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CocraBureab — AOnymnaeBa DiapMupa MaromenoBHa, crapiiuii MpenojaBaTeib
kadenaps! cnenuanbubix aucuurumd CITO JIT'YHX.

BuyTpennnii peunenszeHT — J[uOupoBa Manumna MaromenpacynoBHa, KaHAWIAT
HSKOHOMUYECKUX HAYyK, MOIEHT Kadeapsl MEHEHKMEHT JlarecTaHCcKOTro rocyapCTBEHHOTO
YHUBEPCUTETA HAPOJIHOTO XO35MCTBA.

Buemnuii penenzent - CyneiimanoBa Hampa AOmypaxMaHOBHA, KaHIuAaT
HSKOHOMUYECKUHN HayK, JAOLUEHT Kadeapsl MUpOBast U peruoHangbHas 3koHOMuKa, PI'BOY
BO JlarecTtanckuii rocyJapCTBEHHBIN YHUBEPCUTET.

IIpeacraBuresnr padoromarenss - ApciananneB Maromeadmun HMcemannoBuy -
PYKOBOIMTENb TOCYJapCTBEHHOE aBTOHOMHOE YyupexiaeHue PecrnyOmuku [larectan
MHOroQyHKIMOHANbHBINA LEHTP NPEJOCTABIEHUS TOCYJAPCTBEHHBIX U MYHMIMIAIbHBIX

YCIIYT.

Pabouas npoepamma yuebnou npaxmuxu YII1.01.01 npogheccuonanvroeo mooyns
«oxymenmayuonnoe obecneuenue OesiMENbHOCMU OP2AHUZAYUUY pPA3pabomana 8
coomeemcmeuu ¢ mpeoosaHusmMu GeoeparbHo20 20Cy0apCmeeHH020 00pa3068amenbHO20
cmanoapma cpeone2o npogeccuonarvhoco obpazosanus no npogeccuu 46.01.03
enonpouzeooumens, ymeepocoeHno2o npuxkazom Munucmepcmea obpa3zo8aHus u HayKu
Poccuiickoii @edepayuu om 2 aseycma 2013 2. Ne 639, 6 coomeemcmsuu ¢ npuxazom
Munnpocsewenus Poccuu 24.08.2022 2., Ne 762 «06 ymeepyxcoenuu Ilopsaoka
Op2aHU3aYUY U OCYWecmeaieHuss 00pa3z08ameibHOU 0esimelbHOCIU N0 00PA308aAMENbHBIM
npocpamMmam  cpedHe2o NpoPecCUOHATbHOZO0 00PA308AHUA», 6 COOMBEMCMEUU C
Ipukazom Munoopnayxku Poccuu N 885, Munnpoceewenus Poccuu N 390 om 05.08.2020
"O  npaxmuueckoii noocomoeke oobyuaowuxca” (emecme ¢ "llonoscenuem o
npakmuyeckol noo2omosxe ooyuaouwuxcs').

PaGouast mporpamma yue6Hoi mpaktuku YII.01.01 mpodeccuoHanibHOTO MOMYJIsS
«JlokyMEHTHpOBaHHWE YIPABICHYCCKOW JEATCIBHOCTH H OpraHu3aius padoThl C
JOKYMEHTaMu» pa3MellieHa Ha opHIraaIpHOM caiite Www.dgunh.ru.

AOnymmaea .M. Pabouas mnporpamma yueOHOM mpaktuku  YI1.01.01
poheCCUOHAIBHOTO MOAYJIS «JlOKyMEHTHpOBaHHE YMNPABICHYECKONW NESITEIBHOCTH U
opraHuzanusi padoTel ¢ JokymeHTaMu» s ripodeccun 46.01.03 Jlenonpous3BoAUTENb. —
Maxaukana: JI'VHX, 2026. — 22 c.

PexomenmoBana k yTBepxkacHHIO YdeOHO-MeToanmueckum coBetom JII'YHX 10
mapta 2026 T.

PexoMeHI0BaHa K YTBEPKICHHUIO PYKOBOIUTEIEM OOpPa30BaTEIBHOM MpPOrpamMMBbl
CIIO — mnporpamMmbl MOATOTOBKH KBAIU(DHUIIMPOBAHHBIX PAOOYMX M CIyXKAIIUX 10
npodeccun 46.01.03 JlemonpousBoaurteinb, A0ayiaeBoit 3.M.

Onobpena Ha 3acenanuu Kadenapsl crnenuanbHbiXx auciumina CIIO JAI'YHX, 24
despainsa 2026 r. nporokosa Ne 10.


http://www.dginh.ru/
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Paznen 1. Bua npakTuku, crnocod u popma ee npoBeieHsI

VYyeOHass mpakTUKa ABISETCS COCTABHOM 4YacThl0 MPOTrpamMMbl MOJATOTOBKHU
KBATH(HUITMPOBAHHBIX paboumx, ciyxamux, odecrneunBaromieit peammsaruio GI'OC CIIO.
[1nannpoBaHue U opraHU3aIys MPAKTUKH HA BCEX €€ ATarmax 00eCreurnBaeT:

-TI0CJIeIOBATENIbHOE pacIIpeHre Kpyra (GOpMUPYEMBIX y OOyYaroIIUXCsl YMEHUH,
HAaBBIKOB, IMPAKTHYECKOT'O OIbITA U UX YCI0KHEHHE 0 MEpe Mepexoja OT OJHOI0 3Tamna
MIPaKTUKH K APYTOMY;

-IIEIOCTHOCTh MOATOTOBKM pabo4YMX K BBIMOJHEHHWIO OCHOBHBIX TpPYAOBBIX
byHKIMI;

-CBSI3b MPAKTUKU C TEOPETUUYECKUM O0YUEHHUEM.

VYyebnas npakTuka o npodeccun HampanieHa Ha popMUpoBaHUE y 00yHarOITUXCS
YMEHHMH, NpUOOpEeTEeHHE IEPBOHAYAIBHOIO IPAKTUUYECKOIO OINbITa U peau3yerTcsl B
pamkax npodeccuoHanbHoro moayist OII CIIO mo ocHOBHOMY BHY JA€ATEIbHOCTH
«/lokymMeHTallmOHHOE OOecreueHue AeATEIbHOCTH OpraHMu3alui» JJIs IOCIEAYIOUIETo
OCBOEHUS UMU OOIIUX U MPOPECCUOHATIBHBIX KOMIIETEHIIUHM 110 N30paHHOM TpodeCcCUu.

VYyeOnast mnpaktuka mnpoBoautcs B cooTBerctBUU ¢ PI'OC CIIO cormacHo
y4eOHOMY ILIaHY.

Pa3nen 2. [lepeyeHb IJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHUS MPH MPOXOKIEHUHN
NMPaKTUKH, COOTHECEHHBIX € IVIAHUPYEMBIMH Pe3yJIbTATAMHU 0CBOECHUS
00pa3oBaTeJIbHOM NMPOrPaMMBbI

PesynbraTom  y4eOHOW  TIPAKTUKH  SABIAETCS ~ OBIAJCHHE  OOYYaIOIIMMHUCS
npodeccuonanpubiMu (I1K) koMmeTeHIIUAMH:

Koo Haumenosanue pe3yivmama 0c60eHUs NPAKMUKU
KomnemeHyuu

Buo oeamenvnocmu: /[okymenmuposanue ynpagieH4ecKoil 0eameabHoCmu u
op2anuzayus padomul ¢ OOKyMeHmamu

K 1.1 OcymiecTBIATh TpPUEM, TMEPBUYHYI0 O00pabOTKYy U  PErucTpaiuio
MOCTYMAIIIEH KOPPECTIOHAEHIIMM, B TOM YHCIE C HCIOJIb30BAaHUEM
aBTOMATH3UPOBAHHBIX CUCTEM.

K 1.2 IlepenaBath JOKYMEHTBI HA MUCIIOJHEHUE B IOAPA3JCIICHUA C YYETOM
PE30TIOLUN PYKOBOJUTENEH OpraHU3aliu.

IIK 1.3 OcCylecTBIATh KOHTPOJIb MCIHOJHEHUS JOKYMEHTOB B OpraHU3allMH, B
TOM YHCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.4 Bectu 0a3pl JaHHBIX JOKYMEHTOB OpraHU3allMd U  CIPABOYHO-
MH(OPMAIIMOHHYIO padOTy IO HUM.

IIK 1.5 OcymiecTBiATh 00pabOTKY, PErUCTpaIlMi0O W OTMIPABKY HCXOJSIICH

JOKyMCHTallMK  agpccartam, B TOM 4YHCIC C HCIOJIB30BAHUEM
ABTOMATHU3HUPOBAHHBIX CHUCTCM.

IIK 1.6 OcCymIecTBIATh COCTaBICHUE U O(OPMIICHHE CITyKEOHBIX TOKYMEHTOB Ha
OCHOBE TpeOOBAHUN COBPEMEHHBIX HOPMATHBHBIX MPABOBBIX aKTOB.




