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I'BIIOY «Huxeropoackuii TEXHUKYM HH(POPMAIIMOHHBIX TEXHOJOTHH U
npaBa»



COJAEP)KAHHUE
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1. OBIIASI XAPAKTEPUCTUKA PABOUYEHN TPOTPAMMBI
MNPOPECCHOHAJIBHOI'O MOYJISA
«IIMn3.03 OPFTAHU3AIIMOHHO-TEXHUYECKOE OBECIIEYEHHUE PABOTbI
CYJI10B»

1.1. Heab u muianupyembie pe3yJbTaThl 0CBOeHHS MPOdecCHOHAIBLHOT0 MOYJIS

B pesynpraTe nzydeHus npoeccHOHANIBHOIO MOIYJS O00ydaroumxcs JOHKEH OCBOUTH
OCHOBHOIl BUJ AesTenbHOCTH «OpraHn3allioOHHO-TEXHUYECKOe o0ecrieueHrne paboThl CyA0B» U
COOTBETCTBYIOIIME €My 00IIHEe KOMIIETCHIIUU U MPOPECCHOHATBHBIE KOMITIETCHIINU:

1.1.1. TlepeyeHp OOMMUX KOMIIETCHIIUN

Koxa HanMeHoBaHHe 001X KOMIIETEHIIUA

OK 01. Breibupath cnocoObl pemieHds 3aAad  MpodeccHoHaNbHON  AeITeTbHOCTH
MIPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 02. Hcnonk30BaTh COBpEMEHHBIE CpEACTBA IMOMCKA, aHalW3a M WHTEepIpeTaluu
uHpopMaluu, U HUHPOPMAIIMOHHBIE TEXHOJOIMM JJIsS BBINOJIHEHUS 3adad
poEeCCHOHAIBHON e TEIHHOCTH

OK 05. Ocy1ecTBIATh YCTHYIO U MMCbMEHHYI0 KOMMYHUKAIIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit @expepanun ¢ yd4€TOM OCOOEHHOCTEH COLMAIBHOTO U
KYJIBTYPHOI'O KOHTEKCTa

OK 09. [Tonb3oBaTbes TpodeCcCHOHATBHONW JOKYMEHTAIlMe Ha TOCyAapCTBEHHOM U
WHOCTPAHHOM $SI3bIKaX

1.1.2. Ilepevyens npodeccHOHATBHBIX KOMIICTCHITUI

Kox HaumeHoBaHue BU/IOB 1eATEJbHOCTH U NPO(ecCHOHAIBHBIX KOMIIETeH M

BJ/I 03 Oprann3annoHHO-TeXHHYecKoe obecneyeHne padoThsl CyJ10B

IK 3.1. OcymiecTBIISTh BECHUE CY1e0HOTO JACIOMPOU3BOICTBRA.

MK 3.2. OcyiecTBIATh JEHCTBUS MO IUIAHWPOBAHUIO U PEANTU3alui MEPOIPUSITUN 1O
obecreyeHnto paboThl apXuBa CyAa.

IK 3.3. CocTaBlTh NPOEKTHI NPOIECCYANbHBIX U CIYKEOHBIX JTOKYMEHTOB Cya

IK 3.4. OcymiecTBiATh paboOTy ¢ 0OpaIleHUsIMHU IPAXKAAH U OpraHu3aluit

MK 3.5. OcymecTBiaTh paboTy MO perucTpanuu, yu€Ty u TEXHUYECKOMY 0(pOPMIIEHUIO
VCTIOJHUTENIbHBIX JIOKYMEHTOB IO CYJIEOHBIM JeIaM.

1.1.3. B pe3ynbTare 0cBOCHUS NPOPECCUOHATBHOIO MOAYJISE 00 yJarOIIUNCS TOJIKEH:

Baaners Benenus paboTsl ¢ 0OpalieHUsIMU rpakaH, MOCTYHAIOIIMMHU B CY/1 B
HABBIKAMH | DJIEKTPOHHOM BHJIE U Ha OyMaXHOM HOCHUTEJE.

Benenus npuéma KOppecoHEHIINH U JIe]1 B COOTBETCTBUH C MHCTPYKIMSIMU
1o CcyZ1e0HOMY JIeJIONPOU3BO/ICTBY.

Ocy1iecTBiIeHNs MEPOTIPUATHI TIO TIOJTOTOBKE CYJeOHBIX JIe K
pa3buparenbCTBy.

[ToaroToBkH, BeIJaUM M HAIPaBJIEHUs KOMHHA CyJeOHBIX aKTOB M TOKYMEHTOB
13 CyACOHBIX JIeII.

[ToaroToBkM CyeOHBIX aKTOB K OMyOJMKOBAHHIO HA CaliTe Cy/a.
OO6parenust cy1e0HbIX aKTOB K UCTIOJTHEHHUIO.

OcymiecTBieHus pabOTHI ¢ CyIeOHBIMU JCJIaMU, HapsJaMu U JOKYMEHTaMH




apxXUBHOTO (OHIA Cy/a.
CocraBneHus ciryxKeOHbIX JOKYMEHTOB Cya.

YMmeThb

Bectu npuém rpakaaH, KOpPECIIOHICHIIMH U JIET B COOTBETCTBUH C
HOPMATHUBHBIMH aKTaMH.

OcyniecTBiIATh padoTy Mo MpUEMY 0OpaIleH A, TOCTYIAIOIINX B CY/l B
AJIEKTPOHHOM BUJIC.

OcCymIeCTBIATh PETUCTPALNIO, YIET ABIKEHHSI, 0POpPMIICHHE CYACOHBIX JEII.
OcCymiecTBIATh U3BEUICHNE YYaCTHUKOB Cy/I€OHOT0 pa3oupaTeabCTBa.
OcymecTBisTh 0OpMIICHHE, HAITPABIICHUE U BBIAYY KOIHA CyI€OHBIX aKTOB
U JIOKYMEHTOB U3 CYI€OHBIX JeII.

OcymecTBISTh 00OpamieHne Cy1IeOHBIX aKTOB K HCIIOJTHCHUIO.
OcCyIIeCTBIIATh MOJIOTOBKY TEKCTOB CY/ICOHBIX aKTOB K pa3MEICHHIO Ha
caiiTe cy/Ja B CETH HHTECPHET.

OcyniecTBiIsTh padoTy ¢ CyJAcOHBIMU JIeJIAMU U IOKyMEHTAMH,
niepeIaBaeMbIMU Ha apXUBHOE XPAaHCHUE M HAXOISIIMMHUCS B apXHUBE Cy/a.
CocTaBisTh CiIy)KeOHbBIE IOKYMEHTBI CY/Ia.

OcymmecTBIATh paboTy MO OOPANICHHUIO K UCTIOTHEHHIO CYICOHBIX aKTOB.

3HaTh

CopeprxaHue MPaBOBBIX aKTOB, PETYIUPYIONIUX BOIIPOCHI CYI0YCTPOUCTBA U
CyJIOTIPOM3BOCTBA.

[TpaBoBbIE aKTHhI MO CyA€O0HOMY AETOMPOU3BOICTRY.
HopMmaTtuBHO-MeTOAMYECKHE JOKYMEHTHI IO 00€CIIeYeHHI0 paboThI Cy/a.
Knaccudukanutio ciayxeOHbIX JOKYMEHTOB U TpeOOBaHUs, K HUM
npenbsBisiembie B cooTBeTcTBUU ¢ ['OCT 1 mpaBoOBBIMU aKTaMHU.
HudopmaninoHHO-KOMMYHHUKAIIIOHHBIE CUCTEMBI B CY/1I€0OHON e TEIbHOCTH.
OCHOBBI OXpaHbI TPYy/la U TEXHUKUA 0€30M1aCHOCTH.

CucreMy 10KyMEHTOOOOpOTA B CYyJIE.

[TonsiTHE M BUIBI JOKYMEHTOB, TPEOOBAHUS, K HUM IIPEIbSBIISIEMBIC.

OOGm1re BOmpoCkl OpraHu3aIuy paboThl Cy/ia: OCHOBHBIEC HAIPaBIECHUS
NEeSTENIbHOCTH CTPYKTYPHBIX MOAPA3/IeNeHUi cya, 00eceuynBaoIuX
CYIOTIPOM3BOICTBO; MIPaBHJIa TIOBEICHUSI paOOTHUKOB ammapara cy/a;
JOJKHOCTHBIE PETJIaMEeHTHI paOOTHUKOB afnapara cy/a; mpaBuia
BHYTPEHHETO pacnopsaka cyaa  T.11.

[Topsimok y4éra MOCTYMUBIINX B CyJl OOpaIeHui, TOKYMEHTOB U JIeT |
perHCTpaIyy CyIeOHBIX JIeT, MPUHSATHIX K TPOU3BOICTBY.

Opranu3anuro 1 BeICHUE CYIeOHOT0 IeTOMPOU3BOJICTBA HA CTATUN
MOATOTOBKH JieNa K Cy/Ie0HOMY pa3OnpaTeIbCTBY: HANPABJICHUE U3BEIICHUN 1
BBI30BOB, 0OpMIICHHE Cy1eOHBIX JIeT.

Opranuzaiuio 1 IopsI0K BeIeHUs CyIeOHOTO 3aceJaHusl U BeJICHUE
MIPOTOKOJIA CYy[IeOHOTO 3aceqaHusl.

[Topsimox oopmiieHust CyeOHBIX e B IEPHO]] U MOCIIe UX PACCMOTPEHHUS:
BbIJIaYa M HaIIPaBJICHUE KOMUH CyIeOHBIX aKTOB M IOKYMEHTOB; TIOPSIOK
03HAaKOMJICHHSI C MaTepraIaMHu JieJia; HalpaBJieHne Cy1IeOHbIX JIeT B
BBIIIIECTOSIIINE MHCTAHIIMN C aleJUTSIIIHOHHBIMH, KaCCAIIMOHHBIMU U
Ha30PHBIMH Ka100aMu, YaCTHBIMH >KaJl00aMH.

[Topsimox oOpaieHus K UCTIOTHEHHIO TIPUTOBOPOB, PEIICHUH, ONpeIeIeHUN U




IMOCTaHOBJICHUH Cya.

apxuB CyJa.

I/IH(bOpMaHI/IOHHO-TeJ'ICKOMMYHI/IKaHHOHHOI;'I CCTU UHTCPHCT.

KOHTPOJIb UCIIOJHCHHA: OCIIU U 3aJa4u, CY6T>€KTBI KOHTPOJIAA 1 UX

IIOJIHOMOYMHA.

HOpSIIIOK IMOATOTOBKHU U IICpCaavun cy,ueGHbe ACII 1 JOKYMCHTOB K IIEpcaauc B

[Topsimok obecrieueHus JOCTyIa K MHOOPMAIIHH O IEATEITHHOCTH CY/IOB:
MOJIFOTOBKY CYZEOHBIX aKTOB K Pa3MEIICHUIO Ha OUIMAILHOM caiiTe cya B

HOpHI[OK OCYHICCTBJICHHA KOHTPOJIA cyz[e6Horo JACJIOIIPOU3BOJACTBA U

JIN4YHOCTHBIE pe3yJabTaThbl

Koa 1myHOCTHBIX

OTJIMYAIOIIUNA MX OT IPyHH C JECTPYKTUBHBIM M JEBUAHTHBIM I1OBEJCHHEM.
JIEeMOHCTPUPYIOIINK HENPUIATHE U MPEAYNPEKAAIOINNA COLMATIBHO OINACHOE
[TOBEIECHNE OKPYKAFOIINX

peaJM3alyuu NPOorpaMMbl BOCIIUTAHUSA pe3y/1bTaToB
(Oeckpunmopbwt) peajau3zanuun
NPOrpaMMbl
BOCIIUTAHUS
Oco3Hatomuii ceds rpakJaHMHOM U 3aIIUTHUKOM BEJIMKOM CTpaHbl JP1
[IposBIAIOIMI  aKTUBHYIO TPAXKJAHCKYIO IO3ULHUIO, JIEMOHCTPUPYIOIIHN
[IPUBEP)KEHHOCTh MPUHLUIAM YECTHOCTH, MOPSJAOYHOCTH, OTKPBITOCTH,
PKOHOMMYECKHM  AaKTUBHBII M  Y4acTBYIOUIMH B  CTYACHUECKOM JIP 2
TEPPUTOPUATIBHOM  CaMOYIIPAaBIEHHMM, B TOM 4YHMCI€ Ha  YCJIOBHUSAX
T0OpOBOJILYECTBA, MPOAYKTUBHO B3aUMOJEHCTBYIOIIMM M y4yacTBYIOIIMHA B
NesITeIbHOCTH OOIIECTBEHHBIX OpraHU3aluil
CoOronaronii HOpMbl NPaBOIOPsAKA, CICAYIOIUN Heala I'pakJaHCKOIro
oOmiecTBa, oOecnedeHuss OE30MacHOCTH, TpaB M CcBOOOM rpaxkmaH Poccum.
UlosibHBI K yCTAaHOBKAM M IPOSIBICHUSAM MpeJCTaBUTENEH CYOKYIbTYp, 2
JIP

ONmpeaAcJEeHHbIEC 0TPACJACBbIMUA TpGﬁOBaHI/lﬂMH K 1€JI0BbIM Ka4YeCTBaM

JIMYHOCTHBIE pe3yJbTaThl peaju3alluu NporpaMmmbl BOCIIMTAHUSA,

JIMYHOCTH

JleMOHCTpUPYIOITUI TOTOBHOCTH M CIIOCOOHOCTB BECTH C IPYTUMU
ITIOIbMU, JOCTUTAaTh B HEM B3aMMOIOHMMAHWs, HAXOAWUTh OOIIMEe LeNnu |
COTPYIHHUYATH JIsl UX TOCTHXKCHUSI B PO ECCHOHATILHOM ICSITEIbHOCTH

JIP 13

[IposBrsitoNINii CO3HATETHLHOE OTHOIIEHNE K HEMPEPHIBHOMY
00pa30BaHUIO KaK YCJIOBHIO YCHEIIHOW MpodecCHOHATBHOW U OOIIECTBEHHOM
NesITeIbHOCTH

JIP 14

[TposiBsifOIINiA TPask/IaHCKOE OTHOIICHHE K TTPO(ECCHOHATBHOM IeATeTbHOCTH]
KakK K BO3MOKHOCTH JINUHOTO y4acTUs B PEIICHUN
0011eCTBEHHBIX, TOCYAAPCTBEHHBIX, OOIIEHAITMOHATBHBIX TPOOIEM

JIP 15

1.2. KosimuecTBO 4acoB, 0TBOAUMOE HA OCBOEHME NPO(eCCHOHATBHOI0 MOAYJIS

Bcero wacos — 460,

N3 nux Ha ocBoenne MJIK — 310,
B TOM YHCJIE CAMOCTOsITeNIbHAs paboTa -22,




NPaKTUKH, B TOM yHcie yueOHas — 36,
npou3BoacTBeHHas — 108.
[TpomexxyTouHast aTTectanus — 6.



