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Coaep:xanue (paboyasi nporpamMmma)

Mecro aucuuruinasl B cTpykrype OI1

[Tnanupyemsle pe3yabTaThl 00yueHMs 110 JUCHMIUIMHE, 00eCeYnBaOLINe JOCTHKEHUE
IUTAHUPYEMBIX PE3yJIbTaTOB O0YUYESHHS O ITPOrpamMme

O0BeM u BUIBI YIeOHOU PabOThI
Coneprxkanue TUCIUILTAHBI
MarepuaabHO-TEXHHUYECKOE M YICOHO-METOIMYECKOe 00eCieueHUE TUCIIATUTHHBI

q)OH[[ OLCHOYHBIX CPCACTB IO AUCHUIIIINHE

Crp.



Lenpt0o W3y4eHUS AUCHUIUIMHBL  sBJIsieTcss  (OPMHUpPOBAHHME PE3YJIbTATOB  OOyudeHUs,
o0ecneunBaroIuX JOCTHKEHNE TUIAHUPYEMBIX PE3yIbTaTOB OCBOCHUS 00pa30BaTEIbHOMN MPOTrpaMMBbl.

1. MecTo aucuuninnbl B crpykrype OII

JucuuruinHa Jled0npou3BOJCTBO M JIOKYMEHTOOOOPOT B IOPUCHPYJACHIMH BXOJIUT B
BapUaTUBHYIO YacTh Os1oka b1./(ucuummimnsl (Mo1yH)

[locnenyromue OUCHUIUIMHBL IO CBA3SIM  KOMIIETEHUUH: AJMHUHUCTPAaTHBHOE IIPaBo,
Kpumnnanucrtuka, MyHununainsHoe mnpaBo, [IpaBoBble OCHOBBI TOCYJapCTBEHHOH Ciy:kObl B PO,
ITpo6nems! Teopun npasa, CyneOHas IpakTUKa

2. Ili1anupyeMble pe3yJbTaThl 00yYeHHs M0 AMCUUIINHE, 00ecleYnBaKIIMe T0CTHKEHUE
IUIAHUPYEMBIX Pe3yJIbTATOB 00yYeHHUs M0 MPporpaMmme

N3yuenue puctuminabel JleJOOpOU3BOACTBO U AOKYMEHTOOOOPOT B IOPHUCHPYACHIIMHU B
o0Opa3oBaTenpbHOIl TporpamMme HampaBlieHO Ha (GOpMUPOBaHHE Y OOYUYAIOIIUXCS —CIETYIOIINX
KOMIIETEHIIHI:

Oobmenpodeccuonanbubie komnerenunu (OIIK):

OIIK-6 -  crmocoOHOCTBIO MOBHIIATh YPOBEHb CBOCH MPO(ECCHOHATHLHON KOMIIETEHTHOCTH
[Tnanupyemsie |[lnanupyemMblie pe3yJbTaThl 00yUeHHS 0 TUCHHUILINHE
pe3yabTATHI
o0OyueHus 1o
nporpaMme
OIIK-6 3HaTH YMeTs Brazxers
(MMEeTh HaBbIKH)
OIIK631: ¢popmbl OIIK6y1: BeiOupats cioco6 [OITK68B1: npuemamu
CIOCOOBI OBBIILICHUS HOBBIIIEHUS KBAIN(UKAIIUH [COBEPILIEHCTBOBAHUS
KBaJTM(PUKAITHH npoeCCHOHATBHBIX 3HAHUH
U Ipo(heCcCUOHATBHOTO
OTIBITA
OIIK632: npuemsl OIIK6y2: nonb3oBaThCs OIIK6B2: HaBBIKAMH OLIEHKHU
caMo00pazoBaHMUS preMamMu YPOBHSI KBATU(UKAITIH
camoo0pazoBaHus

IIpogeccuonanbubie komnerenuuu (I1K):
I1K-7 - BnajieHueM HaBbIKaMM MOJTOTOBKH IOPHJINYECKUX TOKYMEHTOB

IInanupyemsie |([laanupyemble pe3yJibTaThl 00y4eHHUs M0 JUCHUIITIHHE

pe3yJIbTaThl

00y4eHus 1o

IporpaMMe

HK-7 3HaTh YmeTb Brianets

(MMeTh HaBBIKN)

IIK731: cucremy IIK7y1: roToBUTH IIK781: npuemamu
IOPUANYECKUX IOpUANYECKHE JOKYMEHTHI  |TOATOTOBKH OTAEIbHBIX
JIOKYMEHTOB, ITpaBujia pa3IMYHBIX THUIIOB BUJIOB FOPUINYECKUX
MOJATOTOBKU OT/IETIBHBIX JIOKyMEHTOB
BUJIOB FOPUINYECKUX
JIOKYMEHTOB
[1K732: TpeboBanus K [1K7y2: pa3pabarbiBaTh ITIK782: opranusanuu
JOKYMEHTOO0OO0POTY B IOpUANYECKHE JOKYMEHTBI  [IOKyMEHTOO0OpOTa B
pa3nuyHbIX chepax JUISl KOHKPETHOU 00JIaCTH  [KOHKPETHOM o0nactu
FOPUANYECKON npo¢eCCHOHATBHON FOPUINYECKON IEATEIIbHOCTH
JESITEIBHOCTH JIESITEIIBHOCTH

3. O0beM U BUABI YUeOHOI padoThl




VY4eOHBIM MJIaHOM MPETyCMaTPUBAIOTCS CIEAYIOIINE BUABI YUeOHOH pabOThI MO AUCIUTIINHE:

QOunas popma o0yueHust

Buabl yueOHoii padoTsl

Bcero gac/ 3.e.

Cem 1
KoHnTtakTHas paboTa, B TOM YHUCIIE: 37.15/1.03
3aHATHA JIEKIIMOHHOI'O TUIIA 18/0.5
3aHATHsI CEMUHAPCKOT'O TUIIA 18/0.5
NunuBunyanpHas koHTakTHas padora (MKP) 0.15/0
I'pynmnoBas kontakTHas padora (I'KP) 1/0.03
CamocTosTenpHas padoTa, B TOM YHCIIE: 61.85/1.72
[TpomexxyTodHast aTTecTamus 9/0.25
Bua npomexyTo4HOM arTecTanyu:
3auer 3au
OO6mmas Tpya0eMKOCTh (00BhEM YacTu 00pa30BaTEIIHHOM
nporpamMmsl): Yacsl 108
3a4yeTHbIC eMHUIIBI 3

04YHO-3204Has1, 32049Hasi popma

Buabi yueOHoii padorsl

Bceero ygac/ 3.e.

Cem 2
KoHTtakTHas paboTa, B TOM YHUCIIE: 9.15/0.25
3aHsATHS JEKIIMOHHOTO TUTIA 4/0.11
3aHATUSI CEMUHAPCKOTO TUTIA 4/0.11
NunuBunyanbHas koHTakTHas padora (MKP) 0.15/0
I'pynmnoBast konraktHas padota (I'KP) 1/0.03
CamocrositenbHas paboTa, B TOM YHCIIe: 79.85/2.22
[TpomexxyTouHas aTTecTanus 19/0.53
Bua npomexyTo4HON arTecTanyu:
3auer 3au
O6mmas TpyaoeMKocTh (00beM yacTu 00pa3zoBaTeNbHOMN
nporpamMmsl): Yacsl 108
3aueTHbIC €AMHUIIBI 3

4. Conep:xkanue THCHUILTHHBI

4.1. Pazoenvt, memuvl OUCUUNTUHDL U 6UObL 3AHAMUIL:
TeMaTHuecKui TIaH JUCHUILIMHBI J{eTOPOU3BOACTBO U JOKYMEHTOO0OPOT B IOPUCIPYACHIIMU

IpeJICTaBJIEeH B TabIuLE.

