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1. MACIIOPT PABOYEM ITPOI'PAMMbBI YYEBHOM JUCITUITIJIAHBI
OI1.13 JlokyMeHTAMOHHOE O00ecneyeHne yIpaBJIeHusl

1.1. O6n1acTh npuMeHeHus1 padoyveil MPOrpaMmbl

PabGouast mnporpamma yueOHOUM muciuIuinHbl siBisieTcs yacteio [IIICC3 B
cootrBeTcTBUM ¢ PI'OC mo cnernumansHoctu CIIO 40.02.01 IIpaBo m opranuzamus
COIIMAJIBHOTO 0OecrieueHnsi 0a30BOM MOJITOTOBKHU.

1.2. MecTo y4eOHOM OMCHMIUIMHBI B CTPYKType OCHOBHOI mNpodeccHoHaIbLHOMI
o0pa3oBaTeJibHOW  MporpamMmbl:  JUCIHUIUIMHA  pealn3yercss B paMKax
po¢heCCUOHATIBHOTO ITUKJIA W OTHOCUTCS K 001IeNnpodheCCHOHAIBHBIM  TUCIIUILIMHAM.

1.3. esqu u 3axa4d y4eOHOH AUCUMILVIMHBI — TPeOOBaHHS K pe3yJbTraram
OCBOCHUSA YUYEOHOM TMCIUTIIUHDI:

B pesynbrate ocBoeHHMsT y4eOHOW JUCHUIUIMHBI OOYYaIOIIMICS HOJIKEH
YMETh:
—  0(OopMIISITH OPraHU3ALMOHHO-PACTIOPSAUTENbHBIE IOKYMEHTHI B COOTBETCTBUHU
¢ aerictBytomuM ['OCTowm;
—  OCYHIECTBJATH  OOpaOOTKY  BXOJSIIMX, BHYTPEHHHX M  HUCXOJMSIIUX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHCHUEM;
—  0ohopMIATH TOKYMEHTHI JJIsl Iepejau B apXUB OpraHU3alluu;
3HATD!
—  TIOHSTHE TOKYMEHTa, €r0 CBOMCTBA, CITIOCOOBI IOKYMEHTUPOBAHUS;
— TpaBWia COCTaBJICHHUS U O(DOPMIICHHS OpraHU3aIlMOHHO-PACHIOPSIUTEIHHBIX

nokymeHToB (OP/I);
— CHUCTEMY M THUIIOBYID TEXHOJOTHUIO JOKYMEHTAlMOHHOTO OOeCreueHHs
YIPABIICHHUS;

— OCOOEHHOCTH  JIETOTPOM3BOJICTBA IO  OOpamieHWsiM  TpaxiaaH |
KOH(HICHIIMATEHOTO JCIOMPOU3BOICTRA.

ConepxaHue TUCHMUIUIMHBI JIOJDKHO OBITh OPUEHTUPOBAHO HA IOJTOTOBKY
CTYJIEHTOB K ocBoeHMio mpodeccrnonanbubix momynen [IIICC3 mo crnenumanbHOCTH
40.02.01 TIlpaBo u opraHuzaius COIUAIBHOTO OOECIEUYeHUSI U TOJTOTOBKE K
dbopmupoBanuio npodeccruoHanbHbIx kKommnereHiui (I1K):

IIK 1.1. OcymiecTBisaTh mpodeccuoHalbHOE TOJKOBAaHME HOPMATUBHBIX MPABOBBIX
aKTOB [IJIsl peajn3alluu TpaB TpakgaH B cdepe MNEHCHOHHOTO OOECIeYeHUS U
COLMAIBHOM 3aIUTHI.

[IK 1.2. OcymecTBisITh IPUEM TPAKIAH MO BOMPOCAM MEHCHOHHOTO OOECICYEHUs U
COLUAIBHOM 3aIUTHI.

[IK 1.3. PaccmarpuBaTh makeT MOKYMEHTOB [Isl Ha3HA4Y€HHUs MEHCUH, MOCOOUH,
KOMIIEHCAlUM, JPYTrUX BBIILUIAT, @ TAKXKE€ MEp COLMAIbHON MOJIEPKKU OTACIbHBIM
KaTEropusaM IpaxJaH, HY>KIAIOIMMCS B COLMANIbHOM 3alllUTe.



