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1. O0mas XapaKTepUCTUKA U LeJIb NPAKTUKHA

Ilenp npakTUKM — TPUOOpPETEHHE MPAKTUYECKUX HABBIKOB M IPAKTHYECKOTO ONBITA, a TaKxke
(bopMHpOBaHUE CIETYIONUX KOMIIETEHIIHIHA:

[1K-2 CnocolGeH ocymiecTBiasTh 00pabOTKy JOKyMEHTOB Ha BCEX JdTamax JOKYMEHT0000poTa,
CHCTEMAaTU3aIUI0, COCTABICHIE HOMEHKIIATYPHI JIe]1, SKCTIEPTU3Y LIEHHOCTH U XpaHEHHE JTOKYMEHTOB

[TK-3 CniocoGeH ocymecTBIATh BHEAPEHHUE U AKCILUTYaTAlUI0 CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa

Tun npakTuku CemecTp Cnoco6 npoBenenust | KonrakTHas padora dopma
NMPOMEKYTOYHOI
aTTecTanus
TexHonornueckas 5,6 CranmoHapHas; 4 Ox3aMeH
MIPaKTHKA BbIE3HAS

Turmb! 3a1a49 PO eCCUOHATEHON ESATEIBHOCTH, K KOTOPBIM TOTOBATCS 00y4YaOIINECs B XO/I€ MPOXOKICHHS
MPAKTUKH:

- TEXHOJIOTUYECKUN

[Tporpamma NMpakTHKH OPUEHTHPOBAaHA HA MOATOTOBKY O0YYaromuXxcs K Mpo(ecCHOHATBHOM JeATEIIbHOCTH
B cepe: 07 ATMUHUCTPATUBHO-YIIpaBiIeHYeCKast U O(UCHAs ACATENBHOCTH (B chepe OpraHu3allMOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIIeYeHUs YIPaBICHUST OPTaHU3AIHSIMH)

[TpakTuka mpoBoAUTCS B popMe MPAKTUUECKONW MOATOTOBKH 00YYarOIIUXCS.

2. MecTo NMPaKTHKH B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbl M IJIaHHPYyeMble pe3yJabTaThbl

2.1. TexHonmoruueckas MpakTHKa OTHOCHUTCS K dYacTd, (HOpMHUpPYyEeMOH y4dacTHHKaMH OOpa30BaTeiIbHBIX
oTHouleHu#, yueOHoro mmana OIl mo HampaBneHuto noaroroBku 46.03.02 - JlokyMeHTOBEICHUE H
apxuBOBe/ieHuE (OaKkanaBpuar).

TexHonoruueckas mpakTUKa IpeaycMoTpeHa Ha 3 Kypce, 5, 6 cemectp.

Texnonornueckast mpakTuka 0azupyercs Ha 3HAHUAX, TOJyYCHHBIX 00YYarOIUMCS 110 TUCIUIIIMHAM YacTH,
dopmupyemMoli  ydacTHUKaMH 00Opa3oBaTeNnbHBIX OTHOWEHHWH. KommereHnmu, cQoOpMHUpPOBaHHBIE Y
CTY[CHTOB B TpOIECCEe MPOXOKIACHUS TEXHOJIOTMYECKOM MpPAaKTUKU, OyayT HEOOXOAMMBI MPH H3YyYCHHU
NpOGMIBHBIX TUCIHILIINH, @ TAKXKE MPH MIPOXOKICHUH MPEAUIUIOMHOMN IPAKTHKH.

TexHonmornueckas mpakTHKa JOTHUECKU CBsI3aHa ¢ TAKUMH JUCLUIUIMHAMU, KaK:

IIK-2 - ApxuBoBenenue, Jlenonpou3BOACTBO 10 oOOpamieHusM TpaxkaaH, Jleronmpous3BOICTBO TIO
oOpallleHusIM IpaX<1aH B OpraHax rocyJapCTBEHHOH BiacTu, JlOKyMEeHTHpOBaHUE pabOThI 0 OOpALICHUAM
rpaxjaad, OpraHum3anuss M TEXHOJIIOTUS JOKYMEHTALMOHHOIO obecredeHus ynpasieHusi, OpraHuszaunus
paboThI C OOpaIICHUSIMU TpaXxKaaH

I1K-3 - ABTomMaTH3MpoBaHHBIE HHPOPMAIIMOHHBIE cucTeMbl, MHpOopMalmonHoe o0ecriedeHrne ynpaBieHus,
WNudopMalmoHHbIE TEXHOJIOTUH B JIOKYMEHTALIMOHHOM OOECIICUCHHUU YIPABICHUS M apXUBHOM Jieie,
TexHuveckue cpeacTBa yrpaBIeHHS

2.2. TlepeueHb MIAaHUPYEMBIX PpE3yJAbTaTOB OOY4YEHUS MPH MPOXOXKACHUU MPAKTUKH, COOTHECEHHBIX C
IUTAHUPYEMBIMH pe3yJbTaTaMu OCBOEHHUS 00pa30oBaTeIbHONU MPOrpaMMBI.

