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1. MACIIOPT PABOYEM ITPOT'PAMMBI YYEBHOM MMPAKTUKH I1O
IIM.010PTAHU3ALIUA JOKYMEHTAIIMOHHOT'O OBECIIEYEHUS 1
OYHKIIMOHUPOBAHUSA OPI'TAHU3ALIUN

1.1. O6saacTh NpUMeHeHHsI TPOTPAMMBI

Pabouast mporpamma y4ueOHOM npaktuku — sBisiercs dactbio IIIICC3 B coorBercTBUU ¢ OI'OC
CIIO no cnemmansHoctu CIIO 46.02.01 JlokymMeHTaMOHHOE OOECIIeUeHUE YIIPABICHUS U apXUBOBEJIC-
HUE.

Ob6unactp npodeccuoHaIbHOMN eSTENbHOCTH: AeSITeIbHOCTh B CEKpeTapuarax, ciy:k0ax JOKyMeH-
TAI[MOHHOTO O0ECIICUeHUs], KaIPOBBIX CIYX)0axX M apXHWBaxX rOCYJAAPCTBEHHBIX OPTAaHOB M YUPEIKICHUIL, B
OpraHax MECTHOTO CaMOYIpaBIEHUS, HErOCYJapCTBEHHbIX OpraHH3alUsaX BceX (opM COOCTBEHHOCTH,
OOIIECTBEHHBIX OpraHU3aUsaX (YUPESIKICHUIX).

O0bexThl TPO(hecCHOHATBEHOM 1eATENbHOCTH:

- TOKYMEHTBI, CO3J[aHHbIE JIFOOBIM CIIOCOOOM JIOKYyMEHTHPOBAHHS,

- CUCTEMbI JJOKYMEHTAIIMOHHOTO 00ECIICUeHHUs YIIPABICHHUS;

- CUCTEMBI MIEKTPOHHOTO JJOKYMEHTO000pOTa;

- apXUBHBIE JIOKYMEHTBHI;

- IEPBUYHBIC APXHUBHBIC KOJUICKTUBBI.

B uvactu ocBoenusi kBanu(UKAMU: CHCHHATUCT MO JOKYMEHTAIIHOHHOMY OOECIIE€YEHUIO YIpaB-
JIEHUS, aPXUBUCT TOTOBUTCS K CIEAYIOIIUM BUIAM JCSITCIbHOCTHU:

- OpraHu3aiys JOKyMEHTAlMOHHOTO OOECIeueHus YIpaBieHus U (YHKIIMOHUPOBAHUS OpraHu3a-
1107078

1.2. lesn 1 3aga4M y4eOHOM NPaKTUKH

dopmupoBaHue y 00ydaromuxcsi IEPBOHAYATBHBIX MMPAKTUUYECKUX MPOQECCHOHANBHBIX YMEHUH B
pamkax mnpodeccuonanmsHoro Moayist [IM.01 «Opranuzanus NOKYMEHTAIIHOHHOTO OOECICUCHUS W
¢dbyukuonupoBanus opranuzanun» [IIICC3 CIIO mo oCHOBHBIM BUAAM JEATEIBHOCTH JAJIS OCBOCHUS
CHEIUAILHOCTH, 00YYEHHE TPYAOBLIM MpPHUEMaM, OINEpalysIM U CIoco0aM BBITIOJIHEHHS TPYIOBBIX IPO-
I[ECCOB, XapaKTEPHBIX IS COOTBETCTBYIOIIEH CMENHUATbHOCTH U HEOOXOMUMBIX ISl TOCIEAYIOIIETO
OCBOCHHS UMU O0IIUX U MPOdeCcCHOHATBHBIX KOMITETCHIIMH 110 U30paHHOM CIEIUaTbHOCTH.

3amavamu yyebHoi mpaktuku no [IM.01 «Opranuzanusi JOKYMEHTAIIHOHHOTO OOeCHedeHus U
(O YHKIIMOHUPOBAHUS OPTaHU3AIUN SIBIISIOTCS:

- OpraHu3anus npueMa noCeTUTeNeH;

- IOJITOTOBKA MPOEKTOB YIPABJICHUECKUX PEIICHUH,

- aHaJIM3 IOKYMEHTOIIOTOKOB;

- paboTta ¢ KOHPUACHIIMATHHBIMHA IOKYMEHTAMHU;

- OpraHu3aIus XpaHeHHs IOKYMEHTOB U 00eCcTieueHrne NX COXPAHHOCTH.

1.3. TpeGoBaHus K pe3y/IbTaTaM 0CBOCHHS Y4eOHON NPAKTHKHU

B pesynbprare mpoxoxkaeHus y4eOHOW MPAaKTHKU MO BUAAM TPO(GECCHOHATBHOU NeSATeTbHOCTH
00yJaroIuiics JOMKEH:

yMeThb:

- IPUMCHATH HOPMAaTHUBHBIC ITPABOBLIC aAKTHI B ynpaBnqueCKofx'I JACATCIIBHOCTH,

- IOATOTABIIMBATh MIPOEKTHI YIPABIECHYECKUX PEIICHUI;

- O6pa6aTBIBaTB BXOAAIIHUE U UCXOOAIUEC NOKYMCHTBI, CUCTEMATU3UPOBATE WX, COCTABJIATHL HO-
MEHKJIATypy Ael U GOpMUPOBATH JOKYMEHTHI B JIeNa;

- 'OTOBUTH U IPOBOAUTE COBCIIAHUSA, ACJIOBBIC BCTPEUHN, MIPHUEMBI U IPC3CHTALINH.

1.4. Konu4yecTBO 4acoB Ha ocBOeHHe padoyeil mporpaMMbl YueOHOI NPAKTUKH

B pamkax ocBoenus [IM 01 — 36 gacos.



[Tepen Hauagom yueOHOM MPAKTHKK 00YJArOIIEMYCs BBIIACTCS TEMATHKA 3a/IaHHM.
[To 3aBepHICHHIO MPAKTHKN 00YUYAIOUIHIICS IPEAOCTABIISAET OTUET U JHEBHHUK 110
yaeOHOH MPAKTUKE.



2. PE3VJBTATHI OCBOEHUS PABOUYEN ITPOT'PAMMBI YYEBHOM NMPAKTUKH
ITO IIM.01 OPTAHMU3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA U ®YHKIINO-
HUPOBAHUSA OPT'TAHU3ALINHN

Pe3ynbrarom ocBoeHus paboyeil mporpaMMbl yueOHOU MPAKTUKH SBISETCS CHOPMUPOBAHHOCTD Y
o0ydaromuxcsi MEPBOHAYATBHBIX MPAKTUYCCKUX MPOPECCHOHANBHBIX YMEHUW B paMKax MOJIyJei
[ITICC3 CIIO mo ocHOBHBIM BUJaM ACATEIBHOCTH, B TOM uucie npodeccunoHanbHbiMK (I1K) 1 oOmumu
kommnereHiusamu (OK):

Kon HaumeHnoBaHue pe3yJibTaTa 00yueHHsl

OK 1. [ToHMMaTh CYIIHOCTh U COIMAIBHYIO 3HAYUMOCTh CBOCH OyayIiei mpodeccuu, mposBIIATh K
HEW YCTOWYMBBINA UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO J€SITEIHHOCTD, BRIOUPATh TUIIOBBIE METO/IBI U CIIOCOOBI BBI-
NIOJIHEHUs TPOo(eCCHOHATIBHBIX 3aJ]ay, OLIEHUBATh X 3(PPEKTUBHOCTH U KaueCTBO.

OK 3. [IpyHuMaTh pelieHns B CTaHAaPTHBIX U HECTAHIAPTHBIX CUTYaLUAX U HECTU 32 HUX OTBET-
CTBEHHOCTb

OK 4. OcymiecTBIATh TOUCK U HCIIOB30BaHUE HMHPOPMAITUH, HE00X0aUMOM 17151 3P PEeKTHBHOTO
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, IPOQECCUOHATIBHOTO M JMYHOCTHOI'O PA3BUTHSI.

OK 5. Hcnonp3oBaTe MHPOPMATMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHU B IPO(EeCCHOHAIBHOM
JesSITebHOCTH.

OK 6. PaboTath B KOJIJIeKTHBE U KOMaHAE, YPPEKTHBHO 0OIIATHCS C KOJUIETaMHU, PyKOBOJICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpath Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaH 1bl (ITIOAYMHEHHBIX ), PE3yJIbTaT
BBINOJIHEHUS 3a/1aHU.

