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INOACHUTEJIBHASA 3AIIMCKA

[IpumepHas nporpamma npou3BoAcTBeHHON npakTuku I111.03 Bwvinoanenue pabom no o0uoii
uU HeCKOJIbKUM npoheccuam padoyux, 00AHCHOCMAM CYHcauux TIpeHa3HauYeHa IS U3YYEeHUS
OpraHu3aIMK JOKYMEHTAIIMOHHOTO 00eCTIeYeHHUs yIpaBieH!s U (yHKIIMOHUPOBAHUS OPTaHU3AINH B
YUPEKIECHUAX CpeHero npodeccnoHaabHOro o0pa3zoBanus o crennaabHocTH 46.02.01 Joxkymen-
TALMOHHOe ofecrevyeHne YNpaBJIeHUs U apXHBOBedeHHe, PEATU3YIONINX 00pa3oBaTeIbHYIO MPO-
rpaMMy cpeHero (MoJHOTo) 00mero oOpa3oBaHus, IPU MOATOTOBKE KBATH(DHUITUPOBAHHBIX PAO0OUNX
U CIIEHUAIMCTOB CPEIHETO 3BEHA.

ApnantupoBaHHas oOpa3oBaTelibHas MporpaMMa pazpaboTaHa B COOTBETCTBUU C:

-DenepanbHbIM 3aK0HOM OT 29 aekabpst 2012 r. Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit Dene-
parumn;

-I'ocynapctBennoit nporpammoii Poccuiickoit @enepaunn «Jloctynnas cpena Ha 2011-2015 rospi,
YTBEpKJIeHHON mnocTtaHoBiaeHueMm IIpaBurenbctBa Poccuiickoit denepanuun ot 17 mapra 2011
r.Nel75;

-I"'ocynmapcTBenno# nporpammoii Poccuiickoit @eneparnuu «Pa3sutre odbpazoanus» Ha 2013-2020
roJipl, yTBEpkKAEHHON pacniopsbkenueM IlpaBurenscrBa Poccuiickoit @enepanuu ot 15 mas 2013 1.
Ne 792-p;

-[TonoxkxeHneM O mTpakTUKEe OOYYaAIOUIMXCS, OCBAaMBAIOIIMX OCHOBHBIC MpPO(ecCHOHAIbHBIC
oOpa3oBaTeNbHBIE TPOTPAMMBI CPEIHEro MPOPECCHOHATHHOTO O00pa30BaHUs, YTBEPKICHHBIM
npuka3oM MunuctepcTBa oOpasoBanusi Hayku Poccuiickoit @enepanuu ot 18 anpens 2013 1. Ne
291;

-ITopsiaxom opraHu3anyy ¥ OCYIIECTBICHUS 00pa30BaTeIbHON AEATEIBHOCTH IO 00pa30BaTEIbHBIM
IporpaMMaM  CpelHEro  MpoQecCHOHANIbHOTO  00pa3oBaHUS, YTBEPKIEHHBIM  MPUKA30M
MunucrepcTBa o6pa3zoBanus u Hayku Poccuiickoit ®deneparin ot 14 Hrons 2013 1. Ne 464;
-IlopsimkoM mpoBeAeHUsT TOCYJApPCTBEHHOM HWTOTOBOM aTTeCTallMd TIO0  00pa3oBaTEIbHBIM
nporpaMMaM  CpeIHEro  NpOQEecCHOHATBHOTO  O0pa3oBaHMSA, YTBEPKACHHBIM  IPUKA30M
MunuctepcTBa o6pazoBanus U Hayku Poccuiickoit @enepamuu ot 16 aBrycta 2013 1. No 968;
-ITopsinxoM mMpUMEHEHHs] OpraHU3alUsAMHU, OCYLIECTBISIOIMMHU 00pa30BaTEIbHYIO AEATEIbHOCTD,
ANEKTPOHHOTO OOYYeHHUs, ITUCTAHIIMOHHBIX OOpa30BaTEIbHBIX TEXHOJIOTUH MpHU pealn3aluu
00pa3oBaTeNbHBIX MPOrpaMM, YTBEP)KICHHBIM MpPHUKa30oM MMUHHUCTEpCTBa 00pa30BaHUS U HAYKU
Poccuiickoit @eneparuu ot 9 stuBapst 2014 r. Ne 2;

-llopsiakom mnpuema rpaxgaH Ha oOyueHHE HO OOpa3oBaTeNIbHBIM IpPOrpaMMaM CpPEIHEro
npodecCuOHAIBHOTO 00pa30BaHMs, YTBEP)KIECHHBIM IpHUKa3oM MUHHCTEpCTBa 0O0pa3oBaHUS M
Hayku Poccuiickoit ®enepaunu ot 23 ssuBaps 2014 r. Ne 36;

-DenepanbHBIM TOCYIAPCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM CPEIHEro MPOPEeCcCHOHANIBHOIO
obpaszoBanus 1o crenuanbHocTH 46.02.01 JlokymMeHTanMmoHHOE oOOecleYeHne YIpaBlIeHUs U
apXMUBOBEJICHHE, YTBEPXKJICHHOTO MpPHUKa30oM MHUHHCTEpCcTBa 00pa3oBaHus W Hayku P®D ot 11
aBrycra 2014 r. Ne 975;

-Meroanueckumu peKoOMeHAaMsIMH 1O pa3paboTKe U peaju3alud  aJanTHPOBaHHBIX
0o0pa3oBaTeNbHBIX NPOTPAMM CpEeIHEro NpOoPEeCcCCHOHATHLHOTO 00pa3oBaHUs, YTBEP)KICHHBIX
nupekTopoM JlemapTamMeHTa rocy1apcTBEHHON MOJUTUKU B chepe MOArOTOBKU pabouuX KaapoB U
JITIO Hayku Poccun ot 20 ampenst 2015 r. Ne 06-830;

-ITucemom MunoOpazoBanust u Hayku P® ot 03.18.2014 r. Ne 06-281«TpebGoBanus K opraHu3auu
00pa30BaTeNnpHOro Mpotecca Juisi 00ydeHus HHBAIWIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU
3I0pOBbsI B IPO(ECCHOHATBHBIX 00pa30BATENbHBIX OPraHMU3aLUAX, B TOM YHCIE OCHAIICHHOCTU
00pa30BaTeNbHOro MpoIeccar;

-TpeGoBaHUsAMHU K OpraHu3aluy 0Opa3oBaTENBHOTO Mpolecca s 0OyuyeHUs] WHBAINUIOB U JIUIL C
OTPaHUYEHHBIMA  BO3MOXKHOCTSIMH  3/I0pOBbS B MPOGECCHOHAIBHBIX  00pa3oBaTENbHBIX
OpraHu3alysaX, B TOM YMCIIE OCHAIICHHOCTH 00pa30BaTeNbHOrO mpolecca, (muchbmo JlemaprameHTa
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MoATOTOBKM padounx kanpoB u JII1IO MunucrepcTBa obpazoBanus u Hayku Poccuiickoit @eneparnun
18 mapra 2014 1. Ne 06-281.

[IpousBoacteennas npaktuka IIIl. 03 Bwinonnenue padoom no 00HOU uiu HECKOJIbKUM
npogheccuam padouux, O0IAHCHOCMAM CAYHCAUUX N3YUACTCS B YUPESKICHUSIX CPEIHEr0 podeccu-
oHasTbHOTO 0OpaszoBanus (nanee — CI1O) ¢ yueTom pekoMeHaIMi BhIIEYKa3aHHBIX TOKYMEHTOB.

JlanHas mporpaMMa sIBJISIETCS aJlalTUPOBAHHOM 00pa3oBaTelibHAs MPOrpaMMON il UHBAJIHU-
JIOB ¥ OOYYAIOIIMXCS ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbs (OB3).
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1. IACIIOPT TPOI'PAMMBI ITPON3BOJACTBEHHOM ITPAKTUKH
1.1. ObsacTh IpUMeHEHUs1 MPOrPaMMbI

[IporpaMmMa npou3BOICTBEHHOM MPAKTUKH SBJSETCS 4aCThIO MPOrpaMMBbI MMOATOTOBKH CIEIHa-
nuctoB cpennero 3eHa (manee - IIIICC3) T'KIIOY MO «Ceprueso-llocaackuii counaibHO-
AKOHOMHUYECKUH TeXHUKYM» B cO0TBETCTBUM ¢ PI'OC no cnenuansHoct CIIO 46.02.01 [JokymeH-
TAllMOHHOe of0ecrevyeHue YNPaBJeHUsl M apXUBOBeJeHHe B YaCTH OCBOCHUSI OCHOBHOI'O BHJIA MIPO-
deccuonanpHoi nestenbHocTH (BIT[) IIM. 03 BhinmosiHeHne paGoT Mo OJHOH WJIM HECKOJBKUM
npodeccusaM padounx, J0JKHOCTAM CJIYKAIMX U COOTBETCTBYIOMIMX MPO(EeCcCHOHATBHBIX KOMIIe-
terumii (I1K) u TpyaoBbIX QyHKIHHA.

1.2.  OObekTHl NPOecCHOHAIBLHON 1eATeJbHOCTH BBINIYCKHMKOB NPH NMPOXO0XkKIEHUU MpPaK-
THKH

O6bektamu TMpo(ecCHOHANBHOM JEATENBHOCTH MPU MPOXOXKIEHUU MPOU3BOJICTBEHHOW MPAKTUKHU
SIBIISTFOTCSI:

-JIOKYMEHTBHI, CO3/JaHHbIE JTIOOBIM CIIOCOOOM JTOKYMEHTHPOBAHUS;

-CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABIICHUS;

-CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTa;

-apXUBHBIC JJOKYMEHTHI,

-TIIEpBUYHbBIE TPYAOBbIE KOJIJIEKTUBBI.

1.3. Heau u 3a1a4u NPaKTUKHU, TPeOOBAHMS K pe3y/ibTaTaM 00y4eHusl

[TpousBoacTBEHHAs MPaKTUKA MO CIEHUaTbHOCTH «/oKyMeHTalnoHHOE 0OecreueHue yrpas-
JIeHUS M apXUBOBEICHHME» IPEIyCMaTPUBAET 3aKPEIUICHWE U YIiyOJeHue 3HAHUHM, MOJYyYeHHBIX
00yJaronuMHUCs B MPOIECCE TEOPETHIECKOTO 00yUCHHUsI, TPUOOPETEHUE MU HEOOXOAMMBIX YMEHUM
NPAaKTUYECKON paboThl M0 M30paHHOM CHENMATbHOCTH C MOMOIIBIO HH(POPMALIMOHHBIX TEXHOJIOTHH,
OBJIaJIeHHE HaBbIKaMU MPO(eCCHOHANBHOM 1eATeNbHOCTH, POPMUPOBAHUE KOMITETEHIIUH.

Henun mpakTuku: ocBoeHune Buaa npodeccuoHanbHoi nestenbHocty (BIT) M. 03 Bbi-
MoJIHEeHHe padoT MO OAHOM MJIM HECKOJbKMM NpodeccussM padoumx, J0JKHOCTAM CIYKAMMUX,
¢dopmupoBaHrEe y 00yYaromuXcs MPaKTHUECKUX MPO(ECCHOHAIBHBIX YMEHHH B paMKax MOIyJei
[ITTICC3 CIIO 1o oCHOBHBIM BUJIaM MPO(PECCHOHATBHON JIEATETLHOCTH JIJIi OCBOCHUS CIEIUATIBLHO-
CTH, 00y4eHHE TPYIOBBIM NpHEMaM, ONEpaIUsIM U CHOCOo0aM BBIMOJIHEHUS TPYJOBBIX MPOIECCOB,
XapaKTEepHBIX U COOTBETCTBYIOLIEH CHEIMAIBHOCTH U HEOOXOJUMBIX Ui MOCJIEIYIOIIEr0 OCBOe-
HUS UMM OOIIMX M NpOQecCHOHATBHBIX KOMIIETCHLUH, TPYAOBbIX (YHKUIUH MO M30paHHOM creuu-
anbHOCTH. OOy4Jaromuics TOKEH MOKa3aTh YMEHUSI CAaMOCTOSITENIbHO IPUMEHSTh MOJTyYE€HHBIE 3HA-
HUS HA MPAKTHKE, CUCTEMATU3UPOBATh U aHATU3UPOBATh JaHHBIC MPAKTHUYECKUX MATEpUAIIOB.

3agauyn NMPaKTHKM: COYCTAHUE MPAKTHYECKOTO OOYyUEHMsI ¢ TEOPETHYECKOW MOATOTOBKOM
00y4aromuxcs, UCIOJIb30BaHNE B OOYUEHUH JOCTHKEHUN HAyKW U TEXHUKH, MEPEOBOIl OopraHusa-
LMW TPYyJa, METOJIOB pabOThl C COBPEMEHHBIMU cpeicTBaMU. [Ipon3BoACTBEHHAs MPaKTHKaA 00ydaro-
IIMXCS] IPOBOJUTCS B paMKax ocBoeHus npodeccruonanbHoro moayis IIM. 03 BeinoaHenue pador
10 OIHOM WJIM HECKOJBLKHUM Npodeccusiv padoumx, J0JKHOCTAM CJIYKAMX.

C uenpio  OBIAACHUS  yKa3aHHBIM  BUAOM  NPOQPECCHOHATBHOW  JESATEIBHOCTH H
COOTBETCTBYIOIIUMHU NMPOPECCUOHANBHBIMU KOMIIETEHIIUSIMU OOYYaIOIIUNCSA B pe3yJbTaTe MPOXOXK-
JICHUS TIPAKTHKH B paMKax ocBoeHus npodeccruonanbsHoro moayist IIM. 03 BeinoJsiHeHne padoT mo
O/THOM WJIM HEeCKOJIbKUM NMpodeccusiM padovyux, T10KHOCTAM CJIYKAIAX JTOJHKEH:

[IpuobpecTr NpaKTHYECKH I ONBIT:

- OpraHu3aluyu JTOKYMEHTAllMOHHOTO 00ecredeHusl yrnpaBieHUs U QyHKIMOHUPOBAHUS Opra-
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HHU3aLUH.

Ymern:

. MOATOTABIMBATh IPOEKTHI YIIPABICHUYECKUX PELICHUM;

d 06pa6aTBIBaTI> BXOOAIHUEC U UCXOOAIIUEC JOKYMCHTBI, CHCTCMATU3UPOBATh UX, COCTAB-
JSTH HOMEHKJIATYpy JeN U (POpMHUPOBATh TOKYMEHTHI B JIeNa;

. JAY1 coctaBasaTh U 0pOpPMIISTH OpraHU3aALUOHHO-PACTIOPAAUTEIbHBIC TOKYMEHTHI B
cootBercTBUU ¢ TpeboBanusmu ['OCT P 6.30-2003;

. JIY2 npoBOANUTE PErHCTPALIUIO JOKYMEHTOB U CO3/1aBaTh 0a3y JOKYMEHTAIbHBIX JaH-
HBIX;

. JY3 ocyliecTBisTh ONEPATUBHOE XPAaHEHUE IOKYMEHTOB.

1.4, MecTo NpakTHKH B CTPYKTYpe aJanTHPOBAHHOW 00pa30BaTe/IbHOI MPOrpaMMblI

[Tpon3BoacTBEHHAs IPAKTUKA MPOBOAUTCSA, B COOTBETCTBUHU C YTBEPXkACHHBIM Y4E€OHBIM
IUTAaHOM, TTOCTIe TIPOXOXKACHUS MeXIUcIUIITMHapHOTO Kypea (MIK) B pamkax npodeccnoHaIbHOro
MoxayJisi IIM. 03 BeinosiHeHue padoT Mo 0JJHOM WJIHM HECKOJBLKHM NpodeccusiMm padovux, 10JK-
HOCTSIM CJIY’KAIIHX:

MJK 03.01. lokymeHTHpOBaHUE U OpTaHU3aOHHAst 00paboTKa TOKYMEHTOB

1.5. TpyaoeMKoCTb H CPOKH NIPOBeJCHHS NPAKTHKHA

TpynoeMKOCTh MPOU3BOACTBEHHOM MPAaKTUKA B paMKaxX OCBOEHHUS MNpPOo(ecCHOHAIHLHOTO
voayinsa IIM. 03 BeimosHeHue padoT Mo OOHOH MJIM HECKOJBKHM mpodeccusiv padoumx,
JAOJIKHOCTSIM CJIyKalMXx coctaBisieT 36 yacos (1 Hemens).

Cpoku mpoBeeHHs MPOU3BOJCTBEHHOW MPAKTHUKU ONPENCISIOTCS padoYnM y4eOHBIM Ijia-
HOM TI0 CIIEIIMAILHOCTH CPEAHETo MpodeccuoHanbHoro oopazoBanus 46.02.01 JlokymeHTalIMOHHOE
o0ecrneyeHue ynpapJieHHs] H apXHBOBeJeHHe U rpaukoM ydeOHOro Iporecca.

[TpakTiKa MPOBOAMTCS KOHIEHTPUPOBAHO Ha 2-OM Kypce, B 4-0M ceMecTpe.

1.6. MecTo nNpoxo:KaeHusI NPAKTHKH

Peanuzanus mporpamMmbl IPOU3BOJICTBEHHON MPAKTUKU MO MPO(UIIO CHENHUATBHOCTH Tpe-
[10JIaraeT MPOBEACHNE IPOU3BOICTBEHHOM MTPAKTUKY B OPraHU3aLUsAX HA OCHOBE MPSMBIX I0TOBOPOB,
3aKJII0YaeMbIX MEXAYy O00pazoBaTeIbHON OpraHuzanueid M 0a30il MPaKTUKH, Kyda HaMpaBIISIOTCS
oOyuaromuecs. B kauecTBe 0a3 NPakTUKM MOTYT BBICTYNAaTh NPENNPUATUS U OpraHU3allMy BCeX
(opM cOOCTBEHHOCTH, OCYILIECTBIISIONINE PA3INYHbIC BUJIBI ACATEIBHOCTH.

