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1. O0mas XapaKTepUCTUKA U LeJIb NPAKTUKHA

[lenp mnpakTUKM — TPUOOPETCHHE TMPAKTUYCCKUX HABBHIKOB M MPAKTUYECKOTO OIBITa, a TaKKe
(bopMHpOBaHUE CIETYIONUX KOMIIETEHIIHIHA:

[1K-1 Crioco6eH ocymecTBIATh JOKyMEHTHPOBAHUE YIIPABICHYECKOH IEATENFHOCTH B OpraHU3auu

IIK-2 Cmnocobern ocymecTBaaTh 00pabOTKy OKYMEHTOB Ha BCEX JdTamax JIOKyMEHTOOO0OpOTa,
CHCTEMaTH3aIUI0, COCTABIICHHE HOMEHKIIATYPHI JIEN, IKCIIEPTU3Y IEHHOCTH U XpaHCHHE JTOKYMEHTOB

[TK-3 CriocoGeH oCyIecTBIATh BHEAPEHUE U IKCIUTYaTAIlUI0 CHCTEM JIEKTPOHHOTO JOKYyMEHTO000pOoTa

Tun npakTuku Cemectp Cnoco0 nposenenust | Konrakrnas padora ®opma
NPOMEKYTOYHOM
arrecTanus
TexHoyornyeckas 6 CrauuoHapHasi; 2 OK3aMeH
MpaKkTUKa BBIC3HAS

Tumnel 321249 poeCCHOHABHON EATETLHOCTH, K KOTOPBIM TOTOBATCS OOYYaIONMIAecs B X0/1€ MPOXOKACHUS
MIPaKTUKH:

- TEXHOJIOTMUYECKUUN

[Tporpamma NnpakTUKH OPUEHTHPOBAHA HA MOATOTOBKY O0YYaroIUXCs K MPo(heCcCHOHATBHOM AeATeIIbHOCTH
B cepe: 07 AnMUHUCTpATUBHO-yIpaBlIeHYeCKas U O(UCHAS IEATENBbHOCTh (B chepe OpraHu3alMOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueHus YIpaBICHUsI OPraHU3aIHsIMU)

[IpaxTika npoBogUTCs B popMe MPAKTUUECKON MOATOTOBKU O0YYaIOIIHXCS.

2. MecTo NpakTHKM B CTPYKTYpe 00pa3oBaTe/ibHON MPOrpaMMbl U IJIAHUPYeEMbIe Pe3yJibTaThl

2.1. TexHonmoruueckasi MpakTUKa OTHOCUTCS K 00s13aTenbHOM yacTu yuebHnoro miana Oll mo HampaBieHHIO
noarotoBku 46.03.02 - JlokyMeHTOBEIeHUE U apXUBOBeeHHE (OakataBpHar).

TexHonoruueckasl mpakTUKa NpeaycMOTpeHa Ha 3 Kypce, 6 cemectp.

Texnonornueckast mpakTuka 0azupyercs Ha 3HAHUAX, TOJYYCHHBIX 00YYarOIUMCS 110 TUCIUIIMHAM YacTH,
dopmupyeMoli  ydacTHUKaMH 00Opa3oBaTeNbHBIX OTHOWEHWH. KommereHnmu, cQPoOpMHUpPOBaHHBIE Y
CTY[CHTOB B TpOIIECCE€ MPOXOXKIACHUS TEXHOJIOTUYECKOM MpPAaKTUKU, OyayT HEOOXOAMMBI MPH H3YyYCHHUU
NpOGMIBHBIX TUCIMILIINH, @ TAKXKE MPH MPOXOKICHUH MPEAUIUIOMHOMN IPAKTHKH.