OK 8. CamocToATeNnbHO ONpeAeaTh 3a/1a4i IPO(PECCUOHATBHOIO U JMYHOCTHOIO Pa3BUTHUS, 3aHU-
MaThCsl caM000pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBILIEHUE KBATHU(PHUKAIIMH.

OK 9. OpueHTHPOBATHCS B YCIOBHUIX YaCTOW CMEHBI TEXHOJIOTHI B TPO(eCCHOHATIbHON JAeATelNb-
HOCTH.

IIK 1.1. KoopaunnupoBats paboTy opranuzanuu (IpHEMHON PYKOBOIMUTENS ), BECTU IPUEM ITOCETUTE-
nen.

IIK 1.5. OdopMIIATh U PETUCTPUPOBATH OPraHU3ALUOHHO-PACTIOPSAAUTENbHbIE JOKYMEHTBI, KOHTPO-
JIMPOBATh CPOKU UX UCIIOJIHEHUS.

IIK 1.6. OO6pabaTbIBaTh BXOJAIINE U UCXOJSAIIUE TOKYMEHTbI, CHCTEMaTH3UPOBATh UX, COCTaBIATh
HOMEHKJIATYPY J1e7 U (pOpMHUPOBATh TOKYMEHTHI B €Ja.

IIK 1.7. CamocrodaTenbHO paboTaTh C JOKYMEHTaMH, COJIepKaIllMMU KOH(DUIeHIIMAIBbHYIO HH(pOpMa-
1[1}0, B TOM YHCJIE C JOKYMEHTaMHU 110 JUYHOMY COCTaBY.

IK 1.9. OcyecTBIIATh NOATOTOBKY /€] K IEpejaue Ha apXUBHOE XPAHEHUE.

I1K 1.10. | CocTraBnaTh ONMUCH JIJ1, OCYLIECTBIATH MTOJTOTOBKY /€] K Iepeade B apXUB OpraHU3aluy,
roCy/IapCTBEHHbIE 1 MYHUIIUTIAIIbHBIE APXUBBI.




3. TEMATUYECKWH IUIAH U COAEP)KAHUE YYEGFHOU MPAKTHUKH IO IIM.01 OPTAHU3ALIUA JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUSA U ®YHKIIMOHUPOBAHUA OPI'AHU3AIIN

3.1. Ilnan npoxoxkaeHus1 Y4eOHOH NPAKTUKHU N0 NPo¢ecCHOHATbHBIM MOIYJIAM

HaumeHnoBaHnue MoayJisi Y4yeOHasi NPAKTHKA N0 Kypcam

[IM. 01 Opranuzanus J0KyMEHTallHOHHOTO 00eCIieYeHUsl YIIPaBICHUS 1 ouHasi/3a0uHas opma oOy4deHust 3 Kypc 5 cemectp
(YHKITMOHUPOBAHUSI OpTraHU3AIUU

3.2. TemaTnueckuii IIaH U cofiep:kanne y4eOHoi npakTuku no [IM. 01 Opranu3anus J0KyMEeHTAIlHOHHOTO o0ecnieyeHsl ypaBJjeHus: U GyHKINO-
HHUPOBAHMS OPraHU3ALUH

Koa IK KosmmyecTBo 4acos no Buasi pador HaumeHnoBaHuA TeM y4eOHOM NPAKTHKH KoJ1-Bo yacos no te-
M Mam
1 2 3 4 5
1. Opranuzanus npuema rocetuteneit. | Tema 1. MonenupoBanue 1 aHaJIM3 CUTYalUi Tpue- 6
IK 1.1; 2. IloaroroBka MpOEKTOB yNpaBJicHUYE- | Ma OCETUTENIEH.
[IK 1.5; CKUX pELICHHH. Tema 2. CocraBienue, opopMIIeHHE U KOHTPOJIb 32 6
1K 1.6; 3. AHain3 TOKyMEHTOIIOTOKOB. VCIIOJIHEHUEM YIIPABICHYECKUX JOKYMEHTOB.
K 1.7; 36 4. Pabota ¢ koHQUIEeHIMANEHBIME 10- | Tema 3. OOpaboTKa, cUCTEMaTH3alHs JOKYMEHTO- 6
IIK 1.9; KYMEHTaMH. MMOTOKOB.
IIK 1.10. 5. Opranusanus XxpaHeHus 10KyMeH- | Tema 4. CocTaBiieHHe 1 06paboTKa JOKYMEHTOB 0 6
TOB U 00€CIIeYeHHE UX COXPAHHOCTH. JIMYHOMY COCTABY.
Tema 5. TlogroToBka s1e1 K apXUBHOMY XpaHEHHUIO. 12
IIpome:xxyTouyHast arrecranus B ¢gopMe 3a4era
IK3aMeH (KBaTHPUKANHOHHDBIN) M0 MOXYJIIO
Bcero yacoB 36




3.3. Copep:xanue yueOHO# NpakTHKHU N0 npodeccuoHaibHomy Moay.awo IIM. 01 Opranusanus 10KyMeHTAlHOHHOI0 o0ecrieyeHnsl ynpaBJjieHus U

(PYHKIIMOHHMPOBAHUS OPraHU3ALNHU

HanMeHoBaHue TeM NPAKTHK Copepxanne yueOHbIX 3aHATHH O0bem | YpoBeHb
4acoB | OCBOEHHsI
1 2 3 4
1. Opranu3anus npuemMa noceTruresei
Tema 1. MonenupoBaHue U aHAIM3 CUTyaluu mpuema 1o- | 1. OTpaboTka HABBIKOB NMPUEMa IMMOCETUTENEH;
CeTUTeNei 2. 3anoJIHeHUE KypHAJIa IOCETUTENEH; 6
3. [IpuMeHeHne TPHUEMOB JEJIOBOTO OOIIEHUS U MPaBWI KYJIbTYPHOTO T10-
BEJICHUS.
2. IloaroToBKa MPOEKTOB YNPaBJeHYECKHX pelleHn il
Tema 1. CocraBnenue, opopmieHne u KOHTpoib 3a uc- | 1. Odbopmuenue OP/I, cobmronas tpedoBanus [OCT P 7.0.97-2016; 6
MIOJIHEHUEM YIIPaBJICHYECKUX JOKYMEHTOB. 2. Peructpupoars OP/] B sxypHanbHON U KapTOYHOU dopMax.
3. AHAJIM3 JOKYMEHTONOTOKOB
Tema 1. O6paboTka, cucreMaTu3anus JOKyMeHTonoTokoB | 1. OOpaboTka MOCTYNUBIIEH KOPPECHOHIEHIUH (IIPHEM, COPTHPOBKA, 6
perucrpanus);
2. OdopmieHne UCXOAAIUX JOKYMEHTOB.
4. PaboTta ¢ koHpUAeHINATbHBIMH JOKYMEHTAMH
Tema 1. CocraBnenue u o0paboTka JOKYMEHTOB Mo Jnd- | 1. CocTaBieHne TOKyMEHTOB MO KaJpOBBIM BOIPOCaM; 6
HOMY COCTaBYy 2. OdopmiieHue TNYHBIX KAPTOUYEK CTY/IEHTOB;
3. CocTaBiieHHE ONIUCEN €] O JIUYHOMY COCTaBy.
5. Opranusanusi XxpaHeHusi JOKYMEHTOB U o0ecrieyeHue UX COXPAHHOCTH
Tewma 1. [TogroroBka 1ei Kk apXMBHOMY XPAaHEHUIO 1. Odopminenue o0OJOKKM [JeiI, BHYTPEHHEH ONHUCH Jied, JIUCTa- 12
3aBEpUTEIIS JIET;
2. [MoaroroBka MTMYHBIX e (PaOOTHUKOB, CTYJICHTOB BBITYCKHBIX TPYIII)
K [lepesiaye Ha apXUBHOE XPaHEHUE;
3. ITonmmBka A€ AIUTENBHOIO CPOKA XPAaHEHUS;
4. CocTaBJieHHE OIMUCH JIeJI, aKTa nepeaadn (s nepenadu Jaea paboTHH-
KOB, CTY/ICHTOB BBIITYCKHBIX Tpymnil B apxuB Y[ TV, apxuB opranusanum).
IIpomeskyTouHas arrectauus no YII B popme 3auera
JKk3aMeH (KBAJTH(PUKAIMOHHBII) 0 MOLYJIIO
Bcero gacos 36

OcBoenne y4eOHOW MPAKTHKH MOXET ObITh peain30BaHO C MPUMEHEHHEM 3JIEKTPOHHOTO O0YYEHHs, JUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTUI
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B coOTBeTCTBHHU C [TojokeHreM O MPUMEHEHUH AIIEKTPOHHOTO O0Y4YeHUsl, TUCTAaHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOJIOTHI MPU pean3aluu 00pa3oBaTelb-
HBIX IIPOrpaMMaM CPEIHETo MPOopECCHOHATLHOTO 00pa30BaHmsl, yTBEPKACHHOTO mpeacenatenem yueHoro copera ®I'bOY BO «YI'TY».

