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1. OBIIASI XAPAKTEPUCTUKA TIPUMEPHOM PABOYEH ITPOI'PAMMBbI
MNPO®ECCHUOHAJIBHOI'O MOAYJIAA
«IIM.03 Opranu3anuOHHO-TeXHHUYECKOe o0ecriedyeHue padoThl Cy/10B)

1.1. Heab 1 niIaHupyeMble pe3yJbTaThl 0CBOCHUS NMPO(PecCHOHATBLHOT0 MOIYJIs

B pesynbraTe n3ydeHus mpoPecCHOHATBHOTO MOIYJsS O0ydYaroUIuXcs JOHKEH OCBOUTH
OCHOBHOU BHJ JEATEILHOCTH «OPTaHU3alMOHHO-TEXHUYECKOe oOecreueHue paboThl CyHIOB»
U COOTBETCTBYIOIIME €My oOIue KoMIeTeHIuu u mpodeccronanbupie komnereHnuu: OK 01,
OK 02, OK 05, OK 09, IIK 3.1, I1K 3.2, IIK 3.3, IIK 3.4, [IK 3.5

1.1.1. ITepeyenn 00X KOMIETEHITUI

Koxa HaunMeHoBaHHe 001X KOMIIETEHIIUA

OK 01. BreiOupats crocoObl  pemieHHs 3amad  MpodecCHOHAIBLHON  AESITeTbHOCTH
IMPUMCHHUTCIIbHO K pa3JIMYHbIM KOHTCKCTaM

OK 02. Hcnonp30BaTh COBpEMEHHBIE CpEICTBA IMOHMCKA, aHalW3a U WHTEpIpeTaluu
uHpopManui, U HUHPOPMAIIMOHHBIE TEXHOJOTMM JJIsS BBINOJHEHUS 3a7ad
poecCHOHANBHOM NesTeNbHOCTH

OK 05. OcCy1IecTBISITh YCTHYIO M TUCBMEHHYI0O KOMMYHHUKAILIMIO HA TOCYAApPCTBEHHOM
sa3pike  Poccuiickoit @Pepepannu ¢ y4€TOM OCOOCHHOCTEH COLMAIBHOTO U
KyJIbTYPHOI'O KOHTEKCTa

OK 09. [Tonmb30BaTbess TPOGECCHOHATBHONW JOKYMEHTAIIMEeH Ha TOCYJAapCTBEHHOM U
WHOCTPaHHOM SI3bIKaX

1.1.2. Ilepeyenn nmpodecCHOHATIBHBIX KOMIETEHITUN

Koxn HanmeHoBaHHMe BUAOB AeITEJbHOCTH M NIPOGeCCHOHAIBHBIX KOMIIETEHIIUI

BJ/I 03 Oprann3annoHHO-TeXHHYeCKoe ofecneyeHne padoTsl CyJ10B

IK 3.1. OcymiecTBIISTh BECHUE CY1e0HOTO ACIOMPOU3BOICTRA.

MK 3.2. | OcymecTBIsATh ASHCTBHS 110 MIAHWPOBAHUIO U PeaTH3alMi MEPONPUATHIA IO
o0ecrieueHno paboThl apXuBa Cy/a.

IK 3.3. CocTaBisTh MPOEKTHI NPOLIECCYATbHBIX U CIYKEOHBIX JOKYMEHTOB CyJa

IK 3.4. OcymiecTBIATh paboTy ¢ 00paIIeHUSIMU TPAKIAaH U OpTraHU3aAINI

IIK 3.5. OcyiecTBiaTh paboTy MO pErucTpaluy, yueTy U TEXHUYECKOMY 0OPMIICHUIO
VCTIOJTHUTENBHBIX JIOKYMEHTOB 10 CYZCOHBIM JIeTIaM.

1.1.3. B pe3ynbTaTe ocBOCHHS MPOPECCHOHATBHOTO MOl 00 yUaIOIUICS TOJKEH:

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

Benenus npuéma KOppeCTIOHACHITUH U JET B COOTBETCTBUU C HHCTPYKIHSIMA
10 CyZeOHOMY JIEIIOTIPOU3BOJICTBY.

OcymiecTBICHUST MEPOTIPUATHIA TIO TIOJTOTOBKE CYJAEOHBIX JIEN K
pazOupaTeNbCTRY.

[ToaroToBkH, BeIJa4M M HAIPaBJIEHUs KOMHHA CyeOHBIX aKTOB M TJOKYMEHTOB
U3 CyJIeOHBIX JIe.

[ToaroToBkH cyneOHBIX aKTOB K ONMYyOJIMKOBAHUIO Ha caiiTe cyna.
ObpareHust cy1eOHbIX aKTOB K UCIIOJTHEHUIO.

OcymecTBiaeHus: paboThI ¢ CyIeOHBIMH JieTIaMi, HapSJaMu B JOKyMEHTaMH




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

YMmeThb

Bectu npuém rpaxkian, KOppeCIOHAEHIIUN U J€JI B COOTBETCTBUH C
HOPMATHUBHBIMH aKTaMH.

OcyniecTBiIsATh padoTy Mo MpUEMY 0OpaIeHHH, TOCTYMAIONINX B CYl B
AJIEKTPOHHOM BUJIC.

OcCymIeCTBIATh PETUCTPALNIO, YIET ABIKEHHSI, 0POpPMIICHHE CYACOHBIX JEII.
OcCymiecTBIATh U3BEUICHNE YYaCTHUKOB Cy/I€OHOT0 pa3oupaTeabCTBa.
OcymecTBisTh 0OpMIICHUE, HATTPABJICHNE U BBIJAYY KOMHH CyIeOHBIX aKTOB
U JIOKYMEHTOB U3 Cy/IeOHBIX JIETI.

OcymecTBISTh 00OpamieHne Cy1IeOHBIX aKTOB K HCIIOJTHCHUIO.
OCYHIGCTBHﬂTB IMOATOTOBKY TCKCTOB CYI[€6HI)IX AKTOB K PasMCIICHHUIO HAa
caiiTe cy/a B CETH HHTCPHET.

OcyniecTBiIsTh padoTy ¢ CyJAcOHBIMU JIeJIAMU U IOKyMEHTAMH,
nepe1aBaeMbIMU Ha apXUBHOE XPAHCHUE M HAXOISAIIMMUCS B apXHBE Cy/Ia.
CocTaBisTh CiIy)KeOHbBIE IOKYMEHTBI CY/Ia.

OcymmecTBIATh paboTy MO OOPANICHHUIO K UCTIOTHEHHIO CYICOHBIX aKTOB.

3HaTh

CopeprxaHue MPaBOBBIX aKTOB, PETYIUPYIONIUX BOIIPOCHI CYI0YCTPOUCTBA U
CYJOIPOU3BO/ICTBA.

[TpaBoBbIE aKThI MO Cy1€0HOMY JAETONPOU3BOICTRY.
HopMmaTuBHO-MeTOAMYECKHE JOKYMEHTHI IO 00€CIIeYeHHI0 paboThI Cyaa.
Knaccudukanuio cayxeOHbIX JOKYMEHTOB B TpeOOBaHUs, K HUM
npenbsiBisiembie B cooTBeTCTBUU ¢ ['OCT 1 mpaBOBBIMU aKTaMHU.
HupopMalinoHHO-KOMMYHHUKAIIHOHHBIE CUCTEMBI B Cy/I€OHON AESITENEHOCTH.
OCHOBBI OXpaHbI TPYy/Jla U TEXHUKUA O€30MaCHOCTH.

CucreMy 10KyMEHTOOOOpOTA B CYyJIE.

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

OO0m1re BOmpoCkl OpraHu3aIuy paboThl Cy/ia: OCHOBHBIEC HANPaBICHUS
NEeSTENIbHOCTH CTPYKTYPHBIX MOAPA3ICICHUN Cy1a, 00eCTIeYnBAOIIUX
CYJIOTIPOM3BOICTBO; IIPaBHIIa IOBEIEHUsI paOOTHHUKOB armapara cy/a;
JOJKHOCTHBIE PETJIAMEHTHI paOOTHUKOB armapara cy/a; IpaBuiia
BHYTPEHHETO pacropsaka cyaa  T.11.

