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COJAEPXAHUE

1. Ilacmopr pabGouell mnporpamMmbl IPOU3BOACTBEHHOM MpPaKTUKH (1O HPOQUIIO
cnenuanbHocT) [IM. 01 Opranusanusi JOKyMEHTalMOHHOTO 00€CIIEUEHMs! YIIPaBICHUS
U QYHKIIMOHUPOBAHMSI OpPraHU3aLUH.

2. Pesynmbrathl ocBOeHUs paboueil MporpamMmbl MPOU3BOJCTBEHHOW IMPAKTUKHU (IO
npodumto crenuanbHocTH) [IM. 01 Opranuzanusi JOKyMEHTAIMOHHOTO O0eCTIeueHUs
yIpaByieHus! ¥ (QYHKIIHOHHUPOBAHUS OPTaHU3AIUH .

3. TemaTnueckuil miaaH M colep’kaHUe IPOM3BOJACTBEHHOM MPAKTUKU (11O MPOGUITIO
cnenuanbHocT) [IM. 01 Opranusanusi JOKyMEHTAalMOHHOTO 00€CIIEYEHMs! YIIPaBICHUS
U QYHKIIMOHUPOBAHMSI OpPraHU3aLUH.

4. YcnoBus peamu3aldy MPOrpaMMbl TPOU3BOACTBCHHON MPAKTUKH (IO TPOGUITIO
cnenuansaoct) [IM. 01 Opranuzanusi JOKyMEHTAIMOHHOTO 0OecTieueH s yIpaBIeHUs
¥ QYHKITMOHUPOBAHUS OpTaHU3aIUH.

5. Kontposnb u oOlleHKa pe3yJlbTaTOB OCBOCHHUS TMPOU3BOJCTBEHHOM MPAKTHKUA (I10
npodumto crenuanbHocTH) [IM. 01 Opranuzanusi TOKyMEHTAIMOHHOTO 00ecreYeHHUs
yrpaBieHUS U QYHKIIMOHUPOBAHUS OPTaHHU3AIIHH.
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1.IIACIIOPT PABOYEM ITPOI' PAMMBI ITIPOU3BOJICTBEHHOM MPAKTUKH (ITO
MPOPUJIIO CIIEHUAJIBHOCTH) 110 IIM.01 OPTAHM3AIUA JOKYMEHTAIHMOHHOI'O
OBECIIEYEHUSA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUA OPTAHU3ALIUN

1.1. O6saacTh NpUMEHEHNUsI IPOrPAMMBbI:

Pabouast mporpaMMa MpPOW3BOJCTBEHHOW MPAKTUKH (IO MPOQIIIIO0 CIEIUATBHOCTH) — SBISETCS
yacteto [IIICC3 B coorBerctBuu ¢ ®I'OC no cneumanbHocTH CIIO 46.02.01 [JoxyMeHTalMOHHOE
o0ecrieueHre yrpaBiICHHS U apXUBOBEICHHE.

1.2. llesn 1 32724 NPOU3BOICTBEHHON MPAKTUKH:

dopmupoBaHue y O0O0ydarouuxcs MpaKTHUYeCKUX MNpodeCcCHOHATIbHBIX YMEHHH B paMmKax
npodeccuonansHoro  moxynas  [IM.01  Oprasm3anus  AOKYMEHTAI[MOHHOTO  OOeCredeHus W
¢byakunonupoBanus opranuzanuu [IIICC3 CIIO mo OCHOBHBIM BHJAaM JEATEILHOCTH IJII OCBOCHHS
CHEIMATILHOCTH, O0y4YeHHE TPYAOBBIM IpHEMaM, OIEpalsaM U Croco0aM BBITOJHEHUS TPYHAOBBIX
MIPOLIECCOB, XapaKTEPHBIX JUIsI COOTBETCTBYIOUICH CHENMATbHOCTH U HEOOXOIUMBIX JI MOCIIETYIOIIEro
OCBOCHUS UMU OOIIHX ¥ MPO(eCcCHOHATBHBIX KOMIIETCHIIMHA 110 H30paHHOW CIICITHAIEHOCTH.

3amayamMu IPOU3BOACTBEHHON MpakTUKHU (1o mpoduito crenuanbHocT) o [IM.01 Opranuzanus
JOKYMEHTAIMOHHOTO o0ecriedeHust U (YHKIIMOHUPOBAHUS OpPTraHU3aIMH SBJISIOTCS:

- U3y4eHue PyHKUUN U CTPYKTYPHI JEIONPON3BOICTBEHHON CIIYKOBI;

- BBIBJICHHE OCOOCHHOCTEW OKYMEHTHPOBAHUS JACATEIHHOCTH OPTraHMU3allud, YUPEeKICHUS,
MIPeNPUATHS;

- MOCTPOCHKE NH()OPMAIIMOHHO-TTIONCKOBOW CUCTEMEI;

- KOHTPOJIb 32 UCIIOJHEHUEM JOKYMEHTOB;

- KJIacCu(UKAIKS U CUCTEMATH3AIHSI IOKYMEHTOB, (JOPMUPOBAHHUE JICTT.

1.3 TpeGoBanuss K pe3yJbTaTaM OCBOECHHMs NPOM3BOJACTBEHHON NPaKTHKH (M0 Npodu.iio
CIeuMaJIbHOCTH):

B pesynbTare mpoxoxkJIeHHsI MPOU3BOJCTBEHHOW MPAKTHUKU (MO MPOGMII0 CHELHaTbHOCTH) I10
BUJaM NPO¢EeCCHOHATBHON ACSITEIbHOCTH 00YyYatOIIMICS JOIKEH |

HMETh NPAKTHYECKUH ONBIT:

- OpraHM3aluy JOKyMEHTAallMOHHOIO OOECreueHus YIpaBleHUS U (QYHKIMOHUPOBAHUS
OpraHu3alyHu.

1.4. Koiu4yecTBO 4acoB Ha 0CBOeHHE padoueil MporpaMMbl MPOU3BOICTBEHHOH MPAKTHKHU
(o mpoduio cnenuaaIbHOCTH):
B pamkax ocBoeHust nmpodeccuoHaAIBHOTO MOy s — 36 4acOB, B TOM YHUCIIE:

®opMma o0ydeHust 3 Kypc
5 cemecTp
Ovynas 36




2. PE3YJIBTATHI OCBOEHMSI PABOUYEN ITPOI' PAMMBI ITPONU3BOJCTBEHHOM

INPAKTHUKH (ITO MTPOPNJIIO CIIEHHUAJIBHOCTMN) 110 IIM.01 OPTAHU3ALIUA
JOKYMEHTALIMOHHOI'O OBECIIEYEHHSA YIIPABJIEHUA U ®YHKIHMOHUPOBAHUA

OPI'AHM3 AU

PesynbraTtom ocBoeHHsT pabodell HporpaMMbl MPOU3BOJCTBEHHOW NPAaKTUKU (MO mpoduiro
CIELMAIBHOCTU) sBIIs€TCA CHOPMHPOBAHHOCTh Yy OOYyYarOIMXCA MPAKTUYECKUX NPO(ecCHOHAIBHBIX
ymenuii B pamkax wmonyied IIIICC3 CIIO mo OCHOBHBIM BHUAAM JESTEIBHOCTH, B TOM YHCIE
npodeccuoranbHbIMA (I1K) n 06mmmmu komnerenusmu (OK):

Kon HaumeHnoBaHue pe3yJibTaTa 00yueHHsl

OK 1. [ToHnMaTh CyIIHOCTh U COIMATBHYIO 3HAYUMOCTh CBOCH OyyIei npodeccuu, MposiBIsATh K
HEW YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEILHOCTD, BHIOMPATH THIIOBBIE METOJIBI U CIIOCOOBI
BBINOJIHEHUS! TPO(EeCCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U KaYECTBO.

OK 3. [IpuHuMaTh penieHus B CTaHAapTHBIX U HECTaHAAPTHBIX CUTYalUsSIX U HECTU 33 HUX
OTBETCTBEHHOCTb

OK 4. OcymiecTBIATh TOUCK U HCIIOB30BaHUE HMHPOPMAITUH, HE00X0aUMOM 17151 3P PEeKTHBHOTO
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, IPOQECCUOHATIBHOTO M JMYHOCTHOI'O PA3BUTHSI.

OK 5. Hcnonp30BaTe MHPOPMAMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHU B TPO(eCCHOHAITBHOM
JesSITebHOCTH.

OK 6. PaboTath B KOJIJIeKTHBE U KOMaHAE, YPPEKTHBHO 0OIIATHCS C KOJUIETaMHU, PyKOBOJICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bbpath Ha ce0s1 OTBETCTBEHHOCTD 3a pabOTy WIEHOB KOMaH/ Ibl (IOJIYMHEHHBIX ), PE3YIbTAT
BBINOJIHEHUS 3a/1aHU.

OK 8. CamocToATeNbHO ONpPEeeNaTh 3a1a4i IPOPECCHOHATBHOIO M JMYHOCTHOTO Pa3BUTHS,
3aHMMAaTbhCs CaMO0Opa30BaHUEM, OCO3HAHHO IIJIAHUPOBATh MOBBIILIEHUE KBATU(PUKALIUY.

