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1. IACIIOPT PABOYEM INPOT'PAMMBI ITIPOU3BOJICTBEHHOM
INPAKTHUKH (ITO MPOPNJIIO CIELIUAJIBHOCTN)

1.1. OOJacTh NpUMEHEHUs MPOTrPAMMbI

[IpousBoAcTBeHHAass TMpakTuka (MO MNPOPUIIO CHEHUATBHOCTH) SBIISIETCS
00s13aTeNIbHBIM Pa3/iesIoM MpPOrpaMMbl MOJITOTOBKH CIEIHAIMCTOB CPEIHETO 3BEHA
(manee - [ITICC3). Pabovas mporpamMmma mpoOU3BOICTBEHHON MPAKTUKHU (110 MPOPHUITIO
CIICIMAJIBHOCTH) SIBJISIETCS COCTAaBHOM YacThbl0O OCHOBHOM TpodecCHOHaTbHOU
00pa3zoBaTeILHON MPOrpamMMBbl cpeiHero MpodecCUOHAIbHOTO 00pa3oBaHusl (fanee —
OIIOII CIIO), cocraBieHHON B COOTBETCTBUU ¢ DejepalbHBIM TOCYAapCTBEHHBIM
o0Opa3oBareIbHbIM CTaHAAPTOM CpeHEro MpodeccuoHaIbHOro o0pa3oBaHus (1anee -
®I'OC CIIO) no cnermansHocT 40.02.03 TIpaBo u cygedbHOEe aAMUHUCTPUPOBAHUE
0a30BOIl MOJATOTOBKM B YacCTH OCBOCHHUS KBaJM(HUKAIIMK OCHOBHBIX BHUJIOB
npo(decCHOHaTbHOMN 1EeATETbHOCTH:

BIIJ] 4.3.1. Opranu3aninoHHO-TEXHUYECKOE oOecrieueHne paboThl CYOB.

BII 4.3.2. Opranuzanus u obecriedeHue cy/1e0HOro AeIONPOU3BOICTRA.

[IpousBoacTBEHHAs] TpakTHKa BKJIKOYaeT B Cce0sl CIENYIOIIME DTarlbl:
MPAKTUKA TTO0 MPOPUITIO CHSITUATBHOCTA W TIPEITUTIIIOMHAS MPAKTHKA.

[IpousBoacTBeHHasT TpakThKa (MO MPOMWIIO CHEeNHAIBHOCTH) MPOBOJUTCS B
pamkax mnpodeccuonanpbHoro moxyias [IM.01. OpraHn3aniMOHHO-TEXHUYECKOE
obecrieueHue padoTHI CYJ0B B COOTBETCTBUU C YUCOHBIM TUIAHOM.

bromxker BpeMeHHM Ha NTPOU3ZBOJACTBEHHYIO MNpakTuKy (1o mpoduiito
CIICHMAIBHOCTH) JUISl TIOJYyYEeHHS TEPBUYHBIX NPOQPECCHOHATBHBIX YMEHHH U
HABBIKOB ompesiesieH B o0beme 36 yacoB. [IpoxoxkaeHue mpakTUKU OCYIIEeCTBIISETCA
B COOTBETCTBUHM C Y4YEOHBIM IUJIAHOM M YTBEPXKICHHON NPOrpaMMOi MPAKTUKU U

3aBEPLIACTCS COCTABJICHUEM OT4YeTa O mpakThke. POopmMOM arrecTanuu Io

IIPOU3BOJICTBEHHOM MPAKTUKE SIBIIETCS 3a4ET B 2 CEMECTPE.

1.2. Ileau u 3a7a4M NPOM3BOJACTBEHHOI NMPAKTUKHU — TPeOOBAHUSA K

pe3yJabTaTaM OCBOCHHUSA NMPAKTHKH



[IpousBoAcTBeHHass  MpakThka (MO  MPOPWII0  CHEHMUATBHOCTH)  TIO
cnenpanbHocT  40.02.03 TlpaBo u cyneOHOe aAMUHUCTpUpPOBaHHE 0a30BOM
MOJTOTOBKM HampamjieHa Ha ¢GopMHUpOBaHWE Yy oOOydammerocs oOmux W
npoecCHOHaNbHBIX KOMIIETEHIIMNA, TMPUOOpEeTEeHrne TMPAKTHUYECKOro OMbiTa B
pamkax npodeccruoHanbHbix wmoayied (IIM) IIIICC3 mno kaxaomy U3 BHUJIOB
npo¢eCCUOHATBHON AEATETbHOCTH AJIsl MPUOOPETeHNS KBAIM(DUKAIIMY - CTICIIUATIICT
1o cyZIeOHOMY aJIMUHUCTPUPOBAHUIO.

1.2.1 TpeOGoBaHus K pe3yJibTaTaM OCBOCHHUS MPOU3BOICTBEHHOU NMPAKTUKHU

C n1menpl0 OBNANEHUS BHIAMH TMPO(PECCHOHATBLHON  NESATEIbHOCTH M|
COOTBETCTBYIOIIMMHU TPO(ECCHOHATHFHBIMA KOMIETCHIIMSIME OOYYarOIIMiCS B XOJIe
TIPOXOK/ICHUS TPON3BOACTBEHHOMN MPAKTUKHU JOJIKEH:

UMeTh MPAKTUYECKHI ONbIT:

[0 OCYIIECTBJICHHIO TMOJIHOMOYMIA COOTBETCTBYIOLIEr0 pabOTHHKA amnmapara
CyJla B COOTBETCTBHUU C €T0 JOKHOCTHBIM PETIaMEHTOM

-  yMeThb:

- TIOJIb30BAThCS HOPMAaTHBHO-METOANYCCKUMU JIOKyMEHTaMH 1o

JIEJIONPOU3BOICTBY B CY/IE;

- BecTd paboOTy C NOKyMEHTaMH (pEerucCTpaiysi, KOHTPOJIb WCITOJTHCHHS,

crpaBOYHO-UHGpOpMaIMOHHAs padoTa);

- COCTaBJIATh U OPOPMIISITH HOMEHKJIATYPY JIeT B CYy/IE;

- (opmupoBarth N1ena Ha CTaUU TPUHATHS M Ha3HAYCHUS K CyaeOHOMY

PacCCMOTPEHHUIO U IOCJE UX PACCMOTPEHUS;

- COCTaBJsTh,  PEAAKTUPOBATH W OQOPMIATH  OPraHU3AIMOHHO-

pacnopsaIuTeIbHbIE IOKYMEHTHI;

- oOpamaTh K UCIHOJHEHHUIO [PUTOBOPBI, pEUICHUS, ONpENEICHUus U

IIOCTAHOBJICHUA Cyla,

- HCIMOJb30BaTh MH()OPMAIMOHHBIE TEXHOJIOTMHM MPU JOKYMEHTUPOBAHUHU U
OpraHu3auuu padboThl C TOKYMEHTaMU;
- OCYILUECTBJISITh MEPBUYHBIA YUYET CTATUCTUYECKON MH(OpMALMU B CyAe Ha

6yMa)KHOM HOCHUTCJIC U B 3JICKTPOHHOM BHIC,

OCYILECTBIISITH (DOPMUPOBAHKE TAHHBIX ONEPATUBHOM OTUYETHOCTH;



OCYIIECTBIISATH CIIPABOYHYIO PabOTy MO y4eTy CyneOHOM MPaKTHUKU B CY/E;

OCYIIECTBIISITh OCHOBHBIE MEPOMPHUITHS HAMPABICHUS OPTaHU3AIOHHOTO

o0ecrieueHus ACSITEIbHOCTU CY/1a;

- 3HaTh:

- HOPMATHUBHO-METOJWYECKHE  JIOKYMEHTBHl IO  JOKYMEHTAallMOHHOMY
o0OecredyeHunto padoThl Cya;

- KJacCHU(UKALMUIO CIy)KEOHbIX JTOKyMEHTOB M TpeOOBaHHs K HHUM B
cootBetrcTBUM ¢ ['OCT;

- KOMIIBIOTEPHYIO TEXHUKY U COBpEMEHHbIE NH(OPMALIMOHHbBIE TEXHOJIOTUH;

- OCHOBBI OXPaHbI TPyJa U TEXHUKH 0€30M1aCHOCTH.

1.3 Kosin4ecTBO 4aCOB, BbIjIeJIEHHOE HA OCBOEHHE NMPOrPaMMbIl

NPOM3BOJACTBEHHON NMPAKTUKH (110 NPOPUIIIO CIEHHATBLHOCTH):

Bcero 1 HEACIA, B TOM 4YUCJIIC:

B pamkax ocBoeHus [IM.01 - 1 wenens - 36 yacos.



2. PE3YJIbTATBI OCBOEHUSI IPOU3BOJCTBEHHON MMPAKTUKHA
I10 MPOPUJIIO CITEHUAJIBHOCTH) IIM. 01.

Pe3ynbraTroM OCBOCHHMS TPOTpaMMbl IPOW3BOJCTBEHHOW TMPAKTHKH (TI0
npodwiro crnenuanbHOCTH) 1o crenuanbHocTH  40.02.03 IlpaBo u cymeOHOe
aIMUHUCTPUPOBaHUE 0a30BOM TOJATOTOBKHU SIBISIETCS OBJIAQJCHHE OO0YYaIOIIUMUCS

npodeccronanbHbiMu KomneTeHuusaMu (I11K):

Kon HaumeHoBaHue pe3yjbTaTa 00y4eHuUus

IIK 1.1. | OcymiecTBasaTs paboTy ¢ 3asABICHUSMH, KAT00aMU U UHBIMH
oOpallleHUsIMU TPaKJIaH U OpraHu3alfii, BECTU MPUEM TOCETUTENCH B

cyne.

