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1. OBIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEH ITPOI'PAMMBbI
MNPO®ECCHUOHAJIBHOI'O MOAYJIAA
«IIM 03 Opranu3anuOHHO-TeXHHUYECKOe o0ecriedyeHue padoThl Cy10B)»

1.1. Heab 1 niIaHupyeMble pe3yJbTaThl 0CBOEHUSI MPO(eCCHOHATBLHOT0 MOTYJIsI

B pesynbraTe n3ydeHus mpoecCHOHATBHOTO MOIYJsSl O0y4YaroUIMXcs JOHKEH OCBOUTH
OCHOBHOU BHJ JEATEIHHOCTH «OPTaHU3aIMOHHO-TEXHUYECKOe obOecreueHue paboThl CYHIOB»
U COOTBETCTBYIOIIME €My OOIue KOMIeTeHIMH U mpodeccruonanbupie kommnereniuu: OK 01,
OK 02, OK 05, OK 09, IIK 3.1, IIK 3.2, IIK 3.3, IIK 3.4, IIK 3.5

1.1.1. ITepeyeHn 00X KOMIETEHITUI

Koxa HaunMeHoBaHHe 001X KOMIIETEHIIUA

OK 01. Bribupatre cnocoObl pemieHuss 3agad  NPOQPECCHOHATBHON 1eATENbHOCTH
MMPUMCHHUTCIIbHO K pa3JIMYHbIM KOHTCKCTaM

OK 02. Hcnonk30BaTh COBpEMEHHBIE CpEACTBAa IOKMCKA, aHalW3a U WHTEpIpeTaluu
uHpopManuu, U HUHPOPMAIIMOHHBIE TEXHOJOTMHM JMJIs BBINOJHEHUS 3a7ad
pohecCHOHANBHOM NesTeNbHOCTH

OK 05. OcCylIecTBIATh YCTHYIO M TUCBMEHHYI0O KOMMYHHUKAILIMIO HAa TOCYJapCTBEHHOM
sa3pike  Poccuiickoit @Dexpepanuu ¢ yd4€TOM OCOOEHHOCTEH COLMAIBHOTO U
KyJIbTYPHOI'O KOHTEKCTa

OK 09. [Tonmb30BaTbess TPOGECCHOHATBLHONW JOKYMEHTAIMECH Ha TOCYAapCTBEHHOM U
WHOCTPaHHOM SI3bIKaxX

1.1.2. Ilepeyens nmpodecCHOHATBHBIX KOMIIETEHITUH

Koxn HanmeHoBaHHMEe BUIOB JeATEJIbHOCTH M NNPO(PECCHOHATBHBIX KOMIIETEHIIHI

BJ/I 03 Oprann3annoHHO-TeXHHYeCKoe ofecneyeHne padoTsl CyJ10B

IK 3.1. OcymiecTBIISITh BECHUE CY1e0HOTO ACIOMPOU3BOICTRA.

MK 3.2. | OcymecTBIATh ASHCTBHS 110 MIAHWPOBAHUIO U PeaTU3alMi MEPONPUATHIA IO
o0ecrieueHno paboThl apXuBa Cy/a.

IK 3.3. CocTaBisTh MPOEKTHI NPOLIECCYATbHBIX U CIYXKEOHBIX TOKYMEHTOB CyJa

IK 3.4. OcymiecTBiISTh paboTy ¢ 00paNIEHUSIMU TPAKJIAH U OpTraHU3AINI

IIK 3.5. OcyiecTBiaTh paboTy MO pEerucTparuy, yueTy U TEXHUYECKOMY 0OPMIICHUIO
VCTIOJTHUTENBHBIX JIOKYMEHTOB IO CYZACOHBIM JICTaM.

1.1.3. B pe3ynbTaTe 0CBOCHHSI MPOPECCHOHATBHOTO MOTYIISl 00 YUaIOIIUCS JOKEH:

Baagerp Benenus paboTsl ¢ 00palieHus MU IpaXkaaH, MOCTYIAOIUMU B Cy/l B
HABBIKAMH | DJIEKTPOHHOM BHUJI€ U HA OYMa)KHOM HOCHUTEIIE.

Benenus npuéma KOppeCOHACHIINH U JeTT B COOTBETCTBUU C HHCTPYKITHSIMA
10 CyZIeOHOMY JIEIIOTIPOU3BO/ICTBY.

OcymiecTBICHUST MEPOTIPUATHI TIO TIOJTOTOBKE CYIACOHBIX JIEN K
pazOupaTeNbCTRY.

[ToAroToBKH, BBAAYH Y HATPABICHHS KOMUI CyJeOHBIX aKTOB M JOKYMEHTOB
U3 CyJIeOHBIX JIe.

[ToaroToBkH cyneOHBIX aKTOB K ONMYOJIMKOBAHUIO Ha caiiTe cyna.
ObpareHust cy1eOHbIX aKTOB K HCIIOJIHEHUIO.

OcymecTBiaeHus: paboTHI ¢ CyIeOHBIMH JieTIaMH, HapsSaMu B JOKyMEHTaMH




apxXUBHOTO (OHIA Cy/a.
CocraBneHus ClIy*KeOHbIX JOKYMEHTOB Cya.

YMmeThb

Bectu npuém rpakaaH, KOpPECIIOHICHIIMH U JIe] B COOTBETCTBUU C
HOPMATHUBHBIMU aKTaMH.

OcyniecTBiIsITh padoTy Mo MpUEMY 0OpaIleH A, TOCTYNAIOIINX B CY/l B
AJIEKTPOHHOM BUJIC.

OcCymIecTBIATh PErUCTPAILNIO, YIET ABIKEHHSI, 0POpPMIICHHE CYACOHBIX JEII.
OcCymiecTBIATh U3BEUICHNE YIaCTHUKOB Cy/I€OHOT0 pa3oupaTeabCTBa.
OcymecTBisITh 0OpMIICHHUE, HATTPABJICHNE U BBIAYY KOIHA Cy/IeOHBIX aKTOB
Y JIOKYMEHTOB U3 CYI€OHBIX JIEII.

OcymecTBISTh 0OpalieHne Cy1IeOHBIX aKTOB K HCIIOJTHCHUIO.
OcCyIIeCTBIIATh MOJrOTOBKY TEKCTOB CY/ICOHBIX aKTOB K Pa3MEICHHIO Ha
caiiTe cy/ia B CETH HHTCPHET.

OcyniecTBiIATh padoTy ¢ CyAcOHBIMU JIeTIaAMU M IOKYMEHTAMH,
nepeIaBaeMbIMU Ha apXUBHOE XPAaHCHUE M HAXOISIIMMHUCS B apXHBE Cy/Ia.
CocTaBisTh CiIy)KeOHBIE IOKYMEHTBI CY/Ia.

OcymmecTBISTh paboTy MO OOPANICHHUIO K UCTIOTHEHHIO CYICOHBIX aKTOB.

3HaTh

CopepxaHue MPaBOBBIX aKTOB, PETYIUPYIOIIUX BOIIPOCHI CYI0yCTPOMCTBA U
CYZOIPOU3BO/ICTBA.

[TpaBoBbIE aKTHI MO CyA€OHOMY AETOMPOU3BOACTBY.
HopMmaTuBHO-MeTOAMYECKHE JOKYMEHTHI IO 00€CIIeYeHHIO paboThI Cyaa.
Knaccudukanutio ciayxeOHbIX JOKYMEHTOB U TpeOOBaHUs, K HUM
npenbsiBasiembie B cooTBeTCTBUU ¢ [[OCT 1 mpaBOBBIMU aKTaMHU.
HupopMalinoHHO-KOMMYHHUKAIIHOHHBIE CUCTEMBI B Cy/I€OHON AESITENbHOCTH.
OCHOBBI OXpaHbI TPYy/la U TEXHUKUA 0€30M1aCHOCTH.

CucreMy 10OKyMEHTOO0OpOTa B CYyJIE.

[TonsiTHE U BUIBI JOKYMEHTOB, TPEOOBAHUS, K HUM IIPEIbSBIISEMBIC.

OO0m1re BOmpoCkl OpraHu3aIuy paboThl Cy/ia: OCHOBHBIEC HANPaBICHUS
NEeSTENIbHOCTH CTPYKTYPHBIX MOAPA3ICICHUN Cy1a, 00eCcTIeYnBAIOIINX
CYIOTIPOU3BOICTBO; MIPABHJIA TIOBEICHUSI paOOTHUKOB amnmapara cy/a;
JOJKHOCTHBIE PETJIaMEeHTHI paOOTHUKOB arnapara cy/a; mpaBuia
BHYTPEHHETO pacropsaka cyaa  T.II.

[Topsimok y4éTa MOCTYMUBIINX B CyJl OOpaIeHui, TOKYMEHTOB U JIe H
PETUCTPAIMH CYICOHBIX JIEN, TPUHSTHIX K IPOU3BOJICTBY.

Opranu3anuio 1 BeJIeHUE Cy1e0HOT0 JISITOMPON3BO/ICTBA HA CTAIHH
MIOJITOTOBKH JIeJIa K Cy/IeOHOMY pa30upaTesCTBY: HAIPaBICHUE W3BEIICHUN U
BBI30BOB, 0OpMIICHHE Cy1eOHBIX JIeT.

Opranuzaiuio 1 IopsI0K BeIeHUs CyIeOHOTO 3aceJaHusl U BeJICHUE
MIPOTOKOJIA CYAeOHOTO 3aceqaHusl.

[Topsimox oopmiieHust CyeOHBIX e B IEPHOJ] U MOCIIe UX PACCMOTPEHHUS:
BbIJIaYa M HaIlpaBJICHUE KO CYJIeOHBIX aKTOB M JOKYMEHTOB; TTOPSIOK
03HAKOMJICHHS ¢ MaTepUaAIaMH JIeJIa; HalpaBJIeHUe CYJACOHBIX Tl B
BBIIIECTOSIIIINE MHCTAHIIUY C aNeJUISIIIHOHHBIMU, KaCCAllUOHHBIMU U
HAJ30PHBIMH Kano0aMH, YaCTHBIMH Kalo0aMH.




[Topsimok oOpaleHus: K UCTIOIHEHUIO IPUTOBOPOB, PEIICHU, ONpeieIeHU 1
IOCTAHOBJICHUH Cy/a.

[Topsi10K TOATOTOBKY U Mepeaadn CyAeOHBIX JIeN U TOKyMEHTOB K Ilepeaaye B
apXHuB Cyza.

[Topsinok obecnieyenus ocTyna K HH(GOPMALMU O JAESITEIbHOCTH CYOB:
HOJTrOTOBKY CYy/1I€0HBIX aKTOB K pa3MEIlEHUI0 Ha OpULIMAIBHOM caiiTe cy/a B
UH(POPMALMOHHO-TEIEKOMMYHHUKAIIMIOHHON CETH UHTEPHET.

[Topsinok ocyiecTBICHUsI KOHTPOJIS Cy1€0HOr0 1€10IPOU3BOICTBA U
KOHTPOJIb UCIIOJTHEHHUS: TIeTTU U 33]1a4H, CyOBEKTHl KOHTPOJISI U MX
IIOJIHOMOYHS.

1.2. KoanuecTBO 4yacoB, 0TBOAUMO€C HA OCBOCHUC npocbeccuonaﬂbnoro MOAYJIsA

Bcero uacos — 324,
B TOM 4YHCJIC B popMe MPaKTHUUECKOU MOATOTOBKH — 228.

N3 Hux Ha ocBoeHue MJIK — 204,
B TOM YHCJIe caMocTosTeNbHas pabota — 0.
MPAKTUKH, B TOM 4Hcie yaeOHas — 36,
MIPOU3BOICTBEHHAS — /2.
[Tpomexyrounas atrectanus — 12.




