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

Llenp mpon3BOACTBEHHOM MPAKTHKU (KOMMYHHKAIIMOHHO-UH()OPMAIIMOHHOM MPAKTHKU) —
npuoOpeTeHne MPaKTHUYECKUX HABBIKOB M KOMIIETEHIMH B cdepe mnpodeccHoHaIbHOMI
JeSITEeIbHOCTH; CUCTeMaTH3alus, 0000IeHe, 3aKpeljeHue 1 yrilyOJeHHe 3HaHUM U yMEHMH,
MOJYYEHHBIX B paMKaX W3ydeHHsI TPO(HECCHOHATBHBIX TUCIHUILIHH.

3a/1a4u MPOM3BOICTBEHHON (KOMMYHHKAIIHOHHO-MH(OPMAIIMOHHOM MPAKTUKH) TIPAKTUKH

- IpHOOIIEHNE 00YYaIOMIUXCSl K COLUAIBHOMN Cpe/ie OpraHu3allu ¢ LEeNbl0 IPHOOpETEeHUs
COLMAJIbHO-TMYHOCTHBIX KOMIIETEHIIMH, HEOOXOAUMBIX /11l paboThl B IIpodeccnoHanbHOM chepe;

- pa3BUTHE U COBEPIICHCTBOBAHHE HABBIKOB pabOTBHl 1O OPraHU3aIMOHHOMY,
JOKYMEHTAllMOHHOMY U MH(POPMALIMOHHOMY 00€CIIEUEHHUIO eI TeIbHOCTH OpraHn3alluy;

- mpuoOpeTeHne HaBHIKOB pabOThl C JOKYMEHTaMH Ha BCEX CTaIusAX UX JIBUKCHUS
(mepBuuHas 00pabOTKa JAOKYMEHTOB B 3KCHNEIULMU, paboTa ¢ AOKYMEHTAaMH B KaHIEISApPHUH,
perucrpanus, KOHTPOJIb, HCIIOJHEHUE JOKYMEHTOB B CTPYKTYPHBIX IIOAPA3ACICHUAX, HX
OTIIpaBKa, OPraHU3alUs XPAHEHUs], IOJIrOTOBKA JJOKYMEHTOB K cllaue B apXMB U T.[1.);

- COBEPILIEHCTBOBAHNE 3HAHUM JEJIOBOIO dTUKETA, IIPABUJI YCTHOM U MMCbMEHHOM JEJI0BOM
KOMMYHHKAIUH.

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

Tun npakTUKu — KOMMYHUKAIIMOHHO-UH(OPMaIIMOHHAS MTPAKTUKA.

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

dopMa NpoBEACHUS — TUCKPETHO.

[IpakTnueckass MOArOTOBKAa IMpU MPOBEJCHUM NPAKTUKH OPraHu3yercs NyTeM
HETIOCPEJCTBEHHOTO BBIMOJHEHHUS OO0YYaIOIIUMIUCS OIPECIICHHBIX BUIOB padoT, CBI3aHHBIX C
Oynyiieil mpogeccuoHaNbHON AESITENFHOCTHIO.

OOyuJaromuecs, COBMENIAONIME OOyYeHHWE C TPYAOBOW JCSITEIBLHOCTBIO, BIIPaBE
MPOXOIUTH MPAKTHKY MO MECTY TPYIOBOH NEATEIHHOCTH B ClIydasix, €ciid mpodeccuoHanbHas
NeSITeIbHOCTh, OCYIIECTBIsIEMass HMH, COOTBETCTBYET TpeOOBaHUSAM 00pa3oBaTEIbHOU
MIPOrpamMMBbl K IPOBEJICHUIO PAKTUKH.

JUis  pyKOBOACTBA NPAKTHUKOM, TMPOBOAUMONW B NPOQMIBHBIX MOAPA3IEICHUSIX
YHUBEPCUTETA, HA3HAYAETCS PYKOBOAUTENb MPAKTUKA U3 4YUCIA JIML, OTHOCSIIMXCA K
npoeccopcKo-NpernoiaBaTeIbCKOMy COCTaBy Kadeapbl, OTBETCTBEHHON 3a peain3aluio
oOpa3oBaTeNbHONW MporpamMMmbl Bbiciiero obpaszoBanus (nanee — OIl BO). [Ins pykoBozacTBa
MPAKTUKOM, MPOBOJUMON B MPOQUIBHON OpraHu3aliy, Ha3HAYaloTCsl PYKOBOAUTENb MPAKTHKU
U3 4YHcla JUI OTHOCSIIMXCS K TMpodeccopcKo-MpenoiaBaTeIbckoMy COCTaBy Kadeapsl,
OTBeTCTBEHHOW 3a peanuzaruio OIl, u pykoBoautens (PyKOBOIWUTENTH) MPAKTUKH U3 UKCTA
paboTHUKOB TpoduabHON opraHu3anmuu. @opma HampaBiIeHHS OOYYaIOIIErocs Ha MPAKTHKY
npuBeneHa B [lonokeHMM O TPAKTHYECKOM TMOATOTOBKE OOY4YalOIIMXCS, OCBaMBAIOLINX
oOpa3oBaTeNbHbIE MPOrpaMMbl BBICHIET0 00pazoBaHMs B (eAepaJbHOM TOCYIapCTBEHHOM
OI0)KETHOM ~ 00pa3oBaTEIbHOM  YUpPEXKJEHUM  Bbiciero  oOpasoBaHus  «UyBamickuid
rocynapcTBeHHblld yHuBepcuteT umeHu M. H. YibsHoBay.

[lpakTuka st oOy4aromMXcs C OrPaHUYEHHBIMH BO3MOXKHOCTSMH 3/I0POBbSl U
UHBAJIUIOB TPOBOAMUTCS C YYETOM OCOOEHHOCTeH MX MCUXO(PU3UYECKOTO Pa3BUTHA,
WHAUBUAYaJIbHBIX BO3MOKHOCTEH U COCTOSIHUS 3/I0POBbSI.

3. IlllanupyemMble pe3yJbTaThl 00yUeHHUs] PH MPOXO0KIEHUU NPAKTHKH,
COOTHECEHHbIE C Pe3y/IbTaTAMH OCBOCHHsS 00pa30BaTe/JbLHON NPOrpaMMbl

[IpoBeneHue TPOU3BOJACTBEHHONW MPAKTUKU C YYETOM HAIPABICHHOCTH (TPOQUIIs)
HaleJaeHo Ha (¢opMupoBaHHWe Yy OakajgaBpa, B COOTBETCTBHM C IIEJISIMH OCHOBHOU
o0Opa3oBaTenbHON MporpaMMbl W 3afadyaMu  OyAyliedl mnpodecCHOHANbHONW AESITENbHOCTH,
CIENYIOINUX NpOoPEeCcCHOHATBHBIX KOMIIETEHLUUH, B  pe3yjibTaTeé OCBOCHHUS  KOTOPBIX
00y4aroNUiCs TOIKEH:



Kon n nammenoBaHnue
KOMIIETEHIINHA

Kona 1 nammeHOBaHHE
WHJUKATOPA TOCTIKECHUS
KOMIIETEHI[NHA

JlecKpUNTOphI HHIUKATOPA JTOCTHIKECHUS
KOMIIETeHIINH (PE3yIbTaThl O0yUESHIISI)

VK-8 — ciocoben
CO3/1aBaTh U
MO/JIEPKUBATH B
IIOBCEIHEBHOMI
JKHU3HH U B
npodecCHOHATbHON
JIeSTCIIbHOCTH
Oe301acHbIe
YCIIOBHS
JKU3HEACATSIbHOCTH
JUISL COXpaHEHUs
MIPUPOAHON Cpeibl,
oOecneucHus
YCTONYUBOIO
pa3BuTHUs 001IECTBA,
B TOM YHCJIE NTPU
yIrpo3e u
BO3HUKHOBEHHUH
Ype3BbIYAHBIX
CUTyallu 1
BOCHHBIX
KOH(JIMKTOB

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

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

YMeThb: OpraHnu3oBaTh B3aUMOJICHCTBHE
C KOMIIETCHTHBIMH OpTaHaMU B
HKCTPAOPAUHAPHBIX TPUPOIHBIX U
TEXHOTCHHBIX YCIOBHSX.

BuiajieTn: ONBITOM OpraHu3aluu
npodecCHOHaTBHON AEATETLHOCTH C
Y4ETOM BO3MOXHBIX ()aKTOPOB
BPEIHOTO BIHMSHUS IIPUPOJIHOTO U
TEXHOTEHHOT'O XapaKTepa.

VK-8.2 — coznaer u
MOIJICP)KUBAET O€30IacHbIC
YCIIOBHSI XKU3HU U
poQeCCHOHAIBHON
JEeSITeIIbHOCTH, COOJTI01aeT
npaBuiia 6€30MaCHOCTH

3HaTh: HOPMBI U TpeOOBaHUS
noJiep>kaHus 0€30MaCHBIX YCIOBHM
KHU3HU ¥ TPOPECCHOHATTBHOM
NEeSITETTHHOCTH.

YMeTh: cob0aaTh MpaBuia
0€30MacCHOCTH.

Biagernb: 6€30MacHBIMH YCIOBUSIMU JIIS
KU3HHU U TIPOPECCHOHATBHOM
JIeSATEIILHOCTH.

YK-8.3 — npu BO3HUKHOBEHU U
YpEe3BbIYANHBIX CUTYALINI
JICUCTBYET B COOTBETCTBUH C
MMEIOIIMMHUCS 3HAHUSIMU,
OTIBITOM, HHCTPYKITUSIMU U
PEKOMEHIAIUsIMU; CIOCOOEH
OKa3aTh NEPBYIO
MEIUIMHCKYIO TOMOIIb
MOCTPaJIaBIINM

3HaTh: MCTOJUKY BBIABJIICHUA
MOTEHIIUAJIBHO OMACHBIX MPOOJIEM
YpE3BBIUAHOr0 XapaKTepa.

YMeTh: OKa3bIBaTh NEPBYIO
MCIUTHUHCKYIO ITOMOIIb.

Baiagers: ciocOOHOCTBIO 1€HCTBOBATH C
Y4€TOM KOHKPETHOW CUTYyallMH B
COOTBETCTBUHU C UMEIOIIUMUCS
HHCTPYKLUSAMH U PEKOMEHIALUAMH IIPU
BBISIBIICHUH YPE3BbIYATHBIX
00CTOSATETBCTB.

I1K-4 - Criocoben
OCYIIECTBJIIATh
CO3/IaHHE U
pelaKTHPOBAHHE
UH(POPMAIIMOHHBIX

pecypcoB

[1K-4.1 - OcymiecTBisieT
MOMCK MHPOPMAIUH 110
TEeMaTHKe caiTa, MUIIeT u
pelaKkTupyer
UH(pOPMAaIMOHHbIE
MaTepHalIbl JJIsl caTa

3HATh: IPUHIMIIBI U MEXaHU3MBI
paboThl MOMCKOBBIX CUCTEM, MpaBUiIa
UCIOJIb30BaHUS MH()OPMAIIMOHHBIX
MaTepHuayoB B ceTu MHTepHeT,
MPUHIUIIBI KOTMPAWTHHTA U
nepepaboTKH TEKCTOB Pa3TMIHON
TEMaTUKH

YMeTh: 0CyIIECTBISATh HABUTALIUIO 10
pa3IuYHBIM BeO-pecypcam, paboTaThb ¢
arperaropaMu HOBOCTEM,
AJIEKTPOHHBIMU MOANUCKAMH,
COLIMATILHBIMU CETSMH, POpyMaMu
Baagers: TEKCTOBBIM pPEaKTOPOM,
Pa3IMYHBIMU METOJAAMHU MTOMCKA
uHpopmanuu B MIHTEepHETE (110




KITIOYEBBIM CJIOBAM, C TIOMOIIIBIO
KaTajoroB)

[1K-4.2 - Bener HOBOCTHEIE
JICHTHI ¥ IPEJCTABUTEIIHCTBA B
COLIMATBHBIX CETAX

3HaTh: paBUiIa BeO-ITHKETA,
TEXHOJIOTUHU OPTaHU3AlUU U BEJICHUS
HOBOCTHBIX JICHT, SJICKTPOHHBIX
MOJIMTMCOK, PACCHIJIOK 1O AJIEKTPOHHON
oyTe

YmeTn: pedhepupoBaTh, aHHOTUPOBATH U
MOTU(DUIIMPOBATH TEKCTHI, COCTABIIAThH
KpaTKHe U Pa3BEPHYTHIE TEKCTHI
JUTEPATYPHBIM, TEXHHYECKUM U
PEKIaMHBIM SI3BIKOM JIJISI pa3METeHUs
Ha caiiTe, B COIUAIBHBIX CETSX,
dbopymax u Ha TEMAaTUYECKUX MOPTANIAX,
moAOUpaTh WLTFOCTPALMH TS 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 caiire, B
dbopyMe U COIMAIBHBIX CETSIX,
OCYILIECTBIISICT HOPMATUBHBII
KOHTPOJIb COACPKAHUS CalTa

3HaTh: cnenuuKy MOIEPUPOBAHUS
COOOIIIEHUN U KOMMEHTApUEB
[I0JIb30BaTEIEH, 0COOEHHOCTH
yIpaBlIeHUs: COOOIECTBAMU B
COLIMANIBHBIX CETSAX

YMeTh: BECTU JUAJIOTU U YIIPABIISTH
JIUCKYCCUSIMH C YJaCTHEM OOJIBIIIOTO
YrClla aKTUBHBIX TIOJIE30BaTENEH,
paboTaTh B MHTEHCUBHOM PEXUME, C
OonbIMMHU 00beMaMu MH(OpMAIH
Baaaersb: 3HaHUSMU CIEUATIBHOU
TEPMUHOJIOTHH U BeO-3TUKETA,
(YHKIIMOHATEHBIMU OCOOEHHOCTSIMU
MOMYJSIPHBIX COIIMATBHBIX CeTel

I1K-5 - Criocoben
OCYILECTBIISATh
yIpaBJIeHUE
(MEHEKMEHT)
MH(OPMaLlMOHHBIMU
pecypcamu

[1K-5.1 - Opranusyert paboty
10 CO3/IaHUIO U
PEAAKTUPOBAHUIO KOHTEHTA,
ynpasinseT HHopmaruei u3
Pa3IUYHBIX UCTOYHUKOB

3HaTh: OCHOBBLI MEHEI)KMEHTA,
OCHOBHBIE MPUHITUIIBI U TEXHOJIOTUU
VIIpaBIICHUS TIPOCKTaMHU, COICPKAHHE U
METO/IbI PEIICHHUS 3a/1a4 110 CO3/IaHHUI0 U
PEIAKTHPOBAHUIO KOHTCHTA

YMeTh: COCTaBIATH IIaHBI PabOTHI,
OIICHHUBATh UX COJCPIKAHHUEC H
TPYJAOEMKOCTh BBITIOJTHEHHSI B
3aBHCHMOCTH OT KBaJTU(UKAIIAH,
paboTaTh ¢ GONMBIIMMH 0ObeMaMu
nH(OPMAIINU, BECTH JOKYMEHTAITHIO 110
MpoeKTaM U paboTam

BiageTs: OnbITOM KOOPJAMHAIINN U
pacmpezeneHus paboThl IO CO3TAHUIO U
pPEIaKTHPOBAHUIO KOHTEHTA,
MOHHUTOPHHTA U OIIEHKU Pe3yIbTaTOB
BBITIOJIHEHHS pabOT




[1K-5.2 - KonTponupyer
HaIlOJIHEHHE caiiTa,
OCYLIECTBIISIET JIOKAIbHBIE
U3MEHEHUS CTPYKTYpPBI calTa

3HaTh: MpaBwWJia U 0COOEHHOCTH
HATIOJTHEHUS M OOHOBJICHHS CaliTa, ero
pa3/elioB, MPeACTaBUTEILCTB B
COIMATILHBIX CETSIX, MPUHITUTIBI PAOOTHI
CUCTEM XpaHeHHUs (aiinos,
MH(POPMALMOHHBIX OJIOKOB

Ymerh: 3 dexTuBHO padboTath ¢
CHUCTEMOH yTPaBJICHHS KOHTCHTOM,
OCYIIECTBIISITh JIOKAJIbHbIE U3MEHEHUS
CTPYKTYpHI caiiTa, aHaTU3UPOBATh
CTPYKTYPUPOBAHHYIO U
HECTPYKTYpPHUPOBAHHYIO HH(POPMAITHIO
Baaaerb: 3HaHUSMU B IPEAMETHOM
001aCTH caiiTa, IO3BOJIAIOIINMHI
OLICHUTDH aKTYyaJIbHOCTh U MOJIHOTY
WH(OPMAIMOHHBIX MATEPHAIIOB

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

3HaTh: TEPMUHOJIOTHIO U KIIFOUEBbIE
napameTpsl BeO-CTaTUCTUKH, OCHOBHBIC
NPUHIMIBL K METO/IBI COOpa CTATUCTUKU
MOCEIIaeMOCTH BeO-CaliTOB, TPeOOBaHUS
K 0(hOpMIICHHIO JOKYMEHTAIMH, OTYETOB
YMeThb: aHaTU3UPOBATH MTOCEIIAEMOCTh
caiiTa, BBISIBJISITH HANOOJIEE MOMYIISIPHBIC
CTpaHUIIBI, OTIPEICIISTh XapaKTePUCTHKY
ay/IMTOPUU CaiiTa, aHAIN3UPOBATh
OLICHKY, 3aMEYaHusl, MPEI0KECHUS
MIOCETUTENICH caiiTa, OIpeesaTh

3¢ (HeKTHBHOCTEL pabOTHI caliTa Ha
OCHOBE HMEIOIINXCS TAaHHBIX,
(dbopMHpOBATH PEIIOKEHHSI 110
pPa3BUTHIO CalTa

Buianers: NOMyJISIPHBIMA CEPBUCAMH
JUIS OLIEHKU TIOCEIaeMOCTH U
XapaKTEPUCTHK ayIUTOPHH CaiTa,
HaBBbIKAMU aHaJIM3a U 00001IeHUs
uHpopMauu

ITK-6 - Criocoben
OCYIIECTBIISATh
OpTraHU3aI[IOHHOE,
JIOKYMEHTAIMOHHOE
U MH(OpMaIMOHHOE
obecrmeueHne
JEATECIbHOCTH
PYKOBOIHUTEIIS
OpraHu3aIu

[TK-6.1 - Oka3biBaeT nomMouib
PYKOBOJUTEIIO B
IUTAaHUPOBAHUU PabOYero
BpPEMEHH, IIJIaHUPYET pabounii
JIEHb CEKpeTapsi, OpraHu3yeT
TeneOHHBIE TEPETOBOPHI U
KOMaHIUPOBKU
PYKOBOJIMTENS, OPTaHU3yeT
paboTy ¢ IOCETUTEISIMU B
MIPUEMHOMN PYKOBOJUTEIIS,
OpraHu3yeT NOJArOTOBKY,
MIPOBEICHUS M OOCTYKUBAHHS
KOH(EPEHTHBIX MEPOTIPUITUN

3HaTh: crieupHUKy OCHOBHOM
JeSITEIbHOCTH OpraHU3allii; OCHOBBI
aZIMMHHACTPATUBHOIO IIPaBa U TPYAOBOTO
3aKoHoarenscTBa Poccniickoi
denepannn; pyKOBOAAIIMM COCTAB
OpraHu3alu U €€ MOAPA3ACICHHI;
(YHKIIMU CAMOMEHEIKMEHTA;
MPUHIIMIIBI U [TPaBUIIA TJIAHUPOBAHUS
pabouero BpeMeHH; METO bl ITOCTAHOBKU
LeJie; mpaBuiia MPOBEICHUS JETOBBIX
NIEPEroBOPOB; OCOOCHHOCTH
odopMIIeHHUS IIJITAHUPOBIIMKA (Ha
AJIEKTPOHOM U OyMa)KHOM HOCHUTEJSX);
OCHOBBI YIIPABIIEHUSI BpEMEHEM,;
KOMIUIEKC OpPraHU3aliOHHO-
TEXHUUYECKHUX MEpPONPUATUH O




MOJATOTOBKE U IPOBEJCHHUIO COBELIaHUI
U TIEPETOBOPOB, B TOM YHCIIE
MEXIYHApOAHBIX; MTOPSIIOK MOATOTOBKU
Y TIPOBEJICHHSI KOMaHTUPOBOK;
TpeOOBaHUS OXPAHbI TPY/A.

