ABTOHOMHAA HEKOMMEPYECKAA OPTAHU3ALUA
BbICHIEI'O ObPA3OBAHNMA
«CEBEPO-KABKA3CKNHN COLIUAJIbBHBIM UHCTUTY T»

COI''TACOBAHO YTBEPX/AIKO

[Ipencenarens npaBiieHUS Hexan CII®

TCX «45-1TAPAJIJIEJIb» T.B. ITomrrapeBa
N.C. baxxenona «20» mas 2023 1.

« _» 20 1.

MMPOT'PAMMA ITPON3BOJCTBEHHOM INPAKTUKH
(1o mpo¢punJIro cnenuaJIbLHOCTH)
1o npogeccuoHaIbHOMY MOAYIO «BhinoiHeHne paboT o OAHON WU
HECKOJIBKUM MpodeccusiM padouux, 10JKHOCTAM cinyxamux ("Cekperapb-
aAMUHUCTpATOP" )»

CrnenuansHocTh: 08.02.14 DkcrutyaTanus U 00CIyKUBaHUE MHOTOKBAPTUPHOTO
noma

KBanudukanus BEITYCKHUKA — TEXHUK
dopma 00ydeHus: OUHas

I'ox mauana noarorosku — 2024

Pazpaborana CornacoBana

Kann. ¢unoc. Hayk, TOIEHT, JOIEHT 3aB. Beimyckarotnieit kapeapoit CT

kadeape CT T.B. Bepryn
T.B. Bepryn

PexomennosaHa

Ha 3aceaHuu Kadenpsl

oT «15» mas 2024 r.

npoTtokoi Ne 10

3aB. kadempoii T.B. Bepryn

Onobpena

Ha 3aceJaHuu y4eOHO-METOAMYECKON
komuccuu CI1D

oT «20» mas 2024 r.

npoTokoa Ne 10

[Ipencenarens YMK

T.B. IlomrapeBa

CraBpornonsb, 2024 r.

<1>e,qoponacr<|/||4@£1

AnekcaHap: o
"v,)s% PPO2557411
neTpOqu "5024.05.31 15:19:33+0300

< denoposckil
26D
H
W



1. HEJIA TIPAKTUKHN

[lensiMu  TPOM3BOJICTBEHHOW  NPAKTHKU  SIBIAIOTCS:  KOMIUJIGKCHOE  OCBOEHHUE
00y4aromuMucs Buaa NpoecCuOHAIbHON NesSTeNbHOCTH «BrinoaHeHne paboT 1Mo OJHON WM
HECKOJIBKUM TpodeccusiM padounx, MODKHOCTAM ciyxammx ("Cekperapb-aIMUHHCTPATOP')»
M0 CHEIHUAIBHOCTH CpeaHero mpodeccruoHanbHoro obpazoBanus 08.02.14 Dxcruryatamus u
00CITy’)KMBaHWE MHOTOKBAPTUPHOTO J0Ma, (GopMHUpOBaHWE OOMMX H NpodecCHOHATBHBIX
KOMIIETEHIINH, a Takke MpuoOpeTeHre HeoOXOAUMBIX YMEHHUM U OMbITa MPAKTHYECKOW PabOThI
O CIEeUaTbHOCTH.

2. 3AJIAYU ITPAKTUKHU

3amayamMu MPaKTUKH SBIISIOTCS:

— (¢dopmupoBaHHe y OOydYarONUXCS yMEHUH, NPUOOPETEHHE TEePBOHAYAIHHOTO
NPaKTUYECKOrO ONbITa MO BUAY Npo(dhecCHOHANBbHON AesTenbHOCTH «BbInoiaHeHne paboT mo
OJIHOW WJIM HECKOJbKUM TmpodeccusMm padbouux, momxHOCTsIM ciayxamux ("Cekperapb-
aAMUHHACTPATOP")» MO CHENHATBLHOCTH CpeaHero mpodeccuoHansHOro obpaszoBanusi 08.02.14
DKcIuTyaTanus ¥ 00CTyKHBaHHE MHOTOKBAPTHPHOT'O IOMa;

— MOJATOTOBKA 00YYaroIIerocsi K BBIMOJIHEHUIO OCHOBHBIX MPO()ECCHOHANBHBIX (DYHKIIMHA B
COOTBETCTBUH C KBATH(PUKAIIMOHHBIMHI TPEOOBAHUSIMU;

— BBITIOJTHEHHE PabOT, MPEIyCMOTPEHHBIX MMPOTPAMMON MPAKTHUKH;

— MOATOTOBKA JTHEBHUKA M OTYETA IO PE3YJIbTaTaM MPAKTHKH.

3. MECTO ITIPAKTHUKMU B CTPYKTYPE OIIOII

[Ipou3BoAcTBEeHHAsT MpAaKTUKA HampaBlieHa HAa (OPMUPOBAHUE y OOYYAIOLIMXCS YMEHHH,
npuoOpeTeHue MEepBOHAYAIILHOTO  MPAKTUYECKOr0 OMbITa M pealu3yeTcss B paMmKax
npodeccuonanbHbix  Momyneit OIIOII CIIO mo ocHOBHBIM BuAaM MPodeCCHOHATBLHON
JEeSITeIbHOCTH IS MTOCTIEIYIOIIEr0 OCBOCHHS UMHU OOIIKX U MPO(EeCCHOHATBHBIX KOMIIETCHIIUN IO
U30paHHOM CTIEINaIbHOCTH.

[Tpou3BoacTBeHHAss MpakTUKa Oa3upyeTrcs Ha OCBOCHHU U COJAEPIKAaHUU IPOrpamMMBbl
MJIK.04.01 «OcnoBbl cekperapckoro nena», MJK.04.02 «Opranuzanuss paboT 10
OyaroycTpoiicTBy npmierammmx teppuropuit», M/IK.04.03 «JlokymeHTanlmoHHOE oOecreueHne
yrpasienus», MJIK.04.04 «3Tuka nenoBoro OOUICHUS M PEYEBOM ITHKET» BXOJSIIUX B COCTaB
npodeccnonampHoro moxyis [IM.04 «BeimonHenne paboOT MO OAHOW WM HECKOJBKUM
npodeccusM padbouunx, TOLKHOCTIM ciyx)amux ("'Cekperapb-aAMUHHCTPATOP'" )».

J1s IpoX0’KAeHNs IPOU3BOJICTBEHHOM MPAKTUKK CTYJEHTHI JOJKHBI:

yMeThb:

— HCIIOJIb30BaTh CPEJICTBA KOMMYHUKAIIMOHHOM OPITEXHUKH JUIsl IOYYECHUS U TIepeaun
nHpopMmanuu;

— BECTH y4YETHBIC PETUCTPAIIMOHHBIE ()OPMBI, HCIIOIB30BATH UX JJIs HH()OPMAITMOHHON
paboThI,

— MPUMEHSTH NPUEMBI ICUXOJIOTHYECKOT0 BO3AEHCTBHS Ha COOECEAHUKOB;

— CrJIaXKuBaTh KOH(MIMKTHBIC U CIOKHBIE CUTYalluU MEKIMYHOCTHOTO B3aUMOJICHCTBUS;

— co0uoaTh CIy)KeOHBIN 3TUKET;

— BJAJETh IPHEMaMH OOLIEHHS C TTOCETUTEISIMU;

— OpraHU30BBIBAaTh M 00ECTIEUYUBATH JTMUYHBIE KOHTAKTHI PYKOBOIUTEIIS;

— HCIOJIb30BaTh MICUXO0JIOTMYECKHE TPUEMBI YOSKJAIOIIEr0 BO3ICHCTBHS YIIPABIAThH
KOH(JINKTaMHU;

— YUYHUTHIBATh ICUXOJIOTUYECKUE OCOOEHHOCTH JTUYHOCTH MPH PA3TUYHBIX BHIAX
po(hecCHOHATLHOTO OOIIEHUS;

— HCII0JIb30BaTh YCTaHOBJICHHBIE MPaBUJIA U MPOLIETYPhl KOMMYHHUKAIIUU BHYTPH

— OpraHu3aluu;

— BECTHU y4yeTHbIe ()OPMBI, HCIIOJIb30BATh UX JIJISl paOOThI;



— Cco31aBaTb HOJ'IO)KI/ITGJIBHBII\/'I UMUK, COOTBGTCTByIOH_II/II\/'I I/IMI/I,Z[)Ky OpI‘aHI/I?)aI_[I/II/I;
— MPUHUMATHh MEPHI IO Pa3pelICHUI0 KOH(IMKTHBIX CHTYaITHi;

— obecneynBaTh KOHPUACHIINATHPHOCTh HHPOPMAIIHH;

— OIICHMBATh PE3YJITAThI B paMKaXx IMOCTABJICHHBIX 33]1a4.

BJIaJ1€Th HABbIKAMMU :

— TepeHanpaBieHus TeJaeQOHHBIX 3BOHKOB PYKOBOJICTBY U COTPYAHUKAM OpTraHU3alNH;
— perucTpaunuy NOCTYNarIMUX Telne(OHHBIX 3BOHKOB;
— TOJyYeHHUs He0OX0AMMOU HHPOPMALIUY U NIepejauydl CAaHKIIMOHUPOBAHHOW MH(POPMALIUU

o tenedony;

— BCTpPEYM MOCETUTENCH, OTYUCHUsI IEPBUYHOIN HH(OPMAIIMH O MOCETUTENAX U TIOMOIIH B

OpraHU3aluy X IpueMa PyKOBOJACTBOM U COTPYAHUKAMU;

— BEJEHUS )KypHaja 3aliCH MOCeTUTeNeH;

— yuera noceruTenel u opopmIIeHUs TPOMYCKOB;
— COJEHCTBHUS ONEPAaTUBHOMY PACCMOTPEHHIO MPOCHO U MPEIIOKEHUN TTOCETUTEIICH;
— [pHUeMa U neperayu JOKyMEHTOB MOCEeTUTeNel PYKOBOACTBY U COTPYIHUKAM

OpTaHH3aIUH;

— BECTH )XYpHAJ pa3be30B paOOTHUKOB OPraHU3AIINH;

— KOOpPJIUWHUPOBATH pabOTy KyphepOB U BOAUTENEH OpraHu3aluu;

— BEJEHUS )KYPHAJIOB pa3be3/I0B KypbepOB U MapIIPyTOB BOJIUTEINEIH;

— COCTaBIISATh CIIPABKU O pa3be3ax padOTHUKOB, KyphEpOB U MapUIpyTax BOAUTENCH.