2. CTPYKTYPA U COAEPKAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA
2.1. CrpykTypa npoecCHOHAIBLHOI0 MOXYJISI

O6beM npodeccuoHamTbHOTO MOAYJIS, aK. yac.
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2.2. TemaTn4yeckui IJIaH U coaepxxkanue npodeccuonaabuoro moaysas (IIM)

HaunumenoBanue
pa3jaeiioB U TeM

Conep:xxanue y4ye0OHOro MmaTepuaJa,

O0beM, akaj. 4
/ B TOM 4HCJIEe B

npogdeccuoHaIbLHOrO dopme
JabopaTopHblie padoThI U MPAKTHYECKHUE 3aAHATHS, CAMOCTOSITEe/IbHASI YueOHas padoTa .
moayJsa (ITM), NMPaKTHYECKOMH
00y4yaIuxcsi, KypcoBasi padora (MpoeKT) (eciu npedycmompenvt)
MEeKIUCHUTITHHAPHBI NOATOTOBKH,
x kypcoB (M/IK) akaj. 4.
1 2 3
Paznen 1. MK. 03.01. CynedHoe 1e10pOU3BOACTBO 102
Tema 1.1. Conep:xkanue
CyneoHoe 1. TlonsTHe U BUIBI CYI€OHOTO JEIOMPOU3BOCTBA.
JeJIONPOU3BOACTBO: 2. 3agayu ¥ NPUHIUIBI CyI€OHOTO JEIONPOU3BOICTBA.
o01He MoJI0KeH S 3. CyOBeKTsl Cy1e0HOro JeI0IpOU3BOICTBA. 1
4. IlpaBoBoe perynupoBaHHUE JI€JIO0NPOU3BOJICTBA B CY/IE.
5. Craguu cyaeOHOro Jenonponu3BO/ICTBA.
6. Hcropus pa3Butus cyaeOHOTO ASTOMPOU3BOICTBA.
B ToM unciie B popMe NpPaKTHYECKON OATOTOBKHU 2

1. AHanu3 MHCTPYKIUi MO CyIeOHOMY JeIONPOU3BOJCTBY CY/I0B PA3JIMYHBIX CYA€OHBIX 3BEHBEB.

perynupyomux cyaednoe aenompou3BoAcTBo: DK3 u D3,
pacnopsbkeHuss W ykasel lIpesupenta PP, nocranosinenus IIpaButensctBa P®D, a Takxke

2. Tlombop TpaBOBBIX aKTOB,

MHUHHCTEPCTB U BEJOMCTB, BEJOMCTBEHHbIE HOPMAaTHUBHBIE aKTHI B 00JaCTH:
- OCYILIECTBIIEHUS pabOTHI C 3asBICHUSIMH, 5ka100aMu, OOpaIIeHUsIMH IPpaX/1aH U OpraHu3aluii;
- BeJIeHUs IpuéMa B CyJIE;
- OCYILIECTBJICHUS BeJIEHUs Cy/1eOHOI cTaTUCTUKN Ha OYMa)KHBIX HOCUTENSX U B 3JIEKTPOHHOM BHU/IE;
- OCYUIECTBJIEHUs TpuéMa, perucrpanu, ydéra U XpaHEeHUs CyIeOHBIX Jel, JOKYMEHTOB U
BEIIECTBEHHBIX JI0KA3aTENbCTB;
- OCYULIECTBIIEHUS OPOPMIICHHUS JIe)l, HA3HAYEHHBIX K CyIe0HOMY pa30oupaTesbCTBY;
- OCYUIIECTBIICHHUS U3BEILIEHUS JIULI, yJaCTBYIOIIUX B Cy1€OHOM pa30upaTeIbCTBE;




- OCYHICCTBJICHUA PCrucTpanuu, yqéTa U TEXHUYCCKOI'O O(bOpMJIeHI/ISI HCITIOJIHUTCIIbHBIX JOKYMCHTOB I10
CyZIeOHBIM JIeTIaM.

Tema 1.2.
IMousiTne 1 BUALI

Conep:xanue

1. WNudopmanus: NOHATHE, BUABI, HOCUTEIH.

JAOKYMEHTOB, 2. Tlonarue noxymeHTa.
TpeOOBaHusl, K HUM 3. Bujbl 1OKyMEHTOB.
npexbsBaseMbIe. 4. JIOKYMEHT B 3JIEKTPOHHOM BHJIE: SJICKTPOHHBIN JOKYMEHT U 3JCKTPOHHBIM 00pa3 TOKYMEHTa
JIOKYMEeHTO0060pOT 5. TpeboBanus, nmpeabsiBiseMble K 0OPMICHHIO JOKYMEHTOB Cy/ia.
(3K TPOHHDI 6. JloKkyMeHTO0OOpOT U 3JIEKTPOHHBIM JOKYMEHTOOOOPOT B Cy/ie: MOHATHE, 3a1a4l U (PYHKIHH.
7. VHdopmaliiOHHO-KOMMYHHUKAllMOHHbBIE CUCTEMBI B CY1€OHOM 1€ATENbHOCTH.
AIOKRYMEHTO0050poT) 8. Cucrema 'AC «IIpaBocyauey: NOHATHE, 3a]1a41, OCHOBHbIE IOJICUCTEMBI.
B ToM unciie B (popMe NpakTHYECKON MOATOTOBKHU
1. CocraBienue JOKYMEHTOB CyJla Ha OyMa)XHOM HOCHTEJNE: 3allpOChl, COIPOBOIUTENbHbBIE TUChMA U
np.
2. WzroroBneHue 3IEKTPOHHBIX JOKYMEHTOB M MEPEBOJI JOKYMEHTOB B DJIEKTPOHHBIN BU/I.
3. Benenue 10kyMeHTOOO0POTa B Cy/I€ MOCPEACTBOM 3allOJIHEHHS YCTAaHOBIEHHBIX (hOpM.
Tema 1.3 Copnepxanue

O0umme Bonpockl
OpraHu3anuu padéorsl
cyaa no cyjaedoHomy
AeJ0NPOU3BOACTBY

1. PykoBOACTBO A€STEIBHOCTHIO amnmapara cyjia o cy1e0HOMY JIeJI0NPOU3BOJICTBY.

2. OCHOBHBIE HAIIPaBIICHUS JEATEIBHOCTH CTPYKTYPHBIX TMOApA3JeNeHH armapara CyJI0B I10
CyAeOHOMY JIeJIONPOU3BOJICTBY.

3. Benenne HOMEHKJIATYpHI 1€l Cy/a.

4. CnyxeOHble 0053aHHOCTH PaOOTHUKOB amrmapara cyjia 1o cyAeOHOMY JeJIONpPOU3BOICTBY:
MIPaBOBOE PETyJIUPOBAHNUE, MOCIIE/ICTBUS HAPYIICHHUS.

B ToM unciie B popMe NpakTUYECKO MOATOTOBKHU

1. CocraBieHue JIOKJIBHBIX AaKTOB CyZAa: JOJDKHOCTHBIX pErJIaMEHTOB CHEelMalIucTa CyAaa,
cekperapsi CyJeOHOro 3aceaHus U T.II.; HA OCHOBAHUHU THIOBOM (hOPMBI COCTaBJIECHUE MPABUII
BHYTPEHHETO pacnopska cyaa, Jp.

2. Ha ocHoBanuu mosio>xeHH# 00 anmapare QenepaibHbIX Cy10B OOIIel IOpUCAUKIINY U anmnapaTe
apOUTpaXKHBIX CcynoB, yTBepkAEHHbIX CyneOHbIM nenapramenToM npu BepxoBHom Cyne PO,
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COCTaBJIGHHME TIpUKa3a TMpeaceiareNs CcyAa O paclpeieieHud OOsS3aHHOCTEH MEXTy
pabOTHHMKAMU arrapara cyja.

3. Pacmpenenenue cimykeOHBIX TOKYMEHTOB CyJa W WHBIX HEMPOLECCYAIbHBIX JOKYMEHTOB IIO
HapsiiaM HOMEHKJATypel Jenl cyda (KaapoBble, OpraHU3al[MOHHO-PACIOPSIUTENIbHEIE,
(dbuHaHCOBbIE, IEPENICKA C PA3TUYHBIMU OPTaHaMU U TIp.).
Tema 1.4. Conep:xanue
IIpuém rpaxkaan, 1. Benenue npuéma nocerureneil cyna: npuéM oOpallleHui, 03HaKOMJIEHHE C MaTepuajaMu Jena,
KOppPEeCMOHAECHIIUH H BbIJIaya KOIHUI JOKYMEHTOB.
ne. Yuér 2. Tlopsmok mpuéma BXOAAIIEH KOPPECTIOHACHIIUU U I€T: OOIIHME MOJI0KEHHUS.
MOCTYIIUBUIUX B CYyJA 3. Vuér u perucTpanus YrojoBHBIX, TPaXXIAHCKUX W aJMHHUCTPATUBHBIX [J€1, €I 00
oOpanueHui, AJIMMHHUCTPATUBHLIX IIPAaBOHAPYILICHUIX.
AOKYMEHTOB H J€J1. 4. llpuéM m yuyé€T BEIIECTBEHHBIX J[I0KA3aTENbCTB, MOCTYNUBUIMX B CyJ BMECTE C JEJIOM WIH
Perucrpaunus IPHOOIIEHHBIX CYIOM.

CyaeOHBIX /eI,
NPUHSATBIX K
NMPOU3BOJICTBY

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1. OtpaboTka anroputma AeHCTBHI paOOTHHKA MPUEMHON cyla MO MpUEMY OOpalleHUil U MHBIX
JIOKYMEHTOB.

2. OtpaboTka anaropuT™Ma JAEeUCTBUM pabOTHUMKA MNPUEMHOM Cyda N0 O3HAKOMIIEHHIO C
MaTepuaiaMH U CyJ1eOHBIMU JeIaMu.

3. OrpaboTka anropuT™Ma JeWCTBUH pabOTHWKA TNPUEMHOM Cyaa 1O BBIAAYe KOMHUH
MPOLECCYaTbHBIX TOKYMEHTOB U UHBIX IOKYMEHTOB U3 CYJIE€OHBIX JIEI.

4. OcymectBieHne paboTsl 1Mo nNpuéMy KoppecnoHAeHUuH (oOparieHuil, 3asBJICHUH,
JIOKYMEHTOB), TIOCTYIUBIIMX I10 I1OYTE.

5. Vuér u peructpanus oOpalieHuil U 3asBICHUN, MOCTYNHUBIIUX B CyJ MOCPEICTBOM MOYTOBOTO
OTIIPABJICHUS U HAPOYHBIM.

6. Tlopsmok y4éra BEImIECTBEHHBIX OKA3aTeIbCTB NP MOCTYIUICHHH B CYI M TIPH TIOCTYIUICHUH B

KaMCpy XpaHCHUS BCUHICCTBCHHBIX TOKA3aTCIbCTB.
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7. Benenue paboTsl o mpuémMy 00paleHUi, TOCTYNAIOIIUX B Cy/] B 3JIEKTPOHHOM BHJIE.

8. OcymiecTBiIeHUE PETHCTPALUU CYACOHBIX Jell, MPUHATHIX K MPOU3BOJCTBY CyAa HAa OyMa)KHOM
Hocurene U ¢ ucnoaszoBanueM [IC I'AC «lIpaBocynue».

Tema 1.5
Opranuzanus u
Be/JleHue Cy1e0HOoro
JeJIONPOU3BOJACTBA HA
CTA/INU NMOATOTOBKHU
AeJia K cyaeOHoOMYy
pa3oupareabCTBY

Conep:kanue

1. TlonmHomouusi cekpeTaps cyneOHOro 3acelaHvs Ha CTaJAUM TMOATOTOBKH Jela K cyaeOHOMY
pa3douparTenbCTBY.

2. TlomHOMOYMS MOMOITHHUKA CYIbH HA CTAJMH MMOATOTOBKH JIeNia K CyIeOHOMY pa30oupaTelibCTBY.

3. CyneOHbIe U3BEIICHUS U BBI3OBEHI.

4. OdopmieHue aen Ha CTauu MOJArOTOBKYU K CyJeOHOMY pa3OupaTeabCTBYy.

B ToM unciie B (popMe NpakTHYECKON MOATOTOBKHU

1. HampaBneHue nuiaMm, y4acTBYIOIIUM B JieNe, Cy/eOHBIX M3BEUICHUI U BHI30BOB, KOMUMN
JIOKYMEHTOB.

2.  OdopmieHre TOKYMEHTOB, HAMPABISICMBIX IPU MPUMEHEHUN CYJIOM O0CCIICUNTEIBHBIX
Mep (MCIOJIHUTENIbHBIC JIMUCTHI, KOMHMH ONpeneieHud u mnoctaHoBieHuil). Odopmiienne u
HamnpaBlieHue cyAeOHbIX mopyueHuii. CocTaBneHNE COMPOBOAUTEIBHBIX MMHCEM, 3aIIPOCOB.

3. Odopmienue cyneOHbIX Jen (paclolioKeHUue JTOKYMEHTOB, MPOIIMBKA W HyMeparus
JAUCTOB, OopMmiieHHEe OOJIO0XKKH, cocTaBieHHe omnucu). OdopmileHHe CIPaBOYHOTO JIMCTA IO
JeIy.

Tema 1.6
Opranusanus
cyaeOHOro 3aceaHusA
U Be/leHHe MPOTOKO0JIa
cy1e0HOro 3aceaHus

Conep:xanue

1. Opranuzamust npoBeaeHus CyneOHOro 3acefanus. Vcronb3oBaHue TEXHUYECKUX CPENICTB MPHU
IIPOTOKOJMPOBAHNH XO/a Cy/1I€0HOTO 3ace/laHusl, BEICHUS ayIM03aluCH CYJeOHOT0 3aceIaHus.

2. HOpHI{OK BCACHUA U COCTABJICHUS IIPOTOKOJIA cyneGHoro 3accaaHusl.

3. Tlopsaok o3HaKOMIIEHUSI C TPOTOKOJIOM M ayJHO3alHChI0 CyJeOHOTO 3acelaHusl U BBIAAYU UX
KOITH.

B ToM unciie B popMe NpakTUYECKO MOATOTOBKHU

1. CocraBieHue anropuTMa JEWCTBHM CeKpeTapsi CyAeOHOro 3acelaHdsl IO TMOATOTOBKE 3ajia
CyIeOHOr0 3aceJaHus K CIYIIAHUIO JieNia C UCTIOJIh30BAaHUEM TEXHUYECKUX CPEJICTB.

2. IlpoBepka sBKM YYaCTHMKOB CyHe€OHOro pa3OuparenbcTBa I10 YrOJOBHBIM, TPa)KIAaHCKUM,
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AIMUHUCTPATUBHBIM U ap61/ITpa)KHBIM AcjiaM: JOKYMCHTAJIbHBIC TTOATBCPKIACHHUA HAIJICKAIICTO

U3BEIICHUS YIaCTHUKOB Cy/IeOHOTO pa30onpaTeabCTBa.

3. OO6mue TpeOoBaHuUs, MPENBIBIIEMbIE K COACPKAHUIO MPOTOKONA cynedbHoro 3aceqanus. [lopsamok

BCACHUA U U3I'OTOBJICHUS IIPOTOKOJIA Cy,I[C6HOl"O 3aCccaaHus.