JUis MHBAIMJOB M JIMII C OTPAHUYEHHBIMU BO3MOYKHOCTSIMHU 37I0pOBbs (hopMa IpoOBEIEHUS
MPAKTUKH YCTAHABJIMBAETCS C YYETOM OCOOCHHOCTEH NMCHXO(U3MUECKOTO pa3BUTHS, HHIUBUAYaIIb-
HBIX BO3MOXHOCTEH U COCTOSHUSA 310pOBbs. JIJI1 MHBAJINIOB U JIMLl C OTPAaHUYEHHBIMU BO3MOXKHO-
CTSIMU 3/I0pOBBsI (hopMa MPOBECHUS MPAKTHKH YCTAHABIMBAETCS C yYETOM 0COOEHHOCTEH neuxodu-
3MYECKOI0 Pa3BUTHUS, UHIUBUAYAJIbHBIX BO3MOKHOCTEH U COCTOSHUS 3[0POBBSI.

[Ipu onpeneneHrH MECT MPOXOXKICHUS 00YJAIONMMCS MHBAJIMIOM IPOU3BOJACTBEHHON MpaK-
TUKU YYUTBIBAIOTCSA PEKOMEHJAINHM, JaHHbIE 10 Pe3yIbTaTaM MEAMKO-COLUAIbHON 3KCIEPTU3bI, CO-
JepKalrecs B MHAWBUIYAIbHOM MporpamMme peaOMIuTallii WHBAIN/A, OTHOCUTEIBHO PEKOMEHI0-
BaHHBIX YCIOBUH U BUJIOB TPYAA.

[Ipu HEOOXOAMMOCTH JUIS MPOXOXKACHUS WHBATUAAMHU MPAKTUKH CO3MAIOTCS CIEIHAIbHBIC
pabouune MecTa ¢ yueTOM HapylIeHHbIX (PYHKIMI U OrpaHUYEeHUN UX )KU3HEAEATEIbHOCTH B COOTBET-
CTBHHU ¢ TpeOoBaHUsAMH nprka3za Muntpyaa Poccun ot 19.11.2013 r. Ne 6851 «O06 yTBep»)aeHuu oc-
HOBHBIX TpeOOBaHMA K OCHAIIEHUIO (00OpPYAOBAHUIO) CIECHHAIBHBIX PabOYMX MECT IS TPYIO-
YCTPONCTBA MHBAIM/IOB C yYETOM HAPYIICHHBIX (YHKIUH U OTpaHUYCHUIN UX KU3HEACATEITbHOCTIY.



2. PE3YJIBTATBI OCBOEHUA ITPOI'PAMMBI ITPAKTUKHU

Pe3ynbrarom npoxoskJieHusi MpoOM3BOACTBEHHON NMPAKTUKH B paMKaX OCBOEHUS mMpodeccu-
oHanpHOro Monyias IIM. 03 BeinmosiHeHHe padoT 1Mo OAHONM WJIM HECKOJIbKHMM Npodeccusm pa-
00YMX, J0LKHOCTAM CJIYKALUX SBISETCS  OBJAJeHHEe O0y4arolmMMHCS BUAOM MpodeccuoHab-
HOU nesitenbHOCTH 46.02.01 JlokyMeHTalMoHHOEe oOecreueHne YIpaBlICHUS W apXUBOBEICHUE, B
ToM ymcie npodeccuonanbHbiMu (I1K) kommerenmusamu, TpyaoBeiMu GyHKIHsIMU U obmumu (OK)

KOMITETEHIIUSIMHU:
Kon HanmeHoBaHMe pe3yJIbTATOB OCBOCHUS] NPAKTHKH
1IM.03 BoinosiHeHne padoT Mo 0HOM UJIM HECKOJbLKHUM NpodeccusiMm padboumnx, 10JIKHO-

CTAM CJIYKalluxX

IIK 3.1. OdopMIISITE M PETUCTPUPOBATH OPTAHU3AIMOHHO-PACTIOPSIIUTEIIbHBIC JOKYMEHTHI,
KOHTPOJIMPOBATh CPOKH UX MCIIOTHEHHUS.

IIK 3.2. OO6pabatbIBaTh BXOASAIINE U UCXOISIINE TOKYMEHTHI, CHCTEMAaTH3UPOBATh UX, COCTaB-
JSITh HOMEHKJIATYPY JIesl U (POPMHUPOBATH JOKYMEHTHI B JIEA.

IIK 3.3. OcymecTBISTh SKCIEPTU3Y EHHOCTH JOKYMEHTOB B COOTBETCTBUU C JEHCTBYIOLIIUMH
3aKOHO/IATENbHBIMU aKTaMU U HOPMaTUBAMU

IIK 3.4. OcymecTBISTh TOATOTOBKY €I K Iepeaye Ha apXUBHOE XPAHECHHE

B/01.5 Opranm3anys padoThl C TOKYMEHTaMH.

B/02.5 Opranu3zanys TEKYIEro XpaHeHUs: JOKYMEHTOB.

OK 1. [TornMatp CyIIHOCThP W COIMAIBHYIO 3HAUYUMOCTh CBOEHW Oyaymied mnpodeccuu,
IIPOSIBJISITH K HEW YCTOWYMBBIA HHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JCSATEIHHOCTH, BRIOUPATh THUIIOBBIE METOJIBI M CIIOCO-
ObI BBIMOJHEHUS MPO(ECCUOHATBHBIX 3aJau, OIIEHWBATh WX APPEKTUBHOCTh U Kaue-
CTBO.

OK 3. IIpyHuMaTh pemieHus B CTaHJAPTHBIX M HECTAHJAPTHBIX CUTyalMsIX M HECTH 3a HUX
OTBETCTBEHHOCT.

OK 4. Ocy1ecTBIATh OUCK M UCHOJIb30BaHUE MH(OPMAIH, HEOOXOTUMOHN ISt 3 PEeKTUB-
HOTO BBIMOJIHEHUS] MPOPEeCCUOHANBHBIX 3a7ad, MPO(ecCHOHATLHOTO U JTMYHOCTHOTO
pa3BUTHS.

OK 5. Hcnons3oBath HMHPOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B Tpodeccro-
HAJIBHOM JIESITEIbHOCTH.

OK 6. Paborarp B KoekTHBE M KOMaHe, 3()(HEKTUBHO OOMIATHCS C KOJUIETaMH, PYKOBOI-
CTBOM, TIOTPEOUTEIISIMH.

OK 7. Bpatb Ha ce0si OTBETCTBEHHOCTH 32 pabOTy WICHOB KOMaH bl (IO JUYMHEHHBIX ), PE3yJib-
TaT BBITOJIHEHUS 3aJaHUN.

OK 8. CamocToATeNnbHO ONpeAeaTh 3a/1aui IpOoPEeCcCCHOHATBHOIO U JIUYHOCTHOTO Pa3BUTHS,
3aHMMAaTbCAd CaMO00pa30BaHUEM, OCO3HAHHO IUIAHUPOBAThH IMOBBIIIEHHE KBalU(pUKa-
1117058

OK 9. OpueHTHUPOBATHCS B YCIOBHUSIX YacTOW CMEHBI TEXHOJOTUN B MPOheCCHOHATBHOM Jesi-

TCIIBHOCTH.




3. CTpyKTYypa U cofepKaHHe MPAKTUKH

Ne KosmnuecTBo
n/n | Pazgenn! (3Tanel) NpaKTHKHA yacos/ Buabl npou3BoACTBEHHBIX padoT
He/lelb

1 [Tema 1. CocraBienue u 8 1. O3HaKkoOMJIEHHUE C COCTaBOM Opra-
odopmileHre OpraHU3aluOHHO- HU3alMOHHO-PACTIOPSIIUTEIbHON — JTOKY-
pacropsSAUTENbHBIX  JOKYMEH- MEHTALUU Ha MPEINPUATHH U IPOBEICHUE]
TOB. aHaJIM3a IOPUANYECKOM CHIIBI JOKYMEHTOB

MPEIIPUSATHSL.

2. VYuactue B 0GOpMIICHUH OPTaHHU-
BallMOHHO-PACTIOPSAAUTEIBHON  TOKYMEH-
TaIl[UU HA [IPEANPHUSITHH.

2 [Tema 2. CtpykTypa 0a3 TaHHBIX| 12 1. O3HaKOMJICHHE C CHUCTEMOMW JTOKYMEH-
MOKYMEHTAJIBHOTO (hOHIA Opra- T00OOpOTa Ha MpPEeNnpUATHH (OpraHu3a-
HU3ALNH. M) U aHaJU3 €ro paluoHaJIbHOI opra-

HU3AIUH.

2. YyacThe B OpraHu3aluu JOKYMEHTO-
MOTOKOB W CO3JaHUM 0a3bl TaHHBIX JOKY-
MEHTaJIbHOTO (poHIa nmpeanpusTus (opra-
HU3aI[M1) C HCIOJb30BAHUEM KakKk pyd-
HBbIX, TaK U D3JIEKTPOHHBIX CHUCTEM JOKY-
MEHTO000pOTA.

3 [Tema 3. KoHTposb 3a uCHoJIHE- 8 1. BeimonHeHue omepanuii Mo KOHTPOIIO
HUEM JIOKyMEHTOB M NPHUHSITHIX 3a 3((EKTUBHBIM MPOXOXKICHUEM IOKY-
peleHu . MEHTOB Ha TMpEANpUsTHU (B OpraHuza

[IUH1), CBOEBPEMEHHBIM U B TIOJTHOM 00be-
Me UCTIOJTHEHHEM TOKYMEHTOB.
4 [Tema 4. OnepaTUBHOE U apXMB- 8 1.BeimonHeHue onepanuii Mo MOATOTOBKE
HOE XpaHEHHE JOKYMEHTOB. NNt AJis OTIepaTUBHOTO U apXUBHOTO Xpa-
HEHUS
3auer.
Hroro: 36/1




4. CnenuajbHble YCJIOBHS peaau3alii NPpOrpaMMbl NPaKTHKHU

4.1. TpeOoBaHMs K NPOBeJCHUIO IPOM3BOACTBECHHON NPAKTHKH

VYcnoBueM nomycka oOydaroluxcsi K MPOU3BOJCTBEHHOW INPAKTHUKE SIBJISETCS OCBOEHHAs
y4eOHas MpaKTUKa.

[Ipou3sBoacTBEHHAS TPAKTHKA MPEICTABIISET COOOM BU YUE€OHBIX 3aHATHI, HEOCPEICTBEHHO
OpPUEHTUPOBAHHBIX Ha MPO(ECCHOHATBHO-TIPAKTUYECKYIO MOATOTOBKY OOYYAIOMIMXCs, B TOM YHUCIE
00ecreurBaoIly0 MOATOTOBKY M 3alUTy BBINYCKHOW KBan(uKaMoHHOW pabotel. Ilo mToram
MIPOM3BOJICTBEHHOM MPAKTUKHU MPOBOAUTCS claya 3auera B (opMe 3allIUThl OTYETa U MPEACTaBICHUS
BCEX OTYETHBIX JJOKYMEHTOB, 32 CUET YACOB, OTBEJACHHBIX HA TPOU3BOJICTBEHHYIO MTPAKTHUKY.

[Ipu mpoBeneHnN POU3BOACTBEHHON MPAKTHKHU HUCIIOJIB3YIOTCS MYJIbTUMEIUIHBIC KOMILICK-
CBI, DJICKTPOHHBIC YUCOHUKH U y4eOHBIE MOCOOMS, alallTUPOBAHHBIE K OOYJAIOIIMMCSI C OTPaHUYCH-
HBIMH BO3MOXXHOCTSIMHU 3JTOPOBBSI.

[Tpu mpoBeneHUU MPOU3BOJICTBEHHOM MPAKTUKU MCHOJB3YIOT CIEAYIOIUE aKTHUBHBIE M HH-
TEePaKTUBHBIE (DOPMBI: JTUYHOCTHO-OPUEHTHUPOBAHHBIN, METOJ PEIICHUS MPOU3BOACTBEHHBIX (TIpPO-
OJICMHBIX) CHTYalllid, MeTOJ WH(GOPMAIIMOHHBIX TEXHOJIOTHH. Bce MeToapl aganTupoBaHbl K o0yda-
IOIUMCS] THBAIHJIAM U JIUI[AM C OTPAaHUYCHHUSIMA BO3MOKHOCTSIMU 3/TOPOBBSI.

Jlng peanuzanuu MporpaMMbl MPOW3BOJICTBEHHOW MPAKTHKU B OPraHU3alMsIX JOJKHA OBITh
opranu3oBaHa 6e30aprepHas cpena. [IpousBocTBeHHAs MpaKTHKa MTPOBOAWTCS B KaOWHETaX, OCHa-
IICHHBIX Pab0YMMH MECTaMH C TEXHUYECKUMH CPEICTBAMHU OOyUYEHUS ISl OOYJArOMIMXCs C pa3ind-
HBIMH BUJAMH OTPaHUYEHUS 3J0POBbs, WK Ha pabouuX MECTax B APYrHX OopraHu3auusax (Io coria-
COBAHMIO C PYKOBOJCTBOM TE€XHHKyMa M pabOTOAATEISIMU U MPH YCIOBHM CO3/IaHUS CIIEHUATbHBIX
YCIOBHIA /11 00y4aromuxcs HHBIKUA0B U ui] ¢ OB3).

KomnyectBo pabounx MecT - 0 KOJIMYECTBY OOYUAIOMIUXCS C YUETOM KOJIMYECTBA MECT JUIS
OB3. B kabuneTax opraHu3aiiy IpeaycCMOTPEHO:

- HaJIM4Me ayTUOTEXHUKHU (aKyCTUYECKUHN YCUIIUTENb U KOJIOHKH);

- HaJIM4Me CHEIHaTN3UPOBAaHHOTO KOMIUIEKTA CPEJCTB OCHAIIECHUS Ul co3aaHus O6e30apbep-
HOU CpeJibl.

[TpogomkUTensHOCTh paboyero BpeMeH! 00y4aroIerocs Mpu MPoXoKIACHUHN MPAKTUKH yCTa-
HABJIMBAETCS C YYETOM OCOOEHHOCTEH MCUXO(U3MUECKOTO Pa3BUTHS, WHAUBUAYAILHBIX BO3MOMXKHO-
CTEN U COCTOSIHUS €T0 310POBbS.

Jlis MHBAJIMJOB M JIMIl C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 3JI0pOBBsl (popMa MpoBeAeHUS
MPAKTUKU YCTaHABIMBACTCA 00pa30BaTEIbHON OpraHU3AIME C y4eToM OCOOCHHOCTEH MCuXo(hu3u-
YECKOTO Pa3BUTHS, WHANBUIYAIBHBIX BO3MOXHOCTEH M COCTOSIHUS 3I0POBBSI.

[Ipu ompeneneHny MeCT MPOXOKISHUS MTPOU3BOJCTBEHHBIX MPAKTUK O0YIAOIIMMCS WHBAIIH-
noM oOpa3oBaTelibHas OpraHu3alus JO0KHA YYUTHIBATH PEKOMEHJIAIlMU, TAaHHBIE MO pe3ylibTaTaM
MEINKO-COIIMAIbHOIN SKCIEPTU3Bl, COAEpkKalluecs B WHIAMBUAYAIbHOW MporpamMMme peaduiIuTaluu
WHBAJIN/Ia, OTHOCUTEIFHO PEKOMEH/I0BAHHBIX YCIOBHM U BUIIOB TPY/a.

[Ipn HEOOXOMUMOCTH TSI TIPOXOXKACHUS MPAKTUKA HHBATUIAMH CO3/Ial0TCS CIICIHATbHBIC
pabourie MecTa C y4eTOM HAapyIIEHHBIX (PYHKIMHA M OrpaHUYEHHUM UX JKU3HENEATEIbHOCTH B COOT-
BETCTBUH C TPEOOBAHUSMH, YTBEPKIACHHBIMH MTpHUKa3oM MuHucrepctBa Tpyaa Poccuu ot 19 HOsOps
2013 roga N 685H.

Pexomennyercss 060pyaoBaHHE CIIEIIUATBHBIX pa0OYUX MECT JUIsi OOYYarONINXCsl WHBATUIO0B
1 00y4aroLMXCcsl ¢ OTPAaHUYEHHBIMUA BO3MOKHOCTSIMU 37J0POBbSI.

Jlna nuy ¢ napywenuamu cayxa NPEANoOaraeT UCMOIb30BaHUE AYJUOTEXHUKHU (KOJIOHKH,
HayIIHUKH, (TapHUTYpa), GOPMBI JIEKTPOHHBIX JOKYMEHTOB, ()OPMBI C YBEIHMYCHHBIM IEYATHBHIM
mpUpTOM.

Jlna cnabosudauwyux oOydaronuxcs HEOOXOAUMO MPETyCMOTPETh BO3MOKHOCTh MPOCMOTpPa
yAaneHHBIX 00BEKTOB MPH MMOMOIIY BUICOYBEIHMUUTENCH IS yIAICHHOTO TpocMoTpa. [Ipennonara-
€TCsl MCTOJIb30BaHUE AJIEKTPOHHBIX JIYI AJI MPOCMOTpa MaTepHaJoB Ha MOHUTOpE (YCTAaHOBIIEHA B
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nporpamMmHubiii aker Windows 8), medaTHbIX (GopM ¢ yBETWYEHHBIM MIPU(TOM, MPOTrpaMMBbI-
CHHTE3aTOpOB peuH (yCTaHOBJICHA B IpOorpaMMHBIi makeT Windows 8).

Jna ooéyuarowuxca c HapywieHUAMU OROPHO-08UZAMENBHOZ0 anNApama HEOOXOIIMO
IPESYyCMOTPETh MOIHEMHO-TIOBOPOTHBIE CTYJIbSI U PErYJIUPYEMbIE CTOJIbI C UICTOYHUKOM IUTAHUS JIJIs
MHIUBUIyaIbHBIX TEXHUYECKUX CPEICTB, 00ECTICUNBAIOIINE PEATH3ANI0 SPTOHOMUYECKIX MPUHIIN-
MIOB, BUPTYaJIbHYIO SKPAaHHYIO KJIaBUATypy (yCTaHOBJIEHA B porpaMMHBIid makeT Windows 8).