I[IK 1.4. OcymecTBiasiTh yCTaHOBJIEHHE (Ha3HA4YE€HHE, IEpepacyer, MepPeEBON),
MHJEKCAllUI0 U KOPPEKTUPOBKY IIE€HCHM, Ha3HAueHHE IOCOOMH, KOMIEHCALUWd MU
IPYrux COLIMAJIBHBIX BBIILIAT, UCTOJIb3YSIMH(POPMALTMOHHO -KOMIIBIOTEPHbBIE
TEXHOJIOTHH.
IIK 1.6. KoHCynpTHpOBaTh IpakJaH M IPEACTABUTEIECH HOPUIMYECKUX JIAI[ II0
BONPOCAM IEHCUOHHOT'O 00€CIIEYEHHs U COLIMATIbHON 3allIUTHI.

B mpouecce ocBoeHUs IUCHUIUIMHBI Y CTYJEHTOB JOJIKHBI (POPMUPOBATHCS
obmue kommnereHiu (OK):
OK 1. [ToHumathb CymHOCTh U COIMANIbHYIO 3HAUMMOCTh CBOEH OyyIeit mpodeccuu,
IIPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESTENBHOCTD, BHIOUPATH TUIIOBBIE METOJIBI U
CIOCOOBI BHIIOTHEHUS MPO(HECCHOHATBHBIX 33]1a4, OLEHUBATh X 3()(PEKTUBHOCTH U
Ka4yeCTBO.
OK 3. IIpuHrMaTh peleHus B CTaHJaPTHBIX M HECTAHIAPTHBIX CUTYALUSAX U HECTH 3a
HUX OTBETCTBEHHOCTb.
OK 4. OcymiecTBisTh MOUCK U UCHOIb30BaHUE UH(POpMALK, HEOOXOUMOMN AJIs
3¢ (HEKTUBHOTO BBINOIHEHHSI MPOPECCUOHANIBHBIX 33]1a4, TPO(HECCUOHATIBHOTO U
JIMYHOCTHOI'O Pa3BUTHSI.
OK 5. Ucnonb3oBath HHGOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B
npohecCuOHATBHOM e TENbHOCTH.
OK 8. CaMocTOSTENBHO ONPENEATh 33Ja4l NPO(HEeCCUOHATBLHOTO U JINYHOCTHOTO
Pa3BUTHS, 3aHUMAThCA CaMOOOPa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIIICHHUE
KBaJIM(PUKALIMH.
OK 9. OpueHTHpOBAaTLCA B YCIOBHIX MOCTOSTHHOTO U3MEHEHHUSI IPABOBOM Oa3bl.

1.4. KosimyecTBO 4acoB HA OCBOeHHUE pado4eil MporpaMMbl y4eOHOi
AUCIHUNJIMHBI:
MaKCUMaJIbHOM y4eOHOM Harpy3ku o0ydaroiierocs 54 yaca, B TOM YHCIIE:
- 00513aTeNTLHOM ayTUTOPHOMN yueOHOM Harpy3Kku obydaromierocs 36 4acos;
- CaMOCTOSITENIbHOM paboThl oOyuaromierocs: 18 wacos.



2. CTPYKTYPA U COJEP)XAHUE YUYEBHOM JUCHOUIJINHBI

2.1. O0bem yueOHOM QTMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Bup y4eOHoii padoThl

Oo0BeM 4acoB

ABTOMATHU3HUPOBAHHBIMHU OMOJMOTEYHBIMH CHCTEMaMH

110 OYHOMI o
popme 3204HOM
00y4eHus dopme
00y4eHus
MakcuMmanbHasi yueOHasi HArpy3ka (Bcero) 54 o4
O6s13aTe/ibHAsI AyIMTOPHAs YueOHasi HAarpy3ka (Bcero) 36 8
B TOM YHCJIC:
PAKTUYECKUE 3aHITHUS 24 2
CamocrosiTeibHas padboTa o0yuawiuerocs (Bcero) 18 46
B TOM 4HCJIE:
BBITIOJIHEHUE JIOKJIA/I0B U pedepaToB 2 2
BHEAYJUTOpPHAsI CAMOCTOSITENIbHAS padoTa CTYJICHTOB 8 36
MOUCK WH(OPMAIUHU B CETH, MOJIb30BAHKE 8 8