OK 9. OpueHTHPOBATHCS B YCIOBHUIX YaCTOW CMEHBI TEXHOJIOTUH B MPO(ecCHOHANBHOM
JIeSITEJIbHOCTH.

IIK 1.1. KoopannupoBats paboTy opranu3anuu (IpUEMHONW PYKOBOJMUTENS), BECTU IIPUEM
ITOCETUTENEH.

IIK 1.2. OcymecTBiATh paboOTy MO MOATOTOBKE U MPOBEIEHUIO COBEIAHUH, eTOBBIX BCTPEY,
IIPUEMOB U IIPE3ECHTALINN.

IIK 1.3. OcCyIecTBIIATh NOATOTOBKY AEJIOBBIX MOE3/I0K PYKOBOJUTENS U JPYTUX COTPYIHUKOB
OpraHu3aIMH.

IIK 1.4. OpraHu30BbIBaTh paboyee MECTO CEKpeTapsi U PyKOBOIUTEIIS.

IIK 1.5. OdopMIIATE U PETUCTPUPOBATH OPraHU3ALUOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS.

IIK 1.6. OO6pabaTbIBaTh BXOJAIINE U UCXOJSIINE TOKYMEHTbI, CHCTEMaTU3UPOBATh UX, COCTaBIATh
HOMEHKJIATYpY J1e7 ¥ GOpMHUpPOBaATh TOKYMEHTHI B JeJa.

IIK 1.7. CamocTodaTenbHO paboTaTh C JOKYMEHTaMH, CO/IEPKAIIMMU KOH(DUICHIIUATBbHYIO
nH(OpPMAaIINIO, B TOM YHUCIIE C TOKYMEHTAMH I10 JIMYHOMY COCTaBYy.

I1K 1.8. OcymiecTBiATh TenepoHHOE 00CIyKUBaHUE, TPUHUMATh U Mepe/iaBaTh (PaKcChl.

IK 1.9. OcymecTBISITH MOATOTOBKY A€ K Nepeiaye Ha apXUBHOE XPAHECHHE.

I1IK 1.10. | CocraBnaTh ONUCH JIeJ1, OCYLIECTBIATH MOATOTOBKY A€ K Iepe/laue B apXUB OpraHu3alui,

roCcyaapCTBEHHBIC © MYHUITUIIAJIBHBIC apXHBBI.




3. TEMATHYECKHWMH IVIAH U COJIEP)KAHUE IMTPOU3BOJCTBEHHOM MPAKTUKH (ITO ITIPO®UJIIO CHEIIUAJIBHOCTH) IO IIM.01

OPTAHU3AIIUA JOKYMEHTAIIMOHHOI'O OBECHHEYEHUSA YIIPABJIEHUA U ®YHKIIMOHUPOBAHUA OPI'AHU3AIIHU

3.1 ILlnan MPOXO0KACHUA HpOH3B0}ICTB6HHOﬁ NMPaKTUKH (l'[O l'[pO(l)I/I.]'[]O ClIeIII/IaJIBHOCTI/I) Imo npoq)eccnonaanOMy MOAYJH0

HaunmenoBaHmue MOAYJIdA

MPaKTHKA N0 Kypcam

IIpon3BoacTBeHHast (110 NPOPUIIO CIEUATBLHOCTH)

[IM. 01 Opranun3zanusi JOKyMEHTallMOHHOTO 00eCIIeUeHHs YIPABICHUS U

(GYHKIIMOHUPOBAHUS OpTraHU3AIUU

3 kypc 5 cemectp (ouHas popma 0OydeHMSI)
3 kypc 6 cemecTtp (3aouHas hopa 0OyueHuUs )

3.2. TemaTnuyeckuii IJIaH U CO/iep:KaHNe MPOU3BOACTBEHHOI NpakTUKH (110 nmpo¢guiito cnenuanbHocT) mo IIM. 01 Opranusanus

JOKYMEHTAIIHOHHOTI O odecnmeyeHns YupaBJiecHUA U (l)yHKIII/IOHI/IPOBaHI/Iﬂ OpraHu3anvu

Koa u Koauuect
Kon ITK HAaNMMEeHOBaHUS BO 4YacoB Buab1 pador HaunmeHoBaHMs TeM NMPOM3BOJACTBEHHON NMPAKTUKH Kou-Bo
npo@ecCHOHATBHBIX no [IM (mo mpoduiIo cnenuaaIbHOCTH) NPAKTHUKHA 4acoB 10
MOAYJIeH TeMaM
1 2 3 4 5 6
1. U3yuyenue pyHKUIUN U CTPYKTYpPBI BBOJIHBIN HHCTPYKTAX 6
IIK1.1 - M. 01 JIEIONPOU3BOJICTBEHHON CITYKOBI, Tema 1. PaccmoTpenre HOpMAaTHUBHBIX JOKYMEHTOB B
TIK 1.10. Opranuszanus 2. BeiaBinenue ocobeHHOCTEN JIESITEILHOCTH JIETIONPOU3BOJICTBEHHON CITY)KOBI 6
JAOKYMEHTAUHOHHOIO | 36 yacoB | [IOKYMEHTUPOBAHUS ICATEIbHOCTU Tema 2. 3HaKOMCTBO ¢ OpraHU3aIuei
o0ecneuyeHus opranu3anuvu, yYpCKIACHUA, JEJIOIPOU3BO, JCTBEHHON C_]'Iy>K6LI
YHpaBJIeHUS] ¥ NPEANPUATHS, Tema 3. U3yuenne pabounx MECT COTPYTHUKOB
GyHKuMOHUpOBAHUSA 3. [Moctpoenne nHGHOPMAITMOHHO- JIENIOIPOM3BOICTBEHHON CITYKOBI
OpraHu3auvu IIOMCKOBOM CHCTEMEI, Tema 4. OnpeneneHue CUCTEM JOKYMEHTAIINH, 6
4, KOHTpOJ'IB 3a UCITOJITHCEHHUEM HUCTIOIB3YEMBIX B YUPEKICHUN
AOKYMCHTOB, Tema 5. OdgopMmieHne pa3TuIHBIX CUCTEM
5. Kinaccndurarms i CHCTEMAaTH3aUHS | joKyMeHTAIHH
JIOKyMEHTOB, (JOPMHUPOBAHHE JEIT. Tema 6. Pernctpanust TOKyMEHTOB C HCIOIb30BAaHHEM 6
Pa3JIMYHBIX PETUCTPALMOHHBIX POpM
Tema 7. OcymiecTBieHuE KOHTPOJIS UCIIOTHEHUS 6

JOKYMCHTOB




Tema 8. [lenonpon3BoICTBEHHBIE OTIEPAIIMH B TIPOIECCE
KOHTPOJISI UCIIOJIHEHUSI JOKYMEHTOB.
Tema 9. HoMenkaTypa opraHu3aiuy U CXeMbl 6
KJIacCU(UKAIUHU TOKYMEHTOB.
Tema 10. ['pynnupoBka HCIIOTHEHHBIX IOKYMEHTOB B
Jiena.
Bcero yaco 36
3.3 Conepxkanue nNpou3BOJACTBEHHON NPAKTUKH (M0 NPOPUIII0 CIeNNAJIBHOCTH) M0 npodeccnonanbHomy Moay o IIM. 01 Opranuzauus
JOKYMEHTAIlMOHHOI0 o0ecreyeHHs yNpaBJjeHus U (pyHKIMOHUPOBAHUSI OPTraHU3alluu
Buasi pador Tema CoaepixaHue 0CBOCHHOI0 y4eOHOI0 MaTepHaJia, KonuyectBo | Yposensn
HEe00X0AUMOro /ISl BHINOJIHEHUS padoT 4yacoB yCBOEHHS
1 2 3 4 5
BBoaHBIN HHCTPYKTAXK 1. MHCTpYKTaX MO MPOXOXKICHUIO TPAKTHKH, LIETH, 2
3aJ1a4M, CTPYKTypa OTYeTa.
2. Boljaua 3ajanust Ha MPOU3BOJICTBEHHYIO MPAKTHUKY. 2
3. Odopmienne THEBHUKOB. 2
1. U3yuenue pyHKIUN 1 1. PaccmoTpeHre HOpMaTUBHBIX 1. AHanu3 NOJI0KEHUS O AETONPOU3BOACTBEHHOMN
CTPYKTYpBbI JOKYMEHTOB B JIEATEIbHOCTH ciyxoe. 2
JEJIONPOU3BOACTBEHHON JEIONPOU3BOACTBEHHOM CIIYKOBI; | 2. AHAIN3 JOJDKHOCTHBIX HHCTPYKIMH paOOTHHKOB 2
CITYKOBI 2. 3HaKOMCTBO C OpraHu3aluen JIeJIOTIPOU3BOACTBEHHOMN CITYKOBbI.
JEIONPOU3BOACTBEHHOM CIIYKOBI. | 3. AHanW3 HHCTPYKLUH TI0 JEI0IPOU3BOICTBY.
3. Msyenme pabounx mect 4. U3y4yeHue cTeneH! aBTOMaTU3alun
COTPYAHHKOB . JIeTIOTIPON3BOICTBEHHBIX MTPOLECCOB (BHIUMCIUTENbHAS
AeNONPON3BOAICTBEHHON CITy KObI TEXHMKA, JIOKAJIbHAs CeTh, CIIELl. IIporpamma s
aBTOMATH3aLMK JEIONPOU3BO/CTBA). BrlsaBieHue
CTENEHN OCHAIIEHHOCTH paboyero Mecra pabOTHHUKA
JIeJIOTIPOU3BOACTBEHHON CITY>KOBI.
5. N3yuenue cpencts TeneoHHON, MOOMIIBHOM, 2

TesierpaHoi, (pakCUMUIBHOM CBA3M, UX
XapakTepucTHK. Vcronb3oBaHue ux Ajs nepeaadn
nH(pOpMaIUU TPAHCTIOPTUPOBKHU JTOKYMEHTOB.




