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I NACITOPT PABOYEI NPOTPAMMBI .01
MPOM3BOICTBEHHAS MPAKTHEKA

L1, Oéaacre MPHMEHEN A NPOTpaMMes

PaBowan  mporpamua TPOH3BOACTEEHHOH  DpakTHiH ABIIAETCH  WacThnio
QCHOBHOH Npodeccronansroi ofpazosatensnoli nporpaMmsr CITO — NporpaMmel
NOATOTORKH KBTI HpOBAH L pabouny, CIYRAMX, paspaGorannoii g
COOTBETCTEMH ¢ BIOC 1o Dpogeccun  034700.03 I[-EJ‘JDI‘IPDHEB()I.[H'I‘EHL,
YTBEPEACHHOTO NpHKazon Munobprayin PO o 02082013 r. N 639,
SAPEIHCTPHPORAHHER B Mutmocre Pd or 20 aBrycra 2013 Ne 29509, '] OcT p
1.0.97-2016, Haunomansmei CTanuapr  Poccuiickos Degepaupn. Cucrens
CTaHmapToBR o HHpopMalm, 5HE.TIHIJTE:‘-IHHM}-' H  H3naTe’anckomy nesry.
DpI‘HHi'E&UHﬂHHD—pEﬂHDpHI[HTEJTBHﬂH AOKYMEeHTaHA, TpeBonanng K
ofiopmienmo AokymenTos" (yr8. IpHkasom Pocerannapra or 08.12.2016 N 2004-
CT),

1.2 Heaw v sagauy UPOHIBOACTBENHOM NpaKkTRIcH.

[ensmo [POHIBOACTEEH MO NPaKTHKH ARMReTCR:

~ QopMupoBapme 0DIMX B OpOpecCRORATE LY ROMTIeTEHUME
KoMIekcHoe ocBoeHue ofyIaoiMucy BHIA NpodeccHonansrofi AeATensHocTH:

Fa

Kon ! Haumenona HEEHII KOMmeTerumii '

OK 1 Moumnars, cymnﬂcn?muuam.u yma_HaL:HM::bcm uanﬁﬁyﬂymeﬁ

NpoheccH, nposrTars K HeH YCTORYHBEI HHTEpEC,

UK 2. | Opranmsopy BaTh cobCTREHHYIO ACATENBHOCTh, HCXOIq |3 LeH |

|_ cnocobon ep HJOCTHREHHA, ONpeielenLn PYKOBOOHTEIEM., ,
OK 3. AHATHIHpORATE padoyyio CHTYALHI, OCYIecTRIATE TEKVIOHI K (

HTOTOBLIH KOHTpOIE, OLEHKY H KOPpeKiHio CODCTBEHR O

L ASHTENEHOCTH, HecTw OUTBETCTREHHOCTE 39 PESYILTATE CBOCHT pafoTs:, 4
OK 4, CeymeerangTs, TOHCK HEpOpMaruy, HeoDXoauMolH g 3pdexTHBHOrG

BEINOTHERHA Npodheccromnansuyy 3a/ay.

OK 5, Henonssosars HH@ﬂpmauﬁnHH&mmwmirauuunﬁhie TEXHONOTHH 8
npodeccronansunji AEATeNEHOCTH, = - xS
OK 6. | PaGorars B HOMaHZe, sdderTasng ofimatecs ¢ KOJLIETamu,
| | PYKOBOOCTBOM, RITHeHTamy,

OK 7. | Mcnonusts BOHHCKYl ofs3annocts, TOM HHCle ¢ OpuMeHenmen
HOAYHEHHEN NpodeceHomaTE L IHAHHH (174 roHomwei),

JIP 4 Hpogsamomui; 5 AEMOHCTRHPYIONTHE YBAMEHHE K jmojnam Tp}f,uaj
OQCOSHRIOWHE  yelmocTs coBCTEeHHOO pyaa.  Crpemaumiics }:|
bopMHpoBaEuIO B cerepoii Cpene NHYHoCTHO i poeccHORAL O |
KOHCTPYRTHEHO M HUHGPOBOTD crremay.

