOB. O(opMIISTH JTOKYMEHTHI 3KCIIEPTHOM

KOMHUCCHH.
— ToToBUTH U IlepenaBaTh JOKYMEHTAIBHBIC MATEPHUAIIbl HA XpaHEHUE B aPXUB.
— CoctaBnath 1 0pOPMIIATH OTMIHCH JEJI TOCTOSHHOTO U JOJITOBPEMEHHOTO CPOKOB XPaHCHUS.
— Hcnonbs30BaTh HOMEHKIATYPY JIE] IPH COCTABIICHUH OTIUCEH JeTI.
3Harthp

- HOpMaTI/IBHBIe IMPaBOBLIC AKTbl, HOPMATHBHO-MCTOANYCCKUC JOKYMCHTBI, TOCYIaPCTBCHHBIC
CTaHAApPThI, OIPCACIAOIMINC MOPATOK JOKYMCHTAIIMOHHOI'O obOecrieyeHus YHpaBJICHUA

— Bugpl HOMCHKJIATYD, O6IJ.[I/I€ Tpe6OBaHI/I${ K HOMCHKIIAaTypC, MCTOAHKA €€
COCTaBJICHHUA U O(bOpMJ'IeHI/ISI

— IlpaBuna corjacoBaHMsi HOMEHKJIATyphl J€J1 C BEIOMCTBEHHBIMH apXUBaMH U
AKCIEPTHON KOMHUCCUEH

— Tlopsinok ¢opmupoBanus u odopmieHuss nen, cnenuduka (HOPMHUPOBAHUS OTIACITHHBIX
KaTeropui Jell.

- HpaBI/ma XpaHCHUA ACJI, B TOM YUCJIC C JOKYMCHTAMH OI'PaHUYCHHOI0 JOCTYyIIA.
- HpaBI/IJ'Ia BbIJAa4Y1 U UCIIOJIL30BaHUA JOKYMCHTOB U3 C(I)OpMPIpOBaHHLIX JCIT

- HOpHI{OK BblZIaY  OTOKYMCHTOB JIsI  HUCIIOJIb30BAHU pa6OTHI/IKaM OpraHu3alyy,
MpeaoCTaBJICHUEC JOKYMCHTOB I10 3alIpOCaM BHCIITHHUX OpFaHI/I3aI_IHI>'I.

— Kpurtepuu pazneneHusi JOKyMEHTOB Ha TPYMIBI B COOTBETCTBHUHU C IIEHHOCTHIO HH(pOpManuu,
coZEepIKaIENCs B HUX

- HOpSII[OK HUCIIOJBb30BaHUA THUIIOBBIX WX BCAOMCTBCEHHBIX nepequﬁ JOKYMCHTOB,
ONpEAEIIEHUS CPOKOB XPAaHEHUS B MPOLIECCE IKCIEPTU3bI IEHHOCTH JOKYMEHTOB.

— llopsgok  co3maHus, OpraHu3alud U JOKYMEHTHUPOBaHUs  pabOThl  SKCIEPTHOU
KOMI/ICCI/II/I.HpaBI/IHa COCTAaBJICHHUA U YTBCPIKICHHA IIPOTOKOJIA pa60TI>I BKCI'IepTHOI\/'I KOMUCCHHU.

— IlpaBuna cocTtaBieHUs U YTBEP)KIEHUS aKTa O BBIJCIIEHUU JTOKYMEHTOB, HE MOJJIEKALINX
XPaHEHUIO.

— HopmaTuBHBIE TpaBOBBIE aKThl, HOPMAaTUBHO-METOIUYECKUE JOKYMEHTBI, TOCYAAPCTBEHHBIE
CTaHJAPTHI, ONPEEIIAIONINE MOPSAOK OPOPMIICHHS U TIepelauu Jel B apXUB OPraHU3AIIH.