3.4. IlepeyeHb NPpoOBEePOYHBIX padoT:

HaumenoBanue pazjaeos, IIK

Buapl npoBepoYHBIX padoT

1

2

IIK 1.1. KoopaunupoBaTh paboTy opranu3anuu (IpUeMHOU py-
KOBOJIUTEJIS ), BECTU IPUEM IIOCETUTEIIEH.

[TpoBepka HAaBBIKOB MpHEMa MOCETUTEIICH, TPUEMOB JIETIOBOTO OOIIEHUS U MPABHII KYJIb-
TYPHOI'O IIOBEICHUS.

KoHTposb 3a mpaBMIIBHOCTBIO OOPMIICHHUS W 3aIOJHEHUS KypHaja MpUeMa IMoCeTUTe-
JICH.

IIK 1.5. OdbopmMisTs ¥ perucTprUpoBaTh OPraHU3ALMOHHO-
pacropsiANTeNIbHbIE JOKYMEHTBI, KOHTPOJIUPOBATh CPOKH UX UC-
MOJTHEHUSI.

[TpoBepka kavyecTBa OOPMIICHUSI M PETHCTPALIMU OPTraHU3AIIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB. [IpoBepka MpaBHIILHOCTH PETHCTPAIMH JTIOKYMEHTOB B KYpHAIBHOU U Kap-
TOYHOU (popmax.

IIK 1.6. O6pabaTsiBaTh BXOASIINE M UCXOSAIINE JOKYMEHTHI, CH-
CTEMaTU3UPOBaTh MX, COCTABIATh HOMEHKJIATYPY Jel U (HhopMH-
pOBAaTh JTOKYMEHTHI B JIeJa.

[TpoBepka 3TanoB 0OpaOOTKM BXOISANIMX M HCXOISANIMX JTOKYMEHTOB. IIpoBepka mpa-
BUJILHOCTH COCTaBJICHHS HOMEHKIATYphl Aeln. [IpoBepka ¢popmMupoBaHus JOKyMEHTOB B
Jiena.

IIK 1.7. CamocTtosTenbHO paboTaTh C JOKYMEHTaMH, COJEpKa-
NMMHA KOH(PHUICHINATBHYI0 HHPOPMAIUIO, B TOM YHUCIE C JIOKY-
MEHTaMH [0 JINYHOMY COCTaBY.

[TpoBepka kauecTBa cocTaBieHHsI U 0OPMIICHHS JOKYMEHTOB IO JINYHOMY COCTaBY CO-
JIEpKaIUX MEPCOHAJIbHBIC JaHHbIE.

IIK 1.9. OcymecTBisITh TOATOTOBKY JI€T K Iepeadye Ha apXUBHOE
XpaHEHHe.

HpOBepKa IMOATOTOBKHU A€ IJIA apXHUBHOT'O XpPaHCHHA.

IIK 1.10. CoctaBnarh ONMKMCH A€, OCYIIECTBIATh TOATOTOBKY €I
K Tlepefaye B apXUB OpraHu3alud, TOCYJapCTBEHHbIE U
MYHUITUTIATLHBIC ADXUBHI.

[TpoBepka coctaBneHus onucei Ael, MOArOTOBKY /e K Iepejaue B apXUB OpraHu3aluy,
rOCYJapCTBEHHbIE U MYHUIIUIIATbHbBIE APXUBBI.




4. YCJIOBUS PEAJIM3AIIAU PABOYEN ITIPOT'PAMMBI YUEBHOM MIPAKTUKHA
ITO IIM.01 OPTAHU3AINIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA U
OYHKIIMOHUPOBAHUSA OPT'AHU3ALIUN

4.1. TpeGoBaHusI K MUHUMAJBLHOMY MaTepPHATbHO-TEXHHYECKOMY 00ecre4eHHI0

ITpu opranuzanuu NpakTUYECKON MOATOTOBKU CO3JAIOTCSl YCIOBUS JJIsl pealn3aluu
NPaKTUKHU, IPETOCTABIISIOT 000PYIOBaHUE U TEXHUYECKHE CPEJCTBAa 00yueHHsI B 00bEMeE, T103-
BOJISAIOLIEM BBINOJIHATH ONPEEeICHHbIE BUJIbI PA0OT, CBsI3aHHbIE ¢ Oyayieil npodeccuoHanbHOM

ACATCIIbHOCTBIO 06yqaloumxca.

Peanuzanus paboueil mporpaMmbl yueOHOW NPAKTUKH MPEANOJaraeT MPOXOXKIACHUS

IIPAKTUKU Ha IPOU3BOJICTBE.

OcHoBHBIE 0a3bl IPAKTUKHU O0YYAIONIIUXCS, ¢ KOTOPHIMUA O()OPMIIEHBI JOTOBOPHBIE OTHO-

menus ¢ YI'TY, npencrasiensl B Tadimie 1:

Tabauma 1

basel npakTuk
(HaMMEeHOBaHUE MPEANPUATUH,
OpraHU3aIHH )

PexBU3UTHI U CPOKHU ACHCTBUS JOTOBOPOB (HOMED
JIOKYMEHTA; OpraHu3alus, ¢ KOTOPOM 3aKJIF0UEH JOTOBOD;
JaTa JOKyMEHTa; CPOK JEHCTBUS)

1| Aamunucrpanus MOI'O
«YXxTa»
(apxuBHBIN OTIET)

CornaireHre 0 COMaIbHO-DPKOHOMHUYECKOM MTapTHEPCTBE
oT 15.08.2014 ¢ Aagmunuctpamueit MOI'O «YxTta»
(beccpounbrit)

2. | AIMUHUCTpALMS
MP «Tpounnko-Ilevopckuii»
(apxuBHBIIi OT/IENT)

CornanieHue o colMalbHO-3KOHOMUYECKOM TapTHEPCTBE
ot 16.04.2014 ¢ Anmunuctpauueit MP «Tpourko-
[Tedopckmit»

(beccpounblit)

3. Anmvunuctpanus MP «YcTb-
[{unemckuit» (apXUBHBIH
OT/IEJ)

Cornamenue o cOMaJIbHO-3KOHOMUYECKOM ITapTHEPCTBE
ot 10.04.2014 ¢ Anmunuctpanueit MP «¥YcTb-
I[Munemckuiny

(beccpounprit)

4. | AmMuHHCTpanus
MP «Y nopckuin»
(apXUBHBIN OTIEN)

Cornaienue o cOLUaNbHO-3KOHOMUYECKOM NTapTHEPCTBE
ot 17.04.2014 ¢ Anmunuctpauueit MP «¥Y nopckuii»
(beccpounsrit)

5 | AIMHHUCTpAITHSI
MP «CocHoropck»
(apXuBHBIH 0TIEN)

CornanieHue o colualbHO-3KOHOMUYECKOM TapTHEPCTBE
ot 25.03.2014 ¢ Anmununctpanueir MP «CocHoropck»
(beccpounprit)

6. | AnMuHHCTpAIMs
MOI'O «CpIKTBIBKap»
(apXUBHBIN OTIEN)

Cornaienue o colManbHO-3KOHOMUYECKOM MapTHEPCTBE
o1 03.07.2014 ¢ Anmunuctpanueit MOI'O «CpIKTBIBKap»
(beccpounsrit)

7. | AIMAHUCTpAIHS
MP «BykTtbu1»
(apXUBHBIN OTIEN)

Cornamenue o colUanbHO-3KOHOMUYECKOM NTapTHEPCTBE
ot 27.05.2014 ¢ Anmunuctpauueit MP «BykTbun»
(beccpounsrit)

10




AJIMUHUCTpaLUS
MOT'O «BopkyTtay» (apXuBHBIN
oTJIeN)

CornanieHue o cOIMalIbHO-3KOHOMUYECKOM MTapTHEPCTBE
oT 26.03.2014 ¢ Aagmunuctpanueit MOI'O «BopkyTa»
(beccpounbrit)

AJIMUHUCTpaLUS
MOI'O «YcuHCK» (apXUBHBIH

CorunamieHue o COIMaIbHO-9KOHOMUYECKOM TaPTHEPCTBE
ot 23.05.2014 ¢ Anmunuctpauueit MOI'O «Y cunck»