MPT | Ocosnamommn 'PHOPHTETHYIO  uennocTs  nmamoerm 4YenoBeka;
¥BaMm Ao cobersennyio i LYEY) VHHKATBHOCTE g PANIHYHBIX
| SHTYauEaX, 80 Beex dopmax i BHIAX RMesTenkHocTy,




JIP 9 | Cofmojaomui  u APONATAHAMPYIOUIHE  NpaBHAa  3OpPOBOTO W
Oesonacworo ofpaza  womswm, CliopTa, npenynpexiaioutii  nubo
NPE0I0ONeBAIHE 3ABHCHMOCTH OT ANKOrOIs, Tabaka, NCHX0aKTHRELIY
BELICCTB, A3apPTHRIX Wrp W T.0. CoXpansommii NCHXONOTHYECKYIO
YCTOHYHBOCTE B CHTVATHBHO  CIIOWHELX HIH  CTPEMHTENRHO
MEHAMMITHXCH CHTVALIHAX,

TP 10 JaboTamuiics o zanmre OXpY#aomed cpeln, coberaenHoil w yymoii
GesonacHocTw, & Tom yncne wHdpoRoi,

JP 11 Mposensiommit yeaskenne k FCTETHYECKHM LIEHHOCTAM, obaanammm
OCHOBAMH 3CTETHYECKOH KYNETYPE
JIP 13 Cobmoparoumii B cooeit npodeccHORANEHOR  TesTeNnHOCTH
3THYECKHE MPHHLATIEL WECTHOCTH, HEIARHCHMOCTH,
APO(ECCHORAILHOTO CKENMTHIMIMS, MPOTHBOACHCTBHA KOPPYNUMH U
FKCTPEMHIMY, OONATAIOMME CHCTEMHBIM MEIINeHHeM R YMEHHEM
IPHEHMATE PEIISHHEE B YCHOBHAX PHCKA H HEOIPEAeleHHOCTH,

JP 14 l'otoBmit cooteercTROBATE OMHTaHEAM paboTopareneli: npoexrHo-
MBICHAIIHE, MperTHERD EIaHMOneHCTEYIOMMI ¢ ©eHamy KOMAH Tkl
H COTPYIHHYAIOMHNE ¢ OPYIrAMHE MHOOBME, OCOIHANHD BRITONHAK LT
npofleccHoHansHele  TpeGosanms, OTBETCTBEHHEIN, NYHKTVATBHEI,
ARCLHILTHHHPOBAHHBIH,  TPYA0MIOGHBRIL, KPHTHYCCKH  MBICTALINH,

HAlleTeHHEIH Ha NOCTHHEHWE NOCTABNEHHEIX Henen;
i AEMOHCTPHPYHILIHE TpofieccHOHATLHYED HHIHECTONKOCTE.
JP 15 OTKPEITHI K TERYILMM B NepcnexTHBREM H3MEHEHHAM B MHUPE Tpyaa
H npodecenii,
JIP-KK 1 | Tpuznaoupii EHHOCTE HETIPEPLIBHOID obpazonanns,

OPHEHTHPYIOIIMHCA B WIMeHSIoUIeMcs PEIHES TpyIoa, m3bermommii
Despaboriusl;  ynpasnsouui CODCTBEHHBIM  MpodiecCHOHATLHBIM
PaiBuTiem; peduekcuBHO oueHuBalomEi cOBCTREHHEH HHIHEHHEL
OILIT, KPHTEPHH JHYHOM YCIemHOCTH,

JIP-KK 2 | DxoroMugecKkE AKTHBHBEIH,  NpeunpHEMuMBBIE,  rOTORLL K

CAMOSAHATOCTH.
Kopn Haumenosanne pmnos gesvennnocrn H  npoheccHORATBHBIX
KOMIIEeTeH L mii
Bl HoxymenTanmonsoe obecrieuenne teatetaHoC T OPTAHHIALHM

MK 1.1. | Ipuassate # PEIHCTPHPOBATE MOCTYIAIOILYIO KOPPECHOHIEHLHIO,
_ SAMPARIATE &2 B CTPYKTYPHEIS oJpa3lieieHHs OpraHRsaLH,

HK 1.2. | Pacematpusate noxyments i HepenaBaTh HX HA HCNONHEHHE C YYeTOM
PEIOMIONHE PYKOBOAHTENeH OpraHu3atm,
ITK 1.3. | OdropmnsTe PETHCTPALIHOHHbE KAPTOUKH H COSABATE GAHK TaHHA,
IIK 1.4, | Bectn KapToTexy y4era npoxomienng AOKYMEHTAIBHBIX MAaTEPHANOB,

[K 1.5. | Ocymecrensts KOHTPOMNE 38 HPOXOMKICHHEM JOKYMEHTOB.