Kon no
ProcC Komnerennus NupuxaTopsl (Moka3aTeu JOCTHKEHHUS Pe3yJibTaTa)
BO
[1K-2 Cnoco0eH oCyIeCTBIATh OcymecTBiusier paboTy ¢ BXOOANIMMH, BHYTPCHHUMH |
00paboTKy JOKYMEHTOB Ha UCXOJSIIMMH JOKYMEHTaMH OpTraHu3aluu
BCEX dTamax
JIOKyMEHTO000poTa,

CUCTEMAaTHU3all1I0, COCTABIICHUE
HOMEHKJIaTy bl A€,
AKCIEPTU3Y LIEHHOCTH U
XpaHEHHue TOKyMEHTOB




I1K-3 CrniocoOeH ocyIecTBIATh Hcnons3yer aBTOMAaru3UpOBAHHBIE CUCTEMBI B  IIpoLEcce
BHE/IPEHUE M OKCIUTyaTallMI0  |JOKYMEHTAI[HOHHOTO OOeCIieueHUs YIPABICHUS U YIPABICHUS
CUCTEM JIEKTPOHHOI'O apXuBaMu
JTOKyMEHTO00OpoTa

3. CTpyKTypa U colep:KaHHue NMPAKTUKHA
3.1.06bem npaktuku coctaBiser 12 3.e. (432 gaca), (8 Henenb).

3.2.ConeprkaHue NpaKkTUKU

o4yHas1 popma

Oran ConeprkaHue 3Tana npaKkTUKU KomnuectBo | ®opMbl TeKyIero
4acoB KOHTPOJIS
S cemecTp
1. [ToaroroBuTenbHbli 3Tan. MHCTPYKTaX MO TEXHUKE 4 CobecenoBanue
0€30MMacCHOCTH U MpaBUJIaM BHYTPEHHETO TPYIOBOTrO
pacnopsinka. CoctaBneHue padodero miaHa (rpaduka)
2. PaGora mo 00paboTKe TOKyMEHTOB (IIpHEMY, 80 Otuer
perucTpanuy, nepegaye, KONupoBaHUIO U T.11.), B TOM
YHCJIE C UCTIOJIb30BAHUEM aBTOMAaTU3UPOBAaHHBIX CUCTEM
3. BrinonHenue 3a1anuii pyKOBOAUTENEH MTPAKTUKH, 80 Ortuer
HampaBJIeHHBIX Ha (POPMUPOBAHHE KOMITETEHIUI
4. Cocragnenne u 0(hOPMIICHHE OTYETA IO TIPAKTUKE 14 Ortuer
5. Hayuno-npakrtudeckast KoH(pepeHIus 0 pe3yabraTam 2 Joknan 1o oruery
MIPAKTHKU
6 cemecTp
6. [ToaroroBuTenbHbli 3Tan. MHCTPYKTaX MO TEXHUKE 4 CobecenoBanue
0€301MacCHOCTH U MpaBUJIaM BHYTPEHHETO TPYIOBOTO
pacnopsinka. CoctaBneHue padodero miaHa (rpaduka)
7. PaboTa nmo opraHuzanuy XpaHeHHs] JOKYMEHTOB, B TOM 80 Otuer
YHUCJIe aPXUBHBIX
8. Beinonuenue 3agaHuil pyKOBOAUTENECH IIPAKTUKH, 80 Otuer
HaNpaBIeHHBIX Ha (POPMHUPOBAHHME KOMITETEHITUI
9. Cocrapnenue u 0opMIICHHE OTYETA IO TPAKTHKE 14 Otuer
10. Hayuno-npaktudeckas koHGEpEeHIUs 10 pe3yibraTaM 2 Hoxian o otuery
MPAKTHKU
Bcero 360

3.3. UnauBuyanbHbIE 3a1aHUS 110 TPAKTHKE:

- CocTtaBuTh CcrIpaBKy 00 opraHuzanuu, ee ciayxoe JJ0OY n/mim apxuBe (ata co3gaHusi, KpaTkas UCTOPUS,
CTPYKTYpa, TOJDKHOCTHOM M YHUCIICHHBIN COCTaB).

- Onucarp JOKaJIbHBIC HOPMATUBHBLIC AKTHI 110 YIIPABJICHUIO TOKYMCHTAMHA B OpraHU3aluu.

- Onucars JIOKaJIbHbIe HOPMATHBHBIE aKThI, B KOTOPBIX OTPa)KEHBI BOIIPOCHI Pa0OTHI € 3JIEKTPOHHBIMU
JOKYMEHTaMU B OpraHU3aluu.

- Onucarp BHUJbI JOKYMCHTOB, COCTAaBJIAIOIHE PA3HBIC JOKYMCHTOIIOTOKH.

- 3yunTh NOPSAIOK TEXHUYECKOM U HAYYHOH 00pabOTKH JIelI.

- Onucarh aBTOMAaTU3UPOBAHHBIE CUCTEMBI (ITpaBOBbIE, yUeTHbIE U Ap.) U COJI (pu Hamuuun),
HCIIOJIb3yEMBIE B OPTaHU3ALHH.

- IlpunaTh yyacTre B KONMUPOBAHUU JOKYMEHTOB C IPUMEHEHUEM TEXHUUECKUX CPEJCTB (KOIUp, CKAHED).

- [IpuHATH, yyacTue B IOJIy4EHUH U PACIPEACIICHUH BXOIAIUX TOKYMEHTOB.

- Onucath cucteMy U (POpMbI perUCTPALlUU JOKYMEHTOB, IPUHATH YYacTHE B PErUCTPAIIH.

- HpI/IHSITB Y4aCTUC B OTIIPABKC UCXOAAIHNX JOKYMCHTOB.




- Onucarb CUCTCMY KOHTPOJIA 3a UCIIOJTHCHUCM NOKYMCHTOB.

- [IpunsaTh yuactue B 00paboOTKe, perucTpalim, Moucke JOKyMEHTOB B aBTOMAaTH3UPOBAHHBIX CUCTEMAX.

