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1. MACIIOPT PABOYEH ITPOT'PAMMbI YYEFHOU JUCIHUILIVHBI

OI1.02. [IpaBoBOe M JOKYMEHTALMOHHOE o0ecnevyeHne MpodeccHoHAIbLHOM 1eATeILHOCTH

OobaacTh NpUMeHeHUs padoyeil MpPorpaMmmbl

Pabouas mporpamma ydeOHoM mucuummasl OI1.02. IlpaBoBoe ¥ JOKYMEHTaIlMOHHOE
obecrieueHne MNpOo(ecCHOHANIBHON JAEATENBHOCTU SIBJISAETCS YaCThIO IPOIPAaMMbl IOATOTOBKH
crenuanuctoB cpeanero 3seHa B coorBeTcTBUU ¢ PI'OC CIIO no cneumansHoctsim CIIO

43.02.11 «ocTHHUYHBIA CEpBHCH.

Pabouast mporpamMMa KOHKPETHU3HPYET COJACpKaHHE TeM (pasaesioB) oOpa3oBaTEIILHOTO
CTaHJapTa, JaeT paclpeieieHue YydeOHbIX 4YacoB MO paszienaM Y4eOHOW IUCHMIUIMHBI U
YCTaHABJIMBAET IOCJEI0BATEIbHOCTh U3YUEHUS TEM (pa3/esioB) YUeOHON NUCHUIUIMHBI C YYETOM
MEXIUCUUIUIMHAPHBIX ¥ BHYTPM JAMCLUMIUIMHAPHBIX CBsi3€i, JIOrMKM YdeOHOro mpolecca,
BO3PACTHBIX OCOOCHHOCTEH CTYICHTOB.

HucuuruinHa «lIpaBoBoe M JOKyMEHTalMOHHOE o0ecredeHne MpodecCHOHaNbHOM
JACATCIIBHOCTH)Y MOXCT OBITh HCIIOJIL30BaHA Ha KypcCax AOIOJHUTCIBHOI'O O6pa30BaHI/I$I (B
porpaMmMax MOBBIIIEHHS KBaJIU(UKALUK WU IEPENOArOTOBKY) MPH HOATOTOBKE PYKOBOIUTEIEH
MaJIoro OM3Heca, ISl IPUHATHS YIPABICHUYECKUX PEIICHHA.

1.2. MecTo y4eOHOI TMCHUIIIIUHBI B CTPYKTYpPe OCHOBHOM NpogeccuoHaIbHOi
o0pa3oBaTe/IbHOM NPOrpaMMbI:

HucuuruinHa «[IpaBoBoe M JOKyMEHTallMOHHOE oOecrneueHne MpodecCHOoHaTbHOM
JCATENIbHOCTH» ~ HW3y4aeTcs B IHUKJIEe  NPOPECCHOHATBHBIX  TUCHUILUTHH  (pasmen
O6enpodeccronanpHbie qUCHUIUIMHBI) Ha |l Kypce W ommpaercsi Ha 3HAHUS, MOTYyYCHHbBIC
CTYJEHTaMH B IpOLIECCe U3YUYEHHS TaKWX JUCHMIUINH, KaKk «PycCKHil SI3bIK M KyJIbTypa peun»,
«JlenoBoit pycckuii s3b1k», «MHbOpMaTHKa», «OpraHu3anus OTpaciany.

1.3. Ileau u 3aaa4yu y4eOHOI TMCHUNIMHBI — TPeOOBaHHS K Pe3yJbTaTaM O0CBOEHUsI
yueOHOM TMCUMILUINHBI:

Lenbro nzyueHus TuctuIUIMHbI «lIpaBoBoe M JOKyMEHTAIMOHHOE O0ecreyeHne
npodeccCuoHaNBbHOM NeSTeIbHOCTH ABJISETCS (OPMUPOBAaHUE OOIIMX U MPOPEeCCHOHATBHBIX
KOMIIETCHITAH:

Obwue:

" [OHMMAaTh CYIIHOCTb U COIMAJIbHYIO 3HAYMMOCTh CBOEH OyayIeit mpodeccun, mposiBIsITh K
Hell ycroiuuBblil uHTepec (OK 1);

" OpPraHH30BBIBATH COOCTBEHHYIO NESATEIBHOCTH, BBIOMPATh THIIOBBIE METOJBI M CIIOCOOBI
BBITOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3P PeKTUBHOCTH U KadecTBO (OK 2);

" [pPUHUMATh PEUICHHWS B CTAHIAPTHBIX M HECTAHAAPTHBIX CHUTYAIlUSX M HECTH 33 HUX
oTBeTcTBeHHOCTH (OK 3);



" OCYILECTBJIATh MOWUCK M HUCIOJb30BaHUE MH(OpMAIK, HEOOXOAUMON i 3PPEKTUBHOTO
BBITIOJIHEHHS PO(EeCCUOHATBHBIX 3a/1a4, TPO()ECCHOHATHFHOTO U JTMYHOCTHOTO pa3Butus (OK 4);

® HCIIOJIB30BaTh I/IH(bOpMaLII/IOHHO-KOMMYHI/IKaI_[I/IOHHBIe TCXHOJIOTUHU B HpO(beCCI/IOHaJIBHOI\/JI
nesitenibHOCTH (OK 5);

" CaMOCTOSITENIBHO OIPENeNATh 3aJaud MpOo(EecCHOHATBFHOIO H JMYHOCTHOTO pPa3BUTHS,
3aHMMAaThCA caM000pa30BaHUEM, OCO3HAHHO IUTAHUPOBATh NoBbImeHne kBanudukanuu (OK 8);

" OpPUEHTHPOBATHCS B YCIOBHSIX MOCTOSHHOTO U3MEHEeHUs paBoBoi 6a3bl (OK 9).
IIpogheccuonanvuvie:

® OCYHICCTBJIATH HpO(beCCI/IOHaJIBHOC TOJIKOBAHUC HOPMATUBHBIX IIPABOBBIX A4AKTOB IJIA
peaM3aIyy Mmpas TpakaH B cGepe NEHCHOHHOTO o0ecrieueHus U conuanbaoi 3ammthl (11K 1.1);

® OCYIICCTBJIATHh MPUEM TPAXKAAH IO BOMPOCAM IIEHCHOHHOTO OOCCIICYCHHUS W COLUATBHOM
samuthl (11K 1.2);

® paccMaTpWBaTh IMAKeT JOKYMEHTOB JUIsl HAa3HAYCHUs IEHCUH, MOCOOW, KOMIICHCAIIHA,
JPYTUX BBILJIAT, a TAK)KE MEpP COLMAJIbHOM MOIJEPKKH OTIACIbHBIM KaTErOpusiM TPAXK]IaH,
Hy>KJaromumMcs B coranbHoit 3amure (11K 1.3);

® OCYUIECTBIATh YCTAHOBJIEHHME (Ha3HAuyeHUE, IepepacueT, IEepeBOA), HHJIEKCALUI0 MU
KOPPEKTUPOBKY MEHCHUH, Ha3Hau€HUE MOCOOMI, KOMIEHCAUA U JPYruX COLMAIbHBIX BBIMJIAT,
UCIIOJIB3YSl HHPOpMAIIMOHHO-KOoMIIboTepHbIe TexHooruu (11K 1.4)

® KOHCYJIBbTHUPOBATH TpaXJIaH U HpeI[CTaBI/ITeJIGfI OPpUIUYCCKUX JIMI 110 BOIIpoCaM
MIEHCUOHHOTO o0ecnieueHus u cormanbHoi 3amuThl (11K 1.6)

B PE3YIBbTATC U3YUCHUA JUCHUIIJIMHBI CTYACHT JOJIZKCH:

yMemy:

° 0o(pOPMIISITH  OPTaHH3AIMOHHO-PACTIOPSANTEIBHBIC JIOKYMEHTHI B COOTBETCTBHU C
nercrBytomuM ['OCTowm;

. OCYIIECTBIIATE 00pabOTKY BXOJANINX, BHYTPEHHUX H HCXOMANIUX JIOKYMEHTOB,
KOHTPOJIb 32 UX HCIIOJTHCHUEM;

° 0(pOPMIISITh TOKYMEHTHI [l TIEpeIauu B apXUB OPTaHU3AIINH;
3HAM®.

° MOHSITHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHUPOBAHUS,

. IpaBWJia  COCTaBJieHUS W O(QOPMIICHHS  OpraHU3aIMOHHO-PACIIOPSIUTEITBHBIX
JTOKyMeHTOB (nanee - OPJI);

. CUCTEMY ¥ THIIOBYIO TEXHOJIOTHIO JOKYMCHTAIIMOHHOTO OOECIICUCHHS YIIPABICHUS
(manee - JIOV);

. OCOOEHHOCTH JCJIONPOU3BOJACTBA MO OOpAIICHUSAM TpaXJaH U KOHPHUIACHIIMATHHOTO
JIeTIOTIPOU3BO/ICTBA;

1.4. KosimuecTBO 4aCOB HA OCBOEHME MPOrpaMMbl Y4eOHOM JUCUMIIIIUHBI:

MaxkcumanbHOU yueOHOW Harpy3ku oOyuatomerocst 166 yac, B Tom umcne:



00s13aTeNIbHOM ayTUTOPHOM yueOHOo# Harpy3ku oOyvaromerocst 110 gacos;

CaMOCTOSTENIbHON paboThl 0Oyuaromerocss 56 yac.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JTUCIUTIINHBI
2.1. O0beM yueOHOI JMCHHUIIJIMHBI M BUABI Y4eOHOi padoThI

Bun yueOnoii padoTnl Oobvem uacos

MaxkcumajibHasi yueOHasi Harpy3ka (Bcero) 166
Oo0s3aTenbHas ayIuTOpHas yueOHasi HArpy3ka (Bcero) 110
B TOM YHCIIE!

32
NPAKTHYCCKUC 3QHATHS
CamocTosiTe1bHasi padoTa 56
3akperieHre OCHOBHBIX TSPMHUHOB U onpeaeneHuil. Knaccudukanus J0KyMEHTOB 110 4

3aJaHHBIM IIPpHU3HAKaM.

W3yuenune HopMaTuBHBIX TokyMeHTOB 110 JJOVY. Knaccudukaius TOKyMEHTOB 0 3aJaHHBIM

MpU3HAKaM 4
3akperieHue peKBU3UTOB TJOKYMEHTOB 4
CocrapieHne pa3IMyHbIX BUAOB OJIAHKOB IS UHIUBUAYATbHO 3aJaHHBIX MPEANPUSTHI 4

Cocrasnenune hopmyisipa-oOpasiia OpraHu3alMOHHOTO JJOKYMEHTA JIJIsl MHAUBHIYJIEHO
3aJJaHHOTO MPEANPHUSITUS

2
CocraBneHre pa3IUMYHbIX BUIOB PACHOPSAUTENBHBIX JOKYMEHTOB Ul HHAUBUAYAIEHO
3aJIaHHOTO MPEIIPUATH 4
CocraBiieHHe pa3IMyHbIX BUJIOB CIIPABOYHO-MH(MOPMAIIHOHHBIX JOKYMEHTOB JIJIs
UHAUBUAYAJIBHO 33JJAHHOTO MPEAIPUATHS 5
CocraBnieHne pa3IMYHBIX PA3HOBUIHOCTEH CITY>)KEOHBIX ITHCEM ULl HHANBULyaTbHO )
3aJJaHHOTO MIPEAIPUATHS
CocraBieHne pa3InYHBIX BUIOB KaAPOBBIX JOKYMEHTOB MJISl HHAMBHIyaJbHO 331aHHOTO 2
TPEAIPUATHS 5
3aKOHCIIEKTHPOBATh TEMY O AOTIOTHUTENFHON JINTEpaType 2
Pazbop pazinnvHBIX BUIOB JOTOBOPOB 2
CaMOCTOSITENIBHOE COCTaBIEHUE PA3INYHBIX BUAOB JOBEPEHHOCTEN, KOMMEPUYECKHUX AKTOB, 5
MIPETeH3MH 1 UCKOB JUISI HHANBHIAYAIBHO 3aJaHHOTO MPEIIPUATHS.

