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1. IACHOPT PABOYEI MPOrPAMMBI [TIPOU3BOJACTBEHHOM
MPAKTUKHU (MPEUIUILJIOMHOI)

1.1. Oo6aacTb NnpuMeHEeHHS NMPOTrPAMMBbI

[IpousBoAcTBEeHHAs MpakTUKa (MPEIAUIIOMHAsI) SIBISETCS 00s3aTeIbHBIM
pa3zesioM MporpaMMbl MOJTOTOBKU CHEIUATUCTOB cpeaHero 3BeHa (nanee - [HIICC3).
PabGouass mporpamma mNpPOU3BOJICTBEHHON MPaKTUKU (MPEIAUIIIIOMHON) SIBISETCS
COCTaBHOM 4YacCThIO OCHOBHOW MpodecCHOoHANIbHOW 00pa3oBaTEebHON POrPaMMBbI
cpennero npodeccronansHoro oopazoanus (nainee — OIIOIT CIIO) — nporpamMmbl
MOATOTOBKM CIELUAJIUCTOB CPEIHEr0 3BEHA - COCTABJICHHOW B COOTBETCTBUU C
denepaibHBIM ~ TOCYJAPCTBEHHBIM  00pa30BaTEIbHBIM  CTAaHJAPTOM  CPEHETrO
npodeccuoHanbHOro obpazoBanus (manee - ®I'OC CIIO) mo cHenHalbHOCTH
40.02.03 IIpaBo u cyaeOHOE aaIMUHUCTPUPOBAHHE 0a30BOM MOATOTOBKA B YaCTU
OCBOEHMSI OCHOBHOT'O BHJIa TPO(eCcCHOHATBHOMN 1eITeTbHOCTH:

BIIJI 4.3.1. Opranu3aiiioHHO-TEXHUYECKOE oOecreueHne paboThl CYI0B.

BIIJI 4.3.2. Opranuzanus v o0ecrieueHue cy1Ie0HOro JIeI0nPOU3BOICTBRA.

B ocHOBy npakTuieckoro o0y4eHus CTyJEHTOB MOJ0KEHbI CIEIYIONINE
HaIlpaBJICHUS:

- COYETaHHE MPAKTUYECKOTO OOYYEHHS C TEOPETUYECKOW MOATrOTOBKOM
CTYJICHTOB;

- HCHOJIb30BaHKE B O0YUYEHUU JOCTHKEHUM HayKU U TEXHUKHU, IEPETOBOM
OpraHu3aluu TPyAa, METOJIOB pabOThl C COBPEMEHHBIMU CPEACTBAMHU.

[IpenauniomHas NpakTUKA CTYJICHTOB SIBJSIETCS 3aBEPILIAIOIIUM ATAlOM U
npoBojautcss mocie ocBoeHus IIIICC3 u cmaum CTyJAeHTaMu BCEX BHJOB
IIPOMEKYTOUHOM arrectanuu, npexycMorpeHHbix OI'OC.

[IpousBoacTBeHHass TpakTHKa (MPEIIUIIIOMHAsA) TPOBOJUTCA B paMKax
npodeccruonanbubix Moayied [IM.01 OpranuzalimoOHHO-TEXHHUYECKOE OOecreueHue
pabotel cynoB, I[IM.02 ApxuBHoe peno B cyne, [IM. 03 Wudbopmaruzanus

nesitenbHOCTU cyna, [IM.04 Cynebnas craructuka, [IM.05 O6ecnieuenue



WCIIOJIHEHMSI PEUICHUN CyJa B COOTBETCTBUU C YUYEOHBIM ILJIAHOM
KOI'TIOBY «HTMCX», u peain3yercsi KOHIIEHTPUPOBAHHO.

bromxer BpeMeHHM Ha TNPOU3BOJCTBEHHYIO MPAKTUKY (TIPEATUIIIIOMHYIO)
onpeneneH B oObeme 144 wuacoB (4 Henenum). [lpoxoxkaeHwe NpaKTHKU
OCYUIECTBIISIETCS. B COOTBETCTBHH C YUEOHBIM IIJIAHOM W YTBEP>KIAECHHON MPOrpaMMOi
NPEIAUIUIOMHON TPAaKTUKH M 3aBEPLIAETCS COCTABICHHEM OTYETa O MPAKTHUKE.
dopmoil arTecTallid MO MPOU3BOACTBEHHOM MpakTUKE (MIPEAJAUILIIOMHON) SBIISETCS

3a4eT B 4 ceMmecTpe.

esn n 3212494 NPOU3BOACTBEHHON NPAKTUKH — TPeOOBAHMSA K
pe3yJabTaTaM OCBOCHHS NMPAKTHKH

[lenbto nOpenIUIUIOMHON TPAKTUKU SBISETCS TMOJTOTOBKA CTYACHTOB K
rocyJIapCTBEHHOUM uTOroBoi arrecranuu (MA).

3agadamMu IpeAAUIIOMHON MPAKTUKH SIBIISFOTCSI:

- cOOp CTyJ€HTaMH MaTepuajoB  JJisi  BBIIIOJHEHUS  BBITYCKHON
KBaJTU(UKAIIMOHHON paboThl U MOATOTOBKHU K [TUA;

- 3aKperieHue M YriyOJIeHWEe B TMPOU3BOACTBEHHBIX YCJIOBHUSIX 3HAHUU U
YMEHHM, MOTyYEHHBIX CTYJEHTAMU MPU U3yYCHUHU OOIIUX MPOPEeCCUOHATIBHBIX
mucuuiinH - "Teopust rocymapctBa W mpaBa', «KoHCTUTYyLIMOHHOE MpaBoOY,
"TIpaBoOXpaHUTENIbHBIC U CyIeOHBIE OPTaHbl", « ATMUHUCTPATUBHOE MPABO», «
TpynoBoe npaBo», «I paxxaaHckoe rnmpaBoy, «I paxxaaHCKHI IpoLEecc»,« Y TOJIOBHOE
npaBo", "YronoBHbIN npouecc” u ap.;

- 3aKpeIUieHue W yriyOJieHWe B TMPOW3BOJICTBEHHBIX YCIOBHUSX 3HAHUUA W
YMEHUH, TMOJYYEHHBIX CTYJCHTaMH TpPH HU3YyYEHUU NPO(ECCHOHATBHBIX MOIYJEH
[IM.01 Opranu3aunoHHO-TEXHUYECKOE obecrieueHne padboTsl cyaos, [IM.02
ApxuBHoe neno B cyzae, [IM. 03 Wudopmaruzanust aestenbHocTH cyna, [1M.04
Cynebnas craructuka, [IM.05 OGecniedeHre UCIIOIHEHUS PEIIEHUH Cyla U BO BpeMs
MPOXOXKJICHNUS YYEOHBIX W TPOU3ZBOJCTBEHHBIX IMPAKTUK (HA OCHOBE W3yUYCHUS

NESATETbHOCTA KOHKPETHON OpraHu3allvun);



- MOJTyYeHUE IEPBUYHBIX TPO(HECCUOHATBHBIX YMEHUH 10 CIIEIUATBLHOCTH,
MPUOOPETEHHE OTBITa OPTAHU3AIMOHHON pabOTHI;

- OCBOEHHE BHJIOB MPO(ECCUOHAIBHON [EATEIbHOCTH, CBSI3AHHOU C
OpraHU3allMOHHO-TEXHUYECKUM oOecredyeHueM paboThl CYJIOB U CyAeOHOro
JIeJIONPOU3BOICTBA;

- MOBBIIIIEHNE MOTHUBAIUMHU K MPO(ecCuOHATBLHOMY
CaMOCOBEPIIEHCTBOBAHUIO;

- O3HaKOMJIEHHUE C MPOUIIEM CIIEIUATBLHOCTH 110 IPABOBOM paboTe;

- UCIIOJIb30BaHUE TEOPETUUECKUX 3HAHUU MPU OCBOCHUU
(GyHKIMOHATBHBIX 00S3aHHOCTEH 1O OTIETBHBIM JIOJKHOCTSIM;

- O3HAKOMJIEHUE HEMOCPECTBEHHO Ha MPOU3BOJICTBE C MEPEAOBBIMU
TEXHOJIOTUSIMH, OpTaHu3aIuel Tpyaa;

- pa3BuTHE MPOGHECCHOHATHHOTO MBIITUICHHS] 1 OPTaHU3aTOPCKHUX
CIIOCOOHOCTEH B YCIOBUSX TPYAOBOI'O KOJUIEKTUBA.

[Mpenmunnomuas npaktuka no cnenuainbHoctu 40.02.03 TlpaBo u cynebHOe
aIMUHUCTPUPOBAHKUE MPOBOJUTCS B MPEXKJIE BCETO B CyJax pPa3IMYHOrO YPOBHS, a
TaK)Ke OpraHu3alusaX, HETIOCPEJACTBEHHO CBSI3aHHBIX C 00ECIeUeHHEM paboThI CYyI0B.

PykoBonutensMu TpeAAUIUIOMHOM MPAKTUKU HA3HAYAIOTCSA IPENojiaBaTesu
CHEIUATBHBIX JUCIMIUIMH WJIM BBICOKOKBAIM(DHUIIMPOBAHHBIE CHEIHAIUCTHI  OT
OpraHu3alluu.

Opranuzanuu, sBisiomMecss ©O0a3aMu TPAKTUKKA — CTYJAEHTAMH, JIOJKHBI
COOTBETCTBOBATH ~ COBPEMEHHBIM  TpeOOBaHMSIM W  HUMETh B  HAJIUYUH

KBTM(PUIIUPOBAHHBINA MTEPCOHAT.

TpeboBaHus Kk pe3yjbTaTaM 0CBOEHHS MPOU3BOJACTBEHHOI MPAKTUKH
(MpeaIuIOMHOMN)
C unenpto OBIaACHUS BHUJAMH NPO(ECCHOHAIBHON  JIEITEIIBHOCTH WU
COOTBETCTBYIOIIUMHU MPOPECCUOHATILHBIMU KOMIETEHIUSIMU OOYUaIOIIHUIICS B XOJI€
MIPOXOXKJCHHUS MPOU3BOJACTBEHHON MPAKTUKH (MPEITUTIIIOMHOMN) TOIKEH:

HMETb HpaKTl/I‘IeCKHﬁ OIIBbIT:



- IO OCYIIECTBJICHHUIO [TOJIHOMOYHUI COOTBETCTBYIOILIETO pabOTHHKA arlnapara
CyZla B COOTBETCTBHH C €T0 JOJDKHOCTHBIM PETJIAMEHTOM;

- [0 OpraHu3anuu padoThl C TOKyMEHTAMU;

- 110 KOMIUIEKTOBAaHUIO CYJ€OHBIX A€ M HApsA0B ISl IOCTOSSHHOTO XPaHEHHS,;

- I10 OpraHU3allMM XpaHEHUS apXUBHBIX JTOKYMEHTOB;

- B IIOMCKE NMPaBOBOM MH(OPMALIMK U aBTOMATU3ALNUN OTJEIbHBIX
crnenu(pUYECcKUX y4acTKOB pabOThI (CTATUCTUYECKHUM YUEeT);

- IO BEJICHUIO CTaTHCTUKH, XapaKTEpU3YIOlIed paboTy Cyl0B, a TAKKe
CTaTUCTUKU CYyIUMOCTH (IO BCTYIHUBIIMM B 3aKOHHYIO CHIIy IIPUTOBOPAM);

- 10 OOpaIleHHIO K UCIIOJIHEHUIO TIPUTOBOPOB, ONPEIEICHUI 1 OCTaHOBICHUI
IO YTOJIOBHBIM JIEJIaM;

- 10 OOpallleHHIO K UCTIOJIHEHHIO PEILICHU, ONPEEIeHUI MO0 IPa’KJaHCKUM
Jenam;

- 10 OOpallleHHIO K UCIIOJIHEHHIO PEIICHUH Cy1a 110 MaTepraliaM J10Cy1e0HOro

KOHTPOJIS.

YMmern:

- TOJIb30BATHCSI HOPMATUBHO-METOJIMYECKUMHU IOKYMEHTAMU TIO
JIEIOTIPOU3BOICTBY B CY/IIE;

- BecTu PabOTy ¢ JAOKYMEHTaMH (perucTparusi, KOHTPOIb HCIIOTHEHUS,
cripaBOYHO-MH(GOpMaLMOHHAS paboTa);

- COCTaBJISITh ¥ 0(DOPMIISITH HOMEHKJIATYPY JEN B CYIIE;

- (opmupoBaTh Jieya Ha CTAJIMU IPUHATHUS U HA3HAYEHUS K CyJIeOHOMY
PaCCMOTPEHHUIO | TOCJIE UX PACCMOTPEHUS;

- COCTaBJISITh,PEJAKTUPOBATH U OPOPMIISITH OpPTraHU3AIIMOHHO-
pacnopsIMTeIbHbIC IOKYMEHTHI,

- oOpamiaTh K UCIOJIHEHUIO TIPUTOBOPHI, PELICHUS, OTIPEICICHUS U
MMOCTAHOBIICHUS CY/a;

- HCIIOJIB30BAaTh I/IH(l)OpMaHI/IOHHBIC TEXHOJIOTMHU ITPpU JOKYMCHTHUPOBAHWHA U

opraHu3anuun pa6OTLI C IOKYMCHTaMH;



OCYILIECTBIISITH IEPBUYHBIN yUET CTATUCTHUCCKOM HH(POPMAIIUU B CYJIe Ha
OyMa>KHOM HOCHUTEJIE U B JJICKTPOHHOM BUJIE;

OCYIIECTBIATH (HOPMHUPOBAHUE JAHHBIX OTIEPATUBHOU OTYETHOCTH;
OCYILIECTBIISITH CIIPABOYHYIO pabOTy MO YYETy CyJeOHON MPAKTUKHU B CY/JIE;
OCYILIECTBJISITh OCHOBHBIE MEPONPUSTUS HAPABICHUSI OPTaHU3AIIMOHHOTO
obecrieueHus JeATeIbHOCTU CY/Ia;

MOATOTaBIIMBATh CyJCOHBIC /ieia (HapsIbl) U MaTEepHabl JIJIsl CJaYd B apXUB;
OCYILIECTBIIATh TOJIHOE odopmiieHuEe el (MOAIIMBKY WIM TEperieT jena,
U3bATHE U3 JieJla METAUTMYECKUX CKPENOK U CKOOOK, HyMEpaIuio JIUCTOB U
3ar0JIHCHUE JINCTA-3aBEPUTEIIS);

COCTaBJISITh BHYTPEHHIOI OMUCH JOKYMEHTOB;

BHOCHUTHh HEOOXOAUMBIE YTOUHEHHS B PEKBU3HUTHI O0JIOKKH JIEIa;

oOpMIIITE Pe3yIbTaThl CIAYU JIS] HAa apXHUBHOE XPaHCHHE;

co0JII01aTh OXPAaHHBIN PEKUM ITOMEIIEHUH XPaHUJIUIIL;

BBITIOJIHATH MOPSAJIOK UCIOJIb30BaHUS JIOKYMEHTOB apXuBa Cy/1a;

OpraHU30BaTh MOPSAIOK 0TOOPA TOKYMEHTOB M OPOPMIICHHS UX HA
YHUUTOKECHUE;

BECTH YUE€T U CUCTEMaTHU3AIUIO YJIEKTPOHHBIX JOKYMEHTOB;