Pa3nesibl, TeMbI AUCHMILVINHBI U BUbI 3aHATHI
Ounas ¢opma o0yueHust

ILnanupyemsle
pe3yJIbTaThl
o0y4yeHusi B

COOTHOILIICHHH €

pe3yjabTaTamMu
00yuyeHus1 mo

oOpa3oBaTeJIbHOM

nporpamme

OIIK631, OIIK632,
OIIK6y1, OIIK6y2,
OI1K68B1, OIIK6B2,
IIK731, IIK732,
[IK7y1, TIK7y2,
IIK781, IIK782

KonraktHasi pa6ora
3ansTust
CeMHHAPCKOI0

No HanMmeHOBaHHE TEMBI
/11 (pa3nesa) QM CHUIINHbBI

HUKP
I'KP

Jleknun
q
CamMocrofTebHAdA
padora

OCHOBBI 3HAHUI O
€JIONIPOU3BOICTBE U

siestonp I 4 4 20

JIOKyMEHTO000pOoTE B

IOPUCTIPYICHIINN




IOpuanyeckuii JOKyMEHT ¢ OIIK631, OIIK632,
TOYKU 3PEHHUS OTPACIIEBOrO OIIK6y1, OIIK6y2,
HOPMAaTHBHO-TIPABOBOTO OIIK6g1, OITK6B2,
2 peryiaupoBaHus 14 14 4185 [IK731, I1IK732,
[TIK7y1, TIK7y2,
ITIK781, T1IK782
KoHnTtposb 9
HToro 18 | 18 |015| 1 [61.85
0YHO-3204Hasi, 3a04Has hopma
KonrakTHas pabora = IL1anupyemsle
3ansarus £ pe3yabTarThbl
CeMHHAPCKOI0 § « o0y4eHusi B
Ne HaumeHnoBaHue TeMbl = THIIA A a | & | coorHomenuu ¢
n/n (pa3neia) TMCHUNIHHBI g T ow = < | 2 ‘S| pesyabratamm
= E E = = § = 00yueHus 1o
- 8 o0pa3oBaTebHOM
=T nporpamme
OI1K631, OIIK632,
OCHOBBI 3HAaHUH O OIIK6yl, OIIK6y2,
1 JIETIONTPOU3BOJICTBE U 1 1 20 OIIK6B1, OIIK6B2,
" |mokymeHTOo060pOTE B T1IK731, TIK732,
IOPUCIIPYICHIIUA [IK7y1, 11IK7y2,
I1IK781, IIK782
KOpunuueckuii T0KyMEHT ¢ OIIK631, OIIK632,
TOYKH 3PEHHUsI OTPACIEBOrO OIIK6yl, OIIK6y2,
o |HOPMATHBHO-IPABOBOIO 3 3 59 85 OIIK68B1, OIIK6B2,
" |perynupoBaHus " IIK731, T1IK732,
[IK7y1, TIK7y2,
IIK781, IIK782
KoHnTpounb 19
Hroro 4 | 4 |015| 1 [79.85
4.2 Cooepicanue pazoenoe u mem
4.2.1 KonrakTHas padora
TemaTuka 3aHSAITHI JTeKIIMOHHOTO THIIA
HaumeHnoBanue TeMbl
Buna 3ansitust
Neni/mm (pa3nena) « | TeMaTHKa 3aHATHSA JIEKIHOHHOI0 THIIA
JIEKIMOHHOI'0 THIIAa
AUCHMILINHBI
1.  |OcHoBBbI 3HaHUII O Texuns OCHOBHBIE NOHATHS, MPEIMET U CUCTEMA
JIEJIONPOU3BOJICTBE U JUCITUTUTAHBI
JIOKYMEHTO00O0pOTE B HopamartuHo-nipaBoBas 0a3a,
IOpUCIIPYICHIIUA Jlexumst periiaMeHTupyromas padbory ¢
JIOKYMEHTaMH, BUJIbI TOKYMEHTOB
Opranu3alOHHO-TIPaBOBbIE JOKYMEHTHI,
) — KaJIpOBbIE IOKYMEHTBI: BUJIBI,
TpebOBaHMs, MpaBUIa PaOOTHI,
HOPMAaTHUBHO-IIPABOBOE PETYJINPOBAHHUE.
JIOKyMeHTBI, 00ecTiednBaroIue
IPa)X1aHCKO-TIPABOBBIE OTHOILICHUS:
Jlexknus
BU/JIBI, TPEOOBaHMS, MpaBUIa PabOTHI,
HOPMAaTHUBHO-TIPABOBOE PETYJINPOBAHUE.
2. [FOpunnueckuit JIOKYMEHTBI, coZiepIKalye
JOKYMEHT C TOUKHU Jlexuus KOH(UIEHIMATBbHYIO HHPOPMAIHIO:
3pEHUs1 OTPACIIEBOTO BU/IBI, TPEOOBaHMSI, MpaBUIa paboTHI,




HOPMAaTHUBHO-IIPaBOBOI0
pEryJINpOBaHUs

HOPMAaTUBHO-TIPABOBOE PETYJINPOBAHUE.

Jleknus

[IpoueccyanbHble TOKYMEHTHI B
IPa)XIaHCKOM CYJIOIPON3BOJCTBE: BH/IbI,
TpeGoBaHus, MpaBuiia paboThI,
HOPMATHUBHO-TIPABOBOE PETYIUPOBAHUE.

Jlexuus

[IpoueccyanbHble TOKYMEHTHI B
aJIMMHHUCTPATUBHOM U YTOJIOBHOM
MIPOU3BOJICTBE: BUBI, TPEOOBAHUS,
npaBuiia paboThl, HOPMATUBHO-TIPABOBOE
peryiupoBaHue.

Jlexuus

JIOKyMEHTOOOOPOT U JAEIONPOU3BOICTBO
B aJIBOKAType U HOTapHare: BUJBI,
TpeOOBaHMs, PaBUIIa PAOOTHI,
HOPMAaTHUBHO-TIPABOBOE PETYINPOBAHHUE.

Jlexknus

CyneGHoe neonpou3BOJICTBO U
JICTIONPOM3BOCTBO B OpraHax
HUCIIOJHUTEIILHOA BJIACTU

*IeKIMKU M UHble yyeOHbIe 3aHATHS, MpelyCMaTpUBAIOLIME MPEUMYLIECTBEHHYIO Nepenady yueOHOMH
UHPOPMALIUK TIEJAarOTMYeCKUMHU pAaOOTHUKAMM OpTaHW3aluu W (WIM) JUMIAMH, HPUBICKACMbIMU
opraHu3zaiuei K peaau3anuy o0pa3oBaTeNIbHBIX IPOrPaMM Ha UHBIX YCIOBHSX, 00y4arOIIMMCs
TemaTnka 3aHATHIH CEMHHAPCKOI0 THIIA

HanmeHoBaHue TeMbI

Bua 3ansarusa

TemaTnka 3aHATHS CEMHUHAPCKOIO

Neni/n asjena
(pasnena) CEeMHHAPCKOro THHA®* THIIA
AMCHMILINHBI
1. OCHOBHbBIE NOHATHS, IPEIMET U CUCTEMA
MPAaKTUYECKOE 3aHITHE
JUCIUTUTUHBI
HopamaTtuBHo-npaBoBas 6a3a,
MPAKTUUECKOE 3aHATHE [perjiaMeHTHUpyromas paboTy ¢
OCHOBBI 3HaHHI1 O JIOKYMEHTaMH, BUJIbI TOKYMEHTOB
JIETIONIPOU3BOJICTBE U Opranu3anroHHO-TIPABOBbHIE
JIOKYMEHTO00O0pOTE B OKYMEHTBI, KaJIpOBbIE IOKYMEHTHI:
M P MPAaKTUYECKOE 3aHITHE FIOKY > Karp HOKYM
FOPUCTIPYICHIINU BHJIBI, Tp€OOBaHUS, MTpaBUiia pabOTHI,
HOPMATHBHO-TIPABOBOE PETYIHPOBAHUE.
JlokyMeHTbI, 00ecreunBaroIIne
rpak1aHCKO-TIPABOBBIE OTHOIICHUS:
MPAaKTUYECKOE 3aHITHE
BUJIbI, TpeOOBaHMUS, TIpaBHIIa PadOTHI,
HOPMAaTHBHO-TTPABOBOE PETYJIUPOBAHUE.
2. |[FOpunnueckuit JloxyMeHTBI, conepxaniue

JOKYMEHT C TOUKHU
3pEHUs OTPaCIIEBOTO
HOPMaTUBHO-TIPAaBOBOTO
peryaupoBaHus

MPAKTUYICCKOC 3aHATUC

KOH(UIEHIMATbHYIO HHPOPMAIIHIO:
BUJIbI, TpeOOBaHUS, TpaBuiia paboThI,
HOPMAaTUBHO-TIPABOBOE PETYJINPOBAHUE.

IMPAKTUYCCKOC 3aHATHUC

IIpoueccyanbHple JOKYMEHTHI B
Ipa)XXIaHCKOM CYJIOIPOU3BOICTBE:
BUJIbI, TpeOOBaHMUS, TIPAaBUIIA PAOOTHI,
HOPMAaTHUBHO-TIPABOBOE PETYJINPOBAHUE.

MPaAKTUYICCKOC 3aHATUC

IIpoueccyanbHble JOKYMEHTHI B
aJIMMHHUCTPATUBHOM U YTOJIOBHOM
MIPOU3BO/ICTBE: BU/IbI, TPEOOBAHMUS,
npaBmiia paboThl, HOPMATUBHO-TIPABOBOE
pEryJIupOBaHUE.

MMPaKTUYICCKOC 3aHATUC

JlOKyMEHTO000pOT U JEI0NPOU3BOACTBO
B a/IBOKaType U HOTapHare: BUJIBI,
TpeGoBaHus, paBuia paboThI,
HOPMaTHBHO-TIPABOBOE PETYINPOBAHHE.