Pe3ynbraToM y4eOHOW NpPaKTHUKKA TaKXKe SBISICTCS OBJAJCHUE OOYYarOIIUMUCS
o6mumu (OK) KoMIeTeHIIUsIMU:

Kon HauMeHOBaHMe KOMIIETCHIIUU

KOMIIETEHIIUN

OK Obuwiue komnemeHnyuu

OK 01 Boei6upars crnocoObl peleHus 3aiad npohecCuOHATbHOM JesATeIbHOCTH
IIPUMEHHTENIBHO K PA3JIUYHBIM KOHTEKCTaM.

OK 02 OcyiiecTBiATh TMOUCK, aHaIW3 W HWHTEPHpETalui0 HHPOpPMALUH,
HEOOXOAMMOW Ui BBINOJHEHUS — 3a7ady  mnpodecCUOHATbHOU
JEATEIIbHOCTH.

OK 03 [InanupoBaTh M pealn30BBIBATH COOCTBEHHOE MPO(ECCHOHATBFHOE U

JUYHOCTHOE  pa3BUTHE, NPEANPUHUMATEIBCKYIO  JEATEIBHOCTh B
npodeccuoHabHOW cdepe, HCIOJIb30BaTh 3HAHUSA MO (HUHAHCOBOM
TPAMOTHOCTH B Pa3JIMYHBIX JKU3HCHHBIX CUTYAIIHSIX.

OK 04 PaboTaTth B KOJUIEKTUBE U KOMaHAE, 3PPEKTUBHO B3aHMMOJEHCTBOBAThH C
KOJJIETaMH, PYKOBOJICTBOM, KJIMEHTAMHU.
OK 05 OcymiecTBIATh YCTHYHO M IUCBMEHHYI0O KOMMYHHUKAallMIO  Ha

roCyJlapcTBEHHOM  si3bike  Poccuiickon  Denepanun ¢ yd4eToOM
0COOCHHOCTEH COIMAIBHOTO M KYJIbTYPHOTO KOHTEKCTA.

OK 09 [Tonmp3oBaThCA npohecCUOHAIBHOM JNOKYMEHTALMEN Ha
TrOCYJIapCTBEHHOM U MHOCTPAHHOM $I3bIKaX.

Pazgea 3. MecTo yueOHOM NPAKTHKHM B CTPYKType 00pa30BaTe/IbHOM NMPOrpaMMbl

Y4yeOHasi TpaKkTHKa SBISETCS COCTABHOM YacThIO MPOTPAMMBI  TOJATOTOBKH
KBATU(PHUITUPOBAHHBIX pab0OUMX, CIyKaiuX, mo npodeccuun 46.01.03 enonpousBoautenn
B UYaCTU OCBOGHHUSA BHUJA JCATEIBHOCTH «JlOKyMEHTHpOBaHHE yIPABICHUYECKON
JeSTETLHOCTH U OpraHu3aIsi paboThl ¢ JOKYMEHTAMI» COCTaBHBIM ATarioM OOy4YeHHUS U
MOJIy4eHHsI KBaM(PUKAIMU TI0 TIpodeccun CpeHero MmpoQecCHOHAIBHOTO 00pa30BaHUs
46.01.03 [Ienonpou3BOAUTEND.

VYyebnas paKkTHKa MIPOBOJAUTCS npu OCBOEHUU oOydJaronmmMucs
MpoQECCHOHAIBHBIX ~ KOMIIETEHIIMA B~ paMKax  MPOQPECCHOHAIBHOTO  MOIYJSA
«JlokyMEeHTHpOBaHUE YMPABICHYECKONW JEATEIBHOCTH W OpraHu3anus padoThl C
JOKyMCHTaMM.

Pa3nen 4. O0beM NpPaKTUKH U €€ MPOJAOIKUTEIbHOCTH B HeeJsX JJu0o B
aKaJeMHYecKHX Yacax

KonudecTBo Hemenp/9acoB HA OCBOSHHE MPOTPaMMBbl YU€OHOM MPAKTHKW B paMKax
OCBOCHHSI  mpodeccuoHaIbHOTO  MOAyJds  «JlokymeHTanmoHHoe  oOecrieueHue
NeSITeIbHOCTH OpraHu3aluny - 2 Heaenu / 72 akaJeMHYecKuX Jaca.

Pe3ynbTaThl MOpPOXO0XKICHUS MPAKTUKU OLEHUBAIOTCS MOCPEACTBOM IPOBEACHUS
MPOMEXKYTOUHON aTTECTALIMU B BUJIE 3aLIUTHI OTUETA [0 MPAKTHUKE.

Cpoky mTpakTHKWA 7 OOYy4YaloIIUXCs OMPEACNSIOTCS Y4YeOHBIM IUIAHOM U
KaJICHIapHBIM y4eOHBIM rpadukom 1o npodeccuu 46.01.03 Jlemonpon3BoauTeb.




Koani HauMeHoBaHMe O0bem BpemeHH, Cpoxu
¢hopmupyembIix npo¢eccuoHaILHOrO OTBOJUMBII HA NMpoBeJAeHUS
KOMIIEeTEeH U MOAYJIs NMPAaKTHKY (Yac.)
OK 01; OK 02; [IM.01 12 3 cemecTp
OK 03; OK 04; «JlokyMeHTHpOBaHuE
OK 05; OK 09; YIIpaBJICHYECKOI
IIK 1.1; IIK 1.2; NEITEIILHOCTU U
[IK 1.3; IIK 1.4; opraHu3anus paboThsl ¢
[IK 1.5.; TIK 1.6. JIOKYMEHTaMIW.




Paznen 5. Conep:xanune y4eOHOI NPAKTHKHA

(Peanuzyetcs B hopMe NpakTUUECKON MOATOTOBKH)

Kona IIK Buj nesateibHOCTH HanmeHoBaHMe TeM y4eOHOI NMPAKTUKHU KoaunuecTtBO
4acoB 10
TeMaM
I[K 1.1 OcymiecTBisITh npueM, NepBUYHYRO | 1. M3ydYeHWe CTPYKTYpbl OpraHU3allMK, aHadu3 €€ BHYTPEHHErO YCTPOWCTBA: 6
00paboTky u PEruCTpalMio | OTJEIOB,  JIOJDKHOCTEW, TOJYMHEHHOCTH W CBs3EH, COCTAaBUTh _ CXEMY
MOCTyHaroe KOppeCcHoHACHIINH, B | (OPICTPYKTYPY):
TOM u4ucie ¢ ucnoib3oBanueM | 1. Coop mHpopmanuu
ABTOMAaTU3UPOBAHHBIX CUCTEM. 2. Omnpenenenve ypoBHeEH
3. Wnentudukanus noapasaeneHui
IIK 1.2 IlepenaBathb JIOKYMEHTBI Ha | 4. BricTpanBaHue cBs3ei
UCIOJIHEHHE B mojpasjeneHus c | 9. CocTaBlieHUE CXEMBI
Y4ETOM pPE30JIIOLMHM pyKoBoAuTENeN | 2. O3HAKOMIICHHE C MIPABOBBIMU (YUPEIUTEIbHBIMU), JIOKATHbHBIMU HOPMATUBHBIMU 6
OpraHu3aIiu. aKTaMH ¥ PacCHOPSIUTEIbHBIMU JIOKYMEHTAMH OPraHU3alliM, MOJITHMCAHUE JINCTOB
O3HAKOMJICHHUS, BeJieHHWe >XKypHajioB wiu B pamkax KOJIO, ¢ ob6s3arenbHbIM
K 1.3 OcyiecTBIsITh KOHTpPOJIb | HAIM4MeM Takux akToB kak [IBTP, nonoxenus 06 omiate Tpy/ia U UHCTPYKIIUHU T10
WCTIOJTHEHUS JIOKYMEHTOB B | oxpaHe Tpyaa, corinacHo cT. 8 u 13 TK P®:
opranusanuu, B TOM uyucie ¢ | 1. [IpaBoBbie (yupeauTenbHble): YCTaB KOMIIAHUU, YUPEIUTEIbHbBIE JTOTOBOPHl —
HCIOJIb30BaHUEM OCHOBA €€ CyIIECTBOBAHUS
aBTOMAaTU3UPOBAHHBIX CUCTEM 2. JlokanpHble HOpMaTuBHBEIE akThl (JIHA): BHyTpeHHue npaBuia, oOs3arenbHbIe
JUIS BceX (MJIM YacTH) COTPYAHHUKOB, KOTOPHIE HE MPOTHBOPEYAT 3aKOHOJATENHCTBY
I[IK 1.4 Bectn 6assl manHbIX gokyMmeHTOB | (IIBTP, Ilomoxenue 06 oruiate tpyaa, uHCTpykumu no OT, rpaduk OTmycKoB,
OpraHu3aIu u CIPAaBOYHO- | TOJIOKEHUE O MEePCOHATBHBIX TAHHBIX )
MH(OPMaLMOHHYIO padOTy IO HUM. 3. PacrnopsimutenbHble TOKYMEHTHI: [IpWKaspl, pacmopspDKEHHS, KacarolIuecs
KOHKPETHBIX CUTYyalluid, COTPYAHUKOB WJIHM MOJpa3felieHuil (Hampumep, MpHKa3 o
K 1.5 Ocy1ecTBisITH 00paboTKy, | MPEeMUPOBAHUH, O HA3HAYCHHH OTBETCTBEHHOTO).
PETUCTPALAIO u oTnpaBky | 3. O3HaKOMJICHHE C BUJIAMH JIOKYMEHTOB OpTraHU3aIIHH: 6
UCXOISIIEH JTOKyMeHTanuu | 1. OpranuzanmoHHO-pactopsauTenbabie TokyMeHThl (OP]I)
aapecatamM, B TOM  4uCiIe  C | 2. JlIokyMeHTHI o TuaHOMY cocTaBy (Kaapossrii yuer)
HCIIOJIb30BAHUEM 3. TpynoBoii moroop
ABTOMAaTU3UPOBAHHBIX CUCTEM. 4. JloroBOp 0 MaTepuaIbHOW OTBETCTBEHHOCTH
I[IK 1.6 4. Izyuenne MHCTPYKIMH MO JIEIONPOU3BOJCTBY OPraHU3ALINHN: 6

