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AHHOTAIUA K PABOYUM ITPOT'PAMMAM ITPAKTHUK
Buna nesitesibHocTu I. Opranu3anmnoHHo-TeXHHUYECKO0e ofecnevyenne padoThl Cy/10B:

IIK 1.1. OcymecTBiaTs paboOTy C 3asBICHUAMH, *Kalo0aMH U MHBIMH OOpPAIICHUSMHU TPaXaaH U
OpraHu3aIii, BECTH MPUEM MTOCETUTEIICH B CYI€.

[IK 1.2. ITognep>kuBaTh B aKTyaJIbHOM COCTOSIHUM 0a3bl HOPMATHUBHBIX ITPABOBBIX aKTOB U CyAeOHON
HPaKTUKH.

IIK 1.3. ObecnieunBaTh pabOTy OPITEXHUKH M KOMIBIOTEPHOW TEXHUKH, KOMIBIOTEPHBIX CETEH M
IPOrPaMMHOr0 00eCIe4yeHusl CyJ0B, CaliTOB CyJ0B B MH()OPMALMOHHO-TEIEKOMMYHUKAIIMOHHON
cetu "UuTepHer" (nanee - cets HTEpHET).

I1K 1.4. OGecrieunBath paboOTy apXuBa cyja.

[IK 1.5. OcyuiecTBasATh BeeHUE CYJeOHOM CTATUCTUKU Ha OYMa)KHBIX HOCHTEISIX U B 3JIEKTPOHHOM
BUJIC.

Bun nesitesibHoctu II. Opranu3anus u odecrneyeHue cy1e0HOro 1eJ10NPOU3BOACTBA:

[1IK 2.1. OcymiecTBasTh IpHEM, PETUCTPALMIO, YUET U XpaHEHUE CYICOHBIX JIEI, BEIIECCTBEHHBIX
JI0Ka3aTeNNbCTB U JJOKYMEHTOB.

[1K 2.2. OcymiecTBasTh 0opMIICHUE JIeNT, HA3HAYCHHBIX K CyZIcOHOMY pa30MpaTenbCTBY.

[1K 2.3. OcymiecTBiIsTh U3BEIIEHHUE JIUL, YYaCTBYIOIINX B CyI€OHOM pa3zOupaTenbCTBE, IPOU3BOAUTH
pacchlUIKy U BpydeHHE CyJeOHBIX TOKYMEHTOB U U3BELICHUM.

[IK 2.4. OcymecTBiasTh pPETUCTPALMIO, YY€T U TEXHHYECKOoe O(OpPMIICHHE HCIIOIHUTEIbHBIX
JIOKYMEHTOB I10 CyA€OHBIM JIeJIaM.

He.]'ll/l " 3aJa41 NPAKTUKHU:

Llenpto M 3amayamMu y4eOHOM MpaKTUKH SBIsSETCS (OpMUpOBaHHE Yy OOyYarOMIUXCS
MEePBOHAYAJIBHBIX TPAKTHYECKUX TpodeccnoHambHbIX yMeHud B pamkax moxyted IIIICC3 mo
OCHOBHBIM BHJIaM NPO(ECCHOHANBHON NEATENbHOCTH JUIsl OCBOSHHUS M30paHHOM CHENHMaIbHOCTH,
oOydeHre TpPYAOBBIM IpHeMaM, OIepalusM M Croco0aM BBIMOJTHEHHUS] TPYIOBBIX IPOIECCOB,
XapaKTepHBIX JJISI COOTBETCTBYIOLIEH CIEUATIBHOCTH M HEOOXOMUMBIX [UIS TOCIEAYIOIIETO
OCBOEHUS UMU OOIIMX U MPOPECCUOHANBHBIX KOMIIETEHIIUH MO CHEIHATbHOCTH.

[Tpou3BoacTBEHHAS MPAKTHKA (110 MPO(UITIO CIEMATBHOCTH) HallpaBJIeHa Ha 0000IEeHHE U
CUCTEMAaTH3allMI0 3HAaHWW W HABBIKOB PAa0OTHl MO JUCHUIUIMHAM Y4Ye€OHBIX IUKJIOB, a TaKke
poeCCUOHATIBHBIX MOTYJICH.

[enssMu mpon3BOACTBEHHOM (TI0 TPOGHUITIO CIISITUATLHOCTH ) MPAKTUKHU SBIISTFOTCSI:

— yraoyOneHue M 3aKperuieHue TEOPETUYECKUX 3HAHWM, YMEHUH W HaBBIKOB MO IUCIUTUTMHAM
y4eOHBIX IIUKIIOB ¥ MPO(eCcCHOHATBHBIX MOIYJICH;

— KOMIIJIEKCHOE OCBOCHHE BCEX BUI0B MPO(PECCHOHATBHOM EATETbHOCTH;

— TpUOOPETEHHE TPAKTUYCCKUX HABBIKOB M TNPO(eCcCHOHATBHBIX YMEHHA 1O U30paHHON
CHELUATbHOCTH;

— ¢opMHupoBaHUE OOIIEKYIbTYPHBIX U MPO(HECCHOHATBLHBIX KOMIICTCHITHIH;

— TOJTrOTOBKa 00YYAIOIIMXCS K CAMOCTOATENbHOM paboTe Mo CrenuaIbHOCTH.

OCHOBHBIMHU 3aJlauaMHd TIPOU3BOACTBEHHOW MPAKTUKH (TI0 TPO(HII0 CHEIUaIbHOCTH)
SIBIISTFOTCSI 3aKpEIUICHUE, YIIIyOJIeHUE M pacCIIUPEHUE TEOPETUUYECKUX 3HAHWM, YMEHHU U HABHIKOB,
MOJTyYEHHBIX B IpOIecce TeopeTHueckoro odydenus. Kpome Toro, 3amayu Mpou3BOJICTBEHHOM
MPAKTUKH (TI0 TIPOPUITIO CTIEIIUATFHOCTH) MOTYT OBIThH CIICTYFOIIUMU:

— MOATOTOBKA CHEIMATUCTOB K OCO3HAHHOMY U YTITyOJIEGHHOMY MU3yUYEHHUIO YU€OHBIX U CIIEUATbHBIX
JTUCITUTIIMH U MIPUBUTHE UM YMEHUH ¥ HaBBIKOB IO M30paHHOM CTIEIMAaTbHOCTH;
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— OBJIJICHUE O0YYarOIUMUCS MPO(PECCHOHATBHOMN NEATENbHOCTHIO MO CIEHATbHOCTH, Pa3BUTHE
po(hecCHOHATBHOTO MBIIICHUS;

— 3aKperuieHue, paclIpeHne, yriayoieHue U CUCTEMAaTU3alusl 3HAaHUH), TTOJTy4YeHHBIX IPY U3yYSHUN
JTUCIUIINH, ONPeAeSoNX Npoduib CennaibHOCTH;

— (opmupoBanue y 00y4arommMXcsi YCTAHOBKH HAa TBOPYECKHH MOAXOA K PEUICHUIO MpoOJieM B
npodecCuoHAIbHON cepe ACATEIHPHOCTH, Ha Pa3BUTHE CBOMX TBOPYECKUX CIIOCOOHOCTEHH;

— (opmupoBaHue y oOyyaromuxcs NEPBUYHBIX YMEHHH 00paOoTku uHpOpManuu, paboThl ¢
HOPMAaTUBHBIMM M 3aKOHOJATENIbHBIMH AaKTaMH, CIPAaBOYHON JIUTEpaTypoll U APyrUMHU
UH(POPMALMOHHBIMUA UCTOYHUKAMU;

— mpoBepka NPodecCHOHATBLHONH TOTOBHOCTH K CaMOCTOATEIBHOW TPYAOBOH JEATEILHOCTH
OyIyIIero CrennanamcTa;

— (opmupoBanue y O0OydYalOIIMXCS NPEICTABICHUS O KYyJIbType Tpyla, KyJIbType M DITHKE
MEKJIMYHOCTHBIX OTHOLICHHUH; MOTPEOHOCTH OEpEeKHOTr0 OTHOLICHHS K padoyeMy BpEMEHH;
KayeCTBEHHOI'O BBIMOJIHEHMSI 3aJlaHull, COOMIOCHUIO MPaBUJI U HOPM OXpaHbl TPyJda, TEXHUKE
0€3011aCHOCTH U IIPOTUBOMOKAPHOH 3aIIUTE.

[TocraBneHHble LENM TOCTUTAIOTCS MYTEM 3HAKOMCTBA OOYyYaloOUIMXCs € IOPUAMYECKUMU
OpraHu3alUsIMH, TIOMCKA PEIICHHH Pa3JMYHBIX 3a/la4 U BBIIOJIHEHHS KOMIUIEKCA CIIEUAIbHBIX
3aJaHuM 1715 pa3BUTHS MPOPECCUOHANBHBIX KaueCTB Oy IyIEro I0pHucTa.