MIOJIH30BAThCSl CHCTEMOM 3JIEKTPOHHOT'O JIOKYMEHTO000POTA;

OCYILECTBIISITH 00pabOTKY M MPEA0CTaBICHNE JAHHBIX COTPYAHUKAM CY/1a;
HCT0JIb30BaTh KOMITBIOTEP HA YYACTKE CTATUCTUYECKOTO YUETa;

COCTaBJISATh OTYET O pabOTe CYyAOB MO PACCMOTPEHHIO IPAKIAHCKHUX,
YTOJOBHBIX JEI, AeNl 00 aIMUHUCTPATUBHBIX MPABOHAPYIIICHUSX;

COCTaBJIATH OTYET O CyMMax yiiepoa OT MpecTYIUICHHH, CyMMaX B3bICKaHHI B
JI0XOJI TOCYIapCTBa, CyMMaXxX CyIeOHBIX PacxoA0B U3 (hemepasbHOro OrOHKEeTa
OTIPEICIICHHBIX CyCOHBIMHU aKTaMM;

OTYET O PACCMOTPEHUU CyJaMU IPaXKJIAHCKUX, YTOJIOBHBIX JIe] B
aneJuUISIIIMOHHOM U KacCalluOHHOM TMOPSIKAX;

COCTaBJISITH OIICPATHUBHYIO OTUCTHOCTD,



OCYIIECTBJIATh AHATUTHYECKYIO padOTy MO MaTepuagaM CTaTUCTUIECKOM
OTYETHOCTH;

BECTHU CIIPABOYHYIO padOTy MO YUETY 3aKOHOIATEIhCTBA U CyNIeOHOM MPaKTHUKA
B CyJax;

COCTaBIIATh TIPOIIECCYaTbHBIE W CIY)KEOHBIE JIOKYMEHTHI B CBS3U C
oOpalieHleM TPUroBOpa, OIpPEACNICHUS W TIOCTAHOBICHUSA CyJna K
MCITOJIHEHUIO U HAPABJISITh UX aJpecary;

BBIIIUCHIBATh ~ WMCIOJHUTENbHBIE  JIOKYMEHTBI U HaOpaBisTh  UX
COOTBETCTBYIOIIEMY TOPA3/ICTICHUIO CYJACOHBIX MPUCTABOB;

BbIJIaBaTh UCIIOJIHUTEIIBHBIE IOKYMEHTHI JIJIsi OOpaIieHus B3bICKaHHS Ha
MMYIIECTBO JIOJDKHUKA,

BBIJIaBATh UCIIOJIHUTENIbHBIE JIOKYMEHTHI JIJIsl IPOM3BOJICTBA yIEPKAHUS U3
3apa0OTHOM TIAThI (IPYTUX JOXOJO0B) AOJKHUKA;

BCCTH YUYCT IIPONU3BCACHHBIX B3BICKAHHUI 11O UCHOJHUTEIbHBIM JOKYMCHTAaM.

3HATH:

HOPMATUBHO-MCTOANYCCKHUEC JOKYMCHTHI 110 JOKYMCHTAITUOHHOMY

obOecrieueHuIo paboThI Cy/a;

KJIaCCU(DUKAIUIO CITY>KEOHBIX JOKYMEHTOB M TPEOOBAHUS K HUM B
coorBercTBuM ¢ ['OCT;

KOMITBIOTEPHYIO TEXHUKY U COBPEMEHHBIC WH()OPMAIMOHHBIC TEXHOJIOTHH;
OCHOBBI OXpaHbI TPyJla U TEXHUKH O€30MaCHOCTH.

NopsiZIOK 0TOOpa HA XpaHEHUE B ApXUB CYJI0OB JJOKYMEHTOB, UX
KOMIUICKTOBAHMS, YU€Ta U UCTIOJIb30BAHUS;

nepedyeHb JOKYMEHTOB CYJIOB ¢ YKa3aHUEM CPOKOB XPaHECHUS;

HOPMAaTHBHBIC YCIIOBUS XPaHEHUS ApXUBHBIX JOKYMEHTOB;

MOJIOKEHUE O MOCTOSIHHO JEUCTBYIOIIEH AKCIIEPTHOM KOMUCCHUU CY/IA.

0a3bl JaHHBIX, UHHOPMAIMOHHBIE CIIPABOYHBIE U MOUCKOBBIE CUCTEMBI, B TOM
gucine («I"ACIIpaBocyaue»), crpaBOYHBbIE IpaBOBbie cUCTEMBbI «[apaHTy,
«Koncynprant [Lrocy;

ITIOUCKOBBIC CUCTCMBI B CCTH I/IHTepHeT;



IIEpEUYCHb HOPMATMBHBIX IMpPaBOBbIX akTOB IlpaBurenbctBa Poccuiickon
Oenepanii ¥ QenepaibHBIX OpPraHOB — HCIOJHHUTENIBHOW  BJIACTH B
MH(POPMAIIMOHHBIX CUCTEMaX OOIIEro MOJb30BaHUS;

IpaBuiia pa3MeIleHHs B CETH MHTEPHET HH(OPMAIUU O JesATeILHOCTH Cya Ha
CTpaHUIIAX CaWTa.

WHCTPYKITUIO 110 BEJCHUIO Cy1€0HON CTaTUCTHKU;

Tabesnb GOpM CTATUCTUUECKON OTYETHOCTH CYIOB;

BUJIBI U JOPMBI CTATUCTUYECKONU OTYETHOCTH B CY/JIE;

MpaBUJia COCTABIICHUS CTATUCTUUECKUX (HOPM;

cuctemy cOopa v OTpabOTKH CTATUCTUIECKON OTYETHOCTH.

HOPMAaTHUBHBIE MPABOBBIE AKTHI, PETYJIUPYIOLIAE BOIPOCHI UCIIOJTHECHUS
Cy/1eOHBIX aKTOB;

MOPSIOK BCTYIUJICHUS Cy/IeOHBIX aKTOB B 3aKOHHYIO CHITY;

oO1ue npaBuiia 00pallleHrs K UCTIOJTHEHUIO IPUTOBOPA, pElIeHUs,

OIIPCACICHUA U IIOCTAHOBJICHUA Cyda,

criennuKy 0OpaIIeHus: K HCIIOJIHCHHUIO CYJCOHBIX aKTOB I10 TPAXKIAHCKUM U

YTOJOBHBIM JI€aMm, JieJaM 00 aJJIMUHUCTPATUBHBIX MTPABOHAPYLICHUSX.

1.3 Kostn4yecTBO 4acoB, BbIICJICHHOE HA OCBOCHUE MIPOIPAMMbI

NPOM3BOJACTBEHHOM NMPAKTUKHU (MPeAIUIIOMHOM):

Bcero 4 Heaenu, 144 vaca, B TOM 4ucCle:

B pamkax ocBoeHus [IM.01— 72 gaca, IIM. 02, [IM.03 —36 gacos, [IM.04., [IM.05 -

36 yacos.

1.4. Conep:xanue npeaIunjJaOMHONA NPAKTUKH

Copeprxanue 1 BUJIbI padoOT, MPEAYCMOTPEHHBIE MTPEAUIIIOMHON MPAKTUKOM

npejcTaBIeHbl B Tabuie 1.

Taoauna 1. Conep:kanue npeInunaoMHON NPAKTUKH
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(Bux padoTbl

ConepskaHue y4eOHOT0 MaTepuaJia,
€00X0AMMOro /1JIsl BHITIOJIHEHU S
HJ0B padoT

1

2

KoJinuecTBO

4aCcoB

3

DopMyIUpPOBKaA LEIU U
3a/1a4 NPeIIUIIIIOMHOM
MPaKTUKHU

Odopmienue npakTUKaHTa B
OpraHu3aIu

OO0mast xapaKTepuCTHKa
OpraHu3anuu

AHaM3 HOPMaTUBHO-
MpaBoOBOi1 0a3bl
OpraHu3alun

Brimonaenne
VHJIMBUTyaJIbHOTO 3aJaHus

- rpavK IPOXOKAEHUS
PEAIUIIIIOMHON MPAKTUKHU;

- HaIlpaBJICHUE U 3a/1aHUE

Ha TPAKTUKY;

- COJIEP)KaHNE U CTPYKTypa OTYeTa 0
NPEeIAUITIOMHON IIPAKTHKE;

- UHUBUYaJIbHBIN

rpaduK MPOX0XKAECHUS NPEIAUILITIOMHON
[IPAKTUKH

- OPraHU3alMOHHBIC BOTIPOCHI
- o(popMJICHHS B OpTraHU3alINH;

YCTAaHOBOYHAs JICKIIUA,
“MHCTPYKTAX 110 TCXHHUKC

0€30I1aCHOCTH;
-pacrpeziesieHue mo paboyuM Mectam

- 00111ee 03HAKOMJICHHE CO
CTPYKTYpPOU H

OpraHuzaiyei paboThl OpraHu3alluu;
- OpraHu3alMoOHHas CTPYKTypa

M B3aMMOJEHUCTBUE MOAPA3ICIICHUN
(cyx0),

YMCIIEHHOCTh COTPY/IHUKOB, KaJpOBBIN
COCTaB, KB (PUKALIHS;

OCHOBHBIC 337]a9H, BUIBI
NEeATeIbHOCTH OpraHu3alluu

- HI3YYHUTh IIPABOBOE
M0JI0’KEHUE OPTaHU3AIIHH;

U3yYUTh HOPMATHBHO-TIPABOBYIO
0a3y, HCHOJIb3yeMyl0 B pabote
OpraHU3aINH;

U3yYUTh OCHOBHBIC TIOJIOXKEHUS,
UHCTPYKIIMH IO CYyIEOHOMY
JIEJIOTIPOU3BOICTBY
-IPOAHATU3UPOBATH PA3BUTHE
HUCTOYHUKOB pabOThI OPTaHU3AIINN;
IPOCIICTUTH TCHICHITUIO
Pa3BUTHS 3aKOHOIATSIIHCTBA

-n0100pKa MaTepuana, IpaKTUYECKUX,
CTATUCTUYECKUX JIAHHBIX T10 TEME
TUTUIOMHOM paOoThI

2

10

108
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2. PE3VJIBTATBI OCBOEHMSI IIPOU3BOACTBEHHO
MPAKTUKM (ITPEUIUIIIOMHOI1)

2.1. Pe3yabTarhl 0CBOCHHMS NMPOU3BOJACTBEHHON MPAKTUKH (NPeIAMIIOMHOM)

Pesynbratrom

(IpeaIuTIIOMHON)

OCBOCHMH IMporpaMmabl

40.02.03

HpOHSBOI[CTBGHHOﬁ IMPAaKTUKH

M0  CIHCHHATBHOCTH I[IpaBo wm  cynaebHOE

aIMUHUCTPUPOBAHNE 0a30BOM TMOJTOTOBKH SIBJISICTCS OBJIAJICHUE OOYyYarONTUMUCS

obmumu (OK) u npodeccuonanbubiMu kommerenusimu (11K):

Kon HaumeHnoBaHue pe3ysibTata 00y4eHus

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIBHOCTh, BHIOMpPATh TUIIOBBIC
METO/Ibl M CHOCOOBI BBINOJHEHUS NpPO(PecCHOHAIbHBIX 3ajad,
OIIEHUBATh X 3PGHEKTUBHOCTh M KAYECTBO.

OK 4. Ocy1ecTBIATh MOMCK U UCTIONIb30BaHUE HH(OPMALUU, HEOOXOIUMOM
st 3G(EKTUBHOTO  BBIMOTHEHUS MPOQPECCHOHAIBHBIX — 3aj1ad,
npo(hecCHOHAIBLHOrO U JINYHOCTHOT'O Pa3BUTHSI.

OK S. Hcnonp3oBaTh MHPOPMAIIMOHHO-KOMMYHUKALMOHHBIE TEXHOJOTUU B
npoQeCCUOHATILHON JIEATEIbHOCTH.

K 1.1. | OcymectBiarh paboOTy ¢ 3asBICHUAMH, KAIO00AMU U HUHBIMH
oOpalieHUsIMU TpaXkJAaH W OpraHU3alliii, BECTU IPHEM IOCETUTENIEH B
cyJe.

IIK 1.2. |Tlognep>xuBath B aKTyaJIbHOM COCTOSIHHH 0a3bl HOPMATUBHBIX NMPABOBBIX
aKTOB U CyJIeOHON MPAKTHUKHU.

IIK 1.3. [ OGecneunBaTh pabOTy OPITEXHUKH W KOMIBIOTEPHON TEXHUKH,
KOMITBIOTEPHBIX CETEe W MPOrpaMMHOI0 OOecleueHus CyAOB, CaWTOB
cyn0B B cetu UHTEpHET.

IIK 1.4. | OGecnieunBaTh paboTy apxuBa cyja.

IIK 1.5. | OcymiecTBasTh BeACHHUE Cy1€OHON CTATUCTUKHU Ha OYMa)KHBIX HOCUTEINAX
B JICKTPOHHOM BHU/IE

IIK 2.1. | OcymiecTBiaTh MpueM, perucTpaluio, yueT u XpaHeHue cyieOHbIX Je,
BEIECTBEHHBIX JIOKA3aTeJIbCTB U JIOKYMEHTOB

IIK 2.2. | OcymiecTBisiTh OpOpMIIEHHUE [I€J, HA3HAYEHHBIX K CyJcOHOMY
pazOupaTesbCTBY

MK 2.3. | OcymiecTBASTbU3BEIICHUEHIL,YUaCTBYOIUXBCYICOHOM
pa30uparenbCcTBe, MPOU3BOAUTH PACCBUIKY M BpYUYEHHE CYJEOHBIX
JIOKYMEHTOB M U3BEIICHUUN

IIK 2.4. | OcymecTBiiATh pErucTpanuio, y4yeT M TEXHHUYEeCKoe OQpOopMIICHUE

HCITIOJIHUTCIIbHBIX JOKYMCHTOB I10 Cy,Z[€6HI>IM ACJIaM.
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3. CTPYKTYPA Y COIEP’)KAHHE [TPONU3BOJICTBEHHO NPAKTHKH
(IIPEUIMIIJIOMHOI)

3.1. CTpYKTYpa NPAKTHKH

Buasbl
npogeccuoHaAIbHOMI
nesiTeJIbHOCTH

DopMblI
NpoBeaeHUs
NPaKTHKH

HaumenoBanue
YUYeOHBIX JUCUHUIJIMH
MeKTUCUUTIJIMHAPHBIX
KYPCOB C YKa3aHHeM
KOHKPETHBIX
pasaesioB (Tem),
o0ecreYuBaIOIIUX
BbINOJIHEHHE BUIOB
paboT

KoaunuectB
0 49aCoB,
(HemeJib)

BIIJ]

1. Opranu3aioHHO-
TEXHUYECKOE
oOecrieyeHue padboThl
CYJIOB.

BII.2.
Opranuzanus
obOecrieueHue

ACIOIIPONU3BOACTBA.

cyneOHOro

KOHILICHTPUPOBAHHAs

TIM O1.