4, OpFaHI/I3aHI/IH IMPOTOKOJHUPOBAHUA C UCITIOJIB30BAHUEM TEXHUYCCKUX CPCACTB.

5. Tlopsiok BeIIaYM KOMUH MIPOTOKOJIA M ayAMO3AIIUCH Cy/1Ie0HOTO 3aceIaHmsl.

Tema 1.7

Y4éT 1BUKEHHUA
Cyae0HBbIX J1el.
Odopmienue
cyae0HBIX JIe] mocJjie
HX PaccCMOTPEHHsI.

Conep:xanue
1. Vwuér nwxenus cyaeOHbBIX /eIl
2. OdopmieHue M CpPOKHM BPYUEHHUS KONUN HUTOTOBBIX CYIEOHBIX AKTOB (HE BCTYNMBIIUX B
3aKOHHYIO CHITY).
3. OdopmieHune cyneOHbIX Jie B IEPHO U IOCIIE UX PACCMOTPEHUS.
4. OOmue mpaBWia BCTYIJICHHS CYACOHBIX TIOCTAHOBJICHWH B 3akoHHYIO cwiry. Crydan

HEMCAJICHHOT'O MCIIOJTHCHHUA CYI[66HBIX IIOCTaHOBIICHHIA.

B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU

1. Tlopsmok yué€ra MBHKEHHUS U UTOTOB PACCMOTPEHUS CYyJeOHBIX JIEIN.
2. Tlopsimox Bpy4YeHHs] U HaNpaBlIEHUS KOMHUM CyAeOHBIX aKTOB MO PACCMOTPEHHBIM JelaM U
JiesiaM, TIPOU3BOACTBO MO KOTOPBHIM OKOHYEHO (YTrOJIOBHBIE, TPaXIaHCKHUE, aIMUHUCTPATUBHbBIE
Jiea v jiesia 00 aIMUHUCTPATUBHBIX MTPABOHAPYIICHUSIX ).
3. Topsinok oOparieHus: K HEMeUICHHOMY MCTIOJTHEHUIO TIPOMEXYTOYHBIX M UTOTOBBIX Cy/IEOHBIX
aKTOB TI0 BCEM BHUJaM CYAOIPOU3BOJICTRA.
4. Odopmienue cyeOHBIX JIe MOCie UX PACCMOTPEHHS.
5. Tlopsaok HampaBieHUs Jell C aneJUSIIIHOHHBIMY U KaCCAaIMOHHBIMH KajJo0aMHu.
6. Tlopsimok yuéra Jiesn, HalpaBJISIeMbIX B BBIIIECTOSIIIHNE Cy/1eOHbIe MHCTAHIIUH.
Tema 1.8 Conep:xanue
IMopsinok o0paieHus 1. Opranuzanus u NopsA0K oOpalleHus: K UCIIOIHEHHUIO Cy/1e€0HBIX MOCTAaHOBIEHUH, BCTYMUBIINX
K HCIOJTHEHH IO B 3aKOHHYIO CHITY.
NMPUTOBOPOB, 2. Tlopsimox odopmiieHUs, BpyUCHHs U HANpaBlIeHUS HA UCTIOJHEHUE MCIIONHUTENBHBIX JHCTOB U
peuleHui, IPYTHX UCHOTHUTENBHBIX JOKYMEHTOB cyna (CyneOHBIX TMPHUKA30B, TOCTAaHOBIICHUH,
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onpeaeeHu u
MOCTAHOBJICHUI Cya

onpeieNIeHu).

3. OcoOeHHOCTH B3BICKaHUS € (eiepaaIbHOro O KeTa.

B ToM unciie B popMe MOATOTOBKH

1. Tlopsnok oOpaiieHusi K MCIIOJHEHUIO IPUTOBOPOB CY/1a.

HOpHI[OK O6paH_IeHI/I5I K UCIIOJIHCHHUIO peH_ICHI/Iﬁ 110 I'pa’X1aHCKHUM JCJIaM.

2
3. Topsnok oOpamieHus K NCIOTHEHUIO PEHICHUH 110 aIMUHUCTPATUBHBIM JICTaM.
4

[Topsimok oOpallleHuss K HCIOJIHEHUIO IOCTAHOBJICHHM MO jefnaM 00 aJMUHUCTPaTHUBHBIX

[IpaBOHAPYIIECHUAX.
5. OdopmieHue HCITOJIHUTEIBHBIX JIOKYMEHTOB I10 YTOJIOBHBIM, TPKIAHCKHM,
aIMUHHUCTPATUBHBIM JIeNla U JIeJaM 00 aJMUHUCTPATUBHBIX IPABOHAPYIICHUSIX.
Tema 1.9 Conep:xkanue
IToaroroBka 1. TlpaBuna odopmiieHHs] TOKYMEHTOB, IEPEIaBAEMbIX B ApXUB Cy/Ia.

cyaeOHBIX J1eJ U
AOKYMEHTOB K
nepenaye B apXuB
cyaa

Iopsaaoxk nepexauu
cyae0HBbIX e U
AOKYMEHTOB B apXUB
cyaa

2. TlpaBuna crincanusi CyJqeOHBIX JICNT B apXHUB.

3. Tlopsaok nepenaun cyaeOHBIX 1€ U JOKYMEHTOB B apXUB Cy/Ia.

B Tom umnciie B popMe NpaKTHYECKOH MOATOTOBKH

1. OdopmieHne TOKyMEHTOB U CyA€OHBIX J€JI AJIs Mepelaul B apXHB Cy/a.

2. Odopmiienne nepeaadu cyaeOHBIX €] M TOKYMEHTOB B apXHB Cy/Ia.

Tema 1.10
O06ecneyenue xocryna
K HHopManuu o
AeATeTbHOCTH CY/10B

Conep:xanue

1. IIpaBoBoe perynupoBaHue AOCTYIa K HHGOPMALIUU O JIEATENbHOCTH CY/I0B.

2. HOp}IIIOK IIOATOTOBKHU Cy,HCGHBIX AKTOB K pa3MCIICHUIO Ha caiitax CYIOB.

3. HOp}IIIOK B3aHMMOJCHCTBU CYAOB CO CpCACTBaMU MacCOBOM I/IH(I)OpMaI_II/II/I.

B ToM unciie B popMe NpakTHYECKO OATOTOBKHU

1. TloaroroBka CyneOHBIX aKTOB K pa3MEIICHUIO Ha caliTaX CY/OB.

Tema 1.11
CyneoHoe

Conep:xanue

1. OpFaHI/IBaHI/Iﬂ pa60TBI IO BEACHHIO CYILC6HOT0 ACJIOIIPOU3BOJCTBA B 00JIaCTHBIX U PaBHBIX UM
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AECJTONPON3BOACTBO B
00JIACTHBIX B PaBHLIX
HM CcyJaax,
ANlCJIJIAINUOHHBIX U
KaCcCallMOHHBIX Cyaax

cyJax.

2. Opranmsarus pabOTBl TO BEACHUIO CYACOHOTO JCIOMPOM3BOACTBA B AaNCIUISIMOHHBIX H
KaCCAIMOHHBIX Cy/1aX O0IIel FOPUCTUKITIH.

3. Opranuzanusi paboTbl MO BEICHHUIO CYIEOHOTO JEIONPOM3BOJCTBA B apOMTPa)XKHBIX CyAax
(Brirovast CyJ1 MO MHTEIJIEKTYaJIbHBIM [IPaBam).

o0ureii IOPUCAUKINH, | B ToM unciie B popMe NPAKTHYECKON OATOTOBKH 4
ANC/IHIUOHHBIX U 1. Tlopsmox yuéra pnes, NOCTYHNUBIIMX C aNeIIIMOHHBIMI/KACCALIMOHHBIMHU Kajlo0aMu U
OKPYKHbIX (dbopMUpPOBaHKE aNSIUISITUOHHBIX/KACCAIIMOHHBIX MIPOU3BOJICTB.
apoOMTPaKHBIX CyAax
2. Tlopsimok mpoBeeHUS aneIUSIIIHOHHOTO PACCMOTPEHHMSI JIea.
Tema 1.12 Conep:xanue 2
Oco0eHHOCTH 1. Ocobennoctu cynebHoro nenomnpousBojictBa B Bepxosnom Cyne Poccuiickoit @enepanuu.
JAeJIONPOU3BOACTBA B 2. Ocobennoctu cynebnoro paenonpousBojctBa B Kouctutyumonnom Cyae Poccuiickoit
Bepxosaom Cyne denepanum.
Poccwniickoii B Tom unciie B popMe NpaKTHYECKOH MOATOTOBKH 4
Denepauuu u 1. Tlopsmox HampaBieHus cyneOHbIX fen mo 3anpocy Bepxosuoro Cyna Poccutickoii @enepamuu
Koncrturyunonnom
Cyne Poccniickoi 2. Opranusanus pabotse cekperapuara Koncruryrmmontoro Cymna PO
Denepauun
Tema 1.13 Conep:xanue 2
KonTtpoas cynedHoro 1. TlonsTHE U BUIBI KOHTPOJS CYA€OHOTO JIeJIOPOU3BOICTBA.
JAeJIONPOU3BOACTBA M 2. llenu u 3a1a4u KOHTPOIISL BEACHUSI CY1€0HOTO JIETOMPOU3BOICTBA.
KOHTPOJIb 3. TlomHomouwns OpraHoB M JOOJDKHOCTHBIX JHI[ B OpraHu3allMM BEIACHHS KOHTPOJIA cy;le6H0r0
HCIOJTHEHUSA JIETIOTIPON3BO/ICTBA.
B ToM unciie B popMe NpakTUHYECKON MOATOTOBKHU 4
1. CocraBieHne JOKyMEHTOB, CBSI3aHHBIX C OpTaHU3allel U BEACHUEM KOHTPOJIS.
2. JluctumnrHapHasi OTBETCTBEHHOCTH 32 HAPYIICHHUE CyIe0HOT0 JEIONPOU3BOICTBA.
KypcoBas pa6ora 12
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IK3aMeH

IIpumepHasi TeMaTHKa CaMOCTOSITEIbHOM Y4eOHOI padoThl IPU U3y4YeHUH pa3jea 1

21

1. CamocrosTenbHas paboTra oOydaromuUXcs: HCTOpUs CyneOHoro penomnpom3BojactBa B Poccun. IlpukasHoe
nenonpousBogctBo  XV-XVII  BB. Cucrema  KOJUIEKCKOro  Aeionpou3BojcTBa. CucTeMa  MHUHHCTEPCKOTO
nenonpousBojactBa XIX- nHavana XX BB. Mcropus ynpasieHus u aenornpousBoactBa B 1917-1941 rr. Hcropus
yIpaBJieHHs U aenonpousBojctsa B 1945-1990 rr.

2. H3ydeHue TUIOBOIO IMOJIOKEHHUS O MPUEMHOM CyJa, TUIOBBIX MPaBWJI BHYTPEHHErO paclopsjika cyia, MpaBuil
MOBE/ICHUS PAOOTHHMKOB arapara cyia, MHCTPYKIIUH TI0 CyIeOHOMY JIeJIONPOU3BOJICTBY B PAHOHHOM CYJIE, ITOJIOKCHHS 00
anmapare ¢eepaTbHOTO Cya OOIIeH FOPUCTUKITUH.

Opranu3anus CTaTUCTUYECKOTO yu€Ta B CyJax.
Opranuzanus padoThl 0 00ECTICUSHHIO AOCTyNa K MH(POpMAIIUU O AESITEILHOCTH CY/IOB.
Opranuzanus cy1Ie0HOro JeI0ONPOU3BO/ICTBA HA YUACTKaX MUPOBBIX CYZCH.

3
4
5
6. Opranu3zaius BeJeHHUs CTATUCTUYECKOTo yuéTa Ha Cy/1e0OHBIX ydacTKaX MUPOBBIX CyIEH.
7. BeneHue HOMEHKJIATYPHI JIeJT MUPOBBIMH CYJIbSIMHU.

8.  Opranuzanus cyqeOHOro 3acefaHusl C y4acTHEM MPUCSKHBIX 3ace1aTenei

9. Tlopsaok OCYIIECTBICHUS OTUIATHI TPY/a MPUCSIKHBIX 3aCeIaTeNICH.

10. Opraam3amnus cyaeOHOTO 3aCeTaHUs C yYaCTHEM apOUTPAKHBIX 3aceIaTeIICH.

11. Tlopsiiok OCYIIECTBICHHS OIUIATHI TPY1a apOUTPAKHBIX 3aceaTeNIe.

Y4yeOHas NpaKkTHKa
Buabl pador:

1. O3HakoMJIEHHE CO CTPYKTYpPOH cyna, pyHKIUSAMH CyIeOHBIX KOJIJIETHH, CyJeOHBIX COCTaBOB, OCHOBHBIX
NOJpa3JelICHn anmnapara cyJa ¥ HOPMAaTHBHBIMH IIPABOBBIMHM aKTaMH, PETYIMPYIOIIMMH HX JACSITEIbHOCTb,
IpaBUJIaMU BHYTPEHHETO TPYJOBOTO pacopsika, MpaBUIaMU TEXHUKH 0€3011aCHOCTH

2. O3HakomiIeHME C JODKHOCTHBIMH pErVIAMEHTAMHM CHEHUaIuCcTa Cyna, CeKperaps cyAa, CeKpeTraps
CcyneOHOTo 3aceTanus.

3. O3HakoOMJIEHHE ¢ OopraHu3anued npuéma, yuéra u OTIPaBKU CyAE€OHBIX el U JPYrodl KOppecHoHIEHIUH.
O3HaKOMJIEHHE C MOPSAKOM M3TOTOBIIEHUS M PACCHUIKM KOMHM CyaeOHbIX pemieHuid. O3HaKOMJIEHHE C MOPSIKOM
puémMa IOCETUTEIIEH.

