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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 Tumel 3aga4 mpoQecCHOHATBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecss B paMKax
OCBOEHUS JUCLUIIIUHBI:

- HOPMOTBOPYECKUHI

- IPaBONIPUMEHUTEIIBHBIN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepe: 09 IOpucnpynenmus (B cepax: AesITETHHOCTH OPraHOB MyOJIUYHOM BJIACTH, B TOM YHCIIE CYIOB U
OpraHOB  MPOKYpaTyphbl,  KOHCYJIBTHPOBaHUS M  MPEACTABUTENbCTBA B  TPAXKIAHCKUX  JeJax;
KOHCYJIBTUPOBAHUS U MPEJICTABUTEIHCTBA B YTOJIOBHBIX JiejaX; KOHCYIBTUPOBAHUS U MPEICTaBUTENHCTBA B
CBSI3U C TPYAOBBIMU U 3KOJIOTUYECKUMHU 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

No
n/n

®opma
0o0ydJeHus

HanmenoBanme
JUCITUTIINH,
OIpeAcIAIOIUuX 3aou”as
MEKIUCLUIUTMHAPHBIC | (ceMecTp)
CBS3H 31415

1 |Hayuno-uccnegoBaren + | +
bCKas paborta

2 |HopMOKOHTpOIH B +

chepe TPYIOBBIX
OTHOIIICHU M

3 |HoTtapuansHoe +
TIPOU3BOJICTBO

4 |IIpaBoBble +
MEXaHHU3MBI
1 poOBOTO
JOKyMEHTO00O0pOTa




5|CoBpeMeHHbIE +
TEXHOJIOTHHU B
paBoOpeaIn3auOHHO
1 IIpaKkTuKe

6 | FOpunuueckas +
TEXHUKA JIOKaJTbHBIX
aKTOB

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

HucuunnuHa «[IpaBoBble aKThl YIPaBICHUS» OTHOCUTCS K dYacTH, (HOpMHUPYEeMOH yYaCTHUKAMH
oOpa3oBarelbHbIX OTHOIIEHUH, yueOHoro turana OIl mo nHampasiaenuto mnoarotoBku 40.04.01 -
KOpucnpynenmusi.

HucuumnnHa «IIpaBoBbie akThl YIIPABICHUS» U3y4aeTCs B 3 CEMECTpE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCIUILUIMHEL: 2 3.€.
3aounas: 2 3.e.

3aouHas

Bun yueOHOM paboTHI
ny p (Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72
KonrakTHast pabora 10
Jlexmm (JIextmm) 4
[Tpakruueckue (Ilpakt. pab.) 6
CamocrostensHas padota (CP) 62

3auer -

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
313 1|3
3 cemecTp

1 [TousiTue, 1ETb, CobOecenoBanue;
obrmrre TpeboBaHuUs 1 11515 IMTucesMmenHOE
K CO3JaHUIO ’ 3aJ1aHue
JOKYMEHTOB

2 [TpaBumna CobecenoBanue;
MOATOTOBKU U | 151 16 TecTtupoBanue
oopmenus ’
JOKYMEHTOB

3 OcHOBHBIE CobecenoBaHnue;
IIOKYMEHTBI, IIncemennoe
permamentupyroume | 1 (1,5 ] 15 3a/1aHue
yIPaBICHYIECKYIO
JeSTEHOCTD.

4 Opranusarus CobecenoBaHnue;
JTOKYMEHTO000pOTa 1 115116 TectupoBanue

Y UCTIOJIHEHUS
JIOKYMEHTOB




Tema 1. [lonsaTHe, HeJib, 001Ke TPeOOBaHUSA K co3MaHUI0 T0KYyMeHTOB (I1K-3)
Jlekumus.