6. Mcnonb3oBaHue TEIEKOMMYHUKAIIMOHHBIX CETEN IS
nepenayn naHGopmammu. Pabora B cersix MuTEepHET.

2. BeisiBnenue ocooennocrer | 1. Onpenenenue cucreM 1. PaccMoTpenue u ohopmiIeHHE OpraHU3alMOHHO- 2
JIOKYMEHTUPOBAHUS JOKYMEHTAIMH, UCIIOJIb3YEMBIX B | IPAaBOBOM IOKYMEHTALIMU 10 YKA3aHHUIO PYKOBOJICTBA;
NEeSTeIbHOCTH OpraHu3aIuu, YUpEXKICHUU; 2. Paccmotpenue u odpopMiieHre OpraHu3aluoOHHO- 2
YUPEXKJIEHUS, IPEANPUATUS 2. OdopmiieHue pa3IuyHbIX pacnopsAUTEIbHON TOKYMEHTAIMU 110 YKa3aHUIO
CUCTEM JJOKYMEHTAIUH. PYKOBOJICTBA;
3. Paccmotpenue u opopmieHrne nHGOOPMAITMOHHO- 2
CIPAaBOYHON JOKYMEHTAIIMH.
3. Iloctpoenue 1. Peructpanust JOKyMEHTOB ¢ 1. Onpenenenue cucTeM perucTpaluy JOKYMEHTOB 2
WH(GOPMAIMOHHO-TIOUCKOBON | MCTIOJIB30BAHUEM PA3ITUYHBIX (ueHTpanu3oBaHHad, ACIIEHTPAIN30BAHHAS,
CUCTEMBbI perucTpanoHHbIX HopM CMEIlIaHHAas).
2. Onpenenenue GopM perucTpanuu J0KyMEHTOB 2
(>KypHasibHas1, KapTOYHasi, aBTOMATU3HUPOBAHHAS ).
4. Kontpons 3a ucnioaenueM | 1. OcylecTBieHre KOHTPOJIS 1. VI3yuenue opranu3anuy U TEXHOJIOTUU KOHTPOJIS 2
JIOKYMEHTOB; HCIIOJIHEHUS JOKYMEHTOB WCIIOJIHEHUS TOKYMEHTOB. BhIsicHEeHNe Hamuuust
2. Jlenonpou3BOCTBEHHbBIE OTBETCTBEHHOTO 32 3TOT Y4acTOK paboThl, JOKYMEHTOB,
orepalu B Mpolecce KOHTPOIIS peraaMeHTHPYIOMIMX ATOT BUJ JEATEIbHOCTH.
WCIIOJIHEHUS IOKYMEHTOB. 2. AHanu3 nepeyHeil TOKYMEHTOB, MMOIeKaIuX 2
KOHTPOJIIO, OIIPEJIETIeHNE KOIMUYECTBA TIOKYMEHTOB,
HaxOJAIIMXCS Ha KOHTPOJIE, YCTAHOBJIEHUE CPOKOB
HCIIOJIHEHUSI.
5. Knaccudukanms u 1. Homenknarypa opranuzanuu u | 1. AHanu3 U onpesiesieHne kauecTBa opopmieHus 2
cucTeMaTH3anus JOKYMEHTOB, | CXeMBbI KilacCUu(UKaluu HOMEHKJIATYpHI JeJl, U3y4eHHe KIacCU(PUKAIIMOHHBIX
dbopMupoBaHueE el JTIOKYMEHTOB. CIpaBOYHHUKOB. M3yueHue u aHanus nopsaka
2. I'pynnupoBKa UCTIOTHEHHBIX oopmieHus aei.
JIOKYMEHTOB B JI€J1a. 2. I'pynnupoBKa UCHOJHEHHBIX IOKYMEHTOB B JI€JIA B 2
COOTBETCTBUH C HOMEHKJIATYPOH JI€II.
Bcero 36

Ipomexyrounas arrectanus no III1. 01.01 B popme 3auera
JKk3aMeH (KBAJIH(PUKAIMOHHBII)




3.4. IlepeyeHb NPOBEPOYHBIX PadoOT:

HaumenoBanue pasjaesos, IIK

Bujbl npoBepo4HbIX padoT

1

2

IIK 1.1. KoopaunupoBats paboTy opranu3anuu (IprueMHOM
PYKOBOJUTEIIS), BECTH ITPUEM IIOCETUTENEH.

IIK 1.2. OcymiecTBasTh paboTy M0 MOATOTOBKE U MPOBEICHUIO
COBEILIAHUH, JIEJIOBBIX BCTPEY, IPUEMOB U IIPE3ECHTALUH.

IIK 1.3. OcymecTBisTh NOATOTOBKY AEJIOBBIX MOE3/I0K
PYKOBOJUTENS U JPYTUX COTPYAHUKOB OpraHU3aIUH.

IIK 1.4. OpranuzoBbiBaTh pabodyee MECTO CEKpeTapst U
PYKOBOJIUTEIIS.

[IpoBepka HABHIKOB TpHE€Ma IIOCETUTEJCH, MPHUEMOB JIEJIOBOTO OOIICHUS, MPaBUII
KYJIbTYPHOTO TTOBECHUSI.

KoHTponk 3a TpaBUIBHOCTEIO OGOPMIICHUS W
IMOCETHUTEIICH.

[IpoBepka cocTaBieHus TUIaHA MOE3/AKU COTPYIHUKA OpTraHU3aI|H.

3allOJIHEHUsl KypHajla IpUeMa

MK 1.5. OhopMIIATh U pETUCTPUPOBATH OPTaHU3ALMOHHO-
pacropsauTeNbHble JOKYMEHTbI, KOHTPOJIMPOBATH CPOKU UX
VCIIOJTHEHMUSI.

[IpoBepka kauecTBa 0OPMIICHUSI U PETUCTPALIUA OPTaHU3AIMOHHO-PACTIOPSIUTETBHBIX
nokyMeHTOB. [IpoBepka NpaBUIBHOCTH PETUCTPALUUA TOKYMEHTOB B JKYPHAIBHOU U
KapTO4YHOU (popmax.

IIK 1.6. O6pabarbiBaTh BXOISIIME U HCXOIAILINE JOKYMEHTHI,
CHUCTEMAaTU3UpPOBATh HX, COCTaBIATh HOMEHKJIATYpPY Jel U
dbopMupOBaTH JOKYMEHTHI B JIENa.

IIK 1.8 OcymuiectBisaTh TenedoHHOE 00CIyKUBaHHE, MPUHUMATD
U miepesiaBaTh (PaKchl.

[IpoBepka »sTamoB 00pabOTKM BXOMANIMX W HCXOAAIIUX JOKYMEHTOB. IIpoBepka
MPAaBWJIBHOCTH  COCTaBJICHHS HOMEHKIATypel jen. llposepka  dopmupoBaHus
JIOKYMEHTOB B J€la.

INIK 1.7. CamocrosarenbHo paboTratb C  JIOKYMEHTaMH,
coJiep>KalIMMK KOH(PHUIEHITHANbHYI0 HHGOPMAITUIO, B TOM YHCIIE C
JOKYMCHTAMH 110 JINYHOMY COCTaBYy.

[IpoBepka kadecTBa COCTaBICHUS W OPOPMIIEHHUS JTIOKYMEHTOB IO JIMYHOMY COCTaBy,
COZEpKAIIMX MIEPCOHAIBHBIE TAHHBIE.

IIK 1.9. OcymiecTBisITh TOATOTOBKY JI€T K Mepeadye Ha apXUBHOE
XpaHEHHe.

HpOBepKa IMOATOTOBKHU €I IJIA apXHUBHOT'O XpPaHCHHA.

IIK 1.10. CoctaBnarh ONMKUCH A€, OCYIIECTBIATh TOATOTOBKY /€I
K Tlepelaye B apXUB OpraHu3alud, TOCYJAapCTBEHHbIE U
MYHUITUTIAJTLHBIC ADXUBHI.

ITpoBepka coctaBneHus onucei Ael, MOArOTOBKH /I K Iiepejaue B apXyUB OpraHu3aluu,
roCyJapCTBEHHbBIE U MYHUIIUNAIbHBIC APXUBBI.