YMersb: ycTaHaBaMBaTh LUEIH,
OTIpEeIIATh UEPAPXHUIO LIETICH;
OTIpeNeNATh IPUOPUTETHOCTD
OUYEepeIHOCTH BBIMIOJIHEHUS padoT U

3¢ (heKTHBHO pacrpenensaTh padouee
BpEMs; OKa3bIBaTh MOMOIIb
PYKOBOJUTEIIO B PACIIPEACIICHUN €TO
pabouero BpeMeHH; BHIOUpATh
ONTUMAJIbHBIE CIIOCOOBI
nH(OPMUPOBAHUS TAPTHEPOB,
KJIHUEHTOB, IIOCETUTEIICH,
PYKOBOAMTEINEH MTOAPA3ACICHUN U
COTPYTHUKOB O INIAHUPYEMBIX
MEPOIPHSITHSIX; 00eCIIeYnBaTh
MH(OPMALIMOHHYIO 0€30MaCHOCTh
NEeSITeILHOCTH OPTaHU3aIlui; 0POPMIISATH
KOMaHAUPOBOYHBIE JOKYMEHTHI;
obecrieunBaTh KOM(POPT YUACTHUKOB
KOH()EPEHTHOTO MEPONPUSATHUS,
MIOMOTaTh UM B BOIIPOCAX MPOKUBAHUS,
TPAHCIIOPTHOTO 00ECIIEUEHNUS;
BEIOMpATH ¥ 0OPMIISATH ITAHUPOBIIHK
YMEHHsI; BHOCUTB U OTCJICKUBATH
MH(pOPMALIKIO Ha 3JIEKTPOHHOM /WU
OyMa)XHOM HOCHTEJIE; PACCTaBIATh
MIPUOPHUTETHI, BBIACIATH BAKHOE U
CpPOYHOE; BEIOMpATh ONTUMAIILHBIN PUTM
paboThI; aHATM3UPOBATH IPUIUHBI
HEBBITIOJTHEHUSI 3a/1a4, IPUMEHSAITh
WH(OPMAMOHHO-KOMMYHHUKAIIHOHHBIC
TEXHOJIOTHUH.

BaaneTs: HaBBIKAMU ONTUMAITBHOTO
TUTAHUPOBaHMS pabovYero BpeMeHu
COTPYAHHUKOB OpPTaHU3AINH, TPOBEICHUS
U 00CITyXKMBaHUS KOH(EPEHTHBIX
MEPONPHUSITHI.

[1K-6.2 - Opranusyer
VICITOJTHEHUE PELICHUH,
OCYIIIECTBIISIET KOHTPOJIb
VICIIOJIHEHUS TIOPYYECHHI
PYKOBOIMTENS, OPTaHU3YET U
MOJJIEPKUBAET
byHKIMOHATBHOE pabouee
MPOCTPAHCTBO MPUEMHOMN U
KaOMHEeTa pyKOBOAUTES

3HaTh: o0uue TpeOOBaHUS K CpOKaM
WCTIOJTHEHUS IOKyMEHTOB U
KOHTPOJILHBIM (PYHKITUSM CITYKOBI
JOKYMEHTAIMOHHOTO 00ecTIeueH s,
MPUHIUIBI, CITOCOObI HH()OPMUPOBAHUS
COTPYAHUKOB; ATHKY JIETIOBOTO
OOIIeHUs; YIPABICHUECKYIO CTPYKTYPY
OpraHHu3anny, PyKOBOJICTBO
OpraHu3zaium, o0pasibl MOANUCeH
PYKOBOJSITIIAX COTPYTHUKOB, KPYT UX
MOJTHOMOYHI U OrpaHUYEHHs! 30H MX




OTBETCTBEHHOCTH; JIOKAJIbHbBIE
HOPMAaTUBHBIEC aKThl OPTaHU3AIINN;
TpeOOBaHUS OXPAHbI TPY/IA,
IIPOU3BOJICTBEHHON CaHUTApHH,
MIPOTUBOMNOXKAPHOH 3aIIUThI; OCHOBBI
NPaBUIBHON OpraHu3aluy Tpyaa u
METO/IbI TOBBILLIEHUS €T0

3G HEKTUBHOCTH; OCHOBBI 3PrOHOMUKHU
oduca u GIOPUCTUKH; CTAHAAPTHI U
pPEKOMEH1allU 110 000PYAOBAHUIO
O(UCHBIX IOMEIICHUI; COCTaB
OpraHU3alMOHHON TEXHUKH, €€
YCTPOMCTBO U TOPSJIOK paObOTHI C HEM.
YMeThb: BECTH CPOKOBYIO KapTOTEKY;
BECTHU YUYETHbBIC PETrUCTPALIMOHHbBIE
(bopMBI, HCITONB30BATh UX JUIS PAOOTHI
10 KOHTPOJIIO UCTIOJIHEHUSI TOPYIESHUN
PYKOBOJIUTEIS; pabOTaTh C
uH(popMalen o KOHTPOJIIO,
CUCTEMAaTU3UPOBATh €€ U MPEJICTABISTh
B BUJIC CBOJIHBIX JIOKyMEHTOB;
UCIOJIb30BaTh CPEJCTBA KOMMYHHUKAIIUH
JUIS TIEpelady NOPY4EeHUM
PYKOBOIMTEIS; UCIIOIB30BaTh
COBpPEMEHHBIE CpesicTBa cOopa U
00pabOTKN KOHTPOJBHON MH(MOPMAITUH;
IPUMEHATH HH(POPMAIIMOHHO-
KOMMYHHKAI[MOHHBIE TEXHOJIOTUH;
OILICHUBATh PE3YyJIbTATHI B PAMKAX
MIOCTaBJIEHHBIX 3a/1a4; OCYILECTBIISATh
KOHTPOJIIb HCITOJTHEHUS IOPYICHU I
PYKOBOIMTENS COTPYTHUKAMU;
co3/aBaTh yCIIOBUS, 00ECIIeUNBAOIINE
s dekTuBHYIO pabOTy PYKOBOAUTEIIS;
MIPUMEHSTH B COOTBETCTBUH C
Ha3HA4YE€HUEM CPEJCTBa
OPraHU3alMOHHON TEXHUKH,
KaHUEJIPCKUE MPUHAIISKHOCTH;
OCHAI[aTh paboyee MECTO PYKOBOIUTEIS
U cBoe pabouee MeCTO HeOOXOAUMBIM
000py1I0BaHHUEM; OCYIIECTBIISATH 3aMEHY
PacXoHBIX MaTepHAJIOB, YXOJI 32
OPITEXHUKOH; KOHTPOJIUPOBATH
COCTOSIHUE U TOTIOJIHATH 3arachl
KaHIEJISIPCKIX TOBAPOB.

Bananers: HaBBIKAMU ¥ YMEHUSMU
OpraHu3aIliy UCTIOJTHEHHUS PEIICHUH,
OCYILIECTBIICHUS] KOHTPOJISL UCTIOTTHEHUS
MIOPY4YEHUN PYKOBOIUTENS,
CHOCOOHOCTBIO OPTaHU30BATh U
MOJIIEPKUBATh PYHKITMOHAIBHOE
pabouee MPOCTPAHCTBO MPUEMHON U




KaOMHETa PYKOBOIUTEIIS.

[1K-6.3 - Pa3pabarsiBaer
JIOKaJIbHbIE HOPMATHUBHbBIE
aKTBl, periaMeHTUPYIOIINE
paboty cekperaps,
COCTaBIIICT 1 OPOPMIISET
yIpaBJIEHYECKYIO
JOKYMEHTAIUIO, OPTaHU3yeT
paboTy ¢ JOKYMEHTaMH U UX
XPaHEHUE B IIPUEMHOU
PYKOBOJUTEIS, 00€CIIeunBaeT
pyKoBouTENs HHPOpMaLUEH,
OpraHu3yer HHPOPMALUOHHOE
B3aUMOJICUCTBUE
PYKOBOJUTEIIS C
MOJIPa3/ICIICHUSIMH U
JOJDKHOCTHBIMU JIMLAMU
OpraHu3aIu

3HaTh: IPaBOBbIE OCHOBBI YIIPABICHHUS
(OCHOBBI 3IMUHUCTPATUBHOTO,
TPYZAOBOI'O U TPaKJIAHCKOI'O IIPaBa);
HOpPMAaTHBHBIE IPABOBBIE AKTHI,
HOPMAaTHBHO-METOMYECKUE
JIOKYMEHTBI, FOCYJapCTBEHHbIE
CTaHJAPTHI, ONPEIEIISIONINE MOPSIOK
JIOKYMEHTALMOHHOT'0 00eCIeueHMsI
yIIpaBJICHUS; CTPYKTYPY, PYKOBOJICTBO
CTPYKTYPHBIX HOJpa3aesieHui, 00pa3Lbl
MOJIHCEN JINL, UMEIOIIUX TPABO
HOJIMCAHUSA U YTBEP)KICHUS
JOKYMEHTOB, U OTPaHUYEHUS 30H UX
OTBETCTBEHHOCTH; IIPaBUIIa
JOKYMEHTAIMOHHOTO 00eCTICUeHHS
JeSTEIbHOCTH OpraHNU3aLUu; TOPSI0K
paboTHI C IOKYMEHTaMHu; TPEOOBaHUS,
HpeabsBIsieMble K IOKyMEHTaM B
COOTBETCTBUH C HOPMATUBHBIMU
IIPaBOBBIMU aKTaMU U
rOCyJapCTBEHHBIMH CTaHIapTaMH,
IpaBUjIa COCTABJICHUS
OpraHU3aIMOHHBIX TOKYMEHTOB
(moJs10’keHu, UHCTPYKLUH,
pErIaMeHTOB); BHIbI JOKYMEHTOB, UX
Ha3Ha4Y€HUE; OCHOBBI JJOKYMEHTHON
JMHTBUCTHKH; TPEOOBAHUS OXPaHBI
Tpy/a; IpaBuja COrJIaCOBAHUSA
JOKYMEHTOB OpTaHH3aIix
(BHYTpEHHETO U BHEIIHET0); paBuia
MIOJIMICAHUS ¥ YTBEPIKICHHS
JIOKYMEHTOB; IpaBUJIa PyCCKOT'0 SI3bIKa;
npaBuja paboThl C BXOSIIIUMH,
UCXOJALIMMHU U BHYTPEHHUMHU
JIOKYMEHTaMH; COBPEMEHHbIE HAyUHbIE
METO/BI M TEXHUYECKHE CPE/ICTBA,
crocoOcTByo1IME cOopy, 00padoTKe,
COXpaHEHHIO U Tiepeiade
MH(POPMALIMOHHBIX TTOTOKOB; METO/IbI
00paboTku nHoOpmaIuu ¢
NPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKHUX CPEIICTB KOMMYHUKAIIUN U
CBSI3U, BBIYMCIUTEIbHON TEXHUKH.
YMeTh: coCTaBIATh U 0QOPMIISATH
OpraHu3alMOHHBIE U METOJUUECKUE
JOKYMEHTBHI; pEIaKTHPOBATh TEKCTHI
CIIy’K€OHBIX JJOKYMEHTOB; paboTaTh CO
BCEH COBOKYITHOCTHIO MH(OPMAIIMOHHO-
JIOKYMEHTAIMOHHBIX PECYPCOB
OpraHu3aIlig; MOJIb30BaThCs Oa3aMu
JTAHHBIX, B TOM YHCJIe Y/IaJ€HHO;




HCIIOJIb30BATh CIPABOYHbIE MPABOBbIE
CHCTEMBI; paboTaTh C KOMIIBIOTEPOM,
Katajoram# (rmankamu) u ¢aiaamu,
CKaHEPOM; IMOJIb30BATHCS OPHCHBIM
MaKeTOM (TEKCTOBBIN PEeIaKToP,
TabIUIIB), nepupepUiHBIMU
YCTPOMCTBAMU U OPTTEXHUKOH,
AJEKTPOHHOMU IMOYTOM; CUCTEMaMU
AIIEKTPOHHOTO JJOKYMEHTO000POTa;
NPUMEHSTH MPABUJIA PYCCKOTO A3BIKA;
HABBIKM CKOPOCTHOTO ITHUCHhMa;
COCTaBJIATH M O(OPMIISATH JIOKAJIbHBIE
HOPMAaTUBHBIE aKThl; OCYIIECTBISATh
c6op, 00paboTKy U aHaIM3 UHGOPMAITUU
B COOTBETCTBUU C TPeOOBaHUAMU
KPaTKOCTH, YETKOCTH (hOPMYITHPOBOK,
CBOEBPEMEHHOCTH MOCTYIUICHHUSI,
TOYHOCTH H JJOCTOBEPHOCTH,
ONTUMAIIFHOCTH CUCTEMAaTU3aINH,
HEIPEPBIBHOCTH cOOpa U 00paboTKU
UH(POPMALIUHU; OCYIIECTBIISTH
pPErucTpalnio, HaKOIUICHHUE U Tiepeayy,
CHCTEMATH3MPOBAHHOE XPAaHEHUE U
BbI1auy nH(pOpManuu B TpedyeMoit
¢dopme; cocTaBIATh U 0QOPMIIATH
CBOJIHBIE, OTUYETHBIC, CTATUCTUYECKUE
JOKYMEHTBI

Baaners: HaBbIKaMU pa3pabOTKH
JIOKQJIbHBIX HOPMATUBHBIX aKTOB,
pEerIaMeHTHPYIOIUX paboTy cekperaps,
COCTaBJIEHUS U 0(OPMIICHUS
yIpaBIeHYECKON JOKYMEHTAIIHIH,
OpraHu3zaiy paboThl ¢ JOKYMEHTaMH U
WX XpaHEHUS B IPHEMHOMN
PYKOBOAUTESA, 0O€CTICUeHUS
pyKoBoAuTENS HHGOpMAaIUeEH,
OpraHu3ay nHHOPMAITMOHHOTO
B3aUMO/JICHCTBUS PYKOBOJHUTES C
MOJIPa3/ICIICHUSIMH U JTOJDKHOCTHBIMH
JTUIIAaMH OpTraHu3alllu.

[1K-7 — Cniocoben
OCYIIIECTBIISATh
MH(OPMaLMOHHO-
AHAJTUTHYECKYIO U
OpraHU3aIMOHHO-
a/IMUHUCTPATUBHYIO
MOJJIEPIKKY
JESTEIBHOCTH
PYKOBOIUTENS
OpraHu3aIu

[1K-7.1 — ®opmupyet
UH(POPMALIMOHHOE
B3aNMOJICHCTBHE
PYKOBOIMTEIS C
OpraHHU3aIUsIMU, aHATU3UPYET
UH(OPMALIUIO U TOTOBUT
MH(OPMaLOHHO-
AHAIUTUYECKUE MaTEpUAIIbI

3HaTh: CTPYKTYpY OpraHU3aluy,
PYKOBOJICTBO CTPYKTYPHBIX
MoJpa3/IeICHU, HalpaBJIECHUS
NeSITeTbHOCTH OpTaHN3alu U
KOMIIETEHIIH CTPYKTYPHBIX
MOJpa3/ieIeHuil U JOJKHOCTHBIX JIMIL,
OCHOBBI TICHXOJIOTHH JEIIOBOTO
OOIIeHus, KIaCCU(PHUKAIMIO U BUIbI
yIpaBJIieHYeCKOi HH(OpMAIIH, OCHOBBI
HamMCcaHus pevel ¥ TOKIJIa10B
PYKOBOJUTEIS, KATETOPHHU CITyIIATEIIeH
(unTareneit), Ha KOTOPBIX OyaeT
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paccumTaH IaHHBIA 0030p, TOKIIA],
WUCTOYHUKU WH(POPMAIIUHU: KaTAIOTH
OMOIMOTEK, KYPHAJIOB, IONCKOBBIC
CHCTEeMBI HH(POPMALIMOHHO-
TEJIEKOMMYHHUKAIITHOHHON CETH
«IHTEpHETY, PTEKTPOHHBIC Oa3bI
JTAHHBIX, METObI 00PabOTKH
nH(pOpMaIIUU C MPUMEHEHUEM
COBPEMEHHBIX TEXHHUYECKUX CPEICTB
KOMMYHUKAIUA U CBA3U,
BBIYUCIIUTEIILHOW TEXHUKU

YMeTh: pa3padaTeiBaTh TEMATHUECKUN
TUIaH 0030pa, TOKJIa/1a, aHATUTUICCKON
CIIPABKH, TIOJIB30BATHCS
WH(POPMAIIMOHHBIMH PECYpCaMH U
CUCTEMATH3UPOBATH HHPOPMAIIHIO TI0
3aJJaHHBIM KPUTECPHSIM,

OTIPEICIIATh KPYT HCTOYHHKOB H
JTUTEPATYPhI, HEOOXOTUMBIX JIJIsI
MOJITOTOBKH WH(POPMAIIMOHHO-
AHATUTUICCKUX MATEPUAJIOB, U3JIaraTh
MaTepHall B JIOTHIECKOM
MOCJIC0BATEIFHOCTH, IIPOU3BOIUTH
aHaJIN3 ¥ OIICHKY M3JI0)KEHHOTO
MaTepuaia, 0pOpMIISITh TEKCT B
COOTBETCTBYIOIIEM CTHUIIE,
PEIaKTHPOBATH TEKCT IOKYMEHTOB,
(bopMyITHpPOBaThH BHIBOJIBI U
PEKOMEH/IallNH, UCTIOTH30BATh
nH(OpPMaIMOHHBIE TEXHOJIOTHH,
MIPOBOJIMTH PEIAKTHPOBAHKUE TEKCTA
Bananers: HaBbikamu cOopa,
nepepaboOTKU U aHAJIM3a UHPOpMaLUK
JUTS pEIICHUS 3a/1a4, TOCTaBIEHHBIX
PYKOBOJHMTEIIEM, OITBITOM IO OTOBKH
MH(OPMaIMOHHO-aHATUTHIECKHIX
MaTepHuayioB, pa3padOTKu
TEMaTHUYECKOro TIaHa 0030pHOTO
JOKYMEHTA, JTOKJIaaa

