AHHOTAIIUS ITIPOTPAMMBI ITPOU3BOJACTBEHHOMN NPAKTUKH
1O MPO®PECCUOHAJIBHOMY MOJAYJIIO

IIM.01 OPTAHU3AIIMOHHO-TEXHHYECKOE OBECIIEYHEHHUE PABOTbBI CYA0B

1.1. ObaacTh NPpUMEHEHUsI MPOrPaMMbIl

[IpakTuueckass mnOArOTOBKAa - (opmMa oOpraHuzaluu 00pa3oBaTEIbHOU
NEATEIbHOCTH TPU OCBOCHUM 00pa3oBaTeIbHOM MpPOrpaMMbl B  YCIOBHSX
BBITIOJIHEHUS OOYYarONIMMUCS OIpPEACIICHHbIX BUJOB pabOT, CBS3aHHBIX C
Oynymeir  npodeccHOHaNbHOW  JIEATETBHOCTBIO M HANpaBICHHBIX  Ha
dbopmupoBaHue, 3aKpemieHue, Pa3BUTHE MPAKTUUECKUX HABBIKOB U KOMIIETCHIIUM
10 MPO(UITI0 COOTBETCTBYIONIECH 00pa30BaTEIHLHON MPOTPAMMEL.

OOpa3zoBaTenbHas JACSITEIBHOCTh B (opMe MPaKTUYECKOW IMOATOTOBKHU
peain3oBaHa KaK KOMIUIEKC y4eOHOW M MPOW3BOJCTBEHHOW MPAKTHKH B COCTaBe
OIIOII CIIO.

[Iporpamma mnpou3BOACTBEHHOM mpakTuku sBisieTcs dacteio [IIICC3 B
cootBercTBUM ¢ PI'OC CIIO mno cnemmansroctu 40.02.03 IlpaBo u cyneOHoe
aIMUHUCTPUPOBAHUE B YaCTU OCBOEHHMS OCHOBHOIO BHAA NpOo(hecCHOHATbHOU
nestenbHoctd  (BIIJ]): Oprann3anmoHHO-TEXHUYECKOE oOecriedeHne padoThl
CYZIOB U COOTBETCTBYIOIIMX IpodeccuoHanbHbix komneTeHuui (11K):

I[IK 1.1. OcymectBisate paboTy ¢ 3asiBICHUAMH, >KajJo0aMU U HWHBIMU
oOpallleHUsIMU TpakJlaH U OpraHu3alui, BECTH IPUEM ITOCETUTENEH B Cye€.

I1K 1.2. [lognepxuBath B aKTyaJIbHOM COCTOSIHUU 0a3bl HOPMATHUBHBIX MPABOBBIX
aKTOB U Cy/1€OHON MPAKTUKHU.

[IK 1.3. OO0ecneuuBaTh pabOTy OPITEXHUKH M KOMIIBIOTEPHON TEXHHKH,
KOMITBIOTEPHBIX CETEl M MPOrpaMMHOr0 OOECHedYeHHUsl CyIOB, CaTOB CYyJOB B
MH(OPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOM cetn "WHTepHer" (mamee - ceThb
HuTepHer).

[1K 1.4. OGecrnieunBaTh paboTy apxuBa cyja.

[IK 1.5. OcyiiecTBiATh BeJIeHUE Cy/1e0HOM CTAaTUCTUKN Ha OYMa)KHBIX HOCHTEISIX
U B DJICKTPOHHOM BHUJIE.

[TIK 2.1. OcymecTBasiTh IpUEM, PETUCTPAIUIO, YUET U XpaHEHUE CyNeOHBIX e,
BEILECTBEHHBIX JI0KA3aTEIbCTB U JIOKYMEHTOB.

[IK 2.2. OcymectBiars odopMmieHHe Jell, Ha3HAYCHHBIX K CyJAcOHOMY
pa3zOupaTeNbCTBY.

I[IK 2.3. OcymecTBisTh H3BEIICHUE JIMI, YYacTBYIOUIUX B CyIeOHOM
pa30uparenbCTBe, MPOU3BOAUTh PACCHUIKY M BpYyUEHHE CyAE€OHBIX TOKYMEHTOB U
M3BCILICHUMN.

