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1. OBIIASA XAPAKTEPUCTHKA PABOYEN ITPOr'PAMMBI YYUEBHOM
TACIHATLITAHBI

OIl1.13 JokyMeHTanIMOHHOE O0ecreYeHHne YIpaBJaeHus
1.1. MecTo AucHMILVINHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM NIPOrPaMMBbI:

Pabouas mporpamma yueOHoOU aucuuminHbl OIL.13 JlokymeHTanmoHHOE obecreueHue
yIIpaBJICHUS SBISIETCS YaCThI0 OCHOBHOM IpodeccnoHaabHoli o0pazoBaTenbHoi nporpammbl CI1O
(IMICC3) B cootBerctBuu ¢ PI'OC mno cnenmansHoctd 40.02.01 IlpaBo u opraHuzamms
CoLIMaNbHOrO obecrieyeHus, 6a30BOM MOATOTOBKU, BXOJSIICH B COCTaB YKPYIHEHHOW TIpYIMIIbI
cnenmansHocTed  40.00.00 IOpucnpyneHuusi,  YTBEP)KICHHBIM MpPUKAa30M MUHHUCTEPCTBA
oOpa3zoBanus 1 Hayku PO ot 12 mas 2014 r. Ne 508.

Uzyuenne nucuurmmabel  OIL13  JlokymMeHTalmoHHOE oOOecriedeHHe  YyIpaBiICHUS
HaIpPaBIICHO Ha ()OPMHUPOBAHHUE COOTBETCTBYIOIINX KOMIICTCHIIN:

obune komnerentHocTH (OK):

OK 1. IloHumarp CyImIHOCTh M COLMAIBHYIO 3HAYMMOCTHh CBOEH Oymymiei mpodeccun,
MPOSIBJISATh K HEW YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBCHHYIO ACSTEIHLHOCTH, BHIOMPATh THUIIOBBIE METOABI U
CIocoObI BHITMOTHEHUS MPO(EeCCHOHANIBHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTD U KAYECTBO.

OK 3. [IpunuMatp pelmieHusi B CTAaHAAPTHBIX W HECTAHIAPTHBIX CUTYalMsIX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiusiTh MOUCK, aHANU3 M OIEHKY HWHGOpManuu, HEOOXOIUMOU mAJis
MOCTAHOBKM W PEIICHUS MPOPECCHOHAIBHBIX 3a7a4, MPO(PECCHOHAILHOTO W JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonb3oBath HHGOPMAIIMOHHO-KOMMYHUKAITMOHHBIE  TEXHOJOTHUU IS
COBEpPIIIEHCTBOBAHUSA MPO(HECCHOHATEHOU IS TEIBHOCTH.

OK 8. CamocTrosTensHO ONpeneNnsITh 3aJadyd NPOPECCHOHAIBHOIO M JHUYHOCTHOTO
pa3BUTHA, 3aHUMATbCcd  camMooOpa3oBaHUEM, OCO3HAHHO  IUTAHUPOBATH  TOBBIIICHHE
KBaJIM(DUKALIHH.

OK 9. OpueHTHpPOBATHCS B YCIOBUAX MOCTOSIHHOTO U3MEHEHUS TIPaBOBOi 0a3bl.

npodeccuonanbHbiMu (I1K):

[IK 1.1. OcymiecTBisTh mpohecCHOHATBHOE TOJIKOBAaHHE HOPMATHBHBIX MPABOBHIX aKTOB
JUTSL peaiu3alliy MpaB rpaxk/iaH B cepe MEeHCUOHHOTO 00ECTICUeHUs U COITMATbHOM 3aIUTHI.

IIK 1.2. OcymiecTBusTh HpuUeM TpakJaH MO BOMpPOCaM MEHCHOHHOTO oOOecredyeHus M
COLMAJIBHOM 3aIUTHI.

I[IK 1.3. PaccMmarpuBaTh MakeT JAOKYMEHTOB JJisi Ha3HAYCHUS TICHCHH, TOCOOUI,
KOMITCHCAIINH, IPYTrUX BBITUIAT, & TAK)KE€ MEP COIMAIBHON MOAMEPKKH OTACIBHBIM KaTeTOPHUSIM
TpakJiaH, HY>KJAIOIIUMCS B COLIMAJIbHOM 3aILUTE.

[IK 1.4. OcymecTBnsaTh yCTaHOBJICHUE (Ha3HAYEHUE, TIEpepacyeT, MepeBo), MHACKCAIHIO
U KOPPEKTHPOBKY MEHCHI, Ha3HAYEHHE MOCOOUH, KOMIIEHCAIIMA 1 APYTUX COLUATBHBIX BBIMIAT,
UCIONTB3YsI HHPOPMAITMOHHO-KOMITHIOTEPHBIE TEXHOJIOTHH.

[IK 1.6. KoHcynapTupoBaTh rpakJjaH U MPEACTABUTENEH IOPUIMYECKUX JIUI] 110 BOIPOCAM
MEHCHOHHOTO 00€CTICUeHHs U COITMATBbHON 3aIIHTHI.