IPAKTUYCCKOC 3aHATUC

CyneOHoe JIeTonpOn3BOJICTBO U




JICJIONPOU3BOJICTBO B OpraHax
HCHOHHHTGHBHOﬁ BJIaCTHU

** ceMUHaphl, TPAKTUYECKUE 3aHATHS, MPAKTHKYMBI, JJA0OpaTOpHBbIE PabOThI, KOJUIOKBUYMBI U MHBIC
AHAJIOTUYHBIC 3aHATUA

HNuas koHTaKTHasi padora
[Tpu npoBenennn yuebubix 3ausatuil CI'DY obecneunBaer pa3BuTHe Yy 00y4JaromIUXCsi HABBIKOB

KOMaHTHOW pabOThl, MEKIUYHOCTHOM KOMMYHUKALIUU, TPUHATHS PEIICHUH, JHICPCKUX KavyecTB
(BKirOYass MpU HEOOXOAMMOCTH IIPOBENECHUE HMHTEPAKTUBHBIX JIEKLUH, TIPYNIOBBIX JUCKYCCHIA,
POJIEBBIX WIP, TPEHHHIOB, aHAIN3 CUTYallMd ¥ UMHUTAI[HOHHBIX MOJIENICH, NpenojaBaHie JUCIUILTHH
(Monmynei) B ¢opMe KypcOB, COCTaBICHHBIX HAa OCHOBE pE3YyJIbTaTOB HAYYHBIX HCCIIEIOBAHUM,
IIPOBOJIUMBIX OpTaHHU3aluei, B TOM YHCIIE C YI€TOM PETHOHAIBHBIX 0COOCHHOCTEH MpodeccHoHaIbHOM
JESTEIIbHOCTH BBIITYCKHUKOB M MOTpeOHOCTEH paboToareneii).

(DOpMBI U MCTOABI IIPOBCIACHUSA MHOM KOHTAaKTHOM pa6OTBI IIPUBCIACHBI B MeTO,Z[I/I‘IeCKI/IX

yKa3aHHIX 110 OCHOBHOM NMpodeccHoHanbHOM 00pa30BaTeIbHOM MTpOrpamMmme.

4.2.2 CamocTosiTe/ibHasi padoTa

Neni/n | HammeHoBaHue Tembl (pa3aesia) IucMIUIMAEBI | Bua camocrositeqibHOM padoThl ***
- IIOJIrOTOBKA JIOKJIaJ1a
1 OCHOBBI 3HaHHH O JACITONPOU3BOACTBE U - MMOJITOTOBKA JICKTPOHHOM
" |HOKYMEHTOOOOpOTE B FOPUCIPYACHIIUN MPE3CHTALIUN
- TECTUPOBAHUC
KOpuanueckuii JOKYMEHT C TOUKH 3PEHUS - IIOJArOTOBKA TOKIa1a
2 OTPaCIEBOr0 HOPMATHUBHO-TIPABOBOTO - MOJITOTOBKA 3JIEKTPOHHOM
peryIupoBaHUs MIPE3CHTALINH
- TECTUPOBAHUE
**k*

CaMOCTOATCIIbHAA pa60Ta B CCMCECTPE, HAIIMCAHUC KYPCOBBIX pa60T, JOKJIaa0B, BBIIIOJIHCHHEC

KOHTPOJIbHBIX paboT

5. MaTepI/laﬂbHO'TeXHI/I‘leCKOC u yqeﬁﬂo-MeTonnquKoe odecrneyeHue AUCHUIIJINHBI

5.1 JIuteparypa:

OcHoBHasi InTEepaTypa
[IpodeccuonanbHble HaBBIKM IOpUCTA : y4eOHUK Ui akajgemuueckoro OakanmaBpuata / E. H.
Jo6poxoroBa [u Ap.] ; mox obmeit penakmueit E. H. JJobpoxotoBoii. — MockBa : M3aaTenscTBO
FOpaiit, 2019. — 326 c. — (bakanaBp. Akagemuueckuii kypc). — ISBN 978-5-534-03333-5. —
Tekcer : anextponnsiii // DBC HOpaiit [caiit]. — URL.: https://biblio-online.ru/bcode/433447
[TpodeccnonanpHple HAaBBIKK fopucTa. [IpakTukym : ydeOHOE mocoOme JUisi aKaaeMHYeCKOTro
6axanaspuata / E. H. JlobpoxotoBa [u ap.] ; nox obmeit penakuuein E. H. Jlo6poxoToBoil. —
Mocksa : UznarensctBo FOpaiit, 2019. — 182 c. — (bakamaBp. Akanemuueckuii kypc). — ISBN
978-5-534-03332-8. — Tekcr : anexrponnsiii / IBC HOpaiit [caiit]. — URL: https://biblio-
online.ru/bcode/433985

JdonmosiHuTeIbHAS JIUTEPATypa
Ygupos B.B. CynebHoe 1e10npon3BoICTBO [DIEKTPOHHBINH pecype]: YuebHoe nmocodue/ YBnpos

B.B.— DOnekTtpoH. TekcTOBble aaHHbIe.— M.: PoccHMiiCKHH TOCYJapCTBEHHBIN YHHUBEPCHTET
paBoOCyIus, 2016.— 335 C— Pexxum JOCTYTIA:
http://www.bibliocomplectator.ru/book/?1d=49616.—  «BUBJIMOKOMIIJIEKTATOP»,  mo
NapoJIIo

[IpodeccronanbHbIe HABBIKK FOPUCTA : yUeOHOE MOcoOMe Ui aKajJeMHueckoro OakanaBpuata /
T. }O. Mapkosa [u ap.] ; orBerctBeHHbIN penakrtop T. HO. Mapkosa, M. B. CamcoHoBa. —
Mockgsa : U3narensctBo FOpaiit, 2019. — 317 c. — (bakamaBp. Akagemuueckuii kypc). — ISBN
978-5-534-01379-5. — Tekcr : anekrponnsiii // IBC Opaiit [caiit]. — URL: https://biblio-
online.ru/bcode/433374

Makcumosa, T. 1O. IIpodeccronanbubie HaBbIKM opucta. [IpakTukyMm : yueOHOe mocobue s
akanemuueckoro Oakamaspuata / T. FO. Makcumona, T. FO. Mapkosa, JI. II. Muxaitnoa. —
Mocksa : U3znatensctBo FOpaiit, 2019. — 193 ¢. — (bakanaBp. Akagemuueckuii kypc). — ISBN



978-5-534-03328-1. — Tekcr : anekrponnsbiii // DbC Opaiit [caiit]. — URL: https://biblio-
online.ru/bcode/433488

Jluteparypa il CAMOCTOSATEILHOT0 U3y4YeHUs!

1.1, [Jdémun IO. [emompousBoactBo. [loaroroBka cioykeOHBIX JAOKYMEHTOB. 3-¢ WU3[.,
nonojiHeHHOe U nepepadotanHoe. — CII6. : ITutep, 2009 1. — 256 c. — DJIEKTPOHHOE U3AAHHE. —
ISBN 978-5-49807-082-7,

2. Kynses H. H. KondpuaennuaipHoe AeIONPOU3BOACTBO M 3aITUIICHHBIA AJICKTPOHHBIN
JTOoKyMeHTooOopoT: yueObuuk. — M. : Jloroc, 2013 r. — 452 c. — Dnekxrponnoe u3nanue. — ISBN
978-5-98704-711-8,;

3. Cenuenko II.B. JlokyMeHTalmoHHOE OOECICUeHUE YIPABICHYSCKUX PEIICHUH. —
Tomck : -TYCVYP, 2011 r. — 142 ¢. — Dnekrponnoe u3nanue. — ISBN 987-5-4332-0008-1,

4, Conoryo O. II. [lenonpou3BOACTBO: COCTaBICHHE, PEIAKTUPOBaHHE U 00paboTKa
JIOKYMEHTOB. YueOHoe rmocobue, 5-¢ m3a. — M. : U3marensctBo «Owmera-JI», 2010 r. — 207 ¢. —
Onexrponnoe nznanue. — ISBN 978-5-370-01794-0;

5. CnuBak B. A. JlokyMeHTHUpOBaHuE yIpaBJIE€HYECKOMN JIeATeIIbHOCTH
(demompousBoactro). Kpatkuit kype. 2-e uzn. — CIIO. : ITutep, 2010 . — 256 ¢. — DneKTpOHHOE
n3nanue. — ISBN 978-5-49807-608-9;

6. Pymbianna JILA. JIokyMEeHTalMOHHOE OOECIICYCHHE YNpaBlieHUs: YUYEOHUK ISl CTY/I.
yupexaeHui cpea. mpod. oOpazoBaHusi, 00ydalOUIUXCS MO IOPUIUYECKHM CIEHUATBHOCTIM. - M.:
Axanemus, 2010.-223 c.;

7. [Tmenko A.B. [lokymeHtanumonHoe oOecrnieueHue ympaBieHus. [Ipaktukym - M.:
Axanemus, 2011.
8. Poroxxun M.IO. JlokymeHnTannonHoe o0ecrnieuenue ynpasienus. — M.: Ilpocnekt, 2009.

