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1. MACIIOPT PABOYEM ITPOT' PAMMBI YYEBHOM ITPAKTHUKH ITO ITM.03
BBINIOJTHEHUE PABOT IO OJHOM WJIH HECKOJBKHUM ITPO®ECCHUSIM PABOYHX,
JOJIKHOCTAM CJYKAIIUX

1.1. O6saacTh NpUMEHEHUsI IPOrPAMMBbI:

Pabouast mporpamma y4ueOHoM npaktuku — sBisgercs dactbio IIIICC3 B coorBercTBUu ¢ OI'OC
CIIO mno cnemmansHoct CIIO 46.02.01 JlokymeHTanMOHHOE OOECIEYeHHE YIpPABICHUA |
apXUBOBE/ICHUE.

Ob6nactp mpoecCHOHATBHONW  JESTEIBbHOCTH: JEATEIBbHOCTh B CEKpeTapuarax, ciyx0ax
JOKYMEHTAI[MOHHOTO O0ecreueHus, KaJpoBBIX CHyK0aX U apxXuBaxX TOCYIapCTBEHHBIX OpPraHOB U
YUpEKACHUH, B OpraHax MECTHOTO CaMOYIPaBJIEHUS, HETOCYIapCTBEHHBIX OpraHu3alusaX Bcex (opm
COOCTBEHHOCTH, OOIIIECTBEHHBIX OpraHU3aAMAX (YUPEKIACHUAX ).

O0BexTh TPo(hecCHOHATBEHOMN IS TEIBHOCTHU:

- TOKYMEHTBI, CO3JJaHHbIE JIFOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS,

- CUCTEMBI JJOKYMEHTAlMOHHOI'O 00ECIICUEHNs YIIPABIICHMUS;

- CUCTEMBI JIEKTPOHHOT'O JJOKYMEHTO000pOTa;

- apXUBHBIC JIOKYMEHTHI;

- IEPBUYHBIC APXUBHBIC KOJUICKTUBBI.

B uwactm ocBoeHus KBaMM(UKAUH: CICHUAIACT 1O JOKYMEHTAIMOHHOMY OOECIICYCHHIO
yIpaBJICHH, ApXUBHUCT TOTOBUTCS K CIEAYIOIIUM BUAAM JESTEIbHOCTH:

- BBITIOJIHEHUE PadOT MO OJTHOW WIIM HECKOJIBKUM PO eccHsM padodmXx, TOKHOCTH CITYKaIIHX.

1.2. Heaun u 3aga4n y4eOHOM NPAKTHKHU:

®opmupoBaHue y 00ydaromuxcsi IepBOHAYAIBHBIX MPAKTUYECKUX NMPOPECCHOHATIBHBIX YMEHUH B
pamkax mnpodeccuonaibHoro moayias IIM.03 Beimonnenne paGoT 1O OJHOW WM HECKOJIBKUM
npodeccusim padounx, AomkHocTsIM ciyxamux [IIICC3 CITO no oCHOBHBIM BHJIaM JI€ATEIbHOCTH JIsI
OCBOGHHUS CIELUAIBHOCTH, OOy4Ye€HHE TPYAOBBIM IpUEMaM, OMEpalUsiM U CIOCOO0aM BBITOJHEHHS
TPYJOBBIX IPOLECCOB, XapaKTEPHBIX I COOTBETCTBYIOIIEH CHEIUAJbHOCTH M HEOOXOAMMBIX JUIS
MOCTEYIOEr0 OCBOGHUS MMM OOHIMX M NpO(EeCcCHOHAIBHBIX KOMIETEHLUUH Mo Hu30paHHOM
CHELMATbHOCTH.

3agauamu ydyeOHOM mnpaktuku 1o I[IM.03 Beimonnenue paGoT mo OJHOW WM HECKOJIBKUM
npodeccusiMm pabouyux, TOJBKHOCTSM CIY>KAIUX SBIISIOTCS:

- peryiaMeHTanus 1 opranusanus ciyxost JJOVY;

- CUCTEMaTH3alus U TeKylIee XpaHeHUe Jell;

- paboTa ¢ JOKYMEHTaJIbHBIMH MaTepUalaMH, 3aKOHYEHHBIMHU JEJIONPOU3BOICTBOM.

1.3. TpeGoBaHus K pe3y/bTaTaM 0CBOECHHS YUeOHOH NPAKTHUKHU

B pesynbprate mpoxoxaeHus y4yeOHOM MpakTHUKU MO BHJAM MHPOQPECcCHOHATBHON AeATeNbHOCTH
00yJarouiics JOJKEH

yMeTb:

— COCTaBJIATh U OPOPMIIATH JOKYMEHTHI, PETJIAMEHTHUPYIOLINE IeATEeIbHOCTh CiIykO0bI IOV

— CO03/1aBaTh U KJIACCU(UKALMOHHBIX CIIPAaBOYHHUKOB;

— (hopMHpOBaTH TOKYMEHTHI B JI€TIa;

— COCTaBJIATH JOKYMEHTHI 111 0hOpMIICHHUS A€ K apXUBHOMY XPaHEHHUIO.

1.4. Kosiu4ecTBO 4acoB HA 0OCBOeHHe padoyeii mporpaMMbl y4eOHOI NPAKTHKU:

B pamkax ocBoeHust IpoQecCuOHaIbHOTO MOAYNIA — 36 4acoB, B TOM YHCIIE:



®opma o0yueHus 3 Kypc
6 cemecTp
Ounas 36

2. PE3YJIBTATBI OCBOEHUSI PABOUYEN ITPOT'PAMMBI YYEBHOM ITPAKTUKH I1O
IIM.03 BBIIIOJTHEHUE PABOT 11O OJJHOM WJIN HECKOJIBKUM IMPO®ECCHUAM
PABOYMX, JOJIKHOCTAM CIAYKALIUX

Pe3ynpTaTomM ocBOeHUs pabodeil mporpaMMbl y4eOHOH MPAKTHKH SIBISETCS CPOPMUPOBAHHOCTH Y
o0OyJaromuxcsi MEPBOHAYANBHBIX MPAKTUYCCKUX NPOPECCHOHANBHBIX YMEHHHM B paMKax MOJIyJeil
I[IIICC3 CIIO 1o OCHOBHBIM BHAaM MpPOdEeCCHOHATBHON  JEATEIBHOCTH, B TOM  YHCIE
npodeccuonanbubMu (I1K) u o6mmvu kommereHmusmu (OK):

Kon HanmenoBanmue pe3yJibTara o0y4eHust

OK 1 [ToHMMAaTh CYITHOCTH W COIMAIBHYIO 3HAUUMOCTh CBOEH OyayIei npodeccuu, mposiBIsATh K
HEW YCTOWYMBBIM UHTEPEC.