4. YCJIOBUS PEAJIM3ALIMA PABOYEM ITPOT PAMMBbBI
MMPOU3BOJICTBEHHOM MPAKTHUKH (IIO MPOD®UIIIO CIIELIUMAJIBHOCTH) IIM.01
OPTAHMU3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA YIIPABJIEHUSA 1
OYHKIIMOHUPOBAHUSA OPI'TAHU3ALIUA

4.1 TpeO6oBaHusi K MUHUMAJBLHOMY MaTe€PHAIbHO-TEXHHYECKOMY 00ecredeHH 0

[IpodwibHbIe OpraHu3alMd Ha OCHOBAHWHU JIOTOBOPOB O MPAKTHYECKOW MOATOTOBKE
OOydJalomUXCsl CO3JAI0T YCIIOBUS JJIsl  peau3alliil MPAaKTUKH B (opMe TpaKTHIEeCKOH
MOJITOTOBKH, TPEJIOCTABISIOT O0OPYIOBaHHE W TEXHUYECKHE CpeAcTBa OOydeHHs B 00BEME,
MO3BOJIIOIIEM  BBITIONIHATh ~ ONPEJCIICHHBIE BUABI  pabOT, CBsA3aHHBIE C  Oy;ymiei
PO eCCUOHATIBHOMN IEATSILHOCTHIO 00YYarOIIIXCSI.

HanmeHnoBaHue JHIEH3MOHHOTO W CBOOOJHO pPACHpPOCTPAHSIEMOTO IPOrPaMMHOIO
oOecrieueHus (TIPU HAJTMYUH ), B TOM YUCIIC OTCYESCTBEHHOTO MPOU3BOICTBA!

- CIIC KoncynpsrantlLitoc.

4.2. UudopmanuonHoe odecrieuenune o0ydeHust

OCHOBHBbIE HCTOYHHKH:

. AnexceeBa, T. B. JlokyMeHTanimonHoe o0ecrieueHue ympasienus: yueOnuk / T. B.
AnekceeBa, O. A. CtpaxoB. — Mocka: YHusepcuret «Cuneprus», 2020. — 132 c¢. — ISBN 978-
5-4257-0402-3. — Tekcr: anmekTpoHHBIH. — Pexxum moctyna: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

ApacnmanoBa, B. A. JlokymMeHTalMOHHOE OOCCICYCHHE YIpaBICHUSA: Y4eOHO-
IpaKkTHYeCKoe ImocoOue B cxemax, Tabiuiax, oopasmax / B. A. ApacmanoBa. — 3-¢ u3m. —
Cypryt: CypryTckuii rocyIapCcTBEHHBIN megarornueckuit ynusepcurer, 2019. — 240 ¢. — ISBN

978-5-93190-385-9. - Tekcr: AIIEKTPOHHBIH. - Pexum
nocrtyna: https://www.iprbookshop.ru/epd-reader?publicationid=94291
. bbIkoBa, T. A. JlokymeHTanmoHHOE oOecnieuyeHne yIIpaBJICHUS

(memompoun3BoacTBO): yueoHoe mocodue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna; mnopg
o6m1. pen. T.B. Ky3nenoBoii. — 2-¢ u3zg., nepepad. u gom. — Mocksa: MTHOPA-M, 2021. — 304 c.
+ Jlon. matepuansl [DnekTpoHHbIl pecypc]. — (Cpeanee npodeccroHanbHOe 00pa3oBaHUE). —

ISBN 978-5-16-013913-5. - Texcr: AIIEKTPOHHBIH. - Pexum
noctyna: https://znanium.com/read?id=360476
. ['mamguit, E. B. JlokymeHTanimoHHoe obecrieueHre yrnpaBieHus: yaeOHoe mocooune

/ E.B. T'mamuii. — Mocksa: PUOP: UHOPA-M, 2020. — 249 c. — (Cpennee npodeccruoHaibHOe
obpasoBanue). — Pexxum poctyma: https://znanium.com/read?id=354819

o I'ypeeBa, M. A. IlpaBoBoe oOecrneueHne npodecCHOHAIBHOM eATeNTbHOCTH:
yuebHuk / ML.A. T'ypeeBa. — MockBa: ®OPYM: UHOPA-M, 2021. — 239 c. — (Cpennee
npodeccuonanbHoe obpazoBanue). — ISBN 978-5-8199-0743-6. — Tekcrt: 31MeKTpPOHHBIH. —
Pexxum nmocryna: https://znanium.com/read?id=369665

o JlokymeHTanmonHoe oOecriedenue ympasieHus. CoctaBineHue u odopmieHue
JIENOBBIX JOKyMeHTOB: yuebHoe nocobue mis CIIO / coctaButenu E. . bammakosa. — CapaTos,
Mocksa: IlpodobpazoBanue, Aif Ilu Ap Menua, 2021. — 144 c. — ISBN 978-5-4488-1080-0,
978-5-4497-0964-6. — Texkcr: AIIEKTPOHHBIN. — Pexum JI0CTyTa:
https://www.iprbookshop.ru/epd-reader?publicationld=103343

. Kyxapenko, T. A. IlpaBoBoe oOecneueHune mpoeCCHOHAIbHOW AESITETbHOCTH:
yuebnuk g CIIO / T. A. Kyxapenko. — Capatos: IIpodobpazoBanue, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Texkct: AIIEKTPOHHBIN. — Pexum JI0CTyTa:
https://www.iprbookshop.ru/epd-reader?publicationld=102330
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. Matsee, P. ®. IIpaBoBoe oOecnedeHrne MPOPECCHOHATHHON EATEITHHOCTH:
Kkpatkuii kypc / P. @. MatBeeB. — 3-¢ uzn., ucnp. u jaoi. - Mocksa: ®OPYM: UHOPA-M, 2020.
— 128 c. — (Ilpodeccuonanpuoe ob6pazoBanue). — ISBN 978-5-00091-063-4. — Tekcr:
9JIEKTPOHHBIN. — Peskum mocrtyma: https://znanium.com/read?id=356152

. [Mpanko, I'. C. IIpaBoBoe oOecneueHue NPOPECCHOHATBHON AEATEIBHOCTH:
yuebnuk / I'. C. IIpauko. — Mocksa: PUOP: MH®PA-M, 2021. — 177 c. — (Cpennee
npodeccuonanbHoe obpazoBanue). — ISBN 978-5-369-01869-9. — Tekcrt: »1meKTpOHHBIH. —

Pexxum poctyma: https://znanium.com/read?id=376972

CuBakoBa, M. JI. IIpaBoBoe o0ecrneueHne MPOPECCHOHATBHON NEATEITHHOCTH:
MeTtoauueckre peKOMEeHIalluu AJis BHIOTHEHHSI KOHTPOJIBHBIX pa0doT nmo auciuruinae / Mapuna
JleonnnoBna CuBakoBa; VYXTUHCKMM TOCYJapCTBEHHBI  TEXHMUYECKUH  YHUBEPCHUTET,
[TpombinieHHO-3kOHOMUYeckuit JiecHod kommiemk (I1DJIK) MU (CIIO). — VYxra: U3a-Bo
YXTHUHCKOr0 TOCYIapCTBEHHOIO0 TEXHUYECKOro yHUBepcuTera, 2018. — 12 ¢. — Pexxum pocryna:
http://lib.ugtu.net/book/28332 45 »x3.

. Teimmenko, A. WM. IlpaBoBoe obOecrneueHre Npo(ecCHOHATBLHON ICSITEITLHOCTH:
yuebnuk / A.W. Teimenko. — 4-e u3a. — Mocksa: PUOP: UH®OPA-M, 2021. — 221 c. — (Cpennee
npodeccuonanbHoe obOpazoBanue). — ISBN 978-5-369-01657-2. — Tekct: 37MeKTPOHHBIA. —
Pexxum nmocryna: https://znanium.com/read?id=379470

o XabuOymun, A. I'. IIpaBoBoe obecneueHre NpodecCUOHATbHON NESTENbHOCTH:
yuebHuk / A. I'. XabuOynun, K. P. MypcanumoB. — 2-e uzn., mepepad. u gomn. — Mocksa:
OOPYM: NHOPA-M, 2021. — 364 c. — (Cpennee npodeccuonanpuoe odpazosanue). — ISBN
978-5-8199-0874-7. — Texkcr: DJICKTPOHHBIH. — Pexum JIOCTYTIA:
https://znanium.com/read?id=361001

JlonoTHUTeIbHbIE UCTOYHUKH:

CmupnoBa E.II1. JlemompousBoacTBO st cekpetapsi. Pa3zpaborka, yd4er u xpaHeHHE
CIIy’)KeOHOH ToKyMeHTauuu [DneKkTpoHHbIH pecypce]: npaktuueckoe nocodue / E.IT. CmupHoBa. —
2-¢ u3]. — DIEKTPOH. TeKCTOBhIe naHHbIe. — CaparoB: Al [Tu Op Memua, 2019. — 210 ¢. — 978-5-
4486-0465-2. — Pexxum nocrtyna: http://www.iprbookshop.ru/79622

. Kyznenona, U. B. JlokymeHTanimoHHOE o0ecrieueHne ynpaBiaeHus [ DIeKTPOHHBIH
pecypc]: yaeonoe nocodue st CI1O / U. B. Ky3nenosa, I'. A. XagatpsiH. — 2-€ U3, DICKTPOH.
TekcToBble naHHble. — Capatos: [IpodobpazoBanue, Aii [Tu Op Menna, 2019. — 166 c. — 978-5-
4486-0404-1, 978-5-4488-0216-4. — Pexum npocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326

4.3. O6ume TpeGoOBaHMS K OPraHU3aIHH 00Pa30BaTEILHOIO Npolecca

[IpakTnka peamusyercs B (opMe MPaKTHYECKOW TOJATOTOBKA TIPH  OCBOCHUU
00pa3oBaTenbHOI MPOrpaMMBbI B YCIIOBHUSX BBITIOTHEHHS 00YYaIOIIMMUCS ONPEACTICHHBIX BHIOB
paboT, CBsS3aHHBIX ¢ Oyaymiedl TpodecCHOHATbHONW JesATEeIbHOCTBI0O W HANpaBIEHHBIX Ha
dbopMupoBaHUe, 3aKpEIUICHNE, PA3BUTHE IPAKTHUECKUX HABBIKOB U KOMIIETEHIIUU TI0 TPOQUITIO
COOTBETCTBYIOIIEH 00pa30BaTEIbHOI MPOrPaMMBI.

