roCy/1apCTBEHHOE aBTOHOMHOE ITPO(heCCHOHAIEHOE 00pa30BaTEIbHOE YUPEKACHNUE
Camapckoii oosactu «HOBOKYHOBIIIIEBCKHI T'YMaHUTAPHO-TEXHOJIOTUYECKUN
KOJUIE K

PABOYAS IPOTPAMMA YUEBHOM JUCHUTLIUHBI

OI1.13 JlokyMeHTaUMOHHOE o0ecneyeHue YIpaBJIeHUs

s cnenranbHocty 40.02.01 TlpaBo u opraHuzamust COIUMaIbHOTO 00eCreueHus
(6a3oBas MOArOTOBKA)

Ha 0a3e OCHOBHOT'O 001Iero o0pa3oBaHus

npOo(UIh MOATOTOBKU:  COIMATBHO-DKOHOMUYECKHI

C=RU, OU=gupekrtop, O="
FAMQY CO ""HI'TK™",

CN=3emanuHgnHoBa B.M.,
E=coll_ngtk_nkb@samara.

edu.ru
ll ‘\ 2022.03.04 11:40:

49+04'00



OJIOBPEHA

[IpeaMeTHO-UIMKIIOBOM

COI''TACOBAHO

KOMUCCHEM 06HII/IX I'YMaHUTAPHBIX U

COLIMAIbHO-D)KOHOMHUYECKHUX JTUCIIUILINH
[Ipencenarens H.B. banHoBa

PabGouass mnporpamma y4eOHOW JUCHUILIUHBI

CDGIICpEUIBHI)IM IroCyaapCTBCHHbBIM  CTaHIapTOM

obpazoBanus 1o crenuanbHocTH 40.02.01 «IIpaBo m opraHu3ainus COIMATBLHOTO
obecrnieueHus» (yTBEPKIACHHBIN MpUKa3oM MUHHCTEpCTBA 00Opa3oBaHus M Hayku Pd
ot 12.05.2014 1. Ne 508) u
M0 COlUabHOW padoTe,
coranbHoM 3amuTel PO ot 22.10.2013 1. Ne 571 H.

PazpaboTuunk:

T'AIIOY «HI'TK»

(MecTo paboThI)

Penenzentnr:

IF'AIIOY «HI'TK»

(MecTo paboThI)

YIIPP

(MecTo paboTHI)

OpernoaaBaTcib
(3aHMMaeMast JOIKHOCTH)

OpenoaaBaTeiib
(3aHMMaeMast JOKHOCTD )

3aM Ha4dYaJIbHUKA
(3aHMMaeMast TOKHOCTB )

YTBEPKIAECHHOIO MPUKA30M

3aMecTUTeNb JUPEKTOpa
0O.C. Makaposa

COCTaBJICHA B COOTBETCTBUU C
cpemHero  mpodeccrnoHAIBHOTO

¢ y4eroM mpodeccruoHaIbHOro cTanmapra Crenuaiict

H.1O.I'ymeH0OK

(MHULIMAIBL, GaMUITHST)

H.B.banHoBa

(MHUTIATBL, aMIITHS)

B.N.[Iunroranosa
(HUTM b, GaMuTms)

Jlara
aKTyalIu3auu

PC3y.TIBTaTBI AKTyaJin3alnun

IHoanuce
pa3zpaboTumnka

MunucrepctBa Tpyna u




COJEP)KAHME

. IACITIOPT PABOUEN MNPOTPAMMBbI YUYEBHOM
JTUCHUILINHBI

. CTPYKTYPA " COJAEPKAHUE YUYEBHOU
NTUCLUIIJINHBI

. YCJIOBUSI PEAJIN3ALIMA PABOYEN ITPOTPAMMBI
YUYEBHOM JUCHUIIJINHBI

. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUSI
YUYEBHOU JUCHUIIJINHBI

CcTp.
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1. MACIHIOPT PABOYEM NPOT'PAMMBI YUEBHOM JTUCHUATIJIAHBI
OI1.13 JlokyMeHTAaUMOHHOE o0ecneyeHue yIpaBJIeHus

1.1. O6s1acTb npuMeHeHus1 padoyveil MPOrpaMmbl

PaGouas mnporpamma yueOHOM muciuruiuHbl siBisiercs yacteio [IIICC3 B
cootBeTcTBUM ¢ PI'OC mo cnemmansHoctu CIIO 40.02.01 TIlpaBo u opraHu3zanus
coluangbHOro obecreyeHuss 6a30BOM TOJATOTOBKH.