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JCSITEIHLHOCTH, BBHIOMpPATh THIIOBBIC METOABI M CIIOCOOBI
BBITIOJTHEHUS MPOECCHOHANBHBIX 3a/1a4, OIIEHUBATh MX d3((HEKTUBHOCTH M KAUeCTBO.
[IpunuMath pemieHuss B CTaHAAPTHBIX W HECTAHJIAPTHBIX CHUTYallMSAX M HECTH 3a HHX

OK 3 OTBETCTBEHHOCTh
OcyiecTBIATh MOUCK U HCIOJIb30BaHHE HH(OpMAIMK, HEOoOXoAUMON Ui 3()PEeKTUBHOTO

OK 4 BBITIIOJTHEHUS MPOPECCUOHANBHBIX 3a/1a4, TPOPECCHOHAIBHOTO U IMYHOCTHOT'O Pa3BUTHS.
Hcnonb3oBate HHPOPMAIMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTHH B TMPO(EeCcCHOHATBLHOM

OK'5 NEeSATENbHOCTH.

OK 6 PaGorate B KonnekTuBe M KoMaHne, d(h(HeKTHBHO OOIIAaThCs ¢ KOJJIEraMU, PYKOBOJCTBOM,
MOTPEOUTEINSIMHU.

Bbparp Ha cebs OTBETCTBEHHOCTH 3a PabOTy WICHOB KOMaHbI (MOJYMHEHHBIX), PE3yJbTaT

OK7 BBITIOJIHEHUS 3aJJaHU.

CaMOCTOSATENbHO OMpeAeNsaTh 3afaud MpodEeCCHOHATBLHOTO W JIMYHOCTHOTO Pa3BHUTHUS,

OK 8 3aHUMAaThCA CaMO0OOpPa30BaHNEM, OCO3HAHHO MJIAHUPOBATh MOBBIIICHNE KBATU(UKALINUH.
OpueHTHUpOBAaThCS B  YCIOBHSX YAacCTOM CMEHBI TEXHOJIOTMH B MPOQEeCCHOHAIBHOU

OK9 NEeSATEIbHOCTH.

IIK 3.1 Opranuzanus padoThl C JTOKYMEHTaMH.
[IK 3.2 Opranusanys TeKymero XxpaHeHus: JOKyMEHTOB.
I[IK 3.3 Opranmzanys 00paboTKU JeI 71 TOCIEYIOIIETO XPaHESHHSI.




3. TEMATUYECKWH IUIAH U COAEPKAHUE YYEFHOU IMMPAKTHUKH 1O IIM.03 BBIITIOJHEHUE PABOT IO OJHOM WJIN
HECKOJIbBKUM IMPOPECCHUAM PABOYHX, JOJIKHOCTAM CJYKAIOIUX

3.1. Ilnan npoxoxkaeHus y4eOHOii MPAKTUKH MO NPOoPecCHOHATbLHBIM MOTYJISIM

HaumenoBaHnue Moayast YueOHasi NPAKTHKA MO KypcaM
[1IM. 03 BeirostHeHHE padoT MO OJHON WIIH HECKOJIBKUM PO ecCusM padouuX, JOHKHOCTIM ouHast/3a0uHast popmMa 00yUeHuUs
CITy’KaIlMX 3 Kypc 6 cemecTp

3.2. TemaTn4eckuii Ii1aH u coaepxanue yueOHoii npakruku no [IM. 03 BeinosiHeHne padoT 0 0HON MM HECKOJBKHUM NMpogeccusiM padbounx,
AOJIKHOCTAM CJIYKAIHX

Kon K KosinuecTBo yacos mo Buab1 pador HanmeHnoBaHus TeM y4eOHON NPAKTUKHA KoJu-Bo yacos no
IIM TeMaM
1 2 3 4 5
1. PernamenTanus 1 opraHu3anus Tema 1. CocraBnenue u opopMIIeHHE TOKYMEHTOB, 12
I1K3.1, ciyx6s1 JIOVY. periIaMeHTHPYIOLUX AeATeNbHOCTD Ciyk0bl JJOY 1
I1K3.2, 2. CucremMaTu3alus 1 TeKyIee €€ COTPYIHHUKOB.
[TK3.3. XpaHEHUe JAell. Tema 2. Co3nanue K1acCUPUKAITMOHHBIX 12
36 3. Pabora ¢ TOKyMEeHTaJIbHBIMU CIIPABOYHHMKOB, OIIPEIEISIFOIINX TOPATOK
MaTepHuaiaMH, 3aKOHY€HHBIMU pacnpezesieHus: JOKYMEHTOB B JIeNa.
ACIOIIPOU3BOICTBOM Tema 3. @opMupoBaHue JIell. 6
Tema 4. CoctaBieHue TOKYMEHTAIUH JIJIS 6

odopmIIeHHs Jie]1 K apXUBHOMY XPaHEHHUIO.

IIpomexyTounas arrectauus B gopme 3auera
Jk3aMeH (KBATN(PUKANMOHHBI) M0 MOTYJII0

Bcero yacos

36




3.3. Copep:xanue yueOHO# NpakTHKHU 10 npodeccuoHaibHomy Moay.ao IIM. 03 BoinosiHeHue padoT Mo 0HOI MM HECKOJIBKUM npodeccusimM

padouunXx, J0JKHOCTSIM CJIYKAIIMX

HaumeHoBaHune TeM MPaKTHUK

Coaepxanue ydyeOHbIX 3aHATHH

O0nLeM
4acoB

Ypose
Hb
OCBOCH
usi

1

2

4

1. PersiamMeHTanus u opranusanus padorsl ciay:xon1 J1OY.

Tema 1. CocraBienue u odopmieHue
JIOKYMEHTOB, perIaMEHTHPYOLITHX
nesaTenbHOCTh  cinyx0bl JIOY  u  ee
COTPY/IHUKOB.

