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1.OBIIUE ITOJIOXKEHUA

1.1. MecTto npou3BoOACTBeHHOH (M0 NMPOPUII0 CHENHAJBLHOCTH) TNPAKTHKH B
CTPYKTYpe OCHOBHOI npodecCHOHAIBHOM 00pa30BaTe/IbHOI NPOrpaMMBbl

[IporpamMmMa mpou3BOACTBEHHOM (IO MPOGUIIO CIEUUATBLHOCTH) TMPAKTUKHU SBISETCS
4acThI0 OCHOBHOW  mpodeccnoHabHON oOpa3oBarenbHOU mporpammbl (nainee — OITOIT) mo
cnermanpHocT  CIIO  46.02.01  «/lokymeHTanmoHHOe  oOecrieueHWe  YOpaBICHUS U
apXUBOBEJACHME» B YaCTH OCBOGHUS BUIAa TNPOPECCHOHATBHOW  JCITENBHOCTH -
BBITNIOJIHEHHE Pa0OT MO OJHOW HIJIM HECKOJIBKUM NpodeccusiM pabounx, JOHKHOCTIM CITyXKallux
(OKIIATP" 21299 Jlenonpou3BoIUTENb).

1.2. lleau 1 3a1a4u NPOU3BOJACTBEHHOM (110 NPOGUII0 CIENUATBLHOCTH) NMPAKTHKHA
[MpousBoncTBeHHass (1O MPOQPIIIIO  CIENHUATHHOCTH) TPAKTHKA HMMEET  IEeJbI0
dbopMupoBaHue y 00ydaroumxcs yMEeHU!, NpuoOpeTeHrne MpakKTUYECKOT0 ONbITa U PeaTu3yeTcs
B pamkax mnpodeccuonanbHoro monyirs IIM.03  «Bemonnenue pa®oT 1O OAHOW WM
HECKOJBKHM TIpodeccusim padounx, 1omkHoCTIM ciryxarux» OIIOIT CITO mis mociemyromniero
OCBOCHUS UMU OOIIMX ¥ MPO(PECCHOHATBHBIX KOMITETEHITHH 110 H30paHHOM CIICITUAIIEHOCTH.
[Tocne mpoxoxaeHUs TPAKTUKU O0yUYAIOIIHIICS TOJIKEH:
HMeTh NPAKTUYECKUIH ONbIT:
— OpraHu3anuyd JOKYMEHTAIIMOHHOTO OOCCIICYCHUS YIPaBJICHUS W (YHKIIMOHUPOBAHHS
OpraHu3aIuy;
yMeTh:
— IPUMEHSITh HOPMATUBHbBIC TPABOBBIE AKTHI B YIIPABICHUYECKOH JESITEIIBHOCTH;
MOATOTABIUBATH MPOEKTHI YIPABICHUECKUX PELICHUN;
— 00pabaTbIBaTh BXOASIINE U UCXOAIINE TOKYMEHTBI, CHCTEMAaTH3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYPY Jies1 U (OPMUPOBATH JOKYMEHTHI B JIEJIa;
TOTOBUTH U MPOBOJAUTH COBELLAHUSA, JEIOBbIE BCTPEUH, IPUEMBI U IIPE3CHTALUU;

3HATh:
— HOPMAaTHUBHbBIE IPABOBbIE AKThI B 00JaCTH OpraHU3alMy yIIPaBIEHUYECKOH NesTeIbHOCTH;
— OCHOBHBI€ [TPAaBUJIA XPAHEHMS U 3AILUTHI CIIy>KeOHOM HH(pOpMaLHH.

Pe3ynbTaTrom OCBOEHHSI TPOrpaMMBbl MPAKTHKH SIBISETCS OBJaJIeHHE OO0YJarolIMMHUCS
BUJIOM  TNPOGECCHOHAIBHOM  JESITEIBHOCTU:  BBINOJHEHHWE  paboT 1o  mpodeccuu
«/lemonpon3BOAUTENB» U COOTBETCTBYIOIINX

o0mmx komnerennuii (OK):

OK 1. TlonumaTh CYHIHOCTh M COIMANBbHYIO 3HAaYUMOCTh CBOEH Oymymieil mpodeccuu,
IIPOSIBJIATH K HEW YCTOMYMBBINA MHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO N€ATEIbHOCTh, BHIOMPATH TUIIOBBIE METOMABI U
CIOCOOBI BRITIOJTHEHHUS MPOPECCHOHAIBHBIX 3a]1a4, OIEHUBATh X Y()(PEKTUBHOCTH U KAUE€CTBO.

OK 3. IlpuHuMmaTh pemieHuss B CTaHAAPTHBIX M HECTAHIAAPTHBIX CUTYyalUsX U HECTHU 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiaTh TOMCK W HCMOJb30BaHHE WHGOPMAIMU, HEOOXOIUMOU s
3¢ ()EKTUBHOTO BBIMOTHEHUSI MPOPECCUOHAIBHBIX 3a7a4, MPOo(eCcCHOHATHHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5. MUcnonb3oBarh MHGOPMALMOHHO-KOMMYHUKAIIUOHHBIE  TEXHOJIOTMH B
npohecCHOHATBEHOM NeSTENLHOCTH.

OK 6. PaGorarp B KOJUIeKTHBE U KOMaHje, 3(P(EKTUBHO OOIIAThCSA C KOJIJIETamH,
PYKOBOACTBOM, OTPEOUTEIISIMH.

OOmepoccuiicknit kinaccudukaTop mnpodeccuit paboymx, MOKHOCTEH CHyXalMX M TapuHBIX pas3psioB
(OKIIATP).



OK 8. CamocTrosTenbHO ONpeAeisaTh 33ha4d NPOPECCHOHATBHOIO W JMYHOCTHOTO
pa3BUTHA, 3aHUMATbCid  camMooOpa3oBaHMEM, OCO3HAHHO  IUIAHUPOBATh  IOBBIIIEHUE
KBaJTM(PHUKALINH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX YACTON CMEHBI TEXHOJOTUN B TPOdecCHOHATBLHOMN
JIeSATEeTbHOCTH.

npogdeccuonaabHbIix komnerenuui (I1K):

[1K 1.4. Opranu3oBsiBaTh pabodyee MECTO CeKpeTapsi U PYKOBOJIUTEIIS.

K 1.5. OdopmisiTh W OpPraHU3alMOHHO-PACIIOPSAUTEIIBHBIE KOHTPOJUPOBATh
CPOKH MX UCIIOJTHEHHUSI.

IIK 1.6. OGpabaTpiBaTh BXOAIIME M HUCXOMISIINE JOKYMEHTBI, CHCTEMATU3UPOBATh HUX,
COCTaBIISITh HOMEHKIIATYPY 1N U (POPMUPOBATH JOKYMEHTHI B JIEJa.

I1IK 1.7. CaMOCTOSTEILHO paboratb C JIOKYMEHTaMH, coiepKalluMu
KOH(UICHIMATHHYIO HH()OPMAIIHIO, B TOM YKCIIE C JOKYMEHTaMH I10 JIMYHOMY COCTaBYy.

IIK 1.8. OcymiecTBasaTh TeraehoHHOE 00CTYKUBaHHUE, TPUHUMATD U TTepeaaBaTh (DaKCHI.

IIK 1.9. OcyiiecTBasTh MOATOTOBKY JIEJ K Iepeadye Ha apXUBHOE XpaHEHUE.

IIK 1.10. CoctaBnsiTb ONUCH /i€, OCYIIECTBIISITh MOATOTOBKY €N K Iepejaye B apXuB
OpraHu3aIy, TOCYapCTBEHHbIC U MYHHUITUTIATHHBIC APXHUBBI.

3amanust U1 IPOU3BOICTBEHHOH (IT0 TPOGMITIO CIEMATBHOCTH) TPAKTHKE pa3padoTaHbl
HAa OCHOBAaHMU Y4eOHOro IuUIaHa mo mnpodeccuoHanbHoMy wmoayao [IM.03 MJK 03.01
«BpinosnHeHne pabot no npodeccun «Jlenonpon3BOAUTENb»», KOTOPhIE TOMOTalOT 3aKpENUTh
TEOpPETUYECKHE M IPAKTUYECKUE 3HAHUS, MOJYYEHHbIE B IpOLecce M3YYEHUS OTAENbHBIX
BOIIPOCOB 110 TEMaM IPO(EeCCUOHATBLHOTO MOy, OTPabOTaTh YMEHUS U HaBBIKU BBIIOJIHEHUIO
pabot 1o npodeccun «Jleaonpon3BoAUTENbY.

[TpoomKUTETHHOCTh IPOU3BOJICTBEHHOM (110 TPOGMITIO CIIEIUATBHOCTH) TMPAKTHKH 10
cnernuanbHocT 46.02.01 «JlokyMeHTaIllMoHHOE o0ecrieueHre YIpaBlIeHUsl U apXUBOBEJICHUE» U
NEepUOJT POXOXKICHUS MPAKTUKH OMpEAEIseTcs y4eOHBIM IJIAHOM M KaJIHJApHBIM Y4eOHBIM
rpaguKOM.

2. OPTAHM3AIIMS ITIPOU3BOJICTBEHHOM (IIO TPO®UIIIO
CIIEUAJIBHOCTH) NTPAKTUKHA

2.1. TpowsBoxacTBeHHast (10 MPO(UIIO CHENUANTBHOCTH) TPAKTUKA IPOBOJIUTCS Kak
HEMPEPHIBHO, TaK U MyTEM YepeOBaHUs C TEOPETUUECKUMU 3aHATHIMU IO THAM (HEJeNsM) pu
YCIIOBUU OOECIEUEHUs CBSA3M MEXAY TEOPETUYECKUM OOyuyeHUEM M COJAEpKaHUEM IMpakTUKu. B
Nepuoj MPOXOKICHUS TMPAKTUKU B OpPraHM3alMsaX U YUPEKICHHSX - 0a3ax NpPaKTHKH, Ha
o0yyJaroIerocsi paclpoCTpaHSIOTCS MpaBUia OXpaHbl Tpylda U IpaBUJa BHYTPEHHETO
pacnopsaka, 1eiCTBYIOIIMX B OpraHU3aIMi — MECTE MTPAKTUKH 00y4aroIerocs.

Ilo pesynpTaTaM mpakTHUKH OOy4arOIIMMCS COCTaBisieTcss OT4yeT. B kadectBe
OPWIOKEHUS K OTYETy [0 MpaKTHKE O0O0ydaromuiics NPUKPEIISeT MOATOTOBICHHbIE UM
MaTepuaibl, NOATBEPKAAIONINE TPAKTUIECKHUI OIBIT, TIOJYyYEHHBIN Ha MPAKTHKE.

[IpaxTuka 3aBepuiaercs 1uddepeHIMpPOBaHHBIM 3a4€TOM MPU YCIOBUU MOJOKUTEIBHOTO
aTTECTAllHOHHOTO JIMCTAa IO TPAKTUKE, HAIWYMs TOJOKUTEIBHONM XapaKTePUCTHKU Ha
oOyuyarolierocsi 1Mo OCBOCHHIO KOMIETEHLMH B NEPUOJ MPOXOXKAEHUS NMPAKTUKU; MOJHOTHI U
CBOEBPEMEHHOCTH IIPEJICTABICHMUsS] OTYETAa IO IPAKTHUKE B COOTBETCTBUM C 33JaHUEM Ha
MPAKTHUKY.