Hrorosas arrecranus B popMe IK3aMeHa




2. TemaTnyeckHii TNJIaH U co/lepKAHUE YUeOHOI TUCIMILINHBI

I[OKyMeHTa].[l/IOHHOC obecnevyeHue YupaBJjgeHUsA

HaunmeHoBaHue Conepixanne y4eGHOro MaTepuaja, NPaKTHYECKHeE 3aHATHI, CAMOCTOSITEJbHASI Pa6oTa 00y4aromuxcst O0bem yacoB VposeHb
pa3jiesioB H TeM OCBOEHHSI
1 2 3 4
Pazpnea 1. 10
IToaroroBka K
COCTABJICHHUIO U
o(opMIIEHHIO
cJ1yKe0HOoMH
JOKYMEHTALNH
Tema 1.1. Copep:xaHue y4edOHOro MaTepuaJia 4
HousiTue o 1. IMonsTue nokymenta. Kinaccudukarus nokymMmeHToB. CUCTEMBI JOKYMEHTHPOBaHUs. HOpMaTUBHBIE TOKYMEHTBI 1
AOKyMEHTaX no JIOY. TpeGoBanus K OlaHKaM.
Ipakrnyeckoe 3ansTue 1 2
1. ‘ Onpenenenne Bua 61aHKkoB. [[poeKTHpOBaHKe OIAHKOB.
CamocrosiTe1bHast padora 2
[Mouck mudopManyuu B cetr 1o TeMe: [IOHITHE OpUrHHAA JOKYMEHTA, KOTIHH.
Tema 1.2. Conep:xanue yueOHOT0 MaTepuasa 4
PexkBU3NTHI 1. Crpykrypa n0kyMenTa. IIOHATHE «PEKBU3HMT» TOKYMEHTA. BUIbI PEKBU3UTOB JOKYMEHTA. 1
JIOKYMEHTOB
IpakTHyeckoe 3anaTHE 2 2
1. ‘ OdopmiieHrEe PEKBU3UTOB JOKYMEHTOB.
Pazpnes 2. 14
CocraBnenue n
oopmiaeHue
OpPraHU3aIHOHHO-
pacnopsiAuTeNbHOMI
JOKYMEHTALUH
Tema 2.1. Coaep:xkanue yueOHOro MaTepuasia 8
Mpasnia 1. Cocrasnenue U opopMIEHHE CITYKEOHBIX MHCEM, JOKIAIHBIX 3AIIUCOK, CIIPABOK, TEJIErpPaMM, Teae(pOHOrpaMM. 2
opopmiienus Cocrasienue 1 0pOpPMIEHHE INPUKA30B, BHINMCOK W3 NMPUKA30B, yKa3aHWi W pacrnopsbkenui. CocraBieHue u
OCHOBHBIX BU/IOB 0(hOpMIIEHHE aKTOB, IPOTOKOJIOB, BBIITMCOK U3 IPOTOKOJIOB, JIOTOBOPOB.
OpraHH3allHOHHO- IpakTnueckne 3ansTus 3-5 6
PaCHoOpSIIUTENbLHBIX
JIOKYMEHTOB 1. Odopmiienre CryKeOHBIX MUCEM, TOKIAIHBIX 3AMUCOK, CIPABOK, TEIErPaMM, Tee(hOHOrPaAMM.
2. OdopMiIeHEE TIPHKA30B, BHITUCOK U3 TIPUKA30B, YKA3aHUI M PACTIOPSIKEHHUM.
3. O¢opMIIEHHEE aKTOB, TIPOTOKOJIOB, BBITMCOK U3 TIPOTOKOJIOB, TOTOBOPOB.
CamocrosiTenbHast padora 6




ITons3oBanue ABTOMAaTU3UPOBAHHBIMU OMOJIMOTEYHBIMM CHCTEMaMH, IMOUCK HH(OPMAIMU B CETH II0 TEMaM:
odopmIIeHHE CITY)KEOHBIX MHCEM, IOKIAJHBIX 3alHCOK, CIIPABOK, TEJIErpaMM, Tele(OHOIpaMM,  IPHKA30B, BHITUCOK
13 IPUKA30B, YKa3aHUH U PacIOPSIKEHUH, aKTOB, IPOTOKOJIOB, BHIIIMCOK U3 IIPOTOKOJIOB, JOTOBOPOB.

