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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-3 CrnocobGeH K OBIAIEHUIO OCHOBHBIMH CpEIACTBAMU HOPHJAMYECKOW TEXHUKH W TEXHOJIOTHH
JTOKyMEHTO000pOTa, B TOM Uucie B IMpoBoM GopmaTte, B MpoheCCHOHATBHON ACATEIHPHOCTH IOPUCTa

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOEHUS JUCLUIIINHBI:

- HOPMOTBOPYECKUHI

- MPaBONPUMEHUTEIbHBIN

1.3 JlucuurinHa OpHEHTHPOBAHA Ha MOJATOTOBKY OOydYarommxcs K MpodeccHoHATbHOU IeSTEILHOCTH B
cdepe: 09 FOpucnpynenius (B cepax: NeATeTbHOCTA OPraHOB MyOIWYHON BIACTH, B TOM YHCIE CYJOB H
OpraHOB  MPOKYpaTyphbl,  KOHCYJIBTHPOBAaHUS ¥  MPEACTABUTENHCTBA B  TPAXKIAHCKUX  JIeJax;
KOHCYJIBTUPOBAHUS U MPEJICTABUTEIHCTBA B YTOJIOBHBIX JI€aX; KOHCYIBTUPOBAHUS U TPEICTABUTEIILCTBA B
CBSI3U C TPYAOBBIMHU U SKOJIOTUYECKUMHU CIIOPAMHU )

1.4 B pe3ynbTare 0CBOCHHS JUCLHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnereniuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO eCCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

I1K-3 Cnocoben
OBJIJICHUIO OCHOBHBIMH
CpeInCTBaMH I0PUANYECKOI
TEXHHUKU M TEXHOJOT U
JTOKyMEHTOO0O0POTa, B TOM
qucIie B U(GpPOBOM
¢dopmare, B
podecCrOHALHOM
IEATEILHOCTH FOPHCTA

Hcnonp3yer GhopMbl OpraHu3aIiii JOKYMEHTO000pOTa U
MPUMEHSET MpaBuiia 0(OPMIICHUS JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOM BIACTH U MECTHOTO CaMOYIIPaBJICHUS, B
TOM uucie B IuppoBoM ¢opmare, a TakKe BEHISBISCT
OCHOBHEIC HAIPaBIICHUS Pa3BUTUSA JOKYMEHTOOOOpOTa B
CHUCTEME OPraHOB HCIOJHUTENBbHOU BiacTu Poccuiickoit
Oenepanuu

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

I1K-3 CnocobGeH K OBIAJCHUI0 OCHOBHBIMH CPEICTBAMU IOPHIMYECKOM TEXHUKU H
TEXHOJIOTHMH  JOKYMEHT0OOOpoTa, B TOM uucie B IUppoBoM ¢opmare, B
npo¢eCCHOHAIBHON ACATEIbHOCTH IOPHCTa

Ne HaumeHnoBanue ®dopma
n/m JUCLUIUINH, o0yueH
OIIpEESIOIINX ust
MEXIUCLUIUIMHAPHBIE | 3304Ha
CBSI3U o
(cemect
p)
3
1 |HopmokoHTpoIb B
cdepe TpyIOBBIX
OTHOUICHUI
2 |FOpuanueckas +
TEXHUKa B chepe
TrOCyAapCTBEHHON
perucTpanuy npas




3| FOpunuueckas +
TEXHUKA JIOKaJTbHBIX
aKTOB

4| ¥Opunuueckas +
TEXHUKA COCTABJICHUS
HOTapUAaIbHBIX
JIOKyMEHTOB

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

HuctmmuinHa «HOpuandeckas TeXHUKAa U MpaBuia o(QOpMIICHHS JOKYMEHTOB OPraHOB HCIOJIHHUTEIBHOM
BJIACTH» OTHOCHUTCS K YacTH, (POPMHUPYEMON yUaCTHUKaMU 00pa30BaTeIbHBIX OTHOLICHHUH, y4eOHOro IiaHa
OII no nanpasnenuto noarorosku 40.04.01 - FOpucnpyneHuus.

JuctmmuinHa «HOpuandeckas TeXHUKAa U MpaBuia o(QOpMIICHHS JOKYMEHTOB OPraHOB HCIOJIHHUTEIbHOM
BJIACTH» U3Yy4aeTcs B 4 cEMECTpE.

3.00beM u conepxaHue TUCUUILIUHBI
3.1.00peM QUCIMIUIMHEL: 5 3.€.
3aoyHas: 5 3.e.

. 3aoyHas
Bun yueGHOM paboThI
(Bcero yacoB)
OO0mas Tpy10éMKOCTb 1M CHUTLTHHBI 180
KonTaktHas pabora 18
Jlexnuu (Jlekiun) 8
[Tpaktuueckue (IIpakr. pab.) 10
CamocrositenbHas pabota (CP) 153
DK3aMeH 9
3.2.ConepxaHue Kypca:
Ne Ha3zBanue Bun yuebHoli | DopMBbI TEKYIIETO
TEMBI paszena/TemMsl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
IIUH | KT.
pao.
31313
4 cemectp
1 Ilonsrtue, 1€k, CobecenoBaHue;
oOmue TpedoBaHMs ) 3 |39 [TucemennOE
K CO3JJaHHIO 3aJlaHue
JOKYMEHTOB
2 [TpaBuna CobecenoBaHue;
MOJTOTOBKH U 2 | 2 |38 [TucemenHoe
oopMmieHUs 3a/IaHne
JOKYMEHTOB
3 OCHOBHEBIE CobecenoBaHue;
JOKYMEHTHI, [TucemenHoe
pernamentupyromme| 2 | 3 | 38 3a/IaHne
YIPaBIECHYECKYIO
NeSITeNIbHOCTb.




4 Opranusarnus CobecenoBanue;
JTOKyMEHTO00O0poTa > | 2 |38 [TucbmenHoe
1 UCIIOJIHCHUSA 3a1aHUuC
IOKYMEHTOB

Tema 1. [lonsaTHe, HeJib, 001Ke TPeOOBaHUS K co3MaHUI0 10KYyMeHTOB (I1K-3)

Jlekumus.
VYrpasieHueckas AesTEIbHOCTh JIF0O0W opraHu3anuu Oazupyercs Ha uHpopmaruu. MHbopMamms MoxeT
nepeaaBaTbCsi YCTHO, MPU MOMOILIM OyMa)KHBIX HOCUTENEW WM AJIEKTPOHHBIX CpeACTB. bomblias 4acTb
uHpopmaruu (10 98%), ucronsilyercst B ynpasieHUH, opopmiisieTcss B BUAE JOKyMEHTOB, YTO HEOOXOIMMO
JUIS OCYIIECTBJICHUSI KOHTPOJS WCIOJHEHMsSI, PEIIeHHs CIIOPHBIX BOIMPOCOB, aHAJIM3a U HCCIIEIOBAHMS
yOpaBlIeHUS C LeIbl0 MOBBIMIEHUS ero 3¢¢ekTuBHOCTU. JIOKyMEHT B yHOpaBICHUH BBICTYMAET
OJTHOBPEMEHHO U KaK MpeIMeT Tpyda YIpaBIeHYECKOro pabOTHUKA, U KaK €ro pe3ysbTrar.
CnoBO «IOKyMEHT» B TEPEBOJE C JIATUHCKOTO O3HAYAET «CBUJIETEIBCTBO», «CIMOCOO JOKAa3aTeIbCTBAY.
JIOKyMEHT — 3TO MaTepHajbHBI OOBEKT C 3aKpEIJICHHON Ha HeM HWH(OpMalue A nepeaayd ee BO
BpEMEHHU U MpocTpaHcTBe. OCHOBHBIM MaTepHAIBLHBIM HOCHTEIEM JEJIOBOW WHGPOpPMAIMK B HACTOSIIEE
BpeMms sBisieTcst Oymara. JIOKyMEeHT BBITIONHSIET CIeAYIoNe PyHKINU:
WHOOPMAIMOHHYIO - B JIOKyMEHTe (UKCHPYIOTCS (PaKThl, COOBITHS, SBJICHUS TPAKTUICCKOH U
MBICITUTEIILHON IeATEeIbHOCTH YEeIIOBEKA;
OpPraHM3AIMOHHYI0 — C TIOMOIIBI0 JOKYMEHTa OOECIEeUMBAeTCs BO3/ACUCTBHE HAa TPYIIBI JIONSH st
OpraHMU3AINH U KOOPIUHAIINY UX JIEATeIHbHOCTH;

KOMMYHUKATHBHAsI - 00€CIIEYNBAIOTCS BHEITHUE CBSI3U OPTaHU3AIMNA U IPEIIPUITUR;

IOPUINIECKYIO — ITOCKOJIBKY €T0 COIepIKaHUe MCIOb3YETCs B KA9eCTBE JOKA3aTeILCTBA MTPH PACCMOTPEHHUN
CTIIOPHBIX BOITPOCOB CTOPOHAMH JICIIOBBIX OTHOIIICHHIA;

BOCIIMTATEIFHYI0 — OH JUCHUTUIMHUPYET UCTIOIHUTEIS, TPeOyeT MOBBIIICHHOTO YPOBHS 00pa30BaTeIbHON
MOATOTOBKH, a XOpOmo O(GOPMIICHHBI JOKYMEHT BOCIHTBIBAET 3CTETHYSCKUH BKYC YIPaBICHYCCKUX
KaJpOB, MOBBIIIACT MPECTHK OPTaHU3AIMH B TJIa3aX JEIOBBIX MAPTHEPOB.

