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1. MACIIOPT IPOI' PAMMBI ITPEJIAIIIOMHOM MPAKTHKHA
1.1. OBJACTh IPUMEHEHUSA TPOI' PAMMBI HIPEUIMILIOMHOM MPAKTUKH

[Ipenaunnomuas npaktuka seisiercss yacTeio OIIOII IICC3 no cneunansuoctu 04.02.03
«[lpaBo u cyneOHOe aAMUHHCTPUPOBAHWE» B YaCTH OCBOEHUS OCHOBHBIX  BHUIOB
poheCCHOHANTLHON eATEIbHOCTH, OPraHU3alMOHHO-TEXHUYECKOe obecrieueHrne padboThl CyIOB,
opraHmzanys u odecrnedeHue cy1e0HOro qeI0MpPOU3BOCTRA.

[IpakTrka HampaBieHa Ha POPMHUPOBAHUE Y CTYAEHTA OOLINX KOMIETEHLHH, TOJyYeHHE
MPAKTUYECKOTO OIMBITA 1O BUY MPOECCHOHAIBHON A TEIBbHOCTH, IOATOTOBKY K OCO3HAHHOMY
U yIIyOJIEHHOMY M3yYEHHIO OTACIbHBIX CHELUANbHBIX IUCLHUILIMH. B mponecce mpoxokaeHus
MPAKTUKU CTYAEHT JOJUKeH coOparth M 0o0padoTaTh MaTepuaj, HEOOXOMUMBIA ISl HAIMUCAHUS
TUTLIOMHON paboThI.

IIpousBoacTBeHHast  (MpenoWIUIOMHAs) — TPAKTUKAa  JODKHA  CIIOCOOCTBOBATH
(hOopMUPOBAHHIO OOIINX KOMITETEHIUH, BKITIOYAIOIIUX B €051 CIOCOOHOCTB:

OK 2. OpranuzoBbIBaTb COOCTBEHHYIO N€STENbHOCTb, BBIOMPATh THUIIOBBIE METONIBI U
CrocoOBI BBIMOTHEHUS MPO(HEeCCHOHATBHBIX 3a7a4, OLIEHUBATh UX 3(h(HEKTUBHOCTD U KAYE€CTBO.

OK 4. OcyuiecTBisiTh NMOUCK W UCIOJNBb30BaHHWE WH(POPMALMK, HEOOXOAUMOH st
3¢ pexTUBHOrO BBHIMOTHEHUS] MPO(HECCHOHANBHBIX 3a/1a4, NMPOPECCHOHATBHOTO U JTMYHOCTHOTO
Pa3BUTHSL.

OK 5. Hcnonp3oBath  HWH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTUU B

poeCCUOHATTLHON EeSITEIbHOCTH.

IIpoxoxnenue MIPOU3BOACTBEHHON (IpenauIIIOMHOI) MPAKTUKU IOJIKHO

crocoOCTBOBATH OBNAACHHUIO MPOQECCHOHATBHBIMU KOMIIETCHLIUSIMU:

IIK 1.1. OcymecTBisate padoTy ¢ 3asBICHUSIMH, XaloO0aMU W WHBIMH OOpaIIeHHUSIMU
rpaklaH U OpraHu3aliiii, BECTH NPUEM IOCETUTENEH B Cyae.

IIK 1.2. [TognepxuBaTh B aKTyaJbHOM COCTOSIHUU Oa3bl HOPMATHUBHBIX IPABOBBIX aKTOB
U Cy1eOHOM MPaKTHKH.

IIK 1.3. ObecnieunBaTh pabOTy OPITEXHUKH U KOMITBIOTEPHOH TEXHUKH, KOMIIBIOTEPHBIX
cerei W TpOrpaMMHOro obOecrneueHus: CyaoB, CalTOB CydOB B HH(OPMAIMOHHO-
TeJIeKOMMYHHUKAIMOHHON cetn "UHTepHeT" (nanee - cetb HTEpHET).

[IK 1.4. OGecnieunBaTh paboTy apXxuBa Cyza.

IIK 1.5. OcymecTBasTh BeeHUe CyneOHONW CTaTHCTUKH Ha OYyMaKHBIX HOCHTENSIX U B

3JIEKTPOHHOM BHJIE.



5.2.2. Opranmsanus u obecrnedeHre Cy1e0HOro AeI0MPOU3BOCTRA.

I[IK 2.1. OcymecTBasTh MPUEM, PETUCTPALUIO, Y4eT U XPaHEHUWE CyAeOHBbIX e,
BEILLECTBEHHBIX IOKA3aTENIbCTB U TOKYMEHTOB.

[IK 2.2. OcymecTBsiTh 0OpMIICHHE NIe), HA3HAYEHHBIX K CyAeOHOMY pa30OupaTebCTRY.

IIK 2.3. OcyIecTBisTh U3BEIIEHUE JINILI, YYACTBYIOIIHNX B CyeOHOM pa30OupaTebCTBe,
MPOU3BOIUTH PACCHUIKY U Bpy4eHHUE CyNeOHBIX TOKYMEHTOB U U3BEIIIEHHUI.

I[IK 2.4, OcywmecTBiasiTh pErucTpaliyio, y4eT M TEeXHUYeCKoe oQopMIleHHe

HUCIOJIHUTEJIbHBIX JOKYMEHTOB I10 Cy,[[e6HbIM JcJiaM.