1.2. Mecro y4yeOHOH AMCHUILIMHBI B CTPYKType OCHOBHOH NpodeccHOHATbHOM
o0pa3oBaTeJIbHOM  NpOrpaMMbl:  JUCHUIUIMHA  pEalM3yeTcss B paMKax
po(heCcCHOHANIBHOTO IMKJIA ¥ OTHOCUTCSA K 001enpo(heCCUOHATIBHBIM  IUCHUIIIMHAM.

1.3. eu u 3aga4yu y4eOHOH JUCHMILUIMHBI — TpPeOOBaHHWS K pe3yJbTaTam
0CBOCHHS Y4eOHO! TUCIUIINHBI:

B pesynbrate ocBoeHHMS y4eOHOM JUCHUIUIMHBI OOyYaroIIMHCA JOJDKEH
YMeETb.
—  0o(hopMIISATh OpraHU3alMOHHO-PACTIOPSAUTEIBHBIE IOKYMEHTHI B COOTBETCTBUU
¢ gerctByrommM ['OCTowm;
—  OCYHICCTBIATH  00paOOTKYy  BXOJIAIIWX, BHYTPEHHUX MW  HCXOJSIIHNX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJHECHUEM;
—  0ohopMIATH TOKYMEHTHI JJIsl Iepeadyul B apXUB OpraHU3allluH;
3HATD.
—  MOHSATHE JOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI TOKYMEHTUPOBAHUS;
— TIpaBWJIa COCTaBJICHHS W OGOPMIICHHUS OpraHHU3aIMOHHO-PACTIOPSAUTEIBHBIX
nokymeHToB (OPJI);
— CHCTEMy MW THUIIOBYIO TEXHOJOTHIO JOKYMEHTAIIMOHHOTO OOECIICUCHUS
yIIpaBJICHUS;
—  0COOEHHOCTH JEJONPOU3BOACTBA  TIO oOpallleHusIM  TpaxkaaH "
KOH(UIEHIIUAIBHOTO JIeJIONPOU3BO/ICTBA.

ConepxaHue TUCIUTUIMHBI JTOJDKHO OBITh OPUEHTUPOBAHO HA TMOJTOTOBKY
CTYJICHTOB K OCBOeHHIO TpodeccuoHanbubix Moxaylsei IIIICC3 mo cnenuanbHOCTH
40.02.01 IlpaBo m opraHuzamus COIMAIBLHOIO OOCCIEeUEHUS M IIOATOTOBKE K
dbopmupoBanuio npodeccnoHanbHbIx kKommnereHiui (I1K):

[IK 1.1. OcymectBusath mpodeccHoHaIbHOE TOJKOBAaHME HOPMATHBHBIX IMPABOBBIX
aKTOB JUIs peaju3allid TpaB TpaxIaH B cdepe MEHCHMOHHOro oOecrhedyeHus: Hu
COILIMAJIbHOM 3aIIUTHI.

[IK 1.2. OcymiecTBisaTh IpHeM TpaxiaH MO BONPOCaM IMEHCUOHHOIO OOeCleYeHus: u
COLMAJIbHOM 3aILIUTBHI.

IIK 1.3. PaccmartpuBaTh makeT JOKYMEHTOB [JIi Ha3HAUYCHHS IIEHCHM, MOCOOMI,
KOMIIEHCAllUi, APYTUX BBIIUIAT, & TAK)KE€ MEpP COLMAIbHON MOINEPKKHA OTAEIIbHBIM
KATETOpUsIM Ipa)kJaH, HyKIArOIMMCS B COL[MAJIbHOM 3aILINTE.



IIK 1.4. OcymecTBiasiTh YyCTaHOBJIEHUE (Ha3HAUeHHUE, Iepepacyuer, IMepeBo),
MHACKCAIIMI0O M KOPPEKTUPOBKY TMEHCHUI, Ha3HAYeHHE MOCOOMH, KOMIEHCAlWid u
OPYTUX COLIMAJIBHBIX BBIILIAT, UCTIOJIB3YSMH(OPMAIITMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTHH.
[IK 1.6. KoHCynpTHpoBaTh TrpaXJaH W MPEACTABUTEICH IOPUIWYECKHX JIMI[ IO
BOITPOCAM IMEHCHOHHOTO 00€CTIEUEHNS U COLUATbHON 3aIlUTHI.