OTJEN) (beccpounslit)

10. | A iMuHHUCTpAIHS CornaiieHrue 0 COMATbHO-?PKOHOMUYECKOM MapTHEPCTBE
MOI'O «MHT2» (apXUBHBII o1 27.03.2014 ¢ Anmunuctpauueit MOI'O «MHTa»
OTJEeN) (beccpounslit)

11.| Aamunucrparps MP CornameHue 0 COUaTbHO-3KOHOMUYECKOM MapTHEPCTBE
«ITeqopa» (apxuBHbIi oTaen) |oT 27.03.2014 ¢ Anmunuctpanueit MP «Ileuopay

(beccpounsrit)

12.| Ammunuctpanms MP Cornanienue o COIMaIbHO-3KOHOMUYECKOM MTapTHEPCTBE
«[Ipuny3ckuit» (apXxuBHBIN o1 31.03.2014 ¢ Anmunuctpauueit MP «lIpminy3ckuii»
OTJEe) (beccpounblit)

13.| AaMuHUCTpaLHs CornanieHue o colualbHO-3KOHOMUYECKOM TapTHEPCTBE
CIT «O6msraeBo» (apxuBHBIA | 0T 09.08.2013 ¢ Anqmunucrpamueii CIT «O0bsaeBO»
oTJIeN) (beccpounbrit)

14.| AmMuHUCTpAIHS Cornanienue o COIMaIbHO-3KOHOMUYECKOM MTapTHEPCTBE
MP «KHSKIIOTOCTCKUI» o1 20.03.2014 ¢ AamuHuctpanuein
(apxuBHBIN OTIET) MP «KHS>KIOTOCTCKUI

(beccpounsrit)

15. | AaMuHUCTpAITHS CorJaiieHue 0 CONUaTbHO-3KOHOMUYECKOM ITapTHEPCTBE
MP «Ko#tropoackuii» ot 31.03.2014 ¢ Anmunuctpanueit MP «Ko#ropoackuii»
(apXUBHBIN OTIEN) (beccpounsrit)

16. | AmMuHUCTpAIHS Cornamenue o cOMaJIbHO-3KOHOMUYECKOM ITaPTHEPCTBE
MP «KopTkepocckuin» ot 10.04.2014 ¢ Anmunuctpanuein MP «KopTkepoccknii»
(apXUBHBII OT/IEN) (beccpounprit)

17.7 Anmunnctpanust MP «Ycre- | CornamieHue 0 COnuaabHO-3KOHOMUYIECKOM MTAPTHEPCTBE
Kynomckuii» (apXuBHBIN ot 20.03.2014 ¢ Anmunuctparueit MP «YcTb-
oTJeN) Kynomckuii»

(beccpounsrit)

18. | A AMUHHCTpALTHS CoraiieHue 0 CONUaTbHO-3KOHOMUYECKOM ITapTHEPCTBE
MP «Mxemckuii» (apxuBHblii | 0T 21.04.2014 ¢ Anmunuctpanueit MP «xemckuiiy
oTien) (beccpounsrit)

19.

AJIMUHHCTpaLUs
MP «CpICOIbCKHID
(apxuBHBIN OTIEN)

CornamieHue o colMalbHO-3KOHOMUYECKOM ITaPTHEPCTBE
ot 22.05.2014 ¢ Anmunuctpaunein MP «CpIcosbecKkuiny
(beccpounsrit)
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20. | A IMHHHCTpAIHST CornanieHue o cOIMalIbHO-3KOHOMUYECKOM MTapTHEPCTBE

MP «CBIKTBIBIUHCKUI oT 29.04.2014 ¢ AamuHucTpanuen
(apxuBHBIN OTIET) MP «CBIKTBIBAMHCKHI»
(beccpounbrit)

21. | Anmunuctpanus MP «Yere- | Corlamenue o ColMaibHO-D)KOHOMUYECKOM ITAPTHEPCTBE
Boimckuit» (apxuBHblil otaen) ot 29.04.2014 ¢ Anmunuctpanueit MP «Y ctb-BoriMckuii»

(beccpounslit)
22.|OAO «CesepHble CoraiieHue 0 COTPYJAHUYECTBE
MarucTpaibHbIe ot 14.02.2013 Ne321 nc/13
HeTenpoBOILI ¢ OAO «CeBepHble MarucTpajbHble HE(TEITPOBOIBI»
(beccpounbrit)

23.10AO «Hedtsnas komnanuss | Cornamenue ot 31.10.2002

«JTYKOWII» Ne 0211039 ¢ OAO «Hedrsinas kommanus «JTYKOMII»
(beccpounblit)
24.1 000 «JTYKOMJI-Komu» JloroBop o0 coTpyaHuYecTBe B chepe oOpa3zoBaHus

or 01.03.2022 Ne22Y 0327
¢ 000 WIYKOWJI-Komu»
(BeccpouHbrii)

25.1 AO «IToura Poccuuny» Horosop o corpyaauuectse ot 10.01.2022 Ne 10-1 (o
31.12.2023)

4.2. UndopmanuonHoe odecrnedeHne o0yueHust

OcHOBHBIC HCTOYHHMKH:

° AnexceeBa, T. B. JlokyMeHTanimoHHOe o0ecrieueHue ymnpasnenus: yueOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocka: YHuBepcuret «Cuneprusi», 2020. — 132 c. — ISBN 978-
5-4257-0402-3. — Tekct: 31ekTpoHHbI. — Pexum mocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

ApacnanoBa, B. A. JlokyMeHTalMoHHOe oOecliedeHHe yIpaBieHHs: ydeOHO-
MpakTHYecKoe mocodue B cxemax, Tadnuiax, oopasuax / B. A. Apacnanosa. — 3-e uza. — Cyp-
ryT: CypryTcKuii TOCyAapCTBEHHBIN neaarorndaeckuii yausepeuret, 2019. — 240 c. — ISBN 978-
5-93190-385-9. — Tekct: anekTpoHHbI. — Pexum mocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=94291

. beikoBa, T. A. JlokymMeHTaIlmOHHOE OOECIeYeHHE yMpaBlIeHUs (JAETONPOU3BO/I-
cTBO): yueOHoe mocobue / T.A. brikoBa, T.B. Ky3nenosa, JI.B. Cankuna; mog o6mr. pea. T.B.
Ky3Huerooii. — 2-¢ u3j., nepepad. u gom. — Mocka: TH®PA-M, 2021. — 304 c. + [lomn. maTepu-
anel [DnekTpoHHEIH pecype]. — (Cpemnee npodeccrnonaibHoe oopazoBanue). — ISBN 978-5-16-
013913-5. — Tekct: anekTpoHHBIN. — Pesxxum noctyma: https://znanium.com/read?id=360476

. I'maguii, E. B. JlokymeHTanmonHoe obecredeHue yrnpasieHus: yaeOHOe ocoone
/ E.B. I'manuit. — MockBa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccuoHaIbHOE
obpasoBanue). — Pexxum mocryma: https://znanium.com/read?id=354819

. I'ypeeBa, M. A. IlpaBoBoe obGecrnieueHue MpodeccnoHaTbHON AesITeNTbHOCTHU:
yueOHuK / M.A. I'ypeeBa. — MockBa: ®OPYM: UH®PA-M, 2021. — 239 c. — (Cpennee npodec-
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cuonanpHOe oOpaszoBanue). — ISBN 978-5-8199-0743-6. — TekcT: AeKTpOHHBIA. — Pesxkum 110-
cryna: https://znanium.com/read?id=369665
o JlokymMeHTanmoHHoe obecrieueHue ympasieHus. CocraBieHue u oopMieHUE Jie-

JOBBIX JOKyMeHTOB: yuebHoe mocodue anst CIIO / cocrasurenu E. U. bammakosa. — Caparos,
Mocksa: IlpodobpazoBanue, Aii Ilu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. — Tekcr: 3JICKTPOHHBIH. — Pexxum JIOCTYTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

J Kyxapenko, T. A. IlpaBoBoe oOecneueHue mpoeCcCHOHAIbHONU AESITeIbHOCTH:
yuebnuk g CIIO / T. A. Kyxapenko. — Capatos: IIpodobpazoBanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Tekcr: 3JICKTPOHHBIN. — Pexxum JIOCTYyTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=102330

. Martsee, P. ®. IlpaBoBoe oOecrnedeHre NPOPECCUOHATBHOU ACATEIHHOCTH:

Kkpatkuii kype / P. ®@. MatBeeB. — 3-e u3j., ucmp. u goim. - MockBa: ®OPYM: UHOPA-M, 2020.
— 128 c. — (Ilpodeccrnonansuoe oopazoanue). — ISBN 978-5-00091-063-4. — TekcT: 271€KTpOH-
HbIH. — Pesxxum moctyna: https://znanium.com/read?id=356152

o [Tpauko, I'. C. IIpaBoBoe obecnieueHmne mpodeccuoHalIbHON JesITeNbHOCTH: yueo-
auk / I'. C. Ilpamnko. — Mocksa: PUOP: UHOPA-M, 2021. — 177 ¢. — (CpenHee npodeccruoHa b-
Hoe oOpaszoBanme). — ISBN 978-5-369-01869-9. — Tekct: anekrpoHHBIH. — Pexum pocryma:
https://znanium.com/read?id=376972

CusakoBa, M. JI. IIpaBoBoe obecnieueHne nmpodeccHoOHAIBHON ACSITeNbHOCTH: MeToau-
YecKHe PEeKOMEHIAIMK ISl BBIMOJIHEHUS KOHTPOJIBHBIX paboT mo aucuuriuHe / Mapuna Jleo-
HugoBHa CHBaKkoBa; YXTHHCKHUI roCylapCTBEHHBIH TEXHUYECKUI yHUBEpcUTET, I[IpombliuieH-
Ho-3KoHOMHueckuid JecHor komemk (I123JIK) MU (CIIO). — Yxra: M3a-Bo YXTHUHCKOTO rocy-

JApCTBEHHOTO TEXHHYecKoro yHuBepcurera, 2018. — 12 c¢. — Pexum pgocryna:
http:/lib.ugtu.net/book/28332 45 3k3.
o Teimenko, A. W. IlpaBoBoe obGecneyeHue MpodhecCHOHAIBHONW JesSTeNbHOCTH:

yuebHuk / A.W. Teimenko. — 4-e uza. — Mocksa: PUOP: UH®OPA-M, 2021. — 221 c. — (Cpennee
npodeccuonansHoe oopazoBanue). — ISBN 978-5-369-01657-2. — Tekct: 3neKTpoHHEIH. — Pe-
*®uM focrymna: https://znanium.com/read?id=379470

J Xabubymun, A. I'. IlpaBoBoe oOecnieueHne NMpoPecCUOHANBHON EATEIbHOCTH:
yuebHuk / A. I'. Xabubynun, K. P. MypcanumoB. — 2-e u3n., nepepab. u gon. — Mocksa: ®O-
PYM: UHOPA-M, 2021. — 364 c. — (Cpennee npodeccruonanbaoe oopazoBanue). — ISBN 978-
5-8199-0874-7. — Texcrt: AJIEKTPOHHBIH. — Pexum JIOCTyTIA:
https://znanium.com/read?id=361001

JlonoJHUTeIbHbIE HCTOYHUKH:

Cwmupnosa E.I1. Jlenonpou3sBonactBo ais cekperapsi. PazpaboTka, yueT U XpaHeHUe Cily-
YKeOHOM JOKyMEHTAINu [ DNeKTpOHHBIN pecypc]: mpaktuueckoe nmocooue / E.I. CmupHoBa. — 2-
€ U3J. — DIEeKTPOH. TeKCTOBbIe naHHbIe. — CaparoB: Ail [Tu Op Menua, 2019. — 210 c. — 978-5-
4486-0465-2. — Pesxum moctyma: http://www.iprbookshop.ru/79622

. Kysnenona, 1. B. JlokymeHTalnoHHOE oOecrieueHue yrnpaBiaeHus [DIeKTpOHHBIN
pecypc]: yueonoe mocobue mis CIIO / W. B. Ky3nenosa, I'. A. XagatpsiH. — 2-e uza. J1eKTpOH.
TekcToBble naHHble. — CapatoB: [Ipodobpazosanue, Al [Tu Op Menua, 2019. — 166 c. — 978-5-
4486-0404-1, 978-5-4488-0216-4. — Pexum mpocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326

4.3. O0mme TpeOOBaAHUA K OPraHU3aAlUM 00Pa30BaTEILHOIO Mpolecca
[IpakTuka peanusyercs B ¢opMe MPAKTUYECKOW MOATOTOBKHU MPHU OCBOSHUU 00pa3oBa-
TEJILHOU ImporpamMmsbl B YCIIOBHAX BBIITOJTHCHUA O6y‘IaIOHII/IMI/IC$I OIMPECACIICHHBIX BHUI0OB pa60T,
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CBSI3aHHBIX C Oyaymied mpodecCHOHaTbHON NeATeIbHOCTRI0O M HAMpPaBICHHBIX HA (OPMHUPOBA-
HUE, 3aKpeIUICHHEe, Pa3BUTHE MPAKTUYCCKUX HABBIKOB W KOMIIETCHIIMU IO MPOQUIIO COOTBET-
CTBYIOLICH 00pa30BaTEIbHON MPOrPaMMBI.

Peanmzanus npaktukn B (opMe MPAKTUYECKOH IMOATOTOBKH MOXET OCYIIECTBIIATHCS
HETPEPHIBHO, TUOO0 IMyTeM YepeloBaHus ¢ peanu3anueil napix komnoneHToB OIl B cooTBeTCTBUI
C KaJIeHJapHBIM Y4€OHBIM TparKOM U yU4eOHBIM TJIAHOM.

XapakTep yueOHON MPAKTUKU: KOHIICHTPUPOBAHHO.

VYyebnas npaktuka npoBoautcs npenogaBatenem [IM.01 Opranuzanus ToKymMeHTaIU-
OHHOTO o0ecnieueHus U (YHKIIMOHUPOBAHUS OpraHU3aLUH.

@OyHKIMHM [IPENoJaBaTeN-pPyKOBOAUTENS yUEOHON IPAKTUKHU:

- pa3pabaThIBalOT TEMATUKY 3aJlaHUM JJIs1 00y4YaIOLIUXCs;

- IPOBOJAT KOHCYJbTAllMU C OOYYaIOLIUMUCS C Pa3bsCHEHUSMHU LieJIeH, 3a/1ad U COJep-
KaHUs y4eOHOM MpaKTUKH;

- OKa3bIBaIOT METOJMNYECKYIO MOMOIIb OOYUYaIOMIMMCSl TIPU BBITIOJIHEHUH 33/1aHUil yuel-
HOM MPaKTUKH.

OO6mre TpeboBaHUs K GOPMaM OTYETHOCTH O MPOXOKJICHUN YIeOHOU PAKTUKU:

- JIHEBHUK;

- IINCbMCHHBIN OTYET;

- aTTECTALlMOHHBIN JIUCT;

- HaIlpaBJICHUE;

- 3a/1aHKe Ha YYeOHYIO MPAKTUKY.

4.4. KaagpoBoe odecnieueHne 00pa3oBaTejJibHOIO NMpouecca

Peanmzanus y4eOHOM NMPAaKTHKH JTOJDKHA OOECIICYMBATHCS TENArOrMYSCKUMH KaJlpaMH,
UMEIONTMMH BhICIIee oOpa3oBaHHe, cooTBeTcTBYyromee npodmto [IM.01 Opranusamus TOKy-
MEHTAIIMOHHOTO O0ecTeueHusl yrpaBieHus W (YHKIIMOHUPOBaHMs opraHuzanuu. OmnbIT Aes-
TETLHOCTH B OPTaHM3AIUSAX COOTBETCTBYIOIIEH mpodeccroHanbHOl chephl sBIsieTcs 00s13a-
TeIBHBIM JJIS TIperoaBareneii-pykoBoguTeneil yueoHo npakrtuku. [IpenogaBaTeny momydaror
JIOTIOTHATETFHOE TIPOPECCHOHAIBHOE 00pa30BaHUE 10 MPOTrPaMME TIOBBIIICHHS KB (DUKAIIAH,
B TOM 4HcCIie B (hopMe CTaXXUPOBKHU B TPOGUIBHBIX OpraHu3alusix He pexxe 1 pasza B 3 rona.

5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS ITPOT'PAMMbBI YYEBHOUN
IMPAKTHUKU IO IIM.01 OPTAHU3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYE-
HUA 1 PYHKIUMOHUPOBAHUSA OPI'AHU3ALINN

KoHTponb u olieHKa pe3ylbTaTOB OCBOEHUS YUeOHOW MPAaKTUKH OCYIIECTBISETCS PYKO-
BOJIUTEJIEM MPAKTUKU B (HOpME MPOBEIEHUS YICOHO-TTPOU3BOACTBEHHBIX Pa0d0T, CAMOCTOSITENb-
HOTO BBITIOJIHEHUST 00YUYAIOIUMUCS 3aJaHUI, BBITIOTHEHUS] TPAKTUIECKUX TPOBEPOYHBIX padoT.

