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1. OBILIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN ITPOT'PAMMBI
MNPO®ECCHUOHAJIBHOI'O MOAYJIA

«I[IM.04 Opraau3anMoHHO-TeXHNYECKoe o0ecreyeHue padoThbl CYI0B»

1.1. leab u MmecTO NPO(PeCcCCHOHAIBHOIO MOAYJS B CTPYKTYype
o0pa3oBaTeJIbHOWH MPOrpaMMbl

[lenp Mopmyna: OCBOECHHE

oOecrieyeHne paboThI CYIOBY.

Buga ACATCIBbHOCTH ((OpI‘aHI/I3aLII/IOHHO-TCXHI/I‘ICCKOG

[IpodeccuonanbHblii  MOAYNH BKJIIOYEH B MNPO(ECCHOHANBHBIM  y4eOHBIA  ITMKII
00pa30oBaTeNbHON IPOTrPAMMBI.

1.2. Inanupyemble pe3yJibTAThl 0CBOEHHS NPo¢ecCHOHATIbHOT0 MOYJIsl

B pe3ynbTare ocBoeHUs MPO(HECCHOHAIBHOIO MOAYJIsl 00 yJaroIUiics TOJKEH:

Koo Ymern 3HaTL Bianerr HaBLIKAMH
OK,
11K
OK | pacmo3HaBaTh 3a1a4y W/Win aKTyaJIbHBbII -
01 | mpobnemy B podecCHOHANBHBIN U

po¢eCcCHOHATEHOM W/MITH COLIMANTBHBIN KOHTEKCT, B

COIMAIEHOM KOHTEKCTE, KOTOPOM IIPUXOJUTCS padOTaTh

AHaJIM3UPOBATH U BHIACIATH €€ | U JKUTh

COCTaBHBIC YaCTH CTPYKTYypa IJIaHa JJisl peleHHs

OIIPE/ICIIATH ATAIBI PEIICHUS 3aj1a4, alrOPUTMBI BBITTOJTHEHHS

331241, COCTABIISATH ITaH paboT B mpoheccnoHambHON 1

NeWCTBUS, PEaTN30BbIBATD CMEKHBIX 00JIaCTsIX

COCTaBJICHHBIH IJIaH, OCHOBHBIE UCTOYHUKHI

OIIPEIeNIATh HEOOX0AUMBIE nH(OpMaUK U pecypehl s

pecypceh peleHus 3a1a4 u/uim npooiieMm

BBISIBIISITH U 3 pekTuBHO B IPO()eCCUOHATLHOM H/HJIH

MCKaTh HH(POPMAIIHIO, COIIMATbHOM KOHTEKCTE

HEOOXOIUMYIO JIISl PEIICHUS METO/BI paboThI B

3a]]a9u W/ TPOOIIEMBI Mo eCCHOHATBHON U CMEXKHBIX

BJIJIETh aKTyaJIbHBIMU chepax

MeToJiaMu paboThI B MOPSZIOK OLICHKU PE3YJIbTaTOB

po(ecCUoHaIBHOMN U pelIeHus 3a1a4

CMEXHBIX chepax npodeccnoHabHOM

OLIEHUBATH PE3yJbTAT U JeSITENIbHOCTH

IIOCJIEICTBHSI CBOUX JCUCTBUI

(camMOoCTOSATETHHO HITH C

MOMOIIBIO HACTABHUKA)
OK | onpeaensts 3aa4u A5 HOMEHKJIaTypa -
02 | moucka uHpOpMAaIHH, MH(OPMAITMOHHBIX ICTOYHUKOB,

TTAHUPOBATH TPOIIECC MOKCKA,
BBEIOMpaTh HEOOXOIMBIE
HCTOYHUKH MH()OpMAIIIH
BBIJIETIATH HAaHOOJIEE 3HAYMMOE
B miepeyHe HHPOpPMAIInH,
CTPYKTYPUPOBATH TOTYUAEMYIO
uHpopMaIuio, ohopMIIATh
pe3yIIbTAThI TIOUCKA

OLICHUBATH MPAKTHUECKYIO
3HaYUMOCTh PE3YJIbTATOB
ITOKCKA

MPUMEHSEMBIX B
npodeccnoHambHON
JIeSTeIbHOCTH

MPUEMBbI CTPYKTYPUPOBAHHSI
nHpOpMaLUH

¢dopmar oopmiteHHS
pe3yJIbTaTOB MOMCKA
nHpOpPMaLUH

COBPEMEHHBIC CPE/ICTBA U
yCTpoOcTBa HH(POPMATH3AIINH,
HOPSJIOK MX IPUMEHECHHUS U
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MPUMEHSITH CPEZICTBA
WH(POPMAITUOHHBIX TEXHOIOTUH
JUISL pEIICHHSI
npodecCHOoHANBHBIX 3a1a4
HCTIONB30BaTh COBPEMEHHOE
MIporpaMMHOE 00eCTICUCHIE B
npoeccuoHaIbHON
JeATSITLHOCTH

WCTIONB30BaTh Pa3INIHbIC
nudpoBbIe cpeacTBa IS
peuieHus mpodeccuoHaTbHBIX
3a1a4

porpaMMHOe 00eCTIIeUeHHUE B
PO eCCHOHATTEHOM
JEeSITEIIBHOCTH, B TOM YHUCIIE
nn(ppoBbIE CPEICTBA
MICUXOJIOTHYECKUE OCHOBBI
JeSITEITBHOCTU KOJUICKTHBA

OK | oprannzoBbIBaTh paboTy TICUXOJIOTHYECKHE 0COOCHHOCTH -
04 | KONMIEKTMBA ¥ KOMaH/IbI JUYHOCTH

B3aMMOJICHCTBOBATH C npaBuiIa opopMIICHHUS

KOJUIEraMH, PYKOBOJICTBOM, JIOKYMEHTOB

KIIIEHTaMHU B XO7Ie

podecCHOHANTBEHOMN

JeITeITHHOCTH
OK | rpaMOTHO H3Naratb CBOH MIpaBHIIa TOCTPOSHHSI YCTHBIX -
05 | MbIicau 1 OPOPMIIATH COOOIICHUI

JOKYMEHTBI TI0 0COOEHHOCTH COLMATIBHOTO U

mpo(hecCHOHaTbHON TEMAaTHKE | KYJIbTYPHOTO KOHTEKCTa

Ha TOCYJapCTBEHHOM SI3bIKE

MPOSIBIISATH TOJIEPAaHTHOCTD B

pabodeM KOJIIEKTHBE
OK | moHHMAaTh 00N CMBICHT YETKO | MPaBHIIA TOCTPOSHHUSI IPOCTHIX U -
09 | mpou3HECEHHBIX CJIOKHBIX MPEJIOKEHUH Ha

BBICKa3bIBaHHI HAa U3BECTHBIC | MPO(QECCUOHATBHBIC TEMBI

TeMBbI (TIpodeccHOHATEHBIC U OCHOBHBIC

OBITOBBIE ), TOHUMATh TEKCTHI o0mieynoTpeOuTenbpHbIe

Ha 0a30BbIe rinarossl (ObITOBast U

podecCuoHaNbHBIC TEMBI npodeccuoHanbHas JISKCHKA)

y4acTBOBaTh B TUAJIOTAX HA JIEKCUYECKU MUHUMYM,

3HaKOMBbIE 00IIHe 1 OTHOCSIIIMICS K OTIMCAHHIO

npogecCuoHaNbHBIC TEMBI MPEMETOB, CPEACTB U

CTPOUTH MPOCTHIC IIPOLIECCOB MPO(EeCCUOHATBHOMN

BBICKa3bIBaHUS O cebe 1 0 JeSITeTbHOCTH

cBOei MmpoheCcCHOHANTBHON 0COOEHHOCTH MPOU3HOIICHUS

JeSITeIbHOCTH MpaBUjIa YTEHHUs TEKCTOB

KpaTKo 00OOCHOBBIBATH U npodeccnoHaNbHON

OOBSICHSITH CBOM JICUCTBHS HaNPaBICHHOCTH

(Texy1ye U IIaHupyeMbIe)

MUCATh MPOCTHIE CBS3HbIC

COOOIIEHNS Ha 3HAKOMBIE WIIN

HWHTEpECYIOIINe

podecCuOHANBHBIE TEMBI
IIK | Bectu mpuém rpaxaa, coJiep>kaHue HOPMATHUBHO- BeZIeHUs paboThI ¢
4.1. | KOppECTIOHJCHIINH U JIeN B IIPaBOBBIX AKTOB, oOpateHusIMHI TPaXKAaH,

COOTBETCTBHU C
HOPMATHBHBIMH AKTaMH.
OCYIIECTBJIATH paboTy 10
puémMy oOpaIieHuH,
MOCTYMAIOIINX B CY/J B
SJIEKTPOHHOM BHJIC.

PETYIUPYIOMUX BOTIPOCHI
CyZOyCTpOMCTBa U
CYJIOTIPOU3BO/ICTBA.
HOPMaTHUBHO-TIPaBOBBIE aKTHI U
HOPMAaTHUBHBIC JOKYMEHTHI 10
CyaeOHOMY AETIONPOH3BOACTBY.

IIOCTYHAOIIUMHU B CYIl B
ANIEKTPOHHOM BHJIC U Ha
OyMa)KHOM HOCHTEJIE.
BeJeHUs Npuéma
KOPPECIIOH/ICHIIMH U JIEN B
COOTBETCTBHH C




OCYILECTBIISTH PETUCTPALUIO,
y4€T ABMKEHHS, 0OopMIICHHE
CyneOHBIX Jedl.

OCYILECTBIISTh U3BEIICHHE
YYaCTHUKOB CyaeOHOTO
pazbupaTenbpCcTBa.
OCYIECTBIATH OhopMIICHHE,
HaTpaBJICHUE U BbAAYY KOMHHA
Cy/IeOHBIX aKTOB M JIOKYMEHTOB
13 CyIeOHBIX JIET.
OCYILECTBIIATH OATOTOBKY
TEKCTOB CYICOHBIX aKTOB K
Pa3MEILECHUIO HA caliTe Cynia B
CeTU UHTEPHET.

OCYIIECTBJIATH paboTy 1O
00paIeHno K UCTIOTHEHUTO
CyJIcOHBIX aKTOB.

HOPMAaTUBHO-METOJUUECKHUE
JTOKYMEHTHI 110 00eCTICUCHUIO
paboTHI cyna.

COBpEMEHHbBIE
WHPOPMALUOHHBIE TEXHOJIOTHU.
OCHOBBI OXPaHBI TPy/a U
TEXHUKHU 0€30MACHOCTH.

o0IIre BOMpOCkl OpraHu3auu
paboTHI CyZ1a: OCHOBHBIE
HAIpaBJICHUS AEATEIbHOCTH
CTPYKTYPHBIX MOApa3aeeHuN
cyna, 00ecTeYrBaroIImnX
CYZIOTIPOM3BOICTBO; TIPABUIIA
MOBEJCHUSI PA0OOTHUKOB
ammapara cyja; JOJKHOCTHBIE
peryiaMeHThl pabOTHUKOB
anmapara cyza; npaBuia
BHYTPEHHETO pacIopsiika cyaa
U T.IL

MOPSJIOK y4€Ta MOCTYNHBIINX B
CyJl OOpaICHHA, JOKYMEHTOB U
JISJT U PETHCTPAIUU CYIeOHBIX
JeT1, IPUHATHIX K TPOM3BOJICTBY.
OpTraHU3alMIO U BEJICHHE
CyJIeOHOTO JIeTIONIPOU3BOICTBA
Ha CTaJIMU TTOATOTOBKH JieNa K
cyneOHOMY pa30oupaTeNbCTRY:
HanpaBJI€HUE U3BEUIEHUN U
BBI30BOB, OpopMIICHHE
CyneOHBIX el

OpTaHU3aIHIO U MTOPSIO0K
BEJICHUS CYy/IeOHOTO 3aceanus 1
BeJ/ICHHE TPOTOKOJIA Cy/1eOHOTO
3aceaHusl.

