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@doHA OLEHOYHBIX CPENCTB pa3paboTaHa Ha OCHOBE (QeaepaibHOro
rocyJapCTBEHHOr0 00pa30BaTENbHOIO CTAaHJApPTa CPEAHEro MPOQPECCHOHAIBHOIO
oOpa3zoBanust no mnpodeccun 46.01.03 JlenonponsBoauTenb, YTBEPKICHHOTO
npuka3oM MuHuctepcTBa oOpazoBanust U Hayku Poccuiickoit @enepauun ot 02
asrycra 2013 r. Ne639, um yyeOHOro IiaHa HPOrpaMmbl MOATOTOBKHU
KBAIM(QUUUPOBAHHBIX  pabounx, cayxamux 1o npodeccun  46.01.03
Jlesmonpon3BoaUTEND.
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1. OBIIUE ITOJIOKEHUA

®OoHJ OLEHOYHBIX CPEACTB MPOU3BOICTBEHHOMN MPAKTUKHU SABIISETCS YACTHIO
OporpaMMbl  MOJATOTOBKM  KBaIU(UUUPOBAHHBIX padouMX, CIyXallUuX IO
npodeccun 46.01.03 JlenonpousBoautenb, pa3zpaboTraHHO B MOCKOBCKOM
00JaCTHOM Ka3aubeM MHCTUTYT€ TEXHOJOTMH M ympaBieHus (puinan)
(denepalbHOM TOCYJAapCTBEHHOM OHOPKETHOM 00Opa30BaTEIbHOM  YUPEKIACHUU
BbIcIIEro  oOpa3zoBaHusi ~ «MOCKOBCKHH  TOCYJapCTBEHHbIH  YHHUBEPCHUTET
TexHojorut u ympaBieHuss umenu K.I. PasymoBckoro (IlepBwiii kazaumit
YHHUBEPCUTET).

@oHJ OLEHOYHBIX CpPEJACTB MpEIHA3HAYeH Ui TEKYLIero KOHTPOJIs
YCIEBAEMOCTH M MPOMEKYTOYHOM aTTecTalnu oodydaromuxcs no moayo [IM.01
— JIOKyMEHTallMOHHOE 00eCIeYeHUE NIEeATEIbHOCTH OpraHu3alun

Pe3ynbTaThl 0CBOEHUS, OIJIEKAIUE MPOBEPKE:

Kog HaumeHoBaHue pe3yJibTaTa 00yUeHHUSs
Vi NPUHUMATD, PETUCTPUPOBATH, YUUTHIBATH MOCTYNAIOIINE TOKYMEHTHI;
V2 IPOBEPSATH MPABWIBHOCTH 0O()OPMIICHHUSI JTOKYMEHTOB;
V3 BECTH KapTOTEKY yueTa MPOX0KJICHHS JOKYMEHTAJIbHBIX MAaTEPHAJIOB.
31 OCHOBHBI€ T10JI0KEHUS EIMHON rocyJapCTBEHHOM CUCTEMBI J€JI0NPOU3BOJICTBA;
32 BUIBI, QYHKIIMH JOKYMEHTOB, ITPaBHJIa UX COCTABICHUS U 0()OPMIICHUS;
33 HOPSJIOK JTOKYMEHTUPOBaHHS WH(POPMAIIMOHHO-CIIPABOYHBIX MaTEPHAJIOB;
34 MIpaBHJIa JCIIOBOTO ATUKETA M JIEJIOBOTO OOIICHHUS
OK 1 [ToHumaThb CYLIHOCTE H COLMANLHYIO 3HATMMOCTS Oyayeit npodeccun,
IPOSIBJIATH K HE yCTOMUMBBINA HHTEpEC
OK 2 OpraHu30BbIBaTh COOCTBEHHYIO JIEATEIBHOCTh, UCXO/S U3 1eJIM U CIoco00B ee

JOCTHUIKCHUS, OTTPCACIICHHBIX PYKOBOJUTCIICM.