OcCymliecTBISITH ~ COCTaBIEHHE U
odopmiieHne CITY)KEOHBIX
JIOKYMEHTOB Ha OCHOBE TpeOoBaHUil
COBPEMEHHBIX HOPMAaTHUBHBIX

1. OcBoenne WHCTpYKIMM MO JENONPOU3BOACTBY, IMOHHUMAaHHE BUJOB OJIAHKOB
(yryioBble, MPOJOJIbHBIE, JJI Pa3HbIX BUIOB JOKYMEHTOB), MpaBui OPOPMIICHHUS
PEKBU3UTOB, COCTAaBJIEHUSI MPOEKTOB, COIJIACOBAHUS U MOIMMCAHUS/YTBEPKICHUS
JIOKYMEHTOB (IIOPs0K NOAIMCENH HECKOIBKHUX JIUL, KOMUCCHH).

7




ITPaBOBBIX AKTOB.

5. O3HaKOMJIEHHE C JOKYMEHTO000OPOTOM OpraHu3allHH:

1. OcBoenue myTel NBUKEHUS JOKYMEHTOB (BXOJAIINX, UCXOASAIINX, BHYTPEHHUX )
OT TIOJIyYCHHS JI0 apXuBa, BKIIOYAs TIPUEM, PETUCTPAIMI0, PACCMOTPEHUE,
UCIIOJITHEHUE W KOHTPOJIb, a TakKKe T[OHMMAaHHE YCTAHOBJICHHBIX CPOKOB
WCIIOTHEHHUSI U TPaBWJI 00pabOTKH, 3aKPEIUICHHBIX BO BHYTPEHHHUX perjaMeHTax
(MHCTpYKIMSIX, noJokeHusx) u cragaaprax ('OCT).

6. O3HaKOMJICHHE C IPOTPaMMHBIMHU CpPEICTBaMU Y4ETa, XpaHEHUs, 0OpaObOTKH U
HOWCKA JJOKYMEHTOB, HCIIOJIb3YEMBbIMU B OPraHU3allUH:

1. HayunThcst moap30BaThCs MPOrpaMMaMu JUIsl y4eTa, XpaHEHUs U TIOMCKa (aiiiios,
NOHMMAaTh  NPHUHLUMIOBL  JOKyMEeHTooOopoTa B  CucremMe — DIEKTPOHHOTO
Jokymenroo6opora (C3/]), a Takxke UCIOIb30BaTh JOKAJIbHBIE U IT100aJIbHbBIE CETH
it ooMeHa WH(oOpManuei, 4ToObl APPEKTHBHO PadOTaTh C KOPIOPATUBHBIMHU
JIOKYMEHTaMH.

12

7. BelnosiHeHHE OIPOCTHIX NPUEMOB NEPBUYHON 0OPaOOTKHU BXOANIMX JIOKYMEHTOB:
1. Ilpuem wu coprupoBka: LleHTpanu3oBaHHBIM NpUeM Bcel NoOCTynarolen
KOPPECIIOHICHIINH.

2. IIpoBepka 10CTaBKH: BU3YaIbHBI OCMOTP Ha MPEIMET COOTBETCTBHS aapecara.
IIpoBepka yNAaKOBKM: OCMOTp Ha NPEIMET MOBPEKICHUN; INPU HAIAYUHU
MOBPEKICHHUI COCTaBISECTCS aKT.

3. BckpbiTHEe yMakoBKM: aKKypaTHO BCKPBIBAIOTCSI KOHBEPTHI (KpoMme «JIn4HO» U
KOH(UEHIMAIbHBIX).

4. TlpoBepka BIOXEHMs: CBEpKa KOJMYECTBA CTPAHUI] M TPHIOKEHUH C
COIMPOBOJIUTENBHBIM MUCHMOM.

5. YHuUYTOXXEHHE YMAaKOBKU: KOHBEPTbl M MAKEThl YHUYTOXKAIOTCS, €CIM HET
OCHOBaHUM JJIsl UX COXPaHEHHSI.

12

8. 3HAKOMCTBO C cHCTeMOW YHUHUIHMPOBaHHBIX (OpPM TMEPBUYHON YUYETHOU
JOKYMEHTAIIUU OpraHU3aIHu:

1. Pabora c HaOopoM cTaHIAapPTU3UPOBAHHBIX OJAHKOB Ui OGOpPMIICHUS
XO3SICTBEHHBIX OMepalliii, 0COOeHHO B KaapoBoM jenornpousBozactse (T-1, T-1a:
[Tpuka3 (pacnopspkenue) o mnpuemMe paboTHHKAa Ha pabory/paboTHukoB; T-2:
Jlnunas kaprouka pabornuka; T-3: IlltatHoe pacnucanue; T-6, T-6a: Ilpukas o
IpeoCTaBICHHH OTIycKa paboTHUKY/padoTHuKaM; T-8: TIpuka3 00 yBOJIEHEHHUH).
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Pa3nen 6. @opMa 0TYETHOCTH 1O Y4eOHOI MPAKTUKH

®opmoit 0TYETHOCTH 00YUAIOIIETOCS MO yUeOHON MPAKTHUKE SIBISIETCS:

v/ IICBMEHHBIN OTYET 0 YU€OHOM IpPaKTHKE, CBUAETEILCTBYIONINE O 3aKPEIIEHUH
3HaHWHM, YMEHHH, MPUOOPETEHWH TMPAKTHUYECKOTO OIbITa, (OPMHPOBAHWU OOIMMX U
po(eCCHOHATTEHBIX KOMITCTCHITHH;

v/ 3aI10JIHEHHBIN JHEBHUK;

v/ arTecTalMOHHBIH JIUCT;

v/ XapakTepUCTUKA Ha 00YYarOIIErocsi OT OpraHU3alHH.

OOy4aronuiics mociie MPOXOXKJICHHUS MPAKTHUKU MO rpadUKy 3allyIlaeT OTYET IO
npaktuke. Ilo pe3yiabraram  3amuThl  OOYYarOUIUMHUCS  OTYETOB  BBICTABIISACTCS
nudepeHITMPOBaHHBIN 3a4ET MO MPaKTUKE.

[IrucbMEeHHBIN OTUET O BBIMOJIHEHUHU pa0OT BKIIOYAET B CEOS CIEIYIONTUE pa3Aeibl:

v/ TUTYJIBLHBIN JIUCT;

v’ coJiepiKaHue;

v’ OCHOBHEIE Pa3JIelibl B COOTBETCTBUH C IIPOIrPaMMOIi IPAKTHKHU;

v/ IPUITOKCHUS.

[IpunoxxeHnuss MOTYT COCTOSTh W3 JOIOJHUTEIBHBIX CIPABOYHBIX MAaTEpPHAJIOB,
MMEIOIINX BCIIOMOTATEILHOE 3HAUCHUE, HAIIPUMEp, CXeM, TaOJuIl, U T.I1.

3a comepkaHue OTYeTa MO MPAKTHKE, MTPAaBUILHOCTh BCEX JTAHHBIX OTBETCTBEHHOCTH
HeCceT 00y4Jarouuiics - aBTop padoTHI.

