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1. MACIIOPT PABOYEM ITPOT' PAMMBI YYEBHOM ITPAKTUKH IO ITM.02
OPTAHM3AIIUSI APXUBHOM Y CIPABOYHO-UH®OPMAIIMOHHOM PABOTHI IO
JOKYMEHTAM OPTAHU3ALIUU

1.1. O6sacTh NpUMEHEeHUsI IPOrPAMMBbI:

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

Obnactp mpo(ecCHOHAIBHOW  JESATETBHOCTH: JIEATENBHOCTh B  CEKpeTapuaTtax, CIyK0ax
JOKYMEHTAI[MOHHOTO O0ecreueHus, KaJpoBBIX CHyK0aX U apxXuBaxX TOCYIapCTBEHHBIX OpPraHOB U
YUpEKACHUH, B OpraHax MECTHOTO CaMOYIPaBJIEHUS, HETOCYIapCTBEHHBIX OpraHu3alusaX Bcex (opm
COOCTBEHHOCTH, OOIIIECTBEHHBIX OpraHU3ANMAX (YUPEKIACHUIX ).

O0BekTh TPo(hecCHOHATBEHOMN IS TEIBHOCTHU:

- TOKYMEHTBI, CO3JJaHHbIE JIFOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS,

- CUCTEMBI JJOKYMEHTAlMOHHOI'O 00ECIICUEHNs YIIPABIICHMUS;

- CUCTEMBI JIEKTPOHHOT'O JJOKYMEHTO000pOTa;

- apXHUBHBIC JIOKYMECHTHI;

- IEPBUYHBIC APXUBHBIC KOJJICKTUBBI.

B uwactm ocBoeHus KBaMM(UKAIUHM: CHCHUAIACT MO JOKYMEHTAIMOHHOMY OOECIICUCHHIO
yIpaBJICHH, ApXUBHUCT TOTOBUTCS K CIEAYIOIIUM BUAAM JESTEIbHOCTH:

- OpraHu3alus ApXUBHOM U CIIPAaBOYHO-MH(POPMALMOHHOW PabOTHI IO JOKYMEHTaM OpraHU3allHH.

1.2. Heaun u 3aga4n y4eOHOM NPAKTHKHU:

dopmupoBaHUE y 00y4arOLUMXCsl IEPBOHAYAIBHBIX IPAKTUYECKUX NPOPECCHOHATIBHBIX YMEHUH B
pamkax mnpodeccrnoHanbHoro moaynst [IM.02 Opranuszanus apXuBHOM U CIPaBOYHO-MH(POPMAITMOHHON
pabotsl o gokymentam opranuzauuu [ITICC3 CITO mo ocHOBHBIM BHJaM JESTEIbHOCTH AJISI OCBOECHUS
CHEMAIbHOCTH, OOy4YeHHE TpPYAOBBIM IpHUEMaM, ONepanusiM MU CHoco0aM BBINOJIHEHUS TPYAOBBIX
MIPOIIECCOB, XapaKTEPHBIX IJIi COOTBETCTBYIOLIECH CIENUAIbHOCTH U HEOOXOIUMBIX JUIsS MOCIEAYIOIIEro
OCBOCHHS UMU 00IIUX U MPOGeCCHOHATHHBIX KOMITETSHIIMH 110 U30paHHOM CHIEIUATBbHOCTH.

3agauamu  ydyeOHOM mpaktukd 1o [IM.02 Opranuzanuss apXMBHOM UM CIIPaBOYHO-
MH(OPMaLIMOHHON PabOTHI O JOKYMEHTaM OpraHU3alluu SBIISIOTCA:

— CO3/JaHM€ HOPMATUBHO-IIPABOBOM 0a3bl apXMBa OpraHU3aINH;

— opranuzanus paboThl apXuBa;

— DKCIEPTU3a EHHOCTU JOKYMEHTOB.

1.3. TpeGoBaHus K pe3y/IbTaTaM 0CBOCHHS Y4eOHOW NPAKTHKHU

B pesynbrare mpoxokaeHus y4eOHOW MPaKTUKH IO BHAAM MPO(ECCHOHATBHON NEATeTbHOCTH
00y4aroIUICs TOKEH:

YMeETh:

- OPraHU30BBIBATH JICATEIILHOCTh apXHMBa C YUETOM CTaTyca U MpoQuiIs opraHu3aluu;

- UCIIOJIB30BATh B ACATCIIBHOCTU apXrUBa COBPEMEHHBIC KOMITBIOTCPHBIC TEXHOJIOTHUH,

1.4. Kosin4ecTBO YacoB HA OCBOeHHe Padoueii MporpaMMbl y4eOHOi MPAKTHUKU:
B pamkax ocBoeHus mpodeccHoHATBHOTO MOyl — 36 4acoB, B TOM YHCIIE:

dopma 00yueHust 3 Kype¢
S cemecTp
Ovynas 36




2. PE3YJIbTATBI OCBOEHUS PABOYEN ITPOT'PAMMBI YUYEBHOM ITPAKTUKHA

MO MNPOPECCHOHAJIBHOMY MOAYJIIO IIM.02 OPTAHHU3ALIUSA APXMBHOM 1
CITPABOYHO-UH®OPMAIIMOHHOU PABOTHLI 1O JOKYMEHTAM OPTAHU3ALIUN

PesynpTaTroM OCBOGHHs MporpamMMmbl TPO(HECCHOHAILHOTO MOJYJS —SBISETCS  OBJIAJCHUE
oOyuatomumucst Buom aearenbHoctu (BJ]) Opranuzanus apXuBHOM U CIPaBOYHO-UH(DOPMAIIMOHHOM
paboTel MO JOKyMEHTaM opraHu3amuu, B ToM uucie npodeccuoHanpbHbiMu (1K) u obmmmu (OK)

KOMITIETCHIIUSIMHU:
Kon HaunmeHnoBaHue pe3yJibTaTa 00yUeHUs!
OK 1. [ToHuMaTh CyIIHOCTh M COIMAIBHYIO 3HAYMMOCTh CBOCH Oymymied mpodeccuu, mposBIsITh K

