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1. [InanupyemMble pe3yabTaThl 0CBOCHHS PAKTUKHU, COOTHECEHHbIE C Tpe0yeMbIMHU pPe3yIbTaTaMHi

ocsoenus OII CI1O
Kozt 3HaHUS YMmenus HaBHKI/”I

KOMIIETEHIWiE (mpakTHYECKHUI OIBIT)
IK 1.1; 3-1 HopMaTHUBHBIE IPABOBBIE V-1 npuHMMAaTh, PETUCTPUPOBATH, H-1 noxymMeHTannoHHOro
MK 1.2; aKTbl 1 HOPMaTUBHO- YIHUTBHIBAT MOCTYIIAIOIIHE obecrieueHust 1esITeIbHOCTH
IIK 1.3; METOJUYECKUE TOKYMEHTHI, JIOKYMEHTEI; OpraHu3aluy;
TNIK 1.4; OUpPENCIFOIINE HOPANIOK V-2 IpoBepsITh MPABUILHOCTE H-2 npuema u nepsuiHoii
IK 1.5; JOKYMEHTAILlHOHHOTO 0(OpPMIEHNS JOKYMEHTOB; 00paboTKK BXOIAIIMX
[IK 1.6. obecrieueHns yIpaBIICHIS,

3-2 OCHOBHBIE MOJOKEHHS
Enunoit rocynapcTBeHHOM
CHCTEMBI JIETIONPONU3BOJICTBA;
3-3 BB, QYHKIUU
JIOKYMEHTOB, IIPaBUIa UX
COCTaBJICHUS U 0(OPMIICHHSL;
3-4 nopsaok
JOKYMEHTHUPOBaHUSA
nH(pOpMaMOHHO-CIIPaBOYHBIX
MaTepHaJIOB;

3-5 npaBuia 1€I0BOr0O
9THKETa U JeJIOBOTO OOIIECHNS;
3-6 TpeboBaHus,
MIPEABSBIISIEMBIE K
JOKyMEHTaM B COOTBETCTBHHU
C HOPMaTUBHBIMH ITPABOBBIMHU
aKTaMHM U roCy1apCTBEHHBIMU
CTaHJapTaMu;

3-7 cTpyKTypa OpraHHU3aIlvH,
PYKOBOJICTBO CTPYKTYPHBIX
TIOJIpa3/IeNIeHNH;

3-8 coBpeMEHHBIE
nH}popMannoHHbIE
TEXHOJIOTUH PadOTHI ¢
JOKyMEHTaMH;

3-9 mopsIoK paboTHI €
MOCTYNAIOIINMU
JOKYMEHTaMH;

3-10 mopsimok paboThI ¢
JOKYMEHTaMH IIpH Iiepeade
UX Ha UCTIOJTHEHHUE B
TIOJIpa3/IeIeHHS;

3-11 npaBuna opranusanyu u
(hOpMBI KOHTPOJIS
UCTIONHEHUS JOKYMEHTOB B
OpraHH3aIIH;

3-12 TUnoBsle CPOKHU
HCTIOTHEHUS JOKYMEHTOB,
3-13 npuHIMIEL pabOTHI O
CPOKOBOH KapTOTEKOI];

3-14 Ha3HaYeHHE U
TEXHOJIOTHUS TEKYIETO U
IpesynpeauTeIbHOrO
KOHTpPOJIS;

3-15 npaBuia COCTaBICHUS
AQHAINTHYECKUX CIIPABOK I10
OpraHu3anuy paboThl ¢

V-3 BecTu KapTOTEKy yueTa
MIPOXOXKJCHUS JOKYMEHTAIbHBIX
MaTepHaoB;

V-4 npoBepsTh NPaBUIBHOCTD
JOCTaBKH KOPPECHIOH/ICHIINH;
MIPaBIJIBHOCTH U [IEJIOCTHOCTh
BIIOXKEHHS;

V-5 onieHuBaTh coepKaHUE
MOCTYIHBIINX JOKyMEHTOB C
LIENIBIO UX PacIpeeNICHUs;

V¥-6 nonb3oBaTbCs
aBTOMAaTU3HPOBAHHBIMU CHUCTEMaMHU
ydera, perucTpaluy npu padore ¢
JOKYMEHTaMH OpraHHU3allny;

V-7 onpenenars MappyT
JBIDKCHUS] KOHKPETHOTO IOKYMEHTa
1 IOBOJUTH TOKYMEHTHI JI0
HCTIOJTHUTEIICH B ONpE/IeIICHHBIE
CPOKH;

VY-8 paboTats co Bceid
COBOKYITHOCTBIO HH(OPMAIIMOHHO-
JOKYMEHTAI[HOHHBIX PECYPCOB
OpraHu3alNy;

MOCTAaHOBKH JIOKyMEHTa Ha
KOHTPOJIb;

V-9 ocyuiecTBisTh
MIPOMEXXYTOUYHBIH KOHTPOIIb 1
KOHTPOJIb NIPH HACTYIUICHUH JIaThI
HCTIOJTHEHMS;

VY-10 uapopmupoBath
pyKoBOAMTEIS 00 HCIIOIHEHNHY;
V-11 cHATH JOKYMEHT C KOHTPOJIS
U HaIlPaBUTh UCIIOJTHEHHBIN
JOKYMEHT B JIEJI0;

VY-12 0600maTh 1 aHATU3UPOBATH
pe3yabTaThl KOHTPOJIS 3a
HCIOJHEHUEM JJOKYMEHTOB;

VY-13 nons3oBaThest Oazamu
JAHHBIX, B TOM YHCJIE yJAJIEHHO;
V¥-14 ocymecTBIATh CIPABOYHO-
nH}opMannoHHyI0 paboTy ¢
UCIIONIb30BaHNEM 0a3 TaHHBIX
JIOKYMEHTOB;

VY-15 npumeHsTh npaBuIa
PYCCKOTO S3BIKa P MPOBEPKE
JOKYMEHTOB IIepe]] OTIPABKOIi;
V-16 mpoBepATs MPaBUILHOCTH
o(opMIICHHS ¥ KOMIUIEKTHOCTh

JIOKYMEHTOB,

H-3 npensapurensHOro
paccMOTpeHHs 1
COpPTHPOBKH JOKYMEHTOB Ha
perucTpupyembie u
HEPETUCTPUPYEMEIE;

H-4 noaroroBku BXOASIIIMX
JIOKyMEHTOB JJIs1
paccMoTpeHHst
PYKOBOJUTENIEM;

H-5 perucrpauun Bxoasmmx
JIOKYMEHTOB;

H-6 opranuzanus noctaBku
JIOKYMEHTOB HCITOJTHUTEIISIM;
H-7 xoHTpOst HcnoHeHus
JIOKYMEHTOB B OpTaHU3AIINH;
H-8 Bemenus 0a3pl JaHHBIX
JIOKyMEHTOB OpraHU3aIIHH;
H-9 Benenns
HHPOPMALMOHHO-
CIpaBOYHON PabOTHI;

H-10 o6pabotku,
PETUCTpAINH U OTIIPaBKU
HCXOSAIINX TOKYMEHTOB;
H-11 cocraBnenus u
0oOpMIICHHS CITYKEOHBIX
JIOKyMEHTOB.




JTOKYMEHTaMH{ M KOHTPOJIIO
UCIIOJTHEHUSI IOKYMEHTOB;
3-16 mpaBuia co3gaHus u
BeieHHs 0a3 JaHHbBIX
CITy’)KeOHBIX JOKYMEHTOB B
OpraHH3aIIH;
3-17 cucteMsl IEKTPOHHOTO
JOKYMEHTO0000POTa;
3-18 mpaBuia u cpoKu
OTIPaBKU HCXOIAIINX
JIOKYMEHTOB;
3-19 npaBumna
COCTaBJICHUS U
odopmIICHHS
nHpopMannoHHO-
CIPaBOYHBIX,
OpraHMn3aliluOHHBIX,
yIpaBIEHYECKUX
JOKYMEHTOB.

UCXOJSIIINX JOKYMEHTOB;
V-17 copTupoBaTh TOKYMEHTHI 110
croco0am JJOCTaBKH, PU
HE0O0XOJUMOCTH, YIIaKOBBIBATh
JIOKYMEHTBI ¥ OTIPABJISATH;
V-18 npUMeHsTh yCTaHOBICHHBIN
COCTaB PEKBU3HUTOB B 3aBHCUMOCTH
OT BHJA JOKyMCHTa,;
V-19 mpaBunbHO pacmoiarath
n oQOpPMIATH PEKBHU3UTHI Ha
JUCTE  OpH  COCTAaBICHUH
JOKyMEHTA.

2. CTpPyKTYpa M TPYA0eMKOCTb IPAKTHKH:

Cemectp ®dopma npoBeeHUS Cnoco0 npoBeneHus [TpoaomKUTENEHOCTD
(paccpedomouennas, (cmayuonapHasi, 6vle30Has1) (ak.u.)
KOHYEHMPUPOBAHHASL)

2 KonuenrprupoBanHas CrauuonapHas 72
3. Coaep:kanue NPaKTUKHU
[IpakTrka B IOJTHOM 00BEME peanu3yercst B popMe MPaKTUIECKON MOATOTOBKH.
Ne Pazpnensl (aTamnsl) mpakTUKH Bunbt paboTel, B TOM YHCIIE B [IponomxkuTenbHOCTD
n/n (bopme npakTHYECKON (ak.u.)
MOJITOTOBKH
1 IToAroTOBUTENBHEIN dTAI 1.1. Ha nepBom 3ansitun 2

00yJaromuMcs pa3bsCHAIOTCS: IIeTh
U 33/1a4H, COZEep KaHUe TPOrpaMMEI,
BU/IbI Pa0OT, TIAHUPYEMbIE
pe3yIbTaThl NPOXOXKACHUS YaeOHOH
MIPAaKTHUKHU, BPEMS U MECTO
MIPOBEICHUS TPAKTHKH, TIOPSIIOK
MIPOBEICHUS POMEKYTOTHON
aTTeCTAIlHH.

1.2. BBOAHBINH HHCTPYKTAX I10
TEXHHUKE 0€30MaCHOCTH.

1.3. TpeboBaHMS K OpraHU3AIIH
paboyero Mecta B IepHO YIeOHOM
MIPAaKTHKH.

1.4. TpeboBaHUA K TPYAOBOH
JUCITUTUINHE B TIEPUOJT yIeOHOM
MIPAaKTHKH.

1.5. O3HaKkoMIIEHHE C TIPAaBUIIAMU
BHYTPEHHETO pacnopsaaka 1
JIOKQJIbHOM TIOKyMeHTaluen
Yuusepcurera, U Komnemnxa
OTHOCHTEJIFHO TPOXOKACHHS




4

y4eOHOU MpakTUKH B hopme
MPAaKTUYECKOM MOATOTOBKH

OCHOBHOI1 dTall

2.1 BeimonHeHUe BUIOB paboT B
COOTBETCTBHH C yIeOHON
IIPOrpaMMOM:

[TepBUYHBIH UHCTPYKTaX MO TEXHUKE
Oe3omacHoCTH Ha paboueM MecTe.
Opraamzanus pabodero mMecra
JICJIOTPOU3BOAUTEIS.

OdopmiieHre pEeKBU3UTOB
JOKyMEHTOB.

[TpoektupoBanue O1aHKOB
JIOKYMEHTOB.

OdopmiteHre TOKYMEHTAITHH C
COOJTIO/IEHHEM €JIMHBIX TPEOOBaHUI U
npaBui B coorBercTBuH ¢ 'OCT P
7.0.97-2016.

BrimonHenue paboT no npuemy u
00paboTKe BXOMAAIICH, HCXOISIICH,
BHYTpPEHHEH JOKyMEHTaIUH.
BeimonHenne paboT Mo perucTpanuu
Y MHJIEKCAllUN JOKYMEHTOB.
BrlnosHEHUE yIIPasKHEHUH C
MIOMOIIBIO TIPHUKJIAHON MPOTPAMMBI
«TexcroBrrit pemakrop» (MS Office).
WuTterpupoBannas pabora ¢ MS
Office.

Brinonnenue ynpaxHeHui ¢
MOMOUIBIO TIPUKJIATHOM MTPOTPaMMBbl
«TexcToBBI peAakTOp»: MOCTPOCHUE
TaOIHUIIBI, BBOJ JAHHBIX B TAOJHILY,
IPaHUIIbI U 3AJIMBKa,
(hopmaTHpOBaHUE.

BrinonHenue ynpaxHeHUd 1o
CO3JIaHUIO U 0(hOPMIICHUIO
TabJUYHOTO MaTepHUaa ¢
HCTIONIb30BaHUEM CHCTEMBI
31eKTpoHHBIX Tabmu Excel
(cTONOI1IBI, CTPOKH, CO3TAHHE TUELEK,
JIMCTBI U KHUTH, OPMATUPOBAHUE U
penaKTHpOBaHUeE).

BrinonHenue ynpaxHeHUd 1o
CO3JIaHUIO TMarpamMM M rpadukoB ¢
UCIIONIb30BaHUEM Iporpammel Excel
(ocwH, psibL, IMHAU CETKH, BBOJ
JIAHHBIX JHArpaMM MOCPECTBOM
nH(pOpPMaIMU U BCTaBKU U3 Oydepa
oOMeHa).

Brinonsenue ynpaxHeHui 1o
CO3IaHUIO0 0a3bl JaHHBIX C
MPUMEHEHNEM aBTOMAaTH3UPOBAHHOM
nH(pOpMaMOHHO-TTONCKOBOH
cucteMsl Access (IPOeKTHPOBAHNE,
TaOJIMIBI, TI0JIS, 3AMKCh
nHdopmanuu, GopMaTUpoOBaHUE U
W3MEHEHHE JIAHHBIX, TIOMCK
nHpOpPMAaLUH, OTYET 1o Oaze
JTAaHHBIX).

66
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BrinonHeHue ynpaxxHeHUH ¢
COBMECTHBIM HCIIOJIb30BaHUEM
MpOrpaMM KOMIUIEKTA
MicrosoftOffice (cocoOsr 0OMeHa
JAHHBIMH, TIEPEMEIIICHNUE,
KOIIMPOBAHUE H T.II.)

Pabota B cripaBOYHO-TIPaBOBBIX
CHCTEMaX.

3 3aKIIOYATENbHBINA JTAIl: 2

3.1 KOHcyHbTaHI/IH KoncynbrupoBanue 00yJ4aronuxcs ]
O MOPSIKY MPOXOKIACHUSL
MPOMEKYTOYHOU aTTECTALUH B
dhopme nud. 3aueTa (BHIIOIHEHUE
KOMIUIEKCHOW MPAKTUYECKON
paboThI): BO3MOXHEIE TUIIOBBIE
omuoOKku, TpeOOBaHNUSA K OpraHU3aAIIH
pabouero mecra, COOIIOICHNE
TaliMHUHTa, COOIOICHUE TEXHUKU
0e30MMacHOCTH, KPUTEPUU
OIICHUBAHHS PaOOTHI U TIp.

3.2 | IlpomexxyTouHas arTecTanus B BrinosHenne KOMIICKCHOH 1
dopme aubdepeHIIpOBAHHOTO IPaKTUYECKOH pabOThI
3ayera

3. KoHTpO/Ib M OLIeHKA Pe3y/1bTATOB OCBOCHHUS NPAKTUKH

Texymuii KOHTPOJIb YCIIEBAEMOCTH U IPOMEKYTOUHAs aTTecTalus o0yJyarouxcs B paMKax y4eOHOM
npaktukd YII1.01 ocyiecTBistOTCs ¢ IPUMEHEHUEM OIIEHOYHBIX MaTepUaioB MO MPOo(HEeCCUOHATEHOMY
Moyt (mputoskerue Ne 1 - Ne 2 k paGoueit nporpamme npo(ecCHOHaTbHOT0 MOAYJIS ), BKIIOYAIOIINX
OTKPBITYIO (JOCTYITHYIO K OITyOJMKOBAaHUIO) U 3aKPHITYIO (HE pa3MenlaeMyro B CBOOOTHOM JOCTYIIE)
YacTH.

4. Yci10BUS peain3alluy NPaKTHKH

4.1. Y4eOHo-MeToqH4YecKOe M MHGOPMALMOHHOE 00ecTeYeHre peaTn3aluy NPAKTHKH

4.1.1. OcHoBHasi IMTEpPaTypa:

1. Tpososa, O. C. Jlenonpous3BOACTBO: YUeOHUK AJIsi CPEAHETO MPOodhecCHOHaTsHOro 00pa3oBaHus /
O. C.I'po3oBa. — 2-e u3a. — Mocksa: U3narensctBo FOpaiit, 2025. — 131 ¢. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-15986-8. — Texkcr: anexTpoHHbli // O6pa3oBarenbHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563440 (nara obpamenus: 11.02.2025).

2. JoponuHa, JI. A. JlokyMeHTallMOHHOE OOecleYeHHe YNpaBJIEHUs: y4eOHUK M MPAKTUKYM s
cpennero nmpodeccuonanpbHoro oopazosanus / JI. A. Jloponnna, B. C. UputukoBa. — 2-e u3n., nepepad.
u non. — Mocksa: UznatensctBo HOpaiit, 2025. — 270 ¢. — (Ilpodeccrnonansaoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Texkcrt: anexktponHsIii // ObpazoBatenbHas argopma KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/563264 (nata o6pamenus: 11.02.2025).

3. Ilysamoma, H. H. OcHOBH aenonpon3BOACTBA: y4€OHUK JJIsi CPEIHEro MPOQeCCHOHATBHOTO
obpazosanus / H. H. IllyBanora, A. 10. BanoBa; mox o6meit pegakuuein H. H. [llyBanoBoii. — 3-e
u3M., nepepad. u mon. — Mocksa: UznatensctBo HOpaiit, 2025. — 355 c. — (Ilpodeccuonanvroe
oOpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anexTpoHHbIi // O6pa3zoBarenbHas miardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/560787 (nara o6pamenus: 10.02.2025).

4.1.2. JlonoJHATEJIbHAS JIUTEPATYpa:

1. KysnenoB, M. H. JlokymeHTanmoHHOE oOecreueHHe YIpaBiICHUs IEPCOHATIOM: YUYEOHHUK H
NpPaKTUKYM JJIs cpeaHero npogdeccuonansHoro oopasosanus / M. H. Ky3neunos. — 3-e uzn., nepepad.
u jpon. — Mocksa: UznatensctBo KOpaiit, 2025. — 397 ¢. — (IIpodeccronanbuoe obpazoBaHue). —



6

ISBN 978-5-534-09155-7. — Texkcrt: anextponHsIii / O6pa3oBarenbHas miatdopma FOpaiiT [caliT]. —
URL: https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).
2.bsant, B. C. JlokymeHTaunonHoe obecrieueHue yrpasieHus. FOpuandeckas TeXHUKA: y4eOHUK s

cpenHero npodeccuonansHoro oopazopanus / B. C. bsuir. — 3-e usn., ucnp. u gon. — Mocksa:
WznatenscrBo Opaiit, 2025. — 89 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
16132-8. — Tekcr: anekTpoHHBId // OOpaszoBarenpHas mnargopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

4.1.3. CoBpemeHnHble mnpodeccHoHATbHBbIE 0a3bl JAHHBIX M HH(POPMAIMOHHBbIE CIPABOYHBIE
CHCTEMBI:

1.CnpaBoynas npaBoBas cucrema Koncynbsrantlntoc http://www.consultant.ru/

2.MexBy30BCKas d1eKkTpoHHas ounbauorexa (MOB) https://icdlib.nspu.ru/

3.HaumonanwHast anekTpoHHast 6nbiamnoTeka https://rusneb.ru/

4.000 «MBUC» https://dlib.eastview.com/browse

5.000 «3HAHMYM» https://lib.utmn.ru/tpost/mlxo816vgl -znaniumcom

6.Poccuiickas rocymapctBennas O6ubnuoreka (PI'B) https:/lib.utmn.ru/tpost/13jcthot61-rossiiskaya-
gosudarstvennaya-biblioteka

7.IPR BOOKS — URL: https://www.iprbookshop.ru/. Pexum nocryna: mo noamnucke TromI['V.
8.bubnuoreka TromI'Y — URL: https://lib.utmn.ru/ru
9.9nekTpoHHO-O0nbOMMoTeUHasicucTemMaunsnarenbcrBa«/lanb»—URL:  https://e.lanbook.com/. Pexum
nocryna: o noxnucke TromIY.

10.PecypcHblii y4eOHO-METOAMYECKH HEHTP MO OOYyYEHWI0 WHBAIHMIOB W JIMI C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMU 3710p0oBbsi TromI'Y -https://rtmc.utmn.ru/

11.0dunmanpueiii calit MHKII03MBHOE BhIcIIee oOpazoBanue B Poccuu. Mudbopmarus Bceir cetu
PYMII B Poccun - https://xn--80aabdcpejeebhqo2afglbd3b9w.xn--plai/ nHKIIFO3UBHOCOOpa3oBaHue.pd

4.2. JIulleH3MOHHOE M CBOOOJIHO pacmpocTpaHsieMoe NMPOrpaMMHoe ofecrieyeHne, B TOM 4YHcjIe
0TeYeCTBEHHOT0 MPOU3BOICTBA
LibreOffice, mnardopmsr: SAunexc. Meccenmkep, Anaexc.Tenemoct, antusupycuoe [10 Kaspersky.

4.3. MaTepuajibHO-TeXHHYECKOe o0ecrievyeHne peaan3alui NPaKTUKH:

[TpakTka B (opMe NpaKkTUYECKOW MOATOTOBKM oOpraHusyercs HemnocpeactseHHo B ®PI'AOY BO
«TIOMEHCKHI TocyaapCTBEHHbIN YHUBEpCUTET». J{J1s1 3TOr0 MpeyCMOTPEHBI CIEAYIOUINE CTIeUaIbHbIE
MIOMEIICHUS:

JlaGopatopus opranuzaiuy paboThl ¢ JOKYMEHTaMH, CUCTEM JIEKTPOHHOTO JOKYMEHTO000pOTa.
OcHOBHOE O00OpyZOBaHHUE: CTOJBI, CTYyJbsi, pabodyee MeCTO MpernojaBaress, I0CKa ayIuTOpHas.
TexHuueckue cpeincTBa OOyueHHS: MEPCOHAIBHBIE KOMIIBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTEID,
KOJIOHKH, 9KPaH.

[Tporpammuoe obGecreuenue: miarpopma Sngekc 360 (TeneMOCT, MeCCeH/XKep), ONeparoHHas
cucreMa AnsT O0pa3oBanue, opucHbiil naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opayzepbl Chromium, fnnexc bpayszep. OGecnedeno npoBoaHoe mnoxakimodeHune [IK
nokanbHOM cetn u cetu Wurepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpefe, K COBPEMEHHBIM
npodeccuoHaIbHBIM 0a3aM TaHHBIX U HHPOPMALMOHHO-CIIPABOYHBIM CUCTEMAM.

Kabuner st mpoBeieHns TPYIINOBBIX M HHAWBUIYATbHBIX KOHCYJIbTAITHH.

OcHoBHOE 000pyIOBaHUE: CTOJBI, CTYJbs, pabodyee MeCTo MpernoaBaTelis, J0CKa ayIUTOPHasl.
TexHu4eckne cpencTBa OOy4YEHHUS: IMEPCOHATBHBIA KOMITBIOTEP, MPOEKTOP, 3BYKOBOW YCHIIUTEINb,
KOJIOHKH, DKpaH.

[IporpamMmmMHOe obOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpocTpaHsIeMoe
nmporpaMMHoOe oOecredeHre, B TOM 4YHCIIe OTE€YECTBEHHOTo Ipou3BojacTBa: SHaexc.Meccenmxep,


http://www.consultant.ru/
https://rusneb.ru/
https://dlib.eastview.com/browse
https://lib.utmn.ru/tpost/mlxo8l6vg1-znaniumcom
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://www.iprbookshop.ru/
https://lib.utmn.ru/ru
https://e.lanbook.com/
https://rtmc.utmn.ru/
https://инклюзивноеобразование.рф/
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SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opuchbiii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiarodeane 1K k mokaneHo# cetn u cetu Unrtepuer, IbC,
AJIEKTPOHHO-00PA30BaTEILHOM Ccpe/ie, K COBPEMEHHBIM MPOPECCHOHATBHBIM 0a3aM JaHHBIX U
UH(POPMALIMOHHO-CITPABOYHBIM CHCTEMaM.

Kabuner nms npoBeieHNs: IPOMEKYTOUYHOW U UTOTOBOM aTTECTALINU.

OcHoBHOE 00OpYyIOBaHHWE: CTOJBI, CTYNbs, pabouee MecTO MpermojaBaTelis, IOCKa ayJaUuTOpPHAas.
TexHUYECKHE CpeACTBA OOYYCHHSI: MEPCOHATBHBIC KOMIBIOTEPHI, MPOCKTOP, 3BYKOBOW YCHUIHUTEIb,
KOJIOHKH, DKpaH.

