[Tpunoxenue 6

denepanbHOE rOCYIapCTBEHHOE OIOKETHOE 00PAa30BATEIHHOE YUPEXKICHUE BBICILIETO
obpazoBanus « TaMOOBCKHUIA rocynapCTBEHHbIN yHUBEpcUTET uMenu [.P. Jlep:kaBuHay»
DaKkynbTeT KyJIbTYPhl U UCKYCCTB
Kadenpa 6ubanoreuHo-uHPOPMAIIMOHHBIX PECYPCOB

YTBEPX/AIO:

3

GARYJIBTET
RYJILTYPHI H

BAVKY
\PCTBEHY,

PABOYAS ITPOT'PAMMA ITPAKTUKHA

b2.0.1 O3HakomuTeNbHAS TPAKTUKA

Hanpasnenue noarorosku/cnernuanbHOCTh: 46.03.02 - JlokyMeHTOBEACHUE U
apXHUBOBECHUE

[Ipoduns/HanpaBneHHOCTH/cienanu3anus: JJokyMeHTOBeIeHHE U IOKyMEHTAlMOHHOE
o0ecrieyeHre yrnpaBIeHUs

VYpoBeHb BbICIIEro 00pa3zoBaHus: OakagaBpuaT
®dopmbl 00yUYeHUs: OUHAs

rog HaOopa: 2021

TamboB, 2022



ABTOp NMpOrpamMmsbi:
Kannunar uctopuueckux Hayk, noueHT Mensenesa Omnbra BnagumupoBHa

[Iporpamma coctaBnena B cootBercTBUM ¢ PI'OC BO mno Hanpasnenuto noarotoBku 46.03.02 -
JIoKkyMEeHTOBeIeHHE U apXUBOBeAcHHE (YpOBeHb OakanaBpuata) (mpuka3 MuHHCTEpCTBa 00pa3oBaHUS U
Hayku PD ot «29» okTsa6ps 2020 1. Ne 1343).

Pabouass mporpamma mpuHsTa Ha 3acenanuu Kadeapbr 6ubmmoTeuHO-mHGOPMAIIMOHHBIX pecypcoB «16»
ntoHsa 2021 r. [Tporokon Ne 10



COIEPKAHUE

. OO1IIast XapaKTEPUCTHKA F TIEITH TIPAKTHEKH . . ... vsussenseenseenssenseenneeneenneenseeneeanseanseanseaseanseannns

. MecTo npakTHKH B CTPYKTYpe 00pa30BaTeIbHON MPOTPaMMBbI U TUIAHUPYEMBIE PE3YIBTATHL. .. .............

. CTPYKTYPA U COMEPIKAHME TIPAKTHIKFL. . .. .. e e eeeeeeneeeneeaeneeae e ete e e e e e e e et e e e e et et e n e e eaeeene e e

. KoHTponb 3HaHMI 00y9atONINXCS U TUTIOBBIC OIIEHOTHBIC CPEICTBA. - . u e v eneeeneeneneeneeaneananeananeenenss
. Y4eOHO-METOMUECKUE PEKOMEHIAIINH TTO TIPAKTHKE . . . .+ e eneeteneeneneeneneeneananeaneneeneneeneneeneanenenens

. Y4eOHO-MeTOUECKOe U HHPOPMAITHOHHOE 00CCTICUCHHUE TIPAKTHKH . . .. e.eeeeneeneeeneeneneaneneanennanenens

. MarepuanbHO-TeXHUYECKOe, TPOrpaMMHOE OOeCIeYeHHue TPaKTHKH, NpOrpaMMHOE oOecrieueHue,
npodeccroHabHBIC 0a3bl TaHHBIX U WH(POPMAITHOHHBIE CITPABOTHBIC CHCTEMBL. . ...'vveeereenreanreansannns



1. O0mas XapaKTepUCTUKA U LeJIb NPAKTUKHA

Ilenb NpPakTUKM — TONy4YEHHE TMEPBUYHBIX MPO(ECCHOHANBHBIX YMEHHH U HAaBBIKOB, a TaKXke
(bopMHpOBaHUE CIETYIONUX KOMIIETEHIIHIHA:

OIIK-3 CrnocobeH NpUMEHSTh TEOPETUYECKHE 3HAHUS JJIs pEIICHUs MOCTaBICHHBIX 3a1ady B 00JacTu
JOKYMEHTOBEICHUSI M apXUBOBEICHHS

[1K-1 CriocoGeH ocyImecTBIATh JOKYMEHTHPOBAHUE YIIPABICHYECKOH IEATENFHOCTH B OpraHU3auu