HEH yCTOMYUBBIN HHTEPEC

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JESTEIbHOCTb, BBIOMPATh THUIIOBBIE METOABI U CIOCOOBI
BBITIOJTHEHMSI MPO(ECCHOHAIBHBIX 3a/1a4, OIICHUBATh UX YPPEKTUBHOCTH U KAYECTBO

OK 3. [TpuHUMaTh pemeHns B CTAHJAPTHBIX U HECTAHAAPTHBIX CHUTYalUsAX U HECTH 32 HUX
OTBETCTBEHHOCTh

OK 4. OcymiecTBIATh TOUCK M HCIOJB30BaHHE HH(OpManuu, HeoOxoaumon mis 3¢ddexruBHOTO
BBITIOJTHEHUS MPO(ECCUOHANBHBIX 3a/1a4, MPO(EeCCHOHAIBHOTO U TUYHOCTHOTO Pa3BUTHUS

OK 5. Hcnonp3oBaTh HMH(OPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B Mpo¢hecCHOHaIbHOU
JIESITEJIbBHOCTH

OK 6. Paborate B KOJUleKTHBE M KOMaHJE, 3P(PEKTUBHO OOIIATHCA C KOJUIETaMH, PYKOBOJCTBOM,
MOTPEeOUTEISIMU

OK 7. bpath Ha ce0si OTBETCTBEHHOCTh 3a pabOTy WIEHOB KOMaHbl (IMMOAYMHEHHBIX), PE3yIbTaT
BEBIIOJIHEHUS 3aJaHu

OK 8. CaMOCTOSTENBHO OIpPENeNATh 33aJaud  MPOPECCHOHATBHOIO W JIMYHOCTHOTO Pa3BHTHS,
3aHUMAThCs CaM00Opa30BaHUEM, OCO3HAHHO MJIAHUPOBAThH MOBBIIIEHNE KBATU(UKALIUN

OK 9. OpueHTHpOBaTbCSI B YCIOBUSIX 4YacTOM CMEHbl TEXHOJIOTMH B MpodeccroHaIbHON
JIeSITeIbHOCTH

[IK 2.1. | OcymiecTBisATh SKCIEPTU3Y LEHHOCTH JIOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOIIUMHU
3aKOHOJIaTeJIbHBIMU aKTaMU M HOpMaTHBAMHU

[IK 2.4. | OGecrieunBaTh TpUEM W pAlMOHAIBHOE pa3MeElIeHHe IOKYMEHTOB B apxuBe (B T. H.
JJOKYMEHTOB 110 JITYHOMY COCTAaBY)

IIK 2.7. | OcymecTBiIsITh OPraHu3alMOHHO-METOIMIECKOE PYKOBOJICTBO U KOHTPOJIH 32 pabOTO# apXuBa

OpraHH3ali 1 3a OpraHI/ISaHI/ICP’I JAOKYMCHTOB B JCJIONIPOU3BOICTBC




3. TEMATUYECKHWH IIAH U COOEPXKAHUE Y‘IEBHOI?'I MPAKTHKMH IO 1IM.02 OPTAHU3ALIUA APXUBHOHU 1
CITPABOYHO-UH®OPMALIMOHHOU PABOTHLI 110 JOKYMEHTAM OPTTAHU3ALIUU

3.1 Ilnan npoxoxaeHusi y4eOHOM NMPAKTHKH 10 NPO(PecCHOHATIBLHBIM MOAYJIAM

HaumenoBaHnue Moayast YueOHasi NPAKTHKA MO KypcaM
[IM.02 Opranu3aiust apxuBHOU U CIIPABOYHO-UHPOPMAITMOHHON pabOTHI 10 TOKYMEHTaM ouHast/3a04yHas hopma 0O0ydeHUs
OpraHu3aIu 3 kypc 5 cemecTp (ouHast popma 00ydeHUs)

4 xypc 8 cemectp (3aouHast hopMa oOydeHus)

3.2. TemaTuyeckuili mian u cojpep:xanue ydeoHoid mpaktuku no IIM.02 Opranu3zauus apXuBHOH M CHPaBOYHO-HH(POPMALMOHHON PadoTHI MO
JOKYMEHTAM OPraHu3auuu

Buasb1 patot
Kosmyecrs .
HanmeHnoBaHMs TeM y4eOHON NPAKTUKHA Koua-Bo
Kox IIK | o 4yacoB mo
M 4acoB 10
TEMaM
1 2 3 4 B
1. CO3I[aHI/Ie HOpMaTHBHO'HpaBOBOﬁ 0a3nl Tema 1. CO3I[3.HI/IC OCHOBHBIX HOPMATUBHBIX JOKYMCHTOB apXUBa 18
IIK 2.1; apXMBa OPraHU3ALMH. OpraHu3aIuu
IIK 24, 36 2. OpraHI/Igaqu pa6OTLI apXuBa. Tema 2. HHaHI/IPOBaHI/Ie pa6OTBI M OTYETHOCTH apXuBa 6
1K 2.7. 3. DKcrepTu3a eHHOCTH JOKYMEHTOB. Tema 3. Co3gaHue JIOKaJIbHBIX HOPMATHUBHBIX JOKYMEHTOB I10 12
opranuzaiu u nposeaeHuto D1/, a Taxke 10KyMEHTOB,
3aKpeIIonmx pe3yabrars DL/
IMpomeskyTounas arrectauus B gopme 3a4era
Jk3aMeH (KBaIN(PUKANMOHHBIN) 0 MOTYJII0
Bcero 36
4acoB




3.3 Coaeprxanue y4eOHOI NPAKTUKH 10 NpodeccuoHaIbHOMY Moay 0 ITM.02 Opranu3anusi apXuBHOM M CIIPaBOYHO-HH(OPMAIHOHHOH padoTHI 1O
JAOKYMEHTaM OpPraHu3aluu

HaumMeHoBaHUe TeM NPAKTHK Coaep:xanue y4eOHbIX 3aHATHH O6bem YpoBenn
4acoB OCBOCHMS
1 2 3 4

1. Co31aHue HOPMATHBHO-NIPABOBOIi 6a3bl apXHBa OPraHU3aIUM.

Tema 1. Co3naHue OCHOBHBIX HOPMAaTHBHBIX JOKYMEHTOB | 1. Pa3paboTka mpoekTa MHCTPYKLUU IO JeJIONPOU3BOACTBY
apxyBa OpraHU3aLuu apxuBa. 6
2. Pa3paboTka npoekTa 1noyioKeHust 00 apxuse.

