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1. Bua u ¢popma npoBeeHns NPAKTHKH

BuJ npakTHKHU — IPOU3BOJICTBEHHASI.
TN NPpaKTHKHM — IPEATUTUIOMHAS.
®opma npoBeeHUs NPAKTUKH — JUCKPETHO: KOHLIEHTPUPOBAaHHAS.

Bpems npoBenenus npaktuku: 4 kype 8 cemectp (ODO); 5 kypc,10 cemectp (3DO).

2. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00YUYeHHUsI PH MPOXO0KIEHNU NPAKTHKH,
COOTHECEHHBIX ¢ IVIAHNPYeMbIMH pe3yJbTaTaMu ocBoeHust Ol

2.1. B pe3ynpraTe MNPOXOXKIEHUS MPOU3BOACTBEHHON (MPEAIUIUIOMHOM) MPAKTHKU Y
oOyuarorerocs JIOJIKHBI OBbITh cOopMHUPOBaHBI ClIeyIoIIne YHHUBEpCaJIbHbIE,
obuienpodeccruoHanbHble U MpodeccuoHalbHbIE KOMIIETEHIIUH, CTYAEHT JOJDKeH NpHoOpecTd
CJIEIyIOIINE IPAKTUYECKUE HAaBbIKU U YMEHHUS:

Kon Coaepxxkanue | Kogm JIMCKpHUITOPBI 10CTHKEHUSA
KOMIIE KOMIIETECHIIMH | HAUMEHOBaAHUE KOMHeTeHHHﬁ
TECHIHU H ee 4YaCTu I/IHIII/IKaTOPa (HJIaHI/IpyeMBIe PE3YyJIbTAThI O6y‘IeHI/I$I npu
U AOCTUKEHUS MPOXOXKIACHUU TTPAKTHKH)
KOMIICTCHIIMU
(ITnanupyemslie
PE3yiabTaTbl OCBOCHUA
oI)
InK-1 Cnocoben HIIK-1.1. Onpexnenser 3Harh:
pa3pabaTeIBaTh oOrmme TpeOoBaHUS K - Bujibl ¥ pasuoBuanoctu OPJI (UITK-1.1);
YHAQUIHUPOBaHH | 0(OPMIICHUIO - TpPUHOUNBI W TpeOOBaHMS K IPOBEICHHUIO
bIe )OPMBI OpTaHM3aI[IOHHO- cHCTeMaTH3aluH JIOKyMEHTOB, TpyNIHPOBKA
JIOKYMEHTOB, pacnopsuTeNIbHO JIOKYMEHTOB B Jie]la, COCTaBJICHHIO HOMEHKJIATYpBbI
MIPOEKTHI TabeNsd U | JOKyMEHTaIluu nern (UIK-1.2);
anpboma - TpeOOBaHMS K COBPEMEHHBIM HH()OPMAIMOHHBIM
YHU(DHULIUPOBAHH MIIK-1.2. [poBout cuctemam (MIIK-1.3).
BIX (opM yHEUKALHIO opM Ymers:
JIOKYMEHTOB, JIOKyMEHTOB, - cocraBisiTh Teketsl OPJ] (MTTK-1.1);
UCTIONIb3YEMBIX B [PUMEHAEMBIX B - paspabatbIBaTh NPOEKTHl Tabens u anmsooma YDJ]
JOKYMEHTALMOHH YIIPaBIIEHYECKOIt (UIIK-1.2);
oM o0ecrieyeHn ! JeSATeTBHOCTH - TPUMEHATh KOMIUIEKCHl HayYHO-TEXHHUYECKOM,
yTIpaBJICHUS OpraHu3aLIy CTaTHCTHYECKOH, TpaBoBOM  WHpOpMamuu Ui
OpraHu3alu pa3paboTku madiaonoB gokymenros (UI1K-1.3).
Baagers:
- NpaKTHYeCKUMHU HaBbIkamMu odopmireHuss OPJ[ B
TIK-13. Paboract o cootBercTBH ¢ TpeboBanusmu (MUITK-1.1);
- HaBBIKaMH yHH(HUKamud (HopM  TOKYMEHTOB
m1abJI0HAMU JIOKYMEHTOB B 11.2);
HH(OPMALHOHHO opranuzaun Ha npaktuke (UI1K-1.2);
T — - NPAKTHUCCKHMHU HABBIKAMH HCTIONIL30BAHNS
KOMITBIOTEPHBIX TEXHOJIOTHH AJIS TOJrOTOBKH
TEKCTOBBIX, TAOMHYHBIX JokyMeHToB (WUITK-1.3).
IK-2 Crnocoben HIIK-2.1. [Ipumensier | 3naThb:
pas3pabaTbIBaTh JIOKaJIbHBIE HOPMATHBHBIE | -  MOTPEOHOCTH  YNPABICHUYECKOTO  3BE€Ha B
NPEIJIOKEHNS 110 | aKThl OpraHU3alud Ul | JOKyMeHTHpoBaHHOM uHdopmanuu (UITK-2.1);
TEXHOJIOTUHI peanuzanyun (GYHKOUH | - O COBPEMEHHBIX MOAXOJaX B OOJACTH TEXHOJOTHH
pa3paboTku yYIpaBJICHUS paspabotku mpoektos qoxkymentos (UITK-2.2);




MIPOEKTOB
JOKYMCHTOB U €€
3aKperuieHHe B
JIOKQJILHBIX
HOPMAaTHBHBIX
aKTax
OpraHu3aliy,
CO31aBaTh
11a0JI0HEI
JIOKYMCHTOB JIsI

HIIK-2.2. T'oroBut
IPEIUI0KEHHS ()
COBEPIICHCTBOBAHHUIO
TEXHOJIOTHH  pa3paboTKh
IIPOSKTOB JOKYMEHTOB

HIIK-2.3. PabGotaer ¢
1a0JIOHaMU TOKYMEHTOB B
HHPOPMAINOHHON
CHCTeMe OpraHu3aluu

HMIIK-2.4. PazpabatbiBaet

- 0 HOTPEOHOCTAX OpraHM3aIiu B
JOKYMEHTAIJHOHHOM OOECHEeYeHHH ee NesTeIbHOCTH
(UIIK-2.3);

- TpeOOBaHUSI K CTPYKTYype M COCTaBy HH(pOpPMAIUN
[omoxennss o cuyxbe JOVY, wuHCTpYyKIMH 1O

BEJICHUIO  JICJIONIPOM3BOACTBA B  OpPTaHU3AINM,
JOJDKHOCTHOW HMHCTPYKIMH Aokymenrosema (MITK-
2.4).

YMmerb:

- pa3pabaTblBaTh JIOKANbHbIC HOPMATHBHBIC aKThI
opranusaiuu (UI1K-2.1);

pa3MeleHys B CTaH/apTHI
cucrteMax JIOKYMEHTUPOBAHUSI - INpPOBOJUTH aHAIU3 JOCTOMHCTB U HEIOCTATKOB
3JEKTPOHHOT0 yIIPaBJIEHIECKOM npoLeaypsl  pa3padoOTKH MPOEKTOB B OpraHHU3aIMH
I[OKyMeHTOO60p0 IeATEeIbHOCTU (I/IHK-Z . 2) X
Ta OpraHU3aluu OpraHu3aluu - co3zmaBaTh IAONOHBI TPeOyeMBIX JOKYMEHTOB
(UIIK-2.3);
- paspabaTbIBaTh OpTaHHU3aIIOHHO-TIPABOBEIE
JIOKyMEHTBI, perynmpyronme JIESITEIIEHOCTD
nofpasnerneHus cirykos1 IOV, ee JODKHOCTHBIX JIUIT
(UIIK-2.4).
Baapers:
- HaBbIKAMH IPUMEHEHUS HOPMAaTHBHBIX aKTOB B
OpraHM3aniu Ui OO0eCHeueHusl YIpaBJICHYECKUX
¢byukuuii Ha npaktuke (UI1K-2.1);
- HaBBIKAMH TI0 TIOJTOTOBKE MPEJIOKEHUH MO
COBEpPIICHCTBOBAHUIO  TEXHOJOTWH  pa3paboTKh
IIPOEKTOB KaK B NPOLEAYypHOIl dYacTH, Tak H B
MaTepuaabHO-TEXHMYECKOH M KaJpoBOH Ha MpPaKTHKE
(UIIK-2.2);
- MIPaKTHYECKUMH HaBbIKAMH  pa3MeIIeHHs
nokymeHToB B cucteme JJ1O opranmzamun (MITK-
2.3);
- IPAKTUYECKUMHU HaBBIKAaMH 10100pa
KBaJTH(QHUIXPOBAHHOTO ITEPCOHANIA, CIOCOOHOTO
MIPUHATH Y9acTHE B pa3paboTKe CTaHIapTOB
JIOKYMEHTHPOBAHHS YIPaBIEHYECKOI NesTeTbHOCTH;
HaBBIKAMU CAMOCTOSITEILHON JIESITENEHOCTH B chepe
paspabotku crangapros (UI1K-2.4).
TIK-3 Cnocoben HUIIK-3.1. [Ipumensier | 3narnb:
KOHTPOJIUPOBATh | Pa3IM4HBIC 3aKOHOJIAaTENIbHYI0, HOPMAaTHBHYIO M METOANYECKYIO
coOimoieHe 3aKOHOJIaTeJIbHBIC n | 6a3zy paboOTBl C JOKYMEHTHPOBAaHHOW HWH(pOpMarmeit
TpeOoBaHMUI IO HopMaTuBHBIe TmipaBoBbie | (MIIK-3.1);
MIOATOTOBKE U AKThI Poccuiickoii | 0 Bo3amMoxkHOCTAX cooTBeTcTByRomero 110 (UITK-3.2);
0hOpMIICHHIO Deneparum, MOPSIOK M COZEpKaHWe MpoIexyp 1o pabore ¢
JOKYMEHTOB U METOAMYECKHE JOKYMEHTH | JOKYMEHTaMH OpPTraHU3aIly, OCOOCHHOCTH ABIKEHUS
JIOKAJIbHBIX u HaI[MOHAJIFHBIE | JTOKyMEHTOB MEXIY CTPYKTYPHBIMHU
HOPMAaTHBHBIX CTaHJApTHI B cdepe | moapas3eIeHUIMHI, PyKOBOJACTBOM M UCIIOJHUTEIISIMH
aKTOB TIO JIOKYMEHTHPOBAHHUS (UIIK-3.3).
JokymMeHTanuoHH | MIIK-3.2. Opranusyer | YMeThb:
oMy paboTy 10 TIepeBOAy B | OPraHU30BaTh PabOTy C JOKYMEHTaMU OpraHHM3alluy B
obecrieueHnIo 31EeKTPOHHBII BUJ[ | COOTBETCTBUH C npaBoBbIMU HopMamu (MIIK-3.1);
yIpaBJIeHUs B JIOKYMEHTOB U | IPUMEHATh OPITEXHUKY, PA3JIMYHbIE KOMIIBIOTEPHBIE
OpraHH3alliy, JIOKYMEHTHPOBAaHHOM mporpaMMbsl Uil TepeBoja  JAOKYMEHTOB B
ONTHMU3UPOBATh | MH(MOPMAIHH, anektponubii Bug (UIK-3.2);
cocTaB c03/1aBaeMoi B | B COOTBETCTBUU C HAIMOHAIBHBIMU CTAHIAPTAMH H
JOKYMEHTOB opraHu3alu METOIMYECKUMH JIOKYMEHTaMHU OpraHu30BaTh
OpraHu3alnu B WIIK-3.3. PaspabarsiBaer | PalMOHAIbHBIA JIOKyMEHTO000pOT; a”Haiu3
COOTBETCTBHH C CTaHAApTHI WH(QOPMALMOHHBIX ~ MOTOKOB B  OpTaHH3ALH;
€€ ICJIIOBBIMU JOKYMEHTHPOBAHUSA IIPpEABAPUTEIILHOC paccMOTpPEHUE, perucrpamnuro,
mpoueccami, B yIIpaBIeHYECKOM WHJICKCAIUIO JOKYMEHTOB, KOHTPOJIb UX UCTIOIHEHUS,
TOM 4HCIe JIESTeTFHOCTH MPOBECHUE OKCIEPTU3bl LEHHOCTH, XpaHEHHE B
OpraHU30BBIBATh | OpraHU3alluH, ONEpaTHBHOW  JEATENBHOCTH  OpraHu3alMd |




pabory 1o
TIepPEeBOTY B
3JIEKTPOHHBIN BUJ
JOKYMEHTOB U

ONTUMU3UPYET COCTaB
JIOKYMEHTOB OpTaHU3aIIH
B COOTBETCTBHH C €€
JIIIOBBIMH TIPOIIECCaMU

yHUUYTOKeHUE nokyMeHToB (UITK-3.3).