2.1. CrpykTypa npodeccCHOHAJIBLHOT0 MOXYJISI

2.CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOT'O MOAYJIA

O6beM npodeccHoHaTBHOTO MOYIIS, aK. Jac.

s
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Z Ob6yuenue nmo MIK
5
< 5| Bcero B ToMm uncne Tpaxcikin
Koabr HaumenoBanus paznenon 8 @
Bceero g2 %
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m =
1 2 3 4 5 6 7 8 9 10 11
TIK 3.1-TIK 3.5 Pazgen 1 174 86 162 86 20 12
OK 01, OK 02, OK 05, MJIK. 03.01
OK 09 CynebHoe
JIeIIONPOU3BOJICTBO
TIK 3.1, IIK 3.4, TIK Paznen 2 58 30 54 30 4
3.5, M/IK 03.02
OK 01, OK 02, OK 05, Oo0ecrieuenue
OK 09 paccMoTpeHust CyaeOHBIX
nen
MK 3.1-TIK 3.5 Pa3znen 3 40 20 36 20 4
OK 01, OK 02, OK 05, M/IK 03.03 OcHoBbl
OK 09 OpraHU3allMOHHO-
TEXHHYECKOTO
obecniedeHus
JeATeTbHOCTHU CyJI0B
TIIK 3.1-TIK 3.4 Paznen 4 38 10 36 10 2
OK 01, OK 02, OK 05, MJIK 03.04 ApxuBHOE
OK 09 JIeTIo B cyJie
VueGHast npakThKa 36 36
IIpousBoacTBeHHas 108 108
MIpaKTHKa
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aTTecTalus
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2.2. TemaTnuyeckuii IVIaH U coiep:kaHue npodeccuonaabHoro moay.s (IIM)

HauMenoBanue
pa3aesioB U TeM

Conep:kanue yuyeOHOro MaTepuaJa,

O0neM, akan. 4
/ B TOM 4HcJIe B

npogdeccuoHAIbLHOr0 dopme
JabopaTopHbie padoThl U MPAKTUYECKHUE 3aHATHS, CAMOCTOSITe/IbHAS YueOHas padoTa .
moayJsa (ITM), NMPaKTHYECKOM
o0yyaromuxcs, KypcoBasi padora (IpoeKT) (eciu npedycmomperul)
MEeKIUCHUTIIHHAPHBI NOJATOTOBKH,
x kypcoB (MAK) akaj. 4.
1 2 3
Paszgea 1.
174/86
MJK. 03.01. Cyae0Hoe 1e101pOU3BOACTBO
Tema 1.1. Conep:xanue 8/2
Cyneonoe 1 [TonsiTve 1 BUIBI CyZIEOHOTO IETOMPOU3BO/ICTBA.
AeJIONIPOM3BOACTBO: 2 3aa4uy U NPUHLMIIBI CYAEOHOTO 1EI0NPOU3BOICTBA.
o0uIMe MoI0KeHus 3 CyObeKThl CyZIeOHOTO IeTONPOU3BO/ICTBA. 5
4 ITpaBoBOE perynupoBaHue AEI0NPOU3BOACTBA B CYyIE.
S. Craauu cyaeGHOro AeI0MpOr3BOACTBA.
6 Ucropust pa3BuTHs CyeOHOTO JIETOMPOU3BOJICTBA.
B ToM 4uciie B popMe NpakTHYECKOM MOATOTOBKH 2
1. AHaJIU3 HHCTPYKIUHU O CyA€OHOMY JIENIONPOU3BOCTBY CY/I0B PA3IMUHBIX CY/1€OHBIX 3BEHbEB.
2. [TonGop mpaBOBBIX aKTOB, peryJupyromux cyaedHoe naenonpousBojactBo: PK3 u O3,
pacniopskeHus U ykassl IIpesunenra PO, nocranosnenus [Ipasurenscrtea PO, a Takske MUHUCTEPCTB U
BEZIOMCTB, BEJIOMCTBEHHbIE HOPMATUBHbIE aKThl B 00J1aCTH:
- OCYIIECTBIIEHUS pabOThI C 3asBICHUSAMH, Kanobamu, 0OpallleHusIMU IpaX/1aH U OpraHU3alluii; 5

- BEJICHUs TpUEMa B CY/IE;

- OCYI_HeCTBJ'IeHI/IH BCACHUA cy)1e6H0ﬁ CTAaTUCTUKU HaA 6YMa)KHI>IX HOCUTCIISIX U B BJ'IGKTpOHHOM BUC,

- OCYHICCTBJIICHHS TIpHEMa, PErucTpanuu, y4€Ta W XpaHEHUs CyAeOHBIX 17, JOKYMEHTOB U
BEIIECTBEHHBIX NOKA3aTEIIbCTB;

- OCYIIECTBIICHUS 0OPMIICHHUSI JIeN, HA3HAYCHHBIX K CyIe0HOMY pa30oUpaTeNIbCTBY;




- OCYIIECTBIICHUS U3BEIICHUS JIHII, yYACTBYIOIIUX B CYAcOHOM pa3OupaTenbCTBe;
- OCYICCTBJICHUA PCrUCTpalvu, yqéTa U TEXHUYECKOT'O Oq)OpMJIeHI/ISI HCIIOJIHUTCIIBHBIX JOKYMCHTOB I10
CyJ1I€OHBIM JIeJIaM.

Tema 1.2. Conep:xanue 14/6
IlonsiTHe U BUABI 1. Wudopmarniys: moHsITHE, BUIbI, HOCUTEH.
JTOKYMEHTOB, 2. [TonsiTue nOKymeHTa.
TpeOoOBaHMs1, K HUM 3. Bubl 1OKyMEHTOB.
npeIbsBIsieMbIe. 4. JIOKYMEHT B 3JIEKTPOHHOM BUJI€: SJIEKTPOHHBIA JOKYMEHT U 3JI€KTPOHHBIA 00pa3 JOKyMEHTa 8
Jl0OKYMEHTO00G0pOT . TpeboBanusi, npeapsBiIsieMble K 0)OPMIICHUIO TOKYMEHTOB CyJIa.
(3AeKTPOHHBIiE 6. JI0OKyMeHTOOOO0POT U DIIEKTPOHHBIN TOKYMEHTOOOOPOT B cynie: IOHATHE, 3a/1ah U GbyHKIMH.
OKYMEHT0060pOT) 7. NudopmaninoHHO-KOMMYHUKAIIMOHHBIE CUCTEMBI B CYJI€OHOM NIeATeTbHOCTH.
8. Cucrema ['AC «lIpaBocyauey: noHsTue, 3a1a4yu, OCHOBHbBIE NIOJICUCTEMBI.
B ToM unciie B popMe npakTHUECKOH MOATOTOBKH 6
1. CocraBieHne JOKYMEHTOB Cy/ia Ha OyMa)KHOM HOCHUTENIE: 3alIPOCHI, COIPOBOAUTEIBHBIE MChMa
u 1p. 6
2. N3roroBieHne 3JIEKTPOHHBIX JOKYMEHTOB U MEPEBOJI JOKYMEHTOB B 3JICKTPOHHBIN BUJL.
3. Benenune nokymMeHTO000pOTa B CyZI€ MOCPEICTBOM 3alIOJTHEHUS YCTAaHOBJIEHHBIX (OPM.
Tema 1.3 Conep:xxanue 10/6
O0mme BOonpockl 1. PyKOBO/ICTBO J€SITETLHOCTBIO aNiapara cyjia no cyJeOHOMY JIeIONPOU3BOJICTBY.
OpraHu3anuu paﬁo]‘],] 2. OCHOBHBIE HaIlpaBJICHUA JOCATCIBHOCTU CTPYKTYPHBIX HO)IpaSI[CJ'[CHI/Iﬁ amnrmapara CyJoB IIO 4
Cy/a 1o cyxeGHOMY CyAeOHOMY JIeJIONPOU3BOJICTBY.
N1eT0TPOH3BOICTRY 3. Benenne HOMEHKIIATyphl [l cya.
4. CnyxeOHble 00s3aHHOCTH pPaOOTHUKOB ammapara cyjaa Mo cyAeOHOMY JeJONpPOU3BOJCTBY:
MIPaBOBOE PETYJIUPOBAHNUE, MOCIIEICTBUS HAPYIICHHUS.
B ToM 4uciie B popMe NpakTHYECKOH MOATOTOBKH 6
1. CocraBieHHE JIOKaJbHBIX aKTOB CyJa: JOJDKHOCTHBIX pEIVIAMEHTOB CHENHaIucTa Cyza,
cekperapsi CyleOHOro 3acelaHusi W T.I.;, Ha OCHOBAaHMM THUIIOBOW (OPMBI COCTaBlIEHHE MpaBUII 2
BHYTPEHHETO paclopska cynaa, ap.
2. Ha ocHoBanum mosioxeHuit 00 ammapare geaepaibHbIX Cy/I0B OOIIEH IOPUCIUKIIUN U anapare
apOUTpaXXHBIX CyA0B, YyTBepkAEHHBIX CyneOHbIM nenaprameHToM npu BepxoBHom Cyne PO, 2

COCTaBJICHUE TpHKa3a TMpelacenaress Cyla O paclpelesieHHH OO0SI3aHHOCTeH MEXIy paOOTHHKaMHU
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anmapara cyza.

3. Pacnpenenenne cinyxeOHBIX TOKYMEHTOB CyJa W HMHBIX HENPOIECCYyalbHBIX JOKYMEHTOB IIO
HapsAgaM HOMEHKIATYphI Jien cynaa (KaapoBble, OpraHH3allMOHHO-PACHIOPSANUTENbHBIC, (PHHAHCOBHIC, 2
MepenucKa ¢ pa3IMyHbIMU OpraHamMH U Ip.).
Tema 1.4. Conep:xanue 20/16
IIpuém rpaxkaan, 1. Benenue npuéma nocerureneid cyaa: npuém oOpalieHuid, 03HaKOMIIEHHE ¢ MaTepUalaMu JIena,
KOPPEeCHOHACHIIUN U | BbIJIa4ya KOMUH JOKYMEHTOB.
Aesl. Y4ér 2. [Topsinox npruéma BXOJAIIEH KOPPECTIOHIEHIIMY U JIEN: 00IKe TOJI0KEHUSI.
NNOCTYNIUBIIMX B CyJ 3. Yué€r u peructpanus YrOJOBHBIX, TIpPaXXIaHCKUX W aJMHUHHUCTPATUBHBIX J€1, €I 00 4
o0palueHHii, aIMUHHUCTPATUBHBIX IPAaBOHAPYIICHUSX.
AOKYMEHTOB H J1€J1. 4, IIpréM u y4é€r BEIIECTBEHHBIX JOKA3aTeNbCTB, ITOCTYNMBIIMX B CYJ BMECTE€ C JEIOM WU
Perucrpanus MPUOOIIEHHBIX CYIOM.
CyAeOHBIX Jie, B Tom 4uciie B popme npakTHUECKOH MOATOTOBKHU 16
NPHHATBIX K 1. OtpaboTtka anroputma AeMCTBUIM paOOTHUKA MPUEMHON cyjaa MO MpUEMY OOpaIlleHUd U MHBIX
NPOU3BOACTBY JIOKYMEHTOB.
2. OtpaboTka anropuT™Ma JAeUCTBUI paOoTHHMKAa MNPUEMHOM cyda 1O O3HAKOMIICHHIO C 6
MaTepuagaMH U Cy1eOHBIMU JIeJIaMHU.
3. OtpaboTka anroputma JeMcTBUM pabOTHHMKA NPUEMHOM cCyda 1O BbIJA4Ye KOMMM
MPOLIECCYaTIbHBIX JOKYMEHTOB U UHBIX JIOKYMEHTOB U3 Cy/I€OHBIX JIE.
4, OcymiecTBiieHre padOTHI 10 TPUEMY KOPPECTIOHICHIINH (00pallieHnui, 3asBJIECHUHN, JOKYMEHTOB),
MIOCTYIHBIIIKX I10 TIOYTE.
S. VYuér u perucrpanus oOpalieHuil 1 3asBJIE€HUH, TOCTYIMUBIIMX B CYJ IOCPEACTBOM ITOYTOBOIO 6
OTIIPABJICHUS U HAPOUHBIM.
6. [Topsinok y4é€ra BEmIECTBEHHBIX AOKA3aTEIbCTB IIPHU MOCTYIUIEHUH B CYJ W IIPU MOCTYIUIEHUH B
Kamepy XpaHEeHHs BELIECTBEHHBIX JT0KAa3aTENbCTB.
7. Benenue paboTsl o npuémy oOpalieHuii, OCTYMaIIUX B CyJ B 3JIEKTPOHHOM BH/IE. 2
8. Ocy1iecTBI€HNE PEruCTpaluu CyAeOHBIX Jell, MPUHATHIX K MPOU3BOJACTBY CyJa Ha OYMaKHOM 2
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Hocurene U ¢ ucnoaszoBanueM [IC I'AC «lIpaBocynuer.

Tema 1.5 Conepxanue 10/6
Opranu3anus u 1. [TonmHOMOUMS cekpeTapsi CyJeOHOro 3aceqaHus Ha CTaJud TOATOTOBKU JAela K CylaeOHOMY
BeJeHUe cy1e0HOro pa3dupareabCTBy.
JeJIONPOU3BO/ICTBA HA | 2, [TorHOMOYMS TOMOLIHMKA CYJIbM HA CTaJUH ITOATOTOBKH JieNla K CyAeOHOMY pa30upaTebCTBY. 4
CTaJIMH NOJATOTOBKH 3. Cyne6Hble U3BEIIEHUS U BBI3OBBL
jies1a K cyieoHomy 4. OdopmieHue e Ha CTaIuK OATOTOBKU K Cy/IeOHOMY pa3OnpaTenbCTRy.
pas0uparejbCTBY B ToM 4uciie B popMe NpaKTHYECKOH MOATOTOBKH 6
1. HanpaBneHue mnumaM, ydyacTBYIOLIMM B [elie, CyJEOHBIX H3BELICHMH U BbI30BOB, KOIHM
JOKYMEHTOB.
2. OdopmieHne TOKYMEHTOB, HAalpaBsieMbIX NPU MPUMEHEHHM CYAOM OOECHEeUUTENbHBIX Mep
(MCTIOTHUTENIBHBIE JINCTHI, KOMHMU ONpeAeieHni W mocraHoBieHuid). OdopmieHne u HampaBieHUE 6
cyaeOHbIx nmopydeHuii. CocTaBiIeHNE CONPOBOUTEIBHBIX TUCEM, 3aIIPOCOB.
3. Odopmienue cyneOHBIX nen (pacloioXeHHe JTOKYMEHTOB, MPOIIMBKA W HyMepallus JIHCTOB,
oopmieHue 00J105KKH, cocTaBiieHre onucu). OdopmiieHHE CIIPABOYHOrO JUCTA 10 AETY.
Tema 1.6 Conep:kanue 14/10
Opranusanus 1. Opranuzanus npoBeaeHHs cyaeOHoOro 3acenanus. Vcronb30BaHNe TEXHHUUECKUX CPEACTB NMPHU
CyAe0HOro 3aceJaHusl | IPOTOKOJUPOBAHHUHU X0/1a CyAeOHOTO 3ace/IaHusl, BECHHS ayIU03aIiCH CyIe0HOTO 3aceIaHMsl.
U BeJeHHe POToKoJIa | 2, [Topsiiok BeieHUS ¥ COCTABJICHUS TIPOTOKOJIA CYIeOHOTO 3aceIaHMsL. 4
cyaeGHoro 3acefanust | 3, [Topsimok 03HAKOMJIEHHS C MPOTOKOJIOM U ayAMO3aNUChIO CYIAEOHOTO 3aceaHusl U BbLAAYU HX
KOIUH.
B Tom 4nciie B popme npakTHUeCcKoil MOArOTOBKH 10
1. CocraBneHue anropuTMma AEUCTBUI cekperaps cyAeOHOro 3aceJaHHus IO IMOATOTOBKE 3aja
CyIeOHOro 3acefjaHusl K CIYIIAaHUIO JieJla C UCIOIb30BaHUEM TEXHUUYECKUX CPEJICTB.
2. [IpoBepka SIBKM Y4YaCTHHKOB CyAe€OHOTO pa30MpaTesbcTBa MO YrOJOBHBIM, T'PaKIaHCKUM, 4
aJIMUHUCTPATHBHBIM W apOWTPaKHBIM JeJaM: JTOKYMEHTaJbHBIC ITOATBEP)KACHUS HAaJIeKAIIEro
W3BEIICHUS YYACTHUKOB Cy/1€0HOTO pa30upaTebCTBa.
3. OOue TpeOoBaHUS, TpEABABISEMble K COAEPKAHUIO MPOTOKOJIA CYyAEOHOro 3aceiaHusl. 5

HOpH,Z[OI( BCACHUA U U3IOTOBJICHUS IIPOTOKOJIA Cy,Z[C6HOT0 3accaaHusl.
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4, OpI‘ aHU3alus ITPOTOKOJMPOBAHUA C UCITOJIB30BAHUCM TCXHUUYCCKUX CPEACTB.

