MWHOBPHAYKHU POCCHUA

@DenepabHOE TOCYIAPCTBEHHOE OFO/HKETHOE 00Pa30BATEIBHOE YUPEKICHHUE
BhICcLIEr0 00pa3oBaHus «CapaToBCKUM roCY1apCTBEHHbIM TEXHUYECKUN
yHuBepcuTeT uMeHHu ['arapuna FO. A »

DHIeNbCCKHUNA TEXHOJIOTHUECKUH HHCTUTYT ((prIIHa)

awni W H

Fomsuarody, Y TBEPKIAIO
e Efl%%ﬁ(dmﬂuan) CI'TY
- mess Niork [arapuna FOLA.

A B. Menentsesn

f’ o 2021 r.

s B\ B B¢
- E =
=

=)

2

PABOYASA TIPOI'PAMMA ITPAKTUKH

I11.04.01 ITPOU3BOJACTBEHHAA ITPAKTUKA

1IM.04 Bbino/HeHue padoT Mo 0AHOH UJIH HECKOJIbKUM
npogdeccusam padboUyHX, J0/LKHOCTAM CJIYKALIHX
(21299 JenonpousBoauresib, 12968 Konrposiep kauecrna)

CIEIHATBHOCTH
27.02.07 YnpasJ/jieHHe Ka4eCTBOM MPOAYKIHH, POLECCOB H YCJIYyr
(mo orpaciisim)

Pabouas nporpamma

paccMOTpEHA Ha 3aCEAAHUU

MPEAMETHOM (TIUKITOBOM ) METOAMYECKON KOMUCCHA
cnenuansHoctu 27.02.07

«25» nronst 2021 roma, mpotokost Ne 10

[1peacenarens [TLIMK Q [ jm ‘H- ToTtexuHa

Surensc 2021



PaGouas mporpamma mnpaktuku «I1[1.04.01 TIpousBoacCTBEHHAsT MPAKTHKA»
pa3paboTaHa B  COOTBETCTBHHM C  (pefepadbHBIM  TOCYJIapPCTBEHHBIM
00pa30BaTeNbHBIM CTAHIAPTOM CPEAHETO MPO(hecCHOHATBFHOTr0 00pa30BaHUs IO
crienuanbHocTH 27.02.07 «YnpaBiieHME KauyeCTBOM NPOAYKLHWH, IMPOLECCOB U
ycIIyT (IO OTPACIIsIM)», YTBEPKIACHHBIM TpHUKa3oM MUHHCTEPCTBA 00pa30BaHUs
u Hayku Poccuiickoit @eneparuu ot 09.12.2016 No 1557 (3apeructpupoBaHo B
Munrocte Poccun 20.12.2016 Ne 44829).

PEKOMEHJOBAHA

Metoauueckum coBerom OCITIO
K MCII0JIb30BaHMIO B YICOHOM IIporiecce

ITporokom Ne5
OT «25» HIOHS 2021.r.

OPTAHU3AIIUSA - PABPABOTYHUK:

OHreNbCCKUNM ~ TEXHOJIOTMUECKUM  WMHCTUTYT  (pumman)  denepanibHOTo
roCyapCTBEHHOTO OFOKETHOTO 00pa30BaTENIbHOTO YUPEKACHHUS BBICIIETO
oOpazoBanust «CapaTOBCKHIM TOCYJAapCTBEHHBIM TEXHUYECKUNW YHHBEPCHUTET
uMenu ['arapuna 10.A.»

PASPABOTYUK TITPOI'PAMMBI: [IlanemoBa E.A. Illnaiinep M.T.
npenogaBarenu crueruanbHbix guctuiine OCITAO, 9TU (punmmama) CI'TY
uMenu ['arapuna 10.A.

PeneHn3zeHTnI:

Buyrpennnii — JleBuenko HMpuna AmnaTonbeBHa, mpenogasatens OTHU
(punmuan) CI'TY wumenn Tarapuna FO.A. Beicmield KBaIM(QUKALUOHHOM
KaTeropuu

CoraacoBano or opranm3anum (nipeanpusitus) —ComisiueHko Bsiuecnan
Huxkonaesuy, nupextop OO0 HIID «IToTexMH u Ko»



COHAEPXAHUE

1TIACIIOPT PABOYEN ITPOI' PAMMBI ITPOM3BOJCTBEHHOM ITPAKTUKM .........ocvovvvereceenen. 4
2 PE3VJIbTATBI OCBOEHUS [TPOM3BOJICTBEHHOU IPAKTHUKM ........ocoocvvieieieeseeeeeeseeeae 6
3 CTPYKTYPA U COAEPXXAHUE ITPOU3BOACTBEHHOM ITPAKTUKU ........coocvvrerererereereeieiaae 7
4 YCJIOBUS PEAJIN3AIIAY ITPOI' PAMMBI ITPOM3BOJICTBEHHOU ITPAKTHUKM. ...............co....... 9

5 KOHTPOJIb 1 OLIEHKA PE3VYJIbTATOB OCBOEHUS ITPOI' PAMMBI

ITPOM3BOICTBEHHON ITPAKTUKU



1 TACIIOPT PABOYEM NPOI'PAMMBI TIPOU3BOICTBEHHOM ITPAKTUKHA

1.1 MecTto mnNpPOM3BOACTBEHHON TNPAKTHKM B CTPYKTYpe 00pa30BaTejJbHOM
NMPOrpamMmbl
Pab6ouas mnporpamma IIIT 04.01. IIpow3BOACTBEHHOW WIPAKTHUKH SIBISIETCS YacThIO
IIPOrpaMMbl MOJATOTOBKM CHELMAIUCTOB cpeaHero 3BeHa B coorBercTBUM ¢ OI'OC CIIO mo
crenranbHocTd 27.02.07 YnpaBieHue KayecTBOM IMPOAYKUIHMH, NMPOLECCOB U YCJIyr (mo
0TpacjsiM) B 4YaCTH OCBOCHHSI OCHOBHOTO Buaa JestenbHOCTH [IM.04 Brimonnenue paboT mo
OJIHOM UJTM HECKOJIBKUM MpodeccusiM pabouunx, TOMKHOCTAX CIY>KaIIHX.

