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YUYEBHOM ITIPAKTUKHA




1. ITactiopT mporpaMmsbl y4eOHOM MPaKTUKH
1.1. MecTo y4eOHOI MPAKTUKH B CTPYKTYPE IPOTPAMMbI  [TOJITOTOBKH CHEIMAIMCTOB CPETHETO 3BEHA.

[TporpamMma ydeOHOIM MPaKTUKU SBISETCS 9acThio paboueil mporpammel B cooTBeTcTBHE ¢ PI'OC mo
cnermaabHocTH CITO 46.02.01 «/lokyMeHTalMOHHOE OOECIICUCHHE YIIPABICHUS M apXHWBOBEICHUE» 0a30BOM
MOJrOTOBKM B YacTH OCBOCHHSI OCHOBHBIX BHUIOB NMPO(PECCHOHANBHON IESITEIBHOCTH NPOPECCHOHAIBLHOTO
Moaysisa Opranuzainusi apXuBHON U CIPAaBOYHO-UH(POPMAILIMOHHOM pabOThI O JOKYMEHTaM OpraHU3aIl|H:

I[IK 1.1. OcyuiecTBasiTh 3KCHNEPTHU3Y LEHHOCTH JOKYMEHTOB B COOTBETCTBHUU C JICUCTBYIOIIMMH
3aKOHOAATEIbHBIMU aKTaMU U HOPMATHBAMH.

1K 1.2. OcymiecTBasTh paboOTy MO MOATOTOBKE M MPOBEJCHUIO COBEIIAHHIA, AETOBBIX BCTPEY, IPHEMOB
Y MPE3EHTAaLM.

[1IK 1.3. Pa3pabareiBaTh W BeCTH KiacCH(UKATOphl, Tabenu M Jp. CHPABOYHHKH IO JOKYMEHTaM
OpraHH3aIHH.

I[IK 1.4. OOGecneunBaTh MNpUEeM M palUOHATIHLHOE pa3MEIIEHWE TOKYMEHTOB B apxuBe (B T.U.
JOKYMEHTOB I10 JINYHOMY COCTaBY).

I1K 1.5. ObecnieunBaTh y4eT U COXPaHHOCTb JOKYMEHTOB B apXHUBE.

[IK 1.6. OpraHu3oBbIBaTh HCIOJIb30BAaHUE APXMUBHBIX JOKYMEHTOB B HAy4YHBIX, CIIPABOYHBIX U
MPAKTUYECKUX LIEIISAX.

[1K 1.7. Ocy1iecTBasTh OpraHU3allMOHHO-METONYECKOE PYKOBOACTBO U KOHTPOIIb 32 PabOTOM apxuBa
OpraHM3alMM U 32 OpraHu3aleil TOKYMEHTOB B J€IONPON3BOCTBE.

1.2. llenu u 3agauu y4eOHON PAKTUKU
C uenpo OBIAJEHUS YKAa3aHHBIM BHUJOM HPO(PECCHOHATIBHOM JESATEIBbHOCTH M COOTBETCTBYIOLIUMHU
npoeCCHOHATLHBIMU KOMIIETEHIIUSIMH CTYJICHT B X0/I€ OCBOCHHS MPO(HECCHOHATLHOTO MOTYJISI TOJDKEH:

HMeTh MPAKTHYECKUH ONBIT:

OpraHu3alii apXUBHOU M CIIPABOYHO-UH(OPMAIIMOHHON pabOTHI MO JOKYMEHTaM OpraHU3alnY;

yMeTh:

— OpraHU30BBIBATH JIEATEIBLHOCTh APXMBA C YUETOM CTaTyca U MpoQUIIs OpraHu3aluu;

— paboTaTh B cCUCTEMax JIEKTPOHHOI'O JOKYMEHTO000POTa;

— HCIIOJB30BaTh B JICATEIILHOCTU apXHUBAa COBPEMEHHbBIE KOMITBIOTEPHBIE TEXHOJIOTHH;

— IPUMEHATh COBPEMEHHBIE METOJAMKU KOHCEPBALUU U PECTaBPaLlUU apXUBHBIX JOKYMEHTOB;

3HATh:

— CcHuCTeMy apxuBHOro ymnpasieHus B Poccuiickoit denepanun u opraHu3anuio ApxXuBHOro (poHaa
Poccuiickoit denepanuu;

— cHUCTeMy XpaHEHHUs U 00pabOTKH JOKYMEHTOB.

1.3. KonudecTBo 4acoB Ha OCBOCHHE MTPOTPaMMBbl Y4€OHOM MPaKTUKHU:
Bcero — 1 menens, 36 gacos



2. Pe3yabTaThl Y4eOHOH NPAKTHKHU

PesynpraTom yueOHON MPAKTHUKH SIBJISETCS] OCBOGHUE OOLTMX KOMITETECHITHHA:

OK 1 [ToHnMaTh CYIIHOCTh M COLMATBHYIO 3HAYMMOCTh CBOEH Oynmymiel mpodeccun,
MPOSIBJISITH K HEM YyCTOWYUBBIN MHTEpEC

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO NIESTENBHOCTh, BHIOMPATh THUIIOBBIE METOMABI U
CIOCOOB! BBINOJIHEHUS MPO(ECCHOHANBHBIX 3a7ay, OLEHUBATh UX 3((EKTUBHOCTb U
Ka4ecTBO.

OK 3 [IpyHUMaTh pelieHus B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYallUAX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4 OcymiecTBIATh MOMCK M UCIOJNb30BaHUE HH(pOpMaAK, HEOOXOAMMOHN s
3G (GEKTUBHOIO BBINOJIHEHUS NPOPECCHOHATIBHBIX 3aJad, HPOPECCHOHATBHOIO U
JMYHOCTHOTO PAa3BUTHUS.

OK 5 Hcnonb3oBars WH(HOPMAITMOHHO-KOMMYHUKAIIHOHHBIC TEXHOJIOT U B
poeCCUOHAILHOMN 1EATEIbHOCTH.

OK 6 PabGorate B koiulekTHBE W KOMaHze, A()DPEKTHUBHO OOIMATHCA C KOJUICTAMH,
PYKOBOJICTBOM, TIOTPEOUTEISIMH.

OK 7 Bpath Ha cebst OTBETCTBEHHOCTh 32 pabOTy WICHOB KOMaH[Ibl (MOJYMHEHHBIX ),
pe3ybTaT BRIOJIHEHHS 33 JaHHA.