— IlpaBuna TtexHMuyeckod OOpaOOTKM U TOJHOTO O(GOPMIIEHUS [l IOCTOSIHHOTO H
BPEMEHHOI'0 XpaHeHus. [IpaBuia nepenaun 1en B apXuB OpraHU3aLNH.

- HpaBI/IJ'Ia COCTAaBJICHHA OIMUCHU JCJI ITOCTOSAHHOIO U BpEMCHHOI'O XpaHCHUS B COOTBETCTBUU C
HOPMAaTUBHO-METOAUYCCKUMU JOKYMCHTaAMU

1.3. KoamuecTBo 4acoB (HeJelib) HAa IPOU3BOACTBEHHYIO NPAKTHKY:
Bcero — 72 vaca (2 Hezenu) BO 2 cemecTpe.



2. TJIAHUPYEMBIE PE3YJbTATHI YYUEBHOM NPAKTUKHA

Pe3ynbraToM yueOHOW MPaKTHKH SBJSIETCS OBJIAJICHUE 00YYaIONIMMUCS BUIOM MPO(HECCHOHATLHON
nesTebHOCTH «OpraHu3anus TeKYIIero XpaHeH!s IOKyMEHTOB | IMOATOTOBKA Jel JUIsl Iepeadu B
apxuB 00paboTKa TOKyMeHTOB» B ToM uucie mnpodeccuoHanbHbiMu (I1IK) m obmumu (OK)

KOMIIECTCHITHSIMHU:
Kon HanMeHoBaHHe 00IIIMX KOMIIETEHITUIA
OK 0L Bribupatb criocoOsl perieHus 3a1a4 npodeccuoHaIbHOM 1 TebHOCTH

IIPUMEHUTCIIBHO K PAa3JIMYHBIM KOHTCKCTaM

OK 02.

Hcnonp30BaTh COBPEMEHHBIE CPECTBA ITOMCKA, aHAJIN3a M HHTEPIPETalluN
uHpOpMaIK, 1 HTHOOPMALMOHHBIE TEXHOJIOTUH JUTS BBIIOJTHEHHS 3a71a4
11poeCCHOHATILHOM /1€ TeIbHOCTH

OK 03.

[InanupoBaTh M peanu30BbIBATE COOCTBEHHOE NPO(PECCHOHATIBHOE M JIMYHOCTHOE
pa3BUTHE, NPEANPHHUMATEIBCKYIO JESATEIBHOCTh B MpodecCHOHANBHOU cdepe,
UCIOJb30BAaTh 3HAHMS IO MPaBOBOW M (PUHAHCOBOM TI'PaMOTHOCTU B Ppa3IMYHBIX
JKU3HCHHBIX CUTyalUsIX

OK 04.

D dexTHBHO B3aMMOJICHCTBOBATH U PA0OTATh B KOJJICKTUBE M KOMaH/Ie

OK 05.

OcymecTBIATh YCTHYIO U MHMCHbMEHHYI0 KOMMYHHKAIIMIO Ha TOCYJaPCTBEHHOM S3BIKE
Poccuiickoit @enepanyii ¢ y4eToM OCOOEHHOCTEW COLHMAIbHOIO U KYJIBTYPHOTO
KOHTEKCTA

OK 06.

[IposABIATH IpakJaHCKO-NIATPUOTHYECKYIO TO3ULUIO, IEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHHE HAa OCHOBE TPAJAULIMOHHBIX POCCUHCKUX JyXOBHO-HPABCTBEHHBIX LIEHHOCTEH,
B TOM YHCJIE€ C Y4ETOM FAPMOHHU3ALUN MEKHALMOHAIBHBIX U MEXKPEITUTHO3HBIX
OTHOIIEHUH, IPUMEHSATh CTAHIAPThl aHTUKOPPYILIMOHHOIO IOBEJICHUS;

OK 07.