IIK 1.2. | IlonaepuBaTh B aKTyaJTbHOM COCTOSIHUHU 0a3bl HOPMATHUBHBIX MPABOBBIX
aKTOB U Cy/1e0HOM MPaKTUKU.

IIK 1.3. | ObecnieunBaTh pabOTy OPTTEXHUKH U KOMIBIOTEPHON TEXHUKH,
KOMITBIOTEPHBIX CETEH U MPOrpaMMHOT0 00ecrieueHus Cy10B, CAuTOB
cyZ0B B cetu MIHTEpHET.

IIK 1.4. | OGecnieunBaTh pabOTy apxuBa Cy/Ja.

IIK 1.5. | OcymiecTBasTh BefieHre Cy1Ie0HOM CTATHCTHKY HAa OYMa)KHBIX HOCUTEISIX U
B JIEKTPOHHOM BHJIE

IIK 2.1. | OcymiecTBIATh IPUEM, PETUCTPAIINIO, YUET U XPAHCHUE CYICOHBIX JIEIT,
BEII[ECTBCHHBIX JI0KA3aTEIIBCTB M JIOKYMEHTOB

IIK 2.2. | OcymiecTBiaTh opopMIICHHE JIe]T, HA3HAYCHHBIX K CyIe0HOMY
pa3oupaTeNbCTBY

I1K 2.3. | OcyuiecTBIATh U3BELICHHE JINIl, YIACTBYIOIINX B Cy/I€OHOM
pa3dupaTenbCTBE, MPOU3BOJUTH PACCHUIKY M BpyUEHHUE CYICOHBIX
JOKYMEHTOB M U3BEIICHUN

IIK 2.4. | OcymiecTBIATh PETUCTPAIHIO, YIET U TEXHUIECKOe 0POpPMIICHHE
WCITOJTHUTEILHBIX JOKYMEHTOB TI0 CYZICOHBIM JIEIaMm.




2.1 CTPYKTYPA U COJIEP)KAHUE IMPOU3BOJICTBEHHOM
IHPAKTHUKH (110 TIPOPUJIIO CHEHUAJBHOCTH) IIM. 01.

2.
Kons! HaumeHoBaHus pa3ienoB Koimuec ®opmbl
npogeccuoHaIb NPAKTHKHA TBO NpoBeaeHNs
HBIX 4acos
KOMIIEeTeHIUI
II101.01. IIpousBoacTBenHass npaktrka [IM. 36 KOHILIECHTPUPOBAHHAs
01.

22TEMATUYECKHUH IUIAH ITIPOU3BOJICTBEHHOM MMPAKTUKH (IO
HPOPUJIIO CIIEHUAJIBHOCTHA) IIM. 01.

HaumeHoBaHue pa3iesioB M TeM NPAKTHKH KosmmmuecTBo
4acoB

I11.01.01. IIpou3BoacTBeHHAas] NPAKTUKA (10 MPOpHII0
crnenuaabHocTH). Buabl pador.

1. PyxoBoacTBO  opraHuM3auued  CyJeOHOro  JeJIONpPOU3BOJACTBA. 2
O3HaKOMJIEHME C €IMHOM CHCTEMOM JTOKyMEHTALIMOHHOTO MPOHU3BOJCTBA,
oOsi3aTenpHOM  JUIsI  Bcex paOOTHUKOB paifoHHoro cyna. Ilopsmox
oopmieHHss TpoIecCyaTbHBIX JOKYMEHTOB. llopsmok odopmieHus
OpraHMU3allMOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB Cy1a.

2.  HzyyeHnume  JOMKHOCTHOTO  perjiamMeHTa  pabOTHUKA  oThena 4
JIeNIOTIPOM3BOICTBA 10 pabore ¢ CyNeOHBIMU  JeaMHU |
KOpPpPECTIOHJICHITMCH:  M3y4YeHHWe  3agady W (QYHKOHA  OT/EJIOB

JIETIONPOU3BO/ICTBA, OOECHEUCHUS CyIONPOU3BOJACTBA IO TIPaXKAAHCKUM
nenaM, o0ecriedeHus CyI0MPOU3BOACTRBA [0 YIOJIOBHBIM AeiaM. V3yuenne
JOJKHOCTHBIX PETJIaMEHTOB paOOTHUKOB anmapaTa cyna. O3HaKOMIIEHUE ¢
MpaBWiaMy BHYTPEHHETO pacrnopslika CyJa, MOJOKEHHUEM O MPUEMHOU B
Cylle ¥ PErJIaMeHTOM OPTaHHU3aLNH JEATEIILHOCTH TIPUEMHOM B Cyie.

3. H3yueHwe mopsaKa OpraHM3aldU CyAeOHOTO JETIONPOU3BOJICTBA! 4
HOPMAaTUBHO-METOJIMYCCKAE  JOKYMEHTBI 10  JOKYMEHTAI[HOHHOMY
obecrieueHn0 paboTHI Cy1a.

4. ITopsigok nipuema, OTIPABJICHUS €7 U KOPPECTIOHICHIINH. 4

5. JlemonpousBoAcTBa IO IPUEMY, Y4Y€Ty, PErMCTpalld JOKYMEHTOB, 6
HOCTYMUBIIUX B CyJI B DJIEKTPOHHOM BHJIE, B TOM 4HUCIIE B (Qopme
NEKTPOHHOTO JJOKYMEHTa, B paMKaX aJIMHUHHCTPATUBHOTO, TPAXKIAHCKOTO




1 YTOJIOBHOTO CYAONPOU3BOJICTBA, a TAKXKE HAMPABICHUIO CYJIOM CyIeOHBIX
aKkTOB B (hOpMe INEKTPOHHBIX JOKYMEHTOB

4
6. Perucrtpanus, yder u oQoOpMIEHHE IOCTYNMBIIMX MaTepHaJIOB,
MOJIKALIUX PACCMOTPEHHUIO B MOPSIIKE TOCYeOHOI0 IPOU3BOCTBA
7. IlepBUYHBINA yUeT CTATHCTUYECKOI MH(OpMAIMU B Cy/Ie 6
8. Pabota no cucremaTu3anny 3aKOHOAATENbCTBA. 2
9. O606mIeHNE CyIeOHON TPAKTHKU 4
Bceero: 36




2.3COJIEP)KAHUE MPOMU3BOJICTBEHHOM IMPAKTUKH (IIO
MMPOPUJITIO CITEUAJTIBHOCTHN) IIM.01

Kox
IIK/OK

HanMeHnoBaHue
pa3nesioB, TeM

Conepxanue

Oo0Lem
4acoB

1

2

I111.01.01.

IIK 1.1.

Tema 1.1.
PykoBoacrBo
opraHu3zanmei
cya1e0HOro

JeJIONPON3BOICTBA

Buasl pador:

1. Ilpoiitu mHCTpyKTax Ha paboueM MecTe IO
OXpaHe TpyJa U TeXHUKe 0€301TacHOCTH.

2. Kpatko ommcate TeXHMYECKyl0 0Oa3y cyna,
OLIEHUTH 00ECNEeUYEeHHOCTh CYACH AIEKTPOHHBIMHU
CIPaBOYHO-IIPAaBOBBIMU  CHCTEMaMU  (BKJIrOYast
JOCTYI B JIOKQJIbHBIE CETH, MOJAKIIOYCHNE K CETH
WuTepHer), omucarh BHEAPEHUE HPOTrPAMMHOIO
o0OecrieueHnss aBTOMAaTHU3UPOBAHHOTO CYJIEOHOIO
JIeTIOTIPOM3BO/ICTBA M CyA€OHOW CTaTUCTHKH,
yKa3aThb BHEIPEHHUE CHUCTEMBI 3JEKTPOHHOTO
JOKYMEHTO000pOTa (BO3MOKHOCTHU CUCTEMBI).

K 1.1.,
K 1.2,
K 2.1,

IIK 1.3.

Tema 1.2.
Hzyuyenue
AOJIKHOCTHOTO
perjiamMeHTa
pabdoTHMKa  oTaeJa
AeJIONPON3BOACTBA
no pabore c
Cya1e0OHBIMH JeJ1aMH

U KOpPpeCIoOHAeHIMeH

Buasl pador:

1. W3yuutrp 3amaun U (QyHKIUU OTIEJIOB
JIEONPOU3BOCTBA, obecreueHus
CyIONPOU3BOJACTBA 10 TPAXKTAHCKUM JelIaM,
o0ecrniedeHns: CyAOMPOU3BOJCTBA MO YrOJIOBHBIM
JIeJIaMm.

2. N3yunth JIOJDKHOCTHEIE
pabOTHUKOB armapara cyja.

3. O3HaKOMUTBCA C MPAaBWIAMH BHYTPEHHETO
pacropsiika Cyjaa, MOJOXKEHHEeM O TMPUEMHOW B
CyJZle ¥ PErJIaMEHTOM OpPTraHU3alUu JAESITeIbHOCTH
MIPUEMHOM B CyJe€.