1.2. IEJIA ¥ 3AJIAYM NIPEIMIIIOMHOM IPAKTUKH

C uenbio OBNAICHUS YKa3aHHBIMU BUAAMHU MPO(EeCCHOHANBHON AesITeIbHOCTU U
COOTBETCTBYIOLIUMH OOLTMMH U MPO(HECCHOHANIBHBIMU KOMITETEHIIHSIMU O0YYar0 IUICST
B Pe3yJIbTATe MPOXOXKAEHHSI MPAKTUKH JOJIKEH:
HMeThb MPAKTHYECKHH ONbIT:
- 10 OCYLIECTBJIEHHIO IIOJHOMOYHH COOTBETCTBYIOIIEro pabOTHMKa ammaparta cyaa B
COOTBETCTBUH C €r0 JOJDKHOCTHBIM PETJIAMEHTOM,
- 10 OpraHu3aluu paboThl C JOKYMEHTaMU,
- 10 KOMIUIEKTOBAHUIO CYAeOHBIX 1€ U HAPSAOB ISl TIOCTOSTHHOTO XPAHEHUS,
- [10 OPTaHMU3ALUN XPAHEHHs APXUBHBIX JOKYMEHTOB,
- B TIOHUCKE TMpPaBOBOM HMHGOpPMAIMM W aBTOMATH3ALUHU CHENU(PHUECKUX Y4YacTKOB paboThI
(craTucTHYECKUH yUET),
- MO0 BENEHHWIO CTATHCTUKU, XapaKTepH3ylolled padoTy CynoB, CTAaTHCTUKH CYAMMOCTH (TIO
BCTYIHUBIIHUM B 3aKOHHYIO CHUJIy IIPUTOBOPaM);
- 0 OOpAaIleHHI0 K WCIOJHEHUIO MPUTrOBOPOB, OMPEAEICHUH M IMOCTAHOBJIEHUH MO YrOJOBHBIM
aemnam;
- 110 OOPAIIEHNIO K HCIIOIHEHUIO PELIeHNH, ONPeAeIeHuUil 10 MPaskAIaHCKIM JIeTIaM,
- 10 OOPAIIEHNIO K HCIIOIHEHUIO PEeIIeHnH Cya 10 MaTepuatam JoCyaeOHOro KOHTPOJLS,
yMeThb:
- TIOJIb30BAThCS HOPMATHUBHO-METOANUECKUMH JOKYMEHTAMH IEJIONMPON3BOICTBY B CYAE;
- BeCTH padoTy ¢ JOKyMEHTaMH (perucTpanus, KOHTPOJIb CIIPaBOYHO-HH(POpMaoHHas padoTa),
- COCTaBJITh U OPOPMIISITh HOMEHKJIATYPY ZeJ B CyIIE,
- (hopMUpOBaTh AeNa Ha CTaIUH MPUHSITHS U HA3HAYCHUS K CyAeOHOMY PaCCMOTPEHHIO U TIOCIIE UX
paccMoTpeHus;
- COCTaBJIATD, PEAAKTHPOBATH U OPOPMIIATE OPTaHU3ALMOHHO PACTIOPSIIUTENbHBIE TOKYMEHTHI,
-o0paraTh K UCIIOJHEHHIO TPUTOBOPHI, PELICHHUS, ONIPEAEIICHHs IOCTAHOBICHHS CY/a,
- UCTIOJIb30BaTh NHPOPMALMOHHBIE TEXHOJOTHH MPH JOKYMEHTUPOBAHUH M OPTaHU3aALUN PAOOTHI
C IOKYMEHTaMU,;
- OCYIIECTBJISATh MEPBUYHBIN yUET CTATUCTHYECKONH MH(OPMAIH B Cyae Ha OyMaKHOM HOCHTEINE
U B 3JIEKTPOHHOM BUJIE;
- OCYIIECTBJIATH (POPMHUPOBAHNE NAHHBIX OMEPATHBHON OTUETHOCTH,
- OCYIIECTBJIATE CIPABOYHYIO PabOTy MO yueTy cyaeOHOM MPaKTUKU B CYAE;
- OCYWIECTBISITb OCHOBHBIE MEPONPUATHS HAMPABJICHUS OPraHM3aLMOHHOTO OOECTIeYeHHUs
IeATeNIbHOCTH CYIIa,
- IOTOTABJINBATh CyIeOHbIE Nena (Hapsiabl) 1 MaTepHAIIbI I CIaYH B APXUB,;
- OCYIIECTBJIITH INOJIHOE odopmiieHHe Aen (TMOALIMBKY WM HeperuieT Aefla, U3bATHE U3 Jea
METATHIECKNUX CKPEOK U CKOOOK, HyMEpALHIO JIUCTOB U 3aMIOJHEHHE JINCTA-3aBEPUTEIS);



- COCTaBJIAITh BHYTPEHHIOIO OIUCH JOKYMEHTOB;
- BHOCHTb HEOOXOIUMBIE YTOYHEHHUS B PEKBU3HTHI OOJIOXKKH €1,

- 0(OPMIIATE PE3yJIbTATHI CAAYH 1€ HA APXUBHOE XPAHEHHE,

- cOOMIOIaTh OXPAHHBIN PEKUM ITOMEIIEHUH XPaHIITUIL;

- BBIMIOJIHATH MOPSAAOK HCIIONb30BAHMSI TOKYMEHTOB apX1Ba CyAa,

- OpTaHU30BaTh MOPSIOK OTOOPA JOKYMEHTOB M O(OPMIICHHS MX HAa YHUUTOXKEHHE,

- BECTU yUeT U CUCTEMATHU3aLUI0 3JIEKTPOHHBIX IOKYMEHTOB;

- TIOJIb30BAThCS CUCTEMOM 3JIEKTPOHHOIO JOKYMEHTO000POTA;

- OCYIIECTBJIATH 00pabOTKy M MPEAOCTaBIEHHE JAHHBIX COTPYIHUKAM CYAQ;