CrnenuanpHble paboune MecTa JUisi HHBAJIUIOB - paboune MecTa, TPeOYIOIHNe TOMOJHUTEIb-
HBIX Mep [0 OpraHM3aluy TPYy/a, BKII0Yas aJalTalMio OCHOBHOTO M BCIIOMOIaTeIbHOTO 000pyA0Ba-
HUSI, TEXHUYECKOTO ¥ OPTaHU3AIIMOHHOTO OCHAIICHUS, JOMOJIHUTEIHLHOTO OCHAICHNS M 00eCTIeUeHHS
TEXHUYECKUMH TPHCIIOCOOJICHUSIMH C yIETOM HMHIUBHIYAIEHBIX BO3MOKHOCTEH MHBAJIH/IOB.

OcHanienue (000opy0BaHNE) CHEIHATBHBIX PAa0OYUX MECT JJISl MPAKTHKU 00yYarOIIUXCsl UH-
BINIOB OCYIIECTBISCTCS MHINBHIYAIBHO JUI KOHKPETHOTO MHBAJIH/IA, a TAKXKE JUIS TPYIIIBl HHBA-
JMJI0B, UMEIOIUX OJHOTUITHBIC HApYIIEHUs (QYHKIMI OpraHu3Ma U OrpaHUYCHUS KU3HEIeATeIbHO-
cru. CrienanbHbIe pabodne MecTa JUTsl POXOJKACHHS MPAKTHKH WHBAJIMIAMH OCHAIIAIOTCS C yIETOM
UX HapyUICHHBIX (PYHKIUI U OrpaHUYCHUN KU3HEIEATEIbHOCTH B COOTBETCTBHH C OCHOBHBIMH Tpe-
OOBaHUSIMHU K TAKOMY OCHAITICHHUIO (000PYIOBAaHUIO) YKa3aHHBIX PAaOOYUX MECT.

[IpenonaBaTensiMu, pyKOBOAUTEISIMUA MPAKTHKH OCYIIECTBISETCS: KOHCYJILTUPOBaHUE 00Y-
YaOMINXCS, KOHTPOJb MPOXOXKAECHHUS MPAKTHKH COTJIACHO MHIMBHIYalTbHOW IpOTpamMMe, MMOCTOSH-
HBIA KOHTAKT C PYKOBOJUTEISIMH MPAKTUKU; ITOBCEIHEBHOE PYKOBOJACTBO MPOXOXKAECHHEM 00yyaro-
IIAMUCS MPAKTUKHU OCYIIECTBISIETCS] OpraHN3aliel B JINIE CIEHHATbHO BBIACIEHHOTO €10 PYKOBOIH-
TeJs, KOTOPBIH obecrieunBaeT o0ydaromnemycs padouee MecTo, HEOOXOAUMBIE YCIOBUS ISl TITyOOKO-
r0 OCBOCHHUS OOYYAIOIIMMHCS CYIIHOCTH PabOTHI AEIOMPOU3BOAUTENS, ONEPATHBHOE PYKOBOJICTBO
MPAKTUKON U KOHTPOJIb 32 pab0TOM 00yUJarommxcsl.

OO0yuarommiicss BO BpeMs IPaKTUKH 00s3aH:

* MaKCHUMAaJbHO HMCIIOJIb30BaTh OTBEIEHHOE JUIsl MPAKTHKH BPEeMsl, B YCTAHOBJICHHBIE CPOKH,
B TIOJTHOM 00BbEME U C BHICOKMM KayeCTBOM BBIMIOJIHATH BCE 33AaHUS IPEIYCMOTPEHHBIE TIPOTPAaMMOi
NPaKTUKH;

* coOxroaTh MpaBmiIa BHYTPEHHETO TPYIOBOTO PACHOPSIKAa M MHBIE HOPMAaTHBHBIE MIPABO-
BbIE AKThI, OIIPECIISAIONINE MOPSAIOK A TEIBbHOCTH PAOOTHUKOB COOTBETCTBYIOIIEH OpraHU3allHH;

* coOmonaTh TpeOOBaHUS OXPAaHBI TPYJA M TIOKAPHOH 0€30MacHOCTH;

* CBOEBPEMEHHO BBINOJIHATH BCE BUJIBI pabOT, MPEAYCMOTPEHHBIE POTPaMMO MPOBEICHHS
NPaKTHKH U cOOTI0IaTh TpeOOBAHUS MPUHUMAIONIEH OpraHN3aIiH;

* TPOSBIATH MHULMATHBY B PEIICHUH MOCTABJICHHBIX IO MPAKTHKE 33]a4 ¥ MPUMEHSATH I10-
JTy4eHHbIE TEOPETHUECKHE 3HAHNS 1 HaBBIKY;

* BECTH JHEBHHK IPAKTUKHU, B KOTOPOM €KEAHEBHO KPATKO 3aMUCHIBATh OIPE/Ie/ICHHBIE CBe-
JCHUS O TPOJEITaHHON B TeUeHHE JTHS paboTe;

* mepe] OKOHYAHHEM IMPAKTHKH COCTABUTH OTYET O MPOXOKICHUU NMPAKTUKU U 3aBEPUTH Y
PYKOBOAMTENS MMPAKTUKON OT OPraHU3ALUH JHEBHHUK NPAKTHKY;

* HECTU OTBETCTBEHHOCTH 3 BBIMOJIHAEMYIO Pa0OTYy.

4.2. Tpe6oBaHHMSA K MUHUMAJIBHOMY MAaTE€PHAJbHO-TEXHHYECKOMY O0ecrnedeHHI0

[IpousBojacTBeHHass TMpakTHKa (MO0 MPOMUII0 CHENHATBFHOCTH) MPOBOIUTCS MO OKOHYAHHH
U3ydeHHs Mpo(hecCHOHATEHOTO MOTYJISl KOHIIEHTPUPOBAHHO Ha MPEIIPUATHIX — 0a3ax MPaKTHKH.

Peanmu3anust mporpaMMbl IPOU3BOJCTBEHHON MPAKTUKU MPEAINOIaracT Haluyue B OpTraHu3a-
AU, TJI€ OCYIIECTBIIACTCS MPaKTHKa, 0e30aphepHON Cpeibl 1 000pYI0BaHUS paboUero Mecra:

- KOMITBIOTEp C BBIXOJ0M B IHTEpHET;

- IPUHTED;

- CKaHep;

- hakc, Tenedon;

- IPOrpaMMHOE o0ecTeueHne o0Iero u mpodeccCHoOHATLHOTO Ha3HAYCHUS;

- KOMILIEKT 3aKOHOATEIbHBIX, HOPMAaTHUBHBIX U JIOKAIbHBIX aKTOB.

B opranuzanuu Ha paboyem MecTe JOKHO OBITh MPEIyCMOTPEHO:
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-IAJI JINL ¢ HAPYIIEHHEM C¢JIyXa: HaIU4dhe ayJUOTEeXHUKU (KOJOHKHU, HAyITHUKH, (TApHUTY-
pa), GOpPMBI STEKTPOHHBIX JOKYMEHTOB.

-7 C1A00BHASIIUX 00YYAIOIIMXCS: HATUYNE SKPAHHOM JIYITBI U IPOCMOTPA MaTEpUAIOB
Ha MOHHUTOpE (YCTaHOBJIEH B IporpaMMHblid maker Windows 8), meyaTHbIX GOpM C yBEIMUYCHHBIM
mpudTOM, MPOTPaMM-CHHTE3aTOPOB peun (YCTAaHOBIICH B MpOTrpaMMHBIN makeT Windows 8).

-1 00Y4YaIOLIUXCH ¢ HAPYIIEHUSIMH ONOPHO-IBUIATEJILHOI0 annapara:

opranu3oBaHa 0e30apbepHas cpefia, MoILEMHO-TIOBOPOTHBIC CTYIIbs, BUPTYalbHAsI DKPAHHAS
KJ1aBHaTypa (yCTaHOBIIEH B TporpaMMHbIi naker Windows 8).

4.3. YueOHO-MeTOAUYeCKOEe 1 MH(OPMAITMOHHOE 00ecrieyeHue MPAKTHKHA

- Jsist 1ML ¢ HAPYIIEHUSIMH 3PeHu:
B TIeYaTHOH (opMe yBEeTHMUEHHBIM MIpUPTOM;
B ()OpME IITEKTPOHHOTO JOKYMEHTA,;

- Jloist M1 ¢ HAPYIIEHUSIMH ¢JIyXa HH(popManus npeaocTaBisieTcs:
B IIeyaTHOI popme;
B ()OpME ITEKTPOHHOTO JOKYMEHTA,;

- Jlnsi JuI ¢ HAPYIIEHHSIMH ONOPHO-IBUIaTeJIbHOr0 ammapara uHdopManus npeno-
CTaBJISIETCS:

B [IeYaTHOM (opme;

B (hopMe DIIEKTPOHHOTO JOKYMEHTA.

Ilepedyenb pexoMeHayeMbIX Y4eOHbIX H31aHuii, IHTepHeT-pecypcos,
JAOMOJTHHUTEIbHON JINTEPATYPbI:
OcCHOBHBIC HCTOYHHMKH:

1. I'paxxnanckuit kogekc Poccuiickoit denepannu (dacte Bropas) ot 26.01.1996 Ne 14-D3 //
(meiictByromas penakmus ot 30.01.2014)

2. I'paxnanckuit kogekc Poccuiickoit deneparnyu (yacts nepsast) ot 30.11.1994 Ne 51-@3 //
(meiictByromas penakmus ot 14.11.2013)

3. TpynoBoit kogekc Poccuiickoit denepanuu ot 30.12.2001 Ne 197-@3 //Conepxanue ot 25
¢deBpans 2014 rona.

4. @3 «O0 uHpopmanuy, MHPOPMALMOHHBIX TEXHOJOTHAX M O 3alIUTe MHPOPMALUU» OT
27.07.2006. Ne 149-®3 (ot 28.12.2013 "N 398-d3") // nTemnekTyaibHas COOCTBEHHOCTb. ABTOP-
CKO€ IpaBo U cMexHble npasa. 2006. Ne 10. C. 62-75

5. @3 «O06 snexkTponHOM MUppoBoi moamucu» ot 10.01.2002 Ne 1-®d3 // (B pen. enepaib-
Horo "3akoHa" ot 08.11.2007 N 258-D3).

6. TOCT P 6.30-2003. YuudumupoBaHHas cucTeMa OpraHU3AIMOHHO-PACTIOPSIUTEITHHOM
IOKyMeHTaruu. TpeboBaHus K 0(poOpMIIEHUIO TOKyMeHTOB. M., 2003

7. Hatimonanwheiii crangapt PO I'OCT P 7.0.8-2013 "Cucrema ctanaapToB 1mo nHopmaIuu,
OUOIMOTEYHOMY M M3/1aTeNIbCKOMY Jiey. /lenonpon3BoCTBO 1 apXUBHOE /1e€10. TepMUHBI U onpee-
nenus" (yrB. mpuka3zom denepaabHOro areHTCTBA M0 TEXHUYECKOMY PETYIHPOBAHUIO M METPOJIOTUN
ot 17 okts16ps 2013 r. N 1185-cT).

8. T'OCT P 1.5 - 2002 I'ocynapctBenHas cuctema ctanaaptuzanuu P®. Crannapter. O0mme
TpeOOBaHUs K IOCTPOCHHUIO, U3JI0KEHUIO, 0()OPMIICHUIO, COIEpKaHUIO U 0003HaueHu0. M., 2003

9. KBanuukanmoHHBIA CIPABOYHUK JTODKHOCTEH PYKOBOJUTENEH, CIICIIUATUCTOB U JPYTHX
ciyxanmx. M., 2002

10. OcHoBHBIE MpaBMIa pabOTHI ApXHUBOB opranmu3aiuii. M., 2002
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11.IlepeyeHb TUMOBBIX YIIPABJIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoIUXCs B Mpoliecce
JEeSTeIbHOCTH TOCYapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIPABICHUS U OpPTaHHU3AIHM, C
yKazaHueM cpokoB xpaneHus. M., 2010 (pex. ot 16.02.2016).

12. TumoBasi MHCTPYKIIUS O JIEJIOMPOU3BOJICTBY B (peiepalIbHBIX OpraHaxX MCHOIHUTEIBHON
Biaactu. M., ot 08.11.2005 Ne 536 (perucrpanus 27.02.2006).

13. Bacakos M.N., 3ambikoBa O.U.: Jlenonpon3BoacTBO (TOKyMEHTAIMOHHOE 00ecrieueHre
ynpasieHus): yueonuk, Pocros u//l: ®enukc, 2014.-376 c.

14. bacakoB M.U. JlokymeHTalmoHHOE 0OecrieyeHre yrpaBiieHus (C OCHOBaAMHU apXHBOBEIE-
Hus). — M.: Knopyc, 2013.

15. ITmenko A.B. DnekTpoHHOe yueOHOE U3MaHue 1Mo «J{0KyMEHTallMOHHOMY 00eCTIeYeHHUT0
ynpasneHus». — M.: Akanemusa-Menua, 2014.

JlonoTHUTeIbHbIE HCTOYHUKH:
1. [Tanacenxo FO.A. lenonpoussoactro: JIOY. — M.: Puop, UHOPA-M, 2013.
2. Kopuees UK., [Tmenko A.B., Mamypues B.A. Ynpasienue nokymentamu. — M.: Mudpa-
M, 2014.
3. l'amaxos B.B. u np. JlemonpousBoacteo. — M.: I[Ipocnekt, 2015.

Anpeca pecypcoB UHTepHeTa

1. http://www.top-personal.ru/ Caiit xypHaia «YpaBieHne MepcoHaToM»

2. http://www.sekretarskoe-delo.ru/ Caiit mpodeccruoHanpHOrO *KypHana cekperapeid «Cek-
peTapcKoe Jeo

3. http://fd-iai.rggu.ru/ TMoptan Poccuiickoro I"'ocymapcTBeHHOT0 T'YMaHUTAPHOTO YHHUBEPCH-
Teta, MIcTopuKo-apXuBHBIN HHCTUTYT, (hakynbTeT JJokymMmeHTOBEACHUS

4. http://www.edou.ru/enc/ nopran Llentpa komnerenuuu no Bomnpocam JJOY u apxuBHOTO

Jeciia
5. http://www.delo-press.ru/about.php#magazines M3narensctBo «busHec-IIpeccy, xypHan

J0Y

6. www.consultant.ru ITopran «Koncynbrant [Timtocy

7. www.garant.ru ITopran «I"apanT»

8. www.kodeks.ru TTopran «Komeke»

9. www.rusarchives.ru

10.www.vniidad.ru ITopran BHUMJA]]

11.HopmartuBHsbie akThl 110 JIOY u opraHu3anuu apXuBHOTO XpaHEHUs TOKyMeHTOB. Dopma
nocryma: http://vinirina-prof.ucoz.ru/

4.4. Kaaposoe obecnieueHue 00pa3oBaTeIbHOr0 Mpouecca

TpeboBanusi kK KBamu(UKALMKU MEIarorH4ecKUX KaJpoB, OCYIIECTBISIONIUX PYKOBOJCTBO
IIPAKTUKOM:

NuxxeHepHO-nieJarornyecKuii CoCTaB:

-HaJTM4Ke BBICIIETO MPO(EeCCHOHATBFHOTO 00pa30BaHUs, COOTBETCTBYIOMIETO MPOQIIIIO MPO-
beccuonanpuoro moayns [IM. 03 BeinmosiHeHue padoT Mo OAHON MM HECKOJIbKHM mpodeccusiv
pado4unXx, J0ZKHOCTSM CJIYKALIUX;

-OMBIT JEATEIBHOCTH B OPraHU3aIMsaX COOTBETCTBYIONIEH nMpodeccuoHanbHON chepsl ABIseT-
cs He 00s3aTEIbHBIM;

-HaJIM4Me CTAXKHUPOBKU B MPOQMIBHBIX MPOU3BOACTBEHHBIX OpraHU3alUsAX HE pexke OJHOTO
pa3a B 3 roja.
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PykoBOJACTBO MpaKkTUKOM JOKHBI OCYIIECTBIISITH IMPENOoJaBaTeld MEXAUCIUITTUHAPHOTO
Kypca npodeccuonambHoro monyias IIM. 03 BbinosiHeHue paGoT Nmo OAHON MJIM HECKOJIbKUM
npogeccusiM padoumx, J10JKHOCTAM CIYKAIMUX U CIIEHUATbHBIX TUCIUTUINH.

[lemarornueckue paOOTHHUKH, YYaCTBYIOIIUE B pealH3alMy adanTHPOBAHHON 00pa3oBaTelb-
HOHM MPOTrpaMMBbl, TOJDKHBI OBITh 03HAKOMJIEHBI ¢ TICUXO(H3NYECKUMH OCOOCHHOCTSAMH 00YyYaromnuX-
Csl MHBAJIMJIOB M OOYYAIONIMXCS ¢ OTPAaHMYEHHBIMH BO3MOYKHOCTSIMH 3JI0POBbSI M YUUTBIBATh UX IMPH
OpraHmsaiuy 00pazoBaTEIbLHOTO MpOIecca, JOKHBI BIAJETh MeJarornyeCKuMU TEXHOJIOTUSIMU WH-
KITIO3MBHOTO O0y4YeHHs M METOAAMHU UX MCIOJIb30BaHUS B Pa0OTE ¢ MHKIIO3UBHBIMU TPpYIIaMu 00y-
qaromuxcs. HeoOxoaumo npeaycMoTpeTh JUisi HUX 00s13aTeNIbHOE MTPOXO0XKACHNUE MPOPEeCCUOHANTBHOMN
MEePEenoAroTOBKH WM MOBBIIIEHNE KBATHU(PHUKAIIMN B 00JIaCTH TEXHOJIOTHIM MHKIIO3UBHOTO 00pa3oBa-
HUS, CIICIIMATILHOM MEeJaroruky WIn CIelUaIbHON CUXOIOTHH.

PykoBoguTenu NpakTUKU - MPENCTAaBUTENM OpraHu3aluu, Ha 0a3e KOTOpPOW MPOBOJIUTCS
MPAKTHUKA: TOJDKHBI KIMETh OTBIT paboThl He MeHee | rojja Ha COOTBETCTBYIOUICH TOHKHOCTH — JIEJI0-
MIPOU3BOJIUTENIS, CEKpPETaps, CIIeUAINCTa OT/Aea KaJApoB U Ip.