Tun npakTuku CemecTp Cnoco6 npoBenenust | KonrakTHas padora dopma
NMPOMEKYTOYHOI
aTTecTanus
O3HaKOMUTEIbHAS 4 CranmoHapHas; 6,5 3auer
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 NPaKTHKH B CTPYKTYpe 00pa3oBaTeIbHOM NMPOrpaMMbl U IJIAHUPYEeMbIe Pe3yJabTaThl

2.1. O3HakOMHTENIbHAS TTPAaKTHKA OTHOCUTCS K 00s3aTenbHOM yacTu yueOHoro miana Ol mo HampaBieHHIo
nonrotoBku 46.03.02 - JlokymeHTOBEIeHHE U apXHBOBEICHHE (OaKaiaBpuar).

O3HakoMuUTENbHAS TPAaKTHKA MIPEAYCMOTpEeHa Ha 2 Kypce, 4 ceMecTp.

O3HakoMuTENbHAS TMpakTHKa Oazupyercs Ha 3HAHUAX, IMOJYYEHHBIX OOyYarolmMMCS MO JUCIHHILIHHAM
00s13aTeNTbHON YacTH M 4acTH, GOpMUPYEMO yJ4aCTHUKaMH 00pa3oBaTelbHbIX OTHOIIeHUH. Kommnerenuu,
chOopMUpOBaHHBIE Yy CTYOEHTOB B IIpOLECCE TMPOXOKIEHUS O3HAKOMUTEIHHOW TPAKTUKU, OyayT
HEOOXOUMBI MPU HU3YYCHUH MNPOGUIbHBIX AMCHUIUIMH, a TaKXKe MPH NPOXOXKIACHUU MPEATUIIIIOMHON
MIPAKTHKH.

O3HakoOMUTEIbHAS IPaKTHUKaA JIOTUYCCKHU CBA3aHa C TAKUMH JUCHUIIJIMHAMU, KaK:

OIIK-3 - JlokymMeHTHBIE pecypchl, ColnaabHble KOMMYHUKAIUN

[IK-1 - AnMuHHCTpaTHBHOE, TPaXKIAHCKOE W TPYIOBOE MpaBo, JIOKyMEHTHpOBaHHE OyXTalTepCKOW H
OaHKOBCKOM JeATEILHOCTH, JJOKyMeHTHAsI TMHTBUCTHKA, JIOKYMEHTOBEICHUE

2.2. llepeueHb IIAHUPYEMBIX PE3YJAbTATOB OOYUYCHHS NPU NPOXOKICHUU IMPAKTUKH, COOTHECEHHBIX C
TUTAHUPYEMBIMH PE3yJIbTaTaMH OCBOCHHUS 00pa30BaTeIbHOM MPOrpaMMmBl.

Kon o
orocC Komnerenuus Nupukaropsl (Moka3aren JOCTHKEHHUS pe3yJibTara)
BO
OIIK-3  [CnocobeH NpuMEHSTh AHanu3upyeT  JOKYMEHTHBIE  PECypChbl 51 CUCTEMBI
TEOPETUYECKUE 3HAHUS AJIs JOKYMEHTHUPOBAHUS B OPraHU3alMM B LENAX  ONTUMHU3ALHNH
pelIeHHs MOCTABICHHBIX 3aj[a4 |OpraHu3anuy paboThl C JOKYMEHTaMHU
B 00JIaCTH JJOKYMEHTOBEACHUS
U apXHUBOBEJICHUS
IIK-1 CrniocoOeH ocyIecTBIATh IIpoexkTupyeT, penakTUpyeT U aHAIM3UPYET CTPYKTypy H
JOKYMEHTHPOBaHHE oopmienue OpraHMU3allOHHBIX, pacrnopsIuTeIbHbIX,
yIpaBIeHYECKON MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HBIX BUJIOB
JEeSTEIbHOCTH B OpraHu3alun

3. CTpyKTypa U colep:KaHHue NMPAKTUKHA




3.1.06bem npaktuku coctaBiser 9 3.e. (324 gaca), (6 Henemnb).