5. [TopsiioK BeIJaUM KOMUN MPOTOKOJIA U AyHO3AMUCH CyIeOHOTO 3aCeIaHMs. 4
Tema 1.7 Coaep:xanue 16/12
YuéT nBH:KEeHHS 1. VY4ET NBMKEHHS CyIeOHBIX JEII.
Cyae0HbIX JIeJl. 2. Odopmnenne U CpOKM BpYYEHHS KOMHM HMTOTOBBIX CYAEOHBIX aKTOB (HE BCTYNUBUIMX B
Odopmiienue 3aKOHHYIO CUITY). 4
CyaeOHBIX J1eJI ImocJie 3. Odopmienne cyaeOHbIX A€ B IEPUOJ U TIOCIIE UX PACCMOTPEHHUSI.
HX pacCMOTpPEHMSI. 4. OOmme mnpaBuiaa BCTYIUIGHUS CYHEOHBIX TIOCTaHOBJIEHUH B 3akoHHYI0 cuwiry. Cryyan
HEMEJIEHHOTO UCTIOJIHEHUS CYyIeOHBIX TOCTAHOBICHHIA.
B Tom unciie B popMe NpakTHUECKOii MOATOTOBKH 12
1. [Topsimox y4éra IBUKEHHS U UTOTOB PACCMOTPEHUS CyIeOHBIX JIe. 2
2. [Topsimok BpyueHUs W HamNpaBJICHWs KOMUN CyACOHBIX aKTOB IO PAaCCMOTPEHHBIM JelaM |
JieJiaM, IPOU3BOACTBO IO KOTOPHIM OKOHYEHO (YTOJIOBHBIE, IPaX/1aHCKHE, aAMUHUCTPATUBHBIC €A U 2
nena o0 aJIMUHUCTPATHBHBIX MPABOHAPYIICHUSX ).
3. [Topsimok oOpaileHus: K HEMEAIEHHOMY HCIIOIHEHHUIO MPOMEKYTOYHBIX M UTOTOBBIX CYIEOHBIX 5
aKTOB IO BCEM BHUAaM CYAOIPOU3BOJICTBA.
4. Odopmiienne cy1eOHBIX /1€ MOCIe UX PACCMOTPEHMSL. 2
S, [Topsimox HampaBiIeHUs J1eN ¢ aleJUIIUOHHBIMU U KaCCallMOHHBIMU yKajlo0aMHu. 4
6. [Topsiiok yu€ra nien, HampaBJISIEMBIX B BBIIIECTOSIIIHNE CYACOHBIC MHCTAHIIUH.
Tema 1.8 Conep:xxanue 14/10
ITopsinok o0pamenus | 1. Opranuzanys 1 TopsAa0K 0OpaleHusl K HCTIOTHEHUIO CYI€0HBIX TOCTAHOBICHUHN, BCTYIUBIINX B
K MCIIOJIHEHHU IO 3aKOHHYIO CHITY.
NPUTOBOPOB, 2. [Topsimok odopmieHus, BpyudeHUs] U HAIIPABJICHHS] Ha UCIOJIHEHHE MCTIOJHUTEIBHBIX JTUCTOB U 4
pelIeHn, JPYTUX UCTIOJIHUTEIbHBIX TOKYMEHTOB CyJia (CyAeOHbIX MPUKA30B, IOCTAHOBIEHUH, ONIPEIEICHUN ).
omnpeaeJeHui U 3. OcobenHocTH B3bICKaHUS ¢ (penepaabHOTO OrOKETa.
MOCTAHOBJIEHHIi CY1a | B Tom uucie B popMe HOATOTOBKH 10
1. [Topsimox oOpaleHus K UCTIOJTHEHHIO PUTOBOPOB CY/Ia. 2
2. [Topsimox oOpaleHus K UCTIOTHEHHIO PEIICHHI M0 TPAKIAHCKUM JIeTIaMm. 2
3. [Topsimok oOpatieHust K UCTIOJIHEHHUIO PEIISHUN 110 aIMUHUCTPATUBHBIM JI€IaM. 4
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4, [Topsimok oOpailleHuss K HCIOJHEHUIO IMOCTAHOBJICHWHM MO JeiiaM 00 aJIMHUHHUCTPATUBHBIX

[IpaBOHAPYLICHUSX.
S. Odopmiienue VCIIOJTHUTENbHBIX JIOKYMEHTOB 1o YTOJIOBHBIM, IPaKIAHCKUM, 5
aJIMMHHUCTPATUBHBIM JieJia U JieiaM 00 aJJMUHUCTPATUBHBIX IPaBOHAPYIICHUSX.
Tema 1.9 Conep:xanue 8/4
IToaroroBka 1. [TpaBuiia opopmiieHHs JOKYMEHTOB, II€peIaBaeMbIX B apXUB CY/a.
cyae0HBIX J1eJ | 2. [IpaBuna cnucanus cy1eOHbBIX JI€T B apXUB. 4
AOKYMCHTOB K 3. [Topsimok mepenaun CyaeOHbBIX 1T U JOKYMEHTOB B apXHB Cy/a.
nepeaae B apxus B Tom 4nciie B popMe npakTHUeCcKoil MOArOTOBKH 4
cyaa 1. OdopmneHne TOKyMEHTOB U CyA€OHBIX A€l AJis epeaui B apXUB Cy/a. 2
IMopsinok nepenaumn
Ccyae0HBIX J1eJ1 U
HOKYMEHTOB B APXHB 2. Odopmnenue nepenayn cyaeOHbIX el U JOKYMEHTOB B apXUB Cy/a. 2
cyna
Tema 1.10 ConepxaHue 6/2
Obecneuyenne nocryna | 1. [TpaBoBOE perynupoBaHue 10CTyna K MHPOPMAIIHU O ACITEIHHOCTH CY/IOB.
K MHGopManuu o 2. [Topsimok MOArOTOBKY CYJI€OHBIX aKTOB K Pa3MEIIEHUIO Ha caiiTax Cy/0B. 4
AESATECIBHOCTH CYy/10B 3. [Topsimox B3auMOAEWCTBUS CYIOB CO CPEICTBAMU MacCOBOW MHGOpMAITUH.
B ToM 4uciie B popMe NpaKTHYECKON MOATOTOBKH 2
1. [ToaroroBka cyaeOHBIX aKTOB K pa3MEIICHUIO Ha caliTaX Cy/OB. 2
Tema 1.11 ConepxaHue 8/4
CyneoHoe 1. Opranuzanusi paboThl 10 BEJECHUIO CYJIeOHOTO AEIOMPOU3BOJCTBA B OOJACTHBIX U PAaBHBIX UM
JeJIONPOU3BO/ICTBO B | Cy/ax.
00JIACTHBIX ¥ PAaBHBIX | 2. Opranuzanus paboThl MO BEJCHHUIO CYAEOHOro JeNONPOM3BOJCTBA B ANCIUIIMOHHBIX U 4
HM CyJax, KacCallMOHHBIX Cy/Aax OOMICH FOPUCIUKITUH.
ANCJUIIMHOHHBIX U 3. Opranuzanus paOoThl MO BEACHUIO CyIeOHOrO JEeNONPOM3BOJCTBA B apOUTPaKHBIX Cyaax
KaCCAaUMOHHBIX cyaax | (Bkmodas CyJl 10 MHTEIUIEKTYaIbHBIM TIpaBam).
o01ell IOPUCAMKINH, | B ToM 4ynciie B JopMe NPAKTHYECKOIi IOATOTOBKH 4
ane/UIAIHOHHBIX H 1. [Topsimox yuéra gen, NOCTYNHMBIIUX C aNe/UISIIMOHHBIMHM/KACCAlMOHHBIMU JKalnobaMu | 2
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OKPY:KHBIX (dbopMHIpOBaHKE aNeUIAIUOHHBIX/KACCAIMOHHBIX MPOU3BOJICTB.
apOMTPaKHBIX CyAax
2. [Topsiiok npoBeAeHUS alleUIILIHOHHOIO PACCMOTPEHNUS Jea. 2
Tema 1.12 Conep:xanue 6/4
Oco0ennocru 1. Ocob6ennoctu cyaebHoro nenonpousBoictea B Bepxosuom Cyne Poccuiickoit denepanun.
AeJIONPOU3BOJACTBA B | 2. Ocobennoctu cyaebHoro paenonpousBojctBa B Koncrurynmonnom Cyae Poccuiickoit 2
BepxoBaom Cyne denepauuu.
Poccuiickoii B ToM unciie B (popMe NPAKTHYECKOH MOATOTOBKH 4
Denepanuu u 1. [Topsinox HanpaBieHus cyneOHBIX Aen 1o 3anpocy BepxosHoro Cyna Poccutickoit ®denepaunu 2
KoncTurynnonaom
Cyne Poccuiickoi 2. Opranuzanus pabotsl cekperapuata Koncrutyunonnoro Cyna PO 2
Denepanun
Tema 1.13 Conep:kanue 8/4
KonTpous cyneonoro | 1. [TonsiTrie ¥ BUIBI KOHTPOJIS Cy1€0HOTO JIEIOMPOU3BOICTBA.
JAeJIONPOU3BOACTBA M | 2. Llenu 1 3a1a4u KOHTPOJISI BEJCHUS CyeOHOTO JeONPON3BOICTBA. 4
KOHTPOJIb 3. [TomHOMOYMS OpraHOB M JOJDKHOCTHBIX JIMIl B OPTaHU3ALMU BEICHHUS KOHTPOJS CyaeOHOro
HCIIOJIHEHUS JIeJIONPOU3BOICTBA.
B ToM 4uciie B popMe NpaKTHYECKON MOATOTOBKH 4
1. CocraBieHne JOKYMEHTOB, CBSI3aHHBIX C OpraHU3alMel U BEIEHUEM KOHTPOJIS. 2
2. JucuunimHapHas OTBETCTBEHHOCTh 32 HapyIlIeHUE CyZeOHOTo 1eI0NpPOU3BOICTBA. 2
IIpuMepHasi TeMaTHKA CAMOCTOSITE/ILHON yueOHOH padoThl NpU U3yyeHuu pasjaena 1 12

1. CawmocrosrenbHas

pabota oOyuwaromuxcs: HCTOpUsl cyneOHoro genomnpou3BojacTtBa B Poccun. Ilpukasnoe

nenonpounsBoacTBo XV-XVII BB. CucteMa KOJUIEKCKOro Ienonpon3BoacTsa. Cucrema MUHUCTEPCKOTo aenonpousBoacTea XIX-
Havana XX BB. Mcropus ynpasieHnus u genonpoussoactsa B 1917-1941 rr. Mcropus ynpasneHus U JeI0Npou3BoACTBa B 1945-
1990 rr.

2.  M3yuyeHue TUIIOBOTO MOJOXKEHUS O IPUEMHOM CyJa, TUIIOBBIX MPABHJ BHYTPEHHET0 paclopsaka Cy/a, MpaBUil MOBEJICHUS
pabOTHUKOB ammapara Cyaa, WHCTPYKLIHMU MO CyAeOHOMY JEJIONPOM3BOJCTBY B PallOHHOM CyJe, MOJOKeHus 00 ammapare
dbeneparbHOTO Ccyaa 00IIeH FOPUCAUKITUH.

3. OpraHm3anus CTaTUCTHYECKOTO y4ETa B CyAax.
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Opranuzanys paboTel 1O 00ECTIEYSHUIO TOCTYTA K MHPOPMAIUH O ACSITEILHOCTH CY/IOB.
Opranu3anus cyaeOHOro AeTOMPON3BOICTBA HA YUACTKAX MUPOBBIX CYICH.

4
S)
6. Opranu3anus BeJ€HUS CTATUCTUYECKOTO Y4€Ta Ha CyJeOHBIX Y4aCTKaX MUPOBBIX CY/CH.
7.  BeneHue HOMEHKJIATYpBbI €I MUPOBBIMH CYAbSIMHU.

8.  Opranuzanus cyneGHOro 3ace/laHus C ydacTheM MPUCSHKHBIX 3aceqaTeneit

9. Tlopsinok ocyliecTBIEHUS OIJIAThl TPyAa MPUCSHKHBIX 3aceqaTerei.

10. Opranuzanus cyeOHOro 3aceJlaHus C yuacTueM apOUuTPaKHBIX 3acefaresei.

11. Tlopsanox ocyliecTBICHHs OIUIAThI TPYya apOUTPaXKHBIX 3aceaaTesei.

KypcoBas padora

Oos3aTesIbHbIE Ay AUTOPHBbIE YUeOHbIe 3aHATHSA 110 KypCcoOBoii padoTe

1.Bs100p TeMbl, COCTaBIICHHE TJIAHA KYPCOBOM pabOTHI.

2.Ilo60p NCTOYHUKOB U JINTEPATYPHI.

3.IIpoBepka BBeCHUSI.

4.IIpoBepka TE€OPETUYECKOM YaCTH paOOTHI.

5.IIpoBepka 3aKiIFOUEHUS U CIHCKA HCTOYHUKOB.

6.IIpoBepka cooTBeTCTBUS 0OPOPMIIEHHUS KYpPCOBOI pabOThI METOIMYECKUM PEKOMEHIAIIHSIM.

7.3amuTa KypcoBoil paboTHl.

TemaTuka:

1. [TonsiTre cyieOHOrO JeIONPOU3BOICTBA KaK OTpaciu AesTeabHocTh. O01as XxapakTepucTHKa.

2. O6wmue npu3HaKu, QyHKIUH U CTaUU CyJeOHOro AeTONpPON3BOACTBA.

3. O0mas xapaktepuctuka MHCTpyKIMu 1o cyzeOHOMY JIeIONPOU3BOJICTBY B pAHOHHOM CY/IE.

4. O0u1Me MoJ0KEHHs U PyKOBOJCTBO OpraHM3alnel cy1e0HOro 1e10IpOor3BOJICTBA B paiilOHHOM Cy/Ie.
5. Ilopsinok npuema, OTIpaBIEHUS 1€ U KOPPECIIOHAECHLIUN B PAOHHOM CY/JI€E.