[IporpamMmmHOe oOecrieueHHe: YCTAaHOBICHO JIMIICH3MOHHOE M CBOOOJHO PacIpOCTpaHSIEMOE
nporpaMMHoe oOecriedeHre, B TOM YHCIIe OTEYECTBEHHOTO Mpou3BojacTBa: SHaexc.MecceHnmxep,
Snnexc. Tenemoct u Snunekc./luck, antuBupycnoe I1O Kaspersky; FAR manager, opucHsii maker
LibreOffice. O6ecnieueno nmpopoanoe noakiarodeHue I1K k mokansHo#t cetn u cetn MuTepuer, ObC,
3NEKTPOHHO-00pa30BaTeNbHON cpefie, K COBPEMEHHBIM TNpodecCHOHaIbHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner 115 opranu3anuy caMoCTOSTEIbHON U BOCIIUTATEIbHON pabOTHI.

OcHOBHOE 000py/sOBaHME: CTOJIbI, CTYyJbsl, paboyee MeCTO IHpernojaBareis, JO0CKa ayJUTOpHas.
TexHuueckue cpeincTBa OOy4eHHS: MEPCOHAIBHBIE KOMIIBIOTEPBI, IPOEKTOP, 3BYKOBOH YCHIIUTEIb,
KOJIOHKH, DKpaH.

ITporpamMHOe oOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO paclpocTpaHsieMoe
IporpaMMHOe oOecIlie4eHHe, B TOM 4YHUCJIE OTE€YECTBEHHOI'0 MpoM3BOACTBa: fAHnekc.MecceHmxep,
Aunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opuchbiii maker
LibreOffice. O6ecnieueno npoBoanoe noakarodcane [1K x mokameHo# cetn u cetn UnTteprer, ObC,
3JIEKTPOHHO-00pa30BaTENIbHON Cpefie, K COBPEMEHHBIM NpPOQECCHOHAIBHBIM 0a3aM JaHHBIX H
MH(OPMaLMOHHO-CIPABOYHBIM CHCTEMaM.



[punoxenne Ne 1 k paboueit

MporpaMmMme MpakTUKU

OIEHOYHBIE MATEPHAJIBI 110 ITPAKTUKE

Y4yeOHasi npakTUKA

YueOHas npakTuka (O3HaKOMHTeIbHAS N0 NPOPecCHOHATBLHOMY MOAYJIIO:
JAOKYMEHTHPOBaHHe YIIPABJIEHYEeCKOH /1esiTeJIbHOCTH H
opranu3anusi padoTsl ¢ JOKYyMeHTaMH)

1. Cucrema ouleHMBAHUSA
[Tpomexxyrounas arrectanus no ydeOHoi npaktuke YI1.01 B cooTBEeTCTBUHU ¢ yueOHBIM IJIAHOM

npeaycMOTpeHa B

dbopme

Qg epeHIIMPOBAHHOTO

OTkpbITast 4HacTh

3auera,

KOTOPBIA  TPOBOJUTCS

B

[IPAKTUKOOPUEHTUPOBAHHOM (oOpMaTe M 3aKJIIOYAeTCsl B BBINOJIHEHWU CTYIEHTOM KOMIUIEKCHOM

IPAKTUYECKON pabOTBHI.

2. IlacnopT OLEeHOYHBIX MAaTEPUAJIOB

2 cemecTp

npakTH4eckas pabora

MpUEM, IEPBUIHYIO
00pabOoTKY M PErHUCTPALIUIO
MoCTynarouien
KOPPECTIOHJICHIINU B TOM
YHCIIE C UCITOIb30BAHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

[IK 1.2. TlepenaBaTth
JTOKYMEHTBI Ha
HCIIOIHEHUE B
MO/IPa3JIENICHHUs C YUYETOM
PE3OIOIHH
pyKoBOJUTENIEH
OpraHu3aIlHH.

[IK 1.3. OcymecTBuarb
KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB B
OpTaHU3aINH, B TOM YHUCIIE
C HCIIOJIb30BaHUEM
aBTOMATH3MPOBAHHBIX
CHCTEM.

IIK 1.4. Bectu 6a3nl
JTAaHHBIX JTOKyMEHTOB
OpraHU3aIUH U
CIPaBOYHO-
HHPOPMALMOHHYIO paboTy
10 HUM.

[IK 1.5. OcyuiecTBuaTh
00paboTKy, perncTpanuio
U OTHPABKY HCXOMISIICH
JIOKYMEHTAIUH ajpecaram,
B TOM YHCIJIE C
HCIIOIL30BAHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

Oransl MpaKTUKU OueHouHbIe Kox u ¢popmymupoBka Kpurepun
MaTCpHraJibl KOHTpOJ'IPIpy@MOfI OLICHHUBAaHUA
(8101 U KOIUYECB0) KOMITCTCHIINH
JuddepeHnnpoBaHHblii 3a4eT, KommnekcHast IIK 1.1. OcymecTBnaTh Ilepeuens xputepues

OIICHUBAHUS
BBITOJTHCHHSI
MPAaKTUYICCKOTO 3aaHus
C YKa3aHHEeM OaJlIoB:
1. Ucnonb3oBanue
COBpPEMEHHBIX CPENICTB
MIOWCKa, aHAIH3a U
HHTEpIpEeTauN
nHdopmanuu, u
nH(pOpMaLMOHHBIX
TEXHOJIOTUH 1JIs
BBITOJIHEHUS 33124
npodeccrnoHanbHOM
nesrenbHOCTH - 2,00;
2. Ocy1ecTBiaeHue
npreMa, MepBUIHOM
00paboTku U
peTucTpanuu
nocrynarouiei
KOPPECTIOH/ICHIINH, B
TOM YHCJIE C
WCTIOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
cucteM - 8,00;

3. OcymecTBieHHe
00paboTKH,
perucTpanuy u
OTIIPaBKHU HCXOMISIICH
JIOKYMCHTAIIH
aapecaram, B TOM YHCIIE
C UCITOJTb30BAHUEM
aBTOMATH3HPOBAHHBIX
cucteMm 3,00

4. OcymecTBieHne
COCTaBIICHUS U
ohOopMIICHHS




IIK 1.6. OcymiecTBiATH
COCTaBJIEHHE U
odopmIICHHE CITYKESOHBIX
JIOKYMEHTOB Ha OCHOBE
TpeOOBaHU COBPEMEHHBIX
HOPMATHBHBIX IPABOBBIX
aKTOB.

CITyKeOHBIX JTOKYMEHTOB
Ha OCHOBE TpeOOBaHUN
COBPEMCHHBIX
HOPMATHBHBIX MPABOBBIX
akToB - 13,00.

HUTOTO - 26,00

Cxema OlICHUBAHHS:

max KOJIMUeCTBO 0ajlIoB
neiicTBue (omepanus)
BBITIOJTHECHO B ITOJTHOM
Mepe COTJIaCHO
YCTaHOBIICHHBIM
TpeOOBaHUAM;

0 6amioB

JeiicTBue (omepanus) He
BBIIOJTHEHO, PE3YJIbTAT
OTCYTCTBYET.

O11eHKa «OTJIMYHOY
BBICTaBJIAETCS, €CIIN
CTyIeHT Habpan 22-
26,00 6anoB;

OueHka «xopomo» - 16-
22,00 Gamna;

«Y IOBIIETBOPUTEIBHO -
10-15,00 6anos;
«HEYIIOBJICTBOPUTEIBHOY
- menee 14,00 6amios

3. Tunosbie OLCHOYHbIC MATEPHAJIbI

VIOl Vuebnas npaxmuxa  (O3makomumenvHas no  NPOHecCUOHATbHOMY — MOOYIIO:
OOKYMEHMUpOoBanue ynpasieHueckoli 0essmeabHOCMU U 0p2aHu3ayusi pabomsol ¢ OOKYMEHMami,)

Ouenounoe cpeacrso 1.

Bua: KommiekcHas npaktuueckas padota (KITP)

Kparkasa xapakrepucruka: KIIP Hanpasnena Ha onpeneneHue ypoBHS OCBOCHHSI BBIITYCKHHUKOM
MmartepHaia, IpeaycMOTpeHHoro oopazoBaTenbHoi nporpammoit mo MJIK 01.01/MIK.01.02, u crenenn
chopMUPOBAaHHOCTH TMPO(ECCUOHATBHBIX YMEHHW M HAaBBIKOB, OCBOCHHS MPOQPECCHOHATBHBIX
KOMIIETEHIIMH MyTeM MPOBEAECHUS IKCIEPTHON OLIEHKU BBITOJHEHHOIO 00YYaroIUMCs KOMITJIEKCHON
IPAKTUYECKON pabOThl B YCIOBUSIX pealbHBIX WM CMOJAEIUPOBAHHBIX MPOU3BOICTBEHHBIX MPOIIECCOB
3a YCTaHOBJIEHHOE BpEMS.

Kpurepun ouenuBanms: Ilepeduenp kputepueB oueHuBaHus BblnonHeHUss KIIP ¢ ykazanmem
0asuIoB:

1. Ucnonb30BaHNE COBPEMEHHBIX CPEACTB MOMCKA, aHalM3a U MHTEpHpeTaluy UHPOpMaIuH, U
MH(POPMALIMOHHBIX TEXHOJIOTUHN JJIs BBIIOJIHEHHUS 334 podeccHoHanbHOM aestenbHocTH - 2,00;

2. OcymiecTBieHue ImpHeMa, TMEpBUYHOM O00pabOTKM M  PETUCTpAllMU  MOCTYyHAaromien
KOPPECIOHJIEHIIMH, B TOM YHUCIIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHbBIX cucTeM - §,00;

3. OcyuiectBiienrne 00pabOTKH, pErUCTpalMK U OTIIPABKU UCXOASIIEH JOKYMEHTAlUU aJpecaTam, B
TOM YHCJIE C UCIIOJIb30BAaHUEM aBTOMATU3UPOBaHHbIX cucteM 3,00

4. OcyiecTBiI€HHE COCTaBICHUS U 0OPMIIEHUS CIYKEOHBIX JOKYMEHTOB Ha OCHOBE TpeOOBaHMIA
COBPEMEHHBIX HOPMaTUBHBIX MPaBOBBIX akToB - 13,00.

HUTOI'O - 26,00

Cxema OLIeHUBaHU: OLIEHUBAHUE MPOBOIUTCS PAHKUPOBAHO OT MAKCUMAaJIbHOTO 3HAUE€HUs OaioB
1o 0:

max KOJMYeCTBO OayuloB - JAeWcTBHE (omepaiys) BBIIOJHEHO B TMOJHOH Mepe COIIacHO
YCTaHOBJICHHBIM TPEOOBaHUSIM;

0 GanoB - aeiicTBue (onepalys) He BBIIIOJHEHO, pe3yabTaT OTCYTCTBYET.

OlieHKa «OTJIMYHO» BBICTABIISIETCS, €CIIA CTYACHT Habpan 22-26,00 6aios;
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Orenka «xopomoy - 16-22,00 6anna;

Onenka «ynoieTBoputeasHo» - 10-15,00 6amios;

OrneHka «HEYAOBJIETBOPUTEIBHO» - MeHee 14,00 Oamios.

Conep:xkanue KIIP:

OO0OpaboTaTh W 3aperuCTPUPOBATHL IMPEICTABICHHBIE HAa OYMa)XHOM HOCHUTENIE JOKYMEHTHI,
MOCTYMHBIINE U3 CTPYKTYPHOTO MOJAPA3/ICICHUs WU IPYrOi OpraHu3aluu U OTHpaBICHHbIE CErOHS.
B cooTtBercTBUUM ¢ pe3oiouuel pyKOBOIUTENS COCTaBUTh U O(OPMHUTH MPOEKT OPraHU3alUOHHO-
pacnopsiAUTENBLHOTO JOKYMEHTA (1 JOKYMEHT B COOTBETCTBUHU € PE30OJIIOLUEN ).

[TpoekT opraHu3alMOHHO-PACTIOPSIAUTEIHLHOIO JOKYMEHTAa COXPAHUTD B IMallke Ha pabodeM cTolie.
CucremMaTu3upoBaTh JTOKYMEHTHI B OyMa)KHOM M JIEKTPOHHOM BUJIE.

Auroput™m BbinosaHenus: KI1P:

1. MByunuts mpencrtaBieHHbIE HA OyMa)KHOM HOCHUTENE AOKYMEHTHI M CHCTEMAaTH3HpPOBATH UX IO
JIOKYMEHTOIIOTOKaM.

2. IlpoBectu mpenBAapUTEIBLHOE PACCMOTPEHHUE M COPTUPOBKY BXOJALIUMX JOKYMEHTOB Ha
PETUCTPUPYEMBIE I HEPETUCTPUPYEMBIE.

3. O6paboTarh BXOAALINE TOKYMEHTHI. B COOTBETCTBHUY C TEXHOJIOTUYECKHIM IPOLIECCOM 00pabOTKH
BXOJIALINX JOKYMEHTOB, CAMOCTOSITENIbHO MPOCTABUTh BCE HEOOXOIUMBIE PEKBU3HTHI.

4. 3aperucTpupoBaTh BXOJIINE JOKYMEHTHl B TNPEAJIOKECHHOH AJIEKTPOHHOW (opMme KypHaa
perucTpanuu, BbIOpaB COOTBETCTBYIOIIYIO BKJIAJIKY.

5. OO6paboraTh HCXOISIINE JOKYMEHTH.. B COOTBETCTBMM C TEXHOJOTHYECKUM IIPOLECCOM
00paboTKH UCXOASIINX TOKYMEHTOB, CAMOCTOATEIBLHO MPOCTABUTH BCE HEOOXOIMMbIE PEKBU3UTHI.

6. 3aperucTpupoBaTh HCXOISIINE JTOKYMEHTH B IMPEUIOKEHHOW JIEKTPOHHOW (opMme KypHaia
perucTpanuu, BbIOpaB COOTBETCTBYIOLIYIO BKIAKY.

7. B cooTBeTCTBHH ¢ 0OPOPMIIEHHOU B TIpoIiecce 00pabOTKH Pe30JIIoNreii, Ha OCHOBE TPEeOOBAHUIN
I'OCT P 7.0.97-2016, coctaButh u 0GOPMUTH MPOEKT HEOOXOIUMOTO OpPraHHU3aIMOHHO-
pacnopsiANTENLHOrO JOKyMeHTa (1 TOKYMEHT B COOTBETCTBUHU C PE30JIIOIMEH, KOTOPYIO HEOOXOIUMO
0(OPMUTH CAMOCTOATEIHHO B Mpoliecce 00pabOTKH MO CoAepKaHUI0 00pabaThIBAEMOT0 JOKYMEHTA).

8. [IpoeKT opraHu3alMOHHO-PACIOPSAAUTEILHOTO JOKYMEHTA COXPAaHUTh B IIAlKe HAa paboyeM cToJie
(co3nate Ha pabouem croie nanky "Homep sx3amenyemoro Mojayns 1").

9. CucreMaTu3upoBaTh JOKYMEHTHI HAa OyMaXHOM HocHTele (00paboTaHHbIE TOKYMEHTHI) B (haiii-
BKJIQ/IBII, B JIGKTPOHHOM BHJE (3KypHaJibl peructpanuu, npoekt OPJl) B manky Ha pabodeM croiie
("Homep sx3amenyemoro Moayns 1"). 35

10. CoxpaHuth BbINOJHEHHOE 3anaHue Ha USB-¢remr-Hakonutens M mepenaTh Ha NPOBEPKY
JKCIIEPTaM.

Heo6xonnMble TpuIoKeHUs:

[Tpunoxxenne Al. KapTouka opranusaiuu B 3JI€KTPOHHOM BH/IE.

[Tpunoxxenne A2. CTpyKTypa OpraHu3aluu B 3JIEKTPOHHOM BHJIE.

[Tpunoxxenne A3. Homenkiarypa aen Ha 2025 r. B 3JIEKTPOHHOM BHJIE.

[Tpunoxenne A4. XKypHasibl perucTpalyy B 3JIEKTPOHHOM BHJIE.

[Tpunoxxenne AS. KOMIUIEKT TOKyMEHTOB Ha OyMa)KHOM HOCHUTelIe AJis1 00paOOTKU U perucTparum.



OI'AOY BO «TromeHcKHil rocy1apCTBEHHBIN YHUBEPCUTET)
Komnnemk nekyCCTBEHHOTO MHTEIIEKTA, KPEATUBHOI'O MBIIIJIEHUS U MAaCTEPCTBA

YTBEPXJIEHO
3amecTuTeNieM TUPEKTopa
KOJIIe KA

Hy6posunoii T.JI.
PA3PABOTYUK(N)
Hy6posuna T.JI.

Y4eOHasi npaKkTHKA
Y4yeOnas npakTuka (O3HaKoMHTeIbHAs 10 NPOQEeCCHOHAIBHOMY MOAYJIIO:
OPraHu3anus TeKylero XpaHeHusi JOKYMEHTOB M MOATr0TOBKA JieJ
JJISI Iepelay B APXHUB)
Pabouas nporpaMMa npakTUuKu
[Ipodeccus: 46.01.03 [enonpouzsooumens
Hanpasnennocts: /Jenonpouzeooumens
dhopma 00yueHHs ouHasl
SI3BIK peaTU3aIUuU: PYCCKULL

Tromens, 2025



1. [InanupyemMble pe3yabTaThl 0CBOCHHS PAKTUKHU, COOTHECEHHbIE C Tpe0yeMbIMHU pPe3yIbTaTaMHi

ocsoenns OII CIIO

Koze: 3HaHuA Ymenus HaBHKI/”I

KOMIIETEHIWiE (mpakTHYECKHUI OIBIT)
IIK 2.1; 3-1 OCHOBHBIE MONOXKEHUS V-1 npoBepsTh NPaBUIBHOCTh H-1 noxymeHTHpoBaHus u
IIK 2.2; Enunol rocyjapcTBeHHOM odopmIteHHs TOKYMEHTOB; JIOKyMEHTallUOHHOU
IIK 2.3; CHCTEMBI JEJIONPOU3BOJCTBA; | Y-2 cHCTeMaTU3UPOBaTh U 00paboTKM JTOKYMEHTOB
IIK 2.4; 3-2 BuBl, QyHKIUH XPaHUTb NOKYMEHTBI TEKYILLErO KaHIEeNsApUU (apXuBa);
IIK 2.5; JIOKyMEHTOB, IpaBUJIa UX apXuBa; H-2 coctaBnenus u BeneHus
[IK 2.6. cocraBieHus u opopmierus; | Y-3 hopMHpOBATH CIIPaBOYHBII HOMEHKJIATYPHI e

3-3 mopsaok
JOKyMEHTHUPOBAHUS
WHPOPMALMOHHO -
CIPaBOYHBIX MaTEPUAIIOB;
3-4 HOpMaTHBHBIE IIPABOBBIE
aKTbI, HOPMaTHBHO-
METOJINYECKHE IOKYMEHTBHI,
roCy/lapCTBEHHbIE
CTaHJapTHI, ONpPEACIIAIONINe
MOPSIIOK
JOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBIICHNUS;
3-5 BuABI HOMEHKJIATYP,
oOrmme TpeOoBaHUA K
HOMEHKJIaType, METOINKa €€
COCTaBJICHUsS U O(OPMIICHHS;
3-6 paBuiIa COTIaCOBaHUS
HOMEHKJIATypHI A€ ¢
BE/IOMCTBEHHBIMH apXUBaMHU
Y DKCTIEPTHON KOMHUCCHEH;
3-7 nopsiioK GopMUpPOBaHHS
1 0(hOpMIICHUS [eIT,
cnenupuka GOpMUPOBAHUSL
OTZAEJBHBIX KaTeropuii Jel;
3-7 npaBuia XpaHeHUs Jell, B
TOM YHCIIE C IOKYMEHTaMHU
OTPAaHWYEHHOTO JIOCTYTIA;

3-8 mpaBuia BbIIAYH U
HCIIOJIB30BaHMS JOKYMEHTOB
u3 chOPMHUPOBAHHBIX €I,
3-9 nopsAmoK BEIIAYU
JIOKYMEHTOB IS
UCIIOJIb30BaHMs paOOTHHKAM
OpraHM3alNy,
IpeIocTaBlIeHNE JOKYMEHTOB
IO 3aIpocaM BHEIIHUX
OopraHusaluii;

3-10 xputepuu pasaeneHus
JIOKYMEHTOB Ha IPYIIIIbI B
COOTBETCTBHH C IIEHHOCTHIO
nHpOpPMAaLNH, conepKameiics
B HUX;

3-11 mops IOk UCTIOIB30BAHUS
THUIIOBBIX HJIH
BE/IOMCTBEHHBIX NIEpEeYHEH
JIOKyMEHTOB, OIIpe/IeIeHHS
CPOKOB XpaHEHHUsI B poliecce

ammapar, 00eCTIeIHBAOIITHIA
OBICTpPBIN OUCK JOKYMEHTOB;

V-4 ocymecTBIATh S3KCIEPTU3Y
JIOKyMEHTOB, TOTOBHUTH H
NepeaaBaTh JOKyMEHTAJIbHBIE
Marepualbl Ha XpaHeHUE B apXUB;
V-5 pa3zpabaTbIiBaTh HOMEHKIATYPY
JIeJI CTPYKTYPHOTO HOJpa3ieIeHHs.
V-6 popMynupoBaTh 3aroJ0BKH
JIeTT ¥ OTIPEAICNIATh CPOKH X
XpaHEHWUS;

V-7 opraHu30BEIBaTh padoOTy IO
(hopMHpOBaHUIO JIET B
COOTBETCTBHH C YTBEPKICHHOU
HOMEHKJIATYpOH JIeT OpraHu3aLiH;
VY-8 GpopMHpOBaTH TOKYMCHTHI B
Jielia ¢ yU4eTOM UX Crelu(uKy;
Y-9 cucrematnzupoBaTh
JIOKYMEHTBI BHYTpH JIeJIa;

V¥-10 opraHn30BBIBaTh XpaHEHHUE
JIOKYMEHTOB B IIPOIECCE UX
WCTIOJIHEHUS U TEKyIlee XpaHeHUE
WCTIOJTHEHHBIX JIOKYMEHTOB;

V-11 opraHu3oBBIBaTH pabOTy O
y4eTy, XpaHeHHUIO U Iiepesiaue B
COOTBETCTBYIOIINE CTPYKTYPHbIE
MOZIpa3/IeNICHNs IOKYMEHTOB
TEKYIIETO JeJIONPON3BO/ICTRA;
Y-12 npumMeHsTH
HHPOPMALMOHHO-
KOMMYHHUKAIMOHHBIE TEXHOJIOTHH
pu paboTe ¢ JOKyMEHTaMu;

V-13 ocyuiecTBasTh SKCIEPTURY
LEHHOCTH JOKYMEHTOB;

VY-14 opopMIATE JOKYMEHTHI
9KCIEPTHON KOMHCCHH;

V¥-15 rotoBuTh U NiepeaaBaTh
JIOKyMEHTaJIbHBIE MaTEpPHAIIbl Ha
XpaHEHHE B apXHB;

VY-16 coctaBiATh 1 0HOPMIIATH
OTIHCH JIeJT TOCTOSHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHeHHUS;

VY-17 ncnonp30BaTh HOMEHKIIATYPY
JIeJI TIPY COCTABJICHUHN OTHCEH 1e.

CTPYKTYPHOTO
MOZPa3/ICICHAS;

H-3 npoBepku
MPaBIILHOCTH O(OPMIICHHS
JTOKYMCHTOB M OTMETKH 00
UX UCIIOJIHEHUHU Mepes X
(opMupOBaHUEM B JIEJI0 IS
MOCTETYIONIET0 XPaHeHHNS;
H-4 ¢opmupoBanus nena;
H-5 koHTpOIIs1 IpaBUIBHOTO
U CBOEBPEMEHHOTO
pacrpesneneHus u
MOZIIMBKH TOKYMEHTOB B
Jiena;

H-6 nepenaun n1oxkymeHTOB
BO BPEMEHHOE
MOJIb30BAHUE;

H-7 nposepku cpokoB
XpaHEeHHs JIOKYMEHTOB,
COCTaBJIEHHE NTPOTOKOJIA
paboThI SKCIIEPTHON
KOMHCCHH T10 TIOATOTOBKE
JIOKYMEHTOB K XpaHEHHIO,
aKTa o mepejade Ha
YHHYTOXXEHUE JOKyMEHTOB,
HE MOJJIeKAIINX XPaHEHHIO;
H-8 odopmienus men
MOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHHsI;

H-9 odopmiienus 0610KKH
JIeJT IOCTOSIHHOTO,
JIOJTOBPEMEHHOT'O CPOKOB
XpaHeHHsI. ;

H-10 nepenaua aen B apxus
OpTaHM3aIH;

H-11 ¢popmupoBanus
CIPaBOYHOTO arlapara,
00eCIeunBaroIIero
OBICTPBIN TIOMCK
JIOKYMEHTOB.