[Topsimok y4éTa MOCTYMUBIINX B CyJl OOpaIeHni, TOKYMEHTOB U JIe ’
PETUCTpAIMH CYICOHBIX JIEN, TPUHSATHIX K IPOU3BOJICTBY.

Opranu3anuio 1 BeJeHUE CyIe0HOTO0 JISITONPON3BOJICTBA HA CTANH
MOJITOTOBKH JIeJIa K Cy/IeOHOMY pa3OupaTebCTBY: HAITPABICHUE U3BEIICHUN
BBI30BOB, 0OpMIICHHE Cy1eOHBIX JIeT.

Opranuzaiuio 1 IopsI0K BeIeHUs CyIeOHOTO 3aceJaHusl U BeJICHUE
MIPOTOKOJIA CYZeOHOTO 3aceqaHMsl.

[Topsimox oopmiieHust CyIeOHBIX e B IEPHO/] U MOCIIe UX PACCMOTPEHHUSL:
BbIJIaya U HaIlpaBJIeHWE KONUI CyeOHBIX aKTOB U JOKYMEHTOB; IOPSIOK
03HAKOMJICHHUS C MaTepualaMy JieJia; HalpaBlieHue CyJeOHbIX Jel B
BBIIIECTOSIIINE MHCTAHIIUHU C aeJUISIIUHOHHBIMH, KaCCAllMOHHBIMU U
HAJ30PHBIMHU Kano0aMH, YaCTHBIMH Kajo00amHu.




[Topsimok oOpaleHus: K UCTIOIHEHUIO IPUTOBOPOB, PEIICHU, ONpeieIeHU 1
IOCTaHOBJICHUH Cya.

[Topsi10K TOATOTOBKYU U Nepeaadn CyAeOHBIX JIE)I U TOKyMEHTOB K Ilepeaaye B
apXHuB Cyza.

[Topsinok obecnieyenus ocTyna K HH(GOPMALMU O AESITEIbHOCTH CYIOB:
HOJTrOTOBKY Cy/I€OHBIX aKTOB K pa3MeEIlEHUI0 Ha OQULIMAIBHOM CaliTe Cy/a B
UH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHON CETH UHTEPHET.

[Topsinok ocyiecTBICHUsI KOHTPOJIS CY1€0HOr0 1€0IPOU3BOICTBA U
KOHTPOJIb UCIIOTHEHHUS: 1IeTTU U 3314, CyOBEKTHl KOHTPOJIS U MX
IIOJIHOMOYHS.

1.2. KoainuecTBO 4YacoB, OTBOAMMOC HA 0CBOCHHUC l'IpO(l)eCCI/IOHaJIBHOFO MOAyJIsd

Bcero gacos — 480,
B TOM 4YHCJIe B popMe MpaKTUUECKOU MOATOTOBKH — 288.

W3 Hux Ha ocBoenne MJIK — 291,
B TOM YHCJIC CAaMOCTOsITeIIbHAs paboTa — 48.
MIPAKTUKH, B TOM 4Hclie yacOHas — 36,
MPOU3BOJICTBEHHAs — 144,
[TpomexyTouHas atrectauus — 27.




2. CTPYKTYPA U COAEPKAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA
2.1. CrpykTypa npoecCHOHAIBLHOT0 MORYJISI
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2.2. TemaTn4yeckui IJIaH U coaepxxkanue npodeccuonaabuoro moaysas (IIM)

HaunumenoBanue
pa3jaeiioB U TeM

Conep:xxanue y4ye0OHOro MmaTepuaJa,

O0beM, akaj. 94
/ B TOM 4HCJIE B

npogdeccuoHaIbLHOr0 dopme
JadopaTopHbie padoThl U NPAKTHYECKHE 3aHATHS, CAMOCTOSITe/IbHAs ydyeOHas1 padoTa .
moayJsa (ITM), NMPaKTHYEeCKOMH
00y4yarIuxcsi, KypcoBasi padora (MpoekT) (eciu npedycmompenvt)
MEeKIUCHUTITHHAPHBI NOATOTOBKH,
x kypcoB (M/IK) akaj. 4.
1 2 3
Paznen 1. MAK. 03.01. CynedHoe 1e10poU3BOACTBO 102
Tema 1.1. Conep:xkanue
CyneoHoe 1. TlonsiTHe u BUIBI CyIe€OHOTO EIOMPOU3BOICTBA.
J1€eJ0NPOU3BOACTBO: 2. 3ajayu ¥ NPUHIUIBI Cy1eOHOTO JEIONPOU3BOICTBA.
o01He MosI0KeH s 3. CyOBeKTsl Cy1e0HOr0 JeJI0IpOU3BO/ICTBA. 1
4. IlpaBoBoe peryiaupoBaHHUE JI€JIO0NPOU3BOJICTBA B CY/IE.
5. Craauu cyne6HOro JeI0MpOr3BOJICTRA.
6. Hcropus pa3Butus cyaeOHOTO AeIONPOU3BOACTBA.
B ToM unciie B popMe NpPaKTHYECKON OATOTOBKHU 2

1. AHanu3 MHCTPYKIMiI 0 CyZIeOHOMY J€I0NPOU3BOCTBY CY/I0B PA3IMYHBIX CYJAEOHBIX 3BEHBEB.

OK3 u @3,
a Takke

2. TlogOop TIpaBOBBIX aKTOB, PETYIUPYIONIMX CyIeOHOE JIEJIOMPOU3BOJICTBO:
pacnopsbkeHuss u ykasel lIpesupenta PP, nocranosnenus IIpaButenscrBa PO,
MUHUCTEPCTB U BEJOMCTB, BEIOMCTBEHHbIE HOPMAaTUBHBIE aKTHI B 00JIACTH:

- OCYIIECTBIICHUS PaOOTHI C 3asBICHUAMH, XKanobamu, 0OpalieHusIMU TpaxaaH U OpraHU3aIHii;

- BeJIeHHsI puéma B CyJE;

- OCYIIECTBIICHUS BEeJICHUS CYAeOHOI CTaTUCTUKU HAa OYMaKHBIX HOCUTENSX U B AJIEKTPOHHOM BUJIE;

- OCYIIECTBJICHHMS TpuUEéMa, PETHCTpAllUM, y4€Ta W XpaHEHUS CyAeOHBIX e, JOKYMEHTOB U

BEIIIECTBEHHBIX JIOKA3aTEIbCTB;

- OCYULIECTBIIEHUS 0OPMIICHHUSI JIe)l, HA3HAYEHHBIX K CyIe0HOMY pa30oupaTesbCTBY;

- OCYIIECTBJICHHUS U3BEILIEHUS JIULI, yYaCTBYIOIIUX B CyA€OHOM pa30upaTeabCTBeE;




- OCYHICCTBJICHUA PpCrucTpanuu, yqéTa U TEXHUYECCKOI'O O(i)OpMJIeHI/ISI HCIIOJHUTCIIBbHBIX JOKYMCHTOB I10
CyZIeOHBIM JIeTIaM.

