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1 TACIIOPT PABOYEM ITPOI'PAMMBI JTUCIIUTIIIMHBI
JJlokyMeHTallMOHHOE o0ecnieyeHre yIpaBJIeHUust

1.1 O6saacTh npuMeHeHusi pado4eil MpOrpaMmbl

[IporpamMma nucuuiuiMHbl J{oKyMEHTAallMOHHOE OOECIIEYEHHE YIPaBJICHUS SIBISETCS 4acTbiO
MPOrpaMMbl MOATOTOBKH CIELIMATUCTOB cpenHero 3BeHa B coorBercTBuU ¢ GI'OC mo cnenuaibHOCTH
CIIO 40.02.01 ITpaBo u opraHu3aims COIUAIBHOTO 00eCTICUeHUSI.

PaGouass mnporpamma JUCHUIUIMHBI MOET OBITh HCIIOJIb30BaHA B JIOTIOJHUTEIHLHOM
npodeccuoHaIbHOM 00pa30BaHUM (B MpOTrpaMMax MOBBIIICHHUS KBATM(UKAUN U NEPErOArOTOBKU) U
npodecCHOHANBbHOM TMOATOTOBKE IO HAIPaBJICHUSAM IOJATOTOBKH, CIEHHUAIBHOCTAM U pabouyum
npodeccusm CIIO, Bxonsmum B coctaB yKpynHenHoi rpymst 40.00.00 KOpucnpynennus.

PaGouas mporpaMMa JUCIHUIUIMHBI MOXET OBITh aallTUPOBAHA JIsl O0yYEHUS! MHBAIHUIOB U JIHII
C OrpaHMYCHHBIMH BO3MOKHOCTSIMH 3/10POBBSI.

1.2 MecTo QTMCHUIJIMHBI B CTPYKTYpPe MPOrpPaMMbl MOATOTOBKH CHENHAJINCTOB CPeIHEro
3BeHA

JucuurumHa J{oOKyMEHTalMOHHOE OO0ECIeYeHne YIpaBIeHHs] BXOAUT B MPOGECCHOHATBHBIN
IIUKJI U sABJIeTCs obmenpodeccuonanbHoi nuctmmmaoi OIT 14.

1.3 Hesn 1 32124 JUCHMILJIMHBI — TPeOOBAHUS K pe3yJIbTaTaM OCBOCHHUS AMCHUILINHBI:

enp MUCHUIUIMHBI - IOJIydeHHUE OOYYaIOLUIMMUCS CIIELHAJIbHBIX 3HAHUM M IpeICTaBICHUM,
HE00XO0AUMBIX JUIs paboThl B IpodecCHOHATIBHOM JiesTebHOCTH B cooTBeTcTBUU ¢ PI'OC.

B pe3ynbraTe 0cBOSHUS IUCHUIUIMHBI O0yUYaOIUICS TOIKEH YMeTh:

- oopMIATh  OpraHU3alMOHHO-PACHOPSIUTENbHbIE JOKYMEHTBI B  COOTBETCTBUU C
nercrBytomuM ['OCTowm;

- OCYHIECTBJIATh 00pabOTKy BXOJSIIMX, BHYTPEHHUX M UCXOJSALIMX JOKYMEHTOB, KOHTPOJIb 32
UX UCIIOJIHEHUEM;

- 0OpPMIIATH TOKYMEHTBHI JUIs IIepejaud B apXUB OpraHU3alUH.

B pe3ynbraTe 0ocBOEHUS NTUCHUIUIMHBI O0yUYaIOLIUICS T0JKEH 3HATD:

- IOHATHE IOKYMEHTA, €ro CBOICTBA, CIOCOOBI TOKYMEHTHPOBAHHUS;

- mpaBuJIa coctasiieHus u opopmiienus OPJl;

- CUCTEMY U TUIIOBYIO TexHosoruwo J0V;

- 0COOEHHOCTH [IENONpPOU3BOJCTBA MO OOpalleHUsM TpakJaH U KOHQUACHIHUAIHLHOTO
JIEJIONIPOU3BO/ICTBA.

1.4 Pe3yabTaThl 0CBOCHHS MPOrPAMMBI AU CHUILIMHBI
Pe3ynbTaTroM OCBOEHHS TPOTPaMMbl JUCHIUILUIMHBI SBJISETCS OBJIAJCHHE OOYYarOIIMMHUCS
obumu (OK) u npodeccuonansabiMu (I1K) kommereHusMu:

Kon HaunmeHnoBaHue pe3yJibTara 00y4eHust
OK'1 [ToHnMaTth CynIHOCTh M COLIMAIBHYIO 3HAYMMOCTh CBOEH Oyayliei npodeccuu, mposBIsiTh K
HEW YCTOWYUBBINA UHTEPEC.
OK 2 Oprann30BbIBaTH COOCTBEHHYIO JI€SITEILHOCTD, OTIPEIEISATh METOIBI M CIIOCOOBI BBITTOTHEHUS
npodeCCHOHATIBHBIX 3a]1a4, OEHUBATh UX APPEKTUBHOCTh U KAYECTBO.
OK 3 Pemath npoOsembl, OLIEHUBATh PUCKHU U IPUHUMATh PEIICHUS B HECTAHIAPTHBIX CUTYalIUsIX.

OK 4 Ocy1iecTBiATh MOUCK, aHATU3 U OLEHKY WH(pOpMalMuU, HEOOXOIUMON ISl TMOCTAHOBKU
peneHyst Ipo(eCCHOHAIBHBIX 3a/1a4, NPOPECCHOHATBHOTO U JTMYHOCTHOTO PAa3BUTHSI.

OK 5 Hcnonp30BaTe HHPOPMALMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH JIJIsl COBEPIICHCTBOBAHUS
npodecCHOHATBHON AESTEIPHOCTH.
OK 8 CamocCTOATeNbHO OMNpeneNaTh 3aJaud Npo(ecCHOHAIBHOTO M JIMYHOCTHOTO Pa3BUTHS,

3aHUMAaTbhCA CaMOO6p330BaHI/IeM, OCO3HAHHO IJNIAaHUPOBATH ITOBBIMICHUC KBaJ'II/I(bI/IKaI_[I/II/I.

4




OK 9 OpueHTHUPOBATHCS B YCIOBUSX MTOCTOSTHHOTO M3MEHEHHMSI TIPABOBOM 0a3bl.

IIK 1.1 | OcymecTtBisaTh NpodeCcCHOHATBHOE TOJKOBAHHE HOPMATUBHBIX IPABOBBIX aKTOB A
peanu3aliy npas rpaxad B cepe IeHCHOHHOTO 00eCeueH s U COLMAIBHOM 3alHTHI.