1.2. lleab u IuIaHMpyeMble Pe3yJabTAThI 0CBOCHUS TUCHMILIUHBI:

B pamkax mporpamMmmbl y4eOHOW NHUCIMIUIMHBI OOYYarONTUMHUCS OCBAaUBAIOTCS YMEHUS U
3HAHUS U

Kox OK VYmMmenusa 3Hanusg

OK 1 IIOHUMATh CYIIHOCTb U COLIMAJIBHYIO CYLIHOCTb U COLIMAJIbHYIO 3HAYUMOCTh
3HAYUMOCTh CBOEH Oymyiei mpodeccun | cBoer Oyaymiel mpodeccuu, mposBIATH
K HEW YCTOMYMBBIN UHTEPEC




OK 2. | oprann3oBbIBaTH COOCTBECHHYIO TUTIOBBIE METOJIBI M CTIOCOOBI
JIESITENIbHOCTD, OLIEHUBATh UX BBITIOJTHEHUS MPOPECCHOHATBHBIX 3a/1a4
3¢ ()EeKTUBHOCTH U KaUECTBO

OK 3 MIPUHUMATH PELICHUS B CTAaHAAPTHHIX U coiep)KaHue aKTyaJIbHOM HOPMaTUBHO-
HECTAHAAPTHBIX CUTYalUAX U HECTH 3a MPaBOBOM JTOKYMEHTALIMU
HUX OTBETCTBEHHOCTb, OLIEHUBATH PUCKHU

OK-4 YMETh OCYIIECTBISITh IIOUCK U KpyT IpodeCCHOHABHBIX 33134,
UCIIOJIb30BaHKne HH(OpMAIIMU, HEOOXOIUMOH | MPO(HEeCCHOHATBHOTO U TMYHOCTHOTO
JU1s1 9 (HEKTHBHOTO BBITTOTHEHHSI pasBUTHA
npodecCuOHaTbHBIX 3a1ad,
npo¢eCCHOHANBHOTO ¥ THYHOCTHOTO
pasBUTHUS

OK 5 MCTIOTB30BaTh HH()OPMAITMOHHO- COBpPEMEHHBIE CPEIICTBA KOMMYHHUKAIINN U
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B BO3MOXKHOCTH TIepeaun HHPOPMAIHH
po(heCCUOHATIBHON IEATENbHOCTH

OK 8 CaMOCTOSITENILHO ONPEAETATh 3a1a4l KpYT 33724 npodecCHOHaTbHOTO H
po(hecCHOHATPHOTO M IMIHOCTHOTO JUYHOCTHOTO Pa3BUTHUS
pa3BUTHUS, 3aHUMATHCS CAMOOOpa30BaHUEM,

OCO3HAHHO TUIAHUPOBATH TTOBBIIICHUE
KBaJTU(UKAITIT
OK9 OPHUEHTHPOBATHCA K MEHSIOIINMCS YCIOBUSAM | TIPUEMBI U CTIOCOOBI aJanTaIiy B
npodecCHOHATLHON esATETHbHOCTH npogecCHOHATLHON NEATETHLHOCTH
I[IK 1.1. | comepkaHue HOPMATHUBHBIX MMPABOBLIX aKTOB | aHAJIU3UPOBATH ACHCTBYIOIIEE
(enepanbHOTO, PETHOHATHHOTO U 3aKOHO/IaTEBCTBO B 0OJIACTH MTEHCHOHHOTO
MYHHIIUTIATEHOTO YPOBHEH, PETYIUPYIOMUX | oOecrieueHus,
BOIPOCHI YCTAHOBJICHUS MEHCHUH, MOCOOMI U | Ha3HAYCHUS MOCOOUH, KOMITCHCAIHIA,
JIPYTHX COITMAIBHBIX BBIILIAT, MIPEIOCTABIICHHSI YCITYT U MEP COIUAIILHOM
MIPEIOCTABIICHHS YCITYT; MOIJIEPKKH OTAEIEHBIM KaTEerOpPHIM
MOHSATHUS U BUJIbI TPYJOBBIX IIEHCHH, IEHCUHM | TPak/iaH, HY)XJIAIOIIMMCS B COLUATBHOMN
M0 TOCYIapCTBEHHOMY TICHCHOHHOMY 3alInTe, C UCIOIB30BAHUEM
obecreveHunto, TocoOuH, exeMeCTIHBIX MH(POPMAITMOHHBIX CIPABOYHO-TIPABOBBIX
JIEHeXKHBIX BEITUIAT (Manee - E/IB), CHCTEM;
JIOTIOJTHUTENBHOTO MaTePHAIBHOTO MPUHUMATH JIOKYMEHTBI, HEOOXOAMMBIC ISt
obecrieveHus1, IPYruX CONUANBHBIX BHIIUIAT, | YCTAHOBJICHUS IEHCUH, IIOCOOUIH,
YCIIOBUS X Ha3HAUEHUS, pa3Mephl M CPOKH;, | KOMIIEHCAIINN, ©)KEMECIIHBIX JICHEHKHBIX
MPaBOBOE PETYIUPOBAHUE B 00IACTH BBIMIJIAT, MATEPUHCKOT'O (CEMEHHOT0)
MEINKO-COINATLHON SKCIIEPTHU3BL; KaluTaia u IPYrux COLUAIbHBIX BBIILIAT,
HEOOXOIUMBIX JUIS yCTaHOBIICHUS TICHCUH,
MOCOOMIA U IPYTUX COLMAIBHBIX BBITLIAT,
K 1.2 | onpenensiTh nepeveHb JOKYMEHTOB, OCHOBHBIC [TOHATHS U KATETOPUH METUKO-

HEOOXOUMBIX JJIsl yCTaHOBJICHUS TIEHCHH,
1nocoOuii, KOMIIEHCALUH, eXKeMECIYHbBIX
JIEHE)KHBIX BBIMJIAT, MATEPUHCKOTO
(cemeifHOTr0) KanuTana u Ipyrux
COLIMAJIbHBIX BBITLIAT;

Pa3bACHATH MOPAIOK MOTyUEHUS
HEJOCTAIOMINX TOKYyMEHTOB U CPOKH UX
MIPEIOCTABIICHHNS;

OTIPEEIIATE MPABO, pa3MepP U CPOKHU
HAa3HAYEHHUS TPYJOBBIX IIEHCUH, IEHCUI 110
roCy/1apCTBEHHOMY IIEHCHOHHOMY
00€eCIIeueHUI0, TOCOONH, KOMIICHCALIHH,
€XKEMECAYHBIX JICHEKHBIX BBIILIAT U
MaTepUHCKOTO (CEMEHHOT0) KammmTaa C
MCIIOJIb30BaHUEM HH(OPMALMOHHBIX
CIIPaBOYHO-TIPABOBBIX CHCTEM;

