AnHOTanus padoveil mporpaMMbl JUCIUTUINHBI

«lIpaxmuka no nonyueHuro npogheccuoOHaIbHLIX YMEeHUll U ONnbIma

npogheccUoHanbHOU 0esimenbHOCUY

lenp wu3yueHus
JUCHUTITUHBI

Llenbro nMpoU3BOACTBEHHON NPAKTUKHU SIBJISAETCS 3aKpPEIUIEHUE U
yray0OieHue  TeOpeTHYeCKOM  MOATOTOBKM  oOydaromierocs U
npruoOpeTeHne UM NPAKTUYECKHX HABBIKOB M KOMIIETCHIIMH B cdepe
pohecCuOHANBHOM NeSTeNbHOCTH.
3aayamMy IPOU3BOICTBEHHOM MPAKTUKHU SIBIISIOTCA:

— 3aKpervieHHe TEOPETUYECKUX 3HAHUM, MOMy4YEeHHBIX CTYJACHTaMU
[PU U3YYCHUH TUCIUIUIMH TpOodeCCHOHAIBHOIO UKJIA;

— OCBOCHHE HAaBBIKOB (DOPMUPOBAHMS M aHAJIN3A OPraHU3aIIMOHHOMN
U YIIPABIIEHYECKON CTPYKTYpPBI OpraHU3alnii;

— OBJIAJICHUE HAaBBIKAMU CO3/IaHHUS U BeACHUA 0a3 JNaHHBIX IO
pa3IMYHbIM MOKa3aTensiM (GyHKIIMOHUPOBAHUS OpraHU3aIui;

— pa3BUTHE HABBIKOB cOOpa, 00pabOTKHU M aHanu3a HHGOPMAITUH O
(dakTopax BHEIIHEW W BHYTPEHHEH Cpebl OpraHu3aluyu AJs NPUHSITHS
YIpaBICHYECKUX PELICHUI;

— TpuoOpeTeHre OmbITa y4acTHs B pa3padOTKe W pean3aluu
KOMILIEKCa MEPOIIPUSITUH OIIEpallMOHHOTO XapaKTepa B COOTBETCTBUU CO
CTpaTerueil opraHu3aui;

IpUOOPETEHUE HABBIKOB IIOATOTOBKU OTYETOB
MH(OPMaIMOHHO-aHAIUTUYECKON JIeSITEIbHOCTH.

0 pe3yjbTaTam

Mecro
JUCLMIUINHBL B
y4eOHOM IUJIaHe

W saBnsercs COCTaBHOMW 4YacTbhlO MpOo(ecCHOHATbHON MNOArOTOBKU
HUccieaoBaTeinei o HaIpaBJICHUIO HOATOTOBKU 38.03.02
«MeHepKMEeHT)

OIIK-2 OIIK-3 TIK-1 IIK-2 TIK-5 TTIK-12 ITK-16 TTIK-18 T1K-20

dopmMmupyemble
KOMIIETEHIINH

B pesynprate ocBoenmss kommereHnun OIIK-2 oOywarormmiics
[Inanupyemblie JIOJIKEH:
pe3yNbTaThl 3HATh: BUJIbl YIPABICHUYECKUX PEIIEHUI U METO/IbI UX MPUHSATHUS;
o0y4yeHus o YMETbh: HaXOAUTh OPraHU3allMOHHO-YIIPABIECHUYECKUE PEIIEHUS U
JTUCIUIINHE, TOTOBHOCTBIO HECTH 3a HUX OTBETCTBEHHOCTh C MO3MIMNA COLMATbHON
COOTHECEHHBIE C | 3HAYMMOCTH IPUHUMAEMBIX PELICHMI;
IUTAHUPYEMBIMU BJIA/IETh: AITOPUTMOM pelieHus OpraHu3alMOHHO-
pe3yJpTaTaMu YIPaBIECHYECKHUX 3a1a4.
OCBOCHUS B pesynbrate ocBoenus kommereHmmu OIIK-3 oOyuarommiics
00pa30BaTeNbHON | JIOJIKEH:
POrpaMMbI 3HAaTh: THUIBl OPraHU3ALMOHHBIX CTPYKTYp, HMX OCHOBHbBIE
(KOMIETeHUMSAMHU | TapaMeTpbl U MPUHLUIBI UX MPOSKTUPOBAHUS; BUIbl YIIPABICHYECKUX
BBIITYCKHUKOB) peleHnit ¥ MEeTOJbl UX MPHUHSITHUS, OCHOBHbIE TEOPUU MU TOJIXOIBI K

