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PaGouas mporpamma NpakTUKM  OCHOBaHa Ha  TpeOoBaHusax  dezxepainbHOro
rOCyJapCTBEHHOTO 00pa30BaTENbHOTO CTaHJApTa BBICIIET0 OO0pa3oBaHUS — OakalaBpHara IO
HanpasyieHuto noaroroBku 45.03.01 ®dunosnorus, yrBepkKIeHHOro MUHUCTEPCTBOM HAayKH U
BbIciiero oopasosanus Poccuiickoir ®enepaunn Ne 986 ot 12 asrycra 2020 r.; Ilonoxenuem o
NPAaKTUYECKON MOATOTOBKE oOydaromuxcs, yrB. IIprkasoM MuHUCTEpCTBa HAyKH U BBICIIETO
obpazoBanus Poccuiickoii denepanuun u1 MunucrepcTa npocsenieHun Poccuiickoit deneparun
ot 5 aBrycra 2020 1. Ne 885/390.

COCTABUTEJIUN:

3aBenyromias kKageapoil IyBamICKON (DHUIOIOTUU W KYJIBTYPHI, TOKTOP (HIOIOTHYECKUX HAYK,
noueHt A.M. lBanosa

JoueHnt kadenpsl uyyBamiCKOW (UIOIOTUM U KYJIbTYpbI, KaHAUAAT (PUIONOTUYECKUX HAYK
9.B. Domun

OBCYJKJ[EHO:
Ha 3aceaHn Kadeaphl YyBaIICKOH (HIOIOTHH U KyIbTYpbI «23» Mapta 2023 r., mpoTokos Ne 11.
COIJTIACOBAHO:

Metoanueckasi KOMUCCHS (DaKyJIbTETa PYCCKOW U YyBAIICKOW (DMIIONIOTUHN H KYPHATHUCTUKA
«23» mapta 2023 r., mpoTokon Ne 1.

Jexan ¢pakynbrera A.M. MBanoBa

HavanbHuk yueOHO-MeTonnueckoro ynpasieHus E.A. [llupmanosa



1. eap u 3aga4m 00yUeHHUSs] IPH MPOXOKIEHNU NPAKTUKHU

Llenp npon3BOACTBEHHOM MPAKTHKU (KOMMYHHKAIMOHHO-UH()OPMAIIMOHHOM MTPAKTHKU) —
npuoOpeTeHre MPaKTHUYECKUX HAaBBIKOB M KOMIETEHUUH B cdepe mnpodeccnoHaIbHOR
JeSTEeIbHOCTH; CUCTEMaTH3alus, 0000IIeHe, 3aKpelieHue U yrilyOJeHHe 3HaHUM U yMEHMH,
MOJYYEHHBIX B paMKaX W3ydeHHsI TPO(HECCHOHATBHBIX TUCIHUILIHH.

3a/1a4u MPOU3BOICTBEHHON (KOMMYHHKAIIOHHO-MH(OPMAIIMOHHOH MPAKTUKH) TIPAKTUKH

- IpHOOIIeHNE 00YYaIOMIMUXCA K COLUAIBHOIN Cpeie OpraHu3aluy ¢ LENbl0 NPHOOpeTeHNs
COLMAJIbHO-TMYHOCTHBIX KOMIIETEHIIMH, HEOOXOAUMBIX /11l paboThl B IpodeccnoHanbHOM chepe;

- pa3BUTHE U COBEPIICHCTBOBAHHE HABBIKOB pabOTBHl 1O OPraHU3aIMOHHOMY,
JOKYMEHTAlMOHHOMY U MH(POPMALIMOHHOMY 00€CIIEUEHHUIO JeITeIbHOCTH OPraHU3 ALy,

- mpuoOpeTeHne HaBBIKOB pabOThl C JOKYMEHTaMH Ha BCEX CTaausAX WX JIBUIKCHUS
(mepBuuHas 00pabOTKa JAOKYMEHTOB B 3KCIEIULMH, paboTa ¢ AOKYMEHTAaMH B KaHIEISpHUH,
perucTpanus, KOHTPOJIb, WCIIOJHEHHE JOKYMEHTOB B CTPYKTYPHBIX IOJPA3JECICHUAX, HX
OTIIpaBKa, OPraHU3alUs XPaHEHUs, TOArOTOBKA JOKYMEHTOB K CJlaue B apXMB U T.11.);

- COBEPILIEHCTBOBAHNUE 3HAHMM JEIIOBOIO dTUKETA, IIPABUIJI YCTHOM U MMCbMEHHOM JEI0BOM
KOMMYHHKAIUH.

2. Buja, THII IPAKTHKHU, c10c00 1 (pOPMBI ee NPOBeIeHHUs].

Tun npakTUKKY — KOMMYHUKAIIMOHHO-UH(POPMALIMOHHAS IPAKTUKA.

[IpakTuka mnpoBoguTcst B (OpME MPAKTUYECKOM TMOJATOTOBKM B COOTBETCTBUU C
KaJICHJAapHBbIM y4eOHBIM I'pa)uKOM U y4EOHBIM IIIAHOM.

dopMa poBEACHUS — TUCKPETHO.

IIpakTnueckass NOArOTOBKA IpU IPOBEIEHUU IPAKTUKUA OPraHu3yercs IIyTeM
HEINOCPEJICTBEHHOTO BBIMOJIHEHUSI O0YUYaIOUIMMUCS ONPEEIECHHBIX BUJOB PadOT, CBA3AHHBIX C
Oynyiieit mpodeccuoHaNbHON AESITENFHOCTHIO.

OOyuaromuecs, coBMemamue OOyYeHHE ¢ TPYAOBOM JI€ATENbHOCTHIO, BIIPABE
IPOXOJAUTh MPAKTUKY MO MECTY TPYJOBOM AEATENBHOCTU B Cly4asX, €Clid NMpodeccHoHalIbHas
JeSITeIbHOCTh, ~ OCYILECTBIIsieMass WMMH, COOTBETCTBYeT TpeOoBaHUSIM 00pa3oBaTeNbHOMN
IIPOrPaMMBI K IIPOBEACHUIO PAKTUKH.

JUis  pyKOBOACTBAa NPAKTHUKOM, TMPOBOAUMONW B NPOQUIBHBIX MOAPA3IEICHUSIX
YHHMBEPCUTETA, HA3HAYAeTCsl PYKOBOAMTENb MPAKTUKM U3 4YHCIA JUL, OTHOCALIMXCA K
npoeccopcKo-NpenoiaBaTeIbCKOMy COCTaBy Kadeapbl, OTBETCTBEHHOH 3a peanu3aluio
oOpa3oBaTeNbHONW MporpaMmbl Bbiciiero obpaszoBanus (nanee — OII BO). [Ins pykoBozicTBa
MPAKTUKOM, MPOBOJUMON B MPOPHIBHON OpraHu3alvy, Ha3HAYalOTCs PYKOBOAUTEIb IMPAKTHUKU
U3 4YHcla JUI OTHOCSIIMXCS K TMpodeccopcKo-MpenoiaBaTeIbckoMy COCTaBy Kadeapsl,
OTBeTCTBeHHOHN 3a peanusanuio OIl, u pykoBomuTenb (PyKOBOAMTENW) MPAKTUKH M3 dYHCIa
paboTHUKOB TpoduiabHON opranuzanuu. dopma HampapieHHs OOYYaIOLIETOCs Ha MPaKTHKY
npuBeneHa B [lonokeHMM O TPAKTHYECKOH MOATOTOBKE OOYYaIOIIUXCs, OCBaMBAIOIINX
oOpa3oBaTeNbHbIE IPOrpaMMbl BBICHIET0 00pa3oBaHHus B (eAepabHOM TOCYIapCTBEHHOM
OI0)KeTHOM  00pa3oBaTeIbHOM  YUpPEXKJEHUM  BbIcIero  oOpasoBaHus  «UyBamickuid
rocyJapCcTBeHHbIN yHUBepcuTeT nMenu M.H. Yibgauosa».

[lpakTka s OO0y4aromMXcs C OrpaHMYEHHBIMH BO3MOXKHOCTSMHU 3/I0pOBbS U
UHBAJIUIOB TPOBOAMUTCS C YYETOM OCOOEHHOCTeH MX MCHUXO(PU3NYECKOTO pPa3BUTHI,
WHAUBUYaJIbHBIX BO3MOKHOCTEH M COCTOSIHUS 3/I0POBBSI.

3. IlllanupyemMble pe3yJbTaThl 00yUeHHUs] PH MPOXO0KIEHUU NPAKTHKH,
COOTHECEHHbIE C pe3y/IbTaTaMH 0CBOCHHS 00pa30BaTe/IbHON NPOrpaMMbl

[IpoBenenne NPOU3BOJACTBEHHOM MPAKTHKH C YYE€TOM HANpPaBICHHOCTH (TPOQHIIs)
HaneneHo Ha (QopmupoBaHMe Yy 0OakajnaBpa, B COOTBETCTBUM C LEJISAMH OCHOBHOM
o0Opa3oBaTeNbHOW NPOTrpaMMbl W 337adaMu  Oyaymiedl mpodecCHOHANbHON JesITeIbHOCTH,
CIIEAYIONMX  MPO(PECCHOHATBHBIX  KOMIIETCHIMI, B  pPE3yJbTaTe OCBOCHHUS  KOTOPBIX
00yJaroNUiCs TOKEH:



Kon n HammenoBaHume
KOMIIETEHIINHA

Kon 1 nammeHoBaHueE
WHJUKATOPA TOCTIKECHUS
KOMIIETEHI[NHA

JlecKkpUNTOphI HHIUKATOPA JTOCTHIKECHUS
KOMIIETeHIINH (PE3yIbTaThl O0yUESHIISI)

VK-8 — ciocoben
CO3/1aBaTh U
MO/JIEPKUBATH B
IIOBCEIHEBHOMI
JKHU3HH U B
npodecCHOHATbHON
JIeSITeIIbHOCTHU
Oe301acHbIe
YCIIOBHS
JKU3HEACATCIbHOCTH
JUISL COXpaHEHUs
MIPUPOAHON Cpeibl,
oOecneucHus
YCTOMYUBOIO
pa3BuTHs 001IECTBA,
B TOM YHCJIE NTPU
yIrpo3e u
BO3HUKHOBEHHUH
Ype3BbIYAHBIX
CUTyalU U
BOECHHBIX
KOH(JIUKTOB

VK-8.1 — BeIBIISIET U
AHATM3UPYET MPUPOIHBIC U
TEXHOTEHHBIE (PaKTOPHI
BPEJIHOT'O BIIMSIHHS Ha CPEIy
0o0OHMTaHus, COLMAIbHOM
YKU3HU U TIPOPECCHOHATBHOU
JIeITEIIbHOCTH, JOBOIUT
nHpopMaIrIo 10
KOMIIETCHTHBIX CTPYKTYP

3HaTh: 00IIMe IPUHIIMIIBI BBISIBICHUS U
aHaJIN3a IPUPOTHBIX M TEXHOTCHHBIX
(axTOpOB BAMSIHUA HA (PU3HUECKYIO U
COIIMAJTIBHYIO CPELy.

YMeThb: OpraHnu3zoBaTh B3aUMOJICHCTBHE
C KOMIIETCHTHBIMH OpTr'aHaMU B
HKCTPAOPAUHAPHBIX MPUPOJHBIX U
TEXHOT'CHHBIX YCIOBHSX.

Baagersb: onbITOM OpraHu3anuy
npodecCHOHATBHOM AEATEILHOCTH C
Y4ETOM BO3MOXHBIX (DaKTOpPOB
BPEIHOTO BIHMSHUS IIPUPOJIHOTO U
TEXHOT'€HHOT'O XapakTepa.

VK-8.2 — coznaer u
MOJIJICP)KUBAET O€30I1acHBIC
YCIIOBHSI XKU3HU U
poQeCCHOHAIBHON
NESITebHOCTH, COOJTI0IaeT
npaBuiia 6€30MaCHOCTH

3HaTh: HOPMBI U TpeOOBaHUS
nojJep>KaHusi 0€30MaCHBIX YCIOBUM
KHU3HU U IPO(eCcCHOHATbHOM
JIeSITEJIbHOCTH.

YMeTb: cob01aTh MpaBuia
0€30MacCHOCTH.

Buiasern: 6€300aCHBIMM YCIOBUAMU /TS
KHU3HU U POPECCUOHATBHON
JIESITEIIBHOCTH.

VYK-8.3 — npu BO3HUKHOBEHUHT
YpE3BBIYANHBIX CUTYALIUI
JIEUCTBYET B COOTBETCTBUH C
MMEIOLIUMUCS 3HAaHUSAMU,
OTIBITOM, MHCTPYKLHUSAMU U
PEKOMEHIallUsIMU; CITIOCOOEH
0Ka3aTh NEPBYIO
MEAMIMHCKYIO TOMOIIb
[OCTPaaBIIUM

3HaTn: MCTOAUWKY BBIABJIICHUA
MOTEHIIUAJIBHO OMACHBIX MPOOJIEM
YPE3BBIUAHOr0 XapakTepa.

YMmeTh: OKa3bIBaTh NEPBYIO
MCIUTHUHCKYIO ITOMOIIb.

Baianers: ciocoOHOCTHIO 1€HCTBOBATH C
Y4€TOM KOHKPETHOW CHUTYyaIuu B
COOTBETCTBUHU C UMEIOIIUMUCS
HHCTPYKLUSIMH U PEKOMEHIALUAMH IIPU
BBISIBIICHUH YPE3BbIYATHBIX
00CTOSATEITHCTB.

I1K-4 - Criocoben
OCYIIECTBIISATh
CO3/IaHHE U
peIaKTHPOBAHKE
UH(POPMAIIMOHHBIX

pecypcoB

[1K-4.1 - OcymecTBusieT
MOMCK MHPOPMAIUH 110
TEeMaTHKe caiTa, MUIIeT U
penaKkTupyeT
UH(pOPMAaIMOHHbIE
MaTepHalIbl ISl calTa

3HaTh: IPUHLUIIBI U MEXAaHU3MBI
paboThl MOMCKOBBIX CUCTEM, MpaBUiIa
UCTIOJIb30BaHUS MH()OPMAITHOHHBIX
MaTepHuayoB B ceTH MHTepHeT,
MPUHIUIIBI KOTMPAWTHHTA U
nepepaboTKH TEKCTOB PAa3TMIHON
TEMaTHUKH

YMeTh: OCYIIECTBISATH HABUTALUIO 1O
pa3IuYHBIM BeO-pecypcam, paboTarth ¢
arperaropaMu HOBOCTEH,
AIIEKTPOHHBIMU MOJIUCKAMU,
COLIMATILHBIMU CETSMU, POpyMaMu
Baaners: TEKCTOBBIM PEAKTOPOM,
Pa3IMYHBIMU METOJAMHU MTOMCKA
uHpopmanuu B MIHTEepHETE (11O




KITIOYEBBIM CJIOBAM, C TIOMOIIIBIO
KaTajoroB)

[1K-4.2 - Bener HOBOCTHEIE
JICHTHI ¥ IPEJCTABUTEIILCTBA B
COLIMAIBHBIX CETAX

3HaTh: paBUiIa BeO-ITHKETA,
TEXHOJIOTUHU OPTaHU3ALUN U BEJICHUS
HOBOCTHBIX JICHT, SJICKTPOHHBIX
MOJIMTMCOK, PACCHIJIOK 1O AJIEKTPOHHON
oyTe

YmeTn: pedhepupoBaTh, aHHOTUPOBATH U
MOTUGPUIIMPOBATH TEKCTHI, COCTABIIAThH
KpaTKHe U Pa3BEPHYTHIE TEKCTHI
JUTEPATYPHBIM, TEXHHUECKUM U
PEKIaMHBIM SI3BIKOM JIJISI pa3METeHUs
Ha caiiTe, B COIUANIbHBIX CETSX,
dbopymax U Ha TEMAaTUYECKHUX MTOPTANIAX,
moAOUpaTh WUTFOCTPALMH IS BEO-
CTpaHUIL U CTaTen

BuiiajeTn: ONBITOM COCTaBJICHUS TEKCTOB
JUIsl caiiTa, OOJIBIIUM CIIOBApPHBIM
3a1acoM M BBICOKMM YPOBHEM 3HAHHU
pycckoro si3bika (opdorpadus,
NYHKTYallusl, CTUJIMCTUKA)

[1K-4.3 - Monepupyet
oOcyx/ieHus Ha caiite, B
dbopyMe U COIMAIBHBIX CETSIX,
OCYILIECTBIISIET HOPMATUBHBII
KOHTPOJIb COACPKAHUS CcanTa

3HaTh: cnenuuKy MOIEPUPOBAHUS
COOOIIIEHUN U KOMMEHTapUEB
[10JIb30BaTEIEH, 0COOEHHOCTH
yIpaBJIeHUs COOOIECTBAMH B
COLIMABHBIX CETSAX

YMeTh: BECTH TUANOTH U YIIPABIATh
JIUCKYCCUSIMH C YYaCTHEM OOJIBIIIOTO
Yrclia aKTUBHBIX TIOJB30BaTENEH,
paboTaTh B HHTEHCHBHOM PEXUME, C
OonbIMMHU 00beMaMu MH(OpMAIH
Baaaersb: 3HaHUSMU CIEUATIBHOU
TEPMUHOJIOTHH U BeO-3TUKETA,
(YHKIIMOHATEHBIMU OCOOEHHOCTSIMU
MOMYJSIPHBIX COIIMATBHBIX CeTel

[1K-5 - Criocoben
OCYILECTBIISATh
yIIpaBJIeHUE
(MEHEKMEHT)
MH(OPMaLlMOHHBIMU
pecypcamu

[1K-5.1 - Opranusyert paboty
10 CO3/IaHUIO U
PEAAKTUPOBAHUIO KOHTEHTA,
ylnpasiseT uHpopmarueit u3
Pa3IUYHBIX KCTOYHUKOB

3HaTh: OCHOBBI MEHEI)KMEHTA,
OCHOBHBIE MPUHITUIIBI U TEXHOJIOTUN
VIIpaBJICHUS TIPOSKTaMH, COICPKAHKE U
METO/JIbI PEIICHHUS 33]1a4 110 CO3/IaHUI0 U
PEIAKTHPOBAHUIO KOHTCHTA

YMeTh: COCTaBIATH IUIAHBI PabOTHI,
OIICHHMBATh UX COJCPIKAHHUC H
TPYJIOEMKOCTh BBITIOJTHEHHSI B
3aBHCHMOCTH OT KBaJTU(UKAIIAH,
paboTaTh ¢ OONBIIMME 0ObeMaMu
nH(OpPMAIINHU, BECTH JJOKYMEHTAITUIO 110
IpOeKTaM U paboTam

Baaaers: onbITOM KOOpAMHALIUU U
pacmpezeneHus paboThl IO CO3TAHUIO U
pEeIaKTUPOBAHUIO KOHTEHTA,
MOHHTOPHHTA U OI[EHKU PE3yIbTaTOB
BBITIOJTHEHHS pabOT




[1K-5.2 - KonTponupyer
HaIlOJTHCHHE CauTa,
OCYLIECTBIISIET JIOKAIbHBIE
U3MEHEHUS CTPYKTYpPBI calTa

3HaTh: MpaBwWJia U 0COOEHHOCTH
HATIOJTHEHUS ¥ OOHOBJICHHS CaliTa, ero
pasziesnoB, MPeJICTaBUTEILCTB B
COIMATILHBIX CETSIX, MPUHITUIIBI PAOOTHI
CHCTEM XpaHEHUs (aisios,
MH(POPMALMOHHBIX OJIOKOB

Ymerh: 3 dexTuBHO padboTath ¢
CHUCTEMOH yIPaBJICHHS KOHTCHTOM,
OCYILECTBIISATH JIOKAIbHBIC U3MCHECHUS
CTPYKTYpHI caiiTa, aHaTU3UPOBATH
CTPYKTYPUPOBaHHYIO U
HECTPYKTYpPHUPOBAHHYIO HH(POPMAITHIO
Buaners: 3HaHUSIMH B TIPEAMETHOU
00J1aCTH calTa, MO3BOISIOIIMMHU
OILICHUTh aKTYaJIbHOCTh H MOJIHOTY
WH(OPMAIMOHHBIX MATEPHAJIOB