Bce nmokymentsl, oOpasyionipecs Ha MPEANpPUSTHH, OPTaHU3AIUH, KIACCH(PHUUIUPYIOTCS MO CIEAYIOIINM
MpU3HAKAM:

10 BUJAM JESITEIbHOCTH (WM Ha3HAYCHHIO) — JOKYMEHTHI MOAPA3AeisIOTCS HAa HAyYHO-TEXHUYECKHE,
KOHCTPYKTOPCKHE, TEXHOJIOTHYECKUE, POEKTHO-CMETHBIE, HOpPMAaTUBHEIE,
OpraHU3aI[MOHHO-PACHIOPSAUTENIbHBIE,  Y4eOHO-METOAMYECKUE,  IUIAHOBBIE,  (DMHAHCOBO-PACUETHbIC,
OTYETHO-CTAaTUCTUYECKUE, MO0 TOPTOBJE, IEHOOOPAa30BaHUIO, N300PETEHUSIM U OTKPBITUSAM, COLUATBHOMY
00€CIEeUYeHNIO, 110 INYHOMY COCTaBYy H T.J.;

110 HAUMEHOBAHHIO — CYLIECTBYET MHOXECTBO PAa3HOBHIHOCTEH JOKYMEHTOB (Hay4YHbIE OTYETBI, YSPTEKH,
CXEMBI, TpaUKH, TEXHOIOTUYECKUE TIPUKA3BI, PACTIOPSKEHUS, TUIAHBI OTYETHI U T.11.);

o crnocoly Qukcanuu nHGOpPMALIUK — TOKYMEHTHI ObIBAIOT MHUCHMEHHBIE (PYKONHCHBIE, MAITUHOMKCHEIE,
tunorpadgckue, MIOJITOTOBJICHHBIC Ha MHOKHUTEJIBHBIX ammaparax), rpaduyeckue,
¢doTo-poHO-KMHOOKYMEHTbI. OCHOBHBIM MaTe€pHaIbHBIM HOCHTEJIEM JIEJIOBOW IEPEeNUCKU Ha CETOHs
aBJsieTcs Oymara,

[0 MECTY COCTaBJICHUS — JOKYMEHTBHI MOJPa3eNsIlOTCd Ha JOKYMEHTBI, HCIIOJIb3yeMbIE [JIsl PEIICHUS
BHYTPEHHUX U BHEIIHHUX BOINPOCOB. BHEIIHsS JOKYMEHTAIMs, B CBOIO OUepe/b ACIUTCS Ha BXOIAIIYIO U
UCXOJSIIYI0 KOPPECTIOHIEHIIHUIO;

[0 CTENEHU CJOXHOCTH — JOKYMEHTBI MOJPA3JESAI0OTCS Ha MOJIMHHBIE U MOIOKHbIE. [lomanHHbIE
JOKYMEHTHI ObIBAIOT JEHCTBUTENbHBIE U HeJecTBUTENbHbIE. HeleCTBUTEIbHBIM JOKYMEHT CTAHOBHUTCS B
pe3ysabTaTe HCTEUEHUs CPOKa JEHCTBUS MIIM OTMEHBI €T0 APYTUM JOKYMEHTOM;

[0 CTEMEHU TIACHOCTH — pa3IMYalOTCs JOKYMEHTBI OTKPBIThIE (HECEKPETHbIE) U JOKYMEHTBI C
OTPaHUYEHHBIM JOCTYNOM. JIOKYMEHTBI C OTPAaHHYEHHBIM TOCTYIIOM OBIBAIOT Pa3HOW CTETICHH CEKPETHOCTH
(COBEpILIEHHO CEKPETHBIC, CEKPETHBIC) M IOKYMEHTHI JUIs cy»)eOHoro monb3oBanus (JCII);

M0 IOPUIUYECKON CuJie JOKYMEHTHl KIacCU(PHUIMPYIOTCS Ha MOUIMHHBIE M MOMIoKHbIE. [lommuHHbIE
JOKYMEHTBI OBIBAIOT JEHCTBUTENBHBIC U HeleWCcTBUTENbHBIE. HeleCTBUTENbHBIMU TOKYMEHThI CTAHOBATCS
B pe3yibTaTe UCTEUEHHUs CPOKa ACHCTBHS MU 3aMEHBI €r0 IPYTUM TOKyMEHTOM.



[0 CPOKAaM HCIOJHEHUS — JOKYMEHTBHI KJIaCCU(PHUIMPYIOTCS Ha CpOYHble M HecpodHble. CpouyHBIMHU
SBJIIIOTCS  JIOKYMEHTBI CO CPOKOM HCIIOJHEHUS, YCTAHOBJICHHBIM 3aKOHOM U COOTBETCTBYIOLIUMU
IPaBOBBIMU aKTaMH, a TAKXKE TEJIErPaMMbl U JPYrHe JOKYMEHTBI C TPUPOM «CPOYHBIEN;

[0 CTaJUM TMOATOTOBKU — JOKYMEHTBI IMOJPA3JENAIOTCS Ha YEPHOBUKU W MOUIMHHUKU (OpPUTHHAJIBI).
YepHOBUK — TOKYMEHT, IOATOTOBJIEHHBIN AJIs AajdbHENUIIEro o(popMiIeHNUs, BBITOJHEHHBIN, KaK IPAaBUIIO, OT
PYyKH,

[ToaIMHHUK— €IMHCTBEHHBIN JK3EMIUIIp JOKYMEHTa, O(OpPMIICHHBIH U MOANHUCAHHBIA C YEpHOBHUKA B
COOTBETCTBHHM C YCTAaHOBJICHHBIMU TpeOoBaHusAMHU. C MMOUIMHHMKA MOTYT OBITh HM3TOTOBIIEHBI: KOIWS,
OTTHCK, BBINMCKA U3 IOKYMEHTA, AyOJIUKAT MOIIMHHUKA.

Komus — HIACHTHUYHOC, 3aBEPECHHOC JOJIKHOCTHBIM JIMIIOM BOCIPOU3BEACHUC ITOJJIMHHUKA.

OTTI/ICK — KOITUs ILOKYMGHTa, ocTarIascia B Acjiax HpeI[HpI/ISITI/IH (OTTI/ICK, KakK HpaBI/IJIO, HC 3aBepﬂeTc;1
IMOANNCHIO JOJIKHOCTHOTI'O JII/ILIa).

BI:IHI/ICKa n3 ,Z[OKyMeHTa — 3aBepeHHa51 YacCTh TCKCTA MNOAJIMHHHUKA.

JyOnukar — BTOpO#l K3eMIUTAP JOKYMEHTA, UMEIOIINI OMHAKOBYIO CHUJTY C IMOJIMHHUKOM.

110 HpOI/ICXO)KZLGHI/IIO — IIOKYMCHTBI KJIaCCI/I(I)I/II_[I/Ip}IIOTCH Ha CHy)Ke6HBI€, IIOATOTOBJICHHBLIC Ha
NPEANPUATHIX, B OpraHU3aLMUAX, M JIMYHbIE NHCbMAa TIPaXJaH C H3JI0KEHUEM XKajol, MpPEIIOKECHUH,
pock0;

10 CpOKaM XpaHEHUs — JOKYMEHTHI JENATCS Ha JOKYMEHTHI MOCTOSHHOTO M JIOKYMEHTHI BPEMEHHOTO
XpaHeHus. JJOKyMeHThI BpEMEHHOTO XPaHEHUS, B CBOIO OUEPEIb MOAPA3ACISIOTCS Ha TOKYMEHTBI CO CPOKOM
xpanenus 10 10 net, u ceie 10 neT;

110 CTENEHH 00s3aTeIbHOCTH — TOKYMEHTHI ObIBaOT MH(OPMAIIMOHHBIE, COleprKalliie CBEIeHUS U (DaKThl O
NPOM3BOJICTBEHHOW M HMHOM JEATENbHOCTH OpraHu3aluid, W JUPEKTUBHBIE — OOs3aTelbHble s
WCTIOJIHEH U], HOCSIIIUE XapaKTep I0PUINUECKON MM TEXHUYECKOH HOPMBI;

MO0 CTENeHH YHU(PUKAIUM — pa3IuyaloT JOKYMEHTHl WHIWBUIYajbHbIE, TUIIOBBIE, TpadapeTHbIe,
MpUMEpHBIE U YHU(PUIIMPOBAHHBIE B BU/IE€ TAOIUIBI U AHKETHI.

NunuBuayanbHbIe JOKYMEHTBI IO COJCPIKAHHMIO SIBIISIIOTCA CHENU(DHUUSCKUMU, HOCSIIMMHU XapakTep
Pa3oBOro JOKYMEHTA.

Tumnoseie ABIAIOTCA JOKYMEHTBI, PACCYMTAHHBIE HA N3JJaHUE OHOPOIHBIX IIPOLECCOB U SBICHUM:
THUIIOBOM TEXHOJIOTMYECKUM IPOLECC, TUIIOBBIE IIPABUIIA BHYTPEHHETO PACIIOPSAAKA U T.II.

TpadapeTHbie JOKyMEHTBI UMEIOT 3apaHee HaleyaTaHHBIM TEKCT ¢ MpoOeraMu, KOTOpbIE 3allONHAIOTCS MPU
OKOHYATEJIbHOM 0()OPMIICHUH, 3aBUCUMOCTH OT KOHKPETHOM Omepaluu.

AHkeTa — cnoco0 MpencTaBieHus YHU(DUIMPOBAHHOTO TEKCTa, MPU KOTOPOM MOCTOSHHas MHGOpMaIus
pacrionaraertcs B JIEBOM 4YacTH JIMCTa, CTPOKAMM JPYT IO APYroM, B (OpPME CyIIECTBUTENLHBIX B
MMEHUTEJIbHOM TaJeKe, a IepeMeHHasi BHOCUTCS B JOKYMEHT B IIPOILIECCE €r0 COCTABJICHUS B IIPaBYIO YacThb
JUCTA.

