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I. HACIIOPT PABOYE MPOI'PAMMBI YYEBHON MPAKTUKU
1.1. O6aacTh NpUMEHEHHS IPOrPAMMBI

PaGouast mporpamMma y4eOHOM IIPaKTHKM SIBISETCS YacThlO OCHOBHOM
npodeccronansHo# odpasoBarenbHoil mporpammel CI1O — nporpaMmer TOATOTOBKA
KBATMOHUIIUPOBAHHEIX pabodmX, CIIyXallluX, pa3paboTaHHOM B COOTBETCTBUH C
deiepabHEIM TOCYAAPCTBEHHBIM 00pa30BaTeNbHBIM CTaHJAPTOM IO Ipodeccun
034700.03 Jlemonpon3BOaUTeNb, YTBEPXKICHHOTO IIpukazoM MuHoOpHayku PO ot
02.08.2013r. Ne 639, 3apeructpupoBanaoro B Muntocre P® ot 20 asrycra 2013 Ne
29509 pmns mpodeccun 46.01.03 I[enbnpomaozm'reﬂb, BXOJIIIIANA B COCTaB
ykpynaennoi rpymmsl 46.00.00 Mcropus u apxeonorus, «I'OCT P 7.0.97-2016.
Harwonaneueiii cranaapt Poccuiickoit ®epepammu. Cucrema CTaHIApTOB IIO
unbopmanuy, OuOIMOTEYHOMY M WM3JAaTenbckoMmy zeny. OpraHu3alioHHO-
pacropsiuTensHas TokymMeHTalws. TpeboBanus K 0OpMISHUIO JOKYMEHTOBY (yTB.
ITpukaszom Poccranmapra ot 08.1.2016 Ne 2004-cT) BCTynMBILIETO B CHIY C
01.07.2018r.
1.2. lenn u 3agaun y4eOHOH NPAKTUHKH

C 1uenpio OBIaJeHUs BUAAMH TPO(PECCHOHANBHONW JMAEATEIBHOCTH IIO
npodeccur 00y4daroIMiCs B X0e OCBOCHUS y4eOHOMU IPaKTUKHU JOJDKEH:
WNmers npakTtudeckuil | JJokyMeHTalIMOHHOrO  oOecnedeHuss  JeATeNbHOCTH

OIIBIT OpraHM3almmn

YmMers IIPUHUMATh, PErUCTPHPOBATE, YUUTEIBATE IIOCTYIIAFOIIHE
NOKYMEHTBI; IIPOBEPATh IPABUIBHOCTh O(MOPMIICHHUSA
IOKyMEHTOB; BECTH KapTOTEKy ydeTa IIPOXOXKIEHHS
IIOKyMEHTaIbHBIX MaTepHaIIOB.

3HaTh OCHOBHbIE IIOJOXKeHHUs EauHOM  rocynapcTBEHHOM
CHCTEMBl  [EJONpPOU3BOJCTBA;  BHUABL,  (DYHKUUH
JIOKYMEHTOB, IIpaBUJIa UX COCTAaBICHHS U O(QOpPMIICHHUS;
TIOPSI0K JNOKYMEHTUPOBaHHUS “HGOPMALIMOHHO-

CIIPABOYHBIX MATEPHUAIOB; IIPaBUIa JEJIOBOI0 STUKETa U
JIEJIOBOT'O OOIIEeHHs.

H OBJIAJICTh:

1.2.1 IlepeyeHb OOIIMX KOMIIETCHITHH
Kon HaumenoBanne 00IUX KOMIIETEHIHH

OK 1 [lorMMAaTE CYIIHOCTD ¥ COLMATEHYIO 3HAYMMOCTD CBOEH Oy ayIiei
npodeccuu, MPOsIBISITh K Hel YCTONYMBEIN HHTEPEC.




OK 2.

OpraHu30BEIBATH COOCTBEHHYIO AEATEILHOCTD, HCXO/II U3 LEId i cocoboB ee
IDOCTH)XEHUS, ONPeeNICHHBIX PYKOBOIHTENEM.

