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1. Bua u ¢popma npoBeeHns NPAKTHKH

BuJ npakTHKHU — IPOU3BOJICTBEHHASI.
THun npakTHKHU — OpraHu3alMOHHO-YIIPaBJIEHYECKas.
®opma npoBeeHUs NPAKTUKH — JUCKPETHO: KOHLIEHTPUPOBAaHHAS.

Bpemsi npoBeieHNs MPAKTHKH: 2 Kypc,4 cemecTp.

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

2.1. B pesynbrare mpoXOXACHHUsS MPOU3BOACTBEHHOUN (OpraHU3aIMOHHO-YIIPABICHYECKON)
MPAKTUKKA Yy OOYYaromIerocs OJDKHBI OBITh C(HOPMHUPOBAHBI CICAYIONUE NPO(HEeCCHOHATLHBIC

KOMIICTCHINHU, CTYACHT OOJI’KCH HpI/IO6peCTI/I CICAYOUC MPAKTUUCCKHUEC HABBIKU U YMCHUA!

Kon Conep:xkanue Kox n nammenoBanmne JAucKkpunTopbl 10CTHKEHU S
KOMII | KOMIIETCHIIMH I/IH}II/IKaTOPa KOMl'IeTeHII]/Iﬁ
€TEH H €€ JaCTu JOCTHIKCHUSA (HHaHI/IpyeMBIe PE3YyIbTaThl O6y‘~IeHI/I${
I KOMIICTCHIIMU IIpU MMPOXOKACHUHN HpaKTI/IKI/I)
(ITnanupyembie
PpE3yiabTaTbl OCBOCHUA
oI)
[K-4 3HaTh TpeOOBaHUA K mporenype
CriocoGen HIIK-4.1.BemonasieT MPEABAPUTEIHHOTO paccMoTpeHust u
B — OTIepalyy 110 perucrpanun JOKYMEHTOB, B T.4.
OIEpAIHH TI0 MpeIBapUTEIHHOMY ;rﬁazzqeﬂﬂoro J0CTyTIa. ;
IpeNBAPHTEIHHOMY PacCMOTPEHHUIO U PETUCTPAIHH eTh BBLACIATH JTOKYMEHTHI, He TpeOyromue
JIOKYMEHTOB OpraHH3allly, B perucTparnuy.
PacCMOTPEHUIO U
O — TOM YHCJIe JOKYMEHTOB Buiagerp HaBbIKaMM BEJICHHSI PETUCTPAMOHHBIX
JOKYMEHTOR OTPAHUYEHHOI'0 IOCTYIA, BEAET | M YUETHBIX (POPM JOKYMEHTOB OpraHU3AIIH.
pErHCTPallMOHHbBIE U YYETHbIC
OpTaHM3alNH,
BECTH (hOpMBI TOKYMEHTOB
OpTaHM3aIH, BEIJICIISET
perucTpaloOHHbIE
JIOKyMEHTBI OpTaHHU3aIiH, HE
Y y4eTHbIE (OPMBI
HIORYMEHTOB TpeOyroIye perncTpanun
OpraHW3amHH HIIK-4.2.0pranusyer 3HaTh CTPYKTYpYy u pacmpeneieHue
bl v
OpTaHM30BBIBATE nepesiady JOKyMEHTOB MEX1y (YHKIIMOHAJIBHOW Harpy3kn MEXAy OTAelIaMH
repeiady YPOBHSIMH YITPaBJICHUS, OpTaHM3aIHH.
JIOKYMEHTOB Mexcty | PYKOBOACTBOM, HCTIONHUTENAM YMeTh OpraHum3oBaTh [BIDKEHHE [OKYMEHTOB
YPOBHAMH B OpPTaHU3AIIH, OPTaHU3YET MEX]Ty PYKOBOJHUTEIEM U HCIIOTHUTEISIMU.
yIIpaBIeHus, B3aMMOJICHCTBHE Baaners 5 HaBbIKAMHU _ onTHMM3alKH
DPYKOBOJICTBOM, HO}Ipa3IIeJTeHI/IPI60pFaHI/I33HI/II/I B | B3aMMOJEHCTBHA HOII%EIS}ICJ’IGHI/II/I OpraHU3aIH
MCIIOMHHTEIISIMY B npouecce pa3paboTKu U B Ipomecce pa3pabOTKH W  HCIIOTHEHHS
OpraHH3aIH, WCIIOJTHEHUSI PA3JIMYHbIX BUJOB | JOKYMEHTOB.
paspadaTbIBaTh c¢ OKyMCHTOB
NIPEUIOKEHHS! TIO HIIK-4.3.PazpabarsiBaer 3HaTh MOPSAAOK COINIACOBAHUS JOKYMEHTOB B
HOPSIKY MPEII0KEHHMS 110 TTOPSIIKY OpTaHM3aIHH.
COTTIACOBAHIS 1 COTJIACOBAHUSI U Y/IOCTOBEPEHHS | YMeTh IIPOXOINUTH NPOLEAYPHl COTIIACOBAHUS H
YJI0CTOBEpEHHS JIOKyMEHTOB B OpraHM3aIiu YAOCTOBEpEHNUs 1OKYMEHTOB OpraHH3ali.
JIOKYMEHTOB B Buagerp HaBbIKaMM pa3pabOTKH HPEIUIOKEHHN
OpraHu3aLIK 110 COBEPILIEHCTBOBAHUIO IIpoLecca
COTJIACOBAHUSI U YIOCTOBEPEHHS JOKYMECHTOB.




[1K-5

HIIK-5.1.TTpoBogut aHanu3
MHPOPMAIIMOHHBIX u
JIOKYMEHTAI[HOHHBIX MMOTOKOB B
opraHu3aru

HIIK-5.2.®opmupyet
NPEIUIOKEHHS 10 ONTUMH3ALNH

3HaTh:

- TTOPSIIIOK (bYHKITHOHHPOBAHUS
WHPOPMALIMOHHBIX CHCTEM B OpTraHU3AINH
(UIIK-5.1);

- OCHOBHI paboTBl C JOKyMEHTaMH U

uHpopmanmeii B opranuszarmn (UIK-5.2);
- 3HAaeT MPOIENypPHl ABIWKCHUA W 00pabOTKH
JOKYMEHTOB, HCTIOJB3YEMbBIX B

