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1. MACIIOPT MPOTPAMMBI MPO®ECCHUOHAJBHOTO
MOJIVJIS

1.1 O6aacTh NpuMeHeHUs1 padoyeil mporpaMmbl NPo¢ecCHOHATBHOT0 MOIYJIA

PabGouass mporpamma mnpodeccuonanbHoro moayns I[IM.04. BeimonaHeHue
paboT MO JOJKHOCTSIM CIY>KalllUX SBJISIETCS YaCThIO MPOrpPaMMbl MOATOTOBKH
crnenuancToB cpeaHero 3BeHa B coorBeTcTBUH ¢ @I'OC CIIO mo cnennanbHOCTH
40.02.04 HOpucnpyaeHuuss B 4YacTH OCBOEHHS BHAa mHpodeccuoHaIbHOM
nesitenbHocTH (BIT): Beimonuenne pabotno npodeccun «Jlenonpon3BoAUTEIb U
«Koaugukarop», u cooTBETCTBYIOMUX NMpodeccruoHanbHbx komnereHui (11K):

[enu u 3agaun mpoeccuoHaIbHOTO MOYJIs, TPEOOBAHUS K pe3yJibTaTaM

OCBOEHUS POPECCUOHATBHOIO MOTYJIS:

C nenbio oBNaieHUs: BUAOM NPodeCcCUOHATIBHON AESITeNbHOCTU BhInonHeHe
paboT MmO  AOKHOCTH  ciayxkamero 21299  JlenonpousBoauTeNlh |
COOTBETCTBYIOIIMMU MPO(PECCUOHATBHBIMU KOMIETEHIIUAMU 00yUYatOIIUiCs B X0/1€
OCBOEHHSI MPOPECCUOHATBHOTO MOTYJISA JOJIKEH:

MMETh NIPAKTUYECKUH OMBIT:

OCYUIECTBJIEHUS U JOKYMEHTHUPOBAHUS ONEPALMIA IO TBUKEHUIO TOKYMEHTOB
Ha IPEANPUATUH.

YMETB:

- [PUHUMATh U PErHCTPUPOBATH KOPPECHOHJCHIIMIO, HAMNPABIATH €€ B
CTPYKTYpPHBIE [TOIPA3/ICICHUS;

- B COOTBETCTBHH C PE30TIOLNEH PYKOBOAUTENEH IPEANPUATHS IEPEIABATh
JOKYMEHThl Ha WCIOJIHEHHE, OQOPMISITh PETrUCTPALMOHHBIE KapTOYKU WM
co3gaBaTh OaHK JaHHBIX;

- BECTH KapTOTEKy y4eTa POXOKACHUS JOKYMEHTAIBHBIX MATEPUAJIOB;

- OCYLIECTBJIATh KOHTPOJb 3@ UX MUCIOJHEHHEM, BblaBaTh HEOOXOAUMbIE
CIPABKH IO 3aPETUCTPUPOBAHHBIM IOKYMEHTaM;

- OTIpPAaBJIATH UCIIOJTHEHHYIO JOKYMEHTAIIHIO 10 aJIpecaTam;

- BECTH Y4YET IIOJAYy4YaeMOW MW  OTIPABIIEMOM  KOPPECIOHIAEHLINH,
CUCTEMATU3UPOBATh U XPAHUTh JOKYMEHTBI TEKYIIETO apX1Ba;

- BecTH paboTy MO CO3JAaHUIO0 CIPABOYHOIO ammapara 1o JOKYMEHTaM,
oOecreynBaTh yA00HBIN U OBICTPBII UX MOUCK;

NOATOTaBIMBaTh M CHABaTh B apXUB MPEINPUATUS JTOKYMEHTAaJbHBIE
MaTepHalbl, 3aKOHYEHHBIE I€JIONPOU3BOICTBOM, PEFUCTPALUOHHYIO KAPTOTEKY WIIH
KOMIBIOTEpHbIE OaHKM JIaHHBIX, COCTaBIISATH ONHUCH JI€J, IEepelaBaeMbIX Ha
XpaHEHHUE B apXMUB;

- obecrieuynBaTh COXPAHHOCTh MPOXOISIICH CIY>KEOHOW ITOKYMEHTAILIHH.
3HATh:

— HOpPMATHBHBIE IIPABOBBIE AaKThl, IOJIOXKEHUS, HWHCTPYKLHH, JPYrue
PYKOBOJSIINE MaTepHallbl M JIOKYMEHThl IO BEICHHUIO JAEJIONPOU3BOJACTBA HA
NPEeANpPUATHH;

— OCHOBHBIE IIOJIOKEHUsT EIWHOW TrocynapCTBEHHOM CUCTEMBI




JEJOMPOU3BOCTBA;

— CTPYKTYPY HPEINPUSATHUS U €r0 MOAPA3ACICHHUI;

— CTaHAApPThl  YHU(MUUIHUPOBAHHOM  CHUCTEMBl  OpPraHU3alMOHHO-
pacropsiAuTEILHON JOKYMEHTAIINHY;

— MOPSIIOK KOHTPOJIS 33 MPOXOKIACHUEM CITYKEOHBIX JOKYMEHTOB H
MaTepHaJoB;

— OCHOBBI OPTaHU3AIUU TPY/Ia;

— IpaBuia HKCILTyaTallMi BHIYUCIUTEILHON U OPTTEXHUKU;

— OCHOBBI 3aKOHO/ATENIbCTBA O TPY/IE;

— MpaBUJia BHYTPEHHETO PaCIopsIKa;

— paBujia U HOPMbI OXpaHbl TPY/a.

C uenbio oBIaIeHHs BUAOM IPO(eCcCHOHaTBHOM IeaTeNbHOCTH Bhinonenue
paboT mo momkHOCTH ciyxaimiero 23406 Koaudukarop M COOTBETCTBYIOIIUMU
npodeCCUOHAIBHBIMM ~ KOMITETCHIIUSIMU ~ OOy4YaroluMicsT B XOJI€  OCBOCHUS
PO EeCCHOHATTEHOTO MOAYJIS TOKEH:

HMMETh NMPAKTUYECKUUN OMBIT: MOAOOpA, XpaHEHHUsI, CACTEMATU3allMi U y4eTa
3aKOHOAATEIBHBIX U HOPMATHUBHBIX MPABOBBIX aKTOB U JJIOKYMEHTOB.

YMETB:

- BbIJIJaBaTh HEOOXOIUMbIE PAOOTHUKAM MPEAIPUSATUS 3aKOHOAATEIbHBIC
Y HOPMATHBHBIC MPABOBBIC IOKYMEHTHI;

- BHOCHUTbH B 3K3EMIUISIPHI 3aKOHOIATEIIbHBIX U HOPMATUBHBIX ITPABOBBIX
JOKYMEHTOB B COOTBETCTBUU C MPUHITBIMU HM3MEHEHUSIMH W JIONOJHEHUSIMU
HEO0OXO/IUMbIE OTMETKHU;

- NOATOTABIIMBaTh 3asgBKM Ha PAa3MHOKEHHE 3aKOHOAATEIbHBIX U
HOPMATUBHBIX IPAaBOBBIX JOKYMEHTOB M PAacChUlaTh HUX MO CTPYKTYPHBIM
NOAPA3AEICHUAM NPEANPUSITHS;

- COCTaBJIATh NIEPEUYCHBb YCTAPEBIIUX JOKYMEHTOB. BECTU YUYET BbIJIauu-
BO3BpAIICHUS JOKYMEHTOB;

- MpUHUMATh HEOOXOAUMBbIE MEphl MO MHCIOJIb30BaHHID B pabote
COBPEMEHHBIX TEXHUYECKHUX CPEJICTB.

3HATh:

- 3aKOHOJATEIbHbIE U HOPMATUBHBIE MPABOBBIC aKThl, IOCTAHOBIICHHUS,
pacropsiKeHHUsl, TMPUKaA3bl, JPYTrde PYKOBOIAIIME MATepUAIbl W JOKYMEHTBHI,
Kacarollrecs: BOIIPOCOB JIEJIONPOU3BO/ICTBA,

- OpaBWJla XpaHEHUsS 3aKOHOJATENbHBIX UM WHBIX HOPMAaTHUBHBIX
JIOKyMEHTOB, TIPUHITUIBI pa3pabOTKU KIAaCCU(UKATOPOB U TOPSIOK MOTH30BAHUS
MU,

- OCHOBBI OpraHU3alluu TPy/a,

- MpaBWJia  DJKCIUTyaTallud  TEXHUYECKHX  CPEJCTB, OCHOBBI
3aKOHOJATENBCTBA O TPY/IE,

- MpaBUjia BHYTPEHHETO TPYJIOBOrO pacIopsiika, MpaBuUjia U HOPMBI
OXpaHbI TPYy/a.




2. PE3VJIbTATBI OCBOEHUS TIPO®ECCUOHAJIBHOTO
MOV

Pe3ynbTraToM OCBOEHHS MPOQPECCUOHAIBHOIO MOMIYJSl SIBJISETCS OBJAJCHHE
oOyyaromumMucs BUaAOM npodeccruoHanbHou nestenbHocTu (BII) - Beimoanenue
paboT o npodeccur ACIONPOU3BOAUTEIb, B TOM unciie npodeccuonanbabiMu (I11K)
u o6mumu (OK) koMneTeHIUsIMU:

Kon HaumenoBanue HaumenoBanue pe3ynbrata 00y4eHus
KOMIICTCHII U
M/K.04.01 BoinosiHeHHe padoT 1Mo J0JLKHOCTH cayxkamero 21299 /lexronpousBoauresb

OK 01 Bri6upath CIIOCOOBI YMeHus: pacmo3HaBaTh  3ajady  W/WIU
perieHus 3aza4 | mpobiaemMy B Ipo(heCCHOHATLHOM H/HITU COIUATBHOM
npodeccuoHanbHOM KOHTEKCTE; aHaJMU3UPOBATh 3a7a4y W/WiIK Ipodiemy
JeSTEeTbHOCTH U BBIICTISATH €€ COCTaBHBIC YACTH; OTIPEIEIATh ATAIIbI
MIPUMEHHUTEIHHO K | pellieHus: 3a7auu; BBISIBIATh U 3(H(HEKTHBHO HCKATh
Pa3IMYHBIM KOHTEKCTaM | MHPOPMALHIO, HEOOXOAUMYIO JUIS PEIICHUS 3a/1a4H
u/un  mpoOJeMbl; COCTaBUTh IUIaH JCHCTBUS,
OTpPEeNeNIUTh HEOOXOIUMBIE  PECypChl;  BIIAJETh
AKTyaJIbHBIMH METOJIaMU paboThI B
npodeccuoHanbHOM u CMEXHBIX chepax;
pearn3oBaTh  COCTABIICHHBIM IJIaH; OLIEHUBATh
pe3yJbTaT W IOCIEICTBUS  CBOMX  JCHCTBUU
(caMOCTOATEIHHO WJIH C TOMOIIbI0 HACTABHUKA)
3HaHMS: aKTyaJbHbIM IPO(EeCCUOHAIbHBIN U
COLIMANIbHBIM KOHTEKCT, B KOTOPOM MPUXOJUTCS
paboTaTh W  KHUTb, OCHOBHBIE  HCTOYHHKH
uH(pOpMallUM W pecypchl i pelleHus 3anad u
nmpoOseM B MPO(PECCHOHATIEHOM W/HJIM COLIMAIEHOM
KOHTEKCTE; QJTOPUTMbI BBIIOJIHEHUS padoT B
npoeCCHOHATLHON M CMEXHBIX 00JIacTsX; METOJIBI
paboThl B mpodeCCHOHATBHON U CMEXHBIX cdepax;
CTPYKTYpY IUIaHa JJIs DPEUICHHs 3aJad; IOPSIO0K

OLICHKH pe3ynbTaTOB perieHus 3aja4
PoECCHOHAIBHON e TETHHOCTH
OK 02 Hcnonp3oBats YMeHus: onpenensaTh 3amadd Uil [OUCKa
COBpPEMEHHBIE  CpEICTBa | MHPOpMAIIUU; ONPEACIISITh HEO0OXOUMBIE
TOMCKa, aHaIM3a Y |MCTOYHUKK WH(OpMalMK; TUIaHUPOBATh MPOIIECC
WHTEpIpeTaIu IOKCKA; CTPYKTYpPUPOBATh MOJTy4aeMyto
uHhopManuu U |MHpOpMAINIO; BBIACIATH HanbOoliee 3HAYUMOE B
nH(pOpMaIIUOHHBIE nepevyHe WHOOpPMAIMK; OLIEHUBATh MPAKTHYECKYIO
TEXHOJIOTHHI JUISL | 3HAUUMOCTh ~ Pe3yJIbTaTOB TMOWCKA; O(OPMISATH
BBINIOJTHEHUS 3a/1a4 | pe3yJIbTaThl TOUCKA
npodeccnoHanbHOMI 3HaHUS: HOMEHKJIATypa WHGOPMAIMOHHBIX
JEeITSILHOCTU HMCTOYHHUKOB, MPUMEHSEMBIX B MPOQECCHOHATBHON
JIeSITCIIbHOCTH; MIPUEMBI CTPYKTYpPUPOBaHUS

uHpopmanuu; ¢dopMat ohOpMIIECHHUS PE3yIbTaTOB
NOKCKa UHPOPMALIUU




OK 03

[InanupoBaTh u
peaT30BbIBAThH
coOCTBEHHOE
npodeccnoHanbHOE u
JMYHOCTHOE pasBuTHE,
PEIIPUHUMATETBCKYIO
JeSITeTbHOCTD B
npodeccnoHaTbLHOMI
chepe, UCIIOJIb30BATh