[1K-5.3 - AHanuzupyer
MH(pOpMaLMOHHbIE
HOTPeOHOCTH MOCETUTENEH
calita, TOTOBUT OTYETHOCTH
0 CaiiTy, MO AeP )KUBAET
IIPOLIECCHI MOJIEPHU3ALUH U
IPOJIBMKEHUSI caiiTa

3HATH: TEPMUHOJIOTHIO U KITIOYEBBIC
napameTpbl Be0-CTaTUCTUKHU, OCHOBHBIC
MIPUHIIMITBI K METOJIbI cOOpa CTATUCTUKH
MOCEIIaeMOCTH BeO-CaliTOB, TPeOOBaHUS
K 0()OpPMJICHHIO TOKYMEHTAIIUU, OTYETOB
YMeThb: aHATM3UPOBATH MMOCEUIAEMOCTh
caiiTa, BBIBJISATH HaUOOJIEE MOMYIIsIPHbIC
CTPaHUIIbI, ONIPEACIIAT XapaKTEPUCTUKY
ayIUTOPHUH caiiTa, aHATU3UPOBATh
OIIEHKY, 3aMEUaHusl, IPEIIIOKCHUS
IIOCETUTEIIEN canTa, OIIPENEIIATh

s exTuBHOCTH PabOTHI caifTa Ha
OCHOBE UMEIOLUXCS JaHHBIX,
(GhopMHUPOBATH MPEJIIOKEHUS 110
Pa3BUTHIO caiiTa

Baanersb: nonysisipHEIMU CepBUCAMU
JUIS1 OLICHKH MOCEIIAEMOCTH U
XapaKTEePUCTUK ayIUTOPUU CalTa,
HABbIKAMU aHaNu3a U 0000IIeHHS
uHpopMauu

ITK-6 - Criocoben
OCYIIIECTBIISATH
OpTraHU3aI[MOHHOE,
JIOKYMEHTAITMOHHOE
U MH(OpMaIIMOHHOE
obecrmeueHne
JIeATeTLHOCTH
PYKOBOIHUTEIIS
OpraHu3aIu

[TK-6.1 - Oka3biBaeT momMouib
PYKOBOJIUTEITIO B
IUIAaHUPOBaHUU PabOYero
BpEMEHH, IIJIaHUPYeT pabounii
JIeHb CEeKpeTapsi, OpraHu3yeT
TeneOHHBIE IEPETOBOPHI U
KOMaHIUPOBKU
PYKOBOJIUTEIS, OPTAaHU3YET
paboTy ¢ IOCETUTEISIMU B
MIPUEMHOMN PYKOBOIUTEIIS,
OpraHu3yeT MOJATrOTOBKY,
IPOBEIEHUS U 00CITY)KUBaHUS
KOH(EPEHTHBIX MEPOTIPUATUI

3HaTh: crienupuKy OCHOBHOM
JIeATETLHOCTH OPTaHU3aIluH; OCHOBBI
aIMUHUCTPATUBHOTO IIpaBa U TPYAOBOTO
3aKOHOJaTenbCcTBa Poccuiickoi
denepaunu; pyKOBOJISIIUN COCTAB
OpraHU3aIH U €€ MOPa3/ICIICHH;
(GYHKIIUN cCaMOMEHEIKMEHTA;
MIPUHITUIIBI ¥ IPABUJIA TITTAHUPOBAHUS
pabodero BpeMeHU; METOIbI TOCTAHOBKH
LeJie; mpaBuiia MPOBEICHUS JETOBBIX
MEPETOBOPOB; OCOOCHHOCTH
odopMIIeHUS TNTAaHUPOBIINKA (Ha
AJIEKTPOHOM U OYMa>KHOM HOCHUTEJSIX);
OCHOBBI YIIPABJICHUS! BPEMEHEM;
KOMILJIEKC OPraHU3aluOHHO-
TEXHUYECKUX MEPONPUATHI 11O




MOJITOTOBKE U MPOBEACHHUIO COBELIaHUI
U TIEPETOBOPOB, B TOM YHCIIE
MEXIYHApOAHBIX; MTOPSIIOK MOATOTOBKU
U TIPOBEJICHUS KOMaHIUPOBOK;
TpeOOBaHUS OXPAHbI TPY/A.

YMersb: ycTaHaBauBaTh LEIH,
OTIpEeIIATh UEPAPXHUIO LIETICH;
OTIpeNeNATh IPUOPUTETHOCTD
OUYEepeIHOCTDH BBIMIOJIHEHUS PadoT U

3¢ (deKTHBHO pacrpenesaTh paboyee
BpEMs; OKa3bIBaTh MOMOIIb
PYKOBOJUTEIIO B PAaCIIPEACIICHUN €T
pabouero BpeMeHH; BLIOUpATh
ONTUMAJIBHBIE CITOCOOBI
nH(OPMUPOBAHUS TAPTHEPOB,
KJIHUEHTOB, IIOCETUTEIICH,
PYKOBOAMTEIIEH MTOAPA3ACICHUN U
COTPYAHUKOB O TUTAHUPYEMBIX
MEPOTPHUATHSIX; 00ECTIEYNBATh
MH(OPMALIMOHHYIO O€30MaCHOCTh
NEeSITeTLHOCTH OPTaHU3aIlui; 0(OPMIIATH
KOMaHAUPOBOYHBIE JOKYMEHTHI;
obecrieunBaTh KOM(POPT YUACTHUKOB
KOH()EPEHTHOTO MEPONPUATHUS,
MIOMOTaTh UM B BOTIPOCAX MPOKUBAHUS,
TPAHCHOPTHOTO 0OeCIIeUeHUs;
BbIOUpaTh U 0QOPMIIATH MIIAHUPOBLIUK
YMEHUS; BHOCUTb U OTCJIEKHUBATD
MH(pOPMALIKIO Ha 3JIEKTPOHHOM /WU
OyMa)KHOM HOCHUTENIE; pacCTaBIATh
MIPUOPHUTETHI, BBIJICNATH BAXKHOE U
CpPOYHOE; BEIOMpATh ONTHUMAIIbHBIN PUTM
paboThI; aHAM3UPOBATH IPUIHHEI
HEBBITIOJTHEHUSI 3a/1a4, IPUMEHSATH
MH(POPMAIMOHHO-KOMMYHUKAITUOHHBIE
TEXHOJIOTHH.

Buiiajers: HaBBIKAMH ONITUMAITEHOTO
IUTaHUPOBaHMsI pabouero BpeMeH!
COTPYAHHUKOB OpPTaHU3AINH, TPOBEICHUS
U 00CITyXKUBaHUS KOH(EPEHTHBIX
MEPONPHUSITHI.

[1K-6.2 - Opranusyer
VICITOJTHEHUE PELICHUH,
OCYILIECTBIISIET KOHTPOJIb
VICIIOJIHEHUS TIOPYYECHHI
PYKOBOIUTENS, OPTaHU3YET U
MOAJEP/KUBACT
byHKuHMOHAIBHOE pabouee
MPOCTPAHCTBO MPUEMHOMN U
KaOMHEeTa pyKOBOAUTEIIS

3HaTh: o01Me TpeOOBaHUS K CpOKaM
WCTIOJTHEHUS IOKyMEHTOB U
KOHTPOJILHBIM (PYHKITUSAM CITYKOBI
JOKYMEHTAIMOHHOTO 00eCTIeYeH s,
MPUHIUIBI, CITOCOObI HH()OPMUPOBAHUS
COTPYJIHHUKOB; 3THKY JIETIOBOTO
OOIIEHUS; YIPABICHUECKYIO CTPYKTYPY
OpraHHu3anuy, PyKOBOJICTBO
OpraHu3zaium, o0pasibl MOANUCEH
PYKOBOASAIINX COTPYAHUKOB, KPYT X
MOJTHOMOYHI U OTpaHUYEHHs! 30H MX




OTBETCTBEHHOCTH; JIOKAJIbHbIE
HOPMAaTHBHBIE aKThl OPTaHU3AIIH;
TpeOOBaHU OXpaHbl TPY/a,
IIPOU3BOJICTBEHHON CaHUTApHH,
IIPOTUBOIOKAPHON 3aIUThI; OCHOBBI
NPaBUIBHON OpraHu3aluy Tpyaa u
METO/bI OBBILIEHHUS €T0

3G HEKTUBHOCTH; OCHOBBI 3PTrOHOMUKHU
oduca u GIOPUCTUKH; CTAHAAPTHI U
PEKOMEH/IAllH 110 000PYI0BAHHIO
O(HCHBIX MOMEIEHHI; cocTaB
OpraHU3alMOHHON TEXHUKH, €€
YCTPOMCTBO U NMOPSAJOK pabOThI C HEM.
YMerh: BECTH CPOKOBYIO KAPTOTEKY;
BECTH YYETHbIC PETUCTPAL[IOHHBIE
(bopMBI, HCITONB30BATh UX JUIS PAOOTHI
10 KOHTPOJIIO MCIIOJIHEHUSI TOPYyYEHUH
PYKOBOAMTENS; pabOTATh C
uH(popMalel o KOHTPOJIIO,
CHUCTEMaTU3UPOBATh €€ U IPEJCTABIATh
B BUJIE CBOJIHBIX IOKyMEHTOB;
UCIOJIb30BaTh CPEICTBA KOMMYHUKALIUN
JUIS TIEpelady NOPY4EeHUM
PYKOBOJUTEIIS; UCII0JIb30BATh
COBpPEMEHHBIE CPEJICTBA cOOpa U
00paboTKH KOHTPOJIBHOI HH(pOpMAIHH;
PUMEHATh HH(POPMAIIHOHHO-
KOMMYHHKAIIHOHHbIE TEXHOJIOTUH;
OILICHUBATh PE3YyJIbTATHI B PAMKAX
MIOCTaBJIEHHBIX 3a/1a4; OCYIECTBIISATh
KOHTPOJIb HCITOJTHEHUS TIOPYICHU I
PYKOBOJIUTENS COTPYIHUKAMU;
CO3/1aBaTh YCIIOBHsI, 00eCTIeunBaIOIINe
s dekTuBHYIO pabOTy pyKOBOAUTENS;
MIPUMEHSTH B COOTBETCTBUH C
Ha3HA4YE€HUEM CPEJCTBa
OPraHU3aIMOHHON TEXHUKH,
KaHIEJISPCKUE MPUHAIICKHOCTH;
OCHAaIIaTh pabovee MECTO PyKOBOIUTEIIS
U cBoe pabouee MecTO HeOOXOAUMBIM
000py/I0BaHNEM; OCYIIECTBIISATH 3AMEHY
PacXoJHBIX MAaTepHAJIOB, YXOJI 32
OPITEXHHUKOH; KOHTPOJIUPOBATH
COCTOSIHUE U TOTIOJIHATH 3aI1achl
KaHIEISIPCKIX TOBAPOB.

Buiasers: HaBBIKAMU U YMEHUSMU
OpraHu3alluy UCIIOJHEHUS PELICHUH,
OCYILIECTBIICHUS] KOHTPOJISI UCTIOITHEHUS
MOPYYECHUN PYKOBOIUTEIS,
CHOCOOHOCTBIO OPTaHU30BATh U
NOJAEPKUBATh (PYHKIIMOHAIBHOE
pabouee MPOCTPAHCTBO MPUEMHOH U




KaOMHETa PYKOBOIUTEIIS.

[1K-6.3 - Pa3pabatsiBaet
JIOKaJIbHbIE HOPMATHUBHbBIE
aKThI, perilaMeHTUPYIOIINE
paboty cekperaps,
COCTaBIIICT U OPOPMIISET
yIpaBJIEHYECKYIO
JOKYMEHTAIUIO, OPTaHU3YeT
paboTy ¢ JOKyMEHTaMH U UX
XPaHEHUE B IIPUEMHOU
PYKOBOJUTES, 00eCIIeunBaeT
pyKoBoOUTENS HHPOpMaLUEH,
OpraHu3yer HHPOPMALUOHHOE
B3aUMOJICHCTBUE
PYKOBOJUTEIIS C
MOJIPa3/ICIICHUSIMH U
JOJDKHOCTHBIMU JIMLAMU
OpraHu3aIu

3HAaTh: IPaBOBbIE OCHOBBI YIIPABICHHUS
(OCHOBBI 3IMUHUCTPATUBHOTO,
TPYZAOBOI'O U TPAKJIAHCKOI'O IIPaBa);
HOpPMAaTHBHBIE IPABOBBIE AKTHI,
HOPMAaTHBHO-METOIMUECKUE
JIOKYMEHTBI, TOCYJapCTBEHHbIE
CTaHJAPTHI, ONPEACIISIONINE MTOPSIOK
JIOKYMEHTAIMOHHOTO 00eCeueH s
yIIpaBJICHUS; CTPYKTYPY, PYKOBOJCTBO
CTPYKTYPHBIX HOJpa3aesieHu, 00pa3Lbl
MOJIHCEN JINL, UMEIOIIUX TPABO
HOJIMCAHUS U YTBEPXKICHUS
JOKYMEHTOB, U OTPaHUYEHUS 30H UX
OTBETCTBEHHOCTH; IIPaBUIIA
JOKYMEHTAIMOHHOTO 00eCTICUeHHS
JeSTEIbHOCTH OpraHNU3aLUu; TOPSI0K
paboTHI ¢ IOKYMEHTaMu; TPEOOBAHUS,
HpeabsBIsEMbIE K IOKyMEHTaM B
COOTBETCTBUH C HOPMATHBHBIMU
IIPaBOBBIMU aKTaMU U
rOCyJapCTBEeHHBIMH CTaHIAPTaMH;
IpaBUjIa COCTABJICHUS
OpraHU3aIMOHHBIX TOKYMEHTOB
(mosio’keHu, MHCTPYKIUH,
pErIaMeHTOB); BUIbI JOKYMEHTOB, UX
Ha3HA4YEHUE; OCHOBBI JOKYMEHTHOM
JIMHTBUCTHKH;, TPEOOBAHUS OXPaHBI
TpYy/a; IpaBuia COrJIACOBAHUS
JIOKYMEHTOB OpraHH3aIin
(BHYTpEHHETO U BHEIIHETr0); IpaBuia
MOJIMICAaHUS ¥ YTBEPIKICHHS
JIOKYMEHTOB; IpaBUJIa PyCCKOT'O SI3bIKa;
npaBuja paboThl C BXOSIIIUMH,
UCXOJALIMMHU U BHYTPEHHUMHU
JIOKYMEHTaMH; COBPEMEHHbIE HAyUHBIE
METO/BI M TEXHUYECKHE CPE/ICTBA,
crocoOcTByro1IME cO0py, 00padoTKe,
COXpaHEHHIO U Tiepeiade
MH(POPMAIIMOHHBIX TTOTOKOB; METO/IbI
00paboTku nHOpMaIUU ¢
NPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKHUX CPEJICTB KOMMYHUKAIIUN U
CBSI3U, BBIYMCIUTEIBHON TEXHUKH.
YMeTh: coCTaBIATh U 0QOPMIISATH
OpraHu3alMOHHBIE U METOJJUUECKUE
JIOKYMEHTBI; pelaKTUPOBATh TEKCTHI
CIIy’K€OHBIX JOKYMEHTOB; paboTaTh CO
BCEIl COBOKYITHOCTBIO MH(OPMAIIMIOHHO-
JIOKYMEHTAIMOHHBIX PECYPCOB
OpraHu3aliy; M0JIb30BaThcs Oa3aMu
JAHHBIX, B TOM YHCJIE YIaJCHHO;




HCIIOJIb30BATh CIIPABOYHbIE MPABOBbIE
CHCTEMBI; paboTaTh C KOMIIBIOTEPOM,
Katajioram (rmamnkamu) u ¢aiaamu,
CKaHEepOM; IOJIb30BATHCSI OPHCHBIM
MaKeTOM (TEKCTOBBIN PelaKkTop,
TabIuUIBl), nepudepuiHBIMU
YCTPOMCTBAMU U OPTTEXHUKOH,
AJEKTPOHHOMU IMOYTOM; CUCTEMaMHU
AIIEKTPOHHOIO JOKYMEHTO000pOTa;
IPUMEHSATH MTPaBHJIa PYCCKOTO SA3BIKA;
HABBIKM CKOPOCTHOTO TUCHhMA;
COCTaBJIATH M O(OPMIISATH JIOKAIbHBIE
HOPMAaTUBHBIE aKThI; OCYIIECTBISATh
c6op, 00paboTKy U aHaTN3 UHPOPMAITUU
B COOTBETCTBUU C TPeOOBaHUIMU
KPaTKOCTH, YETKOCTH (HOPMYITHPOBOK,
CBOEBPEMEHHOCTH MOCTYIIJICHHUS,
TOYHOCTH H JJOCTOBEPHOCTH,
ONTUMAIIFHOCTH CUCTEMAaTU3aINH,
HEIPEPBIBHOCTH cOOpa U 00paboTKU
UHPOPMALIH; OCYIIECTBIISTh
pErucTpalnio, HaKOIJICHHUE U Tepeayy,
CHCTEMATH3MPOBAHHOE XPaHEHUE U
BbI1auy nH(pOpManuu B TpedyeMoit
¢dbopmMme; cocTaBIATh U 0QOPMIIATh
CBOJIHBIE, OTUETHBIE, CTATUCTUYECKUE
JOKYMEHTBI

Bananers: HaBbIKaMU pa3pabOTKH
JIOKQJIBHBIX HOPMATUBHBIX aKTOB,
pErIaMeHTHPYIOIUX paboTy cekperaps,
coCTaBJIeHUS U 0(OPMIICHUS
yIpaBIeHYECKON JOKYMEHTAIIIH,
OpraHu3zaiuy paboThl ¢ JOKYMEHTaMH U
WX XpaHEHUS B IPHEMHOMN
PYKOBOJAMTEISA, 00ECTICUeHUSI
pyKOBoOAUTENS HHPOpMAIUEH,
OpraHu3ay HHHOPMAITMOHHOTO
B3aUMOJICHCTBUS PYKOBOJHUTEIS C
MOJIPa3IEIICHUSIMU U JOJDKHOCTHBIMHU
JTUIIAMH OpTraHU3allNu.