-HCIIOJIb30BaTh KOMITBIOTEP HA yUACTKE CTATUCTHUYECKOTO YUeTa;

- COCTaBJISITh OTHUET O padoTe CyIOB MO PACCMOTPEHHUIO TPAKAAHCKUX, YIOJOBHBIX NN, Ne 00
aAMHHHMCTPATUBHBIX PaBOHAPYILIEHUSX,

- COCTaBJATh OTYET O CyMMax yuiepba OT NPEeCTYIUIeHHH, CyMMax B3BICKAHHH B JIOXOX
roCyIapcTBa, CyMMmax CyAaeOHBIX pacxomoB u3 (QeaepanbHOro OOKETa, OMpPeeIeHHbIX
CyneOHBIMHU aKTaMH,

- COCTaBJISITh OTYET O PACCMOTPEHUH CyJaMH IPaKAaHCKUX, YTOJOBHBIX A€l B aleUIALIHOHHOM U
KacCalMOHHOM MOPSAAKax;

- COCTaBJISATh ONEPATUBHYIO OTYETHOCTD;

- OCYIIECTBJIATh AHATUTHYECKYIO padoTy M0 MaTepuanaM CTaTUCTUYECKOH OTYETHOCTH,

- BECTH CIIPABOYHYIO paboTy MO y4eTy 3aKOHOATENbCTBA U CYyAeOHOM MPAKTHKH B CyIax;

- COCTaBJISITh NMPOLIECCYaJIbHbIE U CITy’KeOHbIE NOKYMEHTHI B CBSI3U C OOpalleHHeM MPHUroBOpa,
ornpezeseHus U MOCTAHOBJIEHUS CyJa K UCIIOJHEHUIO U HAIIPaBJIATh UX aJpecarTy;

- BBINIUCBHIBATh HCIIOJIHUTENbHbIE JOKYMEHTbI U HampaslsATh HMX COOTBETCTBYIOIIEMY
NOJPA3ICNIEHUIO CYyIeOHBIX MTPUCTABOB;

- BBIJIaBaTh MCIIOJHUTEIbHBIE JOKYMEHTHI JIJIs1 OOpaIeHHst B3bICKAHUS HA UMYIIECTBO JOJUKHUKA,
- BBIABaTh WUCIOJHHUTEJbHbBIE TOKYMEHTBI AJISI MIPOU3BONCTBA YAEPKAHUSA W3 3apabOTHOHN IUIaThI
(Ipyrux QOXOMOB) MOJKHUKA,

- BECTU y4eT NPOU3BEIEHHBIX B3bICKAHUI 11O UCIIOJHUTENBHBIM JOKYMEHTaM,;

- OCYIIECTBJIATH KOHTPOJIb 32 UCIIOJHEHUEM COOTBETCTBYIOIIErO CyAeOHOr0 MOCTAHOBJICHNUS,

- OCYULIECTBJIATb IMPOU3BOACTBO MpPHU PACCMOTPEHUM CYIOM IMPEACTaBIEHUN M XOAaTaiCTB B
MOPSIZIKE UCTIOJHEHUS Cy1e0HBIX MOCTAHOBJICHUH;

- 0(OpPMIIATE CIIUCAHKE ACT B APXUB,;

3HATh:

- HOPMAaTHBHO-METOIUYECKHE TOKYMEHTHI TI0 JIOKYMEHTAIIMOHHOMY O0eCIIeueHHI0 padoThI Cy/a,

- KJTaCCU(UKALIHIO CITy:KeOHBIX TOKYMEHTOB U TpeboBaHus Kk HuM B cootBercTBuu ¢ [OCT,;

- KOMIIBIOTEPHYIO TEXHUKY U COBPEMEHHbBIE HH()OPMAIIMOHHBIE TEXHOJIOT Y,

- OCHOBBI OXPaHBbI TPYZia U TEXHUKHU O€30MacHOCTY;

- MOpSAOK OTOOpa Ha XpaHEHHE B apXHWB CYIOB IOKYMEHTOB, UX KOMIUIEKTOBAHHMS, ydeTa U
HCIIOJIb30BaHUS,;

- IepeveHb JOKYMEHTOB CYI0B C YKa3aHUEM CPOKOB XpaHEeHMUS,

- HOPMaTHBHbIE YCIIOBUs XPaHEHUS apXUBHBIX JOKYMEHTOB;

- MIOJIO3KEHMSI O MOCTOSIHHO AEHCTBYIOLIEH 3KCIIEPTHON KOMUCCUH CY A,

- 0a3pl maHHBIX, MH(POPMALIMOHHBIE CIIPABOYHBIE U TOHUCKOBBIE CHUCTeMBbI, B ToM uHcie («['AC-
IIpaBocynue»), cnpaBouHble IpaBoBBIE cucTeMbl «I apanT», «Koncynprant [Lmocy;

- TIOUCKOBBIE CUCTeMBI B ceTu HTepHeT;

- IepedYeHb HOPMATUBHBIX NPaBOBbIX akTOB IlpaBurenbcrBa Poccuiickoin Pepepauun u
(denepanbHBIX OpPraHOB HCIOJHUTENBPHOH BJIACTH B HH(GOPMAIMOHHBIX CHCTeMax oOIIero
MOJIb30BaHUS,;

- TpaBWJIa pa3MelneHus B cetu WHTepHeT MH(pOpPMaLMU O AEATENbHOCTH CyJa Ha CTPaHULAX
caiira;

- HHCTPYKIHIO 110 BEACHHIO CyIeOHON CTaTHCTHKUY,

- Tabenb (hOpPM CTAaTUCTHYECKOH OTYETHOCTH CY/IOB;