Tabmuia, — B KOTOpO# MocTostHHAS WH(OPMAIIKs, pa3MEIIeHHAs B 3arojloBKax rpad u O0KOBHKa
(3aroJI0BKM CTPOK), a IepeMeHHas (B HU(POBOM HIIM CIIOBECHOM BBIPQ)KEHUH ) — HA TIEPECCUCHUN
COOTBETCTBYIOLIUX I'pad U CTPOK.

[0 XapakTepy COIep’KaHWs — JIOKYMEHThI ObIBaIOT NEpBUYHbIE M BTOpPHYHBIC. [lepBHUHBIE TOKYMEHTHI
COZIepIKaT UCXOAHYIO MH(POPMAIIHIO, KOTOpasi CyMMHUPYETCS BO BTOPHUHBIX TOKYMEHTAX.

IIpakTH4eckoe 3aHATHE.
Bonpocwl ona oocysycoenusn:
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITUU JOKYMEHTa. Yem XxapakrepusyeTcs Kaxaas QyHKIs?

3.KakuMu HOpPMAaTHBHBIMH JIOKYMEHTaMH pPEIJIAMEHTUPYIOTCS OCHOBHBIE TEpPMUHBI B 001acTu
JIeJIONPOU3BOICTBA?

4. Ha3oBuTe COBpEeMEHHbBIE BUIbI HOCUTENEH HHpOpMaLuu?

5. KakuMm 3akOHOM YCTaHaBIMBAETCS IPABOBOM PpEXHUM CO3[AaHUS, XPAaHEHUS M HCIOJIb30BaHMS
WH()OPMAITMOHHBIX PECYPCOB?

6. Uem oTMuaeTcs JOKyMEHT JIMYHOTO MPOUCXOKICHUS OT O(UIIUAIBHOTO T0KyMEHTa?

7. Yto 00ycnaBIMBaeT IOPUANYECKYIO CHITY O(PHUIIMAIBLHOTO JOKYMEHTa?



8. Kax meHnstorcst neiicTBust pyHKIMI BO BpeMeHU?

Iucomennoe 3a0anue:
Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit nokymeHT, HopMaTuBHBINA MPaBOBOM AaKT,
3akoH, ITog3akonnsiii akt, [IpaBoTBOpUecTBO, 3aKoHOAATENHCTBO, CTaauM 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMs TipaBa, [IpaBompumenuTenbHbI akT, Kommdukanms, Koncommmanms, WMukoproparus,
[TpaBonprMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTaauu, CyeOHBIN aKT.

3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.
VYrnyOneHHOe N3yYeHHE MAaTepUAIOB TEMBI.

Tema 2. IlpaBuna noaroroBku u ogopmiieHust 1okymeHnTon (I1K-3)

Jlexknus.
ITon odopmieHneM AOKYMEHTOB IOHMMAETCS COONIONEHHE B XOJE€ HMX COCTaBICHMSA, IOJATOTOBKH,
Ieperneyarky, COINIaCOBAHUA, YIOCTOBEPEHUS, NEPECBUIKM B YINPABICHUECKHUX allaparax YUYpexAcHUN
(opranmzanuii W OpeANpPUATHI) TpeOOBaHUM, YCTAaHOBIEHHBIX B 3aKOHOJATENBHBIX aKTax H
HOPMAaTUBHO-METOINYECKUX NJOKyMeHTaxX Poccuiickon Penepannu.
OcHOBHBIE TpaBWJIa COCTaBICHUS, W OGOPMIICHHUS YNPABICHYECKHX JTOKYMEHTOB 3aKpEIUICHBI B
JCeUCTBYIONIMX B Hacrosmiee Bpemss B Poccum oOImierocynapcTBEHHBIX HOPMAaTHBHO-TEXHHUUECKHUX
JOKYMEHTaX — TOCY/IapCTBEHHBIX CTaHAApTaX, KOTOPBIE SIBISIFOTCSI OCHOBOM JUIsl KOHKPETH3ALUU MIPaBHII
paboThl C TOKYMEHTaMH B Ka)KJOW OPraHM3alUH, UX YTOYHEHUS C YU4ETOM CHeuu(UKU ee JesITeIbHOCTH,
TEXHOJIOTHM  JIOKYMEHTHPOBaHUs, YCJIOBUI pabOThl  ympaBieH4Yeckoro ammapata. Ha ocHoBe
3aKOHOJATEIbHBIX, HOPMAaTUBHBIX M HOPMAaTHUBHO-METOAMUYECKHX JIOKYMEHTOB KaXKIO€ YUPEKICHHUE
(opranuzanus, gupma) ycTaHABIMBAECT CBOU TPEOOBaHUsS K paboTe C JOKYMEHTaMH U yCTaBe (TIOJIOKEHUN ),
pernaMeHTax, npaBuilax, MHCTPYKIMSIX. B HUX 3aKpemIsiioTcs KOHKPETHBIE NTpaBUIla TI0KyMEHTUPOBAHNUS, B
TOM YHCJIE:
IpaBa ¥ 0053aHHOCTHU JOJIKHOCTHBIX JIMII, OTAEIbHBIX COTPYAHUKOB B
nporenypax oopmiIeHus: T0KyMEHTOB;
COCTaB IPUMEHIEMBIX B allapare yIpaBlIeHYECKUX JOKYMEHTOB;
KOMITETEHIUS PyKOBOJUTEIS, ET0 3aMECTUTENIEH U PyKOBOIUTENIEH
CPEIHEro 3BEHa, UX IPABO HA M3/1aHUE PA3IMYHBIX BUIOB PACHOPSIAUTENIBHBIX TOKYMEHTOB;
MOPSAI0K MOANMCAHUS, COVIACOBAHNS U BUBHPOBAHUS TOKYMEHTOB, UX
ITomoxem HanMcaTh pabOTy Ha aHAJIOTHUHYIO TEMY
[Tony4yuTh BBINONHEHHYIO pabOTy MM KOHCYJIBTALMIO CIEIHATUCTa [0 BalleMy Yy4eOHOMY IpPOEKTY
3aBEpEHHUE MeYaThlo; 00sI3aTebHbIe TPEOOBaHUS K O()OPMIICHHUIO U MOPSAOK PAOOTHI C TOKYMEHTAMHU.
HezaBucumo oT crmocoba JOKYMEHTUPOBaHHMS M BHJA HOCUTENS K JOKYMEHTaM, MCIIOJIb3yeMbIM B
YIPABIECHYECKOH NeSTETbHOCTH, IPEABIBISAIOTCS CIECAYIONEe OCHOBHBIE TPEOOBAHUS:
o0ecrieyeHne IPUINIECKON CUIIBI TOKYMEHTA,
CO3[JaHME YCJIOBHH JJIi ONEPATUBHOIO MCIIOJHEHHS JOKYMEHTOB; BO3MOXHOCTH OIE€PATHBHOIO ITOMCKA
JOKYMEHTOB (MCIIOJIb30BAHUS UX B
CIIPaBOYHBIX LETIAX);
BO3MO)KHOCTh MCIIOJIB30BATh IS CO3aHMsI, KOMTUPOBaHUSA, 00pabOTKH
JOKyMEHTOB CPEICTBA OPraHU3aL[MIOHHON TEXHUKH.
JleificTByIOIIME TOCYIapCTBEHHBIE HOPMAaTHBHO-TEXHUYECKUE JOKYMEHTHI IPEJHA3HAUYEHbl TaKXKe s
o0ecriedeHns] KaueCTBEHHOTO BHEUIHETO BHAA JOKYMEHTOB. JIJii 3TOro B CTaHAApPT BKIIIOYEHBI
PEKOMEHAALNH 10 PACIIOJI0KEHHUIO PEKBU3UTOB Ha I0JI€ TOKYMEHTA U UX PALIMOHAIBHON KOMIIOHOBKE.
Cpenu pa3HOOOpA3HBIX CUCTEM YNPABIECHYECKOM TOKYMEHTALMHU, MCIOJIb3yEMbIX Ul JOKYMEHTUPOBAHMS
pas3INYHbIX YIPaBIEHYECKHX JecTBui, ocoboe 3HauUeHHe uMeeT cucremMa
OpraHU3alIOHHO-PACIOPSANTENILHON TOKYMEHTAIlUU, TaK KaK BXOJIINE B HEe JOKYMEHThI IPUMEHSIOTCS
B YUPEKACHUAX M OpPraHM3aLUAX BCEX YPOBHEH YIIPABICHMSA, HANpaBICHUH JEATEIbHOCTH U (OpM
COOCTBEHHOCTH.



Jlnst cucteMbl OpraHU3ALMOHHO-PACTIOPSIUTENILHOM JTOKYMEHTAllUU YCTAHOBJIEH COCTaB pPEKBU3UTOB,
BKJIIOYAONINN 29 HauMEHOBaHUH.

IIpakTH4Yeckoe 3aHATHE.
Bonpocwl ona oocyscoenusn:
Knaccudukarus ynpapieH4ecKoil TOKyMEHTaLUH.
OcHoBHbIE TpeOOBaHUS, TPEIBIBISIEMbIE K OPOPMIICHUIO JOKYMEHTAIIUH.
bianku AOKYMCHTOB U UX BHU/BI.
TpeboBaHus, IpebsBIsIeMbIe K TepOOBBIM OJTaHKaM.
[MonsTue u 3HaueHue hopmymnsapa-odpasia.
PexBU3UTHI U UX BUIBL.

o

Pacnonoxenue PCKBU3UTOB U X 3HAYCHUC.

Iucomennoe 3a0anue:
1.  CoctaBbTe CIIOBApUK OCHOBHBIX TEPMUHOB MO U3y4aeMOM TEME.
2. CocraBbTe aBTOOHOTpadHIO

3. Cocraere Tabmuity: [IpuemMbl 10puaIU4YeCcKOi TEXHUKH, TPUMEHEHHBIE TIPH 0POPMIICHHH JOKYMEHTOB
B OpraHax UCHOJHHUTEIbHOM BIACTH.