6. Peructpaiyst v y4eT yrojoBHBIX, TPaXKAAHCKUX e, J1eJ1 00 aIMUHUCTPATUBHBIX PAaBOHAPYIICHUSAX.
7. Peructpauust U y4er MpenoKEeHUH, 3asBICHUN M Kanod Ha paboTy cyaa, HE MOAJEKAIIUX PACCMOTPEHHMIO B IMOPSJIKE,
YCTaHOBJIEHHOM YTOJIOBHO-TIPOLIECCYATIbHBIM U I'PaX1aHCKO-TIPOIECCYaTbHBIM 3aKOHO1ATEIbCTBOM.

8. OdopMmiieHHE YTOJIOBHBIX A€ Ha CTaJUsAX MPUHITHS U Ha3HAYEHUS K CyZeOHOMY 3ace/laHuIo.

9. Odopmienue rpaKIaHCKUX JI€J1 Ha CTaIU IPUHATUS U HA3HAUYEHHUS K Cy1e0HOMY pacCMOTPEHUIO.
10. OcopmiieHne yroJIoBHBIX U TPaKIAHCKUX JIEN TIOCJIE UX PACCMOTPEHUSI.

20
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11. Ilpuem 1 y4eT KacCallMOHHBIX, YACTHBIX JKAI00 U MpeJICTaBICHHH, JIeJl C aneUIALUOHHBIMHU JKaI00aMu U TPEACTABICHUSIMHU B
paliOHHOM CY/IE.

12. O6ume nmpaBuia 0OpaieHus K HCIIOJTHEHUIO TPUTOBOPOB, PEIICHUM, ONIPEICTICHUI 1 MOCTAHOBJICHHH Cy/1a.

13. O6paiiieHre K UCTIOJHEHUIO PUTOBOPOB, OMPECICHUN U TOCTAHOBIICHUH IO YTOJIOBHBIM JIEJIaM.

14. ObpaiieHre K UCIIOTHEHUIO PEIIeHH, OnpeieNieHui o rpakaaHckuM genam. OcoO0eHHOCTH Ae0NpOr3BOACTBA 10 AesiaM 00
aIMUHUCTPATUBHBIX IPABOHAPYIIECHHUSX.

15. TIpon3BOACTBO O HAJOXKEHUH JIEHEKHBIX B3bICKAHMM W MITpadoB B MPOIECCYATbHOM MOpSAIKEe U 00 OOpalieHUH B T0XOJ
rocyJapcTBa 3ajora, BHECEHHOIO B KAYECTBE MEPHI IPECECUECHUSI.

16. IIpon3BoAcTBO IO MaTepuasam, MOCTYIUBIIUM B pallOHHBIN CYJ| B OPSAKE 10CYJEOHOTI0 IPOU3BO/ICTBA.

17. IIpou3BoACTBO 1O >kamobaM Ha JNEUCTBUS CyIEeOHOTO MPUCTABA-UCIIOIHUTENS MO HCIOJHEHUIO PEIICHUS WM Ha OTKa3 B
COBEPIICHUH TaKUX JICUCTBUM.

18. Marepuansl O HampaBICHHMH HECOBEPIICHHOJETHUX B CIICHUAIBHBIE BOCHUTATENBHBIC YUPEKACHUS WM JiedeOHO-
BOCIIUTATEIbHBIE YUPEIKIACHUS.

19. ITpou3BOACTBO MO MaTepuaniam, pa3peliaeMbIM B OPSAJIKE UCIIOJHEHHUS IPUTOBOPOB.

20. [IpuemM, yueT U XpaHEHHE BEILIECTBEHHBIX JOKA3aTEIbCTB U JUYHBIX JOKYMEHTOB OCYK/ICHHBIX.

21. Ilopsaok Bblgauu CyIeOHBIX JIed U JOKYMEHTOB B pAallOHHOM CYJI€.

22. O6mas xapaktepucTuka VHCTpYKIHMH 1O JeNONpou3BOACTBY B apOMTpakHbIX cynax Poccuiickoit denepanum (mepBoi,
aneJIIHUOHHON M KaCCallUOHHOW MHCTaHIIMSIX ).

23. O0mmue TONOKEHUST M PYKOBOJICTBO OpraHHM3aimell CyAeOHOrO eNONpOU3BOJICTBA B apOMTpaKHBIX cynax Poccuiickoit
denepanuu.

24. Ilpuewm, peructpanus 1 pacupeaeieHne KOppecnoHIeHIIUN B apOUTpaxHbIX cyaax Poccuiickoit @enepariuu.

25. TlpoxoxaeHNe WCKOBBIX 3asBJICHHN U CyIeOHBIX J1eJ B MEpPBOM WHCTAHIIMH CHUCTEMBI apOMTpakHBIX CynoB Poccuiickoii
®denepanuu.

26. J1enonpon3BOJCTBO MO MPUHATHIO apOUTPaKHBIM CYJIOM MEp, HaIllpaBJIEHHBIX Ha OOecleYeHHe MCKA WIIM MMYILIECTBEHHBIX
MHTEPECOB 3asBUTEIIS.

27. Jlenonpou3BoICTBO 110 BOCCTAHOBJICHUIO YTPaueHHBIX CYAeOHBIX Jiesl B apOuTpakHbIX cynax Poccuiickoit denepanun.

28. Jlenonpou3BOJCTBO MO MPUEMY U PACCMOTPEHHIO aleJUISIIMOHHBIX )kKallod B apOUTpaxkHBIX cynax Poccuiickoit denepannm.
29. Jlenonpou3BoICTBO 10 MPOXO0XKACHUIO KacCallMOHHBIX Kan00 B apOUTpaxkHbIX cyaax Poccuiickoit @enepanuu.

30. Jlemompou3BOACTBO IO TEPECMOTPY BCTYNUBIIMX B 3aKOHHYKO CHJIy CyAE€OHBIX aKTOB 110 BHOBb OTKPBIBIITUMCS
00CTOATENLCTBAM B apOUTpaxkHbIX cyfax Poccuiickoit @eneparui.
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31. Aenonpou3BOACTBO, CBA3aHHOE C UCIIOJTHEHUEM CYACOHBIX aKTOB apOUTPAXKHBIX CYIOB.

32. OcHoBHBIE TpeOOBaHUS K COCTaBJICHUIO M O(DOPMIICHUIO JIOKYMEHTOB (KpOME€ CyAEOHBIX aKTOB) B apOMTPaKHBIX Cynax
Poccuiickoit @enepanuu.

33. IloaroToBka pacrnopsAUTEIbHBIX M MHUIIMATUBHBIX IOKYMEHTOB B apOUTpakHBIX cynax Poccuiickoit @enepannu.

DK3aMeH

YyeOHas npakTHKA
Buasi pador:

1. OszHakoMJICHHE CO CTPYKTYPOH Cyla, PYHKIMSIMH CYACOHBIX KOJUIECTHIA, CyJeOHBIX COCTAaBOB, OCHOBHBIX IMOAPA3ICICHUN
amnmapara Ccyjia 1 HOpMaTUBHBIMH ITPABOBBIMHU aKTaMH, PETYIHPYIOIIUMHU HX JIEATEIHHOCTh, IPABUIAMUA BHYTPCHHETO TPYIOBOTO
pacnopsika, mpaBUjIaMHi TEXHUKU O€30IMaCHOCTH

2. O3HaKoOMJICHHE C TOJDKHOCTHBIMU PETJIAMEHTAMU CIICIUAIINCTA Cy/1a, CEKpeTaps Cyna, CeKpeTaps Cy1e0HOro 3ace1aHusl.

3. O3HakomiieHHE ¢ opraHu3anuei npuéma, yuéra u OTIpaBKU Cy1eOHBIX e U IpYroi KoppecnoHaeHInH. O3HaKOMIIEHUE C
MOPSIKOM M3TOTOBJICHUS U PACCBUIKU KOMUH CyeOHbIX pereHnid. O3HaKOMIICEHHE C MOPSIAKOM MPUEMa MOCETUTENCH.

4. O3HakomIIeHHE C TOPSAKOM HH(POPMAIIMOHHOTO OOecreueHus AeSITeNbHOCTH CY/a, UCIOIb3YEMBIMH B CYJE€ MPaBOBBIMH
6azamu u nporpammamu ['AC «IIpaBocyaue».

5. O3HaKOMJICHUE C ApPXHUBHBIM M CTATUCTHYCCKHUM JICIIOIIPOU3BOJICTBOM.

6. O3HakoMJICHHE C OpraHHM3alMell YroJIOBHOTO CYJIONpPOM3BOjACTBA B pailoHHOM cyzae. (ITopsmok HasHadeHus CyaeOHOTO
3aceaHus, W3BEIICHUS YYaCTHHKOB IpoIlecca, 00eCledYeHHs JOCTaBKH B CYJ IMOJACYAMMOIO, COACPIXKAIIEToCs TOJI CTPaXKeH,
MOJITOTOBKH 3ajia CyAeOHOTO 3acenanusi, pa3MenicHus Ha VHTepHeT-caiiTe M WHGOPMAIMOHHBIX CTCHJIAX Cyna WH(OpMAUUA H
MeCTe U BpEMEHH CyIe0HOTO 3ace/1aHus)

7. O3HaKOMJIEHHE C OpTraHHM3aIfeil TPakIaHCKOTO CyAONMpOou3BOACTBA B paiioHHOM cyne. (Ilopsook moAroToBku aena K
pPaccMOTPEHHIO, HA3HAYeHHS Cy/IeOHOTO 3aceaHusl, U3BEIICHUS YYaCTHUKOB mpoiiecca. OCHOBHBIE CTaIUU CyJIeOHOro mpoiiecca
U CyZieOHbIE TOCTAaHOBIIEHUS, UX TIPOIECCYaTbHOE 3HAYCHHE. )

8. O3HakoMJieHHME C OpraHM3alued W 3aJadyaMu aJMHHHCTPATHBHOTO CYAOIpoU3BojcTBa B paiioHHoM cyne. (Ilopsmok
MOJITOTOBKH JIeJIa K PACCMOTPEHHUIO, Ha3HAYCHUS CYACOHOTO 3aCe/TaHtsI, U3BCIICHUS YYaCTHIKOB TPoIiecca.)

9. O3HakoMJIeHHE C OpraHU3alkell CyJONpPOM3BOJACTBA B apOUTpakHOM cyje mepBoi mHcTaHuuu. (Ilopsgok moAroToBKH
Jena K pacCMOTPEHHIO, Ha3HAUYEHUS Cy/IeOHOTO 3acelaHus, M3BEIICHUS YYACTHHKOB mporecca. OCHOBHBIE CTaJMU CyAeOHOTO
mpoliecca U cyieOHbIe TOCTaHOBJICHHUS, UX MPOLIECCYaTbHOE 3HAUCHUE. )

10. O3HakoMJIeHHE ¢ PabOYNMHU MeCTaMH PaOOTHUKOB arrapara cyja, MpaBmIaMA TEXHUKH 0€30TTaCHOCTH.

11. O3HakOMJICHHE C HOMEHKIIATYpO JIeNI, CocTaBlIeHUE B 0()OpMIICHHE HOMEHKJIATYPHI JIe B CYE.
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12. O3HakoMiIeHHEe ¢ OpraHM3aunuedl nmpaBui y4déra Jiel M MX PEerucTpanyy; poijib cyla B OOECIEeYEeHUH 3aKOHHOCTH IpU
pPaccCMOTPEHUH JieJia; B3aMMOOTHOIICHHUS Cy/a U APYTUX MPaBOOXPAHUTEIBHBIX OPTaHOB.

13. O3HakoMJIeHHE C HOPSAKOM MCIIOJIb30BaHUS MH(POPMALMOHHOIO OOecreueHus NesITeIbHOCTH Cylla B BHJE CIPABOYHO-
UH(POPMALIMOHHBIX CHCTEM U MOIYJeH, BXoAsmux B mporpaMmusbiii komriekce I'AC «IIpaBocyame».

14. O3nakoMiieHHE C TOPSAKOM (GOPMHUpPOBaHUS CyneOHOTo jaena (00JOXKKa Jei, OMUCh JIOKYMEHTOB CyneOHOTO Jerna,
(dhopMUPOBaHKE JTUCTOB JCTA).

15. O3HakoMiIeHHE ¢ OpraHu3anuer aen o0 aJMUHHUCTPATUBHBIX IPABOHAPYIICHUSAX B PalOHHOM (TapHU30HHOM BOEHHOM)
cyzne, Ha MUpoBBIX yyacTkax. (Ilopsmok Ha3HaueHHS CyeOHOTO 3ace1anusl, U3BEIICHUS yYaCTHUKOB MPOIlecca, MOATOTOBKHY 3ajia
cyneOHoro 3acefaHus, pa3meleHus Ha VHTepHeT-caiite 1 MH(GOPMALMOHHBIX CTEHJAX Ccyla MH(POPMALUU U MECT€ U BPEMEHU
cyneOHOro 3acenanus)

16. O3HakoMJIeHHE C OpraHu3alel yrojJoBHOIO CyJONpPOU3BO/ACTBA B PalOHHOM (rapHHU30HHOM BoeHHOM) cyze. (Ilopsmox
Ha3HAUEHHUS CyAeOHOTrOo 3acelaHus, W3BEUICHHWS YYaCTHHUKOB TIpolecca, 0OecnedeHus] JIOCTaBKH B CyA IMOJCYIUMOTO,
coJiepaKalerocs Mnoj CTpaxel, NOArOTOBKU 3ajia Cy/le0HOro 3aceiaHus, pasmeleHus Ha VHTepHer-caiite 1 MHGOPMalMOHHBIX
CTeHJax cyaa WH(GOpPMAIMK U MECTE U BPEMEHH Cy1e0HOTO 3ace1aHMsl)

17. O3nakoMyIeHHE C OpraHu3alyen rpax JaHCKOro CyA0IPOM3BOICTBA B PalOHHOM (FrapHU30HHOM BOeHHOM) cyne. (Ilopsaok
MOJTOTOBKH JIeJIa K PAaCCMOTPEHHIO, Ha3HAYCHUS Cy/IeOHOTO 3acelaHusl, M3BEIICHHUS YJaCTHUKOB mporecca. OCHOBHBIE CTaIUH
cyneOHoro mporecca 1 cy1eOHble TOCTaHOBJICHUS, UX IPOLlecCyalbHOE 3HAUYCHHE. )

18. O3HakoMJICHHE C OpraHu3alMed W 3aJadaMd aJIMUHUCTPATUBHOTO CYyIONPOU3BOJCTBA B PAHOHHOM (TapHU30HHOM
BoeHHOM) cyne. (ITopsimox MmoAroTOBKH Jena K PacCMOTPEHHIO, Ha3HAYCHHS CYAEeOHOTO 3acelaHus, W3BEUICHHS YYaCTHHKOB
npoiiecca.)

19. O3HakOoMJIEHHE C OpraHM3alueil CylIONpOM3BOJCTBA B apOUTpPaXHOM cyxae mnepBoil mHcTaHmuu. (ITopsmox moaroToBku
Jiefla K pacCMOTPEHMIO, Ha3HaueHHs Cy/eOHOro 3acefaHus, U3BEIEHUs YYaCTHUKOB mpouecca. OCHOBHBIE CTaUM CyJIeOHOTO
nporiecca U cyaeOHbIe TOCTAaHOBJICHHUS, UX TIpoIleccyalibHOE 3HaYeHne.) O3HaKOMIICHHE C OPTaHU3aI[OHHO-PACTIOPS AU TEIbHBIMA
JOKYMEHTaMH Cya.