B pe3syabTare ocBoeHuUsi y4eOHOI NPAKTHKH, 00y4Yaloumuecs NPOXOJAT IMPOMEKY-
TOYHYIO aTTeCTAlMIO B (popMe 3a4eTa M 3aLUTHI 0TYETA 10 MPAKTHKE.

IIpodeccnoHaIbHBIE KOMIIETCHIUH

Kon HaumenoBaHue pesyiabrara 00y4eHus ®opMbI M METOABI KOHTPOJIS U
K OLIEHKH Pe3y/IbTATOB 00y4YeHusI
IIK | KoopaunupoBath paboTy opranuzanuu (rnpuemHoi | Habmiogenue Bo BpeMsi BBINOJIHE-
1.1. | pykoBoauTenst), BECTH MPUEM MOCETUTENEH. HHASL  TPAKTUYECKUX  3aJaHUMN.
Yeruelii  onpoc. KoHTpons pe-
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3YyJIbTAaTOB BBIIIOJHCHUA SaﬂaHI/Iﬁ
B JTHCBHUKE U OTUYCTC.

I[IK | OdopmnaATe M perucTpupoBarh OpraHu3alMoHHO- | HabmroneHue Bo BpeMs BbINOJIHE-
1.5. | pacniopsauTeNbHbIE JOKYMEHTBI, KOHTPOJMPOBATh | HUA  IPAKTUYECKUX  3aJaHMil.
CPOKH MX UCIIOJHEHHUS. Yerawiii onpoc. Kontpons pe-
3y/lIbTaTOB BBIIIOJIHEHUS 3a/JaHUN
B JHCBHUKE U OTYETE.
IIK | OGpabarbiBaTh BXOAAIINE U UCXOASAIINE TOKyMeHTHI, | HaGmoneHe Bo Bpemst BBITIOIHE-
1.6. | cucremaru3upoBaTh WX, COCTAaBIATH HOMEHKIATYPY | HMSL — mpakTuveckmx — 3amaHmii.
nen 1 (popMUpOBaThH TOKYMEHTHI B [N, VYerueii onpoc. KoHtposs  pe-
3y/lIbTaTOB BBIIIOJHEHUS 3aJaHUAN
B JTHEBHUKE U OTYETE.
IIK | CamocTosTenbHO paboTaTh C JOKyMeHTaMH, cojep- | HaGmtoneHue Bo Bpemsl BBIIOJIHE-
1.7. | amumu KOHQHAEHINAIBHYIO MH(POPMALMIO, B TOM | HMS  IPAKTHYECKHX  3aJaHMil.
quciie ¢ JOKyMEHTaMU 110 JUYHOMY COCTaBYy. Yerueiii  onpoc. Konrtpons pe-
3y/IbTaTOB BBIIIOJIHEHUS 3a/JaHUN
B JTHEBHUKE U OTYETE.
IIK | OcymiecTBisATh MOATOTOBKY €Nl K mepenade Ha ap- | HaGmroneHue Bo Bpemsi MpakTH-
1.9. | xuBHOE XpaHEHHE. 4yeckux paboT. YCTHBIM ompoc.
HaGmronenue Bo Bpemsi BBITIOJIHE-
HUS  IPAaKTHYECKUX  3aJaHUU.
Yerawiii onpoc. KoHtpons pe-
3y/lbTaTOB BBINIOJHEHUS 3aJaHUN
B JJTHEBHUKE U OTYETE.
IIK | CocraBisTh OnUCH JA€J, OCYLIECTBISATh MOATroTOBKY | HaOnroneHue Bo BpeMs BBIIOJIHE-
1.10. | nen x mepenaue B apXWB OpraHM3allid, TOCyJAap- | HUA  NPAKTUYECKHX  3aIaHHil.
CTBEHHbBIE U MYHULIUIIAIbHBIEC APXUBBI. VYerueiii  onpoc. Konrtpons pe-
3y/lbTaTOB BBINIOJHEHUS 3aJaHUN
B JJTHEBHUKE U OTYETE.
O0mme KOMIEeTeHUHH
Kon | HaumeHnoBaHue pe3yjibTaTra 00y4eHHs ®opMbI U MeTOAbI KOH-
K TPOJISI M OUEHKH pPe3yJib-
TATOB 00y4YeHHUs
OK 1. | [lorumarp CyIIHOCTh M COLMAJIBHYIO 3HAUMMOCTh cBoel | OueHka peleHus

Oynymiei npodeccuu, TPOSBISITh K HE YCTOWYMBBIA WH- | CUTYallMOHHBIX 3aj1a4.

Tepec. HaGntonenne Ha mpakTu-
YeCKUX 3aHATHSX, B IPO-
1ecce yu4eOHOM MPAKTUKH.

OK 2. | Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIBHOCTh, BBIOUpPATh | OlieHKa peleHus

TUIIOBBIE METOABI U CIIOCOOBI BBIMOJHEHUS MPO(ECCHO- | CUTYallMOHHBIX 33/1a4.

HaJbHBIX 3aJa4, OLIEHHWBAaTh UX 3PQPEeKTUBHOCTh U Kaue- | HabGmonenue Ha

CTBO. IIPAKTUYECKUX 3aHATHSX, B
nporecce yueOHOU
ITPAKTUKH.

OK 3. | [IpyauMate pemeHus B CTaHAAPTHBIX M HeCcTaHIApTHBIX | OueHka peleHus

CUTyalludX U HECTU 3a HUX OTBETCTBCHHOCTD.

CUTYAI[MOHHBIX 3a]1a4.
HaGnronenne ©Ha mnpakTu-
YeCKUX 3aHATHSIX, B IPO-
1ecce yueOHOM MPaKTUKH.
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OK 4. | OcymecTBiATh TIOMCK W HUCMOJIb30BaHWEe uHpopmaruu, | OneHka peleHus
HeoO0XxoauMon 11t 3(pPEeKTUBHOTO BBIMONHEHUS MPO(ec- | CUTYAIMOHHBIX 3a/1a4.
CHOHAJIbHBIX 3aj]a4, Mpo(eccCHoHalbHOTO U JUYHOCTHOrO | Habmonenue Ha mpakTu-
pa3BUTHSL. YEeCKUX 3aHATHSX, B IPO-

1ecce yueOHOM NMPaKTUKH.

OK 5. | Ucnonb3oBath MH(POPMALMOHHO-KOMMYHUKaMOHHBIE | O1ieHKa pelieHus
TEXHOJIOTUH B MPOPECCUOHANBHOMN 1€ATEIbHOCTH. CUTYAllMOHHBIX 3a/1a4.

Habnronenne Ha mpakTu-
YeCKUX 3aHATHSIX, B IPO-
1ecce y4eOHOM MPAKTHUKH.

OK 6. | PaGotath B koJulekTHBE W KoMaHue, 3¢dextuBHO 00- | OneHka perieHus
IIATHCS C KOJUIETaMH, PYKOBOJICTBOM, TIOTPEOUTEISIMH. CUTYallMOHHBIX 33J1a4.

Habmionenue Ha mnpaktu-
YEeCKUX 3aHATHSX, B IPO-
1ecce yueOHOM NMPaKTUKH.

OK 7. | Bpats Ha ce0si OTBETCTBEHHOCTH 3a paboOTy wWieHOB KO- | OreHka pelieHus
MaH/bl (TIOJYUHEHHBIX ), PE3YJIbTAT BBIMOJTHEHUS 3a/IaHUH. | CUTYallHOHHBIX 3a]1a4.

Habnronenne Ha mpakTu-
YeCKUX 3aHATHSIX, B IPO-
1ecce yueOHOM MPaKTUKH.

OK 8. | CamocTosTensHO ompenensaTh 3aaaun npodeccuonansHo- | OueHka peLeHus
ro ¥ JJUYHOCTHOTO Pa3BUTHSA, 3aHUMATHCS CaMOOOpa30Ba- | CUTYAI[MOHHBIX 3a/1a4.
HUEM, OCO3HAHHO IJIAHUPOBATh MOBBIICHHE KBanu(uka- | Habmonenue Ha mpakTH-
107078 YEeCKHX 3aHSATHSX, B IPO-

1ecce yueOHOM MPaKTUKH.

OK 9. | OpuentupoBatbCsi B  yCIOBUAX  4acToil  cMeHbl | OneHka perieHus

TEXHOJIOTHI B HpO(I)CCCI/IOHaJ'IBHOI‘/'I JCATCIIbHOCTH.