Tema 1.2.
IMousiTne v BUABI

Conep:xanue

1. Wudopmanus: noHsATHE, BUABI, HOCUTEIH.

JTOKYMEHTOB, 2. TloHsTHE TOKyMEHTA.
TpeOOBaHUsl, K HUM 3. Buibl JOKYMEHTOB.
npeabsBIseMbIe. 4. JIOKYMEHT B 3JIEKTPOHHOM BHJIE: SJICKTPOHHBIM JOKYMEHT U 3JICKTPOHHBINH 00pa3 JOKYMEHTa
Jl0OKYMeHTO00G0poT 5. TpeboBanus, mpeabsiBisieMble K 0)OPMIICHUIO JOKYMEHTOB CyJIa.
(3AeKTPOHHBIIE 6. JlokyMeHTOO0OOpOT U 3JIEKTPOHHBIN JOKYMEHTOOOOPOT B Cy/ie: MOHATHE, 3a7a4i U (PYHKIIHH.
7. VHdopmMaimiOHHO-KOMMYHHUKAlIMOHHbBIE CUCTEMBI B CYI€OHOM 1€ TENbHOCTH.
JOKYMEHT0000pOoT)
8. Cucrema 'AC «IIpaBocyauey: NOHITHE, 3a/1a41, OCHOBHBIE IOJICUCTEMBI.
B ToM unciie B (popMe NpakTHYECKON MOATOTOBKHU
1. CocraBienue JOKYMEHTOB CyJla HA OyMa)KHOM HOCHUTEJE: 3alpOChl, COIPOBOIUTENBHbBIE TUCbMA U
np.
2. WzroroBneHue IEKTPOHHBIX JOKYMEHTOB H MEPEBOJI JOKYMEHTOB B JIEKTPOHHBIN BU/I.
3. Benenue 10kyMeHTOOO0POTA B Cy/I€ MOCPEACTBOM 3aIl0JIHEHUS YCTAHOBIECHHBIX (hOpM.
Tema 1.3 Conep:xkanue

O0mme BOnpocsl
OpraHu3anuu padéorsl
cyaa no cyaedoHomy
J1eJI0TPOU3BO/ICTBY

1. PykoBOJCTBO /1€ATENBHOCTHIO annapara cyJa no cyeoOHOMY JI€JI0POU3BOJICTBY.

2. OCHOBHBIE HAaIlpaBIICHU JEATEIBHOCTH CTPYKTYPHBIX TMOJpa3/esIeHHI armapara CyI0B 10
CyZeOHOMY JIeJIONPOU3BOJICTBY.

3. Benenne HOMEHKJIATYPHI 1€l CyAa.

4. CnyxebOHble 0053aHHOCTH PaOOTHUKOB ammapaTa cyJa Mo CyAeOHOMY JAeJONpPOU3BO/ICTBY:
MIPABOBOE PETYIMPOBAHNE, ITOCIIEICTBUS HAPYIICHHUSI.

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1. CocraBieHue JIOKaJIBHBIX AaKTOB CyZAa: JOJDKHOCTHBIX PpErjJaMEHTOB CHENMalIncTa CyAa,
cekperaps CyJaeOHOro 3aceaHus U T.NI.; HA OCHOBAHUHU THUIIOBOW ()OPMBI COCTaBJIEHUE MPaBUII
BHYTPEHHETO paclopsaka cyaa, Jp.

2. Ha ocHoBanuu mosio>xeHuil 00 anmapare QenepaibHbIX Cy10B OOIIel IOPUCAUKINY U anmnapaTe
apOUTpaXHBIX Cyl0B, yTBepKAEHHbIX CyneOHbIM nenapramenToMm npu BepxoBHom Cyne PO,
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COCTaBJIIGHHME TIpUKa3a TpeAcedareis CyAa O paclpeieieHud OOsS3aHHOCTEH MEXTy
paboOTHHKAMU arrapara cyja.

3. Pacmpenenenue cimyXeOHBIX JOKYMEHTOB CyJa M WHBIX HEMPOLECCYAIbHBIX JOKYMEHTOB IO
HapsJaM HOMEHKJIATypel Jiel cyAa (KagpoBble, OpPraHU3alMOHHO-PACIOpAIUTEIbHbIE,
(buHaHCOBBIE, IEPENUCKA C PA3INYHBIMU OpPraHaMu U IIp.).
Tema 1.4. Copnepxanue
IIpuém rpaxxaan, 1. Bepenue mpuéma mocetuTenei cyna: npuéM oOpanieHnid, 03HaKOMJICHHE C MaTepHajiaMH Jeja,
KOpPpeCHOHIeHIINH U BbIJ]a4a KOIIMM TOKYMEHTOB.
aet. Yuér 2. Tlopsnok npuéma BXonsiied KOppeCOHICHIIMU U JIeJT: 00IIHe TOJI0KEHHUS.
MOCTYIIMBIIUX B CyJ{ 3. YVuér u peructpanys YrojIOBHBIX, TpaXJIaHCKHX W aJIMHUHMCTPATUBHBIX J€I, JCJ 00
o0pameHui, aIMUHUCTPATUBHBIX [IPABOHAPYILLICHUIX.
AOKYMCHTOB M JI€JI. 4. IlpuéM m yué€T BELIECTBEHHBIX JI0KA3aTEIbCTB, MOCTYMUBIIUX B CYJ BMECTE C JI€JIOM HWIIHU
Perucrpanus HNPUOOIIEHHBIX CYIOM.

cyae0HBbIX e,
NPUHSITHIX K
NPOU3BOACTBY

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1. OtpaboTka anropurma AeHCTBHI pabOTHHKA MPUEMHON cyna MO MpUEMY OOpalleHuil 1 MHBIX
JIOKYMEHTOB.

2. OtpaboTka anropuT™Ma JAeWCTBUI pabOTHHMKAa MNPUEMHON Cyna 1O O3HAKOMJIEHHIO C
MaTepuaiaMH U Cy/1eOHBIMU JeJIaMu.

3. OtpaboTka anropuTMa JeWcTBHN pabOTHUKA TNPUEMHONW Cyda IO BbAaYe KOMUH
MPOLIECCYaIbHBIX TOKYMEHTOB U UHBIX IOKYMEHTOB U3 CYJ€OHBIX JIE.

4. OcymectBieHre paboTel MO0 NpUEMY KOpPpeCcHOHJeHUMH (oOpalleHuid, 3asBIICHHH,
JIOKYMEHTOB), IOCTYIUBIIMX I10 I1OYTE.

5. VYuér u peructpanus oOpalieHuil U 3asgBICHUNA, MOCTYIHUBIIUX B CyJl IOCPEICTBOM MOYTOBOTO
OTIIPABJICHUS U HAPOYHBIM.

6. Tlopsmok y4éra BEIIECTBEHHBIX MOKA3aTeIbCTB NP IMOCTYIUICHUH B CY[ M MIPH TOCTYIUICHUH B

KaMCpPy XpaHCHUA BCUICCTBCHHBIX TOKA3aTCIbCTB.
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7. Benenue paboTsl o mpuémy oOpaleHnid, TOCTYHAIOIIUX B Cy/l B 3JICKTPOHHOM BH/IE.

8. OcymiecTBiIeHUE PETHCTPALNU CYACOHBIX Jell, MPUHATHIX K MPOU3BOJCTBY Cyla Ha OyMa)KHOM
Hocurene U ¢ ucnoaszoBanueM [IC I'AC «IIpaBocynue».

Tema 1.5
Opranuszanus u
BeJleHue Cy1e0HOoro
J1eJ0NPOU3BOACTBA HA
CTA/INU MOATOTOBKHU
Aesa K cyieOHOMY
pa30upaTeibCTBY

Conep:kanue

1. TlomHomouusi cekpeTapsi CyneOHOTO 3acelaHHs Ha CTaauW IMOATOTOBKH Jejla K CyaeOHOMY
pazOupaTeNnbCTBY.

2. TlonHOMOYMS MOMOITHUKA CYJBH HA CTAIAMH IMOATOTOBKH Jiea K Cy1e0HOMY pa30upaTeIbCTBY.

3. CyneOHbIe U3BEIICHUS U BBI3OBHI.

4. OdopmieHue aen Ha CTaIuu MOATOTOBKHU K CyJeOHOMY pa30upaTeIbCTBY.

B ToM unciie B (popMe NpakTHYECKON MOATOTOBKHU

1. HampaBnenue nuiiaM, y4yacTBYIOIIUM B Jielie, CyJeOHBIX M3BEIICHUN U BBHI30BOB, KOMUMN
JIOKYMEHTOB.

2. OdopmieHue TOKYMEHTOB, HANPABIISIEMBIX NPH MPUMEHEHUH CYIOM 00€CIeUNTEIbHBIX
Mep (MCTIONHUTENBHBIC JIMCTHI, KOIMU OINpeNeleHud W mocraHoBieHui). OdopmieHue u
HarpasiieHue cy1eOHbIX nopydeHuil. CocTaBiieHUE CONPOBOAUTENbHBIX IIMCEM, 3alIPOCOB.