OCYILIECTBJIEHNUIO OPraHU3ALIMOHHBIX H3MEHEHU .

YMETh: AHAJIU3MPOBATh OPraHU3AlMOHHYIO CTPYKTYpy H
pa3pabaThIBaTh MPEAIOKEHUS IO €€ COBEPIICHCTBOBAHUIO.

BJIAJIETh. METOJAMHU pEaIU3allM¥ OCHOBHBIX YIPABICHUYECKUX
byHKIMI  (MpUHATHE pENICHUW, OpraHu3alus, MOTHBUPOBaHUE,
KOHTPOJIb).

B pesynbrate ocBoenuss kommnereHnuu IIK-1 obywarommiics




JTOJIKEH:

3HATh: OCHOBHBIE TEOPHH MOTHUBAIIMH, JIUJIEPCTBA U BIACTH;

YMETb: MPOBOJIUTH ayUT YEJIOBEUECKUX PECYPCOB, JUATHOCTUKY
OpraHU3alMOHHON KYJIbTYpPHI;

BIIQJIETh: HABbIKAMH  KCIIOJIB30OBAaHHUS  OCHOBHBIX  TEOpUH
MOTHUBAIMH, JUJACPCTBA W BIACTH Ui PEIICHUS CTPATETHUECKUX U
OTEpaTUBHBIX YIIPABJICHYECKUX 3a/1a4.

B pesynbrare ocBoenmsi komnereHnuu I[IK-2 oOydarormmiics
JTOJIKEH:

3HATh: CTPYKTypa KOH(DIHUKTA,

(GhyHKIMY KOHPIUKTOB,

JTUHAMHKA KOH(JIUKTOB,

TUTIOBBIE KOH(IJIUKTHI U BO3MOXKHBIE PE3YJIbTAThI UX 3aBEPIICHHUS.

YMETh! OCYILECTBIISITh MIePErOBOPHBIN mporece u
MOCPEAHUYECTBO ISl KOHCTPYKTUBHOIO YPEryJIUpOBaHUS KOH(IIUKTA.

BIAJIETh: IICUXOJIOTMYECKMMH  MEXaHU3MaMH  pPa3perieHus
KOH(JIUKTA.

B pesynprare ocBoenms kommereHuuu IIK-5 oOydwarommiics
JIOJDKEH:

3HATh: OCHOBHBIE 3Tallbl Pa3BUTHS MEHEIKMEHTA, KaK HayKH U
npodeccuu;

yMETb: AaHAIU3UPOBATh BHYTPEHHIOIO W BHEUIHIOI CpEay
OpraHu3alliy, BBISBISATH €€ KIFOYEBBIC AJIIEMEHTHl M OIICHWBATh HX
BIIMSTHUE HA OpraHU3aIUIo;

BJIAJIETh: METOJAMH PEAIN3alUU OCHOBHBIX YIPABICHYECKUX
byHKIMI (IpUHATHE pELICHWH, OpraHu3alusi, MOTHBUPOBAHUE H
KOHTPOJIb).