1.2. Heab 1 32124 NPOU3BOJACTBEHHOH NMPAKTUKH:

B/1.04 BremonHeHnne pabOT IO OJHOW WM HECKOJBKHM TpodeccusiM pabouux,
JOJDKHOCTSIX CITY)KaIlHX.

B pesynbrare npoxoxaeHUs TPAKTHKHU 110 BUTY JCATSIEHOCTH O0YJArOIIHIACS TOJIKCH:

HMeTh MPAKTUYECKHIl ONbIT:

- TIOJITOTOBKHA TEXHUYECKOW JOKYMEHTAIIMH W OOpPa3lOB MPOAYKIHUU ISl MPOBEICHUS
MPOIETYPBI CEPTHPHUKAIINHI;

- odopMJICHHS JTIOKyMEHTAllMM Ha COOTBETCTBHE NPOAYKIHMH (yCIyr) OTpaciud B
COOTBETCTBUHM C YCTAHOBJICHHBIMH IPAaBUJIAMH PETJIaMEHTOB, HOPM, IPaBWI, TEXHUYECKUX
YCIIOBU;

- TpoBeleHHs ydeTa W O(GOPMIICHHS OTYETHOCTH O JACATEIBHOCTH OpPraHHU3aluu 10
cepTH(UKAIMU TPOAYKIHH (YCIIYT) OTPACIIH.

- JOKYMEHTAIIHOHHOTO 00ECIICYCHHUS ACATEIIBHOCTHA OPTaHU3aIlHH;

- JIOKYMEHTHUPOBaHUS H JOKYMEHTAI[HOHHON 0O0pabOTKM JOKYMECHTOB KaHIEISIPUN
(apxuBa).

yMeThb:

BBHIOMpPATh CXeMy cepTu(uKanuu/ ACKIApUPOBAHUS B COOTBETCTBHUU C OCOOCHHOCTSIMHU
NPOAYKIIUH U IPOU3BOJICTBA;

- TIOATOTaBIMBATh OOpa3lbl MPOMYKIIMH WM TOTOBBIE TECTHI MPOMYKIMH JJIs LEHTpa
CTaHJapTH3alMU U cepTU(dUKaLuy;

- (opmupoBaTh TaKeT IOKYMEHTOB, HEOOXOIMMBIX I CEPTHPHUKAIMUA MPOTYKIIUH
(yciyr)B COOTBETCTBUU C BBIOpAaHHOM cXeMOHl cepTUUKAIMM M TpeOOBaHUSAMM IIEHTpPA
CTaHJApTH3AIMH U cepTU(UKALINY;

- 0(OPMJIISITH OTUETHI O CTAHJAPTU3ALMH U CePTU(UKALNYU TPOTYKIIUN PEIIPUATHS;

- BbIOMpaTh OpraH CcepTHU(PUKAIUN U HCHBITATENIbLHYIO JTAOOPATOpUIO ISl MPOBEIEHUS
NpOLelyphl CEPTHPUKALNH;

- 0hOpMIIATH TPOU3BOJCTBEHHO-TEXHUYECKYIO JOKYMEHTAI[MI0 B COOTBETCTBHHU C
JEeWCTBYIOIUMH TPEOOBAHUSIMU;

- ONpeAeNsATh COOTBETCTBHE XaPaKTEPUCTHK  MPOAYKIUH/YCIyr  TpeOOBaHUSIM
HOPMATHBHBIX IOKyMEHTOB;

- BbIOMpaTh ¥ Ha3HA4YaTh KOPPEKTHPYIONIME MEphl IO HWTOTaM IPOILEAYPHI
MOJITBEPXKIEHUS COOTBETCTBHS;

- TIPUMEHSATH KOMITBIOTEPHBIC TEXHOJIOTUH ISl TUTAHUPOBAHKS M TIPOBEICHUS PadOT o
CTaHJapTH3alMH, CepTU(UKALINN, METPOJIOTUH;

- aHAJTM3UPOBATH PE3YIBTATHI NESITETHLHOCTH MO CePTUDUKAITUH TPOAYKIIUH (YCIYT);

- COCTaBIIAITh OTYET O JAEATENbHOCTH OpraHu3allMyd MO0 CepTU(UKAIUN MPOAYKIHH
(yemyr);

- IPUMEHATh CTATHYECKHE METOBI JIJIsl aHAIN3a JeITeIbHOCTH OpraHu3aIiig;

- IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATh MOCTYIAIOIINE JOKYMEHTHI;

- IPOBEPATH NPABMIBHOCTH 0(POPMIICHUS JOKYMEHTOB;

- BECTH KapTOTEKY ydeTa IIPOX0XKAECHHS JOKYMEHTAIbHBIX MaTepPHAJIOB;



- CUCTEMaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIIETO apXUBa;

- (hopmupoOBaTH CIPAaBOYHEIH ammapar, 00eCIeYNBAONINI OBICTPBIN MOUCK JOKYMEHTOB;

- OCYILIECTBJISITh JKCHEPTU3Y JOKYMEHTOB, FOTOBUTh W MeEpelaBaTh JOKYMEHTAJIbHbBIE
MaTepHalbl Ha XpaHEHHE B apXHB.

3HATh:

- OCHOBHBIC TMOHATUS M TOJOXEHUS METPOJOTHH, CTAHAAPTU3ALUHU, CEPTUPUKALNH U
MOATBEPK/ICHUSI COOTBETCTBHS;

- BUZIBI ¥ (POPMBI ITOITBEPHKACHUS COOTBETCTBHS;

- TEXHUYECKHE XapaKTEPUCTHKU BBITYCKAaeMON OpraHuzanued Npoaykuuu (yciayr) u
TEXHOJIOTHS €€ TIPOU3BOJCTBA (OKa3aHMUsA);

- TpeGoBaHUsl, IPEABIBISIEMblE HOPMAaTUBHBIMU JOKYMEHTaMU K OTOOpY 00pa3loB ajs
cepTH(UKAIMU U CTaHAAPTHBIM 00pa3iam;

- TpeOOBaHHUS HOPMATHBHBIX U METOJUYECKMX JIOKYMEHTOB, PErIaMEHTHUPYIOIINE
BOTIPOCHI JIEJIOTIPOU3BO/ICTBA;