TIK 1.6. [Otnpasnste  menonsenmyio NOKYMEHTAUMI)  aipecataM ¢

| NpHMEHEHHEM COBPEMEHHBIX BHAOR OPraHMIAHOHHON TeXHHKH, )

‘ IK 17, | Cocrapnate ¥ oopMusts ciyxeBuble AOKYMEHTH, MATEpHATEl C
HCNOMB30BAHMEM DOPMYIIAPOR JOKYMEHTOB KOHKPETHEIX BHIOR.

3afayamy NPOM3BOACTECHHON TPAKTHEN SBIMOTCE:

©  JAKperniieHHe W COBEPIUEHCTBOBAaHHWE npuoOpeTeHHoro B nponecce
00yHeHHS OMBITA NPAKTHYECKON JIeATElLHOCTH obyuaromuxes B cepe w3yuaemoil
npodeccu;

- PA3BHTHE ODIIMX H NIPOQECcCHOHANEHEX KOMITETEHLHI;

- OCBOCHHE COBPEMEHHEIX NIPOHIBOACTBEHHLIX TIPOLIECCOB, TeX HOMOTHH,

- ajanTanus  O0YHAIOIMXCH K KOHKDETHEIM YCIOBHAM  [esTelsHOCTH
MPEANPHATHH PA3MHYHE OPraHH3alHOHHO-TIPABOBHIX thopm.

1.3. Pexomenmyemoe KomM4ecTso 9YacoB mHa MPOH3BOCTBEHHYI0 MPAKTHEY:
180 yacos
B TOM 4HCAe B Giopame npakTudeckof noarorosky 180 gacon

lpomesyrounas arrectanns s hopme Audipepenn PORAHHOIO 3349¢Ta



2. TEMATHYECKHH ILTAH H COTEPKAHHE
NPOH3IBOJACTBEHHON MPAKTHEKH

Hammenonanme Tema ypoka Copepseanie yuelnore | Obbem
npodecenoHaTLROIG NpOHROICTEEHRO MaTepHALL BT
MUY 51, TEM NpaKTHER
ITvL
HokymMenTaumonnoe
obecmeTenne 180
AeATEILHOCTH
OPTAHEIALRH
Tewma 01.1 1. CocTaBnenue u Odopunenne Gnanka 6
CocTaBrenne u oipopsrerne caymebHLX | NHCEMa
odioprnense THCEM YkazaHHe PEKEHINTOR
CHPEBOYHO- OPTaHH AU
HHpopMAMoHRCEH Cocrannenuc Texcra
JOKYMEHTANHH CAYHCOHLIX MHCeM
Buspposanne nucema
PYROBDIHTENEM
[pasuns pacceUTKH
CHYHEDHRIN HceM _
2. CocTapienne CocTannenns n oopMicHmg &
ofopMieHne JAABTEHNE | SaRBICHHA
OdpopMIeHNe peRBIINTOR
JAARICHHAA
CocTasneHne TeKeToBoH
YACTH 3MHRNCHEL H
cny#eDHEIN OTMETOK Ha
paboueM noie RokyMenTa
3. CocaBneHne o Odopmnense saronopownoi ]
obopMIcHHe HACTH NPecTaRIEHNA
npencTagmenni CocTasaenne TeKCToROf
QACTH NMpeIcTARTCHHES
Odpopmnenne cnymedHEx
OTMETOR HA paboyen none
OOKYMEHTa




| 4. OdopscHEe B
NEpPEenaa TenerpaMMEL.
OdpopaiierEe 1 Mepeaasa
Tenehomorpasss, daskca

CocTasnenne TexcTs
TENETPaMMEL

Odwopmacene Tenerpadnore
Dnanka

OprafHIanis paccsUTEH
(kpopuncine
Tenefio oI PaMME
OTnpannenes
TeehoROTPaMME]
IpuaaTie TenedoRorpamML
JAMKCh TelepoHoTpaMME! B
Y PHAT

[Tepeaava Texcra nmo
KaraTas GakcrEMEIEROR
CHAIH

3. Odopmnensne (ipopunenne coywebuoi
caymedHEIX cripaBox CHpPaBrH
OthopuneHse peKaRIETOR
COpARKH
CocTannenue Texcra
CIIPABKE
Buznapopanne u sasepenne
COPABRH
&, Odopsichre Opopunenne peksninTos
cnyme0HOrD aKTa, aKTa
Odopmaerne akTa ¢ CocTanIenne TereTa
ACIIOMEIOBAHNEM YIBepHICHES AKTA
yEHGRIHpOBIHHOR OipopaiTeHEe KT ¢
DOpME] HCMOMLA0BAHHCM

YHHGHUBPOBAHHOH (ropME
T-73 (AxT 0 npreme pabor)