2
BblyunTs TEMy 10 KOHCHEKTY JIEKLIUU

2
BrInonaneHne MHAMBUIYANBHOTO 33JaHHS IO COCTABICHUIO KOHKPETHBIX JOKYMEHTOB IS
3aJIJaHHOTO MPEIIPUATHS 4
CocraBneHue pa3IUuHbIX BUJOB JOKyMeHTOB Ha [IK, BbIBeieHHe UX Ha Me4aTh 2
N3ydenue MHCTpyKIMY IO JOKYMEHTHPOBAHUIO YIIPABIEHUECKON AesTenbHOCTH. M3yueHue 4
9TaroB 00pabOTKN BXOSIIINX, HCXOAAIIMX U BHYTPEHHHUX JOKYMEHTOB. V3yuyeHne nprueMoB
pETHCTpayy JOKYMEHTOB B PA3IMYHBIX (popmax 2

IoaroroBka k nuddepeHIMPOBAaHHOMY 3a4eTy 4




Hmozosean ammecmauus 6 ¢0pM€ IK3amena




2.2. TemaTu4yecKkMid IJIAH U COAepPKaAHNE Y4eOHOI JUCHMIINHBI OI1.13 JlIokyMeHTAlIMOHHOE 00ecneyeHre YpaBjieHus

HaumeHoBaHue pa3aeioB H TeM Copep:xanue y4eOHOr0 MaTepHaJia, JIa00paTOPHbIe H NPAKTHYECKHE Pad0ThI, cCAMOCTOSATe1bHasA padoTa Oo0bem Ypos
o0yuyammxcs, KypcoBasi padoT (MPOeKT) (eciu npedycmomperut) 4acoB eHb
0CBO€
HHUA
1 2 3 4
Pazoen 1.1IpaBoBoe o0ecnneyeHne TOCTHHMYHOIO CEpBHCA e
Coyiepxanre yadeOHOro MaTepuaia
3aK0HOJATEIBCTBO B chepe cepBHCa 4 1
Tema 1.1. I'pak1aHCKOE MTPaBO KaK O0Tpaciib Mpasa

I'pasxjaHCKHE IPaBOOTHOILIEHUS

HopmaTtuBHBIC aKThI B chepe TOCTEIPUMMCTBA B MOPSAKE BO3PACTaHUS UX IOPUIAYCCKON CHUJIEL.
CamMocTosiTeJIbHas padoTa 00yYaIOIINXCH

3aKperieHUe OCHOBHBIX TEPMUHOB U OIIPEICICHUMN. 4
H3yuenne HOpMATUBHBIX JOKYMeHTOB. Kitaccudukanusa JOKYMEHTOB O 3aJaHHBIM [IPU3HAKAM

[IpennpuHUMAaTENbCTBO U
rpak1IaHCKOE IPaABO.

CopepxaHue yueOHOro Marepuaja

IToHsATHE ¥ NPHU3HAKH IOPUIMYSCKOTO JIMIIA. 2,3
O0pasoBaHKe, peopraHu3alys U NPEeKpallleHue NeITeIbHOCTH IOPUINIECKUX JIMIL.
Knaccudurkanus 00bEKTOB TYPUCTHUESCKON HHAYCTPUH 8
Tema 1.2 OTteapHble 00BEKTHI IOPUINUCCKHUX JTHIT
IOpunnueckue nuua u WuauBuayaibHbIE OPSATPUHUMATSIN

WHJMBUIyaJIbHbIEC IPEANPUHUMATENN | DMaHCcUNauus (PU3NYECKUX JIUIL

EaHKpOTCTBO HMHAVBUAYAJIBHOI'O NPpCANPUHNUMATCIIA.
CamMocTosiTeJIbHAs Pa00Ta 00YYAIOLIUXCS
3aKpenjaeHne pEKBU3UTOB JOKYMEHTOB 6
COCT&BJ’IGHI/IG Pa3JINYHbIX BUJIOB 6J'IaHKOB JUIA MTHAWBUAYAJIbHO 3aIaHHBIX HDGI[HDI/IﬂTI/Iﬁ

CopepxaHue yueOHOro Marepuaja
Cuenku. IlpenctaBUTEIbCTBO.
JIOBEpEHHOCTB.
®DopmbI COOCTBEHHOCTH. 6 2
Tema 1.3 CpOKH OCYIIISCTBICHUS U 3aIUThI TPAKIAHCKHUX IIPaB.
Cnexu, npeacTaBUTeILCTBO, JlOBEpEHHOCTD, Ha MONYYEHHUE 3/I1 , HA UMYILIECTBO
CpOKH CpoKH HCKOBOH JJABHOCTH.

CamocrosiTenbHas padora
Cocrasnenue popmyisapa-odpasia OpraHu3alluOHHOTO JOKYMEHTA JIJISl HHIUBUTYaJIbHO 4
3aJIaHHOTO MPEANPUATHUS

Copaepxanne y4eOHOro MaTepuaia
O0111e moJI0keHnsT 00 00A3aTENLCTBAX.
(OO011IHE TOJIOKEHHS O JIOTOBOPaX.