3.2.ConeprkaHue NpakTUKU
o4yHas popma

Oran ConeprkaHue dTana npakTUKU KomnuectBo | ®opMbl TeKyIero
4acoB KOHTPOJISt
4 cemecTp
1. [ToaroroBuTenbHbli 3Tan. MHCTPYKTaXK MO TEXHUKE 10 CobecenoBanue

0€30IacHOCTH Y TIpaBWJIaM BHYTPEHHETO TPYIOBOTO
pacnopsinka. CoctaBneHue padodero miaHa (rpaduka)

2. Nzyuenue ciyx6s1 JJOY, nokansHOW HOPMAaTHBHOM 0a3bl 160 Otuer
U IOKyMEHTHPOBAHUS JIEATEIbHOCTH OpraHu3auu

3. Beinonuenue 3agaHuil pyKOBOAUTENECH IIPAKTUKH, 140 Otuer
HarpaBJIEHHBIX HAa (OPMHUPOBAHUE KOMITETCHLIUH

4. Cocrasienne u oopMIIeHHE OTYETA 10 Y4eOHOI 10 Otuer
MIPAaKTUKE

5. Hayuno-npakrtudeckast KoH(epeHIus 0 pe3yabraTam 4 Joxnan 1o oruery
yueOHO MPaKTUKH
Bcero 324

3.3. UnauBuayanbpHble 3aJaHUS 110 IPAKTHUKE:

- OxapakTepH30BaTh OPraHU3ALHUIO CIIYKOBI TOKYMEHTAIIMOHHOTO 00ECIIeYeHNs yIIPaBICHHs], €€ ITaTHBIA 1
JIOJKHOCTHOM COCTaB.

- [Ipoananu3upoBarh JOKaIbHYI0 HOPMAaTUBHYIO 0a3y JOKYMEHTAI[HOHHOTO 00eCTIeueHus YIPaBICHUS B
OpraHU3aIHH.

- 3yunTh TOMKHOCTHBIE MHCTPYKIIMU COTPYAHUKOB cykO0bl JIOY 1 X COOTBETCTBHE PEKOMEHIYEMBIM
bopmam.

- OxapakTepHu30BaTh TEXHUUYECKHE CPEICTBA, UCIIOIb3yeMbIE B IOKYMEHTALIMOHHOM 00€CTIeYeHUN
yTpaBJICHHUs B OpPraHU3aLUH.

- O3HaKOMUTbHCA ¢ OTaHKaMU M BUJAMU TleyaTeil OpraHu3aliy, IpoaHaIu3upOBaTh UX COOTBETCTBHE
JEUCTBYIOLINM CTaHAapTaM (IIPH HECOOTBETCTBUU pa3paboTaTh 00pa3iibl OJTaHKOB U MPUIIOKUTH K OTUETY).
- BbIsicCHUTB, KaKHe CUCTEMbI JOKYMEHTAIUH (Hay4YHO-TeXHHUYECKasi, OyXrairepckas, KaapoBas U T.I1.)
UCTIONB3YIOTCS B OpTaHU3aLINH.

- Onucarp, Kakue BUJbl OPraHU3AIMOHHBIX JOKYMEHTOB UCIIONB3YIOTCS B OpraHU3alliU, KAaKOBBI MX
CTPYKTypa 1 0pOpMIICHHE.

- Onucarp BU/IbI pacliopsIUTEIbHBIX JOKYMEHTOB OpraHU3alliH, IPOaHATN3UPOBATH COOTBETCTBHE UX
o(opMiIeHNsT HOPMAaTUBHBIM aKTaM (eIepaIbHOTO YPOBHS U JIOKAIbHBIM.

- Onucarp BU/IbI HH(OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB OpraHU3alui, MPOaHAIU3UPOBATh
COOTBETCTBHE UX OPOPMIICHHS HOPMATUBHBIM aKTaM (heaepaibHOTO YPOBHS U JIOKAJBHBIM.

- [IpoananusupoBats yHU(DULIIHPOBAHHBIE POPMBI JOKYMEHTOB, IPUMEHSIEMbIE B OpraHU3al1H.

- [TonroToBUTH AOKYMEHTHI IO HAIPABIECHUSIM OCHOBHOM JIEATEIHHOCTH OpraHu3aluy (IpuKa3 min
pacnopsiKeHue, JOKIaaHas UM cly>KeOHasl 3armMucka, MUChMO, akT, HHQOpPMallMOHHAs CrpaBKa U Ip).

- [IpunsTh yuactue (10 BO3MOXHOCTH) B pab0Te KOJIETHAIBHOTO OpraHa U 0(pOPMHUTH IMPOTOKOJI
3aceqaHusl.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1 OueHka 3HaHUN OOYYaIOLIUXCS B paMKax 0alTIbHO-PEUTHHIOBOM CUCTEMBI.
Pacrnipenenenne 6anioB npu NpoXoxkKI€HUU TPAKTUKH:

* BrinonHeHne MHAWBUIAYAIBHOTO 33JjaHNs 1O IpakTuke — 70 Gansos,

*  OdopmieHne JOKYMEHTAIMH 10 TTpakTuke — 10 6aios,

* 3ammra otyera no npakrtuke: 20 6amioB




Pacrnipenenenne 6aJiioB 10 3aaHKSIM:

Bun yuebnoit paboTh

Max.
KOJI-BO
0aJUIOB

MGTO,Z[I/IKEI HauyucacHUs 0alIoB

Brimonnenune
WHIUBUYaJIBHOTO 3aJaHuUs
0 MPAKTUKE

70

53 - 70 6annoB - HHAMBHAYAIBHOE 33/IaHHUE 110 MPAKTHUKE BBHITIOTHEHO
B IMOJHOM o00ObeME B COOTBETCTBHM C HPOTrPaMMON MPaKTHKH
CBOEBPEMEHHO U KaU€CTBEHHO;

- CTYIEHT TMOKa3aJl TIyOOKYyI0 TEOPETHYECKYI0, METOIUYECKYIO,
npo¢eCCHOHATBHO-TIPUKJIAIHYIO TOATOTOBKY, OTBETHB Ha BOIPOCHI
PYKOBOIUTEISI TPAKTUKY;

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

- OTBETCTBEHHO U C HHTEPECOM OTHOCHIICS K CBOCH padoTe.

36 - 52 6aIoB - UHAMBHIYATLHOE 33JaHUE 10 MPAKTHKE BBITOIHEHO
B IOJIHOM OOBEME B COOTBETCTBHHM C MPOrPaMMOW MPAKTHKH, C
HE3HAYUTEIHHBIMU OTKJIOHCHHUSIMHU OT KaU€CTBECHHBIX ITaPaMETPOB;

- CTYHEHT JIeMOHCTPHpPYET [JOCTAaTOYHO IOJHBIE 3HAHHUA BCEX
npoeCCHOHATBHO-TIPUKJIAAHBIX W METOAWYECKHX BOMPOCOB B
o0beMe  TpOrpaMMbl  MPaKTHKH NP COOECEeOBaHHH  C
PYKOBOAMTETEM;

- MIPOSIBUI cebs KaKk  OTBETCTBEHHBI  HCIIOJIHUTEINb,
3aWHTEPECOBAaHHBIN B OyayIell mpogdecCHoOHaNBFHON e TeNbHOCTH;

- mpu coOecemoBaHUN IT0KA3aJl JOCTATOYHBIM YPOBEHH OCBOCHUS
KOMITCTCHITHH.

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

- CTYOSHT HE TpOSBWI TIyOOKHUX 3HAHWA TEOPHH M YMEHUS
MPUMEHATh €€ Ha MPAKTUKE, JOIyCKal OIMUOKU B IUIAHUPOBAHUU H
pelIeHnH 3aja4, Ha COOSCEIOBAaHUH C PYKOBOIUTEIICM;

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

Odopmnenne
JOKYMEHTAIIHUH 110
HpaKTUKE: OLICHUBAHNE
coziepKaHust ¥ 0POPMIICHUS
OTYETa MO MPAKTHKE

10

8 - 10 GamoB - oTyeT:

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

- PE3yNITAaTUBHOCTh IPAKTHKHU IMPEJCTABICHA B KOJMYESCTBEHHOW U
Ka4eCTBEHHOU 00pabOTKe, MPOAYKTaX e TCIIEHOCTH,

- MaTrepHaj U3JI0KeH IrPaMOTHO, JIOKA3aTeNbHO;

- CBOOOJTHO HCIIONIE3YIOTCS MIOHSATHS, TEPMUHEL, (DOPMYIHUPOBKH;

- BBIIONHCHHBIC 3aJaHWsl  COOTHOCATCA ¢  (OPMUPOBAHHEM
KOMITETEHITUH.

5 — 7 6amnoB - OTYET:

- BBITIOJIHEH B ITOJTHOM 00BEME U B COOTBETCTBUU C TPEOOBAHUSIMH, HO
JOITYIIEHbl TEXHUYCCKUE U/UiK opdorpaduueckue OmmoKy;

- I'PaMOTHO HUCTIOJIB3YCTCA HpO(l)CCCI/IOHaHLHaH TCPMUHOJIOTUSA - YCTKO
1 TIOJIHO M3JIaracTcCsda Marcpuall, HO HE BCCraa nocCjacaoBaTciibHO,

- OTNMCHIBAETCSA aHAJN3 BHITIOJHEHHBIX 33/IaHUH, HO HE BCETIa YETKO
COOTHOCHTCSl BBINIOJIHEHHE  TPO(ECCHOHATFHOW AESITEIHHOCTH C
(hopMupoBaHHEM OTNpeeIEHHOW KOMITETSHIIHH.