4. CocraBbTe cxeMy: DTanbl BHEAPEHUS 3JEKTPOHHOTO TOKYMEHTOO00pOTa B OpraHax MCTIOTHUTEIHLHOM
BJIACTH.

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThI.
1. CocraBbTe XapaKTEpUCTUKY
2. CocraBbre aBTOOHOTpAPUIO

Tema 3. OCHOBHbIE JOKYMEHTbI, perVIAMEHTHPYIOIIHE YIIPaBJIeHYEeCKYI0 aeATeabHoCcTh. (ITK-3)
Jlekumus.
ITo pony nesTeNIbHOCTH 1€JI0BbIE TOKYMEHTHI KIIacCU(PUIIUPYIOT HA CUCTEMBI IOKyMEHTALIUU:
- OpraHU3alMOHHO-TIPABOBAS;
- pacnopsiAUTEIbHAS;
- IIEpBUYHAs yYETHAS,
- 110 MaTepHAIbHO-TEXHUYECKOMY CHaOKEHHUIO U CHITY;
- II0 JIMNYHOMY COCTAaBY;,
- OTYETHO-CTaTUCTHYECKAsL.
2. ITo cnocoOy ¢ukcanyu HHPOPMALIUH:

- TMMMChMEHHBIC (WJIM PYKOITUCHO-TICUATHBIC) BKIIFOYAIOT B Ce0sl BCe JOKYMEHTBI, CO3JJaHHBIC PYKOITUCHBIM
WJIM MAIIMHOIIMCHBIM CITOCOOOM, a TaK)Ke M3TOTOBJICHHBIC HA MHOXHTEIBHBIX allliaparax U TUIOrpadCKuM
CII0CO0OM;

- K rpa)u4ecKiM JOKYMEHTaM OTHOCSTCS YEPTEXHU, Tpa(UKH, KapThl, pPUCYHKH, CXEMBI, TUIaHBL;

- aKyCTHYECKHE JOKYMEHTHI TO3BOJIIOT MTPOU3BOIUTH TOYHYIO 3alMCh U TIEpeiady 3ByKOBOW HH(pOpPMAIIUH,
IIUPOKO MCIOJIB3YIOTCS B paboTe CeKpeTapsl IPH COCTABICHUH AUKTOTPaMM, a TaKXe€ MPOTOKOJIMPOBAHUHT
COBCIIAHMIA;

- ®OTO- ¥ KMHO- TOKYMEHTHI MO3BOJISIIOT 3ale4aTyieTh OObEKTHI U SBJICHHUS, KOTOPBIE IPYTUMHU CPEICTBAMU
3a(hUKCUPOBATH TPYAHO WIH HEBO3MOXKHO.

3. Ilo HauMEHOBAHMIOPA3IMYAIOT CIEAYIOIIUME PA3HOBUIHOCTH JOKYMEHTOB: YCTaBbl, IPHKa3bI,
MHCTPYKLUU, IPABUJIA U T. 1.

[TomoxkeM HamcaTh paboOTy Ha aHATIOTUYHYIO TEMY

4. Tlo BuaM TOKyMEHTHI OBIBAIOT:

- TWUIOBBIE pa3pabaTHIBAIOTCS BBIMIECTOANIUMHI OPTaHU3ANMSIMH IS TIOABEIOMCTBEHHBIX M HOCST
00s13aTeNbHBIN XapakTep;

- TpUMEpHBIE pa3pabaThIBAIOTCS BBIMIESCTOANIUMHU OPTAHHU3AIUSAMU IS TOABEIOMCTBEHHBIX, HO HOCST
PEKOMEH/IaTeIbHBIN XapaKkTep;



- UHIUBUYyaJIbHBIC Pa3padaThIBAIOTCSl KOHKPETHBIMUA OPTaHU3AIUSAMU JIJIsl BHYTPEHHETO MOJIb30BAHUS;

- TpaapeTHBIC U3TOTORIISIOTCS THIIOTPA()CKUM CIIOCOOOM, ITPUYEM ITOCTOSTHHAS YacTh TEKCa OTIIeYaTaHa, a
JUTSL IEPEMEHHON MH(pOPMAIIMK OCTaBJICHBI CBOOOTHBIC MECTA.

5. Ilo cTenmeHn CIONKHOCTH Pa3jIMyaroT MPOCThIC JTOKYMEHTHI, 3aTPAarHBarOIINe OJWH BOIPOC, U CIIOXKHBIC,
cojiepIKalllie HECKOJILKO BOIIPOCORB.

6. Ilo mecTy cocraBiieHHs IOKYMEHTBI KIACCH(UIMPYIOT Ha BHEIIHWE W BHYTPEHHHE. BHyTpeHHHE
CO3JIAlOTCS JUIA PEIICHUS BOIPOCOB B TMPEICIIax OPraHW3allid, BHEIIHWE - BXOMASAMIAS M HCXOJIAIIas
KOPPECIOHICHITHS.

7. I1o cpokam UCTIONHEHUS JOKYMEHTHI MOAPA3ICIISIOT HA CPOUYHBIC U HECPOUHEIE.

8. ITo MPOUCXOKICHHIO JIOKYMEHTBI OBIBAIOT CITY)KEOHBIC M O(HUITHATBHO JIMYHBIC.

9. Ilo creneHu IIIaCHOCTH:

- OTKPBITBIC JJOKYMEHTHI;

- CEKPETHBIC;

- KOH(HICHIIAJIbHBIE.

10. ITo ropunuueckoit cuiie: MOATUHHBIE U MOJJIOXKHBIE. [loAIMHHEBIE B CBOIO O4Yepeb MOAPA3ACIIAIOTCS Ha
JEACTBUTEIBHBIEC U HEJICWCTBUTEIIbHBIE.

11. Ilo cranusam co3aHus TOKyMEHTA:

- IlomnuHHMK — mNepBOHAYANBHBIM JOKYMEHT, COIEpKalluil HCXOMHYIO HHGOpMalLUIo, HaIJIeKaluM
o00pa3zoM 0pOpMIICHHBIH.

- Komnus — 1OKyMEHT ¢ TOUHBIM BOCIIPOM3BEICHUEM PEKBU3UTOB MOATMHHUKA, COOTBETCTBYIOLIMM 00pa3zoM
3aBepeHHBIH. CreayeT pa3nuyarh Takhe Pa3HOBUAHOCTH KOMMIM, KaK BBIMHCKA U OTIYCK U TyOJIMKAT.
OTyck — monHas KOMHsI MCXOASIIET0 JTOKYMEHTA, OCTAIOLIAsACA y OTIpPaBUTENS, KOTOpas M3rOTOBISAETCA
OJTHOBPEMEHHO C MOJIMHHUKOM M TaKKe 3aBEpAETCS MOAIUCHIO.

Brinucka- pacrevyarka 4acTé JOKYMEHTA, a TyOJIMKaT — BTOPOM 3K3EMIUISP TOKYMEHTA, BhIJAHHBIN B CBA3H
Cc yTparoil nojiiuHHMKA. [lyOnuKaT v MOJIMHHUK 3aBEPSIIOTCS U UMEIOT PaBHYIO IOPUIMYECKYIO CUITY.

12. Tlo cpokam XpaHEHHs: MOCTOSIHHOTO XpaHEHHUs; BPEMEHHOTO XpaHeHus cBbime 10 jer; BpeMEeHHOTro
xpanenus 10 10 ner.

13. Tlo creneHun 00653aTEIBHOCTH TOKYMEHTHI OBIBAIOT MH(OPMAIIMOHHBIC, COACPIKAIIIUE CBEICHUS U (DAKTHI
O TPOU3BOJCTBEHHOW WM WHOW JEATENbHOCTH, U AUPEKTUBHBIE - OO0s3aTeNbHBIC [JIS HCIOJHEHWS,
HOCSIIIME XapaAKTEP IOPUIUYECKON HIIH TEXHUYECKON HOPMBI.

2.

OpraHu3allnOHHO-TIPABOBbIE JOKYMEHTBI OIPENENSIOT CTaTyC MPEANpUATUH, MOPSIOK MX paboTel. OHU
SBJIIIOTCS  OCHOBOIOJATAIOIIMMU B JIEATENBHOCTU JII0OOOTO MPENnpusTHsS U 00JadaroT BbICIIEH
opuaudeckoil cumoit. Ilens pa3paboOTKM  OpraHHU3aIlMOHHO-TIPABOBBIX JOKYMEHTOB — pallOHAJIBLHOE
paszenieHue M Koorepanus Tpyda MKy Mojapa3ieiaeHUusIMU U paboTHUKaMu. OpraHu3alMOHHO-TIPAaBOBBIE
JOKYMEHTBI COJEpKaT TMOJOKEHHUS, CTPOro oOs3aTeNbHbIE Al WCIOJHEHHs, OHU DPEaT3ylOT HOPMBI
aIMUHUCTPATUBHOIO MpaBa U SBIISIIOTCS NMPABOBOM OCHOBOM NESATEILHOCTH OpPraHU3alUM, MPEINnpUsITHH,
¢bupM. DT JOKYMEHTHI B 003aT€IbHOM MOPSAIKE MPOXOAAT MPOLEAYPY YTBEPKIACHHS YITOTHOMOUYEHHBIM Ha
3TO OPraHOM.