MpaBUJIaMU HAITUCAHUS U O(POPMIICHHUS
0030pa, JoKIa/1a, aHATUTHIECKOM
CIIPAaBKHU

[1K-7.2 — Opranusyer
JIeNIOBBIE KOHTAKThI U

IMPOTOKOJIbHBIC MCPOITPUATHA

3HaTh: CTPYKTYpY OpraHU3aluH,
PYKOBOZSAIINN COCTaB OpraHU3aluu 1
MoJpa3/IeICHU, HalpaBJICHUS
JIESTEIIBHOCTH OpPraHu3aluu 1
KOMIETEHIIUH CTPYKTYPHBIX
MOJIpa3IeJIEHNI U TOJPKHOCTHBIX JIMIL,
MICUXOJIOTHIO JIETIOBOTO OOIIEHUS,
OCHOBBI KOH(DJIUKTOJIOTHH, TIPAaBUIIA
MIPOBEJICHUS JIETIOBBIX MIEPETOBOPOB U
IIPOTOKOJIBHBIX MEPONPUITUH, ITUKET U
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OCHOBBI MEXKIYHApPOHOTO IMPOTOKOJIA,
IpaBUjIa COCTABJICHUS U 0(OPMIICHUS
JIOKYMEHTOB, IpaBUJja 3alllUThI
KOH(HICHIIMATIBHOH CcITy)eOHOH
uHpopmanuu, nHOOPMAITMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUU
YMeThb: COCTaBISATh U OPOPMIIATH
MIPOTOKOJIbI COBELIAHUM, 3aCEJaHUI 1
KOH(EPEHTHBIX MEPOIPHUITHIA, TOTOBUTH
CIHCOK yYaCTHUKOB, IOBECTKY JIHS,
SIBOYHBIE JIUCTHI U TPOEKTHI UTOT'OBBIX
JIOKYMEHTOB, COCTaBJISTh MIPECC-PEIIN3HI,
BECTH IEPEroBOPHI C MAPTHEPAMH,
paboTaTh B peKMME MHOT033/1a4HOCTH,
paboTtarh ¢ OOJIBIIUM 0OBEMOM
uH(popmaIuu, co3aaBarh U
MOIJIEP>KUBATH MOJIOKUTEIBHBIA UMUK
OpraHu3aluy U PYKOBOIAHUTEIS,
UCTIOJIB30BaTh HH(POPMAITIOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTHH IS
0o0s1e€ PKOHOMMYHOM U PallMOHAIbHOMN
OpraHu3aui HHPOPMAIIMOHHBIX
MPOIIECCOB, MOBBIIIEHUS KX THOKOCTH U
JTUHAMHYHOCTH, 00€CIIeYHBaTh
UHPOPMAMOHHYIO 0€30TT1aCHOCTh
OpraHu3aluu

BuiaieThs: HaBBIKAMU OpTraHU3AIMH U
TJIAHUPOBAHUS J1€JIOBBIX KOHTAKTOB,
BCTPEY U TI0E3/I0K PYKOBOIUTEIIS;
OIBITOM OpraHHU3aluy 3ace/laHuil,
COBELIaHUHI U MEPOIIPUATUH,
IIPOBOJIUMBIX PYKOBOJIUTEINEM,
MOJITOTOBKH MaTEPHAJIOB IS
COBEUIaHUH, BeJIeHUs U ohopMiIeHUs
MPOTOKOJIOB; HABBIKAMH OPTaHU3aInN
[IEPEroBOPOB, NOJATOTOBKH MTPE3EHTAIHH,
npecc-KoH(epeHIIN PyKOBOAUTENS

[1K-7.3 — Opranusyer
VCIIOJIHEHHUE pEeICHUHN
PYKOBOJUTENS

3HaTh: HOPMATHBHBIE TIPABOBBIE AKTHI,
HOpMaTI/IBHO-MCTO}II/ILIeCKI/Ie
JIOKYMEHTBI, TOCY/1apCTBEHHBIE
CTaHJapTHI B chepe AeITEIHbHOCTH
OpraHu3aIiy; CTPYKTYPy OpraHU3allu,
PYKOBOICTBO CTPYKTYPHBIX
Moipa3JielieHn i, HalpaBICHUS
JIESITSIILHOCTH OPTraHU3aIluu |
KOMIIETEHIIMH CTPYKTYPHBIX
MOJpa3/IeICHU U JOJKHOCTHBIX JIHII;
MpaBuJia IPOBEJCHUS U TEXHOJIOTHIO
BCIACHUA KOHTpOJ'IS[ HNCITIOJIHCHU A
MOpYYEHUN PYKOBOIUTEIS,

CUCTCMBbI BHCKTPOHHOFO
JIOKYMEHT0000pOoTa, 6a3bl JaHHBIX,
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TpeOOBaHUS OXPaHbI TPYIa

YMeTh: COCTaBIATH U OPOPMIIATH
JIOKYMEHTBI, COJIepKallue MOpyYEHHs U
pacropsKeHUs] PYKOBOIAHUTESI, BECTH
y4eT Nopy4eHUi pyKOBOAUTENS,
NPUHUMATD PELICHUS B TIPOIIecce
paboThl, IPOU3BOJUTH aHATH3
UCTIOJHUTENIbCKOM TUCIIUILIMHBI,
COCTaBIISITh AHAIMTUYECKUE OTUETHI U
CHPaBKU MO Pe3y/IbTaTaM UCIOTHEHUS
MOPYYECHUH U PACIIOPSKECHUI
PYKOBOJMTEIS, II0JIB30BATHCS
CUCTEMaMH 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa, TPUMEHSThH
BBIUHCIUTEIBHYIO TEXHUKY U
MH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH JIJIs1 9KOHOMUYHOH U
palMOHAIBHONW OpPraHn3aluu
MH(OPMALIMOHHBIX NTPOLIECCOB
Baianers: HaBbIKAMH JOKYMEHTAIBHOTO
oopmIIeHHS peIICHUN PYKOBOAUTENS U
KOHTPOJISI UX UCTIOJTHEHHSI,

OTIBITOM TTOATOTOBKH OTYETOB O
BBITIOJTHEHUH MTOPYYECHUN U PELICHHH
PYKOBOJIUTEIS, SHAHUSAMHU PaOOTHI B
CUCTEME SJIEKTPOHHOTO
JIOKyMEHT0000poTa

4. MecTO NPAaKTHKH B CTPYKTYpe
o0pa3oBaTe/IbHOM NPOrpaMMbl BbICIIET0 00pa3oBaHMs

[Tpou3BojcTBeHHass  MpakTHKa (KOMMYHHKAIIMOHHO-MH()OPMALMOHHAS  MPAKTHKA)
otHocutcs K bnoky 2 «Ilpaktuka», «YHactb, popmupyemasl ydacTHUKaMHU oOpa3oBaTeNlbHBIX
OTHOILIEHWI» W 0Oa3upyeTcss Ha JUCHUIUIMHAX 00pa3oBaTelbHOM MPOrpaMMbl BBICILIErO
oOpa3oBanusi 1o HampaBieHuto moarotoBku 45.03.01 «®Dunonorus» HaNPaBIEHHOCTH
(mpounb) «®Puiosnoruss B ITHOKYIBTYpPHOW U HMH(OpPMAIMOHHOW cdepax», a HMEHHO:
«[IpakTHKyM MO opraHu3ay HHPOPMALMOHHO-T0OKYMEHTALIMOHHOM padoThI».

Jljig ycTIenmHOro MPOX0KA€HUS IPOM3BOACTBEHHON MPAKTUKK 00YJaroIUNics JOKEH:

3HaTh:

- CTPYKTYpY, 3a/lauyd OpraHu3alliyd U pacupeneneHne QyHKUUNA MEeXIy CTPYKTYPHBIMU
NOJPa3eJICHUSIMHU U CIIELIMAIUCTAMMU; TPaBUJIa OpraHU3aluy IPUEMOB ITIOCETUTENEH;

- OJTHUKY [EJIOBOTO OOIIEHMs; IpaBWJIa PEUYEeBOr0 ATHKETA; JOKYMEHTAI[MOHHYIO
JMHTBUCTUKY U MPaBUjIa OCHOBHOI'O M3Y4aeMOTO SI3bIKA;

- TpeOOBaHUS OXpaHbl TpyZJa; MpaBWiIa 3allUThl KOH(MUIEHIMAIBHON CIyX)eOHOMI
uHpOpMaINH;

- HOpMaTHBHbIE IMPaBOBbIE aKTbl ¥ HOPMATHUBHO-METOJWYECKHUE JOKYMEHTHI,
OTIpeIeNIAIONINE MOPSAIOK JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIpaBIICHHS;

- COBpEMEHHbIE HHPOPMAIIMOHHbIE TEXHOJIOTUHU pabOThI ¢ JOKYMEHTaMH.

YMmers:

- OCYLIECTBJISITH ~ OPraHU3alMOHHOE, JIOKYMEHTAllMOHHOE U  UHGOpPMAIMOHHOE
o0ecrieyeHue AeTeIbHOCTH OPraHU3alHH;

- OpraHu3oBaTh pabOTy C MOCETUTENSIMH, MOJArOTOBKY, MPOBEACHHE U OOCITYKHBaHUE
KOH(EpPEHTHBIX MEPOTIPUATHUH;
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- BBITIOJIHATH KOOPAMHHUPYIOIINE U 00ecTieunBaoIue GyHKIUY,

- HCTIOJIb30BaTh TEXHUUECKHUE U MTPOrPaMMHBIE CPEICTBA ISl IPOBEIEHUS TOJI0COBOM MU
BUJICO-KOH()EPEHII-CBSI3U; HUCIOJB30BaTh CPEJICTBA KOMMYHUKAIIMOHHOW OPTTEXHHUKH ISt
MoJTydeHus1, 00pabOTKH M mepeadu HHGOpMaIuu.

Bnagers:

- HaBBIKAMH pabOTHI C HOMEHKJIATYPOH el OpraHu3aluu, BXOASIIMMH, UCXOISIIUMHA U
BHYTPEHHUMHU JOKYMEHTaMH; COCTABJICHUS ¥ OQOPMIICHUS HH(POPMAIIMOHHO-CIPABOYHBIX,
OpPraHU3aIMOHHBIX, YIIPABICHYECKUX IOKYMEHTOB OpraHU3alllK; MPOBEACHUS U 00CTYKUBAHUS
KOH()EPEHTHBIX MEPOIIPHSITHIA;

- MeToJamMH M mpueMamMu oOpaOOTKM U mepenayd WHGOPMALUU, HCIOJIb30BAHUS
WH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUN TTpH paboTe ¢ JOKYMEHTaMH,

- 3HAHMSIMM O JIOKYMEHTHOM JIMHTBHCTHKE, NpPaBUJIAX PYCCKOTO S3bIKa M JEIOBOTO
ITHKETA;

- HaBbIKaMU paboThI [0 YUYETY, XpaHEHHIO U Iepejaue B COOTBETCTBYIOIINE CTPYKTYPHbIE
MOJpa3/IeICHUs TOKYyMEHTOB TEKYIIETO AJIONPON3BOICTBA.

3HaHUSA, YMEHUS W HaBBIKU, IOJTYYCHHBIE B pe3ylbTaTe MPOXOXKIACHUS MPAKTUKHU,
UCTIONB3YIOTCS JUIA M3Y4YCHHS CIEAYIONIMX YYeOHBIX AMCUIUIUIMH JaHHOH 00pa30BaTelbHON
nporpaMMbl  BbIcIIero  oOpazoBaHusi: «OCHOBbI  MPOQPECCHOHANBHOW  KOMMYHHKAIUN,
«Putopukay.

5. MecTO0 1 CPOKH NPOBEAEHUSI MPAKTUKH

Opranuzanus NOpPOBEAECHUA  NPOU3BOACTBEHHONM  INPAKTUKU  KOMMYHHKAIlMOHHO-
UH(OpPMAIMOHHAs NPAKTUKU) OCYIIECTBISACTCS Ha OCHOBE JOTOBOPOB C OpraHHU3aIHsSIMH,
JeSITEIbBHOCTh KOTOPBIX COOTBETCTBYET MPO(ECCHOHAIbHBIM KOMIETEHIMSIM, OCBaWBAEMbIM B
paMKax JaHHOH oOpa3oBaTeIbHON MPOrpamMMbl BbIcLIero oOpa3zoBaHMs. [IpakThka mpoBOIUTCA
Ha 0a3e opraHu3alyii U MPEANPHUITAN, BEAYIIUX ACSITEIBHOCTh OMOIMOTEK, apXUBOB, HAyYHBIX
UCCIIEIOBaHUM U pa3pabOTKOK B 001aCTH T'yMaHUTAPHBIX HAYK.

npoBoauTCsS Ha 0a3e (hakyibTeTa pycCKOM M 4yBalICKOH (DMIIONOTHUH U KYPHAJIHCTUKY, a
TaK)Ke B aJMUHHCTPATUBHO-YNPABIECHUYECKUX MOApa3fesieHUusAX YyBallICKOro rocyIapCTBEHHOIO
YHHUBEpPCUTETA.

IIpaktuka Ui oOyyaromuMXcss € OrPaHUYEHHBIMH BO3MOXKHOCTSMHU 37I0POBbS U
MHBAJIWJIOB TPOBOJUTCS C YUYETOM OCOOEHHOCTEH MX NCHUXO(PHU3UYECKOro pa3BUTHS,
VHIVBUAYAJIBHBIX BO3MOKHOCTEM U COCTOSIHUS 3J0POBbSI.

[IpousBojacTBeHHass  MpakTUKa  (KOMMYHHKAallMOHHO-UH(GOpPMAIlMOHHAs  IPaKTHUKA)
npoBouTcs B 5 cemectpe. OO11ast MpoJOIKUTENIEHOCTD MPAKTUKU COCTABIISET 2 HEJeIH.

@®opmoii aTTecTalluyd NPAKTUKH SBISETCS 3a4eT C OLEHKOH (auddepeHunpoBaHHbIN
3auyer). [lo wrToram 3ayera oOydaromeMycss MOTYT OBITb BBICTABICHBI OLEHKH «OTIMYHOR,
«XOpOILIO», «YAOBIETBOPUTEIHHO» U «HEYI0BIETBOPUTEIILHON.

6. CTpyKTYypa U coiep:KaHue NPAKTHKHU

B cooTBercTBHM ¢ Y4eOHBIM IUIAHOM JJISi OCBOCHHUS MPOTPaMMbI MPAKTUKH B y4eOHOM
iaHe npeaycMorpeno 3 3.e./ 108 ak.u.

B tom uucie Ha
MPAKTHIECKYIO dopmupye-
Bubt paboT Ha MpakTHKE, Tpynoewm- P y PMHPY
Ne Paznens! (aramsn) MTOJITOTOBKY U MEIE
BKJIFOYAsl CAMOCTOSITEIILHYTO KOCTb,
/i IMPpaKTUKH UHAWBUIYAJIbHYIO KOMIICTCH-
paboty oOyJarommxcs qac
KOHTaKTHYIO padoTy, 05051
yac.
1. | Opranuzanus ITpoBenenue 9 4 VK-8
IIPaKTHUKU, OpTraHU3aIMOHHOI0
HO,Z[I"OTOBI/ITGHBHHﬁ CO6paHI/ISI, Ha KOTOpOM
JTaIl OCBEHIIAIOTCS IEJIN N
OCHOBHBIC 3aJa4n
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n/o

Paznensr (3Tambn)
MPaKTHKA

Buapl pabot Ha mpakTHKe,
BKJIFOUAsl CAMOCTOSTEIIbHYIO
paboTy o0yJaronIxcs

Tpynoem-
KOCTb,
gac

B oM uncie Ha
MIPAaKTHYECKYIO
MIOJTOTOBKY H
HMHIUBHIYaJIBHYIO
KOHTaKTHYIO pabory,
yac.

dopmupye-
MBIE

KOMIICTEH-
U

IPAaKTUKH, YKa3bIBAKOTCS
OTYETHBIE CPOKH,
pas3zfaroTcs He0OX0IMMBblIEe
MaTepHabl s
IPOXO0XKICHUS IPAKTUKH.
OdopmiieHne Ha MPAKTUKY,
MHCTPYKTaX I10
03HAKOMJICHUIO C
TpeOOBaHUAMH OXPaHbI
TpyZAa, TEXHUKH
0e301acHOCTH, MOXKAPHON
0e30IaCHOCTH, a TAKIKE
IpaBUIaMU BHYTPEHHET O
TPYAOBOTO pacropsiaKa
OpraHu3aluiy,
IIPEAOCTABIAIOIIEN MECTO
JUIS IPOXOKICHUS
MPaKTUKH.

[Tony4yenue 3aanus no
IPAKTHKE.

OCHOBHOI1 dTan

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

3HAKOMCTBO C
OPTraHU3aIMOHHOMN
CTPYKTYpOil 00beKTa
IIpakTUKU. M3ydeHne
TEXHOJIOTUYECKOH U
HOPMAaTUBHOMN
JIOKYMEHTAIUH.
3HAKOMCTBO C
WHCTPYKIUSMH,
PEKOMEHTalUsIMH,
MaMsTKaMH,
CIPaBOYHUKAMH,
U3JJaHUAMHU O0BEKTa
MPaKTHUKH, & TAKXKE C
U3JIaHUSMU
BEJJOMCTBEHHOT'O
XapakTepa, UX U3y4eHHe.
Co6op dakTrueckoro u
JUTEPATypHOrO MaTepuaa.
AHanu3 coOpaHHbIX
MaTepHaJIoB.

58

60

[1K-4,
I1K-5,
I1K-6,
IK-7
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B Tom uncne na

MIPaKTUYECKYIO Dopmupye-
Buapl pabot Ha mpakTHKe, Tpynoem- p Y PMHDY
Ne Paznensr (3Tambn) MTOITOTOBKY M MBI
BKITIOYAst CAMOCTOSITEIIFHYIO KOCTb,
n/m TIPaKTUKA WHAWBHIYATbHYIO KOMIICTEH-
paboTy o0yJaronIxcs gac
KOHTaKTHYIO pabory, U

qac.

Benenune noesHuka
MPaKTUKH.

3. | AHanuTH4ecKuit [IpencraBnenue 32 16 I1K-4,
aTarn PYKOBOJIUTEIIIO TPAKTUKU ITK-5,
coOpaHHBIX MaTEPHAJIOB. [1K-6,
Brimonnenue [TK-7
MPOM3BOJICTBEHHBIX
3aJaHUN.

VYuacTtue B peieHnun
KOHKPETHBIX
pohecCuOoHANBHBIX 3a/1au.
O6cyxnenue ¢
PYKOBOAMTENEM MPAKTUKH
MPOAEIAHHON YacTH
paboTHI.

4. | 3aKIIO4YUTENLHBII CocraBiieHrEe Ha OCHOBE 9 2 [1K-4,
JTarn IIPOBEECHHOTO I1K-5,
HCCIIEA0BaHNUs BEIBOIOB U I1K-6,
MPEIJI0KECHU M. [1IK-7
IloaroroBka oTueTHON
JIOKYMEHTAIUH.
OdopmieHue oruera 1o
MIPAKTUKE B COOTBETCTBHH C
TpeOOBaHUSIMHU.

Crnaga otdera o
MPOXOXKACHUU MTPAKTHUKU Ha
Kadeapy.

3amuTa oTyera.