2. O3HakoMJIeHHE C JIOJDKHOCTHBIMH
00SI3aHHOCTSAMU paboTHHKa oTAena
JeNONPOU3BOACTBA MO paboTe ¢ CcyAeOHBIMU
JeJIaMH 1 KOPPECTIOHICHIIUEH.
3. O3HakoMJIeHHE c
METOANYECKUMU JIOKyMEHTaMH,
periiaMeHTHPYIOLUMU cynebHoe
nenonpou3BoAcTBo. ChopMyTupoBaTh IMOHATHE
nokyMeHToobopota B cyae. Kparko omnwmcats
MOPSIIOK  TpueMa e W KOPPECIOHACHIINH,
pPErucTpalnio NOCTYNUBLIUX JI€1 U JOKYMEHTOB,
MopsiiKa OTIPABKHU CyneOHBIX el i
KOPPECTIOHAEHIIUU.

4. CocTaBUTh HOMEHKJIATYPY A€Jl B CYJE.

PCeriIaMCEHThBI

HOPMAaTUBHO-

IIK 2.1,

Tema 1.3.

Buasbi pador:
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[TIK
[IK

2.2
2.3,

[IK 2.4.

HN3ydyenue mopsaka
OpraHu3auuu
cy1eOHOro
AeJIONPON3BOACTBA

1. HWcnone3ys MWHCTpykmmiO 10 CyaeOHOMY
JICNOTPON3BOICTBY B pailoHHOM cyzae (yTB.
npukazom  CyneOGHOro  AemapTamMeHTa  Ipu
BepxoBaom Cyne P® Ilpuxas ot 29.04.2003 N
36 (pen. ot 09.01.2018) "OO6 yTBepxaeHUU
WucTpykuuu o cyeOHOMY JETONPOU3BOICTBY B
palioHHOM cyne") pacCcMOTpeTh | OIKCATh
EANHYIO CUCTEMY JIOKYMEHTAI[MOHHOTO
MPOU3BOJCTBA,  00fA3aTeNbHYI0  JUIsl  BCeX
pabOTHUKOB palilOHHOTO Cy/Ia.

2. M3yunts © onmcaTh MOpOLECCYATbHOE
3aKOHOJIATEILCTBO B YaCTU COCTABJIICHHUS W
odopMIIeHHs TPOLIECCYaTbHBIX TOKYMEHTOB.

3. N3yuuts I'oCT P 6.30-2003
"YHuUIMpOBaHHBIE CHUCTEMBI JTOKYMEHTAIIUH.
YHubummpoBanHasi CcHUCTEMa OpPraHU3AI[MOHHO-
pacnopsauTeNbHOM  HoKymeHTauuu'". OnucaTth
OCHOBHbIE  TpeOoBaHMA K  O(OpPMIECHHUIO
MPOLIECCYaTbHBIX TOKYMEHTOB.

4. V3yuuth U TPUBECTU [EPEYECHb JOKYMEHTOB
dbenepaibHBIX  CyJOB  OOINEH  IOPUCIAUKIINH,
yKa3aThb CPOKU MX XpaHEeHus, ucnoibiys lIpukas
Cyneb6noro nemapramenta mpu BepxosaHom Cyne
P® ot 9 utons 2011 r. Ne 112 “O06 yTBepxaeHNH
[lepeunss nokyMeHTOB (enepalbHBIX CYIOB
o0mIeil FOPUCOUKIIMU C YKa3aHUEM CpPOKOB
XpaHEeHus .

[IK
[IK
[TIK

2.1,
2.2,
2.3,

[IK 2.4.

Tema 1.4.
IHopsnoxk npuema,
OTHPABJICHUA JeJ H
KOpPPpeCIOHACHIIUH.

Buawbl pador:

1. OcymecTBIATh pErucTpaliio MOCTYNHUBIINX B
Cyll HCKOBBIX 3asBJIEHHH, aJIMUHUCTPATUBHBIX
HCKOBBIX  3asgBICHHH,  3aABICHHI,  Kajoo,
MIPEJICTaBICHUM, POTECTOB U MHBIX JOKYMEHTHI,
B TOM YHCJIE€ TMOJAHHBIX B 3JIEKTPOHHOM BUJIE,
YTOJIOBHBIX, TPAXKIAHCKUX M aJMHHUCTPATUBHBIX
nel, nen 00 AJIMUHUCTPATUBHBIX
MIpaBOHAPYLICHUSIX, MAaTepHalIOB, a TAaK)K€ HMHBIX
MOCTYNUBIIMX JOKYMEHTOB, B TOM YHUCIE
MPUCTIAHHBIX 3JIEKTPOHHOM MOYTOM,
(aKCUMHIIBHOM CBSI3bIO, TEJIETPAaMMON B JKypHase
ydyeTa BXojsmied koppecnonmaeHuuu (popma N
1), B coenManpHBIX MPOTPAMMHBIX CpEICTBaX
l'ocynapctBeHHOM ABTOMATH3WPOBAHHOM
CUCTEMBI Poccuiickon ®enepanuun
"IIpaBocynue", 00€eCIIeYnBarOIINX BEICHUE
aBTOMATU3MPOBAHHOTO cyneOHOro
nenonpousBoacTBa  (mamee - [IC  TAC
"[IpaBocyaue").

2. OcymecTBIATh PErUCTpalMi0 B  OTIENE
nenonpou3BoAcTBa cyna (popma N 7p) men 06
aJIMMHUCTPATHUBHBIX paBOHAPYLICHUSIX,
MOCTYIUBIIMX B CyJ OAHOBPEMEHHO C JOCTABKOM
MIpaBOHAPYLIUTENEH, 10 X PACCMOTPEHUSI.

3. PeructpupoBath B xypHasie Gopmbl N 1-a u
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NPOW3BOIUTH  OTIPAaBKYy TI0  Ha3HAYCHUIO
CyIeOHBIX JIell W JAPYTHX JOKYMEHTOB (B TOM
YHCJIe TIPY HAIIPABICHUHU 110 JIEKTPOHHOU TIOYTE,
(bakcuMHUIBLHON CBSI3b10), COCTaBJIATh
COIPOBOIUTEIHHBIE TTHCHMA.

4. Ilpou3BOANTH 3alMCH MO JI€]aM, MaTepuagam u
KOPPECTIOH/ICHIINH, HANpaBIsIeMbIM ajpecaTaM ¢
KyppepaMy, B  pasHOCHYI0  KHHATY  JJd
koppecnonaennuu (popma N 4).

Ik 1.1,
IIK 1.2,
IIK 1.3,
[IK 1.5.

Tema 1.5.
denonpounsBoacraa
1o npuemy, y4ery,
perucTrpauuun
JOKYMEHTOB,
NOCTYNUBIIUX B CY/
B 3JIEKTPOHHOM

BU/IE, B TOM 4YHUCJIE B
(¢opme 371eKTPOHHOTO
JOKYMEHTA,

B pamMKax
aIMUHUCTPATHBHOIO,
rPaXkAAHCKOT0 u
Yr0JI0BHOT0
CyI0NPOM3BOACTBA, a
TaKKe HANPABJIEHUIO
CyaoM CyAeOHBIX
aKTOB

B popme
3JIEKTPOHHBIX
AOKYMEHTOB

Buasbi pador:

1. OcymecTBidarb nOpuUeM JIOKYMEHTOB B
ANIEKTPOHHOM BHUJE, PETUCTpallds U MpPOBEpKa
COONIIOICHNS YCIIOBUI TOAAaYM JOKYMEHTOB B
AIIEKTPOHHOM BUJIE:

PeructpupoBats nena, nocrynusiue B cya, B [1C
I'AC "lIIpaBocynue" Ha y4eTHO-CTATUCTUYECKUX
KapToukax (A7 yrojoBHBIX el - ¢opma N 5 p,
Ul TpakaaHckux aen - ¢opma N 6 p, aus
aJIMMHUCTPATUBHEIX Ael - ¢popma N 6 anMm-p, ais
nen o0 aJMUHHCTPATHUBHBIX MPaBOHAPYIIECHUSIX -
dopma N 7 p, nmist yroioBHBIX A€l B Cyle
aneJUIAIIMOHHON WHCTaHIMHU - ¢opma N 5.2, mus
TPAKIAHCKUX JIel B Cyle aneUIsUuOHHOU
uHcTanuu - Gopma N 6.2, mis xano0d Ha
MMOCTAHOBJICHHS TI0 JIeJIaM 00 aJIMUHUCTPATUBHBIX
npaBoHapymieHusix - ¢opma N 7.1) uw B
an(aBUTHOM YyKaszaTene (Ui YroJIOBHBIX JIel -
dopma N 5-a, st rpaxxganckux nen - gpopma N
6-a, U1l aIMUHUCTPATUBHBIX J1ed - ¢opma N 6-

aaM-a, Jand gen 00  aIMUHUCTPAaTUBHBIX
nmpaBoHapymieHussx - ¢opma N 7-a, s
YrOJOBHBIX J€lI B Cyle aleJUIALHOHHON

uHCTaHUHU - popma N 5-0; 11 TpakIaHCKUX JIET
B Cy/I¢ aneJUIIIMOHHON WHCTaHIUU - popma N 6-
0; Wit xad00 Ha IOCTAHOBJIEHUS II0 IellaM 00
aJIMMHUCTPATUBHBIX MPAaBOHAPYIICHUSIX - (opma
N 7-0).

2. HampaBnath B aBTOMaTHYECKOM pEKHUME B
JUYHBIA KaOWHET 3asBHUTENs (TOJb30BATEIs)
00 Ha agpec SJIEKTPOHHOM IMOYTHI 3asiBUTEIIS
WIM WHBIMH  CIOCOOAMH  yBEIOMIIGHHE O
MOJTyYeHUH OO0 00 OTKJIOHCHHUH 3asiBJICHUSI.