Baagern:
HaBBIKAMU KOHTPOJI COOJIOJCHHS TPABWJI Ha BCEX
JTamax  JOKYMEHTOOOOpOTa  OpraHm3alid  Ha

JOKYMEHTHPOBaH npaktuke (UITK-3.1);
HOH MPaKTHIECKUMH HaBBIKAMH Pa3MEICHUS JOKYMEHTOB
nHpOpPMaNNH, B cucreme DJ10 opranmzanmnu (UIK-3.2);
co3/1aBaeMoi B MPAaKTUYECKUMHU HAaBbIKAMH ONTUMH3AIMU COCTaBa
OpraHu3aIu JIOKYMEHTOB M OpTaHU3aI1K PabOThl C HUIMU B
COOTBETCTBHH C JIEJIOBOM crielin(hUKON OpraHu3alny;
HaBBIKAMHU pa3pabOTKU CTaHJIAPTOB
JIOKYMEHTHUPOBAHUsI yIPaBIEHUYECKOI NesTeIbHOCTH
(MUIIK-3.3).
[1IK-4 CriocobeH HIIK-4.1. Brmmonaser | 3HaTh:
BBITIOJTHATD orepanuu [0 | aNrOPUTM  TIPEOBAPUTENHFHOTO  PAcCMOTPEHHS U
OTIeparyy 110 MpeIBapUTEIHHOMY perucTpanuu  JOKyMEHTOB, TIIpaBWwia pPaboOTBI C
NpeBapUTEIBHO | PACCMOTPEHHIO U | JOKyMeHTaMu orpanmdeHHoro gocryna (UIIK-4.1);
My perucTpanuy JTOKYMEHTOB | CTPYKTYpY H (YHKIMOHAIBHYIO HAaIpaBICHHOCTD
PAcCMOTPEHHIO H | OpraHU3allH, B TOM YHCIIE | TMOAPA3JeICHU OpraHM3aliy, MOJDKHOCTHBIX JIMII,
perucrpanun JIOKyMEHTOB OTBETCTBCHHBIX 32 BEICHHE [EJONPOMU3BOJICTBA B
JIOKyMEHTOB OTPaHUYCHHOTO [OCTYMa, | KOHKPETHOM CTpyKTypHOM 3BeHe (UI1K-4.2);
OpraHu3aIiH, BEJIET PErUCTPAIlIOHHBIC U | MOPSI0K COTJIACOBAHUS U yJIOCTOBEPEHUS
BECTH y4eTHBIE dopwmsl | nokymenrtos (UITK-4.3).
PETUCTPAIIOHHBI | JOKYMEHTOB OpPTaHU3aIlU{, | YMeTh:
€ 1 yYeTHBIe BBIJIENIAET JOKYMEHTHI | BBIACIATH JOKYMEHTBI, HE TPeOYyIOLIHE PEerHCTpaluu
(hopMBI OpTaHU3aINH, ue | (UIK-4.1);
JOKyMEHTOB TpeOyIOIINE PETUCTPAllK | OPraHU30BaTh CBOEBPEMEHHYIO nepenagy
OpraHM3alnN, HIIK-4.2. Opranusyer | TOKyMEHTOB MEXKIY PYKOBOICTBOM 31
OpraHU30BBIBATL | Mepenavy nokymentos | ucnonnutensamu (UIK-4.2);
nepenaqy MEXTY YPOBHSIMH | HaXOAWUTh HEIOCTATKH B IPOLECCE COMIACOBaHUSA H
JIOKyMEHTOB yIIpaBJeHus, yrocToBepeHuss JokyMmeHToB opranmsammu (MITK-
MEXAY YPOBHSAMH | PYKOBOJICTBOM, 4.3).
yIIpaBJIeHUs, HCTIOTHUTEISIMH B | Baaners:
PYKOBOJCTBOM, | OpraHM3aIlM, OPTaHM3yeT | NPaKTUYECKHMU HaBBIKAMU BEACHUSA
WCIIOJIHUTEIISIMHA B | B3aUMO/ICHCTBUE PErMCTPAllMOHHBIX M YYETHbIX (OPM JOKYMEHTOB
OpraHu3aluu, noApa3AeIeHU I opranmzanun (UTMTK-4.1);
pa3pabaThiBaTh | OpraHM3aldKM B MpoIecce | NPAKTHYECKHMMU HaBBIKAMHU OpraHU3aINH
NPEIIOKEHHA 10 | pa3pabOTKH M UCIIOJHEHUs | B3aUMOJACHCTBUA MOJpas/IelieHui OpraHU3alud B
TIOPSIAKY pasIMYHBIX ~ BHIOB €€ | Ipolecce pa3pabOTKM M HCHONHEHHUs JOKYMEHTOB
COTJIACOBAHUS U | JIOKYMEHTOB (UIIK-4.2);
YAOCTOBEPECHUS HIIK-4.3. Pa3pabatsiBaeT | MPaKTHYCCKUMHU HaBBIKAMHU pa3paboTku
JAOKYMCHTOB B MPEATIOKECHUS TI0 TOPSAAKY MNPEAJIOKCHUM 110 pallMOHATIN3aIlUuH IIPOILIECCOB
OpraHu3anun COTJIaCOBAHUS U | corjiacoBaHusA U yIOCTOBECPECHUA TOKYMCHTOB
YIAOCTOBEPEHHUS opranmzanuu (UI1K-4.3).
JIOKYMEHTOB B
OpraHu3aIH
TIK-5 CrnocobeH HUIIK-5.1. IIpoBoguT | 3HaTh:
MIPOBOIUTH aHanmu3 WH()OPMAIMOHHBIX | OCHOBHBIE MH(OPMAIMOHHBIE W JTOKYMEHTAIIMOHHBIC
aHaJIn3 u JOKYMEHTAI[MOHHBIX | TIOTOKH B opranm3anuu-6ase npakruku (UITK-5.1);
HHGOPMALIMOHHBI | TIOTOKOB B OPTaHU3ALINU OTIpe/ielIeHHe TOHATHS, OCOOCHHOCTH COCTaBIICHHSA
X" UIMK-5.2. DopMupyer | MapUIPYTHOI KapThi (VTIK-5.2);
JIOKYMEHTAIMOHH | 1pe ni0sKeHus o | MPaBOBEIE, JIOKaJIbHbIE HOPMAaTUBHbBIE u
BIX IOTOKOB B oNTMMH3aLMK MapuipyTop | METOJMHUECKHE HOPMBI, PEryJIMpYIOMie Mpouenypy
OpraHu3alyH, KapT obpabotku nokymentoB (UI1K-5.3).

TOTOBHTH Ha €T0
OCHOBE
MIPEJUIOKEHUSI 0
(hopMHupOBaHHIO
MapUIpyTOB H
MapUIPYTHBIX
KapT JBUKCHHS

U MapIIpyTHBIX
JBIDKCHUSI JIOKYMEHTOB B
OpTaHU3aINH,
paspabarbiBaeT
TEXHOJIOTUH
JIOKyMEHTaMH
nHpopManuei B
opraHu3aru

paboThI

o

Ymern:

BBISIBIITH HEJOCTATKH W TPAMOTHO BBICTPAaUBATh
HHPOPMALMOHHBIE W JTOKYMEHTAIMOHHBIC IOTOKH
(UIIK-5.1);

dbopMupoBaTh M ONTHMHU3UPOBATH  MapPLIPYThI
JBIDKEHUS TOKYMeHTOB B opraum3anun (UI1K-5.2);
NPOBOJIMTh y4eT W aHalu3 JOKYMEHT000OpoTa




JOKyMEHTOB B
OpraHU3aLuH,
pa3pabaTbIBaTh
TEXHOJIOTUH
paboTEI ¢
JTOKYMEHTaMH H
nHpOpManuei B

HIIK-5.3. Koutpomupyer
BBIIIOJIHEHHE  [IPOLENyp
IBIDKCHUS W  00paboTkm
JOKYMEHTOB,
UCIIONB3YEMbIX B
JOKYMEHTAIIHOHHOM
obecrieueHnr yIIpaBICHHS

opranusauuu (UI1K-5.3).

Baangers:

HaBBIKAMH aHanmm3a HH(POPMALINOHHBIX u
JOKYMCHTAIMOHHBIX [IOTOKOB B OpraHuW3auuu - 0ase
npaktuku (UITK-5.1);

HaBBIKAMH  pa3pabOTKM  TEXHOJOTHH paboTHl ¢
uHpopmanmeii Ha mpaktuke (UI1K-5.2);

OpraHu3alu OpraHM3aIu MPaKTHYECKUMH HaBbIKAMU KOHTPOJIS ABUKEHHS
nokymentos (UITK-5.3).
TIK-6 Crnocoben HUIIK-6.1. Omnpenensier | 3HaTh:
IPOBEPSITH cnemuduky - (yHKIMOHANbHBIE  OCOOCHHOCTEW  CHUCTEMBI
TIOJUTHHHOCTD (yHKIIMOHATIBHBIX JJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa  OpraHHU3aliH
ANEKTPOHHBIX ocobennocteit  cucremsr | (MI1K-6.1)
JIOKYMEHTOB, IIEKTPOHHOTO - 9TaIbl COBEPIICHCTBOBAHHS CUCTEMBI 3JIEKTPOHHOTO
MTOCTYTIMBIINX B JIOKYMEHT0000poTa JIoKyMeHToo60poTa opranuzarmu (UI1K-6.2)
OpTaHU3AIIIO OpTaHU3aINH - TOPSIOK Tepeladd AJIEKTPOHHBIX JTOKYMEHTOB B
UIIK-6.2. YuactByer B | smekTponHbI apxus (UI1K-6.3)
mpoIeIypax - KpUTEpUH OIIpEAETICHUS TTOUTHHHOCTH
COBEPIICHCTBOBAHUS NIEKTPOHHBIX  JOKyMEHTOB, B  TOM  YHCIE
CHCTEMBI  BJIEKTPOHHOrO | HEHCTBUTEIBHOCTH 31eKTpoHHOM moammcu (UI1K-6.4)
JIOKYMEHT0000pOTa Ymern:
OpraHu3aIiu - ompemenath  cnemupuKy  (GYHKIMOHATIBHBIX
HUIIK-6.3. Cobmonaer | 0cobeHHOCTeH CHCTEMBI JNEKTPOHHOTO
MOPSIIOK nepenaun | AOKyMEHTOO0OpOTa —OpraHu3aluu-0a3se IpPaKTHKH
37eKTpoHHBIX fokymentos | (MITK-6.1)
B DJICKTPOHHBI apXuB - IPUHUMATH JEATSIFHOE U PE3yIIbTaTHBHOE y4acTHe
NUIIK-6.4. [Ipoeepsier | B MPOLEAYpax  COBEPLICHCTBOBAHUS ~ CHCTEMBbI
MO THHHOCTD ANEKTPOHHOTO JTOKYMEHTO000pOTa OpTraHM3ann-0a3e
3JIEKTPOHHBIX npaxtukn (UI1K.6.2)
JOKYMEHTOB, B TOM 4YHCJIC - CO6J'IIOZ[aTB NopsAA0K  Mepeaavynu IJICKTPOHHBIX
NeHCTBUTEBHOCTD JIOKYMEHTOB B DJICKTPOHHEIA apXWB B OpraHH3aIlUH-
3JIEKTPOHHOM MOANKCH 6ase npaktuku (UITK-6.3)
- MPOBEPSITH MOJJTHHHOCTD INEKTPOHHBIX
JIOKYMEHTOB, B TOM 4YHCJE JACHCTBUTEIBHOCTh
JJIEKTPOHHOM  MOJIHMCH B OpraHu3anuu-0Oase
npaktuku (UTTK-6.4)
Baagers:
- HaBBIKAMH  OIpelIeNeHHs  (YHKIHOHAIBHBIX
0COOEHHOCTEH CHUCTEMBI 3JIEKTPOHHOTO
JokymMeHToo0opoTa opranuzanuu (UI1K-6.1)
- TeXHHUKAaMH  COBEPIICHCTBOBAHHS  CHCTEMBI
ANIEKTPOHHOTO  JOKYMEHTOO0OpOTa  OpraHU3aINH
(UTIK-6.2)
- HaBBIKAMHU TIepeladyH IEKTPOHHBIX JOKYMEHTOB B
snektponublii apxus (UITK-6.3)
- HaBBIKAMH TPOBEPKH MOUIMHHOCTH IEKTPOHHBIX
JIOKYMEHTOB, B TOM YHCJIE JISHCTBUTENLHOCTh
snekrponHoi noamvcu (UTTK-6.4)
T1IK-7 Crnocoben HUIIK-7.1. Co3pmaer 6a3bl | 3HaTh:
paspabaTbiBaTh JIaHHBIX mo | - TpeboBaHMS K cO37aHMI0O 0a3 JaHHBIX 110
NIPEATIOKEHNS 110 | OpraHU3allOHHO- OpTaHM3aIOHHO-PACTIOPSANTENBHEIX  JOKYMEHTOB
(hopMHpPOBaHUIO pacnopsuTeNbHbIM opranusanuu (UI1K-7.1)
rapameTpoB JIOKyMEHTaM OpraHM3allMy | -TIpaBWjla HMHAEKCAIlMM JOKYMEHTOB OpraHU3alnuy
paboTsI cucTeM U ocyiectisier koHtpoips | (UIIK-7.2)
JJIEKTPOHHOTO UX BEJCHUS - TpaBWIa CO3JaHMsA U LEId HCIOJIb30BaHMS
nokyMmeHTtoobopo | UIIK-7.2. Co3gaer | METalaHHBIX JOKYMEHTOB B IIPOLIECCE UX ABWXEHUA U
Ta OpraHu3aIuu cucremy uHnekcanun | 00padotku B opranmzanuu (UIK-7.3)