Tema 1.4 ITyOMMYHBIN 1OTOBOD. 5 23
O6s3aTeILCTBEHHOE IIPABO TTopsimoK 3aKIIOYEHHS JOTOBOPOB € IOPUANYECKMMH U (PU3HUYECKUMH JIMIIAMHU. 1

M3menenus U pacTOp)KEHHUS TOroBOpa

Buibl pacnopsAuTeNnbHBIX JTOKYMEHTOB,
3aKpeIieHue pa3IndHbIX PEKBU3HUTOB




CamocTosiTeJIbHAs padoTa

CocraBiieHHUe pa3IUYHbIX BUIOB PACTIOPSIUTEIBHBIX JOKYMEHTOB ISl MHANBUyaJIbHO 33IaHHOTO
NPEAIPHUATHS

Pazmuuns JOIrOBOPHBIX U BHCOTI'OBOPHBIX 00513aTEILCTB.

Tema 1.5
OTaeabHbIe BUABI 00932aTEJILCTB

CoeprkaHue ydeOHOro MaTepuajia

OTaelbHbIE BUALI 003aTEILCTB.

(OCHOBHBIC BHUbI COTJIaIICHHH.

JIOoroBOp BO3ME3IHOTO OKa3aHHsl YCIVT.

JloroBop xpaneHus.

J{oroBOp KYILIA-TIpOIaKa.

JoroBop moapsija.

JloroBop apeHbl.

ATCHTCKHI JOTOBOP.

2,3

IIpakTHyeckas padora

CocraBiicHHE JOTOBOPOB.

Pas6op BU 0B CHDaBOLIHO-I/IHd)ODMaHI/IOHHbIX JOKYMCHTOB H 3aKpPCIIJICHUC UX PCKBU3UTOB

CamocrosiTejibHas padoTa

CocraBneHue pa3IuyHbIX BUJIOB CIIPABOYHO-MH()OPMAIIMOHHBIX JOKYMEHTOB JUIsl HHAUBUYaIbHO
3a/IaHHOTO NPEANPUATUS

Tema 1.6
IIpaBoBoe peryiupoBanue
roCTenpuUMCTBA

Cogepxanue yueOHOro MaTepuana

3amuTa npaB noTpeduTesnei.

Memz{yHaponHas{ T'OCTHHHNYHAas1 KOHBCHIIUA.

O6mue TpeboBaHMs K MpaBUjIaM npeaocTaBieHus ycuyr PO.

[TpaBusa oxazaHust yciyr 0OIIECTBEHHOTO MTUTAHUS.

ITpaBoBOE peryampoBaHue PEKJIaMBI.

[IprMeHeHNne KOHTPOIBHO-KACCOBOW TEXHUKH.

CJ'Iy>Ke6HBIe nucbMa: TpaAUIIMOHHBIC U 9JICKTPOHHLIC.

Bxopsmue n ucxoasume nucbma. Kitaccuukanust CiryK€OHbIX TUCEM I10 3aJJaHHBIM B TEKCTE
TEMaM.

bnanku u PECKBHU3UTHI ITUCEM. OCOOCHHOCTH TEKCTOB ITHUCEM.

KoHnkypeHTHI uceM: TeserpaMma, TenepoHorpaMma, gpakc. Mix ocobeHHoCTH U CpOYHOCTD
VICIIOJTHEHUSI

10

2,3

CamocrosiTesibHasi padoTa

OO6mras xapaktepuctuka 3akoHa «O 3amuTe mpaB MOTpeOuTenein».

HOp}IIIOK IPOKHUBAHUA W OIJIATBEI B TOCTUHUIIC.

Tema 1.7
TpynoBoe 3aK0HOIATEILCTBO

Conepxanue yq4eOHOro MaTepraia

OO611as XxapakTepUCTHKA TPYJIOBOTO MpaBa.

TpyIoBOH JOTOBOP: NOHITHE, BUIBL, COACPKAHHUE.

MaTCDI/IaJILHaﬂ OTBCTCTBCHHOCTbD.

OCHOBHBIC Tpe6OBaHI/I${ K O(bOpMJ'ICHI/IIO JOKYMCHTAIIMH 110 JIMYHOMY COCTaBy

JoxymeHTHpOoBaHue mpoliecca ABMKeHUs KaJpoB. CocTaBieHne pe3romMe

OdopmieHre pa3TMUHBIX BHAOB 3asBicHu. CocTtaBicHue U 0()OpMICHHE IPUKA30B 10 JJHIHOMY

2,3

10




COCTaBY

(OCOOCHHOCTH COCTaBICHUSI TPYAOBBIX KOHTPAKTOB.

ITpaBriia oopMIEHHS K BEIEHUs TPYIOBBLIX KHHKEK, JHYHBIX KapTOYEK U A

IIpakTnyeckas padora

3HAKOMCTBO C Tpa(l)apeTHBIMI/I OnaHKaMu KaJIpOBbIX JOKYMCHTOB U MX 3aII0OJJHCHHUE

CocraBicHue KaJAPOBBIX JOKYMCHTOB I10 3aJIaHHBIM PCKBU3HUTAM

CamocrosiTesbHasi padora

CocraBiieHU€e pa3IUYHBIX BUJIOB KaJIPOBBIX JOKYMEHTOB JUJISl HMHIUBUIYAJIbHO 3a/IaHHOTO
PETPUITHS

Tema 1.8
IIpaBa 1 0TBETCTBEHHOCTH
npeanpuHUMaTesien

Conepkanue yaeOHOro MaTeprasia

HpaBa N OTBETCTBEHHOCTb HpeHHpHHHMaTGHefI

ITonsiTHe IpaBOHAPYIIICHHMH M OTBETCTBCHHOCTH.

Fpa)KI[aHCKO-HpaBOBaH OTBCTCTBCHHOCTB.