Bce oOywarommecss rmepen HayalloM MPAaKTHKH  00si3aHBI  NPHCYTCTBOBaTh Ha
OpPraHU3aI[MIOHHOM COOpaHUM, KOTOPOE MPOBOJAT PYKOBOJUTENN MPAKTUKH - IMPENoJaBaTesd
TEXHUKYMA.

Ha opranuzanmorHom coOpanuu 00ydaromuecs T0JKHBI TOJTYIUTh:

1. OOmuit UHCTPYKT@X IO TEXHUKE OE30MaCHOCTH MpH  MPOXOXKICHUU
MIPOU3BOJICTBEHHON (TI0 TPODUITIO CHIEIIMATIbHOCTH) TPAaKTHKH.



2. UnpuBuayanbHOE 3aJjaHME U aTTECTALlMOHHBIN JIUCT MO AAHHOMY BHUIY IPAKTHUKU B
IIEYaTHOM BapHUaHTe.

3. MeTtoanueckue peKOMEHIAINK 10 0(OPMIICHUIO PE3YIIbTaTOB MPOU3BOICTBEHHOMH (110
IpOoQIII0 CHENHUATbHOCTH) MPAKTHKH.

[TpousBonacTBeHHass (MO TMPO(HIIO  CIEUATBHOCTH) MPAKTUKAa BBINOJHIETCS B
yCTaHOBJICHHBIN TpadukoM cpok. [Ipexne yeM NpuCTynuTh K NpakTHKE, 00Y4arouiics 10KEeH
BHHUMATEJIbHO 03HAKOMUTHCSI C HACTOSIMMHU METOINYECKUMU PEKOMEHJAIUSMU K BBIITOJIHEHUIO
IPOM3BOJICTBEHHOH (110 IPOIIIIO CHELUATbHOCTH) MPAKTUKH U 33JaHUEM.

Opranuzanusi MPOU3BOACTBEHHON (MO0 MPO(MII0 CHEUUANbHOCTH) MPAKTHKH Ha BCEX
JTanax HalpaBieHa Ha OOeCeYeHHE HENPEPhIBHOCTH M IOCIEA0BATEIbHOCTH OBIAJCHUS
00y4aromuMUCs HaBbIKaMH NMPO(EeCCHOHAIBHON eI TETHbHOCTH B COOTBETCTBUH C TPEOOBAHUSAMHU
K YPOBHSIM IIOJTOTOBKH BBIITYCKHHKA.

HenocpeacTBeHHBIMU Y4aCTHUKaMHM OpPraHM3alMd U MPOBEACHUS IPAKTUKHU SBIISIOTCS
oOyuaromuecsi, PyKOBOJUTEIb IPAKTUKM OT TEXHHKyMa (MpernoiaBarTeib), PYKOBOJIUTEINb
IIPAKTUKU OT OpraHU3allK — MECTA IIPAKTUKU.

OTuéTbl 0 yueOHON IPAKTUKE XPAHATCS B APXUBE TEXHUKYMa.

[IpoxoxneHue npakTUKU COCTOUT U3 CIEAYIOLUX 3TAIOB!

1. IloaroroBureabpbHBIN 3TAIl.
2. OCHOBHOI1 dTaIl.
3. 3aKIIOYATENbHBII dTAIl.

2.2. Y4eOHBIM TJIAHOM OCHOBHOM MPO(eCcCHOHALHOW 00pa30BaTEIIbHOM MPOTrPAMMEI 110
MPaKTUKE MpelycMaTpUBACTCS MPOMEXKYyTOouHas arrectanus B gopme nuddepeHinpoBaHHOTO
3ayera. OueHKa 3a 3a4eT 3aHOCUTCS B BEOMOCTh M 3a4ETHYIO KHIDKKY 00Yy4aroIerocs.

JAnddepeHnupoBaHHbIN 32a4eT BKJIIOYAET B ceOs1:

— BBICTaBJIICHHE OLEHKM MO0 pe3yiabTaTaM 3allUThl OTYETa NPAKTUKUA [0 KaXKIOU
muciuminae npodeccuonansHoro moxyns I1IM.03 MJIK 03.01 «Beimonnenune paboT 1o
npodeccun «Jlemonpon3BOAUTEIb»;

— BBICTAaBJICHHWE OIICHKM [0 pe3ylbTaTaM CcoOeceloBaHUs IO COJAEPKAHUIO OTYETa,
BKJIIOUAIOLIETO 3apaHEee ONpeEIe/IEHHbIE ITPENoaBaTesieM BOIIPOCHI.

JuddepeHIUpOoBaHHBI 3a4eT MO MpakTUKe MPUPAaBHUBAETCA K 3adeTaMm 110
TEOPETUYECKOMY OOYYCHHMIO M YYUTHIBAETCS TPU TIOABEICHHUH HTOTOB OOIICH yCIEeBAaeMOCTH
oOyJaromuxcs.

OOyuaromuiics 3allyMIIaeT OTYET B YCTAHOBJIEHHBIM paclHMCaHUEM Y4YeOHBIX 3aHATUI
JeHb. Pe3ynbTaThl MPOXOXKACHUS NPAKTUKU MNPEACTaBIAIOTCS OOydaroluMMcs B JeKaHaT U
YYUTBIBAIOTCS MPH MPOXO0XKIEHUH TOCYJAPCTBEHHON HTOTOBOM aTTeCTAllNH.

OcCHOBHBIC KPUTEPUH OLCHMBAHUS 00y4aI0IIHMXCS

Kpurepusimu TpOXOXKAEHUS TMPOW3BOACTBEHHON (MO TMpoduiro  CHenuaabHOCTH)
MPAKTUKU SBIISIOTCS:

— VYpoBeHb  TEOPETUYECKOTO  OCMBICIACHMSI  OOYyYalOIMMHUCA  CBOEH  IPAKTHUYECKOMN
JIesATeTLHOCTH (€€ 1eTieH, 3a71a4, CoAepIKaHus, METOIOB);

— Crenenb cOpMUPOBAHHOCTH NMPO(HECCHOHAIBHBIX YMEHUH;

— Hanuuue 3amedanuii pykoBOAUTENS MPAKTUKH;

— HHunmaTuBHOCTH 00YYAIOIIETOCS;

— KauecTBO mTpeACTaBICHHBIX JOKYMEHTOB, TIOATOTOBJICHHBIX BO BpEMsl TPOXOXKICHUS
NPaKTHKH.

— OdopmieHue oT4yera COrfiacCHO MPEeaAbABIIEMbIM TPEOOBAHUSM;

— YMeHHe JOrHYeCKU IPaMOTHO BBICTPOUTH TEKCT JOKYMEHTA;

— TlonHOTa pacKpBITUS TEMBI, COTJIACHO 33/1aHUIO0 K pa3/eny;

— Hcnonp3zoBaHue 10pUINYECKON TEPMUHOIOTHH;

— CchUIKM Ha HOPMAaTUBHO-TIPABOBBIE aKTHI B AKTYAJILHOHW PellaKInH;

— YMeHHe apryMeHTHPOBATh CBOIO MO3UIIMIO, B TOM YHCIIC U MPH 3aIIUTE OTUYETA.



Pesynprar 3amuThl OTYETAa OMpENENseTCs CIACAYIONIMMH OLEHKAMH: «OTIUYIHO,
«XOPOIIO», «YIAOBJICTBOPUTEIBHOY», «HEYIOBICTBOPUTEIbHO». PaboTa 00ydarommxcsi B epuo.I
MPAKTUKHU OlleHUBaeTCs U PepeHIIMPOBAHHO.

Kpurepum ouenkn

Onenka Kpurepuu

5 (oT1M4HO) [IpenocraBnenne OTuéra MO MPAKTUKE B TOTHOM O0BEME U B
MOJIHOM COOTBETCTBHUHU C MPEIbSABISIEMBIMU K HEMY TPEOOBAHUAMU;
NOATBEPAMIM  TEOPETUYECKME  3HAHUA B paMKax  TEM,
MPEyCMOTPEHHBIX [Iporpammoit MIPaKTUKU; U3JI0’KEeHUE
MatepuaioB Ordera mocieAoOBarenbHOE, rpamMoTHoe. OTtuer
HaIMCcaH akKypaTHo, 0e3 ucrpaBieHuid. HauBuayanbHOE 3a/1aHue
U 33JaHH€ MO0 TMpaKkTUKe (3agauu) BbINOJHEHBL. [IpuinoxeHsl
HEOOXOIUMBbIE JOKYMEHTHI. [IpuioxeHHs JIOTUYHO CBSI3aHBI C
TEKCTOBOM yacThio oTdera. OTUeT cllaH B YCTAHOBJIEHHBIM CpPOK.
XapakTepHuCcTUKa MOJIOKUTEIbHAsI.

4 (xopo1o) W3noxenue  marepuanoB — MOJHOE,  MOCHEAOBATEeIbHOE B
COOTBETCTBUM C TPEOOBAaHUSAMH MporpaMmbl.  JlomycKaroTcs
HECYNIECTBCHHBIE H CTWIHCTHYecKue ommoOku. OdopmiecHue
Otyera W JOKYMEHTOB akkypaTHoe. [IpuioxkeHuss B OCHOBHOM
CBS3aHbl C TEKCTOBOM 4acThio. OTUET CAaH B YCTAHOBJIEHHBII CPOK.
[Tporpamma NPAaKTUKH BBINOJIHEHA. XapakTepucTrKa
MOJIOKUTEIIHbHAS.

3 (ynoBaerBopurtenabHo) | M3noxenue marepuanoB HernosnHoe. OdopmieHue He akKypaTHOE.
TekcToBast 4yacTh OTYETa HE BE3J/I€ CBsI3aHa C MpHIoKeHUsIMUA. OTueT
CIaH B YCTaHOBJEHHBIN cpok. [IporpaMmMa mpakTUKH BBIMOJTHEHA HE
B INOJTHOM 00beMe. XapaKTEePUCTHKA MOJIOKUTEIbHAS.

2 W3noxxenne MmartepuanoB HemojdHoe, OeccuctemMHoe. CylecTBYIOT
(Hey10BJIETBOPUTEIBbHO) | OIIMOKH, OPOpMIIEHHE HE aKKypaTHOe. JJoKkyMeHTbI 0(OpMIIEHBI HE
BepHO. [Ipunoxenus orcyrcTBytoT. OTUET CIaH B yCTAaHOBJICHHBIN
cpok XapakTepucTHKa oTpuiareinbHas. [IporpamMmma mpakTuku He
BBITIOJIHEHA.

2.3. PykoBoACTBO NPaKTHKOH

2.3.1 OTBeTCTBEHHBI 32 OpPTaHM3ALMIO TMPAKTUK B TEXHUKyME O(OpMISET TpUKa3 o
JIONycKe OOy4aromuXcst K MpPaKTUKe, O00ecreYnBaeT KOHTPOJIb MPOBEICHHSI MPAKTUKU CO
CTOPOHBI PYKOBOJIWTENEW, OpraHu3yeT W MPOBOAUT HHCTPYKTUBHOE COBELIAHUE C
PYKOBOJUTENSIMH MPAKTHKH, 0000111aeT HH()OPMAIUIO MO aTTECTALlMU CTYICHTOB.

