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1. OBIIASI XAPAKTEPUCTHUKA PABOUYEM ITPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

«IIM.01 JloKyMeHTHpOBaHHe YIIPaBJIeHYeCKOM 1eATeJJbHOCTH ¥ OPraHu3anus

paﬁoTbl C JOKYMECHTaAMMW»

1.1. Leas 1 mu1aHupyemble pe3yJabTAThbl 0CBOCHUSA NMPOGecCHOHAIBHOT0 MOYJIsI
B pesynbTaTe nzydenus npodeccuoHaaIbHOTO MOy 00yUYaroIIUuiCs J0JKEH

OCBOMTHb OCHOBHOM BHJl ACATEIBHOCTU «JlOKyMEHTHpPOBAHHE YIIPABICHUYECKOU

ACATCIIbBHOCTU U OpTraHU3alns pa60TBI C IOKYMCHTaMMu» U COOTBCTCTBYIOINNC CMY

O6HII/Ie KOMIICTCHIIMU U HpO(l)@CCI/IOHaJ'IBHBIC KOMIICTCHIINU:

1.1.1. TlepedyeHnb 0OITUX KOMIETEHITUN

Kon HaumeHnoBaHue 001IMX KOMIIeTEHIU I

OK 01. | BeiOupare cnocoObl pemieHus: 3amad  MpoQecCHOHATBHON  IeSTEIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM

OK 02. | lcnonb3oBaTh COBpEMEHHBIE CpPEICTBA IOMCKA, aHalW3a W UHTEpIpeTalun
uHpopMannu, U HUHGOPMALMOHHBIE TEXHOJOTUU JJIs BBINOJIHEHUS 3a]ad
poEeCCHOHAIBHON JEATEIHHOCTH

OK 03. | IlnmanupoBath M peain30BbIBaTh COOCTBEHHOE MPOQPECCHOHATBHOE U JTUYHOCTHOE
pasBUTHE, NPEANPUHUMATEIBCKYIO JIESTeNbHOCTh B MpodeccuoHanbHoil chepe,
MCIIOJIb30BaTh 3HAHMS MO MPaBOBOM M (PUHAHCOBOI I'PaMOTHOCTH B Pa3IMYHbBIX
YKU3HEHHBIX CUTYaIUsIX

OK 04. | DddexTuBHO B3aUMOJIEHCTBOBATh U pabOTATh B KOJJIEKTUBE U KOMaH[Ie

OK 05. | OcyuiecTBiTh YCTHYIO U NMHUCBMEHHYIO KOMMYHHKAIIMIO Ha rOCYAapCTBEHHOM
a3bike  Poccuiickoit ®enepanum ¢ y4eToM OCOOEHHOCTEH COLMANbHOTO U
KYJIbTYPHOTO KOHTEKCTa

OK 09. | Ilonp3oBaThesi npodecCHOHAIBHONW JOKYMEHTAIe Ha TOCyJapCTBEHHOM H
MHOCTPaHHOM SI3bIKaxX

1.1.1. ITepeuens npodeccnoHaATbHBIX KOMIETSHIIUN

Kon HaunMeHoBaHMe BUIOB 1eITE€ILHOCTH U PO eCCHOHAIBHBIX KOMIIETEHM I

BA1 JIoKyMeHTUpOBaHUE YIPABIEHYECKOW AESITEIbHOCTH M OpraHu3aius paboTsl ¢
JOKYMEHTaMU

IIK 1.1. | OcymecTBisATh MpUeM, IEPBUYHYIO 00paOOTKY M PETHUCTPAIUIO MOCTYIAIOIICH

KOPPECIMOHACHIINHN B TOM YHUCJIC C UCITOJIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.




IIK 1.2. | IlepenaBath TOKYMEHTbI Ha UCIIOTHEHHUE B MOAPA3IACICHUS C YUETOM PE30JIIOIIUU
PYKOBOIMTENEH OpraHu3aliH.

IIK 1.3. | OcyiiecTBasTh KOHTPOJb UCIIOTHEHHS JOKYMEHTOB B OpraHU3aIlliH, B TOM YHCIIE
C UCIOJb30BaHMEM aBTOMATHU3UPOBAHHBIX CUCTEM.

IIK 1.4. | Bectu 6a3bl 1aHHBIX JOKYMEHTOB OPTaHU3AINH U CIIPABOYHO-UH(POPMAIIMOHHYIO
paboTy MO HUM.

IIK 1.5. | OcymecTBisaTh 00pabOTKY, PETUCTPAIUIO U OTIPABKY UCXOAIIEH JOKYMEHTAITUN
azpecaram, B TOM YHCJIE€ C UCIOIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.6. | OcymecTBIsITh COCTaBICHHUE H 0OPMIICHHE CITY)KEOHBIX JJOKYMEHTOB Ha OCHOBE
TpeOOBaHUI COBPEMEHHBIX HOPMATUBHBIX IIPABOBBIX AKTOB.

1.1.1. B pe3ynbrare ocBoeHUs MpoheCcCHOHATBHOTO MOYJIsi O0yJarOIIHIiCs

JOJDKCH:
Bnanets [Tpuem u mepBuuHas 0OpaboTKa BXOASIIUX NOKyMEHTOB. [IpenBapurenbHoe
HaBRIKaMU pacCMOTpPEHME UM  COPTHpPOBKAa JIOKYMEHTOB Ha PETUCTPUPYEMBIE U
HEeperucTpupyemble
IlogroroBka BXOIAIIMX JOKYMEHTOB JJIsI  PAacCMOTPEHHMs
PYKOBOAMTEINIEM.
Perucrpanus BXOISMINX TOKYMEHTOB.
OpraHn3anys JOCTaBKH JOKYMEHTOB HCIOJHUTENsIM. KoHTpoib
UCTIOJHEHUSI JOKYMEHTOB B opraHuszainuu. Benenue 6a3bl JaHHBIX
JOKYMEHTOB OpraHM3alHu.
Benenue nnpopmMainoHHO-CIpaBOYHOM pabOTHI.
O6paboTka, perucTpanus 1 OTIpaBKa UCXOIANTUX JOKyMeHTOB CoCTaBIeHUE
1 ohopMIIeHHE CITYyKEOHBIX JTOKYMEHTOB.
Ymers [TpoBepATh NPaBUIBHOCTH JOCTABKU KOPPECTIOHICHIINN; TIPAaBUIIBHOCTh

U LEJIOCTHOCTD BIIOKCHMUS.

OneHuBaTh CcOAEp)KaHHWE IOCTYNUBIIMX JOKYMEHTOB C LENbI0  HX
pacrpeneieHus.

Ilonp30BaTbcsd aBTOMATU3MPOBAaHHBIMUA CHCTEMaMU Y4eTa, PErMCTpaluu MpH
pabote ¢ AOKyMeHTamMu opraHuzauuu. Onpenensrtb MapHIpyT ABHXKEHHUS
KOHKPETHOIO JOKYMEHTa M JOBOJAUTH JOKYMEHTHI JI0 HCIIOJHUTENEN B
ONpeIEICHHBIE CPOKHU

PaboTtath co Bcell COBOKYIMHOCTBIO MH(GOPMALMOHHO- JOKYMEHTALMOHHBIX
peECYpCOB OpraHU3aluy.

Bectu yuer npoxoxaeHHA [JOKYMEHTalbHBIX MarepuasoB. IlocraHoBka
JOKYMEHTa Ha KOHTPOJIb.

Ocy1ecTBIATh IPOMEXKYTOUHBIM KOHTPOJIb U KOHTPOJIb IIPH




HACTYIUIEHUH JaThl ucnonHeHus. VHpopmupoBarth
PYKOBOJHTEIS 00 UCTIOTHEHHH.

CHATb TOKYMEHT C KOHTPOJISI M HAIIPaBUTh UCIIOJIHEHHBINA TOKYMEHT
B JIJIO.

O0600maTh 1 aHATU3UPOBATH PE3YIbTATHI KOHTPOJIS 32

HCIIOJIHEHUEM JOKYMEHTOB.

[Tonb30BaTbCsi aBTOMATU3MPOBAHHBIMU CUCTEMaMHU Y4eTa,
perucTpanyy, KOHTPOJs M HH(OPMALMOHHO-CIIPABOYHBIMU
cucTeMaMHy IIpU paboTe ¢ JOKYMEHTaMU OpraHu3aluy.
[Tonmp30BaTbess 0azaMu JaHHBIX, B TOM YHCIE YAAJICHHO.

Bectu yuer 1OKyMEHTOB OpraHU3aliy.

OcymiecTBasTh CIIPaBOYHO-MH(POPMAIIMOHHYIO  paboTy ¢
UCIOJIb30BaHUEM 0a3 JaHHBIX TOKYMEHTOB.

Ilosnp30BaTbcsd aBTOMATU3UPOBAHHBIMM CHCTEMaMHU  y4eTa,
perucTpanyu, KOHTPOJS W HH(OPMAIMOHHO-CIIPABOYHBIMH
CHCTEMaMH IpH padoTe ¢ JOKYMEHTaMHU OpraHU3aIHH.
[IpuMeHATH NpaBuiIa PYCCKOIO SA3BIKA IPH IPOBEPKE JTOKYMEHTOB
nepez OTIpaBKOM.

[IpoBepaATs NpaBUIBHOCTH OGOPMIIEHUS M  KOMIUIEKTHOCTb
UCXOJSIIMX JOKYMEHTOB.

CoptupoBaTh JOKYMEHTBl 1O croco0aMm JOCTaBKH, IpH
HEOOXO/JMMOCTH, YNAaKOBBIBATH JIOKYMEHTHI M  OIPABIATh.
[lonp30BaTbcsi  aBTOMATU3MPOBAHHBIMUA  CHUCTEMAaMH  y4derTa,
perucrpanuu, UH(GOPMALIMOHHO-CIIPABOYHBIMU CHCTEMaMU IpH
paloTe ¢ TOKyMEHTaMU OpraHU3aLHH.

[IppMeHATh  YCTAHOBIEHHBI COCTaB PEKBU3UTOB B
3aBUCUMOCTH OT BUJIa JOKYMEHTA.

[IpaBuibHO pacnonarate ¥ OQOPMIISTh PEKBU3UTHI HA JIUCTE MPHU
COCTABJICHUM JIOKYMEHTA.

[TpumMeHsATH cCOBpeMEeHHbIE HH(OPMAIIMOHHO- KOMMYHUKAIIUOHHBIE
TEXHOJIOTUH Ui PabOThl C JOKYMEHTaMH, B TOM YHUCIE AJs ee
ONTUMMU3ALMU U TOBBIIIEHUS 3 PEeKTUBHOCTU

[IpuMeHATH IpaBUila pyCCKOTO S3bIKA.

3HaTh

HopmaTuBHblE mnpaBOBbIE aKThl W HOPMATUBHO-METOJIUYECKHE
JNOKYMEHTBI,  OIpeNessoue MOpPAIOK JOKYMEHTAI[MOHHOTO
oOecrnieueHus yrnpaBaeHUsI.

CrtpykTtypa OpraHu3alui, PYKOBOJCTBO CTPYKTYPHBIX
MIOIpa3ICIICHUN.

CoBpeMeHHble ~ WHGOPMAIIMOHHBIE  TEXHOJOTHU  pabOTBI  C
JOKYMEHTaMHU.

[Topsimok paboTHI C MOCTYMAKIIMMHU JTOKyMeHTaMHu. [Topsimok
paboThl ¢ TOKYMEHTaMHU TMpHU Tepeaadye X Ha HCIOJTHEHUE

B [IO/Ipa3/IeJICHUsI.

[IpaBuna opranuzaimu U (QOpMBI KOHTPOJIS HCIOJHEHHS
JIOKYMEHTOB B OpTar§I3alliy.




Tunosslie CPOKHM  HUCHOJHCHHA JOKYMCHTOB.

[TpuHIMIB PaOOTHI CO CPOKOBOM KaPTOTEKOM.

Ha3nauenune U TEXHOJIOTUS TEKYIIETO U MPEAYyHNpeAUTETbHOIO
KOHTPOJIS.

IIpaBuiia  cocTaBieHUS ~ AQHAIUTUYECKUX  CIPAaBOK IO
OpraHu3anuy padoThl C JOKYMEHTaMH U KOHTPOJIIO MCIIOJIHEHUS
JOKYMEHTOB.

[lpaBuna co3gaHuss W BeACHUs 0a3 MAaHHBIX CIYXEOHBIX
JOKYMEHTOB B OpTraHHM3aIHH.

Cucrembl 3JIEKTPOHHOT O JIOKYMEHTO000pOTa.
[TpaBuia 1 CPOKU OTIPABKU UCXOASIIMX TOKYMEHTOB

Bupl 10KyMEHTOB, UX Ha3HaUEHHE.

TpeboBanus, MpeabsBiIsgeMble K JOKYMEHTaM B COOTBETCTBHHU C
HOPMAaTUBHBIMHA TPAaBOBBIMH AaKTaMH M TOCYIapCTBEHHBIMHU
CTaHAApPTaMH.

[TpaBuna coctaBnenus u opopmieHus: HHGOPMAITMOHHO-
CTMpPABOYHBIX,  OPraHU3AIMOHHBIX,  YIPABICHYECKUX

JAOKYMCHTOB.

1.1. KosinyecTBO 4aCOB, 0TBOJUMOE HA OCBOEHHE MPO(PeCcCHOHATBHOTO

MOIYJIsI
KBaJIu(pUKaLus
Haunmenobanue Jles10npou3BOIUTETH
4acos

Bcero o IIM.01, B TOM uncJie 468
MJK.01.01 Opranuzauus 16
JOKYMEHT0000pOoTa ¥ IOKYMEHTUPOBAHNE
YIpaBJIEHYECKON JIESITEIILHOCTH
MJIK.01.02 MudopmanmonHo- 34
KOMMYHHKAIIMOHHBIE TEXHOJIOTHUH B
JeTIONPOU3BOACTBE
Y4eOHas npakTHKa 72
IIpou3BoacTBeHHAs] MPAKTHKA 180
CamocrosiTeqbHast paboTa 146
Ik3amen no MJIK.01.01 8
JK3aMeH 0 MOAYJII0 12



1. CTPYKTYPA U COAEP)KAHUE ITPO®ECCHUOHAJIBHOI'O MOAYJIA

1.1. Crpykrypa npogeccoHAJIbHOT0 MOXYJIS

O6BeM npoecCHOHANEHOTO MOMYIIS, aK. 4ac.

O6yuenne mo MJIK Tpaxyiy
B toMm uncne
Kozt HaumenoBanus paznenos Bcero, 3
mpodeceHonaLy npo(heCcCHOHATBLHOTO MOYJIS qac § & 2
WX 1 OBIIIX . g JlaGopaTopHBIX KypcoBbix z 2 5 é
KOMIIETEHIIAi 2 u pabor CamocTosTenbHast g E & S
MPAKTHIECKIK | oo o) paboTa 28 2 3
3aHATUI P E E » 2
: £
K 1.1 - TIK 1.6, MJK 01.01 72 72 16 X 48 8 X X
OK 01 - OK 05, Opraunu3zanus
OK 09 JIOKyMEHT0000pOTa U
JIOKyMEHTHUPOBaHUE
YIpaBICHIECKOH TeATETHPHOCTH
IIK 1.1 -TIK 1.6, MJIK 01.02. UrdopmanmonHo- 132 132 34 X 98 X X
OK 01, 0K 02, OK | xoMMyHHKaIIOHHBIE TEXHOJIOIHH B
05, JIETIONPOU3BOICTBE
OK 09
YyeOHas mpakTHKa 72 72
IIpou3BoacTBeHHAs paKTHKA 180 180
IIpomexyTouHast arTecTanus
Bcezo: 456 204 34 X 146 8 72 180




1.2. TemaTH4ecKuii IV1aH U cofepskaHue npodeccuonaabHoro moay.as (IIM)

HaumeHnoBanue
pa3/iesioB U TeM
npo¢eccHoOHAIBLHOI0
moayJs (IIM),
MEKIUCHMITIMHAPHBIX
kypcos (MJIK)

Conep:xanue yueOHOro MarepuaJa,
JabopaTopHbie padoThl U MPAKTHYECKHE 3AaHATHSL, CAMOCTONATEILHAS Y4eOHas padoTa
o0yuyawuuxcsi, KypcoBasi pa6ora (poeKT) (eciu npedycmompenvt)

O0BeM YacoB

Pa3nes 1. JlokymeHTHPOBaHHE U OPraHU3anusA padoThl ¢ 0pUIMAIBHBIMH JOKYMEHTAMU

M/IK 01.01 Opranuszauuu 10KyMEHT0000pPOTA U IOKYMEHTHPOBAHUSA YIIPABJIEHYECKOM 1eATEIbHOCTH

Tema 1.1. KpaTrkas
HCTOPHUS OPTraHU3ANHHA
W TeXHOJIOTHH
AeJIONPOU3BOJACTBA B
Poccun

Conep:xkanue

1. emonponsBoactso B [IpeBHen Pycu

2. IIpuka3Hoe IeI0npOU3BOACTBO

3. Konnexxckoe 1enonpou3BoCTBO

4. IcnoIHUTENBHOE AETONPOU3BOACTBO

5. CoBeTckoe eI0NpPOU3BOACTBO

Tema 1.2. Cucrema
JeJIONPOU3BO/ICTBA

Conep:xkanue

Jenonpou3BoJCTBO: 1I€JIM, 3a7a4d U OCHOBHbIE MPUHIUIBI. OCHOBHBIE BHUbI
JIETONPON3BOICTBEHHOM




JOKYMEHTAJIBHOI'O (bOHI[a OpraHu3anuun (CI/ICTeMaTI/I3aI_II/I$I JOKYMCHTOB W OpraHMU3alus
HX TCKYHICTO

XpaHEHUs); OpraHM3alUs JOCTyna K JOKYMEHTaM W UX HCIOJIb30BaHUS.
Oommepoccuiickue Ki1accu(pUKaTopbl TEXHUKO-DKOHOMHYECKOH 1
COLMAIbHON MH(POPMALIUU

Tema 1.3 Coaep:xkanmne

JlokymMeHTHPOBaHHAasI

unpopMamms JlokymeHTanbHble  MCTOUYHUKU.  IloHATHE  «JOKyMeHT».  Buasl  JOKyMEHTOB.
['ocynapcTBeHHbIE CTaHIAPTHl HA JOKyMeHTaluo. [lonroroBka iy eOHbIX TOKYMEHTOB.
OdopmieHne  ympaBiICHYECKOH JIOKyMEHTAanud. [peboBaHus K  OQOPMIICHUIO
JIOKYMEHTOB.
Cucremsl nokymentanuu. [lonarue cucremsl nokymeHTauuu. OCHOBHBIE
(GyHKIMOHAJIbHBIE CUCTEMBI JoKyMeHTauuu B Poccuiickoit denepanuu.
YHUGHUIMPOBAHHBIE CUCTEMbI JOKYMEHTALIUH.

Tema 1.4 Conep:xanue

HNudopmannonHo-

TOKYMEHTAIONHOE 1. Pomp rocynmapctBa B oOpraHmszaluu jenonpousBoactsa. HMHdpopmanmonHo-

oecnevemnue paGoThi JOKYMEHTAllMOHHOE o0ecrieueHue paboThl ammapaTa YOpPaBJIEHUS OpraHM3al|H.

anmapara OcHOBHBIE BHIBl JOKYMEHTHOM nestenpHOocTH. WMHpopMmaiuss B ynpaBieHYECKOH

ynpaBIeHus JEATEIIBHOCTH. YTIPaBJIEHUE NOKYMEHTALUEH.

OpFaHI/ISaHI/Ifl I/IH(bOpMaIII/IOHHO-HOI/ICKOBI)IX CHUCTEM 110 JOKYMCHTaM YUYPCIKIACHH.

2. HopmaruBHO-mipaBoBasi 0a3a JOKYMEHTHUPOBAaHHUS YIPABIEHYECKOW MAESITEIbHOCTH.
CrangapThl B TOKYMEHTUPOBAHUM YIIpaBlIeHYeCKOM AestenbHocTU. Kitaccudukarops! u
YHU(DUIUPOBAHHBIE CHUCTEMBI JOKyMeHTanuu. OOmepoccuiickue KiaacCupUKaTOPhI
TEXHUKO-KOHOMHYECKOH M couuanbHOM nHpopMmanuu. HopMmaTuBHbBIE TpPaBOBBIE aKThI
MEXXBEIOMCTBEHHOTO M BEIOMCTBEHHOro Xapakrepa HopmaTtuBHO-meTOOMYECKOE U
npaBoBoe  obOecrieyeHHMe  CTaHJApTH3allMM,  aBTOMATHM3aluMU W IMppoBU3aIMU
JIEIIONPOU3BOJICTBA

B ToM 4uncJIe NPAKTHYEeCKUX 3aHATHI 1 J1a00paTOPHBIX padoT




IIpakTyeckoe 3ansaTie Ne 1. Pabora co cipaBoYHO-IIPaBOBBIMHM CUCTEMAaMU I10 TIOUCKY
U COCTaBJIICHHUIO II€PEYHsT HOPMAaTHBHO-IIPABOBBIX W  HOPMAaTHBHO-METOJUYECKHX
JIOKYMEHTOB, PETIaMEHTUPYIOIUX JOKYMEHTUPOBAHUE YIPABICHUYECKON JESTENbHOCTH,
OpraHu3alyio pabdoTel ¢ O(GUUMANBHBIMM JOKYMEHTaMH M apXMBHOE XpaHEHUE
nokyMeHToB. Knaccudukanus HOPMaTUBHBIX JOKYMEHTOB I10 UX IOPUIUYECKOM CHIIE.

Tema 1.5.
Opranuzanus
JOKYMEHT0000poTa

Conep:xkanue

1. Opranmzanmst poxkymeHTooboporta. [loHsTHEe MOKYMEHTOOOOpOTa. XapaKTepUCTHKH
JIOKYMEHTO000poTA. KauectBennsle 51 KOJINYECTBEHHBIE XapaKTEPUCTUKU
IoKyMeHTooOopota.  [lpuHIMIBI  opraHuW3amuu  JOKyMeHTooOopota.  [loHsaTue
«TOKYMEHTOIIOTOKM». MapuipyTuszanus ITOKYMEHTOIIOTOKOB: BXOJAIIME, HCXOISIIME,
oOpallieHus TpaXk/laH, BHYTPEHHHUE DJIEKTPOHHOE AEJI0NPOU3B0OACTBO. OCHOBHBIE OHSTHUS
3JIEKTPOHHOro J0KyMeHTooOopoTa. Ilonste o cucremax 310 m ECM-cucremax.
[TpaBmiia mapmpyTH3anuu JOKyMEHTONOTOKOB B cucreMax JJI0 m ECM-cucremax.
OcOoOeHHOCTH JIOKYMEHTUPOBAaHMs M OpraHM3alud paboThl C JOKYMEHTaMH B
roCyJapCTBEHHBIX OpraHax MeTo/ibl pallMOHaIM3aluU TOKYMEHTO000pOTa.

2. DxcnenuinoHHass oOpaboTka MmocTymaromiel KoppecnonaeHu. lIpenBapurensHoe
paccMOTpeHHe JOKYMEHTOB. PaccMOTpeHHe KOPPECTOHACHIMH  PYKOBOJIUTEIIEM.
ITepemaya JOKYMEHTOB B CTPYKTYpHBIE Mojpa3ueicHus. [IpaBwia opraHu3anuu
JIOKYMEHTO000pOTa BXOAIIET0 qoKyMeHTonoToka B CO/I.

3. OOpaboTka oTmopaBisieMOll KoppecnoHaeHIMH. llpaBuia opraHuzanuu
JOKYMEHTO000pOTa UCXOASAIIET0 JoKyMeHTonoToka B CO/I.

4. JIokyMeHTOOOOPOT UCTIOTHUTEIIS.

5. Opl" aHU3alus IBUKCHUA MHUIIUATHBHBIX TOKYMCHTOB U UX ITPOCKTOB.

6. [Toxcuer u onTuMU3aIus JOKYMEHTOOOOPOTA.

B ToM 4uncIIe NPAKTHYeCKUX 3aHATHI M J1a00paTOPHBIX padoT

10




IpakTuyeckoe 3ausitue Ne 2. CocTaBieHHE CXEMbI JOKYMEHTOO0OpOTa OpraHu3alllu.

IIpakTuyeckoe 3ansitue Ne 3. OcoOeHHOCTH 00pabOTKH BXOISAIIMX JOKYMEHTOB.
CrpykTypa 0a3 JlaHHBIX IOKYMEHTOB.

IIpakTnyeckoe 3anaTHe Ne 4. O6paboTKa UCXOIANIMX UIH OTIIPABISEMBIX JOKYMEHTOB.
CocrayieHHe OoreporpaMmbl padOTHI C UCXOIAIIUME JTOKyMeHTaMu. OTHpaBKa
noxkymeHToB B COJ]

IIpakTuyeckoe 3ansTHe Ne 5. [lopsgok NpOXOKIEHUS BHYTPEHHMX JOKYMEHTOB.
CocraBneHue omneporpamMmbl pabOThl € BHYTPEHHHMH JOKyMeHTamu. llpaBuia
OpraHu3aly JOKYMEHTOO00pOTa BHYTPEHHETO JOKYMEHTOnoToka B CO/I.

Tema 1.6.
Perncrpamus u
KOHTPOJIb
HMCIOJHEHUA
JOKYMEHTOB

Conep:xkanue

1. Perucrpanusi TOKyMEHTOB — 3HAU€HUE U 3a7ayM. WNunpexc noxymeHnta. @opMel
peructpanuu A0KyMeHTOB. JKypHallbHas, KapTO4YHAas U aBTOMaTH3UPOBaHHAs! (POPMBI
KomnerotrepHbie 06a3bl JaHHBIX.

2. lenu u ypoBHM KOHTpOJIS ucniodHeHus. OCHOBHBIE 3a1aUu CITY>KObI KOHTPOJIsi. Cpoku
WCIIOJIHEHUS] TOKYMEHTOB. [locTaHOBKA TOKyMEHTa HAa KOHTPOJIb U CHATUE C KOHTPOJIS.

B TOM 4HcIIe NPAKTHYEeCKUX 3aHATHI 1 J1a00paTOPHBIX padoT

IIpakTuyeckoe 3ansitue Ne 6. Peructpanuust BXOZAIIMX JTOKYMEHTOB B
JJIEKTPOHHOM XypHasie B TaGnuuHOM pemakTope.

IIpakTyeckoe 3ansitue Ne 7. Perucrpanus U KOHTPOJIb MCIIOIHEHHUS MCXOASIINX
JOKYMEHTOB B 3JIEKTPOHHOM XypHasie B TabIuYHOM pegakTope.

IIpakTu4yeckoe 3ansitue 8. Pervcrpanus U KOHTPOJIb WCIIOJHEHUS BHYTPEHHHX
JOKYMEHTOB B 3JIEKTPOHHOM ypHaisie B TabIu4HOM peJakTope.

Tema 1.7.

Conep:xanue
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Oco0enHocTu
OpraHu3anuu
JIOKAJIbHBIX CHCTEM
padoThI ¢
JOKYMEHTAMH

1. Opranmzanuss paboTel ¢ oOpamenusmu Tpaxngad. IIpaBoBas ©6aza paboTel ¢
oOparenusiMu rpaxaan. TpeboBanus mo odhopmieHuto odpamenuii. [Topsimok 06paboTku
oOpamenuit rpaxaad. Perucrpanus oOpamienuit rpaxaan. KoHTposb 3a paccMoTpeHrueM
oOparnenuii rpaxxaad. Pabora ¢ obpamenusmu rpaxaan B CO/1.

2. JIokyMeHTHpOBaHHE pabOThI ¢ TepcoHaToM. KoMmruieke KaJpoBOW JTOKYMEHTAIHH.
JlokyMeHTHUpOBaHHE IMpHeMa, MEepeBOAa Ha JAPYrylo paboTy M YBOJbHEHHs PaOOTHHUKA.
I[OKYMGHTI/IpOBaHI/Ie HOOHIpeHI/ISI pa60THI/IKOB nu HAJIOKCHUA III/ICIII/IHJII/IHapHBIX
B3bICKaHU. DopmHpoBaHUE JHMYHOTO Jeja COTPYAHHMKA. 3alura MepCOHAIBHBIX
JAHHBIX B KaJpPOBOM CIyx)Oe.

Pabora c kagpoBbiMu fokymentamu B COJ1.

3. Opranusamus paboThl ¢ KOHDHUICHITHATEHBIME JOKYMEHTAaMHU. be30macHOCTh IEHHBIX
nH(OPMAIMOHHBIX pecypcoB. LleHHas nHpopManus U KOHPUICHIHAIBHBIC JOKYMEHTBI.
PernamenTtamuss  coctaBa  KOH(PHUACHIMAIbHBIX  CBEAEHUH U JOKYMEHTOB.
JlokyMeHTHupOoBaHHE KOHPUACHIIMATBHBIX cBeAeHU. [1opsanok paboThl HCIIONHUTENEH C
KOH(UICHIIMATLHBIMEA JJOKYMEHTAMH U CBEICHUSIMH.

B TOM 4HcIIe NPaKTHYeCKUX 3aHATHI 1 1a00paTOPHBIX padoT

IIpakTuyeckoe 3ansiTue Ne 9. [Ipasuiia npuema, 00pabOTKH, UCTIOHEHUS U yUeTa
oOpallieHu# rpaxaan

IIpakTnyeckoe 3ansatue Ne 10. JlokymeHTHpoBaHue npuemMa Ha padoty. JJoKyMeHTHI,
HeoOXOouMbIe JJIs TpHeMa Ha padoTy U YBOJIbHEHUS C paOOTHI.

IIpaktuueckoe 3ansitue Ne 11. Ilopsamox paboTel ¢ KOH(UICHIHATBLHBIMU
MOKyMeHTaMu U Marepuanamu. Odopmiienue, o0paboTKa U XpaHeHHe KOH(PUICHIIMATbHbBIX
MaTepUaioB

Tema 1.8.

Coaep:xanue
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Knaccudukanus onepaioHHbIX CUCTEM.

[TakeTsl MpPUKIAAHBIX MPOTPaMM JUISl peUIeHHs] MPOPECCHOHANbHBIX 33/a4: PEIaKTOPbI
JIOKYMEHTOB, TaOJIMYHbIE TPOLECCOPBI, U3/1aTEIbCKUE CUCTEMBI, TPOrPaMMBbl IOJTOTOBKU

Npe3eHTalMi, rpaduyecKre pedaKTOpbl, MPOrpaMMbl AJIS aHUMAIUH, POTrPaMMbI
NEPEeBOIYMKH, MPOrpaMMBbl JUIsI aBTOMATU3AIMH AJIEKTPOHHOTO IOKYMEHTO000POTA.

OpranusanuoHHoe 1. Opranu3anoHHas CTPYKTypa CIIyKObI JOKYMEHTAIITHOHHOTO 00eCIIeYeHHS YITPABJICHUS.
NOCTPOEHHE CITYKObI @opMbI OpraHU3aluu TOKyMEHTaMOHHOTO obecnieueHus ynpasienus (AOY). 3agaun u
JOKYMEHTAUMOHHOI'0 dbyakuu cyxoer JIOVY. [onoxenune o cmyx6e JJOY. PernameHranusi nesTenbHOCTH
odecneyeHus pabotHukoB ciyx0bl JIOY. HWHCTpykuus 1O JOKYMEHTAI[MOHHOMY OO€CleueHUIo
ylnpaBJieHusl ynpasieHus. HopmupoBanue HOKyMEHTAlMOHHBIX Pa0bOT CIyKObl TOKYMEHTallUOHHOTO
oOecrnieueHus yrpaBIeHUs
B Tom unciie npakTHYECKUX 3aHATHIA M J1a00PATOPHBIX padoT 2
IIpakTuyeckoe 3ansitue Ne 12. O0A3aHHOCTH ¥ OTBETCTBEHHOCTb JI€TIOIPOU3BOIUTEIIS.
CamocTosiTeJbHast pagoTa 48
KoHcyabTamust 2
HpOMeHCyTO‘lHaﬂ arTrecTanms - IK3aMEH 8
AToro 72/48
M/IK 01.02. UndopMannOHHO-KOMMYHUKAIMOHHbIE TEXHOJIOTHH B 1eJ10TIPOU3BO/ICTBE
Tema 2.1. Conep:xkanue 1
Komnbrorepuzanus KomnbroTep Kkak cpeacTBO aBTOMaTH3alMu HHGOpMaAMOHHBIX mpoueccoB. [IK B
1eJI0NPON3BOICTBA COBPEMEHHOM JIEJIOTIPOU3BOJICTBE. OducHble UH(QOpPMaIMOHHBIE CHCTEMBI.
ABToMaTu3anus padoTsl ¢ JokyMeHTaMu. [ToHATHEe aBTOMaTH3UPOBAaHHOTO Pab0Yero MecTal
(APM) nenonpounsBoauTes.
Tema 2.2. Coaep:xanue -
IIporpammuoe
obecieuenme OcHOBHBIE TOHATHS NPOTrPaMMHOIO obecrieueHus: kommbioTepa. IIporpammuoe
obecnieuenue IIK. PaznoBunnoctu nmporpamm. Onepannonssie cuctemsl (OC).
KOMIIBIOTEPA




daiinoBas cuctema. Onepanuu Hax dainamu. CucremaTtu3anus HHGOPMALUKA C
MOMOIUIBIO TMaroK U

daiinoB. Pabora c aitiamu u karamoramu

Tema 2.3. CpeacrBau
TEeXHOJIOTHH
CO3IaHHA U

Conep:xkanue

O0paboTka TeKCTOBOM MH(OpMALUKU HAa KOMIIbIOTepe. TeKCTOBBIM MPOLIECCOpP U €ro
Ha3HaueHue. PenakTupoBanue TEKCTa JOKYMEHTOB.

00paboTKH TEeKCTOBOM

uHpopmanuu B TOM 4McIIe IPAKTHYECKHX 3aHATHI 1 1a60PATOPHBIX padoT
Odopmnenne Ttexcra. Hactpoiika uHTepdeiica TEKCTOBOTO peIakTopa, NapamMeTpoB
cTpanulibl. Pacnonoxkenue tekcta. Odopmienue ab3anes. PyOpuku, BeieIeHUS B TEKCTE.
OdopmieHne 3aroioBKOB.
[Tpuemsl penakTupoBaHus TeKcTa. PenakTupoBanue peructpa OykB Tekcra. PaccranoBka
nepeHocoB cioB. Pa30mBKa Tekcra Ha CTpaHMIBL. Pa3phIBBI CTpaHMI, KOJOHTUTYJIBI.
Co3nanne aBTOMaTHYECKOTO OTJIABIICHHSI B MHOTOCTPAHUYHOM JIOKYMEHTE B TEKCTOBOM
penakrope. CHOCKH.
[lepememieHrsi B MHOTOCTpaHMYHOM TekcTte. Pabora ¢ 3akmagkamu. OTbICKaHHE
«YTEPSTHHOTO» IOKYMEHTA.
BcraBka rpaduueckoro n3o0pakeHus B TEKCT, U3MEHEHHE €ro MOJI0KEHUS Ha
cTpanuue. TexHomorus BCTaBKU B JOKyMEHT o0beKkTa SmartArt. BctaBka CHOCOK,
IpUMEYaHUi B TEKCT IOKYMEHTa B TEKCTOBOM PEIAKTOpe
WHcTpyMeHTHl NpPOBEPKHM TEKCTa JIOKYMEHTOB B TEKCTOBOM peaakrope. IIpoBepka
opdorpadun texcra. [IpoBepka rpaMMaTUKU W CTUIMCTHKUA. PaboTa ¢ wucCmpaBieHUsIMH]
OTpEIaKTUPOBAHHBIX TOKyMEHTOB. (CpaBHEHHE BEpCHUH  TOKYMEHTOB. OObenuneHue
MIPABOK Pa3HBIX PEIAKTOPOB.