3. Pa3pabGorka mpoekTa  JOKHOCTHOW  WHCTPYKLHUHU 6
apxuBapHyca.
4. PazpaboTka HHCTPYKIIMHU IO OXPaHE TPY/a ISl ApXUBUCTA. 6

2. Opranusanus paéoTbl apxusa.

Tema 1. [TnannpoBanue paboOTHl U OTYETHOCTH apXHBa 1. Co3nanue npoekTa 1miaHa paboThl apXuBa HA TOJ. 6
2. Co3/laHue ToI0BOT0 OTYETa apXHUBa.

3. IKcnepTH3a HEHHOCTH J0KYMEHTOB.

Tema 1. Co3nanue J10OKaJbHBIX HOPMAaTUBHBIX JTOKYMEHTOB IO | 1. Pa3paboTka moyioskeHus: 0 SKCIePTHON KOMUCCHH.

opranmzanuu U mposeneHuro OIIJ[, a Taxke AokymeHTOB, | 2. Pa3zpaboTka mpuka3a o MOCTOSHHO JEHCTBYIOIEH 6
3aKperuIsomux pe3yabrarsl DL/, AKCIEPTHOM KOMHUCCHUH.

3. PazpaboTka miana paboThl IKCIEPTHON KOMHUCCHU.

4. CocTaBieHue IpOTOKOIA 3aCEAaHUS IKCIIEPTHON KOMUCCHUU. 6

5. CocTtaBlieHUE OIMCEH, aKTOB.

IIpome:xxyTounas arrecranus no YII B gpopme 3auera

Jk3aMeH (KBAIN(PUKANMOHHBII) IO MO0

Bcero yacos 36

OcBoenne yuyeOHOM MPAKTUKH MOXKET OBITh PEATM30BAHO C MPUMEHEHHEM DJIEKTPOHHOTO OOYYEHHMS, TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHI
B coorBercTBUM C [lonokeHHeM O TNPUMEHEHUHM OJIIEKTPOHHOTO OOYYEeHHs, JAMCTAHIIMOHHBIX OOpa30BATENbHBIX TEXHOJOTUN TIpH peaau3aluu
00pa3zoBaTeNbHBIX MPOrPaMMaM CPEIHETO MPOPECCHOHATHPHOTO 00pa30BaHus, YTBEPKIeHHOTO TipeacenareneM yaenoro copera ®I'bOY BO «YI'TY».




3.4. IlepeyeHb NPpoOBEePOYHBIX padoT:

HaumenoBanue pazjaeos, IIK

Buapl npoBepoYHBIX padoT

1

2

MK 2.1. OcyiiecTBasATh 3KCINEPTU3Y LIEHHOCTU IOKYMEHTOB B
COOTBETCTBUHU C JICUCTBYIOIIMMU 3aKOHOJATEIILHBIMUA aKTaMHU U
HOpMaTHBaMHU.

[TpoBepka mpaBUIBHOCTU OMPEENICHUs CPOKOB XPAHEHHS TIOKYMEHTOB Ha OCHOBAHHH
nepeuHend. IIpoBepka mpouecca co3gaHusT M NPOBEACHUS JKCHEPTU3BI LIEHHOCTH
JIOKYMEHTOB.

IIK 2.4. O6ecrieunBaTh NpUEM U pallMOHATILHOE Pa3MEIICHHE
JIOKYMEHTOB B apXuBe (B T. 4. JOKYMEHTOB I10 JINYHOMY COCTaBY)

[TpoBepka npaBuiIbHOCTH OQOPMIIEHUE JOKYMEHTOB I10 IIPUEMY HAa apXUBHOE XpaHEHHUE
(B T. 4. TOKYMEHTOB 110 JINYHOMY COCTaBY).

K 2.7. OcyuecTtBisith  OpraHM3alMOHHO-METOANYECKOE
PYKOBOJICTBO U KOHTPOJIb 3a pabOTON apXuBa OpraHU3ally U 3a
OpraHu3alyeil TOKyMEHTOB B JIEJONPOU3BOJICTBE

[TpoBepka coCTaBIICHHS OPraHU3ALMOHHBIX JIOKYMEHTOB II0 OpTraHHM3aIH PabOTHI
apxuBa.




4. YCJIOBUS PEAJIM3AILINU PABOYEN ITIPOTPAMMbBI YYEBHOM
INPAKTHUKH IO TIPO®ECCUOHAJIBHOMY MOAYJIIO IIM.02 OPITAHU3ALIUA
APXABHOM Y CIIPABOYHO-UH®OPMAIIMOHHOM PABOTHI 11O
JOKYMEHTAM OPTAHU3ALIUU

4.1. Tpe6oBaHusi K MUHUMAJIbHOMY MaTepPHATbHO-TEXHUYECKOMY 00ecnedyeHUIo

[Ipu opranuzanuu NPaKTUYECKOW MOATOTOBKHU CO3JAIOTCS YCIIOBHUS JUIsl pean3aluu
MPAKTUKH, TPEIOCTaBISIOT O00OPYAOBaHME M TEXHHUYECKHE CpeAcTBa OO0y4deHHs B 00bEMe,
MO3BOJISIIOIIEM  BBINIOJIHATH ~ ONpEIENCHHbIE BHABI  paboT, CBsA3aHHBIE C  Oyaymiei
poecCuOHANBHOM e TeIbHOCThIO 00yYaIOIINXCA.