JIOKYMEHTOB OpraHu3aliu
M UCIONb3yeT ee B
MHPOPMAITMOHHO-
CIPABOYHBIX LEISIX

HUIIK-7.3. Co3maer u

- TIPUHITAIIBI COBEPIIECHCTBOBAHHS CHCTEM
AJIEKTPOHHOTO  JOKYMEHTOOO0OpOTa  OpraHW3aIluf
(UTIK-7.4)

YMeTh:

- co3JaBaTb 0a3bl JaHHBIX 1O OpraHUu3allMOHHO-

7




UCIONIB3YET MCTaJJaHHBIC
JMIOKYMCHTOB B IIPOIIECCE
WX IBIDKEHUS B 00paboTKH
B OpraHu3aliu

HIIK-7.4. T'oToBuT
MPEATI0KEHHS o
COBEPIICHCTBOBAHHIO
CHCTEM 3NEKTPOHHOTO
JIOKYMEHT0000pOTa
OpraHU3aIIH

pactopsiIUTENIbHBIM  IOKYyMEHTAaM W OCYILECTBIISICT
KOHTPOJIb MIX BEIEHHS B OpraHu3aluu-0a3e NpaKTHKH
(UIIK-7.1)

- CO3IaBaTh CHCTEMY HHIEKCALMM JOKYMEHTOB
opraHu3anuu-6a3e NPaKTHKA M HCHOJB30BaTh €& B
HH(POPMAIHOHHO-CITpaBoYHbIX messx (MI1K-7.2)

- co3maBaTh W  HCIONB30BaTh  METaJlaHHbBIC
JIOKYMEHTOB B IpOLIECCE UX JBIKEHUS U 00pabOTKH B
opranusaiuu-6ase npakruku (UI1K-7.3)

- TOTOBUTH IPEAJIOKEHHUS I10 COBEPIICHCTBOBAHUIO

cucTeM AIIEKTPOHHOTO JOKyMEHT0000pOoTa
opranusaiuu-6ase npakruku (UI1K-7.4)

Baagers:

- HaBBIKAMH  CO3JaHUs  0a3pl  JaHHBIX  TIO|

OpraHU3aLOHHO-PACIIOPSIUTEIIBHEIM ~ JIOKyMEHTaM
OpraHU3al{ U OCYIIECTBICHUS KOHTPOJIS HX BEICHHS
(MUIIK-7.1)

- HaBBIKAMH CO3JaHMS CHCTEMBl HHICKCALUH
JOKYMEHTOB OpraHW3allMd M HCHOJIb30BaHUS €€ B
uH(MOPMAIHOHHO-CcITpaBoYHbIX nensax (UI1K-7.2)

- HaBBIKAMHM CO3JJaHUS M UCIIOJIb30BaHHS METaaHHbIX
JIOKYMEHTOB B IpOLIECCE UX JBIKEHUSI U 00pabOTKH B
opranusaiu (UI1K-7.3)

- HaBBIKAMHU COBEPILEHCTBOBAHMUS CUCTEM
3NEKTPOHHOT'O JTOKYMEHTO000POTa OpraHU3aLin
(UIIK-7.4)

2.2. TpynoBble (pyHKUMH, HA NPUOOpeTEeHHEe ONbITA KOTOPbIX HANpAaBJieHA JAaHHAs

NPaKTHKA:

[IpoxoxxaeHure Mpou3BOJCTBEHHOW (IPEIIUINIOMHON) MPAKTUKH IO3BOJMT BBITYCKHUKY
JTaHHOW 00pa3oBaTeIbHON MPOTpaMMbl BBIMOJHATH YaCTUYHO OOOOIICHHYIO TPYIOBYIO (PYHKIIMIO
A/«JlokyMeHTaITMOHHOE 00ECTICUCHHE YITPABICHUS OpraHu3aIuein»:

0606mg;1;i?1;§yn033,1 Tpynosas QyHkuus
Kon u = =
= =
HanMMCHOBAaHMEC = = g - 5 g
T1C % | HammenoBanne | § % Hanmenosanne S 2 2
SE 5
£ £
07.004 A | dokymeHTarmoHn | 6 Opranuzanus A/ 6
«Cnenuanuct no Hoe obecrieueHue nokymeHTtupoBanuss B | 02.6
YIIPaBIICHUIO yIIpaBIICHUS yIIpaBICHYECKOM
JOKyMEHTaIen OopraHuzaiuei JeSITeTbHOCTH B
OpTaHM3ALII» OpraHu3aIu
Opranuszanus A/ 6
nokymentoobopora B | 03.6
OpraHu3alu




3. MecTO nNpoU3BOACTBEHHOM (NpeIIUNJI0OMHOI) NPpakTHKH B cTpyKType OIl

[IpousBoacTBeHHAs (MIPEATUILIOMHAS) TIPaKTHKA siBisieTcs komrnoneHToM OIl, peanuzyemas B
(dopme paKTUYECKON OATOTOBKH.

Paznenst OII: npousBoacTBeHHas (IPeAUIUIOMHAs) IPAKTHKA OTHOCUTCS K pasaeny b.2
ITpaxTuka (b.2. I1.3).

3.1. JucuunjinHbl, ydyacTBywiinue B popmupoBanuu komnerenuuii [1K-1, T1IK-2, TTK-3,
[1K-4, TIK-5, T1K-6, ITK-7 BmMecTe ¢ mpOou3BOACTBEHHOM (MPEAAUIIIOMHOMN ) MPAKTUKOM:
300
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000

HaumMmenoBanue AUCHUILJINH U ITPAKTHK. KO).IBI HHIUKATOpPOB
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3.2. Bxoanble TpeOoBaHMs, HeoOXogUMBbIe UIA OCBOCHHUSI  NPOrpaMMBblI

NPOU3BOACTBEHHON (NMPeAIMINIOMHOI) NPAKTHKH:

nena (Pocapxus, BHUMJIA).

3namp: 3akoHONATENbHYIO 0a3y, HAIMOHAJIbHBIE M MEXIYHApOJHBIE
n30paHHON mpodeccuoHambHOM 00J1acTH; MPHUKa3bl, MpaBUjia, MHCTPYKIIMH, PEriaMeHThl, HayqHO-
METOANYECKHE Pa3pabOTKU B cdepe TOKYMEHTAIIMOHHOTO 00ECIeUeHHUs YIPABICHUS U apXUBHOIO

Ymems:
- OCYIIECTBJIATH OMEPALUU TIO0 CO3JaHUI0, O(GOPMIIEHUIO, MCTIOIH30BAHUIO, XPAHEHHUIO U

YHUYTOXCHHIO JOKYMCHTOB OpraHu3aiuu,

MePCOHATBbHYIO HHPOPMAITHIO;

B T.4.

CTaHAapThl B

KOHPHUACHIIMAIBHBIX M  COJEPIKAIINX

- IPOEKTUPOBATH JIOKATbHBIE aKThl, PETYIUPYIOLIUE padOTy ¢ JOKYMEHTAaMU B OpraHU3alUH.
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Bnaoemu:

- HaBBIKAMH CaMOCTOSTEILHON pabOThl HA COBPEMEHHOM OOOPYIOBAaHHMHU JISI BHIIOJTHEHHS
orepalnuii MO0 CO3JaHMI0, Tepenade MEXIY CTPYKTYPHBIMH NOJpPA3JeICHUSIMH, YHHUYTOXCHHUIO
JOKYMEHTOB;

- HaBbIKaMHu paboTsl B cucteMe DJ10;

- HaBBIKaMH MCIOJIb30BAHMS JIEKTPOHHBIX OMOIMOTEK U MPaBOBBIX 0a3 JAHHBIX ISl IOMCKA
HCTOYHHUKOB U JIMTCPATYPhI I CO3JaHUA OTUCTA.

3.3. Hpe}l}II/IHJIOMHaﬂ MNpaKTuKa IPOBOAUTCA [JHd BbINOJHCHHUA BLII[yCKHOﬁ

KBAJTH(PUKATUMOHHOK padoThlI.