3. Pa3memare Ha oduIMANIBHOM caiTe cyna
nH(OpMAII0O O MPUHATHH ATMUHHUCTPATHBHOTO
HCKOBOTO 3asIBJICHHUS, JKaJI00bI WA
MIPEACTABJICHUS K TPOU3BOJACTBY, O BPEMEHU H
MeCTe CyJIeOHOTO 3acefaHusl WM COBEPIICHUS
OTJIETILHOTO MPOLIECCYaTbHOTO ACHCTBUS.

4. 3rotaBnuBaTh KOMUHU Cy/1eOHOTO aKTa B BHUJIC
ANEKTPOHHOTO 00pa3a AJis HANpaBICHUS JIHIIAM,
YYacTBYIOIIIUM B JIeJie W HAMNpPaBIATh KOIHH
CyIeOHBIX  aKTOB B  DIEKTPOHHOM  BHUJE
aJpecaram.
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[1K
IIK .
[IK 2.1.

Tema

1.6.

Perucrpanus, yuer u

opopMiIeHUE
NOCTYNUBIIUX
MaTepuajoB,
NOJIesKAIIMNX
PacCMOTPEHH IO
nopsijike
A0Cy1e0HOr0
NPOU3BOACTBA

B

Buawbl pador:

1. HM3ydenwe mnopsiaka BeACHUS CIEAYIOIIUX
KYPHAJIOB:

1) xKypHan y4era pacCMOTPEHMs XOJaTaucTB 00
u30paHUM Mep TpeceyeHus] B  OTHOUICHHH
MOJI03peBaeMbIX WM 00BHHsAEMBIX (popmbr N
8.4, 8.5);

2) JKypHaJ yueTa XOJaTalicTB O MOMELICHUU
M0JI03PEBAEMBIX WIn OOBHHSAEMBIX, HE
HAXOJAIIMXCS MO/ CTPaXKel, B MEIUIIMHCKYIO
OpraHM3alMIo, OKa3bIBAIOUIYI0 MEAMIHHCKYIO
MOMOIIIb B CTAallUOHAPHBIX YCIOBUSAX, WU B
MEIHUIMHCKYI0O OpTaHM3aIMi0, OKa3bIBAIOIIYIO
MICUXUATPUYECKYI0 TIOMOINb B CTAIlMOHAPHBIX
YCIIOBUSIX, AN TPOU3BOACTBA COOTBETCTBEHHO
CyJ1Ie0HO-MEeIULIUHCKON WIH cyneOHo-
ncuxuaTpudeckoit s3xcnepTussl (popma N 8.8);

3) KypHaJ yuyeTa XOJAaTaliCTB O NPOU3BOICTBE
OCMOTpa JKWJIMIIA TPU OTCYTCTBUU COTJIACHS
MPOXUBAIOLUIMX B HEM JIML, OObICKa U (WJIN)
BBIEMKM B OKWIHIIE, JHMYHOrO OOBbICKa, 3a
UCKIIIOYEHHEM  CIydaeB,  IPeIyCMOTPEHHBIX
cratbeii 93 VIIK P®, a taxxke 0 HaJI0KEHUH
apecta Ha umy1ecTBo (popma N 8.1);

4) KypHaJ ydeTa XOJATalWCTB O TMPOU3BOJICTBE
BBIEMKU MPEAMETOB U JOKYMEHTOB, COJIEPKaIINX
MHPOPMALIMIO O BKIAJaX W cyeTraXx B OaHKax U
MHBIX KPETUTHBIX OpraHU3alUsX, O HaJOKEHUU
apecTa Ha KOPPECIOHJICHIUIO, pa3pellIeHNH Ha ee
OCMOTP U BBIEMKY B YYPEXIEHHUSX CBS3U, O
KOHTpPOJIE W 3amucu TelneQOHHBIX M HHBIX
MIEPEroBOPOB, O TMOJyYeHHUH HHGOPMAIMA O
COCIMHCHHMIX MEXKIy aOoHeHTaMu | (WJIN)
aboHeHTCKUMH ycTpoiicTBamu (popma N 8.2);

5) KypHal yyeTa XOJaTaiiCTB O BPEMEHHOM
OTCTPAaHEHUU OOBUHSIEMOTO OT JOJKHOCTH B
cootBeTcTBUM co cTatber 114 VIIK Poccuiickoit
®enepanunu (hopma N 8.7);

6) oKypHam ydera Kajo®0 Ha  JIEHCTBUA
(6e3meiicTBME) WM pEUICHHWS  JIO3HABATEIS,
cienoBaTtens, npokypopa (popma N 8.9);

7) KypHalm yd4eTra XoJaTaucTtB 00 OTMeHe
(M3MEHEeHHNH) Mephl MpPEecedeHus, N30paHHON IO
cynebnomy permrenuto (popma N 8.6).

8) >xypHaJ yuera XoAaTaicTB 00 M30paHuu MEpbI
IpecedeHus B BUJIE 3aJI0Ta, U30paHuu 3a10ra, Kak
Mepbl TpeceueHusi CyIAoM TIpu  CcyAeOHOM
paccmotpennn (popma N 8.10);

9) ypHan ydera XOAaTalCTB O peanu3auuu, o0
YTHIN3ALUY WM YHUYTOKEHUU BEUIECTBEHHBIX
nokasarenbeTB (popma N 8.11).

[IK

Tema

1.7.

Buasbi pador:
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1.5.IIK

2.1,
2.4.

[IK

IepBu4HbBIi yuer
CTATHCTHYECKOM
uHopmanum B cyae

1. W3ydeHue NOKYMEHTOB (MHCTPYKTHUBHBIX,
METOJIMYECKUX  yKa3aHui, WHPOPMAIMOHHBIX
TIACEM) Cynebnoro JenapTaMeHTa npu
Bepxosaom Cyne no cye6HO# cTaTUCTHKE.
2. N3yunth MHCTpYKIHIO TIO BEACHUIO CyAcOHON
cratuctukn  (yrB.  mpukazom  CyneOHoro
nenapramenTa ot 29 nexadps 2007 r. Ne 169).

3.  3anonnenume  GopM  CTaTUCTUYECKOU
OTYETHOCTH O JIEATENBHOCTH (penepanbHbIX
CYyJIOB 0011Iel FOPUCTUKIIMN U MUPOBBIX CyJei

1. ®opma N 1. Otuer 0 paboTe CyI0B NEPBOI
WHCTaHIIUU 110 PACCMOTPEHUIO YTOJIOBHBIX JIE]T;

2. ®opma N 1-All. Otuer o paccMOTpeHUU
denepanbHBIMU CyJaMU 00IIeH IOPUCIUKIINN U
MUPOBBIMH CYIbSIMU J1€7 00

aMUHUCTPATUBHBIX MMPABOHAPYILIEHUIX

3. ®opma N 2. Otyet o paboTe Cyn0B MepBOi
WHCTaHIIUU 110 PACCMOTPEHUIO TPAKIAHCKUX

nen

4. ®opma N 4. Otyer o cymmax ymiepba oT
MPECTyIUIEHUH, CyMMax MaTepHallbHbIX
B3BICKAHUU B JOXOJ IOCYIapCTBa, CyMMax
CyneOHBIX U3AepKEK U3 GeaepaTbHOTO

Oro/KeTa, OMPEICIICHHBIX CyIeOHBIMUA aKTaMU

5. ®opma N 6-6MC. OTtueT 0 pacCMOTpEeHHU

Cylamu O0IIel IOPUCIVKIINY YTOJIOBHBIX JIENT B
aleJUBIMUOHHOM MMOPAAKE

6. ®opma N 7-6MC. Otuer 0 pacCMOTPEHUH

cynamu o0IIel IOPUCIUKIINY FPaXTaHCKUX TS B
arneJIBIMUOHHOM ITOPAIKE

7. ®opma N 6. Otuet 0 paboTe CyI0B 110
PaCCMOTPCHHUIO YT'OJIOBHBIX A€JI B KACCALITMOHHOM
TOpsiJIKE

®opma N 7. Otuet 0 paboTe CyJ10B 110

pPacCMOTPEHUIO TPAXKIAHCKUX JIe]l B KACCALIMOHHOM
MOpAAKE

8. Ortuer popmer N 01. OnepaTHBHAS OTYETHOCTE

0 JIeSATENIbHOCTH (he/iepalIbHBIX CYA0B O0IIeH
FOPUCIUKLINNA U MUPOBBIX CyIeH

9. VI3y4uTh MOPSIIOK 3aM0THEHHS

CTATUCTUYCCKUX KAPTOUCK Ha NOACYAUMOI'0 U
3aI10JIHUTh

WHPOPMaIOHHEIE ITOKA3aTENH.

10. Ananu3 cyneOHOM CTaTUCTUKH W JAPYTHX
CTaTUCTUYECKUX roka3zarenen o
HaIpaBJCHUSIM OpraHu3alu  JICSITeIIbHOCTH

cyna.

[IK

1.2,

Tema 1.8. Padora mo

Buasbl pador:
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IIK 1.3. CHCTEMATH3AINH 1. Wzydyenwme mnonoxenus o0 Otaene 2
32KOHOIATE/ILCTBA cyneOHoi CTATUCTHKH u MIPaBOBOM
nH(popMaTU3aKH, KOu(UKAITIT u
CUCTeMAaTH3alluM 3aKOHOJATENLCTBA, 0000IEeHIUS
Cy1eOHOM MPaKTUKU

2. Pabora c¢ andaBUTHO-TIPEIMETHOM
KapTOTeKOH ¥ al(aBUTHBIM  JKypHaJOM
pETUCTpallMd  3aKOHOAATEIhCTBA M CYACOHOM
MPAKTHKU.

