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PA3JIEJ 1. OPTAHU3ALIMOHHO-METOAUYECKHU

1.1. NEJb U 3AJAYHN IPAKTUKHU

[leapt0 MPOM3BOJCTBEHHON MPAKTUKU MO MPOPECCHOHAIBHOMY MOJYIIIO
IIM.04 Bvinonnenue pabom no 0OHOU Ul HECKOAbKUM npogheccusm padbouux,
O0NHCHOCIAM CIYHCAWUX OpPTaHu3yeTcs: B (popmMe MpaKTHUYECKOH MOATOTOBKU U
ABIsieTCs  (opMHUpOBaHHE Yy OOydYaloImMxcs OOHmmMX ¢ MNpodeccuoHaIbHbIX
KOMITETCHIIUH, IPUOOPETEHNUE TPAKTUIECKOTO OIBITAa, HAIIPABICHHOE HA OCBOCHHE
BUJIa JCATENBbHOCTU 4.3.5. Buvlnoinenue pabom no 0O0HOU UNU HECKOIbKUM
npogheccusim  pabouux,  OOJHCHOCMAM  CAydHcAWux W  CIOCOOCTBYIOIIEE
dbopMupoBaHHIO OOIMMX U MPO(YECCHOHATBHBIX KOMIIETEHIIMNA MO CHEIUaTbHOCTH
40.02.04 FOpucnpyoenyus.

3amayaMyd TIPOM3BOJICTBEHHOW MPAKTUKH IO TPO(EeCCHOHATHLHOMY MOJIYITIO
IIM.04 Bovinoanenue pabom no 00HOU UNU HECKOAbKUM Npogheccusm pabouux,
O0IHCHOCMIAM CILYHCAUWUX SIBIISTIOTCSL:

- 3aKpEIUICHUE U YIIyOJeHUE U CUCTeMaTU3alus 3HAaHUW U YMEHUM, MOTyUYeHHBIX
npu u3ydeHun wmexauciuummaapaoro kypca (MIK) Bwinoanenue pabom no
npogheccuu « Cekpemapb-aOMUHUCMpPamop »;

- 3aKpervicHWEe TIEPBOHAYAIBLHOTO TIPAKTHYECKOTO OIBITAa W TPHOOPETCHHE
CaMOCTOATENILHOTO  OMbITa MPO(PECCHOHANBHON  NIEATETLHOCTH B YCIOBUSIX
TPYJIOBOTO KOJUICKTHBA,;

- IpUOOIIIeHNE K paboTe B TPYIOBOM KOJUICKTUBE;

- pa3BuTHE MPO(HECCUOHATFHOTO MBIIIICHUS;

- 0TOOp HEOOXOAMMOTO MaTepHaia JjIsl BHITTOJIHCHHSI MHANBUAYATHLHOTO 3aIaHUS U
coctaBiienust OTuera 0 MPOXOKACHUH MPOU3BOJICTBEHHON MPAKTUKH.

B pesynbTaTe mpoXoxJaeHus MpOU3BOIACTBEHHOW MPAKTUKW OO0YyYaroIIuics
JOJDKEH ~ TPHOOpecTH  CIEAYyIIHe  MPAKTHYEeCKUH  OMBIT,  YMEHUS,
npodeccuoHanbHbIE KOMIIETEHITUH:

NPaKmuyecKuil onvim:

- CocTaByieHHsI TIOJDKHOCTHOM MHCTPYKITUU CEKpeTapsl.

- [Ipuema u pacnpeneneHus TeneQOHHBIX 3BOHKOB OpraHU3aliu.



- Opranu3anuu padoThI C TIOCETUTEISIMUA OPTaHU3AIUH.

- BhInoHEeHUsT KOOPIMHUPYIONIUX U 00CCIICYMBAOIIUX (YHKIIHIA.

- OpraHu3anuy TEKYIIero XpaHeHus JOKYMCHTOB.

- Opranuzanuu rnpueMa 1 rnepeaayu JOKyMEHTOB IMOCETHTENEH pyKOBOICTBY
¥ COTPYIHHKAM OpPTaHU3aIHH

- O6paboOTKH J1eT AJIS MOCISAYIONEro XPAaHCHHS

- [InanupoBanus padbodero JAHs

- Opranu3anuy TeJIe(OHHBIX TIEPErOBOPOB PYKOBOIUTEIS

- OpraHu3anuyu KOMaHIUPOBOK PYKOBOIUTEIIS

- OpraHu3anuu pabdoThI C TOCETUTEISIMU B TIPUEMHOMN PYKOBOIUTEIIS

- CocTaBjicHHS YIPaBICHYCCKONW JOKYMEHTAIUH

- Opraamzanmmu  WHOOPMAIMOHHOTO B3aUMOJICHCTBUS PYKOBOJIUTEIS C
0JIpa3/ICIICHUSAMH U JIOJDKHOCTHBIMH JIUIIAMHU OpPTraHU3alin

- [ToaroroBku MHOOPMATMOHHO-aHATUTUYECKUX MAaTEPHAIIOB

- OpFaHI/ISaHI/II/I ACJIOBLIX KOHTAKTOB H ITPOTOKOJIBHBIX MCpOHpHHTHﬁ.

ymembs:

- IPUHUMATh U PacHpeesaTh TeNe(POHHbIE 3BOHKU OpraHUu3aluu

- BBINIOJIHATH KOOPJAUHUPYIOIINE U oOecrneunBarone GQyHKIuu

- 0Ka3aTh MOMOLIb PYKOBOJUTEINIO B IJIAHUPOBAHUHU pabOUYETro BpEMEHU

- IJTAHUPOBATh pabOYUil IEHb CEKpeTaps

- OpraHu30BaTh TeJe(POHHbIE EPErOBOPHI PYKOBOIUTEIS

- OpraHn30BaTh KOMaHIUPOBKY PYKOBOIUTEIS

- OPraHu30BaTh pabOTy C MOCETUTENIMU B IPUEMHON PYKOBOJIUTES

- IOATOTOBUTH, POBECTH U OOCTYKUBATh KOH(PEPEHTHbIE MEPOTIPUATHUS

- HUCIIOJHATH PEIICHUS, OCYIIECTBIATH KOHTPOJIb HWCIIOJHEHUS IOPYYEHUU
PYKOBOIUTEIS

- OpraHu30BaTh M MOJJEPKUBATh (PYHKIMOHAIbHOE pabouee MPOCTPAHCTBO
NPUEMHON U KaOMHETa PYKOBOIUTENS

- aHAM3UPOBATH UHGOPMAIINIO U TOTOBUTH WH()OPMAITMOHHO-aHATUTHIECKUE

MaTepuabl



- OpraHru30BaThb ACJIIOBBIC KOHTAKTHBI U IIPOTOKOJIbHBIC MCPOITPHUATHA

- UCIIOJIHATD PCIICHUA PYKOBOJAUTCIIA.

3Hamb:
- IPUHIIUITBI OPTaHU3AINH PAOOTHI C TOCETUTENISIMU OpTaHU3aIIH
- IPUHLHUIIBI OPTaHU3alUU PabOThI C JOKyMEHTaMU
- IPUHITUIIBI OPraHU3alMy TEKYIIETO XpaHEHUS JOKYMEHTOB
- IPUHIIUITBI OPTaHU3aluKu 00pabOTKU Ae AJIsl MOCIEAYIOUIETO XPaHSHHS
- IPUHIIUIIBI COCTaBIICHUS U 0(OPMIICHHUS YIIPABICHUECKONU TOKyMEHTAIlUN
- IPUHIIMIIBI OPTaHU3alMK PabOThI C TOKYMEHTAMU B IPUEMHOM PYKOBOAUTENS
- IPUHLHUIIBI OPTaHU3ALMN XPAHEHHSI TOKYMEHTOB B TPUEMHOM PYKOBOJUTENS
- IPUHIIMIIBI O0ECIIeUeHUsl PYKOBOAUTENS HHPOpMaIUei
- IPUHLHUIIBI OpraHUu3alud HHPOPMALOHHOTO B3aUMOJIEUCTBUS PYKOBOAUTEIS
C MOJPa3AECICHUAMU U TOJDKHOCTHBIMU JIMIIAMHA OPTaHU3aLuU
- OpuHUUNbl  (GOPMHUPOBAHHMA  MHPOPMAIMOHHOTO  B3aUMOJEHCTBUS

PYKOBOJIUTENS C OPraHU3alUsIMHU

1.2. BUJI MPAKTUKHU, CIHOCOBb U ®OPMA EE ITPOBEJAEHUASA
Buja npakTHKy — MpOU3BOICTBEHHAS .

Cnoco0 POBEACHUS MIPOU3BOJICTBEHHOMN MPaKTUKH o
npodeccuoHaibHOMY Moayito [IM.04 Beinonwenue pabom no o0OHOU UlU
HeCKOIbKUM npogeccusm pabouux, OO0JHCHOCMAM CAYHCAwux B OPTaHU3AIUAX,
HaIpaBJCHUE JESITEIbHOCTH KOTOPBIX COOTBETCTBYET MPOQPWII0 TOJTOTOBKHU
CIIEIUAIIUCTOB CPEAHEro 3BeHa Mo crenuaibHoCTH 40.02.04 Opucnpyoenyus, Ha
OCHOBE JIOTOBOPOB, 3aKJIIOYEHHBIX MEXKIY YHUBEPCUTETOM M OpraHu3aieil Ha
TIPOBEICHHUE MTPON3BOACTBEHHOM MPAKTHKHU.

dopma npoBeACHUS MPOU3BOJCTBEHHON MPAKTUKU MO MPOo(HecCUOHATHEHOMY
Monyito IIM.04 Buwinonwenue pabom no 00OHOU UIU HECKOIbKUM NPOGdeccusim

paboyux, OONAHCHOCMAM CYIHCAUJUX TIPOBOJUTCS B CIIeIyIONIEeH Gopme:



KOHIIEHTPUPOBAHHO - MyTeM BbIAeNeHUs B Tpaduke ydyeOHOro mpolecca

HEIPEPHIBHOTO MEpHo/ia Y4eOHOr0 BPEeMEHH Jis MPOBEAEHUSI TPOU3BOACTBEHHOM

npakTtuk, npegycmorpeHHsix OITOII CITO, nociie 0cBOEHHS BCEro MOAYJIS.