ConelicTBOBaTh COXpaHEHUIO OKPYKaIOLIeH Cpelibl, pecypcocOepeKeHuIo, IPUMEHSTh 3HaHHUS 00
M3MEHEHHH KIIMMAaTa, IPUHIUIBI OEPEeKINBOTO MTPOU3BOJICTBA, YPPEKTUBHO JEHCTBOBATH B
YpE3BBIYANHBIX CUTYAIUSX

OK 08.

Hcnonb3oBaTh cpencTBa GU3HMUECKON KYIbTYPBI AJIsi COXPAHEHHSI U YKPETIJICHHUS 37I0POBbsI B
nporecce NpoecCHOHANBHOMN NeITeTbHOCTH U MOIEPKAHUS HEOOX0AUMOTO YPOBHS
(u3MUecKoi NOArOTOBICHHOCTH.

OK 09.

Ilonw30BaThCA HpO(I)CCCPIOHEU'ILHOIZ I[OKy'MeHTaI_II/IeI\/’I Ha rocy1rapCTBEHHOM U
HHOCTPAHHOM A3bIKaX

IIK 2.1.

OcyiecTBIATh pa3pabOTKy U BeI€HNE HOMEHKIIATYPhI €]l CTPYKTYPHOTO
NOJpa3ACICHUsL.

IIK 2.2.

®opmMHUpoBaTh Ji€7a B COOTBETCTBUN C HOMEHKJIATYpOH el U MpaBriIaMu
(dbopMupoBaHHUsI J€T1.

IIK 2.3.

OCYH.[CCTBJ'IHTL TCKYIICC XPpAHCHUC, YUCT U UCII0JIb30BAHNEC 1CJI (I[OKYMCHTOB).

IIK 2.4.

OCYH_[CCTBJBITL 9KCHICPTU3Y HCHHOCTHU JOKYMCHTOB, BECTU 0T60p AOKYMCHTOB Ha
XpaHCHUEC U YHUUTOXKCHUC, JOKYMCHTHPOBATDH paGOTy 3KCI’ICpTHOI>i KOMHCCHHU.

IIK 2.5.

O(pOpMJ'IHTL AcJ1a IIOCTOAHHOTO U JOJITOBPEMCHHOI'O CPOKOB XPAHCHUS AJId ICPEaAavu B
ApXUB OpraHu3aluu.

IIK 2.6.

CocCTaBIsITh OIIUCH ACJI IOCTOSAHHOI'O 1 JOJITOBPEMCHHOI'O CPOKOB XpaHCHUA.




3.1. TemaTnuecknii mIan y4e0Hoii NPAKTHKH

3. CTPYKTYPA U COAEPKAHUE YYEFHOU ITPAKTUKHA

Koabl popmupyembix HaunmMeHoBaHue NpodeccHOHATLHOTI0 MOLYJIs O6bem Bpemenn, Cpoxnu
KOMIIeTeHI NI OTBOJIUMBII HA NPoBeIeHUsI
NPaKTHKY (4ac. /
Hejl.)

OK 01, OK 02, OK 03, OK 04, OK 05, [IM.02 Opranu3zauus TEKyIEro XpaHeHus: JOKyMEHTOB U 7212 2 ceMecTp
OK 09,11IK 2.1, TIK 2.2, [IK 2.3, [IK 2.4, | moaroroBka jen Juisl iepeayn B apxuB o0padoTka
IIK 2.5, IIK 2.6. JIOKYMEHTOB

3.2. Conepxanue yueGHOii NIPAKTHKH

HaunmenoBanmue pa3zesioB (Tem) Buab1 pador KoaunuecTBo yacoB

OnepaTuBHOE XpaHeHHE IOKYMEHTOB B 1. W3ydeHne CTPYKTypbl OpraHU3alldl — MECTa MPOXOXKICHHS 72
OpraHu3anuy U NOAroTOBKA e /sl epeaadn B MPAKTUKK (Jaiee — OpTraHW3allii) C IEJIbI0 COCTABJICHUS CXEMBI

apxuB

CTPYKTYpbI OPraHU3alHH.

