MI/IHI/ICTEPCTBO OBPABOBAHMS, HAVKY Y MOJIOZEXHOU TTOJIUTUKU
: KPACHOJIAPCKOI'O KPAS
FOCY,[LAPCTBEHHOE KA3EHHOE [TPO®ECCUOHAJIBHOE OBPA30BATEJIbHOE
VUPEXIEHUE KPACHOIAPCKOI'O KPASI
«APMABUPCKUWI MHJTY CTPUAJILHBIM TEXHUKYM JUTST UHBAJIM1I0B»

PABOYASA [TPOTPAMMA

[II1.01 IIPOU3BOJACTBEHHASA ITPAKTHUKA
HO IIM.01 JOKYMEHTAIIMOHHOE OBECIIEYEHHE JEATEJIBHOCTH
OPIrAHU3AIIMUA
ais npogecenu CI10 46.01.03 [enonpousBoauresib

Apmasup, 2022
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~ [MPOU3BOCTBEHHOU ITPAKTHKHM

YCJIOBUS PEAJIM3AITAN [TPOM3BOICTBEHHOU ITPAKTUKM

KOHTPOJIb Y OLTEHKA PE3VJILTATOB OCBOEHI
[IPOM3BOJICTBEHHOU ITPAKTHUKA
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L HACIIOPT IIPOrPAMMBI IIPOU3BOACTBEHHOM IPAKTUKHA

1.1. O6acTh MpHMEHEHHsI POrPaMMBbI

PaGouasi mporpaMma IPOU3BOACTBEHHOM TIPAKTUKK SBILIETCA HaCTBIO
OCHOBHOI TpodecCHOHAIBHOI 00pa30BaTEeNBHON IPOTPaMMBEL CIIO — mporpamMmsl
[TOATOTOBKA KBaIM(UIMPOBAHHBIX paboUMX, CIIyXKalluX, pa3paboTaHHOK B

coorsercteur . ¢ PI'OC 1o npodeccun  034700.03  Jlenonpon3BouTeEb,

yTBepIKJIeHHOro IpukasoM MunoOpHayku PO ot 02.08.2013 r. Ne 639,
3aperucTpupoBatHsM B Muntocte PO ot 20 asrycra 2013 Ne 29509, "TOCT P
7.0.97-2016. HarpoHansHEIH cTaHnaprT Poccumiickoil @Denepanuy. CucreMa
cragmapToB 1o uHbopMaruy, OUONHOTEYHOMY H  H3NATCNECKOMY  JICIY.
Oprasu3alioHHO-PacIopsIUTeIbHA JIOKYMEHTaIUs. TpeGoBanus K
0hOPMIICHHIO JOKYMEHTOB" (yrB. IIpukazom Poccrangapra ot 08.12.2016 N 2004-
ct) BerynuBIumM B cury ¢ 01.07.2018r.

1.2. leau u 3272494 MPOU3BOJACTBEHHOH NPAKTHKA.

I {enBro ITPOM3BOACTBEHHON MPAKTHKY SABIIAETCA:

-, dopmuposarre O0OmMX U TPOPEeCCHOHANBHBIX KOMIIETCHIIMA |
KOMIUIEKCHOE ~ OCBOGHHEe  OOy4aroumMMCs  BUJIOB npodecCHOHAIBHON
JIeSITeITBHOCTH:

g

Kon HaumenoBaHue 0DIMHAX KOMITETEHIHI

OK 1 [ToHUMATh CYLIHOCTh ¥ COLUAIBHYIO 3HATUMOCTD CBOEHT Oy Myrmer
npodeccuu, MPOSIBIATH K Hel yCTOWYMBBIA HHTEPEC.

OK 2. OpraHu30BEIBaTE COOCTBEHHYIO NESTEIbHOCTD, HCXO/IA U3 MEIH K cII0co00B ¢e
JIOCTHYKEHHS, OTPEICICHHBIX PYKOBOIUTEIIEM.

OK 3. AnanusupoBath pabouyIo CHTYaIHIO, OCYINECTBILITH TEKYIIU{ A HTOTOBBIHA

KOHTPOJTb, OL[EHKY H KOPPEKIHEO COOCTBEHHOM IeATEIbHOCTH, HECTH
| oTBeTcTBeHHOCTS 3a pe3yNbTATHI cBOECH PaGOTEL.

OK 4. | Ocymecreusate TOMCK HHOpMAIHH, geobxomumolt it 3G QEeKTHBHOIO
BEIIOTHEHMS PO eCcCHOHANBHBIX 3a/1ad.

OK 5. Henonp30BaTh WH(POPMAIMOHHO-KOMMYHHAKAIIHOHHEIC TEXHOJIOTHH B
npodecCHOHAIBHON NEATEIPHOCTH.