CHUTYaI[HOHHBIX 3a/1a4.
Habntonenne Ha mnpakTu-
YEeCKUX 3aHATHSIX, B IPO-
1ecce y4eOHOM NMPaKTUKH.
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MUHOBPHAYKHU POCCHUHN
denepanbHOE TOCYIApPCTBEHHOE OI0DKETHOE
00pa3oBaTebHOE YUPEXKICHUE BBICIIETO 00Pa30BAHMS

«YXTHHCKHH roCy1apCTBEHHbIH TEXHUYECKUI YHUBEPCUTET)
(YI'TY)
WNunycrpuanereiii uactutyT (CI1O)

KOMIUIEKT OHEHOYHBIX CPEACTB
1O YYEBHOMU TTPAKTHUKE

[IM. 01 Opranu3zanus JOKyMEHTAIIMOHHOTO O0ECIICUCHUS YIIPABJICHUS U
(YHKITMOHUPOBAHUS OpPraHU3AINN

HaUMEHOBaHHE NPO(ecCHOHAIBHOr0 MOYJIs

OCHOBHOH Mpo(eccuoHanbHO 00pa3oBaTeIbHON MPOrPaMMBbI
cpeaHero nmpohecCUOHAIBHOTO 00pa30BaHus
no cnenuanbHoct 46.02.01 JIokyMeHTaIIMOHHOE 00eCIeUeHHE YIIPABICHUS U

APXHUBOBCACHUC

KOJl M HAMMEHOBAHHUE CIelHaIbHOCTH/TIpodeccHn




ITACITIOPT KOMIIVIEKTA OINEHOYHBIX CPEJACTB

1. O6saacTh NpUMeHeHUs

KommuiexT onenounbix cpenacts (nanee — KOC) npeaHasHaueH /Uit KOHTPOJIS U OLEHKU
pe3yibTaToB NpoxokaeHus ydyeOHo npaktuku no [IM.01 Opranu3anus JOKYMEHTallMOHHOTO
oOecrieyeHus ynpaBieHUss U (PYHKIIMOHUPOBAHHUS OPTraHU3A[MM OCHOBHOW NMpO(decCHOHAIbHOM
00pa3oBaTebHONW MPOTrpaMMbl CPeTHEr0 NMPO(EeCCHOHAIBHOrT0 00pa30BaHus 10 CHELUAIbHOCTH
46.02.01 JoxymeHTaniMOHHOE 0OeCIIeueHUE YIIPABICHUS M apXUBOBEICHHE

2. O0bexkThl oOuUeHUBaHUA — pe3yabTaTbl ocBoeHusi [IM.01 Opranusanus
JOKYMEHTAIMOHHOT0 o0ecreyeHus ynpaBJeHus U PyHKIMOHUPOBAHUSI OPTaHU3AIUH

B pesynprare mnpoBeeHHS MPOMEKYTOUHOM aTTeCTallMM IO Yy4eOHOM MpaKTHKe
OCYIIECTBIISICTCS KOMIUICKCHAs OIICHKA OBIAACHHS CICAYIOMUMU MPo(ecCHOHABHBIMU U
OOLIMMH KOMITETEHIIUSMU:

Tabauna 2.1

Kog HanmeHoBaHue pe3ynpraTa 00yueHusl

IK 1.1. KoopaunupoBats paboTy opraHuzauuu (IpUEMHOM pPYKOBOAMTENS), BECTU
IIPUEM ITOCETUTENIEN

K 1.2. OcymiecTBisITh pabOTy MO MOJATOTOBKE M IMPOBEACHHUIO COBEHIAHUH, JIETOBBIX
BCTpEY, IPUEMOB U NIPE3EHTAUN

IK 1.3. OcylecTBisITh MOATOTOBKY JIEJOBBIX I0€3J0K PYKOBOJIUTENSI M JIPYruX
COTPYJHUKOB OpraHHU3aLMH

I1K 1.4. Opranu3oBbIBaTh paboyee MECTO CeKpeTapsi M pyKOBOAUTEIs

IIK 1.5. Odopmnsath 51 pPErucTpupoOBaTh OpraHU3alMOHHO-PACTIOPAAUTEIbHBIE
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS

IIK 1.6. OO0OpabaTpiBaTh BXOMSIINE W HCXOJAIIME JOKYMEHTHI, CHCTEMATU3HPOBATh WX,
COCTaBJIATh HOMEHKJIATYPY A€l U GOpMUpPOBaTh JOKYMEHTHI B Jeia

IIK 1.7. CaMOCTOSTEIEHO paboratb c JIOKYMEHTaMHU, COJIEpKAINMU
KOH(pHICHIIMATIbHYIO WHPOPMALIHIO, B TOM YUCIE C JOKYMEHTaMH IO JTUYHOMY
COCTaBy

I1K 1.8. OcymiecTBisATh TeneoHHOE 00CIy)KHBaHUE, TPUHUMATh U Tepe/iaBaTh (PaKkchl

ITK 1.9. OcymiecTBISITh MOJITOTOBKY JIEJ K TIepeiaue Ha apXUBHOE XpaHEHUE

1K 1.10. CocTaBnaTh ONUCH €I, OCYLIECTBIATh MOATOTOBKY €N K IEpeJadye B apXuB
OpraHu3aliy, rocy/1apCTBEHHbIE 1 MYHUIIUTIAJIbHBIE apXHUBBI

OK 1 [TonnMaTh CyIIHOCTh M COLMAJIBHYIO 3HAYUMOCTh CBOEW Oynyiued npodeccuu,
IIPOSIBJIATh K HEH YCTOMYUBBINA HHTEPEC.

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JAESTEIbHOCTb, BHIOMPATh THUIIOBBIE METOABI U
CrocoObl  BBIMOJIHEHUS ~ NMPO(EeCCHOHAIBHBIX  3a/ad,  OLEHUBATb  UX
() PEKTUBHOCTH M KAaYE€CTBO.

OK 3 [TpyHMMaTh pelieHus: B CTAaHAAPTHBIX U HECTAHJAPTHBIX CUTYallUAX M HECTHU 3a
HUX OTBETCTBEHHOCTb.

OK 4 OcymiecTBiIATh MOMCK M HCIOJIb30BaHWE HWH(POPMALUHU, HEOOXOIUMOM st
3 PEeKTUBHOTO BBHIMOTHEHUS TPOPECCHOHABHBIX 3a7a4, MPOPECCHOHATBHOTO U
JMYHOCTHOT'O Pa3BUTHSI.

OK 5 Hcnonb3oBath 1H(OPMallMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH B
npodeCCHOHATLHOMN 1€ TeTbHOCTH.

OK 6 PaboraTe B KoJulekTHBE W B KOMaHJe, 3((EeKTHBHO OOIIATHCS C KOJUIEraMu,
PYKOBOJICTBOM, IOTPEOUTENISIMHU.

OK 7 Bparb Ha ce0si OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaH[bI (ITOJYMHEHHBIX),
pE3yJbTaT BBIIIOJIHEHUS 3aJaHUil.




OK 8 CaMoCTOSTEeIbHO ONpPENesaTh 3a7aud  MPOPECCHOHAIBHOTO W JUYHOCTHOTO
pa3BuTHA, 3aHUMAaThCA caM006pa3013aHneM, OCO3HAaHHO IJIaHUPOBATb
MOBBIIICHHE KBATH(DUKAIIH.

OK9 OpueHTHPOBATHCS B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTUN B PO EeCCHOHATBHOM
JEeSITETbHOCTH.

KommiiekT KOC no3BosieT O1IeHUTh MPUOOPETEHHBIE Ha TIPAKTUKE

YMEHHUSA:

— NPUMEHSATH HOPMATHUBHBIE ITPABOBHIE AKThI B YIIPABICHUYECKOMN JAESITEIbHOCTH;

— MOJITOTABJIMBATh MIPOCKTHI YIPABICHUECKUX PELICHUN;

— o00pabarbiBaTh BXOJSIIME M UCXOASIIME JIOKYMEHTBHI, CHUCTEMAaTHU3UpPOBaTh UX,
COCTaBIISITh HOMEHKIIATYPY JIeN U (POPMUPOBATH JOKYMEHTHI B JIENa;

— TOTOBUTH U IIPOBOJIUTH COBEILLIAHUS, JI€JIOBbIE BCTPEUH, IPUEMBI U TIPE3EHTALIUH.