4. O0beM NPaKTHUKH

4.1. IIpoa0/ZKNTENIbHOCTD NPAKTUKH - 4 HeleIn

OO01mast Tpy10eMKOCTh (00beM) TIPAKTHKHU COCTABIISICT 6 3a4E€THBIX €IMHHII,
216 akageMUUYeCKHUX YacoB

4.2. Jranpl NPAKTUKHU

I'padux npousBoaCTBEHHOM (MPEeIAUIVIOMHONH) NPAKTUKH
NMPHU NMPOX0KAEHUU MPAKTUKH B MPOPUILHOI OpraHu3auuu

TpyaoeMKoOCTh B yacax
NeNe Koumaxmmnaa | Koumaxmnasn | Camocmos
JTanbl NPAKTUKHA paboma paboma menvbHas
n/m ¢ pyk-nem om | ¢ pyk-iem om | paboma
Kageopvl | npogp.ope-yuu | cmyoenma
1. |IloaroroBuTEIbHBII (OPraHU3aIMOHHBII) TAN
11, IIpoBenenune co6paH1/131 CTYICHTOB; BbIJIaua 4
VHAMBUAYaAJIbHBIX 3aJIaHUH U MYTEBOK HA IPAKTUKY
1.2. | O3HaKOMJIEHHE CTY/IEHTOB C IPOTrPaMMON IPAKTUKU 4 4
13 Pazpabotka pabouero rpaduka (miaHa) MpoBeACHUs 4 2
MPaKTUKHU
1.4. | OdopmieHre NponycKoB Ha NPEANPHUSITUS 2
[IpoxoxkneHne UWHCTpyKTaxa [0 OXpaHe Tpyaa,
15 [|TeXHHKH 6630HaCIEOCTI/I, MOKapHOH 0e30MacHOCTH U 4
MIPOU3BOICTBEHHOM CaHUTapHH, npaBujiIaM
BHYTPEHHETO TPYIOBOI'0 pacnopsiaKa
2. | OcHoBHOI1 (MPOU3BOACTBEHHBII) ITAN
3HAKOMCTBO €O  CTPYKTYpOW,  HalpaBJICHUSIMHU
JEATENIBHOCTH, OpraHMu3alledl MPOU3BOJICTBEHHBIX H
01 |TexHOMOTHYECKHX NpOLeCCoB npe)mpmm/mv; 5 10
OpraHU3alMOHHO-TIPABOBOM JOKyMEHTaluen
KOMIIAaHUM,  3aKOHOJATEJIbHBIMH  OCHOBaMH €€
JIESITEIIbBHOCTH
CGop cBexenuit 00 opraHuzauuu paboOThl U
2.2 |IOKYMEHTHUpPOBaHHUU IIPOLIECCOB Hay4yHO- 4 10
MCCIIEI0BATENbCKOM IEATEIbHOCTH KOMITAHUH
VYyacte B pa3paboTke YHUPHUIMPOBAHHBIX (HOpM
2.3 |IOKYMEHTOB; y4yacTHE B BHIPAOOTKE MPEAJIOKEHUHN 1O 4 10
TEXHOJIOTUN Pa3pabOTKU MPOEKTOB JOKYMEHTOB H €€
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3aKpeIJIeHUH B JIOKAJIbHBIX HOPMATHUBHBIX aKTax
OpraHu3aIn

Yyactue B mporenypax KOHTPOJS COOJIO/ICHUS

24 |tpeboBaHWii MO TOArOTOBKE ©  O(QOPMIICHHUIO 4 10
JIOKYMEHTOB
BoisiBienne u aHanu3  MHQOPMALMOHHBIX U
o5 |AOKYMEHTalIOHHBIX ITIOTOKOB OpraHu3aluy, 4 10
dbopMynupoBaHuE MPEIOKEHUH M0 (HOPMUPOBAHHIO
MapUIPYTHBIX KApT ABUKEHUS JOKYMEHTOB
[lonyueHne  HaBBIKOB  IPOBEPKH  IOJUIMHHOCTH
0@ |VIEKTPOHHBIX  JIOKYMEHTOB,  MOCTYNMBLIX B 30
OpraHu3alio;  pa3paboTKUM  TPEUIOKEHUH 10
dhopMupoBaHKIO TapamMeTpoB padoTer COJ]
27 BrinonHenue MHAMBHIYATLHOTO 3aqaHUs (COTJIACHO 4 36
teme BKP)
3. |3akia0uMTeJBLHBII ITAN
Anamu3 u 0000mIeHHe TMONydYeHHOH HH(pOpMaIHH,
3.1 |KoHCynpTallUM C PYKOBOJUTEIEM IMPAKTUKH OT 16 18
Kadeapsl
®opMUpOBaHUE OTYETHOW IOKYMEHTALlMU, HAlIUCAHHE
3.2 |oTueTra MO MPAaKTUKE U BTOPOH (IMPOCKTHOW) YacTH 16
BKP
3.3. | 3ammTa oT4eTa MO MPaKTHKE 2
NUTOI'O: 30 62 124
NTOI'O BCEI'O: 216
I'padux nponsBoacTBeHHOM (MPEeANUNVIOMHON) NPAKTHKH
NPH NPOXO0KICHNUH NPAKTUKH B NPOQUILHOI OpraHu3alnumn
(apxuse)
TpyaoeMKoCTh B yacax
NeNe Koumaxmmnas | Koumaxmnas | Camocmos
JTanbl NPAKTUKHA paboma paboma menvHas
n/m ¢ pyk-nem om | ¢ pyk-nem om | paboma
xkageoper | npog.ope-yuu | cmyoenma
1. |MoaroroBuTebHbI (OPraHU3aNMOHHDBIN) YTAN
11, [IpoBenenue co6paH1/1f1 CTYICHTOB; BbIJ1aya 4
WHJVBUIyaJIbHBIX 33JJaHUM U yT€BOK Ha MPAKTUKY
1.2. | O3HaKOMJIEHHE CTY/IEHTOB C MPOTrPaMMON PAKTUKU 4 4
13, Pazpabotka paboduero rpaduka (miaHa) MpoBEACHUS 4 5
MPaKTUKHU
1.4. | OdopmiieHne nponycKkoB B OpraHU3alnIo 2
[IpoxoxxneHne WHCTpyKTaXka II0 OXpaHE Tpyaa,
15 [|TeXHHKH 6e30nac130cm, MoKapHOH 0€e30MacHOCTH U 4
IIPOU3BOACTBEHHOU CaHUTapUH, npaBuiIaM
BHYTPEHHET0 TPYJIOBOr'0 pacnopsiaka
2. | OcHOBHOIi (TPOM3BOACTBEHHBIIT) dTaN
21 3HAKOMCTBO €O  CTPYKTYpOW,  HallpaBJIICHUSIMH 9 10
JIeATEIbHOCTH OpraHU3aliu
29 OBHaKOMJIeHI/Iﬁi c OpraHHU3alMOHHO-TIPAaBOBOM 5 10
JIOKYMEHTallMel,  3aKOHOJATEIbHBIMH  OCHOBAMH
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JACATCIIBHOCTH OpraHu3anuu

C6op cBenenuid 00 opraHu3anmMd  pabOTBl U

2.3 |AOKYMEHTHPOBAaHHUH MIPOLIECCOB Hay4HO- 2 10
MCCJIEI0BATENLCKOM JIEATETbHOCTH apX1Ba
AHanu3 0cOOEHHOCTEH opraHu3aluu KOMIUIEKTOBAHUS
04 |aPXMBA, MPUMEHSEMbIX UH(OPMAIIMOHHBIX 9 10
TEXHOJIOTHI, mpoOJeMHBIX MecT B  objactu
KOMILIEKTOBAHUS apXHUBa.
XapakTepucTuka OCOOEHHOCTEHW OpraHu3aluy ydera
o5 |AOKYMEHTOB apxusa, MIPUMEHSAEMbIX 9 10
MH(OPMALIMOHHBIX TEXHOJIOTUM, MPOOJIEMHBIX MECT B
00J1aCTH yueTa JOKYMEHTOB apXHBa.
XapakTepucTuka ocoOeHHOCTEeH OpraHu3alu
oOecrie4eHUss  COXPAHHOCTH U HUCIOJB30BaHUs
26 |MOKyMEHTOB apXuBa, MIPUMEHSAEMBIX 40
WH(OPMALIMOHHBIX TEXHOJIOTUM, MPOOIEMHBIX MECT B
obOnactu o0OecreyeHus COXPAHHOCTH JIOKYMEHTOB
apXuBa.
3akperieHue HaBBIKOB pabOTBl B JOJDKHOCTH
2.7 |apXMBHCTa M BBIIOJHEHHE UHANBUAYAIBHOTO 3aaHUS 4 36
(cornmacHo Teme BKP)
3. [3akiI0uMTeJBLHBII ITaN
Anamu3 u 0000IIeHHe MONy4YeHHOH WH(pOpManuy,
3.1 |KoHCynpTallUM C PYKOBOJUTEIEM MPAKTUKH OT 16 18
Kadenpsl
3.2 @opMHUpOBaHNE OTYETHON TOKYMEHTAINN, HAITUCAHHE 16
0TYeTa 10 MPAKTUKE U NMpoeKTHON yactu BKP
3.3. | 3ammTa oTueTa MO MPAKTUKE 2
NUTOI'O: 30 62 124
NTOI'O BCET'O: 216
I'padux npousBoaACTBEHHOM (IPEAAMIVIOMHON) NPAKTUKH
NPHU MPOX0K/AeHNHU NPAKTUKHU Ha Kadeape
TpyaoeMKkocTh B yacax
NeNe Konmaxmunas | Camocmos
ranpl NMPAKTHUKHA paboma c pyk-| menvHas
n/m aem om paboma
Kageopul cmyoenma
1. |IloaroToBHUTEIbHBI (OPraHU3AIMOHHBII) dTAN
11, HpOBeJ:v[eHHe coOpaHHsl CTYICHTOB; BBbIJa4a WHAUBHIYaTbHbBIX 4
3aJIaHAI
1.2. | O3HaKoMIIEHUE CTYICHTOB C MPOTPaAMMOM TPAKTHKHU 4
1.3. | Pa3pabotka pabouero rpaduka (1miaHa) mpoBeIeHHs TPAKTHKH 4
[IpoxoxaeHne MHCTPYKTaka MO OXpaHE Tpylda, TEXHUKHU
1.4, |OGe3omacHOCTH, MOXapHOW O€30MaCHOCTH M TMPOU3BOJACTBEHHOU 4
CaHUTapHUu
2. | OcHOBHO¥ TaNn
BeiBIeHME W3MEHEHUH B CTPYKType W HaIpaBJICHUSAX
2.1 |pmestenbHoctn HI'TY B cBsizu ¢ W3MEHEHHSIMH 00Opa3oBaTENbHOM 10 4

MOJUTHUKHK,  3aKOHOJATEABLHOM  0a3bl,  SIUAEMHOJIOTMYSCKOM
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00CTaHOBKH ¥ T.JI.
29 O3HakoMJICHHE C Hay4YHO-HCCIEIOBATEIbCKON JESITEIbHOCTHIO 10 4
HI'TY, B nenom, u kadpenpet MUud®H, B yacTHOCTH
KonTponp  cobmionmeHuss TpeOOBaHWIA IO  MOATOTOBKE H
23 O0(pOpPMIICHUIO JOKYMEHTOB Kadeaphl, perucrpanus T0OKyMEHTOB; 10 4
nepeaaya JOKyMEHTOB MEXAY PYKOBOJIUTEIEM U HCIIOJHUTEISMH,
MEX1y CTPYKTYPHBIMHU NOJIpa3ieIeHUsIMU
Paborta B cucrteme 3IeKTpOHHOTO JIoKymMeHTooOopora HI'TY Ha
2.4. |kadenpe MUudH. Pa3paborka mpeniaoxeHuil mo GopMHUPOBAHUIO 12 10
napameTpoB pabotel B COJ]
2.5 | CamoamarHoCTHKa HABBIKOB PabOTHI B JOJDKHOCTH METOAMCTA 10 30
2.6 | Boinonnenue unousudyanvrno2o 3a0anus (coenacno meme BKP): 4 36
26.1 AHaim3 JOKyMEHTAIlMOHHOTO (OH[Ia, N3yuyeHHEe HOMEHKIIATYPhI Jel
kadeapsr MUndH
2.6.2 |YTO4YHEHHE CPOKOB XPAHEHUS TUTUIOMOB U KYPCOBBIX paboOT
26.3 OdopmieHne cCOOTBETCTBYIOMIUX JOKYMEHTOB, IMOATOTOBKA
MaTEpUAJIOB U WX Mepeaaya Ha XxpaneHue B apxuB HI'TY
3. | 3akuI0uMTeabHBII TAN
31 Ananu3 u 060011eHre OTy4YeHHOM HHPOPMAIIH, KOHCYJIbTAILlUU C 16 16
"~ |pykoBoamTENEM NPAKTUKU OT Kadeapsl
39 dopMHUpOBaHUE OTUETHOW JTOKYMEHTAIlMU, HANMCAHHUE OTYETa IO 9 16
IIpaKTHKE U BTOpoi (mpoekTHoil) yactu BKP
3.3. | 3ammTa oTyeTa O MPAKTUKE 2
NUTOI'O: 92 124
NTOI'O BCEI'O: 216

5. Conep:xkaHue NMPOU3BOJACTBEHHOM (MPeIUIIOMHOI) NPAKTUKH

O6yqalonmecs[ B IICpUOA MPOXOKACHUA MPAKTHKU BBIIIOJIHAKOT WHAWBUAYAJIBHBIC 3aJaHUA,
MPEeyCMOTPEHHBIE MPOrPaMMOM TPAKTHKH, COOJIOJAIOT MpaBHJIa BHYTPEHHETO pacCHopsIKa,
co0JII01at0T TpeOOBaHUS OXPaHbI TPY/AA U MOXKAPHOU 0€30MaCHOCTH.