- Onucars JIOKaJIbHYI0 HOPMaTUBHYIO 0a3y apXHBa.

- Oncath MOPSAIOK TIepeIavdu Ie] B apXHUB.

- Onucarh cucTeMy XpaHeHHsI apXUBHBIX JOKYMEHTOB B OpraHU3aluu ( MOPSIOK Pa3MEIeHUs eIUHUIL
XpaHeHusl, CHCTEMY 00eCTieueHUs] COXPAaHHOCTH apXUBHBIX JJOKYMEHTOB (YCIIOBHS XpaHEHUS, HATUYNE
CUCTEMBbI IPOTUBOIOKAPHON 0€30MaCHOCTH, CPENICTB MOAAEPKAHNS BIAXKHOCTHOTO U TEMIIEpaTypHOTo
pexuMa, COOTIOIEHUE OXPAaHHOTO PEKUMA)).

- OxapaxkrepuzoBath coctaB HCA apxuBa opranuzanuu (KaTajord, MyTEeBOIUTEIH, YKa3aTeIH, apXHUBHBIC
OMHCH, 0030pHbI JOKYMEHTOB, 0a3bl TAHHBIX | JIP., P HATTUIHH).

- Onucarb YUCTHLIC JOKYMCHTEI apXUBa.

- [lo3HakoMuTECS ¢ (hopMaMH UCTIONB30BAHMS APXUBHBIX JOKYMEHTOB (MCIIOJIHEHHUE 3alIPOCOB,
OpraHu3aIysl BEICTABOK (€CITU OHA BEJETCs), 00CTYKMBAHUE B YUTAJILHOM 3aJIe).

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1 OueHka 3HaHUN 00yYarOIINXCS B paMKax OaJUTbHO-PEUTHHTOBOM CHCTEMBI.

Pacnpenenenue 6aaioB npu MpoxXoXKICHUH MPAKTUKU:

BrlnotHeHrEe HHIUBUAYAIBLHOTO 3aaHus 10 mpakTuke — 70 6amios,

OdopmiieHre JOKyMEHTAIMH 10 MpakTuke — 10 6amos,

3ammra oT4era mo npaktuke: 20 6anios

Pacnipenenenre 6aJiioB 10 3aaHKSIM:

Max.
No Bun yuebHO#1 paboTHI KOJI-BO MeTonrka HauUCIIeHUs 0AITOB
0aioB
1. |Bremonnenue 70 53 - 70 GanmoB - MHAMBHUIYATHLHOE 33JaHUE 10 MPAKTHKE BBITOIHEHO

WHANBUAYAJIBHOI'O 3aJaHUA
110 MPAKTHUKC

B MOJHOM o00ObEeME B COOTBETCTBHM C HPOTrPaMMON MPaKTHKH
CBOEBPEMEHHO U KaU€CTBEHHO;

- CTYIEHT TMOKa3aJl DIyOOKYyI0 TEOPETHYECKYI0, METOIUYECKYIO,
npo¢eCCHOHATBHO-TIPUKJIAAHYIO TOATOTOBKY, OTBETHB Ha BOIPOCHI
PYKOBOIUTEISI IPAKTUKY;

- YMeNO MPUMEHHJ TOIY4YEHHBIE 3HAHUS BO BPEMs MPOXOXKICHHS
MPaKTUKU U TIPU COOECEIOBAaHUN C PYKOBOJUTEIEM;

- OTBETCTBEHHO U C HHTEPECOM OTHOCHIICS K CBOCH padoTe.

36 - 52 GaIoB - UHAMBHUIYATHLHOE 33aHUE 110 MPAKTHKE BBITOIHEHO
B IOJIHOM OOBEME B COOTBETCTBHHM C MPOrPaMMOW TPAKTHKH, C
HE3HAYUTEIHHBIMU OTKJIOHCHUSIMU OT KaU€CTBECHHBIX ITapaMETPOB;

- CTYHEHT JIeMOHCTPHpPYET [JOCTAaTOYHO IMOJHBIE 3HAHHUA BCEX
NpoeCCHOHATLHO-TIPUKJIAAHBIX W METOAWYECKHX BOMPOCOB B
o0beMe  TOpOrpaMMbl  MPAaKTHKH NP COOECEeOBaHHH  C
PYKOBOAMTETEM;

- MIPOSIBUI cebs KaKk  OTBETCTBEHHBI  HCIIOJIHUTEINb,
3aWHTEPECOBAaHHBIN B OyayIell mpogdecCHOHaNBFHON e TeIbHOCTH;

- mpu coOecemoBaHUN ITOKA3aJl JIOCTATOYHBIM YPOBEHH OCBOCHUS
KOMITCTCHITHH.

0 — 35 GanoB - MHIUBUAYATHHOE 3aJ]aHKE IO MPAKTHKE BBITIOTHEHO
HE B TIOJIHOM 00beMe, 4acTh 3aJaHUl MPOTPAMMEI IPAKTUKY BhI3BAJIA
3aTpyAHCHHUS;

- CTYOSHT HE TPOSBIWI TIyOOKHUX 3HAHWA TEOPHH M YMEHHUS
MPUMEHATh €€ Ha MPAKTUKE, JOIyCKal OIMUOKU B IUIAHUPOBAHUU H
pelIeHnH 3aja4, Ha COOSCEIOBaHUH C PYKOBOIUTEIICM;

- HE CIIOCOOCH CaMOCTOSITETTLHO TPOJIEMOHCTPUPOBATH MPAKTUICCKHUE
YMEHHs, B TMporecce pabOTBl HE TPOSBII  JTOCTAaTOYHOU
CaMOCTOSTEIbHOCTH, MHUIIUATUBBI U 3aMHTEPECOBAHHOCTHU.