[1K-7 — Cniocoben
OCYIIIECTBIIATh
MH(OPMaLMOHHO-
AHAJTUTHYECKYIO U
OpraHU3aIMOHHO-
a/IMUHUCTPATUBHYIO
HOJIEPKKY
JESTEIIBHOCTH
PYKOBOJUTENS
OpraHu3aIu

[1K-7.1 — ®opmupyet
UH(POPMALIMOHHOE
B3aNMOJICHCTBHE
PYKOBOAMTEIS C
OpraHHU3aIUsIMU, aHATU3UPYET
UH(OPMALIUIO U TOTOBUT
nH(pOpMaIIMOHHO-
AHATUTHYECKUE MaTePUAIIbI

3HaTh: CTPpYKTypY OpraHU3aluH,
PYKOBOJCTBO CTPYKTYPHBIX
MoJpa3/IeICHU, HalpaBJICHUS
JIESTEIIBHOCTH OPraHu3aluu 1
KOMIETEHIIMH CTPYKTYPHBIX
MO/Ipa3/IeJIEHNI U TOJPKHOCTHBIX JIMIL,
OCHOBBI IICHXOJIOTUH AEJI0BOIO
OOIIeHNs, KIaCCU(PHUKAIIMIO U BUIBI
ylpaBjieH4eCKOH HH(OpMaIK, OCHOBBI
HAIMCAHUsI peUei U TOKIJIA/I0B
PYKOBOIMTEIS, KATETOPUH CIylIaTenen
(unTareneit), Ha KOTOPBIX OyneT
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paccumTaH JaHHBIA 0030p, TOKIIA,
WUCTOYHUKU WHPOPMAITUU: KATAIOTH
OMOIMOTEK, )KYpPHAJIOB, IIONCKOBBIC
CHCTEMBI HH(POPMALIMOHHO-
TEJIEKOMMYHHUKAIIHOHHON CETH
«HTEepHET», STIEKTPOHHBIE 0a3bl
JIAHHBIX, METObI 00PabOTKH
nH(pOpMaIIUU C MPUMEHEHUEM
COBPEMEHHBIX TEXHHUYECKUX CPEICTB
KOMMYHUKAIUWA U CBS3H,
BBIYUCITUTEIILHOW TEXHUKU

YMeTh: pa3pabaTeiBaTh TEMATHYECKUN
TUIaH 0030pa, OKJIa/1a, aHATUTUICCKON
CIIPABKH, ITOJIH30BATHCS
UHQPOPMAIIMOHHBIMH PECYpCaMU U
CUCTEMATH3UPOBATH HHPOPMAIIHIO TIO
3aJJaHHBIM KPUTECPHSIM,

OTIPEICIIATh KPYT HCTOYHUKOB H
JTUTEPATYPBI, HEOOXOTUMBIX JIJISI
MOJITOTOBKH WH(POPMAIIMOHHO-
AHATUTUICCKUX MaTEPHUAJIOB, U3JIaraTh
MaTepHuall B JIOTHIECKOM
MOCJIC0BATEIHHOCTH, IIPOU3BOIUTH
aHaJIN3 ¥ OIICHKY M3JI0)KEHHOTO
Marepuana, 0hopMIISTh TEKCT B
COOTBETCTBYIOIIIEM CTHIIE,
PEIaKTHPOBATh TEKCT IOKYMEHTOB,
(dbopMynUpOBaTh BHIBOJIBI U
PEKOMEH/IallNH, UCTIOTH30BATh
nH(OpPMaIMOHHBIE TEXHOJIOTHH,
MIPOBOJIMTH PEIAKTHPOBAHHUE TEKCTA
Bananers: HaBbikamu cOopa,
nepepabOTKU U aHAINU3a UHpOpMaLUK
JUTSL pEIICHUS 3a/1a4, TOCTaBIEHHBIX
PYKOBOJMTEIIEM, OITBITOM TIOJITOTOBKH
WH(OPMAIIMOHHO-aHATUTUIECKIX
MaTepHayoB, pa3padOTKu
TEMaTUYECKOro TIaHa 0030pHOTO
JIOKYMEHTa, TOKJIaaa

MpaBUJIaMU HAITUCAHUS U OPOPMIICHHUS
0030pa, JoKIa1a, aHATUTHIECKOM
CIIPAaBKHU

[1K-7.2 — Opranusyer
JIeNIOBBIE€ KOHTAKThl U

IMPOTOKOJIBHBIC MCPOITPUATHA

3HaTh: CTPpYKTypY OpraHu3aluH,
PYKOBOZSAIINN COCTaB OpraHU3aluu 1
MoJpa3/IeICHU, HalpaBJICHUS
JIESTEIIBHOCTH OpPraHu3aluu 1
KOMIIETEHIIMH CTPYKTYPHBIX
MOJIpa3IeJIEHNI U TOJPKHOCTHBIX JIMIL,
IICUXOJIOTHIO JIeI0BOr0 OOIIEHuS,
OCHOBBI KOH(DJIUKTOJIOTHH, TIPaBUIIA
IIPOBE/ICHUS JIENIOBBIX IEPETOBOPOB U
IIPOTOKOJIBHBIX MEPOIPUITUN, ITUKET U
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OCHOBBI MEKIYHAapOIHOTO MPOTOKOA,
IpaBUjIa COCTABICHUS U 0(OPMIICHUS
JIOKYMEHTOB, IpaBUJja 3allUThI
KOH(HICHIIMATIBHOH CcITy)eOHOH
uHpopmanuu, nHOOpMaAITMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUU
YMeThb: COCTaBISATh U OPOPMIIATH
MIPOTOKOJIbI COBELIAHUM, 3aCEJaHUI 1
KOH(EPEHTHBIX MEPOIPHUITHI, TOTOBUTH
CIHMCOK yYaCTHUKOB, TIOBECTKY JIHS,
SIBOYHBIE JIUCTHI U IPOEKTHI HTOTOBBIX
JIOKYMEHTOB, COCTaBJISITh ITPECC-PEIU3HI,
BECTH MEPErOBOPHI C MAPTHEPAMH,
paboTaTh B pe)KMME MHOT033/1a4HOCTH,
paboTath ¢ OOJIBIIUM 0OBEMOM
uH(popmaIuu, co3aaBarh U
MOJIEP>KUBATH MOJIOKUTEIbHBIA UMUK
OpraHu3aluy U PYKOBOIAHUTEIS,
MCTIO0JIb30BaTh HH(POPMAITHOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTHH IS
0o0s1e€ PKOHOMMYHOM U PallMOHAIbHOMN
OpraHu3aui HHPOPMAIIMOHHBIX
MPOIIECCOB, MOBBIIIEHUS KX THOKOCTH U
JTUHAMHYHOCTH, 00€CIIeYnBaTh
MH(OPMaLIMOHHYIO 0€30MaCHOCTh
OpraHu3auu

Buiiasers: HaBBIKAMU OpraHU3AIMH U
IUTAHUPOBAHMS IEJIOBBIX KOHTAKTOB,
BCTPEY U TI0E3/I0K PYKOBOIUTEIIS;
OIBITOM OpraHHU3aluy 3ace/laHuil,
COBELIaHUI U MEPOIIPUATUH,
IIPOBOJIUMBIX PYKOBOJIUTEINEM,
MOJITOTOBKH MaTEPHAIIOB IS
COBEUIaHUH, BeJIeHUs U ohopMiIeHUs
MPOTOKOJIOB; HABBIKAMH OPTaHU3aINN
MIEPEroBOPOB, MOJATOTOBKH MTPE3EHTAIHH,
npecc-KoH(pepeHIIN PYKOBOAUTENS

[1K-7.3 — Opranusyer
WCIIOJIHEHHUE PEeHICHUIN
PYKOBOJUTENS

3HaTh: HOPMaTUBHBIE IPABOBBIC AKTHI,
HOPMaTHBHO-METOINYECKHE
JIOKYMEHTBI, TOCYJapCTBEHHBIE
CTaHJapTHI B chepe AeITEIHbHOCTH
OpraHu3aly; CTPYKTYPY OpraHHU3alnu,
PYKOBOJICTBO CTPYKTYPHBIX
MoApa3iesIeHui, HarlpaBiIeHUs
JIeATeTLHOCTH OpTaHU3alUH U
KOMIIETEHIIMHU CTPYKTYPHBIX
oApa3AeIeHU U JOJPKHOCTHBIX JIHII;
MpaBujIa IPOBEJICHUS U TEXHOJIOTHIO
BEJICHUS KOHTPOJISI HCTIOJTHEHUS
MIOPY4YEHUN PYKOBOIUTEIIS,;

CHCTEMBI DJIEKTPOHHOTO
JIOKYMEHT0000pOoTa, Oa3bl JaHHBIX,
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TpeOOBaHUS OXPaHbI TPY/Ia

YMeTh: COCTaBIATH U OPOPMIIATH
JIOKYMEHTBI, COJiepKallie TOPyYeHHs U
pacropsHKeHUsT PYKOBOIHUTES, BECTH
yueT NOpy4eHUil pyKoBOIUTEIIS,
NPUHUMATD PELICHUS B TIPOIIecce
paloThl, IPOU3BOAUTH AHAIIN3
UCTIOJHUTENIBbCKOM TUCIIUILIMHBI,
COCTaBJIATh AHAJTMTUYECKHE OTUYETHI U
CHPaBKU MO Pe3y/IbTaTaM UCIOTHEHHUS
MOPYYECHUH U PACIIOPSKECHUI
PYKOBOJIUTEIIS, TTOJIb30BATHCA
CHCTEMaMH 3JIEKTPOHHOTO
JIOKYMEHTOO000pOTa, TPUMEHSITh
BBIYUCIIUTENbHYIO TEXHUKY U
UH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH JUIsl 5KOHOMUYHOU U
palMOHAIBHONW OpPraHn3aluu
MH(OPMALIMOHHBIX NTPOLIECCOB
Buiasern: HaBbIKaMU JIOKYMEHTAJIbHOTO
oopMIIeHHS peICHUI PYKOBOAUTENS U
KOHTPOJISl UX MCIIOJIHEHMS,

OTIBITOM TOATOTOBKH OTYETOB O
BBINOJIHEHUH [TOPYUYCHUN U peIlIeHH
PYKOBOJUTENS, 3HAHUSAMH paOOTHI B
cUCTeME 3JIEKTPOHHOTO
JIOKyMEHT0000poTa

4. MecTO NPAaKTHKH B CTPYKTYpe
o0pa3oBaTe/ibHOI MPOrpaMMbl BbICIIEr0 00pa3oBaHus

[Tpou3BoacTBeHHass  MpakTHKa (KOMMYHHKAIIMOHHO-MH(QOPMAIMOHHAS  MPAKTHKA)
otHocutcsi K broky 2 «Ilpaktuka», «Yacte, popMupyemas ydyaCTHHKaMu 0Opa3oBaTEIbHBIX
OTHOIIEHW» W Oa3upyeTcss Ha JUCHMIUIMHAX 00pa3oBaTelbHOM MPOrpamMMbl BBICILIErO
oOpa3oBanusi 1o HampaBieHuto moarotoBku 45.03.01 «®Dumnonorus» HaNpPaBIEHHOCTH
(mpounb) «®Puiosnoruss B ITHOKYIBTYpPHOW U HMH(OpPMAIMOHHOW cdepax», a HMEHHO:
«[IpakTHKyM 1O OpraHu3ai HHPOPMAIMOHHO-T0KYMEHTAIIMOHHOM padoThI».

Jj1g ycTienmHoro NpoXo0sKAeHUS MPOU3BOACTBEHHON MPAKTUKKU 00YyJaroIIUics JOKEH:

3HaTh:

- CTPYKTYpY, 33/1auydl OpTraHu3alluyd U pachpeneneHne QyHKUUNA MEeXIy CTPYKTYPHBIMU
NOJpa3/ieJIEHUsIMU U CIIELIMAIUCTAMMU; [TPaBUJIa OpraHU3aluy IPUEMOB ITIOCETUTENEH;

- OJTHUKY JeJIOBOTO OOIIEHMs; MpaBWJia PEUYEeBOr0 HTHUKETa; JOKYMEHTAI[MOHHYIO
JMHTBUCTUKY U NPaBUjIa OCHOBHOI'O N3Y4aEeMOTO SI3bIKA;

- TpeOOBaHUS OXpaHbl TpyJa; MpaBWiIa 3allUThl KOH(MUIEHIMAIBHON CIyXeOHON
uHpOpMaINH;

- HOpPMaTHBHBIE IMpPaBOBbIE aKThl M HOPMATHBHO-METOJIWYECKHE JIOKYMEHTHI,
OTIpeIeNIAIONINE MOPSAIOK JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIIpaBIICHHS;

- COBpPEMEHHbIE NH(OPMALIMOHHBIE TEXHOJIOTUU pabOThI C JOKYMEHTAMHU.

YMers:

- OCYILECTBJIATh  OPraHU3allMOHHOE, JOKYMEHTAl[MOHHOE M  MH(POPMALMOHHOE
o0ecrieyeHne AeATeIIbHOCTH OPraHU3alHH;

- OpraHu3oBaTh pabOTy C MOCETUTENIAIMHU, MOJArOTOBKY, IIPOBEIEHUE U OOCIYKMBAaHUE
KOH(EpPEHTHBIX MEPOTIPHUATHUH;
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- BBITIOJIHATH KOOPAMHHUPYIOIINE U 00ecTieunBaroIue QyHKIUY;

- HCII0JIb30BaTh TEXHUUECKHUE U MTPOrPaMMHBIE CPEACTBA ISl POBEICHUS FOJI0COBOM UITH
BUJICO-KOH(EPEHII-CBSI3U; HUCIOJb30BaTh CPEJICTBA KOMMYHHUKAIIMOHHOW OPTTEXHHUKHU ISt
MoJTydeHus1, 00pabOTKH M mepeadu HHGOpMaIuu.

Biagers:

- HaBBIKAMH pabOTHI C HOMEHKJIATYPOH €]l OpraHu3aluu, BXOASIIUMH, UCXOIIIIUMH U
BHYTPEHHUMHU JOKYMEHTaMH; COCTABJICHUS ¥ OQOPMIICHHS HWH(POPMAITMOHHO-CIIPABOYHBIX,
OpPraHU3aIMOHHBIX, YIPABICHYECKUX JIOKYMEHTOB OpraHMU3alllK; MPOBEACHUS U 00CTYKUBAHUS
KOH()EPEHTHBIX MEPOIIPHSITHIA;

- MeToJamMH M ImpueMamMu oOpaOOTKM U mepenayd WHGOPMALUU, HCIOJIb30BAHUS
WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN TTpH paboTe ¢ JOKyMEHTaMH,

- 3HAHMSIMM O JIOKYMEHTHOM JMHTBHCTHKE, NpPaBUJIAX PYCCKOTO S3bIKa M JEJIOBOTO
ITHKETA;

- HaBBIKaMU paboThI [0 YUYETY, XpaHEHHIO U Tiepejaue B COOTBETCTBYIOIINE CTPYKTYPHbIE
MOJPa3ICICHUs TOKYyMEHTOB TEKYIIETO AEJIONPON3BOICTBA.

3HaHUSA, YMEHUS W HaBBIKU, IOJYYCHHBIE B pe3ylbTaTe MNPOXOXKIACHUS IPAKTUKHU,
UCTIONB3YIOTCS JUIA M3YYEHHs CIEAYIOUIMX YYeOHBIX AMCUUIUIMH JTAHHOH 00pa3oBaTebHOM
nporpaMMbl  BbIcHIero  oOpazoBaHusi: «OCHOBBI  MPOPECCHOHANBHOW  KOMMYHHKAIUHY,
«Putopukay.

5. MecTO0 1 CPOKH NPOBEAEHUSI MPAKTUKH

Opranuzanus NOpPOBEAECHUA  NPOU3BOACTBEHHONM  INPAKTUKU  KOMMYHUKAIlMOHHO-
UH(OpPMAIMOHHAS MPAKTUKU) OCYIIECTBISACTCS Ha OCHOBE JOTOBOPOB C OpraHH3aIHsSIMH,
JeSITeIbHOCTh KOTOPBIX COOTBETCTBYET NMPO()ECCHOHAIBHBIM KOMIIETCHIIMSM, OCBAWBAaEMBIM B
paMKax TaHHOM oOpa3oBaTeNbHON MpOrpamMMbl BhICIIEro oOpazoBaHus. [IpakThka mpoBOIUTCA
Ha 0a3e opraHuzauuil U NPeANpUATUN, BEAYIIUX JESITebHOCTh OMOINOTEK, apXUBOB, HayUYHBIX
UCCIIEIOBaHUH U pa3pabOTKOK B 001aCTH T'yMaHUTAPHBIX HAYK.

MIPOBOAUTCS Ha 0a3e (akynbTeTa pyCCKOW M UyBaLICKOW (UIIONIOTHH U KYPHAIUCTUKH, a
TaK)K€ B aJMUHHCTPATUBHO-YIPABIECHUYECKUX MOApa3felIeHUusAX YyBallICKOro rocyIapCTBEHHOIO
YHHUBEpPCUTETA.

IIpaktuka Juis oOy4aromUXcs € OrPaHUYEHHBIMH BO3MOXKHOCTSMHU 3/I0POBbS U
WHBAJINJIOB TPOBOJUTCA C YYETOM OCOOEHHOCTEH MX NCHUXO(PU3UYECKOTO pa3BUTHUS,
VHAVBUAYAJIbHBIX BO3MOKHOCTEN U COCTOSIHUS 3J0POBBSI.

[IpousBojcTBeHHass  MpakTUKa  (KOMMYHUKAallMOHHO-MH(GOpPMAllMOHHAS  IPAKTHKA)
npoBouTcs B 5 cemectpe. OO11ast MpoJ0IKUTENIEHOCTh MPAKTUKU COCTABIISET 2 HEJeIH.

@dopmoii aTTecTallMy MPAKTUKH SBISETCS 3a4eT C OUEeHKOH (auddepeHunpoBaHHBIN
3ayer). [lo wrToram 3ayera oOyd4aromeMmMycss MOTYT OBITh BBICTABICHBI OLEHKH «OTIUYHOM,
«XOpOUIO», «yIOBIETBOPUTEILHO» U «HEYIOBIETBOPUTEIHHO.

6. CTpyKTYypa U coiep:KaHue NPAKTHKHU

B cooTBeTcTBHM ¢ Yy4eOHBIM IUIAHOM JJISi OCBOCHHUS MPOTPaMMbI MPAKTUKH B yU4eOHOM
iaHe npeaycMorpeno 3 3.e./ 108 ak.u.

B tom uucie Ha
MPAKTHICCKYIO dopmupye-
Bunpl paboT Ha IpakTHKE, Tpynoewm- P y PMHPY
Ne Paznensr (aTarmsr) MMOJITOTOBKY U MEIE
BKITIOYAsi CAMOCTOSITEIBHYIO KOCTb,
/1 MPaKTUKA WHIUBUAYAIbHYIO KOMIICTCH-
paboty oOyJarommxcs qac
KOHTaKTHYIO paboTy, 05051
gac.
1. | Opranuzanus [TpoBenenue 9 4 VK-8
IIPAaKTUKH, OpTraHHu3allMOHHOI'O
MOATOTOBUTENBHEIN | cOOpaHusi, HA KOTOPOM
JTaIll OCBEHIAIOTCS IEJIN U
OCHOBHBIC 3aJa41
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n/o

Paznensr (3Tambn)
MPaKTHKA

Buner pabot Ha mpakTHke,
BKJIIOYAs] CAMOCTOSTEIILHYIO
paboTy o0yJaronIxcs

Tpynoem-
KOCTb,
qac

B toMm uncie Ha
MIPaKTHIECKYIO
MIOJTOTOBKY H
HMHIUBUIYAIBHYIO
KOHTaKTHYIO pabory,
yac.

Dopmupye-
MBbIE
KOMIICTEH-
1A

IPAaKTUKH, YKa3bIBAIOTCS
OTYETHBIE CPOKH,
pas3zaroTcs He0OX0IMMBble
MaTepHabl s
IPOXOXKJICHUS IPAKTUKH.
Odopmiienne Ha IPAKTUKY,
MHCTPYKTaX I10
03HAKOMJICHUIO C
TpeOOBaHUAMH OXPaHbI
TpyAa, TEXHUKH
0e301acHOCTH, MOXKAPHON
0Ee30IaCHOCTH, a TAKIKE
IpaBUIaMU BHYTPEHHET O
TPYAOBOTO pacropsiaKa
OpraHu3aluiy,
IIPEAOCTABIISAIOIIEN MECTO
JUIS IPOXOKICHUS
HPaKTUKH.

[Tony4yenue 3a1anus Mo
NPaKTHKE.

OCHOBHOI1 dTal

OOyuenue u pabora Ha
paboueM MecTe B KaueCTBE
MPAKTUKAHTA B
COOTBETCTBUH C
MHIUBUIYAIbHBIM
3aJJaHUEM.

3HaKOMCTBO C
OPTraHU3aIMOHHOMN
CTPYKTYpOil 00beKTa
IIpakTUKU. M3ydeHne
TEXHOJIOTHYECKON 1
HOPMAaTHUBHOMN
JIOKYMEHTAITUH.
3HAKOMCTBO C
WHCTPYKIUSMH,
PEKOMEHIAITUSAMH,
MaMsTKaMH,
CIIPaBOYHHKAMH,
U3JIaHUSIMU O0BEKTA
MIPAKTHKH, & TAKKE C
U3JIaHUSMU
BEJJOMCTBEHHOT'O
XapakTepa, UX u3y4eHue.
Co6op ¢akTUuecKoro u
JTUTEPATypHOTO MaTepuana.
AHanmm3 coOpaHHBIX
MaTepUaoB.