- BUABI U (POPMBI CTATHCTUYECKON OTUETHOCTH B CYAE;

- MPaBUJIa COCTABJICHHSI CTATUCTUYECKUX QOpM;

- cucreMy cbopa 1 oTpabOTKU CTATUCTHYECKON OTYETHOCTH,

- HOPMAaTUBHBIC MMPABOBLIC aKThI, PETYJIUPYHOLINUE BOIMMPOCHI UCTIOJIHEHUA Cy,[[e6HbIX AKTOB,

- IOPSAZIOK BCTYIUICHUS CyI€0HBIX aKTOB B 3aKOHHYIO CUITY,

- of0mue mnpaBuwia OoOpalleHUs] K HCIOJHEHUIO TMPHUIOBOpA, pEIIeHHs, OMNpenesieHus |
IIOCTaHOBIICHUSI CY/1a,

- CHeLII/I(I)I/IKy O6paH_[eHI/I$I K UCITIOJITHEHHUIO Cy,[[e6HbIX AKTOB II0 I'paXaaHCKHUM U YTI'OJIOBHBIM ACJIaM,
nenam 00 aIMUHUCTPATHBHBIX PABOHAPYIICHUSX.

1.3. Opranuzanusi NpaKTHKH
Bbaszoii mpoxokaeHus: npaktuku sisiercst cucrema cynoB Pl m @CCII P/ (mupossie
cyabl, henepaibHbIie CYAbl U CIyk0a CyIeOHBIX MPUCTABOB).
Jins  mpoBeAeHHMs TPOM3BOACTBEHHOW TPAKTHKK (MO MpoQHiIo  CHEeLUaIbHOCTH)
pa3paboTraHa cieayroIasi JOKyMEHTALUS:
—  TIOJIOKEHHE O MPAKTHKE;
— pabouas mporpamMma MPOU3BOACTBEHHON MPAKTUKHU (110 IPOQUITIO CIIELUATBHOCTH);
— mIaH-rpaguK KOHCYJNbTAIMH W KOHTPOJS 3@ BBIMOJIHEHHEM CTYASHTAMH IPOTPAMMBI
MPOM3BOICTBEHHOMN MPAKTHKH (TIPY MPOBEASHUH MPAKTUKU HA MIPEANPUATHH);
— JIOTOBOPBI C MPEANPUSITHIMHU MO MPOBEACHUIO PAKTHKHY,
— TMpHKa3 O pacnpenesieHNH CTYACHTOB 10 0a3aM MPaKTHKH.

B ocHOBHBIE 00513aHHOCTH PYKOBOJUTENS MPAKTHKHU OT KOJUIEIKA BXOJISAT:

— - pOBEAECHHE MNPAKTUKH B COOTBETCTBUU C COAEP’KAHUEM TEMAaTHUYECKOro IUIaHA U
conep KaHus MPaKTHUKHU,

— YCTaHOBJIEHHE CBSI3U C PYKOBOJUTEJSIMU NPAKTUKU OT OPTaHU3ALUI;

— pa3paboTKa U COracoBaHHUE C OPTraHU3ALMAMH MIPOTPAMMBI, COAEPIKAHUS U TUIAHUPYEMbIX
PE3yJbTaTOB NPAKTUKH,

— OCYLIECTBJIEHHE PYKOBOJCTBA PAKTUKOM,

— KOHTPOJIMPOBAaHUE peaju3allid MPOrpaMMbl MW YCJIOBHM MPOBEACHUS MNPAKTUKU
OpraHu3alUsiIMH, B TOM 4Hcle TpeOOBaHWI OXpaHbl Tpyda, O€30mMacHOCTH
JKU3HENEATENIbHOCTH W TOKapHOW O€30macHOCTH B COOTBETCTBHHM C NPABHIIAMH U
HOPMAaMmH, B TOM YHUCJI€ OTPACJIEBbIMU,

— (opMupOBaHHE IPYIIILI B CIy4ae MPUMEHEHHUS TPYIIIOBBIX (JOPM MPOBEASHHS TPAKTHK,

— COBMECTHO C OpraHM3alUsIMH, YYaCTBYIOIIMMHU B OPraHM3aLUU U MPOBEIECHUU MPAKTUKHU,
OpTaHu3aLysl MPOLIEAYPHI OIIEHKH OOLINX M MPOpECCHOHATBHBIX KOMIETEHIUI CTYICeHTa,
OCBOEHHBIX UM B XOJI€ POXOXKACHHS IPAKTUKH,

— pa3paboTka M COINTACOBaHME C OPraHMU3alUsSMH (POPMbI OTYETHOCTH U OLIEHOYHOTO
MaTepuana NpoXOoXKACHUS NPAKTUKH.

CTyneHTsl IpH MPOXOKIEHUH MTPOU3BOACTBEHHON MPAKTUKH OOSI3aHbI:
— MOJHOCTBIO BBINOJHATH 3aAaHUs, NPENyCMOTPEHHBIE MNPOrPaMMON NPOU3BOACTBEHHOU
MPAaKTHUKH,;
— colmonaTe NefCTBYIOIMNE B OPraHU3aLMsAX [IPABUIA BHYTPEHHETO TPYIOBOTO PACHOPSIIKA,
— H3y4aTh M CTPOTO COOMOATh HOPMbI OXPaHbI TPY1a U MPaBHJIa MOKAPHOH 0€30MacHOCTH.

1.4. KosmyecTBO 4acoB HA OCBOEHHE MPOrpaMMbl NMPOU3BOACTBEHHOIl NpPaKTHUKH (IO
npouII0 CNeHAIBLHOCTH)

00wem gpemenu oba3amenvroli yvacmu IITICC3 144 uaca.
obvem gpemenu sapuamusnoi yacmu IINICC3 () vacos.
Pacnpenenenue pa3genos U TeM O YacaM NMPUBEIECHO B TEMATUYECKOM IIJIaHE.