[IpenmecTByomue AUCIUILTUHBI (KYPCHI,
MOJYJTH, TIPAKTUKH)

[Mocnenyromue AUCHUILTUHBI (KYPCHI,
MOJIYJIH, TIPAKTUKH )

OcHOBBI ()MHAHCOBOW T'PAMOTHOCTH

[IpuknanHble KOMIBIOTEPHBIE TPOrPAMMBI B
IpoeCCUOHATIBHOM 1€ TEIbHOCTH

OCHOBBI ’KOHOMHKH, MEHEIKMEHTA U
MapKeTHHTa

CepBucHas AesTETbHOCTh

[IM.01 Opranuzanusi JOKyMEHTAlIHOHHOTO
COIIPOBOXKIECHHUS YIIPABICHUS
MHOTOKBapTUPHBIMH JIOMaMH U
B3aHMO,Z[€I>'ICTBI/I$I C COGCTBGHHI/IKaMI/I
MMOMENICHUH U TIEPBUYHBIMU TPYTOBBIMHU
KOJIJICKTUBAMU

PeiHok Tpyna u npodeccuoHanbHas
Kapbepa

OxpaHa Tpyza B KUJIUITHO-KOMMYHAJIbHOM
XO03S9UCTBE

OCHOBBI NPEeANPUHUMATEIIBCKON
ACATCIIbHOCTU

VYpasiieHrE IEPCOHAIOM B YKUJIMIIHO-
KOMMYHaJIbHOM XO35IIICTBE

IIM.02 ObGecneueHre TEXHUYESCKOM
JKCILTyaTal[uy TPAXIAHCKUX 31aHUN U
KOHTPOJISI TPETOCTABICHUS KUJTHIITHO-
KOMMYHAaJIbHBIX yCIIyT

4. ®OPMBbI 1 CITOCOBBI ITPOBEJEHUSA ITPAKTUKHU

[TpousBoacTBEHHAss MpaKTUKa MPOBOJUTCS IIYTEM UEpEeIOBaHUS C TEOPETUUECKUMU

3aHATUSAMH O JHAM (HEAESIM) NPHU YCIOBHM OOECIIEUEHHUS CBSI3U MEXKIY TEOPETUYECKHM
o0yueHHeM U coziepkaHreM MpakTUKU. CrocoO npoBeeHus MPaKTHUKKN — CTAl[MOHApHAs.



5. MECTO 1 BPEMS ITPOBEJAEHUSA IPAKTUKHA

MectoM TIpOBEIEHHUS TMPOU3BOACTBEHHON MPAKTUKHU

co0CTBEHHUKOB KUibs «45-5 ITTAPAJIJIEIIby.

SABIIACTCS TOBApHUIICCTBO

[Tpon3BoaCTBEHHAS IPAKTUKA TIPOBOAUTCS HA 2-M (IJI CTYJIEHTOB, 00yJaromuxcst Ha 0aze
cpenHero oodmiero obpaszoBanusi) OO0 3-M Kypce (sl CTYIEHTOB, OOydJarommxcs Ha 0ase
OCHOBHOTO o00mIero oOpas3oBaHusi) B TedeHHE 4-r0 WM 6-TO ceMecTpa COOTBETCTBEHHO.

[IpoaomKUTENBHOCTD IPAKTUKK — 72 yaca.

6. INTAHUPYEMBIE PE3YJIBTATbBI OBYYEHMUS IIPU ITPOXOXIEHUN
ITPAKTUKH

dopmupyembie KOMIETECHIIUN

[Tnanupyemsble pe3ynbTaThl O0yYeHHs Ha
JTAHHOM 3Tarne (OpMUPOBAHHS KOMIETECHIIUH

OK 01

Bribupath ciocoOsbl perieHus 3agad
npodeccHoHaIbHON AATETLHOCTH
IPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTAaM

YMeHusi:  pacrno3HaBaTh  3a4ady  W/WIA
npobieMmy B TpodeCCHOHATBLHOM  W/WIH
COIMAJILHOM  KOHTEKCTE;  aHaJIM3HpOBATh

3ajadyy W/win mpoOneMy U BBIIEIATH €€
COCTaBHBIE  YaCTH,  OIPEIENSATh
perieHust 3a7a4d; BBIBIATH W 3(PGHEKTHBHO
ucKaTh uWH(pOpMaIUo, HEOOXOIUMYIO IS

peIeHus 3a/1a4u U/WUIi TIPOOJIEMBI;

OTaIllbl

COCTaBJIAThb IIJ1aH I[eﬁCTBHH; OIIPCACIIATH

HEO0OXOTUMBIC PECYPCHI;

BIIQJIETh AKTyaJIbHBIMH METOJaMH padOTHl B
npodeccHOHAIbHOM ¥ CMEXHBIX  cdepax;
peann30BbIBATh COCTaBJICHHBIN IUIaH;
OLICHUBATh PE3yJbTaT M IMOCIEICTBHUS CBOUX
JEHUCTBUM (CaMOCTOSITETLHO WM C TOMOIIBIO

HaCTaBHHKA)
OK 02 YMeHusi: onpenensaTh 3aJadyd g [TOMCKa
Hcnonp3oBaTh COBpEMEHHBIE CPEACTBA uHbOpMalUY;  ONpEAETATh  HEOOXOIMMBbIE
IIOWCKA, aHaJIM3a U UHTEPIpEeTaluu UCTOYHMKM  MHGpOpMALMK;  IUIAHUPOBATh
uHpOpMaLnK, U THPOPMALIMOHHBIE nporece MIOUCKA; CTPYKTYpUPOBATh
TEXHOJIOTUH JUIs BBIIIOJIHEHHS 3a/1a4 MOJTy4aeMyIo UH(pOpMaLHNIO; BBIJICJIATh
npo¢ecCHOHATIBHOM 1eATEeNbHOCTH HanboJiee 3HaYMMOE B TMEpevyHe HH(OpMAIIHH;
OLIEHUBATh IIPAKTUYECKYIO 3HaYMMOCTb
pe3yabTaTOB MOKMCKA; OQOPMIISTH PE3yIbTATHI
MIOUCKA, IPUMEHSATh cpeacTBa
MH(GOPMALIMOHHBIX TEXHOJOTHHA Ui PELICHHS
npodeCCHOHANBHBIX ~ 3a/la4;  MCIOJIb30BaTh
COBPEMEHHOE TMPOTpaMMHOE OOECIICUCHHE;

MCIOJIb30BaTh pa3iNyHble IU(PPOBBIE CPEICTBA
IUIs1 pelIeHus: TpoQecCHOHATbHBIX 3ajay.

OK 03

[TnanupoBaTh U pean30BBIBATH COOCTBEHHOE
poQeCCHOHATFHOE W TMYHOCTHOE Pa3BUTHE,
NpCaANIPpUHUMATCIBCKYIO ACATCIBHOCTL B
npodeccuoHabHOU cepe, UCTI0Ib30BaTh
3HaHUS M0 (PMHAHCOBON 'PAMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX CHUTYaIUsIX

YMeHnus: OTIpeIeNsATh aKTyaJIbHOCTb
HOPMAaTHUBHO-NIPABOBOM  JIOKYMEHTallUM B
npodeccnoHaNbHON NeATENIbHOCTH; MPUMEHSTH
COBPEMECHHYI0O  HAy4HyI0  Ipo(]ecCHOHATLHYIO
TEPMUHOJIOTUIO; OMNPENENsATh U BBICTPAUBATH
TPAeKTOPUHU MPO(PECCHOHAIBHOIO Pa3BUTUS U
caMo00pa30oBaHusl; BBIABISATH JTOCTOMHCTBA W
HEJ0CTaTKU KOMMEpUecKoi uzieu;
MPE3EHTOBATh HJIEU OTKPBHITHSI COOCTBEHHOTO

4




dopmupyemble KOMIETEHIIUN

[Tnanupyemsble pe3ynbTaThl O0yYeHHs Ha
JTAHHOM 3Tarne (JOpMUPOBAHHS KOMIETEHIIUH

naena B TPOPECCHOHATBHON NESTEITBHOCTH;
opopmiiATh  OWM3HEC-IUTAaH,  PACCUHTHIBATH
pasMepsl BBIIUIAT IO TIPOIIEHTHBIM CTaBKaM
KpPEAUTOBAHUS; ONPEACTSATh UHBECTUIIMOHHYIO
MPHUBIICKATEIFHOCTh KOMMEPYECKUX HACH B
pamMkax TpodeCCHOHATBHOU JeSTENbHOCTH;
MPE3CHTOBATh  OM3HEC-UJCI;  ONPEACTAThH
MCTOYHUKH (DMHAHCUPOBAHUS

OK 04
OddexTuBHO B3auUMOICHCTBOBATh U PabOTAThH
B KOJUICKTHBE U KOMaH/Ie

YMeHusi: OpraHU30BbIBaTh PabOTy KOJUICKTHBA
1 KOMaH/bI, B3aHMOI[€I>'ICTBOBaTB C KOJIJICTaMu,
PYKOBOJICTBOM, KJIMCHTAMH B X0/Ie
po¢)eCCHOHATBHOM eI TeTbHOCTH

OK 05

OcCy1ecTBISTh YCTHYIO U NICBMEHHYIO
KOMMYHHKAIIMIO HAa TOCYAAPCTBEHHOM SI3bIKE
Poccniickoit denepanuu ¢ yueTrom
0COOEHHOCTEH COLMATBbHOTO U KYJIBTYPHOI'O
KOHTEKCTa

YMmeHus: rpaMOTHO H3JIaraTb CBOU MBICIIU H

oopmIATh JOKYMEHTBI o
npodeCcCuOHATBHON TEMaTHUKe Ha
rOCYJapCTBEHHOM SI3BIKE, TIPOSIBIISITH

TOJIEPAHTHOCTH B paboueM KOJIJIEKTUBE

OK 09

[Tonp30oBatbes mpodeccnoHaIbHON
JOKyMEHTaluel Ha roCyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

YMeHusI: HOHUMATHL OOIUI CMBICI YETKO
MPOU3HECEHHBIX BBHICKA3bIBAHUN HA U3BECTHBIC
TeMmbl (TpodecCHOHANBHBIE |

IIOHHUMAaTh

OBITOBEIC),
TEKCThI Ha 6a3oBbIe
poeCCUOHANTBHBIE TEMBI;

JHajgorax Ha

y4acTBOBaTh B
3HAKOMBIE o0mume u
HpO(beCCI/IOHa.HBHBIe TEMBI, CTpOI/ITB HpOCTBIe
cebe U 0O

BBICKA3bIBaHUI O CBOEN

npoecCHOHATBHON  NIEATENBHOCTH;  KPAaTKO
00OCHOBBIBATE U OOBSICHATH CBOU JEUCTBHUS
(Texymme W TUTAaHUPYEMBIE); TUCATh MPOCTHIC
CBSI3HBIE COOOIIEHUSA HAa

MHTEpeCcyIoIre MpodeccruoHalbHbIE TEMBI

3HAaKOMbIC HJIN

IIK 1.1.