- TOPSAOK pa3paboTKH, OGOpPMIICHHS, YTBEPKICHUS W BHEIPEHUS JIOKYMEHTOB II0
MIOJITBEPKICHUIO COOTBETCTBHS;

- BUJABl U Kiaccu(uUKalus JOKYMEHTOB KauyecTBa, MPUMEHSEMBIX B OpPraHU3allUd MPU
MIPOU3BOJICTBE MPOIYKINU/PadOT, OKa3aHUIO YCIIYT;

- KkinaccuuKanys, Ha3HAUCHUE U COJEp’KaHWE HOPMATUBHOM JOKYMEHTAllUHd KauecTBa
PO,

- TpeOOBaHUS HOPMATHUBHO-TIPABOBBIX M PETJAMEHTHPYIOIIMX JOKYMEHTOB Ha
MIOATBEPK/IEHUE COOTBETCTBUS MPOAYKLUU (YCIIYT) OTPaCIH;

- BUJIBI U (DOPMBI TIOATBEPKICHHS COOTBETCTBUS,

- Tpe6oBaHUs K 0(hOPMIICHHIO JOKYMEHTAIIMH Ha MOJATBEPKACHNE COOTBETCTBHS,

- IOPSJIOK YIPABJICHUS] HECOOTBETCTBYIOIICH MPOYKIIHEH/yCIyramMu;

BUIBI JOKYMEHTOB W TIOPSJOK WX 3allOJHEHHS Ha MPOIYKIHIO, HECOOTBETCTBYIOIIYIO
yYCTaHOBJICHHBIM PaBUIIaM,

- TpeOoBaHusI K OOPMIIEHHIO TEXHUYECKOW JOKYMEHTAIlMH, B TOM 4YHCJI€ B O(UCHBIX
KOMITBIOTEPHBIX MPOTrpamMmax;

- TpeOOBaHUS K XPAaHEHUIO M aKTyaJIH3allMK JOKYMEHTAIIHH;

- OTBETCTBEHHOCTb OpPraHU3alMN U (YHKLIUU TOCYIapCTBEHHOIO KOHTPOJs (Haa30pa) 3a
JeSITeTbHOCTHIO OPTraHU3aIINN;

- CTpPYKTypa JOKYMEHTAallMM CHCTEMBbl YIPaBIECHUS KAayeCTBOM OpraHU3alUuu U
Ha3HAYEHUE OCHOBHBIX BHJIOB JOKYMEHTOB CHCTEMBI YITPABIICHHS KAYECTBOM;

- CUCTEMaTH3UPOBaTh U XPAHUTH JIOKYMEHTHI TEKYIIIETO apXHBa;

- popMuUpOBaTH CITPABOYHBIHN ammapar, 00eCIeUNBAIONINNA OBICTPBII MTOUCK JOKYMEHTOB;

- OCYIIECTBJIATh HKCHEPTH3y JOKYMEHTOB, FOTOBUTH M IEpelaBaTh IOKyMEHTaJIbHbIE
MaTepHalibl Ha XpaHEHUE B apXUB;

- OPSA0K JOKYMEHTHUPOBaHMS MH(POPMALIMOHHO-CIIPABOYHBIX MaTepHAaJIOB;

- IpaBHJIa JIEJIOBOTO 3TUKETA U JETTOBOTO OOIICHHS.

- LIeJIY, 33/1a41, IPABOBYIO U OPTaHU3AILMOHHO - METOJMUYECKYIO OCHOBY KOHTPOJIS

Ka4ecTBa M UCIIBITAHUIA POAYKIHH, PAa0OT U YCIYT;

- OPraHU3aLUIO U JESATETBHOCTh CIY)KO KOHTPOJISI KauyecTBa B OPraHU3aliH;

- TpeboBaHus K O(QOPMIICHUIO TEXHUYECKOW NOKYMEHTAIlMH, B TOM 4YHCIEe B O(PHUCHBIX
KOMITBIOTEPHBIX MTPOrpaMMax;

- TpeOOBaHUS K XPAaHEHUIO M aKTyaJIu3alluy JOKYMEHTAIUH;

- OTBETCTBEHHOCTh OpPTraHW3aIMN U (GYHKIUU TOCYIapCTBEHHOTO KOHTPOJS (Haa30pa) 3a
NesITeIbHOCThIO OpPraHU3allny;

- CTPYKTypa JOKYMEHTAIlMM CHCTEMBl VIIPABICHUS KAadyeCTBOM OpTaHU3AIMH |
Ha3HAYE€HUE OCHOBHBIX BHJIOB JOKYMEHTOB CHCTEMBI YIIPABICHHS Kaue€CTBOM;

- CUCTEMaTU3UPOBATh U XPAHUTh JOKYMEHTHI TEKYIIIETO apX1Ba;

- (hopmupoBaTH CrIipaBOYHBI anmapar, 00eCeYrBAOIINA OBICTPBIN TOUCK TOKYMEHTOB;



- OCYHECTBJIATH JKCIICPTU3Y AOKYMCHTOB, I'OTOBUTb M II€pEaaBaTb AJOKYMCHTAJIbHBIC
MaTcepHraibl HAa XpaHCHUC B APpXUB;

- IOPAAOK JOKYMCHTHPOBAHUSA I/IH(l)OpMaHI/IOHHO'CHpaBO‘IHHX MaT€pHralioB;

- [IpaBujia JCJIOBOTO 3TUKETA U JACJIOBOT'O O6H.[CHI/I$I.

1.3 KoauuyecTBO Hexedb (YacoB) HAa OCBOEHHE MPOrpaMMbl TPOU3BOJACTBEHHOM
NPAKTHKH:
B pamkax ocBoenus [IM 04 —1 nenens, 36 yacos.