2. CTPYKTYPA U COJIEP)KAHUE IPOU3BOACTBEHHOM MPAKTHKH (IIO
MPO®UJIIO CHEIHUAJIBHOCTH

2.1. O6beM NpOoU3BOACTBEHHOH NPAKTHKH H BHAbI padoT

Bua yueOHbIX 3aHATHH, 00eCIeYNBAKIIHX MPAKTUHKO- O0beM yacos
OPUEHTHPOBAHHYIO MOATOTOBKY

Bceero 3ansituii 144

B TOM YHCJIC:

UzydeHue CTPyKTYpHI U yCTaBa MPEAIPUATHS (OPTaHU3ALIH) 12
BeimonaeHne obsi3aHHOCTEH Ha pabOounX MECTax B OPraHU3aLUN 120
IloaroroBka TOKyMEHTaLUH 10

Hrorosas arrecranus 2
















3. YCJIOBUS PEAJIN3AIIMHU ITPOT'PAMMBI TPEUITUIIIOMHOM
IMPAKTUKH

3.1. TPEBOBAHMS K MPOBEJAEHUIO HPEJIUIIIOMHON NPAKTHKH

[IponomxkutensHOCT paboueii Hemenu OOYHAKOIIUXCS MPU MPOXOKIACHHH MPAKTHKH B
cocTaiisieT He Oosiee 36 HacOB B HENEIIO.

C MoMeHTa 3a4HCieHHs] OOy4aroIIUXCsl B MEPUOJ MPAKTHKU B KAueCTBE MPAKTHKAHTOB Ha
pabodre MecTa Ha HHX PaCIpOCTPAHSIOTCS MpaBWJa OXPaHbl TPyAa U MPaBUJIa BHYTPEHHETO
pacnopsiaka, IeUCTBYIOIHE B OPTaHH3aLUH.
O06s3aHHOCTH 00YYarOIIErOCsI-MPAKTHKAHTA!

* 10 Ha4aJa MPaKTHKU OOYYarOLIUICs TOKEH 03HAKOMHUTBCS C

[IpaBuiaMu BHYTPEHHEr0 TPYAOBOTO pACIOpPSAKA OpraHU3aLUM, TEXHHKH

0€30MacHOCTH U OXPaHbI TPY/Ia.

* MOAYUHSITHCS TPEOOBAHUSAMU TPYIOBOM U MPOU3BOICTBEHHOMN

JOUCIUILINHBI, YCTAHOBJICHHON B OPTaHU3ALNH, SIBJISTFOIIEHCS 0a30i MPaKTHKHY,

* MMOATOTOBHUTH OTYET O MPAKTUKE U 3ALIUTUTh €r0 B YCTAHOBJICHHBIE

CPOKH.

PykoBoncTBO mpakTuUKOW — obecreurBaeTcsl MeJarorduecKMH KapaMH, HMEROIIUMU
BbICIIEe 0Opa3OBaHue, COOTBETCTBYIOIIEE MPOMIITIO WM HAIMYHE BBICIIETO MPO(eCcCHOHATBHOTO
o0pa3oBaHUs U JOMOJTHUTEIHFHOTO TPOeCCHOHATBPHOrO 00pa3oBanus 1o crneuuaibHocTu «IIpaBo
u cyneOHoe aaMUHHCTpUpOBaHUE». OMBIT AEATENbHOCTH B OPraHU3aLMsAX COOTBETCTBYIOLLIEH
npodeccnoHadbHON cdeprl sBIsieTcss 00sA3aTENbHBIM ISl TPEToAaBaTeNel, OTBEYAIOLINX 32
PYKOBOACTBO  MPOM3BOACTBEHHOH MPAaKTUKOW. PyKkoBOAHMTENb MPAKTUKH  ONpEAessieTCs
YHUBEPCUTETOM B Haudaje y4eOHOro ropa. PykoBomuTenb MO MpPaKkTHKE KOHCYJIBTHUPYET
O0y4aroIIMUXCsl MO BCEM BOMPOCAM JaHHOW MPOrPaMMbl MPAKTHKH, OCYILIECTBIISICT MPHEM OTYETOB
Y [TPOBOJMT aTTECTALMIO IO pe3yJIbTaTaM MPaKTHKH.

KoHTponb 3a paboToit 00y4aroIuxcsi OCYIIECTBISIOT PYKOBOIUTEb MPAKTHKH.

ATTecTalysi MO UTOTaM MPAKTUKU MPOBOIUTCS HA OCHOBAHUHU O(OPMIICHHOTO B COOTBETCTBHH C
YCTAHOBJIEHHbIMH ~ TPeOOBaHUAMH MHCbMEHHOIO OT4YeTa M OT3bIBa MPENoJaBaTeNs -
pykoBoauTe sl MPakTHKH. [lo wWroraM TMpakTHKH BBICTABISIETCS OIEHKA «3a4TE€HO» U
«HE3AYTEHO»

3.2. TPEBOBAHUA K MUHUMAJIBHOMY MATEPUAJIBHO-TEXHUYECKOMY
OBECHEYEHUWIO
Peanu3zanust mporpaMmbl MPOU3BOACTBEHHOMN MPAKTUKU TpeOyeT HaIU4Hs: pabounuX MeCT
MPOXOKICHUS MPAKTHKH.
Ob6opynoBarne paboYNXx MECT MPOBEAEHHS YIeOHOH MPAKTHKH:
- IIK ¢ noctynom k cetu MHTEpHET
- KaJIbKYJIITOPbI
- IPUHTEP
- CKaHep
- mporpammHoe obecnieueHue oomero u npopecCHOHaIBPHOrO HA3HAYECHUS
- KOMILIEKC Y4eOHO-MeTOAMYECKOMN JOKYMEHTALIUH.
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3.3. YHUEBHO-METOJANYECKOE 1 THO®OPMAIIMOHHOE OBECIIEYEHUE
IMPAKTHUKMU.