Pazpnen 3. 10
Opranuzanus
JOKyMeHT000opoTa B
OpraHu3anuu
Tema 3.1. Conep:xanue yueOHOIr0 MaTepHuaJa 3
Obpadorka 1 O6pabotka Bxomsmed nokymenraiuu. OOpaboTKa ucxonsduiei goxkyMmeHrtauun. OOpaboTKa BHYTpEHHEN
AOKYMEHTAIlUH JIOKYMEHTALHH.
IIpakTHyeckoe 3anaTue 6 2
1. ‘ O6paboTka BXOZIIEH, NCXOMAIEeH M BHYTPEHHEH TOKyMEHTAIINH.
CamocrosiTe1bHast padora 2
Brinonnenue pedepara Ha TeMy: BeroMcTBEHHbIE IEPEYHN TOKYMEHTOB M CPOKH MX XpaHCHHUSI.
Tema 3.2 Coaep:xanue yueOHOro MaTepuaJa 3
Perucrpanus u 1. @DOopMBI  pETHCTpPAaIK TOKYMEHTOB. KOHTPONIb 3a HCIOJHEHHEM IOKyMEeHTOB. Oco0eHHOCTH paboThl C
KOHTPOJIb KOH(UIEHIIMATLHBIMY JOKYMEHTaMHU. PaboTa ¢ 00palieHusaMHU IPaKIaH.
HCIIOTHEHUS TpakTuyeckoe 3ansiTue 7 2
JOKYMEHTOB
1. ‘ Perucrtpaiyist JOKyMEHTOB B pa3MuHbIX ()OPMax PEerucTpaluu.
CamocrosiTe1bHast padora 2
KomubloTepHas (popMa perucTpanny J0KyMEHTOB.
NudopmannoHHO-cIipaBoYHas KAPTOTEKa.
Pazpnen 4. 6
Odopmiaenue gen
AJIsl CAAYH B APXUB
Tema 4.1. Coaep:xkanue yueOHOro MaTepuasa 4
Opranuzauus 1 DopMupoBaHue U 0POPMIIEHHUE JIeJI IS CIauk B apXuB. [IoHsTHE, BUIBI 1 OCOOEHHOCTH HOMEHKIIATYDBI JEJL.
XpaHeHus
2. Cocrasienue u opopmiieHne HOMEHKIATYPHI Jell.
AOKYMEHTOB
IpakTnyeckoe 3anaTue 8 2
1. ‘ dopmupoBaHKE AEN U CAAYH B APXUB.
CamocTosiTe1bHast padoTa 2
OdopmiteHre e B rOCyIapCTBEHHBIX apXuBax. Kpurepun 1ieHHOCTH TOKyMEHTOB.
Homenknatypa nen. Iloctpoenue 1o pa3iauyHbIM IPU3HAKAM.
Pazpgen 5. 14
JoxkymeHTanus no
JIMYHOMY COCTaBY
Tema S.1. Copep:xanue yue0HOro MaTepuaJia 5

JIngnoe geao

1. ‘ I[OKyMeHTLI, XO044AIKue B COCTAaB JIMYHOIO Jecja. HpaBI/ma COCTaBJICHUS 3asBJICHUM. HpaBI/IJ'Ia COCTAaBJICHUA




‘ aBToOuorpaduu. [IpaBuna cocrapnenus xapakrepuctuku. [IpaBua coctaBieHne pe3oMme.