CrocoGen MapIipyToB ¥  MapIIPyTHBIX
KapT JBIJKCHMS JOKYMEHTOB B | JOKYMEGHTalMOHHOM OOECHEYEHHH YNPaBICHHSI
MPOBOJUTD aHANN3
opranusauuu, paspabareiBaer | opranmsanuu (MITK-5.3).
MH(OPMALIMOHHBIX
" TEXHOJIOTUH paboTsI ¢ | Ymern:
JOKyMEHTaMH W HHpopMmauueil | - BBISIBJIATH nH(OpMaLMOHHbIE u
JIOKYMEHTaI[IOHHBI
X [IOTOKOB B B OpraHu3alyu JOKyMEHTAI[MOHHBIE TIOTOKHM B OpraHU3aluf
- UIIK-5.1);
OPTarH3aLi, PITECS S ommpoTmpyeT ( aHaJIIZ;I/I 0BaTh ~ MapUIpyThl  JBIDKCHHSA
TOTOBHTE Ha €T0 BBITOJTHCHHUC npouenyp p puIpy
oCHORE JIBIOKEHUS u 06paboTKy | IOKYMEHTOB B  OpraHM3alMH, TEXHOJIOTHH
aboTel C JOKyMeHTaMH H HHpopManueil B
[PeUI0KEHHS 110 JOKYMCHTOB, HCIOJB3YEMBIX B | P HOKY! : ¢opman
dopmEpoBamHzo JIOKYMEHTALHOHHOM opranuzanmuu (UI1K-5.2);
MapILIpyTOB U O6€CH6‘I€HI/II/I yIpaBJICHUS -BBIIIOJIHATH npoueaypbl JABUXKCHUA 58
00pabOTKH JOKYMEHTOB, HCIHOJIB3YEMBIX B
MapIIpyTHBIX KapT OpraHu3anuu P HOKY > Y
JOKYMEHTAI[MOHHOM OOECIIeUYeHHN YIpPaBJICHUS
JIBIDKCHUS
opranmsaiun (UI1K-5.3).
JIOKYMEHTOB B
Baapgers:
OpraHM3allyy,
- HaBbIKAaMM aHanu3a WHGOPMAIMOHHBIX U
pa3pabarbiBaTh
JOKYMEHTAI[MOHHBIX IIOTOKOB B OpPraHU3aluU
TEXHOJIOTHH i
(UIIK-5.1);
paboTHI ¢ .
- HaBBIKaMU (H)OPMHPOBAHUS TPEATIOKEHUN IO
JOKyMEHTaMH 1
. ONITHMU3AIMN MapIIPyTOB W MAPUIPYTHBIX KapT
nHpOpManueii B
IOBIDKCHUSI ~ JOKYMCHTOB B OpTaHM3allNH,
OpTaHM3aIN
pa3paboTkn TEXHOJIOTUH paboTsl c
JOKyMEHTaMH ¥ HWH(poOpMalueil B opraHu3aiun
(UIIK-5.2);
- HaBBIKAMHU OCYIIECTBIICHUS] KOHTPOJIS
HpPOIENyp ABMXKEHUS U 00pabOTKH TOKYMEHTOB,
UCIIOJIb3YEMBIX B JOKYMEHTAI[HOHHOM
oOecrieuennn ynpasieHus opranusanuu (UIIK-
5.3).
IIK-6 HIIK-6.1. Onpenensier | 3HaTh:
cnemuduKy QYHKIMOHAIBHBIX | - (YHKIHOHAJIbHBIE OCOOEHHOCTH CHCTEMBI
ocoOeHHOCTEN CHCTEMBI | 3JISKTPOHHOTO JJOKyMEHTO000pOTa OpraHn3aluu
JJIEKTPOHHOTO (UIIK-6.1);
JIOKyMEHTO000poTa - HanpaBJEHUs COBEPUICHCTBOBAHUS CHCTEMBbI
OpraHu3alu JJIEKTPOHHOT'O IOKYMEHTOO00pOTa OpraHn3aluu
HIIK-6.2. VYuactByer B | (UIK-6.2);
npoueaypax - 3HaeT 0COOEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB
COBEPIIEHCTBOBAHUS ~CHCTEMBI | M DJIEKTPOHHBIX apXUBOB, MOPANOK Iepeladu
Cnocoben AIEKTPOHHOTO npueMa J10kymMeHnToB B apxus (UITK-6.3);
MPOBEPSTH JIOKyMEHTO0000poTa - mapaMeTpbl HCHOJIB30BAHUS  AJIEKTPOHHOMN
HOAJMHHOCTh OpTaHH3aIn noxmucu (UIK-6.4).
3JIEKTPOHHBIX HIIK-6.3. Cobmogaer mopsaaok | ¥YMeThb:
JIOKyMEHTOB, nepeaaun JNIEKTPOHHBIX | - aHAJIM3UPOBATh (yHKIIMOHAIBHBIE
MOCTYIHBIINX B JOKyMEHTOB B DIEKTPOHHBIA | OCOOEHHOCTH CUCTEMBI 3JIEKTPOHHOTO
OpraHU3aIHIo apXuB JIoKyMeHToobopoTa opranuzauun (UIMK-6.1);
UIIK-6.4. [Iposepser | - (GOpMyIMpOBaTH MyTH COBEPUIEHCTBOBAHHUS
MOAJIUHHOCTD JJIEKTPOHHBIX CHUCTEMBI  JBJICKTPOHHOTO }IOKyMeHTOO60pOTa
JOKyMeHTOB, B ToM uncie | opranusanuu (UI1K-6.2);
L[CﬁCTBHTeHBHOCTL -epeaaBaTb u IIPUHUMATh OJICKTPOHHBIC

3JIEKTPOHHOU MOITUCH

JOKYMEHTHI B 3j1eKTpoHHbIi apxus (UI1K-6.3);

- MpOBepsATh  MOUIMHHOCTH  DJICKTPOHHBIX
JOKYMEHTOB, B TOM 4YHCJIE JCUCTBUTEIHHOCTh
anektponHoit noanucu (MUI1K-6.4).

Baaners:




- HaBBIKAMH  ONpEJACiCHUA  CcrenuuKu
(DYHKIIMOHAILHBIX ~ OCOOCHHOCTEH  CHUCTEMBI
ANEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3alnu
(UIIK-6.1);

- HaBBIKAMH  y4YacTHs B  TPOLEIypax
COBEPIICHCTBOBAHMS CHCTEMBI AJIEKTPOHHOTO
IoKyMeHToo60poTa opranuzanuu (UIK-6.2);

- BIaJceT HaBBIKAMH II€peladyd H TpHeMa
JNIEKTPOHHBIX JOKYMCHTOB B  3JICKTPOHHBIH
apxus (UI1K-6.3);

- BIIaJICCT HABBIKAMH OTIPEIICIICHUS
TOJUTMHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB, B TOM
YHCIIE JeHCTBUTEIFHOCTD AJICKTPOHHON
noamucu (UIK-6.4).

2.2. TpynoBble ¢GyHKUMH, HA NpPUHOOpPeTeHHEe ONbITA KOTOPBIX HAINpaBJeHa JaHHAS
NPaKTHKA:
[IpoxoxxaeHrne  MPOU3BOJACTBEHHOW  (OpraHM3alMOHHO-YIPABIEHYECKOH)  IPaKTUKU
MIO3BOJIMT BBIITYCKHUKY JIaHHOW 00pa30BaTeIbHOM MPOTrPaMMBbl BBITIOIHITH YaCTUYHO 0000IICHHYIO
TpyAOBYIO QyHKIMIO «A/ JIokyMeHTallMOHHOE 0OecrieueHHe yIpaBIeHUs] OpraHu3anuein»:

O600menHast TpynoBast QyHKIUS TpynoBas dpyHKIUS
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3. MecTo mpouM3BOCTBEHHOM (OPraHN3allMOHHO-YNIPABJIEHYECKOH) NPAKTUKH
B crpykTrype OII
IIpou3BoaCTBEHHAA (opranuzanroOHHO-yIpaBIeHUECKas ) IIpaKTHKa SIBJISIETCS

komnoHeHToM OIl, peanuzyemasi B popme MpaKTUYECKON MOATOTOBKH.

Pa3neasnt OII: IlpousBoacTBeHHas (OpraHU3aMOHHO-YIIPaBJIEHYECKas) MPAKTUKA OTHOCUTCS
K pasgeny b.2 IlpakTtuka (b.2 I1.1).