VYrpasieHndeckast JesITeIbHOCTh JII000H opranuzanuu 6asupyercst Ha uHpopmaruu. MHpopmarus MoxeT
NepeaBaThCsl YCTHO, IPY TIOMOITH OyMaXKHBIX HOCHTEJEH WM 3JIEKTPOHHBIX cpeicTB. bonbmas yactsb
uHpopmanuu (10 98%), ucrnonblyercs B yrpaBieHUH, 0)OPMIIIETCS B BHJIE JIOKYMEHTOB, YTO HEOOXOMMO
IUIS OCYILECTBIIEHUS KOHTPOJISL UCIIOJHEHMSI, PEILIEHUS CIOPHBIX BOIIPOCOB, aHAJIN3a U UCCIIEJOBAHMS
yIpaBJICHUs C IEJIBI0 TOBBIIEHU ero 3 (ekTuBHOCTU. JJOKYMEHT B yIpaBIe€HHH BbICTYTIAET
OHOBPEMEHHO U KaK MpeIMET TpyJa YIPaBICHYECKOTo pabOTHUKA, U Kak ero pe3yasrar. CioBo
«IIOKYMEHT» B MIEPEBOJIE C JTATUHCKOTO 03HAYAET «CBUAETEIBCTBOY, «CMOCO0 JOKa3aTeabCTBa». JJIOKyMEHT —
3TO MaTepUaIbHBIA 00BEKT C 3aKPEIUICHHON Ha HeM MH(OpMAaIie A1 epeiadyu ee BO BpEMEHU U
npocTtpancTBe. OCHOBHBIM MaTepUajIbHBIM HOCUTEJIEM JIeI0OBOM HH(OpMAIMK B HACTOALIEE BPeMs SIBISIETCS
Oymara. JIoKyMeHT BBIMOJIHSACT clenyronue GyHKIu: "HPOPMALMOHHYIO - B TOKYMEHTE (PUKCHPYIOTCS
(baxThl, COOBITHS, SIBICHUS MPAKTUYECKON M MBICTUTEIBHOMN JEATETbHOCTH YEJIOBEKa; OPraHU3alMOHHYIO0 —
C MOMOIIIBIO JOKYMEHTa 00€CIIeUnBACTCS BO3CHCTBUE HA TPYIIIBI JIIOACH JJIsl OpraHU3aluy ¥ KOOpIUHALIUN
UX JESTEIbHOCTH; KOMMYHHUKAaTHBHAS - 00€CIICUNBAIOTCS BHEIIIHUE CBSI3U OpraHU3alui U MpeanpusTHIA;
IOPUAMUYECKYIO — IIOCKOJIBKY €70 COJEP/KaHUE UCIIONB3YETCS B KAUECTBE JOKA3aTeIbCTBA IPU PACCMOTPEHUH
CIIOPHBIX BOIIPOCOB CTOPOHAMM JIEJIOBBIX OTHOILIEHUH; BOCIIUTATEIbHYIO — OH AUCLUIIIIUHUPYET
UCTIOJIHUTEIIS, TpeOyeT MOBBIIICHHOTO YPOBHS 00pa30BaTeIbHOM MOITOTOBKH, a XOPOILIO 0(hOPMIICHHBIN
JOKYMEHT BOCIIUTBHIBAET CTETUUECKHUM BKYC YIPaBIECHUYECKUX KaJpOB, IIOBBIIIAET IPECTHK OPraHU3aINH B
I1a3ax JIeJOBBIX MapTHEPOB. Bce JOKyMeHTHI, 00pa3yromuecs: Ha IpeAnpHUsITHN, OpraHU3allly,
KJIaCCU(DUITUPYIOTCA TO CIEAYIOUIMM IPU3HAKAaM: TI0 BUIaM JEATEIbHOCTH (MM Ha3HAYEHUIO) —
JOKYMEHTBI IOJPA3IEISIOTCS HAa HAYYHO-TEXHUYECKNE, KOHCTPYKTOPCKHE, TEXHOJIOTUYECKUE,
IIPOEKTHO-CMETHBIE, HOPMAaTHBHBIE, OPraHU3AIMOHHO-PACTIOPSIIUTENbHbIE, Y4eOHO-METOIUYECKHIE,
IUIaHOBBIE, (PUHAHCOBO-pAcYETHBIE, OTYETHO-CTATUCTUYECKHE, IO TOProBje, IEHOOOPa30BaHHIO,
n300pETEHUSIM U OTKPBITHSM, COLIMATBHOMY 00€CIIEUEHHIO, 110 TUYHOMY COCTABY M T.J.; IO HAUMEHOBAHUIO
— CYIIECTBYET MHOXECTBO Pa3HOBUIHOCTEH TOKYMEHTOB (Hay4HBIE OTUYETHI, YEPTEXKH, CXEMBbI, rpaduKy,
TEXHOJIOTHUECKUE TIPUKA3bl, PACTIOPSHKEHUS, TUTAHBI OTYETHI U T.11.); 10 CIIoco0y (ukcaruu nHpopManum —
JOKYMEHTBI OBIBAIOT MUCHbMEHHBIE (PYKONHUCHBIC, MATMHOMMCHBIE, TUIIOTpadCcKHe, ITOATOTOBICHHBIE HA
MHOXHTEJBHBIX arnmaparax), rpagpudeckue, Goro-(poHO-KHHOTOKYMEHTbI. OCHOBHBIM MaTepHaIbHBIM
HOCHTEJIEM JIETIOBOM MEPENUCKU Ha CETOHS ABIsIeTCA OyMmara; 1o MeCTy COCTaBJICHHUS — JOKYMEHTHI
MOJPA3AEIAIOTCS Ha JOKYMEHTBI, UCIIOIb3yEMBbIE /ISl pELIEHNS] BHYTPEHHMX M BHEIIHUX BOIIPOCOB.
BHewmHss fOKyMEHTalMsl, B CBOKO OYEPEb IEIUTCS Ha BXOAALLYIO U UCXOISALIYI0 KOPPECIOHIEHIUIO; 110
CTETEHU CI0KHOCTU — JOKYMEHTBI IOAPA3AEISAI0TCS Ha MOAJIMHHbBIE U NOA0XKHbIe. [loyinHHbIE
JOKYMEHTBI OBIBAIOT JIEHCTBUTENIbHBIC M HEACHCTBUTEIbHBIC. HeleHCTBUTEIBHBIM TIOKYMEHT CTAHOBUTCSI B
pe3ynbTare UCTEYEHHs CPOKA JEUCTBUS MIIM OTMEHBI €r0 APYTUM JOKYMEHTOM; 110 CTEIIEHH ITIACHOCTH —
pa3anyarTcsa JOKYMEHThI OTKPBIThIE (HECEKPETHBIE) U JOKYMEHTHI C OTPAHUYEHHBIM JIOCTYIIOM.
JIOKyMEHTBI C OTpaHMYEHHBIM JJOCTYTIOM OBIBAIOT pa3HOW CTETIEHU CEKPETHOCTH (COBEPIIEHHO CEKPETHBIE,
CEKPETHBIE) M JOKYMEHTHI i ci1y)e0Horo nonb3oBanus (JCII); mo ropuaudeckoit cuiie JOKYMEHTBI
KJIacCU(UITUPYIOTCA Ha MOJUIMHHBIC U MOUIOKHBIE. [1oTMHHBIE JOKYMEHTHI ObIBAIOT ACHCTBUTEIbHBIC U
HezelcTBUTENbHBIE. HeleHCTBUTEIbHBIMU IOKYMEHTBI CTAHOBSITCS B PE3YJIbTaTe UCTEUEHHUS CPOKA
JEMCTBYS MM 3aMEHBI €r0 IPYTUM I0OKyMEHTOM. II0 CPOKAM UCIIOJIHEHUS — JOKYMEHTBI
KJIacCU(UITUPYIOTCSA Ha CPOUHbIE U HeCpOUHbIe. CPOYHBIMH SIBIISIFOTCS JOKYMEHTBI CO CPOKOM MCIIOJTHEHUS,
YCTAHOBJIEHHBIM 3aKOHOM M COOTBETCTBYIOIIMMHU IIPABOBBIMH AKTaMM, a TAKXKe TEJIErpaMMbl U Ipyrue
JTOKYMEHTBI C TPU(OM «CPOUYHBIE»; IO CTAIUH MOATOTOBKY — JOKYMEHTHI MOIPa3/IEISIIOTCA HAa YSPHOBUKH U
MOVTMHHUKH (OpUTrHHAIIBI). YepHOBUK — TOKYMEHT, IOATOTOBJICHHBIN IS NajdbHENIIero ohopmMiIeHus,
BBINOJIHEHHBIH, KaK MPAaBUJIO, OT pyKH; [10NTMHHUK— €IMHCTBEHHBIN IK3EMIUIAP JOKYMEHTa, 0()OpMIICHHBII
Y TIOAMTMCAHHBIN ¢ YePHOBUKA B COOTBETCTBUHU C YCTAHOBICHHBIMHU TpeOoBaHUsAMU. C MOUIMHHUKA MOTYT
OBITh M3TOTOBJICHBI: KOIUS, OTTUCK, BBIITUCKA U3 JOKYMEHTA, TyOInKaT mo/yinHHIKa. Konus — uieHTuyHoe,
3aBEPEHHOE JOJDKHOCTHBIM JIMIIOM BOCIIPOM3BEIEHUE MOATUHHNKA. OTTUCK — KONIUS TOKYMEHTA,
OCTaroIIAsACs B JIeNIax NpeAnpusaTus (OTTUCK, KaK IIPABUIIO, HE 3aBEPSETCS MOANMUCHIO TOJKHOCTHOTO JIMLA).
Brinucka u3 10KyMeHTa — 3aBepeHHast 4acTh TEKCTa MOAIMHHNKA. JlyOmuKaT — BTOpOi 3K3eMILIsp
JOKYMEHTA, UMEIOIUI OJMHAKOBYIO CUJIY C IOAJIMHHUKOM. 10 IPOUCXOXKACHUIO — TOKYMEHTHI
KJIacCcU(UIUPYIOTCS Ha CIyKeOHbIe, TOATOTOBICHHbBIC HA TPEANPHUATUSAX, B OPTaHU3ALMAX, U JTUYHBIC
MUChbMa TPaXKJIaH C U3JIOKEHUEM a0, MPeIOKEHHA, TPOCHO; IO CPOKaM XpaHEHHS — TOKYMEHTBI
JENATCSA Ha JOKYMEHTHI IIOCTOSIHHOTO M JOKYMEHTBI BpDEMEHHOTO XpaHEHUs. [JOKyMEHThl BpEMEHHOTO
XpaHEHUs, B CBOIO OUepelb NOAPA3IEISIIOTCS Ha JOKYMEHTHI cO CpokoM xpaHeHus 10 10 jert, u cBpime 10
JIeT; TIO CTETIeHU 00s3aTeIbHOCTH — JOKYMEHTHI OBIBAIOT MH(OPMALIMOHHBIE, COAEPIKAIINE CBEICHUS U
(axThl 0 IPOU3BOACTBEHHON M MHOM JESITEIbHOCTH OPTaHU3aLUi, U IUPEKTUBHBIE — 00s3aTeNIbHbIC TS
WCTIOJIHEHUSI, HOCSIIIUE XapaKTep I0pUINUECKON WIN TEXHUYECKONH HOPMBI; IO CTETIEHN YHU(DHUKAIIMY —



IIpakTH4Yeckoe 3aHATHE.
Bonpocwl ona oocysycoenusn:
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITUU JOKYMEHTa. Yem XxapakTepusyeTcs Kaxaas QyHKIs?

3.KakuMu HOpPMAaTHBHBIMH JIOKYMEHTaMH pPEIJIAMEHTUPYIOTCS OCHOBHBIE TEPMUHBI B 001acTu
JeJIONPON3BOICTBA?

4. Ha3oBuTe COBpEeMEHHbBIE BU/IbI HOCUTENEH HHpOpMaLu?

5. KakuMm 3akOHOM YCTaHaBJIMBACTCS TIPABOBOW pEXHM CO3JaHUS, XPAaHCHHS U WCIIOIb30BaHHS
WH()OPMAITMOHHBIX PECYPCOB?

6. UeM oTiMyaeTcsi JOKyMEHT JJMYHOTO MPOUCXOKIEHHS OT O(PUIINATIBFHOTO JOKYMEHTa?
7. YTto 00yCcnaBIMBaeT IOPUANYECKYIO CHITY O(HUIIMAIBLHOTO JOKYMEHTa?
8. Kak menstorcs neiictBust GyHKIUN BO BpeMeHU?

ITucomennoe 3a0anue:

Beinucars tepmunbl:  FOpuaunueckas texHuka, FOpuanueckuit nokymeHT, HopMaTuBHBINM IIPaBOBOM aKT,
3axoH, Ilog3zakonssiii akt, IIpaBoTBOpUecTBO, 3akoHOAaTeNbCTBO, CTaauU 3aKOHOAATEIBHOIO Ipolecca,
AKT TONKOBaHMA mpaBa, IlpaBompumenutenvublii akt, Koandpukamus, Konconmmmanus, MuHkoproparms,
[TpaBonpuMEHHUTENBHBIN MPOIIECC U €r0 OCHOBHBIE cTaauu, CyneOHbIi aKT.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
VYriry0GiieHHOE U3yYeHHEe MaTeprUaioB TEMBI.

