1. MACHOPT IPUMEPHOUM MPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA
IIM.01 Oprann3aumoHHO-TeXHUYECKO0e o0ecreueHue padoThl Cy/10B
1.1. O6saacTh NpUMEHEHUsS MPOTPAMMbI

[IpumepHas IporpaMmma npodeccuoHaIbHOTO MOZYJISI 1IM.01
OPraHU3alMOHHO-TEXHMYECKOoe o0ecredeHHe pPadoThI CYAOB SBISETCS YacThbIO
MIPOrpaMMbl MOJATOTOBKH CHEHUAIMCTOB CpeaHEro 3BeHa coorBeTcTBUM ¢ PI'OC mo
cnermanbHocTr CITIO 40.02.03 IIpaBo u cyaebHoe agmuHuCTpupoBaHHe (0a30BOU
MOJIFOTOBKM) B YaCTH OCBOEHHUSI OCHOBHOI'O BHJA MPO(PECCHOHANIBHON NEATEIbHOCTH
(BITIJI): Opranu3anmoHHO-TeXHU4YeCKOe obOecrieyeHne padoThI  CyI0B U
COOTBETCTBYIOMIEH NpodeccruonanbHor komnetenuuu (I1K):

I[IK 1.1. OcymectBiars paboTy ¢ 3agBICHUSIMH, >Kajo0aMU U HHBIMU
oOpallleHUsIMU TPaXJAaH U OpraHu3aliii, BECTU IMPUEM ITOCETUTENEH B CyI€.

I[IK 1.2. TlogaepkuBath B aKTyaJIbHOM COCTOSSHUM 0a3bl HOPMATHUBHBIX
MIPaBOBBIX AKTOB U CyA€OHON MPAKTUKH.

I[IK 1.3. Ob6ecneunBath pabOTy OPITEXHUKH W KOMIBIOTEPHON TEXHUKH,
KOMIIBIOTEPHBIX CETeM M MNpOrpaMMHOro oOecredyeHus CyJ0B, CalTOB CyJOB B
MH(OPMAIMOHHO-TEIEKOMMYHUKAaMOHHOM cetn  "MHTepHer" (masee - ceThb
WHuTepHeT).

IIK 1.4. OGecneunBaTh paboTy apxuBa cyja.

I[IK 1.5. OcymectBiarh BeleHUE CYIEeOHOM CTaTUCTUKM Ha OYMa)KHBIX
HOCHUTEJISIX U B BJIEKTPOHHOM BHJIE.

IIK 2.1. OcyuiecTBasTh NpUEM, PErUCTPaLIMIO, YUeT U XpaHEeHUe CyJIeOHBIX e,
BEILECTBEHHBIX JI0KA3aTENIbCTB U JIOKYMEHTOB.

I[IK 2.2. OcymectBiiarh odopMmIIeHHE Jel, Ha3HAaYeHHBIX K CyaeOHOMY
pa3OupaTenbCTBY.

I[IK 2.3. OcymecTBiasaTh M3BCIICHUE JUI, YYacTBYIOIIUX B CyIeOHOM
pa30uparesbCcTBe, MPOU3BOJUTH PACCHUIKY W BpyUYEHUE CYACOHBIX JOKYMEHTOB U

U3BENIECHU.



[IK 2.4. OcyuiecTBisiTh PErucTpalyio, y4eT M TEXHHUYECKOe OQpOopMIIEHUE

HCIIOJIHUTCIIbHBIX JTJOKYMCHTOB 110 CYI[GGHBIM JcJIaM.

[IporpaMMa TpPOPECCHOHATBHOTO MOJIYJsI MOXET OBITh HUCIHOJIb30BaHA B
JOTIOTHUTENIBHOM — Npo(decCHOHAaIBbHOM  00pa3oBaHMM U IpodecCHOHATbHOM
MOJTOTOBKE PaOOTHUKOB B 00JacTH CyA€OHOTO aAMHUHUCTPUPOBAHUS TPHU HATUYHH

cpeaHero (moytHoro) odiiero oopa3zoBanus. OMbIT pabOTH HE TpeOyeTCs.