3.1. JucuMninnel, yyactpywmme B popmupoBanuu komnerenuumii [1K-4, TTIK-5, I[1K-6
BMECTE C MPOU3BOJCTBEHHOM (OpraHU3allMOHHO-YIIPABJICHUECKOW) MPaKTHKOM:
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onepauuu no |UIIK HUIIK MIIK [MIIK HIIK HIIK
MpeaBAPUTEILHOMY 4.2, 42, (4.2, (4.2, 4.2, 4.2,
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pa3pabartbIBaTh
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OpraHu30BBIBATh  IIEpPEAaydy

JOKYMCHTOB MEXIY

YPOBHSIMHU yIIPaBJICHUS,

PYKOBOJCTBOM,

HCIIOJIHUTEISIMH B

OpraHM3aIiy,

pa3pabartbIBaTh

[PEJIOKEHHS] [0 MOPAIKY

COTJIaCOBAHUS u

YIOCTOBEPEHHUS TOKYMEHTOB

B OpraHu3alum

IK-5

Cnocoben HPOBOJUTH

aHanu3 MH(GOPMAIMOHHBIX 1

JOKYMCHTAMOHHBIX

[OTOKOB B OpraHU3alHH, WTIK

TOTOBHTH HAa €ro OCHOBE I/éHlK 5.1, I/éHlK I/ériK I/ériK I/éHlK I/ériK

NPEIVIOACHITA 10y (MK g WOK | vk | unk | wnk (AHKS. 1 AR 1,

(hopMHUPOBAHUIO MapUIPYTOB 52 5.2, 52 59 59 52 59 UIIK 5.2, |UIIK 5.2,

w  mapupyEbiX  KapT |pppe [ M e WK | unk | wnk | wng |A0KS3 - MITKS.3

JABMKCHUS NOKYMCHTOB B 5.3 K 5.3 53 53 53 53

OpraHU3aIliH, 5.3

pa3pabaTbiBaTh TEXHOJOTHU

paboThl C JIOKYMEHTaMH |

undopmanuei B

OpraHu3alu

T1K-6 UIIK HIIK

Crniocoben nposepsats 6.1, (6.1,

HOUTMHHOCTh  3JICKTPOHHBIX [/éHZK [/éHZK ;IIEE gé ;IIEE gé

’;‘Z;?;;EZE;};OCT}'HHBIHHX UMK MTIK WTIK 6.3, WK 6.3,
6.3, (6.3, UIIK 6.4 [UIIK 6.4
UIIK HUIIK
6.4 6.4

3.2. Bxoanble TpeOoBaHMs, Heo0XoaAMMble IS OCBOCHHMSI  NPOTrPaMMbI

HpOI/I3BO,[[CTBeHHOI>’I (OpraHI/BaHI/IOHHO'YHpaBﬂqueCKOﬁ) IMPAKTHUKHU:

3namp: 1npodeccuoHanbHbpli  crangapt 07.004 «Crneunmanuct Mo - yNpaBlICHUIO

nokymeHTarueit opraam3auny, ['OCT P 7.0.97-2016. «Hamuonansubii crangapt PD. CUBUI.
OpraHu3anoOHHO-pacopsIUTeIbHas JOKyMeHTalus. TpedoBaHus K 0)OPMIIEHUIO TOKYMEHTOBY.

Ymemsp paborath ¢ HOPMATHMBHO-METOJIUWYECKUMH PEKOMEHIALUSAMHU, TpeOOBaHUSIMU,
YCTAaHABJIMBAIOUIMMU TPaBUJIa CO3JaHUs, OPOPMIICHHS, UCTIOIb30BAHUS M XPAHEHUS TOKYyMEHTOB
OpraHH3aIiH.

Bnaoems: HaBbikaMu pabOTHl HA COBPEMEHHOM 000pYIOBAHUU JUIsl BHITIOJIHEHUS ONeparnuii
M0 CO3/IaHHUI0, 00pabOoTKe, mepemade MEXIYy CTPYKTYPHBIMU TIOJpa3/IeJICHUsSIMA  JOKYMEHTOB;
HaBBIKAMU MCIIOJIB30BaHUA KOMITBIOTEPHOH TEXHUKM B MOUCKE HCTOYHUKOB U JIUTEPATYphl IS
CO3/IaHUSI OTYETA.



4. O0beM NPaKTHUKH

4.1. IIpoa0/LKUTENTbHOCT NPAKTHKH - 4 HEICH.

Oo0mas

TPYAOEMKOCTh  (00BEM)  MPAKTHKH

216 akameMUYeCKHUX YacoB.

4.2. JTanbl NPaAaKTHKH

I'padpuk npon3BoaCTBEHHOH (OPraHU3AMOHHO-YIIPABJIEHYECKOMH) NPAKTUKHA

cocrasiisier 6

3a4CTHBIX

NPH MPOXOKIEHUU NPAKTHKH B NPOPUJILHON OpraHu3auu

CAUHUII,

TpynoemMKkocTh B yacax

NeNe Koumaxmmnas | Konmaxmuas | Camocmos
JTanbl NPAKTUKHU paboma c pyk-|paboma c pyxk-| menvHas
H/H Jaem om Jaem om pa6oma
Kageopor | npog.ope-yuu | cmyoenma
1. |IloaroroBHTEIbHBII (OPraHU3aIMOHHBII) YTAN
11, [IpoBenenue c06paH1/1f1 CTYICHTOB; BblJ1aya 4
WHAVBUAYAIbHBIX 3aJIaHUH U MYTEBOK HA MPAKTUKY
1.2. | O3HakoMIIEHHE CTYICHTOB C MPOTrPaMMON PAKTHKHU 4
13, Pa3zpaborka pabouero rpaduka (ImiaHa) MPOBEIACHHS 4 9
MPAKTHKU
1.4. | OdopmieHre NpONyCKOB Ha TPEATIPHUSITUS 2
[IpoxoxxneHne WHCTpPyKTaxa IO OXpaHe Tpyaa,
15 [|TeXHHKH 6e3onac1300m, MOoKapHON 0€30IacHOCTH U 4
MIPOU3BOICTBEHHOM CaHHUTApHH, npaBujIaM
BHYTPEHHET0 TPYJIOBOI'0 pacnopsiaka
2. | OcHOBHOIi (IPOU3BOJACTBEHHBII) ITAN
3HAaKOMCTBO  CO  CTPYKTYpOH,  HampaBlICHUSIMHU
2.1 |meATeNbHOCTH, OpTaHM3AIUEH MPOU3BOJICTBEHHBIX H 2 14
TEXHOJIOTMYECKUX MPOIECCOB NPEINPUATUS
O3HakoMJIeHHE c HOpPMAaTUBHO-TIPAaBOBOM
2.2 |mOKyMeHTaluMed  KOMIaHWHM,  3aKOHOJATeNbHBIMU 2 14
OCHOBaMHU €€ JIeSTEIIbHOCTH
3HakKOMCTBO ¢  paboToit NOJIpa3eIICHUs;
23 JOKYMEHTalMel, peryiupyrome ero AesaTeiabHOCTh; 40
NpuOOpeTeHNEe HAaBBIKOB pabOThl B JIOMDKHOCTH,
0003HaYeHHOW PYKOBOJIUTEIEM OT 0a3bl MPAKTHKHU
24 [Tonyuyenue ombiTa pabOTBl € AIEKTPOHHBIM 9 14
JIOKYMEHTOOOOPOTOM OpraHU3aAINH
25 BrisiBnenre ocoOeHHOCTEN ONepaTUBHOTO XpPaHEHUs 5 14
JIOKYMEHTOB B OpraHU3aIiu
2.6 | BelmosHeHWe MHIMBHTYATLHOTO 3aIaHUS 4 36
3. | 3akuI0YMTeNbHBIH 3TAN
AHanu3 u 00001IeHHEe TMOJTYYeHHONM HHpOpMaINH,
3.1 |KOHCympTallUM C PYKOBOJMUTEIEM MPAKTUKH OT 16 16
Kadenpsl
32 @opMHpOBaHNE OTYETHON TOKYMEHTAINN, HAITUCAHHE 2 16
OTYeTa MO MPAKTUKE
3.3. | 3ammuTa oTyeTa Mo MpaKTUKE 2
NTOIO: 30 62 124
UTOI'O BCEI'O: 216