3HaHUA 10 IIPaBOBOM U
(buHaHCOBON rPaMOTHOCTH
B PAa3JIMYHBIX XU3HEHHBIX
CUTyalUsIX

YMeHus: OnpenensaTh aKTyaJlbHOCTh HOPMATHBHO-
NPaBOBOW JIOKYMEHTallMM B TNPO(ecCHOHATBHOM
JEATEIIBHOCTH; IPUMEHITh COBPEMEHHYIO HAay4HYIO
npoeCCHOHATIBHYIO TEPMUHOJIOTHIO; OMPEIEIATh U
BBICTPaWBaTh  TPAGKTOPUU  MPO(ECCHOHAIBHOTO
Pa3BUTHS U CAMOOOPA30BaHUSA

3HaHMS: COAEPKAHME aAKTyaJIJbHOM HOPMaTHBHO-
IIPaBOBOM JOKYMEHTAlMU; COBPEMEHHAsl HAay4Hasl U

npodeccuoHanbHasi TEPMHHOJOTHS; BO3MOXKHBIE
TPACKTOPUU  MPO(PECCHOHAIBHOTO  pa3BUTHUS U
camo0o0pazoBaHus

OK 04 D¢ dexTuBHO YMeHHs: OpraHu30BHIBaTH pPabOTy KOJJICKTHBA H
B3aUMO/IEHICTBOBATh U |KOMaH/bl, B3aUMOJEHCTBOBaTb C  KOJUIETaMH,
paboTaTh B KOJUIEKTHUBE U |pPYKOBOICTBOM, KJIMCHTaMHU B xoze
KOMaH/1e npodecCHOHAIBHOMN 1A TeTbHOCTH

3HaHUS: TICUXOJIOTUYECKHE OCHOBBI JESTEIHHOCTH
KOJIJIEKTHBA,  ICHXOJIOTHYECKHE  OCOOCHHOCTH
JIMYHOCTH; OCHOBBI TPOEKTHOM EATEILHOCTH

OK 5 OcymiecTBiATh  YCTHYIO | YMEHMs: TIpPaMOTHO M3JlaraTb CBOM MBICIM U
u MUCBMEHHYIO | 0QOPMIISITh JTOKYMEHThl 10 MpOo¢eCCHOHATbHON
KOMMYHUKAIUIO Ha |TeMaTUKe Ha rOCyJapCTBEHHOM SI3bIKE, MPOSIBIAThH
TOCYJapCTBEHHOM  SI3BIKE | TOJIEPAHTHOCTH B pab0YeM KOJIJICKTHBE
Poccuiickoit @eneparuu ¢ |3HaHUS: OCOOCHHOCTH COLIMAIBLHOIO U KYJIBTYPHOTO
y4eToM 0COOEHHOCTEH | KOHTEKCTa; TpaBWia OQOPMIICHHS JTOKYMEHTOB H
COLIMAJIBHOTO U | TIOCTPOEHUS YCTHBIX COOOIICHUH.

KYJIBTYpHOT'O KOHTEKCTa

OK 06 [IposiBiATE  rpa)IaHCKO- | Y MEHUS: OIUCBIBATh 3HaYMMOCTb cBoei
MaTPUOTUIECKYIO CHEeNHUATBHOCTH
MO3UIIHIO, 3HaHUSA: CYLUIHOCTh TI'PakKJaHCKO-TATPHOTHYECKOM
JIeMOHCTPHPOBATH MO3HIINY, TPAJUIHOHHBIX POCCHICKHX JTyXOBHO-
OCO3HaHHOE TOBECHNE Ha | HDAaBCTBEHHBIX LIEHHOCTEH; 3HAaYUMOCTh
OCHOBE  TPAJAMIMOHHBIX | TPO(ECCHOHATBHOM JeSITeTTHHOCTH o
poccuiickux JyXOBHO- | CIIELIUAJIBHOCTH
HPaBCTBEHHBIX
LIEHHOCTEH, B TOM YHCIIE C
YU4EeTOM  TapMOHHU3AINH
MEKHAIIMOHAIBHBIX u
MEXPETUTHO3ZHBIX
OTHOLICHUH, TNPUMEHATH
CTaHJapTHI
AHTUKOPPYIIIUOHHOTO
TTOBEJICHHS

OK 9 ITonp3oBatbes YMeHus: TOHUMAaTh  OOIIMH  CMBICT — YETKO
npo¢ecCHOHATLHON MIPOM3HECEHHBIX BHICKA3bIBAHUN HA N3BECTHBIC TEMBI
JOKyMEHTaIen Ha | (mpodeccroHaIbHBIE U OBITOBBIE), HOHUMATh TEKCTHI
rOCyJapCTBEHHOM 1 | Ha 6a30BbIe MPO(eCcCHOHANBHBIE TEMBI; y4aCTBOBATh

HHOCTPAHHOM A3bIKaX

B JMajorax Ha  3HaKoMble  o0mme W
npodeccuoHanbHble  TEMbI; CTPOMTH  MPOCTHIE
BBICKa3bIBaHU 0 cebe 1 0 CBOEH MpodecCHOHATBHOM




JeSITeIbHOCTH; KPaTKO OOOCHOBBIBaTh U OOBACHUTH
CBOM JIeHCTBUS (TEKyLME U IUIAHUPYEMBIE); ITUCATh
IPOCThIE CBSI3HBIE COOOILEHUS Ha 3HAKOMBIE WM
MHTEpECYIOIINe NpoQecCuOHaIbHbIE TEMBI

3HaHusA: NpaBWJIa MOCTPOEHUS MPOCTHIX U CIOMKHBIX
OpeUIOKEHN  Ha  Mpo(ecCHOHAIbHBIE  TEMBI;
OCHOBHBIE o0111eynoTpeOUTeNbHbIE IJIarOJIbI
(OpiToBast  u  mpodeccMOHANIbHAS  JIEKCHKA);
JIEKCUYECKUIT MUHUMYM, OTHOCAIIMNCS K ONUCAHUIO

MIPEMETOB, CPEICTB u IIPOLIECCOB
npodeccuoHaNbHOM  N1eATENbHOCTH; OCOOCHHOCTH
MPOU3HOIICHUS;  MpaBUJia  YTEHUS  TEKCTOB

npodeccnoHaNbHOM HalIPaBIEHHOCTH

IIK 1.2

[IpumeHsTH HOPMBI MpaBa
JUIsL  pellieHdus 3a7ad B
npodeccroHanbHOI
NEeSATeTbHOCTH

VYMmenus:
ONEpUpPOBaTh  IOPUAMYECKUMHU  TMOHATUSIMH U
KaTerOpHsIMU;

aHAJIN3UPOBATh IOpUINYECKUE (baxThI 51
BO3HHMKAIOILKME B CBA3U C HUMHU IIPABOOTHOLICHUS;
pasrpaHu4MBaTh IIPaBOBBIC HOPMBI 51
[IPaBOOTHOLIEHUS B 3aBUCUMOCTH OT OTpacien
1IpaBa;

aHAJIU3UpPOBAaTh M TOTOBUTH IMPEMIOKEHUSA 110
YPETYJIMPOBAaHUIO TPYAOBBIX CIIOPOB;

aHaAJIM3UPOBATh U PELIATh IOPUANYECKHE TPOOIIEMBI B
cdepe aIMUHUCTPATUBHO-IPABOBBIX, I'PaXkIAHCKO-
IIPAaBOBBIX U TPYIOBBIX OTHOILECHU;

AQHAJIM3UPOBAaTh M TOTOBUTH IPEMIOKEHUSA 110
COBEPILUCHCTBOBAHUIO  IIPABOBOM  IEATEIIBHOCTU

OpraHu3aIuy;
3HaHUA:

HCTOYHHUKHU aJIMUHUCTPATUBHOTO npoiiecca,
TPYZIOBOTO MIpaBa, TPaXKJaHCKOIo MPOIIecca;
MMOHATHE u BUIBI aJIMUHUCTPATUBHO-
MPOLIECCYATbHBIX U TPaXKTAHCKO-TIPOLIECCYaTbHBIX
HOPM; BUJIBI n IpaBOBOE co/iepKaHue
CaMOCTOSITENBHBIX MIPOU3BOICTB Hu

aIMUHHUCTPATUBHBIX MPOLENYP, BXOIAIHUX B COCTAB
aIMUHUCTPATUBHOTO MIPOIIECCA;

CYIIIHOCTh M COJEp)KaHUE CTaTyca YYaCTHUKOB
AIMUHHUCTPATUBHO-TIPOLICCCYAIbHBIX 0THOHI€HI/II71,
TPYAOBBIX OTHOILICHUH, rpak1aHCKO-
MPOLECCYaTbHBIX OTHOLICHUI;

MOPSAAOK 3aKJIIOYEHUS, MPEKPALIEHUS U U3MEHEHHUS
TPYZOBBIX TOTOBOPOB;

BHJIbI TPYIOBBIX JOTOBOPOB;

COJIepXKaHue TPYAOBOM THCIUILINHBL

MOPSAZOK Pa3pelIeHus] TPYIOBBIX CIIOPOB;

BH/bI pa60qer0 BPEMCHHU U BPEMCHH OT/JbIXA,
(GOpPMBI U CUCTEMBI OTLIATHI TPY/Aa PAOOTHHUKOB;
OCHOBBI OXPaHbI TPYa;

MOPSAZIOK U YCIIOBUSI MATEPUATIbLHON OTBETCTBEHHOCTH




CTOPOH TPYZOBOTO JI0TOBOPA;
HOPSAIOK cyaeGHOro pa3dupaTenbCTBa,
00’KaJIoOBaHUsl, ONPOTECTOBAHUS, WCHOJIHEHHUS U
NepecMOTpa pemeHus cyaa; (GopMbl 3aIIUTHI MPaB
rpakiaH U I0PUANIECKUX JINLL;

BUbI u MMOpAI0K rpax1aHnCkKkoro u
AIMUHHUCTPATHBHOT'O CYAOIIPOU3BOACTBA,
OCHOBHBIC cTaaun rpax1aHCkKoro u

aIMUHHMCTPATUBHOIO IIpoLiecca.
IIpakTHuecKuil ONBIT: IPUMEHEHHE HOPM IIpaBa s
peleHys 3aJ1a4 B IpopecCHOHaNbHON 1 TeIbHOCTH

IIK'1.3 Brnaners HaBbIkKaMu Y MEHHA:
[OATOTOBKH MPUMEHSTh COBpPEMEHHBIE I/IH(bOpMaI_[I/IOHHBIf
JOPHINYECKUX TEXHOJIOTUM I TOUCKAa W 00pabOTKH TMPaBOBOM
JIOKYMEHTOB, B TOM JHCIE uHpopmanut U OoQOPMIICHHS  IOPHUIUYECKHUX]
C HCIIOJIb30BaHUEM AOKYMCHTOB,
HH(OPMAITHOHHEIX COCTaBIIITh ~ pa3jiMuHbIe  BHJABl  HOPUIUYECKHUX
TEXHOJIOTUH AOKYMCHTOB.
3HaHHA:
MpaBUjIa COCTABIICHUS FOPUANYECKUX IOKYMEHTOB;
[IpakTHyeckuii ONbIT: B MOATOTOBKU HOPUINYECKUX]
JIOKYMEHTOB, B TOM UYHCJIE€ C HCIOJIb30BaHUEM
WH()OPMAITMOHHBIX TEXHOJOTHUMA
K 3.1 YMmeHus: aHaJIM3UPOBATh cyneOHyI0 u

Bectu nokymeHnToo6opot
npu OKa3aHHH
npodecCHOHAILHON
IOPUAMYECKON TOMOIIH

MPAaBONPUMEHHUTENBFHYIO  MPAaKTUKy B cdepe
KOPIIOPaTHBHOTO TIPaBa;

KBAIM(UIMPOBAHHO TPUMEHATh, TOJKOBaTh M
KOMMEHTHPOBATh HOPMATHBHBIC IPABOBBIC HOPMBI,
pErynupymoiirie KOprnopaTuBHbIE MTPABOOTHOIICHHUS;
CBOOOIHO OPHECHTHUPOBATBHCS B JCHCTBYIOIIEM
KOPIOPaTUBHOM 3aKOHO/IaTEIbCTBE;

OTIEpUPOBATh  IOPUAWYSCKUMU  TOHATHSIMH |
KaTeropusiMU KOPIIOPATUBHOTO MPaBa;
OCYIIECTBIISATH MPOPECCHOHATHHOE TOJIKOBAHUE HOPM
MpaBa; MPUMEHSATh HOPMBI MpaBa JJIsl PEelIeHuUs 3a1a4
B MMPOeCCUOHAITBHOM JIEATETLHOCTH

3HaHuUS:

UCTOYHUKHU " 0COOCHHOCTH IPaBOBOTO
PErylupoBaHUsI KOPIOPATUBHBIX OTHOIICHUH;
KITFOYCBBIC TIOHSATHS, WHCTUTYTBI W  TIPUHITUTIBI
KOPIIOPaTUBHOTO TIPaBa

IOPUIHYECKYIO TEPMUHOJIOTHIO B chepe
KOPIIOPaTUBHOTO TIPaBa

CyTh DJIEMEHTOB JIOTOBOPA, COOTHOIICHWE HOPM
3aKOHA U YCJIIOBUM JJOTOBOPA;

MOPSIJIOK peaTn3aIiii CBOOOIBI IOTOBOPA;
OCOOCHHOCTH  MPEAJIOTOBOPHBIX  OTHOIIGHUH W
MPEIIOTOBOPHON OTBETCTBEHHOCTH;

cnenuduKy 3aKIIOYEHUs JIOTOBOpPOB B  cdepe
MPEIITPUHIUMATEITBLCKOMN JIeATETbHOCTH;

CrocoObl  OMpENENICHUs CYIIECTBEHHBIX YCIOBHIA
JIOTOBOPA;




OCHOBaHHUS M TOPANOK W3MEHEHHS] U PACTOPIKEHHUS
JIOTOBOPOB;

0COOCHHOCTHU peryiupoBaHUs OTHOIICHUH,
BO3HUKAIOIIUX U3 Pa3HBIX BUIOB JIOTOBOPOB B cepe
MpeIPUHUMATEIBCKOM IS TEIbHOCTH;

OCOOCHHOCTH  OCYIICCTBJICHHUS  3allUThl  CBOUX]
CyOBEKTUBHBIX  IIPaB  CTOPOHOH  TpakJaHCKO-
MIPABOBOTO JOTOBOPA.