2. O3HaKkOMJICHHE C TIPaBOBBIMU (YUPEAMTEIbHBIMH), JIOKATbHBIMA
HOPMAaTUBHBIMM ~aKTaMM U PACIOPSAUTENBHBIMU  JTIOKYMEHTaMH
OpraHu3aliy.

3. Wzyuenme MWHCTpYKIMHM TI0 JEIOMPOM3BOJCTBY OpTaHHU3AIINM.
O3HakOMJIEHME C OpraHu3aluedl TEKYIEro XpaHEHUs JOKyMEHTOB.
OneHKa ycioBUM TEKYIIErO XpaHEHUsI TOKYMEHTOB.

4. O3HakOMJIGHHE C TIOPAJKOM Y4eTa U UCIOJb30BaHUS Jei
(TOKyMEHTOB) TEKYIIEro XpaHEHUS.

5. U3ydenue cnenu@uky TEKYLIETO XpaHEHUs TOKYMEHTOB B CHUCTEME
ANIEKTPOHHOTO IOKyMeHTooOopoTa (CDJ]) opranuzammm.

6. V3ydenue mnopsaka pa3pabOTKM U BEACHHE HOMEHKIATYpBI JIeJ




CTPYKTYPHOTO TIO/IPA3/ICTICHHUSL.

7. W3ydeHue JOKYMEHTOB pabOThI HKCIIEPTHONW KOMUCCHU TIO
OCYIIECTBIICHHUIO SKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB.

8. MU zyuenwue kpuTepreB 0TOOpa JOKYMEHTOB Ha XpaHEHHUE U
YHUYTOXXEHHE.

9. OdopmiieHue ey TOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS /IS
nepesiauu B apXuB OpraHU3ally.

10. O3HakoMIICHHE C OTIMCSMU e U UX oopmiteHue.

MdopmMa KOHTPOJIA

3a4yer ¢ OLeHKOIi

Hroro:

72




4. YCJIOBUA OPTAHU3AIIMM U TPOBEJIEHUS YYEEHOU NPAKTUKA

4.1. TpeGoBaHUsI K MUHUMAJIbHOMY MaTepHAIbHO-TEXHHYECKOMY
olecrne4eHU10

Peanuzanus mporpamMmbl y4eOHOM MpakTHKH TpeOyeT Haiuuue abopaTophu
JIOKYMECHTOBE/ICHHSI.

Jlaboparopust JOKyMEHTOBEICHHSL:
KOMIIBIOTEPHBIH cTo — 6 mT., [IK — 6 1mT., MeTammyeckuii mkad 1ist XpaHeHHUS
JOKYMEHTOB — 6 IIT., TEMaTUYECKHUE CTCH/IBI.

4.2. Undopmannonnoe odecnedenue 00ydeHust

Ilepeyenn PeKoMeHyeMbIX Y4eOHbIX U3IAHMH,
HNuTepHeT-pecypcoB, J0MOJIHUTEIbHON JUTEPATYPbI

OcHOBHBIE HCTOYHHKH:

1. Xauarpsn, T A. Opranuzanus u
COTPOBOXK/ICHUE 3JIEKTPOHHOTO JIOKyMeHTo0OOpoTa | yueonuk aist CIIO / T'. A.
Xauatpsn, 1. B. Ky3nenosa.