COLIMATIbHON KCIIEPTHU3EI,
OCHOBHBIE ()YHKIIUH YUPEKACHUHI
TOCYIapCTBEHHOU CITY>KOBI MEITUKO-
COLMAIbHON AKCIIEPTHU3BI;




(hopMHPOBaTH NICHCUOHHKIE JIENA;

I[IK 1.3 | mena mosydateneld TOCOOUH, ©KEMECSIUYHBIX | FOPUIUYECKOE 3HAUCHUE SKCIIEPTHBIX
JICHEXHBIX BBITUIAT, MATEPHHCKOTO 3aKITFOYCHUIH MENKO-COIUATLHON
(cemeifHOT0) KanuTalla u IPyrux AKCIIEPTHU3HI;

COIMANTLHBIX BBITLIAT; CTPYKTYPY TPYIOBBIX TICHCHIA;

COCTaBJISTh MPOCKTHI OTBETOB HA MOHSTHE ¥ BUJIbI COITUAIILHOTO
MUCBMEHHBIE 00OpAICHUS TPAXK/IAH C 00CITy>KUBaHHS U TIOMOIIN HYKIAFOIUMCS
UCIOJIb30BaHUEM WH(POPMAIIMOHHBIX rpaxaaHam;

CIIPABOYHO-TIPABOBBIX CUCTEM, BECTH YUET

oOparieHmii;

K 1.4 | monb30BaThCsl KOMITBIOTEPHBIMH TOCYJAPCTBEHHBIC CTAHIAPTHI COUATBEHOTO
MporpaMMaMH Ha3HAYCHHS U BBITLIATHI 00CITyKUBAHHUS;

MIEHCH, TOCOOMI U IPYTHX COIUAIBHBIX MOPSZIOK MPEIOCTABIICHHS COIIMATBLHBIX
BBIIIIAT, YCIYTr U APYTUX COLUMAJIbHBIX BBIILIAT,
KOHCYJIbTUPOBATH I'PaKAaH U

[IPEACTABUTENICH IOPUANYECKUX JIULL T10

BOIMPOCaM MIEHCHOHHOTO 00eCIIeYCHUS 1

COIMANTLHOM 3aIUTHI, UCTIONb3YSI

WHQOPMAaIIMOHHBIE CIIPABOYHO-TIPABOBHIC

CHCTEMBI;

3anpammBaTh HHHOPMAIIHIO O COJCPKAHUM

WHANBUAYAJIBbHBIX JIMIEBBIX CUCTOB

3aCTpaxOBaHHBIX JIMI U aHAJIM3UPOBATH

TIOJYYCHHBIC CBEJICHUS O CTaXE PabOTHI,

3apabOTHOM IJIaTe M CTPAXOBBIX B3HOCAX;

I[IK 1.6 | 0OBACHATH CYIIHOCTh NICUXUYECKHX CrocoObl HH(POPMHUPOBAHUS TPAKIIAH U
MPOIIECCOB U MX M3MCHEHUH Y MHBAIU/IOB M | JIOJDKHOCTHBIX JIMIl 00 N3MEHECHHUSAX B
JIMII TIOXKHJIOTO BO3PAcTa; 00J1aCTH IEHCUOHHOTO 00ECIICYESHUS U
IIPpaBUJIBHO OPraHU30BaThb TICUXOJOTHYSCKUH COHHaHLHOﬁ 3alIUThI;

KOHTAKT C KJIMEHTaMU (TIOTPEONTEISIMHI OCHOBHBIC MTOHATHUS OOIICH IICUXOJIOTHH,
yCIyr); CYIIHOCTb TICUXHUYECKHUX TPOIECCOR;
JIaBaTh TICHXOJOTUYCCKYIO XapaKTePUCTUKY | OCHOBBI IICUXOJIOTHH JINYHOCTH;
JIMYHOCTH, IPUMEHATH IIPUEMBI ICJIOBOTO
OOIIIEHUS U TIPaBUIIA KYJIBTYPhI IIOBEICHHUSI;
CJIEZIOBATh STHYSCKUM TPaBUIIaM, HOPMaM H
NPUHIMIIAM B PO ECCHOHATEHON
JICSATSIIbHOCTH;
[ImaHrpyeMble TUYHOCTHBIE PE3YIIbTAThI
JIP 12 [IpuHMMaron i ceMeNHbIE LIECHHOCTH, TOTOBBIM K CO3/IaHUI0 CEMBU U
BOCIUTAHUIO JIETEW; TEMOHCTPUPYIOIINI HENPUSATHE HACUIIUS B CEMBE,
yX0Jla OT POAUTEIBCKON OTBETCTBEHHOCTH, OTKa3a OT OTHOILIEHUH CO
CBOMMHU JIETbMHU U UX (PUHAHCOBOTO COJICPKAHUSI.
JIP 13 JIeMOHCTpUPYIONTUH TOTOBHOCTh M CIIOCOOHOCTH BECTH JHAJIOT C

JIPYTUMH JIIOJbMH, JTOCTUTaTh B HEM B3aWMOIIOHMMAaHUS, HaXOIHUTh
o0me 1end W COTpyAHMYaTh JUIA HMX  JOCTHXKEHUS B
poeCCHOHATILHOMN 1€ TeTbHOCTH

JIP20

CrocoOHbIif  (popMUpOBaTH TPOEKTHBIE HIEH W 00eclneunBaTh HX
pPECYPCHOIIPOTrpaMMHOM ESITEIbHOCThIO
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2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI H BUAbI YU4eOHOI padoThI