BAKHO!!!!! ITPAKTUKA, KOTOPASA IMPOBOJAUTCA B OPTAHU3ALIUAX -
BA3AX ITPAKTHUKH, OCYHIECTBJISIETCA HA OCHOBE JOI'OBOPOB,
sakmiouyaeMbix [NEPEJl IMMPOXOXKIEHUEM ITPAKTHUKMW wMmexny npodeccuoHambHON
00pa3oBaTeNbHON OpraHu3alel u NpeanpUsITUsIMHU.

B noroBope oroBapuBalOTCs BCE BOIPOCHI, KacaloIIUecs MPOBENCHHUS MPAKTUKH.
KoHcynpTHpOBaHue MO BBINOJHEHUIO 3aJaHUM, KOHTPOJIb ITOCEIEHUS MECT IIPOU3BOJCTBEHHON
(mo mpo¢uiao CHenuanbHOCTH)  NPAKTHKH, IMPOBEpKA OTYETOB MO HUTOraM NPAKTHKH H
BBICTABJIEHUE OLIEHOK OCYILECTBIISETCS PYKOBOIUTEIEM IPAKTUKU OT TEXHUKYMa.

2.3.2 O0A3aHHOCTH PYKOBOAMTEIS NPAKTHKH OT TEXHUKYMa
PykoBoauTeNnb NpakTUKK OT TEXHUKYMa:
~ TPOBOJUT OPraHU3ALMOHHOE COOpaHHUe ¢ O0YJarOIUMUCS MNepes Ha4aaoM IPaKTUKH;
— o0ecreynBaeT KOHTPOJIb COONIOIEHUS CPOKOB IIPAKTUKHU U €€ COAEP KaHUS;
— OKa3bIBAaeT KOHCYJBTATUBHYIO IOMOIIb OOydarommMMmcs Hpu cOope MaTepHasioB JUIs
MOJATOTOBKH OTYETA;
~ TpOBEPSIET OTYET MO MPAKTUKE U BHICTABIISET OLIEHKY B BEIOMOCTb;




— BHOCHUT NPEIJIOKEHHs 10 YIYUYIICHUIO U COBEPUICHCTBOBAHUIO IPOLIECCA MPOBEICHHS
IPAaKTUKU IIepesi PyKOBOJCTBOM TEXHUKYMA.

HPU NPOXOKAEHNUN NPAKTUKHU B OPTAHU3AIIUAX - BASAX TPAKTUKMN:

~ YCTaHaBIMBAeT CBA3b C PYKOBOAMTEIEM IIPAKTUKHM OT OPraHM3ALMH, COIIACOBBIBACT U
YTOUHSET ¢ HUM HMHIMBUAYaJIbHBIA IUIaH OOy4yaroIIerocs Mo IMpakTHKe, MCXOId W3 3aJaHui
NPAaKTUKUA U OCOOCHHOCTEH MPEATIPHUSITHUS;

— o0ecreynBaeT KOHTPOJb CBOEBPEMEHHOI'O Hauajia MPaKTHKH, MPUOBITUS U HOPMaTHUBOB
paboThl 00YUAIOIIMXCS HA TPEANPUATUN/B OPraHU3aAIIH;

~ KOHCYJIbTHPYET PYKOBOAMTENS IMPAKTHKU OT OpPraHU3alUd O MpaBWIaX 3aroJIHEHMS
OTYETHBIX JIOKYMEHTOB 10 UTOI'aM IIPAKTUKH.

2.3.3 O0s13aHHOCTH PYKOBOJAUTEIS IPAKTUKH B OPraHU3aIUAX - 023aX NPAKTUKHU

IIpy npoXoskAeHNH NPAKTHKH B OPraHU3anMsAX - 623aX NPAKTHKH OTBETCTBEHHOCTb
3a OpPraHu3alfi0 U TMPOBEICHUE NMPAKTHKHA B COOTBETCTBHH C JOrOBOPOM 00 OpraHu3amuu
NPOXOKAECHHUS] TPAKTHUKH BO3JaracTcsi Ha pPYKOBOJUTENS IMOJAPA3/EiCHUs, B KOTOPOM
oOyuyaronuecs: IpoXOoAAT NPAKTUKY.
PykoBoauTe/ b NPAKTHUKHN B OPraHU3ANUAX - 023aX NPAKTHKH:

— 3HAKOMHTCSl C COJEp)KAaHHEM 3aJaHWi NMPAKTUKA U CIIOCOOCTBYET WX BBINIOJIHEHUIO Ha
pabouem mecte;

~ 3HAKOMMT IPAKTUKAHTA C PAaBUJIAMU BHYTPEHHETO PacropsKa;

— TPEAOCTaBISET pabovre MecTa MPAaKTUKAHTaM, OMpEAEsseT MOMOIIHUKA PYyKOBOJUTEIS
IPAKTUKY (TIpU HEOOXOAUMOCTH);

— o0ecrieunBaeT Oe30macHbIC YCIIOBHS IPOXOXAEHUS NPAKTUKUA  OOy4arolUMHUcs,
OTBEYAOIIME CAHUTAPHBIM IPABUIIaM B TPEOOBAHUSAM OXpaHBI TPY/IA;

~ TPEAOCTAaBISET MAaKCHUMaJIbHO BO3MOXKHYIO  HMH(OpManuio, HEOOXOIUMYIO Ui
BBINOJIHEHUS 3aJJaHUH IPAKTUKH;

— B clly4yae HEOOXOAMMOCTH, BHOCUT KOPPEKTHBBI B COACPIKaHUE M MPOIECC OpTaHU3aAIIH
NPaKTUKH CTY/ACHTOB;

~ TMPOBOJMUT MHCTPYKT@X IO O3HAKOMJIEHUIO C TPEOOBaHMSMHU OXpaHbl TPyJda U TEXHUKH
0€30I1aCHOCTH B OpraHM3alui U oOecrieyuBaeT 0E30MaCHBIC YCIOBHUS MPOXOXKICHHUS MPAKTUKU
CTYACHTaMH;

— OLIEHMBAET OCBOCHHE OOMMX W MPO(ECCHOHATBHBIX KOMIIETEHIIMH, MOJYYCHHBIX B
NIEPUOJT TIPOXOXKACHUS MMPAKTHKH, U OTPAKAET PEe3yIbTAThl OLIEHKN B OTYETHBIX JOKYMEHTaX IO
IPaKTHKE.

2.4. OcHoBHBIe TpaBa U OOS3aHHOCTH OOYYAKOIIMXCH B TEPHOT TPOXOKIEHHS
NPAKTHKH

OOyuaromuecs UMeOT MPaBo 110 BCEM BONpPOCAaM, BO3HUKILIUM B IPOLECCE MPAKTUKH,
oOpamarbcss K PYKOBOIUTENSM MNPAKTUKHU, BHOCUTH MPENJIOKEHUS I10 COBEPILIEHCTBOBAHUIO
OpraHM3aIiy Mpoliecca MPOU3BOJICTBEHHON (TI0 MPOMUIIIO CIENMATbHOCTH ) IPAKTUKH.

OBSI3AHHOCTHU OBYYAIOHIUXCS
nepea HAYAJI0M NPAKTHKH o0yuawiuecs 10/:kHbI B [IOUY «MKT»:

— NPUHATH YYacCTHE B OPraHU3aIMOHHOM COOpaHUHM I10 NMPAKTHKE;

— TOJYYUTh METOAMYECKHE PEKOMEH/IAIIUH 110 TPOX0XKIECHUIO PAKTUKY;

— W3y4UTh TPEeOOBAaHWS K TIOPSAKY TPOXOXKACHUS TPAKTHUKH, 3aIaHHsl U TPeOOBaHHS K
0(OpMIICHHIO OTUYETA, U3JI0KEHHBIE B METOIMIECKUX PEKOMEHIAIINSX;

— COIVIacOBaTh C PYKOBOJAUTENIEM MPAKTUKH OT 00pa3oBaTENbHOTO YUYPEXKICHUS U
PYKOBOJUTENEM OT OpraHU3alluU MHIUBUAYATbHBIN TJIaH MPOXOXKACHUS MPAKTHKH.

— 0(GopMHUTH TOTOBOP HA TPAKTHUKY, B CIIydae CaMOCTOSTEILHOTO YCTPOWCTBA HA MTPAKTHKY;

— CIUTAaHUPOBATH MPOXOXKICHUE TPAKTHUKH.

B npouecce 0popMiieHHs HA NMPAKTHKY 00y4alomuecs: T0JKHbI:

— HUMeTb NpH cede TOKYMEHTHI, ITOITBEPKAAOIINE JIUYHOCTh, A 0OPMIICHHS JOMyCKa K

MECTY MPaKTHKH, JOTOBOD;




— B CJIyyae OTKa3a B MPOXOXKJICHUH MPAKTUKHU WM MPH BOZHUKHOBEHUU JIIOOBIX CIIOPHBIX
BOIIPOCOB B Ipolriecce 0pOopMIICHHs Ha Hee, HEMEUIEHHO CBA3AaThCs ¢ PYKOBOJIUTENEM MPAKTUKU
OT TEXHUKYMa WM 3aBEAYIOLIUM OTACICHUEM,

B IIponecce NPOXOsK/JICHUS NMPAKTUKH 00y4aronuecs 10/KHbI:

— coOumoaTh TPYAOBYIO TUCHMIUIMHY, NpaBWiIa TEXHUKA O€30MacCHOCTH, TOXKAPHOH
0€30MaCHOCTH, TMPOM3BOJCTBEHHOW CAHWTApUW, BBIIOJIHATH TPEOOBAaHHS BHYTPEHHETO
pacriopsiika npeanpusTus;

— ©XKEIHEBHO COIJACOBBIBATH COCTaB M 00BEM pPAabOT C PYKOBOJUTENEM HPAKTHKH OT
NpeNPUSATHS/OpraHu3airy (HaCTAaBHUKOM),

— UHPOPMHUPOBATH PYKOBOJUTENS MO NPAaKTUKE (HACTABHHKA) O CBOMX IEPEMEIICHUSAX 110
TEPPUTOPUU NPEANPUITUS B HEpaOouee BpeMs C LIEJIbIO BBINOJIHEHUS OTAEIbHbIX 3a1aHUM;

— BECTH 3aIlMCU B JHEBHUKAX B COOTBETCTBUU C MHJIMBUYaJbHBIM IIJIAHOM;

— I[pUHUMATh ydacTUE B TPYININOBBIX WIM HHIAUBUAYAIbHBIX KOHCYJbTAllUSX C
PYKOBOJIUTENEM TNPAKTUKA OT OOpa30BaTENbHOIO YUPESKICHUS M TPEABABIATH €My Jis
IPOBEPKU PE3YNbTaThl BBINOJIHEHHS 3aJaHUi B COOTBETCTBUM C MHIAMBUAYAJIbHBIM [IAHOM;

— C paspemeHusi pyKOBOJAUTEINS MPAKTUKUA OT MPEANpPUATHS/OpraHU3alMi y4yacTBOBATh B
IIPOM3BOJICTBEHHBIX COBEIIAHUSAX, IUITAHEPKAX U JPYTUX aIMUHUCTPATUBHBIX MEPOIIPHUATHUSAX.