—384c.

5.2. Hepeqeﬂb JIMIMCH3UOHHOT0 IPOrpaMMHOTo odecrneueHus

Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business

2.  Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word,
Excel, Access, PowerPoint)

=

5.3 CoBpemennbie mnpodeccHoHATbHbIE 0a3bl JAAaHHBIX, K KOTOPbIM o00ecreYyuBaeTcs
JAOCTYIl O0y4AIOIIUXCS

1. IlpodeccuonanpbHas 0a3a panHbiXx «MH}opmannonHsle cucreMbl MuHHCTEpCTBA
sKOHOMHYecKkoro paszutusi Poccuiickoit ®enepanuu B cetu Murepuer» (ITopran «Odunmanbhas
Poccusy - http://www.gov.ru/)

2. TocynapctBeHHast cucrtema mpaBoBod MHpopMmanyu «OQUIHATbHBI HWHTEPHET-MOpPTAl
npaBoBoil uHGopmarmn» (http://pravo.gov.ru/)

5.4. UHpopManMOHHO-CIIPABOYHBbIE CHCTEMbI, K KOTOpPbIM oO0ecrneyuBaeTcss AOCTYI
00y4YarIuXCcs

1. CnpaBouHo-nipaBoBas cucrema «Koncynbrant [1nrocy

2. Cnpasouno-nipaBoBas cucrema «I'APAHT-Makcumym»

5.5. CenuajbHble MOMeLeHUs

VY4eOHble ayAUTOPUH I TPOBEICHUS KomriekTs! yuennueckoit Medenu
3aHATUHN JICKLIUOHHOTO TUIIA MynbMeaUITHBIN IPOEKTOP
Hocka
OKpaH
VY4eOHble ayAUTOPUH IS TPOBEICHUS KomriexTs! yuennueckoi Medenu
MPAKTUYECKUX 3aHATUH (3aHATHHA MynpMeIuHBINA TPOEKTOP
CEMHHApPCKOro THUIA) Hocka
OkpaH
Kommnsrorepsl ¢ BeixosioM B ceth «MHTEpHET» M1 DMOC
CIoy




YueOHbIC ayAUTOPUH IS TPYIIIIOBBIX U KommiekTsl yueHnueckoit medenu

WHJUBUIyaJIbHBIX KOHCYJIBTALUN MynbMeaUIHBIN IPOEKTOP

Hocka

OKkpaH

Komnbrorepsl ¢ BbixosioM B ceTh «MHTEepHET» 1 DUOC

CIoy

VY4eOHble ayIUTOPUH IJIs TEKYILETO KomruiexTsl yueHnueckoii Medenu

KOHTPOJIS U IPOMEKYTOUYHOM aTTECTaluu MynbMeaUHBIN IPOEKTOP

Hocka

OkpaH

Komnbroteps! ¢ Bbixos1oM B ceTh «MuTEepHET» 1 DUOC

CIoy

[Tomemenus anst caMmocTosTeNbHOM paboThl |KoMIuiekTsl yueHrnueckoi medenu

MynbMeaUIHBIN IPOEKTOP

Hocka

OkpaH

Komnbroreps! ¢ BbixosioM B ceTh «MHTEepHET» 1 DUOC

CIoy

[Tomenienus s XpaHeHus U KoMriek sl crieruanu3upoBaHHON MeOenu st

IpOPHIAKTHIECKOTO 00CTYKHBAHUS XpaHeHus: 000py10BaHuUs

o0opyoBaHus
Jns npoBeAeHUS 3aHATUM  JIGKUMOHHOTO THUIIA  MCHOJIB3YIHOTCS  JIEMOHCTPAlMOHHOE

o0opynoBaHue M y4eOHO-HAIJISIAHbIE 1MOCOOMS B BUJE  IPE3EHTALMOHHBIX  MaTepUasoB,

o0ecrevynBaroIuX TEMAaTUYECKUE WILTIOCTPALIHH.

6. @oH/1 OLIEHOYHBIX CPEJACTB MO AUCHMILIUHE /[eIONPOU3BOCTBO U TOKYMEHTO000POT B
OpHUCTIPYAEHIMU:
6.1. KoHTpo/IbHbIE MEPONPUSITHS 110 TUCIUTIMHE

DopMa KOHTPOJIS OTmeTuTh
Bua xonrpoas Hyzioe
3HAKOM
«+»
Texymuii KOHTPOJIb OneHka J0KJIa10B +
Y CTHBII/IMCBMEHHBIH onpoc +
TectupoBanue +
IIpakTrueckue 3agauu -
O1eHKa KOHTPOJIBHBIX padoT (JUIs1 3a04HOM

($hopMbI 00ydeHMsT) )
ITpoMeXyTOUHBII KOHTPOIL  |3adeT +

Ilopsinok mnpoBeeHHsT MEPONPHUATHH TEKYLIero M IPOMEKYTOYHOI0O KOHTPOJIS
omnpeaeasieTcs MeTtoauyeckuMu YKa3aHUSAMH 1o OCHOBHOH npo¢ecCHOHATBLHOM
o0pa3oBaTe/IbHOIl MNporpaMMe BbICHIET0 00pPa30BaHMs, YTBEPKICHHBIMH Y4YeHbIM COBETOM
®I'bOY BO CI'9Y Nel0 ot 29.04.2020r.

6.2. Ilnanupyemble pe3yJbTaThl OOy4YeHHS] MO0 [JUCIHUILUIAHE, o0ecneYHBAKOIIHE
AOCTHKEHHE IVIAHMPYEMBIX Pe3yJIbTATOB 00yYeHHUsI 110 IporpaMmme
Oobmenpodeccuonanbubie komnerenuuu (OIIK):

OIIK-6 -  crmocoOHOCTBIO MOBHIIATh YPOBEHb CBOEH MPO(ECCHOHATHHON KOMIIETEHTHOCTH
IInanupyemsle |(Ilnanupyemble pe3yJibTaThbl 00yUeHHs MO0 TUCHUTITIHHE
pe3yNbTaThl
o0yueHus 1o
porpaMme
3HaThb YMerb Braners
(MMETh HABBIKH)




[ToporoBsrii OIIK631: dopmbl OIIK6y1: Beioupats crioco6 |OITK681: mpuemamu
CIIOCOOBI TIOBBITIICHUS MOBBIIICHUS KBATH(PUKAIIUY [COBEPIICHCTBOBAHUS
KBaTM(UKAITIH po¢eCCHOHABHBIX 3HAHUM
U Tpo(PeCcCUOHATBHOTO
OmbITa
[Tosbimennsiit  |OIIK632: npuemsl OIIK6y2: nonb3oBaThCs OIIK6B2: HaBBIKAMH OLICHKU
camo00pazoBaHus nprueMaMu YpOBHS KBaJIU(DUKAIINH
camMo00pazoBaHus

IMpodeccnonanbubie komnerenuun (I1K):
TIK-7 - BJIAICHUCM HABLIKAMU MMOATOTOBKH IOPUANYCCKUX JOKYMCHTOB

[Tnanupyemsie |[lnanupyemMble pe3ybTaThl 00yUeHHs 0 JUCHHUILINHE
pe3yJIbTaThl
00yJeHus 1o
IporpaMMme
3HaTh YmMmers Braners
(MMETh HABBIKH)
[Toporossrit [IK731: cucremy ITK7y1: roToBUTH IIK781: npuemamu
IOPUINYECKUX IOPUJINYECKHE TOKYMEHTBl  [[IOJITOTOBKH OTJEJIBHBIX
JIOKYMEHTOB, ITpaBujia pa3IMYHbIX TUIIOB BUJIOB FOPUINYECKUX
MOJIrOTOBKH OTJENIBHBIX JIOKYMEHTOB
BUJIOB FOPUINYECKUX
JIOKYMEHTOB
[Nosermennsiii  |I1K732: TpeGoBanus k [1IK7y2: pa3pabaTsiBaTh I1K7B2: opranuzauuu
JOKYMEHTOOO0POTY B IOPUJINYECKHE TOKYMEHTBl |JOKYMEHTOO0O0pOTa B
pa3IMYHBIX chepax JUISl KOHKPETHOM 00JaCTH  |[KOHKPETHOU 00J1acTh
IOPUINYECKOM npodeccuoHaIbHON IOPUINYECKOH 1€ TeNbHOCTH
JIeSITENIbHOCTH JIeSITEJIbBHOCTH
6.3. IlTacmopT OLIEHOYHBIX MATEPHAJIOB
Ne | HaumeHoBaHuHe TeMbl KonTposanpyembie Bua konTpossi/ucnonb3yembie
n/nm | (pasaeja) IUCHHUIINHBI IVIAaHUPYeMbIe OLICHOYHbIE CPEACTBA
pe3yabTaThbl 00yyeHus B
COOTHOIIICHUH C . .
Texkymmi IIpoMe:xxyTOYHBIH
pe3yjbTaTamMu 00y4eHust
10 MporpaMme
1. OCHOBLL SHAHMI © OI1IK631, OIIK632, O1eHKa T0KIa10B 3a4eT
N OIIK6yl1, OIIK6y2, YcTHBIT onpoc
IOKYMEHT00GOpOTE B OIIK681, OIIK6B2, TectupoBanue
- [1IK731, TIK732, I1IK7y1,
[1K7y2, 11K781, IIK782
2.  |[FOpumnueckwnii nokyment c |OITK631, OITK632, OneHka 10KJ1a70B 3auer
TOuYKH 3peHus orpaciesoro (OIIK6yl, OIIK6y2, YcTHBIT onpoc
HopmaruBHO-TipaBoBoro  (OIIK6B1, OIIK6B2, TectupoBanue
peryJMpoBaHus [1IK731, TIK732, IIK7yl1,
[1K7y2, I1IK781, ITK782