B pesynbrate ocBoenusi komnerenuuu (I1K-12) oGyuarormmiics
JIOJDKEH:

3HaTh: TMpuEMbI cOopa HEOOXomuMOH HH(pOpMAUU IS
pacImMpeHusi BHEIIHWX CBs3eil W OOMEHa OIBITOM TpU peaTu3aliu

MIPOEKTOB;
YMETh. OpPraHu30BaTh W TOJIEPKUBATH CBSI3U C JCJIOBBIMHU
MapTHEPAMH;
BIIAJIETh: PA3IUYHBIMH CHOCOOaAMU OOIIEHHMS C  JCJIOBBIMU
napTHEpPaMH.

B pesynbrate ocBoeHus komnereHimu (IMK-16) oOyuaromruiics
JIOJDKEH:
3HATh: TPUHIMUIBI  [ENCMoNaraHus, BHIbl W  METOJbI
OpraHU3alMOHHOTO IJIAHUPOBAHUS;
YMETh: aHAJIM3UPOBATh (PUMHAHCOBYIO OTYETHOCTh M COCTaBIIATH
(MHAHCOBBIN MPOTHO3 Pa3BUTHUS OPraHU3AINY;
BJAJeTh. TEXHUKAMH  (MHAHCOBOTO  IUIAHUPOBAHUS U
IPOTHO3UPOBAHUSI.
B pesynbrate ocBoeHus komnereHimu (IMK-18) oOyuaromuiics
JIOJDKEH:
3HATh: OCHOBBI OM3HEC-TITAHUPOBAHUS,
YMETh: aHAJM3HUPOBATh OM3HEC-TIIAHBI;
BJIJICTh: HABBIKAMH OW3HEC-TUITAHUPOBAHUS CO3/IaHMS U Pa3BUTHUS
HOBBIX OpraHU3aIMi (HAPaBICHUH JESTENbHOCTH, TIPOYKTOB).
B pesynbrare ocBoeHusi kommeteHimu (/7K-20) oOydvarormiics
JIOJDKEH:




3HaTh: TpeOOBaHUS K OJIaHKaM CITy)KE€OHOTO IOKYMEHTA;
COCTaB  PEKBU3UTOB  OPraHU3alHOHHO-PACTIOPSIIUTETHHON
JOKYMEHTAIIUH U TIPaBUIIa UX OQOPMIICHHSI,

Ha3HAYEHUE, CTPYKTYpy U cojiep KaHue CHCTEMBI
OpraHU3alMOHHO-PACIIOPSANTEIHLHON JOKYMEHTAINH;
YHU(UITUPOBAHHbIE (bopmbI OpraHU3alMOHHO-

PAacCIOpsIIUTENBHBIX TOKYMEHTOB;

MOPpAIOK, 3Tallbl 1 OCHOBHBIC MPOLUCAYPHI OPraHu3aliun pa6OTBI C
JIOKYMECHTaMH;

OTallbl ABWIXCHHUA HOOKYMCHTOB B OpraHu3alyvyd B IIPOLECCE
JTOKYMEHTOO0OpOTA U MOPSIIOK X PETHCTPALIUH;

IpaBujia pa6OTBI C BXOOAIIMMHU, UCXOOAIIUMHA U BHYTPCHHUMH
JIOKYMECHTaMH;

0cOOEHHOCTH  PabOTBI C  KaJpOBBIMH  JOKYMEHTaMH, C
OOpaIICHUSIMU TPaXKIaH.

yMEeTh: O(QOPMIISITH OpPraHU3aAlMOHHBIC, PACHOPSAUTEIbHEIC,
CIIPaBOYHO-UH(DOPMAIIOHHBIE BUIBl JOKYMEHTOB, JOKYMEHTBI IIO
JIMYHOMY COCTaBY;

OpPraHnu30BbLIBATH JAOKYMCHTOIIOTOKH B CHUCTEMCEC
JOKYMEHTO000pOTa, MapLIPYThI ABUKCHHS TOKYMEHTOB B OPraHU3alIUH,
HOJrOTOBKY JIEJT K Tepe/iaue B apXHB;

PErHCTPUPOBATh TOKYMEHTHI B OpraHH3aLH;

OpPraHnu30BbLIBATH pa60Ty C BXOOJAIIMMH M C HCXOJAIIMMU
JOKYMECHTaMH;

IMOATOTAaBJIMBATh JOKYMCHTLI K IIEPCAauUC HA XPAaHCHUEC B ApXUB.