1.3. IVIAHUPYEMBIE PE3YJIbTATbBI OBYUYEHMUSA B IPOLECCE
IPOXOKJIEHUSA ITPAKTUKHU, COOTHECEHHBIE C
ININIAHUPYEMBIMMU PE3YJIBTATAMHU OCBOEHMUAA
OBPA3OBATEJBHOM ITPOT'PAMMBbBI

Pesynbratsl ocBoenuss OOIL:
KOJl U
bopMyIMPOBKA KOMITETSHITUN

[Inanupyemsble pe3yabTaThl OOyUYeHHUs: 3HAHUS,
YMEHUS1, HABBIKU XapaKTEPHUIYIOIIUE ITAIbI
(dbopMupOBaHUA KOMIETSHIINNA U
00€eCIeunBaOIINE JOCTHKEHHUE TNIAHUPYEMBIX
PE3YNBTATOB OCBOEHUS TPOTrPaMMBI

OO0111ie KOMIIETEHIIAN

OK 01. Bribupats ciocoObl
pelIeHus 3a1aq
npodecCuOHaIbHON
JESTSIIBHOCTH MMPUMEHHUTEIHLHO K
Pa3TUYIHBIM KOHTEKCTaM.

YMmeHusi:  pacrno3HaBaTh  3aqady  W/WIHU
npobieMmy B NpodEeCCHOHAIIBHOM  W/WIU
COIIMAJIBHOM KOHTEKCTE; aHAJTU3UPOBATh 3a/1a4y
u/unu mpoOieMy M BBIIETATH €€ COCTaBHbIE
YacTH; ONpPENEeNsATh JTambl PEUICHUs 3aJauH;
BBIABIIATH U 3G(HEKTUBHO UCKATh HH(POPMAITHIO,
HEOOXOAMMYIO [l pEIICHUs 3aJaud W/WUiu
npoOJIeMBI;

COCTaBUTh IUTAH  JICHCTBHSI;  OMPECIHTH
HEO0OXOIMMBIE PECYPCHI;

BIIAJCTh AaKTyaJIbHBIMH METOJaMU pPabOThI B
npoecCHOHAILHON H  CMEXHBIX  cdepax;
peanu3oBaTh COCTABJICHHBIM TUIaH, OIICHUBATh
pe3yiabTaT W TOCJIEACTBUSA CBOMX JCUCTBUH
(caMOCTOSITETFHO WM C TIOMOIIBI0 HACTABHUKA)
3HAHUSA: aKTyaJbHbIH NpodecCUOHATBHBIN U
COILIMAJIbHBIN KOHTEKCT, B KOTOPOM MPUXOJIUTCS
paboTaTb W JKUTh, OCHOBHBIE HWCTOYHUKHU
uH(OpMAIUU U PECypChl IJIsl PEIIeHUs 3a1a4d 1
npobiieM B NpodeCCUOHAIBHOM  W/WIU
COI[MATIbHOM KOHTEKCTE;

aNTOPUTMBI BBITIOJTHEHUS pabor B
npodeCCUOHAIBHOM W CMEXKHBIX O0O0JaCTAX;
METO/Abl paboThl B MpPodecCHOHANBHOU U
CMEXHBIX cdepax; CTPYKTypy IUTaHa JUIA
pelieHus 3a/1ay; MOpsIOK OIEHKH Pe3yJIbTaToB
perieHus 3a/a4y npodeccuoHanbHON
JESATETLHOCTH

OK 02. Ucmionp3oBaTth

Ymenusn: OIPCACIATE 3agadu JJI1I ITOMCKa
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COBpEMEHHbBIE CPEJICTBA MOMCKA, | UHGOPMAIIMK;  OMpENeisITh  HEO0OXOIUMBbIE
aHalIM3a U UHTEPIIpeTalun VUCTOYHHUKHU uH(pOopMaIuy; IJIAaHUPOBATH
uHbOpMaluu U nporecc MTOMCKA; CTPYKTYpHpPOBAaTh
UH(GOPMAIIMOHHBIE TEXHOJIOTUU | MTOJIy4aeMyIOo uH(OPMAIIHIO; BBIICIIATH
JUTS BBITIOJTHEHUS 3324 HaubOosee 3HAYMMOE B TepeyHe WH(pOpMalUu;
npogeccuoHATBLHON OLICHUBATh MPaKTUYECKYIO 3HAYUMOCTh
NESTEIBHOCTH. pe3yJIbTaTOB NOUCKA; OPOPMIIATH PE3yJIbTAThI
HoMCKa
3HaHMA: HOMEHKJaTypa HWH(POPMAIIMOHHBIX
UCTOYHUKOB IPUMEHSEMBbIX B
npo(eCCUOHATIBHON ~ I€ATEIbHOCTH; MPUEMBI
CTPYKTYpUpOBaHUs  HHpopMmanuu;  Gopmar
odopmiieHus pE3yJIbTaTOB ouckKa
uHbOopMaIuu
OK 03. [InanupoBats u Ymenus: ONIPENEIIATh aKTyaJbHOCTb

peanu30BbIBaTh COOCTBEHHOE
npodeCCUOHAIBHOE U
JUYHOCTHOE Pa3BUTHE,
MPEANPUHUMATEIIBCKYIO
JEATEIIbHOCTD B
npoecCuoHaNBHOU cperie,
WCIIOJIb30BaTh 3HAHUS 10
paBOBOM U (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHBIX
YKU3HEHHBIX CUTYaIIHsIX.

HOPMATHUBHO-TIPABOBOW  JOKYMEHTallMd B
npo(hecCHOHANBFHON AESTENbHOCTH; MPUMEHSTh
COBPEMEHHYI0O HAYYHYIO Mpo(deccrnoHaIbHYIO
TEPMHHOJIOTHIO; ONPEAENATh M BBICTPaUBaTh
TPACKTOPUHN TMPOPECCHOHATBHOIO PA3BUTHUS U

caM0o00pa3oBaHUs
3Hanus: coJiepKaHue aKTyaJbHOU
HOPMAaTHBHO-IIPAaBOBOK JOKYMCHTAIUH;

COBpPEMEHHasi HayyHas M MpoQecCuoHAbHAS
TEPMUHOJIOTHS;  BO3MOXKHBIE  TPAEGKTOPUHU
po¢heCCUOHAIBHOTO pa3BUTHUS u
caM000pa30oBaHUs

OK 04. DddexTrBHO
B3aMMOJICCTBOBATh U pabOTaTh
B KOJUIEKTUBE U KOMaH/IE.

YMeHusi: OpraHu30BbIBaTh PadOTy KOJUJIEKTHBA
Y KOMaH[Ibl; B3aMMOJIEVCTBOBATh C KOJUIETAMH,

PYKOBOJICTBOM, KJIMEHTaMH B X0Je
1poheCCUOHAIBHON JIeITEIIBHOCTH
3Hanmus: TICUXOJIOTUYECKHE OCHOBBI

JEATEIIbHOCTH KOJUIEKTUBA, MCUXOJOTHYECKUE
OCOOEHHOCTH JIMYHOCTH; OCHOBBI TPOEKTHOMN
JIEATEIIbHOCTH

OK 05. OcymiecTBisiTh YCTHYIO
U TIMChbMEHHYI0O KOMMYHUKAIUIO
Ha FOCYJIapCTBEHHOM SI3bIKE
Poccuiickon @enepaunu ¢
y4eTOM OCOOEHHOCTEMN
COIIMATILHOTO U KYJBTYPHOTO
KOHTEKCTA.

YMeHusi: TPaMOTHO H3jaraTh CBOU MBICIU H
o(OpMIISITH TOKYMEHTHI 10 TIpodeccroHaIbHON

TEMAaTUKE HA  TOCYJApPCTBEHHOM  S3BIKE,
NPOSIBJISITh ~ TOJIEPAHTHOCTH B paboyem
KOJUIEKTUBE

3HaHMA:  OCOOEHHOCTM  COLMAJIBHOTO U

KyJIbTYPHOTO KOHTEKCTA; MpaBuiia opopMiIeHUs

JIOKYMEHTOB u MIOCTPOEHUS YCTHBIX
COOOTIICHHMIA.