BI/I,I[LI rpa)KHaHCKO-HDaBOBOfI OTBCTCTBCHHOCTH

AIIMI/IHI/ICT‘paTI/IBHaSI OTBCTCTBCHHOCTB.

CornanieHus ¥ MPOTOKOJIBI PA3HOIJIACUH K JOTOBOpaM

2,3

IIpakTHyeckas padora

3anojHeHue pa3IMuHbIX BUAOB TpadapeToB JOTOBOPOB, 10 33JaHHOMY 00paslly.

3aroJHEHUE PA3IMYHbIX BUIOB Tpa(apeToB NPOTOKOJIOB, AKTOB ITPOBEPKH IOPUANYECKUX U
VHAMBUAYaAJIbHBIX [TPEeANPUHUMATENEH, 110 3aJaHHOMY 00pasily.

CamocrosiTesibHas padora

3aKOHCIEKTHUPOBATH TEMY MO JIOMOJHUTEILHOM JINTEpaType

Pa36op Pa3JINYHBIX BUJOB TOT'OBOPOB

Pazoen 2. /Toxymenmauuonnoe odecneuenue npoheccuonanbioul oeameabHocmu.

Tema 2.1
Hcxoaupie MOHATHSA
AeJIONPOU3BOJACTBA

Copeprkanne y4eOHOro MaTepuana

OO1mue cBeeHNs AETONPON3BOACTBA.

JIOKYMEHT U ero (DYHKIIHH.

HopmatuBHo-mMeToanyeckas 6a3a JIOY.

IOpunnueckas cuia nokymenra. JJokymeHT0000pOT. JIOKyMEHTHpOBaHHE APXUBHOE XPaHEHHUE.

IIpakTHyeckas padora

Ob1epoccuiickue KiacCu(pUKaTOPbl TEXHUKO-YKOHOMHUECKOHN M COIIMAILHOM TOKYMEHTAIIUH.
enu, 3agaun 1 Gyakumy cayxos1 JJOY.

Knaccudukamnus 10KkyMEHTOB Kak CrIOcO0 BBIPAOOTKH ONPEAEIEHHBIX IPUHIIMIIOB B COCTABIICHHH,
oopmiiennu, crocodax, popMax B MeToax padOTHI ¢ Pa3IUYHBIMU JOKYMEHTAMU

CamocrosiTeibHas padora

I[OKYMCHT, JJI CJ'Iy)KC6HOTO MOoJb30BaHMs. EAUHCTBO IOMJIMHHUKA U I[y6J'II/II(aTa.

Tema 2.2
OO0mme HOpMBI ¥ IPaBUHJIA
oopMiIeHUA TOKYMEHTOB

Copnepkanne y4eOHOro MaTepraa

Tpe6OBaHI/I$I K IOCTPOCHHIO ACJIOBBIX NOKYMCHTOB.

Krnaccudukanus U CTpyKTypa OpraHu3alMOHHO-PACIOPSAUTEIbHEIX JOKYMCHTOB.

OCHOBHBIC Tpe60BaHI/I${ K COCTaBJICHUIO U O(bOpMJ'IeHI/IIO JOKYMCHTA.
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IIpakTHyeckas padora

OdopmieHre 1OKYMEeHTOB B aHKeTHOH opMe. CocraBiieHne (popMyIsap-I0KYMEHTA.

biank kKak HabOp PEKBU3UTOB, UACHTUPHUUUPYIOLIMH aBTOPa 0OULUATLHOTO IMHUCbMEHHOTO
JokyMmenTa. O0ruii 61aHK, OJaHK ISl THCEeM M OJJaHK KOHKPETHOI'O BUA JOKYMCHTOB.

YT10BO€ U IPOJI0JIbHOE PACIIOIOKEHUE PEKBU3UTOB Ha OJaHKax. @opMaThl MOTPEOUTEIBCKUX
Oymar. Hymepalins MHOTOCTpaHUYHBIX JOKYMEHTOB

CamocrosiTenpHas padoTa 00y4aromuxcs

3aerHJ'ICHI/Ie PEKBU3UTOB JOKYMEHTOB

Tema 2.3
OcHoBHbIE BH/IbI YIIPABJIEHYECKHX
JTOKYMEHTOB.

Copepxanue yueOHOro Marepuaa

OpF AHN3allMOHHBIC JOKYMCHTBI.

PaCHOpHI[I/ITCJIBHLIe JOKYMCHTHI.

Buibl mHQOpMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB.

IIpakTnyeckas padbora

CocraBiieHHE IITATHOTO pacliuCaHuA.

CocrtaBneHue U OQPOPMIICHUE PaCIOPSIAUTEIbHON JOKYMEHTAMU: IPUKA3bl, PELICHHUS,
pacmopsHKEHHUSL.

Odopmienne ciry>keOHBIX TTHUCEM.

Odopmienue akra, IPOTOKOJIA, TOKJIATHOM, CIYKEOHOM 3aMMCKH, O0bSICHUTEIILHOM 3aITUCKH.

CamocrosiTejibHas padoTa

BBIy‘lI/ITb TEMY 110 KOHCIICKTY JICKIIMU

Brimonnenue npesenranuu mo teme «OCHOBHBIE TPEOOBAHHS K COCTABJICHUIO U O(OPMIICHHIO
JIOKYMEHTa.

Tema 2.4
Opranusanus paéoTsl ¢
AOKYMEHTaMH

CojepskaHue ydeOHOro MaTepuajia

Ilonstue n OPHUHIOMIIBI OpraHu3alun ,Z[OKYMCHTOO60pOTa.

ITopsioK BeieHNS JOKYMEHTAIIMU B TOCTHHHUIIL.

I[OKYMCHTI)I 10 TPYAOBBIM OTHOIIICHUSM.

