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1. MACIOPT PABOYEH ITPOT'PAMMbBI YYEBHO IPAKTUKHA

1.1. OobaacTb npuMeHeHus1 padoyveil MPOrpaMmbl

PabGouas mporpamma yueOHO#l mpaktuku [IM.06 OcBoeHue IOKHOCTH
ciayxamero 21299 Jlenmonpou3BOAUTENs SBISETCS YacThiO 00pa30BaTEIBHON
IPOrpaMMBbl  TIOJTOTOBKH  CIIEIIMAIIMCTOB cpenHero 3BeHa (mainee - OII) B
cootBercTBUM ¢ PI'OC CIIO no cnenuansHocty 43.02.08 CepBrc TOMaIIHETO U
KOMMYHAJIFHOTO XO3SIIICTBa B YaCTH OCBOCHHS OCHOBHOTO BHJA JAEATEIHLHOCTU —
OcBoeHue  JOJDKHOCTM  ciuyxamero 21299  JlenompousBoguTens U
COOTBETCTBYIOIIUX NMPOPECCUOHANBHBIX KOMIIETEHIIUH.

1.2. Hesan 1 321244 y4eOHOI MPAKTHKH

Llens  yuyeOHONM  mpakTUKH -  (GOpMHUpPOBAHHME Yy  OOyYarOIIMXCS
MEePBOHAYANIBHBIX MPAKTUYECKUX MNPO(EeCcCUOHATBHBIX YMEHHMI U HABBIKOB B
pamkax OIl mo OCHOBHBIM BHJIaM JESTEIILHOCTH, OOy4YeHHE TPYJOBBIM MpUEMaM,
OTIepaIvsM U CIIoco0aM BBITTOTHEHHS TPYAOBBIX MPOIIECCOB.

C mempl0  OBMANCHUS  YKa3aHHBIM  BHJOM  JCATCIBHOCTH U
COOTBETCTBYIOIIUMH TMPOGECCHOHATHPHBIMA KOMITETCHIIMSIMU  OOYYAIOIIHIACT B
xoxae ocBoeHus [IM nomxkeH:

HMeTh MPAKTHYECKHUI ONbIT:

- BEJIEHUS Mpolecca 00paboTKU JTOKYMEHTOB.

yMeTh:

- 0(OpMIISITH IOKYMEHTAIIUIO B COOTBETCTBUM C HOPMATUBHOM 0a30H, B TOM
YHCJIE UCTIONB3YS MH(GOPMAIIMOHHBIE TEXHOJIOTUH;

- POBOJIUTH PETUCTPALIUIO U KOHTPOJIb IOKYMEHTOB;

- OCYIIIECTBIIATH XPaHEHUE, MIOUCK IOKYMEHTOB;

- HCMOJIb30BaTh TEICKOMMYHHUKAIIMOHHBIE TEXHOJOTHH B D3JIEKTPOHHOM
JTIOKYMEHTO000pOTeE.

1.3. Kosin4yecTBO 4acoB HA 0CBOeHHe padoyeil MporpaMmbl y4eOHOM
NPAKTUKHU
Bcero —72 gaca (2 nenenm).
Urorosas arrectanus B popMme n1u@hepeHIIMpOBAHHOIO 3a4€Ta MPOBOJAUTCS
3a CYEeT BPEMEHH, OTBEJACHHOTO Ha YYeOHYIO PAKTHKY.



2. PE3YJBTATBHI OCBOEHUS PABOYEM ITPOT'PAMMOBI
YUYEBHOU MPAKTUKH

Pesynbratrom ocBoenust oOydaromuMmucs paboyeil mporpaMMbl yueOHOU
NPAKTUKHU SBISIOTCA CHOPMUPOBAHHBIE YMEHHUS, IEPBOHAYAIBHBIN MPAaKTUYECKUN
onbiIT B pamkax [IM.06 OcBoenwe goimkHOCTH — ciyxamiero 21299
Jlenonpou3BoAUTENb B COOTBETCTBMM C YKAa3aHHBIM BHUAOM JE€ATEIBHOCTH,
obmumu (manee - OK) u npodeccunonansabivu (naiee - [1K) kommneTermmsamu:

Kona HaumeHoBaHUe pe3yJibTATA OCBOEHUS MPAKTHKH

[IK 6.1 Bectu 1mokyMeHTHpOBaHHE U OpPraHU3AIMOHHYI0 OOpa0OTKY JIOKYMEHTOB
OpraHu3alyu.