AHan3upoBaTh pabouyI0 CUTYAIUIO, OCYIIECTBISATh TEKYIIUN ¥ UTOTOBBIMA
OK 3 KOHTPOJIb, OIICHKY U KOPPEKIIUI0 COOCTBEHHOH JIeATEeIHbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3yJIbTAThl CBOCH pabOTHI

OcymecTBIsITh MOUCK HHPOPMAIIUU, HEOOXOAUMOU 17151 3P PEKTUBHOTO

OK 4
BBINOJIHEHHSI TPO(ECCHOHANIBHBIX 3a/1a4

OK 5 Hcnonb30BaTh HHPOPMAITMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHUU B
podeCCHOHATLHOMN 1A TEIIEHOCTH.

OK 6 PaGoTats B komMaHze, 3pPEKTUBHO 00IATHCS ¢ KOJUIETaMH, PyKOBOJCTBOM,
KJIMEHTAMH

OK 7 M cionHATh BOMHCKYIO O0SI3aHHOCTb, B TOM YHUCIIE C TPUMEHEHHEM MOTYYEHHBIX
po(heCCHOHANLHBIX 3HAHUH (s FOHOIICH )

K 1.1, [TpyHMMATh U PETUCTPUPOBATH TOCTYNAIOLIYI0 KOPPECIIOHACHIINIO, HAIIPABIIATH
€€ B CTPYKTYpHbIE [10JIpa3/ieJIeHUs] OpraHU3aliu

K 1.2. PaccmaTpuBath JAOKYMEHTbL M NEPE/IaBaTh MX Ha HCHONHEHHE C Y4ETOM
PE30JIIOLIMY PYKOBOAMTEIEH OpraHu3aluu

I1K 1.3. OdopMIIsITh peruCTPAIMOHHBIC KAPTOYKH M CO37aBaTh OAHK JAHHBIX

IIK 1.4. Bectu KapTOTEKy ydeTa MPOXOKIACHUS JOKYMEHTAIbHBIX MAaTEPUAJIOB

IIK 1.5. OcylecTBISTh KOHTPOJIb 32 IPOX0XKIECHUEM JOKYMEHTOB.

K 1.6 OTnpaBisATh UCIIOJHEHHYIO JIOKYMEHTALMIO apecaTaM € NPUMEHEHIEM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKH

K 1.7 M cionHATh BOMHCKYIO 00SI3aHHOCTb, B TOM YHMCJIE C TPUMEHEHHEM MOTYYEHHBIX

npodecCHOHATBLHBIX 3HAaHUH (17151 FOHOLIEH).




2. ITACHHOPT ®OHIA OHEHOYHbLIX CPEACTB

Pe3yabTaTsl 00yyeHus

HaunmeHnoBaHnue

2 ; _ OLIEHOYHOI'0 CPEACTBA
OCBOEHHBI Buasi padot % § E
€ yMeHHusl @ 715l MPOMEKYTOTHOIH
yc}l;oeﬂm,l, OK, ITK = § - aETeCTai’II/II/I
€ 3HAHHUs
MJIK .01.01. JlokyMeHTallHOHHOE O0ecnedyeHue 1esiTeIbHOCTH OPraHu3aliu
V13 OK 1-7 Tema 1.1. [IpakTrueckue 3aganus AJis
31-4 IK1L-1.7 Opranuzanus JOKYMEHTO000pOTa B OpraHU3aIuH/yupesKICHUS: A EpEHIMPOBAHHOTO 3a1eTa
- U3YYUTHh HOPMATUBHO-TIPABOBYIO 0a3y OpraHU3aIuy;
- O3HaKOMUTBCS C OPSIAKOM BEAECHUS JI€JIOBOM MEPEUCKH;
- U3YYUTH NMOPAOK NPEAOCTABIECHUSI OTBETHBIX IIUCEM U CPOKH;
- U3YYUTh MOPSAJIOK PETUCTPALIMH AECIOBOU NEPENUCKU;
- 03HAKOMUTKCS C PETHCTPAIIMOHHBIMY KQpTOUYKAMH U CO3aHHEM 0a3bl TAHHBIX.