OTtyer [OMKEH OBITh KOHKPETHBIM U OTpaXkaTh peajbHO MPOJCIIAHHYIO
oOyyJarormumucs padoTy. 3amuTa oT4yeTa O MPAKTUKE MPEATOoaraeT BhISIBICHUE TIIyOUHBI
U CaMOCTOSITEJIbHOCTH BBIBOJIOB M TMpeMIOkKeHU oOyuaromerocs. Ha 3amure
00yJarouiicsi TOJDKEH XOPOIIO OTBEYATh HA BOMPOCHI TEOPETUUECKOTO U TTPAKTUIECKOTO
XapakTepa Mo npoodyieMam, U3JI0KEHHBIM B TEKCTE OTUETA.

JIHEBHUK TI0 TIPaKTUKE BKJIIOYAaeT B Ce0S WHAWMBUIAyaIbHOE 3aJlaHue s
00y4Jaromierocs, BHIMOIHIEMOE B TIEPUOJ] TPAKTUKH; pabouuii rpaduk (1MjiaH) NpoBeACHUS
MIPaKTHUKH; €KETHEBHBIE KPAaTKUE CBEACHHUS O MPOJCIIAaHHOW padoTe, Kakaas 3amuch O
KOTOPOH JTOJDKHA OBITh 3aBU3UPOBAHA PYKOBOJMUTEIISIMH MPAKTUKA. [[HEBHHK 3amOTHICTCS
B X0/ TIPAKTUKH.

ATTECTaIlMOHHBIN JIUCT TIO MPAKTUKE COJCPKUT CBEICHUS IO OIICHKE OCBOCHHBIX
oOyyarImuMcsi B TEPUOJ] TMPOXOXKJICHHUS TMPAKTUKU OOmMUX ¢ TPOoPeCcCUOHATBHBIX
KOMITCTCHIIUHA. ATTECTAllMOHHBIA JIUCT 3alOJHSAETCS W TOAMNKMCHIBACTCS MacTEpOM
Mpou3BOACTBEHHOTO 00yueHus oT Komnemxka coBpemennsix Texnonoruit JII'YHX.

XapakTepucTuka Ha OOY4YaroIierocs, MPOXOJMBIINETO MPAKTUKY 3amloJHACTCS |
MO/IMKICHIBACTCS PyKOBOJAMUTENIEM MTPAKTUKH OT PO MIBHON OpraHU3aIIiH.

Paznen 7. @OHA OLIEHOYHBIX CPEICTB JISl MPOBEIeHUs] IPOMEKYTOYHOMI
arrecTaluy 00y4YarOUIUXCS 10 Y4eOHOH NPAKTHKH

Pe3ynbTaThl MpPOXOXKACHUS MPAKTUKU OLIEHUBAIOTCSA IOCPEJACTBOM IPOBEICHUS
IPOMEXKYTOUHOM aTTecTanuu. PopMON MPOMEXKYTOUHOM aTTeCTallMd OOYYarolUXCs IO
OpakTUKe sBIAETCS 3adeT C oueHkod. Ilo pesynbraraM TPOBEPKH OTYETHOM
JOKyMEHTalluu u coOeceloBaHus BBICTABIsETCA OlleHKa. HeynoBieTBopuTEIbHBIC
pe3yabTaThl MPOMEXKYTOYHOW aTTecTallMM MO MPaKTUKE WIM HE MPOXOXKICHUE
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IPOMEXKYTOUYHOM aTTECTAlMU [0 MPAKTUKE NPU OTCYTCTBUU YBAKUTEIbHBIX MPHUYHH
NPU3HAIOTCS AKaJIEMUYECKOM 33/10JKEHHOCTBIO.

[IpomexyTouHass arrectauus IO WTOraM IIPAKTHKHA IPOBOJAUTCA MacTeEpoOM
MpOU3BOACTBEHHOTO 00yueHuss ot Komremxka coBpemeHnHbix TexHojorud JII'YHX c
3aHECEHHEM PE3YJIbTAaTOB B BEJAOMOCTHh IIO IIPOMEXKYTOYHOM aTTECTAlMM U B 3aYETHYIO
KHIKKY 00y4aroIerocs.

[Ipn BBICTAaBICHMM OLICHKM YYHUTBIBAIOTCS COJEpKAHUE, KadyeCTBO OTYETa II0
MPaKTUKE, aKKypPaTHOCTh M MPAaBWIBHOCTb €ro O(OpMIICHUS, MPAaBUIBLHOCTh U IOJHOTA
OTBETOB HA BONIPOCHI, 3a1aBA€MbIE BO BPEMS MTPOLEAYPHI 3AIIUTHI OTYETA, XapAKTEPUCTHKA

PYKOBOAMTENSA OT MPOPWIbHOW OpraHU3alNH,
PYKOBOJUTENEM IPAKTUKHU OT Y HUBEPCUTETA B aTTECTAI[MIOHHOM JIUCTE.

OIICHKa,

JTaHHas oOydJaromemycs

KoHTposb 1 0O1leHKA pe3yJIbTaTOB Y4eOHOH NPAKTUKH

Pesynomamot Ocnognble noKazamenu OUeHKU pe3yibmama Dopmot u
(océoennuvie umems ymemp Menoowl
npogeccuonanvuvlie | nPAKmMuU4ecKuil Onvlim KOHmMpOaA u
KOomMnemenyuu) OUEHKU
K 1.1. OcymectBisars | [Ipuem n nepBuyHas - IPOBEPATH Huddepenunpona
IIpUEM, IEPBUYHYIO 00paboTKa BXOJSAIIMX | IPABUIILHOCTD HHBIU 3a4€T 10
00paboTKy U JIOKYMEHTOB. JIOCTaBKH y4eOHOM
PErUCTPaLINIO IIpeaBapurenpHOE KOPPECIIOHICHIINY; IIPaKTHUKE.
MTOCTYIAOLIEH paccMOTpEHUE U MPABUJIBHOCTH U Hab6monenue u
KOPPECIIOHJEHIINH, B COPTHUPOBKA LIEJIOCTHOCTh OLICHKA
TOM YHCJIIE C JOKYMEHTOB Ha BJIO’KCHMS; NEATEIbHOCTH
UCITIOJIb30BAaHUEM pErUCTpUpPYEMBIE U oOyudatomerocst B
aBTOMATU3UPOBAHHBIX | HEPETUCTPUPYEMBbIE - OLICHUBATH nporecce
CHCTEM. [Toaroroska coliepKaHue OCBOEHMS MpU
BXOISIINX MOCTYTIUBIINAX BBITIOJTHEHU U
JOKYMEHTOB JIJIsi JIOKYMEHTOB C LIEJIbI0 | paboT 1Mo yueOHO
paccMOTpEHHUs WX paclpeeseHus; IPaKTUKE.
PYKOBOJHUTEIIEM.
Perucrpanus - TI0JIb30BAThCA
BXOSIINX aBTOMATH3UPOBAHHBIM
JOKYMEHTOB. U CUCTEMaMU y4erTa,
perucTpauuu rnpu
pabore ¢
JIOKYMEHTaMu
OpraHU3aLMH.
IIK 1.2. [lepenaBatb Opranuzanus - ONPEAEHATh Huddepenumpona
JIOKYMEHTHI Ha JIOCTABKU JJOKYMEHTOB | MapIIPYT ABUKEHUS HHBIN 3a4eT M0
UCIIOJIHEHHE B UCIIOJIHUTEIISIM. KOHKPETHOTO y4ueOHOI
MOAPA3AECIEHUSA C JIOKYMEHTa U MIPaKTHKE.
YYETOM PE30JIFOLUN JIOBOJIUTH TOKyMeHThl | Habmonenue u
PYKOBOAUTENEN JI0 UCIIOJIHUTENEN B OLICHKA
OpraHM3aLNH. ONPEJEIECHHBIE CPOKH; | NEATEIbHOCTH

10




- paboTath co Bceil

oOyuarorierocs B

COBOKYITHOCTBIO nporecce
nH()OPMAITMOHHO- OCBOEHUS MPHU
JIOKYMEHTAIMOHHBIX BBITIOJTHCHUN
pecypcoB paboT no yyeOHo
OpraHu3alluy; MPaKTHKE.
- BECTH Y4ET
MPOXOKJICHUS
JIOKYMEHTAIbHBIX
MaTepHasoB.
IIK 1.3. OcymectBisate | KonTpomns - IOCTAHOBKA Huddepennmpona
KOHTPOJIb UCIIOJIHEHUSI | UCIIOJTHEHUS JIOKYMEHTa Ha HHBIH 3a4eT 1Mo
JIOKYMEHTOB B JIOKYMEHTOB B KOHTPOJIb. yueOHOI
OpraHu3aluu, B TOM OpraHu3aluu. MPaKTHKE.
YHUCIIE C - OCYILIECTBIIATH Habmonenue u
UCIIOJIb30BaHUEM MIPOMEXKYTOUHBIN OIIEHKAa
aBTOMATU3UPOBAHHBIX KOHTPOJIb U KOHTPOJIb | JEATEIIBHOCTH
CUCTEM. MIPU HACTYIUJICHUU oOyuaromierocs B
JTAThl UCTIOJTHEHUSI. nporecce
OCBOEHUS MpU
- U”HPOPMHUPOBATh BBITIOJIHEHUU
pyKoBOAUTENS 00 paboT 1o yueOHoU
WCIIOJTHEHUH. MPaKTHKE.