HacraBHuKM - Tpe[CTaBUTENN OpraHU3aluu, Ha 0a3ze KOTOPOW NMPOBOAMTCS IMpaKTHKa (TpH
HaJIMYUM): JTOJDKHBI UMETh OMBIT paboThl HE MeHee | rofa Ha COOTBETCTBYIOIIEH AOHKHOCTH JIEN0-
MIPOU3BOIUTENIS, CEKpETaps, CIIEIIMATICTa OTeNa KaIpoB U IIp.
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5.KOHTPOJIb 1 OHEHKA PE3YJbTATOB ITPAKTUKH

KoHTponp u onieHKa pe3yapTaTOB OCBOEHUS NPOU3BOACTBEHHOM IPAKTHKU OCYIIECTBIISETCS
PYKOBOJUTENEM MPAKTUKUA B MPOIECCE CAMOCTOSITEILHOTO BBIMOJIHEHUS 00YYarolMMHUCS 3aJaHUH,
BBITIOJTHEHUS PAKTUYECKUX paboT.

B nepuon mnpoxokaeHUs NPOU3BOJCTBEHHOW NPAKTUKU oOOydarouuecs OOsS3aHbl BECTH
nHeBHUK. [lo pe3ynpTaTamM NpakTHKU OOydYalOIIMKCA [TOJDKEH COCTaBUTh OT4eT. OTYeT A0JDKEH
COCTOSATh W3 THCBMEHHOIO OTYeTa O BBHIMOJIHEHHH pPAa0OT W MNPUIOKEHUH K OTYETy,
CBUACTENbCTBYIOIIUX O 3aKpeIUIeHUHM YMEHHM, NpUOOpeTeHHH MPAKTHUYECKOrO  OIbITa,
dbopMupoBaHuHr OOMMX ¥ MPO(HECCHOHATBHBIX KOMIIETCHIIMNA, OCBOCHHH MPO(HECCHOHATHLHOTO
Moayns. K oryuery npumaraercs aTTECTalMOHHBIA JIMCT W XapAaKTEPUCTHUKA OT PYKOBOJMTEIS
OpraHu3alyy, y4acTBYIOUICH B INPOBEICHUM IPAKTUKUM M JHEBHUK, OTPAKAIOLIUN €KEIHEBHBIN
00BEM BBINMOIHEHHBIX paboT. OOy4aromuiics B OAUH U3 MOCIEIHUX JHEH MPAKTUKHU 3alUIIAeT OTYET
[0 MPaKTUKE Ha 0a3e OpraHu3alluy, y4acTBYIOIIEH B NMPOBEICHUU MPAKTHUKH. TEeKyIHMid KOHTPOJIb
YCIIEBAEMOCTH U OLIEHKA Pe3yJbTaTOB MPOXO0XKIACHUS IPOU3BOJICTBEHHON IMPAKTHKU OCYIECTBISETCS
PYKOBOIUTENSAMU TMpakTHKH OT OY W opraHuzalMi B IPOLECCE BBHIMOJHEHUS OO0YyYalOUIMMUCS
3aJlaHuM, MPOEKTOB, BHITIOJIHEHHS MPAKTUYECKUX TPOBEPOUYHBIX PadoT.

@opMbI ¥ METOJbI MPOMEXKYTOYHON aTTEeCTallMd U TEKYIIEro KOHTPOJS pa3padaThIBalOTCS
00pa30BaTeNbHbIM YUPEKICHUEM U JTOBOAATCA 10 CBEICHUS 00YJarONINXCs He MO3JHee Havaja JABYyX
MECSIIIEB OT Havajia 00ydeHusl.

Texymuii KOHTPOJIb YCIEBAEMOCTH IO TMPOM3BOIACTBEHHON MPAKTUKE I OOYJaroNTuXcCs
MHBINJOB U OOYYAlOMIMXCS C OTPAaHMYCHHBIMH BO3MOKHOCTSIMH 37I0POBbS HMEET OOJIbIloe
3HaYeHHUE, TOCKOJIBKY MO3BOJISIET CBOEBPEMEHHO BBISIBUTH 3aTPYJHEHUS U OTCTaBaHUE B O0OYyYEHUH U
BHECTH KOPPEKTHBBI B Y4YEOHYIO JESTEIbHOCTD. @®opma  KOHTpOJS Ui OOyYarOIIHUXCS
YCTAHABIIMBAETCS C YYETOM UX UHIUBUIYATbHBIX MCUXOPU3NIECKUX OCOOCHHOCTEH.

B pesynbrare ocBoeHus1 yueOHON MPaKTUKU B paMKax npogeccuoHansHoro moxnyns ITM. 03
Bovinonanenue pabom no 00HOU uUAU  HECKONLKUM npogeccusm paoodux, O0O0AHCHOCHAM
cayycamgux oOydaromuyecss MPOXOASAT TMPOMEXKYTOUHYIO aTTecTaluio B (opMe 3aueTa B BHIC
BBITIOJIHCHHUST TIpaKkTU4YecKoro 3amanus. [lpm HeoOxomumoctu uisi wHBaIuaAoB u Jui ¢ OB3
[IPElyCMaTPUBAETCsl yBEJIIMUEHUE BPEMEHM Ha IOJATOTOBKY K 3aueTy, a TakKe IpPeJoCTaBIIsAETCS
JOTIOJHUTENBHOE BpEMsI 111 TIOATOTOBKH OTBETA HA 3a4eTe.

Bo3MoxHO ycTaHOBIEHHE 00pa30BaTENbHOM OpraHu3anel HHIUBUAYAIBHBIX T'padUKOB
MPOXOKICHUSI MPOMEXKYTOYHON aTTecTalluu OOy4aroNIMMUCS HMHBAIUIAMH U OOYYalOIIMMHUCSA C
OTrpaHUYEHHBIMUA BO3MOXKHOCTSIMU 37J0POBbSI.

[Tpu HeoOxomuMoOcTH ISl OOYYaIOIIMXCS WHBAJIUAOB M OOY4YaIOIIUXCS C OrpPaHUYCHHBIMU
BO3MOXXHOCTSIMHU 3/I0pOBbsI IPOMEKYTOUHAsI aTTECTALUs MOXKET IPOBOJUTHCS B HECKOJIBKO ATAIlOB.
JIyist 5 TOrO0 pEeKOMEHIYEeTCsl MCIIONIh30BaTh PYyOEKHBINH KOHTPOJIb, KOTOPHIN SIBIACTCS KOHTPOIHHOU
TOYKOW HO 3aBEPUICHHUIO M3YyUYEHUS NMPAKTUK U €€ Pa3JIelIoB C LIEIbI0 OLICHUBAHMS YPOBHS OCBOEHUS
nmporpaMMHOTo Matepuaia. PopMbl M CpPOK MPOBEIEHUS PYOESKHOTO KOHTPOJS OIpenessioTcs
npernojaBaTeneM (MacTepoM IMPOU3BOACTBEHHOTO OOyYeHHs)) C Y4EeTOM HMHIUBUAYATbHBIX
NcUX0(U3NIECKUX 0COOCHHOCTEH 00yUYarOIIUXCSI.

[IpakTUKaHTHI-UHBATUABI U MPakTUKaHTh ¢ OB3 H0MmKHBI OBITH 0OECIICYeHBI NMEYaTHBIMU U
ANEKTPOHHBIMU pecypcaMu B (opmax, aJanTHPOBAHHBIX K OFPAaHUYEHUSIM HX 3J0pOBBS U
BOCHIPUATHS WH(DOPMALIUU:

- J1J1s1 1M1 ¢ HAPYIUICHUSIMM 3PEHUsA:

B IIeYaTHOH (opMe yBeTHMUEHHBIM MIpU(TOM;

B (hopMe FIIEKTPOHHOTO JOKYMEHTA;

- J1J1s1 U1 ¢ HAPYLIEHUSIMH CJIyXa HH(POPMALMS NMPeIOCTABISACTCH:
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B II€YaTHOM (opme;

B (hopMe FIEKTPOHHOTO JJOKYMEHTA;
- Jlag aui ¢ HAPYLIEHMSIMM OINOPHO-IBHMIraTeIbHOr0 annapara uHgopMmanus npeno-

CTaBJISIETCS:
B IIeYaTHOM (opme;

B (hopMe IIEKTPOHHOTO JJOKYMEHTA.
B mepuon mnpoxokIeHuss NpOM3BOACTBEHHOM MPAaKTUKH oOydaromuecs oO0s3aHbl BECTH

JTOKYMEHTALHUIO:

1. JIHEeBHUK MPAKTUKH.
2. OTYeT 1o MpaKkTHKe.

Texymmii KOHTPOJIb YCIIEBAEMOCTH U OIICHKA PE3yJIbTaTOB MPOXOXKICHHS TIPOU3BOICTBECHHOM
MPAKTUKH OCYHICCTBIIACTCA PYKOBOAUTCIIAMU IPAKTUKHU OT TCXHUKYMA WJIM OPraHU3aIliuu B IPOLECCEC
BBITIOJTHCHUST 00 YJAIOIIMMUCS TPAKTUYECKUX PadoT.

PesynbTaTsl 00yyeHHs
(ocBOEHHBbIE YMEHM S,

®opMbI 1 METOABI
KOHTPOJIA U

Kpurepun onieHOK (IIKa/1a OLIEHOK)

NpHodpeTeHHbIH OLICHKH
NMPAKTHYECKHU I ONBIT)
OcBoeHHBIC YMEHHS
. IIOATrOTaBINBAaTh HaoOmronenue B | OneHka BbIIOJTHEHUSA
IIPOEKTHI YIPaBIECHUECKUX | IPOLECCE NPaKTHYECKOr0 3aIaHNSA:
pELIEHHUI; MPaKTUYECKOMN - OLICHKA «5» CTaBUTCS, €CIIU:
. o0pabaTbIBaTh NESTEIbHOCTH OOyuaronuiics  caMOCTOATENbHO, HOJTHOCTHIO
BXOJALIME M HCXOASIINE M KayeCTBEHHO  BBINOJHWUI  BCE  OITallbl
JOKYMEHTBI, cucTeMaru- | OleHKa pe3yIbTaToB | IPAKTUYECKOTO 3a/JaHus, IIOJIYy4eHO BEPHOE
3UpOBaTh MX, COCTaBJIATH | MPAKTHUECKOM NpeJCTaBlICHUE  pe3yibTaTa;-  JIOImycKaeTcs
HOMEHKJIATYpy JA€l U | A€ATEIbHOCTU HE3HAYWTeNbHAs IOMOLIb HAacTaBHUKAa  OT
(bopMHpOBATh JOKYMEHTHI OpraHH3aIiH.

B JIeNa;
. AVY1 cocraBisate u
oopMIIATE  OpraHU3aIu-
OHHO-PaCHOPSAIUTEITHHBIC
JOKYMEHTBI B COOTBET-
CTBUU C TpeOOBaHUIMHU
I'OCT P 6.30-2003,;

. Y2 MPOBOIUTH
PETUCTPALNIO IOKYMEHTOB
W co3maBaTh 0aszy JIOKY-
MCHTAJIbHBIX JJAHHBIX

. VY3
OCYIIECTBISTh
OTIEPaTUBHOE
JTIOKYMEHTOB

XpaHEeHHe

OneHka pe3yabTaToB
3agera

- OLICHKA «4» CTaBUTCS, €CIIU:

- 3aJlaHW€ BBIIOJIHEHO MOJHOCTbIO, HO IpH
BBITIOJIHEHUH  OOHAPYXUJIOCh HEIO0CTATOYHOE
BJIaJICHHE HaBBIKAMH PAOOTBHI C MPOrPaMMHBIM

obecrieyueHHEM B paMKax ITOCTaBJICHHOM
3a/1a4H;

- HpaBI/IHBHO BBITIOJIHCHA 60.]'[]:]]13.}1 4HacCThb
3aganus (cBbiie 75 %),

- 3aJaHUC BBITIOJIHCHO IIOJIHOCTHIO, HO
UCII0JIB30BaHBI HauMeHee ONTHMAJIbHBIE
IIoOAXOAbI HpI/I BBITIOJIHCHUUA.

- OIICHKA «3» CTaBUTCS, €CIIH:

- 3aJaHHuC BbIIIOJJHCHO HE IIOJHOCTBIO, HO

oOydJaronuiics BiIaJieeT OCHOBHBIMH HaBBIKAMH

IIpuoOpeTeHHbI NPAKTHYECKHUA ONBIT

- OpraHu3aluu I0-
KYMEHTAIIMOHHOTO  0bec-
[IEYCHUS YIPaBIECHUA WU
(GYHKIIMOHUPOBAHUSA  Op-
TraHU3aluun.

Habmronenue B
nporecce
IIPAaKTUYECKOU
JeSATeNbHOCTH

OueHka pe3yJbTaToB
IIPAKTUYECKOU

paboTbl Ha TPOrpaMMHBIM  OOECIIEUCHHEM,
TpeOyeMbIMU 7S peILIeHUS

IIOCTaBJIICHHOHN 3a/a4u.

- CYHIECTBEHHO ObUIM HapyLIeHbl CPOKHU

BBITIOJIHEHHS 33/1aHUSI.

- OLIEHKA «2» CTaBUTCSl, €CIIN:

- JIONyIIEHBI CYIIECTBEHHBbIC OMIMOKH TIpH
BBIIIOJIHEHUM IIPAKTUYECKOrO0 3aJaHus WM
3HAUUTENbHAS YacTh pPaOOTHI BBIMIONHEHA HE
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JCATCIIBHOCTH

OueHka pe3yJbTaToB
3auera

CaMOCTOATCIIBHO.

Ouenka 3ayera

Ouenka "5"

- OT4eTHas JOKyMeHTanusi odopmieHa B
MOJTHOM COOTBETCTBHH C TPEOOBaHUSMH U B
YCTaHOBJICHHBIN CPOK;

- JIaH TOJIOKUTEIBHBIM OT3BIB O MPOXOXKICHUU
MPaKTUKU

- oOywarommiics  OoOHapyXuMBaeT  BEpHOE
MOHUMaHWe PO ECCHOHATIBHBIX 00SI3aHHOCTEH.
Ouenka "4"

- OTYeTHas JOKyMeHTanuss odopMieHa ¢
HE3HAUYUTEJIbHBIMU HAPYIIEHUSIMHU

- JIaH TOJIOKUTEIBHBIM OT3bIB O IMPOXO0XKICHUU
MPaKTUKU

- oOyyarouuiicss UCHBITHIBAET TPYAHOCTH B
IIPUMEHEHNUN 3HAaHUN B HOBOW CHUTyaluH, HE B
JIOCTaTOYHOM Mepe HCIIOIb3YET CBSI3U C paHee
M3Y4YEHHBIM MaTepHUaIOM

Onenka "3"

- OTYeTHas JOKyMEHTalusi [0 IIPaKTUKE
MpeJICTaBICHA B MOJHOM 00beMe C HapyIIeHHEM

CPOKOB;
- oOywaronuiics OOHapyXUBaeT TMOHUMAHHE
yueOHOro Marepuana TMpUd  HEIOCTATOYHOMI

MIOJTHOTE YCBOCHHUS 0a30BBIX MH(DOPMAITMOHHBIX
TEXHOJIOTHI;

- B MEPHOJ MPAKTHKH ObUTH pa3Hble 3aMEYaHUs
0 TPYAOBOM IUCHMIUIMHE W TEXHOJIOTUH
BBITTOJIHEHUS! TPOU3BOICTBEHHBIX 33 JaHUN
Onenka "2"

-OTCYTCTBYET WJIM TPEJCTaBlIeHA HE B IOJIHOM
00beMe OTUYETHAs TOKYMEHTAIMsI 10 IPAKTUKE
-B MEpHOJ TPAKTUKU OOydaromuics uMel
JUCLUIUIMHAPHBIE B3bICKAHMSI

-OT3BIB 110 MTPAKTUKE OTPHUIATEIbHBIN

Pe3yabTaThl
(ocBO€eHHBIE 001 E
KOMIIETEHIIMH)

OcHOBHBIE TOKA3aTeJH
OLICHKH pe3yJibTaTa

O01mue KOMIIETEHIINH

OK 1. ITonumats
CYILLHOCTb U
COLIMAJIBHYIO
3HAYUMOCTb CBOEH
Oynymeii npodeccuu,
IIPOSIBIIATD K HEU
YCTOWYUBBIA HHTEPEC

- apryMEeHTUPYET CBOWU
BEIOOp B mpodeccuo-
HaJIbHOM caMooIpeere-
HUU;

- OIpeAensieT Coluallb-
HYHO 3HAaYUMOCTbL TIIpO-
dbeccroHanbHOM nes-
TEIILHOCTH,

®opMbI U METOABI Kpurepum oueHok
KOHTPOJIA ¥ OLEHKH (mKaIa OEHOK)
HaoOmronenne u onenka | Quenka
JEUCTBUHA Ha MPOU3- | BHINOJHEHUS
BOJCTBEHHOM IIPaKTH- | MPAKTHYECKOI0
Ke; 3a/laHus.
WHTEpHpeTaus pe- | - OIICHKA «5»
3yJIbTaTOB  HAOJIO/E- | CTAaBUTCS, €CIIH:
HUN 3a JesTenbHOCThI0 | OOydaronuiics
oOyuaromerocs MIPU | CAMOCTOSITENIHHO,
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- BBINOJIHSCT CaMOAaHAIIN3
npodecCUuOHATBHON MpH-
TOJTHOCTH.

OCYILIECTBICHUM  IIPO-
deccuoHanpHONU  Jes-
TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOU ITPaKTUKU

OK 2.
Opranu3oBbIBaTh
COOCTBEHHYIO
JeSITEIIbHOCTbD,
BBIOMPATh THIIOBBIC
METOJIbI U CITIOCOOBI
BBITTOJTHEHUS
npodeccnoHaTbHBIX
3aja4, OICHUBATh UX
3¢ (HEeKTHBHOCT U
Ka4eCcTBO

- BBIOMPAET U IPUMEHSET
METOJIBI U CIOCOOBI pe-
IICHUS npodeccuo-
HAIBHBIX 3a7a4 B 00ma-
CTH OpTraHM3alUU JIOKY-
MEHTAIIMOHHOTO oO0ecTe-
YCHUS  YNpPABICHHUA W
(YHKIIMOHUPOBAHUS Op-
TaHU3allNY;

- CaMOCTOSITETTLHO OIIe-
HUBaeT A()PEKTUBHOCTD
U KadecTBO BBITIOJTHCH-
HOU pa0bOTHI;

- ompenmensier  MyTH
YCTpPaHEHUS BHISIBICHHBIX
OTKJIOHCHHI.