3HaHus:

ImpaBujia COCTaBJIICHUSA IHOPUANICCKUX JOKYMCHTOB
HpaKTI/ILIeCKI/Iﬁ OIIBIT: IIOAIOTOBKH HOPHUANYCCKUX

JIOKyMEHTOB, B TOM YHCJIE C HCIOJIb30BaHUEM
MH(POPMALIMOHHBIX TEXHOIOTUH;
COTPYJHUYECTBA c IIPEI0JIaraéMbIMU
KOHTpareHTamu
M/IK.04.02 BoinosiHeHue padoT 1o J0JKHOCTH cay:kamero 23406 Konnpuxarop
OK 01 Bri6upats CIOCOOBI YMeHus: pacmo3HaBaTh  3aqady  W/WIIH
pereHus 3aja4 | 1po0sieMy B pohecCHOHATIBHOM U/WIIN COLMAIbEHOM
npodecCHOHATBLHON KOHTEKCTE; aHAIM3UPOBATh 3a/a4y W/WIK MpodiemMy
JesTeNbHOCTH U BBIICIIATH €€ COCTaBHbBIE YACTH; ONPEAEISATh ITAIbI
PUMEHHUTEIHHO K | peLICHUs 3a/1a4M; BBIABIATH U 3()(EKTUBHO HCKAThH
pa3IMYHBIM KOHTEKCTaM | MH(POPMALIMIO, HEOOXOIUMYIO Ul pelleHHsl 3a/lauu
/Wi TpoOJeMbl; COCTaBUTh IUIAH  JICHCTBHS;
ONpEeNIeIUTh  HEOOXOIUMBIE  PEeCypchl;  BIAJETh
AKTyaJbHBIMH METOIaMHU paboThI B
npopecCUOHATBHON | CMEXHBIX  cdepax;
peain30BaTh  COCTABJIEHHBIM IIJIaH; OLIEHUBATh
pe3yiabTaT M TOCJIEACTBUA CBOMX JEHUCTBHIA
(caMOCTOATEIBHO WJIM C TOMOLIbIO0 HACTABHUKA)
3HaHUsA: aKTyaJbHBIH MPOPECCHOHATIBHBIN U
COLIMABHBI KOHTEKCT, B KOTOPOM TPHUXOIUTCS
paboTaTh W KHTb, OCHOBHBIE  HCTOYHMKH
MH(pOpMaLlMd W Pecypchl Al pelIeHus 3aj1ad H
npo6aeM B IpogecCHOHATBHOM H/HIIN COLUAIBHOM
KOHTEKCTE; QJTOPUTMBI BBINIOJHEHUsT padoT B
npoeCCHOHATBLHON M CMEXHBIX 00JacTsAX; METOJIbI
paboThl B IpO(heCCHOHANIEHON U CMEXHBIX cepax;
CTPYKTYpY IUIaHa JAJs pELIeHUs 3aJad; IMOPsAIOoK
OLICHKH pe3yJbTaToB pelieHus 3a1a4y
npodecCHOHATIBHON J1eTETbHOCTH
OK 02 Hcnonp3oBath YMeHus: onpenenarb 3agaud JUisl MOMCKa
COBpPEMEHHBIE  Cpe/ICTBA MH(POPMALIUH; ONPEAETIATh HEOOX0AUMBbIE HCTOUHUKHU
MIOKCKa, aHaym3a U MHOpMalMK; IJIAHUPOBATh IMPOLECC  IOUCKA;
MHTEepHpeTaluu CTPYKTYpPUPOBaTh  MOJYy4aeMyl  HH(OpMaLUIO;
nHpopManuu U BBLICTATH,  Hauboyee 3HAYUMOE B  IE€pEYHE
UH(pOPMAalMOHHbIE MH(pOpMaIINH; OLIEHUBATh PaKTUYECKYIO
TEXHOJIOTUHU JUISI BHAUUMOCTh ~ PE3yJIbTaTOB  MOMCKA;  0(OPMIISATh
BBITTOJIHEHUS 3aJa4 [pe3yabTaThl MOUCKA
npodeccroHanbHOM 3HaHMS: HOMEHKJIaTypa HH(POPMAIIMOHHBIX
JeSATeIbHOCTH MCTOYHUKOB, NPHUMEHSEMBIX B MpodecCHOHATbHOU

MesITeTbHOCTH, MIPUEMBI CTPYKTYPHUPOBaHUS
uHpopmanuu; (opmar odopmieHHs pe3yabTaToB




nmoucka nHpopmauu

OK 03 [InanupoBaTh u YMeHus: ONpPEEIATh AKTyaJIbHOCTb
pealin30BbIBaTh HOPMAaTUBHO-TIPABOBOM JIOKyMEHTaIuu B
COOCTBEHHOE npo(ecCHOHAILHOW  JIEATEIIBHOCTH;  MPUMEHSTH
npodeccuoHanbHOe U |COBPEMEHHYI0O  HAY4YHYI0  MPOQECCHOHANBbHYIO
JIMYHOCTHOE pa3BUTHUE, | TEPMUHOJIOTUIO;  ONPENENATb U BBICTPauBaTh
MPEeANPUHUMATEIbCKYIO | TPAGKTOPHUH  MPO(ECCHOHANBHOTO  Pa3BUTUA U
JeSITeIbHOCTD B | CaMO00Opa30BaHUSA
npodeCcCuOHAITBHON 3HaHuS: coaepkaHue aKTyaJIbHOU
cdepe, HCII0JIb30BaTh | HOPMaTUBHO-IIPaBOBOM JOKYMEHTAIIH;
3HaHHUA [0 TPABOBOM U |COBpeMEHHas Hay4yHas U  HpodeccHoHaIbHas
(MHAHCOBOW IPaMOTHOCTH | TEPMHUHOJIOTHUS; BO3MOKHBIE TPaeKTOpUH
B Pa3IMYHBIX >KU3HEHHBIX | TPO(EeCcCHOHATBHOTO Pa3BUTHS U CaMOOOpa30BaHuUs
CUTYalUsX
OK 04 DddexkTrBHO YMeHus: OpraHNU30BHIBATH pabory
B3alMO/ICIICTBOBATH U |KOJUIEKTUBA M KOMAaHJbl; B3aMMOJEHCTBOBATH C
paboTaTh B KOJUIEKTHBE M |KOJUIETAMH, PYKOBOJCTBOM, KJIHMEHTaMH B XOJe
KOMaH/Ie pohecCuOHANBHOM e TENIbHOCTH
3HaHUS: MICUXOJIOTHYECKUE OCHOBBI
JESTEJIbHOCTH ~ KOJUIEKTHBA,  IICHXOJIOTUYECKUE
OCOOCHHOCTH  JIMYHOCTH; OCHOBBI  MPOEKTHOM
JIeSITEJIbBHOCTH
OK 5 OcymecTBIATh  yCTHYIO YMeHus: TpaMOTHO U3JIaraTh CBOM MBICIH H
u MUCHMEHHYIO | OPOPMIISITH  IOKYMEHTBI 10  TPO(eCcCHOHATBHOM
KOMMYHHKAIUIO Ha | TeMAaTUKEe Ha TOCYJAapCTBEHHOM S3bIKE, MPOSIBISTH
TOCYJapCTBEHHOM  SI3BIKE | TOJIEPAHTHOCTD B pab0YeM KOJIJICKTHBE
Poccuiickoit @eneparuu ¢ 3HaHMUs: OCOOEHHOCTHM  COLHUAIBHOTO H
Y4ETOM O0COOEHHOCTEH | KyJIbTYpHOTO KOHTEKCTa; MpaBuia o(opmiIeHus
COLIAJILHOTO U | JOKYMEHTOB U TIOCTPOEHUS YCTHBIX COOOIIECHUH.
KYJIbTYPHOT'O KOHTEKCTa
OK 06 [IposiBIATE  TpakIAHCKO- YMeHus: oOmuchiBaTh 3HAYUMOCTH CBOEH
NaTPUOTUYECKYIO CIEUAIIBHOCTH
MO3ULHIO, 3HaHUS: CYLIHOCTh Ipa)/1aHCKO-
JI€MOHCTPHPOBATH NaTPUOTUYECKON  MO3UIUH,  OOIIeUeIOBEUECKUX
OCO3HAaHHOE TOBEJIEHUE Ha | [IEHHOCTEH; 3HAYUMOCTh npodeccuoHanbHOM
OCHOBE  TPAJUIMOHHBIX | AEITEIbHOCTH MO CIEIUAIBHOCTH
00111€4eTI0BEYECKIX
IIEHHOCTEH, B TOM 4YHCIIE C
y4e€TOM  TapMOHM3aluu
MEKHAITMOHATBHBIX "
MEXPETUTHO3HBIX
OTHOILIEHUMN, IPUMEHSATH
CTaHapTHI
AHTUKOPPYIITHOHHOTO
MIOBEJICHUS
OK 9 ITonp3oBatbes VYMeHus: NMOHMMAaTh OOMIMHA CMBICT YETKO
npodeccroHanbHOM MIPOM3HECEHHBIX BHICKA3bIBAHUN HAa NU3BECTHBIC TEMBI
JOKyMEHTaIen Ha | (mpodeccroHaIbHbIE U OBITOBBIE), TOHUMATh TEKCTHI
roCy/1apCTBEHHOM 1 | Ha 6a30Bble PO eCcCHOHATBHBIE TEMBI; Y4acTBOBATh
MHOCTPAHHOM $SI3bIKaX B JMajorax Ha  3HaKoMmble  o0mme W
npodeccuoHalbHbIE  TEMbI; CTPOMTH  NPOCTHIE




BBICKA3bIBAaHUS O ce0e M 0 CBOCH MpodhecCHOHATBHON
NESITEIbHOCTH; KPAaTKO OOOCHOBBIBATh U OOBSCHUTH
CBOM JIeHCTBUS (TEKyllue U IUIaHUPYEMbIE); TUCATh
MPOCTBIC CBSI3HBIE COOOIICHHS HA 3HAKOMBIC WITU
MHTEpecyolIne NpodeccuoHalbHbIE TEMBI

3HaHMS: TpaBUia TOCTPOSHUS TPOCTHIX H
CIIOXKHBIX TMPENJOKEHUN Ha MpodecCHOHATbHbIE
TEMBbI; OCHOBHBIE OOIICYMOTPEOUTETHHBIC TIIATOJIbI
(6prToBast w mpodeccmoHanmbHas ~— JICKCHKA);
JIEKCUYECKUN MUHHUMYM, OTHOCSILUICS K OMUCAHUIO

PEIMETOB, CpeACTB u MIPOIIECCOB
npodecCHOHANIBHON JEATEIBHOCTH; OCOOCHHOCTH
NPOM3HOUICHUS;  TpaBWIa  4YTEHUS  TEKCTOB

podecCHOHAILHON HAMIPABICHHOCTH

I[IK 1.2

[IpuMeHATH HOpPMBI IIpaBa
JUIg  pellleHus 3ajad B
npodeccnoHaTBEHOM
JESTEIBHOCTH

YMeHus:

ONEPUPOBATh  IOPUAMYCCKUMHU  TOHATHSIMH U
KaTerOpHsIMU;

aHaJIM3UPOBATH IOPUINICCKIC (hakThI u
BO3HHMKAIOIIHME B CBA3M C HUMU NPABOOTHOIICHUS;
pasrpaHU4YMBaTh IIPaBOBBIC HOPMBI u

IIPAaBOOTHOLIEHUSI B 3aBUCUMOCTH OT OTpacien
1paBa;

AQHAJIM3UPOBAaTh M TOTOBUTH IMPEMIOKEHUSA 110
YPETyJIMPOBAaHUIO TPYAOBBIX CIIOPOB;
aHAJM3MPOBATH M PEIIATh IOPUANIECKHE TPOOIIEMBI B
chepe aJIMUHUCTPATUBHO-TIPABOBBIX, I'PaKIaHCKO-
IIPAaBOBBIX U TPYIOBBIX OTHOILIECHUIA;

aHAJIU3UpOBAaTh M TOTOBUTH MPEMIOKCHUA 110
COBEPIICHCTBOBAHUIO  IIPABOBOM  JIEATEIIBHOCTH

OpraHu3aIuy;
3HaHus:

HCTOYHUKHU aJIMUHHUCTPATUBHOTO mpoliecca,
TPYJOBOTO TIPaBa, TPaXTAHCKOTO MPOIIecca;
MMOHSTHE 51 BHUIBI aJIMUHHUCTPATHUBHO-
MPOLIECCYaTbHBIX M TPaXkKJaHCKO-TIPOIECCYaTbHBIX
HOPM; BHUIBI 51 IIPaBOBOE coJiepIKaHue
CaMOCTOSITENbHBIX MIPOU3BOJICTB u

aJMHHHCTPATUBHBIX MPOLETYP, BXOASIINX B COCTAB
aMMHHUCTPATUBHOTO ITPOLIECCa;