YcraB— cBOA MpaBWil, PErHCTPUPYIOUINX JEATEIbHOCTh OpraHU3alluH, YUYPEKICHHM, OOIIECTBEHHBIX U
Ipa)XIaHCKHUX, UX B3aUMOOTHOIICHUS C JAPYTMMHU OpPraHU3alldsiMHU, TpakJaHaMH, MpaBa U OOS3aHHOCTH B
ompeneneHHon cepe TocyTapCTBEHHOW U XO3IMCTBEHHOM JIEATEILHOCTH. YCTaB OpPraHM3aIliy 3aKpeTUIseT
OpraHMU3alOHHO-TIPaBOBYIO (OpPMY, HaUMEHOBaHHE, aJpPEC, OpraHbl YIPaBJICHUS M KOHTPOIS, MOPSIOK
pacnpezeneHus: NpuobLUIN U 00pa3oBaHus (OHIOB, YCIOBUS PEOPraHU3aLUU U JTUKBUIAILMH MIPEITPHUSITHSL.
OO01ue ycTaBbl YCTAaHABIMBAIOTCS BHICIIMMHU OpraHaMH T'OCY/IapCTBEHHOM BJIACTH M YNPAaBICHUS. YCTaBbI
TOCYAapCTBEHHBIX MPEANPHUATHI — BBIIIECTOSIIMMH MUHUCTEPCTBAMHU, YCTaBbl MYHMIIMIIAIbHBIX
MPEINPUITUI palOHHBIMHU M TOPOJCKUMHU aIMUHUCTPALIUSIMU, YaCTHBIX — BIIQJICJIbLIAMU U PETUCTPUPYIOTCS
B 00J1aCTHBIX, KPAaeBBIX aJIMUHUCTPAIIHSIX.



YupeauTenpHbIii  TOTOBOPCOACPKUT XApAKTEPUCTUKY IIPEIAMETa, LEeJIeH, NPUHLMIIOB JeATEIbHOCTU
OpraHu3aIiy, IpaBa M 00A3aHHOCTU YUYpEAMTENEH, COCTAaB M KOMIIETCHILIMIO OPTaHOB YIPABJICHUS, CPOK
JEeUCTBUS U MOPAJOK MpeKpalleHus 1oroBopa u 1ap. Ha ocHOBaHUM ycTaBa OpraHM3aluu pa3padarbiBaeTCs
ee CTpyKTypa (YKa3bIBAaIOTCS CTPYKTYPHBbIE IOApA3/eiCHUsI) W ONpeAessieTcs INTaTHas YUCIEHHOCTh
(IOMIKHOCTH, KOJIMYECTBO WITATHBIX €OUHUI]). B IITaTHOM pacnucaHMM YKa3blBa€TCd U 3aKpeIruisieTcs
YHCJICHHBIM COCTAaB OPraHM3aluy U yKa3bIBaeTCs (poH 3apabOTHOM TUIATHI.

B npaBuiiax BHyTpeHHETO TpyaoBoro pacnopsiaka (BTP) opranu3zaium yka3sIBarOTCs CIEIYIONTHE Pa3aCIIbl:
1. Obume moaoKeHusl.

. [lopsinok npuema, nepeBosia v yBOJIBHEHHUS CITyKalllHX.

. OcHOBHBIE 00SI3aHHOCTH CITY)KAIHX.

. OcHOBHBIE 00513aHHOCTH aIMUHUCTPALIUH.

. Pabouee Bpems U ero ucnosiab30BaHUE.

. [oompenue 3a ycrexu B padote.

. B3bICckaHue 3a HapylIeHHe TPYAOBOU JUCLUIIIINHBL.
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. BHYTpHOOBEKTHBIN PEXHM.

9. Opranunzanus paboThI.

BTP o6cysxnatorcst Ha coOpaHuu TPYAOBOTO KOJIJIEKTUBA M YTBEPKIAIOTCS PyKOBOJIUTEIEM OpraHU3aIuu.
[TonoxxeHue — 3TO HOPMATUBHBIN aKT, YCTAHABIMBAIOUIMNA MOPSA0K 00pa3oBaHHs, CTPYKTYpY, (QYHKLHUH,
KOMIETEHIIUIO, O0sI3aHHOCTH M OPTaHU3AIMI0 PabOThl CUCTEMBI TOCYJapCTBEHHBIX OPraHOB, OHOTO OpraHa
WIN CTPYKTYPHBIX TOJIpa3IeIeHU.

WHucTpyKkuusa —1paBoBO# akT, U3JaBaeMblii OpraHOM rOCyAapCTBEHHOTO YIPABIEHUS B LIESAX YCTAHOBIICHUS
MpaBWI, PETyIUPYIOMIMX OPraHU3alMOHHYIO, TEXHOJIOTUYECKYI0, (DMHAHCOBYIO W HHBIE CIIELUAJIbHBIC
CTOPOHBI JIEATENbHOCTU NPEeanpuaTus (UX MoapasfeNeHuil U cioyxk0), AODKHOCTHBIX JIMI[ U TpakIaH.
WucTpykuus sBASETCS HOPMATUBHBIM aKTOM, PETVIAMEHTHPYIOIIUM pa3nyHble BOonpockl. OHAa paccunTaHa
Ha JUIUTEIbHOE NMPUMEHEHHE U MOITOMY HE COACPKHUT YKa3aHHM Ha KOHKPETHBIX HCIOJHUTEIEH U CPOKU
WCTIOTHCHUS QYHKITUH.

JIOJIKHOCTHAsI MHCTPYKLMS HOPMAaTUBHBINM JOKYMEHT, U3/1aBACMbIll OPraHU3alUeH B LIEJAX perlaMeHTaluu
JESTeIbHOCTH, OPTaHU3AI[MOHHO-TIPAaBOBOTO  IOJIOKEHUS pabOTHHMKA, €ro OO0s3aHHOCTEW, Tpas,
OTBETCTBEHHOCTH U oOecredeHusl ycloBusi ero 3(PQexTuBHOU paboThl. J[ODKHOCTHYIO HWHCTPYKIIUIO
pa3pabarbIBaeT HETIOCPEACTBEHHBIN PYKOBOAUTENb PAOOTHUKA, NESTEILHOCTh KOTOPOTO OH PerIaMEHTUPYET
U KOHTPOJIMPYET.

PernmameHT — TpaBOBOM akT, YCTaHABIMBAIOLIUI IOPAJOK JEATEILHOCTH PYKOBOJCTBA OpPTraHU3ALUH,
KOJUIETHAJIBHOTO WJIM COBELATEILHOIO OpraHa.

BHeceHne M3MEHEHUH B OpraHM3allMOHHBIE JOKYMEHTBI (CTPYKTYpY M IUTaTHYIO YHCIEHHOCTb, IITaTHOE
pacnucaHue, JOKHOCTHBIE TpeOOBaHUS K PaOOTHHKAM, PeXHM padOTHl, @ TAKXKE B paCHpeAciiCHHE H
nepepacipeeneHie 00sf3aHHOCTEH MEXAy PpPYKOBOACTBOM IPOU3BOIATCS IPHUKA30M PYKOBOIAMTEIS
OpraHu3alMH. )

3.

PacniopsimuTenbHble JOKYMEHTBI SIBISIFOTCSI CPEJICTBOM Iepefayd MUCHhMEHHBIX YKa3aHUW MOAYMHEHHBIM
OpraHM3alysIM WIH KOHKPETHBIM UCHOJHUTENsIM. B HUX odopmisercs pacnopsauTenbHas AESTeIbHOCTD
KOMIIETEHTHBIX ~OpPraHOB U  eAMHOHayalbHUKOB.K  pacmopsauTensHOW  JOKYMEHTAllMd  OTHOCHT:
MOCTaHOBJICHUS, PEIICHHUS, PACTIOPSKEHUS, PUKA3bI, YKa3aHHUSL.

[TocraHoBNEeHHE — MPaBOBOM aKT, NMPUHHMAEMbId B IENSAX pa3pelieHus HaumOosjee BaKHBIX 3alad U
YCTaHOBJICHUS CTAOMIBHBIX HOPM U TIPaBUJI.

[Ipuka3 - mpaBOBOM aKT, M3JAaBAEMbII PYKOBOAMTEIEM, JAEHCTBYIOIIMM HAa OCHOBE €IWHOHAYaIMs, IS
peIIeHus] OCHOBHBIX U ONEPATHUBHBIX BOMPOCOB, CTOSIIIUX TMEepe MpeaAnpusaTueM. B mprkazax mo oCHOBHOM
NESATEILHOCTH PEIIAIOTCS BOIMPOCHI TPOU3BOJCTBEHHO-XO3SMCTBEHHOW JESITCIBHOCTH, TUIAHUPOBAHUS,
OTYETHOCTH, (uHAHCHpOBaHUs. [IpUKa3bl MO OCHOBHOW NEATETLHOCTH HM3MAIOTCS B CIydasx CO3JIaHMS,
peopraHu3ay Wi JIMKBUJAIMA OpPTaHU3AIMK, TPH YTBEPKIACHUH CTPYKTYPHl W IITATOB, BBEACHUS B
NEHUCTBUE METOAMYECKUX JOKYMEHTOB (TOJOXKECHHUH, JODKHOCTHBIX WHCTPYKIUM), TIPH  CO3TaHUH
BPEMEHHBIX KOJUIETHATIBLHBIX WM COBEIIATEIbHBIX OPTaHOB.
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VKkaszaHue — TIpaBOBOM aKT, M3JaBAa€Mbl €IMHOIMYHO PYKOBOAUTEIEM OpPraHU3aldd WU  €T0
3aMECTUTEISIMH NIPEHMYIIECTBEHHO IO BOMPOcaM UH()OPMAIIMOHHO-METOAMYECKOTO XapaKTepa, CBI3aHHBIM
C OpraHu3anueidl BBIIIOJIHEHMS IIPUKA30B, MHCTPYKLUM U Jp. aKTOB. B HEKOTOPBIX OpraHu3anusax
HCIIOJIB3YIOT PELICHUS.