2 PE3YJIbTATBI OCBOEHUS ITPOT' PAMMBI ITPOU3BOJICTBEHHOM MPAKTUKH

Pesynbrarom ITIT 04.01 TIpon3BOACTBEHHOW MPAKTUKU SBJISICTCSI OCBOCHUE CTYACHTAMH OOITUX
komnereHui (OK):

Kon HaumenoBanue pe3yabTara 00y4eHust

OK 01 |BeiGupats criocoObl perienus 3aaa4 npodeccCHoHaIbHOM JesITeIbHOCTH, TIPUMEHUTEIBHO
K Pa3JIMYHBIM KOHTEKCTaM

OK 02 |OcymiecTBasTh MOUCK, aHAJU3 U MHTEPIPETAINI0 HHDOpMAIUU, HEOOXO0IUMOH IS
BBINIOJIHEHMS 33/1a4 PO eCcCHOHAIbHON NesITeIbHOCTH

OK 03 | [TnanupoBaTh M peaqTn30BbIBATh COOCTBEHHOE MPO(HECCHOHATLHOE M JIMYHOCTHOE
pa3BUTHE.

OK 04 | Paborarh B KOJUIEKTUBE U KOMaH/Ie, YPPEKTUBHO B3aUMO/ICHCTBOBATh C KOJUIETAMH,
PYKOBOJICTBOM, KIIHEHTaMH

OK 05 | OcymecTBasTh YCTHYIO M MIMCBbMEHHYIO KOMMYHUKAIIMIO Ha TOCYJAPCTBEHHOM SI3BIKE C
Y4ETOM 0COOCHHOCTEH COMAIBHOTO U KYJbTYPHOTO KOHTEKCTA

OK 06 | [IposBiATh rpaxaaHCKO—IATPUOTHUYECKYIO TTO3UIIHIO, IEMOHCTPUPOBATH OCO3HAHHOE
MOBE/ICHNE Ha OCHOBE O0IIIEYEIOBEYECKUX IEHHOCTE!, IPUMEHATh CTaHAaPThI
AHTUKOPPYIILMOHHOTO MOBEICHUS

OK 07 | ConeiicTBOBaTh COXpaHEHHIO OKPY>KAIOIIEH Cpefibl, pecypcocOepekeHHIo,

3¢ HEKTUBHO ICHCTBOBATH B UPE3BBIYANHBIX CHUTYALIUSIX

OK 08 | Ucnonb3oBath cpeacTBa GU3NIECKON KYIBTYPHI Ul COXPAHEHHS U YKPETUICHHS
3JI0POBBsI B IpoIecce MPOPECCHOHATBHON EATETLHOCTH U TOICPKAHHS
HE00X0IMMOT0 YPOBHS (hM3MYECKOH MOrOTOBIICHHOCTH

OK 09 | Mcnoab3oBaTh HHGOPMALMOHHbIE TEXHOJOTHH B MPOGECCHOHAILHOM 1€ TeIbHOCTH
OK 10 | ITomp3oBaThCst MpohecCHOHATFHON JOKYMEHTAIMEH Ha TOCYJapCTBEHHOM H
MHOCTPAaHHOM SI3BIKAX.

OK 11 | Hcmomnb3oBath 3HAHUSA 1o (uHaHCOBOM IPaMOTHOCTH, IIJIJAHUPOBATH
MPEANPUHUMATENIBCKYIO JAESTENHHOCTh B TpodeccroHanbHol chepe

npodeccuonanbubix komneTeHu(I1K):

Bun Kon HaumeHnoBanue pe3yabTara 00y4eHust
npogdeccuoHaIbLHOM
AeATEJIBbHOCTH
Brimonnenue pador o | [IK 4.1. (OcymectBisiTe paboTy 1O  OpraHU3alMM  JOKYMEHTO00O0pOTa|
npodeccun [PEIIPUSATHSL.
21299 nenonpoussoauren| [1K 4.2. (Ocymectsisier paboTy O CUCTEMaTH3AIMHA B XPaHEHUIO JOKYMEHTOB
b TEKYIEro apXuBa.




3 CTPYKTYPA U COJIEPXKAHUE ITPOT'PAMMBI ITIPOU3BOJICTBEHHOMITPAKTUKH

3.1 TemaTn4yecku mjiaan

Koasl
¢dopmMupyeMbIX KOMIIETEHUHI

HaumenoBanue npogeccuoHAJIbHOIO
MOIYJIfAA

O0bem BpeMeHH, 0TBOAMMbIH
HA NPAKTHKY

Cpoku npoBeeHust

(uac., HeJ.)
[IK 4.1. - 11K 4.2. [IM.04 Beinonaenue paboT no npodeccuu 1 nenens [To kaneHaapHOMY yueOHOMY
OK 0l -OK 11 21299 nenonpon3BoUTENb 36 yacoB rpaduky




3.2. Conep:xkaHue NPOU3BOJICTBEHHON MPAKTUKHU

oQHUCHON TEXHUKH

O06001eHrne Marepuanos, oopmiieHuEe THEBHUKA
1 OTYeTa 110 MPaKTHKE
[IpomexxyTouHast arrecranus
Qg QepeHIMPOBaHHOTO 3a4eTa

B bopme

Tema 1.5 JlokyMeHTanus o JMYHOMY COCTaBY
Tema 2.1 Opranuzaius 10KyMeHTO000pOTa.
Tema 2.2 Opranusanusi perucTpanuu
TOKYMEHTOB M KOHTPOJIb UCIIOJTHEHHUS
IOKYMEHTOB.

Tewma 2.3 Opranuzanus onepaTUBHOTO XpaHEHUS
IOKYMEHTOB.

Tema 2.4 [lopsinok nepenayn JOKYMEHTOB B
ApXWB WINA HA YHUUYTOXKECHHE.