36
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4. O3HakoMJICHHE ¢ TIOPSAKOM MH(POPMALMOHHOTO 00eCIIeUeHUs IeATEIIbHOCTU Cy/a, UCTIOJIb3yEMBIMHU B CyJIe
npaBoBbIMU 0azamu u nporpammamu I'AC «IIpaBocynue».

5. O3HaKOMJICHHE C ApXHUBHBIM U CTAaTHCTUYECKUM JIETIONPOU3BOICTBOM.

6. O3HakoMIJIEHHE C OpraHU3alMe YyroJOBHOIO CYAONPOU3BO/ICTBA B paiioHHOM cyze. ([Topsnok HazHaueHus
CyneOHOro 3acelaHus, H3BEIIEHUS YYAaCTHUKOB IIpoliecca, oOOecrneueHuss MOOCTaBKM B CylI MOACYAHMOTO,
coJlepKallerocsi IMoj CTpakeid, MOATOTOBKM 3aja CyaeOHOro 3acenaHusi, pa3MenieHuss Ha HWHrepHer-caiiTe u
MH(OPMAILIMOHHBIX CTEHAAX CyJa MHPOPMAIIMK U MECTe U BpEMEHH CyAeOHOTO 3ace/1aHus)

7. O3HakOMJIEHHE C OpraHu3aluell TpakJaHCKOro cyaonpousBojacTtBa B paionHoM cyne. (Ilopsmoox
NOJArOTOBKU JIela K PAacCMOTPEHMIO, Ha3HAuY€HUs CyAeOHOro 3acelaHus, M3BEIICHHUsS YYaCTHHUKOB Ipoliecca.
OcHOBHBIE CTaINH CYAEOHOTO MpOoIecca U CyeOHbIC ITOCTAHOBIEHUS, UX MPOIECCyaIbHOE 3HAUCHHUE. )

8. O3HakOMJIEHHE C OpraHu3aluedl U 3ajJjayaMu aIMUHUCTPATUBHOIO CYAONPOU3BOJCTBA B PAMOHHOM CYJE.
(ITopsimok  MOATOTOBKM J€la K PAcCMOTPEHHIO, HA3HAYEHUS CyIAeOHOro 3acelJaHus, W3BEUICHHS YYAaCTHHKOB
nporecca.)

9. O3HakoMJICHHE C OpraHM3alUeil CyJIONpPOM3BOJICTBA B apOUTpakHOM cyne nepBoi mHctanimu. (Ilopsimox
MOJATOTOBKU JIela K PAacCMOTPEHUI0, Ha3HAueHHUs CyAeOHOro 3aceqaHus, HW3BEUICHHS YYaCTHHKOB IIpoIecca.
OcHOBHBIE CTaINH CYJEOHOTO MpoIecca U CyeOHbIe TOCTAHOBIEHUS, UX MPOIECCyaIbHOE 3HAUCHHUE. )

10.  OsnakomieHue ¢ pabounMu MecTaMM paOOTHUKOB armapara cyja, IpaBuIaMi TEXHUKH 0€30MacHOCTH.

11. O3nHakomieHHE C HOMEHKJIATYPOU JIeJ, COCTaBlIeHne U 0(hOpPMIICHHE HOMEHKJIATYPHI JE] B CYJIE.

12.  OsnakomjeHME C OpraHu3alueil MmpaBuia yd€Ta Jel M UX pPEruCcTpaluu; pojib cyla B 0oOecredeHuu
3aKOHHOCTH TIPH PACCMOTPEHHH JIeJIa; B3aNMOOTHOIICHUS Cy/Ia U APYTUX MPaBOOXPAHUTEIHHBIX OPTaHOB.

13. O3HakoMJIeHHE C MOPAIKOM HCHOIb30BaHUS MHPOPMALMOHHOTO 00eCreueHHsl JesITEIbHOCTH CyJla B BHJIE
CIPaBOYHO-UH(OPMALIMOHHBIX CUCTEM M MOAYJEH, BXoaa1uX B mporpaMMHbIi komiieke I'AC «IIpaBocynue».

14.  O3nakomieHHE C TOPSIKOM (popMUPOBaHUS cyaeOHOro Aesna (0010KKa J1el, ONUCh JOKYMEHTOB Cy/1e0HOTro
nena, opMUpoBaHUE JIUCTOB JIETa).

15. OsnakomieHue ¢ opraHuzanueid Jgen o0 aJIMUHHCTPATUBHBIX IPaBOHAPYIIEHUSX B pailoHHOM
(rapHU30HHOM BOEHHOM) Cyjie, Ha MHPOBBIX ydacTkax. ([lopsmox HaszHaueHHs CyneOHOTO 3aceTaHus, W3BEIICHHS
YYaCTHHMKOB TIpollecca, IMOJrOTOBKM 3ajla CyIeOHOro 3acelaHus, pa3MmelleHus Ha VHrepHer-caiite u
WH(POPMAIMOHHBIX CTEHAAX Cy/la MHPOPMAIIMU H MECTE M BpEMEHH CyJIeOHOTO 3aceIanHus)

16. OsHakomjeHHME C OpraHU3alMell YrOJIOBHOI'O CYAONPOHM3BOJCTBA B PAallOHHOM (FapHU30HHOM BOEHHOM)
cyne. (Ilopsnok Ha3HaueHuUs cy1eOHOTO 3ace/laHusl, U3BEIICHNs YYaCTHUKOB Ipoliecca, 00ecrieueHus: JOCTaBKU B Cyl
NOJCYAMMOTO, COAEPIKAIIErocs MoJI CTpaXKel, MOJrOTOBKH 3aJla CyJeOHOro 3acelaHus, pa3MenieHus: Ha MHTepHeT-
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caiite 1 HH(OPMALIMOHHBIX CTEHAaX CyJa HHPOPMAIIMU U MECTE M BpeMEHHU CyJeOHOro 3aceqaHusl)

17. O3nakomjeHHE C OpraHU3aIMel TPaXKTaHCKOTO CYIONPOU3BOJCTBA B PAalOHHOM (TapHU30HHOM BOECHHOM)
cyne. (Ilopsmok MOArOTOBKM Jefa K PacCMOTPEHMIO, Ha3HAuY€HUsl CyleOHOro 3acelaHus, U3BELIECHUS y4aCTHUKOB
nporecca. OCHOBHBIE CTaIuU Cy1€0HOT0 Mpolecca U CyJeOHbIe TOCTAHOBJICHUS, UX MPOLIECCYalTbHOE 3HAYCHHE. )

18. OsnakomiieHWe C OpraHu3alMed M 3ajadyamMu aJIMHUHUCTPATHBHOIO CYJONPOHU3BOACTBA B pallOHHOM
(rapau3oHHOM BoeHHOM) cyze. (ITopsaok MoAroTOBKH Jena K pacCMOTPEHHIO, Ha3HAYeHHs CyAeOHOro 3acenaHus,
U3BEILEHUS] YYACTHUKOB IpoIiecca.)

19. OsnakomieHHe ¢ OpraHM3alueil CyZONpPOM3BOJICTBA B apOUTpakHOM cyxae nepBoil mHcranimu. (Ilopsmok
MOJATOTOBKU JIea K PAcCMOTPEHUIO, Ha3HaueHUs CyaeOHOro 3acelaHus, W3BEIICHUS YYACTHHUKOB Ipoliecca.
OcHOBHBIE CTaJAuM CYIEOHOro Tmpolecca U CylaeOHble TOCTAHOBJEHUS, WX MPOIECCyaIbHOEe 3HAYCHHE.)
O3HaKOMJICHHE ¢ OPTaHU3AI[MOHHO-PACTOPSTUTEILHBIMU TOKYMEHTAMH CY/a.

20.  O3HaKOMJICHHE C TIOPSAKOM PabOTHI CATOB CY/IOB.

21. O3HakOMJIGHHE C JEATEJIbHOCTHIO IO OOECIEUEHUIO0 CYIOB KaJApaMU TOCYIapPCTBEHHBIX TI'PAKIAHCKUX
CITy’KaIlHX.

Paznea 2. 66
MJK. 03.02. O6ecnieuenue paccMOTPEeHUs CyAeOHBIX A€l
Tema 2.1. Copnepxanue 4
Obecneyenune 1. BBeaeHue B TUCHMIUIMHY: IPEIMET U METOA JUCUUIUTUHBL. CBS3b TUCUUIUIMHBI C IPYTUMHU
paccMoTpeHust JUCLUIUIMHAMU; IPaBOBasi OCHOBA JUCLUILIMHBI.
CyAeOHBIX /1eJ1 KaK 2. Opranuzanus paboThl anmnapara cyja 1o o0ecrnedeHuIo OTIPaBICHUS PaBOCYIHS.
rapaHTus 3. ITloMOIIHMK CyOpuM M CEKpeTapb CyneOHOro 3acefaHusi Kak CyOBeKThl, OOecHeunBarolne
pean3anMu IpaBa HA | pacCMOTpPEHHUE Je]1 U MaTepHUaJIOB B CyJe.
Cy1e0HYI0 3aIuTy 4. Opranuzanus paboyero Mecta B CyJe.
5. KommbloTepHasi TeXHMKa UM COBPEMEHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUH, UX HpPUMEHEHHE INpH
JOKYMEHTHPOBAaHUH U OPTaHU3aIMK PabOThI ¢ JOKYMEHTaMH.
B Tom unciie B popMe NpaKTHYECKOM MOATOTOBKH 4

1. Tloxbop ¥ aHaANM3 TPABOBBIX AKTOB IO OOECHEYCHHUIO PACCMOTPEHHUS CYAOM OTICITBHBIX
KaTeropuii CyAcOHBIX eIl

2. CocraBieHue IMPOCKTOB MPONECCCYAIIbHBIX U UHBIX TOKYMCHTOB I10 3aJaHHOMY YCJIOBHIO.




Tema 2.2.
Oo0ecneuenue
paccMoTpeHust
YTOJIOBHBIX J1€J1

Conep:xanue

1. PaGoTa anmapara cyza no npuemMy, perucTpaiuu, y4eTy U XpaHEHHUIO YTOJIOBHBIX JIeJl U MaTEpPHAJIOB,
BEILIECTBEHHBIX JI0KA3aTEIbCTB

2. Oco0eHHOCTH JeIONPOU3BOCTBA 110 IPUEMY, YUETY, PETUCTPALIUU JOKYMEHTOB, TOCTYIUBIINX B
CYyIl B 3JIGKTPOHHOM BUJIE

3. Opranu3zanus paboThI IO YrOJIOBHOMY JI€Ty Ha CTa/IMU MOJATOTOBKHU K Cy/1Ie0HOMY 3aCEeIaHUIO

4. Opranuzanus paboThl IO YTOJIOBHOMY JI€Ty B MPOLIECCE MIPOBEACHUS CyAeOHOr0 pa3duparenbeTBa U
1ocJie pacCMOTPEHUS Jesa

5. OOparieHye K UCIIOJIHEHUIO IPUTOBOPOB, ONIPEIEICHUNA U TOCTAHOBJIEHUH 10 YTOJIOBHBIM JIEIaM

6. [Ipuem u obecnieueHre pacCMOTPEHHUS aNEIUISIIUOHHBIX KaI00 U MPeICTaBICHUI TPOKypopa Ha
cyneOHbIe peUIeHHs 10 YTOJIOBHBIM JeJilaM

7. OcoOeHHOCTH ACTOMPOU3BOICTBA MO OTACIBHBIM KaTETOPUSAM YIOJOBHBIX Jied (IIPH PAaCCMOTPEHUH
JIeJ C YJaCTHEM MPUCSHKHBIX 3aceaTeneil; B 0c000M MOpsIKe; B OTHONICHUU HECOBEPIICHHOJIETHUX; B
OTHOILIEHUU BOCHHOCTYXAIIUX U Jp.).

B ToM unciie B popMe NpaKTHYECKON OATOTOBKHU

1. Z[OKYMGHTB.I_II/IOHHOG obecrneucHue npuema, perucTpannuu, yueTta yroJIOBHbIX JICII U
MaTCepHraIoB.

2. CocraBieHHE ITPOCKTOB IMPOLECCCYAJIbHBIX U UHBIX JOKYMCHTOB 110 3aJaHHOMY YCJIOBUIO.

Tema 2.3.
Oo0ecneuenne
paccMoTpeHust
rpaIaAHCKUX U
aIMHUHUCTPATUBHBIX
hi () |

Conep:xanue

1. 1. TIlpuem, peructpanus 1 y4eT IrpaxkJJaHCKUX U aIMUHUCTPATUBHBIX Jell

2. 2. HOpSII[OK nogavu, nprueMa U perucrpanuu B Cyaax JOKYMCHTOB B 3JICKTPOHHOM BHUIC

3. 3. ITloaroroBka TIpakJaHCKOrO M aJMUHUCTPATHBHOTO Jeia K CyaeOHOMY pa3OupaTesbCTBY.
[Topsimok popmMupoBaHus Aea HA CTAIUU MOJTOTOBKH K CyJJeOHOMY pa30HpaTeNbCTBY.