IIpakTuyeckoe 3ansitue 9-10

1. CocraBneHue 3asBJIeHUH, aBTOOHOrpaduy, XapaKTEPUCTUKH, PE3IOME.

2. OdopmiteHre THIHOTO J1ena.

CamocTosiTe1bHas padoTa

Cocrasnenue tabnunpl: Pestome u aBrodrorpadus, CX0ACTBO U pasiiduue.

Tema 5.2.
JInuHbIE JOKYMEHTHI

Conep:xanue yue0HOro MaTepuajia

1. JluaHBIE MOKYMEHTHI, HE BXOJIMIIME B COCTaB JWYHOro zena. IlpaBuma coctaBieHHs W odopmiieHHS
noBepenHocteil. [IpaBuia coctaBieHns 1 0POPMIICHHS PACIHICOK.

[pakTuyeckue 3anaTus 11-12

1. CocraBienne u 0pOpMIICHHE TOBEPEHHOCTEH.

2. CocraBneHue 1 0pOPMIICHHE PACITHCOK.

CamocrosiTesbHast padoTa

CocraBieHne 0QUIHATHHON TOBEPEHHOCTH.

IK3aMeH

Bcero:

54




3. VCJIOBHSI PEAJIU3AIINN PABOYEN ITPOTPAMMBI YYUEBHOM
JUCHUILIAHBI

3.1. TpeﬁoBaHml K MUHUMAJIbHOMY MaT€PUAJIBbHO-TEXHUICCKOMY o0ecrneyeHu1o

Peanu3arus nporpaMMBbl TUCIUIUIMHBI TpeOyeT HAIWYUs yueOHOro KabuHeTa

JIOKyMEHTAIMOHHOTO 00ECTIEUEHHSI YITPABICHUS.
O6opynoBanne yueOHOTO KaOMHETA:

- IMOCaAA0OYHBIC MCCTA 110 KOJIMYCCTBY 06yqa}0mnxc;1;
- pa6oqee MCCTO IIPCIIOaBaTCIIA,
- KOMIIJICKT y‘{€6HO - MCTOANYCCKHUX TOCOOMIA.

TexHnueckue cpeacTsa 00yYeHUs:

—  KOMIIBIOTEP C JUIEH3UOHHBIM TPOTPaMMHBIM 00ECIICUCHHUEM;
—  MYJbTUMEIUMHOE 000pYI0BaHNUC;
—  DKpaH.

3.2. UndopMaunoHHoe odecneyeHue 00yueHust
Ilepeyenr  pexkoMeHayemMbIX  y4eOHbIX  u3aaHuii, HHTepHeT-pecypcos,
JAOIOJIHUTEJIbHOM JIMTePaTypbl

HOpMaTI/IBHO-HpaBOBBIC AKThI

1.

2.

3.

10.

11.

®denepanbHbiil 3aKk0H PO «O rocynapcTBeHHON TpaxxaaHCKOMN ciiy:xbe PDy», oT
27.07.2004 Ne79-@3.

®enepanbubiii 3ak0H PO «O cucreme rocygapcTBeHHOU cinykObl PDy», ot
27.05.2003 Ne58-D3.

®enepanbubiii 3akoH PO «O myHunmmaneHoi ciyxoe B PO», ot 02.03.2007
Ne25-@3.

OenepanbHbii 3ak0H PO «OO0 oO0umMx MNpUHIMIAX OpPraHU3alUud MECTHOTO
camoytnpasieHust B PO» ot 06.10.2003 Nel31 — @3.

®enepanbubii 3aK0H Poccniickonn @enepanyu ot 31 uronst 1995 r. Ne 119 - @3
«O0 ocHOBax rocygapcTBeHHOM ciyxk0bl Poccuiickoit denepanum.

3akoH PO «O mectHoM camoymnpasiieHud B PO» ot 06.07.1991 Nel550-1

Vka3 Ilpesunenta PO «O KOHKypce Ha 3aMEIIEHME BAKAHTHOW JOJHKHOCTH
roCy/IapCTBEHHOM Tpak1aHCKOM ciry>k0b61 PD» o1 01.02.2005 Ne 112.