HaOmronenne u oneHka
JEUCTBUI Ha IPOU3-
BOJICTBEHHOW MPAKTHU-
Ke;

WHTEpIpeTaIus pe-
3yNnbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocsi  mpHu
OCYIIECTBJICHUU  TPO-
deccuoHanpHOU  Jes-
TETLHOCTH Ha TPOU3-
BOJICTBEHHOU IIPAKTHKE
W 3aluTe TPOU3BOJI-
CTBEHHOM IIPaKTUKU

OK 3. Ilpunumars
penieHus B
CTaHJIapPTHBIX U
HECTaHJIaPTHBIX
CUTYyalusiX U HECTH 3a
HUX OTBETCTBEHHOCTh

- OIMCBIBAET CUTYAIIUIO U
HA3bIBACT MPOTUBOPEUUSI;
- OLIGHUBAaET MPUYUHBI
BO3HUKHOBEHHUS  CHUTYya-
LN

- HAXOJWUT MYTH pellle-
HUSl CUTyallUd W TOJ0M-
paeT pecypchl (MHCTpY-
MEHT, wuH}opMaIuo wu
T.II.) HEOOXOIUMBIC JIJIst
pa3pelieHus CUTyaluu;

- Oeper Ha cebst OTBeET-
CTBEHHOCTb 3a MPHUHATOE
peleHue.

HaOmronenne u oneHka
JEUCTBUA Ha IPOU3-
BOJICTBEHHOW MPAKTHU-

Ke;
WHTEPIpETAIUs pe-
3yNlbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocst  mpHu
OCYIIECTBIICHHH  IIPO-
deccuoHanbHOU  Jes-

TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOU ITPAaKTUKU

OK 4. Ocy1iiecTBasiTh
MOUCK U
UCTIOJIb30BaHUE
uHpopManuy,
HEOOXO0INMOM IS

3¢ HEeKTUBHOTO
BBITTOJTHEHUS
npodeccnoHaTbHBIX
3ajad,
podhecCHOHATLHOTO U
JMYHOCTHOTO Pa3BUTHS

- npoBoguT 3ddexTus-
HBIII IIOUCK HEO0O0XO0Iu-
MO umH(pOpPMAIHU, WC-
MOJIb3Ysl pa3InYHbIC FWC-
TOYHUKH  JIUTEPATYPHI,
BKIIIOYasi 3JIEKTPOHHEIE,
- OmlpeAensieT COOTBET-
CTBHE HH(MOpPMAIMU T10-
CTaBJICHHOM 3a7aue;

- OLIEHWBAET TOIJHOTY U
JIOCTOBEPHOCTh  MH(]OP-
MaIuu.

HaOmronenne u oneHka
JEUCTBUI Ha IPOU3-

BOJICTBEHHOW MPAKTHU-
Ke;

WHTEpIpeTaIus pe-
3yNlbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocsti  mpHu
OCYIIECTBJICHUU  TIPO-
deccuoHanpHONU  Jes-

TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOU ITPAaKTUKU

OK 5.Mcnone3oBars
MH(pOPMAIIMOHHO-

- TOKa3bIBaeT pe3ylbTa-
TUBHOCTh CAMOCTOSITEIb-

HaOmronenne u oneHka
JCUCTBUH Ha IPOU3-

MOJTHOCTBIO "
Ka4eCTBEHHO
BBITTOJTHUIT
JTallbl
MPAaKTUIECKOTO
3aaHus, IIO0JIy4YCHO
BEpHOE
npeaACTaBJICHUC
pe3yibTara;-
JIOMyCKaeTCsI
HE3HAYUTEIIbHAS
IIOMOIIlb HACTaBHUKAa
OT OpTaHu3aIuH.

BCC

- OLICHKA «4»
CTaBUTCS, €CIIN:

- 3a7aHue
BBITIOJTHEHO
MOJIHOCTBIO, HO TP
BBITTOJTHCHUH
00HapYKUIIOCH
HEJIOCTaTOYHOC
BIIaJICHUC HABBIKAMH
paboThl c
MPOrPaMMHBIM
obecrneuecHEM B
pamKax
IIOCTaBJICHHOM
3a1a4H;

- MIPABHIIBHO
BBITIOJTHEHA OOJIBIIIast
4acTh 3a7aHus
(cBbite 75 %),

- 3a7aHue
BBITIOJTHEHO
IMOJHOCTEIO, HO
HCIIOJIb30BaHbI
HaMMEHee
ONTUMAJIbHBIC
ITOIXOIbI npu
BBITTOJTHCHHH.

- OLICHKA «3»
CTaBUTCS, €CIIN:

- 3a7aHue
BBITIOJTHEHO HE
MMOJHOCTEIO, HO
oOy4Jaroruics
BJIaJICET OCHOBHBIMH
HaBBIKAMH  PabOTHI
HAa  MPOTPaAMMHBIM
oOecIeyeHneM,
TpeOyeMbIMU  JUIA
perieHus
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KOMMYHHUKAI[IOHHBIE
TCXHOJIOTHUU B ITIPO-
(heccroHaIbHOM
ACATCIIbHOCTHU

HOM paboTel MO OCy-
HIECTBIICHUIO MOMCKA
uHpopmaruu B cetn MH-
TCPHET )41 PA3INIHBIX
AJNIEKTPOHHBIX ~ HOCHTE-
JISIX;

- UCTOJB3yeT CPE/ICTBa
WUT nns ussieyenust, oo-
pabOTKW U XpaHEHUS WH-

dopmanuu;

- mpeacTaBiseT HHGOP-
Maluro B Pa3JIMIHBIX
dbopmax.

- paboTtaer ¢ mpodeccuo-
HAJIbHBIMU MTPOTpPaMMaMHU
KoncynbpranT u ["apaHT.

BOJICTBEHHOW MPAKTHU-
Ke;

WHTEpIpeTaIus pe-
3yNnbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocst  mpHu
OCYIIECTBJICHUU  TPO-
deccuoHanpHOU  Jes-

TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOM IIPaKTUKU

OK 6. PaGorats B
KOJIJICKTUBEC U
KoMmanse, 3G PEeKTUBHO
o0mmarbes ¢
KOJIJICTaMH,
PYKOBOICTBOM,
MOTpeOUTEIAMHU

- TMpOSBIAET KOMMYHHU-

KaOeIbHOCTD, OECKOH-
(GIUKTHOCTh, TOJEPAHT-
HOCTb BO B3aWMOJEH-

CTBUHM C KOJUIETaMH, DPY-
KOBOJACTBOM H II€aarora-
MH;

- BelEeT JeNoBylo Oeceny
B COOTBETCTBHUH C JTHYE-
CKMMHU HOpMaMH.

HaOmronenne u oneHka
JEUCTBUI Ha IPOU3-
BOJICTBEHHOM MPaKTHU-

Ke;
WHTEPIpETAIUs pe-
3yNlbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocst  mpHu
OCYIIECTBIICHHH  IIPO-
deccuoHanpHOW  Jes-

TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOU ITPAaKTUKU

OK 7. bpatb Ha cebst
OTBETCTBEHHOCTH 32
paboTy 4ICHOB
KOMaH/Ibl
(MOTYMHEHHBIX ),
pe3ynbTar
BBIIOJIHEHUS 3aJaHUN

- CTaBUT 3aJa4d Mepen
KOJUIEKTUBOM (TpYyNIoi);
- opraHusyer paboTy Mo
BBITIOJIHEHUIO 33/1aHUS B
COOTBETCTBUU C  HH-
CTPYKLUSMH;

- IPOBOAMT CaMOAHaJIM3
U KOPPEKIHIO pe3ysbTa-
TOB pabOTHl WICHOB KO-
MaH/Ibl

HaOmronenne u oneHka
JEUCTBUHA Ha IPOU3-
BOJICTBEHHOW MPAKTHU-
Ke;

WHTEPIpETAIUs pe-
3yNlbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyaromerocsi  mpHu
OCYIIECTBIICHHH  IIPO-
deccuoHanpbHOU  Jes-

TEIBHOCTH HA IPOU3-
BOJICTBEHHOU IIPAKTHKE
U 3al0UTe TPOU3BOA-
CTBEHHOU ITPaKTUKU

OK 8.
CamocTosiTenbHO
OTIPENIeNATh 3a7auu
podhecCHOHATLHOTO U
JMYHOCTHOTO
Ppa3BUTHA, 3aHUMATLCA
caM000pa30BaHUEM,
OCO3HaHHO

- aHaIM3UpyeT  co0-
CTBCHHBIC CHUJIbHBIC n
ciabble CTOPOHBI;
-ompeeNsieT MepCreKTh-
BBl TIPO(ECCHOHATIBLHOTO
U JIMYHOCTHOT'O pa3BU-
THS;

- IIOKa3bIBA€CT BJIAACHUC

HaOmronenne u oneHka
JEUCTBUI Ha IPOU3-
BOJICTBEHHOW MPAKTHU-
Ke;

WHTEPIpeTaIus pe-
3yNlbTaToOB  Habmroze-
HUH 32 IeATEIHLHOCTBIO
oOyyJaromerocsi  NpHu

ITOCTaBJIECHHOMN
3aauu.

- CYIIECTBEHHO
ObuTH HapyIIECHbI
CPOKH  BBITIOJTHCHUS
3a/laHusl.

- OIICHKA
CTaBUTCSI, €CIIH:
- JOMYIICHBI
CYIIECTBEHHBIC
OLIMOKHU
BBITIOJTHEHUH
MPAaKTUIECKOTO
3a/laHus WK
3HAYHUTEIbHAS YacTh
paboThl  BBIMOTHEHA
HE CaMOCTOSITEIIBHO.

@»

npu

Onenka 3auera

Onenka "5"

- OTYeTHast
JOKYMEHTAIUs
odopmiieHa B
MTOJTHOM
COOTBETCTBUU C
TpeOOBaHUSMU U B
YCTaHOBJICHHBII
CPOK;

- JaH
MOJIOKUTETbHBIN
OT3BIB 0
MIPOXOKJICHUH
MPAKTUKU

- oOyyJaroruiics
OoOHapy>KUBaeT
BEpHOE TIOHMMAaHUE
npodeccuoHaTbHBIX
00s13aHHOCTEH.
Orenka "4"

- OTYeTHast
JOKYMEHTAIUs
odopmiieHa c
HE3HAYUTEIbHBIMH
HapyLICHUSIMU

- JaH
MOJIOKUTETbHBIN
OT3BIB 0
MIPOXOKJICHUH
MPAKTUKU

- oOyyJaroruiics
UCIIBITHIBACT
TPYJHOCTH B
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IJIAaHUPOBATh HaBbIKAMU CAMOOPIaHM- | OCYIIECTBIEHUU IMPO- | IPUMEHEHUN 3HAHUUN
MOBBIIICHHE 3alMM U TPUMEHSET UX | eCCHOHANBHONW  Jesi- | B HOBOW CHTYaIlWH,
KBaJIU(DUKAITIH. Ha MpPaKTHUKe TEJIBHOCTH Ha TMpPOU3- | HE B JOCTATOYHOMU
BOJICTBEHHOM MPAKTHUKE | Mepe UCIIOJIb3YET
U 3alUTe TMPOM3BOA- | CBA3M  C  paHee
CTBEHHOW MTPAKTUKHU W3YYCHHBIM
OK 9. - ompenenser TexHOJo0- | Habmonenne u oreHka | MaTepuagom
OpueHTupoBaThCs B MM, WCIOJIb3yeMble B | AeiictBuii Ha mnpowms- | Onenka "3"
YCJIOBHUSIX YaCTOU npo)eCCHOHAIBHON Jiesl- | BOJACTBEHHOW TPAKTH- | - OTYETHAas
CMEHBI TEXHOJIOTUH B TEHHOCTH; Ke; JOKYMEHTalust 1o
npodeccroHanbHOI - ONpeeNsieT YCIOBUSL U | HHTEpIIpeTalus pe- | IpaKkTHUKe
NEeSTETbHOCTH. pe3yNbTaThl  YCIENIHOTO | 3yAbTaTOB  HaOmIOae- | peACTaBiIeHa B
NPUMEHEHHS ~ TEXHOJIO- | HUH 3a JIESTEIbHOCTHIO | IOJTHOM 00BeME €
THH. oOydJaromierocsi  MpH | HAPYLICHUEM
OCYILIECTBJIEHUH TMPO- | CPOKOB;
dbeccuonanpHOM  nes- | - oOyuatromuiics
TEJIBHOCTH Ha TpoM3- | OOHAPYKUBAET
BOJICTBEHHOH MpPaKTHKE | IOHUMAaHUE

U 3al0UTe TPOU3BOA-
CTBEHHOM IIPaKTUKU

y4eOHOTro MaTtepuana
IIpU HEIOCTATOYHOH

MOJIHOTE  YCBOEHUS
0a30BbIX
MH(pOPMaIMOHHBIX
TEXHOJIOTHI;

- B IEPUOJ] IPAKTUKU
ObuH pasHble
3aMe4YaHus o
TPyAOBOI
TUCIUTLTAHE u
TEXHOJIOTUU
BBITIOJTHEHUS
MIPOU3BOJICTBEHHBIX
3aJlaHu i

Ouenka "2"
-OTCYTCTBYeT  WJIHU
Mpe/iCTaBlIeHa HE B
MTOJTHOM o0neme
OTYeTHast
JOKYMEHTAaIusi 10
MIPaKTUKE

-B HepI/IO,Z[ HpaKTI/IKI/I
oOy4Jaronuiics umen
JUCLUILIMHAPHBIE
B3BICKaHUS

-OT3bIB TI0 TIPAKTHKE
OTpHUIIATETbHBIN

PesyabTaTsl 00y4e-
HHUSA
(ocBoeHHBIE Mpodec-

OcHOBHBIE TOKAa3aTe-
JIM OIIEHKH pe3yJabTa-
Ta

DopMbI 1 METOABI
KOHTPOJIA
U OLICHKH pe3yJibTa-

PesynabTaTsl 00y4e-
HUSA
(ocBoeHHBIE podec-
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CHOHAJILHLIE KOMIIE-
TEeHIMH)

TOB 00y4YeHU s

CHOHAJIbHbIE KOMIIe-
TEHIIUN)

Bun npodeccnoHaIbHOM 1eATEJILHOCTH:
IIM. 03 BeinmostHeHne padoT 10 OAHOM WJIM HeCKOJbKHMM npodeccusiM padounx,
JAOJIZKHOCTSIM CJIY KaIIMX

IIpo

eCCHOHAJIbHbIEC KOMIIETCHIIMH M TPYA0BbIe GyHKINH

IIK 3.1. OdpopmusaTte u
pPETUCTPHUPOBATH OpTa-
HU3aI[OHHO-
paciopsANTENbHbIC
JTOKYMEHTBI, KOHTPO-
JTUPOBaTh  CPOKH HX
WCTIOJTHCHUSI.

- IPOBOJIUT aHAJM3 CO-
CTaBa PEKBU3HUTOB [0O-
KYMEHTOB C IIEJbIO CO-
OTBETCTBUs (hopmyIsi-
py-o6paziy I'OCTa P
6.30-2003;

- IpaBUIILHO OopMIIs-
€T  OpraHu3allOHHO-
pacropsIuTeb-HbIe
JOKYMEHTBI C y4YeTOM
0COOEHHOCTEH | Tpa-
BWJI TI€YaTH TEKCTa J0-
KYMEHTa ¥ TpeOOBaHMI
ero Gopmyisipa;
-COCTaBJSIET ~ TEKCTHI
CIIy’)K€OHBIX JIOKyMEH-
TOB;

- TPaMOTHO BBIOHMpAET
GbopMBI  perHCTpaluH
JIOKYMEHTOB;

- cobmomaer TpeboBa-
HUS K PpErucTpanuu
JOKYMEHTOB KakK K CO-
3QHUIO JIOKYMEHTAb-
HOM1 043kl

- TPaBWJIBHO 3aIlOJIHS-
€T TOJS pPerucTparu-
OHHBIX (OopM;

- OIpeneNseT CpPOKH
UCITIOJIHEHUS JIOKyMEH-
TOB;

- OCYUIECTBJISIET IIpO-
1ecc KOHTPOJIS 3a Cpo-
KaMU HCIIOJIHEHHS J10-
KYMEHTOB

HaOmronenne u orneHka
JNEUCTBUH HaA TIPOU3-
BOJICTBEHHOW IPAKTH-
Ke;

WHTEPIpETAINs pe-
3yNnbTaToB  Halmroze-
HUH 3a OESITEILHOCTBIO
oOyyaromerocsi  IpHu
OCYIIECTBICHHH  IIPO-
dbeccuoHanpHOU  Jies-

TEIBHOCTH Ha IIPOU3-
BOJICTBEHHOH IIPaKTUKE
U 3allUTe IPOU3BOJI-
CTBEHHOM IIPaKTUKU

1K 3.2. O6pabaTbiBaTh
BXOJSIIIIUE W HCXOJS-
M€ JOKYMEHTBI, CH-
CTEeMaTH3UpPOBaTh WX,
COCTaBIISITh HOMEHKJIA-
Typy nen u hopMHupo-
BaTh JJOKYMEHTHI B Jie-
na.

- IMPOBOAUTL aHAJIU3
BXOJISIIIUX JJOKYMECHTOB
c LEIBIO nocJie-
TyroIieit o0paboTKH;

- IMPOBOAUT CHCTCMaA-
TU3AIUIO JIOKYyMEHTOB;
- CaMOCTOSITEITEHO
odopmIIieT HOMEHKJIA-
TypY AeI;

- dopMHpyeT IOKY-
MCEHTHI B J€jJ1a B COOT-

HabGmronenue u oneHka
JNEUCTBUA HA TIPOU3-
BOJCTBEHHOU IIPaKTU-
Ke;

HWHTEPIIPETAIHS pe-
3yJbTAaTOB  HaOIOJIE-
HUM 3a OeSITEIbHOCTHIO
oOydJaromerocss  Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TCJIBHOCTH Ha IIPOU3-

O1LeHKa BEIIOJIHEHUSA
MPAKTUYECKOTO  3ajia-
HUSL:

- OLICHKA «5» CTaBHUTCH,
eCJIn:

OOygarommiicss camo-
CTOSITENIbHO,  ITOJTHO-
CTBI0O ¥ KAyeCTBEHHO
BBITIOJTHHAJI BCE DTaIlbl
MPAKTUYECKOTO  3aja-
HUS, TIOJIYY€HO BEpPHOE
MpEICTaBICHHE pe-
3ylbTaTa;- JOMyCKaeT-
co He3HAYNTEIbHAs
IIOMOII[b ~ HAaCTaBHUKA
OT OpraHU3aIuu.