IIK 1.2 | OcymiecTBisaTh MpUeM TpaxkaaH IO BOMPOCaM IEHCHOHHOTO O0OeCIeueHUss M COIMaIbHOMN
3aIUTHI.

IIK 1.3 | PaccmarpuBath MakeT TOKYMEHTOB JJIsi Ha3HAYEHWs TICHCUH, IMMOCOOWH, KOMIICHCAIIHH,
JIPYTUX BBIILJIAT, a TAKXKE€ MEP COLUMATBLHON MOJIACPKKH OTIACIbHBIM KaTErOpHsIM TpaxkaaH,
HY>KJIAIOIIMMCS B COLIMAJIbHOM 3alllMTe.

IIK 1.4 | OcymiecTBisaTh yCcTaHOBJIEHUE (Ha3HA4YCHHE, IIepepacyuer, TIepeBOJ), WHICKCAIUI0 |
KOPPEKTHPOBKY TIEHCUN, HA3HAYCHHE ITOCOOMH, KOMIICHCAIMH W JAPYTrUX COIUATBHBIX
BBITUIAT, UCTIOJIB3YsI HH(POPMAIIMOHHO-KOMITBIOTEPHBIC TEXHOJIOTHH.

IIK 1.6 | KoncynpTupoBarh TrpakJaH M HOpPEACTaBUTENEH IOPUAMYECKUX JIML 10 BONpPOCAM
MIEHCUOHHOTO 00ECTIeUeHHs U COLMATbHOMN 3aIlUTHI.

I1K 3.3 | CocraBnsTh 3asiBI€HHUs, 3aPOCHI, IPOEKTHl OTBETOB Ha HUX, MPOLIECCYAJIbHBIE JOKYMEHTHI C
MCIOJIb30BaHHEM HH(GOPMAIIMOHHBIX CITPABOYHO-TIPABOBBIX CHCTEM.

[1K 3.4 | ®opMupoBaTh ¢ UCHOIL30BaHUEM HH(POPMAIMOHHBIX CIPABOYHO-IIPABOBBIX CHCTEM MAKET
JOKYMEHTOB, HEOOXOAMMBIX JUISl TPUHATUS  PELIEHUS MPABOMOYHBIM  OPraHoM,
JOJDKHOCTHBIM JIUIIOM.

[IK 4.1 | [InanupoBaTs paboOTy MO COIMANBLHOM 3aIUTE HACEICHHs, OINpENessaTh €€ COJep)KaHue,

(OpMBI M METOTBI.




2 CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1 O0beM TUCHUIIHHBI U BUIBI y4eOHOH padoThI

Bun yuyeOHo# padoThI

O0BeM yacoB

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 75
O0s3aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 50
B TOM YHCJIE:
TEOPETUUECKHUE 3aHATUS 16
MPAKTUYCCKHUE 3aHATUS 34
13 HUX B (JopMe MPaKTUUECKON MOATOTOBKH 34
CamocrosiTeibHas padoTra o0yuyaouierocs (Bcero) 25
B TOM YHCIIE:
Pabora ¢ koHCIEKTaMU 3aHATHI 10
[ToaroToBka NMMCHbMEHHBIX OTBETOB HA KOHTPOJIBHBIE BOMPOCHI. 7
PaboTta ¢ HOpMaTUBHO-TIPABOBBIMH JIOKYMEHTAMHU. 2
[TonroroBka pedeparon 2
[TonroroBka K arTecTaluu 4

Ilpomesicymounas ammecmayus 6 popme 3auema




2.2. TemaTn4ecKkHi IUIAH U COJEePKAHME JUCUUILIMHBI JJOKyMeHTAMOHHOE o0ecrieyeHne ynpaBJeHu st

HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHuaJia, MIPaKTUYecKue 3aHATHS, CAMOCTOSITe/IbHAS O0obem | @opmupyemble
pa3/ieJioB M TeM paboTa o0yyawmmxcs 4acoB KOMIeTeHIUH
1 2 3 4
Tema 1. Coaeprxanue yueOHOro MaTepuaJia 1 OK1 - OKS5,
JIoKyMeHT, ero cBOMCTBa, 1 Posip mokyMeHTa B KM3HU YeJIOBEKa U 00IIeCTBa. OKS, OK9,
CIIOCOObI 2 [Tonsatue “noxymentupoBaHue”. MHOpMalmoHHAs LEHHOCTb JOKYMEHTA. 1IK1.1 - ITIK1.4,
JOKYMCHTHUPOBAHHUS OcHoBHBIE TpeOOBaHWS K HH(POPMAIMH: JOCTOBEPHOCTh, OOBEKTHBHOCTH, [IK1.6, T11K3.3,
IOpUJIMYECKas CHUJla, CBOEBPEMEHHOCTh. JlOCTaTOYHOCTh M U30BITOYHOCTD I1K3.4, ITK4.1
uHpopmanuu. FOpuamueckass IOCTOBEPHOCTh JOKYMEHTOB Ha Pa3IHYHBIX
HOCUTEJISIX.
3 dopma u coiepkanne JOKyMeHTa. B3auMocBs3b conepkanusi u OpMBI.
4 CoctaB COBpEMEHHBIX YIPABICHYECKMX JOKYMEeHTOB. IlonsaTus «Bug» u
«Pa3HOBHIHOCTHY JAOKyMeHTa. Kilaccudukanus ynpaBieHYECKHX JTOKYMEHTOB
110 BUJaM. 3aBUCUMOCTb (DOPMBI U COJIEpKaHUsl JOKYMEHTA OT €ro BUa
) [Tonstust “noanuHHUK” U “komus”. Kpurepuu mNOIIMHHOCTH TOKYMEHTOB.
ITopsinok opopmiIeHHs KOIHIA.
6 3akoHOMATeNbHAsE W HOPMATHBHAs pPETJIAMEHTAlUs JIOKYMEHTHPOBAHHS
JeSITeIbHOCTH MPEINPUATHI U OpraHU3aI|i.
CamocrosiTesibHast paboTa 00y4arOUIMXCH: 1
Pabota c KOHCTIEKTaMH 3aHITHIA
Tema 2. Conep:xaHue yueOHOro MaTepuaja 0,5 OK1 - OK35,
WNudopmanius u JOKyMEHT 1 Ponp 1OKyMEHTOB B peanu3aliiu yNpaBlIEHYECKUX PEIICHUH W JeUCTBHI. OK8, OK9,
HMHdopmanoHHas IEHHOCTh JJOKYMEHTA. [1K1.1 - TIK1.4,
2 OcHOBHBIE TpeOoBaHHs K HHPOPMALMHU: JOCTOBEPHOCTh, OOBEKTUBHOCTS, IIK1.6, TIK3.3,
FOPHIMYECKAs CHIIA, CBOEBPEMEHHOCTb. I1K3.4, 11K4.1
3 JlocTarouHoCTh M M30BITOYHOCTH MH(MOpMAIMH. B3auMoOCBs3b JOKYMEHTa H
uHpOpMaLnH.
CamocrosiTesibHas padoTa 00y4arOIIUXCH: 1
PaboTa ¢ KOHCIIEeKTaMH 3aHATUI
Tema 3. Coaepixanue yueOHOro MaTepuaJa 0,5




Hocurenu undopmaruu

1 Pa3zButne Hocutenei napopmManuu
2 MarepuanbHble HOCUTEIH HHPOpMAIMU U UX POPMEI
3 Cnioco6sI 3anucu HHGOPMAITMK Ha HOCUTEIIH.