TexHonmornueckas mpakTHKa JOTHUECKU CBsI3aHa ¢ TAKUMH JUCLUIUIMHAMU, KaK:

IIK-1 - AaMuHHCTpaTHBHOE, TPaXKIAHCKOE W TPYIOBOE MpaBo, JlOKyMEHTHpOBaHHE OyXTalTepCKOW H
OaHKOBCKOU AesITeNbHOCTH, JloOKyMeHTHast TMHTBUCTHKA, JlokymMeHTOBeAeHre, O3HaKOMUTEIbHAs MPAKTHUKa
IIK-2 - ApxuBoBenenue, Jlenonpou3BOACTBO IO oOOpamieHus M TpaxkaaH, Jleronmpous3BOICTBO 1O
oOpallleHusIM TpakJlaH B OpraHax rocyl1apcTBEHHON BiacTu, [JlokyMeHTHpoBaHUE pabOThl IO OOpaleHUsIM
rpaxaan, OpraHuzanusi U TEXHOJOTHS JOKYMEHTAIlMOHHOTO oOecreueHus: yrpasieHus, OpraHuzanus
paboThI C OOpaIICHUSIMU TPaXxKaaH

[1K-3 - ABroMaTu3upoBaHHBIE WH(POPMALMOHHBIE CHUCTeMBI, locynapcTBeHHBbIE HWH(POPMAIIIOHHBIE
CHUCTCMBI, I/IH(I)OpMaI_[I/IOHHBIG CHUCTCMBI, I/IH(bOpMaLII/IOHHBIe TCXHOJIOTMKU B  JOKYMCHTAIIMOHHOM
00eCreYeHnH YIIPaBICHUs U apXUBHOM JIeTie

2.2. TlepeueHb MIAaHUPYEMBIX pE3yJAbTaTOB OOY4YEHUS MPH MPOXOXKACHUU MPAKTUKH, COOTHECEHHBIX C
IUTAHUPYEMBIMH pe3yJbTaTaMu OCBOEHHUS 00pa30BaTeIbHONU MPOrpaMMBI.

Kon no
ProcC Komnerennus NupuxaTopsl (Moka3aTeu J0CTHKEHHUS Pe3yJibTaTa)
BO
ITK-1 Cnoco0eH oCyIIeCTBIAT BriOupaer azexkBaTHblE KOHKPETHOW  cUTyaud  (OpMBbI
JTOKYMEHTHpPOBaHHE TOKYMEHTHPOBaHUS NeSITEIbBHOCTH OpraHu3auu u
yIpaBiIeHYECKOI OCYIIECTBIISIET OJATOTOBKY IOKyMEHTOB

ACATCIIBHOCTH B OpraHnu3aluun




I1K-2

CrniocoOeH ocyIecTBIATh OcymectBisier  paboty
00paboTKy TOKYMEHTOB Ha
BCEX JTarax
TOKyMEHT0000pOTa,
CHCTEMaTH3aIUI0, COCTaBIICHHE
HOMEHKJIATyphI A€IL,
JKCIIEPTU3Y LEHHOCTHU U

XpaHCHUC NOKYMCHTOB

C

BXOAAIIMMU,
HUCXOAAIIUMU JOKYMCHTAMU OpraHUu3alnun

BHYTPEHHUMH U

I1K-3

Crioco0eH OCyIIeCTBISATh
BHEJIPEHHUE U DKCILTyaTalUI0
CHCTEM DJICKTPOHHOTO
JTOKyMEHTO00OpoTa