Odopmnenne
JOKYMEHTAIIHH 110
HpaKTUKE: OLICHUBAHNE
coziepKaHust ¥ 0POPMIICHUS
OTYETa 1O MPAKTUKE

10

8 - 10 GamoB - oTYeT:

- BHITIOJTHEH B TIOJTHOM 00BEME U B COOTBETCTBUU C TPEOOBAHHSIMHU;

- PE3yNIETAaTUBHOCTh IPAKTUKHU IMPEJCTABICHA B KOJMYCCTBEHHOW M
Ka4eCTBEHHOU 00pabOTKe, MPOAYKTaX e TSIEHOCTH,

- MaTrepHaj U3JI0KEH IrPaMOTHO, JIOKA3aTeNbHO;

- CBOOOJTHO HCIIONIE3YIOTCS TIOHSATHS, TEPMUHEL, (DOPMYIHUPOBKH;

- BBHIIONHCHHBIC 3aJaHWsI  COOTHOCATCA €  (OPMUPOBAHHEM
KOMITETEHITNH.

5 — 7 6annoB - OTYET:

- BBITIOJIHEH B ITOJTHOM 00BEME U B COOTBETCTBUU C TPEOOBAHUSIMH, HO
JOITYIIEHbI TEXHUYCCKUE H/UiK opdorpaduueckue ommoKy;

- I'PaMOTHO HUCTIOJIB3YCTCA HpO(l)eCCI/IOHaHLHaH TCPMUHOJIOTUSA - YCTKO
1 TIOJIHO M3JIaracTcCsd Marcpuall, HO HE BCCraa rnocjacaoBaTciibHO,

- OTNMCHIBAETCSA aHAJN3 BHITIOJHEHHBIX 33/IaHUH, HO HE BCETIa YETKO
COOTHOCHUTCSl BBINIOJIHEHHE  TPO(ECCHOHATFHOW MAESITEIHbHOCTH C
(hopMupoBaHNEM OTNpeeIEHHOW KOMITETSHIIHH.

0 - 4 GayUIOB - OTHYET:

- HHM3KHH YPOBCHL BJIaICHUSA HpO(l)GCCI/IOHaJ'IBHLIM CTWJICM pE€Yr B
H3JIOKCHUHN MaTcpuaa,

- HA3KUH ypOBeHb O(pOPMIICHHS TOKYMEHTAIIIH 110 PAKTHKE;
- HU3KUH YPOBEHbB BIIAJICHUS METOJUYCCKON TSPMHUHOIIOTHEH;
- HOCHUT OIHUCATeIbHBIN XapakTep, 0e3 AIeMEHTOB aHAIIN3a;

- HH3KOC KaueCTBO BBINOJIHEHUS 3aJ[aHWii, HANpPaBICHHBIX Ha
(hopMuUpOBaHNE KOMITCTEHITHI.

3amura oT4YeTa Io
MIPAKTHKE: MMOJTOTOBKA U
3aIUTa MPE3CHTalluN

20

16 - 20 OamIoB - 3ammMTa ¥ COACP)KAHUE NMPE3CHTAITNH B ITOJIHONH Mepe
COOTBETCTBYIOT MPOTpamMMe MPAKTUKHA, WHANBUIAYATIbHOMY 3aJaHHUIO
(menmm, CCBUIKM HA  PEcypchl, COOTBETCTBHE  COIEpKaHWS,
HOPMAaTHBHO-TIPABOBOM 0a3bl, JIUTEpaTypsl), 3ajadaM, HaOIomacTcs
MOCJIEZIOBATENIbHOCTH M JIOTHYHOCTH MMPE3EHTYEMOTO MaTepHaa;

- CTyAGHT Ha 3alllUTe AEMOHCTPHUPYET OpPaTOPCKHE CIIOCOOHOCTH,
COOIIIOZICHNE DETIaMeHTa, 3MOIMOHAJIBHOCTh, YMEHHE OTBETHTh Ha
BONPOCHI, CUCTEMaTH3WPOBAaHHBIC, TIyOOKHWE W TIONHBIE 3HAHHS I10
BCEM pazeraM MporpaMMBbl TPAKTHKH;

- coAep)KaHWe BBICTYIUIEHHS OTIWYAeT: JIOTUYHOCTh M3JIOKEHUS
MaTepuana,  pacKpbITHe  TEeMBI, JOCTYIIHOCTh  H3JIOKEHHS,
s¢dextuBHOCTh npuMeHeHus cpencts HMKT, crmocoObl U ycioBHs
JOCTYKEHHSI PE3YJIbTATUBHOCTH M S(PPEKTHBHOCTH JJIsl BHITIOTHEHUS
3a/1ad MPaKTUKH, T0Ka3aTebHOCTh MPAKTHUECKUX IEHCTBUI, yMEHNE
apryMEHTHPOBATh CBOM 3aKJIIOUEHHUS, IEIaTh BHIBOJIBI,

- Ha 3alIMTC I10Ka3ajl BBICOKHI YPOBCHb OCBOCHU KOMHGTCHL{I/Iﬁ.