1. CocraBieHue npoekTa JOHKHOCTHOW HHCTPYKIUU JAETI0TPOU3BOIUTENSL.
2. CocraBieHue NpoeKTa NojaoxeHus o ciayxoe JOY.

12

2. CucreMaTH3anus M TeKyllee XpaHeHHe Jiel.

Tema 1. Coznanue KiacCU(PUKALMOHHBIX
CIIPpaBOYHHKOB, OMpCACIIAOIINX IMOPAA0K
pacrpeaesieHus JOKyMEHTOB B JIea.

Tema 2. ®opmupoBaHue Jen.

1. CozmaHue mpoeKTa THIIOBO HOMEHKJIATYPHI AeJI.

2. Co3anre NpUMepHOW HOMEHKIJIATYPBhI JIE.

3. CozaHne HOMEHKIIATYPHI JIeTl CTPYKTYPHOTO TTO/Ipa3IeICHHS.

4. Packimagka HCHOJIHEHHBIX JOKYMEHTOB BHYTpPU Jejla B
110CJIe/I0BATEIbHOCTH

ONpeAEICHHON

18

3. Padora c HJOKYMCHTAJBHBIMUA MaTCpHaJaMi, 3AKOHYCHHBIMHU T1€J0IIPOU3BOJICTBOM

Tema 1. CocraBineHue AOKYMEHTAIMM MAJIs
oopmieHus Jen K apXUBHOMY XPaHEHHUIO.

1. CocraBieHue JOKyMEHTAMH JJIsl CUCTEMATU3alllu1 JOKYMEHTOB BHYTPH JIela.
2. CocraBieHue TOKyMEHTAllUU A7 TIepelauu /1€ Ha apXUBHOE XpaHEHHe:

- OIIMCH J1eJ1 IOCTOSIHHOTO CPOKa XpaHEeHMS;

- OIIMCH JIeJ 110 JINYHOMY COCTaBY;

- OIIUCH i€ BpeMeHHoro (cBbie 10 jet) XxpaHeHus;

- aKThl O BBIICJICHUH JIOKYMEHTOB K YHHUTOKEHUIO.

IIpome:xyTounasi arrecranus no YII B gopme 3auera

Jk3aMeH (KBaIM(UKATHOHHBII) 0 MOTYJTIO

Bcero yacos

36

OcBoecHue qu6HOﬁ MMPAKTUKU MOIKET OBITh peaIM30BaHO C TPUMCHCHUCM 3JICKTPOHHOT'O 06y‘-ICHI/I}I, JAUCTAaHIIMOHHBIX 06pa30BaTeHBHLIX TEXHOJIOTHI
B coorBercTBuHu C IlomoxkxeHnmem o IMPUMCHCHUN DJJICKTPOHHOT'O 06y11eH1/1>1, JUCTaHIIMOHHBIX 06p330BaTeJ'H)HI)IX TEXHOJIOTHI opu pcainsanuu
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00pa3oBaTeNbHBIX IPOrpaMMaM CPEIHETo MPOoPECCHOHATTLHOTO 00pa30BaHMsl, yTBEPKICHHOTO mpeacenateneM yueHoro copera @I'bOY BO «YI'TVY».
3.4. IlepeyeHb NPpoOBEPOYHBIX padoT:

HaumenoBanue paszaeion, IIK Bujbl npoBepo4HbIX padoT
1 2
IIK 3.1 Opranusanus paboTsl ¢ JOKYMEHTaMH. [TpoBepka cocraBieHuss W OG(OPMIICHHS JOKYMEHTOB, PErJaMEHTUPYIOIIUX CIyXOy
JOY.
IIK 3.2 Opranu3zanus TeKyIero XpaHeHus J0KyMEHTOB. [TpoBepka opranu3anuy TEKYIIETo XpaHEHUs TOKYMEHTOB, (HOPMUPOBAHHS TOKYMEHTOB

B acJia C UCITOJIb30BaAaHUEM KJ'IaCCI/I(l)I/IKaHI/IOHHOFO CIIpaBOYHHUKA.

MK 3.3 Opranumzamus ob6pabotku nen mins nocnenyroniero | [IpoBepka mpaBHIIBHOM MOCIIEAOBATENIFHOCTH U Ka4eCcTBA MOATOTOBKH JIeT K apXUBHOMY
XPaHEHUS. XpaHEHHUIO.




4. YCJIOBUS PEAJIM3AIINA PABOYEN ITPOI'PAMMBI YUYEBHOH IMPAKTUKH
ITO IIM.03 BBIIIOJIHEHHUE PABOT 110 OJHOU NJIX HECKOJIBKUM
MHNPO®ECCHUAM PABOYUX, JOIKHOCTAM CJHAYKAIIUX

4.1. Tpe6oBaHusi K MUHUMAJIbHOMY MaTepPHATbHO-TEXHUYECKOMY 00ecnedyeHUIo

[Tpu opranu3anuy NpakTUYECKON MOATOTOBKU CO3JAOTCSl YCIOBUS IS pealn3aluu
NPaKTUKHU, PEJIOCTABIISIOT 000PYIOBaHHE U TEXHUUYECKHE CPECTBA 00ydeHUs B 00bEMeE,
IIO3BOJISIOIIEM BBIIIOJIHATH ONPEEICHHbIE BUIbl paboT, CBA3aHHBIE C OyayIIen
npodeCCHOHATIBHOMN 1S TENbHOCTHIO 00YJaIOLTIXCS.

Peanuzanus pabGoueill mporpamMMbl y4yeOHOM NPaKTUKU IPENNOJaraeT MpOXOKIACHUsS
IIPAKTUKHU Ha IPOU3BOJICTBE.

IIpoduibHble OpraHu3alMd Ha OCHOBaHMU JIOTOBOPOB O IPAKTHUECKOW IOJATrOTOBKE
o0yyaroluXxcsl CO3Jal0T YCJIOBUS I pealu3ald IpakTUKM B (opMe NpaKTHUYECKON
HOJArOTOBKH, MPEAOCTABISAIOT 000pylOBaHME U TEXHUYECKHE CpeAcTBa OoOydyeHHs B 00BEME,
MO3BOJIAIOIIEM  BBINIOJIHATH  ONpPEJEJICHHbIE BUABl pabOT, CBA3aHHbIE C  Oynyein
npodeCcCHOHATIBLHOMN 1eATEIbHOCTHIO 00YYatOLIIXCS.