OK 8 CaMOCTOATENBHO OMpeneNaATh 3a1aud MPOo(ecCHOHAIBHOTO M JIMYHOCTHOTO
pa3BUTHs, 3aHUMAThCS CaMOOOpa30BaHUEM, OCO3HAHHO IIJIAHUPOBATh IOBBILICHHUE
KB (PUKALHAH.

OK9 OpueHTHPOBATHCS B YCIOBUAX YaCTONH CMEHBI TEXHOJIOTHIA B MPO(ECCHOHATTEHON

ACATCIIBHOCTH.

ITpodeccronanbHBIX KOMIETEHIIHIA:

IK 1.1 KoopnunupoBars paboTy opraHuzanuu (MPUEMHOM pPYKOBOIMTENS), BECTH
IIPUEM ITOCETUTEIICH.

MK 1.2 OcymiecTBiATh pabOTy MO TMOATOTOBKE M TMPOBEICHUIO COBEIIAHUM, J1ETOBBIX
BCTpE€Y, IPUEMOB U MPE3EHTAIHH.

IK 1.3 OcymecTBiATh MOATOTOBKY JENOBBIX IOE370K PYKOBOJIUTENS U JPYrux
COTPYAIHUKOB OpTraHU3aIHH.

IK 1.4 OpraHu3oBbIBaTh paboyee MECTO CeKpeTapsi U PyKOBOIUTEIIS.

IIK 1.5 Odopmisate u PErUCTpUpPOBAThH OpraHU3aIMOHHO-PACIOPSAUTEIbHbIE
JTOKYMEHTBI, KOHTPOJIHPOBATH CPOKHU MX MCIIOJHEHHS.

MK 1.6 OOpabarbiBaTh BXOASIINE M UCXOISIINE JOKYMEHTHI, CUCTEMAaTH3UPOBATh HX,
COCTaBJISITh HOMEHKJIATYPY A€ U (POPMHUPOBATh JJOKYMEHTHI B JIefia.

K 1.7 CamocTodaTenbHO paboTaTh ¢ JOKyMEHTaMH, COJepKaIUMU KOH(DUICHINAIBHYIO
WH(POPMAIIHIO, B TOM YHUCIIE C JOKYMEHTaMH T10 JINYHOMY COCTaBY.

MK 1.8 OcyiecTBiATh TeneQoHHOE 00CTyKNBaHNE, MPUHUMATh U MepeaaBaTh (PaKchl.

K 1.9 Ocy1ecTBiATh NOATOTOBKY JI€N K IIEpeiade Ha apXUBHOE XPaHEHHUE.

IIK 1.10 CocTaBisATh ONMUCH /€7, OCYLIECTBIATHh MOATOTOBKY JA€d K Iepelradye B apXuB

oprannsanvu, roCygapCTBCHHBIC U MYHHUIIUITIAJIbHBIC apXUBEI.

3. CtpykTypa u copepkaHue nporpaMmbl ydeOHOW MPaKTUKU




Conep:kaHue NpakTHKH

COXPAaHHOCTb JOKYMCHTOB B apXUBC.

CpOKa XpaHeHM; AeJ1 10 JUYHOMY COCTABY; JIMYHBIX A€ U JbIYHBIX KAPTOYCK.
OdopmiieHre acopTa apXuBa OPraHU3aINH.

CocraBJjieHue U 0(pOpMJIEHHE OMUCH el YIIPABJIeHYeCKOH JOKYMEHTAIMM TIOCTOSHHOTO
CpOKa XpaHEeHHUs; 1eMd 110 IUYHOMY COCTABY; JIMYHBIX JAEI U JIBIYHBIX KAPTOUEK

Buner Bunger pabot CogepxaHrie OCBOGHHOTO y4eOHOTro MaTepuraia, He0OX0AUMOTO JIJIsl BBIIOJIHEHUS paboT Konnuect
JeSITEIb- BO 4acoB
HOCTH (Henenp)
I1IK 1.1. OcymectBiars skcniepTu3y | BBoaHbIi HHCTpYKTaK. THCTpyKTaX 110 TEXHUKE OE3011aCHOCTH. )
LEHHOCTHU JIOKYMEHTOB B| [IpoBenenue sxcrnepTU3bl HEHHOCTH JOKYMEHTOB U 0OpMIICHHE €€ PEe3yIbTaTOB.
COOTBETCTBUM C JEHCTBYIOLIUMH
s 3aKOHOJATEIbHBIMU  aKTaMU |
< HOPMAaTHBaMH.
E OBglajieHre HABBIKAMU PabOTHI C MPOrpaMMaMH AIEKTPOHHOTO JOKYMEHTO000poTa 2
L0 [1IK 1.2. Bectu paboty B cucremax
% S 3IEKTPOHHOTO JOKYMEHTO000pOoTa
T > _
O IIK 1.3. PaszpabateiBath M BecTH| Pa3paboTka u BelieHHE Kiaccu(UKaTOpoB, Tabenel u APYrux CpaBOYHUKOB MO JOKYMEHTaM | /
E‘E g( KjIaccu(ukaTtopsl, Tabenmu W Jp.| OpraHu3aluu
e CIOPAaBOYHMKM 10  gokymMeHTaM | OdopmiieHue e 1Jisl epeJayn Ha XpaHeHHe B APXUB OPraHu3aluu.
5 = OpraHH3alH. 1.ITommuBKa fei.
p—
~ 3 2.0 opmieHne 00JI0KKH AeTa.
= S 3. CocraBieHue 3aBEpPUTEIIHON HAAIIUCU
@p 4. Hymepanus CTpaHHII
E é I[IK 1.4. OGecneunBatey mpuem u| OdopmiieHue nen A rnepeaadyu Ha XpaHeHUE B apXUB OPTaHHU3alIUH. 7
= paloHaIbHOE pasmenienue| OcylecTBICHHE TPHEMa U PALIMOHATIBHOTO Pa3MEIICHUs JOKYMEHTOB B apXuBe (B T.4. YUCIIe
E o JOKYMEHTOB B apxuBe (B T.4.| JOKYMEHTOB IO JINYHOMY COCTaBY)
< % JIOKYMEHTOB I10 JIMYHOMY COCTaBY).
e)
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= = .
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OPI'AHU3ALININ




IIK 1.6. Opranu3oBbIBaTh
UCIIOJIb30BaHUE apXUBHBIX
JIOKYMEHTOB B HAyYHBIX,
CIIPaBOYHBIX W MPAKTHUUYECKHUX
HEJISIX.