OK 3.

AHanu3upoBaTh pabouyio CUTyalHIO, OCYIIECTBIATE TEKYIIUNA H HTOrOBBIA
KOHTPOJTb, OIICHKY M KOPPEKIHIO COOCTBEHHOH EATENLHOCTH, HECTH
OTBETCTBEHHOCTH 3@ Pe3yJIbTaThl CBOEH paboTEL

OK 4.

OcymecTBasTh MOUCK HHGOPMAITH, HeOOXOAUMOHN 11 3 (GEKTUBHOTO BEITOTHEHUS
npodeccroHaNbHBIX 3a1ad.

OK 5.

Hcnonp30BaTh uH(pOpPMAIMOHHO-KOMMYHUKAIIIOHHEIE TEXHOJIOTHH B
ITpo(hecCHOHATLHOH JIesSTEIEHOCTH.

OK 6.

Paborare B komaHne, >(QQHEeKTHBHO OOIMAThCS C KOJUIETaMH, DPYKOBOJICTBOM,
KJIHEHTAMH,

OK 7.

VCIIONHATE BOMHCKYIO OOSI3a8HHOCTH, B TOM YHCIE C IPUMEHEHHEM IIONYYEHHBIX
podeCCHOHATBHBIX 3HAHUH (IUIs IOHOIIEH).

JIP 4

[TposiBsrOMMA W JEMOHCTPHPYIOIUI yBaKeHHE K JIFOAIM TpPYHa, OCO3HAOIIHMA
[EHHOCTh coOCcTBEHHOrO Tpyna. Ctpemsmuiics K GOPMUPOBAHUIO B CETEBOM cpere
JIMYHOCTHO ¥ IMPOGhECCHOHATFHOIO KOHCTPYKTHBHOIO «IH(POBOro Ciie/iar.

JIP 7

Oco3Haromui MPHOPUTETHYIO IIEHHOCTh JIHMYHOCTH YEJIOBEKA; yBaXKarOIIWi
COGCTBEHHYIO ¥ Yy)KYIO YHAKAIGHOCTH B PAa3/IMYHbIX CHTYaIHAX, BO BeeX GopMax u
BU/IAX JICSITEILHOCTH.

JIP9

Cob6monaromuii ¥ mporarasIupyoNHi Ipasuia 300poBoro u 6esomnacHoro obpasa
KW3HH, CIIOPTA; MPEAYNPEeKAAIOMMH JIHOO INpeomOIeBalOMUi 3aBUCHMOCTH OT
anKorosis, Tabaka, ICHXOAKTHBHEIX BEHIECTB, a3apTHBIX Urp # T.O. CoxpaHsiommn
IICHXOJIOTHYECKYI0 YCTONYMBOCTD B CHTYaTHBHO CJIOXKHBIX HIIM CTPEMHTEIIBHO
MEHSIIOIIUXCS CUTYaLHsAX.

JIP 10

3aboTsmuiics 0 3aluTe OKpPyIKaroel cpeisl, CoOOCTBEHHON U 4yKoi 6e301acHOCTH,
B TOM 4ucJe Hu(GPOBOH.

JIP 11

[TpOoABIIAIOMMA YB)KCHHE K 3CTETHHYCCKHMM IIEHHOCTAM, OONIafaiOIiid OCHOBaMH
3CTETHHECKOH KYJILTYPEI

P13

Cobmogaromui B cBoeil npothecCuoHaTbHON JeATEIbHOCTH 3THYECKUE IIPHHIIATIBL
YEeCTHOCTH, HE3aBUCHMOCTH, MPO(ECCHOHATEHOr0 CKENTHIU3MA, IIPOTHBOACHCTBHA
KOPPYIIIUKM ¥ 3KCTPEMH3My, OONaaroluil CHCTEMHBIM MBIIUICHHEM H YMEHHEM
IIPYHEMATH PEIICHHE B YCIOBHIX PUCKA U HEOMPEACICHHOCTH.