Lesb TpOM3BOICTBEHHOM MPAKTHKH (IIPEAUTUIOMHON ):

— 3aKperuieHue U YriIyOJieHue 3HaHUMN, MOJYyYEHHBIX 00y4YaloUIMMICs B MPOIIECCEe TEOPETUYECKOTO
o0Oy4eHus;

— mnpuoOpeTeHre HeoOXOAUMbBIX YMEHH, HABBIKOB U OIBITa MPAKTUUYECKON pabOTHI MO MOTydyaeMoi
CHELUATbHOCTH;

— ¢opMmupoBaHHEe Yy O0OYyYaIOMMUXCA TMPAKTHYECKUX TPO(PECCHOHATBHBIX YMEHHH B paMKax
npodeCCHOHATIBHBIX MOJTYJICH 110 OCHOBHBIM BUAaM MPO(eCCHOHATBHOMN eI TeTbHOCTH

— o0yuyeHHe TpyAOBBIM IpHEMaM, ONEpalUsM M CHOCOOaM BBIIIOJIHEHHUS TPYJOBBIX MPOLIECCOB,
XapaKTepHBIX JII COOTBETCTBYIOIIEH CHEIHMAIBLHOCTH M HEOOXOTUMBIX JUISl TOCIEIYIOLIETO
OCBOEHHUSI BBIMYCKHMKaMH OOIIMX M MNpo(decCHOHANbHBIX KOMIETEHIMH Mo u30paHHOU
CTHELHUATbHOCTH.

3ajaun MPOU3BOCTBEHHON MTPAKTUKH (TPEIAUTLIOMHOM ):

— yriyOJgeHHe TepBOHAYAIBHOTO MPO(PECCHOHATBHOTO  OIBITA, IOJYYEHHOTO B  IEPHOJ
MIPOXO0’KICHHSI IIPOU3BOJICTBEHHON MPAKTHKH (TI0 TPOHUITIO CIICITUATBEHOCTH ),

— pa3BHUTHE O00IIUX U MPO(PECCHOHATBHBIX KOMIIETECHIIHIA;

— U3YYHTb JEATEIbHOCTh KOHKPETHOTO CY/a;

— TIOHATH CYIIIHOCTh M OCHOBHBIE XapaKTEPUCTUKHU CYACOHOTO aIMUHUCTPUPOBAHNUS;

— OCBOUTH BHUJBl TEXHOJOTUH, HCHOJB3YEMBIX B MPAKTUUYECKOW MEATEIbHOCTH KOHKPETHOTO
YUPEKACHUS;

— 03HAaKOMUTHCS C OCHOBHBIMU BUJAAMU MHCTPYMEHTAPHS, UCIOJIB3YEMOT0 YUPEKIECHUEM B CBOEH
NesITeIbHOCTH;

— TOJIy4€HHE MEePBUYHBIX MPO(ECCHOHANBHBIX YMEHUH MO CHEUalbHOCTH, IPUOOpPETEHHE OIbITa
OpraHu3alMOHHON PabOTHI;

— TOBBILIEHNE MOTUBAIMH K MPO(HECCHOHATLHOMY CAaMOCOBEPLICHCTBOBAHUIO;

— O3HAaKOMJIEHHUE C MPOUIIEM CrIeUAILHOCTEH 10 MpaBoBOi padore;

— HCIOJIb30BaHHE TEOPETHMUYECKUX 3HAHUI MpU OCBOEHUHU (GYHKIMOHAJIBHBIX OO0S3aHHOCTEH IO
OTJENBHBIM JI0JKHOCTSIM;

— TOJATOTOBUTH MPOEKTHI MPOLIECCYATbHBIX JOKYMEHTOB;

— 3aKpemnuTh U HMCIOJIb30BaTh CIICIUAIbHBIC 3HAHUS, MTOJyYEHHBIE B paMKaX Mpo(hecCHOHAIbHBIX
MOJTYJIEH;

— mnpeoOpa3oBaHUE MPUOOPETEHHBIX TEOPETUYECKHX 3HAHUW B CUCTEMY MpPO(eCCHOHAIBHBIX
YMEHHUI;

— pa3BUTHUE JINYHOCTHBIX Ka4eCTB, HEOOXOTUMBIX B IPO(ECCHOHATILHON e TENbHOCTH;

— Ppa3BHUTHE HABBIKOB NMPO(dhecCHOHAIBLHON pediekcun;
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OBJIA/ICHUE COBPEMEHHBIMH METOJaMM cOOpa, aHainu3a U 00paboTKH HAay4yHOH MH(OpMAIUH 110
npoOieme;

no00p ¥ aHAJIU3 OCHOBHOW M JIOTIOJTHUTEIHLHOM TUTEPATYPHI B COOTBETCTBUU C TPOOIEMATHKOM
paboT, BBIMTOJIHAEMBIX BO BPEMSI IPAKTHKH;

MOJIFOTOBKA K BBITIOJHEHUIO BHITYCKHON KBaTU(PUKAITMOHHON pabOThI, 8 UMEHHO:

® BBISBIICHUE CTICHU(DHUKHU HCCIEAYEMOM MTPOOIEMBI IO MECTY MPOXOKIACHHSI IPAKTUKH;

® XapaKTepUCTUKA 00BEKTA MPAKTHKHU C TOYKH 3PECHHUS TEMBI BBITYCKHON KBaTU(UKAIIMOHHON
paboTHI;

BBIOOP CIIOCOOOB PEIICHUsI TOCTABIICHHBIX 3a7a4 U METOA0B HcclieqoBanus mpobiemblr BKP;
cOop (haKTUIECKOTO U HOPMATUBHOTO MaTepHalia 10 TeME HCCIICIOBAHNUS;

aHaJIN3, CUCTEMaTH3aIus 1 0000IeHne coOpaHHoi nHGOpMAaIUy;

oopmieHre TPaKTUYECKOH YaCTH BBIITYCKHON KBaTH(UKAIIMOHHOMN paboThI.

TpeOoBaHusl K pe3yJibTAaTaAM OCBOEHHS IPAKTHKU:

B pesynbrare mpoxoxaeHuss yd4eOHOW W MPOU3BOJICTBEHHOM (IO MPOGUIIO CIIEIHATBHOCTH)

NPaKTUK MO BUAAM MPOPECCHOHATIBHOMN AEATEIIEHOCTH 00YYatOIUXCs JTOJKEH:

IIM.01 Opranu3annoHHO-TEXHHYECKOe o0ecniedeHre padoThl Cy/10B:

HMETDb HpaRTI/I‘IeCKI/Iﬁ OIBIT:

10 OCYIIECTBICHHUIO MMOJIHOMOYUIN COOTBETCTBYIOIIETO pabOTHHKA arnmapaTa cyJja O COOTBETCTBUU
C €ro JOJIKHOCTHBIM PETJIAMEHTOM.

yMeThb:

MOJIb30BAaThCsl HOPMATUBHO-METOAMYECKUMH JJOKYMEHTAaMHU 110 JIJIOIPOU3BOJCTBY B CYAE;
BeCTH paboOTy C JOKyMEHTaMH (SKCHEAUITMOHHAs 00padoTKa, perucTpanus, KOHTPOJb
UCTIOJIHEHUS, CIIPABOYHO-UH(OpPMAIIMOHHAsA PaboTa);
COCTABJIATh 1 0(OPMIIATH HOMEHKIIATYPY JIeJT B CY/E;
(dopMHpOBaTh €A HA CTAINH MPUHATHSA U HA3HAUCHUS K Cy/1Ie0HOMY PAaCCMOTPEHUIO U MOCIIE X
paccMOTpeHUs,

COCTaBJIATh, PEAAKTUPOBATH U OPOPMIISATH OPraHU3aIMOHHO-PACTIOPAIUTEIbHBIC TOKYMEHTHI;
o0pamniath K UCTIOJTHEHUIO TIPUTOBOPHI, PEIICHUS, OTIPEICIICHHS U TIOCTAHOBIICHUS CY/1a;

UCIIOJIb30BaTh WH(OPMALIMOHHBIE TEXHOJIOTUU MTPH TOKYMEHTHPOBAHWU U OPTaHU3aLUU PAOOTHI C
JOKYMEHTaMHU;

OCYILECTBIISATh NEPBUYHBIN yUET CTATUCTUYECKON MHPOPMALIUU B Cylie Ha OyMaKHOM HOCHUTENE U
B DJIEKTPOHHOM BH/IE;
OCYILECTBIISATH (POPMHUPOBAHUE TAHHBIX OMIEPATUBHON OTUETHOCTH.