0 - 4 GayUIOB - OTHYET:

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

- HA3KUH ypOBeHb O(pOPMIICHHS TOKYMEHTAIINH 10 PaKTHKE;

- HU3KUH YPOBCHLb BJIaICHUSA MeTO)IH‘IeCKOIZ TCpMHHOHOFHCﬁ;




- HOCHT OIIHCATCIbHBIN XapakTep, 0e3 DJIEMEHTOB aHaJIn3a,

- HU3KOE KauecTBO BBINOJHEHUS 3aJlaHWii, HANpPaBICHHBIX Ha
(hopMupoBaHTE KOMITCTCHITHA.

3. |3amura oryera mo
MPAKTHKE: MOJTOTOBKA U
3aIuTa MPE3CHTAIUU

20

16 - 20 GanoB - 3aUIUTa U COAEpKaHUE MPE3EHTAllMU B TIOJTHON Mepe
COOTBETCTBYIOT NpOTrpamMMe MPAKTUKH, WHANBHAYAIBHOMY 3aJaHHUIO
(menmM, CCBUIKM Ha  PECypchl, COOTBETCTBHE  COACPIKaHUS,
HOPMAaTHBHO-TIPaBOBON 0asbl, JUTEpaTypsl), 3agadaM, HaOIOmaeTcs
MIOCJIEZIOBATENBEHOCTD M JIOTHYHOCTH NMPE3EHTYEMOTO MaTepHaa;

- CTYOSHT Ha 3allUTe JAEMOHCTPUPYET OpaTOpPCKHE CIOCOOHOCTH,
cOONIONeHNE perIaMeHTa, SMOLMOHANBHOCT, YMEHHE OTBETUTH Ha
BOIIPOCHI, CUCTEMAaTU3UPOBAHHBIC, TTyOOKHE M IOJMHBIC 3HAHUS II0
BCEM paszienaM pOorpaMMBbl IPaKTHKY;

- COJEp)KaHWE BBHICTYIUIEHUSA OTIMYAET: JIOTUYHOCTh H3I0KEHUA
MaTepuana,  pacKpbITHE  TEMBl,  JOCTYNIHOCTb  M3JIOKEHU,
s¢pdexruBHOCTy mpuMeHeHus cpeacts MKT, cmocobbl u ycnoBus
JOCTIKEHHS PEe3yJIbTaTUBHOCTH U 3(GEKTUBHOCTH ISl BHIIOJTHEHUS
3aJlad MPaKTUKH, 10Ka3aTebHOCTh MPAKTUUECKUX IEHCTBUM, yMEHNE
apryMEHTUpPOBAaTh CBOM 3aKJIIOUEHUS, IEIaTh BBIBOJIBI,

- Ha 3alIUTe TTOKa3aJl BEICOKUI YPOBE€HBb OCBOCHUA KOMIICTEHITHAH.

11 -15 GamoB - 3amuTa U COIEPKAHNE MPE3CHTAIIMHN B JI0CTATOUYHOM
CTENEHU COOTBETCTBYIOT MpOrpamMMe IPAKTUKU, WHIUBUIYAIBHOMY
3aJIaHuIoO, 3aadam, HaOIronaeTcs MOCJIEIOBATEILHOCTD
MIPE3EHTYEMOr0 MaTepuana;

- CTYACHT Ha 3alllUTE€ AEMOHCTPUPYET SMOIMOHAIBHOCTh, YMEHHUE
OTBETUTh Ha BOMNPOCH], CHUCTEMAaTU3UPOBAaHHBIC, 3HAHUA IO BCEM
paszaenam MporpaMMbl IPAKTUKH, COOTIOICHUE PETIaMeHTa;

- COAEpXaHUEC BBICTYIUICHUS OTJIMYACT: JIOTHYHOCTh H3JIOXKEHUSA
Marepuaia,  pacKpbITUE  TEMBI,  JOCTYHHOCTb  H3JIOKEHUS,
sddextuBHOCTh TpuMeHeHUs cpeactB  MKT, mokaszaTenbHOCTH
NPaKTUYECKUX  JACUCTBUH, yMEHUE  apryMEHTHUPOBaTb  CBOU
3aKJIFOYCHHUS, JCTIaTh BEIBOJIBL;

- Ha 3allIUTE MOKa3al JOCTATOYHbIA YPOBEHb OCBOCHUS KOMIICTCHIIHUM.