I'paduk npon3BoACTBEHHOH (OPraHU3ALMOHHO-YIIPABJIEHYECKOH) NPAKTUKHA

NPH NPOXOKIEHHH MPAKTHKH HA Kadeape

TpynoeMkocTh B yacax
NQNQ Koumaxmmnas | Camocmos
JTranbl NPAKTUKH paboma menvHasn
n/m ¢ pyk-tem om | paboma
Kageopul cmydenma
1. |IloaroroBUTEIbHBIN (OPraHU3aIMOHHBII) YTAN
11, HpOBer[eHHe cCOOpaHHsI CTYICHTOB; BBbIJla4a WHIAUBHUIYAJIbHBIX 4
3aJlaHuM
1.2. | O3HakoMIIeHHE CTYICHTOB C MPOTrPaMMON PAKTHUKHU 4
1.3. | Pazpabotka pabouero rpaduka (miaHa) MpoBeIeHUs TPAKTHKU 4
[IpoxoxkaeHne UWHCTPYKTaXka IO OXpaHe TpyAa, TEXHUKU
1.4, |6Ge3omacHOCTH, MOXAapHOW O€30MaCHOCTH M IMPOU3BOJACTBEHHOMU 4
CaHUTaApPHH
2. | OcHoBHO¥ Tan
21 3HAKOMCTBO C OOHOBJICHUSIMH B CTPYKTyp€ | HaIpaBJICHUSMU 10 4
pabotel HI'TY, 3akoHOmaTe1bHO# 6a30ii €ro 1eaTeIbHOCTH
AHanu3 ocoOeHHOCTEeW OpraHu3alMd U JIOKyMEHTallMOHHOI'O
29 oopmiieHHus y4eOHOTo Ipoliecca UB HI'TY, Bumooro cocrasa 10 4
JOKYMEHTOB B CBSI3M C TMaHJAEMUEH M YaCTUYHOTO TMepexoja Ha
JTUCTaHIIMOHHOE 00y4eHHe
23 3HakoMCTBO ¢ paboroii moapasaeneHus «Kadenpa merononoruu, 10 4
UCTOpUH U (punocodpuu HAYKH», KAAPOBBIM COCTABOM
Tunonornuyeckuii ¥ (yHKIUOHAJIBHBIM aHaAINU3 JOKYMEHTHOIO
24 donna xabeapst MUndH, BrisiBICHUE OCO?GHHOCTeﬁ O(I)OpMneHHvﬁ 12 10
W BEIEHUA OPraHU3aI[MOHHO-TIPABOBOM,  PACIOPSAUTEIHHOM,
CIPaBOYHO-UH(OPMAIIMOHHON JOKYMEHTAINH
o5 [ToBbIlIIEHNE KOMIIETEHTHOCTH B cpepe BHITIOTHEHHS 00sS3aHHOCTEH 10 30
METOAMCTa KadeIpol
Buvinonnenue unousudyanvnozo 3a0anust.
26 [lonyyeHne  omplTa M XapakTEepUCTUKA  OCOOEHHOCTEH 4 36
MPOTOKOJIUPOBAHUS 3acelaHus kadenpsl, odopmIIeHUS
pacnopsKeHHH 3aBeLyIOLIEr0, CIyKEOHbBIX 3alHCOK
3. [3axi0uMTeJBHBII ITAN
31 AHanu3 u 0600111eHNe NOTy4YeHHON HH(POPMAIIH, KOHCYJIbTALUHU C 16 16
PYKOBOAMTENEM MPAKTUKH OT Kadeapbl
39 dopMupoBaHWE OTYETHOW JOKYMEHTAIMH, HAalUCaHUE OTYeTa IO 5 16
MpaKTHUKE
3.3. | 3ammTa oT4eTa Mo MPaKTHKe 2
NTOI'O: 92 124
HNUTOTI'O BCET'O: 216
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5. Conep:kaHue MPOU3BOICTBEHHOI (OPraHN3alIMOHHO-YNPABJIEHYECKOH) NMPAKTHKH

O6y‘IaIOH.[I/ICC5{ B II€puOoa IMPOXOKIACHUA IIPAKTHKKU BBIIMOJIHAKOT HWHIAWBHUAYAJIbHBIC 3aJdaHUA,
NpeIyCMOTPEHHBIE MNPOTPaMMOM  TMPAaKTHKH, COOJIONAIOT MpaBWiIa BHYTPEHHETO pacropsika,
coOromaroT TpeOoBaHMUS OXpaHbl TPYAA U TIOYKAPHOH 0€30MTacHOCTH.

CopnepxaHue TPAaKTUKH COOTHOCHTCS C BHUIOM M 3aJadyaMH MpopEeCCHOHATIBHON IesTEeNbHOCTH,
onpenensiemoint OIT:

Oo6umactpb Tunel 3agau | 3amaun npodeccruonanbHol | OO0BEKTHI MpodhecCHoHaATBLHON
npodeccuonanbl | mpodeccruo | AeATeIbHOCTH JeATEIbHOCTH (WM 00J1acTh
OM JEeATENbHOCTH | HAIBHOMI 3HAHU)

(o Peectpy | nearenbHOC

Muntpyna) TH

07 Opranuzauuo | Ydyactue B NPUKIANHBIX | - IOKYMEHT, CO3MAaHHBIA IJFOOBIM
AZ(MI/IHI/ICTpaTI/IBHO' HHO- pa3pa60TKax 10 CO31aHHUIO crocobom JAOKYMCHTHPOBAHUA;
yIOpaBICHYECKasd W | YIPABJICHYECK | CUCTEM JOKYMEHTAllMOHHOTO | - CUCTEMBI JOKYMEHTALUU;
oducHas as obecreyeHus YIOpaBJCHUS | -  CHCTeMBbl  WH(OPMALMOHHO-
JACATCIBHOCTD (CI/ICTCM QJICKTPOHHOI'O | JOKYMEHTAIIMOHHOTO obecreueHus

JIOKyMEHTO000pOTa) ¥ apXUBHOTO | yNpaBICHUS;
Jlena  Ha CTaausAX IOCTAHOBKH
33/1a4U U OUEHKU UX MPUMEHEHHS

B YCIIOBHAX KOHKPETHOU
OpTaHU3aAINH

VYyacrtue B pa3paboTie - apXuBHBIC JOKYMEHTH, B TOM
HOPMAaTHBHO-METOAMICCKHUX YHcie, MOKYMEHTHl TO JHYHOMY
JOKYMEHTOB, aKTOB (TIpaBUII, COCTaBYy;

TepevYHel TOKyMEHTOB, - CIIPaBOYHO-TIOMCKOBEIE CpeICTBa
MTOJIOKCHUN, HHCTPYKITHIA, u CIpaBOYHO-UH(POPMAITIOHHBIE
KJIacCU(UKATOPOB, Tabeen W3JITaHUSL O COCTaBe M COJEpKaHUHU

HNPUMEHSIEMBIX Op TOKYMEHTOB) | JIOKYMEHTOB;

110 JOKYMEHTAlHOHHOMY - nokyMmeHTel ApxuBHoro ®onna

00ecreueHnIo yIpaBlIeHus U Poccuiickoit ®enepannu;
apXUBHOMY JIE€NTY - yHU(UUHMPOBaHHBIE  CUCTEMBI
JIOKYMCHTAIHH

OcHosHble mecma nposeoerHus NPaKmuKu.