Tema 2. IIpaBuiia noaroroBku u opopmiienusi 10kymenToB (I1K-3)
Jlekumus.



[Tox opopmieHrEM JOKYMEHTOB IOHUMAETCS COOMIOIEHHE B XOJI€ UX COCTABICHHS, IOATOTOBKH,
Iepernevyarky, CONIaCOBaHMs, yA0CTOBEPEHNUS, IIEPECHUIKH B YIIPABIECHUYECKUX allllapaTax yupexaeHun
(opranmM3zanuii ¥ NpeanpusATH) TpeOOBaHH, YCTAHOBJICHHBIX B 3aKOHOAATENILHBIX aKTaX U
HOpPMaTUBHO-METOANYECKHX JOKyMeHTax Poccuiickoil ®deneparuu. OCHOBHBIE ITpaBUIIa COCTABICHUS, U
oopMmiieHns yIIpaBIeHUECKUX JOKYMEHTOB 3aKpEIUICHBI B ICUCTBYIOIIMX B HAacTosIIee BpeMs B Poccun
00IIerocy1apcTBEHHBIX HOPMATUBHO-TEXHUUYECKUX JJOKYMEHTaX — TOCYJapCTBEHHBIX CTaHapTaXx,
KOTOPBIE SIBIISIFOTCSI OCHOBOH ISl KOHKPETH3aIMK PaBuiI paboThl ¢ JOKyMEHTaMH B K10 OpraHu3alu,
UX YTOYHEHHUS C YUETOM CIeUU(UKHU ee JesITeTbHOCTH, TEXHOJIOTHMH JOKYMEHTHPOBAHUS, YCIOBUH paboThI
yhpaBjeHYeCcKoro anmnapara. Ha ocHOBE 3akOHOATENbHBIX, HOPMATUBHBIX U HOPMATUBHO-METOINYECKUX
JOKYMEHTOB Ka)J10€ yupeKIeHue (opranusanus, pupma) ycTaHaBIUBaeT CBOU TpeOOBaHUs K paboTe ¢
JOKYMEHTaMH U yCTaBe (II0JIOKEHUH ), peIIaMEHTaX, IPaBUiIaX, MHCTPYKLUAX. B HUX 3aKkperusiroTcst
KOHKPETHBIE MTPaBUiIa JOKYMEHTUPOBAHHS, B TOM YHCIIE: TIpaBa U 00SI3aHHOCTH JJOJDKHOCTHBIX JIUII,
OT/IETBHBIX COTPYAHHUKOB B IpOLEAypax 0QpopMIIeHHS JOKYMEHTOB; COCTAaB IPUMEHSIEMBIX B arrapare
yIPaBIEHUYECKUX JOKYMEHTOB; KOMIIETEHIUS PyKOBOIUTEIS, €0 3aMECTUTENIEN U PyKOBOJIUTENIEH CPETHETO
3BEHA, UX [IPaBO HA U3JJAHKUE PA3IMYHBIX BUJOB PACHIOPSAUTEIbHBIX JOKYMEHTOB; OPAIOK IMOANNCAHUS,
COIVIACOBAHMS ¥ BU3UPOBAHUS JOKYMEHTOB, UX [loMo)keM Hamucarh paboTy Ha aHAJIOTUYHYIO TEMY
[Tony4uTh BHIMOTHEHHYIO paOOTy MM KOHCYJIBTAIMIO CIICIAIUCTA [0 BallleMy Y4eOHOMY IPOEKTY
3aBEpEHHUE MeYaThlo; 00sI3aTeIbHbIe TPEOOBaHUS K O()OPMIICHHUIO U MOPSAOK PAOOTHI C TOKYMEHTAMHU.
He3zaBucumo ot crioco6a TOKyMEHTHPOBAHHS U BU/1a HOCUTEIS K JOKYMEHTaM, UCTIOIb3yeMbIM B
yTpaBIIEHUYECKON AEATEIbHOCTH, IPEABSABISIOTCS CIEAYIONINEe OCHOBHBIC TpeOOBaHM: oOecreueHe
IOpUANYECKON CHUJIBI JOKYMEHTA; CO3JaHUE YCIOBUM AJIsl OIEPAaTUBHOIO UCIIOJIHEHUS JOKYMEHTOB;
BO3MOYKHOCTb OIIEPATUBHOIO ITOMCKA IOKYMEHTOB (UCIIOJIb30BAaHUS UX B CIIPABOYHBIX LIETISAX); BOZMOKHOCTb
MCTIOJIBb30BaTh ISl CO3JJaHHs, KOMUPOBAHHUs, OOpPAOOTKH TOKYMEHTOB CPEJICTBA OPTaHW3aLlMOHHOM TEXHUKH.
JleiicTByIO1IME TOCYJapCTBEHHBIE HOPMAaTUBHO-TEXHUYECKNE JOKYMEHTHI IIPEAHA3HAYEHBI TAKXKE [
o0ecredeHns1 KaYeCTBEHHOTO BHEIIIHET0 BU/IA IOKYMEHTOB. [ 3TOro B CTaHAAPT BKIIOYCHBI
PEKOMEHAALNH 10 PACIIOJI0KEHHUIO PEKBU3UTOB HA I0JI€ JOKYMEHTA U UX PALIMOHAIBHON KOMIIOHOBKE.
Cpenu pa3HOOOpa3HBIX CUCTEM YIPaBICHUYECKONW JOKYMEHTAIMH, UCTIONB3yEMBbIX JIJIsl TOKYMEHTHPOBAHHUS
Pa3NUYHBIX yNPaBIEHUYECKUX JIeHCTBUNA, 0c000€ 3HaYEHUE UMEET CUCTEMa
OpraHMU3alMOHHO-PACIOPSAUTEILHON JOKYMEHTAIMH, TaK KaK BXOJSIINE B HEE JOKYMEHTHI IPUMEHSIOTCS
B YUPEXKICHUSIX U OpraHU3alMaX BCEX YPOBHEH ynpaBlieHUs, HAPaBJICHUH AeSTeTbHOCTH U (hOpM
COOCTBEHHOCTH. {711 CUCTEMBI OpraHU3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIIUN YCTAHOBIIEH COCTaB
PEKBU3UTOB, BKIIIOUAIOIINN 29 HAMMEHOBaHUA.

IIpakTH4eckoe 3aHATHE.
Bonpocwl ona oocysycoenusn:
Knaccudukarus ynpasieH4ecKoil TOKyMEHTaLUH.
OcHoBHbIE TpeOOBaHUS, TPEABIBISIEMbIE K 0POPMIICHUIO JOKYMEHTAIIUH.
brnanku JOKYMEHTOB U MX BUJIBI.
TpeboBaHus, IpenbsBIsIeMble K TepOOBBIM OJTaHKaM.
[Tonsarue u 3HaueHue Gopmynspa-odpasua.
PexBU3UTHI U UX BUBL.

o

Pacnonoxenue PCKBU3UTOB U UX 3HAYCHUC.

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

3. Cocrapre Tabmuity: [IpuemMbl 10puIM4YeCcKoi TEXHUKH, TPUMEHEHHBIE TIPH 0POPMIICHHH JOKYMEHTOB
B OpraHax UCHOJHHUTEIbHOM BIACTH.