0 — 10 GamnoB - 3amMTa ¥ COAEpKAHUE TMPE3CHTAIINN HE B ITOJHOMN
MEpe COOTBETCTBYIOT MpOTpaMMe MPAaKTUKU, WHAUBUAYAILHOMY
3aJIaHUI0, 3a/1a4aM;

- CTYJICHT Ha 3allluTe JEMOHCTPUPYET HE MOJIHBIA 00beM 3HAHHU IO
BCEM pasjiesiaM porpaMMBbl TIPAKTHKH, COOITIO/ICHHE PErTaMeHTa;

- CONlep’KaHUE BBICTYIUICHHUS OTIIMYACT: HE MOJHOE PACKPHITHE TEMBI,
OTMEYAeTCs YaCTUYHOE HECOOTBETCTBUE MPE3CHTAIMU COACPKAHHIO
oTYeTa IO MPAKTUKE W WHANBUIYATLHOMY 3a/1aHUIO;

- Ha 3allUTe TMOKa3ajdl HEJOCTAaTOYHBIA YPOBEHb OCBOCHHS
KOMIIETEHITHH.

Hroro 3a nmpakTuky

100

CTyneHTy BBICTABIISIETCS WTOTOBasl OLIEHKA MPOMEXKYTOYHOM arrectamuu B 100-0aymibHOM ImIkaize u B
TPaIUIIMOHHON YEeThIPeXOaJUIbHOM IIIKaJe, XapaKTepU3yolas KayeCTBO OCBOCHUS CTYIEHTOM HOTYYEeHHBIX
3HaHUH, IPHOOPETEHHBIX YMEHUH U BiajeHuil no npaktuke. [lepeBox 100-0anabHON peUTHHIOBOM OLICHKH
M0 JUCUUIUIMHE B TPAJAUIIMOHHYIO YEThIPEXOaIbHYIO OCYIIECTBISETCS CIEAYIOUMM 00pa3oM:

100-0ajuibHasg cucreMa

TpanuuonHas cucrteMa

&5 - 100 6ayutoB

OTnn4HO / 3a4TEHO

70 - 84 Gaiu1oB

Xopo11o / 3a4TeHO

50 - 69 GaiuioB

VYoBIETBOPUTENHHO / 3a4TEHO

Memnee 50

HeynosnerBopurenbHo / HE 3a4TEHO




4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

HoxJian mo oryery

Jlokmam 1Mo oT4eTy JOJKEH BKIIIOYATh B CEOS:

— KPaTKYIO XapaKTePUCTUKY MPEIIPUATHS WIH YUPEKACHUS, HA KOTOPOM MTPOXOAMIIA TPAKTHUKA;
— MOPAJIOK U CPOKH MPOXOXKIECHUS NPAKTHKH;

— HeoOXoAMMBbIe CBeIeHUS O 0a3e MPAKTUKH;

— pe3yJIbTaThl BBITIOJIHEHHSI pabouero miaHa (rpaduka) mpoxXoKICHUs PAKTHKY;

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

— OmucaHue 3a7ad, KOTOpble MPUXOAMJIOCH 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 YUPEKICHUS, HA KOTOPOM MPOXO/INIa MPAKTUKA;
— TIOPAJIOK U CPOKU MPOXOKJEHUS TPAKTUKH;

— HeoOXOoIMMBbIE CBEJICHUS O 0a3e MPAKTHKH,

— pe3yabTaThl BHIOJHEHUs pabodero miaHa (rpaduka) IpoXoKIACHUs TPAKTUKY;

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

— OINHMCAaHHUC 3aaa4d4, KOTOPBIC MNPHUXOAUIIOCH pPCIIaTh IMMOA PYKOBOACTBOM PYKOBOAUTCIIA MNPAKTUKHU OT

OpraHH3aIlNH;

— BBIBO/IbI, IMYHOC OTHOIICHHUC U OLICHKA ITOJYUCHHBIX 3HAHUU U OTBITa paGOTBI Ha MMPAaKTUKEC.

OTtuer mo Mepe HaIOOHOCTU MILTIOCTPUPYETCS PUCYHKAMHU, KapTaMH, CXeMaMu, YepTekaMu, pororpapusimMu
U IPpYTUMU HarJIJHBIMU MaTepuaIaMH.

OnTuManbeHbIil 006EM oTuéTa 10 CTpaHUI] MAITMHOIIMCHOTO TEKCTA.

K oryery npunaraeTcsi XxapakTepuCTHKA Ha CTY/AEHTa-IPAKTUKAHTA.

CobecenoBannue

1.Cuctembl JOKyMEHTALIMU B OpPraHU3aINH.
2.0praunuzanus ciyxos1 JJOY.