Pemenue — npaBoBOM aKT, IPUHUMAEMbIN KOJUIETUAIBHBIMU U COBEILATEILHBIMU OPraHAMU YUPEXKACHUHN B
LENAX pa3pelieHusi Haubojee BaXXKHBIX BOMPOCOB MX AEATEIbHOCTH. COBMECTHBIE PAaCHOPSAUTEIBLHBIC
JOKYMEHTBl OpraHu3allMid (COBMECTHBIE pEIIEHUs, IPUKA3bl) HMEIOT OAMHAKOBYIO IIPABOBYIO CHILY
PaCIOPSAUTEIIBHOTO JOKYMEHTA KayKI0M OpraHu3alvy, IPUHUMABIIEH 3TOT JOKYMEHT

PacniopsikeHne— mnpaBOBOM aKT, HM3JaBA€MbIil E€AMHOJIUYHO PYKOBOAMTENIEM OpraHM3aludd B IEJISIX
pa3pelleHus ONepaTuBHBIX BOMPOCOB. PacnopsyKeHMs Takke U34al0T 3aMECTUTENH NIEPBOTO PYKOBOIUTEIS
OpraHu3alK, PYKOBOJAUTENIN CTPYKTYPHBIX OAPA3ACICHUM.
IIpakTnyeckoe 3ansATHE.
Bonpocwul ona oocyrsncoenusn:
1.Opranu3aioHHO-paciopsAUTEIbHAs TOKyMEHTAlMs B YIPaBICHUECKOM 1eATeIbHOCTH.
2. UndopmanimoHHOCTIpaBOYHAS IOKYMEHTAIIHS.
3.JloKyMeHTBI IO OpraHU3aluu padoThl C IEPCOHATIOM MPEATPUSATHUSI.
4.CnyxeOHast mepenucka

Hucemennoe 3a0anue:
1. CocTaBute CIy)KEOHYIO 3aITHCKY.

2. HamumuTe, B YeM 3HaUY€HHE ONTHUMM3AINUN TOKYMEHTOO0OPOTa B OpraHax MCHOJIHUTEIBHONW BIACTH TS
OCO3HAHMs COIHUAJBHOW 3HAYMMOCTH CBOEH Oynymedl npodeccuu, MNPOSBICHUS HETEPIUMOCTH K
KOPPYNLUOHHOMY MOBEICHHIO, YBAXUTEIHHOTO OTHOLICHHEM K MpaBy M 3aKOHY, OOJIaAaHuUs 10CTAaTOYHBIM
YpOBHEM PO ECCHOHAIBHOTO IPABOCO3HAHUSI.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1.Kakue cymecTByIOT paBuia MOATOTOBKU TEKCTOB IOPUANYECKHUX TOKYMEHTOB.

Tema 4. Opranuzanus 10KyMeHTO000poTa U McnoHeHust JokyMeHTOB (ITK-3)
Jlekumus.
Opranmsanus AokyMeHTooOopora. OpraHuzarusi JOCTaBKM JOKYMEHTOB. llpwem, o0OpabGoTtka u
pacnpeziefieHue TMOCTYNMAIUX JTOKyMeHToB. OpraHuzanus oOpabOTKM U Tepenadyd OTIPaBIIIEMbIX
noKyMeHTOB. [Topsiok mpoxok1eHus: BHYyTPEHHUX TOKYMEHTOB. PaboTa nucnoigHuresneit ¢ TOKyMeHTaMu

JIOKyMEHTO0B0POT — JIeSATENHHOCTD 10 OPraHU3ALMU ABIKCHHUS JOKYMEHTOB HA MPEANPUATHN C MOMEHTA
X CO3JaHUsl WIM TOJXY4eHMsl [0 3aBEpLICHMs] MCIOIHEHMSA: OTHOPaBKUM U3 OpraHu3zauuud u (Win)
HarpaBJIeHUs B apxuB. JJOKyMeHTOOOOPOT — 3TO JBM)KEHHE JTOKYMEHTOB C MOMEHTA UX IOJyYEHHs MU
CO3aHMs 10 3aBEPIICHUs UCIIOJHEHHUs, OTIPABKU WM CIA4d B J€10. PaznuyaroT Tpu OCHOBHBIX ITOTOKA
JOKyMEHTaIu: JIOKyMEHTBI, IOCTYAIOIIKE B OpraHu3amuio, npoxoasit: CeKpeTHbIH JOKyMEHTOOOOpOT.

VcnonHenue NOKyMEHTa IMpeaycMarpuBaeT cOop u o0paboTKy HeoOxoaumoil mHpopMmalu, MOATOTOBKY
NpOEeKTa JIOKYMEHTa, €ro OQOpMIICHHE, COIVIACOBAHME, IPEJICTaBICHHE HA TMOANUCH (YTBEp)KICHHE)
PYKOBOJICTBY AT€HTCTBA MJIH YIPABJICHUS, TOATOTOBKY K MEPECHUIKE aapecary.

IIpakTnyeckoe 3aHsATHE.
Bonpocwul ona oocyrsncoenusn:

1.Opranuzanus J0KyMeHTOo00O0poTa.
2.0Opranuzanus 10CTaBKU JOKYMEHTOB.

3.ITpuem, 0OpaboTka 1 pacnpeneneHre MOCTYNAIMMX JOKyMeHToB. Opranuzanust o00paboTku U nepeaadu
OTHPABJISIEMbIX JTOKYMEHTOB.

4.T1opsiiox MpOXOXKACHNUS BHYTPEHHUX JI0OKyMEHTOB.
5. Pabota ucnonmuureneit ¢ JOKyMEHTaMH

ITucomennoe 3a0anue:
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1. CocTaBbTE HOMEHKJIATYPY HEI.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

1. VYrnybonenHoe mzydenue «lIpuMepHON HHCTPYKIMH IO JIEIOTPOU3BOJCTBY B TOCYAApPCTBEHHBIX
opraHax ympaBlieHHs oOpa3zoBaHueM cyObekToB Poccuiickoit ®eneparum» (yrB. MunobOpazoBanuem PO
06.05.2002)

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
banibHO-peHTHHTOBBIE MEPOTIPUSTHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
IInceMenHoe 3ap1anue

Tewma 1. IlonsiTue, nenpb, o0mue TpeOOBAHUS K CO3aHUIO TJOKYMEHTOB

Beinucars tepmunbl:  FOpuaunueckas texHuka, FOpuanueckuit nokymeHT, HopMaTuBHBINM IIPaBOBOM aKT,
3axoH, Ilog3akonssiii akt, IIpaBoTBOpUecTBO, 3akoHOAaTENbCTBO, CTaauU 3aKOHOAATEIBHOIO IpoLecca,
AKT TONKOBaHMsA mpaBa, IlpaBompumenutenvhblii akt, Koandukamus, Konconmmmanus, Mukxoproparms,
[TpaBonpuMEHHUTENBHBINA MPOIIECC U er0 OCHOBHBIE cTaauu, CyneOHbIi aKT.

Tema 2. IIpaBuia moaroTroBKu u 0hopMIICHHUS JOKYMEHTOB
1. CocraBbTe C10BapuK OCHOBHBIX TEPMHUHOB I10 U3y4aeMOM TEME.
2. CocraBbre aBTOOHOTpAPUIO
3. CocraBbre Tabnuiy: [IpreMbl IOpuAMYECKON TEXHUKH, TPUMEHEHHBIE ITPU 0POPMIICHUN JOKYMEHTOB B
OpraHax UCIOJHUTEILHON BIACTH.
4.  CocraBbTe cxeMy: DTarbl BHEAPEHUS 3JIEKTPOHHOTO JTOKYMEHTO000POTa B OpraHax MCHOJIHUTEIbHON
BJIACTH.

Tema 3. OcHOBHBIE TOKYMEHTBI, PETIAMEHTUPYIOIIHE YITPABICHYECKYIO JEITEIEHOCTb.
1. CocraBure Ciry>KeOHYIO 3aIUCKY.

2. HanumuTe, B 4eM 3HaUY€HUE ONTHUMH3AIUU JOKYMEHTOOOOPOTa B OpraHax MCIOJHUTEIbHON BIACTH IS
OCO3HAHMS COLMAJbHOW 3HAYUMOCTH CBoeil Oymymieil mnpodeccuu, MNpOABIECHUS HETEPIUMOCTH K
KOPPYIIIMOHHOMY MOBEJIEHUIO, YBAKUTEIHOTO OTHOIIEHHEM K IPaBy M 3aKOHY, OOJIaaHUs 10CTAaTOUYHBIM
ypOoBHEM Ipo(heCcCHOHAIBHOTO MPAaBOCO3HAHMUS.

Tema 4. Opranuzanus J0KyMEHTOOO0pOTa U UCIIOTHEHHUS TOKYMEHTOB
1. CocTtaBbTE€ HOMEHKIATYPY JEII.

CobecenoBanue

Tewma 1. IlonsiTue, nenpb, o0mue TpeOOBAHUS K CO3aHUIO TOKYMEHTOB
2.HazoBute ocHOBHBIE (DyHKIIUH TOKyMeHTa. YeM xapakTepusyeTcs Kaxkaas QyHKuus?

3.KakumMu HOpPMATUBHBIMU JOKYMEHTaMH pPEIIaMEHTHPYIOTCS OCHOBHBIE TEPMHUHBI B  00JacTH
JEeJOTPOU3BOACTBA?

4. HazoBuTe COBpeMEHHBIC BUABI HOCUTENCH HHGOpMAITHH?

5. KakuM 3akOHOM YCTaHaBIMBAETCS IIPABOBOM pEXHMM CO3JAaHUSA, XPaHEHMs] U MCIOJIb30BAHUSA
UH(OPMAIMOHHBIX PECYPCOB?

6. Uem oTiMyaeTcs JOKYMEHT JIMYHOTO MPOUCXOXKIACHHUS OT O(QUIIHAIEHOTO T0KyMeHTa?

7. Yto o0ycrnaBnuBaeT IOPUINIECKYIO CHITY O(PHUITHATBHOTO TOKyMEHTa?
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8. Kax meHnstorcst neiicTBust pyHKIMI BO BpeMeHU?