58

60

I1K-4,
[1K-5,
I1K-6,
IK-7

15




n/o

Paznensr (3Tambn)
MPaKTHKA

Buner pabot Ha mpakTHke,
BKJIIOYAs] CAMOCTOSTEIILHYIO

Tpynoem-
KOCTb,

B toMm gncie va
MIPAKTHIECKYIO
TTOITOTOBKY U

WHAWBHIYATbHYIO

Dopmupye-
MBbIE
KOMIICTEH-

paboTy o0yJaronIxcs gac

KOHTaKTHYIO pabory, U

qac.

Benenune noesHuka
MPaKTUKHU.

[1K-4,
I1K-5,
I1K-6,
I1K-7

[IpencraBienue 32 16
PYKOBOJUTEIIO MIPAKTUKU
coOpaHHBIX MaTEpPHAJIOB.
Beinonnenue
IPOM3BOJICTBEHHBIX
3aJlaHnM.

VYuyacTtue B pemeHun
KOHKPETHBIX
pohecCuOoHANBHBIX 3a/1au.
O6cyxnenue ¢
PYKOBOIMTENEM MPAKTUKH
MPOAEIAHHON YacTH
paboTHI.

3. | AHanmuTuueckuit
3Tall

I1K-4,
[1K-5,
I1K-6,
IK-7

CocraBlieHHE Ha OCHOBE 9 2
MIPOBEJICHHOTO
HCCIIEA0BaHNUs BEIBOIOB U
MPEII0KECHUN.

IToaroroBka oT4eTHOM
JIOKYMEHTAITHH.
Odopmrnenue oTyera mo
MIPAKTUKE B COOTBETCTBUH C
TpeOOBaHUSMHU.

Crnaga otdera o
MPOXOXKACHUU MTPAKTHUKU Ha
Kadeapy.

3ammuTa oTyera.

4. 3aKITFOYATEIIbHBINA
oTall

UTOT'O 108 82

HUTOTO, 3.e. 3

KonkperHoe coaepxkaHue NpPaKTUKH pPa3pabaThIBAETCsl PYKOBOAUTENIEM TMPAKTUKU
OT Kadenppl, OTBETCTBEHHON 3a OpraHu3alui0 W TPOBEJCHHE MPAKTUKA COBMECTHO
C PYKOBOJIUTENIEM MPAKTUKH OT NpouiibHON oprannzanuu. CojaepxaHnue MPaKTUKU OTPaxaeTcs
B 33JIaHUU Ha NMPAKTUKY CTYACHTY-TIpakTUKaHTY (dpopMma 3ananus B [lonokeHuu o mpakTuieckon
MOJArOTOBKE  OOYyYalOIIMXCs, OCBaMBAIOIIMX 0Opa30BaTelIbHbIE  MPOrpaMMbl  BBICIIETO
obOpazoBanusi B (heepaliIbHOM TOCYIAPCTBEHHOM OIOHPKETHOM O0pa30BaTEIbHOM YUPEKICHUU
BBICIIETO 00pa3oBanus «YyBalICKuii Tocy1apCTBeHHBIN yHUBepcuTeT MMeHu V.H. YibsHoBay).

BrinonHenue 3agaHust JODKHO o0ecTIeurBaTh 3aKpeIuIeHHe, paclIupeHnue U yriryoiaeHue
TEOPETUYECKNX 3HaHUN Mo naucuuiuinHe «[IpakTukym Mo opraHuzauuu HHQOPMAIMOHHO-
JOKYMEHTAITMOHHOW paboThI». 3aJaHue Ha MPAKTUKY JOJDKHO NPEIyCMaTpHUBATh JAOCTHXKEHHE
IUIAHUPYEMBIX Ppe3yJbTaTOB OOY4YEHHUs MpH MPOXOXKIECHUHM TNPAKTUKH, COOTHECEHHBIX C
pe3yibTaTaMHi OCBOEHUS 00pa30BaTeIbHOM NMporpaMMbl. B HeM 10JKHBI OBITH NTPEyCMOTPEHBI:

- coOmo/ileHNe MpaBUI TEXHUKHM O€30MacHOCTH, OXpPaHbl TPyla M MPOTHBOIOKAPHBIX
MEPOIIPHUATHH;
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- U3Y4YEHUE OPraHU3alMOHHON CTPYKTYphl W BHUIOB JEATEIBHOCTH YUPEXKIACHHUS,
CTPYKTYpbl H (yHKUMN JeNONpPOU3BOACTBEHHON CIYKOBI, JOKHOCTHBIX —OO0si3aHHOCTEH
COTPYAHUKOB 3TOHM CIIyObl, JOKYMEHTOB, pETJIAMEHTUPYIOUIMX JEATEIbHOCTh CIYXOBI,
YCIIOBUH Tpy/la WK JOJKHOCTHBIX 00S3aHHOCTEH J1e0MPOU3BOIUTENSA-JOKYMEHTOBE A,

- O3HAaKOMJICHHE C HOMEHKJIATypoH  JieJ, TOPSIKOM U  OCOOCHHOCTSMHU
JOKYMEHTUPOBAHUSA JIEATEIbHOCTU TMPEANPUATUS, C OpraHu3alueid JTI0KyMEeHTOoOOpoTa,
CHCTEMOM XpaHeHHs JOKYMEHTOB, UX Kiaccu(ukanuei u npaBuiaamMu GOpMUPOBAHUS JETT;

- IpUOOpeTeHNEe HAaBBIKOB 10 TIOJrOTOBKE A€ JJIs IIepeiaud B apXuB;

- U3y4E€HHE HOPMATUBHBIX MPABOBBIX AKTOB U HOPMATHUBHO-METOJIMYECKUX JTOKYMEHTOB,
OTIPEACIIAIOUIUX MOPSIIOK JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS YIIPaBIICHNUS;

- HCIOJb30BaHHE COBPEMEHHBIX HWH(POPMALMOHHBIX TEXHOJOTMH Tmpu pabore
JIOKYMEHTaMU;

- opranu3zanus paboThl C MOCETUTESMHU.

Paboumii Tpaduk (TuiaH) MpoBENEHHS] MPAKTUKUA COTJIACYeTCS C PYKOBOIUTEIEM OT
npoduibHoii opranu3aiyu ([Ipunoxenue 1).

7. ®@opMa OTYETHOCTH 1O MPAKTHKeE

®opmMoii aTTecTalMM TPAKTUKU SBISIETCS 3a4eT C OLEHKoH (auddepeHunpoBaHHbIHN
3a4ger). Ilo mToram 3adera oOydaroleMycCsi MOTYT ObIThb BBICTABJIEHBI OLIEHKH «OTJIMYHOY,
«XOpOILO», «YyIOBIETBOPUTEIBLHO» U «HEYAOBJIETBOPUTENbHO». [l MpoBEpKH KauecTBa
IPOXOXKJICHUS TNPAKTHKH, a TAKXKe MOJIY4YEHHBIX 3HAHUM, YMEHUH W HaBBIKOB, OOydarouiuecs
JOJDKHBI TPEACTaBUTh PYKOBOAUTENIO TMPAKTUKK OT Kadeapsl CIeaylolue MaTepuaibl U
JIOKYMEHTBI:

- NyTEeBKY OO0ydYarouierocs-npakTukaHTta, OQOPMIEHHYI0O B COOTBETCTBUH C
TpeOOBaHUSIMU M COZAEPXKAILYIO: OT3bIB OT MPOQMIBHON OpraHu3aluy, B KOTOPOW MPOXOJuiia
NPaKTUKa; ONUCaHWE TNpoJIeNlaHHOW oOyJaromumMmcst paboThl; OOILIYI0 OIIEHKY KauecTBa €ro
MOJTOTOBKH, YMEHHUSI KOHTAaKTUPOBATH C JIFOJIbMU U aHAJIM3UPOBATh CUTYalIUI0, YMEHUS paboTaTh
CO CTaTUCTHUYECKUMH JaHHBIMU U T.11.;

- oTyeT oOyuarollerocs-NpakTUKaHTa O TMpoJeNaHHOM paboTe BO  BpeMs
MPOXOXKACHUSI TPAKTUKU C YKa3aHUEM IOJYYEHHBIX HOBBIX 3HaHUMN, YMEHUN U HABBIKOB.

Otuér oOyuaromerocs-mpakTUKaHTa IO TpPaKTHUKE JODKeH ObITh Oo(OopMIIEH B
COOTBETCTBUH C MexrocynapctBeHHbIM ctangaprom ['OCT 7.32-2017. Otyer oOydaromierocs-
IIPAKTUKAHTa 110 IPAKTUKE PELEH3UPYETCd W OLEHUBAETCS PYKOBOJUTENIEM IPAKTUKU OT
Kadepbl, OTBETCTBEHHOM 3a opranu3aluio u nposeaenue npaktuku (I[Ipunoxenue 3).

TpebdoBanusi K 0(p)OPMIICHUIO OTHYETA

Tekct pacnonaraercs Ha OJHOW CTOpoHE JucTa Oenoit Oymarum Qopmara A4 u JOMKEH
COOTBETCTBOBATH CJIEAYIOLUIUM TPEOOBAHUSAM:

- opopmusiercs mpudrom Times New Roman;

- BbIcOoTa OYKB (Keryb) — 14, HauepTaHue OyKB — HOPMAJIbHOE;

- MEXCTPOYHBII MHTEPBAJ — MOJIYTOPHBI;

- (popmaTtupoBaHue — MO HIHPUHE.

[Tapamerps! cTpanuisl: BepxHee nose — 20 MM, HukHee — 20 MM, JieBoe — 30 MM, paBoe —
10 mm.

O6wem pabotel B mpenenax 10-15 ctpanun. CTpaHHUIBI OTYETa CIEAYyeT HYMEpOBaTh
apaOckuMu 1udpamu, coOnoaas CKBO3HYIO HyMepaluio Mo BceMy TeKcTy pabotel. Homep
CTPAHMIIBI MPOCTABISAIOT B CEpeAMHE BEPXHEro Mot 0e3 TOYKM B KOHIE. TUTYJIbHBIN JHCT
BKJIIOYAETCS B OOLIYI0 HyMEPALUIO CTPAaHUIL] pa0OThl, HO HOMEpP CTPaHUIIbl HE TPOCTABIISAECTCA.

Juarpammbl, TpaQuKu, CXEMbl, YepTexH, (poTorpaguu U Ip. UMEHYIOTCS PUCYHKAMHU,
KOTOPbIE HyMEPYIOTCS TIOCJIE0BATEIbHO CKBO3HOM HyMepanuel 1o pUCyHKOM; TEKCT Ha3BaHUs
pacrionaraercst BHU3Yy pucyHka. LludpoBoii Marepuasn, MOMEUICHHbIH B OTYETE, PEKOMEHIyeTCs
obopMIIATh B BHUAE TaONMWIl, KOTOpPHIE TaKXe HYMEpPYIOTCS apaOCKumu I1udpamMu
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HocJe0BaTeNbHO. Bce Tabmuipl MODKHBI MMETh COAEP)KATENBbHBIA 3arojoBOK. 3arojoBOK
nomMemiaercst moj cioBoM «Tabmuua» Haj COOTBETCTBYHOLIEH Tabmuued ¢ LUPPOBBIM
MaTepUaIoM.

[Tpunoxenus oQoOpMIIAIOTCA KaK HPOJOJDKEHHE OT4YeTa Ha IOCIEAYIOIIUX €ro
CTpaHMIIAX, KOTOpble HE HyMepyloTcs. Kaxmoe mpuiaokeHne HauWHAIOT ¢ HOBOM CTpaHUIIBI, B
IIPaBOM BEpXHEM YIJy KOTOPOH yKa3blBalOT cjoBO «[IpmiokeHue» ¢ mocienoBaTesbHON
HyMepanueil apabckumu mmdpamu, Hanpumep, «llpunoxenue 1», «[Ipunoxenue 2» u T.1.
Kaxnoe npunoxeHue J0JKHO UMETh TEMAaTUUYECKUI 3aT0JIOBOK, OTPAXKAIOLIUNA CYTh TIOKYMEHTA.

OTuer 0 NpaKTHKE 3ALUINAETCA IEpel PYKOBOAUTENIEM IPAKTUKU M 3aBEIYIOIIUM
Kadeapoi.

OTuer mnpomMBAaeTCS M CKPEIUIAETCS TMeYaThio MNPEeanpusaTHs — O0a3bl MPaKTHKH,
HOJIKMCHIO PYKOBOJAMUTENS IPAKTUKU OT MPEANPUATHS, TOJIUCHI0 00yUaroIIerocs-lpakTuKaHTa,
Ha THUTYJIBHOM JIMCTE MPOCTABISIOTCS MOAMUCH PYKOBOAMTENS NPAKTUKH OT Kadeapsl H
3aBefyrouiero kadeapoii.

JIHEBHUK TPAaKTUKU BeIETCS OOYJarOIIUMCS U SIBISETCS 00s3aTENbHBIM OTYETHBIM
JOKYMEHTOM Ajisi oOyuarouierocs. B 1HEBHUK NMpakTHUKK HEOOXOIUMO €KEIHEBHO 3alMChIBATh
KpaTKUE€ CBEJIEHUS O IpOJEJIaHHOM B TeueHue AHs pabore. 3amuCH O BBINOJIHSIEMON padoTe
JIOJKHBI OBITh KOHKPETHBIMU U 3aBEPAIOTCS MOAMUCHIO PYKOBOJUTENS MPAKTUKH (ITPAKTUYECKUM
pabotaukom). C ero paspemieHus 00yJarouuics OCTaBIsIET Y Ce0sl COCTABIIEHHBIE UM IPOEKTHI
JIOKYMEHTOB, OTMEYAeT B JIHEBHUKE BCE BO3HHMKAIOIME BOIPOCHI, CBSA3aHHbBIE C pa3pelieHHEM
KOHKpPETHBIX Jiel. BeneHume Takux 3amucedl BHOCIHEACTBUM OOJErdyuT OO0yYaromemycs
COCTaBJIEHUE OTUYETA O MPOXOXKAECHUH ITPAKTUKH.

JIHEBHUK CKpEIUIAETCS TOJNHUCAMU PYKOBOJUTENS MPAKTUKH OT OpraHu3alid MU
o0yyaroIerocs-npakTHKaHTa.

8. ®oH O11eHOYHBIX CPEACTB sl POBe/ieHUs] TEKYIero KOHTPOJIS yCIeBaeMOCTH U
NMPOMEKYTOYHOM aTTecTAMU 00y4al0IIHUXCS 10 MPAKTHKE

8.1. ®oH/ OLIEHOYHBIX CPEICTB

B umemax ofecredeHnss caMOCTOATENBHOM paboThl oOydwaromuxcs B Ipolecce
NPOXOXKACHUST NPAaKTHKU  pykoBoauTenb mnpaktuku ot PI'BOY BO  «UyBamickuit
rocynapcTBeHHbI yHuBepcuteT umenn W.H. YipsHoBa» nepes HampaBieHHEM OOy4aroIIuXcs
IIPOBOAMT OPraHU3AllMOHHOE COOpaHue, Ha KOTOPOM O0ydaroliuecs MpOXOASIT UHCTPYKTAX I10
MPOXOXKACHUIO TIPAKTUKM M IOJY4alOT KOHKPETHBIE PEKOMEHAALUU II0 BBIITOJIHEHUIO
COOTBETCTBYIOIIMX BHIOB CAMOCTOSITENIbHON paOOTHI.

Texymue KOHCynbTallMM, B TOM YHCJIE U IO CAMOCTOSITENIbHOW paboTe, oOyuaromuecs
noiay4daroT y pykoBomutened mnpaktuku oT PI'BOY BO «Yysamickuii rocyaapCTBEHHBIN
yHuBepcuteT uMenu M.H. YibsHoBa».

OTnenpHBIN MTPOMEXKYTOUHBIN KOHTPOJIb IO pa3zesiaM MPaKTUKH He TpeOyeTcs.

OCHOBHBIM ~JTOKYMEHTOM, XapaKTepH3YIOIUIMM paboTy oO0ydaroumerocs BO BpeMs
MIPAKTHKH, SIBIsIETCS oTYeT. B oTuere 00001aeTcs U aHAIU3UPYETCS OMBIT MPOU3BOJCTBEHHON
NEeSITeIbHOCTH OpTraHU3alllM, OTpa)kaeTcsl JIMYHOE YYacTHe oOydaroumierocs B pelIeHUH
MIPOM3BOJICTBEHHBIX 3a/ad W OOIIECTBEHHON >XU3HU MPEANpUATHS B TMEPUOJ MPOXOKIECHUS
OpakTUKU. B mporecce NpPOXOXKAECHUS MPAKTUKA OOYHYaIOIIMMCSA-IPAKTUKAHTOM BeEJETCA
JTHEBHUK TMPAKTUKH, B KOTOPOM (UKCHpYeTCs BUA M HPOJOHKUTEIBHOCTH JEATEIbHOCTH B
IIPOLIECCE BBINOJIHEHUS 3aJaHMs IO INpPaKTUKE. JIHEBHUK SBIETCA HEOTHEMIIEMOW YacCTbIO
oTyeTa 1o npaktuke. PabounMu ToOKyMeHTaMu sl COCTaBJIEHMs OTUETa TaKKe CcIykaT paboune
MaTepuaibl W JOKYMEHTbl NPO(QHIBLHONW OpraHu3alliy, pa3pelieHHble Uil H3y4eHHUS U
UCIIO0JIb30BaHUs 00y4JarolemMycs-npakTukaHTy. O0beM U cofepikaHue MpeJICTaBIsIEMON B OTYETE
UH(OPMALIUHU IO BBITOJHEHUIO HHIUBUIYAIBHOTO 3aJaHUs KQXKIBIM 00yYaroIUMCs yTOUHSAETCS
C PYKOBOJUTENISAMH ITPAKTUKH.
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Conepxanue oT4eTa JODKHO OTpakaThb NOJTHOTY pealu3aliil OCHOBHBIX 3a/ad
npakTuki. OCOOCHHO TOAPOOHO MPUBOIATCS PE3yIbTAThl BBIMOJHEHNUS HHAWBUAYAJIHHOTO
3aganust. OTYET O MPAKTHKE JIOJKEH COCTOATH U3 CIEAYIOINX OCHOBHBIX Pa3eiioB:

1) omucanue yupexxaeHus U 0a3bl IPAKTHKY;

2) byHKIMOHANBHBIE 005S3aHHOCTU OOYYAIOIErocs BO BPEMs HMPOXOXJICHHS IPAKTHUKH,
PACKPBIBAIOIIE CTPYKTYPY €T0 IPOU3BOICTBEHHON EATEIBHOCTH U YCIIOBHS PAOOTHI;

3) O3HAaKOMJICHME C OpPraHU3alMOHHON CTPYKTYpOll UM BHJaMU J€ATEIbHOCTH
OpraHM3aluy, CTPYKTYPOH M (YHKIHMSIMHU JEIONPOU3BOACTBCHHONW CIYXOBI, C JOJKHOCTHBIMH
0053aHHOCTSIMH  COTPYJHHKOB  3TOH  CHYXOBI, JOKyMEHTaMH, pEriJaMEeHTUPYIOIIUMHU
JEATEIIFHOCTh ~ CIY)KOBI,  YCIOBUSIMH  TpyAa WIM  JIOJDKHOCTHBIMH  OOS3aHHOCTSAMH
JIeNTOTIPOU3BOAUTEINS-OKYMEHTOBE/IA;

4)  o3HaKOMJIGHHME€ C HOMEHKJIATypoH  JieNl, TMOPSJIKOM H  OCOOCHHOCTSIMU
JOKYMEHTHPOBAHUS JICATEIBHOCTH TMPEONpPUATHS, C OpraHu3aluell JOKyMEHT0000poTa,
CHCTEeMOH XpaHEHMs JOKYMEHTOB, MX KJacCH(UKalued W MpaBwiIaMH (OPMHUPOBAHUS A€ U
MOJTOTOBKH UX JUIS TIepe/Iadr B apXUB;

5) u3yueHre HOPMAaTHBHBIX MPABOBBIX aKTOB M HOPMATHBHO-METOANYECKUX JOKYMEHTOB,
OTIPENIENAIONINX TOPSI0K TOKYMEHTAIIMOHHOTO 00ECIICUeHUS YIPaBICHHUS;

6) OomucaHHE WCIIOJIB30BAHUS COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHH PabOTHI C
JOKYMEHTaMHU;

7) IHEBHHK IIPAKTUKHY;

8) BBIBOIBI U TPEIIOKCHHUS

9) nurepatypa;

10) npuIokKEHUS K OTUETY.