OK 06. ITposBiTh TpaXXAaHCKO- | YMEHMsI:  OMNHUCHIBaTh  3HAYMMOCTh  CBOEH

NaTPUOTUYECKYIO MO3ULIUIO, npodeccnr  (CHEIUAIbHOCTH);  NPUMEHSTH
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JIEMOHCTPHPOBATH OCO3HAHHOE
MOBEACHUE Ha OCHOBE
TPaJIUITNOHHBIX
00I1IeYeIOBEUECKUX IIEHHOCTEH,
B TOM YHCJIC C YIECTOM
rapMOHH3AIUH
MEKHAI[MOHAIBHBIX U
MEKPEIUTHO3HBIX OTHOIIICHHUH,
IPUMEHSITh CTaHIapPThI
AHTHKOPPYIIIHOHHOT'O
MIOBEICHHUS.

CTaHAAPThl AHTUKOPPYNLIMOHHOIO [TOBEIEHUS.
3HaHun: CYIIHOCTb IPaKIaHCKO-
NaTPUOTHUECKON MO3UINH, 00IIEYEIOBEYECKUX
[EHHOCTEH; 3HAYMMOCTh NPOdeCcCHOHATHLHON
NEATEeILHOCTH 10 TIpodeccuu (CIennaaTbHOCTH);
CTaHAApThl AHTUKOPPYILIMOHHOTO MOBEACHUS U
IIOCJIEJICTBHSI €70 HAPYILICHMUS.

OK 07. ConeiicTBOBaTh

Ymenusn: CO6J'IIOI[3.TI> HOPMBI AKOJIOTUYECKOM

COXPaHEHUIO OKPYIKaoIIEH 0€30MacHOCTH;  ONPEACNATh  HalpaBIICHHS
Cpellbl, pECypCcOCOEPEKEHHUIO, pecypcocOepexeHus B pamKax
MPUMEHSITh 3HaHUS 00 npodecCuoHaIbHON NEeATEIbHOCTH 1o
W3MEHEHUH KJIMMaTa, IPUHLHIBI | Ipodeccuu (CrennaasbHOCTH)
OepexITMBOro MPOU3BOJICTBA, 3Hanus: npaBuia AKOJIOTUYECKOMN
3¢ PeKkTUBHO ACICTBOBATH B 0€30MacHOCTH npu BEJCHUU
Ype3BbIYANHBIX CUTYAIUSX. npo(heCcCHOHATIBHON J1€ATENbHOCTH; OCHOBHBIE
pecypchl, 3a/IeVICTBOBAHHbBIE B
npoeCcCUOHANIBHON  JCSTENbHOCTH;  IMyTH
obecrieueHus: pecypcocOepeKeHUs
OK 08. cnons30BaTh CpeACTBA | YMEHHUA: HCII0JI30BaTh (UBKYIBTYpHO-
bu3UeCcKO KyJIbTYpbI IS 03JI0pPOBUTEIBHYIO NEATEIIBHOCTD TUTSt
COXpaHEHUS U YKpPEIUICHUS YKpEIUICHUS 3/10pOBbS, JIOCTUKEHUS
3JI0pOBbsI B IIpoLIEcCe JKU3HEHHBIX M MPO(PECCHOHANBHBIX LENeH;
npodecCuOHATbHON PUMEHSTH paImoHaIbHBIE MIPUEMBI
NEeATEIbHOCTH U MOAJIEPKAHUSL | ABUTATENIbHBIX (QYHKIMI B MpodeccuoHanbHOM
HE0OXOAMMOTO YPOBHS NEeATEIbHOCTH;,  MOJIb30BAaThCA  CPEACTBAMU
bu3nueckoit npOPHUIaKTUKA IIEpEHAIPSKECHUS
MOATOTOBJIEHHOCTH. XapaKTEepHBIMU I JaHHOW  mpodeccuu
(cienanibHOCTH)
3HaHusi: poib (QU3MYECKON KYJIBTYphl B
OOIIEKYJIbTYpHOM,  HPO(ECCHOHATIBHOM U
COI[MAJIbHOM PpAa3BUTHM 4YEJIOBEKAa; OCHOBBI
3JI0POBOTO oOpaza KU3HH, YCIIOBHUS

npodeCCUOHAIBHONW ~ ACSATEILHOCTA M 30HBI
pucka (U3NYECKOro 370POBBs sl Tpodeccuu

(cmenuanbHOCTH);  CpelcTBa  MPOPUIAKTUKH
TIepEHAINPSHKCHUS
OK 9. Ilonp3oBaThes YMeHusi: OHMMATHL OOIMMH CMBICI YETKO
npodecCuoOHaATbLHON MIPOU3HECEHHBIX BBICKA3bIBAHUM HA W3BECTHBIC
JTIOKyMEHTAIUEeN Ha TeMbl  (TIpod)eCCHOHANIBHBIE U OBITOBBIC),
rocyJJapCTBEHHOM U MMOHUMATh TEKCTHI Ha 0a3oBEIC
WHOCTPAHHOM SI3bIKaX. npodecCHOHANbHBIE TEMBI, Y4YacTBOBaTh B
uajorax Ha 3HAKOMBIE oorue u
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npo(ecCHOHANBbHBIE TEMBI; CTPOUTH MPOCTHIC
BbICKa3bIBaHUsI O cebe U O  CBOEH
npo(ecCHOHANBHON  JIEATENbHOCTH;  KPaTKO
OOOCHOBBIBaTh U OOBSICHUTH CBOW JIEHCTBUS
(Tekylmiue M IUIaHUPYEMBbIE); MHUCATh MPOCTHIC
CBSI3HBIC COOOIIEHUS Ha 3HAKOMbBIE WU
HMHTEPECYIONINE MPOPECCUOHATBHBIC TEMBI

3HaHuMsA: TpaBWia TIOCTPOCHUSI TMPOCTHIX U
CJIOHBIX MPEIOKECHHM Ha
npodeccuoHaNbHbIE TEMBI; OCHOBHBbIE
o01IeynoTpeOouTeNbHbIC Taroiasl (ObITOBas U
npodeccuoHalibHas JIEKCUKA); JIEKCHUEeCKUH
MUHUMYM,  OTHOCAIIMWACA K  OINHMCAHUIO
PEIMETOB, CpE/CTB u MIPOLIECCOB
npodecCuoHaTbHON NESTEHHOCTH;
O0COOCHHOCTH TPOU3HOIICHUS; MPaBUIa YTCHUS
TEKCTOB MPO(heCCHOHATHFHON HAIPABIEHHOCTH

ITpodeccronaibHbie KOMIIETEHIIMT

IIK 1.3 Buazers HaBbIKaMH
MMOATOTOBKH IOPUINYECKUX
JIOKYMEHTOB, B TOM 4YHCJIE C
HCIIOJIb30BaHUEM

HH(POPMAITMOHHBIX TEXHOJIOTHI;

IIpakTUYeCKHH ONBIT:

CocrapiieHue pa3IM4HbIX JOKYMEHTOB.
3HaHun:

- COBpPEMEHHbIE HH(OPMALIMOHHBIE TEXHOJIOTUU
paboThI C TOKYMEHTaMH;

- IOPSIIOK pabOTHI C TOKYMEHTAMU;

- IpaBujIa padbOThI ¢ BXOAALIUMU, HCXOASIIUMHU
Y BHYTPEHHUMH JIOKYMEHTaMU;

- TpeOOBaHUs, IPEIBABIAEMbIE K TOKYMEHTaM B
COOTBETCTBUM C HOPMATUBHBIMU IIPABOBBIMH
aKTaMH U FOCyAapCTBEHHbIMH CTaHIapTaMHu;

- IpaBWia CO3JaHUS W BeACHUS 0a3 JTaHHBIX
CIIy>K€OHBIX JOKYMEHTOB B OpraHU3alluu.
Ymenus:

- pabotatb CcO BCE€H  COBOKYMHOCTBIO
UH(GOPMAIIMOHHO-T0KYMEHTAIIMOHHBIX
pECYpCOB OpraHU3aLNH;

- 10JIb30BaThCS aBTOMAaTU3UPOBAHHBIMU
CUCTEMaMHU Y4YeTa, PEerucTpanud, KOHTPOJs H
MH()OPMAIIMOHHO-CIIPABOYHBIMA ~ CHUCTEMaMH
pu paboTe ¢ JOKyMEHTaMH OpraHu3alluu;

- NPUMEHSTh COBPEMEHHbIE HH(POPMAIIMOHHO-
KOMMYHUKAIIMOHHbIE TEXHOJIOTUU AJIS paOOTHI C
JOKyMEHTaMu, B TOM 4YHClIe Ui ee
ONTUMM3ALMHU U NOBBIIEHUS 3()(PEKTUBHOCTH.
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1.4. MECTO ITIPAKTUKHA B CTPYKTYPE OBPA30OBATEJIbHOH
MMPOI'PAMMBbI
[IpousBoACTBEHHAsT TpPaKTUKa PEATU3YeTCs B paMKaxX MPOQPECCHOHAIBHOTO
Monyns IIM.04 Buvinonnenue pabom no O0O0HOU UMU HECKOIbKUM npogeccusim

paboyux, OONHCHOCHAM CILYHCAUJUX.