110 3aBePIICHHUI0 MPAKTUKH 00y4yarommecs J0KHbI:

— 0o(GOpMUTH OTYETHBIE JOKYMEHThl IO MpPAaKTHKE (aTTeCTALMOHHBINA JIUCT, JHEBHUK,
XapaKTEPUCTHKY)

— MOANUCAaTh OTYETHBIE JOKYMEHTBl Y PpYKOBOJIUTENSI IPAKTUKU OT OpraHu3aluH,
MIOCTAaBUTH 1€YaTh OpraHU3aLy;

— 0(OPMHUTH OTYET MO MPAKTHKE C IPUIOKEHHBIMU K HEMY IOKYMEHTaMU;

— MpPEACTaBUTh OTYET IO MPAKTUKE PYKOBOJIUTENIO OT TEXHUKyMa, O(GOpPMIICHHBIA B
COOTBETCTBUH C TPEOOBAHUSAMH, YKa3aHHBIMU B HACTOSIINX METOJUYECKUX PEKOMEHIAIUAX.
2.5. MecTo npoxo:kaeHue NPpoOU3BOACTBEHHOM (M0 MPOPUII0 CeNNATIbLHOCTH) MPAKTUKHU
[IpousBonacTBeHHass (Mo TPoGUIIO CHEIHATBHOCTH) MPAKTUKAa MPOBOAUTCA B
opranuzaimsax — 0azax mnpaktuku. CormacHo PI'OC, mnpakTuka MOXKET MPOBOIAUTHCS B
CJEAYIOLIUX CTPYKTYPHBIX MOAPA3ACICHUSX:
— CeKperapuar,

— ciyx0a JOKyMEHTAIlMOHHOTO 00eCreueHus,

— KajapoBas ciyx0a
B TOCYAapCTBEHHBIX OpraHax W YUPEeKICHHUSIX, B OpraHax MECTHOTO CaMOYIpaBleHUS,
HETroCyAapCTBCHHBIX OpraHU3aluiaAX BCCX (bOpM CO6CTB€HHOCTI/I, O6HIGCTBCHHI)IX opraHu3anusax

(YUpeKACHUSAX).

3.0POPMJIEHUE OTYETA 11O MPOU3BOJACTBEHHOMN NPAKTHUKE

3.1. Tlo pe3ynpTaTaM MpOM3BOACTBEHHON NMPAaKTUKU oOyyaromuecs: oQOpMIISIFOT OTYET B
COOTBETCTBUU ¢ paboueii mporpammoir mo IIM.03, Hactosmumu MeroaumuecKuMu
pekoMeHaausaMu 1 MTHIuBuAyalbHBIM 33JaHHEM Ha IPAKTUKY.

Teker oTuera opopMIIsIETCS HA CTaHIAPTHBIX JHcTaXx pasmepom A4. Illpudt — Times
New Roman, pazmep 14 xerib, MeXCTpouHbIi nHTEepBal -1,5. OTcTyn TekcTa NmepBoil CTpOKH
(aG3ammenii orcrym) — 1,25 cM.

OdopmiieHue TekcTa OTYETA BBHIIOJIHIACTCS HA JIUCTAX C TMOJSMHU:

- cBepxy-20 mm,

- cHu3y — 20 mwm,

- caeBa — 30 MM,

- cripasa -15 MM.

Hymepauuss crpanun: Bce crpaHunbl oTdyera HyMepyroTcsa. TUTYIBHBIA JIMCT HE
HyMepyeTcs, HO BKIIOYAaeTCsl B HyMepaluio cTpaHull. llpuiaraemble K OTYETy MO IMpPAKTHKE




aTTEeCTAIIMOHHBIIN JIUCT, THEBHHUK, XapaKTEPUCTHKA, UHANBUIYAILHOC 33aJ]aHUE HE BKJIFOYAIOTCS
B HyMEpaIuio U HE HYMEPYIOTCS M IMOAIINBAIOTCS MOCIIC TUTYJIBHOTO JINCTA.

Howmep nucrta odopmiisieTcs mo LEeHTpy 0e3 ab3alHOoro OTCTYIAa B HIKHEH YacTH JucTa
0€3 TOYKH U KaBbluek 00bIYHBIM mpHpTOM Times New Roman, pasmep — 12.

[TocnegauM JUCTOM pabOTHI HYMEPYETCS TOCIEAHHWHA JUCT CIIMCKA HCIOIh30BaHHBIX
HCTOYHUKOB.

3aroJi0BKM pa3jienoB, cojiep:kaHue, BBEJCHHE, 3aKIIOYEHHE, CHOUCOK HCIOIb30BAaHHBIX
UCTOYHUKOB, TPUIOKEHUS O(QOPMIISIOTCS MOTYKUPHBIMH MPOMHCHBIMU OykBamu: [lpudpt —
Times New Roman, pazmep 14 keriib, MEXCTpPOYHBIA HHTEPBAI -1, BBIpaBHUBAHHUE IO IEHTPY
0e3 ab3alHoro oTcTymna.

Ilocsie 3arojoBKOB  paslieNioB, COJAEpXKaHUE, BBEICHUE, 3aKJIIOUYEHHE, CIIHCOK
MCIIOJIb30BAHHBIX HCTOYHHUKOB, MPHUJIOKEHUS MPOMYCKAETCH IIycTas CTPOKa C 3aJaHHBIMU
napametpamu: [lpudt — Times New Roman, pazmep 14 keriab, MeXCTPOUYHBIM MHTEpBaT -1,5.
[Mocne mycToil cTpoku odopMIIIeTCs HEMOCPEACTBEHHO TEKCT (napamempuvl oghopmienus
mMeKcma omuema yKasanvl eblule 8 OAHHOM NYHKME).

I DneMeHThl TEKCTOBOTO JIOKYMEHTA: BBEIECHHME, pa3feiibl, 3aKIIOYEHUE, CIHCOK
MCIIOJIb30BaHHBIX UCTOYHHUKOB, KaXK10€ MPHJIOKEHNE HAYMHAETCS C HOBOTO JIMCTa (CTPAHUIIBI).

BAYKHO!!!!  OBBEM oruera gowkeH ObITh 15-20 cTpaHMI] Hall€yaTaHHOIO TEKCTa,
HE cuuTast npuitoKeHu.

Turyabusiii guer (I[lpwioxenne A).  OrueT HauumHaeTcsl ¢ TUTYJIbHOro jucra. Ha
TUTYJIBHOM JIUCTE JI0JKHA OBbITh MOANMCH PYKOBOJIUTENS MPAKTHKH CO CTOPOHBI TEXHMKyMa U
OLICHKA.

Conep:xanue (IIpunoxenue J[). B ConepikaHue BKIIOYAIOTCS: BBEICHUE, Ha3BaHHS
pa3lenoB,  3aKJIIOYEHHUs, CIUCKAa  HCIOJIb30BAHHBIX  HMCTOYHUKOB, MPWIOXKEHUH U
COOTBETCTBYIOIIUX UM HOMEPOB CTPaHULL.

Beenenune. (Ilpunoxenue K). Bo BBeeHMM yKa3bIBarOTCSI MECTO IIPOXOXKACHUS MPAKTUKU
- HAMMEHOBAHME OpraHu3alMy, rAe OOyJaroIMHCS NPOXOAMI MPaKTHKY, IOJApa3jeeHue,
bopMynupyroTCs LI€Tb U 33Ja4d, KOTOpPbIE NMPAKTUKAHT CTAaBUT U PEIIAET B XOJE BBINOJIHEHUS
otyera (oOpasel] BBeleHUs yKa3zaH B [IpuiioskeHun).

OcHoBHast yactb (IIpunoxenue M).

OcHOBHas 4acTh TEKCTa OTYETA COCTOUT U3 pa3/iesioB, HyMEpYEeMbIX apaOCKUMHU Huppamu
1 0(popMIIIEMBIX C HOBOM CTPaHUIIBI.

ConepxaHre OCHOBHOW 4YacTH oOT4eTa 3akKI4aeTcss B HOAPOOHOM  M3JI0KEHHH
MH(pOpPMaLUU O BUJIAX JESATEbHOCTH, KOTOPBIE MPAKTUKAHT U3YyUWI B IEPUO]] IPAKTUKH.

3akaouenue ([Tpunoxenue JI).

B 3akitoueHun moABOJSTCS WUTOTH NMPAKTUKU, OTPAaXKAlOTCS JaHHBIE O MECTE U CPOKax
NPaKTUKH, 1aeTCs aHAJIN3 TPUOOPETEHHBIM MPAKTHUECKUM HaBbIKAM U YMEHUSIM.

3.2. OPOPMJIEHUE CHOCOK
Tect oT4era TOMIKEH COAEPKATH CHOCKH.
[IpsiMoe LUTHPOBaHKE BBIMOIHSAETCA C COOIOACHUEM CIIeYIOIUX TPeOOBaHUI:
- UTaTa JOJDKHA COJepKaTh 3aKOHUEHHYIO MBICIh M TPHBOJUTHCS B KaBBIYKaX 0e3
W3MEHEHMI;
- npu Hanucanuu BKP wucnone3yrorcss mojctpouHble Oubnuorpaduyeckue CChUIKH,
KOTOpbIE O(I)O?MJ‘ISIIOTCS[ KaK MpHUMEYaHHE, BHIHECEHHOE M3 TEKCTa JOKyMEHTa BHU3 MOJIOCHI
(Hanpumep)».
- TpeboBaHus K opopmiIeHHI0 cHOCKH: 0ObIuHbIN mpudT Times New Roman, pazmep —

! ApburpaxHo-pomneccyansHoe mpaso: yueb. moc. / mox pex. B.A T'ypeesa. M.: Craryr, 2016. C. 25.

10



10, BeIpaBHHBaHME MO MKUPHHE, MEXAYCTPOUHBIN MHTEpBaT — 1, 6€3 ab3aIHOT0 OTCTYIIA.

- CKBO3HAsl HyMepalusi CHOCOK uepe3 BCIO padoTy.

- KoinuecTBO CHOcok He MeHee 20. CHOCKM 0053aTeNbHO TOJDKHBI OBITH B CITHCKE
HCIOJIb30BaHHBIX UCTOYHHUKOB.

- B Cllydae, €CIM CHOCKA JJAaeTCsl HA OJHOW CTPAHUIIE HA OAMH U TOT € WCTOYHHUK, TO BO
BTOpO# pa3 numiercs: Tam xe, C....

Hanpuwmep,

't paknanckuil kogekc Poccuiickoit ®@enepanuu (dacte TpeThsi) oT 26.11.2001 Ne 146-®d3 (pen. ot
18.03.2019) // Cobp. 3akoHOgatenbeTBa PD. No 49, 2001. Cr. 4552. Ct. 1112

2 Tawm xe, Cr. 1113.

®Tam xe, Cr. 1114,

Hnu

! Ucaes M.A. Hctopust 0T€YeCTBEHHOTO TOCYIAapCTBa M MpaBa B cxeMax W Tabmuiax: yueb. moc. M.:
IIpocnekt, 2015. C. 220.

% Tam xe, C. 221.