7. Coetapmenne
OOKTAHEBIX IAMHCOE

Oipopanenne Granka
JOETATHON SAKHeKH
VinsaHue peKBHIATOR
OPTATHIAIHH B JOKTAIHOH
SAMHCKH

Cocrasnenne Texcra
Perucrpanua goxtannod
FAMHCKH

Busrpopaune

Pesomonua

8. Odwopmnerne
O BACHHTETER LY 3ATTHCOK

Yrazanne Ha odopMaemHme
TéxeTa 00RRCHRTENBHOH
3AMTACKY, TICACHATOIEH
COORITHE W daxT
Chpopunenne
ofveACHETEIRHOH 3anmcKn,
MOHCHAKIIEH COTepRaHne
TOKYMEHTA Ha ofiren
OaHES

Moanacs ToxyMerTa
D¥KOBOTHTIEM




| Hoanmcs aptopom-
COCTABHTENEM

9, Jancnrenue Gnarka
TElerPaMMEl

YKaIuHue Ha PECHAIATE
TeMETPAMMET

Bridop kareropuy 1 s
TeMerpaMmhl

Ohpopunenue renerpadroro
Brnanka

10.Cocrannesue dhopmsl
AR PETHCTPalHA
TenedoHorpaMm s

Odopunenwe
TeNePOHOrPAMMET
Omnpazrenne
Tened RO PAMMEL
Iprnamae TenodonorpaMmE
3aMcs TenefoHOrpaMML B
AypHAD

HNepenana Texcra mo
KaHEATAM (PaKkCHMHITEHOM,
mabo renedoRROl cEIE
¥eTanoBKH NpH nepeaayn
TENCPOHOTPEMME]

11. Haroronnenwe
COPERKH W BRITHCKN H3
HOKYMEHTOR 110 THIHOMY
COCTARY

Haroronnenue cipasxy #
BRITHCKHE M3 JOKYMEHTOR B
COOTBETCTEBHH ¢
TpeboranmaMH ['OCTow
7.0.97-2016 na Gnanxax
fropaata Ad u AS.
[MonBop obazarensimmx
PCHEHAHTOR
Ohpopsnerue Gaapkos ¢
YIAOBRM H OPOJONLHEM
PACTIONOHCHHEM
PEKEHZHTOR

Tewna 01.2
CocTaRnenne u
odopsirenne
PACHOPHIHTETEH O
NORVMEHTAIIHH

1.Odopmnenne npsrason
o oCHOBROTH
HEHTENEHOCTH

Odioprnense npriasa
Ovpopunesne pexsnzpmos
NpHEaIa

Cocrarnerse TekeTa NpkEa3a
BuzupopaHue npHkase

2. Ovpopacienne npukason
110 THUHOMY COCTanY

Odopunenne nprxaza no
JHHHOMY COCTARY ©
HOMOLIOBAHHEM
YHHpHURpoBaHHEX (Gops no
NP0 HHBIM A2HHKM

3.0dopunenne g
COCTABRNCHHE BRIMHCKH H3
MPHEATE 0 OCHOBHOCH

Odopmiesne BRINHCER 13
MPHKASE 10 NPe]AcHeHHLM
MAHHEIM

JEATENRHOCTH
4.0dopmienne 7 Odopsmnenma Gramxs
COCTARTEHHS PACIOPAKE HH
PaCOOpR#aHMI Odopmnenne persusnrtos
pACTIOPTEEHMA

CocTanaeHue TeKkeTa




PACTIOPAACHHA
BuzHpoBaHMe pacnopaaets

3.Cipopuaenne o
COCTARMSHHE VEaiansi

Odopamente pekansaToR
YEASAHHA

CocTammeHne Texcra

YEAIAHMA
BuidpoeanHe yuesanng

b.Odopunenne
COCTABNEHHE pomeHHf

Odopainernne Gnanxa

P LI HHA

Odoprnenne pexeanTon
pellieHHs

CocTaBneHne Texcta
PEIIEHHT

BusHpoBaHne peimeHis

7. Chpopamerne u
COCTARMEHHE MPOTOKOI0N

CocTasnelHe npoToKoaa
Brbop pekruauTon

BuGop w cocTapnenie rencta
Ha ofnmx GnaHkax
KOHEPETHOIC BHIE

Moanucs nporokonos
EOMHCCHER

Tewa 01.3

[lpaem n ofpatorka
TMOCTY AN
KOPPeCIIOHIEHIHE

1.TIpeen nocTynaomei s
OPTAHAIALN
KOPPecnoHIeHIHA,
llpensapuTensros
PACCMOTPEHHE
MOKYMEHTOR,
Hupercars.