CYHIHOCTb U COJEp>KaHUE CTaTyca Y4aCTHHKOB
aJMUHMCTPAaTUBHO-IIPOLIECCYaIbHBIX  OTHOILEHUH,
TPYJOBBIX OTHOIIECHUH, rpaXKaaHCKO-
IIPOLIECCYaIbHBIX OTHOLLIEHUH;

MOPSAJOK 3aKIIOYEHHS], MPEKpalleHus U U3MEHEHUs
TPYAOBBIX IOTOBOPOB;

BUJIbI TPYAOBBIX JIOTOBOPOB;

CoJiepKaHue TPYIOBOH AUCIUIITHHBL,

MOPSAIOK pa3penieHus TPYAOBbIX CIIOPOB;

BUJIbI pab0OYero BpeMeHU U BPEMEHU OTAbIXa;
(GOpMBI U CUCTEMBI OILIATHI TPYAA PaOOTHUKOB;
OCHOBBI OXpaHbl TPYy/a;




MOPSAZIOK U YCTIOBHS MaTepraibHONU OTBETCTBEHHOCTH
CTOPOH TPYAOBOTO JIOTOBOPA;

MOPAIOK cyneOHoro pa3bupareiabCcTBa,
00’kajoBaHUsl, ONPOTECTOBAHUS, WCIOJHEHUS U
nepecMoTpa pelieHus cyaa; GopMbl 3alIUTHI MpaB
rpakJiaH U IOPUIUYECKUX JIUII;

BUbI u IMOPAA0K IrpaXaaHCKoOro u
AJIMUHHUCTPATHUBHOTO CYAOIIPOU3BOACTBA,
OCHOBHBIC cTaaun IrpaXaaHCKOro u

aJIMUHUCTPATUBHOIO IpoIIecca.
[TpakTH4eckuii OMbIT: MPUMEHEHHE HOPM IpaBa s
pelieHus 3a1a4 B mpodecCuOHAIBHON TeITeIbHOCTH

IK'1.3 Bnanets HaBbIKaMu Y MeHmA:
[OATOTOBKH MIPUMEHSATD COBPEMEHHBIC I/IH(i)OpMaLII/IOHHBI?
JOPHJTHHUECKHX TEXHOJIOTUM JJIsi TMOMCKa W 00pabOTKHU MPaBOBOMA
JOKYMEHTOB, B TOM JHCITE uHpopmanud U OQOPMIICHUS  FOPUAMYECKHUX
C UCIIOJIb30BaHUEM AOKYMCHTOB,
HH(OPMAIHOHHBIX COCTABJISITh  pa3IMYHbIE  BUABl  IOPUIUYECKHUX]
TEXHOJIOTU AOKYMCHTOB.
3HaHus:
MIpaBUJjIa COCTABIICHUS FOPUANYECKUX IOKYMEHTOB;
[IpakTHyeCKUi ONBIT: TMOATOTOBKHA HOPUIUYECKHX
JJOKYMEHTOB, B TOM UYHCJIE€ C MCIOJb30BaHUEM
MH()OPMAIMOHHBIX TEXHOJIOTUMA
[K2.2 CucremaTu3upoBaTh YMeHus:
HODMATHBHBIE TPABOBBIC AHAJIU3UPOBATH YIOJIOBHOE u YTOJIOBHO-
AKTEI " 060Gwaty |TPOLECCYAIbHOE 3aKOHOAATENLCTBO, HOPMATHBHDIE
[PABOTPUMEHHTETBHYIO MPABOBBIE AKThI, PETJIAMEHTUPYIOLIUE JAECATEIbHOCTD
pAKTHKY [0 BOMPOCAM MIPABOOXPAHUTENBHBIX U CYICOHBIX OPTaHOB;
pACCIIEIOBAHHS ; |TIOTb30BATBCA MPHEMAMH  TOJIKOBAHHA YTOJIOBHOTO
HpeTyTpeskIeHus 3aKOHa W TNPUMEHATh HOPMBI YTOJOBHOIO MpaBa K
NpECTYIUICHMH ¥ HHBIX KOHKPETHBIM KU3HEHHBIM CUTYAIUSIM;
MpaBOHApyLIEHU I SHaHM: .
OCHOBHBIE€ 3Tanbl MPOM3BOJICTBA B Cyl€ NEPBOM H
BTOpPOM MHCTAHUMN;
OCOOEHHOCTH TPOU3BOJACTBA B CYyJE€ C YYacTHEM
MPUCSKHBIX 3aceaTesnen;
IIPOU3BOJCTBO 110 PACCMOTPEHHIO M PA3PEIICHUIO
BOIIPOCOB, CBSI3aHHBIX C UCIIOJIHEHUEM IIPUTOBOPA;
OCOOEHHOCTH  TMPOM3BOJCTBA IO  OTIEIHHBIM]
KaTeropHsiM yroJIOBHBIX JIE.
IIpakTrueckuit OIIBIT: dbopMupoBaHus 51
PacCMOTpPEHHMSI MMaKeTa JTOKYMEHTOB Uil pa3penieHus
CIIOPHBIX BOIIPOCOB;
MOJArOTOBKH IPOEKTOB PEIICHUN;
[IK 3.1 Ymenus: aQHAIIM3UPOBATh cyneOHYyI0 5|

Bectu noxymeHT0060pOT
npu OKa3aHUU
npodecCHOHATbHON
IOPUINYECKOI TOMOIIH

PaBONPUMEHUTENBHYIO
KOPIOPaTUBHOI'O NIPaBa;
KBAJTM(HUIUPOBAHHO TPUMEHSTh, TOJKOBaTh U
KOMMEHTHPOBaTh HOPMAaTHUBHBIE IMPABOBbIE HOPMBI,
pEryJINpYOIINEe KOPIIOPATUBHBIE IPABOOTHOIICHNUS;

CBOOOZHO  OpPHEHTHUPOBATHCS B  JIEHCTBYIOIIEM

NpakTUKy B cdepe




KOPIOPAaTUBHOM 3aKOHOJATENIbCTBE;

ONEpUpPOBaTh  IOPUAMYECKUMH  TMOHATUAMH U]
KaTeropus MU KOPIIOPATUBHOIO MPaBa;
OCYIIECTBIISATH MPO(EeCcCHOHATBHOE TOJKOBAHUE HOPM
MpaBa; MPUMEHSATh HOPMBI TpaBa JJIsl PEIICHUS 3a]1aY]
B IPO(eCCUOHATIBHOM 1A TETbHOCTH

3HaHUA:

HCTOYHUKU u 0COOEHHOCTH MPaBOBOTO
PEryJIMPOBaHKS KOPIIOPATUBHBIX OTHOIICHUH;
KJIFOUYEBbIC TOHSTHUS, HWHCTUTYTHl M TPUHIUIIB]
KOPIOPATUBHOTO MpaBa

IOPUTNYECKYIO TEPMUHOJIOTHUIO B chepe
KOPIOPATUBHOTO MpaBa

CyThb OJJIEMEHTOB JIOTOBOpa, COOTHOIICHUE HOPM|
3aKOHA M YCJIIOBHH JIOTOBOPA;

MOPSIIOK pean3aii CBOOOIbI TOTOBOPA;
OCOOCHHOCTH  TPEIJOTOBOPHBIX  OTHOIICHUH M|
MIPEAI0TOBOPHOI OTBETCTBEHHOCTH;

crnenuuKy 3aKJIIOYEHHUs JIOTOBOPOB B  cdepe
MPEANPUHUMATEIIBCKOM IeITeIbHOCTH;

CIoCOOBI  ONpEeNeNieHUs CYIIECTBEHHBIX YCIOBHH
JIOTOBOPA;

OCHOBaHUSI M TMOPSAOK M3MEHEHHUS U PACTOPKECHHUS]
JIOTOBOPOB;

0COOEHHOCTH peryaupoBaHus OTHOILICHUH,
BO3HHMKAIOIIIMX M3 Pa3HBIX BUJIOB JIOTOBOPOB B cdepe
MPEANPUHUMATEIICKOMN IeITeIbHOCTH;

OCOOCHHOCTH  OCYIIECTBJIICHUS  3alIUTHl  CBOUX
CyOBEKTUBHBIX  TIPaB  CTOPOHOW  TPakIaHCKO-
IIPaBOBOTO JOTOBOPA.

3HaHus:

MpaBUJjIa COCTABIICHUS FOPUANYECKUX TOKYMEHTOB
[IpakTHyeCKUi ONBIT: MOJATOTOBKH OPUIUYECKUX
JIOKYMEHTOB, B TOM YHCII€ C HCIOJIb30BaHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHUIA;

COTpYyAHUYECTBA c MpeAnoIaraéMbIMH
KOHTpareHTamMmu

IIK 3.3

CoctaBmsaTh  MOAOOPKY

3aKOHOJIaTEeNILCTBA
CyneOHOM MPaKTUKU

u

YMeHus:

3HaHUSA: WMCTOYHUKA U OCOOCHHOCTH MPaBOBOTO
pPEryJIupOBaHUsl  KOPHOPATUBHBIX  OTHOILIEHU;
KJIFOUEBBIC TOHATHUSI KOPIOPATUBHOTO IpaBa, CYTh
AJIEMEHTOB JIOTOBOPa, COOTHOILLIEHNE HOPM 3aKOHA U
YCJIOBHM JOTOBOpA; MOPSIOK PeaTH3allud CBOOIBI
JIOTOBOPA; 0COOCHHOCTH MPEI0TOBOPHBIX
OTHOUIEHUA W TPEAJAOTOBOPHON OTBETCTBEHHOCTH;
cnenuduKy 3aKIIOYEHHUS JOTOBOPOB B  cdepe
MPEANPUHAMATEIIBCKON  ICSITEIBHOCTA;,  CIIOCOOBI
ONpeJIeNIEHUs CYIIECTBEHHBIX YCIIOBUM JI0TOBOPA;
OCHOBAHUS U TOPSJAOK U3MEHEHHUS W PACTOPKEHUS
JIOTOBOPOB;

0COOEHHOCTH peryaupoBaHus OTHOIIIEHUH,
BO3HUKAIOIINUX U3 Pa3HBIX BUIOB JIOTOBOPOB B cepe




MPEANPUHUMATEIBCKOUN 1S TETbHOCTH.
[TpakTUYeCKHii OMBIT: MOMCKA, MPOPECCHOHATHHOTO
aHajgu3a U 000OIIEeHNUsT HOPMATHUBHBIX, MPABOBBIX U
CyIeOHBIX aKTOB, B TOM UYHCJIE€ B TJIOOAIBHBIX
KOMITHIOTEPHBIX CETSAX B O0JACTH KOPIIOPATHBHOTO
npaBa




3. CTpykTypa u cojep:kaHue npodeccHOHATLHOT0 MOIYJIA
3.1 Temarnyeckmii miaH mnpodeccuonanbnoro moxayisi IIM 04 Beimonnenue padOT MO OAHON MM HECKOJIBKHUM mpodeccusM paboduXx, ITOJKHOCTIM
CITy’KallnX

O6BeM npohecCHOHATFHOTO MOIYIIS

g PaboTa oOygaromierocsi BO B3aWMOJCHCTBHH C IPENOaBaTeIeM
Cymm § < O6yuenue mo MIK [paxTukn
. (%
Koger Haumenosanus pasnenos uch g = B T.9.
. PO(ECCHOHANBHOTO y ) [pome Camoctos
KOMIICTCHIIN MOy Hasda _2_4 % Beero KyTOU Ha60paT0pHBIe KypcoBas I OH3BOIC KOHCyﬂbTaHI/I TCJIbHAA
Harpy 5 B | Hag U TIpaKTH4e pabota VYuebnas P u, 4 pabora, 4.
3Ka, 4. . 4acoB Jlexnuu. 4. TBEHHAas
’ & aTTecT CKHe (poexr),
= anus, 3aHATHUA, 4. 4.
q.
1 2 3 4 5 6 7 8 9 10 11 12 13
MJIK.04.01 Brimonnenue
OK 01-06 OK 09: paboT MmO  JOIDKHOCTH
MK 1.2. 1.3 3.1’ CITyKaILEro 21299 74 - 68 34 34 18 - - 6
T | Henonpoussomutens
MJIK.04.02  BsimonHenue
OK 01-06 OK 09; | pabor mo  mOmKHOCTH
11K 1.2,1.3,2.2,3.1, CITYKalIlETO 23406 70 68 34 34 18 2
3.3 Komudukarop
| Yuebnas  mpaktmka 1o
OK 01-06 OK 09; KHOCTIM 21299
MK 1.2,1.3,22,3.1, | AoPKnoc 36 36 - -
33 Jenonpoussoaurenp u
- 23406 Konaudukatop
[IpousBoacTBeHHast
OK 01-06 OK 09; | mpakTuka IO JOJKHOCTSIM 36 36 36 ) )
[K1.2,1.3,3.1, 21299 Jlenompou3BOaUTEb
n 23406 Komuduxarop
OK 01-06 OK 09; [IpousBoacTBeHHas
MK 12,13,2.2,3.1,| npaktika 1O JOJHDKHOCTH 72 72 36
3.3, JIP 10, JIP 14, | cuyxamero 23406
JIP 16 Komudukarop
OK3aMeH 10 MOIYJIIO 6 - 6 -
Bcero: 258 108 136 6 68 68 36 72 8