NEPEYEHHh PEKOMEH/IYEMBIX YUYEEHBIX U3JJAHUI, THTEPHET-
PECYPCOB, JONIOJTHUTEJIGHOU JIUTEPATYPBI

OCHOBHBIE UCTOYHUKH:

1. Koncrurynus PO 2020 roga

2. O cynebHoti cucreme Poccutickoii @eneparnuu: @enepanbHblii KOHCTUTYLIMOHHBIN 3aKOH
o1 31.12.1996 Ne 1-@K3 // Joctyn u3 cripas.-1ipaBoBOil cucteMbl «KOHCYIBTaHTILTIOCY.

3. O cymax oOmeli ropucoukuun B Poccmiickoit  Deneparun: DenepanbHbIi
KOHCTUTYLHOHHBIA 3akoH ot 07.02.2011 Ne 1-®K3 // Jloctynm w3 chpas.-TIPaBOBOH CHCTEMBI
«KOHCYNBTaHT-ILTIOCY.

4. O BepxosnoMm Cyne Poccuiickoit @enepaunn: PenepanbHblii KOHCTUTYLIUOHHBIN 3aKOH
ot 05.02.2014 Ne 3-®K3 // loctyn u3 cnpas.-npaBoBoii cucteMbl «KOHCYJIBTaHTILIIOC).

5. O  Koucruryunonnom  Cyne  Poccuiickoii  ®enepauuu: DenepanbHbIi
KOHCTUTYLHOHHBIA 3akoH oT 21.07.1994 Ne 1-®K3 // Jloctynm w3 chpas.-TIPaBOBOH CHUCTEMBI
«KOHCYJIBTaHTILTIOCY.

6. O cynebnbix npucrasax: Penepanbubiii 3akoH oT 21.07.1997 Ne 118-®3 // loctym u3
CIIPaB.-MPaBOBON CUCTEMBbI «KOHCYJIBTAHT-IIIFOCY.

7. O mupoBeIx cynbsix B Poccuiickoil @enepaunu: ®PenepanbHbiii 3akoH oT 17.12.1998 Ne
188-@3 // loctyn u3 cnpas.-npaBoBoii cucteMbl «KOHCYJIBTaHT-TUTIOCY.

8. O6 ofmem uncie MHUPOBBIX CyAell M KOJUUECTBE CYAeOHBIX Y4aCTKOB B CyOBEKTax
Poccwiickoit @enepaunn: Penepanbhblii 3akoH oT 29.12.1999 Ne 218-®3 // loctyn u3 crpas.-
paBoBOH cucTeMbl «KOHCYJIBTaHT-ILTIOCY.

9. I'paxxnanckuii npoueccyaibHblii kogaeke Poccuiickonn @enepaunu ot 14.11.2002 Ne
138®3// locTyn U3 cripaB.-1IpaBoOBOM cUCTeMbl «KOHCYIBTaHT-TLTIOCY.

10. YronosHo-npoueccyanbHblil kofaekce Poccutickoit @epepaunu ot 18.12.2001 Ne 174-D3
// JocTyn U3 cripaB.-npaBoBON cucTeMbl «KOHCYIBTAHT-TLTIOCY.

11. OO0 ucnomHuTensHOM npom3BoacTee: PenepanbHeiii 3akoH ot 02.10.2007 Ne 229-@3 //
Jloctyn u3 crpas.-paBoBO cUCTEMBI «KOHCYJIBTaHT-TLTIOCY.

12. ApOutpaskHblli TiporieccyanbHblll Komeke Poccuiickoit @enepanum ot 24.07.2002 Ne
95@3 // MocTym U3 cripaBs.-1IpaBoOBOM cUCTeMbl « KOHCYIBTaHT-TUTIOCY.

13. OO0 obecneuenun pnoctyma K uHDOpPMALMH O JEATENBHOCTH CydoB B Poccuiickoit
Deneparyn: PenepanbHbiil 3aK0H 0T 22.12.2008 Ne 262-®3 // Jloctyn U3 CripaB.paBOBOH CUCTEMBI
«KOHCYNIBTaHT-TLTIOCY.

14. O mpuCSIKHBIX 3acenatensix (efepaibHbIX CyA0B o0med ropucaukinun B Poccuiickoi
Deneparun: PenepanpHeiii 3akoH ot 20.08.2004 Ne 113-@3 // ocTyn U3 CrpaB.PaBOBON CHCTEMBI
«KOHCYNIBTaHT-TLITIOCY.

I5. 06 apOutpaxsbx cynax B Poccuiickoin @eneparun: @enepanbHblli KOHCTUTYLIHOHHBIN
3aKkoH oT 28.04.1995 Ne 1-®K3 // loctyn u3 cnipas.-npaBoBoil cucteMbl «KOHCYIBTaHTILTFOCY.