MJIK 01.01.
MJIK 01.02
MJIK 01.03
MJIK 01.04

72 4.
2 HeIeIu

5|

KOHILICHTPUPOBAHHAs

TIM 02.
MJIK 02.01
MJIK 02.02.
TIM.03
MJIK 03.01
MJIK 03.02
TIM.04
MJIK 04.01
MJIK 04.02
TIM.05
MJIK 05.01
MJIK 05.02

72 .
2 HeIeIu

Htoro

144 v,
4 genenu
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3.2.1. TemaTn4eckuii JIaH U COAEP;KaHUE NMPOU3BOACTBECHHOM

NMPAKTUKHU (MPeJIUIJIOMHOI) 10

IIM.01 Opranu3anuOHHO-TEXHUYECKOE o0ecniedeHue padoThl Cy/10B,

IIM.02 ApxuBHoOe 1eJ10 B cyae,
IIM. 03 UndopmaTtusanus aesitejbHOCTH cyaa, [IM.04 CynedOHas craTuCTHKA,
IIM.0S ObecnieueHune UCIOJTHEHUS PelIeHU cyaa

Kox
IIK/OK

HanMmeHnoBanue
pasiesnos, TeM

Conep:xanue

Oonem
4acoB

1

2

3

Pa3znen 1. Opranu3annoHHO-TeXHUYECKOe o0ecrieyeHne

padoThI Cy10B

IIK 1.1,
1.2.

IIK 2.1,
22,23

OK 1, 2,
4,6,9.

Tema 1.1. O0uree
PYKOBO/JCTBO

opraHusanuen
Cy1eOHOr 0
JeJIONPOU3BOACTBA.

Buabi pabor:

16

1. O611ee 03HAKOMIJIEHHE CO CTPYKTYPOH,
opraHu3zainueu paboThl B Cyie.
2. O3HaKOMJIEHUE C NMPaBUIAMU
BHYTPEHHETO PacTIOpsIKa Cya,
MOJIOKEHUEM O IMPUEMHOM B Cyie U
pErjiaMeHTOM OpraHU3AINH JIEATETbHOCTH
NpUEeMHOM B Cyje, TUTaHOM paboThl Ha
TO/I.

3. O3HAaKOMJICHHE C €IUHOW CUCTEMOU
JOKYMEHTAI[MOHHOTO MIPOU3BOJICTBA,
oOs3aTeNbHOW I BCEeX pPaOOTHUKOB
palioOHHOTO CyJa, MOPSAKOM O(hOPMIICHHUS
MPOIIECCYAThHBIX JOKYMEHTOB, MTOPSIIKOM
o opMIICHUST OpTaHU3AIMOHHO-
pactopsIMTENbHBIX JOKYMEHTOB Cy/a.

4. Wzyuenue IlomoxkeHuss o0 oTmene
nenonpou3BoAcTBa, OTmene obecrneueHus
CYJIOIIPOU3BOJICTBA TIO TPAXKIAHCKUM
Jieyam, Ortnene obecrieueHus
CYJIOIIPOU3BOJICTBA TIO YTOJIOBHBIM JIEIaM.
5. V3yueHue qOMKHOCTHBIX PETIaMEHTOB
pabOTHUKOB ammnapara cyja.

6. CocTaBiieHHEe HOMEHKJIATYPBI JI€] B

cye.

16

K 1.1,
1.2, 1.3,

Tema 1.2.
HopmaTuBHo-
MeTOAMYeCKHe

Buabi pabor:

1. Ucnonb3ys NucTpykumto g
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[IK 2.1,
22,23

OK 4,5,
7,9.

JTOKYMEHTBI TI0
eJI0OMPON3BOICTBY
B cyae

cylneOHOMY JICTIONTPOU3BOICTBY B

parionHom  cyae  (YTB. MpUKa30M
Cyne6Horo JenapTaMeHTa npu
Bepxosnom Cyze P® Ilpmkaz or
29.04.2003 N 36 (pen. ot 09.01.2018)
"O6 yTBepKIACHUU NHCTpyKIIMU 110
cyJeOHOMY JEJIONPOU3BOJICTBY B
paiioHHoM  cyze") COCTaBUTh CXEMY
€AVUHOW CHUCTEMY  JOKYMEHTAalMOHHOI'O
POU3BOJICTBA, O0SI3aTENbHYIO IS BCEX
pPabOTHUKOB palOHHOTO CY/a.

2. Ha ocnoBanuu I'OCT P 6.30-2003
"YHUDUIMPOBAHHBIECUCTEMBI
JOKyMeHTaIu. Y HUpUIMpoBaHHAas
CUCTEMAOPraHU3aALMOHHO-
pacnopsiANTENbHOM JOKyMEHTaIuu"
COCTaBUTh OCHOBHbIE TPEOOBaHHUS K
0(OPMIICHUIO TTPOTIECCYATLHBIX
JIOKYMEHTOB.

3. CocTaBuTh IEpeYEHb JIOKYMEHTOB
PenepanbHBIX CyA0B 0o01IeiH
IOPUCIAUKIIMM,  YyKa3aTb  CPOKH  MX
XpaHeHus, ucnonb3ys [Ipuka3z CyaeOHoro
nenapraMmenrTa npu BepxoBHom Cyzae PO
or 9 wmrons 2011 r. Ne 112 *“O6
yTBepKJIeHnn  llepedyHs  NOKyMEHTOB
(denepanbHBIX CyI0B 00IIEH IOPUCTUKIINU
C YKa3aHUEM CPOKOB XpaHCHHUS .

IIK 1.2,
1.3,

14,

1.5., 1.6.

[IK 2.1,
2.3.

OK 1, 2,
3,4,5,
6,7,9,
11,12

Tema 1.3. Pabora ¢
TOKYMEHTAMM:
MOPS/IOK Mpuema,
OTHpaBJICHHS €] 1
KOpPeCOHIeHIIHH.

Buabl pador:

1. OcyuiecTBIATh IpueM, 00paboTKy
BXOJSIIIIMX JIOKYMEHTOB, PErHCTPUPOBATH

IMOCTYIIMBIIUC B CYJ UCKOBLIC 3asABJICHUA,
AJIMUHUCTPATHUBHBIC UCKOBBIC 3asBJICHUA,

3asBJICHUSI, )KAJIOOBI, IPEICTABICHUS,
MPOTECThl U WHBIE JOKYMEHTHI, B TOM

YUCJIC IIOAAHHBIC B J3JICKTPOHHOM BHIC,
YT'OJIOBHBIC, I'PAXKIAHCKUC U

aJIMMHUCTpATHUBHBIE JIeNa, 1e1a 00
aJIMMHUCTPATUBHBIX IPABOHAPYIICHHUSX,
MaTepuabl, a TAKKE UHbIE TOCTYIUBIIINE
JOKYMEHTBI, B TOM YHUCJIE TpHUCIaHHbIE
AIIEKTPOHHOM MOUYTOM, (PAKCUMHUIIBHOM
CBSI3bI0, TEJETPAMMOM B JKypHaje ydera
BXOJ/sIIeH KoppecnoHaeHmu (dpopma N
1),B chenuaibHBIX MPOTPAMMHBIX
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cpencTaax I'ocynapcTBenHOM
aBTOMATU3WPOBAHHOM CHCTEMBI
Poccuiickoit ®@enepauuu "llpaBocynue",
00ecIIeYnBaOIINX BEJICHUE
ABTOMAaTHU3UPOBAHHOTO CyaeOHOro

nenonpousBoAcTBa (manee - I[IC T'AC
"IIpaBocynue").

2. Bemenume paboTBl ¢ HUCXOASIIMMHU
JIOKYMEHTAMHU T10 CXEMe€: ITOJAr0TOBKA
MIPOEKTa TEKCTa JOKYMEHTA, COTJIaCOBaHUE
C 3aMHTEPECOBAHHBIMH JOJKHOCTHBIMU
JUIaMH, J0pab0TKa TeKCTa JIOKYMEHTA T10
3aMEUaHUsIM, MMOATOTOBKA
OKOHYATEJIBLHOTO BapHaHTa JOKYMEHTa,
€ro pacrieyarku, Iojada Ha

NOAMUCH MIPEeCeqaTENIO CY/a,
perucTpanus B )KypHaje yuera
UCXOIAIICH KOPPECMOHAECHIINH,
COCTaBJIEHUE OMHUCH JOKYMEHTA, OTIPaBKa
JOKYMEHTa ajpecary (1Mo IMouTe, Yepes
Kypbepa, (HaKCUMIJIBHOM CBS3BIO, IO
AJEKTPOHHOM MOYTE U JIp.).

3. OcyuiecTBIATh MHAEKCAIUIO JIETT.

4. OcCylecTBIATh KOHTPOJIb HUCIOJHEHUS
JOKYMEHTOB B cyae (10 JOKyMEHTaM
00111eT0 JIeTONPOU3BOJICTBA), COOIOACHUS
UCITOTHUTEIBLCKOW TUCITUILINHBI TIPH
VICIIOJTHEHU U OpraHU3aIMOHHO-
pactopsAIMTEIbHBIX JOKYMEHTOB, ITHCEM,
oOpaieHuii, B T.4. caada Jen, Io
KOTOPBIM CYJOM BBIHECEHBI IIPUTOBOPHI U
pelIeHHUS.

Tema 1.4.
JenonpousBoacraea

1o Mpuemy, y4ery,
perucrpanum
JTOKYMEHTOB,
NMOCTYNHUBIIUX B Cy/
B 3JIEKTPOHHOM
BHU/I€, B TOM YHUCJI€e B
dopme
3JIeKTPOHHOI0
JTOKYMEHTA.

Buabl pador:

1. OcylecTBisITh IPUEM JOKYMEHTOB B
AJIEKTPOHHOM BHJE, PETUCTpAIus W
IPOBEpKa COOIIOJICHUST YCIOBUU TOJa4u
JOKYMEHTOB B 3JIEKTPOHHOM BH/JIE:
PeructpupoBath jena, MOCTyNUBIIKE B
cyn, B IIC 'AC "IIpaBocynue" Ha y4eTHO-
CTaTUCTHUYECKUX

2. HanpaBmsite B aBTOMATHYECKOM
peKUME B JIMYHBIA KaOWHET 3asBUTEIIS
(monb30BaTEN) b1z () Ha aapec
JNIEKTPOHHOW TOYTHI  3asABUTENS W

UHBIMU  crioco0aMu YBEAOMJIEHHE Q
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nojyyeHun  Jaubo 00 OTKJIOHEHUY|
3asiBJICHUSI.

3. Pazmemary Ha odurManbHOM caiTe
cyna UH(GOPMAITIIO 0 PUHATHH
aIMUHHUCTPATUBHOIO HCKOBOTO)

3asIBJICHUS, )KaJI00bI HJIH MPEACTABICHUS K
IPOU3BOJICTBY, O BpPEMEHH H MeECTe
CyIneOHOTO 3aceaHusi WM COBEpPIICHUS
OTACIBLHOTO MPOIECCYaTbHOTO JICHCTBUS.

4. 3rotaBnmBaTh KOIUH CyJAcOHOTO aKTa

B BHUJEC DOJCKTPOHHOTO oOpasza s
HaNpaBJICHUS JIUIAM, yYaCTBYIOIIMM B
JieJie ¥ HaIPaBJIATh KOIMHUH CYyJACOHBIX
AKTOB B AJIGKTPOHHOM BHUJIE ajJpecaraMm.

MK 1.2, |Tema 1.5. Buabl pador:
1.3., Cocraniennue,
1.4., peaxaktupoBanme u | 1. CocraBieHune, peJakKTUpPOBaHUE M
1.5., 1.6. | opopmiieHue opopmieHue BHYTPEHHHX]
[IK 2.1., | OPTaHH3ALHOHHO- (ympaBieHYECKHUX ) JOKYMEHTOB -
22, PACHIOPSAMTEIBHBIX | OPraHU3aLMOHHO-PACTIOPAIUTENBHBIX
AOKYMCHTOB Cy1a JIOKYMEHTOB - (IIPUKa3bl, PACTIOPSIKEHUS,
?,Iil ;,2’ WHCTPYKIUH u MOJIOKEHHUS),
6.7.9, yTBEPK1aeMble npejacenaTeneM Cyja;
11,12 IUTAHBI U OTYETHI; MPOTOKOJIBI COOpPaHU 1
ONEpPaTUBHBIX COBEILAHUI;1€TI0BbIE
nUChbMa; OOBSICHUTEIbHBIE 3alIUCKU, AKThI
B cooTBeTCcTBUM C TpeboBanusimMu, [[OCT
P 6.30-2003 «YHu(uurpoBaHHbIe
CUCTEMBI JIOKyMEHTAIUH.
YHupunmrposan
Has CUCTEMY
OpraHu3alMOHHO-PACTIOPSAUTELHON
JOKyMEHTAIUU. TpebGoBanus K
0(OPMIICHHUIO IOKYMEHTOBY.
MK 1.1., | Tema 1.6. Buael pador:
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1.2, 1.6.

IIK 2.1,
22,23,

OK 3, 4,
6,9,11

IHopsnok
(popMupoBanus e
HA CTaAUU
NPUHATHA U
HA3HAYeHMS K
cy1edOHOMY
PacCCMOTPEHHIO U
mnocJie ux
paccMOTpeHus

1. Perncrpanms CyIeOHBIX ne’
(TpaxaaHCKUX U YTrOJIOBHBIX) 15
KOPPECTOHACHIIMN (MTMChMa, 3aKa3HbIe
NUCbMa, JOKYMEHTBI B IIPE3UTUYM).

2. Perucrpanus npukazoB mnpenacenaTes
Cylla IO OCHOBHOW JEATENBHOCTH U TIO
JUYHOMY COCTaBY, BBIJAYM APXUBHBIX
CIIPABOK, KOIUH, BBIITMCOK u3
JOKYMEHTOB.

3. BHeceHne JaHHBIX B DJIEKTPOHHYIO
PETHCTPALIMOHHYIO KapTOUYKY BXOJSIIEH
KOPPECTIOHCHIU Y.

4. PerucrpauusinayyetHo-
CTaTUCTHUYECKUX KapTOUKaX YroJOBHBIX,
IPKIAHCKUX JEJI, UCKOBBIX 3asIBICHUM,
NOCTYIAOIINE B CY/.

5. Benenue andaBUTHBIX >KYpHAJIOB IIO
YrOJIOBHBIM  JejlaM  (Ha  KaXaoro
0OBHUHSIEMOTO).

6. Benenue angaBUTHBIX >KypHAJIOB IO
IpaKJAHCKUM JieJaM (Ha Ka)XAoro MCTHa
Y OTBETYHUKA).

7. CocraBieHue CIHUCKa hi(S)
Ha3HAYEHHBIX K  pPAacCMOTPEHHUIO, U
BBIBELIMBAHWE €ro MpH BXOJAE B 3al
3acelaHusl WIM B JAPYroM YJIOOHOM mJis
0003peHust MecTe.

8. IlommmBKa JOKYMEHTOB YTOJIOBHBIX W
IPaKJAHCKUX JIeT B XPOHOJIOTMYECKOM
HOpSJIKE.

9. Beimucka UCIIOJTHUTEIIbHBIX
JIOKYMEHTOB.

10.CusTe xonuii ¢ cy1eOHbIX

HOCT&HOBJ’ICHI/II\/’I, BBIHCCCHHBIX I10 ACITY.