11 -15 GamoB - 3amuTa B COMEp KaHue MPE3CHTAINH B JOCTATOUHOM
CTETIEHH COOTBETCTBYIOT MPOTPaMME MPAKTHKH, WHIUBUAYATHHOMY
3aJIaHuIo, 3a/adam, Habmomaercs MOCJIEZI0BATENNFHOCTD
MPEe3eHTYEMOTO MaTepHana;

- CTYOEHT Ha 3alluTe IEMOHCTPHUPYET SMOIMOHAIBHOCTh, YMEHHUE
OTBETUTh HA BOIPOCHI, CHUCTEMAaTH3UPOBAaHHBIE, 3HAHUS IO BCEM
paszenam MporpaMMbl IPAKTUKH, COOTIOIEHNE PErTaMeHTa;

- CcoAep)KaHWe BBICTYIUIEHHS OTIWYAeT: JIOTUYHOCTh W3JIOKEHUS
MaTrepuana,  pacKpbITHe  TEMBl,  JOCTYIIHOCTh  H3JIOKEHHS,
s¢dextuBHOCTh npuMeHeHus cpeacts MKT, moka3aTenbHOCTH
MpaKTHYECKUX  JEHCTBHIA, yMEHHE  apryMEHTHpPOBaTb  CBOU
3aKJTIOYEHHS, AETIaTh BHIBOIIBL;

- Ha 3allIiTe MOKa3al JOCTAaTOYHBIN YPOBEHb OCBOCHHUS KOMITETEHITHA.
0 — 10 GayioB - 3ammMTa U coAep)KaHUE MPE3EHTAUU HE B MOJHOMN

MCpPE COOTBCTCTBYIOT MIPOrpaMMC IMPAKTUKH, HWHIWBUAYAJIbHOMY
3aJaHHIO0, 3aa4aM,;




- CTYJCHT Ha 3alllUTe JACMOHCTPUPYET HE MOJHBIM 00beM 3HAHWUU IO
BCEM pazJieiaM MPorpaMMEbI MPAKTUKHU, COOTIOICHUE PETIIaMEHTA;

- collep’KaHUe BBICTYIUICHHA OTIIMYAET: HE TOJHOE PACKPBHITHE TEMBI,
OTMEYAeTCsl YaCTUYHOE HECOOTBETCTBHE MPE3CHTAILNU COACPKAHHIO
OTYeTa IO MPaKTHUKE U WHANBUIYATIbHOMY 33IaHUIO;

- Ha 3amuUTe TIOKa3ajdl HEJOCTAaTOYHBIH YPOBEHb OCBOCHMS
KOMIIETEHITHH.

Wroro 3a npakTuky 100

CryneHTy BBICTABJISIETCS HMTOTOBasl OIlEHKA MPOMEXYTOUHOW arrectaruu B 100-0aypHOM IIKaie W B
TPaJAULIMOHHON YeThIpexOaJJIbHON IIIKaJle, XapaKTepHU3yIolllas KaueCTBO OCBOCHUS CTYAEHTOM MOJTYUYEHHBIX
3HaHWH, TPUOOPETEHHBIX YMEHUH U BiIaJieHnid no npaktuke. [lepeBon 100-6anmnbHON peHTHHTOBON OIEHKH
M0 TUCIUIUIMHE B TPAJAUIUOHHYIO YEThIPEX0aNIbHYI0 OCYIIECTBIISETCS CIEAYIOINUM 00pa3oM:

100-6ayuipHasA cucTeMa

TpanuimonHas cucteMa

&5 - 100 6aiu1oB

OTu4HO / 3a4TEHO

70 - 84 6aiuioB

Xoportiio / 3a4TeHO

50 - 69 GaiutoB

VYIIOBIIETBOPUTEIHHO / 3a4TEHO

Meunee 50

HeynoBnerBopurenbHo / HE 3aU4TEHO

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYIIIETO KOHTPOJIS

Joxaan mo oryery

JlokIaj 1mo oT4eTy NOJDKEH BKJIIOUATh B ceOs:

— KPaTKyIO XapaKTePUCTUKY MPEANPUATUS WIH YUPEXKIEHUS, HA KOTOPOM MPOXO/INIa MPAKTUKA;

— MOPSA0K U CPOKU ITPOXOKACHUSI TPAKTUKU;

— HeoOXoIMMBbIe CBEJICHHUS O 0a3e MPAKTHKH,

— pe3yabTaThl BHITOJHEHUs paboyero miaHa (rpaduka) IpoXoKIACHUs TPAKTUKY;

— OMMCaHHE KOHKPETHBIX BUJOB pabOT (MHAUBUIAYaIbHBIX 33JaHUI), BBITOJIHEHHBIX MPAKTUKAHTOM;

— OINMCAaHHUC 3aaa4d4, KOTOPBIC MNPHUXOAWUIIOCH pPCIIaTh IMMOA PYKOBOACTBOM PYKOBOAUTCIISA MNPAKTUKHA OT

OpraHH3aIlNH;

— BBIBOJbI, JIMYHOC OTHOIICHUC U OLCHKA IMOJTYYCHHBIX 3HAHUU U ONBITa pa6OTI:I Ha IMPAaKTUKC

Jlokmam 1Mo oT4eTy JOJKEH BKIIIOYaTh B CEOS:

— KPaTKYIO XapaKTePUCTUKY MPEIIPUATHS WIH YUPEKACHUS, Ha KOTOPOM MTPOXOAMIIA TPAKTHUKA;

— MOPSA0K U CPOKU MTPOXOKACHUSI TPAKTUKU;

— He0OXOAMMBbIe CBEIeHUS O 0a3e MPAKTUKH;