4.2. UadopmannonHoe odecrieyeHne 00y4eHust

OcCHOBHBbIE HCTOYHHKH:

o beikoBa, T. A. JIOKyMEHTaIMOHHOE o0ecrieyeHne yIIpaBJICHUS
(menompousBocTBO): yuebnoe mocodue / T.A. beikoBa, T.B. Ky3neuona, JI.B. Cankuna; mnoa
oomr. pexa. T.B. Ky3uenoBoii. — 2-¢ usj., nepepad. u gomn. — MockBa: MHO®PA-M, 2021. — 304 c.
+ Jlon. marepuansl [DnekrponHsid pecype]. — (Cpennee npodeccuoHanbHOe 00pa3oBaHUE). —

ISBN 978-5-16-013913-5. — Texcr: AIIEKTPOHHBIH. - Pexum
nocryma: https://znanium.com/read?id=360476
. Kysnemnos, U. H. JlemompousBoacTBo: yueOHO-cripaBouHoe mocodue / M. H.

Kysnenos. - 9-e uzn., nepepab. — Mocksa: [lamkos u K, 2020. — 405 c. — ISBN 978-5-394-
03881-5. — Tekct: anekTpoHHbIN. — Pesxum moctyma: https://znanium.com/read?id=358533

. Kupcanosa, M. B. CoBpeMeHHOE Nen0npou3BOJACTBO: yueOHoe mocodue / M.B.
KupcanoBa. — 4-e m3ng. — MockBa: UHOPA-M, 2020. — 312 c. — (Beicmee obpazoBanue:
bakamaBpuar). — ISBN 978-5-16-004491-0. — TekcT: OneKkTpoHHBIH. — Pexum
nocryma: https://znanium.com/read?id=372474

. OCHOBBI JIENIONTPOU3BOACTBA: yueOHoe rmocooue / A.M. Acanmuer, .M. Muponoga,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3n., uctp. u gon. — Mocka: THOPA-M, 2020. — 146 c. —
(Bricmiee obOpazoBanue: bakanaspuar). — ISBN 978-5-16-015831-0. — Tekct: 3MeKTPOHHBIA. —
Pexxum noctyma: https://znanium.com/read?id=348160

J JlokymeHTanmonHoe obOecriedeHue ympasieHus. CoctaBieHue W odopMmieHue

JIEIOBBIX JOKYMEHTOB: yueOHoe mocoowue st CIIO / cocraputenu E. U. bammakopa. — Capartos,
Mockgsa: IIpodobpazoBanue, A [lu Ap Menma, 2021. — 144 c. — ISBN 978-5-4488-1080-0,

978-5-4497-0964-6. — Tekcr: AIEKTPOHHBIN. — Pexum JIOCTYyTIA:
https://www.iprbookshop.ru/epd-reader?publicationld=103343
° AnekceeBa, T. B. JlokyMeHTanoHHOE oOecrieueHre ynpasiaeHus: yaeonuk / T. B.

AnexkceeBa, O. A. CtpaxoB. — MockBa: Yauepcuret «Cuneprus», 2020. — 132 c. — ISBN 978-
5-4257-0402-3. — Tekcr: amekTpoHHBIH. — Pexxum moctyma: https://www.iprbookshop.ru/epd-
reader?publicationld=101344

. Kysnenona, U. B. [lokymenTanimonHoe obecrieueHnue yrpapieHus [ DIeKTPOHHBIN
pecypc]: yaebnoe mocobue mis CITO / U. B. Ky3nenosa, I'. A. XagarpssH. — 2-e U3, DICKTPOH.
TekcToBble naHHble. — Capatos: [IpodobpazoBanue, At [Tu Op Meaua, 2019. — 166 c. — 978-5-



https://znanium.com/read?id=360476
https://znanium.com/read?id=358533
https://znanium.com/read?id=372474
https://znanium.com/read?id=348160
https://www.iprbookshop.ru/epd-reader?publicationId=103343
https://www.iprbookshop.ru/epd-reader?publicationId=101344
https://www.iprbookshop.ru/epd-reader?publicationId=101344

4486-0404-1, 978-5-4488-0216-4. — Pexum nocryma: https://www.iprbookshop.ru/epd-
reader?publicationld=80326

JlonoTHUTeIbHbIE UCTOYHUKH:

ApacmanoBa, B. A. JlokymeHTanmoHHOE OOCCIEYCHHE YIpaBJIEHUSA: Yy4eOHO-
IpaKTUYECKoe IocoOue B cxemax, Tabiuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ u3m. —
Cypryt: CypryTckuii rocy1apCTBEHHBIN miegarornueckuii yausepeurer, 2019. — 240 c. — ISBN
978-5-93190-385-9. — Texkcr: ANEKTPOHHBIH. — Pexum
nocryna: https://www.iprbookshop.ru/epd-reader?publicationld=94291

4.3. O0mue TpeOGOBAHUA K OPraHU3aNUM 00pa30BaTEILHOIO Mpolecca

IIpakTuka peanusyercds B (QopMe NPAKTUYECKOH IMOATOTOBKM IpPU  OCBOCHUU
00pa3oBaTeNbHON MPOTPaMMBbl B YCIOBHSX BBIIOTHEHUSI 00YYAIOIIMMUCS ONPEIeICHHBIX BUI0B
paboT, cBs3aHHBIX C Oynaymied npodecCHOHANbHON JEATENBHOCTBIO M HAIpPaBICHHBIX Ha
dopmupoBaHue, 3aKpeIUICHUE, Pa3BUTHE NMPAKTHYECKUX HABBIKOB M KOMIIETEHIIMH IO TPOQHITIO
COOTBETCTBYIOLIEH 00pa30oBaTeIbHOI MPOrpaMMBbl.

Peanmzanus npaktukd B (opMe MPAKTUYECKOH IOATOTOBKH MOXET OCYIIECTBIISATHCS
HENpEepbIBHO, TMOO0 IMyTeM Yepe/loBaHUs ¢ peanu3anueil nHpix komnoneHToB OII B cooTBeTCcTBUM
C KaJICH/IapHBIM Y4E€OHBIM rpa)KOM U y4eOHBIM IIJIAHOM.