B mporiecce 0cBOeHUS TUCHUIUIMHBI Y CTYJIEHTOB JOJIKHBI ()OPMUPOBATHCS
o6mue kommereHuu (OK):
OK 1. IlonnumaTh CyIIHOCTh M COLMATIBHYIO 3HAYMMOCTh CBOEH Oyayiiei mpodeccud,
MPOSABIIATH K HEW YCTOWYMBBIM UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€STEIIbHOCTh, BHIOMPATh TUIIOBBIE METO/IBI U
CIOCOOBI BBINMOJIHEHUS TPO(ECCHOHANIBHBIX 3a]1a4, OLIEHUBATh UX 3()(PEKTUBHOCTD U
Ka4eCTBO.
OK 3. [IpuHMMaTh pemeHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYyalUsAX U HECTH 3a
HUX OTBETCTBEHHOCTb.
OK 4. OcyuiecTBIATh MOUCK U UCIIOIb30BaHNE UH(OPMALIUU, HEOOXOIUMOM 115t
3¢ (PEeKTUBHOTO BBITOIHEHHS NPO(ECCUOHANBHBIX 3a]1a4, MPOPECCUOHAIBHOIO U
JUYHOCTHOT'O Pa3BHUTHS.
OK 5. Ucnonb3oBaTh UHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHUHU B
PO ECCUOHATIBHOM AESTENbHOCTH.
OK 8. CamocTosTENHHO ONPENIETATh 33/1a4l MPOo(HeCCUOHATBFHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCSI CaMO0Opa30BaHNUEM, OCO3HAHHO IIAHUPOBATH MOBBIILICHUE
KBaJTU(DUKAIIAHN.
OK 9. OpueHTHpOBaTLCA B YCIOBHSIX MOCTOSTHHOTO U3MEHEHUSI PABOBOM Oa3bl.

1.4. KoiuyecTBO 4YacoB HA OCBOeHHe padoyeil mporpaMMbl Y4eOHOM
TUCIHUNIJIMHBI:
MaKCUMaJbHOW yueOHOM Harpy3ku o0yuaroiierocsi 94 yaca, B TOM YHCIIE:
- 00513aTeTLHOM ayTUTOPHON YueOHOM Harpy3Ku oOydaromerocs 36 4acos;
- CAaMOCTOSITENIFHOM padoThl oOyyaromierocs: 18 vacos.



2. CTPYKTYPA U COJEPXAHUE YYEBHOM JUCHUIJIAHBI
2.1. O0bem yueOHOM TUCHUIJIMHBI U BBl Y4eOHOH padoThl

Bup yueOHoi1 padoThI Oo6bem
4acoB 110
OYHOM
dbopme
00y4eHus
MakcumasbHasi yueOHasi HATpy3Ka (Bcero) 54
O0s13aTesibHAs1 ayIMTOPHasi yueOHasi HArpy3Ka (Bcero) 36
B TOM YHUCJIE!
MPAKTHYECKUE 3aHSATHUS 24
CamocrosTesibHast padoTa o0yuyarierocs (Bcero) 18
B TOM YMHCJIE:
BBITIOJIHEHUE JIOKJIA/I0B U pedepaToB 2
BHEAYJIUTOPHAsI CAMOCTOSITENIbHASI padoTa CTYJCHTOB 8
MOUCK WH(MOPMAIMK B CETH, NOJIb30BaHUE aBTOMATU3UPOBAHHBIMU 8
OMOTMOTEUHBIMU CUCTEMAMU
Ntoroas arrecranus B popme nudpdpepeHMPOBAHHOIO 3a4eTa