20. O3HaKOMIICHUE C TTOPSIKOM padOTHI CAUTOB CY/IOB.

21. O3HaKOMJICHHE C JIEITEbHOCTBIO M0 00ECTIEYEHUIO CYA0B KaJpaMH roCy1apCTBEHHBIX IPaXIaHCKUX CITYKaIlIHX.

Paszgen 2. 58/30
MJIK. 03.02. Ob6ecnieuenne paccMOTpeHUsI Cy1eOHBIX J1e]

Tema 2.1. Conep:xanue 8/4
Ooecneyenne 1. BBenenue B JUCHUILIIUHY: IPEAMET U METOJ1 JUCUUIUTMHBL. CBSI3b JUCHUIUIMHBI C APYTUMHU

paccMoOTpeHust JTUCIUILTMHAME; TIPaBOBasi OCHOBA JUCIIUILIHHBIL. 4
Cyle0HBIX J1eJ1 KaK 2. Opranu3zarus pabOTHI armmapara cyia 1mo o0ecreuyeHruI0 OTIPABIEHHUS TPABOCYIUS.
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rapaHTus
peaju3anuu MpaBa Ha
Cy1e0OHYI0 321U TY

3. TloMOmHUK CyIpbH M CEKpeTapb CyACOHOro 3acelaHus Kak CyOBEKTHI, OOECIeYHBaIOIINe
paccMOTpEHHE JIeNl U MaTePHAJIOB B CYy/IE.

4. Opranuzanusi pabo4ero Mecra B Cy/ie.

5. KOMHBIOTepHaH TEXHUKAa U COBPCMCHHEIC I/IH(bOpMaI_II/IOHHBIe TEXHOJIOTMHU, UX NPHUMCHCHUC IIPU
JOKYMCHTHUPOBAHHH U OpraHU3aluu pa6OTBI C JOKYMCHTaMH.

B ToM unciie B popMe nNpakTHUECKOH MOATOTOBKH

[ToxGop ¥ aHanM3 MPaBOBBIX AKTOB MO OOECHEYCHUIO PACCMOTPEHUS CY/IOM OTIEIBHBIX KaTErOpHii
Cyl1eOHBIX JIeJ.

CocraBpieHue IMPOCKTOB IMPOLECCYAIIbHBIX U MHBIX JOKYMCHTOB 110 3aJaHHOMY YCJIOBHIO.

Tema 2.2.
Oo0ecneuenue
paccMoOTpeHust
YIOJIOBHBIX J1€J1

Conepxanue

8/4

1. Pabora alrapara cyza 1o npuemMy, peructpaiuu, yu4eTty U XpaHCHUIO YIOJIOBHBIX €I U MATCpHUAJIOB,
BCIICCTBCHHBIX N0KAa3aTCIbCTB

2. OcoOeHHOCTH AETOMPOU3BOJICTBA 110 IPHEMY, YUETY, PETUCTPAIIUHN JOKYMEHTOB, TOCTYIMBIIUX B
CyJl B 3JIEKTPOHHOM BUJIE

3. OpraHI/IBaHI/IH pa6OTLI 10 YTOJIOBHOMY ACJ1y Ha CTaAWU ITOATOTOBKHU K Cy,Z[C6HOMy 3aCCaAaHHIO

4, Opl"aHI/IBaI_II/IH pa6OTLI 10 YIrOJIOBHOMY ACJIYy B IIPOLECCC MPOBCACHUS cyz[e6H0ro p8.36I/IpaTeJ'II>CTBa u
IIOCJIC paCCMOTPCHUA ACJIa

5. O0partieHue K UCIIOJIHEHUIO IPUTOBOPOB, ONPEIEICHUI U TOCTAHOBJICHUH IO YTOJIOBHBIM JI€JIaM

6. [Ipuem n oOecnieueHre pacCMOTPEHNUS aleJUIIUOHHBIX KaJl00 U MpeJICTaBICHUH TPOKypopa Ha
CyJ1eOHbIE pPELIeHMs 110 YTOJIOBHBIM JeJIaM

7. OcobeHHOCTH ACIIOIIPOU3BOACTBA ITO OTACIIBHBIM KAaTCTOPHUAM YI'OJIOBHBIX JCII (HpI/I pacCMOTPECHUHU
ACJI C YIACTUCM MMPUCIKHBIX 3acez[aTeJIeI71; B 0COOOM NopAAKE; B OTHOHICHNH HECOBCPIUICHHOJICTHUX ; B
OTHOIICHHWHU BOCHHOCIIY)XXKAIlUX U ,[[p)

B ToM 4uciie B popMe NpaKTHYECKOM MOATOTOBKH

JlokyMeHTaIlmOHHOE 00ECTICUCHHE MPpUeMa, PETUCTPAIIUH, YUeTa YTOJIOBHBIX JEJI U MaTePUAIIOB.

Cocrasnenne IMPOCKTOB MPOLECCYAIBHBIX U MHBIX JOKYMCHTOB I10 3aJaHHOMY YCJIOBHIO.

Tema 2.3.
Oo0ecneuenne
paccMoOTpeHust

Conepxanue

1. HpI/ICM, peructpanud U y4C€T I'paX1aHCKUX U aAMUHUCTPATUBHBIX OCII

2. HOpr}IOK nogavuu, nmprue€Ma U perucrpanuu B CyJax JOKYMCHTOB B 3JICKTPOHHOM BUAC
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IrpasxkKaIaHCKUX U
AAMUHUCTPATUBHBIX
aeJl

3. IloaroToBKa rpa’kAaHCKOrO M aJMHHUCTPATUBHOIO Jiesla K CyAeOHOMY pa3zbuparenscTBy. Ilopsaok
(dbopmMHupoOBaHUs AeTa HA CTAIMH MOJTOTOBKH K CyJIeOHOMY pa30HpaTenbCTBY.

4. JleiictBus pabOTHMKOB ammapara cylda B XoJe CylaeOHOro pa30upaTenbCcTBa M IIOCIE €ro
paccmotpenus. [lopsiiok opopmiienus aena nocjae ero pacCMOTPEHUS B Cy/I€ IEPBOM MHCTAHIIUH.

5. IlpaBuia BeleHHS MPOTOKOJIA CYyA€OHOTO 3acelaHdus W HCIOJIB30BAHUS TEXHUYECKUX CPEICTB.
Opranm3anys padoTHI IO BEICHUIO CyIeOHOTO 3acenanus ¢ ucnonb3oBanuem BKC.

6. Ilopsnok nenonpou3BOACTBA IO OOpAIIEHUIO K HCIOJHEHHUIO PEUICHUM M0 TIPaXKAAaHCKUM U
aJAMUHUCTPATUBHBIM JI€JIaM.

7. OCOOEHHOCTH JAENONPOU3BOACTBA MPU PACCMOTPEHUM TPAXKIAHCKUX U AJMUHHCTPATUBHBIX €l
MHPOBBIM CYIbEH.

B TOoM unciie B popMe npakTHYECKOH MOATOTOBKH

10

HOKYMGHTaI_II/IOHHOG obecneyeHne npuema, perucTpaiu, yueTta rpa’kiaiCKux 1 aiMUHUCTPATUBHBIX
ACT 1 MaTCPUAJIOB.

CocraBieHue ITPOCKTOB IMMPOLECCCYAIbHBIX U MHBIX JOKYMCHTOB I10 3aJaHHOMY YCJIOBHIO.

OdopmiteHne aesa nociie ero pacCMOTPEHUsI B CyJIcOHOM 3ace/IaHHH.

O6pameHHe K UCIIOJIHCHHUIO PCHICHUA CyJa 10 T'PAXKJAAHCKUM U aIMUHUCTPATUBHBIM JICJIAM.

Tema 2.4.
Obecneuenue
paccMoTpeHust jieJ 00
aIMHUHUCTPATHUBHBIX
NMpaBOHAPYIIEHUSIX

Conepxanue

10/8

1. [TonsiTre 1 BUABI et 00 aAMUHUCTPATUBHBIX MPABOHAPYILIEHUAX. YUET U perucTpanus Jell.

2. IloxnroroBka nena 00 aAMMHHMCTPAaTUBHOM NPaBOHAPYIIEHHH K CYJeOHOMY pa30OMpaTesbCTBY.
[Topsanox ¢opMupoBaHus [ena Ha CTaJAUU MPHUHATHS M HAa3HAUYEHUS K CyleOHOMY PAcCMOTPEHHIO U
IIOCJIE PACCMOTPEHMUS.

3. HOpSI,Z[OK HaIllpaBJICHUA JACJIa 00 AAMUHUCTPATUBHOM TIPABOHAPYIICHHWUW B BBIIICCTOALIYIO
HWHCTAaHIUIO TP OCIIAapUBAHUH ITIOCTAHOBJICHUS.

4, O6paH_ICHI/Ie K UCIIOJTHCHUIO ITOCTAHOBJICHHA 110 ACJIaM 00 AIMUHUCTPATUBHBIX IMTPABOHAPYUICHUAX.

B ToM unciie B popMe npakTHUECKOH MOATOTOBKH

JIOKyMeHTallMOHHOEe oOO0ecreueHnue TMpueMa, pEerucTpanuu, ydera Jeil o0 aJMHHHUCTPATUBHBIX
MIPaBOHAPYIICHUSX.

CocraBneHue IMPOCKTOB IMPOLECCCYAJIbHBIX U UHBIX JJOKYMCHTOB.

O6pameHI/Ie K UCITOJIHCHHUIO MMOCTAHOBJICHUS 110 ACITY 00 AAMAHUCTPATUBHOM IIPABOHAPYHICHUU.
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Opranmsanuss paboThl cyga 1O J>kanobe Ha TIOCTaHOBIEHHE CyAa O TMPHUBICYCHUH JIHMIA K

aHMHHHCTpaTHBHOﬁ OTBCTCTBCHHOCTMU. 2
Tema 2.5. Conepxanue 8/4
Obecneyenne 1. [ToHsiTHE U BUJBI SKOHOMUYECKUX CIIOPOB U UHBIX 1€, OTHECEHHBIX K MOJICYITHOCTH apOUTPaKHbBIX
PACCMOTPEHHs 1eJI 0 | CyJOB. YUET U perucTpanus Jaeil; 0COOEHHOCTH 00ecrieueHus J0Ka3aTebCTB.
pa3penieHuIo 2. Opranu3zanusi OArOTOBKH JieNa K cyneOHoMY pa3oupatenbcTBy. [IpaBuia BeeHus mpoToKoa 4
IKOHOMHUYECKUX CyaeOHOTo 3acelaHus ¥ UCIOIb30BAHUS TEXHHUECKUX cpeAcTB. Opranusanus padoThl O BEACHUIO
CIopoB cyneOHoro 3acenanus ¢ ucnoiabzoBanrnem BKC.

3. OdopmieHne apOUTPaKHOTO JIeJia TIOCIIe €r0 PAaCCMOTPEHHUS B CyIeOHOM 3aceaHuH.

B TOoM unciie B popMe npakTHUYECKOH MOATOTOBKH 4

[Topsimok y4éra IBUNKEHHS JIe] 10 Pa3pelIeHHI0 SKOHOMHUYECKHUX CIIOPOB. 2

[Topsamok oOpaliieHus: K UCIIOTHEHUIO PEUICHUH apOUTPakHBIX CYJIOB. 2
I[IpuMepHasi TeMaTHKA CAMOCTOSITEIbHOI YueOHOH padoThl NpH M3yYeHUH pa3jieia 2 4

[ToAroToBUTH JOKJIAJ O PA3IMYHBIX KAHLEISPCKUX MPUCIOCOOIEHUAX, MO3BOJSIONIMX HAJUIeKaIMM 00pa3oM OpraHU30BbIBATh
CHeLHAINCTy cyJa pabouee MpOCTPaHCTBO.

Oxazanue nepBoif MOMOILIY ITPH HECUACTHBIX CIIyYasiX B CyJ€ U CyJeOHBIX 3aceJaHMsIX.

Opranuzanus paboTsl B X0/1€ CyAeOHOro pa30uparenbeTBa i1 00 aIMUHUCTPATUBHBIX IPAaBOHAPYIICHUSX.

Hcnonb3oBanue HHGOPMALMOHHO-TEICKOMMYHUKAIMOHHON ceT VHTepHEeT mpu pacCMOTPEHUH el 00 aIMUHHMCTPATUBHBIX
IIPABOHAPYLICHUSIX.

OcoOeHHOCTH JIETIONPOU3BOICTBA MO MPUEMY, YUETY, pEerucTpaly JOKYMEHTOB, MOCTYNMBIIUX B CyZ B DJEKTPOHHOM BHJIE B
paMKax yrojoBHOT'O CyJIOIPOU3BOACTBA.

Opranuzanys MOATOTOBKH YTOJOBHOTO Jefla K CcyAeOHOMY pa3OMpaTeNbCTBY: AEMCTBUS CyAa; JEWCTBUS CTOPOH; JAEUCTBUS
ceKpeTaps Cy1eOHOro 3aceJaHus; 1eUCTBUS MOMOILTHUKA CYbH.

Opranuzanus paboThl B CyJe MO OOpalleHHIO K HWCHOJHEHUIO MPHUTOBOPOB, OINpPENEIIEHUH M MOCTAHOBJIEHUI MO YroJOBHBIM
JieJIaM.

Opranuzanus pacCMOTPEHHUS B CyJle MaTepualoB, MOCTYNMBIIMX B CyA B THOpsJAKE CyAeOHOrO KOHTPOJIS W HCIOJHEHHS
IIPUTOBOPOB.