1.5. MECTO M BPEMS IPOBEJIEHUSI IMTPOU3BOJCTBEHHOM
IMPAKTUKHU.

[TpousBoACTBEHHAs TpakTHKa M0 MpodeccnoHambHOMY Moy [IM.04
Buinonnenue pabom no 00HOU uaU  HECKOAbKUM npogheccusim  paboyux,
O0IHCHOCMAM CIYHCAWUX TIPOBOIUTCSA y 00yUaIOMUXCS: OUHON (OpMBI 00ydeHUS
2 xypca B 4 cemecTtpe (cpemHee oOmiee oOpa3oBaHme) M 3 Kypca B 6 cemecTpe
(ocHOBHOE 00O11€e 0Opa3oBaHue); 3a04HOM (popmbl 0OydeHus: 3 Kypca (cpeaHee
obmiee oOpazoBanue) u 4 Kypca (0OCHOBHOE 00I1iee 00pa30BaHKe) B TCUCHUE 0OHOU
HEJICIIH.

[Ipon3BoACTBEHHAs TMPAKTHKAa TMPOXOAUT B OpraHU3alUAX, HAIMpaBICHUE
NESATETLHOCTH KOTOPBIX COOTBETCTBYET NPO(UIIIO0 MOJATOTOBKHU CIEIHAIMCTOB
cpeaHero 3BeHa mno cnenuanbHocTu 40.02.01 [Opucnpyoenyusi, Ha OCHOBE
JIOTOBOPOB,  3aKIIOUCHHBIX MEXKIy YHUBEPCUTETOM U OpraHu3aledl Ha
MIPOBEICHHUE MPON3BOJICTBEHHON MPAKTHKHU.

Jlnst  MpOM3BOACTBEHHOW TPAKTUKA -  CHOCIHHAIBHO  000PYIOBaHHBIC
MOMEIICHHUST WM WHBIC TOJAPAa3JIeTICHUs OpraHu3aluid, C KOTOPBIMHU 3aKIIOYCH

JOT'OBOP HA OpraHu3aluio U IIPOBCACHUC ITPAKTHUKH.

11



PA3JIEJI 2. COJJEPKAHUE MPOU3BOJCTBEHHOM MMPAKTUKHA
2.1. TpynoeMKOCTh NPOU3BOACTBEHHOM MPAKTUKHU

[Tpo10mKATETEHOCTH MIPOU3BOICTBEHHOM IPAKTUKH 1o
npodeccuonansHoMy Moayio [IM.04 Bwinonnenue pabom no O00HOU uiu
HecKobKuM npogeccuim pabouux, OonxcHocmam ciayscawux coraacHo OI'OC
CIIO mno cneuuansHocTH 40.02.04 [Opucnpyoenyusi u y4yeOHOMY IUIaHY

COCTaBJIAICT oOHy HCICIIIO.

2.2. ConepikaHue 3TANOB MPOXOKICHHUS NMPOU3BOJACTBEHHON NMPAKTHKH

Ne Buib1 mpon3BOICTBEHHOM paObOTHI
Paznenbl (3Tarsl) npakTUKA
n/n Ha IIPAKTUKE
IloaroroBUTENBHBIN 3TAM [Ipon3BOACTBEHHBII HMHCTPYKTaXK, B TOM
quclie WHCTPYKTaX o TEXHUKE
1 0€30I1aCHOCTH, MOXKAPHOI O€30MTaCHOCTH.
O3HakomiieHHE C TpPeOOBAHUSIMHU OXpPaHBI
TpyJa W TpaBWIaMHd  BHYTPEHHETO
TPYAOBOT'O PACIOPsJIKa OpraHU3aI1y.
OcHOBHOM 3Tar BrinonHeHne npou3BOICTBEHHBIX 33 JaHUI.
(npaxmuueckas noocomoska) | Co0p, 00pabOTKa U CUCTEMATH3AITUS
Beimonnenne  pabor 1o | paKTUUECKOIO U JIUTEPATYPHOTO
2 | npodeccun «CexkpeTapp- | MaTepHaa.
aJIMUHUACTPATOP» Habmronenust, u3MepeHus u Apyrue
BBITIOJTHSIEMBIE 00yUJAIONTUMUCS BUIBI
paboT.
Otan 00pabOTKU U aHANIK3a COop noxymeHTanuu A 00paboTKU U
3 |TOTydeHHOTO aHanm3a nH(OpMaIMK B OpraHU3aIIH.
po¢eCCHOHAIILHOTO OIIBITa
(npaxkmuueckas noocomoska)
4 Oran NoAroTOBKU OTYETa CocraBieHue oTyeTa 1o Npou3BOICTBEHHOM
npakTuKe (1Mo mMpodUITo CIIeNUaTbHOCTH)

PA3JAEJI 3. CUCTEMA OLHEHKHN KAYECTBA ITPOXOXAEHUA
MMPOU3BOJICTBEHHOM MPAKTUKHA

3.1. ®opMbI JTOKYMEHTOB U OTYETHOCTH O MIPOXOKICHUH
NMPOM3BOACTBEHHOM NPAKTUKH

[Tpu HanpaBieHUH HA TPOU3BOCTBEHHYIO MTPAKTUKY IO MPODHEeCCHOHATEHOMY
Monyito IIM.04 Buvinonwenue pabom no 0OHOU UNU HECKOIbKUM Npogheccusm
Padouux, OOAHNCHOCMAM CAYHCAWUX 00YUAIOIIUNCS TTOTYYaeT:
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- WHCTpYyKIIMIO TIO TEXHMKEe O€30MacHOCTH M IpaBUiIaM
MOBE/ICHUS MTPH MPOXOKIECHUH MPAKTUKU 10 MPOPECCHOHATBHOMY MOIYIIO
oOyuatomumucst Cu6YIIK B opranuzanmu;

— 3ajaHue Ha POU3BO/ICTBEHHYIO IIPAKTHKY.

B mnepuon mnpoxokaeHWs IPOU3BOJACTBEHHOW TMPAKTUKU OOYYaOLIUMCS
BeJeTcsl JIHEBHUK ITPOXOKICHUS IPAKTUKK. B KauecTBe MPUIIOKEHUS K THEBHUKY
OpakTUKKH  oOydaromuics  opopMIIIET  MaTepHalibl,  MOATBEPXKAAIOIINE
IIPAKTUYECKUN OIIBIT, OJYYEHHBIN HA ITPAKTUKE.

[To pe3ynpTaTaM NIpOX0XKIECHUS MPOU3BOJCTBEHHON NPAKTUKH 00yYarouics

00s13aH MPeIOCTaBUTh Ha Kadenpy:

— OTyeT 0 MPOXOXKICHUH MTPOU3BOACTBEHHOMN MPAKTHKY;

—  ATTecTanMOHHBIN JIUCT TIO0 TPOU3BOJICTBEHHOM MPAKTUKE;

— XapakTepucTUKy OOydJaromerocss I0 OCBOSHUI0 TPodeccHoHaTbHBIX
KOMITETCHIIUHA B ITEPUOJI MPOXOKACHHS TIPON3BOICTBEHHON MTPAKTHUKH;

- I[HGBHHK IMPOXOKACHUA ITPAKTUKH.

3.2. TpeOoBaHus K cogepxanuio U opopmiieHnro Oryera 0 MPOXOKIACHUU
NPOU3BOJACTBEHHOM MPAKTUKU

[Ipu npencraBnennn OTyera 0 TPOXOKICHUU MTPOU3BOIACTBEHHON NPAKTUKHU
OCHOBHBIE  CTPYKTYpPHBIE  3JIEMEHTHl  pacHojaralTci B  CICAYIOLIEH
IIOCIIEI0BATEIBbHOCTH:

— IloaTBepkaeHUE oOpraHu3alid O TMPUHITHU CTYJIEHTa Ha TMPaKTHKY
(IOroBOp € OpraHu3alMell/TMChbMO-HAIIPaBICHUE);

— Tutynesslid muctT OTUETA O TPOXOKIACHUN TPOU3BOJICTBEHHON MPAKTUKH;

— ATTecCTallMOHHBIN JIUCT 10 TPOU3BOJICTBEHHON MNPAKTHKE;

— XapakTtepucTuka OOy4YarOIIerocs IO OCBOCHHIO NPO(hecCHOHATbHBIX
KOMIETEHIIUNA B MEPHUO]T TPOXOKICHUS MPOU3BOJACTBEHHON MPAKTUKH,;

— 3anaHue Ha TPOU3BOJCTBEHHYIO MTPAKTHUKY;

— JIHEBHUK IPOXOKACHUS MPAKTUKH;

— Copnepxanue;

— BBenenue;

— OcHoBHas yacTh OT4eTa 0 NPOXO0KIACHUU IPOU3BOICTBEHHON MPAKTUKHY;