OK 6. PaGorare B KomaHze, 3>(dexruBHO o0m@rscs ¢ KOIICraMd, PYKOBOICTBOM,
KIHEHTAMH. '

OK 7. VCIOMHAT, BOMHEKYIO 00S3aHHOCTh, B TOM YHCJIE C IPHMCHCHHEM IIOIydCHHBIX

npodeccHoHANbHBIX 3HAHUI (14 IOHOIIeH).

JIP 4 T[IposBrsomAi B JAEMOHCTPHPYIOIMH YBaXKEHHE K JIOMIM TPYyna, 0CO3HAIOLIHI
NerHOCTH coGeTBeHHOro Tpyaa. Crpemsimuiicss K GOPMUPOBAHMIO B CETEBOH Cpe/ie
JEYHOCTHO U IPO(HECCHOHATLHOTO KOHCTPYKTHBHOTO «LIH(POBOTO CICAA.

JIP 7 OCO3HAOIAN TNPHOPUTETHYIO LEHHOCTh JIMYHOCTH HEIOBEKa; yBaKarOIHi
COBGCTBEHHYIO ¥ UyKyI0 YHUKAILHOCT B PAa3IMIHBIX CHTYallUsX, BO BCEX tdhopmax u
BHAX JAEATEIbHOCTH.

JIPG - CobITroaroHit 1 IpOTaraHMPYOLHii IpaBHIIa 30poBOTo U GesomnacHoro obpasa
KHU3HH, CIIOPTa; NPEXyNpeKaaromui oo [IPEOJOIEeBAOIIUH 3aBUCHMOCTH OT
AIIKOTONS, TabaKa, IICHXOAKTHBHEIX BENIECTB, a3apTHEIX Urp 4 T.X. COXpaHsrommi
[ICHXOJIOTHYECKYIO YCTOMYMBOCTh B CHTYaTHMBHO CIIOXHBIX HJIM CTPEMHTEIHHO
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| Mensromuxcs curyanusx.

JIP10 | 3aGoTsmmiics 0° 3amuTe OKPYXAlOMmeH Cpemsl, cOOCTBEHHONt M 9y’KOH
6e30IIACHOCTH, B TOM 9HCIE IHGPOBOH.

JIP 11 ITposBAIONTAI YBaXKCHHE K ICTETHICCKUM IICHHOCTIM, o0yafaroIuil OCHOBaMH
3CTETHYECKOH KyIBTYPEI

JP13 Cobmonaromuii B CBOeH npodaeccuonanmou NESTENBPHOCTH STHYECKHE TPHHIIATIBL:

YeCTHOCTH, HE3aBHCHMOCTH, IPOheCcCHOHAIBHOTO CKENTHIM3MA, IPOTHBOCHCTBH
KOPPYIILMH ¥ 3KCTPEMH3MY, OONaarOmIuii CHCTEMHBIM MBIIICHACM H yMCHHCM
MPHHUMATH PelIeHHe B yCIOBUAX PUCKA H HEONPEACNCHHOCTH,

"JIP 14 | T'OTOBEIi COOTBETCTBOBATH OXKHJAHMSIM pPabOTOMATENCH: HpOGKTHO-MBICJIHI]IHH
3¢ (heKTUBHO B3aMMOICHCTBYIOIUN € <WICHAMH KOMAHIBL ¥ COTPYAHAYAIOMHUN C
JPYTHMH JFOTBMH, OCO3HAHHO BBIMOJHSIONME NIpodeccHoHaNbHbIE TpeboBanus,
OTBETCTBEHHBI,  [YHKTYalbHEIH, JUCIMIUIMHAPOBAHHEIA,  TPYHOMIOOHBBIH,
KPUTHYECKH MEICISINMM, HaleNeHHbl Ha JOCTHKEHHE IIOCTAaBICHHBIX LEeTen;
JeMOHCTPUPYIOIIHIIA ITPO(eCcCHOHATBHYIO KUZHECTOHKOCTE.

JIP 15 OTKpBITEIf K TEKyIMM M IEPCIEKTHBHBIM H3MCHCHHSIM B MHpPe Tpyda H
o _ npodeccuii.
S JIP-KK 1 | [Ipu3Haroim#i NEHHOCTh HEMPEephIBHOO 06OpasoBaHus, OpHEHTHpYIOIIUiCS B

H3MEHSIOIIEMcsl  PHIHKe Tpyda, wu3beraomuii  Ge3paboTHIET YTIPaBIISFOIIMH
COBCTBEHHBIM MPOBECCHOHANBHEIM PA3sBUTHEM; pE(IEKCHBHO OICHHBAIONIH
co6CTBEHHBIN JXU3HEHHEIN OIIBIT, KPUTEPHH JIMYHON YCIIEITHOCTH.