— pe3yJbTaThl BBITIOJIHEHHSI pabouero miaHa (rpaduka) mpoxXoKICHUs PAKTHKY;

— OIMMMCAHUC KOHKPCTHBIX BUJ0B pa60T (I/IHI[I/IBI/I,Z[ya.HBHBIX SaHaHHﬁ), BBITIOJIHCHHBIX IPAKTUKAHTOM;

— OmucaHue 3a7ad, KOTOpble MPUXOAMIOCH pelarh IO PYKOBOACTBOM PYKOBOAMTENS MPAKTUKH OT

OpraHH3allVH;

— BBIBO/IbI, JIMYHOC OTHOIICHUC W OLICHKA IMOJTYYCHHBIX 3HAHWUM U OIBITA pa6OTBI Ha MMPaKTHUKE

OTtuer

OTueT 0 mpakTHKE JOJDKEH BKIIIOYATh B Ce05:

— KpaTKyIO XapaKTePUCTUKY MPEANPUATUS WIH YUPEKIECHUS, HA KOTOPOM MPOXO/INIa MPAKTUKA;

— MOPSA0K U CPOKU ITPOXOKACHUSI TPAKTUKU;

— HeoOXOoIMMBbIe CBEJICHUS O 0a3e PAKTUKH,

— pe3yabTaThl BHITOJHEHUs pabouero miaHa (rpaduka) IpoXoKIACHUs PAKTUKY;

— OMMCaHHE KOHKPETHBIX BUJOB pabOT (MHAUBUIAYaIbHBIX 33JaHUI), BBITOJIHEHHBIX MPAKTUKAHTOM;




— OINHCAHMWE 3aJla4y, KOTOphle€ MNPUXOAWIOCH PEIIaTh MO PYKOBOACTBOM PYKOBOAUTENS MNPAKTUKUA OT
OpraHH3aIlNH;
— BBIBOJIBL, JINYHOE OTHOIICHHE U OIICHKA MMOJIyYCHHBIX 3HAHUU U OIBITa pabOTHI HA MPAKTHKE.

OTtuer no Mepe HaIOOHOCTU MILTIOCTPUPYETCS PUCYHKAMHU, KapTaMH, CXeMaMu, YepTekaMu, pororpapusimMu
U IPYTUMU HarJIJHBIMU MaTepuaIaMH.

OnTuManbeHbIil 006EM oTuéTa 10 CTpaHUI] MAITMHOIIMCHOTO TEKCTA.

K otuery mpunaraercst xapakTeprCTHKA Ha CTY/ICHTA-TIPAKTUKAHTA.

OTuer o MpakTHKE JTO0JKEH BKJIIOYaTh B ceOsl:

— KPaTKYIO XapaKTEPUCTUKY MPEANPHUATHS WIH YIPEKICHUS, HA KOTOPOM MPOXO/INTIA MPAKTHKA;

— MOPSIA0K U CPOKU MTPOXOKACHUSI TPAKTUKH;

— HEeOOXOIMMEBIE CBEJIEHUS O 0a3e MPaKTUKH,

— pe3yJbTaThl BBITIOJIHEHHSI pabouero miaHa (rpaduka) mpoxXoKICHUs PAKTHKY;

— OTHCAaHUE KOHKPETHBIX BUOB pa0bOT (MHIUBUIYATbHBIX 33IaHUI), BBITOJHEHHBIX MPAKTUKAHTOM;
— OmucaHue 3a7ad, KOTOpble MPUXOAMJIOCH pelarTh IOJA PYKOBOACTBOM PYKOBOAMTENS MPAKTUKH OT
OpraHu3alvy;

— BBIBOJIBL, IMYHOE OTHOUICHHE U OLICHKA MOJIyY€HHbIX 3HaHUU U OIbITa pabOThl HA MPAKTHKE.

Otuet o Mepe HaJOOHOCTH MIUTIOCTPUPYETCSI pUCYHKaMH, KapTaMH, CXeMaMH, 4epTexam, pororpadusiMu
U JPYTMMU HaIVISIAHBIMUA MaTepHalaMu.

OntumanbHbIi 006EM oT4éTa 10 CTpaHUIl MAITUHOMTUCHOTO TEKCTA.
K oryery npunaraercst XapakTepUCTHKA Ha CTY/AE€HTa-IPaKTUKAHTA.

CoOecenoBanue
Opranuzanus J0KyMeHTo000poTa.
HNHpopmaimoHHble CHCTEMBI B OpPraHU3aLUH.
[opsimok 1 GOpMBI pErUCTPALTUN JOKYMEHTOB.
DopMHUpPOBaHUE J1€]1 B OPraHU3aLNN.
JlokanbHas HopMaTtuBHas 6a3a JIOY B opranuzaium.
HomeHkiaTypa fen opraHu3anuy.
HayuHo-cnipaBo4HBIii anmapar apxusa.
Y4eT apXUBHBIX JOKYMEHTOB.
Hcnonnenue 3arrpocoB B apXuBe.

SNhE YD = s DD =

ObecnieueHne COXpaHHOCTU JOKYMEHTOB B OpraHHU3all1H.

4.3 IIpomexxyTouHast aTTeCTallrs MPOBOIUTCS B (popme IK3aMeHa
[Io utoram mnpoxokAeHUS NPAKTUKU OOydYaroIIMiics IOJKEH CBOEBPEMEHHO IpEeNCTaBUTh Ha Kadeapy
CJIEYIONIYIO OTYETHYIO JJOKYMEHTAIUIO:

- OTYCT O MPOXOXKIACHUHU MMPAKTUKH U BBIIIOJIHCHUH WHAWBUAYAJIBHBIX 3aI[aHI/If/'I;

- OT3BIB-XapaKTEPUCTHUKY O CBOEH paboTe ¢ MecTa MPOXOKICHUS IPAKTUKH.