— Capartos : [Ipodo6pazoBanue, 2024. — 164 ¢. — ISBN 978-5-4488-1025-

1. — Tekcr : snekrpoHHbIA // DNeKTPOHHBIA pecypc HU(POBOI 0Opa3oBaTENLHOI
cpennt CITO PROFo6pasoBanue : [caiit]. — URL: https://profspo.ru/books/132578

2.  JlokymeHTamuoHHoe obecnieuenne ynpapienus. CocraBnenue u odopMieHHE
JIEJIOBBIX JOKYMEHTOB : ydeOHoe mocobue mnsi CIIO / cocraBurenu E. M. BammakoBa. —
CapatoB, Mocksa : [IpodoOpazoBanue, At [Ilu Ap Menua, 2021. — 144 c. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TexcrT :

JIEKTPOHHBIN // DNeKTpoHHBIM pecypc uudpoBoil obpazoBatensHON cpeasl CIIO
PROFob6pasosanue : [caiit]. — URL: https://profspo.ru/books/103343

3. Kysnenosa, . B. Benenue KOHQUACHIMATLHOTO JIENONPOM3BOJICTBA : yIEOHHUK
it CIIO / U. B. Ky3nenoBa, I'. A. Xauatpsin. — 2-e m3n. — Caparos : [Ipodobpa3zoBanue,
2024. — 168 c. — ISBN 978-5-4488-1024-4.

— Teker : aneKkTpoHHBIH // DIeKTpoHHBIM pecypc HHUdpoOBO 00pazoBaTeabHOM
cpeant CITO PROFo6pasosanue : [caiit]. — URL: https://profspo.ru/books/137662

4. Kysnenosa, M. B. JIokyMeHTaMOHHOE OOECTIEUEHHE YIIPABICHUS : YYEOHOE
nocobue s CIIO / W. B. Kysmemosa, I'. A. Xawarpsn. — 3-e u3ng. — CaparoB :
ITpodobpazosanue, 2024. — 168 c. — ISBN 978-5-4488-1051-0.

— Teker : snekTpoHHBIH // DnekTpoHHBIM pecypc LU(ppOBOl 0OpazoBaTenbHOMN
cpeast CITO PROFo6pasosanwe : [caiit]. — URL: https://profspo.ru/books/135470

5. 3Baiimesa, E. B. lenonpou3BOACTBO U JIOKyMEHTOO0OPOT B  CHCTEME
TOCYJapCTBEHHOTO W MYHHIMIIAIIBHOTO YyIpaBieHus : ydeObHoe mocoome mns CIIO / E. B.
3aiiueBa, H. B. I'onuapoBa. — 3-e uzn. — Caparos : IIpodo6paszoBanue, 2024. — 176 ¢. —
ISBN 978-5-4488-1122-7. — TexkcrT :

10



AJIEKTPOHHBIN /| DiaekTpoHHBIH pecypce nudpoBoit odpazoBarenbhoi cpeapt CITO
PROFo6pasosanue : [caiir]. — URL.: https://profspo.ru/books/139528

JononHurensHas
6. Xawatpsan, I'. A. OpraHusauus U TEXHOJIOTHs pabOThl ¢ KOH(UAEHINATLHBIMU
nokymeHntamu : yaeOnuk st CITO / T'. A. XauarpsH, U. B. Ky3nenoa. — 2-e u3a. — Caparos

: [IpodobpazoBanue, 2024. — 238
c. — ISBN 978-5-4488-1026-8. — TekcT : 2JIEKTPOHHBIA // DIEKTPOHHBIA pecypc

mugppoBoii  obpazoBarensHoil  cpeapl CIIO PROFo6pazoBanme : [caiir]. — URL:
https://profspo.ru/books/137716

7. CaunumkoB, A. B. Oprasusanus H  CONPOBOXKIEHHE  DJIEKTPOHHOIO
JIoKyMeHTooOopota : yuebnoe mocobme st CIIO / A. B. CannumkoB. — CapaToB

[IpodobpazoBannme, 2023. — 103 c. — ISBN 978-5-4488-1680-2.