[MpodunsHbie OpraHW3alii Ha OCHOBAaHWUU JIOTOBOPOB O IMPAKTUYECKOH IMOATOTOBKE
oOydaroluXxcsi CO3Jal0T YCJIOBUSL JJsl peanu3ali MPakTUKH B (opMme MpakTHUeCKOn
MOJTOTOBKH, TPEAOCTABISAIOT 00OpYIOBaHME M TEXHUYECKHE CpeAcTBa OOydeHHs B 00BEME,
MO3BOJIAIOIIEM  BBIMIOJIHATH  ONpEJEJICHHbIE BUAB paboOT, CBsA3aHHbIE C  Oynayien
poeCCHOHAIBHON JEATEIHHOCTHIO 00YUarOIIINXCS.

4.2. UndopmanuonHoe odecriedeHne o0yueHust

OcHOBHBbIE HCTOYHHUKH:

. beIkoBa, T. A. JlokymMeHTaumoHHOE o0ecnieueHue YIIpaBIICHUS
(menompousBocTBO): yuebnoe mocodue / T.A. beikoBa, T.B. Ky3neuona, JI.B. Cankuna; noa
o6m1. pen. T.B. Ky3nenoBoii. — 2-¢ uzg., nepepad. u gom. — Mocksa: MTHOPA-M, 2021. — 304 c.
+ Jlon. matepuansl [DnekTpoHHbli pecypc]. — (Cpennee npodeccroHanbHOe 00pa3oBaHUE). —
ISBN 978-5-16-013913-5. — Tekcr: 3JICKTPOHHBIH. — Pexum
noctyna: https://znanium.com/read?id=360476

3axapoBa, H. A. I'ocymapcTBeHHBIC, MYHUIIUTIATBHBIE APXUBBI M apXHUBBI OpPraHU3AINAN

[DnexTpoHHBIH pecypc]: yuebHoe mocodue s CIIO / H. A. 3axapoBa. — DNeKTpOH. TEKCTOBBIE
nannble. —CaparoB: [IpodoOpasoBanue, Ait [Tu Op Menua, 2019. — 169 ¢. —978-5-4486-0495-

9, 978-5-4488-0225-6. — Pexum JIOCTyMa: https://www.iprbookshop.ru/epd-
reader?publicationld=79439
. Kysunemnos, U. H. JlemompousBoacTBo: ydeOHO-cripaBouHoe mocodue / M. H.

Kysnenos. - 9-e u3a., nepepab. — Mocksa: Jlamkos u K, 2020. — 405 c. — ISBN 978-5-394-
03881-5. — Tekct: anekTpoHHbIN. — Pesxum moctyma: https://znanium.com/read?id=358533
JlonoJiHuTeIbHbIEe HCTOYHUKH:
. OcHOBBI Aenonpon3BoACTBa: yueOHoe mocodue / A.M. Acanues, 1.11. MupoHoBa,
E.A. Kocapesa, I'.I'. BykoBuu. — 2-e u3n., uctp. u gon. — Mocksa: THOPA-M, 2020. — 146 c. —
(Breiciee obpaszoBanue: bakamaBpuar). — ISBN 978-5-16-015831-0. — TekcT: 3/eKTpOHHBIN. —
Pexxum nmocryna: https://znanium.com/read?id=348160

4.3. O0uue TpeOOBaHUS K OPraHU3alMU 00Pa30BaTeILHOIO NMpolecca

[Ipaktuka peammsyercs B (GOpME TNPAKTUYECKOH IOATOTOBKH TPH OCBOCHHHU
00pa3oBaTeNbHON MPOTrPaMMBbl B YCIOBHSAX BBIIOJIHEHUS 00YYAIOIIMMUCS ONpPEIeICHHBIX BUI0B
paboT, cBs3aHHBIX C Oyaymiedl TpodecCHOHANbHOW JeATEeIbHOCTRI0O W HAaNpaBIEHHBIX Ha
dbopMHpoBaHUe, 3aKpeIUIEHUE, Pa3BUTHE NMPAKTHUECKUX HABBIKOB U KOMIIETECHIIMU 11O MPOQHITIO
COOTBETCTBYIOIIEH 00pa30BaTEIbHOI MPOrPaMMBI.

Peanu3anus npakTukd B (opMe MPAKTHUYECKOH IMOATOTOBKH MOXET OCYIIECTBIISATHCS
HETPEPHIBHO, JTUOO ITyTeM YepeIOBaHUs C peann3aieil nHeIX komrnoneHToB OIl B cooTBeTCTBHUI
C KaJICHIapHBIM Y4EOHBIM rpa)KOM U yUeOHBIM IIITAHOM.

XapakTtep mpoBeIeHHs Y4eOHOM MPAKTHKU: KOHIIEHTPUPOBAHHO.


https://znanium.com/read?id=360476
https://www.iprbookshop.ru/epd-reader?publicationId=79439
https://www.iprbookshop.ru/epd-reader?publicationId=79439
https://znanium.com/read?id=358533
https://znanium.com/read?id=348160

YyeOHast mpakTHKa MPOBOIUTCS MPEMOAaBaTeIIMU MPOGECCHOHATHLHOTO UK.

OYHKIMK ~ TPENoIaBaTe sI-pyKOBOUTENIT ~ y4eOHOM  NpakTHKU:  (OPMHUPOBAHHE,
3aKpeIUICHUE, PAa3BUTHE MPAKTHYECKUX HABBHIKOB M KOMIIETCHIIMH B IPOILIECCE BBIMOJHCHUS
OIpE/ICNICHHBIX BUIOB pabOT, CBSA3aHHBIX C OyAyIeH NpoQecCHOHATbHOU IEATEIbHOCTHIO;
KOOPIMHHUPYET U IPOBEPSIET paboTy 00yJIarOIIHXCsl.

O6mme TpeOoBaHMS K JOKYMEHTAIMHM, HEOOXOAMMOW JUIs TIPOBEICHUS Yy4eOHOM

NPaKTUKU: IPUKA3 O JIOMyCKe 00YYaIOUINXCsl M BpEMEHHU IPOBEICHUS, THEBHHUK.

5. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA ITPOI'PAMMBI

YUYEBHOM IMTPAKTHUKH IO MPO®ECCUHOHAJIBHOMY MOJY.JIIO IIM.02

OPTAHM3AIIUSI APXUBHOM ¥ CIIPABOYHO-UH®OPMAIIMOHHOM PABOTHI
IO AOKYMEHTAM OPI'AHU3ALIUA

5.1. KoHTpO/Ib M OlleHKA Pe3yJIbTaTOB OCBOCHHUS y4eOHOM MPAKTUKU OCYIIECTBIISCTCS
PYKOBOJUTEINEM I10 MPAKTUUECKONW NOArOTOBKE OT YHUBEpPCUTETA B (hOpME 3alUThl OTYETA.

[TpomexyTouHas aTTecTanus Mo MPaKTUKE TPOBOAMUTCS B popMe 3adera.

IIpodeccrnonanbHbIe KOMIIETEHIIUA

Kon HaumeHnoBanue pe3yJbTata 00y4eHHust ®opMBI M METOABI
IIK KOHTPOJISl U OLEHKHU
pe3yabTaToB 00y4eHHsI
IIK OcylecTBIATh AKCIEPTU3Y ILIEHHOCTH JIOKyMEHTOB B | HaGmtonenue Bo  Bpems
2.1. COOTBETCTBUM C JEHCTBYIOIIMMHM 3aKOHOJATEJIbHBIMU | BBIIIOJHEHUS NPAKTUYECKUX
AaKTaMHM 1 HOPMaTHUBAMM. 3alaHui. YCTHBIA OIpOC.
KonTpons pE3yIbTaTOB
BBIMIOJTHEHUST  33/laHUH B
JTHEBHUKE U OTYETE.
IIK OObecnieunBaTh NpuUeM M paluoHalIbHOE pa3menleHue | Habmonenue Bo  Bpems
2.4. JOKYMEHTOB B apXHBe (B T. 4. JJOKYMEHTOB 10 JJUYHOMY | BBIIIOJHEHHUS MPAKTHUECKUX
COCTaBy) 3alaHuii. YCTHBIA OMpOC.
KonTpons pE3yIbTaTOB
BBIMIOJTHEHUST  33/JlaHUl B
JTHEBHUKE U OTYETE.
IIK Ocy1ecTBisTh OopraHmM3alnoHHO-MeToanueckoe | Habmonenne Bo — Bpems
2.7. PYKOBOJCTBO M  KOHTPOJb 3a paboTOM  apxuBa | BHIIOJIHEHUS MPAKTHUECKUX
OpraHu3alMd M 3a OpraHu3aluedl JOKYMEHTOB B | 3aJlaHMI. YCTHBIM OmpoC.
JIEJIONIPOU3BOJICTBE KonTpons pE3yIBTaTOB
BBIMIOJTHEHUST  33/IaHUN B
JTHEBHUKE U OTYETE.
O0mme KOMIEeTeHUMH
Kon HaumeHoBaHue pe3yJibTara 00y4eHHs ®opMbI U METOAbI
IIK KOHTPOJISI M OIIEHKH
pe3yJbTaToB 00y4YeHust
OK 1. | [lonumarp CyImIHOCTh M COLMAJIBHYIO 3HAUMMOCTh cBoel | OueHka pelieHus
Oynymeir mpodeccur, TPOSBIATh K HEW YCTOWYWBBIN | CUTYallMOHHBIX 3aj1ad.
UHTEPEC. HaGnronenue Ha
MPAKTUYECKHUX 3aHATHSX, B
Ipolecce yueOHO
ITPAKTHUKHU.
OK 2. | Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTh, BbIOMpaTh | O1ieHKa peueHus
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TUIIOBBIE METOABl U CcrocoObl  BBINOJHEHHUS | CUTYallMOHHBIX 3ajjad.

npodeccuoHaTBEHBIX 3ajad, OIICHUBATh ux | Habnronenwne Ha

3G HEKTUBHOCT U KaYECTBO. IPAKTUYECKUX 3aHATUAX, B
nporecce yueOHO
IPAKTUKH.

OK 3. | [Ipynumarp pemieHuss B CTaHJAPTHBIX W HecTaHAApTHBIX | OueHka peueHus

CUTYyallUsX U HECTU 332 HUX OTBETCTBEHHOCTh CUTYallMOHHBIX 3aJiau.
Habnronenue Ha
IPAKTUYECKUX 3aHATUAX, B
nporecce yueOHO
IPAKTUKH.

OK 4. | OcymecTBisaTh MOUCK M HUCHOJb30BaHWE HH(popmanmu, | OneHka pelieHus
HeoOXxoauMoi  ans 3¢ (EeKTUBHOrO  BBINOJHEHMs | CUTYAI[MOHHBIX 3a/1a4.
npodeccoHabHBIX  3aj1a4, mnpodeccruoHanbHOro U | HaGmronenue Ha
JIMYHOCTHOTO PAa3BUTHUS. IPAKTUYECKUX 3aHATUSAX, B

nporecce y4eOHO
IPAKTUKH.

OK 5. | Ucnonb3oBath MH(pOpMallMOHHO-KOMMYHHUKAIIMOHHBIE | OlLieHKa peueHus

TEXHOJIOTUH B NTPO(HECCUOHAILHON AEATEIbHOCTH. CUTYallMOHHBIX 3aJiau.
Habmronenue Ha
IPAaKTUYECKUX 3aHATUAX, B
nporecce y4eOHO
IPAKTUKH.

OK 6. | Paborats B KoulekTHBE U KoMmaHze, 3¢dexTuBHO | OneHka pelieHus

00I11aThCs ¢ KOJIJIETaMH, PYKOBOJICTBOM, TOTPEOUTENIIMU. | CUTYAl[MOHHBIX 3a/1a4.
Habmonenue Ha
NPAaKTUYECKUX 3aHATUAX, B
nporecce yueOHOI
IPAKTUKH.

OK 7. | bpatp Ha cebs OTBETCTBEHHOCTb 3a paboTy uieHoB | OueHka pelieHus
KOMaHJpl  (TMOJAYMHEHHBIX), pe3yJabTaT  BBIOJHEHMS | CUTYAI[MOHHBIX 3a/1a4.
3aJlaHuM. Habmonenue Ha

NPAaKTUYECKUX 3aHATUSAX, B
nporecce yueOHOI
IPAKTUKH.