- 'KV «"ocynapcTBeHHBIN 00IIECTBEHHO-TIOIUTHYECKUI apXuB Huxkxeropoackoit odbmactu,
- MKV «Apxus r. Hmxnero Hosropona

- [TIAO Pycnonumer

- AO «Tpancuedts-Bepxuss Boaray

- 3aBox «KpacHslil SAkopb»

Bo epems npoxoocoenus npakmuxu cmyoenm 0053aH.
O3HakoMHTBCS:
- CO CTPYKTYpPOW OpraHW3alud B IEJIOM W CIeNU(DHUKONW JEATEITBbHOCTH TOTO CTPYKTYpPHOTO
noJipa3jieNieH s, B KOTOPOM HEMOCPEICTBEHHO MPOXOAUT MPAKTHKY
- C IPHUHIIAIIAMHA CO3aHUS U TPEOOBAHHSIMH K TIPOIIECCY pa3paOd0TKH TOKYMEHTOB OPTaHHU3AIIHH.
HN3yunts:
- JOJDKHOCTHBIC O0S3aHHOCTH I10 TIO3HIIMH, B KOTOPOU MPOXOTUT MPAKTUKY.
- mpoOIeMbl, BOZHUKAIOIINE Ha OCHOBHBIX JTamax JeIONPOU3BOJICTBEHHOTO MpPOIEcca U CIOCOObI
WX YCTpaHEHUS;
- 0COOEHHOCTH JOKYMEHTAIIMOHHO-UH(DOPMAIIMOHHOTO B3aUMOICHCTBUS B OPraHU3AIIHH.
- OpraHU3aIMI0 KOMITJICKTOBAHUS apXHBa M SKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB,
- OpraHU3aIMIo yueTa U 00eCIIeYeHHS COXPaHHOCTH apXUBHBIX JOKYMEHTOB 00BEKTa MPAKTUKH,
- CUCTEMY Hay4YHO-CIIPAaBOYHOTO afiapara K apXMBHBIM JOKYMEHTaM 00beKTa IPaKTHKH;
- OpraHU3aIMIO UCIIOBL30BaHUS APXUBHBIX JOKYMEHTOB 00bEKTa MPAKTUKH.
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BpimoiHuTh cheaymomme BHALI PAadOT MO NMPUOOPETEHUI0 NMPAKTHYECKHUX HABBIKOB,

CBSI3AHHBIX ¢ Oyayueid npogecCHOHAIbHOM 1eATeJIbHOCTHIO:

- BBINIOJIHEHUE TIOPYUYEHUN PYKOBOJIUTENS MPAKTUKH OT 0A30BOM OpraHU3aIUH C HCIIOIh30BAaHHEM
COBPEMEHHOM OpPrTEeXHUKH JUIsl OCYIIECTBIIEHUS ONEpaliil Mo co3laHuio, 00paboTke, mepenaye
JIOKYMEHTOB;

- ydactue B pa3paboTKe OpraHu3alMOHHO-TIPABOBOM, pACHOPSAUTENBLHONM U CIPaBOYHO-
MH()OPMAIMOHHON JOKYMEHTAIIHH;

- y4acTHe B HOPMAaTUBHO-METOJMYECKOM 00ECIICUeHUHN YIPaBICHUs OpraHu3alue;

- Y4aCTuC B IIPOBCPKE HAJIUYUA U COCTOAHUA apXHUBHLIX JOKYMCHTOB, B O(i)OpMJIeHI/ISI JOKYMCHTOB
IO TPOBEPKE;

- y4acTue B CO3/IaHUU, TIEpEPaOOTKE M COBEPIICHCTBOBAHUH APXHUBHBIX CIIPABOYHUKOB;
- oopmiieHHE 00pa3lOB apXUBHBIX CIIPABOK, BHIMTUCOK, KOIUH.
COﬁpaTb MaTepuaJ 10 TEMC MHAWBUAYAJIBHOI'O 3adaHUA JJIsI IIOATOTOBKH OTUCTA II0

MPAaKTHKE.

IIpumepnvie memvl UHOUBUOYATLHBIX 3AOAHULL

1. AHanu3 cHCTeMBbl OpraHU3alMOHHO-TIPABOBOM  JOKYMEHTAIlMM  OpraHu3anuu  (Ha

npumepe. . .).

AHanu3 CUCTEMBI PaCOPSAIUTENBHON TOKYMEHTAIlMK OpraHu3aliy (Ha IpUMepe. .. ).

3. AHamu3 CHCTEMBI CIPaBOYHO-WH(DOPMAIMOHHOW JIOKYMCHTAIIMA OpraHu3anuu  (Ha

npumepe. ..).

4. XapakTepucCTUKa TMPOLEAYypbl MPOBEPKH TMOJUIMHHOCTH AJIEKTPOHHBIX JOKYMEHTOB,

MOCTYNHBIIUX B OPTaHU3AIIHIO.

AHanM3 TOKYMEHTaIIMOHHBIX IOTOKOB B OpPTraHU3aIiH.

6. OcoOeHHOCTH JOKYMEHTHUpPOBaHUS (DYHKIIMOHHPOBAHHS CTPYKTYpHOTO TOJpa3AeleHus
OopraHu3aIu (Ha mpuMepe...).

. XapakTepucTHKa JOKyMEHTO000pOTa OpraHu3alu (Ha mpumepe. ..)

. Opranmzanus xpaHeHHUs! JOKYMEHTOB B KOMIIaHUU (Ha TpUMepe ...).

no

o

oo

6. (I)OprI OTYCTHOCTH IO MPAKTHKE

Opranuzanus NpoBeAeHUs MNpakTUkK, npeaycMorpeHHbix OIl BO, ocymectBisercs Ha
OCHOBE JIOTOBOPOB O NMpaKTHYECKOH mojarotoBke oOywaromuxcs mexay HI'TY u mpodunbHeMU
OpraHM3alUsIMH, JEATEIbHOCTh KOTOPBIX COOTBETCTBYET MPO(PECCHOHANBHBIM KOMIETEHIIUSAM,
ocBanBaeMbIM B paMmkax OII BO.

HampaBnenue cTyZ€HTOB Ha MPAKTUKY OCYIIECTBIAECTCS MTyTEM U3AAHUS COOTBETCTBYIOLIUX
IIPUKA30B PEKTOpa, B KOTOPBIX YKa3bIBAIOTCSA MECTa IPOXOXKIACHUS IIPAKTUKU Ka)XJ0ro
oOyuJaromerocsi, BUJl 1 CpOKU MPOXOKJIEHUS MPAKTUKU, pykoBoauTenu npaktuku ot HI'TY u ot
npoMILHON OpraHU3aIIH.

[Tpu mpoBeneHUM MPaKTUKA B MPOPMIBHON OpraHu3aluy pPyKOBOJUTENEM MPAKTUKH OT
HI'TY u pykoBoauTeneM MNPaKTUKH OT MPO(PUIBHON OpPraHU3allMM COCTaBISETCS COBMECTHBIN
pabounii rpaduk (TU1aH) MPOBEACHUS TPAKTUKH.