— Teker : »neKTpOHHBIA // DIEKTPOHHBIM pecypc HU(pOBOi 00pazoBaTeIbHOMN
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/132514

8. Cremanosa, E. H. Opranuzauus U  COHNPOBOXKIEHHE SIEKTPOHHOIO
nokymentoobopora : npaktukym st CI1O / E. H. CremanoBa. — 2-e u3n. — Caparos, MockBa
. [IpododpazoBanue, Aii [Tu Ap Menua, 2024. — 177 c. — ISBN 978-5-4488-1985-8, 978-5-
4497-2887-6. — TekcT : 37eKTpOHHBIH //

DneKTpoHHBIH pecypc uudpoBoii oopazosarenbHoi cpenbl CIIO PROFo6paszoBanue :
[caiiT]. — URL.: https://profspo.ru/books/138450

9.  Anexceesa, T. B. JlokymeHTalMOHHOE obecriedeHne ynpasineHus : yaebnuk / T.
B. AnekceeBa, O. A. CtpaxoB. — Mocksa : Yuuepcuter «Cuneprus», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — TekcT : AJIEKTpOHHBIA // DJEKTPOHHBIA pecypc HU(PPOBOI
o0Opa3oBarenbHON cpenbl CIIO PROFo6pa3zoBanue : [caiT]. — URL:
https://profspo.ru/books/101344

4.3. O6mue TpeGoBaHMs K OPraHU3AIMHA yIe0HOH NPAKTHKH

OOs13aTeNIbHBIM ~ YCJIOBUEM  JIOMycKa K = y4eOHOW  NIpakTHMKE B paMKax
npodeccuoHaIbHOrO MOyl  «JlOKyMEHTHpOBaHME M OpraHu3alMoHHas  o0paboTka
JOKYMEHTOBY»  SBJIIETCSI ~OCBOEGHHUE TEOPETHMYECKUX M  MPAKTUYECKMX 3HAaHUU 1O
MEXIUCIUIUTMHAPHBIM KypcaM «OpraHuzanusi 1 HOPMaTUBHO- IPABOBbIE OCHOBBI apXMBHOT'O
nena» u «ObecrieyeHne COXpaHHOCTU JI0KYMEHTOB.

4.4, Kaaposoe oGecniedenre 06pa3oBaTebHOO Mpolecca

TpeboBanue K  KBamU(UKAIMKA  TEJATOTHYECKUX  KaJapoB, 00ECTICUMBAIONIUX
peanu3alnui0 OporpaMMbl  Y4eOHOM TpakTUKW — HaJU4Me BBICHIETO OOpa3oBaHMI,
COOTBETCTBYIOIIETO Mpoduia0  mpodecCHOHATBbHOTO  MOAyNsa  «J/lokymeHTHpoBaHWE U
OpraHu3alioHHass o0paboTKa [JOKYMEHTOB» M ONbITa TPAKTHYECKOH EATEIHHOCTH IO
COOTBETCTBYIOIEH mpodeccun. PyKOBOJACTBO MPaKTHUKON OCYIIECTBISIIOT IPEToIaBaTen
MEXIUCIUTUTHHAPHBIX KypPCOB.
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5.0 EHOYHBIA MATEPHUAJI ITPOXOXKJIEHUS IPAKTUKA

®opMoil OTUETHOCTH CTYJIEHTA 110 Y4€OHOH MpaKTUKE SBJISIETCS MUCbMEHHBIH OTYET O
BBIMOJIHEHUH PabOT M MPHIOKEHUH K OTYETy, CBHIACTEIbCTBYIONIMX O 3aKPEIUICHUW 3HAHHM,
YMEHUH, NPUOOPETEHUH MPAKTUYECKOTO OMbITA, (POPMUPOBAHUU OOLIMX M HPOPECCHOHATBHBIX
KOMIIETEHIIM, OCBOCHUU MPO(PECCHOHATBHOTO MOIYJIS.

ITo pe3ynbTaTaMm 3alUThl CTYJEHTaMU OTYETOB BbICTaBIsAeTCA IU((EepeHIUPOBAaHHbIN
3a4eT M0 y4eOHON IPAKTHKE.