- CHSTbh JIOKYMEHT C
KOHTPOJISI U HAIPABUTH
HWCIOJITHECHHBIN
JIOKYMEHT B JEJO.

- 0000maTh "
aHAJTM3UPOBATh
pe3yabTaThl KOHTPOJIS
3a UCIIOJIHEHUEM
JIOKyMEHTOB.

- TI0JIb30BATHCS
aBTOMATHU3UPOBAaHHBIM
U CUCTEMaMH y4eTa,
perucTpayu,
KOHTPOJIS U
MH(}OPMAIMOHHO-
CIIPABOYHBIMU
CUCTEMaMU IpH
paboTe c
JIOKYMEHTaMu
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OopraHu3aiun.

IIK 1.4. Bectu 6a3b1 Benenne 6a3pl JaHHBIX | - TOJIH30BATHCS Judbdepennmpona
JAHHBIX JJOKyMEHTOB JIOKyMEHTOB 0a3aMu JaHHBIX, B TOM | HHBIHM 3a4eT 1O
OpraHM3aIiy U OpraHHU3aIIH. YHCIe YJAICHHO. yaeOHOU
CIIPaBOYHO- Benenue IIPaKTHUKE.
UHGOPMAIIMOHHY IO MH(GOPMaLIMOHHO- - BECTH Y4ET Habntonenue n
paboTy Mo HUM. CIPaBOYHOMN pabOTHI. | TOKYMEHTOB OIICHKA

OpraHU3AIHH. JeSTEIIbHOCTH

oOyuJarorierocs B

- OCYIIECTBIISITh nporiecce

CTIPaBOYHO- OCBOCHHUS TIpU

UH(POPMAITMOHHYIO BBITIOJTHCHUN

paborty ¢ paboTt o yueOHoU

UCIIOJIb30BaHUEM 0a3 | MPAKTHKE.

JTAHHBIX JOKYMEHTOB.

- TIOJTH30BATHCS

aBTOMATU3HPOBAHHBIM

U CHCTEMaMH y4eTa,

pErucTpaluu,

KOHTPOJIS U

nH(OPMAIMOHHO-

CIIPaBOYHBIMU

CUCTEMaMU TIPH

pabore ¢

JIOKyMEHTaMHU

OpraHU3aIHH.
IIK 1.5. OcymectBisate | OOpaboTKa, - npuMeHsTh npaswia | Jduddepenmnupona
00padoTKYy, perucrtpanus u PYCCKOTO sI3bIKa MPH HHBIN 3a4eT M0
PETUCTPALIHIO U OTIIpaBKa UCXOSAIINX | IPOBEPKE JOKYMEHTOB | yueOHOM
OTTIPaBKY UCXOAAIIEH | JOKYMEHTOB. nepe]1 OTIPABKOM. MIPaKTHKE.
JIOKyMEHTAITUU Ha6monenue u
ajpecaraM, B TOM YHCTIE - IPOBEPSTH OTICHKA
C UCIOJIb30BaHUEM MPaBUIILHOCTH JEeATEeTLHOCTH
aBTOMATU3UPOBAHHBIX oopMIIeHUS U oOyyarorerocs B
CUCTEM. KOMIUIEKTHOCTh nporecce

UCXOISIINX OCBOCHHS TIPU

JTOKYMEHTOB. BBITIOJIHEHUU

pabdoT o yueObHou
- COpPTUPOBATH TIPAaKTHKE.

JIOKYMEHTBI 110
croco0aM JIOCTaBKH,
IPU HEOOXOIUMOCTH,
YIaKOBBIBATh
JIOKyMEHTBI U
OTIPABJIATE.
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- TIOJTH30BATHCSI
aBTOMATHU3UPOBAaHHBIM
U CUCTEMaMH yueTa,
perucTpalmu,
uH(POPMaIMOHHO-
CIPaBOYHBIMU
CHUCTEeMaMH TPH
paboTe ¢
JIOKyMEHTaMH
OpraHU3aIHH

IIK 1.6. Ocy1iecTBisATh
COCTaBJICHUE U
odopmIieHre
CITY>KEOHBIX
JIOKyMEHTOB Ha OCHOBE
TpeOOBaHUM
COBPEMEHHBIX
HOPMATHBHBIX
IIPABOBBIX AKTOB.

[IpumenATH
YCTaHOBJICHHBIN
COCTaB PEKBU3UTOB B
3aBHCUMOCTH OT BU/JIA
JOKYMEHTA.
[IpaBuibHO
pacronaraTts 1
0hOopMIISITh
PEKBU3UTHI HA JIUCTE
IIPU COCTABJICHUU
JOKYMEHTA.
[IpumensTh
COBPEMEHHBIE
uH(OPMAITMOHHO-
KOMMYHHUKAIIMOHHbBIE
TE€XHOJIOTUU IS
paboThI ¢
JTOKYMEHTAMU, B TOM
YUCJIE I €€
ONTUMU3ALUU U
MOBBIIIICHUS

3 peKTUBHOCTH
[IpumensTh npaBuna
PYCCKOTIO sI3bIKA.

- BUIbI JOKYMCHTOB,
HUX HAa3HA4YCHHC.

- TpeOOBaHuUH,
MIPEABSBISIEMBIC K
JIOKyMEHTaM B
COOTBETCTBHH C
HOPMATHBHBIMH
MPaBOBBIMH aKTaMHU 1
rocyJapCTBEHHBIMU
CTaHJapTaMH.

- MpaBuUIIa
COCTaBJICHUSI U
odopmIIeHUS
nH(OPMAIMOHHO-
CIIPABOYHBIX,
OpraHU3alMOHHBIX,
YIPaBICHICCKUX
JIOKYMEHTOB.

Huddepennmpona
HHBIN 3a4ET I10
y4ueOHOM
IIPaKTHKE.
Habmonenue u
OTICHKA
NEeATETLHOCTH
oOyuaromierocs B
mporecce
OCBOCHHS MpU
BBITIOJIHEHUU
paboT mo y4eOHoM
MIPaKTUKE.

®opMbl 1 METOJIbI KOHTPOJISI K OLIEHKU PE3YJIbTAaTOB O0yUEHUs JTOJKHBI TO3BOJIATH
MPOBEPSATh y OOYYaIOIMUXCS HE TOJBKO CHOPMUPOBAHHOCTh TPO(EecCHOHATBLHBIX
KOMIIETEHIIMM, HO U Pa3BUTHE OOIIMX KOMIETCHUUH U 00ECIeUnBaIOIIUX UX YMEHUH.

Pe3y.71bmam bl (OCGOeHHble

OcHogHble noKazameu

Dopmol u MemoObl KOHMPONA

o00uue Komnemenyuu) OUeHKU pe3yiomama U OUeHKU
OK 01. BeiOupatp VY1 - pacnio3HaBarts 3a1auy Nutepnperauus  pe3yJsbTaToB
CIIOCOOBI penieHus 3a1a4 W/Uiy npooJiemMy B HaOIIOIEHNH 3a NEATEILHOCTHIO
npoecCuoHaIbHON npohecCHOHATBFHOM W/WJIH oOyuaromerocs B XoJ1e
JESITEIIbHOCTH COLIMAJIbHOM KOHTEKCTE; MPOXOXKACHUS y4eOHOM

MNPUMCHUTCIIBHO K

pa3aIM4YHbIM KOHTCKCTAM.

V2 - aHanu3upoBaTh 3aa4y
W/WU IpOo0JIEMY U BBIICIATH

PAKTHKH.




€€ COCTaBHBIC 4aCTH,

VY3 - onpenensaTs 3Tanbl
peleHus 3a1a4n

BBISBJIATH U 3()(HEKTUBHO
UCKaTh HH(GOPMAIIHIO,
HEOOXOUMYIO JIJISl peIICHHUS
3aJlayul W/WiIK MpoOIIeMbI;

VY4 - cocTaBIIsITh IJIaH
NEeUCTBUSI
OTpeeNATh HEOOXOAUMBbIE

pecypchI;

VY5 - BazieTh akTyaIbHBIMA
METOJIlaMU pPabOThI

B Mpo(heCCUOHAIIBLHOU U
CMEXHBIX chepax
peaanu30BBIBATH
COCTaBJICHHBIN IIJIaH;

VY6 - onieHuBaTh pe3yibTaT U
MOCJIEJICTBUS CBOUX
JeWCTBUH (CaMOCTOSTEILHO
W C TIOMOIIIBIO
HACTABHUKA).