Tema 2.4. Conep:xkanue

dopMaTHpPOBaHHE

AOKYMEHTOB U UX

Oneparuu hopMaTupoBaHUS.
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neyarTrb

B ToM 4uHciIe IPaAaKTHYeCKUX 3aHATHI 1 J1a00paTOPHBIX padoT

dopMaTUpOBAHKUE MHOTOCTPAHUYHOTO JOKYMEHTA B TEKCTOBOM PEAAKTOPE.
dopmaTrpoBaHUE CUMBOJIOB (TIPUQTHI) U ab3a1eB (OTCTYIIBI U HHTEPBAJIBI, TOJIOKCHHUE HA
ctpanute). TaOymnsmusi.

®opmatupoBanue Tekcra. Co3gaHue TEKCTOBBIX KOJIOHOK. Co3laHue CIHMCKOB
(MapKUpOBAHHBIX U HYMEPOBAHHBIX )

Pabota co crunsimu 1oxkymeHTOB. Paznuynbie ciocoObl CO3/1aHuUs CTHIICH.

Coznanue u penaktupoBanue Tabnui. OcHOBHbIE TpeOoBaHUs K GOpME U MOCTPOCHUIO
tabnuu. OgopmieHre HyMepaluoOHHOTO 3aroyioBka Tabauisl. OgopmiieHre 3aroJ0BKOB U
rpa¢. KonTekcTHbIE BKIAAKH U pabOThI ¢ TAOIHMIIaMU B TEKCTOBOM PEIaKTOpPE

Paznuynble mpuembl paboThl ¢ TabnHIIaMU B TEKCTOBOM penaktope. CopTHpOBKa
JAaHHBIX B Ta0mwuIle. Beruncnenus B Ta0aumax.

[leyatp roToBoro nokymeHTta. HacTpolika pexuMOB NE€4aTH TEKCTOBOTO
nokymeHTta. PabGota c mpuHTEpoM.

Tema 2.5. Cpencrpa

Coaep:xanue

1 TEXHOJIOTHH PadoThI
€ JIEKTPOHHBIMH
Ta0IHIAMH

DJEeKTPOHHbIE TaOJMIBI: HAa3HAYEHUE, BO3MOXHOCTH, MPHHLMUIBI YCTPOWCTBA, 00JIACTb
npuMeHeHns. OOpaboTka JaHHBIX: BUJABI OINEpaluii, MpaBujia BBITOJHEHHS, OCHOBHBIC
criocoObl. PaboThl ¢ sueiikamu, criuckamu, 6a3aMu JaHHBIX, TAOJIUIIAMU: BUJbI, IPUMEPHI,
OCHOBHbIE TpuUeMbl paboThl. J[MarpaMMmbl: OOIIME CBEACHHUS OCHOBHBIE KOMIIOHEHTHI,
NPUHLIMIIBI  OpraHM3alMM JAaHHBIX, MOPANOK co3faHus auarpaMMm. CopTHpOBKa,
bunbTpanus 1 GopmMaTUpoBaHUE JAHHBIX B TaOIUIIAX

B TOM 4HcIIe NPAKTHYEeCKUX 3aHATHI 1 J1a00paTOPHBIX padoT
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Co3nganue Tabnui B TAONMYHOM pEAAaKTOpe W uX (popmartupoBaHue. THIBI JaHHBIX,
UCTIONIb3YEMBIX B TAOJIMYHOM penakTope. Pabora ¢ siueiikamu, crimckamu, 6a3amMu JaHHBIX,
TabIMIIaMU: BUBI, TPUMEPHI, OCHOBHBIE IPHEMbI paOOTHI.

BreimonHenne pacdyeToB B DNIEKTPOHHBIX Tabiumax. @opmynbl. AOCOIIOTHAsS U
OTHOCHUTEJIbHAs aJipecalius

,Z[I/IaI‘paMMBII 06H_[I/Ie CBCACHUA OCHOBHBIC KOMIIOHCHTBI, IIPUHIMUIIBI OpraHu3anuy
JaHHBIX, IMOPAJAOK CO3JaHUS JUarpaMm. HOCTpOGHI/Ie U pCAAKTUPOBAHUEC JUarpaMm

Hactpoiika 1MCTOB KHUTH Ha M1€YaTh.

Tema 2.6. CpeacrBa
H TEXHOJIOTHSI padoThI
cO31aHNuSA
npe3eHTanuil

Coaep:xanue

MynbTuMeaua: NOHITHS, ONPEaeNIeHNs. ANIapaTHbIE CPEICTBA MYJIbTUMENA (3BYKOBBIE
KapTbl, BHUIECO KapThl, MHKPOQPOHBI, aKyCTHUYECKHE CHUCTEMBI): BHIBI, CIIOCOOBI
NOJKIIoueHus, QyHKIMH. Paznuyunbie cpencTBa co3aanus HHPOrpapuKu.

Coznanue npesentauuid. [11aGnoHbI mpe3eHTaui.

Coznanue mpe3eHTaluii ¢ runepcchlakamMu. Hactpoiika anumarnuu Tekcra. JloGaBieHue
MEepexoJ0B MEXy claiiiamu. BecraBka 3Byka v BUIEO.

B TOM 4HncIIe NPAaKTHYeCKUX 3aHATHI 1 J1a0OpaTOPHBIX padoT
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Co3lanue THIEePTEKCTOBOM MPe3eHTAMK B crienain3upoBaHHoM [1O 11 MoAroToBKH
MPE3CHTaLUM.

Cosganne coocTBeHHOro mabaona. Pabora co ciaiimamu. BectaBka 00bEKTOB Ha Claiif,
U3MEHEHHUE UX

MOJIOKEHHUA. YTpaBleHHE ClIoAMHU ciaiga Vcrnonb3oBaHue THIEPCCHUIOK B
npesentanmu. Hactpoiika aHuManuu Tekcra u 00bekToB. Jlo6aBieHne nepexonoB MExIy
cnargamu. BeraBka 3Byka v BUAEO.

CamocrosiTesibHas padoTa 20
Hroro 3a cemectp 36/20
2 cemecTp
Tema 2.7. Coaep:xanue -
HUcnouas3oBanue _
nenuanbHas BCTaBKa )parMeHTa JOKYMEHTA B Ol JOKYMEHT
TexHoJiorun OLE Cren bp JIOKY AIPYFOH IOKYM
BcraBka cBsI3aHHBIX OOBEKTOB B TJOKYMEHT
BeraBka ¢parmenTa Qaiina TaOIUYHOTO pelakTopa B JIOKYMEHT TEKCTOBOTO pelaKkTopa
C YCTaHOBKOM CBSI3U
B TOM uMciIe IPaKTHYeCKUX 3aHATHI U J1a00paTOPHBIX padoT 2
CaszpiBanue u BHepeHue 00bekToB (OLE)
Tema 2.8. Coaep:xkanue 1
JJIeKTPOHHBbIE 0a3bl

JAHHBIX B CUCTEME
AEJI0IPOU3BO/ICTBA

Omnpenenenne u kinaccudukanusa 6a3 ganusix (bJ]) mo xapakrepy u crnoco0y XpaHeHHs.
ApxuTekTypa cucteMbl 06a3 naHHbIX. CTpyKTypsl AaHHBIX. CHcTeMa yrpaBlieHus 0a3zamu
nanHeix (CYBJl). Hasmauenue CVYBJl. Kmaccuduxammss CYBJl. DyHKImoHambHBIC
Bo3MOKHOCTH CVYB]] Texnomorum pa®oTel ¢ 0a30i MaHHBIX. TaOauIekl 06a3bl JTaHHBIX.
DxpaHHbie (HOpPMBIL. 3anmpockl K 6a3e maHHbIX. OTYETH 0 0a3e JaHHBIX. ABTOMAaTH3AIUS
00paboTku 6a3bl maHHBIX. IHTEp(deiic moap3oBarTens 6a3bl JaHHBIX. 3alIUTa
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OcHOBHBIE IOHATHS 0a3bl TAHHBIX, CHCTEMBI yIpaBiieHus 0a30i nanHbpiX. Kimaccudukamms
bJI. Cucrema

ynpasienus 6azamu ganabix (CYB/).

B TOM uMcIIe IPAaKTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT

Co3zganne Tabaun B CYBJ[. Co3manue 0a3pl JaHHBIX M OOBEKTOB THIIA
«Tabmuna». Kiroun u TEXHOJOTHS CBS3bIBaHUA TaOiMIl. BBOI M MpOCMOTp JaHHBIX B
pexume «Tabmumay.

Cozpnanue 3anpocos, popM, pazpadborka otuetoB B CYB/]

Cosznanne B/] ¢ ucions3oBanmem ¢popm, 3arpoco u otueToB B CYB/I.

Tema 2.9. CpencrBa
nepeaavyu
3JIeKTPOHHBIX
JTOKYMEHTOB H
o0ecrneyeHue Ux

Conep:xanue

CKaHI/IPOBaHI/Ie JAOKYMCHTOB C ITIOMOIIBIO CTAHAAPTHOT'O ITPUIIOKCHUA oC

HpOFpaMMLI—apXI/IBaTOpBI. YmakoBka u pacCiiakoBKa apXnuBOB

CKaHI/IPOBaHI/Ie U pacClo3HaBaHHUEC TCEKCTa C TIOMOHIBIO CHCHUAIIM3UPOBAHHOI'O

COXpaHHOCTH nporpammHoro obecrieuenus. Koppexkruposka tekcra. KonBeprupoBanue ¢aitinos
B ToM 4nc/Ie NPAKTHYECKUX 3aHATHII U J1a00PaATOPHBIX padoT
CkanupoBaHue U pacrio3HaBaHue Tekcta. KonBepTupoBanue (aiiinos
[TporpaMMbI-apXuBaTOphl. Y TAaKOBKA U paclakKOBKa apXHUBOB
Tema 2.10. Conep:xkanue
TexHosorus
Ucnonb3oBanue TpadapeTHBIX TEKCTOB M CTaHIAPTHBIX arMeHTOB. aHu
ABTOMATH3ALIH CIOJIB30 e Tpadape €KCTO CTaHap ¢dparmenToB. Co3manue
co31aHNS 1 JIOKyMEHTa Ha OCHOBE IIa0JioHa JOKYMEHTa B TEKCTOBOM penaktope. Mcmonb3oBaHue
TaHJAPTHBIX MIa0JIOHOB TEKCTOBOT aKTopa.
HCIMOJIb30BAHUSA craniap OIT0HOB TEKCTOBOTO pefiakTop
JIOKYMEHTOB. Coznianue u MCToNIb30BaHHE COOCTBEHHBIX Ia0OJIOHOB IOKYMEHTOB. Pa3paboTka TUITOBBIX
[ITaG:10HbI GOpMyIISIpOB 1 GIAHKOB JOKYMEHTOB OpraHH3aIny. Pa3paboTka 3aIMIIEeHHOI
JOKYMEHTOB

AIEKTPOHHOU (HOPMBI TOKyMEHTa
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CoBMecTHas pa60Ta Haa IMTPOCKTOM JOKYMCHTA B PEXKUME PCLCH3UPOBAaHUA

B ToM 4HcIIe IPAaKTHYeCKUX 3aHATHI 1 J1a00paTOPHBIX padoT

CO3I[aHI/Ie 11a0JIOHOB Pa3HbIX BUAOB TOKYMCHTOB.

CoBMecTHas pa60Ta HaJl IIPOCKTOM mrabJjioHa IIpruKa3ia, CIIpaBKH.

Tema 2.11.
Hcnoan3oBanue
HHCTPYMEHTA
Ciansinue s

Conep:xanue

COS,Z[aHI/Ie PaCCBIIKH € TIOMOIIbIO q)YHKHI/II/I CIIMSAHUS.

Hcnonb3oBanue MacTepa CIUAHUA MU paCCblJIKU JOKYMEHTOB

MOATOTOBKH
KOMILIEKCHBIX
JOKYMEHTOB

Coznanue 6eiika ¢ IOMOIIbIO MacTepa CIUSIHUS

Hcnonp3oBanue 111a0JI0HOB U CIIEUAIBHON BCTaBKU MPHU CO3JaHUU PACCHUIKH JJOKYMEHTOB
C MIOMOUIbIO (PYHKIIUH CIAUSHUS

B ToM 4nciIe NPAKTHYECKUX 3aHATHII U J1a00PATOPHBIX padoT

Hcnons3oBaHue MacTepa CIHAHUA I HepCOHH(bHHHPOBaHHOﬁ PpacCChbUIKN
JAOKYMCHTOB. COS,Z[aHI/Ie HHCCM—HpHFJ'I&HICHHfI, HO3)1paBJ'IeHI/II71

Hcnonb30BaHue Mactepa CIAMSHUS IS EPCOHU(DUIMPOBAHHON pacChUIKU
nokyMeHToB. Co3llaHre KOHBEpPTOB, Oeiiikel, BU3UTHON KapTOUKH, KyBEPTHBIX
KapTOYeK.

Tema 2.12. UnTepHer-
pecypchbl M BeO-
TEXHOJIOTUH

Coaep:xkanue

OcHoBbl paboTsl B IHTEpHETE. [TouTOBBIC M 00JaYHBIE CEPBUCHI B Pa0OTE C IOKYMEHTAMHU.
MoobwubHbIe TexHOJoTHU. PaboTa ¢ anexktponHoit nmodtoi. [louck nundopmaruu. Caiir.

B ToM ync/Ie NPAKTHYECKUX 3aHATHI U JIa00PATOPHBIX padoT

Hcnonp30BaHne MOYTOBBIX CCPBUCOB: BU/JBbI, IIpaBUJia PECTUCTpALlUA, ITpaBHUJIa 3allIUTHI.
Pacceiika n MOJIYUYCHHUEC 3JICKTPOHHBIX ITUCCM.
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CoBmecTHas paboTa MO OpraHU3alMH JOKYMEHTHOTO OOCIY)KHUBAHHS C
IMPUMCHCHUCM 00JIaYHBIX TEXHOJIOTUH

[Mouck napopmanuu B 0pUIHATHHBIX HHTEPHET-UCTOYHUKAX.

[ouck nHpOpPMALIUY B pa3IMYHBIX CIIPABOYHO-TIPABOBBIX CUCTEMAX

CamocrosiTesibHas padora 78
Koncyabranus 2
Hroro 3a cemectp 96/78
Bcero no MJIK 01.02 132/98
Y4eOHas npakTHKa
Bunet pador
72

1. H3yudeHue CTpyKTyphl OpraHU3alMy — MECTA IIPOXOKACHMSI MPAKTUKHU (Jajiee — OpraHU3aIim) ¢ LENIbI0
COCTaBJIEHUSI CXEMbI CTPYKTYPBl OpraHU3aIIH.

2. O3HaKOMJICHHE C IMpaBOBBIMHA (y‘lpe)lI/ITeJ'IBHBIMI/I), JIOKAJIbHBIMU HOPMATUBHBIMHA dAKTaMH U PACIOPAAUTCIIbHBIMU
JOKYMCHTaMH OpraHu3aliuu
3. O3HaKOMIJICHHE C BUJaMH JOKYMCHTOB OpraHMU3aluu. O3HaKOMIJICHHE ¢ COCTABOM M OCOOCHHOCTSIMU JOKYMCHTOB

OpraHM3alfy, PEryJIUpPYIONIMX TPYIOBBbIE OTHOLIEHUS (OpPraHU3AIMOHHO-PACTIOPSAUTENbHBIE OKYMEHTHI,
JIOKYMEHTHI 110 INYHOMY COCTaBYy, TPYAOBOH JOrOBOP, JOTOBOP O MaTepUaIbHOW OTBETCTBEHHOCTH U T.1.).

4. W3yuenue WHCTpYKIMU MO [AETONPOU3BOJACTBY OpraHu3ainuu. M3ydeHwe NpakTUKH JOKYMEHTHPOBAHHS B
OpraHu3aIyi. 3HAKOMCTBO OCHOBHBIMU BHJIaMU OJIaHKOB B OpPTaHU3AllUU, C MPABHJIAMU COCTABIICHUS MPOEKTOB U
Oq)OpMJ'IeHI/IH JOKYMCHTOB, ITOPSAJAKOM COrjlaCOBaHUA U HOHHI/IC&HI/IH/YTBGP)K)ICHI/IH JOKYMCHTOB B OpraHu3alnu.

5. 3HAKOMCTBO C JOKYMEHTOOOOPOTOM opraHu3aiuu. M3yueHue mopsaka padoThl C BXOSAIIMMHE, UCXOASIIUMU U
BHYTPCHHUMH JOKYMECHTAMH, CXEM UX NBHUKCHUA U TEXHOJIIOTUU 06pa6OTKI/I. CpOKI/I HCIIOJIHCHUSA JOKYMCHTOB.

6. O3HakOMJIECHHME C TPOTPaAaMMHBIMU CpPEICTBAMH Y4€Ta, XpaHEeHHs, OOpabOTKM H TIOWCKA JIOKYMEHTOB,
UCTIONIb3YEMBIMU B OpraHu3aiuu. Mizydenre ocHOB U crieliuuKH pabOThI C JOKYMEHTAIUEH B CUCTEME IEKTPOHHOTO
nokymeHToobopota (C3 /1) opranuzammu. Mcnonp3oBanue B padoTe Ti100aTbHBIX U JIOKATBHBIX CETEH JIJIs IOTyYeHUS
U XpaHeHust nHpopManuu, ooMeHa nHpopmaIuei.

7. BbIOMTHEHHE TPOCTHIX MPUEMOB NEPBUYHON 0OpabOTKM BXOISAMIMX JTOKYMEHTOB (TMPOBEpPKA MPaBHIBLHOCTU
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JOCTaBKH, IEIOCTHOCTU YIIAKOBKH, BCKPBITHE YIAaKOBKH, MPOBEpPKA LIEIOCTHOCTH BIIOXKEHUS, YHUYTOKEHUE
KOHBEPTOB, [IaKETOB).

3HAaKOMCTBO C CUCTEMOW YHU(PUIIMPOBAHHBIX (POPM IMEPBUUHON YIETHOM JOKYMEHTAIIMH OPTaHU3AIHH.

IIpou3BoacTBeHHAS MPAKTUKA
Bunbl pabot
1. 3ydeHne CTpyKTyphl OpraHH3aIi — MECTa MPOXOXKACHUS MPAKTUKH (J1ajee — OPTaHU3aliH) C MEIbI0
COCTaBJICHHSI CXEMBI CTPYKTYPhI OPraHU3alUU U [UPKYITHPYIOIIUX JOKYMEHTOIIOTOKOB. M3ydeHue
MHCTpyKIIMY 110 IEIONIPOU3BOICTBY OPTaHHU3AIHH.
2. Ucnonb3oBanue COJ] B pabote ¢ moxkymentamu. OOpaboTKa BHYTPEHHHUX JOKYMEHTOB, 00palboTka u
OTIIPaBKa MCXOMALIMX JOKYMEHTOB, IIPUEM U TIEPBUYHASE 00pa0OTKa BXOISIIUX JOKYMEHTOB.
3. Perucrpanusi AJOKyMEHTOB U MapIIpyTHU3alHsl JOKYMEHTOMOTOKOB. OCyIIeCTBIEHUE NTEpeayll JOKYMEHTOB Ha
WCIIOJIHEHUE B MOApA3JeiCHHs C YYE€TOM PE3ONIOIUH PYKOBOAMUTENEH OpraHu3aluu. YdacTue B KOHTpOJIE
WCIIOJTHEHUS JIOKYMEHTOB B OPTaHU3aI|H, B TOM YKCIIC C UCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.
4. WHopManmoHHO-CIIpaBOYHAsl ¥ TIOMCKOBas paboTa C KCIOJIb30BAHUEM CHCTEM Y4eTa JOKYMEHTOB B
OpraHu3aIuH.
5. OdopmieHre opraHu3aluOHHBIX, BHYTPEHHUX (TPUKA3bl, PACIOPSHKEHUS, TOBEPEHHOCTH, 3alUCKH, CIIPaBKHU,
aKThI, IPOTOKOJBI M JIP.) U UCXOSAIIUX IOKYMEHTOB OPTaHU3AIMU C UCIIOJIIb30BAHUEM COBPEMEHHBIX MPOTPAMMHO-
TEXHUYECKHUX CPEJICTB.

6. OcymiecTBieHUe KOHTPOJIS MpPaBWIBHOCTH COCTaBJIE€HMS, O(OPMIIEHHS JIOKYMEHTOB (PEKBHU3UTHI,
0COOEHHOCTH HAIMCaHMUs TEKCTOB, MHOTOCTPAHWYHBIC JOKYMEHTHI), TMOpPSJIKAa M3/aHUS JOKYMEHTOB (C y4eToM
CHelU(pUKNA CHUCTEMBI JIEJIONPOU3BOJACTBAa opranuszanuu). KoHcTpynpoBaHue OJaHKOB OpraHM3alllM, CO3JaHUE
11a0JIOHOB JJOKYMEHTOB.

7. JloKkyMeHTHpOBaHUE JIeATeNbHOCTH opranu3anuu. OdopmieHne opraHu3alMoOHHbIX, BHYTPEHHHUX (ITPHUKa3bl,

pacrnopsKeHMsl, JOBEPEHHOCTH, 3alMCKH, CIPaBKH, aKThl, MPOTOKOJBI M Jp.) M HCXOJAIIMX JIOKYMEHTOB

OpraHM3aIMK C UCIIOJIb30BAaHUEM COBPEMEHHBIX MPOTPAMMHO-TEXHUUECKUX CPECTB.

8. KoHTponb MpaBUIBHOCTH COCTaBIEHUS, OPOPMIIEHUS JTOKYMEHTOB (PEKBHU3UTHI, OCOOCHHOCTH HalMCaHUs
TEKCTOB, MHOTOCTPaHHYHBIE JIOKYMEHTHI), MOpSAJKA H3JAaHUA JOKYMEHTOB (C YYETOM CHEHU(PUKHA CHUCTEMBI
JeJI0NIPON3BOICTBA opranusanun). KonctpynpoBanue 61aHKOB OpraHU3aliy, CO3JaHKe IA0JOHOB T0KYMEHTOB

9. 3HaKOMCTBO € KaTEeropus MM M BHUJAMHU JIOKYMEHTOB, O0pa3yloIMXCsd B OpraHU3aliM, COJEprKalluX

KoH(puaeHHanpHy0 nHdopmannoo. O3HaKOMIEHHE C IPUMEHSEMbIMHU B OPraHU3allii CpeACTBaMH KpUNITOrpadguu
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JUTSL 331U THI JIEKTPOHHBIX JOKYMEHTOB C HCIIOIH30BAaHUEM CIIEIIUATBHOTO IIPOTPAMMHOTO 00ECTICUeHHUSI.
10. OdpopmiieHre TOKyMEHTOB 0 JTUYHOMY COCTaBY M UX KOMHM (IIpU HEOOXOAUMOCTH).

IIpomeskyTOUYHAA aTTeCcTAllUA- 32a4eT ¢ OLEHKOM

IIpome:xyrounast arrecranust mo MJ/IK.01.01 -3x3amen 8
IIpoMeskyTOUYHASI aTTEeCTAIUSI IO MOAYJIH-IK3aMeH 12
BCEI'O no ITM.01 468/146
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2. YCJIOBUA PEAJIMSAIIUUA ITPOI'PAMMBI
MHNPO®ECCUOHAJIBHOI'O MO YJIA
2.1. TpeOoBanusi K MHHHUMAJBLHOMY  MATE€PHAILHO-TEXHUYECKOMY
o0ecneyeHnI0 KabMHeTA.

M/IK.01.01 Oprasm3anusi ~ JOKYMEHTO00OpPOTa M JOKYMEHTHPOBaHHE
yIIPaBJIeHYECKOH AeATeJbHOCTH

Y4eOHblii KaOUHET
Yuebnas ayoumopus ons npogedenus yueOHvix 3aHAMUL IeKYUOHHO20 MUNA, 3aHAMULL
CEMUHAPCKO20 MUNA, NPeoyCcMOmMpeHHbIX 00pa308amenbHOU NPOSPAMMON, 8 MOM YUCTe
2PYNNOBLIX U UHOUBUOYAIbHBIX — KOHCYIbMAYUL,  MeKyujeco  KOHMpOas U
NPOMENCYMOYHOU ammecmayuu
OcHOBHOE 000pY/IOBaHUE:

MeOelb ayauTopHasi (CTOJbI, CTYJbs, JOCKA ayAUTOpHAs), CTOJ MpenoaaBarters,

CTYJI TIpeToaBaTess; TEXHHUECKHE CPEACTBA 00yUEHHUS: TTEPCOHAIBHBIN KOMIBIOTED,
Ha0Op IEMOHCTPALIMOHHOTO 000PY1I0BaHUS (TIPOCKTOP, IKPaH).

IoMemeHue 1Jis1 OPraHU3aNMU BOCIIUTATEIbHOI PadoThI

OcHamieHo KOMITBIOTEPHONW TEXHUKOW C BO3MOXHOCTHIO MOJKIIIOUCHUS K CETH
«MHTepHETY W OOecmedeHWeM JOCTyla K JJICKTPOHHOW HWH(GOPMAIIMOHHO-
oOpa3zoBaTeIbHOU cpejie

IomMemeHue 1J151 CAMOCTOSITEILHON PA00THI 00y4aKOIIUXCS
OcHOBHOE 000PY/IOBAHHUE:

OCHAITIICHO KOMIIBIOTEPHOM TEXHUKOM C BO3MOKHOCTHIO TOJKIIIOYCHHUS K CETH
"Unteprer" wu oOecreyeHHEeM JIOCTyNa K  DJIGKTPOHHOM  HMHGOPMAIMOHHO-
o0OpaszoBaTeIbHOM cpeie

M/K.01.02 NudopmMannoHHO-KOMMYHUKAMOHHBIE TEXHOJIOTUU B
€101 POU3BOACTBE

Yu4eOHbIIT KaOUHET
Yuebnasa ayoumopus ons nposedenus yueOHbIX 3aHAMUL TeKYUOHHO20 MUNA, 3AHAMULL
CEMUHAPCKO20 MUNA, NPEOYCMOMPEHHBIX 00PA308aMENbHOU NPOSPAMMOU, 8 MOM YUCTEe
2PYNNOBLIX U UHOUBUOVAIbHBLIX — KOHCYIbMAyuil,  meKyujeco  KOHmpoas U
NPOMENCYMOYHOU ammecmayuu
OcHoBHOE 000pYI0BAHUE:

MeOeNnb ayauTopHas (CTOJIbI, CTYJNbS, IOCKAa ayJAUTOpHAs), CTOJ IPEroaBaTels,

CTyJI IperoAaBaTeiisd; TCXHUYCCKHUEC CPCACTBA O6yII€HI/I}I: HCpCOHaHLHBIfI KOMIIBIOTCDP,

HabOp JEMOHCTPAIIMOHHOTO 000pYAOBaHUS (MIPOEKTOP, IKPaH).

JlabopaTropusi ”H(POPMALMOHHBIX TEXHOJIOT Ml
Yuebnas ayoumopus ons npogedenus yueOHbIX 3aHAMuULL 1eKYUOHHO20 MUnA, 3aHAmul
CeMUHApCKO20 muna, npedycmompeHHbIX 06pcgoeameﬂbnod npo2PamMmou, 6 Mmom Yucje



2PYNNOBLIX U UHOUBUOYAILHBIX — KOHCYIbMAYUL,  MeKywe2o  KOHMpOs U
NPOMENCYMOYHOU ammecmayuu
OcHOBHOE 000PY/IOBAaHUE U TEXHUYECKHUE CPEJICTBA OOYUCHHUS:

aBTOMATHU3UPOBAHHOE paboyee MECTO MPENogaBaTes (CTOM MPEnoiaBaTess; CTy

IpenoaBaTesi; MePCOHANBHBIN KOMIBIOTEP C BOZMOXHOCTHIO TTOJAKIIOUEHHS K CETH
«IHTepHeT» W C  YCTAHOBJEHHBIM JHUIEH3UOHHBIM [1O;  ayIMOKOIOHKH,
MHOTO(YHKIIMOHATBHOE YCTPOMCTBO, CETeBOW (UIBTP); aBTOMATHU3WPOBAHHOE
pabouee Mecto obOydvaromerocs (kommuiekT I[IK (cuctemnsbni 00K, MOHHUTOP,
KJIaBUATYypa, MBIIIb), TApHUTYpa, web-kamepa); Mebenb ayauTopHas (CTOJbI, CTYJIbS,
JIOCKa ayJUTOpHAs1); HAOOPbI JEMOHCTPAIIMOHHOIO 000pyA0BaHUs (MPOEKTOP, IKPaH).

IomMemeHue 1Jis1 OPraHU3aNMH BOCIIUTATEIbHOI PadoThI

OcHaleHo KOMIBIOTEPHOW TEXHUKON C BO3MOXKHOCTBIO MOAKIIOYEHHUS K CETH
«MHTepHeT» U oOecriedyeHHEM JIOCTyna K OJEKTPOHHOM HH(POpPMAIMOHHO-
oOpaszoBaTeIbHOMN cpefie

IHomMemeHue 1J1s1 CAMOCTOSITEJILHON PA00THI 00y4AKOIIUXCS
OcHOBHOE 000pY/IOBaHUE:

OCHAILIEHO KOMITBIOTEPHOW TEXHUKOW C BO3MOXHOCTBIO MOJKIIOYEHHS K CETH
"Untepuer" u obOecrieyeHHEM JIOCTyNa K DJIGKTPOHHOM  HWHGOPMAIMOHHO-
oOpa3zoBaTeIbHOM cpeie

YI1.01.01 YueOHasi npakTUKA
YueOHbI KaOMHET
Yuebnas ayoumopus ons nposedenusr 2pynnoswvix U UHOUBUOYAIbHBIX KOHCYIbMAYU,
meKyuwe2o KOHMpOJisi U NPOMENCYMOUHOU ammecmayuu
OcHOBHOE 000PY/IOBAHHUE:
MeOeIb ayTMTOpHAs (CTOJIBI, CTYJIbS, JJOCKA ayIUTOPHAsT), CTOJI TIPEIoaaBaTells,

CTYJ MpenojaBaTelis; TEXHHYECKUE CPeICTBAa O0yUEHUS: MEPCOHATBHBIA KOMIIBIOTED,
HA0Op IEMOHCTPAIMOHHOTO 000pYy10BaHUs (IIPOECKTOP, IKPaH).

IMomemenne a1 npoBeAeHHs] NMPAKTHYECKOH MOATOTOBKHM 00Yy4aromIMXcH,
NMOATBEPIKAaIOllee HAJUYHE MATEPHAJBLHO-TEXHHYECKOro ofecnmeyeHus, C
nepeyHeM OCHOBHOI'0 000PY10BAHMS

OO011eCcTBO C OrpaHUYEHHOM OTBETCTBEHHOCTHIO «I npa NHKUHUPUHTY
[Ipon3BOACTBEHHBIN OTAEN

OCHOBHOE 000py/10BaHUE:
IIEPCOHAIBHBINA KOMITBIOTEP — 5 IIT.

ITomemneHue 1JIs OPraHU3ANUN BOCIIUTATEILHOM Pad0ThI
OcCHaIlleHO KOMITBIOTEPHOM TEXHUKOW C BO3MOXKHOCTBIO MOAKIIIOUECHHS K CETH

«HTepHeT» W obOecrneueHUWEM JOCTynma K DIIEKTPOHHOM  MH(OPMAIMOHHO-
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oOpasoBaTensHO cpeie

ITomemnieHue 111 CAMOCTOSITEILHOM PadoThl 00yYAKOIIUXCSI
OcHOBHOE 000pPYI0OBAHUE:

OCHAIIEHO KOMIBIOTEPHOU TEXHUKOW C BO3MOXHOCTHIO TMOJKIIIOUEHUS K CETH
"Untepuer" w oOecrieueHWEeM JOCTyHma K JJIGKTPOHHOW  HMH(POPMAIMOHHO-
oOpazoBaTenpHOI cpefe

II11.01.01 ITpou3BoACTBEHHAS MPAKTUKA

Y4eOHblii kKaOuHeT
Yuebnasa ayoumopus ons npogedenusi 2pynnogvix u UHOUBUOVAIbHBIX KOHCYIbMAYULl,
MeKyuje2o KOHMpPOJs U NPOMEI’CYMOYHOU ammecmayuu
OcHOBHOE 000pY/IOBaHUE:
MeOelb ayauTopHas (CTOJIbI, CTYJIbsl, IOCKA ayIUTOPHAsI), CTOJ MpernoiaBaTes,

CTYJI TIpenoAaBaTelis; TEXHUUECKUE CPEICTBA OOYUCHUS: TTEPCOHATBHBIN KOMITBIOTED,
Ha0Op JEMOHCTPALIMOHHOTO 000pYAOBaHUs (MIPOEKTOP, FIKPaH).

Ilomemenue asi MpoBeJdeHUs] MPAKTUYECKOH MOATOTOBKH 00y4alOUIUXCS,
NOoATBEpP:KAAIOIee HATUYHE MATEPUAIBLHO-TEXHUYECKOro o0ecrevyeHus, C
nepe4yHeM OCHOBHOI0 000OPY/10BAHUS:

OO0111€CTBO C OrpaHUYEHHOM OTBETCTBEHHOCTHIO «I ' npa NHKUHUPUHT
[Tpon3BOICTBEHHBIN OTAEN

OCHOBHOE 000py/I0BaHUE:
IIEPCOHAIBHBIA KOMIIBIOTEP — 5 IIT.

IHomMemeHue 1Jis1 OPraHU3aNMU BOCIIUTATEIbHOI PadoThI

OcHamEeHo KOMIBIOTEPHOW TEXHUKOW C BO3MOKHOCTBIO MOJKIIIOUEHUSI K CETH
«HTEepHeTY W o0OecrmeueHueM JO0CTyma K  DJIGKTPOHHOM  WH(OPMAIIMOHHO-
oOpa3zoBaTeIbHOI cpeie

IomMemeHue AJ1s1 CAMOCTOSITEILHOM PAa00THI 00y4aKOLIUXCS
OcHOBHOE 000pYJIOBaHKE:

OCHAILIEHO KOMITBIOTEPHOM TEXHUKOW C BO3MOXHOCTBIO TMOIKIIOYEHUS K CETH
"Untepuer" u obOecreyeHHEM JIOCTyNa K  DJIGKTPOHHOM HMHGOPMAIMOHHO-
oOpa3zoBaTeIbHON cpefie

IIM.01.01(K) Dx3amMeH 110 MOYJIIO

Y4eOHblil kKaOuHeT

Yuebnas ayoumopus ons nposedenust 2pynnosuix U UHOUBUOYAIbHBIX KOHCYIbMAayull,
UmMo2080t ammecmayuu

OcHOBHOE 0060pY/IOBaHHE:
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MeOenb ayTuTOpHas (CTOJBI, CTYJbs, TOCKA ayJUTOpPHAs), CTOJI MPEMOIaBaTels,
CTYJI TIperoaBaTesl; TEXHUIECKUE CPEICTBA OOYUCHUS: TIEPCOHATBHBIA KOMITBIOTED,
Ha0Op IEMOHCTPALIMOHHOTO 000PY1I0BaHUS (IIPOCKTOP, IKPAH).