3. Bunsl v opopmiieHne opraHu3allMOHHBIX JOKYMEHTOB B OpraHU3al|H.

4. Buzapsl 1 opopMIICHHE PACTIOPSAUTENBHBIX TOKYMEHTOB B OpraHU3alllu.

5. Bunsl u opopmiienne nHPOPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB B OpraHU3allu.

4.3 [IpomexxyTouHast aTTeCTalUs MPOBOIUTCS B popMe 3adeTa

[lo utoram npoxokAeHUs NPAKTUKH OOydYaroIMiics IOJKEH CBOEBPEMEHHO IpeICTaBUTh Ha Kadeapy
CJIEYIONIYIO OTYETHYIO JJOKYMEHTAIUIO:

- OTYCT O MPOXOXKACHUHU MMPAKTUKH U BBIIIOJIHCHUH WHAWBUAYAJIBHBIX 33.I[3.HHI>1;

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

Hanuyne npaBuiabHO OGOPMIICHHBIX OTYETHBIX JIOKYMEHTOB II0 IPAKTHKE, OTPA)KAIOIIUX OCBOCHHBIE
KOMIICTCHIIMU B XOAC BBIMMOJIHCHUA WHAWBUAYAJIbHBIX SaHaHHﬁ, ABJIACTCA OCHOBAHUEM [JI1 BBICTABJIICHUSA
COOTBETCTBYIOIIEH OLIEHKH.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Orenka

Komrmerennn

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH
TOCTYKCHHSI pe3YJIBTaTa)

«3a4TCHO»

OIIK-3

Ha nocrarouHoM ypoBHE aHaIU3HUpPYeT JOKYMEHTHBIE PECYpPCHl U
CUCTEMBI  JIOKYMEHTUPOBAHMS B  OpraHu3allUd B  LEIX
ONITUMH3AIMY OPTaHU3AIMH PAOOTHI C TOKYMEHTAMU




(50 - 100 6ammoB)  |TIK-1 Ha 10cTatouHoM ypoBHE MPOEKTUPYET, PENAKTHPYET U aHATU3UPYET
CTPYKTYpy ¥ 0(pOpPMIEHHE OPTraHU3AIMOHHBIX, PACIOPSIUTENBHBIX,
MH()OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HbIX BH]I

OIIK-3 He  amanmm3upyer  JOKyMEHTHBIE  PECypChl H  CHCTEMBI
JOKyMEHTUPOBAHUSI B OpraHM3alii B LEJIAX  ONTUMH3AIUU
OpraHu3aIuy paboThl ¢ JOKYMEHTaAMH

«HE 3a4TCHO» K1 T
(0 - 49 Ganos) € IPOEKTUPYET NOKYMEHTHI B COOTBETCTBUU C HOPMAaTHUBHBIMU

TpeOOBAaHUSAMH, 3aTPYAHIETCS PEAAKTUPOBAaTh W AaHAJIU3UPOBATH
CTPYKTYpYy ¥ 0(hOpMIICHHE OPTraHU3AIMOHHBIX, PACHOPSIUTEIBHBIX,
MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HBIX BU]

5. YueOHO-MeTONMYEeCKHE PEKOMEHIAUM 110 TPAKTHKE

O0s13aHHOCTH OOYYAIOLIMXCSI BO BPEMsI IPOXOXKICHUS MPAKTUKU, TPEOOBAHMS K OIICHKE BBIMOIHEHHUS MU
pabouero muiaHa (rpaduka) MPAaKTUKH U YCBOCHHUIO KOMIIETEHIMH, (OPMHUPYEMBIX BO BpeMsl MPAKTUKU
3akperuieHbl B IlonokeHHH O mpakTHKe OOydYaroUIMXCs, OCBAaUBAIOIIUX OOpa30BaTeIbHBIE MPOTPAMMBI
BbIcIIero oopasoBanus, peanusyemsie B ®I'bOY BO «Tam00Bckuii rocynapcTBEHHBI YHUBEPCUTET UMEHH
I'P. Jlep>kaBuHa», a TaK)Ke B COOTBETCTBYIOIUX MeTonuuecknx marepuanax (I[Ipunoxenue 8§ OI1 BO).

6. YueOHO-MeTOOMYeckoe U HH(POPMAIIMOHHOE o0ecieyeHne NMPAKTUKHA

6.1 OcHoBHas UTEpaTypa:
1. Cykuacsn 3. P. [Ipaktuueckoe qoKyMeHTOBeIeHHE : yuel. - mpakT. mocodbwue. - CII6.: [Tpodeccus, 2014.
- 96 c.