OCYIIECTBIISITH CIIPABOYHYIO Pa0OTY IO YUETYy 3aKOHOJATEIhCTBA U CYICOHOM MPAKTHKE B CY/IE;
OCYILECTBIISAITh OCHOBHBIE MEPONPHUATHS HANpPABICHUS OPTraHU3AIMOHHOIO OOECIeYeHUs
JeSITeIIHHOCTH CYJIOB OOIIEH IOPUCIUKITUH;

3HATb:

HOPMAaTHBHO-METOINYECKUE JOKYMEHTHI 110 JOKYMEHTAI[HOHHOMY 00€CIIeYeHUIO paboTHI Cy/a;
KJIacCU(UKALUIO CITY>KEOHBIX TOKyMEHTOB U TpeboBanus kK HUM B cooTBeTcTBUU ¢ ['OCT;
KOMITBIOTEPHYIO TEXHUKY U COBPEMEHHBIE HH(POPMAIIHOHHbIE TEXHOJIOTHH;

OCHOBBI OXpaHbl TPY/J1a U TEXHUKU OE€30MaCHOCTH- IpaBUia MOJB30BaHUA W OOpAIIeHUs C
CEKPETHBIMHU TOKYMEHTAMH U H3JICITUSIMH.

IIM.02 ApxuBHOE€ 1€JI0 B Cy/e:

HMETb HpaKTI/I‘{eCKI/Iﬁ OIIbIT:

10 OpraHu3anuy paboThl ¢ JOKYMEHTAMHU;



- ITIO KOMIIJICKTOBaHUIO Cy,Z[G6HI>IX ACIT 1 HAPAA0B I TOCTOSAHHOTO XpaHCHUS

- IO OpraHU3aliu XpaHEHHs ApXUBHBIX IOKYMEHTOB;

yMeTh:

- TOArOTaBIUBATH CyJeOHbIE /1ena (Haps/ibl) U MaTepuaibl A CAaYU B apXUB;

- OCYHICCTBJIATH MMOJHOC O(bOpM.HGHI/Ie pi(A) | (HOI[H_II/IBKy WJIU MCPCILICT ACJIa, U3BATHC U3 [1CJ1a
METAIIMYECKUX CKPENOK U CKOOOK, HyMEpaLUIO JIMCTOB U 3aMl0JIHEHUE JINCTa-3aBEPUTETIS);

- COCTaBJIsITb BHYTPCHHIOIO OIMUCH JOKYMCHTOB;

- BHOCHUTb HEOOXO/JHMMBbIE YTOUHEHUS B PEKBU3UTHI 0OJIOKKH J1e71a;

- oopMIIATH pe3ybTaThl CAAYM Je]1 Ha apXUBHOE XPaHEHUE;

- coOMroaaTh OXpPaHHBIM PEKUM TTOMEIICHUH XPaHUITHIII,

- BBIIOJHATH MOPAAO0K NCIIOJIb30BAHWA NOKYMCHTOB apXUBa CyJa;

- OpraHu30BaTh NMOPSIO0K OTOOpa JOKYMEHTOB U 0OPMIICHHS UX Ha YHUUTOKEHUE;

3HATH:

- TOpAIOK 0TOOpa Ha XpaHEHHUE B apXHUB CYJOB JOKYMEHTOB, MX KOMIUIEKTOBAHHUS, yueTa U
HUCIIOJIB30BaHUA,

- TepeyeHb JOKYMEHTOB CY/I0B C YKa3aHHUEM CPOKOB XpaHEHUS,;

- HOPMATHUBHBIE YCIOBUSA XpaHEHUS apXUBHBIX JOKYMEHTOB;

- TIOJIOKEHHMS O MOCTOSIHHO JCHCTBYIONIEH AKCIIEPTHON KOMHUCCUU CYa.

IIM.03 UndopmaTuzanus 1esiTeJILHOCTH CyAa:

HMeThb NPAKTHYECKHUH ONbIT:

- B IOMCKE NMPaBoBOil MHQOPMAIIMK U aBTOMATHU3ALMHU OTAEIBHBIX CHIEUU(PUIECKUX YIACTKOB
paboThI (CTATUCTUYECKUI yUeT);

yMeThb:

- BECTH YYET M CUCTEMAaTU3aLUIO MIEKTPOHHBIX JOKYMEHTOB;

- TIOJB30BATHCS CUCTEMOH 3JIEKTPOHHOTO IOKYMEHTO000pOTa;

- OCYLIECTBIIATh 00pabOTKY U MPEAOCTABICHUE JAHHBIX COTPYIHUKAM CYAa;

- HCHOJIb30BaTh KOMIBIOTEP HA yYACTKE CTATUCTUYECKOTO YUETa;

3HATh:

- 0a3bl 1aHHBIX, THPOPMALIMOHHBIE CIIPABOYHBIE M TIOMCKOBbIE CUCTEMBI, B TOM uncie ("T'AC-
[TpaBocynue", «Moi Apoutp»), cipaBouHbIe MpaBoBbie cucteMbl "["apant", "KoHcynbranT
IImoc";

- IOHMCKOBBIE CUCTEMBI B CeTH VIHTEpHET;

- IlepeYeHb HOPMATHUBHBIX IIPaBOBBIX akTOB [IpaBurenscrBa Poccuiickon @enepanuu u
(enepanbHBIX OPraHOB UCIIOJHUTEIBHON BIACTH B MH(OPMALIMOHHBIX CUCTEMaX OOIEro
I10JIb30BaHUS;

- TpaBuiIa pa3MelieHus B cetu MHTepHeT nHpOpMaLuu o AeATENIBHOCTU Cy/a Ha CTPAHULaX caiTa

IIM.04 CyneOHasi cTATUCTHKA:

HMeTh MPAKTUYECKHI ONBIT:

- TI0 BEICHUIO CTATUCTHUKH, XapaKTEPU3YIOUIYIO pabOTy Cy/I0B, a TAK)KE CTATHCTUKH CYAUMOCTH
(IO BCTYMUBIIIUM B 3aKOHHYIO CHJTy TIPUTOBOPaM);

yMeThb:

- COCTaBIISITH OTYET O paboTe CYIOB MO PACCMOTPEHHUIO TPAKIAHCKHUX, YTOJOBHBIX JIENd, A€l 00
aIMAHUCTPATUBHBIX MPABOHAPYIICHUSX;

- COCTAaBIISITh OTYET O CyMMax yIiep0a OT MpecTyIICH i, CyMMaX B3bICKAHUH B JIOXOJ] TOCYAapCTBa,
CyMMax CyJIeOHBIX pacxo/I0B U3 (heaepanbHOro OI0KeTa OMpeeIeHHBIX CYICOHPIMU aKTaMHU;

- OTYET O PACCMOTPEHHH CyAaMH TPAXKIAHCKUX, VYTOJNOBHBIX [N B aNeIUBIIHOHHOM U
KacCallMOHHOM TIOPSIJIKAX;

- COCTaBIISITh OMEPATHUBHYIO OTYETHOCTH;



OCYILIECTBIISATh AHATUTUYECKYIO pabOTy MO0 MaTepraiaM CTaTHCTUYECKOH OTYETHOCTH;
BECTH CIIPABOYHYIO PabOTy MO y4eTy 3aKOHOJIaTENIbCTBA U CYIeOHOM MPAaKTUKH B CyAax;

3HATb:

WHCTPYKIIHIO IO BEJCHUIO CYJIeOHOM CTaTHCTUKHY;

Tabenb (OpM CTAaTHCTUUYECKON OTYETHOCTH CY/IOB;

BUBI B (DOPMBI CTATUCTHYECKOW OTYETHOCTHU B CY/E;
MIpaBHJIa COCTABJICHHS CTATUCTUICCKUX (hOPM;

cucreMy cbopa v OTpabOTKH CTATUCTHYECKOW OTYCTHOCTH

IIM.05 ObecnieyeHune UCTIOJTHEHU I pelIeHUi cyaa:

HMETb HpaKTI/I‘{eCKI/Iﬁ OIIbIT:

10 OOpaleHUIO K HMCIIOJHEHHUIO MPUTOBOPOB OMNPEACICHUN U MOCTAHOBJICHUH IO YTOJOBHBIM
JiesaM;

10 0OpAaIIEHNIO K UCIIOJIHEHUIO PELICHUH, ONpEeAeTICHUN 0 TPaXXJaHCKUM JIeiaMm;

110 OOPALIEHHIO K UCIIOJIHEHUIO PELIEHUH Cya [0 MaTepraiaM J0CcyAe0HOro KOHTPOJIs;

yMeTb:

COCTaBJIATh IPOILECCYaIbHBIC M CIIY)KEOHBbIC JOKYMEHTBHI B CBS3M C OOpallleHHeM IPHUTOBOPA,

OHpeI[eJIeHI/IH 1 ITIOCTAHOBJICHU A cyz[a K UCIIOJTHCHHUIO U HaHpaBH}ITB nux aﬂpecaTy;

BBIMIMCHIBATG  UCIOJHUTCIBHBIC  JIOKYMCHTBI W HANpaBiIsATh HMX  COOTBETCTBYIOIIEMY

MOJIpa3/IelIeHUI0 CyIeOHBIX MPUCTABOB;