3.  OzHakoMJIEHME C  MaTepuajlaMu
bromnerens BepxoBHoro Cyna Poccuiickoit

Denepaluu.
IK Tema 1.9. Buasi pador: 4
1.5, IIK OGo0menne
2.1, IIK cyneHoil mpaKTHKH 1. IMoaroroBka, 0OpaboTKa, AemepCOHUMUKAIUS 4
2.4. uHpOpMaIliK, € pa3MelieHne Ha O(UIIMATHEHOM

caiite B cetu UHTepHeT 1o  Bompocawm,
OTHECCHHBIM K KOMIICTCHIIMH OTACIIA,
2. HWudopmupoBanme cyneii u pabOOTHUKOB

anmapara cyna 00 WU3MEHEHUAX B
3akoHojaTenbcTBe Poccuiickont @enepanuu U
(dbopMupOBaHUU cyneOHon MPAKTUKH

dbenepaibHBIX  CyIOB  OOINEH  IOPUCIAMKIINH,
OKa3aHHWE NPAKTUYECKOH IMOMOLIM B TOHCKE WU
nmoadope HEOOXOIUMBIX HOPMATHBHBIX MPABOBBIX
aKTOB, CIIPAaBOYHOM, HAy4YHOU M y4yeOHOU
JTUTEPATYPHI.

Hroro: 36

2.3.1 Cnucok opopMIIEHHBIX JOKYMEHTOB, IPUJIAraeMbIX K OTYETY 110
NMPOU3BOJACTBEHHOM NMpaKkTUKe (10 NPoduII0 CenuaabHOCTH) 10
IIM.01
1.CxemaTuyeckoe u300pakeHUE CTPYKTYyphl ammapara cyla, B TOM YHCIIe
KOJMYECTBO W HAWMEHOBAHUE OTJEJIOB, €ro OPraHu3alMOHHOE IOCTPOCHHUE,
OTpaXkarollee B3auMOACHCTBUE, IOJUNHEHHOCTD OAPA3IACICHUN U O KHOCTEH.
2.Komuu monoxkenuit o0 otraenax deaepanbHOro cyga OOIICH FOPHUCIUKIIAH
(MUpPOBOTO Cyja).
3. Konuu 10KHOCTHBIX PEryIaMeHTOB (MHCTPYKIINI) paOOTHUKOB amnmapara cyja.
4. Konusi BBIMUCKY U3 HOMEHKIIATYPHI I€]T B CYJE.
5. Brinucka u3 xxypHaie Gopmbl N 1-a.
6. Konun y4eTHO-CTaTUCTUUECKUX KAPTOYEK.
7.Komnus pemieHuit cya mo rpaxJaaHCKUM U aIMUHUCTPATUBHBIM JIeJIaMm.

8. Komnuu npuroBopa, onpeeseHrs 1 NOCTAaHOBJIEHUS Cya.
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9. Brinucka u3 andaBUTHOTO KypHajla perucTpaliiy 3aKOHOAATEIbCTBA U CyICOHOM
IIPaKTHUKH.

10. Koiuu popm cTaTUCTHUECKON OTYETHOCTH.

11. Konuu noBecToK.

2.4 TpeOoBanus K /JAOKYMEHTALMM, HeOo0XO0AMMOH /JJsi IpPOBeACHUS

NPaKTUKM: HAMPABICHUE HA MTPAKTUKY, THEBHUK MPAKTUKH, TPOrpaMma MPaKTHKH.

5. YCJIOBUSI PEAJIU3AIIMU TPOT'PAMMBI ITPOU3BOJCTBEHHON
ITPAKTHUKH (ITO ITPOPUJIIO CIIEHHUAJIBHOCTH) ITO IIM 01.

5.1. TpeOoBaHMs K MUHMMAJIbHOMY MaTEPHAJIbLHO-TEXHUYECKOMY 00ecCIeYeHH 0
O6opynoBanue pabounux MECT MPOBEJACHUS yIeOHOM MPAKTUKU:
- [IK ¢ moctynom k cetn MIHTEPHET;
- KaJbKYJIATOPHI,
- IPUHTED;
- CKaHep;
- KCEpOKC;
- IporpaMMHOe o0ecrnieueHrne o0uiero u npodeccuoHaJIbHOr0 Ha3HA4YEHUs
(Koncynwrantllntoc, UIIII IMapant)

- KOMIIJICKT yqe6HO-MCTOﬂquCKOﬁ JOKYMCHTAILIUU.

5.2. UudgopmanmonHoe odecnevyeHne o0yuyeHusl.
IlepedyeHb pekoMeHayeMbIX YUeOHBIX U31aAHNH, OCHOBHBIX HOPMATHBHO-

NPaBoOBbIX AaKTOB, UHTEpHeT-pecypcoB

5.2.1. YueOHble u3ganus
1. Yamma A.H. OcHoBbI CyaeOHOr0O JCIONMPOU3BOJACTBA. [ DIEKTPOHHBIN
pecypc]: yuebnoe  mocoome g CIIO. MockBa:  [eno u
CepBHUC, 2020.URL.: http://www.iprbookshop.ru/4618.html

2. JlaterimeBa, H.A. CyneOHoe nenompou3BOACTBO : ydeOHoe Iocobme /
JlateimeBa H.A. — Mocksa : Pycaiine, 2021. — 150 ¢. — ISBN 978-5-
4365-5144-9. — URL: https://book.ru/book/936732 (mata oOparieHus:
20.04.2021). — TexcT : 2NEeKTPOHHBIN

3. JlateimeBa, H.A. ctopus oTeuecTBEHHOTO CYyAeOHOTO JEIOMPOU3BOACTRA :

yueOHoe nocobue / Jlateimea H.A. — Mocksa : Pycaitnc, 2020. — 309 c.
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— ISBN 978-5-4365-4543-1. — URL: https://book.ru/book/936704 (nara
obpamenus: 20.04.2021). — TekcT : 3IEKTPOHHBIN.

4. AnnpeeBa, B.UM. [lenonpon3BoACTBO: OpraHM3anus M BEJICHHE : Y4eOHO-
npaktudeckoe nocooue / Aunpeea B.M. — Mocksa : KnoPyc, 2022. — 294
c. — ISBN 978-5-406-07126-7. — URL.: https://book.ru/book/940363 (nata
oOpamenus: 20.04.2021). — TekcT : 31€KTPOHHBIH.

5. HWHcTpyKIus 1Mo cyaecOHOMY JIeJIOMPOU3BOICTBY B PAMOHHOM CYE : YU4eOHO-
meroaudeckoe nocodbue / CyneOnpiii aenaprameHT npu BepxoBHom Cyne
P® — Mockaa : IIpocnekt, 2017. — 114 ¢. — ISBN 978-5-392-26084-3. —
URL: https://book.ru/book/937181 (narta obpamenus: 20.04.2021). — Tekct
: DJICKTPOHHBIN.

JlononnumenvHvle UCMOYHUKU!

1. Kaiinb, A.4. ['paxxganckuii npouecc : yueonuk / Kaitnp A.5. — Mocksa : KnoPyc, 2021.
— 479 ¢. — ISBN 978-5-406-08143-3. — URL: https://book.ru/book/940076 (nmara
obpamenus: 20.04.2021). — TekcT : 371EeKTPOHHBIN.

2. JlpsiuxkoBa, H.H. IIpaBooxpanuTtensHbie U cyaeOHbIe opransl + ellpunoxenue : yueOHOE
nocobue / IpsiukoBa H.H. — Mocksa : KnoPyc, 2021. — 158 ¢. — ISBN 978-5-406-
07867-9. — URL: https://book.ru/book/938463 (mara oOpamenms: 20.04.2021). —
TeKCT : 37IEKTPOHHBIN.

3. XKapukos, FO.C. Yromosusrii mpomecc : yueOnuk / JKapuxoB HO.C. — Mocksa :
KOctumms, 2021, — 243 c¢. — ISBN  978-5-4365-5597-3. — URL:
https://book.ru/book/936989 (nata obparenus: 20.04.2021). — TeKCT : 3IeKTPOHHBIH.

4. Cmonenckui, M.b. AniMuHucTpaTuBHOEe TmpaBo : yueOHuk / CmoneHckuit M.B.,
AunekceeBa M.B. — Mocksa : KnoPyc, 2021. — 248 c¢. — ISBN 978-5-406-04539-8. —
URL: https://book.ru/book/936725 (mara oOpamenus: 20.04.2021). — Tekct
3JIEKTPOHHBIM.

5.2.2. HopmaTuBHBbIC IPABOBbIE AKTHI

1. Konctutynust Poccuiickoit ®eneparnuu” (MpuHsSITa BCEHAPOAHBIM TOJIOCOBAHUEM
12.12.1993) (c yueTroMm moOMNpaBOK, BHECEHHbIX 3akoHamMu P® o mompaBkax K
Koncturyuuu PO ot 30.12.2008 N 6-DK3, ot 30.12.2008 Ne 7-®OK3, ot 05.02.2014
N 2-®K3, or 21.07.2014 N 11-®K3) // Cobpanum 3akoHomatenbctBa P,
04.08.2014. N 31. Cr. 4398.