6.4.0ueHO0YHBbIC MAaTEPHAJIBI IS TEKYLIEr0o KOHTPOJIS

IIpumepHasi TeMaTHKA 10KJIA/10B

Pa3znea nucuuniauabsl | TemMbl

o 1. TlousTHe MOKYMEHTA U IEIOIIPON3BOJICTBA.
OCHOBBI 3HAHUIL O JIOKYM A p A o
2. TloHsATHE COBPEMEHHOTO JOKYMEHTHPOBAHUS yIPaBICHUECKOM
JIeJIONPOU3BOJICTBE U
NeSATEeTLHOCTHIO. 3HAUEHHUE U POJIb JOKYMEHTAITMOHHOTO 00eCTIeueHuUs
JIOKYMEHTO000poTE B -
yIPaBICHUYECKON JAEITeTbHOCTHIO.
IOPUCTIPYACHIIUN "
3. TloHsaTue uHpOpPMAIUH, TOKYMEHTHPOBAHHON HH(OPMAITHH.




3HavYeHHE TOKyMEHTa U OpTaHU3aIiK paboThl ¢ JOKYMEHTaMH B
Pa3TUYHBIX 00JACTSIX IOPUCTIPYICHITUH.

YHuUKaMs U cTaHAapTH3anus J0KyMeHToB. [IpaBuia opopmiieHwus
nokyMeHTOB. TpeboBanus kK opopMIeHHIO TOKyMEHTOB. CocTaB
PEKBU3UTOB JJOKYMEHTOB. BllaHKU TOKyMEHTOB.

HcTounnku mpaBoOBOTO PETYIUPOBAHUS JEIOTPONU3BOJICTBA U
JTOKYMEHTO000pOTa.

HopmaruBHo-nipaBoBas 6a3a, periaMeHTupyomas padoty ¢
nokymMeHTaMu. OCOOCHHOCTH JJOKYMEHTOB, ITPEIbSIBIIIEMbIC B
3aBHCUMOCTH OT OTPACJICBOH MPHHAIC)KHOCTH JOKyMEHTa. Buibl
JOKYMEHTOB. Jl0Ka3aTenbCTBEHHOE 3HAYEHUE JIOKYMEHTOB.

IOpuanueckuit
JOKYMEHT C TOUKH
3pEHHsI OTPACIEBOTO
HOPMAaTHUBHO-IIPABOBOTO
PETyIHPOBAHHUS

~

10.

11.

12.

13.

14.

15.

OpraHu3anOHHO-TIPABOBBIE JIOKYMEHTHI: OHATHE, (DYHKIIMU U
0cobeHHOCTH. Posb opraHu3almoHHO-TIPaBOBBIX JOKYMEHTOB B
KHU3HEIEATSILHOCTH OpPraHu3aliu.

Bubl opranuzaninoHHO-IIPaBOBBIX JOKyMeHTOB. [IpaBuia
COCTaBJICHUS U OPOPMIICHHSI OPTaHU3aLMOHHO-TTPABOBBIX
JOKYMEHTOB. YcTraB opranuzanuu. [lonoxenue o CTpyKTypHOM
noapasnaenieHnu opranuzanui. [lItatnoe pacniucanue. [IpaBuina
BHYTPEHHEr0 TPYAOBOTO pacropsaaka. MHCTpyKIuu o oTeIbHbIM
BUJIAM JESTEIbHOCTH. J{OIKHOCTHBIE HHCTPYKIIHH.
HopMmaTtuBHO-1IpaBOBBIE aKThI, COIEpKAIIUE TPEOOBAHUS K KaJPOBBIM
JTOKyMeHTaM. BHIIbI JOKYMEHTOB 110 TUYHOMY cOCTaBy. TpeboBanue
K 0(OpMIICHHIO TPYIOBOTO 1oroBopa. OdopmiieHue mpruema Ha
paboty. JIoKyMeHTbI, IpeabIBIsiEMbIE IPH ITPUEME Ha PadoTYy.
TpeboBanusi, mpexbsABISIEMBI K TOKyMEHTaM MU IIpHeMe Ha padoTy B
MIPaBOOXPAaHUTEIbHBIE, Cy/IeOHbIE, TOCYapCTBECHHBIE OPTaHBbI.
JInunas kapTouka padotauka. TpynoBas kHkka. [IpaBuna
oopmIeHHs U BeleHUS TPYAOBBIX KHIKEK.

[TonsTue kondunenmansHoi nudopmanmu. HopmMatuBHO-1paBoBOE
perynupoBanue. Buabl KOHQUACHIIHATBEHBIX JOKYMEHTOB.
JIOKyMEHTBI, COfiepKalllie rocyJapCTBEHHYIO, CIyKEOHYI0 TaliHy,
MEPCOHABHBIE TAaHHBIE U OCOOCHHOCTH OpTraHU3aIiK paboThI ¢
HUMH.

JIOKYMEHTBI, coJiepKallie KOMMEPUECKYIO TaliHy U paboTa ¢ HUMHU.
Opranuzanus padoTsl O 3alIUTe KOH()UECHIIUANIBHBIX TOKYMEHTOB
OT HECAaHKIIMOHUPOBAHHOTO JIOCTyMA. XpaHEHHE, apXHUBHPOBAHUE H
YHUYTO)XXEHUE KOH(UACHIUAIBHBIX JOKYyMEHTOB. OTBETCTBEHHOCTh
3a pasrianieHne KOHQpUIeHINAIBHON HH(pOpMAIIHK.

ObecnieueHne 3aUThl OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIIA MPU
AJIEKTPOHHOM JIOKYMEHTO000pOTE.

ITonsaTtue nporueccyansHoro Jokymenra. [IporeccyanbHble
JOKYMEHTHI B TPOXKJAaHCKOM CYAOMpPON3BoIcTBE TpeOoBaHus K
IPOIECCYaIbHBIM IOKYMEHTaM B COOTBETCTBUU C JEHCTBYIOIIUM
3aKOHOJIaTEILCTBOM.

JIOKyMEHTBI, THHIIAUPYIOIINE CyAeOHOe pa30npaTeIbcTBO B
rpaxjaaHckoM npouecce. Vckooe 3asBnenue. IIpotokon cyaeGHOrO
3aceIaHusl.

Cyne6nbie nmocranosnenus. Tpeboanue k opopmienuto. Cocra
PEKBU3HTOB.

JIOKyMEHTHI 110 JiefiaM 00 aAMUHUCTPATUBHOM IPaBOHAPYILIEHUH.
Busl JOKyMEHTOB, HOPMAaTHBHO-TTPABOBBIE TPEOOBAaHUS K
odopmIIeHHIO.

Jloka3zaTenbCTBEHHOE 3HAUEHHE JJOKYMEHTOB B aIMHHHCTPATHBHOM
MIPOU3BO/ICTBE.

JIOKyMEHTBI B YTOJIOBHOM IIPOIIECCEe: BUIBI, HOPMAaTHBHO-TIPABOBEIC
TpeboBaHMS K 0OPMIICHHIO, 0COOCHHOCTH O(hOPMIICHUS B




16.

17.

18.

19.

20.

21.

22.

23.

3aBMCHUMOCTH OT CTaJIMY YrOJOBHOTO MTpoLecca.

TpeboBanust K HOTapHaIbHBIM TOKyMeHTaM. HopmaTtuBHO-IIpaBoBOE
perynupoBanue. SI3bIK HOTapUAIBbHOIO JEJIONPOU3BOACTBA. JInuHas
neYaTh, IITAMITBI U OJJAHKH HOTapHyca.

TpeboBaHMsI K JOKYMEHTaM, IPEICTaBIAEMbIM JJIs1 COBEPLICHUS
HOTapUAJIBbHBIX NeUCTBUI. DOPMBI pEECTPOB PErUCTPALIUU
HOTApHUAJIbHBIX JE€HUCTBUI, HOTApPUAIbHBIX CBUJIETEIIBCTB,
yIOCTOBEPUTENbHBIX HaANUCeH. Bpimaua ny0auKkaToB HOTapUAIbHO
YIIOCTOBEPEHHBIX TOKYMEHTOB. Y JOCTOBEPEHHUE CHENOK.