BBIJIaBaTh MCIOJHUTEIBHBIC IOKYMEHTHI JIJIs1 OOpaIieHUs B3BICKAHUS Ha MMYIIIECTBO JIOJDKHUKA,

BbIIaBATh HCIIOJITHUTCIBbHBIC I[OKYMCHTBI JJI HpOI/IBBOI[CTBa y,[[ep)KaHI/IH n3 3apa60TH0171 11J1aThl

(Ipyrux A0X0/I0B) AOIKHUKA,

BCCTU yqu HpOI/IBBeI[eHHBIX BBBICKaHI/Iﬁ 110 UCITOJTHUTCIBbHBIM ,Z[OKyMeHTaM;

OCYIIECCTBIIATH KOHTPOJIb 32 HCITOJIHEHUEM COOTBETCTBYIOIIETO CY/ICOHOTO TOCTAHOBJICHHS,
OCYLIECTBIIATH IPOU3BOJACTBO IIPU PACCMOTPEHUH CYJIOM IIPEACTABICHUM U XOAATAICTB B ITOPSAKE

UCIIOJTHEHUS CYJICOHBIX TOCTAHOBJICHHMIA,

0o(OpMIISITH CITMCAHUE JIeT B APXUB;

3HATb:

HOPMAaTHBHBIEC IPABOBBIC aKThI, PETYJIUPYIOIINE BOIPOCH! HCIIOIHEHUS CYeOHBIX aKTOB;
HOPSIIOK BCTYIUICHHS CYACOHBIX aKTOB B 3aKOHHYIO CHITY;

o01mue mpaBuia 00palieHus K UCTIOIHEHUIO TPUTOBOPA, PELICHNUS, OTIPEICICHHUS U IIOCTAHOBIICHUS
cyna;
cneun(uky oOpalieHus K HMCIOJHEHHIO CYACOHBIX aKTOB IO YTOJIOBHBIM Ji€laM, JeiaM 00
aJIMIHHUCTPATHBHBIX TPABOHAPYIICHUSAX U TPAXKIAHCKHUM JIeNIaM;
HOPSI0K IPOM3BOJICTBA [0 MaTepHaliaM, pa3pelraeMbIM B OPsIKE UCIOIHEHUS TIPUTOBOPOB

1.5. Kotn4ecTBO 4acoB Ha 0CBOCHHME IPOrPAMMBI PAKTHKH:

Bcero: 468 yacoB, U3 HHX:
ydeOHas npakTuka - 108 yacoB, B TOM 4YHCIIE:

B paMkax ocBoeHus [IM.01 — 36 vacos,
B pamkax ocBoeHus [IM.03 — 36 gacos,
B paMmkax ocBoeHus [IM.04 — 36 vacos,

IIPOM3BOJICTBESHHAS IIpaKkTHKa—360 4acoB, B TOM YHCIIE:

® TIPOM3BOJICTBEHHAS MPaKTHKa (TI0 MPOHUITIO CIIeUaTbHOCTH) — 216 4acoB, U3 HUX:

B pamkax ocBoeHus [IM.01 — 36yacos,
B pamkax ocBoeHus [IM.02 —72 4aca,
B paMmkax ocBoeHus [IM.03 — 36 vacos,
B pamkax ocBoeHus [IM.05 — 72 yaca;

® TIPOM3BOJICTBEHHAS MpaKkTHKa (mpenauriiomnas) — 144 gaca.
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PE3YJBTATBI OCBOEHUSA IPAKTUKH

Pe3ynbpTaToM ocBOEHUS MPOTrpaMMBbl MPAKTUKH SBIISETCS CPOPMUPOBAHHOCTD Y 00YUAIOIINXCS
MEPBOHAYANBHBIX MPAKTUYECKHX NPO(ECCHOHANBHBIX YMEHUNW B paMKax MpodeccroHATbHBIX
MOJyJIEH 10 OCHOBHBIM BuAaM aesitenbHOCTH (BJl): OpraHu3anmoHHO-TEXHUYECKOE 00eCTIeueHne
paboTel cynoB, Opranu3aius u odecreueHue cyJeOHOoro AeI0mpoOn3BOICTRA:

[IM.01. Opraan3aniuOHHO-TEXHUYECKOE 00ecTIeueHre padoThI CyJI0B,

[IM.02. ApxuBHOE 1€I0 B CyAE,

[IM.03. Madopmaru3aius qesTeIbHOCTH CY/a,

I[IM.04. CyneOHas cTaTHCTHKA,

[IM.05. ObecrieueHne MCMOJHEHHWH pEIICHW cyna, a Takxke oiazeHue oommmu (OK) u
npodeccuonansubivu (I1K) komneTeHIusIMuU:

Kon HauMeHoBaHHe Pe3yJibTAaTA 0GyYeHHs
OpraHu30BbIBaTh COOCTBEHHYIO JAESATEILHOCTD, BHIOUPATH TUIIOBBIE METOII H
OK 2 CII0co0B! BHIMOIHEHHS TPOPECCHOHANLHBIX 3a1a4, OLEHUBATL X dP(PEKTUBHOCTE
Y KA4eCTBO
OCyIIECTBIAT MOUCK U UCIIONB30BAaHUE HHPOPMAIMU, HEOOXOIUMOMN st
OK 4 3¢} hexTHBHOrO BBIMOTHEHHUS MPOPECCUOHATBHBIX 33134, MPOPECCHOHAIBLHOTO U
JIMYHOCTHOTO Pa3BHUTHS
OK 5 Hcnons30Bath HHGOPMAHOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH B
poEeCCHOHATBHOM JAEATENBHOCTH
1K 1.1 Ocy1ecTBiATh paboTy ¢ 3asABICHAAMH, Kamobamu u HHBIMH oOpareHusIMu
IpaKIaH U OPraHU3alMii, BECTH IIPUEM TTOCETUTEIIEH B CYJIE
K 1o | HOANEPKHMBATL B aKTyaIbHOM COCTOSHMH 0a3bl HOPMATHBHBIX IIPABOBEIX AKTOB M
Cy1eOHON TPAKTUKH
OGecrieunBaTh pabOTy OPITEXHUKH M KOMITBIOTEPHOM TEXHUKH, KOMITBFOTEPHBIX
1K' 1.3 ceTell U MPOrpaMMHOT0 00ECTICUCHUsI CY/I0B, CAUTOB CYI0B B HH()OPMAIHOHHO-
TeJIeKOMMYHUKaIMoHHOU ceTu "MuTepHet" (nanee - ceth MIHTEpHET).
[IK 1.4 ObecneunBaTh paboTy apxuBa cyna
K 15 OcyIecTBIATh BeJIeHUE CYJeOHOM CTaTUCTUKN HAa OyMakKHBIX HOCUTEIISX U B
SJIEKTPOHHOM BHJIE
K 2.1 OCyIIEeCTBIISITH IPUEM, PETHCTPAIHIO, YUET U XPAaHCHUE CYICOHBIX JIEl,
BELIECTBEHHBIX JIOKA3aTEIbCTB M JJOKYMEHTOB
K 2.2 OcyiecTBaATs 0OPMIIEHHE [€]1, HA3HAUYEHHBIX K Cy1e0HOMY pa30MpareibCTBY
K 2.3 OCyYIIECTBIATH U3BELIEHHE ML, YIACTBYIOIIHMX B CyJI€0HOM pa3sOuparelibCTBe,
IPOM3BOJIMTH PACCHUIKY U BPyUYEHHE CYJICOHBIX JOKYMEHTOB U U3BCIICHUM
K 2.4 OCYILECTBIATE PETUCTPALIUIO, YIET U TEXHHYECKOE 0DOPMIICHHUE
MCIOJHUTENBHBIX JOKYMEHTOB T10 CY/IeOHbBIM JIejiaMm




CTPYKTYPA U COAEPKAHUE ITPAKTUKHU

TemaTnuyecknii 1aH y4eOHON NPaAKTHKH

Ko
AR O0BeM BpeMeHH, OTBOAUMBIN Ha
(bOpMI/IpyeMBIX HanmenoBanmne HpO(l)CCCI/IOHaJ'H:HOFO MOAYJIA
N MPaKTUKY (Jac, HEJCIIs)
KOMIICTCHLIN
K 1.1-1.5, [IM.01 Opranu3anuOHHO-TEXHUYECKOE 36 uacos
K 2.1-2.4 obecrieueHre paboOThI CyI0B | Hexems
IIK 1.3, [IM.03 MudopmaTuzanus qesTeIbHOCTH 36 uacos
IIK 1.5 cyna 1 Henmensa
36 yacos
K 1.5 [IM.04 CynebHnast craTuCTHKa
1 Henensa
108 yacoB
Uroro:
3 Henenu
TemaTn4yeckuil NJI1aH NPOU3BOACTBEHHON MPAKTHKH
Koppt N
O0BeM BpeMeHH, OTBOAUMBIN Ha
(bOpMI/IpyeMBIX HanmenoBanmne HpO(l)CCCI/IOHaJ'H:HOFO MOAYJiA
N MPaKTUKY (Jac, HEJCIIs)
KOMIICTCHIINH
K 1.1-1.5, [IM.01 Opranu3anuOHHO-TEXHUYECKOE 36 uacos
K 2.1-2.4 obecrieueHre paboThI CyI0B | Hexems
72 4daca
[IK 1.4. [IM.02 ApxuBHOE 1€J0 B Cy/e
2 "Henenun
36 yacos
IIM.03 Nndopmatuzauus AesITEILHOCTH
K 1.3, 1.5 dop A
cyna 1 Hepens
[IM.05 OGecrnieueHne UCTIOTHEHHUI 72 Haca
[IK 2.4. .
pelieHuii cyna 2 Hemenm
216 yacoB
Hroro:
6 Henenb