4. 4. ]JletictBusi paOOTHHKOB ammapara cyda B XOJe CyaeOHOTO pa30uparenbCcTBa M IOCIE €ro
paccmotpenus. [lopsiiok opopmiieHus aena nocjae ero pacCMOTPEHUS B Cy/1€ IEPBON HHCTAHIIUH.

5. 5. [IpaBuna BeaeHUs MPOTOKOJA CyNEOHOrO 3acCeaHMsI U MCIOJIb30BaHUS TEXHUYECKUX CPEJCTB.
Opranu3zanus paboTsl IO BEJACHHIO CyAeOHOTO 3aceaanus ¢ ucnoib3oBanneM BKC.

6. 6. HOpH,Z[OK ACJIOMPONU3BOACTBA IIO O6paH_IeHI/IIO K HCIIOJJTHCHHUIO pCH_IeHI/Iﬁ o rpaxaaHCKuM M
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AIAMUHUCTPATUBHBIM ACJIaAM.

7.

7. Oco0eHHOCTH AENONPOU3BOACTBA IIPU PACCMOTPEHUH TPAKIAHCKUX U aIMUHUCTPATUBHBIX AEI
MHUPOBBIM CYIbEH.

B ToM unciie B hopMe NpakTHYECKON OATOTOBKHU

1. JloxyMmeHTanmoHHOE o0ecrieueHre nprueMa, perucTpaiuy, yuera rpak1aHCKuX 1
aJIMMHHUCTPATUBHBIX JIe] U MaTEpUaJIOB.

2. CocraBieHue ITPOCKTOB IMPOLCCCYAJIbHBIX U MHBIX JOKYMCHTOB I10 3aJaHHOMY YCJIOBHIO.

3. Odopmiienue aesa mociie ero pacCMOTPEHUsI B CyJIcOHOM 3ace/IaHHH.

4, O6pa1ueHHe K UCIIOJIHCHHUIO PCHICHUA CyJa 10 T'PAXKJAAHCKUM U aAIMUHUCTPATUBHBIM JICJIAM.

Tema 2.4. Conep:kanue
Ob6ecneyenune 1. 1. TlonsTue u BUABI €71 00 aAMUHUCTPATUBHBIX PABOHAPYIICHUSX. YUET U PETUCTpaLUs JIe.
paccMoTpenus xea 06 | 2. 2. TToaroroBka jaena 00 aJMHHHUCTPATHBHOM IPABOHAPYIICHUU K CyIeOHOMY pa30OHpaTeIbCTBY.
aMHHHUCTPATHUBHBIX [Mopsimox popMupoBaHUS Aea HA CTAAUU MPUHATHS M Ha3HAYCHHS K CyIeOHOMY pacCMOTPEHUIO U
NpaBoOHAPYIIEHUSIX IIOCJIE PACCMOTPEHUSI.
3. 3. ITlopsnok HampaBieHHs Jena 00 aIMHUHHUCTPATUBHOM IPABOHAPYUIEHUH B BBIIIECTOSIIYIO
MHCTAHIMIO MIPU OCTIApUBAaHUU IOCTAHOBJICHUS.
4. 4. OOpameHne K UCIHOJIHEHUIO TIOCTAaHOBJIEHUS 1O JenaM 00  aJMHHUCTPAaTHUBHBIX
MIpaBOHAPYLICHUSX.
B Tom unciie B popMe NpakTHYECKOH MOATOTOBKH
1. JloxyMmeHTanmoHHOE o0ecrieueHue MprueMa, perucTpanuy, ydyera jaeia o0 aJMHUHHCTPaTHUBHBIX
MpaBOHAPYLIEHUSX.
2. CocraBieHHe IPOEKTOB MPOIECCYaTbHBIX U MHBIX JOKYMEHTOB.
3. OOpameHue K  HUCIOJHEHUIO TIOCTAaHOBJIEHHS MO JAedy 00  aJAMHUHUCTPATUBHOM
MIpaBOHAPYLICHUH.
4. Opraamzanust paboTel Cyda Mo jkajmo0e Ha TOCTAaHOBJICHHE Cy/la O TPHUBJICUYCHUM JIMIA K
aJIMMHHUCTPaTUBHON OTBETCTBEHHOCTH.
Tema 2.5. Conep:xanue
Obecneyenune 1. 1. IlonsATHE U BUABI 5KOHOMHUYECKUX CIIOPOB U MHBIX J€JI, OTHECEHHBIX K MOJCYAHOCTH
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paccMOTpeHus JaeJ1 Mo apOUTPaXKHBIX CYI0B. YUET U PETUCTPALHS JIE); 0COOEHHOCTH 00eCIeueHHs I0Ka3aTeIbCTB.

pa3penieHuo 2. 2. Opraam3anus MoJAroTOBKH Jiea K cyaeOHoMy pa3ouparenscTBy. [IpaBuna BeaeHus
IKOHOMHYECKHX IPOTOKOJIA Cy1€0HOT0 3acelaHusl U UCTIOIb30BaHU TEXHUYECKHUX cpecTB. Opranu3amus
CIOpOB paboTHI 1O BEJICHHUIO CYIEOHOTO 3aceqanus ¢ ucroyibzoBanuem BKC.

3. 3. Odopmienue apOUTPaKHOTO JiejIa MOCIE €ro PACCMOTPEHHUS B CyIeOHOM 3aceaHHH.

B ToM unciie B popMe NpakTHYECKON OATOTOBKHU 4
1. Tlopsnok y4é€ra qBUKEHMS JIE] 110 Pa3pEIEHUI0 SKOHOMUUECKUX CIIOPOB.
2. Tlopsimok oOpamieHus K UCTIONHEHUIO pelIeHUi apOuTpaXHBIX CYOB.
JInddepeHuupoBaHHbIN 3a4eT 2
I[IpumepHasi TeMaTHKA CAMOCTOATEIbHON Y4eO0HO# padOThI NPH U3yYEeHHH pa3jena 2 18
1. TloarotoBuTh JOKJIAL O Pa3IUYHBIX KAHIENSAPCKUX MPUCIOCOONICHUSAX, TO3BOJSIONIMX HaJJIekKalluM 00pazoMm
OpraHM30BBIBATH CHEIUAIUCTY Cy1a pabouee IPOCTPaHCTBO.
2. Oxka3aHue 1mepBoi OMOIIH MPH HECUYACTHBIX CIIydYasiX B CyJe U CyJeOHBIX 3aCeTaHMsIX.
3. Opranusanus paboTHI B X0/1€ CyIOHOT0 pa30oMpaTeIbcTBa el 00 aIMUHUCTPATHBHBIX MPABOHAPYIIICHUSX.
4. Hcnonb3zoBaHue HWHGPOPMAINMOHHO-TEICKOMMYHUKAIMOHHON  ceth  WHTepHeT mipu  paccMoTpeHud nen o0
aIMUHUCTPATUBHBIX MPABOHAPYIIECHHUSX.
5. OcoOeHHOCTH AENONpPOU3BOACTBA MO MPUEMY, YUETY, PETUCTPALMM JOKYMEHTOB, MOCTYIMUBUIMX B CYJl B 3JIEKTPOHHOM
BUJIE B paMKax YroJOBHOIO CyIONPOU3BOCTBA.
6. Opranuzaiiys MOArOTOBKU YTOJOBHOTO JeNa K cyZeOHOMY pa30npaTenbCcTBY: ASHCTBHS CyAa; NeHCTBUS CTOPOH; NEHCTBUS
ceKpeTaps CyJ1eOHOro 3aceJaHus; 1eUCTBUS TOMOIIIHUKA CY/IbU.
7. Opranuzainus paOoTbl B Cy[e IO OOpAlEHUI0 K HCHOJHEHWIO IPUTOBOPOB, OINpPEAEICHUI U IOCTAHOBJIEHHHM IO
YTOJIOBHBIM JIEJIaM.
8. Opranmzanus pacCMOTPEHHsSI B CyJ€ MaTE€pHUaIOB, MOCTYIMUBIIMX B CyJ B MOPSIKE CyAeOHOTO KOHTPOJIS W WCIOTHEHUS
IIPUTOBOPOB.
9. Opranmzaiys paboThl B Cy/ie MO 0OpAIEHUI0 K UCTIOTHEHUIO CyIeOHBIX PEIICHUH M0 TPakJaHCKUM, aIMUHUCTPATHBHBIM
Jenam
10. ITonHOMOUMS clierranucTa cyaa o o0ecrneuyeH!o pacCMOTPEHHS JIENT M MaTEpUalIOB B Cy/i€ TIEpBOM HHCTAHLIMH.
Paznen 3. 60
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MJIK 03.03. OcHOBBI OPraHM3aMOHHO-TEXHUYECKOIr0 o0ecneyeHus AesiTeIbHOCTH Cy10B

Tema 3.1
BBenenue B
JUCHUIINHY

Conep:xanue

1.

B3anmocBsi3p auciuiuimHbl «OCHOBBI OPTaHU3AIMOHHO-TEXHUYECKOTO 00CCIICYCeHUs JICATEIbHOCTH
CyIOB» C APYTMMH JUCUUIUIMHAMH TPO(ECCHOHATBLHOTO MOIYJs H 00menpodecCHOHaTbHBIX
JMCIIUTUINH.

N

Ilousrue OpTraHU3allMOHHO-TEXHUYECKOI'O obecnieyeHus JACATCIIbBHOCTU CYyIOB.

HGJII/I, 3ala4yi, TIMPUHOUIBI W  HAIIPABJICHHUA OpPraHU3aAllMOHHO-TCXHHUYCCKOI'O obecrneueHuUs
ACATCIIBHOCTH CYIOB.

Hcrtounnkn (UHAHCHPOBAHUS MEPONPHUATHI  OPraHU3aLMOHHO-TEXHHYECKOTO  O00eCreYeHus
NS TeIbHOCTH CYJI0B. [ 1aBHbBIE pacOPSIIUTENN U PACHOPSAUTENN OIOPKETHBIX CPEJICTB: NOHATHE U
ITOJIHOMOYHSI.

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1.  PaGora co cripaBOYHO-TIPABOBBIMH CHCTEMaMH IO MOUCKY MPABOBBIX aKTOB M CyACOHOU
IIPAKTHUKH 110 BOIIPOCAM TEMBI.

Tema 3.2
AJMMHUCTPATUBHO-
NnpaBoBoe
odecreueHue
JesiTeJIbHOCTH CY/10B

Conep:xanue

1. Ilonsarue u COACPIKAHUC aIMUHHUCTPATHBHO-IIPABOBOI'O obecreyeHus ACATCIIBHOCTH CYJJOB.

CyOBEeKTHI aJIMUHUCTPATUBHO-TIPABOBOT'0 00ECTIICUCHHUS ICSITEIIbBHOCTH CYJIOB.

Opranuzanus padoTsl (heaepasbHbIX CYJIOB.

2

3.

4. Homenkiartypa nen.

5. Odopmienue ciayx eOHBIX TOKYMEHTOB CY/IOB.

6. OcoO0EHHOCTH aJIMUHUCTPATHBHO-TIPABOBOTO 00ECIIEUEHNS] MUPOBBIX CyAeH

B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU

1. CocraBieHre OpraHU3aIMOHHO-PACTIOPSATUTENBHBIX JOKAIBHBIX aKTOB CyJa: MpaBHia
BHYTPEHHETO pACMOPSAAKA, MOJIOKEHHUE O NPUEMHOW CyAa, NPUKa3bl W PACHOPSKEHUS IO
pactpefieieHuI0  JOJDKHOCTHBIX — OOS3aHHOCTEW pabOTHHKOB —ammapara Cyaa, TPOTOKOIBI
COBEIIaHUH y MpeceaaTeNs cyaa u Jip.

2. CocraBiieHHE COMTPOBOIUTEIBHBIX MTHCEM.
3. CocraBrieHre HOMEHKJIATYpHI JIeJT Cy/1a
4. OdopmieHne perucTpalioOHHBIX KYPHAJIOB MO y4YETy BEIIECTBEHHBIX J0Ka3aTeNbCTB,

BPYUYCHHA U HAITPABJICHUA UCITOJIHUTCIIBHBIX JIMCTOB H IIP.

22




Tema 3.3

Kanposoe
o0ecrneyeHue
NeSITeJIbHOCTH Cy/10B

Conep:xanue

1. [ocymapcTBeHHass TpakJaHCKass CIy)kOa B Cyde: CTaTyCc TOCYJapCTBEHHOTO
IPaXXJIAHCKOTO CITYXKAaIlero Cyna, HOpsIoK MpuéMa Ha JIOJDKHOCTh PaOOTHHUKOB amrmapara cyjaa Hu
IIOMOIIIHUKOB CyJIel; arTecTarusl.

2. [IpodeccuonansHoe pa3BUTHE TOCYJAPCTBEHHBIX TPAXAAHCKUX  CIYXKalUX  —
pabOTHUKOB ammapaTa cyAa/lIOMOIIHUKOB Cy/Iei: TPaBOBbIE OCHOBBI, ()OPMBI, CPOKH, OpraHU3aIKsl.

3. KoH}uuKT MHTEpecoB: MOPAIOK yperyiupoBaHus. [MCUUIUIMHAPHAS OTBETCTBEHHOCTh
pabOTHHUKOB arnapara cyja.

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1.  CocraBneHue JOHKHOCTHOTO perjamMeHTa paboTHHKA amrmapara cyaa.