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit mokymeHT, HopMaTuBHBINA MPaBOBOM aKT,
3akoH, [Tog3akonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauK 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenutenbHbI akT, Kommdukanms, Koncommmanwms, WMukopmoparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTauu, CyeOHBIN aKT.

Tewma 2. [IpaBuina noaroToBKu 1 0pOpMIICHUS JOKYMEHTOB
TpeboBaHus, IpenbsBIsIeMbIe K TepOOBBIM OJTaHKAM.
[Tonsarue u 3HaueHue Gopmynsapa-odpasua.
PexBU3UTHI U X BUIBL.

NS n ok

Pacnonoxenue PCKBU3UTOB U X 3HAYCHUC.

IIuceMenHOEe 3amanue:

CocraBsre aBTOOMOTpaduios. CocTtaBpTe cXeMy: OJTanbl BHEIPEHHS SJIECKTPOHHOTO
JOKYMEHTO000pOTa B OpraHax MCIOJHUTEIbHON BIACTH.

Tema 3. OcHOBHBIE JOKYMEHTBI, pEIIAMEHTHPYIOLIHIE YIIPaBIEHUYECKYIO IEATEIbHOCTb.
1.Opranu3anMOHHO-PACIOPAIUTENbHAS JOKYMEHTAIS B YITPABICHYECKON IS TEIbHOCTH.
2. NadopMalimoHHOCTIpaBOYHAs TOKYMEHTAIIHS.
3.JIOKyMEHTHI 110 OpraHU3alHy paboThI C IEPCOHAIOM IPEIIPHUATHS.
4.CnyxeOHast Iepenucka

Tema 4. Opranuzanus J0KyMEHTO000pOTa ¥ UCIIOTHEHHUS TOKYMEHTOB
1.Opranu3zarus JOKyMeHTO000poTa.
2.0OpraHusanus 10CTaBKH JOKYMEHTOB.

3.Ilpuem, 0O6paboTKa U pacHpeereHHe MOCTYNAMUX J0KyMeHTOB. Opranu3amnus o0paboTKu U mepenadn
OTHPAaBISIEMBIX JOKyMEHTOB.

4.ITopsaoK MPOXOKICHHUSI BHYTPEHHUX IOKYMEHTOB.
5. Pabora ucnionuureneit ¢ JOKyMeHTaMHU

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIUILTNHE IPOBOAUTCS B OopME IK3aMeHa

Tunosbie Bonpockl 3xk3ameHna (I1K-3)
1. ITonsiTue NTOKyMEHTA.
2. OCHOBHBIE IIPU3HAKU U CBOWCTBA JOKYMEHTA.
3. dyHKUIHUM TOKYMEHTA.
4. FOpuanueckas cuiia J0KyMEHTA.

5. 3HaueHue AOKyMEHTOOOOpOTa M JOKYMEHTHpPOBaHHMS B OpraHu3alldd ammapara rocyigapcrsa. 6.
HopMmaTtuBHO-TIpaBOBbIE JTOKYMEHTHI, DPETIaMEHTHPYIOIIUE MPOLECChl JOKYMEHTHPOBaHHUS B OpraHax
WCIIOJTHUTENbHOM BIACTH.

7. Buzpl O1aHKOB, TPUMEHSIEMbIX OPTaHU3AIMSIMH.

8. PexBu3UTHI, (OpMUpYIOUIHE TOKYMEHTHI U OJIaHKM B JI€JOMPOU3BOACTBE OPraHOB HCIIOJIHUTEIHHON
BJIACTH.

9. [IpaBuna opopMieHUs JaThl B JOKYMEHTE.

10. Iopsinok opopmieHHus peKBU3UTa «Aipecar.

11. CriocoObl yTBEPKICHUS TOKYMEHTOB.

12. Yto orpaxkaercs B peszomtonnu? KakoB mopsgok ee opopmiieHus?

13. IIpaBuna oopMiIeHUS TPUITIOKECHHSL.

14. O opmienue noanucu B NUCbME, aKTe, IIPOTOKOJIE.

15. lns yero Heob6xonuma oTMeTKa 0 3aBepeHnn konuu? CrocoOsl ee 0hopMITCHHUS.
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16. Buas! neuareil. [IpaBuiia npocrasnenus nedatu B pekBusnure «lloanucey»?
17. lns wero Heobxonumo commacoBanne nokymenTa? Kak opopmirsitores rpud v Bu3a corimacoBaHus?
18. Kakue cBeneHNs yKa3bIBalOT B CIIPABOYHBIX JAHHBIX?
19. Y3 yero cocTouT perucTpalOHHbIN HOMEP UCXOAIIETO TOKYMEHTA.
20. IlepeuncauTe 3Tansl MOArOTOBKH IIPUKA3a.
21. Kakue TpeboBaHMs MPEABABISIOTCS K TEKCTY MUChMa?

22. Kakue BuAbl JOKYMEHTOB OTHOCSTCS K OpPraHU3allMOHHO-PACIIOPSAUTENBHBIM JOKyMeHTaM? 23. Jlns
4ero HeoOX0IUM MPOTOKOI? OCOOEHHOCTH ero 0(OpMIICHHS.

24. Kakue BUBI COCTABIIAIOT TPYIIY CHPAaBOYHO-MH(POPMAIIIOHHBIX JOKYMEHTOB?

25. Yro orpaxaet akt? [IpaBumna ero opopmieHwus.

26. Kakue TpeOGoBaHUS IPEIBSIBISIOTCS K CIIy>)KEOHBIM U JAOKIAIHBIM. 3anmuckamM? B 4em 0cOOEHHOCTH HX
oopmnenus?

27. OcHoBHbIe TpeOOBaHUS K 0O(POPMIIEHHUIO CITy>KeOHBIX nuceM. Kakue pa3sHOBUAHOCTH MUCEM BbI 3HaeTe?
28. Uto Takoe T0KyMEHTOOOOPOT

29. OcHOBHBIE MpaBHiIa JOKYMEHTOO00POTA.

30. Kakue TpeOoBaHUs MPEABSIBISIIOTCS K TIEPBUYHON 00pabOTKe BXOIAIIUX TOKYMEHTOB?

31. DTansl JOKYMEHTUPOBAHMSI.

32. Tlepeuncnure 3Tanbl paboThl ¢ BXoasmuMu AokyMeHTamu. 33. Kakue TpeGoBaHUS NPEIbABISIOTCS K
00paboOTKe UCXOMSIINX JOKYMEHTOB?

34. IloHsTHE M OpraHU3aIUsl HOMEHKJIATYPhI €.
35. IlonATue 1 3HaUEHUE AIEKTPOHHOTO TOKYMEHTOO00POTA.

TunoBble 3axanus s dxk3amena (ITK-3)
He npenycmotpeHo.

4.4. llIkana oueHUBaHUS TPOMEKYTOUHOM aTTeCTALMKI

JleckpunTopsl (YpOBHU) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Orenka Kommnerenmu
TOCTHKEHHMSI pe3ynbTaTa)
IIK-3 Ha ommuyHoM ypoBHE  HCHOIB3yeT (OPMBI  OpraHU3alUU
JOKYyMEHTO00OpOoTa ¥ TNPUMEHsAET  MpaBwia  oQopMIICHUS
JOKyMEHTOB B OpraHax TOCYJapCTBEHHOH BJIACTH W MECTHOTO
COTIHHOR caMOyIIpaBJIeHUs, B TOM Yucjie B HUPPOBOM ¢opMare, a TaKKe

CaMOCTOSITENIbHO  BBISIBJISIET OCHOBHBIE HAIPABICHUS Pa3BUTHSA
JOKYMEHTOO00pOTa B CHCTEME OPTraHOB HCIIOJHUTEIBHON BIACTH
Poccuiickoit  ®@eneparuu. OTBET MNOCTPOEH JIOTMYHO, Marepual
U3JIaraeTcs YeTKO, SICHO, XOPOILLIUM SI3bIKOM, apIryMEHTHPOBAHO

IIK-3 Ha xopomem ypoBHe wWcmoib3yeT (OpMBI  OpraHU3aIMHN
JOKYMEHTOO0OpOoTa ¥ TNPUMEHsAET  MpaBwia  opopMIICHUS
JOKYMEHTOB B OpraHax TOCyJapCTBEHHOM BJIacTU M MECTHOTO
caMOyIIpaBJeHUs, B TOM Yucjiae B HUPPoBOM ¢opMare, a TaKKe
XOpOIIO BBISIBIISIET OCHOBHBIE HampaBJICHUS pa3BUTHA
JOKYMEHTOO00pOTa B CHCTEME OPTraHOB HCIIOJHUTEIBHON BIACTH
Poccuiickoit  ®@eneparuu. OTBET MNOCTPOEH JIOTMYHO, Marepual
U3JIaraeTcs XOPOIIUM SI3bIKOM.

«Xopommo»

IIK-3 Ha ngocratouyHoM ypoBHE HCHOIB3yeT (OPMBI  OpraHU3aAINH
JOKYMEHTOO0OpOoTa ¥ TPUMEHsAET  MpaBwia  oQopMIICHUS
JOKYMEHTOB B OpraHax TIOCyJapCTBEHHOM BJIacTU M MECTHOTIO
caMOyIipaBJeHHUs, B TOM 4uciie B mudpoBoM dopmare, ¢ TpyaoM
BBISIBJISIET OCHOBHBIE HANpPAaBIICHUS Pa3BUTHS JTOKyMEHTOOOOpOTa B
CHUCTEME OPraHOB MCIOJHUTENBHOM BiaacTu Poccuiickoit denepanuu.
OTBeT He Bceraa JIOTUYHO BBICTPOEH, Marepuan usjiaraercs 0es
MPUMEHEHUS HayYHON TEPMUHOJIOTHH.