3.2 Conepxanune o0yuyeHuss 1mo npodeccHOHATBLHOMY MOAYJIIO
IIM.04 BrimoaHeHue paboT 1o OHOM MIIM HECKOJIBKHM MPodecCusiM padounX, JOHKHOCTIM CIYKaIuX

Oo0beM, ak. 4/ B

HaumeHoBaHue TOM 4YHCJIE B
paszieioB Conep:xanue yueGHOro MaTepuaa, 1a60paTopHbie padoThl H MPAKTHYECKHE 3AHATHS, CAMOCTOSITEILHAS (popme
npodeccuoHaIbHOT pa6oTa odyuaromuxcs NPaKTHYEeCKOM
o moay.s (IIM) MOJATOTOBKH,
aK. 4
1 2 3
MJIK 04.01 BoinosiHeHHe padoT 1Mo J0/LKHOCTH cayxkamero 21299 J/lexonpousBoaurenb
Jleknuu 2
1. UcTopust cTaHOBIIEHUS U Pa3BUTHS JeI0Nponu3BoacTBa. HopMaTtuBHO — MeToinueckas 6asza
Tema 1. nenonpousBoacTBa. [lonsTHe 0 Kaccuukanuu J0KyMeHTOB. HopMaTuBHBIE TPaBOBBICAKTHI, TOJIOKEHUS,
Jlenonpou3BOACTB | MHCTPYKLUH, IPYrHe PyKOBOISIINE MaTepUalIbl U JOKYMEHTHI IO BEJICHUIO JIEIO0NPOU3BOJICTBA HA
0 KKOJHA U3 npennpustTui. OCHOBHBIC NONI0KeHUs EAMHON rocyapcTBeHHOM CUCTEMBI 1€JI0MPOU3BOICTBA.
byHKIUH
yIpaBIeHUS
IIpakTHyeckune 3aHATHSA 2
1 CocraBnenue mWITaTHOTO pacMCaHNs OpraHU3aluu
CamocrosiTesqibHasi padoTa 6
Osznakomienune ¢ 'OCT P 7.0.97-2016.
N3yuenne TUnoBoil THCTPYKLMH 1O J€IONPOU3BOJCTBY.
Bremonnenune pedepara mo teme: «llemu u 3amaum ['ocymapcTBEHHOW cHCTEMBI JOKYMEHTAlMOHHOTO
o0ecrneveHus yrpaBIeHU
Tema 2. Jlekuun 4
Opraau3zanus 1. TpeboBanus kK opranu3zanuu Tpyaa paboTHUKoB ciyk0b1 JIOY. OCHOBBI 3aKOHOIATENHCTBA O TPY/IE
Tpyna pabotaukos | Opranusanus u 060pyroBaHue pabodero MecTa fenonpoussourelts. [IpaBuina BHyTpeHHETO TPY10BOTO
CITYXKOBI pacnopska. [IpaBuiia 1 HOpMBI OXpaHbI TPyAA.
nokymentanuonno | CTpykrypa u ¢pynkmun ciyx0el JIOY.CTpykTypa IpeAnpusaTUs U €ro NOApa3IeIeHUMH.
ro obecneuenus | IlpaBau oTBeTcTBEHHOCTH Ciy*)0b1 JIOY.
YIPaBJICHUS OcHoBbI opranu3zanuu Tpyzaa. [Ipasuna
a0Y) HKCIUTyaTallMi BBIYUCIUTEIIbHON TEXHUKHU
IIpakTnyeckne 3aHATUA 2
1.CocraBienne qOMKHOCTHOW MHCTPYKIUU Aenonpoun3Boautens. [[popaboTka nmpaBuil BeeHUST KAPTOTEK
ydeTa MpOXOKIACHUSI JOKYMEHTAIbHBIX MAaTEPUAJIOB, OCYILIECTBIIEHUE KOHTPOJISI 32 UX UCIOJIHEHHEM, BblJaua
HEOOXOAMMBIX CITPaBOK IO 3aPETHUCTPUPOBAHHBIM JIOKYMEHTAM.
Tema 3. VleKmun 2




Od¢opmienue dopmynsap — obpaselr JOKyMEHTa: MOHATHE,HA3HAYCHUE
PEKBH3UTOB TpeboBanus k mocTpoeHuto hopmyspa-odpasia
JOKYMEHTOB Bunsl v Ha3HaueHue OJaHKOB
TpebGoBaHus K JOKyMEHTaM MpHU WX u3rorosieHuu Ha [TK
[IpaBuia opopmiieHHsI OCHOBHBIX PEKBHU3UTOBIOKYMEHTOB
[TpaBmia odopmiieHHsT TOTOTHUTEIBHBIX PEKBH3UTOB JOKYMEHTOB
IIpakTHyeckue 3aHATHUS
1. OdopmieHne GIAHKOB C YIIIOBBIM M IPOJIOJIBHBIM PACIIONOKEHUEM IIITaMIIa
2. OdopmieHrE OCHOBHBIX PEKBU3UTOB JJOKYMEHTOB.
3.0dbopmiieHUE TOTOTHUTEIBHBIX PEKBH3UTOBIOKYMCHTOB
Tema 4. UleKmuu
Cocrasiienue Bunel v HasHaueHWe CIyKeOHBIX JOKYMEHTOB. [IOpsiIOK KOHTpOJSL 3a MPOXOXKICHHEM CIYXKEeOHBIX
u opopmireHne | mokyMeHTOB W MarepuasioB. CrpaBouHO-MH(DOPMAIIMOHHAS JOKyMEHTaIus [IpaBuia COCTaBICHUS TEKCTa
CIIyKeOHBIX nesoBoro nmuckMa. CiyeOHble TIchMa
AOKYMEHTOB TenerpaMmel, TeneOHOTpaMMBI, (HaKChI.

Joknanasie U 00bsCHUTENbHBIE 3anmucKu [IpoTokos, U BeIHcKa U3 npoTokoia CiyxeOHas crpaBKa.
CnyxeOHble aKThI.

Bugpl cripaBouHO-aHATMTUYECKOH TOKYMEHTALUU (CBOJIKA, 3aKII0UEHUE, OT3bIB, IIEpEUeHb, CITUCOK).
Ha3snauenne u cocraB pacnopsauTenbHol JokyMmeHTauuu. CraHgapThl YHUGUUIHMPOBAHHON CHCTEMB]
OpraHHU3allMOHHO-PACTIOPAAUTEILHON TOKYMEHTALIUH.

[Iprka3 o OCHOBHOM AESTENIBHOCTHU U BBIIIMCKA U3 IIPUKA3a.

Hasnauenue u coctaB mi1aHOBOM JOKYMEHTAIUU.

Cocrasienue 1 opopMiIeHHE pacUeTHO-I€HEKHOM JOKYMEHTAIIH.

HasnaueHne oTYETHBIX JOKYMEHTOB.

Buael koMMepueckoi koppecnioHaeHnnu. Kommepueckuii 10rosop

IlpakTHyeckne 3aHATUA

1. CocraBnenue u opopmieHue cinyxxedHbix nuceM. CoctaBieHre U opopmileHUE Telerpamm,
tesnepoHorpamm, pakcon. OTHpaBKa UCTIOTHEHHON JOKYMEHTAIIMHU TI0 aJIpecaTaM.

2. CocraBiienue u 0pOpMIICHHE JOKIAIHBIX HOOBSICHUTEBHBIX 3aiCOK. [IpaBuiia morydeHusiu perucTpaium
KOPPECIIOHICHLIMH, HAIIPABJICHUsI €€ B CTPYKTYPHbIE IIOAPa3AeICHUs

3. CocraBieHue u O(I)OpMJ'ICHI/Ie IIPOTOKOJIOB M BBIIIMCOK M3 ITPOTOKOJId

4. CocraBnenue u 0(hOpMIICHHE CITY>KEOHBIX CIPABOK, aKTOB, CBOJOK, 3aKJIIOYEHUH, OT3BIBOB,IEPEUHEH,
CIICKOB

5. CocTtaBiieHHe U O(bOpMJ'IeHI/IC IIPHUKa30B 110 OCHOBHOMH JI€ST€ILHOCTH M BBINHCOK K HUM

6. CocraBienue u 0pOpMIICHHE TPOTPAMMBI, IUIAHA, TPapHKa, CXEMBI

7. OpopmieHne TIaTeKHOTO TPEOOBAHMSI, TUIATEKHOTO TOPYICHHS

8. Cocrasnenue u opopmieHue otuetoB. OTpaboTKa nepenadu J0KyMEHTOB Ha UCIIOJIHEHHE B COOTBETCTBUU C

PE30IIIONHEN PYKOBOAUTENICH MPEANpUsiTHs, 0DOPMIICHHE PErHCTPAIMOHHON KapTOUKH WM CO3/IaHue OaHKa
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JAHHEBIX.

9. CocraBnienne u 0hOPMIICHHE KOMMEPUYECKHUX JIOTOBOPOB

10 CocraBnenue u opopmiIeHHE OTOBOPA KYILIU-TIPOAAKU

Tema 5. .JIeKIII/II/I
Hg;gggg;?- [TonsiTue norosopa. OCHOBHBIE pa3zeibl JOrOBOPOB Buibl 1 Ha3HaueHue KaapoBoil JokymeHTanuu. [Ipasuia
JOKyMeHTauus | HATMCAHAs aBToOuorpaduu. [IpaBunacocraBieHus perome
JlorosopHo- [IpaBwuia cocraBneHus: U 0opopMIIEHHUS TPYAOBOTO JIOTOBOPA
IpaBoOBas Bunel 3asBnenuii mo nuyHoMy coctaBy. CocTaBienue u oopmIiIeHUE 3asBICHUI 110 JIUYHOMY COCTaBY
I(OOKYMeHTaHHﬂ Jlnunas kaprouka Qopmbl T-2. JIuuHblil IUCTOK ID ydery KaapoB. IlpaBuna 3amonnenus Jluunoe neno
%’E&l%‘g‘e pabotHuka. COCTaB JOKYMEHTOBIMYHOTO Jea
JIOKYMEHTALIHH IIpaBuna BeaeHHS M 3aMOJHEHUS TPYIOBBIX KHUKEK

(oKyMeHTaluu 1o
JMYHOMY COCTaBY)

[TpaBuia BegeHMs )KypHala ydeTa ABHKEHUATPYIOBBIX KHUKEK

TpynoBo#t crax, HeNpepbIBHbIM W 00Ul Buasl npuka3oB mo JU4HOMY COCTaBy (IpUKa3HA YBOJIbHEHHE,
MIpUEM, TIEPEBO/T)

[IpaBuna cocraBienus 1 oGpopmiIeHHs TpapUKAOTITYCKOB paOOTHUKOB

[IpaBuna cocraBieHus U 0HOPMIICHUS PUKA3aHA OTITYCK

HpaKaneCRue 3aHATHUSA

CocraBieHue u O(I)OpMJ'ICHI/Ie TPyAOBOI'0 OOrOBOpa

O(I)OpMJ'IeHI/Ie 3ad4BJICHUA O MPUCME, YBOJIBHCHUU, IICPCBOJAC, MTPCAOCTABICHUHN OTITYCKA

3amomHeHNe JTHYHOW KapTodku (opmer T-2.
3aroIHEHNE JIMCTKA 10 YUYeTy KaJIpoB

Cocranenue aproonorpaguu

CocraBieHue PE3rOMC

o|glh W

3anosHeHUE TPYJAOBOM KHWXKH, BHECEHHWE M3MEHEHHI B Hee. 3arlojIHeHUE KypHaja ydeTa ABUKCHUS
TPYAOBBIX KHHUKEK

7. | OdopmiieHHe MpUKa3oB MO JIMYHOMY cocTaBy.CocTaBieHue rpaduka OTIyckoB pabOTHUKOB

Tema 6. XpaHenwue
KaJpoBOi1
JIOKYMEHTalluU

Ulexnn

1 XpaHeHue nepcoHalbHOM KaJApoBOi JOKyMeHTaluu. TpeOoBaHus, peabaBIIsIeMbIe K TIOCTYy KaJpOBOi
JIOKYMEHTAIUU.

[TpaBuiia xpaHeHus TPYJOBBIX KHUKEK. 3allUTallepCOHANIbHBIX JAHHBIX paboTHUKOB. Cornacue Ha o0paboTKy
MIEPCOHAIIBHBIX JTAHHBIX

3amuTa nepcoHaIbHBIX JAHHBIX B KaJIpoBoi ciyxk0e. PaboTa ¢ kaapoBeiMu qokymeHTamu B CO/1.

IlpakTHyeckue 3aHATUA

1. | CocraBienne u ohopmiieHHe coracus Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX PA0OTHHKA.

2. | ApxuBHpoBaHHE KaJpoBON nokymeHTanuu Ha [1IK

3. | XpaHeHue nepcoHaJIbHON KaApOBOH TOKyMEHTAIUN

Tema 7.

Ulekun




Ocobennoctu Opranmsanus paboTel ¢ oOpameHusMU TpaxaaH. IIpaBoBas 06a3za paboOTBl ¢ OOpalIeHUSIMH TpakIaH.

OpraHu3aluu TpeboBanuss 1o odopmieHuto obpamienuii. I[lopsgok o0paboTku oOpamieHuid TpaxaaH. Perucrparus

JIOKaJIbHBIX oOpanienuii rpaxkaan. KoHTposs 3a paccMoTpeHreM oOpaiiennii rpaxaad. Pabora ¢ oOpameHusiMu rpaxiaH B
cucTeM paboTsl ¢ | CH]L.