2."Bceobmas nekimapanus mnpaB uenoBeka' (mpuHsTa ['eHepanmbHOU AccamoOiieeit
OOH 10.12.1948)// Poccwuiickas razera. N 67. 05.04.1995.

3.MexnyHapoaubiii makt ot 16.12.1966 "OO6 >KOHOMHUYECKHX, COIHMAIbHBIX U

KybTypHBIX TipaBax'// bromnerens BepxoHoro Cyna P®. N 12. 1994
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4. Cornamenue ctpad CHI' ot 13.03.1992 "O rapantusix npaB rpaxkJaH rocygapcTB -
yuactHukoB ConpyxectBa HeszaBucumbix [ocymapctB B 005aCTH MEHCHOHHOTO
obecnieuenus"// brojneTeHb MEXIyHApOAHBIX 1OTOBOPOB. N 4. 1993.

5. '"I'paxxmanckuil mporeccyalbHbli Kojekc Poccuiickoit ®enepauuu" oT

14.11.2002 N 138-®3.

6. "ApOutpaxkHblii mpoueccyanbHblii Koaekc Poccuiickoit ®exepanuu" 0T
24.07.2002 N 95-@3.
7. "KoJiekec aAMUHUCTPATUBHOTO CyAonpon3BoacTBa Poccuiickoit @enepauu’ ot
08.03.2015 N 21-@3.
8."YrosoBHo-nporieccyanbHblii kKojeke Poccuiickoit @enepanuun” ot 18.12.2001 N
174-@3.
9. ®enepanbHblii KOHCTUTYIUMOHHBIN 3aKkoH OoT 07.02.2011 N 1-®K3 "O cynax
obmelt ropucaukunu B Poccuiickoit deneparun’.
10. denepanbHbli KOHCTUTYHMOHHBIA 3akoH or 31.12.1996 N 1-OK3 "O
cynebHnoi cucreme Poccuiickoit deneparun'.
11. ®enepanbusiii 3akoH oT 08.01.1998 N 7-®3 "O CynebHOM AenapTaMeHTe IpH
Bepxosaom Cyae Poccutickoit @eneparun’.
12. ®epnepanbubiii 3akoH oT 14.03.2002 N 30-®3 "OO6 opraHax cyaeicKoro
coobmectBa B Poccuiickoit deneparun’.
13. ®enepanbubiii 3akoH oT 20.08.2004 N 113-D3 "O npucsxKHBIX 3acenaTensax
dbenepanbHBIX Cy10B 001IeH ropucaukiuu B Poccuiickoit denepanun.
14. ®enepanbhblii 3akoH oT 22.12.2008 N 262-®3 "O6 obecneueHnu noctyna K
uHbOpMaIK 0 JesTeNbHOCTH cyA0B B Poccuiickoit deneparun’.
15. ®enepanpubii 3akoH oT 27.07.2006 N 152-®3 "O nepcoHanbHbIX TaHHBIX'.
16. ®enepanpubiii 3akoH 0T 27.07.2004 N 79-®3 "O rocynapCTBEHHON Ipa)JaHCKOU
cinyx0e Poccuiickoit @enepanun".
17. ®enepanbhebiil 3akoH oT 30.04.2010 N 68-®3 "O xoMIeHcanuu 3a HapyLICHHE
npaBa Ha CYAONPOM3BOACTBO B pPa3yMHbIl CpPOK WIM MpaBa Ha HCIHOJHEHUE
CyZ1e0HOTO aKTa B pa3yMHBII CpOK'.
18. 3akon P® or 26.06.1992 N 3132-1 "O craryce cyneit B Poccuiickoii
®denepanuu'.
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19. IIpuka3z Cynebnoro nenapramenta npu BepxosHom Cyne PD ot 29 anpens

2003 r. Ne 36 "O6 ytBepxkaeHun MucTpyKiuu o cyaeOHOMY J€TOMpPOU3BOJICTBY B
palioHHOM cyne".

20. TIpuka3 Cynebnoro aenapramenta npu BepxoBaom Cyne P® ot 09.06.2011 N
112 "O6 yrBepxaenun llepeuns TOKyMEHTOB (elepaibHBIX CYyJIOB OOIIei
IOPUCIIUKIIMU C YKa3aHUEM CPOKOB XpaHEHUs".

21. Ilpuka3z CyneOHoro nenapramenta npu BepxoBHom Cyne P® ot 28.12.2005 N
157 (pen. ot 30.12.2013) "OO6 yrtBepxaeHuu WHCTpyKIMM O Topsake oTOopa Ha
XpaHeHHe B apXuB (eaepalibHbIX CYJIOB OOIIed HOPUCAUKIUU JOKYMEHTOB, HX
KOMIIJIEKTOBAHHUS, YU€Ta U UCIIOJIb30BAHUS.

22. Tlpuka3 Cynebnoro nenapramenta npu BepxoBHom Cyae PD ot 29 nexalps

2007 r. Ne 169 “O6 ytBepxkaeHuu MHCTpyKIMH MO BEIEHUIO CYJ€OHON CTaTUCTUKK .

5.2.3. UuTepHeT- pecypchbl

1. Bce o mpaBe - www.allpravo.ru.

2. KOpunnueckas nuteparypa no npaBy - www.okpravo.info.

3. IOpuaunueckuii mopran "IIpaBonopsnok" - www.oprave.ru.
4. CyneOHblii JeIapTaMeHT pu BepxoBHoMm Cyne PO -

http://www.cdep.ru/index.php?id=262

5.3. OOmue TpedoOBaHMS K OPraHU3alUM POU3BOJACTBEHHON MPAKTUKH

(o mpoduiIro cneuaIbLHOCTH)

[IpousBoAcTBEHHAsT MPAKTUKHU (MO MPOQPMII0 CHEUATbHOCTH) MPOBOJUTCS B
OpraHu3allysX, HaNpaBJICHUE MAESTEIbHOCTH KOTOPBIX COOTBETCTBYET MPODUITIO
HOJrOTOBKU O0yYarOIIUXCsl.

[TpakTHka OCYyIIECTBISETCS HA OCHOBE JOTOBOPOB MEXAY 00pa3oBaTeIbHBIM
YUPEXKACHUEM B COOTBETCTBUU C KOTOPBIMH IOCJIETHUE MPENOCTABIIAIOT MECTa IS
IPOXOXK/ICHUS MPAKTUKU (IIPU HAJIMYMM Y CTY/I€HTA HAIPABJICHUS C YKa3aHUEM JIaThl

¥ HOMeEpa MpHKa3a Mo TEXHUKyMY). B 1oroBope oroBapuBarOTCsi BCE BOIPOCHI,
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Kacaroluecs MpoBeACHUs NMPAKTUKUA. KOHCYJIBTUPOBAHUE MO BBINIOJHEHUIO 3aJaHUM,
KOHTPOJb TOCEHIEHUSI MECT MPOU3BOACTBEHHON TMpakTUKU (10 MPOPUITIO
CIEMAIBHOCTH), MTPOBEPKA OTYETOB MO UTOraM MPAKTUKU U BBICTABJICHHUE OILICHOK

OCYILIECTBIISIETCSA PYKOBOJUTENEM MPAKTUKH OT OY.

5.4. OcHOBHBIE 0013aHHOCTH CTYICHTA B IIEPUOJ MPOXOKACHUA NIPAKTHKH

[Ipu mpoX0XKAEHUY MPAKTUKU CTYJICHT 00A3aH:

CBOEBPEMEHHO NPHUOBITH HA MECTO MPAKTUKU C MPEAbSIBICHUEM ITYTEBKH;

- coOJ01aTh BHYTPEHHUN PACIOPSA0K, COOTBETCTBYIOIINI
JEUCTBYIOIIIUM HOPMaM TPYAOBOTO 3aKOHO/IATEIIbCTBA;

- BBITNOJIHATH TPEOOBAHUS OXPaHbI TPY/Ia U peKUMa pabovero
JIHS, TEUCTBYIONIUE B JAHHOW OpraHu3aluy (YUpeKICHUN);

- MOTYUHSATHCS JCHCTBYIONIUM B 00pa30BaTEILHOM YUPEKICHUH MPABHIIAM;

- HECTH OTBETCTBEHHOCTbH 32 BBINIOIHIEMYIO paOOTy U €€ Pe3yJIbTaThl;

- TOJHOCTBIO BBITIOJIHATH BUJIBI PAOOT, MPEAYyCMOTPEHHBIE 3aJJaHUSIMU TI0
MPAKTHKE;

- ©XEIHEBHO 3alOJIHATh JHEBHUK MPAKTUKH;

- 10 OKOHYAHUHU MPAKTUKHU MPUHECTU B KOJUIEIK OPOPMIICHHBIN OTYET,
MOJITOTOBJICHHBIN B CTPOTOM COOTBETCTBUU C TPEOOBAHUSIMHU K
OTUYETHOW JIOKYMEHTAaIlUU 00pa30BaTEILHOTO YUPEKICHUS;

- CHIaTh OTYET MO MPAKTUKE B YCTAHOBJICHHBIC PYKOBOJUTEIIEM MPAKTUKU

CPOKH.

5.5. KaagpoBoe ob0ecnieuenne 00pa3oBaTe/ibHOIO Mpouecca
TpeGoBaHus K KBaIM(PUKAIUY NEeJATOTHYECKUX KAAPOB, OCYIIECTBISIIOIINX

PYKOBOACTBO NPAKTHKOHN

Opranuzanio ¥ PyKOBOJCTBO MPAKTUKOW MO MNPOPUII0 CHEIUATBLHOCTH
(mpodeccrn) OCYMIECTBISIOT PYKOBOAWTENNW TMPAKTUKH OT TEXHUKyMa H OT
OpraHU3aIlvu.