- OIICHKA «4» CTaBHTCH,
€CIIH:

- 3aJaHHUC BBINOJIHEHO
MOJIHOCThIO, HO TPHU
BBITIOJITHCHUH  OOHAapy-
JKAJIOCh ~ HEIOCTaTOoY-
HOE BJIQJICHHC HAaBHI-
KaMu paboThl C IIpo-
rpaMMHBIM oOecrieue-
HUEM B paMKax TIo-
CTaBJICHHOH 3a7a4H;

- MPaBUJIHHO BBHITIONHE-
Ha OoJIbIIIasi 4acTh 3a-
nanus (cBoime 75 %),

- 3aJaHHUC BBIMOJIHEHO
MOJIHOCTBIO, HO  HC-
MTOJIb30BaHbl HAaUMEHEE
ONTHMAJIbHBIE IMOAXO-
JIbI TIPY BBITIOJTHCHHH.

- OIICHKA «3» CTaBUTCH,
eCIIn:

- 3aJaHHE€ BBIIOJHEHO
HE IIOJIHOCTBIO, HO
oOyJaromuiics BiIaeeT
OCHOBHBIMHM HaBBIKAMH
paboThl Ha HpOTrpamMM-
HBIM  0OecCIIeueHUEM,
TpeOyeMbIMU I pe-
IICHUS

IIOCTaBJIICHHOHN 3a/Ja4u.
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BETCTBHHM C TCEXHOJIO-

BOJICTBEHHOW MPAKTUKE

THEH  JEeTONpPOM3BOM- | M 3alIUTE MPOU3BO/I-
CTBa CTBEHHOM MPAKTUKHU
[IK 3.3. OcymecTBidTs | - camocrosTensHo | HabmoneHue u omeHka

IKCTIEPTU3Y IIEHHOCTH
JIOKYMEHTOB B  COOT-
BETCTBUM C JICUCTBY-
FOIIIMMH 3aKOHOa-
TENBHBIMH aKTaMH U
HOpMaTI/IBaMI/I

OCYILIECTBIISIET AKCIEP-
TU3y LEHHOCTH [JOKY-
MEHTOB B  COOTBET-
CTBUM C JICUCTBYIOIIU-
MM 3aKOHOJIaTeIIbHBIMHI
aKTaMd U HOpMaTHBa-
MH

JNEUCTBUA HA TIPOU3-
BOJCTBEHHOU IIPaKTU-
K€;

UHTEPIIPETAIHS pe-
3yJIbTAaTOB  HaOrOJIEe-
HUM 3a NeSITEIbHOCThHIO
oOydJaromierocss ~ Tpu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TCJIBHOCTHU Ha HpOI/IS-
BOJICTBEHHOM MPAKTUKE
U 3aluTe MPOU3BOJI-
CTBEHHOM MPAKTUKHU

[IK 3.4. OcymecTBisTh
MOJTOTOBKY JIeNT K Tie-
pemaue Ha apXHWBHOE
XpaHeHHe.

- CaMOCTOATCIBbHO BBI-

MOJIHSIET  (OpMHUPOBa-
HUe © odopMIeHUE
Jelt.

HabGmronenue u oneHka
JNEUCTBUA HaA TIPOU3-
BOJCTBEHHOU IIPaKTHU-
Ke;

UHTEPIIPETAIHS pe-
3yJbTAaTOB  HaOIOJIe-
HUM 3a NeSITEIbHOCTHIO
oOydJarorierocss ~ Ipu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TCJIBHOCTHU Ha HpOI/IS-
BOJICTBEHHOW MPAKTUKE
U 3aluTe MPOU3BOJI-
CTBEHHOM MPAKTUKHU

B/01.5  Opranuzanus
paboThl C JTOKYMEHTa-
MU

- IIlpuem u nepBuuHas
00paboTKa BXOISAIINX

JIOKYMEHTOB;
-ITonroToBKa  BXOnMd-
X JOKYMEHTOB LIS
paccMOTpEeHHUsI  PYKO-
BOIUTEIIEM,;

-Opranuzanus oc-
TaBKU ,Z[OKYMGHTOB Huc-
TTOJTHUTEIIAM;

-O6paboTka U OTHpaB-
Ka MCXOISIIHUX JIOKY-
MCHTOB

HabGmronenue u oneHka
JNEUCTBUA HA TIPOU3-
BOJCTBEHHOU IIPaKTU-
Ke;

MHTEPIIPETAIHS pe-
3yJIbTAaTOB  HaOrOJIEe-
HUM 3a NeSITEIbHOCTHIO
oOydJaromierocss ~ Tpu
OCYIIIECTBICHUH  TIPO-
dbeccuoHanpHON  fes-

TCJIBHOCTHU Ha HpOI/IS-
BOJICTBEHHOW MPAKTUKE
U 3aluTe MPOU3BOJI-
CTBEHHOM MPAKTUKHU

B/02.5
TEKYILEro
JIOKYMEHTOB

Opranuzanus
XpaHEeHUs

-IIpoBepka  mpaBUIIb-
HOCTH oopMieHuUs
JOKYMEHTOB U OTMET-
K1 00 MX HCIOJHEHUU
nepea ux (GpopmMupoBa-
HUEM B JeNo IJIs TOo-
ClIe-IYIOIEro  XpaHe-

HabGmronenue u oneHka
JNEUCTBUA HaA TIPOU3-
BOJCTBEHHOU IIPaKTHU-
Ke;

WHTEpIpeTaius pe-
3yJIbTAaTOB  HaOIOJIe-
HUM 3a NeSITEIbHOCTHIO

- CYIIECTBEHHO ObUIH
HApYIICHBI CPOKH BBI-
MOJIHEHUS 3aJJaHusl.

- OIICHKA «2» CTaBUTCH,
€CJIU:

- JIONyIIEHBI  CyIIe-
CTBECHHBIC OITMOKH TIPH
BBITIOJTHEHUH  MPAKTHU-
YECKOro 33JaHUs WIIHU
3HAUUTENbHAS ~ YacCTh
paboThl BBHITIOJIHEHA HE
CaMOCTOSITEINILHO.

OueHka 3ayeta
Ouenka "5"

- OTYeTHas JOKYMECH-
tanust  opopmieHa B
MOJTHOM COOTBETCTBUU
¢ TpeOOBaHUSIMH U B
YCTaHOBJICHHBIN CPOK;
- IaH TOJIOKUTEILHEBIN
OT3BIB O MPOXOXKIECHUU
MPAKTUKU

- oOyuarommiics oOHa-
pY)KUBaeT BEpHOE TIO-
HUMaHUE mpodeccro-
HAIBHBIX  OOSI3aHHO-
CTel.

Ouenka "4"

- OTYeTHas JIOKyMEH-
Tanust  opopmiieHa C
HE3HAYUTEIbHBIMU
HAPYIICHUSMH

- IaH TOJIOKUTEILHEBIN
OT3BIB O MPOXOXKIECHUU
MPAKTUKU

- 00y4YaroIuiicst MCIIbI-
THIBa€T TPYIAHOCTU B
IIPUMEHEHUN 3HAHUN B
HOBOW CHUTYyallMH, HE B
JIOCTaTOYHOM Mepe HUC-
MOJIb3yeT CBA3M C pa-
HEe HM3yYeHHBIM MaTe-

puaioM

Onenka "3"

- OTYeTHas JIOKYMCH-
Talus 10 TPAKTHKE

IpEeICTaBlICHa B IOJ-
HOM o0beMe C Hapy-
IICHUEM CPOKOB;

- oOyuarommiics oOHa-
PY)XUBaeT MOHHMaHUE
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HUS;

-Kontpones  mpaBuib-
HOTO U CBOEBPEMEH-
HOT'O pacIpenecHus U
HOJIINBKH JOKY-
MEHTOB B JI€JNA.

oOydJaromierocss ~ Ipu
OCYIIECTBJICHUU TPO-
dbeccuoHanpHON  fes-
TCJIBHOCTHU Ha HpOI/I3-
BOJICTBEHHOW MPAKTUKE
U 3aluTe MPOU3BOJI-
CTBEHHOM MPAKTUKHU

IIpomexxyrounass arre-
craus B (popme 3aueta

OcBoenne mnpogeccuo-
HaJBHBIX KOMIECTCHIIUH
B IpeJenax npodeccu-
OHAJILHOTO MOJTYJIS
IM. 03

Kommuiekchas onen-
Ka B paMKax 3a4ETHBIX
MEPOIPHUATHH 110 IIPO-
XOKJICHUIO MPOU3BOJI-
CTBEHHOU ITPAKTUKHU:

- 3a4€T OCBOCHHBIX
npodeccuoHaTbHBIX

KOMIIETEHIIMN MO pe-
3yJbTaTaM  BBITNOJHE-
HUA KOMILJIEKCHBIX
MPAaKTUYECKUX U CUTY-

ydqeOHOrO  Marepuaia
IpU  HEIOCTaTOYHOHN
MOJIHOTE YCBOCHHS Oa-
30BBIX HMH(OPMALMOH-
HBIX TEXHOJIOTHIA;

- B TMEpPUOJ TMPAKTUKH
ObLTH pa3HbIC 3aMedva-
HUS 110 TPYAOBOW IuC-
IUIUIMHE U TEXHOJO-
TUU BBITIOJHEHUS TPO-
U3BOJICTBEHHBIX 3ajla-
HUU

Onenka "2"
-OTCYTCTBYET AN
Mpe/ACTaBIeHa HE B

[IOJIHOM O00BEME OT-
YyeTHaAst JOKYMCHTAIUS
10 TIPAKTUKE

allMOHHBIX  3a/IaHUWil | -B NIEPHOJ IPAKTUKU
MIPOU3BOICTBEHHOM oOyyaromuicss  UMen
HPaKTHKH JMCIUITIIMHAPHBIC
B3bICKaHHS
-OT3BIB 110 IIPAKTUKE
OTPULIATEIILHBIN

Ornenka MHIUBUAYAJIbHBIX 00pa30BaTEIbHBIX JOCTHKEHUHN IO pe3yjbTaTaM Te-
KYIIIETO KOHTPOJISI MMPOU3BOJUTCS B COOTBETCTBUU C YHHBEPCAIBHOMW IIKaIou (Tabiu-
11a), COTJIACHO KPUTEPHI OLICHKU BBIMOJHEHUS IPAKTUYECKOTO 3aHSATHUA.

KpuTepuii o11eHKH BbINOJHEHUSI MPAKTHYECKOT0 3aHATHUS

Kpurepun oueHok IIpoueHT  pe-
3yJbTATHUBHO-
cTH  (MPOLEHT
NPaBHJIbHBIX
OTBETOB)

[IpakTHyeckoe 3a1aHue BHIIOIHEHO, BEPHO, U B TIOJIHOM 00BEME COTIIACHO 100
[pebsABIsEMbIM TPEOOBAaHUSAM, IPOBE/ICH MPABUIIbHBIN aHATN3, CIeTaHbl apry-
MEHTUPOBAHHBIE BBIBOIBI. [IposiBlieH TBOpUECKUH MOAXOA U IEMOHCTpAIIUS PallH-

OHAJILHBIX CIIOCOOOB pelIeHUs] KOHKPETHBIX 3a/a4. JlaeT OTBETHI Ha TOTOJTHUTEIb-
HbIE BOIPOCHI

[IpakTHueckoe 3a/1aHke BHITOJIHEHO, BEPHO, M B TIOJTHOM 00BEME COTIIaCHO 90
[pebsABIsieMbIM TpeOoBaHUSM. [IpoaHaTu3UPOBAHBI CUTYAIH, BEPHO, CACIAHBI
ApryMEHTHPOBaHHBIE BBIBOJIBI. [[aeT OTBETHI HA JOMOJHUTENBHBIE BOIIPOCHI

[TpakTrueckoe 3a7aHue BHIIOJHEHO, BEPHO, U B IIOJTHOM 00BEME C MOSICHE-

HueM Bcex neictBuid. [Ipon3BeieH YaCTUUHBINA aHaIU3 U (WJIH) CleIaHbl HEBEPHbIE 80
BbIBOJIBL. [l0Ka3aHbl 3HAHUS B Ipeeax NporpaMMbl H3y4aeMbIX AUCHMILINAH. J{o-
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Kpurepun oueHok

IIpoueHTt

3yJIbTATUBHO-
cTH  (MPOLEHT
NPaBUJIbHBIX

OTBETOB)

pe-

[TyIIEHbl HE0YEThI

[IpakTHyeckoe 3a1aHue BHIIOIHEHO HE B TIOJIHOM oObeme. [IpounsBesen va-
CTUYHBIM, HEJJOCTATOYHO apTyMEHTHUPOBAaHHBIN aHAJIN3, CACIIaHbl HEJOCTaTOYHO
10JIHbIE BbIBO/IBI. [l0Ka3aHbl 3HaHUS B IpEENax NporpaMMbl U3y4aeMOi IUCLU-
[UIMHBL. J{OMyIIeHbl €AMHUYHbBIE HECYIIECTBEHHBIE OLIMOKU

70

[IpakTHyeckoe 3aanne BHIIOTHEHO HE B IOJHOM oObeme. [IpuBenena He-
IOCTaTOYHO yOeauTenbHas apryMEHTallUs BBIIOJIHEHHOT O 3a1anus. O0yJaromuii-
Csl UCTIBITHIBAET 3aTPyIHEHHS MIPH (HOPMYTHUPOBAHUU BBIBOJIOB U MOSICHEHUH BbI-
[TOJTHEHHOTO 3a/1aHusl. JlonyIIeHbl HeCyIeCTBEHHbIE OLIMOKU

60

[IpakTudeckoe 3aaHue BHIIOJIHEHO HAMOJIOBUHY, HO 0e3 ommobok. [IpuBe-
NleHa HeJJOCTaTOYHO yOenuTenbHasi apryMeHTalus BeIOJIHEHHOTo 3a1anus. Hapy-
[1IeHa JIOTHUKA BBIMOTHEHUs 3a/1anus. [lokazaHbl HEIOCTATOUHbIEC 3HAHUS MU3y4aeMOn
MUCIUIUIMHBL. JIOMyIIIeHbl HECYIIECTBEHHbIE OIIUOKH

50

[IpakTrueckoe 3ajaHue BHIIIOJIHEHO HaNlooBUHY. He npuBenena aprymen-
Talys 10 BBIOJHEHUIO 3a1anus. Hapymiena nocienoBaTeIbHOCTb U JIOTHKA BbI-
rosiHeHus 3agaHus. [loka3aHbl HEIOCTATOUYHBIE 3HAHUS U3YUAEMBIX AUCLIUIIINH.
JlonyIIeHbl €JMHUYHBIE CYILIECTBEHHbIE OIINOKHI

40

[IpakTrueckoe 3a1aHNe BHIMOIHEHO HAMOJOBUHY. BBIMOIHEHO HECKOIBKO
[Pa3pO3HEHHBIX JEHCTBUN 3aaHHsI BEpHO, HO OHU HE 00pa3yroT MpaBUIbHYIO JIOTHU-
YEeCKYI0 [IEeNnouKy. JlomyIieHbl OTeNbHbBIE CYIIECTBEHHBIE OMTHOKU

30

[IpakTrueckoe 3aaHne BHIMOIHEHO HAMOJOBUHY. BrinonHeno 1-2 otaens-
HBIX pPa3pO3HEHHBIX JICUCTBUH 3ajaHUs BEpHO. J{OMyIIeHb! CyIeCTBeHHBIC OIINO-
KU, UCTIPABIIIEMbIE C HEMOCPEACTBEHHOW MOMOIIBIO MacTepa MPOU3BOJACTBEHHOTO
oOy4eHUs

20

HpaKTquCKOG 3aaHuC BBIIIOJIHCHO, HO a0COIIOTHO HCBCPHO

10

[IporieHT pe3yabTaTUBHOCTH KadecTBeHHas o1ieHKa WHIUBUIYATBHBIX

(MpaBUIIBHBIX OTBETOB) 00pa30BaTeNbHBIX TOCTH)KEHUH

Oay (OTMETKA) BepOAbHBIN aHAJIOT

90 + 100 5 OTJINYHO
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70 + 89 4 XOPOIIIO
51 + 69 3 yJIOBJIETBOPUTEIHHO
Menee 50 2 HE YJOBJIETBOPUTEIHLHO

Ha stane npoMe:xyTo4HOM aTTeCTallMy 10 MEIMaHe Ka4eCTBEHHBIX OLIEHOK MH-
JTUBUyaJIbHBIX 00Pa30BaTENbHBIX JOCTHKEHUN MACTEPOM OMPEAEIsAeTCS UHTETPallb-
Hasl OIIEHKAa OCBOEHHBIX 00Yy4aroUMMUCS TPOPECCUOHAIBHBIX U OOIIHUX KOMIETEHIUN
KaK pe3yJIbTaTOB OCBOEHUS TPOU3BOJICTBEHHOM MPOTPAMMBI.
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6.ATTecTanys N0 UTOraM NPAKTHUKH

ATTecTanus 1Mo MTOraM MPOU3BOJICTBEHHOU MPAKTUKU CIYXKHUT (POPMON KOHTPOJSI OCBOE-
HUS U MIPOBEPKU MPOo(eccroHANbHBIX 3HAHUM, 00IUX U MPOPECCUOHANBHBIX KOMIIETEHIUH, TPY-
JOBBIX (DYHKIMIA, TPUOOPETCHHBIX YMEHHI, HABBIKOB M MPAKTUYECKOTO OMBITA O0yYaIOUINXCS B
cootBercTBUU ¢ TpeboBanusMu PI'OC CIIO mo cnermumansHocTH 46.02.01 JloKyMeHTAIMOHHOE
o0ecrieyeHre ynpaBieHHs U apXUBOBEACHHUE.