Vka3 Ilpesunenta P® «O HEKOTOPBIX COLMAJIBHBIX TapaHTHUSIX JIUII,
3aMEIAIINX TOCYAapCTBEHHBIE NODKHOCTH P® m mommkHOCTH (demepabHBIX
rOCyAapCTBEHHBIX CIIyKaiux» oT 16.08.1995 Ne 854.

Vkas3 IIpe3unenta PO «O nopsiike NpUCBOCHUSI U COXPAHEHUS KJIACCHBIX YHMHOB
rOCyAapCTBEHHON TpakIaHCKoU ciryxk0b1 PD denepanbHbIM rocyapcTBEHHBIM
rpaxkaanckuMm ciyxamum» oT 01.02.2005 Ne 113.

Vka3z Ilpesunenta PO «O npumepHoit dopme ciaykeOHOro KOHTpakTa o
MPOXOXKJIECHUU TOCYJIapCTBEHHOM TpakaaHckol ciyx0sl PD u 3amemenun
JIOJDKHOCTH TOCYJIApCTBEHHOM TpakIaHCKOM ciykObl P®» ot 16.02.2005 Ne
159.

Vka3 IIpesunenta Poccuiickoit denepanun ot 22 nexadbps 1993 r. Ne 226 ¢
n3MeHeHus MU oT 29 anpenst 1994 r., Ne 841, ot 11 sauBapst 1995 1. Ne 33 u ot 9
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12.

arycta 1995 r. Ne 834 «O06 yrBepxnennu I[lomoxkenuss o QenepanbHOI
roCy/1IapCTBEHHOM CITyk)0e».

VYerae 1. o. HoBokyiiObimeBck Camapckoit obmactu  per. NellO,
3apeructpupoBan IIpaBoBeiM  ympaBienuem IlpaButenbctBa Camapckoi
obnactu 23.06.2005 r.

OCHOBHBIE HCTOUYHHKH:

1.

2.

['mazynoBa H. U. Cucrema rocynapctBeHHoro ymnpasienus. — M.: FOHUTHU —
JTAHA, 2006.

[TapmmkoB A. I'. T'ocymapcTBEHHOE M MYHULMIIAJIBHOE YyIpaBieHue. — M.:
FOHUTU, 2006.

I[OHOJIHI/ITGJIBHBIG HCTOYHUKMH.

1.

2.

3.

4.

5.

Kyxkos A. Il. 'ocynapcTBeHHass 1 MyHHUIIMNANIbHAS city»k0a. — M.: UHOPA — M,
2005.

Ky3nenosa M.A. TocynapcTBeHHOE M MYHHUIMIIAIBHOE yHpaBieHue. — M:
Okemo, 2008.
Jlapun E. I'. OCHOBBI roCcynapCTBEHHOTO ympaBieHus. — M.: ®PUHAHCBH U

cratuctuka, 2008.

Cuctema mectHoro camoynpasienus / [lox pen. O. . Ko3una. — M.: JOHUTU,
2007.

[llepbakoB FO.H. T'ocynmapcTBeHHass W MyHUIMNAIbHas ciyx)0a. — PocTtoB
H/lony.: @enukc, 2007.

HNuTepHeT-pecypcsr:

e N

www.consultant.ru
www.garant.ru
www.sekretary.net
www.officemart.ru
www.kadrovik-praktik.ru
www.todol.kdelo.ru
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JUCHUILIAHBI

KouTposib W oOmeHKa pe3ylbTaTOB OCBOCHUS YYEOHOW JUCHMILIMHBI
OCYILIECTBIISIETCA MPETO/IaBaTeIeM B MPOIECCE MPOBEACHUS MPAKTUUECKUX 3aHATUN U
TECTUPOBAHUS, 4 TAK)KE BBIMOJHEHUS 00YYaIOIUMUC UHAUBUYIbHBIX 3aaHUMH.

Pe3yabTaThl 00y4yeHus

@opMbI 1 MeTOAbI KOHTPOJISI U
(ocBOeHHBbIE YMeHMS], YCBOCHHbIE

OIIEHKH Pe3yJIbTATOB 00y4YeHus!