Peanuszamnus mpakTukd B (opMme MpaKTUUECKON MOATOTOBKHM MOMKET OCYIIECTBISATHCS
HENPEPBIBHO, JIN0O ITyTeM YepeIOBaHMs ¢ pean3anueid HHbIX komrnoneHToB OIT B cooTBeTCTBHN
C KaJIeHJIAPHBIM Y4EOHBIM TpaUKOM M YI€OHBIM IIJIAHOM.

XapakTep MpPOBEICHUS MPOU3BOJICTBEHHON MPAKTHKH (10 NPOGUIIO CReyuarbHOCM):
KOHYEHMPUPOBAHHO.

[TpakTHdeckas MOArOTOBKA MOXET OBITh OpraHU30BaHa:

— HETOCPEJCTBEHHO B YHUBEPCHTETE, B TOM YHUCJIE B CTPYKTYpPHOM MOpa3/IeiICHUH
YHHUBEPCHUTETa, TPEAHA3HAYEHHOM JUISI TPOBENEHHUS  NPAaKTUYECKOH  MOATOTOBKH U
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00eCTeynBaroIeM OCYILECTBICHHE 00pa30BaTeIbHON JESITEIBHOCTH C YUE€TOM YpPOBHS, BHIA U
HarpaBieHHOCTH peanusyeMbix OIl, popmbl 00ydeHus u pekuMa npeObIBaHUS 00yJarOIINXCS;

— B OpraHu3alyy, OCYHIECTBISIOMICH IEATENLHOCTh MO MPO(UII0 COOTBETCTBYIOLICH
OIl (mamee — mpoduipHas OpraHu3alus), B TOM YHCIE€ B CTPYKTYPHOM IOJApa3ciICHUN
npodILHONW OpraHU3alMy, MPeIHA3HAYEHHOM JIUIsl TPOBEACHUS MPAKTHUECKON MOATOTOBKH, HA
OCHOBAHHU JIOTOBOPA, 3aKIIF0YAEMOT0 MEXK]y YHHBEPCUTETOM U MPO(PHUIHLHON OpraHu3aimen.

[IpakTHyeckast MOATOTOBKA OOYYAIOIINXCSA C OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 37I0POBBS
U UHBAIMIOB OPraHU3YyeTCs C YYETOM OCOOCHHOCTEH WX TCUXO(U3UYECKOTO Pa3BUTHS,
WH/IMBUYAJIbHBIX BO3MOKHOCTEH M COCTOSTHHSI 3[0POBbSL.

[Tpou3BoaCTBEHHAS TPAKTHKA (10 NPO@UI0 ChneyuarbHocmu) TPOBOJUTCS MacTepaMu
IPOM3BOJICTBEHHOTO 00YUEHUS HITU MPETIOAABATEIAMU MPOPECCHOHATBHOTO UK.

OyHKIUN PyKOBOAUTEIIS MO MPAKTHYECKON MOJTOTOBKE OT Y HUBEPCUTETA ONPE/ICIICHBI B
JIOKaJIbHBIX HOPMATHUBHBIX aKTaX YHUBEPCUTETA.

Hanmyne nokymeHTaIuu, He0OX0AUMOW ISl TIPOBECHHS TPOU3BOICTBEHHON MPAKTUKU
(no npoghunio cneyuanvrnocmuy):

— pabou4asi mporpaMma MpaKkTHKH;

— JIOTOBOp O IPAaKTMYECKON TMOJArOTOBKE OOYyYaIOLIUXCS, 3aKIIOUYEHHBIM MEXay
YHuBepcuteroM H NpoPUIBbHON opranuzauuen (eciu npaxmuueckas nod2omoexka 0Oydem
nPOBOOUMBCSL 8 NPOPDUILHOU OPLAHUZAYULL);

— MpHKa3 O JIOMYCKE M HANpaBJICHUH Ha MPAKTHYECKYIO MOJTOTOBKY IPHU MPOBEICHUU
IPAKTUKU O0y4aroLInXCs;

— THEBHHUK I10 MPAKTHYECKOM MOITOTOBKE;

— HAampaBJICHUE Ha MPAKTHYECKYIO TOATOTOBKY (018 OYHOU ¢hopmbl 00OVHeHus, eciu
nPaKmu4ecKas no02omoeKa 6yoem nposooumscsi 8 NPOPUILHOU OP2AHUZAYUL).

[lepen HayamoM MPaKTHKH 00YYAIOMIEMYCs] PYKOBOJHUTENb 110 PAKTUIECKOM MMOATOTOBKE
BBIJIACT JHEBHUK MO TPAKTUYECKOH MOJrOTOBKE C YKa3aHWEM HWHIAMBHIYAIBHOTO 3aJaHHs U
HaIpaBJIeHUE Ha MPAKTHYECKYIO TIOATOTOBKY (07151 OYHOU (hopmbl 0OVUeHUs, eciu NPpakmuyecKkas
noo02omosKka 6yoem nposooumscsi 8 NpOPUIbHOU Op2AHUAYULL).

[To okoHYaHWM TPAKTHUKH OOYYArOIIMICSH 005S3aH MPEJOCTAaBUTHh PYKOBOJUTENIO TI0
MPAKTUYECKOH TOJATOTOBKE OT YHUBEPCHTETA 3alOJHEHHBIM JHEBHUK 10 MPAKTHYECKON
MOJITOTOBKE, COJCPKAIIMKA aTTECTAlMOHHBIA JINCT W XapaKTEPUCTHKY, OTYET IO MPAKTHKE B
COOTBETCTBUU C WHIUBUAYAIbHBIM 3a/laHUEM, CIOPaBKy O TMPOXOXKIECHUU MPAKTHIECKON
MOATOTOBKU (07151 OYHOU (hopMbl 0OYUeHUs, eCiu NPaKmuiecKdas no020mosKa Nposooundch 8
npoguibHOL opeanuzayui).

5. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA ITPOI'PAMMBI
MMPOU3BOJCTBEHHOM MPAKTHUKH (IIO TPO®UTIO CHIEITUAJIBHOCTH) 11O
IIM.01 OPTAHM3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A
YIIPABJIEHUA U ®YHKIIMOHUPOBAHUSA OPT'AHU3ALINU

5.1. Koutpoab u oueHKa pe3yabTaTOB OCBOCHHS MPOM3BOJACTBEHHON MPAKTUKH (710
npogunto cneyuanrbHocmu) OCYIIECTBIIICTCS PYKOBOAMTENEM TI0 MPAKTUIECKON MOATOTOBKE OT
YuuBepcurera B (hopMe 3alUThl OTUYETA.

[IpomexyTouHas aTTecTanus 1o NpakTUKe MPOBOIUTCS B opMe 3aUeTa.

O0mue KoMIeTeHIHH

Kona HaumeHnoBaHue pe3yJbTara ®opMBI M METOABI KOHTPOJIS U OLIEHKH

OK o0y4enus pe3yJbTaTOB 00y4eHHst

OK'1 | IlonuMate cymHOCTh M couuanbHyro | HaOmoneHue u  3KcmepTHas OLEHKa BO
3HAYUMOCTh CBOCH Oyayieit | BpeMs IpOM3BOICTBEHHOM MPaKTHKH.
npodpeccun,  NposABIATh K Hell | Hanuume MONOXHTENBHBIX — OT3BIBOB IO
YCTONYUBBIA HHTEPEC. WUTOTaM MPAKTUKHU.
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OK 2

OpraHn30BbIBaTh COOCTBEHHYIO
NCSITeJIbHOCTh, ~ BBIOUPATh  THUITOBBIE
METOABl M  CHOCOOBI  BBHIMIOJIHEHUS
npo(ecCHOHANIBHBIX 3a/1a4, OIEHUBATh
uXx 3QHEKTUBHOCTH M KAYECTBO.

Onenka pemeHus CUTyallMOHHBIX 3a1ad.
Habmonenue 3a BBIIIOJIHEHUEM
IPAKTUYECKUX  3aJaHui, B  IIpouecce
IIPOU3BOJCTBEHHOM IIPAKTUKH.