3. Odopmienue cyneOHbIX Aen (pacmojioKeHHWE IOKYMEHTOB, MPOIIMBKA M HyMeEpalus
JTUCTOB, odopmieHHe OOJOXKKH, cocTaBieHue omucu). OdopmieHHe CIpaBOYHOTO JHUCTA TO
JeIy.

Tema 1.6
Opranuszanus
cyaeOHOro 3ace aHusA
U BejleHHe MPOTOK0JIa
cy1e0HOro 3aceaHus

Conep:xanue

1. Opranuzamust npoBeqeHus CyneOHOTo 3aceqanus. Vcnonb3oBaHne TEXHUYECKUX CPENICTB MPH
IIPOTOKOJIMPOBAHNH XOJa Cy/1Ie0HOr0 3ace/laHusl, BEACHUS ayIM03aluCcH CyJeOHOr0 3aceaHusl.

2. HOpHI[OK BCACHUA U COCTABJICHUS IIPOTOKOJIA Cy,He6HOl"O 3accaaHusd.

3. Tlopsaok 03HaKOMIIEHHUSI C MIPOTOKOJIOM M ayJHO3alHChi0 CyJeOHOTO 3ace/laHusl U BbIAAYU UX
KOITHIA.

B ToM unciie B popMe NpakTUYECKO MOATOTOBKHU

1. CocraBieHue anropuTMa JEWCTBHH CeKpeTapsi CyaeOHOro 3acelaHds IO TIOJTOTOBKE 3ajia
CyIeOHOT0 3aceJaHus K CIYIIAHUIO JIeNia C UCTIOJIb30BaHUEM TEXHUYECKUX CPEJICTB.

2. IlpoBepka sBKM YYaCTHMKOB CyHeOHOro pa3OuparenbcTBa I10 YrOJOBHBIM, Tpa)KIaHCKUM,
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AIMUHUCTPATUBHBIM U ap61/ITpa)KHBIM AcliaM: JOKYMCHTAJIbHBIC IHOATBCPIKACHHUA HAIJICKAIICTO

U3BEIICHUS YIaCTHUKOB Cy/1IeOHOTO pa30npaTenbCTBa.

3. OO6mue TpeboBaHus, MPEABSBISIEMbIC K COACPKAHUIO MPOTOKONIA CyaeOHoro 3acenanwus. [lopsmok

BCACHUA U U3IOTOBJICHUSA IIPOTOKOJIA cyz[e6Horo 3aCccaaHusl.

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

5. Tlopsiok BeIIaYM KOMUM MPOTOKOJIA M ayAHU03aIMCH Cy1IeOHOTO 3ace1aHmsl.

Tema 1.7

Y4éT 1BUKEHNA
Cy1e0HBbIX J1el.
Odopmienue
cyae0HBIX JIe] nmocJie
HX PaccCMOTPEHHSsI.

Conep:xanue
1. VYuér nBuxeHus cyacOHBIX JEIL.
2. Od¢opmieHue M CpOKH BPYYEHHUS KOMNUN HUTOTOBBIX CYIEOHBIX aKTOB (HE BCTYNMBILUX B
3aKOHHYIO CHITY).
3. OdopmieHne cyneOHbIX Jie B IEPUO] U IIOCTIE UX PACCMOTPEHHUS.
4. OOmue TmpaBWia BCTYIJICHHS CYACOHBIX TIOCTAHOBJICHHWH B 3akoHHYIO cwiry. Crydan

HEMCAJICHHOT'O MCIIOJIHCHHUA CYI[66HI)IX IIOCTaHOBIICHHI.

B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU

1. Tlopsmok y4uéra ABUKEHHS U UTOIOB PACCMOTPEHUS CY/I€OHBIX JIEII.
2. Tlopsnox BpydeHHUs M HalpaBlIeHUs KONHMM CyIeOHBIX aKTOB 10 PAacCMOTPEHHBIM JejaM U
Jienam, IPOM3BOJICTBO IO KOTOPBIM OKOHYEHO (YTOJIOBHBIE, IPaXJaHCKHE, aIMUHUCTPATUBHbIE
Jiena v iena 00 aIMUHUCTPATUBHBIX TPaBOHAPYIIEHUSIX ).
3. Tlopsimok oOpamieHus: K HEeMeIJICHHOMY HCIIOJTHEHHIO TIPOMEKYTOYHBIX U UTOTOBBIX CY/ICOHBIX
aKTOB I10 BCEM BUJaM CYAOIPOU3BO/ICTBA.
4. OdopmieHue cyneOHbIX Jel MOCiIe UX PACCMOTPEHUS.
5. Tlopsinok HanpaBieHUs A€l ¢ aneUIALIHOHHBIMU U KaCCallHOHHBIMU )KaJ00aMHu.
6. Ilopsaok yuéra aen, HanpaBisieMbIX B BBILIECTOSIIUE Cy1€OHbIE MHCTAHIINU.
Tema 1.8 Conep:xanue
IHopsinok oOpameHus 1. Opranuzanus u NopsAOK oOpallleHusl K UCIIOTHEHHUIO CY/1eOHBIX MOCTAaHOBIEHUH, BCTYIHUBIINX
K HCIIOJIHEHHIO B 3aKOHHYIO CHITY.
NPUTOBOPOB, 2. Tlopsnok odopmieHus, BpydyeHHs W HAlpaBJI€HHUs HA UCIOJHEHHWE MCIIOMHUTEIbHBIX JIUCTOB U
peLIeHNH, JPYTUX UCIOJHUTENIBHBIX JOKYMEHTOB cyna (CyleOHbIX TIPUKa30B, IOCTAHOBJICHMIA,
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omnpeaeeHul U
MOCTAHOBJICHUI Cya

onpeeNeHul).

3. OcoOeHHOCTH B3BICKaHUS € (e1epaTbHOrO OI0KETA.

B ToMm unciie B popMe MOATOTOBKH

1. Tlopsinok oOpaiieHus: K HCIIOJHEHUIO TPUTOBOPOB CY/a.

HOpHI[OK O6paH_IeHI/ISI K UCIIOJTHCHHUIO peH_IeHI/Iﬁ 110 I'pa’X1aHCKHUM JCJIaM.

2
3. Tlopsinok oOpameHus K UCIIOTHEHUIO PEHICHUH 110 aIMUHUCTPATUBHBIM JICTaM.
4

[Topsimox oOpareHns K HWCHOJHEHHWIO ITOCTAHOBICHUH IO JeinaM 00 aJIMHUHHUCTPATUBHBIX

MIpaBOHAPYILICHUAX.
5. OdopmieHue HCITOJIHUTEIBHBIX JIOKYMEHTOB 3 (0) YTOJIOBHBIM, TPaKIaHCKHM,
aIMUHHCTPATUBHBIM JIeNla U JieJaM 00 aJMUHUCTPATUBHBIX IPABOHAPYIICHUSIX.
Tema 1.9 Conep:xkanue
IToaroroBka 1. TlpaBuna oopmiieHHs JOKYMEHTOB, IIEPEIaBAEMbIX B apXUB Cy/Ia.