B mporniecce ocBoenust [IM oOyuatonecs onaaeBaror OK:

Kon HaumenoBanue pe3ynbraTa OCBOSHHS MPAKTUKH

OK 1. BeiOupars crmocoObl  pemieHus 3aaad  IpoGECCHOHATBHOW IS TEbHOCTH
MPUMEHHUTEIHHO K Pa3JIMUHbIM KOHTEKCTAM.

OK 2. OcyiecTBIATh MOUCK, aHAJIW3 U UHTEpIpeTaluo HHpOopMaluu, He00X0AUMON
JUIS BHITIOJTHEHUS 33724 TPO(eCCUOHATBHOM e TEIbHOCTH.

OK 3. [InanupoBaTh ¥  pealv30BBIBATH COOCTBEHHOE MpPO(EecCHOHANBHOE U
JIMYHOCTHOE Pa3BUTHE.

OK 4. PaGoraTte B KOJUIGKTHBE W KOMaHAe, S()(PEKTHBHO B3aMMOJCHCTBOBATH C
KOJUJIEraMH, PYKOBOJCTBOM, KJIMEHTAMHU.

OK 9. Hcnonb3oBath  MHPOPMALMOHHBIE  TEXHOJIOTMHM B  NIpodecCHOHATBHOU
JIESITEJIbHOCTH.

OK 10. [Tonp30oBaTbes MpoeCCHOHATBHON JOKyMEHTAallMel Ha ToCyJapCTBEHHOM H
MHOCTPAHHOM SI3bIKAX.

OK 11. Ucnonb3oBare 3HaHMS 10 (UHAHCOBOM TPaMOTHOCTH, IUTAHUPOBATH
MPEANPUHUMATENIbCKYIO ACSITEIBHOCTh B MPO(heCCHOHATBHOM cdepe.




3. COJEP)KAHUE YYEFHOU ITPAKTUKHA
3.1. Buabl pa6oT yueOHOil IPaKTUKH

Ne OO0pa3zoBaTeibHbIE Pe3yJabTAThI Buasbi pador
(ymenusi, npakrtudeckuii onsit, IIK, OK)

1 Ymenus: Pa3paboTka 1OKyMEHTallMd B COOTBETCTBUM C HOPMATHUBHOM
- 0OPMIISITH IOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATUBHOM 0a30if, B ToM | 0a30i, B TOM 4YHCJIE€ HUCHOJB3YSd  HH(POPMAIMOHHBIE
YHCIIe UCTIONB3YsI HH(POPMAIIMOHHBIC TEXHOIOTHH. TEXHOJIOTHH.

IpakTuyeckunii oNbIT:

- odopMIICHHE JOKYMEHTAI[MU B COOTBETCTBHHM C HOPMATHBHOW 0a30ii, B
TOM YHCJIE UCIOJIb3Ys UH(POPMAIIMOHHBIE TEXHOJIOTHH.

IIK 6.1, OK01.—OK 04, OK 09 - OK 11.

2 Ymenus: [IpoBeneHne perucTpanuu U KOHTPOJIS AOKYMEHTOOOOpOTa B
- IPOBOJAUTH PETUCTPALIMIO U KOHTPOJIb JOKYMEHTOB. JKUIIMIIHO-KOMMYHAJIbHOM XO3SMCTBE.

IpakTu4yeckunii ONbIT:
- IPOBEJIEHUE PErUCTPALIUU U KOHTPOJIS TOKYMEHTOB.
I[IK 6.1, 0K01.-OK 04, OK 09 - OK 11.

3 YmeHnus: CriocoOpl, MeTOJbl XpaHEHHs] JIOKYMEHTOB M  IIOUCK
- OCYILECTBIIATh XPaHEHUE, IOUCK JOKYMEHTOB. JIOKYMEHTOB B KWJIMIIIHO-KOMMYHAJIbHOM XO3SCTBE.
IpakTu4yeckunii ONbIT:

- OCYILIECTBIIATh XPaHEHUE, TOUCK JOKYMEHTOB.
IIK 6.1, OK01.-OK 04, OK 09 - OK 11.

4 Ymenus: DJEKTPOHHBIA TOKYMEHTOOOOPOT B >KUIUIIHO-KOMMYHATHHOM
- HCIOJNb30BaTh TEIEKOMMYHUKAIIMOHHbIE TEXHOJOTUU B 3JEKTPOHHOM | XO3SHCTBE.

JIOKyMEHTO000poTe.

IpakTuyeckunii oNbIT:

- WCIOJIb30BaHUE TEJIEKOMMYHUKAIIMOHHBIX TEXHOJOTUH B JIEKTPOHHOM
JIOKyMEHTO000pOoTE.