2.  CocraBieHue ciyeOHOro KOHTpakTa pabOTHHKA amnmapara cyaa

3. Odopmienue 3anuceil B TpyI0BOI KHIDKKE 0 IpU€Me Ha CIyxO0y, mepeBojie Ha APYTyrO
JOJDKHOCTB, YBOJIBHEHUH U JIP.

4.  CocrapieHue MPUKa30B O IPUME Ha CIIYX Oy U TIp.

5.  CocraBneHue yBeJOMIIEHHUS O BOHUKIIEM KOH(IMKTE HHTEPECOB.

6. Ilopsmok ocymecTBieHUsT TPOHECCHOHATBFHOTO Pa3BUTHS TOCYIAPCTBEHHBIX CIYXKAIIUX

CYyJIOB: INOBBIIIEHNE KBaJU(PHUKAIUU U NpodeccuoHanbHas MepenoroToBka, 00pa3oBaTeIbHbIN
cepTU(UKAT, HACTAaBHUYECTBO (0(hopMIIeHHE TPUKA30B, 3asBOK, 3asBICHUN, HAIIPABJICHUH U TIp.)

Tema 3.4

PecypcHoe
odecreyeHue
AesITeJIbHOCTH Cy10B

Conep:xanue
1.  TlonsTHe u copepkaHNe PECYpCHOTO o0ecTiedeHns CyAeOHOM AeITeThbHOCTH.
2. Oprasbl 4 JOMKHOCTHBIE JIMIIA, OCYIIECTBISIONINE PECYPCHOE 00eCTIeYeHHE CYI0B.

3.  Ilomnomouus CyneOHoro nenapramenta npu BepxosHom Cyne Poccuiickoit deneparyn
B PECYPCHOM O0ECIIEUEHUU JIESTENBHOCTH CYA0B.

4. TpebGoBaHusl K apXuBaM CYAOB, KaMepaM XpaHEHHUS BEIECTBEHHBIX OKA3aTEIbCTB U
MHBIM MOMEIIEHUSM CYJIOB IO 00ECIEUeHHIO MOXKApHOM, CAaHUTAPHO-TUTHEHNYECKON U JAPYTUX
BUIOB OE30MaCHOCTH.

B Tom unciie B popMe NpaKTHYECKOHM MOATOTOBKH

1. CocrapicHue 3asBOK Ha 00eCIIEUCHHE cyaa (HOI[paBI[eJIeHI/ISI cyz[a) pacxXoJHbIMH CPEACTBAMU U T.II.
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Tema 3.5 Conep:xanue 4
OtaenbHbIe 1. Obecneuenue noctyna K HGOPMALUU O AEATEIBHOCTU CY/JOB: MIOHATHE U HOPMAaTHBHOE
HaNpaBJICHUS perynupoBanue. Opranuzanus padoThl O: BEJCHUIO CAHTOB CYJI0B; OIYOJMKOBAaHHIO CYIEOHBIX
OpPraHu3alMOHHO- aKTOB; B3anMoieiicTuio co CMU.
TeXHHYEeCKOro 2. ONEeKTPOHHBIA JTOKyMEHTOOOOpOT B (elepalbHbIX Cylax: IOHATHE, HOPMAaTHBHOE
obecneyeHust peryiaupoBaHue, noOpsaoK BeaeHus. Opranuzanus paboTel 1o npuéMmy oOpalleHuid,
AesATeIbHOCTH CY/10B HOCTYNAIOUIUX B CYJl B 3JICKTPOHHOM BHJIE.
3. [Topsimox pasmenieHuss B HH()OPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHON ceT MHTepHeT
UH(POPMALIUU O BHEMPOLIECCYAITBHBIX O0pAIICHUSX.
B Tom unciie B popMe NpaKTHYECKOH MOATOTOBKH 4
1.TloaroroBka cyeOHBIX aKTOB K pa3MEILEeHHIO Ha caifiTe cyaa.
2.1loaroToBKa BHENpOLECCYalIbHBIX 00pallleHui K pa3MelleHHIO Ha caifiTe cya
3.0dopmIieHme TpoITycKa Ha MPOHOC ammapaTypsl npencrasuterneii CMU.
JK3aMeH 9
IIpumepHas TeMaTHKAa CAMOCTOSITEIbHON y4eOHOM padoThl Ipu U3y4eHuH pasaesaa Ne 3 11

1.

Ponp MeXayHapogHBIX akTOB, B (OPMHUPOBAHMM TMPUHIIUIIOB OPraHU3alMOHHO-TEXHHUUYECKOTO 00ecredeHus
JESITENIbHOCTH CYJIOB.

[TonsTne wu wiaccupuKanusg TMPUHIUIOB OPraHU3alMOHHO-TEXHUYECKOTO OO0ECTeueHus: IesTeNbHOCTH CY/OB:
3aKOHHOCTb, JOCTYIIHOCTb, HEBMEUIATEJIbCTBO B OCYILECTBICHHE IPaBOCYAUs, CO3/IaHUE YCJIOBUH MAJi TOJIHOIO
HE3aBHCHMOTO OCYIIECTBICHHS CYACOHBIX (YHKIUH, IMOJIHOE BCECTOPOHHEE YIOBJICTBOPEHHE CYAOB B KaJIpOBBIX
pecypcax, nmpohecCuOHATBHON CITYyKE€OHOW ATHUKH, (PMHAHCOBBIX, MATEPUAIBHBIX U MHBIX PECypcax, €IUHON CHCTEMBI
OpraHM3allH U MOPAIKa BEJCHHS CyAe0HOT0 1eJI0NPOU3BO/ICTBA.

CopepxaHuie MPUHITUIIOB MaTepUaTbHO-TEXHUUECKOTO 00ECTIeUeHUS CYIOB.

OcHOBHBIE TPUHIMIBI KAJPOBOTO oOOecreueHus: CyneOHOW AeATeIbHOCTH: MPHUHIUIBI O0ECTeUeHus: CyAeHCKHUMHU
Kaapamu, Kaapamu ammapara cynoB u CyneOHOro aemapTaMeHTa, BKIIIOYas MPUHIUIBI CIYKEOHOrO TOBEICHUS
rpaXXAaHCKUX ciyxamux. CHUMBOJIBI TOCYJapCTBEHHOMN BIACTH: MOHSTHE; MOPAIOK oOecreueHus: (3aKymKH), 3aMeHbI,
YTHIIU3AINAN; TTPABHIIA PA3MEIICHUS.

OGecneyeHne 0€30MACHOCTH CYACH W COTPYIHHUKOB arapara cyja: MOHATHE O€30MacHOCTH CyJAeH M COTPYAHHKOB
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12.
13.
14.
15.

16.

17.

18.

19.

20.
21.
22.
23.

anmapara cyzaa; (GopMbel U MeToabl obOecrieueHHsi O€30MacHOCTH Cyled M COTPYAHMKOB ammapara CyzAa; MpaBOBbIC
OCHOBEHI 00ecrieueHus: 6€30MacHOCTH Cy/iei U paOOTHUKOB Cy/a.

Obecneuenue paboThHI apXuBa Cy/a: MoXkapHasi 0e301acHOCTh; o0ecrieueHre 6€30MaCHOCTH PU pUEMe IpaxiaH.
Oco0eHHOCTH OpPTraHU3aIMOHHO-TEXHUYECKOTo 00eCIeueH s JesITeIbHOCTH MUPOBBIX Cy/IEH.

OO0mure npaBuIa BEICHHUS CATOB CY/IOB.

DNEKTPOHHBIN JOKYyMEHTOO0OPOT B (peiepabHBIX CyaX: MOHSATHE, TOPSIOK BEACHHUS.

DNEKTPOHHOE JIEIOMPOU3BOJICTBO MUPOBBIX CYACH.

Hanpapnenusi ontumuzanuu cyaeOHOM JesTeNbHOCTH: MHopMaTu3anus, aBToMaruszauus u 1p. [IpaBoBas ocHoBa
ONITUMU3AIMH CyIeOHON A TeTHHOCTH.

Opranuzanus padoThl IO OCYIIECTBICHUIO ayIM0- M BUACO3aNUCe Cy/1eOHbIX 3aceTaHu.

Pecypchoe obecnieueHre MUPOBBIX CyJIEH.

Hcnonp30BaHue CripaBOYHBIX MPaBOBBIX cucteM «I apanT», «KOHCYIbTaHT» MPH COCTABICHUH MPOCKTOB TOKYMEHTOB.
Hanpapnenus AesITensHOCTH MO CO3JaHUIO €IMHOTO NH(POPMAIMOHHOTO POCTPAHCTBA (heepaabHbIX CYJOB U MUPOBBIX
cyaen.

Opranuzanusa ['AC «lIpaBocyaue» u apyrux HHGOPMAIMOHHO-KOMIBIOTEPHBIX TEXHOJOTHH B JESATENBHOCTH CYJIOB:
opraubl, ocymectsisiromre UKT; nonstus, npumensiemsle npu nons3oBannu UKT.

Hanpapnenus AesITEN-HOCTH MO CO3[aHUIO €IMHOTO MH(POPMAIITMOHHOTO MIPOCTPaHCTBa (eJiepaibHbIX CYA0B U MUPOBBIX
cyaen.

Opranuzanys B3auMOJEUCTBUS CO CPEACTBAMH MacCOBOW MH(POpMAIUK B LENAX HHOOPMUPOBaHHS OOLIECTBEHHOCTH U
(dbopMHpOBaHHUS TIOJIOKHUTEITBHOTO OOMIECTBEHHOTO MHEHHUS O JEATENbHOCTH CYAOB B IIEISIX TMOBBIIMICHUS aBTOPUTETA
cyneOHOM BIacTH U MpecTika rpodeccuu cynpu. MHpopmaTuzamms cynos.

Opranuzanus paboThl IO OCYIIECTBICHHUIO MPHEMA, pEerucTpaluy, y4éTa U XpaHeHHUsl CyleOHBIX e, BEIIeCTBEHHBIX
JI0Ka3aTeIbCTB U JIOKYyMEHTOB.

B3aumoselicTBue CyZ0B ¢ OpraHaMu MPOKypaTypsl, aABOKaTyphl, BHyTpeHHUX Aen, ®CCII u ap.

[TpuHIMIIBI POPMUPOBAHUS KaIPOBOTO pe3epBa CyI0B.

[IpoTuBOICHICTBHE KOPPYIILIHH.

JucuurummHapHass OTBETCTBEHHOCTh pPa0OTHHWKOB —ammapara CyJga: OCHOBaHUS M TOPSAIOK MPUBICUEHHUS K
OTBETCTBEHHOCTH.
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Pazngea 4.

MJK. 03.04 ApxuBHOe 1€J10 B cy/1e 00
Tema 4.1 Conep:xanue 2
OCHOBBI apXMBHOTI'0 1. Hcropus pa3BuUTHS apXUBHOIO JEJIa.
aesa B Poceniickoi 2. Ilpenmer, 0OBEKT M OCHOBHBIC OHATHS APXHUBHOTO JIejIa.
®enepanuu 3. IIpaBoBoe peryanpoBaHHe apXHBHOTO JIeia B CYJe.
4. OcHoBHbIEe TpeOOBaHUs, IPEIbsIBIIEMbIE K PAOOTHUKY apXuBa Cy/a.
B ToM unciie B popMe NpakTHYECKON OATOTOBKHU 2
1. CocraBieHne TOJDKHOCTHOTO perjaMeHTa pabOTHHKA apXHuBa Cy/a.
Tema 4.2 Conep:xanue 2
Opranmn3anus 1. OG6uwmit NopsAI0K KOMIUIEKTOBAHUS apXHUBa.
apXHBHOTI'O 2. Y4ér eMHUIl apXUBHOI'O XpaHEHHUS.
ACJIONMPOM3BOACTBA U 3. Krnaccudukanus u cucreMaTu3anus JOKYMEHTOB, 00pa3yIONIMXCs B ACSITEILHOCTH CYJIOB.
NOAT0TOBKA 4. Tlopsanox oopmiieHus: JOKYMEHTOB JUIsl IEpeiayyl B apXHB CYJa.
AOKYMEHTOB K 5. Ormpenenenre CpOKOB XpaHEHHUs 1€l (HapsiioB).
ApXUBHOMY 6. OuundpoBka apxXUBHBIX MaTepHaIOB. DJIEKTPOHHbIE 0a3bl TaHHBIX.
XPaHEHMIO B Cyl1€ B ToM unciie B popMe NPAKTHYECKOH MOATOTOBKH 2
1. Pemenue npakTuyeckuil 3a1aHUH IO OIPEEICHNIO CPOKOB XPAHEHHUS JOKYMEHTOB.
Tema 4.3 Conep:xaHue 4
JKcnepTusa 1. DxcneprTusa HEHHOCTH JOKYMEHTOB.
LEHHOCTH 2. Opranu3anus paboThl 10 YHUUYTOKEHUIO JTOKYMEHTOB.
AOKYMCHTOB 3. Tlepenaua TOKyMEHTOB Ha XpaHEHHE B TOCYJIAPCTBEHHBIA apXUB.
B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 4
1. CocraBneHue JOKYMEHTOB: IPOTOKOJIA 3aCE€AAHUS SKCIIEPTHOW KOMUCCHUHU CY/a, aKTa O BbIIEICHUU
JIOKYMEHTOB K YHUUTOXECHHUIO.
Tema 4.4 Conep:xaHue 4
Obecneyenue 1. TpeboBauus, npeabsBIsieMbIE K 31aHUSM U TOMELICHUSM apXHBOB.
COXPAHHOCTH 2. YcioBHs XpaHEHHS apXUBHBIX JJOKYMEHTOB.
AOKYMEHTOB 3. IlpoBepka HAIMYMS U COCTOSHUS IOKYMEHTOB (JIEKTPOHHBIX JTOKYMEHTOB) B apXUBE.
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apXuBHOTO (poHIA 4. Co3zganue cTpaxoBoro (hoHAa apXHUBHBIX JOKYMEHTOB.