— 3akiIo4yeHue;
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— CHnuCcOK MCIOJIb30BaHHBIX NCTOYHUKOB;
— [Ipunoxenus.
TuTynpHBI JHUCT BBICTYHAaeT mepBOW cTpaHuilell OTdyera O MPOXOXKIECHUU
MIPOU3BOJICTBEHHOW MPAKTHUKH, TIPU STOM HOMEP CTPAHMIIB HE TIPOCTABIISCTCA.
Copnepxanue sBIeTCs BTOpoMl cTpaHunei Otyera 0 MPOXOXKIECHUU
MIPOU3BOJICTBEHHOW MPAKTUKHU, HA KOTOPOM HOMEP CTPAHUIIBI TIPOCTABIISETCS.
Coneprxanue BKiIOUaeT BBenenue, HAaMMEHOBAaHUE Pa3/ie]IOB OCHOBHOW YacTH
Otdera 0 MPOXOXKACHUM TMPOU3BOJCTBEHHON NpakTUKH, 3akiatodeHue, CHucok
WCITOJIb30BAHHBIX UCTOYHUKOB U [IpuiokeHus ¢ yKa3aHHEM HOMEPOB CTPAHHUII, C
KOTOpPbIX HAUYMHAIOTCS MepeduciieHHble aneMeHThl. CinoBo «Coaep:kaHue»
3aMKMCHIBACTCS B BUC 3aT0JIOBKA MMPOMMCHBIMHA OyKBaMH.
BBenenue BKIIOYAET CeNyIOMIME O00s3aTeNbHbIC AJIEMEHTHI: LEeTb U 3a/1a4u
MPOU3BOJICTBEHHOW TMpaKTUKW, YKa3aHWE OpraHu3aluu, Ha 0a3e KOoTOpou
MPOXOAWJIa TIPOM3BOJICTBCHHAS TIPAKTHKA, KPATKOE OMNHMCAHWE BBIMOJTHEHHBIX
paboT Ha MpaKTUKe, MPaKTUYeCKasi 3HAYUMOCTh MOJTYyUYEHHBIX PE3yIbTaTOB.
OcHoBHas yacTh OTYETa COCTOUT U3 CICAYIONINX Pa3JIEIOB:
— XapaKTEPUCTHKA U CTPYKTYypa OpraHU3aIlnu;
— O3HAKOMJIEHUE C JIOJDKHOCTHOM MHCTPYKIIMEH CeKpeTaps;
— TIOJyYEHUE TPAKTUYECKOTO OIbITa MPU TPOBEACHUH TeIe(hOHHBIX
IIEPETOBOPOB;
— TIOJYYEHHUE MPAKTUYECKOTO OMbITa B OpPraHW3aIlMM TPUEMOB, COBEIIaHUN
¥ KOMaHIUPOBOK PYKOBOIUTEIIS;
—  TOJyYEHUE MPAKTUYECKOTO OMbITa PAOOTHI Ha O(UCHON TEXHUKE;
—  TIOJYYEHUE TMPAKTUICCKOTO OIBITA BEJICHUS PETUCTPAIMOHHBIX (hOPM;
— TIONyYEHHUE TMPAKTHYECKOTO ONBITAa TpHeMa W Tepenadyd JTOKYMEHTOB
MIOCETHTEIICH PYKOBOJICTBY M COTPYHUKAM OpTaHU3AIINH,

— TOJyYEHUE MPAKTUYECKOTO OMBbITA y4eTa TMoceTuTesied U OopopMIICHUS
IIPOITYCKOB;

— TIOyYCHUE  TPAKTUYSCKOTO  ONbITa  YCTAHOBJICHHS  KOHTAaKTa,

HoAACPKaHUA 1 pa3BUTHUA MCKIIMYHOCTHBIX OTHOMGHHﬁ;
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— MOJYYEHUE MPAKTUUYECKOTO OIbITA AEIIOBOTO OOIIEHUSI.

B 3aknroyeHuMM JOKHBI OBITH TMPEJCTABICHBI OCHOBHBIE HWTOTOBBIE
pe3yabTaThl BHITOTHEHHBIX PaOOT, U3JI0KEHBI KPATKHE BHIBOBI.

CHucok  HCHOJB30BAaHHBIX  UCTOYHUKOB  SBJISETCS  HEOOXOIUMBIM U
3aBepIIAOIUM 3jeMeHToM OTdyeTa O MPOXOXKACHUM IMPOU3BOJCTBEHHOU
npakTukd. CHOUCOK  MCHOJB30BAaHHBIX  MCTOYHHKOB  JOJDKEH  COJIEPXKAThb
oubnuorpaduueckoe onucaHue UCTOYHUKOB, HEMOCPEICTBEHHO UCIOJIb30BAHHBIX
CTYACHTOM B TMpoOIlecCe MPOXOXKICHUU MPOU3ZBOJACTBEHHOW TMPAKTUKA U
noarotoBkn OTyera O MPOXOXKAECHHHM NPOW3BOJICTBEHHOW MPAaKTUKU. B 1aHHBIN
CHnHcoK UCHOJIb30BAHHBIX HUCTOYHUKOB MOTYT OBITh BKJIIOYEHBI MCTOYHUKH, Kak
PEKOMEH/I0BaHHBIE IpenoaaBaTeiemM PO ECCUOHATBHOTO MOAYJIS
(pyxoBOJIUTENEM MPOU3BOIACTBEHHOM MPaKTUKH), TaK M CaMOCTOSITEIHHO
HalJIEHHbIE Y UCTIOJIb30BaHHBIE 00YYAIOIIMMCS TTPU BBITIOJHEHUH PAOOTHI.

B IlpunosxeHusi BKIIOYAIOTCS MaTEpUaibl, CBSI3aHHBIE C BHITIOJHEHHEM PaldoT
Ha TIPAKTHUKE.

3.3. Ilopsinok npoBeAeHUS MPOMEKYTOUYHOM aTTECTALMH 110 UTOTaM
NMPOU3BOJACTBEHHOMH MPAKTUKHU

ATTecTanys 1O UWTOTaM MPOU3BOJCTBEHHON MPAKTUKH TMPOBOAUTCS Y
oOy4aromuxcs: ouHoi (opmbl oOyueHust 2 Kypca B 4 cemectpe (cpeanee oOiee
obpaszoBanue) u 3 Kypca B 6 ceMectpe (OCHOBHOE 0011iee oOpa3oBaHue); 3a09UHOM
dbopmbl 00yuenust 3 kypca (cpennee obiiee oopazoBanue) u 4 kypca (OCHOBHOE
oO11iee 0Opa3zoBaHUeE).

B kauectBe opMbl KOHTpOIIS TIpeaycMOTpeH nuddepeHIIMpOBaHHBINA 3a4eT
B (hopme cobeceroBaHusl, KOTOPBII BBICTABIISIETCS TIPH YCIOBUU:

— MOJIOKUTENBHOTO ATTECTAlMOHHOTO JIUCTa MO MPOU3BOACTBEHHOMN
MPAKTUKE PYKOBOAWUTENEH TPAKTUKH OT OpraHu3andu W o0pa3oBaTelbHOMN
opranuzaiuu 006 ypoBHE OCBOEHUS MPOGECCHOHATBLHBIX KOMITETCHITUH;

- HAJIMYKS  TIOJIOKUTEIIBHOM ~ XapaKTepUCTUKU  OpraHu3alud  Ha
OOy4arolerocsi Mo OCBOEHUIO MNPOPECCHOHATIBHBIX KOMIIETEHIMH B MEPHOJ

MMPOXOKACHUSA ITPAKTHKH,
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- ITIOJIHOTHI H  CBOCBPCMCHHOCTH  IPCACTABJICHUIA I[HGBHI/IKa 0
IMPOXOXKACHUHU ITPAKTHKH,

- ITOJIHOTHI u CBOCBPCMCHHOCTHU MMpCACTaBJICHUA Ortuyera 0
IMPOXOKACHUU HpOHBBOI[CTBGHHOfI IMPaKTHUKH B COOTBCTCTBHU C 3aI[aHI/ICM Ha

MIPOU3BOJICTBEHHYIO TIPAKTHUKY.

PA3JEJI 4. YYHEBHO-METOAUYECKOE OBECIHIEYEHUE
HNPOU3BOJACTBEHHOMU NPAKTUKH

4.1. YueOHO-MeTOAMYECKOE 00ecrieyeHre NPOU3BOJICTBEHHONH NMPaKTHKH
OcHoBHasi yueOHasi JuTEepaTypa

1. Jlykam, FO. A. bbeITh cekperapem pykoBoauTens (GUPMBI : ydeOHOE
nocobue / F0. A. Jlykam. - 3-e usn., nepepad. - Mocksa : @mmnta, 2022. - 276 c. -
ISBN  978-5-9765-1374-7. -  Texctr :  onekrponHsii. -  URL:
https://znanium.com/catalog/product/1863880.

2. Kadran, B. B. [lenoBas 3Tuka : y4eOHHK M MPAKTUKYM I CPETHETO
npodeccuoHanbHoro obpasoranus / B. B. Kadran, JI. 1. Yepasimoa. — MockBa
: UznarensctBO IOpaiit, 2024. — 301 c. — (ITlpodeccruonansHoe oOpazoBaHue).
— ISBN 978-5-534-03916-0. — Texkcr : snexktpoHHbd // OOpa3oBaTeibHAs
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/537059

3. Ilandunonra, A. II. KynsTypa peuu u jaeioBoe OOIICHUE : YyYEOHUK U

MPaKTUKYM I cpeaHero npodeccuonanbHoro oopazosanus / A. I1. Tlandunona,

A. B. JonmaroB. — MockBa : MzmarensctBo FOpaitt, 2024. — 488 c. —
(ITpodeccuonansHoe obOpazoBanme). — ISBN 978-5-534-16686-6. — Tekcr :
MeKTpoHHbIH //  OOpa3zoBatenbHass tiargopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/544944