IToMemneHue 1JIsi OPraHU3ANUN BOCIIUTATEILHOM Pad0ThHI

OcHalieHO KOMITBIOTEPHOM TEXHUKOW ¢ BO3MOXHOCTBIO MOJKIIIOUEHUS K CETH
«HTepHer» u obecneyeHWEM JOCTyla K JJIEKTPOHHOW HMHGOPMAIIMOHHO-
o0pa3oBaTeIbHOMN cpefie

ITomenieHue 111 CAMOCTOSATEIBLHON PadoThl 00yUAOIIUXCSI

OcHOBHOE 000PY/IOBAHHUE:

OCHAIIIEHO KOMITBIOTEPHOM TEXHMKOW C BO3MOKHOCTBIO TMOJKIIOYEHUS K CETH
"Unteprer" wu oOecreyeHHEM JIOCTyNla K JJIGKTPOHHOM  HHGOPMAIlMOHHO-

oOpa3zoBaTenbHOMN cpefie

2.2. UnpopMannoHHOe o0ecriedyeHue 00y4eHust

OcHogHble UCHOYHUKU:

1. Ky3unenos, 1. H. JlenonpounsBoacTtso: yuedbHoe nocodue: [16+] / W. H. Ky3Heros. —
14-e u3n. — Mocksa: JlamkoB u K°, 2025. — 406 c. — Pexxum nmocrtymna: mo MOJNKUCKE. —
URL: https://biblioclub.ru/index.php?page=book&i1d=720252

2. Konomuen, A. U. KagpoBoe aemonpousBoacTBo: yuebHoe nocodue: [12+] / A. N.
Konomuen. — Mocksa: Jlupekr-Meaua, 2023. — 248 c.: ui., Tabn. — Pexum poctyna: mo
noamnucke. — URL: https://biblioclub.ru/index.php?page=book&i1d=696314

JlonoJiHUTeIbHAS JIUTEpPATypa:

1. Eropoga, JI. b. Uctopus nenonpousBocta B Poccun: yueOHuk: B 2 yactsx: [16+]/
JI. b. EropoBa, H. A. PoroxxoBa. — MockBa; bepnun: lupexr-Menna, 2021. — Yacts 1
(konenr IX — nawano XX B.). — 330 c.: wi., Tabn. — PexuMm goctyna: mo MOAMHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=602451

2. Xarnun, A. B. OCHOBBI yIIpaBJICHHS U AEJNONPOU3BOACTBA B OpraHax BHYTPEHHUX
nen: anpoom cxeM: yueOHoe nocooue / A. B. Karnun, A. . YabsHoB. — 2-€ u3j., nepepao.
u pom. — Mocksa: FOuutu-Jlana: 3akon u npaBo, 2021. — 225 c.: cxem. — Pexxum nocryna:
no moamnucke. — URL: https://biblioclub.ru/index.php?page=book&id=683085

3. Kypbuna, H. E. Axagemuyeckoe u nemoBoe MUChMO: ydeOHOe mocodue: [16+] /
H. E. XKyp6una; BopoHexxckuii rocy1apCcTBeHHbBIN YHUBEPCUTET. — BopoHexk: Boponexckuii
rocynapcTBeHHbI yHuBepcuret, 2022. — Yacts 2. JlenoBoe nucbmo. — 194 c.: wi., tabin. —

Pexum JocTymna: 10 MIOJITHUCKE.
URL.: https://biblioclub.ru/index.php?page=book&1d=699902 — ISBN 978-5-9273-3490- 2
(4. 2).

4. JlenoBoe MUCbMO: y4eOHO-CIIpaBOYHOE TocoOue st By30B: [16+] / aBT.-cocT. 1. H.
Kysnenos. — 14-e uza. — Mocksa: [amkoB u K°, 2025. — 162 c. — (YueOHble U31aHus s
BY30B). — Pexum JNOCTyMa: o MOJTUCKE. —
URL: https://biblioclub.ru/index.php?page=book&1d=720262. — bubmuorp.: ¢. 113-116. —
ISBN 978-5-394-05901-8. — TekCT: 371€KTPOHHBIA.
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JIUYEH3UOHHOE NPOZPAMMHOE 0becheueHue:

e Windows Professional 10 Russian Upgrade OLP NL AcademicEdition;

o Office Professional Plus Education ALng LSA OLVS E 3Y;

e Kaspersky Total Security nns 6usHeca Russian Edition (oTedecTBeHHOE ITpOrpaMMHOE
obecneucHue);

e AHTHBHpYCHas nporpamMma Dr.Web (oTeuecTBeHHOE TPOrpaMMHOE 0OeCTIeueHHE);

e[IO nans BugcokoH(MEPEHICBI3M ¥ BHYTpeHHUX KoMMyHmKarmii: BKypce
(oTeuecTBeHHOE TIporpaMMHoOe obecrieueHue https://vkurse.ru/)

C80000HO-pacnPOCMPansemMoe npozpammHuoe obecneyenue:

o 7-Z1P — apxuBarop (https://www.7-zip.org/)

e OpenOffice (https://www.openoffice.org/ru/)

e PDF24 Toolbox (https://www.pdf24.org/ru/)

e JlJorunom (Loginom) (0TeyecTBEHHOE IIPOTPaMMHOE o0ecreueHue;
https://loginom.ru/platform/pricing)

e GIMP (penakrop pactpoBoii rpaduku) (Www.gimp.org)

e Inkscape (BexTopHas rpaduka) (www.inkscape.org)

INEKMPOHHO-OUOIUOMEUHAA cUCmeMa:

eJnekTpoHHass OubmuoreuHnas cucrteMa (ObC) «YHuBepcuteTckass OuOIMOTEKA
ONLINE» http://biblioclub.ru/.

e DnekTponHas oubnuoreynas cuctema (3bC) «JIAHb» https://e.lanbook.com/

coepemeHHble npoheccuonanbHvle 6azvl OAHHBIX:

e OpurmanbHbli  WUHTEPHET-MOpPTaN  0a3bl  JAaHHBIX  MPaBOBOM  HHGOpPMAINH
http://pravo.gov.ru.

UHOpMaAUUOHHBIE CHPABOUHBIE CUCHIEMBL:

e[Topran denepanabHBIX TOCYAAPCTBEHHBIX 0OpPA30BATEIBHBIX CTAHIAPTOB BBHICIIETO
obpazoBanus http://fgosvo.ru.

e KommbroTepHas CIIpaBOYHAS TpaBoBast cuctema «Koncynprantllmocy
(http://www.consultant.ru/).

Hnumepnem-pecypcoi.

1. Enunas  xosuiekius 1U(POBBIX 00pa3oBaTeIbHBIX
pecypcos (http://schoolcollection.edu.ru)

2. DNEeKTpOHHBIA  (OHJ TMPABOBOM U HOPMATHBHO-TEXHUYECKOM
nokymeHTanuu http://docs.cntd.ru/document/1200031361

3. http://www.consultant.ru. - CripaBo4HO-TIpaBOBAs cucTema
«KoncynpranTllmoc»

4. http://www.garant.ru - CipaBo4HO-1ipaBoBasi cuctema «I'apant»

2. KOHTPOJIb ¥ OIIEHKA PE3YJIbTATOB OCBOEHHS TPO®ECCHUOHAJIBHOT O
MOJIYJISA
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Kona IIK n OK,

00pabOTKH, perUCTpaIiii 1
OTTIPABKH UCXOISTICH
ITOKYMEHTAIIUH apecaTam, B
TOM YHUCJIE C UCTIOJIb30BAHUEM
ABTOMATHU3NPOBAHHBIX CUCTEM.

¢popmupyemsbl Kpurepun onenku MeTobl OLIEHKHU
X B paMKax
MOAYJIS
TK 1.1. [Tony4yenue u nepBuyuHas 00padboTkaKOHTPOIb BRITOTHEHUS TPAKTUIECKUX
Y perucTpalus NoCTynaroen 3aaHui. Y CTHBIM WJIM TECTOBBIM
KOPPECHOH/ICHIIUM B TOM YHUCJIE C  [KOHTPOJIb TEOPETUUECKUX 3HAHUM.
MCIIO0JIb30BAaHUEM AHAJIN3 ¥ OLICHKA pEeLICHU I
ABTOMATHU3UPOBAHHBIX CHCTEM. MPOOJIEMHBIX CUTYaIUH.
IATTecTanus o MPOU3BOICTBEHHON
MpaKTHKE.
IK 1.2. [lepenada MOKyMEHTOB Ha KOHTpOJIb BHIMOTHEHUS TPAKTUYECKUX
WCIIOJIHEHUE B NIOJIpa3AeiICHUs C 3alaHuil. Y CTHBIN WJIM TECTOBBII
[y4ETOM PE30JIIOLUN PYKOBOIUTENIEH [KOHTPOJIb TEOPETUUECKUX 3HAHUM.
OpraHu3alHU AHAJIN3 ¥ OLICHKA peLIECHU
MPOOJIEMHBIX CUTYaLUH.
IATTEecTarus 1o
MIPOU3BO/ICTBEHHOM MPAKTHKE.
11K 1.3. Ocy1iecTBIeHHE KOHTPOJIS KOHTpOJIb BBINOTHEHUS TPAKTUYECKUX
HWCTIOJTHEHUS IOKYMEHTOB B 3aJaHui. Y CTHBIM WJIM TECTOBBII
OpraHu3aliy, B TOM YUCJIE C  [KOHTPOJb TEOPETUUECKUX 3HAHUU.
VICIIOJIb30BAHUEM AHaJIN3 U OLICHKA peleHU I MpoOIeMHBIX
ABTOMAaTU3UPOBAHHBIX CUCTEM. [CUTyallUi.
ATTECTalUs 110
MTPOU3BO/ICTBEHHOM MPAKTHKE.
I1K 1.4. Benenune 0a3bl JaHHBIX KOHTpOJIb BHIMOTHEHUS TPAKTUYECKUX
ITOKYMEHTOB OpPTraHM3allMi U [3aJaHWid. Y CTHBIM WJIM TECTOBBII
CIPaBOYHO- HHPOPMAIIMOHHYIO [KOHTPOJIb TEOPETHUECKUX 3HAHUH.
padoTy O HUM. AHaJIN3 U OLICHKA peleHU I MpoOIeMHBIX
CHUTYaLH.
IATTECTalus Mo
MPOU3BO/ICTBEHHOM MPAKTHKE.
T1K 1.5. Ocyl1iecTBiIeHHE MpoLecca KOHTpOJIb BHINOTHEHUS! TPAKTUYECKUX

3agadui. Y CTHBINA MIIM TECTOBBIN
KOHTPOJIb TEOPETUYECKUX 3HAHUU.
IAHAITM3 ¥ OTIEHKA PeIeHUN MTPOOIEMHBIX
CHUTYaLH.

IATTECTalus IO MPOU3BOACTBEHHOM
[PAKTHUKE.
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I1K 1.6. CocraBnenue v opopmiieHne  |[KOHTpOJIb BBIMOTHEHUS TPAKTHUECKUX
CITy»KeOHBIX JOKyMEHTOB Ha 3aJaHUi. Y CTHBIM WJIM TECTOBBIN
OCHOBE TpeOOBaHMI KOHTPOJIb TEOPETUUECKUX 3HAHUN.
COBPEMEHHBIX HOPMAaTHUBHBIX  |AHAJIN3 U OLIEHKA PEIICHUI TPOOIEMHBIX
[IPaBOBBIX AKTOB. CUTyaLuil.
ATTecTanus 1no
[TPOU3BO/ICTBEHHOM MPAKTHKE.
OK 01 Br16op crioco0oB pemeHust KOHTpOJIb BBIIIOJIHEHUS IPAKTUUECKUX
3anad npodeccuoHATBHON 3aJaHui. Y CTHBIM WJIM TECTOBBIN
e TEIbBHOCTH IPUMEHUTEIBHO |[KOHTPOJIb TEOPETUUECKUX 3HAHUM.
K pa3JIM4HbIM KOHTEKCTaM AHAJIN3 U OIICHKA PEIIeHUH MPOOIEMHBIX
CUTYaLH.
IATTecTalus 1o
[IPOM3BO/ICTBEHHOM MPAKTUKE
OK 02 M cnonb30BaHre COBpEMEHHBIX |KOHTPOJIb BBIMOIHEHUSI TPAKTUYECKHUX
CpEJZICTB IMOUCKA, aHAJIN3A 3aJaHui. Y CTHBIM WJIM TECTOBBII
1 UHTEPIpPETALNH KOHTPOJIb TEOPETUUECKUX 3HAHUN.
UHpOpMaLnH, 1 AHaJIN3 U OLICHKA pPelleHU I MpOoOIEeMHBIX
MHGOPMAIIMOHHBIE TEXHOJIOTUU |CUTYaIIH.
UIs BBIIIOJTHEHUS 33124 ATTecTanusl 1o
npodeccuoHanbHOM [IPOM3BO/ICTBEHHOM MPAKTUKE
NesITETbHOCTH
OK 03 I InanupoBanue KOHTpPOJIb BBIITOJIHEHUS IPAKTHUECKUX
1 peasin3aiusi COOCTBEHHOTO 3aJaHui. Y CTHBIM WJIM TECTOBBII
npodeccHoHaIBHOTO KOHTPOJIb TEOPETUYECKUX
Y JINYHOCTHOTO pa3BUTHS, BHaHUM.
MPEANPUHIMATENBCKON
NIEATEIBHOCTH AHaJIN3 U OLICHKA peleHUu i MpoOIeMHBIX
B IpoecCOHANBHON cepe,  [cUTyarHid.
MCIIO0JIb30BaHUE ATTecTanus 1o MpOU3BOICTBEHHON
3HAHMS 110 IPABOBOU U [IPAKTHUKE
(buHaHCOBOW rPaMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX
CUTYyaIMsIX
OK 04 D dexTrBHOE B3auMoeiicTBre [KOHTPOIb BHIMOIHEHNS TPAKTHYECKUX

1 paboTath
B KOJUIEKTUBE M KOMaH/Ie

3aJaHuM. Y CTHBIM UM TECTOBBIM
KOHTPOJIb TEOPETUYECKUX 3HAHUU.
AHAJIN3 U OIICHKA PeleHU MpoOIeMHBIX
CUTyaLui.

IATTecTalus Mo MPOU3BOICTBEHHON
MPaKTHKE
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OK 05 OCyIIECTBIEHUE YCTHOM 1 KOHTpOJIb BBIMOJHEHUS TPAKTUYECKHUX
[CbMEHHOM KOMMYHUKALlUA  [3aJaHUM. Y CTHBIN UM TECTOBBIN
Ha FOCY/1apCTBEHHOM SI3bIKE KOHTPOJIb TEOPETUUECKUX 3HAHUN.
Poccuiickoit denepanuu ¢ AHAJIN3 U OIICHKA PEIIeHUH MPOOIEMHBIX
Y9€TOM OCOOEHHOCTEH CUTYalHi.
COLIMAIILHOTO ATTecTanus 1o
1 KyJIbTYPHOTO KOHTEKCTa [IPOU3BO/ICTBEHHOM MPAKTUKE

OK 06 [[posiBiIeHUE rpak 1aHCKO- KOHTpPOJIb BBIMOJHEHUS TPAKTUYECKUX
MaTpUOTHYECKON MMO3ULIHH, 3a7aHUi. Y CTHBIM WJIM TECTOBBIN
ITEMOHCTPALIMS OCOZHAHHOTO  [KOHTPOJIb TEOPETUUECKUX 3HAHUM.
[OBE/ICHUSI HA OCHOBE IAHAJIN3 U OIICHKA PEIIeHUI MPOOIEMHBIX
TpagUIMOHHBIX CUTyaLuil.
00IIIeUeIIOBEUECKIX IEHHOCTEH, [ATTecTanus 1Mo Mpou3BOICTBEHHON
B TOM YHCIIE [TPaKTHKE
C y4ETOM rapMOHU3ALUU
MEKHALIMOHATBHBIX
1 MEKPEIIUTHO3HBIX
OTHOLICHU, IPUMEHSATh
CTaHJapThI
QHTUKOPPYNLIUOHHOTO
[OBEICHUSI

OK 07 CopelicTBIE COXPAaHEHUIO KOHTpO/Ib  BBINOJHEHUS] MPAKTHYECKHX
OKpYKarollen Cpebl, 3a7aHui. Y CTHBIM WJIM TECTOBBIN
pecypcocOepexeHnIo, KOHTPOJIb TEOPETUYECKUX
MPUMEHSATH 3HAHUS
00 U3MEHEHUH KJIMMaTa, BHAHU.
MPUHIIUIIBI OEPEKITUBOTO AHaJIN3 U OLICHKA peleHU I MpoOIeMHBIX
MPOM3BOJICTBA, SQ(PEKTUBHO  (CUTYalMH.
MENCTBOBATH B UPE3BbIUAWHBIX |ATTECTAIHS 110
CUTYyaLMsIX [IPOU3BOICTBEHHON IIPAKTUKE

OK 08 Vcrionb30BaHKE CPEACTBA KOHTpPOJIb BBIIIOJIHEHUS IPAKTHUECKUX
(bu3HUECKO KYIbTYPHI IS 3aJaHui. Y CTHBIM WJIM TECTOBBII
COXPaHEHMSI KOHTPOJIb TEOPETUYECKUX 3HAHUH.
U YKPETIJICHUS 3/10pOBbS B AHaJIN3 U OIICHKA peleHui MpoOIeMHBIX
mporecce Mpo(ecCHOHANBHON — |CUTYaIIHiA.
eI TENBHOCTH IATTECTalus 0 MPON3BOACTBEHHON
U TTO/JIepKaHHUsI HEOOXOJMMOTO [IPAKTHKE
YPOBHs (hU3HUECKOI
[OJIrOTOBJIEHHOCTU

OK 09 Mcnons3oBanue KOHTpPOJIb BBIIIOJIHEHUS IPAKTHUECKUX
mpodeccnoHATEHOM 3aaHui. Y CTHBIM WIJIM TECTOBBII

ITOKyMEHTAIUU Ha
rOCy/IapCTBEHHOM U
MHOCTPAaHHOM SI3BIKAX

KOHTPOJIb TEOPETUUECKUX 3HAHUM.
AHaTU3 ¥ OTICHKA PEIICHUH TTPOOTIEMHBIX
CHUTYaLHi.

ATTecTalnus 1Mo Mpou3BOICTBEHHOMN
MpPaKTHKE
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@oH/1 OLIEHOYHBIX CPEACTB JIsI MPOBEAeHUSI MPOMEKYTOUHOI aTTeCTANI
o0y4yaomuxcs mo npodheccHOHATLHOMY MOIYJTI0

3aueT ¢ OIleHKOH | 3adeT ¢ OLEHKOM MpeICTaBIsIeT Brimonnenue o0yvaronumMces 3a1aHuii Ousera
(Ipou3BOACTBEH c000H BBITIOJTHEHHUE OLIEHMBAETCS MO cieaytonlel OaluTbHOM HIKale:
Hasl IPaKTHKa) oOyyaromumcs 3ajaHnuii Ounera, 3ananue 1: 0-30 Gamnos

BKJIFOYAIOIIET0 B ceOs: 3aganue 2: 0-30 Gamios

3aganue 3: 0-40 Gamnos
3ananue Nel — TeopeTudeckuit

BOIIPOC Ha 3HaHHUE 0a30BBIX «3auteno»
MOHATHH NpeAMETHOH 061acTi — 90-100 (0TJIMYHO )— OTBET NPABUIbHBIH,
JTUCITUTLTAHBI, a TAKKE JIOTHYECKH BBICTPOECH, HCIIOIh30BaHa
MIO3BOJISIOIINIA OLICHUTD CTETICHb npoeccronaabHast TEPMHUHOIIOTHS.
BJIQJICHUS 00yYaIOIIIMCS OO0y4aromuics MPaBHIIEHO HHTEPIIPETHPYET
MIPUHIUTIAMH TIPEAMETHOM NOJTY4YeHHBIN pe3ysbTar.
00JacTH AUCUIUTUIMHEI, — 70 -89 (xopow10) — OTBET B LEIOM
MOHUMAaHHUE UX 0COOCHHOCTEH 1 MIPaBUIIbHBIN, JIOTHYECKU BBICTPOEH,
B3aMMOCBSI3U MEX]Ty HUMHU; UCII0JIb30BaHa podecCHoHaATbHAS
3ananue No2 — 3a/1aHue Ha aHAIIN3 TepMUHONOTHS. OOYJaIOIUHCS B LIEIIOM
CUTYyalluu U3 MPEIMETHON MIPaBUIIEHO HHTEPIPETUPYET ITOTyISHHBINA
0o0nacT AMCUUTUTHHEI 1 pe3yJbTar.
BBISIBIICHHE CTIOCOOHOCTH — 50-69 (ynoBJIeTBOPUTEILHO) — OTBET B
o0yyarorerocst BLIOUpaTh U OCHOBHOM ITPaBWJIBHEIH, IOTHYECKH BBICTPOEH,
MIPUMEHSATH COOTBETCTBYIOIINE HCIIONIb30BaHa npodeccuonaibHast
MIPUHIIUTIBI 1 METO/BI PEIICHUS TEPMHHOJIOTHSL.
MPaKTUYECKUX MPoOIIeM, «He 3auTeno»
0JIM3KHUX K TPOECCHOHATBHON — MmeHee 50 (HeyIOBJIETBOPUTEJIBHO) — OTBETHI
JIeSITeIIbHOCTH; Ha TEOPETHUYECKYIO YacTh HENPABWILHBIC WU
3ananue Ne3 — 3ayanue Ha HETIOJIHBIE.

IIPOBEPKY YMEHUI U HABBIKOB,
MIOJIyYEHHBIX B PE3YJILTATE

OCBOEHHUS
JUCHATUTMHEI
DK3aMeH o DK3aMeH NpeICTaBIseT COO0H BrimonHeHune oOydarommmcst 3a1aHui
M/IK 01.01 BBITIOJTHEHHE 00YJArOIITIMCS OILICHHUBAETC 110 CIICAYIONICH Oa/UIBHOM I1IKaIe:
3aJlaHUi OMJIeTa, BKIIFOYAOIIETO B 3aganue 1: 0-30 6autoB
DK3aMeH 110 ceos: 31 3ananume 2: 0-30 Gamnos

MOJTYITIO



0O 3N DN A~ W~

O

3ananue Nel — TeopeTndeckuii
BOIIPOC HAa 3HaHHUE 0A30BBIX
MOHSATHH TPeIMETHON 001acTH
JUCLUIUINHBL, 8 TAKKE
MO3BOJISIIOLIUI OLICHUTH
CTETICHb BIIA/ICHUS
00yyaromumMcst MPUHIUIAME
MpeAMETHON 001acTH
JTUCITUTLTAHBI, TOHUMaHHE UX
0coOeHHOCTE! 1 B3aUMOCBSI3U
MEXKIY HUMHU;

3amanue No2 — 3aanue Ha
aHaJIN3 CUTyallun u3
MpeIMETHON 00J1acTH
TUCITUTLTAHBI ¥ BBISIBIICHIIE
CIOCOOHOCTH 00YYaIOIIEeTOCs
BBIOUPATH U IPUMCHSTh
COOTBCTCTBYIOIIME MPUHIINIIBL
Y METOBI PEIICHHS
MIPAKTHUYECKUX MPOoOIIeM,
ONMU3KUX K TIPOo(heCCHOHATBHOM
JIeSITeITbHOCTH;

3aganue Ne3 — 3ajaHue Ha
IIPOBEPKY YMEHUH U HABBIKOB,
IMMOJTY4YCHHEBIX B PE3YJILTATC
OCBOCHUS TUCTIUTLIAHBI

3aganue 3: 0-40 GamioB

-90 u 60J1ee (OTJIMYHO) — OTBET IIPABMIIHHBIMN,

JIOTUYECKH BBICTPOCH, TIPUBECHBI
HEOOXOIUMBIE BBIKJIAIKH, UCTIOL30BAHA
npodecCHoHabHAS JIEKCHKA. 3aTaHUS PEIICHBI
npaBwibHO. O0YYarOIIUICS MPABUITBHO
UHTEPIPETUPYET MOTYUCHHBIH Pe3yIIbTar.

-70 u 60J1ee (XOPOIIO)— OTBET B IIEJIOM

MPaBUJIbHBIN, JOTHYECKU BBICTPOEH,
MPUBEACHBI HEOOXOJUMBIC BBIKIJIAIKH,
WCTIONIb30BaHa MpodeccuoHanbHas JeKCHKa.
Xon pelieHus 3aJaHus MPaBUIbHBIN, OTBET
HeBepHBIH. OOyyaromuiics B 1IeJIOM MPaBHILHO
MHTEPIPETUPYET MOTYUECHHBIH pe3ybTar.

-50 u Gos1ee (y10BIETBOPUTEIBHO)— OTBET B

OCHOBHOM TIPaBHIILHBIH, IOTHUYECKH BBICTPOCH,
MIPHUBEJICHBI HE BCE HEOOXOMMBIC BBIKIIAIKH,
MCIOJIb30BaHa MPo(ecCHOHaIbHAS JICKCUKA.
3agaHus perieHbl YaCTUIHO.

-Menee 50 (Heya0BJIETBOPHUTEIBLHO)— OTBETHI HA

TCOPETUUCCKYIO YaCTh HEMIPABUIIbHBIC NI
HETIOIHEIC. 3aJaHus HE PCIICHBI

Tunoewie 3a0anus 014 RPOBEOEHUSL NPOMENHCYMOYHOU ammecmauuu
no MJK 01.01

. [ToHsITHE FOPUIUIECKOM CHIIBI JOKYMEHTA.
. CTenieHH MOIITMHHOCTH JOKYMEHTOB.

. PekBU3UTHI OJ1aHKA JIJ1s TUCHMA.

. PEeKBU3HTHI JOKYMEHTA «CITPABOYHBIC JJAHHBIC 00 OpraHU3aIumy.

. TTopsinok ohopMITCHHSI IPUITOKEHUH K IOKYMEHTY.

. ITopsiox ohopMiieHHSI PEKBU3UTOB «ITOJAINKCH» U KOTMETKA O 3aBEPCHUN KOITHHY.
. Ilopsok oopMiIeHHS U COTIIACOBAHMS JOKYMEHTA, YTBEPKICHUS TOKYMEHTA.

. DTansl MOATOTOBKU JIOKYMEHTA.
. CtpyKTypa TOKyMeHTa.

10. OcoOGeHHOCTH SI3bIKA M CTHIIS CITYKEOHBIX TOKYMEHTOB.

11.PexBU3UTHl MeXITyHAPOTHOTO THChMa. OCHOBHBICE PEKOMEHAAIIMHM IO COCTABJICHHUIO TEKCTOB
MEKIYHAPOJHBIX ITHCEM.

12. Bujipl opraHu3aliiOHHBIX JIOKYMEHTOB U OCOOEHHOCTH UX COCTaBJICHHS U O(OPMIICHUSI.

13. Bujiet pactiopsANTEIbHBIX JOKYMEHTOB H OCOOCHHOCTH UX COCTABIICHUS U O(OPMIICHHSI.

14.
15.
16.
17.
18.
19.
20.

OdopmiteHre COBMECTHBIX ITHCEM OpPTaHU3aITHi.

OcobeHHOCTH COCTaBIeHHUS U 0(OPMIICHHS POTOKOJIA.

Oco0eHHocTH cocTaBneHMs U 0(OPMIICHHUS aKTa.

TpeOoBaHMS K COCTABICHHIO X O(OPMIICHHIO JOKJIAIHBIX 3aITUCOK.
TpeboBanus K COCTaBICHUIO U OPOPMIICHHIO OOBSICHUTENBHBIX 3aIIHCOK.
TpeboBanus Kk cCOCTaBICHUIO H O)OPMIICHHIO CIIPABOK.

OcobeHHOCTH cocTaBaeHUS U 0OopMIICHHUS Teae()OHOrpaMM.



Tunoevle 3a0anus 011 nPoOBEOCHU NPOMENCYHOUHOU ammecmayuu no
npogeccuonanbHoOMy MOOYI0

1. CyImHOCTB ¥ CTPYKTypa JOKYMEHTAIMOHHOTO 00ecrieueHHs YIPaBICHUSL.

2. Ponb 1OKyMeHTallMOHHOTO 00€CIIEYeHNUS YIIPABIICHHUS B IETEIbHOCTH FOCYAAPCTBEHHBIX OPIaHOB.

3. DTarsl 3BOMIOLUHI OT€YECTBEHHOTO AEJIONPOU3BOACTBA (JOKYMEHTALIMOHHOTO 00eCIeUeHUs
YIpaBIeHHs): COCTAB M 00IIast XapaKTEPUCTHKA.

4. OCHOBHBIE TOCTUKEHNA U HEJOCTATKU MPUKA3HOTO, KOJIJIE)KCKOT'O M1 MUHUCTEPCKOTO
JIeNTOTIPOU3BO/ICTBA.

5. OCHOBHBIE HOCTHXECHUS U HEAOCTATKU COBETCKOTO JIEJIONPOU3BOJICTBA.

6. Haznauenne EnuHol rocynapcTBeHHOM cucteMsl aenornpousBozactsa (EI'CJL) u ee pons B
JOKYMEHTAIlMOHHOM O0OECTICYEHUH YIIPaBICHHUSL.

7. HampaBneHus rocyJapCTBEHHOTO PETyIUPOBAHUS JOKYMEHTAIIHOHHOTO 00ECTICYeHUS yIIPaBICHHS:
COCTaB U O0IIasi XapaKTePUCTHKA.

8. Buzbl JOKyMEHTAaLMOHHOTO 00ECIeUeH s YIPaBJICHH: COCTAaB U 00ILas XapaKTEPUCTHKA.

9. Ha3HaueHue u CTpyKTypa MPaBOBOTO PEryIMPOBAHHUS JOKYMEHTAIIHOHHOTO 00eCTIeYCHHUS
yTIpaBJICHHS.

10. CocraB 1 Ha3HAYEHUE 3aKOHOIATEIbHBIX aKTOB Poccuiickoil @enepanuu, peryaupyromux
JOKYMEHTAIIMOHHOE 00ecTieueHUE yIPaBICHHS.

11. CocTaB ¥ Ha3HAUYEHHE HOPMATHBHBIX MPABOBBIX aKTOB (heIepaIbHBIX OPraHOB UCTIONHUTEIBHOM
BJIACTH, PETYIHUPYIOIINX JOKYMEHTALNOHHOE 00EeCTIeUeHUE YIIPaBICHHUS.

12. CocTaB ¥ Ha3HauYEHHE TOCYIAPCTBEHHBIX (HAIMOHAIBHBIX) CTAHAAPTOB, PEryJINPYIOIINX
JIOKYMEHTAIIMOHHOE O0ecTieueHIe YIPaBIeHMS.

13. Pons DepepanbHOil apxuBHOM Ciry:k0bI (PocapxuBa) B rocyjapCTBEHHOM PETryITHPOBAHUA
JOKYMEHTAIlMOHHOTO 00ECIICYEeHUs! yIIPaBICHHS.

14. Ha3naueHue u cTpykTypa ['oCcy1apcTBEHHOM CUCTEMBbI JJOKYMEHTAIIMOHHOTO 00CCIICUSHHMSI
ynpasienus ('CHOYVY).

15. Ctpykrypa u o0mas xapakrepuctuka OcHoBHbIX nosoxkeruit 'CJOY.

16. Ponp yHuQuKkauum v craHapTU3auy J0KyMEHTOB B COBPEMEHHOM JOKYMEHTAlMOHHOM
o0ecrieYeHu ! yIpaBieHHS.

17. CocTaB 1 Ha3HaYeHUE YHUPHUIMPOBAHHBIX CUCTEM JJOKyMEHTAIIMH.

18. CocTaB, Ha3HAYEHHUE U COJICPKAHNE TOCYIAPCTBEHHBIX CTAHAAPTOB HA YHH(DUIIUPOBAHHBIE CUCTEMBI
nokyMenTaruu. 19. CoctaB v Ha3HaYCHHE OOIIEPOCCUNCKUX KIIACCU(UKATOPOB TEXHUKO-3KOHOMHUUECKOH U
cOLMaNbHON MH(pOPMAaLIUH.

20. OCHOBHBIE TIOHATHUS ¥ TEPMHHOJIOTHS TOKYMEHTAIMOHHOTO 00ECTIeUeHHS YIIPaBICHHS.

21. Obmras xapakTepuCcTHKa TEPMHUHOCUCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeYeH s yIIPaBICHNUS,
onpeaeneHHbiil 'OCToM «/lenonpon3BoacTBO U apXUBHOE A€10. TEPMUHBI U ONIPEAECIICHU.

22. CymHoCTh, OCHOBHBIE ACIIEKTHI M CBOMCTBA YIIPABIEHIECKOTO IOKYMEHTA KaK CHCTEMBI.

23. Knaccugukanus ynpaBieH4eCKUX TOKYMEHTOB.

24. O6mue TpeOOoBaHMA K JOKYMEHTHPOBAHHUIO YIIPABIEHUYECKOH 1S TEILHOCTH, ONpEIeICHHbIE
OcHoBHbIME TIOJIO)KeHUsIMU [’ CIIOY.

25. O6mme TpeboBaHUS K JOKYMEHTHPOBAHUIO YIIPABIEHICCKOHN AEATEIIHFHOCTH, ONPEICICHHBIC
TunoBoi HHCTPYKIMEH 1O JEIONPOU3BOJICTBY B (hefepanbHBIX OpraHax HUCIIOJHUTELHON BIACTH.

26. O6mue TpeboBaHMs K JOKYMEHTHPOBAHUIO YIPABICHUYECKOM AEATEIILHOCTH, ONIPEe/ICHHbIE
I'OCTom «YHHDUIIPOBAHHBIE CUCTEMBI JIOKYMEHTAIUH. Y HHOUIIMPOBAHHAS CHCTEMA OPTraHU3aInOHHO-
pacnopsau-TeNbHON TOKyMeHTamu. TpeOoBaHus K 0(OPMIIEHHIO TOKYMEHTOBY.

27. O06mias xapakTepuCTHKa TPeOOBaHMM K TEKCTaM YIIPABICHUYCCKUX JOKYMECHTOB.

28. CocTaB 1 001125 XapaKTepUCTUKA PEKBU3UTOB YIPaBICHUECKOTO TOKYMEHTA.

29. Hopmsl cTuiIs ynpaBlIeHYECKUX JOKYMEHTOB.

30. OcobennocTH 0OPMIICHHUS TEKCTOB YIIPABIICHUYECKHUX IOKYMEHTOB B aHKETHOMH, TpadapeTHOH
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Tabim4aHOMN opme.

31. CtpykTypa OpraHM3alliOHHO-PACTIOPSIIUTEIHHON JOKYMEHTAIIHH.

32. Ha3HaueHue ¥ COCTaB OPTraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

33. Ha3zHaueHue 1 cOCTaB pacTOpSAUTENBHBIX JOKYMEHTOB.

34. Ha3znaueHnwue 1 coctaB ”HPOPMAIIOHHO-CITPABOYHBIX TOKYMEHTOB.

35. Ha3HaueHue 1 coCTaB JOKYMEHTOB 110 INYHOMY COCTaBY.

36. CocraB, pacroNIOKECHUE PEKBU3UTOB U CTPYKTYPa TEKCTA MTOJIOKEHUS 00 OpraHu3aIluy.

37. CocraB, pacnoyioKeHHE PEKBU3UTOB U CTPYKTYpa TEKCTa HHCTPYKIHH [0 JOKYMEHTAIMOHHOMY
o0ecrnedeHuIo yIIpaBIeH!s B OpraHu3aIlii.