CcyaeOHBIX e U
JOKYMEHTOB K
nepeaaye B apXuB
cyaa

IHopsaaoxk nepexaun
Ccyae0HBIX J1eJ U
JAOKYMEHTOB B apXHB
cyaa

2. TlpaBuna criucanusi CyJeOHBIX JICNT B apXHUB.

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

B ToM unciie B (popMe NpakTHUYECKON MOATOTOBKHU

1. Odopmnenue TOKyMEHTOB U CyACOHBIX Jel Ui Mepelayu B apXUB Cy/a.

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

Tema 1.10
O0ecneuenne qocTyna
K MHGopManuu o
NeATe1bHOCTH Cy10B

Conep:xanue

1. IIpaBoBoe perynupoBaHue AOCTYyMNa K HHYOpPMALIUU O IEATEINBHOCTH CY/OB.

2. HOpHI[OK IIOATOTOBKHU Cy,[[e6HLIX AKTOB K pa3MCIICHUIO Ha caiiTax CYIOB.

3. HOpHI[OK B3aHMOJCHCTBUSA CyAOB CO CpeACTBaMU MacCOBOM I/IH(l)OpMaI_[I/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/BaHI/Iﬂ pa60TBI IO BEACHUIO cyz[e6Horo ACJIOIIPOU3BOJCTBA B 00JIACTHBIX M PaBHBIX UM
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A€J0IMPOU3BOJACTBO B
00JIACTHBIX B PaBHBIX
HM CcyJaax,
ANCJIJIAINHOHHBIX U
KaCcCallMOHHBIX cyaax

cyJax.

2. Opraamzarus pabOTBl TO BEACHUIO CYACOHOTO JCIOMPOU3BOACTBA B ANCIUISIIUOHHBIX H
KaCCAIMOHHBIX Cy/IaX O0IIel FOPUCTUKITIH.

3. Opranuzanusi paboThl MO BEACHHUIO CYAeOHOTO AENONPOM3BOACTBA B apOUTPaKHBIX Cylax
(Brirovast CyJ1 MO MHTEIJIEKTYaJIbHBIM [IpaBam).

o0uIei IOPUCAHKIUHA, | B Tom 4yncie B popMe NPAKTHYECKOI MOATOTOBKH 4
ANC/IHIUOHHBIX U 1. Tlopsmox yuéra Jen, TOCTYNHUBIIMX C aneUIIUOHHBIMU/KACCALIMOHHBIMH KajJo0aMu |
OKPYKHBIX (dbopMHpOBaHKE aNeUIAUOHHBIX/KACCALIMOHHBIX IIPOU3BO/ICTB.
apOMTpaXKHBIX CyaaxX
2. Tlopsimok mpoBeneHus aneuISIHOHHOT0 PACCMOTPEHUS JIea.
Tema 1.12 Conep:xanue 2
Ocobennoctu 1. Ocobennoctu cyaebHoro aenonpousBoactsa B BepxoBuom Cyne Poccuiickoit deneparui.
JeJIONPOU3BO/JACTBA B 2. OcobenHoctu cynebHoro nenonpousBojactBa B Koncturynuonnom Cyne Poccuiickoit
Bepxosaom Cyne denepanuu.
Poccniickoii B Tom unciie B popMe NpaKTHYECKOH MOATOTOBKH 4
Denepanuu u 1. Tlopsmox HampaBieHus cyneOHbIX fei mo 3anpocy BepxoBuoro Cyna Poccuiickoii @eneparmn
KoncTuTynnonnom
Cyne Poccuiickoii 2. Opranusanus paboTsl cekperapuara Koncturyrmmontoro Cyma PO
Denepanun
Tema 1.13 Copnepxanue 2
KonTpous cyne6Horo 1. TloHsTHe U BUABI KOHTPOJIS CyAeOHOTO AEIOMPOU3BO/ICTRA.
AeJONIPOU3BOACTBA H 2. llenu m 3a1a4M KOHTPOJIS BECHHSI CyI€OHOTO J1EIONPOU3BO/ICTBA.
KOHTPO.JIb 3. TlomHOMOUMSsT OpPraHOB M JOJDKHOCTHBIX JIMII B OPTaHM3allid BEIEHHs] KOHTPOJS CyaeOHOTro
HCIIOJTHEeHHU S JIETIOTIPOU3BOJICTBA.
B Tom unciie B popMe NpaKkTHYECKOM MOATOTOBKH 4
1. CocraBieHue TOKyMEHTOB, CBI3aHHBIX C OpraHU3alel U BeICHUEM KOHTPOJIS.
2. JlucuuruiiHapHasi OTBETCTBEHHOCTH 3a HapyIIEHUE Cy/1e€0HOT0 J1eI0NPOU3BOJICTBA.
KypcoBas pa6ora 12
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IK3aMeH

IIpumepHasi TeMaTHKa CaMOCTOSITEILHOM Yy4eOHOIl padoThl IpU M3yYeHHH pasaena 1

21

1. CamocrosTenbHas paboTra oOydaromUXcs: HCTOpUs CyneOHoro penomnpom3BojactBa B Poccun. IlpukasHoe
nenonpousBoactBo XV-XVII BB, CucremMa  KOJUIEKCKOro  Jenonpou3BojacTBa. (CucremMa  MHUHUCTEPCKOTO
nenonpousBoactBa XIX- Hauanma XX BB. Mcropus ynpasieHuss U jaenonpousBoictBa B 1917-1941 rr. Hcropus
yIpaBiieHus U aenonpousBojctsa B 1945-1990 rr.

2. H3ydeHue TUIOBOIO MOJIOKEHHUS O MPUEMHOM Cy/Aa, TUIOBBIX MPAaBHJ BHYTPEHHETO PACIOpsAliKa CyAa, MpaBHII
MOBE/ICHUs PaOOTHHUKOB armapara Cy/a, UHCTPYKIUHU 10 CyIeOHOMY JIETIONPOU3BOJICTBY B PAOHHOM CY/I€, TIOJIOKEHUs 00
anmapare ¢eepaTbHOTO Cyaa OOIIeH FOPUCTUKITUH.

Opranu3anus CTaTUCTUYECKOTO yu€Ta B CyJax.
Opranuzanus padoThl 0 00ECTICUSHHIO A0CTyNa K MH(POpMAIIUU O AESITEIILHOCTH CYJIOB.
Opranu3zanus cy1eOHOro JeIONPOU3BOJICTBA HA YUACTKAaX MUPOBBIX CYyJIEH.

3
4
5
6. Opranu3zaius BeJeHHUs CTATUCTUYECKOTO yuéTa Ha Cy/1e0HBIX y4acTKaX MUPOBBIX CY/IEH.
7. BeneHue HOMEHKJIATYPHI JIE]T MUPOBBIMH CYJIbSIMHU.

8.  Opranuzanus cyqeOHOro 3acefjaHusl ¢ y4acTHEM MPUCSKHBIX 3ace1aTenei

9. Tlopsaok OCYIIECTBIICHUS OTUIATHI TPY/a MPUCSKHBIX 3aCCIaTEICH.

10. Opraam3amnus cygaeOHOTO 3aCeTaHUs ¢ yIaCTHEM apOUTPAKHBIX 3aCeIaTEIICH.

11. Tlopsimok OCyIIeCTBICHHS OIIATHI TPY1a apOUTPa’KHBIX 3aceaaTeleH.

Y4yeOHas NpaKTHKa
Buasl pador:

1. O3HakoMJIEHHE CO CTPYKTYpPOH cyna, pyHKIUSMH CyIeOHBIX KOJIJIETHH, CyJeOHBIX COCTaBOB, OCHOBHBIX
NOJpa3JeJICHU anmapara cyJa M HOPMAaTHBHBIMH IIPABOBBIMHM aKTaMH, PETYIMPYIOIIMMH HX JACSITEIBHOCTb,
IpaBUJIaMU BHYTPEHHETO TPYJOBOTO paclopsIKa, paBujiaMi TEXHUKH O€3011aCHOCTH

2. O3HakOMJIEHHE C JOJDKHOCTHBIMHU pErjaMeHTaMH CIeHUalNucTa CyJa, CeKperaps cyna, CeKperaps
CcyneOHOTo 3aceTanusl.

3. O3HakOMJIEHHE ¢ OopraHu3anuel npuéma, yuéra u OTIpaBKU CyAE€OHBIX JeNl U JPYrodl KOppecHOHIEHIUH.
O3HaKOMJIEHHE C MOPSAKOM M3TOTOBJIEHUS M PACCHUIKM KOMHM CcyaeOHbIX pemieHud. O3HaKOMJIEHHE C MOPSJIKOM
puémMa IOCETUTEIIEH.