Tema 1.7. KonTpoJusb
HCIIOJTHEHU S
AOKYMEHTOB

Buabl paGort:

16

1. Peructpanusi, IpucCBOCHUE  HOMEpA

3aBecHUE Y4ETHO-CTAaTUCTUYCCKUX
KapTOYEeK Ha Jieja, MOCTYIMHBIIUE W3
DKCIIEIULINU cyna B TIOPSI/IKE

KacCallMOHHOTO 00>KaJoBaHUsI.

2. ®OpMHUPOBAHUE CIUCKOB IPAKAAHCKUX
U YTOJIOBHBIX JeJ, TepeJaHHbIX Ha
KacCallMOHHOE PACCMOTPEHHE, a TaKKe
nen 00 aIMAHUCTPATUBHBIX
IPAaBOHAPYIICHUSAX IO *ajnobaM HJ

16
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NOCTAHOBJICHUSI U PEIICHUS PalOHHBIX
CYJIOB 10 Jies1aM 00 aIMUHUCTPATUBHBIX
IIPABOHAPYIICHUSIX.

3. BeneHnue nepenucku 1o oOpameHuo K
UCIIOJIHEHUIO TPUTOBOPOB, PEILIEHUH,
OIPENEIICHUI U IOCTAHOBJIEHUH CyAa.

4. HampaBneHue Ha WCIOJHEHUE KOMUU
IPUTOBOPOB, PEILIEHUHN, OIpeaeNeHuH,
MIOCTAHOBJICHUH, MOJIFOTOBKA
CONPOBOAMTEINBHBIX TUCEM K HUM.

5. Perucrpanmsa B KypHane ydera
VCIIOJTHUTENBHBIX T0KYMEeHTOB U B AVC
«IIpaBocyaue», nepenaHHbIX CyAeOHBIM
IPUCTABAM-UCIIOTHUTESIM.

6. OTnpaBka CyJeOHBIX JIe] B 3aKa3HbIX
OaHlepoJisiX,  HalpaBJCHUE 3aKa3HbIMU
NUMCbMaMH OTBETOB CyJa Ha 3asBICHUS
rpakJaH C OPUTMHAJIAMU JOKYMEHTOB,
KOTOpbIE TpakJaHe MpUOOLIANH K 3TUM
3asBJICHUSIM,  HaIpaBJICHHE  CYJIEOHBIX
NOBECTOK B 3aKa3HbIX MHCbMax C
3aKa3HbIMU YBEJOMJICHUSIMU O BPYUEHUHU.

Pasnen 2. ApxuBHOe [1€J10 B cy/ie 18
[K 1.2., | Tema 2.1. Buabi pabor: 6
1.3, HopmartusHoe
14., 1. W3yuenume 3amau, GyHKIUAN u 6
1.5., 1.6, | peryJiupoBaHue IIPUHIUIIOB BCJICHUS apXUBHOI'O Jejla B
APXHUBHOI'O J¢Jia B
K22, |eyne cynax.
2.3, 2. HWzyueHue  mopsaka YIIpaBJICHU]
ApXHUBHBIM JEJIOM B CYJE.
OK 1, 2,
3 4 s 3. MH3yueHne HOPMATHBHBIX IPABOBBIX]
6’ 7’ 9’ akToB  Poccuiickoit ®denepanuu U

11,12

MH()OPMAIIMOHHO-METOINYECKUE
JIOKYMEHTBI, PETyJIUPYIONIUE OTHOIICHUS
Bc(hepeopranu3aluu, XpaHeHus,
KOMILIEKTOBaHHUSI, YUETA U UCTIOIb30BaHUS
ApXHUBHBIX JIOKYMEHTOB B CyAax:

o IIpuka3 Cynebuoro [lenapramMmenTa npu
Bepxosnom Cyne P® ot 30 nexabps 2013
r. N 265 "O BHeceHMM U3MEHEHUU H
NONOMHEHU B MHCTPYKLMIO O IOpsAIKE
otbopa HAa  XpaHEHHE B apXxuB
denepanbHbIX CyZ0B OO FOPUCIUKITIN
JIOKYMEHTOB, X KOMIUIEKTOBAaHMUS, yUeTa

Y UCIIOIb30BaHUs"

4. Wzyuenue nopsigka y4yé€Ta apXUBHBI
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JOKYMEHTOB B CY/JI€.

5. 3yuyeHue BUI0B BHYTPEHHUX YUYETHBIX
JOKYMEHTOB B apXUBE CyJa.

6. V3yuenue M0KHOCTHBIX 00s13aHHOCTEHN

pabOTHHKOB amnmapara cyna,
00ECIICUMBAIONIIX  ACSTEIBHOCT apXHBA
cyna.

7. W3yyeHue cocTosiHUA UH(POpPMATU3ALINS
apXMBHOTIO JieNa B Cy/Je.

8.  M3yueHue BOIIPOCOB IJIAHUPOBAHUS U
KOHTPOJIsL pabOThl apXUBOB CYJIOB.

Tema 2.2. Buael pador: 6
IToaroroBka
CyaeOHBbIX 1.  Pabora mo kinaccupukanuu  u 6
JTOKYMEHTOB CUCTEMaTHU3ALNH JIOKYMEHTOB|
K apXMBHOMY 00pa3yroIuXxcs B ACATEIHHOCTH Cya. 2.
XPaHEHHU IO Pabora mo odopmiieHnio cyaeOHBIX Ae
(MaTepuanoB, MPOU3BOACTB, HapPSIOB,
KYPHAIIOB) JIJISl IOATOTOBKH H MepeIadu
UX B apXUB CyJa.
2. WByuuTh XapaKTEpUCTUKH APXUBHOTO
mudpa.
3. U3yuuts cocTaB apXuBHOro mmudpa
3JIEKTPOHHOTO IOKYMEHTA.
3. OnpeneneHue CpOKOB XpaHECHUS JeTl
(mapsiioB). CoctaButh Tabnuiy "Cpoku
XpaHeHus CyJeOHBIX Jen (MaTepHayioB)
pa3JIMYHbIX KaTeropuil'.
Tema 2.3. OT0G0p Buabl pador: 6
| 1 nepenaua
JTOKYMEHTOB 1. IIpou3BOACTBO AKCHEPTHU3BI IIEHHOCTH 6
HA MOCTOSIHHOE JOKYMEHTOB, o0pa3yromuxcs B
XpaHeHHe B apXHUB NEeSATENbHOCTH CyHa.
cyaa 2. Ydyactue B paboTe SKCIEpPTHOM
KOMHUCCHUU Cy/Ia.
3. Pabota mo ot6opy nen (HapsaoB) cyaa
K YHHUYTOKEHHUIO.
4. 3anoJIHUTH KapTOUKY MOCTEJLIAXKHOIO
TONOTPapUUYECKOTO yKa3aTels.
5. CocTaBUTh aKT O BBIICICHUH K
YHUUTOKEHUIO JIOKYMEHTOB, HE
HOJIeKAINX XPAaHEHUIO.
Pasznes 3. UHupopmaTusaums AeATeILHOCTH Cyla 18
Tema 3.1. Yuer n Buabl pador: 6
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CHCTEMATH3aALUA
3JIEKTPOHHBIX
nokymeHToB B AUC
"T'AC -
IIpaBocynue"

1. Pabora ¢ aBTOMATU3UPOBAHHOM
MH(POPMAILIMOHHO-TIOUCKOBOI CUCTEMBI
«I"AC-IIpaBocyaue»: 3almycKk CUCTEMBI U
NOJIyYeHHE CIPaBOYHON MH(POPMALIUH.

2. 3anoJIHEHUE (GopM  BIEKTPOHHBIX
JOKYMEHTOB Ha O(UIUaNIbHOM  CaliTe

cyna.

Tema 3.2. [louck

NPaBoOBO
uHopMan U

Buabi pabor:

1. Tlomck  akTyanpHbIX HOPMATHBHBIX
IPABOBBIX AKTOB U Cy1€OHON IPAKTUKH B
MH(OPMAIIMOHHO-CIIPABOYHBIX 7
IOMCKOBBIX  CHUCTEMax, B TOM  YHCIIE
"T’AC-IIpaBocynue", CIIQ
"KoncynprantlIntoc" u UIIII "T'apanTt".

2. Pabora ¢ anhaBUTHO
IpPEeIMETHON KapTOTEKOM U ali(paBUTHBIM
KYPpHaJIOM perucrpanuy
3aKOHOJIATENbCTBA U CY/1I€OHOM MPAKTHKHU.
3. ITonroroBKa, oOpaboTka,
nenepcoHupuKanus uHpopmanuu, ee¢
pa3mernieHre Ha OQUIMAIBHOM CailiTe B
CeTu WHTeprer  mo BOIIPOCaM,|
OTHECEHHBIM K KOMIIETCHIIMM  OTAEI
JEJIONPOU3BOCTBA.

Tema 3.3.

NupopmanmonHbie
CHCTEeMbI U 0aAHKH

JAHHBIX BBICIIMX
cynoB Poccuiickoit
Denepanuu

Buabl pador:

CalToM
PabGora ¢
MO3UINH

1. Pabora c¢ odunuanabHBEIM
Konctutynmonnoro Cyna P®.
6azoi 3HaHu «lIpaBoBbIe
Koncturyuunonnoro  Cyna PD», ¢
AIEKTPOHHOU OnOIMOTEKOM
Koncturynumonnoro Cyna P®. Pabora ¢
UH(OPMaIIMOHHON CUCTEMOM
«ITocranoBnenus U ONpeeIICHMS
Koncturynnonnoro Cyna PO ¢
an(paBUTHO-NPEIMETHBIM YyKa3aTelaem», C
CHUCTEMOM ABTOMAaTHU3UPOBAHHOMN]
nyOJIuKaluK CyJeOHbIX pelIeHUH.

2. Pabora c »1eKTpOHHBIM OaHKOM
Cy1eOHBIX JIOKYMEHTOB, C
UH(OPMAIIMOHHO-CIIPABOYHOM  CHUCTEMOW
Bepxosnoro Cypa, ¢ 1aHHbIMU Cy1eOHON
cratuctuku BepxosHoro Cyna. Ilomaua
NOKyMeHTOB B BepxoBuwiii Cyn B

AJIEKTPOHHOM BHJIE.
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Pasznen 4. CyneOHasi cTaTUCTHKA

18

Tema 4.1.
HopmaTtusHo-

NMpaBoBoOe U
OPraHU3alUuOHHO-
MeToAnYecKoe
MOJIOKEHHU A
ob0ecrneyeHue
BeJeHUs CyaeOHOMH
CTATHCTHKH

Bupabl pador:

1. HU3syuenue HOPMAaTUBHO-IIPABOBOY
perIaMEHTAlUN BEAEHUS CTATUCTUYECKON
OTYETHOCTH B cynax
"MHCTpYKIIUS TIO BEACHUIO CYIeOHOM
cratucTuku" (yTB. [Ipukaszom CynedHoro
nenapramenrta npu Bepxosaom Cyne PO
ot 29.12.2007 N 169).

2. HW3yuutp BuUABI CTaTUCTUYECKOM
OTYETHOCTH, CTPYKTYPY dbopwm
CTAaTUCTUYECKOU OTYETHOCTH 0
NEATEIBHOCTU CYAOB U CyIMMOCTH.
3.13yunth MOPSAIOK IIOArOTOBKY
IIPOEKTOB bopm CTaTUCTUYECKON
OTYETHOCTH.

4. I3y4nTh METOJUYECKNE PEKOMEHIALUN
[0 3alOoJHEHUI0 (OPM CTATHCTUYECKOU
OTYETHOCTH O JEATEIBHOCTH CYIOB H
CYyAMMOCTH.

5. H3yuuTh oOpraHu3anuro BEICHUA
IIEPBUYHOIO CTATUCTUYECKOIO YUETa.

6. WM3yuntp mNOpANOK TNPENCTABICHUSA
CTaTUCTUYECKON OTUYETHOCTH B CyIax
oO011eH FOPUCIUKIIUY U CUCTEME
Cyne6Horo nenapraMmeHTa.

7. W3yunth NOpALOK IPEACTaBICHUS
CBOJHON CTAaTHUCTHUYECKOM OTYETHOCTH O
JESATENBHOCTH CYJI0B OOIIEH FOPUCIUKIINU
U cyauMocTu 1o Poccurickout @enepannu,
a TaKKe aHATUTUYECKON HH(OpMALIUH.

[

IIK
1.1.,1.2,,
3.1.,3.2.
OK 2,4,
5,9, 10,
11

Tema 4.2.
CrarucTuueckas
OTYETHOCTH O
NeATeIbHOCTH
(enepajabHbIX CYy10B
o011ell VPUCAUMKIIMH
U MUPOBBIX Cy/leH

Buabl pador:

12

L. Pabora co CTaTHUCTHYECKOY
OTYETHOCTBIO B Cy/JI€: 3aN0JIHEHUE (hopM
CTaTUCTHYECKOU OTYETHOCTH g
NESITENBHOCTU CyAa

- COCTaBUTh OTYET O paboTe cyna 1o
PacCMOTPEHHUIO Tpakaanckux nei. dopma
N 2. Otyer o pabote CyI0B IepBOU
WHCTaHIUU o PacCMOTPEHHI]
IPaKIAHCKUX JIEII.

- COCTaBUTh OTYeT 0 paboTe cyma  I(

12
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paccMOTpeHHUIO yroyioBHbIX aein. Gopma N
I. Oryer o pabore CymoB mepBOU
WHCTAHIIUU TI0 PACCMOTPEHHIO YTOJIOBHBIX
nen
-COCTaBUTh OTYET O pabOTe CyJia Mo Jiejam
00 aJIMUHUCTPATUBHBIX
npaBoHapyumeHusix. ®opma N 1-All
Otyer 0 paccmorpeHuu ¢eaeparbHbBIMY
cyaamu o0mmielt  IOPUCAUKIIUN "
MHUPOBBIMHU CYIbSIMHU aen 00
aMUHUCTPATHBHBIX MTPABOHAPYIIICHUSX.
-COCTaBUTh OTYET O CyMMax yuiepOa ot
NPECTYIUICHUH, CyMMax B3bICKaHUWA B
JI0OXOJI TOCyJapcTBa, CyMMax CyJIeOHBIX

pacxomoB U3 (emeparbHOro  OHOKETA

OTIPENICTICHHBIX  CyJeOHBIMU aKTamMu
®opma N 4. Otuer 0 cymMmax yiiepoa o7
NPECTYIUICHUH, CyMMax MaTepHalbHBIX
B3BICKAHHUI B JOXOJ rOCyAapcTBa, CyMMax
CylneOHBIX H3JEpKeK u3  (eaepanbHOrd
Oro/pKeTa, OmpeeIeHHBIX CyJ1IeOHBIMH
aKTamu.
-COCTaBUTh OTYET O PACCMOTPEHUU
CyJlaMU TPKJIAHCKUX,  YTOJOBHBIX JIe] B
aneJISIIUOHHOM u KacCalliOHHOM
nopsiakax. @opma N 6. Otuer o0 pabote
CyJIOB MO PaCCMOTPEHUIO YTOJIOBHBIX JIET
B KaCCallMOHHOM ITOPSJIKE. ®opma N 7
Otyer o paboTe CyJ1I0B IO pACCMOTPEHHIO
TPOKIAHCKUX Jed B  KacCallMOHHOM
OPsIIKE
2. CocTaBsITh ONEPATUBHYIO OTYETHOCTh
nopopmeNO1.OnepaTuBHas
OTYETHOCTD 0 NEATEIbHOCTH
denepanbHbIX CyA0B O0IIEH IOPUCIUKITUU
Y MUPOBBIX CYJIEH.