Buanbl gesiTeJILHOCTH Buab1 pador HanmenoBanue yyeOubix gucnunini, MJIK ¢ | KoauvecTBo
YKa3aHHeM TeM, 00ecrneYHBaroImmnxX 4acoB
BBINIOJIHEHHE BH/I0B padoT
I1M.04 BoinosiHenue padot no npodeccun 21299nesonpounssoaureiib
[111.04.01. IIpon3BoiIcTBEHHAs IPAKTUKA 36
B/l BBoHBINM HHCTPpYKTaX, MHCTpYKTaX 10 TexHUke (1. CoriacoBaTh NOPSAOK BBIIOJHEHUS 3aaHUM C 6
OJTHEHHUE padoT 1o 0e30MacHOCTH PYKOBOJUTEIEM MTPAKTUKHU OT KOJUIEIKA.
npodeccun 21299 2. [IpoiiT MHCTPYKTAXK MO 0O3HAKOMJIICHHUIO C
1€10MPOU3BOIUTEND TpeOOBaHUSIMU OXPAHBI TP/, TEXHUKU
06€301acHOCTH, MOXKAPHOU O€30MaCHOCTH
Beirnonnenue pabot o koMmibtoTepHoi(Tema 1.1. JIoKyMeHThI U cIOCOObI 6
MOJITOTOBKE U 00pabOTKE TOKYMEHTOB TOKyMEHTHUPOBAHMUSI.
OpraHI/Baqu ApXUBHOI'O J¢c1a Tema 1.2. yHI/I(I)I/IKaI_[I/I}I H CTaHaapTU3alnus 6
OpraHngaHHg JIEJIONIPOU3BOJCTBA JOKYMCHTOB. CucreMmsl AOKYMCHTAIITUOHHOT' O 6
Opranuzanus pabouero MecTal0OCCIICICHHS YIIPABICHHS. 6
TIeJI0TIPOU3BOAUTEINS Tema 1.3 PekBU3UTHI U OJIaHKU TOKYMEHTOB.
Tema 1.4 OpraHuzanlMOHHO pacnoOpsSAUTENIbHASA
TOKyMEHTaIHUSI.
OtpaboTka npuemMoB pabOThl IPU IKCILTyaTallUH 6




4 YCJIOBUs PEAJIM3ALIMHN IMPOI'PAMMBbI
MMPONU3BOJCTBEHHOM MMPAKTUKH

4.1. TpeGoBaHus K JOKYMEHTAIIUH, HEOOXOAMMOM JJIfl NPOBEAeHUS NMPAKTHKN:
- UHAMBHUIYaJbHOE 3aJjaH1E HA MPAKTUKY,
- aTTECTAllMOHHBIN JIUCT,
- THEBHUK,
- OTYET,
- XapaKTEepPUCTHKA.

4.2. TpedoBaHus K y4eOHO-MeTOAUYECKOMY 00ecreYeHHI0 MPAKTHKH:

- paboyast mporpamMma y4eOHOM MPaKTHUKH;
- MCTOANYCCKUC YKa3aHH 110 BBIITOJIHCHHUIO BUI0B pa60T

4.3. TpeboBaHUS K MATEPHAIBLHO-TEXHHYECKOMY 00eCnedeHHI0 MPAKTUKHU

[TpakTiKa MOET NPOBOAUTHCA B OPraHU3alMU, OCYIIECTBIISIONICH NEATEIbHOCTh IO
MpoHUITI0 COOTBETCTBYIOIICH OOPa30BATEIBHOW MPOrPaMMBI, B TOM YHCIE B CTPYKTYPHOM
nojpasiesieHny NpoduiIbHONH OpraHU3aluy, IPeJHA3HAYCHHOM JIJIsl MPOBEACHUS MPAKTHIECKON
MOATOTOBKM, HAa OCHOBAHHHM J0TOBOpa. TpeOyercs co3maHue mNpoduiIbHOM OpraHu3aluen
YCIOBUM ISl pealu3aliy MpPOrpaMMbl TMPAKTUKU B (opMe NPAKTUYECKON MMOATOTOBKH,
MPEIOCTABIICHUST 000PYIOBaHUS U TEXHUYECKHX CPEJCTB OOy4YeHHS B 00BEME, MO3BOJISIOIIEM
BBITIOJHSATH BUBI pa0OT, ONpeaeIeHHbIe TPOrPaMMOM MPAKTUKH.

TumoBoe 000pynOBaHHME, TEXHOJOTHYECKOE OCHAIIEHHE pPAab0YMX MECT, TEXHHYECKHE
cpeacTBa 00yueHus, COOTBETCTBYIOLIEE MPOQIIIIO OPraHU3alINH.

HepCOHaJ'IBHI)Ie KOMIIBIOTCPbI, HUMCIOIINWEC BbIXOO B FJ'IO6aJ'II>Hy10 CCTh I/IHTCpHeT,
OCHAIIICHBI JIMIIEH3HOHHBIM MTPOTrPAMMHBIM 00€CTIeYeHUEM.

4.4 Ilepedennb yueOHbIX u3aanuii, UHTEepHET — pecypcoB, JONOJITHHUTEIbHOM
JINTepaTypbl

4.4.1. IleyaTHbIC U3TAHUA

1.TOCT P  7.0.97-2016.  YuuduuupoBaHHas  CHUCTEeMa  OpraHU3aI[IOHHO-
pacnopsAMTENbHON JoKyMeHTauu. TpeboBaHue Kk 0pOpMIIEHUIO TOKYMEHTOB

2.1lpaBuna opraHM3alM XpaHEHUs, KOMIUIEKTOBAHMS, Y4Y€Ta M HCIIOJIb30BAHHUSA
JNOKYMeHTOB ApxuBHOro ¢oHna P®D, u npyrux apXxuBHBIX JOKYMEHTOB B I'OCYIapCTBEHHBIX U
MYHUIIUNATBHBIX apXUBaX, My3esX U OMOIMOTeKax, HayuyHbIX opraHu3zanusax. M. 2020

3.brikoBa, T.A. JlemompowusBoactBo: yueOHuk / T.A. beikoBa, JI.M. Bsosa, JI.B.
Cankun; nop pen. npod. T.B. Ky3nenooii - 3-e u3z., nepepad. u gom.- MockBa: UHOPA-M,
2019.