MOpsIOK 0OpMIICHHS
Cy/IeOHBIX JIeJ B TIEPUO/] U TTOCTIe
UX PAaCCMOTpPEHHMS: BbIIAYa U
HaTpaBJIeHUE KON CyIeOHbBIX
aKTOB U JIOKYMEHTOB; OPSIOK
03HAKOMJICHHSI ¢ MaTeprallaMH
JieNa; HaTlpaBJIeHne Cy1eOHbBIX
JIeJT B BBIIIECTOSIINE WHCTAHIN
C aneJUIIHOHHBIMH,
KaCCaIlMOHHBIMU ¥ HAJI30PHBIMHU
Kajmo0aMu, YaCTHBIMU
XKaIobaMu.

MOPSIIOK OCYIIECTBIICHHS
KOHTPOJIS Cy1e0HOTO
JIeJTOTIPOU3BOJICTBA U KOHTPOITh
WCTIONIHEHUSI: LEeNU U 3aJa4H,
CYOBEKTBI KOHTPOJISL M UX
MIOJTHOMOYHSL.

HHCTPYKIHUSAMH 1O CYZeOHOMY
JIEITOTIPOU3BOJICTBY.
OCYIIECTBIICHUS] MEPOTIPUSTHH
IO MOATOTOBKE CYJCOHBIX eI
K pa30upaTensCTBYy.
MOJITOTOBKH, BBLIAYH U
HaMpaBJICHUS KO CyAeOHBIX
aKTOB U IOKYMEHTOB U3
CyneOHBIX Jedl.

MOJITOTOBKHU CY/IeOHBIX aKTOB K
OIyOJIMKOBAHUIO Ha CalTe
cyaa.

IK
4.2.

OCYIIECTBJISTH PaboTy C
CyIneOHBIMU JIeTIaMU U
JTOKYMEHTaMH,
nepeiaBaeMbIMU Ha

TTOPSIJTOK TIOJITOTOBKH U
nepenavyu cyaeOHbIX el U
JOKYMEHTOB K TIepe/iaue B
apXxuB CyJa.

OCYIIECTBJICHUS PabOTHI C
CyneOHBIMU JeTIaMH,
HapsIaMH U JIOKyMEHTaMH
apXUBHOTO (OHJA CYHA.




apXUBHOE XpaHEHUE U
HaxOJSIIUMHUCS B apXUBE
cyna.

IIK | cocTaBnsTh ciy:keOHBIC coJepKaHue HOPMATUBHO- COCTABJICHUS CIIYKEOHBIX
4.3. JJOKYMEHTEHI CyJa. NpaBOBbIX AKTOB, JOKYMEHTOB CyJa.
PETYIHPYIOIIUX BOMPOCHI
CyZIOyCTpOICTBa U
CYJOTIPOU3BO/ICTBA.
HOPMAaTHUBHO-TIPaBOBBIC aKThI U
HOPMAaTUBHBIC JOKYMEHTEHI 110
cyZeOHOMY JeTOTPOU3BO/ICTBY.
KJIACCU(UKAIUIO CITY)KEOHBIX
JIOKYMEHTOB U TPEeOOBaHUS K
HUM TIPEIbSBISICMbIC B
cootBercTBuU ¢ 'OCT u
HOPMATHBHBIMHU aKTaMH.
CUCTEeMa JOKyMEHTo000poTa B
cyze.
MMOHSATHE U BU/BI JOKYMEHTOB,
TpeOOBaHMSI, K HUM
peIbSBISICMBIC.
I1IK | BecTH mpuéM rpaxiaH, BeJICHUS PaOOTHI C
4.4, KOppECIIOHACHIIUN U OCIT B opAaA0K 06paH_IeHI/I$IMI/I rpaxjaH,
COOTBETCTBHH C Y4€Ta NOCTYNHBILINX B CY X [OCTYNAIOMIIMH B CYL B
HOPMATHUBHBIMH aKTaMH. oOpaIieHuit, JOKyMEHTOB H eI SIEKTPOHHOM BHJIE H HA
OCYILECTBIATH pa6c3Ty o U PETUCTpAIvK CyIeOHBIX AT, GYMAKHOM HOCHTEITE.
puéMy OOpaICHHIA, MPUHSTHIX K TPOU3BOCTBY.
MOCTYMAIOIINX B CY/J B
3JICKTPOHHOM BHJIC.
[IK | ocyrmiecTBasiTh pabOTy 1O TIOPSIIOK 0OpaIeHus K oOparieHus CyIe0HBIX aKTOB K
4.5. | oOpallleHHIO K UCTIOJTHEHUIO HCTIOJTHEHHIO TPUTOBOPOB, HCIIOJHCHHMIO.

CyIL66HBIX aKTOB.

peuIeHui, onpeaenecHui u
IOCTAHOBJICHUH Cy/ia.

2.1. TpynoeMKOCTb OCBOCHHUS MOIYJS

HauMeHoBaHUe COCTABHBIX YacTeld MOTYJIst O0BeM B yacax
YyeOHble 3aHATHS 176
KypcoBoii npoexT (pabota) -
CamocrosiTenbpHas pabora -
ITpakTHka, B T.4.: 144
VYuebHas 36
ITponsBoacTBeHHAs 108
[TpomexyTouHas arTecTanus 8
Bceero 364




2.2. CtpykTypa npopecCHOHATBHOTI0O MOYJs

Koz OK, IIK

HaumenoBanus pasnenon
pOo(heCCUOHATBHOTO MOIYJIS

Bcero,
qac.

O6yuenue mo MJIK, B T.4.:

Kypcooii mpoekr (padota)

CamocrosTeNnpHas pa60Ta

Y4eOHas mpakTUKa

HpOI/I3BOﬂCTB€HHaH IIpaKTHUKa

1

2

(3]

~

10

K 4.1.TIK 4.2.
K 4.3.TIK 4.4.

[1K.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

Pasznen 1 CyneGHoe
JIEJIOTIPOU3BOJICTBO

72

72

K 4.1. 11K 4.2.
K 4.3.TIK 4.4.

[1K.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

Paznen 2 Ob0ecnieuenue
paccMOTpeHHSs CyeOHBIX JIeI

68

68

K 4.1. 11K 4.2.
K 4.3. 11K 4.4.

[IK.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

Paznen 3 OcHOBEI
OpraHU3alOHHO-
TEXHUYECKOr0 00eCIIeUeHUs
JIEATETbHOCTH CYJOB

36

36

K 4.1.TIK 4.2.
K 4.3. 11K 4.4.

[1K.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

Paznen 4 ApxuBHoe 1eno B
cyne

50

50

K 4.1. 11K 4.2.
[IK 4.3. TIK 4.4.

[1K.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

VYuebHas npaKTHKa

36

36

K 4.1. 11K 4.2.
K 4.3.TIK 4.4.

[IK.4.5.

OK 01, OK 02
OK 04, OK 05,
OK 09

HpOI/I3BOI[CTBCHHa$I IMpaKTHKa

108

108

TIpoMexxyTouyHasi aTTecTarus

Bcero:

364

212

36

108




1.3.Conep:xanue npogecCHOHAJIBHOT0 MOXYJs

HanmenoBanue IIpumepHoOe cogepskaHue y4eOHOr0 MaTepraJia, NPAKTHYECKUX U JadopaTopHbIx | O0bem OcBauBaeMbie
Pa3aeaioB U TEM 3aHATHS, KypCOBO#i MPoeKT (padoTa) 4acoB kommneteHnuu OK u IIK
MJIK 04.01 Cyne6Hoe aesionpousBoacTBo (72 yaca)
Tema 1.1. Conepkanne 6 TIK 4.1.TIK 4.2.
C K 4.3. TIK 4.4.
yaeOHoe
1. TlonsiTue u BUIBI Cy1eOHOTO JEIOMPOU3BOICTBA. 2 TIK.4.5.
ACJTOHPOUIBOACTEO: OK 01, OK 02 OK 04, OK 05,
001IHMe MOJIOKEeHH S 2. 3ajauu ¥ NPUHIUIBI Cy1e0HOTO JEIOMPOU3BOJICTBA. OK 09
3. CyOBeKTsI cyneOHOro IeI0MpPOr3BOICTRA.
4. TlpaBoBoe peryianpoBaHUE JIEJIOMPOU3BOJICTBA B CY/IE.
5. Craauu cyeOHOTO JeIOmPOU3BOICTBA.
6. Vcropus pa3BUTHS CyIeOHOTO JICIONIPOU3BOICTBA.
B ToM uncie NMPaKTUYC€CKUX 3aHATHH 4
1. AHanu3 MHCTPYKIUH N0 Cy1e0HOMY JETONPOU3BOACTBY CY0B Pa3IUIHBIX 2
CyneOHBIX 3BEHBEB.
2. Tlonbop mpaBOBBIX aKTOB, PETYIUPYIOIIUX CyA€OHOE AETONPOU3BOICTBO: 2

OK3 n @3, pacnopsixenus u ykasbl lIpesunenta P®, nocraHoBneHus
IIpaBurensctBa PO, a Takke MUHUCTEPCTB U BEIOMCTB, BEJOMCTBEHHBIE
HOpPMAaTHBHBIE aKThl B 00JIACTH:

- OCYIICCTBJICHUA pa6OTBI C 3as1BJICHUAMMU, )Ka.]l06aMI/I, O6paIJ_ICHI/ISIMI/I TpaxxJaaH

U OpraHu3aluii;




- BEICHUS IIpuEmMa B CyJIe;

- OCYIIECTBIICHUS BEACHUS Cy/1eOHOM CTATUCTUKH HA OyMa)KHBIX HOCUTEISIX U B
JJIEKTPOHHOM BU/IE;

- OCYIIECTBJICHUS MpHUEMA, PETUCTpaLUU, YUETa U XpaHEHUs CyNeOHBIX e,
JIOKYMEHTOB U BEILIECTBEHHBIX JI0KA3aTEIbCTB;

- ocyuecTBieHus odopMIIeHHsS  JIel, Ha3HAYeHHBIX K cylaeOHOMY
pa3duparTeabCTBY;

- OCYILECTBJIEHHMS  M3BELIEHUS JIMI, YYacTBYIOLIUX B  CyneOHOM
pa3dupaTeIbCTRE;

- OCYIIECTBJIEHHUS pPErucTpaluM, Yydé€ra M TEXHHUYECKOro o(opMIIeHUs
HCIIOJIHUTCJIbHBIX JOKYMCHTOB I10 CyIle6HBIM JcJIaM.

Tema 1.2.

ITonsiTHe 1 BUABI
AOKYMEHTOB,
TpeOOBaHHsl, K HUM
npeabsBisieMble.
JokymeHnToodopor
(371eKTPOHHBIN
JOKYMEHTO0000pOT)

Conep:xkanue

1. Hudopmarus: moHATHE, BUILI, HOCUTEIH.

2. TlonsTne noKyMeHTa.

3. Bwuabpl 1OKyMEHTOB.

4. JIOKyMEHT B OJIGKTPOHHOM BHJ€: JJIEKTPOHHBIH JIOKYMEHT U
3JIEKTPOHHBIN 00pa3 JOKyMEHTa

5. TpeOGoBanus, npeabsaBiIsieMble K 0(pOPMIICHUIO TOKYMEHTOB Cy/Ia.

6. JIoKyMEHTOOOOpPOT | DJIGKTPOHHBIA JIOKYMEHTOOOOPOT B Cyje:
MOHATHE, 33]1a4l ¥ (PYHKITUH.

7. VHpopMallMOHHO-KOMMYHUKAIIMOHHBIE ~ CHCTEMbl B  CyAeOHOIl
JESITeIbHOCTH.

[IK 4.1. 11K 4.2.