Pa3nen 5. O0ecnieyenne HCIOJTHEHHUS PelIeHUH cyaa

18

Tema 5.1.

Buawl pador:
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Opranusauus 1.001m1ee 03HAKOMIICHUE CO CTPYKTYPOH, 6
AeATEeJTbHOCTH 110 opraHuzanuei  paboThI [TerpoBckorg
HUCIOJHUTEJLHOMY | palOHHOrO OTJeNa CyJeOHBIX IPUCTABOB
MPOM3BOJCTBY 2.03HaKoMIIeHUECHYHKITUSIMH,
3ajlayaMu, IpaBUIIAMH BHYTpPEHHET(
pacropsika, riaHoM padoThl Ha 0.
3. CocraBieHue mnepevyHsi HOPMaTUBHBIX
PaBOBBIX aKTOB, peryJIUpyIOIInX
BOIPOCHI UCTIOJIHEHHUSI CyI€OHBIX aKTOB.
4. 3yuutp 001Me rnpaBuiia oOpamieHus K
UCIIOJTHEHUIO  MPUTOBOPA, peleHus
ONpEe/IeNICHHS U IOCTAaHOBJIEHUS CyJa.
Tema 5.2. PaGora ¢ | Buasbl paoor: 12
HCIOJHUTEJIbHBIMH
TOKYMEHTAMHU. 1. Ocy1iecTBIsATh MPUEM U PETUCTPALUIO 12

IPaXKIaHCKUX, YTOJIOBHBIX
aIMUHHUCTPATUBHBIX [I€Jl, MaTepHUaJioB,
HaXOMSIIMXCSI B MPOU3BOJICTBE CyJa, a
TaKKe )KaJIo0 U MPOTECTOB Ha PEIICHMUS,
IIPUTOBOPHI, OTIpEICIICHUS "
MIOCTAaHOBJICHUSI CY/]Ia.

2. Benenue perucTpalimoHHbIX KYpPHAJIOB,
HapsJI0B, COTJIACHO HOMEHKJIAType Cyaa U
pacripenierieHuss  00SI3aHHOCTEH — MEXKIy
CEeKpeTapsiMu  CyJa,  CTaTUCTHYECKHUX
KapTOYeK IO JejJaM ¢ Marepualiam,
HaXOJISIIIIUMCS B IPOU3BOACTBE Cy/a.

3. TloaroraBnuBarTh W  HANPABIATH
JIOKYMEHTBI 10 UCTIOJIHEHUIO TTPUTOBOPOB,
pelIeHn,Cy1Ie0HBIXTIPUKA30B,
OIPENICIIEHNM, MMOCTaHOBJICHUM u
OCYIIECTBJISITh KOHTPOJIb 32 IMOJIy4YeHUEM
cooOmieHui 00 UX MCITOJTHCHUH.

4. 3anonmHeHue OJAHKOB JOKYMEHTOB,

YCTAHOBJIEHHBIX [Ipukazom OCCII
Poccun or 11.07.2012 N 318 (pexn. ot

08.05.2015) "O6 YTBEPKJICHUU
IPUMEPHBIX (POPM MpOoIleCcCyaTbHbIX
JOKYMEHTOB, PUMEHSEMBIX

TOJDKHOCTHBIMU  uuamu  DepepanbHOU
CITy»OBbI CyZIcOHBIX TIPUCTABOB B IIpoIIecce
UCIIOJTHUTEIBHOTO MTPOU3BOICTBA" .

- aKT 00 U3BATUU JICHEIKHBIX CPEJCTB;

- aKT 00 U3BATUN aPECTOBAHHOIO
UMYIIECTBA; - aKT 00 U3BATUU JOJDKHHUKA
MMYIIECTBA,
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YKa3aHHOT'O B HUCITIOJTHUTCIIBHOM
JIOKYMEHTE;

- aKT o mepegade  Ha  XpaHEHHE
apeCTOBAHHOT'O UMYIIIECTBA;

- aKT O Tepedadye  apecTOBAHHOTO
UMYIIECTBA Ha pean3alluio;

- aKT O TIepemadye  HU3BIATOr0 |
00pallleHHOTO B COOCTBEHHOT'O
rocyJIapCcTBa UMYIIECTBA HA PEaTHU3AIHIO
(mepepabOTKy WM YHUUYTOKEHHE);

- AaKT 0 [epejadye  HEABUKUMOIO
UMYIIIECTBA M10J] OXPaHYy;

- aKT O TMepegavye HepeaTn30BaHHOTO
UMYIIEeCTBa JOJDKHUKA B3BICKATEIIO B
CYET IOTAIICHMS J0JITa;

- aKT 0 Tmepenaye HepeaaTun30BaHHOTO
UMYIIECTBA IOJDKHHKY

- 3asBJICHHE 00 OOpaIlleHUHU B3bICKAHUS Ha
UMYIIIECTBO JOJDKHUKA, HAXOJAIIeecs Y
TPETHUX JIUII.

5. BrinuceiBaTh u BBIJIaBaTH
WCITOJTHUTEIbHBIE JOKYMEHTHI.

Hroro: 144

N ok

Cnucok 0popMJIeHHBIX JOKYMEHTOB, IPWJIAraeMbIX K 0TYETY

10 NMPOM3BOJACTBEHHOI MPaKTHKe (MPeIIUIIOMHOM).

Cxematnyeckoe H300paK€HUE CTPYKTYphbl ammapara cylJa, B TOM YHUCIE
KOJIMYECTBO U HAaUMEHOBAHHME OTAENIOB, €r0 OPraHu3allMOHHOE MOCTPOEHUE,
oTpaxarolee B3aMMOJCHCTBUE, MOAYMHEHHOCTh MOJPA3ACICHUA U

JIOJDKHOCTEM.

. Kommuu nonoxenuii 06 otaenax denepaibHOro cya o01e IopucIuKiuu

(MUPOBOTO Cyja).

Konuu 10/5KHOCTHBIX periiaMeHToB (MHCTPYKIHM) paOOTHUKOB amnmapara
cyna.

Konus BeIMUCKYM U3 HOMEHKIIATYPHI €N B CYE.

Berinucka u3 xxypHaie ¢popmsl N 1-a.

Konun y4eTHO-CTaTUCTUYECKIX KapTOUEK.

Komus pGHIeHI/Iﬁ cyaa I1o rpaXJaHCKUM U aAIMUHUCTPATUBHBIM JICJIaM.
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8. Konuu npurosopa, onpeneacHus 1 NOCTAaHOBIICHUS Cya.

9. Beinucka u3 andaBUTHOTO JKypHaja perucTpaliy 3aKOHOJaTebCTBA U
Cy1e0HOI MPaKTHKU.

10. Konmuu hopM cTaTucTUUECKONH OTYETHOCTH.

11. Konuu noBecTok.

12. Konus akta 06 U3BATHH JICHE)KHBIX CPEACTB;

13. Konust akta 00 U3BSTUU apECTOBAHHOIO UMYIIIECTBA.

14. Konus akta 00 U3bATHN JOHKHUKA UMYIIECTBA, YKA3aHHOTO B
UCITOJIHUTEIILHOM JIOKYMEHT.

15. Konust akta o nepejiaye Ha XpaHEHUE apeCTOBAHHOTO UMYIIIECTBA.

16. Konust akta 0 nepeaye apeCTOBAaHHOIO HMYIIECTBA HAa PEaIu3alHIo.

17. Konusi akta o mepefadye U3bATOrO W OOPAIIEHHOrO B COOCTBEHHOTO

rocy/lapcTBa UMYIIECTBA HA peaau3anuio (mepepaboTKy UM YHUUTOXKECHHUE).

18. Konust akta o nepegaye HEJIBUKHUMOTO UMYIIIECTBA MO/ OXPaHy.

19. Konus akTa 0 nepeade HepeaaTu30BaHHOTO UMYILECTBA JTIOJKHHAKA
B3BICKATEINO B CUET MMOTAIICHHS 10JIra;

20. Komnus akTa 0 nepeiaye Hepealn30BaHHOIO UMYILECTBA TOJKHUKY.

21. Konus 3asiBienre 06 oOpaliieHuy B3bICKaHUSI Ha UMYIIECTBO JTOJDKHUKA,
HaxXoJsIIeecs] y TPEThUX JIUIL

22. Konus conmpoBOAMTENBHOTO TMCbMa O HANPABIECHUN ONPENEIICHUS
(nocranoBneHus1) cya (Cy1b1) Ha OIUIATy MPOLECCYAIbHBIX U3AEPIKEK;

23. Beimucka u3 XXypHana yyera nocTaHOBJIEHUH (OMpeeieHuil) Ha oruiaTy
IpoLIeCCyaTbHBIX U3JIEPIKEK 3a CUET CPEACTB (heepaibHOrO Or0IKETA.

24. Konus mpuroBopa, pelieHus, ONMPEAEIeHUs, TOCTAHOBIICHUS Cy/1a 110
YTOJIOBHBIM, TpaxKaaHCKUM Jienam 1o Gopme Ne 66, No 67.

25. Konuu uCOTHUTENbHBIX JIUCTOB.

26. Konnu 3anpocoB cyieOHBIX MPHUCTABOB.

TpeOoBaHusi K JOKYMEHTAMM, HEO0XOAUMOI /Jis NpPOBeAeHHSA
NPAKTUKHU: HAPABJICHUE HA MIPAKTUKY, JHEBHUK MTPAKTUKH, TPOTpaMmMa MPaKTUKH,

aTTECTAMOHHBIN JINCT, XapaKTEPUCTUKA CTYJEHTA 110 PE3yIbTaTaM MPAKTUKHU.
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4. VCJIOBUSA PEAJIU3AIIAA TTIPOTPAMMBI ITPOU3BOJCTBEHHO
MPAKTUKHA (ITPEUIATIJIOMHOI) TTO TIM 01, TIM.02, TIM,03, TIM.04,
TTM.05

4.1. TpeOoBaHMS K JOKYMEHTAIIUM, HEOOXOAMMOI IVIsl peau3aliu NPAKTHKN:
- TlonoxkeHue o MPAKTUYECKOM MOATOTOBKE OOYYArOIIUXCs, OCBAWBAIOIIMX
OCHOBHbIE  TpodeccHOHalIbHBIE  00pa3oBaTeNbHbIE  MPOrPaMMbl  CPEIHEro
npodeccuonanbHoro oopazoanus KOI'TIOBY «HTMCX»
- HACTOsIIIas mporpaMmMa Mpor3BOACTBEHHOU MPAKTUKH;
- MUaH-rpaduK TPaKTUKH;
- TpaduK UeJIeBbIX MPOBEPOK;
- TrpaduK KOHCYJbTAIHH;

- IpaduK 3alUTHl OTYETOB MO MPAKTHUKE.

4.2 TpeOoBaHMS K MATEPHAIbHO-TEXHUYECKOMY 00eCTe4YeHUI0 MPAKTUKH
- UHCTPYKTUBHBIN MaTepua;
- OJIaHKOBBIN MaTepual.
TexHuuyeckue cpeacrna:
- IIK ¢ nocrymnom k cetu MHTEpHET;
- KaJIbKYJSITOPHI;
- TPUHTED;
- CKaHep;
- KCEpOKC;

- mporpaMMHOe obecrieueHre 001Iero u MpoPecCHOHATLHOTO Ha3HAUYCHUS
(CIIC I'apanr)

4.3. Undopmanuonnoe odecnieuenne oo0yuenus. Ilepeuennb pekoMeH1yeMbIX

Y4eOHBIX M31aHUI, OCHOBHBIX HOPMATUBHO-IIPABOBBIX AKTOB, HTEpHeT-

pecypcoB

28



4.3.1. YuyeOHBIC H3AaHUA
OCHOBHBIC HCTOYHUKH:

4.3.2. HopmaTuBHBbIE IPABOBbIE AKThbI

1. Koncturymusi Poccuiickoit ®@eaepanun" (mpuHsATa BCEHAPOAHBIM T'OJIOCOBAaHUEM
12.12.1993) (c yueToM TMOMpaBOK, BHECEHHbIX 3akoHamMu P® o mompaBkax K
Koncturyuuu P® ot 30.12.2008 N 6-®PK3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014
N 2-®K3, or 21.07.2014 N 11-®K3) // CoOpanun 3akoHomarenbctBa P,
04.08.2014. N 31. Cr. 4398.

2. "BceoOmas nexnaparius mpaB ueiaoBeka" (mpuHsara ['eHepanbHOl AccamoOiieeit
OOH 10.12.1948)// Poccuiickas razera. N 67. 05.04.1995.

3. MexnyHapoanbpiid makT ot 16.12.1966 "O6 3K0HOMUYECKHUX, COIUATIBHBIX U
KyJIbTypHbIX npaBax'// bromnerens Bepxosnoro Cyna P®. N 12. 1994

4. Cornamenne crpan CHI' ot 13.03.1992 "O rapanTtusix mnpaB TrpaxkaaH
rocyaapctB - ywyacTHukoB CoxapyxecrBa HeszaBucumbix I'ocynmapctB B oOnactu
MIeHCHOHHOTO obecnieueHus"// BromneTens Mex TyHapo HBIX J0roBOpoB. N 4. 1993,
5. "T'paxkmanckuii mponeccyaibHblil kKojieke Poccutickoit @eneparuu” ot 14.11.2002
N 138-D3.

6. "ApOuTpaxHblii mpoleccyalbHbli Kojekc Poccuiickoit ®enepanuu" ot
24.07.2002 N 95-@3.

7. "Koaekc aaMUHHUCTPATUBHOIO CyJoNpou3BojcTBa Poccuiickoit @enepanuu’ ot
08.03.2015 N 21-®3.

8. "YronoBHo-mpoiieccyannbHbii koaeke Poccuiickoit @enepanun" ot 18.12.2001 N
174-D3.

9. ®enepanbHblil KOHCTUTYIIMOHHBIN 3aK0H OT 07.02.2011 N 1-®K3 "O cynax obmiei
ropucaukuuu B Poccuiickoit @enepanun’.

10. ®enepanbHblii KOHCTUTYIHOHHBIN 3aKOH OT 31.12.1996 N 1-®©K3 "O cynebnoit
cucreme Poccuiickon @enepanun’.

11. ®enepanbusiii 3akoH 0T 08.01.1998 N 7-®3 "O CynebHoM JienapTaMeHTe IpH
BepxosHom Cyne Poccuiickoit @enepanyn’.

12. Denepanpnbiii 3akoH oT 14.03.2002 N 30-D3 "O6 opranax cyaericKoro

coobmectBa B Poccuiickoi deneparun'.



13. ®enepanbubiii 3akoH OT 20.08.2004 N 113-D3 "O npucsKHBIX 3acegaTensax
dbenepaabHBIX CYI0B 00111eH ropucaukiuu B Poccuiickoit denepanun.

14. ®enepanbHbiii 3akoH oT 22.12.2008 N 262-D3 "O06 obecrieueHun 10CTyma K
nH(popMaIu 0 IeITeIbHOCTH Cy10B B Poccutickoit deneparuu’.

15. ®enepanbubliii 3akoH 0T 27.07.2006 N 152-P3 "O nepcoHalbHBIX TaHHBIX".