Conepxxanue

IMPAKTUKN

NesTeTbHOCTH, onpeaensemoin OI1:

COOTHOCUTCA C

BUIOM W

3ajjayaMi  podeccHOHaNbHOM

Ob6nactb Tuns! 3ana4 | 3agaun npodeccrnoHanbHOM | OOBEKTH MpoheccuoHaTbHON
npodeccuonanbl | mpodeccuo | AeATeIbHOCTH NEeSATENIbHOCTH (WM 00J1acTH
O JEATENBHOCTU | HAJIBHOU 3HaHUS)

(o Peectpy | nesrenbHOC

MunTtpyna) TH

07 Opranuzanuo Yuactne B NPUKIAIHBIX | - JOKYMEHT, CO3MaHHBIA JIFOOBIM
AHMI/IHI/ICTpaTI/IBHO- HHO- pa3pa60TKax 10 CO31aHHIO crrocodoom JAOKYMCHTHUPOBAHUS,
yIipaBJICHYCCKasA " | yOpaBJICHYCCK CUCTEM JAOKYMCHTALIUOHHOTO - CUCTEMbI JOKYMCHTALlUU,
oducHas ast obecrieueHus YIOpaBIeHUS | -  CHCTEMBl  MH(OPMALMOHHO-
JACATCIBHOCTD (CI/ICTGM QJICKTPOHHOT'O | JOKYMCHTAIIMOHHOT'O obecrneyeHus

JIOKyMEHTO0000pOTa) U apXUBHOT'O
Jela Ha CTaAuAX IOCTAaHOBKH
3aJ]a4M 1 OLICHKH UX MPUMEHEHHs
B YCHOBHAX KOHKPETHOM
opraHu3alu

yIIpaBJIECHUS;

VYuacTue B pa3zpaboTke
HOPMaTHBHO-METOJHMYECKUX
JIOKyMEHTOB, aKTOB (IIpaBHJI,

nepevyHeit JOKyMEHTOB,

MOJIOKEHUH, MHCTPYKIMH,

- apXMBHBIC [IOKYMEHTBI, B TOM
YHCciIe, JOKYMEHTBl II0 JHYHOMY
COCTaBYy;

- CIIPaBOYHO-TIOUCKOBBIE CpEICTBa
W CIpaBOYHO-MH(OPMALMOHHBIC
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O6mactp Tuner 3agau | 3amaun npodeccruonanbHol | OOBEKTHI MpodecCuoHaTBLHOM
npodeccuonanbl | mpodeccruo | AeATeIbHOCTH JeATEIbHOCTH (WM 00J1acTh
OU JEeATENbHOCTH | HAIBHOMI 3HAHU)
(o Peectpy | nearenbHOC
Muntpyna) TH
KI1accu()UKaToOpPOB, Tabenei W3JaHUS O COCTaBe M COJACPKaHUH
MIPUMEHSIEMBIX (Op TOKYMEHTOB) | JOKYMEHTOB;
0 JOKYMCHTAlJTUOHHOMY - HOKYMCHTBI ApXI/IBHOFO (DOH,Ha
00ecreueHnIo ypaBlieHus: U Poccuiickoit ®enepanny;
apXUBHOMY JECIly - yHU(UIHMPOBaHHBIE  CHUCTEMBI
JOKYMCHTallun

Ocnosnble mecma npoeeOeHuﬂ npakmuxku.

- 'KV «"ocynapcTBeHHbIN 00IIECTBEHHO-TIOIUTHYECKUN apXxuB Huxeropoackoii odbmactuy,

- MKY «Apxus r. Hwxnero Hosropona;

- Mexpernonanbubiii pumman OKY «LleHTp mo obecreueHuo AeTeIbHOCTH Ka3HaueHCTBa
Poccun» B r. Huxxnem HoBroposge;

- 'KOVY «KpacHoOakoBckas crienvaibHasi (KOPpEKIIMOHHAs ) IIKOIa-UHTEpHAT;

- 000 «KepxeHeukue mpocTopb».

Bo BpCMA IIPOXOKACHUSA IPAKTUKU CTYACHT 00s3aH:

O3HAKOMUTBCH:
- C UCTOpUEN OpraHu3aluy, €€ OCHOBHBIMU CTPYKTYPHO-(YHKIMOHAJIbHBIMU IOAPA3JEICHUIMH,
HITAaTHOM YMCIIEHHOCTBIO U HAIIPaBJICHUSIMU €€ JeATEIbHOCTH Ha COBPEMEHHOM JTarle.

HN3yunts:
- OpTraHHU3allMOHHO-IIPABOBLIC u HOPMAaTUBHO-METOJUYCCKHC JOKYMCHTEI, KOTOPbIMHU
PYKOBOJICTBYIOTCS B JIEITEIbHOCTH OpraHu3aluu, B T.4. ciyx6a 10V,
- O0COOEGHHOCTH OpraHM3alMyd JOKYMEHTAllMOHHOTO oOOecledyeHHs YIpaBlIeHHs, B T.4. C
npuMmeHenneM COJI;
- 0COOEHHOCTH OpraHM3alMi KOMIUIEKTOBAHMSA, Yydera, OOECIeUeHHss COXPaHHOCTH U
UCIIOJIb30BaHUS ApXUBHBIX JIOKYMEHTOB, B T.4. C IPUMEHEHHUEM MH()OPMAIIMOHHBIX TEXHOJIOTHH.

BeinmosiHuTh ciexyomme BUAbI pad0T M0 NPHOOPETEHUI0 NPAKTHYECKUX HABBIKOB,
CBSI3AHHBIX ¢ Oyayuueil npodgeccuoHaNbHOM 1eSITeIbHOCTBIO!
- aHaJgu3 TEKYILIEro COCTOSHHUS JEIONPOU3BOJACTBA (B T.4. KOH(HICHIIMAIBHOTO), BBISBICHUE
npo0JieM U epCreKTUB UX PEIIeHHUS;
- ydacThe B pa3pabOTKe JIOKaTbHBIX HOPMATHUBHBIX aKTOB IO BEICHHUIO JENOMPOHM3BOJICTBA B
OpraHu3aIuy;
- y4acTHe B OCYUIECTBIECHUU KOHTpoJis cocTostHus JlOY B opranuzanmu;
- pa3paboTKa peaI0KeHIH, HAaPaBJICHHBIX Ha COBEPIIICHCTBOBaHKE paboThI ciryk061 IOV ;
- BBIABIEHHWE TPOOJIEM B OpraHU3allMd JTOKYMEHTOOOOpOTa KOMITAHWU (YUpexKIeHus), B T.U.
cuctembl D10, u pa3paboTka NpeUIoKEHUI M0 UX YCTPaHEHUIO;
- aHAJIU3 BPEMEHHBIX 3aTpaT Ha BBHIMOJTHEHHE (YHKIIMOHATHHBIX HArPY30K CIIEIHATUCTA CITYKObI
JOYVY (cexpeTapst pyKOBOIUTEIS ), TOACYET 00beMa TOKYMEHTO000POTa;
- pa3paboTKa NpeUIOKEeHHI 10 YHU(DUKAIIUY U ONITUMHU3ALUN ABM)KCHUS TJOKYMEHTOB;
- XapakTepUCTHKA HCIIOJIb3YyeMBbIX JJs JIOKYMEHTAllMOHHOTO 00eCledyeHHsl  yIpaBiICHUS
TEXHOJIOTHI;
- yyacTHe B CHCTEMaTH3allud JOKYMEHTOB, (POPMHUpPOBAHUU [€], COCTaBICHUH HOMEHKJIATYpHI,
O(I)OpMJIeHI/II/I omnucei ACJI, aKTOB Ha YHUYTOXKCHUC ACIT U JOKYMCHTOB;
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- BBISIBJICHHE NMPOOJIEMHBIX MECT B 00JaCTH KOMIUIEKTOBAHHUs, ydeTa, 00eCreueH sl COXpaHHOCTH U
UCIOJIb30BaHUSl ApXMBHBIX JIOKYMEHTOB, a TaKXXe pa3padoTKe IporpaMMbl ONTUMH3ALUU C
NpUMEHEHHEM HH()OPMAITMOHHBIX TEXHOJIOTHH.

Cobpamy Mamepuan 1o TEME WHJIUBUIYaJIbHOTO 3a7aHusl  (BBITYCKHOM
KBATM(UKAIIMOHHON pabOThI) ISl MOJATOTOBKH oT4YeTa 1o npakTtuke u BKP.

IlpumepHvie memovl UHOUBUOYATLHBIX 3A0AHULL .

1. CoBepiieHCTBOBaHUE OPraHU3AIMOHHBIX OCHOB IIOCTAHOBKM apXMBHOTO Jiela B
peruoHaIbHbIX yupexaeHusx KasnaueiictBa Poccuu (Ha nmpumepe...)

2. CoBeplUIeHCTBOBAHUE AJIEKTPOHHOIO JOKYMEHTOOOOpPOTa MEAMIIMHCKOW OpraHu3anuu (Ha
npumepe. .. ).

3. Ontumuzanusi AOKYMEHTAIIHOHHOTO OOECHEeYeHHUs MEATENIbHOCTH CHEIHATN3UPOBAHHOTO
00pa3oBaTeNbHOrO YUpexKAeHus (Ha mpumepe ...).

4. XapakTepuCTHKa OCOOCHHOCTEH BeleHUS KOH(MUISHIIMAILHOTO JEJIONPOU3BOJICTBA B
opraHu3aluu (Ha nmpuMmepe...).

5. JluHamMuKka pa3BUTHUA TEXHOJOTHI aBTOMaTu3aluMud pabodero Mecra CHelHalucTa Io
JIOKYMEHTAIIMOHHOMY 00€CIICUCHHIO yIpaBiieHUs (Ha IpuUMepe. .. ).

6. Anamu3 ocoOeHHOCTeH ocyiiecTBiIeHHs KOHTpois coctosHus JJOY B opranuzauuu (Ha

npumepe. .. ).

CoBeplilieHCTBOBaHHE OPraHU3alMOHHBIX OCHOB IOCTAHOBKH apXUBHOTO JeNa.

8. Cucremaruzamus, KOMITICKTOBAaHHE M ONEPATUBHOE XpaHEHHE JJOKYMEHTOB B OpraHU3aLuN
(Ha mpumepe...).

9. Ilpumenenne WHPOPMALMOHHBIX TEXHOJIOTMH B ydere (OHAOB, OmUCeH W Jend
rocynapcTBeHHbIX apxuBoB (Ha mpumepe ['KY «"OITAHO»).

10. MccnenoBanne M XapaKTEPUCTHKA MACSTEIBHOCTH I10 WCIIOJIHEHHIO PA3UYHBIX BHUIOB
3ampocoB TpaxaaH u ropuandeckux aur B MKY «Apxus ropona Hmknero Hosroponay.

11. XapakTrepuctrka 0COOEHHOCTEN pabOThI SKCIIEPTHOM KOMHUCCHH (HA IPUMEDE. .. ).

12. OcobeHHOCTH OpraHM3allMk HAyYHO-CIIPABOYHOTO amnmapara apXuBa, MPUMEHEHUS
MH(OPMALIMOHHBIX TEXHOJIOTUH B OpraHU3allMd Hay4yHO-CIIPAaBOYHOI'O arrapara apxuBa,
mpo0OJieMHbIE MeCTa OPTaHU3allMK HayYHO-CIIPABOYHOTO arnmapaTa apXuBa.