XapakTtep IpoBeieHUs] y4eOHON NPAaKTUKU: KOHLIEHTPUPOBAHHO.

VYyeOHast npakTHKa IPOBOJUTCS IPENOAaBaTENIMU NPOPECCHOHATBLHOIO LUKJIA.

OyHKIUM  [pernoAaBaTesa-pyKOBOAUTENs.  y4eOHOW  IpakTuku:  (OpMHUpPOBAHUE,
3aKperyieHue, Pa3BUTHE NPAKTUUECKUX HABBIKOB M KOMIIETEHIMM B IPOLIECCE BBITOJIHEHUS
OIpeNIeIEHHBIX BHUJIOB paloT, CBSI3aHHBIX € Oyaylied mnpodeccuoHanbHON NeATeNbHOCTHIO;
KOOPJMHHUPYET U IPOBEPSIET paboTy 00ydaromuxcsl.

OOmme TpeGoBaHUSA K JOKYMEHTAllMM, HEOOXOAMMOM JUIsl TNpOBENeHHsS Y4eOHOI
MPAKTUKU: TIPUKa3 O JOMyCKe 00y4YarolUXCsl U BpEMEHH ITPOBEICHUS, THEBHHUK.

5. KOHTPOJIb M1 OIIEHKA PE3YJIBTATOB OCBOEHUS ITPOTPAMMbBI YYEBHOUN
MNPAKTHUKH YII 03.01 IO IM.03 BLIMOJTHEHUE PABOT IO OJHOM NJIA
HECKOJBKUM IMPOPECCUAM PABOYHX, JOJIKHOCTAM CHYXKAIIUX

5.1. KoHTpoJIb M OLlEHKa PE3yJbTaTOB OCBOCHUS y4€OHOW MPAKTUKH OCYIIECTBISETCS
PYKOBOJUTENEM I10 MPAKTHUECKON MOArOTOBKE OT YHMBEpCHUTETa B (hOpMe 3aIUThl OTYETA.
[IpomexyTouHas aTTecTanus 1o NpakTUKe MPOBOJAUTCS B (popme 3aueTa.

IIpodeccnoHaIbHBIE KOMIIETCHIIUH

Kon IIK HaumeHnoBaHue pe3ysbTata 00yueHust ®opMbI U METOAbI
KOHTPOJIAI M OLIEHKHU
pe3yJbTaToB 00y4YeHust

IIK 3.1. | Opranusanus paboTbl ¢ JOKYMEHTaMH. Habntonenue Bo Bpems
BBITTOJTHEHUS TPAKTHYECKUX
3aJlaHui. Y CTHBIN OIpOC.
KonTpose pesyneratoB
BBITOJIHEHUS 3a]IJaHHH B
JTHEBHHUKE U OTYETE.

[IK 3.2. | OpraHu3anus TEKyIero XpaHeHus TOKyMEHTOB. Habmonenue Bo Bpemst
BBITOJIHEHUS IPAKTHUECKUX
3aJaHui. Y CTHBIN OIpOC.
KonTtpons pe3ynbTaToB
BBITIOJTHEHUS 3aJaHNH B
JTHEBHHMKE U OTYETE.
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IIK 3.3. | Opranmzanust o6paboTku nen ans mocienyroriero | Habmionenne Bo Bpems
XpaHEHHUSI. BBITIOJTHEHUS MPAKTUYECKUX
3a7aHui. Y CTHBIN OIpoc.
KonTpous pesynbratoB
BBITMIOJTHEHUS 33/1aHUM B
JTHEBHHKE U OTYETE.
OO0ume KOMIETeHMHU
Kon IIK HaumenoBanue pe3ybTata 00yueHust ®opMbI U METOAbI
KOHTPOJISI M OLIEHKH
pe3yJabTaToB 00y4eHHsI

OK 1. [ToHnMaTh CYIIHOCTh M COLMAIBHYIO 3HAYUMOCTH | OlEeHKa peleHus
cBoell Oynymeil mnpodeccuu, NPOSBIATE K HEW | CUTyallMOHHBIX 3ajad.
YCTOMYUBBIA UHTEPEC. HaOnronenue Ha

MPAKTUYECKUX 3aHATHUSX, B
nporecce y4eOHoi
TIPAKTUKHU.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JeATeNIbHOCTD, | OleHKa pelieHus
BBIOMPATH TUIIOBBIE METOJbI U CIIOCOOBI BBIMOJTHEHUS | CUTYAIlMOHHBIX 3a]1a4.
npodeccuoHaNbHBIX 3azad, OILICHUBATh ux | Habmonenue na
3¢ (HEeKTHBHOCTH M KQ4eCTBO. MPAKTUYECKUX 3aHATHUSX, B

nporecce y4eOHoi
TIPAKTUKHU.

OK 3. [Ippunumare  pemieHus B cTaHAapTHbIX UM | OLieHKa peleHus
HECTAaHJAPTHBIX CHUTYallUIX M HECTH 3a HHUX | CUTYallMOHHBIX 3aj1ad.
OTBETCTBEHHOCTh Habmronenue Ha

MPAKTUYECKUX 3aHATHUSAX, B
nporecce y4eOHoi
TIPAKTUKH.

OK 4. OcyiecTBISITh IIONCK u ucnosnb3oBanue | OreHka peneHus
uHpopManuy, HeoOXxoauMol s 3(G(GEKTUBHOIO | CUTYallMOHHBIX 3ajiau.
BBIIIOJIHEHUS npoheccuoHaAIBHBIX 3agay, | HaGmronenue Ha
npo(hecCHOHANBFHOTO U TMYHOCTHOTO Pa3BUTHSL. MPAKTUYECKHUX 3aHATHUSAX, B

npoiiecce yueOHoun
TIPAKTUKH.

OK'5. Hcnonb3oBath nHpopMalnoHHO- | O1ieHKa peneHus
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH B | CUTYallUOHHBIX 3a/au.
poeCCHOHAIBHON JESTEIHbHOCTH. Hab6mronenue na

MPAKTUYECKUX 3aHATHUSX, B
nporecce yueOHou
MIPAKTUKHU.