Hcnonb3yer

apXuBamMu

ABTOMATU3UPOBAaHHBIE
JOKYMEHTAI[HOHHOTO 00eCIieueHMs yIpaBICHUS U YIPABICHUS

CUCTCEMbI B

npoiiecce

3. CTpyKTypa U colep:KaHHue NMPAKTUKHA
3.1.00bem npakTuku cocTaBiser 6 3.e. (216 gacoB), (4 Henmenw).

3.2.ConeprkaHue NpaKkTUKU

3aouHas ¢popma

Oran Coneprkanue 3Tarna npaKkTUKU KomnuectBo | dopMmbl TeKyIero
4acoB KOHTPOJISt
6 cemecTp
1. [ToaroroBuTenbHbli 3Tan. MHCTPYKTaX MO TEXHUKE CobecenoBanue
0€301acCHOCTH U MpaBUJIaM BHYTPEHHETO TPYIOBOTO
pacnopsinka. CoctaBnenue padodero miaHa (rpaduka)
2. PaGora mo 00paboTke TOKyMEHTOB (IIpHEMY, 50 Otuer
perucTpanuy, nepegade, KONMpoBaHUIO U T.1.), B TOM
YHCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM
3. BrinonHenue 3a1anuii pyKOBOAUTENIEH MTPAKTUKH, 50 Ortuer
HampaBJIeHHBIX Ha (POPMHUPOBAHHE KOMITETEHIUI
Cocragnenne u 0hOPMIICHHE OTYETA IO TTPAKTUKE Ortuer
5. Hayuno-npakrtudeckast KoH(epeHLus 0 pe3yabraTam Joknan 1o oruery
MPaKTUKHU
6. [TonroroBurenbHelii oTamn. MHCTPYKTaX 110 TEXHUKE CobecenoBanue
0€30MacHOCTH U TPaBUJIaM BHYTPEHHETO TPYI0BOTO
pacnopsiaka. CoctapneHue pabodero riana (rpaduka)
7. Pabora mo opranuzaruu XpaHeHUs JOKYMEHTOB, B TOM 50 Ortuer
YHUCJIE ApXUBHBIX
8. BrinonHenue 3a1anuii pyKOBOAUTENEH MTPAKTUKH, 50 Ortuer
HampaBJIeHHBIX Ha (POPMUPOBAHHE KOMITETEHIUI
9. Cocragnenne u 0(hOPMIICHHE OTYETA IO TIPAKTUKE 5 Ortuer
10. Hayuno-npakrtudeckast KoH(epeHIus 0 pe3yabraTam 2 Joxnan 1o oruery
MPaKTUKHU
Bcero 207

3.3. UnauBuayalibHbIE 3a/1aHUS 110 TTPAKTUKE:

- CocraBuThb CIpaBKy 00 opranuzanuu, ee ciyxoe JJOY u/unum apxuse (1aTa co3iaHus, KpaTkas UCTOpPUS,
CTPYKTYpa, TOJKHOCTHOM M YHUCIIEHHBIN cOCTaB).

- Onncarp NOKalIbHBIC HOPMATHUBHBIC aKThI 110 YIIPABJICHUIO TOKYMCHTAMH B OpraHu3aliu.

- Onucarsb JIOKaJdbHbIE HOPMATUBHBIE aKThI, B KOTOPBIX OTPa)Ke€HbI BOMPOCHI PabOTHI C 31EKTPOHHBIMU
JOKYMEHTaMH B OpTraHU3allUu.
- Onucarb BUAbI JOKYMEHTOB, COCTABIISIONINE PA3HbIE JOKYMEHTOMOTOKH.




- 3yunTh NOPAIOK TEXHUYECKOW U HAYYHOH 00pabOTKH JIelI.

- Onucars aBTOMaTU3MPOBAaHHBIE CHCTEMBI (TIpaBoOBbIe, yueTHbIe U ap.) U COJl (pu Hamu4um),
HCIIOJIb3yEMbIE B OPTaHU3ALHH.

- IlpunaTh yyacTre B KONMUPOBAHUU JOKYMEHTOB C IPUMEHEHUEM TEXHUUECKUX CPEJCTB (KOIUp, CKAHED).
- [IpuHATH yyacTHe B IOJy4E€HUU U PACHIPEAEICHUN BXOAAIUX JOKYMEHTOB.

- Onucarp cucteMy U (POpMBbI perUCTPALlUU JOKYMEHTOB, IPUHATH YYacCTHE B PErHCTPAIIH.

- [IpuHATH yyacTre B OTIIpaBKE UCXOISIINX TOKYMEHTOB.

- Onmcarbs cUCTEMY KOHTPOJIS 332 UCIIOJTHEHUEM JJOKYMEHTOB.

- [IpunsaTe yyactue B 06paboTKe, perucTpanuy, MoucKe JOKyMEHTOB B aBTOMAaTHU3HPOBAHHBIX CUCTEMAX.

- Onucarts JIOKaJdbHYI0 HOpPMaTHUBHYIO 0a3zy apXxuBa.