2. TemaTnyecKkuii IUIAH W COJIEPKAHNE YIeOHOMH TN CIAILTHHBI

JoxkyMeHTanoHHoe o0ecnevyeHne ynpapJIeHns

HanmenoBanue Conep:kaHue y4eGHOT0 MaTepuaja, NPaKTHYECKHe 3aHATHS, CAMOCTOSATeIbHAsI padoTa 00yJarouuxcs Oo6beMm yacoB Yposens
pa3aesoB U TeM OCBOEHHSI
1 2 3 4
Pazgen 1. 10
IMoaroroBka K
COCTABJIEHUIO U
0(opMIIEHHIO
CJIy:KeOHOoI
JAOKYMEHTAIMH
Tema 1.1. Copep:xaHue yuedOHOro MaTepuaJia 4
Honsitie o 1. [onsiTue noxymenra. Knaccuduxanys nokymenToB. CucteMbl TOKyMEHTHpOBaHHs. HopMaTHBHBIE TOKYMEHTHI 1
AOKyMEHTax no JIOY. TpeboBanus K OIaHKaM.
IIpakTHyeckoe 3ansTue 1 2
1. ‘ Onpenencuue Buaa 01aHkoB. [IpoekTupoBaHue OJaHKOB.
CamocTosiTe1bHasi padoTa 2
[onck mHpopmanuu B cet 1o teme: [ToHATHE OpUTrHHAaNAa JOKYMEHTA, KOTIHH.
Tema 1.2. Coaep:xanue yueOHOro MaTepuaJia 4
PexBuzHTHI 1. CrpykTypa noKyMeHTa. IIOHATHE «PEKBU3HT» JOKYMEHTa. BUIBI PEKBU3UTOB JOKYMEHTA. 1
JAOKYMEHTOB
[pakTunyeckoe 3anaTHE 2 2
1. ‘ OdopmiieHre PEeKBU3UTOB TOKYMEHTOB.
Pazgen 2. 14
CocraBieHue u
oopmienne
OpraHu3anMoHHO-
pacnopsiAuTeIbHOI
JAOKYMEHTAIHH
Tema 2.1. Coaep:xanue yue0HOT0 MaTepuasa 8
TpaBuia 1 CocraBnenue u opopmieHue CIy>KeOHBIX MUCEM, JOKIANHbIX 3aIICOK, CIIPABOK, TEIErpaMM, TenehoHOrpaMM. 2
odopmreHus Cocraenenne u opOPMIEHHE MPHUKA30B, BBITMCOK U3 TPUKA30B, YKa3aHui U pacrnopsokennii. CocTaBnenue u
OCHOBHBIX BU/IOB 0(OpMIIECHHE AKTOB, IIPOTOKOJIOB, BBITMCOK M3 IIPOTOKOJIOB, TOTOBOPOB.
OpraHu3alMOHHO- MpakTu4eckue 3ansTus 3-5 6
pacnopsiANTeNbHBIX
1. OdopmiteHne Ciry>ke0HBIX IIHCEM, TOKIATHBIX 3alHCOK, CIIPABOK, TEJIETPaMM, Telne(hOHOTPaMM.
AOKYMEHTOB.
2. OdopmiteHre MPHKa30B, BBIMHCOK U3 IPUKA30B, YKa3aHUI U paclopspKeHUH.
3. OdopmiteHre akTOB, IPOTOKOJIOB, BEITUCOK U3 MPOTOKOJIOB, JOTOBOPOB.
CamocTosiTesbHast padoTa 6




Ilonp3oBanue ABTOMATU3NPOBAHHBIMHA OMOJIMOTEYHBIMHU CucrTéMaMu, IIOUCK I/IHCbOpMaHI/II/I B CCTH IIO TEMaM:
O(l)OpMJ'IeHI/Ie CJ'Iy)KG6HLIX MUCeM, JOKIAAHBIX 3alUMCOK, CIIPABOK, TCIICTpaAMM, Teﬂeq)OHOl"paMM, IMMPUKa30B, BBINHNCOK
13 IpUKa30B, yKa3aHHﬁ n paCHOpﬂ)KeHPIﬁ, AKTOB, IPOTOKOJIOB, BBIMMMCOK M3 IMTPOTOKOJIOB, JOTOBOPOB.

Pazpnen 3. 10
Opranuszanus
JOKyMeHT000opoTa B
OpraHM3anuu
Tema 3.1. Copep:xaHue yuedOHOro MaTepuaJia 3
Obpadorka 1 OO0pabotka Bxojsmed mokymeHtaruu. OOpaOoTka wucxoasmie mokymeHTtarmud. (OOpaboTka BHYTpEHHEH
AOKyMEHTaMH JIOKyMEHTAIHH.
[pakTuyeckoe 3aHsaTHE 6 2
1. O0paboTKa BXOJIAINCH, UCXOAAIICH U BHYTPCHHEH TOKYMCHTAIIUH.
b
CamocTosiTe1bHasi padoTa 2
Brmonaenne pedepara Ha TeMy: BeoMCTBeHHBIE IEpeYHH TOKYMEHTOB M CPOKU MX XPAHCHHS .
Tema 3.2 Copep:xaHue yueOHOTro MaTepHuaJa 3
Perucrpaums u 1. ®OopMBI  pETHCTpPAIMKU  [IOKyMEHTOB. KOHTpONbL 3a HCIONHEHUEM [OKyMeHTOB. OCOGEHHOCTH paGoOTHI C
KOHTPOJIH KOH(GUICHINATBHBIME JIOKYMEHTaMu. PaGoTa ¢ 06palleHusIMK TPakKIAH.
MCIIOTHEHUS IpakTH4eckoe 3ansTHE 7 2
JOKYMEHTOB
1. ‘ PeFI/ICTpaI_II/ISI JOKYMCHTOB B Pa3JIMIHBIX q)opMax perucTpanuu.
CamocTosiTe1bHas1 padoTa 2
KomnprotepHas popMma perucTpanuu T0KyMEHTOB.
HudopmannoHHO-CIIpaBOYHAs KapTOTEKA.
Pazpnen 4. 6
Odopmienue aea
JJISl CIAYM B apXHB
Tema 4.1. Coaep:xanue yue0HOTO MaTepuaa 4
Opranusanus 1 dopmupoBanue U 0GopMIIEHHE e AN CIaYk B apXxuB. [ToHATHE, BUABI K OCOOEHHOCTH HOMEHKIIATYPHI €L,
XpaHeHUs
2. CocraBneHne 1 0pOpMIICHIE HOMEHKIATYPHI ICI.
JOKYMEHTOB
[pakTnyeckoe 3anaTHE 8 2
1. ‘ dopmupoBaHue 1] AJi CJla4d B apXUB.
CamocrosiTebHas1 padoTa 2
OdopmiteHre 1en B TOCyIapCTBEHHBIX apXuBax. Kputepuu IEeHHOCTH JTOKYMEHTOB.
Howmenknarypa nen. [loctpoeHre O pa3InyHBIM IIPU3HAKAM.
Paspea S. 14
JlokyMeHTAIMS 110
JIMYHOMY COCTaBY
Tema 5.1. Coaep:xanue yue0HOT0 MaTepuasa 5