OK 3

IIpuHuUMAaTh penieHus B CTaHIapTHBIX U
HECTAaHJAPTHBIX CUTYaLMSIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

HaGmtonenne Bo Bpemsi MPOM3BOACTBEHHOM
HPAKTHKH.

OkcnepTHas OLICHKA pelieHus
npodecCHOHANBHBIX CUTYallMOHHBIX 33/1a4.

OK 4

Ocy1iecTBISITh MTOUCK u
UCTIOJIb30BaHUE UH(pOpMaInH,
HeoOxomumoi s 3P PEKTUBHOTO
BBITTOJTHEHHSI poeCCUOHATBHBIX
3amad, npodeccnoHaILHOTO u
JIMYHOCTHOTO Pa3BHUTHSI.

Habmtonenne Bo Bpemsi MPOU3BOACTBEHHOM
HPAKTHKH.

OkcnepTHas OLICHKA pelieHus
npodecCHOHANBHBIX CUTYallMOHHBIX 33/1a4.

OK 5

Hcnonp3oBathb UH(POPMAITMOHHO-
KOMMYHUKAI[HOHHbIE TEXHOJIOTHMH B
1po(hecCHOHATILHON e TENILHOCTH.

HaOmtoneHne u 3KclnepTHas OLIGHKAa  BO
BpEMs IPOM3BOJICTBEHHOM MPAKTUKH.

OK 6

PaGoTath B KOJUIGKTHBE W KOMAHJIE,
3¢ (heKTHBHO O0IIATHCS C KOJUICTaMH,
PYKOBOJICTBOM, OTPEOUTEIISIMHU.

HabGmronenne u 9KcrepTHas OLIGHKA BO
BpEMsI IPOU3BOICTBEHHOM MPAKTUKH.

OK 7

bpatb Ha ce0d OTBETCTBEHHOCTb 3a
paboty YJICHOB KOMaH/Ibl
(MOAYMHEHHBIX), pe3yabpTar
BBINOJIHEHUS 3aJIaHUH.

HaGmtonenne BO BpeMsl INPaKTUYECKUX
paboT. DOKcrHepTHas  OLEHKAa  pellieHUs
po¢ecCHOHATBHBIX CUTYallMOHHBIX 3aa4.

OK 8

CaMOCTOSATEIHPHO ONPEICNIATh 3aJa4u
npo(ecCHOHANBHOTO W JIMYHOCTHOTO
pa3BUTHSI, 3aHUMAThCS
camMo00pazoBaHueEM, OCO3HAaHHO
TUTAHUPOBATH IIOBEIIIEHNE
KBaJTM(DUKAIIHH.

HabGmtonenne BO BpeMs NpPaKTUYECKUX
paboT. DOKcrmepTHas  OLIEHKa  pelieHUus
PO eCCHOHATTBHBIX CUTYAIIHOHHBIX 33/1a4.

OK 9

OpueHTUpOoBaThCs B YCIOBHUSX YaCTOM
CMEHEI TEXHOJIOTUN B
npohecCuOHANBHOM NeSTeNbHOCTH.

HabGmonenne BO BpeMsi MPaKTUYECKUX
pabot. YcTHBIN ompoc.

IIpodeccnonanbHBIe KOMIIETCHIUH

Kon
IIK

HaunmenoBanue pesyJjbTara
00y4eHust

@®opMbI U METOAbI KOHTPOJISI U OLEHKH
pe3yJbTaToB 00y4YeHust

[K
11

KoopannupoBats paboTy opranuzanuu
(mpueMHOM  pyKOBOJUTEINSA), BECTH
IIPUEM TIOCETUTEIIEH.

HaGmonenue Bo BpeMsi IPaKTHUECKUX
paboT. YCTHBIN OMPOC MpH 3aIIUTE OTYETA
110 IPAKTHUKE.

K
1.2

OcymiecTBiATh pabOTy MO MOATOTOBKE
U TPOBEJICHUIO COBELIAHUMN, JIETOBBIX
BCTpEY, MPUEMOB U MTPE3CHTAIIHI.

Haburoienue Bo BpeMsi IpaKTHUECKUX
paboT. YCTHBIN ONpoc MpH 3aIUTe OTYeTa
10 IPAKTHUKE.

[K
13

OcylecTBIATh MOATOTOBKY JIE€TIOBBIX
MOE3I0K PYKOBOIAUTENS W JAPYTHX
COTPYAHUKOB OpPraHU3alUU.

HaGmonenue Bo BpeMsi IPaKTHUECKUX
paboT. YCTHBIN ONMPOC MpH 3aIIUTE OTYETA
10 TIPAKTHUKE.

IK
14

Opranm3oBbIBaTh  pabodyee  MeECTo
CeKpeTapsi U pyKOBOJUTEIIS.

HabmtoneHne Bo BpeMs IPaKTUYECKUX
paboT. YCTHBIH ONpoc Npu 3aIIUTE OTYETa

12



10 MPAKTHUKE.

IIK | OdopmisaTte 51 peructpupoBath | Habmonenne Bo Bpemst MpakTHYECKUX

1.5 | opraHuzanMOHHO-paCIOpPSAUTENbHBIE | Pa0OT. Y CTHBII OMPOC MPH 3aLIUTE OTYETA
JOKYMEHTBI, KOHTPOJHPOBATH CPOKH | IO IMPAKTHKE.
UX MCIIOJHEHUSI.

IIK | O6pabareiBaTh BXOJISILIIHE u | HaGnronenue Bo BpeMsi MPaKTHYECKUX

1.6 | ucxomsamme JTOKYMEHTBHI, | paboT. Y CTHBIH ONPOC IpHU 3aIIUTE OTYETa
CHCTEMaTH3HpPOBAaTh HX, COCTaBJAThH | IO MPAKTHKE.
HOMEHKJIATypy JAel U (HopMHpOBaTH
JIOKYMEHTHI B JIeJia.

IIK | CamocTosaTensHO paborartb ¢ | Habmroenue Bo BpeMs MpakTHIECKUX

1.7 | noxymenramu, cofepKamuMu | paboT. YCTHBIM OIpOC IIPHU 3aIlMTe OTYETa
KOH(uAEeHIMaNbHYI0 WH(OpMANUIO, B | MO HPAKTHKE.
TOM 4YHCIE€ C JIOKyMEHTaMH TIO0
JUYHOMY COCTaBY.

IIK | OcyiecTBasTh teneornoe | HaGmonenne Bo Bpemst MPakTHYECKUX

1.8 | oGcnyxuBanue, IPUHUMATh U | paboT. YCTHBII OIPOC MPH 3aIIUTE OTYETA
nepeaaBarh (HaKchl. 10 TIPAKTHUKE.

IIK | OcymiecTBiATh MNOATOTOBKY fAed K | HaGmoneHue Bo BpeMst IpaKTHYECKUX

1.9 | nepenaue Ha apXMBHOE XpaHEHHE. paboT. YCTHBIN OIPOC MpH 3aIlMTE OTYETA

10 TIPaKTHKE.
IIK | CocTaBiaTh onucH Aej, ocylmecTBiIsITh | HaOmoaeHue Bo Bpemsi MpakTHYECKUX
1.10

IIOATOTOBKY J€ K IIepelaye B apXuB
OpraHu3alnuy, TOCYJapCTBEHHbIE U
MYHUIUIIAJIbHBIC ADXUBBL.

paboT. YCTHBIN OMpOC MpH 3aIIUTE OTYETa
0 MPAKTHKE.
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MUHOBPHAYKHU POCCHUHN
denepanbHOE TOCYIApPCTBEHHOE OI0DKETHOE
00pa3oBaTebHOE YUPEXKICHUE BBICIIETO 00Pa30BAHMS

«YXTHHCKHUI rocy1apCTBEeHHbII TEXHUYECKU YHUBEPCUTET
(YI'TY)

KOMIUIEKT OHEHOYHBIX CPEACTB
I10 TIPOU3BOACTBEHHOMU ITPAKTUKE

(ITO MPO®UITIO CIIEHUAJIBHOCTN)

[IM.01 Opranuzanus JOKyMEHTAITMOHHOTO 00ECTICUeHUsI YIIpaBICHUS U
(GYHKIIMOHUPOBAHUS OpPTaHU3ALNT

o0pazoBaTeIbLHON TPOTrpaMMbl CpeIHEr0 MPO(hECCHOHATBEHOTO 00pa30BaHMs
no crnenranbHocTu 46.02.01 JokymMeHTaIMOHHOE 00€CTIeUeHUE YIIPABICHUS U
apXUBOBEJICHUE
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1. MACHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB
1.1. O61acTh NPUMEHEHUSA

Kommexkt omenounsix cpenctB (manee — KOC) npennasHayeH miis
KOHTPOJISL U OIEHKH PE3yJIbTaTOB MPOXOXKACHUS MTPOU3BOACTBEHHON MPAKTUKH (TIO
npo(UII0 CIEIUAIBHOCTH) 10 MPOQPECCHOHATBHOMY Moyl (maitee — [1IM)
[IM.01 Opranuzanusit JOKYMEHTAllMOHHOTO OOECMEYeHHUs yNpaBiICHUS U
GYHKIIMOHUPOBAHUS OpPTaHM3AIMU, O0pa30BaTEIBHOM MPOTPAMMBI  CPEIHETO
npodeccuonansaoro ob6pazoanus (manee — OIl CIIO) mo chnemnuanbHOCTH
46.02.01 JoxyMeHTaIIlMOHHOE O0ECIICUCHHE YIIPABJICHUS U apXUBOBEICHHE.