IIK 6.1, 0K01.-OK 04, OK 09 - OK 11.

3.2. TemaTu4eckuii VIaH y4eOHOH NMPAKTUKH

Buabl pador

HaumenoBanue pa3aesioB, TeM y4eOHOM NPAKTHKH

KoanuyecTBo
4acoB




Pazpabotka JTOKYMEHTaluu B | Hopmb! 1 ipaBuiia opopmiieHHs! TOKYMEHTOB. 6
COOTBETCTBHH C HOPMATHBHOH 0a30H, B [‘Hopwmpr u npasiia o(OpMICHHS JOKYMEHTOB. 6
TOM YHUCIIE UCTOIb3ysd HH(OPMAIOHHBIC
TCXHOJIOT'HH. Hopwmsl 1 ipaBuiia oopmIIeHHs TOKYMEHTOB. 6
Hopwmsl 1 ipaBuiia opopMiIeHHs] TOKYMEHTOB. 6
[IpoBenenue perucTpanii M KOHTPOJSA | SI3BIK U CTHIIb CIYKEOHOW JOKYMEHTAIIHH. 6
JOKYMEHTO000poTa B KUIIMIIHO- | SI3BIK U CTHJIb CIY)KEOHOW JTOKYMEHTAIIHH. 6
KOMMYHAJIbHOM XO3SIICTBE.
SI3BIK U CTHJIb CITYyKEOHOM JJOKYMEHTaIUH. 6
CriocoObl, METObI XpaHEHUs! TOKYMEHTOB | JIoKyMeHTOOO0POT U (hOPMBI €ro OpraHu3altu. 6
1 IHOHCK  NOKYMCHTOB B KHIMIIHO™ | JTokyMeHTOOGOPOT M (POPMBI €10 OPTraHU3AIMH. 6
KOMMYHAQJIbHOM XO3SHCTBE.
DNEeKTPOHHBIN JIOKYMEHTO000POT B | TexHuueckue cpencTa, IpUMEHsIEMbIE B ICIIOTIPOU3BO/ICTBE. 6
KHUJIUIIHO-KOMMYHAJIbHOM XO3SHCTBE.
TexHu4eckne cpencTra, MPUMEHsEMBIE B IEIIOTIPOU3BO/ICTBE. 6
JuddepeHnnpoBaHHbIii 3aueT 6
Bcero 72




4. YCJIOBUSA PEAJIN3AIIAU PABOYEM ITPOT'PAMMBI YUYEBHOM
INPAKTUKH

4.1. TpeboBaHUA K MUHUMAJIbHOMY MAaTE€PHAIbHO-TEXHUYECKOMY
o0ecrneyeHmIo
Peanmuzanms paboueit mporpamMMbl y4eOHOW TMPaKTUKH IPEANojaract
Hajguyue yueOHOro KabuHeTa.
OcHailienre yueOHOro KabuHeTa.

Oo6opynoBanmue:

-[I0Ca/I0YHbIE MECTA MO KOJUYECTBY O0yUaIOIIUXCs;
- pabouee MecTO MpenoaBaTes;

- KOMIUTCKT Y4eOHO-HATJISITHBIX TIOCOOMIA.

CpencrBa 00yueHus:

-KOMIIBIOTEP C  JIUMIEH3HWOHHBIM  TMPOrPaMMHBIM  OO€ClieueHueM |
MYJIbTUMEINA IPOCKTOP.

-UHTEpAaKTUBHAs JOCKa;

-KOMITBIOTEPHI.

4.2. UudopmanuoHHoe odecrieueHrue 00ydeHust

1) Kunuseii kopekc P® denepanbhubiii 3akoH oT 29 nexadbps 2004 r.
Ne188-DK.

2) Cobpanue 3akoHonatenbctBa PO - 2014 .-Ne VI -1 13.

3) )KKX HoBble npaBuiia okazanust yciyr. Ilo cocrosuuto Ha 15.04.2013:
coopHuk nokymenTos - M.: KHOPYC, 2016.

4) ®epnepanvuble 3akoHbl P®, Vkazwel Ilpesunenta P®, IlocraHoBieHus
[TpaButensctBa PO, UHCcTpyKInn deepanibHOTO areHTCTBA M0 HAJIoraM U coopam
1o BonpocaM (pMHAHCOBOT'O, OFO/I)KETHOTO U HAJIOTOBOTO PErYJIMPOBaHUSI.

5) TuxomupoB M.IO. VmnpaBneHue MHOTOKBAPTUPHBIM  JOMOM:
npaktudeckoe nocooue.- M.: KOHUTH, 2015.