K oryery cnenyer npuiaokuTh HEOOXOAWMMBIE HILUIIOCTpAlMUM B BUAE (oTorpadui,
ACKU30B, PHUCYHKOB, TpauKu, CXeMbl, TAOIUIBI M JPYyTHe MaTepualbl, WLTIOCTPUPYIOIINE
coJiepKaHre OCHOBHOM yacTu oTyera.

ATTecTansi TIO WTOTaM TPAKTUKH TIPOBOIMWTCS HAa OCHOBAaHWUU O(GOPMIICHHOTO B
COOTBETCTBUM C YCTAHOBJICHHBIMH TPEOOBAHUSAMHU MMCbMEHHOI'O OTYETA M OT3bIBA PYKOBOIUTENS
npakTukd. OT4eT 1O TPAKTUKE COCTABISETCS WHAMBHIYATHHO KAXKIBIM OO0YYarOIIUMCS.
PykoBoauTenb MPOBOAWUT OLEHKY CGHOPMHPOBAHHBIX YMEHUH U  HaBBIKOB, CTEMEHb
OTBETCTBEHHOCTH, CaMOCTOSITEIbHOCTH, TBOPUYECTBA, HMHTEpeca K pabore W Jp., KOTOPYIO
u3jaraeT B OT3bIBE.

OTuer TpoOBEpsETCS PYKOBOIHWTEIEM TPAKTHKH OT Kadeaphl, OpPraHW30BHIBAIOIICH
NPOXOXKJICHUE NPaKTUKU. [lanee 0Oydaromuiics 3aluiaeT oTyer.

Jlnsi BBISIBIGHUS. PE3YJIbTaTOB OOYYEHHS HCIIONB3YyeTCs coOeceloBaHHE — CPENCTBO
KOHTPOJIS, OpPraHM30BaHHOE KaK CIelMaibHas Oecela npernoaaBaress ¢ 00y4JaromyuMes Ha TEMBI,
CBSI3aHHBIE C TPOW3BOJACTBEHHOW TMPAKTHKOW, W pPACCYMTAaHHOE HA BBUICHEHHE YPOBHSA
c(OPMHPOBAHHOCTH KOMIIETEHIMH, OO0beMa 3HaHUM OOydYalolerocs MO ONpPEIAeICHHOMY
pasneny, TeMe, mpoliaemMe | T.1I.

NoNe Haumenosanue pabot Cpencra TeKynero KOHTpoJIs Hepeucis
KOMITETEHIIUH
1 O3HakoMIIeHHE C 0a30i KoMIuiexTt 3amanuii Ha VK-8, I[IK-4, IIK-5,
[IPAKTUKHU, OPTaHU3allMOHHON | IIPAKTUKY [K-6, I1K-7
CTPYKTYPOU U BUJIAMH
JESATENIBHOCTH YUPEXKICHUS,
CTPYKTYpPOH U QyHKIMAMU
JIEJI0OTIPOU3BOICTBEHHOM
CITYKOBI
2 Brimonaenue padot mo KomMmmiext noka3arenei VK-8, I[IK-4, IIK-5,
00CIIeI0BaHUIO KOHKPETHOM pE3yIbTaTOB OCBOCHUS [IK-6, TIK-7
MIPEAMETHOM 00JIaCTH B 3aaHuNA
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COOTBETCTBHUH C BBIJAHHBIM
3aJaHNuCM

3 3amuTa oT4eTa Mo MpaKkTHKE JIHEeBHUK ITPaKTUKH VK-8, I1K-4, T1K-5,
(uaauBuayansubie v Tunossle | [1K-6, TTIK-7
3aJ]aHus TI0 MIPAKTHKE); OTYET
0 MPOXOXKJICHUU IPAKTUKH,
BBITNIOJTHEHHBIE JOKYMEHTHI 10
MPAKTHYECKUM paboTam)

8.2. 3ajanus HA IPAKTHUKY.

8.2.1. Hnoueuodyanvnule 3a0anua no npakmuke

[Ipon3BoacTBEHHAs NPAKTHKA HAYMHAETCS B YYPEKIECHUU C BBOJHOIO MHCTPYKTaXa,
NEPBUYHOTO MHCTPYKTaKa Ha pabodnmx MecTax, ¢ OOy4eHHS KOHKPETHBIM MpPaBUJIaM TEXHUKHU
0€30I1aCHOCTH Ha pabo4uX MecTax ¢ 0(OPMIICHMEM COOTBETCTBYIOLIUX JOKYMEHTOB.

OTBETCTBEHHOCTh 3a OpraHU3allMIO0 IIPOU3BOJCTBEHHBIX NPAKTUK Ha NPEANPUSATUH, B
OpraHM3alMH, YUPEKIECHUU BO3JIAracTCs Ha PyKOBOAMUTENS OpraHU3aluy.

OOyuaromuiics pu NPOX0KICHUU PAKTUKU 00sI3aH:

- IIOJIHOCTBIO BBINOJIHATH 3a1aHus, IIPEyCMOTPEHHBIE IPOrPaMMOi PAKTUKH;

- MOAYMHATHCA JCHCTBYIOLUIMM Ha MPEANPUATHH, B YUYPEXKICHUU WIA OpraHUu3aluu
IIPaBWJIaM BHYTPEHHETO TPYIOBOI'O PaCIOPsAIKa;

- U3Y4YUTb U CTPOro COONI0JATh IPaBUIIa OXpaHbl TPyJda U IOXKapHOW 0€30MacHOCTH,
TE€XHUKU 0€30IaCHOCTH U NMPOU3BOJCTBEHHON CaHUTApUH;

- HECTH OTBETCTBEHHOCTh 3a BBINOJHIEMYIO pabOTy M ee pe3yibTaThl HapaBHE CO
IITaTHBIMU paOOTHUKAMU;

- IPEAOCTaBUTh CBOEBPEMEHHO PYKOBOUTEIIO MPAKTUKN JTHEBHUK, TUCbMEHHBIN OTYET O
BBITIOJTHEHUH NTPAKTUKU U CIATh 3a4ET.

CopepxaHve MNPAaKTUKM OTpakaeTcs B 3aJaHUM Ha NPAKTHKYy oOyuarouemycs-
IIPAKTUKAHTY.

3ajaHue Ha TMpPaKTUKy JOJDKHO HpelycMaTpuBaTh JOCTH)KEHHE IUIAHUPYEMBIX
pe3yabTaToOB O0YUYEeHHUs MPH MPOXOXKACHUHU MPAKTUKU, COOTHECEHHBIX C pe3yJbTaTaMH OCBOCHHUS
00pa3oBaTesbHOI MporpamMmbl (KOMIIETEHIIUSMU).

3amaHMe Ha TMpPakTUKY (QOPMYNHUpYEeTCsl € Y4YeTOM OCOOEHHOCTEH M XapakTepa
JeSITeIbHOCTH NPO(PUILHON OpraHu3aluy.

B nensx moBeimeHus 3¢(eKTHBHOCTH MPOM3BOACTBEHHOM MPAKTUKH, JUIS MOTYYEHUS
OyayumuMmH crienuanucraMu Oosiee TiyOOKMX 3HAHMW M MPAKTHUYECKUX HABBIKOB KaX bl
o0yyaromuicss WHAMBHUIYATbHO IMPOpadaThIBaeT OTAENbHBIE BOIPOCHI Mporpammbl. Kaxmomy
oOydaronieMycsi Ha TMepuoJl MPAaKTUKH BbLAAETCS WHAMBHIyallbHOE 3aJaHue. BolmonHeHue
WH/IMBUYaJIbHBIX 33/1aHUH SABISETCS HEOOXOAUMON COCTAaBHOM YacThiO pabOTHI 00Y4arOIIerocs.

Copep:xaHre MHAUBUIYAJIbHBIX 33JaHUN ornpeaenseTcs padouel mporpaMMoil MpakTUKH
U OCOOCHHOCTSIMH JaHHOM 0a3bl MPAKTUKU. TeMbl WHAMBUIYAIbHBIX 3aJlaHHH COCTABISIOTCS
PYKOBOJIUTEEM OT Y HUBEPCHUTETA.

OOyuaromuiicss JOJKEH B MUCbMEHHOM BH/JIE 3a()MKCUPOBATH OCHOBHBIE CBEICHUS:

- COOJNIOJIeHHE TMpaBUJI TEXHUKU OE30MaCHOCTH, OXpaHbl TPyAa M MPOTHUBOIOKAPHBIX
MEPOIPHUATHH;

- U3yYyeHUE OpPraHU3alMOHHON CTPYKTypbl M BHIOB JESITEIBHOCTU YUPEXKICHUS,
CTPYKTYpbl U (YHKUUH JIEJONPOU3BOJCTBEHHOW CIIYy>KOBI, JOJDKHOCTHBIX 00s3aHHOCTEH
COTPYAHUKOB 3TOM CIIy*Obl, JOKYMEHTOB, PEINIAMEHTUPYIOUIMX JEATEIbHOCTh CIYXOBI,
YCIIOBUH TPyJla UM TOJDKHOCTHBIX 00513aHHOCTEH JEeTI0NPON3BOAUTENSA-IOKYMEHTOBEA;

- O3HAaKOMJICHHE ¢  HOMEHKJIATypoH  [Jel, TMOpAAKOM M  OCOOEHHOCTSIMHU
JOKYMEHTHPOBAHUS JCATEIHOCTH MPEONpUATHs, C OpraHu3aluedl JOKyMEHT0000poTa,
CHUCTEMOW XpaHEHUs JOKYMEHTOB, MX KiIaccU(pUKalued, mpaBuiaMu (OPMHUPOBAHUS JENI U
MOATOTOBKH €)1 AJIs IEPEJaul B apXUB;

20




- U3y4YEHHE HOPMATUBHBIX IIPAaBOBBIX AKTOB U HOPMAaTHUBHO-METOAMUYECKUX JTOKYMEHTOB,
OIpeIeNAIOIUX HOPSI0K TOKYMEHTALIMOHHOIO 00eCIIeYeHNs YIIPaBICHHUS;

- HCIOJB30BaHME COBPEMEHHBIX HMH(POPMAIMOHHBIX TEXHOJIOTMH Tmpu pabore ¢
JIOKyMEHTaMHU;

- OpraHu3anus paboThI C TOCETUTEIISIMHU.

OOyuaronmuiicss KaJbplid JI€Hb 3aloJIHAET JHEBHUK IPAKTUKU, B KOTOPOM (PUKCHUpPYET
CTETIEHb BBIMOJHEHUS 33/JaHUSl KAXAOTO JHA. B KOHIlE MPaKTUKKW OOYYaIOUIHICS COCTaBIISET
OTYET O MpPaKTHKE, KOTOPBIA BKIIOYAET B ceOsl BCE ATAIlbl M MEPONPUATHS, 3allJlaHUPOBAHHBIE
IPOTPaMMOI PAKTHKH, U BBITIOJHEHUE (MJIM HEBBIITOJHEHHUE) UX 00yYarOIIUMCS ¢ 00bSICHEHHEM
IIPUYUH HEBBIITOJIHEHUS.

8.2.2. Tunoegvie 3a0anusa no npakmuke

1. Benenne u ohopmiIeHHE THEBHUKA ITPAKTUKH.

2. IlpoxoxaeHne WHCTPYKTaka 1O O3HAKOMIICHUIO C TPEOOBAaHUSIMH OXpaHbl TPYa,
TEXHHUKHU 0€30M1aCHOCTH, MOKapHON OE30MacCHOCTH, a TAaK)Ke MPaBUIIaMU BHYTPEHHETO TPYAOBOTO
pacropsiika opraHu3aIu, MPeOCTABIISIIONICH MECTO JIJISl TPOXOKICHUS MPAKTUKH.

3. BrimonHeHue 3a1aHuid.

Cooeporcanue 3a0anuii:

Tema 1.1 O0mas XxapakTepUCTHKA OPraHU3aluM M ee OPraHu3aNMOHHO-TIPABOBOI
¢popmbI.

CocraBuTh XapaKTEPUCTUKY OpraHu3aluu (HauMeHOBaHUE OpraHu3aluy,
MECTOHAXOXKACHUE, PEKUM pabOThl OpPTaHU3AIMH; OPTaHW3alMOHHO-TIPaBOBasi Gopma, BpeMs
CO3J]aHUsl U PEruCTpPALMM UCCIEAYEMOM OpraHW3alliM; BUJ ACSITEIBHOCTHU B COOTBETCTBHUM C
VYcraBom opranuzanun). U3yduth HOpMAaTHBHO-TIPABOBYIO JOKYMEHTAIIMIO, UCIIOIb3YyEMYIO IS
OpraHu3ali JTOKYMEHTAllMOHHOTO obOecnedeHust ynpaBieHus. B kadecTBe NpuiioKeHUi
IPEJICTaBUTh KOMUH YUPEAUTEIbHBIX TOKYMEHTOB.

Tema 1.2 Opranu3zanMoHHasi CTPYKTYPa yNPaBJCHHS OPraHM3anMeil.

W3yunth  OpraHuM3allMOHHYIO  CTPYKTYypy  yupexnaeHus.  CocTaBUTb  cXeMy
OpPraHU3alMOHHOM CTPYKTYpPBI; U3YYUTh IITATHYIO YHCIEHHOCTb.

[IpoBecTn aHanmM3 IITATHOTO pAaclUCaHUs, JOJDKHOCTHBIX WHCTPYKUUN CceKpeTaps
(apxuBapuyca/aesonpou3BOUTENS ), OTIPEIIUTh COOTBETCTBUE KOJIMYECTBA (DYHKIIUH.

O3HaKOMUTBCS € TPYAOBBIMHU JIOTOBOpaMH paOOTHUKOB, JOKYMEHTaMH IO KaJpOBOM
HNOJUTHKE (IIPUKA3aMU IO JIMYHOMY COCTaBy, JIMYHOM KapTOUYKOM, TPYHOBBIMH KHHXKKAMH),
MOJIO)KEHUEM O CTPYKTypHOM mnonpaszzieneHuu. Crenarb 3akiIIOYEHHE O COOTBETCTBMM 3THUX
JIOKyMEHTOB HOpMaM TpynoBoro Kojaekca u IeHCTBYIOIIEMY 3aKOHOIAaTENbCTBY.

[Ipunoxxuth cxemy OpraHW3allMOHHOW CTPYKTYPBI YHpPAaBIIEHUS, KOMUU CTPYKTYpbl U
IITAaTHOW  YWCIIEHHOCTH,  JOJDKHOCTHBIX  WHCTPYKIHMH  cekperaps  (apxuBapuycal/
JIEJIONPOU3BOJUTENS), MOJOKEHUS O CTPYKTYPHOM IMOJApA3JeNeHUH, MPUKA30B IO KaJpoBOMH
MIOJINTUKE, JINYHOW KapTOUYKH, 3aIIUCEN B TPYJOBOU KHHMIKKE.

Tema 1.3 Opranuszauusi J0KyMEeHTO000pPOTAa B OPraHU3alH.

[TpoBecTn ananu3 3TarnoB 00pabOTKHU BXOASAIINX, UCXOASALINX, BHYTPEHHUX JTOKYMEHTOB
B opranuzauuu. M3yuutb Gopmbl perucTpaluu JOKyYMEHTOB, MOPSAIOK MPOBEAECHUS KOHTPOIS
VCIIOJIHEHUS JOKYMEHTOB, CPOKOB MCIIOJIHEHUS JOKYMEHTOB B opranusauuu. lIposectu ananmms
dbopMupoBaHus HUHPOPMAILIMOHHO-CIIPaBOYHOM KapToTeku. CocTaBUTh NMPUMEPHBIN NepedyeHb
JOKYMEHTOB OpraHU3allii, UCIOJHEHUE KOTOPBIX JOJKHO KOHTPOJUPOBATHCS, U TOKYMEHTOB,
NOJJIeKaMX M HemoJUlekauux  perucrpauuu. [lpunoxuts  xomuio  (parMeHToB
perucTpanoHHbIX (opM (KypHaJIbHasl, KAPTOUHAs, SJCKTPOHHAs).

Tema 1.4 Oprann3auMoOHHO-PACIOPSAUTEIbHAS JOKYMEHTAIMS.

ITpoBectu ananu3 odopmieHus: OJAHKOB JOKYMEHTOB, HCIIOJIb3YEMbIX B OpraHH3allHH.
[IpoBectn aHanu3 OGOPMIICHHS  PACTIOPSAIUTEIPHOM H  CIPAaBOYHO-UH(OOPMAITMOHHON
nokymenTtaruu. Cienarpb 3aKJII0YeHUE O COOTBETCTBHM O0(OPMIICHUS JOKYMEHTOB TPEOOBAHHIM
CTaHJapTa.
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B kauecTtBe NpUIIOKEHUM NPENCTaBUTh KONUU IIPUKA30B, PACHOPSKEHUM, IIPOTOKOJIOB,
aKTOB, CJIy’K€OHBIX ITMCEM, CIIPABOK, JOKJIAJHBIX 3alMCOK.

Tema 1.5 ®@opmupoBaHHe AOKYMEHTOB B Jiejla M NOArOTOBKAa K Iepefade Ha
apXHBHOE XpaHEHHe.

W3yunth mnopsaok (opMupoBaHHsS M TmpaBwiia O(QOpPMIICHHS [€1 B OpraHU3allUu.
N3yunTh cocTaBiIeHUE 3ar0JI0BKOB /1€ U 0pOpMIIEHHE OOJI0XKKH JIeJ1a, COCTaBICHUE BHYTPEHHEH
OTKCH JTIOKyMEHTOB jena. [IpoaHanu3npoBaTh NOpsAI0K OPOPMIICHHUS JOKYMEHTOB, CIaBACMbIX B
apxuB, GopM omuceldl W aKTOB NpH Iepefadyu Jiesl B apXuB JOKyMEHTOB. IIpoananusupoBarhb
HOPSI0K (POPMHUPOBAHUS TUYHOTO JIENIa.

B kauecTBe NmpuIIOKEHMs NPEACTaBUTh KONMUU  (OpM OIHUCEH, BHYTPEHHHUX OIMCEH,
JIMCTa-3aBEPUTEIISL.

Tema 1.6 CucremaTuszaums jes U odecriedyeHrue TeKyero XpaHeHus aeJl.

[Ipoananu3upoBaTh MOPSIOK  COCTaBIEHHUS HOMEHKIATYphl JI€1  CTPYKTYPHOI'O
HOJpa3/ieNIeHusl, TOPSJIOK BbIJAYM JOKYMEHTOB U Jell, IpaBuia O(OpPMIIEHUS BbLIAuU
JIOKYMEHTOB M JIeJl BO BPEMEHHOE Mojb30oBaHue. [IpoaHanu3upoBarh MOPSAOK ONEPATHUBHOIO
XpaHEHUs JOKYMEHTOB. B kadecTBe MpWIOKEHHs MNPEACTaBUTb HOMEHKIATYpy JAel
CTPYKTYPHOTO MOJpa3/ieJeHUs, KOMUIO BHITUCKHA O BbIJIAYM JOKYMEHTOB, JINCTA-3aMECTUTEIS.

Tema 1.7 be3dgoxkyMeHTHOe 00C/Iy’)KMBAHUE PYKOBOTUTEJIS.