OK 02. Ocy1iecTBisATh
TIOWCK, aHAJIN3 U
WHTEPIPETAIINIO
uH(popmaruu,
HEOOXOUMOM ISt
BBITIOJTHCHHUS 3374
npodecCHOHATILHON
NEeSATeTLHOCTH.

VY1 — onpenensats 3a1aun 14
noucka uHpopmanuu;

VY2 - onpenensate
HEO0OXOIMMBbIE UCTOUYHUKU
uH(popmanuu;

VY2 — cTpyKTypUpOBaTh
NoJIy4yaeMyto HHPOpMaIIHIO;

V3 - BeLIEIATH HAMOOJIEE
3HAYMMOE B TIEPEUHE
uHdopMaIuu;

V4 - ouieHUBaTH
MPAKTUYECKYIO0 3HAYUMOCTD
pe3yJIbTaTOB MOUCKA;

V5 - opopmIATE pe3ybTaTh
TIOMCKA, MPUMEHAThH CPEACTBA

WNHTtepniperansi  pe3ysbTaTOB
HAOJIIOJICHUH 3a NEATEIbHOCTBIO

oOyyarorierocs B X0me
MPOXOKACHUSA y4eOHOM
MIPaKTHUKH.
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UH(POPMAIIMOHHBIX
TEXHOJIOTHH JUTSl PEIICHUS
poeCCHOHANTBHBIX 3a/1a4;

V6 - ncrnonp30BaTh
COBPEMEHHOE MPOTPaMMHOE
obecrieueHue

UCITOJIB30BATh Pa3IMYHbBIC
1IU(POBBIC CPEACTBA IS
perieHus
poeCCHOHANIBHBIX 3a/1aY.

OK 03. [1manupoBath u
peaan30BbIBATh
cOOCTBEHHOE
npo¢eCCUOHAIIBHOE U
JUYHOCTHOE Pa3BUTHE,
IPEITPUHUMATEIBCKYTO
JIeSITEIbHOCTD B
npodeccruoHanbHOM cdepe,
UCII0JIb30BATh 3HAHUS T10
(brHaHCOBOM TPAMOTHOCTHU
B Pa3IUYHbBIX )KU3HEHHBIX
CUTyaIUsX.

V1 - onpenensarts
aKTyaJbHOCTb HOPMaTUBHO-
IIPAaBOBOM JOKYMEHTAIUU B
npodecCUOHATILHON
NeSATEIbHOCTH;

VY2 - npuMeHATH
COBPEMEHHYIO HAYYHYIO
poecCHOHATIBHYIO
TE€PMHHOJIOTHIO;

V3 - onpenendars u
BBICTPaNBAaTh TPACKTOPHUH
poeCcCUOHATEHOTO
pa3BUTHS U
caM0o0Opa30BaHMUs;

V4 - BuIABIATH JOCTOMHCTBA
Y HEIOCTAaTKU KOMMEPUYECKON
UICH;

V5 - npe3eHToBaTh Uaeu
OTKPBITUSI COOCTBEHHOTO
nena B mpohecCuoHaTbHOM
JeSATeTLHOCTH; O(DOPMIISITH
Ou3HecC-1IJ1aH;

VY6 - paccuuTbiBaTh pa3Mephl
BBITUIAT 110 TIPOIICHTHBIM
CTaBKaM KPEIUTOBAHMSI;

Y7 - onpenenars
MHBECTUIMOHHYIO
MIPUBJIEKATEILHOCTD
KOMMEPYECKHUX UIEH B

WNntepniperanisi  pe3ysIbTaTOB
HaOJIIOEHNUN 3a AeSITEIbHOCTBIO
oOyuatorierocs B X0me
MPOXOKICHUSA y4eOHOM
MIPaKTUKH.
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paMKax nmpoQeccuoHaNbHON
JIEeATEIIbHOCTH,

VY8 - mpe3eHTOBaTH OM3HEC-
U7CI0

OTIPEETSATH UCTOUYHUKHU
(hMHaHCHPOBAHUSL.

OK 04. Paborats B V1 - opranuzoBbiBaTh paboty | MHTEprpeTanuss  pe3yibTaToB
KOJUIEKTUBE U KOMaHJIE, KOJUJICKTHBA HaOJIIOICHUM 32 J1eATeTbHOCTHIO
3 PeKTUBHO 1 KOMaH/IbI; oOyyarorierocs B X0me
B3aMMOJIECTBOBATH C MIPOXOKJICHUS yueOHOMI
KOJUJIEraMU, PYKOBOJICTBOM, | Y2 - B3aUMOJIEHCTBOBATh C MPaKTUKH.
KJINEHTaMHU. KOJUIEraMH, PYKOBOZCTBOM,

KJIMEHTaMH B XOJI€

npodeccruoHaIbHON

JESITETTbHOCTH.
OK 05. OcymiecTBiATh VY1 — rpaMOTHO U31araTh WNHTtepniperanst  pe3ysbTaTOB
YCTHYIO U INCbMEHHYIO CBOM MBICIIU U OPOPMIISITH HaOJIIOICHUH 32 JIeATEeIbHOCTHIO
KOMMYHUKAIIUIO HA JIOKYMEHTBI 110 oOyuaroierocs B Xo0J1e
rOCy/IapCTBEHHOM SI3bIKE npodeccuoHaNIbHON MIPOXOXKIEHUS y4eOHOU
Poccuiickon ®@enepanuu ¢ | TeMaTUKe Ha MIPAKTUKHU.
y4eTOM 0COOEHHOCTEN roCyJIapCTBEHHOM SI3bIKE,
COIL[MAJILHOTO U MPOSIBIISATh TOJIEPAHTHOCTH B
KYJbTYPHOTO KOHTEKCTA. paboyeM KOJJIEKTHRBE.
OK 09. [Tonp30BaThcA VY1 - noHumaTs o0 WNHTtepniperansi  pe3ysbTaToOB
npodeccuoHaNbHON CMBICIT YETKO HaOJIIOICHU 32 IeATEeTbHOCTHIO
JTOKyMEHTaIle! Ha MIPOU3HECEHHBIX oOyyarouierocs B X0J1e
roCyJIapCTBEHHOM U BBICKA3bIBAaHUH HA U3BECTHBIC | TPOXOXKIACHUS y4eOHOM
WHOCTPAHHOM SI3bIKaX. TeMbl (TpodeCCUOHANIbHBIC U | TPAKTUKH.

OBITOBBIC), TOHUMATh TEKCThI
Ha 0a30BbIC
podeCCHOHAIIBHBIC TEMBI;

VY2 - yyacTBOBaTh B TMAIOTaxX
Ha 3HAKOMBIC OOIINE 1
1podheCCHOHAIIBHBIC TEMBI;

VY3 - cTpouTh NpocThIE
BBICKa3bIBaHUS O ceOe U O
cBoel npodhecCUOHAIBHOM
NeATEeITLHOCTH;

V4 - xpaTK0 000CHOBBIBATH U
OOBSICHATH CBOU ACHCTBUS
(Teky1uue v MIaHupyEMBbIE);
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VY5 - nucarp npocThie
CBSI3HBIE COOOIIEHUS Ha
3HAKOMBbIC WJTU
UHTEPECYIOIINE
1poheCCHOHAIBHBIC TEMBL.

Kpurepuu o1ieHKH Y4e0HO NPAKTUKH

Kpurepuu onienku

KauecTBeHnHas OIOCHKAa MHANBHUAYAJIbHBIX
06pa3OBaTCJ'II>HI>IX ,ZIOCTI/I}KGHI/Iﬁ

Oan BepOaIbHBIN aHAJIOT
(oTMeTKa)

['mybokoe  u
MPAKTUICCKHUMH
PeIyCMOTPCHHBIMU
y4IeOHOM TIPAKTHKU; BJIQJICHHC
MOHSITHHHBIM armapaToM; YMCHHE
CBSI3BIBATh TEOPHUIO C MPAKTUKOW; peIIaTh
npodecCHoHATbHBIC 3a/1a4m;
BBICKa3bIBaTh W OOOCHOBBIBATH CBOU
CY)KICHHSI

IIOJIHOC OBJIaACHHUC
HaBBIKaMU,

IIPOTPaMMON

5 «OTINYHO»

IlomHoE
HaBBIKAMH,

OBJIAJICHAE  IPAKTHYECKUMHU

IPEAYCMOTPEHHBIMH
IIPOTPaMMON yueOHOI IIPAKTUKU;
BJIJICHUEC  TOHATUMHBIM  aIIapaToM;
YMEHHE CBSA3bIBATH TEOPUIO C MPAKTUKOM;
OCO3HAHHOE TIPUMEHEHHUE 3HAHWMU A
pemieHUs  TpPO(EeCcCCHOHANBHBIX  3a7ady;
rPAMOTHOE  H3JI0)KEHHE  OTBETOB, HO
comepxkaHue wux W ¢dopmMa HUMEIOT
OTJIECJIbHBIE HETOYHOCTH.