JIngnoe geno

1. ‘ JlokyMeHTbl, xoasmue B cocTtaB Ju4HOro jaena. [IpaBuna cocraBienust 3asBiaeHui. [lpaBuia cocraBieHus




‘ aBT06I/IOFpa(1)I/II/I. HpaBHna COCTaBJICHUS XaPAKTCPUCTUKU. HpaBI/ma COCTaBJICHUEC PE3IOMCE.

IpakTuyeckoe 3ausaTue 9-10

1. CocraBieHre 3asBICHUI, aBTOOHOTpagur, XapaKTEPUCTHKH, PE3IOME.

2. OdopmiteHre TMYHOTO JeNa.

CamocrosiTesbHast padoTa

CocraBienne Tabimmpl: PesroMe i aBTOOHOTpadst, CXOACTBO U pa3Iudue.

Tema 5.2.
JInyHbIe JOKYMEHTBI

Copep:xaHue yuedOHOro MaTepuaJia

1. JIngnelie JOKYMCHTBI, HE€ BXOJAIIHMC B COCTaB JIMYHOI'O JeJia. HpaBHna COCTAaBJICHHUA U O(IJOpMJ'IeHI/IH
HOBepeHHOCTeﬁ. HpaBI/IJ'Ia COCTAaBJICHUA U O(bOpMJ'IeHI/IH pacnomcoK.

IpakTuyeckne 3ansTus 11-12

1. CocraBneHue 1 0OPMIICHHE TOBSPEHHOCTEH.

2. JAud¢epeHunpoBaHHbIii 3a4eT

CamocrosiTesbHast padora

CocraBnenue 0(hpUIUATBHON JOBEPEHHOCTH.

Bcero:

54




3. YCJIOBHS PEAJIU3AIINN PABOYE IPOTPAMMBI YUYUEBHOI
JUCHUATIIMHBI

3.1. TpeOboBaHusi K MUHMMAJbHOMY MAaTEPUAJIbLHO-TEXHUYECKOMY 00eCIedeHUI0

Peanuzanus nporpamMmbl TUCHUILTMHBI TpeOyeT HAIMYKA y4eOHOro KaOrHeTa

JIOKYMEHTAIITMOHHOTO 00ECTICUeHUs YIIPaBICHHUS.
O6opynoBanue yueOHOro KabUHETa:

—  TIOCQJIOYHBIC MECTA MO KOJIMYECTBY O0YUArOIIUXCS
—  pabodee MECTO TpenoaBarers;
—  KOMIUICKT Y4eOHO - METOJIMYCCKUX MTOCOOHIA.

TexHuueckue cpcacCTBa o6yquH;1:

—  KOMIIBIOTEP C JIMIICH3UOHHBIM MTPOTPAMMHBIM 00€CIICUECHUEM;
—  MyJbTUMEIUMHOE 000pPYI0BAHUE;
—  JKpaH.

3.2. UndopMmanmonHoe obecnevyeHue o0yueHust
Ilepeyenr  pexkoMeHAyeMbIX  Y4eOHbIX u3aaHuMil, MHTepHeT-pecypcos,
JAOMOJTHUTEJIbHOM JJUTEPATYPbI

HOpMaTI/IBHO-HpaBOBBIe AKThI

1.