Peamuzammma IIIICC3 1o  comenualpbHOCTH  JOJDKHA  00€CII€YHMBATHCS

NNeaAarorn4cCKUMu KaJapamu, MMCIOIIMMHA BBICHICC 06pa30BaHHe, COOTBCTCTBYIOIIICC
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npoduito  mpenosaBaeMoi  AUCHUIUIMHBL  (MOAyJis). OmNbIT AESITETbHOCTH B
OpraHM3alMsIX  COOTBETCTBYIOLIEH  mpodeccroHalbHOM  chepbl  sBisieTcs
00s3aTeNbHBIM I MPENoAaBaTeieil, OTBEYAIOIIMX 3a OCBOEHUE OO0YyYarolUMCH
npodeccuoHanbHOro yueOHoro 1ukia. [IpenogaBaTeny moyy4aroT JOMOTHUTEIBLHOE
npodeccroHanbHOe 00pa3oBaHUe IO MpOrpaMMaM MOBBIIIEHUS KBaIU()UKALWU, B

TOM 4Hucje B popMe CTAXUPOBKHU B MPOPUIBHBIX OpraHu3auuax He pexe 1 pasza B 3

rojaa.
6. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSA
MNPOU3BOACTBEHHOU NPAKTHUKH (ITO TPO®UJITIO
CIIEUAJIBHOCTN) 110 1IM.01
PesyabTaThl (ocBoennbie | OcHOBHbBIE NoKa3aTeJsu ouneHku | PopMbl U MeTOABI
npogeccnoHaIbHbIE pe3yJbTarTa KOHTPOJISAA M OLICHKH
KOMIIETEHIIMH)
IIK  1.1.  OcyuiecTBisTh | - OCYLIECTBIECHUE NpUEMA U perucTpauuu | - HakonurensHas
paboTy Cc  3asABICHUSIMM, | MOCTYNHUBIIUX B CYJl MCKOBBIX 3asBJICHUM, | OILIEHKA pe3yIbTaTOB
*Kanodamu u WHBIMU | aIMUHUCTPATUBHBIX MCKOBBIX 3asBJICHUH, | BBITIOJHEHUS
oOpallleHUsIMU ~ TpakJlaH U | 3asBJICHU, xKaioo, MPEJICTaBICHUH, | TPAKTUYECKUX paboT
OpraHM3alMi, BECTH IIPUEM | IPOTECTOB MU HHBIX JOKYMEHTOB, B TOM | Ha IIPAKTUKE
MIOCETUTEJIEN B CyIE. yHclie TOJAHHBIX B 3JEKTPOHHOM BHIE, | - OleHKa 3aIUThI
YTOJIOBHBIX, IpaKAaHCKUX U | OTYEeTa MO MPAKTUKE
AIMUHUCTPATHUBHBIX Zen, nen 00

aJIMUHUCTPATUBHBIX  TPABOHAPYIICHUSX,
MaTepuaioB, a TAKKe MHBIX MOCTYMHUBIINX
JNOKYMEHTOB, B TOM YHCJE IPHUCIAHHBIX
JJMIEKTPOHHOM  IMOYTOM,  (aKCUMUIbHON
CBA3bIO, TEJErpaMM B IKypHale yueTa
BxoJsme koppecrnonaeHuun (dopma N
1), B cHEUUaIBbHBIX  NPOTrPaMMHBIX

cpencTBax I'ocynapcTBeHHOM
ABTOMAaTU3UPOBAHHOMN CHUCTEMBI
Poccuiickoii  ®@enepanuu  "lIpaBocynue",
o0ecreynBaroImux BEJICHUE
aBTOMATHU3UPOBAHHOTO CyJ1eOHOrO
nenonpousBoactea (manee - IIC TAC
"[IpaBocynue";

- OCYUIECTBJIICHUE IIpHEMa IPaXkIaH B CyJle
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B COOTBETCTBHUH C ITPABUIIAMH BHYTPEHHETO
pacropsiaka  cyAa,  IMOJIOKEHHEM O
OpUEeMHOH B Cyde M  PEriJaMeHTOM
OpraHHM3alK JCeATENIbHOCTH TPUEMHOU B
CyAe, YTBEPXKAEHHBIMH IIpeceaaTeeM
cyaa WIN JIULIOM, BPEMEHHO
VCTIOJTHSIFOIIIIM €T0 00s3aHHOCTH;

- COOTBETCTBHE BBIODAaHHOW TaKTHUKHU
OOIIeHNsI TUNy KIHUEHTAa NpPU PEUICHUH
npoheCcCHOHATBHBIX 3aa4;

INK 1.2. IlonnepxuBath B | - BEICHUE andaBUTHO-TIpeIMETHOH | -HakonuTenpHas
aKTyaJlbHOM COCTOSIHMH 0a3bl | KAPTOTEKH U I(PaBUTHOTO IKypHAJIA | OLIEHKA PE3yJIbTaTOB
HOPMAaTHBHBIX MPaBOBBIX | PETUCTPAIUU 3aKOHOJATEIHLCTBA U | BBIITOJIHEHUS
aKTOB U CyA€OHON MPAKTUKU. | CyAeOHOW MPaKTUKU NpaKTUYECKUX padoT
Ha TIPAKTUKE.
-O11eHKa 3alIUThI
OTYeTa M0 MPAKTUKE
IIK 1.3. ObGecrieunBath | - OOmue 3HaHWs  HWHPOPMAIMOHHBIX | -HakonurensHas
paboty OPTTEXHUKHU M | TEXHOJIOTHH u MIPUMEHEHUS | OIICHKA Pe3yJIbTaTOB
KOMITBIOTEPHOMN TEXHUKH, | IEpCOHaTIbHOrO KoMmbioTepa (nanee - [1K) | BeimonHeHus
KOMIIBIOTEPHBIX ~ CeTe | | - 3HaHWe cocraBmsomux [IK, BKIOYas | MpakTHUYECKUX padoT

MPOrpaMMHOTO  oOecIeueHus
CyJOB, CAaliTOB CYJIOB B CETH
HNutepner

amnmapaTHOE W NMPOrpaMMHOE oOecTieueHue,

YCTPOMCTBA XpaHEHMs JaHHBIX; OO0IIue
3HaHUS COBPEMEHHBIX KOMMYHUKALIUH,
CEeTEBBIX NPWIOXKECHUM, IPOrPAMMHOIO

obecrieyennst; 3HaHUSI OCHOB 0O0ECIIeYeHUs
OXpaHBbI 370pOBbsi BO BpeMs paboTsl ¢ I1K,
BOMPOCOB  0E30MAacCHOCTH W 3alUTHI
JTAHHBIX.

- 3nanus u HaBbikK BiageHus [1K - 3Hanue
OCHOBHBIX KoMaH 1 Juist paboTsl ¢ T1K;
3HaHUE OCHOBHBIX MPUHIIMIIOB pabOTHI C
pabo4uM CTONIOM; 3HAHHE MPUHIIUIIOB
opranuzanuu (HhaiIoBoi CTPYKTYPHI;
HABBIKH CO3/IaHUS, TIEPEMEIIECHUS U
yaaneHus GailioB; HaBBIKH IeYaTH
AJICKTPOHHBIX JJOKYMEHTOB.

- 3HaHMS U HaBBIKK PabOTHI ¢ O(QUCHBIMH
nporpammamu Microsoft Office - HaBbIKK

110 (pOpMaTI/IpOBaHI/IIO TCKCTOBBIX
JOKYMCHTOB, BKJIrO4as HaITuCaHHC,
HCIIOJIB3Ys OCHOBHBIC OITIHNH,

KOIMPOBAHUE, BCTABKY U YJAJICHUE TEKCTa,
a TaKKe HaBBIKK PaOOTHI C TaOIUIIAMU H

KapTUHKaMu B mporpamme  Microsoft
Office Word; co3nanue, OTCBIJIKA,
HOJyYeHHE  OJIEKTPOHHBIX  COOOIICHUH,
HalMCaHHE OTBETOB, IIEPEChUIKA paHee
MOJIYYCHHBIX ~ COOOIIeHuH, pabora C
BIOKEHUSIMH B mporpamme  Microsoft
Office Outlook.

- 3HaHUS W HaBBIKM paboOTBHl C

MH(pOpMaAMOHHO-TEIEKOMMYHHUKAITOHHOM
cetbto  "HHTepHer" (mamee -  ceThb

Ha TPAKTHKE.
-OreHka 3aIumTbl
OTYEeTa 110 TPAKTHUKE
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"UnTepHeT") - MOHUMaHKE OCHOBHBIX
NPUHIUNOB  (PYHKIMOHUPOBAHUSCETH
"Untepnet", MPUHIIMIIOB 3aIUThI
uHGOpPMAIUH; UCTIONH30BAHUE MOMCKOBBIX
cucteM cetu "MHTEepHET" M paboThI ¢
pecypcamu cetu "MHTepHET" M nodydeHus
HEO0OXOAMMOM nHdopmaruy;
BBINOJIHEHHE TpeOoBanuili denepanbHOrO
3akona ot 22.12.2008 1. Ne 262-®3 «0O06
o0ecrieyeHnu 0cTyna K uHpopMauu o
JeATeIbHOCTH  cylnoB B Poccuiickoi
Denepauun».

K 1.4. O6ecneunBaTh
paboTy apxuBa cya.