JIP 14

['OTOBBI COOTBETCTBOBATH OXKHUJAHHUAM paboTomaTeNel: MPOEKTHO-MBICIISIIHH,
5(hEKTHBHO B3aUMOAECHCTBYIOMUN C WIEHaMH KOMAHJB W COTPYIHHYAIOLIHH C
JPYTEME JIOIbME, OCO3HAHHO BBIIONHSIOMMH MpoheccHOHATbHEIE TpeOoBaHHs,
OTBETCTBCHHBIH,  IYHKTYadbHbIM, JUCIAIUIMHUPOBAHHBIA,  TPYHOMIOOUBBIHA,
KPUTHYECKH MBICIAIIKYM, HalCICHHBIM Ha MOCTIKCHHE ITOCTABICHHBIX nele;
JIEMOHCTPHUPYIOIHH TPOo()ecCHOHANBLHYIO KU3HECTOHKOCTD.

JIP 15

OTKpHITHI K TEKYIIMM ¥ TTEPCTIEKTUBHBIM H3MEHEHHIM B MHPE TPY/a U NpoheccHi.

JIP-KK 1

[Ipu3HaoNMil MEHHOCTh HENPEPHIBHOTO 06pa3oBanMs, OPHEHTHPYIOIIMHCT B
H3MEHSIOMIEMCSL PhIHKE Tpyla, wusberafomuii Ge3paboTHIE,  yIPaBISFOIIHAA
COBCTBEHHBIM MpPOMECCHOHATBHBIM —pa3BUTHEM; PE(IEKCHBHO OLCHUBAFOIIMH
COOCTBEHHBIN JKU3HEHHBINA ONBIT, KPUTEPUH JIMYHOM YCIEITHOCTH.

JIP-KK 2

DKOHOMUYECKH AKTUBHEIMA, TIPEAIPUAMYHBEIN, TOTOBBIH K CAMO3aHATOCTH.

1.2.2 Iepeuens nmpodeccHOHATbHBIX KOMIECTECHIIUMA

Kopg

HauMeHOBaHWeE BHIOB JIeATEILHOCTH H NpodecCHOHATBHBIX KOMITETEHIHI

BI

I[OK}’MGHT&]IHOHHOG obecrieueHHe NEATEIILHOCTH OopraHu3aniu




IIK 1.1. | IIpuHMMAaTh ¥ PETHCTPUPOBATH IIOCTYTIAKOIIYIO KOPPECIIOHACHIINIO, HAIIPABILITE €€ B
CTPYKTYPHBIC II0Ipa3/iclIeHHs OpraHu3allyu.

IIK 1.2. | PaccmarpuBarh JOKYMEHTHI ¥ IIEPEABaTh MX HA MCIOHEHUE C YIETOM PE30/IIOINH
PYKOBOJIMTENEH OpraHu3aluu.

[IK 1.3. | OdopmisaTs perucTpanMoOHHbIe KapTOUKK B CO3/1aBaTh OaHK JIAaHHBIX.

IIK 1.4. | Bectu xapToTeKy y4eTa IpOXOXKICHUS JOKYMEHTANbHEIX MaTEPHAIIOB.

IIK 1.5. | OcymecTBiaTh KOHTPOIb 34 IIPOXOKICHHEM TOKYMEHTOB.

IIK 1.6. | OTmpaBisrh WCHOTHEHHYIO JIOKYMEHTAllMIO —ajgpecataM C I[IPUMEHCHHEM
COBPEMEHHBIX BHIOB OpPraHH3aMOHHON TEXHHUKH.

[MIK 1.7. | CocraBaars u 0hOpMIISITE CiIyKeOHbIe JOKYMEHTHI, MaTepHalbl ¢ UCII0IE30BaHIEM
(bopMyIPOB JOKYMEHTOB KOHKPETHBIX BHJIOB.