4. I'po3oBa, O.C. [lenmompou3BoAcTBO:  y4deOHOe  mocobue sl CPeAaHero
npodeccuonanbHOro oopazosanus / O.C. I'pozoBa. — Mocksa: U3natensctBo IOpaiit, 2021

5. [yBanoa, H.H. OcHOBBI A€NONPOM3BOACTBA: YYEOHHK M MPAKTHUKYM IS
cpennero mpodeccuonanbHoro obpaszoBanus / H.H. IllyBamora, A.FO. NBanoBa; mox oOmieit
penakuueit H.H. IllyBanoBoii. — 2-e u3a., nepepad. u nomn. — Mocksa: M3narensctBo FOpaiir,
2020

4.4.2. DiieKTpOHHbIEe U31aHus (JIEKTPOHHbIE pecypchl)

OcHoBHasl JuTEpaTypa
1. Kopuees, U. K. JlokymeHTanmoHHOe oOOecreuyeHHE YIpaBlICHHs : YYEeOHHUK U
MPaKTUKYM i1 cpeaHero mnpodeccuonanbHoro oopazosanus / WM. K. Kopueer, A. B. ITmenko,
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B. A. Mamypues. — 2-e uza., nepepad. u gom. — Mocksa : U3marensctBo HOpaiit, 2021. —
384 ¢c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr
AJICKTPOHHBIN /l O6pa3zoBaTenbHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/472550

2. Hoponuna, JI. A. JIokyMEHTalMOHHOE OOCCIICYCHHE YIPABJICHHS : YYCOHUK U
OpaKTUKYM  Juid  CcpedHero  mpodeccuoHanbHoro  obpasosanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — Mocksa : UznarenscTBo FOpaiit, 2021. — 233 c. — (IIpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-05783-6. — Tekcr : snexkrponHsii // OOpazoBaTrenbHas
mwiargopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/473802

3. Abynamze, /JI.I. JlokymMeHTanmMOHHOE OOECIEYeHUE YIPABICHHUS IEPCOHAIIOM :
y4eOHUK W TIpaKTUKyM s cpeaHero mnpodeccuonaibHoro obpazoBanus / . I'. AGymamge,
. b. Bempsixkuna, B. M. MacnoBa. — 2-¢ u3a., nepepad. u non. — Mocksa : M3parenscTBo
Opaiir, 2021. — 370 c. — (Ilpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-15076-6.
— Tekcr : onextponnwsii // OOpazoBatenbHas 1iargopma FOpaitr  [caiiT]. —
URL.: https://urait.ru/bcode/487121

4. Kysuenos, U. H. JlokymeHTalimoHHOE OOecrieueHue yrpasieHus. [JJokyMeHToo0opoT
U JICJIOTIPOU3BOJICTBO : YUCOHHK M MPAKTHKYM [UIS CPEAHEr0 MpodecCHOHATBLHOr0 00pa3oBanus /
. H. Ky3nenoB. — 3-¢ usm., nepepad. u gomn. — Mocksa : M3marenscrBo FOpaiir, 2022. —
462 c. — (Ilpodeccuonanproe o6Opazoanue). — ISBN 978-5-534-04604-5. — Texkcer
ANEKTPOHHBIN // OO6pazoBatenbHas iardopma Opaiit [caliT]. —
URL.: https://urait.ru/bcode/490168

5. JIopoBenko, O.B. MudopmarnmonHoe obecrieuenue ympasieHus. [IpakTuxyw :
yuebHoe mocobue ans By3oB/ O. B. JIBopoBenko. — 2-¢ u3n. — Mocksa : M3garenscTBo
Opaiit, 2021; KemepoBo: KemepoB. roc. HH-T KynbTypsel. — 122 c.— (Bsicmiee
obpazoBanue). — ISBN 978-5-534-14439-0 (UzpmarennctBo FOpaiit). — ISBN 978-5-8154-
0537-0 (KemepoB. roc. WH-T KyJIbTypbl). — Tekct : snekTpoHHBIA // OOpa3oBaTenbHas
wiaropma FOpaiit [caiit]. — URL: https://urait.ru/bcode/477588

Jlono/THMTeIbHAS JIUTepaTypa

1. Kopuees, U. K. JlokymeHTHpOBaHUE YIPABIEHYECKON MAESITENBHOCTH : YYEOHHK H
npaktukyM it By3oB / . K. Kopnees, A. B. [Tmenko, B. A. Mamrypues. — 2-e u3z., nepepaod.
u jon. — Mocksa : UznmatenbcrBo IOpaiit, 2021. — 384 c. — (Bwicmiee oOpa3zoBaHue). —
ISBN 978-5-534-04533-8. — Tekcr : anekrponHslii // O6pazoBatenbHas miuardopma HOpaiit
[caitt]. — URL.: https://urait.ru/bcode/468837

2. AcamueB, A.M., Muponosa M.M. u np. OcHOBBI JeNONpOU3BOACTBA. YueOHOE
mocobue. — Mocksa: UH®OPA-M, 2017

3. KumxnukoBa, A.H. JlenonpousBoacTso u pexxuM cekpetHoctu. - M.: FOctunus, 2019

4. Kyzuenos, U.H. [lemonpon3BoncTBo. YueOHO-cripaBoyHoe nocodue. — 10-e m3a. — M.
JHamkoB u Ko, 2021

HNuTepHeT-pecypcesr:

- «9BC IPRbooks», OO0 «Aii ITu Op Meaunay

z OBbC «OnektponHas OubanoTeka TexHuueckoro By3a»n, OO0 «llomutexpecype»
= OBC «Jlamp», OO0 «M3parenscTBo JIaHbY

- «3BC elibrary», OO0 «PYHOIb»

- SBC "IOPANT"
- IBC «Book.ruy»

4.5 TpeGoBaHUA K PYKOBOAUTE/ISAM NPAKTUKHA OT HHCTUTYTA M OPraHU3AlMHU
TpeGoBaHNs OT PYKOBOANTEIS NPAKTHKH 0T 00pa30BaTeIbHOI OpPraHu3anun
- HaJIM4Ke BBICIIEro 00pa3oBaHMsl, COOTBETCTBYIOIIETO MPOQUIIIO CIIEUATBHOCTH;
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https://urait.ru/bcode/472550
https://urait.ru/bcode/473802
https://urait.ru/bcode/487121
https://urait.ru/bcode/490168
https://urait.ru/bcode/477588
https://urait.ru/bcode/468837