OBPA3ILIbI OPOPMIIEHMA CHOCOK

Od¢opMieHre CHOCKH HA HODMATHBHO-IIPABOBbIE AKThI
! I'paxxmanckuii konmeke Poccmiickoit @enepannu (qacts Tpetbsa) oT 26.11.2001 Ne 146-03 (pen. ot 18.03.2019) //
Co0p. 3akoHOHarenbpecTBa PO. No 49. 2001. cr. 4552. Cr. 1112.
2 CeMeiiHplit komekc Poccumiickort ®eneparmm ot 29.12.1995 Ne 223-®3 (pem. ot 02.12.2019) // Cobp.
3akoHofarenbcTBa PO. Nel. 1996. Cr. 16.
3 Menmepanbubiii 3akoH 0T 24.06.1999 Ne 120-®3 «O6 0CHOBAX CHCTeMbI NPO(GHUIAKTHKH GE3HAI30PHOCTH H
NpaBOHApYIIEHUH HecoBepuieHHoneTHUX» (pea. oT 07.06.2017) // Poccuiickas razera. Ne 121. 1999. Cr. 15.
Od¢opmienne CHOCKH Ha JUTEPATYPY
* ApGUTpaXHO-TpoIIeCCYaTbHOE MPaBo: yueo. moc. / mo pex. B.A I'ypeesa. M.: Cratyr, 2016. C. 25.
® Hcaes U.A. McTOpHs OTEUECTBEHHOTO IOCYJapcTBAa M MpaBa B CXeMax M Tabmumax: ydueG. moc. M.: Ipocrekr,
2015. C. 220.
Od¢opmieHne CHOCKH Ha IepUOANYECKH e U3IAHUS
® Makosckwii A.JI. HacenoBanme 1o 3aKOHY: PeaJbHOCTh U mepcrekTuBa // 3akoH. 2016. Ne 4. C.142.
! Bonmaperko W.II. Mepbl mpecedeHns B CHCTEME Mep IMPOIEecCyalbHOTO MpUHYXACHUS // Mup 1opuamdaeckon
Hayku. 2014. Ne 1-2. C. 47.
Od¢opMieHre CHOCKH HAa HHTEPHET-PeCcypChl
8 OdunuanpHpie MepuoaAnYeCcKue u3faHus : dekTpoH. I[lyreBomutens / Poc. Ham. bB-ka, Ilentp mnpaBoBoit
uapopmanuu. [CII6.], 2005-2007. Pexum moctyma: URL: http://www.nlr.ru/lawcenter/izd/index.html (gara
obpamenus:18.01.2017).
10 orunosa JI. T. CyIHOCTh pe3yJsibTaTa JOMOJHUTEIBHOTO 00pa3oBanus jaereit / OOpa3oBaHKe: UCCICIOBAHO B
mupe: Mexxaynap. Hayu. Ien. Uateprer-xypH. Pesxum mocryma: URL: http://www.oim.ru/reader.asp?nomer=366
(mara obpamenus: 17.04.2017).

3.3. OPOPMJIEHHUE CIIMCKA MHCHOJIb3OBAHHBIX HWCTOYHUKOB
(ITpnao:xkenue 7K)

- 3aronoBok odopmisieTcs MPOMUCHBIM NOIyXUpHBIM HipupToM Times New Roman,
pasmep — 14, MexaycTpouHbIi nHTEpBaI — 1,5; 6€3 ab3a1HOTrO OTCTYIIA.

- [locne mpomyckaroT MycTyr0 CTPOKY ¢ 3aJaHHbIMU mapamerpamu: Times New Roman,
pazmep — 14, MexaycTpouHslii uHTEpBai — 1,5.

- Cnucok HMCHOJIb30BAHHBIX HMCTOYHHMKOB BKJIIOUAeT B ce0si 00s3aTelbHbIC SJIEMEHTHI,
KOTOpBIE PacIoaraloTcsi CTPOro B 3aJIaHHOM HOPSJIKE, a UMEHHO!

HopmaTuBHO-IpaBOBBIE AKTHI;
Jluteparypa;

Iepuoauyeckue u31aHus;
HNHTepHeT-pecypcsl.

- HasBaHme kaxmoil Tpynmbl HMCTOYHUKOB (Hampumep, Jlumepamypa) opoOpMIseTcs
mpudrom Times New Roman, pazmep — 14, MexaycTpouHblii uHTEepBaI — 1; MOTYKUPHBIM
mpudToM, 6e3 ad3aHOro OTCTYNA, M0 LEHTPY ¢ IPOMUCHON OYKBHI.

- BrlpaBHUBaHUE TEKCTa HCTOUHUKOB IO IIUPUHE.

- Hymepanusi UCTOUHUKOB CKBO3HAs. DJIEMEHTHl crnucka (nanpumep, Jlumepamypa u

m.n), He HyMEPYIOTCS.
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- Jlutepatypa v nepuoIMYecKue U3AaHUs PACIIONAraloTCs B ali)aBUTHOM TOPSAKE.
- Hcnonbp3oBaHHbIe IUTEpAaTypa U MEPUOJUYECKUE M3JaHUs JODKHBI ObITh n3nanel HE
1mo3jaHee S Jier.
HopmaTuBHO-IPpaBOBbIE AKThI PACIOJIATAIOTCS 10 YOLIBAHUIO IOPWIHYECKON CHJIBI.

. MexxnynapoaHbie HOpMaTUBHBIE aKThI
. Koncturynus
. ®enepasibHbIC KOHCTUTYIIMOHHBIE 3aKOHBI
. ®enepanbHblie 3akoHbl (Kogekchr)
. 3aKOHBI CyObEeKTOB PD
. Ykazwl [Ipe3unenta
. Axtbl [IpaBuTenbcTBa
a) MMOCTaHOBJICHUS
0) pacnopspKeHUs
1. PeruonanbHble HOPMAaTUBHBIEC AKTHI (B TOM K€ MOPAIKE, KaK U POCCUNCKHE)
2. HopwmaruBHBIE aKTBI MUHHUCTEPCTB U BEJIOMCTB

a) MOCTaHOBJICHUS

0) pHUKa3bI

B) pacropspKeHust

') IuchMa
12. TOCTwo1
13. Cuullsr, CIT, EHUPsL, TY u ap

NN DNk WN

3.4.0POPMJUIEHUE NPUJIOKEHUA

Bce npunoxeHust K OTYETY JOHKHBI UMETh CChUIKY Ha [IpuiioskeHus B TEKCTE camoro
otuera. [IpumepHsIi IepedeHb NIPUIIOKEHUHN K 0T4eTy yKa3aH B [Ipunoxennn M.

- [TpunoskeHus SBISIOTCA 4acThbIO PabOThI, WILTIOCTPUPYIOIIEH WM JOTIONHSIOMIEH
€€ OCHOBHOE COJIEp’KaHNE U UMEIOIIEH CIIPaBOYHOE 3HAUCHHUE.

- KonuuecTBo npunoxenuii He MeHee 3-X.

- Kaxnioe npumnokeHue cienyeT pa3Mellarb ¢ HOBOM CTpaHULbl C YKa3aHUEM B
npaBoM yriay BepxHeil uyactu ctpaHuisl cioBa «[IPUJIOXKEHUE». Odopmnenue mpudrom
Times New Roman, pa3smep — 14, MexnycTpouHblil HHTEpBaI — 1, HOTYXKUPHBIM HIPUPTOM.

—  IlpunoxxkeHuss 0003Ha4alOT MPONUCHBIMM OyKBamMM, HauumHas c A, 3a
UCKITIOYeHHEM OYKB E, 3, 11, O, U, b, b, b. IMocie ciosa «[IPUJIOKEHUE» cnenyer OyKBa,
0003Havaro11as ero Nocjae 10BaTeNbHOCTb.

- [Tpunoxxenne, ecam 310 HE nOKyMeHT, NOJDKEH HMMETh 3arojloBOK, KOTOPBIN
3aMUCBIBAIOT C MMPOMUCHOM OYKBBI, MOMYXUPHBIM HIPU(TOM, OT/IEIBHOM CTPOKOI MO LEeHTpy Oe3
TO4ukH B KOHIE (odopmiienue mpudtom Times New Roman, pazmep — 14, MEXITyCTpOUHBIHA
uHTepBal — 1; 6e3 ab3alHOro OTCTYMA).

- [Tpunoxxennuss HeoOXOOUMO pacronaraTb B TOpPSAKE TOSBICHUS CCHUIOK B
OCHOBHOM TEKCTE.

- B texcre BKP o00s3aTenpHO J0/DKHA OBITh CChUIKA Ha KaXKA0€ HPUIOKEHUE B
KOHIIE pabOThl, KOTOPYIO YKa3bIBalOT B CKOOKAX.

Hanpuwmep,

ObvekmugHoe 6mMeHeHue, MO eCmb Y20N106HAs OMEEMCMBEHHOCIb 34 HEBUHOBHOE
npuuureHue epeda, e oonyckaemcs (llpunosxcenue A).

- B cnyuae, ecnu Tekct IIpunoxeHus pacnosaraercs Ha HECKOJIBKMX CTPaHULAX, TO
Ha BTOPOH M MOCJHEOYIOUIMX CTPaHHWIAX B IMPABOM BEpXHEM YIily nuuiercs: [Ipoodondicenue
Ipunoocenus A. OdopmiseTrcss KypcUBOM MNONYXHUpHbIM mpudTtoM, Times New Roman,
pasmep — 14, MeXIyCTpouHBIi HHTEpBaI — 1; 6e3 ab3alHOro oTCTyIMA.

- Kcepokonuu nokymentoB B IlpunoxkeHun JOMycKalOTcsi B HEOOJbIIOM
kosindyectBe. Kcepokonust 1omkHa ObITh XOPOIIO YUTaeMa.
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3.5. B xozne npaktuku oOyvaromuecs senyr AHEBHUK o npoxoxaeHun MpakTHKH.
TpeboBanus x Beaerano JITHEBHUKA 1o mpon3BoACTBEHHON IPAKTHKE:

— JlHeBHUK sBISETCS JIOKYyMEHTOM, II0 KOTOpPOMY OOYYaIOIIMKCS TMOATBEPIKIAACT
BBITIOJITHEHHE MPOTPaMMBbI TTPAKTHUKH;

— 3anucu B JHEBHUKE JOJDKHBI COJEP)KATh TEPEUYCHD BBIMOJHEHHBIX pa0OT 3a JACHb HIIU
NepHOI;

— JIHEBHUK MPOCMATPHUBACT PYKOBOIUTENb MPAKTUKU OT OpraHU3aliu — 0a3bl MPAKTUKH
MOAMKMCHIBAET €r0 M 3aBepseT MNOANMCHbI W __NMeYaTbl) OpraHU3alliH;, JHEBHUK TaKXKe
MOJIMMCHIBACT PYKOBOAUTEH MPAKTHKHU OT TEXHUKYMa M 00YJarOIIHIACS;

— JIHeBHUK mpuiaraeTcsi K OTYETy MO MPAKTUKE M CAACTCS JJI TMPOBEPKH PYKOBOIUTEIIO
MIPaKTUKHU OT TEXHUKyMa.

3.6. ®opmupoanne ATTECTAIIMOHHOI'O JIMCTA ocymecTBIsIIOT PYKOBOJIUTEh
npakTUKu oT TexHukyma. @opma arrecranronnoro aucra B [Ipunoxenun b. ATrecTanmoHHBbIM
JUCT MNOANMCHIBACT PYKOBOJAUTEIb NPAKTUKM OT OpPraHU3allMM M CTaBUT He4YaTh.
ATTECTAallMOHHBIN JIUCT TaKXE IMOAMUCHIBACTCS PYKOBOAUTEIEM MPAKTUKA OT TEXHUKYMA,
KOTOPBIM U CTABUT OLICHKY 3@ IIPAKTUKY.