4 «XOPOLLIOY»

OOyuaromuiicst  BJIaJieeT
MPaKTUICCKUMHU HaBBIKAMH,
MPETyCMOTPEHHBIMU IIPOTPaMMOM
y4eOHOH TIPAKTUKH, HO BBIMOJHAET HX
HETOYHO, HETOCIICIOBATEIBHO, JOMYCKACT
OIIIMOKHU pu BBIITOJIHEHU U
po)eCCUOHANIBHBIX 3aJ1a4, ONPEACICHUH
MOHATHM, HE  yMEET  JI0Ka3aTeJbHO
000CHOBaTh CBOM CYXJCHHUSI.

OCHOBHBIMH

3 «YJIOBJIETBOPUTEIBHO

OOyyaromuiics UMEET HEeA0CTaTOYHbIE
MIPaKTUYECKHE HAaBBIKH,
MPeyCMOTPEHHBIE MTPOrpPaMMOil yueOHOU
MIPaKTUKH, HE  YMEET  BBIIOJHATH
ITIOCTABJICHHBIE npo¢eccuoHaIbHbIC
3a7a4u, JOITyCKaeT OIINOKHU B
ONpPENECICHUN  TOHATHW, HE  yMeeT

2 «HEYJIOBJIETBOPUTEIIBHO»
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JI0Ka3aTeIbHO
CYXKJICHUSI.

000CHOBATH CBOH

KpuTepun onieHKH 0T4eTa 10 Y4e0HOI NpaKTHKe

Hlkana oyenok Iokazamenu Kpumepuu
OtnuyHO 1. CootBercTBUE [Ipu 3alIuTe oT4eTa oOy4Jaronuiics
(BBICOKMI COZICpKAHUS IPOJEMOHCTPUPOBAT TIYOOKHE W CHUCTEMHbIC
YPOBEHB oT4eTa 3HaHUSA, TOJIyYEHHbIE TIPU  IPOXOXKICHUU
c(hOpMHUPOBAHHOC | TPEOOBAHUIM PaKTUKH, CBOOOJHO OINEPUPOBAI JIaHHBIMHU
TH KOMIIETEHIIMHM) | MPOTPaMMBbl UCCIIENOBaHUS u BHEC 000CHOBaHHbBIE
IPaKTHUKH; npenyioxkenus. OOydaromuiicss NpaBWIBHO U
2. CTpyKTypupoBa | IpPaMOTHO OTBETHJI HA MOCTABJICHHBIC BOMPOCHI.
HHOCTb W ToaHOTa | OOydaromuiics TTOJTYYMJT MOJIOKUTEIbHBIN
coOpaHHOTO OT3bIB OT PYKOBOJMTEJISI.
Xoporio MaTepHania; [Ipu 3ammTe oTdeTra OOydYarOIIMKCS TOKa3al
(mocTaTouHbII 3. IMomnoTa riIyooKue 3HAHMS, ITOJTyYEHHbIE pu
YPOBEHb YCTHOT'O MPOXO’K/ICHUH MPAKTUKHU, CBOOOTHO OIEpUpPOBAI
c(hOPMHPOBAHHOC | BBICTYIUICHUS, JAHHBIMM ~ HccliefoBaHusl. B oruere ObuH
TH KOMIIETEHIIMHM) | IIPAaBUJIBHOCTD JTOMYIIECHBI OIIUOKH, KOTOPBIE HOCSAT
OTBETOB Ha | HECYIIECTBEHHbIN  XapakTtep. OOydaronuiics
BOITPOCHI IIPH | OTBETUJI HA I[IOCTaBJICHHBIE BOMNPOCHI, HO
3allNTe JIOMYCTUJT HEKOTOpbIE OIIMOKH, KOTOpBIE IpH
HABOJAIIUX BOMpOcax OBUIM  UCIPABJICHBI.
OOyuaromuiicsi ~ MOJYy4YWJI  TOJIOKUTEIbHBIN
OT3bIB OT PYKOBOJMTEJISI.
Y 10BIETBOPUTEND Otuer AMeEeT ITOBEPXHOCTHBIN aHaJIN3
HO (TIpuemMieMbIi coOpaHHOTO Marepuania, HEUYETKYIO
YPOBEHb MOCJIEIOBATEIBHOCTD ero U3JI0KEHUS
c(hopMHPOBAHHOC matepuana. OOyJarouuics npu 3anmTe 0T4eTa
TH KOMIIETEHIINH ) N0  MpPakKTUKE HE  Jal  TOJHBIX |

Heynosnersopure
JILHO
(HEegOCTaTOUHBIN
YPOBCHB
chopMUpPOBaHHOC
TU KOMIIETEHIINH )

apryMEHTHUPOBAHHBIX OTBETOB Ha 3aJaHHBIC
BOIIPOCHL. B 0T3bIBE PYKOBOAUTENI HMEKOTCS
CYLIECTBEHHBIEC 3aMEYaHUsl.

Otuer HE HMeeT ACTAJIM3UPOBAHHOTO aHaJIn3a

coOpaHHOTO MaTepuajla M HE  OTBEYaeT
YCTaHOBJICHHBIM TpeOoBaHusM. OOyuaromuiics
3aTPYJHSAETCS OTBETUTh HAa IIOCTaBJICHHbBIC
BOIIPOCHI ~ WJM  JOMyCKaeT B  OTBETax
NpUHIUNHAIBHBIE ~ OmMOKM. B OT3bIBE
PYKOBOJUTEIIS UMEIOTCS CYIIECTBEHHBIC

KPUTHYCCKHC 3aMCUYAHH .

Paspnen 8. IlepeyeHb OCHOBHOM M IONIOJIHUTEIBHON y4e0HOI JIUTEepaTyphbl,
He00X0IMMOil 1Jisl MPOBeAeHUs Y4eOHOH NPAKTUKH

No
n/n

Aemop

Hazeanue ocnoenoii
YyueoHou u

Koauuecmeo
IKZEMNAAPOE 8

Buvixoonwvie
OaHHble
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00NOTHUMEbHOU oubauomexe
aumepamypbt, JII'YHX/aopec
Heo0X00umMoil 011 docmyna
npoeeoenus yueoHou
nPaKmuKu
I.  Ocnoenas yueonas numepamypa
[llyeanosa H.H. JIOKyMEHTaIIMOHHOE Mockaa: URL.:
oOecrieueHue UsnarensctBo | https://urait.ru/bco
ynpaBienusi:  ydeOHuk | FOpaiit, 2026. | de/561049
I cpeanero | — 234 c.
npodeccuoHanbHOTO
00pa3oBaHuUs
Kopnees 1.K. JIoOKyMeHTalmOHHOE Mocksa: URL:
oOecrieueHue UsnarensctBo | https://urait.ru/bco
ynpasieHus: yaeonuk u | FOpaiit, 2026. | de/563193
MPAKTUKYM [T cpeanero | — 438 c.
po¢heCCUOHAIBHOTO
00pa3oBaHuUs

I1. /lonoanumenvnas aumepamypa

A) /lononnumenvnan yueonasa aumepamypa

NBanona A 1O. Pycckuii s3b1k B 1enoBoM | Mockaa: URL:
JOKyMeHTaluu: yueOHuK | Mi3marenncTBo | https://urait.ru/bc
IS cpeanero | FOpaiit, 2026. | 0de/565786
npo(decCuOHaTBbHOTO — 129 c.
00pa3oBaHusl.

b) Oguuyuanvuvie uzdanun: cOOpHuUKU 3aKOHOOAMETbHBIX AKM OB, HOPMAMUBHO-
npasoevixX 0OKYMeHmoe8 u Kkooexkcos P@

I'OCT P 6.30-2003. T'ocymapctBeHHblii cTangapt Poccuiickoii ®enepauuu.
YHuduimpoBaHHble  CUCTEMBI  JIOKYMEHTAllMW. YHUGUIMPOBAHHAS  CHCTEMa
OpraHU3alMOHHO-PACTIOPSIAUTENILHON JOKyMeHTanuu. TpeboBanus K 0(OPMIICHHIO
IoKyMeHTOoB. https://www.consultant.ru/document/cons doc LAW 44595/

"TOCT P 7.0.97-2016. Haumonanenslii crangapt Poccuiickoit @enepannu. Cucrtema
CTaHAApTOB 1O HHPOpMauuu, OUOIMOTEYHOMY M  U3JIATEIbCKOMY  JEIy.
OpraHu3aiMoHHO-paciopsauTeNbHas JoKyMeHTalus. TpeboBanus K 0(OpMIIECHHIO
nokymeHToB" (yTB. Ilpukazom Poccrangapra ot 08.12.2016 N 2004-ct) (pea. oT
14.05.2018). https://www.consultant.ru/document/cons_doc LAW 216461/

B) Ilepuooduueckue uzoanus

[Tpodeccunonanbupiit xxypHan «Cekpetapb pedepeHT». [lenoBoii dTUKET (OHIAMH).
https://www.profiz.ru/sr/rubric/12/.