2.

3.

10.

11.

®denepanbHbiil 3akoH PO «O rocynapcTBeHHOM rpaxkaaHckon ciyxoe PDy», oT
27.07.2004 Ne79-@3.

®enepanbHblii 3akoH PO «O cucreme rocygapcTBeHHOW ciyk0bl PDy», ot
27.05.2003 Ne58-D3.

®enepanbHblii 3ak0H PO «O myHununaneHou ciyxoe B PO», ot 02.03.2007
No25-@3.

®enepanbubiii 3akoH PO «O06 00muxX TpUHIMIAX OpraHU3aldd MECTHOTO
camoynpasieHus B PO» ot 06.10.2003 Nel31 — 3.

®enepanbHblil 3akoH Poccuiickoit @enepanuu ot 31 utons 1995 r. Ne 119 - @3
«O0 ocHOBax rocyaapcTBeHHOM ciyk0b1 Poccuiickoit deneparum.

3akoH PO «O mectHOoM camoymnpaiienud B POy ot 06.07.1991 Ne1550-1

Vka3 Ilpesunenta PO «O KOHKypce Ha 3aMEIICHUE BAKAHTHOW IOJKHOCTH
roCyJIapCTBEHHOM rpaxkaanckou ciryx0bs1 PO» ot 01.02.2005 Ne 112.

Vka3 Ilpesunenta P® «O HEKOTOpBIX COLMAJIBHBIX TapaHTUAX JIULL,
3aMENIaoIINX TOCYAapCTBEHHbIE TOJDKHOCTU P® U nomkHOCTH (enepaibHbIX
rOCYJIapCTBEHHBIX ciryKammx» oT 16.08.1995 Ne 854.

Vka3 I[Ipe3unenta PO «O nopsiake NpUCBOCHUS U COXPAHEHHUS KIACCHBIX YNHOB
roCyJAapCTBEHHOW rpakaaHckou ciyx0bl PD ¢enepanbHbIM rocy1apcTBEHHBIM
rpaxkaanckuM ciryxanmm» ot 01.02.2005 Ne 113.

Vka3 Ilpesunenta P® «O mpumepHoir (opme ciaykeOHOTO KOHTPAaKTa O
MPOXOXKJIEHUH TOCYJAApPCTBEHHOW TpaXKAaHCKOW ciyxkO0bl PD u 3amenieHun
JOJKHOCTH TOCYIApCTBEHHOM rpaxkaaHckoi ciyxkObr PD» ot 16.02.2005 Ne
159.

Vka3 IIpesunenta Poccuiickoii @enepaunn ot 22 aexadps 1993 r. No 226 ¢
n3MeHeHus MU oT 29 anpenst 1994 r., Ne 841, ot 11 suBaps 1995 r. Ne 33 u o1 9
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12.

asrycta 1995 r. Ne 834 «O6 yrtBepxaenuu Ilonoxenuss o QenepanbHOit
rOCyIapCTBEHHOM CITy:KOe».

Ycra 1. 0. HoBokyiiOpimeBck Camapckoit oOmactu  per.  NellO,
3apeructpupoBaH IIpaBoBeiM ynpaBnennem IlpaBurensctBa Camapckoi
obmactu 23.06.2005 r.

OCHOBHBIEC HCTOUYHHUKU:

1.

2.

['mazynoBa H. M. Cucrema rocynapctseHHoro ympasienus. — M.: FOHUTU —
JAHA, 2016.

[TapmmmkoB A. I'. T'ocymapCTBEHHOE M MYHHIUIIAIBHOE ympaBieHHEe. — M.:
FOHUTH, 2016.

I[OHOJ'IHI/ITCJ'IBHBIG HNCTOYHHKMH.

1.

2.

3.

4.

5.

Kyxkos A. II. 'ocyaapcTBeHHas 1 MyHUIMNaNbHAs ciryx0a. — M.: UHOPA — M,
2015.