38. CocraB, pacmonoXeHne peKBU3UTOB U CTPYKTYpa TEKCTa JOHKHOCTHON HHCTPYKIINH.

39. Cocras, pacnoyioKeHUe PEKBU3UTOB U CTPYKTYpa TEKCTa MPUKa3a 0 OCHOBHOMY BHY
ACATCIIBHOCTH OpraHu3aluu.

40. Cocra, pacroiioKeHIe PEKBU3UTOB U CTPYKTYpa TEKCTa PEIISHHs KOJUIETHaIhbHOTO OpraHa
YIpaBICHUS.

41. CocraB, pacnojIOKEHHE PEKBU3UTOB M CTPYKTYpa TEKCTa IIaHa paboThl OpraHU3allHiH.

42. CoctaB, pacrojioKeHUE PEKBU3UTOB U CTPYKTYpa TEKCTA JOKIAIHOM, CITy)KeOHOM U
00BSICHUTETBHOI 3aITUCOK.

43. Bugsl mruceM 1 0COOCHHOCTH X TIOJATOTOBKH U O(hOPMIICHHS.

44. CocTa, pacroyioKeHHE PEKBU3UTOB U CTPYKTYpa TeKCTa HHPOPMAIIOHHOTO MHChMa.

45. Cocra, pacroiioKeHHe PEKBU3UTOB U CTPYKTYpPa TEKCTa TPYAOBOTO IOTOBOpa (KOHTpaKTa). 46.
Cocrag, pacnonoXeHrne peKBU3UTOB M CTPYKTYpa TEKCTa pe3ioMe.

47. Cocra, pacloNoXeHUE PEKBU3UTOB U CTPYKTYpa TEKCTA TPYAOBOT'O COrJIAILICHUS.

48. 3agaun, QYHKIUH U TUIIOBBIE CTPYKTYPHI CITYKObI IOKYMEHTAIIMOHHOTO 00SCIICUCHUS yIIPaBIICHHSI.

49. Pernamenrartus pabOTHI CITyKObI JOKYMEHTAIIMOHHOTO 00ECTICUEeHHUS YIIPABIICHHS.

50. Henb 1 3a1a4u ynpaBiaeHUs: TOKYMEHTAUEH OpraHu3aluy.

51. IlpuHIMITEI OpraHU3aluK TOKYMEHTOO00pOTA.

52. Iopsiiok MBUXKEHUS JOKYMEHTOB B OPTaHU3AIMY M OCHOBHBIE 3TAITbl IOKyMEHTOO0O0POTA.

53. Opranuzarus paboTHI ¢ JOKYMEHTaMHU PYKOBOUTEIEH.

54. Opranuzarus padoTHI ¢ JOKYMEHTaMU UCTIOTHUTEICH.

55. Opranu3anys KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB.

56. OnepaTuBHOE XpaHEHHE IOKYMEHTOB, KCIIEPTH3a UX IICHHOCTH U MOJITOTOBKA K C/Ia4e B apXHUB.

57. OcobeHHOCTH OpraHu3ary paboThl ¢ KOHQUACHIMATBHBIMA IOKYMEHTAMH.

58. CoBpemeHHbIe HHGOPMAIIMOHHBIE TEXHOJIOTHH B JIOKYMEHTAITMOHHOM 00€CTIeUeHUH YITPaBJICHNSI.

59. OcHOBHBIE HaNpaBIICHHSI COBEPIICHCTBOBAHUS COCTaBa U (POPM JJOKyMEHTOB.

60. CucTteMbl 3JIEKTPOHHOT'0 IOKYMEHTO000pOTa, UX Kiaccu(UKaiys, 0COOCHHOCTH BHEPEHUS U
TEH/ICHIIUN Pa3BUTHSL.
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IIpunoxenue 1

(oOyuaroniicss MPOXOAUT MPAKTUKY
Ha 6a3ze OAHO BO «MockoBckuit
TE€XHOJOTMYECKUIA HHCTUTYT)

1.1. II1a6J10H MHANBHAYAJBHOIO 32JAHUSA

YTBEPXKIAIO
Hupextop komiemxa OAHO
BO «MockoBckuit
TEXHOJIOTUYECKUI HHCTUTYT»

®.1.0.
MII
NuauBuayanbHoe 3a1aHue
10 y4eOHOM NpaKTHKe
0 IPO(EeCCUOHATIBHOMY MOTYITIO
00y4aroIIerocs Irpymbl
mmdp 1 HOMEp IPYIIIbI
(@.11.0)

IHepuoa

Buabi padot BBINOJIHEHUS

pador

O3HaKOMHTeIbHAS JIEKIHS, BKIIOYAS HHCTPYKTAXK MO COOJIOAEHHIO MPABHJI
NMPOTHBOMNOKAPHOH 0€30IaCHOCTH, NIPABUJI OXPAaHbI TPYAA, TEXHUKH 0€30M1ACHOCTH,
CAHNTAPHO-3MUAEMHOJIOTHYeCKMX MPABMJ M THTHEeHNYeCKUX HOPMATHBOB.

O3HaKOMHUTBCSI C KpPYroM OOs3aHHOCTEH MO ONpe/esieHHbIM BHIAM padoT,
CBSI3aHHBIM ¢ Oynyniel poecCHOHANbHON A TEIbHOCTBIO, 8 TAK)KE YTOYHUTD NpaBHiIa
B OTHOIICHWU CyOOpAMHAIINM, BHEUIHETO BHAA, BHYTPEHHETO TPYIOBOTO paclopsika H
pexrMa KOHOUIEHITNATEHOCTH.

[TpoiiTH MHCTPYKTAXK MO COOJIIOICHUIO TIPABHII TIPOTHUBOTIONKAPHON O€30MacHOCTH,
NpaBWJ OXpaHbl TPYyAa, TEXHUKH OE30MacHOCTH, CAHUTAPHO-3MHIAEMHOIOTHUECKUX
NpaBWJI U THTHEHWYECKUX HOPMATHBOB (B Cllydae MEIMIMHCKHX HPOTHUBOIOKA3aHHUH K
BBINOJIHEHUIO ONPEAEICHHBIX BHUJOB JESITEIBHOCTH — IPHHECTH MOATBEPKIAIOIIYIO
CIPaBKy U3 MEAMLIUHCKOTO YUPEXKIACHHUSI).

H3yvenne oOpraHM3anMOHHON CTPYKTYPBI MOApPa3JeIeHUs] TPOXOXKICHUS
NMPAKTHKH.

3HAKOMCTBO C MPOQUIEM JAEATEIBHOCTH OPraHU3alluK B LIEJIOM U CO CTPYKTypOH
MOpa3ICIICHIS TPOXOXKICHHS MPAKTHKH.

W3ydeHne HOPMATHBHBIX JIOKYMEHTOB, pPETIAMEHTHPYIOUNX JAEATEIFHOCTh
OpraHU3aIHH.

Coop undopmanuu 06 00beKTe NPAKTUKH U AHAJIHU3 UCTOYHUKOB.

JKcHepuMeHTAJIbHO-NIPaKTHYecKkass padora. I[IpmodpereHne HeoOXOAMMBIX
YMEHHUIl U MePBOHAYAJIBHOIO ONbITA NPAKTHYECKOH padoThl N0 CNEeNUATbHOCTH B
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n/n

Buasbi pador

IMepuoa
BbIIIOJIHCHUS
padoT

PaMKax 0CBOCHUSA BU/IA N€ATECJIBbHOCTH

O0paboTka M cucTeMaTH3ALMA M0JIY4eHHOro GaKkTH4ecKoro MarepuaJa.

C menmpo MOATOTOBKM K Cllade 3K3aMEHa 0 MOIYJIO 1O MpPO(eCCHOHAIEHOMY
MOJIYIIIO OCYIIECTBUTh  KOMIUIEKCHBII  aHamm3
PE3yJIbTATOB BHIOIHEHHBIX BUAOB paboT, 0(pOpPMHUTh MPE3EHTAIOHHBIC MaTEPHATIbL.

OdopmiieHne 0OTUYETHBIX IOKYMEHTOB 0 NPOXO0KIeHHH NPAKTUKH M IKCIIePTHAast
OlIeHKA pe3yJIbTAaTOB ee MPOXO0KICHMS.

Ogopmums  omuem 0 NPOXoXHcOeHUU NPAKMUKU & ¢hopmame npe3eHmayuu
PowerPoint, comepxampii  0a30Byr0 W HHGOPMAIMOHHO-BCIIOMOTAaTEIbHYIO
uH(opMaLuIo, COrNIACHO CTPYKType, ykazaHHOW B IlpmmoxkeHuu 1 Kk HacTosmemy
UHIUBUAYAIEHOMY 3aJJaHUIO.

PazmecTuTh MOJHOCTHIO O(OPMIICHHBIH KOMILIEKT OTYETHOM IOKYMEHTAIMU MO
MpakTHKEe B JJIEKTPOHHOH WH(popMarmoHHo-o0pasoBaTensHOit cpege OAHO BO
«MOCKOBCKHII TEXHOJIOTHYECKHH HMHCTHTYT» Ha muatdopme Ims.mti.edu pykoBoanTero
npakTHKH oT OOpa30BaTEeNbHON OpraHM3aly JUIs KCIIEPTHOH OLEHKH PE3yJIbTATOB €
MPOXOXKJICHUSL.

OOyuaromuiics HHANBUAYAIbHOE 3aJaHHUE TTOYyUnI(a):

TIOJIITNCH pacmmdpoBka
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1.2. [I1a6J10H aTTECTALIMOHHOIO JIUCTA

ATTECTAIIMOHHBIN JIUCT

(®@.U.0. obyuarowezocs)
oOyyaroruii(as)cs Kypca TpyIIIbI M0 CHEIUATBHOCTH
, YCHeurHo mpoiesn(ia)

(HaumeHoBaHUE 8UOA NPAKMUKLL)
no npogheccuoHaIbHOMY MOOYTIIO
B 00bEME HacCoOB C « »

20 ronamo « » 20 ropa:

I. 3akaoueHne-aHAJIN3 Pe3YJIbTATOB OCBOECHHS MPOIPAMMbI IPAKTHKM

HNuanBuayaibHoe 3agaHue MO NpaKTHKE IO
npogdeccHoOHATLHOMY MOIYJII0 odyJarommmcst
(Hy:kHOe 0TMeTHTH \):

LI BBITIOJIHCHO,

[ BEIIIOJIHEHO HE B IIOJIHOM 00bEME;
[l HE BBITIOJIHEHO;

Pabora ¢ ucrouHukamu uHopmanum (Hy’>KHOe OTMETUTH \/):

OO0yuarwmmuiics:

0 OCYIIECCTBUII HO,I[60pKy H€O6XO,Z[I/IMBIX JAOKYMCHTOB M CTATUCTHYCCKUX [JAHHBIX, KOTOpPbIC MOTIYT OBITH
HCIIOJIb30BaHbI IPU MOATOTOBKE K CAa4Y€ 3K3aMCHA 110 MOAYJIIO,

0 OCYIIECCTBUII HOI[60pKy HGO6XOZ[I/IMLIX JAOKYMCHTOB U CTATUCTUYCCKUX NAHHBIX, KOTOPbIC YaCTUYHO MOT'YT OBITH
HCII0JIb30BAHBI ITPU MOATOTOBKE K CAAY€ 3K3aMCHA 110 MOAYJIIO,

HE OCYIIECTBUII HOI[60pKy HeO6XOI[I/IMI)IX JOKYMEHTOB U CTATUCTUYCCKUX NAHHBIX, UJIN JJAHHBIC MaTEpUAJIbl HE

MOTYT OBITh UCIIOJIb30BaHbI MPHU TOJTOTOBKE K C/Iaye IK3aMeHa M0 MOAYJIIO;

Baanenue maTepuaJioM 1o NpaKkTHKe (HY/KHOE
ormeruthb \):
Oo0yuaromuiics:
(] yMeJo aHaJIM3UPYET NOJIyUEHHBIM BO BpeMs IPAKTUKU MaTepHuall;
aHAIU3UPYET MOJyIEHHBIH BO BpeMs IPAKTUKH MaTEPHAT;
HEI0CTaTOYHO YETKO U MPaBUWIBHO aHAJU3UPYET NOTYUECHHBIA BO BpeMs IPAaKTUKU MaTepHa;
[] HenpaBUWJIBHO aHAJIU3UPYET MOJYyYEHHBIH BO BpeMsI IPAKTUKHY MaTepHal;
38[[3‘11/1, MOCTaBJICHHBIC Ha MEpUuoa NMPaKTUKH,

oGyuarommmcest (HyKHOE OTMETHTD V):

[] pemieHsl B TOJIHOM 00BEME;

PEUICHBI B ITIOJTHOM O6'beMe, HO HC IMOJTHOCTBIO PACKPBITEHI,

L peHIcHbl 4aCTUYHO, HCT YETKOI'O 000CHOBaHMS U JACTaJIN3aluH,
[ He peIIeHBI;

]

CnexkTp BbINOJHAEMBIX  oOOy4aromuMcsa  (QYHKHUIE B NePpUOT  NPOXO:KIAEHUS
NMPaKTHKH obJacTu npo¢ecCHOHATBLHON
JAeITeJIbHOCTH MO0 NMPodecCHOHAIBHOMY MOAYJIIO0 (Hy:KHOe
ormeruth \):
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COOTBETCTBYECT,

B OCHOBHOM COOTBCTCTBYCT,
YaCTUYHO COOTBCTCTBYCT,
HC COOTBETCTBYCT,

OdopmiieHue o0y4arIMMCH OTYeTa MO NMPaKTHKe

(Hy’)KHO€ OTMEeTHTh \):
(] OTYeT O MPOXOXKICHUH NPAKTUKU 0(HOPMIICH IPaBHIIBHO;
OTYET O MPOXOKIACHUU NTPAKTUKH O(i)OpMJICH C HC3HAYUTCIBbHBIMH HEAOCTAaTKAMH,
OTYCT O MPOXOKACHUU MMPAKTUKU O(l)OpM.]'IeH C HCJOCTAaTKaMH;
OTYCT O MPOXOKACHUU IMPAKTUKU O(l)OpM.]'IeH HCBEPHO.

ATTeCTyeMLIﬁ MpoAEMOHCTPHUPOBAJI BJIAJICHHUE cJIeayrnmuumn OﬁlIII/IMI/I H
HpO(l)ECCI/IOHaJIbeIMI/I KOMIIeTCHIUAMM

YpoBeHb ocBOeHHS
Kon Coaep:xkanue KOMIeTeHIUH o0yyamomumes
(Hy2KHO€ OTMETHUTh \/)*

O01mue KOMIETEeHINH

BBICOKHI

OK... [ cpenuuit
[J  HH3KHH
[J  BBICOKHI
OK ... N
L] cpennun
[J  HH3KHH
[1  BBICOKHI
OK... ] cpenHuit
[J  HH3KHH
[1  BBICOKHH
OK... ] cpenHuit
[]  HHM3KHH
IIpodeccuonanbHbIle KOMIIETEHUMH
[J  BBICOKHH
IK-... [] cpenuuit
[J  HH3KHH
[J  BBICOKHH
TK-... [] cpemuuit
[J  HH3KHH
[J  BBICOKHH
IK ... [ cpemHuid
[J  HH3KHH
[J  BBICOKHH
IK ... [ cpemHuid
[J  HH3KHH
[Ipumeuanue:
0 Bricokuii ypoBeHP — OOyYaromIMiCs YBEPEHHO MJEMOHCTPUPYET TOTOBHOCTH U CIIOCOOHOCTH K

CaMOCTOSITEILHON HpO(i)eCCHOHaHBHOﬁ ACATCIBHOCTH HE TOJIBKO B CTAHAAPTHBIX, HO U BO BHCHITATHBIX CUTYyallUAX.

[J  CpenHuil ypoBeHb — 00YJaONTHICS BHITIOJIHAET BCEe BUABI IPO(PEeCCHOHANFHON AEATENbHOCTH B CTAaHAAPTHBIX
CUTYaIlUsAX YBEPEHHO, J0OpOCOBECTHO, () (HEKTHBHO.

[ Hwskuil ypoBeHb — TIPH BBIOJHEHUU TPO(ECCUOHATBLHOM NEATEIHPHOCTH OOyJaIOmUHCS HYKIAeTCsl BO
BHEIITHEM COTPOBOXKICHUH ¥ KOHTPOJIE.

I1. IloxazaTean U KPpUTEPHH OLICHUBAHHUS Pe3VJILTATOB MPOXO0KICHUSA NMPAKTHKH

Ne HanmeHnoBaHHe moKka3aTeJs MaxkcumajabHoe OneHka KayecTBa
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n/n

1.1.

1.2.

2.1.

2.2.

2.3.

3.1.

3.2

KOJIMYeCTBO BbINIOJTHEHUS KAXKI0T0
0aJ10B BH/Ja padoT
(B 6as1ax)

1. KauecTBO nouoﬁpamloro MarTrepuaJa J1Jid MpoBeICHUA aHATIu3a

Hamnume wncTounnkoB WHPOpManuu B 5
COOTBETCTBHHM C HHIUBHUIYAIbHBIM 33aJaHUEM

Hanuune  axTyanpHBIX — IEPBUYHBIX 5
JIaHHBIX, MaTepUAJIOB
2. KauyecTBeHHAasi OLlCHKA NIPOBECHHOI0 AHAJIN3a HCTOYHUKOB U COOPAHHBIX MATEPHAJIOB
Brimonuenue TpeboBaHUI K 20

coz(epmaTem,Hoﬁ HYaCThu OT4YCTa, COOTBCTCTBHC
BUJIOB pa60T1,1 WHAUBUAYAJIbHOMY 3aJaHUIO

OueHka CTEIEHH CaMOCTOSTENbHOCTH 20
MIPOBEICHHOTO aHAIH32a

OrneHka KayecTBa MPOBEIEHHOTO aHaIM3a 20
COOpaHHBIX MATEPUAIIOB, TAHHBIX

3. BbinosHeHue 001UX TPeOOBaHNUI K MPOBEACHUIO NPAKTHKH

Brinonnenue TpeOoBaHMI K 20
9KCIIEPUMEHTAILHO-TIPAKTHUECKOIl  paboTe B
paMKax OCBOEHHS BHIa AeaTenbHOCTH BJl

Brimonzenue TpeboBaHUi K 10
odopmiieHnio oTueTa Mo mpakTuke B (opmare
[IPE3EHTALUH PowerPoint, COZIepKALLErO
6a30ByI0 1 HH()OPMAMOHHO-BCIIOMOTaTEIILHYIO
MH(OPMALHIO 1T0 UTOTaM €€ MTPOXOKICHHUS

Hroro: 100

3ameuaHusi pyKOBOAUTENS MpakTUKU oT OOpa3oBaTenbHON OpraHu3aluu:

PykoBoauTenb npakTukmu
ot O0pa3oBareybHOI

OpraHu3anuu

(D.1.0.) (noonucs)
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IIpunoxenue 2
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha Oa3e [IpodunbpHOI opraHu3aumn)

2.1. ITad;10H MHAMBHUAYATBHOIO 3a1aHUS

YTBEPXKIAIO
Hupextop komiemxa OAHO

BO «MockoBckuii
TEXHOJOTUYECKUI MHCTUTYT»

@©.1.0.
MII
I/IHIH/IBI/IHyaJIbHOG 3aJaHue
IO TTPOU3BOJICTBEHHOM IIPAKTUKE
10 TPO(eCCUOHATIBHOMY MOTYITIO
00y4aroIIerocs Irpymbl
mrdp 1 HOMEp IPyIIIbI
(@10,
Buasl pador Ilepuon
n/n BBINOJIHEHUS
padot
1. O3HakoOMHTEJIbHAS JIeKLIHS, BKJIIOYAsA HHCTPYKTAK MO COOJIIOIEHUI0 NPAaBUJI

NPOTUBOMNOKAPHOI 0€30IaCHOCTH, NIPABUJI OXPAaHbI TPYAa, TEXHUKHU 0€30IaCHOCTH,
CAHNTAPHO-3MHUAEMHOIOTHYECKHX NPABHJ M THTHEHNYEeCKUX HOPMATHBOB.

[IpoiiTh MHCTPYKTHBHOE COBEIIAHHE C OTBETCTBEHHBIM JHIIOM OT IIpoduasHOi
OpraHu3alnyu, Ha KOTOPOM O3HAKOMHUTHCS C KpPYrom 00s13aHHOCTEH 110 OIIPEACIICHHBIM
BUaM DPaboT, CBA3aHHBIM C Oyayliei NpoecCHOHANbHOM JesTEIbHOCTIO, a TaKKe
YTOUHUTH IIpaBWja B OTHOIICHUHU Cy60p)II/IHaLII/II/I, BHCUIHETO BHUJAA, BHYTPECHHETO
TPYAOBOTO PACHOPSAKA U peKUMa KOH(PUACHITHATEHOCTH.

[MpoiiTi MHCTPYKTaX MO COOJIIOJEHUIO NMPAaBUII POTHBOIOXKAPHON 0€30MacHOCTH,
NpaBWJI OXpaHbl TPYyAa, TEXHUKH OE30MAaCHOCTH, CAHUTAPHO-3MHIAEMHOIOTHUECKUX
NpaBWJI U THTHEHWYECKUX HOPMATHBOB (B Cllydae MEIMIMHCKHX HPOTHUBOIOKA3aHHUH K
BBINOJIHEHUIO ONPEAEICHHBIX BHUJOB JESITEIbHOCTH — IPHHECTH MOATBEPKIAIOIIYIO
CIPaBKy U3 MEAMLIUHCKOTO YUPEXKIACHHUSI).

2. H3y4yenne oprannsanuoHHoil crpykrypsl [IpoduiabHoii opranmsannu — 6a3sl
MPOXO0KACHUS MPAKTHKH.

3HAKOMCTBO C TpoduiIeM IeSTSILHOCTH OPTraHW3alud B IIEJIOM U CO CTPYKTYpOH
MOpa3IeNICHIS TPOXOXKIACHHS MPAKTHKH.

I/I3yqe1-me HOpPMAaTWBHBIX TOKYMCHTOB, PETIAMEHTUPYIOIINX  JCATCIBHOCTD

OpraHU3aIHH.
3. Coop undopmanuu 06 00beKTe NPAKTUKH M AHAJIHU3 UCTOYHUKOB.
4, JKcIepuMeHTAJIbHO-NIPaKTHYecKass padora. IIpmodpereHne HeoOXOAMMBIX
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n/n

Buab1 pador

epuoa
BbITIOJIHEHH S
padot

yMeHl/Iﬁ H omnbITa l'[paKTH‘-leCKOfI paﬁOTl)l Mo CreuaJIbHOCTH B PaMKaxX 0CBOCHUSA
BUAA T1€ATCJIbHOCTH

O0padoTka M cucTeMaTH3ALMA M0JIY4YeHHOro GaKkTH4ecKoro Marepuasa.

C menmplo MOATOTOBKM K Cllade 3K3aMEHa 0 MOIYJIO 1O MPO(eCCHOHAIEHOMY
MOJIYITIO OCYIIECTBUTh  KOMIUIEKCHBII  aHamm3
PE3yJIbTATOB BHINOIHEHHBIX BUAOB padoT, 0(pOPMHUTh MPE3EHTAIMOHHBIC MaTEPHATIbL.

OdopmiieHne 0OTHYETHBIX IOKYMEHTOB 0 TPOXO0KIeHHH MPAKTUKH H IKCIIePTHAast
OLIEHKA Pe3y/IbTATOB ee MPOXO0KAeHHS.

Ogopmums  omuem 0 NpPoOXodHcOeHUU NPAKMuKU 6 gopmame npe3eHmayuu
PowerPoint, comepxampii  0a30Byr0 H  HHGOPMAIMOHHO-BCIIOMOTAaTEIbHYIO
uH(opManuio, COrNIACHO CTPYKType, ykazaHHOW B IlpmmoxkeHmu 1 Kk HacTosmemy
WHMBHIYaJIbHOMY 3aJJaHUIO.

Odopmums  cnpasky, 3aBepeHHYIO TMOJNHCHI0 W TI€4aThio (IIPU HAJHYHHN)
OTBETCTBEHHOTO Jnia oT [IpoduibHON OpraHu3aliM, COAEPKALIYI CBEICHUS O
MPOX0XKJICHUH NPaKTHKH.

PazmecTuTh MOTHOCTHIO O(GOPMIICHHBIH KOMILIEKT OTYETHOH IOKYMEHTAaIlWH MO
MpakTHKEe B JJIEKTPOHHOH WH(popMammoHHo-o0pasoBaTensHOi cpeqe OAHO BO
«MOCKOBCKHH TEXHOJIOTHYECKHH HHCTUTYT» Ha miatdopme Ims.mti.edu B popmare .pdf
PYKOBOANTENIO MPAaKTUKH OoT OOpa3oBaTeIbHON OpPTaHHM3ALMH UI SKCIICPTHOW OIIEHKH

PE3YJIBbTATOB €€ MMPOXOKACHUS.

OOyuaromuiics HTHAMBUAYAIbHOE 33aHNe MOTydniI(a):

TIO/IITNCH pacmmudpoBka
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2.2. I11a0/10H aTTECTALIMOHHOIO JHUCTA

ATTECTAIIMOHHBIN JIUCT

(®@.U.0. obyuarowezocs)
oOyyaroruii(as)cs Kypca TpYIIIbI M0 CHEIUATBHOCTH
, YCHEIIHo mpoiesn(ia)

(HaumeHoBaHUE 8UOA NPAKMUKY)
no npogheccuoHaIbHOMY MOOYTIIO
B 00BbeMe 4acoB C « »

20 rojma mo « » 20 ropa:

I. 3axkjayeHue-aHAJIN3 Pe3YJIbTATOB OCBOEHHS MPOIPAMMbI NPAKTHKH

HNuauBuayanbHoe 3aJaHue IO NMPaKTUKE 10
npogeccHoHAIbLHOMY MOIYJII0 o0yyarommmcest
(uy:xHOe oTMeTHTH \):

O BBIIIOJIHEHO;

[J  BBIIOJHEHO HE B IIOJIHOM 00BEME;

O HE BBITIOJIHEHO,

Pa6ora ¢ ucrounnkamu nunpopmanuu (Hy’>kKHOe OTMETUTh \l):

Ooyuarommiics:

0 OCYHICCTBHUII HO,I[60pKy HGO6XOHI/IMBIX JAOKYMCHTOB M CTATUCTHYCCKUX JaHHBIX, KOTOPBIE MOIYT 6BITL
HCIIOJIb30BaHbI IPU MOATOTOBKE K CAa4Y€ 3K3aMCHA 110 MOAYJIIO,

0J OCYHIeCTBPIH HOI[60pKy HCO6XO}II/IMI)IX HOKyMeHTOB N CTAaTUCTUYCCKHUX OAHHBIX, KOTOpre YaCTU4YHO MOI‘yT
6I>ITI) HCII0JIB30BaHbI IIPH MOJATOTOBKE K CIa4€ OK3aMEHa 10 MOJYJIIO,

[J HC OCYHICCTBI/IJ'I HOI[60pKy HCO6XOHI/IMI)IX I[OKyMeHTOB " CTAaTUCTUYCCKHUX JAaHHBIX, UJIN JJaHHBIC MaTepI/IaHBI
HC MOT'yT 6I>ITI> HCIIOJIB30BaHbI IPH MOJATOTOBKE K C/Ia4€ 5K3aMEHa 10 MOJYJIIO,

Bnagenne wmarepuasioMm 1o NMpaKTHKe
(uy:xHOe oTMeTHTH \):

Ooyyarommuiics:

[J  yMmeso aHaJIM3UpYeET MOJIYyYEHHBIM BO BpeMsI IPAaKTUKKU MaTepuall;

[J  aHanmu3upyeT NOIY4YEHHBIH BO BpeMsl IPAKTUKU MaTepHal;

0 HEAOCTATOYHO YE€TKO U MPABUJIbHO AHAJIU3UPYCT HOJ'[y‘ICHHHﬁ BO BpEMs IPAKTUKU MATEpHAJL;

[J  HemnpaBWJIbHO aHAIU3UPYET NOJIYYEHHBIN BO BpeMs NIPAaKTUKU MAaTEpHAal;

33[[3'-[14, MOCTAaBJICHHbLIC Ha MNepuoa NMPaKTHUKH,

o0yyaromumcs (Hy;KHOe OTMETHTh \l):

PEIICHEI B IIOJTHOM 00BhEME;

PpCUICHBI B TIOJIHOM O6’I>CMC, HO HC IMOJHOCTBIO PACKPLITHI;
peuIeHbl 4aCTUYHO, HET YETKOT'O 000CHOBaHUA U JACTaJIn3aluu,
HC pCIICHBI;

I R |

CnekTp BBINOJHAEMBIX O0yYaIIUMCH (QYHKOUMA B  NepHOI  MPOXOXKICHHS
NMPAKTHKH ods1acTn npogdeccuoHaIbLHOM
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AeAITeJIbHOCTH MO NMPO(ecCHOHAJBLHOMY MOIYJII0 (Hy:KHOE

orMeTuTh V):

COOTBETCTBYCT,

B OCHOBHOM COOTBCTCTBYCT,
YaCTUYHO COOTBETCTBYCT;
HC COOTBETCTBYCT,

I R

OdopmiieHue 00y4yarIIMMCH OT4YETAa MO NpaKkTuKe

(Hy’)KHO€e OTMEeTHTh \):
O OTYET O NMPOXOXKICHUHU NMPAKTUKU 0POPMIIEH ITPABUIILHO;
O OTYET O MPOXOKACHUU MIPAKTUKU O(I)OpMJ'IeH C HC3HAYUTCJIbHBIMU HCJOCTAaTKaAMU,
O OTYET O MPOXOKACHUU MIPAKTUKU O(I)OpMJ'IeH C HCAOCTaTKaMU,
O OTYET O MPOXOKACHUU IPAKTUKU O(I)OpMJ'IeH HEBCEPHO.

ATTecTyeMBblii NMPOJAEMOHCTPHUPOBAJI BJIaJeHHNe cJIeAyIOImUMHU 00IMMHU H
npogecCHOHATbHBIMH KOMIIETEHIHUSIMU:

YpoBeHnb ocBoeHust
Kon Copep:xaHue KOMIeETEHIIUH o0yyamomumes
(Hy2KHO€ OTMETHUTh \/)*

O01mue KOMIETEeHINH

BBICOKHI

OK ...

] cpennuit
[J  Huzkuit
[1  BbICOKUH
OK... [] cpenuuit
[]  Huskui
[1  BbICOKUH
OK... [] cpemuuit
[]  Huskui
[1  BbICOKUH
OK... [] cpenuuit
[]  Huzkui
IIpodeccuonanbHble KOMIIETEHUMHU
[]  BbICOKHH
IIK ... [1  cpennuii
[]  Hu3KUH
[] BbICOKHH
IK ... [1  cpennuit
[J  HU3KHH
[] BbICOKHH
IIK ... 00  cpenuuii
[J  HU3KHH
[] BbICOKHH
IIK ... 00  cpenuuii
[J  HU3KHH
IIpumeuanue:
[J  Belcoknii ypoBeHb — OOYYalOUIMICA YBEPEHHO JEMOHCTPHPYET TOTOBHOCTH M CIIOCOOHOCTH K

CaMOCTOATENbHOM NPO(ECCHOHAIBHOM JeITEIbHOCTH HE TOJIBKO B CTAHJAPTHBIX, HO M BO BHELITATHBIX CUTYaLIUsX.

[l CpenHuii ypoBeHb — 00y9aIOUIMICS BHIMOIHSIET BCE BH/bI IPO(ECCHOHABHOM JeITeIbHOCTH B CTaHIAPTHBIX
CUTYaIlUsAX YBEPEHHO, J0OpOoCcoBeCcTHO, 3 (HEKTHBHO.

[J  Hwuskuil ypoBeHb — IpH BBHINOJHCHUH MPOGECCHOHATHHON AEATCIPHOCTH OOYYAIOUIMICS HYXTAeTCS BO
BHEIIHEM COIPOBOXKICHHH U KOHTPOJIE.

II. IHokazaTeju M KPUTEPHHU OLICHUBAHHUSA PE3YJILTATOB MPOXO0:KICHUS NMPAKTHKH
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n/n

I1.1.

1.2.

2.1.

2.2.

2.3.

3.1.

3.2.

Onenka

KavecTBa
MaxkcumaJjbHoe
BBINOJTHEHHUS
HauMenoBaHue nmokasareJs KOJHYECTBO
KasKI0ro BUAA
0aJ17I0B
padot
(B 6as1aX)

1. KauecTBO nMogo0paHHOro MaTepuaJsia Ajs NPoBeJleHUs aHAIU3A

Hannumne MCTOYHMKOB HMH(pOpMAIMU B
COOTBETCTBUHM C MH/UBHUIyaIbHBIM 3aJaHUEM

5

Hammaue AKTYaJIbHBIX TICPBUYHBIX 5
JaHHBIX, MaTCpPHUAIOB

KauecrBennas OLICHKA MPOBEACHHOI'0 aHA/JIN3a UCTOYHUKOB H coﬁpamn,lx MatrepuajoB

Brinonnenue TpeOoBaHU K
COJIep)KaTEeNIbHOM 4acTH OTYETa, COOTBETCTBUE 20
BUJIOB Pa0OTHI HHAWBUIYyaIbHOMY 33/IaHHIO

OI.[GHKEI CTCIICHU CaMOCTOATCIbHOCTH
IIPOBCACHHOT'O aHAJIN3a

20

Omenka  KadecTBa  IIPOBEAECHHOIO 20
aHaliu3a C06paHHbIX MaTepuaioB, JTaHHBIX

3. BpinosHeHue 001UX TPeOOBAHMII K NPOBEACHUIO NPAKTHKH

Brimonuenue TpeOoBaHMI K
9KCIIEPUMEHTAILHO-TIPAKTUYECKON padoTe B
paMKax OCBOCHHWsS BHIA JeareidbHOCTH BJI 20

Brinonnenue TpeOoBaHU K
0(OpMIIEHHIO OTYETa MO NpaKTHKE B (opmate
mpe3eHtaimu ~ PowerPoint,  conepxamiero 10
0a30ByI0 " HHPOPMALMOHHO-
BCIIOMOTaTENbHYI0 HHPOPMAIIHIO 110 HTOTaM €e
TIPOXOXKICHUS

Hroro: 100

3ameuaHusi pyKOBOAUTENS MpakTUKU oT OOpa3oBaTenbHON OpraHu3aluu:

PykoBoauTenb NpakTHKH
ot O6pa3oBare/ibHOI

OpraHu3anuu

(D.1.0.) (noonucs)
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IIpunoxenne 3
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha Oa3e [IpodunbpHOI opraHu3aumn)

3.1. lIa6s10H qOroBOpa

Horosop Ne
0 MPaKTUYECKOM MOATOTOBKE 00YJAIOIINXCS, 3aKITF0YaeMbIi MKy OpraHU3aIUe, OCYIIECTBIISIOMEH
00pa30BaTeNbHYIO 1eATEIbHOCTD, U OpraHu3aluel, OCYIECTBISIONICH NesSTeNbHOCTh MO TPOMUITIO
COOTBETCTBYIOIIIEH 00pa30BaTEIILHOMN MPOTpaMMBbl

r. Mocksa « _» 202 T

OObpazoBarenbHasi aBTOHOMHAasi HEKOMMepUecKasi opranuzanus Beiciiero oopazosanuss OAHO BO
«MOCKOBCKHI TEXHOJIOTMYECKUH HHCTUTYT», UMEHyeMoe B JanbHedmeMm "Opranusanus', B JHIE
HCIIOJHUTENIBHOTO upekTopa HecrtepoBoit AHrennHbl BceBoI0I0OBHBI, AEHCTBYIOIIEH HA OCHOBAHUH
YcraBa, C OJIHOM CTOPOHBI, U , B IIHMIE
, C Jpyrod CTOPOHBI, HMEHYEMBIE IO
otaenbHOoCcTH "CTrOpoHa", a BMecTe - "CTOpOHBI", 3aKIIFOUNIIN HACTOALIUN JJOTOBOP O HUKECTIEAYIOIIEM.