CocraBicHHE HOMCHKJIATYPBI JCJI U XPaHCHUC OCII.

I[eJ'IOBaH PE€Yb U €€ TPaAMMATHYCCKHUC 0COOCHHOCTH.

I1paBuna npeaocTaBiaeHUs] TOCTUHUYHBIX yCayT B PO.

12

ITpakTuyeckas padora

3anosnHeHue onanka aHkeTsl (O Nel-T).
3anoJHeHHE )KYpHaJIa PErUCTpallii HHOCTPaHHbIX Ipakaad (D Ne2-T).

3anosHeHue onanka cyera (P Ne3-IN)
3anonHeHue OiaHka cdeta (O Ne3-I'm
3anonHenue OaaHka kapta rocts (P Ne4-I')

3anoiHeHHe KBUTAHIIMU KacCOBBIM OTYET (P Neo5-T)

3anosHeHUEe OJIaHKa pacueTa OIUIaThl 33 MPOXKMBAHUE 10 Oe3HAIMUHOMY pacdeTy (P Ne7-T)

3anonHeHne OJaHKa KBUTAHIMS Ha Bo3Bpat aeHer (P Neg-I')

3amoTHEHHE aKTa 0 Mopue UMYyIecTBa TOCTHHUIBI (P NeO-I)

3anojHeHHe OaHKa 3asiBKM Ha OpoHupoBaHue MecT (D Nel0-I)

3anosiHeHre OjaHKa KBUTAHIMHM «ABTOCTOsSIHKa» (D NelT-I") 3anosHeHue 0j1aHKa KBUTAHIIMM HA

MIPEIOCTABIICHHE JIOTIOJHATENBHBIX YeIyT (P Nel2-T)

3anonHeHre OJaHKa KBUTAHIIMHM Ha TTpHeM BenieH B kaMmepy xpaneHus (D Nel3-T)

12
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CamMocTosiTejibHasi padoTa

CocraBieHue Pa3JIMYHBIX BUJ0B JOKYMCHTOB IIO TPYAOBBIM OTHOIICHUAM

CocraBicHHE Pa3JIMYHBIX BUJ0B JOKYMCHTOB Ha HK, BBIBCACHUC UX Ha IICYaTh.

Pabota ¢ popMoH TpyIOBOM KHIKKH.

CocraBicHHE HOMECHKIIATYPHI JC]L.

Brimoanenune WHIAUBUAYAJIBHOI'O 3a1aHUA MO COCTABJICHUIO KOHKPCTHBIX JOKYMCHTOB JJIA 6
3aJJaHHOTO MPEANPHUSATHS
Bcero: 110
MaxkcumaibHOU y4e0HOl HATPY3KH 166
00s13aTe/ILHOM ayIMTOPHOI y4eOHOl HArPY3KH 110
CaMOCTOSITE/IbHOI PadoThI 3

Jlis XapakTepUCTUKU YPOBHS OCBOCHMSI yUeOHOT0 MaTepuala UCIOIb3yIOTCs CleAYIOIINe 0003HAYCHMUSL:

1. — o3HaKOMHTENBbHBIH (Y3HaBaHUE paHEe U3YUYECHHBIX 00BEKTOB, CBOHCTB);

2. — penpOAYKTUBHBIHN (BBIIOIHEHUE JIEATEIBHOCTH 110 00pa3ily, UHCTPYKLUH WIH O]l PyKOBOJACTBOM)

3. — IPOAYKTHBHBIH (IUTAHUPOBAHKUE U CAMOCTOSITEIILHOE BBHITIOJTHEHUE ICATEIILHOCTH, pelIeHHE TPOOJIEMHBIX 33/1a4)
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3. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIAHBI
3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecedeHn 1o

Peanmzanus y4eOHON IUCHMIUIMHBI TpeOyer Hamuuus ydeOHoro kaOuHera «IIpaBoBoe
JTOKYMEHTAIIHOHHOE o0ecredeHrne NpoPecCHOHANBHOMN AeTETbHOCTI
O6opynoBanue y4eOHOT0 KaOMHETa!

= JlocamouHbple MeCTa IO KOJIMYECTBY 00yJaronIuXxcs (CTOJIbI U CTYJIb);
= PabGouee MecTo mpernoaaBaTes;

= Pa3gaTodHble KAPTOUKH 110 pa3jiesiaM TUCIUILIINHBIL;

= [loypouHble Namnku;

= TecThl.

TexHunueckue cpeacTBa 00y4eHHUs:

10.

»  KoMIIBIOTEPHI C JIMLIEH3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUeHUEM;
*  MynbTUMEAUATIPOEKTOP C SKPAHOM,;
» lHTepakTUBHAsA JOCKA.

3.2. UudopmanuonHoe odecriedeHne 00y4eHust

Axumosa, E. M. IIpaBoBoe obecrieueHre PUHAHCOBOM IEATENBHOCTH MPEANPUATHS (KYpPC
nexiuii / E. M. Akumosa, E. 0. Uubucosa, - 2-e usz., - Mocksa :MUCHU-MI'CVY, 2017. - 105
c. https://znanium.com/catalog/collection-znanium

bynart, P. E. JlokymeHTanimoHHoe obecrieueHne yrpaBieHusl IEPCOHATIOM : yueOHoe rmocooue /
P.E. bynat. — M.: UH®PA-M, 2019. — 234 c. https://znanium.com/catalog/collection-
znanium

brikoBa, T. A. JlokymeHTalnoHHOE 00ecnieueHre yrpaBIeHHs] HETOCYAapCTBEHHBIX
opranu3zaiuii : yueonoe nocodue / T.A. beikosa, JI.B. Cankuna. — 2-e u3n., nepepa0. u Jo1I.
— Mocksa : TH®PA-M, 2020.— 302 c. https://znanium.com/catalog/collection-znanium
Botunuesa, H. A. IIpaBoBoe o0ecriedyeHre TOCTUHUYHOM JesTeabHOCTH : yuel. mocobue / H.A.
Borunnesa. — Mocksa : PUOP : UHOPA-M, 2017. — 299 c.
https://znanium.com/catalog/collection-znanium