16. O Cynebnom pnemapramente npu BepxosHom Cyne Poccuiickoii ®eneparuu:
@Denepanbabiii 3akoH or 08.01.1998 Ne 7-®3  // Jloctym U3 cCHpaB.-TIPaBOBOH CHCTEMBI
«KOHCYNBTaHT-TLTIOCY.
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KOMMYHUKAIIUOHHBIC TEXHOJIOTMHU, B
poheCCHOHANTBHOM AesITeIbHOCTH

IIK 1.1. OcymecTBasTs padboTy
C 3asIBJICHUSIMH, 2KaJto0aMHu 1
UHBIMHU OOpaIlEeHUSIMH TPaXKIaH
Y OpraHu3alMii, BECTH
MIPUEM NOCETUTENEH B Cyae

- 3HATh CYLIHOCTb M COLHAJBbHYIO
3HAYUMOCTB Oyayiien mpodeccuu.

- ymerb  Bectm  paboty €
IOKYMEHTaMH (perucTpanms,

KOHTPOJIb  HUCIIOJIHCHUA, CIIPaBOYHO-
UH(POPMALIMOHHAsT paboTa), - BIANEThb
HABbBIKAMU pa6OTbI C 3asBJICHUAMU,
PKaso0aMi W MHBIMH  OOpaeHusIMUA
rpaklaH U OpraHu3aLuil, BECTU MPUEM

MMOCETUTENICH B CyJie

OneHka Ha 3aIuTe OTYeTa
[0 MPaKTUKE

K 1.2. IlonnepxxusBaTe B
AKTYaJIbHOM COCTOSIHUU 0a3bl
HOPMATHBHBIX IPABOBBIX

AKTOB U CyAeOHON NMPaKTUKU

- 3HATh KOMIIBIOTEPHYIO TEXHUKY
U COBpeMEHHble HH(POPMALMOHHBIC

TEXHOJIOTHH, TIO3BOJISIFOIIINE

NOAIePKUBATh B aKTyaJIbHOM

COCTOSIHUM ~ 0a3bl  HOPMAaTHBHBIX

NPaBOBBIX AKTOB U CyAeOHOM
MPAKTHKH

- yMETh poheCCHOHANTEHO

TOJIKOBATh u PUMEHSITh

HOPMATHUBHO-TIPABOBbIE aKThI cdepe
poheCCHOHANTBHOM eI TENbHOCTH

OLieHKa TPaKTUIECKOM
paboThl. AHaM3
XapaKTePUCTUKU Ha
CTYy/IEHTa C MeCTa
MPOXOKICHHST TPAKTUKU

TEJIEKOMMYHUKALIMOHHOM CeTH
"UHTepHeT

NPOTPAMMHBIM OOECIIEYeHHEM CYIIOB,
CalTOB CyZlOB B
UH(pOPMALTMOHHO-

TGHGKOMMYHHKaLIHOHHOfI CETHu

"UuTepuer”

- BJIaZIETh HaBBIKAMH PabOTHI ¢
OPITEXHUKOH M KOMIBIOTEPHOH
TEXHHUKOH, KOMITBIOTEPHBIMU CETSIMU U
NPOTPAMMHBIM OOECTIEYeHHEM CYIIOB,
CalTOB CyZlOB B

UH(POPMALIMOHHO-

TGHGKOMMYHHKaLIHOHHOfI CETHu

- BJIAJIETh METOIaMHU u

criocodamu TOJIKOBaHHSI u

MPUMEHEHHsST HOPMAaTHBHO-TIPABOBBIX

aKTOB, HEOOXOJTUMBIX TUTST

s dexTuBHOTO BBITIOJIHCHHUST

npodeCCHOHATBHBI 33144
IIK 1.3. ObecneunBath padoTy | - 3HATh KoMmbloTepHYIO | HaOronenne 3a HaBbIKaMu
OPITEXHUKH M KOMIBIOTEPHOMN | TEXHUKY u COBpPEMEHHBIE | padOThI B IMIOOANBHBIX,
TEXHHUKH, KOMIIBIOTE€PHBIX | HH(POPMAITMOHHBIE TEXHOJIOTHH. KOpHOpPaTUBHBIX,
ceten u OporpaMmMHOro | _ YMETh paborarb ¢ | JIOKaJIbHBIX CIIPABOYHO-
obecrieueHust Cys0B, CaiTOB OPTTEXHUKOH 5 KOMIIBIOTEPHOM | HHPOPMAIIMOHHBIX CETAX
CynoB B MH(DOPMAIMOHHO- | tex HyKOM, KOMIIBIOTEPHBIMI CETAMHU U
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"UuTepuer”

IIK 1.4. OGecnieunBath padoTYy
apxuBa cyna

- 3HATh CTPYKTYPY 0a3 MaHHBIX
apxuBa CyJa.
- yMeTh 0DecredynBaTh
paboTy apxuBa cyna.
- BJIAJIETh HaBBIKAMHU
BEJICHUS apXHBa CyJa.

OueHka Ha 3aI0UTe OTYETa
1O MPAKTHKE

IIK L.5. Ocy1ecTBasaTh
BeZIcHUe CYIeOHON CTaTUCTHKHU
Ha OyMaXKHBIX HOCUTEJSIX U B
3JIEKTPOHHOM BHJIE

- 3HaTb METOJbI BEIEHUsI CTATUCTUKH -
yMETb OCYIIECTBJISATh BEJICHUE
cyneOHOM CTAaTUCTUKU Ha OyMa’kKHBIX
HOCUTEJISIX U B JJIEKTPOHHOM BHUIE -
BJIAJIETh HABBIKAMH BEACHUS CyAeOHOM
CTaTUCTHKH, KaKk Ha OyMaKHBIX
HOCUTENISIX, TaK U B 3JIEKTPOHHOM
BHJIE