Cyl10B B ToM unciie B popMe NpakTHYECKON OATOTOBKHU 4
1. CocraBnenue nepeunsi TpeOOBaHUM K TOMEIIECHUIO apXUBa Cya.
Tema 4.5 Conep:xanue 4
Ucnoas3oBanue 1. ®opmbl UCIIOJIB30BAHUS APXUBHBIX JTOKYMEHTOB.
apXMBHBIX 2. TlopsiioK MCTIONHEHMs 3aIIPOCOB MOJIb30BATENEH.
AOKYMEHTOB 3. IlpaBuia BblIauu JOKYMEHTOB, HAXOISIIMXCS HA ADXUBHOM XpaHEHUHU.
B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU 4
1. CocraBienue 3amnpoca o Bbljaue JOKYMEHTOB M3 Jieja, HaXOIALIErocsl HA apXUBHOM XpaHEHUH.
Tema 4.6 Coaep:xaHue 4
ApXMBHBIE ONIMCH 1. Onucanue TOKyMEHTOB U JIeNl B apXUBE CyJa.
2. Bnusnue knaccudukaluu JOKYMEHTOB W JeN B Tpelesiax apXuBHOro ()OHAA Ha COCTaBJICHHE
apXHWBHOMW OTIHCH.
3. CocraBieHue ClipaBOYHOTO MaTepHrala K OMUCH.
B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU 4
4. CocraBieHHEe ONUCH HAPSIOB, MOAJEKAIINUX ITOCTOSTHHOMY XpaHEHHUI0, ohopMiIeHne BHYTPEHHEH
OIMCH JOKYMEHTOB.
IIpumepHas TeMaTHKa CAMOCTOSITEIbHON y4eOHOM padoThI IPU U3y4YeHUH pa3jesia 4
1. HUcropus pa3BuTHUs apXUBHOTO Jieja.
2. OmpeneneHue MOHATHE APXUBHOE JEII0, N3yYSHHE PUHITUIIOB TIOCTPOCHUSI COBPEMEHHOTO apXHBOBEICHUSI.
3. OcHOBHBIE TpeOOBaHUS K paOOTHHUKY apXHBa.
4. OObenuHEHHBIN apXUBHBIA (HOHA.
5. ApxuBHBIN (HOHI TUIHOTO MPOUCXOKICHUSI.
6. DnexkTpoHHBIE 0a3bl JAHHBIX.
7. Omnpenenenue GyHKIHMA apXUBOB, ONpeIeNIeHNE CIIOCOO0B M CPOKOB XPaHEHHUSI.
IIpon3BoacTBeHHAsI IPAKTHKA:
Buab1 pa6or: 72

1. Os3HakomileHHE C JIOKJIbHBIMM aKTaMM CyJa: MpaBuUjia BHYTPEHHErO paclopsijika cyjaa, MOJOoXKeHue o pabore
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MpUEMHON CyJia, periiaMeHT padoThl MPUEMHON Cya.

2. M3ydeHue JOKalIbHBIX aKTOB CyJa IO BOMNPOCY OpraHU3aluu paboOThl ero caita (HMOPSIOK Ha3HAUYEHUS
OTBETCTBEHHOTO JIMI[A U €T0 JOHKHOCTHBIX 00S3aHHOCTEH).

3. Os3HakOMIICHHE C JIOKAIBHBIMH aKTaMH CyIa 110 BOIPOCY KaIpoBOro obOecrieueHus (IITaTHOE PaclUCaHMe, JOJDKHOCTHBIE
periaMeHThl, MPUKa3bl 110 TMIHOMY COCTaBy U TIp.)

4. O3HakOMJIECHHME C JIOJDKHOCTHBIMHM KOMIIETEHIMSIMU CHEIMalluCTa Cyda M apxuBapuyca cyaa. HW3yueHue
MHCTPYKLUUU IO CyleOHOMY JEIOMPOU3BOJCTBY U IEPEUHs CPOKOB XPaHEHUs NeJd B CyJe, MOJOXKEHUS O MOCTOSHHO
JEUCTBYIOLIEH IKCIIEPTHON KOMUCCUU CYJIa.

5. O3HakOMJIEHHE C TOPSAKOM Tepefaud el B apXWMB CyAa M MOPSAIKOM KOMIUICKTAllMM JeJd W HapsIoB Ui
MTOCTOSIHHOTO XpaHEHUS

6. M3ydenue mopsaka pabOTHI Cy/a 1Mo NMPUEMY HACEJIEHUS M MOPSI0K BhIJAaUM JJOKYMEHTOB U3 apXHBa Cy/a.

7. W3ydeHue u ocymecTBiIeHHE paboT 1Mo 0TOOpY JOKYMEHTOB Ha YHUUITOKEHUE B OPOPMIICHHE UX YHUUITOXKCHUSI.

8. HM3ydeHue mopsiaka ¥ OCyIIECTBICHHE paObOT 1O 0(OPMIICHHIO €], COCTABICHUIO BHYTPEHHUX OIMCEH, BHECEHHIO
M3MEHEHUN B PEKBU3UTHI OOJI0KKH.

9. OsnakomieHue ¢ paboTOl aIMUHUCTPATOPA CyJIa IO OpraHU3aIUN TEXHUYECKOT0 00eCreueH s apXHBa Cya.

HpOME)KyTO'lHaH aTTeCcTauusa

12

Bcero

408
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3. YCJIOBUSA PEAJIMBAIIMU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. Jasi peaqu3anuu NnporpaMmbl NpPogecCHOHAIBHOr0 MOIYJsl J0LKHBI ObITh

NpeaycMOTPEeHbI cJieAyIolue crielualbHble OMelleHUs :
KaGuneT npodeccuoHanbHbIX TUCIHUILINH

CrneunanusupoBaHHasi MeOesb U CUCTEMbl XpaHEHUS:

VYuebHas gocka, pabouee MECTO MpenogaBareisi, NoCaA0YHbIe MECTa IS 00YyJatoIMXCs
— 68 wmect. MeGenp uid pasMelICHHs M XpaHEHHs] Y4eOHOM JHTEpaTypsl M HArJIsIHOTO
MarepHaa.

TexHuueckue cpeacTna:

MynbTUMEAUIHBINA POSKTOP, HOYTOYK, IKPaH,

JleMOHCTpallMOHHbIE Y4eOHO-HATTISAHbIE TTOCOOUS:

[TnakaThl, AMTAKTUYECKUE CPEACTBA O0YUCHHS

[lepeuenr HEOOXOIUMOTO KOMIUIEKTA JUIEH3UOHHOTO U CBOOOJHO PaCIpOCTPaHIEMOro
IPOTPAMMHOTO 00eCTIeueH s, B TOM YHCIIe OTEYECTBEHHOTO IPOM3BOJICTBA:

Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel,
MS Power Point, MS Access), ocHoBanue Akt npeaoctaieaus npaB Ne Tr035773 ot 22 utons
2016 roga, AO «CodtJlaiin Tpeia»

[IporpaMmMa KOMITbIOTEpHOTO TecTUupoBaHus 3HaHuN My TestXPro — akt npegocraBieHus
npaB Ne [T168538 ot 01.10.2013

Google Chrome — Uutepuet-6pay3ep. Coboauoe I10 // 6eccpouro

Opera — UnTtepuer-6paysep. Crobonnoe I10 // 6eccpouno

AdobeAcrobatReader DC — IIporpamma npocmortpa (aiiios B popmare PDF CroboHOe
10O // 6eccpouno

7-ZIP — apxuBarop. CBoboanoe I10 // 6eccpouno

3.2. HNudopmanuonHoe odbecrnieyeHue peaau3alu NporpamMmbl
Jnis peanu3anuu mporpamMmbl OMOIMOTEUHBIH (QOHA 00pa3oBaTENbHOM OpraHU3aLUU
JIOJDKEH MMETh MeYaTHbIe W/UIIH 3JIEKTPOHHBIE 00pa3oBaTelbHble U HH(OPMALIMOHHbBIE PECYPCHI
JUI KCIIOJIb30BaHUs B 0Opa3oBatenbHOM mnpouecce. [Ipu popmupoBanuu 6ubanorednoro Gonaa
0o0pa3oBaTeNbHONW OpraHU3alMM BbIOMpPAETCsl HE MEHEe OJHOTO M3JaHUs U3 MEepedHCICHHBIX
HUKE TEYaTHBIX W (MJIM) AJIEKTPOHHBIX M3/aHUNA B KayeCTBE OCHOBHOIO, NPU 3TOM CIIHCOK
MOJKET OBITh IONOJHEH IPYTUMH U31aHUSIMHU.

3.2.1. OcHOBHBIE NTEYaTHbIC U JJICKTPOHHBIC H31aAHUS
1. Kysnenos, B.A., OGecrnieueHre pacCMOTPEHHs CyJJaMH YTOJIOBHBIX, TPAXKAAHCKUX
Jien ¥ el 00 aIMUHHUCTPAaTUBHBIX MIPaBOHApPYLIEHUX : yueOHoe nocobue / B.A. Ky3HenoB. —
Mocksa : KnoPyc, 2022. — 179 ¢. — ISBN 978-5-406-09119-7. https://book.ru/book/942453
2. [TpaBooxpanuTenbHble opranbl : yueOHuk A By30B / H. I'. Croiiko [u ap.] ; nox

penakuueit H. I'. Croiiko, H. II. Kupmnosoit, U. U. JlonepkeHckoi. — 5-e u3a., nepepad. u
nor. — Mocksa : U3natensctBo FOpaiit, 2022. — 601 c. — (Bricmiee o6pazoBanne). — ISBN
978-5-534-11907-7. — TekcT : anexTpoHHBbIN // OOpa3zoBarenbHas miuatdopma HOpaiit [caiit].

— URL.: https://urait.ru/bcode/504276.
3. [TpaBooxpanuTtenbHbie opransl Poccuiickoit denepanuu : yueOHUK A5 By30B / B.
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M. bospos [u np.] ; mox pemaknuenr B. M. bozpoBa. — 4-¢ u3n. — Mocksa : U3mparenbcTBo
FOpaiit, 2022. — 362 c¢. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-14380-5.

4. [TpaBooxpanutensHbie opranbl Poccuiickoit @eneparuu. [Ipaktukym : yueOHOE
nocobue s By3oB / A. B. I'purenko [u ap.] ; mox pemakmueir A. B. I'purenko, O. B.
XumuueBoil. — 3-e u3n., nepepad. u gorn. — Mocksa : M3narensctBo HOpaiit, 2022. — 211 c.
— (Bpicmiee oOpazoBanme). — ISBN 978-5-534-13436-0. — Tekct : 3naeKTpOoHHBIA //
O6pasosarenbHas wiatdopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/489410.

3.2.2. JlonoJIHUTEIbHbIE eYaTHbIE U 3JIEKTPOHHbIE U3IAHUSA

1. HlyBanoBa, H. H. OcHOBBI [enonmpou3BOACTBA : Y4€OHMK M NTPAKTUKYM JIJIs
cpennero npodeccuonansHoro obpasosanmsi / H. H. lllyBamosa, A. 0. MBanoBa ; mox oOmei
penakmueii H. H. [llyBanoBoit. — 3-¢ u3x., mepepad. u gon. — Mocksa : MU3natensctBo HOpaiiT,
2022. — 384 ¢. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-15488-7. — Tekcr :

3JIEKTPOHHBIN / ObpazoBarenbHast mwiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/507981 .
2. Bunkogsa, T. I0. CynoycTpoiicTBO U IpaBOOXPaHUTEIbHBIE OPraHbl : YYEOHUK U

npaktukyMm st By30B / T. FO. Bunkosa, C. A. Hacono, M. A. XoxpskoB. — 3-¢ u31., nmepepao.
u yorn. — Mocksa : M3narensctBo HOpaiit, 2022. — 351 ¢. — (Bsicmiee o6pazoBanue). — ISBN
978-5-534-11575-8. — Texkcr : anexTpoHHEIH // O0pa3oBarenpHas tiargopma KOpaiT [caiir].
— URL: https://urait.ru/bcode/489698.

3. [Tomanenko, E. B. Cyn mpucspkubix : yuebHoe mocodue st By3oB / E. B.
[Tonanenko, E. B. KpacunsuukoBa. — MockBa : M3narensctBo FOpaiit, 2022. — 169 ¢. —
(Beiciee o6paszoBanme). — ISBN 978-5-534-09733-7. — Tekct : »1neKTpoHHBIH //

O6pazoBarenbhas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/494872.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKH.
Me:xkayHapoaHble HOPMATHBHbIE TPABOBbIE AKTHI H IOTOBOPbI:

1. banramopckue TNpPUHLMIBI  TOBENEHUS Ccyned  (00OpeHBl  pe3osrolue
Oxonomuueckoro u CounwmansHoro Coera OOH 2006/23 ot 27 wurons 2006 r.) // CIIC
«Koncynsrantlmoc».

2. KoHBeHIMs NpOTHB Koppymuuu (mpumsta B T. Hero-Mopke 31.10.2003

Pesomrornueit 58/4 na 51 nuenapuom 3acenanuu 58 ceccuu ['enepanbhoit Accam6ien OOH). //
CIIC «Koncynprantlimroc».