BBectu u ocylecTBIATh pUEM-TIEPEAAYY,
YYET U XPAHEHNUE TEXHUYECKON U MHOU
JIOKYMEHTAIMIO, CBSI3aHHOW C YIIPaBICHUEM
MHOTOKBapTUPHBIMU JJOMaMHU UCIOJIb3YS
HOPMAaTHBHBIE, IPABOBHIE, METOINYECKHE U
WHCTPYKTUBHBIE JOKYMEHTBI

YMeHusi: BecTH U OCYIICCTBIATE TIPUEM-

nepefady M yd4eT XPaHEHUS TEXHUYECKOU

AOKYMCHTAIUH;

ACMOHCTPUPOBATH 3HaHUA 10 BCACHUIO,
3aKOHOJAaTCIIbHBIX aKTOB n APpyrux
HOPMATUBHBIX, MCTOJUYCCKHX JOKYMCHTOB,

PETYJIIMPYIOIKX IPABOOTHOUICHHS B IIPOLIECCE
poeCCUOHATILHOMN 1E€ATEIbHOCTH;

UCIIOJIb30BAaTh  COBPEMEHHBIE  TEXHOJIOTMH
ydeTa U XpPAaHEHHs TEXHUYECKOM M HUHOU

AOKYMCHTAIUH.




7. CTPYKTYPA U COAEP KAHUE NPAKTUKHU
OO6mmit 00beM MPaKTUKHU COCTaBIIAET 72 yaca.

Ne Paszens (oramb) Buapl yueOHOIM NesITeIbHOCTH Ha MPAKTHKE, Dopmsbl
n HpaKTHKH BKJIFOYAsl CAMOCTOSATENIbHYIO paboTy U 00BheM (B TEKYIIETro
yacax) KOHTpPOJIA
1 [ToarotoButenbhublid | O3HaKOMUTENbHAS ~ JIEKIUA 1O TMOPAIKY IIpoBepka
JTan IIPOXOKIACHUSI IPAKTUKH, 3aII0JHEHUIO JTHEBHHUKA JTHEBHUKA,
MIPOU3BOJCTBEHHON | IIPAKTHUKH, TpeOOBaHUIX K OTYETHOH MIpOBEpPKA
IIPaKTUKU JOKYMEHTallud 1O  IPAaKTHKE, HOPAIKY oTueTa,
IIPOBEACHUS IPAKTUKH — | yac penieHue
N3ydeHnne  OCHOBHBIX  (DYHKIMHA  TEXHUKA, | CUTYyallHOHHBIX
HOPMaTHUBHO-NPABOBBIX AKTOB, PETrYIUPYIOIIHNX 3a1a4
NESTEIbHOCTh TEXHUKA, N3YYEHHUE JOJIKHOCTHBIX
00s13aHHOCTEH TeXHHKa — 2 yaca
2 OcHoBHOI stan | MU3yunth pexum padoThl, MpaBMiia BHYTPEHHETO IIposepka
MMPOU3BOJCTBEHHON | paclopsiaka MpeaupusaTus, OpraHu3anuu — 7 JTHEBHUKA,
IIPaKTUKU 4acoB IIpOBEpKa
O3HaKOMUTBCA C HOPMAaTUBHO-METOJMYECKUMU oTuerTa,
JOKYMEHTaMH, PEryJIHpPYIOIIMMH JEATENbHOCTh pelieHue
cnernanucta ciryxos1 JIOY — 7 gacos CHTYallHOHHBIX
Ocy1ecTBUTh paboty c BXOJALIUMH, 3a1a4y
UCXOJAIIMMU UM BHYTPEHHUMH JOKYMEHTaMu
OpraHu3anyu — 7 4acoB
PeructpupoBarh M MHAEKCHUPOBaTH HCXOASILNE
JIOKYMEHTBI — 7 4acoB
Bectu perucrpaunonsbsie GopMbl JOKYMEHTOB —
7 4acoB
CocrtaButh 1 0QOPMUTH CIyKEOHBIE JOKYMEHTHI
— 7 yacoB
Opranu3oBaTh pabOTy MO Y4Y€Ty, XpaHEHHIO H
rnmepeAaade B COOTBETCTBYIOLEE CTPYKTYpHOE
M0/Ipa3IelIeHNE JIOKYMEHTOB TEKYIETOo
JIEJIONPOU3BOJICTBA — 7 YACOB
@opMupoBaTh  Je€na B COOTBETCTBUH  C
YTBEPKICHHOU HOMEHKJIaTypOH Jen
OpraHu3anyu — 7 4acoB
Ocy1ecTBIATh KOHTPOJIb 32 MPOXO0KICHUEM
JOKYMEHTOB — 7 4acoB
3 3aKII04YUTEIbHBIN Cuctematuzanusi  coOpaHHON — MH(OpMaIuy, IIposepka
JTan BBITIOJTHEHHBIX Pa0OT, MOATOTOBKA OTYETa IO | KOPPEKTHOCTH
IIPOU3BOJICTBEHHON | IpakTHKe — 4 yaca 3aM0JIHEHUS
MPaKTHKU JTHEBHMKA
MPAKTUKU U
coziepKaHus
oTyeTa 1o
MIPaKTHUKE
3amuTa oT4€Ta 10 MPOU3BOACTBEHHON IPAKTUKE IIposepka
— 2 4aca JTHEBHHKA,
IIpOBEpKa
oT4yeTa




8. TEXHOJIOI'MHU, NCITIOJIB3YEMBIE HA ITPAKTHUKE

B nmpouecce mpoxokAeHHs MPAaKTUKH MCHOJIB3YIOTCS CIEAyIolIne 00pa3oBaTelbHbIE
TEXHOJIOTHH:

CraHgapTHbIE METO/IBI O0OyUYEHUS:

— camocTosTenpHas paboTa OOyYaroIMXCs BHE ayJUTOPUHU, B KOTOPYIO BKIIFOYAETCS
BBIIIOJIHEHHE pa3/IelIoOB MPAKTUKM B COOTBETCTBHE C WHJAWBUAYAJIbHBIM 33JaHUEM U
PEKOMEHI0BaHHBIMU UCTOUHUKAMU JTUTEPATYPHIL;

— OCBOCHHE METOJIOB aHaJIn3a HH(OPMAaLIUK U UHTEPIPETALIUU PE3yIbTaTOB;

— BBITMIOJIHEHNE MTUChMEHHBIX aHATMTUYECKUX M PACUETHBIX 3a/IaHUI B paMKax MPAKTUKU C
UCIIOJIb30BAHUEM PEKOMEHIYyEeMbIX HH()OPMAIIMOHHBIX HWCTOYHUKOB (Y4eOHUKH, CTaThu B
MePUOIUYECKON MeUaT, CaThl B cetn HTEpHET);

— KOHCYJIbTAI[MU MIPEMNO0/IaBaTEeNs 110 aKTyalIbHBIM BOIIPOCAaM, BOSHUKAIOIINM Y CTYZICHTOB B
XOJI€ €€ BBIIIOJIHEHUS;

— METOJOJIOTUM BBINOJHEHUs JOMAIIHUX 3aJaHUM, MOJArOTOBKE OTYETAa IO MPAKTUKE U
JIOKJIa/1a 110 HEMY, BBIINIOJHEHUIO AHAIUTUYECKUX 3a/1aHUM.

I[Ipu  mpoBegeHUM  MPOU3BOJACTBEHHOM  MPAKTUKU  HUCIOJB3YETCS  TEXHOJIOTHS
MIPaKTUYECKOTO 00yUYCHUSI.

B kauecTBe MHPOPMALMOHHBIX TEXHOJIOTUNA UCIIONB3YIOTCS CIeIyIONIUE:

— cbop, 00paboTKa, aHAIN3 B CUCTeMAaTH3alus HHPopMaInu;

— [MOJATOTOBKA MPE3CHTALIN;

— HOJTy4YeHHe U nepenada MHPopMaIiK MocpeacTBoM cetu MuTepHer;

— MOATOTOBKA JOKYMEHTOB C UCMOJb30BaHUEM KOMITbIOTEPHOU TEXHUKH.

9. ®OPMbI OTYHETHOCTHMU 110 ITPAKTHUKE

B Teuenune 2-x 1HEW C MOMEHTa OKOHYAHMS MPAKTUKU CTYACHT [OJDKEH ClaTh
PYKOBOJUTENIO IPAKTUKHU 3allOJIHEHHBIA JHEBHUK MNPAKTUKU (IPWIOKEHUE 1) M OoT4eT 1o
npakTHKe (mpuioxeHue 2). B kauecTBe npuiiokeHus: K JHEBHUKY MPAKTUKU CTYIEHT oopmiiser
JOKYMEHTaJIbHbIE MaTepHalibl, IMOATBEPKAAIOIINE IPAKTUYECKUN OINbBIT, IOJYyYEHHBIH Ha
IIpaKTHKE.

JIHEBHUK MPAKTUKH JIOJDKEH BKIIIOUATh OMHMCAHUE MPOJICTIAaHHON CTYIEHTOM paboTHI.

OTyeT no NpOU3BOACTBEHHON IPAKTUKE TOJKEH COAECPKATh CIEAYIOIINE dJIEMEHTHI:

TUTyIBHBIN JTUCT

Conepxanue

OcHoOBHas 4yacTh

3akaroueHue

TuryneHbIl UCT 0opMmiIseTcs 1o Gpopme, YKa3aHHOU B IPUIIOKECHUH.