Hanuyne npaBuiabHO OGOPMIICHHBIX OTYETHBIX JIOKYMEHTOB IO IPAKTHKE, OTPA)KAIOIIUX OCBOCHHBIE
KOMIICTCHIIMU B XOAC BBIMMOJIHCHUSA WHAWBUAYAJIbHBIX SaHaHHﬁ, ABJIACTCA OCHOBAHUEM [JI1 BBICTABJIICHUSA
COOTBETCTBYIOIIEH OLIEHKH.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

€CKPHIITOPHI (YPOBHH) — OCHOBHBIE IIPH3HAKH OCBOCHUS (TTOKa3aTeNH
Onenka Komnereniuu Hleckp peI (P ) p (
TIOCTYKCHHSI pe3YJIBTaTa)
[IK-2 Ha BbICOKOM ypOBHE OCYHIECTBISET pPabOTy C BXOISIIMMH,
BHYTPEHHUMH U UCXOAAIIMMHU JOKYMEHTAMU OpraHU3aluu
«OTIMYHO»
(85 - 100 Gamios) I1K-3 Ha BBICOKOM ypOBHE HCIOJIB3yEeT aBTOMATU3UPOBAHHBIE CUCTEMBI B
mporecce  JOKyMEHTAIlMOHHOTO oOecneyeHHus yIpaBlIeHHS U
YIIPaBJICHUS apXUBAMHU




[1K-2 Ha moctarouHo BBICOKOM YPOBHE OCYIIECTBISET paboTy ¢
BXOASAIIMMH, BHYTPEHHUMH U  UCXOJSMIIMMH  JTOKyMEHTaMU
«XOpOIIO» opraHmn3anuu

(70 - 84 baioB) TK-3 Ha 10cTaTo4HO BBHICOKOM YPOBHE HCIONB3YET aBTOMATU3MPOBAHHBIE
CHCTeMbl B MpoIEcce  JTOKYMEHTAIIMOHHOIO  00ecHeYeHHs
YHpAaBIEHHUS U YIIPABJICHHS apXUBAMU

[IK-2 Ha nocratouHoM ypoBHE OCYIIECTBISIET pabOTy € BXOASILIMMH,
BHYTPEHHUMH M UCXOMSIIUMH JOKYMEHTAMHU OpraHU3aiuu

«YOOBJICTBOPHUTECIIBHOY IK-3 H
(50 - 69 6.':1HJ'IOB) a J0CTAaTOYHOM YPOBHC HCIIOJIB3YCT ABTOMATU3HWPOBAHHBIC

CHCTEMBl B  Tpollecce  JIOKYMEHTALMOHHOTO  oOecriedeHust
YIIPABJICHUS U YIIPABICHUSA apXUBAMU

I1K-2 He ocymectBiser paboTy ¢ BXOASIIMMH, BHYTPEHHUMH U
UCXOASIIMMH JOKYMEHTAMH OpTaHU3aluu
«CHEYAOBJICTBOPUTCIIHHO» TIK-3 H
(MeHee 50 GaoB) € WCIONIb3yeT aBTOMATHU3WPOBAaHHBIE CHCTEMBI B IpoIEcce
JOKYMEHTAI[HOHHOTO O0ECIIEYCeHUsI YIPABICHHUS W YIPABICHHS
apXuBaMu

5. YueOHO-MeTONMYEeCKUE PEKOMEHIAIUM 110 TPAKTHKE

O0s13aHHOCTH OOYYAIOLIMXCSI BO BPEMsI IPOXOXKJICHUS MPAKTUKU, TPEOOBAHMS K OIICHKE BBIMOIHEHHUS UMHU
pabouero muiaHa (rpaduka) MPAaKTUKHA U YCBOCHHIO KOMIIETEHIMH, (OPMHUPYEMBIX BO BpeMsl MPAKTUKU
3akperuieHsl B IlonokeHMM O TMpakTHKEe OOydYaloUIMXCs, OCBAaUBAIOIIUX OOpa30BaTEIbHbBIE MPOTPAMMBI
BbIcIIero oopasoBanus, peanusyemsie B ®I'bOY BO «Tam00Bckuii rocynapcTBeHHBI YHUBEPCUTET UMEHH
I'P. Jlep>kaBuHa», a TaK)Ke B COOTBETCTBYIOIMX MeTonuueckux marepuanax (I[Ipunoxenue 8§ OI1 BO).

6. YueOHO-MeTOOMYeckoe U HH(POPMAIIMOHHOE o0eceyeHne MPAKTUKHA

6.1 OcHoBHas UTEpaTypa:

1. llyneruna M.B. ApxuBoBenenue : yueOHoe mocobue. - MockBa: CADY, 2014. - 232 c. - Teker :
sanektpoHubii  //  OBC  «Koncymbrant  crymeHTa By3a M MeaBy3a  [caiit]. -  URL:
https://www.studentlibrary.ru/book/ISBN9785261009375.html

2. beixoBa T.A., KysmemoBa T.B., Cankuna JI.B. JlokyMeHTallMOHHOE OOecleueHue YIpaBICHUS]
(menompou3BoACTBO) : yueb. moco0.. - M3a. 2-e, mepepad. u nom.. - M.: UTHOPA-M, 2012. - 304 c.