UTOT'O 108 82

HUTOTO, 3.e. 3

KoHnkpeTrHoe cojepkaHWe TNPAaKTUKUA pa3pabaThIBaeTCsl PYKOBOAUTENEM IPAKTHUKU
OT Kadenppl, OTBETCTBEHHOM 3a OpraHu3alui0 U TPOBEACHHE MPAKTUKH COBMECTHO
C PYKOBOJIUTENIEM MPAKTUKH OT NpoduibHON opranuzanuu. CoaepxaHue NPaKTUKU OTpa)kaeTcst
B 33JIaHUU Ha NMPAKTUKY CTYAEHTY-IIPAaKTUKaHTY (hopMma 3aganus B [lonokeHnn o npakTuaecKon
MOJArOTOBKE  OOYyYaloIIMXCs, OCBaMBAIOIIMX 0Opa30BaTeNbHBIE MPOrpaMMbl  BBICIIETO
obOpazoBaHusi B (heepaibHOM TOCYJAaPCTBEHHOM OIOHDKETHOM OOpa30BaTEIbHOM YUPEKICHUU
BBICIIETO 00pa3oBanus «YyBalICKuii Tocy1apCTBeHHBIN yHUBepcuTeT MMeHu V.H. YibsHoBay).

Brinonnenue 3agaHust JOKHO o0eCTIeurBaTh 3aKpeIUIeHHe, PaclIupeHnue U yriryOiaeHue
TEOPEeTUYECKUX 3HaHUM Mo naucuuiuinHe «lIpakTukym 1o opraHuzauuu HHQOPMAIMOHHO-
JIOKYMEHTAIMOHHOW paboThl». 3aJaHue Ha MPAKTUKY JIOJDKHO MPEIyCMaTpHUBATh JOCTHXKEHHE
IUIAHUPYEMBIX PE3yJbTaTOB OOYYEHHsS MpPH MPOXOKICHUHM MPAKTUKH, COOTHECEHHBIX C
pe3ysbTaTaMHi OCBOEHHS 00pa30BaTeIbHOM MporpaMMbl. B HeM 10JKHBI OBITH TPEyCMOTPEHBI:

- CcOOJIOJIeHNE MpaBUJ TEXHUKU OE30MACHOCTH, OXpaHbl TPyAa W IPOTUBOMOMKAPHBIX
MEPOIPHUATHH;
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- U3yYEHUE OpPraHU3allMOHHOM CTPYKTYpbl M BHJOB JEATEIBHOCTH YUYPEKIACHMUS,
CTPYKTYpbl # (yHKUMN JeNONpPOU3BOACTBEHHON CIYKOBI, JOKHOCTHBIX —O0si3aHHOCTEN
COTPYAHUKOB 3TOH CIIyObl, JOKYMEHTOB, pEIJIAMEHTUPYIOUIMX JEATEIbHOCTh CIYXOBI,
YCIIOBUH Tpy/la WK JOJKHOCTHBIX 00S3aHHOCTEH J1eI0MPOU3BOIUTENA-JOKYMEHTOBE 1A,

- O3HAaKOMJICHHE C HOMEHKJIATypoH  JieJ, TOPSIKOM U  OCOOCHHOCTSMHU
JOKYMEHTUPOBAHUSA JIEATEIbHOCTU TMPEANPUATUS, C OpraHusalnueid JTI0KyMEeHTOoOOpoTa,
CHCTEMOM XpaHeHHs JOKYMEHTOB, UX Kiaccu(uKanuei u npaBuiaaMu GOpMUPOBAHUS JETT;

- IpUOOpETEeHNEe HABBIKOB 10 TIOJTOTOBKE A€ JJIsl IIepejaun B apXuB;

- U3y4YEHHE HOPMATHBHBIX IPABOBBIX aKTOB U HOPMATHBHO-METOAUYECKHUX JOKYMEHTOB,
OTIPEACIIAIONIUX MOPSIIOK JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS YIIPaBICHHUS;

- HCIOJBb30BaHME COBPEMEHHBIX HWH(POPMALMOHHBIX TEXHOJOTWH Tmpu pabore ¢
JIOKYMEHTaMU;

- opranu3zanus paboThl C MOCETUTEISMHU.

Pabounii rpaduk (miaH) TpOBEAEHUS MPAKTUKH COTJIACYETCS C PYKOBOJIUTEIEM OT
npodmibHol opranusanuu (IIpunoxenue 1).

7. ®@opMa OTYETHOCTH 1O MPAKTHKE

®opmMoii aTTecTalMM TPAKTUKU SBISETCS 3a4eT C OLEHKOH (auddepeHnnpoBaHHbIH
3a4ger). Ilo mToram 3adera oOydarolieMycsi MOTYT ObIThb BBICTABJIEHbI OLICHKH «OTIHYHOY,
«XOpOILO», «YIOBIETBOPUTEIBLHO» U «HEYAOBIETBOPUTENbHO». [l MpoBEpKH KadecTBa
IPOXOXKJICHUS TNPAKTHKH, a TAKXKe MOJTYYEHHBIX 3HAHUM, YMEHUH M HaBBIKOB, OOydarouiuecs
JOJDKHBI TPEACTaBUTh PYKOBOAUTENIO TMPAKTUKK OT Kadeapsl Cleaylolue MaTepuayibl U
JIOKYMEHTBI:

- NYTEBKY OOYyYaromerocs-nmpakTUKanTa, O(OPMIEHHYIO B COOTBETCTBHH C
TpeOOBaHUSIMHU M COJEPIKAIIYI0: OT3BIB OT MPOQHILHONW OpTraHU3aIMH, B KOTOPOW MPOXOAWIIA
IPAaKTUKa; OINUCaHHWE TNpoJielaHHOW oOyJaromuMmcs: paboThl; OOILIYI0 OLIEHKY KauecTBa €ro
NOJrOTOBKH, YMEHHUSI KOHTAaKTUPOBATh C JIFOJIbMU U aHAJIM3UPOBATh CUTYALIUI0, YMEHUS paboTaTh
CO CTAaTUCTUUYECKUMH JaHHBIMU U T.[1.;

- oTyeT oOyuarollerocsi-NpakTUKaHTa O TMpoJeNaHHOM paboTe BO  BpeMs
MIPOXOKACHUSI TPAKTUKU C YKa3aHHEM IOJYYEHHbBIX HOBBIX 3HaHUH, YMEHUN U HaBBIKOB.

Otuér oOyuaromerocs-mpakTUKaHTa IO TMpakTHUKe JODKeH ObITh Oo(OopMIIEH B
COOTBETCTBUH C MeXrocynapctBeHHbIM cTangaprom ['OCT 7.32-2017. Otyer oOydaromierocs-
IIPAKTUKAHTa 110 IPAKTUKE PELEH3UPYETCd W OLEHUBAETCS PYKOBOJUTENIEM IPAKTHKU OT
Kadepbl, OTBETCTBEHHOM 3a opranu3aiuio u nposeaenue npaktuku (IIpunoxenue 3).

TpedoBanus k opopmiieHHI0 OTHYETA

Tekcr pacnonaraercs Ha OJHOW CTOpoHE JucTa Oenoil Oymaru Qopmara A4 U JOKEH
COOTBETCTBOBATH CJIEAYIOLIUM TPEOOBAHUSM:

- ohopmitsiercst mpudrom Times New Roman;

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

- MEXCTPOYHBII MHTEPBAJ — MOJIYTOPHBI;

- (popmaTupoBaHue — MO HIHPUHE.

[TapameTpsl cTpanulbl: BepxHee nosie — 20 MM, HUxHee — 20 MM, 1eBoe — 30 MM, IpaBoe —
10 mm.

O6wem pabotel B mpenenax 10-15 crpanun. CTpaHHIBI OTYETa CIEAYyeT HYMEpOBaTh
apaOckuMu nudpamu, coOnoaas CKBO3HYIO HyMepaluio Mo BceMy TeKcTy pabotbl. Homep
CTPAHMIIBI MPOCTABISAIOT B CEpeAMHE BEPXHEro mois 0e3 TOYKM B KOHIE. TUTYIbHBIM JHCT
BKJIIOUAETCS B OOIIYI0 HyMEpaIUIO CTPaHULl pabOThI, HO HOMEp CTPaHUIIbl HE MPOCTABISAETCS.

Juarpammbl, TpaQuKu, CXeMbl, YepTexH, (GoTorpaguu U Jp. UMEHYIOTCS PUCYHKAMH,
KOTOpBIE HYMEPYIOTCS MOCeI0BaTeIbHO CKBO3HOM HyMepaluel o1 pUCYHKOM; TEKCT Ha3BaHUs
pacrionaraercst BHU3y pucyHka. LludpoBoii Marepuasn, MOMELICHHbIH B OTYETe, PEKOMEHIyeTCs
opopmisiTb B BHUAE TaOiWl, KOTOpble TaKke HyMepyloTcs apabckumu uudpamu
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HocJIe0BaTeNbHO. Bce Tabmuipl JODKHBI MMETh COAEP)KATENIbHBIA 3arojOBOK. 3arojoBOK
nmomerniaercsi 1moj cioBoM «Tabmuia» Haa COOTBETCTBYIOIIEH TaOnuield ¢ 1udpoBbIM
MaTepHaIOM.

[Ipunoxxkenus oQOpMIAIOTCS KaK MPOJOJDKEHHE OT4YeTa Ha MOCIEAYIOIUX €ro
CTpaHMIIAX, KOTOpble He HyMepyloTcs. Kaxmaoe npuiokeHne HaunHAIOT C HOBOM CTpaHMIBI, B
IIPaBOM BEPXHEM YIIy KOTOpOil yka3biBaioT ciioBo «lIpuioxeHue» ¢ mocieaoBaTeabHON
HyMepanueil apabckumu mmdpamu, Hanpumep, «llpunoxenue 1», «[Ipunoxenue 2» u T.1I.
Kaxxnoe npusoxeHue J0KHO UMETh TEMaTHUECKU 3arojIoBOK, OTPAXKAIOLIUI CYTh TIOKYMEHTA.

OTuer O NpPaKTUKE 3ALIUIIACTCA MEpe]] PYKOBOAMTEIEM MPAKTHKH M 3aBEIYIOIIUM
Kadeapoi.

OTuer mnpomMBAETCS M CKPEIUIAETCS TIeYaThi0 MNPEAnpusTHs — O0a3bl MPaKTUKH,
MOJIMKUCHI0 PYKOBOJAUTENS MPAKTUKU OT MPEIIPUATHS, TOJIUCHI0 00yYaronerocs-npakTuKaHTa,
Ha TUTYJIBHOM JIUCTE MPOCTABISAIOTCS MOMMUCH DPYKOBOAMTENS NPAKTUKU OT Kadeapsl H
3aBeJlyIoIIero Kadeapoi.

JIHEBHUK TPAaKTUKU BeICTCA OOYYarOIIUMCS U SIBJISETCS 00s3aTeNbHBIM OTYETHBIM
JOKYMEHTOM i o0yu4aroierocsi. B JHEeBHUK NMpPakTUKU HEOOXOAMMO €KEAHEBHO 3aIUCHIBATH
KpaTKUE€ CBEJIEHUS O MpPOJEJIaHHOM B TeueHWe AHs pabore. 3amuCH O BBINOJIHSIEMON padoTe
JIOJIKHBI OBITh KOHKPETHBIMH U 3aBEPSAIOTCS MOAMKUCHIO PYKOBOIUTENS MPAKTUKHU (TPAKTUYECKUM
pabotaukoM). C ero paspemnieHus: 00yJaromuics OCTaBISCT Y ce0sl COCTaBICHHBIE UM TIPOCKTHI
JOKYMEHTOB, OTMEYaeT B JHEBHHKE BCE BO3HHKAIOIINE BOIPOCHI, CBA3aHHBIE C pa3pelieHueM
KOHKPETHBIX JieNl. BeneHwe Takux 3ammcedl  BIIOCIEACTBUU  OOJETYUT OOYyYaromeMycs
COCTaBIICHUE OTYETA O MPOXOXKICHUH MPAKTUKH.

JIHEBHUK CKpEIUIAETCS TOJNHCAMU PYKOBOJUTENS NPAKTUKH OT OpraHu3alud Hu
oOyJaronerocs-mpakTUKaHTa.

8. ®oH O1IeHOYHBIX CPeACTB AJs NPOBe/ieHUsI TEKYIero KOHTPOJIS yCIeBaeMOCTH U
NMPOMEKYTOYHOM aTTeCTALNM 00y4AIOIINXCH 0 MPAKTHKe

8.1. ®oHa OLEHOYHBIX CPEICTB

B umemax ofecredeHnss caMOCTOATENBbHOM paboThl oOydwarommuxcs B Ipolecce
NPOXOXKACHUS NPAaKTHKU  pykoBoauTenb npaktuku ot PI'BOY BO  «UyBamickuit
rocynapcTBeHHbI yHuBepcuteT umenn W.H. YnpsHoBa» nepes HampaBieHHEM O0y4aroIuXcs
IPOBOAMT OPraHU3AallMOHHOE COOpaHue, Ha KOTOPOM O0ydaroluecs MPOXOAST UHCTPYKTAXK IO
MPOXOXKACHUIO TIPAKTUKM U IOJY4alOT KOHKPETHBIE PEKOMEHAALMHU 110 BLIITOJIHEHUIO
COOTBETCTBYIOIIMX BUJOB CAMOCTOSITEIbHON pabOTHI.

Texymue KOHCyNbTallMM, B TOM YHCJIE€ U IO CAMOCTOSITENbHOW paboTe, oOyuaromuecs
noyy4yaroT y pykoBoauteneir mnpaktuku oT PI'BOY BO «Yysamickuii ToCynapCcTBEHHBIN
yHuBepcuteT uMenu M.H. YibsHoBay.

OTaenpHBIN TPOMEKYTOUHBIN KOHTPOJIb 1O pa3jienaM MPakTUKHU He TpeOyeTcs.

OCHOBHBIM ~JTOKYMEHTOM, XapaKTepU3YIOLUIMM paboTy oO0ydarolerocs BO BpeMs
MIPAKTHKH, SIBIsSETCS oTYeT. B oTdere 00001IaeTcs U aHaIU3UPYETCsl OMBIT MPOU3BOJCTBEHHON
NeSITeIbHOCTH OpraHu3alllM, OTpPaXKaeTcsl JMYHOE YdacTHe oOydaroumlerocs B pelIeHUH
MIPOM3BOJICTBEHHBIX 3a/lad W OOIIECTBEHHOH JXH3HU MNPEANpPUATUS B TMEPHOJ TMPOXOXKICHHUS
OpakTUKA. B mporecce NpOXoXKAEHUS MNPAKTUKA OOYUYaIOMIMMCSA-TIPAKTUKAHTOM BeJeTCs
JTHEBHUK TMPAKTUKH, B KOTOPOM (UKCUpPYeTCS BUA M HPOAOHKUTEIBHOCTH JEATEIbHOCTH B
IIPOLIECCE BBINOJIHEHUS 3aJaHMUs 10 INpPaKTUKE. JIHEBHUK SBIIETCA HEOTHEMIIEMOM YacThIO
oTyeTa 1o npaktuke. PabounMu ToOKyMeHTaMu sl COCTaBJICHMSI OTUYETa TaKKe CIyKaT padouune
MaTepuaibl W JOKYMEHTbl NpPO(QHUIBLHON OpraHu3alliM, pa3pelieHHble Uil H3y4eHUs U
MCIIOJIb30BaHus oOyuaronemMycs-pakTukanty. O0beM U coiepKaHHe MMPEICTaBIsIeMON B OTUETe
UH(OPMALIMHU TTO BBITOJHEHUIO HHIUBUIYAJIbHOTO 3a/IaHUs KaXKIbIM 00yJaroIUMCs yTOUHSAETCS
C PYKOBOJUTENSIMU ITPAKTHUKH.
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Conepxanue oT4eTa JODKHO OTpakaThb MOJHOTY peaju3allii OCHOBHBIX 3a/ad
npakTiki. OCOOCHHO TOAPOOHO MPUBOIATCA PE3yIbTATHl BBIMOJHEHNS WHAWBUAYAIBHOTO
3aganust. OTYET O MPAKTHKE JIOJKEH COCTOATH U3 CIEAYIOINX OCHOBHBIX Pa3eiioB:

1) omucanue yupexxaeHus U 0a3bl IPAKTHKY;

2) dbyHKIMOHANBHBIE 005S3aHHOCTU OOYYAIOIIErocs BO BPEMs HMPOXOXJICHHS IPAKTHKH,
PACKPBIBAIOIIHE CTPYKTYPY €T0 IPOU3BOICTBEHHON EATEIBHOCTH U YCIIOBHS PaOOTHI;

3) O3HAaKOMJICHME C OpPraHU3alUMOHHON CTPYKTypOll UM BHJAaMU J€ATEIbHOCTH
OpraHM3aluy, CTPYKTYPOH M (YHKIHMSIMHU JEIONPOU3BOACTBEHHONW CIYXOBI, C JOJKHOCTHBIMH
0053aHHOCTSIMH  COTPYJHHKOB  3TOH  CHYXOBI, JIOKyMEHTaMH{, PperiJaMEeHTUPYIOIIUMHU
JeATEIFHOCTh  CIYKOBI,  YCIOBUSIMH  TpyJa WJIM  JIOJDKHOCTHBIMH  OOS3aHHOCTSMH
JIeNTOTIPOU3BOANTEINA-IOKYMEHTOBE/1A;

4)  o3HaKOMJIGHME€ C HOMEHKJIATypoH  JieJl, TOPSJIKOM H  OCOOCHHOCTSIMU
JOKYMEHTHPOBAHUS JICATEIBHOCTH MPEONpPUATHS, C OpraHu3alnuedl JOKyMEeHT000opoTa,
CHCTEeMOM XpaHEHMs JOKyMEHTOB, MX Kiaccu(uKaiueld n mpaBwiaMu (GOpMHUpPOBAHUS el U
MOJATOTOBKH UX JUIs TIepe/Iayd B apXUB;

5) u3yueHre HOPMAaTHBHBIX PABOBBIX aKTOB M HOPMAaTHBHO-METOANYECKUX JOKYMEHTOB,
OTIPENIENAIONINX MOPSIO0K TOKYMEHTAIIMOHHOTO 00ECIICUeHUS YIPaBJICHNUS;

6) OommcaHHE WCIIOJIb30BAHUS COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHH PabOTHI C
JOKYMEHTaMHU;

7) IHEBHHK IIPAKTUKHU;

8) BBIBOIBI U TPEIIOKCHHUS

9) nurepatypa;

10) npuIoKEHUS K OTUETY.

K oryery cnenyer npuiaokuTh HEOOXOAMMBIE HILIIOCTpAlMUM B BUae (oTorpadui,
ACKU30B, PHUCYHKOB, TpauKu, CXeMbl, TaOIUIBI M JPYrUe MaTepualbl, WLTIOCTPUPYIOIINE
coZIep’KaHHe OCHOBHOM YacTH OTYeTa.

ATTecTansi 1O WTOTaM MPAKTUKH TPOBOAMTCS HA OCHOBAaHUM O(GOPMIICHHOTO B
COOTBETCTBHUH C YCTAHOBJICHHBIMU TPEOOBAHUSIMU ITUCbMEHHOTO OTYETa U OT3bIBa PYKOBOIUTEIIS
npakTukd. OT4eT 1O TPAKTUKE COCTABISETCS WHAMBHUIYAIBHO KaXIbIM OO0YYarOIIUMCS.
PykoBoauTenbp TNMPOBOAWUT OLEHKY CGHOPMHPOBAHHBIX YMEHUH W  HaBBIKOB, CTEMEHb
OTBETCTBEHHOCTH, CaMOCTOSITEIbHOCTH, TBOPYECTBAa, HMHTEpeca K paboTre W [p., KOTOPYIO
u3jaraeT B OT3bIBE.