Opranu3zanus paboTsl B CyJie 0 00pallleHUI0 K UCIIOJIHEHHUIO Cy/IeOHBIX PELIeHHH 10 TpakJaHCKUM, aIMUHUCTPATUBHBIM JI€JIaM
[TotHOMOYMS crienMaIUCTa Cy/la o 00ECIIeYeHUIO pACCMOTPEHUS JIe] U MaTEpPHUAaJIOB B CyZ€ MEePBOM NHCTAaHIUH.
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. [nddhepenuupoBaHHbIi 3a4eT 2
Pa3znen 3. 40/20
MK 03.03. OcHOBBI OpPraHU3alHOHHO-TEXHNYECKOT0 00ecnevyeHus 1esiTeJIbHOCTH Cy10B
Tema 3.1 Conep:xanue 4/2
BBenenue B 1. B3aumocBs3b qUCHUIUIMHBI «OCHOBBI OPTaHU3AIMOHHO-TEXHUYECKOTO 00ECIICUeHUS ACSITeTbHOCTH
MUCHHILTHHY CYIOB» C JPYTUMH JHCUUIUIMHAMH TPO(ECCHOHATHHOIO MOIYJIs W o0mienpodeccuoHaIbHBIX

JICITUTLIVH.
2. TloHATHe OpraHU3aIMOHHO-TEXHHYECKOTO 00ECIICYCHHUS ACITEIHHOCTH CY/IOB.
3. Uenwn, 3amaun, OPUHOUIBI W HANPaBICHHUS OPraHU3AIMOHHO-TEXHHYECKOTO O0ECTIeYeHUs 2
JCSITEIIbHOCTH CYJIOB.
4. VctoyHukd (PUHAHCHPOBAHUS MEPOIPHITHHA  OPraHU3al[MOHHO-TEXHHUYECKOTO  O0ECIICUCHHS
JeSITeILHOCTH CY/IOB. | TaBHBIE pacTIOPSIAUTENN U PACTIOPSAUTENH OIO/DKETHBIX CPEJICTB: MOHITHE U
TIOJTHOMOYHSI.
B ToM unciie B popMe NpakTHYECKOH MOATOTOBKH 2
1. Pabora co cHpaBOYHO-NIPABOBHIMH CHUCTEMaMHU II0 TOMCKY IPaBOBBIX aKTOB W CyAcOHOMU 5
MPAKTUKH TI0 BOIIPOCAM TEMBI.
Tema 3.2 Conep:xanue 14/8
AJIMMHHCTPATHBHO- 1. Tlonsatue u conepkaHne aIMUHUCTPATUBHO-TIPABOBOTO 00ECTICUEHMS IeITEIHHOCTH CYOB.
npaBoBoe 2. CyObBeKThl aJIMUHACTPATUBHO-TIPABOBOTO 00CECIICUCHUS ACSITEIILHOCTH CY/IOB.
obecreyeHue 3. Opranusanus paboTsl QenepanbHbIX CyJ0B. 6
NeSITeTLHOCTH CY/10B 4. Howmenknarypa genn.
5. Odopmuenue ciykeOHbIX TOKYMEHTOB CYJIOB.
6. Oco0OeHHOCTH aMHUHHCTPATHBHO-TIPABOBOTO 00ECIIEYeHN MUPOBBIX CyIel
B ToM umciie B popMe NpaKTHYECKON MOATOTOBKHU 8
1. CocraBnenne OpraHU3aIMOHHO-PACHIOPSAUTENBHBIX JIOKAJIbHBIX aKTOB CyJa: IpaBUiIa
BHYTPEHHETO paclopsaKa, IOJIOKEHHEe O TPUEMHON Cylda, TPUKa3bl W PACTIOPSDKEHHS IO )
pacrpeieieHuIo JOKHOCTHBIX 00s13aHHOCTEH PabOTHUKOB armapara Cyza, MPOTOKOJIBl COBEIIAHUN y
npeacenaTens cyaa u Jip.
2. CocraBieHH€e COMPOBOIUTEIHHBIX MHCEM. 2
3. CocraBneHne HOMEHKIATYPHI €T Cyaa 2
4. OdopmieHre perucTpaluoOHHBIX )KYPHAJIOB MO YUETY BEIIECTBEHHBIX OKA3aTENbCTB, BPYUCHUS 2
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W HallpaBJICHUA UCIIOJIHUTCIIbHBIX JIMCTOB U IIP.

Tema 3.3 Conepxanue 8/6
Kanposoe 1. TocymapcTBeHHas TpaxkJaHCKas CilIyk0a B cylae: CTaTyC TOCYJapCTBEHHOI'O I'Pa)kIaHCKOI'O
odecrneueHue CIIy’>Kalllero cyza, MOpsSAOK MpuéMa Ha JOHKHOCTh paOOTHUKOB ammapara cyja U MOMOIIHUKOB CyIeH;
NAeATeIbHOCTH CYI0B | aTTecTallus.
2.  IIpodeccuonanpHoe pa3BUTHE TOCYJAPCTBEHHBIX TPAXKAAHCKUX CIYXKalMX — pabOTHUKOB 2
ammapara cyZa/TIOMOIIHUKOB CYJIeH: TPaBOBbIE OCHOBBI, (POPMBI, CPOKHU, OpPTraHU3AIIHS.
3.  KoHQIHMKT WHTEpecOB: TMOPSIOK YperyaupoBaHus. JlucruruimHapHass OTBETCTBEHHOCTH
pabOTHUKOB armmapara cyja.
B TOoM unciie B popMe NpakTHYECKOH MOATOTOBKH 6
1.  CocraBneHue I0JKHOCTHOTO perjiaMeHTa pabOTHHKA afapara cy/a. 1
2.  CocraBneHue ciy>)ke0HOTO KOHTpakTa paOOTHHKA armnapara cyaa 1
3. Odopmienue 3ammceld B TPYIOBOW KHUXKKE O mMpuéMe Ha CIykOy, TepeBoiec Ha JPYTyro 1
JOJKHOCTH, YBOJIbHEHUU U JIP.
4.  CocraBieHHe IPUKA30B O MIPUME Ha CIIYkOy U 1p. 1
5.  CocraBieHue yBeIOMJICHUS O BOSHHUKIIIEM KOH(DIUKTE HHTEPECOB. 1
6. Ilopsmok ocymiecTBieHUs MPO(HECCHOHATFHOTO Pa3BUTHS TOCYIAPCTBEHHBIX CIYXAIUX CYAOB:
MOBBILIEHNE KBaTU(UKAMU U IpodeccuoHanbHas NEepernoAroToBka, 00pa3oBaTeNlbHbIN cepTUdUKaT, 1
HacTaBHUYECTBO (0(OpMIICHUE PUKA30B, 3aBOK, 3asIBICHNMN, HAIPABICHUH U TIp.)
Tema 3.4 Conep:xanue 4/2
PecypcHoe 1.  TlonArtue u conepx)aHue peCypcHOT0 obecreueHus cy1e0HOM 1eATeIbHOCTH.
ol0ecreyenue 2.  Oprassl ¥ JOTKHOCTHBIE JIUIA, OCYIIECTBISIFOIINE PECYPCHOE 00eCIIeueHre Cy/I0B.
AeATEeJIbHOCTH CYy10B 3. [Tomnomounst CyneOHoro aemaptamenta npu BepxoBHom Cyne Poccuiickoit denepanuu B
peCypCHOM 00€CTICUCHUH JIEATETLHOCTH CY/IOB. 2
4.  TpeOGoBanus kK apXwBaM CYyJOB, KaMe€paM XpPaHEHHUs BEIIECTBEHHBIX JOKA3aTEIhCTB M HHBIM
MOMEMNICHUSIM CY/ZIOB IO OOECIEYCHHUIO IOXApPHOW, CAHUTAPHO-TUTHEHUYECKONM U JPYTUX BHJIOB
0€30MaCHOCTH.
B TOoM umciie B popMe NpaKTHYECKON MOATOTOBKHU 2
1. CocraBieHue 3asBOK Ha obecriedeHre cy/a (Moapa3aesieHus Cya) PaCXOIHBIMH CPEICTBAMHU H 2
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T.II.

Tema 3.5 Copep:xxanue 4/2
OtnenbHble 1. Obecnieuenne noctyna K MHQOPMALUU O JEATEIBHOCTH CYIOB: TOHSATHE W HOPMAaTHBHOE
HaINpaBJICHUSA perynupoBanue. Opranusaiysi paboThl 10: BEJACHUIO CAUTOB CYJI0B; OMYOJIMKOBAHHIO CYJICOHBIX aKTOB;
OpPraHM3alHOHHO- B3aumoercTauio co CMU.
TEeXHHYECKOr 0 2. DONEKTPOHHBIM  TOKYMEHTOOOOpOT B  (elmepanbHbIX Cygax: IOHSATHE, HOPMAaTHUBHOE 5
obecneveHust peryiaupoBaHue, nopsaok Benenus. Opranuzanus paboTel Mo mpuéMy oOpalieHHuid, MOCTYMAIUX B
JAeATEJbHOCTH CYA0B | CyJl B DJICKTPOHHOM BHUJIE.
3. [Topsmox  pa3MenieHuss B MH(POPMALMOHHO-TEJIEKOMMYHUKAIMOHHOW cetn  MHTepHer
nH(OPMAIMY O BHETPOILIECCYATbHBIX O0OPAIICHHUSX.
B TOoM unciie B popMe npakTHYECKOH MOATOTOBKH 2
1. [TonroroBka cy/eOHBIX aKTOB K pa3MEIIECHUIO Ha CalTe cy/a.
2. [ToaroroBka BHEMpOIECCyaIbHBIX OOpAIICHUI K Pa3MEIICHUIO Ha CaliTe Ccyaa 2
3. Odopmienue nporycka Ha TPOHOC anmnapaTypsl npeacraBureneit CMU.
IIpumepHas TeMaTHKAa CAMOCTOATEILHON y4eOHO! padoThl NpH U3yYeHnHu pasaena Ne 3 4

Pousib MexayHapOAHBIX aKTOB, B (POPMUPOBAHUH MTPUHIIMIIOB OPTaHU3AIIMIOHHO-TEXHUYECKOT0 00eCeUeHUs JeATeIbHOCTH CY/I0B.
[TonsTie u kiaccuduKaUs MPUHIMIIOB OPTaHU3ALMOHHO-TEXHUYECKOTO OOECTeueHUsl NEeATENbHOCTH CYIOB: 3aKOHHOCTD,
JOCTYITHOCTh, HEBMEIIATEIHCTBO B OCYIIECTBICHHE MTPABOCY 1M, CO3aHUE YCIOBUH /ISl TOJTHOTO HE3aBUCUMOTO OCYIIECTBICHUS
CcyneOHbIX (DYHKIIMH, MOJHOE BCECTOPOHHEE YIOBJIETBOPEHHE CYIOB B KaJPOBBIX pecypcax, MPOPECCHOHAIBHOU CITyXKEOHOM
O9THUKHU, (1)I/IHaHCOBI)IX, MaTCpruaJIbHbIX H HWHBIX PpECypcax, GHHHOﬁ CUCTCMbI OpraHu3alvi W IOpAAKa BCIACHUIA Cy,I[C6HOFO
JIeTTOTIPOU3BOICTBA.

CopepxaHue MPUHITUIIOB MaTEPUATHHO-TEXHHYECKOTO 00SCIICUEHUS CY/IOB.

OcHOBHBIE MPUHIUIBI KaJpPOBOTO OOECleYeHHs] CyAeOHOW IesATeNbHOCTH: MPHUHIIUIBI OOECTeYeHHs] CYIEeHCKUMU KaJapaMu,
Kagpamu amnmnapara cyaoB u CyneOHOro aenapTaMeHTa, BKIFOYas MPUHIUMIBI CTYKeOHOTO MOBEIEHUS TPAXKIAHCKUX CITY>KaIHX.
CHUMBOJIBI TOCYTAPCTBEHHOMN BJIACTU: MOHATHE; MOPSIOK o0ecrieueHus (3aKyKu), 3aMEeHbI, yTUITU3alliK; TPaBHUIIa Pa3MeIlleHHUsI.
Obecnieuenne 6e30MacHOCTU Cyled M COTPYAHHKOB ammapaTta cyfa: MOHATHE Oe30MacHOCTH CyAel W COTPYJHUKOB ammapara
cyna; GopMbel U METOIBI oOecriedeHrs1 0€30NaCHOCTH CyAel M COTPYAHHMKOB ariapara Cy/a; MpaBOBbIE OCHOBBI O00ECTICYCHHS
0€30MacHOCTH Cyael U pabOTHUKOB Cy/a.

OOGecnieyeHune pabOTHI apXuBa Cy/a: MoKapHasi 0€30MacHOCTh; o0ecniedeHre 0€30MacHOCTH MPU MPHUEME Tpak/IaH.
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Oco0eHHOCTH OpPTraHU3aIOHHO-TEXHUUECKOT0 00eCTIeueH s JesITeIbHOCTH MUPOBBIX CY/IEH.

OO01ure npaBuiia BEAECHNS CaliTOB CY/0B.

DJEKTPOHHBINH JOKYMEHTOOOOPOT B (pe/iepalibHbIX Cy/Aax: MOHATHE, TIOPSIOK BEICHHS.

DNEKTPOHHOE JIEIO0IPOU3BOJCTBO MUPOBBIX CYAEH.

Hanpasnenus ontuMuzanuu cyneOHON eATeNIbHOCTU: HH(pOopMaTU3anus, aBToMaTi3anus u ap. [IpaBoBas ocHOBa ONTHMHU3ALMU
CyneOHOM JesTeNbHOCTH.

Opranu3anus paboThl IO OCYIIECTBICHHUIO ayANO0- U BUI€03aHcel Cy1eOHbIX 3aceAaHn.

PecypcHoe obecnieueHre MUPOBBIX CY/ICH.

Hcnonp30BaHne CIpaBOYHbIX MPaBOBBIX cucTeM «l apaHT», «KOHCYIbTaHT» PU COCTABIECHUH NIPOEKTOB JOKYMEHTOB.
Hanpasienus AeqTenbHOCTH TI0 CO3IaHUIO €JMHOTO HH()OPMAITMOHHOTO IPOCTPAHCTBA (he/IepaTIbHBIX CYyJJOB U MHPOBBIX CYyJIEH.
Opranumzanusa 'AC «lIpaBocyauey» u Apyrux HHPOPMALMOHHO-KOMIBIOTEPHBIX TEXHOJOIMM B JIE€ATENbHOCTH CYAOB: OpraHbl,
ocymectisomue MKT; nonsatus, npumensemMsle npu noias3osanuu MKT.

HanpaBnenus 1esTeIbHOCTH 110 CO3JaHUIO0 €MHOr0 HH(OPMALIMOHHOIO MPOCTPAHCTBA (heZiepalbHbIX CY10B M1 MUPOBBIX CYACH.
Opranu3anus B3aUMOJEHCTBUS CO CpEICTBAMM MAaccoBOW HMHPOpPMAaLUU B LENAX HH(POPMHUPOBAHUSA OOILIECTBEHHOCTH MU
(GopMHpOBaHHUS MOJIOKUTEIBLHOIO OOLIECTBEHHOIO MHEHMSI O JESITEIbHOCTH CY/IOB B LIEJSAX IMOBBILICHHUS aBTOPUTETA CyIEOHOM
BJIACTH U IIpecTibka npodeccuu cyapu. MudopmaTuzanus cyaos.

Opranuzanus paOOThl MO OCYIIECTBICHHIO NpuEMa, pEerucTpaluy, ydéra M XpaHeHHs CyAeOHBIX JieJ, BEelIeCTBEHHBIX
JI0KAa3aTeNbCTB U JJOKYMEHTOB.

B3aumoneiicTBue cyZ0B ¢ opraHaMu poKypaTypsl, aABoKarypbl, BHyTpeHHUX Aen, @CCII u np.

[TpuHIMIIBI POPMUPOBAHUS KaIPOBOTO pe3epBa Cy10B.

[IpoTuBOIEHICTBHE KOPPYITLIHH.

JucuunirHapHas OTBETCTBEHHOCTh paOOTHHMKOB arrapara cya: OCHOBaHHs U TOPSIIOK MPUBJIEYEHUSI K OTBETCTBEHHOCTH.

JuddepenunpoBaHHbIii 324eT 2
Paznean 4. 38/10
MJK. 03.04 ApxuBHOe €10 B Cy/e

Tema 4.1 Conep:xanue 4/0
OCHOBBI apXHBHOI0 VicTopus pa3BUTHS apXUBHOTO JIea.

neaa B Poccuiickoi [Ipeamer, 0OObEKT M OCHOBHBIE IOHSATHUS APXUBHOTO JETIa. 4

Denepanuu IIpaBoBO€ peryamupoBaHue apXUBHOTO JIea B CYAE.

HlwiNE

OcHoBHBIE TpeOOBaHMsI, IPEIbsBIIsIEMbIE K pAOOTHUKY apXHBa CyJa.
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5.CocraBiieHre TOJDKHOCTHOTO peryiaMeHTa pa0OTHHKA apXHBa CyJia.