1. Ilpeamer JloroBopa

1.1. IlpenmeroM Hacrosiero JloroBopa sBIS€TCS OpraHU3alUsl MPAKTUYECKOM IOATOTOBKHU
oOyuaromuxcs (nanee - [IpakTuyeckas HoJroToBKa).

1.2. Obpa3oBarenbHas nmporpaMma (IporpamMMbl), KOMIIOHEHThl 00pa30BaTEeIbHON MPOrpaMMBbl,
IpU peanus3aluy KOTOpbIX opranusyercs lIpakTuueckas MOATrOTOBKAa, KOJMYECTBO OOYYarOIIMXCH,
OCBaMBAIOIIMX COOTBETCTBYIOIIME KOMIIOHEHTbI 00pa30BaTeNbHOM MPOrpaMMbl, CPOKH OpTraHU3aALUH
[TpakTHueckoi MoAroTOBKH, coraacytorcsa CTOPOHAMH U SIBISIFOTCSI HEOTHEMIJIEMOI 4aCThIO HACTOSIIIETO
Horosopa (ITpunoxenne Ne 1).

1.3. Peanuszanusi KOMIIOHEHTOB 00pa3oBaTelIbHON NMpOrpamMMmbl, coriacoBaHHbIX CTOpoHaMu B
[Tpunoxenun Ne 1 x Hacrosimemy JloroBopy (nanee - KOMIOHEHTHI 00pa30BaTENbHOM MPOrpaMMel),
ocymiecTBisiercss B nomemieHusx IlpodunbHON opraHu3zanuy, IMepedeHb KOTOPBIX COIrJIacyeTcs
CropoHamu U sIBIsieTCS HEOTheMIIEMOM yacThio Hactosero JJorosopa (Ilpunoxenue Ne 2).

2. [IpaBa u o6s13anHOCTH CTOPOH

2.1. Opranuzanus o6s3aHa:

2.1.1 ve no3nuee, yem 3a 10 (mecsaTh) pabounx aHel no Havana [IpakTuyeckoil MOATOTOBKHU IO
KaXJOMY KOMIIOHEHTY oOpa3oBaTeNbHOM MporpaMMsbl npeactaButh B [IpodunbHyro opranuzainuio
MIOMMEHHBIE CTIUCKU 00YYarOIUXCsl, OCBAaUBAIOIINX COOTBETCTBYIOIINE KOMIIOHEHTBI 00pa30BaTeIbHOM
MporpaMmsbl mocpencTBoM [IpakTuyeckoil MOArOTOBKY;

2.1.2 Ha3HauuTh pyKoBoaUTENS 10 [IpakTHueckoil moaroToBke ot OpraHu3anuu, KOTOPBIN:

- ofecreynBaeT oOpraHu3aluio oOpa3oBaTenbHOW JAesTenbHOCTH B Qopme [IpakTuyeckoii
HOJTrOTOBKU MIPU pealn3alui KOMIIOHEHTOB 00pa30BaTeIbHOM MPOrpaMMmBl;

- OpraHM3yeT y4acTue 00y4aroluxcs B BBIIOJHEHUH ONpeAeNIEeHHBIX BUJIOB padOT, CBS3aHHBIX C
Oyay1ei nmpodeccuoHaNbHON e TeTbHOCTHIO;

- OKa3bIBAE€T METOAMYECKYIO0 MOMOIIb OOYYarOIUMCS MPH BBINOJIHEHUHM ONPEAEICHHBIX BUI0B
paboT, cBs3aHHBIX ¢ OyaymIeil npodecCHOHAIBHON eI TeTbHOCTHIO;

- HECET OTBETCTBEHHOCTh COBMECTHO C OTBETCTBEHHBIM paboTHHUKOM IIpoduibHol opranuzanun
3a pean3aluio KOMIOHEHTOB 00pa3oBaTenbHOM nporpaMmel B opme [TpakTuyeckoil moaAroToBKH, 3a
KU3Hb W 370pOBbe oOOydarommxcs W paboTHUKOB OpraHuzanuu, COONIOACHHUE HWMH TIPaBUII
IPOTHBONOXKApHOW O€30MacHOCTH, MpaBWJI OXpaHbl TpyJda, TEXHUKH O€30MacHOCTH W CAaHUTAPHO-
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AMUAEMUOJIOTMYECKUX MPABUJI U TUTHEHNYECKUX HOPMAaTUBOB;

2.1.3 mpu cmeHe pykoBoauTens no [IpakTudyeckoit moarotopke B 10-TUIHEBHBINH CPOK COOOITUTH
00 stoMm [IpodunpHOIT opranu3anuy;

2.1.4 ycraHOBUTH BUAbl Y4E€OHOM JAEATENBHOCTH, NPAKTUKA U HMHBIE KOMIIOHEHTBI
00pa3oBaTeNbHON MPOrpaMMBbl, OCBanBaeMble oOydaromuMucs B popme [IpakTHueckoi MOATOTOBKH,
BKJII0Yasl MECTO, IPOAOJKUTENBHOCTh U IEPUOJT UX PeaIn3alluy;

2.1.5 nampaButh oOyuatommxcst B [IpodunbHyro opraHu3anuio JUisi OCBOSHHS KOMIIOHEHTOB
oOpa3oBaTenbHON IporpaMMel B popme [IpakTrueckoil moAroToBKY;

2.2. lIpodunbHas opranuszanus ods3aHa:

2.2.1 co3nath ycioBus Ui pealu3alud KOMIIOHEHTOB 00pa3oBaTelbHOM MporpamMMsl B (hopme
[IpakTHyeckol MOATOTOBKH, IMPEIOCTaBUTh OOOPYJOBaHHWE W TEXHUYECKHE CPEICTBA OOy4YCHHS B
o0beMe, IO3BOJISIOIIEM BBIIOJHATH OINpEJENICHHbIE BUABI paboOT, CBs3aHHblE C Oymaymien
podeCCHOHATBLHOMN eATETFHOCTHIO0 00yJYarOIIUXCS;

2.2.2 Ha3HAuUTh OTBETCTBEHHOE JIMIIO, COOTBETCTBYIOIIEE TpPEeOOBAHUSAM  TPYJIOBOTO
3akoHozarenbcTBa Poccniickoit denepanuy 0 JONYCKE K IE1arorMyecKor AesATENbHOCTH, U3 4Yncia
pabotHukoB IIpodunbHON opraHu3anuu, KOTOpoe oOOecleYMBaeT OpraHU3alMI0  pearu3aliu
KOMITOHEHTOB 00pa3oBaTeNbHONW mporpaMmbl B ¢opme I[IpakTHdeckoil MOATOTOBKM CO CTOPOHBI
[TpoduiibHOM opranu3zanuu;

2.2.3 mpu cMeHe JHIa, YKa3aHHOTO B MyHKTe 2.2.2, B 10-TUIHEBHBIN CPOK COOOMIUTHL 00 3TOM
Opranuszanuu;

2.2.4 obecnieunTh O€30MacHbIE YCIOBUS pealn3alii KOMIIOHEHTOB 00pa30BaTeIbHOM IPOrpaMMbl
B (hopme [IpakTideckoil MOArOTOBKH, BHITOJHEHHUE IPABUII POTUBOIIOKAPHON 0€30MaCHOCTH, TTPABHII
OXpaHbl Tpy/a, TEXHUKH 0€30MaCHOCTU U CAHUTAPHO-3MUIEMHOIOTHYECKUX IPABUI U TUTMEHUYECKUX
HOpPMaTHBOB;

2.2.5 npoBOIUTH OLIEHKY YCJIOBUHM TpyJa Ha pabO4yMX MecTaX, UCHOJIb3yEeMbIX MPHU peann3aluu
KOMIIOHEHTOB 00pa3oBaTeabHOM mporpaMMbl B (opme [IpakTuyeckoil MOATOTOBKH, U COOOIIATH
pykoBoauTento Opranuzanuu 00 ycaoBUsAX TpyAa U TpeOOBAaHUIX OXpaHbl Tpy/Ja Ha pabodyeM MecTe;

2.2.6 03HaKOMUTH OOy4arOIIMXCAd C TpaBUJIaMU BHYTPEHHETO0 TPYJIOBOTO paclopsiaka
[TpoduibHON opranu3ayy, NpaBUiIaMu 0 OXpaHe TPyAa U TEXHUKE Oe30M1aCHOCTH;

2.2.7 mpoBecTH HMHCTPYKTX OOYYAIOIIMXCS MO OXpaHE TpyAa U TEXHHKE O€30MacHOCTH U
OCYILECTBIIATh HAJ30p 3a COOJIOJICHUEM 00YJatOIUMHUCS TPABUI TEXHUKU OE€30MIaCHOCTH;

2.2.8 mpedocTaBUTh OOydYaromuMcs W pykoBoauTento 1o [IpakTuueckoid MOATOTOBKE OT
OpraHuM3anud  BO3MOXKHOCTb  TOJIB30BaThCs  momemieHussMu  [IpodunpHOl  opraHu3aunmy,
cornacoBaHHbIMH CTopoHamu (IIpunoxenne Ne 2 x HactosiieMy JloroBopy), a Takke HaxoIAIIIMUCS
B HUX 00OPYZOBaHMEM U TEXHHUUYECKUMH CPEICTBAMU OOYUECHHUS;

2.2.9 0060 Bcex ciydasx HapylleHHs OOy4aloUIMMHCS TpaBUJl BHYTPEHHETrO TPYIOBOIO
pacriopsiika, OXpaHbl TPy/a U TEXHMKH O€30MacHOCTH COOOLIUTH PYKOBOJIUTENIO MO MPAaKTHUYECKOM
MOAroToBKe 0T OpraHusanuy;

2.2.10 oGecrieunTh MPOIOIKUTE pabovero JHs s 00yJyaromuxcs B Bo3pacTe ot 18 et u crapiie
MPOJOKUTENBHOCTBIO He O60see 40 yacos B Hegento (cT. 91 TK POD).

2.3. Opranusanus UIMeeT IIpaBo:

2.3.1 oOCymecTBISATh KOHTPOJb COOTBETCTBUS  YCIOBHW  peaJM3allid  KOMIIOHEHTOB
oOpa3zoBatenbHONW TporpaMmbel B ¢opme IlpakTndyeckoil MOArOTOBKM TPeOOBAHUSAM HACTOAIIETO
HoroBopa;

2.3.2 3anpammBark HHGopManuoo 00 opranuzanuu [IpakTHueckoil MoAroToBKH, B TOM YHUCIE O
KauecTBE U 00HEME BBITIOJHEHHBIX 00yJalomUMHCs padoT, CBA3aHHBIX ¢ Oyaymien mpodecCuoHaITbHON
JESATENbHOCTBIO;

2.4. [IpodunbHas opraHu3aIys KMEET MPaBO:

2.4.1 tpeboBaTh OT O0yYAIOIIMUXCSI COOJIIOCHHS MPABUJI BHYTPEHHETO TPYIOBOTO pacropsaka,
OXpPaHbl TPyJla U TEXHUKU 0€30MACHOCTH, peKUMa KOHPUAECHIMATBLHOCTH, puHATOro B [IpodunbHoii
OpraHu3aliy, NpPeANPUHUMATh HEOOXOAWMBbIE JEHCTBHs, HAalpaBleHHbIE Ha MpeloTBpalleHue
CUTYaIINH, CIIOCOOCTBYIOIIEH pa3rianieHni0 KOHPUACHITHATHHOM HHPOPMAIINH;
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2.4.2 B cmyyae yCTaHOBJICHUS (paKTa HapyIIEHUS] O0YJaIOIMMHCS CBOMX O0sI3aHHOCTEH B EPUOJT
opraum3auuu  IIpakTH4eckoil  MOArOTOBKM, pEXUMa KOHQHUICHIMAIBHOCTH IMPHOCTAHOBUTH
peanu3anio KOMIOHEHTOB 00pa3oBaTeNbHON mporpammbl B ¢opme IIpakTuyeckoil MOATOTOBKU B
OTHOUIEHUH KOHKPETHOTO 00Y4YaloIIerocs;

3. Cpok neicTBuUs 10roBopa

3.1. Hacrosimuii JloroBop BCTymaer B CHIIy MOCJE €ro MOJANUCAHUS U JECUCTBYET /10 IMOJIHOTO
ucnosHeHus: CTopoHaMu 0053aTEIbCTB.

3.2. Jlwobasgs w3 CTOPOH BIpaBe PACTOPTHYTh HacTosAmui JloroBop ¢ mpenBapuTeIbLHBIM
MMCbMEHHBIM YBEJOMIIEHHEM JIPYTOil CTOPOHBI 32 OJAMH MECSI], HO HE M03/IHee, YeM 3a 15 (msaTHaaaTh)
pabouux JAHEW 10 Havaja MPaKTUKH.

3.3.  Hacrosmmii JloroBop siBisieTcsi 0€3BO3ME3IHBIM W HE IpelyCMaTpuBaeT (PMHAHCOBBIX
0053aTeNBCTB CTOPOH.

4. 3aKIIOUYUTEILHBIE TOJIOKEHUS

4.1. Bce cnopsl, Bo3HuKawmue Mexay CropoHamu mno Hacrosimemy [loroBopy, pasperiarorcs
CropoHamu B OpAJIKE, YCTAHOBIEHHOM 3aKoHOAaTeNnbcTBOM Poccuiickoit deneparuu.

4.2. N3menenue Hactosiero JloroBopa ocyiiectBisercs 1o coriamennio CTOPOH B TUCEMEHHOU
dbopMe B BHUAE IOMOJHUTEIBHBIX COTMAIICHUN K HacTosmeMmMy JloroBopy, KOTOpbIE SBISIOTCS €ro
HEOTHEMJIEMOM YaCTBIO.

4.3. Hacrosimuii JloroBop cocraBjieH B ABYX 3K3eMIUIIpax, M0 OJAHOMY Aiis Kaxaou u3 CTOpOH.
Bce sx3eMmiisipbl IMEIOT OIMHAKOBYIO IOPUIUYECKYIO CHITY.

5. Anpeca, pekBu3uTHI U nofnucu CTOpoH

[TpodunpHas opraHuzammus: Opranuzanus:

OObpazoBatenbHast aBTOHOMHAS
HEKOMMeEpYECKasi OpraHu3aius BbICIIETO
obpazoBanus «MOCKOBCKUH
TEXHOJOTHYECKU HHCTUTYT
(OAHO BO «MocTex»)

(MoIHOE HAMMEHOBAHUE) (monmHOE HAMMEHOBAHUE)

Anpec: Anpec: 105318, r. Mockaa, yi1.
W3maitnoBckuii Bam, 1.2

Jupekrop HcnonHuTenbHBII TUPEKTOP
A.B. Hecreposa

(HamMeHOBaHWE JOJKHOCTH, (paMuITHs, HMS, (HamMeHOBaHUE JOKHOCTH, (pamMuIHs, UMs,
0TYeCTBO (TIPU HATHYHUH) OTUYEeCTBO (TIPU HATHYUH)
M.IL M.IL

47



pnioxenne Nel

K I[OFOBOpy 0 npaRTn'{ecxoi/i nmoaAroToBKe oﬁyqammnxm

Ne

OT «__» 202 r.

Jlis opraHuzanuu TpakTHueckod mnoaroroBku Opranuzauus HampasiseT B [Ipodunbhyro
OpTraHu3aINI0 00YYAIOLINXCS 110 CIEAYIOIIUM OCHOBHBIM 00pa30BaTeIbHBIM ITPOTPaMMaM:

Ne OO6pazoBaTenbHas KommgectBo KomrmoneHTsI CpoKu opraHU3aliH
/i nporpamMma oOyyaromuxcs, o0pa3oBaTeIbHOM MPaKTUYECKOW MOArOTOBKH
OCBanBaIOIINX MPOTPAMMBI, IPH
COOTBETCTBYIOIINE peanu3anu KOTOPBIX

KOMIIOHEHTBI OpraHuzyercst
o0pa3oBaTeIbHOM MpaKkTU4ecKas
MPOTPaMMBI MOJITOTOBKA
1.
2.
COI'JIACOBAHO COI'JTACOBAHO

[IpodunpHas opranuzarus:

Opranuzanus:

O0pa3oBaTelibHAs aBTOHOMHAs HEKOMMepYecKast
OpraHM3aius BhICIIEro oopa3oBanusi «MOCKOBCKHIA
TEXHOJIOTUYECKUA UHCTUTYT)

(OAHO BO «MocTex»)

(MoTHOE HaMEHOBAHUE)

Anpec:

Jupexrop

(MoTHOE HAaMEHOBAHUE)

Anpec: 105318, r. Mockaa, yi1.
H3maiimoBckuii Bami, 1.2

HcnosHuTenbHBIN JUPEKTOP
A.B. Hecteposa

(HauMeHOBaHUEe JOKHOCTH, (paMuius, ums,
OTYEeCTBO (IIPU HAJTUYUH)
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OTYeCTBO (IIPU HATUYUH)



Ipuio:xxenne Ne2

K I[OFOBOpy 0 HpaKTI/I‘{CCKOﬁ NOoJATroTOBKE Oﬁy‘lalOHII/IXCH

OT«___ » 202 r.

[lepeuens nomemenuit [IpoduinbHOI opraHu3anuu, B KOTOPBIX OCYIIECTBISETCS pealn3alius

KOMITOHEHTOB 00pa30BaTeIbHON MPOTrPaMMBI:

HaumeHnoBaHMe CTpYKTYpPHOIO Opa3iesiCHUs
[TpodunpHOI opraHu3anuu, OPraHU3yIIETo
[TpakTHYeCKyI0 MOATOTOBKY 00Y4aIOIINXCs

HaumenoBanue nomMemeHus
[TpodunbsHOM opranu3anuu
(npu HAJIMYMM)

COTI'JTIACOBAHO

[TpodunpHas opranuzanus:

COI'/TACOBAHO

Opranuzanus:

OOpa3oBareibHas aBTOHOMHas
HEKOMMEpPUECKasi OpraHu3aIyst BBICIICTO
o0pazoBanusi « MOCKOBCKHIA
TEXHOJIOTHYECKUN HHCTUTYT»
(OAHO BO «MocTex»)

(TMoTHOE HAaMMEHOBAHUE)

Anpec:

Jupekrop

(moaHOE HAaMMEHOBaHUE)

Anpec: 105318, r. Mocksa, yi1.
H3maiinoBckuii Bai, 1.2

HcnonHuTenbHbIA JUPEKTOD
A.B. Hecrepona

(HauMeHOBaHMe JJOJKHOCTH, (paMuus,
UMs1, OTYECTBO (TIpY HAIMYUH)
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(HaMMEeHOBaHUE JIOJDKHOCTH, (haMIITUS, UMS,

OTYECTBO (IIPU HAJTMYUHN)



IIpunoxenue 4
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha Oa3e [IpodunbpHOI opraHu3aumn)

4.1. IlIa6sion cnpaBku!

JlupekTopy KoJIemKa

OAHO BO «MockoBcKuit
TEXHOJOTHYCCKHH WHCTHTYT)
D.1.0.

OoT

(D.1.0. omeemcmaennoeo auya
om [Ipogunvroii opeanuszayuu)

CITPABKA

[ana B TOM, YTO
(D.U.0. obyuarowecocs noIHOCHbIO)
OH(a) ACHUCTBUTEIHLHO MPOXOIUI(Q)

(HaumeHo8aKUe 8UOA NPAKINUKYL)
HejJe/In) B

(konuuecmeo Hedeib)

(naumenosanue IIpogunvnou opeanuzayuu)

cC«_ » 20 r.mo«_» 20 1.

OO6yuatromuiicsi(asicsi) YCIENIHO Tporie(a)
(hamunus, unuyuaner 06yuaowe2ocs)
MHCTPYKTaX 110 COOJIIOACHHUIO MTPABUII MPOTUBOIOXKAPHOI 0€30MacHOCTH, PaBUI OXPaHbl TPYa,

TEXHUKN 6630HaCHOCTI/I, CAaHUTAPHO-OIHUACMHUOJOTHICCKUX IMPaBUJI WU TUTHCHUYCCKUX HOPMATUBOB,
nocine 4ero Obui(a) MOMyIeH(a) K BBHIMOJHEHUIO OMpPEeICHHBIX MHAWBHUIYaTbHBIM 33aJJaHUEM BUJOB
pabor, cBsI3aHHBIX ¢ Oyaymiei mpodeccuoHaIbHOM ACSITEIIBHOCTHIO.

K JOJKHOCTHBIM 0053aHHOCTSM U IIOCTaBICHHBIM 3aia4aM B COOTBCTCTBUU C UHANUBUAYAJIbHBIM

3a/laHueM MPAaKTUKaHT OTHOCUJICS I00pOCOBECTHO, POsBIIAsA MHTEpec K padoTe. [lopyueHHble 3a1anus
BBITOJIHUII B TIOJTHOM 00bEME B YCTaHOBJICHHBIE TPOrPaMMOI MPAKTUKU CPOKH.

OTBeTcTBEHHOE JIULO OT
IIpoduibHoM opranuzanuu @0, (noonucs)

ML.II. (npu Hamuuum)

« »

! Cnpaska oopmunsercs Ha pupMeHHOM Onarke [IpoduubHOM OpraHu3amun
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OOpa3oBaTebHasi ABTOHOMHAsl HEKOMMeEpPYEeCKas OPraHu3amms
BbICIHIEro oOpa3oBaHHUA

«MOCKOBCKHMN TEXHOJOTNYECKHUUN UHCTUTYT»

AKTyanu3upoBaHHas BEPCHUS YTBEPXIAIO
yTBEPIKJICHA Ha 3ace/laHuU PexTop
VYyeHnoro cosera 1O.B. BenpuHnuea
OAHO BO «MocTex»
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

«IIM.02 Opranuszanms TeKyuero XxpaHeHus JOKYMeHTOB M IOATOTOBKA J1eJ1 ISl epeaaydyu

B apXUB»

1.1. Llesb ¥ JIaHHPYyeMble pe3yJbTAaThl 0CBOeHHs NPO(ecCHOHATBHOT0 MOTYJIsSt
B pesynbrare uzydenus npohecCuoHaTbHOTO MOl 00YUarOMIMIACs TOKEH

OCBOUTh OCHOBHOM B ACATCIBHOCTH:
AOKYMCHTOB M IIOATOTOBKA ACJ JIA IICPCaAa4u B apXUB» U COOTBCTCTBYIOINIUC CMY

((OpFaHI/ISaHI/IH TCKYIICIO XPaHCHUA

o01re KOMITETEHIIMU 1 TTPO(EeCCHOHATEHBIE KOMIIETECHITUH:

1.1.1. IlepeyeHb 0OMIMX KOMIIETECHIIUMA

Kon HanMeHoBaHue 001X KOMIIETCHIIUIA

OK 01. | BeiOupars cmocoObl pemieHuss 33aa4  OpodeCCHOHATBHONW  JEeSTEbHOCTH
IMPUMCHHUTCIILHO K pa3JIMYHbIM KOHTCKCTaM

OK 02. | lcnonb30oBaTh COBPEMEHHBIE CpPEICTBA IIOMCKA, aHAIM3a M HWHTEPHpPETaAlUU
uHpopManuu, U UHGOPMALMOHHBIE TEXHOJIOTUU JJisl BBHIMOJIHEHUS 3a]ad
PO EeCCHOHAIBHON JEATEIHHOCTH

OK 04. | DddexTBHO B3aMMOACHCTBOBATH U pabOTaTh B KOJUIEKTHBE U KOMaHJIE.

OK 05. | OcymiecTBiATh YCTHYIO M NMHCbMEHHYI0 KOMMYHHMKAIIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoir ®epepanvui ¢ y4eTOM OCOOCGHHOCTEH COIMAJIBHOTO H
KyJIBTYPHOI'O KOHTEKCTA.

OK 09. | Ilomp3oBaThcsi podhecCHOHATBHONW JOKYMEHTAIMe Ha TOCYJapCTBEHHOM H
HHOCTPAaHHOM A3bIKax.

1.1.1. [Tepeuenp mpodeccuOHATBHBIX KOMIETEHITUN

Kon HanmeHnoBaHue BUIOB 1eATe1bHOCTH U PO eCCHOHATBHBIX KOMITETEH NI

B/ 2 Opranu3zanus TeKyIero XxpaHeHus JOKyMEHTOB U OATOTOBKA eI AJIs IepeIauun
B apXMB

MK 2.1. | OcymecTBiaTh pa3pabOTKy U BeJEHHE HOMEHKIATYpPhI Jiell CTPYKTYPHOTO
MOJIpa3/IeNeHus

IIK 2.2. | ®opMupoBaTh JAejla B COOTBETCTBHMM C HOMEHKJIATYpOMl €1 U NpaBHIaMU
(dbopmupoBaHUs JIe.

IIK 2.3. | OcymecTBIATh TEKYIEE XpaHEHHE, yUeT U UCTIOIb30BaHHE JIe] (JOKYMEHTOB).

IIK 2.4. | OcymecTBIATh SKCIEPTU3Y IIEHHOCTH IOKYMEHTOB, BECTH OTOOP JOKYMEHTOB Ha
XpaHEHHE ¥ YHHUYTOXKEHHE, TOKYyMEHTHPOBATh PadOTy SKCIEPTHONH KOMHUCCHH.

IIK 2.5. | OdbopmisiTh nena MOCTOSHHOTO M JOJTOBPEMEHHOTO CPOKOB XPAaHCHHS IS
NepeIaun B apXUB OpraHU3aLHH.




K 2.6. | CocTaBisiTb OMUCH JI€J IIOCTOSTHHOTO U IOJITOBPEMEHHOTO CPOKOB XPaHEHUSI.

1.1.4. B pesynbTaTte ocBOeHUs MPO(PECCHOHATHEHOTO MOYJISI 00yUaIOIIUKACS
JTOJDKEH:

Bnaners HaBbikamu | CocTaBlieHME W BEJIEHUE HOMEHKJIATYpbl J€J  CTPYKTYPHOI'O
MIOIPA3AEIICHU.

IIpoBepka npaBuiIbHOCTH O(GOPMIIEHHS JOKYMEHTOB U OTMETKH 00 HX
UCIOJHEHUH Iepe] UX (OpMUPOBAHHEM B J€JIO Ui MOCIEAYIOIIEro
xpa"enus. DopMupoBaHue aena.

KoHTponb DNpaBWIBHOTO W CBOEBPEMEHHOIO PpACHpPEIENCHUA WU
MIOAIUMBKU JOKYMEHTOB B jeina. [lepenaua 1OKyMEHTOB BO BpEMEHHOE
II0JIB30BAHUE

IIpoBepka CpOKOB XpaHEHMs JOKYMEHTOB, COCTABJIEHHE IIPOTOKOJIA
pabOThl 3KCIEPTHOM KOMHCCHM IO MOJATrOTOBKE JOKYMEHTOB K
XPaHEHUIO, aKTa O IepeAade Ha YHUYTO)XKCHHE JIOKYMEHTOB, HE
MOJIEKAIUX XPAHEHUIO

Odopmiienne e NOCTOSHHOTO, AOJITOBPEMEHHOIO CPOKOB XPaHEHUS.
Odopmienne 00I0XKKH A€ MOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB
XpaHCHUA. Hepe)laqa ACJI B apXUB OpraHru3anuu.

dopMUpoOBaTH CHPABOYHBIN ammapar, 00eCreYnBArONINi OBICTPHIH
MOUCK JJOKYMEHTOB.

YMmeThb PazpabarbiBaTh HOMEHKIIATYpY JA€JI CTPYKTYPHOTO TOApA3ICiICHUS.
DopMyIMpOBaTh 3ar0JIOBKH JI€T U ONPEENISITh CPOKH UX XPaHEHHUS.
Oprann3oBbiBaTh paboTy 1Mo (HOpMUPOBAHUIO JIeT B COOTBETCTBUU C
YTBEPKICHHOW HOMEHKJIATypou Jaen opranusanun. OopmupoBarthb
JOKYMEHTBHl B Jiefla ¢ yd4eToM ux crnenuduku. CucreMaTH3upoBaTh
JOKYMEHTBI BHYTpPH J€J1a.

Opranu3oBbIBaTh XpaHEHHE TOKYMEHTOB B IIPOLIECCE UX UCIIOJHEHUS U
TEKYyIlEe XpaHEHUE HCIOJHEHHBIX JOKYMEHTOB. OpraHu3oBbIBaTh
paboTy mo ydeTy, XpaHEHMIO U Tiepefade B COOTBETCTBYIOIINE
CTPYKTYpPHBIE MOJIpa3/ieieHus JIOKyMEHTOB TEKYIIETro
JEJIONPOU3BO/ICTBA.

[IpumenaTs HMHPOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHH MpPU
paboTe ¢ TOKyMeHTaMu

OcCyiecTBIATh AKCIEPTU3y LEHHOCTU JOKYMEHTOB. OdopMisiTh
JOKYMEHTBI SKCIIEPTHON KOMHUCCHH.

I'oToBUTH M mepenaBaTh TOKYMEHTAIbHBIE MaTEpHabl HA XPAHEHUE B
apxuB. CocTaBisTh U OQGOPMIIATH ONUCH JeJd IOCTOSIHHOTO U
JOJITOBPEMEHHOI'O CPOKOB XPAaHEHHUS.

Hcnons30BaTh HOMEHKIIATYPY J€N IIPU COCTABJICHUM OINUCEH

ned.




3HaThb

HopmartuBHBIE MpaBOBBIC aKThl, HOPMAaTHBHO-METONYCCKHE
JOKYMEHTBI, TOCYJAapCTBEHHBIC CTaHIAPTHI, OMPEACISIONINE
MOPSAAOK JOKYMEHTAIIHOHHOTO O0ECTICYCHHUS YITPABICHHS
Bunsl HOMeHKIIaTyp, oOmme TpeboBaHHUs K HOMEHKIATYpeE,
METOJMKA €€ COCTaBJICHHS U OpopMIIeHHUS

[IpaBuna COTJIaCOBaHMUs HOMEHKJIATYPBI nen c
BEJIOMCTBCHHBIMU apXHBaMH U 3KCIIEPTHON KOMHUCCHEH
[Topsaok popmupoBanust u ohopmiIeHUs A€, creruduka
(bopMHUpPOBaHUS OTJEIBHBIX KATETOPUIA J1eI1.

[IpaBuna xpaHeHHs A€, B TOM YHUCIE C JOKYMEHTaMH
OTPaHUYEHHOTO JAOCTYIIA.

[lpaBuia BbIAYM W WCIONB30BaHHWS  JOKYMEHTOB W3
Cc(OPMHUPOBAHHBIX JIET

[lopsimox  BbIIAYM  JTOKYMEHTOB  JUIi  WCHOJIB30BAHUS
pabOTHHKAaM OpraHU3alMd, MPEIOCTABICHNUE TOKYMEHTOB II0
3arpocaM BHEIIHUX OpraHU3alui.

Kputepun  pasgeneHuss JOKYMEHTOB Ha  TPYIIbl B
COOTBETCTBUH C LIEHHOCTHIO MH(pOpPMAIINHU, COJIEpIKaIIeics B
HHUX

[Topsimok WCTHOJB30BAHUS THIIOBBIX WM BEIOMCTBEHHBIX
nepeyHell JOKYMEHTOB, ONpEACTICHHS CPOKOB XPAaHEHUS B
Iporecce KCIePTU3bl IIGHHOCTH JI0KYMEHTOB.

Ilopsimok co3faHus, OpraHM3allUd W JOKYMEHTHPOBAHUS
paboTHI HKCIIEPTHON KOMUCCHUH.

[IpaBuna cocTaBieHHS W YTBEPKICHHUS IMPOTOKOJIA PAOOTHI
HKCHEPTHONH KOMUCCHH.

[IpaBuna cocTaBieHHs W YTBEPXKACHUS aKTa O BBIJICICHUU
JOKYMEHTOB, HE TIOJIKAINX XPAHECHUIO.

HopmatuBHBIE TIpaBOBBIE aKThl, HOPMAaTHBHO-METOJINYECKHE
JOKYMEHTBI, TOCYAApCTBEHHbIE CTaHIAPTHI, OMPEACIAIOINE
NopsAA0K 0(OPMIICHHS U NTepejauu Jell B apXUB OpraHU3aIIH.
[IpaBuna TexHUYECKOH OOpPabOTKM U TMOJHOTO O(OPMIICHUS
Jel  TIOCTOSHHOTO W BpeMEHHOro XxpaHeHus. IlpaBuma
nepeayu Jies B apXUB OpraHu3aluu.

IIpaBuia cocTaBieHUs OMMCH JIEJ] IOCTOSHHOTO U BPEMEHHOTO
XpaHeHHUsT B COOTBETCTBUU C HOPMATHBHO-
METOAMYECKUMHI JJOKyMEHTaMH




1.2. Kosim4ecTBO 4acoB, 0TBOJAUMOE HA OCBOEHHE NMPO(PeCCHOHATBLHOT0 MOTYJIS

KBaJIHpUKAIUA
Hanvenosanue Jles10npou3BOIUTEb
4yacoB

Bcero o IIM.02, B ToM uncJjie 360

MJK.02.01 CuctemaTuzanus u 96

OpraHH3alKs ONIEPATUBHOIO XpaHEHUS

JOKYMEHTOB, TIOJITOTOBKA JIEN JIS

nepeiauy B apXuB

Y4eOHas npaKkTHKa 72

IIpousBoacTBeHHAsI IPAKTHKA 180

CamocrosiTeqibHas pabora 78

JK3aMeH 10 MOIYJII0 12



2. CTPYKTYPA U COAEP KAHME ITPOPECCHUOHAJIBHOT'O MOAYJIA

2.1 Ctpykrypa npo¢ecCHOHATBLHOT0 MOLYJIsI

O6BeM npoecCHOHANEHOTO MOMYIIS, aK. 4ac.

s
Q
<
3 06 MK
5 yaettite o MAL [MpakTuku
= B tom uncne
Kozp! % 2
npo(hecCHOHANBHBIX HanmenoBanus pasnenos Beero, uac. & g § <E
1 00IIHX po(heCCHOHAIBLHOTO MOYJIS 250 5 F B = §
KOMIIETEHITHIA & o § JlaGopaTopHbIX U Kypcosbix CaMOCTOSTCIbHAS a = s £
=y foa) MIPAKTHIECKUX pabot B 25 '8 =
m o paboTta > O & )
. 3aHATHH (TIpoexToB) S E S 2
2 2 = s
m = =
1 2 3 4 5 6 7 8 9 10 11
IIK 2.1. - MJIK 02.01 CucremaTuzanus u 96 12 96 12 78 X X
TIK 2.6. OpraHu3alus ONEPaTUBHOIO
XpaHEHUs]  JTOKYMEHTOB, U
OK 01. MOATOTOBKA JIEJ JUIsl IEpelayd B
OK 02. apxuB
OK 04.
OK 05.
OK 09.
Y4yeOHasa NpaKkTUKA 72 72 72
ITpousBoaCTBEeHHAN MPAKTHKA 180 180 180
IIpoMexyTouHasl arTecTanus X X
Bcezo: 348 264 96 12 X 78 X 72 180




1.1 Conepxanune 00yueHust no npogeccnoHanbHomy Moay.ato (IIM)

HaumenoBanue
pa3esioB U TeM
npogeccuoHaILHOI0
monayJs (IIM),
MEKIUCHMITIMHAPHBIX
kypcos (MJIK)

Conep:kanue yueOHOIro MaTepuaJa,
JadopaTopHbie padoThl U MPAKTHYECKHE 3AaHATHS, CAMOCTONATEILHAS Y4eOHas padoTa
o0yuawuuxcsi, KypcoBasi pa6ora (IIpPoeKT) (eciu npedycmompenst)

O0BeM 4acoB

MK 02.01 CucremaTu3zanus 1 OpraHu3anus ONnepaTUBHOI0 XpaHEeHUs IOKYMEHTOB, U OAT0TOBKA JieJ1 JJIsl lepeJayu B apXuB

Tema 1.1.