- Onucarp NOpSAOK NEepeiadu A€l B apXUB.

- Onucarp cucTeMy XpaHEHMsI apXUBHBIX JOKYMEHTOB B OpraHu3aluu ( IOpsI0K pa3MEIEHUs €INHULL
XpaHEeHHUs1, CHCTEMY O0ECIIEUECHHUsI COXPAHHOCTH apXUBHBIX JOKYMEHTOB (YCJIOBHUS XpaHEHUS, HAJTHYHUE
CHCTEMBI IPOTUBONOKAPHOI 0€301acHOCTH, CPENICTB MOIACPKAHUS BIAYKHOCTHOTO U TEMIIEPATYPHOTO
pexuma, coOIIOIEHUE OXPAHHOTO PEXKIMA)).

- OxapakrepuzoBarb coctaB HCA apxuBa opranu3zanuu (Karajaory, yTeBOAUTEIN, YKa3aTeIHU, apXUBHbIE
OIUCH, 0030pBI JOKYMEHTOB, 6a3bl TaHHBIX U JIp., IPU HAJUYUN).

- Onucath y4eTHbIE TOKYMEHTHI apXHBa.

- [To3HakoMHTECS ¢ hopMaMK UCTIONB30BaHMS APXUBHBIX TOKYMEHTOB (MCIIOJIHEHHUE 3aIIPOCOB,
OpraHu3aIys BRICTABOK (€CJIM OHA BENETCs), 00CTy)KUBAaHUE B YUTAIIHBHOM 3aJIe).

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA

4.1 OueHka 3HaHUN OOYyYaIOLIUXCS B paMKax 0alIbHO-PEUTHHIOBOM CUCTEMBI.
Pacrnipenenenne 6anioB npu NpoXoxkKICHUU MPAKTUKH:

banibHO-pEUTHHIOBBIE MEPOIIPUATHS HE MIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

HoxJian mo oryery
JlokJaz Mo oT4eTy JOJIKEH BKJIIOYaTh B ceOsl:
— KPaTKYIO XapaKTEPUCTUKY MPEANPHUATHS WIH YIPEXKICHUS, HA KOTOPOM MPOXO/INTIA MPAKTHKA;
— MOPSA0K U CPOKU MTPOXOKACHUSI TPAKTUKU;
— HEeOOXOIMMEBIE CBEJIEHUS O 0a3e MPaKTUKH,
— pe3yJbTaThl BBITIOJIHEHHSI pabouero miaHa (rpaduka) mpoxXoKICHUs PAKTHKY;
— OTHCAaHUE KOHKPETHBIX BUOB pa0bOT (MHIUBUIYATbHBIX 33IaHUI), BBITOJHEHHBIX MPAKTUKAHTOM;
— OmucaHue 3a7ad, KOTOpble MPUXOAMJIOCH pelarh IO PYKOBOACTBOM PYKOBOAMTENS MPAKTUKH OT
OpraHu3alvy;
— BBIBOJIBI, JINYHOE OTHOIICHHE U OLIEHKA MOyYE€HHBIX 3HAHUHN U ONbITa Pa0OTHI HA MIPAKTUKE
JlokJax o OT4eTy JOJDKeH BKIIIOYATh B Ce05:
— KpaTKyIO XapaKTePUCTUKY MPEANPUATUS WIH YUPEKIECHUS, HA KOTOPOM MPOXO/INIa MPAKTUKA;
— TIOPSIOK U CPOKU MTPOXOKACHHUS IPAKTUKU;
— HeoOXOoIMMBbIE CBEJICHUS O 0a3e MPAKTHKH,
— pe3yabTaThl BHITOJHEHUs paboyero miaHa (rpaduka) IpoXoKIACHUs PAKTUKY;
— OMMCaHHE KOHKPETHBIX BUJOB pabOT (MHAUBUIAYaIbHBIX 33JaHUI), BBITOJIHEHHBIX MPAKTUKAHTOM;