OcHOBHas 4acTh JOJIKHA COJIEPKaTh CIECAYIOLIUE PA3IEIbL:

1. U3yuenne pexuma pabOThl, MpaBUia BHYTPEHHETO pacrlopska MpeanpusTus,
OpraHu3aluy;

2. O3HaKkOMJIEHHE C pPEXUMOM palbOoThl, NpaBWIAMH BHYTPEHHETO pacHopsaka
NPEANPUITHS, OPTAHU3ALUN;

3. O3HaKOMJIEHHME C HOPMAaTUBHO-METOAMYECKMMH TOKYMEHTAaMHU, KOTOpBIE PETYIHUPYIOT
JeATEeILHOCTH creruanucta ciyxosl JJOY;

4. OcyuiecTBiaeHHe pabOThl ¢ BXOAAIIMMH UCXOIAIIMMU M BHYTPEHHHMH JOKYMEHTaMH
OpraHu3aluy;

5. Peructpanuss M uHAEKCAlMs HUCXOIALIMX JOKYMEHTOB. BeneHue perucrpanroHHBIX
($hopM TOKYMEHTOB;

6. CocraBieHnue u 0popMIICHHE CITY>)KEOHBIX JJOKYMEHTOB,;

7. Opranuzauus paboThl MO YYeTy, XpaHEHUI0 W Iepefadye B COOTBETCTBYIOIIEE
CTPYKTYpPHO€ NOApa3/IeIeHNE JOKYMEHTOB TEKYIIETO JAEJI0NPOU3BOICTBA;

8. Opranmszanust paboTel MO (GOPMHUPOBAHUIO €I B COOTBETCTBUU C YTBEPXKICHHOMN
HOMEHKJIATYpOI1 J1e1 OpraHu3alnu;



9. Ocy1ecTBieHNE KOHTPOJIS 32 IPOXOKIAECHUEM JOKYMEHTOB.
B 3aximoueHNy MPUBOANTCS aHAIN3 TPOJIETAHHON BO BPEeMs MIPAKTHUKU PAOOTHI: YTO OBLIO

CACIaHO, KaKWC 3aJaHusd BbI3BAJIM 3aTPYJHCHUSA W TIOUCMY,

KaKucC 3HaHUus U YMCHUA

MOHAA00MIIUCH JUTSl BBITIOJTHEHUSI 33JJaHU, KaKie NCTOYHUKHA HH(POPMAIIMH HUCTIOJIb30BATHCH JJIS
BBITIOJTHEHUS 3aJ]aHHi, KaKue HOBBIC 3HAHMS M YMEHUS IMOJIyUYEHBI B PE3yJbTaTe MPOXOKIACHUS

MPAKTUKU.

Odopmiienne oTueTa JOHKHO COOTBETCTBOBATH TPeOOBaHMAM, yKa3aHHBIM B IlonoxxeHnn
0 KypcoBbix padorax (CMK IT 38-05).

10. ®OHJI OHEHOYHBIX CPEACTB IS TIPOBEJAEHUA
HNPOMEXYTOYHOU ATTECTALIUU OBYYAIOLIUXCS ITO IPAKTUKE
IlepeyeHb KOMIeTEHIIMI, ONIMCAHUE MTOKA3aTeJ el 1 KPpUTepHeB OLlEeHUBAHMS

KOMIIeTEeHIM I
Komnerenmumn Pe3ynbraTer 00yueHuUs TTokazarenn Kpurepuu
OLICHUBAaHUA OLICHHUBAaHUs

OK 01 YMenus: pacno3HaBath | JemMoHcTpanus [IposiBnenune
Bri6upars sagauy n/wid  npoGleMy B WHTEepeca K Oymaymel | MHUIUATHUBHI B
crocobw! poeCCHOHATBLHOM i | POPeCCHT BRITIOATEHHIH
pelieHus ] 3aJaHNN npu
sanad COLIMAILHOM KOHTEKCTE; IIPOXOXKICHUH
npodeccromna | AHAMTHAPOBATE 33124y u/unu NPAKTHKH, IKCITaHUSI
IEHOH npoOiaeMy M BBIENATH €€ E;:z;{;izcmﬁ _—
IEeATEIBHOCT COCTaBHBIC YAaCTHU, OIPECACIIATH 1 HOBLIE 3HAHWS
u JTambl  pEUIeHUs  3a/1ayM;
UPAMCHUTCIb | ppigniaTh U 3((EKTUBHO
HO K HCKaTh uH(pOpMAITHIO,
PasIHHAHbIM HEOOXOAUMYIO Ul PELICHHS
KOHTEKCTaM

3a]1auu ¥/UIU IPOOIIEMBL;

COCTaBJATh IUIaH JEHCTBUS;

OTIpeeIsATh HE0O0XOMMbIe

pecypchl;

BIIAJIETh aKTyallbHBIMH

METOIaMU paboThl B

npodeccroHabHOM "

CMEXHBIX chepax;

peann30BbIBaTh COCTABICHHBIN

IJIaH; OLIEHWBATh PE3yNbTaT U

MOCJEACTBUS CBOUX JICWCTBUMU

(camocTosATETHHO W c

TTOMOIITHI0 HACTABHUKA)
OK 02 YMeHusi: ONpeieaTh 3aJadd | YMEHHE OCYHIECTBIATh | Beimonnenue
WUcmonp3oBar | g IOHCKa HH(bopMauHH; IIOKCK, aHaJIn3 U | 3aJaHui 5 B
b ONPEACIISITh HCO6XOI[I/IMBIC HUHTCPIPETALUIO IIOCTaBJICHHBIM CPOK
COBPEMEHHBI | HCTOYHUKH nadopmaryy; | HHPOpMaun, U B NONHOM 00BeMe
€ cpeAcTBa IUTAHUPOBATh MPOIIECC MOMCKA; He0OX0AMMOM At

BBITIOJTHCHUS 3aga4

MOUCKA, CTPYKTYPUPOBaTh npodeccronamsHofi
aHanu3a u MoJiyyaeMytro  MH(QOpMaIIHIO; eATENBHOCTH
WHTEpIIpeTal] | BEICTATh Hanboyiee 3HAYMMOe
1701 B TlepeuyHe  HMH(OpMAIIUH,
nH(OpMallUY | OIICHUBATH MPaKTUYECKYIO

8




Komnerennun PesynpTatel 00yuenus ITokazarens Kpurepun
OLICHUBaHUA OLICHHUBAHUA

, U 3HAYUMOCTb pe3yiabTaToOB
nH(pOpMAIIUO | IMOUCKA; opopMIIATH
HHBIE pe3yabTaThl MOMCKA,
TEXHOJIOTUU | IPUMEHSTh CpencTBa
JUTSt UH()OPMAITMOHHBIX
BBITIOJTHEHUS | TEXHOJOTHH  [UIsl  pelieHus
3a1a4 npodeccnoHaTbHBIX 3a/1a4;
npodeccuoHa | UCMOJIB30BaTh  COBPEMEHHOE
JTHHON nporpaMMHOe  obOecreueHue;
NEeSITEIbHOCT | UCIOJIb30BATh pa3InyHbIe
a udpoBbIe cpencrtea A

pereHus: MpoQeCCUOHATBHBIX

3a/a4.
OK 03 YMenus: onpenensath | [lnanuposaTs u | CreneHp
[InanupoBaTh | aKTyaJIbHOCTh HOPMAaTUBHO- | PCAIN30BBIBATE CaMOCTOATEIPHOCTH
H NPaBOBOH  JOKYMEHTAMM B COOCTBEHHOE B NIPUHATUU
pean3oBbIBa | NPOPECCHOHATBHOM MpodecCHOHANLHOE M | pelleHu B
Th NeSITEIbHOCTH; IPUMEHSTH JIMYHOCTHOC PAa3BUTUC CTaHAAapTHOU . n
COOCTBEHHOE | COBPEMEHHYIO Hay4HYIO HECTAH/IAPTHON
npodeccuona poecCHOHAIBHYIO cryatm
TBHOE U TEPMHHOJIOTHIO; OMPENEsITh U
TMYHOCTHOe | BBICTpauBaTh TPaeKTOPUHU
pasBurHe, PO eCCUOHATBHOTO Pa3BUTHS
npeanpuHEM | M CAMOOOPA30BaHUs; BBISBIIATH
aTeIbCKYIO JOCTOMHCTBA U  HEJOCTaTKU
IESATEIbHOCT KOMMCPYCCKOU nacu,
bB MPE3EHTOBATh UJEH OTKPBITUS
HpO(beCCI/IOHa COOCTBECHHOT'O acia B
nbHOI cepe, | TPODECCHOHATBHOM
HCITONB30BaT | A€ATEIbHOCTH; oopmIIATh
b 3HAHUS IO | OM3HEC-IUIaH;  PacCUUTHIBATH
q)HHaHCOBOﬁ Ppa3sMEpPLI BBIILJIAT o
rPaMOTHOCTH IMPOLUCHTHBIM CTaBKaM
B Pa3IMYHbIX | KPCAUTOBAHHS; ONpENEATh
)KU3HEHHbIX | WHBCCTULIMOHHYIO
CHTYAaIHsX MIPUBJIEKATENbHOCTD

KOMMEpPUYECKHX UJIEW B paMKax

npodecCuoHATBHON

NEeSTEIbHOCTH;  MPE3EHTOBATh

Ou3HEeC-HACIO; OTIpENIETIATh

WMCTOYHUKU (DMHAHCUPOBAHUS
OK 04 Ymenns: opraHu3oBbIBaTh | Paborats B komnektuse | COOTBETCTBHE HOPM
O¢ddexTuBHO | pabOTy KOJUIEKTUBA U KOMaHbI; | U KOMaH/€, | STHKU U 3THKETA MpU
B3aMMOJENUCT | B3aUMOAEHCTBOBATD c 3‘1"1’6KTHB?0 o0ueHnH ¢
BOBAaThb U KOJUIETaMH, PYKOBOJICTBOM, B3aMMOJCHCTBOBATh C | KoJuieraMu,
P a6 OTaTh B KIIMEeHTaMHI B XOJI€e KOoJlIeraMu mpernogaBaTciicM,

