AHHOTAITUS K POTpaMMe MTPOU3BOJACTBEHHOM MPAKTHKH TIO CIICIIHATIEHOCTH
40.02.03 IIpaBo u cyaedHOE aAMUHUCTPUPOBaHKE (0a30Basi MOATOTOBKA)

[IporpammMa TpPOMU3BOJACTBEHHOM IPaKTUKH pa3padoTaHa Ha OCHOBE
(denaepalbHOrO  TOCYJapCTBEHHOIO  O0Opa30BAaTEbHOIO  CTaHAApTa  CPEIHEro
npodeccunoHaIbHOTO 00pa30BaHUs IO CIECIHAIBHOCTH AHHOTAIUS K MPOrpamMme
MIPOU3BOJCTBEHHOM MpakTUku 1o crenuanbHocTu 40.02.03 IlpaBo u cyneOHOe
aMUHUCTpUpoBaHue  (0a3oBasi  MOATrOTOBKA), YTBEPKICHHOTO  IMPHUKA30M
MunucrepctBa 00pazoBanusi U Hayku Poccuiickoit @enepanuu ot 12.05.2014 No
513 (3apeructpupoBano B Muntocte Poccun 30.07.2014 Ne 33360).

[IporpamMa MpPOM3BOACTBEHHOM NPAKTUKU SIBJISETCS YAaCThIO MPOTPaMMBI
MOATOTOBKHU CIIEIMAIIMCTOB CpeaHeEro 3BeHa Mo crennanbHocTu 40.02.03 IIpaBo u
CylieOHO€ aIMUHUCTpUpOBaHUe (0a30Basi MOATOTOBKA).

[Ipou3BoaCTBEHHAs MPAKTHKA MO MPOQPUIIO CIEHMAIBHOCTH HaIllpaBjieHa Ha
dbopmupoBaHue y oOydaromuxcsi oOmHUX M MPOo(ECCHOHATBHBIX KOMIIETCHIIUH,
NpUOOPETEHUE TMPAKTUYECKOTO OIbITa W OCBOCHHE  OTIEIbHBIX  BHUJOB
NEeSATEIbHOCTH.

B pesynerare ocBoenns B/.1. OpraHu3anuoHHO-TEXHHYECKOEe oOOecleyeHue
PadoThI CYA0B O0YUAIOIIUNACS JTOJKEH:

UMeTh MPAKTUYECKHIi ONBIT:

[0 OCYIIECTBJICHUIO NIOJHOMOYHMM COOTBETCTBYIOIIET0 pabOTHHUKA amrmapaTa
CyJla B COOTBETCTBHH C €0 JOKHOCTHBIM PETJIAMEHTOM;

yMeThb:

MOJIb30BAThCS HOPMaTUBHO-METOIUYECKUMU JOKYMEHTaMHU o
JIEIIONPOU3BOACTBY B Cyle; BECTH paboTy ¢ JOKyMEHTaMu (perucTpaius,
KOHTPOJIb HUCIOJIHEHHUS, CIPaBOYHOMH(OpMaMOHHas pabdoTa); COCTaBIAThH U
oopMIIATE HOMEHKIIATYPY A€l B Cy/e; GOPMUPOBATH Aelia Ha CTaAUN MPUHITHS U
Ha3HA4YCHHsI K CyJeOHOMY pacCMOTPEHHIO U MOCIE UX PAaCCMOTPEHUS; COCTABIIATD,
penakTupoBaTh U OGOPMIISATH OPraHU3AIMOHHO-PACIIOPATUTENBHBIE JOKYMEHTHI;
oOpamaTh K MCIOTHEHUIO IPUTOBOPHI, PEUICHUS, OMPEIEICHUS U TOCTAHOBJICHHUS
CyJla; WCIOJIb30BaTh MH(OPMAIMOHHBIE TEXHOJIOTUU MPU JTOKYMEHTUPOBAHUU H
OpraHu3alMu paboTbl € JIOKYMEHTaMH; OCYIIECTBISATh MEPBUYHBINA yuer
CTaTUCTUYECKOW MH(pOpMalMU B cyZe Ha OyMa)kHOM HOCUTENE U B 3JIEKTPOHHOM
BUJE; OCYIIECTBIATH (OPMUPOBAHHE JaHHBIX OINEPATHUBHOM OTUYETHOCTH;
OCYIIECTBIISITh CIPABOYHYIO padoOTy MO yd4eTry cyAeOHOHl MNpakTUKU B CYIIE;
OCYIIECTBIISIT OCHOBHBIE ~ MEPONPHUSTHS  HANpPaBJIEHUS  OPraHU3aIlMOHHOTO
o0ecrniedyeHus AesITeIbHOCTHU Cy/1a.