[Touck TOKYMEHTOB U JIeJl IO KaTajory apXuBa.

Opranuzanusi HCIOJIb30BAHMUS APXUBHBIX JIOKYMEHTOB B HAy4HbIX, CIPaBOYHBIX H
MPAKTUYECKUX IEIIsX.

OdopmiieHre KaTaIOKHBIX KAPTOUEK

[IK 1.7. OcyniecTBIIsITh
OpraHU3aIMOHHO-METONYECKOE
PYKOBOACTBO M  KOHTpOIb  3a
paboToii apxuBa OpraHu3aluu U 3a
OpraHu3aneii  JTOKyMEHTOB B
JIEeTIOTIPOU3BO/ICTBE.

OCYH_ICCTBJ'IGHI/IG OpraHnu3allMOHHO-METOAUYCCKOI0 pyYKOBOJACTBA U KOHTPOJIA pa6OTBI apxXuBa
OopraHu3aly U Opraiv3anu JOKYMCHTOB B ACJIOIIPOU3BOJACTBC.







4.YcoBus OPraHu3alMu M NOBeAeHUs Y4eOHOH PAKTHKH

4.1. TpeOGoBaHUs K JOKYMEHTAIUH, HEOOXOAMMOI 1JIf1 IPOBeIeHHsI MIPAKTUKU:

B oOpazoBarenbHOM yupexaenun 1o crenuanbHoctd  46.02.01  «/lokymeHTanmoHHOE
oOecrieyeHrEe YNPaBICHUS W apXMBOBEACHUE» IMPEIyCMAaTPUBACTCS CIEAYIOIIAas OCHOBHAs
JOKYMEHTAIUS 0 MIPaKTHKE:

[Tonoxenne mo MpakTUKe OOYYAIOMIMXCS, OCBAMBAIOLIMX OCHOBHBIE NPO(ECCHOHATBHbIC
oOpa3zoBaTeNbHbIe IPOrPAMMBI CPEIHET0 MPOPECCHOHATBHOI0 00pa30BaHUS;

nporpamMMa y4eOHOM MPaKTUKHU;

MPUKa3 O Ha3HAYCHUHU PYKOBOJIUTEIS MIPAKTUKU OT 00pa30BaTEIbHOTO YUPEKACHMUS,

rpaduK IpoBeICHUS PAKTHKH;

3aJaHus y4eOHOM MpPaKTUKH;

rpaduK IpOBEPKH MaKeTa JOKYMEHTOB M JHEBHUKA MO y4EOHOI MpaKTHKe.

[To pe3ynbraraM MNPaKTUKH CTYACHT JOJKEH MOATOTOBUTh M NPEICTaBUTh Ha MPOBEPKY
KOMIUIEKT JIOKyMEHTOB M JHEBHHK. B KOMIUIEKT JOKYMEHTOB BKIIIOYAIOTCS BCE MaTepHAIIbI,
BBITIOJTHEHHBIE COTJIACHO 33JaHUSIM MO Y4eOHOH MpaKTUKE, CBUACTEIbCTBYIOIIUX O 3aKpErIeHUU
3HAaHU#, yMEHWH, TPUOOPETEHHH TNPAKTUYECKOTO  OMbITa, (OPMHPOBAHUM  OOMUX W
npodeccroHaNbHBIX KOMIETEHIIN, OCBOEHUHU MPOPECCHOHATHHOTO MOIYJIS.

K KOMIUIeKTy JOKYMEHTOB TMpHJIAraeTcsi THEBHHUK, OTPAKAIOMIMKA EXKEAHEBHBIM 00BEM
BBITIOJTHEHHBIX paboT. CTYAEHT B OAMH U3 MOCIEIHUX JHEH MPAKTHKHU MOITY4aeT UTOTOBYIO OLEHKY
1o y4eOHOM MpaKTHKe.

B nportiecce ocBoeHUS CTyI€HTaMU COJIEP KaHUS POTPaMMbl POU3BOICTBEHHOM MPAKTUKH
JIOITYCKAeTCsl UCIIO0JIb30BaHUE HA 3aHATUSAX MOOMIBHBIX TEJIE()OHOB C LIENbIO

- TOTIOJTHUTETIHHOTO MOUCKA MH(POPMAIUH 110 Y4EOHOMY MPEAMETY;

- IPOCMOTpa 00yYarOIIEero BII€0, IPE3eHTAIHT;

- HCIIOJIb30BAHUS OHJIAH-CIIOBapei

- IOMCKa HYXKHOUM MH(GOPMAIINH WX TTepexo/ia Ha HeoOxoaumbid cailT (I'pamoTa.py);

- BBITOJIHEHUS TECTa,

- HCTIONIb30BaHus oToarmapara.

OOopynoBanne W TeXHH4YECKOe OCHalleHHe paldouyero mecra olOyvamomerocs B
YCJIOBUSAX AUCTAHIMOHHOIO 00y4eHHsI

CornacHo «IlonoXeHHI0O O BBEIEHUM TUCTAHIMOHHOTO OOydYeHHs M  HCHOJIb30BAHUU
AJIEKTPOHHOTO OOYy4YeHHs, JAUCTAHIMOHHBIX OOpa30BaTENbHBIX TEXHOJIOTHH TMPH pean3alnuu
OCHOBHBIX M [IONOJHHUTEIbHBIX NPO(PECCHOHANBHBIX oOpa3zoBaTenbHbIX mHporpamMm B [BIIOY
«JlyboBckuii memarormyeckuil kosuemx» (yrBepknaeHo Ilpukazom Ne 105 or 06.04.2020 r.)
OIpeNieJIeHbl  YCIIOBHMSI  JUCTAaHIIMOHHOTO OOY4YeHHs W HUCHOJb30BAHUS  JAMCTAHIMOHHBIX
oOpa3oBaTeNbHbIX TEXHOJOIMM B oOpa3oBarenbHbIX mnporpammax B ['BIIOY (nmanee xomnemx) B
00pa3oBaTeLHOM IpOIIecCe.