3.7. Ilo OKOHYaHMU MPAKTHKH PYKOBOIMTENb INPAKTUKU COCTABISAET Ha 00y4arollerocs
XAPAKTEPUCTUKY (Ilpunoxenue B). XapakrepucTuka NOJNUCHIBAETCS PYKOBOJIUTEIIEM
IPAaKTUKU M CTABUT M€YaTh OpraHu3aluu. XapaKTepUCTUKY TaKKe MOANUCHIBAET PYKOBOJIUTEND
IPAKTUKU OT TEXHUKYMa.

3.8.0TYET NOAIIMUBAETCA B CJHEAYIOINEM NOPAAKE:
Tutynbubsiit muct ([Ipunoxenue A).

NunuBunyansHoe 3aganue ([Ipunoxenue E)

AttectaunonHslii guct (Ilpunoxxenue b)

JueBnuk npaxktuku (IIpunoxenue I)

Xapakrepucrtuka (IIpunoxxenne B)

. Conepxanue (Ilpunoxenue /1)

. Beenenue (IIpunoxenue K)

. OCHOBHOM TEKCT oT4eTa (npumephsie 3a0anus danwvl B [Ipunoxennu M)
. 3axmrouenue ([Ipunoxenue JI)

. Cnircok ncnosib30BaHHbIX UCTOYHUKOB ([Ipunnoxxenue XK)

. [Ipunoxenus

OO A WNE

3.93AIIUTA OTYETA mnpou3BOAMUTCS COMNIacHO TrpaduKy @puemMa 3a4eToB IO
npakTuke. Ha 3amure npakTHKKM 00ydaroIIMKCS JIOJDKEH XOpOIIO OpPUEHTHPOBATHCS B
COJICpKAHUU TIPE/ICTABIEHHOIO OTYeTa, YMEThb pacKpbITh OOIIKME pe3yabTaThl MPAKTHUKH,
IPOJEMOHCTPUPOBATh TOJIYYEHHbIE HABBIKM W YMEHMs, OTBEYaTb HAa TEOPETUYECKUE U
IIPAKTUYECKHE BONpochl. KpuTepuum OLIEHKM 3alMThl  yKa3aHel B 11.2.2. HACTOSIIHX
Meronnyeckux peKoOMeH1alusIX.
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HPUJIOKEHUSA
IMTPUJIOXEHUE A

IMPOPECCHUOHAJIBHOE OBPA30BATEJIbBHOE YACTHOE YYPEKJIEHUE
«MYPMAHCKHUM KOOIMEPATUBHBIN TEXHUKYM»

CnenuaabHoctb: 46.02.01 JlokymMeHTalIMOHHOE 00€CIIeYEeHUE YIIPABICHUS U
apXUBOBEACHHE

OTYET

MO NPOM3BOJICTBEHHOMH (11O ITPO®UIIO CIIEIITUAJIBHOCTH)
IHPAKTHUKE

no IIM.03 BeinosiHeHue padoT mo 0AHOM HJIH HECKOJIBKUM Npodeccusam
pado4YuX, JOMKHOCTAM CJIYKALMX
M/K.03.01 BoinosiHenue padot no npogeccun deionpousBoauTe/ b

OoOyuatomieiics MBanoBoii  MapuHBI
BurajbeBHBI

Kypc 2 _rpymma 3 (11) — 22

3aouHoii hopmbl 00yUeHUs

Mecto IMPOXOXKACHUA ITPAKTUKHN

(HOHHOC HaUMCHOBAHUEC OpFaHHSaHMM-Ga3BI TIPaKTHKH U €€ az[pec)

Cpoxu npoxosxaeHust mpakThku: «13» Hos0ps 2023 1. no «18» HosOps 2023r.

PykoBoaurens npakTuKu
OT TEXHUKYyMa npenogasaresnb Cmaruna M.A.,

OT OpraHu3aIyu (MPeAIPUITHS)

(hamunus, UMs1, OTYECTBO, JOJDKHOCTD

OTMeTKa 0 3aImMTe OTUETA

OTtyeT 3aUIlEH ¢ OLEHKON

PykoBoauTeNnb NPAKTUKU OT TEXHUKyMa N.A.Cmaruna

«18» HOsIOpst 2023 T.

Mypmasnck, 2023
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[NPMJIOXEHUE b

MNPO®ECCHUOHAJIBHOE OBPA30BATEJIBHOE YACTHOE YYPEXJEHUE
«MYPMAHCKHU KOONNEPATUBHBII TEXHUKYM»

ATTECTAIIMOHHBIA JUCT
IO IMTPOU3BOJCTBEHHOM (ITO ITIPO®UJIIO CIIEIIUAJIBHOCTH)
IMPAKTUKE
no IIM.03 BpbinoJiHeHre padoT M0 OAHOM MJIH HECKOJBKUM Npodeccusam
Pad04HuX, JOJKHOCTAM CJIYKALIMX
MJIK 03.01 «BpimosiHeHue padoT nmo npogeccuu «le1onpousBoanuTenb»

HNBanoBa Mapusi UBanoBHa, oOyuaromasics 1 kypca, rpynmst 31 (11)-22
3a04HOM Gopmbl 00yueHust crnenuanbHOCTH 46.02.01 JloKyMeHTallMOHHOE
oOecrieueHue yrnpaBlieHUs U apXUBOBEICHHE
c «__» Hosi0ps 2022 r. o «__» HosiOpst 2022 r.
10J1 PyKOBOJICTBOM

(HaumeHoBaHue noipkHOCTH, @.M.O. B opraHuszanuu — 06a3bl MPAKTUKH)

IpolIa MPOU3BOACTBEHHYIO (MO0 MPO(PHIIIO CIEHATBHOCTH) NpakTuky no 11M.03
MJIK 03.01 «Bsimosnnenne padot o npodeccuu «leronpon3BoauTeab».

3a BpeMsl MPOU3BOJCTBEHHOW (MO MPOQWIIO CHEIUATBHOCTH) MPAKTUKH
chopMHpoBaHbI 001HE U MPOGECCHOHATbHBIE KOMIIETCHIINHN:

YPOBEHb OCBOEHMS
Ne IIpodeccuoHaibHbIC KOMIIETCHIIUT 00yuanommmes
npogdeccuoHaAIbHBIX
KOMIIEeTEHIMIH*
1. I1K 1.4. OpranuzoBbiBaTh pabouee MECTO CEKpeTapsi U PyKOBOIUTEIIS. 2
2. IIK 1.5. Odopmasate u OpraHU3aLMOHHO-PACIOPAAUTENbHBIE 2
KOHTPOJIMPOBATh CPOKU UX UCIIOJIHEHHUS.
3. IIK 1.6. OOpabaTpiBaTh BXOJAIINE€ H HCXOJANINE JIOKYMEHTBI,
CHUCTEMaTU3UPOBATh MX, COCTABJISATh HOMEHKJIATYPY Jied U (HOpMHUPOBATH 2
JIOKYMEHTHI B JIENa.
4. IIK 1.7. CamocrosTensHO paboTaTh C JOKYMEHTaMH, COJIEPKalluMU
KOH(QUACHIIMAIBHYI0 MH()OPMAIMIO, B TOM YHCJIEC C JOKYMEHTaMH IIO 2
JUIHOMY COCTaBY.
5. IIK 1.9. OcymecTBisTh MOATOTOBKY J€l K Tepenade Ha apXUBHOE 2
XpaHEeHHe.
6. INK 1.10. CocraBisiTh OMUCH JeJ, OCYIIECTBISATH IOJATOTOBKY el K
nepeaaue B apxXuB OpPTaHU3AINH, TOCYJAAPCTBCHHBIE U MYHHIIMITAILHEIE 2
ApXHUBBIL.
* YpOBEHb OCBOCHHSI: | — HC OCBOCH; 2 — OCBOCH
YPOBEHBH 0CBOEHHSI
Ne O01mue KOMIeTeHIHH o0yuaromumes
(1119117754
KOMIIeTEeH M i
1. OK 1. [ToHnMaTh CYIIHOCTh ¥ CONMANBHYIO 3HAYNMOCTh CBOCH OyayIeit 2
npodeccuu, NposIBISITh K HEH yCTOWYHMBBIN HHTEPEC.
2. OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESITEILHOCTh, BRIOMPATh THIIOBBIC
METOJIbI ¥ CHOCOOBI BBIMOJIHEHUS MPO(EeCCHOHAIBHBIX 3ajad, OLICHUBATh 2
nX 3¢ (HEeKTUBHOCTH U Ka4eCTBO.
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OK 3. IlpuHumaTh pemieHus B CTaHOAPTHBIX M HECTaHIAPTHBIX
CUTYalUsX U HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisITh TONCK W  HCHOJIB30BaHWE HH(POpMAITHH,
HEoOXOaUMON i 3(PQPEKTUBHOTO BBIMOJHCHHUS TPOPECCHOHATBHBIX
3a1a4, MpoeCCHOHAIBHOIO M JHYHOCTHOTO Pa3BUTHSL.

OK 5. Hcmonp3oBaTs HHPOPMAITMOHHO-KOMMYHHKAITHOHHBIE TEXHOJIOTHN
B IPO(hECCUOHAIBHOM JIEATEIILHOCTH.

OK 6. PaboTarte B KOJUIEKTHBE M KOMaHIE, d(PQPEKTHBHO OOIIATBHCS C
KOJUICTaMH, PYKOBOJICTBOM, ITOTPEOUTEISIMH.

OK 8. CamocTosATenpbHO OMpeneNsITh 3amadd NpodeCCHOHATBHOTO H
JIUYHOCTHOTO pAa3BHUTHUS, 3aHUMATHCS CaMOOOpa30BaHHEM, OCO3HAHHO
TUTAHUPOBATH TIOBBINICHUE KBATH(DUKAIIIH,

OK 9. OpumenTtupoBatbcs B YCIOBHAX YacCTOH CMEHBI TEXHOJOTHHA B
npo¢eCCHOHATLHON IS TEILHOCTH.

YPOBEHb OCBOCHHA: T—ne OCBOCH; 2 - OCBOCH

PykoBoauTenb npakTUKOU
OT MPEINPUATHUS
(opraHuzaiuu)

Ouenka no pe3ynapTaraM NPaAKTUKU:

PYKOBOI[I/ITGJII) IMPAKTUKH OT TCXHUKYMa

JOJDKHOCTb, HAUMEHOBAHUE OpraHu3aluu TNOAIKUCH

M.IL

n.0.0.

NOIHCH
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I[TPUJIOXXEHUME B

MMPO®ECCHUOHAJIBHOE OBPA3OBATEJIBHOE YACTHOE YYPEXKJAEHUE
«MYPMAHCKHUM KOONNEPATUBHBII TEXHUKYM»

XAPAKTEPUCTHUKA
npogeccHOHAIBLHOM AeATeIbHOCTH 00YYAKIIerocs B ePUO/I MPOX0kKIEHUS
IMPOU3BOJCTBEHHOM (ITO MTPO®UJTIO CIIEITMAJTBHOCTN)
INPAKTUKU

no [IM.03 Bsinosnenue padoT Mo 0AHOH WM HECKOJbKHM IPodeccusim
Pado4nX, JOJIKHOCTAM CIYKAIAX
MJIK 03.01 «Bpimosinenue pador no npogeccuu «lea1onpousBoanuTeab»

HNBanoBoiit Mapuu UBaHoOBHLI

oOyuaromasicsi o creruansHoctd 46.02.01 JlokymMeHTanmoHHOE OoOecreueHre YIpaBiIeHUs U
apXUBOBEJICHHE

Brpymme 3L (11)-22, 1 kypca 3a04HOil (popmbl OO0yUCHUS

¢ «__» Hos0psa 2022 1. mo «___ » HOsiOpst 2022 1.