- 3HaHWE COJIEpKAHUS [Tpukaza
CynebHoro aenapramenTa mpu BepxoBHoM
Cyne P® ot 28.12.2005 N 157 (pen. ot
30.12.2013) "O6 YTBEPKICHUH
NucTpykiuu o  mopsiake  otbopa Ha
XpaHeHue B apxuB (eaepaabHBIX CYJIOB
oOmieil IOpUCAUKIUU JTOKYMEHTOB, HX
KOMIUIEKTOBAHUS, ydera U
HCIOJIb30BaHMA";

- MPaBWIBHOCTb MOATOTOBKH CYIeOHOTO
nena (Hapsijia) U1 MaTEpHAJIOB JJisi CIayu B
apXuB;

- yMeHue OCYIIECTBIISATH MOJTHOE
oopmieHue nena s Tepenayd ero B
apxuB: TOJAIIUBKY, TMeperuieT  Jena,
U3BATUE U3 JieJla METATUYCCKUX CKPETOK
U CKOOOK, HyMepalys JUCTOB, 3al0JTHEHHE
JMCTa-3aBepUTEIIS, COCTaBIICHUE
BHYTpEHHEH OTIHCH JOKYMEHTOB,
nepeIaBaeMbIX B apXUB.

-HakonmrenpHas
OIICHKA PE3yIbTaTOB
BBITTOJTHEHHS
MPaKTUYECKUX padoT
Ha TIPAKTUKE.
-O1eHKa 3alIUThI
OTYeTa IO PAKTUKE

IIK 1.5. OcymiecTBISThH
BEJICHUE cyneOHoM
CTaTUCTUKA Ha OyMa)XHBIX
HOCHTEJISIX U B 3JICKTPOHHOM
BHIIE

- JEMOHCTpalusi  HAaBBHIKOB  BEICHHS
CyneOHOM CTaTUCTUKA Ha OyMaKHBIX
HOCHUTEJISIX U B 3JIEKTPOHHOM BHUJIE;

- JIEMOHCTpalysi  HAaBBIKOB  aHaJIM3a
CTATUCTUYECKUX OTUETOB O paboTe cy/a;
-yMEHHE BECTH aBTOMAaTU3UPOBAHHBIN yueT
PETUCTPAIIMOHHBIX KYPHAJIOB yUeTa,

- YMEHHE aBTOMaTHuYecKu (OpMHPOBATH
andaButHeie ykazarenu B [IC T'AC
"ITpaBocyaue" c MIOCJIE Y FOLUM
pacrneyaTeiBaHHEM B (OpME pPEECTpOB Ha
OyMa)KHOM HOCHTEJE.

HaxommrenpHas

OIleHKa

pe3ynbTaTOB
BBITIIOJTHCHHS
MPAKTUYECKHUX

paboT, aTTecTaluOHHBIN
JUCT O00yYaroIIerocs

MK 2.1. OcyiiecTBisaTh
MIPHEM, PETUCTPALINIO, YUeT U
XpaHEeHUe CyAeOHbBIX e,
BEIIECTBEHHBIX JI0KAa3aTEIbLCTB
1 JIOKYMEHTOB

- yYMEHHE OpraHM3oBaTh MpUEM U
pETUCTpAIHIO CyJIeOHBIX Jiel,
BEIIECTBEHHBIX JTIOKa3aTEeNNbCTB u
JOKYMEHTOB B JKypHaJIe y4yeTa BXOMSIICH
KoppecnionneHiiun  (popma N 1), B
CHEUUANBHBIX TPOTPAMMHBIX  CpEJICTBaxX
['ocynapcTBeHHON  aBTOMAaTH3WPOBAHHOM
CUCTEMBI Poccniickoi Denepanuu
"IIpaBocynue", o6ecnieunBarONIUX BEJICHHE

-HakonurenbHas
OLIEHKA PE3yJIbTaTOB
BBITTOJTHEHHS
IPAaKTHYECKUX paboT
Ha MpaKTHUKE.
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aBTOMATHU3UPOBAHHOTO cynebHoro
nenonpousBoacta (manee - IIC TAC
"IIpaBocynue"), B I€HDb MX MOCTYIUICHNUS;

- TPaBWIBHOCTh  PETUCTpALMU e,
noctynuBimux B ¢y, B [IC 'AC
"IIpaBocyane" Ha y4ETHO-CTaTUCTHYECKHX
KapTOUyKax

IIK 2.2. OcyuiecTBisTh
odopMmieHuE AeI,
Ha3HAUYEHHBIX K Cy/IeOHOMY
pazOupaTebCTBY

- COCTaBJICHHE CIIHUCKA JIeJI, HA3HAUYEHHBIX K
paccMoTpenuro, mo popme N 36 ;

- odopmieHue ned, Ha3HAYCHHBIX K
cyneOHOMY pa3OoupaTeIbCTRY.

-HakonurenpHas
OIIEHKa Pe3yJIbTaTOB
BBITIOJTHCHHUS
MIPAKTUYECKHUX PaboT
Ha MPAKTHUKE.

MK 2.3.0cymecTBisTh
HU3BCIICHUC JIHII,
YYaCTBYIOIIUX B CYJeOHOM
paz0OupaTenbCTBe,
MIPOU3BOIUTH PACCBHUIKY H
BpYYCHHE CYJICOHBIX
JIOKYMEHTOB ¥ U3BEIICHUIA

- W3BCIICHHE YYAaCTHUKOB YTOJIOBHOTO
CYIOINPOU3BOJCTBA O MecCTe, Jare u
BpEMEHU CyJeOHOro 3aceaHus IyTeM
HarpaBJICHUS CyneOHBIX MIOBECTOK,
TeNe()OHOTPAMMBI  WJIH  TEJIETPaMMBI, IO
(bakcuMuIBHOM CBs3HU, ocpeacTtsom CMC-
COOOIIECHUI;

HaxkommrenrHas
OLICHKA PE3yJIbTaTOB
BBITIOTHEHHS
MPaKTHYECKHUX padoT
Ha MPaKTHUKE.

- HampaBlIeHHME€ CYJIeOHBIX  IOBECTOK

(u3BelIeHN) yYaCTHUKAM MpoIiecca;

- JIOCTaBjJeHHE  CyneOHOHl  NOBECTKH

ajzpecaram.
IIK 2.4. OcymuiecTBisTh - OCYULIECTBJIGHHME perucrpauuy, ydera | HakonurenpHas
peructpanuro, y4€T u HUCITIOJIHUTCIIbHBIX JOKYMCHTOB I10 | OIICHKA PE3YyJIbTAaTOB
TEXHUYECKOE 0)OPMICHIE CyleOHBIM JeTiaMm; BBITIOJTHEHMUS
UCHOHUTEIbHBIX - IMMPaBUJIBHOCTH TEXHUYCCKOTO | MPAKTUICCKUX pa60T
JOKYMEHTOR 1O CyTeGHEM oopmienus UCIIOJTHUTENBHBIX | HA IPAKTHKE;

JOKYMCHTOB,; - OHeHKa 3alIUThI

JIenaM.

- TIPaBUJILHOCTh O(OPMIICHHS BBHIMHCOK U3
pelIeHus cya.

OTYCTa 110 NPAKTUKC

dopma KOHTPOJII 1O WUTOraM IMPOXOXKICHHS MPOU3BOJACTBCHHON IMPAKTUKU -
KOMIUTEKCHBIN U] PepeHITnpOBaHHBIN 3a4eT B 2 CEMECTpPE MPH YCIOBUU:

- TIOJIOKUTCIIBHOTO  aTTECTAIMOHHOrO JINCTAa IO YYCOHOH IPaKTHKE
PYKOBOJMTENEH MPAKTHKH OT TEXHUKyMa 00 ypOBHE OCBOSHUS MpodecCHOHATBHBIX
KOMIICTCHIIHUIM;

- TIOJTHOTHI ¥ CBOCBPEMEHHOCTH TIPE/ICTABJICHUS JHCBHHUKA MMPAKTUKHA M OTYETa
00 y4eOHOI MPaKTUKE B COOTBETCTBUU C 33JJaHUEM Ha MIPAKTHUKY.

Pe3ynbrarhl MpPOXOXKACHUS TPAKTHKH MPEACTABIAIOTCS OOyYaroIluMCcs B

KOJUICIDK U YUUTBIBAKOTCS IIPHU IIPOXOKACHUU UTOrOBOM arTcCTaluu.
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OOyuaroiuecs, HE MPOIICANINE TMPOU3BOJCTBEHHYIO TMPAKTUKY WM
MOJIYYUBIIIME OTPUIIATEIIBHYIO OLIEHKY, HE€ JOMYCKaITCA K MPOXOKICHUIO

UTOTOBOM aTTECTAIINH.

7. JINCT UBMEHEHUWI U JONMOJJTHEHWI, BHECEHHBIX B
PABOYYIO ITPOTPAMMY

[IpousBoACTBEHHOM MPAKTUKH (TIO TPOQPIITIO CHESITUATBHOCTH) TIO
po(hecCUOHATEHOMY MOTYJIIO
[IM. 01 Opraau3aimOHHO-TEXHUIECKOE 0OecTiedeHre padoThI CyI0B

Crneunansrocts: 40.02.03 [IpaBo u cyiebHOE€ aIMUHUCTPUPOBAHHE

No N3MCHCHM, JaTa BHCCCHUA N3MCHCHUA, No CTpaHHIbI C ©K3MCHCHUCM

BbLJIO CTAJIO
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