OTuer TpoOBEpsETCS PYKOBOIHMTEIEM TPAKTHKH OT Kadeapsl, OpPraHW30BHIBAIOIICH
POXOXKJIEHUE MPaKTUKU. [lanee 0Oydaromuiics 3aluiaeT oTyer.

Jlnst BBISIBIGHUS PE3YJIbTaTOB OOYYEHHS HCIIONB3YyeTCs coOeceloBaHHE — CPENCTBO
KOHTPOJIs, OpPraHU30BaHHOE KakK CHeluaibHas Oecea npenoaasaress ¢ 00y4JarolmyuMes Ha TEMBI,
CBSI3aHHBIE C TPOW3BOJACTBEHHOW TMPAKTHKOH, W pACCUYMTAaHHOE HA BBUICHEHHE YPOBHSA
c(OPMHPOBAHHOCTU KOMIIETEHIMH, O0beMa 3HaHUM OOydYarlerocss MO ONpPEIeICHHOMY
pasneny, Teme, mpobiaemMe u T.11.

NoNe Haumenosanue pabot Cpencra TeKyniero KOHTpoJIs Hepeucts
KOMIETEHIINH
1 Osnaxomiienue ¢ 0a3oit KomiiekT 3aganuii Ha VK-8, I1K-4, T1K-5,
[IPAKTUKHU, OPraHU3allMOHHON | IIPAKTUKY [K-6, I1K-7
CTPYKTYPOU U BUJIAMH
JESATENBHOCTH YUPEXKIECHUS,
CTPYKTYpOil U QyHKIUSAMU
JIEJIOTIPOU3BOICTBEHHON
CITYKOBI
2 Brimonaenune padot mo KommnekT moka3arenen VK-8, I1K-4, T1K-5,
o0cIieI0BaHIIO KOHKPETHOM pE3yNbTAaTOB OCBOEHUS [K-6, I1K-7
MIPEAMETHOM 00JIaCTH B 3aJTaHAI
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COOTBETCTBHUHU C BBIJAHHBIM
3aaHUCM

3 3amuTa oT4eTa Mo MpaKkTHKe JIHEeBHUK ITPaKTUKH VK-8, I1K-4, TIK-5,
(uaauBuayansubie ¥ Tunossle | [1K-6, TTIK-7
3aJ]aHus TI0 MIPAKTHKE); OTYET
0 MPOXOXKJICHUU IPAKTUKH,
BBIMIOJTHEHHBIE JOKYMEHTHI 1O
MPAKTUYECKUM paboTam)

8.2. 3ajanus HA IPAKTHUKY.

8.2.1. Hnoueuodyanvnule 3a0anua no npakmuke

IIponsBoacTBEHHAss NPAKTHKA HAYMHAETCS B YYPEKICHUU C BBOJHOIO HHCTPYKTaXa,
NEPBUYHOTO MHCTPYKTaXKa Ha pabodnx MecTax, ¢ 0Oy4eHHUS KOHKPETHBIM NpPaBUJIaM TEXHUKHU
0€30I1aCHOCTH Ha pabo4uX MecTax ¢ O(OPMIEHHEM COOTBETCTBYIOLIUX JOKYMEHTOB.

OTBETCTBEHHOCTh 3a OpPraHU3allMIO0 IIPOU3BOJCTBEHHBIX NPAKTUK Ha MPEANPUSATUH, B
OpraHM3al|H, YUPEKIECHUU BO3JIAracTCs Ha PyKOBOAMUTENS OpraHU3aluy.

OOyuaromuiics pu NPOX0KICHUU IPAKTUKU 00sI3aH:

- IIOJIHOCTBIO BBINOJHATH 3a1aHus, IIPEYCMOTPEHHBIE IPOIPaMMOil IPAKTUKH;

- MOAYMHATHCA JEHCTBYIOLUIMM Ha MPEANPUATHH, B YUYPEXKICHUU WIA OpraHU3aluu
IIPaBUJIaM BHYTPEHHETO TPYIOBOI'O PAaCIOPsAIKa;

- U3YYHThb U CTPOTO COONIONATh MpaBWJIa OXPaHbI TpyJa M TOXApHOW OE301MacHOCTH,
TE€XHUKU 0€30IaCHOCTU U NMPOU3BOJCTBEHHON CaHUTapUH;

- HECTH OTBETCTBEHHOCTH 32 BBINOJHJIEMYIO paboOTy M ee pe3yjibTaThl HapaBHE CO
IITaTHBIMU paOOTHUKAMU;

- IPE0CTaBUTh CBOEBPEMEHHO PYKOBOUTEIIO IPAKTUKU JHEBHUK, IMCbMEHHBIN OTYET O
BBITNIOJTHEHUH NTPAKTUKU U CATh 3a4ET.

CopepxaHve MNPAaKTUKM OTpakaeTcs B 33JaHUM Ha NPAKTHKY OO0ydarouiemycs-
IIPAKTUKAHTY.

3ajaHue Ha TMPaKTUKy [JOJDKHO MpelycMaTpuBaTh JOCTH)KEHHE IUIAHUPYEMBIX
pe3yabTaTOB O0YUYEHHUs MPH MPOXOXKAECHUHU MPAKTUKU, COOTHECEHHBIX C Pe3ybTaTaMH OCBOCHUS
o0pa3oBaTesbHOI MporpaMmbl (KOMIIETEHIIUSMU).

3amaHve Ha TMPakTUKY (QOpPMYIHpYeTcsl € Y4YeTOM OCOOEHHOCTeH U Xapakrepa
JeSITeIbHOCTH MPO(PUILHON OpraHu3aluy.

B nensx moBeimeHus 3¢(eKTHBHOCTH MPOU3BOACTBEHHOM MPAKTUKM, JUIS MOTYYEHUS
OyayumuMmH crienuanucraMu Oosiee TiyOOKMX 3HAHMW M MPAKTHUYECKUX HABBIKOB KaX bl
oOyyaromuiicss WHAMBUIYAIbHO MpOpadaThiBaeT OTAEIbHBbIE BOMPOCH Mporpammbl. Kaxmomy
oOydaronieMycsi Ha TMEpUoJl NPAKTUKH BbLAAETCS WHAMBHIyalbHOE 3aJaHue. BolmonHeHue
WH/IMBUYaJIbHBIX 33/1aHUH SBIsSETCS HEOOXOAUMON COCTAaBHOM YacThio pabOTHI 00yYarOLIerocs.

Copep:xaHyve MHANBUIYAJIBbHBIX 33JaHUN orpesenseTcs padouel mporpaMmMon MpaKTUKU
U OCOOCHHOCTSAMHU JaHHOM 0a3bl MPAKTUKU. TeMbl WHAMBHUIYAIbHBIX 3aJlaHUH COCTABISIOTCS
PYKOBOJUTENIEM OT Y HUBEPCHUTETA.

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

- cOONIOJIeHNe MpaBUJl TEXHUKU OE30MACHOCTH, OXpaHbl Tpyda U HPOTHUBOIMOXKAPHBIX
MEPOIPHUATHH;

- U3yYy€HUE OpPraHU3alMOHHON CTPYKTypbl M BHIOB JAESITEIBHOCTU YUPEXKICHUS,
CTPYKTYpbl U (YHKUUH JIEJIONPOU3BOJCTBEHHONW CIIY>KOBI, JOJDKHOCTHBIX 00s3aHHOCTEH
COTPYIHUKOB JTOH CIY>KOBI, JOKYMEHTOB, PpETJIAMEHTUPYIOLIUX JESATENbHOCTh CIYXOBbI,
YCIIOBUH TpyJla U TOJDKHOCTHBIX 0053aHHOCTEH JeTONpPOU3BOAUTENSI-TOKYMEHTOBE1A;

- O3HAaKOMJIEHHE C HOMEHKJIATypoH Jed, TOpSAKOM W OCOOCHHOCTSIMH
JOKYMEHTHPOBAHUS JIEATENIbHOCTH MPEONpUsATHs, C OpraHu3alnuedl JOKyMEHT000opoTa,
CHUCTEMOM XpaHEHMsI IOKYMEHTOB, MX Kjaccudukaiuei, nmpaBuiamMu (GopMupoBaHuUs el U
MOJATOTOBKH J€J1 AJIs IEPEJAaut B apXUB;
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- U3y4YEHHE HOPMATUBHBIX IIPaBOBBIX AKTOB U HOPMAaTHUBHO-METOAMUYECKUX JTOKYMEHTOB,
OTIPEAEIAIONINX MOPSII0K JOKYMEHTAIIMIOHHOTO O0ecTieueHus YIIpaBIeHUS;

- HCIOJB30BaHHE COBPEMEHHBIX HWH(POPMALMOHHBIX TEXHOJIOTMA Tpu padore cC
JIOKYMEHTaMHU;

- OpraHu3anus paboThI C TOCETUTEISIMHU.

OOyuaromuiics KaKIblid JI€Hb 3allOJIHAET JHEBHUK IMPAKTUKHU, B KOTOPOM (PUKCUPYET
CTETIEHb BBIMOJIHEHUS 33/JaHUsl KaXAO0TO JHA. B KOHIlE MpPaKkTUKKW OOYYalOUIMICS COCTaBISET
OTYeT O IMpaKTHUKE, KOTOPBIM BKIIIOUAET B ceOs BCE ATAlbl U MEPOINPUSATHS, 3allJIaHUPOBaHHbIC
POTPaMMOI PAKTHKH, U BHITIOJHEHUE (MJIM HEBBIITOJHEHHUE) UX 00yYarOIIUMCS C 00bSICHEHHEM
MIPUYHMH HEBBINOJIHEHUS.

8.2.2. Tunoegvie 3a0anusa no npakmuke

1. Benenne u ohopmiieHHE THEBHUKA ITPAKTUKH.

2. IlpoxoxaeHne MHCTPYKTaka MO O3HAKOMIICHHIO C TPEOOBaHUSMU OXpaHbl TPYyAa,
TEXHUKH 0€30MMacHOCTH, MOKapHON 0€301MaCHOCTH, a TaK)Ke MpaBUIaMUd BHYTPEHHETO TPYI0BOTO
pacropsiika opraHu3aIu, MPeOCTABIISIIONIECH MECTO JIJISl TPOXOKICHUS MPAKTUKH.

3. BrimonHeHue 3a1aHuid.

Cooeporcanue 3a0anuii:

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

CocraBuTh XapaKTEPUCTUKY OpraHu3alu (HauMeHOBaHUE OpraHu3aluy,
MECTOHAXOXKACHUE, PEKUM pabOThl OpPTaHU3AIMH; OPTaHU3AalMOHHO-TIPaBOBasi Gopma, BpeMs
CO3J]aHUsl U PErUCTPALMM HCCIEAYEMON OpraHu3allluM; BHUJ ACSTEIBHOCTHU B COOTBETCTBHUM C
VYcraBoMm opranuzanun). M3ydutb HOpMAaTHBHO-IIPABOBYIO JOKYMEHTAIIMIO, UCIIOJIB3YyEMYIO IS
OpraHM3aly JOKYMEHTAlMOHHOTO oOO0ecreueHusl yrpaBieHus. B kauecTBe NpUIIOKEHUN
IPEJICTaBUTh KOMMH YUYPEAUTEIbHBIX JOKYMEHTOB.

Tema 1.2 OpranusaunuoHHasi CTPYKTYpa yIPaBJIeHUs] OPraHU3alMen.

W3yuuth  OpraHuM3allMOHHYIO  CTPYKTYypy  yupexzaeHus.  CocTaBUTb  cXeMy
OpPraHU3alMOHHOM CTPYKTYPBI; U3YYUTh IITATHYIO YHCIEHHOCTb.

[IpoBecTn aHanM3 IITATHOTO pAaclUCaHUs, JOHKHOCTHBIX WHCTPYKLUUH cekpeTaps
(apxuBapuyca/aeonpou3BOIUTENS ), OTIPENICIUTh COOTBETCTBHE KOJIMYECTBA (PYHKIIUH.

O3HaKOMUTBCS € TPYAOBBIMU JIOTOBOpPaMU pAaOOTHUKOB, JOKYMEHTaMH IO KaJpOBOH
HOJUTHKE (IIPUKA3aMU IO JIMYHOMY COCTaBYy, JIMYHOM KapTOUYKOM, TPYHOBBIMH KHHYKKaAMH),
MOJIO)KEHHEM O CTPYKTypHOM mojpaszieneHuu. Crenatrb 3akiOYEHHE O COOTBETCTBMM 3THUX
JIOKyMEHTOB HOpMaM TpynoBOro KojeKkca 1 IeHCTBYIOIIEMY 3aKOHOIaTENIbCTBY.

[IpuioxxuTh cxemMy OpraHM3allMOHHOW CTPYKTYPBl YHpPAaBJIEHUS, KOINUU CTPYKTYpbl U
IITATHOM  YMCIEHHOCTH,  JOJDKHOCTHBIX  HHCTPYKLHMH cekperapst  (apxuBapuycal
JIEJIONPOU3BOJUTENS), MOJOKEHUS O CTPYKTYPHOM IMOAPA3/IEICHUH, NMPUKA30B MO KaJApPOBOU
MOJINTUKE, JINYHOW KaPTOUYKH, 3aIIUCEN B TPYJOBOU KHMIKKE.

Tema 1.3 Opranuzanmsi J0KyMeHT0000pOTA B OPraHU3ALHH.

[TpoBecTn ananu3 3TarnoB 00OpPaOOTKU BXOMSIINX, UCXOAALINX, BHYTPEHHUX JTOKYMEHTOB
B opranuzauuu. M3yuntb Gopmbl perucTpaluu J0KyMEHTOB, MOPSAJOK MPOBEACHUS KOHTPOIS
VCIIOJIHEHUS JOKYMEHTOB, CPOKOB MCIIOJIHEHUs JOKYMEHTOB B opranusauuu. lIpoBectu anamms
dbopMupoBaHus HHPOPMAIIMOHHO-CIIPaBOYHOM KapToTeku. CoCTaBUTh NMPUMEPHBIN NEpeyeHb
JOKYMEHTOB OpraHU3alliy, UCIOJHEHUE KOTOPBIX JOJKHO KOHTPOJIUPOBATHCS, U JIOKYMEHTOB,
NOJJIeKAIMX M HemoJUlekalux  perucrpauuu. [lpunoxuts  komuio  (parMeHToB
perucTpanoHHbIX (opM (KypHaJIbHas, KapTOUHAs, SJEKTPOHHAs).

Tema 1.4 Opranu3anMOHHO-PACNIOPSAAUTEIbHAS JOKYMEHTALMA.

IIpoBectu ananu3 opopmiieHus: OJaHKOB JIOKYMEHTOB, HCIIOJIb3YEMbIX B OpraHH3alHH.
[IpoBectn ananmu3 OGOPMIICHHS  PACTIOPSIUTENHPHOM H  CIPAaBOYHO-UH(OOPMAIMOHHOM
nokyMmeHnTtaruu. Crienarp 3aKJII0YeHUEe O COOTBETCTBUU O0(OPMIICHHUS JTOKYMEHTOB TPeOOBAHU SIM
CTaHJapTa.
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B kauecTtBe NpUIIOKEHUN NPENCTaBUTh KONUU IIPUKA30B, PACHOPSKEHUM, IIPOTOKOJIOB,
aKTOB, CJIy’K€OHBIX ITCEM, CIIPABOK, JOKJIAJHBIX 3alHCOK.

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

W3yunth mnopsaok (opMupoBaHHs U TmpaBwia OQOpPMIICHHS [l B OpraHU3alMu.
N3yunTh cocTaBiIeHHE 3ar0JI0BKOB /i€ U 0popMIIeHHE OOJI0XKKH JIe1a, COCTaBICHUE BHYTPEHHEH
OTKCH TOKyMEHTOB jena. [Ipoananu3npoBaTh NOpsAI0K OQOPMIICHHUS JOKYMEHTOB, CIaBACMbIX B
apxuB, GopM omuceld W aKTOB NpH Mepefadu Jiesl B apXuB JOKYMEHTOB. IIpoananus3upoBarh
HOPSI0K (POPMHUPOBAHUS TUYHOTO JIENIa.

B kauecTBe mpuIIOKEHMs NPEACTaBUTh KOmuU  (OpM OIHUCEH, BHYTPEHHHUX OIMCEH,
JIUCTa-3aBEPUTEIISL.

Tema 1.6 CucremaTuszaums jes U odecriedyeHrue TeKyero XpaHeHus aeJl.

[Ipoananu3upoBaTh MOPSIIOK  COCTaBIEHHWS HOMEHKIJIATYphl /€1  CTPYKTYPHOI'O
HOJpa3/ieNIeHusl, MOPSJIOK BbIJAYM JOKYMEHTOB U Jel, IpaBuia O(OpPMIIEHUS BbLIA4U
JIOKyMEHTOB U JIEJl BO BPEMEHHOE Mojb30BaHue. [IpoaHanu3upoBarh MOPSAOK ONEPATHUBHOIO
XpaHEHUs JOKYMEHTOB. B kadecTBe NpWIOKEHHs MPEACTaBUTb HOMEHKIATYpy Ael
CTPYKTYPHOTO MOJpa3/IeJICHHs, KOMUIO BHITUCKU O BbIJIAYM JOKYMEHTOB, JINCTA-3aMECTUTEIS.

Tema 1.7 be3dgokyMeHTHOe 00C/Iy’)KMBAHUE PYKOBOTUTEJIS.

[InanupoBanue pabGouero AHS cekpeTaps U pykoBoauTens. OTmnpaBka M IOJIy4E€HUE
COOOLIEHNH IO Pa3InYHbIM KaHajgaM cBA3H. I[IpoaHanu3upoBaTh IJIAHUPOBAHHE U OPraHU3ALUIO
paboyero Mecra ceKperapss W PpYKOBOJIUTENS COIVIACHO OSPrOHOMHUYECKMM HOpMaMm U
TpeboBanusM. IlpoaHanusupoBars o¢popMIIEHHE JAOKYMEHTOB JJsi KOMAaHJUPOBOK BHYTPHU
cTpanbl. llepeuncnuTe cocTaB OPrTEXHUKM M KOMIIBIOTEPHBIX IMPOTPAMM, MCIIONb3YEMbIX B
opraHuzanuu Juis oOpabOTKM JOKYMEHTOB M JaHHBIX. B kauecTBe NMpUIIOXKEHHs NPENCTaBUTh
KONMIO TMpHKa3a O KOMaHIUPOBKE, TeneOHOTpaMMbl, IUIaH pabodero mHS CeKpeTaps
(apxuBapuyca/IeIonpoU3BOJUTENS ), CXEMY pabouero Mecta ceKkperaps U pyKOBOJIUTENS, KOMUs
(G opMBbI 3aMCH TOCETUTENIEH HAa IPUEM K PYKOBOJUTEIIIO.

Tema 1.8. IlpoBenenwe »HKcrnepTH3bl LHEHHOCTH M O¢QopMIieHHE Pe3yabTATOB
IKCIEPTHU3bI.

[Ipoananu3upoBaTh MOPSJOK MPOBENEHUS HKCHEPTH3bl LEHHOCTH M O(OpMIIEHUs
pe3yNnbTaToB BKCHEepTU3bl. B KkauecTBe MNPMIOKEHUH NPEACTaBUTh aKT O BbUIECICHUH K
YHMUYTOKEHHUIO; MPOTOKOJN 3acenanuss DK, akT npuema-mepenadn JOKYMEHTOB Ha XpaHEHHE,
IPUKA3 O CO3JJaHUH SKCIIEPTHON KOMUCCHH.