JIOKYMEHTaMH) Opranuzanus paboThl ¢ KOHGHUACHIHMATLHBIMA JOKYMEHTAMH. be30macHOCTh MEHHBIX HH(POPMAIIHOHHBIX
pecypcoB. llennas wuHbopManus u KOHQUICHIMAIbHBIE JOKYMEHTHl. PermameHramus cocTaBa
KOH(HICHIIMATBHBIX CBEJCHUNA U TOKyMEHTOB JloKyMeHTHpOBaHUE KOHPHUICHIIMAIBHBIX cBeaeHu. [opsaaok
paboThl UCHIOTHUTENEH C KOHQHUISHIIMAIbHBIMU JOKYMEHTAMH U CBEJCHUSIMU
IIpakTHyecKue 3aHATHS
[IpaBuna npuema, 06pabOTKH, UCTIOHEHUS B ydeTa 00paleHnid TpakJaH
Odopmnenne, 06paboTka U XpaHeHHe KOH(PUIEHIINAIBHBIX MaTEepPHUaJIOB

Tema 8. Jleknun
Opranusanus OO0mue mpaBuiIa OpraHu3aldUd JTOKYMEHTOOOOpoTa B opraHu3anuu. [lpuem u o06paboTka MOCTYMArOMIMX
JTOKYMEHTOOOOPOT | OKYMEHTOB.

a B Opranu3anuu Perucrpanus nokymeHTOB. IlOpsaoK NPOXOXKIACHUS CO3AABAaEMbIX JOKyMEHTOB. KOHTposb HCHIOIHEHUs

JIOKYMEHTOB.

Howmenknarypa nen. TpeboBaHus K ee cocTaBieHUI0 U opopmieHu0. TpeboBanust K GOPMHUPOBAHUIO AETI.
OJEeKTpOHHOE J1eonpou3BoACTBO. OCHOBHBIE MOHATHS 3JEKTPOHHOTO JOKyMeHTooOopoTa. [loHstne o
cucremax 310 u ECM-cucremax. [IpaBuna mapuipytusanuu 10KyMeHTONOTOKOB B cucremax 210 u ECM-
cuctemax. OCOOEHHOCTH JOKYMEHTHPOBAHUS M OpraHu3aluu padoThl C JOKYMEHTaMU B T'OCYJIAapCTBEHHBIX
opranax MeToipl paliMoHaIM3aMH JOKYMEHTO000pOTa.

IlpakTHyeckue 3aHATUA

1. OdbopmiieHne KypHAJIOB PETUCTPALIUU BXOASIINX TOKYMEHTOB. Benenue ydera rnoiaydyaeMon u
OTIPABIIIEMON KOPPECIIOHICHIIMHU, CUCTEMATU3ALIMsI U XPAaHEHUE JOKYMEHTOB TEKYILEr0 apXHBa.

2. CocraBiieHne HOMEHKIIATYpHI 1ei. [loaroToBka u crava B apXuB MPEINPUATHS TOKYMEHTATBHBIX
MaTepHalIoB, 3aKOHUYEHHBIX JIEJIONPOU3BOJICTBOM, PETUCTPALIMOHHYIOKAPTOTEKY UM KOMIIbIOTEpHbIE OaHKU
JTAHHBIX, COCTABJIEHHUE OIMCH JIeJ, MepeJaBaeMbIX HA XPaHEHUE B apXUB.




VYyeOHas mpakTuKa

Buasi pador:

W3y4yeHre HOpMAaTUBHO — METOAMYECKOI 0a3bl

JIEJIONPOU3BOJCTBA. 3HAKOMCTBO C PEKBM3UTAMM JIOKYMEHTOB, TEKCTOBOE OIMCAHHME PAaCIOJIOKEHUS
PEKBU3UTOB.

CocraBinenue TpaQuUEcKOd  CTPYKTYpPHOW  CXEMBl YUPEKACHHUS: TMOAYMHEHHE, IOJOTYETHOCTb,
B3aMMOJICHCTBUE CTPYKTYPHBIX To/IpaseieHuii co ciyxooun J10VY.

Pazpabotka 1 opopmiieHrE OpraHU3alMOHHBIX, PACTIOPSAUTENBHBIX, CIIPABOYHO-

MH(OPMALIMOHHBIX JOKYMEHTOB. AHAJIW3 COOTBETCTBUS O(OPMIIEHUS JTOKYMEHTOB HOPMAaTHB HBIM
METOJUYECKUM JIOKYMEHTaM.

[TpoBepka mpaBUIBHOCTH (HOPMUPOBAHHS AET,CUCTEMATU3AIUS TOKYyMEHTOB B JIeJax.

AHanu3 JOKYMEHTOIIOTOKOB [TOCTYAIOIIEH, BHYTPEHHEN U OTIPABIIAEMOI TOKyMEHTALlUH.

CucreMbl perucTpaluu JOKYMEHTOB B YUPEXKIACHHM.
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[IpousBoacTBeHHAs
IIpaKTHKa

Buasbi padot:

1. M3y4arhb CTpYKTypbl OpraHu3allid — MECTa IPOXOXKACHUS MPAKTHKU (Jlajee — OpraHu3allii) C LEJbIo
COCTaBJICHUS CXEMbI CTPYKTYpbl OPraHU3alMK U LUPKYJIHUPYIOIUX JOKYMEHTONnoToKoB. M3yuars MHCcTpyKIun
10 JIeJIONPOU3BOJICTBY OpraHU3al1y.

2 Ucnonws3zoBath COJ] B pabote ¢ noxkymeHTamu. OOpabaTeiBaTh BHYTpEHHHE HOKYMEHThl. OOpabaThiBaTh U
OTIIPABIATH UCXOASIINE TOKYMEHTHI, IPUHUMATh U POBOANUTH MEPBUUHYIO 00pabOTKY BXOAAIIMX TOKYMEHTOB.
3. Perucrpanus 1OKyMEHTOB U MapUIpyTH3alUs JOKYMEHTONOTOKOB. OCylIECTBIEHHE NIEpPEJaul JOKYMEHTOB
Ha UCIOJHEHHE B MOJAPA3/EIICHUS C YYETOM PE30JI0LUN PYKOBOAUTEIEH OpraHMU3aly. Y4acTHE B KOHTPOJIE
WCIIOJTHEHUS IOKYMEHTOB B OpraHU3aliy, B TOM YHCJIE C UCIOJIb30BaHNEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

4. MadopMallMOHHO-CIIPABOYHAsT W TOMCKOBas padoTa C HUCIOJIb30BAaHWEM CHCTEM yuéTa JOKYMEHTOB B
OpraHH3aIiHy.

5. OdopMsATh OpraHu3alvOHHbIE, BHYTPEHHUE (TIPUKa3bl, PACIIOPSIKEHUS, TOBEPEHHOCTH, 3allUCKH, CIIPABKH,
aKThl, HPOTOKOJBI M Jp.) M HUCXOJAALIME JOKYMEHTbl OpraHU3alMM C MHCIOJIb30BaHHMEM COBPEMEHHBIX
IIPOrPaMMHO-TEXHUYECKHUX CPEJCTB.

6. Ocy1iecTBIATh KOHTPOJIb IPAaBUIBHOCTH COCTABICHUS, O()OPMIICHUS TOKYMEHTOB (PEKBU3UTHI, 0COOEHHOCTH
HalMCaHUs TEKCTOB, MHOTOCTPAHUYHbIE JOKYMEHTHI), MOPsAKA U3JaHUs JTOKYMEHTOB (C y4€TOM crenupuKu
CUCTEMBI JIeJIONPOU3BOICTBAa opranusanuu). KoncrpynpoBanue OGlaHKOB OpraHM3alliu, cO3[aHHE HIaOJIOHOB
JIOKYMEHTOB.

7. JlokyMeHTHpOBaHHE JeSATeNbHOCTH opraHuzanui. OQopMisTe OpraHu3alvoHHbIE, BHYTPEHHUE (TIPUKA3bI,
pacropspKeHUs, JOBEPEHHOCTH, 3alUCKU, CHPABKH, aKThl, MPOTOKOJBl U JAp.) U HCXOJISAIINE JOKYMEHTBI
OpraHM3al1H C UCII0JIb30BAHUEM COBPEMEHHBIX IPOTPAaMMHO-TEXHUUECKUX CPEACTB.

8. KoHTponupoBaTh NpaBHWIIBHOCTH COCTaBJIECHUS, O(OPMIIEHUS JOKYMEHTOB (PEKBU3UTHI, OCOOEHHOCTH
HalMCaHUsl TEKCTOB, MHOTOCTPAHWYHbIE JOKYMEHTHI), MOPsAKa U3JaHUs JTOKYMEHTOB (C y4€TOM crienupuKu
CHCTEMBI JIeJIONPOU3BOICTBA opranu3anun). KoHcTpynpoBanue OJaHKOB OpraHU3aIlM, CO3JaHHE IIa0JIOHOB
JIOKYMEHTOB

9. 3HAaKOMCTBO C KaTeropusMM M BHUJAMHU JOKYMEHTOB, OOpa3yIOIIMXCS B OpPraHU3aLUMH, COAEPIKAIIUX

KOHGUICHIMANbHYI0 HH(opMmanuio. O3HaKOMJIEHHME C TMPUMEHSEMBIMH B OpraHM3allMd  CpPEeACTBAMHU
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KpI/IHTOFpa(bI/II/I AJId 3allUThl 3JICKTPOHHBIX AOKYMEHTOB C HMCIIOJIB30BAHHMEM CICHHUAJIBHOI'O IIPOrpaMMHOI0

o0ecreyeHus.
10. OhopMIIATH JOKYMEHTHI IO TMYHOMY COCTaBY M MX KOMHUH (TIPH HEOOXOIUMOCTH).

M/K.04.02 BoinosiHeHHe padoT 1mo 10/LKHOCTH cayskamero 23406 Konndgukarop

Tema 1. Bunst
3aKOHOJATEIbHBIX
Y HOPMATHBHBIX
IIPABOBBIX aKTOB, U

Ulekun

1. IlonsaTre u 00IIas XapakKTepUCTHKA CHCTEMAaTU3alliy IpaBa. BUIbI U CIOCOOBI CHCTEMAaTHU3AINH
POCCHUICKOT0 3aKOHOJIaTeNbcTBa. CUCTEMAaTU3aIIMs 3aKOHOJATEIbHBIX 1 HOPMATHUBHBIX IMPABOBBIX AKTOB, U
ToKyMeHTOB. [IoHsTHE U 3HaUCHUE CHCTEMAaTU3alliy IPABOBBIX aKTOB. OOBEKTHI M CYOBEKThl CHCTEMAaTHU3AIIHH.
[TpuunHbI cHCTEMAaTH3aIuU: 00bEKTUBHEIC, CYOBCKTHBHBIC.

HpaKTuqecmde 3aHATHUA

KJ'IaCCI/I(bI/IKaI_II/IH HOPMAaTUBHBIX JOKYMCHTOB I10 UX IOpH,Z[H‘I@CKOﬁ CHIIC.

JTIOKYMEHTOB
TToHsTHE, TpeMET Jlokanpubie HITA.
1 MeTOx CamocrosiTesibHas padoTa
CHCTEMATH3ALIN 1 Brimonaenue pedepara mo teme: «llenn u 3agaun cucteMaTU3aluy U KO (DHUKAIUK 3aKOHOIaTEILCTBAY
KOAU(PHUKAITTU
3aKOHOJATEJILCTBA
Tema 2. UleKmuu
Konudukaims u Koaudukaius u npaBusia ee npoBeIeHUS.
npaBujia €¢ Buasl koqubukalnoHHBIX aKTOB.
TIPOBENICHAA TexHUKO-IOpHIMYECKHE TPaBHiIa KOAU(UKAIUU
IlpakTHyeckne 3aHATUA
1. ITpaBuna koaudUKaAIMK 3aKOHOAATEIBHBIX U MHBIX HOPMATUBHBIX JOKYMEHTOB
Tema 3. UleKmuu
[IpaBoBbIE [IpaBoBOE peryampoBaHue OpraHU3AIMN PabOTHI IO CUCTEMATHU3AIMK U KoIW(HUKalUu 3aKOHOAATEIIbCTBA B
OCHOBBI cyne.
CHCTEMaTH3AINN PeecTp momxHOCTEH paOOTHHUKOB alapara paoOHHBIX (TOPOACKHX) CYIOB.
¥ KOIMbUKALHH IIpakTnyeckue 3aHATHS
3aKOHOJIATENBCTB 1. CocraBnenue NOKHOCTHON MHCTPYKIMK Koaupukaropa. [IpaBuiia xpaHeHUs 3aKOHOIATEIBHBIX U HHBIX
a B cyje HOPMATHBHEIX JIOKYMEHTOB
2. Knaccuduuupyiite akTbl, COCTaBIISIONINE IPABOBYIO OCHOBY JIEATEIHHOCTH ammapaTa Cy/a0B.
Tema 4. Ulekun
OcoOeHHOCTH 1 OcHoBHBIE HAMPaABJICHHUS IEATEIHPHOCTH 1O KOAU(PHUKAIINHN 3aKOHOJATENILCTBA B cy/e. Benenue
OpraHu3aIus KO (DUKAITMOHHO-CIIPABOYHBIX PAOOT M CHCTEMaTH3alMK 3aKOHOIAaTEIIbCTBA B CY/IE.
KoaupUKaLUK Opranuzanus cucTeMaTu3alud U Konudukamuu 3akoHonatenbcTBa B BepxoBHom Cyne Poccwuiickoi

Oeneparun. CucremMatu3aiys U Koaudukanus 3aKOHOIATEIbCTBA B BEPXOBHBIX Cy/laX pecnyOlMK, KpaeBbIX,