CamocrosiTesibHast paboTa 00y4arOLINXCH:
Pabota c KoOHCTIeKTaMH 3aHITHI

Tewma 4. Coaep:xkaHue y4eOHOro MaTepuaja OK1 - OKS5,
CucremMpl JOKyMEHTallUU 1 ITonsiTus “cucrema TOKyMEHTALUK . OK38, OK9,
2 XapakTepuCcTHKa JEHCTBYIOIIUX CHCTEM JOKYMECHTAIIUH, WCIOJIBb3YEMBIX IPH [IK1.1 - TIK1.4,
JIOKYMEHTHPOBAHUHM Pa3IUYHBIX OTpacieil yIpaBIeHIeCKol 1esTeIbHOCTH. TIK1.6, ITK3.3,
3 O6mepoccuiickuil Kiaccudurarop ynpasieHdeckoi nokymentamun (OKY D). I1K3.4, TTK4.1
CamocrosiTesibHast padoTa 00y4arOIIMXCH:
Pabota c KoHCTIEeKTaMH 3aHITHIA
Tewma 5. Coaep:kaHue yaeOHOro Marepuaa OK1 - OKS5,
dopmynsp — obpaser, 1 [Tonsitue “pexBu3ut qoxkymeHTa”. IlocTosiHHBIC, IEPEMEHHBIE, 00sS3aTEIIbHBIC U OKS8, OK9,
PEKBU3UTHI, X JIOTIOJIHUTEIIbHBIE PEKBU3UTHI. IIK1.1 - IIK1.4,
odopmiienue, GnanKu 2 [Torsitre “dopmynsip nokymeHTta”. MHIWBUIYanbHBIA U TUIOBOW (HOPMYJIISp [IK1.6, ITIK3.3,
JIOKYyMCHTOB nokymenTa. @opmynsip-oOpaserr. [1K3.4, T1IK4.1
3 bnank nmokymenta. Omnpenenenue, Buibl OsaHkoB. CoCTaB PpPEKBU3UTOB
0JIaHKOB TOKYMEHTOB.
4 TpeboBaHMs K pEKBU3HUTAM YIPABICHYECKHX JOKYMEHTOB
IIpakTnyeckne 3aHATHA (IPAKTHKO-OPHEHTHPOBAHHOE)
CocraBiieHue 06JaHKOB, 0(hopMIIEHUE PEKBU3UTOB
CamocrosiTesibHast padoTa 00y4arOIIMXCH:
ITonroToBKa MMCHMEHHBIX OTBETOB Ha KOHTPOJIEHBIE BOITPOCHL.
Tema 6. Coaepxanue y4eOHOro MaTepuaa OK1 - OKS5,
[TpaBuna odopmiieHus 1 OpranuzallMoOHHBIE JTOKYMEHTHI MPEANPUATHN W OpraHu3alMi: yCTaB, OK&, OK9,
OCHOBHBIX BUJIOB MOJIOKEHHEe, MHCTPYKIus U T.A. [lopsamox ux odopmieHus, 0COOEHHOCTH [IK1.1 - IIK1.4,
OpraHM3alHMOHHO- 2 PacropsnuTeNnsHble JOKYMEHTHI: MPUKa3, PACHIOPSKEHME, YKa3aHHWe U T.JI. HK1.6, TIK3.3,
pacTopAAUTEIbHBIX OCOOEHHOCTH UX COCTABIICHHUS. 1IK3.4, 11K4.1
JIOKyMEHTOB, KOTIHH 3 HNHpopMalilnOHHO-CIIPAaBOYHbIE JIOKYMEHTBI: aKT, CIIpaBKa, JOKJIagHas |
AOKYMCHTOB OoOBsICHUTENbHASA 3alKcKa, CciyxeOHoe mnucbMo U T.0. CoBpeMeHHbIE
TpeOOBaHUS K MX COCTABICHHUIO U COJICPKAHUIO