Pe3yabTaTsl
(ocBoeHHbIe OcHOBHbBIE TOKA3aTeIH OLleHKH ®opMBbI U METOABI KOHTPOJISI U
npogeccuHoHAIbLH
pe3yJbTara OLICHKH
ble KOMIIETEeHIIUH)
[K 2.1. OcymectBinenne  pa3paborku ¥ OLeHKa NPAKTUYECKOW paboTHI.
BEJICHUE HOMEHKJIATypbl nenOLeHKa yueOHOM NMpaKkTUKU. AHAIU3
CTPYKTYPHOTI'O IIO/Ipa3/iesICHUs XapakTEPUCTUKU Ha CTyAeHTa ¢
MecTa
MIPOXOKICHUS IPAKTUKH.
I1K 2.2. ®opmupoBaHue Aen B cooTBeTCTBUH| OIEHKAa pELIEHUs CUTYallMOHHBIX|
C HOMEHKJIATYypoW JeJ1 U MpaBUiaMHU3aady.
(bopMUpOBaHUS JEII. OneHka MpakTH4YECKOH paboTHI.
Onenka y4eOHOM MpakTHUKU. AHaIU3
XapaKTEPUCTUKU Ha CTyAeHTa ¢
MecTa
IIPOXOXKJCHHS IPAKTUKH.
[1K 2.3. Ocy1ecTBiIeHHE TEKYLIETO OneHka MpakTUYECKOH pPabOTHI.
XpaHeHus, y4eTa M MCNoab30BaHUAOIIEHKa yueOHON NMPaKTUKU. AHATIU3
e (10KyMEHTOB). XapaKTepUCTHUKM Ha CTyJEHTa C
MecTa
IIPOXOXKJCHHS IPAKTUKH.
I1K 2.4. Ocy1iecTBIIEHHE SKCTIEPTU3bI OneHka MpakTHYECKOH pabOTHI.
LEHHOCTH JOKYMEHTOB, BeCTH OTOOP|OIeHKa YUeOHOM MPaKTUKU. AHAIN3
ITOKYMEHTOB Ha XpaHEHHE U XapaKTepUCTHUKM Ha CTyJEHTa C
YHUYTOXKEHHE, JOKYMEHTHPOBaHUEMECTa
pabOoThI SKCIIEPTHON KOMHCCHHU. IIPOXOXKJCHHS IPAKTUKH.
[IK 2.5. OdopmiieHne aein MoCTOSTHHOTO U OneHka MpakTHYECKOH paboThI.
JOJITOBPEMEHHOIO CPOKOB XpaHeHHUAOIeHKa yueOHON MPaKTUKU. AHATU3
UUIs TIEpEeaY B apXUB OPraHU3allMd  [XapaKTEepUCTUKM Ha CTYyJEHTa C
MecTa
MIPOXOXKICHHS TPAKTUKH.




K 2.6.

CocTaBiieHHE OIMCH AETT
MOCTOSIHHOTO W JIOJITOBPEMEHHOTO
CPOKOB XpaHEHHS.

OneHka TPaKTUYECKOW  paboTHI.
OrneHka y4eOHON MPaKTUKU. AHAJINA3
XapakTePUCTUKU Ha CTyACeHTa ¢
MecTa

[IPOXOKICHHSI PAKTUKH.

@®opMbI U METOZIBI KOHTPOJISI M OICHKH PE3yJIbTaTOB OOYYCHHUs JTOJDKHBI TO3BOJISITH
MPOBEPATH Y 00YYAIOMIMXCS HE TOJIBLKO CPOPMUPOBAHHOCTH MPO(HECCHOHATBLHBIX KOMIIETCHIINH,
HO Y Pa3BHUTHE OOIIMX KOMITETCHIIMH ¥ 00ECIICUNBAIOIINX UX YMCHH.