16. ®enepanbublii 3akoH 0T 27.07.2004 N 79-@3 "O rocynapcTBEHHOMN I'pak1aHCKOMN
ciyx6e Poccuiickoit deneparuu'.

17. ®enepanbhbiii 3akoH oT 30.04.2010 N 68-®3 "O xoMIieHcanuu 3a HapyLICHHE
MpaBa Ha CYJONPOU3BOJACTBO B pPa3yMHbI CpPOK WM IpaBa HAa HCIOJHECHHE
Cy1eOHOro aKkTa B pa3yMHBIN CpPOK".

18. 3akon P® ot 26.06.1992 N 3132-1 "O cratyce cyaeil B Poccuiickoi
Oenepanun’.

19. ®enepanpubiii 3akoH oT 21.07.1997 N 118-®3 (pen. ot 29.12.2017) "O
cynebnbix mpuctaBax'// "CobOpanue 3akoHonaTeiabcTBa PO", 28.07.1997, N 30, cr.
3590.

20. ®Pepnepanbubii 3akoH oT 02.10.2007 N 229-®3 (pen. ot 07.03.2018) "OO6
ucnojaHuTeapHOM npousBojacTBe'// "Cobpanue 3akoHomarenbcta PO", 08.10.2007,
N 41, cr. 4849.

21. ®epnepanbhbiii 3akoH oT 29.07.1998 N 135-®3 (pen. or 29.07.2017) "O6
OIICHOYHOM JiesaTeibHOCTH B Poccuiickoit deneparuun" //"Cobpanue
3akoHojarenscTtBa PD", 03.08.1998, N 31, ct. 3813.

22. IlocranoBnenue IlpaButenscrBa PO ot 31.07.2008 N 579 (pen. ot 03.11.2014)
"O OyaHKaxX UCTIOJHUTENbHBIX JIUCTOB" (BMecTe ¢ "[IpaBunaMu U3roToBlieHUs, yUETa,
XpaHEeHUS U YHUUITOXKEHHUS OJIAaHKOB UCTIONHUTENIBHBIX JUCTOB")// "Cobpanue
3akoHoaarenbcTBa PO", 04.08.2008, N 31, cT. 3748.

23. Ilpuxaz ®CCII Poccum ot 11.07.2012 N 318 (pen. ot 08.05.2015) "OO6
YTBEPXKJICHUU TPUMEPHBIX (HOPM TPOIECCYyATbHBIX JTOKYMEHTOB, MPUMEHSIEMBIX
JOJKHOCTHBRIMU JTUIIaMu DeepaabHON CITy>XObI Cy/IeOHBIX MPHUCTABOB B MPOIIECCE
WCTIOJIHUTEIBLHOTO TPOU3BOACTBA".

24. IToctanoBnenue IlpaButensctBa PO ot 27.12.2004 N 850 (pea. ot 07.12.2011)

"O mopszike o0ecriedeHus TPOKYPOPCKUX PaOOTHUKOB, COTPYHUKOB U



(denepabHbIX  TOCYAApCTBEHHBIX  TIpaXJaHCKuUX  ciayxkamux  CleacTBEHHOTO
komurera Poccuiickoil @enepannu, cyneid U cyAeOHBIX MPUCTaBOB B CIY>KEOHBIX
LEeSX MPOE3THBIMU JOKYMEHTaMU Ha Mpoe3i BCEMU BHUAAMH TpPaHCIOpPTa OOLIEro
MOJIb30BaHUs (KPOME TaKCH) TOPOJICKOTO, MPUTOPOJAHOTO U MECTHOTO coobmieHus"//
"CoOpanue 3akoHogaTeascTBa PO", 27.12.2004, N 52 (yactsb 2), c1. 5514.

25. IIpuka3z Cygeonoro nenapramenta npu BepxosHom Cyne P® ot 29.04.2003 N 36
(pea. or 09.01.2018) "OO6 yrBepxaeHun HWHCTpyKUMH 1O CyIeOHOMY
JICJIONPOU3BOICTBY B paiioHHOM cyne"// "bromierenp akToB 1Mo cyneOHO# cucteme",
N 7, utons, 2013 (nauano),"bromerens akToB 1o cynedHoit cucreme", N 8, aBrycr,
2013 (mponomkenue),"bromerens akToB No cyaeoHoi cucrteme", N 9, aprycr, 2013
(oxoHuanwue),"broerenp akToB MO cyneOHod cucreme", N 7, wuwons, 2017
(oxoHUaHUE).

26. IIpuxa3 CynebHoro aenapramenta rpu Bepxosaom Cyae PO ot 09.06.2011 N
112 "OOG yrBepxnenuu [lepeunst 1okyMeHTOB (heliepaabHbBIX CYJI0B O0IIeH
IOPUCIUKIIMY C YKa3aHUEM CPOKOB XpaHeHus".

27. Ilpukas Cynebnoro nenapramenta rpu Bepxosanom Cynae PO ot 28.12.2005 N
157 (pen. ot 30.12.2013) "O6 ytBepxkaeHun MHCTpykiuu o mopsigke oTOOpa Ha
XpaHeHHE B apXuB (QeAepajbHbIX CYJOB OOIIEH IOPUCAUKINU JIOKYMEHTOB, HUX
KOMILJIEKTOBAHHUSI, YUE€TA U UCIIOIb30BAHUS.

28. Ilpuka3 CynebHoro nenapramenta npu BepxoBaom Cyne PO ot 29 nexalps

2007 r. Ne 169 “O6 ytBepkaeHuu MHCTPYKIIMU MO BEIEHUIO CYI€OHOM CTaTUCTUKH .
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4.3.3. UHuTepHeT- pecypchbl
Caiit IIpesunenta Poccuiickoit denepanun www. kremlin. ru
Caiit Coseta ®eneparuu OenepanpHoro Cobpanus Poccutickoit denepanmm
www. council, gov. ru
Caitt 'ocynapctBennoit Jlymer @enepansuoro Codbpanust Poccuiickoit
®enepaunu www. duma. gov. ru
Cair [IpaBurtenbcTBa Poccuiickoit deaepauun www. govermment. ru
Caiit Koncturymmmonnoro Cyna Poccutickoit @enepannn www. ksrf. ru
Caiit Boiciero Apourpaxuoro Cyzaa Poccuiickoit denepanuun www. arbitr.
ru
Caiit BepxoBuoro Cyna Poccuiickoii @enepanun www. vsrf. ru
Cailt YoJIHOMOYEHHOTO TI0 ITpaBaMm 4desioBeka B Poccuiickont denepannn
www. ombudsmantf. ru
Caiir I'enepansroit [Ipokypatypsl Poccuiickoit denepanum www. genproc.
gov. ru
O.MudopmannonHo-npaBoBoi noprain «I'apant» www. garant. ru
Nudopmarmonno- mpasoBoit moptan «Koncynerantllmoc» www. consultant,
ru
Nudopmarmonno- mpasosoit moptan «Koaexe» www. kodeks. ru
Bonbmioi ropuauyeckuil cioBapb oHIaiiH www. law-enc. net
H.FOpuaunueckuii ciioBaps www. legaltterm. info
Caiit XKypnana poccuiickoro npaBa www. norma-verlag. com
IOpuanueckuii nopran «IIpaBonopsanok» www. oprave. ru
[Topran «¥Opuanueckas Poccus» http//law. edu. ru
Caiit MunucrepcTBa BHyTpeHHHX 1ei PO www.mvd.ru
Caiit @enepanbHO# CiIykObl TOCYAAPCTBEHHON CTATUCTUKH WWW.gks.ru
Nudopmarius 1ieHTpa rnpaBoBoit cratuctuku http://www.zakon.kz/1farc.
XapakTepuCTUKa OCHOBHBIX OTPACIIEN TPABOBOM CTaTUCTUKU. Ee 3HaueHue B
MIPaKTUYECKON pabOTe MPaBOOXPAHUTETHLHBIX OPTaHOB.

http://www.referatffom.ru/ref.
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22. TlpaBoBas craructuka. OdunuansHbIi cait YnpasinenueM MunuctepcTBa
P® 1o nanoram u coopam, http://www.umns.nnov.ru/comm/index

23. Posb mpaBoBOi CTATUCTUKU U MHGOPMALIMH B YKPETJIEHUU 3aKOHHOCTH http://
www.tarazinfo.kz/cg.

24. Craructuka Poccun http:// www.infostat. ru.

25. CospemenHoe npaBo. Hayunas cets — http://www.nauka-pravo.com

26. O0pasoBanue u npaBo — http://education.law-books.ru /

27. Direction Law. Bama 6u6imoreka B MUpe MPaBOBOM HAYKH
— http://www.directionlaw.com /

28.Bce o mpase — http://www.allpravo.ru /

29. Cam cebe ropuct — http:// www.samsebeyurist.ru /

Bba3bl 1aHHBIX, TH(POPMALMOHHO-CIIPABOYHbIE H OUCKOBbIE CHCTEMbI
1.Hayunas snextponnas 6ubnuoreka eLIBRARY.RU [Dnexkrponnsiii pecype]. URL:
http://elibrary.ru
2.9nexrponnas oubmmoreynas cuctema BOOK.RU https://www.book.ru/
3.01pacneBbie CIOBapM M COpPaBOYHUKM (10 mpoduito  (HarmpaBiICHHOCTH)

oOpa3zoBaTelbHBIX MporpaMm): [DIeKTpoHHbIA pecypc]. - Pexum npocryna:

http://www1.fips.ru

4.4. O0mue TpeOOBAHUA K OPraHU3ALNH IPOU3BOACTBEHHOM

(mMpeaIUIIOMHON) PAKTHKH

[IpousBoacTBeHHAas (TIPEIIUIIIOMHAS) TPAKTUKA TIPOBOAUTCS B OpraHU3alusIX
npoHIbHON HANIPABICHHOCTH Ha OCHOBAaHUH JIOTOBOPOB MEXy OpraHU3aluen u

KOI'TIOBY «HTMCX».


https://www.book.ru/
http://www.nauka-pravo.com/
http://www.samsebeyurist.ru/
http://www.allpravo.ru/
http://www.directionlaw.com/
http://education.law-books.ru/
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4.5. KaapoBoe obecnieueHne 00pa3oBaTejibHOI0 nmpoiecca

TpeGoBanus K KBAJIM(PUKAIUM NeJATOTHYECKUX KAAPOB, OCYILIECTBJSIIOIIMNX

PYKOBOJICTBO NPAKTHUKOM

Opranuzanuio ¥ PyKOBOJICTBO MPEIJAMILUIOMHON MPaKTUKOW OCYIIECTBIISIIOT
pykoBoautenu npaktuku oT KOI'TIOBY «HTMCX» u oT opraHu3anum.

Peamuzammss  TIIICC3 mo  cnenmuanpbHOCTH — JOJKHA — OOECTIeYMBATHCS
MeJaroruuecKuMu Kajapamu, UMEIOIIMMU BhICIIee 00pa30BaHKME, COOTBETCTBYIOIICE
npodTro mpernogaBaeMoil TUCIHUIUIAHEI (MOyJis1). ONBIT MeSATeTLHOCTH B
OpraHu3alysgX  COOTBETCTBYIOIIEH  MpPOPECCHOHATBHOM  cdepbl  sBIsAETCA
o0s3aTeNIbHBIM JIJIsl TIPEro/iaBaTelield, OTBEYAIOIIMX 3a OCBOCHHE OOYYaroIIMMCS
npodeccruonanbHOro yueOHoro nukia. [IpenomaBareny moixy4aroT JOMOTHUTEIHHOE
npodeccruonanbHoe 00pa3oBaHUE IO MPOrpaMMaM TOBBIICHUS KBAIM(PUKAIUH, B
TOM 4uciie B GopMe CTAXUPOBKU B MPOGUIBLHBIX OpraHu3anusx He pexe | pa3a B 3

roaa.
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5. KOHTPOJIb 1 ONEHKA PE3YJIBTATOB OCBOEHMUS ITPOI'PAMMBI
MNPOU3BOJCTBEHHOH (IIPEJJAUILJIOMHOMN) MPAKTUKH IIM.01, IIM.02,

ITM.03 IIM.04, IIM.05
Pe3yabTarsl (ocBOeHHbBIE OcHOBHBIE MOKA3aTeJIH OLIEHKH ®opMbI 1 METOABI
npodgeccHoHAIbHbIE pe3yjabTara KOHTPOJISI M OLIEeHKHU
KOMIIETEHIIUH)
IIK - OCYILIECTBIICHUE NPUEMA U PETUCTPALIUU - HakonnrenpHas
1.1. OcylecTBIATh MOCTYMHUBIINX B CYJ UICKOBBIX 3asIBJICHUH, | OLICHKA PE3yJIbTaTOB
paboTy C 3asBICHUSIMH, aJMUHHUCTPATUBHBIX HMCKOBBIX 3asBJICHUH, BBINOJIHEHUS

&KanobaMu U UHBIMU

oOpalleHUsIMU TPAKIAH U

OpraHu3alyii, BECTH IPUEM
[I0OCETUTENIEN B CYJE.

3asBJICHH, ’KaJo0, MIPEICTABIICHUN,
MPOTECTOB U HMHBIX JOKYMEHTOB, B TOM
YUCJIC IIOAAHHBIX B BJ'ICKTpOHHOM BUJC,

YT'OJIOBHBIX, TpaXXJaHCKHX U
AIMHUHHUCTPATHBHBIX pI(SAI p1(SA) | 00
AIMHUHHUCTPATUBHBIX NpaBOHAPYUICHUAX,

MaTepUaioB, a TAKXKE UHBIX NOCTYHUBIINX
JOKYMEHTOB, B TOM 4YHCJI€ NPHUCIAHHBIX
AJIEKTPOHHOM  MOYTOM, (hakcUMUIIBHON
CBA3bIO, TEJETPaMM B XKypHalle ydeTa

Bxoasmend koppecnonaeHuuu (dpopma N
1),BcienManbHBIXIPOrPaMMHBIX

cpencTBax I'ocynapcTBeHHOH
aBTOMAaTH3UPOBAHHOM CHCTEMB]]
Poccuiickoit ®@enepanmu "IlpaBocynue",
o0ecreynBaroIux BEJICHUO
aBTOMATHU3HPOBAHHOTO CyJ1eOHOTrO
nenonpousBoactBa  (mamee -  [IC T'AC
"TIpaBocynue";

- OCYUIIECTBJICHHE TpHEMa TPaKIaH B CyJe
B COOTBETCTBHH C IIPABUIIAMU BHYTPEHHETO
pacriopsiika  Cyla,  TOJIOKEHHEM O
NpUEMHOH B Cyde ¥  PErJIaMEHTOM
OpraHu3aIfK JICATEIIbHOCTH MPHEMHOU B
CyJie, YTBEP)KICHHBIMH MPE/ICeIaTesIeM
CyJla WJIH JIIIOM, BPEMEHHO
HCIIOJIHSAIONIAM €ro 00s3aHHOCTH;

- COOTBETCTBHE BBIODAaHHOW TaKTHKH
OOIICHUS] THUIy KIUCHTA MPH PEIICHUH
npohecCHOHATBHBIX 3a1a4;

IPAaKTHYECKUX paboT
Ha MPaKTHKe

- O1eHKa 3aIlUThI
OTYeTa MO MPAKTUKE

K 1.2. TlonnepxuBath B
aKTyallbHOM COCTOSHUU 0a3bl
HOPMAaTHUBHBIX MPaBOBBIX
aKTOB U CyJIeOHOM MPAKTHUKH.