4 OCOOCHHOCTH JTOKYMEHTUPOBAHHS JESTEIBHOCTH KOJUICTHAIBHBIX OpPraHOB.
[TpoTOKOIIBI ¥ X OCOOEHHOCTH.

5 JlokyMeHTupOBaHHE JTOTOBOPHBIX OTHOIIeHUH. CoBpeMeHHble TpeOOBaHUS K
COJIEP’)KaHNI0 KOMMEPUYECKHUX JOrOBOPOB.

IIpakTuyeckue 3aHATHA (IPAKTHKO-OPHEHTHPOBAHHOE) 10
CocraBieHue 1 0popMIIeHHE OpraHU3aLMOHHO-PACcIOPAIUTEIbHBIX JOKYMEHTOB
CamocTosiTesibHasi padoTa 00yYarOMXCS: 2
PaboTa ¢ HOpMAaTHBHO-TIPABOBBIMHU JIOKYMEHTAMH.
Tema 7. Coaep:xanue y4eOHOIro MaTepuaJia 1 OK1 - OKS5,
ITousarue o 1 Posibp 1OKyMEHTOB B peanu3aiuu ynpaBiIeHUECKUX PEIICHUN U JCHCTBUMH. OKS, OK9,
JIeTIOTIPOU3BOJICTBE U 2 3HavyeHWEe OpraHU3alMH JOKYMEHTAIIMOHHOTO OOECIICUYCHHS YIPABICHUS B [IK1.1 - TIK1.4,
JIOKYMEHTallMOHHOM COBPEMEHHOM SKOHOMUYECKOI Ku3uu Poccun. I1K1.6, 11K3.3,
00ecreueHnH ypaBlieHust 3 B3auMOCBsI3b ¥ B3aMMO3aBUCUMOCTh YIIPABJIEHHS M €r0 JIOKYMEHTAIIMOHHOTO [1K3.4, TIK4.1
obecneuenus (IOY).
CamocTosiTesibHas padoTa 00y4arOIIUXC: 2
Pabota ¢ koHCIIeKTaMH 3aHATUI.
Tema 8. Coaepxkanue y4eOHOro MaTepuaa 1 OK1 - OKS5,
Cayxba 1 Cayx6a JIOY u ee poib B palMOHaJIbHOW OpraHu3aluyd HHQOPMAaIOHHO- OKS8, OK9,
JIOKYMEHTALlHOHHOT' O JIOKYMEHTAI[MOHHOTO 00ECTIeUeHHs yIpaBICHHUS. IIK1.1 - TIK1 .4,
obecrieueHus yrpapjieHus 2 TumnoBas cTpykTypa ciyx6s1 JIOY. 1IK1.6, 1IK3.3,
(CHAOY), ee ctpykrypa, 3 BHYTpeHHHE JOKYMEHTBI, PETIAMEHTUPYIOIIKE fesTeabHocTs Ciyx6b1 JIOV: K3 .4, TIK4.1
(GyHKINM, TODKHOCTHOM [Tonoxenne o Cmyx0e OV, HOMKHOCTHBIE WHCTPYKIIUU, WHCTPYKIUSA T10
COCTaB JICJIONIPOU3BOACTBY.
IpakTuyeckue 3aHATHSA (IPAKTHKO-OPHEHTHPOBAHHOE) 4
CocraBnenue npumepHoro nojoxenus o Ciyxoe 10Y
CamocrosiTesibHast padoTa 00y4arOIIMXCH: 2
[ToaroroBka pedepaTon
Tema 9. Coaepxanue y4eOHOro MaTepuaia 2 OK1 - OKS5,
TumoBasg TeXHOJIOTUS 1 Opranuzanus JOKyMeHT0000poTa OKS, OK9,
OpraHu3alyuu [lonstne  “gokymentoob6opor”.  OOmme  OPUHLMIBI  OpraHU3aluu IIK1.1 - IIK1.4,
JOKYMEHTO000poTa JOKYMEHTO0000poTa. DTanbl A0KyMeHTooOopoTa. Ilpuem, mpoxoxaeHue u [IK1.6, ITK3.3,
MOPSAJIOK HCIIOJIHEHUSI MOCTYNAIONIMX JOKYyMEeHTOB. Pabora mcnonHurens c [1K3.4, I1K4.1




nokymentamu. OOpaboTka OTHpaBlISEeMbIX JTOKyMEHTOB. OpraHuzanus
JIBUKCHSI BHYTPEHHUX JIOKYMEHTOB.

Perucrpanus 1 KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB.

[lonsatue “perucrpanuss AOKYMEHTOB”. 3ajaud PETUCTPALUU JTOKYMEHTOB.
Ponp perucrpanuu 1OKyMEHTOB B CO3/laHMM OaHKa JaHHBIX O JIOKYMEHTax
yupexaenusi. OcoOEHHOCTH OpPraHM3alUU PETUCTPAIMH PA3TUYHBIX BHJIOB
NOKyMeHTOB. OCHOBHBIE BH[bl PErUCTPALMOHHBIX (OpM, COCTaB HUX
uHbpopMaMd U TOPAAOK 3amoiHeHus. CrpaBoyHO-MH(OPMAITMOHHBIN
MacCUB OpraHuM3alMy. Buapl W DOpUHLOUNBL BEJEHUS TPAJULIMOHHBIX
WH(POPMAIIMOHHO-TIONCKOBBIX CHCTEM, MX HCIIOJIb30BaHUE B TPAKTHYECKOM
pabore ¢ nHpopmaruen.

[lonaTtne “KOHTPONH HCHOMHEHHS JOKYMEHTOB”. 3HaueHHe (QyHKIUH
KOHTPOJISl MCIOJIHEHMSI JOKYMEHTOB B YIPaBICHUECKOH JESATEIBHOCTH.
OcHoBHbIE IPUHLIMIIBI Opranu3anuu. Kareropuu JOKyMEHTOB, MOJJIEKAIINX
KOHTPOIt0. CPOKH UCIIOJHEHUS TOKYMEHTOB.

TexHONOTHs KOHTPOJIBHBIX ONEpalnid B YCIOBUSIX TPAIUIIMOHHONW 00pabOTKH
JIOKYMEHTOB.

CucremaTu3zaius ¥ XpaHeHHE JJOKYMEHTOB B JI€JIONPOU3BOJICTBE
OTBETCTBEHHOCTh OPraHU3ALMM 3a COXPAaHHOCTH JOKYMEHTOB.
Homenkmatypa nmen kKak  WHCTPYMEHT  OOECIIECUYEHHS  COXPaHHOCTH
JOKYMEHTOB. Buapl HOMEHKJIATyp Jel, HUX Ha3zHaueHue. TpeOoBaHMs K
COCTaBJICHUI0 M O(QOPMIICHHIO HOMEHKJIATYypbl Jen mpu paboTe ¢
JOKYMEHTaMH.

[Tonstue “dopmupoBanue nen”. Poab HOMEHKIATYphl el B oOecreueHuH
cucTeMaTH3aluu JOKYMEHTOB U (popMupoBanuu jien. OCHOBHbIE TPEOOBaHMUS
K (QopMHpOBaHUIO JOKYMEHTOB B Jena. [IpuHIMIBI cucTeMaTH3aluu
JOKYMEHTOB BHYTPH €.

Opranuzanusg XpaHeHHs JOKYMEHTOB B CTPYKTYPHOM THOJpa3/eiCHUU.
JlocTyn K TOKyMeHTaM U HH()OpMaIuH.

[loaroroBka NOKYMEHTOB K Iepefade B apXUB OpraHMU3allH. DKCIepTH3a
LIEHHOCTH JOKYMEHTOB. BplieleHHe [TOKYMEHTOB K XpaHEHHIO U
YHUUTOXEeHUI0. CpOKM XpaHEeHUs JOKYMEHTOB, WX pernameHTauus. [Ipasuia
nepefayu JeJl U3 CTPYKTYPHBIX NOJPa3Ac/IieHUNd B apXHMB YYPEKJICHUS.
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| OopmuteHHe e Pa3THUHBIX CPOKOB XPAHEHHSL.

HpaRTn'{ecmle 3aHATHUSA (l'lpaKTI/IKO-OpI/IeHTI/IPOBaHH()e)
CocraBnenne HOMCHKIJIATYPbI OCJI

CamocrosiTesibHass padoTa 00y4arOIIMXCH:
ITonroToBKa NMCHbMEHHBIX OTBETOB HA KOHTPOJIbHBIE BOIIPOCHI.