Bun yuedHoii paGoTsl

O0BbeM B yacax

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCIUTINHBI 57
B T.4. B (popMe IIPaKTUIECKOH ITOATOTOBKH
BT. 4..
TeopeTnieckoe o0ydeHne 38
IMPAKTHYCCKUE 3aHATUA -
KypcoBasi pabora (IIpoeKT) -
KOHTpOJIbHAs paboTta -
Camocmosamenvhas paboma 19
IIpome:xxyTounas aTTecTanus — KOHTPOJIbHasl padoTa
2.2. TemaTu4eckuil IVIAH U coep:KaHue Y4eOHO! AN CHUILUIUHBI
Koanl
KOMIIeTeHI U
U JINYHOCTHBIX
HanmenoBanmne | Copep:kanue y4eOHOro MarepuaJja, jekuun, | Oobem pe3yIbTatos,
pa3aesoB U TeM camMocTosiTeJIbHAsi padoTa 00y4arUuXxcs 4acoB (bopmmpoBarin
10 KOTOPBIX
crnoco0cTByer
3JIEMEHT
NMPOrpamMMbl
1 2 3 4
Coneprxanne yueOHOT0 MaTepuara:
Tema 1.
Tpenver 1. 3HaueHne JOKYMEHTOB B PAa3JINYHBIX
p ’ 00J1aCTSIX AESTENbHOCTH OOIIECTBA. 4
CoJiepXKaHue u
O —— 2 Pontb TOKyMEHTOB B 9KOHOMUIKE, OK 1
VCTOUHIKH 1 colManbHbIX poueccax. [Ipenmer u 3anaun OK 2.
auTeparypa Kypea. OK3
CamocrosTensHas padota 00yJaroIuxcs: 2 OK-4
Copep:xanue yueOHOTo MaTepHana: OK'5
OK 8
1 TepMuHOIOTHSA, UCTIONB3yEMasi TIPH paboOTe C OK 9
JIOKyMCHTaMH. [IpaBoBOM, yIIpaBIEHYECKUN U K 1.1
Tema 2. HCTOPUYECKHI acleKThI B ONPE/IETIeHUN 4 K 1.2
[TonsTHE O gOIIEIyMeHTa' K 1.3
o, | o oo, e i
DyHKINH, ’ IIK 1.6
cBOfiCTEa, JIOKYMEHTUPOBAHUS. P 12
KinaccuuKanus CamocrodrenbHas paboTa 00y4aroIXcs: JIP 13
JIOKYMEHTOB 1. JlokymeHThl oduuuanbHble (ciayxeOHbIE), JIP20
JIUYHBIC (mepcoHanbHbIC) U JUYHOTO 4

IIPOUCXOKACHUA. JIOKYyMEHTBI PYKOIIUCHBIE U
U3TOTOBJICHHBIE C IIOMOIIBIO TEXHUYECKUX
CPEACTB.




Tema 3.
CoBpeMeHHOE
3aKOHOJIATEIIbHOC
PETYIMPOBAHKE U
HOPMAaTUBHO-
METOIUYECKOE
o0ecrcucHue B
obnactu
JIETIOTPOU3BOJICTB
a ¥ apXHUBHOTO
Jerna

Coneprxanue yueOHOTO MaTepuaa:

1 Knaccudukarus 3aKOHOJaTEIbHBIX,
HOPMAaTUBHBIX, METOIMUYECKUX MATEPUAJIOB,
KacarolIuXxcs BOMPOCOB JOKYMEHTHPOBAHHS 1
OpraHm3aiyy paboThl C JOKYMEHTAMH.

2. IIpaBoBbIE aKTbl HOPMATUBHOI'O U
MHCTPYKTUBHOI'O XapakTepa, METOJUYECKHE
MaTEepHabl 110 JEIOIPOU3BOICTBY
NPEANPUATUI, OPraHU3aLUN, YUPEKICHUM,
bupm.

CaMocrosTenbHast paboTa 00y4aronmxcs:

Coneprxanue yueOHOTo MaTepuara:

Tema 4.
CrpykTypa 1 Vaudukanuus u cTanapTusaius
JOKyMEHTa. JTOKYMEHTOB.
CITy’K€OHBIX 2. CocTaB peKBU3HUTOB, UX PACIIOJIOKEHHE.
OKYMEHTOB.
FOKYM CamocrosrenbHas paboTa 00y4aroIXCs:
Coneprxanue yueOHOro MaTepuana:
1. ITopsiiok 0603HaYEHUST HAUMEHOBAHUS
Tema 5 OpraHU3aIlH - aBTOpPA JTOKYMEHTA,
) CIIpaBOYHBIE JIbIHHBIE 00 aBTOPE.
TpebGoBanus K
2. Busibl TOKyMEHTOB, OIpeessieMble
ohopMIIEHUIO
3aKOHOJIATEILHBIMI ¥ HOPMAaTUBHBIMHU aKTaMHU.
PEKBU3UTOB.
CamocrosiTenbHas paboTa 00yJaronuxcs:
1. ITopsnok odopMiIeHHS TOYTOBOTO a/ipeca.
JlaTel TOKYMEHTa U MOPSAJOK UX 0(OPMIICHHSL.
Conep:xanue yueOHOro MaTepuana:
1 [TonsTue «OnaHK AOKyMeHTa». Bussl
OJIaHKOB U TIOPSIJIOK PACIIOJIOKEHUS
Tema 6. PEKBU3HUTOB B OJaHKE (YTIIOBOE U
Buzpr 61aHKOB LIEHTPOBAHHOE).
CITYX)EOHBIX 2. CocTaB peKBU3UTOB, HA3HAUCHUE,
JIOKYMEHTOB, 0c00eHHOCTH 0(OPMIIEHHS pa3IMYHBIX BUOB
poeKTHpoBaHue | OJAHKOB.
GnanKos CamocrosiTenbHast paboTa 00yJarOIIuXCS:
1. OcobenHoct paboThl ¢ OJIAaHKAMU €
repOOBOI CUMBOJIMKOM.
Coneprxanue yaeOHOTO MaTepHaa;
1. YHUpHUIHpOBaHHBIE CUCTEMBI
JTOKYMEHTAIH, JEHCTBYIOIINE B HACTOSIIEE
Tema 7. BpeMsl.
CucremMsl 2. l'ocymapcTBeHHAs CUCTEMa JIOKYMEHTAIINH.
JIOKYMEHTAIUH. OpraHu3anvOHHO-TIPAaBOBbIE JOKYMEHTHI
CamocrodrenbHas paboTa 00y4aroIXCs:
Tema 8. Coneprxanue yueOHOro MaTepuana:




1. OcobenHoctu JIOKYMEHTUPOBAHUS
Odopmiienue JESITEIbBHOCTH KOJUIETMAJIbHBIX OPTaHOB.
ynpasjeH4eckuX | 2 CucreMa IUTaHOBOM JoKyMeHTaruu. Cuctema
JIOKYMEHTOB OTYETHOU JOKYMEHTAINH
CamocrosiTenbHast paboTa 00yJaronmxcs:
1 TpeboBanus, NpebABIIEMbIC K
COCTABJICHUIO U 3aIIOJIHEHUIO (POPMBI
HOMEHKJIATYPHI JIe] OpraHu3aluu.
Coneprxanue yueOHOro MaTepuaa:
T 9 1. . Dramnbl ¥ NOPSAIOK ABUKEHUSI JOKYMEHTOB.
ema 9.
Haznauenue u BUJIbl HOMEHKJIATYPHI JIEI.
TexHomoruu
2. IlpaBua opranu3zanuu paboThI ¢
padorer ¢ BHYTPEHHUMHU JTOKYMEHTAMHU
JIOKYMEHTaMHU YIp M - OK'1
CamocrosTenbHast paboTa 00y4aronmxcs: OK 2.
OK 3
Copep:xanue yueOHOT0o MaTepuana: OK-4
Tema 10. 1 CekpeTHOCTh U KOHOUACHIIMATBEHOCTD B ]
Ocobenmnoctu JIEJIONPOU3BO/ICTBE B OpraHax o
paboThl ¢ . OK 8
roCy/IapCTBEHHOMN BJIACTH.. OK 9
JIOKyMEHTHPOBAH |~ 0 5
Hoit . pranu3anus paboThI c MK 1.1.
. KOH(HICHIINATLHBIMHU IOKYMEHTAMHU.
uHpopmanuen (unenn AOKY IIK' 1.2
orpannuennoro | CaMOCTosTE/IbHAA PaOOTA 00YYAIOUIMXCS: IIK' 1.3
JocTyna 1. Vicionp30BaHMe JOKYMEHTOB U €T B K 1.4
TEKYIIEM JEIO0IPOU3BOJICTBE TIK 1126
JIP
Coneprxanue yueOHOTO MaTepuaa: P 13
Tema 11. 1 Buabl nMCbMEHHBIX 0OpaIICHUH IpakaaH — JIP20
Opranusauus 3asIBJICHUS, IPEJIOKEHHSI, JKATOOBI.
paboThI ¢ 2 ITopsnok mojjauu MUCbMEHHBIX 00pALeHUH.
[THCHMCHHBIMH 3. TexHosorus paboThl ¢ OOPAIIECHASIMH
oOpartieHusIMu rpakIaH.
rpaxaaH

CamocrosTenbHas paboTa 00y4aroIXCs:

KonTposbnas padora

Bcero:

57
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3. YCJIOBUSI PEAJIM3ALIAU TPOT'PAMMBI YUYEBHOM JUCHUTIJIMHBI
3.1. [das peanu3anuM NPOrpaMMbl Y4eOHOH JMCHMUILUIMHBI JOJIKHBI OBbITH
NpeaycMOTPEHbI ciledyIolue cneluaabHble NoOMeleH s :
KaluHneT 1oKyMeHTalMOHHOTO 00ecreYeHHsl yIpaBIeHUS
(mnst mpoBeACHUS IEKIIUH, TPYITIOBBIX M MHIUBUAYATBHBIX KOHCYJIBTAIIUN, TEKYIIETO
KOHTPOJIsI, IPOMEXKYTOUYHOM aTTeCTaI1H )

54 yuebHBIX MecTa, pabodee MECTO MpernojaaBaTelNsi, MYJIbTUMEIUNHBIN MPOEKTOD,
HOYTOYK, MHTEpaKTUBHAs JOCKa, yuyeOHasl Jocka, SKpaH, HarJIAIHble yuyeOHbIe MOCOOUs IO
JUCLUTUIMHE, IJIaKaThl, TUTAKTHIECKUE CPEICTBA O0YUCHUS

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel,
MS Power Point, MS Access), ocHoBanue AKT npenocrasieHus npaB Ne Tr035773 ot 22 utons
2016 roga, AO «CodtJlaiin Tpeitn»

IIporpamma KoMIbIOTEpHOrO TecTupoBaHusA 3HaHUKM MyTestXPro — akt npegocTaBieHUs
npaB Ne [T168538 ot 01.10.2013

Google Chrome — Uurepuer-6paysep. CoboaHoe I10 // 6eccpouno

Opera — UnTtepuer-6paysep. Croboauoe I10 // 6eccpouno

AdobeAcrobatReader DC — IIporpamma npocmoTpa ¢aitio B popmare PDF CBoboaHoe
10O // 6eccpouno

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouno

3.2. UndopMmanmnoHHoe obecniedeHHe peajin3alu NPOrpaMmMbl

Jus peanu3zanuu MporpamMmbl OMOIHMOTEYHBIH (OHJ 00pa3oBaTEIbHONW OpraHU3aAIUH
UMeeT TeYaTHBIE W/MIM DJCKTPOHHBIE 00pa3oBaTelbHBIE W HMH()OPMAIMOHHBIE PECYPCHI,
pexomennoBanuele ®YMO, mansa wucnonp3oBaHus B oOpazoBarenbHOM Impouecce. [lpu
dbopmupoBanun OubIMoTeyHOTO (DOHIA O00pa30BATENBbHONM OpraHu3aluell BBHIOMpAETCS HE
MEHEee OJHOTO M3JaHUS U3 MEePEUYHCICHHBIX HIDKE MEYaTHBIX U3JAHUN U (UIIH) DIIEKTPOHHBIX
I/ISI[aHI/Iﬁ B KaucCTBC OCHOBHOI'0O, IIpU OTOM CIHUCOK, MOXKET OBITH JOIIOJIHEH HOBBIMHU
U3JIAaHUSIMU.