Tpues KoppecnongeHLHm
[poscpra npaskasHocTh
ACCTABKH H UENOCTHOCTH
BIOHCHHH
[Mpeasapirensaoe
PRCCMOTPEHRE (COPTHPORKA,
PaIMETHR)

MNocrancexa oTMeTkn 0
NOCTYILIEHNA DOKVMEHTS
(PErBCTPAMOHHEENR BrTamn)
Pacnpenenenue
HOCTYTHBLUIK A0KYMEHTOR,
HATIPABAAEMEIX A
CTPYETYPHEIC NOApasIefe s
H HCOOTHHTE I LHEIM JTHLAM
OhpopMnense wHaekca B
LTamMIE A0 pericTpaLny
JOKYMEHTa

2. 1lepenaua noxyMerToR
PYKOBOHTEII0,
Hepenava noxysenTton
HCHOMEHTENE # KOHTPOIIE
HCNOMHEHHA J0KYMEHTOE.

PaceMoTtpenne qoxymenta
PYROBOMHTENCM M BHECEHHE
CRENEHHA W2 PeaomoLy &
HYPHAN MM KapTOuKy
PerHCTpaLHK

[locranoska gokymenTon Ha
KOHTPOTE

[porepra ceocapeMerBOCTH
AOBCASHHA JOKYMEHTOR 10
KOHKPETHEIX HCNONHUTERCH
IMpeusapuTembhas nposepxa
H PeryTHpORIHME K00
HCRONHeHHA

CHATHE AOKYMCHTOR ¢

KOHTDOSE
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Yuer u obofueHne xoaa o
PEIYIRTATOR HCNOHEHRKA
AOKYMCHTOR

CocTanieHte OTHETa D
KOHTPOUTIO HCTOTHEHHA
ADKYMEHTH

DopME! KOHTPOIS 32
HEMOTHEHHEM JOKYMCHTOR

Tema 01.4 1. Kaprousas dopma JanonHcHHE
{opMET PEHCTPALTMA | PETHCTPALMH JIOKYMEHTOR perHeTpaIHOHHOH KapToNEH
JOKYMEHTOB, 2. A ypransras dopua PerHeTpamns noKyMeHToE B
PErHCTPAHN AOKYMEHTOR | MYPHATRROH Gopume
3. ANTOMATHIApOBAHHAS Beoa ceomennii o
(AneTpoEHad) opsa ADKYMCHTE B AMeKTPOHHYID
PETHCTPALHEH JOKYMEHTOB | PErHCTPRIHOHHO-
KOHTPOIBHYIY KAPTOMEY
Tena 01,5, LIMpocranmesne o COCTABAESHAE JOKYMEHRTOR
CHeTeMATHIANMS H HOMEHKIATYPE 18N N0 SArOM0EKaM Jema {ToMa,
XPaHCHHE CPOROR XPamesHs YACTH )
AOKYMEHTOR, DOKYMEHTOR Brecenne B rpady «Cpox

Xpanennt, No crares mo
Hepesrirn cpoms

JOKVMERTOR
2 llopenox npopepetns | Orbop aosyMenToR
IRCICPTHIRL HEHHOCTH BPEMEHHOTD B MOCTOSHHOTD
JOKYMEHTOB, XpaHeHHs
Coctarnenue 0 O1Bop A0KYMEHTOB ©
odopMIsHIE NPHEZE O BREMECHHRIMH CPOKAMM
COZNAHAA IKCTIEPTHLY KPaHEeHHA, TOUTERAEE
FOMBECCHTT NAMbACHIEMY XPRHCHHID B

CTPYKTYPHEIX
moopasieneHHAN,
BHUOCACHHE K YHHRTOMEHHID
IEN 38 NPeabLOYIHE rojbd,
CPOKH XPaHEHHA KOTOPRIX
HCTEKTIH,

Crhfop noKYMEHTOR
BOCTORHHOMND XPaHeHHA
NPOBOIHTCA Ha OCHOBRHHMH
BENOMCTEEHHOMD (& TIPH ero
OTCYTCTRHH — THIIOBOTG )
NEPeYHA JOKYMEHTOR C
YRAZAHHEM CPOKOE HX
KPAHCHHA H HOMCHKIATYDE
Jen Oprand3anHe IyTeM
NOTHCTHOrD BPOCMOTPRE Jen.
[pr nomreTHoM DpocsoTpe
A€l NOCTORHHOTD XPRHEHHH
NOJUTERAT HAhHTHIO
AYBNeTHERS J3EMIRAPEL
DOKYMEHTOB, YePHORHKH,




HEOHOPMIEHHRIC KOMHH
TOKYMEHTOR H TOKYMEHTH ¢
BREMCHHEIMM CPOKAMH
XPEHCHHA.