[IK 4.3.TIK 4.4.

[IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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8. Cucrema T'AC «lIpaBocymue»: TOHSATHE, 3adadd, OCHOBHBIE
MOJACUCTEMBIL.

B Tom 4ucie MNPaKTUIECCKUX 3aHATHIA

1. CocraBneHne AOKYMEHTOB cyna Ha OyMaKHOM HOCHUTEJE: 3aIlpocChl,
COIIPOBOJIUTENBHBIE IUChMA U TIP.

2. Wsroromnenue OJICKTPOHHBIX JOKYMCHTOB M IICPEBOA JOKYMCHTOB B
3HeKTp0HHBII>i BU.

3. Bemenuwe 1OKyMEeHTOOOOpOTa B CyA€ IOCPEICTBOM  3allOJIHCHUS
YCTaHOBJICHHBIX (POPM.

Tema 1.3

O0mme Bonpocs!
OpraHu3anuu
padoThI cyaa no
cynedOHOMY
AeJIONPOU3BOJACTBY

Conepxanue

1. PykoBoACTBO JA€ATENBHOCTHIO ammapara cyga Mo cyaeOHoOMY
JIEJIONIPOU3BO/JICTBY.

2. OcHOBHBbIE HampaBJeHUS JIEATETBHOCTH CTPYKTYPHBIX MOJpa3/ieleHuit
afmapara CyZioB IO CyJJeOHOMY JIeJIOIPOU3BOJICTBY.

3. Benenne HOMEHKIIATYpBI 1€ cyAa.

4.  CnyxeOHble 00s13aHHOCTH paOOTHHKOB ammapara cyja Mo cyjaeOHomy
JIeTIOTIPOU3BOICTBY: MIPABOBOE PETYIUPOBAHUE, TIOCIEACTBUS HAPYILICHHS.

B ToM 4mciIe NPAKTHYECKHUX 3aAHATHI

1. CocraBneHue JOKaTbHBIX aKTOB Cyla: TOKHOCTHBIX PETJIaMEHTOB
CHeIMalliCTa CyAa, CeKpeTaps CyleOHOro 3acelaHus U T.I.; HA OCHOBaHHH
TUTIOBOW (DOPMBI COCTaBJIEHHE MTPaBIJI BHYTPEHHET O paclopsika cyaa, ap.

K 4.1. 11K 4.2.

K 4.3. TIK 4.4.

[IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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2. Ha ocHoBaHuu moJOXeHUH 00 anmaparte (enepalbHBIX CYIOB OOIICiH
IOPUCIUKINH U amrapare apOUTpaKHbIX CyH0B, YTBepKIEHHBIX CyneOHbIM
nenaprameHToM npu  BepxoBHom Cyne P®, cocraBienue mnpukasa
npejcenaTens cyaa O pacupeaeiIeHHn 00s3aHHOCTEH MEXIy paOOTHHUKAMH
amrmapara cyna.

3. Pacnpenenenune  ciayxeOHBIX ~ JTOKYMEHTOB  Cyda M HMHBIX
HENPOIECCYANbHBIX JTOKYMEHTOB IO HapsgaM HOMEHKIATyphl AeN cyaa
(xazpoBbIe, OPraHU3aIMOHHO-PACTIOPAIUTENbHBIE, (PUHAHCOBBIE, MIEPEMHUCKa
C pa3NIMYHBIMU OPTaHAMH U TIP.).

Tema 1.4.

Ipuém rpaxxknan,
KOppeCcNOHIeHIMHU U
aes. Yuér
NMOCTYNUBIIUX B Cy/
oOpanieHui,
JOKYMEHTOB H JIeJI.
Perncrpanus
cyae0HBbIX /e,
NPUHATHIX K
NMPOU3BOJACTBY

Conepxanue

1. Benenue nmnpuéma mnoceruteneid cyna:  npuéM  oOpalleHui,
03HaKOMJIEHHE C MaTepHallaMu JIeJia, BblJjaya KONUM JOKYMEHTOB.

2. Tlopsmox mpuéma BXOIAIIEH KOPPECIOHICHIMKA ¥ Jel: o0Iune
MOJI0XKEHHSL.

3. Yuér m perucrpanus yroJxoBHBIX, TPRKIAHCKUX U aIMUHUCTPATUBHBIX
1ell, 1e71 00 aIMUHUCTPATUBHBIX IPABOHAPYIIECHUSX.

4. TlpuéM M ydé€r BEIIECTBEHHBIX J0KA3aTeNbCTB, MOCTYMUBIIUX B CYJ
BMECTE C JIEJIOM WJIM IPUOOIIEHHBIX CYJIOM.

B ToM 4mciie NIpaAaKTHYECKHUX 3aHATHH

1. OrpaboTka anropur™ma 1eicTBUN pabOTHUKA IPUEMHOM Cy/1a 110 MPUEMY
oOpallileHui 1 UHBIX JOKYMEHTOB.

2. OrtpaboTka anroputMa JeHCTBUH pabOTHUKA NPUEMHOW CyJa II0
03HAKOMJICHHUIO ¢ MaTepuaiaMH U Cy/1eOHbIMU JelIaMu.

MK 4.1.TIK 4.2.

[IK 4.3.TIK 4.4.

[IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09




12

3. Orpabotka anroput™ma aeiicTBUil pabOTHHUKA MPUEMHOM Cy/a 1O BbIAaye
KOTIHIA TPOIECCYaTbHBIX JIOKYMEHTOB U HHBIX JOKYMEHTOB U3 CYACOHBIX JIEI.

4. OcymecTBieHre paboThl 1O MPUEMY KOPpPECHOHACHIUHU (0OpalieHui,
3asBJICHHI, JOKYyMEHTOB), IOCTYIUBIIUX MO MOYTE.

5. VYuér m peructpanusi oOpaiieHuil ¥ 3asBJICHUM, MMOCTYMHUBIINX B CYI
MOCPEACTBOM IMOYTOBOIO OTIPABIEHUS U HAPOUHBIM.

6. Tlopsaok yuéra BEIICCTBCHHBIX JOKA3aTEIbCTB MPHU MOCTYIJICHUH B CYJT
Y T[IPY MTOCTYIUIEHUH B KAMEPY XPAaHEHHUS BEIIECTBEHHBIX JOKA3aTEIbCTB.

7. Benenme paboThl Mo mpuéMy OOpalIeHWH, MOCTYMAIOMIMX B CyA B
AJIEKTPOHHOM BUJIE.

8. OcymiecTBieHHe PETUCTpAlMH  CYACOHBIX eI, TMPUHATBIX K
MPOU3BOJICTBY CyJla Ha OymMa)kHOM Hocutese u ¢ ucnosb3oBanueM [1C TAC
«IIpaBocynue.

Tema 1.5
Opranuzanus u
Be/leHue cy1e0HOoro
JeJIONPOU3BOICTBA
Ha CTaUU
NMOAr0OTOBKH JieJia K
cynedOHOMy
pa3dupareabCTBY

Conepxanue

1. TlomHOMOuUMS cekpeTapsi cyeOHOro 3acejaHus Ha CTaJAUU MOATOTOBKU
Jiena K cyie0HOMY pa3ouparTenbCTBy.

2. ITlomHOMOUYMS TOMONIHHMKA Cy/AbM Ha CTaJWU MOJATOTOBKH Jela K
cyneOHOMY pa30oHpaTeIbCTBY.

3. CyneOHble U3BEIICHUS U BHI3OBBI.

4. Odopmienre naen Ha CTaAuM  TOATOTOBKM K  CyaeOHOMY
pa3buparenbCTBy.

B TOM umciIe IPAKTHYECKUX 3aHATHI

K 4.1. 11K 4.2.

K 4.3. TIK 4.4.

[1IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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1. Hampasnienue numaM, y9acTBYIOIIMM B Jielie, CYJACOHBIX M3BEIICHUN U
BBI30BOB, KOIIUH JOKYMEHTOB.

2. OdopmiieHne JOKYMEHTOB, HAIllPaBISEMbIX MPHU NPUMEHEHHUU CYAOM
00eCTIeYNTENbHBIX MEp (MCIOJHHUTENbHbBIC JIUCTHI, KOMHUU ONpEACTICHUN U
nocraHoBieHuit). OcdopmiieHHe W HalpaBleHHE CYACOHBIX MOPYYCHHH.
CocraBneHne CONMPOBOIUTEIBHBIX IUCEM, 3aIPOCOB.

3. Odopmiienne cyaeOHBIX Ael (paciooKEeHUE TOKYMEHTOB, MPOIINBKA U
HyMepanusi JHCTOB, O(OpMIICHHE OOJIOKKH, COCTaBJICHHUE OIIHCH).
Odopmienue cripaBOYHOTO JTUCTA 10 AeTy.

Tema 1.6
Opranusanus
cye0Horo
3aceJaHus 1
Be/leHHe MPOTOKO0J1a
cy1eOHOro
3aceqaHus

Conep:xkanue

1. Opranuzanus mpoBeaeHUs cyaeOHOro 3acenanusi. lcronb3oBaHue
TEXHUYECKUX CPEACTB TMPHU MPOTOKOJIUPOBAHMM XOJa CyneOHOTro
3ace/laHusl, BEJICHUS ayIM03aMKICH CYJIeOHOT0 3aceaHusl.

2. HOpSII[OI( BCACHUA U COCTABJICHUSA TPOTOKOJIA CYZL66HOFO 3accaaHusl.

3. HOpSIILOK O3HAKOMIJICHHA € TIPOTOKOJIOM MU ayAHNO3allUCbIO cyneGHoro
3aceJaHus U BBIJAUN UX KOIIMH.

B ToM 4mciIe NPAKTHYECKUX 3aAHATHI

1. CocraBneHue anroputma JEUCTBUN ceKpeTaps CyneOHOTO 3acelaHus 1o
MOATOTOBKE 3aja CcyAeOHOro 3aceqaHusl K CIyLIIAHUIO Jiena C
HCIIOJIB30BAHHUEM TEXHUYECKUX CPCIACTB.

2. TlpoBepka sSIBKM y4acCTHHUKOB CyJIeOHOTO pa30MpaTenbCcTBa 1O YTOJIOBHBIM,
IpaXJaHCKUM,  aJAMMHHMCTPAaTHUBHBIM M apOUTpPaXHbIM  JIeJIaM:

[IK 4.1. 11K 4.2.

[IK 4.3.TIK 4.4.

[IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09




14

AOKYMCHTAJIBHBIC MOATBCPKACHUSA HAJICIKAIICTO U3BCIICHHUA YYaCTHUKOB
CyneOHOro pa3oupaTeNbCTBa.

3. OO6mme TpeOOBaHUS, NPEAbABISEMBbIE K COJCPKAHUIO IPOTOKOJIA
cyaeOHoro 3acenanus. llopsimok BeOeHHS M H3TOTOBJIEHUS IMPOTOKOJIA
Cyl1e0HOTO 3ace/laHus.