o PYKOBOACTBOM, KIIMCHTOM

KOJUIEKTUBE | MPOQEeCcCHOHATLHOM CIHHTAM
1 KOMaH/Ie JeSITETbHOCTH
OK 05 YMenusi: rpamotHo usnaraTh | OcymecTBnarh yctHyro. | Cobmronenne  HOpM
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Komnerennun PesynpTatel 00yuenus ITokazarens Kpurepun
OLICHHUBAHUA OLICHHUBAHUA
OcymectBis | cBou Mbiciu ¥ odopmsits | U NMCBMEHHYIO | JTUTEPATypHOU pedn
Th YCTHyI'O u I[OKyMeHTBI mo KOMMYHUKAIUIO Ha
TACBMEHHYIO | 1 hecCHOHATBHON TEMATHKE | o o POTBCHHOM
KOMMYHHKALl SI3BIKE Poccuiickoit
1o Ha Ha TOCYIapCTBCHHOM SI3BIKE, | Menepanun © yderom
rocymapcree | IPOABUATH  TONEPAHTHOCTE B ggzgzgggizn .
HHOM S3BIKC pabotiem komIeKTHBE KyJIBTYPHOTO KOHTEKCTA
Poccuiickoit
®enepanuu ¢
y4eToM
0COOCHHOCTE
i
COLIMAJIBHOTO
u
KYJIbTYPHOTO
KOHTEKCTa
OK 09 YMmenusi: mnoHHMaTh oO0mwmi | Opranu3anus CBOEBPEMEHHOCTh
[1011630BaTBC | cMBICT YETKO NMPOM3HECEHHBIX | CAMOCTOSTENBHBIX 51 MOJIHOTA
A BBICKA3bIBAaHUN Ha W3BECTHBIC | 3aHATUN IPU | CAMOCTOSATEIHHOTO
npoq)ue COMOHA | rempr (mpodeccroHanbHbBIE U | IPOXOXKICHUH BBITIOJTHEHUS
EZI;;E eHTAIH OBITOBBIC), MOHUMATh TEKCTHI | IPAKTHKU 3a/laHui
eif Ha Ha 0a3oBbIC
rocynapctee | IpodeccruoHanbHbIE TEMBI;
HHOM H y4acTBOBaTh B JHANOrax Ha
WHOCTPAHHO | 3gakomeble o0mue 51
M S3BIKAX npodecCHOHATBHBIE  TEMEI;
CTPOUTD MIPOCTHIE
BBICKa3bIBaHUsI O cebe U O
cBOEH npogeccuoHaIbHON
NS TEIbHOCTH; KpaTKO
O00OCHOBBIBATh U OOBSICHATH
CBOM JEUCTBHUS (TEKylIUe u
TJIAaHUPYEMBIE); n1caTth
MIPOCTHIE CBSA3HBIE COOOILEHUS
Ha 3HaKOMBbIE WIH
MHTEPECYIOIIHe
npodeccroHabHBIC TEMBI
K 1.1 YMmenus: Brnagete  HaBbikamu | CBOEBpEMEHHOCTD
Bectu n BECTH M OCYIIECTBIATH NIpHEM- | OPraHN3alHOHHO- u MOJIHOTA
OCYMECTBIAT | nenenagy u yuer xpanenus | AOKYMCHTAIIMOHHOTO | CAMOCTOSTENLHOTO
b [IpUEM- TeXHEYECKOH JOKYMEHTAITHE obecrniedeHus BBINOTHEHHS
nepenayvy, NeSITeIbHOCTH 3a/laHui
yaer u JEMOHCTPUPOBATh 3HAHUS IO OpraHH3AIIH
XpaHeHne BEJICHUIO,  3aKOHOJATENbHBIX
TEXHUYECKOH | aKTOB M JIPYIrMX HOPMATUBHBIX,
1 MHOH METOINYECKUX

JIOKYMEHTOB,
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Komnerennun PesynpTatel 00yuenus ITokazarens Kpurepun
OLIEHUBAHUS OLICHUBAHUS

JOKYMEHTAIH | PEryAUpPYIOLIUX

10, CBSI3AHHOM | [TpaBOOTHOIICHNS B IIPOLIECCE

¢ PO ECCHOHATBHOM

YHPaBJICHHCM eI TEIIbHOCTHY;

MHOTOKBapTH

PHBIMH HUCIIOIB30BaTh  COBPEMEHHBIE

JOMaMH TEXHOJIOTUHU y4e€Ta U XPaHECHUS

UCIIOJNB3YS TEXHUYECKOU u WHOU

HOPMAaTHBHBI | TOKYMEHTAIUU.

€, IIpaBOBEIE,

METOAUYECKU

eu

HHCTPYKTUBH

bIE

JIOKYMEHTBI

TunoBbie KOHTPOJIbHbIE 32/IaHUS UJIM NHbIE MATePHUAJIbl, He0OX0AMMbIE 1JIsl OLIEHKHU
3HAHUI, YMEHHM i, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH
Bonpocsl 111 ycTHOro onpoca:
1. Hcropus pa3zBUTHS CEKPETAPCKOUN NEATEILHOCTH.
2. 3HayeHHWe OPraHU3alMOHHOTO W JEJOMPOU3BOJCTBEHHOIO OOECIICUCHHS CEKpeTapemM
JIESATETLHOCTH PYKOBOJIUTENSI B COBPEMEHHBIX YCIOBHUSX.
3. Pomp cekperapss B CTPYKType JOKYMEHTAIMOHHOTO OOECMEYeHUs YIPaBICHHUS

OpraHu3aIuen.

4. OO6opynoBaHue MPUEMHON OpHCca TEXHUIECKHUMH CPEJICTBAMHU.

PN W

9. OcCHOBHEBIE

JOKYMCHTEI,

CaHMTapHbIe TPEOOBAHUS U HOPMBI.
10. OGecnevyenue oduca KaHIETIPCKUMH M XO3IHCTBEHHBIMHU TIPUHAIIICKHOCTSIMH.

11. PanmonansuoOE

MIPUEMHOM.

OCBEIIEHHE,

LIBETOBOE

KommbroTepHblie MporpaMmbl B paboTe ceKkpeTapsi.
Cpencrsa cBs3U.
Opranu3anus ¥ aBTOMaTU3aus pabovero Mecra cekperapsi.

DproHoMuuecKkrue TpeOOBaHUS K YCIOBHUSIM TPYyJa CEKpeTapsl.
perIaMeHTHPYIOIIHE

OpraHu3anuioo pabouyux  MeECT,

opopmienue, UHTEphEp, (GUTOAU3ANH

12. OGecrnieuenue opuca anTeuyKkoi 1 MPOTHUBOIIOKAPHBIMU CPEACTBAMH.

13. Ponb cexpeTapsi B INTAHUPOBAHUM PAO0UYEro JHS PYKOBOIUTEIIS.

14. 3aBHCHMOCTB AEATENBHOCTU CEKpeTapsi OT pabovero JHs pyKOBOIUTEIS.
15. ITnanupoBaHue pabOTHI CEKpETaPSI.

16. 3arpy>XeHHOCTh B T€UEHHUE pabOYero JIHS.

17. Pexum Tpyaa u otapixa. OU3nyYeCcKUe yIpaKHEHUS.
18. Posb coBpeMEHHOI OPIrTEXHUKH U AETONPOU3BOACTBA.
19. IlpaBuna TeXHUKH O€30MACHOCTH M TUTHEHWYECKHE TpeboBaHus pu padote Ha [TK

20. O630p

COBPEMEHHOTO

JIEJIONIPOU3BOICTRA.

21. CBoOOgHO pachpocTpaHseMoe MPOTrPaMMHOE

JIeJIONIPOU3BOCTBA
22. HopmaTuBHO-TIpaBOBas 6a3a COBPEMEHHOT'O JIETIONPON3BOICTBA.
23. Yto Takoe TOKyMEHT
24. ®OyHKIMH JOKYMEHTA.
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25.
26.
27.

CBoiicTBa U MPU3HAKHU TOKYMEHTA.
VYuaudukanus u crangapTH3anus B AEI0IPOU3BOJICTBE.
HabGop pexkBU3UTOB, WACHTUGUIMPYIOUIMA aBTOpa O(HUIMAIBHOTO HHUCHMEHHOTO

JIOKYMEHTA.

28.
29.

Odopmiienne nBa Gpopmara OIaHKOB: YIIIOBOK M MPOJOIBHBIH.
TpeOoBaHUs K W3TOTOBICHHIO, YU4E€TYy M XPAHEHHIO OJAHKOB C BOCHPOM3BEICHUEM

rocynapcTBeHHoro repba P®, rep6os cyosekToB PD

30.

TpeGoBanusi, mpenbsBIsSEMble CTaHIAPTOM K COCTaBY U O(OPMIIEHHIO KaxKIOro

PCKBU3NUTA JOKYMCHTA

31.
32.
33.
34.
35.
peLeHui.
36.
37.
38.
39.
40.
41.
42.
43.
44.

3nauyeHue 30 peKBU3UTOB B COOTBETCTBUHU C TOCYAapPCTBEHHBIMHU CTaHIapTaMH.

Bunbl, pyHKIIMM JOKYMEHTOB, MPaBUIIA UX COCTABJICHUS U OPOPMIICHUS.

Ctpykrypa 1 GyHKUIMHK Y CTaBa, MOJI0KEHUS, HHCTPYKIUH.

Paspabotka u opopmuenue nokymenton OIT/.

OYHKIMK MOJATOTOBKU, TMPOLEAYp TMPUHATUS U peanus3alus yIpaBIeHYECKUX

Odopmiienne u pa3paboTka NPOEKTOB HOPMAaTHUBHBIX AKTOB - IIOCTAHOBJICHUS, IPUKA3.
PazHOBUIHOCTH M 3HaYCHUE TIPUKA30B.

Buzp!l v 3HaueHre HHPOPMALIMOHHO-CIIPABOYHON JOKYMEHTAIUH.

[IpaBuna opopmiieHHs TOKIAIHOMN 3aIHCKH.

CocraBneHue 0ObSICHUTENIbHON 3alIUCKH, 3asBJICHUSI IPEJICTABICHMS], CIIPABKH.
3HaveHue u npasuiia o(opMIICHHS TPOTOKOIA.

Bugp! ciykeOHBIX nHceM.

TpeboBanust 111 0POPMIICHHS CITY>KEOHBIX MTHUCEM.

Ha3nauenue u BUbI HOMEHKJIATYPBI 1€]1: BUbI, PYHKILMH, IPaBUJIa UX COCTABICHUS U

oopmieHus.

45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.

[Topsimok cocTaBieHUs U yTBEPKACHHUSI HOMEHKJIATYPbI 1€7 OPTaHU3al|H.
TpeboBaHMs K COCTaBICHUIO HOMEHKIIATYPHI JIEI.

OdopmieHne HOMEHKIATypbI Aedl.

PexBU3UTHI HOMEHKIIATYPHI eI

[TonsiTrie apXMBHOTO JeJia U MOPSIIOK €ro KOMIUIEKTOBAHHS.
TpeboBanus K GOPMUPOBAHUIO JIEI.