Jis peanu3anuu mporpaMMbl y9eOHOW TPaKTUKHA B YCIOBHSX JAWCTAHIIMOHHOTO OOYdYEHWS,
OpPraHU3yeMOro B CJlyya€ BO3HUKHOBEHHS OCOOBIX OOCTOSITEIbCTB, HEOOXOJMMO OCHAIECHHE
pabouero Mecta 00y4JaroIUXCs:

— MEePCOHATILHBIN KOMITBIOTEP C BeO-KaMepoil, MUKPO(OHOM U JUHAMUKAMHU JINOO MOOHIIBHOE
TEXHUYECKOE YCTPOMCTBO (YCTPOWCTBO COTOBOM CBSI3M, IUIAHIIET M T.I.) C BBIXOJOM B CETb
WNHtepHerT;

—YCTaHOBJIEHHOE Ha KOMIbIOTEpE UM TesehoHe NpuiIokeHne «B KOHTakTe.

B ycnoBuAX NUCTaHIMOHHOTO OOyuYeHHs 3a/laHUs CTyJAEHTaM, HE MMEIOIIMM BO3MOXKHOCTH
paboTaTh ¢ mpuioxkeHueM «B KOHTakTe», pacchUIalOTCsl Ha BJEKTPOHHYIO MOYTY; 00y4arouumcs
obecrieynBaeTcsi JOCTYN K Y4eOHBIM MaTepHuajaMm IpernojaBareield, pa3MelIeHHbBIM B CepBHCE
«ObnayHOE XpaHEHUEY.



Jlexuu, Teoperndyeckue Matepuansl YMK, 3amaHust 1 ydeOHbIE TEKCThI ISl MPAKTUYECKUX
pabot u camocTosaTenbHON padboThl cTyeHTOB (CPC) Tak ke MOTyT pa3MeIarbcsi B yaeOHOU rpyIine
conanbHoi cetn «BK» B paznene «becenay.

4.2. TpeOoBaHUSI K MaTEePHAJIBHO — TEXHUYECKOMY 00ecre4eHUI0 NPAKTUKH

Peanu3anus nporpammbl yueOHOM MpPaKTUKU MpeIosaraeT Hajauuue ydyeOHOW KaHLEIspuu
Komnemka. YaeOHas KaHIEISIPUS OCHAIIACTCS

MeGenb: CTOJIBI U CTYJIbs U1l CTYJEHTOB;

IIepcoHabHBIE KOMIIBIOTEPHI;

HoytOyxu;

MoY;

daxc;

[Tocyna aiist mpuemMa rnoceTUuTeNen;

Kannenspckue npuHaaieKHOCTH;

Pacxonneie matepuainsl;

OpranuzanlnoOHHO-pAacIOPANTENbHAS JOKYMEHTALUs KOJUIEKa

4.3. UadopmanuonHoe odecrieueHne 00y4eHust
Pexomennyemas nureparypa
®denepanbHble 3aKOHbl 1 HOPMATUBHBIE TOKYMEHTHI:

1. Poccuiickas @enepanus. 3akonbl. TpynoBoii konekc Poccuiickoit denepanuu

[DnexTponnblii pecypc]: @enep. 3akoH ot 30.12.2001 r. Ne 197-®3 [mpunst ['[[ ®C PD
21.12.2001r.] // —. — . Pexxum goctyma: http: // www.pravo.gov.ru.

2. TocynapcTBeHHasi cucTeMa JOKYMEHTAI[MOHHOTO obOecriedcHus yrpasicHus OCHOBHBIE
nonioxkeHusd. OOmme TpeOoBaHMS K JOKYMEHTaM U CIy:K0aM JOKYMEHTAallMOHHOTO OOECeYeHHUs-
Ono6peno kosterueit ['maBapxuBa CCCP 27.04.88 Ilpuxas 'maBapxuBa CCCP ot 25 mast 1988 1. N
33.

3. TOCT P 7.0.8-2013 Cucrema craHmaapToB Mo HHGpOpMAIMH, OHOIHOTEYHOMY U
M3AaTeNbcKoMy Aeiy. Jlenonpous3BoACTBO U ApXUBHOE /1€710. TepMUHBI U ONPECICHHUS.

4. OcHOBHBIE TpaBWia pabOTHl apXxuBOB opranuzaiuii. OmoOpensl Pemenuem Komnerun
Pocapxwusa ot 06.02.2002

OcHoOBHas nuTeparypa

5. AxrTyanpHble MpoOJEMbl aJIMUHUCTPATUBHOIO IMpaBa W mponecca: yueOHuKk / M.B.
Kocrennukos, A.B. Kypakun, A.M. KoHoHOB 1 f1p. - 2-¢ u31., nepepad. u jomn. - M.: FOuuTu-/lana,
2018. - 495 c.

6. bacakoB, M.U. JlokymeHTannoHHOe oOecreueHue yrpaBieHHs (C OCHOBaMU
apxuBoBeaenus) [Tekct]: Yueb6. mocobue / M.U. bacakos. - M.: Knopyc, 2019. - 216 c.

7. bacakoB, M.U.[lenomnpousBonactBo (JlokymMeHTalMOHHOE oOOecTeueHne YrIpaBIeHUs)
[Texcr]: Yue6. / M.U. bacakos. - 13-¢ uzn., crep. - P.u//l: ®enunkc, 2018. - 376 c.+ [Ipunoxenwus. -
(CITO)- PMO.

8. I'punGOepr, A.C. JlokyMeHTallmoHHOe oOecrnedueHne ympasieHus: y4deOnuk / A.C.
I'pundepr, H.H. ['opb6aués, O.A. Myxamermuna. - M.: FOuuru-/lana, 2018. - 391c.

9. JlemuH, FO.M. Cekperapckoe JIeNI0:  YHUBEPCATbHBIN crpaBoYHUK [
HO.M. llemun. - M.; bepnun: {upexkr-Menua, 2018. - 321 c.

10. MonuTOpHHT TpaBonpuMeHeHus B Poccuiickoit denepanyn: yueOHOe TocoOue / o pe.
M.M. Pacconos. - M.: FOuutu-Jlana, 2018. - 240 c.