V13 OK 1-7 Tema 1.2 [IpakTrueckue 3aganus AJis
31-4 IIK 1.1.-1.7 CucreMaTH3aIMs 1€I0BOM TIepEeTHCKH: T PEPEHIINPOBAHHOTO 3a4eTa

- U3y4YUTh MPOLECC NMPUEMa BXOASIIENH KOPPECIIOHICHIINY;

- U3YYMUTh NOPSAOK NEPENAYN TOKYMEHTOB Ha UCIIOJIHEHHUE C YYETOM PE3OTIOLUN
PYKOBOIHUTEIS;
- U3YYUTH NPOLIECCOB UCIIOJIIHEHUS JOKYMEHTOB;
- U3YYUTb NOPSIOK PAOOTHI C OPraHU3alMOHHON TEXHUKOM;
- U3YYUTb NPOLECC OTIPABKH UCIIOJIHUTEIBHON JOKYMEHTALMU aJIpECcaTaM.
V13 OK 1-7 Tema 1.3. I[IpaKkTHYEeCKHE 3a0aHMs I
31-4 IK1.1-1.7 'Bpmonnenne paGoT ¢ 10KyMeHTaMH B COBPEMEHHBIX aBTOMATH3MPOBAHHBIX TIPOrPAMMAX: A EpEHIHPOBAHHOTO 3a1eTa
- O3HAKOMUTHCS C BHYTPEHHUMU OJIaHKaMU OpraHU3allNHY;
- O3HAKOMUTBCS C IPOLIECCOM COCTABJICHHSI NPHUKA3 [0 OCHOBHOM JAEATEIIBHOCTH C
ucnoib3oBanue I1K;
- U3YYUTH MpoIriecc norcka naopmarmu B cetu MHTEpHET;
- U3YYUTh NPOLECC OTIPABKH JTOKYMEHTOB M0 AJIEKTPOHHOM MOYTE;

V13 OK 1-7 Tema 1.4 [IpakTrueckue 3aganus AJis
31-4 TIK 1.1.-1.7 T HEPEHIINPOBAHHOTO 3a4eTa

Opranuzanus paboThl ¢ 00paIeHUsIMH IPaXKJIaH:




- 03HAKOMUTKCS C TIOPSIIKOM OOpaIIeHUsIMU TPaX/1aH B OpraHU3aInIo;
- 0pOPMHTH OTBET Ha OOpALCHNE TPAKIAH;
- 03HAKOMUTKCS C IOPSIAKOM pabOThl MPH MOBTOPHOM IOJIyYE€HUH 0OpaleHust Ipax/iaH;
- IPUHATH YYaCcTUE B IMYHOM MIPUEME IPaXKIaH PyKOBOIAUTEIEM OpTraHU3aIIH;
- 03HAaKOMUTKCS C GOopMUPOBaHUEM, ODOPMIICHUEM U XPAHSHHUEM JeIT TI0 0OpaIICHUSIM
rpakJIaH.

V13 OK 1-7
314 K 1.1.-1.7

Tema 1.5.
OdopmiieHre OCHOBHBIN BHJIOB JOKYMEHTOB TI0 JINYHOMY COCTaBY:
- U3YYHUTH MpaBuiia 0hOpMIICHHUS IPUKA30B 110 JINYHOMY COCTaBY;
- U3YYUTH YHUPHUIMPOBAHHBIE ()OPMBI IPUKA30B 110 JINYHOMY COCTABY;
- U3YYUTH MPOIIeCC MpreMa Ha padoTy pabOTHHUKA,
- U3YYHTH TPaBUIIa TIpUeMa Ha paboTy pabOTHHKA,;
- U3y4UTh 0()OPMIICHUE TUYHOM KAPTOUKH U JIMYHOTO Jiena pabOTHHUKA,;

[MpakTryeckue 3amanus Is
i depeHIpoBaHHOTO 3a4yeTa

YPOBHU OCBOCHUS TEM:

1 — o3HaKOMUTENBHBIN (Y3HABaHUE PaHEe U3YUYEHHBIX OOBEKTOB, CBOICTB);

2 — penpoyKTUBHBIN (BBIIIOJIHEHUE AESATENBHOCTH 110 00pa3Ily, MHCTPYKIIUHU WM MO PYKOBOJCTBOM);

3 — NIpOAYKTHUBHBIH (MJIAHUPOBAHUE M CAMOCTOSITEIbHOE BBINOJIHEHHUE JEATEIBHOCTH, PEIIEHNE TPOOIEMHBIX 33/1a4).