36
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4. O3HakoMJICHHE ¢ TIOPSIKOM HH(POPMALIMOHHOTO 00ECIIeUeHHs AeATEIbHOCTHU Cy/a, UCIIOIb3YEMBIMHU B CyJIe
npaBoBbIMU 0azamu u nporpammamu I'AC «IIpaBocynue».

5. O3HaKOMJICHHE C APXUBHBIM M CTATHCTUYECKUM JIETIOMPOU3BOICTBOM.

6. O3HakoMIJIEHHE C OpraHU3alMe YyroJIOBHOIO CYAONPOU3BOJICTBA B paiioHHOM cyae. (Ilopsanok HazHaueHus
CyneOHOro 3acelaHusi, H3BEIIECHUS YYAaCTHUKOB IIpoliecca, oOecrneueHuss JOOCTaBKM B CyI MOACYAUMOTO,
coJlepKallerocsi IMoj CTpakei, MOATOTOBKM 3aja cyaeOHoro 3aceqaHusi, pa3MmenieHus Ha UWHrepHer-caiiTe u
MH(OPMALIMOHHBIX CTEHIAX CyJa HHPOPMAIMU U MECTE U BpEMEHU CyJeOHOro 3aceaHus)

7. O3HakOMJICHHE C OpraHu3aluel TrpakJaHCKOro cyaonpousBojacTtBa B paioHHoM cyne. (Ilopsmoox
MOJATOTOBKH JeJla K PAacCMOTPEHMIO, HA3HA4YEHUs CyAeOHOro 3aceldaHus, HW3BEIICHWS YYaCTHHUKOB IIporiecca.
OcCHOBHBIE CTaIMH CYJEOHOTO MpOoIecca U Cy/IeOHbIE OCTAHOBIEHHUS, UX TIPOLIECCYATbHOE 3HAUCHHE. )

8. O3HakOMJIEHHE C OpraHu3aluedl U 3ajjayaMu aIMUHUCTPATUBHOIO CYAOIPOU3BOJCTBA B PAlOHHOM CY/JE.
(ITopsimok  MOATOTOBKM J€la K PAcCMOTPEHHIO, HA3HAUYEHUS CyIAeOHOro 3acelJaHus, W3BEUICHHUS YYAaCTHHKOB
nporecca.)

9. O3HakoMJICHHE C OpraHM3alueil CyJIONpPOU3BOACTBA B apOUTpakHOM cyzae mnepBoi nHctaHuuu. ([lopsmok
MOJATOTOBKU JIea K PAacCMOTPEHUIO, Ha3HAueHUs CyneOHOro 3acelaHus, W3BEIICHUS YYACTHHUKOB Ipoliecca.
OcHOBHBIE CTaIMH CYJEOHOTO MPOIEcca U CyeOHbIC OCTAHOBIEHUS, UX MPOIECCyaIbHOE 3HAUCHHUE. )

10. O3nakomiieHue ¢ pabOYMMH MeCTaMu paOOTHUKOB aflfapara cy/a, IpaBujiaMi TEXHUKUA O€30MacCHOCTH.

11. O3nHakomieHHE C HOMEHKJIATYPOU JIeJ, COCTaBIeHue U 0(OpPMIICHHE HOMEHKIIATYPHI JeI B CY/IE.

12.  OsnakomjeHME C OpraHu3alueil MmpaBuia yd€Ta Jell M WX PETUCTpaluu; pojib cyla B 0oOecredeHuu
3aKOHHOCTH TPH PACCMOTPEHHH JIeJa; B3AMNMOOTHOIICHHS Cy/1a U APYTUX MPAaBOOXPAHUTEIHHBIX OPTaHOB.

13. O3HakoMmJeHHE C MOPAJKOM HCIOJIb30BAHUS MH(YOPMAIIMOHHOTO OOecreueHNs JesITeIbHOCTH CyJa B BUJE
CIPaBOYHO-UH(POPMALIMOHHBIX CUCTEM M MOAYJIEH, BXOIAUIMX B porpaMMHbli koMiuieke I'AC «IIpaBocyaue».

14.  O3nakomieHHE C OPSIKOM (popMUPOBaHUS cyaeOHOrO Aesna (0010kKKa J1el, ONUCh JOKYMEHTOB Cy/1e0HOTro
nena, popMUpoOBaHUE JIUCTOB JIETa).

15. OsnakomieHue ¢ opraHuzanued Jgen o0 aJIMUHHCTPATUBHBIX IPaBOHAPYIIEHUSX B pailoHHOM
(rapHU30HHOM BOEHHOM) CyJie, Ha MHPOBBIX yuyacTkax. ([lopsimok HazHaueHuUs CyAeOHOTrO 3aceqaHus, W3BEIICHUS
YYaCTHHMKOB TIpollecca, IMOJTOTOBKM 3ajla CyneOHOro 3acelqaHus, pasMenieHuss Ha HHTepHer-caiite u
WH(POPMAIMOHHBIX CTEHIAX Cy/la MHPOPMAIIMU H MECTE U BpEMEHH CyJIeOHOTO 3aceaaHus)

16. OsHakomjeHHME C OpraHU3alMel YroJOBHOI'O CYAONPOHM3BOJCTBA B PAallOHHOM (TapHU30HHOM BOECHHOM)
cyne. (Ilopsnok Ha3HaueHuUs Cy1eOHOTO 3ace/laHusl, U3BEIEHUsI YYaCTHUKOB Ipolecca, o0ecreueHus: J0CTaBKU B CYyJ
NOJCYAMMOTO, COAEPIKAIIErocs MoJI CTpa)kel, MOJrOTOBKH 3aJla CyJeOHOro 3acelnaHus, pazmenieHus: Ha MHTepHeT-
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caiite 1 MHQOPMAIIMOHHBIX CTEHIaX CyJa HH(OPMAIIMH U MECTE H BPEMEHH CYIeOHOTO 3ace/IaHus)

17. O3nakomjeHHE C OpraHU3alMel TPaXKTaHCKOTO CYIONPOU3BOACTBA B PAfOHHOM (TapHU30HHOM BOEHHOM)
cyne. (ITopsmox MOArOTOBKH Jelia K PaCCMOTPECHHIO, Ha3HAUYCHUS CYACOHOTr0 3acelaHus, U3BEIICHUS yYaCTHUKOB
nporiecca. OCHOBHBIE CTa/IMU CyI€OHOTO Tpolecca U cyeOHbIe TOCTAHOBJICHHUS, UX MPOLIECCYAIbHOE 3HAYCHHUE. )

18. OsnakomieHHME C OpraHu3amMeldl W 3aJa4yaMd aJMHUHUCTPATHBHOTO CYIONPOU3BOJCTBA B PaiOHHOM
(rapau3oHHOM BoeHHOM) cyze. (ITopsaok MOArOTOBKH Jefla K pacCMOTPEHHIO, Ha3HAueHHs CyJeOHOro 3aceiaHus,
U3BEIICHUS YYaCTHUKOB IPOIECCa. )

19. OsnakomieHHE C OpraHU3ALUEH CYJOMPOHM3BOJCTBA B apOUTpakHOM cyne nepBoi uHcraniuu. (Ilopsmok
MOJTOTOBKH JeJla K PAacCMOTPEHHIO, HA3HAYCHUS CyACOHOTO 3acelaHus, W3BEIICHHUS YYAaCTHHKOB IIpoIiecca.
OcCHOBHBIE CTaJMHM CYIEOHOro Tmpolecca U CylneOHble TOCTAHOBIEHHUSA, WX TMPOILECCyaIbHOE 3HAYCHHE.)
O3HaKOMIIEHHE C OpPraHU3aIMOHHO-PACTIOPSIIUTEILHBIMU JIOKYMEHTAMHU CY/Ia.