6) Jlymkun C.A. CnocoObl ympaBiIeHUS MHOTOKBAPTHPHBIM JIOMOM:
ToBapuiecTBo cOOCTBEHHUKOB XMIIbst M.: - FOctummuudopm, 2015.

7) Ky3uenoB B.A. XozsiictBenHas nesrenbHocts TCXK - M.: JIuC, 2014.

8) DueprocHabxkenue B KKX: YueOHO-mpakTHUyeckoe mnocodue, Moj.pel.
JL.B.Ilpumaka, 2014.

8) IlsctomoB C.M. AnHanu3 (PpUHAHCOBO-XO3SIICTBEHHOM JESITEIHLHOCTH
npeanpusatusd. - M.: Macrepcrso, 2015.

9) Kupunor 3.51. ToBapuiecTBO COOCTBEHHHKOB KHUJIbS: MPAKTHUYECKOE
rmocooue — M.: 3AO UKII «JI1C» 2015.

10) Ienokos B.B. TCXK: Yrto 310 Takoe u 3aueM HyxHO. OTBETHI Ha BCe
BOIPOCKL. M.: Dkcmo, 2013.

11) Pymsnnesa E.E. ®unanchl opranuzanuii: (UHAHCOBBIE TEXHOJOTHUU
yIOpaBJIeHHs npeanpustueM: YdeOHoe nocobue. — M.: Uudpa-M., 2013.



HNuTepHer pecypcesr:
12) http:/ www. gaudeamus.omskcity.com > PDF _library_economic ...
13) http:/ www. budgetrf. ru - MoHUTOPHHT SKOHOMHYECKUX ITOKa3aTelIeH.
14)http:/ www. businesspress.ru — JleaoBas mpecca.
15)http:/ www. garant.ru — I"apanr.
16)http:/ www. rbc. ru — PocbusnecKoncanrusr.
17) http:/ www. flexa.ru > docs.

4.3. MecTo u BpeMsl IpoBeeHNs] Y4eOHOH NPAKTUKHU

VYyeOHast mpaKTHKa MPOBOJUTCS B YUEOHBIX KaOWHETaX.
Bpems nmpoxoxaeHns yaeOHOM NMPaKTUKU OMPEENsieTcs YIeOHbIM IIIAHOM U
rpadukomM yueGHOTO mporecca.
[Ipy npoBeneHHH Y4YeOHOW MPAKTUKUA JOMYCKAETCS JEJIEHUE TIPYIIbI
oOyuJarouxcs Ha NOArPYIbI.
[IpogomxuTensHOCTh paboyero JAHS 00y4YarolUXCsl TP KOHUEHTPUPOBAHHOM
rpaduke TPOXOXKIECHUM y4eOHOM TPAaKTUKM COCTaBiisieT He Oosee 36
aKaJEeMHUYECKHUX 9acOB B HEJIEIIIO.

4.4, KagpoBoe oGecrieueHne 00pa3oBaTeIbHOI0 MpoLecca
VyebOuas IIpaKTHKa IMPOBOJAUTCA npenogaBaTcisiMn AUCHUIIIINH
pO(ECCUOHATIBHOTO LIUKJIA.
Tpe6OBaHI/I$I K KBaJ'II/I(l)I/IKaL[I/II/I neJarorutdeCKux KaJapoB - B COOTBCTCTBUH C
TpeOOBaHUSIMU JIEHCTBYIOIIETO benepanbHOTO rOCyIapCTBEHHOTO
00pa30BaTeIbHOrO CTaHAAPTA.

4.5. TpeOGoBaHUA K OPraHU3ALMU ATTECTANMHU U OlIEHKE Pe3yJIbTATOB y4eOHOi
NMPAKTHKH

B mnepuon mnpoxoxaeHus ydeOHOM NPaKTUKU OOYYaIOmUMCS BEAETCS
JTHEBHUK TpakTuku. [lo pe3ynapTaTtam MpakTUKH OOYYArOIIMMCS COCTaBISETCS
OTYET, KOTOPBIN YTBEPKIACTCA OPraHU3aLKEN.

B xauecTBe npunokeHusi K JTHEBHUKY MPAKTHKU 00ydaromuics opopmIIsier,
MTOATBEPKAAOIINHI ITPAKTUUECKUAN OIIBIT, [IOJIYYEHHBIN Ha MPAKTHUKE.