~

6. @OpMBI OTYETHOCTH IO NPAKTHKE

Opranuzanus npoBeneHus NpakTuK, npexycMorpeHHbix OIl BO, ocymectBisercs Ha
OCHOBE JIOTOBOPOB O NMPAKTUYECKOW MOAroToBKe oOydarommxcss mexay HI'TY u npodunbHbiMH
OpraHu3alUsIMM, JAEATENIbHOCTh KOTOPBIX COOTBETCTBYET MPO(ECCHOHAIBHBIM KOMIIETEHIIUAM,
ocBauBaeMsbIM B paMkax OII BO.

HampaBieHne cTyIeHTOB Ha MIPaKTUKY OCYIIECTBISETCS IIyTEM U3JIaHUS COOTBETCTBYIOIIMX
NPUKA30B pEKTOpa, B KOTOPHIX YKa3bIBAIOTCSI MeCTa MPOXOXKICHHUS MPAKTUKU KaxJa0ro
o0yyaromerocsi, BUJ U CpPOKH MPOXOXKICHUS MPAKTHKH, pykoBoauTenu npakTukud ot HI'TY u ot
npodUIbLHON OpraHU3aIiH.

[Ipy mpoBeneHMM NPAKTHUKU B MPOPHUIBLHON OpraHM3allud PYKOBOJIUTENEM HPAKTUKU OT
HI'TY u pykoBoauTeneM MpakTUKU OT NPOGUIbHOW OpraHU3allid COCTaBISETCS COBMECTHBIM
pabouwnii rpaduk (T1aH) IPOBEAECHUS MPAKTHKH.

OT4eTHbIe JOKYMEHTHI 110 IPAKTHKE BKIIOYAIOT B CEO0S:

- HHIUBUAYAIbHOE 3aJJaHHE, COTIIACOBAHHOE C PYKOBOAMTEIIEM MPAKTUKH OT NMPEATIPUATHUSA

- COBMECTHBIN pabounii rpaduk (TUTaH) MPOBEACHUS TPAKTUKH,

- OTYET CTYACHTA 10 MPOXO0KIECHUIO IIPAKTUKH;

- TIOATBEPXKICHWE C MeCTa TMPAaKTUKH (OTBETHAas 4YacTh OJaHKAa TIYTEBKH) WIH
XapaKTEpUCTHKA (OT3bIB) pPyKOBOJAUTENS IPAKTUKU OT IIPEIITPUSITHSL.
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DopMa NPOMEKYTOYHOH ATTECTALUH IO MPAKTHKE — 3a4ET C OLIEHKOM.

TpeboBaHus K co/iep:KaHUI0 U 0()OPMJICHHIO OTYETA
CtpyKkTypa oT4eTa IO MPaKTUKE:
1. TutynbHBIN AHCT
2. BBomnas gacts
2.1 lnpuBuyanbHOE 3aaHIE
2.2.I'paduk IpOXOKIECHUS MPAKTUKH
ConepxatenpHasi 4YacTh (CBEIEHHS O BBINOJHEHHUM WHIMBUAYAJIBHOTO 3a/JaHUS C
00s3aTeNbHBIM MTOABEICHUEM UTOIOB, YIIOMUHAHUEM O PE3yJIbTaTax)
3aKIOYNTENbHAs YacTh (XapaKTePHCTUKA CTYAEHTa OT PYKOBOAMTENS NPAKTUKA OT
OpraHu3aly, MPHIOKEHUS, WLTIOCTPUPYIOIIKE BHITIOJHEHHE 3a/1aHus Ha 0a3e KOHKPETHOTO

Cpoxu u ¢popMbI IPOBeIeHNS 3AIIUTHI 0TYETA

HPEIITPUITHS).

Cpok ciaum oT4eTa: B TEYEHUE HEAEU T0CIIE 3aBEPILIECHUS IPAKTUKHU.
dopma 3alMTHL: 3alUTa OPOBOJUTCA B (OpME YCTHOIO JOKJIAAa PE3yJbTATOB INPAKTHKH C
MYJIbTUMEANIMHON Npe3eHTauEN.

7. OueHOYHBIE CPeICTBA /1JIsl IPOBe/IEHUs POMEKYTOUHOIH aTTeCTALMHU N0 NPAKTHKE

OIIGHOLIHBIe CpeacTBa Ajid MpOBCACHUA HpOMGX(YTOqHOﬁ arTeCTalyuy 10 BCEM BUJaM U THUIIaM

MPAKTUK, MPEIyCMOTPEHHBIX Yy4eOHbIM muiaHoM 1o aanHoil OIl BO, odopmisitorcs OTAETbHBIM
JIOKYMEHTOM.

8. YueOHO-MeTOAMYecKOe H HHOpManmoHHoe ofecnevyeHne padoThl CTyAeHTAa HA PAKTHKe

8.1. OcHoBHas JIMTEepaTypa

Ne ABTOp (BI) 3arnaBue H3narenscTBO, O KomnnuectBo
n/n U3JaHuA, TPUQ 9K3EMIUIIPOB B
O6ubanorexke
bacosckas E.H.
1 (1 1p.] ; 01 061, Henonpounssoactso | M.: ®OPYM, 2014. | 10
pen. ’ VYuensrit CoBer UAU PITY
T.B. Ky3nenosou
2 Ky3nenos 1.H. JlokymeHTanuon- M. : FOpaiir, 2011. 1
HOEe oOecrieyeHue
M-Bo 00pa3oBaHUs U HAyKH
yIpaBJIeHUS 1| pp
JIEJI0NPOU3BOJICTBO
: YueOHUK
3 Mepkynos E.B. [IpakTuueckoe M.: OMET'A-JI, 2011. 10
JIEJIONPOU3BOJICTBO
4 Bacunbsuenko H.II. | CoBpemennoe neno | M.: Jlurepa, 2013. 1
NPOM3BOJICTBO B
oubnnoreke
[Tpakt.mocobue
5 beikoBa T.A. Joxymenrtanmonno | M.: UH®PA-M, 2017. 1
e obecrieueHue
yIpaBJIeHUS
HErocyJ1apCTBEHHbI

X OprasHusauui
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VYyeb.mmocobue

P.A.KokaHoBa, KomnerotrepHsie M.: KHOPYC, 2016. 1
A.®.KnumoBa nH(pOpMaIMOHHBIC
TEXHOJIOTUHU B
JIOKYMEHTaIlMOH-
HOM 0OecIie4eHuH

yrpaBiIeHUS

8.2. o

MOJIHUTEC/IbHAA JIMTEparypa

n/n

ABTOp (BI) 3aryiaBue N3patenscTBO, rOg KonnuectBo
u3nanus, Tpud HK3EMIUISIPOB B
6ubanoreke

E. B. MuxeeBa | Unpopmanmonnsie | M. : IIpocmekt, 2013. 1
TEXHOJIOTHH B
npodeccnoHaTBEHOM
JeSITebHOCTH

AnekcanapoBa A. | JlokymeHT B | H.HoBropoxa: HI'TY,2012 10

. [m 1p.] poccruckon Vuensiit coper HI'TY
UCTOPHU

TI'onukoB A.T. ApXUBOBEJICHUE M.: Axagemus, 2008 10
OTEUECTBEHHOU

HCTOpUH

8.3. HopMaTHBHO-TIPABOBbIE AKTHI:
Tpynosoit Konexc PO
AnmunuctpatuBHbiii Kogexe PO.

8.4. Pecypcnl cetu « AHTEpHET»:
1.Pecypcui cucmemul ghedepanbhbix 00pa3o6ameibHblX NOPMaios

1.1. ®enepanbHblil moprain. Poccuiickoe obpazoBanue: http://www.edu.ru/

1.2. Poccwuiickuii o0pa3oBaTenbHbIi moptai: http://www.school.edu.ru

1.3. ®enepanbHblii 00pa3oBaTenbHBI MopTain. DkoHoMuKa. Commonorus. MeHEIKMEHT:
http://ecsocman.hse.ru

2. Hayuno-mexnuueckas oubauomexa HI'TY

DnekTpoHHBIN aapec: http://www.nntu.ru/RUS/biblioteka/index.html

DeKTpOHHBIN Kataynor KHUT: http://www.nntu.ru/RUS/biblioteka/index.html

DIIEKTPOHHBII KaTajor MIEPUOINYECKUX W3/1aHHIM:
http://www.nntu.ru/RUS/biblioteka/index.html

NudopmanmonHas cucrema A0CTymna K Katajoram 0ubmumorek chepbl 00pa3oBaHus W HAYKH
OKBCOH:http://www.vlibrary.ru

DNeKTpOHHBbIE OUOINOTEUHBIE CHCTEMBI:

- OBC «KoHcynbTaHT cTyAeHTa» (DaekTpoHHas OubianoTeka TexHUueckoro BY3a):
http://www.studentlibrary.ru

3. Henmp oucmarnyuonuwvix oopazosamenvhvix mexuonocuii HI'TY

[AOT «Huxeroponckuii L{eHTp TuCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIIN:
http://cdot-nntu.ru

DneKTpoHHass OMOIMOTEKA:

http://cdot-nntu.ru/wp/3J1eKTpOHHBII -KaTAIOL/

Cepsucsl: http://cdot-nntu.ru/wp/cepucsi/

4. [Ilepuoouueckue uzoanusi
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http://cdot-nntu.ru/
http://cdot-nntu.ru/wp/электронный-каталог/

1. BecTHHMK apxuBHCTa : NpaKTUYECKUH >KypHanm / yupeaurtenb : «Poccuiickoe
obmecTBo ucTOpUKOB-apxuBucToB». — M.: POMA. — ISSN 2073-0101. - URL:
https://www.vestarchive.ru/

2. Jlemonpous3BOACTBO : €XKEKBapT. XypH. / yupemutensb: OO0 «U]| «YmnpasieHue
nepconaiom». — M.: VYmpasnenue nepcoHamom. - URL: https://www.top-
personal.ru/officeworks.html

3. Jlenmompou3BOACTBO M JIOKyMEHTOOOOpPOT Ha MPEANpPUSATHH : €KeMec. XypH. /
yapenutenb: OOO «busznec-ApceHan». — M.: busnec-Apcenan. — ISSN 1815-
2740. - URL: https://delo-press.ru/journals/documents/

4. OteuecTBEHHBIC apXUBHI : HAYYHO-TIPAKTUYECKUN >KypHal / yupeautenb Pocapxus.
— M.: PocapxuB. — ISSN 0869-4427.- URL: https://rusarchives.ru/izdaniya-i-
publikacii/otraslevye-smi/zhurnal-otechestvennye-arhivy/o-zhurnale

5. Cekperapckoe meno : exemec. xkypH. / yupemutenb: OO0 «UJl Kypnan
«YmpaBiieHue nepcoHaoM». — M.: Ympasinenue nepconaimom. ISSN 2220-2994. -
URL.: https://elibrary.ruf/title_about.asp?id=9093

6. Cexkperapp-pedepent : exemec. xypH. / yupenurenbr OOO «lIpodeccuonanbuoe
uznarensctBoy. — M.: Ilpodeccuonansnoe m3marenscTBo. — ISSN 1813-9493. -
URL.: https://www.profiz.ru/sr/

7. Poccuiickas razera. - URL: http://www. rg.ru

5. Ilpouee:

Tepmuka Today: unrepener-uznanue KI' «Tepmukay. OOydaroiiie KOHTPOIUPYIOIIHE
cepBuchl «JIumrmokey: http://www.termika.ru/dou
https://olimpoks.ru/company/termika-today.php

Odurmmansueiii cait «'miapauu Ynpasiusomux JlokymeHTanuein» - mpogeccnoHaIbHOro
OOBEAMHEHNSI CIIEIHAIUCTOB CIY)KO JOKYMEHTAI[HOHHOTO OOCCICUCHHsI YIpaBICHHUS
npeanpuaTHii u yapexxaeauii Poccuu: http://mwww.GDM.ru

OrpacneBoii mopran «Apxusbl Poccuny»: http://www.rusarchives.ru

Cexperapb-pedepent. XKypnan: https://www.profiz.ru/sr/

Poccwuiickas rasera: http://www. rg.ru

I'apanT. 3akoHOJATENBCTBO C  KOMMEHTapHsMM:  CIIPaBOYHO-TIIPABOBasl  CHCTEMA:
http://www.garant.ru
OdunumanbHblil cailT MuUHHCTEpCTBA BBICIIEro oOpa3oBaHus U Hayku Poccuiickoit
denepanun (Munobpuayku Poccun): https://minobrnauki.gov.ru/?&

«Apxusbl Poccun» Ilopran ®enepaibHOro apxXMBHOTO areHTCTBA. —

URL: http://www.rusarchives.ru/.