20.  O3HaKOMJICHHE C TIOPSAKOM PabOThI CAaTOB CY/IOB.

21. O3HakOMJICHHE C JEeSTEIBHOCTHIO 10 OOCCIICYCHUIO CYAOB KaJpaMH TOCYIapCTBEHHBIX T'PaXKIAHCKHX
CITy’KaIlHX.

Paznea 2. 66
MJK. 03.02. Ob6ecnieuenne paccMOTpeHHsl Cy1e0OHBIX /1€
Tema 2.1. Conep:xkanue 4
Ooecneuenne 1. BBenenue B AUCHUIIIMHY: TPEAMET U METO JUCHUILIMHBL. CBSI3b JUCIMILIUHBI C IPYTUMHU
paccMOTpeHus JTUCITUIIMHAME; TIPaBOBasi OCHOBA JUCIUILTUHBL.
CyAeGHBIX JeJ KaK 2. Opranuzanus paboThl anmnapara cyja 1o o0ecredeHuIo OTIPaBICHUS MPaBOCYIHS.
rapaHTus 3. TlomMOmHUK CyABHM ¥ CEKpeTapb CyAeOHOTO 3aceJaHusi KaK CyOBEKThI, OOECIeUHBAIOIINE
pcajin3alium mpaBa Ha | pacCCMOTpPEHHUE eI U MaTE€pHUajloB B Cyle.
CyAe0HyI0 3aIuTy 4. Opranuzanus paboyero MecTa B CyJie.
5. KomnbloTepHass TeXHMKa M COBpPEMEHHbIE WH(OpPMAIMOHHBIE TEXHOJIOTUU, MX MPUMEHEHUE MpHU
JOKYMEHTHPOBAHUU U OPTaHU3AIMH PaObOThI C JTOKYMEHTAMH.
B ToM unciie B popMe npakTHYECKON OATOTOBKHU 4

1. [lombop u aHanM3 NPABOBBIX aKTOB IO OOECHEUYEHHIO PACCMOTPEHHUS CYAOM OTAENbHBIX
KaTeropuii CyAeOHBIX eI

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




Tema 2.2.
Oobecneuyenue
paccMoTpeHust
YT'OJIOBHBIX J1€J1

Conep:xanue

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

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

3. Opranu3zanus paboThI IO YrOJIOBHOMY JI€Ty Ha CTa/IMU MOJATOTOBKHU K Cy/1e0HOMY 3aCEeIaHUIO

4. Opranuzanus padoThl IO YTOJIOBHOMY JI€Ty B MPOLIECCE MTPOBEACHUS CyAeOHOro pa3duparenbeTBa U
[I0CJIE paCCMOTPEHUS Aesa

5. OOpartieHye K UCIIOJIHEHUIO IPUTOBOPOB, ONIPEIEICHUM U TOCTAHOBJICHUH IO YTOJIOBHBIM JIEIaM

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

7. OcoOeHHOCTH ATOMPOU3BOICTBA MO OTACIBHBIM KaTETOPUSAM YIOJOBHBIX Jiel (IIPH PAaCCMOTPEHHUH
JIeJ ¢ y4acTHEM MPUCSHKHBIX 3aceaTeseil; B 0co00M MOps/IKE; B OTHOIMICHUU HECOBEPIICHHOJIETHUX; B
OTHOILIEHUU BOCHHOCTYXAIIUX U Jp.).

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

1. HOKYMCHTaLII/IOHHOG obOecrieueHue npuemMa, perucTpau, yucTta yroJOBHbIX ACI U
MaTepuraoB.

2. CocraBieHHe IMPOCKTOB IMMPOLECCCYAIbHBIX U UHBIX JOKYMCHTOB 110 3aJaHHOMY YCJIOBHIO.

Tema 2.3.
Ooecneuenue
paccMoTpeHust
rpaIAHCKUX U
aIMHHUCTPATUBHBIX
hi (N

Conep:xanue

1. 1. TIlpuem, peructpanus v ydeT IrpaxkJaHCKUX U aIMUHUCTPATUBHBIX eIl

2. 2. HOpSII[OK nogavu, nprueMa U perucrpanuu B CyJax JOKYMCHTOB B 3JICKTPOHHOM BUIC

3. 3. ITloaroroBka TIpakJaHCKOrO M aJMHUHUCTPATHBHOTO Jeia K CyldeOHOMY pa3OupaTesbCTBY.
[Topsimok hopmMupoBaHUs Aeia HA CTaJHH MOJTOTOBKH K CyJ1IeOHOMY pa30upaTesIbCTBY.

4. 4. ]JletictBusi paOOTHUKOB ammapaTa cylJa B XOJe CyaeOHOTO pa30ouparenbCcTBa U IIOCHE €ro
paccmotpenus. [lopsiiok opopmiieHus aena nocjae ero pacCMOTPEHUS B Cy/1€ IEPBON MHCTAHIIUH.

5. 5. [IpaBuna BeneHUs MPOTOKOJA CyNEeOHOrO 3aceaHMsI U HCIOJIb30BAHUS TEXHUYECKHX CPEJCTB.
Opranuzanus paboThI IO BEACHHUIO CyZeOHOTO 3aceaanus ¢ ucnoib3oBanueM BKC.

6. 6. HOpH,Z[OK ACJIOMPONU3BOACTBA I1O O6paH_IeHI/IIO K HCIIOJJHCHHUIO peH_IeHI/Iﬁ o rpaxaaHCKuM H
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AIMUHUCTPATUBHBIM ACJIaAM.

7.

7. Oco0eHHOCTH JENIONPOU3BOCTBA IIPU PACCMOTPEHUH TPAKJAHCKUX U aJMUHUCTPATUBHBIX €I
MHUPOBBIM CYIbEH.

B ToM unciie B hopMe NpakTHYECKON OATOTOBKHU

1. JloxymeHTanmoHHOE o0ecrieueHre nprueMa, perucTpaluy, yuera rpak1aHCKUX U
aJIMMHHUCTPATUBHBIX JIeJ U MAaTEPHUAJIOB.

2. CocraBieHue IMPOCKTOB MPOLCCCYAIbHBIX U HHBIX JOKYMCHTOB I10 3aJaHHOMY YCJIOBHIO.

3. Odopmiienue aena nocie ero pacCMOTPEHUS B CyIeOHOM 3ace/IaHuH.

4, O6pameHHe K UCIIOJIHCHHUIO pCHICHUA CyJa I10 TPAXKJAAHCKUM U aAMHUHUCTPATUBHBIM JICJIAM.

Tema 2.4. Conep:kanue
Obecneyenue 1. 1. TlonsTue u BUABI 1e1 00 aIMUHUCTPATUBHBIX MPABOHAPYIICHUSX. YUET U pErUCTpaLUs JIe.
paccmorpenus Aes 00 | 2. 2. Iloaroroeka jena 00 agMHHHCTPATHBHOM ITPABOHAPYIICHHH K CyIeOHOMY pa3OHMpaTreiibCTBY.
aIMUHUCTPATHBHBIX [Mopsimox hopmupoBaHUS Aeiia HA CTAJAWH MPUHATHS U Ha3HAYCHUS K CyJIcOHOMY PAaCCMOTPCHHIO U
NMPaBOHAPYIIEHUAX MOCJIE PACCMOTPEHHS.
3. 3. Ilopsamox HampaBiieHUs Jeia 00 agMUHHCTPATHBHOM IPABOHAPYIIEHWU B BBIIIECTOALIYIO
WHCTAHIIMIO TIPH OCTIAPUBAHUHU ITOCTAHOBJICHHUS.
4. 4. OOpameHue K HUCIOJHEHUIO TOCTAaHOBIEHUS TO JeidaM 00 aJAMHHHCTPATHBHBIX
MpaBOHAPYIICHUSX.
B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU
1. JloxkymeHTannoHHOE oOecreueHrne MpueMa, perucTpaiuu, ydera Aesl 00 aJMHUHUCTPATUBHBIX
MpaBOHAPYLIEHUSAX.
2. CocraBneHue MPOEKTOB MPOIECCYATbHBIX U UHBIX TOKYMEHTOB.
3. OOpamenne K UCHOTHEHUIO TIOCTAHOBIGHUS TIO Jedy 00  aJIMUHUCTPAaTUBHOM
MpaBOHAPYIIECHUH.
4. Opraamzanust paboOThl Cyda MO JkajoOe Ha IMOCTAHOBJICHUE CyAa O TMPHUBJICYCHHH JHUIA K
aQIMUHUCTPATUBHON OTBETCTBEHHOCTH.
Tema 2.5. Conep:xanue
Oobecneuenue 1. 1. TlonsiTHe 1 BUJIBI SKOHOMHYECKUX CTIOPOB U UHBIX JIeJI, OTHECEHHBIX K MOJICYIHOCTH
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paccMOTpeHus JaeJi 1o apOUTPaXKHBIX CYI0B. YUET U PErUCTpaIus J1eJI; 0COOEHHOCTH 00eCIeYeHus TI0Ka3aTeNbCTB.

pa3penieHuIo 2. 2. Opranuzanus NOArOTOBKH Jefia K cyneOHoMy pasOuparenscTBy. [lpaBuna Beaenus
IKOHOMHYECKUX IPOTOKOJIA CY1€OHOr0 3aceJaHUs M UCIIOJIb30BAHUS TEXHUUECKHUX cpeacTB. Opranusanus
CIOpPOB paboTHI IO BEJICHUIO Cy1eOHOT0 3aceanus ¢ ucrnonb3oBanneM BKC.