OK 8. | CamocTosiTenbHO OTIpeeIsATh 3amaun | Onenka pelieHus
npoeCCHOHATBHOTO M JMYHOCTHOTO  Pa3BUTHS, | CUTYAI[MOHHBIX 3a/1a4.
3aHUMAaThCs caMo0o0pa30BaHUEM, OCO3HAHHO TUTaHUpoBaTh | Habmonenne Ha
MOBBIIIEHUE KBAJM(UKAIIIH. NPAaKTUYECKUX 3aHATUSAX, B

mporecce yueOHOU
IPAKTUKH.

OK 9. | OpuentupoBarbcs B  yCIOBHSIX  4YacTol  cMmeHbl | OreHka peleHus

TEXHOJIOTUH B MPO(heCCHOHAIBHON AEITETbHOCTH. CUTYallMOHHBIX 33J1au.
HaOmronenune Ha

MPAaKTUYECKUX 3aHATUSAX, B
nporecce yueOHOU
NPAKTUKH.
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1. MACHOPT KOMIUVIEKTA OHEHOYHBIX CPEACTB
1.1. O61acTh NPUMEHEHUSA

Kommexkt omenounsix cpenctB (manee — KOC) npennasHayeH miis
KOHTPOJII W OICHKHA pE3yJIbTaTOB IPOXOXKICHUS Y4YeOHOH MPaKTUKH TI0
npodeccuonampHOMy Moy o (maigee — [IM) TIM.02 Opranusanus apXUBHOH U
CIPaBOYHO-UH(POPMAITMOHHON  pabOTBI 1O  JOKYMEHTaM  OpraHu3alluy,
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(bCCCI/IOHaJIBHBIMI/I u 06HII/IMI/I KOMIICTCHIIMSAMM

Tabnuua 2.1
Kon HaumeHnoBaHue pe3ynbpraTa 00y4eHus
IK 2.1. OcCyluecTBIATh  JKCIEPTU3Yy LEHHOCTH JOKYMEHTOB B COOTBETCTBUU C
JICHCTBYIOIMMH 3aKOHOATEIbHBIMU aKTAMH M HOPMAaTUBaMU
I1K 2.2. Bectu paboTy B cuctemMax 3JeKTPOHHOTO JOKYMEHTO000poTa
IK 2.3. Pa3pabaTbiBaTh 1 BecTH KIacCU(PUKATOPbI, TabelIW U Jp. CIPaBOYHUKU IIO
JIOKYMEHTaM OpraHU3aluu
I1K 2.4. OObecneunBaTh MPUEM U PALMOHANBHOE pa3MElICHHE JOKYMEHTOB B apxHBe (B
T.4. JOKYMEHTOB I10 JINYHOMY COCTaBY)
I1K 2.5. ObecneunBaTh Y4eT M COXPAaHHOCTh JOKYMEHTOB B apXUBE
1K 2.6. OpranuzoBbIBaTh  HCIOJB30BAaHHE ApPXMBHBIX JOKYMEHTOB B  HAay4HbIX,
CIIPaBOYHBIX M MPAKTUYECKUX LIEIAX
I1K 2.7. OcCylecTBISATh OPraHU3allMOHHO-METO/IMYECKOE PYKOBOJICTBO U KOHTPOJIb 3a
paboToil apxuBa OpraHu3alMM W 3a OpraHu3aled JOKYMEHTOB B
JEJIOIPOU3BOJCTBE
OK 1 [ToHuMaTh CyIIHOCTh U COLMAIbHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccun,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO ESTEIbHOCTb, BHIOMpATh TUIIOBBIE METONbI U

CIOCOOBI  BBITIOJHEHUS ~ NPO(ECCHOHATBHBIX  3a7av,  OICHUBATh  HX
7 (HEeKTUBHOCTH M KA4eCTBO.

OK 3 IIpuHUMaTh perieHus B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTYyalMsAX M HECTH 3a
HUX OTBETCTBEHHOCTb.
OK 4 OcymiecTBiIATh MOMCK M HCIOJb30BaHWE HWH(POPMALUU, HEOOXOIUMOM st

3(PEeKTUBHOTO BBHIMOTHEHUS TPOPECCHOHATBHBIX 3a7a4, MPOPECCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSI.

OK 5 Hcnonb3oBath 1H(OPMallMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHHI B
npodeCCHOHATLHOMN 1€ TeTbHOCTH.

OK 6 PaGorate B KoJulekTHBE W B KOMaHJe, 3((EeKTHBHO OOIIATHCS C KOJUIEraMu,
PYKOBOJICTBOM, ITOTPEOUTENISIMHU.

OK 7 bpate Ha ce0s OTBETCTBEHHOCTH 3a pabOTy WICHOB KOMaH[bI (TTOJIYNHEHHBIX ),

pEe3yJIbTAT BBINOJIHEHUS 3aJaHUI.
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OK 8 CaMocCTOSATEeIbHO ONpeneysaTh 3a7ayu MPOPECCHOHAIBHOTO W JUYHOCTHOTO
pa3BuTHA, 3aHUMAaThCA caM006pa3013aHneM, OCO3HAaHHO IJIaHUPOBATb
MOBBIIICHHE KBATH(DUKAIIH.

OK9 OpueHTHPOBATHCS B YCIOBUSAX YaCTOM CMEHBI TEXHOJIOTUN B PO EeCCHOHATBHOM
JEeSITETbHOCTH.

Kommnexkr KOC no3BosisieT o1leHUTh NPUOOPETEHHBIE HA TIPAKTUKE

yMeHHUS:

- OpPraHW30BBIBATH JIEATECIHLHOCTh apXWBa C YYE€TOM CTaryca WU Mpouis
OpraHu3aluu;

- UCIOJIb30BAaTh B JICSATEILHOCTH apXUBA COBPEMEHHBIC KOMIIbIOTEPHBIE
TEXHOJIOTHUHU.