— OINHCAHMWE 3aJla4, KOTOpble€ MNPUXOAWIOCH PEIIaTh MO PYKOBOACTBOM PYKOBOAMUTENS MNPAKTUKUA OT
OpraHH3aIlNH;
— BBIBOJIBI, JINYHOE OTHOIICHHE U OLIEHKA MOMYyYEHHBIX 3HAHUHN U ONbITAa PA0OTHI Ha MIPAKTUKE

OTtuer
OT4eT 0 MpaKTUKE JIOJDKSH BKJIFOUATh B ceOs:



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

— MOPSJIOK U CPOKH MPOXOXKICHUS PAKTHKH,

— HEeOOXOIUMEBIE CBEJIEHUS O 0a3e MPaKTUKH,

— pe3yJbTaThl BBITIOJIHEHHSI pabouero miaHa (rpaduka) mpoxXoKICHUs PAKTHKY;

— OTHCAaHUE KOHKPETHBIX BUOB pa0OT (MHIUBUIYATbHBIX 33JaHUI), BBITOJHEHHBIX MPAKTUKAHTOM;

— OmucaHue 3a7ad, KOTOpble MPUXOAMJIOCH pelarh IO PYKOBOACTBOM PYKOBOAMTENS MPAKTUKH OT
OpraHu3alvy;

— BBIBO/IbI, IMYHOC OTHOIICHUEC U OLICHKA ITOJIYUCHHBIX 3HAHWUM U OIBITA pa60TI>I Ha IIpaKTHUKE.

Otuet no Mepe HaJOOHOCTH MIUTIOCTPUPYETCSI pUCYHKaMH, KapTaMH, CXeMaMH, YepTexami, ¢pororpadusiMu
U JPYT'MMH HaIVISIAHBIMUA MaTepUalaMu.

OntumanbHbIi 006EM oT4éTa 10 CTpaHUIl MAITUHOMUCHOTO TEKCTA.

K oryery npunaraercst XapakTepUCTHKA Ha CTY/AE€HTa-IPaKTUKAHTA.

OTueT 0 mpakTHKE JOJDKEH BKIIIOYATh B CE05:

— KPaTKYIO XapaKTepPUCTUKY MPEIIPUATHS WIH YUPEKACHUSA, Ha KOTOPOM ITPOXOAMIIA IPAKTHUKA;

— MOPSAJIOK U CPOKH MPOXOXKICHUS PAKTHKH;

— HeoOXoIMMBbIe CBEJICHUS O 0a3e MPAKTHKH,

— pe3yabTaThl BHITOJHEHUs paboyero miaHa (rpaduka) IpoXoKIACHUs TPAKTUKY;

— OINMCaHNE KOHKPETHBIX BUAOB pabOT (MHANBUIYAJIbHBIX 33/1aHUI1), BBITOJHEHHBIX PAKTUKAHTOM;

— OINHCAHHWE 33aJla4, KOTOpble€ MNPUXOAWIOCH PEIIaTh MO PYKOBOACTBOM PYKOBOAMUTENS MNPAKTUKUA OT
OpraHH3aIlNH;

— BBIBO/IbI, IMYHOC OTHOIICHUC U OLICHKA ITOJYUCHHBIX 3HAHUU U OTBITA paGOTBI Ha MMPAaKTUKEC.

OTtuer mo Mepe HaIOOHOCTU MILTIOCTPUPYETCS pUCYHKAMHU, KapTaMH, CXeMaMHu, YepTekaMu, pororpapusimMu
U IPYTUMU HarJIHBIMU MaTepuaIaMH.

OnTuManbeHbIil 006EM oTuéTa 10 CTpaHUI] MAITMHOIIMCHOTO TEKCTA.
K oruery mpuiaraercs xapakTepuCTHKa Ha CTY/IEHTA-IIPAaKTUKAHTA.

CoOecenoBanue
Opranu3zanys J0KyMeHTO000poTa.
WndopmaninoHHbIe CUCTEMBI B OpPraHU3aIUH.
[Topsimok u popMbI perucTpauu J0KyMEHTOB.
dopMUpOBaHUE ACI B OPraHU3ALUU.
JlokanpHas HopmaTuBHas 6a3za J[IOY B opranu3aiuu.
Homenkiarypa nen opranusanuu.
HaydHo-cripaBouHBIH amnmapar apxuBa.
VYuer apXUBHBIX JOKYMEHTOB.
HcnomHeHue 3anpocoB B apXHBe.