3HAHUA)
YMmeHus:
0(OPMIISATH OpTraHU3AIMOHHO- MPAKTUIECKOE 3aaHue
pactopsITeIbHbIC TOKYMEHTHI B camocTosITeNbHas padoTa
COOTBETCTBHHU C IEVCTBYIOIIAM
I'OCToMm
OCYILECTBIISITh O0OpaOOTKY BXOJSIINX, | IPAKTUUECKOE 3aJaHHE
BHYTPCHHHUX u UCXOJSIINX | CAMOCTOSITeTIbHAs paboTa
JOKYyMEHTOB,  KOHTPOJb 32  HX
HCIIOJTHEHUEM
o(OpMIISATH JOKYMEHTHI JUISI Iepejauyl | IPAKTUYECKOE 3a]JaHue
B apXMB OpraHu3alluu CaMOCTOSITeNIbHAs paboTa
3HaHus:
MOHSATHE JTOKYMEHTA, €r0 CBOWCTBA, TECTUPOBAHHE
CIIOCOOBI TOKYMEHTHPOBAHMS camocTosiTeNIbHasl padoTa

MpaBujia COCTaBJICHUS U OPOPMIICHUS | TPAKTUUYECKOE 3aJaHue
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX | caMOCTOsTeIbHas paboTa
nokymeHnToB (OPJI)

CHUCTEMY U TUIIOBYIO T€XHOJIOTHIO MPAKTUYECKOE 3aJIaHUE
JTOKYMEHTAIIMOHHOTO 00eCTICUeHUS TECTUPOBAHUE
YIIPABIICHUS caMOCTOsITeNIbHAs paboTa
O0COOEHHOCTH JIeJTIONPOU3BOICTBA MO MPAKTUYECKOE 3aJaHue
oOpallleHUsIM TpaXKJaH 1 TECTUPOBAHUE
KOH(HUIEHIIUAIBHOTO caMocCTosITeNIbHAas paboTa
JETTONTPOU3BOJICTBA

KOHKPETU3AIIUA PE3YJIBTATOB M3YYEHUA IMCHUIIJIMHBI

IIK 1.1. OcymiecTBiaaTs npodeccroHaaIbHOE TOJIKOBAHUE HOPMATUBHBIX MPABOBBIX
aKTOB JIJIs peaju3aliuy MpaB rpaxaaH B chepe MeHCUMOHHOTO o0ecTieYeHus U
COILIMAJILHOM 3aIIUTHI.

ITIK 1.2. OcymiecTBaaTh NpreM Tpak/iaH 1o BOIPOCaM MEHCUOHHOTO 00ECTICUCHUS U
COLUAIBHOM 3aIUTHI.

[1K 1.3. PaccmaTpuBaTh makeT JOKyMEHTOB JIJIs1 HA3HAYEHUS TTEHCHI, TTOCOOHH,
KOMITCHCAIIUW, IPYTUX BBIILIAT, 4 TAKXKE MEP COUUAIBHOMN MOANEPHKKH OTAETBHBIM
KaTErOpUsIM I'PaXKJIaH, HYKIAIOIKUMCS B COUHAIBHOMN 3alUTE.
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VYmeTb

—  odopmIATh OpraHHU3aIOHHO-
pacropsANTeIbHBIE JOKYMECHTHI B
COOTBETCTBUU  C  JCHUCTBYIOIIUM

I'OCTowm;
—  OCYIIECTBIISITh 00paboTKy
BXOJISIIUX, BHYTPEHHUX u

HCXOOAINUX HOOKYMCHTOB, KOHTPOJIb
3a UX UCIIOJTHCHHUCM,

—  oopMIIATH JIOKYMEHTBI JUISL
IIepelauu B apXuB OpraHU3aluu;

HanmenoBanue npakTUYECKUX 3aHATHN

I13 1 Omnpenenenne Buna OnankoB. [IpoekTupoBanue
OJaHKOB.

13 2 OcopmieHne peKBU3UTOB JOKYMEHTOB.

13 3 Odopmienue ciryXeOHBIX NHCEM, TOKJIAJIHBIX
3aIHCOK, CIIPABOK, TEIETPaMM, TeIe(hOHOTPaMM.