Tema 10. Coaeprxanue yueOHOro MaTepuaJia OK1 - OKS5,
OcobenHoctu 1 IIpaBoBOEe perynupoBaHUE IPAaBOOTHOILIEHUM, CBS3aHHBIX C pealu3alueu OKg, OK9,
JIETIONPOU3BOJICTBA T10 MpaBa rpakJaH Ha oOpalleHre B TOCYJapCTBEHHBIE OPTraHbl. [IK1.1 - TIK1.4,
oOpalleHusIM TpakaaH 2 OmpeneneHuss OCHOBHBIX IIOHSATHH B cdepe oOpalleHHil TpakiaaH B [IK1.6, ITK3.3,
rOCy/IapCTBEHHBIE OpraHbl: «OOpalleHHe TpPaXIAHUHA», «IPEITOKECHHE, I1K3.4, 11K4.1
«3asiBICHUEY, «KaJl00a», «IO0HKHOCTHOE JIUIIO».
3 [IpaBa rpaxkgaHuHa TpPU pPacCMOTpEeHUU oOpamieHus. TpeOoBaHHs K
[IMCBMEHHOMY OOpaIleHHI0, NOPSAJOK €ro HalpaBJIEHUS, PErucTpanvv u
pPaccMOTpPEHHSI.
IIpakTnyeckne 3aHATHA (IPAKTHKO-OPHEHTHPOBAHHOE)
Peructpanus oOpaieHuil rpaxkan
CamocrosiTesibHast padoTa 00y4alOUIMXCH:
Pabota c KOHCTIEKTaMH 3aHSITHIA.
Tema 11. Coaepixanue yueOHOro MaTepuaJa OK1 - OKS5,
KondunennuansHoe 1 ITonsatue KOH(UIEHIINATEHOTO JIOKyMEHTa. ['pynms CBeICHUI OK8, OK9,
JIEJI0TIPOU3BOJICTBO KoH(uaeHIManbHOTO Xapakrepa. IIpaBa gocTtynma K KOH(HAECHUHATbHBIM [1K1.1 - TIK1.4,
JOKyMeHTaM opranuzanuu. Ilpuem u peructpanuss KoHQUAECHIUATBHBIX [IK1.6, I1K3.3,
JIOKYMEHTOB. [1K3.4, T1IK4.1
2 [lonsatne xkommepueckoir TaifHbl. (CoOCTaB CBEIEHMM, OTHOCHUMBIX K

KOMMepUecKoi TaifHe. YcCIoBHs, MPU KOTOPHIX WHGMOpMAIUs MPEANPUITHS
MOXET OBITh OTHECEHa K KOMMEpYecKoW TaitHe. Jlemompous3BOACTBO TIO
JIOKYMEHTaM, COJIep KallliM KOMMEPUECKYIO TallHy.

3 [TonsATHE rOCyAapCTBEHHOM TalHBI. 3AKOHOJATEIbHOE 3aKPEIJIEHUE NIEPEUHS
CBEJIEHUIl, KOTOphIE HE MOTYT OBITh OTHECEHbI K T'OCYJIApCTBEHHOH TalHe.
[Topsiok mormycka rpakJiad K ToCyJJapCTBEHHOM TalHe.

CamocrosiTesibHast padoTa 00y4arOIIMXCH:
PaboTa c KOHCTIEKTaMH 3aHSITHIA.
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Tema 12.
ABTOMaru3anus
MPOIIECCOB
JIOKYMEHTAIMOHHOTO
obecrieueHus ypaBiacHUs

Copep:kanue y4eOHOro MaTepuasa 1 OK1 - OKS5,
1 ABTOMaTU3UPOBAHHbIE CHUCTEMBl KOHTPOJS MCIIOJIHEHMS] JOKYMEHTOB. OKS, OK9,
ABTOMAaTHU3UPOBAHHASI PETUCTPAIUS. [IK1.1 - TIK1.4,
2 Opranuzanus 10KyMeHToo00poTa ¢ nomonipio BT. [IK1.6, I1K3.3,
3 Buasl ¥ IPUHLOUIBL BEJCHUA TPAJULUOHHBIX W aBTOMATH3MPOBAHHBIX I1K3.4, I1K4.1
MH()OPMAIIMOHHO-TIONCKOBBIX CUCTEM, MX HCIOIH30BAHUE B MPAKTHYECKOUN
pabote ¢ nHpopmaruen.
CamocrosiTesibHas padoTa 00y4YarOIIUXCH: 7
[ToaroToBKa MUCEMEHHBIX OTBETOB Ha KOHTPOJLHBIC BOTIPOCHI.
IToaroTroBka K arTecTalyi.
Bcero 75
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3 YCJO0BUSA PEAIM3ALUU JUCHUITJIMHBI

3.1 TpeGoBaHusi K MUHUMAJILHOMY MATEePHAJbLHO-TEXHHUYECKOMY 00ecredeHHIo

Peanuzamust mporpaMMbl AUCHHMIUIAHBI TpeOyeT Haimuuue ydeOHOro KaOWHETa CHUCTEM
3JIEKTPOHHOTO JOKYMEHTOOOOpOTa M KOMIBIOTEPHOH 00pabOTKH JIOKYMEHTOB, J1abopaTOpuu
TEXHHYECKUX CPEACTB OOYUCHHUS.

YyebHoe oOopynoBanue: Pabounme mecta oOyuwaromuxcs. Pabouee MecTo mperojaBatrers.
MapxkepHas 10cCKa.

VY4eOHo-HargIHple MOCOOUsA: HOPMATHBHBIE JTOKYMEHTBI, KOMIUIEKC Y4eOHO-HArJSAHBIX U
METOIUYECKUX MTOCOOMH, CTEH/IBI, INIAKATHI, TOPTPETHI BBIIAIONINXCS ACSITEICH.

TexHuueckue cpeactBa: HOYTOYKM C BbIXOoJoM B HHTepHeT (IHMIIEH3MOHHOE MPOTrPaMMHOE
obecrieuenue: 7 zip, Kaspersky endpoint security 10, K-lite codec pack, Microsoft Office 2013),
ayJIMOKOJIOHKH, TEPEHOCHOW MPOEKTOp, nepeHocHor MDY (mpuHTEp, CKaHep, KOIHUp), IEPEHOCHON
nipeziep. DJIEKTPOHHBIE PECYPChl B Cpelie MHTEPHET — CIIpaBOYHO-IIpaBoBasl cuctema: KoHCyiabTaHT
[Imroc, Napant, 1C: [Ipeanpustue.

3.2 UndopmannoHHoe odecniedenne 00yueHust

Ilepeuyens pexoMeHAyeMbIX Y4eOHBbIX H31aHuil, HTepHeT-pecypcoB, A0MOJHHUTEIbHOI
JUTEepaTypbl

HopMaTuBHO-IpaBOBbIE aKThI:

1. ®enepanbHblii KOHCTUTYIHOHHBIM 3akoH OT 25.12.2000 Ne 2-®K3 «O I'ocymapcTBeHHOM
repbe Poccwuiickoit ®@enepanun» / Cobpanue 3akoHomatenberBa PD. 2000. Ne 52, Y. 1. Ct.5021;
CobOpanue 3akoHonatenbcTBa PD. 2002. Ne 28. Ct. 2780; Cobpanue 3akononatenbcTtBa PD. 2003. Neo
27. Cr. 2696.