3. Konppamona, T. B., Kynses, H. H., TepenrseBa, E. B., ®abpuunos, A. I. HMuadopmanuonHsie
TEXHOJIOTHH B JOKYMEHTAIIMOHHOM O0ECIICUeHUHYIPABICHUS U apXUBHOM Jieje : Y4eOHUK JJs BY30B. -
2021-09-20; UndopmaninoOHHbIE TEXHOJIOTUU B IOKYMEHTALIMOHHOM 00€CIICUeHUNYIPABICHUS U apXUBHOM
nene. - Mocksa: Jloroc, 2016. - 408 c. - Tekcr : snekrponnsni / IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70714.html

6.2 JlononHUTENBHAS JIUTEPATYpA!

1. KysuemnoBa, M. B., Xauarpsa, . A. KondwunmeHnuanpbHOE IEJIONPOU3BOACTBO M 3alUIICHHBIHA
ANIEKTPOHHBIN JJOKYMEHT0000pOT : yueOHOe mocobue it OakanaBpoB. - Bech cpok oxpaHbl aBTOPCKOTO
npaBa; KoHpuaeHnaaipHOE ASTOMPON3BOICTBO U 3AIMIIEHHBINA IEKTPOHHBIN JokyMe. - Mocksa: Al [1u
Ap Menmna, 2020. - 192 c. - Tekcr : osnekrponnsid // IPR  BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/97083 . html

2. byposa E.M., AnekceeBa E.B., AdanacreBa JL.II. ApxuBoBeneHue (TeOpusi U METOUKA) : YUCOHHUK IS
By30B. - M.: U3nat. nom MOMU, 2012. - 482 c.

3. TonmukoB A.I. ApXuBOBE/I€HUE OTEYECTBEHHON MCTOpUU : y4eO. mocodue /it By30B. - 3-€ M31., CTep.. -
M.: Akagemus, 2012. - 173 c.

4. Packun J[.U., CokonoB A.P. ApxuBoBesneHue : ydeOHHUK JUI akajaeM. OakanaBpuara. - Mocksa: FOpair,
2016. - 383 c.

6.3 NHbIe HCTOYHUKU:




1. XKypnan «OrtedecTBeHHBIE apXxuBbI» http://www.rusarchives.ru/tegi/zhurnal-otechestvennye-arhivy -
http://www.rusarchives.ru/tegi/zhurnal-otechestvennye-arhivy

2. [Topran «Apxussl Poccumny» http://www.rusarchives.ru - http://www.rusarchives.ru

7. MarepuajibHO-TeXHHMYECKOe olOecreyeHne MNPAKTHUKH, TMPOrpaMMHoe o0ecriedyeHue |
HH(OPMALMOHHbIE CIIPABOYHbIE CUCTEMBbI

Jlnst mpoBeeHUs MPAKTUKU HEOOXOIMMO CIEAyIollee MaTepHalbHO-TEXHUYECKoe obecreueHue: padbouee
MECTO, COAEpIKalIee: MEPCOHAIBHBIM KOMIIBIOTEP, IIPUHTEP; BO3MOKHOCTh BbIXOJa B ceThb VHTEpHET mis
noucka MHGOpPMaLUU MO NPOGMIBHEIM CaliTaM M MOpTaIaM; MOMEIICHUS Ui CAMOCTOATENbHON paboThl;
y4eOHbIe ayJUTOPUH JIsi MPOBEACHUS TPYNIOBBIX U WHAMBHUIYATIbHBIX KOHCYJIBTAIIMM M MPOMEKYTOYHOH
aTTeCTalUu.

VY4eOHble ayTUTOPUN U TIOMEIICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMHU 00yUeHHUsI, CITy>KalllMMU JJIsl TIPEACTaBIeHus yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

JluneH3noHHOE U CBOOOIHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTIedYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omneparmonnas cuctema Microsoft Windows 10
Microsoft Office [Ipodeccronanbhsrii mioc 2007

ITpodeccronanbhblie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

1. DNEeKTpOHHBIN KaTrajaor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

2. DnexrponHas oubmoreka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

3. Poccuiickas HanonanbHas oubmanoreka. — URL: http://nlr.ru

4. Poccumiickas rocynapctBeHHas onomuoreka. — URL: https://www.rsl.ru

5. [Ipe3unentckas 6ubnuoreka umenu b.H. Enpriuna. — URL: https://www.prlib.ru
6. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

7. Koucynsrant crymeHta. ['ymaHuTapHbIE HAyKH: OJJIEKTPOHHO-OMOMMoreyHass cucrema. — URL:
https://www.studentlibrary.ru

8. CnpaBounas mpaBoBas cuctema "Koncynsrant mmoc". — URL: http://www.consultant.ru
9. ObC «YHuBepcurerckas oubamoreka onnaita» . — URL: http://www.biblioclub.ru
10. FOpaiit: sanexkrpoHHO-OubmMoTeyHast cuctema. — URL: https://urait.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa3oBaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
BsaumogeiictBue mnpemnogaBarenss M CTyIEHTa BO BpeMsl MPOXOXKIEHUS MOCIEIHUM TEXHOJIOTMYECKON
MPAKTUKUA  OCYUIECTBISAETCA  IMOCPEACTBOM  MYJIBTUMEAUMHBIX,  THIEPTEKCTOBBIX, CETEBBIX,
TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTH, UCTIONb3YEMBIX B AJIEKTPOHHON MH(OpPMaLMOHHO-00pa30BaTeIbHON

Cpelle YHUBEpCHUTETA.
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