JIP-KK 2 | DxoHOMHYECKH aKTHBHBIH, IPEITPAAMYIHBEIH, TOTOBEIM K CaMO3aHATOCTH.

i

Kon HapMeHOBAHHE BHIOB AeSITebHOCTH H NPodecCHoHaNbHBIX KOMIIeTeHIHA

N ol it

BI JTokyMeHTanuoHHOe 00ecTIeYeHHE NeATEIBHOCTH OpraHn3aliy

[IK 1.1. | IIpuEUMATH W PETUCTPHPOBATH IOCTYMAIONIYIO KOPPECIOHICHIHIO, HAPaBJIATE €€
B CTPYKTYPHBIE IIOIPa3IEICHAs OpraHu3auH.

[IK 1.2. | PaccmarpuBarh JOKyMEHTHI U NEpefiaBaTh X Ha MCIIOIHEHHE C yIETOM PE30JIFOIHH
PYKOBOIUTENIECH OpraHu3amyu.

MK 1.3. | ObopmnsTs perucTparfioHHbIE KapTOUKH M CO3/aBaTh OaHK JaHHBIX.

R IIK 1.4.. | Bectn KapTOTeKy yueTa IPOX0OXKICHUS AOKYMCHTAIBHEIX MaTepHaJIOB.
' [IK 1.5. | OcymecTBIsATs KOHTPOJIb 3a IIPOX0XKACHUEM JOKYMEHTOB.

[IK 1.6. | OTnpasisars HCHONHEHHYIO JIOKYMEHTAal[MIO —ajapecaraM ¢  [pHMCHCHHEM
COBPEMEHHBIX BHIOB OPraHM3allHOHHON TEXHUKH.

IIK 1.7. | CocraBists 4 0QOPMIIATE CIyXeOHBIC JOKYMEHTEI, MATEPHAIIBL C HCIIOJIE30BAHAEM
(GopMyIISIPOB JOKYMEHTOB KOHKPETHBIX BUJIOB.

-

0 3afauamMy IPOU3BOACTBEHHOM MPAKTHKHU SIBISTFOTCS:
- 3aKpemeHWe ¥ COBEPIICHCTBOBAHWE NPHOOPETEHHOr0 B TpoLEcce
oﬁyquHH OIIBITa IPAKTHYECKOH JIeSTeNbHOCTH 00yJalomuxcs B chepe n3yIaeMoi
npodeccu;
- pa3BUTHE OOIKX U npoq)eCCHOHa;rILHBIX KOMIETeHIUH;
- OCBOEHHE COBPEMEHHbIX IIPOM3BO/ICTBEHHBIX IIPOLIECCOB, TEXHOJIOTHH;
T g . - ajanrarus  OGYHAIOIUXCS K KOHKPETHHIM YCIOBHAM JCATCIBHOCTH

HpeﬂHpHSITHH PA3IUYHBIX OPraHH3alHOHHO-TIPABOBEIX (QOPM.

@




_ 1.3. PexoMeHIyeEMOE KOIMYECTBO YacOB Ha NPOM3BOACTBEHHYIO IPAKTHKY:
180 yacos
B TOM 4uciIe B popMe mpakTideckoit moarorosku 180 qacos

[IpoMeskytodras arrecTanus B Gpopme auddepeHIHpOBAHHOIO 3a1eTa




2. TEMATHYECKHI ILTAH ¥ COIEP)KAHUE
IPOM3BOACTBEHHON ITPAKTUKHA

ohopmienue
[peacTaBIeHHN

®

YaCTH [IPEeICTABICHUS
CocraBiieHHe TEKCTOBON
YACTH MPeICTaBIECHHS
OdopMiteHHe CITyKeOHBIX
OTMETOK Ha paboyeM moJe
JIOKyMEHTa

HanMeHoBaHue Tema ypoka Copeprranne y1e0HOI0 O6nem
npogecCHOHATBLHOTO Ipou3BO/ICTBEeHHOH MaTepHaia 9acoB
| momyasi, TeM NPAKTHKH
{mvor
| JIOKyMEHTAIHOHHO
obecriedeHue 180
JeTebHOCTH
OpraHA3ANMH
Tema 01.1 1. CocraBneHue U OdopmieHne GraHKa 6
CocraBieHue 1 othopMIIeHHE CTYKEOHBIX | MACHMA
odopMIIeHHE THCEM VxazaHue peKBU3HTOB
CIIPaBOYHO- OpraHu3alnuu
uH()OPMAHOHHOM CocraBieHHE TEKCTa
JIOKyMEHTaI[HH . ciry’keOHBIX ITHCEM
[Ipumenenne BuzupoBanue MUCbMa
CTaHIAPTU3HPOBAHHBIX PYKOBOIHUTEIIEM
MeTOZI0B pabOTHI B [TpaBuia pacCEUIKH
[1E7ISIX OIIEPATHBHOTO o CITyKeBHBIX TTHCEM
o(popMICHHA 2. CocrapiieHue u CocraBienue 1 6
JIOKyMEHTOB oopvierHre 3asBIeHAE | 0QOPMICHHS 3asBIICHHA
' OdopmiieHIE PEKBU3ATOB
3asIBIICHUSA
CocTaBieHHe TEKCTOBOA
YacTH 3asiBIICHUS U
- ciry)keOHBIX OTMETOK Ha
B paboueM IojIe JOKYyMEHTa
3. CocraBnenue 0 OdopmieH#E 3ar0TIOBOYHOR 6