Tema 4.2 Conep:xxanue 8/2
Opranusanust 1. O6mwmit mopsiI0K KOMIJIEKTOBAHHSI apXHUBa.
apXMBHOI'O 2. Y4&T elMHUIl ApXUBHOTO XPaHEHHUS.
A€JI0IIPOU3BOACTBA U 3. KJIaCCI/I(bHKauI/Iﬂ M cUCTEMaTU3alus TOKYMCHTOB, 06pa3y10umxc;1 B JICATEIBHOCTU CYIOB. 6
MOAroTOBKA 4. Tlopsimok opopMiIeHUsT TOKYMEHTOB JIJIsl IepEIaun B apXuB CyJ1a.
AOKYMCHTOB K 5. Ormpepenenrie CpPOKOB XpaHEHUS il (HapsiIoB).
ApXHBHOMY 6. OumdpoBKa apXHUBHBIX MATEPHUATIOB. DJICKTPOHHBIC Oa3bl JAHHBIX.
XPaHEHHUIO B Cy/1€ B ToM ynciie B (popMe NPAKTHUECKOH MOATOTOBKH 2
Pemrenne npakTuueckuil 3aaHui 10 ONIPENEIICHNIO CPOKOB XPAHEHMS JJOKYMEHTOB. 2
Tema 4.3 Conep:xanue 6/2
JKcneprusa 1. DOkcneprusa IEHHOCTH TJOKYMEHTOB.
HEHHOCTH 2. OpraHmauI/m pa60TbI 110 YHUYTOXCHUIO JOKYMEHTOB. 4
AOKYMCHTOB 3. Tlepemaua TOKyMEHTOB Ha XpaHEHHE B TOCYJApCTBEHHBIN apXuB.
B ToM 4nciie npakTHYECKUX 3aHATHI 2
B ToM unciie B popMe NpakTHYECKOH MOATOTOBKH 2
CocraBneHre JTOKYMEHTOB: IPOTOKOJA 3acelaHusl 3KCIEPTHOW KOMHUCCHUU CyJa, aKTa O BBIJIEICHUU 5
JIOKYMEHTOB K YHUUTOXEHUIO.
Tema 4.4 Conep:xanue 6/2
Ooecneuenne 1. TpeGoBaHusi, npebsBIsIEMble K 3JaHUSIM U TIOMEIIEHUSIM apXUBOB.
COXPaHHOCTH 2. YCIOBUS XpaHEHUS apXUBHBIX JIOKYMECHTOB. 4
AOKYMEHTOB 3. TlpoBepka HaMMUMs U COCTOSIHHSI TOKYMEHTOB (9JIEKTPOHHBIX JOKYMEHTOB) B apXHUBE.
apXuBHOTO (hoHaA 4. Cosznmanue cTpaxoBoro (hoHIa apXUBHBIX JTOKYMEHTOB.
cyaos B Tom 4unciie B popMe npakTHUECKOH MOATOTOBKH 2
CocraBnenue nepeyHs TpeOOBaHUN K MMOMEIIEHUIO apX1Ba Cy/a. 2
Tema 4.5 Coaep:xanue 6/2
HUcnonb3oBanue 1. ®opMbl UCIIONIB30BAHMS APXUBHBIX JOKYMEHTOB.
apXMBHBIX 2. Tlopsimok MCTIOHEHMS 3aIPOCOB MOJIb30BATEIEH. 4
AOKYMCHTOB 3. [IlpaBuna BbIIauu JOKYMEHTOB, HAXOSIIMXCS HA ApXUBHOM XpaHEHUH.
B ToM 4uciie B popMe NpaKTHYECKOHN MOATOTOBKH 2
CocraBneHue 3arpoca o Bbliaue J0KYMEHTOB U3 JIeNa, HaXOIIEerocs Ha apXUBHOM XPaHEHHUU. 2

27




Tema 4.6 Coaep:xanue 4/2

ApXHMBHBIE ONIMCH Ornucanue JOKYMEHTOB U JIeNl B apXUBE CyJa.
Brnusinue knaccudukanuy TOKYMEHTOB U €]l B IIpe/iesiaX apXUuBHOTO (DOH/IA HA COCTABIICHUE apXUBHOM 5
OIHCH.
CocraBneHue ClpaBOYHOr0 Marepurasa K OIUCH.
B ToM unciie B popMe NpaKTHYECKON MOATOTOBKHU 2
CocraBieHne ONUCH HApSAAOB, IMOAJECKAIIUX MOCTOSHHOMY XpaHEHHIO, Oo(opMieHHe BHYTpEHHEU 5
OIMHCH JIOKYMEHTOB.

IIpumepHas TeMaTHKA CAMOCTOATEIbLHON y4eOHO# padoThl NPH U3y4YeHHH pa3jena 4 2

Hcropust pa3BUTHS apXUBHOTO J€a.

OrnpeneneHne NOHATHE APXUBHOE J1€J10, U3yYEHUE TPUHIUIIOB IOCTPOEHUSI COBPEMEHHOT'O apXHUBOBEICHHUS.

OcHoBHbIe TpeOOBaHUS K paOOTHUKY apXHBa.

OObeMHEHHBIN apXUBHBIN QOH/T.

ApXHUBHBIH (POH]T IMIHOTO TPOUCXOKICHHUSI.

DNEKTPOHHBIC 0a3bl TaHHBIX.

Onpenenenne QyHKIUN apXUBOB, OMPEIICICHHE CIIOCOOOB U CPOKOB XpaHEHUS.

JuddepeHupoBaHHBIN 3a4eT 2

IIpousBoaCTBeHHAS MPAKTHKA:
Buas1 pador:
1. OszHakoMJIeHHE C JIOKAJIBbHBIMU aKTaMU CyJa: IpaBHJia BHYTPEHHETO pacropsika cyia, MOJoXKeHHe 0 paboTe mpuEéMHOI
CyJla, periaMeHT paboThl MPUEMHON Cy/a.
2. N3ydeHue NOKaNbHBIX aKTOB CyJa MO BOMPOCY OpPTraHU3alUU pabOThI €ro caiiTa (MOpsIOK Ha3HAuY€HUs OTBETCTBEHHOIO
JIUTA ¥ €T0 JOJKHOCTHBIX 00sS3aHHOCTEH). 108

3. OsHakOMIICHHE C JIOKAIbHBIMH aKTaMH CyJa [0 BOMPOCY KaapoBOro obecrieveHus (LITATHOE PACIHCaHHe, IOJDKHOCTHBIC
perJIaMeHTbl, IPUKAa3bI 110 INYHOMY COCTaBY U Ip.)

4. O3HakomJIeHHE C JOJKHOCTHBIMU KOMIIETEHIUSMU CIEIUAINCTA CyJla U apXuBapuyca cyaa. VM3yueHue MHCTPYKLUU IO
CyeOHOMY JI€TIOTIPOM3BO/ICTBY M MEPEYHSI CPOKOB XpaHEHUs JeNl B Cy/e, MOJOKEHUS O MOCTOSHHO AEMCTBYIOUIEH 3KCIEPTHOM
KOMHCCHH CYZa.

5. O3HakoMJIeHHME C TIOPSIIKOM Tepesiadyd Jesl B apXUB CyAa U MOPSAKOM KOMIUICKTAIlMK el ¥ HapsI0B AJS TOCTOSHHOTO
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XpaHeHus
6. H3yuenue nopsika paboThl cyia Mo NpuEMy HAaCeICHUs U MOPSAJOK BbIIaYM JJOKYMEHTOB M3 apXHBa CyJa.
7. H3yuyeHue U oCylIiecTBICHHE PadOT MO OTOOPY TOKYMEHTOB Ha YHUUYTOXKEHHUE M 0(OPMIICHUE UX YHHUUYTOKCHUS.

8. H3yueHue mopsiaka W OCYLIECTBICHHE pabOT MO OGOPMIICHHIO e, COCTABICHHIO BHYTPEHHUX ONKCEH, BHECEHUIO
U3MEHCHUI B PEKBH3UTHI OOJIOKKH.

9. OsHakoMJIEHHE C pa60T01?1 AAMHUHUCTpATOpa Cyaa 110 opraHu3ali TEXHUYCCKOI'O obecneyeHus apxXyBa CyJa.

JK3aMeH 10 MOAYJII0

Bcero

460
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1. 3. YCJIOBUs PEAJIM3AIIMU TPO®ECCUOHAJIBHOT'O MOAY JIsA

3.1. lna peanu3anum NporpaMMbl NPo¢eCCHOHAIBLHOT0 MOAYJISI T0JLKHBI OBbITH
NMpeaycMOTPEHbBI cJIeAyIoIHe CleluaJbHble MOMeIleHUs:

Peanmszamust paboueil mporpaMMbl MpPo(ecCHOHAIBHOTO MOy TpeOyeT Hanudue
yaeOHoro kabuHera «CyneOHOe AeIonpou3BOACTBOY, «O0eceueHre pacCMOTPEHUS CyIeOHbBIX
nem»  «OCHOBBI  OpraHH3AIMOHHO-TEXHUYECKOTO  OOECICUeHHsI  JIEATEILHOCTH  CYIOBY,
«APXHUBHOE JIETIO B CYJIEM.

O6opynoBanue y4eOHBIX KaOMHETOB:

Komruekt ydeOHOM mebenu uisi oOydaromuxcs s oOydaromuxcst pabodee MecTo
YUUTENsI, OCKA, MYJIbTHMEIUUHBIA MPOEKTOp (IIEPEHOCHOM), 3KpaH (NEPEHOCHOMN), HOYTOYK
(mepenocHoM).

3.2. UnopmannonHoe odecnevenne peaju3amun NporpamMmmbl

Jlisa peanuzanuu MporpaMMbl OUOIHOTEUHBIH (GOHI 00pa3oBaTENbHON OpraHu3aluu
UMEEeT TIeYaTHble U DJEKTPOHHBIE OOpa3oBaTelbHbIE W HH(OPMALMOHHBIE PECYPCHI
JUTSL KCTIOJIB30BaHUS B 00pa30BaTEeIbHOM MpOIlecce.

3.2.1. OcHOBHBIE NleYaTHbIE U YJIEKTPOHHbIE U3TaAHUS

1. KyszuenoB B.A., CyneOHoe nenonpou3BoAcTBO: yueOHoe mocodue s CIIO —
Mocksa: Knopyc,2022. — 178 c.

2. JlateiieBa, H. A. CyneOHOe J1elOnpou3BOJICTBO : Kype JICKIM U mpakTtukym / H. A.
JlateiieBa. — Mocksa : Poccutbickuii Tocy1apCcTBEHHBIH YHUBEpCHUTET npaBocyaus, 2021. — 268 ¢. —
ISBN 978-5-93916-891-5. — Tekcr : anekrponnsiii / 9bC PROFo6pa3oBanue.

3. Kysneros B.A., OGecnieueHne pacCMOTPEHUs CyJlaMU YTOJOBHBIX, TPAXKIAHCKUX

JeN U Jien 00 aIMUHUCTPATUBHBIX MpaBoHapylieHusX: yueOHoe nmocodue ans CIIO — Mocksa:
Knopyc, 2022. - 180 c..

4, Ky3nemnor B.A., OcoOGeHHOCTH OpPraHU3allMOHHO — TEXHUYECKOTO OOECTICUeHMs
cyneit: yaebnoe nmocodue st CITO — Mocksa: Knopyc,2022. -164 c.

5. Jlykonuna, FO. A. ApxusHoe neino B cyne : npaktukym / FO. A. Jlykonnna. — Mockaa :
Poccwiickuii TocymapcTBeHHBINH yHUBepcHuTeT npaBocyams, 2023. — 63 ¢. — ISBN 978-5-00209-075-4.
— Teker : a0eKTpOHHBIA // DneKTpoHHBIM pecypc 1udpoBoit oOpaszoBatensHoit cpeapl  CIIO
PROFo6pa3oBanue.

6. Mawmbikun, A. C. ApxuBHoe Jie)io B cyje : yueOHoe nocodue / A. C. Mambikun, H. A.
JlatbieBa. — 3-e u3n. — MockBa : Poccuiickuii rocy1apcTBEHHBIN YHUBEPCUTET mpaBocyaus, 2024, —
219 c. — ISBN 978-5-93916-833-5. — Tekct : 3neKTpOHHBIH // DNEKTPOHHBIN pecypc HUppPOBOIi
obpazoarensHOi cpeasl CIIO PROFo6pa3oBanmue.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH.

Me:xkayHapoaHble HOPMATHBHbIE IPABOBbIE AKTHI 1 10TOBOPbI:

1. Banranopckue npuHUMIIBI  TOBeIeHHs  cyzaed  (ogoOpeHBl  pe3onmonuen
OxoHomuueckoro u ConmanmeHoro Coera OOH 2006/23 ot 27 wurons 2006 r.) // CIIC
«Koncynprantllirocy.

2. KoHBeHIMs mHpoTHB Koppynuuu (mpunsita B T. Hero-Mopke 31.10.2003
Peszomomueit 58/4 na 51 nnenapuom 3acenanuu 58 ceccum ['enepanbHoit Accam6ien OOH). //
CIIC «Koncynprantllitocy.
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3. Hexnaparuss MOT 06 ocHOBomoJyararonux MpUHIMIAX W TpaBax B cdepe Tpyaa
(OKeneBa, 19 wions 1998 r.) // Poccmiickas raszera. 1998. 16 gekabps. // CIIC
«KoncynprantlLirocy.

4. OcCHOBHBIC TIPUHIUIBI HE3aBHUCUMOCTH CYACOHBIX OpTraHOB, MPHUHATHIC Ha
cenpMoM Konrpecce Opranmzanun O6bveannéHHbIX Harmii mo npenynpeskaeHnto mpecTymHOCTH
1 OOpAIICHUIO C MMPABOHAPYIIUTEISIMH, ITpoxoAuBIeM B T. Muane ¢ 26.08.1985 mo 06.09.1985
u onoopennsie Peszomonuern 40/146 I'enepanshoii accambimen OOH ot 13.12.1985. // CIIC
«Koucynprantlnocy.

5. EBpornelickass KOHBEHIMS O 3alllUTE MpaB U OCHOBHBIX CBOOOJ (3akitoueHa B T.
Pume 04.11.1950) (Bmecte c¢ «IIporokosnom Ne 1» (ITommucan B r. Ilapmwxke 20.03.1952),
«[Iporokonom Ne 4 00 oOecrieueHUH HEKOTOPHIX MPaB U CBOOOJ MOMHMO TE€X, KOTOPBIC YiKe
BKItoueHbl B KonBeHnwro u nepsbiil [Ipotokon k Hei» ([Toamucan B 1. CtpacOypre 16.09.1963),
«[Iporokonom Ne 7» (ITonmucan B 1. CtpacOypre 22.11.1984)) //C3 P®. 2001. No2. Ct. 163.

6. «KoHBeHIIMsI 0 TUKBUAAIMH BceX (POPM TUCKPUMHUHALIMYA B OTHOLIEHUH >KESHIIITHY
(Bakmouena 18.12.1979) BceoOmias nexnapanus npaB uyenoBeka 1948 r. Ilpunsra wu
npoBo3riaiieHa reuepainbHoil Accambneeit OOH 10 nexa6pst 1948 r. / COOpHHUK TOKYMEHTOB.
M.: HOPMA-UH®PA-M. 1998.

7. Bceobmias nexnapanus npaB uenoBeka 1948 r. Ilpussta u mpoBosriaimieHa
reraepanbHOi Accambneeit OOH 10 nexabps 1948 r. // CIIC «KoncynbranTtlInrocy.