4. CocraBbTe cxeMy: DTanbl BHEAPEHUS 3JEKTPOHHOTO TOKYMEHTOO00OpOTa B OpraHax MCIOTHUTEIHLHOM
BJIACTH.

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
1. CocraBbTe XapaKTEpUCTUKY
2. CocraBbre aBTOOHOTPAUIO



Tema 3. OCHOBHbIE JOKYMEHTbI, perVIAMEHTHPYIOIIHE YIIPABJIeHYEeCKYI0 aeATeabHoCTh. (ITK-3)
Jlekumus.
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ITo pony nesTeNnbHOCTH JI€T0BbIE JOKYMEHTHI KIacCU(UIIPYIOT HA CUCTEMbI TOKYMEHTAIUH: -
OpraHM3alOHHO-IIPaBOBAsI; - PACIIOPSINTENbHAS; - IEPBUYHAS YUETHAS]; - IO MAaTEpUAIbHO-TEXHUUECKOMY
CHAOXKEHHIO U CBITY; - [0 JUYHOMY COCTaBY; - OTYETHO-cTaTucTHUecKast. 2. [To cnocoly ¢ukcanuu
MH(POPMALIUH: - TUCbMEHHBIE (MM PYKOITUCHO-TIEYaTHBIE) BKIIIOYAIOT B ce0sl BCe JOKYMEHTHI, CO3aHHBIC
PYKOITMCHBIM MJTM MAIlIMHOIMCHBIM CIIOCOOOM, @ TaK)Ke M3TOTOBJICHHBIC HA MHOKUTEIBHBIX anmaparax u
TUNOTPACKUM CIIOCOOOM; - K IpaMueCKUM JOKYMEHTAM OTHOCSTCS YePTEXH, Tpa(UKH, KapThl, PUCYHKH,
CXEMBI, IUIAHBI; - AKYCTUUECKHE TOKYMEHTHI I103BOJIAIOT IPOU3BOAUTH TOUHYIO 3alMCh U NIEpeJady 3ByKOBOM
MH(POPMALIUH, ITMPOKO UCHOIB3YIOTCS B paboTe CeKpeTapst MpH COCTABICHUN AUKTOTPAMM, a TAKKe
MIPOTOKOJIMPOBAHUH COBELIaHUH; - POTO- U KMHO- JOKYMEHTHI TIO3BOJISIOT 3ae4aTiieTh OOBEKTHI U
SBJICHUS, KOTOPbIE JPYTUMH CPEeICTBAMHU 3a()MKCHPOBATH TPYIHO WIM HEBO3MOXKHO. 3. T1o
HAaMMEHOBAHUIOPA3INYAIOT CIEAYIOLINE PAa3HOBUAHOCTU JOKYMEHTOB: yCTaBbl, IPUKa3bl, THCTPYKIUH,
npaBuia u T. 1. [lomoxkem Hanmcath paboTy Ha aHamoruunyio temy 4. [1o BugaM JOKyMEHTHI OBIBAIOT: -
TUIIOBbIE Pa3padaThIBalOTCs BHIIIECTOSIIUMH OPTaHU3ALUSAMU [T MTOJIBEIOMCTBEHHBIX U HOCST
00s13aTeNbHBIN XapakTep; - IPUMEpPHbIE Pa3padaThIBAIOTCS BBHIIIECTOAIIMMU OPTaHU3ALUSAMH IS
MOIBEIOMCTBEHHBIX, HO HOCST PEKOMEH/IAaTeIbHbIN XapaKkTep; - UHAWBUIYAIbHbIE Pa3padaThIBalOTCS
KOHKPETHBIMH OPTaHU3aLUSAMHU JUI1 BHYTPEHHETO MOJIb30BaHUS; - TpadapeTHbIE H3TOTOBIISIOTCS
TUNOTPaCKUM CIIOCOOOM, IPUYUEM ITOCTOSTHHAS YacTh TeKca OTIeYaTaHa, a sl IepeMEeHHON nHpOopMaLuu
ocTaBJIeHbI cBOOOHBIE MecTa. 5. 1o cTeneHu CI0KHOCTH Pa3IndaloT MPOCThIe JOKYMEHTHI,
3aTparuBarollye OAUH BOIIPOC, U CIOXKHBIE, COAEpKAIINE HECKOIBKO BONpocoB. 6. ITo mecTy cocTaBnenus
JTOKYMEHTHI KJacCu(UIMPYIOT Ha BHEIIHUE U BHYTpEeHHHE. BHYTpeHHNE CO3Aat0TCs IS peIIeHUs
BOIIPOCOB B MPEEIax OpraHu3allii, BHEIIHNE - BXOZAAIIAs U Ucxozsmas koppecnionaeHus. 7. Ilo cpokam
WCIIOJTHEHUS IOKYMEHTBI NTO/Ipa3AeiIsiioT Ha CPOYHbIE U HECpouHbIe. 8. [10 MpOMCX0XKIEHUIO JOKYMEHTBI
ObIBaIOT City>keOHbIe U ouInanbHO JuyHbIe. 9. [10 cTeneHn acHOCTH: - OTKPBIThIE JOKYMEHTHI; -
cekpeTHbIe; - kKoHpuaeHuuanbueie. 10. [1o ropuandeckoii cuie: noIMHHBIE U ToI0XKHBIE. [lomnHHbIE B
CBOIO OYEpeb MOJIPA3AEIAIOTCS Ha IEHCTBUTENbHbBIE U HeAelicTBuTenbHbIe. 11. I1o cragusam co3nanus
TOKyMeHTa: - [ToATMHHNK — IepBOHAYAIbHBIN JJOKYMEHT, COZlEpKaIlui HCXOTHYI0 HH(POPMALIHIO,
Ha/IIeKAIIUM 00pa3oM opopMIIeHHBIH. - Komus — TOKyMEHT ¢ TOYHBIM BOCIIPOU3BEICHUEM PEKBU3UTOB
MOJJIMHHMKA, COOTBETCTBYIOIIUM 00pa3oM 3aBepeHHbIH. CienyeT pa3ianyarh TaKue pa3HOBUIHOCTH KOTIHIA,
KaK BBIMHUCKA M OTITYCK M AyOnauKar. OTITyCK — MOJIHAST KOIHSI UCXOSIIET0 JOKYMEHTA, OCTAIOIMIAsACs Y
OTIIpaBUTEIS, KOTOPasi U3rOTOBJISIETCS] OTHOBPEMEHHO C IMOAJIMHHUKOM UM TAK)KE 3aBEPSAETCS NOAMNKCHIO.
Brinmcka- pacrnevyarka 4acTH JOKyMEHTA, a AyOIHMKAT — BTOPOH SK3EMIUIAP TOKYMEHTA, BBIJAHHBIHN B CBA3U
¢ yTpaToil mojyiMHHUKA. JlyOiauKar v MoUIMHHUK 3aBEPSIOTCS M UMEIOT PaBHYIO IOPHINYECKYIO CHiTy. 12.
Ilo cpokam XpaHEHHUs: IOCTOSHHOTO XPaHEHUs; BpEMEHHOIO XpaHEHUs cBbille 10 JeT; BpeMEHHOTO
xpanenus 10 10 ner. 13. [To crenenn o0s13aTeIbHOCTH JOKYMEHTHI OBIBAIOT HH(OPMALIMOHHBIE,
cozieprKalye cBeleHus U (PakThl O MPOU3BOJACTBEHHON WM MHOM JIEATENbHOCTH, U AUPEKTUBHBIC -
o0s13aTeNbHbIE I UCTIOIHEHUS, HOCSIIUE XapaKTep I0PUINUECKON WM TEXHUYECKOH HOPMBIL. 2.
OpraHu3annOHHO-TIPABOBBIE JOKYMEHTHI ONPEEIIAIOT CTAaTyC MPEeNIPUATHI, TOPSAA0K UX paboThl. OHU
SIBJISIIOTCSI OCHOBOIIOJIATAIOIIUMH B JICSITEIHOCTH JIF0O0T0 MPEANpUATHS U 00JIaAat0T BBICIICH
opuIndeckoi cuitoil. Llens pa3paboTku opraHu3almOHHO-TIPABOBBIX TOKYMEHTOB — PAllMOHAIBHOE
paszesneHre u Koomepalys TpyJaa Mex1y Moapas3aesieHusIMA U paboTHUKaMu. OpraHu3aioHHO-IIPaBOBbIE
JTOKYMEHTBI COAEPIKaT MOJIOKEHHUSI, CTPOTO 00s3aTeNIbHBIE ISl HCTIONHEHHS, OHU PeaTu3y0T HOPMBI
aIMUHUCTPATUBHOIO IIPaBa U SIBJIAIOTCS IIPABOBOM OCHOBOM ACATEIBHOCTH OPraHU3aLUi, IPEAIPUATUH,
¢bupM. DT JOKyMEHTHI B 00s13aTEIbHOM MOPSAKE MPOXOAAT MPOLEAYPY YTBEPKIACHUS YIOTHOMOUYECHHBIM Ha
3TO OPraHOM. YCTaB— CBOJI IIPaBWJI, PETUCTPUPYIOLIUX AEATEIBHOCTh OPraHU3alMH, YUPEKICHU,
OO0IIECTBEHHBIX U TPAKAAHCKUX, UX B3aUMOOTHOIICHUS C JPYTUMH OpraHU3alUsAMU, IPpaXIaHaMH, TIpaBa 1
00513aHHOCTH B OTIPEIEIICHHON cdepe TOCyTapCTBEHHON U XO3SHCTBEHHOU JAeSITEILHOCTH. YCTaB
OpTaHU3aIMH 3aKPEIUIIeT OPraHU3allMOHHO-TIPaBOBYIO (hopMy, HAMMEHOBaHUE, ATPEC, OPraHbl YIPaBICHUS
Y KOHTPOJIS, TOPSAZOK paciipeaesieH s MpuObLIN 1 00pa3oBaHus (DOHIOB, YCIOBHUS PEOPraHU3aALNU U
JUKBUAAUUY npennpusatus. O0Iue ycTaBbl yCTaHABIUBAIOTCS BBICIIMMH OPraHaMH rOCyIapCTBEHHON
BJIACTH U YNIPABJIEHUS. YCTaBbl TOCYAAPCTBEHHBIX NMPEANPUATHI — BBIILIECTOAIMMU MUHUCTEPCTBAMM,
yCTaBbl MyHUIIMIIAJIbHBIX NPEANPUATUN pallOHHBIMU ¥ TOPOJCKUMU aJIMUHUACTPALIUSIMU, YACTHBIX —
BJIAJICJIbLIAMH U PETHCTPUPYIOTCS B OOJACTHBIX, KPAEBBIX aIMUHUCTPALUAX. Y UPEAUTEIbHBIN
JIOTOBOPCOZIEPKUT XapaKTEPUCTUKY MPEAMETA, LIENEH, IPUHLIUIIOB AE€ATEIbHOCTH OpraHU3aluy, IpaBa u
00513aHHOCTH yUpeIuTeNei, COCTaB U KOMIIETEHIIMIO OPTaHOB YIIPABJICHHUS, CPOK JICHCTBUS U MOPAIOK
IpeKpaleHus 1orosopa u ap. Ha ocHoBaHMM ycTaBa opraHu3aiiiy pa3padbarbiBaeTCs €€ CTPYKTypa
(YKa3bIBarOTCs CTPYKTYpHBIE [TOJIpa3A€IEHUs) U ONPEAEIIAETCS IITaTHAS YACIEHHOCTD (JOJKHOCTH,
KOJIMYECTBO IITATHBIX €IMHUL). B IITaTHOM pacnucaHuM yKa3bIBa€TCs M 3aKPEIUIAETCS YUCIEHHBIA COCTaB
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IIpakTH4Yeckoe 3aHATHE.
Bonpocwl ona oocysycoenusn:
1.Opranu3anioHHO-pacopsiANTEIbHAS TOKyMEHTAlNS B YIPABIECHUYECKOHN 1€ATEIbHOCTH.
2. UadopManimoHHOCIIpaBOYHAS TOKyMEHTAITHS.
3.JIOKyMEHTBI IO OpTaHU3aIMH PA0OTHI C IEPCOHATIOM MPEIIPUATHSL.
4.CnyxeOHast IepernucKka