W,

4. OdpopmneHue 1
nepeaya TelnerpaMMBL.
OdopmieHue u nepeada
tenedororpaMMEL, hakca

=

CocraBieHHE TEKCTA
TeIerpaMMBI

OdopmiteHre TererpadHOro
Gnanka

Oprasu3zanus pacChUIKH
Odopmierue
TeneOHOrpaMMEL
OrnpasiieHue
Tene(oHOrpaMMbl
[TpunsaTHE
TeneOHOrpaMMEbI

3anuce TeaeOHOIpaMMEI B
KypHaII

Ilepenaga TeKCTa IO
KananaMm (paKCHMUILHOR
CBSI3H

5. OtopmiteHHE
CIIyKeOHBIX CIIPaBOK

-~

Odopmiienune ciryKeOHOH
CIIPaBKH

OdopMileHHE PEKBH3HTOB
CIIPaBKA

CocraBieHne TEKCTa
CIIPaBKHA

BusupoBaHue U 3aBEPEHHAC
CIIpaBKH

6. Odopmnenne
ciyx)eOHOro aKra.
OdopmiteHne aKTa ¢
HCIIOIBE30BaHHEM
YHU(DUIIXPOBAHHOM

(hopMEI

O¢opmieHne PEKBA3UTOB
aKTa

CocTaBieHHE TEKCTa
VTBepKIeHuE aKTa
OdopmieHnE aKTa ¢
HCITOJIE30BAaHUEM
yHUGUIEPOBaHHOH GOPMEL
T-73 (Axt o mpueme pabor)

7. CocraBieHue
JOKJTAMHBIX 3aIIHCOK

Odopmnenue Oranka
IOKJIATHOH 3aIIHCKH
VYka3zaHue pEKBU3HTOB
OpraHHU3alMHA B JOKIaJHON
3aIHCKH

CocraBjieHHE TEKCTa
Permcrparius JOKIaIHOM!
3aIHCKU

Busuposanue

Pezomonus

8. Odopmienne
O0OBICHUTENRHEBIX 3aITHCOK

Vxkasanue Ha 0)OpMIICHHE
TeKcTa OOBICHUTEIBHON
3aITUCKH, TTOSCHIIONIEH
cobprTre UM GaxT
Odopmienue
00BSICHUTEIILHOM 3aliCKH,
TOSICHSIONIEH COIepIKaHue
JIOKyMeHTa Ha 001eM
onanke

[Toxmuces JOKYMEHTa




PYKOBOIUTENEM
[Tosmuch aBTOPOM-

. COCTaBHTENIEM
9. 3anonuenue OranKa VkaszaHue Ha PEKBU3HTEL
TeJIeTpaMMBl TeJlerpaMMBl
Bribop kaTeropuy ¥ BUAA
TeJIerpaMMBI

Odopmirenue Tenerpapuoro
Onanka

10.Cocrasnenue GopMel

VIS pETUCTpaLAn
TeneOHOTrpaMMEbI

Odopmienue

teneOHOr paMMBI
Ornpasnenue
tenedorOrpaMMBbI
[IpunsaTue
Tene)OHOrpaMMBI

3amuch Tene(pOHOrpaMMEL B
KypHAI

[Tepenava TekcTa 1O
KaHaNaM (PaKCHMEIIBHOI,
160 TenedOHHOH CBA3HU
VcTaHOBKY IIPH TTEpeIati
Tene(OHOrpaMMBI

11. MsroToBieHne
CIIPaBKU U BBIIMCKH U3
JOKYMEHTOB 110 JIHNIHOMY
COCTaBy

W3roToBicHUE CIIPABKH K
BBIIMCKH U3 JOKYMEHTOB B
COOTBETCTBUH C
tpe6osanusmu 'OCTom
7.0.97-2016 na Gnankax
dopmara A4 u AS.
IToxGop 0bs3aTeNbHAIX
PEKBU3HTOB
Odopmienne GIaHKOB C
YTJIOBEIM H TIPOIOIEHEIM
PacnoNOKEeHAEM
PEKBH3HUTOB

Tema 01.2
CocraBlieHUE U
othopmiieHne
pacmopsaUTENbHOM
NOKYMEHTaIH
Ucnonb3oBanue
CHCTEMEI «TOYHOE
BpEMSI?,
obecreunBaromen
Ka4eCTBEHHYIO paboTy

1.0dopmiaeHne MPUKA30B
10 OCHOBHOM
JEATEeNbHOCTH

OdopmiieHHe TIpUKasa
OdopmIteHHEe PEKBU3UTOB
nprKasa

CocTaBjieHue TEKCTa NpHKasa
BusupoBaHHe pUKasa

2.0dopmileHrE IPUKA30B
10 JIAYHOMY COCTaBy

OdopmreHue npuKasa 1o
JIMYHOMY COCTaBY C
HCTIONIE30BaHUEM
yauuIEpoBaHHEIX GopM 10
NpeJIJI0KEHHBIM JaHHEIM