3aKOHOJIATENLCT | OOJACTHBIX CyAax, Cy/ax ropoJoB (heaepanibHOro 3HaUSHHsI, CyJaX aBTOHOMHOM 00J1aCTH, CyAax aBTOHOMHBIX
Ba B CyJIe okpyroB. Opranu3anus CUCTEeMaTH3AIMN U KOJU(PHUKAIIMKA 3aKOHOATEIbCTBA B PAlOHHBIX Cy/laX.
IlpakTHYeckune 3aHATHS 8
1 CI/ICTGM&TI/B&HI/IH n KOI[I/I(bI/IKaI_II/Iﬂ 3aKOHOJATEJIbCTBA B BCPXOBHLIX CyJaxX pecny6ﬂm<, KpacBhbIX, 00JIaCTHBIX cynax,
cyJlax ropooB (pemepaabHOrO 3HAYCHHs, CYJJIOB aBTOHOMHOW 00J1aCTH, CYAaX aBTOHOMHBIX OKPYTOB.
2. OCHOBHBIE HaItpaBJICHUA JCATCIbHOCTHU 1O KOHH(bHKaHHH 3aKOHOAATCJIbCTBA B Cy€C.
Copneprxanue KoAM(PUKALMOHHO-CITPABOYHBIX pabOT U CUCTEMATH3alMK 3aKOHO/ATEIbCTBA B CY/IE.
Opranu3anys cuCTeMaTH3aluy ¥ KOAU(PHUKALNY 3aKOHO/IaTENIbCTBA B PAHOHHBIX Cy/laX.
3. IlpopaboTka npaBuil BeACHUS KapTOTEK y4eTa BblAaul-BO3BPAILEHHS JOKYMEHTOB.
4. IlpaBuiia BeZJleHUS] KOHTPOJIbHBIX IK3EMILIIPOB HOPMATUBHBIX IIPABOBBIX aKTOB.
5. Yuer, XpaHEeHHE€ HOPMAaTUBHBIX aKTOB U FOPUIUYECKON JTUTEPATYPbl
Tema 5. . Jleknun 4
ﬂogiﬁ;ﬁfg;f“ KBanudukanuonnsie TpeOOBaHus, MPEIbABISIEMbIE K KOHCYJIBTAHTY 10 KOAU(DUKALMKM 3aKOHOIATELCTBA B
pIzl6OTHI/IK0B cyne. JlomxkHocTHble O0OS3aHHOCTH, TIpaBa M OTBETCTBEHHOCTh KOHCYJIbTAaHTa IO KOAU(UKAIUH
ANTIApaTa CYJIA TI0 13_IaKOHOL[aTeJ'IBCTBa B CyJE. .
crcTeMaTH3ammy ¢ | IPAKTHYECKHe 3aHSATHS
KoM (pHUKALH 1. JIo;oKHOCTHBIE 00SI3aHHOCTH KOHCYJIBTAHTA 110 KOAM(PHUKAIMU 3aKOHOIATENLCTBA B Cy/€e. JIOJKHOCTHEIE TIpaBa
3aKOHOJATCJIbCTBA | KOHCYJIbTAHTA 110 KOI[I/I(bI/IKaHI/II/I 3aKOHOJATCJILCTBA B CyJ€. OTBETCTBEHHOCTD KOHCYJIbTaHTa 110 KO):[I/I(bI/IKaHI/H/I
3dKOHOAATCJILCTBA B CYC. OcHOBHEBIE HaIpapJICHUSA ACATCIbHOCTHU 11O KO,Z[I/I(I)I/IKaI_H/II/I 3daKOHOJATCJIbCTBA B CyC
2. ITopsiiok cmy»)eOHOTO B3aUMOICHCTBHS KOHCYJIbTaHTa (TI0 KOAM(DUKAINH) C TPAXKIAHCKUMHE CITY KaI[MA
cyaa
Tema 6. Opranuzanus|/Iekuuu 6
JOKyMeHTooOopoTa B| KommnbproTep Kak CpeICcTBO aBTOMATH3allMd MHQPOPMAIMOHHBIX mnponeccoB. [IK B coBpemeHHOM
OpraHu3aIuH. nenonpousBozacTBe. OducHble HH(pOPMAIMOHHBIE CHUCTEMBL. ABTOMaru3anus pabOThl C JOKYMEHTaMH.
KoMnbroTepusanus [ToHsiTHE aBTOMATH3UPOBAHHOrO paboyero mecta (APM)
JENOIPOH3BOACTBA IIpakTHyeckue 3aHsATHS 12

1. | PaGora co cripaBOYHO-TIPaBOBBIMHU CHCTEMAaMH TI0 TOUCKY M COCTABJIEHHIO TEPEYHsI HOPMATHBHO-TIPABOBBIX
Y HOPMATUBHO-METOJUYECKUX JTOKYMEHTOB

N

CKaHHpOBaHI/IG JOKYMCHTOB C TOMOIIBIO CTAHAAPTHOTO IMPUIIOKCHUA oC

w

IIporpammeI-apxuBaToOpsl. Y TAKOBKA U PACIIAKOBKA apXUBOB

4 | CxaHnpoBaHHE U PACIIO3HABAHUE TEKCTA C TIOMOIIIBIO CIICIIUATN3UPOBAHHOTO IIPOTPAMMHOTO 00ECTICUCHHUSL.
Koppektuposka Tekcta. KonBeptupoBanue daiisio

5 | Ucnonb3oBanne TpadapeTHBIX TEKCTOB W CTaHAApTHHIX (parmMenToB. Co3maHue JOKyMEHTa Ha OCHOBE
mrabJoHa JOKYMEHTa B TEKCTOBOM penaktope. Vcrmoiib30BaHHE CTaHIAPTHBIX MIAOJIOHOB TEKCTOBOTO

penakropa.




6 | Mcnonb3oBanue TpadapeTHbIX TEKCTOB M CTaHAAPTHBIX (parmentoB. Co3laHue JOKYMEHTA Ha OCHOBE
m1a0JIoHa JOKYMEHTa B TEKCTOBOM peaakTope. Vcrnosbp3oBaHue CTaHIAPTHBIX 1IA0JIOHOB TEKCTOBOI'O

pelaKkTopa.
7 | CoBmecTHasi paboTa Hal MPOCKTOM JIOKYMEHTA B PEXKUME PEIICH3UPOBAHHS
Tema 7. Jiekuun 6
WuTepHer- 1 OcuoBsl pabotsl B HTEpHETE. [louToBBIE M 001aYHBIE CEPBUCHI B paboTe ¢ JOKyMEHTaMH. MOOHIIbHBIE
pecypcsl u BeO- | TexHonoruu. Pabora ¢ 31eKTpOHHOM OYTOH.
TEXHOJIOTHH ITouck nadopmanmu. Caiit
IIpakTHyeckue 3aHATHS 4
1. PaGora c caiitamu cyZ10B B UHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTH «HTepHEeT».
VueOHas npakTuka | Buabl pador: 18
N3yyenne HOpMaTUBHO — METOJIUYECKOM Oa3BbI.
3HAKOMCTBO C Y4Y€TOM, XpPaHCHHMEM HOPMAaTHBHBIX aKTOB M IOPUAMYECKON JIMTEpaTypbl. AHanu3
COOTBETCTBUS 0()OPMIICHUS TOKyMEHTOB HOPMATUBHBIM METOJMYECKUM JIOKYMEHTAM.
[TpoBepka mpaBUIBHOCTH (HOPMUPOBAHHS AET,CUCTEMATU3AIUS IOKYyMEHTOB B JIeJax.
CucreMsl perucTpaluuu JOKyMEHTOB B YUPEKACHUSIX.
[ToanepkaHue B aKTyaJIbHOM COCTOSIHUM 0a3bl HOPMATUBHBIX NPABOBbIX AKTOB U CyZeOHON MPAKTUKU
ITpousBoacTeenHas | Buabl padoT: 36
IIPAKTHUKA 110 1. M3yyarh CTPYKTYphl OpraHM3allid — MeCTa MIpPOXOKICHUS NPAKTUKU (Jajlee — OpraHu3aluu) ¢ IeJbIo
JOJDKHOCTH COCTAaBJIEHUS CXEMBI CTPYKTYpBl OPraHU3alMKi U LUPKYJIUPYIOIUX JOKYMEHTONOTOKOB. M3ydars MHCTpyKIInn
CJIy?Kallero 23406 | o JICJIONIPOU3BOACTBY OpTraHU3aIuu.
Komupukarop 2 IlpoBoguts HWHGOPMAIMOHHO-CIIPABOYHYI0 M TOHWCKOBYIO pPa0OTy C WCIOJB30BaHUEM CHCTEM YYETa
JIOKYMEHTOB B OpTaHU3allUHU.
3. IIpoBoauTh paboTy Mo mMoadopy 3aKOHOJAATEIHHBIX U HOPMAaTUBHBIX MTPABOBBIX AKTOB, H JOKYMEHTOB.
4. IIpoBoauTh pabOTy MO CHCTEMATU3ALMU M YYETy 3aKOHOJATEJIbHBIX M HOPMATHUBHBIX IPaBOBBIX aKTOB, U
JIOKYMEHTOB.
5. BHOCUTBH B 3K3EeMIUIAPHl 3aKOHOAATENbHBIX M HOPMATHUBHBIX IPABOBBIX JOKYMEHTOB B COOTBETCTBHH C
NPUHATHIMU U3MEHEHUSIMH U JIOTIOJHEHUSMH HEO0XOAUMbIE OTMETKH.
6. CocTaByATh NEpEUEHb YCTAPEBIINUX JTOKYMEHTOB.
7. Bectu yder BbIJauM-BO3BpAIICHUs JTOKYMEHTOB, B TOM 4YHCII€ C HCIOJb30BAHHEM aBTOMAaTH3UPOBAHHBIX
CHUCTEM.
DK3aMeH M0 MOAYIIO 6
Bcero 258/108




4. YcnoBus peauzanuy npogeccCHOHAIBHOI0 MOXYJISA

4.1 TpeOoBaHusi K MUHUMAJIBLHOMY MATE€PHAJIBHO-TEXHUYECKOMY 00ecIedeHn 0
Peanuzanmst mporpaMMbl MOYJISI IIPEAIIOJIAracT

- Hajnuuue y4eOHOro kabmHeTa «JloKyMEHTallMOHHOE OOECIeueHUe yNpaBICHUS U
apXUBOBEJICHUEY;

- II0CaJOYHBIE MECTA 10 KOJIMYECTBY CTYJAEHTOB I'PYIIIIHI;

- pabouee MeCTO IpenoaaBaTes;

- TEXHMYECKUE CPEACTBA O0yUCHUS:

- KOMIIBIOTEP C JIMLEH3UOHHBIM IIPOTPAMMHBIM 00E€CIIEUEHHEM;

- MYJIbTUMEIUNHO-UHTEPAKTUBHAS YCTAHOBKA.

4.1. HWudopmanuonHoe odecnevyeHue 00y4eHU

OcHoBHasi 1uTepaTypa

1. KopueeB, U. K. JlokyMeHTalMOHHOE OOECIIEYEHUE YTNPABICHUA : YUYCOHUK U
OpaKTUKyM i cpeaHero npodeccuonansHoro oodpasosanuss / W.K. Kopuees,
A. B. ITmmenko, B. A. MamyprieB. — 2-e u3., nepepad. u gomn. — Mocksa : M31aTenscTBo
FOpaiit, 2022. — 384 c. — (IIpodeccuonansuoe oobpazopanue). — ISBN 978-5-534-05022-
6. — Tekct : snexktponssli // OOpazoBarenbHas 1miatdpopma HOpaiit [caiit]. —
URL: https://urait.ru/bcode/492541

2. loponnHa, JI. A. JIoKyMEHTallMOHHOE OOeCHeUYeHUEe YIpPaBIEHUS @ YUYeOHUK U
OPaKTUKYM [UIsl cpeAaHero mnpodeccuoHanbHoro ooOpazoBanus / JI. A. JloponuHna,
B. C. HWpuruxoBa. — MockBa : W3marensctBo IOpaiit, 2022. — 233 c. —
(ITpodeccronanproe oopazoBanue). — ISBN 978-5-534-05783-6. — TeKcCT : 3JC€KTPOHHBIH
// ObpaszoBarenbHas matdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/492618

JlonmosiHUTEIbHAS JIMTEpaTypa

1. Tlmenko A.B. JlokyMeHTallMOHHOE OOECreueHUue ympaBieHUs: YYECOHUK st
CTyA. yupexJeHuil cpea.mpod.oopazosanus /A.B. [Tmenko, JI.A. Jloponuna. — 14-e u3zs.,
crep.-M.: M3narensckmii eHTp «Akagemusy, 2015

2. TamaxoB B.B. Opranuzanms cexperapckoro oOCTyKMBaHHUS: Y4EOHHUK IS
CTyI.yupexnenuii cpe.npod.odpazoBanus/ B.B. 'anaxos, O.b. Hazapenko.- 2-e u3.,crep.
— M.: Uznatenbckuii ieHTp «Akagemusiy, 2015

3. HHurepner pecypcsl

CnpaBo4HO-IPaBOBbIE€ CHCTEMBI
1. NudopmarmonHo-mipaBoBoe obecnieuenne «KoHcymbTanTy, «["apant.