OO0mme NPpUHIMIIBI
CHCTeMAaTH3aIHH eI
U y4eT JOKYMEeHTOB
OpraHu3anuu

Coaep:xanue

1. CucremaTtuzaiusi JOKYMEHTOB B Jiefonpou3BoactBe. OOume TpeOoBaHUs K CHCTEMaTU3AIMN
JOKYMEHTOB M (opMHUpOBaHUIO Jen. PacmpeneneHue HCHOMHEHHBIX JOKYMEHTOB IO JIETaM.
Homenknarypa pnen: omnpenenesue, ¢byHkuy, HazHadeHwe. HopmaTwBHas ocHOBa
pa3paboTKM HOMEHKJIATYphl Jen. Bumsl HOMEHKIaTyp nen (mpuMepHasi, TUIOBas, KOHKPETHA).

CprKTypa HOMCHKIJIAaTYpbl A€JI, B TOM YHUCIIC IMOPAAOK PACIIOJIOKCHUSA Pa3aCIOB B CBOJHOM

BHJIBL,

HOMeHKIatype nei. Cxema cucreMaTu3aluy JTIOKYMEHTOB B HOMEHKIIAaType Jeil. BolsiBieHue
COCTaBa JOKYMEHTOB JUIS
COCTaBJICHUS] HOMEHKJIATYpPBI JIEIL.

2. IlpaBuna WHIEKcalMM [J€J, COCTABIEHUS 3arojloBKOB Jei. Ilopsnok wmHaekcanuu nen u
OIpeJICJIEHUs] CPOKOB XpaHEHUs] JOKYMEHTOB. OCOOCHHOCTH OTpa)keHHs B HOMEHKIJAType el
ANEeKTPOHHBIX Jien. COBpeMeHHas cucTema nepeyHei JOKyMEHTOB U CPOKH XPaHEHHUs JOKYMEHTOB.
Tunosele 1 BETOMCTBEHHBIE IEPEUYHH JOKYMEHTOB. CTpYyKTypa IepedyHei u

UX HaBUTaLUsl.

3. Tlopsmok pa3pabOTKM HOMEHKIJIATYpbI, BKIOUAs BOIPOCH! COTIACOBAHUS U YTBEPIKICHUS

HOMEHKJIATYphI JIeJ1, €KEeT0THOW KOPPEKTUPOBKH HOMEHKIIATYphI €. [lopsiok cocTaBieHus
KOHKPETHOW HOMEHKJIATypbl JAen mnonpasaencHus. [lopsnok BeaeHUs HOMEHKIJIATyphl JENl B
TE€4YEHHE JEJIONPOU3BOACTBEHHOIO (KaJIEHAAPHOT'0) ToJia U NOPSAJOK €€ KOPPEKTUPOBKH.

CocTaBlieHHE€ WTOTOBOW 3alMCH O KOJMYECTBE W KaTreropusix Jen, CcHOPMUPOBAHHBIX B
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‘,Z[GJIOHpOI/ISBO,I[CTBe. ‘

B ToM 4nciie npaKkTHYeCKUX 3aHATHH M J1a00PATOPHBIX PadoT

IpakTunyeckoe 3anatue Ne 1-2 CocraBieHue U o(OpMIICHHE HOMEHKIATYPHI e KOHKPETHOU
HOMEHKJIATYyphl JAen mnojapasfeneHus. Paborta c IlepeyHs MM THUMOBBIX YIPaBICHYECKUX APXUBHBIX
JOKYMEHTOB IO OINpPEAETICHUIO0 CPOKOB XpaHEHHs NOKyMEeHTOB. (CocTaBlieHHE HMTOTrOBOM 3amucu o
KOJMYECTBE U KaTeropusx jaen, copMHUpOBaHHBIX B JICJIONPOU3BO/ICTBE.

Tema 1.2.

Conepxanue

OneHKa 3HAYUMOCTH
JAOKYMEHTOB H
onpeaeieHHe CPOKOB
HX XpaHEeHHUs

Kputepun orieHKH HHPOPMAITMOHHOTO COACP KaHUS JOKYMEHTOB. KpUTEpHn OIIEHKH MTPOUCXOXKICHHUS.
Kputepusimu otienku conepxanusi. Kputepuu orieHKH BHEITHUX 0COOEHHOCTEH.

9KCHepTI/IBa HEHHOCTH ONOKYMCHTOB M 3KCIICPTHBIC KOMUCCHHU. ITonsaTue u Ha3HaueHUE OKCIICPTU3bI
LHECHHOCTHU JOKYMCHTOB. HpI/IHHI/IHI)I N KPUTCPUHN IKCIICPTHU3BI HEHHOCTU JOKYMCHTOB B
ACJIOIIPOU3BOACTBC.

OpraHH3auH${ MPOBCACHUA SKCICPTU3bI HEHHOCTU HOKYMCHTOB. OTalbl MMPOBCACHUA SKCIICPTU3LL
IOCHHOCTH. HOpHI[OK MMPOBCACHU U O(I)OpMJ'IeHI/ISI PE3YIBbTATOB 3KCHCPTU3BI HCHHOCTU NOKYMCHTOB

B ToM 4uHc/Ie NpaKTHYeCKUX 3aHATHI 1 1a00paTOPHBIX padoT

IIpakTnueckoe 3anaTue Ne 3. Jlenosas urpa «Opranuzanus paboThl 3KCIEPTHON KOMUCCHH, TOPSATIOK
MIPOBE/ICHUS SKCIIEPTU3bI LIGHHOCTU JOKYMEHTOBY. OTOOD TOKYMEHTOB Ha XpPaHEHUE M YHHUYTOXKEHHE,
JOKYMEHTUPOBaHHE pabOThl 3KCHEPTHOM KOMUCCHH.

Tema 1.3. Coaep:xanmne
OnepaTuBHOe OnepaTuBHOE XpaHEHUE JIOKYMEHTOB: IIOHATHE, perjlaMeHTanus JIOKyMeHThl oOpraHu3aiu,
XpaHCHHUE TOKYMECHTOB moaIC)Kalue OICPAaTUBHOMY XPaHCHMUIO. HpI/IHHI/IHI)I opraHu3anusa OICPATUBHOIO XpaHCHUA.

y MCIIOJTHUTEJIeH

I/IHCTPYKI_II/ISI o ACJIONPOU3BOACTBY — KakK JOKYMCHT peFJ’IaMeHTI/Ip}IIOU_II/Iﬁ MOpAAOK TEKYIICTO
XpaHCHUA AOKYMCHTOB B OpraHu3alnunu.

OHepaTI/IBHOe XpaHCHUC NOOKYMCHTOB B CTPYKTYPHBIX NOAPA3ACIICHUAX OpTraHU3allnuH.
OCO6CHHOCTI/ITCKYH_[€FO XpaHCHUSA OJICKTPOHHBIX JJOKYMCHTOB.

Teky1iee xpaHeHne JOKYMEHTOB B KaJIpOBOM CITyxko0e.
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'V caoBus OIICPaTUBHOI'0O XpaHCHHUSA OJOKYMCHTOB. 3aHII/ITa UX OT HOBPCKICHUA U
oOecreueHue KOH(bI/I,I[eHHI/IaJ'IBHOCTI/I, COI[Cp)K&H.[CﬁCH Ha HHX PIH(bOpMaHI/II/I.

OTBETCTBEHHOCTH 3a COXpaHHOCTb JOKYMCHTOB O II€pE€aadu UX B apXUB.

B ToM unciie NMPAKTUICCKUX 3aHATHIL B naﬁopaTopﬂblx paﬁoT

IlpakTtuyeckoe 3ansitue Ne 4. Ilopsmoxk ydyeta W HUCHOJIB30BaHUA Jel (IOKYMEHTOB),
HaXOJSIIMXCS B TEKymeM  XpaneHuu. OdopMieHHe MpuKas3a 1o OCHOBHOU e TebHOCTH «O)
Ha3HAYEHUHN OTBETCTBEHHBIX 32 ONEPATUBHOE XpaHEHHE

ITOKYMEHTOB.

IlpakTtuyeckoe 3ansitue Ne S. CocraBienue paszgena «OpraHuzanus ONEPATUBHOIO
XpaHEHUs JOKYMEHTOBY Juist IHCTpYKIIMHU 110 1EJIONPOU3BO/ICTBY.

Tema 1.4.

Coaep:xkanue

IToaroroBka
JOKYMEHTOB U JeJI K
JUTATEJIbHOMY U
MOCTOSTHHOMY
XpPaHEeHUI0

[Topsanox dopmupoBanus Aen B opranuzanud. TpeboBaHus K OPOPMIICHUIO T,
MPUHUMAEMbIX B apXUB.

[lopsanok nepenaun TOKyMEHTOB Ha apXMBHOE XpaHEHHWE. APXUBHas ONMCh: Ha3HAUYCHHE,
¢byakuyn, Buabl. [lopsinok odopmieHuss u paboTbl ¢ apXMBHOW omuchio. Omnucu aen
CTPYKTYpHBIX mofpasjeiaeHuii. Onucu Jen OpraHu3aluu: IOCTOSHHOTO XpaHEHHs, IO
JUYHOMY COCTaBYy, BpEMEHHOI'O Cpoka XpaHeHHsl cBbiiie 10 geT. Onucu 31eKTpOHHBIX Je
(IOKyMEHTOB) OpraHu3aIiHy.

B ToM YHc/Ie MPAKTHYECKUX 3aHATHI U JIA0OPATOPHBIX padoT

IIpakTnyeckoe 3ansitue Ne 6. OdopmiieHne aena NOCTOSHHOTO U
JOJITOBPEMEHHOI'O CPOKOB XPaHEHUS /IS IEPENAYU B ApPXUB OpraHU3aI|H.
Hywmepanus n11cToB apXuBHOIO Jiena.

CocraBnenue 1 oopMIIeHHE BHYTPEHHEH OIUCH U JIMCTA-3aBEPUTEIIS apXUBHOTO

nena CocraBiieHre U ohopmIiIeHUE KapThI-3aMECTUTEIS, JINCTA UCTIOIb30BaHUS
apxuBHoro fena CocraBiieHue 1 0popMIIEHHE PEKBU3UTOB 00JI0KKH apXUBHOTO JIeJia

HpOI_HI/IBKa APXUBHOT'O [CJia
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IMpakTnyeckoe 3ansiTue Ne 7. CocTaBieHUE OMUCH JI€JT IOCTOSHHOTO U
JOJICOBPEMEHHOTO CPOKOB XPAHEHHUSI.

CamocrosiTesibHast padoTa 78
Y4eOHas npaKkTHKA (npedycmMompena umo2oeas (KOHYeHmpupo8aHtas) NpaKmuka,)
Buasi pador 72

1. M3yueHue CTPYKTYphI OPTaHU3AlUN — MECTa MPOXOKICHUS MPAKTUKH (J1ajiee — OpraHu3alliu) ¢ [ebIo

COCTaBJICHUS] CXEMbI CTPYKTYpPbl OpraHU3aI1H.

2. O3HakOMJIGHHE C TPaBOBBIMH (YyUPEOUTEIbHBIMH), JIOKAIGHBIMA HOPMATUBHBIMU aKTaMH U
pacnopsAUTENbHBIMA JOKYMEHTAMU OpPTaHU3allHu.

3. Wzydyenue MHCTpyKUMHU TO AETONPOM3BOACTBY Opranu3zanuu. O3HaKOMJIEHHE C OpraHu3aluel TEKYyIIEero

XpaHeHus1 JOKyMeHTOB. OIeHKa yCIOBHM TEKYIIEro XpaHeH!s JOKYMEHTOB.

4. O3HaKOMJIEHUE C MTOPSIIKOM YUETa U UCIIO0Ib30BaHMsI 1€ (JIOKYMEHTOB) TEKYIIIETO XPaHEHMSL.

5. VI3yyeHue cnenupUKH TEKYIIET0 XpaHEHUs JOKYyMEHTOB B CUCTEME JIEKTPOHHOTO I0KyMeHTooOopoTa (CO/)
OpraHu3aluy.

I/I3y‘{eHI/IC nopsaka p83pa6OTKI/I 1 BCACHUC HOMCHKIJIATYPBI ACJI CTPYKTYPHOTO ITOAPA3ACIICHUS.
I/IsyquHe JOKYMCHTOB pa6OTBI 3KCHCpTHOI\/JI KOMHMCCHH 10 OCYIICCTBIICHHUIO OKCIICPTU3BI HCHHOCTHU JOKYMCHTOB.

O(bOpMJ'IeHI/Ie ACJI TOCTOSIHHOT'O U BPECMCHHOT'O CPOKOB XPpaHCHUS IJId ICPEAauU B apXUB OpTaHU3allUuH.

6.
7.
8. 3yuyeHue kputepreB 0TOOpa TOKYMEHTOB Ha XpaHEHUE i YHUUTOXKCHHE.
9.
10. O3HaKOMJIEHHE C ONUCSIMHU A€ U UX 0hopMIICHHE.

3a4er ¢ OLEHKOM

IIpon3sBoacTBeHHAs NPAKTHKA (npedyCMOMpPeHa umo2o6as (KOHYeHMpUPOBAHHAS) NPAKMUKA)
Buael pador

1. I/IsyquHe TEXHOJIOTHH OPraHu3aluy TEKYIIETO XpaHCHHUA JOKYMCHTOB U ITOATOTOBKHU €I JJIA IIEPEAAYN B apXUB.

2. YuacTue B pa3paboTKe U BeIEHUH HOMEHKJIATYPBI 1€l CTPYKTYPHOT'O IOIPpa3/IeIICHHUS.
3. ®opMupoBaHHeE JIe]l B COOTBETCTBUU C HOMEHKJIATYpOH /1€ U MpaBuiaMu (hOpMUPOBAHUS JIE.
4. O3HaKOMIIEHHE C TIOPSIIKOM y4eTa U MCIIOJIb30BaHMs A€ (JOKYMEHTOB) TEKYIIEro XpaHEHHS.

180
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5. OcyuecTBieHre 0Toopa JOKYMEHTOB U JIe]l Ha XpaHEHHUE U YHUUTOKEHHE, 110 Pe3yJIbTaTaM dKCIEPTU3bI LIEHHOCTU
JIOKYMEHTOB U PEIlIeHUH, MPUHATHIX dKCIepTHOU Komuccuei. CocTaBlieHHEe aKTOB BbIJauu, epeaadn, yHUUTOKCHHS
JIOKYMEHTOB.

6. [loaroToBka JieJ1 K ApXMBHOMY XPaHEHHUIO, B TOM YHCJIE: U3yUYE€HUE IOKYMEHTOB B IIEJISIX OMPEAENICHUS CPOKOB UX
XpaHEHUs1, HyMepaIus JJUCTOB aQpXUBHOTO JIeia, COCTaBIeHUE U 0(OPMIICHHE BHYTPEHHEH OIUCH U JINCTA-3aBEPUTEIIS
apXMBHOTO JleNla, COCTaBJeHHEe M O(opmIIeHHE KapThl-3aMECTUTEINI, JUCTa HCIOIb30BAHHUS ApXUBHOTO JIefa,
coctaBiieHHe U 0OpMIICHHE PEKBU3UTOB 00JI0KKH apXHUBHOTO JieJia, MPOIIUBKA apXHUBHOTO JIeNa.

7. CocTaBieHHe apXMBHOW OMMCH €T MOCTOSIHHOTO XpaHeHHs. O¢dopmieHne OmucH Jel IO JUYHOMY COCTaBy.

Odopmiienue onucu aen BpeMeHHoro (cBbiiie 10 jeT) cpoka XpaHeHus

3a4er ¢ OLEHKOM

Koncynpranus

2

Hroro

96/78
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1. YCJIOBUA PEAJIMBALIIUMU ITPOPECCUOHAJIBHOT'O MOAYJIA

3.1 I[.]'Iﬂ peaau3anum nporpamMmmal HpO(l)eCCI/IOHaJILHOFO MOAYJIHA T0JKHbI
ObITh NMpPpEAYCMOTPEHLI CJICAYIOIINE CIICHUAJIBHBIC IOMCIICHU A

M/IK.02.01 Cucremaru3auus W OpraHu3anusi ONEPaTHBHOIO XPaHEHHS
AOKYMEHTOB, IIOAT0TOBKA /1e]1 /IS lepeJayd B apXUB

Y4yeOHbIl KaOUHeET
Vuebnas ayoumopus 01 npogeoenuss yueOnvix 3aHAmMull 1eKYuoHH020 MUund, 3aHamuil
CEMUHAPCKO20 MUNA, NPeoyCMOMPEHHbIX 00pa308aMeNbHOl NPOSPAMMOU, 8 MOM
yucie 2pynnoevix U UHOUBUOYATIbHLIX KOHCYAbMAYUll, meKyujeco KOHmMpOas u
NPOMENCYMOYHOU ammecmayuul
OcHoBHOE 000pYI0BaHUE:

MeOenb aynuTopHas (CTOMBI, CTYJIbs, IOCKA ayJIUTOPHAs), CTOJI IIpenoaaBaTers,

CTYJI MpernoaaBaTelisl; TEXHUUECKUE CPeICTBA 00YUEHUS: IEPCOHANBHBIA KOMIIBIOTED,
Ha0Op IEMOHCTPALIMOHHOTO 000PY1I0BaHUS (IIPOECKTOP, IKPaH).

IHoMeleHue NJI1 OPraHU3anNy BOCIUTATEILHON PadoThI

OcHallleHO KOMITBIOTEPHON TEXHUKON C BO3MOKHOCTBIO MOAKIIIOUCHUS K CETU
«nTepuer» W o0ecrneueHWeM JOCTyna K JJIEKTPOHHOM HHQpOpMAIMOHHO-
oOpa3zoBaTeIbHON cpejie

IHomMemeHue 1J1s1 CAMOCTOSITEILHON PA00THI 00y4aKOIIUXCS

OcHoBHOE 000pYIOBaHHE:

OCHAIIIEHO KOMITBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBHIO TOJKIIOUCHUS] K CETH
"Unteprer" wu obecrnedeHWEeM JOCTYNa K DJCKTPOHHOH HMHOOPMAIIMOHHO-
oOpa3zoBaTeNbHON cpejie

YI1.02.01 YueOHasi npakTUKA

Y4eOHbIN KaOMHET
Vuebnas ayoumopus ona nposedenus epynnosvix u UHOUBUOYANbHBIX KOHCYIbmMayutl,
meKywe20 KOHMpPOJisl U NPOMENCYMOUHOU ammecmayuu
OcHOBHOE 000PY/IOBAHHUE:
MeOenb ayauTopHas (CTOJbI, CTYJIbs, IOCKa ayJUTOPHAs1), CTOJ MpernoaBaTes,

CTYJ IpEeToAaBaTeis; TEXHUUECKHUE CPeACTBA O0yUEHUS: IEPCOHANIBHBIN KOMIIBIOTED,
HabOp JEMOHCTPAIIMOHHOTO 000PYAOBaHUS (MPOEKTOP, IKPaH).

Iomemenue s MpoBeJeHUs] MPAKTUYECKOH MOATOTOBKH 00y4arommxcs,
NOATBep KAaIOIIee HAJIWYME MATEPHAJbHO-TEXHHYECKOro olecneyeHus, ¢
nepevyHeM OCHOBHOIO 000PYy10BaHUSA:

OO111ecTBO C OTpaHUYEHHOM OTBETCTBEHHOCTHIO «I dpa MHxuHupunr»

IIpon3BOACTBEHHBIN OTAET

OCHOBHOE 000PYZOBaHHUE:
14



IIEPCOHAIBHBINA KOMITBIOTEP — 5 IIIT.

ITomemneHue 1Jisi OPraHU3AMUN BOCIIUTATEILHOM Pad0ThI

OcHallleHO KOMITBIOTEPHON TEXHUKON C BO3MOXKHOCTBHIO MOAKIIOUECHUS K CETU
«HTepHeTY W o0ecmedYeHWeM JOCTyma K  OJICKTPOHHOW  HMH(OpMAIMOHHO-
oOpaszoBaTeIbHOMN cpejie

ITomemnieHue 11 CAMOCTOSITEILHOM PadoThl 00yYAKOIIUXCSI
OcHOBHOE 000pPYI0BAHUE:

OCHAILICHO KOMNBIOTEPHOW TEXHUKOM C BO3MOXHOCTBIO MOJKIIOYEHUS K CETH
"Untepuer" wu oOecrnedyeHWEM JOCTyNa K JJICKTPOHHOM MH(OPMaIMOHHO-
oOpa3oBaTesbHOM cpenie

II11.02.01 IIpou3BoaACTBEHHAS IPAKTUKA
Y4eOHblil kKaOUHET
Vuebnas ayoumopus 015 npogedenusi 2pynnoguix u UHOUBUOYAIbHBIX KOHCYIbMAayull,
meKyuwe2o KOHMpOJisl U NPOMENCYMOUHOU ammecmayuu
OcHOBHOE 000PYJOBaHME:

MeOelb ayauTOpHAs (CTOJBI, CTYJbS, 10CKA ayJIUTOPHAs), CTOJI MIpenogaBaTeris,
CTYJI MpernoaBaTelisl; TEXHUUYECKUE CPEACTBA 00YUEHUS: MEPCOHATBHBIA KOMIIBIOTED,

Ha0Op IEMOHCTPAIIMOHHOTO 000pYy10BaHus (ITPOCKTOP, IKpaH)

ITomemenue AJ1s1 MpoOBeeHUsS] MPAKTUYECKON MOJATOTOBKHM 00y4aKOLIUXCH,
NOATBEP:KIAIOIIEe HAJIUYHE MATEePHATbLHO-TEXHUYECKOro o0ecrmeYyeHus, C
nepe4YyHeM OCHOBHOI0 000OPY/10BAHUS:

OO611eCcTBO C OrpaHUYEHHOM OTBETCTBEHHOCTHIO «I npa MHKUHUPUHTY

[Ipou3BOACTBEHHBIN OTAEN

OCHOBHOE 000py/I0BaHUE:

MEPCOHAIBHBIA KOMIIBIOTEP — 5 MIT.

IloMemeHue 1Ji1 OPraHU3aNMU BOCIIUTATEIbHOI PadoThI

OcHallleHO KOMITBIOTEPHON TEXHUKON C BO3MOXHOCTBIO MOJKIIIOUEHUS K CETH
«HTepuer» u obOecmedyeHWEM JOCTyna K JJICKTPOHHOW  HMH(POPMAIIMOHHO-
o0Opa3oBaTeIbHON cpeie

IHomemenue AJ1st CAMOCTOATENbHOM PAa0OTHI 00YYAIOIINXCH
OcHOBHOE 000pY/I0BaHUE:

OCHAILICHO KOMIBIOTEPHOW TEXHUKOM C BO3MOXHOCTBIO MOJKJIIOUEHHUS K CETH
"Unteprer" wu oOecrnedyeHWEM JOCTyNa K OJEKTPOHHOW HWH(OpMAIIMOHHO-
00pa3oBaTeNbHON cpefie
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1IM.02.01(K) Ix3amMeH 110 MOAY.JI10
Y4eOHbIH KaOMHET

Vuebnas ayoumopusi 0114 npogeoenusi 2pynnogvix U  UHOUBUOYATbHBIX
KOHCYIbmMayuil, Umo2o8ou ammecmayuu

OcHoBHOE 000pYJIOBaHKE:

Mebelnb ayTuTOpHas (CTOJIBI, CTYJbS, TOCKa ayAUTOpPHAs), CTOJ MpermoaaBaTes,

CTYJI TIPETIOIaBaTEeIIs; TEXHUICCKUE CPEACTBA OOYUCHHS: TIEPCOHATBHBIA KOMIIBIOTED,
Ha0Op IEMOHCTPAIIMOHHOTO 000py10BaHus (ITPOEKTOP, IKPaH)

IomMemeHue 1Jis1 OPraHU3aNMU BOCIIUTATEIbHO PadoThI

OcHallleHO KOMIIBIOTEPHON TEXHUKOUN C BO3MOKHOCTBIO MOJKIIFOUEHUS K CETH
«HTepHeT» U obOecrieyeHneM J0CTyIa K dJIEKTPOHHOM HHPOPMAIIUOHHO-
oOpa3oBaTesbHOM cpenie

IomMemeHue 1J1s1 CAMOCTOSATEILHON Pa00THI 00y4AK0IIUXCS
OcHOBHOE 000PY/IOBAHHUE:

OCHAIIIEHO KOMITBIOTEPHON TEXHUKOHW ¢ BOZMOXHOCTHIO TIOJIKITFOUCHHSI K CETH
"UnaTepHeT" M 00eCreyeHUeM JI0CTyIa K DJIEKTPOHHOU HH(GOPMAIMOHHO-
o0Opa3zoBaTeIbHON cpeie

JIuyenszuonnoe npozpammmuoe obecneuenue:

e Windows Professional 10 Russian Upgrade OLP NL AcademicEdition;

e Office Professional Plus Education ALng LSA OLVS E 3Y;

eKaspersky Total Security nns OuszHeca Russian Edition (oTeuecTBeHHOE
POrpaMMHOE 00ECTICUCHHUE);

e AHTHBUpYCHass  mporpamma  Dr.Web  (oTeuecTBEHHOE  MPOTrpaMMHOE
obecnieueHue);

e[IO nns BumeoxkoH(depeHICBSI3M W BHYTpeHHUX KommyHwmkainui: BKypce
(oTeuecTBEHHOE TIporpaMMHOe obecrieduenue https://vkurse.ru/)

C80000HO-PACHPOCMPAHAECMOE NPOZPAMMHOE ODecneyeHue:

o 7-Z1P — apxuBarop (https:// www.7-zip.org/)

e OpenOftice (https://www.openoffice.org/ru/)

e PDF24 Toolbox (https://www.pdf24.org/ru/)

eJlornnom  (Loginom)  (OTe4ecTBEHHOE  MPOrpaMMHOE  OOECIEYEHHE;
https://loginom.ru/platform/pricing)

e GIMP (penaktop pactpoBoii rpaduku) (Www.gimp.org)

e Inkscape (BexTopHas rpaduka) (www.inkscape.org)

INNeKMPOHHO-OUDIUOMEYUHan cucmema:

e DnekTponHass 6mbnmoteunas cucrema (ObC) «YHuBepcuterckas Oubimoreka
ONLINE» http://biblioclub.ru/.

e DniektponHas 6ubnuoreynas cucrema (3bC) «JIAHb» https://e.lanbook.com/
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coeépemeHHble npoheccuonaIbHble 0A3bl OAHHBIX:

e OdunnanbHpli WHTEPHET-MIOPTAT 0a3bl JAHHBIX MPaBOBOKM HWHGOpPMAIUU
http://pravo.gov.ru.

uHghopmayuoHHuble CNPABOUHBIE CUCHIEMBL:

ellopran denepanbHBIX TOCYAAPCTBEHHBIX 00pa30BaTEIBHBIX CTAaHAAPTOB
BBICIIIEr0 oOpa3zoBaHus http://fgosvo.ru.

eKommproTepHass ~ cmpaBouHasi — mpaBoBas  cuctema «Koncymprantllmrocy»
(http://www.consultant.ru/).

HNurepHer-pecypcebl
1. www.delpro.narod.ru - J1enonpou3BoJICTBO.
2. www.termika.ru — DHIIUKIIONIEIUS ACIONPOU3BOICTRA.

3. www.directum.ru - DIEKTPOHHOE AEJIIONPOU3BOICTBO U KAHLEISAPUS

2. KOHTPOJIb N OHEHKA PE3YJIBTATOB OCBOEHUA
HNPOPECCHUOHAJIBHOI'O MOAYJISL.

Pe3yabTaThl (0cBOeHUS OcHoBHBIE TOKA3aTeH ®opma u MeToAbI
yYMeHHUs1, yCBOEHUSI OLIEHKH KOHTPOJIS U
3HAHMI) pe3yabTara OLIEHKH
Hmempb npaxmuueckuit onvim:
JIoOKyMeHTHUpOBaHUS U 3Hanue BuAOB M GyHKUMN Oxcnepmmuas oyenxa
JOKyMEHTAI[MOHHAs JOKYMEHTOB, paBuiia X  pe3yibmamos Oesmeib
00paboTKa JOKYMEHTOB COCTaBJICHUS U OPOPMIICHHUS. HoCmu 00yuarwuxcs
KaHIICISIPUH JleMoHCTpalys HaBBIKOB 68 npoyecce  0CE0€HUs
(apxuBa); cUCTeMaTH3aliH o0bpazosamenvHol
JIOKYMEHTOB npocpammbl.
JleMoHCTpanus MprueMoB HA NPAKMu4ecKux

otopmiieHus 1 GopMHUPOBaHHUS
JIeJI OIIepPaTUBHOTO

JIEJIOTIPOU3BO/ICTBA. 3auAmMusx, npu
JleMoHcTpalys HaBBIKOB peuieHuu
UCIOJIb30BAHUS CUMYAYUOHHBIX 3A0aY,
MH(POPMAIIMOHHO- npu yuacmuu 8
KOMMYHUKAI[TOHHBIX 0e108bIX uspax, npu
TEXHOJIOTHI1 B Nn0020MOGKe U y4acmuu
npodeccHoHaIbHOM 6 CeMUHapax.
JEeSITeTbHOCTH. IIpu noocomoske

pegepamos, 00KIa008,
npu 8bINOIHEHUU PAOOM
Ha pA3IUudHbIX JMANAX
VueOHOU U
nPoOU3800CMBEHHOL
NPaKmuKu
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Yceoenue ymenun:

- IPOBEPATH
MPaBUIHHOCTH
odopMIIeHHS
JTOKYMEHTOB;
CUCTEeMAaTU3UPOBaATh U
XPaHUTh JOKYMEHTBI
TEKYIIIETO

apxuBa;

- (hopMHpOBaThH
CIIpaBOYHBIN ammapar,
00€eCIIeYnBAaKOIINNA
OBICTPBIH MMOUCK JJOKYMEHTOB;

- OCYIIECTBIIATh
IKCTIEPTU3Y
JIOKyMEHTOB, TOTOBHUTH
U TIepeiaBaTh;

- TOKYMEHTaJIbHbIE
MaTepuaibl Ha XpaHCHUE B
apXuB

3HaHHe MopsAIKa
JIOKyMEHTHPOBAHHUS
UH(POPMAITMOHHO-CIIPABOYHBIX
MaTepHasoB.

JemMoHcTparus HaBBIKOB
00pabOTKM W pEerucTpanuu
BXOJAIICH, UCXOISIIEN "
BHYTPEHHEH JOKYMEHTAIIHNH.
JlemoHcTpamus HaBBLIKOB
KOHTPOJISt HCHOJIHCHUS
JIOKYMEHTOB.

JleMoHCTpanus

HaBBLIKOB

3aBepIAONICH

00paboTKu

JAOKYMCHTOB U ITIOJAIINBKH UX B
pI(SA) (0]

Onpoc,
UHOUBUOYATIbHBLE
3a0anus, meopueckue
3a0anus

Onpoc,

BbINONIHEHUE

3a0anuil paboyell
mempaou
TecmuposaHrue,
BbINONIHEHUE

3a0anull paboyetl
mempaou,
uccne008amenbeKas
paboma, KOHMPONbHAS
paboma
Tecmuposanue,
8bINOIHEHUE 3A0AHULL
paboueil mempaou,
KOHMPOAbHAs paboma
Onpoc, mecmuposanue,
8bINOTHEHUE 3A0AHULL
paboueii mempaou

Yceoenus 3nanua:

OCHOBHBIE TIOJIOKEHH
Enunoit TOCYAapCTBEHHO
CHCTEMBI JETIONPOU3BO/ICTBA;
BU/IBI, byHKIUN
JOKYMEHTOB, IMIpaBHUJa UX
COCTaBJIEHUS U O(OPMIICHUS;

- TIOPSIIIOK
JOKYMEHTHPOBAHHUS
UH(POPMAIIMOHHO

3HaHME OCHOBHBIX MOJIOKEHUI
Enunoii rocynapcTBeHHOU
CUCTEMBI JI€JIONIPOU3BOJICTBA.
O6Bem npodeccrnoHaIbHO
3HaYMMON UH(POPMAIIHH.
PenponykTuBHBII  ypOBEHb

YCBOCHUA OCHOBHBIX ITPUEMOB
BBITTOJTHCHU S pa60T

CIIPpaBOYHBIX MaTCPUAJIOB.

Oyenusaemvle napamempul
npogheccuonHanbHo 3HAUUMOU
unpopmayuu:
PenpoOyKmueHbwlll ypo8eHs
VCBOEHUSI OCHOBHBIX
onepayuil 6bINOIHEHUs
pabom;
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Pe3yabTaThl (0CBOEHHBIE OcHOBHbBIE MOKA3aTEJH OLEHKH DopMbI U

npogeccuoHaIbLHbIE pe3yJibTaTa METOABI
KOMIIeTeHLHH) KOHTPOJIS U
OLICHKH
[IK 2.1. ®opmupoBats aena - 3HaHue nopsiKa * npaKkmuyecKkas
JIOKYMEHTHUPOBaH paboma;
- * mecmoegvie
300aHUA,
UH(POPMAIIMOHHO

CIIPaBOYHBIX MaTEpUAIIOB
- JleMoHcTpanms
HABBIKOB 0()OPMIICHHUS
nena

- leMOHCTpanys NpUeMOB
HOJIINBKH JOKYMEHTOB B
JIENI0 B 3aBUCUMOCTH OT
IIPaBUJI BEICHUS apPXUBHOTO

* ananus pabom
* oOyuarowuxcs

JIENIOTIPOU3BOCTBA HA
PEANPUSTHH
[1K-2.2. OGecnieunTh OBICTPHII - YMEHUE OPraHU30BaTh * npakmuyeckas
MOUCK JJOKYMEHTOB T10 paboTy Hay4yHO - paboma,
HAYYHOCIPABOYHOMY ammapary CIPaBOYHOIO arnmapara * ananus pabom
(kapTOoTE€KaM) OpraHU3aIHsIM. - yMEHHE oOecrieunBaTh * oOyuarowuxcs

OBICTPBII MOUCK TOKYMEHTOB;

[1K-2.3
CI/ICTeMaTI/ISI/IpOBaTB U XPAaHUTH
JAOKYMCHTHI TCKYIICTO apXUBa.

-yMeHHue
CUCTEMAaTU3UPOBAThH u
XPaHUTb JIOKYMEHTBI

TEKYIIErO apXuBa;

* npakmu4ecKkas
paboma,

* mecmogvie
300aHUA,

* aHanuz pabom

* oOyuarowuxcs

[1K-2.4 O6ecnieunTh -YMEHHE CO34aBaTh JOKYMEHTBl | 9KCnepmuoe
COXPaHHOCTb IPOXOAIIEH 1St (OPMUPOBAHHS JIeTIa HabnooeHue u
CITy>KeOHON TOKYMEHTAIHH. ~COGIIOICHNE TIPABHIT OYeHKa Ha

TEXHOJIOTHH 00pabOTKH NpAKMUtecKux

TIOCTYyAKOIIEH SAHAMUAX,

JIOKYMEHTAIlu| B opranusamuio | P4
8bINOTHEHUU
pabom
yuebHou
NPaKmuKu,
mecmupoean
ue.