3.0¢opmieHue u
COCTaBIICHHE BHIIUCKH K3
IpHKa3a 0 OCHOBHOM

OdopmiieHne BHITACKH U3
TNpUKa3sa 10 MPeI0KEHHBIM
JaHHBIM

JIeSTEIbHOCTH
4.0¢opmieHEE H Odopmnerue GranHka
COCTaBJICHHE pacropsHKEHUS

pacIopsUKeHHH

OdopmieHre peKBU3UTOB




e

pacropsKEHHSA

CocTaBneHue TEKCTa
PAacTopsKEHHUST

BusupoBaHue pacmopsKeHUs

5.0¢opmnenne 1
COCTaBJIEHHE YKa3aHWA

OdopMIteHHE PEKBU3UTOB
yKa3aHus

CocTaBileHHE TEKCTA
yKa3saHHA

BusnpoBaHHe YKazaHUA

6.0dopmicHne 1
COCTABIEHUE PELIEHUH

=

Odopmnenue Onanka
peiieHus

OdopmieHne peKBH3UTOB
pemeHus

CocTaBneHue TEKCTa
peLIeHHs

BusupoBaHue pemeHus

7. OdopmiieHHE H
COCTaBJICHHE IIPOTOKOJIOB

CocTaBneHue MpoToKoIa
Bri6op pexBU3UTOB

BrIGOp ¥ cOCTaBIEHHE TEKCTa
Ha o0mux 6naHKax
KOHKpPETHOTO BH/a

Tloanuck MPOTOKOJIOB
KOMHUcCHER

Tema 01.3

[Tpuem u obpaboTka
NOCTyTAOIIEH
KOPPECHOHICHI[AH
ObecnicucHHE
CTYJIEHTOB
IPaBHIBHBIM
TIOJIXO0JTOM K
obpaboTke
JIOKYMEHTOB JUIs
YCIIEIITHOTO
BBINIOJIHEHUS 3a1aius
[IPH OpraHu3aluu
MPOLIECCOB
JOKyMeHTO000poTa

1 ITpuem mocTynaromen B
OpraHu3anuio
KOPPECTIOHICHIIUH.
[TpenBapuTebHOE
paccMOTpeHUE
TOKYMEHTOB.
Wapexcaiys.

[Tprem KOpPECTIOHACHIINH
[IpoBepka NMpaBUIIBHOCTH
JOCTaBKH ¥ LIEJIOCTHOCTH
BIOKEHUH
[penpapurensHOe
paccMOTpeHue (COPTUPOBKA,
pa3zmeTKa)

ITocTaHOBKA OTMETKH O
MOCTYTUIEHUH AOKYMEHTa
(perucTpaLOHHBIN IITaMII)
Pacnipenenenue
MOCTYMHBLIMX JOKYMEHTOB,
HaTpaBJIEMBIX B
CTPYKTYpPHBIE TOJIpa3/Ic/IeHA
¥ HCITOJTHUTEIIEHBIM JIAIAM
OdopmieHne HHIEKCa B
[ITaMIe I PEruCTpalii
JIOKYMEHTa

2.Ilepenada JOKYMCHTOB
DYKOBOZMTEIO.
[Tepenaga JOKYMEHTOB
UCTIONTHUTEIIO U
KOHTPOIh UCIIOJIHEHUA
JIOKYMEHTOB.

PaccMmoTpeHue JOKYMEHTa
PYKOBOZMTENEM H BHECEHHE
CBEZICHUI M3 PE30TIOLMH B
JKypHaIl WX KapTOuKy
peTHCTpALHK

ITocTaHOBKa JOKYMEHTOB Ha
KOHTPOJIb

IIpoBepka CBOEBPEMEHHOCTH
NOBEISHUS JOKYMEHTOB JI0
KOHKPETHBIX HCTIONHUTENEH
[MpenpapHTeIbHAA NPOBEPKA
¥ peryJaupoBaHue Xoaa
WCTIOJIHEHUA
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CusTHe JOKYMEHTOB C
KOHTPOJIIA