SKCIEPTU3BI [IECHHOCTH
JIOKYMEHTOB;

3-12 mopsiiok co3nanusl,
OpraHu3alyy u
JOKyMEHTHUPOBaHUS PabOTHI
SKCHEPTHON KOMUCCHH;

3-13 mpaBuiia cocTaBieHust 1
YTBEP KICHHUSA MPOTOKOJIA
paboTHI SKCIIepTHON
KOMHCCHUH;

3-14 mpaBuna coCTaBICHASI U
YTBEPIKICHHUA aKTa O
BBIJICJICHUH JOKYMEHTOB, HE
MOJIeKALTUX XPAHEHUIO;
3-15 npaBusia TEXHUYECKOMH
00pabOTKHU U MOITHOTO
oopMmIICHHS eI
MOCTOSIHHOTO ¥ BPEMEHHOTO
XpaHCHHS,

3-16 npaBwiia nepenauu Iei B
apX¥B OPTaHHU3ALNY;

3-17 npaBuia cocTaBieHUs
OTIHCH JIeJI TOCTOSIHHOTO U
BPEMEHHOT'O XpaHCHUS B
COOTBETCTBUH C HOPMATUBHO-
METOIUYECKHUMHU
JIOKYMEHTaMH.

2. CTpyKTYpa ¥ TPYAOEMKOCTb NPAKTUKU:

Cemectp dopma npoBeeHus Crioco6 mpoBeaeHus [TpoomKUTETHLHOCTD
(paccpedomouennas, (cmayuonapHas, 8vle30Has1) (ak.u.)
KOHYEHMPUPOBAHHASL)

2 KonuenrprupoBanHas CraunonapHas 72

3. Conep:xanne NPAKTUKH

[TpakTika B moJHOM 00BEME peanu3yercs B (hopMe MPaKTUIECKON MOATOTOBKH.

00ydJaromuMcst pa3bsCHSIOTCS: 1ETb
U 33/1a44, COep>KaHUE NIPOrpaMMBl,
BUJIBI PabOT, TIAHUPYEMBbIE
Pe3yIbTAaTHI NPOXOXKACHUS YIeOHOH
MIPAaKTHUKHU, BPEMS © MECTO
MIPOBEICHUS IPAKTHKH, TIOPSIOK
IIPOBEJICHUS IIPOMEXKYTOUYHOU
aTTeCTaIHH.

1.2. BBOAHBINH HHCTPYKTAX I10
TEXHHUKE 0€30MaCHOCTH.

1.3. TpeOoBaHus K OpraHu3aLuH
pabouero MecTa B repuoJ; yueOHoiH
MPaKTHKH.

Ne Pazgensl (aTamnsl) npakTUKu Bunbt paboTel, B TOM YHCIIE B [IponomxkuTENLHOCTD
n/n (bopme mpakTHYECKON (ak.u.)
MOATOTOBKU
1 I[TonroTOBUTENBHEIN dTAl 1.1. Ha nepBom 3ansitun 2
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1.4. TpeboBaHus K Tpya0BOI
JMCLUILIMHE B IEPHOJ YUeOHOM
MPaKTHKH.

1.5. O3HakoMIIeHHE C TTpaBUIIAMU
BHYTPEHHETO pactopsiaKa u
JIOKJILHOHM JJOKyMEHTaIen
VYuusepcurera, U1 Konnenxka
OTHOCHUTEJIFHO TIPOXOKACHHS
y4e0HOI MPaKTUKH B hopMe
MPaKTHIECKOH TOATOTOBKU

OCHOBHOI1 dTal

2.1 BrimonHeHne BUIOB paboT B
COOTBETCTBHH C y4eOHOMH
MIPOrpaMMON:

[TepBUYHBIH HHCTPYKTaX MO TEXHUKE
Oe3omacHocTH Ha paboyeM MecTe.
OdopmiieHre TOKYMEHTAIIHH C
coOIOICHIEM eTNHBIX TPeOOBaHUH U
npasui B cootBeTcTBUU ¢ [OCT P
7.0.97-2016.

HanumonaneHelid cTaHaapT
Poccuiickoit ®enepanuu. Cucrema
CTaH/IapTOB N0 MH(POPMAIHH,
OMONMMOTEYHOMY U H3IATEITLCKOMY
Jemy.
OpraHu3aliiOHHO-pacTIOPAAUTENbHAS
nokyMmeHTanus. TpeGoBaHMs K
oopMIIEHHIO TOKYMEHTOB

PabotsI ¢ mosioxxeHneM 00 apxuBe
OpraHu3aIHH.

OdopmIieHne peKBU3UTOB
JIOKYMEHTOB.

IIpoexTupoBanue GIaHKOB
JIOKYMEHTOB.

Cocrasnenne 1 opopMIICHUE
OTJEJIBbHBIX Pa3/IeJIOB HOMEHKJIIATYPbI
JeqL.

dopmupoBaHue s1eJ1, OpPOIIIOPOBKA
JIOKYMEHTOB B JieJia.

CocraBiieHHE 3aT0JIOBKOB,
JIOKyMEHTOB U JIelI.

[TpoBenenue sKCepTU3bI IEHHOCTH
JIOKYMEHTOB C UCTIOIb30BaHHEM
TepeYHS.

OdopmiteHre T0KyMEHTOB
9KCIIEPTHON KOMHUCCHH.

PaboTs! IO OITHMCAHUIO TOKYMEHTOB
U JIe.

CocraBnenne u 0pOpMIICHHE OITNUCH
JIeJT IOCTOSTHHOTO ¥ BPEMEHHOTO
XpaHEHHUS.

CocraBiieHHE CIIPABOYHOTO arapara
OTIHCH.

CocraBiieHne YUETHBIX JJOKyMEHTOB
apxuBa.

Pabora mo cocTaBIeHHIO TOKyMEHTOB
npu npuéMe U nepenade J0OKYMEHTOB
B apXUB.

66
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JlokyMeHTupoBaHME MPOLETyph
MPOBEICHUS IPOBEPKH HATIMUUS U
COCTOSIHHS IOKYMEHTOB H €.
PaboTsl o obecrieueHuIo GpU3UKo-
XUMHUYECKON COXPaHHOCTH
JOKYMEHTOB.

CocTraBieHHEe OTBETOB Ha 3alpOChl
Tpax/aH.

PaboThI 110 BBIBICHHUIO HAPYIICHHS
peXuMa XpaHeHHs JOKyMEHTOB.
PaboTsI IO BEIABIICHHUIO HAPYIICHHUH
B METOJMKE M 0pOPMIICHHH BBIIAYN
JIOKYMEHTOB apXHUBa.

3 3aKIIOYATENbHBIN dTAIll: 2

3.1 KOHcyHbTaHI/IH KoncynbTupoBanue 00yJ4aronuxcs ]
0 TIOPSAKY TIPOXOKIACHUS
MIPOMEKYyTOYHON aTTECTALINH B
dhopme nud. 3aueTa (BHIOTHCHUE
KOMIUIEKCHOW MPAKTUUECKON
paboThI): BO3MOXHEIC THIIOBBIC
omuOKH, TpeOOBaHHUA K OpTaHU3AIIH
paboyero mMecTa, colitoeHne
TaliMHUHTa, COOTIO/ICHUE TEXHUKU
6e3011acCHOCTH, KPUTEPUU
OIICHUBAHHMS PabOTHI U IIp.

3.2 | IlpomexxyTouHas aTTecTaus B BhIroiHeHHE KOMILIEKCHOM 1
dopme aubbepeHIIpOBaHHOTO IPaKTUYECKOH pabOThI
3ayera

3. KOHTPO/Ib M OLICHKA Pe3y/IbTATOB OCBOCHHUS NPAKTHKH

Texymuii KOHTPOJIb YCIIEBAEMOCTH U MPOMEXYTOUYHAs aTTeCTalUsl 0OyJalOUINXCsl B paMKax ydeOHOU
npakTuku Y11.02 ocymmecTBis0OTCs C MPUMEHEHUEM OLICHOUHBIX MaTepHajoB MO MPOo(phecCHOHATTEHOMY
Moyro (mpusoxenue Ne 1 - Ne 2 k pabodeii mporpamme npohecCHOHaTbHOTO MOIYJIS ), BKITFOUAIOIIMX
OTKPBITYIO (JOCTYIHYIO K OIyOJMKOBAaHUIO) U 3aKPHITYIO (HE pa3MellaeMylo B CBOOOJHOM JIOCTYIIE)
YacTH.

4. Yci10BUS peain3allii NPaKTHKH

4.1. Y4eOHo-MeToqM4YecKOe M MHGOPMALMOHHOE 00ecTeYeHre peaTn3aluy NPAKTHKH

4.1.1. OcHoBHasi IMTEpPaTypa:

1. 'po3oBa, O. C. Jlenonpou3BoACTBO: yUeOHHK AJisi CpeaHero mpodeccnoHansHoro oopasosanus / O.
C. I'po3oBa. — 2-e u3n. — MockBa: U3natensctBo FOpaiit, 2025. — 131 ¢. — (IIpodeccnonanbHoe
oOpaszoBanue). — ISBN 978-5-534-15986-8. — TekcT: anexTponHslii / O6pazoBarenbHas miardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/563440 (nara obpamenus: 11.02.2025).

2. loponuna, JI. A. JlokyMeHTallMOHHOE oOecreueHHe yINpaBleHUs: YUeOHMK W TNPAKTHKYM IS
cpeanero npogdeccruonanbHoro oopazosanus / JI. A. loponuna, B. C. UputukoBa. — 2-e U3 ., nepepao.
u non. — Mocksa: UznatensctBo HOpaiit, 2025. — 270 ¢. — (IlpodeccrnonansHoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Texkcrt: anexktponHsIil // ObpazoBatenbHas argopma KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/563264 (nata o6pamenus: 11.02.2025).

3. lyBanoBa, H. H. OcHOBBI [en0npou3BOACTBAa: Y4€OHUK JUIsl CpeIHEro mnpogecCHOHaIbHOIO
obpazosanus / H. H. IllyBanosa, A. 10. Banosa; mox o6meit pegakuuein H. H. [llyBanoBoii. — 3-e
u3., nepepad. m gon. — Mocksa: M3narensctBo IOpaiit, 2025. — 355 ¢. — (Ilpodeccronanbroe
oOpa3zoBanue). — ISBN 978-5-534-20344-8. — Texkcr: anexTpoHHbIN // O6pa3oBarenbHas miardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560787 (nara obpamenus: 10.02.2025).



4.1.2. lonojiHuTEJIbHAS JIUTEPATYypa:

1. Ky3nenos, U. H. JlokymMeHTannoHHOE 00eCrieueHUE YIPABICHUS IIEPCOHANIOM: YUEOHHK H
NPaKTUKYM JUIA cpeqHero npogeccuoHansHoro oopazosanus / V. H. Ky3nenos. — 3-e u3z., nepepad.
u gon. — Mocksa: U3narenbctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonanbaoe 00pa3oBaHue). —
ISBN 978-5-534-09155-7. — Tekcrt: anektponHbIii / O0pa3oBarenbHas miaTdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).

2. banr, B. C. JlokymeHTalmoHHOE obecrieuenue ynpasienus. FOpuanueckas TeXHUKa: y4eOHUK ISt
cpenHero npodeccuonanbHoro oopazosanus / B. C. bsinr. — 3-e usn., ucrp. u gomn. — Mocksa:
NznatenberBo FOpaiit, 2025. — 89 ¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
16132-8. — TekcT: anmexkTponHsbIi // O6pa3oBaTenbHas iargopma KOpaiir [caiiT]. — URL:
https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3. llemenkoBa, C. 1. ApxuBoBenenue. Mctopus apxuBoB Poccuu ¢ qpeBHEUIINX BpeMEH 10 Hayaia
XX Beka: yueOHUK Jist cpenHero npodeccuonansHoro oopasosanus / C. U. LlemeHnkoBa; moa Hay4HOI
penakuueii JI. H. Ma3yp. — Mocksa: U3narensctBo FOpaiit, 2025. — 128 c. — (IIpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-12086-8. — Tekc : anektponHbli // Obpa3zoBaTenbHas miargopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/565795 (nara o6pamenus: 11.02.2025).

4.1.3. CoBpemeHHble npogeccuoHaJbHble 0a3bl JAHHBIX W HHG(pOPMALMOHHBbIE CIPAaBOYHbIE
CHUCTEMBI:

1.CnpaBounas npaBoBas cuctema KoncynsrantlLintoc http://www.consultant.ru/

2.MexBy30BcKas 3neKTpoHHas oudmuoreka (MOB) https://icdlib.nspu.ru/

3.HanmonanbsHas snexkTponHas oubiauoreka https://rusneb.ru/

4.000 «MIBUC» https://dlib.eastview.com/browse

5.000 «3HAHUYM» https://lib.utmn.ru/tpost/mlxo816vgl-znaniumcom

6.Poccuiickas rocymapctBenHas 6ubnuoreka (PI'B) https:/lib.utmn.ru/tpost/13jcthot61-rossiiskaya-
gosudarstvennaya-biblioteka

7.IPR BOOKS — URL: https://www.iprbookshop.ru/. Pexxum nocrtymna: mo nmoamucke Trom['VY.
8.bubmoreka Trom['Y — URL: https://lib.utmn.ru/ru
9.2nexTpoHHo-O0nbMMOTeUHasicucTemMaunsnarenscrBa«/lanp»—URL:  https://e.lanbook.com/.  Pexum
nocryna: rno noxnucke Troml'Y.

10.PecypcHblii yueOHO-METONUYECKHI IIEHTP MO OOYYEHWI0 WHBAIMUJOB U JIMIl C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMU 3710poBbs TromI'Y-https://rtmc.utmn.ru/

11.0¢unmansueiii caiit MHkmo3uBHOE Bbiciiee oOpasoBanue B Poccumn. MHdopmanus Bceill cetu
PYMII B Poccun - https://xn--80aabdcpejeebhqo2afglbd3b9w.xn--plai/ nnkar03uBHOEOOpa3oBanue.pd

4.2. JInneH3noHHOEe H CBOOOJHO PACNpPOCTPaHsieMOe NMPOrpaMMHOe o0ecrnedeHne, B TOM 4YHCJIe
0Te4eCTBEHHOI'0 IPOU3BOCTBA
LibreOffice, mnardopmer: SAunexc. Meccenmkep, Anaexc.Tenemoct, antusupycaoe [10 Kaspersky.

4.3. MatepuajJbHO-TEXHHYECKOe 0O0ecledeHue peaTn3alui NPaAKTHKH:

[IpakTuka B ¢opmMe NpaKkTHUECKOW IOATOTOBKM oOpranusyercss HemocpenctBeHHo B ®I'AOY BO
«TrOMEHCKHI TOCy1TapCTBEHHBIN YHUBEPCUTET». J{J151 3TOr0 MPelyCMOTPEHBI CIIEIYIOIINE CTIEIUaIbHbIE
MIOMEILEHUS:

JlaGopaTopust apXxuBHOTO Jiea.

OcHoBHOE 00OpyIOBaHHE: CTOINBI, CTYNbs, pabouee MecTO MpemojaBaTelis, I0CKa ayAUuTOpPHas.
TexHuueckue cpeicTBa OOy4YeHHs: MEPCOHAIbHbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTEIb,
KOJIOHKH, DKPaH.

[Iporpammuoe obGecneuenue: miathopma Axgexc 360 (TenmemocT, MeCCEHKEp), OMepaMOHHAS


http://www.consultant.ru/
https://rusneb.ru/
https://dlib.eastview.com/browse
https://lib.utmn.ru/tpost/mlxo8l6vg1-znaniumcom
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://www.iprbookshop.ru/
https://lib.utmn.ru/ru
https://e.lanbook.com/
https://rtmc.utmn.ru/
https://инклюзивноеобразование.рф/
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cucrema AnsT ObpazoBanue, oducHeli maker Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opaysepbl Chromium, Snpmekc bpaysep. OGecrieueno mnpoBogHoe monkimouenue [IK k
nokanpHOM cetn U cetu HutepHer, DBC, 31eKTpoHHO-00pa30BaTENbHON Cpelie, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U HHGOPMAIIMOHHO-CIIPABOYHBIM CHCTEMaM.

KaOuneT 115 mpoBeIeHUs TPYIIOBBIX U WHANBUIYAIbHBIX KOHCYIbTAITHH.

OcHoBHOE 000pYJOBaHHUE: CTOJIBI, CTYJIbS, pabodyee MECTO MPETOAABATEN, JOCKA Ay AUTOPHASL.
TexHUYECKHE CpeACTBa OOYYCHHUS: MEPCOHATBHBIA KOMITBIOTED, MPOCKTOP, 3BYKOBOW YCHIIMTEID,
KOJIOHKH, DKpaH.

[IporpamMHOe oOecrieueHHe: YCTAaHOBJICHO JIMIIEH3MOHHOE UM CBOOOJHO  paclpoCTpaHsieMoe
IporpaMMHOE OOECIeYeHHe, B TOM YHCJIEe OTEYEeCTBEHHOTO MpPOM3BOACTBA: SHIexc.MecceHmxep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opucubiii maker
LibreOffice. O6ecnieueno npoBoanoe noakmodenue [1K k mokanpHO#U cetn u cetu MuTtepHer, DbC,
AIIEKTPOHHO-00Pa30BaTEIbHON Cpele, K COBPEMEHHBIM TPO(ECCHOHATBHBIM 0a3aM JaHHBIX |
MH(}OPMaLIOHHO-CIIPABOYHBIM CHCTEMAM.

Kabuner a1 npoBesieHNs: IPOMEKYTOUYHONW U UTOTOBOM aTTeCTALUU.

OcHOBHOE 000pysOBaHME: CTOJIbI, CTYJbsi, paboyee MeCTO NpenojaBareis, J0ocKa ayAuTOpHas.
TexHuueckue cpeincTBa OOydeHHs: MEPCOHAIBHBbIE KOMIIBIOTEPBI, IPOEKTOP, 3BYKOBOH YCHIIUTEIb,
KOJIOHKH, DKpaH.

ITporpamMHOe oOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE UM CBOOOJHO  paclpocTpaHsieMoe
IporpaMMHOE OOecledeHrne, B TOM 4YHCJe OTEYEeCTBEHHOIO Ipou3BoAcTBa: SHIexc.MecceHkep,
Aunexc. Tenemoct u SAnnexc./{uck, antuBupycnoe 110 Kaspersky; FAR manager, opuchbiii maker
LibreOffice. O6ecrnieueno npopoanoe noaknrodeHue I1K k mokansHO# cetn u cetu MaTepHeT, DBC,
3JIEKTPOHHO-00Pa30BaTEeIbHON Cpefie, K COBPEMEHHBIM NpPO(ecCHOHATIbHBIM 0a3zaM JaHHBIX U
MH(OPMaLIOHHO-CIIPABOYHBIM CHCTEMAM.

KaGuHer 17151 opranuzanuy caMoCTOSITENIbHOM U BOCIUTATEIbHOU PabOThI.

OcHOBHOE O0OpyAOBaHHUE: CTOJBI, CTYyJbs, pabodyee MeCTO MpernojaBaTeis, I0CKa ayauTOpHas.
TexHudeckue cpencTBa OOyUeHHUs: TEPCOHATBHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBOHM YCHUIIUTEINb,
KOJIOHKH, DKpaH.

[IporpamMmMHOe obOecrieyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE M CBOOOJHO paclpocTpaHsIeMoe
nporpaMMHOe oOecriedeHre, B TOM YHUCJIEe OTEYECTBEHHOTo Mpou3BojAcTBa: SAHmexkc.MecceHmxkep,
Sunexc. Tenemoct u SAnnekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsiii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiatodenue 1K k mokansHoi#t cetn u cetu Unrtepuer, ObC,
AJIEKTPOHHO-00pa30BaTENIbHON Cpelie, K COBPEMEHHBIM TNpodeccCHOHaNbHBIM 0a3aM JaHHBIX U
WH(OPMAaIMOHHO-CIIPABOYHBIM CHCTEMaM.



[punoxenne Ne 1 k paboueit
porpamMme MpaKkTUKH

OIEHOYHBIE MATEPHAJIBI 110 ITPAKTUKE

VYyeOHas mpakTuka

VYuebHas nmpaktuka (O3HaKOMUTENBHAS 110 MPO(ECCHOHATBHOMY MOIYIIO:
OpraHu3aIys TeKYyIIero XpaHeH!us JOKyMEHTOB U IMOATOTOBKA JIe

JUTSI TIEpe/lay B apXUB)
OTkppbITas YacTh

1. Cucrema ouleHMBAHUSA

[Tpomexxyrounast arrecrauusi no yyeOHOW mpaktuke YII.02 B COOTBETCTBHM C Y4EOHBIM IJIAHOM
npeaycMorpeHa B gopMme  Aud@epeHuMpOBaHHOIO — 3ayera, KOTOpPBIH  NIPOBOJUTCA B
[IPAKTUKOOPUEHTUPOBAHHOM (oOpMaTe M 3aKJIIOYAeTCsl B BBINOJIHEHHWU CTYIEHTOM KOMIUIEKCHON

MPAKTUYECKON pabOTHI.
2. ITacnopT O1lEHOYHBIX MATEPUAJIOB

HOMEHKJIATYPHI eI
CTPYKTYPHOTO TOJpa3ieeHHs.
[IK 2.2. ®opmupoBaTth Jiena B
COOTBETCTBHUH C
HOMEHKJIATYpoil Ies u
npaBUIaMu GOPMHUPOBAHUS
JIell.

[IK 2.3. OcymecTBusTh
TEKyIlee XpaHCHHE, YIeT ’
HCTIONB30BaHUE JeTT
(moxyMeHTOB).

[IK 2.4. OcymecTBusTh
SKCTIEPTU3Y IIEHHOCTH
JIOKyMEHTOB, BECTH OTOOP
JIOKyMEHTOB Ha XpaHEHUE U
YHUUYTOXKEHHUE,
JOKYMEHTHPOBATh paboTy
SKCIEPTHOW KOMHCCHUHU.

[IK 2.5 Ocdopmisare gena
MTOCTOSTHHOTO U
JIOJITOBPEMEHHOT'O CPOKOB
XpaHeHus 1Jis epeaun B
apX¥B OpraHU3aIUH.

TIK 2.6. CocTaBasiTh OIMCH JIE]
TTOCTOSIHHOTO 1
JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHUSI.

Dranbl NPaKTUKU OueHouHbIE Kox u popmynuposka Kputepuu onennBanus
MaTepUAIIbI KOHTPOJUPYEMOI
(6U0bL U KOIUYECMBO) KOMITCTCHIIUH
HuddepernnpoBanssiii | KommmekcHas [IK 2.1. OcymecTBnsTh [lepeuens kputepuen
3a4erT, 2 CeMecTp npakTHyeckas padbora pa3paboTKy U BEJCHHUE OLICHWBAHMS BBITIOIHCHHUS

MIPAaKTUIECKOTO 3aJaHus C
yKa3zaHHEeM 0aJuIoB:

1. OcymecTBneHue
pa3paboTKH U BelICHUS
HOMEHKJIATypBI JIelT
CTPYKTYPHOTO
noapaszaenenus - 12,00.

2. OdopmiieHne nena
MTOCTOSTHHOTO U
JIOTTOBPEMEHHOTO CPOKOB
XpaHeHHs JJIs TIepelavd B
apxuB opranuzanuu - 12,00.
3. OcymecTBieHne
9KCTIEPTHU3bI LIEHHOCTH
JIOKYMEHTOB, BeJICHHE
oTOOpa JOKYMEHTOB Ha
XpaHeHHe U YHUUTOXKEHHE,
JIOKyMEHTUPOBaHHUE PabOThI
AKCIEPTHOH KOMUCCHHU-
18,00.

4.CocTaBlIeHHE OITUCH JIE]T
MOCTOSTHHOTO U
JIOJITOBPEMEHHOT'O CPOKOB
xpanenus-12,00.

HUTOTO - 80,00

CxeMa OLICHUBaHUS:

max KOJIMYECTBO OaJIIoB -
JeiicTBue (omepanus)
BBITIOJIHEHO B MOJIHOM Mepe
COTJIACHO YCTaHOBJIEHHBIM
TpeOOoBaHUM;

0 6amioB -

neiicTBre (omepanus) He
BBIITOJTHEHO, PE3YJIbTAT
OTCYTCTBYET.




O11eHKa «OTINYHOY
BBICTABJISICTCS, €CJIH CTYACHT
HaOpan 65-80,00 6aios;
Onenka «xopouio» - 50-
64,00 6amna;

OrneHka
«YAOBJIETBOPUTEIHHO» - 30-
49,00 6amoB;

Orenka
«HEYIOBJIECTBOPUTEIHHOY -
menee 29,00 0amnos

3. TunoBbIe OlleHOYHbIE MATEPUAJIBI

VII.02 Vueonas npaxmuxa (O3naxomumenvHas no npopheccuoHarbHoMy MOOYII0. OpPeaHU3AYUs
MeKyuje20 Xpanenusi OOKYMeHmMOos U n0020mMosKa 0ell 0Jis nepedaiu 8 apxus)

Ouenounoe cpencrso 1.