JonosHuTtebHasi ydeOHas auTepaTrypa

4. IlemkoBa, I'. JI. Cexperapckoe neno : yueOHoe nocodue / I'. 1. Ilemkona.

3-¢ u31, uctp. u gon. — MuHck : Beimiimas mkoia, 2014. — 318 ¢. — ISBN
978-985-06-2337-9. — Tekcr : anexkTpoHHbIH // JlaHb : 2IeKTpOHHO-OMOIHOTeYHAS

cucrema. — URL.: https://e.lanbook.com/book/65310
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5. MutpomenkoB, O. A. [lenoBoe obiieHue: 3pPeKTuBHBIE EPETOBOPHI :

npaktuueckoe mocobue / O. A. MwutpomeHkoB. — 2-¢ u3l. — MockBa
M3patensctBo Opaiit, 2024. — 315 c. — (IIpodeccuonanbHasi mpakTUka). —
ISBN 978-5-534-10704-3. — Tekct : nanexkTpoHHbi // OOpa3zoBarenbHas

wiatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/541259
IIporpammuoe obecnieuenue 1 UnTepuer-pecypcnbl

- CIPAaBOYHO-NIPaBOBbIE cUCTEMBI «I apanT», «KoHCynbTaHT - [Lmrocy;
- Microsoft Excel;

- Microsoft Power Point;

PA3JIEJI 5. OHEHOYHBIE MATEPHUAJIbBI

5.1 Tekyuiuii KOHTPOJIb

Texkymuil KOHTPOJIb OLICHMBAET XOJ TNPOXOXKIAEHUS NPOU3BOJICTBEHHOU
NPaKTUKH, TPUMEHSAEMbIA Ui TPOBEPKUM CTEHNEHU OCBOCHHUS MPOrPaMMBbI
IPOXOXJACHUS TPAKTUKU M TMPOBOJUTCS B BHJE COOECENOBaHMS M TPOBEPKHU
BBINIOJIHEHHS 00YYaIOIUMCS] HHIUBUAYaIbHOTO 3aJaHUs.

Texkymuii KOHTPOJIb OCYIIECTBIISIETCS PYKOBOJIUTEIEM OT OpraHU3alUU.
[TpoBoauThCcs B (opme MpelBapUTENIbHON MPOBEPKH MATEpUAIOB OTYETa I10
MPaKTHUKE.

IIpome:xkyTounas aTrecTanus IPOBOJUTCS B dopme
muddepenurpoBaHHoro 3ayeta. JuddepeHuupoBaHHbINA 3a4€T MPOBOJIUTCS B BUJIE
3aIUTHI OTYETOB MO MPAKTHUKE.

[Ipu IIPOBEACHUU ITPOMEKYTOUYHOU aTrTecTanuu oOy4aromierocs
YUHUTBIBAIOTCS PE3YJIbTAThl TEKYIIETO KOHTPOJISL.

IIpumepHbIe BONPOCHI ONPOCA TEKYLIEr0 KOHTPOJIS:

1. IlpuHuune! npuema u pacrupezesieHus TeeOHHbIX 3BOHKOB OpraHu3aluu

2. IIpuHuumel paboThl ¢ TOCETUTENIAMHU

3. PernameHT BBINOHEHUS KOOPAUHUPYIOIIUX U 00€CTICUNBAIONTUX (PYHKITUN

4. TlpuHLMIIBI OpraHU3aluU paboThI C TOKYMEHTaMU

5. [IpuHUMIIBI OpraHu3alyy TEKYLIEro XpaHEeHUs TOKYMEHTOB
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6. [IpuHuMnBI Opranu3annu oOpabOTKH A€ 171 MOCIEAYIOIIEr0 XpaHEHUs

7. MeTtoapl OKa3aHMs IOMOIIM PYKOBOJIUTENIO B IUIAHUPOBAHUU pabOyero
BpEMEHU

8. MeTobl IIaHUPOBaHUs pabOYero Hs ceKpeTaps

9. [IpuHIMITBI OpTaHU3ALUN TeNe(POHHBIX EPErOBOPOB PYKOBOAUTES

10.  IlpuHUUOBI OpraHU3aIid KOMaHIUPOBOK PYKOBOJAUTENS

11. IlpuHuunel opraHu3aluu padOThl C IOCETUTENSIMU B IPUEMHOMN
PYKOBOJIATENS

12.  IlpuHUUOBI TOATOTOBKH, IPOBEIEHUS U OOCITY)KMBaHUSI KOH(PEPEHTHBIX
MEPOTPUATUIA

13. IlpuHuunel OpraHu3allid MCTIOJHEHHs] PEMICHUH, OCYIIECTBICHUE
KOHTPOJISI UCIIOJIHEHUS IOPYYECHUN PYKOBOIUTEIS

14.  IlpuHUMIIBI OPraHU3ALUHU U TOAJAEPKAHUS (PYHKIMOHAIBHOTO paboyero
IPOCTPAaHCTBA NPUEMHOM U KaOMHETa pyKOBOIUTEIS

15. IlpuHuunsel  pa3pabOTKU  JIOKAJIbHBIX ~ HOPMATHUBHBIX  AKTOB,
pErjlaMEeHTUPYIOMIMX paboTy cexpeTaps

16. IlpunHuunel  ocTtaBieHHs U O(OPMIIEHUS  yNpaBIEHYECKOU
JOKyMEHTAIU!

17. IlpuHuunel opraHu3alu padOTbl € JAOKYMEHTAMH B IPUEMHOU
PYKOBOJUTENS

18. IlpuHuunsel oOpraHW3aliil XpaHEHUsS JOKYMEHTOB B MPHEMHON
PYKOBOJUTENS

19. Ilpuniunsl obecniedeHus: pyKOBOAUTENSI MHPpOpMaIuen

20. [Ilpunnmmel  opraHu3audyd  WHGOPMAIMOHHOTO  B3aWMOJCHUCTBUSA
PYKOBOJHUTENS C OAPA3AEICHUSIMHU U JOJDKHOCTHBIMU JIMIIAMU OpraHU3alun

21. Ilpunnumbel  opraHu3audyd  WHGOPMAIMOHHOTO  B3aWMOJCUCTBUSA
PYKOBOJHUTENS C OpraHU3aLHUsIMHU

22. llpunnumbl aHanu3a WHQOpPMAIMKM W TOATOTOBKHA WH(GOPMAIIMOHHO-
aHAIMTUYECKUX MAaTEepPUaJIOB

23. IlpuHUMIIBI OpraHU3allMU JI€JIOBBIX KOHTAaKTOB M IPOTOKOJIBHBIX

MEPOIIPUATUN

18



24.  IlpuHUUIIBI OpraHU3alMY UCTIOJIHEHUS PEIIEHUN PYKOBOIUTENS

2. ®opMOii MPOMEKYTOYHON ATTECTAIMHU 10 NMPAKTHKE SIBJISETCSA
AU(pPepeHIMPOBAHHBIH 3a4eT.
OueHka 3a MPAKTUKY BBICTABISETCS MPEMNOJIABAaTEIEM — PYKOBOJMTEIEM Ha
OCHOBAaHMH aHaJIM3a PabOT, BBHITTOJIHEHHBIX O0YYAIONIMMCS 32 BPEMS MPOXOKICHUS

IIPAaKTHUKH, IMPOBCACHHBIX MGpOHpI/IHTHﬁ u MMpCACTABJICHHBIX OTYCTHBIX

JIOKyMEHTOB.
Onenka Kpurepuu oueHKH NPOX0KACHUA CTYACHTAMU
NPAKTHKH:
«HeynoBnerBopurensHo | B pamkax (opMHpyeMBIX KOMIETEHUMH CTYAEHT
» JNEMOHCTPUPYET:

3HAHWE U TIOHMMAaHUE TEOPETUUYECKUX BOIMPOCOB C
3HAUUTEIBHBIMU  TIpo0enamu;  HecHOPMHUPOBAHHOCTH
NPAaKTUYECKUX YMEHUMN, HU3KOE KAYECTBO BBHIIIOJIHEHUS
3alaHuii  (HE BBIMIOJIHEHBI, JIMOO OLIEHEHBl YHCIIOM
O0ayioB, OJIM3KUM K MHUHUMAJIbHOMY); HU3KUU YPOBEHB
MOTHUBAIIMU YUEHHUS;-KOMIIETEHIIUU HE CHOPMUPOBAHBI

«Y 1OBNIETBOPUTEIILHO» | 3HAHHE W TOHUMAHUE TEOPETUUYECKUX BOMPOCOB C
HE3HAUYUTEIbHBIMU Tpo0OenaMu; HecHOPMHPOBAHHOCTh
HEKOTOPBIX MPAKTUYECKUX YMEHUMN, HU3KOE KaueCTBO
BBINIOJIHEHUS 3aJaHUM (HE BBIIIOJHEHBI, JTUOO OLIEHEHBI
YUCJIOM 0aioB, OJM3KUM K MUHUMAJIbHOMY); HU3KUN

yYpOBEHb MOTHUBAITAN YUCHHS ;- KOMITCTCHITUN
c(hopMUpOBaHbl YACTUYHO

«Xoporio MOJIHOE 3HAHME€ U TOHHMAaHHE TEOPETHUYECKOTO
Martepuana, oe3 po0eoB; HEJIOCTaTOYHYIO

c(OPMUPOBAHHOCTh HEKOTOPBIX MPAKTUYECKUX YMEHUIL;
JOCTaTOYHOE KauyeCTBO BBIMOJIHEHUS Y4YEOHBIX 3aaHui
(HM OJHOTO U3 HHUX HE OLIEHEHO MUHUMAJIBHBIM YUCIOM
OaJlJIOB, HEKOTOpbIE BUIbI 33JaHUN BBINOJHEHBI C
OIMUOKAMM); CPEIHUNA YPOBEHb MOTHBALUU YUYECHUS;-
KOMITETEHUIUH C(HOPMUPOBAHBI