A A o

ObecrieueHne COXpaHHOCTH IOKYMEHTOB B OpraHU3alllu.

4.3 TIpomexxyTouHas aTTecTanus MPOBOAUTCS B (popMe dK3aMeHa
[To uToram mMpOXOXKIEHHUs NMPAKTHKH OOydyaroIIMHCS JOJKEH CBOEBPEMEHHO IPEICTaBUTh Ha Kadenpy
CJICAYIOLIYIO OTYETHYIO JOKYMEHTAIUIO:

- OTYET O MPOXOXKICHUH NPAKTUKU U BBITIOJIHEHUH WHAWBUYaIbHbIX 3aaHUM;

- OT3BIB-XapaKTEPUCTHKY O CBOEH paboTe ¢ MecTa MPOXOXKACHUS MPAKTHKH.

Hamuume npaBuiabHO O(DOPMIICHHBIX OTYETHBIX JOKYMEHTOB I10 TPAKTHKE, OTPAKAIOIIMX OCBOCHHBIE
KOMIICTCHITUU B XOJI€ BBIMOJTHEHUS WHAWBUIYAJTbHBIX 3a/IaHHM, SBISIETCS OCHOBAaHHMEM ISl BBICTABJICHHS
COOTBETCTBYIOIIECH OIICHKH.

4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

JleckpunTopsl (YpOBHH) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)




[K-1 Ha BbICOKOM ypoOBHE BBHIOMpAeT aJeKBAaTHbIC KOHKPETHOW CHUTYaIHH
GopMBI  TOKYMEHTHPOBAHUS  JESATEIBHOCTH  OpraHu3alu U
OCYILECTBIIAET ITOATOTOBKY JOKYMEHTOB

COTIHHON I1K-2 Ha BbICOKOM ypOBHE OCYIIECTBISAET padbOTy C BXOMSIIUMH,
BHYTPEHHUMH M UCXOISIIUMH JOKYMEHTAMHU OpTraHH3aIun
IIK-3 Ha BBICOKOM ypOBHE HCIIOJIb3yeT aBTOMAaTH3UPOBAHHBIE CUCTEMBI B

mpouecce  JOKYMEHTAIIMOHHOTO  OOecledeHHsl YOpaBiICHUS U
YIOpaBIeHUS apXUBaMHU

TIK-1 Ha pmoctaro4HO BBICOKOM  YpOBHE  BBIOMpAeT  aJeKBaTHBIC
KOHKPETHOH cHuTyanuu (opMbl JOKYMEHTHPOBAHUS JESITEIHHOCTH
OpTaHU3aIMH U OCYIIECTBIISET MOATOTOBKY JOKYMEHTOB

I1K-2 Ha pgocrarouHo BBICOKOM ypOBHE OCYHIECTBISIET padoTy ¢

«XOPOIIIO» BXO[MIIIMMH, BHYTPEHHUMH W  UCXOISANIMMU  JOKyMEHTaMH
OpTaHu3aIIH

I1K-3 Ha nocTato4HO BBICOKOM YPOBHE HCIIOJIB3YET aBTOMATU3UPOBAHHBIE

CHCTEMBl B  Tpollecce  JIOKYMEHTALMOHHOTO  OoOecriedeHust
YIIPABJICHUS U YIIPaBICHUSA apXUBAMU

IK-1 Ha nocrarounom ypoBHE BBIOMpaeT aJeKBaTHbIE KOHKPETHOM
CUTyaluu GOPMBI TOKYMEHTUPOBAHHS JCSITEIBHOCTH OPTraHU3aluu H
OCYIIECTBIISET TIOATOTOBKY JOKYMEHTOB