4. Opra#uzanuss TPOTOKOJMPOBAHUS C HCIOJB30BAaHUEM TEXHUYECKUX
CPEICTB.

5. Tlopsaok Bbliauu KoNuid MPOTOKOJIA U ayAM03aNUCU CYAeOHOT0 3ace1aHusl.

Tema 1.7

Y4uéT nBUKeHUs
Cyae0HBbIX J1el.
Odopmaenue
cyae0HBIX J1e] nmocJie
HX PAacCMOTpPEHHSI.

Conepxanue

1. VYuér nBmxeHUs CyIeOHBIX JEII.

2. OdopmiieHne 1 CPOKU BPYUEHHUS KOTUI UTOTOBBIX CY/I€OHBIX aKTOB (He
BCTYIUBIIIUX B 3aKOHHYIO CHITY).

3. OdopmiieHne cyneOHBIX IS B IEPHO/T U ITOCIIC UX PACCMOTPCHHS.

4. OOmme mpaBuia BCTYIUICHUs] CYACOHBIX MOCTAHOBJICHUN B 3aKOHHYIO
cuity. Cilydau HEMEAJIEHHOTO UCTIONIHEHUS CyIeOHBIX TOCTAaHOBJICHUIA.

B ToM 4nciie NIpaKTHYECKHUX 3aHATHH

1. Tlopsinok yuéra NBUKEHUS U UTOIOB PACCMOTPEHUS CyIeOHBIX JIe.

2. Tlopsimoxk Bpy4YeHHsT W HampaBlIeHHUS KOMHH CyOeOHBIX akKTOB IO
PacCMOTPEHHBIM JI€JIaM U JIeaM, TPOU3BOICTBO 10 KOTOPBIM OKOHYEHO
(yrosioBHble, Tpa)<JIaHCKWE, aJIMUHHMCTPATUBHBIE Jela U Jena o0
aJIMUHUCTPATUBHBIX MPABOHAPYIICHUSX ).

MK 4.1.TIK 4.2.

MK 4.3.TIK 4.4.

[1IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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3. Topsaok oOpaiieHus K HeMeJICHHOMY HCIIOJTHEHHIO TPOMEKYTOYHBIX
Y UTOTOBBIX CyJeOHBIX aKTOB 10 BCEM BHJIaM CYJOIMPOHU3BOICTBA.
4. Odopmienne cy1eOHBIX JIeT MOCIe UX PACCMOTPEHHUS.
5. Tlopsigok HampaBjieHUsS A€l C aleUISIMOHHBIMU U KaCcCallMOHHBIMH
Kao0aMH.
6. Ilopsmok yuéra Jel, HaNpaBJIsIEMbIX B BBIIICCTOSIINE CYACOHBIC
WHCTaHIINY.
Tema 1.8 Conep:kanue
Hopsimox
5 pii 1. Opram3anus ©W TOPSIOK OOpAIICHHsST K MCIIOJHEHUIO CyIeOHBIX IK 4.1.TIK 4.2.
odpaieHus K .
pam MOCTAHOBJICHUH, BCTYIMBIIKMX B 3aKOHHYIO CHITY. 1K 4.3. TIK 4.4.
HCIOJTHEHHU IO [1K.4.5.
MPUTOBOPOB, 2. Tlopsmok odopmiieHHs, BpYYEHHs W HAlpaBlICHHS Ha HCIOJTHCHHE 85 8; OK 02 OK 04, OK 05,
peleHui, UCIIOJTHUTENBHBIX JINCTOB U JIPYTHX UCTIOTHUTEIILHBIX JOKYMEHTOB Cy/1a
orpeaeIeHHil u (cyneOHBIX IPUKA30B, TOCTAHOBJICHUH, ONIpEIeTICHUH).
MOCTAHOBJICHUH
cyna 3. OcobeHHOCTH B3BICKaHUS C (pemepaibHOro O KETA.

B ToM unciie B popMe NOArOTOBKH

1. HOpHI{OK O6paH_IeHI/I$I K UCIIOJIHCHHUIO ITPUTOBOPOB Cya.

2. Tlopsmok oOpalieHus K UCTIOTHEHHIO PEIICHUH 110 TPaXK TAHCKHM JIeIIaM.

3. Tlopsmok oOpanieHus K UCIIOTHCHHIO PEIICHUH 110 aIMUHUCTPATHBHBIM
JIeIaM.

4. Tlopsnok oOpamieHusl K HCIIOJIHEHHMIO MOCTaHOBJIEHUH Mo JenaMm o0

aMUHUCTPATUBHBIX [TPABOHAPYLICHUSX.
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5. Odopmienne UCHONHUTENBHBIX JOKYMEHTOB TIO  YTOJIOBHBIM,
IPAKIAHCKUM, aIMHHUCTPAaTUBHBIM  Jema W jgenam o0

aMUHUCTPATUBHBIX [IPABOHAPYILICHUSAX.

Tema 1.9
IToaroroBka
cyae0HBIX /1eJ1 U
JOKYMEHTOB K
nepeaave B apXuB
cyaa

Iopsinoxk nepenauun
cyaeOHBIX e U
JOKYMEHTOB B

Conepxanue

1. TIlpaBuna odopmieHHs TOKYMEHTOB, IepeaBacMbIX B apXHB CyJa.

2. TlpaBuna crimcaHus CyJeOHBIX 1€ B ApXHB.

3. Topsaok mepexaun cyneOHBIX AT U JOKYMEHTOB B apXUB CYAA.

B Tom umncie NMPaAKTHIECCKHUX 3aHATHIA

1. Odopmnenue TOKyMEHTOB U CyIeOHBIX AeN AJis Mepeladd B apXuB

K 4.1. TIK 4.2.

MK 4.3.TIK 4.4.

[1K.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09

apxuB cyJa cyna.

2. Odopmiienue nepegaun CyaeOHbBIX 1€ U JOKYMEHTOB B apXHB Cy/a.
Tema 1.10 Conepmanue
Obecneuenne 1. TIpaBoBoe perymupoBaHHE AOCTyNa K WHGOPMAIUU O AEATEIbHOCTH 1K 4.1.TIK 4.2.
J0CTyIAa K CYJIOB. K 4.3. TIK 4.4.
nundopManum o 11K.4.5.

AeATECJIBbHOCTHA CY10B

2. Tlopsmok TMOATOTOBKU CYNEOHBIX aKTOB K pa3MENICHHIO Ha caiTax
CYyJIOB.

3. Tlopsmoxk B3aMMOAEHCTBHS CYyIOB CO CpPEICTBAMU MacCOBOU
uHpopMaluu.

B ToM 4mciIe NPAKTHYECKUX 3aHATHI

1. IToaroroBka CYILC6HBIX AKTOB K pa3MCIICHUIO Ha caiTax CyIoOB.

OK 01, OK 02 OK 04, OK 05,
OK 09
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Tema 1.11
CyneoHoe
JeJIOMPOU3BO/ICTBO
B 00JIACTHBIX U

Conepxanue
1. Opranuzanus paboThl MO BEACHHUIO CYAEOHOrO JENONpPOM3BOJICTBA B MK 4.1. TIK 4.2.
00JIACTHBIX U PaBHBIX UM CyJIax. [K 4.3. TIK 4.4.
IK.4.5.

OK 01, OK 02 OK 04, OK 05,

PABHBIX UM Cy/AaX, 2. Opranuzanust paOOThl MO BEICHHIO CYIEOHOTO JEJIONPOU3BOJCTBA B OK 09
ane/UIIHOHHBIX U aneJuUIALIMOHHBIX M KaCCAllMOHHBIX CyJaX OOIIel IPUCIUKIIUH.
KACCAIHOHHBIX
cynax obueii 3. Opranmszanust paOOTHI MO BEICHHIO CYIEOHOTO JEJIONPOU3BOJCTBA B
JOPHCTMKITH, apOuTpakHbIX cynax (Bkiatouas Cysl 10 HHTEIUIEKTYaIbHBIM IIpaBam).
aneJUIIUOHHBIX U -
OKPYKHBIX B TOM uMciIe IpAaKTHYeCKUX 3aHATHI
apOUTPAKHBIX 1. Tlopsmox yuéra Jen, MOCTYIIUBIINX c
cyaax aneuUIALMOHHBIMU/KACCAlIUOHHBIMU ~ JKanobaMu U (OpMHpOBaHUE
aneJuUIIMOHHBIX/KaCCAIIMOHHBIX TIPOU3BOJICTB.
2. Tlopsaok mpoBeaeHus aneuIsUOHHOIO PACCMOTPEHUS JIena.
Tema 1.12 Conepikanne
Ocodennocrn 1. OcobenHoctu cynebHoro nemomnpousBojcTBa B BepxoBHom Cyne IK 4.1.TIK 4.2.
AET0MPON3BOACTBA Poccuiickoit @enepanuu. K 4.3. TIK 4.4.
B BepxoBnom Cyne 1IK.4.5.
Poccuiickoit 2. OcoOeHHOCTH CyneOHOTO JeNonponu3BOACTBa B KOHCTUTYIIMOHHOM OK 01, OK 02 OK 04, OK 05,

Denepanuu u
KoncTturyunonnom
Cyne Poccuiickoit
Denepauun

Cyne Poccuiickoit @enepanuu.

B ToM 4mciie NpaKTHYECKHUX 3aHATHH

1. Tlopsmok HampaBieHUs CyaeOHBIX Aen 1o 3ampocy Bepxosnoro Cyna
Poccuiickoit ®eneparnun
2. Opranmsanus pabotsl cekperapuara KoncrurymuonHoro Cyna PO

OK 09
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Tema 1.13 Conep:kanue
Konrposs 1. TlonsTHE M BUIBI KOHTPOJIS CYACOHOTO JIETOMPOU3BOJICTBA. MK 4.1.TIK 4.2.
cyaedHoro TK 4.3. TIK 4.4.
JeJIONPOU3BOJACTBA 2. llenu m 3a1a4u KOHTPOJIS BEJCHUS CYAeOHOTO IETIOMPOU3BOJICTBA. 1IK.4.5.
1 KOHTDOJIB 8§ 851; , OK 02 OK 04, OK 05,
e pa— 3. TlomHOMOYHMS OpPraHOB W JOJDKHOCTHBIX JIMI[ B OPTaHU3AIMH BEICHUS
KOHTPOJIS CYIeOHOTO JISITONIPOU3BOICTRA.
B ToM yHc/ie MPaKTHYECKUX 3aHITHH
1. CocraBneHue AOKYMEHTOB, CBSI3aHHBIX C OpraHU3alMeld U BeICHUEM
KOHTPOJISL.
2. JlucuumnimMHapHas OTBETCTBEHHOCTh 32 HapylleHHe CyAeOHOro
JIeNIONPOU3BOICTBA.
IIpomexxyrounas aTrecTanus MK 04.01 Cyneonoe
AeJI0NPOU3BOACTBO B hopMe IK3aMeHA
MK 04.02 O6ecnieuenune paccMOTpeHUsI Cy1e0HbIX e (68 yacoB)
Tema 2.1. Conepxanue IIK 4.1. IIK 4.2.
ObGecneyenne : 1K 4.3. TIK 4.4.
1. BBenieHre B AMCHUILTHHY: IPEIMET ¥ METOJI TUCITUTUINHEL. CBS3b [K.4.5.
paccMoTpeHust

CyIeOHBIX J1eJ1 KaK
rapaHTus
peanu3alnum npasa
Ha cy1e0HYI0
3aIUTY

AUCHUIUIMHBI C APYTUMU AUCHUILNIMHAMM, ITpaBOBasd OCHOBA JUCHUIIIINHBI.

2. Opranuzanusg paOoTHl ammapara cyjna Mo OOeCHeYeHHUI0 OTIPaBICHHS
MPaBOCYIUSL.

3. IloMOWHUK CyABM W CeKpeTapb CyIeOHOro 3acefaHus Kak CyOBEKTHI,
o0ecreynBaroIe pacCMOTPEHHE JelT U MAaTepHalloB B CYyJIE.