CucremaTuzanus OTIEIbHBIX BUIOB JOKYMEHTOB.

Odopmnenue nren.

[TonHoe uu yacTuyHOE opopmileHue Ied.

Odopmitenne 0670KKH J1e1a TOCTOSTHHOTO, BPEMEHHOTO XpaHEeHHUSI.
[ToxmmBka (mepermier) aena.

Hymepanus nucToB fena; COCTaBICHHUE JIMCTa-3aBEPUTEIS.
CocTaBiieHHE OIUCH JIET.

Pabora B cooTBeTCTBUU C rpaukoM paboThl apXKUBa OPraHU3AIIH.
[IpaBuna paboThl apXMBOB OpraHU3AIMN KaK OCHOBHONH HOPMAaTHBHBIN aKT.
[Tepenaya men B apXuB OpraHU3alvu.

Buenrnuii Buj cexperaps.

[IpaBuna BegeHus aeI0BON Oecebl.

B3anmooTHOIIEHHS cekpeTapsi ¢ KOIEKTHUBOM.

JlenoBble U IMYHOCTHBIE KAYeCTBA CEKpeTaps.

Mmook cexperaps.

[ToBenenue cexperaps B KOHQIUKTHBIX CUTYaLUsX.

JomycTuMple TOTapKH B CITY)KEOHOU JeATETLHOCTH.

Turbl moceTutene.

['paduk mocemenmii.

Koopaunamus paboTsl NpUEeMHOIA.

PaboTa ¢ oOpameHusiMu rpaxaaH.

12



72. IlpaBuna teneOHHOTO OOIICHHS.

73. Odopmnenue TeneoHOrpaMm.

74. XKypnan peructpanuu TeiaeoHorpamMmm.

3ajaHus HA NPAKTUKY:

— O3HAaKOMJICHME C pPeKUMOM palboThl, TMpaBWJIaMH BHYTPEHHETO  pacropsaka
MpEINPUATHS, OpraHU3alUY;

— O3HAKOMJIEHME C HOPMATHBHO-METOAMYECKMMM JOKYMEHTaMH, KOTOPBIE PEryIUpPYIOT
JEeSTENHOCTH crienuanucta cryxost JJOVY;

— OCYIIECTBJICHHE PabOThl C BXOIAUIMMH HCXOASIIMMU U BHYTPEHHHUMHU TOKYMEHTaMU
OpraHu3aluy;

— peructpauys U HHACKCAMs MCXOIAUIMX JOKYMEHTOB. BeneHue perucrpanvoHHBIX
(bopM TOKYMEHTOB;

— cocTaBlieHHE U 0(hOPMIICHHE CITY>)KEOHBIX JTOKYMEHTOB;

— opraHuzauus paboTbl 1O YYeTy, XpaHEHUI0O U Iiepefadye B COOTBETCTBYIOIIEE
CTPYKTYpHOE Mo/pa3/ieIeHHe JOKYMEHTOB TEKYLIETo JeJI0NPOU3BO/ICTBA;

— opraHuzauusi paboTbl MO (OPMHUPOBAHUIO J€JI B COOTBETCTBHHM C YTBEP)KICHHOM
HOMEHKJIATYpOil J1e1 OpraHu3aluu;

— OCYIIECTBJIIEHHE KOHTPOJIS 3 MPOXO0KIEHUEM IOKYMEHTOB.

MeToanyecKue MaTepUaIbl, ONpeae/somue NPoueaypbl OleHHBAHUS

ATTecTamysl MO HWTOraM MPOM3BOJCTBECHHON MPAKTHKH MPOBOJUTCS HA OCHOBAaHHH
0(OPMJICHHOTO B YCTAHOBJIEHHOM IOPS/IKE MUCHMEHHOTO JHCBHHMKA MPAKTHKH, HEOTHEMIIEMOU
YacThI0 KOTOPOT'O SIBJIICTCS ATTECTAI[MOHHBIN JIUCT 1O MPAKTHKE, U OTYETA IO MPAKTHKE.

B arrecTanOHHOM JIMCTE 0 MPAKTUKE OIICHUBACTCS CTEIEHb C(HOPMUPOBAHHOCTH
KOMIICTCHIIMI CTYJCHTa, TO €CThb HAJIW4YMEe Yy HEro 3HaHWH H HaBBIKOB (OOIIUX H
npopeCCHOHATBHBIX ~ KOMIIETCHIIHMI), HEOOXOAMMBIX IS  BBIIOJHEHUS  JIOJDKHOCTHBIX
00s3aHHOCTEN TEXHUKA.

[To wroram arTecTaliii PyKOBOAMTEIbh MPAKTHKHA OT HWHCTUTYTa JEIAcT 3aKIIYEHHE O
BBITTOJIHCHUHM TPOTPAMMbl TIPAKTUKH, JOCTHXKCHHUU TIOCTABJICHHBIX IEJIed W OLEHKE IO
pe3yabTaTaM MPaKTHKH.

Onucanne MKaJ OIeHUBAHUS

PesynbraThl ~ MpakTMKH ~ OLEHUBAIOTCA MO  4YeTblpeXOalIpbHOM  mKaie — —
«HEYIIOBIIETBOPUTEIBHOY», «YIOBICTBOPUTEIILHO», «XOPOIIO», «OTIUYHO»). [IpuHMMaeTcs BO
BHUMaHUE:

— Cco/IepKaHue 3amuceil B THeBHUKE U aKKYPaTHOCTh €T0 BEICHUS,

— Ka4eCcTBO OTYETa IO IMPAKTUKE,

— BBICTYIUICHHUE Ha 3aIIUTE OTYETA IO MPAKTHKE.

OneHka «OTIMYHO» BBICTABISETCS B TOM CJydae, €CIM CTYACHT BBIIOJHHI BCIO
IporpaMMy TPOHM3BOJICTBCHHON NpPAaKTUKA M Ha 3allUTe OTYeTa ITOKa3bIBaeT TIIyOOKOe W
BCECTOPOHHEE 3HaHUE CTEeUU(UKN OpraHU3alUU PadOYero MecTa M MCIOJIb3yeT MPHOOpETeHHbIE
TEOpPETUYECCKHE 3HAHUS Ha MPAKTHKE. YMEET NMPUMEHSATh TEOPETUYCCKHE 3HAHUS Ui PEIICHHS
(GYHKIMOHATIBHBIX 3a1a4 Ha mpakTuke. CBOOOIHO OpPHEHTHPYETCS B Yy4e€OHO-METOIUYECKOM
JUTEpaType U MPEJOCTABICHHOW B X0/1€ IPAKTUKU JTOKYMEHTAIIHH.

OreHKa «XOpOII0» BBICTABISIETCS B TOM CIIyYae, €CIM CTYACHT BBIMOJHUI TMPOTPaMMy
NPOM3BOJICTBEHHON TNPAaKTUKA W HA 3alIMTE€ OTYETa II0KA3bIBAa€T JOCTATOYHbIC 3HAHHA
cieniuKyr opraHu3aMK paboyero MecTa M HCIOJIb3YeT MPUOOPETCHHBIC TEOPETUUECKUE
3HaHUS HA TpPaKTUKE. YMeeT TPUMEHATh TEOPETUYECKHE 3HAHUSA U1 PELICHHS
(GYHKIMOHATBHBIX 3a7ad Ha TpakTuke. CBOOOJAHO OpPHUEHTHUPYETCS B y4e€OHO-METOIUYECKOMN
JUTEpaType U MPEJOCTABICHHON B X0/1€ IPAKTUKU JTOKYMEHTAIIUH.

O1eHKa «yIOBJIETBOPUTEIHLHO» BBICTABIISICTCS B TOM CIIy4ae, €CJIM CTYIEHT B OCHOBHOM
BBIMIOJIHWJI TIPOTPaMMy TPOHM3BOJCTBEHHON NPAaKTUKA M Ha 3aIIUTE OTYETa IIOKa3bIBaeT
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JIOCTaTOYHbIC 3HAHMS CHEeUU(UKHA OpraHu3aluy pabodyero MecTa U UCHOJb3yeT MPHOOpETeHHbIE
TEOPETUYECKUE 3HAHUS HA NPAKTHUKE. YMEET MPUMEHATh TCOPETUYECKHUE 3HAHMS Ui PELICHUS
(GyHKIMOHANBHBIX 3a7ady Ha npakTtuke. OpueHtupyercs B Oonbliedl yactu  ydeOHO-
METOJUYECKON JTUTEPATYPhl U IPEJOCTABICHHON B XOJ€ NMPAKTUKH JOKYMEHTAIUH.

OneHka «HEyNOBJIETBOPUTEILHO» BBICTABISAETCS B TOM Cllydae, €CIUM CTYACHT HeE
BBINIOJHWI TIPOrpaMMy IIPOM3BOJACTBECHHOM IIPAaKTHKM M Ha 3alUTE OTYETa I10Ka3bIBACT
HEYIOBJIETBOPUTENIbHBIE 3HAHMA crHeuu(ukd opraHuzanuu pabodyero wmecra. He ymeer
IPUMEHATh TEOPETUYECKHUE 3HAHUA IS pellieHUs QYyHKIMOHAIBHBIX 3a7a4 Ha npakTtuke. Cinabo
OpUEHTHpYETCA B OOJbIIEH YacTH yueOHO-METOIMYECKOH JTUTepaTypbl M MPEIOCTaBICHHOW B
XO/JI€ IPAKTHKHU TOKYMECHTALIHH.