[IK-2 Ha nocratouHoM ypoBHE OCYIIECTBISIET paboOTy € BXOASILIMMH,

«YIOBIETBOPUTEITHHOY
BHYTPEHHUMH U UCXOAAIIMMHU JOKYMEHTAMU OPraHU3aUU

IK-3 Ha pmocrarouHoM  ypoBHE HCHOJIB3YyeT aBTOMAaTU3UPOBAaHHBIC
CHCTEMBl B  Tpollecce  JIOKYMEHTAIMOHHOTO  0oOecriedeHus
yIpaBICHUS U YIPABICHUS apXUBaAMU

IK-1 He BbeiOWpaer ajexBaTHbIE KOHKPETHOW cUTyamuu  (HOpPMBI
JOKYMEHTHUPOBAHUS JEATCILHOCTH OPraHWU3allil M OCYIIECTBIISCT
MOATOTOBKY JIOKYMEHTOB

[IK-2 He ocymectBisier pabory C BXOOIIIMMH, BHYTPEHHUMH U

«CHEYAOBJICTBOPUTCIIHHO)
HUCXOOAIUMU JOKYMCHTAMU OpraHUu3alnun

I1K-3 He wucnomp3yer aBTOMaTU3MpOBaHHBIE CHUCTEMBI B IIpoLECCE
JOKYMEHTAI[HOHHOTO O0ECIeYeHUs] YIpPaBICHUA U YIPABICHUA
apxXuBaMu

5. Y4eOHO-MeTOAMYECKME PEKOMEHAAIUN 110 NPAKTHKE

Ob6s3aHHOCTH 00YYaIOUINXCS BO BpeMs MPOXOXKICHHS MPAKTUKU, TPEOOBaHUS K OLIEHKE BBIIOJHEHHS UMH
pabouero mrana (rpaduka) MPaKTUKA W YCBOCHHUIO KOMIETCHITMH, (GOPMUPYEMBIX BO BpeMs MPAKTHKH
3akperyieHbl B [lonojkeHUM o mMpakTHKe OOydaroluXCs, OCBaWBaIOLIUMX O0Opa3oBaTelbHBbIE MPOTPAMMBbI
BBICIIETO 00pa3oBanHus, peanuzyembie B DI'BOY BO «TamO0BCKHMii TOCYIapCTBEHHBIM YHUBEPCUTET UMEHU
I''P. Jlep>xaBuHay, a Takke B COOTBETCTBYIOIMX MeToandeckux Marepuanax (ITpuioxenne 8§ OIT BO).

6. YueOHO-MeTonM4YecKkoe U HH(POPMALMOHHOE 0O0ecniedyeHre MPAKTUKHA

6.1 OcHOBHas nuTEpaTypa:

1. Myneruna M.B. ApxuBoBenenue : ydeObHoe mocobue. - MockBa: CADY, 2014. - 232 c. - Tekcr :
anektponnbii  //  OBC  «KoHcynmpTaHT — CcTymeHTa By3a W MmeaBy3a  [cait]. - URL:
https://www.studentlibrary.ru/book/ISBN9785261009375.html

2. bmixkoBa T.A., Kysumemoa T.B., Cankuna JI.B. JlokymeHTanmoHHOE oOOeCIeYeHUE YIpaBICHUS
(memonpou3BOACTBO) : yueb. mocoo.. - Uza. 2-e, mepepad. u pom.. - M.: UHOPA-M, 2012. - 304 c.




3. Kongpamosa, T. B., KynseB, H. H., TepentseBa, E. B., ®abpuunos, A. I. NudpopmanmonHsie
TEXHOJIOTMH B JJOKYMEHTAI[MOHHOM O0€CIEUCHUHYIIPABICHUS U apXUBHOM Jelie : Y4eOHUK JUIsl BYy3O0B. -
2021-09-20; MadopManiMoHHbIE TEXHOJIOTUH B JIOKYMEHTAIIMOHHOM 00€CTICUCHUUYIIPABICHUS U apXHUBHOM
nene. - Mocksa: Jloroc, 2016. - 408 c. - Tekct : snmekrponHsii // IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70714.html