[lonbop pexsmamron
Cocrasneane Texcra
HPHKA3A

Hoanuck npsgasa
PYEOBOTHTETEM
OpPrasHIEIHHE

3. DopMHpOBAHHE NET B

pymsposase

OPTaHHIAIHH HCOONHERHBIX DOKYMEHTOR B
JIEN0 B COOTRETCTRHE ¢
HOMEHENATY RO gemn

4, CucremarHianms CHeTeMaTH s

AOKYMEHTOR BHYTPH JE0a | HCTONHEHHLL JOEYMEHTOR

B COOTBCTCTEBHE ¢ BHYTPH fcna ogHoro

ONEPaHOHILIM K KAEHAAPHODD Foja

paboTany

=a

3. hopuuposanue gen
HOCTOAHHOID XPAHEHHA |
BpeMCHHOID (canmme 10
TET) Cpoxa B
COOTBETCTBHH ¢
TpeDOBAHHAMHY K
CHOPMUDOBAHHOMY ey

[Monmuska wan nepenner
MOKYMEHTOR B J1ena
Hymepanss nucros B gene
Coctanneswne BHYTPEHHCH
OIRCH JOKVMEHTOR
Cocrarnenye amera-
ABEPHTENA

Odopmnense ofinosk nena
( HAHMEHOBAHHS
CIPYETYPHOID
OOAPa3acieHns
DPraqdiIaneHe )

6. Topagok odopuenns
AOKYMEHTOR BPeMEHHON
Xpanenns (@o 10 ner
BETHMHTEIEHO )

Odpopmmenne ofnokkn aena
Pasmemenne goxymenton &
CKOPOCIIMBATENSX

1. Ogopanenne obnosks
OENA NOCTOTHAONG |

BPEMEHHOID XPAHEHHE H
N0 THYHOMY COCTABY.

[NonGop pexnrauTos 1
PACTIONIGHCHEE WX Ha
thopuare Ad;
Hawmeropamme
OPTAHASAIHE B 6o
HemOCPENCTECHHAS

DO HEHHOCTE
Haumenosanme
ETPYETYPHOTD
NOapaInere T

Hanere nena

Homep nena (roma, uacta)
M0 rOJoEOMY pasgeny
CBOAHOH OMcH Oen
3aroMoBoR Jena
ARHOTAIHA K JOKYMERTAM
AENA (IR Jen MoCToOSHHOrD




HeOHOPMNEHHLIE KOOIE
AOEYMEHTOE M JOKYMENTH] ¢
BPEMEHHEIME CPOKIMH
MPAHEHHA,

[Moafop pexsusntos
CocTarneHHe TexeTs
PHEA%4

[oanncs npakasa
PYKOBOOWTE IeM
OpIAHHIALIHE

3. DopMupoBaNte nem B
OpPraHn3Iamne

[ pynnuporarne
HCOONHEHHBIX HOKYMCHTOR B
JEN0 B COOTEETCTRHM ©
HOMEHKNATYPON Jen

4. CocreMarnzanna
AOKYMCHTOB BHMYTPH Jena
B COOTRETCTEHH C
ONMEpalHOHHEDE
paboTamu

CHOTeMaTHIANMS
HEITOMHEHH B I0KYMeHTOR
BHYTPH Jena ogHer:
KaeHIAPHOMD rona

3. PopMHpOBAHEE Ten
NOCTOAHHOTD XPaneHEA H
BPeMEHHOTD (cELmne 10
fIET) Cpowa B
COOTBATCTRHN C
TpeboBAHHAMH K
ChOPMHPOBAKHOMY TenRy.
Odopmnenne ofnomss
[&ia NoCTOAHKHOID |
BPEMEHAOTD XPAHCHHS H
00 THYHOMY COCTARY,

[Mogmeexa win nepenner
AOEYMENTOR B AETa
Hymepauma nuctos B gene
Cocrasnenne suyTpenned
OIHCH NOKYMCHTOR
Cocrasnenue nicra-
IADEPHTETA