Kypnan: JlenonpousBoACTBO W JAOKYMEHTOOOOPOT Ha TPEANPHUSATHU (OHJIAMH).
https://delo-press.ru/journals/documents/.

I') Cnpagouno-ouobnuozpaguueckas tumepamypa

Ompacneswie cnosapu

CnoBapb TEPMUHOB B o0nactu JEJIOIPOU3BOICTBA.
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https://olimpoks.ru/enc/dictionary/.

Pazgen 9. Ilepeyenb pecypcoB HMH(POPMANUOHHO-TEJICKOMMYHHUKAIMOHHOU
cetn "MHTepHeT", HCIO/IB3yeMbIX IPH NPOBECHUN Y4eOHOH NMPAKTUKH

Kaxnpiii oOyuwaromuiics B TEUYCHHE BCEro Imepuoaa oOydeHHs oOecnedeH
WHIVUBUTyTBHBIM HEOTPAHUYCHHBIM JOCTYIIOM K OJIHON WJIM HECKOJBKHM J3JIEKTPOHHO-
OMOIMOTEYHBIM CHCTEMaM M K JJICKTPOHHON HMH(POPMAIMOHHO-00pa30BaTEIBHOU Cpee
yauBepcuteta (http://e-dgunh.ru.). DnexTpoHHO-OMOMMOTEUHAs CUCTEMa U 3JIEKTPOHHAS
MHPOPMAIMOHHO-00pa3oBaTebHasl  cpela  00ecleuynBaeT  BO3MOXHOCTh — JIOCTyIa
oOydaromierocss M3 000N TOYKH, B KOTOPOH HUMEETCs JOCTYN K HWHGOPMAIMOHHO-
TEJICKOMMYHUKAITMOHHON ceTn «MHTepHeT», Kak Ha TEPPUTOPUU O0Opa30BaTEIBLHOM
OpraHu3alluu, TaKk U BHE €e.

PexomenmyeTcsi 03HaKOMJICHUE C peCypcamMu CJIEIYIONUX CAUTOB:

- Jlekuum 1o  penonpous3BOACTBY. DailIOBBII  apXUB  JISI  CTYACHTOB.
https://studfile.net/preview/2983954/.

- Onnaita-rectsl. OTKpBITas 0a3a TectoB. https://onlinetestpad.com/ru.

Paznen 10. IlepeyeHb JIUIEH3HOHHOTO MPOTPAMMHOI0 00ecreyeHusl,
HH(POPMALMOHHBIX CIIPABOYHBIX CUCTEM U MPOdecCHOHAIBHBIX 023 TaHHBIX,
HCMOJIb3yeMbIX IIPH NMPOBeIeHUH Y4eOHO MPAKTHKHA

10.1. ITepeyeHb UCMOJIBL3YEMOT0 JIMIIEH3MOHHOTO IPOTPAMMHOI0 00ecreYeHust

1.Windows 10

2. Microsoft Office Professional
3. Adobe Acrobat Reader DC
4.VLC Media player

5.7-zip

10.2. Ilepeyenb HHGPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

CnpaBouHnas ipaBoBast cuctema «Koncynprant [lmrocy. hitp://www.consultant.ru/.

10.3 IlepeueHb npodeccHOHATBLHBIX 0a3 TAHHBIX

- AllMedia.Ru  —  Poccuiickuii  aem0BOM U JIOKyMEHTOOOOPOT:
https://www.businesslearning.ru/CoursFrm.asp?actid=146&inp=businesstest.
- KagpoBuk.by — wuHGMOPMAIIMOHHO-TIONCKOBBIM MOpPTAJ JUIsl  KaJpOBHKA.

https://kadrovik.by/.
- Opunmansaeii MHTEpHET-TIOPTAN IPaBOBOM WHpOpMaruu. hitp://pravo.gov.ru/.

Pasznen 11. YcioBus peanu3anuy NporpaMMsbl Y4eOHOH NPAKTHKH

Jlabopatopus yuebnas kxanmenspusi: 367008, Pecmybmuka JlarectaH, r.0. TOpon
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Maxaukaia, BH.p-H KupoBckuii paiion, r. Maxaukaina, yiu. [Naiinapa ['apxuesa, 31. 200, 3
aTax, nomenieHue Ne 3, aynutopus 3.3.

[lepeueHb OCHOBHOTO 0OOPYOBAHMS:

KomMriekT mpon3BoACTBEHHON MeOeH.

Jlocka mesoBasl.

Habop neMoHCTpalimoHHOT0 000pYy10BaAHUS:

[IpoekTOp, mNEepCOHANBHBIA KOMIIBIOTEp C JOCTYNOM K cethn MHTepHeT u
KopropatuBHOU cetu yHuBepcutera, DbC «YumBepcurerckas OmOmoreka ONLINEY
(www.biblioclub.ru), 9BC «3BC FOpaiir» (Www.urait.ru), akycradeckas CHCTeMa.

Habop yueOHO—HarISITHBIX TTOCOOMIA:

KoMriekT HarimsiAHbIX MaTepuanoB (OaHHEpHI, IIIAKaThl);

KoMIieKT  3JIeKTpPOHHBIX  WJUTIOCTPATUBHBIX ~ MaTEpUalioB MO  JUCHUILIMHE
(npe3eHTaIu, BUACOPOIIUKH ).

Jlabopatopus noxymentoBeaenus: 367008, PecnyOnuka [larecran, r.o. ropon
Maxaukana, BH.p-H KupoBckuil paiion, r. Maxaukana, yi. I'aiigapa ["amxuesa, 31. 200, 3
aTax, nomenieHune Ne 3, aynutopus 3.3.

[Tepeyerh OCHOBHOTO 000PYIOBAHUS:

KoMrmiekT mpon3BoACTBEHHON MeOeIH.

Jlocka mesoBasl.

Habop neMoHCTpalimoHHOTO 000pyA0BaHUA:

[IpoekTop, TmepCOHAIBHBIA KOMIBIOTEP C JOCTYmoM K cetu HMHTepHer u
KopropaTuBHOU ceTu yHuBepcuteTa, DbC «YHupepcuterckas Oumbmmoreka ONLINE»
(www.biblioclub.ru), 3bC «3BC IOpaiit» (Www.urait.ru), akycruueckasi CHCTEMa.

Habop y4ueOHO—HarmsJHbIX TOCOOUH:

KomMriekT HarmsiaHbIX MaTepuanoB (OaHHEPHI, TIAKaThl);

KoMIiiekT  2JIeKTpOHHBIX  WJUTIOCTPATHUBHBIX ~ MaTEpUANIOB IO  JUCIHUTIIMHE
(npe3eHTaIu, BUACOPOIJIUKH ).

[Tomemenue st camocTosiTeabHON padoThl: (367008, Pecnybnuka Jlarectan, T.0.
ropon Maxaukana, BH.p-H KupoBckuii paiton, r. Maxaukana, yi. 'aiinapa ['amxkuesa, 31.
200, 3 stax, nomenieHue Ne 8, aygutopus 3.8).

[lepeueHs OCHOBHOTO 0OOPYIOBAHMS:

[TepcoHambHBIE KOMITBIOTEPHI C JOCTYNIOM K ceTh VIHTEepHET W B DJICKTPOHHYIO
nH(popMaImoHHO-00pa3oBaTeNbHyto cpeay -10 en.

[lepedenp HCIOIBL3YEMOTO TPOTPAMMHOTO OOECTICYEHUSI:

1. Windows 10

2. Microsoft Office Professional

3. Adobe Acrobat Reader DC

4. VLC Media player

5. 7-zip
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JIucTt akryanusanuu padoyeil nporpaMmbl yueOHou npaktuku YI11.01.01
npo¢ecCHOHATIBLHOT0 MOAYJI «/loKyMeHTHPOBaHUE YIIPABJIEHYECKOM AeATeJIbHOCTH
U OpraHusanus padoTbl ¢ JOKYMEeHTAMI)

Pabouas mporpamMMa y4eOHOM NPAKTUKH NIEPECMOTPEHA,

oOcyxJeHa 1 0100peHa Ha 3acelaHnuu Kadeapbl

[IpoTokomn OT « » 20 r. Ne

3aB. kadenpoii

Pabouas nporpamMma y4eOHOM MPAKTUKU TEPECMOTPEHA,

oOcyx/1eHa 1 o100peHa Ha 3aceaHru Kadeapsl

[IpoTokoit ot « » 20 r. No

3aB. kadenpoit

Pabouas nporpamMma yueOHOM NPAKTUKH IEPECMOTPEHA,

oOcyx1eHa u 0100peHa Ha 3aceaHuu Kadeapbl

[Iporokoi ot « » 20 r. No

3aB. xadenpoii
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