OK 6. PaGorate B kojuiekTMBE M KomaHzae, 3¢ dextuBHO | O1ieHKa perieHus
oOmraTbes c KOJUIETaMU, PYKOBOJACTBOM, | CUTYallHOHHBIX 3a]1a4.
MOTPEOUTETISIMHU. Ha6nronenue Ha

MPAKTUYECKUX 3aHATHUSAX, B
nporiecce yudeOHou
MIPAKTUKHU.

OK 7. bpath Ha cebst 0OTBETCTBEHHOCTHh 3a paboTy uieHoB | OleHKa penieHus

KOMaHAbl (MOJYMHEHHBIX), PE3yJAbTAT BBIMOJTHEHUS
3aJaHUuH.

CUTYallMOHHBIX 33/1a4.
HaOmronenue Ha
HpaKTI/I‘-ICCKI/IX 3aHATUSAX, B
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nporiecce yueOHou
MIPAKTUKU.

OK 8. CaMOoCTOSTEILHO OnpeaesiTh 3agaum | O1eHKa peleHus
npo(ecCHOHATLHOTO W JUYHOCTHOTO  Pa3BUTHS, | CHTYAIIHOHHBIX 33]1a4.
3aHUMAaThCS camo00pazoBaHueEM, oco3HaHHO | Habmionenue Ha
TUTAHUPOBATH MOBBINICHUE KBATHPUKAIUH. MPAKTUYECKUX 3aHATHUSX, B

npoiiecce yueOHou
MIPaKTUKHU.
OK 9. OpueHTUPOBaTbCSI B YCJIOBUAX 4YacToM cMeHbl | OleHKa pemeHus

TEXHOJIOTHI B MPO(ECCHOHAIBHON IeATEeTHHOCTH.

CUTYallMOHHBIX 33/1a4.
HaOmronenue Ha
MPAKTUYECKUX 3aHATHUSX, B
npoiecce yueOHou
MIPAKTUKHU.
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1. MACHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB
1.1. O61acTh NPUMEHEHUSA

Kommexkt omenounsix cpenctB (manee — KOC) npennasHayeH miis
KOHTPOJII ¥ OICHKH pe3yJbTaTOB MPOXOXKIACHUS Y4EeOHOW TMPAKTHKH TIO
npodeccuoHampHOMy Moayiro (manee — [IM) IIM.03 BemmonHeHue paboT 1o
OJHOM WIIM HECKOJbKUM TMpodeccusaM pabouyux, TOKHOCTAM —CIyXKaIIHX,
o0pa3oBaTenbHON TPOTpaMMBbl CpPeAHETO TpodeccrHoHaTLHOTO 00pa3oBaHMUS
(manee — OIl CIIO) no cneunanbHocTH 46.02.01 JloOKyMEHTallMOHHOE
oOecrieueHre yIpaBiICHUsS U apXUBOBEJICHUE.

1.2. Pe3yjbTaThl 0CBOEHHUSI KOMIIETeHIMH
B pesynbrate mnpoBeAeHUS NPOMEKYTOYHOM aTTeCTalldd 10 Y4eOHOM

IMPAKTHUKC OCYIICCTBILICTCA KOMIUICKCHAA ONCHKA OBJJIAACHUA CJIICAYIOIINMHU
HpO(l)CCCI/IOHaJIBHBIMI/I u 06HII/IMI/I KOMIICTCHIIMSAMM

Tabmuma 2.1
Kon HaumeHnoBaHue pe3ynbpraTa 00y4eHus
IIK 3.1 Opranuzanus paboTsl ¢ JOKYMEHTAMH.
I1K 3.2 Opranu3zanys TEKyIEero XpaHeHus: JOKYMEHTOB.
IIK 3.3 Opranuzanus 06paboTKU Jel Ji MOCIEAYIONEro XpaHeHusl.
OK1 [ToHrMaTh CYIIHOCTh U COIMAIbHYIO 3HAYUMOCTh CBOeW Oynymied mpodeccuu,
IIPOSIBJISITh K HEW YCTOWYMBBIN MHTEPEC.
OK 2 OpranuzoBbIBaTh COOCTBEHHYIO AESTENHHOCTb, BHIOMPATh TUIIOBBIE METOMABI U

CrocoObl  BBITIOJMHEHWS  NPO(ECCHOHATBHBIX  3a1av,  OICHUBATh  HX
3¢ (HEeKTUBHOCTH M Ka4eCTBO.

OK 3 [TpyHMMaTh pelieHus: B CTAaHIAPTHBIX U HECTaHJIAPTHBIX CUTYalUAX M HECTHU 3a
HUX OTBETCTBEHHOCTD.
OK 4 OcymecTBisITh MOUCK M HCHOJb30BaHUE HHPOpPMAIMU, HEOOXOAUMOH IJif

B(I)q)CKTI/IBHOl"O BBITIOJIHCHU A HpO(i)CCCI/IOHaJ'II)HBIX 3agay, HpO(i)eCCI/IOHaJ'ILHOFO u
JIMYHOCTHOTI'O pa3BUTHUA.

OK 5 Hcnonn3oBath UHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
po(heCcCHOHATILHON IS TEIbHOCTH.

OK 6 PaGorate B KoJIekTHBE W B KOMaH[e, d(h(EeKTHBHO OOIMIAThCS C KOJUIETaMH,
PYKOBOJCTBOM, NOTPEOUTEISIMH.

OK 7 Bpats Ha cebs OTBETCTBEHHOCTH 3a pa0OTy YICHOB KOMAaH[bI (TIOJYMHEHHBIX),
pEe3yJbTAT BBINOJIHEHUS 3aJaHU.

OK 8 CaMocCTOsATEeTbHO OMpPENeNsaTh 3a7a4d  MPOPECCHOHAIIBHOTO W JMYHOCTHOTO

pa3BuUTHA, 3aHUMATbCA CaMOO6p8.30BaHI/ICM, OCO3HAaHHO IJIaHUPOBATb
IOBBIIICHHUEC KBaJ'H/I(I)I/IKaHI/II/I.

OK9 OpueHTHPOBATHCS B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTUH B IPOQecCHOHATBHOM
JIESITEJIbHOCTH.