1.2. Pe3yjbTaThl 0CBOEHHUSI KOMIIETeHIMH

B PE3YIIbTATC IIPOBCACHUA HpOMe)KYTOLIHOﬁ aTTcCTalun I10
HpOHSBOHCTBGHHOﬁ IIPAKTHUKC (HO HpO(l)I/IJIIO CHGHI/IaJ'II)HOCTI/I) OCYHICCTBIIACTCA
KOMILICKCHAA OLCHKA OBJIAACHUS CIICAYIOIIUMHA HpO(l)GCCI/IOHaHBHLIMI/I u O6HII/IMI/I
KOMIICTCHIIMSAMMU

Tabnuua 2.1
Kon HaumeHoBaHue pe3ynapTaTa 00y4eHHs
K 1.1. KoopaunupoBaTs paboTy opranuzanuu (IpueMHONU PYKOBOAUTENS ), BECTU
IIPUEM TIOCETHUTEIICH.
IK 1.2. OcymiecTBiATh paboTy MO MOATOTOBKE U MPOBEIEHUIO COBEIIAHU, IETOBBIX
BCTpEY, MPUEMOB U NPE3EHTAIII.
I1K 1.3. Ocy1ecTBISTh MOATOTOBKY JAENOBBIX MOE3/10K PYKOBOAUTENS U IPYTHX
COTPYJHUKOB OpraHU3al1y.
IK 1.4. Oprann3oBbIBaTh paboyee MECTO CEKpeTapsi U PYKOBOIUTEIIS.
IIK 1.5. OdopMIIATE M PETUCTPUPOBATH OPraHN3ALUOHHO-PACTIOPAAUTEIbHbIE
JIOKYMEHTBI, KOHTPOJIMPOBATh CPOKU MX UCIOJHEHHUSI.
IIK 1.6. OO0pabaTbIBaTh BXOAAIINE U UCXOAIINE TOKYMEHTBI, CHCTEMAaTU3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYpy Jes1 U (OPMUPOBATH JOKYMEHTHI B JIeJIa.
IK 1.7. CamocrosTenbHO paboTaTh C JOKYMEHTAMH, COIEPKAIlIUMU
KOH(UICHIMATBHYIO HH(POPMaIIHIO, B TOM YUCIE C JOKYMEHTaMH 110 JINYHOMY
COCTaBy.
IIK 1.8. OcyuecTBIsITh TeleQOHHOE 00CIyKUBaHNUE, IPUHUMATh U NepeaaBaTh (PaKchl.
ITIK 1.9. Ocy1ecTBISTh IOATOTOBKY €] K IIEpelaue Ha apXUBHOE XpaHEHNUE.
TIK 1.10. CocTaBiATh OMUCHU A€, OCYIECTBISATh MOATOTOBKY J€JI K Mepejaye B apXuB
OpraHu3aIiy, rocy1apCTBEHHbIE U MYHUIIUIIAJIbHbIE ADXUBBI.
OK 1 [ToHuMaTh CyIIHOCTh U COLMAIBbHYIO 3HAYMMOCTh CBOEH Oynymeil npodeccun,
IIPOSIBJISITh K HEW YCTOWYMBBINA MHTEPEC.
OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO IESTEIbHOCTb, BHIOMPATh TUIIOBBIE METONbI U
CrocoObl  BBIMOJMHEHWS  NpoecCHOHAJbHBIX  3ajad,  OIEHMBAaThb  HX
7 (HEeKTUBHOCTH M KA4eCTBO.
OK 3 [IpuHuMaTh perieHus B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYyalUsX W HECTH 3a
HUX OTBETCTBEHHOCTD.
OK 4 OcymiecTBISITh TOMCK M HWCIIOJNB30BaHWE HWH(POPMAIMKH, HEOOXOIUMOW ISt
3 PEKTUBHOTO BBHIOJHEHUS MPOPECCHOHANBHBIX 33/1a4, TPOPECCHOHATLHOTO U
JMYHOCTHOTO PA3BUTHSL.
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OK 5 Ucnonp3oBath “H(POPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
npodeCCHOHATBLHOMN 1A TETLHOCTH.

OK 6 PaGoTath B KOJIIEKTHBE M B KOMaHJe, 3(P(HEKTHBHO OOIIATHCS C KOJUIETaMH,
PYKOBOJICTBOM, IIOTPEOUTEIISIMHU.

OK 7 bpaTth Ha ce0si OTBETCTBEHHOCTH 3a padOTy WIEHOB KOMaH[bI (MIOAYMHEHHBIX),
pe3ysIbTaT BHITOJHEHHS 3aJaHUH.

OK 8 CaMOCTOATEIHbHO OMPEeNeNsITh 3a7add MPOPECCHOHATBHOTO U JTUYHOCTHOTO
pa3BUTHA, 3aHUMATbcd  camMoOoOpa3oBaHUEM, OCO3HAHHO  IUIAHUPOBATH
MOBBINICHUE KBATH()HUKAIIH.

OK 9 OpueHTHPOBATHCS B YCIOBHIX YaCTOM CMEHBI TEXHOJIOTHI B TPOQECCHOHATTLHON
JeSITETILHOCTH.

Kommiekr KOC mno3BojiIeT OLEHUTh NPHOOPETEHHBIE HAa IPAKTUKE
MPAKTUYECKUAN OMBIT:

- OpraHM3aluyd JOKYMEHTAallMOHHOTO OOECleyYeHUsi yOpaBJiCHHUS U
(YyHKIMOHUPOBAHUS OpraHU3aLUU.

2. ®OPMbI KOHTPOJISA U ONEHKHU PE3YJIbTATOB
HNPOXOKIAEHUSA ITPAKTUKHA

B coorBercTBUM ¢ y4eOHBIM IUTAHOM ©  paboueld  Mporpammoit
MIPOU3BOICTBEHHOM MPAKTUKHU (110 MPOGUITIO CIIEHUATLHOCTH) TIPeIyCMaTpUBaETCs
TEKYIIHI U IPOMEKYTOUYHBIN KOHTPOJIb PE3YyJIbTATOB OCBOEHUSI.

2.1. ®opMBbI TeKYLIEr0 KOHTPOJISI Pe3yJIbTaTOB

Tekymuid KOHTPOJIb  pEe3yJbTATOB IPAKTUYECKOM TMOATrOTOBKM  IpHU
NPOXOXKJCHHUS TPOM3BOJICTBEHHON MPAaKTHKH (TI0 TPO(HIIO CIEUATEHOCTH)
MPOUCXOJIUT MPHU UCHOJIB30BAHUM CIECTYIOIINX 00s13aTeIbHBIX (DOPM KOHTPOJIS:

— ©XEIHEBHBIM KOHTPOJIb MOCEUIaEMOCTH IMPAKTUKA PYKOBOIUTEIEM I10
MPAKTUYECKON TOATOTOBKE OT MPOUIHLHOM OpraHu3alIuy;

— HaOJI0/IeHNE 3a BBHITIOJTHEHUEM BUIOB pa0OT HA MPAKTUKE;

— KOHTPOJIb 33 BEICHUEM JHEBHUKA I10 TPAKTUYECKON MTOATOTOBKE;

— KOHTpOJb cOopa maTepuana JiJisi OTYETa MO MPAKTUKE B COOTBETCTBUHU C
WHMBUAYaJIbHBIM 33JJaHUEM Ha MPAKTUKY.

Bunbl paboT Ha mpakTHKE OMPEEsIOTCS B COOTBETCTBUU C TPEOOBAHUSIMHU
K pe3yibTaTam OOy4eHHs M OTPaKEHBI B paboyeii mporpaMme MpaKTHKU.

2.2. ®opMa NPOMEKYTOYHOM aTTeCcTAIUH

dopma TPOMEKYTOYHOM AaTTECTALIMUA IO MPOU3BOJCTBEHHOW NPAKTUKE
(mo mpoduito cneuranbHOCTH) — 3adeT. OOyyarouguecss AOMYCKAaIOTCS K caade
3ayeTra TMpU YCIOBUM BBINOJHEHUS BCEX BHUIOB pabOT Ha MPaAKTHKE,
NPEAyCMOTPEHHBIX pabodeil mporpaMMol MPaKTUKH, W  CBOEBPEMEHHOM
IIPEIOCTABJICHUH CIEAYIOLIUX JOKYMEHTOB:
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— 3AIIOJIHEHHOI'O JHEBHUKA IO NMPAKTUYECKOW IOATOTOBKE, COIAEPKAILErO
XapaKTePUCTUKY OT PYKOBOJIUTEINS MO MPAKTUYECKON MOATOTOBKE OT MPOGUIHHON
opranu3anuu (€ciu MpaKTHUecKas IMOATOTOBKA MPOBOAWIACH B MPOQPHILHON
OpraHU3allvu ), TOATBEPKIAIOIIYI0O OCBOCHUE 00YUYAIOIIMMCS OOIIUX KOMITETEHIUN
OpU  BBINOJHEHUU PA3IMYHBIX BHJIOB pPadOT, NPEIyCMOTPEHHBIX padoueit
IpOrpaMMoOi MPAKTUKU, M AaTTECTALMOHHBIM JMCT 00 ypOBHE MPaKTUYECKOU
MOJIFOTOBKU ¥ 00 OCBOEHUH MPOPECCHOHATBHBIX KOMITETECHITHI;

— OTYeTa MO MPAKTUKE B COOTBETCTBUH C UHVMBHIyaIbHBIM 3a/IaHHEM;

— CIIpPaBKHU O NMPOXOKJIECHUU MPAKTUYECKOMN MOATOTOBKH (JJ1s1 OUHON (HhOPMBI
oOyuyeHus, €CiAM NPaKTHUYECKas MOJArOTOBKAa MPOBOAWIACH B MPOQPHUIBHOMI
OpraHU3alluu).