3. OIEHOYHBIE CPEJICTBA JJIS1 IPOMEXYTOYHOM
ATTECTALIUU

3.1. IlpakTuyeckue 3aganus Ajas AUpPepeHIUPOBAHHOIO 3a4eTa

3aganme Ne 1:

- 0(pOpMHUTH TUCHEMO-3aIIPOC CO BCEMU HEOOXOIUMBIMU PEKBU3UTAMH;

- ohopMUTH TpHKaA3 MO JIUYHOMY COCTaBY O MpHeMe Ha paboTy pabOTHHUKA,

- 3aPErUCTPUPOBATH BXOASIIYI0 KOPPECTOHACHIIUIO.

3aganme Ne 2:

- oopMuUTH MpHUKaA3 MO OCHOBHOM JEATEIBHOCTH CO BCEMHU HEOOXOIUMBIMU
PEKBU3UTAMU;

- 0(pOpMUTH TUCHEMO-OTBET CO BCEMU HEOOXOUMBIMU PEKBU3UTAMU;

- opopMHUTH TpHKA3 IO JIUYHOMY COCTaBy 00 YBOJbHEHHH paOOTHHUKA.

3aganme Ne3:

- opOpMUTH pacnopsKEHUE CO BCEMH HEOOXOAUMBIMU PEKBUZUTAMU;

- MPOBECTH PETUCTPALIUIO OOpaIlEHUs TPAKIAH;

- odopMUTh TpUKA3 MO JUYHOMY COCTaBy O TMPEJOCTABICHUH OTITyCKa
pabOTHUKY.

3aganme Ne4:

- 0(hOpMUTH OTBETHOE MUCHMO Ha OOpalleHHe rpak/iaH;

- opopMHUTH YKa3aHUE CO BCEMU HEOOXOAUMBIMU PEKBU3UTAM;

- opopMHUTH TPHKA3 O HAIOKEHUU JUCHUILUIMHAPHOTO B3bICKAHUS.

3aganme NeS:

- IPOBECTH aHaU3 OOpaIleHus rpakJaH U COCTaBUTh OTYET;

- 0(popMHUTH TPOTOKOJI CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU;

- OTIIPaBUTh MUCHMO B OPraHU3AIIUIO 110 JIEKTPOHHOM MOYTE.

3aganue Ne6:

- 0pOpMHUTH aKT CO BCEMH HEOOXOAUMBIMU PEKBUZUTAMU;

- ohopMHUTH TpHKA3 IO JIUYHOMY COCTaBY O KOMaHJIUPOBKE paOOTHHUKA;

- OTIPaBUTh MHUCHMO B OpraHU3aIuIo Mo (akcy;

3aganme Ne7:

- 0(pOpMHUTH paCTIOPSIKEHUE CO BCEMU HEOOXOIUMBIMU PEKBU3UTAMU;

- 0(pOpMUTH MPHUKA3 MO JIUYHOMY COCTABY O IMEpeBOjiec padOTHUKA Ha JIPYTYIO
JOJIKHOCTb;

- MPOBECTH PETUCTPALIUIO BXOAAIIEH JTOKYMEHTAIIUH.

3aganme Ne§:

- ohopMHUTH TPHKA3 O HAJIOKEHUU TUCIUIUIMHAPHOTO B3bICKAHMUS;

- 0(popMHUTH TUCHEMO-TIPOCKOY CO BCEMU HEOOXOIUMBIMU PEKBU3UTAMM;

- COCTaBUTh U OPOPMHUTH PE3IOME.

3aganmue Ne9:

- COCTaBUTb U 0()OPMUTH MPOTOKOJ COOpaHUs TPYOBOTO KOJIJICKTUBA;

- COCTaBUTh U O()OPMUTH BBIMUCKY U3 MPHUKaA3a;

- 0(pOpMHUTH TUCHEMO-3aIIPOC CO BCEMU HEOOXOIUMBIMU PEKBU3UTAMH;

3aganue Nel(:



- COCTaBUTh U OPOPMHUTH TOKIATHYIO 3AMUCKY;
- COCTaBUTh U OPOPMUTH AKT 00 OTCYTCTBMU paOOTHUKA HAa pabOYeM MECTE;
- COCTaBUTh U OPOPMHUTH NMPUKA3 O CTAKUPOBKE COTPYIHUKA.