2. ®enepanbubiii 3akoH 0T 10.01.2002 Ne 1-®3 «O6 snexrponHoit nmoamucu» // Cobpanue
3akoHogarenbcTBa PO, 11.04.2011, Ne 15, ct. 2036.

3. ®epepanbHbiit 3akoH OT 27.12.2002 Ne 184-03 «O TexHHUYECKOM peryaupoBaHum» //
Co6panue 3akononatenbctBa PO. 2002. Ne52. Ct. 5140; 2005. Ne 19. Ct. 1752.

4. ®enepanbhblii 3akoH 0T 22.10.2004 Nel25-®d3 «O6 apxuBHoM gene B Poccuiickoif
Ddenepanuny // Codpanue 3akoHoaarenscTBa PD. 2004. Ne 43. Cr. 4169

5. ®epepanbHblit 3ak0H PD o1 01.06.2005 Ne53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoii
Ddenepanuny // Codpanue 3akoHoaarenscTBa PD. 2005. Ne 23. Cr. 2199

6. ®enepanpublii 3akoH oT 27.07.2006 Ne 149-d3 «O0 wuHdpopmanuu, HHOOPMAIIMOHHBIX
TEXHOJIOTHSX U O 3ammTe uHpopmaruny» // Cobpanue 3akonomarenbctea PD. 2006. Ne 31 (u.1). Cr.
3448

7. 3akoH P® ot 25.10.1991 Ne 1807-1 «O si3p1kax HaponoB Poccuiickoit deneparum» (B pen. oT
11.12.2002) // Bemomoctu CHJ] u BC PC®CP. 1991. Ne 50. Ct. 1740; CoOpaHue 3aKOHOIATEIbCTBA
P®. 2002. Ne 50. CT. 4926

8. Bakon P® ot 23.09.1992 Ne3520-1 «O ToOBapHBIX 3HaKaX, 3HaKax OOCITY)XMBaHUS W
HAaMMEHOBAaHMIX MECT poucxoxaeHust Toaposy // Beqomoctu CH/[ 1 BC P®. 1992. Ne 42. Cr. 2322;
Cobpanue 3akoHonatenbetBa PD. 2002. Ne 52 (4.2). Cr. 5132

9. Ilocranosnenne IlpaButensctBa P® ot 27.12.1995 Ne 1268 «O06 ymopsmoueHUH
U3TOTOBJICHHS, UCIIOJIb30BAHNUS, XPAHEHUS! U YHUUTOXKEHUH TevyaTeil U OJIaHKOB C BOCIPOM3BEJICHUEM
['ocynapctBennoro rep6a Poccuiickoit @enepanun» // Cobpanue 3akoHonatenbetBa PD.1996. Ne 2.
Cr.123; Cobpanue 3akoHogarenscta PO. 2001. Ne 24. Ct. 2461.

10. IMocranornenue IIpaButenberBa PO ot 19.06.2002 Ne 438 «O emuHOM TOCYIapCTBEHHOM
peectpe ropunudeckux nuiy // CoOpanue 3akonogarenbcTBa PD. 2002. Ne 26. C1.2585; 2004. Ne 10.
Cr. 864.

11. IlocranoBnenue IlpaBurensctBa ot 22 mas 2019 r. Ne 71 «OO0 yrBepxkaenuu IlpaBui
JIEJIONPOU3BOJCTBA B TOCYIAapCTBEHHBIX OpraHax, opraHax MecTHoro camoynpasienusi» // CIIC
KoHncynpTanT miroc
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http://www.edou.ru/enc/docs/detail.php?ID=2480
http://www.edou.ru/enc/docs/detail.php?ID=2480

12. TOCT P 7.0.8-2013. [Ienonpou3BOICTBO M apXUBHOE AeN0. TepMHUHBI U onpeaencHus. - M.:
I'occrangapt Poccun, 2013.

13. IIpuka3 Poccrangapra ot 08.12.2016 N 2004-ct I'OCT P 7.0.97-2016. HanumoHanbHbBIN
craugapt Poccuiickoii ®eneparuu. Cucrema cTaHaapToB 1Mo HHPOpMANHMH, OHOIUOTEYHOMY U
u3jaTesnbeckoMy  aeny.  OpraHu3alMOHHO-pacHoOpsAUTENIbHAs — JOKyMeHTauus. TpeOoBaHus K
opopmiienuro 1okyMmeHnToB // CIIC KoHcynbTaHT 1uIt0C

14. TOCT P HUCO 15489-1-2019. Cucrema crannaptoB 1o uHpopManuu, OHOIMOTCUHOMY U
uznatenbekomy neny. Mudopmanusa u jokymenTanus. YnpasieHue n1okymentamu. Yacts 1. [lonstus u
npuHunel. - M.: Cranaaptungopm, 2019.

15. TOCT 17914-72. OOGnoxku nen JUIMTEIbHBIX CPOKOB XpaHEHHWs. THIbl, pa3Mepsl,
TeXHUuYecKkue ycaosus. - M.: 3a-Bo crannapros, 1984.

16. TOCT P 51511-2001. Ilewatu ¢ BoctipousBenenuemM I ocynapctBeHHOro repba Poccuiickoit
Oeneparun. Dopma, pazMepsl U TeXHUYecKue TpedoBanus. - M.: ['occrannapt Poccun, 2001.

17. IlpaBusia opraHu3aluy XpaHEHHs, KOMIJICKTOBaHMs, Y4€Ta U HUCIOJIb30BAHUS TOKYMEHTOB
ApxuBHoro ¢onnma Poccuiickoit dexepanmm W JAPYrux apXWBHBIX JOKYMEHTOB B OpraHax
roCy/IapCTBEHHOW BIACTH, OpraHaXx MECTHOTO CaMOYIIpaBlIeHUs U opranu3zanusx. - M.: Pocapxus, 2015.

18. Meromuyeckne pEKOMEHIANWU 10 MPUMEHEHHIO TPAaBUJ OpPraHU3alUU XPaHCHHUS,
KOMIUIEKTOBAHHUS, y4eTa M HMCIIOJIb30BaHUS IOKYMEHTOB apXuBHOTO ¢doHna Poccuiickoit Penepanuu u
JpYTUX apXHMBHBIX JOKYMEHTOB B T'OCYJapCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYIIPABJICHUS U
opranuzanusx. - M., 2017.