ITopsinok obGecnieueHus A0Ka3aTeNbCTB, HEOOXOAUMBIX B Cllydyae
oOpalieHus: B Cy[ WIN aJIMAHUCTPATUBHbIC OPTaHbI.

JIOKyMEHTBI, MOATBEPKAAOLIME cTaTyc aaBokara. CoryanieHue Ha
OKa3aHue I0pUINYeCKOi momMouy. /JoBepeHHOCTh Ha BEIEHNE
cyneOHoTo Jena.

AnBokarckoe ocke. Opranusanus padoThl ¢ JOKYMEHTAMH,
COJIEPIKalIMMH aJBOKATCKYIO TalHYy.

HopmartuBHO-1IpaBoBbIe TpeOOBaHUS K Cy/1eOHOMY
JIeJIOTIPOU3BOICTBY, YCTAHOBJICHHBIE Ul CYJJOB OOIIEH IOPUCIUKIIIH
1 apOUTPaKHBIX CYIOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.

Bubl 1OKyMEHTOB B OpraHax UCIOJIHUTEIbHOW BJIACTH,
HOPMAaTUBHO-TIPABOBOE PETYJIUPOBAHUE B 3aBUCUMOCTH OT YPOBHSI
OpraHa UCIOJHUTEJIBHOMN BJIACTH.

JIOKYMEHTBI B HCIIOJIHUTEIIBHOM IPOU3BOCTBE: BH/Ibl, HOPMAaTHBHO-
paBoBble TpeOOBaHUs. J[OKyMEHTHI, 00€CIIeUHBAOLIUE 3ALUTY
YYaCTHUKOB UCIIOJHUTEIHLHOTO MPOU3BOJICTBA.

Bonpoce! 1Uisl yCTHOTO/THCHbMEHHOT0 ONPoca

Pa3nea nucuunanHbI

Bonpocsl

OcHOBBI 3HaHUH 0O
JIeNIOTIPOU3BOICTBE U
JIOKYMEHTO000pOTE B
IOPHUCTIPYACHLIUU

7.
8.

10.

11.

12.

[ToHATHE TOKYMEHTA U IETONPON3BOJICTBA.

IloHATHE COBPEMEHHOTO TOKYMEHTHPOBAHUS YIPaBIEHYECKON
JeSITeTbHOCTHIO. 3HAYCHUE U POJIh JOKYMEHTAITMOHHOTO 00eCTICUeHHS
yIIpaBJIEHYECKOH 1eATETbHOCTBIO.

[TonsTre nudopmannu, T0KyMEHTUPOBAaHHONW HH(POPMAIUH.
3HayeHue TOKyMEHTa U OpraHu3aliy padoThl ¢ JOKYMEHTaMHU B
pa3IMYHBIX 007IaCTAX FOPUCTIPYACHIINH.

YHudukanus u cranaapTuzanus 10kyMeHToB. [IpaBuna opopmieHus
JNOKyMeHTOB. TpeOoBaHus K 0popMIIEHHIO TOKyMEHTOB. CocTaB
PEKBU3UTOB JJOKYMEHTOB. bllaHKH TOKyMEHTOB.

WcTouHMKH TTPaBOBOTO PETYIIMPOBAHUS JICTONPON3BOJICTBA U
JOKYMEHTO0000pOoTa.

HopmaTtuBHO-TipaBoBas 6a3a, perjaameHTUpyomas padoTy ¢
nokymMeHTaMu. OCOOEHHOCTH JJOKYMEHTOB, ITPEIbsIBIIIEMbIE B
3aBUCUMOCTH OT OTPACIIEBON MPUHAJIEAKHOCTH JOKYMEHTa. Buib
JOKYMEHTOB. JloKa3aTenbCTBEHHOE 3HAaUEHUE JIOKYMEHTOB.

OCHOBBI 3HaHHI O
JIeNIOTIPOU3BOICTBE U
JIOKYMEHTO000pOTE B
IOPUCTIPYACHLIUT

13.
14.

15.

16.

[ToHATHE TOKYMEHTA U IETONPON3BOJICTBA.

[loHATHE COBPEMEHHOTO JOKYMEHTHPOBAHUS YIPaBICHYECKON
NEeSITeNIbHOCThI0. 3HAUEHUE U POJIb JOKYMEHTAI[MOHHOTO 00ecrieueHus
yIIpaBJIEHYECKOH JIeATETbHOCTBIO.

[TonsTre nndopmannu, T0KyMEHTUPOBAaHHONW HHGOPMAIUH.
3HayeHue TOKyMEHTa U OpraHu3aIK padoThl ¢ JOKYMEHTaMHU B
pa3IM4YHBIX 00IaCTAX FOPUCTIPYACHIINN.

YHudukanus u cranaaptuzanus 10kyMenTos. [IpaBuia opopmienus
ToKyMeHTOB. TpeboBanus k opopmieHuto 1okymeHToB. CocTaB




PEKBU3UTOB JOKYMEHTOB. bilaHKH TOKyMEHTOB.

17. VicTouHuKY PAaBOBOTO PEryJIMPOBAHUS CIONPOU3BOJICTBA U
JIOKYMEHTO000pOTA.

18. HopmaTtuBHO-1IpaBoBas 6a3a, peraaMeHTHpYoIas paboTy ¢
nokyMmeHTaMu. OcOOEHHOCTH IOKYMEHTOB, IPEIbsBISIEMbIE B
3aBUCUMOCTH OT OTPACJIEBOM MIPUHAIUICKHOCTU JOKYMEHTA. Buasl
JOKyMeHTOB. Jloka3zaTenbCTBEHHOE 3HAYeHHE JOKYMEHTOB.

3aganus 1J151 TECTUPOBAHMS 10 IMCHUIINHE J1JI51 OLeHKH ¢(POPMUPOBAHHOCTH
koMneTeHuuii pasmemensl B JUOC CI'JY,
https://Ims2.sseu.ru/course/index.php?categoryid=514

K nokymenTtam, periaMeHTUPYIOIIMM TpeOOBaHHMA K OpraHu3alMd JOKYMEHTOO0OpoTa U
JIeTTOTIPOU3BOICTBA B Cy/ie OOIIEH IOPUCIUKIINA OTHOCSTCS:

['paxkmanckuii mpoieccyaibHbIN KOJEKC

I'pasxxnanckuit Kogeke

I'OCT P 7.0.97-2016 «Cucrema craHmapToB mo HH(pOpManuu, OMOJIMOTEYHOMY U HU3/1aTEIHLCKOMY
nemy.  OpraHu3alliOHHO-PacHOpsIIMTENbHAS — JAOKyMEHTamus. TpeboBaHus K  O(OpMICHHUIO
JIOKYMEHTOB»

WHCTPYKIUS 110 CYyJI€OHOMY JIEIONIPOU3BO/ICTBY B PATOHHOM CY/I€

(yrB. mpukazom CyznebHoro nenapramenta npu Bepxosaom Cyne PO ot 29 anpens 2003 r. N 36)

YTo HE OTHOCUTCS K yUPEIUTEIbHBIM TOKYMEHTaM IOPHINYECKOTO JIUIA:
IIPOTOKOJI COOpaHUs yupenuTenen

ycTaB

Y4pEOUTENBHBIA TOTOBOP

[TonoxkeHue 0 CTPYKTYpHOM MOAPA3AECICHUH — ITO:

IIPaBOBOM aKT, KOTOPBIH YCTaHABIMBAET CTATyC, (DYHKLMH, [IpaBa, 00S3aHHOCTH U OTBETCTBEHHOCTh
CTPYKTYPHBIX IOJIpa3ie/IeHui WJIK UHBIX OPTaHOB

NpaBOBOM aKT, KOTOPBIM oOIpenenseT cTaTyc OpraHu3aluy, ee 3adadyd ¥ (QYHKLIUU, IpaBa,
OTBETCTBEHHOCTb, ITOPSJIOK JAEATEIbHOCTU

JIOTOBOP, CTOPOHBI KOTOPOTo OOS3YIOTCS €O37aTh IOPHIMYECKOE JIMIIO0 M YCTAHABJIMBAIOT MOPSIO0K
COBMECTHOM JI€ATEIbHOCTU 110 JAaHHOMY (paKTy

JlaToi TOJKHOCTHOM MHCTPYKIIUH SIBJIAETCS AaTa:
€€ YTBEPKIACHHUS

€€ COCTaBJICHUS

03HAKOMJICHHUS C HeHl paboTHUKA

[TpaBoBOIi aKkT, B KOTOPOM OTOOpa)kaeTcst MOPSIIOK AESTETbHOCTH PYKOBOJACTBA OpraHU3allii, a paBHO
KOJIJIETHAJIBHOTO WJIM COBEIIATEIBHOTO OpraHa — 3TO:

perjgamMeHT

LITAaTHOE pacIUCaHue

ycTaB

ITo cdepe cBoero necTBUS pacoOpsAUTEIBHBIE TOKYMEHTHI JISSATCS Ha!
dbenepanbHOTO yPOBHS, PETHOHATBHOTO YPOBHS, IPABOBBIC aKThl OPTaHU3AIIHIA
KOJUICKTUBHBIC U HTHAVBUAYAJIbHBIC