11. ITomnog, C.JI. Jlenonpou3BoACTBO U ceKpeTapckas paboTa Ha IEPCOHATLHOM KOMIIBIOTEPE
[Teker] / C.JI. Ilomos. - M.: Conon-IlIpecc, 2019. - 424 c.
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12. Iemxoga, I'.I. Cexperapckoe aeno: yuedHoe nmocodue / I'.J]. IlemkoBa. - 3-e u3z., ucmp.
u go1. - Munck: Bermmiimas mkona, 2020. - 368 c.

13. Poroxun, M.IO. JlokymeHTalMOHHOE O0ECTIeUeHNEe YIIPABICHUS: IPAKTHUECKOE MOCOOue
/ MLIO. PoroxwuH. - M.; bepnun : JIlupekr-Menua, 2018. - 398c.

JlononuurenpHas IUTEpaTypa

14. Baromuna, M.B. Opranu3zanus W TEXHOJOTHS JOKYMEHTAIIMOHHOTO OO0ecreYeHus
ynpasienus [ Tekct]: Yue6. mocobue / M.B. Baronuna. - M.: Jlamkos u K, 2015. - 320 c.

15. enonpousBonactBo: OOpa3isl, 1oKyMeHThl. Opranu3anus U TexXHoJorus padotsl. bornee
120 noxymenToB [Tekct] / ITox pen. M1.K. Kopueea, B.A.Kynpsiea. - 3-e uzj., nepepad. u gom. -
M.: IlpocnexT,2012. - 480 c.

16. JlokymeHTaIlMOHHOE oOOecredeHue ymnpaBieHus: ydeOHoe mocodue / HoBocuOupckmii
rOCYJapCTBEHHBIM arpapHblii yHUBepcuTeT, JkoHoMmuyeckuil (akynprer; coct. C.I. YUepHosa. -
Hosocubupck: UL «3omotoit komoc», 2014. - 106 c.

17. Poroxun, M.}O. HacTonpHas KHUra cekperapsi: MOArOTOBKa JJOKYMEHTOB: IIPAKTHUUECKOE
nocobue / M.YO. Poroxun. - M.; bepnun: dupexkr-Menua, 2014. - 363c.

18. Poroxun, M.IO. Oprammszanus nemonpousBozicTBa npeanpustus: (Ha ocuoBe ['OCT
P6.30-2003): y4eOHO-mpakTudeckoe mocobue / M.IO. Poroxun. - M.; Bepnun: [Qupekr-Menua,
2014. - 209 c.

19. Jlykam, FO.A. BoiTh cekperapem pykoBoauteids (upmsbl: yuyebHoe mocodue / FHO.A.
Jlykamr. - M.: ®aunTa, 2012. - 98 c.

20. OcHoBbl MeHemkMeHTa: yueOHuk / nmox pen. B.B. Jlykamesuu, U.B. bopoaymiko. - 2-e
u3 1., nepepabd. u gom. - M.: FOuurtu-/lana, 2015. - 271 c.

21. TTmenko, A.B. [loxkymeHTanmonHoe obGecrneueHue ymnpapneHus: Ilpaktuxym [Tekcrt]:
VY4e6. mocodue / A.B. ITmenko. - 3-¢ u3m.,crep. - M.: Akanemus, 2012. - 160 c.

22. TlpaBoBoe oOecnieueHue npodeccuoHanbHoi nearenbHocTh [Tekcer]: Yueb. mocobue mis
OakamaBpoB / [Tox pen. A.4. Kanycruna. - 2-e u3a. mepepad. u gon. - M.: FOpaiir, 2013,2015. - 382
c.

23. Temenko, A.W. IlpaBoBoe oOecrneveHne MPOPECCHOHATBHON AesTenbHOCTH [Tekct]:
VYueb. nocodue / A.W. Trimenko. - M.: Puop: UTHOPA-M, 2014. - 216 c.

24. llyneruna, M.B. ApxuBoBeaenue: yueonoe nocooue / M.B. [llynsruna ; Munucrepctso
obOpazoBanust W Hayku Poccuiickoit ®enepanun, denepabHOEe TOCYAapCTBEHHOE aBTOHOMHOE
oOpa3zoBarelbHOE  YUpEXKJeHHUEe BbIcIiero mpodeccruoHanbHoro oOpa3zoBaHus  «CeBepHBIi
(ApkTuueckuit) denepanbHblii yHuBepcuteT uMeHH M.B. JlomonocoBa». - Apxanrenbck: WJI
CADY, 2014.-233 c.

4.4. TpeGoBaHNsl K PYKOBOAUTE/ISIM MPAKTUKHU

TpebGoBaHMsI K pYKOBOJUTENSIM MPAKTUKHA OT 00Pa30BATEIBHOTO YUPEIKIACHHUS:

HaJU4He BBICIIET0 00pa30BaHUsl, COOTBETCTBYIOIIETO MPO(HIIIO CIEIMATIBHOCTH;

HaJM4YMe MPAKTUYECKOIO OIbITa JAESATENbHOCTH B OpPraHu3alusX COOTBETCTBYIOIIEH
npodeccuoHaIbHOU chephr;

MPOXOXKACHHUE CTAXKUPOBKHU B TIPO(EeCCHOHATBFHBIX OpTaHM3alusIx He pexe | pasza B 3 rona;

MOBBINICHHE KBaTU(UKAIIMK HE pexe |1 paza B 3 rona;

4.5. TpeGoBaHus K COOJII0OICHUIO TEXHUKHU 0€30IIACHOCTH U MOKAPHOIi 0e30MacHOCTH

Ha 0a3e npakTuku 10KHBI 00ecrieunBaThesi 0€30MacHble YCIOBUS TPY/Ia.