«YAOBJICTBOPHUTCIBHO»




[1K-3 He wucnons3yer ¢Gopmbl OpraHu3anuu JTOKYMEHTOOOOpPOTa U HE
OpUMEHSeT TpaBWwia O(GOpMIEHHS JIOKYMEHTOB B  OpraHax
roCyAapCTBEHHON BIACTH U MECTHOI'O CAMOYIIPaBJICHUS, B TOM YHCIIE
«HEYIOBJIETBOPUTEIILHO B uuppoBoM Qopmare, a TaKKe HE BBIABISET OCHOBHBIC
HalpaBJIEHUs] Pa3BUTHS JOKYMEHTOOOOpOTa B CHCTEME OpPraHoOB
HCnoaHUTENbHOW Biactu Poccuiickont @eneparuu. HeyBepeHHo u
JIOTUYECKHU HETOCIEN0BATEIbHO U3JIaracT MaTepuall.

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 10 OCBOEHHM IO TMCIUILIMHBI (MOXYJIA)
5.1 Meroauueckue yKa3aHus IO OPraHU3alUN CaMOCTOSITEIbHOIM paboThl 00yUYaromuXCs:

[Mpuctynass K W3Y4YCHUIO AMCUMUILUIMHBI, B TEPBYIO OYepenb OOyYaromMMCS HEOOXOIUMO O3HAKOMHTHCS
comepkanremM paboueii mporpammbl aucturumabl (PIT[]), koTopas ompenenseT comepskaHue, oObem, a
TaKXKe MOPAIOK N3yUSHHsI U TIPENOAaBaHus y4eOHOU AUCITUTUINHBI, €€ pa3/elia, YacTH.

Jlnist caMOCTOSTeNbHON pabOThl BAKHOE 3HaUE€HUE UMEIOT pa3zienbl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeTouuecKkoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHMe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfelbl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKE BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
peKxoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, IMPOrpaMMHOE OOecCIeyYeHue,
npodeccroHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpedyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIHUITIHHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jekauu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM [IOMOJIHUTEIbHOU
JIUTEPATYPBL;

- IPY CAMOCTOSITEIBHOM M3YyYE€HHH TEOPETUYECKON TEMBI CAENATh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JJIsI CAMOCTOATEIILHON pabOThI, TTO TeMe MpecTaBieHHbIe B yHKTe 3.2 PIT/I.

- [P MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHUTEPaTYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia U PEeKOMEHIOBAHHBIX
VCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKnu JOJKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KoHCeKT MOKeT OBITh BBITIOJIHEH B paMKax pacliedyaTKH BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa W3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JHUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETAETCS CAMUM CTYIAECHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:
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- JleNaTh 3allUCH 1O XOAy YTEHHs B BUJAE MPOCTOTO WM Pa3BEpHYTOro IulaHa (CO3[aBaTh NEpedyeHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0)KEHUE OCHOBHBIX MBICIICH aBTOpa);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PadOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeHaIMy 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist co CTyJEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIA OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO COJIEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- pPalMOHAJILHOCTD UCIIOJIb30BAaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((PEKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MMOCOOMI M TEXHUYECKUX CPEICTB IPH
OTBETE;

- CTIOJIb30BaHHUE JOTIOTHUTEIBHOTO MaTepHaa;

- palMOHAJIBLHOCTD HUCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/IaHue.

VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo odpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEPKaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COICpPKaHUS U JIMTEPATyphl), MpaKTUUeCcKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aleKBaTHOCTh MCIOIb30BAHUSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTh MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YATAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBo€ OQOpMIIeHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSAM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOJTHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkeHus, d3PpdextuBHOoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHsS JIOCTHXKEHHUSA
PEe3yIBTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeTOoANYecKOe U HHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. BapanoB B. M., KonokonoB H. A., bapanosa M. B., Hcakos B. b., Tonctuk B. A., IlapdenoB A. B.,
MockanbkoBa T. H., Uepauxo B. B., I1laGypoB A. C., Ilnerauxo B. C., CuBuukwuii B. A., Typanusn B. 1O.,
I'y6aeBa T. B., Kaprun K. B., KoneB A. H., JlaBeigoBa M. JI., Hukutua A. B. FOpuauueckas TexHHKa :
YueGuuK 11s By30s. - Mocksa: FOpaiit, 2020. - 493 c. - Tekcr : anexrponnstii // IBC «HOPAUT [caiir]. -
URL: https://urait.ru/bcode/455519
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2. Topoxosa C. C. FOpuanueckasi TexHUKa : YYeOHUK U MPAKTUKYM JJIsi BY30B. - IIEp. U JOM; 2-€ U3[.. -
Mockpa: IOpaitr, 2021. - 311 c. - Texcr : omexrponnsii // DBC «FOPAWUT» [caiit]. - URL:
https://urait.ru/bcode/469165
3. KysmenoB WM. H. JlokymeHTanmoHHoe oOecreueHre yrpaBieHus. JIOKyMeHTooOOpoT U

JIEIOTIPOU3BOICTBO : YUEOHUK U MPAKTUKYM JIJISl BY30B. - Iep. u A01r;, 3-¢ u3l.. - Mocksa: FOpaiT, 2021. -
461 c. - Tekct : anexktponHsIit // IBC «FOPAUT) [caiit]. - URL: https://urait.ru/bcode/468462

6.2 JlonosHUTENBHAS IUTEpPATYpA:

1. I'puropreB A. C. IOpunnueckas TexHuka : YaeOHoe mocooue s By3oB. - Mocksa: FOpaiit, 2020. - 183
c. - Teker : anexrponnsrit // DBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/451778

2. bant B. C. FOpuanueckas TeXHUKa B cxemax : Yd4eOHoe mocobue Ajisi By30B. - HCTpP. U AOI; 2-€ U31I.. -
Mockpa: FOpaitt, 2021. - 103 c. - Tekcr : smekrpommbiii // DBC «HOPAUT» [caiir]. - URL:
https://urait.ru/bcode/474084

3. Ocunos, M. 0. Teopus rocymapcTBa u mpaBa : y4eOHHK. - Becb cpok oxpaHbl aBTOPCKOTO TIpaBa; Teopwust
rocyaapcTsa u npasa. - Mocksa: A [1lu Ap Menua, 2021. - 323 c. - Tekcr : anekrponnsiii / [IPR BOOKS
[caiiT]. - URL: http://www.iprbookshop.ru/105665.html

4. KomapoB C. A. O6mas Teopus rocyiapcrsa U mnpasa : Y4YeOHUK Ui BY30B. - UCHp. U J0M; 9-¢ U3M.. -
Mockpa: FOpaiit, 2021. - 506 c. - Tekct : smexrpommbii // DBC «HOPAUT» [caiir]. - URL:
https://urait.ru/bcode/472293

5. CremanoBa, E. H. Cucrtema a1eKTpOHHOTO JOKYyMEHTO00O0poTa (00IauyHoe pelieHue) : yuebHoe mocoodue.
- Bech cpok oxpaHbl aBTOPCKOTO MpaBa; CucteMa 3JIeKTPOHHOTO JOKyMeHToo0opoTa (00IayHoe perieHHe).
- Mocksa: A#t Ilu Ap Menua, 2021. - 182 c. - Tekcr : anekrponnsii / IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/101357.html

6.3 VlHble UICTOYHUKHU:

1. bubnuoteka Hay4HOU U yueOHOM uTepatypsl - http://sbiblio.com - http://sbiblio.com

2. T'ymanurapHas  oJekTpoHHass  OmOnmmoreka -  http:/www.lib.ua-ru.net/katalog/41.html -
http://www.lib.ua-ru.net/katalog/41.html

3. Hay4yHo-mpakTHUeCKUl IOPUANYECKUI KypHaT «AKTyallbHbIe MPOoOIeMbl poccuiickoro mpasa» - URL:
http://www.nbpublish.com/apmag/view page 231.html -
http://www.nbpublish.com/apmag/view page 231.html

4. Tlopran "I'ymanutapHoe oopazoBanue" - http://www.humanities.edu.ru/ - http://www.humanities.edu.ru/
5. Caiir "Poccuiickas razera" - https://rg.ru/ - https://rg.ru/

6. CiioBapu u >HIMKJIONIEIUH OHIaiH - http://dic.academic.ru/

7. FOpuanueckast oubmuoreka «FOpuctJIudy - http://www.juristlib.ru/ - http://www.juristlib.ru/

8. denepasbHBI HayuyHO-TIpakTHUecKuii xypHan «HOpuct» - http://lawinfo.ru/catalog/magazines/jurist/ -
http://lawinfo.ru/catalog/magazines/jurist/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue U CHUIIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIE 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATUN 11O JUCHUITIINHE HGOGXO,Z[I/IMO CJICAyomee MarcpruaJIbHO-TCXHUYCCKOC
OGCCHC‘-IGHI/ICZ yqe6HHe ayauToOpruun Jid TIPOBCACHUA 3aHATUN JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX M HHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYyLIEr0 KOHTPOJIA M IIPOMEXKYTOYHOM arrecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHus yueOHo nHpopManuu
OO0JIBIIION ayTUTOPHH.

[TomereHus: A1 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHnEeM JloCcTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPey YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
00eCIeunBarIe TEeMAaTHIECKUE WILTIOCTPAUU (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS TOCKA).
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JlumeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUCHHE:

Kaspersky Endpoint Security mans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omnepanuonnas cucrema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
7-Zip 9.20

Microsoft Windows 10
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4. CnpaBounas npaBoBas cucrema "KoncynbranT mtroc”. — URL: http://www.consultant.ru
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6. ONEeKTPOHHBIN Karajor @yHIaMEHTaIbHON OoubmuoTeKN TTV. — URL:
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DJIeKTPOHHAsA HH(POPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnopaBarensi M CTyAEHTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, UCHOIb3yEMbIX B
AIIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