3.2.1. OcHoBHas JIMTEpPaTypa
1 Tnaguii E.B. «JlokymeHTanmoHHOe obOecnieueHue ympaBlieHHs»: yueO. mocobue s cro /
E.B. T'maguit. - M.: PUOP: UHOPA-M, 2017. - 249c. - (Cpennee mnpodeccuoHaIbHOE

o0Opa3oBaHue).
2 JlokymMeHTanMOHHOE obecrieueHnue yrpanieHus : yueOHuk / beikoBa T.A., mox pen. u ap. —
MockBa : KuoPyc, 2020. — 266 c. — (CIIO). — ISBN 978-5-406-05649-3. — URL:

https://book.ru/book/932895. — TekcCT : 2IeKTPOHHBIH.
3 bacaxos, M.U. JlokymeHTannnoHHOe oOecriedeHre yrnpapieHus (C OCHOBaMHU apXUBOBECHMS)
: yaeOHOe mocobue / bacakoB M.MI. — Mocksa : KaoPyc, 2020. — 216 ¢. — (CIIO). — ISBN

978-5-406-07305-6. — URL.: https://book.ru/book/932044
4 Bapmynn, B.B. JlokymeHTanmonHoe obecniedeHue ymnpapienus : yueOnuk / Bapmyng B.B. —
Mocksa : FOctumms, 2020. — 271 c¢. — (CIIO). — ISBN 978-5-4365-3439-8. — URL:
https://book.ru/book/932046

3.2.2. JlonoJHUTEIbHASA JINTEpaTypa

1 Bapmynn, B.B. JlokymeHnTannonHoe o0ecrnieyeHue ynpasieHus. : yueOnuk / Bapmynn B.B.
— Mocksa : KOctunms, 2020. — 271 ¢. — (CIIO). — ISBN 978-5-4365-3439-8. — URL:
https://book.ru/book/932046. — TekcT : SneKTPOHHBIH.

3.2.3. UuTepHeT-pecypchbl
1. https://book.ru


https://book.ru/book/932046
https://book.ru/
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4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM

JUCHUIINHBI

Pezynomamol 06yuenus

Kpumepuu oyenku

Memoowl ouenku

OCBOCHHBIE YMEHUS:
MOHUMATh CYIIHOCTH M COLUAIBHYIO
3HaYMMOCTb CBOEH OyayIiel npodeccuu

OpPraHU30BBIBATH COOCTBEHHYIO
JeATEeIIbHOCTD, OLICHUBATh UX

3¢ (HEeKTHBHOCTH ¥ KA4€CTBO

MIPUHUMATD PEIICHUS B CTAHAAPTHBIX U
HECTaHJAPTHBIX CUTYAIUSIX U HECTH 3a
HUX OTBETCTBEHHOCTH, OLICHUBATh PUCKHU
YMETb OCYIIECTBIIATH TOUCK U
UCTOJIb30BaHNE HH(pOpMaIu,
HeoOXoauMOoM 117151 3((HEKTUBHOTO
BBITIOJIHEHHS IPO(EeCCHOHATBHBIX 3a/1ad,
PO ECCHOHAIBHOTO B IUYHOCTHOTO
pa3BUTHS

HCII0JIh30BaTh HH(POPMAITMOHHO-
KOMMYHUKAIITMOHHBIE TEXHOJIOTHH B
po¢eCCUOHAITBHON JIEATETLHOCTH
CaMOCTOATENILHO OMPEEIATh 3a1a4l
mpohecCHOHATBEHOTO W TMYHOCTHOTO
pPa3BUTHS, 3aHUMATHCSI
caMo00pa3zoBaHUEM, OCO3HAHHO
MJIAHUPOBATh TOBBIIIIEHUE
KBaJTM(pUKAITIH

OPUEHTHUPOBATHCS K MEHSIOIUMCS
yCIOBUSAM MPodeCCHOHATHHON
JeATEIIbHOCTH

coJiep>KaHue HOPMATHBHBIX MPABOBBIX
akToB (penepanbHOr0, PErHOHAILHOTO U
MYHULUIIAIBHOTO YPOBHEH,
PETrYIUPYIOMIHUX BOMIPOCH! YCTAHOBIICHUS
NEHCHUH, TOCOOMI U IPYTUX COLMATIBHBIX
BBITIJIAT, MPEJIOCTABJICHHS YCIIYT;
MIOHSTHSI U BUJBI TPYAOBBIX MEHCHUH,
MEHCUH IO TOCYJaPCTBEHHOMY
MIEHCUOHHOMY 00€eCIeYeHHI0, TOCOOUH,
€KEMECSIHBIX JCHEKHBIX BHITUIAT (Iaee
- EJIB), nonoaHUTEI5HOTO
MaTepUaIbHOro 0becreyeHus, Ipyrux
COIMAJIBHBIX BBHITLIAT,

YCJIOBHS UX Ha3HAYCHUS, pa3MEPHI U
CPOKH;