ITucvmennoe 3ad0anue:
1. CocraBure Ciry>KeOHYIO 3aIUCKY.

2. HanumuTe, B 4eM 3HaU€HUE ONTHUMH3AIUU JOKYMEHTOOOOPOTa B OpraHax MCIOJHUTEIbHON BIACTH IS
OCO3HAHMS COLMAJIbHOW 3HAYUMOCTH CBoeil Oymymieil mnpodeccuu, MNpOABIECHUS HETEPIUMOCTH K
KOPPYIIIMOHHOMY MOBEJIEHUIO, YBAKUTEILHOTO OTHOIIEHHEM K IPaBy M 3aKOHY, OOJIaJaHUs 10CTAaTOUYHBIM
ypOoBHEM Ipo(heCcCHOHAIBHOTO MPAaBOCO3HAHMS.

3ajaHus 1J151 CAMOCTOSITEIbHOM PadoThlI.
1.Kakue cymiecTByIOT paBuja MOATOTOBKY TEKCTOB IOPUINYECKUX TOKYMEHTOB.

Tema 4. Oprannzanus 10KyMeHT0000poTa u McnoHeHns1 JokymeHToB (I1K-3)

Jlexknus.
Opranuzanus 10KyMeHToo0opoTa. Opranuszanus J0CTaBKU JOKyMeHTOB. [Ipuem, oOpaboTka u
pacripeiesieHue MOCTyNaIUX JOKyMEeHTOB. Opranu3anus o0paboTKH U Nepeaayn OTIPABIISEMbIX
IOKyMEHTOB. [1opsiiok MpoxoXAeHusI BHYTPEHHUX JOKyMEHTOB. PaboTa ucrnonnuTeneit ¢ Jo0KyMeHTaMu
JIOKyMEHTO060POT — AEATEIBHOCTH 110 OPraHU3ALNHI JBHKEHHS JOKYMEHTOB HA IIPEANPHUATHH C MOMEHTA
UX CO3JIaHUsI WM MOTYYCHHUS J0 3aBEPLICHUS UCTIOIIHEHHS: OTIIPABKU M3 OpraHU3anuu 1 (Uin)
HarpaBJIeHUs B apXuB. JJOKyMEHTOOOOPOT — 3TO JIBMIKEHUE TOKYMEHTOB C MOMEHTA UX MOTYUYCHUS WIN
CO3JJaHMS 710 3aBEPIICHUS UCTIOIHEHUS, OTIIPABKH WM CAA4YM B J€J0. Pa3nuyaroT Tpu OCHOBHBIX ITOTOKA
JOKyMEHTaIu: JIOKyMEHTHI, ITOCTYAIOIIKE B OpraHu3amuio, npoxoasit: CeKpeTHbIH JOKyMEHTOOOO0pOT.
VcnonHenue qOKyMeHTa IpeaycMarpuBaeT coop 1 00paboTKy HeoOXoAUMOM HH(POPMALIUH, TOTOTOBKY
IpOEKTa TOKYMEHTa, ero opopMiIeHne, COTlIacOBaHME, IPEACTABICHNE HAa IOANHUCH (YTBEPIKICHHE)
PYKOBOJICTBY AT€HTCTBA MJIH YIPABJICHUS, TOATOTOBKY K NMEPECHUIKE aapecary.

IIpakTnyeckoe 3aHsATHE.
Bonpocwl ona oocyrsncoenusn:

1.Opranuzanus J0KyMeHTOo00O0poTa.
2.0Opranuzanus 10CTaBKU JOKYMEHTOB.

3.ITpuem, 0OpaboTka 1 pacnpeaeneHre MOCTYMAIMMUX JOKyMeHToB. Oprannzanust 00paboTku U nepeaayu
OTHPABISIEMbIX JTOKYMEHTOB.

4.T1opsiiox MpOXOXKACHNUS BHYTPEHHUX JI0OKyMEHTOB.
5. Pabora ucnosmuureneit ¢ JOKyMEHTaMH

Ilucomennoe 3a0anue:
1. CocTaBbTE HOMEHKJIATYPY HEII.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.

1. VYrnyonenHoe mzydenue «lIpuMepHON HHCTPYKIMH IO JAEIOTPOU3BOJACTBY B TOCYAApPCTBEHHBIX
opraHax ympaBlieHHs oOpa3zoBaHueM cyObekToB Poccuiickoit ®eneparumn» (yrB. MunobOpazoBanuem PO
06.05.2002)

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MIPETyCMOTPEHBI
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4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
IIucemeHnHoOe 3a1aHue

Tema 1. [TonsiTue, 1enb, o0mIMe TPEOOBAHUS K CO3IaHUIO TOKYMEHTOB

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit nokymeHT, HopmMaTuBHBINA MPaBOBOM aKT,
3akoH, [Tog3akonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauM 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMs TipaBa, [IpaBompumenutenbHbI akT, Kommdukanms, Koncommmanms, WMukoproparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTauu, CyeOHBIN aKT.

Tema 3. OCHOBHBIE JOKYMEHTHI, PENNIAMEHTUPYIOLIUE YIIPABIECHYECKYIO 1€ATEIbHOCTb.
1. CocTaBute CIy)KEOHYIO 3aITHCKY.
2. HamumuTe, B YeM 3HaUY€HHE ONTHUMM3AIMN JOKYMEHTOO0OPOTa B OpraHax MCHOJIHUTEIBHOW BIACTH TS
OCO3HAHMs COIHMAIBHOW 3HAYMMOCTH CBOeH Oynymedt npodeccuu, MNPOSBICHUS HETEPIUMOCTH K
KOPPYNLUOHHOMY MOBEICHHIO, YBAXUTEIHHOTO OTHOLICHHEM K MpaBy M 3aKOHY, OOJIaAaHuUs 10CTATOYHBIM
YpOBHEM PO ECCHOHAIBHOTO IPABOCO3HAHUSI.