I13 4 Odopmierrne NPUKA30B, BHIIHCOK U3 IPUKA30B,
YKa3aHUH U pacropsyKeHUi.

I13 5 Odopmienne axkTOB, MPOTOKOJIOB, BBIIHCOK M3
IPOTOKOJIOB, IOTOBOPOB.

I13 6 O6paboTKa BXoAsIIeH, HCXOIAIIEH U BHYTPEHHEH
JIOKyMEHTaIH

I13 8 Perucrpanust TOKYMEHTOB B pa3in4HbIX (hopmax
perucrparuu.

13 9 CocraBnenue 3asBieHUil, aBTOOMOrpaduy,
XapaKTEePUCTHKH, PE3FOME.

I13 10 OdpopmieHHE JIXIHOTO [era.

CamocrosTenbHas pa60Ta CTYJACHTA

TEXHOJIOI'MK ®OPMHUPOBAHMUSA OK

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO
JeSTeIbHOCTD, BEIOMPATh TUIIOBBIE METOIBI
CIIOCOOBI BBIITOJHEHUSI TPO(GECCUOHATIBHBIX 3a1a4,
OLIEHUBATh UX YPPEKTUBHOCTH U KAYECTBO.

JlessTeIbHOCTHBIE TEXHOJIOTHH, MOJCIHPOBa-
HUE TPOo(EecCHOHAILHOW JEATeTbHOCTH B
y4eOHOM TpoIriecce.

OK 4. Ocy1ecTBisTh IOUCK U UCTIOIb30BAaHUE
nH(popMannu, He00X0AUMOH 17151 3P PEKTUBHOTO
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4,
pohecCHOHATILHOTO M IMYHOCTHOTO Pa3BUTHSL.

HNudopmanoHHO-pa3BUBAIOLINE TEXHOJIOTHH,
OpPUEHTUPOBAHHBIE HA IPOYHOE YCBOCHHE
OousbLIOTO 3anaca HHGOPMALIUH.

OK 6. PaboTaTh B KOJUIEKTUBE U KOMaHJIE,
3¢ (heKTHBHO 00IIAThCsI ¢ KOJUIETaMH,
PYKOBOJICTBOM, TIOTPEOUTEIISIMH.

.HI/I'-IHOCTHO-OpI/IeHTI/IpOBaHHI)IC TCXHOJIOTHH,
HaITpaBJICHHLIC HA PAa3BUTUC JINYHOCTH.

OK 8. CamocTosTenbHO ONPEAENATh 3aJa4n
po(hecCHOHATLHOTO M TMYHOCTHOTO PA3BUTHS,
3aHMMAaThCSA CaMOOOpPa30BaHUEM, OCO3HAHHO
TUTAHWPOBATH MOBBIIICHNE KBATU(UKAIINH.

TexHoorNy, HaNpaBJIeHHbIE HA Pa3BUTHE
MBICJIUTEIIbHON aKTUBHOCTH (pa3BUBAIOIIIEE,
npobaeMHOEe 00ydeHHe).

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX NOCTOSHHOIO
M3MEHEHUS IPaBOBOM 0a3bl.

NHudopmannoHHO-pa3BUBAIOIINE TEXHOJIOTHH,
OpPUEHTHUPOBAHHBIE HA IIPOYHOE YCBOCHHE
6oub1IIOTO 3anmaca HHGOpPMaIIKH.

OK 11. CobnronaTh 1€70BOM 3TUKET, KYIbTYPY U
MICUXOJIOTHYECKHE OCHOBBI OOIIEHHSI, HOPMBI U
MIpaBUJIa TOBEICHHSL.

.HI/I'-IHOCTHO-OpI/IeHTI/IpOBaHHLIe TCXHOJIOTHH,
HaIIpaBJICHHLIC HA Pa3BUTUC JIMYHOCTH.

OK 12. IIposBIsTH HETEPIUMOCTD K
KOPPYNIIMOHHOMY MOBEJIEHUIO.

.HI/I‘IHOCTHO-OpI/IeHTI/IPOBaHHHe TCXHOJIOTHH,
HaIpaBJICHHBEIC HA PAa3BUTUC JIMYHOCTHU
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