- BEJICHUE an(aBUTHO-TIPEIMETHOH]
KapTOTeKH U  an(aBUTHOIO KypHaIa
perucTpanuu 3aKOHO/IaTEIIbCTBA H
CyeOHOM MPaKTUKU

-HakonmrenapHas
OIICHKA Pe3yJbTaTOB
BBITIOJIHEHUS
MPAaKTHYECKHUX padoT
Ha TPaKTHKE.
-O11eHKa 3alUThI
OTYETA 110 MPAKTHKE

IIK 1.3.  OOecneuuBaTth
paboty OPTITeXHUKHU o
KOMIIBIOTEPHOMI TEXHHKH,
KOMIIBIOTEPHBIX  CETEH u
IpOrpaMMHOro  obecredeHus]
CyllOB, CalTOB CyJOB B CETH

-  OOmue 3HaHUSA UH(}OPMAITMOHHBIX]
TEXHOJIOTHI u MIPUMCHCHUS]
MIePCOHAIILHOTO KoMmbloTepa (nanee - [1K)
- 3HaHue cocraBimonux 11K, Bxmogas

amnmnapaTHOE U MPOrpaMMHOE 00eCIIeUCHHE,
YCTPOWCTBA XpaHEHUs JAaHHBIX, OO0IINE

-Hakommrenpnas
OIICHKA PEe3yJIbTaTOB
BBIIIOJIHEHHS
NpaKTUYECKUX padoT
Ha MIPaKTHKE.
-O1eHKa 3alIUThI
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WNHTtepreT

3HaHUS COBPEMEHHBIX KOMMYHHUKAIIUH,
CETeBBIX MPUIOXKEHUH,  MPOTrPaMMHOT(
o0ecTIeYeHNST; 3HAHWS OCHOB 00ECTICUCHHUS
OXpaHbl 37I0pOBbs BO BpeMsi padoTh ¢ [1K,
BONIPOCOB  0€30IMMacHOCTH U 3allWThH]
TAHHBIX.

- 3Hanus u HaBbIkK Biaaenus [1K - 3Hanue
OCHOBHBIX KOMaH[ jiist pabotsl ¢ [1K;

3HAaHUC OCHOBHBIX IIPUHIIUIIOB pa6OTBI C
pabovnM CTOJIOM; 3HAHUE MPUHIIUIIOB
opranuzaiuu (HpangoBoi CTPYKTYpHI;

HaBBIKH CO3JJAHUS, IEPEMEIICHHS 1
ynaneHus (paiioB; HABBIKY MEYATH
SJICKTPOHHBIX TOKYMCHTOB.

- 3HaHUS M HaBBIKU PAaOOTHI C OUCHBIMU
nporpammamu Microsoft Office - HaBbIKK
noOopMaTHPOBAHUIOTEKCTOBBIX
JIOKYMEHTOB,BKJTFOYasTHAITCAHNE,
UCTIOJIb3YS OCHOBHBIE OTILINH,
KOITUPOBAHUE, BCTABKY H yJIAJICHUE TEKCTa,
a Tak)Ke HaBBIKM pabOThl ¢ TabiuUaMu U
KapTHHKaMH B iporpamme Microsoft
Office Word; co3ganue, OTCBIJIKA,
MOJTyYeHUE  DJIGKTPOHHBIX COOOIICHUH,
HalMCaHWe OTBETOB, IMEPEChUIKa paHee
NOJYYeHHBIX  cooOmenuid, pabora ¢
BJIOXKEHUSAMU B mporpamme Microsoft
Office Outlook.

- 3HaHMA U HaBBIKM pabOTBl C
WH(POPMAITMOHHO-TEIIEKOMMYHHUKAITHOHHOM
cetbto "MHTepHeT" (nanee - ceTh

"NuTepHer") - moHUMaHUe OCHOBHBIX
OPUHLUNOB  (YHKIMOHUPOBAHUS  CETH
"Untepuer", MPUHLIMIIOB 3alIUThI

UH(POPMALIMY; HCIIOIB30BAaHUE  TOMCKOBBIX
cucreM cetu "UHTepHeTr" mns paboThl ¢
pecypcamu cetu "MIHTEpHET" U NOJIy4eHNs]

HEOO0XO0UMOMN uHbopMaIuy;

BBINOJIHEHHE TpeOoBaHU DenepanbHOTo
3akoHa oT 22.12.2008 1. Ne 262-®3 «O0
o0ecrieyeHUH JOCTyna K HH(opManmuu o

OTYCTA 10 IMTPAKTUKE

JIESITETBHOCTA ~ CYJ0B B Poccuiickoii
Denepanumy.
K 1.4. OoO6ecneunBaTh | - 3HAHUE COJIepKAHUSA [Ipukaza -HakonurenbHas
paboTy apxuBa cyna. CyneGHoro JIeTIapTaMeHTa IpY OLEHKA PE3YJIbTATOB
Bepxosnom Cyne PO ot 28.12.2005 N| BbIOTHEHHS
157(pen. or  30.12.2013)  "OQ nmpakTHuecKux padoT
YTBEPKJICHUN WHCTpyKIIMM O TOPSAKE HA MPAKTHUKE.
orbopa Ha XpaHeHrne B apxuB -OlLieHKa 3alIUThI
benepabHBIX CyJ0B oO1mel| oTueTa Mo MPaKTHKE
FOPUCAUKLIMHI JIOKyMEHTOB, ux
KOMIUIEKTOBaHUA, yJeTa u
HCIIOIb30BaHUA";

- IPaBUJIBHOCTDb IOATOTOBKHU Cy21€6HOl"0
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nena (Hapsija) ¥ MaTepyasioB JJIs Cadu
B ApPXUB;

- yMeHHe OCYIIECTBIIATh MIOJIHOG
oopmieHue fena s nepeadn ero B
apX®B: TIOAIIUBKY, TIEPEIUIeT Jena,

U3BATHE U3 JleNa  METAUIMYECKHUX
CKpENOK U CKOOOK, HymMepalus JIMCTOB,

3aIl0JIHEHUE JIMCTa-3aBEPUTEIIS,
COCTaBJICHUE BHYTpPEHHEHN OIUCH
JJOKYMEHTOB, I1€PE/1aBAEMBbIX B aPXUB.
IIK 1.5. OCyIIECTBJIATH -  JIEMOHCTpPAlMsl  HaBBIKOB Beneuusa| HakomureapHas
BEJICHUE cyneOHOW — cyneOHOM  CTaTUCTHKM HAa  OyMaKHBIX| OLIEHKA
CTaTUCTHUKH Ha OyMaxHBIX|  HOCHUTEISX U B 3JIEKTPOHHOM BH/IE; pe3yabTaToB
HOCHUTEJISIX U B JJIEKTPOHHOM | -  JIEMOHCTpAansl  HaBBIKOB aHaJIn3al BHIIIOJHEHUS
BUJIE CTaTUCTUYECKUX  OTYETOB 0 padoTe| MPaKTUYECKUX
cyna; paboT, aTrTecTaluOHHBIN

-yMEHHE BECTH aBTOMaTH3UPOBAHHBINA yueT| JUCT 00yUaroIerocs
PETrUCTPAIIMOHHBIX KYPHAJIOB yUeTa,

- yMEHHME aBTOMAaTW4eckH (OpPMHPOBATH
anpasutHble ykazatenu B [IC T'AC
"IIpaBocynue" c MOCJIETYOIIHUM,
pacrieyaTtbiBaHHEM B (OpPME PeecTpoB
Ha OyMa)KHOM HOCHTEJIE.

IIK 2.1. OcymecTBasaTh - yMEHHe OpPraHu30BaTh MpPHEM y| -HakonurenbHas
MIPUEM, PETUCTPALIUIO, YUET U | PETUCTPALIUIO CyJeOHBIX JIeJL| OLIEHKA PEe3yJIbTaTOB
BCIICCTBCHHBIX JOKa3aTCIbCTB H| BBIIIOJIHCHUA
JIOKYMEHTOB B JKypHaJjie ydeTa BXOJSIICH| MPaKTHUYEeCKUX padoT
koppecrioeHinu ~ (popma N 1), B| Ha mpakTHKe.
CHEUUAIBbHBIX MPOrPaMMHBIX  CpPEACTBAX
I'ocynapcTBeHHOM ABTOMATU3UPOBAHHOMN

XpaHeHUe CyJqeOHbIX Jell,
BEIIECTBEHHBIX JIOKA3aTENLCTB
U JIOKYMECHTOB

CUCTEMBEI Poccuiickoii ®denepanuu
"ITpaBocyaue", 00eCIIeYNBAIONITNX BEICHUE
ABTOMAaTHU3UPOBAHHOTO cyneOHoro

nenonpousBoactBa (manee - IIC T'AC
"[IpaBocynue"), B I€HDb MX MOCTYILICHNUS;
-IIPaBUIbHOCTHPETUCTPALIUUAEN,
noctynuBmmx B cyn, B IIC  TAC
"IIpaBocyaue" Ha y4eTHO-CTaTUCTUYECKUX

KapTOUKax
IIK 2.2. OcymiecTBasaTh - COCTaBJICHUE CMUCKA /i), Ha3HAaYeHHbIX K| -HakonurenbHas
odopmIieHre ne, paccMoTpeHuto, o gopme N 36 ; OIIEHKa pe3yJIbTaToOB
Ha3HAYEHHBIX K Cy/IE0HOMY - odopmieHHe JIeJl, HA3HAYEHHBIX K| BHITOJHEHUS
CyneOHOMY pa3OupaTenbCTBY. MPAKTHYECKUX padoT
pazoupaTeNnbCTBY
HAa TMpPaKTUKeE.
IIK 2.3.0cy1iecTBasiTh - U3BEIICHME  YYacTHUKOB YyrosioBHoro| HakonurenbHas
W3BEIICHUE JIUIL, CyJIOMPOM3BOACTBA O MecTe, JaTe U| OlleHKa Pe3yJIbTaTOB
VUACTBYIOMIHX B CyIeOHOM BpEMEHH CyIeOHOro  3acelaHusi ITyTeM| BBIIOJIHEHUS
HaIpaBJICHUS CyneOHBIX MTOBECTOK,| MPaKTHYECKUX paboT

pa3bupaTenbCTBe,

Teﬂe(bOHOFpaMMLI WX TCJICTPpAMMEBI, I10| Ha IPAKTUKCE.
MMPONU3BOAUTH PACCBUIKY U

bakcuMIIBHON CBs3U, TTocpencTBoM CMC-

BpyuY€HUE CyJeOHBIX COOBIIECHHIL;

JIOKYMEHTOB U U3BEIICHUN - HampaBJICHHE  CYJEOHBIX  IOBECTOK
(U3BelIeHNI) Y4acTHUKAM TpoLecca;
- JIOCTaBJICHHE CyJeOHON  IOBECTKU
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ajipecaram.

MK 2.4. OcymiecTBisTh
pEerucTpaluio, yueT u

TeXHHUYECKoe oopmiieHue
HUCITOJIHUTCIIbHBIX
AOKYMCHTOB I10 CYI[C6HBIM

Jc1aM.

- OCYIIECTBJICHHE pPETUCTpAINH, YydeTa
HCTIOJTHUTEIILHBIX JOKYMEHTOB o
CyIeOHBIM JIeTIaMm;

- NPaBUIBLHOCTD TEXHUYECKOTO)
odopmIieHus WCIIOJIHUTEIbHBIX|
JIOKYMEHTOB;

- IPaBUIILHOCTH O(OPMIICHHSI BBITICOK U3

pElIeHHs Cyia.

HaxkonmrensHas
OIICHKA PE3yIhTaTOB
BBITTOJTHEHHS
MPaKTUYECKUX PaboT
Ha MPaKTHUKE;

- OLeHKa 3alUThI
oTueTa Mo MPAKTHKE

Pe3yabTarsl (0OCBOEHHbIE

OcHOBHBIE TOKA3AaTEJIN OLEHKHU

@DopMbI U METO/IbI

001IHe KOMITeTEHIIUH) pe3yJbTarTa KOHTPOJISI M OLEHKHU
OK 2.0praHu3oBbIBaTH - MOTUBHpOBaHHOE 000CHOBaHUE BbIOOpa n | Habmonenue u
COOCTBEHHYIO  JESTENbHOCTh,) MPUMEHEHHUS  METOJIOB M CHOCOOOB| OlleHKa B MpoIecce
BBIOMpATH TUIIOBBIE METO/IBI U | pelieHus] Mpo(ecCHOHANbHBIX 3a7ad  B| IPOU3BOACTBEHHOM
CIIOCOOBI BBITIOJIHEHUS| CTIOPHOM MPAaBOBOW CUTYAITUH; MPaKTUKH
npodeccuoHaNbHBIX 3a/1ay,| - TOYHOCTh, IPABUJIBHOCTD U MOJTHOTA (MpeAIUTIIIOMHO).
OIICHUBATH WX YPPEKTHUBHOCTH | - BBIMTOJHEHHS MPO(HECCUOHATBHBIX 3a/1a4
1 KayecTBO.
OK 4. OcyuiecTBisiTh HOUCK U | - TOYHOCTH u CKOpOCTH noncka HakonurenrHast  OLiCHKA
UCIONIb30BaHue UHPOpMAIK, | HEOOXOIUMOM  JuId pelieHust 3aaayu| 3a MIPEJICTaBICHHYIO)
HE00X0IUMOMH Juis] “H(opMarumy; UH(POPMALINIO Ha
3(¢(}EeKTUBHOTO  BBIMOJIHEHMS] MTOJIHOTA  MCIOIb30BaHU pa3IMYHbIX| IPOU3BOACTBEHHOMN
npodeccHoHaATbHBIX 3a/lay,| ICTOYHUKOB, BKJIFOYAs AJIEKTPOHHBIE, IPU | TPAKTUKHU
MpoeCCHOHATTEHOTO Y| BBITIOJTHEHUH CaMOCTOSATEILHOM PabOTHI, (MpenTuIIOMHON).
JIUYHOCTHOTO Pa3BHUTHSI.
OK 5. Hcnonw3oBaty - coctaBinenue rnepedyds — oduruanpHbix| Habmonenne 34
MH(POPMALIMOHHO- CaiiTOB HOPMATHBHO - ITPABOBOM Oa3bl Ha HaBbIKaMU paboTHl
KOMMYHHKAI[IOHHBIE benepanbHOM, PETMOHAIBHOM, MECTHOM | 00YyYaroIMXcCs B
TEXHOJIOTUH B YPOBHSIX; TII00ANTBHBIX,
npodeccuoHanbHOM KOPIOPAaTUBHBIX u
NEeSATETLHOCTH JIOKaJbHBIX CIPABOYHO-

MH(GOPMAIIMOHHBIX CETIX
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dopMa KOHTPOJSL MO WTOramM MPOXOXKIAEHUS MPOU3BOIACTBEHHOI
NpakTuku (mpegaumiaomuoit) mo IIM.01, TIM.02, IIM.03, IIM.04, IIM.05 —
3adeT B 4cemMecTpe pH YCIOBHH:

- TIOJIOKUTEIBHOTO  aTTECTAlMOHHOTO JIUCTa MO  MPOU3BOACTBEHHOMU
npakTuke (1Mo mpoduilo CHENUaTbHOCTH) PYKOBOAMTENEH MPAKTHUKUA OT
opranmzauuu  u  KOITIOBY «HTMCX» 00 ypoBHE OCBOEHUS
npodecCuOHaNbHBIX KOMITETEHIIHH;

- HaJIU4Us MOJIOKUTEIbHOU XapaKTePUCTUKHU OpraHu3aluu Ha
00y4aromnierocst Mo OCBOEHHUIO OOIIMX KOMIIETEHIIUN B EpUOJ
MIPOXO’KJICHUS MMPOU3BOACTBEHHOM MPAaKTUKHU (110 PODHUITIO
CIICIIMATILHOCTH);

- TIOJIHOTBI M CBOEBPEMEHHOCTH MPEJICTABICHUS JHEBHUKA MPAKTUKU U
OTYeTa O MPOU3BOJCTBEHHON MpaKkTHKE (10 MPOGUITIO CIIEIUATBLHOCTH) B
COOTBETCTBUH C 33JJaHUEM Ha MPAKTHUKY.