0] PyKOBOJICTBOM

(baMI/lJll/lﬂ, MM, OTYECTBO PYKOBOAUTEIIA, JOJODKHOCTE B OpraHn3allun
MIPOIUIA TPOU3BOJICTBEHHYO (110 MPO(HITIO CrIEUAILHOCTH ) TPakTUKy 1mo [IM.03  BeimonHeHue
paboT 1Mo OJHOM WJIM HECKOJBKUM IMpodeccusM padounx, TomKHOCTAM ciayxamux MK 03.01
«Brimonnenue padbot no npodeccun «Jlenonpon3BOIUTEIbN»

B
(HaMMEHOBaHNE OPTaHU3AIMH — 0a3bI IPAKTHKH)

3a BpeMsa npoxoxkiaeHuss npaktuku HeanoB WM. B momHoil mepe poctur(ia) uemnu
NpaKTHKH: 3aKpenwi(a) 3HaHWSA, [OJYYEHHBIE B MPOLECCE OCBOSHHS 00pa30BaTEIbHOM
POTPaMMbI U HEOOXOTUMBIE [T PEeUIeHHsS MpOopecCHOHATBHBIX 3a7a4 MPH BHITIOJIHEHUH padoT
1o npodeccun «Jleaonpon3BOAUTENbY.

3a BpeMsi IPOXOKICHUS MPAKTHUKU

(kaxue 6udbl pabom LINOIHAL, KAK 3aPeKOMEHO06A 8 Kayecmee pabomnuxa u op.)

[TporpaMMy TpOU3BOJCTBEHHON MPAKTHUKW BHINOTHWI(A) B MOJHOM oOBeMe, nocTur(Jia)
IUTAaHUPYEMBIX Pe3yJbTaTOB MPAaKTUKU: chopmupoBaii(a) nmpodeccrnoHalbHble KOMIETEHIINH AJIs
perieHus: npodeccuoHANbHBIX 3a7a4d B cdepe mpaBonpuMeHuTenbHon nestenbHocT: [1K 1.4.-
1.7.; 1.9.; IIK 1.10.

PykoBoauTens npakTukon
OT MPEeANnpUATHS (OpraHU3aI1H)

JIOJDKHOCTh, HAMMEHOBaHKWE OpraHU3aluu MOANUCH Noo
M.IT.

«__» HOos0ps 2022 T.

PykoBogurens npakTUKon
OT TEXHUKYMa

IIpenonaBarennb Cwmarunna U.A.
IIOAITUCH
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[NPMJIOXEHUE I

MMPO®ECCHUOHAJIBHOE OBPA3OBATEJIBHOE YACTHOE YYPEXKJAEHUE
«MYPMAHCKHUM KOONNEPATUBHBII TEXHUKYM»

JTHEBHMK
MPOXOKAEHUS MPOU3BOACTBEHHOI (IO MTPO®UITIO
CNEIUAAJILHOCTH) TPAKTUKHA

no IIM.03 BpinosiHeHHe padoT MO OJHON MJIM HECKOJLKHUM Mpodeccusiv
PadovuXx, JOJKHOCTAM CJIYKAIAX
MK 03.01 «BbinmostHeHue padoT no npogeccun «leaonpon3BoauTesab»»

Oo6yuaromeiica 1 kypca, rpynnsl 30 (11) —22, 3ao0uHoi dopmbl O0OyUeHHUS

no crneuranbHOCTH 46.02.01 JoxymeHTanmoHHOE oO€cleueHue YNpaBICHUS U
apXUBOBEJICHUE
HNBanosoit Mapuu UBaHOBHBI

Mecto IMPOXOKACHUSA ITPAKTUKU:

IIOJIHOC Ha3BaHUE OpraHU3alnuu — 6asbl TMPAKTUKH

Anpec 0a3bl MPAKTUKU

Cpoxu IpOXO0KIEHUS MTPAKTUKHU: «__» HOAO0ps 2022 1. 1o «__ » HOsi0ps 2022 T.

PykoBonutens npaktuku ot TexHukyma Cwmaruda M.A., mnpenonaBarenb

PykoBoauTenb OT opraHu3auuu (peanpusThs)

(baMI/UH/IH, HUMsA, OTYECTBO, TOJIKHOCTH
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Conep:xanue pador

Hdara

Copep:xanue pador

IHognucek
PYKOBOIHUTEJISA
NMPAKTUKH

O3HakomiieHHMe ¢ TpeOOBaHMUSAMHU OXpaHbl TpyHda, TEXHUKOH
0€30MacHOCTH, TMOXKapHOW OE30MacHOCTH, a TaKXe C MpaBUIAMHU
BHYTPEHHEI0 TPYyJIOBOro pacnopsaka. M3ydeHue opraHu3aliMoOHHO-
IIPAaBOBBIX JOKYMEHTOB, PErIaMEHTUPYIOUIMX JOKYMEHTHPOBAaHHUE

ynpaBnqueCKoﬁ ACATCIIBHOCTH 0as3sl IIPpaKTHUKH.

VYuactue B pa3paboTKe HOMEHKIATYPBI JIE]l OPraHU3aIIH.

VYyactue B MpPOBEpKE CPOKOB XpaHEHUs! JOKYMEHTOB, COCTaBJICHUH
aKTa O Iepegadye Ha YHUUTOXKEHHE JOKYMEHTOB, HE MOJIeKAIINX
xpa"eHuto. CocTaBieHHEe BHYTPEHHEW OMKCH e Jisi 0C000 IEHHBIX

AOKYMCHTOB.

Pabota c oucHOI TeXHUKON

[ToaroroBka otuera. PaboTa Hag MHAWBUIYaTbHBIM 3a/1aHUEM

JuddeperurpoBanHbIii 3aueT. 3ammra oT4eTa

B pasoene onucvisaemcs 6csi npakmuueckas paboma o00yuarOujecocs 6 OaHHbil OeHb NPAKMUKY, QYHKYUOHAIbHLIE 00S3aHHOCMU (MO
noOpa3z0eneHuUsIM), Kaxicoas CMpaHuyd 3a6epsemesi NeYamoio Op2aHu3ayuu

OOGyuaromasics

HOIIUCH oD

PykoBoauTens npakTukon
OT IPeANpUATHs (OpraHU3aIMHN):

JIOJDKHOCTh, HAUMEHOBaHKUE OpraHU3aluu MOJIHUCH oo

«02» mapra 2024r.

M.II.

PykoBoaurens
OT TEXHUKYMA:

IIpenonaBarenb

IIPaKTUKOU

H.A. Cvaruna

[MPUJIOXXEHUE 1
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COJEPKXAHHUE

BBEIIEHUE. . ..

1. @ OPMUPOBAHMUE JIEJI B N NX TEKVYIIEE
XPAHEHUE ...
2. OPI'AHM3ALMA OBPABOTKM JEJ B JUIA
IOCJIIEAYIOIWIEI'O XPAHEHUA B APXUBE ...,

3.UCIIOJIb30OBAHUE NHO®OPMAILIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOI' Mid B

SAKITIOUEHHUE . .. ..o e
CIIMCOK HCIIOJIb30OBAHHBIX UCTOYHHUKOB ..............ccoinnni
IPUJIOKEHMSL. ...
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I[MTPUJIOXEHUE E

«MYPMAHCKHU KOONNEPATUBHBII TEXHUKYM»

WHINBUIYAJIBHOE 3AJJAHUE
HA IEPHO]I

HNPAKTUKH

MMPO®ECCHUOHAJIBHOE OBPA3OBATEJIBHOE YACTHOE YYPEXKJAEHUE

MMPOU3BOJICTBEHHOM (11O MTPO®UIIO CHIEIIUMAJIBHOCTH)

no IIM.03 BebinoJiHeHne padoT M0 OAHOM MJIH HECKOJBKUM Npodeccusiv

Oobyuaromeiica 1 kypca, rpynnsl 3/ (11) — 22,
crienmanbHocT  46.02.01

apXUBOBEJICHUE

paﬁoqnx, HAOJZKHOCTHAM CJIYKallluXxX

MJIK 03.01 «Bpimosinenue pador no npodeccun «/lesonpousBoaurenb»

3a04HON (HOopMBI OOyUEeHUS
JIOKyMEHTaIllMOHHOE O00€CeYeHHE YIpPaBIEHUS H

JlaTa Hauana mpakTUKH
JlaTa OKOHYaHWS IPAKTUKHU
Jlata cpaum oT4eTa Mo MPAKTUKE

(haMuUITHSL, MMsI, OTYECTBO OOYJAIOIIErocs B POJIHT.IIAISKe

NEPEYEHD 3AJJAHUI HA IPAKTUKY

Ne | ®dopmupyembie Buasl pador TpyaoemMKocThb
n/n KOMIICTCHIINH B aKaJl. yacax
1. | OK1-9 WNucTpykTraxk 1o TpeOOBaHUSM OXpaHbl TPYAd, TEXHHUKH 2
0e30macHOCTH, TMOKapHOW  O€30MacHOCTH, a TakKke
O3HAaKOMJICHHE C TpaBWIAaMH BHYTPEHHEro TPYIOBOTO
pacropsika
2. | OK1-9 OOpaboTka BHYTPEHHHUX, BXOISAIIMX U HUCXOISALIMX
IIK 1.1 -1.10 | nOKyMEHTOB, = CHUCTEMaTU3UPOBAHHE HUX, COCTABIATh 24
HOMEHKJIATYPY Ael, JOPMHUPOBATH TIOKYMEHTHI B JIENa.
3. |OK1-9 Hcnonb3oBanne  MHGOPMALMOHHO-KOMMYHUKAITMOHHBIX 6
IIK 1.1 - 1.10 | TexHONOTHIA B PO ECCHOHATHHOMN IS TETLHOCTH.
4, | OK1-9 [TonroroBka otuyeta. Pabora Hax WHAWBHUIYaTbHBIM 4
IIK 1.1 -1.10 | 3aganreM 1o BapuaHTaM. 3allyTa OTYETA MO MPAKTHKE
UTOro 36
PYKOBOI[I/ITeJIB IMPAaKTHUKH OT TCXHUKYMa
IIpenogaBarenn H.A. Cmaruna
MOJIHACH 5(010]
3amanne MPUHATO K UCTIOJIHEHUIO «__ » HOsiOps 2022 .
OO6yuaromascs
MOIIHACH Noo
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I[MPUJIOXXEHHUE X

CIHIUCOK UCITOJBb30BAHHBIX UCTOYHUKOB
HopmaTnBHO-IpaBOBbIE AKTHI

1. Koncrurymust Poccuiickoit denepanuu (MpuHSITa BCEHAPOAHBIM FOJIOCOBAaHUEM
12.12.1993) (¢ yderoM MOCIEIHUX TMOMPABOK, BHECEHHbIX 3akoHamMu PD o
nonpaskax k Koructurynuu PO ot 06.10.2022 1.) // Poccuiickas razera. 1993 r. Ne
237.