2. ®OPMbI KOHTPOJISA U OUEHKHU PE3YJIBTATOB
HNPOXOKIAEHUSA IPAKTUKHU

B coorBercTBUM ¢ y4eOHBIM IUIaHOM M pabodeil mporpamMmoil y4eOHOM
NPaKTUKH  MpPEeIyCMaTpUBACTCS TEKYIIMH H  MPOMEXYTOUYHBIA  KOHTPOJIb
pE3yJIBTaTOB OCBOCHMUS.

2.1. ®opMbI TeKYIIEr0 KOHTPOJISA Pe3yJIbTaTOB

TekymmMi KOHTPOJb PE3yJbTATOB IPAKTUYECKOW TMOATOTOBKH IIPU
IPOXOXKACHUS YYEOHON MPaKTUKU MPOUCXOIUT MPHU UCHOJIB30BAHUU CIEAYIOIINX
00s13aTENBHBIX (POPM KOHTPOJIS:

— ©XKEJIHEBHBI KOHTPOJIb IMOCEHIAEMOCTH MPAKTHKU PYKOBOJUTEIEM IO
MPaKTUYECKON MOJATOTOBKE OT YHUBEPCUTETA,

— HaOJII0JICHKE 3a BBIIOJHEHUEM BUJOB padOT HA MPAKTHUKE;

— KOHTPOJIb 32 BEICHUEM JHEBHHUKA M0 MTPAKTUYECKON NOATOTOBKE;

— KOHTpPOJb cOopa MaTepuasna IJig OTYEeTa MO MPAKTUKE B COOTBETCTBUU C
WHIUBUYAJIbHBIM 33JIaHUEM Ha MPAKTHUKY.

Bunbl paboT Ha MpaKkTHKE ONPEIEISIIOTCS B COOTBETCTBUU C TPEOOBAHUAMHU
K pe3yibTaTam OOy4eHHs U OTpakeHbl B paboyell mporpaMme NpaKTHKU.

2.2. ®opMa NPOMEKYTOYHOM aTTecTAllUH

dopMa MPOMEKYTOUHOM AaTTeCTAlMK MO0 Y4YEeOHOM TIPaKTUKE — 3adyer.
OOyuaromyecs TOMYCKAIOTCS K cAade 3adyeTa MPU YCJIOBHH BBIMOJHEHUS BCEX
BUJIOB pabOT Ha MPaKTUKE, TPEAYCMOTPEHHBIX paboueil mporpaMMoi MPaKTUKH, U
CBOECBPEMEHHOM IPEIOCTABICHUH CIEAYIOIINX JIOKYMEHTOB:

— 3aI0JIHEHHOT0 JHEBHUKA MO MNPAKTUYECKOW MOATOTOBKE, COAEPHKAILETO
XapaKTePUCTUKY OT PYKOBOJUTEIS MO MPAKTUYECKON MOJATOTOBKE OT MPOdUILHON
opraHuzainuu (eciid MpaKTU4YecKas TMOATOTOBKAa MPOBOAWIACH B MPOGUILHON
OpraHu3aliK), OATBEPIKIAIOIIYI0 OCBOCHHE 00yJAIOIIMMCS OOIIMX KOMITETCHIIUN
IpU  BBIMOJHEHUM PA3IMYHBIX BHJIOB pPabOT, MNPEeayCMOTPEHHBIX pabdoyeil
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IpPOrpaMMOIl TMPAKTUKUA, M AaTTECTAIMOHHBIA JHCT 00 YypOBHE MNPaKTUYECKOM
MOJITOTOBKU U 00 OCBOSHUH MPOPECCHOHATHHBIX KOMITETECHITH;

— OT4YeTa MO0 MPAKTHKE B COOTBETCTBUY C WHAWBHUIYAIbHBIM 33JaHHEM;

— CIIPaBKH O MPOXOXKIACHUHU MPAKTUIECKON OATOTOBKH (11 OYHOU (DOPMBI
oOydYeHHs, ©CIM TMpaKTHYecKas TMOJArOTOBKA MPOBOAWIACHE B MPOGUIBLHOM
OpraHu3aIlvn).

3ader MpoxXoAuT B (QopMe OTBETOB HA KOHTPOJBHBIE BOMPOCHI, 3aLTUTHI
OTYeTa IO MPAKTUKE C WLTIOCTpaIuel MaTepuaia (Ipe3eHTaIuN ), WU JIp.

KoHTponbHBIE BOMPOCH HEOOXOAMMBI JJISI CUCTEMATH3AIMN U 3aKPETUICHUS
COOpaHHOTO MaTepHalla Ha MpakTUKe. [ paMOTHBIE OTBETHI Ha KOHTPOJIBHBIC
BOIPOCH MOATBepxkAatoT ocBoeHue oOydaromumucs [IK u OK, mpuobperenue
YMEHUH U MPAKTUIECKOTO OIbITA.

IlepeyeHb KOHTPOJIBLHBIX BONPOCOB (npumep)

1. ITocnenoBaTenbHOCTh pa3padboTku U opopmiienus [lonoxeHus: 06 apxuse
OpraHu3alyu.

2. llopsgok cocraBieHus W OQOPMIIEHUS JOJDKHOCTHOW HWHCTPYKIUU
apXuBapuyca WIH JUIa OTBETCTBEHHOI'O 33 apXWUB OpPraHU3al1u.