Pe3ynbraThl mpoXOKAEHUST MPOU3BOACTBEHHOM MPAKTUKU (MIPEAIUTIIIOMHON)
npeacrasisrorcs o0ydaommmcs B KOT'TIOBY «<HTMCX» u y4uThIBaroTCs mpu
MPOXOXKJICHUH TOCYIaPCTBEHHON UTOTOBOM aTTECTAIIUM.

OO6yuatomuecs, HE MPOILIEIINE IPOU3BOJICTBEHHYIO NPaKTUKY
(IpenIUIUIOMHON) WM TOJIYYUBIIHUE OTPUIIATENIBHYIO OLIEHKY, HE JIOMYCKAaloTCs K

MIPOXO0KJAECHUIO TOCYIAPCTBEHHON UTONOBOM aTTECTALIUH.
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6. TPEBOBAHUS K O®OPMJIEHUIO OTUETHOM JJOKYMEHTAIIUH

B nmepuom mpoxokaeHHWS TPAKTHKKA OOYYarOIIMMCS BEJETCS JTHEBHUK
MpaKkTUKU. B KadecTBe TMPUIOXKEHHWS K JHEBHUKY TMPAKTHKUA OOy4aromuncs
opopmisieT rpaduyeckue, ayauo-, GoTo-, BUACO MaTepHUallbl, HAIJISIAHBIE OOpa3HbI
W3JEIIUM, TTIOATBEPKAAOIINE PAKTUYECCKUM OIIBIT, [IOJYYEHHBIN HA MPAKTUKE.

OOyuaromuiics, IPOXOAIUI ITPOU3BOJICTBEHHYIO MIPAKTUKY
(IpeAIUIUIOMHYI0), H3y4aeT JACSATEIbHOCTh OpraHu3alliu, UCCIAEAys HIOAHCHI
Oynymiel crnenuaabHOCTH. B JTHEBHHUK €XEIHEBHO 3aHOCSATCS BCE BBIMOJHEHHbBIC
3aIaHUS] U KPATKUI OTYET O MPAKTHYECKOM HMCIOJb30BAHUM CBOMX 3HAHUM. 3allUCH B
JTHEBHUKE COCTABIISIIOTCS YETKO, JIAKOHUYHO W TPAMOTHO.

3a KaxIbli eHb B JTHEBHUKE BBICTABIISIETCS OLEHKA PYKOBOAMUTENS MPAKTUKU
OT OpraHu3aIuu.

B nHeBHUKE YUUTHIBAIOTCS HE TOJIBKO OTYETHI O MPOIesIaHHON paboTe. B Hero
BKJIIOYAIOTCSI:

- MPOXOXIACHUE MHCTPYKTaXKeH (TeXHHKa O€30MacHOCTH, OXpaHa Tpy/a,

po¢eCCUOHANIbBHBIC UHCTPYKTAXKH);

- y4JacTue B OOIIECTBEHHBIX MEPONPHUATHSIX U MPOPCOIO3HON JACATEIHHOCTH;

- y4acTHe B IPOM3BOJICTBEHHBIX IKCKYPCHUSIX, 00YUaIOMNX CEMUHAPAX;

- uHpOpMaIUs 00 U3yYCHUH IOKYMEHTOB OpraHU3alluy UM HOPMAaTUBHO-

MIPaBOBBIX AKTOB;

- U ap.

[To pesynmbraTaM MPaKTUKH OOYYAIOIIMMCS COCTABIISIETCSI OTYET, KOTOPBIM
YTBEPKAAETCA OPraHU3alUEN.

Conepxanue  OoT4eTa  JIOJDKHO — CBUJCTEILCTBOBATH O  3aKPEIUICHUH
oOyyaromumcsi 3HaHWUW, YMEHHMM, TPUOOPETEHUH NPAKTUUYECKOTO  OIbITa,
dbopmupoBaHUM  OOMMX W  TPO(PECCHOHANBHBIX  KOMIETEHIM, OCBOCHUU
poeCcCHOHATEHOTO MOTYJIS.

OdopmiieHre oT4yeTa OCYHIECTBIISIETCS B IMOCJHEIHUA JIeHb NMPAKTHKH, IOCIE

9Cro OH BMCCTC C THCBHHUKOM U HpOI/ISBO,ZICTBeHHOﬁ XapaKTepHCTHKOﬁ CaacTCi
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pykoBogutento npaktuku or KOI'TIOBY «HTMCX».
OOyuaromuiics mociae MPOXOXKACHUS MPAKTUKH MO TpaduKy CHaeT OTYET IO
npaktuke. [1o pe3yapTraraM 0OTYETOB BBICTABIIAETCS 3a4€T 10 MTPAKTHUKE.

OTtyer 1O MNPOU3BOACTBEHHON MpakTUKE (MPEAJUILNIOMHOM) NpeICTaBIsAET
co00l KOMIUJIEKT MAaTe€pUajioB, BKIIOYAIOMUNA B ce0d JTOKYMEHThI Ha MPOXOXKIECHUE
NPAKTUKU (HAIpaBlIEHUE, JOTOBOP); MaTepUasbl, MOATOTOBICHHbIE MPAKTUKAHTOM U
MOATBEPIKAAIOIIME BBIIIOJHEHNE 3aIaHUN 110 TIPAKTHUKE.

OTtuet oopmiisieTcst B CTPOrOM COOTBETCTBUU C TPEOOBAHUSMU, U3JI0KEHHBIMU
B HACTOSIILIEH ITpOrpaMMe.

Bce HeoOxonumMble MaTepuasibl MO MPAKTUKE KOMIUIEKTYIOTCS CTYJEHTOM B

MMarKy- CKOPOCIIHUBATECIIb B CICAYIOIICM ITOPAJIKE:
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PacnoJso:xenue MaTEepHUaAJIOB B OTUECTE

Ne| PacnoJio:kenne MaTepuaJio IIpumeuyanue

n/n B OTYeTe

1. | TurynbHbIN TUCT [11a610H B npuiiokeHuu 1.

2. | BHyTpeHHss ONHCh [I1a6G10H B NPUIOKEHUH 2.

JIOKYMEHTOB, HAXOJISIUXCS B
RN
3. | IIpukas BrigaeTcs OTBETCTBEHHBIM 32 OPraHU3AIUIO
MPAKTUKHU /3aM. qupekTopa no YBP.

4. | UnauBuayanpHbIN I1aH [I1aG10H B IpUIOKEHUH 3.

POBEAECHUS MPAKTUKHU Pa3pabatbiBaeTcsi MpaKTUKAaHTOM B COOTBETCTBUU
C 3aJaHUSAMHU II0 TPAKTUKE, YTBEPKIAACTCS
PYKOBOJIUTENEM IPAKTUKHA B IEPBYIO HEIEIIO
MPAKTHKHU.

5. | XapakTepucTuka Ha [ITa610H B ipuioxxeHuu 4.

IpaKTUKAHTa [Tumercst Ha 6J1aHKe OpraHU3aluu B CBOOOIHOM
dopme. [ToanucriBaeTcst pyKOBOAUTEIEM
MPAKTUKU OT OPTAHU3ALWH U 3aBEPACTCS
N1EYaThIO.

6. | OTuer o BHIIIOTHEHUN [I1aG10H B NPUIOKEHUH 5.
3aJaHAN IO [Mumercst npaktukanToM. OTYET SABIAETCS
MPOM3BOJCTBEHHON MPAKTUKE | OTBETOM Ha Ka)/bIM ITyHKT IJIaHA U

CONPOBOKJIAETCSI CChUIKAMU HA MPUII0KEHUSL.

7. | CBoxgHas BegomocTh orieHkH | [[labnon B mpunoxkenun 6. CBo/IHAsI BEIOMOCTh
chopmupoBannoctu [IK,OK | orienku chopmupoBaHHOCTH TTPOPECCHOHATBHBIX
(copmupoBaHo / He KOMIICTCHITUH SBJISETCS 00sA3aTEIbHON COCTaBHOM
c(hOpMHUPOBAHO) YaCThIO IHEBHUKA I10 NMPAKTHUKE. Be1oMocTh

3aM0JIHSETCS PYKOBOAUTEIEM MTPAKTUKUA OT
OpraHU3alMU 110 OKOHYAHUIO TPAKTHKHU.
OTcyTCcTBHE OLIEHOK B BEIOMOCTH HE MO3BOJIUT
NPAKTUKAHTY MOJIYYUTh UTOTOBYIO OLIEHKY 1O
MIPAKTUKE U TEM CaMbIM OH HE OyJIeT JOIMyIIEH 10
sK3aMeHa KBaIn(pukanmoHHoro mno [TM.

8. | IIpunoxenus [TpunoskeHus: mpeaCTaBISIIOT COOON MaTepua,

NOATBEPKAAOLINI BBIIOJHEHNE 3aJaHUI Ha
NPaKTUKE (KOMUU CO3JJaHHBIX TJOKYMEHTOB,
¢dbparMeHThl IporpamMm u Jip.). Ha nmpunoxenun
JeNaroTcs CChUIKU B «OTUEeTE O BHINOJIHEHUU
3aaHul 10 mpakTuke». [Ipunoxxenus umeroT
CKBO3HYIO HyMepanuto. Homepa crpanunn
MPUIIOAKEHUIN JONYCKAETCS CTABUTH BPYUYHYIO.

9. | JIHEBHUK IO MPAKTUKE [I1a6G10H B IpUIOKEHUH 7.

3anosHseTcs exeqHeBHO. OLEHKH 3a KaXIbli
JI€Hb MPAKTUKH CTABUT PYKOBOJAUTEIb MPAKTUKU
OT OpPraHU3aLMH.
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6.1. IlepevyeHb JOKYMEHTOB, IPUJIATAEMBbIX K OTYETY:

Ne PacnoJioxenue Ipumeuanue
n/n | MaTrepuaioB B OTYETE

1. | JoroBop ¢ opranu3zanueii | Bergaercss OTBETCTBEHHBIM 3a OpPraHU3aIUIO

Ha MPOXOXKJICHUE MIPAKTUKHU.
MPAKTUKHU.
2. | bnaromapcTBeHHOE Beimaercs B oprannszanuu. [IpuknansiBaercs K
nucpMo B ajpec OY OTYETY MPH €ro HAJTUYHUH.
W/UJIHA JIHYHO
MpaKTUKAaHTA.
3. | AHKeTa o UTOraM biank aHkeThI

IMPOXOKACHUS ITPAKTUKHU

6.2. TpeOoBaHus K 0POPMIICHUIO TEKCTA 0TYETA MO MPOU3BOJACTBEHHOM

(MpeAIUIIOMHOM) IPAKTHKE

1. OT4YeT nmUIIeTC:
— OT MEPBOro JINIIA;
— odopmisercs Ha koMmbioTepe mpudTom Times New Roman;
— TOJISl JOKYMEHTA: BEpXHEE - 2, HUXKHEE - 2, JIEBOE - 3, Mpasoe - 1;
— OTCTYII IIEPBOM CTPOKH - 1 cM;
— pasmep mpudTa - 12;
— MEXCTPOYHBIM MHTEpBAI - | ;
— Pacroj0XeHUe HOMEpa CTPAHMUIL - CBEPXY T10 LIEHTPY;
— HyMepallisi CTpaHUIl Ha MIEPBOM JIUCTE (TUTYJIbHOM) HE CTaBUTCS;
— BepxHUM KooHTUTYT coaepkut ®MO, Ne rpynmel, Kypc, 1ata
COCTaBJICHUS OTYETA.
2. Kaxplii OTYeT BHIMOJIHACTCS WHIUBUYATIBHO.
3. TekcT oTyeTa IOMKEH 3aHUMATh HE MEHEE S5 CTPaHHUII.

4. Copepxxanue oTdueta GOpMUPYETCSI B CKOPOCIIUBATEIIE.
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6.3. Conepxxkanue u CTPyKTypa noptdo.auo

— Tun noprdonmno: cmewannwii

— OO1Me KOMIETEHIUH, JUIsl IPOBEPKHU KOTOPBIX UCHOJIB3YETCS MOPTPOIHO:
OK 1, OK 2, OK 3, OK 4, OK 5, OK 6, OK7, OK 8, OK 9, OK 10, OK
11,OK 12

— IIpodeccronanbHble KOMIETSHIINH, JJIs1 IPOBEPKU KOTOPBIX HCIIONb3YETCs
noptdomuo:

— Hoprdoano odhopmiigercs 0dyyaromuMcs B TEYEHUE BCETO MEPUoIa

OCBOCHHMH: IIPOTPAaMMBI HpO(l)eCCI/IOHaJ'IBHOFO MOAYJIsA, B TOM YHCJIC B IICPHUO]

y4eOHOHN PAKTHK.

Paznenbl Conepxanue
nopTdh oo
1.Iloprdonmuo  |1. JIHEBHUKM 11O MPAKTUKE
nokyMmeHTanuu (2. MHIUBUIYyaIbHBINA IJIaH TIPOXOXKICHUS TPAKTUKH
3. XapakTepucTrKa Ha MPAaKTHKAHTa
4. OT4eT O BBHITIOJHEHUH 3aJIJaHUN TTPAKTUKH.
5. CpojiHast Be1oMOCTh o1ieHKH chopmupoBanHocTu I1K.
2.Iloptdommo - |[1. Kommnka marepuanoB u uHpoOpMaIuu, KOTOpEIE OyIyT

KOJUJIEKTOP UCIIOJIb30BaHbI B padoTe.
2. Ilpunoxenue No n.

3.Iloprdonuo | [IpoekTsl
JTOCTHKEHUN brnaromapcTBeHHbIE MHChMA, TPAMOTHI, JUTIOMBI,
cepTU(UKATHI, y4aCTHE B OJUMITHAAX




7. JUCT UN3MEHEHUWH U JIONNOJIHEHU, BHECEHHBIX

B PABOUYIO IPOTPAMMY MPOU3BOJCTBEHHOI
MPAKTUKHU (MPEUIUILJIOMHOI)

CrneuuanabHoctb: 40.02.03 [IpaBo u cyaedHOE aIMUHUCTPUPOBAHKE

Ne HN3MCHCHMU, 1aTa BHCCCHUSA U3MCHCHMUA, No CTpaHUObl C UBMCHCHUCM

BbLJIO CTAJIO
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