[lo wrToraMm TpakTHUKA  PYKOBOJAMUTENIEM  MPAKTUKH  (HOpMUpYETCS
aTTECTAllMOHHBIA  JIUCT, COJEpKAIIUA CBeleHHus 00 ypOBHE OCBOCHHMS
oOyyaromumcsi  NpodecCHoHaIbHBIX  KOMIIETCHIIMM,  XapaKTepUCTUKa  Ha
oOydJaromerocss Mo OCBOEHHUIO NPO(PECCHOHATBHBIX KOMIIETCHIIMH B MEPUO
MIPOXOXKJEHUS MPAKTUKH.

ATTecTtaluss 1O HWTOraM Y4yeOHOM TMPAaKTUKU MPOBOAUTCS B (dopMme
mudpepeHIMpPOBaHHOTO 3a4deTa B TMOCIACAHWN JIeHb TPAKTUKH B y4eOHOM
KaOuHeTe.

B nporuiecce arrectanuu npoBOAUTCA 3alIUTa OTYETA MO MPAKTUKE.



5. KOHTPOJIb 1 OHIEHKA PE3YJIBbTATOB OCBOEHUS YUYEBHOM

IHPAKTUKH

PesyabTaTsl 00yyeHus
(chopMupoBaHHble yMeHM S,

OcHOBHbBIE IOKA3aTeJIH OICHKH

®opMbI U METOAbI
KOHTPOJISl M OlleHKH

NpPaKTU4ecKuii onbIT B pamkax B/I) pesyabrata pe3yIbTaTOR
o0yueHust
Ymenus: OcyliecTBieHre  KOHTpOJsA — 3a
- oopmisATH JIOKyMEHTALUIO B | opopMIICHHEM JIOKyMEHTAallUu B
COOTBETCTBMM C HOPMATHUBHOI 0a30if, B | COOTBETCTBUM C  HOPMAaTHUBHOMN
TOM YHCII€ HCIOJIb3Ysl MH(pOpMAMOHHBIE | 0230, B TOM 4YHCIIE HCHOIb3YA
TEXHOJIOTHH. nH(OPMALIMOHHBIE TEXHOJIOTUH.
IIpakTHYecKHii ONBIT:
- odopmiieHHE  [TOKYMEHTAallUU B
COOTBETCTBUHM C HOPMAaTUBHOW 0a30ii, B
TOM 4YHCJIe UCHOJb3Ysl WH(DOpPMALMOHHBIE
TEXHOJIOTHH.
I1K 6.1, OK01.-—OK 04, OK 09 - OK 11.
Ymenus: OcyiecTBienue KOHTPOJIS B
- MPOBOJAMUTH PErUCTPALUI0 U KOHTPOJIb | IPOBEICHUU perucTpauuu u
JIOKYMEHTOB. KOHTPOJIA JOKYMCHTOB. Ouetika
. - pe3yibTaToOB
IIpakTnyeckmii onbIT:
BBITIOJTHEHUS

- INIPOBEJIEHUE PErucTpaluyd U KOHTPOJIS
JOKYMEHTOB.
IIK 6.1, OK01.-0OK 04, OK 09 - OK 11.

YMmenus:

OcyiecTBienue KOHTPOJIS B

MPaKTUYECKUX padboT
BO BpeMs yueOHOU
MIPAKTHUKH,

- 3aIUTHI OTYETA IO

- OCYHIECTBJIAITb ~ XPAaHEHHUE, IIOMCK | OCYILECTBICHUM XPAaHEHHs, IOMCK y4eGHO MpAKTHKE.

AOKYMCHTOB. AOKYMCHTOB.

IIpakTHYecKHii ONBIT:

- OCYLIECTBJISITb ~ XPAaHEHHE,  ITOUCK

JOKYMEHTOB.

IIK 6.1, 0K 01.-OK 04, OK 09 - OK 11.

Ymenus: OcymecTBieHne KOHTPOJIA B

- UCIOJIB30BaTh TEJIIEKOMMYHUKAIMOHHBIEC | UCIIOJIb30BAaHUU

TEXHOJIOTHUHN B OJICKTPOHHOM | TCJICKOMMYHUKAITHOHHBIX

JTOKYMEHTOO0O0POTE. TEXHOJIOTHI B JIEKTPOHHOM

IIpakTHYecKHii ONBIT: JOKYMEHTO000pOTE.

- HCIIOJIb30BAaHUE

TEJIEKOMMYHUKAIIUOHHBIX TEXHOJOTUN B

3JIEKTPOHHOM JIOKyMEHTO000pOTE.

IIK 6.1, OK01.-OK 04, OK 09 - OK 11.
JAudpepenuupoBan
HBIH 324eT
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