Bua: KommiekcHast npaktudeckas padora (KIIP)

Kparkas xapakrepucruka: KIIP HampaBneHa Ha ompejelieHHE YPOBHS OCBOEHHUS BBITYCKHUKOM
Marepuaia, MpeAyCMOTpEeHHOTo oOpaszoBarenbHor mporpammoit mo MK 02.01 u crenenu
c(OpPMUPOBAHHOCTH MPOPECCHOHANBHBIX YMEHUH M HaBBIKOB, OCBOCHHUS MPOQPECcCCHOHAIBHBIX
KOMITETCHIIMI MyTeM MPOBEJICHUS IKCIIEPTHON OLIEHKH BBIMOJTHEHHOTO OOYYarOIIMMCS KOMIUIEKCHOM
MPAKTUYECKON paboThl B YCIOBHSX pealbHBIX WM CMOAETUPOBAHHBIX MPOU3BOACTBEHHBIX MPOIIECCOB
3a YCTaHOBJICHHOE BpeMs.

Kpurepun ounenuBanus: [lepeuens kpurepuen oneHnBanus Beinonnenus KIIP ¢ ykazanuem 6amnos:

[lepedeHn KpUTEpHUEB OLICHUBAHUS BBHITTOJIHEHHS MPAKTUYECKOTO 3aJaHUs C yKa3aHUeM OaJlioB:

1. OcymecTBienne pa3pabOTKU U BeIEHUsI HOMEHKIIATYpHI JIeJl CTPYKTYpHOro nonpasaenenus - 12,00.

2. OdopmiieHue mena MOCTOSHHOTO W JIOJITOBPEMEHHOTO CPOKOB XpaHCHHsI JUIsl MEepeIayd B apXuB
opranuzamuu - 12,00.

3. Ocy1iecTBiI€HNUE IKCIIEPTU3HI IICHHOCTU JOKYMEHTOB, BEJIeHHE 0TOOpa JJOKYMEHTOB Ha XpaHEHUE U
YHUYTOXKEHUE, TOKYMEHTHPOBaHUE paboThI 3KcIepTHOM Komuccuu-18,00.

4.CocraBieHue OMKUCH JIeT TOCTOSTHHOTO U JTIOJITOBPEMEHHOTO CPOKOB xpaHeHus1-12,00.

HUTOTIO - 80,00

Cxema olLleHUBaHUS:

max KOJIMYECTBO OAJUIOB - IelicTBHE (ONepalirs) BHITOIHEHO B MOJHON Mepe COTTIaCHO YCTaHOBIIEHHBIM
TpeOOBaHUSM;

0 GanmnoB - AeiicTBHe (omepalysi) He BBIMOJIHEHO, PE3yIbTaT OTCYTCTBYET.

O1ieHKa «OTJIMYHO» BBICTABIISIETCS, €CIIU CTyAeHT HaOpan 65-80,00 6aios;

Onenka «xoporo» - 50-64,00 6anna;

Ornenka «yaoieTBopuTeabHo» - 30-49,00 6anios;

OreHka «HEyIOBIETBOPUTENBHOY» - MeHee 29,00 6amioB

Conep:xanue KIIP:

Bapmuanr 1. Pazznen 1. Opranuzanusi 1 HOpMaTUBHO-IIPABOBbIE OCHOBBI apXHUBHOIO JIeja

PazpaboraTe HOMEHKIATYpy A€l CTPYKTYPHOTO mojpaszienceHus. [IpoBecTu 3KCrepTHU3y IEHHOCTH
JIOKYMEHTOB, MPEICTaBICHHBIX HA OYMa)KHOM HOCHUTEJNE, B X0OJIe KOTOPOU MPOBECTH OTOOP TOKYMEHTOB
MOCTOSTHHOTO, BpeMeHHBIX (CBbIIIe 10 JieT) XpaHeHus, B TOM YHCIIE TI0 JUYHOMY COCTaBY, JUIS Iepeaadn
B apXWB Ha mocienyoinee xpaHeHue. ChopMupoBaTh €710 MOCTOSHHOTO WM JOJITOBPEMEHHOTO
xpaHeHus (1 1e10) ¥ TOATOTOBUTH €T0 /ISl TIepeIaun Ha XpaHeHHUE B apXuB opranu3amuu. [logsepruyTh
JIEJIO0 TIOCTOSTHHOTO HITH TOMITOBPEMEHHOT0 CPOKa XpaHEeHUs MoHOMY opopmieHuro (1 neno). Anroputm
BBITIOJTHCHHS 3a]JaHUS:

1. Odbopmuts HoMeHKIaTYpy 1€ CTPYKTYPHOTO MOApa3/IeICHuUS.

2. OnpenenuTh CPOKH XpaHEHUS JOKYMEHTOB, UCTIOIB3Ys (parmeHT llepeuns.

3. I3yuuTh npeacTaBieHHbIC HA OyMa)XHOM HOCHUTENE JOKYMEHTHI M CUCTEMaTU3UPOBATh UX IO CPOKaM
XpaHeHus1, ucnoyib3ys HoMmeHknatypy nei.
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4. CpopmupoBaTh 1 OPOPMHUTH /€TI0 TOCTOSHHOTO MM JI0JITOBPEMEHHOTO CpoKa XpaneHus (1 nerno).
5. Opopmute OONOXKKY Jena, BHYTPEHHHE YYETHbIE JOKYMEHThl Jena: BHyTpeHHIOO omnuch
JIOKYMEHTOB Jiena, Jlucr-3aBepurens jena.

6. s opopmnenuss HomeHKIaTypsl e CTpYKTypHOTO mojpas3aeneHus, O0oxku nena, BHyTpeHHeH
OIIKCH JIOKyMEHTOB Jiena, JIucra-3aBepurerns aena ucroib30BaTh GOPMBI, ycTaHOBIEHHBIE [IpaBuiamu
OpraHu3alMi XpaHEHUs, KOMIUIEKTOBAaHMs, y4eTa U UCIOJb30BAHUSA JOKYMEHTOB ApXHUBHOro (hoHza
Poccuiickoit denepannu U Apyrux apXMBHBIX JOKYMEHTOB B IOCYAAPCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYTIpaBJIeHUs U opranu3anusix (yrB. npukazom Pocapxusa ot 31.07.2023 Ne 77).

7. Jln1s BBINIOJIHEHMS 3a/1aHUS UCIIOJIB30BaTh CIIPABOYHO-IIPABOBYIO CUCTEMY.

8. Bce co3iaHHble JOKYMEHThI BHIBECTH Ha I1€4aTh.

9. ChopmupoBarh 1€10, PpPa3MECTUTh BHYTPEHHUE YYETHblE JIOKyMEHTbl Jejla B HY)KHOH
MOCJIEI0BATEIbHOCTH, IIPUKPETIUTH OOJIOKKY Jena.

10. ITpomute chopmupoBaHHOE U 0HOPMIICHHOE JIEIIO.

11. Cucrematu3upoBaTh JOKYMEHTHI Ha OyMa)XHOM HOcUTele B (pailiI-BKIIQbIII, B 3JIEKTPOHHOM BH/JIE
B IaNKy Ha paboueMm croJie (co31aTh Ha paboueMm croje nanky "Homep sx3amenyemoro Moayins 2").
12. CoxpanuTh BolTIOIHEHHOE 3aaHue Ha USB-(reni-nakonuTens U epeaaTh Ha MPOBEPKY IKCIEPTaM.
Heo6xoanMble NpuIoKeHUs:

IIpunoxenune b1. Kaprouka opranu3anuu B 3JIEKTPOHHOM BUJIE.

[Tpunoxxenne b2. CTpykTypa OpraHu3aly B 3JIEKTPOHHOM BUJE

[Tpunoxxenue b3. IlepeueHp JOKYyMEHTOB, OOpa3ylOIIUXCS B JIEATEIBHOCTH CTPYKTYPHOI'O
NOZpa3eJICHUs] OPraHU3alMK B 3JIEKTPOHHOM BHJE.

[Tpunoxxenune b4. @parment IlepeyHss TUNOBBIX yNPaBIEHUECKUX APXUBHBIX JIOKYMEHTOB,
00pa3yIoLIMXCs B IPOLECCE AEATEIbHOCTU TOCYAaPCTBEHHBIX

OpraHoB, OpPraHOB MECTHOI'O CaMOYIPABJIEHUS U OpPraHu3alui, ¢ yKa3aHHEM CPOKOB MX XpaHEHUs
(2019) B 2J1IEKTPOHHOM BHJIC.

[Tpunoxenue bS5. KommiekT 10KkyMeHTOB Ha OyMa)KHOM HOcUTele A7l JOPMHUPOBAHUS 1 O(OPMIICHUS
Jena.

[Tpunoxxenne b6. Homenknarypa nen Ha 2021 1. B 2JIEKTPOHHOM BUJE.

[Tpunoxxenne b7. [Ipunoxenuss k IlpaBunam opraHum3anuu XpaHEHUs, KOMIUIEKTOBAaHUS, ydeTa U
UCIIOJIb30BaHUsl JTIOKyMEHTOB ApxuBHoro (onaa Poccuiickoit denepanuu M Apyrux apXUBHBIX
JIOKYMEHTOB B FOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIeHUs U opranu3anusx (2023,
¢aiin B popmare Word) B 351IeKTPOHHOM BUJE.

Bapmuanr 2. Pazznen. 2. OGecniedyeHue COXpaHHOCTH IOKYMEHTOB.

Texcr 3apanus: [IpoBecTn skcnepTU3y LIEHHOCTH TOKYMEHTOB, IIPEJCTABIEHHBIX B JJIEKTPOHHOM BHJIE,
B X0/1€ KOTOPOI MPOBECTU OTOOP JOKYMEHTOB ITOCTOSIHHOTO, BpeMEHHBIX (cBbllIe 10 J1eT) XpaHeHus s
nepelauy B apXyB Ha MOCIEAYIOUIEE XPAHEHNUE U IS BBIIEICHUS K YHUUTOXKEHHUIO IOKYMEHTOB, CPOKU
XpaHeHust KOTOpbIX ucTekiu. [1o TunoBoit yaudunupoBanHoii opme (mmadiaony) chopmupoBats B CO/]
U 0pOpMUTH AKT O BBIJICTIEHUU K YHUUYTO)KEHUIO apXUBHBIX IOKYMEHTOB, HE MOAJIEKAIINX XPAHEHUIO.
[IpoBecTu onrcanne apxXuBHBIX €7 (ToKkyMeHTOB). [1o TrmoBoii yHuduimpoBanHoi Gopme (1madiony)
chopmupoBats B CO/] 1 0popMUTE ONMHUCH JeTa MOCTOSHHOTO, BpeMeHHOTro (cBbIie 10 yer) XpaHeHus
WIH 10 INYHOMY COCTaBY, COPMUPOBAHHOTO BO 2 MOJYJI€.

ANTOPUTM BBINIOJTHEHMS 3a/1aHUSA:

1. TlpoBectu »5KCHepTU3Y LEHHOCTH JIOKYMEHTOB, OTOOpaTh Jiena (JIOKYMEHTbI) MOCTOSIHHOTO,
BpeMeHHbIX (cBplIe 10 jeT) XpaHeHMs [Uld NEpeJadyd B apXUB Ha IOCIEAYIOLIEE XpaHEHUE U Jena
(TOKyMEHTbI), BbIIETIsiEMbIe K YHUUTOKEHNI0, CPOKH XPAHEHHUSI KOTOPBIX UCTEKIIN.

2. Ilpu npoBeneHNnN IKCIEPTU3BI IEHHOCTH TOKYMEHTOB HCII0JIb30BaTh HoMeHKIaTypy nen.

3. Ilo tunoBoit ynudunupoanuoit ¢opme (madnony) chopmuponarb B COJl u obpopMuth AKT 0
BBIJIEJICHUH K YHUUTO)KCHHUIO apXUBHBIX JOKYMEHTOB, HE MTOAJIEXKAIUX XPAHEHUIO.

4. B COOTBETCTBHMU C COCTaBOM JOKYMEHTOB Jiesia, c(hOpMUPOBAaHHOTO BO 2 MOIYyJeE, TIO THUIIOBOM
yHu(unupoBaHHoit ¢opme (madiaony) chopmuposats B COJ] u odpopMHUTh ONKCH /1€, JOKYMEHTOB
MOCTOSTHHOT'O UJTM BpeMEHHBIX (cBbile 10 JeT) CPOKOB XpaHEHUs/TI0 TUYHOMY COCTAaBY.
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5. Ans opopmieHnst AKTa O BBIJICIEHUN K YHHUUYTOXECHHUIO apXUBHBIX JOKYMEHTOB, HE IMOJUICKAIINX
xpaHeHuto, Onuceit fei, T0KyMEHTOB IIOCTOSIHHOTO, BpeMeHHbIX (cBbIiIe 10 J1eT) CpOKOB XpaHEHHUS, IO
JUYHOMY COCTaBY, MCIIONB30BaTh (POpMBI, ycTaHOBIEHHbIC I[IpaBMiiaMu OpraHu3alMd XpaHEHHUS,
KOMIUIEKTOBAHHUSI, yueTa U UCIOIb30BaHUs JOKyMeHTOB ApxuBHoro (pouaa Poccuiickoit denepannu u
JPYTUX apXUBHBIX JOKYMEHTOB B IOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS U
opranuzanusax (yrB. mpukazoM PocapxuBa ot 31.07.2023 Ne 77).

6. Jln1s BBIMOJIHEHUS 3a/1aHUS UCIIOJIB30BaTh CIPABOYHO-IIPABOBYIO CUCTEMY.

7. Bce co3manHbIe TOKyMEHTHI chopmupoBath B CO/I.

8. Ckauatb, cpopmupoBanubiec B COJ] moKyMeHTHI (aKT, onuch) B ¢popmare pdf, 1 coXpaHHUTh B manke
Ha pabouem crose (co3aath Ha paboueM crose nanky "Homep sx3amenyemoro Moayns 3").

9. Coxpanutb BbinosHeHHOE 3aanne Ha USB-¢dnem-nakonuTens u nepeaats Ha MPOBEPKY dKCIEPTaM.
HeoOxonumble npuiioKeHus:

[Tpunoxenue B1l. Kaprouka opranuzanuu B 3JISKTPOHHOM BHJIE.

ITpunoxxenne B2. CTpykTypa opranuszalyy B 3J1€KTPOHHOM BUJIE

[Tpunoxxenue B3. KoMriekT 10KyMEHTOB B 3JIEKTPOHHOM BUJE AJIsl POBEACHUS SKCIIEPTU3HI LIGHHOCTH
JOKYMEHTOB M OTOOpa Ui BBIAEICHUS K YHUUTOXEHHUIO JIOKYMEHTOB, CPOKHM XPaHEHHUS KOTOPBIX
UCTEKIIH.

[Tpunoxxenne B4. Homenknarypa nen Ha 2021 1. B 2JIEKTPOHHOM BUJE.

[Tpunoxxenue BS. Ilpunoxenus k IlpaBunam opranuzanuu XpaHeHUs, KOMIUIEKTOBaHUS, ydyeTa U
UCTIOJIB30BaHUsl JIOKYMEHTOB ApxuBHOro (onma Poccuiickoii Denepanuu ¥ APYruxX apXUBHBIX
JIOKYMEHTOB B TOCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOT'O caMOYIIpaBiIeHHsl U opranu3zanusx (2023,
daiin B popmare Word) B 37I€KTPOHHOM BHIE.
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1. [InanupyemMble pe3yabTaThl 0CBOCHHS PAKTUKHU, COOTHECEHHbIE C Tpe0yeMbIMHU pPe3yIbTaTaMHi

ocsoenns OII CIIO

Konpr A Vaseris HaBI)IKI/IV
KoMIeTeHuuil (mpakTHYECKHUI OIBIT)
IK 1.1; 3-1 HopMaTHUBHBIE IPABOBBIE V-1 npuHMMAaTh, PETUCTPUPOBATH, H-1 noxymeHTannoHHOTO
MK 1.2; aKTbl 1 HOPMaTUBHO- YIHUTBHIBAT MOCTYIIAIOIIHE obecrieueHust 1esITeIbHOCTH
IIK 1.3; METOJUYECKUE TOKYMEHTHI, JIOKYMEHTEI; OpraHu3aluy;
IIK 1.4; onpeaeIsoIIue IOPAI0K V-2 NpoBepsTh IPABUIBHOCTD H-2 npuema u nepsuuHOH
IK 1.5; JOKYMEHTAILlHOHHOTO 0(OpPMIEHNS JOKYMEHTOB; 00paboTKK BXOIAIIMX
TIK é.6, g6ecnequm yIpaBJICHUS, V-3 BeCTH KapTOTeKy yuera JIOKYMEHTOB,
IIK 2.1; -2 OCHOBHBIC TOOKCHUA NPOXOKAEHUS JJOKYMEHTAIbHBIX H-3 mpessapurenbHoro
IK 2.2; EnuHoii rocynapcTBeHHON MATEpHATIOB; paccMOTpeHusI 1
EE ;Z ; CHCTEMBI JICIIONIPOU3BOJICTBA; | v/ 4 MPOBEPATH PABHIBHOCTS COPTUPOBKH JIOKYMEHTOB Ha
K 2'5f 3-3 BB, QYHKIUU JIOCTABKH KOPPECTIOH/ICHIIHN; pErucTpupyeMbIe U

.55 JOKyMEHTOB, TIpaBHjIa UX NPABHIBHOCTD | EOCTHOCTS HEepEerucTpUpyeMbIe;
TIK 2.6. COCTaBJICHUS U OPOPMIICHHUS; H-4 moaroToBKu BXOISIIAX

3-4 nopsaok
JOKYMEHTHUPOBaHUSA
nH(pOpMaMOHHO-CIIPaBOYHBIX
MaTepHaJIOB;

3-5 npaBuia 1€I0BOrO
9THKETa U JeJIOBOTO OOIIECHNS;
3-6 TpeboBaHus,
MIPEABSBIISIEMBIE K
JOKyMEHTaM B COOTBETCTBHHU
C HOPMaTUBHBIMH [TPABOBBIMHU
aKTaMHM U roCy1apCTBEHHBIMU
CTaHJapTaMu;

3-7 cTpyKTypa OpraHHU3aIlvH,
PYKOBOJICTBO CTPYKTYPHBIX
TIOJIpa3/IeNIeHNH;

3-8 coBpeMEHHBIE
nH}popMannoHHbIE
TEXHOJIOTUH PadOTHI ¢
JOKyMEHTaMH;

3-9 mopsIoK paboTHI €
MOCTYNAIOIINMU
JOKYMEHTaMH;

3-10 mopsimok paboThI ¢
JOKYMEHTaMH IIpH Iiepeade
UX Ha UCTIOJTHEHHUE B
TIOJIpa3/IeIeHHS;

3-11 npaBuna opranusanyu u
(hOpMBI KOHTPOJIS
UCTIONHEHUS JOKYMEHTOB B
OpraHu3aluy;

3-12 TUnoBble CPOKHU
HCTIOTHEHUS JOKYMEHTOB,
3-13 npuHIMIEL pabOTHI O
CPOKOBOH KapTOTEKOI;

3-14 Ha3HaYeHHE U
TEXHOJIOTHUS TEKYIETO U
IpesynpeauTeIbHOrO
KOHTpPOJIS;

3-15 npaBuia COCTaBICHUS
AQHAINTHYECKUX CIIPABOK I10
OpraHu3anuy paboThl ¢

BIIOXKEHHS;
V-5 onieHuBaTh coepKaHUE
MOCTYIHBIINX JOKyMEHTOB C
LIENIBIO UX PacIpeeNICHUs;

VY-6 nonb30BaThHC
aBTOMAaTU3HPOBAHHBIMU CHUCTEMaMHU
ydera, perucTpaluy npu padore ¢
JOKYMEHTaMH OpraHHU3allny;

V-7 onpenenars MapupyT
JBIDKCHUS] KOHKPETHOTO IOKYMEHTa
1 IOBOJUTH TOKYMEHTHI JI0
HCTIOJTHUTEIICH B ONpE/IeIICHHBIE
CPOKH;

VY-8 paboTats co Bceid
COBOKYITHOCTBIO HH(OPMAIIMOHHO-
JOKYMEHTAI[HOHHBIX PECYPCOB
OpraHu3alNy;

MOCTAaHOBKH JIOKyMEHTa Ha
KOHTPOJIb;

V-9 ocyuiecTBisTh
MIPOMEXXYTOUYHBIH KOHTPOIIb 1
KOHTPOJIb NIPH HACTYIUICHUH JIaThI
HCTIOJTHEHMS;

VY-10 uapopmupoBaTth
pyKoBOAMTEIS 00 HCIIOIHEHNHY;
V-11 cHATH JOKYMEHT C KOHTPOJIS
U HaIlPaBUTh UCIIOJTHEHHBIN
JOKYMEHT B JIEJI0;

VY-12 0600maTh 1 aHATU3UPOBATH
pe3yabTaThl KOHTPOJIS 3a
HCIOJHEHUEM JJOKYMEHTOB;

VY-13 nons3oBaThest 6azamu
JAHHBIX, B TOM YHCJIE yJAJIEHHO;
V¥-14 ocymecTBIATh CIIPABOYHO-
nH}opMannoHHyI0 paboTy ¢
UCIIONIb30BaHNEM 0a3 TaHHBIX
JIOKYMEHTOB;

VY-15 npumeHsTh npaBuIa
PYCCKOTO S3BIKa P MPOBEPKE
JOKYMEHTOB IIepe]] OTIPABKOIi;
V-16 mpoBepATs MPaBUILHOCTH
o(opMIICHHS ¥ KOMIUIEKTHOCTh

JIOKyMEHTOB JJIs1
paccMoTpeHHst
PYKOBOJUTENIEM;

H-5 perucrpauun Bxoasmmx
JIOKYMEHTOB;

H-6 opranuzanus noctaBku
JIOKYMEHTOB HCITOJTHUTEIISIM;
H-7 xoHTpOst HcnoHeHus
JIOKYMEHTOB B OpTaHU3AIINH;
H-8 Bemenus 0a3pl JaHHBIX
JIOKyMEHTOB OpraHU3aIIHH;
H-9 Benenns
HHPOPMALMOHHO-
CIpaBOYHON PabOTHI;

H-10 obpabotku,
PETUCTpAINH U OTIIPaBKU
HCXOSAIINX TOKYMEHTOB;
H-11 cocraBnenus u
0oOpMIICHHS CITYKEOHBIX
JIOKyMEHTOB.




JTOKYMEHTaMH{ M KOHTPOJIIO
UCIIOJTHEHUSI IOKYMEHTOB;
3-16 mpaBuia co3gaHus u
BeieHHs 0a3 JaHHbBIX
CITy’KeOHBIX JTOKYMEHTOB B
OpraHH3aIIH;

3-17 cucteMsl IEKTPOHHOTO
JOKYMEHTO0000POTa;

3-18 mpaBuia u cpoKu
OTIPaBKU HCXOIAIINX
JIOKYMEHTOB;

3-19 npaBuiia cocTaBIeHAS U
odopmIICHHS
nHpopMannoOHHO-
CHPaBOYHBIX,
OpraHU3aIMOHHBIX,
YIpaBJICHUYCCKUX TOKYMCHTOB.

UCXOJSIIINX JOKYMEHTOB;

V-17 copTupoBaTh TOKYMEHTHI 110
croco0am JJOCTaBKH, PU
HE0O0XOJUMOCTH, YIIaKOBBIBATh
JIOKYMEHTBI ¥ OTIPABJISATH;

V-18 npUMeHsTh yCTaHOBICHHBIN
COCTaB PEKBU3HUTOB B 3aBHCUMOCTH
OT BHJA JOKyMCHTa,;

V-19 npaBuibHO pactmionarate U
0(hopMIIATE PEKBU3UTHI Ha JIUCTE
IIPU COCTaBIICHUHU JOKYMEHTA.