11. YYEBHO-METOAUYECKOE U TH®OPMALIMOHHOE OBECIIEYEHUE
MPAKTUKHA
OCHOBHBIE UCTOYHHKHU:

1. I'pozoBa, O. C. Jlemompou3BoACTBO : ydeOHOEe TocoOme Ui  CPEIHEro
npodeccuonanbHoro oopazoanus / O. C. I'pozoBa. — Mocksa : MznarensctBo FOpaiit, 2021.
— 126 c¢. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-534-08211-1. — Texkcr :
anexkTpoHHBd  //  OOpasoBarenvHas  1uiargopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/472842

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECIECYCHHE YIPABJICHUS : YYEOHUK U
NOPaKTUKYM JJIsl cpelHero npogeccuonansHoro oopaszoanus / T. A. KazakeBuu, A. U. Tkanuu.
— 2-e wu3n.,, ucnp. m gon. — MockBa : MzmarensctBo IOpaiit, 2021. — 177 c. —
(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-06291-5. — TekcT : 351eKTpOHHBIN //
O6pazoBarenpHas mwiaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/471615

JlonOTHUTEIbHBIC HCTOYHHUKH:

1. JIOKyMEHTOBEEHHE : YYEOHMK W MPaKTHKYM JUIsI CPEAHEro Npo(ecCHOHATbHOTO
obpazoBanust / JI. A. Jloponuna [u ap.] ; mox pemakuuen JI. A. JlopoHuHou. — 2-¢ H3.,
nepepad. u gon. — Mocksa : M3parensctBo Opaiit, 2021. — 309 c¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-04330-3. — Texkcr : anektpoHHbld // OOpa3zoBarenbHas
wiatgopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/469701

2. KopueeB, M. K. JlokyMeHTanmoHHOE oOecleueHrne yhnpaBlIeHUs : YYEOHHK |
IOPaKTUKYM Ui cpenHero npodeccruonansHoro obpasosanus / M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e usn., nepepad. u mon. — Mocksa : U3marensctBo IOpaiit, 2021. —
384 c¢. — (IIpodeccuonanbuoe obpazoBanme). — ISBN 978-5-534-05022-6. — Tekct :
anexkTpoHHbd  //  OOpasoBarenvHas  1uiargopma  FOpaiit  [caéit]. —  URL:
https://urait.ru/bcode/472550

3. llemenkoBa, C. . ApxuBoBenenue. Mcropus apxuBoB Poccun ¢ 1peBHEUIINX BPEMEH
1o Havasa XX Beka : yueOHOoe mocoOue s cpeHero npodeccuonanbHoro oopazosanus / C. U.
[lemenkoBa ; mox HayuyHou peaakuuei JI. H. Ma3yp. — Mocksa : M3narensctBo FOpaiit, 2021.
— 153 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10241-3. — Tekct
OnekTpoHHeli  //  OOpaszoBarenbHas — tuatrpopma  FOpait  [caiit]. —  URL:
https://urait.ru/bcode/475563

HopMmaTuBHO-nIpaBoBbI€e AKTHI

[pukaz Ne221 ot 02.09.2011r. «O6 ytBepxknenuun TpebGoBanuii K HH(GOPMALUOHHBIM
CHCTeMaM 3JIEKTPOHHOTO JOKYMEHT0000poTa (eraepanbHbIX OpPraHOB HCIOJHUTEIBHON BIIACTH,
YUUTBHIBAIOIIMX B TOM YHCIIE HEOOXOAMMOCTh 00paOOTKH MOCPEICTBOM JTaHHBIX CHCTEM CITy)KeOHOH
UH()OPMAIIUN OTPAHUIEHHOTO PACIIPOCTPAHEHUS

OK 011-93. OOGmepoccuiickuii KiIacCH(PHUKATOP YIpaBICHUECKONH TOKyMeHTaruu" (yTB.
[TocranoBnenneM I'occrangapra Poccun ot 30.12.1993 N 299) (pen. ot 12.08.2021)
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[TocranoBnenne ['occranmapra PD ot 26.12.1994 N 367 (pen. ot 19.06.2012) «O npuHsITHHA H
BBejJeHNM B JeiicTtBue OOmiepoccuiickoro kinaccudukatopa mnpodeccuit pabodmx, MTO0HDKHOCTEH
coyxkamux u Tapupubix paspsagoB OK 016-94» (Bmecte ¢ «OK 016-94. OOmepoccuiickuit
KJaccupukaTop npodeccuid pabouux, TOHKHOCTEH CiyXKallux U Tapu(HBIX pa3psioBy) (naTta
BBeaerHus 01.01.1996)

I'OCT P UCO 15489-1-2019 Cucrema cranaapToB mno uHpopManuu, OHOIMOTEYHOMY U
u3garenbekomy aerny. Mudopmanms u ToKyMeHTalus. Y IpaBiIeHue TOKyMEHTaMu.

I'OCT P 7.0.97-2016 Cucrema crangaproB 1o wuHpOpMamuu, OHOTMOTEYHOMY H
u3aaTenbckomy aeny. OpraHu3alMoOHHO-PACTIOPAAUTEIbHAS JOKYMEHTALIHS.

I'OCT P 7.0.8-2013 Cucrema craHmapToB 10 HHPOPMAIHH, OMOITHOTEYHOMY U U3ATEIILCKOMY
neiny. J1enonpon3BoACTBO U apXUBHOE J1€J10. TepMUHBI U ONIpEeIICHHS.

Iepuoanyeckue U3TaHus
[TyreBogutens mo XXKX : orpacneBas mHpopManmoHHO-aHanmuTHYecKas razera / OO0
Memuarpynna «3TAJIOH». — 2021, oxkr. — PocroB nHa J[ony, 2021. — exemec. —
URL:https://projkh.ru/newspaper/ — TeKCT : 3ME€KTPOHHBIH.
Moii ynpaBmom : onmaiH-xypHan 1o JKKX. — Mocksa, 2021. - URL
:https://moyupravdom.ru/

ba3bl JaHHBIX, THPOPMALIMOHHO-CIIPABOYHBIE U TOUCKOBbIE cucTeMbl, UHTEepHeT-

pecypcsl

1. CrpaBouno-nipaBoBas cucreMma «Koncymprantlnrocy. — http://www.consultant.ru/
[Touckosas cucrema Google. — https://www.google.ru
[Touckosas cucrema Yandex. — https://www.yandex.ru
[Touckosas cucrema Rambler. — http://www.rambler.ru
[Touckonas cucrema Yahoo. — https://www.yahoo.com/

6. OpunmanbHpii  cadT  MHHHCTEpCTBA  SKWJIMIIHO-KOMMYHAJIBHOTO  XO3SHCTBA
Crapornonbckoro kpas — http://mingkhsk.ru/

7. T'ocynapctBenHass nH()OpPMAIMOHHAS CHCTEMA JKUIHUIIHO-KOMMYHAJIBHOTO XO0351CTBa
— https://dom.gosuslugi.ru/#!/main

8. Ilopran «Pedopma XKXKX» — https:// www.reformagkh.ru/

9. Toptan «XKX» — https://zhkh.su/

ol

10. Omnunaiin KaQJIBKYJISATOP pacyera KOMMYHaJIbHBIX IJIaTeXEN —
https://raschetgkh.ru/online-kalkulyator-rascheta-kommunalnykh-platezhej.html
11.  KanbkynsaTop KOMMYHaIbHBIX yciyr — http://eias.fas.gov.ru/calc_ku/

12. MATEPUAJIIBHO-TEXHHUYECKAS BA3A ITIPAKTUKU
MecToM TIpOBEICHHUS TPOW3BOACTBCHHOW TIPAKTHKU SBJISICTCS — TOBAPHIIECTBO
co0CTBEeHHUKOB XWibs «45-5 TTAPAJIJIEJIb»
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IIpunoxenne 1

ABTOHOMHAA HEKOMMEPYECKAS OPTTAHU3ALINA

BBICIIETI'O ObPA3OBAHUA

«CEBEPO-KABKA3CKUI COLIMAJIBHBI UHCTUTY T»

ConnanbHO-TICUX0JIOTUYECKH (haKyIbTeT

Kadenpa cepuca u Typusma

JTHEBHUK

MMPOU3BOJICTBEHHOM ITPAKTUKHA

no IIM.04 «BbinosiHeHHe padoT MO 0JHOM MJIH HECKOJBKUM NpodeccusiM padoyux,

noJukHOCTAM cay:kamux ("'Cekperapb-aaMuHucTpaTop' )»

(mun npakmuxu)

Cmyoenma

DQ.N.0.

Cneyuanvrnocmu 08.02.14 DxcrutyaTarus U 00cayKMBaHHE MHOTOKBAPTUPHOTO JIoMa

IIpooondcumenvHocmsb npaKmuKu

Mecmo npoeedenuss npakmuxu

Lozoeop Ne om « » 20 e

Cpoxu npoxosicoeHuss NpaKmuku ¢ « ___ » 20 e no«___»

PyKO@OC)Mmeﬂb npakmukKu ont opearnusayuu

(momxuoCTH, DUO, MOATIHCH)

PyKO@OC)Mmeﬂb npakmuxKu om uHcmumyma

(momxuoCTH, DUO, MOATIHCH)

CraBpononb, 20 T.
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JHEBHUK ITPAKTUKHU

1. Conep:xxaHue NPaKTHKH

Ne . Dopmsbl
o Paznensr (3rambl)| Bunbl yueOHOM NeATENBHOCTH HA MIPAKTUKE, BKIIOYAs TeKyIEro
MPAKTHKHU CaMOCTOATENIbHYIO pa0doTy ¥ 00BeM (B yacax)
1| KOHTPOJIS
1 [ToaroroButen | O3HaKOMUTENbHAS JICKUUS MO MOPAIKY npoxoxkiaeHus | Ilpoepka
bHBIN 9Tanl | MPaKkTUKH,  3alOJIHEHUIO  JIHEBHMKAa  TNPAKTUKH, | JIHEBHUKA,
MPOU3BOJICTBE | TPeOOBAHMIX K OTYETHOM JTOKYMEHTALMM IO MPaKTHKE, MIpOBEpPKA
HHOM MOPSIIKY MPOBEAECHUS MPAKTUKKU — | vac OT4eTa,
MIPaKTUKHU W3yuenne OCHOBHBIX (YHKIMH TEXHHMKA, HOPMATUBHO- pelrenue
MIPAaBOBbIX  AKTOB, PETYJHUPYIOIIUX  JESATEIbHOCTh | CHTYallMOHH
TEXHHKA, HW3Yy4eHHE JIOJDKHOCTHBIX  OO0sI3aHHOCTEH BIX 3a/1a4
TEXHUKa — 2 Jaca
2 | OcHOBHOI W3yunth pexxuM paboThl, TpaBuwia BHyTpeHHero | IIpoBepka
JTan pacnopsiika nIpearnpusThs, OpraHu3alu — 7 4acoB JTHEBHUKA,
IpOU3BOACTBE | O3HAKOMHUTHCS c HOPMAaTHUBHO-METOJUYECKUMHU IIpOBEpKa
HHOH JNOKYyMEHTaMH, peryJnpyronmmu JIeATEbHOCTh OT4eTa,
MPAKTUKU cnernuanucta ciyxosl JIOY — 7 qacoB pelieHue
OcymecTBUTh pabOTy € BXOIANIUMHU, UCXOIAIIMMU W | CHUTYaIlMOHH
BHYTPECHHUMHU JOKYMEHTAaMU OpraHU3aluu — 7 4acoB bIX 3a1a4
PeructpupoBath ¥ MHIAEKCHPOBAaTH  HUCXOJMSIINE
JIOKYMEHTBI — 7 4acoB
Bectun perucrpanuonnsie (GopmMbl JOKyMEHTOB — 7
4acoB
CocraButh 1 OPOPMHUTH CITY)KEOHBIE MTOKYMEHTHI — 7
4acoB
OpranuzoBaTh paboOTy MO y4YeTy, XpaHEHHUIO U Nepeaaye
B COOTBETCTBYIOLLIEE CTPYKTYpPHOE MOAPA3ACIICHHUE
JOKYMEHTOB TEKYIIETO JEJIONPOU3BOICTBA — 7 4aCOB
®opmupoBaTh Jeia B COOTBETCTBUM C YTBEPKIACHHOU
HOMEHKJIATYpOH €)1 OPraHu3aluu — 7 4acoB
OcyiecTBIATh KOHTPOJIb 32 IPOX0XKIECHUEM
JOKYMEHTOB — 7 4acoB
3 | 3akmountensH | CucreMaTuzanus coOpaHHOU uHpopmanuy, | [IpoBepka
BIi 9Tan | BBIOJHEHHBIX paboT, MOATOTOBKA OTYETa MO MPAKTUKE | KOPPEKTHOCT
MpOU3BOJACTBE | —4 yaca u
HHOH 3aM0JHEHUs
MPAKTUKU JTHEBHHKA
MPaKTUKU U
coziepKaHus
oTyeTa 1o
MIPAKTHUKE
3amuTa OT4YETAa MO MPOM3BOACTBEHHOW MPAKTUKE — 2 [IpoBepka
yaca JTHEBHUKA,
MIpOBEpPKA
oTyera