1.2. Leau u 3aga4un MOayJis1 — TPeOOBAHMS K Pe3yJIbTATAM OCBOCHHUSI MOXYJIS
C uenblo OBIAJEHUS YKa3aHHBIM BHJIOM HPO(PECCHOHATBHON NEATETBbHOCTH H

COOTBETCTBYIOIIUMH NMPOPECCUOHAIBHBIMA KOMIIETCHIIMSIMU OOYYAIOIIMIICS B XOJ€
OCBOEHHUSI MPO(HECCUOHATBHOTO MOTYJISI TOJIKEH:
HMeTh NIPAKTHYECKH ONBIT:

- M0 OCYILECTBJICHHUIO MOJHOMOYHMI COOTBETCTBYIOIIEIO pabOTHUKA ammapara
CyJla B COOTBETCTBHUU C €T0 JOHKHOCTHBIM PETIaMeHTOM;
yMeTh:

- I10JIB30BAThCS HOPMAaTHBHO-METOJAMYECKUMHU  JOKYMEHTaMH 1o
J€JIONPOU3BOICTBY B CY/IE;

- BECTH paboOTy C JOKyMEHTaMH (3KCHEAMIIMOHHAs 00pabOTKa, pEerucTparms,
KOHTPOJIb UCIIOJIHEHUS );

- COCTaBJIATh U OPOPMIISITH HOMEHKJIATYPY €T B CYJIE;

- (QopmupoBaTh Jefa Ha CTaJAUM TPUHATHS U Ha3HAUCHUS K CyJIeOHOMY
PaCcCCMOTPEHHUIO U MOCJE KX PACCMOTPEHUS;

- COCTaBJISATh,  pEAAKTHPOBaTH W OQOPMIIATH  OpraHU3alMOHHO-
pacnopsIuTEIbHbIE TOKYMEHTHI,

- o0pamarb K HCIOJIHEHUIO [PUTOBOPBI, PpELIEHUs, ONpENENeHUs H
MIOCTAHOBJICHUS CY/Q;

- HCMOJb30BaTh MH(GOPMAIMOHHBIE TEXHOJOTUU MPU JOKYMEHTUPOBAHUMU H
OopraHu3aluuu padoThl C TOKYMEHTaAMU;

- OCYHIICCTBJISITh TIEPBUYHBIA Y4YET CTATUCTUYECKON WMH(MOpMAIuu B CyJie Ha



OyMa)KHOM HOCHTEJIE U B DJICKTPOHHOM BUJIE;

- OCYIIECTBIATH (POPMUPOBAHUE TAHHBIX OMEPATUBHON OTYETHOCTH;

- OCYIIECTBIISITh CIIPABOYHYIO padOTy IO yUeTy 3aKOHOJATENhCTBA U CYACOHON
MIPAKTUKH B CY/IE;

- OCYIIECTBJIATH  OCHOBHBIC  MEPOIPHUATHS  OOIIEro  HaIpaBJICHHS
OpraHU3alMOHHOTO 00ECIICUCHUS JACATEIBHOCTH CY/I0B;
3HATD:

- HOPMATUBHO-METOJWYECKHE  JOKYMEHTBI TI0  JOKYMEHTAaIlMOHHOMY
obOecrnieueHuto paboThI Cy/a;

- KIaccH(PUKAIUIO CITYy)KEOHBIX JTIOKYMEHTOB M TpeOOBaHUS K HUM B
cootBetTcTBUM ¢ 'OCT;

- KOMITBIOTEPHYIO TEXHUKY M COBpPEMEHHBbIC WH()OPMAITMOHHBIE TEXHOJIOTHH, UX

MPUMEHEHHUE TIPH IOKYMEHTUPOBAHUHU M OPTaHHU3aIlUN PAaOOTHI ¢ JOKYMEHTaMU;

- OCHOBBI OXpaHbl Tpyada U TCXHUKHU 0€e30IMaCHOCTH.

Pexomennyemoe KOJIMY€ECTBO 4acoB HA OCBOCHHE MPOrpamMmbI
npo¢eccHOHAIBHOI0 MOIYJISA:

MakcumanbHast Harpy3ka— 388 yacos, B TOM uucie:

BCero yueOHoM Harpy3ku oOy4varomierocsi — 206 vacos, BKJIOYas:

TeopeTudyeckoe ooyuenue — 112 yacos;

MpaKkTUYECKUe 3aHATUsI- 94uaca

caMmocTosiTeNbHas padoTa odoyuaromuxcs — 110 dacos;

ydeOHas mpakThka — 72 Jaca.