HopmaTuBHble npaBoBble akThl Poccuiickoii ®egepauuu, aKTbl MUHHMCTEPCTB H
BE/JOMCTB, BBICIIUX Cy/1e0HBIX OPraHOB, MATEPHAJIbI CY/1eOHOI NPAKTHUKH:

1. Koncturynus Poccuiickoit @enepanuu (IpuHATa BCEHAPOJHBIM T'OJIOCOBAHUEM
12.12.1993 r.). Poccuiickas rasera, 25 nexabps 1993 r. JIro6oe m3nanue ¢ 4 urons 2020 r. //
CIIC «KoncynbrantlLitocy.

2. ®enepalibHbIIl KOHCTUTYIMOHHBINA 3akoH OT 14 deBpans 2011 r. Ne 1-OK3 «O
cynax oomeit ropucaukmumn» // C3 PD. 2011. Ne 7. C1.298.

3. ®enepalibHbIIl KOHCTUTYIMOHHBIN 3akoH oT 31 gexabps 1996 r. Ne 1-OK3 «O
cyneOHoii cucreme Poccuiickoit deneparymy» / C3 PO. 1997. Ne 1. Cr.1.

4. ®enepalibHbIIl KOHCTUTYIIMOHHBINA 3akOH OT 28 ampens 1995 r. Ne 1-OK3 «O6
apoutpaxssix cyaax B Poccuiickoit ®@enepaunny // C3 PD. 1995. Ne 18. Cr1.1589.

5. Oenepanbubiii 3ak0oH oT 18.04.2018 Ne 76-®3 «O BHeCeHUHM W3MEHEHUW B

OTJeNIbHBIE 3aKOHOJaTeNnbHble akThl Poccuiickoit denepannu B CBSI3U C COBEPIICHCTBOBAHNUEM
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51. [Tpuxa3 Cynebnoro nenapramenta mnpu BepxoBuom Cyzae PD ot 02.11.2015 Ne
335 «O6 yrBepxkaeHnu PernamenTa pazMemieHust HHPOPMALUU O ACSATEIBHOCTH (herepabHBIX
CyI0B OOmIel IOPUCIUKIUY, (eaepaTbHbIX apOUTPaXHBIX CYJOB, MHUPOBBIX Cylell M OpraHoB
CyJelcKoro cooobmectsa B HMH(GOPMAlMOHHO-TEIEKOMMYHUKAIIMOHHON cetn WHTepHer u
Pernamenrta pasmemienuss uHpopmanuu o JgesrenbHocT CyneOHOro jaemnaprameHTa IMpu
Bepxosuom Cyne Poccuiickoit @enepanuun, ynpasnennii CyneOHOTO AenapTaMeHTa B CyObeKTax
Poccuiickoit ®enepanuun B HH(POPMALMOHHO-TEJIEKOMMYHUKALMOHHOW cetu MHTepHeT»//
«bronmnerens akToB 1o cyaecOHou cucteme». No 1. SuBaps. 2016. // «bromierenp akToB 1O
cyneOHoii cucreme». Ne 1. SIuBaps. 2019.

52.  IIpuka3 Cynebnoro nenapramenta npu BepxoBHom Cyne P® ot 04.08.2015 Ne
228 (pen. ot 08.07.2019)» O6 yrBepxnenuu [lonoxenus o mopsake oOparieHus co cay>ke0Hon
uH(popMaliell OrpaHMYEHHOr0 PACIpPOCTPaHEeHUs B (efiepalbHbIX Cyaax OOIIel FOpUCIUKIINY,
(benepanbHbIX apOUTPAKHBIX CYAAX .

53.  IIpuka3 Cynebnoro nenapramenta npu BepxoBnom Cyne P® ot 11.12.2013 Ne
241 (pen. ot 08.10.2018) «OO6 yrBepxnaenun Ilopsinka pasmemieHuss B UHPOPMALUOHHO-
TeJIeKOMMYHUKaMOHHON ceTu MHTepHeT nHpopMaluu 0 BHENPOIECCYaTbHBIX O0OpaleHusx»//
«bronnerens akToB 1o cyaebHoi cucrtemeyn. Ne 2. depanb. 2014. // «bronnereHp akToB 1O
cyneonoi cucremey». Ne 3. Mapt. 2014. // «bronnerens akToB 1o cyaeOHOW cuctemey. Ne 5.
Maii. 2018.

54.  Ilpuka3 CyaeOnoro aemnapramenTa npu BepxosHom Cyne P® ot 29.03.2013 Ne
66 «OO0 yrBepxkaeHUU WMHCTPYKIIMH O TOPSAAKE M3TOTOBIEHUS, Y4€Ta, HCIOJIb30BAHUS,
XpaHEHUs1 U YHUYTOXKEHUs OJaHKOB ¢ m3o0paxeHueMm ['ocynapctBeHHoro rep6a Poccuiickoit
®eneparun, ohopMIICHUS U pa3MeIIeHHs] BBIBECOK (hefiepalibHBIX CYJOB OOIIEH IOPHCIUKIIH,
benepanbHbIX apOUTPaXKHBIX cya0oB»(BMecTe ¢ «IHCTpyKIMeH 0 mopsIKke U3rOTOBIIEHUS, yUéTa,
UCTIOJIb30BAaHUS, XPAHEHHs U YHUUTOXKEHHUsI OJIaHKOB ¢ n300paxkenueM ['ocynapcTBeHHOro repba
Poccuiickoit ®@enepanuu, ohopmieHUsT U pa3MENIeHUsT BBIBECOK (enepanibHBIX CYAOB 0OIIen
IOPUCIUKINY, (efepabHbIX apOUTpaxHBIX cynoB») //  «bromjgereHb akToB MO CyneOHOM
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cucreme». Ne 2. despaiib. 2016.

55.  IlIpuka3 Cyne6Guoro nemapramenta npu BepxoBHom Cyzae P® ot 26.04.2011 Ne
79 «O6 yrBepkaeHMH THUMOBOTO KOJEKCa 3TUKU U CIYXKEOHOro IMoBeAeHUs (eaepaibHbIX
TFOCYIapCTBEHHBIX TPaXJaHCKUX CIyXalllUX amnmaparoB (QenepanbHbIX CyHOB  001Iei
IOPUCAUKINH, (eAepATbHBIX apOUTPAXHBIX CyNOB U yrpasieHuid CyneOHOro nernapraMeHTa B
cyorektax Poccuiickoii ®enepanuny»// «bromiereHb akToB MO cyaecOHONW cucteme». Ne 12,
nexadpb. 2017. // «bronneTens akToB 1o cyaeOHoM cuctemey. Ne 1. SuBaps. 2014.

56. [Ipuka3 CynebHoro nenapramenta npu BepxoBHom Cyne PO ot 21.02.2006 Neo
18 «O6 yrBepkIeHUH METOAMYECKUX pPEKOMEHJANWi 10 pa3paboTke JOHKHOCTHBIX
perJamMeHToB  (eiepalibHbIX ~ TOCYJApPCTBEHHBIX — TPAXKIAHCKUX  CIYXKAlllMX  anmnaparoB
denepanbHBIX CyIOB OOIICH IOPUCAUKINH, (eAepaIbHBIX apOUTPaX]HBIX CYJOB U CHCTEMBI
Cyneb6Horo nenapramenta npu BepxoBaom Cyae Poccuiickoit @enepanuny// [leppoHavanbHbIN
TEKCT JOKyMEHTa onyOnukoBaH He Obul. HpopMaIuio o myOoIuKanuu JOKYMEHTOB, CO3AI0IIIX
JAHHYIO PEIaKInIo, CM. B cripaBke K ATuM gokymeHTam. // CIIC «KoncynsranTtlImocy.

57.  IIpuka3 Cynebnoro nenapramenrta npu BepxoBnom Cyne P® ot 15.12.2004 Ne
161 «O6 yrBepxknaenun WHCTpyKUMU MO CyAeOHOMY NEIONMPOU3BOJICTBY B BEPXOBHBIX CyAax
pecryOnuK, KpaeBbIX M OOJIACTHBIX CyJax, CyAax TOpOaOB (enepaabHOro 3HA4eHUs, Cynax
ABTOHOMHOM 00JIaCTH ¥ aBTOHOMHBIX OKPYToB» // «broyneTenp akToB 1o cyaeOHoi cucteMey. Ne
2. ®epaib. 2018 (Ilpukas, Uuctpykuus). // «bromnerens akToB 1o cyneOHoi cucteme». No 3.
Maprt. 2018 (mpui. 1-3).

58. IIpuka3z Cynebnoro pemapramenta npu BepxoBuom Cyne Poccuiickoit
Oenepanun ot 29 ampens 2003 r. Ne 36 «O06 yTBepkA€HUNU UHCTPYKIIMH IO JETONPOU3BOICTBY
B paliloHHOM cyze» // «broiuereHb akToB 1o cyaedHoit cucteme». Ne 6. Urons. 2018 (Ilpukas,
Wnctpykuus), «bromierenb aktoB mo cynebnoi cucreme». Ne 8. Centsiops. 2018 (mpwui.
Hayvayo), «broieTeHp akToB 10 cyacOHo# cucteMey». Ne 9. CentsaOph. 2018 (mpuit. OKOHUAHUE).

59.  Ilocranosnenue [lnenyma BAC P® ot 25.12.2013 Ne 100 (pen. ot 11.07.2014)
«O06 yrBepkneHnn MHCTPYKIMU IO JENONPOU3BOACTBY B apOMTpaKHBIX cymax Poccuiickoit
Oenepanyu  (MEpBOM, aMeIUISIIIMOHHOM W KacCAllMOHHOM WHCTaHIMi)» WHCTpyKus 1o
JIeTIOTIPOU3BOJICTBY B apOUTpakHbIX cynax Poccuiickoit deneparuu (epBoil, aneuissiiMOHHON 1
kaccarmonHoit nHcranuuit) // CIIC «Koncynbrantllmocy.

3.3. O0uue TpedOBaHUS K OPraHU3aLMU 00PA30BaTEILHOIO NMPoIecca

OO0s13aTeNIbHBIM  YCIIOBUEM JIONyCKa K TMPOM3BOJACTBEHHON MpakThke (1o npoduiro
CHEIMAbHOCTH) B paMKax TmpodeccuoHambHOro Moayis «OpraHu3almOHHO-TEXHUYECKOE
obOecrieueHre pabOThl CYIOB» SIBISIETCA OCBOEHHE Y4YeOHOW TMPaKTUKU [JJIs TONydeHUs
MEPBUYHBIX TPO(HECCHOHATHFHBIX HABBIKOB.

[Tpu paboTe Hax KypcoBOil paboTOM 00yJaroIMUMCs OKa3bIBalOTCA KOHCYIBTAIUH.

3.4. Kagposoe obecnieueHne 00pa3oBaTe/ibHOIO NPoLecca

TpeboBanust k KBaTM(pUKALMU NTEJATOTMYECKUX KaIpOB, 00eCIIeYnBAIOIINX 00yUYEeHHE 110
MEXIUCHUIUTMHAPHOMY KYpCY:

Peanuzanus IIICC3 nomkHa obecriednBaeTcs MeJarornieckiMu Kaapamu, UMEIOIIUMHU
BhICIIEe OOpa3oBaHME, COOTBETCTBYIOIEE MPOGMII0 MPErnoJaBacMoi JAUCIUILIUHBL (MOIYIIS).
OnbIT AEATENbHOCTH B OpraHMU3alUsAX COOTBETCTBYIOIIEH MpoecCHOHaIbHOM cepsl sBseTcs
o0si3aTeNIbHBIM ~ JUIsI ~ TpenojaBaTesield, OTBEYalolMX 33  OCBOEGHHE  OOy4aromuMcs
npodeccuoHanbHOro  ydeOHoro mukna. IlpenogaBarenu  MOIy4arOT — JONOJIHUTEIBHOE
npodeccuoHanbHOe 00pa3oBaHue MO MpOrpamMMaM IMOBBIIIEHUS KBaJlW(UKAIMK, B TOM YHCIE B
(dbopMe cTaxKMpOBKHU B MPOGMIbHBIX OpraHu3alusix He pexxe | pa3a B 3 roja.
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4 KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSA

MNPO®ECCHUOHAJIBHOI'O MOAYJIA

Kog IIK n OK,
¢dopmupyembIx B
paMKax MoayJist

Kpurepum ouenkn

MeTtoanbl OLIEHKH

IIK 3.1.

Pemenne mNpakTUYeCKUX CHUTyalMid II0 TpUEMY,
perucTpanuy U y4€Ty IABUKEHUS KOPPECIIOHICHIUU
U Jell.

Pemenne mnpakThyeckux 3amad 1Mo 0(GOPMIICHUIO
CyAeOHBIX JIeJl U MaTepUaoB.

Pemenne mpakTHYeCKMX ~CHUTyaluil —oOparieHus
CyA€OHBIX aKTOB K HCIIOJIHEHUIO.

1K 3.2.

JlemoHcTpauus paboThl ¢ HOPMAaTUBHO-IPABOBBIMU
aKTaMM, OIpPEICNAIOUMMHA  HOPSJIOK  XpaHEHUs
JIOKYMEHTOB U Cy/1€0HBIX JI€T B apXUBE CyAa.
Pemienue mnpakTHyeckux CUTyaluil MO HOJATOTOBKE
CyIeOHbIX JeJl U JTOKYMEHTOB JJIs IEpeayu B apXuB
cyaa.

1K 3.3.

Pemenue mnpakTH4ecKuX 3aJad IO COCTaBJIEHUIO
CIIy’K€OHBIX JOKYMEHTOB Cy[a.

[1K 3.4.

Pemienne nmnpakTUyecKux CUTyalud 10 MPUEMY
oOpareHu, MOCTYMaIUX B CY/I.

1K 3.5.

JleMoHCTpaiust HaBBIKOB PabOTHI 110 0OPAIICHUIO K
WCTMIOJTHEHUIO CYJIEOHBIX aKTOB.

OK 01.

00OCHOBAaHHOCTb IIOCTAHOBKHU  IIEJIH,
MPUMEHEHUS METOJAOB U  CIOCOOOB
npodeccuoHaNbHBIX 3a1a4

BbIOOpa U
peleHus

OK 02.

- HCIOJB30BATh
ONyOIMKOBaHUS
HOPMAaTUBHBIX
CUCTEMBI

O(l)I/IIII/Ia.TII)HI)IG HCTOYHHUKN
HOPMAaTUBHO-IIPABOBBIX u
aKTOB, CIIPaBOYHO-IIPABOBBIC

OK 05.

- IPaMOTHOCTH YCTHOM M IUCbMEHHOH peyy;
- SICHOCTh ()OPMYJIMPOBAHHUS U U3JIOKEHUS MBICIIEH;

- NPOSIBJICHHUE BBIIEPKKHU B IpoIiecce OOIIEHUS.

OK 09.

- TPaBHIBHOCTb UCTIONB30BaHUS
PO eCCHOHATBHON TEPMUHOJIOTHH;

- 4&TKOCTh (hOPMYIHPOBOK.

OrneHka
BBIIIOJIHEHU S
PaKTUYECKUX
pabor.
TectupoBanue.
Ouenka 3amaHuit
IIPOMEKYTOUHON
aTTEeCTallUU.
Ouenka
pe3ynbTaTOB
MIPOXOKICHHS
yueOHoU u
MIPOU3BOACTBEHHOMN
IPAKTHK.

37