TemaTn4eckuii NJ1aH NPOU3BOACTBEHHOM NPAKTUKH (NPeIUIIIOMHOI)

N O0beM BpeMeHHU, OTBOIUMBII HA TIPAKTUKY
Konst hopMupyeMbIX KOMITETEHITHIA
(dac, Henems)

OK 2, OK 4-5, 144 yaca

K 1.1-1.5, [IK 2.1-2.4 4 Henenu




Conep:xanue y4eOHO NPAKTUKH:

Kongr
(bopMUpyeMbIX
KOMIIETEHIIAMN

Kon u HaumeHoBaHUe
POo(ECCHOHATHHOTO MOIYJIS

KomanuectBo
4acoB

Bunsr padot

K 1.1-1.5,
IIK 2.1-2.4

I[IM.01
OpranuzanuoHHO-
TEXHUYECKOE 0OecIeueHne
paboTHI CyZI0B

36 gyacoB
1 senens

OxapakTepu3oBaTh  OpraHU3alyi0  TpyAa  paOOTHHKOB  cdepsl  CcyIaeOHOTO
JIEJIONPOU3BOICTBA.

CocTaBUTh CTPYKTYpPHYIO cxeMy «Buibl JOMKHOCTEH M COAEp>KaHUE BBIMOIHIEMON
paboTH).

O3HAaKOMHUTKCS C TNIAHUPOBAHUEM PAaOOTHI CEKpeTaps cyia.

OdopmuTh MONTHYIO KOTIHIO OPHUITHATEHOTO JOKYMEHTA.

OdopMHTD BBIMHUCKY U3 OQUIHMATIBHOTO JOKYMEHTA.

Odopmuts 1y0IMKaT TOKyMEHTA.

PaccMoTpeTs  BXOASImMiA  JOKYMEHT (O3HAKOMUTBCS C  TEKCTOM, 3allOJIHUTH
PErUCTPAIIMOHHYIO (OPMY).

Opranuzanus paboTsl: IpUEM KIIUEHTOB.

3anoMHUTh OIaHKHU TOKYyMEHTOB:

— AKT 00 OTCYTCTBUH JOKYMEHTOB WJIH APYTUX BIOKEHU B TOUYTOBBIX OTIIPABICHUSIX;
— KypHnan ydera Bxonsiieil KOppeCIoHICHIINH;

— KypHuan ydera ucxopsiiei KOppeCoH ICHIUY;

— JKypHnan ydera nein, Ha3HAYEHHBIX K PACCMOTPEHHIO B CYZeOHOM 3aCeIaHuu;

— Kypnan yuera onpezeneHuil Mo 3asBICHUAM (Ka006aM) 0 IPUHATUS UX CyIbSIMH
K CBOEMY ITPOU3BO/ICTBY;

— Kypnan ydera cyneOHbIX ITpadoOB, HANAraeMbIX MO T'PAKIAHCKUM JIEJIaAM.
OdopMHUTB OTUET O IPAKTHKE.

IIK 1.3,
K 1.5

IIM.03
WNndopmaruzanus
NeSITeIbHOCTH Cy1a

36 yacoB
1 Henmens

O3HakoMUTBCS ¢ 6a3aMM AAHHBIX, HH(QOPMALIMOHHBIMM CIPABOYHBIMU M TOUCKOBBIMU
cucremamu, B ToM umcie («['AC-IIpaBocynue», «Moit apOuTp»), CHpaBOYHBIMU
npaBoBbIMH cuctemamu «I apanty, «Koncynbrant [1mtocy:

1. Hcnons3oBanue CIIC «Koncynbrant [lmoc» u CIIC «l"apant» g moucka

HOPMATHUBHBIX I0OKyMEHTOB:

Wzyunts uaTEpdEiic cucTem.
Ocy1iecTBUTh TOMCK TEPMUHOB € IOMOIIBIO TOJIKOBOTO CIIOBapSL.
Cozlanue MOUCKOBBIX 3allpOCOB B KAPTOUKE PEKBU3UTOB YISl IOMCKA JOKYMEHTOB I10
U3BECTHBIM PEKBU3HUTAM.
Coznianue 3anpocoB 10 KapTOUYKE PEKBU3UTOB JJISl IIOUCKA 110 TEKCTY JOKYMEHTA.
Haiitn HeoOxoauMyro MHGOpPMALKIO, UCHOJb3Ysl MOUCK MO CUTyallud U HUCTOYHUKY
OIyOJINKOBAHUSI.




Kongr
(bopMUpyeMbIX
KOMIIETEHIIAN

Kon u HanmeHOBaHUe
PO ECCHOHATHHOTO MO IS

KomnuectBo
4acoB

Bunpt padot

Opranuzanus paboThl CO CIUCKOM HAaMIEHHBIX JOKYMEHTOB.

[Ipumenenne MHOOPMAITMOHHBIX TEXHOJOTHUN PabOTHI CO CIMHMCKOM HaiJaeHHBIX B BJI
JIOKYMEHTOB.

CoxpaHeHue HaliJIeHHBIX IOKYMEHTOB B Mankax 0a3bl JaHHBIX.

CoxpaHeHHUe HalIEHHBIX TOKYMEHTOB U (hparMeHTOB B BUjE (haiina.

[Tpumenenne nHPOPMAITMOHHBIX TEXHOJIOTHIA padOoTHI ¢ opMamu 0a3bl JaHHBIX.
[Touck 1Mo HeCKOIBKUM MH(POPMAITMOHHBIM Oa3aM.

HaiiTn n3mMeHeHus B 3aKOHOJIATENIbCTBE IO PA3IMYHBIM TEMaM U MepHoJaM, MOTydnuTh
OM3HEC —CIIPABKH 110 SKOHOMUYECKHUM BOIIPOCAM.

Bocnonb3oBarbes yciyroi npaBoBOu MOAIEPKKU OHJIANH MTOJIb30BaTENECH.

N3yuuth cTpyKTYypy AOKYMEHTA (MU OJTHOTO U3 KOJIEKCOB).

YcTaHOBUTH 3aKiaku Ui OBICTPOrO MOMCKA MHTEPECYIOUUX (PParMeHTOB B TEKCTE
JOKyMEHTa (KoJIeKca).

W3yunth aHHOTalMM, CyAeOHYIO MPAaKTUKY, KOMMEHTapuHu, Pa3bsCHEHUsS, CXEMbl U
CIIpaBOYHbIC MAaTEPHANIbl K U3y4aeMbIM JOKYMEHTaM.

2. Osznakomuthes ¢ 6azamu nanHbiX «['AC-IIpaBocynuey, «Mou apouTpy:
UccnenoBanue nupopmannonusix cucreM I'AC «IIpaBocyaue», «Moit apouTp».
[Touck crarucTuueckor HH(PpOpMaIUK.