[1K-2.5. T'oToBUTH M NepeaaBaTh | - YMEHUE CO3/laBaTh BHYTPEHHIOW | [Ipomescymounas
JOKYMEHTBI Ha apXUBHOE | OMUCH JOKYMEHTOB ammecmayusi:
CTPOCHHUE. 3auem no:MJ[K

02.01.
Opeanuzayus

u




HOPMAMUBHONPABO8
bie

OCHOBbL APXUBHO2O
oena,

MK  02.02.
Ocnoegbl
obecneuenus
COXpaHHOCM
u
OOKYMEHMOB.
[1K-2.6. OGecneunBathb - 3HaHuUe nopsaKa - mecmuposanue
COXPaHHOCTh aPXUBHBIX JIOKYMEHTHUPOBaHUS - 9KCnepmHas
JIOKYMEHTOB OpTraHU3aIlUH. MH(OPMALMOHHO-CIIPABOYHBIX OyeHKa
MATEPHATIOR 8bINOTHEHUS
1abopamopHou
- JleMOHCTpaIHsi HABBIKOB
pabomwi
oopmIIeHHS IeIT UTsSE apXUBHOTO
- 9K
XpaHeHH 9KCnepmuoe
. HabnoO0eHue u
- leMOHCTpanus yMEeHHA
oQOpMIIATH oyenra npu
Jena  KPaTKOCPOYHOTO GoInOHEN U PAOOM
XpaHEeHHs, no yueOHble u
COCTaBJICHUS OI1CH npou3600CcmeenHbvle
aen NPAKmMuKu
KPaTKOCPOYHOTO XPAHCHUSI Keanughuxayuonmvr
- JleMOHCTpanus HaBBIKOB Ul 9K3aMeH no
UCIIONIb30BaHHMS IOKYMEHTOB npogheccuoHanbHom
apXuBa, COCTABJICHHS ¥y MOOYIIIO.

3aMCIIaromunx CIipaBoK.

DopMBbI 1 METOIBI KOHTPOJISI ¥ OLIEHKH PE3yJIbTaTOB 00YUYEHUS JOTKHBI
MO3BOJISITH IPOBEPATH Y 00YUAIOIIMXCS HE TOJIBKO CPOPMUPOBAHHOCTD

npoeCCUOHANIBHBIX KOMITETEHITUN, HO M pa3BUTHE OOITUX KOMIIETCHITUN 1

00eCIeynBaOIINX UX YMEHUH.

PesyabTarsl OcHoBHBbIE TOKA3aTEJH ®opmbl U
(ocBoeHHBIC 00IIME OLICHKH pe3yJibTaTra MeTObI
KOMIIETeHI[UH) KOHTPOJIS U
OLIEHKH
OK-1. [TonumaTtp CyIHoOCTbh U JemoHcTpausi ~ uHTepeca K | Mumepnpemayu
CONMATIbHYIO 3HAYMMOCTh cBOEH 6y}1y]_uef/'1 HpO(l)eCCI/II/I: - y4acTue B | s pe3ylibmamoes
Oynymei npodeccun, HIIK; Habnmooenuii 3a
MPOSIBIIATH K HEM YCTOMYUBBIN
p y ~yuacTHe B 0esAmenbHOCIbIO
MHTEpEC.
p OJIUMITMAJIAX; obyuatowjezocs 6
- yyactue B hnpoyecce
COLIMAIBHOMPOEKTHOM 0C60CHUA }
. 00pazoeamenvbHoll
JIESITEIIbHOCTH;
npozcpammol,
-IPOXOXKJICHUE
N Monumopumne,
MIPOU3BOJICTBEHHON MPAKTUKH;

19




- cO371aHKe TOPT(HOIHNO yHaIIeTOCH.

oyenka
cooepaIICcanuus
nopmaoauo
ooyuarowecocs;
Monumopune
8bINOIHEHUSL pabom
Ha y4eOHOU U

NpOU3800CMEEHHOU
NPAKMUKAx.
OK-2. OpranusoBbIBaTh Bri6op u NpUMeHenue | Mumepnpemayu 4
COOCTBEHHYIO  JEATENBbHOCTh, | 3((PEKTHBHBIX METO/I0B U | pe3yiomamos
UCXOJIS U3 LIETU U C1oco00B €€ | crocoOoB perieHus Habnooenuii 3a
JOCTHOKEHHS,  ONPENEICHHBIX | MPO(EeCCHOHANBHBIX  3a7ad B | QesmenbHOCHbio
PYKOBOOUTCIICM. obnact obecnieueHus Oﬁyqa}omezocg 8
COXPaHHOCTHU APXHUBHBIX npoyecce
AOKYMEHTOB. 0Cc60eHUs
00pazoeamenvHol
nPoOCpaAMMbL,
OK-3. AnanuzupoBathb pabouyro | YMeHHe aHaIU3UpoBaTh pabouyto | Humepnpemayu s
CUTYAIIUIO, OCYIIECTBISATh CHUTYAalHI0, KOPPEKTUPOBATh CBOIO | pe3yibmamos
TEKYILIUI U UTOTOBBIA KOHTPOJIb, | ACSATEIBHOCTD B Habniooenuu 3a
OIIGHKy n 3aBUCUMOCTH OT CI/ITyaHI/If/'I, HCCTU aeﬂmeﬂbyocmbm
KOPPCKIUIO OTBETCTBCHHOCTDH 3a O6yqa}0u,!egocﬂ 8
COOCTBEHHOM BBITIOJIHSIEMYIO pa0oTYy. npoyecce
JIESITEIIbHOCTH, 0CBOCHUS
HECTH 0bpazosamenvHol
OTBETCTBEHHOCTb 3a PE3YJIbTAThI npozpammel;
CBOEH pabOTHI.
OK-4. OcymecTBasaTh OUCK YMmenue MOJIy4yarh Iloozomoska
nH(pOpMaLUU, HEOOXOUMOH ISl | HEOOXOAUMYIO peghepamos,
3(pPEKTUBHOTO BBITOJTHEHUS UH(POPMALIHIO C 00K1A008, UX
poQeCCHOHATIBHBIX 33]1a4. WCIOJIb30BaHUEM Pa3NIUYHbBIX | oghopmiaeHue.
HMCTOYHUKOB, BKJIFOUast
AJIEKTPOHHBIC.
KaugectBennoe oopmienue Iloozomoeka
OK-5. Ucnonp3oBath pE3yJIbTaTOM pegepamos,0okna
UH(POPMAITIOHHOKOMMYHHUKAIIMO | CAMOCTOSITEILHON PabOThI C 008, 8bINOIHEHUE
HHBIE TEXHOJIOTHH B HCIOJIb30BaHUEM UKT; NPAKMu4ecKux
npo(ecCHOHANBHOM [TpumeHeHne pabom ¢
IEATCIIbHOCTU. npoq)eccpmHa.anLIx UCNONIb306AHUEM
IIporpamMm opu Komnslomepa u
pelIeHNH yueOHbIX 1 cpeocms
npohecCHOHANBHBIX 33/1a4. Op2MEeXHUKU.
OK-6. PaboTaTh B KOMaH/IE, BzanmoneiictBue v HUnmepnpemayu s
3¢ (heKkTUBHO 00IIATHCS C o0yJarmumMucs, pe3yrbmamos
KOJUJIEraMH, pPyKOBOJICTBOM, npenogaBaTes MU u nabiooen
KIIMCHTAMH. PYKOBOAUTEISIME ~ HPAKTHKH ~ B| v 5.
xoJie O?y‘ICHI/IH M BBINOJHCHUS | ogmon.
3a/laHU 110 TPAKTHUKE; 0CTIbIO

YMenue paboTath B rpyIIe;
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3aueT ¢ OLeHKOH
(yuebnas,
MPOU3BO/ICTBEHHAS
MPaKTHKA)

Hannuwue nuaepckux KadecTs;
Yyactue B CHOPTHUBHO- U
KYJIbTYPHO-MaCCOBBIX
MEPONPUATHSIX.

obyuarowy
e20cs 8
npoyecce
0CBOEHUSL
obpazosame
JIbHOU
npocpammbl

u
NPOXOAHCOeHUS
NPAKMUKU,

Jlenosvie uepwi,
Mooenuposarnue
COYUATLHBIX U
npogheccuoHabH
bIX CUMYAYULL.

OK-7. UcnoaHsTh BOUHCKYIO
00513aHHOCTB, B TOM YHCJIE C
NPUMEHEHHEM TIOTYIEHHBIX
npodeccHoHaNbHBIX 3HAHUN
(n7st roHOIIEH ).

ColGmonenne 6e30macHbIX
yCHOBUU Tpyaa; BelrmonHenue
IIPaBWJI BHYTPEHHETO

pacropsiaka;
[IpuMeHeHne  TOIYYEHHBIX
3HAaHUU U YMEHUH  IIpU
BBITTOJIHEHUU 3amad,

MOCTaBIICHHBIX HA BOGHHBIX
coopax.

Oxcnepmmuoe
HabO.00enue u
OYeHKa Ha
NPAKMUYECKUX U
1a60pamopHvIX
3aHAMUAX NPU
8bINOTHEHUU
pabom no
VueOHOU U
npoOU3800CMEEHH
oUu npakmuke

MoH/1 OLIEHOYHBIX CPEACTB VIS IPOBeeHHs IPOMEKYTOUHOM aTTeCTAIMU
o0yvamuxcs no npogecCuoOHAILHOMY MOIYJIHO

ce0s:

3anmanune Nel — TeopeTndeckuii
BOITPOC HA 3HAHHE 0a30BBIX
MOHSTHN TIPEAMETHON
00JacT qUCIMITINHBL, a
TaK)Ke MO3BOJISTFOIINHA
OIICHUTH CTETICHb BIIaJICHUS
00yJaroIUMCsI TPUHITUITAMA
MpeAMETHOM 00J1acTH
TUCIUIIINHBI, TOHUMaHKe
UX 0COOEHHOCTEH 1
B3aMIMOCBSI3H MEXKy HUMH;

3aganne No2 — 3agaHue Ha
aHaJIN3 CUTYaIlUHU U3

3ader ¢ OIEHKOH MPEICTaBIISIET
c000¥i BEITIOTHEHNE
00yJaroIMMCs 3aaHui
Ousera, BKIIIOYAIOIIETO B

BrinosiHeHue 00y4aronuMcs 3aiaHui Ouera

OILICHHUBAETCS 110 CIICAYIONICH Oa/UIbHOM I1IKaIe:
3aganue 1: 0-30 OayutoB
3aganue 2: 0-30 GayuioB

3apanue 3: 0-40 GawwioB

«3auTeHO»

pe3ymbTar.
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— 90-100 (0T IM4HO)— OTBET NPaBUIBHBIH,
JIOTHYECKH BBICTPOEH, HCIIOIb30BaHa
npodeccruoHaabHask TEPMHHOJIOTHSL.
OO0yy4aromuiics MpaBUILHO HHTEPIIPETHPYET
MOJTyYECHHBIN pe3ybTar.

— 70 -89 (xopo1110) — OTBET B IICJIOM
MIPaBHJIBHBIN, JIOTHYECKU BBICTPOCH,
HCTOJBb30BaHa MpoQeccuoHaIbHas
TepMUHONOTHS. OOYYaIOIMACS B LIEIIOM
MPaBHJIBHO HHTEPIIPETHPYET MOTYICHHBIN

— 50-69 (ynoB/1eTBOPUTEIHLHO) — OTBET B




JK3aMe€eH 110

MpeIMETHOM 001acTh
JUCIIMILTUHBI U BBISIBIICHUE
CIOCOOHOCTH
o0yyaromerocs BEIOUpaTh 1
MIPUMEHSITh
COOTBETCTBYIOIIHE
MPUHIUITEL 1 METOJIBI
PEUICHUS PAKTUISCKUX
mpobieM, OJTU3KUX K
npodeccrnoHaTbEHON
JICSITEIIBHOCTH;

3aganue No3 — 3aanue Ha
MPOBEPKY YMEHUH U
HAaBBbIKOB, ITOJTY4YCHHLIX B
pe3yabTaTe OCBOCHHUS
JICIUTUTAHBI

DK3aMeH IpeACTaBIseT co00i
BBIMOJTHEHHE 00YYAIONIHMCS
3aJaHni OuMeTa,
BKJIFOYAIOIIETO B CEOsL:

3ananue Nel — reopeTudeckuit
BOIIPOC Ha 3HAaHUE 0A30BBIX
MOHSTUHN NPEeIMETHON
0o0nacTH TUCIUILTHHBL, a
TaK)Ke TI03BOJISIFOIINN
OIICHUTH CTETICHb BIIAJICHUS
o0yJaronmmMcst IPUHIAIIAMHA
MpeIMETHON 00IacTi
JUCITUILTAHBI, TOHUMaHHE WX
0COOCHHOCTEH 1 B3aMOCBSI3H
MEXTy HUMU;

3amanue Ne2 — 3amaHue Ha
aHaJIU3 CUTYalluU U3
MpeIMEeTHON 00J1acTH
JUCITUTUTAHBI U BBISIBIICHUE
CIIOCOOHOCTH 00Y4arOIIErocs
BBIOUPATh U IPUMEHSATh
COOTBETCTBYIOIIUE IIPUHITHITHI
1 METOJIbI PEIICHHS
MPAKTHYECKUX MTPOOIEM,
OM3KHX K
mpo¢heCCUOHATBHOM
JIESITeIIbHOCTH;

Bamanue Ne3 — 3amaHue Ha
MPOBEPKY YMEHHUI 1 HABBIKOB,
MOJIyYEHHBIX B PE3yJIbTaTe
OCBOCHUS TUCTIUTUTNHBI
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OCHOBHOM NPABUJILHBIH, JIOTHYECKH
BBICTPOCH, UCIIOJIb30BaHA
npoeccronagbHast TEPMIHOJIOTHSL.
«He 3auTeHo»
— MeHee 50 (Hey10BJIeTBOPUTEIBHO) — OTBETHI
Ha TEOPETUYECKYIO YaCTh HEMPABUIbLHEIC
WJTU HETIOJIHBIE.

BrimonHeHne o0y4arommMces 3ajaHui
OILICHUBAETCS IO CJICAYIONICH OaJUTBHOM IIIKaIe:
3amanue 1: 0-30 6amioB
3anmanue 2: 0-30 6amwioB
3anmanue 3: 0-40 O6awioB

-90 u 6oJiee (OTIUYHO) — OTBET NMPABUILHBIM,

JIOTUYECKH BBICTPOCH, TIPUBEICHEI
HE00XO0IMMBIE BBIKIIAJIKH, UCIIOTh30BaHA
npodeccHoHabHAs JTEKCHUKA. 3aIaHus
perieHs! mpaBuiIbHO. O0yUaroIUiCs
[IPaBUIIEHO HHTEPIPETUPYET ITOTyISHHBINA
pe3ysbTar.

-70 u 0os1ee (XOPOII0)— OTBET B IIETIOM

MIPaBUIIbHBIN, JIOTHYECKU BBICTPOEH,
MIPUBEICHBI HEOOXOTUMBbIE BBIKIIAIKH,
UCIIOJIb30BaHa MPodecCrOoHaIbHAS JICKCHKA.
Xon perieHus 3aaHus MPaBWIBHBINA, OTBET
HeBepHbIH. OOyUaroNUiics B IIEIOM
MIPaBUIIFHO UHTEPIPETUPYET MOTYICHHBIN
pe3yJbTar.

-50 u GoJiee (y1OBJIE€TBOPUTEIHLHO)— OTBET B

OCHOBHOM IPaBUJIbHBIN, TIOTHYECKH
BBICTPOCH, IIPUBEACHBI HE BCC HeOGXO}II/IMLIe
BBIKJIaJIKH, HCIIOJIb30BaHa Mpog)eccroHanbHas
JIeKCHKa. 3a/1aHusl peILICHbl YaCTUYHO.
-Menee 50 (HeyA0BJIETBOPUTEIbHO )— OTBETHI
Ha TEOPETHUYECKYIO YaCTh HENPaBHIIbHEIE
WK HeTloNIHbIE. 3aJaHusl HEe PELICHBI



Tunoewie 3a0anus 011 NPOBEOEHUA RPOMENHCYHOUHOU AMmMeCMayuu no MooyJiio

1. AHanu3 1 opraHu3alys 10KyMeHTO000pOoTa.

2. O0BEM JOKYMEHTOO0O0pOTA.

3. CucreMa yrpaBieHUs JOKYMEHTaMH. XapaKTepUCTUKA U 3TAIbl BHEAPEHUSI.

4. IlpueM, mnepBuuyHasi o00pabOTKa W MPEABAPUTEIHLHOE  PACCMOTpPEHUE
nokymeHToB. CorjacoBaHUE TOKYMEHTOB.

5. YTBepKAEHUE JOKYMEHTOB.

6. Yuer u peructpanus 10KyMeHTOB. H(PpOpMalMOHHO-IOUCKOBBIE CUCTEMBI.

7. KOHTpPOJIb NCTIOTHEHNST TOKYMEHTOB.

8. Cucrema aBromaTtu3anuu aenonpouspoactsa (CA/L) u cucrema 31eKTpOHHOTO
nokymeHntoo6opota (CO/I).

9. CoBpemeHHOE IIporpammHuoe ooecnieuenue B chepe JJOY: kpurepuu BoibOpa u
TpedoBanus. 41.

10. YnpasieHue KOPIOPaTUBHBIMU uHGOPMAITMOHHBIMU pecypcamu.
KondunenunanbHOCTh uHpopmMaIuu. [IpaBuna paboThI 151 3aIUTHI
KOH(DHICHIIMAJIBHBIX TOKYMEHTOB.

11. OpraHu3anusi XpaHEeHHs] JTOKYMEHTOB: IMOHSTHE, CHOCOOBI, HOPMAaTHBHOE
pEryJIUpOBaHUE.

12. Ilonsatue «gpemno». PopMHpoBaHUE JA€Nl: HOpMAaTUBHAas 0a3a, MPUHLUIIBI
TPYIIUPOBKU JOKYMEHTOB, CPOKH XPaHEHHUS HEl.

13. Homenknatypa aein: MOHSITHE, BUbI, (PYHKIIUH.

14. DKcnepTh3a LEHHOCTH JOKYMEHTOB: TIIOHATHE, HA3HAYEHUE, KPUTEPHUH
LIEHHOCTHU TOKyMEHTOB. COCTaB ¥ (PYHKIIMH SKCIIEPTHBIX KOMUCCHUH.

15. IloaroroBka TOKYMEHTOB K IepeAadye B apXuB opraHuzanuu. OpraHnu3anus
UCIIOJIb30BAHUS APXUBHBIX JIOKYMEHTOB
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IIPUIIOKEHUE 1
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha 0a3e MHctutyTa «MocTex»)

1.1. IIa0/10H MHAUBUAYAJIBHOTO 3aIaHUS

YTBEPXJAIO
Hupexrop xomnemxa OAHO BO
«MocTex»

MII

I’IHI{I/IBI/IHyaJIbHOC 3a/JaHUE
I10 IIPOM3BOJICTBEHHON IIPAKTHKE

0 TPO(EeCCUOHATIBHOMY MOTYITIO

00y4arolIerocst rpymibl

mdp 1 HOMEp IPyIIIbI

(®.1.0)

Buasl pador Ilepuon
BbINOJTHEHU S
pador

O3HaKOMHTeIbHAS JIEKIHS, BKIIOYAS HHCTPYKTAXK MO COOJIOAEHHIO MPABHJI
NMPOTHBOMNOKAPHOI 6e30MacHOCTH, MPABUJI 0XPaHbI TPYAA, TEXHUKH Oe30macHOCTH,
CAHNTAPHO-3MUAEMHOJIOTHYeCKMX MPABMJ M THTHeHNYeCKUX HOPMATHBOB.

O3HAaKOMHUTBCS C KpPYyroM OOS3aHHOCTEH 10 ONpeAeleHHBIM BHIaM paboT,
CBSI3aHHBIM ¢ Oynyniel mpoecCHOHaAbHOM A TEIbHOCTBIO, 8 TAK)KE YTOYHUTD NpaBHiIa
B OTHOLICHWU CyOOpAMHAIINM, BHEUTHETO BHAA, BHYTPEHHETO TPYIOBOTO paclopsika H
pexruMa KOHGUACHIIHATBHOCTH.

[MpoiiTi MHCTPYKTaX MO COONIOJEHUIO MTPABMJI TIPOTHBOIIOKAPHOH 0€30MacHOCTH,
NpaBWJI OXpaHbl TPYyAa, TEXHUKH OE30IMacHOCTH, CAHHUTAPHO-3MHAEMHOIOTHYECKUX
MpaBWJI M THTHEHWYECKUX HOPMATHBOB (B Cllydae MEIMIMHCKHX HPOTHUBOIOKAa3aHHUH K
BBINOJIHEHUIO ONPEAEICHHBIX BHJOB JESITEIBHOCTH — IPHHECTH MHMOATBEPKIAIOIIYIO
CIPaBKy U3 MEAULIUHCKOTO YUPEXKIACHUSI).

H3ydenne OpraHM3anMOHHOM CTPYKTYPBI MOApPa3JeleHUs] TPOXOXKICHUS
NMPAKTHKH.

3HAKOMCTBO C TpoduieM IeSTEIFHOCTH OPTraHW3alud B IIEJIOM U CO CTPYKTYpOH
MOpa3IeNICHIS TPOXOXKIACHHS MPAKTHKH.

W3ydenne HOPMATHBHBIX [IOKYMEHTOB, pPETIAMEHTHPYIOUNX JAEATEIBHOCTh
OpraHU3aIHH.

Coop undopmanuu 06 00beKTe NPAKTUKH M AHAJIHU3 UCTOYHUKOB.

JKcHepuMeHTAJIbHO-NIPaKTHYecKass padora. IIpmodpereHne HeoOXOAMMBIX
YMEHUIl U MEePBOHAYAJIBHOIO ONBITA NPAKTUYECKOH padoThI N0 CNeNUaIbHOCTH B
paMKax 0CBOeHUsI BH/IA 1eSITeTbHOCTH
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Ne Buab1 pador IMepuoa
n/n BbIIIOJIHCHUS
padoT
5. OG6padoTKa 1 cucTEMATH3ALUS OJYYEHHOr0 (aKTHYECKOr0 MaTepHuaJa.
C uenpl0 MOATOTOBKM K cAade dk3aMeHa  (KBalH(HUKAIMOHHOTO) — TIO
npodeccruoHaIbHOMY MO/IYJTIO OCYILECTBUTh
KOMIUICKCHBI ~ aHaJIM3 pe3ydbTaTOB  BBINOJHEHHBIX BHAOB pPadoT, oQOpMHTH
Npe3CeHTALIMOHHBIC MAaTEePUATIbL.
6. Od¢opmiieHne OTYETHBIX JOKYMEHTOB 0 POXO0:KIeHHH MPAKTHKH U IKCIIePTHAsA
OLIEHKA Pe3yJIbTATOB ee MPOX0KAeHHUS.
Ogopmums omuem 0 NpoXOHCOeHUU NPAKMUKU & popmame npeseHmayuu
PowerPoint,  cogepxammii  0a30Byl0 W HWH(POPMAIHOHHO-BCIIOMOTATEIBHYIO
WHPOPMALINIO, COTJIACHO CTPYKType, ykazaHHoW B [Ipmmoxenmn | K Hacrosmemy
WHAWBUAYAJTbHOMY 3aJaHUIO.
PasMecTuTh MONHOCTHIO OGOPMIICHHBIH KOMIUICKT OTYETHOH IOKYMEHTAIMU II0
NpaKkTHKEe B 3JIEKTPOHHOW HH(POPMAIMOHHO-00pa3oBaTenbHOi cpene MHcTHTyTa Ha
wiathopme Ims.synergy.ru pykoBouTe 0 npakTuku oT OOpa3oBaTeIbHON OpraHu3aluu
JUIS1 9KCIIEPTHOW OIICHKHU Pe3yJIbTaToOB €€ MPOXOKACHHS.
OO0yyaromuiicst UHIUBUAYaIbHOE 3aJJaHKe MOoTyqmI(a):
MOJITUCH pacmiudpoBka
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1.2.11120/10H aTTECTALIMOHHOI'O JHUCTA

ATTECTAIIMOHHBIN JIUCT

(D.1.0. obyuarowezocs)
oOyyvaromuii(as)cs Kypca TpYIIIbI 10 CIEIHUATbLHOCTH
, YCHeUrHo mporesn(ia)

(Haumenosanue U0A NPAKMUKY)

nO NpoPeccuoOHAIbHOMY MOOYIIO B
o0BeMe YacoB C « » 20 roja mno « » 20 ropa:
I. 3aka0ueHNe-aHAJIHN3 Pe3YJIbLTATOB 0CBOECHHUS

NIIporpaMmMsbl NIPAKTHUKH

HNuanBuayaibHoe 3agaHue MO NpaKTHKE IO
npogdeccHoOHATLHOMY MOIYJII0 odyJarommmcst
(Hy:kHOe 0TMeTHTH \):

Ll BBIIIOJHCHO,

BBIINOJIHEHO HE B IMOJHOM 00BEME;
HE BBITNIOJIHEHO;

Pabora ¢ ucrouHukamu uHopmanum (Hy’>KHOe OTMETUTH \/):

OO0yuarwmmuiics:

0 OCYIIECCTBUII HO,I[60pKy H€O6XO,Z[I/IMBIX JAOKYMCHTOB M CTATUCTHYCCKUX [JAHHBIX, KOTOpPbIC MOTIYT OBITH
HCIIOJIb30BaHbI IPU MOATOTOBKE K CAa4Y€ 3K3aMCHA (KBaJ’II/I(l)I/IKaL[I/IOHHOFO);

0 OCYIIECCTBUII HOI[60pKy HGO6XOI[I/IMLIX JAOKYMCHTOB U CTATUCTUYCCKHUX JAHHBIX, KOTOPbIC YaCTUYHO MOTYT OBITH
UCIIOJIb30BaHBbI ITPH TOArOTOBKE K C/1aue 3K3aMeHa (KBaJH()UKAIIMOHHOTO);

HE OCYIIECTBUII HOI[60pKy H606XOZ[I/IMI)IX JOKYMEHTOB U CTATUCTUYCCKUX NAHHBIX, UJIN JJAHHBIC MaTEpUaJIbl HE

MOTYT OBITh UCIIOJIb30BaHbI MPHU TIOJTOTOBKE K cAaue IK3aMeHa (KBaTu(pUKalMOHHOTO);

Baanenue maTepuaJioM 1o NpaKkTHKe (HY/KHOE
ormeruthb \):
Oo0yuaromuiics:
(] yMeJo aHaJIM3UPYET NOJIyUEHHBIM BO BpeMs IPAKTUKU MaTepHuall;
aHAINM3UPYET MOJIyICHHBIH BO BpeMsl IPAKTUKH MaTepHa;
HEI0CTaTOYHO YETKO U MPaBUWIBHO aHAJU3UPYET NOTYUECHHBIA BO BpeMs IPAaKTUKU MaTepHa;
HENpaBWIBHO aHAJIM3UPYET NOJYUECHHBIA BO BpeMs IPAKTUKU MaTepHa;

33}13'-11/1, MOCTABJICHHbLIC Ha IEPHOA NMPaKTHUKH,

00y4arIumMcs (Hy’)KHOe OTMETHTh \):

[] pemeHs! B IOJIHOM 00BEME;

PEIICHBI B IIOJITHOM 00BheMe, HO HE TIOTHOCTHIO PACKPHITHI,
peUICHbl YaCTUYHO, HET YE€TKOI'O 000CHOBaHHS 1 JCTaIn3aluu,
HC pCIICHBI;

[

CnekTp BbINOJHSAEMBIX  oOOy4aromuMmMca  (QYHKHUIE B NePpUOX  NPOXO:KIAEHUS
NMPaKTHKH obsacTn npo¢ecCHOHATBLHOM
AeAITeJIbHOCTH MO0 NMPO(ecCHOHAJBLHOMY MOIYJII0 (Hy:KHOE
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ormeruth \):

COOTBETCTBYE€T,

B OCHOBHOM COOTBETCTBYET,
JaCTUIHO COOTBETCTBYET,
HE COOTBETCTBYET,

OdopMmienue oOyyarmuMcsi OT4YeTa IO NMpaKTHKe
(uy:xHOe oTMeTHTH \):

OTHYET O MPOXOKACHUU NMPAKTUKH O(POPMIICH MPABHIHHO;

OTHYET O MPOXOKACHUN NMPAKTUKH OPOPMIICH C HE3HAUYUTEIbHBIMH HEIOCTATKAMM;
OTHYET O MPOXOKACHUN NMPAKTUKU OPOPMIIECH C HEAOCTATKAMH;

OTHYET O MPOXOKACHUU NMPAKTUKU O(POPMIICH HEBEPHO.

ATTecTyeMblil NMPOJIEMOHCTPHUPOBAJI BJIaJIeHH e CJIeAyIOIUMH ooMMHu "
npo¢ecCHOHATbHBIMHA KOMIIETEHUMSAMU:

Kon Coaep:xanue KoMIIeTeHIHA

YpoBeHnb ocBoeHus 00y4aroIUMCs
(Hy:KHOE OTMETHUTh \/)*

O01mue KOMIEeTEeHINH

BBICOKHI

OK... ] cpenuuit
[J  HH3KHH
[J  BBICOKHI
OK ... N
L] cpennun
[J  HH3KHH
[1  BBICOKHI
OK... [ cpenHuit
[J  HH3KHH
[]  BBICOKHI
OK... ] cpenHuit
[J  HH3KHH
IIpodeccuonanbHbIie KOMIIETEHUMHU
[J  BBICOKHH
IK ... 0  cpenuuii
[1  HH3KHH
[J  BBICOKHIA
IIK ... 0  cpenuuii
[1  HH3KHHI
[J  BBICOKHH
IIK ... 00  cpenuuii
[l HHU3KUH
[J  BBICOKHH
IK ... [ cpemHuid
[l HHU3KUH
[Ipumeuanue:
[J Belcoknii ypoBeHb — OOYJalOUIMICA YBEPEHHO JIEMOHCTPHPYET TOTOBHOCTH M CIIOCOOHOCTH K

CaMOCTOSITEIIbHOM HpO(beCCHOHaHBHOﬁ ACATCIBHOCTH HE TOJIBKO B CTAHAAPTHBIX, HO U BO BHCHITATHBIX CUTYyallUAX.

0

Cpennuii ypoBeHb — 00yUYaIONTUICS BBIMOJHSET BCE BUBI MPOPECCHOHAILHOM JeATEIhHOCTH B CTAaHIAPTHBIX

CUTYaIlUsAX YBEPEHHO, J0OpOCOBECTHO, () (HEKTHBHO.

U

Huzkuii ypoBeHb — TpW BBITIOJHEHUH TPOPECCHOHANBHON NEATSIHHOCTH OOYYAIOMIMIICS HYXTAaeTCs BO

BHCIIHEM COIPOBOXKACHUN U KOHTPOJIC.

Ne
n/n

II. Hoka3zaTeJu M KPUTEPHH OLICHUBAHUSA PE3YILTATOB NPOXOKICHUS
NPAKTHUKN:

HauMeHoBaHMe moka3arteJs MakcumajabHoe OneHnka kayecTBa
KOJIU4Y€CTBO BBIINNOJTHCHHUSA KaXK/10I'0
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I.1.

1.2.

2.1.

2.2.

2.3.

3.1.

3.2.

0aJ10B BUAa pabdoTr
(B 0as1aX)

1. KauecTBO nMogo0paHHOro MaTepuaJia Ajs MPoBeJIeHUs aHATU3A

Hanuuue HMCTOYHUKOB nHdopmanuu B 5
COOTBETCTBUM C UHIUBUAYAIIbHBIM 331aHUEM

Hanuuue akTyalbHBIX IIEPBUYHBIX JAHHBIX, 5
MaTepHajoB

2. KayecTBeHHAasi OLlCHKA NIPOBECHHOI0 AHAJIN3a HCTOYHUKOB U COOPAHHBIX MATEPHAJIOB

Brimonnenue TpeGoBaHMI K colepiKaTeIbHOU 20
YacTH OT4YeTa, COOTBETCTBUE BHIOB PabOTHI
HMHIUBUAYAJIBHOMY 3a1aHUIO

Orenka CTEeNEeHU CaMOCTOSITEIbHOCTHU 20
MIPOBEIEHHOTO aHAIH3a

Onenka KauecTBa  MPOBEJIEHHOTO  aHalu3a 20
COOpaHHBIX MaTepUalIOB, TAaHHBIX

3. BbinosHeHue o01MX TPeOOBAHMI K MPOBEAEHUIO PAKTHKH

BeimonHeHne TpeOoBaHUI K 3KCIIEPUMEHTAIBHO- 20
HpakTHIecKod paboTe B paMKax OCBOCHHS BHIA
nesTeabHOCTH B/

Beimonaenue TpeboBaHuii K 0)OPMIICHUIO OTYeTa 10
Mo MOpakTHKe B  Qopmare  Mpe3cHTAIUH

PowerPoint, COJIepKAIIETO 0a3oByI0 u
UH()OPMALIMOHHO-BCIIOMOTATEIIbHYO

MH()OPMALIUIO 110 UTOTAM €€ MTPOXOKICHUS

Hroro: 100

3ameuaHusi pyKOBOAUTENS MpakTUKU oT OOpa3oBaTenbHON OpraHu3aluu:

PykoBoauTes b NPaKTUKH
ot O6pa3zoBare/ibHOI

OpraHu3anuu

(D.1.0.) (noonucs)
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IPUIOKEHMUE 2
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha Oa3e [IpodunbpHOI opraHu3aumn)

2.1. ITad;10H MHAMBHUAYATBHOIO 3aaHUSI

YTBEPXJAIO
Hupexrop xomnemxa OAHO BO
«MocTex»

MII

I’IHI{I/IBI/IHyaJIbHOC 3a/JaHUE
I10 IIPOU3BOJICTBEHHON IIPAKTHKE

0 TPO(EeCCUOHATIBHOMY MOTYITIO

00y4arolIerocst rpymibl

mdp 1 HOMEp IPyIIIbI

(®.1.0)

Buasl pador Ilepuon
BbINOJTHEHU S
pador

O3HakoMHTEJIbHAS JICKIUSI, BKIIOYAA HHCTPYKTAXK MO COOJIOACHUIO NMPABHJI
NPOTHBOMNOKAPHOH §e30aCHOCTH, IPABMJI OXPaHbI TPYAa, TEXHHKH 0€30MaCHOCTH,
CAHNTAPHO-3MUAEMHOJIOTHYeCKMX MPABMJ M THTHeHNYeCKUX HOPMATHBOB.

[IpoiiTH MHCTPYKTHBHOE COBEIIAHHE C OTBETCTBEHHBIM JHIIOM OT IIpodumsHOi
OpraHu3aIfK, Ha KOTOPOM O3HAKOMHTBECS C KPYTOM OOS3aHHOCTEH IO OINpe/eleHHBIM
BUJIaM DPadoT, CBA3aHHBIM C Oymyuieldl NmpoQecCHOHAIbHOW IesTENbHOCTBIO, 8 TaKkKe
YTOYHHTH INpaBWJIa B OTHOIIEHHHM CYOOpJMHAIIMH, BHEIIHErO BHIA, BHYTPEHHETO
TPYZIOBOTO PACTIOPAAKA M peXrMa KOHPHUICHIINATEHOCTH.

[MpoiiTi MHCTPYKTAX MO COOJIIOJCHUIO TPABUI MPOTHUBOMOXKAPHOH O€3011acHOCTH,
NpaBWJI OXpaHbl TPYyAa, TEXHUKH OE30MacHOCTH, CAHUTAPHO-3MHAEMHOIOTHYECKUX
NpaBWJI U THTHEHWYECKUX HOPMATHBOB (B Cllydae MEIMIMHCKHX HMPOTHUBOIOKA3aHHUH K
BBINOJIHEHUIO ONPEAEICHHBIX BHJOB JESITEIbHOCTH — IPHHECTH MOATBEPKIAIOIIYIO
CIPaBKY M3 MEIMIIMHCKOTO YUPEXKJICHUS]).