[Tpu mpOXOXXKAEHUHM MPAKTHUKU MPOBOAUTCS MEPBUYHBIA MHCTPYKTaK Ha pabodyeM MecTe 1o
TEXHUKE O€30MacCHOCTH, LENbI0 KOTOPOTO SBISETCS O3HAKOMIIEHHE OOYYalOMIMXCS C TOPSIKOM
paboThI, TpeOOBAHUSAMH JIEKTPOOE30TACHOCTH U MTOKAPOOE30MaCHOCTH.
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5. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA

I[MPOPECCHUOHAJIBHOI'O MOAYIJIA (BUJA I[TPOPECCHUOHAJIBHOU
JIESITEJIbHOCTH)
PesynbraTs! OCHOBHBIE OKA3aTeNN OLEHKI @DOpMBI U METOABI KOHTPOJIS U OLIEHKU
(ocBOEHHBIE MPOQecCHOHATIBHBIC pe3yabTara
KOMIIETEHIINH)
OK 1. ITonumars CYILIHOCTh u| B3aumopeiictBue ¢ oOydarommmmcs,
COLHUATBHYIO 3HaYHMMOCTb CBOEH | TIpernoaaBaTeNIsIMy, pykoBoauTensmu | OleHKa Ha 3aIlUTe 0TYeTa MO MPaKTUKE
Oynymel npodeccuu, NposBIATh K HEH | MPaKTHK B XoJe 00y4YeHus,
YCTOMYMBBIA UHTEPEC. HemoHcTpanys YBaXEHHUS cBOCH
podeCcCHOHANBHOMN peryTalyun
- pe3ymbTaTHBHOCTh  y4acTHi B
poQeCCHOHANBHBIX KOHKYpCax,
KOH(EepEeHIMAX, TPOEKTAaX BBICTABKAX,

OoJIUMITHagax

OK 2. OpranuzoBbBaTh COOCTBEHHYIO
JeATeNIbHOCTh,  BBIOMPaTb  THUIOBBIE
METOAbl W CIOCOOBI  BBINOJHEHHMS
npo)eCCHOHATIBHBIX 3a7ad, OICHUBATh
uXx 3 (HeKTHBHOCTb U KaueCTBO.

JleMoHCTpauust uHTEepeca K Oymyuien

npodeccun

PaI_[I/IOHaJ'HJHOCTb TIJIaHUPOBAaHUA u
opraHusanus ACATCIbHOCTHU B
COOTBETCTBUU C IIOCTAaBJICHHBIMU
3ajauaMd, OOOCHOBaHHOCTH BHIOOpa |
TPUMEHEHUS MeToza pemreHus

HpO(l)eCCI/IOHaJ'ILHBIX 3aga4

HAKOIIUTEJbHAs OLICHKA 3a pEUICHUs
HECTAaHAAPTHBIX CUTyallMi Ha ydueOHOM
IIPAKTUKE

OK 3. Ilpunumats pelieHus B| -aICKBaTHOCTh  OLCHKM  BO3MOXXHOTO | HAKOMUTEJIbHAS OLEHKA 3a pPELICHHS
CTaHAAPTHBIX u HECTAHJAPTHBIX | PUCKA IPU PEIICHUH HECTAHJAPTHBIX | HECTAHJAPTHBIX CHUTYyal[Mii Ha yueOHOU
CUTyalUsix M HECTH  3a  HHUX| NPOPECCHOHATBHBIX 3aJady B OOJACTH | MPaKTHUKE
OTBETCTBEHHOCTb. obecrieueHns peann3aliy npaB rpaxkiaaH

B cepe TNEHCHOHHOrO oOecredeHus u

COLIMAIILHOU 3aIINTHL;

- PaIMOHAILHOCTh peleHust

CTaH/APTHBIX MPO(PECCHOHATBHBIX 3a]a4

B 00nacTu OOeCICUCHHS peaTn3aluu

npaB rpaxaad B cdepe MEHCHOHHOTO

00€eCTICUeHHS U COLIMAJIbHOW 3allUTHI;

- apryMeHTHPOBAHHOCTh CaMOaHAIN3a

BBINOJHEH NS TPO(ECCHOHANBHBIX 3a/1a4.
OK 4. OcymiectBisth ITOKMCK M| - TOYHOCTH W  CKOPOCTh TIOHMCKA| - HABBIKK HCIIOJIL30BAHUS JJIEKTPOHHBIX
HCIIOJIB30BaHUE uHpoOpMaIKY, | HEOOXOJUMOM U  pElIeHUs] 3aa4u | HCTOYHUKOB.
HeoOxomaumon s 3ddexTuBHOrO | HHGOPMAIUY; - HAKOIIMTEIbHAS OIIEHKa 3a
BBITIOJTHCHU S l'[pO(beCCI/IOHaJ'H)HI)IX 3anad, | - MOJIHOTAa WCIOJb30BaHUA PAa3JIMYHBIX | IPEACTABJICHHYIO I/IH(bOpMaHI/IIO Ha

npodeccuoHambHOTO U
pa3BUTHA.

JIJMYHOCTHOT O

HUCTOYHUKOB, BKJIFOYasl 3JIEKTPOHHBIE [TPU
BBITIOJTHEHIH CaMOCTOSTETEHONW PabOTHI;
- TPaMOTHOE H3JIOKEHHE COOCTBEHHBIX
CY)KIEHMM Kak B YCTHOM Tak H
MMUCBMEHHON (hOpMe C HCHOIB30BAHUEM
JIEIOBOM JIEKCUKHU

y4e0HOIl TpaKTHKe
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OK 5. Ucrnosib30Bath  MHGOPMAITMOHHO-
KOMMYHHUKAIIMOHHbIE ~ TEXHOJOTMH B
podeCCHOHANBLHOMN eI TENLHOCTH.

- COCTaBJICHHE TEPEeYHs OQHUIHATLHBIX
CaliTOB HOPMAaTHBHO — MPaBOBOW 0a3bl B
o0macTh mpaBa W OpPTraHU3AINH
COLIMAJIEHOTO obecrieueHus Ha
(denepambHOM, PETHOHAIBHOM, MECTHOM
YPOBHSIX;

-HaOI0/IcHNE 3a HaBBIKAMU pPaOOTHI B
r00anbHEIX, KOPITIOPATHBHBIX u
JIOKAJIbHBIX HH)OPMALIMOHHBIX CETIX

OK 6. Paborarh B  KOJJIEKTUBE U

KOMaH/e, 3¢ dexTHBHO oOmaTecs
¢ KOJUIeTaMu, PYKOBOJCTBOM,
MTOTPEOUTEIISIMH.