Kommext KOC no3BossieT o1eHuTh MPpUOOPETEHHBIC HA MMPAKTHUKE

YMeHHS:

— COCTaBJISATh U O(QOPMIIATH TOKYMEHTBI, pErIaMEHTUPYIOIIUE NEATEIbHOCTD
ciyx0n1 JIOVY;




3

— CO3/1aBaTh U KJIACCU(PHUKALMOHHBIX CIPABOYHUKOB;
— (popMupOBaTH TOKYMEHTHI B JIEJIa;
— COCTaBJISITh JOKYMEHTHI 15l OOPMIICHHUS IeTT K apXUBHOMY XPaHEHHUIO.

2. ®OPMbI KOHTPOJISA 1 ONEHKU PE3YJIbTATOB
HHPOXOKIEHUSA ITIPAKTUKHA

B cooTtBercTBUMM ¢ ydeOHBIM IJITaHOM M pabouei mporpaMMoi ydeOHOU
MPAaKTUKA TPEIyCMAaTpUBAETCA TEKYIIMA W MNPOMEKYTOUHBIA  KOHTPOJIb
pPE3yIBTAaTOB OCBOCHMUS.

2.1. ®opMBbI TeKYLIEr0 KOHTPOJISI Pe3yJIbTaTOB

Tekymuid KOHTPOJIb  pEe3yJIbTATOB IPAKTHYECKOM IOATOTOBKM  IpHU
IPOXOXKJICHUS y4E€OHON MPaKTUKH MPOUCXOAUT IPH UCIOJIb30BAHUU CIEAYIOIIHNX
00s3aTENbHBIX (POPM KOHTPOJIA:

— €)KEJIHEBHBII KOHTPOJIb IOCEHIAEMOCTH IPAKTHUKU PYKOBOJIUTEIEM IIO
IIPaKTUYECKON NOATOTOBKE OT YHUBEPCUTETA,

— HaO0JII0/IeHKE 32 BBIIIOJHEHUEM BUIOB pabOT Ha MPAKTHUKE;

— KOHTPOJIb 32 BEJICHUEM JHEBHUKA MO MPAKTUYECKON MOATOTOBKE;

— KOHTpOJb cOOpa maTepuana Jjisi OTYETa MO NPAKTUKE B COOTBETCTBUHU C
WHIUBUYAJIbHBIM 33/JaHUEM Ha ITPaKTHUKY.

Bunpl paboT Ha mpakTHKe ONpeAessitoTCsS B COOTBETCTBUU C TPEOOBAHUSAMU
K pe3yJibTaTaM 00y4eHHs U OTpaXke€Hbl B pabouell mporpaMMe MpaKkTHKY.

2.2. ®opMa NPOMEKYTOYHOM aTTeCcTAIUH

dopMa MNPOMEKYTOUHOM aTTecTalli MO Y4YeOHOM NpakTUKE — 3ayer.
OOyyaroluecs TOMYyCKAalOTCs K cAade 3adyeTa MpU YCIOBHM BBIMOJTHEHHUS BCEX
BUJIOB padOT Ha MpaKTHUKE, PEAYCMOTPEHHBIX paboyell mporpaMmMoil MpakTUK, U
CBOEBPEMEHHOM IIPEAOCTABIEHUHN CIECAYIOIINX JOKYMEHTOB:

— 3aMO0JIHEHHOTO JTHEBHUKA IO IMPAKTUYECKOM MOATOTOBKE, COAEPKAIETO
XapaKTePUCTUKY OT PYKOBOJIUTEIS MO MPAKTUYECKON MOArOTOBKE OT MPO(UIbLHON
OopraHu3aiuu (eciu NIpaKTHYecKas IMOATOTOBKA MPOBOAWIACH B MNPOPUIBHON
OpraHM3all|K), TOATBEPHKAAIOIIYI0 OCBOCHHE 00YJarONMMCS OOIINX KOMITETCHIIUI
OpU  BBINOJHEHUM PAa3IMYHBIX BHUAOB pPaldOT, NPEIYyCMOTPEHHBIX paboueit
MPOrpaMMOM TPAKTUKU, M AaTTeCTAIMOHHBIM JUCT 00 YypOBHE MPaKTUYECKOU
MOJATOTOBKHU U 00 OCBOEHUH MPO(eCCUOHATBHBIX KOMITETEHUIN;

— OTYETa IO MPAKTUKE B COOTBETCTBUH C MHANBUIYAIbHBIM 33/IaHUEM;

— CIIPaBKU O MPOXOXKACHUU MPAKTUYECKON MOATOTOBKH (/111 OYHOU (POPMBI
oOyueHusl, €eciaM MpaKTHYecKas MOJArOTOBKAa MPOBOAWIACE B MNPOQPHIBLHOM
OpraHu3aIuu).

3auer mpoxoAUT B (OpME OTBETOB HA KOHTPOJBHBIE BOIPOCHI, 3AIIUTHI
OTYeTa MO MPAKTUKE C WILTIOCTpauuen MmaTepraia (Ipe3eHTaluuu), Wi Ap.
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KoHTposibHbIE BOPOCHI HEOOXOIUMBI JJISI CUCTEMATH3alMU U 3aKPETUICHUS
coOpaHHOr0 MaTepuaja Ha MpakTHKe. ['paMOTHBIE OTBEThl HA KOHTPOJbHBIC
BOIPOCH MOATBepxkAatoT ocBoeHue oOydaromumucs [IK u OK, mpuobperenue
YMEHUH U MPAKTUUYECKOTO OIbITA.