4. Opranunzanus pabo4yero Mecra B Cy/ie.

5. KomnbroTepHasi TEXHUKA U COBPEMEHHbIE HH(OPMALIMOHHBIE TEXHOJIOTUH, UX

MPUMEHEHHE TPU JOKYMEHTUPOBAHUU U OpraHu3aluu paboThl ¢ JOKYMEHTaMHU.

OK 01, OK 02 OK 04, OK 05,
OK 09
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B Tom 4ncie MNPaKTUHIECCKUX 3aHATHIA

1. TlogbGop u aHanM3 MPaBOBBIX AKTOB MO OOECHEUEHUIO PACCMOTPEHHUS
CYJIOM OT/ETbHBIX KaTErOpUii Cy1IeOHBIX JIe.

2. CocraBieHHE MPOEKTOB MPOIECCYyaJbHBIX W HMHBIX JOKYMEHTOB IIO
3alaHHOMY YCJIOBUIO.

Tema 2.2.
Oo0ecneyenne
paccMoOTpeHus
YI'OJIOBHBIX J1€eJ1

Conepxanue

16

1. Pabora anmapara ¢ J1a 110 IIPUEM CrucTrpanuu €Ty U XpaHCHHIO
3 3
YI'OJIOBHBIX €I U MAaTCPUAJIOB, BEIICCTBCHHBIX JOKa3aTCJIIbCTB

2. OcoOEeHHOCTH AETOMPOU3BOJICTBA 110 IPHEMY, YUETY, PErHCTPALIUN
AOKYMCHTOB, IIOCTYIIUBIINX B CYI B 3JICKTPOHHOM BUIC

3. Opranu3zanus paboThI IO YTOJIOBHOMY JI€Ty Ha CTaJIMU MOATOTOBKH K
CyneOHOMY 3acelaHUI0

4. Opranuzanus paboThl IO YTOJIOBHOMY i€y B IPOLIECCe MPOBEACHUS
cyaeOHOro pa30uparenbCTBa U MOCie pacCMOTPEHMS Jiena

5. ObparieHue K UCIIOJIHEHUIO IPUTOBOPOB, ONPEIETICHUN U TOCTAaHOBJIEHUHN
10 YTOJIOBHBIM J€JaM

6. [IpueMm u obecrieueHre pacCMOTPEHHUSI ANEIIISIIMOHHBIX KaI00 U
MIpe/ICTaBICHHUI MPOKYypopa Ha CyieOHbIE PELISHUS TI0 YTOJIOBHBIM JIeIaM

7. Oco0eHHOCTH JeNONPOU3BOICTBA MO OTJAEIBHBIM KAaTETOPUSM YTOIOBHBIX
nen (Ipy pacCMOTPEHUU JIeT C y4acTHEM IMPUCSHKHBIX 3acefarenieil; B 0cooom
MOPSAZIKE; B OTHOIICHUH HECOBEPIIICHHOJIETHHUX; B OTHOIIICHUU
BOSHHOCITYXAIINX U Jp.).

B ToM 4mciie NpaKTHYECKHUX 3aHATHH

1. I[OKYMCHTaI_II/IOHHOC obecreucHue npueMma, perucTpannu, yucTta
YIr'OJIOBHBIX JACI U MaTCPUAIIOB.

[IK 4.1. 11K 4.2.

MK 4.3.TIK 4.4.

[1K.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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2. CocraBneHHe IPOEKTOB MPOIECCYyaTbHBIX U MHBIX JOKYMEHTOB I10
3aIaHHOMY YCJIOBHIO.

Tema 2.3.
Oo0ecneuenue
paccMoTpeHust
rPaKIAHCKUX H
aIMHHUCTPATHBHBI
X gena

Conepxanue

20

1. ITpuem, peructpanus U y4eT rpaKJaHCKUX U aIMUHUCTPATUBHBIX J1€]

2. Ilopspok mojauu, MmpuemMa M PErucTpaluy B CyJax JOKYMEHTOB B
AJIIEKTPOHHOM BHJIE

3. [ToaroToBKa rpa)IaHCKOTO M aJMHUHUACTPATHBHOTO Jeia K CyaeOHOMY
paszouparenscTBy. [lopsinok ¢popmMupoBaHus jena Ha CTaJUH TTOJATOTOBKH K
CcyneOHOMY pa3OupaTenbCTBYy.

4. [eiictBus pabOTHUKOB ammapata cyaa B XOJe€ cyneOHOro
pa3buparenbcTBa U Hocie ero paccMoTpenus. [lopsaok odpopmienus aena
II0CJIE €70 PACCMOTPEHMS B Cy/I€ IEPBOM NHCTAHIIMH.

5. [IpaBuia BeneHUsT MPOTOKOJA CyJeOHOTO 3aceaHusl U MCIOIb30BaHUS
TEXHUUECKUX cpeactB. Opranuzaius pabOThl MO BEIEHUIO CYIeOHOrO
3acenanud ¢ ucmnoiab3oBanuem BKC.

6. HOpHI[OK ACIOIIPOU3BOACTBA IO O6paIJ_IeHI/IIO K HCIIOJITHCHHUIO peH.IeHHI’I
M0 TpaXAaHCKHUM 1 aAMHUHUCTPATUBHBIM JICJIAM.

7. OcoOeHHOCTH AENONPOU3BOACTBA MPH PACCMOTPEHUN TPAXKAAHCKUX U
a/IMUHUCTPATUBHBIX J€J MUPOBBIM CYbEH.

10

B ToM 4mciIe NPAKTHYECKUX 3aAHATHI

10

1. I[OKYMCHTaL[I/IOHHOC obecrnieucHue npueMma, perucTpainnu, yucta
TpaXXJAaHCKHUX U aAMUHUCTPATUBHBIX A€ U MaTCPpHUATIOB.

10

K 4.1.TIK 4.2.

K 4.3.TIK 4.4.

[1IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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2. CocTaBieHHE IPOEKTOB MPOIECCYaTbHBIX U UHBIX JOKYMEHTOB I10
3alaHHOMY YCJIOBHIO.

3. Odopmienue aena nocie ero pacCCMOTPEHHS B CyICOHOM 3acelaHuu.

4. OOpalleHre K UCIIOJHEHUIO PELIEHUS Cy/a 10 ITPakJaHCKUM U
aJIMUHUCTPATUBHBIM JIEJIaM.

Tema 2.4.
Oo0ecneueHue
paccMoTpeHust e
00
aIMHHUCTPATHBHBI
X
NpaBoOHAPYIIEHUSIX

Conepxanue

1. TlonsiTue 1 BUIBI A€T 00 aIMUHUCTPATUBHBIX PABOHAPYILIEHUAX. YUET
U perucTpanus Jel.

2. llogroroBka pena o0 aJMUHUCTPATUBHOM IPABOHAPYLIEHUM K
cyneOHoMy paszouparensbcTBy. [lopsaok GopmupoBaHus eia Ha CTaIud
OPUHATHS M Ha3HaueHHs K CyJeOHOMY PpAacCMOTPEHHUIO U IOcHe
paccMOTpeHHUs.

3. HOpHI{OK HaIllpaBJICHUA ACJ1a 00 AIMUHHUCTPATUBHOM IIPABOHAPYIIICHHUU B
BBIIICCTOANIYIO NHCTAHIIUIO ITPU OCTIApUBAHUHN ITOCTAHOBJICHU .

4, O6pa1ueHHe K HCIIOJJHCHHUIO ITIOCTAHOBJICHUA IIO  ACJIaM 00
AIMUHHUCTPATUBHBIX IIPABOHAPYIICHUAX.

B ToM 4mciIe NPAKTHYECKUX 3aAHATHI

1. I[OI(YMCHTB.LII/IOHHOC obecrnieucHue npueMma, perucrpanuu, yucra 1€ 00
AIMUHHUCTPATUBHBIX IMIPABOHAPYIICHUAX.

2. CocraBieHue MMPOCKTOB MPONECCCYAIIbHBIX U UHBIX TOKYMCHTOB.

3. O6paH_[CHI/IC K HUCITOJTHCHHUIO IIOCTAaHOBJICHU A 1o ACIy 00
AIMUHHUCTPATHBHOM IIPABOHAPYIICHUH.

MK 4.1.TIK 4.2.

MK 4.3.TIK 4.4.

[1IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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4. Opranuzanus paboThl cyna 1o KajloOe Ha IMOCTAHOBJICHHE Cyda O
IMPUBJICYCHUH JIMIIA K a,Z[MI/IHI/ICTpaTI/IBHOf/'I OTBCTCTBCHHOCTHU.

Tema 2.5.
Oo0ecneuenue
paccMOTpeHust JieJ
10 pa3pemeHnio
IKOHOMHYECKHX
CIIOPOB

Conepxanue

1. ITouaTHe u BUABI SKOHOMUYECKUX CIIOPOB U MHBIX JI€]1, OTHECEHHBIX
K MOICYIHOCTH apOUTPAKHBIX CY0B. YUET U perucTparus aem;
0COOCHHOCTH 00ecTeueHus 10Ka3aTeIbCTB.

2. Opranu3zanusi MOATrOTOBKH JieNa K Cy1Ie0HOMY pa30upaTenbCTBYy.
[IpaBuiia BefieHUS MPOTOKOJIA Cy1e0HOTO 3acelaHus M UCIIOJIb30BAHMUS
TEXHUUYECKUX cpeAcTB. Opranuzaius paboThl [0 BEICHUIO CY1eOHOTO
3acemanud ¢ ucnoiab3oBanruem BKC.

3. OdpopmiieHre apOUTPAXKHOTO JIeJIa TIOCIIE €r0 PACCMOTPEHHS B
CyneOHOM 3aceJaHHH.

B ToM 4mciie NpaAaKTHYECKUX 3aHATHI

1. Tlopsanox yu€ra qBUXKEHUS /1€ 110 pa3pelIeHHI0 SKOHOMUYECKHUX
CIIOpOB.

2. Tlopsmok oOpalieHus K HCIIOJTHEHUIO PEIICHUH apOUTPaXKHBIX CY/IOB.

K 4.1.TIK 4.2.

K 4.3.TIK 4.4.

[1IK.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09

IIpomexyrounas arrectanmsa no MJIK 04.02 O6ecnieuenue paccMoTpeHusi cy1eOHbIX Aes
B (popme IK3aMeHa

MK 04.03 OcHOBBI OpraHu3alMOHHO-TEXHHYECKOr0 olecreveHUsi JesiTeIbHOCTH cya0B (36

4acoB)

Tema 3.1

Conepxanue

MK 4.1.TIK 4.2.
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Beenenue B 1. B3aumocBs3p gucHUIUIMHBL  «OCHOBBI  OpraHU3AIMOHHO-TEXHUYECKOTO 2 K 4.3.TIK 4.4.
AUCHUIIHHY obOecrieueHUsT  JEATCIILHOCTH  CYIOB» C JPYTHMH  JUCIUIUIMHAMHU [IK.4.5.
OK 01, OK 02 OK 04, OK 05,
po(hecCHOHATTLHOTO MOAYJIS M 001IenpO(heCCHOHATBHBIX JUCIIUTLINH. OK 09
2. Tlonatue OpraHM3alMOHHO-TEXHUYECKOTO OOecreueHust AeATelIbHOCTH
CYJIOB.
3. Illenm, 3a1aum, MPUHITUIIBI M HAMPABJICHHUS OPTaHU3aMOHHO-TEXHUISCKOTO
o0ecrieyeHns ACATEIbHOCTH CY/IOB.
4. VcToyHMKH (buHAHCUPOBAHUS MEPOTPHUSITHIA OpTraHU3aI[MOHHO-
TEXHUYECKOTO 00ECTICUeHHSI ICATEIIEHOCTH Cy/I0B. | TaBHBIE pacOpsIIUTENN
U PACTIOPSIIUTENN OIO/DKETHBIX CPEJICTB: MOHITHE M ITOJTHOMOYHSI.
B ToM yHc/ie MPaKTHYECKUX 3aHATHH 2
1. PaGotra co cmpaBOYHO-TIPABOBBIMH CHUCTEMAMH IO TIOUCKY 2
MIPABOBBIX AKTOB U CyJeOHON MPAKTHKU 1O BOMPOCAM TEMBI.
Tema 3.2 Conep:kanne 12
AJIMUHHUCTPATHBHO-
A P 1. TlonsaTHe M cojepXkaHHE aJIMUHHCTPATHBHO-IIPABOBOIO OOECHeUeHHUs 6 [K 4.1.TIK 4.2.
npaBoBoe
p JESITeTbHOCTH CY/IOB. [IK4.3. TIK 4.4.
olecneyeHue IK.4.5.