2. CTpyKTYpa M TPYAOEMKOCTb NPAKTUKMN:

Cemectp ®opma npoBeAeHUs Cnoco0 npoBeneHus [IponomxuTenbHOCTh
(paccpedomouennas, (cmayuonapHasi, 8vle30Has1) (ak.u.)
KOHYEHMPUPOBAHHASL)

2 KonuentpupoBanHas CrauuonapHas 180
3. Coaep:kanue NPaKTUKHU
[IpakTuka B moiHOM 00BEME peann3yeTcsi B GopMe MPaKTUIECKOM MOITOTOBKH.
Ne Pazpnensl (aTamnsl) mpakTUKH Bunbt paboTel, B TOM YHCIIE B [IponomxuTenbHOCTD
n/n (bopme mpakTHYECKON (ak.u.)
MOATOTOBKU
1 TloaroroBUTENBLHLIN 3TAIl 1.1. Ha opraan3aninoHHOM COOpaHUH 2

00ydJaromuMcst pa3bsCHAIOTCS: 1ETb
U 33/1a4H, COZep KaHUe TPOrpaMMEI,
BU/IbI Pa0OT, TUIAHUPYEMBbIE
Pe3yIbTATHI IPOXOKICHUS
MIPOM3BOJICTBEHHON MPAKTUKHU, BPEMS
1 MECTO MPOBEIEHHS IPAKTHUKH,
MOPSIIOK TOTy4eHHs] HE0OX0AUMON
OTYETHOM JOKyMEHTAIHH,
TpeOOBaHMUs K OTYETHBIM
JIOKYMEHTaM I10 IPOU3BOACTBEHHON
MPaKTHKE, MOPS/I0K, (OpMa M CPOKH
UX NpPEeACTaBICHUs, IOPAIA0K
IIPOBEJICHUS IIPOMEXKYTOUYHOU
aTTeCTAIlH, PyKOBOJICTBO
IIPAKTUKOM.

1.2. BBOAHBINH HHCTPYKTAXK 110
TEXHHUKE 0€30MacHOCTH.

1.3. TpeboBaHMS K OpraHU3AIIH
paboyero MecTa B epuoj
MPOU3BOJICTBEHHON MPAKTUKU.

1.4. TpeboBaHus K TPYLOBOI
JUCLUIUIMHE B IEPUOJ
MPOU3BOJICTBEHHOM MPAKTUKU.
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1.5. O3HaKkoMIIeHHE C TTpaBUIAMH
BHYTPEHHETO pacropsika u
JIOKaJIbHOM JOKyMEHTauuen
OTHOCHUTEJILHO MPOXOXKICHUS
MIPOU3BOJICTBEHHON MPAKTUKU B
(hopMe MpaKTHYECKON TTOATOTOBKU
M0 MECTY MPOXOKJICHHS MPAKTUKHU.

OCHOBHOI1 3TaIl

2.1 Odopmienne Ha
MIPOM3BOJICTBEHHYIO MPAKTHKY IO
MeECTe €€ MPOXOKICHHS,;

2.2 TlepBUYHBII HHCTPYKTAX IO
TEXHHKE 0€30I1aCHOCTH;

2.3 3HaKOMCTBO C MECTOM
MPOXOXKICHHUS TIPOU3BOICTBEHHON
MPAKTUKU, KOPIIOPATUBHON
KYJIBTYypOU, pEXKUMOM PaOOTHI,
JOJDKHOCTHBIMU 06H33HHOCTHMI/I
JIETIONPOU3BOIUTENS, pab0oYrM
MECTOM, PYKOBOJUTEIICM MPAKTUKU
OT TPEATIPHSTHS U JP.

2.4 BrinosHEeHHE BUIOB paboT B
COOTBETCTBHH C yueOHOMH
MIPOrpaMMOH:

Opranmzanus pabovero Mecra
JIEITOTIPON3BOAUTEIIS.

CocraBnenne 1 0popMIICHHE
HHPOPMAINOHHO-CIIPABOYHBIX,
OpTaHU3AIMOHHBIX U
YIpaBICHYCCKAX JOKYMEHTOB
OpraHU3aI[HH.

AHanu3 IBKEHUS
}IOKyMeHTaHI/IOHHBIX IIOTOKOB BHyTpI/I
OpraHu3aI[HH.

ITpuem u nepBruyHas o6paboTkKa
BXOOAIIUX HOKyMeHTOB.
[IpenBapuTensHOE pacCCMOTpPEHHE U
COpPTHPOBKA JOKYMEHTOB Ha
peTUCTpUpyeMbIe U HE
peTUCTPUpYEMBIE.

[MonroToBka BOMAMINX JOKYMEHTOB
JUTSL PACCMOTPEHUS PYKOBOIUTEIICM.
Perucrpanus Bxogsuiux
JIOKYMEHTOB.

OpFaHI/I?)aI_II/IH JOCTaBKHU I[OKyMeHTOB
UCIIOJTHUTCJISIM C HpI/IMeHeHI/IeM
COBpeMEHHI)IX BHUI0B
OpTraHU3AI[MOHHON TEXHUKH.
Benenue 6a3bl JaHHBIX BHEIIHUX U
BHYTPCHHUX JOKYMCHTOB
OpraHU3aIHH.

Benenne xaproTeku yueTta
MIPOXOXKICHUS JTOKYMEHTAIBHBIX
MaTEepPHAJIOB.

Opranuzanus paboTsI 1o
PETUCTpaly, YYETY, XPAHECHUIO U
nepeaye B COOTBETCTBYOIINE
CTPYKTYPHBIC MOAPA3ICIICHHS
JIOKYMEHTOB TEKYILErO
JIEJIOTIPON3BOICTBA.

KoHTpoJb HCIIOTHEHUS TOKYMEHTOB
B OpTraHU3AIHH.
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Pabora ¢ mporpammamu st
aBTOMATH3AIIUHU JICJIOMPOU3BOJICTBA.
Benenue anekTpoHHOTO
JIOKyMEHT0000pOTa OpraHU3aliH
2.5. Coop unbDOpMAIHH IS
OTYCTHOW JOKYMCHTAIMU

2.6. Omnpenenenue npodiieM u

2.7. CocTaBneHrEe OTICTHBIX
JTOKYMEHTOB TI0 TIPONU3BO/ICTBEHHOI
MIPaKTHKE M MMOJITOTOBKA K

3amure/ qud.3adery.

3 3aKIIOYATENbHBINA JTAIT: 2

3.1 KOHcyHBTaHI/IH KoHcynbTupoBanue 00yJ4aronuxcs ]
110 MOPSLAKY IPOXOKACHUS
IIPOMEXKYTOYHOH aTTeCTalluy B
¢dopme aud.3auera (3amuTa
OTYETHOW JOKYMEHTAIINH):
BO3MOJKHBIC TUTIOBEIC OITHOKH,
coOmoIeHre TAMMUHTa, KPUTCPUH
OIICHUBAaHMS PaOOTHI U Ip.

3.2 | IlpomexxyTouHast arTecTanus B 3amuTa OTYCTHOMH JOKYMEHTALHH 1O 1
dbopme auddepeHIHpOBaHHOTO npousBoJcTBeHHON mpakTuke I11.01
3a4ycra

3. KoHTpo.b M olleHKA Pe3yJIbTATOB 0CBOECHHS MPAKTHKH

Texkymmii KOHTPOJb YCHEBAEMOCTH W TPOMEXKYTOYHAsl arTecTalusi OOYyJaloImuXcs B pPaMKax
NPOM3BOJICTBEHHON MPAKTHKH OCYIIECTBIAIOTCA C TNPUMEHEHHEM OIICHOYHBIX MAaTepUaIOB I10
npodeccrnoHaabHOMY MOy 0 (mpuinoxenne Ne 1 - Ne 2 k pabGoueii mporpamme npogeccnoHaIbHOTO
MOJIYJIs1), BKITFOUAIOIIHUX OTKPBITYIO (JOCTYITHYIO K OIYOJIMKOBAHUIO) U 3aKPBITYIO (HE pa3MeniaeMyro B
CBOOOJTHOM JIOCTYIIE) YaCTH.

4. YciaoBuS peain3alii MPaKTHKH

4.1. YueOHo-MeToAMYecKOe U MHGOPMALMOHHOE o0ecnieyeHUe peaTu3alui NPAKTUKH

4.1.1. OcHoBHas JUTEpPaTypAa:

1.I'pozoBa, O. C. Jlenonpou3BOACTBO: YUeOHUK JIsi CpeHero npodeccuoHaibHoro oopasosanus / O.
C. I'po3oBa. — 2-e uzn. — Mocksa: M3narensctBo FOpaiit, 2025. — 131 ¢. — (IlpodeccuonansHoe
oOpa3zoBanue). — ISBN 978-5-534-15986-8. — Tekcr: anexTpoHHbIl // OO6pa3oBarenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563440 (nara obpamenus: 11.02.2025).

2. loponuna, JI. A. JIoOKyMEHTAaIlMOHHOE OOECIeueHUe YIpaBiICHUs: YYEOHUK M TNPAKTUKYM IS
cpennero nmpodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n., nepepad.
u jgon. — Mocksa: UznatensctBo HOpaiit, 2025. — 270 ¢. — (IIpodeccronansnoe obpazoBaHue). —
ISBN 978-5-534-16017-8. — Tekcrt: snexTpoHHsIii / O6pa3oBarenpHas miatdopma FOpaiit [caliT]. —
URL: https://urait.ru/bcode/563264 (nara obpamenus: 11.02.2025).

3.l0yBanoBa, H. H. OcHOBBI Jenonpou3BOACTBa: y4eOHUK AJIsi CpPEAHEro MnpodecCHOHATBHOTO
obpazoBanus / H. H. Illysanosa, A. FO. UBanoBa; non o6meii penakuueid H. H. lyBanoBoit. — 3-e
u3M., nepepad. u mon. — Mocksa: UznatensctBo HOpaiit, 2025. — 355 c. — (IlpodeccuonanvHoe
obpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anexTpoHHbIi / Ob6pa3zoBarenbHas miardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/560787 (mara obpamenus: 10.02.2025).

4.1.3. CoBpemeHHble npodeccHOHATbHBbIC 0a3bl JaHHBIX M HMHG(OPMAIMOHHBIC CIIPABOYHbIC
CHUCTEMBI:
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1.Ky3nenos, 1. H. JlokymeHTanmoHHOE 0O€CTIeueHUE YIIPABICHHS IIEPCOHAIOM: YU€OHHUK U IPAKTUKYM
IUTsE cpenHero npodeccuonansHoro oopazosanus / M. H. Ky3nenoB. — 3-e u3z., nepepad. u mom. —
Mocksa: U3natenbctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonansnoe oopazosanue). — ISBN 978-
5-534-09155-7. — Texkcr: anekrponnbiit // ObpazoBatenbHas miardgopma FOpaiit [caiir]. — URL:
https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).

2.bsnt, B. C. JlokymeHTanmoHHoe obecriedeHue ynpasieHus. KOpuandeckas TeXHUKA: YISOHUK st

cpenHero npodeccuonansHoro oopazopanus / B. C. bsuir. — 3-e usn., ucnp. u gon. — Mocksa:
WznatenscrBo Opaiit, 2025. — 89 ¢. — (IlpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-
16132-8. — Tekcr: anekTpoHHbId // OOpazoBarenbHas mnargopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/564505 (nara obpamenus: 11.02.2025).

3.llemenkoBa, C. . ApxuBoBeaenue. cropus apxuBoB Poccuu ¢ ApeBHEMMX BpeMeH 10 Hayana XX
BeKa: yueOHHMK ajsi cpeaHero npodeccuonansuoro obpazosanus / C. U. llemenkoBa; mox HayqHOU
penaknueit JI. H. Ma3yp. — Mocksa: U3narensctBo FOpaiit, 2025. — 128 c. — (IIpodeccuonanpHoe

oOpa3zoBanue). — ISBN 978-5-534-12086-8. — Tekcr: anexTpoHHbii // O6pa3oBarenbHas miardopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/565795 (nara o6pamenus: 11.02.2025).

4.2. JIulleH3MOHHOEe M CBOOOJHO pacnmpocTpaHsieMoe NMPorpaMMHoe ofecrieyeHne, B TOM 4YHcje
0TeYeCTBEHHOT0 MPOU3BOICTBA
LibreOffice, urardopmer: Sunekc. Meccenmkep, Annekc. Tenemoct, antuBupycuoe I10 Kaspersky.

4.3. MaTepua/ibHO-TeXHUYECKOe o0ecrevyeHue peajn3auu NPaKTUuKH:

[TpakTka B (hopMe MpaKTUYECKOW MOATOTOBKH oOpraHuzyercs HemnocpeactseHHo B ®PI'AOY BO
«TromMeHCKUI rocy1apCTBEHHBIN YHUBEPCUTETY. [[7151 3TOr0 MpelyCMOTPEHBI CIICTYIOIIHE CIIEIIUAIbHbIE
MIOMEIICHUS:

JlaGopatopust opranuzaiy paboTel ¢ JOKYMEHTaMH, CUCTEM JIEKTPOHHOTO IOKYMEHTOO0O0pOTA.
OcHoBHOE 00OpyIOBaHHME: CTOINBI, CTYNbs, pabouee MecTO IMpemnojaBaTels, I0CKa ayAuTOpHasl.
TexHudeckue cpencTBa OOyUEHHs: TMEPCOHAIBHBIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTEIb,
KOJIOHKH, YKPaH.

[Iporpammuoe obGecneuenue: miathopma Angexc 360 (TenemMocT, MeCCEHIKEp), ONepalOHHAS
cuctema AnsT ObpazoBanue, oducHeli maker Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBbie Opaysepbl Chromium, fumekc bpayzep. OOGecnieueno mnpoBogHoe mnonkmouenue [IK
nokanbHOM cetn u cetu UuTepHer, OBC, anekTpoHHO-00pa3oBaTeNbHON cpefie, K COBPEMEHHBIM
npodeccuoHanbHbIM 0a3aM JaHHBIX U UHGOPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

KaGuneT 17151 mpoBeieHNs TPYIIOBBIX U WHANBUAYAIBHBIX KOHCYIbTAIUH.

OcHoBHOE 000pyIOBaHUE: CTOJBI, CTYJNbs, pabodyee MeCTo MpernogaBaTelisi, J0CKa ayAUTOpHas.
TexHudeckue cpencTBa OOy4YeHHUS: TMEPCOHANIBHBIM KOMITBIOTEP, MPOEKTOP, 3BYKOBOW YCHIIHUTEINb,
KOJIOHKH, DKpaH.

[IporpammHoe oOecrieueHHe: YCTAaHOBJICHO JIMIIEH3MOHHOE W CBOOOJHO pacmpoCTpaHsieMoe
MporpaMMHOE OOECTIeYeHHEe, B TOM YHCIE OTEYECTBEHHOTO NPOU3BOACTBA: SHIekc.MecceHnmxkep,
SAnnexc. Tenemoct u SAnnekc./luck, antuBupycnoe I[1O Kaspersky; FAR manager, opucHsii maker
LibreOffice. O6ecnieueno mposoanoe noakimrodenue [1K k nokaneHo# cetn u cetn UuTtepner, SbC,
ANIEKTPOHHO-00pa30BaTENIbHON Cpelie, K COBPEMEHHBIM TNpodecCHOHATbHBIM 0a3aM JaHHBIX |
WH()OPMAITMOHHO-CTIPABOYHBIM CHCTEMAaM.

KaGuner 17151 mpoBeieHrs: IPOMEKYTOUHOM U UTOTOBOW aTTECTALIUU.

OcHOBHOE O0O0OpyAOBaHHWE: CTOJBI, CTYyJdbsi, pabodee MeCTO mMpernojaBaTess, I0CKa ayJuTOpHas.
TexHuueckue cpeincTBa OOyUeHHS: MEPCOHAIBHBIE KOMITBIOTEPBI, MPOEKTOP, 3BYKOBOH YCHIIUTEIb,
KOJIOHKH, DKpaH.
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[IporpamMHOe oOecrieyeHHe: YCTAaHOBJICHO JIMIIEH3MOHHOE U  CBOOOJHO  paclpocTpaHsieMoe
IporpaMMHOE OOecledeHrne, B TOM 4YHCIEe OTEYECTBEHHOTO MpOW3BOACTBA: SHmexc.MecceHmxep,
SAunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opuchblii maker
LibreOffice. O6ecnieueno npoBoanoe noaxiarodenne 1K k mokaneHo# cetn u cetn Untepuer, IbC,
AIIEKTPOHHO-00PA30BaTEILHON Cpe/ie, K COBPEMEHHBIM MPOQPECCHOHATBHBIM 0a3aM JaHHBIX U
UH(POPMALIMOHHO-CITPABOYHBIM CHCTEMaM.

Kabuner 1715 opranu3anyy caMOCTOSTEIbHON H BOCIIUTATEIbHONW PaOOTHI.

OcHOoBHOE 000OpyZOBaHME: CTOJIBI, CTYJbsl, paboyee MECTO NpenojaBaTessi, JOCKa ayJUTOpHAas.
TexHuueckue cpencTBa OOyUeHHS: MEPCOHAIBHBIE KOMITBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHIIUTEIb,
KOJIOHKH, DKPaH.

[TporpamMHOe oOecrieueHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO  paclpocCTpaHsieMoe
IporpaMMHOE OOECIeYeHHe, B TOM YHCJIE OTEYEeCTBEHHOTO MpPOM3BOACTBA: SHIexc.MecceHmxep,
Aunnexc. Tenemoct u SAnpexc./luck, antuBupycnoe 110 Kaspersky; FAR manager, opuchsiii nmaker
LibreOffice. O6ecnieueno npoBoanoe noakarodcane [1K x mokaneHo# cetn u cetn UnTteprer, IbC,
3JIEKTPOHHO-00Pa30BaTENIbHON Cpefie, K COBPEMEHHBIM NPOQecCHOHAIbHBIM 0a3zaM JaHHBIX U
MH(}OPMaLMOHHO-CIIPABOYHBIM CHCTEMaM.



[punoxenne Ne 1 k paboueit
porpamMme MpaKkTUKH

OLHEHOYHBIE MATEPHUAJIBI 110 TIPAKTUKE
IIpousBoaCTBeHHAS MPAKTHKA
IIpousBoacrBenHas npakTuka (TexHosornyeckasi mo npogecCHOHAIbHOMY MOYJIIO:
AOKYMEHTHPOBAHME YIIPABJIEHYECKOI 1eATeJIbHOCTH H OPraHu3anus padoTsl ¢ JOKYMEHTAMM)
OTkpbITas 4acTh

CucremMa OLleHUBAHUSA
[TpomexxyTouHast aTTecTaius o mpon3BoacTBeHHON nmpakTuke [111.01 B cooTBeTCTBUM ¢ Y4eOHBIM

IUTAHOM TIpenycMOoTpeHa B ¢opMe nuddhepeHIMpPOBAaHHOTO 3a4eTa, KOTOPBIA MPoBOIUTCS B (popmare
3aIIUTBl  OTYETHOM JTOKYMEHTAllMW, TWPEJICTABICHHON CTYJACHTOM 10 HWTOraM MPOXOXKICHUS
MIPOU3BOJICTBEHHON TTPAKTHKH.

1. ITacnopT OLEHOYHBIX MATEPHAJIOB

Oransl MpaKTUKU OueHouHbIe Kox u ¢popmymnmupoBka Kpurepun
MaTCpHaJIbl KOHTpOJ'Ipr@MOfI OLICHHUBAaHUA
(8101 U KOIUYECNB0) KOMITCTCHIINH
JuddepeHunpoBaHHblii 3a4eT, 3ammra oT4eTHOU IIK 1.1. OcymecTBnaTh ConepxaTeIbHOCTh U
2 cemecTp JIOKYMEHTAIUH I10 IIpUeM, IEPBUIHYIO Ka4ecTBO
MIPON3BOJICTBEHHOM 00paboTKy M pEerucTpaLyio | MpeacTaBIeHHON
npakrtuke [111.01 OCTyHaruiei OTYETHOM
KOPPECTIOHICHIIUU B TOM JIOKYMEHTAIUH I10
YHCIIe C UCIIOJIb30BaHUEM I1I1.01;
ABTOMATH3MPOBAHHBIX [TonHOTa OTBETOB Ha
cHCTeM; BOIIPOCHI PYKOBOIUTEIS
[IK 1.2. TlepenaBath MIPOU3BOJICTBEHHOM
JIOKYMEHTHI Ha MIPAKTHKH;
HCTIOJIHEHHE B OTcyTCcTBHE 3aMeUaHui
MOJIPA3 ICNICHHS C yIETOM CO CTOPOHBI
PEe30IIIoLHH pyKOBOJUTENIEH
pyKoBOJUTENIEH NIPaKTHUKU;
opraHusalnuy; OTtcyTCcTBHE/HAINYHE
IIK 1.3. OcymecTBaaTb MIPOITYCKOB
KOHTPOJIb UCTIOJTHEHUS MIPOMU3BOJICTBEHHOM
JIOKYMEHTOB B MIPaKTHKH 0e3
OpTaHM3aINH{, B TOM YHCIIE | YBAXHUTEIHHOM
C MCTOJIb30BaHUEM TIPUYUHBI;
ABTOMATH3MPOBAHHBIX OcBoeHue BHa
CHUCTEM; JIeSITeTbHOCTH
IIK 1.4. Bectu 6a3b1 npodeccnoHaTEHOTO
JIaHHBIX JIOKYMEHTOB moxaymst [TM.01
OpraHu3aINe U
CIPaBOYHO-
“HGOPMAIMOHHYIO PaboTy
0 HUM;
[IK 1.5. OcymecTBuarb
00paboTKy, perncTpanuio
U OTHPaBKY UCXOASIIEH
JIOKyMEHTaIIH aJipecaram,
B TOM YHCIIE C
HCTIONB30BaHUEM
ABTOMAaTH3UPOBAHHBIX
CHCTEM;




IIK 1.6. OcymecTBiATh
COCTaBJIEHHE U
odopmIICHHE CITYKESOHBIX
JIOKYMEHTOB Ha OCHOBE
TpeOoBaHUIT COBPEMEHHBIX
HOPMATHBHBIX MPABOBBIX
AKTOB.

IIK 2.1. OcymecTBiATh
pa3paboTKy U BeIeHUE
HOMEHKJIATYPHI AET
CTPYKTYPHOTO
TIOIpa3IeIIeHIS

I1K 2.2. ®opmupoBaTh
Jiefia B COOTBETCTBHH C
HOMEHKJIATYypOH JIel U
npaBUJIaMA
(dbopMupoBaHus A€l

[IK 2.3. OcymiecTBiaTh
TEKyIllee XpaHeHHE, YIeT 1
HCTIOJIB30BaHUE JEIT
(mOKyMeHTOB)

[IK 2.4. OcymecTBaaTh
AKCHEPTHU3Y EHHOCTH
JTOKYMEHTOB, BECTH O0TOOP
JIOKYMEHTOB Ha XpaHEHHE
W YHUYTOXKECHUE,
JIOKYyMEHTHPOBATh paboTy
SKCHEPTHON KOMUCCHU
IK 2.5. Odopmiars nena
MIOCTOSTHHOTO U
JTIOITOBPEMEHHOTO CPOKOB
XpaHeHHs IJIs TIepelavd B
apXUB OpTraHU3aLUN

IIK 2.6. CocTaBnatb
OTIHCH JIeJT IOCTOSTHHOTO 1
JIOJITOBPEMEHHOT'O CPOKOB
XpaHeHHUs

2. TunoBble OLIEHOYHbIE MATEPUAJIBI

MI1.01 [7lpouzeoocmeennas npaxkmuka (Texwmonoeuuweckas no npogheccUoHaAIbHOMY MOOYIIO!
OOKYMEHMUPOBAHUE YNPABIEHUECKOU 0esiMelbHOCMU U OP2AHU3AYUsL pAOOMbL ¢ OOKYMEHMAaMU)
Ouenounoe cpeactso 1.

Bun: /lneBHuK npoxoxxaeHus npakTuku (Ilpuioxenne 1)

Kparkasi xapakrtepucruka: J[HEeBHHUK o0QOpMIIIETCS Ha PYCCKOM sI3BIKE COTJAcHO 00pasiy,
NPEJCTaBICHHOMY B MIPUIIOKEHUU 1. YTBepKaaeTcsi pyKOBOAUTENIEM TPOU3BOICTBEHHOMN MPaKkTUKHU. B
JTHEBHHUKE TPAKTHKAHT BEJET 3alMCH O BHJAX padoTax B MEPHUOJ MPOXOXKICHHS MPAKTHUKH COTIIACHO
nporpamme rnpousBoacTBeHHou npakTuky [1I1.01. 3anucu ynocToBepstoTcss pyKOBOIUTENEM MPAKTUKH.
3amucu 0 BBIMTOJHEHHBIX paboTax, JOJDKHBI COOTHOCHUTHCS C BHAaMHU paloT, yKazaHHBIX MPOTpaMMe
[TI1.01. CayXuT CpeACTBOM TEKYLIEr0 JOKYMEHTHPOBAHUS X0/1a BBIIIOJHEHUS 3aJJaHNs Ha MTPAKTUKY.

OueHo4Hoe cpecTBO 2.