BJIaJICTh: HABBIKAMH COCTABIICHUS, NMPAaBKU U PEIAKTUPOBAHHS
BUJ0B OOKYMCHTOB, BKJIFOUEHHBIX B CUCTCMY OpraHu3alvOHHO-
PAaCIOPSIUTENBHON JOKYMEHTALINH;

MCTOIII/IKOP’I COCTaBJICHUA HOMCHKJIATYPHBI ACJI;

HaBbIKaM# ()OPMHUPOBaHUsS 1 0)OPMIICHHS JIeJIa, OMHCH JIEII.

Conepxanue
JUCHUITIINHBI

IToaroToBUTENLHEIN dTAIl

Opranu3alvoOHHBIN 3Tan

[Tpon3BOACTBEHHBIN 3Tan

IToaroroBka oTyera 1o mpakTUKe

3amuTa OT4eTa Yy pyKOBOJIUTEINS MPAKTUKOM OT Kadeapbl

Bunpr  yuebHoOM
paboThI

OTY€T MO NpaKkTUKE JIOJKEH COAEPKATh Pa3/Ieibl:

— Bsenenwe;

— 1. Xapakrepucrruka opraHu3anny;

— 2. AHanu3 QyHKIIMOHAIBHBIX TIOJICUCTEM OpTaHU3AIINH;

— 3aKIroYeHue;

— MHcrounuku u nureparypa;

— JIHEBHUK;

— XapakTepucCTHKa;

— IIpunoxenus.

Tekct oTdera odopMIsieTCs] B COOTBETCTBHH C TpeOOBaHUSMU
cTaHjapra mo odopMieHHI0 KBaIU(PHUKAIMOHHBIX paboT. B oryere
clieflyeT TPaMOTHO, MO BO3MOXKHOCTH KPaTKO, OOOOIIUTH pe3ylbTaThbl
MIPOU3BOJICTBEHHOMN MIPAKTUKH.

Hcnonb3yemblie
nH(OpMaIlMOHHBIE,

1. JIuieH3noHHOE NMporpaMMHOe obecrnieueHne «AHturiaruat.BY3»




MHCTPYMEHTAJIbHBIE
U T[pOorpaMMHbIE
cpencTBa

2. JInuien3noHHoe MpOrpaMMHOE obecrieueHne «Cucrema
KoncynprantlIiroc»

3. JluniensnonHoe nporpammHoe obecnieueHue Microsoft (Windows XP,
Windows

Server 2003, Windows XP Professional x64 Edition, Windows Vista,
Windows

Server 2008, Windows 7, Windows Server 2012, Windows 8, Windows
8.1,

Windows 10, Microsoft Office 2010, Microsoft Office 2013, Microsoft
Office 365)

4. CBoOOgHO pacmpocTpaHsieMoe mporpammHoe obecreucHue Adobe
Acrobat

Reader DC

5. CB00OIHO pacipocTpaHsieMoe porpaMmHoe obecrieuenue 7-Zip

@opMBbI  TEKYILIETO
KOHTPOJIA
yCIIEBAEMOCTH

KoHTponb  NpOXOXIEHHs HPAKTUKU  PYKOBOAMUTENEM  OT
YHHMBEPCUTETA OCYILLECTBIISIETCS B TPH 3Tala:

1) KOHTPOJIb NPUOBITHS CTYJICHTA HA MECTO IPAKTUKU;

2) TeKyIIUi KOHTPOJIb paboThl 00yUaroLIErocs B X01€ PaKTUKU;

3), mpoBepKa KadyecTBa 3allOJHEHUs JHEBHUKA, BBIIOJIHEHHUS
rpaduka IpaKkTHUKH;

4) nmpoBepka MOJIHOTHI U KayecTBa MPEJCTaBICHHbBIX Ha Kadeapy
OTYETOB M UX OIICHKA.