1.3. PexoMeHayemMoe KOTH4ECTBO YACOB HA OCBOCHHE Y4eOHOH NPaKTHKH:

MaxkcumansHOU yueOHON Harpy3ku obydaromerocs 564 4aca,
B TOM 4HcJie B (hopMe MpaKTHIeCcKoi MoAroToBKY 564 vaca
[IpomexyTouyHas arTecTanys AH(pPepeHHPOBAHHBIN 3a4eT
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[1I. YCJIOBUS PEAJIM3AIIMM YUEBHOU ITPAKTUKHA

3.1. TpeGoBanus k MaTepHATLHO-TEXHUYECKOMY 00€CIIEYEHHIO

[Iporpamma y4eGHO#M NPakTUKH peanrusyeTcs B kKabuHeTe “H(YOPMAIMOHHBIX TeXHOIOTHH
AJIMUHHMCTpAIMS MYHHALMITATEHOTO 06pa3oBaHus ropoj ApMaBup

O6opynosanue:

KOMIIBIOTEpHOE 000pynoBaHue (KOMIIBIOTED, IPHHTED, CKaHep, JOKalbHas CETh C JOCTYIIOM
Wntepner);

nporpamMmuOe obecrederue o0IIero u npodhecCHoHaIbHOr0 Ha3HAYCHHS,

MyJIBTUMEIMIMHAA IEMOHCTPAIIHOHHAS CHCTeMa (KOMIBIOTEP, MYJIBTHMEIMUHBINA IIPOEKTOD,
HMHTEPaKTHBHAS 10CKA);

KOMILIEKT MeOeIu;

paboune MecTta o6ydarormuxcst (KOMIIBIOTED);

paGouee MecTo IpenoaaBarens (¢ BEIXOIOM B JOKAIbHYIO CETh U HHTEPHET);

KOMILIEKT y4eOHO-METOIU9ECKOM JOKyMEHTAIUH;

00pas1ipl JOKYMEHTOB.

3.2, Undopmanuonnoe obecniedenne 00yueHus:
OCHOBHBIE HCTOYHHKH:
1. Kysmemos, W. H.lokymenranuonnoe oOecrnedenue ynpasiesHs. JlokymeHTOOO0OpOT u
IEJIOTPOU3BOJICTBO : Y4eOHHK M MPAaKTHKYM Ul CpeHero mpodeccuoHansHoro obpazopanus / .
H. Ky3uenos. — 3-e u3j., nepepab. u gon. — Mocksa : Mznarensctro IOpaiit, 2020. — 462 c.

,I[OHOJ'[HHTCI[]’:HI:IC HCTOYHHKH:

@

Kopnees, U. K. JlokymeHTaimOHHOE OOECIIEYEHHUE YIPaBlICHUA: Y4eOHHK M IIPAKTHKYM IS
cpemnero npodeccuonansroro obpazosanus / Y. K. Kopurees, A. B. ITmenko, B. A. Mamypnes.
— 2-e u3n., nepepab. u gon. — Mocksa: M3parensctso FOpaiit, 2019. — 384 c.

[llysanoa, H. H.OcHOBBE penompous3BojAcTBa: Y4eOHHK H TPaKTHKYM UL CPEIHEro
npodeccronansaoro obpazosauust / H. H. Ilysanora, A. 10. VBanosa; nox obmed penaxiuei
H. H. lllyBanoBoi. — 2-e u3x,, nepepad. u gon. -Mocksa: M3narenscro FOpaiit, 2019, — 428
G

3.I'OCT P 7.0.97-2016. «Hammonanesusni crangapt Poccuiickoit @enepanun. Cucrema cTaHIapToOB
1o uHbopManun, ONOIHOTETHOMY U W3JaTeNbcKoMy Aery. OpraHu3annoHHO-PACIOPAIUTENBHAS
nokymenTanus. TpeboBanus k odopmienuio noxymeHtoB» (yrB. Ilpuxasom Poccranmapra ot
08.12.2016 N 2004-cT) Berynusimmit B cury ¢ 01.07.2018 r.