Tema 1.9 CocraBieHue Hay4YHO-CHIPABOYHOIO amnmnapara apxuBa W Be/leHHe
CIPABOYHO-MHPOPMALMOHHOI padoThI.

WN3y4nTh OpraHu3alyi0 HUCIHOJB30BAHUS APXUBHBIX JOKYMEHTOB, COCTABJICHUS
KJIaCCU(UKATOPOB, yKa3aTelled W Jp. CIPaBOYHUKOB IO JOKYMEHTaM OpraHuzanuu. M3yduTtsb
COCTaBJICHHUE 3ar0JIOBKOB Jiena T0OKyMeHTOB B cooTsercTBuu ¢ 'OCT, cnpaBoyHOro ammapara K
onucu. Pabora B mporpammax 3Jl€KTPOHHOTO JOKYMEHTOOOOpOTa, HCHOJb3yeMbIX Ha Oasze
IIPaKTHKE. B kauecTBe MpUIIOKEHN TPEICTaBUTh KOIIMM KaTaJIOKHBIX KapTOY€eK, yKa3aTele.

Tema 1.10 PaGora mo KOMIJIEKTOBAHMI0 apXMBa W pa3MeIlEeHHI0 APXHBHBIX
JOKYMEHTOB B apXHBOXPaHHUJIMIIE.

W3yuuts mpreM u pa3MeleHnue JOKyMEHTOB B apXHMBE OpraHU3aluH, B T.4. TOKYMEHTOB
[0 JIMYHOMY COCTaBy. B KauecTBe NMPHIIOKEHUS MPEACTaBUTh KOMHUIO TIaHa paboThl apXHBa,
CXeMy pa3MelIeHMs] apXUBOXPAHWIULI, OOOpYyIOBaHMS, OPITEXHUKH, PETUCTPUPYIOIINUX
npuOOpOB, pexKUMa XpaHEHUS TOKYMEHTOB.

4. BEITIOTHEHHE HHAUBUAYAJIBHOI'O 3aJ1aHUS.

5. OdopmiieHHe OTYETa TI0 BBITOJIHEHHBIM pa0OTaM B COOTBETCTBUU C HOPMATHBHBIMHU
TpeOOBaHUSIMHU.
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8.2.3. Tpeboeanusn Kk oghpopmaenuto omuema

OdopMneHre oTYeTa OCYMIECTBISICTCS B COOTBETCTBUU C JIOKAIBHBIMH JTOKYMEHTaMU
YHHUBEpPCUTETA.

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

1. XapakTepucTuka JesiTelIbHOCTH YUPEKACHHS — MECTa MPOXOKACHUS MPAaKTHKH (aaTa
06pa30BaHI/I5I, 3aKOHOAATCJIbHAsA OCHOBA ACATCIbHOCTU, YUPCAUTCIBHBIC JOKYMCHTHI,
OCHOBHBIC HaIPaBJICHHUS ACATEIBHOCTH).

2. HopmaruBHO-MeTomMuecKass 0a3a JOKYMEHTAIHOHHOTO OOECIICYeHHs YIpaBIICHUS
opranu3anueid. Buapl TOKyMEHTOB, UX Ha3HAYCHUE.

3. OcobeHHOCTH pabOTHI ¢ BXOISAIIMMH, UCXOJSIIIMMU U BHYTPEHHUMH JOKYMEHTaMH;

cocraBieHue u odopmiieHHEe HWHPOPMAIIOHHO-CIPABOYHBIX, OPTaHU3ALUOHHBIX,

YIIPaBJIEHYECKUX TOKYMEHTOB.

[TpaBuia 3ammTel KOH(GUACHIMATBHON CITYKEOHOIH HHPOPMAIHH.

[IpaBuia opraHu3anyy MprueMa MOCETUTEIICH.

OTHKA J1€710BOro OOLIECHUS.

CocraBiieHue U y4eT JOKYMEHTOB.

Opranuzanus 1 00padoTKa Ae IS TOCIeTYIONIETr0 XPaHEeHHS.

[TmanupoBanue paboyero BpeMEH! COTPYAHUKOB OPTaHU3aINH.

10 HNudopManinoHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH IIPU padoTe ¢ JOKYMEHTaMH.

©oN R

Kpumepuu oyenueanus:

Or1eHKa «yIOBJIETBOPUTEIHLHO»: 00YUAIOIIMICS JOCTATOYHO MOHUMAET BOIPOC, OTBEYAET
B OCHOBHOM MPaBHJIbHO, HO HE MOXKET OOOCHOBaTh HEKOTOpHIC BHIBOJBI U MPEJIOKECHUS, B
pacCyXKIEHHSIX JTOITYCKAIOTCS OIIUOKH.

OneHka «XOpoIIO»: 00yYarOUIMIACsS XOPOIIO MOHUMAET BOMPOC, OTBEUAET YETKO, YMEET
OLICHUBATb (1)aKTI)I, CaMOCTOATCIIbHO PaCCy>XAacT, ACIACT BBIBOJAbI, HO AOIIYCKACT OTACJIBHBLIC
HETOYHOCTHU U OIIMOKH OOIIEro Xxapakrepa.

OneHka «OTJIMYHO»: OOydYaloIuiics TJIIyOOKO M BCECTOPOHHE IIOHHUMAeT BOIIPOC,
OTBEYAET YETKO, YMEET OLEHMBATH (DAKTHI, CAMOCTOSTENLHO PACCYKJAeT, UMEET CIOCOOHOCTH
000CHOBAThH BBIBOJIbI U PA3bACHATDH UX B JIOTHYECKOH II0CJICIOBATCIIbHOCTH.

Kputepun onenuBanns cpOpMHUPOBAHHOCTH KOMIICTCHIMH

Tianupyembie OreHka cOpMUPOBAHHOCTH KOMIIETEHIHH

pe3yIIbTATH 06y eHHA HeynosnerBopwur. Y 1OBIIETBOPHUT. Xopomio OTnuaHO

(2 6amma) (3 6amra) (4 6amra) (5 6amtoB)
3HATh: OOyuaromuiics OOyuarommiics | OOy4arommiicss | OOydaronuiics
- CTPYKTYpPY, 3a1a4d | JIUIIb YACTUYHO uMeeT odmue JIEMOHCTPUPYET | AEMOHCTPUPYET
OpTraHH3alUU U OBJIAJIECIT 3HAHUS JIOCTaTOYHBIN MaKCUMAaJIbHBIN
pacrpeiesieHue MUHUMaJIbHBIM MHUHUMAJIBHOTO | YPOBEHb YPOBEHD
GYHKIUA MEXTY YPOBHEM 3HAHWI. | YPOBHS, HO HE | 3HAHWM, HO NIpHU | 3HaHMil. [Ipu
CTPYKTYPHBIMU YMeHus u yMeeT MIPOBEPKE MIPOBEPKE
MOJpa3/IEICHUSIMUA U | HaBBIKU HE JIOTHYECKHU YMEHHUH U YMEHHI 1
CTIEIUATUCTAMU; Pa3BUTHI 000CHOBATH HaBBIKOB B HaBBIKOB
- TpeboBaHUs CBOM MBICIIH. pacCyXIEHUSX | MMOKA3bIBACT
OXpaHbl TPyAa; YMenusa u JIOITYCKaIOTCs OTJIMYHOE
MpaBuJIa 3alUThI HaBBIKH HeOOoIbITHe MMOHUMAaHHE
KOH(UICHIIMATBHOM pa3BUTHI cabo | OMIUOKHU MPONIEHHOIO
citykeOHOM Marepuara,
uH(pOpMaIInK; MOXKET
- HOpPMATUBHbIEC TEOPETUYECKHU
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MIPABOBbIE AKTHI U
HOPMAaTUBHO-
METOJINYECKUE
JIOKYMEHTHI,
OTpeeNsone
TOPSITOK
JTOKYMEHTaIlMOHHOT'O
obecrieueHus
yIpaBIeHUSI.
Ymern:

- ommcarhb
CTPYKTYpY, 3a/1auu
OpraHu3aluu U
pacnpeneneHue
GYHKIHHA MEXKITY
CTPYKTYPHBIMH
MOJIpa3IesIeHUs MU U
CIeIUaTUCTaMHU.
Baaners:

- HaBbIKaMu pabOThI
C HOMEHKJIaTypOi
JIeJT OpraHu3aIuH,
BXOISIIUMH,
UCXOJSIIUMHU U
BHYTPEHHUMU
JIOKyMEHTaMU

000CHOBATH
BBIBOJIbI

3HaThb!

- [IpaBUJIa
OpraHu3aluu
IPUEMOB
MMOCETUTEIIEH;

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

- OCYUIECTBIISATh
IIPUEM ITOCETUTENIEH;
- OpraHu30BaTh
paboty ¢
MIOCETUTENSIMH,

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

- BBITNIOJIHSATH
KOOPJAVHUPYIOIINE U
o0ecrnieunBaroIye
(GYHKITHH.

Baaners:

- HaBBIKAMU pabOThI

OO6yyarommiics
HAMEET 001IHe
3HaHUA 0a30BOrO
YPOBHS, HO HE
yMeeT JIOTHYECKH
000CHOBAaTH CBOU
MbICIH. ba3zoBrie
YMCHHSI 1
HABBIKU Pa3BUTHI
ciabo.

OO6yyaromuiics
JIEMOHCTPHUPYET
0a30BbIN
YPOBEHB
3HAHUM, HO B
OTBETE
HMEIOTCS
CYIIIECTBECHHBIC
HEJIOCTATKH,
MaTepuan
YCBOCH
YaCTUYHO.

IIpu npoBepke
0a30BBIX
YMEHUU U
HaBLIKOB B
pacCyXICHHSIX
JIOTTYCKaIOTCs
OIINOKHU.

Oobyuaromuiics
JIEMOHCTPUPYET
0a30BbIi
YpOBEHb
3Hanuil. [Ipu
MIPOBEpKE
yYMEHUU U
HaBbIKOB
ITOKa3bIBACT
xopouiee
MOHUMAaHHE
PO IEHHOT O
MaTepuaia, HO
HE MOXET
MOJIHOCTBIO
TEOPETUYECKH
000CHOBATH
HEKOTOpBIE
BBIBO/IbI

OO6yyaromuiics
IMOJTHOCTBIO
OBJaJEI
0a30BEIM
YPOBHEM
3HaHUM, YMEHHUU
1 HaBBLIKOB,
IMOHUMAaET
MIPONJEHHBIN
MaTtepua,
OTBEYAET YETKO
U BCECTOPOHHE,
yMeer
OLICHUBATh
(dakThl,
CaMOCTOSTEIbHO
paccyxaaer
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C HOMEHKJIaTypou
Jiel OpraHu3alluu,

BXOJIALIUMH,

UCXOJISIIUMH U

BHYTPEHHUMU

JIOKYMEHTaMu

3HATH: OOyuaromuiicst OOyuarommiics | OOydarommiics | OOydarommics

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

oO1IeHUS; JEMOHCTPUPYET | MPOJABUHYTHIA | MPOJBUHYTHIN | OBIaAEN

- paBUJIa PEUYEBOT0 | MPOJABUHYTHIN YpOBEHb YpOBEHb MPOJIBUHYTHIM

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

- JOKYMEHTALUOHHYIO OTBETE IIPOBEpKE 3HaHUH, YMEHUU

JMHTBUCTUKY U UMEIOTCS YMEHH U U HaBBIKOB,

MpaBuja OCHOBHOTO CYILIECTBEHHBIE | HABBIKOB MOHUMAET

M3Yy4aeMOro SI3bIKa; HEJOCTaTKH, MOKAa3bIBACT PONICHHBIN

- HOpMaTUBHbIC Marepual xopoliee MaTtepua,

MIPABOBBIE AKTHI U YCBOEH MOHUMAaHUe OTBEYAET YETKO

HOpPMAaTHUBHO- yacTuyHoO. [Ipn | mpoitaeHHOTO 1 BCECTOPOHHE,

METOIUYECKUE MIPOBEPKE MaTepuaia, HO | yMeeT

JIOKYMEHTHI, MPOJIBUHYTHIX | HE MOXET OIICHUBATh

OTIpeeINAoIIne YMEHHH U MOJIHOCTBIO dakThI,

MOPSIIOK HAaBBIKOB B TEOPETHYECKH | CAMOCTOSITEIIHHO

JTOKYMEHTAIlMOHHOTO paccyxaeHusx | o00CHOBATh paccyxaer,

obecrieueHus JIOTTyCKAIOTCS HEKOTOPBIC OTJINYAETCS

yIpaBIeHUSI. OIINOKH. BBIBO/IBI CIIOCOOHOCTBIO
000CHOBAaTh

YMmerTh.: BBIBOJIBI U

- OCYILIECTBIIATH Pa3bCHATH UX B

OpraHU3aIMOHHOE, JIOTUYECKON

JIOKYMEHTAIMOHHOE MOCJIeI0BATEb-

¥ MTHPOPMAITMOHHOE HOCTH

obecrnieueHue

JIeATETbHOCTH

OpraHu3aIu.

Baajgers.

- METOJIaMU U

npueMamMu

00paboTKu u

nepeaadn

uHpopManuy,

HCIIOJIH30BAHUS

UKT npu pabdote ¢

JIOKYMEHTaMHU;

- 3HAaHUSAMH O

JIOKYMEHTHOH

JIMHTBUCTHUKE,

MpaBUJIaX PycCKOTO
A3bIKa U JEJIIOBOTO
ATUKETA
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Kpumepuu ouyenku pabomut odyuarouecocs 6 xooe nPoU3600CHEEHHON NPAKMUKU:

- OIICHKA «OTJIMYHO» BBICTABJISAETCS OOYydaIOIIEMYCs, €CIIM O0ydYaroImIMicsa OOHApY KT
BCECTOPOHHEE CHCTEMAaTHYECKOE 3HAHHE TEOPETUYECKOr0 MaTrepuaia H MPaKTHIECKOTO
Marepualia B paMKax 3aJlaHusl Ha IPAKTUKY; B IMOJIHOM 00beMe MPEJCTaBUII OTYET 10 MPAKTUKE,
O0(OPMIICHHBII B COOTBETCTBHH C TPEOOBAHUSIMH,

- OILIEHKA «XOPOII0» BBICTABIICTCS, €CIU OOYYAIOUIMICS TBEPAO 3HAET TEOPETHUYCCKHIMA
MaTepuaid B paMKax 3aJaHus Ha MPAKTUKy, TPaMOTHO W TO CYIIECTBY H3JIaraeT ero, He
JIOITYCKAET CYIIECTBEHHBIX HETOYHOCTEH B €0 U3JIOKCHHH; B TIOJTHOM 00bEME MPEJICTABUI OTUYET
0 MPaKTUKe, 0POPMIICHHBII B COOTBETCTBUU C TPEOOBAHUSIMU;

- OIICHKAa «YJOBJICTBOPHUTEIBHO» BBICTABIISICTCS OOYYarOIIEMYCsl, €CIH O0YYaroluiics
UMEET 3HAHHUS TOJBKO TEOPETUYECKOrO0 MaTepuala B paMKax 3aJlaHus Ha MPaKTUKY, HO HE
YCBOWJI €r0 JeTajd, BO3MOXHO, JIOIyCKaeT HETOYHOCTH, HEJIOCTATOYHO TPaBUIIbHBIC
(GOpPMYIUPOBKH TIPHU €0 MUCHbMEHHOM H3JI0KEHUH, JTMOO JOMYCKAeT CYIIECTBEHHBIC OIIUOKU B
U3JI0KCHUU TEOPETHYECKOT0 MaTepualia; B MOJHOM O0OBEME, HO ¢ HETOYHOCTSIMH, MPEIICTABHII
OTYET MO MPAKTHKE, O(OPMIICHHBIN B COOTBETCTBUH C TPEOOBAHUSIMU;

- OIICHKA «HEYJOBJIECTBOPUTEIBHO» BBICTABISCTCS OOYYaIOUIEMYCsl, €CIIH O0YYarOIIUIiCs
0€3 YBOKUTEIBHBIX MIPUYUH JIOMYCKAJ TPOIYCKH B TIEPHOJ MMPOXOXKICHUS MPAKTUKH; JOITYCKA
NPUHIUITHATIBHBIC OIMUOKH B BBHITIOJHCHUU 3aJIaHUH IO TIPAKTUKE, JTHOO HE BBIMOJIHUI 3aJaHNUE;
MPEJCTAaBMI B HETMOJHOM OOBEME, C HETOYHOCTSIMH OTYET IO MPaKTHUKe, oGopMIICHHBIH Oe3
coOroIeHHn TpeOOBaHUIA.