I'manuii, E. B. JlokymeHTanronHnoe odecrieueHne ymnpasienus : yaeoHoe rnocoodue / E.B.
I'maguii. — Mocksa : PUOP : UHOPA-M, 2020. — 249 c.
https://znanium.com/catalog/collection-znanium

I'oponos, O. A. IIpaBoBoe o0OecrieyeHre ”HHOBAIIMOHHOMN J€ATEIbHOCTH:
Mouorpadus/I'oponos O. A. - Mocksa : HUL] UHOPA-M, 2016. - 208 c.
https://znanium.com/catalog/collection-znanium

I'ypeeBa, M. A. [IpaBoBoe oOecnieuenne npodeccnoHalIbHOM 1eATeNbHOCTH | yueOHuK / M. A.
I'ypeeBa. — Mocksa : UJ[ « ©OPYM» : UHOPA-M, 2017. — 240 c.
https://znanium.com/catalog/collection-znanium

I'ymuna, U. A. JlokyMeHTallMOHHOE 0OeclieueHUe YIPaBICHUS B COLIMAIbHO-KYJIBTYPHOM
cepBuce u Typusme: YuedHnoe nocodue / I'ymuna . A., 3aiinieBa H. A. - Mocksa : Ansda-M,
HUILL UHOPA-M, 2015. - 240 c. https://znanium.com/catalog/collection-znanium
JlaBpenTreBa, M. I'. JlIokyMEeHTAIITMOHHOE 00ECTICUCHHE KAAPOBOM JEATEIHHOCTH B cepe
WHAYCTPHH FOCTETIPUMMCTBA: PAKTUKYM : yueO. mocobue / M.I'. JlaBpentneBa, A.B. Moxaes ;
MOJ peA. KaH/l. UcT. Hayk, nou. H.I'. MoxaeBoii. — Mocksa : UHOPA-M, 2017. — 99 c.
https://znanium.com/catalog/collection-znanium

Marsees, P. ®@. [IpaBoBoe obecrieuenre mpodecCuOHAIBHOM eaTeTbHOCTH: KpaTkuii
kypc/Marsees P. ®@. - Mocksa : @opym, HUL] UH®PA-M, 2015. - 128 c. (IIpodeccuonanbroe
obpazosanmue) (O6moxka. KbC) https://znanium.com/catalog/collection-znanium



11. Manacenko, FO. A. Jlenonpon3BoACTBO: JOKYMEHTAIIMOHHOE 00ECIIEUCHHE YIIPABICHUS:
Vuebnoe nmocoodue / I[Tanacenko 10.A., - 3-e uzn. - Mocksa :PUOP, UIHDOPA-M, 2016. - 112 c.
https://znanium.com/catalog/collection-znanium

12. Tlepos, C. B. [IpaBoBble 1 OpraHHU3aIllMOHHBIC OCHOBBI COBEPIIICHCTBOBAHUS
npodeccCHoHATLHOM MOATOTOBKH COTPYIHUKOB YTOJIOBHO-UCIIOTHATEILHONW CUCTEMBI :
monorpadwus / C. B. Ilepos, C. B. Koconoroga - Bonoraa : BUIID ®CHH Poccuu, 2015. - 70
c. https://znanium.com/catalog/collection-znanium

13. Teimenko, A. W. [IpaBoBoe obecrieuenne npopecCuoHaAIbHON AeATEIbHOCTH : YueOHuK / A.U.
Teimenko. — 4-e uzg. — Mocksa : PUOP : UHDPA-M, 2019. — 221 c.
https://znanium.com/catalog/collection-znanium

14. Tenuenko, A.W. IIpaBoBoe obecriedenne nNpoeccCuoHanbHOMN aesITenbHOCTH © yueOHuk / A.U.
Trimenko. — 3-e u3g. — Mocksa : PUOP ; UIHOPA-M. 2015. — 224 c.
https://znanium.com/catalog/collection-znanium

Hononuurenbubie uctounuku (A1)

1. XabuOynun, A. I'. [IpaBoBoe obecnieueHne MpodheCcCHOHATBLHON NeSTSIHOCTH © yueOHuK / A.T.
Xabubynun, K.P. MypcanumoB. — Mocksa : Ul «DOPYM» : UHOPA-M, 2019. — 333 c. —
(Cpennee npodeccuonaibaoe odbpasosanue). https://znanium.com/catalog/collection-znanium

2. Yepnoga, C. I'. JlokymeHTallMOHHOE OO€ecIiedeHre ypaBieHus [ DIeKTpOHHbIN pecypc] : yuel.
nocobue / HoBocu®6. roc. arpap. yH-T, DkoH. ¢ak.; coct. C.I'. UepHosa. - HoBocubupck:
3onotoi koioc, 2014. - 106 c. https://znanium.com/catalog/collection-znanium

3. 3akoH P® «O06 nnpopmarmu, nHGopMaTH3anmu 1 3amurte nHpopmarmm» oT 20 dpespans 1995
r., Ne24-®3«Poccuiickas razera» ot 20 dgespans 1995 r.
https://znanium.com/catalog/collection-znanium

4. @enepanbHblif 3akoH oT 1 uroHs 2005 1. Ne53-D3 «O rocymapcTBeHHOM si3bike Poccuiickoit
denepanun«Poccuiickas razera» ot 1 urons 2005 r. https://znanium.com/catalog/collection-
znanium

5. ®enepanbhsii 3akoH OT 29 utomst 2004 Ne98-D3 «O xommepueckoii Taitae»// C3 PO -2004 -
Ne32-Ct.3283. M. https://znanium.com/catalog/collection-znanium

HNurepuer pecypcesl (U-P)

www.directum.ru
www.delpro.narod.ru
www.termika.ru

https://znanium.com/catalog/collection-znanium
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4. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUS YUEBHOM JUCHUILIMHBI

KoHTponb © OIlCHKa pe3ylnbTaTOB OCBOCHUS Yy4YEOHOW JAMCIMILIUHBI
[IPENo/aBaTelieM B IMPOLECCE MPOBEACHUS NPAKTUYECKHUX 3aHSITHM,
BBITIOJTHEHUE 00YYAOIIMMHUCS WHIUBUAYATBHBIX 3a/IaHU, IPOEKTOB M HCCIICIOBAHUH.