6.2 JlonosHUTENbHAS TUTEpPATYpA:

1. Kysnemoma, U. B., Xawarpsn, I. A. KoHduaeHmumaapbHOe IEIOMPOU3BOACTBO W 3alTUIICHHBINA
ANEKTPOHHBIN JOKYMEHTOOOOPOT : yueOHoe mocobue s OakanaBpoB. - Bech Cpok OXpaHBI aBTOPCKOTO
npaBa; KornduaeHmaipsHOE 1EI0MPOU3BOACTBO U 3aIIUIIEHHBIN JIEKTPOHHBINA JOoKyMe. - MockBa: At [1u
Ap Meamna, 2020. - 192 c. - Tekcr : onekrponnsiii // IPR  BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/97083.html

2. bypora E.M., AnekceeBa E.B., Adanacresa JI.II. ApxuBoBeaeHue (TEOpPHUsS U METOAMKA) : YICOHHUK IS
BY30B. - M.: U3nat. nom MOU, 2012. - 482 c.

3. lomukoB A.I. ApxuBOBeJcHUE OTEYECTBEHHON MCTOPHUU : yueOd. MmocoOue A By30B. - 3-€ HU31., CTep.. -
M.: Axagemus, 2012. - 173 c.

4. Packun JI.1., CoxomoB A.P. ApxuBoBeneHHE : y9eOHUK JJIs1 akajaeM. OakamaBpuara. - Mocksa: FOpaiit,
2016. - 383 c.

6.3 VHpIe MCTOYHUKU:

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

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

7. MarepuajibHO-TeXHHMYECKOe olOecreyeHne MNPAKTHUKH, TMPOrpaMMHoe o0ecredyeHue |
HH(OPMALMOHHbIE CIIPABOYHbIE CUCTEMBbI

Jlnst mpoBeaeHUs MPAKTUKU HEOOXOIMMO CIEAyIollee MaTepHalbHO-TEXHUYECKoe obecreueHue: padbouee
MECTO, COAEpIKaLIee: MEPCOHAIBHBIM KOMIIBIOTEP, IIPUHTEP; BO3MOKHOCTh BbIXOJa B ceThb VHTEpHET mis
novcka MHGOpPMaLUU MO NPOGMIBHEIM CaliTaM M MOpTalaM; MOMEIICHUS Ui CAMOCTOATENbHON paboThl;
y4eOHbIe ayqUTOPUH JIsi MPOBEACHUS TPYNIOBBIX U WHAMBUIYATbHBIX KOHCYJIBTAIIMH M MPOMEKYTOUHOH
aTTeCTalUu.

VY4eOHble ayTUTOPUN U MIOMEIICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

JluneH3noHHOE U CBOOOIHO pacpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedyeHHE:

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

Omneparmonnas cuctema Microsoft Windows 10
Microsoft Office [Ipodeccronanbhsrii mioc 2007

ITpodeccronanbhbie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:

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

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

3. Poccuiickast HanmonanbHas oubmanoreka. — URL: http://nlr.ru

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

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

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



10
8. CnpaBounas mpasoBas cuctema "Koncynsrant rmoc”. — URL: http://www.consultant.ru
9. ObC «YHuBepcurerckas oubianoreka onnaita» . — URL: http://www.biblioclub.ru
10. FOpaiit: snexkrpoHHO-OubmMoTeyHast cuctema. — URL: https://urait.ru

JJIeKTPOHHAasi HH(POPMALIMOHHO-00pa30BaTe/IbHAA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
BsaumogeiicTBue mnpemnogaBarenss M CTyIEHTa BO BpeMsl MPOXOXKJIEHUS MOCIEIHUM TEXHOJIOTMYECKOH
MPAKTUKUA  OCYLIECTBISAETCS  IMOCPEACTBOM  MYJIBTUMEAUMHBIX,  THIEPTEKCTOBBIX, CETEBBIX,
TEJIEKOMMYHUKAIIMOHHBIX TEXHOJIOTH, UCTIONb3YEMBIX B JIEKTPOHHON MH(OpPMAaLMOHHO-00pa30BaTeIbHON

Cpelle YHUBEpCUTETA.