MPaBOBOE PETyJIUPOBaHUE B 00J1aCTH
MEJIMKO-COI[UATIbHOU SKCIEPTU3HI,
OTpEIEIATH IEPEUCHb IOKYMEHTOB,
HEOOXOIUMBIX JIJIsl YCTAHOBIICHUS

Ot1nnyHo:

— JaHBI UCYEPTIBIBAIOIITUE U
000CHOBaHHBIE OTBETHI HA BCE
MTOCTaBJICHHBIC BOTIPOCHI,
IIPaBWJIbHO U PALlMOHAJIBHO (C
HCIIOIb30BaHHUEM
palMoOHAIBHBIX METO/IUK)
pelIeHbl COOTBETCTBYIOIINE
3aJ1a4u;

— B OTBETaX BBIJCIIOCH
TJIaBHOE, BCE TCOPETHUECCKHE
TIOJIOXKEHUS YMEIO
YBSI3BIBAIHCH C TPEOOBAHUSIMU
PYKOBOJISIIIIUX JJOKYMEHTOB;

— OTBETHI OBUIM YETKUMH U
KpaTKUMHU, a MBICIIU U3JIarajinch
B JJOTMYECKOM
IOCJIEJOBATEIILHOCTH;

— MOKa3aHO YMEHHE
CaMOCTOSTEIHLHO
aHAIIM3UPOBATH (PAKTHI,
cOOBITHS, SIBJICHUS, TTPOLIECCHI B
HUX B3aUMOCBSI3H U
JTUATICKTUYECKOM Pa3BUTHH.
Xopo1io:

— JIaHBI IOJHEIE, TJOCTATOYHO
000CHOBaHHBIC OTBETHI Ha
TTOCTaBJICHHBIE BOMPOCHI,
MPaBUIIbHO PEILIEHBI
MPaKTUYECKUE 3aaHus;

— B OTBETax HE Bceraa
BBIICIISIIOCH TJIABHOE,
OTIEIBHBIC TTOJI0KSHHS
HEJIOCTATOYHO YBSI3bIBAIUCH C
TpeOOBAaHUSAMU PYKOBOISAIINX
JIOKYMEHTOB, TIPU PEIICHUN
MPaKTUYECKUX 3a/1a4 HE BCEr/Aa
HCIIOIE30BAJINCh
palroHaNbHbIE METOJUKH
pacyu€Tos;

— OTBETHI B OCHOBHOM OBLIH
KpaTKUMH, HO HE BCETa
YCTKHUMHU.

VY 10BIICTBOPUTENLHO:

— JIaHbI B OCHOBHOM
MpaBUJIbHBIE OTBETHI HA BCE
MOCTaBJICHHBIE BOIPOCHI, HO

VYerHbll onpoc,
TECTUPOBAHUE.
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MEHCHH, TOCOONH, KOMIICHCAIUH,
€KEMECSYHBIX JICHSKHBIX BBIILIAT,
MaTEepPUHCKOTO (CEMEWHOI0) KanuTajia u
JPYTUX COIMATBHBIX BBITUIAT;
Pa3bACHATH NOPSAAOK MOTyUEHUS
HE/IOCTAIOLINX JTOKYMEHTOB U CPOKH UX
MIPEI0OCTABIICHUS;

OTIpENIeNIATh PaBO, Pa3Mep U CPOKU
HA3HAYEHUS TPYIOBBIX MEHCUI, TEHCHI
10 TOCYJJAPCTBEHHOMY TIECHCHOHHOMY
o0ecIeyeHnro, MocoOuii, KOMITIEHCALIUH,
€KEMECSYHBIX JICHSKHBIX BBIILIAT U
MaTEepPUHCKOT0 (CEMEMHOI0) KarmuTaa ¢
MCTIOJIb30BaHNEM HH()OPMAITHOHHBIX
CIPaBOYHO-TIPABOBBIX CUCTEM;
(dbopMHpOBATH IEHCHOHHBIE JI€TIa;

Jiena moiryyaTeseid mocoouit,
€KEMECSYHBIX JICHS)KHBIX BBIILIAT,
MaTEPUHCKOTO (CeMEMHOr0) KanuTaia u
JPYTUX COIUATBHBIX BBITUIAT;
COCTaBJISITh MPOEKTHI OTBETOB Ha
MUCHMEHHBIC OOPAIICHHUS TPAXKIAH C
MCIOJIb30BaHUEM UH(POPMAITMOHHBIX
CIPAaBOYHO-TIPABOBBIX CUCTEM, BECTH
y4eT oOpalieHmii;

MOJIB30BATHCS KOMITBIOTEPHBIMHU
MporpaMMaMi Ha3HAYEHUSI U BBITUIATHI
MIEHCHH, TOCOOUH U IPYTHX COLUATbHBIX
BBITLIIAT;

KOHCYJIbTUPOBATh TPaKJIaH U
Mpe/ICTaBUTENeH IOPUANYECKUX JTUIT TIO
BOIIPOCaM TIEHCHOHHOTO 00ECTICYeHUS U
COLIMAJIbHOW 3aIUTHI, UCTIOIB3YS
WH(POPMAIMOHHBIE CIIPABOYHO-TTPABOBBIC
CHCTEMBI;

3anpamuBarh UH(pOpMaIHIO O
COJIep>KaHUU UHAUBHUIYATbHBIX JTUIIEBBIX
CUETOB 3aCTPaXOBaHHBIX JIHII U
aHAIIM3UPOBATH MOTYYCHHBIE CBEICHUS O
CTa)ke paboThI, 3apabOTHOM TIIaTE U
CTpPaxOBBIX B3HOCAX;

OOBSICHATH CYIIHOCTh IICHXUIECKUX
MIPOLIECCOB U UX M3MEHEHHH Y HHBAIIU/IOB
U JIUT] TI0)KHUJIOTO BO3PACTa;

MPaBWJILHO OPTaHU30BATh
TMICUXOJIOTUIECKUN KOHTAKT C KIIMEHTaMHU
(moTpeduTeNnIMu yciyr);