IlepeyeHb KOHTPOJIBLHBIX BONPOCOB (npumep)

1. Ilopsimok cocraBnenus u opopmienus [Honoxenus o ciryx0e 10VY.

2. Tlopsmox coctaBieHus U O(OPMIIECHUS JOJDKHOCTHOM WHCTPYKIIHUU
JEIOMPOU3BOIUTEIIS.

3. OcobGeHHOCTH COCTaBIEHUS NPUMEPHONH HOMEHKJIATYpPHhI JEI.

4. OcoOEHHOCTH COCTABJICHUSI TUTIOBOM HOMEHKJIATyphI J€.

5. Oco0GeHHOCTH COCTaBICHUS UHIMBUYaJIbHOW HOMEHKIATYPHI J1E.

6. Ilopsinok u TpeboBaHus K (POPMUPOBAHHUIO JIEN B TEKYIIEM XPAHEHUU.

7. NHIekcupoBaHUe JEN COINIACHO HOMEHKIIAType Aell.

8. CocraBneHue 1 o(popMIICHIE BHYTPEHHEN ONUCHU ATl

9. CocraBiieHHE TUCTa-3aBEPUTEIS.

10. CocTaBneHue 00JI0KKH Jiena.

11. Tlopsinok cocTaBiaeHUE OMUCH JIETT TOCTOSTHHOTO CPOKA XPaHEHHUSI.

12. IlopsimoK COCTaBIIEHHE OIKCH €] BPEMEHHOTO CPOKA XPaHEHU.

13. IlopsnoK COCTaBIIEHHS OTIMCH AEJ [0 TUYHOMY COCTABY.

14. CocraBneHue axkTa nOpUEMA-TIEpe]ayd JTOKYMEHTOB B  apXHUB
OpraHu3allyu.

15. cocraBieHure akTa O BbLACJIEHUH JOKYMEHTOB C MCTEKIIUMHU CPOKAMHU
XpaHEHUs! K YHUUTOKEHUIO.

HeBbimonnenne oOydarorumcs pabodeil mporpamMMmbl  MPAKTUKH — UITU
[IOJIly4EHUE HEYAOBJIETBOPUTEIBHOIO pE3yibTara SBJISACTCS  aKaJIeMUYECKOU
3a10JKEHHOCTBIO.

3. TPEBOBAHUSA K NPEJOCTABJIEHUIO MATEPHUAJIOB O
PE3YJIBTATAX ITPOXOXKIAEHUSA ITPAKTUKHN

[lo OKOHYaHMM MPAKTUYECKOW MOATOTOBKMA oOOydaromuiics o0s3aH
MPEIOCTABUTh PYKOBOJAUTEINIO MO MPAKTUYECKOM MOATOTOBKE OT YHUBEPCUTETA
OTYET MO MPAKTUKE B COOTBETCTBUU C MHAWBUAYAIBHBIM 3aJJaHUEM; 3aIIOJTHEHHBIN
JHEBHUK MO IMPAKTUYECKOM MOATOTOBKE, COAEPk AWM aTTECTAlMOHHBIN JIUCT U
XapakTEPUCTUKY (€CNM MpaKTHYECKas MOJArOTOBKA MPOBOIMIACH B MPOGUIBHOM
OpraHU3aIiK); CIIPABKy O MPOXOXKACHUH MPAKTHYECKON MOATOTOBKU (I OUHOM
dbopmbl 00yUeHHUs, €Clid MPAaKTHYECKasi MOJATOTOBKA MPOBOAMIACH B MPOGUIHLHOM
OpraHU3alluu).

OT4eT 1Mo mMpakTHKE JOHKEH BKIIIOYATh MaTepualibl, COOpaHHBIE BO BpeMs
MPAKTUYECKOM IMOATOTOBKA B COOTBETCTBMM C WHAWBUIYaJIbHBIM 3aJaHUEM Ha
MPaKTHUKY.
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3T0 MOXET ObITh HH(DOPMAIUS O CTPYKTYpPE, TEXHOJIOTHYECKOM IMPOIIECCE U
pUMEHsIEMOM 000PYI0BaHUHU B MPOGUIBLHON OpraHu3aluy, MOTYT OBITh JTaHHBIE
JUISL BBITIOJIHEHUST PAcCYeTOB MO KypCOBOMY MPOEKTUPOBAHUIO, OTYET MOKET
BKJIIOYATh HEOOXOIUMBIE CXEMBI, UEPTEXKH, TAOIHIIbI, TpaUKHU U T. II.

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

— TUTYJIbHBIN JIUCT;

— 3aJJaHUE Ha IPAKTUKY;

— COJIEp>KAHHE;

— TEKCT OTYETA;

— UCIOJIb3yeMbIe UCTOYHUKH MH(POpPMAIUH, JOKYMEHTHI (TEXHOJIOTHUECKHE
WHCTPYKIIUH, OPUIIMAIbHBINA CAalT OpraHU3alliy U T. 11.);

— MIPWJIOKEHUS (CXEMBbI, YePTEXKH, TaOIUIBI, (OoTOMATEPHANIBI BHIHOCSTCS B
IPUIIOKEHUS, €CJIM OHU 3aHUMAIOT OOJIBIION 00BEM).

[Ipy npoBegeHuH 3adyera 1O  MpaKTUKE  OOydaromMecs  MOTYT
JOTIOJTHUTENIBHO TIPEJICTABIIATh COOpPAHHBIM MaTepuan MO TpakTUKe B ¢opme
MPE3CHTAIUU.

[Ipe3eHTallMOHHBINA MaTepUall MOXKET BKIIOYATh:

— cBelleHUsT O TpouiabHOM  opraHu3aiuu (MecTe MIPOXOXKIACHUs
IPaKTUYECKOM MOJITOTOBKE);

— (oromMarepualbl 0 MPOIETaHHBIX BUJIax padoT;

— XapaKTepUCTHKU TEXHOJOTMYECKHX TPOIECCOB M  000pyAOBaHUSA
OpraHu3aluy;

— JIpyroe.

OTtyer 1O mnpakTHKE OOYyYaIOMIMICS [IOJDKEH NpPEelIoCTaBUTh B CPOK,
YCTAaHOBJICHHBIA TPUKAa30M O JOMYCKE M HallpaBJI€HUU OOydalolMuxcs Ha
MPAKTUYECKYIO MOJTOTOBKY IIPU MPOBEACHUU MTPAKTUKHU.

B nHeBHUKE M0 MPaKTUYECKOW NOATOTOBKE PYKOBOJIUTEIb IO ITPAKTUYECKON
HOJIFOTOBKE OT YHHMBEPCUTETa COCTaBJSET 3aKJIIOYEHHE O BBINOJHEHUH (HE
BBHITIOJIHEHUH ) B TTOJTHOM 00bEME paboueli porpaMMbl MPAKTUKH B COOTBETCTBUU C
tpeboBanusiMu GI'OC CIIO u o uToraMm BHICTaBIISET 3a4eT.
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