3. OdopMHUTH OTUET O IPAKTHKE.

IIK 1.5

[IM.04
CyneOHasi cTaTHCTHKA

36 yacoB
1 genena

Pemenre mpakTHuecKuX CUTyaIui 1o aHAJIN3Y OCHOBHBIX OTpaciiel cy1eOHOn
CTaTHCTUKH: YTOJIOBHO-IIPAaBOBAs, IPakJaHCKO-IIPAaBOBasi, aIMUHUCTPATUBHO-
cyneOHas CTaTUCTHKA,;

[IpumMeHeHMe U UCTIONIb30BaHUE MAaTEPHAJIOB Cy1IeOHOM CTaTUCTUKU B MPAKTUYECKOM
JeATEIbHOCTH;

Ocy1iecTBiI€HHE COOTHOLIEHHS CyIeOHOM CTaTUCTUKHU U Cy1eOHOM MPaKTHKH;
Pemenne mpakTuueckux 3a/1a4d M0 XapaKTePUCTUKE KOJINYECTBEHHON CTOPOHBI
IPECTYIUIEHUH, JINYHOCTU IPECTYMHUKA, JIUL], TIOTEPIEBLINX OT MPECTYIUICHUH,
HaKa3aHUW U UHBIX MEp BO3ACHCTBHUS;

OcyuecTBieHHE yueTa NPECTYIIIEHUI U IPaKAaHCKUX [TPaBOOTHOILIEHUH, KOTOpBIE
CTaJIM MPEIMETOM PACCMOTPEHHUS B YTOJIOBHOM U I'PaXAaHCKOM IIPOLIECCE;
OIpEICIICHUE TPAHUIIBl JOCTOBEPHOCTH CTATUUECKHUX JAHHBIX O MPECTYIHOCTH;
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Kongr
(bopMUpyeMbIX
KOMIIETEHIIAN

Kon u HanmeHOBaHUe
PO ECCHOHATHHOTO MO IS

KomnuectBo
4acoB

Bunpt padot

Omnpenenenue oOMHUX MPABUI IIOCTPOCHUS POTPAMMBI CTATUCTHYECKOTO

HaOIIOACHUS

Omnpenenenue poiau U 3HaUEHUS JOKYMEHTOB IIEPBUYHOIO yUeTa U UX 3HAUECHUE B
MPAaBOBOM CTaTUCTHUKE;

-BUIbl JOKYMEHTOB IIEPBUYHOIO yUeTa pEICHUE IPAKTUUECKUX 3aad 10
ONPEJIETICHUIO BUI0B OTYETHOCTH U MOPSIIKA UX PACCMOTPEHHS;

YTBEPKACHUSI ONIPENIEIIEHUE BUJIOB CTATUCTUYECKUX TPYNIUPOBOK: TUIIOJIOIMUYECKNE,
BapUALlMOHHBIE U AHATUTUYECKHUE;

OmnpeneneHre OCHOBHBIX IPYNIIUPOBOK B OTAEIBHBIX OTPACISAX CyIAeOHON CTATUCTHKHY;
Pa3zpaboTka (cBOAKa ¥ TPYNIIUPOBKA) CTATUCTUICCKUX KAPTOUCK HA MOJCYIUMBIX;
AHanu3 mpueMoB cYeTHOM 00pabOTKU U aHAIM3 MOKa3aTelNeil cy1e0HON CTaTUCTUKY;
[IpuMeHeHre OTHOCHUTEIBHBIX BEJINYMH B IPABOBOM CTaTUCTHUKE;

MCII0JIb30BaHUE IMHAMUYECKUX PSAOB B IPAaBOBON CTATHCTHUKE.

VYcnoBus cOnocTaBlIeHHs TTOKa3aTeneld JUHAMUYECKUX PSIIOB B CYZICOHOM CTaTHCTHUKE;
OmnpeneneHne coOCTOSHUS IPECTYTHOCTH, €€ YPOBHS, CTPYKTYPbl U JUHAMUKWY;
BBISIBJICHHE MTPUYMH U YCIOBH, CIOCOOCTBYIOIINX COBEPIIECHUIO TPECTYIUICHUH;
N3ydeHne TMYHOCTH NIPECTYITHUKA, U3YUYEHUE BCEH CUCTEMBI MEP IPOTUBOACHCTBHUS
MIPECTYITHOCTH

Nzyuenue GpopM CTaTUCTHUECKON OTYETHOCTH M UX MOKa3aTeNel, XapaKTepU3yIOIINX
00BeM U KauecTBO pabOThl MUIIUIIUHU, OPTaHOB MPEABAPUTEIHHOIO pacciae0BaHus, U
VCIIOJIHAIOIMX HaKa3aHUsl, Cy/10B;

AHanu3 cy1eOHOM MPAaKTHKY U €€ TMHAMHUKA;

CooTHOIIIEHHE TPYMIT OCYXAECHHBIX K JHMIICHHIO CBOOOJBI U OCYXKIEHHBIX K MepaM
HaKa3aHWs, HE CBA3aHHBIM C JIMIIEHHEM CBOOONBI, KaKk MoOKa3aTelb KapaTeabHOU
NOJUTUKA  TOCYJIapCTBa,  OOYCIIOBIIEHHOW  ypOBHEM  NPECTYIIHOCTH, €€
PacipoCTPaHEHHOCTHIO U CTENEHBIO OOLIECTBEHHON OMACHOCTH.

OdopMHUTB OTUET O IPAKTHKE.
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Conep:xaHue NPpOU3BOACTBEHHON NPAKTUKH (110 NPOPUIIIO CTIEHATIBHOCTH):

Konapr
dbopMHUpyEMBIX
KOMIIETEHIUI

Kox u HaumenoBanue
poeCCHOHATTBHOTO MOYJIS

KonnuectBo
gacos 1o [IM

Bunbt pabot

IIK 1.1-1.5,
IIK 2.1-2.4

IIM.01
OpranuzanroHHO-
TEXHHYECKOE oOecreueHne
paboTHI CyI0B

36 uyacoB
1 Henmens

O3HakoOMJIEHUE CO CTPYKTYpOM pallOHHOIO Cyja, JOJKHOCTHBIM COCTaBOM arlrapara
Cyla, pacrmpeneieHueM O0S3aHHOCTeM B 00JacTU JENONPOU3BOJCTBA MEXIY
COTpYIHUKAMH armapara cyja.

O3HaKOMJIEHHE C HOPMAaTUBHO-METOANYECKUMHU JTIOKYMEHTAMHU, PETJIaMEHTUPYIOLTUMHU
BEJICHUE CyneOHOTO JIEeTIONPOU3BO/JICTBA: rocyJJapCTBEHHas cucrema
JOKYMEHTAIlMOHHOTO O0€CleYeHHsl yNpaBiIeHUs, T'OCYJIapCTBEHHbIE CTaHAAPTHI B
0o0IacTH  JeNMONpPOU3BOACTBA M apXMBa Jiela, MHCTPYKIUS 10 CyJaeOHOMY
JIEJIONPOU3BOICTBY.

O3HakOMJICHHE ¢ OpTaHU3aIUuei U BeJIEHUEM IOKYMEHTO000pOTa B OpraHU3alllu.
[IpueM W oTmpaBKa KOPPECTOHJICHIIMH, MOCTYMHUBIIEH MOYTOBOH, TeinerpagHON
(aKCUMHUIILHOH CBSI3BIO.

Perucrpanus 10KyMeHTOB.

VYyer ABUKEHUsI JOKYMEHTOB U CPOKOB MPOXOKACHUS €I B CYJE.

Y nocroBepeHune KoMKl JOKYMEHTOB Cy/a.
PenaktupoBaHue MPOEKTOB MPUKA30B,
UCXOJSIINX OT PyKOBOJICTBA Cy/a.
PenaktrpoBaHue MaTepuanoB Mpecc-CIyKObI.

[Tpuem 1 Bblaya TOKyMEHTOB.

[Ipuem, xpaHeHue W BbIgaua CyACOHBIX [€J, JE1 IO HOMEHKIAType U JAPYIHX
JIOKYMEHTOB

Y 10CTOBEpEHHE KONUM JOKYMEHTOB, BBIIABAEMBIX U3 apXUBa CyJa.

BrinonHeHne KonupoBaibHO- MHOXKUTEIBHBIX padoT.

Benenue cipaBoyHO-MH()OPMAITMOHHOW PaOOTHI M BbIIa4ya CIPABOK 110 MPOXO0KIECHUIO
U pe3yJIibTaTaM pacCMOTPEHUS CyIeOHBIX JIe] M OOpaIeHHiA.

CocraBiieHH€e 0TYETa 110 TPOU3BOACTBEHHOM MPAKTHUKE.

pacCHOpsKEHMM M MHBIX JTOKYMEHTOB,

I1K 1.4.

I1IM.02
ApXUBHOE JI€JIO B Cy/IE

72 yaca
2 HeJIenn

N3yueHne cTpyKTypbl OPraHU3alny 10 MECTY MPOXOKIACHUS TPAKTUKH.
N3yuenHne qomKHOCTHBIX HHCTPYKITUH CIIEIHATIICTA 10 CyAcOHOMY
aIMUHUCTPUPOBAHMUIO.

[ToaroroBka cyneOHbIC fena (HapsIpl) ¥ MaTEPUAIIBI ISl CIAYH B APXHUB.
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Konsr
(hopMHUpyeMbIX
KOMIIETCHITUH

Kon u HanmeHOBaHHe
Ipo(heCcCHOHATBHOTO MO IS

KonnuectBo
gacoB o [IM

Buasr pabot

OcyiecTBieHne MOJHOTO 0hopMIIeHHUS e (MOAIIMBKY WM MEPeIUieT Aeja, U3bIATHe
U3 JIejia METAITHYEeCKUX CKPETIOK U CKOOOK, HyMepaIliio JTUCTOB U 3all0JIHEHUE
JIMCTa-3aBEPUTETIsN ).