ACATCJIBbHOCTHA CYA0B

2. CyOBeKThl aJIMUHUCTPATUBHO-TIPABOBOTO O0OECHEUYEeHUs NeATEIbHOCTH
CYyJIOB.

3. Opranusanus paboTsl penepanbHbIX CYI0B.

4. Homenknatypa aei.

5. Odopmienue ciayxeOHBIX TOKyMEHTOB CY/IOB.

OK 01, OK 02 OK 04, OK 05,
OK 09
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6. OcoOOEHHOCTH aJMHHUCTPATHBHO-TIPABOBOIO OOECIIEYCHHUS MHPOBBIX

cynen
B ToM 4mciie NPAKTHYECKUX 3aHATHI 6
1. CocraBieHne OpraHU3alMOHHO-PACIOPAIUTENBHBIX JTOKAJIbHBIX 6
aKTOB CyJia: MpaBHJia BHYTPEHHETO paclopsiKa, M0JI0KEeHHE O MPUEMHON
Cyda, IpHUKasbl W PACHOPSDKEHUS IO PACHPENENCHUIO JIOJKHOCTHBIX
o0si3aHHOCTE paOOTHUKOB ammapara cyjAa, MPOTOKOJbl COBELIAHUN Y
npejcenaTens cyaa u Jip.
2. CocraBieHne CONpOBOIUTEIbHBIX TUCEM.
3. CocraBieHrne HOMEHKIATYpBl 1€ cyia
4. OdopmiieHre  perUCTPAllMOHHBIX  JKYpPHAJIOB IO  Y4ETYy
BEIIECTBEHHBIX JI0Ka3aTebCTB, BpYUEHUS U HarpaBJIeHUS
VCTIOJTHUTEJIbHBIX JIUCTOB M TIP.
Tema 3.3 Conep:xanue 10
Kagposoe
ap 1. l'ocynapcTBeHHass Tpak[JaHcKas ciyxba B cyne: craTyc [K 4.1.TIK 4.2.
o0ecnieyenue 5 IIK 43.TIK 4.4.
TOCYJapCTBEHHOTO TPAKIAHCKOTO CIYXKAIlIero Cyna, MOPSIoK Mpuéma Ha p—

ACATCJIbHOCTHA CYA0B

JOJDKHOCTH PaOOTHUKOB arapara cy/ia ¥ TOMOIIHUKOB Cy/IeH; aTTeCTaIlusl.

2. [IpodeccrnonanbHoe pa3BUTHE TOCYAAPCTBEHHBIX I'PaXKAAHCKUX
CIIy’KallluX — pabOTHUKOB armapara Cy/Aa/IOMOIIHUKOB CYAEH: MPaBOBbIE
OCHOBBI, (hOPMBI, CPOKH, OpraHU3aLHI.

3. Kondmukr UHTEPECOB: MOPSAIOK YpEryJINpOBaHUS.
JlucuuniauHapHas OTBETCTBEHHOCTh paOOTHUKOB afmapara cyja.

OK 01, OK 02 OK 04, OK 05,
OK 09
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B Tom 4ncie MNPaKTUHIECCKUX 3aHATHIA

1.  CocraBieHre JODKHOCTHOTO periiaMeHTa pabOTHHKA armnapara
cyna.

2.  CocraBieHue CIykeOHOTO KOHTpaKTa pabOTHUKA armapara cy/ia

3. Odopmienne 3anuceii B TpyA0BO KHIDKKE 0 IpuéMe Ha c1yx0y,

[epEeBOJIE HA JPYTYIO JOJKHOCTh, YBOJIBHEHUU U JIp.

4. CocraBieHue NpUKa3oB O IPUME Ha CIIyKO0y U 1p.

5. CocraBieHue yBEJOMJICHHS O BO3HHKIIEM  KOH(IUKTE
UHTEPECOB.

6. Ilopsmox ocymecTBieHHs TMPO(ECCHOHAIBHOTO — Pa3BUTHS

roCyAJapCTBCHHBIX CIIyXXaluX CYAOB: ITOBBIIICHHUEC KBaJ'H/I(bI/IKaHI/II/I u
npodeccuoHanbHasl MEepenoaroToBKa, 00pa3oBaTeNIbHbBIN cepTU(UKAT,
HacTaBHUYECTBO  (odopMileHHME MPUKA30B, 3asBOK, 3asBICHUI,
HanpaBJIeHUH U Ip.)

Tema 3.4

Pecypcuoe
obecreyeHue
NesiTeJIbHOCTH Cy10B

Conepxanue
1. TlonsTHe U cojaepkaHHE pecypcHOro obecredeHus cyneOHON IK 4.1. TIK 4.2.
NEeSATEIbHOCTH. IK 4.3.1IK 4.4.
IIK.4.5.
2. Oprasbl U JOJDKHOCTHBIE JIMIIA, OCYHIECTBIISIOIINE PECYPCHOE OK 01, OK 02 OK 04, OK 05,

obecrneucHUe CYIOB.

3.  Tlomnomouus CymebHoro nemapramenta npu BepxoBaom Cyne
Poccuiickoit ®enepanui B peCypcHOM OOECHEYEHUU AESITeTbHOCTU
CYyJIOB.

OK 09
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4. TpeboBanus K apxuBaM CyAOB, KaMepaM XpaHECHMUs
BELIECTBEHHBIX JIOKA3aTEIbCTB M MHBIM IOMELIEHUSM CYJIOB IO
00€CTIeYeHNIO TTOKAPHOM, CAHUTAPHO-TUTUEHUYECKONW M IPYTUX BUJOB
0€30MacCHOCTH.

B Tom 4ncie NMPaKTUIECCKUX 3aHATHIA

1. CocraBnenue 3asBOK Ha oOecrieueHue cynaa (MOApa3JelieHus Cyja)
PacXoAHBIMHU CPEJCTBAMH M T.II.

Tema 3.5
OTneabHbBIE
HanpaBJIeHUsI
OpPraHu3anuoOHHO-
TEXHHYECKOr0
o0ecneyeHus
JesiTeJIbHOCTH CY/10B

Conepxanue
1. Obecnieuenne nocTyna K MHGOPMAUMU O JEATEIbHOCTU CYJOB: IIK 4.1.1IK 4.2.
MOHATHE W HOPMATHUBHOE peryiaupoBanue. OpraHuzamusi padOTHI I10: gi jg K 4.4.

BEJICHUIO CANTOB CYJOB; OMNYOJMKOBAHUIO CYICOHBIX aKTOB;
B3aumoeiicteuto co CMU.

2. DONEeKTPOHHBIM JTOKYMEHTOOOOpPOT B (eAepalbHbIX CyAax:
MOHSATHE, HOPMATHMBHOE  PETYJIHPOBAHHME, TOPSOK  BEACHHS.
Opranuzanus padboThl MO0 MPUEMY OOpAIICHUM, MTOCTYMAKIINX B CY/ B
3JIEKTPOHHOM BHJIE.

3. [Topsnox pa3MeleHns B MH(pOpPMaLMOHHO-
TEJIEKOMMYHUKAIIMOHHOW  cetd  WHTepHer  mHpOpMauuu o
BHENPOIIECCyaTbHBIX OOPALICHHUSX.

B ToM 4mciIe NPAKTHYECKUX 3aAHATHI

1.HOIIFOTOBK8. CYILC6HBIX AKTOB K pasMCIICHUIO Ha caiite cyna.

2.IToaroroBka BHEMpOLECCYaTbHBIX 00pallieHH K pa3MEIIeHUIO Ha caiiTe
cyna

OK 01, OK 02 OK 04, OK 05,
OK 09
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3.0dopmuenHue mporycka Ha MPOHOC anmaparypsl npencraButeneii CMU.

IIpomexyrounas arrecrauust no MIAK 04.03 OcHOBbI OpPraHM3alMOHHO-TEXHHYECKOIO 2
olecreyeHus 1esITeILHOCTH Cy/10B B (hopme 1uddepeHIIPOBAHHOIO 3a4eTa
M/IK 04.04 ApxuBHoe feJio B cyae (50 yaco)
Tema 4.1 Conep:kanue 6
OcnoBsI APXMBHOTO 9 HcTtopus pa3BUTHS apXUBHOTO JIEJA. 2 [IK'4.1. TIK 4.2.
aesa B Poccuiickoi TIK 4.3. TIK 4.4.
Denepanun 2. Tlpeamer, 0OBEKT U OCHOBHBIC MOHITHS apXUBHOTO J€Na. 1IK.4.5.
OK 01, OK 02 OK 04, OK 05,
3. IIpaBoBoe perynaupoBaHue apXUBHOTO JIeja B CYE. OK 09
4. OcHOBHBIE TpeOOBaHUS, IPEIBIBISICMbIC K PAOOTHUKY apXHBa Cy/a.
B TOM 4Hciie NPaAaKTHYeCKUX 3aHATHH 4
1. CocraBneHue AOMKHOCTHOTO pEriiaMeHTa pabOTHHKA apXUBa Cy/a. 4
Tema 4.2 Conep:xanue 10
Opranmsauns 1. OO6mwuit mopsI0K KOMIUIEKTOBaHMS apXHBa. 6 NK 4.1. TIK 4.2.
apXHUBHOTO IK 4.3. TIK 4.4.
A€TI0MPON3BO/CTBA 2. V4&T eIMHUI apXUBHOTO XPaHEHHS. 1IK.4.5.
M MOATOTOBKA OK 01, OK 02 OK 04, OK 05,
AOKYMEHTOB K 3. Krnaccudukanus W cucTeMaTu3alnus JOKYMEHTOB, OOpa3yIONIUXCsS B OK 09
apXHBHOMY
JESITEIbBHOCTH CYJIOB.
XPaHEeHHUIO B cyje
4. Tlopsnox oopmiieHUs: JOKYMEHTOB JUIsl IEpelayl B apXUB CyJa.
5. Ompenenenre CpOKOB XpaHESHUS A€l (HapsIIOB).
6. OumndpoBka apxXMBHBIX MaTEPHAIIOB. DIEKTPOHHBIC 0a3bl TaHHBIX.
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B ToM Ymcile NPAKTHYECKUX 3aHATHI 4
1. PeumeHue npakTHYECKUil 3aJJaHUI MO ONPEICICHUI0 CPOKOB XPAaHEHHUS 4
JTOKYMEHTOB.
Tema 4.3 Conep:kanue 8
IKcnepTH3a 1. DkcnepTu3sa LEHHOCTH IOKYMEHTOB. 4 [IK'4.1. TIK 4.2.
IEHHOCTH IK 4.3. [IK 4.4.
MOKYMEHTOB 2. Opranusanus paboThl 0 YHUYTOXKECHHIO JOKYMEHTOB. 1IK.4.5.
OK 01, OK 02 OK 04, OK 05,
3. Tlepemaua JOKyMEHTOB Ha XpaHEHHE B FOCYIAPCTBEHHBIN apXHB. OK 09
B ToM 4nciie MPAKTHYECKUX 3aHATHI 4
1. CocraBneHue IOKYMEHTOB: MPOTOKOJA 3aceIaHusl SKCIEPTHON KOMHCCHU 4
Cy/Zia, aKTa O BBIICIICHUU JJOKYMEHTOB K YHUYTOXKCHHIO.
Tema 4.4 Coaep:xxanue 10
Obecneuenne 1. TpeGoBanusl, MpeabABIsIEMbIC K 3JaHUSIM U TOMEIIEHUSM apXUBOB. 6 K 4.1. 11K 4.2.
COXpaHHOCTH IK 4.3. TIK 4.4,
MIOKYMEHTOB 2. YcioBusi XpaHEHUs apXMBHBIX JIOKYMEHTOB. HK.4.5.
apxuBHOIo ¢onga OK 01, OK 02 OK 04, OK 05,
cynos 3. TlpoBepka HamUuWss © COCTOSHUS JIOKYMEHTOB  (9JIEKTPOHHBIX OK 09
JIOKYMEHTOB) B apXHBe.
4. CoszmaHue cTpaxoBOro (poHIa apXUBHBIX TOKYMEHTOB.
B ToM 4mciIe NPAKTHYECKUX 3aAHATHI 4
1. CocraBieHue nepedHs TpeOOBaHHI K MOMEIICHUIO apXUBa Cy/a. 4
Tema 4.5 8