Tekymuii  KOHTPOJb  HPOBEAEHUS  MPAKTUKH  CTYJCHTaMHU
BBITIOJIHSICTCSI PYKOBOJIUTENEM IMPAKTHKH OT YHHBEPCHUTETA: B MEPBYIO
ouepesib OCPEICTBOM OYHOI'O KOHCYJIbTUPOBAHUS CTYJICHTOB B TEUEHUE
NPOXOXKICHHUS MPAKTUKH, MO0 3a04HO (1O TenedoHy, IEKTPOHHOMH
noyre). B KOHIE MPaKTUKU CTYJEHT JAOJDKEH JIMYHO IPEelOCTaBUTh
3allOJIHEHHBIN  JHEBHMK  BBIMIOJIHEHUS  MPOTPaMMbl  MPAKTHUKH,
3aBEPEHHBIH  PYKOBOAMTENEM IPAKTUKM OT YHHUBEpPCHTETa, U
npeBapUTeNIbHBIC PE3yIbTaThl BHITOJHEHUS 3aaHMUs.

OTueT O MpaKTUKE C MNPHIOKEHHEM JHEBHUKA C OTMETKaMHU O
(aKTHUECKUX CpOoKax pabdOTHl W dTarax BHITIOJIHEHUS 3alaHUi JOJKEH
ObITh CHAaH CTyJeHTOM Ha Kadenpy (pPyKOBOAMTENIO MPAKTUKU OT
YHHMBEpPCUTETA) B JIBYXHEJEIbHBIA CPOK C Hauajla OCEHHEro CeMecTpa.
[To okOHYaHUM NPAKTUKHU CTYJEHT CaeT 3a4eT KOMUCCHHU, COCTOSIIEH 13
npenojiaBareneit kadeapsl.

K 3ammre nmpuHUMAKOTCS OTYETHI, 3aBEPEHHBIC PYKOBOIUTEISIMHU
NPaKTUKHU, C IPUIIOKEHHBIMUA K HUM THEBHUKAMU U XapaKTePUCTUKAMH.

OCHOBHBIEC KPUTEPHUH OLIEHKHU MPAKTHKU:

— KayecTBO BBIMOJIHEHUS OTYETa O MPAKTHKE;

— OIIEHKAa PYKOBOJUTEIS IPAKTUKHA OT YHUBEPCUTETA;

— YCTHBIE OTBETHI CTYJIEHTA MPH 3alUTe OTYETa U Claue 3ayeTa.

CryneHT, TOJXYYHMBIIMN OTPHUIATENBHBIA OT3BIB O paboTe WM
HEYOBJIETBOPUTENIbHYIO OLIEHKY IPHU 3alllUTe OTYETa, HApaBIIeTCs Ha
NPaKTUKY MOBTOPHO B THU KAHUKYJI WIIA OTYHCIISIETCS U3 YHUBEPCUTETA.
JIukBumanus 3a70JDKEHHOCTEH IO MpaKTHKE, a TakXke caada 3ayera
CTYJEHTaMH, KOTOpblE HE CAaJd €ro B YCTaHOBJIEHHBIH CpOK,
IPOU3BOJATCS TOJNBKO MpPHU IHUCBMEHHOM pa3pelieHHH JUPEeKTopa
WHCTHTYTA.

[TonBeneHue UTOTOB MPOU3BOJICTBEHHOM MPAKTHKH MPOBOAUTCS Ha
3acenaHnuu Kadeapol.




Dopmbl 3auem c oyenkou
IIPOMEKYTOUHOU
aTTecTaluu