- TIOJTHOTA COOIONEHUS STHIECKUX HOPM
W TpaBWJI  B3aHNMOJCHCTBHA C KOJUIE-
TaMH, pyKOBOJICTBOM, KIIHEHTAMU;

- TIOJTHOTA BJIAJCHUS IPHUEMaMHU BEIICHUS

-HaOJIOJICHUE 33 POJIBI0 OOYJAIOIIHXCS
Ha y4eOHOH MpaKTHKeE,;

-OT3bIB PYKOBOJAUTENS 10 MPAKTHKE O
JCATEIbHOCTH CTYJCHTA Ha YyueOHOU

JVICKYCCHH, JTUCITYTA, JTIasora, | MpaKkTHKe

MOHOJIOTA;

- pe3ynbTaTUBHOCTh B3aUMOJCHCTBUSA C

y4aCTHUKaMU npodeccroHabHOM

JesITeIbHOCTH
OK 7. Bpats Ha ce0s1 OTBETCTBEHHOCTh 33| -  aICKBAaTHOCTh  CaMOaHalW3a M| -MOHHUTOPHHT  pa3BUTHS  JIMIHOCTHO-
paboty YJICHOB KOMaH/Ibl | KOPPEKIIMK pe3yJIbTaToB COOCTBEHHOI | MPpOodecCHOHAIbHBIX Ka4yecTB
(MOYMHEHHBIX), PE3yNbTAT BHITIOIHEHMS | pabOTHI; 00yJaroIerocs;

3aJaHuH.

- IIOJIHOTA BBINOJIHEHUS O0SI3aHHOCTEH B
COOTBETCTBUHU C UX pACHIPEACIICHUCM
- 000CHOBaHHOCTh aHaJIM3a IMpo1ECCOB B

-OT3bIB PYKOBOJIHUTENSI IO IIPAKTUKE O
JIeITENIbHOCTH CTyJeHTa Ha Y4eOHOM
IIPAKTUKE

rpynine TpH  BBHINOJHEHWUH  3aj1ad

NIPaKTUKH Ha OCHOBE HAOIIOACHMUSA,

MIOCTPOEHHE BBIBOAOB W pa3paboTka

pEKOMEeHAALNHT.
OK 8. CamocrosTensHO onpenenats | -OCyIIecTBICHHe  MPAKTUYECKOH U | -MOHUTOPHHI  Pa3BUTUS  JIMYHOCTHO-
3a1auu npodeccroHanbHOrO Y| MO3HABATENbHONW  JESATENBHOCTH 10 | MPO(ecCHOHATBHBIX KauecTB
JMYHOCTHOTO  Pa3BHUTHS, 3aHUMAThCS | COOCTBEHHOI MHHIIMATHBE o0yyaroImerocs;
camMo00pa3oBaHHEM, OCO3HAaHHO -OT3bIB PYKOBOJIUTENS II0 HPAKTHKE O
IUTAHUPOBATh MIOBBILIIEHHUE JIeITeNIbHOCTH CTyJeHTa Ha YydeOHOH
KBaTM(UKALINH. MIPaKTHKE
OK 9. OpueHTHpOBaTbCS B YCJIOBHSX| - TOTOBHOCTh HCIIOJB30BaTh HOBBIE | -MOHUTOPMHI  Pa3BUTHSl  JINUHOCTHO-
4acToi CMEHBI TEXHOJIOTHH | OTpaciieBble TEXHOJOTMH B 00JacTH | MpodhecCHOHATBHBIX KauecTB
B IpO(heCCHOHAITLHOM AEATEILHOCTH. JOKyMEHTAI[HOHHOTO obecrieuenwnst | oOydaromerocs;

YIpaBJICHUsT ¥ apXUBOBEICHUS; -OT3bIB PYKOBOJAMTENS IO MPAKTHKE O

- aHaIN3 JEWCTBYIOIIETO | AEATEIBHOCTH CTYyAE€HTa Ha Yy4eOHOM

3aKOHOJIaTEIbCTBA B obJyacTu | MpakTHKe

TIEHCHOHHOTO obecrieueHus "

COLMAJIbHOM 3aIUTHI
OK 10. Ucnonusts BOMHCKYIO | -  TPOSIBICHME  BOJEBBIX  KAyecTB,| -MOHUTOPHHI  Pa3BUTHS JIMYHOCTHO-
00s3aHHOCTh, B~ TOM  4YHCJ€  C| HAaCTOWYMBOCTH M LEJICYCTPEMIIEHHOCTH | MPOPECCHOHATBHBIX Ka4ecTB
IIPUMEHEHNEM TIOJTYYEHHBIX | B JIOCTIKEHUH MOCTABIICHHBIX IieTIel o0yyarorerocs;
podecCHOHANBHBIX 3HaHUN (nas -OT3bIB PYKOBOJAMUTENS II0 HPAKTHKE O
IOHOIIIEH). JEeSTeTbHOCTH CTYIeHTa Ha Yy4eOHOH

IIPAKTHKE
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IIK 2.1. OcymecTBiiTh 3KCIEPTUY
LEHHOCTH JOKYMEHTOB B COOTBETCTBHHU C
JCUCTBYIOIUMHU 3aKOHO/IATEIbHBIMH
aKTaMHu ¥ HOpMAaTHBaMU.

Meroauyeckd TIpaMOTHOE TPOBEICHHE
nporenypst D11/T.
[paBunbHOE OdOpMIICHHE PE3yIbTATOB

DIV

HaOmonenne 3a [eATENBHOCTBIO B
nporecce OCBOCHHSA MPOTPaMMBI
MIPO(eCCHOHANTBHOTO MOZYJIST CTyZAEHTa
W OIEHKAa JOCTIDKCHUS pe3ynbTara
qyepes:

- OTpa0OTKY MPaKTUYECKUX HABHIKOB;

- BBIMTOJIHEHHE 33/I1aHUH B THEBHUKAX;

- 3aIIUTY OTYETa 10 y4eOHOH NMPaKTHUKE;
- IOJIrOTOBKY KOMIIJIEKTa IOKYMEHTOB.

[IK 2.2. Bectu pabory B cucTeMax
3NIEKTPOHHOTO JOKYMEHT0000POTa.

Ogagerne HaBBIKaMH PabOTEHI ¢
MIpOrpaMMaMH JIEKTPOHHOTO
JIOKYMEHT0000pOTa

HaOmonenne 3a  [edTENbHOCTBIO B
npoliecce OCBOCHHUS pOrpaMMBbI
npodecCHOHAIBHOTO MOAYJISL CTYJIEHTa
U OLEHKa JOCTHXEHHS pe3ynbTaTa
yepes:

- 0TpabOTKy NPAKTUYECKUX HABBIKOB;

- BBITIOJIHEHHE 33/1aHUH B THEBHUKAX;

- 3aIIUTY OTYETA 110 y4eOHOH NMPaKTHKE;
- IOJrOTOBKY KOMILJIEKTa JOKYMEHTOB.