B pamkax Buaa npodeccuonansHoit aestenbHoctd [IM. 03 BbinoJiHeHne pa6oT 1o oHoi
WIN HECKOJbKMM npodeccusiM padovux, JOKHOCTAM CJIYKAIIUX IIPETYyCMOTPEHO OCBOEHHUE
paboueit mpodeccuu, u mo pesyapraraMm ocBoeHus moayis [IM. 03 BeinosineHue padot nmo oa-
HOIl WM HeCKOJIbKUM npodeccusiM padoyux, 1o/zkHOCTAM cayxamux [ITICC3, oOyyaromuiics
MOJTy4yaeT JTOKyMEHT (CBUETENLCTBO) 00 ypoBHE KBanupukanuu. [IpucBoenne kBanupuKamuu mno
paboueii mpodeccur MOJDKHO MPOBOIUTHCS C ydacTHEM paboTomarenield W Mpu HEOOXOIUMOCTH
MpeACTaBUTENECH COOTBETCTBYIOIIUX OPraHOB TOCYAAPCTBEHHOTO HA/130pa U KOHTPOJISL.

DopmMOil TPOMEKYTOUHOM ATTECTALUM 10 UTOTaM MPOW3BOJCTBEHHON MPAKTHUKU SIBJISIETCS
3auem. ATTECTAIVsI IPOBOJUTCS B TOCIEAHUIA IEHb TPAKTUKHU.

ATTecTanus MpoBOAUTCS Ha pabouyeM MecTe MPaKTUKAHTa C UCMOJIb30BaHUEM KOMITBIOTEp-
HOro obOopymoBaHusa. K arrectamuu mo NpakTHKE IOMYCKAIOTCS OOYyYarolIuecsi, BHIMOTHHUBIINAE
TpeOOBaHUs MPOrpaMMBbl TPOU3BOJCTBEHHOW MPAKTUKU U MPEJOCTABUBIINE MOJTHBIN MaKeT OTYeT-
HBIX JTOKYMEHTOB.

KonkpetHbie (GOpMBI MPOMEKYTOYHOM aTTECTAlMA OOYYAIOIIMXCSI WHBAIUIOB M 00ydJaro-
IIUXCS C OTPAHMYEHHBIMUA BO3MOXKHOCTSIMH 3[IOPOBBSI YCTaHABIMBAIOTCS 00pa3oBaTeNbHON opra-
HU3alKUeNd CaMOCTOSITEIbHO C YYETOM OrpaHHYeHHHl 310poBbsi. X pekoMmeHayercss AOBOAUTH 0
CBEICHHUSI 0OYYaIOIINXCS B CPOKH, OINpPEACTICHHBIC B JIOKAIBHBIX HOPMATHBHBIX aKTax 0Opa3oBa-
TEIbHOW OpraHu3aliK, HO HE MO3/HEE MEPBBIX JABYX MECALIEB OT Hayana 00y4eHHUs.

dopma IpoMeKYTOUHOM aTTecTaluy B (hOpMe 3aIIUTHI OTYETA 1O MPAKTUKE, cladye 3a4eTa
M0 MPaKTHKE ISl 00ydaroluXcsi MHBAIHUIOB U 00YYAIOIIMXCS C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU
3JI0pPOBbsI YCTAHABJIUBACTCS C YIETOM WHIUBUIYaTbHBIX MCUXO(U3HUECKUX 0COOCHHOCTEH (YCTHO,
MUCbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE, B JOpME TECTUPOBAHUS U T.I1.).

[Ipn HEOOXOAMMOCTH PEKOMEHIYETCs MPEAYCMOTPETh Ui HUX yBEIWYCHHE BPEMEHHU Ha
MOATOTOBKY K 3a4€Ty, a TAKXKE MPEJIOCTABIATH TOMOJHUTENbHOE BpeMs JIIsl IOJTOTOBKH OTBETa HA
3aueTe. Bo3aMOXHO ycTaHOBJIEHHE 00pa30oBaTEeNbHON OpraHu3anuell MHAWBHIYAITbHBIX TpadUKOB
MPOXOKIACHHSI MTPOMEKYTOUHOM aTTecTaluyd OO0y4YalOUIMMUCS WHBAJIMAAMU M OOydYalOIIUMUCS C
OTpaHUYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbSI.

[Tpu HeoOxoauMOCTH A7l O0YYAIOIIMXCS MHBAIUIOB U O0y4YaIOUIMXCS C OrPaHUYCHHBIMU
BO3MOYXHOCTSIMU 3/TOPOBBSI TPOMEKYTOUHAS ATTECTAIHS MOXKET MMPOBOJUTHCS B HECKOJIBKO ITATIOB.
JIJ1st 5TOTO PEKOMEHYETCS UCIIOIb30BaTh PYOEKHBIN KOHTPOJIb, KOTOPBIA SBJISETCS KOHTPOIHHOU
TOYKOW HO 3aBEPIICHUIO U3YUCHUs pa3/elia iU TeMbl IPAKTUKH U €€ Pa3/IENIOB C LEJIbI0 OICHUBA-
HUSL YPOBHS OCBOEGHHS MPOrpaMMHOro matepuana. @opMmbl U CpOK MPOBeIeHUsI pyOeKHOro KOH-
TPOJISL OIPEACTSAIOTCS MperoaaBaresieM (MacTepoM MPOU3BOJACTBEHHOTO OOYyUEHHs) C yU4ETOM HH-
IUBUAYAIbHBIX MCUXO(PU3NYECKHUX OcOOeHHOcTel oOywarouuxcs. Jlyis OleHKH KadecTBa MOATO-
TOBKHM OOYYArOIIMXCS U BBITYCKHUKOB MO MPO(ECCHOHATBHBIM MOIYJISM MPHUBJICKAIOTCS PYKOBO-
JUTENN TIPAKTUKU (DPKCTIEPTHI) OT paboTomaresneii (OpraHu3amuii, TAe MPOXOIUi MPAKTHKA 00ydYa-
FOILIMICS).

[TuceMeHHBIN OTUET O BHIMOJIHEHUH PabOT BKIIIOYAET B ceOsI CIEAYIOUINE pa3ieibl:

*  TUTYJIbHBIN JIUCT;

*  coJep)KaHue;

*  KpaTKas XapaKTepUCTHUKA MPEANPHUSATHUS, TJE MPOXOANUI MPAKTUKY 00 yJaIOIIUHCS;
*  IpaKTHYecKas 4YacTh;
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*  IPUIIOKEHUS.

Henomnnble u HeOpe:kHO 0POPMIICHHBIE OTUYETHI K 3aIUTE HE JIOMYCKAIOTCS.

[Tpu HamucaHuM OTYeTa O MPOU3BOJACTBEHHOH NMPAKTUKE PEKOMEHIYETCS MPUACPKUBATHCS
CJIEYIOILErO IIJIaHa:

Tutynensiit muct (Ilpunoxenwne 1)

Conepxanue

Beenenue (ae 6osee 1 cTpaHuIlb);

1 pa3zgen — opraHM3alMOHHO-NIPABOBAs XapakTepUCTUKaA mpeanpusaTtus ( 1- 2 ctpaHuiibl);

2 pa3zmen - MaTepuaibl, coOpaHHbIE BO BpeMs MPOXOKICHHS IPAKTUKU U CBA3aHHbBIE C TeMa-
TUKOW MPaKkTUKHU (3-4 CTpaHUIIBI);

BriBoab! v ipeioxkenus (2-3 cTpaHUIlb);

B mepBoM paznene oTuera M3JaraloTCi: MECTOHAXOXKIEHUE YUPEkKACHUs (OpraHH3aIuM);
pa3Mepsl MPEANpUATUs, €T0 CIEeIHATIN3allNs; OPraHN3aIlMOHHAs CTPYKTypa U CTPYKTypa yIpaBlie-
HUSL

Bo BTOpOM paznene AOKHBI COEPKAThCS OTBETHI HAa TUIIOBBIE BOIPOCHI MPOU3BOICTBEHHON
npakTukd. HanMeHoBaHME OCHOBHBIX Y4YacTKOB, Iie 0Oydaroluil MpOXOAWUJI MPAKTUKY C KPaTKOM
XapaKTepUCTHKON M3YYEHHBIX Ha JAHHOM Y4acTKE BOIPOCOB (C MPHUIIOKEHHEM 00pa3I0B CaMOCTOS-
TEJIbHO MOATOTOBJIEHHBIX B OPraHU3allUU JIOKYMEHTOB, PacueToB U T.J.), IEPEUEHb BHIIOJHEHHBIX
paboT B x0/€ MPAKTUKH, TAOJUIIBI UCXOAHBIX JAHHBIX U PE3YJbTaTOB PAcueTOB, TPapUKU, CXEMBI,
paccuuTaHHblE W aHAIU3UpyeMble (PMHAHCOBO-IKOHOMUYECKHE MOKa3aTeNld, IpaduKu, OCHOBHBIE
(UHAHCOBO-?PKOHOMHYECKHE MPOOJIEMBbI, BBISBICHHBIE B XOJ€ NMPAKTHKH, COUCOK M3YYEHHBIX (HC-
M0JIb30BAHHBIX) UCTOYHUKOB (3KOHOMHUYECKas JIUTEepaTypa, 3aKOHOJaTelIbHble 1 HOPMAaTUBHbIE Ma-
TepHalbl U Ap.);

B 3akmtounTtensHO# YacTH oT4YeTa 00y4aromeMy HeoOXoauMo B cxxaToi Gopme chopmyin-
pOBaTh OCHOBHBIE BBIBOJIbI, JaTh KOHKPETHbIE MPEIUIOKEHUS MO YIYUIICHUIO pabOThl YUPEKICHHUS
(opranu3zanun).

B kauecTBe NPMIIOKEHHS K OTYETy MPaKTUKU oOywaromuiicss odopmisier rpaduueckue,
aynuo-, oTo-, BUIEO-, MaTepHallbl, HATJIAAHbIe 00pa3lbl W3/EINi, MOATBEPKIAIOLINE MPaKTHYe-
CKMI OIIBIT, IIOJIy4YEHHBIN Ha IIPAKTUKE.

K otyery oOy4arontuii JOIKEH TPHIOKHUTH:

. JTHEBHUK MTPOU3BOJCTBEHHON MTPAKTUKH;

. aTTECTAIMOHHBINA JIUCT C XapaKTEPUCTUKON Ha 00YUaIOIIEroCs.

[IpakTudeckas yacTh OTYETA MO MPAKTUKE BKIIFOYAET IIaBbl M Maparpadbl B COOTBETCTBHH C
JIOTUYECKOU CTPYKTYPOH M3JI0KEHUS BBITIOJHEHHBIX 3aIaHUN TI0 pa3jienaM Kypcea.

Paborta Hag OTYETOM MO MpPAKTHUKE JOJDKHA MO3BOJIUTH PYKOBOAMTENIO OLEHUTH YPOBEHb
Pa3BUTHSA CIAEAYIOUINX OOIIMX KOMIIETEHUUH 00y4Yarolerocs: - OpraHu30BbIBATh COOCTBEHHYIO Jesi-
TEJBHOCTb, OMPEACIATh METOJIBI M CIIOCOOBI BBIMOJIHEHUS TPO(PECCUOHATIBHBIX 33/1a4, OLCHUBATh UX
3¢ (HEeKTUBHOCTh M KaYECTBO; - pelIaTh MPOOJIEeMbl; OLIECHUBATh PUCKU U MPUHUMATh PEIICHUS B He-
CTaHJIAPTHBIX CUTYAIUSX; - UCTOIH30BaTh WH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTUU JIISI
COBEpIICHCTBOBAHHUS NMPOPECCUOHANBHON JEATENILHOCTH; - ObITh TOTOBBIM K CMEHE TEXHOJOTUH B
npoeCCHOHATIBHON IEATENFHOCTH; - a TaKXkKe MPOo(pECCHOHATBHBIX KOMIIETEHINM, B paMKaX OCBOe-
Hus npodeccuonaabHoro Moayist U yctaHoBiIeHHBIX PI'OC CIIO mo KOHKPETHOW CIEeNHaIbHOCTH
WJIN TIPOrpaMMoi IpodeccuoHanbHOro Moayist. [IpunoxkeHns MOTyT COCTOSATh U3 OTIOJHUTEIbHBIX
CIPaBOYHBIX MAaTEpPHAIOB, UMEIOIINX BCIIOMOTraTelIbHOE 3HAYEHHE, HAllpUMep: KONU JOKYMEHTOB,
BBIJICPKEK M3 OTUETHBIX MATEPHANIOB, CTATUCTHUYECKUX JAHHBIX, CXeM, TaOJuI], Auarpamm, Mpo-
rpamM, MOJO0KEHUH U T.II.

Tekct oTueTa JoKeH ObITh MOATOTOBIIEH C MCIOIB30BaHNUEM KoMITbloTepa B Word, pacrieya-
TaH Ha OJHOM cTopoHe Oenmoit Oymaru dopmara A4 (210x297 mm). L{Ber mpudTa - YepHbIH, MEX-
CTPOYHBIN MHTEPBAI - MOIYTOPHBIH, rapHuTypa - Times New Roman, pasmep mpudta — 14 nmm 12
KETJIb.

[Ipu BBICTaBICHUH UTOTOBOM OIICHKH IO MTPAKTUKE (3a4€Ta) YUYUTHIBAIOTCS:

— PE3YJbTAaThbl 3KCICPTHU3BI OBJIAACHUSA OGy‘I&IOH_II/IMI/ICH O6H_II/IMI/I n HpO(beCCI/IOHa.HBHBIMI/I
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KOMITETEHIIUSIMHU;
- KQUeCTBO U MOJIHOTa 0(OPMIICHHS OTYETHBIX JJOKYMEHTOB I10 TIPAKTHKE;
- XapaKTepUCTHKA C MECTa IPOXOKACHUS MPAKTUKHU (XapaKTepUCTUKA PYKOBOIUTENS MTPaK-

TUKHU OT OpPraHu3aIim).
INPUJIOXEHMHE 1

®opmMa aTTeCTALHOHHOIO0 JINCTA N0 MPAKTHKE (3ANOJHAETCH HA KasKA0Ir0 00y4aroerocs)

3auer 1o HpOI/ISBOI[CTBeHHOI\/'I IMPAKTUKC BBICTABJIACTCA HA OCHOBAHUHW JAHHBIX aTTCCTALIMOH-
HOTO JIMCTa (XapaKTePUCTUKH MPO(PECCHOHATBHON NEATeTbHOCTH O0Yy4alolIerocsi Ha MPaKTHKE) C
yKa3zaHUEeM BHJOB paboT, BHIMOJHEHHBIX 0OYyYalOUIMMCS BO BpeMsl INPAKTUKH, X 00beMa, KauecTBa
BBITTOJIHEHUS] B COOTBETCTBHH C TEXHOJIOTHEH M (MJIM) TPpeOOBAaHUSIMH OpPTaHU3AIMH, B KOTOPOH IMPO-
XOJIUIIA TIPAKTHKA.

ATTeCTAIIMOHHBIN JIUCT
o OPOU3BOJACTBEHHOU MPAKTUKE

BUJ NIPAKTUKA

CTYJIEHT :
obyuarommiics Ha 1 kypce no cnenuanbHocTd  46.02.01 JIoKyMEHTallMOHHOE
o0ecrieueHre yIpaBJIeHHs U apXUBOBEJICHUE

ycnemHo  mpomen  (7a)  yuyeOHyr0 — /IPOM3BOJACTBEHHYI)  TPAKTHUKY IO

npodeccuonambHoMy  moayio IIM.03 «BbinojiHeHne padoT 10 OAHOW WM

HECKO0JbKMM Npodeccusiv padboumx, J0JKHOCTAM CJIYKANUX

B obbeme 18 wacoBc «_ » 201 rrmo« __ » 201 r.

B OpraHu3aluu
YpoBeHb 0CBOCHUSA NMPOPEeCCHOHANBHBIX KOMIIETeH U

U TPYAOBBIX (DYHKIUI B NEPHOJI NPAKTHUKH

Bunapl nmpodeccroHanbHBIX KOMIETEHIIUN B TPYAOBBIX | KauecTBO BhIMOTHEHUS paboT

byHKIMiA (OcBouil ¢ OTIMYHBIM Ka4Y€CTBOM
OcBomJI ¢ XOPOIINM Ka4eCTBOM
OcBouJ C yIOBIETBOPUTEIbHBIM
KaueCTBOM)

IIM.03 «BbInmosHeHne padOT N0 OJHOH WJIH

HECKOJbKMM mnpodeccusiM padounx, JOTKHOCTAM

CJIYKALUX)

IIK 3.1. OdopMnaTs U perucTpupoBaTh OpraHu3aoHHO- | OCBOMII C

pacropsAuTeNbHBIE JOKYMEHTHI, KOHTPOJIHPOBATh CPOKH | kayeCTBOM

WX UCTIOJIHCHHSI.

[IK 3.2. O6pabaTsIBaTh BXOJSIINE U UCXOAIINE TOKYMeH- | OCBOWII C

THI, CHUCTEMAaTH3HPOBaTh MX, COCTAaBISATH HOMEHKIATYPY | KaueCTBOM

nen v (OpMHUPOBATH IOKYMEHTHI B JIEIA.

[IK 3.3. OcymiecTBIsATh SKCIEPTU3Y IIEHHOCTH TOKyMEHTOB | QOCBOMII C

B COOTBETCTBUM C JACWCTBYIOIIMMH 3aKOHOIATEIBHBIMU | KayeCcTBOM

aKTaMH ¥ HOPMAaTHBaMH.