«OTI4IHOY MOJIHOE 3HAaHWE © IOHHMaHHE TEOPETHYECKOTO
Matepuaina, 0e3  mpoOenoB;  cHOPMHPOBAHHOCTH
HEOOXOMUMBIX  TMPAKTHUYECKUX  yMEHHUH,  BBICOKOE
KauyeCTBO BBIMOJHEHUSI Y4YeOHBIX 3aMaHui (OLICHEHBI
YUCJIOM 0aJIoB, OJU3KUM K MAaKCUMaJIbHOMY); BBICOKUMN
YpOBEHb MOTHBAITUU YUCHHUSI- KOMIICTECHIIHH
c(hopMHPOBaHBI TTOJTHOCTHIO.
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Ipunoxenue 1
ABTOHOMHASl HEKOMMep4YecKasi 00pa3oBaTeJIbHAS OPraHu3anust
BBICIIIETr0 00pAa30BaAHMA
HenTtpocor3sa Poccniickoii ®enepanun

Q «CuOupcKuil yHUBEPCUTET MOTPEOUTEIHCKOM KOOTIePALMID)

—~
‘ CuBYNK s

3AJIAHUE HA TIPAKTUKY
Bun npaxtuxu: [TPOU3BOJCTBEHHAA
Io mpodeccronanbHoMy Moaynr0: [IM.04 Buinonnenue pabom no 00HOU Uy HECKOILKUM RPOPeCccusim padovux,

OONIAHCHOCHIAM CLYHCAUUX
Crnemmansaocts CIIO: 40.02.04 FOpucnpyoenyus

Beiano oOydvarormemycst Kypca TPYIIIIEI
@10
(HaMMeHOBaHKE OPTaHN3AIHHN)
CpOKH IPOXOKACHUS MPAKTHKH C «  » 20 o « » 20 roja

B x071¢ IPOXO0KIACHUS PAKTHKHU MPEITYCMOTPECHO BBIMIOJIHEHUE CICIYIONUX BUIOB pabOT:
1. Benenue u opopmicHue J[HEBHIKA MTPOXOKICHHS MTPAKTUKU.

2. CocraBnenune u opopmieare OTyera 0 MPOXOKICHUHN TIPAKTHKH.

3. UnguBunyanpHoe 3aaHue Ha IPAKTHKY:

KommaecTBo gacoB Ha

Ne Buner pabor (mepedeHs 3aqannii) Ha TPaKTHKE
BBITIOJIHEHUE 3aIaHUS

1. |[Toozomosumenvnuiit sman 2

OchosHoti sman

o IBBITIOJTHEHHE TIPOU3BOICTBEHHBIX 3aIaHHH.

" |Coop, 00paboTKa U cucTeMaTH3aIusl (HaKTHUECKOTO M JINTEPaTypHOTro MaTepHaa.
IHabnroneHns, MI3MEpEHUs U IPYTHUE BHIIOJIHSIEMbIe 00yJIalONIMMHUCS BUABI padoT.
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Oman obpabomxu u ananusa ungopmayuu
- XapaKTCPUCTHUKA U CTPYKTYpa OpraHrU3allnu,
— 03HAaKOMJICHHE C JOJDKHOCTHOW MHCTPYKIMEN CEKpeTaps;

- HOJ'IyLICHI/Ie IMPAKTUYCCKOI'0 OIIbITa IMpHEMa U PpacCIpPCACICHUSA
TGJ'IG(bOHHI)IX 3BOHKOB OpraHu3anunu.

- HOJ'IyLICHI/Ie MPAKTUYCCKOI'0 OIlbITa OpraHUu3aluvu pa6OTI>I C
MMOCCTUTCIIAMU OpTaHHU3allH.

— Ilonmyuenue MPaKTUYECKOTO OIbITa BBITIOJIHEHMUS]]
KOOPAMHHUPYIONIUX ¥ 00ECTIeYNBAIOIMINX () YHKITHA.

- HonyquI/Ie MPAKTUYCCKOr0  OIIbITa OpraHu3alluid TCEKYIICTO|

s XPAaHEHMS JTOKYMEHTOB. 1
' — IlomyyeHue mNPaKTUYECKOTO OMNbITA OpraHU3alUHd IpUeMa U

Iepeaadn JTOKYMEHTOB IOCETUTENIEH PYKOBOJICTBY U COTPYIHHUKAM
OpraHu3aluu

— llonmyuyeHue mNpakTUYECKOTO OMbITa OOpPaOOTKM  JAen s
MOCTIeTYIOIIET0 XPaHEHUs

- HonyquHe MPAKTUYCCKOr'o OIbITa IJIAaHUPOBAHUS pa60qero JHA

— TlosyueHne NPAKTUYECKOTO OIbBITA OpraHU3alMu Tele()OHHBIX
MIEPErOBOPOB PYKOBOIUTEIS

— llonmyueHne mNpPakTUUYECKOTO OMNbITA OPraHU3ALMU KOMaHIUPOBOK
PYKOBOOMTENS

— llomyyeHue mNpaKkTUYECKOTO ONbITA OpraHu3alud  paboThl ¢
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AHAIIMTUYCCKUX MAaTCPHAJIOB

MIOCETUTENSIMU B IIPUEMHOMN PYKOBOAUTEIIS

— llonmyuyeHue mpakTUYECKOTO OIbITa COCTABJICHHS YIPaBICHUECKOH

JOKYMEHTaluu
— Ilomyuenue [IPaKTUYECKOr 0
MH(POPMALIMOHHOTO B3aMMOJECHCTBUSA

PYKOBOJUTENS v
MOAPAa3ACIICHUSIMU U IOJKHOCTHBIMU JIMIIAMHU OpraHU3aluu

- HonyquHe IMPAKTUYCCKOr'o OIbITa IMOATOTOBKU I/IH(l)OpMaHI/IOHHO'

— IlomyuyeHue NpakTUYECKOro OIBbITa OPraHU3alUu I1EI0BbIX
KOHTAKTOB U IIPOTOKOJIBHBIX MEPOIIPUATUI

OpraHu3aluy

4. |Dman nodzomoexu omuema

\Bcezo

36

3amanne BBIIAHO
PykoBoauTeNh IPAKTUKU OT 00pa30BaTeIbHON OpraHu3aluu

Jara « » 20 roma

(nomxHocth, ®.1.0.)

3aJaHue COrIacoBaHO
PykoBoauTens NpakTUKU OT OpraHu3aluu

(mozmuce)

(OIKHOCTB)

3anaHue NOIy4eHO
OOyuaronmiics

(ToAaIHcH) (®.1.0.)

(@1.0)

Jara« » 20 roga

(moanucs)

21




[Ipunoxenue 2
ABTOHOMHAfl HEKOMMep4YecKasi 00pa3oBaTe/IbHAS OPraHu3anus
BBICIIET0 00pa30BAHUSA
IenTpocoro3a Poccuiickoii ®enepanun

Q «CuOMpCcKUl YHUBEPCUTET NMOTPEOUTEIbCKON KOONePAMD)

—
‘ CubYNK s

Kadenpa Oyxranrepckoro ydera u ayauTa

ATTECTAIIMOHHBIN JIUCT
IO MPOM3BO/ICTBEHHOM NMPAKTUKE

(®.1.0. noaHOCTHIO)

oOy4aromuiicsi(asics) Ha Kypce rpynmnsl 1o criermanbroct CI1O 40.02.04 FOpucnpyodenyus

YcnenrHo mpormien(jla) MpOW3BOACTBEHHYIO MPAKTHKY MO TpodeccuoHanmsHOMY Moxymio [IM.04 Beinoanenue
pabom no 00O U HECKOTLKUM Npogheccusam pabouux, OOIHCHOCAM CYHCAUWUX

B 00BEME YacoB C « » 20 Mo « » 20 rojaa

B OpraHU3anuu

(HaMMEHOBAHUE OPraHM3ALMH, IOPHIMYECKHIT apec)

OneHka OCBOGHHUsI NPO(ECCHOHANBHBIX KOMIETEHLIMH Ha YpOBHE 3aKpeIUIeHHs IepBOHAYAILHOIO
NPaKTUYECKOr0 OMbBITA M MPUOOPETCHHS CaMOCTOSITENBHOIO MPAKTHYECKOTO OIBITa MO BUIY AesATenbHOcTH 4.3.5.
Buinonuenue pabom no 00Hoil unu HeCKOIbKUM NpOpeccusm padouux, OOAHCHOCAM CLYHCAUUX

KauecTBo BBITIONTHEHUS pa60T B

Bunast 1 066eM padoT, BEITOIHEHHBIX 00YJarOIIIMCS BO BpeMsI IPAKTHUKH, B paMKax COOTBETCTBHU C TEXHOJIOTHUEH H (FLITH)
OCBOEHUS MPOPECCHOHATFHBIX KOMITETESHIHIA TpeOOBaHHUSAMH OPTaHU3AINH, B
KOTOpOM Mpoxoausia npakTHKa
IIK 1.3. BiaieT HaBbIKaMH TTOATOTOBKH FOPUIUYECKHUX COOTBETCTBYET (HE COOTBETCTBYET)
TEXHOJIOTUHU TAaHHOTO BU/A pabOThH
JOKYMEHTOB, B TOM YHCJIC C UCTIOJIB30BaHUEM MH(POPMAITMOHHBIX
TEXHOJIOTHIA.
XapakTepucTuka 00y4arouerocsi o 0CBOeHUI0 NpogecCHOHAIBHBIX KOMIIETEHUMI B NIePUO NPOXO0KIEHUS
NPAKTUKHU