MIPaBOBbIE AKTHI OPTaHU3ALMNA, TPABOBBIE AKThI UX CTPYKTYPHBIX MOAPA3AEIICHUN

Pacnopsixenue uznaercs:

€TUHOJINIHO

KOJIJIETHAIBEHO

B YCJIOBHUSIX BEJJOMCTBEHHOTO PETYJIUPOBAHUS




Komus gactu qokyMeHTa, KOTOpas 3aBepeHa B ONPEACTICHHOM MOPSIIKE, TO:
BBINTHCKA

JIIEKTPOHHASI KOTIHS

nyomuKaT

Pacnonoxxenue peksusuta «I['epd cyopekra PDOy» Ha JOKyMeHTE periiaMeHTUpyeTCs:

TpynoBsiM Kofexkcom PO

[IpaBUJIaMu TPYAOBOTO pacropsiaKa

IIOCTaHOBJICHUEM IIpaBUTENbCTBA PO

®denepadbHBIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 mekadbps 2000 r. N 2-®K3 "O I'ocymapcTBeHHOM
rep6e Poccuiickoit ®enepammu”

He sBnsiercss AOKyMEHTOM, KOTOPbI HHULUUPYET PEIICHUE:
IIPOEKT TOKYMEHTA

3aKJIIOYEHUE

JIOKJIa/THAs 3alMCcKa

YeM BHEIIIHE OTJIMYACTCS MPOCKT JOKYMCEHTA OT €0 OKOHYATCIIbHOTO BApUaAHTA:

HaAMHCBIO «ITPOCKT» B BEPXHEM II0JIC CIIpaBa

ITPOCKT HEC 0013aTeNLHO O(i)OpMJ'IHTB B TaKOM ke (l)opMe, Kak 6y,£[y1l[PII>i JOKYMCHT, JOCTAaTOYHO CaMOro
TCKCTAa

IIPOCKT O(i)OpMJ'IHGTCH Ha Cli€CuaJIbHOM OnaHKe

Kaxkast yacTh OCTaHOBIJIEHHSI COAEPKUT HOPMATUBHBIE MOJIOKEHUS WIH IOPYUYEHUS:
pacnopsaauTeNnbHas

KOHCTaTUPYIOLIast

BBOJIHAS

B coctas I/IH(i)OpMaIII/IOHHO-CHpaBOLIHI)IX JAOKYMCHTOB HC BXOAUT:
YKa3aHue

JOKJIaaHas 3aIliucKa

CBOJKa

Bun wuHbOpManMOHHO-CIIPAaBOYHON  JOKYMEHTAIMM, SBJSIOMICICS  CIOCOOOM  OMEpaTUBHOTO
WH()OPMAIIMOHHOTO OOMEHA MEXKy OpPTaHU3aIUSIMU, Ha3bIBACTCS:

MIEPENUCKON

JIOKYMEHTaIUel 715 ClTy>KeOHOTO MOJIb30BAHUS

CTaTUCTUYECKOW OTYETHOCTHIO

UYro npezacraBnseT co0oif 3asBIeHUE B JOKYMEHTOOOOPOTE OpraHU3aIiH:

9TO JOKYMEHT, KOTODBI aJIpecoBaH [OHDKHOCTHOMY JIMIy M COJIEPKUT KaKyl-THOO TpochOy
paboTHHKA

ATO JOKYMEHT C MPEIOKCHUEM Ha3HAYUTh, IEPEMECTUTD WIIH MOOIIPUTH PAOOTHHKA

9TO JOKYMEHT, OOBSCHSIONIMI MPUYUHBI CIYYUBIIETOCS, KOTOPBIM COCTaBIsieT PaOOTHHK Ha HMS
PYKOBOJIUTEIIS

UYTto He ABJISIETCS NPU3HAKOM aKTa:

cocTaBlieHHe B CBOOOIHOM (hopme

YCTaHOBJICHHE (PAaKTUIECKOTO COCTOSIHHE JIe)I M OTPAKEHUE €r0 B aKTe
KOJIJIETHAJIbHOCTh COCTABIICHUS

K xagpoBbIM JOKyMEHTaM OTHOCATCS:

rpa)<AaHCKO-TIPaBOBOM JIOrOBOP Ha BBINOJIHEHHUE PadOT, OKa3aHUE yCIyT
TPYIOBOH JOTOBOP

WHCTPYKITUS TI0 CyJIeOHOMY JICIIONIPOU3BO/ICTBY B PAHOHHOM CY/I€
MPOTOKOJ 00 a/IMUHUCTPATUBHOM TIPABOHAPYIIICHUH



JloKyMEHTBI, KOTOpbIE€ U3/1aHbl BHYTPU YUPEXKACHUS U OTIPABIEHBI 32 €r0 MpeIeibl JUisl pyKOBOACTBA
HIDKECTOSIIIIMM OpraHaM YIIpaBJICHHUS JUOO B HENSIX HCIOJHEHHUS MHCbMEHHBIX YKa3aHWUU BbICIIEH
WHCTaHLIUU, HA3bIBAOTCSL:

UCXOJSIIUMU JOKYMEHTaMHU

BXOJISIIIIMMH JIOKYMEHTaMU

MPENUCKON

Yro BKIItOYAET B ce0s1 TEXHUUECKOE UCTIOIIHEHUE JOKYMEHTA:

HOJTrOTOBKY NMPOEKTa JOKYMEHTa, HA0Op M pacleyaTrKy TeKCTa MPOeKTa, KOPPEKTUPOBKY COJEPIKAHUS
JIOKYMEHTA II0CJI€ COIIacOoBaHuUs, 0(opMiIeHHE (PUHAIBHOTO BapHaHTa T0KyMEHTa

IIPEIOCTABIIEHUE PACIIEYaTAHHOTIO IIPOEKTa JOKYMEHTA PYKOBOIMTEIIO HA COIJIAaCOBAHUE, YCTPAHEHUE
HETOYHOCTEH, HA0OP OKOHYATEIBHOIO IOKyMEHTa

COCTaBJICHUE JIOKYMEHTAa Cpa3y B OKOHYATEJIbHOM BapHaHTE, €ro IOJANHUCAHUE y PYKOBOIUTENS,
OTIIpaBKa JOKYMEHTa ajipecaTry

Korna 10KyMeHT sBIJII€TCSA NUCIIOJHEHHBIM:

KOIZla pacCcMaTpuBaeMbld B JOKYMEHTE BOIPOC pPA3pelleH IOJHOCTbIO M IIEpElucKa 10 HEMY
3aBepllcHa

KaK TOJIBKO JOKYMEHTY IIPUCBOEH PETUCTPALIMOHHBIN HOMEP

KOIZla TOKYMEHT IIOJIy4YeH KOHEYHBIM a{pecaToM

6.5. OueHo4Hble MaTepUAJIbI 1JIS1 IPOMEKYTOUHOM aTTecTalluu

DoH/1 BOIIPOCOB /IJIs1 MPOBeIeHHs IPOMEKYTOYHOT0 KOHTPOJIs1 B (hopme 3aueTa

Pa3nes qucnuniinnabl |Bonpocsl

1. TlonsTHe nOKyMEHTa U AEIONPOU3BOACTBA. MicTopus co3manus
JTIOKYMEHTA.

2. TloHsATHE COBPEMEHHOTO JOKYMEHTHPOBAHUS yIIPABICHUECKOM
JeSATEIbHOCTHIO. 3HAUEHHUE U POJIb JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBiIeHYECKOMN IS TEIIbHOCTHIO.

3. Tlonsarue uHpopMauu, TOKyMEHTUPOBAHHON HH(OPMAITHIH.
3HavyeHHe TOKYMEHTa U OpraHu3aIii paboThl ¢ JOKYMEHTaMH B

OcCHOBBI 3HaHUH O pa3IUYHbIX 0071aCTAX IOPUCTIPYACHIINU.
JEeJIONPOU3BOACTBE U 4. Vuaudukauus u cTaHgapTuzanus JoKkyMeHToB. [IpaBuia
JIOKYMEHTOO0O0pOTE B oopmienus 10KyMeHTOB. TpeboBaHUs K 0(OPMIIEHUIO
FOPUCTIPYAECHUIUU nokymMeHTOB. COCTaB PEeKBU3UTOB JOKYMEHTOB. biianku
JIOKYMEHTOB.
5. HcTouHMKHM paBOBOTO PEryIUPOBaHMS JIEIONPOU3BOICTBA U
JOKYMEHTO0000pOoTa.