[InanupoBanue pabGouero AHS cekpeTaps U pykoBoguTens. OTmnpaBka M IOJy4YEHHUE
COOOLIeHNH IO pa3InYHbIM KaHajdaM cBsA3H. IIpoaHanu3upoBaTh MJIaHUPOBAHHE U OPraHU3ALUIO
paboyero Mecra ceKperapsi W PpYKOBOJIUTENS COIVIACHO JSPrOHOMHUYECKMM HOpMam U
TpeboBanusM. IlpoananusupoBars o¢dopMIIEHHE JAOKYMEHTOB JJsi KOMAaHIUPOBOK BHYTPHU
cTpanbl. llepeunciuTe cocTaB OPrTEXHUKM W KOMIIBIOTEPHBIX IPOTPAMM, MCIIONb3YEMbIX B
opraHuzanuu Juis oOpabOTKM JOKYMEHTOB M JaHHBIX. B kauecTBe NMpUIIOXKEHHS MPEICTaBUTh
KONMIO MpHUKa3a O KOMaHAMPOBKE, TeneOHOrpaMMbl, IUIaH pabodero JHS CceKperaps
(apxuBapuyca/Ieonpou3BOUTENS ), CXeMY pabouero Mecta ceKkperapst U pyKOBOJIUTENS, KOMUs
(GOopMBbI 3aMCH TOCETUTENIEH HAa TPUEM K PYKOBOJUTEIIO.

Tema 1.8. IlpoBenenme »HKcnepTH3bl LHEHHOCTH M O(QopMiIeHHE Pe3yabTATOB
IKCIEPTHU3bI.

[Ipoananu3upoBaTh TMOPSJOK MPOBENEHUS HKCHEPTH3bl LEHHOCTH M O(OpMIIEHUs
pe3ylnbTaToB JKCHEepTU3bl. B KauecTBe MNPWIOKEHUH NPEACTaBUTh aKT O BbUIECICHUH K
YHUUYTOKEHHUIO; MPOTOKON 3acenanuss DK, akT npuema-mepenaun JOKYMEHTOB Ha XpaHEHHE,
IPUKA3 O CO3JJaHUH SKCIIEPTHON KOMUCCHH.

Tema 1.9 CocraBieHHe Hay4YHO-CHIPABOYHOIO amnmnapara apxuBa W Be/leHHe
CIIPABOYHO-MHPOPMALMOHHON PadoThI.

W3y4uTh OpraHu3alyi0 HCIOJB30BAHUS APXUBHBIX JOKYMEHTOB, COCTaBJICHHUS
KJIaCCU(UKATOPOB, yKa3aTellel W Jp. CIPaBOYHUKOB IO JOKyMEHTaM opraHuzanuu. M3yduTtsb
COCTaBJIEHHUE 3ar0JIOBKOB Jiea T0KyMeHTOB B cootBercTBuU ¢ I'OCT, cnpaBouyHOro ammapara K
onucu. Pabora B mporpammax 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, HMCHOJb3yeMbIX Ha Oa3ze
IIpaKTHKE. B kauecTBe MpHII0KEHNS MTPEICTAaBUTh KOIIMM KaTaJIOKHBIX KapTOYEK, yKa3aTele.

Tema 1.10 PaGora mo KOMIJIEKTOBAHMI0 apXHBa W Pa3MeIEHHI0 APXHBHBIX
JOKYMEHTOB B apXHBOXPaHHUJIMIIE.

W3yuuts npuem u pasMeleHne JOKYMEHTOB B apXHMBe OpraHHU3aliH, B T.4. JOKYMEHTOB
[0 JIMYHOMY COCTaBy. B KauecTBe NMpHIIOKEHUS MPEACTaBUTHh KOIMUIO TUIaHa paboThl apXHBa,
CXeMy pa3MelIeHMs] apXUBOXPAHWIULI, OOOpYyIOBaHMS, OPITEXHUKH, PETUCTPUPYIOIINUX
npuOOpOB, pexKUMa XpaHEHUS TOKYMEHTOB.

4. BrinoytHeHUE HHAUBUAYAJIBHOI'O 3a1aHUS.

5. OdbopmiieHne oT4YeTa 1O BBHIMOJIHEHHBIM paboTaM B COOTBETCTBHH C HOPMAaTHBHBIMHU
TpeOOBaHUSIMU.
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8.2.3. Tpeboeanusn Kk oghpopmaenuto omuema

OdopmieHre oTdeTa OCYIIECTBISICTCS B COOTBETCTBUU C JIOKAIBHBIMH JIOKYMEHTAMH
YHHUBEPCUTETA.

8.3. HpI/IMepHBIe BOIIPOCHI JIA 3alIUTHI OTYETA 110 IPAKTHKE

1. XapakTepucTuka JesiTeIbHOCTH YUPEKACHHUS — MECTa MPOXOXKACHUS PAKTHKH (aaTa
o0pa3oBaHMsl, 3aKOHOAATENbHAs OCHOBA JICATEIILHOCTH, YUPEIUTEIbHBIE JOKYMEHTHI,
OCHOBHBIC HaIPaBJICHHUS ACATEIBHOCTH).

2. HopmaruBHO-MeToquueckass 0a3a JOKYMEHTAI[HOHHOTO OOECIIeYeHHS YIPaBIICHUS
opranu3anueid. Buipl TOKyMEHTOB, UX Ha3HAYCHUE.

3. OcobeHHOCTH PabOTHI ¢ BXOISIIIMMH, UCXOJIIIMMU U BHYTPEHHUMH JIOKYMEHTaMH;

cocraBieHue u odopmiieHHEe HHPOPMAIIMOHHO-CIPABOYHBIX, OPTaHU3ALUOHHBIX,

YIPaBIECHYECKUX JOKYMEHTOB.

[TpaBuia 3ammThl KOH(GUACHIIMATBHON CITYKEOHOH HHPOPMAIHH.

[IpaBuia opraHn3anuy nprueMa MOCETHTENEH.

OTHKA J1€710BOro OOLIECHUS.

CocraBiieHue U y4eT JOKYMEHTOB.

Opranuzanus 1 00padoTKa Ae IS TOCIeTYIONIETr0 XPaHEeHHS.

[TmanupoBanue paboyero BpeMEeHH COTPYAHUKOB OPTaHU3AIIH.

10 HNudopManinoHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH TIPU padoTe ¢ TOKYMEHTaMH.

©oN R

Kpumepuu oyenueanus:

Or1eHKa «yIOBJIETBOPUTEIHLHO»: 00YUAIOIIMICSI JOCTATOYHO MOHUMAET BOIPOC, OTBEYAET
B OCHOBHOM IpPaBWJIbHO, HO HE MOKET OOOCHOBaTb HEKOTOpBIE BBIBOJBI U IPEJUIOKEHUs, B
pacCyXAEHUSIX AOMYCKAIOTCS OLINOKH.

OreHka «XopoIo»: 00ydJaronMics XOpOUIO MOHUMAET BOIPOC, OTBEYAET YETKO, YMEeT
OLICHUBAThH q)aKTI)I, CaMOCTOATCIIbHO pPacCCyXAacT, ACIACT BBIBOJABI, HO AOIIYCKAC€T OTACJIIBHBLIC
HETOYHOCTH U OIIMOKH OOIIEro Xxapakrepa.

OneHka «OTJIMYHO»: OOydaloIuics IIyOOKO W BCECTOPOHHE IIOHMMAeT BOIIPOC,
OTBEYAET YETKO, YMEET OLEHMBATh (PAKTHI, CAMOCTOSTENLHO PACCYXKJAeT, UMEET CIOCOOHOCTH
000CHOBATh BBIBOJIbI U PAa3bACHATDH UX B JIOTHYECKOH II0CJIEIOBATCIIbHOCTH.

Kputepun onenuBanns cpOpMHPOBAHHOCTH KOMIIETEHIINH

OreHka ChOPMHUPOBAHHOCTH KOMIICTCHIIUU
[Inanupyemeie

peayIIbTATH 06y aeHEA HeynonerBopwur. Y 10BIIETBOPUT. Xoporio OTnuaHO

(2 6amma) (3 Gamna) (4 Gamna) (5 G6amnos)
3HaTh! OOyuarommiics Oo6yuatomuiicst | O0yuarommuiicst | OO0ydaromuiAcst
- CTPYKTYDpY, 33/1a4dl | JIUIIb YACTUYHO | UMEET 001Ine JIEMOHCTPUPYET | AEMOHCTPUPYET
OpTraHU3alUU U OBIIAJIEN 3HAHUSA JIOCTaTOYHBIN MaKCHUMaJIbHbIN
pacnpeneneHue MUHHUMAaJIbHBIM MUHHUMAJIBHOTO | YPOBEHb YPOBEHb
GyHKIUI MeXTy YPOBHEM 3HAaHUW. | YPOBHS, HO HE | 3HAHUH, HO NpHU | 3HaHUU. [Ipn
CTPYKTYPHBIMHU YmMenus u yMeeT MIPOBEPKE MIPOBEPKE
MOJpa3/IEICHUSIMUA U | HaBBIKU HE JIOTUYECKH YMEHUH U YMEHUHU 1
CIICLIMATTUCTAMU; Pa3BUTHI 000CHOBAThH HaBBIKOB B HAaBBIKOB
- TpeOoBaHUs CBOH MBICIIH. pacCyXIEHUSX | MMOKA3bIBACT
OXpaHbI TPYAa; Ymenus u JIOITYCKAKOTCS OTJIMYHOE
MpaBuJIa 3alUThI HaBBIKU HeOoJIbIIINe MMOHUMaHue
KOH(UICHIIHATBHOM pa3BUTHI c1abo | OMIUOKHU PO JIEHHOTO
CITy)KeOHOM MaTtepuana,
uHpOpMaLNH; MOJKET
- HOpPMATUBHbBIE TEOPETUYECKHU
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IIPaBOBBIE AKTHI U
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
OIpeieNsroIue
HOPSIIOK
JOKYMEHTAUOHHOTO
o0ecrnieueHus
yIpaBJICHUSL.
Ymers:

- OIMCcaTh
CTPYKTYpY, 3aJ1a4u
OpraHu3aluu u
pacnpenenexme
byHKIMH MEeXITY
CTPYKTYPHBIMH
HOJpa3/IeNeHUsIMI U
CHelualIucTaMu.
Baaners:

- HaBBIKaMU pabOThI
C HOMEHKJIaTypOi
JIeJ1 OpraHu3aIuH,
BXOJISIIIAMH,
UCXOJALIMMHU U
BHYTPCHHUMH
JIOKYMEHTaMHU

000CHOBATH
BBIBOJIbI

3HaTh!

- IpaBUJIa
OpraHu3aIu
IPUEMOB
MMOCETUTEIIEH;

- COBPEMEHHbIE
UH(POPMaLlMOHHbIE
TEXHOJIOTHUH pabOThI
C IOKYMEHTaMH.
Ymers:

- OCYUIECTBIISATh
IIPUEM IIOCETUTENEH;
- OpraHu30BaTh
paboty ¢
MOCETUTENSIMH,

- IOATOTOBUTH
MIPOBEJICHUE U
o0cCITy’)KUBaHUE
KOH()EPEHTHBIX
MEPOIPHUATHH;

- BBINOJIHATh
KOOPJMHUPYIOIINE U
o0ecrieunBaroIye
GYHKITHIH.

Baanern.

- HaBBIKAMU pabOTHI

OO6yyarommiics
HMeeT o0IIpe
3HaHUA 0a30BOrO
YPOBHS, HO HE
yMeeT JJOTHYECKH
000CHOBAaTH CBOH
MbICIH. ba3zoBrie
YMEHHUS U
HaBBIKH Pa3BUTHI
caabo.

Obyuaromuiics
JIEMOHCTPHUPYET
0a30BbIH
YpOBEHB
3HaHUM, HO B
OTBETE
HMEIOTCS
CYIIECTBECHHBIC
HEJIOCTATKH,
MaTepuan
YCBOCH
YaCTUYHO.

ITpu mpoBepke
0a30BBIX
YMEHUU U
HAaBBIKOB B
pacCyXICHHSIX
JIOTTYCKalOTCS
OIINOKH.

Obyuarommuiics
JIEMOHCTPHUPYET
0a30BbIi
YpOBEHb
3Hanuil. [Ipu
MIPOBEpKE
yYMEHUU U
HaBbIKOB
ITOKa3bIBACT
xopolee
MOHUMAaHNe
IIPOWIEHHOI O
MaTepuaia, HO
HE MOXET
MOJIHOCTHIO
TEOPETUYECKU
000CHOBAThH
HEKOTOpBIE
BBIBO/IbI

OO6yuaromuiics
MOJTHOCTBIO
OBJIAJEN
0a30BbIM
YPOBHEM
3HaHUM, YMEHHUU
Y HaBBIKOB,
MTOHUMAET
MIPONJEHHBIN
Martepua,
OTBEYAET YETKO
Y BCECTOPOHHE,
ymeer
OLICHUBATh
(dakThI,
CaMOCTOSITEIIBHO
paccyxaaer
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C HOMEHKJIaTypou
JIeJ1 OpraHu3aluH,

BXOJIALIUMH,

UCXOJISIIUMH U

BHYTPEHHUMU

JIOKYMEHTaMu

3HATH: OOyuaromuiicst Oo6yuaromuiics | O0yuatomuiicst | OOy4aromuics

- 3TUKY JI€JI0BOTO HE JIEMOHCTPHUPYET | IEMOHCTPUPYET | MOTHOCTHIO

oO1IeHUS; JEMOHCTPUPYET | MPOABUHYTHIA | MPOJBUHYTHIM | OBIaAEN

- paBUJIa PEUYEBOTO | MPOJABUHYTHIN YPOBEHb YpOBEHb MIPOJIBUHYTHIM

JTHUKETA; YpPOBEHb 3HAHUHN | 3HAHUI, HO B 3HaHui. [Ipu YpPOBHEM

- JOKYMEHTALUOHHYIO OTBETE IIPOBEpKE 3HaHUH, YMEHUU

JUHTBUCTUKY U UMEIOTCS YMEHH U Y HaBBIKOB,

MpaBujIa OCHOBHOTO CYILIECTBCHHBIE | HABBHIKOB MOHUMAET

M3Yy4aeMOr0 SI3bIKa; HEJOCTaTKH, MOKAa3bIBACT PONICHHBIN

- HOpMaTUBHbIE Marepual xopoliee MaTtepua,

MIPABOBBIE AKTHI U YCBOEH MOHUMAaHUe OTBEYAET YETKO

HOpPMAaTHUBHO- yacTuyHo. [Ipn | mpoitaeHHOrO 1 BCECTOPOHHE,

METOIUYECKUE MIPOBEPKeE MaTepuaia, HO | yMeeT

JIOKYMEHTHI, MPOJIBUHYTHIX | HE MOXKET OIICHUBATH

OTIpeeINAoIIne YMEHHI U MOJIHOCTHIO dakThI,

MOPSIIOK HAaBBIKOB B TEOPETHYECKH | CAMOCTOSITEIHHO

JTOKYMEHTAIlMOHHOTO paccyxaeHusx | o0OCHOBATh paccyxaer,

obecrieueHus JIOTTyCKAIOTCS HEKOTOpbIC OTJINYAETCS

YIpaBJICHUS. OIINOKHU. BBIBO/IbI CIIOCOOHOCTBIO
000CHOBAaTh

YMeTh: BBIBOJIBI M

- OCYIIIECTBIIATH Pa3bICHATH UX B

OpraHU3aIMOHHOE, JIOTUYECKON

JIOKYMEHTAIMOHHOE MoCJIeI0BATEb-

¥ MTHPOPMAITMOHHOE HOCTH

obecnieuyeHue

JeATETbHOCTH

OpraHu3aIu.

Baajgers.

- METOJIaMU U

npueMamMu

00paboTKH U

nepeaadn

uHpopManuy,

HCITOJTH30BaAHUS

UKT npu pabdote ¢

JIOKYMEHTaMU;

- 3HAaHUSAMH O

JIOKYMEHTHOH

JIMHTBUCTHUKE,

NpaBUiIax PycCKOTO
SI3bIKA M JICTIOBOTO
ITHKETA
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Kpumepuu ouyenku pabomut odyuarouecocs é xooe nPoU3800CHEEHHON RPAKMUKU:

- OIEHKA «OTJIMYHOY» BBICTABJISCTCS OOyYaromIeMycs, €CJId OOydYaroluiicss OOHapYKUIT
BCECTOPOHHEE CHCTEMAaTHYECKOE 3HAHHE TEOPETUYECKOr0 MaTepuania M IPAKTHYECKOTO
Matepualia B paMKax 3aJlaHusl Ha MPAKTUKY; B IMOJIHOM 00beMe MPEJCTaBUI OTYET 10 MPAKTUKE,
O0(OPMIICHHBII B COOTBETCTBHH C TPEOOBAHUSIMU;

- OIIEHKA «XOPOII0» BBICTABIIETCS, €CIU OOYYAIOUIMICS TBEPAO 3HAET TEOPETHUCCKHIA
MaTepual B paMKax 3aJaHus Ha MPAKTUKY, TPAMOTHO U TO CYIIECTBY H3JIaraeT ero, He
JIOITYCKAET CYIIECTBEHHBIX HETOYHOCTEH B €0 U3JIOKEHHUHU; B TIOJTHOM 00bEeME MPEJICTABUII OTUYET
0 MPaKTUKe, 0POPMIICHHBII B COOTBETCTBUU C TPEOOBAHUSIMU;

- OIICHKA «YJOBJICTBOPHUTEIBHO» BBICTABISICTCS OOYYarOIIEMyCsl, €CIH O0YyJaroluiics
UMEET 3HAHUS TOJBKO TEOPETUYECKOrO0 Marepwalia B paMKax 3aJlaHus Ha TMPaKTUKY, HO HE
YCBOWJI €r0 JeTajd, BO3MOXHO, JIOIyCKaeT HETOYHOCTH, HEIOCTATOYHO NPaBUIIbHBIC
(GOPMYIMPOBKH TIPH €0 MHUCBMEHHOM H3JI0KEHUH, JIMOO JOIMYCKAeT CYIMIECTBEHHBIC OIIUOKH B
U3JI0KCHUU TEOPETHYECKOI0 MAaTepualia; B MOJHOM 00BbEME, HO C HETOYHOCTSIMH, MPEICTABHII
OTYET IO MPAKTHKE, O()OPMIICHHBIN B COOTBETCTBUH C TPECOOBAHUSIMHU;

- OIICHKA «HEYJOBIECTBOPUTEIBHO» BBICTABISCTCS OOYYaIOUIEMYCsl, €CIIH O0YJarOIUiics
0€3 YBOKUTEIBHBIX MIPUYUH JIOMYCKAJ TIPOMYCKH B TIEPHOJ MMPOXOXKICHUS MPAKTUKH; JOITYCKA
NPUHIUITHATIBHBIC OIIUOKH B BBHITIOJHCHUU 3aJIaHUH IO TIPAKTUKE, JTHOO0 HE BBIMOJHUII 3aJaHNUC;
MPEJICTAaBUI B HEMOJHOM O0OBEME, C HETOYHOCTSIMH OTYET IO MpaKTUKe, ohopmIleHHBIH Oe3
coOroIeHHn TpeOOBaHUA.