Bua: XapakrepucTuka pyKoBOAUTE/ISI IPAKTUKHU OT NPO(PHIBLHON OPraHU3alMu — MecTa
npoxosxaeHus npakTuku (Ilpuioxenue 2)

Kparkas xapakrepucruka: XapakTepucTuka oQopMIISIETCS Ha PYCCKOM SI3bIKE COTJIaCHO oOpasiy,
IIPEJICTABIICHHOMY B NPUJIOKEHUHU 2. XapaKTEpUCTUKA COJAEPKUT JaHHBbIE O NPAKTUKAHTE, KPATKO
ONKCHIBAET OCBOEHHbIE KOMIIETEHIIMM 32 NEepUOJ TPOXOXKICHUS NPAKTHKH. YTBEpKaaercs
PYKOBOJUTENEM MTPAKTUKH OT MPO(UIBHOIN OpraHu3aiuu.
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OueHouyHoe cpeacTso 3.

Buja: OT3bIB pykoBOAUTEISI NPAKTUKHU OT 00pa3oBaTte/ibHOi opranusauuu (Ilpunoxenue 3)
Kparkas xapakrtepucruka: OT3bIB OQOpMIISETCS HAa PYCCKOM S3BIKE COTrJIacHO oOpasiry,
HpGI[CTaBJIeHHOMy B HpI/IHO)KeHI/II/I 3 OT3BIB COI[ep)KI/IT JOAaHHBIC O HpaKTI/IKaHTe, KpaTKO OIINCBhIBACT
OCBOCHHBIC KOMIIETCHIIMH 3a TEPHUOJ] TPOXOXKICHUS TMPAKTHKU. YTBEPKIACTCS PYKOBOIUTEIEM
MIPaKTUKH OT 00pa30BaTEIIbHOM OpraHU3aIiy.

OueHouyHoe cpeacTso 4.

Bua: Otuer o npoxoxxaenuu npaktuku (Ilpunoxenue 4)

Kparkas xapakrepucruka: Otuer odopMiseTcss Ha pPYCCKOM S3bIKE€ COINIaCHO o00pasiy,
yrBepkaeHHOMY B YHuBepcurere/MMKomnemke. B oTuere yka3pIBalOTCS KpaTKOE ONMMCAHUE MECTa
IPaKTUKH, OOLIME CBEACHMsI O MpOJeaHHOM padoTe B paMKax MPAaKTUKH, OCHOBHBIE PE3YJIbTaThl
NPAaKTUKU, aHAJIN3 PE3yIbTaTOB MPAKTUKH, CIIMCOK UCTOYHUKOB U JIUTEparypsl. Ecnu npakTika Obuia
IpyNIIOBOH, HEOOXOIMMO yKa3aTh O BBIMOJIHEHUH KaK MHAWBUIYAJIbHOTO, TaK U IPYIIIOBOTO 3aJJaHHUS.
Otuer yTBEpkKAaeTCs PYKOBOAUTEIEM MPAKTUKH.

TpeGoBanus K 0TYETY 0 IPOXOKACHUH NPAKTHKH

1. Otyer O MNPOXOXKIECHUU MPAKTUKU TOANMCHIBACTCS PYKOBOAMUTEIEM NPAKTHUKUM OT MECTa €€
IIPOXOKICHUS U 3aBEPSAETCS COOTBETCTBYIOIEH TIEYATBIO.

2. OTueTr 0 MPOXOXKICHUM IMPAKTHKU COCTABIIAETCS MHIMBUIYATbHO KaXK/IbIM CTYIEHTOM M JOJDKEH
OTpakaTb NPOJETAHHYI0O MM pPaboTy, MOJyYEHHbIE 3HAHMs, NMPUOOPETEHHbIE HABBIKM M YMEHWUS,
OCBOCHHBIE TMPO(eCcCHOHAIbHBIE KOMIIETEHIIMH. B KadecTBe MPUIOKEHWH K HEMY IOJDKHBI OBITH
IpEeCTaBICHbl KOMHMM, 00pa3lbl JOKYMEHTOB, KOTOPbIE COCTABJII JIMOO B COCTAaBJIEHUH KOTOPBIX
IPUHUMAJ YYacTHE CTYJEHT BO BpEMs IPOXOXKIECHUS IPAKTUKU.

3. O6beM oTyeTa 3aBUCUT OT 00BbEMa BBIIOJIHEHHOW BO BpeMs HPOXOXKIACHUS NMPAKTHKH pPaOOTHI.
OntuManbHbBIM 10 00beMy cuuTaercs otdeT Ha 10-15 cTpanuax MammHOMMUCHOTO TekcTa (0e3
IIPUJIOKEHUI ).

4. OTyeT COCTOUT U3 CIEIYIOIINX Pa3/IeioB: BBEACHNS, OCHOBHOM YaCTH U 3aKJIIOUEHUS.

BBeneHne AOKHO pacKpbiBaTh LIEIW U 337a4d NPAKTHKU MPHUMEHUTENIBHO K MECTY IPOXOXKIACHMS
MPAKTHKH.

B OCHOBHOM 4acTM [JOJDKHBI pAacKpbIBaTbCsl OPraHM3allMOHHO-IIPABOBBIE OCHOBBI ~ cTaryca
OpraHU3aLUN/TPEIPUITUS U €€ MPOPHIbHON AeATeIbHOCTU. B 3TOMN CBSA3M JaeTcsl XapaKTepHUCTUKa
HOPMAaTUBHO-TIPAaBOBBIX ~ aKTOB,  PETrJAMEHTHPYIOIIMX  CTaTyc U TOpANOK  paboTHI
OpraHu3alN/TIPEIPUITUS; pACCMATPUBAIOTCS CTPYKTYpa, GQYHKIUHU U 00IMEe HANpaBJIeHUs pabOThI,
a TaKk)Ke aHAIM3UPYIOTCS OCHOBHBIE MTPOOJIEMBI B J1€ATEIILHOCTH.

B ocHOBHOIl wacTH ONUCHIBAIOTCS BHJBI PaOOT, BBHIMONHIBIIMECS MPAKTUKAHTOM, IOJIYYEHHbIE
pe3yibTaThl, MPHOOpPETEHHbIE 3HAHMSA, HABBIKM M YMEHHs, OCBOCHHBIE IpodeccHoHalIbHbIE
KOMIIETEHIIUH.

B 3axmoueHnn GopMynupyroTcst 00IIHe BBIBOJIBI O IEITETbHOCTH OpraHU3allMH/TIPeIPUATHS, a TAKXKe
JAIOTCS TPAaKTHUYECKHE PEKOMEHJAIMU T0 COBEpPUIEHCTBOBAHUIO IMPABOBBIX, OPraHU3AIlMOHHBIX,
HYKOHOMUYECKHUX, COLIMATIBHBIX aCIIEKTOB JESATEIBHOCTH.

5. Odopmnenue oryeTa: TEKCT OTYETa CIEAYyeT IedyaTaTh, COOMIOAAs CIEMYIONNE pa3Mephl MOJCH:
npaBoe — 10 MM, BepxHee — 20 MM, sieBoe U HIkHee — 20 mm. Tekcr oTdera nevaraercs yepes 1,5
MHTEpBaJia, BHIpaBHUBAaHMUE TEKCTA MO MHUPUHE, ad3anHblii oteTym 1,25 cM, ab3anHbIil naTepBai — 0 nr.
HIpudt — OO6brunbii, Times New Roman, pasmep mpudrta — 14. Crpanuusl paboThl ciexyer
HyMmepoBaTh apabckumu uudpamu. Ha tutynbHOM nucre nudpa 1 He craBUTCA, Ha ClenyrolIeH
CTpaHHIle npocTaBisgercs udpa 2. Homep cTpaHuIbl mevaraercs B MPAaBOM BEpXHEM YINIy MOJIS
CTpaHUIIBI 0€3 KaKUX-THO0O0 JOTOTHUTEIBHBIX 3HAKOB (TOYKH, TUPE).

OueHouyHoe cpeacTno 5.
Bua: 3amura 0TYeTHOM JOKYMEHTAIMHU, TOITOTOBJICHHOM 00yJaronMcs B IEPUO]T TPOU3BOICTBEHHOM
npaktuku I1I1.01.
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Kparkas xapaktepucTuka: 3ammra OTYSTHOM JOKYMEHTAIIUU HAMpPABIICHA HA ONPEJCICHUE YPOBHS
OCBOCHHS BBIITYCKHUKOM MaTepHalia, MpeIyCMOTPEHHOro oOpaszoBarelibHOM mporpammoit mo MJIK
01.01/MK.01.02, yuebnoit nmpaktuku YIL.Ol u ctenmenu chopMHUpPOBAaHHOCTH NPO(HECCHOHAIBHBIX
YMEHUW M HABBIKOB, OCBOCHHUS MPOQPECCHOHAIBHBIX KOMIIETCHIIMM MyTeM IPOBEICHHS SKCIIEPTHOM
OIICHKH MMOATOTOBJICHHON 00YYaIONIMMCSI OTYETHOW JJOKYMEHTAINH, €€ 3aIUTHl U OTBETOB HAa BOIPOCHI.
Kpurepun oueHuBanms:

e CozepkaTesbHOCTh U Ka4e€CTBO MPEACTaBICHHOM 0TueTHOM NokyMeHTanuu 1o [111.01;

e [losHOTa OTBETOB HA BOMPOCHI PYKOBOJMUTEIIS MPOU3BOICTBEHHON ITPAKTHKH;

e OTtcyTcTBHE 3aMEUaHU CO CTOPOHBI PYKOBOJIUTENIEH MTPAKTUKH;

e OTtcyTcTBHE/HATMYHE MPOMYCKOB MPOU3BOJACTBEHHOMN MPAKTUKU 0€3 YBAXKUTEIHLHOW MPUYUHBI;

e (OcBoenue BUA AeATEIbHOCTH MpodeccuoHanbHoro Moy [IM.O1.
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ITpunoxxenue 1
Obpasey ogopmnerus u cmpyKmypbi
OHeBHUKA NPOXOHCOCHUSL NPAKMUKU

MUHHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALINU
denepaibHOE TOCYAAPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEIKICHUE
BBICIICTO O6pa30BaHI/I$I
TIOMEHCKUI T'OCYJAPCTBEHHBII YHUBEPCUTET
KOJ‘IJ‘ICI[)K HCKYCCTBECHHOI'O MHTCIJICKTA, KPECATUBHOI'O MBIINIJICHUSA U MaCTEPCTBA

JHEBHHUK
npoxo:xaeHus npousBoacreennoi npaktuku II1.01 IIpouzeoocmeennas npakmuxa
(Texnonozuueckasn no npogheccuonHaIbHOMY MOOYII0: OOKYMEHMUPOBAHUE YRPAGIEHYUECKOIL
0esamenvbHOCImU U OP2AHU3AUUA PAOOmMbl ¢ 0OKYMEHmMAaMU)

1. ®.1.0. obOyuaromerocs

2. Ilpodeccus ,Kypc __, rpynna

3. Mecto npoxoxaenus nmpousBoacTBeHHoM npaktuku [1I1.01 Ilpouzeoocmeennas npaxmuxa
(Texnonozuyeckas no npogheccuoHaIbHOMY MOOYII0: OOKYMEHMUPOBAHUE YNPABIEHUECKOU
desimenbHOCMU U OpeanHu3ayusi pabomol ¢ OOKYMeHmMamu).

(HaI/IMeHOBaHI/IC, aapeC, KOHTAKTHBIC TCHC(I)OHBI)

4. PykoBoauTeNb IPAKTUKUA OT 00pa30BaTeIbHON OpraHU3aliu:

(®.1.0., koHTaKTHBIN TenedoH)
5. PykoBoauTenb MpakTUKX OT TPO(UIHLHON OpTaHU3aI[MH — MECTa MPOXOKICHUS MPOU3BOICTBEHHOM
npaktuku [1I1.01 Ilpouzsoocmeennas npakmuka (Texnonoeuueckas no npogeccuoHarbHoMy MOOYIIO!
OOKYMEHMUpOoBanue YynpasieHieckoli 0essmelbHOCMU U Op2aHUu3ayus pabomsi ¢ OOKYMEeHmamu,):

(®.1.0., koHTaKTHBIHA TenedoH)
6. Cpoku mpoxoxaeHus: Npon3BoACcTBEHHOM npakTuky [111.01:

cC«__» 20 r.mo« _ » 20 1.
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Cooepoicanue OHe8HUKA

1. KanenaapHslii 11aH MIPOXOXKAEHUS Tpou3BoAcTBeHHOM npakTuku I1I1.01:

Bun nestenbHOCTH, BBIMOTHIEMBIE pA0OTHI
pasaen nporpaMMbl TPaKTUKH

CpOKI/I BBIINNOJIHCHUA

2. ConepxaHue NPaKTUKU:

ConeprkaHue BbITTOTHEHHON

OTtMmeTKa O BBIIOJHEHUHU
PYKOBOJUTENS OT NPOPUIBHOM

Jara paboThl B TeueHue padbouero
- OpraHHM3alH — MeCcTa
POXOXKJICHUS IPAKTUKU
PykoBoauTens npakTUKu
OT po(UIIbHON OpraHU3aIH —
MecTa MPOXOKICHUS IPAKTUKU: / /
(moamucek) (pactmpoBKa MOIITUCH)

Ileuatn

Hara
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ITpunoxxenune 2

Obpasey ogopmnerus u cmpyKmypbi

Xapakmepucmuku pyKosooumessi NPaAKmMuKyu om npo@duibHoU oOpeanu3ayuu
- Mecma npoxoxcoeHus NpaKmuKu

XapakrepucTuka
pyxoBoauTeisi npou3BoacTBeHHoi npakTuku II1.01 IIpouzeoocmeennasn npaxmuxa
(Texnonozuueckan no npogheccuonHaIbHOMyY MOOYII0: OOKYMEHMUPOGAHUE YRPAGIEHUECKOU
0esamenvHOCmU U OP2AHU3ayus padoomol ¢ 00KyMeHmamu)
oT

(HauMeHOBaHUE MPOPIIBHON OPTaHU3AlUY - MECTa TPOXOXKICHUSI IPAKTUKHU)

Ha 00yYaronerocs Kypca, mpodeccuu

(®.1.0 obyuaromierocs)

I. OuneHka CTeNeHW BBIIOJHEHHS MporpamMmbl  Opou3BoACTBeHHOM mpaxtuku III1.01.
Ilpouszsoocmeennas npakmuxa (Texnonoeuveckas no NpPo@eccUOHANbHOMY — MOOYIIO:
O0OKYMEeHmMUpoB8aHue ynpasieHuecKol 0esameibHOCmuy U op2aHu3ayus pabomel ¢ 0OKyMeHmamil)

2. Oyenka ypoHs n0020mMosKu CMyOeHma K npaKkmu4eckou pabome.

OreHKa TMYHOCTHBIX KaUeCTB MPAKTUKAHTA, €r0 YMEHUN U HaBBIKOB, TPO(HeCCUOHATLHOM

KOMIIETCHTHOCTH

(O8]

PykoBoautens npousBoacTBeHHoU npaktuku [111.01:

(momxHOCTH, ©.1.0., moanuce)
IleyaTts

Jara
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ITpunoxxenue 3
Obpaszey ogopmnenus om3viea
PYKO80OUmMeNs NPAKMUKU Om 00pa308amenbHol OpeaHU3AYUY

MUHHCTEPCTBO HAVKU U BBICILLIET'O OBPA3OBAHIS
POCCUNCKOU ®EJEPALINU
denepanbHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUPEIKICHNE
BBICIIET0 00pa30BaHUs
TIOMEHCKUI1 TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJJICKTA, KPCATUBHOI'O MBIIIJICHUS U MAaCTCPCTBA

OT3bIB
pykoBoaures npoussoacrsenHoil npakruku II1.01 IIpoussoocmeennas npakmuxa
(Texnonozuueckas no npogheccuonanbHomy mooynio: 0OKyMeHmMuposanue ynpasieH4ecKoi
0esamenvHOCImU U OP2AHU3AUUA PAadOmbvl ¢ 0OKYMEHmMamu)

0 MPOXO0KJIECHUH MPAKTUKU 00YyHaAIOIIUMCS Kypca, mpodeccuu

(®.N.0 crynenra)
1. O1ieHKa CTETeH!U BBITIOJIHEHUS IIPOTrPaMMBbI IPOU3BOICTBEHHOM mpakTuku [111.01
IIpoussoocmeennasn npakmuxa (Texnonrocuueckas no npogheccuoHaIbHOMY MOOYVIIO:!
OOKYMEHMUPOBanue YNpasienyecKol 0esimelbHOCmU U OpeaHu3ayus pabomsl ¢

O0OKYMeHmamu).

2. OueHka oT4eTa 0 MPOXOXKACHUH MTPou3BoIcTBeHHOM mpakTuku I1I1.01.

PykoBoautens npousBoacTBeHHoOU npakTuky [111.01:

(momxHOCTH, ©.1.0., moanuce)

Jara
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[Tpunoxenue 4
Obpazey mumynvHo2o a1ucma omuema
0 NPOXOHCOEHUU NPOU3BOOCEEHHOU NPAKMUKU

MUHHCTEPCTBO HAVKU U BBICILLIET'O OBPA3OBAHIS
POCCUNCKOU ®EJEPALINU
q)ez[epanLHoe TOCYyJapCTBEHHOEC aBTOHOMHOC 06pa30BaTeJ‘IBHOG YUpPEKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKUI1 TOCYJJAPCTBEHHbBI YHUBEPCUTET

KOJIJICI[)K HCKYCCTBCHHOI'O MHTCJUICKTA, KPCATUBHOI'O MBIIIJICHUSA U MaCTCPCTBA

OTYET
0 npoxoxkaenun npousBoacTBenHoi npakruku II1.01 Ilpouszsoocmeennas npakmuxa
(Texnonozuueckan no npogheccuonaIbHOMY MOOYII0: OOKYMEHMUPOBGAHUE YRPABIEHUECKOTL
0eaAmenIbHOCIMU U OP2AHU3AUUA PADOMBL C OOKYMEHMamu)

o0yyaromumcs IPYIIIIBI Kypca, npodeccun

dbopMbI 00yueHHS

(®.11.0.)

Pexomennyemas oneHka
OT oprasa (opraHu3alum) —
MecTa MPOXO0KAeHUS Mpon3BoAcTBeHHON npakTuku [111.01

PykoBoauTenb npakTHUKU PykoBoauTenb npakTHUKu
OT MPOGUIBLHON OpraHu3aluu — OT 00pa3oBaTEIBLHON OpraHU3aluN
MecCTa MIPOXO0XKIECHUS POU3BOICTBEHHOU
npaxtuku I1I1.01
(®.1.0) (®.1.0)
(moamuce) (moamuce)
nevyaTh

Tromens, 20



OI'AOY BO «TromeHcKHil rocy1apCTBEHHBIN YHUBEPCUTET
Komneax nckyCCTBEHHOIO MHTEIJIEKTA, KPEATUBHOTO MBILIUIEHUS] U MacTEpPCTBA

YTBEPXIEHO
3amecTuTeNieM TUPEKTopa
KOJUIEKA

Hy6posunoii T.JI.
PA3PABOTYUK()
beipaun E.H.

Hy6posuna T.JI.

IIpousBoacTBEHHASI MPAKTHKA
IIpousBoacrBennasi npaktuka (TexHonornyeckas o npoeccHOHAIBLHOMY
MO/YJIIO: OPTraHU3AIUsl TEKYIIero XpaHeHUsl JOKYMEHTOB H IMOAr0TOBKA /e
JJIS TIepelavd B APXUB)
Pabouas nporpaMMa npakTuKu
[Ipodeccus: 46.01.03 [enonpouzsooumens
HaNpaBJIEHHOCTD: /enonpouszsooumens
dhopma 00yueHHs ouHasl
S3BIK PEATTU3ALIH: PYCCKULL

Tromenn, 2025



1. Ilnanmpyembie pe3yJibTaThI

pe3yabratamu ocsoenuns OIl CITIO

OCBOCHHA IIPAKTHUKH,

COOTHeCEHHbIe ¢ TpedyeMbIMH

Konpr Hasbixn
. 3HaHuA Ymenus N

KOMIIETEHIIA N (IpaKTHYECKHIA OTIBIT)
IK 1.1; 3-1 OCHOBHBIE MONOXKEHUS V-1 npoBepsTh NPaBUIBHOCTh H-1 noxymeHTHpoBaHus u
IK 1.2; Enunol rocyjapcTBeHHOM odopmIteHHs TOKYMEHTOB; JIOKyMEHTallUOHHOU
IIK 1.3; CHCTEMBI JEJIONPOU3BOJCTBA; | Y-2 cHCTeMaTU3UPOBaTh U 00paboTKM JTOKYMEHTOB
IIK 1.4; 3-2 BuBl, QyHKIUH XPaHUTb NOKYMEHTBI TEKYILLErO KaHIEeNsApUU (apXuBa);
K 1.5; JIOKyMEHTOB, NpaBUiIa UX apXuBa; H-2 coctaBnenus u BeneHus
[IK 1.6; cocraBieHus u opopmierus; | Y-3 hopMHpOBATH CIIPaBOYHBII HOMEHKJIATYPHI e
K 2.1; 3-3 mopsaok ammapar, 00eCTIeIHBAOIITHIA CTPYKTYPHOTO
K 2.2; JIOKyMEHTHPOBAHHUS OBICTPHIN TOUCK TOKYMEHTOB; MOJIpa3eIICHUs;
K 2.3; WHPOPMALMOHHO - V-4 ocymecTBIATh S3KCIEPTU3Y H-3 npoBepku
[K 2.4; CIPaBOYHBIX MaTEPUAIIOB; JIOKyMEHTOB, TOTOBHUTH H MPaBIILHOCTH O(OPMIICHHS
[IK 2.5; 3-4 HOpMaTHBHBIE IIPABOBBIE nepeaBarhb JOKYMEHTaJIbHbIE JIOKYMEHTOB U OTMETKH 00
[IK 2.6. aKTbl, HOPMAaTUBHO- MaTepHalbl Ha XpaHEHUE B apXUB; UX UCIIOJIHEHUU IIEpe]] UX

METOJINYECKHE IOKYMEHTBHI,
roCy/lapCTBEHHbIE
CTaHJapTHI, ONpPEACIIAIONINe
MOPSIIOK
JOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBJICHHS;
3-5 BuABI HOMEHKJIATYP,
oOrmme TpeOoBaHUA K
HOMEHKJIaType, METOANKA €€
COCTaBJICHUsS U O(OPMIICHHS;
3-6 paBuiIa COTIaCOBaHUS
HOMEHKJIATypHI A€ ¢
BE/IOMCTBEHHBIMH apXUBaMHU
Y DKCTIEPTHON KOMHUCCHEH;
3-7 nopsiioK GopMUpPOBaHHS
1 0(hOpMIICHUS [eIT,
cnenupuka GOpMUPOBAHUSL
OTZAEJBHBIX KaTeroOpuii e,
3-7 npaBuia XpaHeHUs Jell, B
TOM YHCIIE C IOKYMEHTaMH
OTPAaHWYEHHOTO JIOCTYTIA;

3-8 mpaBuia BeIIAYH U
HCIIOJIB30BaHMS JOKYMEHTOB
u3 chOPMHUPOBAHHBIX €I,
3-9 mopsAA0K BBIAAUN
JIOKYMEHTOB IS
UCIIOJIb30BaHMs paOOTHHKAM
OpraHM3alNy,
HpeIoCTaBlIeHNE JOKYMEHTOB
IO 3aIpocaM BHEIIHUX
OopraHusaluii;

3-10 xpurepuu pazaencHus
JIOKYMEHTOB Ha IPYIIIIbI B
COOTBETCTBHH C IIEHHOCTHIO
nHPOPMAIH, CoAepKAIIEHCs
B HUX;

3-11 mops IOk UCTIOIB30BAHUS
THUIIOBBIX HJIH
BE/IOMCTBEHHBIX NIEpEeYHEH
JIOKyMEHTOB, OIIpe/IeIeHHS
CPOKOB XpaHEHHUsI B polecce

V-5 pa3zpabaTbIiBaTh HOMEHKIATYPY
JIeJI CTPYKTYPHOTO HOJpa3ieIeHHs.
V-6 popMynupoBaTh 3aroJ0BKH
JIeTT ¥ OTIPEAICNIATh CPOKH X
XpaHEHWUS;

V-7 opraHu30BEIBaTh padoOTy IO
(hopMHpOBaHUIO JIET B
COOTBETCTBHH C YTBEPKICHHOU
HOMEHKJIATYpOH JIeT OpraHu3aLiH;
VY-8 GpopMHpOBaTH TOKYMCHTHI B
Jielia ¢ yU4eTOM UX Crelu(uKy;
Y-9 cucrematnzupoBaTh
JIOKYMEHTBI BHYTpH JIeJIa;

V¥-10 opraHn30BBIBaTh XpaHEHHUE
JIOKYMEHTOB B IIPOIECCE UX
WCTIOJIHEHUS U TEKyIlee XpaHeHUE
WCTIOJTHEHHBIX JIOKYMEHTOB;

V-11 opraHu3oBBIBaTH pabOTy O
yueTy, XpaHeHHUIO U Mepeiadue B
COOTBETCTBYIOIINE CTPYKTYPHbIE
MOZIpa3/IeNICHNs IOKYMEHTOB
TEKYIIETO JeJIONPON3BO/ICTRA;
Y-12 npumMeHsTH
HHPOPMALMOHHO-
KOMMYHHUKAIMOHHBIE TEXHOJIOTHH
pu paboTe ¢ JOKyMEHTaMu;

V-13 ocyliecTBasTh SKCIEPTUIY
LEHHOCTH JOKYMEHTOB;

VY-14 opopMIATE JOKYMEHTHI
9KCIEPTHON KOMHCCHH;

V¥-15 rotoBuTh U NiepeaaBaTh
JIOKyMEHTaJIbHBIE MaTEpPHAIIbl Ha
XpaHEHHE B apXHB;

VY-16 coctaBiATh 1 0HOPMIIATH
OTIHCH JIeJT TOCTOSHHOTO U
JIOJITOBPEMEHHOTO CPOKOB
XpaHeHHUS;

VY-17 ncnonp30BaTh HOMEHKIIATYPY
JIeJI TIPY COCTABJICHUHN OTHCEH 1e.