[IK 2.4. OcymecTBisiTh perucTpanuio, y4eT U TEXHUYEeCKoe OQopMIICHUE
UCITOJIHUTENbHBIX JOKYMEHTOB MO CyI€OHBIM JIeJIaM.

1.2. IMenru wu 3agayM MNPOM3BOJACTBEHHON TMPAKTHKM — TpeOOBaHUS K
pe3yJbTaTaM 0CBOCHUSI
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[Ipaktrka mo mpoduiIo CHenuaIbHOCTH HalpaBjieHa Ha (OPMHUPOBAHHE Y
oOyyaromierocss oO0mMUX U MNPOdHEeCCHOHAIBHBIX KOMIETEHIIUNA, TPUOOpeTeHUE
MPAKTUYECKOTO OTbITA.

C uenpio OBNaJCHUS YKa3aHHBIM BHJIOM NPO(ECCHOHATBHOMN 1eITebHOCTH
U COOTBETCTBYIOIIUMH NMPOGECCHOHATBHBIMU KOMIIETCHIIMSIMU OOYYaIOIIUIiCS B
X0/J1€ IPOXOK/ICHUS TPOU3BOACTBEHHON MPAKTUKU JTOJIKEH:

HMeTh MPAKTUYECKHI ONbIT:

— M0 OCYUIECTBJICHHIO TOJHOMOYHMI COOTBETCTBYIOIIETO paOOTHHKA ammapara
CyJZia B COOTBETCTBHH C €T0 JOKHOCTHBIM PETJIaMEHTOM;

yMeTh:

— TIOJB30BATHCS HOPMAaTHUBHO-METOINICCKUMU JTOKyMEHTaMH 1o
JIEJIONIPOU3BOICTBY B CY/IE;

— BeCTH paboTy ¢ JOKyMEHTaMu (perucTpaiusi, KOHTPOJb HCIOJIHEHUS,
CIpaBOYHO-MHGOPMAIIMOHHAS paboTa);

— COCTaBJIATH U 0POPMIIATH HOMEHKIIATYPY JI€T B CY/C;

— ¢opMupoBaTh Jella Ha CTaaUU TPHUHIATHS W HA3HAYCHUS K CyIcOHOMY
PACCMOTPEHHUIO U TMOCTIE UX PACCMOTPEHUS;

— COCTaBIIAATb, peaaKTUpOBaTh u opOopMIISATH OpraHu3aIMOHHO-
pacropsIUTeIbHbBIC TOKYMEHTHI,

— o0Opamarh K UCIOJHCHHIO TPUTOBOPHI, PEIICHHS, ONPEACICHUs |
MIOCTAHOBJICHUS CY/1a;

— HWCTOJB30BaTh WH()OPMAIMOHHBIC TEXHOJIOTHH TPHU JAOKYMEHTHPOBAHUUA U
opraHu3anuu padboThl C TOKYMEHTaAMU;

— OCYIIECTBJISITh MEPBUYHBIA Yy4Ye€T CTATUCTUYECKON HHPOpMalMK B CyJe Ha
OyMa)KHOM HOCHTEJIC U B DJICKTPOHHOM BHUJIE;

— OCYHIECTBJIATH OPMUPOBAHUE JAHHBIX ONEPATUBHON OTYETHOCTH;

— OCYUIECTBJIATH CIIPABOYHYIO pabOTy IO y4eTy CyJAeOHOI MPaKTUKH B CY/C;

— OCYIIECTBJISATH OCHOBHBIE MEPOTPUATHS HAIMpPABIEHUS OPraHU3aIUOHHOTO
obecricueHus AeATeILHOCTH Cy/a;

3HATh:

— HOPMaTUBHO-METOIMYECKHE TIOKYMEHTBI 1o JTOKYMEHTAITHOHHOMY
obOecrieueHuto paboThI Cy/a;

— KJacCU(UKALMIO CIY>KEOHBIX JTOKYMEHTOB UM TpeOOBaHHMS K HHM B
coorBetcTBUM ¢ 'OCT;

— KOMIIBIOTEPHYIO TEXHUKY U COBPEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTHH;

— OCHOBBI OXPaHBI TPyJa ¥ TEXHUKH 0€30MMaCHOCTH.

1.3. KosimuecTBO 4acoB (HeJe/b) HA NPOU3BOJACTBEHHYIO IPAKTHKY:
Bcero — /2 yaca (2 Hemenu).