3. ®opMbI KOHTPOJISI H OLCHKH Pe3yJIbTATOB NPOXO0KACHHUA IPAKTHKH

B cootBerctBUM ¢ yueOHBIM IIaHOM, pabdoueil mporpammoit [IM.01 Opranuzaunus
JIOKYMEHTAIMOHHOT'0 00ecrieueHus yrpaBiieH!s U (yHKIIMOHUPOBAHUS OpraHu3aluu U padoueil
IpOTPaMMOI y4eOHOH NMPaKTHKH MPEeIyCMaTPUBACTCA TEKYIIMH W MPOMEKYTOYHBIH KOHTPOJIb
pE3yJIbTaTOB OCBOCHMSI.

3.1 ®opMbI TeKyLIEro KOHTPOJIS

Bunsl pabor Ha mpakTHKE OIPEENSIOTCS B COOTBETCTBHH C TPEOOBAHUSAMHU K
pesynpratam oOyueHuss mno IIM.01 Opranuzamuss AOKYMEHTAIIMOHHOTO —oOOecredeHus
yrpasieHus U pyHkunonuposanus oprannzanuu — [IK, OK u oTpaxkensr B pabodeii mporpamme
IIM u paboueii mporpamMme MPaKTHKH.

Texyiuii KOHTPOJIb PE3YIbTATOB INPOXOXKACHUS y4eOHOW MPAKTUKU B COOTBETCTBUM C
paboueii mporpaMMoil MPaKTUKH MPOMCXOAUT MPH UCHOIB30BAHUU CIEIYIOMIMX 00s3aTeNbHBIX
(bopM KOHTPOJIA:

1. EcxeZTHEBHBIIM KOHTPOJIb MOCEIIAEMOCTH Y4eOHOM MPAKTUKHU PYKOBOJIUTENEM MPAKTUKU
OT YHUBEpCHUTETA (C OTMETKOM B )XKypHaJIe ydeTa Mpo(ecCHOHaTbHBIX MOTYJIEH);

2. HaGnroeHue 3a BBINIOJIHEHUEM CIIETYIOIUX BUJOB PabOT Ha MPAKTHUKE:

— Opranuzanus rnpuemMa moCeTUTENeH.

— IToaroroBka NpoOEKTOB YIIPABIEHYECKUX PEILICHUN.

— AHanu3 TOKyMEHTOMOTOKOB.

— Pabora ¢ koH(UAEHINATEHBIMU TOKYMEHTAMHU.

— Opranusanus XpaHeHHs JOKYMEHTOB U 00ecrieueHue UX COXPaHHOCTH.

3. KoHTpounb 3a BEIeHNEM JHEBHHKA I10 IPAKTHKE.

3.2 ®opMa NpOMEKYTOYHOM ATTECTALMHA

[IpomexyrouHas arrectanusi MO Yy4yeOHOM TmpakTuke — 3ader. OOyuaromuecs
JIONYCKAIOTCS K Ccaye 3adeTa NMpH YCIOBUM BBHINOJIHEHHUS BCEX BUAOB PabOT Ha MpPAKTHKE,
MPEAYCMOTPEHHBIX palodeid MporpaMMoOil MPaKTHKH, W CBOEBPEMEHHOM TIPEIOCTaBICHUU
CJICAYIOIINX JIOKYMEHTOB:

- THCBHHUKaA I10 IMPAKTHUKE;

- OTYETa MO MPAKTUKE B COOTBETCTBUU C 33JJaHUEM Ha MPAKTUKY.

3ager IIpoXOoauT B (bopMe OTBC€TOB Ha KOHTPOJBHBIC BOIIPOCHI, 3alIWTBI OTUETA I10
IPaKTHKE.

4. CucremMa OLCHUBAHHUS Ka4eCTBA NMPOXOKACHUS] NMPAKTHKH NPH NPOMEKYTOUYHOM
arrecTauuu
Onenka kayecTBa POXO0KAEHUS MPAKTUKHU MPOUCXOIUT 110 CIEYIOIINUM [TOKA3aTENsAM:




- COOTBETCTBHE COJIEPKaHUS OTUETA M0 MPAKTHKE 33JaHUIO HA ITPAKTHUKY;
- oopmieHue oTdeTa MO MPAKTUKE B COOTBETCTBUU C TPeOOBaHMAMHU 3a/JaHUS Ha
MPAKTHUKY;
- oopMIICHHSI THEBHHKA IO MTPAKTUKE;
- KOJIMYECTBO W IOJIHOTA MPaBWJIbHBIX YCTHBIX OTBETOB Ha KOHTPOJIbHBIE BOIPOCHI BO
BpEMsI IPOMEKYTOYHON aTTECTALIUU.
II. TPEBOBAHUS K IPEJOCTABJIEHUIO MATEPUAJIOB O PE3YJIBTATAX
MMPOXOXKIEHUSA TIPAKTUKHU

2. MaTepuaJbl 0 pe3yJabTaTax NPOX0:KIeHUs NPAKTUKH
2.1 JIlHeBHHUK 1O NMPaKTHKe

HHGBHI/IK IO ITPAaKTHKEC O(bOpMJ'IS[eTCﬂ B cooTBeTcTBUHU ¢ [lonmokeHueM o HpaKTquCKOﬁ
HOATOTOBKE 06yqalonmxc;1 H 3aBCPACTCA PYKOBOAUTCIICM IMPAKTUKU OT YHUBCPCUTECTA.

2.2 OT4eT 0 MpaKTHKe

OTuer 1O MpaKTHKE AOJDKEH BKIIOYATh MaTE€pPHajbl, B COOTBETCTBHU C BBLIaHHBIM
3aJJaHMEM Ha MPAKTUKY, BKJIIOYATh HEOOXOAUMBIC (DOPMBI, TAOIHIIbI, IPUIOKEHUS H T. II.

Crpykrypa oTuera no npaxktuke (5-15 ctp.):

- TUTYJIbHBIH JIUCT;

- 3aJJaHKE Ha MPAKTHKY;

- TEKCT OTYETa,

- HCTIOJIb3yeMbIe UICTOYHUKH MH(POPMAIINH;

- npuI0KeHHs ((OPMBI, TAOIHUIIBI).

2.3 KoHTpoJIbHbIEe BONPOCHI MO NMPOXOKICHUI0O NMPOMEXKYTOYHOH aTTrecTalu Io
yueOHoil npaxktuke [IM.01 Opranuzanus HOKyMEHTAlMOHHOTO OOECIeueHUsl yNpaBiIeHUS U
(YHKLIIMOHUPOBAHUS OpraHU3aluu

I'pamoTHBIE  OTBETHI HAa  KOHTPOJbHBIE  BOMNPOCHl  MOJATBEPXKIAOT  OCBOCHHE
oOyuaromumucs [IK u OK u nprnobperenue npaktuiyeckoro omnsita rno [1IM.

Ilepeyenb KOHTPOIBHBIX BOIIPOCOB

. DTanbl OpraHu3alu NpueMa noceTuTene.
. OcHOBHBIE (hOPMBI, TPUEMBI JIETIOBOTO OOIICHUS U MPABUII KYJIbTYPHOTO ITOBEICHUS.
. [IpaBuna ¢hopMUpOBaHUS U 3aMIOJHEHUS KYypHAIa TOCETUTENCH.
. [lonsitus u Bugst OP/I.
. Peructpanus BHyTpeHHHX IPUKA30B B )KYpHAIBHON U KapTOYHBIX Popmax.
. DTanbl 00pabOTKM BXOASIIUX U UCXOSAIIUX TOKYMEHTOB.
. CIUCOK HE pETUCTPUPYEMBIX BXOISIINX JOKYMEHTOB.
. [IpoBepka coctaBieHuss © 0OPOPMIICHUS HOMEHKIIATYPHI JIE]T.
9. Opranu3zanus GopMHUPOBaHHS TOKYMEHTOB B JIeTa.
10. CocraBnenue u ohopMIICHUE JOKYMEHTAIIUH TI0 JINYHOMY COCTaBY.
11. [IpoBepka TOTOBHOCTH /€1 JJIsl ApXUBHOT'O XpPaHEHHUS.
12. CocraBieHre akTa O BBIJCICHHM JOKYMEHTOB K YHUYTOXEHHUIO C HCTEKIIMMH
CpPOKaMU XpaHEHHS.
13. CocTaBnieHre onucen aei Al Iepeaady Ha apXUBHOE XpaHEHHUE.
14. Opranusaius paboThl ¢ JOKYMEHTaMU COJEPKAIIMMHU MTePCOHATbHBIE TaHHEIE.

01N DN K~ WM —
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