6. HopmarmBHO-TIpaBoBas 0a3a, peryiaMeHTUPYIOIIas padoTy ¢
nokyMmeHTaMu. OCOOEHHOCTH TIOKYMEHTOB, MPEIbsIBISIEMbIE B
3aBHCHMOCTH OT OTPAClIeBOM MPUHAICKHOCTH JOKYMEeHTa. Buibl
JOKYMEHTOB. JloKa3aTenbCTBEeHHOE 3HAYCHUE IOKYMEHTOB.

IOpunuecknii 7. OpraHu3alMOHHO-TIPABOBBIE JOKYMEHTHI: OHATHE, QYHKIUHU U
JIOKYMEHT C TOYKH ocoOeHHOoCTH. PoJib OpraHn3aliMOHHO-TIPABOBBIX JOKYMEHTOB B
3pEHUs OTPACIIEBOTO KU3HENESITEIIbHOCT OpraHu3aliy.

HOPMAaTUBHO-IIPaBOBOI0 8. Bujpl opraHu3anmoHHO-IIPaBOBBIX TOKYMEHTOB. [IpaBuiia
perynupoBaHus cocTaBJIeHUS U 0(OPMIICHHUS OPTaHNU3alMOHHO-TTPABOBbIX

JOKYMEHTOB. YcTaB opranu3anuu. [lonoxenne o CTpyKTypHOM
MOJIpa3/IeIeHU OpraHu3aIlny.

9. HlrarHoe pacnucanue. [IpaBuia BHyTpEHHETO TPYAOBOTO
pacniopska. MHCTpyKIIMU 110 OTAEIBHBIM BUIAM IS TEIbHOCTH.
JIOMKHOCTHBIE MHCTPYKITUH.

10. HopMaTuBHO-TIpaBOBBIEC aKThI, COACPIKAIIIE TPEOOBAHUS K




11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27

KaJpOBBIM JIOKyMEHTaM. Bupl JOKyMEHTOB 10 TUYHOMY
cocraBy. TpeboBanue Kk 0OpMIICHUIO TPYAOBOTO JOTOBOPA.
Odopmiienne npueMa Ha paboty. JloKyMeHTBI, IpeAbsBIsEMbIE
IIpU IpreMe Ha padoTy.

TpeboBanust, npeabsBIsieMbl K JOKYMEHTaM IIpH IIpHEMe Ha
paboTy B MpaBOOXpaHUTENLHBIE, CY1eOHbIE, TOCYJapCTBECHHbIE
OpTraHBbl.

JInunast kapTouka padotnuka. TpynoBas kanxka. [IpaBuia
oopMieHNs U BeIeHHs TPYAOBBIX KHIKEK.

[Tonstue koHpuaeHnMaIBHON HHDOpMarmu. HopMmaTtusHo-
MIPaBOBOE peryirpoBanue. Buibsl KOHQHUISHIMATHHBIX
JIOKYMEHTOB. JIOKYMEHTBI, COJIepKalllie FOCy1apCTBEHHYIO,
CIIy’)keOHYIO TaliHy, IEPCOHATbHBIC JAHHBIE U OCOOCHHOCTH
opraHu3anuu paboThbl ¢ HUMH.

JIOKyMEHTBI, COfiepKalie KOMMEPUECKYIO TaliHy U paboTa ¢
HUMH.

Opranu3zanus paboThI MO 3aUTe KOH(DHUICHITUATBHBIX
JOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOI'O 10CTyIa. XpaHEHHUE,
apXMBHPOBAHNE M YHUUTOKEHNE KOH(DUICHINAIBHBIX
JOKYMEHTOB. OTBETCTBEHHOCTb 3a pa3rilallleHue
KOH(pHUACHIIMAIBHON HH(pOpMAIUH.

ObecnieueHne 3aLUUThl OT HECAaHKIIMOHUPOBAHHOTO JJOCTYIIA MPU
AEKTPOHHOM JJOKYMEHTOO0OpOTE.

[TonsaTue npoueccyanbHoro Jokymenra. [Ipoueccyaibhble
JIOKYMEHTBI B IPaXKIaHCKOM CyI0Ipou3BoOCTBE TpeOoBaHus K
IpOLECCYyalIbHBIM IOKYyMEHTaM B COOTBETCTBUU C JEHCTBYIOIUM
3aKOHOJATEIBCTBOM.

JIOKyMEHTBI, THULIUUPYIOIIKE CyAeOHOe pa30npaTesIbCTBO B
rpaxaHckoM rnporecce. VckoBoe 3asBinenue. IIporokon
cyaeOHOro 3aceanusl.

CyneGnble mocraHoBieHus. TpeboBanue k opopmieHuto. Cocras
PEKBU3UTOB.

JIOKYMEHTHI 110 JienaM 00 aIMUHUCTPATUBHOM IIPAaBOHAPYILLIEHUH.
Busl 10KyMEHTOB, HOPMAaTUBHO-TIPABOBbIE TPEOOBAaHUS K
0(pOpMIIEHHUIO.

Jloka3zarenbCTBEHHOE 3HaUeHHE JJOKYMEHTOB B
aJIMUHUCTPATHUBHOM ITPOU3BO/ICTBE.

JIOKyMEHTBI B YTOJIOBHOM IIpOLiecce: BUAbI, HOPMaTUBHO-
IpaBoOBbI€ TPeOOBAHUS K 0()OPMIICHHIO, 0COOEHHOCTH
oopmieHns B 3aBUCMOCTH OT CTaJIMU YTOJIOBHOT'O Mpoliecca.
TpeboBanust kK HOTapuadbHBIM JOKyMeHTaM. HopmaTtusHO-
MIPaBOBOE PEryIMpOBaHue. SI3bIK HOTAPHAIBHOIO
JIeJIONpOou3BO/CTBA. JIMUHas nevarh, MITaMIIbl U OJIaHKU
HOTapHyca.

TpeboBanus Kk TOKyMEHTaM, IPEICTABISEMbIM JIJIsl COBEPIICHUS
HOTapHaJIbHBIX ACUCTBUI. DOPMBI peecTpOB perucTpanuu
HOTapHaJIbHBIX ACUCTBHUI, HOTAPUATBHBIX CBUICTEIHCTB,
yJIOCTOBEpUTENbHBIX Haamucell. Brinaua n1ydmukaToB
HOTAapUaIbHO yJOCTOBEPEHHBIX JOKYMEHTOB. ¥ JOCTOBEPEHUE
CZIETIOK.

[Topsnok obecnieueHus: J0Ka3aTeNbCTB, HEOOXOAUMBIX B CITyyae
oOpalleHus: B Cy[ WIN aJIMUHUCTPATUBHbIE OPTaHbI.
JIOKyMeHTBI, MOATBEpKIaloNIKe cTaTyc afaBokaTa. CorameHue
Ha OKa3aHUe IPUINYECKON moMouIy. /[loBepeHHOCTh Ha BEIEHNE
cyneOHOTO ena.

. AnBokatckoe nocbe. Opranusanus paboThl C TOKYMEHTaMH,




COZIepIKaIIIMH aIBOKATCKYIO TalHYy.

28. HopmaTuBHO-TIpaBOBbIE TpeOOBaHUS K Cy/IeOHOMY
JETIONPOU3BOCTBY, YCTAHOBJICHHBIE [T CYI0B 00IIeH
IOPUCIUKIIUHN U apOUTPAKHBIX CYI0B. DIEKTPOHHBIH
JTOKYMEHTOO0OPOT.

29. Buapl JOKYMEHTOB B OpraHax MCIOJHUTEIBHON BIacTH,
HOPMAaTHBHO-TIPABOBOE DPEryJIUPOBAHUE B 3aBUCHMOCTH OT
YPOBHS OpraHa MCIOJIHUTEILHON BIACTH.

30. JIoKyMeHTBI B HCIIOJIHUTEIHHOM POU3BOCTBE: BUIBI,
HOPMAaTHBHO-TIPABOBBIC TpeOOBaHUsA. JlOKyMEHTHI,
o0ecreunBaroLye 3alUTy Y4aCTHUKOB UCIIOHUTEIBHOTO
IPOM3BOJICTBA.

6.6. HIkajuasl

U KpHUTepUMH OLEHHBAHMA MO (opMaM TeKyllero KOHTPOJIS W

MPOMEKYTOYHOM aTTeCTALMHU

IlIxaja ¥ KpUTEPUH OLICHMBAHUS

Ounenka Kpurepun oueHuBanusi 1J51 MEPONPUATH KOHTPOJISI ¢ TPUMEHEHUEM
2-X 0AJLIbHOM CHCTEMBbI
«32YTEHO» OIIK631, OIIK6y1, OIIK681, I1K731, [IK7y1, IIK7B1

«HE€ 3a4YTECHO»

Pesynbrarel 00y4yeHus He c(hOpMHUPOBAHBI HA IOPOTOBOM YPOBHE