Vuet u 00001eHME X012 U
pe3yJIbTAaTOB HUCTIONHEHHSA
JIOKyMEHTOB

g CocTaBleHue 0TYETA 110
KOHTPOJIIO HUCTIONHEHHMS

e JOKyMEHTa

@opMEBI KOHTPOJIA 32
HCTIOIHEHHEM JOKYMEHTOB

Tema 01.4 1.Kaprounas popma 3amoyHeHHE
@opMBI PETHCTPAIIHN | PETUCTPALIHN JOKYMEHTORB pEruCTPaiOHHON KapTOUYKH
JOKYMEHTOB. 2.KypnanpHasg GopMa Perucrpauyst JOKyMEHTOB B
Panmonaimsaoe PETHCTpAIliy JJOKYMEHTOB | JKYPHAJIHOH dbopme
CO3JjaHMe IIOTOKA 3.ABromaTr3upoBanHas | Beox cenenuit o
paboThl IpH (anextponHas) Gopma JIOKYMEHTE B JJIEKTPOHHYIO
00paboTKe BXOAAIEH | perucTpaliil JOKyMEHTOB | PErHCTPAIAOHHO-
U HCXOJIAIIeH KOHTPOJIbHYIO KaPTOUKY
KOPPECIIOHIECHIAH
N Tema 01.5. 1.IIpocraBicHue B CocraBnenue JOKyMEHTOB
) Cucremarusanms U HOMEHKJIaType JIel IO 3arojIoBKaM Jiena (Toma,
sl o XpaHeHHE CPOKOB XpaHEHHS JaCTH)
£ 2 JOKYMEHTOB. - JIOKYMEHTOB Buecenwue B rpady «Cpox
: IIpasuiasHOE XpaHeHus, Ne cTaTbH 110
BBLIMTOJTHEHHE 33124 C [Nepeuro» CpoOKU
IIEPBOTO pasa MOKYMEHTOB
B 2 Iopsnok nposeaennst | OTOOp TOKyMEHTOB
“ 9KCIIEPTH3HI IEHHOCTH BPEMEHHOT'O ¥ TIOCTOSIHHOTO
JIOKYMEHTOB. ‘ XpaHeHH '
mt gt s CocrTaBlieHHe # OT160p HOKYMEHTOB C
T ' ' ' ohopMIIeHHE TIPUKA3a 0 | BPEMEHHBIMA CPOKaMH
' CO3IaHMH IKCIECPTHRIX XpaHEHHS, MOIEKAIIIX
KOMUCCHHI JaTbHEHIEMY XPaHECHHIO B
CTPYKTYPHBIX
) OJIpa3IeICHHUAX,
BBIIC/ICHNE K YHHYTOXKEHHIO
i aw LT - JIeJT 3a TIpeabIAyInue FOIEL,
o ' CPOKH XpaHEHHS KOTOPBIX
e R HCTEKIIH.
O160p HOKYMEHTOB

MOCTOSTHHOT'O XPaHEHHUS
IIPOBOJMTCS HA OCHOBaHUH
BEJIOMCTBEHHOTO (@ IIpU €ro
OTCYTCTBHUH — TUIIOBOTO)

; L NepeqHs JOKYMEHTOB C
ol - R yKa3aHHEM CPOKOB MX

iy ] ' s TR XpaHEHHS ¥ HOMEHKJIATYPEI
N A€ OpraHu3aliy [yTeM
IIOJIECTHOI'O IIPOCMOTPAa
ACIL

[Tpu mOMMCTHOM IIPOCMOTPE
JIe HOCTOSIHHOTO XPaHEHHS




o

S
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4 -:‘}2}".

MOJIeXKAT U3BATHIO
ny6eTHBIE SK3eMIUIPEL
JIOKYMEHTOB, YEPHOBUKH,
Heo(OPMICHHEIE KOTINI
JOKYMEHTOB H JIOKYMEHTEI C
BpPEMEHHBIMH CPOKaMH
XpaHEHHUs.

[TonOop peKBU3HTOB
CocraBrieHHE TEKCTA
npuKasza

[loamumce nprKasa
PYKOBOJHTEIIEM
OpraHy3aluy

3.0®opMupOBaHUE ICT B
Opranu3alyn

by

['pynnupoBaHue
HCTIOJTHEHHEBIX JIOKYMEHTOB
B JIEJIO B COOTBETCTBHH C
HOMEHKIATYPOH Hell

4. CucreMaru3aiys
JNOKYMEHTOB BHYTDH Jieja
B COOTBETCTBHH C
olepanuOHHEIMH
paboTaMu

Cucremaru3anus
MCIIOTHEHHBIX JOKYMEHTOB
BHYTPH JIeJIa OJHOT'O
KaJIeHJapHOr 0 roga

5. ®opMupOBaHUE JE]T
MMOCTOSHHOIO XPaHEeHUs U
BpemenHoro (caeme 10
JIeT) CPOKa B
COOTBETCTBHH C
TpeOOBaHUIMHA K
copMupOBaHHOMY TIETy

[NoammBKa WA IEPETIET
JIOKYMEHTOB B Je/ia
Hymepanus JUCTOB B I€71€
CocraBieHue BHYTPEHHEH
OIIUCH JIOKYMEHTOB
CocTaBleHHeE JIHCTa-
3aBEpUTEILS

OdopmiterHe 00TOKKH
nena (HamMeHOBaHue
CTPYKTYpPHOTO
MoJIpa3ieNeHUs
OpraHu3aIyH)