4.3 O0mme TpeOOBAHNS K OPraHU3AIMH 00Pa30BaTeILHOI0 Mpouecca

OO0s13aTeNIbHBIM yCIIOBHEM B paMKaX MPOQECCHOHATBHOTO MOAYJs «BbImomHeHUe
paboT 1o OJHOW WJIM HECKOJBbKUM mpodeccusM padbouyux, AOJDKHOCTAM CIY>KAIIUX)»
SIBJIICTCSI OCBOCHHUE yYEOHOH MPAKTHKHU IS TOJYYCHHUS MEPBUYHBIX MPOheCCHOHATBHBIX
HaBBIKOB. B mpenogaBaHiy UCTIONB3YIOTCS JIEKIIMOHHO-CEMUHAPCKIE (DOPMBI MPOBEICHUS
3aHATHH, MMPAKTHKYMbI, HHHOBAIIMOHHBIC TEXHOJOTHH, AU(G(HEPESHINPOBAHHBIN MOAXO K
OILICHKE 3HAHUI 00y4aroIInXCs.

KoHcynbranronHast ToMOIs 00y4aronuMcst OCYIIIECTBIISIETCS B MHAUBUAYAIbLHON U
TPyIIoOBO# hopMax.


https://urait.ru/bcode/492541

4.4 KagpoBoe o0ecnevyenre 00pa3oBaTeIbHOI0 MpoLEcca

a) Peanuzanus npodeccroHaabHOro MOyl 0OeceYnBaeTcsl eAaroruaecKuMu
paboTHHKaMU 00pa30BaTEIbHOM OpraHU3alNM, a TaKXKe JHUIaMHU, NPUBJICKAEMbIMHU K
peanuzanuu 00pa3zoBaTEIbHOM MPOrpaMMbl HA MHBIX YCJIOBHSX, B TOM YHCIIE U3 4YUCIa
pykoBoauTeNed W PabOTHUKOB OpraHM3allMi, HANpaBJICHHE JESITEIbHOCTH KOTOPBIX
COOTBETCTBYeT o0jacTu mnpodeccuoHaibHol aesrenbHoctd 09  IOpucnpyaeHims
(MMeroIIMX CTaX padOThI B TaHHOW MpodeccuoHaabHON 00J1acTH HE MeHee 3 JIeT);

6) kBanuuUKalus MeAarorndeckux paboTHUKOB 00pa30BaTEIbHON OpraHU3aIH
JOJDKHA OTBEUYATh KBATU(UKAITMOHHBIM TPEOOBAHUAM, YKa3aHHBIM B KBATH(UKAITIOHHBIX
CIpaBOYHUKAX U (WH) TPOPECCHOHABHBIX CTaHAapTaxX (TIPH HATMYNH);

B) Tlearornueckre pabOTHHUKH, MPUBIIEKAEMbIC K peann3anud 00pa3oBaTeIbHON
IPOrpaMMBbI, TOJDKHBI MOTYy4aTh JOMOJHUTENbHOE MpOodecCHOHaIbHOE 00pa3oBaHue Mo
nporpaMMaM MOBBIIICHHS KBaMU(UKALUKA HE pPeke OJHOTO pa3a B TPU ToAa C YUETOM
pacuMpeHusi crnekTpa MnpodecCUOHATBHBIX KOMIIETCHIIUM, B TOM 4HCIE€ B ¢opme
CTQXXUPOBKM B OpraHU3allMsAX, HAMNpPABICHUE IEATEIBHOCTH KOTOPBIX COOTBETCTBYET
obnactu npodeccuoHanbHOU AestenbHocTu 09 HOpucnpynenius, a Takxke B APYrux
oOnacTsix mnpodeccHoHaNbHON nesTenbHOCTH W (Wiau) cdepax mpodecCHoHATBHON
JESATEIbHOCTH TIPU YCIIOBUU COOTBETCTBHUSA TOJYUYECHHBIX KOMIIETCHIIUNA TPeOOBAaHUSM K
KBTM(PUKALUU [1€JaTOTHYECKOTO PAOOTHUKA;

r) J0Js TeAarormuyeckux pabOTHUKOB (B MPUBEACHHBIX K IIEJIOYUCICHHBIM
3HAYEHHSIM CTaBOK), MMEIOIIUX OMBIT JESATEIbHOCTH HE MEHEE TPEX JIET B OpraHU3alUsX,
HaIlpaBJ€HUE JEATEIbHOCTH KOTOPBIX COOTBETCTBYET OOJACTH MPOPEeCcCHOHATBHON
nearenbHoct 09 FOpucnpyaeHuusi, B oOIlEM YHCIE TEJarornuyeckux paOOTHHUKOB,
00ECIEeYnBAOIINX  OCBOEGHHE  OOYYaOIIMMHUCS  NPOPECCHOHAIBHBIX  MOAYJEH
o0pazoBaTeIbLHOM TPOTrPaMMBbl, JOJKHA ObITh HE MEHEE 25 MPOIIEHTOB.

5. KoHTpoJIb 1 01IeHKA Pe3yJIbTATOB OCBOEHUSA
npo¢ecCuOHAILHOT0 MOXYJIS

KoHTpons ® oIleHKa pe3yJdbTaToOB OCBOSHHS MPOGECCHOHAIBHOTO MOy
OCYIIECTBIISIETCS MPEIOIABATEIEM B IMPOLIECCE MPOBEICHUS MPAKTUUECCKUX 3aHSITHU,
TECTUPOBAHMS, a TAKKE BBIMOJHEHUS OOYyYarOIUMUCS WHIUBUIYAJIbHBIX 3aJaHUM,
IIPOEKTOB, UCCIIECAOBAHU.

Pe3syabTaTbl 00yyeHusi (0CBOEHHbIE YMEHUs, Kon DopMbI 1 METOABI
YCBOEHHbIE 3HAHUS) (dhopmMupyemMbIX KOHTPOJISI U OLCHKHU
KOMIIeTeHIHii pe3yJabTaToB 00y4eHHs
BbinoJiHeHHE padoT MO0 J0KHOCTH cayzkaiero 21299 Jlejonpou3BoAUTE b
- IPUHUMATh U PETUCTPUPOBATH 11K 1.2; T1IK 1.3; OIPOC, IMPAKTUYECKUE 3AHATHS
KOPPECIIOHICHLIUIO, HAIIPABJIATH €€ B 11K 3.1

CTPYKTYPHBIE MTOPA3CIICHHS;

- [IepeiaBaTb JOKYMCHTHI Ha UCIIOJIHCHUC, OIIPOC, MPAKTUYCCKUC 3aHATUSI
0(1)OpMJ'I$ITL PETUCTPAITMOHHBIC KaPTOYKH,
co3aaBaTh OaHK JAHHBIX;




- BECTH KapTOTEKY y4eTa MPOXOKICHHS
JOKyMEHTAJIbHBIX MaTepHAaJIOB, OCYIIECTBIIATH
KOHTPOJIb 32 UX UCTIOJIHEHUEM, BbIJIaBaTh
HE0OXO0IUMBIE CIIPABKU I10
3aperuCTPUPOBAHHBIM JJOKYMEHTAM;

TECTUPOBAHUC, IPAKTUYCCKUEC
3aHATUA

- 000CHOBaHHOCTb MTOCTAHOBKH 1I€JIH, BEIOOpA U
NPUMEHEHHS METOJIOB U CITIOCOOOB PEIICHHSI
npodecCHOHATBHBIX 3a1a4

- HCIIOJb30BAaThb O(i)I/ILII/IaJ'II)HBIe HNCTOYHHUKHU
OHY6J'II/IKOBaHI/I5I HOPMATUBHO-IIPABOBBIX U
HOPMATUBHBIX AaKTOB, CIIPABOYHO-IIPABOBBIC
CHCTEMBI,

-  YUUThIBATH COACPIKAHHUC HOPMATHUBHO-
IMPaBOBbIX U HOPMATHUBHLIX aKTOB

- YUYUTHIBATD IICUXOJIOTHYCCKUEC
JACATCIIBHOCTH JIMYHOCTHU U KOJIJICKTHBA

OCHOBBI

- OCYWIECTBIATH TIIOMCK U HCIOJb30BAaHHE
uHpopManuu, HeoOXoaAuMo st 3hHeKTHBHOTO
BBINOJIHEHUS TPOPECCUOHATIBHBIX

3a7a4, MPOPECCHOHATBHOIO M JIMYHOCTHOTO
pa3BUTHS;

- JIEMOHCTPHUPOBATH IPAMOTHOCTb YCTHOU H
[ICbMEHHOU peyH;

- SICHOCTBH (POPMYJIMPOBAHUS U U3JI0KCHHUS
MBICJICH;

- JIEMOHCTPHUPOBATH MPaBUIILHOCTD
HCIIOJIH30BaAHUS npodeccuoHanbHOM
TEPMUHOJIOTUY;

- 4€TKOCTh  ()OPMYJIUPOBOK  MPABUILHOCTh

UCTIOJIb30BaHMs PO(PeCcCHOHATEHON TEPMUHOJIOTHH;
4ETKOCTh (hOPMYIUPOBOK

OK 1; OK 2;
OK 3; OK 4;
OK 5; OK 6;
OK 9;

OIIPOC, BHEAYAUTOPHAS
camocTosiTeNnpHas pabora

TECTUPOBAHUE

TECTUPOBAHUC

TECTUPOBAHUE,
3aHATUS

IIPaKTUYECKHE

TECTUPOBAHUE,
3aHATHUS

IIPaKTUYECKHE

TECTUPOBAHHE,
BHEayqUTOpHAs
camocrosTelbHas padoTa

TECTUPOBAHUE,
3aHATUA

IIPaKTUYECKHE

Boinonnenue padot mo qoaxxHocTH ciayxkamero 23406 Kogudukarop

— BBIZIaBaTh HEOOXOAMMBIE PAOOTHUKAM
MpEeANPUITHS 3aKOHOAATENIbHbIE U HOPMATUBHBIE
MPaBOBBIC IOKYMEHTHI;

MK 1.2; TIK 1.3;
11K 2.2, TIK 3.1,
1K 3.3

— BHOCHUTDH B 3K3CMILISAPBI 3aKOHOAATCIIBHBIX U
HOPMAaTHUBHBIX IIPaBOBBIX JOKYMCHTOB B
COOTBCTCTBUHU C THPUHATBIMHA HU3MCHCHUAMHU U
VTOITIOJTHCHU MU HGO6XO}II/IMLIC OTMCTKH,

— [IOATOTaBIUBATh 3asBKU HA Pa3MHOKCHUE
3aKOHOJATENBHBIX M HOPMATHBHBIX IPAaBOBBIX|
JIOKYMEHTOB U pPacChllaTh HMX II0 CTPYKTYPHBIM|
MOAPAa3/AeIICHUSIM NPEIITPUATHUS;

— COCTAaBIISITh MepeYEHb YCTapEBIIMX
JTIOKYMEHTOB. BECTH YYET BbIJAYM-BO3BpALICHUS
ITOKYMEHTOB;

— MNPpUHHUMATh H@O6XO)II/IMI)IG MCPEI 11O
M CIIOJJb30BaHHIO B pa60Te COBPCMCHHBIX
TEXHUYCCKHUX CPCACTB.

OIPOC, BHEAYAUTOPHAS
caMoCTOsATeNIbHAs paboTa

TECTUPOBAHUC, IPAKTUYICCKUC
3aHATHUA

OIpoC, MPAKTUYCCKUC 3aHATUSA

OIPOC, TPAKTUYECKUE 3aHATHS

TECTUPOBAHUC, IPAKTUYCCKUEC
3aHATUA

- 000CHOBaHHOCTb [TOCTAHOBKH 11€JIM, BbIOOpA U
MPUMEHEHHUS METOJI0B U CIIOCOOOB pEeLIeHHS

OK 1; OK 2;
OK 3; OK 4;
OK 5; OK 6;

npoecCHOHANIBHBIX 3aa4

OIIpOC, BHEAYTUTOPHAS
camocTosiTelbHas paboTa




- HWCIOJIb30BaTh OQUIMAIBHBIE HCTOYHUKH
OMyOJIMKOBAaHUS HOPMATUBHO-TIPABOBBIX U
HOPMAaTUBHBIX aKTOB, CIPAaBOYHO-IIPABOBHIE
CUCTEMBI,

- YUUTHIBATDH COACPIKAHUC HOPMATUBHO-
IMPAaBOBLIX U HOPMATHUBHLIX dKTOB

- YUUTHIBATDH IICUXOJIOTHYECKHUEC OCHOBBI
JACATCIIBHOCTH JIMYHOCTHU U KOJIJICKTHBA

- OCYWIECTBIATH TIIOMCK U HCIOJb30BaHHE
uHpopManuu, HeoOXoaAUMOM 115t 3 (HEeKTUBHOTO
BBINOJIHEHUS TPOPECCUOHATIBHBIX

3amad, Tpo(EecCHOHATLHOTO U JIMYHOCTHOTO|
pa3BUTHS;

- JIEMOHCTPHUPOBATH IPAMOTHOCTb YCTHOU H
[CbMEHHOU peyH;

- SICHOCTBH (POPMYJIMPOBAHUS U U3JI0KCHHUS
MBICJICH;

- JIEMOHCTPUPOBATh IPABUJIBHOCTD
MCIIOJIb30BaHUs npodeccuoHaIbHON
TE€PMUHOJIOTHH;

- 4ETKOCTh  ()OPMYJIUPOBOK  MPABUIBLHOCTH
HCIOJIB30BaHMsl MPO(eCcCHOHATBLHON TEPMUHOJIOTHH;

4€TKOCTH (hOPMYITUPOBOK

OK 9;

TECTHPOBAHUE

TECTUPOBAHUE

TCCTUPOBAHUC, IMPAKTUYCCKUC
3aHATHA

TECTUPOBAHUC, ITPAKTUUCCKHUE
3aHATUA

TCCTUPOBAHUC, BHCAYIUTOPHAS]
CaMOCTOATCIIbHAsA pa60Ta

TECTUPOBAHUC, IMPAKTUYCCKUC
3aHATHUA