2. I'paxnanckuii kogekc Poccutickoit @enepanuu (4acts TpeThs) oT 26.11.2001 No
146-®3 (pen. ot 18.03.2019) // Cobp. 3akononmarensctBa PD. No 49. 2001. cr.
4552.

3. Cemeiinbiii kosieke Poccuiickoit @enepanuu ot 29.12.1995 Ne 223-D3 (pen. ot
02.12.2019) // Poccuiickas razeta. Nel. 1996.

Jlureparypa

4. ApbutpakHo-TipolieccyaibHoe npaBo: yueO.moc. / o pen. B.A. T'ypeeBa. M.:
Craryr, 2022. 543 c.
5. IleBuosa E.A. TpynoBoe npaBo: yueonuk. M.: FOctumus, 2022. 205 c.

Ilepuoauueckue u3gaHus

6. bongapenko W.II. Mepsl npecedyeHUss B CUCTEME MEP MPOLIECCYATBHOTO
npuHyxaenus // Mup ropuanueckoit Hayku. 2022. Ne 1. C. 47-49.
7. Makosckuii A.JI. HacnemoBanue mo 3aKOHy: PEaJIbHOCTh W TE€pPCHEKTHBA //

3akoH. 2023. Ne 4. C.142-147.

HNuTepHeT-pecypcesl
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I[MTPUJIOXEHUME K
BBEJIEHHUE

[IpousBoacTBeHHass (MO MPOoGUIIO CEeNUaTbHOCTH) MpakTuka o [1M.03
Breimonaenne paboT 1O OMHOW WM HECKOJBKHM mpodeccusM padbodux,
nopkHocTIM  cinyxkanx MK 03.01 «BemmonHenune pabotr mo mpodeccun

«I{CJ’IOHpOI/IBBOIII/ITGJIL»» ObLIa HpOfII[GH& MHOIO Ha 0a3e

(nomHOe HaMMEHOBAHHE OPraHU3alMH - Ga3bl IPAKTHKH)

Llenpto MPOM3BOACTBEHHON (MO MPOGMIIO CIEUUATBHOCTH)  MPAKTUKU
SIBIISIETCS] MPUOOPETEHNE HABBIKOB M YMEHUH MPAKTUYECKON PabOTHI.

B nepuosa npoxoxaeHus nponu3BoACTBEHHOH (110 MpOoUITIo CIeHaIbHOCTH)
MPaKTUKH HEOOXOJMMO 3aKpElUTh TEOPETUUYECKUU MaTepual U NpHOOpecTH
IIPaKTUYECKUE HABBIKK M YMEHUS I10:

1. Opranuzanpuy TEKyLIEro XpaHEHWs JAOKYMEHTOB, KOTOpas BKIIOYAET B
ce0s1 CaeAyIoue yMEHUS:

- OpraHu3oBbiBaTh pabOTy IO YYeTy, XpaHEHHI0 M Iepefade B
COOTBETCTBYIOILIUE  CTPYKTYpHbIE TOAPA3ACICHUS JOKYMEHTOB  TEKYILEro
JeJIONPOU3BOCTBA;

- OCyHIeCTBIATh METOAMYECKOE PYKOBOJCTBO JEJIONPOU3BOACTBOM B
OpraHu3alyy, KOHTPOJUPOBATh MPaBUIIbHOE (DOPMUPOBAHUE U CLIAYY JIE] B APXUB;

- Pa3pabaTbiBaTh HOMEHKIIATYpY JI€]1 CTPYKTYPHOI'O NOJIpa3iesiCHus;

- Ucnonp30BaTh HOMEHKJIATYpY A€l MpPU HU3YYEHUU CTPYKTYpPHI
OpraHu3alliy, COCTABICHUH OIUCEN e,

- OpraHu3oBbiBaTh padOTy MO (POPMUPOBAHUIO €1 B COOTBETCTBHM C
YTBEPKJACHHOW HOMEHKJIATYPOU JI€J1 OpraHru3alni;

- ®opMUPOBATH JOKYMEHTHI B JeJla C YIETOM UX CHeHU(PUKY;

- CucTeMaTu3upOBaTh JOKYMEHTBI BHYTPH JI€NA;

- OGecrieynBaTh COXPAHHOCTD U 3alIUTYy TOKYMEHTOB OpraHU3alllu;

- Ilonb30BaTbcsa MEPEYHSMHU JTOKYMEHTOB M aHaJU3UPOBATH (HAKTUUYECKOE
CoJlep)KaHUE HMMEIOLIUXCS B JeJie JIOKYMEHTOB MpPH OIpPEACIICHUH CPOKOB UX

XpaHEHUs.
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2. Opranuzanuu 0o0paOOTKH JAen JJid TNOCIEAYIOIIEro XpaHEHUs, KOTopas
BKJIIOYAET B ce€0s1 CIEAYIOIMINE YMEHUS:

- OdopMisaTh OOJOKKH J€1 TOCTOSIHHOIO U BPEMEHHOTO XpaHEHUS B
COOTBETCTBHUH C TPEOOBAaHUSMHU T'OCYJAPCTBEHHBIX CTAaHAAPTOB;

- [Ipon3BOANUTE XPOHOJIOTHYECKO-CTPYKTYPHYIO CUCTEMATU3AINIO JIET;

- OcCylIecTBIATh TEXHUYECKYIO OOpabOTKy M IOJIHOE O(OpMIIEHUE A€l
MOCTOSTHHOTO Y BPEMEHHOT'O XpaHEHUS;

- CoCTaBIATh OIUCH €1 TOCTOSHHOTO M BpPEMEHHOTO XpaHEHUs B
COOTBETCTBUH C HOPMAaTUBHO-METOAMYECKUMU JOKYMEHTaMH;

- [IpumensTH WH(GOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

IIpu pa60Te C IOKYMCHTAaMH.
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ITPUJIOXEHUE JI

3AK/IIOYEHUE

B nepuopn c 2023 r. o 2023 r. rona MHOK0 MpoiiAeHa
Mpou3BoJIcTBeHHAs TpakTuka 10 [IM.03 Brimomnenue paboT Mo OJHOM WU
HECKOJIbKUM mpodeccusam pabouux, AoMKHOCTSIM ciayxamux MJIK.03.01
Bremonuenne pabor mo mpodeccun JlenonpousBoaUTENb MO CHEHHATBHOCTH

46.02.01 JloxyMeHTaIIMOHHOE OOECIIeUeHHE YIpaBJEHUS WU apXHBOBEJICHHE B

B Xxome mpoxoxkaeHHs TMPOU3BOJCTBEHHOW IMPAaKTUKU MHOK  ObLIN
chopMUpPOBaHbI MPAKTUUECKHUE YMEHHUSI, YKa3aHHBIE BO BBEJICHUH K OTYETY.
MHO0 Ha IpaKTUKE OBLINA UCCIIEIOBAHBI CIEIYIONINE BUABI pa0OT:

- Pa3paboTka HOMEHKIATYpPHI ]I OpTaHU3AINH;

- [IpoBepka mpaBUIBHOCTH OOPMIICHHUS TOKYMEHTOB U OTMETKH 00 UX
UCIIOJTHEHUH Tiepe]l uX GOPMUPOBAHUEM B JCJIO IS TIOCJIECAYIONIETO XPAHEHUS;

- DopMyJIMPOBAHUE 3arojIOBKOB JEJI UM OIPEICIECHUE CPOKOB UX
XPaHECHUS;

— dopMHUpOBaHUE AE;

- KoHTposib MNpaBWIBHOTO W CBOEBPEMEHHOTO PACIPEACICHUI W
TMOJIIINBKHA JIOKYMEHTOB B JI€NA;

- IIpoBepka CpOKOB XpaHEHUsS HOKYMEHTOB, COCTABJIEHHE IPOTOKOJA
pabOThI SKCMEPTHON KOMHUCCHUU MO MOJTOTOBKE JIOKYMEHTOB K XPaHEHHUIO, aKTa O
repeadye Ha YHUUTOKEHHUE JOKYMEHTOB, HE MOIICKAIINX XPAHEHUIO;

- CocraBneHue BHYTPEHHEM omucH Jed  JII  0co00  IIEHHBIX
JIOKYMEHTOB;

- Odopmienue e mOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHCHHUS;

- Odopmienre 00J0KKH JIeTT MTOCTOSHHOTO, JIOJATOBPEMEHHOTO CPOKOB
XPaHEHHS;

— Ilepenaya nen B apXuB OpraHu3alnu;

IIo oxoHyaHMIO HpOHSBOJICTBGHHOfI ITPaKTUKH ObLIa AOCTUTHYTa OCJIb -
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npUOOpETEHbI HABBIKU M OMBIT IPAKTHYECKON pabOTHI.
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[NPMJIOXXEHUE M

IIPUMEPHBIE BU/Ibl JESITEJIBHOCTH
ITO IMPOU3BOJACTBEHHOHU (I10 ITPOPUJIIO CIIENUAJIBHOCTH) IPAKTUKE

- dopmyupoBaHHE 3aroJI0BKOB € M OTPEICTICHNE CPOKOB UX XPAaHEHHUS;

- Pa3paboTka HOMEHKIATYpBI A€ OPraHU3allH;

- [TpoBepka mpaBHWILHOCTH OQGOPMIICHHSI JIOKYMEHTOB M OTMETKH 00 uX
WCTIOJTHEHUH TepeT UX GOPMHUPOBAHUEM B JICJIO IS TOCIEAYIOMETO XPaHEHHUS;

- DopMHUpOBaHHUE [IET;

- KOHTpOJIB MNpaBHUJILHOTO W CBOCBPCMCHHOI'O PACHpPCACIICHHUA W IMMOAIIHNBKHA
JOKYMEHTOB B JI€JIa;

- [IpoBepka CpOKOB XpaHEHHsS IOKYMEHTOB, COCTaBJICHHE TIPOTOKOJA pPabOTHI
3KCH€pTHOI>'I KOMHCCHUH II0 MNOATrOTOBKC JOKYMCHTOB K XpPaHCHHUIO, aKTa O IMNepeaadyc Ha
YHUUTOKEHHE JOKYMEHTOB, HE MOJUICKAIINX XPAHCHHIO;

— CocraBiieHHe BHYTPEHHEH OIMUCH JIeT i1l 0CO00 IICHHBIX JOKYMEHTOB;

- OdopmiteHne e IOCTOSHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPaHEHHS,;

- OdopmiteHne 00JI0KKH JIe]T MOCTOSIHHOTO, JIOJTOBPEMEHHOTO CPOKOB XPaHEHUS;

— [lepenava nen B apXuB OpraHU3aluy;

— Hcnonp3oBanne  MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTWHA B

po(hecCuOHATILHON e TENbHOCTH.

B KAYECTBE IPUJIOKEHUM K OTYETY
Mo02KHO MCIIOIB30BATh:

- CXEMy CTPYKTYphl OpraHW3alliMl C yKa3aHHEM MecTa OTAeNla 10 JOKyMEHTAIlHOHHOMY
oOecrieYeHnto0 yrpaBiieHUs] (WM TOJDKHOCTHOTO JIMIIa, Ha KOTOPOTO BO3JIOKEHBI JIaHHBIC
GbyHKINN).

- POEKTHI OPTaHU3AIOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB.

- oOpasel BHYTpEHHEH ONMucH Jied.

- obpazer opopmMIteHUs 00JI0KKHU JE.

- HOMCHKJIATypy A€JI U Op.
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