3.2. KoHTpoOJIb U OLIeHKA NPOM3BOACTBEHHOM NMPAKTUKHU

®opMOil  OTYETHOCTM OO0ydYarolmerocst MO MPOU3BOACTBEHHON MpaKTUKE
ABJISIETCSI MMCbMEHHBIA OTYET O BBINOJHEHUU padOT U MPUIOKEHUH K OTYETy,
CBUJETENbCTBYIOUIMX O  3aKpPEIUICHUW  3HAHWM, YMEHHH, NpHOOpETeHHUH
MPAaKTUYECKOr0  OmbITa, (HOPMUPOBAHUM  OOMUX U TPOPECCUOHATBHBIX
KOMITETEHIIUI, OCBOEHUH MPO(HECCHOHATBHOTO MOJTYJIS.

OOyyaromuiics B OJIMH U3 MOCJIEIHUX THEH MPAKTUKU 3aIULIAET OTYET IO
npaktuke. [lo pesynpraraM 3amUThl  CTYAEHTAaMU OTYETOB  BBICTABIISETCS
g depeHIpPOBaHHBIN 3a4ET M0 MPAKTUKE.

[IucbMEeHHBI OTYET O BBIMOJIHEHUU PadOT BKIIOYAET B ce0s Clenylolue
pasnuensl:

- TUTYJIbHBIU JIUCT,

- COZIepKaHUE;

- IPAKTHYECKasl 4acTh;

- IPUJIOKEHHUS.

PabGota Hajg oTyeToM MO MPOM3BOACTBEHHON MpaKTUKE AOJKHA MO3BOJIUTh
PYKOBOJMTENIO OLEHUTHh YPOBEHb PAa3BUTHUS CIEAYIOUIUMX OOMIMX KOMIETEHIUI
CTYJICHTA:

OK 1 IlonuMatrh CyImIHOCTh W COLMAJIbHYIO 3HAYUMOCTb OyAyleu
npodeccuu, NposIBIATh K HEW YCTOMUMBBINA HHTEPEC

OK 2 OpranuzoBbiBaTh COOCTBEHHYIO JAESTEIBHOCTh, HCXOJs U3 LEIU U
CHOCOOOB €€ TOCTUKEHUS, OTPEEICHHBIX PYKOBOIUTEIIEM.

OK 3 AHanu3upoBaTh pabouyl0 CHTyallUl0, OCYIIECTBISATh TEKYLIUH U
UTOTOBBI KOHTPOJb, OLIEHKY M KOPPEKIHI COOCTBEHHOW NEATEIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTATHI CBOEH pabOThI

OK 4 OcyuiecTBasTh NOMCK MH(MOpMALUU, HEOOXOIUMOM 1l 3PPEKTUBHOTO
BBINIOJIHEHUSI TPO(PECCUOHAIBHBIX 337124

OK 5 Hcnonws3zoBaTh MH(OPMAIIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJOTUH B
podeCCUOHAIBHON JIEATEIIbHOCTH.

OK 6 PaGorate B komaHzae, »3G(eKTUBHO O0OIMATHCS C KOJJIETaMH,
PYKOBOJICTBOM, KJIMEHTAMHU

OK 7 UcnoaHsATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJIE C HPUMEHEHUEM
MOJTYYEHHBIX TPOPECCUOHATIbHBIX 3HAHUH (/11 FOHOIIIEH )

IIK 1.1. ITpuauMarts u perucTpupoBaTh MOCTYIAIOLIYIO
KOPPECIOHAEHIINIO, HAIIPABIIATH €€ B CTPYKTYPHBIE ITOAPa3IeJICHNs] OpraHu3anun

IIK 1.2. PaccmarpuBare  TOKyMEHTBI M IleperaBaTb  HUX  Ha
UCIIOJIHEHHUE C y4E€TOM PE30JIIOLUU PYKOBOIUTEIIEH OPraHu3aluu

IIK 1.3. OdopmiATh perucTpalliOHHbIE KApTOYKM M CO3[aBaTh OaHK
JAHHBIX

IIK 1.4. Bectu xaprorexky ydera INpPOXOXKACHUS JOKYMEHTAJIbHBIX
MaTepHUaJIOB



IIK 1.5. OcylecTBIAATh KOHTPOJIb 32 MPOXO0KACHUEM JTOKYMEHTOB.