OCYHICCTBIIACTCA

TECTUPOBaHUsA, a TaKXKe

PesynbTarnl 00yueHus
(ocBOCHHBIE YMEHMS,
YCBOEHHbIE 3HAHUA)

Kons1 popmupyembix
npodeccuoHaNbHbIX U
001IMX KOMIeTeHIH

@opMBbI U METO/IbI KOHTPOJISI H OLEHKH
pe3yJbTaToB 00y4eHus

1

2

3

3HaHuA:

- OCHOBHbIC
3aKOHO/IATEIbHBIC aKTHI B
00J1acTH JACIONPOU3BOICTRA;
- BUABI JIOKYMCHTOB,

- TIpaBHJIa COCTABJICHHS

o OopMIIEHHUS Pa3TUIHBIX
BUJIOB IOKYMEHTOB;

OK 1; OK 2; OK Ne; OK
4; OK 5; OK8; OK9;
WHPOpPMaIMOHHAS,
camMoOopraHu3aIus

Texymuii KOHTPOJIb 3HAHUM.
Pesynprar TecTupoBaHusl.

IIpoBepka mpaBUIBHOCTH BBITOJIHEHUS
NPaKTUIECKOW paboTHI.

- TpeOOBaHHSA K TEKCTY
CITyKEOHBIX TOKyMEHTOB;
- o01111E MTpaBmiIa
OopraHu3anuy paboThl ¢
JOKyMEHTaMH;

OK 1; OK 2; OK Ne; OK
4; OK 5; OK 8; OK 9;
I[IK 1.1- TIK 1-4; IIK
1.6

WHPOpPMaIMOHHAS,
camMoopraHu3aIus

CBOEBpPEMEHHOE BBINOJHEHUE CAMOCTOSTEIbHON
paboThL, POBEpKa PE3yIbTATOB PAOOTHI C
Ipe3eHTalueH WU JJOKIA10B.

YMmenns:

- cocTaByieHHE U 0OpMIICHHE
Pas3In4HbIEe BUIBI
JIOKYMEHTOB;

- OCYILIECTBIICHUE
JOKYMEHTHUPOBAHUS U
OopraHuzanuu paboThl ¢
JIOKYMEHTaMH;

OK 1; OK 2; OK Ne; OK
4; OK 5; OK 8; OK 9;
I[IK 1.1- TIK 1-4; TIK
1.6

WHPOpPMaIMOHHAS,
KOMMYHHKaTHBHAS

PesynbTar TECTUpOBAHUS.

IIpoBepka MPaBUIBLHOCTH BBIMTOTHEHUS
NPaKTUIECKOW pabOTHI.

DKcnepTHOE HAOIOICHUE 3a ICHCTBUSIMHU
00yJaronmxcsl.

DKcrepTHast OIIEHKA BBITIOJTHEHHSI MTPAKTUYECKUX
paboT, MHIMBHIYaTbHBIX 3aJaHHH, TOKIIAJI0B.

- (hopMupOBaHUE €T B
COOTBETCTBHH C
HOMEHKJIATypOH Je;

- HCTIOJIH30BaHNE
MOJIYYCHHBIX 3HAHUH B
MTOBCEHEBHOM U
podeCCHOHATEHOM
JIeATEIBbHOCTH;

- BIIaJICHUE OHITUSIMU
JIOKYMEHTa, €r0 CBOWCTB,
croco6oB

OK 1; OK 2; OK Ne; OK
4; OK 5; OK 8; OK 9;
IIK 1.1- TIK 1-4; TIK
1.6

WHPOPMaIMOHHAS,
KOMMYHHKATUBHAS

CBOEBPEMEHHOE BBIIIOJIHEHUE CaMOCTOSATEJIbHON
paboThl, IpoBepKa pe3yabTaTOB PabOTHI C
Ipe3eHTalue Wik J10KJIaN0B.

JIOKYMEHTUPOBAHUS;
-IIPUMEHEHUE npasui | OK 1; OK 2; OK Ne; OK | [IpoBepka mnpaBHIBHOCTH BBINOJIHEHUS
coctapnenust u odopmienus | 4; OK 5; OK 8; OK 9; | mpakTuaeckoii paboThlI.

OpraHU3alMOHHO- IIK 1.1- TIK 1-4; IIK | OxcnepTHoe HaOIIOAEHHE U OLEHKA BBIIOJIHEHUS
pacmopsauTENbHBIX 1.6 co0OIIeHNH, JOKIa0B, OTBETHI HA KOHTPOJIbHEIE
nokymenTos (OP/]); uH(OPMAIHOHHAS, BOITPOCHL.

- BIAJCHHC CHCTEMOH M | KxoMMyHMKATHBHAS AHanu3 BbICKa3bIBaHUIl, apIryMEHTOB

TUTIOBOM TEXHOJIOTHEN 00y4aromuxcs MpH MPOBEICHUN AUCKYCCUH.
JOKYMEHTAIIMOHHOTO

obecrieueHus YIIPaBIICHAS

(A0Y).
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