OTueTHbIE TOKYMEHTHI 110 MPAKTUKE BKIIOYAIOT B ce0s:

- UHIUBUIYaJIbHOE 3aJaHUE, COIVIACOBAHHOE C PYKOBOJUTEIEM IPAKTUKH OT IPEANIPUATHS;

- COBMECTHBIN pabounii rpaduk (IJ1aH) MPOBEACHUS IPAKTUKH;

- OTYET CTYAEHTA MO MPOXOXKACHHUIO IPAKTUKH ;

- TONTBEPXJEHHE C MecTa NpPaKTUKA (OTBETHAas 4YacTh OJaHKa MyTEBKHU) MU
XapaKTepUCTHKA (OT3bIB) PYKOBOJIUTENS MPAKTUKHU OT MPEAPUATHUS.

DopMa NPOMEKYTOUYHOM ATTECTANUM M0 MPAKTHKE — 3a4ET C OIIEHKO.
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TpeGoBanus k cogep:kaHUI0 H 0(POPMIICHUIO OTYETA
CrpykTypa oTueTa 1o NnpaxkTHKe:
1. TutynbHBIN AHCT
2. BBomnas gacts
2.1. lupuBuyanbHOE 3aJaHKE
2.2.I'paduk IpOXOKIECHUS MPAKTUKH
ConepxatenbHasi 4YacTh (CBEIEHHS O BBINOJHEHHUM HWHIMBUAYAJIBHOTO 3a/JaHUS C
00s13aTeJIbHBIM OJIBE€ICHUEM UTOTOB, YIIOMUHAHUEM O PE3yJIbTaTax)
3aKIIOYNTENbHAs YacTh (XapaKTePHCTUKA CTYAEHTa OT PYKOBOAMTENS NPAKTUKA OT
OpraHu3aluy, IPUI0KEHUS, WJUTFOCTPUPYIOLIHE BBIIIOJIHEHUE 3a/1aHuUs Ha 6a3e KOHKPETHOTO

Cpoxu u ¢gopMbI IPOBEACHUSA 3AMMUTHI 0TYETA

IPEIIPUITHS).

Cpok cliaum oTyeTa: MepBbie ABE HEJCIH S-TO ceMecTpa (CIeaYIOIIEro 3a CEMECTPOM, B KOTOPOM
MIPOXO/IMJIA TTPAKTHKA).
dopma 3alMTHL: 3alIUTa MPOBOAUTCS B (OPME YCTHOTO JOKIANa Pe3yIbTaTOB IMPAKTHKH C
MYJIbTUMEANITHON Mpe3eHTaluei.

7. OueHOYHBIE CPeICTBA /1JIsl IPOBe/IEHUs POMEKYTOUYHOIH aTTeCTALMU N0 NPAKTHKE
OrnieHOYHBIE CPEACTBA AJIsl MPOBEICHUS MPOMEKYTOYHOM aTTECTALUU 110 BCEM BUIAM U TUIIAM

MPAKTUK, MPEIyCMOTPEHHBIX Y4eOHbIM miaHoMm 1o nanHoi OIl BO, odgopmisitoTcss oTaenbHBIM
JIOKYMEHTOM.

8. YueOHO-MeTOAMYecKOe H HHOpManoHHOoe ofecnevyeHne padoThl CTYyAeHTAa Ha PAKTHKe

8.1. OcHoBHas JqUTEpaTypa

Ne ABTOp (BI1) 3arnaBue H3narenscTBO, O KonnuectBo
n/n U3JaHuA, TPUP 9K3EMIUIIPOB B
o6ubanoreke
bacosckas E.H.
1 [ ap] : Henonpounssoactso | M.: ®OPYM, 2014. | 10
’ VYuensrit CoBer UAU PITY
ITox o6ur.pen.T.B.
Ky3nenooit
2 Kysnenos U.H. | lokymentaunon- | M. : FOpaiit, 2011. 1
HOe oOecrieyeHue
M-Bo 00pa3oBaHUs U HAyKH
yIpaBJIeHUS 1| pp
JIeITOTIPOU3BOJICTBO
: YueOHUK
3 Mepkynos E.B. [TpakTHdeckoe M.: OMET'A-JI, 2011. 10
JIeJIOTIPOU3BOJICTBO
4 Bacunbsuenko H.II. | CoBpemennoe neno | M.: Jlurepa, 2013. 1
NPOM3BOJICTBO B
oubnnoreke
[Tpakt.mocodbue
5 beikoBa T.A. Joxymenrtanmonno | M.: UH®PA-M, 2017. 1
e o0ecrieueHue
yIpaBJIEHUsS
HETOCY/1apCTBEHHBI

X OpraHu3auuit
Yuyeb.mocobue
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6 P.A Koxkanosa, Kommbrorepasie M.: KHOPVYC, 2016. 1
A.®.Knumosa UH(POPMALMOHHbIE

TEXHOJIOTUHI B
JIOKyMEHTAI[NOH-
HOM oOecIeueHun
yIpaBIeHUS

8.2. JlonmoJiHUTEJIbHAS JIUTEpaTypa

Ne ABToOp (BI) 3aryiaBue NznarenscTBO, IO KonuuectBo
n/m u3anus, rpud 9K3EMILISPOB B
oubnmoreke

1 E. B. Muxeera | Madopmanmonnsie | M. : [Ipocnekr, 2013. 1
TEXHOJIOTHH B
npodeccnoHanbHOM
JESTEIILHOCTH

2 AnekcanapoBa A. | JlokyMeHT B | H.HoBropoa: HI'TY,2012 10

A . CKOM .
[ p ] POCCHHACKOH VYuensiii coer HI'TY

HCTOpUU

3 ['onuxoB A.T'. ApxuBOBeEHUE M.: Axkagemus, 2008 10
OTEYECTBEHHOM
HCTOPUU

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

8.4. Pecypcsl cetu «HTEpHET !
1.Pecypcwi cucmemvl ghedepanvbhbix 00pazo8amenbHblX NOPMAios

1.1. ®enepanbublil nopTail. Poccuiickoe odpasosanue: http://www.edu.ru/

1.2. Poccuiickuit o6pa3oBarenbHblii moptai: http://www.school.edu.ru
1.3. denepanbHbIi 00pa3oBaTeNbHBIN MOpTay. JDkoHOMHKA. Cormosiorus. MeHeIKMEHT:

http://ecsocman.hse.ru

2. Hayuno-mexnuueckasn oubauomexa HI'TY
DOnekTpoHHBIH afgpec: http://www.nntu.ru/RUS/biblioteka/index.html
DNeKTpOoHHBIN KaTajor KHur: http://www.nntu.ru/RUS/biblioteka/index.html

ONEeKTPOHHBIN

Kartajor

MEPpUOANYCCKUX

http://www.nntu.ru/RUS/biblioteka/index.html
WNudopmannonHas cucreMa J0cTymna K Karajgoram Oubauorek chepbl 00pa3oBaHUs U HAYKH
OKBCOH:http://www.vlibrary.ru

DJeKTPOHHbIE OMOINOTEYHBIE CUCTEMBI:
- OBC «KoHcynpTanT cTyneHTa» (DnekTpoHHas Oubnnoreka TtexHuueckoro BVY3a):
http://www.studentlibrary.ru
3. lenmp oucmanyuonuwix oopazosamenvrvix mexuonocui HI'TY
LIOT «Huxeropoackuii LIeHTp TMCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHI»:

http://cdot-nntu.ru

DnekTpoHHas OHOIHOoTEeKA:
http://cdot-nntu.ru/wp/3aeKTPOHHBIH-KaTATOT/

Cepsucsr: http://cdot-nntu.ru/wp/cepBucsr/
4. [lepuoouueckue uzoanusi
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http://cdot-nntu.ru/
http://cdot-nntu.ru/wp/электронный-каталог/

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

2. Jlemonpous3BOACTBO : €XKEKBapT. XypH. / yupemutenb: OO0 «U]l «YmnpapieHue
nepconaiom». — M.: VYmpasnenue mnepcoHamom. - URL: https://www.top-
personal.ru/officeworks.html