AHanu3 XapakTepUCTUKH Ha
CTyZIeHTa C MecTa

MPOXOXKACHUA MPAKTUKU

[IK 2.1. OcyecTBasaTh npuem, | - 3HATh HOpMaTuBHO- | O1IeHKa MPAKTUYECKON
PEerucTpaLMmio, y4der U | METOAUYECKUE TOKYMEHTBI IO padoThL AHanus
XpaHeHHue  CyAeOHBIX  jel, | AOKYMEHTALMOHHOMY  OOECIEYEHHUIO | XapaKTEPUCTHKU Ha
BEIIECTBEHHBIX OOKA3aTEJIbCTB pa6OTbI cyaa. CTyACHTA C MECTa
u JIOKYMEHTOB - YMEThb MOJIb30BATHCS | MPOXOXKIAEHUS MPAKTUKU

HOPMaTHUBHO-METOIMYECKUMU

JOKYMEHTaMHU IO J1eJIONPOU3BOJICTBY

B CyJI€; BeCTH paboTy ¢ JOKYMEHTaMHU

(3KCTIeAMIIMOHHAS o0paboTka,

perucTpanus, KOHTPOJb HUCIIOJNHEHU,

CIPaBOYHO-UH(POPMALIMOHHAS

pabora).

- BJIaJI€Th HaBbIKAMU

OCYII€CTBJIEHHS MpueM,

perucTpalmoo, ydeT U XpaHeHue

CyneOHbIX aern, BEIIECTBEHHBIX

JIOKa3aTeNbCTB U JOKYMEHTOB.
IIK 22 Ocy1ecTBiTs | - 3HaTh TOpsAAOK odopmieHus | OueHka peleHus
oopmnenue AelN, | nen, Ha3HAYEHHbIX K CyIeOHOMY | CHTYallMOHHBIX 3aJa4.
Ha3HAYCHHBIX K Cy1eOHOMY pa3bupaTeIbCTRY. Ouenka MPAKTHYECKON
pasbupaTenbCTBy - YMETh COCTaBJIATD u | paboThL Amnanus

opopMIsITE HOMEHKJIATYPYy €N B | XapaKTEPUCTUKH Ha

cyne; popmupoBaTh nena Ha CTaguM | CTyIeHTa c MecTa

MPUHSITHA U HA3HAYEHUs K CyAeOHOMY

PacCMOTPEHHUIO U 1ocie  ux
paccMOTpeHHsI.
- BJIaACTh HaBBbIKAMU

opopmiieHre neN, HA3HAYEHHBIX K
cyneOHOMY pa3OupaTeIbCTBY.

MPOXOXKACHUA MPAKTUKHU.
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TIK 2.3. Ocy1ecTBsiTh
U3BELICHNE JIVILL,
YYaCTBYIOIIUX B CyI€OHOM
pa3bupareabCTBe,

MPOU3BOIUTE  PACCBUIKY U
Bpy4EHUE Cy1eOHBIX

AOKYMEHTOB U I/ISBGH_IGHI/Iﬁ

- 3HATh MOPSIIOK  U3BELIEHHE
JUI, YYaCTBYWOIIHX B cyaeOHOM
pa3buparenbCcTBe, TOPSIIOK PACCHUIKU
U BpYy4YeHUS] CYAeOHBbIX HOKYMEHTOB U
W3BELLCHUI.

- yMeTb BBIMUCHIBATD
NOKYMEHTbI [0 HW3BELIEHUIO JIHII,
YYaCTBYIOLIIX B cyneOHOM
pa3buparebCTBe, BBIIABATH
UCTIOJIHUTENIbHBIE  MOKYMEHTBI ISl

O6paH.IeHI/I$I B3bICKaHHs HA UMYIIECTBO
JOJIDKHUKA.

- BJIAaACTh HABBIKAMH HU3BCHICHUC

JUI, YYaCTBYWOIIMX B cyaeOHOM
pa3bupareabCTBe, MPOU3BOIUTH
pacCBUIKY M BpydeHUE CyneOHBIX

AOKYMEHTOB U I/IBBGH_IGHI/Iﬁ

Onenka MPaKTUYECKON
paboThL AHau3
XapaKTePUCTHKH Ha

CTYACHTA C MECTa
MPOXOXKACHUA MPAKTUKU

T1IK 2.4, Ocy1ecTBsiTh
PETUCTPALIHIO, y4der u
TEXHUYECKOe oopmienue

HUCIOJIHUTEIIbHBIX JOKYMCHTOB
Mo CyIeOHBIM Jeiam

- 3HaTh IpaBUJIa PETUCTPALUU,
yuyeTa U TEXHUYECKOro O(pOpPMIICHUS

UCTIOJIHUTENBHBIX ~ JOKYMEHTOB IO
CyneOHbIM eniam
- yMeTb OCYIIECTBIISITh

PeruCTPaLHio, Y4eT M TEXHHYECKOe
oopmITeHHEe NCTIOTHUTETbHBIX
IOKYMEHTOB 10 CyeOHBIM JeJiaM

- BJIQJI€Th HABBIKAMH BEJCHUS
perucTpaluy, y4era U TEeXHHYECKOIro
oopMITeHUSsT UCTIONTHUTEBHBIX
JOKYMEHTOB 110 CyeOHBIM JieJiaM
(dopMUpOBaHHE AAHHBIX OMEPATUBHOM
OTYETHOCTH,; OCYLIECTBJISATh
CIpaBOUYHyl0 pabory 1O  yuery
3aKOHOMATENbCTBA | cyneOHoi
NPaKTHKE B Cy[Ie.

- BJaJeTh HaBbIKAMH HCIMOJIb30BAHUS
KOMITBIOTEPHBIX ~ TEXHOJIOTHH  TpH
MOATOTOBKE  CyneOHBIX M HMHBIX
CJTy>Ke€OHBIX JOKYMEHTOB.

OuneHka Ha 3aIUTe OTYETa
1O MPAKTHKE
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