H3y4yenne oprannsannonHoii crpykrypsl IIpodunbHoii opranmsannu — 6a3sl
NMPOXO0KAeHUS MPAKTUKH.

3HAKOMCTBO C TpoduieM IeSTEIFHOCTH OPTraHW3alud B IEJIOM U CO CTPYKTYpOH
MOpa3ICNICHIS TPOXOXKIACHHS MPAKTHKH.

I/I3y‘-IeHI/Ie HOpPMAaTHWBHBIX JOKYMEHTOB, PCTIIAMECHTUPYIOIUX  OCATCIBHOCTH
OpTaHH3aIIH.

Co6op undopmanuu 06 00beKTe NPAKTUKH M AHAJHU3 UCTOYHUKOB.

JKcHepuMeHTAIbHO-NIPaKTHYecKass padora. IIpmodpereHne HeoOXOAMMBIX
YMeHHii M ONbITA MPAKTHYeCKOii padoThl MO CHeNHAJbHOCTH B PAMKAaX OCBOCHUS
BH/IA AeSITeJbHOCTH
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Buab1 pador

IMepuoa
BbIIIOJIHCHUS
padoT

O0pa0oTka U cHCcTeMATH3aIMA NOJY4eHHOT0 (PAKTHYEeCKOr0 MaTepuasa.

C menpl0 TOATOTOBKM K cAade odk3aMeHa (KBaJM(UKAIMOHHOTO) MO
npodeccrnoHanEHOMY MOJYIIO OCYIIECTBHUTh
KOMIUIEKCHBIM ~ aHalM3 pe3yiabTaTOB BBINIOJHEHHBIX BHIOB paboT, 0¢hOopMHUTH
MPE3CHTAIlMOHHBIE MaTEPUAJIBL.

Od¢opmiieHHEe OTYETHBIX JOKYMEHTOB 0 NPOXO0sKIeHHH NPAKTUKH U IKCIIEPTHASA
OLIEHKA Pe3yJIbTATOB ee MPOX0KIeHMUs.

Ogopmums omuem o0 NpoOXOHCOeHUU NPAKMUKU & popmame npeseHmayuu
PowerPoint,  cogepxammii  0a30Byl0 ¥ HWH(POPMAIHOHHO-BCIIOMOTATEIBHYIO
nHdopManuio, COrNIACHO CTPYKType, ykazaHHOW B IlpumoxkeHuu 1 Kk Hactosmemy
WHMBHIYaJIbHOMY 3aJJaHHUIO.

Ogopmumsv  cnpasxky, 3aBEpeHHYI0 IOANMCHIO W T€YaTbl0 (IPU HATHYHUN)
OTBETCTBEHHOTr0 Juia oT IlpodunbHOIl opraHm3anuy, COJICPIKALIYI0 CBEICHUS O
MPOX0XKJCHUH NPAKTHKH.

PazmecTuTh MOJHOCTHIO O(OPMIICHHBIH KOMILIEKT OTYETHOM IOKYMEHTAIMU MO
NpaKTUKEe B BJICKTPOHHOH HH(OpPMALMOHHO-00pa3oBaTelpHON cpene WHCTHTYyTAa Ha
mwiatpopme Ims.synergy.ru B ¢opmare .pdf pyKoBOOWTENIO TMPAKTHKH  OT
OO0pa3oBaTeNIbHON OpraHMU3alMK IS OKCICPTHOM OLICHKH Pe3yJIbTATOB €€ IMPOXOKICHUSL.

OO0yyaromuiicss UHIUBUAYATbHOE 3aJJaHKe MOTYqHI(a):

IOAIMUCH
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2.2.11120/10H AaTTECTALIMOHHOIO JHCTA

ATTECTAIIMOHHBIH JIUCT

(D.U.0. obyuarowezocs)
oOyuaronuii(as)cs Kypca TpYIIIbI [0 CHELHUAIBHOCTU
, yCHemHo mporuesn(ia)

(Haumenosanue 6UOA NPAKMUKU)

no npogeccuoHanbHoMy MOOYIIO B
o0beme 4acoB C « » 20 rojna mo « » 20 ropa:
I. 3ak0YeHHe-aHAJIN3 Pe3YIbTATOB OCBOEHUS

NIporpaMmMsbl NIPAKTHUKH

NuauBuayanbHoe 3aJaHue IO NPaKTUKE IO
Nnpo¢ecCHOHAIBLHOMY MOY.II0 odyyawmmmest
(Hy:kHOe 0TMeTHTH \):

O BBITIOJIHEHO;

[J  BBIIOJHEHO HE B IMOJIHOM 00BLEME;

O HE BBITNIOJHEHO,

Padora ¢ ucrounukamu uHpopmanum (Hy’;KHOe OTMETUTH \l):

Oo0yuarommiics:

[J  ocymecTBHJ MOJOOPKY HEOOXOIMMBIX TOKYMEHTOB M CTATUCTUYECKMX TaHHBIX, KOTOPBIE MOTYT OBITh
UCIIOJIb30BaHbI IIPH TTOArOTOBKE K C/1aue 9K3aMeHa (KBaJH()UKAILIMOHHOTO);

] OCYIIECTBUII HOI[60pKy HCO6XOI[I/IMI)IX JOKYMEHTOB U CTaTUCTUYECCKUX HAaHHBIX, KOTOPBLIC YaCTUYHO MOTYT
OBITH KCIIOJIb30BAHBI IPH MOJI'OTOBKE K cllaue dKk3aMeHa (KBaIn(UKaIMOHHOTO);

] HE OCYHIECTBUII HO}I60pKy HCO6XOHI/IMBIX JOKYMEHTOB U CTaTUCTUYCCKUX JTAHHBIX, WJIN JaHHbBIC MaTCpUaJIbl
HE MOT'YT OBITh HCIIOJIb30BaHBI [P MMOJIOTOBKE K c/laue 9K3aMeHa (KBaJH()HUKAIIMOHHOTO);

Biagenue MarepuasioMm 1o NpaKTHKe
(uy:xHOe oTMeTHTH \):

Ooyuarommiics:

[J  yMeso aHaJIM3UPYET MOJIyYEHHBIH BO BpeMsl MPAaKTUKHU MaTepHal;

[J  aHanmu3upyeT NOIY4EHHBIN BO BpeMs MIPAKTUKU MaTepHa;

0 HEAOCTATOYHO YE€TKO U MPABUIIBHO aHAJIU3UPYET l'[OJ'Iy‘IeHHLIﬁ BO BpEMs MPAKTUKU MATEPUAJI;

[J  HempaBWJIbHO aHAIU3UPYET NOIYYEHHBIN BO BpeMs NIPAaKTUKU MAaTEpUAal;

33[[3'-[14, MOCTAaBJICHHbLIC Ha MNepuoa NMPaKTHUKH,

o0y4yamumcs (Hy’>KHOe OTMETHTh \):
0 pCUICHBI B TIOJIHOM O6’I>6Me;
0 PpCUICHBI B TIOJIHOM O6’I>6MG, HO HEC IMOJHOCTBIO PACKPBITHI;
0 peuIeHbl 4aCTUYHO, HET YE€TKOT'O 000CHOBaHHS U JACTajIn3alu,
L] He pelieHsl;

CnekTp BBINOJHAEMBIX O0y4YaIIMMCH (YHKOUH B  NepUOI  NPOXOXKIAEHHUS
NMPAKTHKH ods1acTu npogdeccuoHaAIbLHOM

AeATEJIBLHOCTH 0 NMPO(ecCHOHAIBLHOMY MOIYJII0 (Hy:XHOE
orMeTuTh V):

L] COOTBETCTBYET,

[0 B OCHOBHOM COOTBETCTBYET;

[J  4acTUYHO COOTBETCTBYET;

[0  He COOTBETCTBYET;
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Odopmiienue odydarmmMcsi 0OT4eTa IO NpPaKTHKe

(uy:xHOe oTMeTHTH \):
0 OTYET O MPOXOKACHUU IPAKTUKHU O(I)OpMJ'IeH MMpaBUJIbHO;
0 OTYET O NMPOXOXKIACHUN ITPAKTUKHA OCI)OpMJ'IeH C HC3HAYUTCIIbHBIMHU HENOCTAaTKAMHU,
[J  oT4er 0 MPOXOXKICHUU MPAKTHUKU 0(OPMIICH C HEIOCTaTKAMHU;
[J  oT4er o MPOXOKICHUH MPAKTUKH 0(POPMIICH HEBEPHO.

ATTecTyemblii MPOEMOHCTPHUPOBAJI BJIaJIeHUE cJIeYIO MU o0 1IMMu "
npo¢ecCHOHATbHBIMH KOMIIETEHUMSIMU:

YpoBeHb 0cBOCHHUS 00yYAI0IUMCS

Kon Coaep:xanue KoMIeTeHIHH N
(Hy’KHO€ OTMETHUTh \/)

O0nue KOMNeTeH

[J  BBICOKHH

OK.. | .. 0 cpommi
[]  HHM3KHHI
[J  BBICOKHH
OK ... 0 .
penHuit
[]  HH3KHHI
[J  BBICOKHH
OK.. |.. © encm
penHut
[]  HH3KHHI
[J  BBICOKHH
OK ... [] cpenuuit
[1  HHM3KHHI
IpodeccuonaibHble KOMIETEHIUH
[1  BBICOKHI
IIK ... []  cpenHuit
[1  HHM3KHHI
[1  BBICOKHI
IIK ... []  cpenHuit
[]  HH3KHHI
[]  BBICOKHI
IIK ... []  cpenHuit
[1  HH3KHH
[1  BBICOKHI
IIK ... [0 cpenuuii
[l  HHU3KUH
IIpumeuanue:
[J  Belcoknii ypoBeHb — OOYJalOUIMIICA YBEPEHHO JIEMOHCTPHUPYET TOTOBHOCTH M CIIOCOOHOCTH K

CaMOCTOATENHHON NPO(EeCCHOHAIBLHOM JEITEIbHOCTH HE TOJILKO B CTAaHJAPTHBIX, HO M BO BHELITATHBIX CUTYalUsX.

[l Cpenuuii ypoBeHb — 00yJaIOIIMICS BBINOIHAET BCE BHBI IPO(ECCHOHATIBHON IEeATeTbHOCTH B CTAaHJaPTHBIX
CHUTYaIUsIX YBEPEHHO, I00pPOCOBECTHO, 3(h(HEKTHBHO.

[l Hwuszknit ypoBeHb — NpH BHINOJHEHHH NPO(ECCHOHAIBHON NESTeNILHOCTH OO0ydYaloIuiics HyXIaeTcs BO
BHEIITHEM COIIPOBOXJICHUH U KOHTPOJIE.

I1. Iloka3aTeau M KPpUTEPUH OLICHUBAHHUSA PE3VJILTATOB NPOXOKICHUA
MPAKTHKM:

OneHka KayecTBa

MaxkcuMajibHOe
Ne BBINOJHEHH S KakK/I0ro
HaumeHnoBanne noxasarens KOJIH4eCTBO
n/n BHJa padoT
0aJ10B
(B 0a1ax)
1. KadecTBO Mog00paHHOI0 MaTepHaJa JUIsl MPOBeJeHNs aHAIU3A

1.1. Hannuue HUCTOYHUKOB nudopmanuu B 5
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COOTBETCTBUU C UHAUBUAYAJbHBIM 3aJaHUEM

Hannuune AKTYyaJIbHBIX TICPBUYHBIX  JaHHBIX,
MaTepuaioB

1.2. 5

2. KauyecTBeHHAasi OLlCHKA NIPOBECHHOI0 AHAJIN3A HCTOYHUKOB U COOPAHHBIX MATEPHAJIOB

Brimonnenue TpeGoBaHMH K conepiKaTeIbHOU
2.1. YacTH OT4YeTa, COOTBETCTBUE BHIOB PaOOTHI 20
UHAUBUAYAIEHOMY 3aJJaHUIO

29 Ornenka CTENEHU CaMOCTOSITEIBHOCTH 20
o MIPOBEJCHHOIO aHAIN3a
73 OneHka KayecTBa IPOBENEHHOIO  aHaIM3a 20
e cOOpaHHBIX MaTepUaloB, TaHHBIX
3. BbinosHeHue 001IMX TPeOOBaAHMII K IPOBEAEHUI0 IPAKTHKH
BeimosnHeHne TpeOoBaHUI K 3KCIIEpUMEHTAIBHO-
MPaKTUYeCKO paboTe B paMKax OCBOCHHS BHIA
3.1. nesteabHOCTH B/ 20

BrimonHenne tTpeboBaHuil K 0(OPMIICHHIO OTUETa
Mo mpakTuke B (Qopmare  mnpe3eHTaluu
3.2. PowerPoint, coJiepXKaIero 6a3oByt0 u 10
UH()OPMALMOHHO-BCIIOMOTATEIIbHYO
UH()OPMALIUIO IO UTOTAM €€ MTPOXOKIACHHUS

Hroro: 100

3ameuaHusi pyKOBOAUTENS MpakTUKU oT OOpa3oBaTenbHON OpraHu3aluu:

PykoBoauTes b NPpaKTUKH
ot O0pa3zoBare/ibHOI
OpraHu3anuu

(®.1.0.) (noonucsw)
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IIPUIOKEHMUE 3
(oOyuaronuiicst MPOXOAUT MPAKTHKY
Ha Oa3e [IpodunbpHOI opraHu3aumn)

3.1. HIadJi0H 1oroBopa
Horosop Ne
0 MPAKTUYECKOM MOJATOTOBKE 00YUAIOIIMXCS, 3aKTI0YAEMbIN MEX Ty OpraHU3aIMeH, OCYIIEeCTBIISIONICH
00pa3oBaTEeNbHYIO IEATEILHOCTD, M OPraHU3aluel, OCYIIECTBISIONICH e TEIBHOCTh IO TPOMUITIO
COOTBETCTBYIOIICH 00pa30BaTeIbLHOMN MPOrpaMMBbl

r. Mocksa « » 202 T

OO6pazoBatenbHast aBTOHOMHAsI HEKOMMeEpUecKas opranusanus Beiciiero oopazosanus OAHO BO
«MOCKOBCKMI TEXHOJIOIMUECKUH HHCTUTYT», MMEHyemoe B dainpHeiniem "Opranuzauus", B JnLe
UCIIOMHUTENbHOTO AupekTopa HectepoBoit Anrennnsl BeeBonogoBHbI, JeiCTBYIONIEH HA OCHOBAaHUU
VYcraBa, ¢ OOHOH CTOPOHBI, W , B JIMIIC
, C Jpyroi CTOpOHBI, HMEHyEeMbIE IO
otnenbHOCcTH "CTOpoHa", a BMecTe - "CTOpOHBI", 3aKIIFOUNUITN HACTOAIIUN JJOTOBOP O HUXKECIIEAYIOMIEM.

1. ITpenmer JloroBopa

1.1. Ilpeamerom Hacrtosimero JloroBopa sIBISIETCS OpraHM3alUsl MPAKTHUYECKOW MOATOTOBKU
oOyuaromuxcs (nanee - [IpakTuyeckas moJroToBKa).

1.2. O6pazoBatenbHas mporpamMma (MporpaMMbl), KOMIIOHEHTHI 00pa30BaTeIbHON MPOTPAMMBI,
IpU peanu3alii KOTOPbIX opranusyercs lIpakTudeckas MOArOTOBKAa, KOIWYECTBO OOYYarOIIUXCH,
OCBaWBAIONINX COOTBETCTBYIOIIME KOMIIOHEHTHI 00pa30BaTENBHON MPOrpaMMbI, CPOKH OpPTaHU3ALNU
[TpakTH4eckoit OAroTOBKH, coryiacytorcsi CTOpOHaMU U SBJISIFOTCS HEOThEMIIEMON YacThIO HACTOSIIETO
Horosopa (I1punoxxenue Ne 1).

1.3. Peanu3amusi KOMIIOHEHTOB 00pa30BaTeIbHON MPOTpaMMbl, COTiacoBaHHbIX CTOpoHaMH B
[punoxenun Ne 1 k Hactosuiemy JloroBopy (nanee - KOMIIOHEHTBI 00pa30BaTEIbHON MPOrPaMMBI),
ocyliecTBisieTcss B mnomeulieHusx IIpodunpHON opraHu3anuu, mHepedyeHb KOTOPBIX COIJIacyeTcs
CropoHamu | SIBJISIETCSl HEOTheMIIEMOM YacThio HacTostiero Jlorosopa (Ilpunoxenue Ne 2).

2. IIpaBa u o6s3anHOCTH CTOPOH

2.1. Opranuzanus o6s3aHa:

2.1.1 ve no3nuee, yeM 3a 10 (mecsaTh) pabounx aHel 1o Havana [IpakTHyeckoil MOATOTOBKHU IO
KaKJOMY KOMIIOHEHTY oOpa3oBaTelbHOM mporpaMmbl npeactaButh B [IpodunbHyro opranuzainuio
MOMMEHHBIE CTIUCKU 00YYaroIUXcs, OCBAaUBAIOIINX COOTBETCTBYIOIINE KOMIIOHEHTHI 00pa30BaTeIbHOM
MporpaMmel nocpencTBoM [IpakTnyeckoil NOArOTOBKY;

2.1.2 Ha3HauuTh pykoBoauTeisd o IIpakrnyeckoit moaroroBke or OpraHu3anyy, KOTOPBIA:

- ofecreynBaeT oOpraHu3aluilo oOpa3oBaTeabHONW JAesTenbHOCTH B Qopme [IpakTtuyeckoit
HOJTrOTOBKU MPU peaTn3alii KOMIIOHEHTOB 00pa30BaTeIbHON MPOrpaMMBbl;

- OpraHM3yeT y4acTrue 00y4aronuxcs B BBIIOJHEHUH ONpEAEIEHHBIX BUJIOB padOT, CBS3aHHBIX C
Oyay1eit mpodeccuoHaNbHON e TeNTbHOCTHIO;

- OKa3bIBaeT METOJUYECKYIO MOMOIIb OO0YYaAIOUIUMCS MPU BBINOJIHEHUH OMNPEECIEHHBIX BUJOB
paboT, cBsi3aHHBIX ¢ Oyaymeil npodeccHoHAIbHOM NesTeTbHOCTHIO;

- HECET OTBETCTBEHHOCTh COBMECTHO C OTBETCTBEHHBIM paO0oTHHUKOM IIpoduibHoN opranu3annu
3a pealn3aluio KOMIOHEHTOB 00pa3oBaTenbHOM mporpaMMel B opme [IpakTuyeckoil moaAroToBKH, 3a
KU3Hb W 370pOBbe OOydammmxcs W paboTHUKOB OpraHuzanuu, COOMIOJEHUE WMHU TPaBHI
IPOTHBOINOXAPHOW OE€30MacHOCTH, MPaBWJI OXPaHbl TpyJda, TEXHUKH O€30IacHOCTH W CaHUTAPHO-
SMUIEMHUOJIOTMYECKUX TPAaBUJI U TUTHEHUYECKUX HOPMATHBOB;

2.1.3 mpu cmenHe pykoBoautens no [IpakTuueckoit moaroroske B 10-TUIHEBHBIN CPOK COOOIIUTH
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00 stoMm [IpodunbsHOI opraHu3anuy;

2.1.4 ycraHOBUTb BUAbl Y4E€OHOM JAEATENbHOCTH, NPAKTUKA U HMHBIE KOMIIOHEHTHI
00pa3oBaTeNbHON MPOrpaMMbl, OCBanBaeMble oOydaromuMucs B popme [IpakTuueckoi MOATOTOBKH,
BKJII0Yasi MECTO, IPOAOIKUTENBHOCTh U IEPUOJT UX PeaIn3alluy;

2.1.5 nampaButh oOyuatommxcst B [IpoduibpHYI0 OpraHu3anuio JUIsi OCBOSHHS KOMIIOHEHTOB
o0pa3oBaTenbHON IporpaMMel B popme [IpakTrueckoil moAroToBKY;

2.2. lIpo¢unbHas opranuszaus ods3aHa:

2.2.1 co3nath ycioBus Ul pealu3alui KOMIIOHEHTOB 00pa3oBaTelbHOM IMporpamMMsl B (hopme
[IpakTHyeckoil MOATOTOBKH, IMPEIOCTABUTh OOOpPYIOBAaHHWE W TEXHUYECKHE CPEIACTBA OOY4YCHHS B
o0beMe, TO3BOJISIOIIEM BBIIOJHATH OINpEJEIeHHbIe BUABI paboOT, CBs3aHHblE C Oymaymien
po(heCcCHOHATLHOM e TEIbHOCTHIO O0yYArOIINXCS;

2.2.2 Ha3HauUTh OTBETCTBEHHOE JIMIIO, COOTBETCTBYIOIIEE TpPEOOBAHUSAM  TPYJIOBOIO
3akoHomarenbcTBa Poccniickoit denepanuu 0 IOMyCcKe K MEJArOTMYECKON AESITENBHOCTH, U3 YUCIA
pabotHukoB IIpodunbHONl opraHu3zanuu, KOTOpoe oOOecledrBaeT OpraHU3alMI0 pearu3aluu
KOMIIOHEHTOB 00pa3oBaTeNbHONW mporpaMmbl B ¢opme I[IpakTHdeckoil MOATOTOBKM CO CTOPOHBI
[TpodunbpHOM OpraHU3aIuy;

2.2.3 npu cMeHe Jula, yKa3aHHOro B nyHKTe 2.2.2, B 10-TUIHEBHBIN CPOK COOOMIUTH 00 3TOM
Opranu3zauuy;

2.2.4 obecnieunTh O€30MacHbIE YCIOBUS pealn3alii KOMIIOHEHTOB 00pa30BaTeIbHOM MPOrpaMMbl
B (hopme [IpakTideckoil MOATOTOBKY, BHIOTHEHNE TIPABUII MPOTUBOIIOKAPHON OE€30MTaCHOCTH, MTPABUI
OXpaHbl TpyZa, TEXHUKH 0€30MaCHOCTU U CAHUTAPHO-3MUAEMHOIOTHYECKUX MPABUI U TUTHEHUYECKUX
HOpPMaTHBOB;

2.2.5 npoBOIUTH OLIEHKY YCJIOBUHM TpyJa Ha pabO4yMX MecTaxX, UCIHOJIb3yEeMbIX IPU pealu3aluu
KOMIIOHEHTOB 00pa3oBaTeabHOW mHporpaMMbel B Qopme IlpakThyeckoil MOATrOTOBKH, W COOOLIATh
pykoBoauTento Opranuzanuy 00 ycaoBUSAX TpyAa U TPeOOBAaHUIX OXpaHbl Tpy/Ja Ha pabodyeM MecTe;

2.2.6 03HaKOMUTH OOy4arOIMXCid C TpaBUJIAMU BHYTPEHHETO TPYJIOBOTO pacrhopsiaka
[TpoduiibHOM opranu3anyy, NpaBUiIaMy MO OXpaHe TPyAa U TEXHUKE 0€301MacHOCTH;

2.2.7 mpoBecTH HMHCTPYKTX OOYYAIOIIMXCS MO OXpaHE TpyAa W TEXHHKE O€30MacHOCTH U
OCYILECTBIIATh HAJ30p 3a COOJI0JICHHEM 00YJatOIUMHUCS TPABUI TEXHUKU O€30MIaCHOCTH;

2.2.8 mpeAocTaBUTh OOydYaromuMcs W pykoBoauTento 1o [IpakTuueckoid MOATOTOBKE OT
OpraHu3anuu  BO3MOXXHOCTb  TOJb30BaThCsl  nomeuieHusMu  [IpodunbHOl  opranusanumy,
cornacoBaHHbIMH CTopoHamu (IIpunoxxenne Ne 2 x HacTosiieMy JloroBopy), a Takke HaxoIAUIUMUCS
B HUX 000PYZOBaHUEM U TEXHUUECKUMH CPEJCTBAMU OOYUECHHUS;

2.2.9 0060 Bcex ciydasx HapylleHHMs OOYy4YalOUMMUCS MpPaBWJI BHYTPEHHEro TPYAOBOIO
pacriopsiika, OXpaHbl TPy/a U TEXHUKH O€30MacHOCTH COOOLIUTH PYKOBOJIUTENIO MO MPAKTUUYECKOM
MOAroToBKe oT OpraHusanuy;

2.2.10 oGecrieunTh MPOIOIIKUTE pabovero JHs 17 00yJyaromuxcs B Bo3pacTe ot 18 et u crapiie
IPOJOHKUTENBLHOCTBIO He Oosiee 40 yacoB B Hegenmto (cT. 91 TK PD).

2.3. Opranusanus UIMeeT IIpaBo:

2.3.1 oOCymecTBIATh KOHTPOJb COOTBETCTBUS  YCIOBHW  pEeaJM3allid  KOMIIOHEHTOB
oOpa3zoBaTenbHOW mporpaMmbel B ¢opme IlpakThdeckoit MOATOTOBKM TPeOOBAHUSAM HACTOAIIETO
HoroBopa;

2.3.2 3anpammBarh HHGopManuoo 00 opranuzanuu IIpakTHueckoi MOArOTOBKH, B TOM YHCIE O
KauecTBE U 00HhEME BBITIOJHEHHBIX 00yJaloMUMHCS paboT, CBA3aHHBIX ¢ Oyaymien mpodecCuoHaATbHON
JESATENBHOCTBIO;

2.4. IlpodpunbHas opraHu3anusi UMeeT MPaBo:

2.4.1 tpeboBaTh OT OOyYaIOMIMUXCS COONIIOJICHHS MPAaBUII BHYTPEHHETO TPYAOBOTO PaCHOpsIKa,
OXpPaHbl TPyJla U TEXHUKU 0€30MaCHOCTH, peKUMa KOHPUAECHIIMATBLHOCTH, IpuHATOro B [IpodunbHoii
OpraHu3aliy, NpPeANPUHUMATh HEOOXOAWMBIE JEHCTBHs, HalpaBleHHbIE Ha IpeloTBpalleHue
CUTYaIINH, CIIOCOOCTBYIOIIEH pa3rialieHnuo KOHPUACHITHATHHOU HHPOpMAIIHH;

2.4.2 B cmyyae yCTaHOBIIEHUS (paKTa HapyIICHHs 0OyJalOUIMMHCS CBOUX O0SI3aHHOCTEH B TIEPUO/T
opranm3aiuu  IIpakTnyeckoll MOATOTOBKHM, peXHMMa KOH(QUICHUMAIBHOCTH IPHOCTAHOBUTH
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peanu3anio KOMIOHEHTOB 00pa3zoBaTelbHON mporpammbl B ¢opme IIpakThyeckoil MOATOTOBKU B
OTHOILEHUH KOHKPETHOIO 00yYaroIerocs;

3. Cpok neicTBus 10roBopa

3.1. Hacrosimuii JloroBop BCTymaer B CHIIy MOCJE €ro MOJANMCAHUS U JECUCTBYET /10 IMOJIHOTO
ucnosHeHus: CTopoHaMu 0053aTEIbCTB.

3.2. JlwoGas w3 CTOPOH BIpaBe PACTOPTHYTh HacTosAmui JloroBop ¢ mnpenBapuTeIbHBIM
MMCbMEHHBIM YBEJOMJICHHEM JIPYTOil CTOPOHBI 32 OJIMH MECSII], HO HE MO3/Hee, YeM 3a 15 (msaTHaaaTh)
pabouux JAHEW 10 Havaja MPaKTUKH.

3.3.  Hacrosmwuii JloroBop siBisieTcsi 0€3BO3ME3IHBIM U HE IpelycMaTpuBaeT (PUHAHCOBBIX
0053aTeNBCTB CTOPOH.

4. 3aKIIOUYUTEILHBIE TOJIOKEHUS

4.1. Bce cnopsl, Bo3HuKaomue Mexay CropoHamu Mo HacTosmeMy JloroBopy, pasperarorcs
CropoHamu B MOpPsIKE, YCTAHOBIEHHOM 3aKOHO/AATeNbCTBOM Poccuiickoii @enepariui.

4.2. 3meHenue Hacrosiero Jloropopa ocymiecTisiercs o coriamenno CTOpoH B TMCbMEHHOM
¢dopMe B BHUJE NOMOJHUTENBHBIX COTJAIEHUH K Hacrosmemy JloroBopy, KOTOpbIE SBISIOTCS €ro
HEOTHhEMIIEMOH 4aCThIO.

4.3. Hacrosiiuuii JIoroBop COCTaBJIEH B ABYX JK3EMIUIIPax, 10 OAHOMY AJs Kaxaod u3 CTOpOH.
Bce sk3emMmiisippl UMEIOT OJIMHAKOBYIO FOPUINYECKYIO CUITY.

5. Anpeca, pekBu3uThl U nojnucu CTOpoH

[TpodunpHas opraHuzammus: Opranuzanus:

OObpazoBatenbHast aBTOHOMHAS
HEKOMMeEpYECKasi OpraHu3aius BbICIIETO
obpazoBanus «MOCKOBCKUH
TEXHOJOTHYECKU HHCTUTYT
(OAHO BO «MocTex»)

(ToTHOE HAaMMEHOBAHUE) (ToTHOE HAaMEHOBaHUE)

Anpec: Anpec: 105318, r. Mockaa, yi1.
W3maitnoBckuii Bam, 4.2

Jupektop HcnonHuTenbHbII TUPEKTOP
A.B. Hecreposa

(HamMeHOBaHWE JOJKHOCTH, (pamMuITHs, UMS, (HamMeHOBaHUE JOJKHOCTH, (pamMuIHs, uMs,
0TYeCTBO (TIPU HATHYHUH) OTUYeCTBO (TIPU HAJTMYUH)
M.IL M.IL
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pnioxenne Nel

K I[OFOBOpy 0 npaRTn'{ecxoi/i MnOoJAroTOBKE oﬁyqamumxcﬂ

Ne

OT «__» 202 r.

Jlis opraHuzanuu TpakTHueckod mnoaroroBku Opranuzauus HampasiseT B [Ipodunbhyro
OpraHu3aINI0 00YYAIOLINXCS 110 CIEAYIOIIUM OCHOBHBIM 00pa30BaTEIbHBIM IPOTpaMMaM:

Ne OO6pazoBaTenbHas Kommgectro KomrmoneHTsI CpoKu opraHU3aliH
/i nporpamMma oOyyaromuxcs, o0pa3oBaTeIbHOM MPaKTUYECKOU MOATOTOBKH
OCBanBaIOIINX MPOTPAMMBI, IPH
COOTBETCTBYIOIINE peanu3anu KOTOPBIX

KOMIIOHEHTBI OpraHuzyercst
o0pa3oBaTeIbHOM MpaKkTU4ecKas
MPOTPaMMBI MOJITOTOBKA
1.
2.
COI'JIACOBAHO COI'JTACOBAHO

[IpodunpHas opranuzarus:

Opranuzanus:

O0pa3oBaTelibHAs aBTOHOMHAs HEKOMMepYecKast
OpraHM3aius BhICIIEro oopa3oBanusi «MOCKOBCKHIA
TEXHOJIOTUYECKUA UHCTUTYT)

(OAHO BO «MocTex»)

(MoTHOE HaMEHOBAHUE)

Anpec:

Jupexrop

(MoTHOE HAaMEHOBAHUE)

Anpec: 105318, r. Mockaa, yi1.
H3maiimoBckuii Bami, 1.2

HcnosHuTenbHBIN JUPEKTOP
A.B. Hecteposa

(HauMeHOBaHUEe JOKHOCTH, (paMuius, ums,
OTYEeCTBO (IIPU HAJTUYUH)
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Ipuio:xxenne Ne2

K I[OFOBOpy 0 HpaKTI/I‘IeCKOﬁ MnOoJAroTOBKE oﬁyqamumxcﬂ

Ne OT«___ » 202 r.

[lepeuens nomemenuit [IpoduinbHOI opraHu3anuu, B KOTOPBIX OCYIIECTBISETCS pealn3alius

KOMITOHEHTOB 00pa30BaTeIbHON MPOTrPaMMBI:

HanmenoBanune noMereHus

HaumeHnoBaHMe CTpYKTYpPHOIO Opa3iesiCHUs
[TpodunpHOI opraHu3anuu, OPraHU3yIIETo
[TpakTHYeCKyI0 MOATOTOBKY 00Y4aIOIINXCs

[TpodunbsHOM opranu3anuu
(npu HAJIMYMM)

COTI'JTIACOBAHO

[TpodunpHas opranuzanus:

COI'/TACOBAHO

Opranuzanus:

OOpa3oBareibHas aBTOHOMHas
HEKOMMEpPUECKasi OpraHu3aIyst BBICIICTO
o0pazoBanusi « MOCKOBCKHIA
TEXHOJIOTHYECKUN HHCTUTYT»
(OAHO BO «MocTex»)

(TMoTHOE HAaMMEHOBAHUE)

Anpec:

Jupekrop

(moaHOE HAaMMEHOBaHUE)

Anpec: 105318, r. Mocksa, yi1.
H3maiinoBckuii Bai, 1.2

HcnonHuTenbHbIA JUPEKTOD
A.B. Hecrepona

(HauMeHOBaHMe JJOJKHOCTH, (paMuus,
UMs1, OTYECTBO (TIpY HAIMYUH)

(HauMeHOBaHHE JJOJKHOCTH, (haMunus, uMs,
OTYECTBO (IIPU HAJTMYUHN)

HcnonHuTeIbHOMY TUPEKTOPY
OAHO BO «MocTex»

Hecmeposou A.B.

oT

(D.1.0. omsemcmaennoeo 1uya
om Ilpogunvroil opeanusayuu)
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CIIPABKA

Jlana B TOM, YTO

(D.HU.0. obyuarowezocs norHoCmsio)
oH(a) IeUCTBUTEIBLHO MTPOXOUI(a) MPOU3BOACTBEHHYIO MPAKTHUKY (10 Npoduiio
CIenHUAJIbHOCTH)

(Haumenosanue 6uda NPAKMuKL) (4 He,HeJII/I) B
(Konuuecmeo neoeiv)

(naumernosanue Ilpoghunvrou opeanuzayuu)

C«__ » 20 rrmo«__ » 20 !

OO6yuaronuiicsi(asics) yCHEUIHO mpoles(a)

(pamunus, unuyuanvl obyuaoue2ocs)

UHCTPYKTQX IO COOJIIOJCHUIO TPaBUJ MPOTHUBOIOKAPHON OE30MaCHOCTH, MPABUI
OXpaHbl TPyJla, TEXHUKU OE30MACHOCTH, CAHUTAPHO-3MUIEMHUOJIOTHYECKUX MPaBWI U
TUTUEHUYECKUX HOPMATHBOB, TOCjie uYero ObuI(a) momyiieH(a) K BBIIOJHEHUIO
OTIPE/ICIICHHBIX WHJWBUAYAJIbHBIM 3aJaHUEM BHJOB PadOT, CBSA3AHHBIX C OymayIIei

HpO(I)@CCHOHaHBHOfI AJCATCIBHOCTBIO.

K 1omKkHOCTHBIM OOS3aHHOCTSIM M TIOCTaBJIEHHBIM 3aj7ladaM B COOTBETCTBHH C
WHIMBU Ty AJIbHBIM 33/IaHUEM MTPAKTUKAHT OTHOCUJIICS T0OPOCOBECTHO, TIPOSIBIISISI MHTEPEC
Kk pabore. [lopydeHHble 3amaHus BBHINIOJHUI B TMOJHOM OOBEME B YCTAaHOBJICHHBIC

MPOTrPaMMO PAKTUKHU CPOKHU.

OTBeTcTBeHHOE TULO OT
[TpodunbHOIM OpraHu3anuu

M.II. (upu nanmaun) (¢.H.0.) (nodnucs)

« » 20

! CpOKu opearuzayuu npakmuuecmﬁ noo020mosKu onpe()efzmomc,q y’-t€6HblM njiaHom 6 coomeemcmeuu
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