Conepxanue




29

Ucnoas3oBanue 1. ®opmsl uCII0JIB30BAHUSI APXUBHBIX JOKYMEHTOB. 4 IIK 4.1. TIK 4.2.
JIOKYMEHTOB 2. TIopAmoK MCIIOJIHEHHS 3aIIPOCOB MOJIb30BATENCH. 1IK.4.5.
OK 01, OK 02 OK 04, OK 05,
3. IlpaBuia BblAauu JOKYMEHTOB, HAXOSIIMXCS HA apXUBHOM XpaHEHUH. OK 09
B TOM umciIe NIPAKTHYECKUX 3aAHATHI 4
1. CocraBnenue 3ampoca O Bblaye JOKYMEHTOB M3 Ji€jla, HaXOMASIIErocs Ha 4
apXMBHOM XPaHEHUHU.
Tema 4.6 2. Copepxanue 6 TK 4.1. TIK 4.2.
ApXUBHbIE OITUCH [IK'4.3. 1K 4.4.
3. OmnwucaHue JOKYMEHTOB U JIe]l B apXUBE Cy/a. 2 1IK.4.5.
OK 01, OK 02 OK 04, OK 05,
4. BnusHue kiaccupuKalUU JOKYMEHTOB M JeJI B Mpefeliax apXuBHOTO OK 09
¢doHa Ha cOCTaBlIEHHE APXUBHON OIUCH.
5. CocrapneHue CpaBOuYHOro MaTepuasa K OMUCH.
6. B TOoM umMcie IpaKTHYECKUX 3aHATHIH 4
7. CocraBieHue ONHUCU HApSAAOB, MOJJICKALIMX MOCTOSHHOMY XPaHEHHUIO, 4
oopmieHre BHYTpEeHHEH ONKMCH JOKYMEHTOB.
IIpoMexxyTouHass arrectauust IO MIAK 04.04 ApxuBHoe paeqo B cyae B ¢opme 2
Au(p¢epeHpPOBaAHHOIO 3a4eTa
YueOHnasa npaktuka (36 yacos) 36 IK 4.1. TIK 4.2.
Brub pador: TIK 4.3. TIK 4.4.
I1K.4.5.

1. O3HaKOMJIEHHE CO CTPYKTYPOii cya, QYHKIUSAMU Cy1€0HBIX KOJUIETHIA, CyJeOHBIX
COCTaBOB, OCHOBHBIX IOJIpa3/IeIeHUH anmnapara cyJa 1 HOpMaTUBHBIMU ITPABOBBIMU aKTaMH,

OK 01, OK 02 OK 04, OK 05,
OK 09
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PETYIUPYIOIIUMHU HUX AEATEIIBHOCTD, IIpaBUIAMH BHYTPEHHEIO TPYAOBOIO pAaCIIOPsIKa,
NpaBUIaAMU TEXHUKH 0€3011acCHOCTH

2. O3HakoMJIEHHE C JOJDKHOCTHBIMHU pETJIaMEHTaMM CIIELUAlICTa CyJa, CeKpeTaps
Cyza, cekperaps CyAeOHOT0 3acelaHMts.

3. O3HakoMJICHHE C OpraHu3aluedl mpuéma, yuéra W OTHpaBKH CyIEOHBIX JeN U
Ipyroi koppecnoHaeHy. O3HaKOMIICHHE C MOPSIIKOM M3TOTOBIICHUS U PACCBUIKH KOIUH
cyneOHBIX pemieHuil. O3HaKOMIIEHHE C MOPSIKOM ITpUEMa MOCETUTEINEH.

4. O3HakOMJICHHE C MOPAIKOM HWH(HOPMAIMOHHOTO OOECICUYCHUS eSTSIBHOCTH
CyJla, UCIIOJIb3yEMbIMH B CyZie paBoBbIMU Oazamu U nporpammamu ['AC «IIpaBocyauey.

S. O3HaKOMJIEHHE C apXUBHBIM U CTATUCTUYECKUM JEJIONPOU3BOACTBOM.

6. O3HakOMJIEHHE C OpraHM3aleil YroJIOBHOTO CYAOINPOU3BOJACTBA B PallOHHOM

cyne. (Ilopsmox Ha3HaueHus cyAaeOHOro 3acelaHus, U3BEIICHHUS YYAaCTHHKOB Ipoliecca,
o0ecrieueHus JAOCTaBKU B Cy[ MOJCYIUMOTr0, COJEPKAIIerocs Moj CTpa)ei, MOAroTOBKU
3aja cy/1eOHOTO0 3aceaHus, pa3MerieHus Ha iHTepHeT-caiite 1 nH(GOPMAIMOHHBIX CTEHIaxX
cyla nH(popMaIMM U MECTE U BPEMEHH Cy1e0HOr0 3aceJaHHs)

7. O3HakoMJIEHHE C OpraHu3aluel rpakJaHCKOro CyAONpPOM3BOJICTBA B pailoHHOM
cyne. (ITopsaok MOATOTOBKH Jiefla K PacCCMOTPEHHIO, Ha3HAYCHHs CyIAeOHOTO 3acemnaHus,
W3BEIICHUS] YYaCTHUKOB Tporiecca. OCHOBHBIE CTaUM CyA€OHOro Tpoliecca U CyaeOHbIe
MIOCTaHOBJICHHUS, MX TPOLIECCYAIbHOE 3HAYCHHE. )

8. O3HakomJieHME C  OpraHu3alMed W 3aJa4aMd  aJMHHHACTPATHBHOTO
cyaomnpou3BojacTBa B paiioHHoM cyzae. (Ilopsiiok MoAroToBKM Aena K paccMOTPEHHIO,
Ha3HAuYEHUs Cy/1eOHOT0 3aceJaHMs, U3BEIICHUS YIaCTHUKOB IpOoIecca.)

9. O3HakoMJIEHHE C OpraHU3aIMel CyI0IPOU3BOCTBA B apOUTPaKHOM CyJI€ TEPBOi
uHcTaniu. (ITopsimok MOArOTOBKM Jiefla K pacCMOTPEHMIO, Ha3HAa4YeHUs CyaeOHOro
3ace/laHusl, U3BEIICHHs YIaCTHUKOB mporiecca. OCHOBHBIE CTaluu CyAeOHOTO Tporecca
cyneOHbIE TTOCTAHOBIICHHUS, X TIPOIIECCYAThHOE 3HAUCHHE. )

10. OsnakomieHHe C pabOYUMH MECTaMH pAaOOTHHKOB amrapara Cyjaa, MpaBUIaMu
TEXHUKH 0€301MacCHOCTH.
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11. O3nHakomiieHHE C HOMEHKJIATypodW Jen, cocTaBieHue u odopmieHue
HOMEHKJIATYPHI JIeN B CYAE.

12. O3HakomileHHE C OpraHu3anueil IpaBmil y4€Ta e U UX PEruCTpaIiu; poiib Cyaa
B 00ecreyeHN 3aKOHHOCTU MPU PACCMOTPEHUU Jella; B3aMMOOTHOILICHUS CyJa U APYTUX
MIPaBOOXPAHUTENbHBIX OPTaHOB.

13. O3nHakomiieHHE C TOPSIKOM HCIOJIb30BaHUSA HMH(POPMAIMOHHOTO OOecreyeHus
NESTENIbHOCTH Cy/ia B BHJI€ CIIPAaBOYHO-MH(OPMALIMOHHBIX CHCTEM U MOJyJIeH, BXOSIINX B
nporpamMmubii komiieke I'AC «IIpaBocynue».

14. O3nakomiieHHEe C TIOPAIKOM (opMHUpOBaHHS CyAeOHOTO jena (00IOoXKKa e,
OIHCH JOKYMEHTOB CYJeOHOTO jera, GopMUpOBaHUE JINCTOB JIETa).

15.  OsnakomiieHHE ¢ OpraHu3anue aea 006 aAMUHUCTPATUBHBIX IPABOHAPYLIECHUSX B
pailoHHOM (TapHH30HHOM BOEHHOM) cyze, Ha MHpOBBIX yuacTkax. (Ilopsgok HazHaueHus
CyneOHOro 3acelaHus, M3BELICHUS YYaCTHUKOB IMpoIlecca, MOATOTOBKH 3alia CyAeOHOro
3acemaHus, pasMmenieHuss Ha UWHTepHeT-caiiTe W HH(DOPMAIMOHHBIX CTEHIAX Cynaa
uH(pOpMaIIMK U MECTE U BPEMEHHU CyIeOHOTO 3aceaHus)

16. O3HakomileHHWE C OpraHu3alkedl YroJOBHOTO CYIOMPOM3BOACTBA B PAalOHHOM
(rapauzonHoM BoeHHOM) cyze. (Ilopsimox HazHayeHUs: CyAeOHOrO 3aceaHusl, N3BEIICHUS
YYaCTHUKOB ITpoliecca, o0ecreyeHus JOCTaBKU B Cy/ MOACYAMMOIO, COJIEPIKAIIErocs Mo
CTpakeil, MOATOTOBKHM 3ajla CyneOHOro 3acenaHus, pa3MmelleHus Ha HHTepHer-caiite u
MH(OPMALIMOHHBIX CTEHAAX CyJa MHPOpPMAIMK U MECTE U BpEMEHH CyAeOHOTO 3ace/1aHus)

17. O3HakomileHHE C OpraHu3aluel TPa)XJaaHCKOrO CyIOMPOU3BOACTBA B palOHHOM
(rapau3oHHOM BoeHHOM) cye. ([Topsmok moAroToBKH ena K paCCMOTPEHHUI0, Ha3HAUCHUS
cyneOHOro 3aceaHusi, U3BEIICHUSI YYaCTHUKOB mpolecca. OCHOBHBIE CTaUH CyIeOHOTO
npoliecca 1 cyeOHble TOCTAaHOBICHUS, UX MPOLIeCCyalbHOE 3HAUYCHHE. )

18. OsmakomieHme ¢  OpraHu3alMed W  3aJa4aMd  aJMHHHCTPATHBHOTO
CyJIONTPOU3BOICTBA B palOHHOM (TapHU30HHOM BOoeHHOM) cye. (ITopsimok moaroToBKu nena
K PaCCMOTPEHHUIO, Ha3HAYEHUSI CyIeOHOT0 3ace/laHts, U3BEILEHUS] YIaCTHUKOB IpoLiecca. )

19.  O3HakomIIeHHE ¢ OPTaHU3AIKUEH CYOPOU3BOJICTBA B apOUTPAKHOM CYyJIe TIEPBOM
uHcTaHmu. ([lopsmok TOATOTOBKM Jela K PacCMOTPEHHIO, Ha3HAYEHUS CyIeOHOTO
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3acelaHusl, U3BEIICHUS YIaCTHUKOB rpouecca. OCHOBHBIE CTaIuH CyAeOHOro mporecca
cyneOHBIE TIOCTAaHOBIICHHS, HX IpoleccyalbHOoe 3HaueHue.) (O3HaKOMIIEHHE C
OpTraHU3aIMOHHO-PACTIOPSAUTEILHBIMHA JOKYMEHTAMU CY/a.