B pesynbrare ocBoenuss BJ/l.2. ApxuBHoe 1eji0 B cyae OOydarouiuics
JTOJIKEH:
HMeTh MPAKTUYECKUH ONbIT:



0 OpraHu3aluud padoThl C JOKYMEHTaMM; MO0 KOMIUJIEKTOBAHUIO CY/IeOHBIX
JIe]l ¥ HapsJIOB JIJI1 MOCTOSIHHOTO XPaHEHUsT; TI0 OpraHu3alliy XPaHEHUs apXUBHBIX
JIOKYMEHTOB;

yMeThb:

MOATOTaBINBATh CyJeOHbIe Jena (Hapsabl) U MaTepuaabl s CHaud B
apXuB; OCYUIECTBIIATH MOJHOE odopmiieHue Aen (MOAIIMBKY WM MEpervieT Aena,
U3BATUE W3 JIeJla METAJUIMYECKUX CKPEMOK M CKOOOK, HyMEpalHiO0 JUCTOB U
3aMoJHEHUE JIUCTa-3aBEPUTENIs); COCTABJIATh BHYTPEHHIOI OMUCH JTIOKYMEHTOB;
BHOCUTh HEOOXOJMMbIE YTOUHEHUS B PEKBU3UTHI OOJIOKKU Jena; oQopMIsSTh
pe3yabpTaThl CAa4yM el Ha apXUBHOE XPAHEHHE, COOJIONATh OXPAaHHBIA PEKUM
MOMEIICHUN XPAaHUJIMILL, BBIOJIHATH MOPSII0K UCTIOIB30BaHUS JOKYMEHTOB apX1Ba
Cylla; OpraHu30BaTh NOPAIOK OTOOpa JOKYMEHTOB M oO(opMiIeHHS UX Ha
YHUUYTOKECHUE.

B pesynbrare ocBoenus B/I.S. O0ecneyenune ucnoHeHus: pelieHui cyaa
oOyyYaroIuiics: JOJIKEH:

HMeTh NPAKTUYECKHIl ONbIT:

Mo OOpallleHHI0 K  HUCHOJIHEHHWIO IPUTOBOPOB,  ONPEICICHUN U
MOCTAaHOBJICHUW O YTOJIOBHBIM JI€JaM; M0 OOpalIEHUIO K WCIIOJIHEHHUIO PEIIECHUH,
ONPEIENICHUIN MO TPaKJIaHCKUM JeJiaM; M0 OOpPAIEHUIO K WCIOJIHEHHUIO PEIICHUM
cyJia o MaTepuaiam J0CcyAeOHOTr0 KOHTPOJIS;

yMeTh:

COCTaBIISITh MpOILIECCYallbHbIE M CIYXKEOHbIE JIOKYMEHTbl B CBSI3H C
oOpallleHueM IPUroBOpa, ONpPeIEIeHHs] U MOCTAHOBJICHUS Cy/la K MCIOJIHEHUIO U
HANpaBlIsATh MX ajJpecaTry; BbIINCHIBATh WCIOJHUTEIbHBIE JOKYMEHTHI U
HANpaB/IsATh HX COOTBETCTBYIOIEMY TMOJPA3AEICHUIO CYyIeOHBIX MPUCTaBOB;
BbIJIaBaTh MCIOJHUTENbHBIE JOKYMEHTBbl JJii OOpalieHUs B3bICKAHMS Ha
UMYIIECTBO  JOJDKHUKA;  BbIIaBaTh  MCIHOJHUTEIbHBIE  JOKYMEHTBHI IS
MPOU3BOJCTBA yJEepKaHUs M3 3apabOTHOM IuIaThl (APYrHMX JOXOAOB) JIOJKHUKA;
BECTU YYEeT MPOM3BEJIEHHBIX B3bICKAHWA MO MCHOJHUTEIbHBIM JOKYMEHTAM;
OCYUIECTBJISATh KOHTPOJb 3a MCIOJHEHUEM COOTBETCTBYIOUIETO CyAeOHOTO
MOCTAHOBJICHUSI; OCYILUECTBISATh MPOU3BOJCTBO TMPU PACCMOTPEHHH CYJIOM
MPEACTABICHUN M XOJIaTaliCTB B MOPSAAKE UCIIOJHEHUSI CYI€OHBIX MOCTAaHOBJICHUIA;
o(popMIIATH CLTUCAHUE JIE] B apXUB.