3. Hexnaparuss MOT 06 ocHOBOMoJararonux MpUHIMIIAX U TpaBax B cdepe Tpyaa
(KeneBa, 19 wmrons 1998 r.) // Poccmiickas razera. 1998. 16 gexabps. // CIIC
«Koncynprantllirocy.

4. OCHOBHBIC TIPUHIMITEI HE3aBHUCHUMOCTH CYIEOHBIX OpTaHOB, WPUHATHIE Ha
cenpMoM Konrpecce Opranmnzannn O6bveannéHHbIX Hatmii mo npenynpeskaeHn o MpecTymHOCTH
¥ O0pAIIEHUIO C TPaBOHAPYIIUTEIIMH, IPOXOUBILIEM B I. Munane ¢ 26.08.1985 mo 06.09.1985
u onobpennsie Pesomornueit 40/146 I'enepanbhoii accambimen OOH ot 13.12.1985. // CIIC
«Koncynsrantllmoc».

5. EBpomnelickass KOHBEHIMSI O 3aIllWTE MPaB M OCHOBHBIX cBOOOA (3akiroueHa B T.
Pume 04.11.1950) (Bmecte c¢ «lIporoxomom Ne 1» (Ilommucan B 1. Ilapmxke 20.03.1952),
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«IIpotokonom Ne 4 06 oOecrieueHUH HEKOTOPHIX MpPaB M CBOOOJ MOMHMO T€X, KOTOPBIE YXKe
BKItoueHbl B KonBeHnuro u nepsbiii [Ipotokon k Hei» ([Toamucan B r. CtpacOypre 16.09.1963),
«[Iporokonom Ne 7» (ITonmucan B 1. CtpacOypre 22.11.1984)) //C3 P®. 2001. No2. Ct. 163.

6. «KoHBeHIHSI 0 TUKBUIAIMH BCeX (HOPM TUCKPUMHUHAIIMHA B OTHOIICHUY JKCHIIITHY
(Baxmouena 18.12.1979) Bceobmas apexnmapanusi npaB yenoBeka 1948 1. Ilpunara u
npoBo3riamieHa reaepanbHoit Accambiieeir OOH 10 nexadpst 1948 1. / COOpHUK TOKYMEHTOB.
M.: HOPMA-UH®PA-M. 1998.

7. BceoOmas aexnapamus mpaB denoBeka 1948 r. IlpuHATa M mpoBo3riiamieHa
renepanbHor Accam6Oieeit OOH 10 nekabpst 1948 r. // CIIC «KoncynbrantlLimrocy.

HopmaTuBHbie npaBoBbie akThl Poccuiickoii ®egepaumuu, aKTbl MUHHCTEPCTB H
B€/JIOMCTB, BBICIIHX Cy/1e0HbIX OPraHOB, MATEPHUAJIbI CY/1e0HOI NPAKTUKN:

1. Koncrurynus Poccuiickoii ®@enepanmu (IpuHATa BCEHAPOIHBIM T'OJIOCOBAHUEM
12.12.1993 r.). Poccuiickas razera, 25 nexabpst 1993 r. Jlro6oe n3nanue ¢ 4 urons 2020 r. //
CIIC «Koncynprantliroc».

2. ®enepalibHbIl KOHCTUTYIMOHHBINA 3akoH OT 14 ¢deBpans 2011 r. Ne 1-OK3 «O
cynax obmei ropucaukmumn» // C3 P®. 2011. Ne 7. Ct.298.

3. ®denepanbHbIi KOHCTUTYIIMOHHBIA 3aK0H OT 31 mexabpst 1996 r. Ne 1-OK3 «O
cynebnoi cucreme Poccuiickoit @enepanun» // C3 PO. 1997. Ne 1. Cr.1.

4. ®enepalibHbIl KOHCTUTYLIMOHHBINA 3akoH oT 28 ampens 1995 r. Ne 1-©K3 «O06
apOuTpaxkHbix cynax B Poccuiickoit @eneparun» // C3 PD. 1995. Ne 18. C1.15809.

S. Oenepanbubiii 3ak0oH 0T 18.04.2018 Ne 76-®3 «O BHeceHUM HW3MEHEHUW B

OTZAEJbHBIC 3aKOHOAATENbHbIE aKThl Poccuiickoit denepanyiu B CBSI3M C COBEPIICHCTBOBAHUEM
IIPAaBOBOTO PETYIUPOBAHUS B cepe OPraHU3alMOHHOTO 00ECIeUeHUs ACITEeITbHOCTH MHUPOBBIX
cyneit»// CIIC «Koncynbrantllrocy.

6. Oenepanbubiii 3akoH 0T 23.06.2016 Ne 220-®3 «O BHeceHWH H3MEHEHHI B
OTJeNbHBIE 3aKOHOJAATeNbHBle akThl Poccuiickoit ®Pexepaunu B YacTH TNPUMEHEHUS
AIIEKTPOHHBIX JOKYMEHTOB B JIESTETLHOCTH OPTaHOB CY/I€OHOM BIIACTH.

7. ®enepanbubiil 3akoH 0T 02 Mas 2006 1. Ne 59-®3 «O nopsinke pacCMOTpPEHMS
oOpatuenuit rpaxaan Poccuiickoit @enepauun» // C3 PO. 2006. Ne 19. Cr. 2060.

8. ®enepanbubiii 3akoH oT 27 wutona 2004 r. Ne 79-03 «O rocyaapcTBEeHHOM
rpaxaaHckoi ciyx0e Poccuiickoit @enepanun» // C3 PO. 2004. Ne 31. Cr. 3215.

9. ®enepanbHblil 3akoH 0T 17 nexadps 1998 r. Nell8-d3 «O MHUPOBBIX CyIbsX B
Poccuiickoit deneparum» // C3 PO. 199. Ne 51. Ct1.6270.

10. ®enepanbHblif 3akoH 0T 08 sHBapst 1998 r. Ne 7-03 «O CyneOHoM fenapTaMeHTe
npu Bepxosaom Cyne Poccuiickoit @eneparuny // C3 PO. 1998. Ne 2. Cr. 223.

11. ®enepanbhblil 3akoH 0T 21.07.1997 Ne 118-®3 «O6 opraHax NpUHYIUTEIHLHOIO

ucniomHeHus: Poccuiickoit @enepanuny // C3 PD. 1997. Ne 30. Ct. 3590.

12. Vka3 Ilpesunenra P® ot 16.08.2021 Ne 478 «O HaumonanbHOM I1aHE
npotuBojelicTBug koppynuuun Ha 2021 - 2024 rone» // OduuuanbHbli UHTEpHET-TIOPTAI
npaBoBoi uHGopmanuu http://pravo.gov.ru, 16.08.2021 // C3 P®. 23.08.2021. Ne 34. Cr. 6170.

13. Vka3 IIpesunenta PO ot 21.02.2019 Ne 68 «O mpodeccnoHalbHOM pPa3BUTHH
rOCyJapCTBEHHBIX IMPaXIaHCKUX cinyxammx Poccuiickoit @eneparun» (Bmecte ¢ «llomoxennem
0 TOPSAIKE OCYILECTBICHHUS MPO(ECCHOHAIBHOIO Pa3BUTHS TOCYIAapCTBEHHBIX TIPaXKAAHCKUX
cinyxkamux Poccuiickoit  ®@eneparun») //  OduuuanbHbIi  MHTEPHET-TIOPTAl  MPAaBOBOU
uHpopmanuu http:// www.pravo.gov.ru. 21.02.2019. C3 P®. 25.02.2019. Ne 8. Cr. 765.

14. Vka3 Ilpesumenta P® or 01.03.2017 Ne 96 (pem. ot 06.10.2020) «O6
yrBepkaeHnu [lonoxkeHnus o KaapoBoM pe3epBe (eaepalbHOTO0 TOCYAapCTBEHHOTO OpraHay//
OdunuansHbI HHTEPHET-TIOPTAN MpaBoBOi nHGopManuu http://www.pravo.gov.ru. 02.03.2017.
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// C3 P®. 06.03.2017. Ne 10, Cr. 1473.

15. Vka3 [Ipesuaentra PO ot 16.01.2017 Ne 16 «O kBanuduUKamOHHBIX TPEOOBAHUIX
K CTaXy TOCYJapCTBEHHOM Tpa)kIaHCKOW CIYyXObl MM CTaXy pabOTHl MO CHENUAIbHOCTH,
HAIPAaBJICHUIO MOATOTOBKH, KOTOPBIM HEOOXOIUM Ui 3aMellleHusl TOJLKHOCTEH denepanbHOR
TOCYJapCTBEHHON Tpa)XIaHCKOW CiykOb» // OdQuuuanbHbli MHTEPHET-TIOPTAJ IPABOBOM
uHpopmanuu http:// www.pravo.gov.ru. 16.01.2017., C3 P®. 23.01.2017. Ne 4. Cr. 640.

16. Vka3 IIpesunenta Poccuiickoit deneparuu ot 31 nekadbps 2005 r. Ne 1574 (pen.
ot 24.10.2022) «O peectpe MOMKHOCTEH (emepaabHOl TOCYIapCTBEHHONW TIPaKIaHCKOU
ciyx0b1» // C3 PD. 2006. Ne 1. Cr. 118.

17. VYka3ssl [Ipesuaenta Poccuiickoit @enepanuu ot 1 depans 2005 r.:

- Ne 110 (pen. ot 31.12.2020) «O npoBeeHUH aTTECTAIMU TPAXKAAHCKUX ciaykauux Pdy
// C3 P®. 2005. Ne 6. Cr. 437;

- Ne 111 «O mopsinke cnaud KBaJHM(HUKAIMOHHOTO 5K3aMEHA TOCYAapCTBEHHBIMHU
rpaXXTaHCKUMHU clTy>KauMu P® 1 olleHKH UX 3HaHUH, HABBIKOB U yMEHUH (MpodeCCHOHaTbHOTO
ypoBH:)» // C3 PD. 2005. Ne 6 Cr. 438;

- Ne 112 «O koHKypce Ha 3aMellleHHE BAaKAHTHOW JIOJKHOCTU TOCYAAapCTBEHHOTO
rpaxaaHckoro ciyxamiero POy // C3 PO. 2005. Ne 6. Cr. 439;

- No 113 (pen. ot 14.02.2023) «O nmopsiike IPUCBOEHUS U COXPAHEHUS KJIACCHBIX YMHOB
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4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHUA

IMPOPECCHUOHAJIBHOI'O MOJAYJIA

MeToabl OLIEeHKH

Koa IIK n OK,
(opMHpyeMBbIX B paMKax Kpurtepuu oueHku
MOy

[IK 3.1. Pemenune mnpakTHUEeCKMX CHUTyallMd IO
npUEMY, PETUCTpAlMM U YUYETY JBUXKEHUS
KOPPECTIOHICHIINH U JIeII.

Pemenne  mpakThyeckux — 3amad 1o
o opMIICHHUIO CyIeOHBIX Te u
MaTepHaloB.
Pewenne PaKTUYECKUX CUTYyalui
oOpareHus Cy1eOHBIX aKTOB K
VCTIOJTHEHUIO.

K 3.2. JlemoHcTpanus paboTel C HOPMATHUBHO-
MPAaBOBBIMU  aKTaMH, ONPEACISIONIMMU
NOPSAAOK  XpaHEHHs  JOKYMEHTOB U
CyAeOHBIX JIeJI B apXUBE Cy/a.

Pemienne mnpakTUYEeCKUX CUTyallMid IO
MOJITOTOBKE CYIE€OHBIX JIeN U TOKYMEHTOB
JUIs TIepe/iayy B apXUB CyJia.

[1K 3.3. Pemenune  mpakTHueckux — 3amad 1o
COCTABJICHUIO CIYXKEOHBIX JOKYMEHTOB
cyza.

1K 3.4. Pemenune mnpakTHUECKMX CHUTyallM IO
npuémy oOpalieHni, MOCTYNAOIUX B CY/.

1K 3.5. JleMOHCTpalusl HaBBIKOB pabOTHI 110
00pallleHUIO K UCIIOJIHEHUIO CYIeOHBIX
aKTOB.

OK 01. 00O0CHOBAaHHOCTb ITOCTaHOBKH eI,
BbIOOpa W TNPUMEHEHUS METOJOB M
CIOCO0OB pemeHus MpodecCHOHATBHBIX
3ajau

OK 02. - HCIONB30BaTh OPHUIHATHHBIE HCTOUHUKH

OITyOJIMKOBaHUSI HOPMAaTHBHO-TIPABOBBIX
U HOPMAaTHBHBIX AaKTOB, CIPaBOYHO-
MIPAaBOBBIE CHCTEMBI
OK 05. - IPaMOTHOCTh YCTHOM M NHChMEHHOM
peuu;
- SICHOCTb (DOPMYTUPOBAHUS U H3JI0KEHUS
MBICJICH;
- MPOSIBJICHHE BBIJEPKKH B Tpoliecce
OOIIEeHUSI.
OK 09. HCIIOJIb30BAHUS

- MPaBWIBHOCTH
npodeccHoHaNTbEHON TePMUHOJIOTHHY;

- 4€TKOCTh (HOPMYIHUPOBOK.

Ouenka
BBIIIOJIHEHUS
PaKTUYECKUX
pabor.
TectupoBanue.
OueHka 3aJaHui
IIPOMEKYTOUYHON
aTTECTaIUH.
Ouenka
pe3yIbTaToOB
MIPOXOKICHUS
yueOHOU u
IIPOU3BOACTBEHHOMN
MPaKTHUK.

37