CobecenoBanue

Tema 1. IlonsiTue, nenpb, o0mue TpeOOBAHMS K CO3JaHUIO TOKYMEHTOB
2.HazoBute ocHOBHBIE (DyHKIIUH TOKyMeHTa. Yem xapakTepusyeTcs Kaxkaas QyHKuus?

3.KakumMu HOpPMATUBHBIMU JOKYMEHTaMH pPEINIAaMEHTHPYIOTCS OCHOBHBIE TEPMHUHBI B  00JacTH
JE€J0TPOU3BOACTBA?

4. HazoBuTe COBpeMEHHBIC BUABI HOCUTENCH HHGOpMAITHH?

5. KakuM 3akoHOM yCTaHaBIIMBAE€TCS MPABOBOM PEXHUM CO3JIaHUS, XPAHCHHUS M HCIOIb30BaAHUSA
UH(OPMAIMOHHBIX PECYPCOB?

6. UeM oTIHUaeTCs JOKYMEHT JJMYHOTO IMMPOUCXOKIEHUS OT O(PUIIMAaTBFHOTO JOKYMEHTa?

7. Yto o0ycnaBnuBaeT IOPUINIECKYIO CHITY O(PHUITHATBHOTO TOKyMEHTa?

8. Kax meHnstorcst neficTBust pyHKIMI BO BpeMEeHU?

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit mokymeHT, HopMaTuBHBINA MPaBOBOM aKT,
3akoH, [lTog3axonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauK 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenuTenbHbIM akT, Kommdukamms, Koncommmanms, WMukoproparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTauu, CyeOHBIN aKT.

Tewma 2. [IpaBuina noaroToBku 1 0pOpMIICHUS JOKYMEHTOB
TpeboBaHus, IpebsBIsIeMbIe K TepOOBBIM OJTaHKaM.
[Tonsarue u 3HaueHue Gopmynsapa-odpasua.
PexBU3UTHI U UX BUBL.

NS n ok

Pacnonoxenue PCKBU3UTOB U UX 3HAYCHUC.

IIuceMenHOEe 3amanue:

CocraBere aBTOOMOTpaduiod. CocTtaBbTe cXeMy: OJTanbl BHEAPEHHS SJIECKTPOHHOTO
JOKYMEHTO000pOTa B OpraHax MCIOJHUTEIbHON BIACTH.

Tema 3. OcHOBHBIE JOKYMEHTBI, pEIIAMEHTHPYIOLIHIE YIIPaBIEHUYECKYIO IEATEIbHOCTb.
1.Opranu3anMoOHHO-PACIOPAIUTENbHAS JOKYMEHTAIHS B YIIPABICHYECKON IS TETbHOCTH.
2. NadopMalimoHHOCTIpaBOYHAs TOKYMEHTAIIHS.
3.JIOKyMEHTHI 110 OpraHU3aluy paboThI C IEPCOHATIOM IPEIIPUATHS.
4.CnyxeOHast mepenucka
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Tema 4. Opranuzanus J0KyMEHTO00O0pOTa U UCIIOTHEHHUS TOKYMEHTOB
1.Opranu3zarus JOKyMeHTO000poTa.
2.0OpraHusanus 10CTaBKH JOKYMEHTOB.

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

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

TecrupoBanue

Tewma 2. [IpaBuina noaroToBKu 1 0pOpMIICHUS JOKYMEHTOB
1. Bun u Mepa 1opuanyeck BO3MOKHOTO MTOBEICHNUS, TPU3BaHHASI YIOBJIETBOPUTH COOCTBEHHBIE HHTEPECHI
JUIa — 3T0:
1. 0OBbEKTHBHOE TIPABO;
2. ropuandeckasi 00si3aHHOCTb;
3. cyOBeKTUBHOE MPaBO™;
4. cTpyKTypa NpaBOOTHOIICHHUS.

2. llkona mpaBa, NPeACTaBUTEIN KOTOPOM MCXOIAT U3 TOTO, YTO IIPaBO €CTh BO3BEJCHHASI B 3aKOH BOJISL
TOCIIOACTBYIOILETO Kjlacca —

1. ucropuueckas;

2. MaTrepuagucTUIecKas™;
3. ICHXOJIOTHYECKa,

4. HOpMATUBUCTCKAA.

3. OCHOBOHOHaFaIOH_[I/Ie Havajla, HCXOAHBIC IIOJIOXKCHUSA, HACHU, BBIPAKAIOIIHWC CYIIHOCTL IIpaBa Kak
COMaJIbHOI'O SABJICHHUA — 3TO:

1. cymHoCTb NpaBa;

2. ¢popma mpaBa;

3. coneprxaHue Npasa;

4. mpuHIHAI TTpaBa*,

4. K xakoMy Moaxoqy NpaBOIIOHMMAaHHsS OTHOCUTCS cieayiouiee onpeaenenue: «llpaBo — 3To cucrema

001eo0s3aTeNbHBIX, (HOPMATBHO OMPENEICHHBIX, UCXOAIINX OT TOCYIapcTBa U MM OXPAHSEMBIX HODM,
PEryIHMPYIOUINX OOIECTBEHHbIE OTHOILICHUS ?

. Kak Ha3pIBaeTCs rocynapcTBo, KOTOPOE CBSI3aHO MPABOM:

1. K eCTEeCTBEHHO-IPAaBOBOMY;

2. K HOpMaTUBHOMY*;

3. K COIIMOJIOTUYECKOMY;

4. K ICUXOJIOTHYECKOMY.

5. XapakTepHble 4epThl POMaHO-TE€PMAHCKOHN (KOHTHHEHTAJIBLHOM ) MPAaBOBOM CUCTEMBI:
1. OCHOBHOM UCTOYHUK MpaBa — JOKTPHUHA;

2. OCHOBHOM MCTOYHHUK IpaBa — HOPMATUBHBIE aKThl. [lelieHne mpaBa Ha YacTHOE U MyOIHYHOe™;
3. cyneOHbIe OpraHbl UMEIOT MTPABO HA HOPMOTBOPYECTBO;

4. OCHOBHBIC UCTOYHUKH IPaBa — MPABOBOM 0ObIYal U CyJIcOHBIC TTPEIEACHTHI.

6. B cTpykTypy npaBoBOro craryca JUYHOCTH BXOJSAT:

1. xoH(eccuoHanbHasi MPUHAATIE)KHOCTB;

2. HAIlMOHAIIBHOCTD;

3. mor;

4. TpaxaaHCTBO*.
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. TubepanbHoe;



. TOTQJIUTAPHOE;
. TIpaBOBOE™;

. IpParMaTu4YeCcKoe.

. Kakoit 13 ykazaHHBIX IPU3HAKOB OTHOCUTCS K NMIPU3HAKAM I'pakJaHCKOTo oOlIecTBa:

. TOTaJIbHBI KOHTPOJIb CO CTOPOHBI FOCYapCTBa;

. MHOTOYKJIaTHOCTb SKOHOMHUKH *;

. QHTUJIEMOKPAaTUYECKUN XapaKTep BIACTH;

. YHUTApHOE YCTPOMCTBO.

. HazoBute Hanbonee AeHCTBEHHBIN My Th MPEOJ0ICHUS IPAaBOBOTO HUTUIIM3MA B COBpeMeHHoM Poccun:
. TIOBBIIIICHHUE MPABOBON KYJIBTYphI 00I1IecTBa*;

. HEOTBPaTUMOCTb HaKa3aHUs 3a IPABOHAPYLICHMUS;

W N = O B W —= 0k~ WIND

. Y)KECTOUCHHE CAaHKIIUN 32 3alpEeICHHbBIC ACSTHUS;

N

. CMSTYCHUC MCP IOpHI[PI‘-ICCKOfI OTBCTCTBCHHOCTH.