IIK 1.6 OTnpaBnsATh UCMIOJHEHHYIO IOKYMEHTAIMIO aipecaram ¢
IIPUMEHEHUEM COBPEMEHHBIX BUI0B OPraHU3allMOHHON TEXHUKH
IIK 1.7 HcnonHsATh BOMHCKYIO OOA3aHHOCTb, B TOM 4YHCIE C

MPUMEHEHUEM MOJIYYEHHBIX TPO()ECCHOHATBHBIX 3HAHUH (7151 FOHOILIEH ).

Kpurepun onenku:

1. OneHka «OTIMYHO» CTABUTCS, €CJIM: pabOTa BBIINOJIHEHA MOJIHOCTHIO; B
JIOTUYECKUX PACCYXJIECHUSIX M OOOCHOBAHMU PEIIEHUS HET MpOOEJoB M OLIMOOK;
oopMIIEHHE OTYETA COOTBETCTBYET TPEOOBAHUSIM, HEIOUETOB HET.

2. OneHka «XOpOIIo» CTAaBHUTCS, €CIM: padoTa BHIIOJHEHA MOJHOCTBIO;
JOMyLIEHA OJHA CYIECTBEHHAs] OLIMOKA WJIM JIBE-TPH HECYIIECTBEHHBIX OIIMOKH;
oopMIIEHUE OTYETa COOTBETCTBYET TPEOOBAHMSIM, €CTh HEOOJIBIIME HEOYETHI B
odopMIICHUH.

3. OneHka «yJOBJIETBOPUTEIBHO» CTABUTCS, €CIM JAOINYyIIeHbl Ooee
OJIHOM CYILIECTBEHHOW OIIMOKH WM 0oJiee ABYX-TPEX HECYIIECTBEHHBIX OIIHOOK;
IpyU 3TOM MpPaBUIBHO BBINOJIHEHO HE MEHEE IOJIOBHHBI PadoThl; odopmieHHe
0TYETa COOTBETCTBYET TPEOOBAHUSIM, €CTh HEIOUETHI B O()OPMJIICHHUU.

4. OueHka  «HEYJOBJIETBOPUTEIBHO»  CTAaBUTCA, €CJIH:  JOIYLIEHBI
CYIIECTBEHHbIE OIIMOKK; O(OPMIIEHHUE OTUE€Ta HE COOTBETCTBYET TPEOOBAHUSIM,
€CTh OLIMOKH B O(DOPMIICHHH.



4 JIACT PETUCTPAIIMUA UBMEHEHUI

No ConeprxkaHre U3MEHEHUS PekBu3uthl Jara
/o JIOKyMEHTa BBEJICHUS
00 yTBepKICHUH M3MCHCHHUS
W3MCHCHHMS
1 YTBepKIeHa U BBEICHA B ACMCTBUE PELICHUEM Y UYEHOIO COBETA IIporokon
OI'BOY BO «MI'VTY um. K.I'. Pazymosckoro (ITKY)» sacle\r)(_l)agmsl 01.09.2020r-
ot «02» mapta 2020
T.
2 AKTyaJlM3MpOBaHa C YYETOM Pa3BUTHUS HAYKH, KyJIbTYpHI, [Iporoxon 30.08.2021r.
SKOHOMUKH, TEXHOJIOTHI U COMANTBHON chephl U BBEACHA B 3acemanus Ne 1 ot
neictBue pemienueM YdeHoro copera ®I'bOY BO «MI'VTY «30» aBrycta 2021
um. K.I'. PazymoBckoro (ITKY)» T.
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