Kysnenosa M.A. T'ocymapcTBeHHOE M MyHMIMIIAJBHOE YympasieHue. — M:
Dxcmo, 2012.
Jlapun E. I'. OcHOBBI rocygapcTBeHHOro ymnpasieHus. — M.: DuHaHCH U

cratuctuka, 2014,

Cuctema mectHoro camoynpasienus / [lox pen. O. U. Ko3una. — M.: FOHUTU,
2014,

[llep6axkoB FO.H. T'ocynmapcTBeHHas W MyHMIIMMalbHas ciayxk0a. — PocroB
H/lony.: ®enukc, 2014,

NuTepuer-pecypcsr:

o oA wWN

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 PE3VJILTATOB OCBOEHMS YYEBHOI
JUCHUATIIMHBI

Koutposib W omeHka pe3yiabTaTOB OCBOCHHSA YYE€OHON JIUCHUILTMHBI
OCYUIECTBIISIETCS MIPEMNO/IaBaTesieM B MPOIECCe MPOBENCHUS MPAKTUUECKUX 3aHATUN U
TECTUPOBAHUS, a TAKKE BBIMOJHEHUSI 00yYaIOUMMUCA UHIUBUIYATbHBIX 33JaHUN.

Pe3yabTarhl 00y4eHust

®opMbI 1 METOABI KOHTPOJIS U
(ocBOEHHBIE YMEHUS, YCBOCHHbIE

OlIeHKHU pe3yJibTaTOB 00y4eHUs

3HAHUA)
YMeHus:
0hOpPMIISITH OpraHU3aIIMOHHO- MIPaKTHYECKOE 3aJIaHNE
pacropsuTeIbHbIe JOKYMEHTHI B caMocCTosITeNIbHas paboTa
COOTBETCTBHH C JICHCTBYIOIINM
I'OCTomMm
OCYIIIECTBIATh O0OpPaOOTKY BXOJSIINX, | IPAKTHUECKOE 3aJlaHHE
BHYTPEHHHX u UCXOJISIIMX | CAMOCTOSITEIbHAs paboTa
JOKYMEHTOB,  KOHTPOJb  3a  HX
HCIIOJTHCHHEM
o(OpPMIIATH JOKYMEHTHI JUTS IEpeavyrl | IPAKTHICCKOE 3aJaHue
B apXUB OpraHU3aIIH CaMOCTOsTeIbHAs paboTa
3HaHus:
MTOHATHE IOKYMEHTA, €r0 CBOMCTRBA, TECTUPOBAHUE
CIIOCO0OBI TOKYMEHTHPOBAHUS caMOCTOsITeJIbHAs paboTa

IpaBUJia COCTaBICHUS U OPOPMIICHHUS | IPAKTHUUECKOE 3aJaHUE
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX | caMOCTOsATeIbHas paboTa
nokymenToB (OP/I)

CUCTEMY U TUIIOBYIO TEXHOJIOTHIO PaKTHYECKOe 3aJaHNe
JOKYMEHTAIMOHHOTO O0ecTieueHus TECTUPOBAHHE
yIpaBICHUS CaMOCTOsITeJIbHAsI padoTa
O0COOEHHOCTH JIeIONPOU3BO/ICTBA 110 NPAaKTHYECKOE 3a/JaHUE
oOpallleHusIM TpaxiaH u TECTUPOBAHHE
KOH(HICHIINATEHOTO cCaMOCTOSITeNIbHAs paboTa
JeJIONPOU3BOACTBA

KOHKPETU3ALIUA PE3YJIBTATOB U3YUYEHUSA JTINCIUAIIJINHBI

[TK 1.1. OcymiecTBasTh mpodeccroHaaIbHOE TOTKOBAHNE HOPMATHBHBIX TTPABOBBIX
aKTOB JUTsI peau3alliy MPaB TPaKaaH B chepe IEHCUOHHOTO 00SCTICUCHHS U
COLUAIBHOM 3aIUTHI.

[1K 1.2. OcymiecTBasTh IPUEM TPakIaH 1Mo BOIPOCaM MTEHCUOHHOTO 00eCIeYeHUs U
COLMAJIbHOM 3aILIUTBHI.

I1K 1.3. PaccmaTpuBatrh makeT JOKYMEHTOB JiJIs1 Ha3HAYEHUSI TICHCUM, TTOCOOHIA,
KOMIIEHCAlMW, IPYTUX BBIILJIAT, @ TAK)KE MEP COUUAIBHON MOAAEPKKN OTAEIBHBIM
KATErOpUsIM rpaXkJaH, HY>KIAIOIIMMCS B COL[MAJIbHOM 3aILNTE.
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YmMmern

—  odopmiATh OpraHU3alOHHO-
pacnopsAUTENbHbIE JTOKYMEHTHl B
COOTBETCTBUM  C  JIEUCTBYIOIIMM
I'OCTowm;

—  OCYUIECTBJIATH 00paboTKy
BXOJISIINX, BHYTPEHHUX u

HCXOAINX NOKYMCHTOB, KOHTPOJIb
3a UX UCIIOJTHCHHUECM,

—  oopMIISTH JIOKYMEHTBI
nepeiadr B apXuB OpraHu3alluu;

TUTS

HanmenoBanme IMPAKTUYCCKUX 3aHATHH

I13 1 Ompenenenne Bupa OnankoB. IIpoexTupoBanHme
OJaHKOB.