10. Hcropuyecku CIOXKHUBIIMECS TMpaBHJia TIOBEJCHUS, BOIICAIIME B NPHUBBIUKY B pe3yibTaTe
MHOTOKPATHOTO MOBTOPEHUS U CTABIINE B CHUIIY 3TOTO PETyISATOPOM OOIIECTBEHHBIX OTHOLLIECHUI:

1. oObIyan™®;

2. HOPMBI MOpAJIY;

3. HOpMBI TIpaBa;

4. HBIE COITMAIbHBIC HOPMBI.

Tema 4. Opranuzanus J0KyMEHTOOO0pOTa ¥ UCIIOTHEHHUS TOKYMEHTOB

1. OOwmeo06s3aTenbHble, (QOpMaIbHO  ONpeAeNieHHble TMpaBWia TOBEACHUS, YCTAHOBICHHbIE U
o0ecredrBaeMble TOCYJapCTBOM U HalpaBJICHHbIEC HA YPETyIupoBaHUE OOIIECTBEHHBIX OTHOIIEHUN — 3TO:

. HOpMBI TIpaBa®;

. DyHKLMY TIpaBa;

. IPUHLIUIIBI TIPABa;

. hbopMBI TIpaBa.

. Kaxoii cTpyKTypHBIi 371eMEHT HOPMBI TIpaBa yKa3bIBAET HA MPABOBBIC ITOCIECICTBHS:
. TUTIOTE3a;

. TUCTIO3UIIHS;

. CAHKIIHAS*;

. OTBETCTBEHHOCTb.

1
2
3
4
2
1
2
3
4
3. Cnoco6 BbIpakeHUs] BOBHE TOCYIapCTBEHHOM BOJIM, HOPM IIpaBa — 3TO:
1. popmbl (McTOUHMKM) TTpaBa™;

2. IpUHLMIIBI TIPaBa;

3. HOpMBI TIpaBa;

4. ¢pyHKUIMY TIpaBa.

4. OCHOBHOM UCTOYHUK TTpaBa B PD:

1. mpaBoBO# 0OBIYAIA;

2. HOPMaTUBHO-TIPABOBOM aKT™;

3. ropuanuecKas JOKTPUHA;

4. MOCTaHOBIICHUS CYIOB.

5

. Beiciast hopma mpsiMoro (HEToCpeACTBEHHOT0) BBIPAXKEHHUSI HAPOIHONW BOJH MO MPOEKTaM BaKHEUIINX
3aKOHOB, ITPH KOTOPOM HapOJ BBICTYNAET CAMOCTOSTEIbHBIM CyObEKTOM IPAaBOTBOPUYECTBA — ATO:

1. CaHKIIMOHUPOBAHHOE NTPAaBOTBOPYECTBO;

2. AenerupoBaHHOE NPaBOTBOPUYECTBO;

3. JIOKaJbHOE MIPaBOTBOPYECTBO;

4. pepepenmym*.

6. KoMInoHEHTaMM CUCTEMBI POCCUICKOTO ITpaBa HE SIBIISIOTCA:
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. HOpMBI TIPaBa;

. 3aKOHBI*;

. IOJIOTPacCIIv TIPaBa;

. OTpaciy mpasa.

. ConeprkaHue MpaBOOTHOIIECHUS! COCTABISIOT:

. TIPaBOCITIOCOOHOCTH M JI€CTIOCOOHOCTH™;

. CyObEKTHBHOE TIPABO U IOPUINYECKAsi 00S3aHHOCTH;
. TIOBEZICHUE CYObEKTOB MPABOOTHOIICHUS;

. ’HTEPECHhI CYOBEKTOB MPAaBOOTHOIIICHHUS.

. CocTaB mpaBOHApyIIEHUS — ITO:

. CTaThsl YTOJIOBHOIO Kojiekca P®D;

. OpUINYECKHE aKThl U FOPUINYECKHUE TIOCTYIIKH;

W N — 0~ WDN — 9 Pbh WDN —

. OOBEKT, CyOBEKT, 00bEKTUBHAS U CYOBEKTHUBHASI CTOPOHA NPABOHAPYILICHHS™;
4. HaMepeHHs U ACHUCTBUS MTPABOHAPYIITUTEIIS.

9.0053aHHOCTD JIMI]a TOABEPTHYThCS MepaM TOCYIAapCTBEHHOTO NPUHYXKACHUS 3a COBEPLICHHOE
[IpaBOHAPYLIEHUE — JTO:

1. ropuaAMYeCKHil COCTaB MPABOHAPYIIICHHUS,

2. ropuanueckasi OTBETCTBEHHOCTH™;

3. IpaBOBOE OTHOILIEHHUE;

4. MeToJ] MPaBOBOTO PETYIUPOBAHMUSI.

10. Hopma npaBa B MeXaHU3ME IIPABOBOTO PETYIUPOBAHUS BBIIIOIHSAET POJIb:
1. necCTBYET TOIBKO B 3aKIIOYUTEIbHON CTaANN;

2. HEe UMEET 3HaYECHUs B MEXaHU3ME IPABOBOIO PETYIUPOBAHUS;

3. oTIpaBHOTO (HAYaJIbHOTO) dJIeMEHTa™;

4. hakynbTaTUBHOTO JIEMEHTA.

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE POBOIUTCS B JopMe 3adeTa

Tunosbie Bonpocsl 3auera (ITK-3)
1. IlonsiTHe OKYMEHTA.
2. OCHOBHBIE MPU3HAKHU U CBOMCTBA JOKYMEHTA.
3. OyHKIHMH TOKYMEHTA.
4. FOpunnueckas cuia J0KyMEHTA.

5. 3HaueHue JOKYMEHTOOOOpOTa M JOKYMEHTHpPOBAaHUS B OpraHM3allMU ammapara rocyaapcrsa. O.
HopmaruBHO-IIpaBOBBIE TOKYMEHTBI, PEIVIAMEHTUPYIOIIME IPOLECChl JTOKYMEHTUPOBAHUS B OpraHax
HCIIOJIHUTEJILHOM BIIACTH.

7. Buapl 651aHKOB, TPUMEHSEMBIX OpPTaHU3AIASMH.

8. PexBu3UTHI, (HOPMUPYIONINE TOKYMEHTHI M OJIAaHKH B JIEJIOMPOU3BOACTBE OPraHOB HCIIOJHUTEIHHON
BJIACTH.

9. IlpaBuna opopmieHUs 1aThl B TOKYMEHTE.

10. ITopsimok oopmiteHHs peKBU3UTA «Aipecar.

11. CriocoObl yTBEpkKACHUS TOKYMEHTOB.

12. Yrto orpaxkaetcs B pezonmorun? Kako mopsiiok ee ohopmiieHus ?

13. IIpaBuna opopmIICHUS IPUIIOKESHUS.

14. Oopmiierre MOAMUCH B TUCBME, aKT€, TPOTOKOJIE.

15. Jlns gero HeoOxoanMa OTMETKA 0 3aBepeHun kormmuu? CriocoObl ee 0hopMIICHHUS.

16. Buap! nevareii. [IpaBuna npocraBieHus neyatu B pekBuzute «lloamuce»?

17. J1na yero HeobxoauMo cornacoBanue fokymeHta? Kak opopmisitores rpud u Bu3a coriacoBaHus?
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18. Kakue cBeneHNs yKa3bIBalOT B CIIPABOYHBIX JAHHBIX?

19. Y3 yero cocTouT perucTpalMOHHbIN HOMEP UCXOAIIETO TOKYMEHTA.

20. IlepeuncauTe 3Tansl MOArOTOBKH IIPUKA3a.

21. Kakue TpeboBaHMs MPEABABISIOTCS K TEKCTY MUChMa?

22. Kakue BuAbl JOKYMEHTOB OTHOCSTCS K OpPraHHU3allMOHHO-PACIIOPSAUTENBHBIM JHOKyMeHTaM? 23. Jlns
4ero HeoOX0uM MPOTOKoI? OCOOEHHOCTH ero 0(OpMIICHHS.

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

25. Yro orpaxaet akt? [IpaBumna ero opopmieHwus.

26. Kakue TpeOGoBaHUS MPEIBSIBISIOTCS K CIIy>)KEOHBIM U JAOKIAIHBIM. 3anmuckamM? B dem 0coOOEHHOCTH HX
oopmnenus?

27. OcHOBHBIE TpeOOBaHUs K 0OPMIICHHIO CITYKEOHBIX mruceM. Kakue pa3HOBHIHOCTH IMUCEM BHI 3HAETeE?
28. Uto Takoe T0KyMEHTOOOOPOT

29. OcHOBHBIE MpaBHiIa JOKYMEHTOO00POTA.

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

31. DTansl JOKyMEHTUPOBAHMS.

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

34. IloHsTHE U OpraHU3aIMsl HOMEHKJIATYPhI €.
35. lloHATre 1 3HaUEHUE AIEKTPOHHOTO TOKYMEHTOO00POTA.

Tunosble 3axanus s 3a4era (IIK-3)
He npenycmotpeHo.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

17

€CKpUITOPLI (YPOBHU) — OCHOBHBIE IIPU3HAKHA OCBOEHUS (IIOKa3aTeIn
Orenka Kommerenmu HAeckp pEL (YP ) P (
TOCTHKCHHUSI PE3yJIbTaTa)
«3a4TEHO» [1K-3
«HE 3aU4TEHO) IIK-3

5. MeTonnueckue yKkazaHusi AJisl 00y4al0OIIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3aIMN CaAMOCTOSTEIBbHOM PadO0ThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3yYeHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxaHueMm paboueii mporpammbl nuctuiumabl (PIT[]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TpOrpaMMHOE o0ecreueHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0veM u copepkaHHe AMCUUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

B pasgene «YdeOHo-meTomumueckoe U HH(POpMalLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue ITUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIHUMBIX AJIi OCBOCHUS
JTUCIUIUTAHBL.