19. Ilpukaz PocapxuBa ot 24.12.2020 Ne 199 «O6 yrBepxkaeHnn MeTOAMYECKUX
pEeKOMEHalMi MO pa3padOTKe WHCTPYKLIMNA MO JENOMPOM3BOACTBY B TOCYJapCTBEHHBIX OpraHax,
opranax mectHoro camoymnpasienus» // CIIC KoncynpTanT mitoc

20. ITepeueHb TUMOBBIX YMPABICHYECKUX APXHBHBIX JOKYMEHTOB, 00pa3ymoOIIMXCs B Mpoliecce
JESTEIbBHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJIEHUS WU OpraHu3alui, C
yKa3aHHeM CPOKOB XpaHeHwus. - M., 2019.

21. TlonoxeHne O TOPSIKE M CPOKAX XpaHEHHWsS IOKYMEHTOB aKIIMOHEPHBIX OOmIecTB (YTB.
nocraHoBieHneM denepanbHOM KOMUCCHM NO PBIHKY LeHHbIX Oymar ot 16.07.2003) // Poccuiickas
razera. 26.08.2003. Ne 168

22. Obuepoccuiickuil knaccudukarop ynpasneHdeckoit gokymentanun: OK 011-93 (OKV ).
- M.: T'occrannapt Poccuu, 1994.

OcHoBHas1 JIUTEpaTypa:

1. T'naguit E.B. JlokyMeHTaIlMOHHOE OOecrieueHne yrnpasieHus: YdyeOHoe mocobue / I'mamuii
E.B. — M.: U1{ PUOP, HUL] UH®PA-M, 2020. - 249 c. (IIpodeccronanbroe odpazosanne) ISBN 978-
5-369-01042-6. - Tekcr: anexkrponnsiii. - URL: https://znanium.com/catalog/product/ 354819

2. lloponnHa, JI. A. JIoKyMEHTallMOHHOE OOECIIEYeHHE YIPABIICHUS : YUCOHHK M MPAKTUKYM
Ui cpenHero npogeccuoHanbHoro obpaszoBanus / JI. A. Jloponuna, B. C. Uputukoa. — 2-e usn.,
nepepad. u gon. — MockBa : MsmarensctBo Opaiit, 2023. — 270 c. — (IIpodeccuonanpHoe
oOpaszoBanue). — ISBN 978-5-534-16017-8. — Texkct : anekrponHbIi // OOpa3zoBarenbHas miaTgopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252

3. KazakeBuu, T. A. JlokyMeHTanMoHHOE oOecrieueHe YNpaBiIeHUs : YUeOHUK U MPAaKTUKYM
TSt cpeaero podeccnoHabHOTo oOpasosanwms / T. A. Kazakesnu, A. W. Tkanud. — 2-¢ u3., UCHp. U
norn. — Mocksa : U3garensctBo FOpaiit, 2023. — 177 ¢. — (IlpodeccuonanbHoe oOpa3oBaHue). —
ISBN 978-5-534-06291-5. — Tekcr : anekTponHbii / OOpa3oBaTenbHas miargopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/513745

4. Yypunos, A. 10. IOpuanueckoe neI0NPOU3BOJCTBO : ydyeOHOE MocoOHe ISl CPeTHEro

npodeccuonansHoro obpaszoBanus / A. FO. UypwmoB. — 3-e usn., ucnp. U jgom. — MockBa :
WznatenberBo HOpaiit, 2024. — 285 ¢. — (IIpodeccnonansaoe odpazoanue). — ISBN 978-5-534-
15583-9. — Texkct : osnextpoHHbli // OOpa3zoBartenbHast matdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/542730
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https://znanium.com/catalog/product/468335
https://urait.ru/bcode/530252
https://urait.ru/bcode/513745

5. Ky3nenoB, M. H. JlokymeHTanmonHoe oOecreueHue ympasieHus. J(oKyMeHTO0OOpOT u
JIETIOTIPOU3BOJICTBO : YYEOHHMK W MPAKTUKYM I cpeaHero mpodeccuoHaabrHoro oopasoanus / M. H.
KysnernoB. — 4-e¢ m3a., mepepadb. u mon. — Mocksa : M3mgarensctBo FOpaiit, 2024. — 545 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : »1eKTpOHHBIN //
Oo6pasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/537146

JonotHUTE/ILHAS JIUTEPATypa:

1. bBynatr P.E. JlokyMeHTanmMOHHOE OOECIeYeHUEe YIpaBiICHUS TEPCOHAIOM: YueOHOoe
nocooue/bynat P.E. - Mocka: HUL] MTHOPA-M, 2015. - 234 c. (Breicmiee oOpazoBanue: bakamaBpuar)
ISBN 978-5-16-010318-1. - Tekcr: anexkrpounsiid. - URL: https://znanium.com/catalog/product/488066

2. Kynses H.H. HHpopmannmoHHbIE TEXHOJOTMM B JOKYMEHTAIIMOHHOM 00eCreueHUH
yOpaBieHUs W apxuBHOM jene: ydeOHuk s By3oB / H.H. Kymses, T.B. Konmpamona, E.B.
Tepentrsena, A.I'. ®abpudHoB; moja oo, pen. A.10.H., mpod. H.H. Kynsera. - M.: Jloroc, 2017. - 408 c.
- (HoBas crynenueckas Oubnamoreka) - ISBN 978-5-98704-786-6. - Tekcr: snexrponnsid. - URL:
https://znanium.com/catalog/product/1015021

3. INanacenko FJ.A. Jlenonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOECIeueHUue YIPaBICHUS:
VYuebnoe mocobue / Ilanacenko FO.A., - 3-e u3g. — M.: PUOP, UHOPA-M, 2016. - 112 c. - (BO:
bakanaBpwuar). - ISBN 978-5-369-01054-9. - Tekcrt: 3JICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/ 45738

IIpodeccuonanbabie 6a3b1 JAHHBIX U HH(POPMAIMOHHBIE pecypchl ceT HTepHeT:
http://www.window.edu.ru - «kEauHoe oOKHO JOCTyIa K 00pa30BaTelIbHBIM PECypcam»»
http://www.edu.ru - Poccuiickuii mopTai OTKPBITOrO 00pa30BaHHs
http://www.liber.rsuh.ru - Dnexrponnas 6udmmoreka PITY
http://www.znanium.com - OBC «3HaHmym»
http://www.pravo.gov.ru - OdunuanbHbIii HHTEPHET-MOPTA IPABOBOI HHPOpMAIHU
http://www.law.edu.ru - FOpunuueckas Poccust: denepaibHbIil TpaBOBOW MOPTA
http://www.consultant.ru — CnpaBouno-nipaBoBas cucteMa Koncynsrant [Inroc
http://www.termika.ru/dou - JTenonpou3BoACTBO U 3IEKTPOHHBIN TOKYMEHTOOOOPOT.
http://e.sekretariat.ru - DnekTpoHHas Bepcus KypHajla CIPAaBOYHHMK CeKperaps U oduc-
MEHeDKepa.