IIK 2.3. PaszpabareiBath u Bectu| Co3manue U BencHue kiaccupukatopoB| HaOmiomeHne 3a  JIEATCIBHOCTBIO B
KIaccu(UKaTopsl, Tabend W JpyTHe| apXUBHBIX JOKYMECHTOB OpTaHU3AIUH. mporiecce OCBOCHHSA TIPOTPaMMEBI
CIIPaBOYHUKHU o nokymentaMm | Cozmanme Tabeneil 1O MOKyMEHTaM | MpodecCHOHANBHOTO MOMAYISL CTyIeHTa
OpTaHU3aIHH. OpraHU3aIud W OIEHKAa JOCTIDKCHHS pe3yibTara
Co3maHme  apxXuBHBIX  OmNHMCeH M| depes:
ApXHMBHBIX KaTaJIOTOB - 0TpabOTKy NPAKTUICCKAX HABBIKOB;
- BEITIOJTHEHUE 3aJaHUH B THCBHUKAX;
- 3aIIUTY OTYETa MO YUeOHOU MPaKTUKE;
- IOJATOTOBKY KOMIIJICKTa TOKYMCHTOB.
IIK 2.4. O6ecnieunBath mnpuéMm wu| [lommmBka u odopmieHue aeina | HaOmiogeHwe 3a  JIEATCIBHOCTBIO B
parMoHaIbHOE pa3MelleHHe TOKyMEHTOB | Iepelayl B TOCYAAPCTBEHHBIN apXUB mporecce OCBOGHUS MPOTPaMMBbI
B apxuBe (B TOM uucie MOKyMeHTOB 1o | CocTaBiieHHE aKkTa MpueMa-mnepenadn | mpodecCHOHAIBHOIO0 MOMAYJS CTyICHTa
JUYHOMY COCTaBY). JOKYMCHTOB B TOCYJTapCTBCHHBII apXUB | H  OIIGHKAa JOCTIDKCHHS pe3yibTara
CocraBieHre KapTOYKH IMOPOHAOBOTO H | Yepes:

MIOCTEIUIAKHOTO
yKazaresuei
CocraBneHune nacrnopTa apxuBa

TonorpapuIecKux

- 0TpabOTKY NPAKTUYECKUX HABBIKOB;

- BBITTOJIHEHHE 33/1aHUH B THEBHUKAX;

- 3aIIUTY OTYETa 110 Yy4eOHOH NMPaKTHKE;
- OJIrOTOBKY KOMIIJIEKTA IOKYMEHTOB.

K 2.5. O6ecreunBaTth y496T U
COXPaHHOCTH JJOKyMEHTOB B apXHUBE.

CocTaBllcHHE JIHNCTAa M aKTa IIPOBCPKHU
HaJinyusg W COCTOAHUA [CJI B aApPXUBE
OopraHusanuu

CocraBlieHHE aKTa O TCXHHYCCKHUX
onInoKax B YYE€THBIX JOKYMECHTAaX

HabmroneHne 3a  [IesATeTbHOCTRIO B
mporiecce OCBOCHHSA MIPOTPaMMEI
po(eCCHOHATBFHOTO MOIYJS CTYyJCHTa
W OICHKAa JOCTIDKCHHS pe3yibTara
yepes:

- 0TpaboTKy NPAaKTUIECKUX HABBIKOB;

- BBITIOJTHEHUE 3aJaHUN B THCBHHUKAX;

- 3aIIUTY OTYETA [0 YIeOHOU MPaKTHKE;
- MOJITOTOBKY KOMITJIEKTA JOKYMEHTOB.
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K 2.6. OpraHu30BBIBaTh
HCIIOJIb30BaHHE apXUBHBIX JJOKYMEHTOB B
HAYYHBIX, CIIPABOYHBIX M MPAKTUIECKUX
LEIsX.

CocraBneHne UCTOPUIECKON CIIPAaBKU K
(onny

CocraBieHne HHOOPMAIIMOHHBIX TIHCEM
CocraBneHne BBITUCKH W3 APXUBHBIX
JOKyMEHTOB
Opranuzanus
JIOKyMEHTOB
[MoaroroBka myGnuKauuii IO apXUBHBIM
JOKyMEHTaM

BBICTaBKHU APXHBHBIX

HaOmonenne 3a  [eATENBHOCTBIO B
nporecce OCBOCHHSA MPOTPaMMBI
MIPO(eCCHOHANTBHOTO MOJYJISl CTYAEHTa
W OICHKAa JOCTIDKCHUS pE3ynbTara
qyepes:

- 0TpabOTKY NMPAaKTUYECKUX HABBIKOB;

- BBIMTOJIHEHHE 33/I1aHUH B THEBHUKAX;

- 3aIIUTY OTYETa 10 y4eOHOH NMPaKTHUKE;
- IOJIrOTOBKY KOMIIJIEKTa JOKYMEHTOB.

[IK 2.7. OcymecTBIsATs OpTaHU3aIOHHO

- METOOMYECKOE  DPYKOBOJICTBO U
KOHTPOJIIb 3a paboroii apxuBa
OpraHM3allid ¥ 3a  OpraHu3anuen

JAOKYMCHTOB B ACJIOIIPOU3BOACTBE.

CocraBneHne  HOMEHKIATYpPBl el
OpraHu3alyu
CocraBiieHue ANIEKTPOHHOU 0asbl
JAHHBIX JIOKYMEHTOB apxuBa
OpraHu3aluu
CocraBlieHue OJDKHOCTHOM

MHCTPYKIHMH VI COTPYAHUKOB apXHBa
CocraBneHne 1iaHa pa0OTBl apxuBa
OpTaHM3aINA

HaOmonenne 3a  [edTENbHOCTBIO B
npoliecce OCBOCHHUS pOrpaMMBbI
npodecCHOHAIBHOTO MOAYJISL CTYJIEHTa
U OLEHKa JOCTHXEHHS pe3ynbTaTa
yepes:

- 0TpabOTKy MPaKTUUYECKUX HABBIKOB;

- BBITIOJIHEHHE 33/1aHUH B THEBHUKAX;

- 3aIIUTY OTYETA 110 y4eOHOH NMPaKTHKE;
- IOJTOTOBKY KOMIIJIEKTA JOKYMEHTOB.
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