- HaJM4HMe MPAKTUYECKOTO OIbITa JEATEIbHOCTH B OpraHU3alUsAX COOTBETCTBYIOLICH
npodeccuoHaIbHON cepsl U MOBBIIICHNE KBATU(DUKALIUY;
- MPOXOXKJIEHUE CTAXKUPOBKU B MPO(ECCHOHATBHBIX OpraHu3anusax He pexe | paza B 3
roja;
- HECTU OTBETCTBEHHOCTb 32 OCBOCHHE OOYYarOMIMMHCS MPOQECCHOHATBHBIX U OOILIUX
KOMIIETECHIIUH.
TpeOoBaHusi K PyKOBOAUTENSIM MPAKTHUKHA OT OPraHU3alUM:
- HUINYHME CPEIHETO CIEeHaTbHOTO UIIH BBICIIETO MPOo(hecCHOHAIBHOT0 00pa30BaHus 10
podUITIo CeuanTbHOCTH;
- HUINYHME MPAKTUYECKOT0 OMBITA 110 MPO(UITIO HE MeHee 3 JIET;
- YMEHHE 0Ka3bIBaTh KBAIM(UIMPOBAHHYIO TIOMOIIb 00YYarOIIUMCS U AaBaTh
npodeccroHabHBIC HACTABJICHHUS,
- obecrieunBaTh Oe30IacHbIe YCIOBUS TPYyAa, COOMIOAATH CAHUTAPHO-
SIUAEMHUOJIOTMYECKOE TPEOOBAHUE K COJIEPIKAHUIO MTPEATIPUATHI.
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5 KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHHS IPOI'PAMMBI
IMPOU3BOJACTBEHOU IPAKTUKHU

Pe3yabTaThl (OCBOCHHBbIE
IIpodeccnonanbHbI
KOMIICTEHIMH)

OcHOBHbBIE MOKA3aTeTH
OIIeHKH pe3yJ/ibTaTa

(I)OpMI)I U ME€TOAbI KOHTPOJIA
H OLI€EHKH

[1K 4.1. OcymiecTBasTh paboTy
[10 OpraHu3aluu
TOKYMEHTO000pOoTa
[peANPUSITHSL.

- HOJATOTOBKH TEXHHYECKOI
TOKyMEHTauu 1oOpa3IoB
NPOYKIUH [Tl IPOBEACHUS
MpOoIeTyphl CEPTH(PHUKALINN;

- ohopmIteHHST TOKyMEHTAIH
Ha COOTBETCTBUE MPOIYKIHH
(ycoyr) oTpaciu B
COOTBETCTBHUH C
YCTaHOBJICHHBIMHU TIPaBHIIaMU
pErIaMeHTOB, HOPM, TPaBUIL,
TEXHUYECKHUX YCIIOBUIA;

- IPOBE/ICHUS y4eTa ’
oopmIleHHS OTYETHOCTH O
NesITeTbHOCTH OPTaHU3aIUH 110
cepTH(UKAIH TPOTYKIIUH

OTyer 1o NMpakTUKe

JuddepennrpoBanHbIii 3a4eT
110 y4eOHOM ITpaKTUKE.

TEKYIIEro apXuBa.

(ycoyr) oTpaciu.
[1K 4.2. OcymiectBiser padoTy |- JOKYMEHTAI[HOHHOTO
[10 CUCTEMaTH3aIuU U 00ecIecUCHHS ACATCILHOCTH
XPaHEHUIO JOKYMEHTOB OpraHu3aIvH;

- TOKYMEHTHUPOBAHUS U

JOKYMCHTOB KaHICIIAPpHUU

(apxuBa).

TOKYMEHTAIMOHHOW 00paboTKH

@opMBI U METOIBl KOHTPOJS W OICHKH PE3yIbTaTOB OOy4YEHHS IOJKHBI TMO3BOJATH
MPOBEPSITH Y OOYHAIOIIUXCS HE TOJIBKO CPOPMUPOBAHHOCTH MPO(HECCUOHATBHBIX KOMITETCHIIHH,
HO U pa3BUTHE OOIMIMX KOMIETEHIIUH U 00ECTIeYnBAIONINX UX YMEHUI

Pe3yabTaTsl
OcHoBHbIE OKa3aTeau | @opMbI M METOIbI KOHTPOJIA
(ocBoeHHBIE 001N E
OLICHKHM pe3yJibTaTa U OLlEHKH
KOMIIETEHI[UH)

OK 01.Bbs16upats crioco0bl
peleHus 3aaa4
Mpo¢eCCHOHATBHON
NesITeIbHOCTH,
MPUMEHHUTEITHHO K
Pa3IMYHBIM KOHTEKCTaM

Pacnio3HaBaHne CI0KHBIX
POOJIEMHBIX CUTYallui B
Pa3IMYHBIX KOHTEKCTaX.
[IpoBenenue ananmsa
CJIOKHBIX CUTyalluil Ipu
pelIeHnn 3a1a4
po¢ecCuoOHATBHON
nestenbHOCTH. OnpeneneHue
PTAarOB PEIICHUS 3aJa4H.
Omnpenenenne MOTpeOHOCTH B
nHpopmanuu. OcyliecTBieHNe
A PEeKTUBHOTO MOUCKA.
Briienenue BceX BO3MOXKHBIX
MICTOYHUKOB HY>KHBIX
[pECYpCOB, B TOM YHCIIE

[IpoBepka u 3amuTa oT4eTa MO
[PaKTHUKE

HEO4YeBUIHBIX. Pa3spaboTka




NeTaJpLHOrO INIaHa JEUCTBUIM.
OLieHKa pUCKOB Ha KaXX0M
mary. OneHuBaeT IUIIOCH U
MUHYCBI TIOJy4E€HHOTO
pe3yJbTaTa, CBOETO IUIaHa U
ero peajiu3aluu, npeajiaraet
KpPUTEPUHU OIICHKU 1
[PEKOMEHIAllUHU 10
VIIYUIICHHIO TIJIaHa

OK 02.0Ocy1ecTBiATh MOUCK,
QHAJIN3 U MHTEPIPETAIHIO
uH(pOpMaIUK, HEOOXOAUMOM
VTSI BBITIOJIHEHUS 32144
MpoQecCHOHAILHON
NesITeIbHOCTH