5.2 PexomeHnanuu o0y4aronumMcst o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JEKUMOHHOM 3aHATUM MaTepuand M JIOMOJHUTh €ro C YYeTOM PEKOMEHJOBAaHHOM JTOMOJIHHUTEIHHOM
JUTEPaTypPhL;



- IIPU CAMOCTOATEILHOM U3YYEHUH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npodeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHON PabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennaruu 1o pabore ¢ Hay4HOU U yueOHOM IuTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboTel U HeoOXoAMMa MPU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKIIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTuBHy 0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHble B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpbl IO
Te€MaM, BBIBOJIbI MO KaXKIOMY Bompocy. KoHCIEKT MOXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIINI WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEPKaTh HE OTHOCAIIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl Hay4yHON JIHUTEpaTyphl MPU CAMOCTOATENBHOM MOATOTOBKE K 3aHATHUAM JOJKHBI COAEPKaTh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCHOJIb3yeMOIl HaydyHOH JHUTepaTyphl.
Koncniekt MoOXeT OBbITh OMOPHBIM (COXEP)KaTh JIMIIb OCHOBHBIE KIIIOUEBBIE IO3UIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporniecce paGoThl ¢ OCHOBHOM M JIOTIOJHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:

- JenaTh 3allMCU IO XOIy YTEHHSA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IIaHa (co3gaBaTh INEpEUYEHb
OCHOBHBIX BOIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATHh TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd MM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJICH aBTOpa);

- TOTOBUTDH aHHOTAITUH (KpaTKoe 0000IIeHHE OCHOBHBIX BOIIPOCOB PadOTHI);

- co37/aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1alilny 110 OATOTOBKE K OTJEIBHBIM 33JJaHUSAM TEKYILEro KOHTPOJIS

ColecenoBanue TpeAnonaraeT OpraHU3aluio Oecelbl IMpernojaBaTesss cO CTYIEHTaMH IO BOIpPOCaM
MPAKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbl MOTYT y4YacTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

VYCTHBIE ONMPOC MOXKET TNPUMEHATHCS B pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUPOBaHHbII. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBUJIBHOCTH OTBETA 110 COZIEPIKAHHUIO;

- IOJIHOTA U TITyOMHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUSI MaTepuana;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISAIHBIX MOCOOHMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- HCTIOJIb30BaHUE JOTOJHUTEIBHOIO MaTEpUaa;

- pPalMOHAJIBHOCTD UCIIOJIB30BAaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/1aHNE.

YCTHBIM ONPOC MOXKET COMPOBOXKAATHCS MPE3ECHTALMEH, KOTOpas MOATOTABIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUUECKOro 3aHATHs. [Ipy BBICTYIUIEHHH C Mpe3eHTaluell HeoOXxonuMo oOpaliaTe BHUMaHKUE
Ha TaKM€ MOMEHTHI KaK:

- COJEp)KaHUE TMPE3CHTALUU: aKTyaJlbHOCTb TEMBI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COAEP)KAHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PECYPCBl. COOTBETCTBUE COAECPXAHUS U JIMTEPATyphl), IpaKTUUECKass HApPaBICHHOCTb, COOTBETCTBUE
CoZiepKaHus 3asiBICHHON (opMe, aleKBaTHOCTb UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
IIOCJIEJOBATENBHOCTD U JIOTUYHOCTD IIPE3EHTYEMOT0 MaTepHara;
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- odopmiieHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IM3aiH (YMUTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI Cpe/ibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEeHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh H3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHaTbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALIMOHHOE o0ecriedeHre JUCHUITTHHbI

6.1 OcHoBHas UTEpaTYypa:
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MockanbkoBa T. H., Uepauxo B. B., I1laGypoB A. C., Ilnetauxos B. C., CuBuukwuii B. A., Typanusn B. 1O.,
I'y6aesa T. B., Kaprun K. B., KoneB A. H., JlaBeigoBa M. JI., Hukutua A. B. FOpuanueckas TexHHKa :
YueGuuK st By30B. - Mocksa: FOpaiit, 2020. - 493 c. - Tekcr : anexrponnstii // IBC «HOPAUTY [caiir]. -
URL: https://urait.ru/bcode/455519
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3. Ocumnos, M. 0. Teopus rocymapcTBa 1 mpaBa : y4eOHHK. - Becb cpok oxpaHbl aBTOPCKOTO TipaBa; Teopwust
rocyaapcTsa u npasa. - Mocksa: A [1lu Ap Menua, 2021. - 323 c. - Tekcr : anekrponnsiit / [IPR BOOKS
[caiit]. - URL: http://www.iprbookshop.ru/105665.html

4. KomapoB C. A. O6mas Teopus rocynapcrsa U mnpasa : Y4YeOHUK Ui BY30B. - UCHp. U J0M; 9-¢ U31.. -
Mocksa: FOpaiit, 2021. - 506 c. - Tekcr : smekrpommbii // DBC «HOPAUT» [caiir]. - URL:
https://urait.ru/bcode/472293

5. CremanoBa, E. H. Cuctema a1eKTpOHHOTO JOKYyMEHTO000poTa (00IauyHoe pelieHue) : yuebHoe mocoodue.
- Bechb cpok oxpanbl aBTopckoro npasa; CrcTemMa 3JIEKTPOHHOTO JJOKYMEHTO0000poTa (00JIa4HOe pelieHHe).
- Mocksa: A#t Ilu Ap Menua, 2021. - 182 c. - Tekcr : anekrponnsii / IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/101357.html

6.3 VlHble UCTOYHUKMU:

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

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

3. Hay4yHo-mpakTHuYeCKUil 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/
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5. Caiir "Poccuiickas razera" - https://rg.ru/ - https://rg.ru/
6. CiioBapu u >HIMKJIONIEIUH OHIaiH - http://dic.academic.ru/
7. FOpuanueckas 6ubnuoreka «FOpuctJIudy - http://www.juristlib.ru/ - http://www.juristlib.ru/

8. ®enepanbHBIi HaydyHO-TIpakTHUECKU kypHan «FOpuct» - http://lawinfo.ru/catalog/magazines/jurist/ -
http://lawinfo.ru/catalog/magazines/jurist/

7. MaTepuaJbHO-TeXHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHoOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TIO JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyromee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieueHue: y‘-Ie6HI>Ie AyauTOpruu JId TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJBbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U TIOMEIICHHUS ISl CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust A1 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHuS,
00ecreYnBarole TEMaTHYECKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlumeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Onepanuonnas 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

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:

1. Hayunas snekrponnas 6ubianoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. llpe3unentckas 6ubmmorexka nmenn b.H. Enprinnaa. — URL: https:// www.prlib.ru

3. Poccwuiickas rocynapctBeHHast Onbnuoreka: opunmanbheiii caift. — URL: https://www.rsl.ru
4. CnpaBouHas npaBoBas cucreMa "KoncynbranT mmroc”. — URL: http://www.consultant.ru

5. OnekrponHas 6ubnmoreka PODU. — URL: https://www.rtbr.ru/rffi/ru/library

6. DIEKTPOHHBIN Karajor DyHIaMEHTaIbHON OnOIMOTEeKN TI'V. - URL:
https://www.tsutmb.ru/biblio/elektronnyij-katalog/
7. FOpaiit: o6pa3oBarenbHas miathopma, AMEKTPOHHO-OnbmoreuHas cuctema. — URL: https://urait.ru

JyIeKTpPOHHAs HH(POPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnogaBarenss M CTyAE€HTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJIOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTeIbHOM Cpesie YHUBEPCUTETA.