JaBaTh TICHXOJOTHYECKYTO
XapaKTePUCTHUKY THYHOCTH, TPUMEHSTh
MIPUEMBI JIETIOBOTO OOILIECHUS U MpaBuiIa
KYJIBTYPBbI IOBEJICHUS;

CJIEIOBATh STUYECKUM MpaBUjIaMm,

0e3 JOKHOM TITyOUHBI 1
000CHOBaHUS, IPH PEILICHUH
IIPAKTUYECKUX 3a/1a4 CTYJCHT
HCIIOJIb30BAJl IIPEKHUM OIBIT U
HE NPUMEHSII HOBbIE METOAUKH
BBIITOJIHEHUS PACYETOB, OJTHAKO
Ha YTOYHSIOIUE BOIPOCHI IaHbl
B LI€JIOM IIPABUJIbHBIE OTBETHI;
— IIpU OTBETAX HE BBIACIIAIOCH
IJIaBHOE;

— OTBETHI ObLIN
MHOTOCJIOBHBIMHU, HEYETKHUMHU U
0€e3 MODKHOM JJOrnYecKoi
MIOCJIEZI0BATEIBHOCTH;

— Ha OTJeJIbHBIE
JIOTIOJTHUTEJIbHBIE BOIPOCHI HE
JIaHbI T10JIOKUTEIIbHBIE OTBETHI.
HeynosnersopurenbHo:
BeicraBisiercs o0yyaromemyecs,
€CJIM HE BBITIOJIHEHbI
TpeOOBaHUs, COOTBETCTBYIOILNE
OLIEHKE «YyJIOBJIETBOPUTEIHHO.
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HOpPMaMm U NPHUHLIMIIAM B
npodeccCHoHATBEHOM IeATEIBEHOCTH;

Y CBOEHHBIE 3HAHUSL:

CYILIHOCTh U COLIMAIbHYIO 3HAYUMOCTh
cBoel Oynymiei npodeccuu, IPosIBIATh K
HEW yCTOWYMBBIN UHTEPEC

TUIIOBBIE METOJIBI U CIIOCOOBI
BBITIOJTHEHUS MPOPECCHOHATBHBIX 3a/1a4
coJiepKaHue aKTyaJlbHOM HOPMATUBHO-
[PaBOBOM JOKYMEHTALIUU

KpyT IpoheCCUOHATBHBIX 3a/1a4,
po(hecCHOHATLHOTO W TMYHOCTHOTO
pa3BUTHUsA

COBPEMEHHBIE CPEACTBA KOMMYHUKAITUU
Y BO3MOKHOCTH Tepeiayl HHpopMauu
KpYT 3a7a4 Ipo(hecCuOHAIBbHOTO U
JIMYHOCTHOTO Pa3BUTHUS

MIPUEMBI U CTIOCOOBI aJanTaluy B
npoeccnoHaNbHOM eATENbHOCTH
aHAIM3UPOBATH JACHCTBYIOIIEE
3aKOHOAATEIHCTBO B 00JACTH
IICHCHOHHOT'0 00eCIICUCHUS,
Ha3HAYEHM IT0COOMH, KOMIIEHCAIIHH,
MPEAOCTABIICHUS] YCIYT U MEp
COLIMAJIBHOW MOAAEPKKH OTAEIIbHBIM
KaTerOpHsIM TpaxKaaH, HYKJAIOIUMCS B
COLIMAJIbHOM 3alllUTe, C UCIOJIb30BAHUEM
MH(POPMAITMOHHBIX CITPABOYHO-TIPABOBBIX
CUCTEM;

MIPUHUMATDH JOKYMEHTBI, HEOOXOIUMBIE
JUIS. YCTaHOBJICHUSI IEHCUH, TTOCOOUI,
KOMITCHCAIINH, ©XKEMECSUHBIX JICHEKHBIX
BBITIAT, MATEPUHCKOTO (CEMEHHOT0)
KamnuTajla v IpYruxX COIUaIbHbIX BHITLIAT,
HEOOXOTUMBIX JJISl YCTAaHOBIICHUS
MIEHCHH, TOCOOUH U IPYTUX COLUATbHBIX
BBIILJIAT;

OCHOBHBIC TIOHSTHS U KATETOPHH MEIUKO-
COLIMAJIbHOM SKCIIEPTU3BI,

OCHOBHBIC (DYHKITUU yUPEIKICHUN
rOCy/IapCTBEHHOM CITY>KObI METUKO-
COLIMAJIBHON SKCIIEPTH3BL

IOPUJINYECKOE 3HAUEHUE IKCTIEPTHBIX
3aKJIIOYEHUI MeIUKO-COIIHAILHON
AKCIEPTHU3BI,

CTPYKTYPY TPY/IOBBIX ITEHCHIA;

MOHSTHE U BUJIbI COLMATIBHOTO
o0CITy>)KUBaHUS ¥ TIOMOIIA
HYKIAIOIIUMCS TpaxKaaHam;
roCyJapCTBEHHBIE CTAHIAPTHI
COILIMAJIBHOTO 00CITY>KUBaHUS;

MOPSIIOK NPETOCTABICHUS COLMAIBHBIX
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YCIIYT U IPYTUX COLUAIBHBIX BBITLIAT;
CrIocO0BI THPOPMHUPOBAHUS TPAXKIAH U
JOJDKHOCTHBIX JIUI[ 00 M3MEHEHHUSX B
00J1acTH IEHCHOHHOTO 00eCIeYeH s 1
COIIMAJIBHOM 3aIUTBHL;

OCHOBHBIC TTOHSATHUS OOIICH IICUXOJIOTHH,
CYILIHOCTb IICHXHYECKUX MTPOLIECCOB;
OCHOBBI TICUXOJIOTUH JIMYHOCTH;