IIK 3.4. OcymiecTBasATh MOATOTOBKY el K mepedade Ha | OCBOWMII C

apXHMBHOE XpaHEHHE. KAa4yeCTBOM

B/01.5 Opranuzanus paboThl ¢ JOKYMEHTaMHU. OcBoui ¢
Ka4yeCTBOM

B/02.5 Opranuzanmus TeKyIIero XxpaHeHHUs JOKYMEHTOB. OcBoui ¢
Ka4yeCTBOM
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XapakTepucTuka y4eOHo# U nNpodecCMOHAIBbHOM 1eATeJIbHOCTH CTYIEeHTAa BO BpeMsl NPAKTHKHU

1. B mepuox pon3BoACTBEHHON MPAKTHUKH BBITIOTHSII IIPOU3BOACTBEHHEIC 3aIaHISI HAa pabodyeM MecTe

(menmonpou3BOINTENS, CEKPETAPS, APXUBUCTA, CIICITUAIHCTA IO KaapaM, pedepeHTa Wid JIp.)
Y BBITIOJTHSLIT

(ocHOBHBIE BHJIBI PabOT)

1.1. KauecTBo BHIIOTHEHHBIX paboT

(oLIeHKa: OTIIMYHO, XOPOLIO, YAOBIECTBOPUTEIILHO, HEYTOBICTBOPUTEIIHHO)
1.2. [posiBurn (copmupoBanbl nin He copMHUPOBaHEI (12, HET):

3HaHMUS HOPMATHUBHBIX JJOKYMEHTOB
3HaHMS TEXHOJOTHUECKOT0 MPOIEcca BBIMTOIHAEMbIX PaboT
3HaHUs 00s13aHHOCTEH pabOTHHKA
3HaHUs paboThI ¢ 000PYIOBAHUEM, IPOTPAMMAMU
3HAHUS MPaBII 0(QOPMIICHUS TOKYMEHTOB
MMOHUMAaHHKE CYIIHOCTH, COI[HATHLHON 3HAYUMOCTH CBOCH OyayIeli npodeccuu, yCTONYHMBEII HHTEpEC K Hell
TOTOBHOCTB K OpTaHU3AIMH COOCTBEHHOW ACATEIIEHOCTH
BEIOOPY THUIIOBBIX METOJIOB BEITIOTHEHUS MTPO(ECCHOHATBHBIX 3a1a4
CcrocoOHOCTh MPUHUMATH PEIICHHSI B CTAHJAPTHRIX U HECTAHIAPTHBIX CUTYAINSIX M HECTH 332 HUX OTBETCTBEHHOCTH
YMCHHE OCYIICCTBILITH MTOUCK HOBOW MH(pOpMAINU, He0OX0MuMOH T 3(h(hEeKTUBHOTO BEHITIOHEHUS TPO(ECCHOHATEHBIX
3aJaHuNl

CIoco0HOCTh OpaTh Ha ceOst OTBETCTBEHHOCTh 33 PabOTy YICHOB KOMAH/bI (MOMYMHEHHBIX), PE3Y/IbTAT BHIMOJIHCHUS 3a-
JaHui

BE&XJIHMBOE, () (HEKTUBHOE B3aMMOJIEHCTBHUE C KOJJIETaMH, PYKOBOJICTBOM U PYKOBOJICTBOM, M TIOTPEOUTENSIMH, BEI 3/10PO-
BBII 00pa3 KU3HU
yMeHHUe OleHUBATh 3()(HEKTUBHOCTh W KaYeCTBO BBIOPAHHBIX THUIIOBBIX METOJOB M CIIOCOOOB BBIMOJHEHHS MpodeccHo-
HaJIbHBIX 3aja4
CcrocoOHOCTh OPraHU30BEIBATh Pad0ovYee MECTO ¢ COOITIOJICHHEM TPeOOBaHUI OXpaHEI TPYIa
CIOCOOHOCTh HCIOJB30BaTh HH(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B INPO(PECCHOHAILHOW NesATEIBHO-
CTH

CTpEeMJICHUE K TUYHOCTHOMY Pa3BUTHIO, CAMOOOPa30BaHHIO
CIOCOOHOCTh OPUEHTHPOBATHCS B YCIOBHIX YaCTONH CMEHBI TEXHOJIOTHIA B TIPO(PECCHOHANBHOM ACITEIEHOCTA

1.3. TpyaoBas qucHUIINHA
(otIeHKa 1 3aMeYaHUs)
2. 3aka04yeHue: CTyICHT TToKas3ail Ipo(heCCHOHAIBHYIO TIOATOTOBKY
(ouieHka)
« » 20 T Hoamuce pykoBogurens npakruku ot [’ KITIOY MO CIT COT
MLII. Jupekrop CIT COT C.I'. Kapacesa

MOAIKCH N.0. damunus
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« » 20 TI. HO,HHI/ICL PYKOBOAUTEIIA MPAKTUKU OT OpraHru3aliun

M.IL.

JloKHOCTE TIOIUCH N.0. ®amumus

MPUWIOKEHME 2
®opMa THeBHMKA 0 NPAKTHKE (3AMOJHIETCH Ha KAXKIA0T0 00y4arouerocs)

OneHkr 1o IPOM3BOACTBEHHON NPAKTUKE BBICTABISIIOTCS B J/IHEBHUK IPOM3BOJCTBEHHOMN
MPAKTUKHU (XapaKTEPUCTUKU MPO(HECCUOHATBLHOMN NeATEILHOCTH 00yJaronerocs Ha MpakTHKE) ¢ yKa-
3aHHEM COJIEP>KaHUs MPAKTHUECKON pabOThI, BBIMOJHEHHBIX 00YUYaIONIIUMCS BO BPEMsI TPAKTUKH, HX
o0beMa, KaueCTBa BBIIOJIHEHUS B COOTBETCTBUU C TEXHOJOTHEH M (WIH) TpeOOBAaHUSIMH OpraHU3a-
[[MU, B KOTOPOU POXOHIIa TIPAKTHKA.

I'KII0yY MO
«Ceprueso-Ilocaackuii counajibHO-IKOHOMHUYECKHH TEXHUKYM»

JHEBHUK ITPAKTUKH

(bamumust, UM, OTYECTBO CTY/ICHTA)

Coemnanbaocts 46.02.01 «JIokyMeHTAIIHOHHOE 00eceYyeHne YIIPABJICHUS U APXH-
BOBeE/ICHH €»

['pynma

PykoBoauTenb MpakTHKX OT Y4€OHOTO 3aBEICHUS:
JxosaeBa TarbssHa MropeBHa, mpenoaaBaTelb,

TCII:
(®UO, nomxHOCTD, TeIeHOH)

PykoBoauTenb NpakTUKU OT NPEANPUATHS:

TEII.
(®HO, nomxHOCTH, TENCHOH)
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2020 rox

ITPONOKEHUE ITPIJIOKEHUS 2

PYKOBOJAUTEJIb ITIPAKTUKHU

Kapacesa Csetriana ['puropesesua, qupexrop CII COT
Te.
(®UO, noKHOCTD, TeNe(POH)

1. 3aBeIyIOMUM MPAKTUKOM:

3aM. nupektopa no YIIP,
(D®UO, nomxHOCTH, TENEePOH)

2. PykoBouTens MpakTUKUA OT Y4EOHOTO 3aBEICHUS:
xosieBa TarbsHa MropeBHa, mpenoaaBaTeiib
TEJI:

(D®UO, nomxHOCTH, TENEePOH)

3. PykoBoauTenb NpakTUKU OT MPEIITPUSITHS:

(®.1.0., 10mKHOCTD, TenedOoH)

4. KnaccHblil pyKOBOJIUTEb!
JIkoBineBa Tatpsana MropeBHA, IpernoiaBaTelab
TEJ:

(D®UO, nomxHOCTH, TENEePOH)
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ITPOIOIKEHME ITPUIOKEHUS 2

MMAMSATKA
o0yuarouiemMycs, yObIBaoueMy Ha NPaAKTUKY

MNEPEJ HAYAJIOM ITPAKTUKH
OOyuaromnumiics mepes Ha4ajaoM MPaKTHKH 005f3aH MPUHATH YYaCTHE B OPraHU3aLMOHHOM CO-
OpaHMH 110 TTPaKTUKE.
[Tony4nTh JHEBHUK, MPOTPaAMMy MPAKTUKU U HAPABJICHUE HA IPAKTHUKY.
3aroHUTh B TEUEHHE COOpAHMsS MO PYKOBOACTBOM PYKOBOAMTENS MPAKTUKU OT Y4eOHOTO
3aBEJICHUS COOTBETCTBYIOIINE pa3/ieiibl JHEBHUKA.
BBISICHUTE afpec ¥ MapuIpyT CI€IOBaHUS K MECTY MPAKTHKU W TOJHKHOCTHBIX JIUI] WM TTO/I-
paszeneHue, K KOTOpoMy JOJKEH 00paTUTHCS MO MPUOBITUIO Ha MIPAKTHKY.
Wwmets nipu cede TOKYMEHTHI, TIOATBEPKIAIOIINE JTHYHOCTD, sl OPOPMIICHHS TOITyCcKa K Me-
CTY IPAKTHKHU.
B cyuae oTkaza B opopMiIeHUN HA TPAKTUKY (IO JTFOOBIM CIIOPHBIM BOIPOCAM) HEMEJICHHO
CBSI3aThCSI C PYKOBOZICTBOM IPAKTUKU OT TEXHUKyMa

TP O®POPMJIEHUUN HA PABOYEE MECTO

W3ydnTh MHCTPYKIMIO U MOJIYYUTH 3a4eT MO TEXHUKE OE30MacHOCTH M MOoXapHOoU Oe3zomac-
HOCTH, 3aIlOJJHUTh COOTBETCTBYIOIIUH pa3Jes JTHEBHUKA U PACIIMCATHCS B JKypHAIE 10 TeX-
HUKE 0€30IMacCHOCTH 10 MECTY MPAKTUKH.

Bectu exxetHeBHbIC 3aNMCH B THEBHUKE B COOTBETCTBHHU C MAMATKOM.

EsxeHenenbHO MOANMCHIBATH THEBHUK Y PYKOBOIAMTES 110 MECTY HAXOXKIACHUS MPAKTUKH.
[TocTossHHO MMETh JHEBHHK Ha pabodeM MecTe M HPEABSBIATH €ro sl POBEPKH OTBET-
CTBEHHBIM JIHIIAM.

BBIMIOTHATE MHIMBHUIyalbHBIE 3aaHUS TI0/T KOHTPOJIEM PYKOBOJIUTEIEH MPAKTUKH OT Tpe-
OPUATUS U y4eOHOTO 3aBE/ICHHS.

[Tocenmate KOHCYIBTAIMHU, TPOBOMUMBIC PYKOBOIUTEIEM IPAKTHKH OT YI€OHOTO 3aBE/ICHHS.
Crporo cobmroaare TPYIOBYIO IUCIHMIUIHHY, MIpaBUia TEXHUKH OE30MacCHOCTH, MOKapHOH
0€30MacHOCTH, IIPON3BOJICTBEHHON CAHUTAPUH.

BoImonHATh TpeOOBaHU BHYTPEHHETO PACHIOPsAKA MPEAIPUATHS (OpraHnu3alum).

C paspemeHuss pyKOBOAMUTEINS MPAKTUKH OT MPEANPUATHS Y4acTBOBAaTh B IPOU3BOJICTBEH-
HBIX COBEIIAHMIX, INTAHEPKAX U IPYTUX aAIMUHUCTPATUBHBIX MEPOIPUSATHIX.

ITO OKOHYAHHMHU ITPAKTUKH

[IpenspsBUTH THEBHUK, PYKOBOJIUTENIO MPAKTUKHU MO MECTY MPOXOXKIACHUS NMPAKTUKH, 3aBeE-
PUTH MOANMCIMH U ITEYATSIMHU BCE COOTBETCTBYIOIIHME Pa3CIIbI.

3aBepuUTh NOJIUCSAMY U NIEYATSIMH XapaKTEPUCTHUKY.

[Tpu6bITh B yueOHOE 3aBeICHUE U CAATh JHEBHUK U XapaKTEPUCTUKY PYKOBOAUTEINIO MPAKTH-
KH.
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ITPONOKEHUE ITPIJIOKEHUS 2

JIMUHASA KAPTOYKA MHCTPYKTAXA

10 BE3OIIACHBIM METOJIAM PABOTBI, [IPOMCAHUTAPUHU 1 ITPOTUBOITOXAPHOM BE30ITACHOCTU

|. BBoAHBI MHCTPYKTAK
[IpoBen mHKEHEp MO OXpaHe TPyAa U TEXHUKE 0€30MacHOCTH

(®.1.0.)
IHoanuce JlaTa
NHcTpykTaxx nosyun (a) 1 ycBOuUII (a)
IHoanuce JlaTa

I1. IlepBuYHBI MHCTPYKTAK HA pabdo4eM MecTe
ITepeBeneH Ha
(HauMEHOBaHUE y4acTKa, 11exa, OT/AeNa U T.1.)

HNHucTpykTax nposen (a)
(D.1.0.)
[Moanuck JlaTa

HucTpykTax moayyui (a) u ycBoud (a)
IHoanuce Jlata

I11. Bropu4uHblii MHHCTPYKTa:K Ha padodeM MecTe
HuctpykTax nposedn (a)

(d.N.0.)
[Toanuce Jata

HNHcTpykTaxk noiydn (a) u yCcBOuI (a)
Ioanuck [laTta

V. Bropu4Hblii HHCTPYKTa:K Ha padoyeM mecTe
HNHcTpyKTax nposen (a)
(9.1.0.)

Iloamuce Jlarta

HNHcTpykTaxk mosyqu (a) 1 yCBOUI (a)
Iloamuce Jlata
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ITPONOKEHUE ITPIJIOKEHUS 2

Ne
n/n

Bujbl BHINOJTHEHHBIX PadoT

Jlara

IHoanuck pykoBo-
AUTENs

IIM. 03 BeinmostHeHne padoT 10 OAHOM WJIM HECKOJbKHM npodeccusiM padounx, J0KHOCTAM

CIyKaIMX

1.

O3HaKOMJIEHHE C COCTaBOM OpraHu3aIlMOHHO-
pacTOpsIANTEILHOW JOKYMEHTAllUU Ha MPEANpUATUU U
MPOBEJICHUE aHaIu3a IOPUIMYECKON CHIIbI JIOKYMEHTOB
MpETPUSITHSL.

YaacTue B oopmieHun OpraHHU3alMOHHO-
ACIOPSIAUTEIILHON JOKYMEHTALIMU Ha IPEIITPUATUU.

YaacTue B oopmieHun OpraHHU3alMOHHO-
ACIOPSIAUTEILHON JOKYMEHTALMU Ha IPEAITPUATUN

O3HakOMJICHHE C CHCTEMOH JOKYMEHTOOOOpoTa Ha
NpeANpUsATHA (OpraHu3aliy) U aHAJIU3 ero PaluoHaNb-
HOW OpraHu3aInu.

Ydactue B opraHu3aiii JOKyYMEHTOIIOTOKOB M CO3AaHUH|
0a3pl JaHHBIX JOKYMEHTaJIbHOrO (HOHAA TPEANpPUSITHS
(opraHuzanuu) ¢ HCIONB30BAHUEM KaK PYYHBIX, TaK H
PIEKTPOHHBIX CHCTEM JOKYMEHTO0OOpOTA.

BrinonHeHue onepanuii Mo KOHTPOIIO 3a 3(h(HEeKTUBHBIM
MPOXOXICHUEM JTOKYMEHTOB Ha TNPEINpHITHH (B Opra-
HU3aI[1H), CBOEBPEMEHHBIM U B TIOJHOM 00bEME HCIIOJ-
HEHHEM JJOKYMEHTOB.

BrinonHeHue ornepanuii Mo KOHTPOIIO 3a 3(h(HEeKTUBHBIM
MPOXOXICHUEM JTOKYMEHTOB Ha NPEINpHITHH (B Opra-
HU3aI[1H), CBOEBPEMEHHBIM U B TIOJHOM 00bEME HCIIOJ-
HEHHEM JJOKYMEHTOB.

BeinonHeHrne onepanuii no NOATOTOBKE NI IS Olepa-
TUBHOT'O MU ADXUBHOT'O XPAHECHUS.

3auer
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ITPONOKEHUE ITPIJIOKEHUS 2

3AMEYAHUSA U TPEJJIOKEHUSA
paboTrogarelis MO COBEPIICHCTBOBAHUIO KaueCTBA MOATOTOBKM CHEIUAINCTA U
OpraHu3aluy MPOU3BOJACTBEHHOM (MpodecCuOHANBHON) TPAKTUKH

35



puiaoxenne 3

THUTYJIBHBIH JHUCT 0TYETA

I'KIIOY MO
«Ceprueso-Ilocaacknii conuanbHO-3KOHOMUYECKUN TEXHUKYM

CroenunansHocTth 46.02.01 JIoKyMeHTAIIMOHHOE 00ecrieuyeHHue YIIPaBJIeHUs

H ApXHUBOBCJICHHE

OTUYET

O IMPOXOXKAEHUU ITPOU3BOACTBEHHbBIX ITPAKTHUK:

TIM.02 Opeanuzauus apxueHoil u CRPAGOUHO-UHDOPMAUUOHIOU DAOOH b
1O 0OKYMEHmMam Op2anu3auuu

Cpoxk nipoxoxaenusd: ¢ 10.04.2019 no 15.04.2019
OTuer 3alUIIEeH «  » 20 1. c OUEHKOH

IIM.03 Boinoanenue pavom no 0oxicnocmu «/leaonpouszeooumeiny
Cpoxk npoxoxaenus: ¢ 17.04.2019 mno 22.04.2019

OT4eT 3alMILEH «_ » 20 1. C OLIEHKOM

U_npeoounioOMHOU RPAKMUKU
Cpok npoxoxnenus: ¢ 24.04.2020 no 20.05 2020
OT4eT 3alMILEH «__ » 20 1. C OLIEHKOM

Crynentom 2-ro (3-ro) Kypca

®.1.0.

( HAaNMMCHOBAHUEC OpraHu3anuu, V‘ID€}KII€HI/I$I)

PykoBoauTens NpakTUKy OT NPEANPUSITHSA
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YiieHsl KOMUCCHU:

Pazpaboran TKIIOY MO CIT C3T IIpenomaBaTenb T.U. AxoBnena

MecTO paboThI 3aHUMaeMast JOJDKHOCTh N.0. Gamunus
Pazpaboran

MECTO PadOThI 3aHUMaeMasi JI0JDKHOCTh N.0. ®amunus
Okcnept

MECTO PadOThI 3aHUMaeMas JI0JDKHOCTh N.0. ®amunus
Okcnept

MECTO PadOThI 3aHUMaeMas JI0JKHOCTh N.0. ®amunus
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