6. Hopsnox obopmiueHHs
JIOKYMEHTOB BPEMEHHOT'O
xpaserus (o 10 et
BKIIIOYUTETHHO)

OdopmieHue 06IOKKH
nena

PasmernieHue JOKYMEHTOB B
CKOPOCILIMBATE/ISAX

7. OdopmieHue 00I0KKH
Jiefa IIOCTOSHHOTO |
BPEMEHHOTO XPAHeHHS H
110 THYHOMY COCTABY.

[MToxGop PeKBU3UTOB H
pacIonoXKeHHe HX Ha
dopmate Ad:
HauMeHOBaHHE
OpraHu3allky U €€
HEIOCPEICTBEHHAS
OYUHEHHOCTD
HauMeHOBaHHE
CTPYKTYPHOTO
HOApasieNIeHus
Wnpexe pena

Homep aena (ToMa, 9acTH)
10 TOZOBOMY pa3Jeny
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CBOJ/THOM OITHCH HEII
3arooBOK Jea

&' AnnoTamus K JOKyMeHTaM
mena (Uit el IOCTOSHHOTO
XpaHeHHUsI, COIePIKamuX
0060 LEHHEIE TOKYMEHTEI)
Jlata mena (TOMA, 9acTH)
Konu4ecTBO TUCTOB B JIeNe
Cpoxk XpaHCHHS JeNa
ApxuBHbri mudp mena
kol Ha o6oxKe nein
MOCTOSIHHOTO XPaHCHAS
IIpe/yCMaTpHBAETCS MECTO
JUTSL HANMEHOBAHUS
TOCYIapCTBEHHOIO apXHBa,
= B KOTOpBI OHH OyIyT
nepe/iaHbl, KOIOB
rocyIapcTBEHHOIO apXuBa 1
opraHu3anuu
JnddepeHIHPOBAHHDIN 3a4€T 3
Bceero 180

-

[II. VYCJOBUS  PEAJIM3AIINA ITPOM3BOJICTBEHHON
IIPAKTHUKHA

3.1. O6mue TpeGOBAHNA K OPraHM3aluH NPOM3BOACTBEHHOH NPAKTHKH

Peanu3anysi TPOrpaMMbl IMPEATIONAraeT IPOBEACHHC IPOM3BO/ICTBEHHOH
IpaKTHKM Ha IpPENIPHUATHSIXK/OPTaHU3alisIX HA OCHOBE IpPSMBIX JOTOBOPOB,
fsamroqaeMle MekEy ~— oOpasoBaTeNbHBIM — YYpexJeHdeM M KaKIBIM
| IpenmpuUsATHeM/Opranu3almeil, Kyna HanpapioTes. obydarormuecst. OpraHu3amiio
U PYKOBOJICTBO MPOU3BOJICTBEHHOM IIPAKTAKOH OCYIIECTBIIIOT PYKOBOJIHUTEIH
[IpakKTUKA OT OOPa3oBaTeNBHOr0 YUPSKACHAA M OT opranmsamuy. Ob1iee
PyKOBOZICTBO ¥ KOHTPOIb 34 [PaKTUKOM OT 00pasoBaTENBHOIO YIPSKACHHA
| OCYIECTBISIET CTapiIni macrtep. HemocpencTBeHHOe PyKOBOJACTBO TIPAKTUKOMK

o -yae6HO} TPYNIBl OCYIIECTBILETCS MACTEPOM MPOM3BOJICTBEHHOIO oOyueHus, a
e ‘rake  pAGOTHMKAMM  IPEANPHATHN/OpraHM3AlMH, — 3aKpeIICHHBIMA 3a
00yJarOIIMHUCSL.

[TpoW3BOACTBEHHAs [pPAKTHKA TMPOXOJMT KOHLEHTPUPOBAHHO B BHAC
HpaKTHf-IeCKOfI TIOATOTOBKH B OpFaHHBaHPIﬂ'X, OCYU.IGCTBJ'IFIIOHIHX NesTeIIBHOCTD 1o
COOTBETCTBYIOIIEMY ~ NpOQWmO MM ee  CTPYKTYPHOM O/{pa3 e H N,
e B HpeﬂH%HaquHQM piRib: | Hpa,KTquCKOH IMOJATOTOBKH, Ha OCHOBaHHH 3aKJIFOYEHHOTO
i~ pgorosopa. o |

3.2. XapakrepucTHKa pabodHx mecT (Ha KOTOpPBIX 0Oy4aromuecs OyIyT
TIPOXOJIUTH IIPAKTHKY):

_ [Ipumensgemble
- HaumveHoBaHHe
_ QbopyaoBaHue  MHCTPYMEHTHI
“I[eXOB, YIaCTKOB i :
(mpucnocobneHns)
= TIpennpusTHs - KOMIIBIOTEPHOE - IPOrpaMMHOE
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ropoja u Kpas oGopynoBaH#e (KOMITBIOTEPEL, obecrieueHre OOIIEro 1
TIPUHTED, CKaHep, JTOKalbHas npo¢ecCrOHaNbHOIO
ceTh ¢ HocTyrnoM B VIHTepHeT); | Ha3sHAYeHHA (maxer

- KOMILIEKT Mebern. nporpamm MS Office,

- 06pasiBl JOKYMEHTOB; Tleno);

- pacXOIHBIE MATEPHAIEL, - KaHIIEISAPCKAEe TOBaphI
IHACKH; ' .