[InanupoBanue
MH(OPMAIIMOHHOTO TIOMCKA U3
[mpokoro Habopa
MCTOYHHKOB, HEOOXOIMMOTO
1S BBITTOJTHEHHS
npodecCHOHaIbHBIX 3a/1a4.
[IpoBeneHue ananusa
MOJTY4EeHHOI HHpOpMaIHy,
BBIJICIISICT B HEW TTIaBHBIE
acriekTbl. CTpyKTYpHUpOBaTh
oToOpaHHyI0 HH(OPMAIIHIO B
COOTBETCTBUH C IapaMeTpaMu
roucka. IHTeprperanus
MOJTy4EeHHOI HH(pOPMAIH B
KOHTEKCTE PO eCCHOHATHHON
e TeIbHOCTH

OK 03.[1nanupoBatsb u
peaIn30BbIBaTh COOCTBEHHOE
podeccCuoHaIbHOE U
JTMYHOCTHOE Pa3BUTHE

lcrionbp30BaHNe aKTyalIbHON
HOPMaTHBHO-TIPABOBOI
TOKYMEHTAIUIO 10 rpodeccuu
(criennaabHOCTH).
[IpuMeHeHne COBpEMEHHON
Hay4YHOH npodeccruoHanbHOM
TepMuHONIOrHH. OnpeneneHue
TPAEKTOPUHU
Mpo(eCCUOHAIBHOTO PAa3BUTHS
1 caM000pa3oBaHMs

OK 04.Paborats B
KOJIJIEKTHBE U KOMaH/E,

b hexTrBHO
B3aMMO/ICHICTBOBATH C
KOJIJIETAaMH, PYKOBOJICTBOM,
KJIMEHTaMU

‘YyacTue B I€JIOBOM OOIIEHUH
st 5 HEeKTUBHOTO pereHus
NIeJIOBBIX 3aj1au.
[InanupoBanue
podecCuoOHATBHON

e TeTbHOCTH

OK 05.0Ocy1iecTBasiTh
YCTHYIO U TUCHbMEHHYIO
KOMMYHHKAITHIO Ha
rOCY/IapCTBEHHOM SI3BIKE C
Y9eTOM OCOOCHHOCTEH
COLIMATILHOTO U KYJIBTYPHOTO
KOHTEKCTa

['paMOTHO YCTHO U MUCBMEHHO
M37IaraTh CBOM MBICITH 110
po¢eCCUOHAITBPHON TEMaTHUKE
Ha TOCYJJapCTBEHHOM SI3BIKE.
[IposiBIEHME TOJIEPAHTHOCTH B
paboueM KOJIEKTUBE

OK 06.
[TposBISTBIpAXKTAHCKO—
NaTPUOTHYECKYIOMIO3UIIHUIO,
JEMOHCTPUPOBATHOCO3HAHH

[ToHMMAaTh 3HAYUMOCTDH CBOEH
npodeccun
(cnenuanbHOCTH).

JleMoHCTpanusi MOBEICHUS HA
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OCTIOBEICHHUE HA
OCHOBEOOI1€4ET0BEYECKHUXI]
€HHOCTEU, IPUMEHATbCTaHAA
PTBIAHTUKOPPYILIUOHHOTO
NIOBEJCHUS

OCHOBE O0II[eYETIOBEYECKUX
EHHOCTEH.

OK 07.CogeiicTBoBaTh
COXPaHEHHIO OKPYKAIOIIEH
Cpeabl, pecypcocOepexeHHIO,
b PeKTUBHO IEHCTBOBATH B
YPE3BBIYANHBIX CUTYAIIHIX

Cobutto1eHue npaBui
HKOJIOTUYECKOI 0€301MacHOCTH
[PU BEICHUN
podecCuoHAIbHON
nestenbHOCTH. O0eceunBaTh
pecypcocOepekeHne Ha
pabodem mecre.

OK 08.HMcnonb3oBaTh
cpencTBa GU3HUECKOM
KYJIBTYPBI 7151 COXpaHEHUS U
YVKPETUICHUS 3]IOPOBBS B
mporecce
MpoQecCHOHAILHON

e TEIIbHOCTH U
noJiep>KaHue HEOOXO0AUMOT0

CoxpaHeHHUE U YKpeIuIeHHe
3II0pOBbsI TIOCPEICTBOM
MCIIOJIb30BAHUS CPEICTB
(U3NIECKOI KyIbTYpHI.
[Tonnepxanue ypoBHS
(buznyeckoi
[OJIrOTOBJICHHOCTH TSI
YCIIELIHOW peanu3auuu

YpOBHS (hU3HUECKOMN podeccroHanbHOM
[10JIFOTOBJIEHHOCTH eI TeNIbHOCTH
OK 09.Hcnonb3oBaTh [IpumeHeHue cpencTB
WH(POPMALOHHbIE nH(pOpPMATH3ALINHT |
TEXHOJIOTHH B MH()OPMALIMOHHBIX
npodeccuoHanbHOM TEXHOJIOTHH JUIsl peanu3aiuu
EATEIIBHOCTH npodeccuoHanTbHON
NesITeIbHOCTH
OK 10.ITosnb30Batbcs [IpuMeHeHue B
MpodecCHOHAIbHON po¢ecCuoHAIbHON
TOKyMEHTaluel Ha NesITeIbHOCTH HHCTPYKIIUN Ha
rOCy/1apCTBEHHOM U roCy/1apCTBEHHOM

HMHOCTPAaHHOM A3bIKaX

MUHOCTPAHHOM SI3bIKE.
Benenne oOmenns Ha
mpodeccrnoHanbHBIETEMbI

OK 11. Ucnonb3oBaTh
3HaHMA N0 (PUHAHCOBOMN
IPaMOTHOCTH, TUIAHKPOBATh
IpeANPUHUMATETBCKYIO
JIeSITEIIbHOCTD B
npodeccuoHaIbHOM chepe

Ornpenenenue
MHBECTUITUOHHYIO
[PHUBIICKATEILHOCTh
KOMMEPUECKHUX UIeH B paMKax
po¢ecCuoOHATBHON
NesITeIbHOCTH.

CocTaBnaTh OU3HEC MIIaH.
[Ipe3eHToBaTh OM3HEC UJIEIO.
OnpeneneHre KICTOYHUKOB
(huHAHCUPOBAHUSI.
[IpuMeHeHne rpaMOTHBIX
KPEAUTHBIX TPOTYKTOB IS

OTKPBITHA ACJ1a
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