9. Ilepeuenb yueOHOIi 1uTEepaTyphl U pecypcoB ceTu «HTepHETY,
He00XOAUMBIX /1JIs1 MPOBeIeHUs MPAKTUKH

DNEKTPOHHBINA KATaJIOr M JJIEKTPOHHbIC WH()OPMAIMOHHBIE PECYPCHI, MPEIOCTABISIEMbIC
HayyHoi OubOmuotexkoit ®I'bOY BO «YyBamickuii rocylapCTBEHHbIH YHHMBEPCUTET HMEHH
N.H. YnbsnoBa» goctymssl o cebuike http://library.chuvsu.ru/

Ne Pexomenayemasi o0CHOBHAas1 JIUTepaTypa

1. | Abynamze, JI. I'. JlokymeHTaIimoHHOE OOECTICUCHHE YIIPaBICHUS IEPCOHAIIOM : YUeOHUK U
npakTukym st By3oB / 1. I'. AGynanze, U. b. Bempsokkuna, B. M. Macnosa. — 2-e u3f.,
niepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2023. — 370 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-14486-4. — Texkcr : anektponHsIii // OOpa3oBarensHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511693

2. | I'po3oma, O. C. JlemonpousBoaAcTBO : yueOHOe mocodue a1 By3oB / O. C. I'po3oBa. — 2-¢
m3a. — Mocksa : UznarensctBo FOpaiit, 2023. — 131 ¢. — (Bricmee obpa3oBanue). —
ISBN 978-5-534-15964-6. — TekcT : anekTpoHHbIH // OOpa3oBaTenpHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/510372

3. | ABoposenko, O. B. NudopmannonHoe obecnieuenue ynpasienus. [Ipaktukym : yueOHOe
nocooue st By30oB / O. B. J[BopoBeHko. — 2-¢ m31. — Mocksa : M3garenscTBo FOpaiir,
2022. — 122 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-14439-0. — Tekcr :
anexTpoHHbId // OOpa3zoBarensHas maatdopma FOpaiT [caiit]. — URL:
https://urait.ru/bcode/496995

4. | Banosa, A. FO. Pycckuil A3bIK B 1€70BOI TOKYMEHTALUY | YUEOHUK U MPAKTUKYM IS
By30B / A. 0. BanoBa. — 2-¢ u3., mepepad. u gon. — Mocksa : 3narensctBo FOpaiiT,
2023. — 187 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-12357-9. — Tekcr :
aneKTpoHHbIHN // O6pa3zoBatenbHas miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/511858

5. | Konpimkuna, T. b. JlenmoBble KOMMYHUKAIMH, TOKYMEHTOOOOPOT M IEITOTIPOU3BOICTBO :
yuebHoe mocobue st By3oB / T. b. Konsimikuna, U. B. lllyctuna. — 3-€ u3.., HCp. U JIO1I.
— Mockaga : U3narensctBo FOpaiit, 2023. — 145 ¢. — (Bricmee o6pa3oBanue). — ISBN
978-5-534-14216-7. — Texkct : anekrponHsbI // O6pa3oBatensHas miardopma FOpaiit
[caiir]. — URL.: https://urait.ru/bcode/513409
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Kopnees, U. K. JlokymMmeHTHpOBaHHE YIIPaBICHYECKOMN ACSITEIBHOCTH : YU€OHUK JIJIsl BY30B /
H. K. Kopnees, A. B. [Tmenko, B. A. Mamypue. — 3-¢ u3J., nepepad. u jon. — MOCKBa :
NznarensctBo HOpaiit, 2023. — 438 ¢. — (Bricmiee oopa3zoBanue). — ISBN 978-5-534-
16001-7. — Texcr : anexkTpoHHBIH // OOpazoBaTenbHas miaardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/523610

Kysnenos, . H. JlokymMeHTallMOHHOE OOCCIICUCHHUE YIpaBicHHUSA. JJOKYyMEHTOO0OpOT U

JIETIOTIPOU3BOACTBO : YYeOHHK M mpakTukyMm s By3os / M. H. Ky3nenoB. — 4-¢ usn.,
nepepab. u gom. — MockBa : M3garensctBo IOpaiit, 2023. — 545 ¢. — (Bsicmee
obpaszoBanme). — ISBN 978-5-534-16003-1. — Tekctr : SJeKTpOHHBIA //

OopasoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/523612

[lyBanosa, H. H. OcHOBBI fenonpon3BoACTBa. SA3BIK CIyKeOHOTO TOKyMEHTa : y4eOHUK U
npaktukyM juis By3os / H. H. IllyBanoBa, A. }O. VBanoBa ; mox obuieii penaknueir H. H.
[llyBanoBoiti. — 3-e¢ u3x., mepepad. u norm. — Mocksa : M3marensctBo FOpaiir, 2023. —
384 c. — (Bwicmiee oopazoBanue). — ISBN 978-5-534-15217-3. — TekcrT : 37eKTpOHHBIH //
O6pa3oBarenbHas mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511417

PexomMenayemasi 10n0JHUTEIbHAS JIUTEPaTypa

I'pannunn O.H. MHpopmaoHHble TEXHOJIOTHH B YIIPaBIIEHUH : ydeOHoe nmocobue /
I'pannuun O.H., Kuses B.I.. — Mocksa, CapatoB : UHTepHET-Y HUBEpCUTET
Nudopmanmonnbix Texnomoruit (MHTYUWT), At [Tu Ap Menua, 2020. — 400 c. — ISBN
978-5-4497-0319-4. — Tekcr : 2IIEKTPOHHBIH // DNeKTpOHHO-OnOIMoTeyHast cuctema [PR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/89437.html

JIOKyMEHTOBEIeHHE : y4eOHUK U MPaKTHKyM Jijist By30B / JI. A. JloponuHa [u ap.] ; mox
penakrmueii JI. A. lopornnoit. — 3-e u3n., mepepad. u qorn. — Mocksa : M3garenscTBo
HOpaiit, 2023. — 336 c. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-15753-6. — Tekct
: oNeKTpoHHBIH // Obpa3zoBarenbHas mwiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/511341

Hoponuna, JI. A. Opranuzaiusi ¥ TEXHOJIOTUS JTOKYMEHTAIIMOHHOTO 00eCIieYeHus!
yIpaBJIeHHs : YIeOHUK U TPakTUKyM Juist By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u3J., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2023. — 270 c. — (Bricuee
obpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr : anektponHsiii // OOpa3oBarenpHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530251

KazakeBuu, T. A. JlokymeHTOoBeAeHHE. J[OKyMEHTAllMOHHBIH CEpPBUC : Y4YEOHHK U
npaktukyM mis By30oB / T. A. KazakeBuu, A. U. Tkanua. — 2-e u31., UCOIP. U JIOT. —
Mocksa : UznatensctBo HOpaiit, 2023. — 167 c. — (Bricmiee obpazoBanue). — ISBN
978-5-534-06273-1. — Texct : amekTpoHHBIN // OOpa3oBarenbHas 1iardpopma FOpait
[caiit]. — URL.: https://urait.ru/bcode/513649

Kysznenos, U. H. JlokymeHTanroHHOe o0ecrieueHre yIpaBieHus IEPCOHAIOM : YUeOHHUK U

npakTukyMm Jist By30B / M. H. Ky3nenoB. — 2-e u3a. — Mocksa : M3marensctBo HOpaiir,
2023. — 393 ¢. — (Bricmiee oOpazoBanme). — ISBN 978-5-534-14830-5. — TekcT :
anekTpoHHBI  //  OOpa3zoBatenbHast  miaardpopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/511202

Kyznenosa 1.B. KondunenimanpHoe 1eT0MPOU3BOICTBO U 3AIIUIIICHHBIN JIEKTPOHHBIH
JOKYMEHTOO0O0pOT : yueOHoe mocobue st 6akanaBpoB / Kysnenosa U.B., Xauatpsu ' A..
— Mocksa : Aii [Tu Ap Menma, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekcr :
AJIEKTPOHHBIN // DnekTpoHHO-0nbmuoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/97083.html

OcHoBbI HHGOPMAIIMOHHBIX TEXHOJIOTHH : yueOHoe mocobue / C.B. Hazapos [u ap.].. —
Mocksa, CaparoB : Uarepuet-Yuusepcuter Mapopmannonusix Texunomoruit (MHTYUT),
Aii [Tu Ap Menana, 2020. — 530 ¢. — ISBN 978-5-4497-0339-2. — TekcT : 2IeKTPOHHBIN
// DnexTpoHHO-0nbMMoTeuHas cucrema IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/89454.html
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8. | ITaBnogckas, O. 0. IIpaBoBoe obecrieueHrne KaapoBOTO ACIOMPOU3BOCTRA : yUeOHOE
nocobue st By3oB / O. FO. ITaBnoBckas. — Mocksa : M3garensctBo FOpaiit, 2023. — 213
c. — (Bwicmee oopazoBanue). — ISBN 978-5-534-11565-9. — Tekcr : 2MeKTpOHHBIH //
OopasoBarenbHas wiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/518436

9. | Cmupnosa E.I1. JlenonponsBoacTBo s cekpeTaps. PazpaboTka, y4er u xpaHeHHe
CITY»KeOHOM IOKYMEHTAIlUH : TpakTHueckoe mocodue / Cmupnosa E.I1.. — CaparoB : Aii
ITu Op Menua, 2019. — 210 ¢. — ISBN 978-5-4486-0465-2. — TekcT : 31eKTPOHHBIH //
DnexTpoHHO-O0ubmoreuHas cucrema [IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/79622.html

10.| IlyBanosa, H. H. Opranu3anus 1 TeXHOJOTHS JTJOKYMEHTAllHOHHOI'O 00eCIICUeHUS
yIpaBieHUs : ydeOHUK u npakTukyMm st By3oB / H. H. IllyBamoBa. — 3-e u3x., nepepad. u
non. — Mockaa : M3narensctBo FOpaiit, 2023. — 247 ¢. — (Briciiee oOpa3oBaHue). —
ISBN 978-5-534-16537-1. — Tekcr : anexkTpoHHbI // ObpazoBaTenbHas miardopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/531239

Pexomenayemsblie pecypcesl cetu «AHTEpHET»

CnpaBounas paBoBasi cucrema «Koncynbrant [lmrocy

CnpaBqua;I IIpaBoOBasA CUCTCMa <<FapaHT>>

IIpodeccrnonanphas cnpaBoynas cuctema «TexsakcnepT.

Poccwuiickas rocynapcrBenHas oubimoreka. Pexxum nocryma: https://www.rsl.ru/

Poccwuiickas HarmoHanbHas Oubanoreka. Pexxum gocryma: http://nlr.ru/

SERCHE Rl I

Hayunas 6ubmmnorexa ®I'BOY BO «UI'Y um. U.H. YnpsaoBay. Pexxum nocryma:
http://library.chuvsu.ru/

7. | DnexrponHo-6nbaHOTeuHas cuctema IPRBooks. Pexum nocryna:
https://www.iprbookshop.ru/

8. | Dnexrponnas 6ubnmoreunas cucrema «JIAHby» [OnexTponHslii pecypc]. — Pexum
nocryna: https://e.lanbook.com/

9. | Dnekrponnas oubmmoreunas cucrema «tOpaiity. Pexxum nocryma: https://urait.ru/

10.| Hayunas snextponnas 6ubmmoreka «Kubepnenunaka». Pexum nocryma:
https://cyberleninka.ru/

11.| Hayunas snekrponnas 6udnuoreka eLIBRARY.RU. Pexum nocryna:
https://elibrary.ru/defaultx.asp?

12.| EauHOE OKHO J0CTYyIa K 00pa3oBaTeIbHBIM pecypcaM [ DIeKTpOoHHBIN pecype]. — Pexxum
nocryna: http://window.edu.ru/

10. IMepeyens UHPOPMAIMOHHBIX TEXHOJIOTH, CTOJIb3yeMBbIX NMPH NPOBEAEHUH
NPaKTHKH, BKJII0Yas NlepedeHb NPOrpPaMMHOIo odecrnedeHuss 1
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM (IPH HEOOXO0AMMOCTH)

JlocTynHOE MpOorpaMMHOE JIMIIEH3MOHHOE U CBOOOHO paclpoCcTpaHsieMoe MPorpaMMHOe
oOecnieueHue, mnpodeccuoHalbHble 0a3bl JAHHBIX, HWH()OPMALMOHHO-CIIPABOYHBIE CHUCTEMBI,
IIPEN0CTaBIIsIEMbIE o0yyaromemMycs-pakTUKAHTY YHUBEPCUTETOM (URL:
http://ui.chuvsu.ru/index.php/2010-06-25-10-45-35).

B mpouecce mNpoxXoXXAEHUS ~ MPAKTUKH — OOydYarolldecs MOTYT  HCIOJIb30BaTh
UH(OPMALIMOHHBIE TEXHOJIOTUH, B TOM YHCIE KOMIBIOTEPHBIE CHUMYISILMH, CpPEJICTBA
aBTOMAaTH3allMM MPOEKTHUPOBAHUS U pa3pabOTKU MPOrPpaMMHOr0 obecreueHusi, IpUMeHseMble B
npoduabHON opranu3anuu, IHTepHEeT-TeXHOIOTHH U Ap.
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Pexomenodyemoe npoecpammmoe obecneyenue

Haumenosanue
Ne i/t YcnoBus nocTymna/cKaunBaHus
Pexomengyemoro 10

1. Microsoft Windows

13 BHYTPEHHEH CETH YHUBEPCUTETA(I0TOBOP)

2. Microsoft Office

10.2. IIpogpeccuonanvuvie 6azvl OanHbIX, UHDOPMAYUOHHO-CNPABOYUHBIE CUCTIEMDL

Ne HanmeHnoBanue
YcnoBus [ocTyna/ckaunBaHUs

/11 MIPOrpaMMHOTO 00eCTIeUeHUs

1 l'apanT 13 BHYTPEHHEH CeTH YHHBEpcUTETa (JOroBOp)™

2. |Koncynpranr +

3 Hay4nast snekTpoHHas OMOIHOTEeKA cBoboanbIi goctym http://elibrary.ru/
eLIBRARY.RU

4. |Hayunas snekTpoHHas OubiroTeka cBoOoanbIi noctyn http://cyberleninka.ru
«Kubepnennnka»

10.3. Pexomenodyemvle uHmepHem-pecypcobl U OMKpblmbvle OHIAUH-KYPCbl

HaumenoBanue
Ne i/t VY CaoBust 10CTyIa/CKaunBaHUSI

POrpaMMHOT0 00eCIICUCHHSI
1.  |HanuoHanbHBIA OTKPBITHI YHUBEPCUTET URL.: http://www.intuit.ru/
«AHTYUT»
2.  |Eaunoe oxHo moctyna k unpopmarmonasivM | URL: http://window.edu.ru/

pecypcam

11. Onucanue MaTepuaILHO-TEXHHYECKOH 0a3bl, HEOOXOUMOIi 11 MPOBeIeHH s
NMPOU3BOJACTBEHHOIN NMPAKTHKH

B cooTBeTcTBMM ¢ OrOBOpaMM Ha NPOBEIECHHE NPAKTUKUA MEXKIY YHHUBEPCUTETOM H
npoQUIHHONW OpraHU3aIKel, 00yJaronmecss MOTYT IOJIb30BaThCs pecypcaMu ToJApa3/ieleHui
(6ropo, otnenoB, nabopatopuil U T.N.) OMOIMOTEKOM, TEXHUYECKOW M Jpyrod JOKyMeHTauuen
npoUIbHOW OpraHu3ald M YHUBEPCUTETAa HEOOXOJUMBIMU Ul YCIEIIHOTO OCBOCHHS
00y4aromMMHUCS TMPOrpaMMbl TNPAKTUKA M BBINOJHEHHS HMH HHIMBUIYalbHBIX 3aJdaHUMN
Ha MPaKTUKYy. YueOHbIE ayJUTOPUU YHUBEPCHUTETA JJII CaMOCTOSITENIbHBIX 3aHATUN OCHAIICHBI
HOJIb30BATEIbCKUMU aBTOMATU3UPOBAHHBIMU paOOYUMH MECTaMH 10 YUCIY OOyYaroIuxcs,
00BEIMHEHHBIX JIOKAJIIbHOHN CEeThIO («(KOMIBIOTEPHBIN» KJIacC), C BO3MOKHOCTBIO MOJKIIOUEHUS
K cetu VHTepHET M JOCTYNOM K 3JIEKTPOHHOW WH(POPMAMOHHO-00pa30BaTeIbHON cpene
OI'bOY BO «HyBamickuil rocy1apcTBeHHbIM yHUBEepcUTET UMeHu M.H. YnbsHOoBay.

12. Opranusanusi Npou3BOACTBEHHON MPAKTHKY JIJIsI HHBAJIHU/I0B U JIHIL
€ OrPAHUYEHHBIMH BO3MOKHOCTSAMM 310POBbs (IIPY HAJTMYMM)

Opranuzanys NPOXOXKJIEHUS MPOU3BOJICTBEHHOW MNPAKTUKU A WHBAJIUAOB U JIUI C
OTPAaHWYEHHBIMU BO3MOXHOCTSIMU 3JI0POBbSI IIPOU3BOAMUTCS C YYETOM COCTOSIHHS 370pPOBBS
oOyyaromuxcst 1 TpeOOBaHUN MX JOCTYMHOCTH JUId OOy4aroIuXcs U PEeKOMEHAALUN MEeIUKO-
COLIMAJILHOM 3KCHEPTHU3bI, a TAK)KE MHIAWBHUIYaJIbHOM MPOrpaMMbl peaduiInTaluy U abuiInTaluu
uHBanuaa u3 denepasbHOro rocyAapCTBEHHOIO YUPEKICHUS MEAUKO-COLMAIBHON DKCIIEPTU3HI,
OTHOCHUTEJIBHO PEKOMEHOBAHHBIX YCIOBUN U BUJIOB TPYJA.

B mensx opraHu3zanuu MpOXOXAEHHUS MPAKTUKH OOYYarOMIMMUCS ¢ MHBAJIUAHOCTBIO U
JULAMM C OIPaHUYEHHBIMH BO3MOXXHOCTSIMH 370POBbSl YHHUBEPCHUTET COIVIACOBBIBACT C
npodmIbHONW oOpraHu3anueil (MpennpuaATHEM) YCIOBHS M BHIBI Tpyda C YYETOM BHJIOB
NESITEeIbHOCTH, B COOTBETCTBUM C (elepalbHbIM T'OCYJapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJApTOM BBICIIETO OOpa30BaHMS M OCHOBHOW 0Opa30BaTEeNbHOW MPOrpaMMOil BBICIIETO
00pa30BaHus M0 JAHHOMY HAIPaBICHUIO MOJArOTOBKH/CIEUAIBHOCTH ¢ YYETOM PEKOMEHIAINi
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MEINKO-COIIMAIbHOM 3KCIEePTU3bl /WM WHIMBUAYAJIBHOW MpPOrpaMMbl peadWiIMTaluu |
abunmuranun uHBanuja. I[Ipy HeoOXoAMMOCTH Al NPOXOXKACHUS HPAKTUKU MOTYT OBITh
000pyI0BaHBI CHIEMAIbHBIE paboune MecTa B COOTBETCTBUHU C XapaKTEPOM HAPYIICHUH, a TaKKe
C ydyeToM Mpo(ecCHOHAIBHOIO BHUAA JEATEIBHOCTH M XapakTepa TpyZa, BBIIOJHIEMbIX
00y4aromuMcsl MHBAJTUAOM M JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 30POBBSI TPYIOBBIX
(GyHKUMH B  COOTBETCTBUM C TpeOOBaHMSAMU MPOPECCHOHANBHBIX  CTaHIAPTOB IO
COOTBETCTBYIOLIIEMY HANPaBJICHUIO TOATOTOBKU/CIEIIMATBHOCTH.

@DopMbI IPOBEICHUSI IPOU3BOACTBEHHON MIPAKTUKU [T 00YyUYaIOIIUXCSl MHBAJIMIOB U JIUILL
C OrpaHUYEHHBIMH BO3MOXHOCTSIMH 3J0POBbSI MOTYT OBITh YCTAaHOBJCHBI C YYETOM HX
UH/IUBUIYAJIIbHBIX ~ BO3MOYKHOCTEHl M COCTOSHHUS  3JI0pOBbsl. YUeT HHAMBHUAYaJIbHBIX
0coOeHHOCTEH 00yJaroUIMXcs MHBATUAOB U JIMI] C OTPAaHMYEHHBIMH BO3MOXKHOCTSMHU 3/I0POBbBS
MOET ObITh OTPaXKEH B MHIMBHYaJIbHOM 3aJlaHUM Ha MPAKTHKY, KOHKPETHBIX BUIAX padoT,
OTpPaKEHHBIX B MHIMBHIyaTbHOM 33JaHUU Ha MPAKTHKY, paboyeM rpaduke (IUiaHe) MpoBeACHUs
OpakTUKU oOywaromierocs. [[ns opraHu3anuu M MPOBEACHUS HKCIEPUMEHTOB (UCCIIEIOBaHUIN)
JIOJDKHBI OBITH CO3/1aHBI MAaTEPHAIBHO-TEXHHUYECKUE W METOJWYECKHE YCIOBUS C YYETOM WX
UH/IMBU/YaJIbHBIX BO3MOXHOCTEH M COCTOSHUS 370pOBbi. DOpPMBI caMOCTOATENbHON pabOThI
YCTAHABJIMBAIOTCS TAK)X€ C yYETOM HMX HWHAMBUIYAIBHBIX NCHUXO(PHU3MUYECKHX OCOOEHHOCTEH,
BO3MOXKHOCTEH M COCTOSIHUS 370pOBbS (YCTHO, MMCBMEHHO Ha Oymare MM Ha KOMIbIOTEpE U
T.IL.).