PesyabTarsl
(ocBoenHbIe 001Me | OCHOBHBIE NOKA3aTEJH OLEHKH DopMbI H METOAbI KOHTPOJISA U
KOMIIETeHIIHH) pe3yJibTaTa OLICHKH
DK 01 BeiOop cmoco0oB pemieHus 3anadypDIeHKa  MPaKTUYeCKOW  paloThI.
npodeccuoHanbHOM nesTenbHOCTHOLEHKA YUeOHOM MPaKTUKU. AHaIU3
PUMEHUTEIBHO XapaKTepUCTUKM Ha CTyJEeHTa C
K pa3JIMYHBIM KOHTEKCTaM MecTa
[IPOXOXKJICHUS TIPAKTUKU.
DK 02 crionp3oBaHue COBPEMEHHBIXPDIIEHKa  MPAKTUYECKOH  paboThlI.
CPEICTB IOKUCKA, aHAJIN3a Onenka yueOHOM MpakTUKU. AHaIU3
1 UHTepHpeTauuu HHOOPMAIMM, HXapaKTEPUCTUKH Ha CTyJIeHTa ¢
MH(OPMAaLlMOHHBIE TEXHOJOTUHU JUIsMecTa
BBITTOJIHEHUS 3a/1a4 [MPOX0XKJICHUS IPAKTUKU.
mpodeccruoHanbHOM AeATeNbHOCTH
| ltannpoBaHue U peanu3anus
COOCTBEHHOTO MPO(ECCHOHANTBHOTO U
IMTMYHOCTHOTO Pa3BUTHS, Omnenka  mpakTuueckoi  pabOTHI.
TpenpuHUMATENbCKON JiesiTenbHOCTHOLeHKa yueOHOM NpakTUKu. AHau3
B XapaKTepUCTHUKU Ha CTyJeHTa C
DK 03 .
mpodeccruoHanbHON cdepe,MecTa
MCIIOJIb30BaHUE 3HAHMS MO MPABOBOM[IPOXOXKAECHUS MPAKTUKH.
M (UHAHCOBOM
"PaMOTHOCTH B pa3IMYHbIX
PKU3HEHHBIX CUTYaIUsIX
DK 04 DddexTuBHOE  B3auMojaeHCTBHE HMDIEHKAa  MPaKTHUYECKOW  paloThI.
paboTaTh B KOJIJIEKTUBE U KOMaH/Ie OneHka y4eOHOM MpakTHUKU. AHaIU3
XapaKTepUCTHUKM Ha CTyJEHTa C
MecTa
[MPOXOXKJICHUS IPAKTUKH.
DK 05 DcymecTBinenne YCTHOMN uPLEHKa  NpPaKTUYecKoil  paboThl.
MUCHbMEHHOW  KOMMYHHUKauuu  HaOIeHKa yuyeOHOW MpakTHUKU. AHAIU3
FOCYAapCTBEHHOM SI3bIKE XapaKTepUCTHKHU Ha
Poccuiickoi denepanuu ¢ y4eToM CTy/IEHTa C MECTa




bcoOeHHOCTEN COLIMAJIBLHOTO U[IPOXOXKJICHUS TIPAKTHKH.
KyJIbTYpPHOI'O KOHTEKCTa

DK 09 lcronp30Banne Omenka  mpakTU4ecKOW  paboTHI.
TpodeccruoHanbHOM noKyMeHTanuu HaOneHKa yaeOHON NpakTUKA. AHAN3
FOCYTapCTBEHHOM U XapaKTepUCTHKU Ha CTyJEHTa C
MHOCTPAHHOM SI3bIKaX MecTa

[IPOXOXKICHUS ITPAKTUKH.

ABTOP(bI)-COCTABUTEJIN: TIPEMO1aBaTelb Kadeapsl TPoPecCHOHATBHBIX TUCIUILTAH
Maromenramkuesa A.l.
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