CocraBiieHHE BHYTPEHHEH OINUCU JOKYMEHTOB.

BHecenne He0OXOAMMBIX YTOUHEHUI B pEKBU3UTHI 00JI0KKH Jea.

Odopmiienne pe3yabTaToOB CIauu JIeJ B apXUBHOE XpaHEHHE.

Co0mroieHre 0XpaHHOTO PEeKUMa IMTOMEIICHUH XPaHWIIUIII.

Brinonnenune Mnopsiika HCIOJIb30BAHWA JOKYMCHTOB apXuUBa CyJa.

Opranu3zanus nopsaka oroopa J0KyMEHTOB U 0(OPMIICHUS UX HA

YHHUYTOKCHHUC. HepeqnanTL OCHOBHBIC HOPMATUBHBIC JOKYMCHTBI,
peraaMeHTHpYIOIIHe MpaBuia 00ecredeH s COXPaHHOCTH apXUBHBIX

JIOKYMEHTOB.

JlaTh XapaKTEepUCTUKY OCHOBHBIM HOPMATUBHBIM PEXUMaM XPAaHEHUS JOKYMEHTOB B
apxuBe.

[Ipoananu3upoBaTh KOMIUIEKC MEp IO 00ECIIEYCHHUIO COXPAHHOCTH

JIOKYMEHTOB B apXUBe, SIBIISIONIEMCs 0a30i MpoBeIeHUs TPAKTHKH.

CocraBiieHHE 0TYETa 110 TPOU3BOACTBEHHOM MPAKTHUKE.

K 1.3,1.5

I1M.03
WNndopmaruzanus
NeSITeIbHOCTH Cy1a

36 uyacoB
1 Henmens

O3HaKOMHTBCS C HH(OPMAITMOHHBIMH TEXHOJIOTUSIMH, TPUMEHSIEMBIMH IS
o0ecreyeHus AeATeNbHOCTH Cya.

O3HaKOMHTBCS ¢ pabOTOM CaliTOB CyZI0B BCEX YPOBHEH.

[ToaroToBUTH MaTepuansl 0 HECKOJIBKUM JIeIaM

CocraBieHue oTyeTa 110 NPOU3BOACTBEHHOMN MPAKTHUKE.

I1K 2.4.

I[IM.05
O0ecrieueHne UCIIOTHEHUNH
peleHnii cyna

108 gacos
3 genenu

O3HakoMJIEHUE C IPABUIIAMHA BHYTPEHHETO TPYAOBOIO PACIOPSAIKOB OPraHU3aluN
N3yueHue cTpyKTypbl OpraHu3aluy 1Mo MECTy MPOXOKIACHUS TPAKTUKHI

W3ydyeHne  MOJDKHOCTHBIX ~ MHCTPYKIMH  CHE[UaJucTa MO  CyJIeOHOMY
aJIMUHUCTPUPOBAHUIO

CocTaBnsTh TpolieccyalibHble M CIy>KeOHbIe JOKYMEHTHI B CBSI3U C OOpalleHHuEM
MIPUTOBOpa, OMpPENENCHUs U MOCTAHOBJIEHUS CyJa K MCIIOJHEHUIO U HANpaBlATh UX
aapecary
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Konsr
bopmMHpyeMbIX
KOMIIETCHITUH

Kon u HanmeHOBaHHe
Ipo(heCcCHOHATBHOTO MO IS

KonnuectBo
gacoB o [IM

Buasr pabot

BrinuceiBaTh MCHOIHUTEIbHBIE TOKYMEHTBI U HANpPaBISATh UX COOTBETCTBYIOILEMY
MOIpa3IeNIeHUI0 Cy1eOHBIX MPUCTABOB

BbigaBath MCIONHUTENBHBIE TOKYMEHTHI 1711 OOpalieHus] B3bICKaHUSI Ha UMYILECTBO
TOJKHHUKA

BoigaBath McmoONHUTENbHBIE JOKYMEHTHI JUIsl TPOM3BOACTBA yACpKAHUS U3
3apaboOTHOM MIaThl (IPYTUX JOXOMIOB) TOJKHUKA

Bectu yueT npoun3BeeHHBIX B3bICKaHUI 110 NCTIOTHUTENbHBIM JOKYMEHTAM
OcCymecTBISATh KOHTPOJb 32 HCIOJHEHHEM COOTBETCTBYIOIIETO  CyAeOHOTO
MIOCTAHOBJICHUS

OcyliecTBISATh MPOU3BOJCTBO MPU PACCMOTPEHHH CYJOM TPEACTaBICHUN U
XO0JIaTalCTB B MOPSIIKE UCIIOJIHEHUS Cy1€OHBIX TOCTAaHOBIECHUIN

OdopMIsTs CIICaHKE JEN B apXUB

CocraBiieHHEe 0TYETa 110 TPOU3BOACTBEHHOMN MPAKTHUKE.

Conep:xanue Npou3BOJACTBEHHON NMPAKTUKH (TPeITUIIOMHOM):

MecTto
Kombr popmupyembix | KonmuectBo
- MPOXOXKICHUS Bunst pabot
KOMIICTCHIINU qacoB
IPaKTHUKH
OK 2, OK 4-5, 144 yaca Cyn O03HAKOMJICHHE C MPaBUIIAMU BHYTPEHHETO TPYIOBOTO PACIIOPSAIKOB OpraHU3aNU
K 1.1-1.5, 4 wenenu M3YyUYEHUE CTPYKTYPbI OPraHU3ALUU 110 MECTY NMPOXOKIACHUS TPAKTUKHI
MK 2.1-2.4 M3Yy4YEeHHE JOJKHOCTHBIX MHCTPYKIUH criennaiucTa no cyae0HoMy aIMUHUCTPUPOBAHUIO;

yriayOJieHue HaBBIKOB U YMEHUH paboTaTh ¢ HOPMATUBHO-METOAMUYECKUMH JOKYMEHTAMH 110
JETOTIPOU3BOICTBY B CyJIE, UX U3YUCHUE

BECTH paboOTy C JOKyMEHTaMHM (pEerucTpamusi, KOHTPOJIb HCIIOJHEHHS, CIPABOYHO-
nH(popMannonHas padbora);

COCTABIIATh ¥ 0OPMIIATE HOMEHKIIATYPY e B CY/IE;

(dbopMHpOBaTh Aea Ha CTAINH MIPUHATUS U HA3HAUCHUS K Cy/IeOHOMY PacCMOTPEHUIO U ITOCIIe
WX PACCMOTPEHHS;
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Kombr popmupyembix
KOMIIETCHIIAN

KommugectBo
JacOB

Mecto
MIPOXOXKICHUS
MIPAKTHKH

Buasr padbot

COCTaBIISATh, PEIAKTUPOBATH U OPOPMIIATH OPTraHU3ALUOHHO-PACTIOPSIUTEIbHBIC TOKYMEHTHI;
o0paniate K UCTIOJTHEHUIO IPUTOBOPHI, PEIICHUS, OTIPE/ICTICHHUS ¥ IIOCTAHOBIICHHSI Cy/1a;
HUCITIOJb30BAThH I/IH(bOpMaI_[I/IOHHBIe TCXHOJIOTUHU MIPpU AOKYMCHTUPOBAHHU W OpraHU3allun
paboTHI C TOKYMEHTAMH;

OCYIIECTBIIATh TMEPBUYHBIN y4YeT CTAaTUCTHUECKOW HH(OpPMaluM B cyjae Ha OyMaKHOM
HOCHUTEIIC U B AJIGKTPOHHOM BUJIC;

OCYIIECTBIISATH (OPMHUPOBAHUE TAHHBIX ONIEPATUBHOW OTYETHOCTH;

OCYIIECTBIISATH CIIPABOYHYIO Pa0bOTY MO yueTy CyJeOHO MPAKTUKU B CY/IC;

OCYIIECTBIISITh OCHOBHBIE MEPONPHUSATHS HAINPABICHHUS OPTraHU3AIMOHHOTO O0ECIeYeHUs
ACATCIIbHOCTU CYyJa,

BBITTOJIHEHUE OTICPATHBHBIX 331aHUH PyKOBOAMUTEINS IPAKTUKHA OT OPTaHU3AIIH

noa00p MaTepHalioB MPAKTHUYECKOW NEATENbHOCTH OPraHM3allyd B LEISIX IOCIEAYIOLIETO
HaIMCAHMS BBIMTYCKHOW KBATM(MUKAITMOHHOW PaObOThI

MupoBoii cyibst

03HaKOMJIEHHUE C MPaBUJIAMH BHYTPEHHETO TPY0BOI'O PACTIOPSIIKOB OpraHU3aluu
M3YUYEHUE CTPYKTYPbl OPraHU3ALUU 110 MECTY MPOXOKIACHUS TPAKTUKHI