«I"ocynapcTBenHas apxuBHas ciyx0a Hmkeroponackoit odinactu» Caiit Komurera no genam
apxuBoB Hmxeroposckoit oomactn — URL: http://www.archiv.nnov.ru/

«OTKpBITBIN TEKCT»: DIEKTPOHHOE MEPUOANYECKOE U3AaHUE. —

URL.: http://www.opentextnn.ru/

9. Ilepeyenb MHGPOPMALMOHHBIX TEXHOJIOTHI, HCII0JIb3YEMBbIX IPU NIPOBEICHUHU MPAKTUKHU

[IpakTka  mpeAmonaraeT  WCHOJIb30BaHHWE  HMH(DOPMAIMOHHBIX  TEXHOJOTHH  Kak
BCIIOMOTATEJIbHOTO MHCTPYMEHTA JIJIS BHITTOTHEHUS 33/1a4, TAKUX KaK:

—  oQopMIIeHHE OTUYETOB;

—  JIEMOHCTpalusi JUAAKTUYECKUX MATE€pUalOB C MCIOJb30BAaHUEM MYJIbTUMEAUMHBIX
TEXHOJIOTHI;

—  HCTOJB30BAaHME JIEKTPOHHON 00pa30BaTEIHHOM Cpebl YHUBEPCUTETA,;

—  HUCHOJB30BaHUE CIEIHATN3UPOBAHHOTO MPOTPAMMHOI0 00eCIIeYeHHUS;

—  OpraHm3aiys B3auMOJCUCTBUS C 00yUJaIOIUMUCS.
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http://www.termika.ru/dou%20–%20Термика%20Today/
https://olimpoks.ru/company/termika-today.php
http://www.garant.ru/
http://www.rusarchives.ru/
http://www.archiv.nnov.ru/
http://www.opentextnn.ru/

Ilepeyenb HH(POPMANMOHHBIX TEXHOJIOIHH:

—IlouckoBas paboTa ¢ ucnosb3oBaHueM ceTH INternet ass noAroToBKU oTyeTa.

—IIpoBepka oT4eTa U KOHCYJIBTHPOBAaHKE TIOCPEACTBOM JICKTPOHHOI ouThl, SKype, Zoom.

—Hcnonb30BaHue 3J€KTPOHHBIX Mpe3eHTanui POwerPoint mpu npoBeaeHUH 3alUThl OTYETA.

IIporpammHoe o0ecnieueHue:

—  Windows 7 (moamrcka DreamSpark Premium, morosop NeTr113003 ot 25.09.14)

—  KoncynsrautlInroc (I'TIJI Ne Torosop Ne 28-13/17-358 ot 19.12.17);

—  Microsoft Office Professional Plus 2007 (murensust Ne 42470655);

— Dr.Web (Ceprudpukar NeFA87-9L14-RW86-4W64 ot 27.04.18);

—  7-zip ana Windows (utiensust GNU LGPL);

— Adobe Acrobat Reader (FreeWare);

—  Gimp 2.8 (cBob6oxuoe 10, nuuensus GNU GPLv3).

IBC, npodeccuoHaabHble 6a3bl JAHHBIX U HHPOPMAIMOHHO-CIPABOYHbIE CHCTEMbI:

1. OBC «KoucynbranT cryaeHta» (DleKkTpoHHas OubnuoTreka TexHHueckoro BY3a):
http://www.studentlibrary.ru

2. OBC «Jlanb» http://e.lanbook.com (Ilepuoanueckue nznanus)

3. Hayunas snextponnas oubnuoreka - www.elibrary.ru

4. UnudopmanmonHnas cucrema «EquHoe 0KHO ocTyna K 00pa30BaTeIbHbIM PeECypcamy.

http://window.edu.ru

5. UTIC «3akonomatenbctBo Poccumy - http://pravo.fso.gov.ru/ips.html

6. baza nannsix «bubnuoreka ynpasieHus» - KoprnopaTuBHbII MEHEKMEHT -

https://www.cfin.ru/rubricator.shtml

7. CIIC «Koncynprantllitoc» (B mokanbHol cetn BY3a)

10. MaTepuanbHO-TeXHU4YECKOEe o0ecneYeHne NPAKTUKHA

IIpakTka opraHmsyercs Ha 0aze NMPOQMIBHBIX OpPraHU3alMi, ¢ KOTOPHIMH 3aKIIOUEHBI
JIOTOBOPBl O TMPAKTUYECKOM IOATOTOBKE OOYyYaromMXCs, U KOTOpbIE OO0JIaJaloT HeoOXO0auMOi
MaTepHaIbHO-TEXHUUECKOW  0a30il:  MEepCOHAIbHBIMM  KOMIIBIOTEPAMHU C  COBPEMEHHBIM
IporpaMMHBIM obOecrieueHueM, npuHTepamu, ckanepamu (M®VY), konupoBaJbHBIMU amnmaparamH,
CpeICTBaMU CBSI3H.

[To wMecTty mNpOXOXIEHHS MNPAKTUKH B TNPOPUILHON OpraHM3aluu  O0OydYaroIMMCs
npeaocTaBieHo pabodyee MecTo, 000pYIOBAaHHOE HEOOXOAMMBIMH CpPEICTBAMH Jii pabOThI C
JIOKYMEHTaMH U MOJIrOTOBKHM MUCbMEHHBIX MaTEPUAJIOB K OTYETY.

[lpy npoBeneHWM TMPAKTHKH Ha Kadeape HCIOIb3YeTCsl CIenyrolee
TEXHUYECKOE OCHAILIICHUE ayAUTOPUH 1 Kadeapsl :

MaTepHallbHO-

Ne HaunmenoBanue

OCHAILIEHHOCTD CHEUAIBLHBIX
IOMEIIECHUN U IIOMEIECHUN IS
MPOXO0KICHUS ITPAKTUKHU

[Iepeuens TMIEH3UOHHOTO
CIIEAATBHBIX MIPOTPAMMHOTO 00€CTICUCHHS.
HOMEIIEHUN U

TOMEIIEHNH I

MIPOXOXKICHUS
PAKTUKH
1 2 3
Kagheopa M®V Canon F 1466000, M®VY Xerox | [1O: Windows-Xp (makersr Excel,
«MUu®H» Workcentrt PE114e, cucremusiii 6ok | Word, Powerpoint, ApxwuBarop
(ayo. 6-402): (3) RAMEC GALE i3-540, monurtop | 7ZIP). HWurepuer-cets. J[ocTym

Acer LCD, monutop BenQ FP 72E,
MOHHUTOD BenQ senseye3LED
GL2450, monutop Sumsung 2243SN,
npuntep Xerox Phaser 3150, npuntep
Sumsung ML-3710ND  Energstar.

DneKkTpoHHas Hay4Has oubnmnoTeka E-

library.
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Tenedpounsie  ammapatsl (3 miT.).
Jocka.
Ayo. 6-401 Pabouux mect npernoaaBareis — 2, I10: Microsoft  Windows 10
(permonanshetit | paGoupx Mect cryaenTa — 14 | (mopmucka DreamSpark Premium,
HEHTP Kom1iekT 1eMoHCTpanmoOHHOTrO noroBop Ne 0509/KMP ot 15.10.18)
TIPOCBETUTEIILCTBA,
kynsTyproro n | OOOPYIOBAHMUSL: * Adobe Reader (mpompuerapHoe
ucroprueckoro | * HoyrOyk Lenovo Idepad 310 (3 I10)
HaCIIe /st IIT.), C BEIXOJOM Ha « Microsoft Office Professional Plus
(«Onoprsrit BY3», MYJIbTHMEIUHHBII TPOEKTOP, 2007 (nmuuensus Ne 42470655);
CI1-6)) monuTop 117; * Open Office 4.1.1 (cBoGognoe 110,
* MynsTuMenuiinbil mpoektop Epson | munensus Apache License 2.0)
EB-X31 (EIPILP*88) — 1 mT.; » Adobe Acrobat Reader (FreeWare);
* DkpaH — | mr.; o 7-zip mmsa  Windows (cBoOomHO
ITK (cuctemusiit 6ok LG Super Muti, | pacnpoctpansemoe I10, numeH3us
monuTop Acer 117) — 1 mr.; GNU LGPL);
M®V Vesalink B7030 — 1 miT. Dr.Web (Ceprudpukar NeEL69-RV63-
Jlocka. YMBJ-N2G7 ot 14.05.19).
Peoakyus Hoytoyk Lenovo ideapad 310 Intel HuTepHeT-ceTh, JOCTYII:
HAYYHOUL core is7thGen, DDR4, wi-fi. ; M®Y WH(POPMALIMOHHO-TIPABOBAasl  CHCTEMa
Jumepamypwi Xerox VersaLinkB7030 PCLS6, «KOHCYIBTAHT TLTIOCH.

(ayo. 1-363/3)

OxfordRoad, Uxbridge UB8 1H (4/6),
M®VY Xerox VersaLinkC7020,
OxfordRoad, Uxbridge UB8 1H (11B.);
MoHOOI0K Lenovo ideacentre,
FOBYO00GPRK, MP150LQV (2mit.).

1363-6
(yuebHas
ayJTUTOPUS JIJISt
MIPOBEACHUS
IPYIIOBBIX U
HHIUBUIYATbHBIX
KOHCYJIbTallui,
TEKYIIETo
KOHTPOJIS
U TIPOMEXKYTOTHOM
aTTeCcTaInu)

Pabounx mect npemonaBatens — 1

Pabounx mect crynenrta — 28

[IK, ¢ BbIX0/10M Ha MyJIbTUMEIUNHBIN
mpoekTop, Ha 6a3e Intel CoreDuo 2.66 I'T, 4
I'6 O3V, 300 I'b HDD, monutop 19” — 1 .
1K, Ha 6a3e Intel Core 2Duo 2.93 I'T', 2 T'6
03V, 300 I'b HDD, monuTop 19” — 1 mrT.
I1K, Ha 6a3e Intel Core 15-3470 3.21T, 4 T'6
O3V, 1 Tb HDD, monutop 19” — 1 mr.
Jocka menmoBast — 1 mmiT.

OkpaH — 1 wr.

Mynetumeuitaeii npoextop Epson — 1 .

Microsoft Windows 7 (mmoamrcka Dream
Spark Premium, morosop Ne 0509/KMP ot
15.10.18)

P7 Oduc (c/u 5260001439)

Dr.Web (c/a EL69-RV63-YMBJ-N2G7)
Microsoft Office IIpodeccronanbHbIN MIIHOC
2010 (numensust Ne 49487732)

11. CpeacTBa agantanuu o0pa3oBaTeIbHOIO MPoLecca NPU MPOXO0KAeHUN MPAKTHUKH K

NMOTPEOHOCTSAM 00yUaIOUIUXCS ¢ OTPAHUYEHHBIMHM BO3MOKHOCTSIMU 310poBbs (OB3) n unBanugos

[TpakTuka mist o0yyatoruxes ¢ OB3 1 HHBAIHMIOB TPOBOAUTCS C YIETOM OCOOEHHOCTEH MX

HCI/IXO(l)I/ISI/IIIeCKOFO Pa3BUTHA, THAUBUAYAJIbHBIX BO3MOKHOCTEH M COCTOSTHUS 310pPOBbA.

BBI60p MCCT HNPOXOXKACHHUA IPAKTHUKU JIA UHBAJIWAOB W JIUI C OB3 OCYHICCTBJIIACTCA C

y4eTOM TPeOOBaHMI MX JOCTYITHOCTH JJIS JAHHON KaTeropruu 00yJarouxcsl.