20.  O3HakoMJIEHHUE C TIOPSIKOM PabOThI CAMTOB CY/IOB.

21. OsHakOMIIeHHE C JCSTEIbHOCTBIO 10 OOCCIICYCHUIO CYJIOB  KaJpaMu
TOCYJapCTBEHHBIX TPAKIAHCKHIX CITY)KAIUX.

IIpousBoacrBennas npaktuka (108 yacon)
Buasbl pador:
1. OsnakomiieHHE C JOKAJbHBIMM aKTaMH CyJa: [paBWJla BHYTPEHHErO pacHopsijka cyna,
MOJIOKEHHE 0 paboTe MPUEMHOM Cy1a, periiaMeHT padoThl MPUEMHOM cya.

2. VI3yueHue TOKAIBHBIX aKTOB CyJa I10 BOMPOCY OpPTraHU3auu paboThl ero caiTa (MOps 10K
Ha3HAYEHUS OTBETCTBEHHOTO JIUIIA U €r0 JODKHOCTHBIX 00S3aHHOCTEH).

3. O3HaKOMIICHHE C JIOKATBHBIMH aKTaMH CyJa 110 BOMPOCY KaApoBOro obecredyeHus (IITaTHOE
pacnucanue, JOKHOCTHBIE PETJIAMEHTBI, IPUKa3bl 10 IMYHOMY COCTaBY H IIp.)

4. O3HakOMJIEHUE C JIOJUKHOCTHBIMUM KOMITETEHLMSMH CHEIHMATINCTa Cyla U apXHUBapHyca
cyna. M3yuenue MHCTPYKIUU 1O Cy/eOHOMY AENONPOU3BOACTBY U MEPEUYHS CPOKOB XpaHEHUS
JIeJ1 B CYy/JI€, MOJIOXKEHUS O OCTOSTHHO JIEHCTBYIONIEH SKCIIEPTHON KOMUCCUU Cy/a.

5. O3HakoMIieHHE C MOPpAAKOM II€peaavuu €I B apXUB CyJia U IMOPAAKOM KOMIUICKTAIUN ACIT
" Hapga0B IUIA TOCTOSIHHOI'O XPaHCHUS

6. W3ydenue nopsaka paboThl Cy/a Mo NpUEMY HACEJIEHUS U MOPAIO0K BbIIaul JOKYMEHTOB
U3 apXuBa CyJa.

7. V3ydeHue ® OCyIIEeCTBICHHE pPabOT MO OTOOPY JOKYMEHTOB Ha YHUYTOXEHHE U
odopMIIeHHE UX YHUUYTOXKCHHS.

8. I/IBYLICHI/IC nopsiika M OCYIICCTBJIICHUC pa60T Io O(bOpMJ'IeHI/IIO A€J1, COCTaBJICHUIO
BHYTPCHHUX OHHCCf/'I, BHECEHHIO U3MEHEHUH B PCKBU3UTHI OOJIOKKHU.

108

MK 4.1.TIK 4.2.

K 4.3.TIK 4.4.

[1K.4.5.

OK 01, OK 02 OK 04, OK 05,
OK 09
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9. OsnakomiieHue c pabOTOM aJIMUHUCTpAaTOpa CyAa MO OpPraHU3alUH TEXHUYECKOTO
o0ecrniedyeHus apxuBa cyja.

IIpomeskyTouHas arTecTanus (AIK3aMeH M0 NMPOPecCHOHATBLHOMY MOYJII0)

Bcero mo IIM.04 OpranusannoHHo-TeXHHYecKoe obecnedeHue padoTel cyaoB 472 yaca

364
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3. YCJIOBUMA PEAJIM3ALIMHU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. MaTepuaJIbHO-TeXHUYECKOe oOecrevyeHue

Kabunetrsl «O0menpodeccuoHaaIbHbIX IUCHUIUIMH U MPOGECCHOHATBHBIX MOIYJICH»
ba3bl npakTuku
3.2. YueOHO-MeTOANYECKOE Oo0ecIeUYeHHue

Jis peanmuzanuu MPOrpaMMbl OMONMHOTEYHBINH (QOHI 00pa3oBaTENbLHON OpraHU3alUud
JIOJDKEH MMETh MEYaTHBIC W/UIH JICKTPOHHBIC 00pa30BaTe/ibHbIC U HH(POPMAIIMOHHBIC PECYPCHI
JUTSL KICTIOJIh30BaHUS B 00pa3oBaTenibHOM Tiporiecce. [Ipu hopmupoBannu 6ubarorednoro Gpouga
00pa3oBaTeNbHOW OpraHU3aIMy BHIOUPACTCSl HE MEHEE OJTHOTO M3/IaHUs U3 TICPEUNCIICHHBIX HIDKE
NICYATHBIX M3JaHUN U (MIIK) 3JIEKTPOHHBIX M3/IaHUI B Ka4eCTBE OCHOBHOTO, MPH 3TOM CITHCOK
MOYET OBITh JIOTIOJTHEH HOBBIMHU M3aHUSMHU.

3.2.1. OcHOBHBIE TIeYaTHbIE U/WJIH IJIEKTPOHHbIE U3IaHUSA
1. Kabamog, C. FO. Opraau3zanus o01ero u CreuaIbHOr0 JSIOIMPOU3BOACTBA B OpraHax
MECTHOI'O caMoympaBiieHus: yueoHoe nmocooue / C.}O. Kabamos. — Mocksa: UHOPA-M, 2022.
— 421 c¢. — (Cpennee npodeccuonansnoe odpazonanue). - ISBN 978-5-16-014860-1. - Tekcrt:
anexktpoHHbIi. - URL: https://znanium.com/catalog/product/1855469

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS
MNPO®ECCHUOHAJIBHOI'O MO YJIA

Kon Kputepun oneHku pe3yabrara ®opMbI KOHTPOJISI
IIK, OK (moka3artesid 0CBOEHHOCTH KOMIIEeTeH M) MeTO/bl OLIEHKH
IK 3.1 Pemenne mpakTUYeCKUX CUTYyaluil mo mpuémy, peructpannu | Konrposbshsie paboTsl,
u yqéTy JBHKCHHUSI KOPPECIIOHACHIIMM U JEI. 3a4CTHI,

Pelrenne MPaKkTHYECKHX 33134 10 OhOPMICHHIO CyneOHpIX | KBATH(HKAIMOHHbIE
JleN 1 MaTepHAIOB. UCTIBITaHUS, DK3aMEHBI.
Pemenue npaktuyeckux cuTyauuii oOpaiieHus cy1e0HbIX Hnreprperauys
pe3yJIbTaToB
aKTOB K HCIIOJIHEHUIO.
BBITIOJTHEHHS
1K 3.2 JemoHcTpanust paboThl ¢ HOPMATHBHO-IIPABOBBIMHU aKTaMHU, MPAKTHYECKHX 1
OMPENENAIOMMMH  TIOPAAOK ~ XPAHEHHsA  TOKYMEHTOB M | jaGopaTopHBIX 3a/1aHHi,
CyJeOHBIX JIe] B apXMBE Cy/1a. OLICHKA PEIICHHS
Pemenue npakTH4ecKUX CUTYyalMii 10 HOATOTOBKE CYAEOHBIX | CHTyal[MOHHBIX 33124,
JIe]1 ¥ JOKYMEHTOB JUIs [IEpEeIadyy B apXUB CyJa. OLICHKA TECTOBOTO
K 3.3 Penrenune npakTHUecKuX 3ajayu MO COCTABICHHUIO CIYKEOHBIX | KOHTPOJIA.
JIOKYMEHTOB CyJa.
I1K 3.4 Pemenne npakTuyecKkux CUTyaluid o npuémy oOpamieHuu,
MOCTYNAIIIUX B CYJ.
IK 3.5 JleMoHCTpalys HaBBIKOB pabOThI IO OOPAIIEHHUIO K
WCITOJTHEHUIO CY/I€OHBIX aKTOB.
OK 01 - O60CHOBaHHOCTH IJIAHUPOBaHUA y4eOHOU U MPpodecCHOHANTBHON
JIeATeNbHOCTH;
- COOTBETCTBUE PE3YJIbTATa BBINOIHEHHS IPO(ECCUOHATIBHBIX
3aJa4 3TaNoHy (CTaHgapTaM, oOpa3nam, alropuTMy, yCIOBUSIM,
TpeOOBAHIAM HIIA OKHIAEMOMY PE3YIIbTATY);
- CTEIIeHb TOYHOCTH BBIITOJHEHHS IIOCTABICHHBIX 33/1a4.
OK 02 - [lonaoTa OXBaTa MHPOPMAIIMOHHBIX HCTOYHHKOB;
- CKOPOCTb HaXOXJI€HHs M IOCTOBEPHOCTh HH(OpPMAIMY;
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- OOHOBIIIEMOCTh U IOMOJHIEMOCTE 3HaHHI7[, BIIMAIOIIHUX Ha
PE3YJIbTAThI y‘Ie6HOI71 u HpOH3BOI[CTB6HHOI>i JACATCIIBHOCTH.

OK 04

- Oco3HaHME CBOEH OTBETCTBEHHOCTH 3a PE3YNIbTAT KOJIJIEKTUBHO,
KOMAaHIHOH NesITeIbHOCTH, TOTOBHOCTH K COTPYAHUYECTBY,
MCIIOJIb30BaHHIO OIBITA KOJIIET;

- OTCYTCTBHME HETaTHBHBIX OT3BIBBI CO CTOPOHBI KOJUIET U
PYKOBOJCTBA.

OK 05

- leMoHCTpanus HaBBIKOB I'PaMOTHO OOIICHHS H 0hOpMIICHHE
JIOKYMEHTAIIVH Ha TOCYAapCTBEHHOM si3bike Poccuiickoi
Odenepanyu, IPUHAMAs BO BHUMaHHE 0COOEHHOCTH COIMATIBHOTO U
KYJILTYPHOTO KOHTEKCTA

OK 09

- JleMOHCTpaIusi yMEHHUI MOHUMATh TEKCTHI Ha 0A30BbIC U
po(heCCUOHATBHBIC TEMBI,

- COCTaBIISITh HEOOXOIUMYIO TOKYMEHTAIIMIO Ha TOCYJapCTBEHHOM
Y MTHOCTPAHHOM SI3BIKaX
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