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

OJEeKTPOHHBIA KaTajor M 3JeKTPOHHble MH(OPMAIMOHHBIE PECYpCHl, IPEJOCTaBIIsIEMbIe
Hay4yHOil OubOmmorekoit ®I'BOY BO «YyBamickuii rocyapcTBEHHBIH YHHUBEPCUTET HMEHU
W.H. YnbsHoBa» goctymssl o cebuike http://library.chuvsu.ru/

Ne PexomenayeMasi o0CHOBHAas1 JIUTEepaTypa

1. | Abynamze, J. I'. JlokymeHTaIlmoHHOE 0OECTICUeHHUE YIIPABICHUS TIEPCOHATIOM : YYeOHUK U
npakTukym 1t By3oB / 1. I'. AGynanze, U. b. Beimpsikkuna, B. M. Macnosa. — 3-e u3f.,
nepepad. u gon. — Mocksa : M3garensctBo HOpaiit, 2025. — 374 c. — (Brvicmiee
obpazoBanue). — ISBN 978-5-534-16669-9. — Texkcr : anextponHslii / OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://www.urait.ru/bcode/560795

2. | I'pozoma, O. C. Jlenonpou3BoacTBo : yueOHuk 11st By30B / O. C. I'po3oBa. — 2-e u3a. —
Mocksa : M3narensctBo FOpaiit, 2025. — 131 c. — (Bricmiee o6pa3oBanwne). — ISBN 978-
5-534-15964-6. — TexkcT : anekrpoHHbIl // OOpa3oBatenbHas miaatdopma FOpaiit [cait].
— URL: https://www.urait.ru/bcode/563439

3. | BanoBa, A. FO. Pycckwii A3bIK B JA€70BOU JTOKYMEHTAIIMH : YU€OHUK /It BY30B /

A. 1O. lBanoBa. — 3-e u3g., mepepad. u gor. — Mocksa : U3narensctBo FOpaiit, 2025, —
129 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-20345-5. — Tekcr : aneKTpoHHBIH //
O6pa3oBarenbHas miardopma FOpaiir [caiit]. — URL: https://www.urait.ru/bcode/560948

4. | Konprkuna, T. b, JlenoBeie KOMMyHUKAIMH, TOKYMEHTOOOOPOT U JACIOIPOU3BOICTRBO !
yueOHuk 1ist By30B / T. b. Konbiikuna, W. B. lllyctuna. — 3-¢ u3n., ucmp. u J0mm. —
Mockga : M3narensctBo FOpaiit, 2025. — 145 ¢. — (Bricuree oopa3oBanwne). — ISBN 978-
5-534-14216-7. — Texct : anekrponHbIi // OOpa3oBatenbHas miaardopma FOpait [cait].
— URL.: https://www.urait.ru/bcode/562162

5. | Kopuees, U. K. JlokyMeHTHpOBaHHE yIIPaBICHUYECKON NESITEIBHOCTH : YYCOHUK i BY30B /
. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3f., nmepepad. u gorm. — MockBa :
WznarensctBo FOpaiit, 2025. — 438 ¢. — (Bsiciiee oopazoBanue). — ISBN 978-5-534-
16001-7. — Texkcr : anmexTpoHHEIH // OOpa3oBarensHas atdgopma KOpaii [caiiT]. — URL:
https://www.urait.ru/bcode/560107

6. | Kysnenos, U. H. JlokymeHTanmmoHHOEe OOecriedeHre yIpaBIeHHsI IEPCOHAIIOM : YIeOHHK
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u npaktukym mis By3oB/ W. H. Ky3nenos. — 3-¢ usn., mepepad. u gomn. — Mockaa :
M3narensctBo FOpatit, 2025. — 397 c. — (Bricmiee o6pa3oBanue). — ISBN 978-5-534-
16692-7. — Texcr : snextpoHHBIA // OOpa3oBaTenbHas miaatdopma FOpaiT [caliT]. —
URL.: https://www.urait.ru/bcode/560482

Kysuemos, MW.H. [JlenoBas mepemnucka: y4eOHMK ¥ MpPAaKTHKyM JJISL  By30B /
. H. Ky3nenoB. — 4-e u3j., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2025, —
139 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-17002-3. — TekcT : 351eKTpOHHBIH //
OopasoBarenbHas miathopma FOpaiir [caiit]. — URL: https://www.urait.ru/bcode/568569

[yBanosa, H. H. OcHOBBI nemonpon3BoAcTBa. S3BIK CIy:KeOHOTO JOKYMEHTA : Y4ECOHUK
it BysoB/  H. H. Illyeamoma, A.I).MBaHoBa; mox  oOmel  pegakiueu

H. H. lyBanoBoit. — 3-¢ wu3xd., mepepad. m jgom. — Mocksa : M3marensctBo [Opaiir,
2025. — 355 c.— (Beicmiee obOpazoBanue). — ISBN 978-5-534-20343-1. — Tekcr
anekTpoHHbId  // OOpazoBatenpbHas  1mnatdopma  FOpaiit  [caiit]. —  URL:

https://www.urait.ru/bcode/560174

Pexomenayemasi JONOJTHUTEIbHAS JUTEPATypa

JIoKyMeHTOBEIeHUE : YYCOHHK ¥ MPAKTUKYM JIJISl BY30B / IO peAaKIueit

JI. A. loponuHoii. — 4-e uzn., nepepad. u non. — Mocksa : U3gatenbctBo FOpaidr,
2025. — 336 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-19110-3. — Tekcr :
anekTpoHHbIH // ObpazoBatenbHas miargopma FOpaiir [caiit]. — URL:
https://www.urait.ru/bcode/560108

Hoponuna, JI. A. Opranuzanus v TEXHOJOTHUS JOKYMEHTAIMOHHOTO 00ecreueHus
yIIpaBiIeHUs : y9eOHHUK U PaKTUKyM Juis By30B / JI. A. Jloponuna, B. C. MputukoBa. — 2-¢
u31., nepepad. u qon. — Mocksa : M3parensctBo FOpaiit, 2025. — 270 c. — (Bsricuiee
obpazoBanue). — ISBN 978-5-534-16016-1. — TexkcT : anekrponHbIi // OOpazoBaTenbHas
wiatdopma FOpaiir [caiir]. — URL: https://www.urait.ru/bcode/560116

Eropos, B. II. /lokymeHTOBeeHHE U JOKYMEHTAllMOHHOE OOECIIEYEHHE YIIPaBJICHUS B

ycnoBusix uudposoit skonomuku / B. I1. Eropos, A. B. CnunbkoB. — 4-¢ u3g., cTep. —
Cankr-IlerepOypr : Jlamp, 2023. — 372 c. — ISBN 978-5-507-45695-6. — Tekcrt :
NeKTpoHHBIN //  Jlamb  :  anekTpoHHO-OmOnmoreuHas  cucrema. —  URL:

https://e.lanbook.com/book/279827

Eroposa, O. H. [lenonmpou3BojacTBO W JOKYMEHTOBEJCHHE : Y4EOHO-METOJINYECKOC
nocobue / O. H. EropoBa. — Yebokcapsl : UI'MKU, 2023. — 104 c.— Texker:
ANEeKTpOoHHBIN //  Jlanp  :  2JeKkTpoHHO-OmOimoTteunas  cucrema. —  URL:
https://e.lanbook.com/book/392702

KazakeBuu, T. A. JlokymeHTOBeneHue. [JOKyMEHTAIIMOHHBINA CEPBUC : YUEOHUK U
npakTukyM Jutst By30B / T. A. KazakeBnd, A. U. Tkanug. — 2-e u31., UCp. v JOM. —
Mocksa : U3narensctBo IOpaiit, 2025. — 167 ¢. — (Bsiciiee o6pazoBanue). — ISBN 978-
5-534-06273-1. — Texct : anexTpoHHsIH // O6pa3oBarensHas miatdhopma FOpaiT [caiT].
— URL.: https://www.urait.ru/bcode/562369

Kopuees, 1. K. KonduaennuaasHoe 1T0NPOU3BOICTBO : YICOHUK IS BY30B /

H. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3f., nepepad. u gon. — Mocksa :
NznarensctBo FOpaiit, 2025. — 46 ¢. — (Beicmee o6pazoBanue). — ISBN 978-5-534-
18511-9. — Texkcr : anexkTpoHHbIH // OO6pa3zoBaTenbHast miaardopma FOpaidt [caiit]. — URL:
https://www.urait.ru/bcode/568572

Kpbpxanosckuii, A. B. JlokymMeHTOBeIeHHE : MeTOANYEeCKHe yKa3aHus / A. B.
Kppokanosckuit. — Camapa : [IINYTH, 2021. — 58 ¢. — TekcT : 31exkTpoHHbIi // JlaHb :
ANIEKTPOHHO-O0MbOIMoTeynas cuctema. — URL: https://e.lanbook.com/book/301127

Mopo3zoBa, O. A. UH(popmanimoHHBIE TEXHOIOTHH B TOCYIapPCTBEHHOM U MYHUIIUTIATBHOM
yIipaByieHUH : yueOHuK /i By3oB / O. A. Mopo3osa, B. B. Jlocesa, JI. . FIBanoBa. — 3-¢
u31I., mepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2025. — 156 ¢. — (Bricmee
obpazoBanue). — ISBN 978-5-534-18554-6. — TekcT : anekrponHbit // O6pazoBaTenbHast
wiatgopma FOpaiit [caiit]. — URL.: https://www.urait.ru/bcode/564458
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https://e.lanbook.com/book/392702

9. | ITaBnogckas, O. 0. IIpaBoBoe obecrneueHne KaapoBOTO JACIONPOU3BOICTBA : YUSOHUK IS
By30B / O. 1O. [1aBnoBckas. — 2-e u3a., nepepad. u gomn. — Mocksa : M3aTenscTBo
IOpaiir, 2025. — 288 c. — (Bricmiee oopazoBanne). — ISBN 978-5-534-17518-9. — Tekct
: aneKTpoHHBIN // O0pa3zoBarenbHas maTdopma FOpaiir [caiit]. — URL:
https://www.urait.ru/bcode/566454

10.| Pomanoga, 1O. JI. MHbOpMaImOHHBIE TEXHOJIOTHUHU B YIIPABJICHUU NIEPCOHAIOM : YICOHHK H
npaktukym s By30B / 0. JI. Pomanosa, T. A. Buntoga, I1. E. KoBanb. — 3-¢ u3s.,
nepepad. u gomn. — Mocksa : M3narensctBo FOpaiit, 2025. — 275 ¢. — (Briciiee
obpazoBanmne). — ISBN 978-5-534-20405-6. — TekcT : anexkrpoHHbIi / OOpazoBarenbHas
wiargopma FOpaiit [caiir]. — URL: https://www.urait.ru/bcode/560272

11.| lyBanoBa, H. H. Opranu3anus u TeXHOJOTHS TOKYMEHTAIIMOHHOTO 00ecIeueHus
yrpasiieHus : yueOonuk i By3os / H. H. IllyBanoBa. — 3-e u3a., mepepab. u nom. —
Mocksa : M3natenscTBo FOpaiit, 2025. — 234 ¢. — (Bricmiee oopazoanue). — ISBN 978-
5-534-20347-9. — Tekcrt : anexTpoHHbIi // OOpa3oBarenbHas miatdopma FOpaiT [caiiT].
— URL. https://www.urait.ru/bcode/561048

Pexomenayembie pecypcebl cetu «AHTEpHET»

CnpaBqua;I IIpaBoOBas CUCTCMa «KOHCYJ'ILTEIHT IImrocy»

CrnpaBoyHas mpaBoBasi cucrema «l apanT»

ITpodeccuonanphas cupaBoynas cuctema «TexskcmepTy.

Poccwuiickas rocynapcrBenHas oubimoreka. Pesxum gocryma: https://www.rsl.ru/

Poccwuiickas HanmoHanbHast Oubanoreka. Pexxum nocryna: http://nir.ru/

SHEUESI R I

Hayunas 6ubnuorexka ®I'BOY BO «UI'Y um. U.H. YnbsaoBay. Pexxum nocryna:
http://library.chuvsu.ru/

~

DnexTpoHHO-O0ubnuoreyHas cucrema [IPRBooks. Pexxum noctyna:
https://www.iprbookshop.ru/

8. | Dnekrponnas oubnuoreynas cucrema «JIAHby [Dnekrponnsiit pecypc]. — Pexum
noctyna: https://e.lanbook.com/

9. | DnekrponHas Oubnmoreunas cucrema «fOpaiity. Pexxum nocryna: https://urait.ru/

10.| Hayunas anektponnast Oubnuoteka «Kubepnenunkay. Pexxum gocryma:
https://cyberleninka.ru/

11.| Hayunas snextponHas 6ubnmuoreka eLIBRARY.RU. Pexum noctyna:
https://elibrary.ru/defaultx.asp?

12.| EnuHoe OKHO JlocTyma K 00pa3oBaTelbHBIM pecypcaM [DeKTpoHHBIN pecypc]. — Pexum
noctyna: http://window.edu.ru/

10. Ilepeyenb HHGOPMALMOHHBIX TEXHOJIOTHH, HCMOJIb3yeMbIX NP NPOBEACHUH
NPAKTUKH, BKJIIOYasi lepedeHb NPOrpaMMHOro odecrnevyeHusi u
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTeM (IIPH HE0OX0AMMOCTH)

JlocTynHOE NporpaMMHOE JIMLEH3UOHHOE U CBOOOJHO PACIPOCTpaHsIeMOe MPOrpaMMHOE
oOecrieueHue, mnpodeccuoHadbHble 0a3bl JaHHBIX, HH()OPMAIMOHHO-CIIPABOYHBIE CHCTEMBI,
MIPEOCTaBIIIEMBIE oOyuarolemMycs-npakTUKaHTy YHUBEPCUTETOM (URL:
http://ui.chuvsu.ru/index.php/2010-06-25-10-45-35).

B mpoumecce mpoxoXKAeHHs ~MpaKkTUKW  oOydaromipecs MOTYT — HCIOJIb30BaTh
UH(POPMALIMOHHbIE TEXHOJOIMM, B TOM YHCJIE KOMIIBIOTEpHBbIE CHUMYJSIHMHM, CpEACTBa
aBTOMAaTHU3AlMK NMPOSKTUPOBAHUS U pa3pabOTKU MPOrpaMMHOr0 oOecreueHus, IpUMeHsIeMbIE B
npodmIbHON opranu3anuy, MTHTepHeT-TeXHOIOTHH U JIp.
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Pexomenodyemoe npoecpammmoe obecneyenue

Haumenosanue
Ne i/t YcnoBus nocTymna/cKaunBaHus
Pexomengyemoro 10

1. Microsoft Windows

13 BHYTPEHHEHN CETH YHUBEPCUTETA(I0TOBOP)

2. Microsoft Office

10.2. IIpogheccuonanvuvie 6azvl OaHHBIX, UHDOPMAYUOHHO-CNPABOYHBIE CUCTIEMDL

Ne HaumenoBanue
YcnoBus [ocTyna/ckaunBaHUs

/11 MIPOrpaMMHOTO 00eCTIeUeHUs

1 l'apanT 13 BHYTPEHHEH CeTH yHHBEpcUTEeTa (0roBOp)™

2. |Koncynpranr +

3 Hayunas siektpoHHast 6ubanoTeKa cBoboaubIi goctym http://elibrary.ru/
eLIBRARY.RU

4. |Hayunas siekTpoHHast OnOIHOTEKA cBoboaHbIN moctyn https://cyberleninka.ru
«Kubepnennnka»

10.3. Pexomenoyemvle 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 MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOIMMOIi 1151 IPOBEAEeHMSI
NMPOU3BOJACTBEHHOM MPAKTHUKH

B cooTBeTcTBMM € OrOBOpaMM Ha IPOBEIACHUE IPAKTUKUA MEXKIY YHHBEPCUTETOM H
npoQUIHHONW OpraHU3aIKel, 00yJaronmecs MOTYT TOJIb30BaThCS pecypcaMu ToJpa3/ieleHUu
(6ropo, oTnenoB, abopaTopuil U T.N.) OMOIMOTEKOM, TEXHUUECKOW M APYrod JOKyMeHTaluen
npoUIbHOW OpraHu3alMd M YHUBEPCUTETAa HEOOXOJUMBIMU Ui YCIIEIIHOTO OCBOCHHS
00y4aromMMHUCS TMPOrpaMMbl TMPAKTUKHA M BBINOJHEHUS HMH WHIAMBUIYAIbHBIX 3aJaHUMN
Ha MPaKTUKY. YueOHble ayJUTOPUU YHUBEPCHUTETA JJII CAaMOCTOSITENIbHBIX 3aHATUN OCHAIICHbI
HOJIb30BATENbCKUMU aBTOMATU3MPOBAHHBIMU paOOUYMMH MECTaMH 10 YUCIY OOy4aroIuxcs,
00BEAMHEHHBIX JIOKAJIIBHOHN CEeThIO («(KOMIBIOTEPHBIN» KJIacC), C BO3MOKHOCTBIO MOJKIIOUEHUS
K ceTu VHTepHET M JOCTYHNOM K O3JIEKTPOHHOW WH(POpPMalMOHHO-00pa30oBaTeIbHON cpeje
OI'BOY BO «Yysamickuii rocyaapcTBeHHbl yHuBepcuTeT uMeHu M.H. YibsHoBay.

12. Opranusanusi Npou3BOACTBEHHON MPAKTUKY /IS HHBAJIU/I0B U JIHIL
€ OrPAHUYEHHBIMH BO3MOKHOCTSIMM 310POBbS (IIPH HAJTHYHH)

Opranuzanys NpPOXOXKJIEHUS MPOU3BOJICTBEHHOW MNPAKTUKHU A WHBAJIUAOB U JIUI C
OTPaHUYEHHBIMU BO3MOXXHOCTSIMU 37I0POBBSI IPOU3BOJUTCS C YYETOM COCTOSIHUS 3]I0POBBS
oOyyaromuxcst 1 TpeOOBaHUN UX JOCTYMHOCTH JUId OOy4aroIuXcs U PEeKOMEHAALUN MEeIUKO-
COLIMAJILHOM 3KCHEPTHU3bI, a TAK)KE UHIMBHUIYaJIbHOM MPOrpaMMbl peaOuiINTaluy U aOuInTaluu
uHBanuaa u3 PenepanbHOro rocyAapCTBEHHOTO YUPEKICHHUS MEIUKO-COLMAIBHON SKCIIEPTU3BL,
OTHOCHUTEJIbHO PEKOMEHI0BaHHBIX YCIOBHM U BUJIOB TPY/a.

B nensx opraHu3anuu MpoOXOXAEHHUs MPAKTUKU OOyYaroMIMMUCS ¢ MHBAJIUJAHOCTBIO U
JUIAMH  C OTpPaHMYEHHBIMH BO3MOXXKHOCTSIMH 37I0POBbSl YHHUBEPCHUTET COTJIACOBBIBAET C
npopmIbHOW opraHu3anueil (MpeanpusaTUeM) YCIOBHS M BHUABI Tpylda C Y4YeTOM BHJIOB
NEeSTENIbHOCTH, B COOTBETCTBHUM C (eJepalbHbIM TOCYJAapCTBEHHBIM 00pa30BaTeIbHBIM
CTaHJApTOM BBICIIET0 OOpa30BaHMs M OCHOBHOM 0Opa30BaTEeNbHONW MPOTpamMMOil BBICIIErO
0o0pa30BaHMs 110 JTaHHOMY HAINpaBJICHUIO MMOATOTOBKH/CHENMAILHOCTH C YUETOM PEKOMEHIalui
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http://elibrary.ru/#_blank

MEINKO-COIIMAIbHOM 3KCIEePTU3bl H/WIM MHIMBUAYAJIBHOW MpPOrpamMMbl peadWIMTaluu |
abunuranuu uHBanMia. [Ipy HeoOXOAMMOCTH Al TPOXOXKAEHUS NPAKTUKA MOTYT OBITh
000pyI0BaHBI CHIEMATIbHBIE paboune MecTa B COOTBETCTBHUHU C XapaKTEPOM HAPYIICHUH, a TAKKe
C ydyeToM IMpo(eCcCHOHAIBHOIO BHUAA JEATEIBHOCTH M XapakTepa TpyZAa, BBIIOIHIEMbIX
00y4aroImuMCcsl MHBAJIUAOM U JIMI C OIPAaHUYEHHBIMH BO3MOKHOCTSIMH 3J0POBbsSI TPYIOBBIX
(GyHKUMH B  COOTBETCTBUM C TpeOOBaHMSIMU NPO(PECCHOHANBHBIX  CTaHIAPTOB IO
COOTBETCTBYIOILIIEMY HANpaBJICHUIO TOATOTOBKU/CIEIIMATBHOCTH.

@DopMbI IPOBEICHHSI IPOU3BOACTBEHHON MIPAKTUKU [T 00YyUYaIOIIUXCSl MHBAIMIOB U JIUILL
C OrpaHUYEHHBIMM BO3MOJKHOCTSIMM 3[0POBbS MOTYT OBITh YCTaHOBJIEHBl C YYETOM HX
UH/IUBUIYAJIbHBIX ~ BO3MOYKHOCTEH W COCTOSHMSI  3[I0pOBbsl.  YUeT  WHAUBUIYaJIbHBIX
0Cc0OEHHOCTEH 00YyJaroINXCcsi UHBAUAOB U JIMI C OTPAaHMYEHHBIMH BO3MOXKHOCTSMHU 3/I0POBbBS
MOXET ObITh OTPaXEH B MHIMBHYyaJbHOM 3a/laHUM Ha MPAKTUKY, KOHKPETHBIX BHJaX padoT,
OTpPaKEHHBIX B MHIMBHyaTbHOM 33JaHUU Ha MPAKTHKY, paboyeM rpaduke (IUiaHe) MpoBeAeHUs
NpakTUKKU oOywaromierocs. [[ns opraHu3anuu M MPOBEACHUS HKCIEPUMEHTOB (MCCIIEIOBaHUIN)
JOJDKHBI OBITh CO3/1aHbl MAaTEPUAIbHO-TEXHUYECKUE M METOJIUYECKUE YCIIOBUSA C YYETOM HX
UH/IMBU/YaJIbHBIX BO3MOXHOCTEH M COCTOSHUS 370pOBbi. DOpMBI caMOCTOATENbHON pabOThI
YCTAHABJIMBAIOTCS TAK)KE€ C yYETOM HMX WHAMBUIYAITbHBIX MCHUXO(QH3MUECKHUX OCOOCHHOCTEH,
BO3MOXKHOCTEH M COCTOSIHUS 310pOBbsS (YCTHO, MMCBMEHHO Ha Oymare WM Ha KOMIIbIOTEpE U
T.IL.).