3. Jlenmompou3BOACTBO M JIOKyMEHTOOOOpPOT Ha MPEANpPUSATHH : €KeMec. XypH. /
yapenutenb: OOO «busznec-Apcenan». — 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: OOO «UJ XKypuan
«YmpaBiieHue nepcoHaoM». — M.: Ympasinenue nepconaimom. ISSN 2220-2994. -
URL.: https://elibrary.ruf/title_about.asp?id=9093

6. Cexkperapp-pedepent : exemec. xypH. / yupenurenab OOO «lIpodeccuonanbuoe
uznarensctBo». — 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. O0ydaroiiye KOHTPOIHPYIOIINAE
cepBuchl «JIumrmokey: http://www.termika.ru/dou
https://olimpoks.ru/company/termika-today.php

Odurmmansueiii cait « 'minpaun Ynpasmsomux 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. XKypna: https://www.profiz.ru/sr/

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

I'apanT. 3akoHOJATENBCTBO C  KOMMEHTapHsMM:  CIIPaBOYHO-TIIPABOBasl  CHCTEMA:
http://www.garant.ru

OdunnanbHblil caiiT MUHHCTEpPCTBA BBICLIET0 00pa3oBaHus U Hayku Poccuiickoit
denepanun (Munobpaayku Poccun): https://minobrnauki.gov.ru/?&

«Apxusbl Poccun» Ilopran ®enepaibHOro apxXMBHOTO areHTCTBA. —

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

«I"ocynapcTBenHas apxuBHas ciyx0a Hmxeropoackoit obnactu» Caiit Komurera o nenam
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 JIJIs1 BHITIOJIHEHHMS 33/1a4, TAKMX 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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Ilepeyenb HHPOPMANMOHHBIX TEXHOJIOTHH:

—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).

9BC, npodeccnonanbHble 0a3bl JAHHBIX 1 HHPOPMALMOHHO-CIIPABOYHbIE CUCTEMBbI:

1. OBC «KoHcynbranT cryaeHta» (DnekTpoHHas Oubnuorexka TexHudyeckoro BY3a):
http://www.studentlibrary.ru

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

3. Hayunas snextponnas oubnuoreka - www.elibrary.ru

4. Uudopmanmonnas cucrema «EquHoe OKHO TocTyrna K 00pa3oBaTeIbHBIM PECYpCcamy.

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-TeXHH4YECKOEe o0ecnedyeHne NPaAaKTUKHA

IIpakTka opraHmsyercs Ha 0aze NMPOQMIBHBIX OpPraHU3alMi, ¢ KOTOPHIMH 3aKIIOUEHBI
JIOTOBOPBl O MPAKTUYECKOM MOATOTOBKE OOy4aromuxcs, W KOTOpble 001anaioT HeoOX0IuMoi
MaTepHaIbHO-TEXHUUECKOW  0a30il:  MEepCOHAIbHBIMM  KOMIBIOTEPAMHU C  COBPEMEHHBIM
IporpaMMHBIM obOecrieueHueM, npuHTepamu, ckanepamu (M®VY), konupoBaJbHBIMU amnmaparamH,
CpeICTBaMU CBSI3H.

[To wMecTty mNpOXOXIEHHS MNPAKTUKH B TNPOPUILHON OpraHM3aluu  O0OydYaroIMMCs
MpeaocTaBieHo pabodyee MecTo, 00OpYJOBaHHOE HEOOXOJAMMBIMH CPEICTBAMH I PadOTHI C
JIOKYMEHTaMH U MOJIrOTOBKHM MUCbMEHHBIX MaTEPUAJIOB K OTYETY.

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

MaTepHallbHO-

Ne HaunmenoBanue

OCHAILIEHHOCTD CHEUAIBHBIX
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. JocTym

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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Teneponnsie
Jocka.

ammaparsl (3 mT.).

Ayo. 6-401 Pabouux mect npernoaaBareis — 2, I10: Microsoft  Windows 10
(permonanshetit | paGoupx Mect cryaenTa — 14 | (mopmucka DreamSpark Premium,
HEHTD KomriekT 1eMoHCTpanuoHHOTrO 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,
* MynsTuMeauitbIi mpoektop Epson | munensust 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 (Ceptudukar 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
(yueOnast
AyJUTOPHS JIISI
MPOBEICHHUS
IPYIIIOBBIX U
WHIUBHTYaJIbHBIX
KOHCYJIbTallui,
TEKYIIEro
KOHTPOJIS
U IPOMEXYTOUHOM
aTTeCTallNHN)

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 .
IIK, 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 O¢uc (c/H 5260001439)

Dr.Web (c¢/u EL69-RV63-YMBJ-N2G7)
Microsoft Office IIpodeccronansHblii mIIOC
2010 (numensust Ne 49487732)

11. CpeacTBa agantanuu o0pa3oBaTeIbHOIO MPoLecca NPU MPOXO0KAeHUN MPAKTHUKH K

NMOTPEOHOCTSAM 00yUaIOUIUXCS ¢ OTPAHUYEHHBIMHM BO3MOKHOCTAMU 310poBbs (OB3) u unBaaunos

[TpakTuka mist o0yyatoruxes ¢ OB3 1 HHBAIHUIOB MPOBOIUTCS C Y4ETOM OCOOEHHOCTEH HX

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

BBI60p MCCT HNPOXOXKACHUA IMPAKTHKU IJIA UHBAJIUMAOB W JIUI[ C OB3 OCYHICCTBIIACTCA C

y4eTOM TPeOOBaHMI MX JOCTYITHOCTH JJIS JAHHON KaTeropruu 00yJarouxcsl.

I[J'I}I OpraHu3alluid MNPAKTUKW U MPOLCAYPLI HpOMC)iCYTO‘-IHOﬁ arTeCTalluyu I10 HuTOoraM

MMPAKTUKKU JIA O6yanOHIHXCﬂ, OTHOCAIIMUXCA K KaTCropuu MHBAJIHUAOB W JIMI C OI'PpaHUYCHHBIMU
BO3MOJXHOCTAMU 3J0POBbS, MOT'YT OBITh IMPUHATBL HH, YCTaHaBJIMBAOIIIUEC:

- (1)OH)IBI OICHOYHBIX CPCACTB, aJalITHPOBAHHBLIC IJIA }IaHHOﬁ KaTeropmuu o6y11afonmxc;1 u

MO3BOJISIFOIINE OLEHUTH JTOCTUKEHUE WUMH 3aIJIAaHUPOBAHHBIX B MPOrPAMME MPAKTUK PE3yJIbTAaTOB
00y4eHust U ypoBeHb C(HOPMUPOBAHHOCTH BCEX KOMITETCHITHNH, 3asBIeHHbIX B [111;

- (I)OpMBI MPpOBCACHUA aTTCCTAlUM 110 HUTOraM IMPAKTUKH C Y4YCTOM HWHAWBUAYAJIBbHBIX

17

MCUXO0(PU3NIECKUX 0COOEHHOCTEH (YCTHO, MUChbMEHHO Ha Oymare, MMCbMEHHO Ha KOMIThIOTEPE, B
¢dopMe TECTUPOBAHUS U T.II.).