[Tpu HEoOxomuMoOCTH OOyYaroIMMCSl ¢ MHBAJIMAHOCTBIO U JIMIAM C OTPaHUYEHHBIMU
BO3MOYKHOCTSIMH 3JI0OPOBbBSI TIPU TMPOXOKACHUU MPOU3BOACTBEHHON MPAKTHKHU MPEIOCTABISIFOTCS
JIOTIOJIHUTEIIbHbBIE KOHCYJIBTALUU U JOIIOJHUTEIbHOE BpeMsl JUIsl BBITIOJIHEHUS 3a/1aHUil.

[lpy TmpPOXOXKAEHWH TPAKTUKH  OOYYAIOIIUMHCS HMHBAIUAAMH W JIUIAMH  C
OTPaHUYEHHBIMU BO3MOYKHOCTSIMH 3JI0POBbsI IIPU HEOOXOJMMOCTH OOECIEYMBAETCS MOMOIIb
THIOTOPA WM aCCHCTEeHTa (110 3ampocy OO0YYaIOLIErocsl U B COOTBETCTBHH C PEKOMEHAAIMSIMU
WH/IMBUYaJIbHOM MPOrpaMMbl peaOMIuTaluy U abUINTAMY HHBAINUA).

Pexomenmyemoe MaTepHalbHO-TEXHHYECKOE U TMPOrpaMMHOE OOecredeHue  JUis
BBINOJIHEHUS 3a/laHuil 1 0(OpMIIEHHUS] OTYETa MO MPAKTUKE OOYYaIOIIMXCSl MHBAJIUIOB M JIUIL C
OTPaHUYEHHBIMH BO3MOKHOCTSIMHU 3/I0POBbSI BKITIOYALT:

- Jna auy ¢ HapyweHnuem 3penus: THDIOTEXHUYECKHE CPEACTBA: TaKTUJIbHBIN
(OpaiineBckuii) aucriedl, pydyHOW W CTallMOHApHBIM BHJIEOYBEIWUMUTENb (Hampumep, Topaz,
Onix), - TeleBM3HOHHOE YBEINYUBAOIIECE YCTPOUCTBO, IIM(POBOIl MUIAHIIET, 00CCICUHBAFOLINI
CBSI3b C MHTEPAKTUBHOW JTOCKOW B Kiacce (TPU HAIWYHH), C KOMIIBIOTEPOM IIPETIOIaBaTels,
YBEJIMYUTENbHbBIE YCTPOUCTBA (JIyma, 3JEKTPOHHAs Jyla), FOBOPALINHA KalbKyIATOpP; yCTpOICTBa
JUIE YTEHUSl TEKCTa JUIS CIENbIX («YWTaloIias MaIllWHAY), TUIeep-OpraHaiizep Uis He3psSuux
(Tudnodsumeep), cpeacTa Uil nNMcbMa o cucreme bpaiinsa: mpubop bpaitnsa, Gymara,
rpudens, OpaitneBckas neuatHas mamuHka (Tatrapoint, Perkins u T.1.), - nmpuHTep /U1 NeyaTu
penbedHO-TOUeUHBIM  mpupToM  bpaiins u  penbedHO-rpadpuyeckux  U300pakeHUil.
[IporpammHoOe oOecriedeHue: MporpaMMa HEBU3YaIbHOTO AOCTyNa K MH(pOpMamuum Ha SKpaHe
kommeioTepa (Hampumep, JAWS forWindows), mporpamma i YTeHHsT BCIYX TEKCTOBBIX
¢aitnoB (manpumep, Balabolka), mporpamma yBenmuenus uzoOpakeHus Ha dSkpaHe (Magic)
(obecneuenne Macmtaba yBenuueHus 3kpaHa oT 1,1 mo 36 kpaT, BO3MOXHOCTb PETyIHPOBKH
SPKOCTH W KOHTPACTHOCTH, a TaK)K€ WHBEPCHM W 3aMEHBl IIBETOB, BO3MOXHOCTb
ONTUMHU3UPOBATh BHEIIHUN BHUJ Kypcopa M YyKaszaTessl MbIIH, BO3MOXKHOCTh HaOII0/1aTh
YBEIIMYCHHOE U HEYBEITMUECHHOE M300pakeHNe, OJHOBPEMEHHO MEPEMENIAaTh YBEINICHHYIO 30HY
IPY TIOMOIIY KJIABUATYPbI UM MBIILIH U Jp.).

- [na auy ¢ Hapywienuem cayxa. CHELMaTIbHbIE TEXHUYECKHE CpPEICTBa: OeCrpoBOJHAS
chUcTeMa JMHEHHOTO aKyCTHYEeCKOro H3JIY4eHHUs, paavokiacc — OecrpoBOAHAS TEXHOJOTHS
nepeaaun 3Byka (FM-cuctema), KOMIUIEKTBI 3JE€KTPOAKyCTHUYECKOTO M 3BYKOYCHIIMBAIOILEIO
00opyn0BaHUSl ¢ KOMOMHHUPOBAHHBIMU 3JIEMEHTAMHU MPOBOJIHBIX M OECIPOBOAHBIX CHUCTEM Ha
0a3e NpoQecCHOHANBHBIX YCHIMTENEH, - MyJbTUMEIUA-KOMIBIOTEP, MYJIbTUMEAUHHBINA
IPOEKTOP, HHTEPAKTUBHBIE M CEHCOPHBIE NOocKH. [IporpamMmuoe obecrieueHne: mporpaMMBbl IS
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CO3JIaHUsl M PEJAKTHPOBAHUS CYOTHTPOB, KOHBEPTUPYIOIIME PeYb B TEKCTOBBIH M KECTOBBIN
dbopmatsl Ha SKpaHe KoMmibroTepa (ICommunicator u ap.).

- [na nuy ¢ napywenuem onopHo-08uecamenbHo20 annapama. CrieuanbHble TEXHUYECKUE
CPEICTBA: CIELMATIbHBIE KJIaBUATYphl (C yBEJIMYEHHBIM pPa3MEpOM KIIABHUII, CO CIEIUAIbHON
HaKJIaJKOW, OrpPaHWYMBAIOLIEH CIIydalHOE HaXaTUe COCEIHHMX KJIABHI, CEHCOpPHBIE,
HCIIOJIb30BaHUE T'OJIOCOBOM KOMAaHJbI), ClelHaIbHbIe MBIIHU (HDKOWCTHKH, POJUIEPHI, a TaKkKe
rOJIOBHAsI MBIIIB), BBIHOCHBIE KHOIIKHM, YBEJIMYEHHbIE B pa3Mepax pPYYKH U CIELHaIbHbIE
HAKJIaJKU K HUM, [TO3BOJISIOIINE yIEPKUBATh PYYKY U MaHUITYJIUPOBATH €0 C MUHUMAIbHBIMU
YCUJIMSIMHU, YTSDKEJIEHHBIE (C JOIOJIHUTENbHBIM TI'PY30M) PYUYKH, CHMKAIOLIUE IPOSIBICHUS
TpeMopa Ipu MNHCbME, ycTpoiicTBa oOMeHa rpadudeckoit uHpopmauuen. Ilporpammuoe
o0OecrieueHue: MporpamMma «BUPTyaJlbHas  KJaBuaTypa», CIELHAJIbHOE MPOrpaMMHOE
o0ecrnieueHre, MO3BOJISIONINE HCIIOIb30BaTh COKPAILIEHUS, JOMUCHIBATh CIOBA U MPECKA3bIBATh
cioBa W (pasbl, UCXOAS M3 HAYAIBHBIX OYyKB W TPAaMMAaTHYECKOH (POPMBI MPEabIAyIINX CIIOB,
CHelHMallbHOE MPOrpaMMHOE OOecledeHre, TO3BOJISAIONIEe BOCIPOU3BOIUTH CIIEHUATbHbBIC
MaTeMaTHYeCKue (QYHKIUU U aITOPUTMBI.

- na nuy, umerowux uHEAIUOHOCMb NO o0bujemy 3abonesanuio: MyJIbTUMEINA-
KOMIIBIOTEP (HOYTOYK), MyJbTUMEAUMHBIN POEKTOP U JIp.

OOyyaronuecs ¢ UHBAUAHOCTHIO U JIUIA C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMU 37J0POBbBSI
MOTyT TIpU HEOOXOJUMOCTHM HCIOJB30BaTh CHEIHUAIbHYI0 TEXHUKY, HMEIOIIYIOCS B
YHuBEpCUTETE.

[Tpouenypa 3amUThl OTYETA O MPOXOXKAECHUU IMPAKTUKU OOYYAIOUIMMUCS] UHBAIUJIAMU U
JUIAMH  C  OrPAaHUYCHHBIMH  BO3MOXXHOCTSIMH ~ 37I0POBBSl  JOJDKHA  IpelycMaTpuBaTh
IIPEIOCTABIIEHUE HEOOXOJIMMBIX TEXHUYECKMX CpPEACTB U IPU HEOOXOIMMOCTH OKa3zaHUE
TeXHUUYecKoi momomu. dopmMa MpoBeAeHUs MPOLEAYPHl 3aIIUTHI OTYETa M IMOJyuYeHUs 3adera
oOydJalImUMUCS HHBAIUAAMHM M JIMLAMU C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH  3JIOPOBBS
YCTAQHABJIMBACTCSI C YYETOM UX WHAMBHUIYaJbHBIX MNCHUXO(PHU3HMUECKUX OCOOEHHOCTEH W
BO3MOXKHOCTEH 3/10pOBbsl (YCTHO, MUCBMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIBIOTEPE M T.II.).
[Tpu HeoOXxoaMMOCTH O0YYAIOIMMCST MHBAJIMIaM U JIUI[AM C OTPAHUYEHHBIMU BO3MOXHOCTSIMH
3/10pOBbS MTPEIOCTABIIAETCS AOMOJIHUTEIBHOE BPEMsI ISl BHICTYIIJICHHUSL.
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[Tpunoxenne 1
Pabounii rpaduk (1m1aH) NpoBeIeHUS MPAKTHKH

MMWHOBPHAYKH POCCHUHA
®enepanbHOe rocy1apcTBeHHOE 010/1KeTHOe 00pa3oBaTeIbHOe
yupesk/ieHue BbICIIero oopa3oBaHus
«YyBauickuii rocyrapcrseHHbli ynusepcurer umenu U.H. YiabsinoBa»
(®I'BOY BO «UI'Y um. U.H. YassaHoBay)

DaKyabTeT PYCCKOH M YyBALICKOH (DUJIOJIOTUH U KYPHATUCTHKH
Kadenpa uyBamickoii ¢puiio1orum v KyJbTypbl

PABOYMI I'PADUK (ITJTAH)
[TPOBEJIEHM S ITPOU3BOJICTBEHHOM ITPAKTUKU
(KOMMYHHKAITMOHHO-UH(POPMAITIOHHOM MTPAKTUKH)

Ha Oaze
(HanMeHOBaHME MPOPUIFHON OpTaHU3aHNK/ CTPYKTYPHOTO NOApAa3IelICHHS YHUBEPCUTETA)

(®UO obyuatomierocs, rpymia)

(HampaBlieHHE MTOJIrOTOBKH/CIIENUAIBHOCTD, MPOQHIb/CHIeIUATH3a1U)

Paznensl (aTarsn) Bubl paboT Ha MPaKTHKE, BKIIOYAs TpynoeMKocTs, Jara
MPAKTHKA CaMOCTOSTEIIbHYIO Pa00Ty qac
oOyJaromuxcs
Opranuzanus [IpoBenenne opraHu3allmOHHOTO 9
IMPAKTHUKH, CO6paHI/I${, Ha KOTOpOM
HOI[FOTOBI/ITCJ'H)HI)II\/’I OCBCHIAKOTCSA ILI€JIU U OCHOBHBIC
aTarl 3ala4uu IPAKTHKHU, YKA3bIBAOTCA

OTUETHBIE CPOKH, pa3IaroTCs
HEOoOXOIUMBIE MaTepuaibl s
IMPOXOKIACHUA IMPAKTHUKH.
Odopmnenne Ha  MPaAKTHUKY,
WHCTPYKTaX IO O3HAKOMJICHHIO
¢ TpeOOBaHUSIMU OXpaHbI TPy,
TEXHUKHU 0e30IacHOCTH,
nmoxkapHoid  Oe3omacHocTH, a
TaK)Xe IIpaBUIaMU BHYTPEHHETO
TPYJIOBOTO pacrnopsiika
OpraHu3aIu,
MPEeAOCTaBIAIONIE MeCTO s
MMPOXOXKIACHUSA MMTPAKTUKH.
[Honyuenue 3aJlaHus 1o
IIPAKTHUKE.

OcHoBHOM 3Tan OOyuenue u paborta Ha paboueM 58
MECT€ B KaueCTBE NMPAKTHUKAHTA B
COOTBETCTBUU C
UHAWBUYaJIbHBIM 33JaHHEM.

3HAKOMCTBO C OpraHU3alMOHHOM
CTPYKTYpO OOBEKTa MPAKTUKH.
W3yueHne TEXHOJOTHYECKOU U
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n/n

Paznensr (3Tambn)
MPaKTHKA

Bunsl paboT Ha IpakTHKe, BKIFOYAs
CaMOCTOSTENIFHYIO PaboTy
oOygaromuxcs

TpynoeMKocCTs,
qac

Jara

HOPMATHUBHOM TOKYMEHTAIIMH.
Nzyuenne paboOTBl CUCTEM W
paboThI OCHOBHOTO
000opyI0BaHUs JTAHHOTO
00BEKTA.

3HaKOMCTBO C HMHCTPYKIHUSIMH,
PCKOMEHIALMAMH, TaMITKaMH,
CIPaBOYHHKAMH, U3IaHUSIMU
00bEKTa MPAKTUKH, a TaKKe C
W3JIAaHASIMA BEJIOMCTBEHHOTO
XapakTepa, UX u3ydcHHe.

Coop (bakTHYecKoro u
JUTEPATypHOTO MaTepuala.
Ananus COOpaHHBIX
MaTEepHUaJIOB.

Benenue nHEBHUKA PAKTHKY.

AHaIUTHYECKUI dTAIl

[IpencraBinenue pyKOBOIUTEIIO
MIPaKTUKU COOpaHHBIX
MaTepHUaoB.

Brimonxenue
MIPOU3BOJICTBEHHBIX 3aJaHUH.
VYyacTtue B pelieHun
KOHKPETHBIX
npodeccnoHaNbHBIX 3a1ad.
OOcyxaeHrne ¢ pPyKOBOJIUTEIEM
MPAKTUKUA TPOJENAaHHOW dYacTu
paboTHI.
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3aKII0YNTEIbHBIN
oTall

CocraBneHue Ha OCHOBE
MPOBEACHHOTO HCCIICAOBaHUS
BBIBOJIOB M MIPEJIJIOKEHUM.
ITonroroBka OTYETHOM
JOKYMEHTAIUU.

Odopmnenue oTyera o
MPaKTUKE B COOTBETCTBUU C
TpeOOBAHUSIMHU.

Cnaya otyeta O MNPOXOKACHUHU
MPaKTUKHU Ha Kadenpy.

3ammTa oT4eTa.

NTOI'O

108

PykoBonuTenb npakTuKu OT NPOQHUILHON OpraHu3alun

PykoBoauTeNnb MpakTUKK OT Kadeapsl

Jlarta BeIjaum rpaduka « »

20 1.

CoracoBaHo:

Jlara corimacoBaHus « »
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[Tpunoxenue 2

Ortuer 1o npakTuke. TUTYIbHBIN JIUCT

MMWHOBPHAYKH POCCHUHA
®enepabHOE rOCy1apCTBEHHOE 0I012KeTHOE 00pa30BaTeIbHOE
yupesk/ieHue BbICIIero oopa3oBaHus
«YyBauickuii rocyrapcrseHHbIi yHusepcurer umenu U.H. YiabsinoBa»

(®I'bOY BO «UI'Y um. U.H. YiabsiHoBa»)

DakyJbTeT PYCCKOM M YyBANICKO (PUIOJIOTHH U KYPHAIUCTHKH
Kadenpa yyBamckoi guiI010ruu U KyJbTypbl

OTYET
O I[MPOU3BOACTBEHHOMU ITPAKTUKE
(KOMMYHHKAITHOHHO-HH(POPMAITHOHHOMN MPAKTHKE)

Ha Oaze
(HauMeHOBaHHE MPOGUILHON OpraHU3aIMK/ CTPYKTYPHOTO NOJApPA3ICICHHS YHUBEPCUTETA)

OO6yuaromuiics 3 kypca,
HarpaBJIeHUE MMOATOTOBKH
45.03.01 dunonorus

MOATHKCH, JaTa dUO
PykoBonurens,
Kadenpsl
HOIKHOCTh
YyBaIICKOW (DMIIOJIOTUU U KYJIBTYPHI,
y4. CTENEHb, y4. 3BaHUE TOJITUCh, JaTa (5[0
PykoBoguTens oT mpoguiibHOM
OpraHu3aluu,
JOJIKHOCTh
MOANHUCH, aTa OO
3aBeayromuit kadeapoit
YyBAIICKOW (PUIIOTIOTUH U KYIbTYPHI,
y4. CTEIEHb, Y4. 3BaHUC THOAMNKCH, JaTa DUO
Yebdokcapor 20
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[Tponomxkenwne [Ipunoxenns 2

Otuer no npakrtuke. JIucr conepxanus
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JIHEBHMK IIPOXO0KICHHUS IPAKTUKU

JHEBHUK

[TPOBEJIEHMS ITPOM3BOJICTBEHHON ITPAKTUKU

(KOMMYHUKAILIMOHHO-UH®OPMAILIMOHHOM ITPAKTUKN)

Ha Oaze

[Tpunoxenue 3.

(HanMeHOBaHUE MPOGUIFHON OpTaHU3aIHUK/ CTPYKTYPHOTO OApa3IelICHHsS YHUBEPCUTETA)

(®UO obyuatomierocs, rpymia)

(HampaBIeHHE TIOATOTOBKH/CIICIUANEHOCTD, IPO( UL/ CIICTIHATI3AIINS)

Ne Paznensr (3Tamsl) Bunst paboT Ha pakTHKe, BKITIOYAst TpynoeMKoCTb, Hata
/1 MPAaKTUKU CaMOCTOSTCIIBLHYIO pab0Ty 00yJaroIuxcs yac
1. | Opranumzanus IlonyyeHnue  3amaHust  Ha  IPAKTHUKY. 9
MIPaKTHKH, [InanupoBaHue MPOXOXKAEHHUS TMPAKTHUKH.
MOJArOoTOBUTENbHBIA | OQopMiieHHe Ha NPAKTHKY, HPOXOXKICHHUE
aTan WHCTPYKTaXKa [0 OXpaHe TpyJa, TEeXHHKE
0e30I1acHOCTH, IOXKapHOH O€30MacHOCTH, a
TaKKe  O3HAKOMJICHME C  IIpaBWIaMH
BHYTPEHHETO TPYZIOBOTO pacropsika
OpraHM3aINy, [IPEAOCTABIIIONIEH MeCTO /I
MIPOXOXK/ICHUS TPAKTUKHI
2. | OcHOBHOI dTan OOyuenne u pabora Ha pabodyeM MecTe B 58
KayecTBEe IPAKTHKaHTa B COOTBETCTBHUH C
WHIUBHUyaJIbHBIM 33aHUEM:
3. | AHanutnyeckuii Cb6op, oOpaboTka W  cuCTeMaTH3alHs 32
aTan (haKTHYECKOr0o U JINTEPaTypHOTO Marepuaa
4. | 3akIroYnTeNBHBIN [Monyuenne oT3pIBa Ha pabouyeM MecTe 9
JTan [Ty6miuHast 3ammra oTyera
UTOI'o 108
OOyuarornuiics /
PykoBoauTens mpakTUku OT TPO(HIBHON OpraHu3aIuu /
JlaTta cocTaBieHHs « » 20
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