[Tpu HEoOXomuMOCTH OOYyYaroIIMMCSl C MHBAJIUMAHOCTBIO U JIMIAM C OTPaHUYEHHBIMU
BO3MOXXHOCTSIMU 370POBbsI IIPH MIPOXOKIACHUM MTPOU3BOJICTBEHHONW NMPAKTUKU MPEJOCTABISIOTCS
JIOTIOJIHUTEIbHbBIE KOHCYIBTALUU U JOIIOJHUTEIBHOE BpEMsl JUIsl BBITIOJIHEHUS 3a/1aHuil.

[Ipy [pOXOXAEHUM MpPaKTUKW  OOydyaroMMHUCS MHBAJIMJAMM U JIMIAMU  C
OTrPaHUYEHHBIMU BO3MOYKHOCTSIMHU 3JI0POBbsI IIPU HEOOXOJMMOCTH OOECIEYMBAETCSl MOMOILb
THIOTOPA WJIM aCCHCTEHTA (IO 3arpocy OO0YyYaroLIerocsi U B COOTBETCTBHM C PEKOMEHAAIMSIMU
UH/IMBUYaJIbHOM IPOrpaMMbl peaOMIuTaluy U abWINTalui HHBAINUA).

PekomeHnnyemMoe MarepuanbHO-TEXHUYECKOE UM IPOrpaMMHOE oOecrieueHue  JUIs
BBINOJIHEHUS 3a/1laHuil U 0(OpMIIEHHUS] OTYETa MO MPAKTUKE OOYYaIOIIMXCSl MHBAJIMIOB M JIUIL C
OTpaHMYEHHBIMHU BO3MOKHOCTSIMU 3/JOPOBbS BKIIIOYAET:

- Jna auy ¢ HapyweHnuem 3penus: THDIOTEXHUYECKHE CPEACTBA: TaKTUJIbHBIN
(OpaiineBckuii) aucrieil, pydyHOW W CTallMOHApHBIM BHUJEOYyBeIMUUTENb (Hanmpumep, Topaz,
Onix), - TeleBHU3HMOHHOE YBEINYUBAKOIIECE YCTPOUCTBO, IIM(POBOIl MUIAHIIET, 00CCTICUNBAFOIINI
CBS3b C MHTEPAKTUBHOM JOCKON B Kjacce (MpU HaJUMYMM), C KOMIBIOTEPOM IpernojaBaTess,
YBEJIMYUTENIbHbBIE YCTPOUCTBA (JIyma, 3JEKTPOHHAs Jyla), FOBOPALIMHA KalbKyJIATOP; yCTPOHCTBA
JUISL YTE€HUsl TeKCTa Ui ClenblX («UHUTamollas MalluHay), Iuleep-opraHaizep Uid HE3pAYuX
(Tudnodmsummueep), cpeacTa Uil nuckMa no cucreme bpaiinsa: mpubop bpaitns, Oymara,
rpudens, OpaineBckas neuatHas mamuHka (Tatrapoint, Perkins u T.1.), - npuHTep /U1 Ne4aTu
penbedHO-TOUeUHbIM  mpupToM  bpaiins u  penbedHo-rpadpuyeckux  M300parkeHUil.
[TporpamMHOe oOecniedyeHue: MporpaMma HEBU3YaJIbHOTO JIOCTyNa K MH(OpMAIMM Ha DKpaHe
xomnbrotepa (Hanpumep, JAWS forWindows), mporpamma Juisi 9T€HHsS BCIYX TEKCTOBBIX
¢aitnoB (nanpumep, Balabolka), mporpamma yBenmuenus uzoOpakeHuss Ha dskpaHe (Magic)
(obecneuenne Macmtaba yBenuueHus 3kpaHa oT 1,1 mo 36 kpaT, BO3MOXHOCTb PETYIHPOBKH
APKOCTM W KOHTPAaCTHOCTH, a TakKK€ HHBEPCMM M 3aMEHbl 1IBETOB, BO3MOXHOCTb
ONTUMHU3UPOBATh BHEIIHUN BHUJ Kypcopa W YyKas3aTessl MbIIIM, BO3MOXKHOCTh HaOII0/1aTh
YBEJIMYEHHOE U HEYBEIMYEHHOE N300pakeHUe, OHOBPEMEHHO MEPEMEIATh YBEIUUYEHHYIO 30HY
IPY TIOMOIIY KJIABUATYPbI UM MBIILIH U Jp.).

- [na auy ¢ Hapywenuem cayxa. CUELMAIbHbIE TEXHUYECKHE CPEICTBA: OeCHpOBOHAS
cucTeMa JMHEHMHOTO aKyCTHMYEeCKOro H3JIY4eHHUs, paavokiacc — OecrpoBOAHAS TEXHOJIOTHS
nepeaaun 3Byka (FM-cucrtema), KOMIUIEKTBI 3JIEKTPOAKyCTHUECKOTO M 3BYKOYCHIIMBAIOILEIO
000py0BaHUSl ¢ KOMOMHUPOBAHHBIMU 3JIEMEHTAMU MPOBOJHBIX M OECIPOBOAHBIX CHUCTEM Ha
0a3ze MpodeccCHOHAIbHBIX YCWIHMTENEH, - MyJIbTUMEIUa-KOMIIbIOTEp, MYJIbTUMEIUNHBIN
IPOEKTOP, NHTEPAKTUBHBIE M CEHCOpHBbIE OoCKH. [IporpammHoe obecrieueHne: nIporpaMMbl JIs
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CO3JIaHUsl ¥ PEJAKTHPOBAHUS CYOTHTPOB, KOHBEPTUPYIOIINE pPeYb B TEKCTOBBIN U KECTOBBII
dbopmatsl Ha 3KpaHe KommbroTepa (ICommunicator u ap.).

- [na nuy ¢ napywenuem onopHo-08uecamenbHo20 annapama. CrieuanbHble TEXHUYECKUE
CPEICTBA: CIELMATbHBIE KIaBUATYPhl (C YBEIMYEHHBIM pPa3MEpOM KIIABHUII, CO CIEIUAIbHON
HaKJIaJKOW, OrpPaHWYMBAIOLIEH CIIydalHOE€ HaXaTUe COCEIHHMX KJIABHIL, CEHCOpPHBIE,
HCIIOJIb30BaHUE T'OJIOCOBOM KOMAaHJbI), ClelHaIbHbIe MBIIU (HDKOUCTHKH, POJUIEPHI, a TaKkKe
rOJIOBHAsI MBIIB), BBIHOCHBIE KHOIKH, YBEJIMYEHHBIE B pa3Mepax pPY4YKH U CIELHaTIbHbIE
HAKJIaJKU K HUM, [TO3BOJISIOIINE yIEPKUBATh PYYKY U MaHUITYJIUPOBATH €0 C MUHUMAaIbHBIMU
YCUJIMSIMHU, YTSDKEJIEHHBIE (C JOIOJIHUTENbHBIM TI'PY30M) PYYKH, CHMKAIOUIME IPOSIBICHUS
TpeMopa IpU MNHCbMe, ycTpoiicTBa oOMeHa rpadudeckoit uHpopmanuen. Ilporpammuoe
o0OecrieueHue: MporpamMma  «BUPTyaJlbHas  KJaBuaTypa», CIELHUAJIbHOE MPOrpaMMHOE
o0ecrnieueHre, MO3BOJISIONINE HCIIONb30BaTh COKPAILIEHUS, JOMUCHIBATh CIOBA U MPEICKA3bIBATh
cioBa U (pasbl, UCXOAS U3 HAYAIBHBIX OYyKB W TPAMMAaTHYECKOH (POPMBI MPEabIIYIINX CIIOB,
CHelMallbHOE MPOrpaMMHOE OOecliedeHHne, IO3BOJISAIONIEe BOCIPOU3BOIUThL CIIEHUATbHbBIC
MaTeMaTHYeCKue (PYHKIUU U aITOPUTMBI.

- na nuy, umerowux uHEAIUOHOCMb NO o0bwemy 3abonesanuio: MyJIbTUMEINA-
KOMIIBIOTEP (HOYTOYK), MyJbTUMEAUMHBIN POEKTOP U JIp.

OOyyaronuecs ¢ UHBAUAHOCTBHIO U JIUIA C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU 370POBbBS
MOTyT TIpU HEOOXOJUMOCTHM HCIOJB30BaTh CHEIHUAIbHYI0 TEXHUKY, MMEIOIIYIOCS B
YHuBepcurere.

[Tpouenypa 3amUThl OTYETA O MPOXOXKAECHUU IMPAKTUKU OOYYAIOLUIMMUCS] UHBAIUJIAMU U
JUIAMH  C  OrPAaHUYCHHBIMH  BO3MOXXHOCTSIMH ~ 37I0POBBSl  JOJDKHA  IpelycMaTpuBaTh
IIPEIOCTABIIEHUE HEOOXOIMMBIX TEXHHYECKHX CpPEACTB U IPU HEOOXOJMMOCTH OKa3zaHUE
TeXHUUYecKol momomu. dopma MpoBeneHUs MPOLEAYPHl 3aIIUTHI OTYETa M IMOJIyuyeHUs 3adera
oOyyallmuMUCd HHBAIUAAMM M JIMIAMU C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU  3JI0pPOBbS
YCTaHABIMBAETCS C YYETOM UX WHIUBUAYAJbHBIX TCUXO(PU3UYECKUX OCOOCHHOCTEH W
BO3MOXKHOCTEH 3A0pOBBs (YCTHO, MMCBMEHHO Ha Oymare, MMCbMEHHO Ha KOMITBIOTEpE U T.IL.).
[Tpu HEOOXOAUMOCTH OOYYArOIIMMCSI HHBAIUIAM U JIMLAaM C OTPAaHHMYEHHBIMU BO3MOXHOCTSMU
3/10pOBbS MIPEIOCTABIISETCS JOMOJIHUTEIBHOE BPEMsI JIIsl BBICTYILJICHUSI.

31



[Tpunoxenne 1
Pabounii rpaduk (1m1aH) mpoBeIeHUS MPAKTHKA

MMWHOBPHAYKH POCCHUHA
®enepanbHOe rocy1apcTBeHHOE 010/1KeTHOe 00pa3oBaTeIbHOe
yupesk/ieHue BbICIIero oopa3oBaHus
«YyBauickuii rocyrapcrBeHHblil yausepcurer 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

PABOYNI IT'PADUK (TJIAH)
[TPOBEJIEHM A ITPOM3BOJICTBEHHON ITPAKTHUKH
(KOMMYHHKAITMOHHO-UH(POPMAIIOHHOM MPAKTUKH)

Ha Oaze
(HanMeHOBaHME MPOPUIFHON OpTaHU3aHNK/ CTPYKTYPHOTO NOApAa3IelICHHS YHUBEPCUTETA)

(®UO obyuatomierocs, rpymia)

(HampaBlieHHE MTOJIrOTOBKH/CIIENUAIBHOCTD, MPOQHIb/CHIeIUATH3a1U)

Pasnensl (aTarsn) Bubl paboT Ha MPaKTUKE, BKITIOYAs TpynoeMKocTs, Mara
MPaKTHKA CaMOCTOSTEIIbHYIO Pa00Ty yac
oOygaromuxcs

Opranuzanus IIpoBeneHue OpraHU3aLUOHHOTO 9
NPaKTUKH, coOpanus, Ha KOTOpPOM
MOJTOTOBUTENIBHBIN | OCBEUIAIOTCS L€JIM U OCHOBHBIE
JTaI 3aJjaud MPAKTUKH, YKa3bIBAIOTCA

OTUETHBIE CPOKH, pa3IaroTCs
HE0OXOMMBbIE MaTepuambl AJis
IMPOXOKIACHUA IMPAKTHUKH.
Odopmnenne Ha  MPaKTHUKY,
WHCTPYKTaX IO O3HAKOMIICHHUIO
c TpeOOBaHUSIMU OXpaHbI TPYIa,
TECXHHUKHU 0e30macHOCTH,
noxkapHoii  Oe3omacHocTH, a
TaK)Xe IIpaBWIaMH BHYTPEHHETO
TPYJIOBOTO pacropsiika
OpraHu3aIu,
MPEAOCTaBIAIONIE MeCTO s
MMPOXOXKIACHUSA MTPAKTUKH.
[Honyuenue 3aJlaHus 1o
IIPAKTHKE.

OcHoBHOM 3Tan OOyuenue u paborta Ha paboueM 58

MECTE B KaU€CTBE MPAKTUKAHTA B
COOTBETCTBUU c
WHIUBUYAIbHBIM 3aIAHUEM.

3HaAKOMCTBO C OpraHU3alUOHHOMN
CTPYKTYpPO OOBEKTa TMPAKTHUKH.
M3ydyeHne TEXHOIOTHMYECKON W
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/o

Paznensr (3Tambn)
MNPaKTHKA

Buzpl paboT Ha MPaKTUKE, BKITIOYAs
CaMOCTOSITENIEHYIO paboTy
oOygaromuxcs

TpynoeMKocCTs,
gac

Jara

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

3HaKOMCTBO C HMHCTPYKIHUSMH,
PCKOMEHIALMAMH, TaMITKaMH,
CIPaBOYHHKAMH, U3IaHUSIMU
00bEeKTa MPAKTUKH, a TaKXKe C
W3JIAaHASIMA BEJIOMCTBEHHOTO
XapakTepa, UX u3ydcHHe.

Coop (hakTHIEeCKOTO u
JUTEPATypHOTO MaTepuala.
Ananus COOpaHHBIX
MaTepHAJIOB.

Benenue nHEBHUKA PAKTHKU.

AHaIUTHYECKUI dTAIl

[IpencraBinenne pyKOBOIUTEIIO
MIPaKTUKU COOpaHHBIX
MaTepHUasoB.

Brimonxenue
MIPOU3BOJICTBEHHBIX 3aIaHUH.
VYyactue B pelieHun
KOHKPETHBIX
npodeccnoHanbHbIX 3a1a4.
OO0cyxaeHrne ¢ pPyKOBOJIUTEIEM
MPAKTUKA TPOAENaHHOW dYacTu
paboTHI.
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3aKII0YNTEIbHBIN
oTall

CocrapneHue Ha OCHOBE
MPOBEACHHOTO HCCIICAOBaHUS
BBIBOJIOB M MIPEJIJIOKEHUM.
ITonroroBka OTYETHOM
JOKYMEHTAIUH.

Odopmnenue oTuera o
MpPaKTUKE B COOTBETCTBUU C
TpeOOBAHUSIMU.

Cnaya otyeta O NPOXOKACHUHU
MPaKTUKHU Ha Kadenpy.

3ammuTa oT4eTa.

NTOI'O

108

PykoBonuTens npakTUKu oT NpoUILHON OpraHu3aluu

PykoBoauTenb NpakTUKK OT Kadeapsl

Jarta BeIauu rpaduka « »

20 T

CoracoBaHo:

[ara cormacoBaHus « »
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[Tpunoxenue 2

Ortuer 1o npakTuke. TUTYIbHBIN JIUCT

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

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

DakyJbTeT PYCCKOM M YYyBANICKO (PUIOJIOTHH U KYPHAIUCTHKH
Kadenpa yyBamckoi GuiI010ruu U KyJIbTYpPbl

OTYET
O I[MPOU3BOACTBEHHOMU ITPAKTUKE
(KOMMYHHKAITHOHHO-UH(POPMAITHOHHOMN MTPAKTHKE)

Ha Oaze
(HauMeHOBaHHE MPOGUILHON OpraHU3aIMK/ CTPYKTYPHOTO MOAPA3ICICHIS YHUBEPCUTETA)

OO6yuaromuiics 3 kypca,
HaINpaBJICHUE TOATOTOBKU
45.03.01 dunonorus

MOAIMKCH, JaTa DdUO
PykoBonurens,
Kadenpsl
JIOJDKHOCTD
YyBaIICKOW (DHIIOJIOTUHU U KYJIBTYPHI,
y4. CTEINEHb, y4. 3BaHUE TIOJIITUCh, JaTa [(716)
PykoBoauTens ot mpouiibHOM
OpraHusanuu,
JIOJDKHOCTD
MOANKCH, AaTa
DdUO
3aBeayromuit kadeapoit
I-IyBa.I_I_ICI(OI\/'I (pI/IJ'IOJ'IOFI/II/I 1 KYJIbTYPEHI,
yd. CTENEHb, y4. 3BaHUE MOJIHKCH, 1aTa DdUO
Yebokcapor 20
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[Tponomxkenne [Ipunoxenns 2

Otuer no npakrtuke. JIucr coaepxanus

COJAEPXAHUE
BBEJIEHUE ... .ottt e e e st e e e e et r e e e s nnbb e e e s nnnnee s HOMEP
OCHOBHAS HACTD ...eiii ettt e e et e e s abbr e e e s annneeas HOMEP
PP TR PRI HOMED
TP PP PR PP PSP HOMEp
K P SR PPROTPRTIN HOMED
SAKJTHOUEHMUE ...ttt HOMEP
CIIMCOK HCIIOJIB3OBAHHBIX NCTOUHHUKOB .........ccooiiiiiiiiiiii HOMEp
TTPUITIOMKEHIIST ...ttt ettt b et sb et e et et nneeenes HOMEp
TIPHITOIKEHIE Aottt e e e b e e nme e e e e nne e e n e e s HOMED
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JIHEBHUK IIPOXO0KICHHUS IPAKTUKU

JHEBHUK

[TPOBEJIEHMS ITPOM3BOJICTBEHHON ITPAKTHUKH

(KOMMYHUKAILIMOHHO-UH®OPMAILIMOHHOM ITPAKTUKN)

Ha Oaze

[Tpunoxenue 3.

(HanMeHOBaHUE MPOGUIFHON OpTaHU3aIHUK/ CTPYKTYPHOTO OApa3IelICHHsS YHUBEPCUTETA)

(®UO obyuatomierocs, rpymia)

(HampaBIeHHE TIOATOTOBKH/CIIEIUANBEHOCTE, 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  O3HAKOMJICHHME C  INPaBUJIAMH
BHYTPEHHETO TPYZIOBOTO pacropsiaka
OpTaHM3aINH, [IPEAOCTABIIAIONIEH MECTO IS
TIPOXOXK/ICHUS IPAKTUKHI
2. | OcHOBHOI1 dTam OOyuenne u pabora Ha paboyeM MecTe B 58
Ka4yecTBE MNPAKTUKAaHTAa B COOTBETCTBUHU C
WHIUBHUyaJIbHBIM 33aHUEM:
3. | AHanuTn4eckuii Cb6op, oOpaboTka W  cHCTEeMaTH3aIUs 32
aTan (haKTHYECKOT0 U JINTEPaTypHOTO Marepuasa
4. | 3akIroYnTeNBHBIN [Monyuenne oT3pIBa Ha pabouyeM MecTe 9
JTan [Ty6miuHast 3ammra oTyera
UTOI'o 108
OO0yuaronuiics /
PykoBonuTenb NpakTUKU OT NPOQPHUILHON OpraHu3alnuu /
JlaTta cocTaBieHUs « » 20
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