3ader MpoxXoAuT B (oOpMe OTBETOB HA KOHTPOJBHBIE BONPOCHI, 3aLIUTHI
OTYeTa MO MPAKTHUKE C WILTIOCTpauuel Marepuana (Ipe3eHTaluu ), Win Jap.

KoHTposibHBIE BOIPOCHI HEOOXOIUMBI JJIsI CHCTEMAaTH3alMU U 3aKPETUICHUS
coOpaHHOro MmaTepuajga Ha MpaKTHKE. ['paMOTHBIE OTBEThl HA KOHTPOJbHBIE
BOIIPOCHI MOATBepkAatoT ocBoeHue oOydaromumucs 1K u OK, nmpuoOperenue
YMEHUH U MPAKTUYECKOTO OIIBITA.

IlepeyeHb KOHTPOJIBLHBIX BOIIPOCOB (npumep)

1. Ctpykrypa [lonoxkeHus o AeT0npor3BOICTBEHHON CITyKOe.

2. CocraB wu mpaBwia odopmieHuss pekBU3UTOB [lomokeHuss o
JIeIOMPOU3BOACTBEHHOM CITyX0e.

3. CTpyKTypa HHCTPYKLMH IO ACIONPOU3BOJICTBY.

4. CoctaB u npasuiia 0(h)OpMIICHUS UHCTPYKLUU IO I€TONPOU3BOJICTBY.

5. CTpyKTypa HOKHOCTHOW MHCTPYKIIMU JI€JIONPOU3BOIATEIS.

6. CocraB 1 npaBuiia 0pOpMIIEHUSI PEKBU3UTOB JOHKHOCTHONM MHCTPYKLIMU
JEJOMPOU3BOIUTES.

7. YpoBeHb TEXHHYECKOM OCHAIIEHHOCTH padodero mecra pabOTHHKA
JIEOTIPOU3BOACTBEHHO CITY>KOBI.

8. TexHuueckue cpeacTna JUIs nepenayd nHGOpMaLUK U TPAHCTIOPTUPOBKHU
JIOKYMEHTOB.

9. Cucrema opraHu3allMOHHO-IIPABOBOM JOKYMEHTAIIUH.

10. CucteMa opraHu3aliiOHHO-PACIOPSAUTEILHON JOKYMEHTALINH.

11. Cucrema napopMarmoOHHO-CIIPABOYHON TOKYMEHTAITUH.

12. CucreMsl perucTpanuu J10KyMEHTOB.

13. ®opmbl peructpanuu J0KyMEHTOB.

14. Opranuzanyst 1 TEXHOJIOTUM KOHTPOJISI UCTIOJIHEHUS] JOKYMEHTOB.

15. IlepeyeHb TOKYMEHTOB, MOAJICKAITUX KOHTPOJTIO.

16. Cpoku UCHIOJIHEHUST JOKYMEHTOB.

17. Dramnbl cocTaBI€HNE HOMEHKIIATYPHI AE.

18. Ilopsa0K rpynnmupoOBKY JOKYMEHTOB U 0(hOpMIICHHE JE.
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HeBbinonnenne oOydarouumcs pabodeil mporpamMmbl  MPaKTUKU WU
MOJIy4YeHUE HEYJOBJIECTBOPUTEIBLHOTO pe3yjbTaTa SBISETCA aKaJIeMHYECKOU
3aJI0J5KEHHOCTHIO.

3. TPEBOBAHUSA K NIPEJOCTABJIEHUIO MATEPHUAJIOB O
PE3YJBbBTATAX NPOXOXKIEHUSA ITPAKTUKHA

[lo oOxKOHUAaHUM TMPAKTUYECKOW TMOATOTOBKM oOOydaromuics o00s3aH
IPENOCTaBUTh PYKOBOJUTEIO MO MPAKTHYECKOW MOATOTOBKE OT YHHMBEPCHUTETA
OTYET M0 MPAKTHKE B COOTBETCTBUU C MHAUBUAYAJIBHBIM 3aJaHUEM; 3aIIOJTHCHHBIN
JTHEBHUK MO MPAKTUYECKON MOATOTOBKE, COAEp>KAlIUi aTTECTAMOHHBIA JIUCT U
XapaKTEePUCTUKY (€ClIU MpaKTUYeCKas MOJArOTOBKAa MPOBOJUIACH B MPOQPMIHHON
OpraHu3aIliK); CIIPABKy O MPOXOXKICHUU MPAKTHYSCKOW MOATOTOBKU (ISl OYHOM
(dopMbl 00yueHUs, €CIM MpaKTUYeCKas MOATrOTOBKA MPOBOAMIACH B MPOPUIBHON
OpraHu3aIllH).

OT4yeT Mo MpakTHKE JOHKEH BKJIIOYATh MaTepualibl, COOpaHHBIE BO BpeMs
MPAKTUYECKOM IMOJATOTOBKA B COOTBETCTBMU C WHAWBUIYaJIbHBIM 3aJaHUEM Ha
MPaKTUKY.

DT0 MOXET ObITh HH(OPMALUSA O CTPYKTYpPE, TEXHOJIOTUYECKOM MPOLECCE U
IpUMEHSEMOM 000PYJIOBaHUHU B MPOPUIBLHON OpraHU3aluu, MOTYT OBITh JTaHHBIE
JUISL BBIMIOJIHEHUS PAcyeTOB MO KYpCOBOMY IPOEKTUPOBAHUIO, OTYET MOXKET
BKJIIOYATh HEOOXOIUMBIE CXEMBbI, YEPTEKH, TAOIHUILIBI, TPAPUKH U T. 1.

CrpykTypa oTuera no npaktuke (5 — 15 ctp.):

— TUTYJIbHBIN JIUCT;

— 3aJlaHue Ha TIPAKTUKY;

— COJIEp>KAHHE;

— TEKCT OTYETA;

— UCIOJIb3yeMble UCTOUHUKH MH(POpPMAIUH, JOKYMEHThI (TEXHOJIOTHYECKHE
WHCTPYKITUH, OPUIIHMAIbHBINA CAalT OpraHU3alluy U T. 11.);

— TIPWJIOKEHUS (CXEMBI, YePTEXKH, TaOIUIBI, (OTOMATEPHAIIBI BHIHOCSTCS B
MPUIOKEHUS, €CIIM OHU 3aHUMAIOT OOJIBIION 00BEM).

[Ipy mpoBegeHMM 3adyeTa 1O  NOPaKTUKE  OOydaronIMecss  MOryT
JOTIOJTHUTENBHO TPEICTaBIATh COOpAaHHBIM Marepuan MO NpakTUKE B ¢opme
Mpe3eHTalUH.

[Ipe3eHTanoOHHbBIN MaTepUaAl MOKET BKIIIOUYATH:

— cBelleHusT O TpoduiabHOM  opraHuzanuu  (MecTe IPOXOXKIACHUS
MPAKTUYECKON MOATOTOBKE);

— (oromarepuabl 0 MPOICTAHHBIX BUIaX padoT;

— XapaKTEepUCTUKUA TEXHOJOTHUYECKHX TMPOLECCOB U  00OpyAOBaHUS
OpraHu3alluy;

— JIpyroe.

OTtduer mo mnpakTUKe OOYYaAIOLIUICS JOJKEH MPEeIOCTaBUTh B CPOK,
YCTAaHOBJICHHBIA TPUKAa30M O JOMYCKE M HalpaBJI€HUU OOydaroluxcs Ha
IPAKTUYECKYIO MOATOTOBKY IIPH MPOBEAEHUU IIPAKTUKH.
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B nHeBHUMKE 10 MPaKTUYECKON MOATOTOBKE PYKOBOJUTEb MO MPAKTUUYECKOM
MOJATOTOBKE OT YHHUBEpPCUTETAa COCTABJISET 3aKIOYEHUE O BBHINOJHEHUU (HE
BBITIOJIHEHUHN ) B TTOJTHOM 00bEME paboueli MporpaMMbl MPAKTUKKA B COOTBETCTBUU C
tpeboBanusiMu GI'OC CIIO u no uToraM BHICTABISET 3a4eT.
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