ITpu HeoOXoauMocTH B 00pa30BaTEIILHOM IMPOLECCE MPUMEHSIOTCS CIEAYIOIINE METObl U
TEXHOJIOTUH, 00Jieryaronue BocpusaTue nHpopMauun o0yJyarolMuUCs WHBAIUIAMU U JIMLAMU C
OB3:

- CO3JlaHM€ TEKCTOBOW BEpCUM JIIOOOr0 HETEKCTOBOI'O KOHTEHTA JJsl €ro BO3MOKHOIO
npeoOpa3oBaHus B albTEePHATUBHBIC (DOPMBI, YAOOHBIE JUIS Pa3IMYHBIX OJIH30BATEIICH;

- 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 JJIsi 00YYarOIUXCs BOCIPUHUMATh OJHY M Ty € MH()OpPMAIIIO
U3 DPa3HbIX HCTOYHHMKOB — HAIpuMep, TaK, YTOObI JIMIA C HapylIeHHWEeM CilyXa IOoJdydalu
UH(OPMALIMIO BU3YAJIBbHO, C HAPYIICHHEM 3PEHUS — ayIHAJIbHO;

- IPUMEHEHUE MPOrPAMMHBIX CPEICTB, 00ECIIEUNBAIOIIUX BO3MOKHOCTb OCBOCHHSI HABBIKOB
U yMEHUH, (PopMUpYeMBIX IUCHUUIUIMHOW, 32 CUET aJbTEPHATUBHBIX CHOCOOOB, B TOM 4YHCIE
BUPTYaJIbHBIX JA0OPATOPUNA U CUMYJISILIMOHHBIX TEXHOJIOTUH;

- TNPUMEHEHUE JUCTAHLIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTMH I Mepeladu
uHpOpMALlUK, OpraHu3alul  Pa3IUYHbIX (OpPM  HMHTEPAKTUBHOM  KOHTAKTHOW  pabOThI
00y4JaroIerocst ¢ MpenojaBaresneM, B TOM YHUCiIe BEOMHAPOB, KOTOPBIE MOTYT OBITh HCIIOJIb30BAHbI
JUIs TPOBEACHUS BUPTYAJIbHBIX JIEKIUI C BO3MOYKHOCTBIO B3aMMOJIEHCTBHMS BCEX YYaCTHHK
JUCTAaHIIMOHHOTO OOYdYeHUs, NMPOBEIEHUS CEMHHAPOB, BBICTYIUICHHE C JOKJIAJaMH M 3aIIUTON
BBINOJIHEHHBIX Pa0oT, IPOBEJCHUE TPEHUHIOB, OPraHU3alMK KOJJICKTUBHON paboThl;

- TPUMEHEHHUE IUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH JJIsi OpraHu3anuu (Hopm
TEKYILLEro U NPOMEKYTOUHOTO KOHTPOJIS;

- YBEIHMUYEHHE MPOJOJDKUTEIBHOCTH CIIa4d O0ydJarolmuMcs MHBaIUA0M wid oM ¢ OB3
GbopM IPOMEKYTOUHON aTTECTALMM IO OTHOIIEHUIO K YCTAaHOBJIEHHOW NPOJODKUTEIBHOCTH UX
CIayu: 3a4eT, MIPOBOAUMBIN B yCTHOH Gopme — 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. OcobeHHOCTH TPOBeAEeHNUS MPAKTHUKH C IPUMEHEHHEM JIEKTPOHHOT0 00y4eHusl,
AUCTAHIIMOHHBIX 00Pa30BaTeJIbHBIX TEXHOJOT Uil

[lpuy  HeoOXoaMMOCTH, TpaKTUKAa MOXeT ObITh  OpraHM3oBaHa  4YacTUYHO  0e3
HENOCPEICTBEHHOT0 HAXOKJIEHUsSI 00yJarolierocst Ha paboueM Mecte B MPOPUIbHON OpraHu3aluu
1100 B By3e (qUCTaHIIMOHHAs (popma).

[TpumepHBIil KaneHAAapHBIM TpaduK MPaKTUKA MOXKET MpeaycMaTpUBaTh IPOBEJIECHUE
OpPraHM3alMOHHOTO U IIPOU3BOJICTBEHHOIO 3Tala C HWCIOJb30BAaHUEM JMCTAHIMOHHBIX
00pa3oBaTeNbHbIX TEXHOIOTHH (Be6-COOpaHus ¢ pyKOBOJAUTEIEM MPAKTUKU, OHJIAH-KOHCYJIbTALlUN
C PYKOBOJAMTENIEM NpPaKTUKU, OOMEH JOKYMEHTAaMH C HCIHOJb30BAHHWEM 3JIEKTPOHHOM IMOUTHI U
ApyrHe).

s opraHu3anMy IMCTAaHIMOHHOM paboOThl pa3pabaThIBalOTCS M HANpPaBIAIOTCS CTYAEHTaM
WHAMBUAYaJIbHOE 33/1aHHE HA IPAKTHUKY, TpaduK MPOBEIECHUS TPAKTUKY.

Bunsl pabort, cBs3anHble ¢ Oyaymieil npodeccHoHanbHOM esTeIbHOCThIO, KOTOpbIE OyIyT
BBIMOJHATHCS  oOyuaromuMucs B (opmare JWCTAaHIMOHHOM (yaajieHHOM) paboThl mpu
OTIOCPEI0BAaHHOM (HAa PACCTOSHUM) B3aUMOJICHCTBUU C PYKOBOAMTEISIMU NMPAKTHKH KaK CO CTOPOHBI
BYy3a, TaK U CO CTOPOHBI MPO(PUILHON OpraHU3aluu:

— JIEMOHCTpalMs AWJAKTHUYECKUX MAaTEpUalIOB C HCIIOJIB30BAHMEM MYJIBTHUMEIUNHBIX
TEXHOJIOTHI;

— TIOMCKOBas paboTa ¢ ucmoyib3oBaHueM cetu Internet, anexTpoHHoON 00pa3oBaTeIbHON

Cpelbl YHUBEPCUTETA [l IOJTOTOBKHU OTYETA.

— oQopmieHHE OTYETOB C  HCIOJIB30BaHUE  CIELUATU3UPOBAHHOIO  IPOTrPAMMHOIO

0o0ecCIIeUeHNns;
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— OpraHM3alys B3auMoJeHCTBUSA ¢ 00ydarouMMucs (IpoBepka OTYETa U KOHCYIbTUPOBAaHHUE
HIOCPEICTBOM 3JIEKTPOHHO#M mouThl, SKype, Zoom).

— UCIIOJIb30BAHUE AJIEKTPOHHBIX Mpe3eHTauuii POwerPoint npu npoBeieHHH 3aIUTHI OTYETA.

B ciydae ocymiecTBieHHs MPaKTHKH B JUCTAaHIIMOHHON Gopme, OTYET HAPaBIIETCS
CTYJEHTOM B DJIEGKTPOHHOM BHUJIE€ PYKOBOJIUTEIIO MPAKTUKH JIJIsI KOHTPOJIS M COTJIAaCOBAHUSA. 3alluTa
0TYeTa M0 MPAKTUKE OCYIIECTBISIETCSA B 3TOM CIy4yae MOCPEICTBOM AUCTAHIIMOHHBIX
00pa3oBaTeNbHbIX TEXHOJIOTUH.

[Tpu ocymecTBneHrH 00pa30BaTEILHOTO MPOIECCa MOTYT UCIIOIB30BAThCS CIICAYIOIINE
JTUCTaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHH:

- BeO-KOH(pepeHINH (151 TPOBEACHHS JICKIMA U KOHCYIbTAINN);

- Skype, Zoom (1t KOHCYIbTALMA, TEKYIIEr0 KOHTPOJIS);

- 00MeH TOKYMEHTaMH Yepe3 IEKTPOHHYIO 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 mporpamMma rnepecMoTpeHa Ha 3acejaHuu 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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