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1IVE01 OPTAHM3ALIMOHHO-TEXHUYECKOE OBECIIEYUEHHME PABOTBI CYJIOB
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1.1. O6s1acTh NPUMEHEHUSs] IPOTPAMMbI

[Iporpamma npodeccuoHanbHOro Moayis (Aajiee - mporpamma) sIBJISE€TCA
YacThI0 NPOrpPaMMbl MOATOTOBKU CIELUAIUCTOB CPEIHErO 3B€HA B COOTBETCTBHH
¢ ®I'OC cpenuero npodeccnoHaIbHOT0 00pa3oBanus 1o cuernuanbHocTr 40.02.03
[IpaBo u cyneOHOE aAMHUHUCTPUPOBAHUE B YACTH OCBOEHHUS OCHOBHOI'O BH[A
npodeccuonansHoit  aesrensHoctd  (BILJ[):  OpranuzanoHHO-TEXHUYECKOE
oOecrieueHue pabOThl CYJOB W  COOTBETCTBYIOIIMX  MPOGECCHOHATBHBIX
kommneteniui (I11K):
I[IK 1.1. OcymectBiste paboTy ¢ 3asiBICHUAMH, >KajJjoO0aMU U HWHBIMHU
oOpalleHUsIMU TPaXxJIaH U OpraHu3aliii, BECTH MPUEM ITOCETUTENEH B Cye.
[1K 1.2. TlognepkuBaTh B aKTyaJIbHOM COCTOSIHUM 0a3bl HOPMATHBHBIX ITPABOBBIX
aKTOB U Cy/1€OHON MPAKTHKHU.
[IK 1.3. Ob6ecneuuBath pabOTy OPITEXHUKHM U KOMIIBIOTEPHON TEXHUKH,
KOMITBIOTEPHBIX CETEl M MPOrpaMMHOr0 OOECHedYeHHUsl CyIOB, CalTOB CYyJOB B
MH(OPMAIMOHHO-TEJIEKOMMYHUKAIMOHHON cetn "WHrepHer" (mamee - ceThb
WuTepHeT).
[1K 1.4. OGecnieunBaTh paboOTy apxuBa cyja.
[IK 1.5. OcymiecTBiATh BeJIeHUE Cy1e0HON CTaTUCTUKN Ha OYMayKHBIX HOCHTEIISX
U B JICKTPOHHOM BHUJIE.
[1IK 2.1. OcyiecTBasTh IpUEM, PETUCTPAIUIO, YYET U XpaHEHUE CY/IEeOHBIX e,
BEILECTBEHHBIX JI0KA3aTEJIbCTB U IOKYMEHTOB.
[IK 2.2. OcymectBiarb odopMieHHe Jell, Ha3HAYeHHBIX K CyJAcOHOMY
pa3OupaTeNbCTBY.
I[IK 2.3. OcymecTBisTh H3BEIICHUE JIMI, YYacTBYIOUIUX B CyIeOHOM
pa30uparenbCcTBe, MPOU3BOAUTh PACCHUIKY UM BPYyUEHHE CYyAE€OHBIX JTOKYMEHTOB U
M3BCILICHUMN.
[IK 2.4. OcyumecTBisTh perucTpanuio, y4eT U TeXHUYecKoe O(QOopMIICHHE
UCITOJIHUTENbHBIX JOKYMEHTOB MO Cy/I€OHBIM JIeJIaM.
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1.2. Hean u 3axaum npodecCHOHAJBLHOTO0 MOAYJA — TpeOOBaHUS K
pe3yJbTaTaM 0CBOeHUsI MPodeccHOHATBHOT0 MOLYJIA
C 1enpio OBNAJICHUS YKa3aHHBIM BUJIOM MPOGECCHOHATBHON ACSITEIbHOCTH
U COOTBETCTBYIOIIUMHU TPOPECCHOHATHHBIMA KOMIIETCHIIUAMHA OOydJaroImuics B
X0 OCBOCHHSI MPOPECCHOHATBHOTO MOJTYJISI TOJIKCH:
HMeTh MPAKTHYECKUH ONBIT:
— M0 OCYHIICCTBJICHHUIO TIOJHOMOYHI COOTBETCTBYIOIIETO paOOTHHKA armapara
CyJia B COOTBETCTBHH C €0 JOKHOCTHBIM PETJIAMEHTOM;
yMeTh:
— TI0JIb30BAThCS HOPMAaTHBHO-METOINIECCKUMU JTOKyMEHTaMH 1o
JICIIONPOU3BOICTBY B CY/IE;
— BeCTH paboTy C JOKyMEHTaMu (perucrpamusi, KOHTPOJIb HCIIOJHEHUS,
CIpaBOYHO-MH(GOpPMaIMOHHAS padoTa);
— COCTaBJIATH U OPOPMIIATH HOMEHKJIATYPY JI€T B CY/E;
— ¢opMupoBaTh Jella Ha CTaAud TPHUHATHS W HA3HAYCHUS K CyIeOHOMY
PacCMOTPEHUIO U MTOCIIE UX PACCMOTPEHUS;
— COCTaBIIAATb, peaaKTUpPOBaATh u opOpMIISATH OpraHu3aIMOHHO-
pacnopsIuTeIbHbIE IOKYMEHTHI,
— o0pamarh K UCIOJHCHHIO TPUTOBOPHI, PEIICHHS, ONPEACICHUS |
MIOCTAHOBJICHUS CY/Ia;
— HWCTOJB30BaTh WH()OPMAIMOHHBIC TEXHOJIOTHU TPU JOKYMEHTUPOBAHHH U
opraHu3anuu paboThl C IOKYMEHTaAMU;
— OCYIIECTBJISITh MEPBUYHBIA Yy4YeT CTAaTUCTUYECKON HHPOpMalMu B CyJe Ha
OyMa)KHOM HOCHUTEJIE U B DJIIEKTPOHHOM BUJIE;
— OCYHIECTBJIATH (OPMHUPOBAHUE TAHHBIX ONEPATUBHON OTUETHOCTH;
— OCYUIECTBJIATH CIIPABOYHYIO pabOTy MO YUETy CyJAeOHON MPAKTUKHU B CY/IE;
— OCYIIECTBJISAITH OCHOBHBIE MEPOTPUATHSI HAIMpPABIEHUS OPraHU3aUOHHOTO
oOecrieueHus AesITeNbHOCTU CY/1a;
— peanu306vl6ams HABBIKW PAOOTHI C JOKYMEHTaMHU;
—  QHAMU3UPOBAMb  OCOOEHHOCMU  DA3IUYHBLIX  BUO08  CYOONPOU3BOOCHIB:
2PAACOAHCKO20, Y20NI08HO020 U AOMUHUCMPAMUBHOZO.
3HATh:
— HOPMAaTUBHO-METOJINYECKHE JIOKYMEHTBI 1o JTIOKyMEHTAITMOHHOMY
oOecrieueHuto paboThI Cy/a;
— KJacCUpUKAIMIO CIY>KEOHBIX JOKYMEHTOB U TpeOOBaHMS K HHUM B
cootBetcTBUM ¢ ['OCT;
— KOMIIBIOTEPHYIO TEXHUKY M COBPEMEHHBIC HH(POPMAIIMOHHBIE TEXHOJIOTHH;
— OCHOBBI OXPaHbI TPyJa ¥ TEXHUKHU 0€30MMaCHOCTH;
— akmyanvHble npodieMbl ¢ OCYLIECTBICHUS AeIONPON3BOACTBA B CY/IE;
— 0cobeHHOCMU  PA3IUYHBIX ~ BUO08  CYOONPOU3BOOCMB.  2PAANCOAHCKO2O,
Y20l08H020 U AOMUHUCIMPATNUBHOZO.

1.3. KoanyecTBO 4YacoB Ha OCBOEHHe NPOrpaMMbl NpodeccCHOHATHHOTO
MOYJIS:



Bcero — 436 yaca, B TOM 4HCIIE:

MaKCHMaJIbHOM y4eOHOM Harpy3ku odyuarorierocs — 328 yaca, BKIrOYas:
00s13aTeIbHOM ayTUTOPHOM yueOHOM Harpy3ku oOydarorierocs — 220 4acog;
caMOCTOsITeNIbHOM paboThl ooyuatomierocs — 108 yacos;

y4eOHOM M MPOU3BOACTBEHHOM NMpakTUKH —1 08 "acos.
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