B xo00e nposedenuss npakmuku OeMOHCMPUposan unmepec K 0yoywel npogeccu, Npossun ROHUMAHUE CYWHOCMU U
COYUANBHOU SHAUUMOCTU c80€ll DYOyuel npogecculs, payUoHAIbLHO OP2AHU0EbIBAT COOCIMBEHHYIO OeSIMETbHOCHTb, 8bIOUPAN MUNOBbIE
Memoobl U cnocodbl BLINOTHEHUS NPOYECCUOHANLHBIX 3A0at, OYEHUBAN UX dPPEKMUSHOCIb U KAYeCME0, NPUHUMATL NPASUTbHbLE
peutenusi 8 CMaHOApMHbIX U HECIMAHOAPIMHBIX CUMYAYUAX U HeC 30 HUX OMEEMCMBEHHOCHb, OCYWECMEIIAN NOUCK U UCNONIb308AHUE
unghopmayuu, HeobXoOuUMoUu 01 3PPeKMUBHO20 BbINOIHEHUS. NPOPDECCUOHATBHBIX 3a0aY, NPODECCUOHATLHOLO U TUYHOCHHOZ0
passumus, UCNOIb30841 UHPOPMAYUOHHO-KOMMYHUKAYUOHHbLE MEXHONO2UU 8 NPOPECCUOHATHOU OesMeNbHOCIU 8 X00e NPAKMUKU,
paboman 6 KoaneKkmuge u KoMawoe, IPPeKmusHo oOWaica ¢ Kouleeamu, PYKOBOOCHSOM, nompebumensmu, Opan Ha cebs
OMBEMCMBEHHOCHb 3 pADONTY UIeHO8 KOMAHObL, 30 Pe3Vibmam GbINOIHEHUs 3A0aHUll, CAMOCMOAMENbHO Onpedensin 3a0auu
nPOGeCcCUOHANLHO20 U TUHHOCIIHO20 PA3GUMUS, 3AHUMAICA CAMOODPA306aHUEM, OCOSHAHHO NAAHUPOBAL NOBbIUEHUE KEATUMUKaYUL,
OPUEHMUPOBANCA 8 YCIIOBUAX YACTOU CMEHbI MEXHONO2ULE 8 NPOPDECCUOHANLHOU OESMENbHOCMU, YCHEWHO 8bINOIHAL 6Ce 8UObL PAOOM 8
VCTIOBUSX, UMUMUPYIOWUX Doesbie OelicmBus.

(6blOpanmbie nO3UYUY HOOHYEPKHYIMY)
JlonorHUTEIBHO 00 00y4aromemMest

coodmaem:
PykoBoauTeNb NPAaKTUKU OT OPraHU3aLNuU /
(TIoAmNCh, 3aBepEeHHAst 1e4YaThio) (®.1.0.)
PykoBoauTENh IPAKTUKH
oT 06pa30BaTCJ’IBHOﬁ OopraHu3anu /
(oztruce) (®.1.0.)
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IIpunoxenue 3

ABTOHOMHAfl HEKOMMep4YecKasi 00pa3oBaTe/IbHAS OPraHu3anus
BBICIIET0 00pa30BAHUSA
IlenTpocoro3a Poccuiickoii ®@enepanun

Q «CuOnpcKkuil yHUBEPCUTET NOTPEOUTEIbCKOM KOONePaAM)

—
‘ CubYNK s

Kadenpa menemxmenTa

OTYET O NIPOXOKIAEHUHN
MMPOU3BOJCTBEHHOMU ITPAKTUKH

ITo mpodeccronanbHOMy Moayt0 [IM.04 Beinonnenue pabom no 0OHOU uiu HeCKOIbKUM NPOGeccusm paboyux,
OONIHCHOCHIAM CILYHCAUUX

Mecto MIPOXOKACHUS IIPAKTHUKHA:

(HaUMEHOBAHHE OPraHU3alUyU (IPEAPHUATH))

O6yuatomierocsi(evics) Kypca

(Damunus 1.0.)

(epynna, wiugpp)
PyxoBonurens npaxkTuku

(OondicHocmsb, yueHoe 36anue, yueHas Cmenens)

(Pamunus U.0.)

O11eHKa IT0CIIE 3aIUTHI

Jlara 3amuThl

Hosocubupck [200]
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IIpunoxenue 4
ABTOHOMHAfl HEKOMMep4YecKasi 00pa3oBaTe/IbHAS OPraHu3anus

BBICIIET0 00pa30BAHUSA

Q LenTpocor3a Poccuiickoii ®egepauun

(2D «Cubupckuii yHMBepCHTET NOTPEOUTEIbCKON KOONepalun

Kadenpa menemxmenTa

HHCTPYKIUS
MO TeXHHKe 6e30NMaCHOCTH U MPABUJIAM NOBeJeHNs PU MPOX0KICHUN
NPOM3BOJACTBEHHON NPAKTUKHU 110 NPOdecCHOHATBHOMY MOYJTI0

IIM.04 Bvinonnenue padom no 00HOil uiu HeCKOIbKUM RPOeccuam padouux, 00HCHOCMAM CIYHCAUUX

crygenramu CIIO Cudo¥YIIK B opranuzanuu

1. K mnpakTH4eckuMm 3aHATHAM JOIyCKAIOTCS JIMIA, O3HAKOMJICHHBIE C JIAHHOW WHCTPYKIMEH I10 TEXHHKE
6e30MacHOCTH U NpaBUJIaM NTOBEIEHHS.

2. Pabora cTyIeHTOB B OpraHM3ally pa3peraeTcsi TOIbKO B IPUCYTCTBUM PYKOBOIUTEIIS.

3. Ilpu mpoX0oXICHUHU MPAKTUKH B KOMIAHUH KaTETOPUIECKH 3aMPEIacTcs:

HaXOJUTHCSI B IOMEIIEHUN B BEpXHEN OJIEXKIIE;

KJIACTh OJEXKAY U CYMKH Ha CTOJIBI;

HaXOJUTHCS B IOMEIIEHUH C €101 U HAlTUTKaMU;

pacronaratbCsi COOKY HIIH €331 OT BKIIFOYCHHOTO MOHUTOPA;

MIPUCOCIMHATE WU OTCOSANHATH Kabeln, TporaTh pa3beMbl, IIPOBOIA M PO3ETKU;
nepeABUraTh KOMIbIOTEPHL;

OTKPBIBATh CUCTEMHBIH OJIOK;

JIe3Th pa3IMYHbIMU MIPEAMETAMU B PO3ETKY.

4. Haxopsch Ha IpaKTHKe, CTYACHTHI 00S3aHbI:

co0JII01aTh THIIMHY M OPSII0K;

BBITIOJIHATH BCE TPEOOBAHUS PYKOBOIUTEIIS;

paboTath TOJBKO MO MOPYICHHIO PYKOBOIUTEIIS;

COOJTI0/IaTh PEXUM PabOThI, MPH MPOSBICHUH PE3H B [Ula3aX, Pe3KOM yXYALICHUH BHIUMOCTH, HEBO3MOXXHOCTH
cOKyCHpOBAThH B3IJISI WIM HABECTH €0 HA PE3KOCTh, MOSIBICHUM OOJM B MaJblaX U KUCTIX PYK, YCHJICHUH
cepALcOMCHUST HEMEJICHHO MOKHHYTh pabodee MeCTO, COOOIMIUTh O MPOWCIIEANIEM I[PENOJaBaTeNi0 |
00OpaTHUThCS K Bpauy;

OCTaBIISITh pabouee MECTO YHCTHIM.

5. Paboras 3a pabo4nuM CTOJIOM U KOMIBIOTEPOM, HEOOXOAUMO COOTIOIATH MPABIILHYIO TI03Y:

paccrostHue OT 3KkpaHa 10 ri1a3 70-80 cM (paccTosHHUE BBITIHYTOH PYKH);
BEPTUKAJIBHO IIpsAMas CIIMHA,

TJIEYHW OMYIICHBI U pacciadlieHbl,

HOTH Ha MOJIYy U HE CKPCUICHBI;

JIOKTH, 3aIACThsS M KHCTH PYK HA OTHOM YPOBHE;

JIOKTEBBIE, Ta300€eIpeHHbIE, KOJIEHHbIE, TOJICHOCTOHbIE CYCTABBI IO/ IPSMBIM YTJIOM.

6. Ilpu moe3nke Ha MECTO MNPAKTHKH COOJIONATh BCE IMpaBHUia JOPOKHOTO [BIKCHHUS, MEPEXOIUTh YIHIBI U
MOJIOKEHHBIX MECTaX Ha 3eJICHBIH CBET CBETO(OpA, MPH MOIG30BAHUE METPOIMOJIUTECHOM COOJIIOaTh BCE MpaBHia
0€301IaCHOCTH.

C uHCTpYKLHEH 03HAKOMIICH

OOGyuatonuiics

Jlata

(®11.0)

« » 20 roza

(ToztrucB)
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