(opMupOBaHUEM B JIEJI0 IS
MOCTETYIONIET0 XPaHeHHUS;
H-4 ¢opmupoBanus nena;
H-5 koHTpOIIs1 IpaBUIBHOTO
U CBOEBPEMEHHOTO
pacrpesneneHus u
MOZIIMBKH TOKYMEHTOB B
Jiena;

H-6 nepenaun n1oxkymeHTOB
BO BPEMEHHOE
MOJIb30BAHUE;

H-7 nposepku cpokoB
XpaHEeHUs TOKyMEHTOB,
COCTaBJIEHHE NTPOTOKOJIA
paboThI SKCIIEPTHON
KOMHCCHH T10 TIOATOTOBKE
JIOKYMEHTOB K XpaHEHHIO,
aKTa o mepejade Ha
YHHYTOXXEHUE JOKyMEHTOB,
HE MOJJIeKAIINX XPaHEHHIO;
H-8 oopmienns nen
MOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHUS;

H-9 odopmnenust 067105KKH1
JIeJI IOCTOSIHHOTO,
JIOJTOBPEMEHHOT'O CPOKOB
XpaHeHHsI. ;

H-10 nepenaua aen B apxuB
OpTaHM3aIH;

H-11 ¢popmupoBanus
CIPaBOYHOTO arlapara,
00eCIeunBaroIIero
OBICTPBIN TIOMCK
JIOKYMEHTOB.




SKCIEPTU3BI [IECHHOCTH
JIOKYMEHTOB;

3-12 mopsiiok co3nanusl,
OpraHu3alyy u
JOKyMEHTHUPOBaHUS PabOTHI
SKCHEPTHON KOMUCCHH;

3-13 mpaBuiia cocTaBieHust 1
YTBEP KICHHUSA MPOTOKOJIA
paboTHI SKCIIepTHON
KOMHCCHUH;

3-14 mpaBuna coCTaBICHASI U
YTBEPIKICHHUA aKTa O
BBIJICJICHUH JOKYMEHTOB, HE
MOJIeKALTUX XPAHEHUIO;
3-15 npaBusia TEXHUYECKOMH
00pabOTKHU U MOJITHOTO
oopMmIICHHS eI
MOCTOSIHHOTO ¥ BPEMEHHOTO
XpaHCHHS,

3-16 npaBwiia nepenauu Iei B
apX¥B OPTaHHU3ALNY;

3-17 npaBuia cocTaBieHUs
OTIHCH JIeJI TOCTOSIHHOTO U
BPEMEHHOT'O XpaHCHUS B
COOTBETCTBUH C HOPMATUBHO-

MCTOAUYCCKHUMHA
JOKYMCHTaMM.

2. CTpyKTYypa ¥ TPYA0EMKOCTb PAKTHKH:

Cemectp dopma nposeeHus Crnioco6 nmpoBeeHust ITpoaomKUTENTBHOCTD
(paccpedomouennas, (cmayuonapHas, (ak.u.)
KOHYEHMPUPOBAHHASL) 8b1e30Has1)
2 KonuenrprupoBanHas CranuoHapHas 144
3. Conep:xaHne NPAKTHKH
[IpakTuka B mosHOM 00bEME peanu3yercs B (hopme NpakTUYECKO MOATOTOBKH.
Ne Paznensi (3Tarsbn) Bunet paboTsl, B TOM ynciie B popme  |[IponomkuTenbHOCTH,
n/n IIPaKTUKU IIPAKTUYECKON MOArOTOBKU (ak.u.)
1 | IloAroTOBUTENLHEBIN dTAI 1.1. Ha opranu3aniioHHOM COOpaHUH 2

00y4aromumMcs pazbICHIIOTCS: 1IeNb U 3a/1a4H,
COZIep’KaHue MPOrpaMMBbl, BUIBI padoT,
IUTAHUPYEMBIE PE3YIbTAThl IPOXOKACHUS
MIPOU3BOJICTBEHHOM MTPAKTHUKH, BPEMS I MECTO
MIPOBEACHUS MPAKTHKH, TOPSIIOK ITOITyISHHS
HEO0OXOIMMOM OTUYETHOM JOKYMEHTAITUH,
TpeGOBaHUS K OTUYETHBIM JOKYMEHTaM I10
MIPOU3BOJICTBEHHOM MTPAKTHKE, IIOPIIOK, hopMa U
CPOKH HX NPEJCTABICHUS, TOPSIOK IPOBEACHUS
MIPOMEXKYTOUHOM aTTECTAllUU, PYKOBOJCTBO
MIPAKTHKOM.

1.2. BBOAHBIM HHCTPYKTaX MO TEXHUKE
0€3011acHOCTH.
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1.3. TpeGoBaHus Kk opraHu3aIuy padovyero MecTa
B IIEPHO]1 IIPOU3BOJICTBEHHON TIPAKTHKH.

1.4. TpeGoBaHus K TPYAOBOI JTUCIHUILINHE B
TIepUO/1 IPON3BOJICTBEHHOH PAKTHKH.

1.5. O3HaKOMJICHHUE C NTPAaBUIIaAMH BHYTPEHHETO
pacriopsiika 1 JIOKaJbHOW JTOKYMEHTalueH
OTHOCHTEJILHO MPOXO’KICHHS IPON3BOICTBEHHOM
MPaKTUKH B (popMe MPpaKTHIECKOH ITOArOTOBKH 110
MECTY MIPOXOXKACHHUS MPAKTHKH.

OCHOBHOI1 dTall

2.1 Odopmienne Ha TPOM3BOICTBCHHYIO
MIPaKTHKY IT0 MECTE €€ MIPOXOKACHHS;

2.2 TlepBUYHBIH HHCTPYKTAX 10 TEXHHUKE
0€301IacHOCTH;

2.3 3HaKOMCTBO C MECTOM MPOXOKACHUSL
MIPOM3BOJICTBEHHOM MPAaKTHKH, KOPIIOPATUBHOM
KYJIBTYPOH, PEKMMOM PabOThI, TOJDKHOCTHBIMHU
00S3aHHOCTSIMH JIEJIONPOU3BOIUTENS, paboYrM
MECTOM, PYKOBOJIUTEJIEM IPAKTUKHU OT
NPENNPUATHS U OP.

2.4 BeIToTHEHNE BUIOB PabOT B COOTBETCTBHH C
y4eOHOI porpamMmoii:

AHanu3 1elCTBYIONIET0 3aKOHOIATENIbCTBA B
00J1acTH apXUBHOTO JICia.

AHann3 CUCTEMBI XpaHCHHA JOKYMCHTOB U JICJI B
nepuoa UCIIOJIHEHUS B KOHerTHOﬁ OopraHu3aluu.
AHanu3 UCTIONB30BaHU NIepeyHer npu
COCTaBJICHHH KJIaCCH(UKATOPOB M HOMEHKJIIATYP
JieTl KOHKPETHO! OpraHu3alyy.

CocraBneHne HOMEHKIATYPHI JIEI.

[Tpuém u pa3MerieHne TOKyMEHTOB B apXHBE.
VcionHenue conuaabHO-MPABOBEIX 3aIIPOCOB
rpakaaH.

OO0cmyXxUBaHHE MTOCETUTENIEH B YUTAILHOM 3aJ1e
apxuBa.

IIpuém u BbIAAUA JOKYMEHTOB 110
TEXHOJIOTHUYECKOI1 [IETTOUKe «apXUBOXPAHUIIUILIE-
YUTAJIBHBIN 3aJ1-UCCIIE0BATEIbY.

VYuacTue B KOHCEpBallMK U pecTaBpaluu
APXUBHBIX TOKYMCHTOB.

VYuyacTue B IPOBEAECHHUHN 3KCIIEPTH3bI IEHHOCTH
JIOKyMEHTOB C MCIIOJIb30BaHUEM TIEPEUHS.
OT60p MaTepHalioB Ha MOCTOSIHHOE XpaHEHUE.
CocraBinieHue repeyHsi Je, NOIeKaIX
riepesiaue Ha MMOCTOSTHHOE XpaHEHHe.
CocraBieHune poeKTa akTa 0T60pa JOKYMEHTOB
" 1€J1 K YHUUYTOXKCHUIO.

VYuactue B pa3pabOTKe U BBEJICHUH
KaccudukaTopoB Tabesei n Ipyrux
CIIPaBOYHHKOB 110 TOKYMEHTaM OpraHU3aIvuu.
CocraBieHne y9€THBIX JOKYMEHTOB B apXHUBE.
VYuactue B IpOBEpKe HATMYHS M COCTOSHUS
JIOKyMEHTOB U JIeJl.

Odopmiienne 3aBepUTEIHLHON HAATHCH,
BHYTpPEHHEH OIncH, 00JI0KEK, JIeJI IIOCTOSHHOTO
1 BPEMEHHOTO XpaHEHHI.

CocraBieHne aKTa IPOBEPKU HATTUIUS
JIOKyMEHTOB.

2.5. Coop napopMaIyu sl OTICTHON
JOKyMEHTaIUN

2.6. Onpenenenue npoOiem u

138
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2.7. CocTaBlieHHE OTYETHBIX JOKYMEHTOB ITO
MPOM3BOICTBEHHOMN MPAKTHKE U MMOJ'OTOBKA K
samure/nud.3aqery.

3 3aKII0OYATENbHBINA JTAIl: 2

3.1 KOHcyanaHI/IH KoncynbTupoBanue 00yJaromuxcs M0 TOPSIIKY 1
MIPOXOKACHUSI IPOMEKYTOUHOM aTTeCTaluu B

¢dopme mud.3adeTa (3amUTa OTICTHOH
JOKYMEHTAITIH): BO3MOYKHBIE TUIIOBBIC OLTHOKH,
coburoieHre TailMUHra, KPUTEPUH OLICHUBAHHUS
paboThl 1 ap.

3.2 | IIpomexkyrouHas 3armTa OTYETHOM JOKYMEHTALHH 110 1
aTTecTanus B popme pou3BoACTBeHHOI nmpaxtuke I1I1.01

¢ GepeHIIMPOBAHHOTO
3a4eTa

3. KoHTpOJIb U OLleHKA Pe3yJIbTATOB OCBOCHUS IPAKTUKH
Texkymmii KOHTPOJb YCHEBAEMOCTH W TPOMEXKYTOYHAsl aTTecTalusi OOYyYaloIuXcs B pPaMKax
npou3BocTBeHHON npakTuky [111.02 ocyiiecTBIAOTCA ¢ IPUMEHEHUEM OLEHOYHBIX MaTepHaIOB 110
npodeccruoHaabHOMY MOy 0 (mpuinoxenue Ne 1 - Ne 2 k pabGoueii mporpamme npogeccnoHaIbHOTO
MOJTyJIs1), BKJIFOYAIOLINX OTKPBITYIO (AOCTYIHYIO K OIYOJMKOBAHUIO) M 3aKPBITYIO (HE pa3MeIlaeMyo B
CBOOOJHOM JOCTYIIE) YaCTH.

4. YcioBuS peajin3alli MPaKTUKH

4.1. YueOHO-MeTOAMYecKOEe M HHGOPMALIMOHHOE 00ecriedeHre PeaTu3alun NPAKTUKI

4.1.1. OcHoBHAas JIUTEpPaTypa:

1. 'po3oBa, O. C. Jlenonpou3BOACTBO: yUeOHUK AJIsi CpeHero npodeccruonanbHoro oopazosanus / O.
C. I'po3oBa. — 2-¢ u3n. — Mocksa: M3marensctBo FOpaiit, 2025. — 131 ¢. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-15986-8. — Tekcr: anexTpoHHbli // O6pa3oBarenbHas miatdopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/563440 (nara obpamenus: 11.02.2025).

2. oponuHa, JI. A. JlokyMeHTallMOHHOE oOecreueHHe yNpaBleHUs: YYeOHMK W NPaKTHKYM s
cpennero nmpodeccuonaibHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n., nepepad.
u gon. — Mocksa: U3natensctBo FOpaiit, 2025. — 270 c. — (IIpodeccronansHoe oOpa3oBaHue). —
ISBN 978-5-534-16017-8. — Texkcrt: anektponHsIil // ObpazoBatenbHas miargopma KOpaiit [caifT]. —
URL: https://urait.ru/bcode/563264 (nata obpamenus: 11.02.2025).

3. lyBanoBa, H. H. OcHOBBI Jen0npou3BOACTBAa: Y4€OHUK AJI CPEJHEro MNpoQeccHOHAIBHOTO
obpaszoBanus / H. H. IllyBanosa, A. 0. lBanoBa; nox oGmeit pepakuueit H. H. lyBanoBoil. — 3-e
u3., nepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2025. — 355 ¢. — (IIpodeccuonanbuoe
oOpazoBanue). — ISBN 978-5-534-20344-8. — TekcT: anexTpoHHbIH // O6pazoBarenbHas niaardopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/560787 (nara obpamenus: 10.02.2025).

4.1.2. JlonoJHUTEIbLHAS JIUTEPATypa:

1. Ky3nenoB, . H. JlokymeHTanMoHHOE oOecreueHHe YIpaBJIeHUs IEpPCOHAOM: Y4eOHUK H
MPAKTUKYM JJIsl CpesiHero npodeccuoHanbHoro oopazosanus / M. H. Kysnenos. — 3-e uzna., nepepad.
u pon. — Mocksa: UznatensctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccronanbroe obpazoBaHue). —
ISBN 978-5-534-09155-7. — Texkcrt: anexktponHsIil // ObpazoBatenbHas argopma KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/562296 (nara obpamenus: 11.02.2025).

2. bant, B. C. JlokymeHTannoHHOe obecrieueHue ynpasieHus. FOpuanueckas TeXHUKa: y4eOHUK AJis

cpenHero npodeccuonansHoro oopazopanus / B. C. bsnir. — 3-e usn., ucnp. u gon. — Mocksa:
WznarensctBOo FOpaiit, 2025. — 89 c. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-
16132-8. — Texkct: anekrponHslid // OOpa3zoBatenbHas mmiardpopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/564505 (mara obpamenus: 11.02.2025).
3. llemenkona, C. 1. ApxuBoBenenue. Mcropus apxuBoB Poccum ¢ npeBHEMIINX BpeMEH A0 Hayaila
XX Beka: yueOHHK 17151 cpesiHero npodeccuonansHoro odpasosanus / C. . LlemeHnkoBa; moja HayqHOH
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penakuueit JI. H. Maszyp. — Mocksa: U3natensctBo FOpaiit, 2025. — 128 ¢. — (IIpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-12086-8. — TekcT: anekTponHnslii / OOpazoBarenbHas miargopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/565795 (nara o6pamenus: 11.02.2025).

4.1.3. CoBpemenHble mnpodeccuoHATbHBbIE 0a3bl JAHHBIX M HH(POPMAIMOHHBbIE CIPABOYHbLIE
CHUCTEMBbI:

1.CrpaBounasi npaBoBas cucrema KoncynbsrantlImtoc http://www.consultant.ru/

2.MesxBy30BcKast anekTponHas oudnuorexa (M3b) https://icdlib.nspu.ru/

3.HanmonansHas snexkTponHas oubiauoreka https://rusneb.ru/

4.000 «MBUC» https://dlib.eastview.com/browse

5.000 «3HAHWYM» https://lib.utmn.ru/tpost/mlxo8l6vg1 -znaniumcom

6.Poccuiickast rocymapctBenHass 6ubimmoreka (PI'B) https:/lib.utmn.ru/tpost/13jcthot61-rossiiskaya-
gosudarstvennaya-biblioteka

7.IPR BOOKS — URL: https://www.iprbookshop.ru/. Pexum mocryna: mo moanucke Trom['V.
8.bubmuoreka TromI'Y — URL: https:/lib.utmn.ru/ru
9.0OnexTpoHHO-OMOIMoTeuHasicucTeMan3aarenscTBa«Jlane»—URL:  https://e.lanbook.com/.  Pexum
Jocryna: 1o noxnucke TromI'Y.

10.PecypcHblii yueOHO-METOIUYECKHI LIEHTP MO OOYYEHUI0 WHBAIMUJOB U JIMIl C OTPAaHUYECHHBIMU
BO3MOKHOCTSIMH 310poBbs TroMI 'Y -https://rtmc.utmn.ru/

11.0¢unmaneuenii caiit MHKm03uBHOE BhICIIee oOpa3zoBanme B Poccum. MHpopmanus Bcei cetu
PYMII B Poccun - https://xn--80aabdcpejeebhgo2afglbd3b9w.xn--plai/ nHkIHO3MBHOCOOpa3oBaHue.pdh

4.2. JIuneH3u0HHOEe U CBOOOHO pPACIIPOCTPaHsieMOe NPOrpaMMHoOe o0ecrieyeHue, B TOM YK cJie
0TeYeCTBEHHOI0 MPOU3BOICTBA
LibreOffice, mnardopmsl: SAnnexc. Meccenmkep, Anaekc.Tenemoct, antusupycunoe [10 Kaspersky.

4.3. MaTepuaibHO-TeXHUYECKOe o0ecreyeHue pean3alnu NPaKTuKH:

[IpakTka B (opMe NpakTUYECKOW MOATOTOBKM oOpraHusyercs HemnocpeactseHHo B ®PI'AOY BO
«TIOMEHCKHI TOCYAapCTBEHHBIM YHUBEPCUTET». J{J1s1 TOr0 MpeyCMOTPEHBI CIIEAYIOIINE ClIeabHbIe
MIOMEIICHUS:

JlaGopaTopust apXHUBHOTI'O Jiea.

OcHOBHOE O0O0OpyAOBaHHUE: CTOJBI, CTYyJbsi, pabodyee MeCTO MpernojaBaress, I0CKa ayIuTOpHas.
TexHuueckue cpencTBa OOydeHHS: NMEPCOHABHBIE KOMIIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHIIUTEINb,
KOJIOHKH, 9KPaH.

[Tporpammuoe obecrieuenue: miardpopma Snaekc 360 (TeneMOCT, MeCCEHIXKep), OneparoHHas
cucreMa AnsT O6pazoBanue, opucHbiil naket Libre Office (Writer, Impress, Draw, Base, Calc, Math),
cereBble Opay3epbl Chromium, Snpexc bpayszep. OOGecneueno npoBognoe mnoaximtouenue IIK k
nokanpHON cetn u cetu Wurepner, OBC, anekTpoHHO-00pa3oBaTeNbHON cpeie, K COBPEMEHHBIM
npodeccuoHanbHBIM 0a3aM JaHHBIX U HHGOPMAIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner 111 npoBeieHUs: TPYNIOBBIX U MHIMBHUYaJIbHBIX KOHCYJIbTAIUH.

OcHoBHOE 000pyIOBaHUE: CTOJbBI, CTYJbs, pabodyee MeCTo MpernoaBaTelis, J0CKa ayIUTOpHasl.
TexHuueckue cpeacTBa OOy4YEHMs: MEPCOHAIBHBIM KOMIBIOTEP, MPOEKTOP, 3BYKOBOH YCHUIIHMTEIb,
KOJIOHKH, DKPaH.

[IporpamMHOe oOecreyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO  paclpocTpaHsieMoe
nporpaMMHoe oOecredeHre, B TOM 4YHCIIe OTE€YECTBEHHOTOo INpou3BojacTBa: SHaexc.Meccenmxep,
SAunexc.Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opucHbiii maker
LibreOffice. O6ecnieueno mposonnoe noakimrodeHue [1K k mokanbno# cetn u cetn Uuteprer, 3bC,
AIIEKTPOHHO-00pa30BaTEIbHON Cpefie, K COBPEMEHHBIM MpodecCHOHANbHBIM 0a3aM JaHHBIX |
MH(OPMALIOHHO-CIIPABOYHBIM CHCTEMaM.

KaGuner 17151 mpoBeieHrs: MPOMEXKYTOUYHOM U UTOTOBOW aTTECTALIUU.


http://www.consultant.ru/
https://rusneb.ru/
https://dlib.eastview.com/browse
https://lib.utmn.ru/tpost/mlxo8l6vg1-znaniumcom
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://lib.utmn.ru/tpost/13jcthot61-rossiiskaya-gosudarstvennaya-biblioteka
https://www.iprbookshop.ru/
https://lib.utmn.ru/ru
https://e.lanbook.com/
https://rtmc.utmn.ru/
https://инклюзивноеобразование.рф/
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OcHoBHOE 00OpyIOBaHHME: CTOJNBI, CTYNbs, pabouee MeCcTO MpemojaBaTelis, IOCKa ayAUuTOpPHAas.
TexHuueckue cpeicTBa OOy4YeHHs: MEPCOHATIbHBbIE KOMIBIOTEPHI, MPOEKTOP, 3BYKOBOW YCHUIIUTENb,
KOJIOHKH, DKpaH.

[IporpamMmmHoe obecrieyeHre: YCTAaHOBJIEHO JIMIIEH3MOHHOE U CBOOOJHO paclpocTpaHsSEeMOe
nporpaMMHOe oOecriedeHre, B TOM 4YHCIIe OTEYECTBEHHOTO Mpom3BojacTBa: SHaexc.MecceHmxkep,
Snnexc. Tenemoct u Snunekc./luck, antuBupycnoe 1O Kaspersky; FAR manager, opucHsiii maker
LibreOffice. O6ecnieueno nmpopoanoe noakiarodeHue I1K k mokansHo#t cetn u cetn MuTepuer, ObC,
AIIEKTPOHHO-00PA30BaTEILHOM Ccpe/ie, K COBPEMEHHBIM MPOPECCHOHANBHBIM 0a3aM JaHHBIX U
MH(OPMALIMOHHO-CIIPABOYHBIM CHCTEMaM.

Kabuner a1 opranu3anuy caMoCTOSTEIbHON U BOCIIUTATENIbHON paOOTHI.

OcHOBHOE 000Opy/ZOBaHME: CTOJIBI, CTYJbsi, paboyee MECTO IpenojaBareis, JO0CKa ayJUTOpHas.
TexHuueckue cpeincTBa OOydeHHs: MEPCOHAIBHBIE KOMIIBIOTEPBI, IPOEKTOP, 3BYKOBOH YCHIIUTEIb,
KOJIOHKH, DKpaH.

ITporpamMHOe oOecreyeHHe: YCTAaHOBJIEHO JIMIIEH3MOHHOE UM CBOOOJHO  paclpocTpaHsieMoe
IporpaMMHOe oOecIlie4eHHe, B TOM 4YHUCJIE OTE€YECTBEHHOI0 Mpou3BOACTBa: fAHnekc.Meccenmxep,
Aunexc. Tenemoct u SAnnexc./luck, antuBupycnoe 10 Kaspersky; FAR manager, opuchbiii maker
LibreOffice. O6ecnieueno npoBoanoe noakiarodcane [1K x mokaneHo# cetn u cetn UnTeprer, ObC,
3JIEKTPOHHO-00pa30BaTENIbHON Cpefie, K COBPEMEHHBIM NpPOQECCHOHAIBHBIM 0a3aM JaHHBIX H
MH(}OPMaLMOHHO-CIIPABOYHBIM CHCTEMaM.



O EHOYHBIE MATEPHAJIBI 110 ITIPAKTHUKE

[punoxenne Ne 1 k paboueit
porpamMMme MPaKTHKH

IIpousBoacTBeHHAS MPAKTHKA
IIpousBoacrBenHas npakTuka (TexHosornyeckasi mo npogecCHOHAIbHOMY MOYJIIO:
OpraHu3anys TeKyllero XpaHeHusi IOKYMEeHTOB U MOJAT0TOBKA JieJI
JJIs1 IepeIavyu B AapXUB)

1. Cucrema oleHUBAHUA
[IpomexxyTouHast aTTecTalus o npou3BoicTBeHHoU npakTuke [111.02 B cooTBeTCTBUU ¢ y4eOHBIM
IUTAHOM TIpeycMOTpeHa B Gopme audepeHIPOBAHHOTO 3a4eTa, KOTOPBIA MPOBOIUTCS B (opmare

3alllHUThI

OTYETHOM JAOKYMCHTAalNUU,

HpOH3BO[[CTBeHHOI>'I IMPAKTHUKHU.