Oipopraeane obnoswin gena
(HANMEROBAHHE

CTPYETYPHOTO
noopaaaefeHH
opraswzawan). [Tonbop
PEEBHINTOE H
PACIIONOAKESHHE X HA
popaare Ad:
Hanmeropamne
OPrAHHIANHE 1 e
HEMOCPEICTEEHHAN
MOIYHHEHHOCTE
Hammenonaame
CTPYETYPHOTO
NOIpasIeIeHHR

Huneke nema

Homep nena (Toma, yacts)
N0 TOSOBOMY PATNETY
CROTHON OOHCH en
Jaronopox gena
AHHOTAIMA K I0KYMEHTAM
Jiena (A8 fen nocTOAHEOT
XPEHEHHS, COTEPHALINK
00000 HEHHEIE TOKYMERThL)
Hara nena (Toma, TACTH)
Konugectso mHeror B gene

—
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Cpok XpaHcHRS 1ena

| ApxuBHL mmbp genn

' Ha obnowse men
MOCTOAHHOTO XPaHEITHS
IPEIYCMATPHBASTCR MECTO
IUTA HAHMEHOBARNA
rOCYIAPCTEEHHOTD ADXHEA, B
KOTOpLIE oBR ByIyT
TEPeIaHbl, KOZOR
TOCYAAPCTHEHHOIC APXHEL |

ODTAHAIATAR _
6. Topanox odiopmneann | OdopMienine obmokEn jgena 6
AOKYMCHTOE BpeMenroro | Pasmentenue qoxyMenToR B
xpaserns (1o 10 ner CROPOCITHEATERX
BEIBOYHTEIRED )
T. 6
Anwipdepenunposann ki
INYET

Beero 150

.  YCIOBHSA  PEAIM3AIIHH  NPOM3BOJACTBEHHON

NPAKTHKH
3.1. Ofmue TpeboBANAA K OPraHu3anny NPOHIBOJCTBEHHOM NPAKTHRNH

Peanmusamus nporpaMmel NpeanofaraeT NpoOBEAeHHE TPOH3BONCTEEHHOT
APSKTHEH Ha MPelnpHATHAN/OPraHH3ALKAK HA OCHOBE [NPAMBIX IOIOBOPOR,
JAKTHOMAEMBEIX  MEKIY  0DpasOBaTelbHEIM  YUpPeRUeHHeM H  KawasM
peANpHATHeM/OpraHi3aleli, Kya HANPABIRIOTCS ofyHarolMecs. OpraHusamo
H PYKOBOACTBO TNPOMIBOJCTEEHHOH NPAKTHKOA OCYNIECTBISIOT pPYKOBOIHTENNH
MPaKTHEH OT OOPa30BATENBHOIO YHPEHICHHs M 0T opranmsamnd, Obmee
PYROBOACIBO W KOHTPONIE 33 npakTHKoH oT oOpazoBaTensHOro y4pesseHus
OCYIIECTBAAeT CTapiunii Mactep. Hemocpejcrsesnoe pyKOBOACTEC TpaKTHKOH
ydeGHOH IPYTIAM OCYMIECTANNETCH MACTEPOM NPOHIBOICTEEHHOMD ofydeHnd, a
TAKKE  pabOTHHKAMH  NpeanpHATHE/opranwsammil,  sakpenmeHHBIMH 33
oby4anonmmMucs,

IlpowssoncTeeHHAs NpakTHKA NPOXOAMT KOHIEHTPHPOBEAHHO B BHAE
MPAETHYECKOH MOATOTOBKH B OPraHH3aliAX, OCYLIECTRIAIONINX ACHTeNbHOCTE 110
COOTBETCTEYIOmEMY NpoMmo BIH e CTPYKTYPHOM  NOApasme/leHsH,
NpENHASHAYEHHOM A4 NPAKTHYECKOH MOATOTORKY, HA OCHOBAHNM 33KMIOYeHHOID
Jorosopa.

3.2, Xapaktepucruka pafounx meer (Ha xoTopeix obyuamommecs Oy IyT
NPOXOAHTS NPAKTHKY ):

Wi [prmengemsre
OSopynopanne HHCTPYMEHTEI
LEXOR, YHACTKOR
(npucnocofineqns)
[pennpuatua - KOMIBIOTEPHOS - IPOTPaMMHDE
ropona | kpad ofiopymosanre (koMnsioTepsl, | obecnevenne obIero |




MPHHTED, CKAHEp, IOKATRHAS | mpodeccHOHANBHOTO
CeTh € HocTynoM B HuTepHer); | masnauenns (maxer

- KOMITTeKT Mebenm. nporpamy MS Office,

- 0DPAa3NL! TOKYMEHTOB: Heno);

