AHHOTaNMs K NporpamMme NMpOoU3BOICTBEHHON NPaKTUKU
no cnermanbHocTH 40.02.03 TlpaBo u cynebHOEC aIMUHUCTPUPOBAHUE
(6a3zoBast MOATOTOBKA)

[IporpamMma MpoOW3BOACTBEHHONW MPAaKTUKKM pa3paboTaHa Ha OCHOBE (heaepasbHOro
roCyIapCTBEHHOI0 00pa30BaTENbHOIO CTaHIAPTa CPEeAHEro MnpodeccnoHalTbHOTO 00pa30BaHUA
no crnemuanbHocT 40.02.03 IlpaBo u cynebHOe aIMHUHHCTPUPOBAHUE, YTBEP)KICHHOTO
npuka3zoM MuHucTepcTBa 00pa3oBanus u Hayku Poccuiickoit @enepamuu ot 12.05.2014 Ne 513
(BapeructpupoBano B Muntocte Poccun 30.07.2014 Ne 33360).

[IporpaMMa HpOM3BOACTBEHHON MPAKTUKH SIBJISETCS YACThIO MPOrpaMMBbl MOJITOTOBKU
CIEIUAIUCTOB  cpemHero 3BeHa 1o crenuanbHocth  40.02.03 TlpaBo u cynmeOHoe
aJMUHHCTPUPOBAHUE, YTBEPKJIEHHOTO MpUKazoM MuHuctepcTBa o6pa3oBanust U Hayku PD ot
12 mas 2014 r. N 5009.

[IpousBojacTBeHHAss MpakTHKa MO0 MpodWI0 CHEHHATbHOCTH HAalpaBlieHa Ha
dbopMupoBaHHUEe y OOYYAOIMUXCS OOMMX W MPO(ecCHOHATBHBIX KOMIETCHIIHNA, TPUOOpETCHIE
MPAKTUYECKOTO OTbITa U OCBOCHUE OT/JEIbHBIX BUJIOB JI€ATEIHHOCTH.

B pesynomame oceéoenus B/l.1 Opzanusayuonno-mexnuueckoe obecneuenue pabomul
€y006 00yJaIOUINIICS TOJIKEH:

HMeTh MPAKTHYECKHUI ONBIT:

[0 OCYIIECTBICHUIO TOJHOMOYMI COOTBETCTBYIOUIETO pab0OTHHKA ammapaTta cyla B
COOTBETCTBUHU C €r0 JOHKHOCTHBIM PETJIAMEHTOM.
yMeThb:

MOJIb30BaTbCsS. HOPMATUBHO-METOJAMYECKHUMH JIOKYMEHTAaMH IO JIEJIONPOU3BOJICTBY B
cyme; BecTH  paboTy C  JIOKyMEHTaMu  (perucrpamusi, KOHTPOJb  HCIIOJIHEHUS,
crpaBoyHOMH(pOpPMAIIMOHHAs paboTa); COCTABIATh U OPOPMIISITH HOMEHKIATYPY NIel B CYIE;
dbopMupoOBaTh Nlea HAa CTAAUM MPUHATUS U HA3HAYCHHS K CyIeOHOMY PAaCCMOTPEHHUIO M MOCHe
UX  PAacCMOTPEHHUS;  COCTaBJSATh, PENAKTHpOBaTb U O(GOPMIIATE  OpPraHU3alMOHHO-
pacropsiiuTeIbHbIe TOKYMEHTHI; 00pamiaTh K UCIIOTHEHUIO IPUTOBOPBI, PEIICHUs, OTpeeIeHuUs
U TTOCTAHOBJICHHS CY/Ia; MCIIOJIb30BaTh MHPOPMAITMOHHBIE TEXHOJIOTUH TIPU TOKyMEHTHPOBAHUHT
U opraHuzanuu paboThl ¢ JOKYMEHTaMH; OCYIIECTBISATH MEPBUYHBIA Y4eT CTATUCTHYECKON
uHpopMaluu B cyae Ha OyMaXHOM HOCHUTEIE U B JJIEKTPOHHOM BHJE; OCYLIECTBISThH
dbopMUpOBaHNE MaHHBIX OINEPATHUBHONW OTYETHOCTH;, OCYIIECTBISATH CIPABOYHYIO padoOTy IO
ydeTy CyaeOHOW MpakTHKH B Cy/€; OCYIIECTBISATH OCHOBHBIC MEPOTIPHSTHS HAINPABICHHS
OpraHU3alMOHHOI0 00ECTIeYeHUs AEATENbHOCTHU Cy/a.

B pesyrnemame oceoenun BJ].2 Opzanuszayus u obecneuenHue cyoeoHO20
0en1onpou3e00cmea 0OyJAIOIIHICS TOJKEH:

HMeTh MPAKTUYECKU OMbBIT:

M0 OpraHM3aluu padoThl C JOKYMEHTaMH, 1O KOMIUIEKTOBAHHUIO CYIEOHBIX Oen H
HapsJI0B JJIS1 TIOCTOSIHHOTO XPAHEHUST; TI0 OPTaHU3aIMK XPAaHESHUST apXHBHBIX JIOKYMEHTOB.
yMeThb:

MOArOTaBIUBATh CyAeOHbIe Jena (Hapsabl) M MaTepualbl s CJa4d B apXuB;
OCYILECTBIIAATh TMOJIHOE OopMieHue Jen (TMOALUIMBKY WM TEperJieT jAeia, U3bsATHE U3 Jelna
METAJITMYECKUX CKPEMOK M CKOOOK, HyMepaluio JIMCTOB M 3allOJHEHHE JIMCTa-3aBEPUTENs);
COCTaBIISITh BHYTPEHHIOIO OMUCH JOKYMEHTOB; BHOCUTh HEOOXOIUMbIE YTOUYHEHHS B PEKBU3HUTHI
00JIOKKK fena; ohOpMIIATh pe3ylbTaThl CHAAYM €] HAa apXWBHOE XpaHEHHE; COOII0JaTh
OXpaHHBIH PEKUM TOMEUICHUH XPAHUIHUII, BBIIOIHATH MOPSIOK HCIOIH30BAHUS JTOKYMEHTOB
apXuBa CyJa; OPraHU30BaTh MOPAIOK 0TOOpa TOKYMEHTOB U O(DOpPMIIEHUS UX HA YHUUTOXKEHHE.