2. KprokoBa H.II. JlokymeHTHpOBaHUE YIIPABICHUYECCKON ACITEIBHOCTH : yuel. mocoodue. - M.: UTHDOPA-M,
2014. - 268 c.

6.2 JlonosHUTENBHAS TUTEpPATYpA:

1. Topaykanosa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JlokymenrtoBenenue : yueOHuUK. - CIIO.:
[Tpodeccus, 2013

2. Kopuees 1.K., [Tmenko A.B., Mamypues B.A. Ynpasnenue nokymentamu : yueOHuk. - M.: UTHOPA-M,
2012.-299 c.

3. Kynsies, H. H., Ypanos, [I. H., ®abpuunoB, A. I. JlokymeHtoBeaenue : ydeOHuk. - 2021-04-20;
HokymentoBeaenue. - Mocksa: Jloroc, 2011. - 352 c. - Teker : anexrponusiii / [PR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/9082.html

6.3 NHBIe HCTOYHUKU:

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

2. Iloptan «ApxuBsl Poccum» http://www.rusarchives.ru - http://www.rusarchives.ru

7. MarepuajbHO-TeXHHYECKOe ofecneyeHHe NPAKTHKH, TMPOrpaMMHoe o0ecreyeHne M
HH(OPMANMOHHbIE CTPABOYHBIE CHCTEMbI

Jlnst ipoBeieHHsT MPAKTUKA HEOOXOIUMO CIIEAYIOIee MaTepHalbHO-TEXHHYECKOe oOecreueHne: padbodee
MECTO, CojepiKalee: ePCOHATBHBIN KOMIBIOTEP, TIPUHTEP; BO3MOKHOCTh BhIXONA B ceTh MHTepHeT s
MoucKa MHPOPMALIMU TIO0 MPOPMIBHBIM CaliTaM M IOpTaiaM; MOMEIICHHUS Ui CAMOCTOATEIBHOW paboThI;
y4eOHbIE ayJUTOPUH IJIsi MPOBEACHUS TPYNIIOBBIX U WHAMBHIYATbHBIX KOHCYJIBTAIIMH M MPOMEKYTOIHOMH
aTTeCTaIlHH.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIILHON paOOThl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJICTBAMHU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

JlnmeH3noHHOE U CBOOOHO pacpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUCHHE:
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Kaspersky Endpoint Security mans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year

Educational Renewal Licence
Microsoft Office [Ipodeccrnonanbhsrii mioc 2007
Omneparmonnas cuctema Microsoft Windows 10

[Ipodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:

1. DIEKTPOHHBIIN Karajor DyHIaMEeHTaIbHON OnOIMOTEeKN TI'V. -

http://biblio.tsutmb.ru/elektronnyij-katalog
2. DnexrponHas oudnanorexka PODU. — URL: https://www.rtbr.ru/rffi/ru/library
3. Poccuiickas HarmoHanpHas 6nbamoreka. — URL: http://nlr.ru

4. Hayunas onextpoHHas OuOmmoreka Poccuiickoii  akageMuu  €CTECTBO3HAHUSI.
https://www.monographies.ru

5. [Ipe3unentckas 6ubnuoreka umenu b.H. Enpriuna. — URL: https://www.prlib.ru
6. Poccuiickas rocynapctBernas oubnmoreka. — URL: https://www.rsl.ru
7. Hayunast snexkrponHas 6nbnmuorexka eLIBRARY.ru. — URL: https://elibrary.ru

8. Koncynbrant crymeHta. ['ymaHuTapHble HayKH: 3JIEKTPOHHO-OMOMMOTEYHast CHUCTEMa.

https://www.studentlibrary.ru

9. IPR BOOKS: snekrponno-6ubnuoreunas cucrema. — URL: http://www.iprbookshop.ru
10. OBC «YnuBepcurerckas oubmuoreka onnaitn» . — URL: http://www.biblioclub.ru

11. ¥Opaiit: anekrponHo-Oubmmoteunas cucrema. — URL: https://urait.ru

12. CnpaBounas npaBoBas cuctema "Koncynprant mmoc". — URL: http://www.consultant.ru

JIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

URL:

URL:

URL:

BBaHMO,Z[CfICTBHe npenogaBareiida U CTyAC€HTa BO BPEMA INPOXOXKIACHUA ITIOCICIHUM 03HAKOMHUTEIIBHOU

IMPAKTHUKHU OCYHICCTBIISACTCA MmoCpeacTBOM MYJTBTHMC,I[PIP'IHBIX, THIICPTEKCTOBLIX,

CETEBBIX,

TEJIEKOMMYHUKAIIMOHHBIX TEXHOJIOTH, UCTIONb3YEMBIX B AJIEKTPOHHON MH(OpPMAaLMOHHO-00pa30BaTeabHON

Cpe/ie YHUBEPCUTETA.