3. Opranusanus JenoIpou3BOACTBA B apXUBE.

4. Tlopsimox pa3paOOTKM HMHCTPYKLIMU IO TEXHHMKE O€30MacHOCTH ISl
apxuBapuyca.

5. Opranu3anus paboThl MO IUIAHWPOBAHUIO apXHUBa Ha TOJ.

6. IIpaBuia coctaBiaeHus MJIaHOB pabOThI apXHUBa OpraHU3ALIH.

7. IlpaBuina coctaBiaeHus 1 0pOpMIICHHS OTYeTa pabOThl apXUBa 3a TOJ.

8. DTanbl opraHu3alyy U MPOBEACHHS SKCIEPTU3bI LIEHHOCTU JOKYMEHTOB.

9. IlpaBuna cocraBlieHUs JOKYMEHTAIMH, PErIAMEHTHPYIOUIEH MOBEACHHE
HKCIIEPTU3bI HEHHOCTH TOKYMEHTOB.

10. CocTtaBnenue miana padoTbl SKCIIEPTHOU KOMHUCCHH.

11. Crnucox HEOOXOIMMOM OKYMEHTAlWMU, 3aKpEIUISIOIEed Pe3ysbTaThl
HKCIIEPTU3bI HEHHOCTH TOKYMEHTOB.

12. TlpaBuna coctaBieHus: U OPOPMIICHUS OTTHCEH.

13. TlpaBuma cocrtaBieHuss W OQOPMJICHUS TPOTOKOJIOB 3acedaHHi
AKCIEPTHOU KOMHUCCHH.

14. [IpaBuna cocraBiaeHust 1 0(GOPMIICHHUS aKTOB O BBIJICICHUU IOKYMEHTOB
C UCTEKIIMMU CPOKAMH XPAHEHUSI K YHUUYTOKEHUIO.

HeBpimoninenne oOydarorumcsi pabodeil mporpamMMmbl  MPAKTUKH — WJIH
MOJIy4YeHUE HEYJOBJIECTBOPUTEIBLHOIO pe3yjibTaTa SBJSETCA AaKaJIeMHYECKOU
3a10JDKEHHOCTBIO.

3. TPEBOBAHMUS K ITIPEJOCTABJEHUIO MATEPUAJIOB O
PE3YJBTATAX ITPOXOKJIEHUSA ITPAKTUKHA
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[lo oOKOHUaHMM NPAKTUYECKOM MOATOTOBKM oOydaromuiics o00s13aH
IIPENOCTAaBUTh PYKOBOJIUTEIIO IO INPAKTHUYECKOW IOATOTOBKE OT YHHMBEPCHUTETA
OTYET I10 NPAKTUKE B COOTBETCTBUU C MHAMBUAYAJIBHBIM 3a/1aHUEM; 3aII0OJIHCHHBIN
JHEBHUK II0 IPAKTUYECKON IOATOTOBKE, COAECPKAIIUN aTTECTAlMOHHBIM JINCT H
XapaKTEPUCTHUKY (€CIIM MpaKTHYeCKas MOJrOTOBKA MPOBOAMIACH B MPOQUIBHOM
OpTaHU3aIiK); CIIPABKY O MPOXOXKICHUH MPAKTHYECKOW MOATOTOBKHU (IJIsI OYHON
¢dbopMbI 00yueHus1, eCiIM MpaKTUYECKask MOATOTOBKA MPOBOAUIIACH B MPOQPHIBLHOMA
OpraHu3alluu).

OT4eT MO MpaKTUKE TOJKEH BKIIOYATh MaTepUaibl, COOpaHHBIE BO BpEMs
IPaKTUYECKOM IMOATOTOBKA B COOTBETCTBUM C WHIMBUIYAIbHBIM 33JaHHUEM Ha
IIPAKTHUKY.

OT0 MOXKET ObITh UHPOPMALUA O CTPYKTYpPE, TEXHOJIOTHUYECKOM MPOIIECCE U
IpPUMEHIEMOM O00OpYIOBaHUU B MPO(UIBLHONW OpraHU3alui, MOTYT OBITh JaHHbIE
JUISL BBIIIOJIHEHUS PAacyeTOB IO KypCOBOMY IPOEKTHPOBAHUIO, OTYET MOKET
BKJIFOUATh HEOOXOAUMBIE CXEMBI, YEPTEKHU, TAOIULBL, TpaUKU U T. 1.

Crpykrypa oTuera no npaxktuke (5 — 15 crp.):

— TUTYJIbHBIH JIUCT;

— 3aJJaHUE Ha MPAKTUKY;

— COJIEp>KAHHUE;

— TEKCT OTYETA;

— WCIOJb3yEMbIE€ UCTOUYHUKH MH(OpPMALUHU, JOKYMEHTBI (TEXHOJIOTHYECKHUE
WHCTPYKIUH, O(PUIIMAIBHBINA CAaUT OpraHU3alyu U T. 11.);

— MPWJIOKEHUS (CXEMBbI, YePTEXH, TAOIUIBI, (oTOMATEPHANIbl BHIHOCSTCS B
MPWIOKEHUS, €CIIM OHU 3aHUMAIOT OOJIBIION 00bEM).

[Ipy npoBegeHuu 3adyera 1O  MpakTUKE  OOydaromMecs  MOTYT
JIOTIOJIHUTEIBHO TPEACTABIATh COOpaHHBIM MaTepuan MO MpakTUke B (opme
IIPE3EHTALUU.

IIpe3eHTalMOHHBINA MaTeprUall MOXKET BKIIIOYATh:

— CBeICHHSI O TNpOPUIBHOM oOpraHu3zanuu (MecTe MPOXOXKICHUS
MPaKTUYECKON MOJITOTOBKE);

— (oromMaTepuabl 0 MPoIeTaHHBIX BUJIax padoT;

— XapaKTepUCTUKU TEXHOJOTMYECKHX TPOIECCOB M  000pyAOBaHUSA
OpraHu3alny;

— Jpyroe.

OTtyer mnoO mpakTHKE OOYyYaIOIIMICS JOJDKEH NPEeJOCTaBUTh B CPOK,
YCTAaHOBJICHHBIA TIPUKA30M O JOMYCKE M HalpaBJIE€HUU OOydalolMuxcs Ha
MPAKTUYECKYIO MOATOTOBKY IIPU MPOBEAECHUN TPAKTUKH.

B nHeBHUKE 10 MPAKTUYECKOW IOATOTOBKE PYKOBOJAUTEIb 110 ITPAKTUYECKON
MOJATOTOBKE OT YHHUBEpPCUTETA COCTABJISET 3aKIOYEHUE O BBINOJHEHUU (HE
BBITMIOJIHEHUH) B IOJTHOM 00bEMe pabouell mporpaMMbl MPAKTUKHU B COOTBETCTBUU C
tpeboBanusiMu OI'OC CIIO u mo uToraMm BHICTaBIISET 3a4eT.
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