- cpeficTBa CBSI3H: TeNe(OH,
(akCUMHUIIBHBIA aIlapar;

- OpraHM3aIMOHHas TeXHUKA:
TIpUHTED, CKaHep, KCEPOKC KK
MOV,

3.3. MadopmannonHoe obecnevenne o0y4eHus
OcHoBHBbIE HCTOYHHKH:
1. Kysmenos, W. H.JloKyMEeHTaIOHHO® obecriedeHue  yNIPaBIeHUI.
JIoKyMEeHTOOGOPOT H [ENOMPOU3BO/CTEO: y9eOHUK ¥ TPAaKTHKYM [UIA
cpezHero mpoQecCHOHANBHOrO 00pa3oBaHus / Y. H. Kysueuos. — 3-e u3f,,
o - nepepab. u gom. —Mocksa: M31aTenbCcTBO IOpaiit, 2020. — 462 c.

JlonmoJIHUTE/IbHbIE HCTOYHHKH:
1. Kopuees, Y. K. JIoOKyMeHTaIlHOHHOES obecrieyeHre yIpaBIeHns: yIeOHuK
M NPaKTHKyM Ui CPEIHETO IpodeCCHOHATBHOTO 00pa3oBaHUs / N. K.
Kopuees, A. B. ITmenko, B. A. Mamypues. — 2-e u3l., mepepad. ¥ JOIL.
* s — Mocksa: Usnaremsctso IOpaiit, 2019. — 384 c.
o 2. Illysanosa, H. H. OcHOBBI nen0NpOH3BOJCTEA. y4eOHUK U MPaKTHKyM
o UL CpenHero NpogecCHOHaNIbHOTO ob6pasosanus / H. H. Illysainosa, A.
TO. VBanoBa; mof obiei pemaknuei H. H. lllysanoso#. — 2-e U3L.,
_ mepepab. u gom. -Mocksa: M3aTebCTBO FOpaiit, 2019. — 428 c.
3.TOCT P 7.0.97-2016. «Hauvonansuei  crangapr  PocchiCKOH
@epneparun. CrcteMa CTaHIAPTOB IO uHpOpMALH, OMOIHOTEeTHOMY H
W3aTeNbeckoMy  Jedy. OpraHu3alHOHHO-PACTIOPS I TEIBHAS
" joxyMenTarms. ~ TpeGoBaHus K OQOPMICHHIO JOKYMEHTOB» (yTB.
ITpukazoM Poccranziapra oT 08.12.2016 N 2004-cT) BCTYIMBIUHK B CHITY
¢ 01.07.2018 r. _
4., KypHai «J1enonpousBoACTBO U JIOKyMEHTOO0OPOT Ha IPENPHATHAL.

HuarepHeT-pecypebl: . -
Iy http_:/_/_www.ed_pu.ru/enc/wedenie.php DHLUKIIOIEIHS
" [eNONpOU3BOJICTBA | | )
http://delpro.narod.ru/Index.html JleTOnpOH3BOICTBO
http://sekretar-info.ru/ CexpeTrapb-pe)epeHT
http://www.sekretariat.ru/document/PRO JlenonponsBoACTBEO 1 CoA
http://delo-ved.ru/Bee o0 1eI0IIpOU3BOACTBE B

in = W B
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V. KOHTPOJIh W OIIFHKA PE3VJIETATOB OCBOEHWS
[IPOM3BOICTBEHHOM ITPAKTUKHA

KoHTpOIIb ¥ OLIEHKa Pe3yJIbTaTOB OCBOCHHUS IIPOTPaMMEL y4eOHO! IMPaKTHKU
OCYILIECTBIAIOTCA ~ MAacTepoM  IPOM3BOJACTBEHHOIO obyueHus, a  TaKKe

_paboTHHKaMH TIpeANpHATHH/OpraHA3aIii, 3aKPETTIEHHBIMH 32 00y9arOIMUMHCH.

- PesynbTaThl 06y IeHHS DOpMEI X METO{BI KOHTPOJL
| (0cBOGHHBIH [PAKTHYECKH OIIBIT) ' ¥ OI[EHKH PE3yJIBTaTOB 00yUYeHHS
JIoKyMEHTaIlHOHHOTO obecrieuenns | Habmozaenue IpH BBITIOJTHEHUHU
NeATeIbHOCTH OpraHu3aIiK TPOU3BOJICTBEHHBIX pabot Ha
IpeANpUsITAR/OpraHu3alyy.
) TNubdepeHIIPOBAaHHEIM 3a49€T
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