13 2 OdopmiieHre peKBU3UTOB JOKYMEHTOB.

13 3 Odopmienue CiyXeOHBIX MHCEM, IOKIAIHBIX
3aIMCOK, CIIPaBOK, TeJErpamMMm, Teiae(h)OHOrpaMM.

I13 4 Odopmienre NUPUKa30B, BBITHCOK W3 IPUKA30B,
YKa3aHUW U paCHOPKEHU.

I13 5 Odopmienne axTOB, MPOTOKOJIOB, BBIIHCOK M3
MPOTOKOJIOB, IOTOBOPOB.

I13 6 Ob6paboTtka BxosIIeH, HCXOASAIIEH U BHYTPCHHEH
JIOKyMEHTaIH

I13 8 Peructpamus JOKyMEHTOB B Pa3JIMYHBIX (hopMax
perucTpanuu.

13 9 CocraBiieHue 3asBICHUM,
XapaKTEePUCTUKH, PE3IOMeE.

113 10 OdopmIiieHHe JIMYHOTO Jiela.

aBToOMOrpaduy,

CamocrosiTenbHas paboTa CTyIeHTa

TEXHOJIOI'MHM ®OPMHUPOBAHUSA OK

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO

NS TeIbHOCTD, BRIOMPATh TUIIOBBIE METOIBI
CHOCOOBI BBIIOIHEHUS MPO(EeCCHOHANBHBIX 33/1a4,
OLIEHUBATh UX YP(PEKTUBHOCTH U KAYECTBO.

JlesTeIbHOCTHBIE TEXHOJIOTHH, MOJEIHPOBa-
HUE TPOo(EecCHOHANLHOW JEATeITbHOCTH B
y4eOHOM Tporiecce.

OK 4. Ocy1ecTBisiTh MOUCK U UCTIOJb30BaHUE
nHpopManuu, HeoOOXOAUMOM 11 APPEKTHBHOTO
BBITIOJTHEHUS MPOPECCHOHATBHBIX 3a/1a4,
MPOECCHOHAIIBHOTO W TUYHOCTHOT'O Pa3BUTHSI.

HubopmanoHHO-pa3BUBAIOLINE TEXHOJIOTHH,
OpPUEHTUPOBAHHBIE HA IIPOYHOE YCBOCHUE
OousbLIOTO 3amaca HHGOPMAaLIUH.

OK 6. PaboTaTh B KOJUIEKTHBE U KOMaH/IE,
3¢ (eKTUBHO 00IIaThCS ¢ KOJUIEraMH,
PYKOBOJICTBOM, TOTPEOUTEIISIMH.

.HI/I‘-IHOCTHO'OpI/IeHTI/II_)OBaHHHe TCXHOJIOTHH,
HaIpaBJICHHBIC HA Pa3BUTUC JIMYHOCTH.

OK 8. CamocTosTenbHO ONPEACIATh 3aJa4u
npoheccCHOHaNTBHOTO ¥ TMYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CAMOOOPa30BaHUEM, OCO3HAHHO
IJIAHUPOBATh MOBBIIIEHUE KBATH(UKALIUY.

TGXHOJ'IOFI/II/I, HaITpaBJICHHBIC HA Pa3BUTUC
MBICITUTENILHON aKTUBHOCTH (pa3BUBAIOIIEE,
npobseMHoe O0y4EHHE).

OK 9. OpueHTHpOBaTHCS B YCIOBUAX TOCTOSTHHOTO
M3MEHEHHUS TPaBOBOM 0a3bl.

NHudopmannoHHO-pa3BUBaroIe TEXHOJIOTUH,
OpPUEHTHUPOBAHHBIC HAa IPOYHOE YCBOCHUE
00JIbIIIOTO 3amaca HHPOPMAaIIHH.

OK 11. Cobmtonath A€I0BOM ITHKET, KyJIbTYPY U
MICHXOJIOTUYECKHE OCHOBEI OOIIECHHSI, HOPMBI H
IIpaBUJIa MTOBEJICHHSL.

.HI/I‘IHOCTHO-OpI/IeHTI/IPOBaHHHe TCXHOJIOTHH,
HaImpaBJICHHBIC HA PAa3BUTUC JIMYHOCTH.

OK 12. IIposiBASTH HETEPIUMOCTD K
KOpPPYNLIMOHHOMY IOBEICHHUIO.

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