M3Yy4YeHHE JOJKHOCTHBIX MHCTPYKIIUH crienuaiucTa no cyae0HoMy aAIMUHUCTPUPOBAHUIO;
3HaKOMCTBO ¢ @3 «O MupoBBIX Cylbsix». KomMneTeHIus U MOJIHOMOYHS MUPOBOIO CYIbH.
Arnmapat MUpPOBOTO CYJIbU, 00SI3aHHOCTU COTPYAHUKOB ammapaTa MUPOBOTO CYAbH: MUPOBOI
CyIlbsi, TIOMOIIIHMK MHPOBOTO CyJbH, CEKpPEeTaph CYIeOHOr0 3aceqaHus, IMOATOTOBKA K
cyneOHOMY pa3OoupaTeIbCTBY

JIEJIONPOU3BOJICTBO Y MHPOBOTO CYJbU: HCKOBOE 3asBJICHHUE, OIPEICICHHE, ITPOTOKOI
Cy1eOHOTO 3acelaHusl, peIIeHue, CyAcOHBIN MPUKa3

OopraHu3aius MpueMa MHUPOBBIM CYJbEW €ro MOMOIIHUKOM M CIELHUATUCTOM: PaCHUCAHUS
MpueMa, BEeJICHUE yueTa KypHaja nmpruema

MPUEM M OTIPABJIICHUE MMOYTOBON KOPPECIOHJCHIIMHU. Perucrpanns BXOAsIIEH U UCXOAsIIeH
KOPPECHOHICHIIUU

odopmIIeHrE YTOJIOBHBIX M IPaXIaHCKUX JIe]1 IPU IPUHITUN U HA3HAYCHUH JieTia K CyIeOHOMY
3acelaHuI0. YyacTue B MOATOTOBKE MPOTOKOJIOB CYI€OHBIX 3ace aHHi

BBITIOJTHEHUE ONEPATHUBHBIX 3aJaHUI PyKOBOJIUTEINS MPAKTUKU OT OpraHU3aluu

mo00p MAaTepUANOB MPAKTUYECKOW AESITeIbHOCTH OPraHM3allH B IEJISIX MOCIEAYIOIIETrO
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Mecto

Kombr popmupyembix | KonmuectBo
KOMIIETEHIINH 4acoB TIPOX O ICHIA Buasr padbot
IPaKTHUKH
HaNKMCaHUs BHITYCKHOM KBaJTM(UKAIIMOHHON pabOThI
Cayx0a O3HAKOMJIEHHUE C [TPABUIIAMU BHYTPEHHETO TPYJIOBOT'O PACIOPSIIKOB OPraHU3allH
CcyneGHBIX M3yYeHHUE CTPYKTYphl OPraHU3AIMH [0 MECTY MPOXOXKACHUS MPAKTUKU
NpUCTaBOB (10 U3yYEHUE JTOJKHOCTHBIX I/IHCprKulv/H?I CHELMAINCTA 110 Cy1€0HOMY aJIMUHUCTPUPOBAHHUIO;
HCTIOMHHTETBEOMY BBITOJIHEHUE ONEPATHBHBIX 3a/1aHUil PyKOBOAUTEIS PAKTHKH OT OPraHu3aLiin
noa00p MaTepHaloB MPAKTHUYECKON NEATEIbHOCTU OpraHM3alliyd B LEISIX MOCIEAYIOLIEro
HpOH3BOJCTBY) HaIKMCaHUs BBITYCKHOHN KBaTU(UKAITMOHHON pabOThI
O3HAKOMUTBCS C OOIIeH CTPYKTypoil mHoapasfeneHus CyJeOHBIX IPHCTaBOB B paspese
denepanbHbIX 3aKOHOB «O cyneOHbIX npucTaBax» U «O0 UCHOIHUTEIBHOM MPOU3BOJICTBEY;
KaTeropuu JOJDKHOCTHBIX JIMIL CIYXObl CyJeOHBIX HPUCTaBOB; OOS3aHHOCTH TPaXKIaH U
OpraHu3aIH Mepe] Cy1eOHBIMH MTPUCTAaBAMU
O3HAKOMJIEHHUE C AETIONPOU3BOACTBOM CYEOHBIX MPUCTABOB — UCIIOJIHUTENEH, NUCTIONHSAIOIMX
CyldeOHBIE aKThl W AaKThl JPYTUX OPTraHOB MOPSAKOM OCYIIECTBICHUS MCIOJHUTEIHLHOTO
IIPOU3BOJICTBA, IPUHYAUTEIbHBIM HCIIOJIHEHUEM CYACOHBIX U MHBIX aKTOB, HAJIOKEHHUE apecTa
Ha UMYILECTBO JOJDKHUKA, OOBSBICHUEM IPaX/1aH B PO3BICK
O3HAKOMJIEHHE C OCHOBHBIMH 3a/1a4aMU U IPUHIMIIAMU JESITEIbHOCTH CyI€OHBIX IPUCTaBOB-
UCIIOJTHUTENIEH
O3HAKOMJIEHHUE NTPOU3BOCTBA (Cy1eOHOE pelleHNE, NCTIOIHUTENbHBIN JIUCT, IOCTAaHOBJIEHUE O
BO30YKICHUH/TIPEKPALICHUN HUCIOJHUTEIBHOTO TPOU3BOJCTBA), IOCIEIOBATEIBHOCTHIO
IIPOU3BOJICTBA
O3HAKOMJICHHE C BHYTPEHHEH CTPYKTYpOW MOJpa3JeNeHUs] M pacHpelesieHUs] e MEXIY
IIpUCTaBaMU
NpeIbsBICHUE  UCIOJHUTENBHBIX  JOKYMEHTOB M BO30YXKIEHHE HCIIOJIHUTEIHLHOTO
MIPOU3BOJICTBA
IPUHYIUTEIBHOE UCIIOIHEHUE
O3HAKOMJICHHE C HWHCTAaHIUAMH  OOXaJlOBaHMS TOCTAaHOBJICHUH  HMCIIOJHUTEIHLHOTO
IIPOU3BOJICTBA B paMKaX MCIIOJIHEHUS] KOHKPETHBIX CyACOHBIX peILICHUH
noa0op Marepuana IMPaKTHUYECKOW NESATETbHOCTH OpraHW3alMy C LENbI0 IOCIEAYIONIEro
HaIMCAHMS BBITYCKHOW KBATM(UKAITMOHHOW PaOOTHI.
Apxus O3HAKOMJIEHHUE C [IPABUIIAMU BHYTPEHHET O TPYJI0OBOT'O PACIOPSIKOB OPraHU3aIlH
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Kombr popmupyembix
KOMIIETEHIINI

KommugectBo
JacOB

Mecto
MIPOXOXKICHUS
MIPAKTUKU

Buasr padbot

U3Y4EHHE CTPYKTYpPbl OPraHU3alMH 10 MECTY IPOXO0KIEHUS IPAKTUKU
U3y4EHHUE JOJDKHOCTHBIX MHCTPYKIUM CHenuaucTa o cyae0HOMYy aJMUHUCTPUPOBAHUIO;
O3HAaKOMJICHHE C CUCTEMOH U CTPYKTYPOU OpPraHU3aLUu;

(GYHKIMOHATIbHBIE 00SI3aHHOCTH JOJKHOCTHBIX JIMIL OpPraHU3alHY;

MOJIrOTaBIMBATh CyAeOHbIe Jena (Hapsabl) 1 MaTepUaIIbl Ul CIa4H B apPXUB;

OCYILLECTBIIATh NOJHOE o(opmieHHe el (MOAIMBKY WIM MEpervieT Jea, U3bsATHE U3 JieNa
METAJUINYECKUX CKPENOK U CKOOOK, HyMEpalMIO JUCTOB U 3all0JHEHUE JINCTA-3aBEPUTEIIS);
COCTaBJISITh BHYTPEHHIOIO OMHUCH IOKYMEHTOB;

BHOCHUTb HEOOXOUMBIC YTOUHEHUS B PEKBU3UTHI O0JI0XKKH J1€N1a;

oopMIIATH pe3ybTaThl CAAYM Je]l Ha apXUBHOE XPaHEHUE;

coOJTr0/1aTh OXPaHHBIN PEKUM IMTOMEIIEHUN XPAHHIIUIIL;

BBITIOJHATH MOPSAAO0K UCIIOJIb30BAHUS JOKYMEHTOB apXHBa Cy/a;

OpraHu30BaTh NOPSA0K OTOOPA JOKYMEHTOB U OOPMIICHHS UX HA YHUUTOKCHHE;
BBITIOJTHEHUE ONIEPATHUBHBIX 3aJaHUI PyKOBOIUTEINS IPAKTUKU OT OpraHu3aluu

o00p MaTepUaIOB MPAKTUUECKON AEATENbHOCTH OPTaHU3aLMHU B LEIAX OCIIETYIOIEro
HaIKMCaHUs BHITYCKHOHN KBaTU(UKAIIMOHHON pabOThI
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