2. HacnopT OICHOYHBIX MaTE€pHUaJIOB

OTkppbITas yacTh

HpeHCTaBHCHHOﬁ CTYACHTOM IIO HTOraM HPOXOXKICHUS

Ortanel
MIPAKTHKH

OueHoYHbIE
MaTepHaIbI
(610b1 U
KOIU4ecmao)

Kon u popmynupoka
KOHTPOJINPYEMOU
KOMIIETEHIIUU

Kputepun
OIICHUBAHUS

JuddepeHurpoBaHHbIi
3a4eT, 2 CEMECTP

3amura OTYETHOH
JIOKYMEHTAITHH T10
TIPOM3BOJICTBCHHOM
npaktuke [111.02

IIK 1.1. OcymecTBaath npuem,
MEPBUYHYIO 00pa0OTKY M PErHCTPaLnio
MOCTYMAIOIIEH KOPPECIOHICHIIUH B TOM
YHCIIE C UCTIONb30BAaHUEM
ABTOMATH3MPOBAHHBIX CUCTEM;

[IK 1.2. TlepenaBaTh 1OKyMEHTHI HA
HCTIOJIHEHHUE B MOJPA3/ICIICHNUS C yIETOM
PE30JIIOLIMK PYKOBOIUTENEH
OpraHu3aIiH;

1K 1.3. OcymecTBasTs KOHTPOJIb
UCTIONIHEHHS TOKYMEHTOB B
OpTraHU3aINH, B TOM YHUCIIE C
WCIIOJIb30BAaHUEM aBTOMAaTH3UPOBAHHBIX
cHCTeM;

[1K 1.4. Bectn 6a3sl JaHHBIX
JIOKyMEHTOB OpPTaHH3aL1H U CIIPABOYHO-
HHPOPMAIMOHHYIO PaboTy IO HUM,;

IIK 1.5. OcymecTBiATs 00paboTKYy,
PETUCTPAIMIO U OTHPABKY MCXOASIICH
JIOKYMEHTAIH afpecaTtaM, B TOM YHCIIe
C HCITOJIb30BaHNEM
ABTOMATH3MPOBAHHBIX CHCTEM;

IIK 1.6. OcymmecTBIATh COCTaBICHUE U
odopmireHne CITy>)KeOHBIX JOKYMEHTOB
Ha OCHOBE TpeOOBaHMI COBPEMEHHBIX
HOPMAaTHBHBIX PABOBBIX AKTOB.

1K 2.1. OcymecTBisATh pa3paboTKy 1
Be/IEHHE HOMEHKJIATYPBI e
CTPYKTYPHOTO MOJIPa3IeICHUS

1K 2.2. ®opmupoBaTs fena B
COOTBETCTBUH C HOMEHKJIATYPOH 1€ U
npaBHUIaMu GOPMHUPOBAHUS JIEN

CopepxaTeTbHOCTh H
Ka4ecTBO
MIPeCTaBICHHOM
OTYETHOM
JIOKYMEHTAIUH T10
[1I1.02;

IlonHoTa OTBETOB Ha
BOMPOCHI PYKOBOIUTES
MIPOU3BOICTBEHHOU
MIPaKTHUKH;
OTtcyTcTBHE 3aMeYaHU
CO CTOPOHBI
pyKoBouTENEH
MIPAKTHKH;
OTCcyTCTBHE/HAINYHE
MIPOITYCKOB
MIPOU3BOJICTBCHHOM
MPaKTHUKH 0e3
YBXKUTEIbHON
MIPUYHHBI,

OcBoeHnue Bua
JIeATEITBHOCTH
npodeccnoHaTEHOTO
moayst [IM.02
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[IK 2.3. OcymiecTBIATh TEKYyIIEe
XpaHeHHe, y4eT ¥ UCTIOJIb30BaHHE JIeJT
(ToKyMeHTOB)

[IK 2.4. OcyuiecTBaATh SKCIIEPTU3Y
LEHHOCTH JOKYMEHTOB, BECTH 0TOOD
JIOKyMEHTOB Ha XpaHEHHE U
YHHUYTOXEHHUE, JOKYMEHTHPOBATh
paboTy 3KCIIepTHONH KOMHUCCHH

IIK 2.5. OdopmisaTh nena ImoCTOSHHOTO
U TOJITOBPEMEHHOTO CPOKOB XPaHEHUS
JUTS TIepeady B apXUB OpraHU3alnu
I1IK 2.6. CocTaBisiTh OIUCH L€
MOCTOSIHHOTO | JI0JITOBPEMEHHOTO
CPOKOB XpaHEHUs

3. TunoBble OLlEHOYHbIE MAaTEePHAJIbI

Ouenounoe cpencrso 1.

Bua: IlneBuuk npoxoxaenns npaktuku (Ilpunoxenue 1)

Kparkasi xapakrepucruka: J{HEeBHUK o¢QOpMIIE€TCS Ha pPYCCKOM s3bIKE€ COIJIacHO 0O0pasLy,
IIPEACTABIICHHOMY B IPHJIOKEHUH 1. YTBEpKIaeTcs pyKOBOAUTEIEM IIPOU3BOACTBEHHOM IPaKTUKU. B
JTHEBHMKE NMPAKTHKAHT BEJET 3allMCU O BUAAX paboTax B MEPHOA MPOXOXKIAECHUS MPAKTUKU COTIACHO
nporpamme rnpousBoacTBeHHOM npakTuku [111.02. 3anucu y10cToBepsoTCs pyKOBOIUTENIEM IPAKTUKH.
3anucu 0 BBIOJHEHHBIX padoTax, JOJKHBI COOTHOCUTBCA C BHAAMHU paloT, yKa3aHHBIX IpoOrpamme
[1I1.02. City>XMT CpeiIcTBOM TEKYILIETO TOKYMEHTUPOBAHUS X0/a BBIIIOJHEHUS 3a1aHUSI HA TIPAKTUKY.
OueHouyHoe cpeacTno 2.

Buja: XapakrepucTuKa pPYyKOBOAWTENS MNPAKTHKH OT NPoQMIbLHOH OpraHu3alMu — MecTa
npoxo:xaenusi npakTuku (Ilpuiioxkenue 2)

Kparkas xapaktepucTuka: XapakTepucThuka oQOopMIIsieTcss Ha PyCCKOM SI3bIKE COTJIACHO 00pasiy,
IIPEJICTABIICHHOMY B INPUJIOKEHUHM 2. XapaKTEpUCTUKA COJAEPKUT JAHHBIE O NPAKTUKAHTE, KPAaTKO
ONMCHIBAET OCBOEHHBbIE KOMIIETEHIIMM 32 NEpUOJ TPOXOXKICHUS NPAKTHKU. YTBEpKaaeTcs
PYKOBOJUTENEM MTPAKTUKH OT MPO(UIBHOM OpraHu3aluy.

OuenouHoe cpeacrso 3.

Bua: OT3bIB pyKoBOAUTE/IA NPAKTHKH OT 00pa3oBarejbHOM opranusanuu (Ilpunioxenne 3)
Kparkas xapakrepucruka: OT3bIB 0QOpMISIETCSI Ha PYCCKOM SI3bIKE€ COIVIacHO oO0pasly,
IIPEJICTABIICHHOMY B NPUJIOKEHUHU 3. OT3bIB COJNEPKUT JaHHBIE O NMPAKTUKAHTE, KPATKO ONMCBHIBAET
OCBOCHHBIE KOMIIETECHIMH 3a MEPHUOJ NPOXOKICHUSA IPAKTUKUA. YTBEPXKAACTCS PYKOBOIUTEIEM
NPaKTUKU OT 00pa30BaTEeIbHON OpraHU3alHH.

OuenouHoe cpeacTso 4.

Bua: Otyer o nmpoxoxxaeHuu npaktuku ([Ipunoxenue 4)

Kparkas xapakrepuctuka: Otuer odopMisieTcs Ha pPYCCKOM S3bIKE COIJIacHO 00pasiy,
yrBepxkaeHHOMY B YHuBepcutere/MKosmiemke. B oTduere yka3plBaloTCs KpaTKOe OMUCAaHHUE MeECTa
MPAaKTUKHU, OOIME CBENEHHUS O MpOJeNaHHON paboTe B paMKax MPaKTUKHU, OCHOBHBIE PE3YJIbTAThI
NPaKTUKH, aHAJIN3 PE3yJIbTaTOB MPAKTUKH, CIIMCOK UCTOUHUKOB U JUTepatypsl. Ecnu mpakTuka Obuia
IpyNNoOBOM, HEOOXOJMMO YKa3aTh O BBHINOJHEHUH KaK MHAUBHUIYaJIbHOTO, TAK U TPYNIIOBOTO 33aJaHUS.
Otuer yTBEpkKAAETCA PYKOBOAUTEIEM IIPAKTUKH.

TpeOoBaHus K 0TYETY O NPOXOKACHUM NMPAKTHKH

1. Ortuer O NPOXOXKIEHUU IPAKTUKU IOANKUCHIBAETCSA PYKOBOIUTEIEM IPAKTUKHM OT MeECTa €€
IIPOXO0K/ICHHSI M 3aBEPSAETCS COOTBETCTBYIOLIEH NIEYATHIO.

2. OTueT 0 MPOXOXKIEHUM NPAKTHKU COCTABIIAETCS MHIMBUIYaIbHO KaXKIBIM CTYIEHTOM M JOJDKEH
oTpakaTb NpPOJENaHHYI0 UM paboTy, MOJIy4YeHHbIE 3HAHUS, MPUOOPETEHHbIE HABBIKM W YMEHUS,
OCBOCHHbIE TpOo(eccCHOHaIbHBIE KOMIIETEHIIMU. B KadecTBe NPUIOKEHUH K HEMY JIOJIKHBI ObITH
MPEJICTaBICHbl KOIMUHU, 00pa3libl JOKYMEHTOB, KOTOPBIE COCTAaBJIsUI JIMOO B COCTABJIIEHUU KOTOPBIX
IIPUHUMAJ Y9aCTHE CTYJEHT BO BPEMS MPOXOXKIACHUS IPAKTUKH.
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3. O6beM oTyeTa 3aBUCHT OT 00BbEMa BBITIOJHEHHOW BO BpEMsI NMPOXOXKICHUS NMPAKTHKH PaOOTHI.
OntuManbHBIM 10 00beMy cuuTaercs otdeT Ha 10-15 cTpaHuIax MamMHOMMCHOTO TekcTa (0e3
IPUJIOKEHUI).

4. OTYeT COCTOUT U3 CIEAYIOIIUX Pa3/IeoB: BBEACHUS, OCHOBHOI YaCTH U 3aKJIIOUEHUS.

BBenenue NOMKHO pacKpbIBaTh LEIU U 337aud IPAKTUKU MPUMEHUTEIBHO K MECTY IPOXOXKACHUS
MPAKTHKU.

B ocHOBHOIl 4acTH JOJKHBI PAaCKpbhIBaTbCSl OPraHU3allMOHHO-IIPABOBBIE OCHOBBI ~ cTaryca
OpraHu3aLUH/TIPEANIPUATUS U €€ TPOPMILHON JeATeNbHOCTUA. B 3TOM CBSA3M Jaercs XapakTepUCTHKA
HOPMATHUBHO-TIPABOBBIX ~ aKTOB,  PErJaMEHTHPYIOIIMX  CTaTycC U TOpSAOK  paboTh
OpraHu3alH/TIPEANIPHUITHS; PACCMATPUBAIOTCS CTPYKTYPa, QYHKIIMH M OOIIME HAMpaBIeHUs PadOTHI,
a TaKKe aHAIM3UPYIOTCS OCHOBHBIE ITPOOJIEMBI B 1€ATE€ILHOCTH.

B ocHOBHOIl wyacTh ONHUCBHIBAKOTCS BHJbI PAOOT, BBINOJHSBIIMECS MPAKTUKAHTOM, IIOJIyYE€HHBIE
pe3ynbTaThl, NPUOOPETEHHbIC 3HAHMs, HABBIKK U YMEHHUS, OCBOEHHbIE MpodecCHOHaIbHbIE
KOMIIETEHIIUH.

B 3akmoueHnn popMynupyroTcs oOIIHe BEIBOBI O I€ATEIbHOCTH OpraHU3aluu/IPEIPHUAITHSI, a TAKKE
JAIOTCS IPAKTHUYECKUE PEKOMEHJAIUMU II0 COBEPLICHCTBOBAHMIO IPABOBBIX, OPraHU3AllMOHHBIX,
SKOHOMHYECKHUX, COI[MAIbHBIX ACTIEKTOB JI€ATEIHHOCTH.

5. Odopmienne oTdera: TEKCT OTYETa CIENYET IedyaTrarh, cOOIIoAast CIEAYIOINe pa3Mephl MOJICH:
npaBoe — 10 MM, BepxHee — 20 MM, JeBoe U HUKHee — 20 MM. TekcT oTyeTa neyaraercs yepes 1,5
MHTEpBaJla, BHIpaBHUBaHUE TEKCTA M0 MKUPUHE, a03anHblil oteTyn 1,25 cM, ab3aunblil nuaTepBai — 0 nr.
Mpudt — OO6wuHbIM, Times New Roman, pasmep mpudrta — 14. CTpaHuusl paboThl CilexyeT
HyMepoBaTh apadckumu mudpamu. Ha tutynpHOM nucre mudpa 1 He cTaBUTCA, HA CIEAYIOMICH
cTpaHulle npocrtapisiercs uudpa 2. Homep cTpaHuibl medataeTcss B MPaBOM BEPXHEM YIIIY MOJIS
CTpaHUIIbI 0€3 KaKuX-TH00 JTOTIOJHUTEILHBIX 3HAKOB (TOYKH, THPE).

OueHo4yHoe cpeacTBo 5.

Bua: 3amura oT4eTHOM JOKYMEHTAIIMH, TOJATOTOBIEHHON 00YYaIOIMMCS B IIEPUOJ] TPOU3BOACTBEHHOM
npaxktuku I[1I1.02.

Kparkas xapakrepucruka: 3amura OTYETHOM JOKYMEHTAIMHM HallpaBJIeHa Ha ONpEesIeHue YPOBHS
OCBOCHMS BBIITYCKHMKOM MaTepuala, MpeayCMOTPeHHOro oOpa3oBaTenbHOM mporpammoit mo MK
02.01, yueOnoit mpaktuku YI1.02 u creneHu chOpMUPOBAHHOCTH NPO(PECCHOHAIBHBIX YMEHUH U
HaBBIKOB, OCBOCHHUS NPO(PECCHOHATBHBIX KOMIETEHIUI IyTeM MNpPOBEACHHUS SKCIEPTHOW OLIEHKU
MOJIFOTOBJIEHHON 00yYaronIMMCsl OTYETHON TOKYMEHTALIUHU, €€ 3alUThl U OTBETOB Ha BOIIPOCHI.
Kpurepun onenuBanus:

eCozepKaTeapHOCTh U Ka4€CTBO IIPEICTaBICHHON OTYETHOM foKyMeHTauuu 1o [111.02;

e[Jos1HOTa OTBETOB HA BONPOCH! PYKOBOJIUTEINSI IPOU3BOJICTBEHHOMN NPAKTUKY;

¢OTCYTCTBUE 3aMEUYaHUN CO CTOPOHBI PYKOBOAUTENEH MPAKTUKH;

eOTCyTCTBUE/HANINYUE POIYCKOB ITPOU3BOJICTBEHHON MPAKTUKN 0€3 YBaKUTEIbHON NPUUNHBL;
eOcBoeHME BU/JIA IeATeIbHOCTH ITpodeccuonanbHoro Moaysst [1IM.02.
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ITpunoxxenue 1
Obpasey ogopmnerus u cmpyKmypbi
OHeBHUKA NPOXOHCOCHUSL NPAKMUKU

MMHUCTEPCTBO HAYKU U BBICIIEI'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALIUU
®deepanbHOE TOCYIAPCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIICTO O6pa30BaHI/I$I
TIOMEHCKU IT'OCYJAPCTBEHHBII YHUBEPCUTET
KOJ‘IJ‘ICI[)K HCKYCCTBCHHOI'O MHTCIJICKTA, KPECATUBHOI'O MBIINIJICHUSA U MaCTEPCTBA

JHEBHHUK
npoxo:xaeHus npousBoacreeHnoi npaktuku II1.02 IIpouzseoocmeennas npakmuxa
(Texnonozuueckasn no npogheccuoHaILHOMY MOOYII0: OP2AHUZAUUA MEKYULe20 XPAHEHUS
00KYMEHm 06 U n0020MoeKa 0ell 01 nepeoavu 6 apxua)

1. ®.1.0. obyuaromerocs

2. [Ipodeccus ,Kypc __, rpymma

3. Mecro npoxoxaeHus nmpousBoacTBeHHol npaktuku [111.02 Ilpouzsoocmeennas npaxmuxa
(Texnonozuueckas no npogheccuoHaIbHOMY MOOYIIO.! OP2AHU3AYUS MEKYUe20 XPAHEHUs.
OOKYMEHmMO8 U N0020MOBKa 0eil OJisl hepeodayu 8 ApXues)

(HauMeHOBaHUe, aJipec, KOHTAKTHBIE TeIe(OHbI)

4, PYKOBO,[[I/ITCJ'IB MMPAaKTUKHU OT O6pa30BaTeHLHOﬁ OpTraHH3alnu:

(®.1.0., KOHTaKTHBIH TeneoH)

5. PykoBoauTeNnb MPakTUKU OT MPO(UIBHON OpraHU3aIlul — MECTa MPOXOKICHUS
npoun3BoacTBeHHOM nipakTuku [111.02 Ilpouszsoocmeennas npaxmuxa (Texnonocuveckas no
npoheccuoOHaNbHOMY MOOYIIO. OP2AHU3AYUSL MEKYUe20 XPaHeHUs OOKYMEHMO8 U N0O20MOBKA Oell
0J151 nepeodayu 8 apxus).

(®.1.0., KOHTaKTHBIH TenedoH)

6. Cpoku npoxoxeHus: npon3BoacTBeHHON npakTuky 1111.02:

C « » 20 r.mo« » 20 T
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Cooeporcanue OnesHUKA

1. KaneHnapHblii 1aH NPOX0KACHUS MPOU3BOACTBeHHOM npakTukuy [111.02:

Bun nestenbHOCTH, BBINOJIHAEMBbIE pAaOOTHI
pa3/ies1 IporpaMMbl IPAKTUKU

CpoxH BBITTOTHEHUS

2. ConepxaHue MPaKTUKU:

Coz[epncaHHe BBITTOJTHEHHOM

OTMeETKA O BBITIOJIHEHUH
PYKOBOIMTENS OT

[Hara paboThI B TEUEHUE poUIBLHON OpraHU3aUU
pabouero nHs — MECTa IPOXOKACHUS
IIPAKTUKU
PykoBoguTens npakTuku
OT NPOQHUIBLHON OpraHU3aluy —
MeCTa IPOXOXKICHHUS MTPAKTUKH: / /
(moanuce) (pacumbpoBKa MOIIUCH)

Ileuatn

Jara
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[Tpunoxenue 2

Obpasey ogopmnerus u cmpyKmypbi

Xapakmepucmuku pyKosooumessi NPaAKmMuKyu om npo@duibHoU oOpeanu3ayuu
- Mecma npoxoxcoeHus NpaKmuKu

XapakrepucTuka
pyxoBoauTessa npousBoacTeeHHol npakTuku [11.02 IIpouzeoocmeennan npakmuka
(Texnonozuueckan no npogheccuonHaIbHOMY MOOYII0: OP2AHUZAUUA MEKYULE20 XPAHEHUS
00KYMeHm 08 U n0020Mo8Ka 0ell 0Jia nepeoayu 6 apxue)
oT

(HanMeHoBaHue MPOGUIHHON OPraHU3aIMH - MECTA MIPOXOKICHUS MPAKTUKH )

Ha 00y4arouierocs Kypca, mpodeccuun

(®.11.0 obyuatomerocs)

I. OuneHka CTEeNeHU BBIIOJHEHUS M[POrpaMMbl  MPOU3BOACTBEHHOM mpaktuku [I11.02.
Ilpouszsoocmeennas npakmuxa (Texnonoeuveckas no NpPo@eccUOHANbHOMY — MOOYIIO:
OpeaHu3ayus MeKyule2o XpaneHus OOKyMeHmos u no020mosKa 0eil 0Jia nepedaiu 8 apxus)

2. OrmeHka ypoBHsI IOATOTOBKH CTY/I€HTa K IPaKTHUECKOM paborTe.

3. OueHka JIUYHOCTHBIX Ka4yecTB MPAKTHKaHTA, €r0 YMEHHH M HaBBIKOB, MPO(ecCHOHAIBHOM
KOMITIETEHTHOCTH

PykoBoguTens npousBoacTBeHHou npaktukuy [111.02:

(momxkHOCTH, ©.N.0., MOIIHCH)

Ileuatn

Hara
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ITpunoxxenue 3
Obpaszey ogopmnenus om3viea
PYKO80OUmMeNs NPAKMUKU Om 00pa308amenbHol OpeaHU3AYUY

MHHHCTEPCTBO HAVKU U BBICLLIET'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALIUU
qDeI[CpaJ‘IBHOG rocyaapCTBEHHOC aBTOHOMHOC 06pa30BaTeJ'IBHOC YUPECKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKMII TOCYJJIAPCTBEHHBI YHUBEPCUTET
KOJIJIGI[)K I/ICKYCCTBCHHOFO HHTCIIJIICKTA, eraTI/IBHOFO MBIIIIJICHUA U MaCTepCTBa

OT3bIB
pykoBoautes npousoacreenHoil npaktuxku II1.02 IIpouseoocmeennas npakmuka
(Texnonozuueckan no npogheccuonaIbHOMY MOOYII0: OP2AHUZAUUA MEKYULE20 XPAHEHUS
OOKYMEHMO08 U 0020 O06KaA 0el 0J151 nepeoayu 6 apxue)

0 MPOXOKJIECHUH MPAKTUKU 00YyHaAIOIIUMCS Kypca, npodeccuu

(®.11.0 crynenra)

I. OneHka cTeneHW BBINOJHEHUS  NPOrpaMMbl  NPOU3BOACTBEHHON  mpaktuku  [I11.02

Ilpoussoocmeennas npaxkmuxa (Texmonocuueckass no npogheccuoOHATbHOMY MOOYIIO: OPSAHUZAYUSL
meKywe2o XpaneHust 00KYMeHmo8 U no02omosKa 0ell 0Jisl nepeoadu 8 apxus).

2. OueHka oTueTa 0 IPOXO0XKAECHUN TPon3BoACcTBEHHOU npakTuku I1I1.02.

PykoBonuTens npousBoacTBeHHoM npaktuku [111.02:

(momxkHOCTH, ©.N.0., MOIIHCH)

Hara
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[Tpunoxenue 4
Obpazey mumynvHo2o a1ucma omuema
0 NPOXOHCOEHUU NPOU3BOOCEEHHOU NPAKMUKU

MHHHCTEPCTBO HAVKU U BBICLLIET'O OBPA3OBAHUS
POCCUNCKOU ®EJEPALIUU
qDeI[CpaJ‘IBHOG rocyaapCTBEHHOC aBTOHOMHOC 06pa30BaTeJ'IBHOC YUPECKACHUC
BBICIIET0 00pa30BaHUs
TIOMEHCKMII TOCYJJIAPCTBEHHBI YHUBEPCUTET
KOJIJIGI[)K I/ICKYCCTBCHHOFO HHTCIIJIICKTA, eraTI/IBHOFO MBIIIIJICHUA U MaCTepCTBa

OTYET
0 npoxoskaeHun npousBoacTBeHnoii npaktuku II1.02 Ilpouzsoocmeennas npakmuxa
(Texnonozuueckasn no npogheccuonHaIbHOMY MOOYII0: OP2AHUZAUUA MEKYULe20 XPAHEHUS
OOKYMEHM 08 U N0020MO6Ka 0eJl 0J1s1 nepeoayu 6 apxua)

o0yyaroImumcs IpYMIIBI Kypca, npogeccun

(dbopMbI 00yueHUS

(@110,

PexoMennyemas oreHka
OT opraHa (OpraHu3alum) —
MecTa NMPOXO0KJIeHUsI TPOou3BoACTBeHHON mpakThku [111.02

PykoBouTens npakTuku PykoBoauTens npakTuku
OT NMPOoUIHLHON OPTaHU3aAIUN — 0T 00pa30BaTEIHLHON OpraHU3aIuN
MecCTa MPOXO0KAECHHS IPOU3BOICTBEHHOM
npaxtuku I[111.02
(®11.0) (®11.0)
(moxnuce) (moxnuck)
rneyaTh

Tiomens, 20