= DacXO[HbiE MATEPHANE], - KAHLENAPCKEE TOBapEL
THCKH;

- CPEACTRA CBA3H: TeledoH,
(akcumMunbHEI annapar;

- OPTEHH3AUMOHHAN TEXHEKA:
OPHHTED, CKaHep, KCEPOKE HilH
MDY,

3.3, Hudopmanuonnoe obecnedenne obyuenns
OcHoOBHBIE HCTOYHHKH?

l. Kyswemon, M. H. JoxyMentammownoe obecnedenie  YNpapIeHAA,
HokymenTtoofiopor W genonponIsomcTeo: Y4eOHHK M OpakTHKYM s
CpeaHero npodeccHoRansioro obpazoeanms / M, H, Kysrenos. — 3-e waj,,
mepepad. @ non., — Mockea: Manarenscrro Opasit, 2020. — 462 ¢. —
Texer: venmocpencTReHHLI,

HonoaauTeibHble HCTOMHAKN:

I. Koprees, U. K. loxymenTanuonsoe ofecnegenme YTIpaBIeHHA: YyelHHK
H MpAKTHEYM MU CpelHero npofeccHoHansroro ofpasoranus / M. K.
Kopnees, A. B. lenko, B. A. Mamrypues. — 2-g u3n., nepepab. u gom.
— Mocksa:  HMspatemserso  Fpaiit, 2019 — 384 C.-
(HIpodeccronansroe obpazosamue), — Texcr: HENocpeNcTReHHEI.

2. Wypanosa, H. H. Ocrosw AEMONpPOH3BONCTBA: yHefHHK H NpaKTMEYM
And cpeiHero npodeccHoHANsHOTO obpasosanus / F, H. [ysamosa, A.
). MBsanosa; mon ofmei pemakimedi Ho H. Ilysanopoil, — 2-¢ man,,
nepepab. H gon.  -Mockpa: Wagarensetso paiir, 2019. — 428 ¢.-
(IIpodeccronantuoe obpazopanne). — Texer: HETIOCPEICTREHHEH,

3.I0CT P 7.097-2016. «HaunonamsHeii crannapT Poccuiickoi
Deneparmin. CucTeMa CTAHIAPTOR Mo HHpopManun, GubaHoTesnonmy
H3IATENbCKOMY eIy, Opramsammorno-pacnopagaTensnas
AoxymeHTanud. TpeGopaHus K oQOpMUEHRID  JOKYMERTORH (vTB.
IMpukasom Pocorannapra ot 08.12.2016 N 2004-cT).

4. Kypuan «JlenonpoH3soacTeo o ACEYMEHTOOBOPOT HA HpPennpHATHIL
2020-2021rr.

Hurepuer-pecypen:

. hitp://www.edou.rw/enc/vvedenie.php Inmuknonems

JenonpoHIBOACTEA
2. http:/idelpro.narod.rundex.htm! HenonponssoacTeo
3. http://sekratar-info.ru/ Cexpertaps-pediepent
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4. httpi/fwww.sekretariat.ru/document/PRO Henonpouzeoncteo 1 C3]]
5. http://delo-ved.ru/Bee o genonponssoscrae

IV.

KOHTPOJIE H OHLEHKA PEIYJIBTATOB OCBOEHHSA

MPOH3ZBOJACTBEHHOM IPAKTHEH

Koutpons ®  OUeHKA pesyvisTaToRn

[POH3IBONCTECHHOMN NpPaKTHEH
NPOH3IBONCTECHHON  ITPaKTHEH

npoH3BofcTBeHHore  ofyuenus B npouecce e

OCcHOEHHMA paDoueld  mporpaMmel

OCYUIECTRIASTCH PYKOBOAHTENEM
MPeOOpHATHA  (OPTaHM3ANHH) H  MAacTepoM
[IPOXOIKAEHMS, 8 TaKkke

BLIMOMHEHHA 00YHalOIMMHCH NPOM3EOICTBEHHEIX 3a1a0 i,

PesymeTaTsl obygeHns
| OCBOEHHBIH MPaKTHHECKHIT OMRIT)

DopMEl H METOAR KOHTPONS
H OLEHKH Pe3yIbTaTor o0vieHus

JOKYMEHTALHORHOTO obecneveHHs
| AESTENEHOCTH OPraHH3alHi

Habaoneune [IpH BHIITOITHEHHH
MPOH3BOICTREHHEIX pabor Ha
MPeaNpHATHI OPraHHIaAIMK.
Huddepenumposansniii saver
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