10. http://www.eos.ru/eos_about - DiekTpoHHbIe 0(QHUCHBIE CHCTEMBI.

11. http://www.kadrovik-praktik.ru - Caiit no kagpoBoMy J€IOMPOU3BOICTBY.

©CoNok~wWNE

OO0MeH HH(popMaLuei ¢ poccHiiCKMMH 00pa30BaTeIbHBIMH OPTraHU3ALUSAMM:

1. ®I'bOY BIIO «Axanemus rpaxkaaHckoi 3ammTel MunuctepctBa Poccuiickoit denepannn
10 JieJIaM I'pa)<1aHCKOW 00OpPOHBI, Ype3BbIUAIHBIM CUTYALIUSAM U JIUKBUAALMH ITOCIEACTBUN CTUXUHHBIX
OencTBUI» (COTIIANIEHNE O COTPYIHUYECTBE U COBMECTHOM AesiTenbHOCTH OT 12.09.2014 1.).

2. 'ocynapcTBeHHOE OrO/KETHOE  001Ie00pa3oBaTeIbHOE YUpEXKICHHE Topoja MOCKBBI
«IlIxona Ne 709» (moroBop 0 COTpyIHHYECTBE U COBMECTHOM nesTenbHocTH oT 01.07.2016 1.).
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https://urait.ru/bcode/537146
https://znanium.com/catalog/product/488066
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http://e.sekretariat.ru/
http://www.kadrovik-praktik.ru/

4 KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA JUCIHUIIJINHBI

Kontposnb u© olmeHka pe3ylbTaToOB OCBOCHUS  JAUCHUIUIMHBI  OCYIIECTBISETCS
mpernojaBaTesieM B Ipolecce MPOBEACHHUS MPAKTUYECKUX 3aHATHI, a TakXKe BBINOJHEHUS
00yJaronmMucs BHEAyIMTOPHON CaAMOCTOSITEIbHON pabOThI.

Ob6mas/mpogeccuoHaIbHAA KOMIIETEHIIUSA

Tun oueHOYHbIX MEPONIPUATHIA

OK 1 IloHMMaTh CyIIHOCTb U COLMAIIbHYIO 3HAUUMOCTD
cBoel Oynymie mpodeccuu, TPOSBIATH K  HEH
YCTOWUYMBBIN UHTEPEC

OK 2 Opranu3oBbiBaTh COOCTBEHHYIO JCSATEIBHOCTD,
ONpeNeNsiTh  METOAbl M CHOCOOBI  BBIMOJHEHUS
npodeccuoHaNbHbIX 3azady, OLICHUBATD ux
3¢ (HEKTUBHOCTH M KQ4eCTBO

OK 3 Ilpunumars penieHuss B  CTAHJAPTHBIX U
HECTAaHJAPTHBIX  CHUTYyallMAX ©M  HECTH 3a HHUX
OTBETCTBEHHOCTh

OK 4 OcymectBiaTh TOUCK, aHaIW3 M OLEHKY
uHpOpMaIMK, HEOOXOOMMOH Ui TIOCTAaHOBKU H

pemeHus npodecCnoHaIbHBIX 3ajad,
1poeCcCHOHATBHOTO U IMYHOCTHOTO PAa3BUTHSI

OK 5 Hcnons3oBaTh UH(POPMALMOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTUH ISt
COBEPIIEHCTBOBAHMS MPO()ECCHOHAIBHON AEeSITEIbHOCTH
OK 8 CamocrosTenbHO OTpEeeIATh 3a/1a4uu
npoeCCHOHATBHOIO M JMYHOCTHOIO  Pa3BHUTHA,
3aHUMATBCS camM000pa3oBaHHEM, OCO3HAaHHO

IJIAHWPOBATH IMOBBIIICHUC KBaJ'II/I(I)I/IKaI_[I/II/I

OK9  OpueHTupoBaThCid B YCIOBUSX MOCTOSHHOTO
M3MEHEHHUs TPaBOBOM 0a3bl

K 1.1 OcymiecTBasTh npogecCuoHAIbHOE
TOJIKOBAaHHE HOPMATHBHBIX MPABOBBIX aKTOB  JUIS
peamu3any TpaB TpaxaaH B cdepe TMEeHCHOHHOTO
o0ecrneveHns U COMaIbHON 3alUThI

[IK 1.2 OcymecTBasTh MpUEM TpaxkJIaH MO BOIpPOCaM
INEHCHOHHOTO 00eCneueH s U COLMAIbHON 3allUThI

IIK 1.3 PaccmarpuBaTh makeT  JOKYMEHTOB  JUIA
HA3HAYCHHs] TIEHCHM, MOCOOWH, KOMIEHCAIMA, IPYrHX
BBIIUIAT, a TaKKe Mep COUUAIBHOW MOJIEPKKH
OTAENBHBIM KAaTETOPUSAM TPAXAAH, HYXIAIOIMIUMCA B
COLMAJIBLHOM 3aIuTe

[IK 1.4 OcymecTBiaTh yCTaHOBIEHHE (Ha3HAYECHUE,
nepepacueT, MepeBoj), WHICKCAIUI0 U KOPPEKTUPOBKY
MEHCHUH, Ha3HAYeHHE TOCOOUN, KOMITEHCAIIUN U JIPYTUX
COIMANBHBIX  BBIIIJIAT, MCIOJB3Ys HWH(OpPMAIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTUU

IIK 1.6 KoncynpTupOBaTh IpaxaaH U IpeICTaBUTENICH
IOpUIMYECKUX JIMIl 110  BOIpOCaM  IIEHCHOHHOIO
o0ecneyeHns U COLMAIbHOM 3aIlUThI

IIK 3.3 CocraBnsaTh 3asBICHMS, 3alIPOChl, IPOEKTHI
OTBETOB HA HUX, IPOLECCyalbHblE JOKYMEHTHl C
HCII0JIb30BaHUEM MH(POPMALMOHHBIX CIIPaBOYHO-
IPaBOBBIX CUCTEM

HpaKTI/I‘-IeCKI/Ie 3aHATUA,
BHEAYJAWTOPHAS  CaMOCTOSITEIbHAsI
pabora, 3auer




IIK 3.4 ®opmupoBath c HCIIOJIb30BAaHUEM
MH(POPMALIMOHHBIX CIIPABOYHO-TIPABOBBIX CHCTEM IaKET
JIOKYMEHTOB, HEOOXOAUMBIX Jii HPHUHATUS PELICHUS
IMPaBOMOYHBIM OpraHOM, JOJZKHOCTHBIM JIMIIOM

I[IK 4.1 IInanupoBaTh pabOTy MO COIMAIBHOW 3aIHUTE
HACEJICHUs, ONpPENeNATh €€ coiepkanue, (HOpMbI U
METO/IBI
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