I[J'I}I OpraHu3allui INPAKTUKW U MPOLCAYPLI HpOMC)iCYTO‘-IHOﬁ arTeCTalluu I10 HuTOoIraM

MMPAKTUKKU JIA O6yanOHIHXCﬂ, OTHOCAIIMUXCA K KaTCropuu MHBAJIHUAOB W JIMI C OI'PpaHUYCHHBIMU
BO3MOJXHOCTSMU 3JO0POBLS, MOT'YT OBITh IMPUHATBL HH, YCTaHABJIMBAKOIIIHC:

- (1)OH)IBI OICHOYHBIX CPCIACTB, aJalITUPOBAHHBLIC IJIA }IaHHOﬁ KaTeropmuu O6y‘-IaIOH_[I/IXC$I u

MO3BOJISIFOIINE OLEHUTH JTOCTUKEHUE WUMH 3aIJIAaHUPOBAHHBIX B MPOrPAMME MPAKTUK PE3yJIbTAaTOB
00ydeHust U ypoBEHb C(HOPMUPOBAHHOCTH BCEX KOMIETEHITNH, 3asaBiIeHHBIX B [1I1;

- (I)OpMBI MMPpOBCACHUA AaTTCCTAlMU IO HTOraM IPAKTUKHU C Y4YCTOM HWHAHWBUAYAJIbHBIX
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MCUXO0(PU3NIECKUX 0COOEHHOCTEH (YCTHO, MUChbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIThIOTEPE, B
¢dopMe TECTUPOBAHUS U T.II.).




ITpu HeoOxoauMocTu B 00pa30BaTENILHOM IMPOLIECCE MPUMEHSIOTCS CIEAYIONINE METOIbI U
TEXHOJIOTUH, 00JIeryaromue BocpusTie nHpopMauun oOydarolUMUC] MHBAINIAMU U JIULAMU C
OB3:

- CO3JlaHM€ TEKCTOBOW BEpCUM JIIOOOr0 HETEKCTOBOI'O KOHTEHTA JJsl €ro BO3MOKHOIO
npeoOpa3oBaHus B aJIbTEPHATUBHBIE ()OPMBI, YAOOHBIE I PA3IMYHBIX MOJIH30BATENICH;

- CO3JaHME KOHTEHTa, KOTOPbIH MOYKHO MNpPEICTaBUTh B DPA3JIMYHBIX BHUJaX 0e3 moTep
JAHHBIX WIH CTPYKTYPBI, IPEAYCMOTPETh BO3MOXXHOCTh MACIITAOMPOBAHUS TEKCTa M H300paKeHUH
0e3 moTepu KauecTBa;

- CO3/I1aHUE BO3MOXKHOCTHU ISl 00YYaIOIUXCsl BOCIPHHUMATD OJHY M Ty XK€ MH(OpMAIIio
U3 DPa3HbIX HCTOYHHMKOB — HAIpuUMep, TaK, YTOObI JIMIA C HapylIEHUEeM CilyXa Moaydalu
UH(OPMALIMIO BU3YAJIBbHO, C HAPYIICHHEM 3PEHUS — ayIHAJIbHO;

- IPUMEHEHUE MPOrPAMMHBIX CPEICTB, 00ECIIEUNBAIOIIUX BO3MOKHOCTb OCBOCHHSI HABBIKOB
U yMEHUH, (popMUPYeMBIX IUCLUUIUIMHOW, 32 CYET aJbTEPHATHUBHBIX CIIOCOOOB, B TOM YHCIIE
BUPTYaJIbHBIX JA0OPATOPUN U CUMYJISLIMOHHBIX TEXHOJIOTHIA;

- TNPUMEHEHUE JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTMH I Mepeladu
uHpOpMALlUK, OpraHu3alul  Pa3IUYHbIX (OpPM  HMHTEPAKTUBHOM  KOHTAKTHOW  pabOThI
00y4JaroIerocst ¢ MpenojaBaresneM, B TOM YHUCiIe BEOMHAPOB, KOTOPBIE MOTYT OBITh HCIIOJIb30BAHbI
JUIs TIPOBEACHUS BUPTYaJbHBIX JICKIUI C BO3MOXXHOCTBIO B3aMMOJEHCTBHMSI BCEX YYAaCTHHUK
JUCTAaHIIMOHHOTO OOYdYeHUs, NMPOBEIEHUS CEMHHAPOB, BBICTYIUICHHE C JOKJIAJaMH M 3aIIUTON
BBINOJIHEHHBIX Pa0oT, IPOBEJCHUE TPEHUHIOB, OPraHU3alMK KOJJICKTUBHON paboThl;

- TPUMEHEHHUE IUCTAHIIMOHHBIX 00pPa30BaTENbHBIX TEXHOJOTHHA IJIsi OpraHu3anuu (hopm
TEKYILLEro U NPOMEKYTOUHOTO KOHTPOJIS;

- YBEIHMUYEHHE MPOJOJDKUTEIBHOCTH CIIa4d O0ydJarolmuMcs MHBaIUA0M wid oM ¢ OB3
GbopM IPOMEKYTOUHON aTTECTALMM IO OTHOIIEHUIO K YCTAaHOBJIEHHOW NPOJODKUTEIBHOCTH UX
CIauu: 3a4eT, MIPOBOAUMBIN B yCTHOU popme — He Oosiee uem Ha 20 MUH.

KonkperHoe cozepkaHe MporpaMMbl MPaKTHUKU U YCIOBUS €€ OPraHNW3aluu U POBEICHUS
Juist oOyuatonuxest ¢ OB3 n uHBanu0B pa3zpabaThiBaeTCs MPU HAIUUMU (PaKTa 3aYUCIICHUS TaKUX
00y4aroIuXxcst ¢ y4eTOM KOHKPETHBIX HO30JI0THil.

12. Ocob0ennocTu NMpoBEeACHUSA MPAKTUKHU ¢ IPUMECHECHUEM IJICKTPOHHOI'O Oﬁy‘leHI/lﬂ,
AUCTAHIMOHHBIX 06pa30BaTe.]'ll)Hl)IX TEXHOJOT Uil

[Ipy  HEOOXOAMMOCTHM, NpPAKTHKAa MOXET OBITh  OpPraHMW30BaHa  YacTHMYHO  Oe3
HEMOCPEJCTBEHHOTO HaXOXACHUs 00ydarolerocst Ha paboueM MecTe B MpOQUIBLHON OpraHu3anuu
1160 B By3e (IUCTaHIIMOHHAs popMa).

[TpumepHbIif  KaneHZapHBIH TrpaduK NPAKTUKA MOXKET MpelycMaTpUBaTh IPOBEICHHE
OpPraHU3al[MOHHOTO U MIPOM3BOJICTBEHHOTO 3Tala C HCIOJb30BaHUEM JIMCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTUH (BeO-coOpaHMs ¢ pyKOBOAMUTENIEM IPAKTUKU, OHJIAWH-KOHCYIbTALUN
C PYKOBOJAWTEJNEM MpPAKTUKH, OOMEH JOKYMEHTAaMHU C HCHOJIb30BAaHUEM D3JIEKTPOHHOM MOYTHI U
JpyTue).

Jlns opraHu3anuy TUCTAaHIIMOHHOW palOoThl pa3pabaThIBalOTCS M HAIMPABIISIOTCS CTYAEHTaM
UH/IMBUYaJIbHOE 33JJaHNE Ha MPAKTUKY, rpauK MPOBEACHUS MPAKTUKH.

Bunsl pabort, cBs3aHHble ¢ Oyaymied npodeccHoHanbHOM AesTeIbHOCTIO, KOTOphIE OyayT
BBIMOJHATHCS  oOyuaromuMucs B (Qopmare JWCTAaHIMOHHOM (yaajieHHOM) paboThl Ipu
OTIOCPEI0BAaHHOM (Ha PACCTOSHUM) B3aUMOJICHCTBUM C PYKOBOAUTEISIMUA MPAKTUKH KaK CO CTOPOHBI
BY3a, TaK U CO CTOPOHBI MPO(UILHON OpraHn3aluu:

— JIEMOHCTpalMs AWJAKTHUYECKUX MaTEpUalOB C HCIIOJIB30BAHMEM MYJIBTHUMEIUNHBIX
TEXHOJIOTHIA;

— MOMCKOBas paboTa ¢ ucnosb3oBaHueM ceTu Internet, snexTpoHHO# 00pa3zoBaTeIbHOM

Cpelbl YHUBEPCUTETA JIJIsl IOJTOTOBKHU OTYETA.

22



— odopMIeHHE OTYETOB C HCHOJB30BAHUE CHEIUAIM3HPOBAHHOTO  MPOTPAMMHOIO
obecneyeHus;

— OpraHu3aius B3auMOJICHCTBUS ¢ 00yJaromuMucs (IpoBepKa OTYeTa U KOHCYJIbTUPOBAHUE
MIOCPEICTBOM 3JICKTPOHHO# 1mouThl, SKype, Zoom).

— HCIIOJIb30BAHUE JIEKTPOHHBIX Mpe3eHTaluit POWerPoint nmpu npoBeieHHH 3aIUThI OTYETA.

B cityuae ocymiecTBieHNs TPAKTUKK B IUCTAHIIMOHHOMN (hopMe, OTUET HaIpaBIIseTCs
CTYJCHTOM B DJICKTPOHHOM BHUJIE PYKOBOJUTEIIO MPAKTUKH JIJIsI KOHTPOJIS M COTJIACOBAHMUS. 3aIlUTa
oTYeTa 10 MPAKTUKE OCYIIECTBISIETCS B 3TOM CJIydae MOCPEICTBOM JUCTAHIIMOHHBIX
00pa3oBaTebHBIX TEXHOJIOTUH.

[Tpu ocymecTBieHH 00pPa30BaTEILHOTO MPOIECCa MOTYT HCIIOIB30BATHCS CIICAYIOIINE
JTUCTAaHIIMOHHBIC 00pa30BaTEbHBIC TEXHOJIOTHU:

- BeO-KOH(epeHIINH (117151 TPOBEICHUSI JISKITUI ¥ KOHCYJIbTAIIUN );

- Skype, Zoom (1 KOHCYJIbTAIHA, TEKYIIET0 KOHTPOJIS);

- 0OMeH TOKyMEHTaMH 4epe3 JICKTPOHHYIO MOUTY.
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JlonosiHeHUs1 1 MI3MeHEeHNsI B pa0doyeil mporpaMMe NPaKTUKHU

Ha 20 /120 y4. I.

YTBEPXIAIO

JlupekTop mHCTUTYyTA

(noonucs, pacuupoeka noonucu)

“ ” 20...T

B pabouyio mporpaMMy NpakTHUKH BHOCATCS CIIEIYIOIINE U3MEHEHUS:

1) ;
)

niM J€jJaacTtCsa OTMETKa O HeI_IeJ'IeCOO6p33HOCTI/I BHECEHHUS KaKux-Iu00 H3MEHEHHH Ha

TaHHBIA y4eOHBIHN T
Pabouas nmporpamMma rnepecMoTpeHa Ha 3aceaHuu Kadeapbl

(maTa, HOMep MPOTOKOJIA 3aceaHus Kadeaphl).

3aBenyIONIHI BBITyCKAIOMICH Kadeapoid

HauMeHo8aHue Kagpeopol JIUYHAS NOONUCH pacuu@poska noonucu
YTBEPXIEHO Ha 3aCeIaHuN y4e0HO-METOIUYECKOTO CcoBeTa
HHCTUTYTa :
IIpoTokom 3aceianus OT « » 20 r. Ne

COI'JTACOBAHO (8 ciyuae, ecnu uzmeHeHus Kacaromces iumepamypsl):

3aBe,Z[YIOHlI/II>'I OTACIIOM KOMIIJICKTOBAHUA HaquOﬁ OMOINOTEKH

JUYHAS NOONUCHL pacuu@posrka noonucu

Havaneauk OITuT YMY

TUYHAA NOONUCH DAcuiuPposKa noonucu dama
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