4. Xypran «Jlemonpon3BoACTBO U JOKYMEHTOOO0POT Ha MPEATIPHATHH.

Mo = Oy B e bk B s

HnTepHer —pecypcebi:
http://www.edou.ru/enc/vvedenie.phpOHIEKIONEMS 1EIOIPOU3BOACTBRA
http://delpro.narod.ru/Index.htmlJlenonpoussoactso +
http://sekretar-info.ru/Cexperaps-pedepeHt
http://www.sekretariat.ru/document/PRO Jlenonpoussozctao u CO/]
http://delo-ved.rw/Bee o nenonpou3BoacTse
http://www.rusarchives.ru/ - Pocapxus
http://archives.ru/ - @exepansHOe apXUBHOE areHTCTBO
http://window.edu.ru/catalog/pdf2txt/479/24479/7032 - yuebroe mocobue 1Mo apXuBOBEACHUIO
https://eknigi.org/gumanitarnye_nauki/90573-arxivovedenie-konspekt-lekcij.html -
apXHBOBEICHHE KOHCIIEKT JICKITHM
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10. http://www.bibliofond.ru/view.aspx?id=10091#1 — mmaprajika 1o apX¥BOBEACHHIO
11. http://www.rsuh.ru/vestnik/daizi/ - JIokyMEHTOBEICHHE K aPXUBOBEICHHE.

3.3. O6mue TpeGoBaHMS K OPraHM3aNMH y1e0H0H NPaAKTHKH.
Vue6Has NpaKTHKa HTPOBOJMTHCS DPACCPENIOTOYEHO, UepedyeTcs ¢ YUeOHBIMH IMCIMILTHHAME H
npodeccuoHanbHEIMA MOTYJISIMH.

IV. KOHTPOJIb ¥ OITEHKA PE3VJIbTATOB OCBOEHMA YYEBHOM ITPAKTUKA

KOHTpOIb W OLEHKA Pe3yJbTAaToB OCBOEHHS IPOTPaMMBI y4eOHOH NPAKTHKH OCYIICCTBIIIOTCA
MacTepoM IPOM3BOJICTBEHHOr0 0OY4eHHSA/MPENoaBaTeeM IPpO(eCcCHOHAaNBHOTO IHKIa B IMpoUecce
IPOBEIEHHS 3aHATHI, & TAKKE BBIIOTHEHHS 00yIArOMUMHACS y4eOHO-IPOH3BOACTBEHHBIX 3aIaHHH.

PesynpTaThl 00y4eHNA DopMEI 1 METO/IBI KOHTPOJISL
(OCBOGHHBIN MTPAKTHYECKAH OIIBIT) M OIIEHKH Pe3yIbTaTOB 00yJECHUS
JIOKyMEHTAIlHOHHOTO obGecriedenns | HabmoieHue IIpH  BBIIOJNHEHWH Yy4eOHBIX
JEATeIbHOCTHA OpraHu3aliy pabor.

ITpoBe/ieHIE TIPOBEPOYHBIX PabOT
HuddepeHupoBaHHbIi 3a9€T

@opMBI TEKYIIETO0 KOHTPONA ¥ IPOMEXYTOUHOM aTTecTaldd il O0ydaroIlMXCs HHBATMAOB H
ofydaromuxcs C OrPAHHYCHHHIMH  BO3MOXXHOCTSMH  3/I0pPOBBA  YCTAHABJIHBAIOTCA C  yUCTOM
MHWMBHIYANEHBIX TICUXO(QHU3AUECKHX OCOOSHHOCTEH (YCTHO, NMHChMEHHO Ha Oymare, MHCBMEHHO Ha
KOMIIBIOTEPE, B hopMe TecTHpoBaHUS U T.I1.). [Ipr HEOOXOMMMOCTH MPEAYCMOTPEHO YBEIMICHIE BPEMEHH
Ha TIOJI'OTOBKY, & TAKKe IIPEeIOCTABICHHE JOMOIHUTEIBHOIO BPeMEHH UL TIOATOTOBKA OTBETA.
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