PykoBOUTEIb IPAKTUKKA OT MHCTUTYTA
CorJjacoBano:
PyKOBOUTEIIb TPAKTUKH OT OPTraHU3aI[uN

17

/N.O. Gamunus/

/N.0. Gamunus/



Paboumnii rpaduk (ny1aH) npoBeAeHUs] NPAKTHKH

No Meponpusrus Cpoku
n/n IPOBEACHUS

O3HakoMHUTENIbHAS JIEKIUS 10 NOPSAAKY IPOXOXKACHUS IPAKTHKH,
3allOJJHCHUIO JIHEBHUKA IIPAKTHKH, TPeOOBAHMUAX K OTYETHOU
JOKYMEHTALUU I10 IPAKTUKE, TOPSAKY IPOBEACHUS IPAKTUKU

N3ydyeHne OCHOBHBIX (DYHKUUN TEXHUKA, HOPMATHBHO-IIPABOBBIX
aKTOB, pEryJUPYIOUIUX JACSATENbHOCTh TEXHHKA, HW3y4YEHUE
JOJIKHOCTHBIX 00S3aHHOCTEH TeXHHKA

W3yuute pexum palOoThl, IMpaBWia BHYTPEHHETO pacropsaka
IPEIIPUATHS, OpraHU3aluu

O3HaKOMHTBCA € HOPMAaTHUBHO-METOIWYECKUMHU JOKYMEHTaMH,
PEryIUPYIOMIKUMU EATENILHOCTD crienuanucTa ciyx0sr I0Y

OcymecTBUTh  pabOTy €  BXOISIIMMH, HUCXOISAIIAMH U
BHYTPCHHUMH JIOKYMEHTAMHU OpPTaHU3aIUH

PeructpupoBath 1 HHIEKCUPOBATH HCXOISIINE TOKYMEHTHI

Bectu peructpanonssie GopMbI TOKyMEHTOB

CocTaBUTh ¥ 0OPMHTH CITy>KEOHbIE TOKYMEHTHI

OpranuzoBaTh paboTy IO Y4YeTy, XpaHEHUI0O U Iepeaaye B
COOTBETCTBYIOIIEE CTPYKTYpPHOE MOJpa3/iejIeHue JIOKYMEHTOB
TEKYIIETo JEJIONPOU3BOJICTBA

®opMmupoBaTh Jena B COOTBETCTBHM C  YTBEP)KICHHOU
HOMEHKJIATYpOM J1e)1 OpraHu3annun

OCYH_IGCTBJI}ITB KOHTPOJIb 3a MPOXOKACHUCM NOKYMCHTOB

CuctemaTtuzanusi coOpaHHON HH(GOPMAIIMH, BBHITIOJIHEHHBIX PadoT,
MOJTOTOBKA OTUYETA IO MPAKTHKE

3amuTa 0T4€Ta 10 NPOU3BOICTBEHHOMN NMPAKTHUKE

*npu  npoeedenuu NPAKMUKU 6 NPOPUILHOU OpP2aAHUAYUU PYKOBOOUMENeM NPAKMUKYU OM UHCHMUMyma U
PYKosoOumenem Npakmuku om npoQUIbHOU Op2aHU3ayUU COCMAGIAEMCs COBMECMHbI pabouull epagux (niam)
npo6edeHUs NPaAKMUKU

PykoBoauTenb NpakTUKHA OT UHCTUTYTA /N.O. ®amunus/

PykoBoauTenb MpakTUKKA OT OPraHU3aAIUH /N.O. ®amunus/
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2. E:xxenneBHasi pabora

Jdennb Hara Coaep:xanue padoThI OrMmertka
NPAKTHKHU PYKOBOIUTEISA

NPaKTHKH 0
BBINOJHEHHH

1

2

3

4

5
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3. XapakTepucTuKa Ha 00y4a0umerocsi N0 0CBOCHNIO 00IMX U NPo¢ecCHOHATbHBIX, B
TOM YHucJe 001enpodecCHOHATbLHBIX KOMIIETEHIIUI B MEPUO/I MPOXOAKACHUS MPAKTUKH

PykoBoauTenb MpakTUKU OT OpraHU3aluu

O00JICHOCID noonuce, U.0. Damunus
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Ipunoxenune

ATTECTAIIMOHHBIN JIUCT IO MPAKTUKE

MPAKTUKY

20 . mo «__ »

QOUO
obyuvaronuiics(ascs) Ha _ kypce cneruainbHocTr CITO
YCHEIIHO nporen(Jia)

B o0beme Henenb ( 9acoB) C «__ »
20 1.

B OpraHu3anuu

HAUMEHROBAHUe opeanHusayuu

Caeiennst 00 ypoBHe 0CBOEHHS 00y4alOIIUMCS MPO(ecCHOHATBLHBIX KOMIIETeHIM T

Ko n HaumeHOBaHUE
npodeccrnoHaTbLHBIX
KOMIETEeHIUH

Bunsl 1 00beM padoT, BBITOIHEHHBIX 00YYaIOITIMCS
BO BPEMSI MPAKTHKH

KagecTBo BInOIHEHHS paboOT B
COOTBETCTBUH C TEXHOJOTUEH U
(unm) TpeOoBaHUAMU
OpraHu3aluu, B KOTOpoil
MPOXO/NIIA PAKTHKA
(onieHHBaeTCs 1O
YeThIPeXOATBHOM IIKAJIC B
3aBHCHUMOCTH OT YPOBHS
Ka4yecTBa BHIITOJHEHUS paboT)

2 3 4 5

IIK 1.1 Beectu n
OCYIIECTBIIATH TIPHEM-
nepeaaydy, yuer u
XpaHEHUE TEXHUYECKOUN U
WHOW JJOKYMEHTAINH,
CBSI3aHHOM C
YIIPaBJICHHEM
MHOTOKBapTUPHBIMU
JIOMaMU UCTIONB3YS
HOPMAaTHUBHBIC,
MIpaBOBEIE,
METOINYECKHUe U
WHCTPYKTHBHBIC
JIOKYMEHTBI

Benenue u ocymiecTBieHue npueMa-nepeadu u
ydeTa XpaHeHHS TEXHUIECKON JOKYMEHTALN!

JeMoHCTpanus 3HAHUN o BEJICHUIO,
3aKOHOIATEIBHBIX aKTOB u PYTUX
HOPMATHBHBIX, METOIUYCCKAX JIOKYMEHTOB,

pPETyIHPYIOLUX MPAaBOOTHOIIEHUS B IpOLECCE
npodeccrnoHaNBHOMN AEATETbHOCTH.

Hcnonp3oBanne COBPEMEHHBIX  TEXHOJIOTHU
ydeTa M XpaHEHHA TEXHUUYECKOM W HHOU

TIOKyMECHTAIIAH

HOL[HI/ICI) PYKOBOAUTECIIA NPAKTUKU OT OpraHUu3aluiu

/

DUO, dondxcrHocmo

[Toamuce pyKOBOIUTENS IPAKTHKH OT HHCTHTYTA

/

DUO, oonscrocmo
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IIpunoxenne 2

ABTOHOMHAA HEKOMMEPYECKAA OPTAHU3ALUA
BbICHIEI'O ObPA3OBAHNMA
«CEBEPO-KABKA3CKHNU COLIUAJIBHBIM UHCTUTY T»

ConuanabHO-IICUXO0JIOTMYeCKUl (haKyIbTET

Kadenpa cepsuca u Typuzma

OTYET IO MPOU3BOJCTBEHHOMN MNPAKTUKE

[IM.04 «BpimonHeHUe padboT 1Mo OAHOM WIIM HECKOJIBKUM MpodeccusiM pabouux,

nospkHOoCTIM ciykamux ("CekpeTrapb-aAMUHUCTPATOP" )»
(THT TIPaKTHKH)

Breimonnun(a):
damuiust UMt OTIECTBO
cTyaeHT(Ka) -TO Kypca

crneruanbHocTu 08.02.14 Dxcrutyaramnus u
00cITy’)KMBaHUE MHOTOKBAapPTUPHOTO JOMa
TPYIITIBI

PykoBoauTens NpakTUKy OT OpraHUu3alyuu:

NOORUCH, paMunus U UHUYUATLL, OOJIHCHOCTD

P YKOBOAUTCIIb ITPAKTUKKU OT MHCTUTYTA:

damunus u UHUYUATBL, OOJIHCHOCID

OHCHKa I10 IIPAKTHUKE:

OLICHKa noANHUCH

« » 20 T

CraBpononsb, 20 .
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