3. 3. Odopmienue apOUTPaKHOTO JIeJIa MOCIE €ro PACCMOTPEHHUS B Cy/IeOHOM 3aceJaHHH.

B ToM unciie B popMe NpakTHYECKON MOATOTOBKHU 4
1. Tlopsanok y4é€ra qBUKEHMS JI€]1 110 pa3pelIeHUI0 SKOHOMUUECKHUX CIIOPOB.
2. Tlopsimok oOpalieHus K UCIIOJIHEHUIO PEIICHUH apOUTPaKHBIX CY/IOB.
MuddepeHunpoBaHHBII 3a4eT 2
IIpumepHas TeMaTHKAa CAMOCTOSATEIbHOM Yy4eOHOI pa0dOTHI NPHU U3y4YeHHUH pa3jeJia 2 18
1. TloarotoBuTh JOKJIAL O Ppa3IUYHBIX KAHIENSAPCKUX MPUCIOCOONICHUSAX, TO3BOJSIONIMX HaJJIekKAIIUM 00pazoM
OpraHM30BBIBATH CHEUAINCTY cy/1a pabdouee IPOCTPaHCTBO.
2. Oxka3aHue 1mepBoi OMOIIH MPH HECUYACTHBIX CIIydasiX B CyJe U CyJeOHBIX 3aCeTaHHsIX.
3. Opranusamus paboTHI B X0/1€ CyIOHOT0 pa30oMpaTeIbcTBa el 00 aIMIHUCTPATHBHBIX MPABOHAPYIICHUSX.
4. Vcnonp3oBaHue HHPOPMAIMOHHO-TCICKOMMYHUKAIIMOHHOW ceTH  VHTepHEeT mpu  paccMOTpeHWH jaen o0
aIMUHHCTPATUBHBIX MPABOHAPYILICHUSX.
5. OcoOeHHOCTH NeTONPOU3BOJICTBA MO MPUEMY, YUETY, PETUCTPALMU JOKYMEHTOB, MOCTYMHUBIIMX B CYJ B AJIEKTPOHHOM
BUJIE B paMKax YrOJOBHOIO CyIONPOU3BOCTBA.
6. Opranuzaiis OArOTOBKU YTOJOBHOTO JeNia K CyJeOHOMY pa3OupaTeabCTBY: JEHCTBUS Cyaa; AEHCTBUS CTOPOH; ACHCTBUS
ceKpeTaps Cy1eOHOro 3aceJaHus; 1eUCTBUS MOMOLTHUKA CYbH.
7. Opranuzanus paOoTbl B Cy[e IO OOpAIEHUI0 K HCHOJHEHUIO IPUTOBOPOB, OINpPEAEICHUI U IOCTAaHOBJIEHHH IO
YTOJIOBHBIM JIEJIaM.
8. Opranmzanus pacCMOTpPEHHs B CyJe MaTepHaioB, MOCTYIMUBIINX B CyJl B MOPSAIKE CyJeOHOTO KOHTPOJS W MCIOTHEHUS
IIPUTOBOPOB.
9. Opranuzaiys padoThl B cyie M0 00paIlieH!I0 K UCTIOTHEHUIO CyIeOHBIX PEIIeHUH 10 TpaskJaHCKUM, aIMUHUCTPATUBHBIM
Jenam
10. [TomtHOMOYHS CHIEHATUCTA CY/Ia IO 00ECTIEUEHUIO PACCMOTPEHHUS JIENl U MaTepUalIOB B CyJie IEPBOM WHCTAHIIUH.
Paznen 3. 60
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MK 03.03. OcHOBBI OpPraHU3alHOHHO-TEXHNYECKOT0 00ecnevyeHUs 1esiTeJIbHOCTH Cy10B

Tema 3.1
BBenenue B
AUCUUIJINHY

Conep:xanue

1.

B3anmocBsi3p auciuiuimHbl «OCHOBBI OPTaHU3AIHOHHO-TEXHUYECKOTO 00CCIICYCHUs ACITEIIbHOCTH
CyIOB» C APYTMMH JUCUUIUIMHAMH TPO(ECCHOHATBLHOTO MOIYJs H 00menpodecCHOHaTbHBIX
JMCIIUTUINH.

N

Ilousarue OPraHrU3allMOHHO-TCXHUYCCKOI'O obecnieyeHus JACATCIIbHOCTU CYIOB.

HGJII/I, 3ala4yi, TIMPUHOUIIBI W  HAIIPABJICHHUA OpPraHU3aAllMOHHO-TCXHHUYCCKOI'O obecrneucHUs
ACATCIIBHOCTH CYZIOB.

Hctounukn (UHAHCHPOBAHUS MEPONPUATHI  OPraHU3alMOHHO-TEXHHYECKOTO  O0ecredYeHus
NesITeIbHOCTH CY/I0B. I 1aBHbIE paCHIOPSIAUTENN U PACHOPSAUTENN OIO/PKETHBIX CPE/ICTB: MOHATHE U
IIOJIHOMOYHUSI.

B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU

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

Tema 3.2
AJMMHUCTPATUBHO-
NnpaBoBoe
odecreueHue
NesiTeJIbHOCTHU Cy/10B

Conep:xanue

1. Ilousarue u COACPIKAHUC aIMUHHUCTPATHBHO-IIPABOBOI'O obecneyeHus ACATCIIBHOCTH CYJIOB.

CyObeKTbl aIMUHUCTPATUBHO-TIPABOBOT'0 00ECIEUEHUs AESITEIbHOCTH CYI0B.

Opranuzanus padoTsl (eepabHbIX CYI0B.

2

3

4. Homenkiarypa nen.

5. Odopmienue ciayxeOHBIX TOKYMEHTOB CY/IOB.

6. OcoOEHHOCTH aJIMIHUCTPATHBHO-TIPABOBOTO 00ECIIEYEHUS] MUPOBBIX CYyIeH

B ToM unciie B popMe NpaKTHYECKONH MOATOTOBKH

1. CocraBieHrne OpraHU3aIMOHHO-PACIIOPSTUTENBHBIX JOKAIBHBIX aKTOB CyJa: MpaBuiia
BHYTPEHHETO pACIOPSAAKA, MOJIOKEHUE O NPUEMHOM CyAa, NPUKa3bl U PACHOPSKEHUS IO
pacrpefieieHuI0  JOJKHOCTHBIX — OOs3aHHOCTeM pabOTHUKOB ammapaTa CyAa, MPOTOKOJbBI
COBEILlaHUH y IpesiceaaTens cyaa u ap.

2. CocraBiieHHE COMTPOBOIUTEIBHBIX MTHCEM.
3. CocraBiieHre HOMEHKJIATYpHI JIeJT Cyaa
4. OdopmieHne perucTpalioOHHBIX KYPHAJIOB MO y4Y€Ty BEIIECTBEHHBIX JI0Ka3aTENbCTB,

BPYYCHHA U HAITPABJICHUA UCITOJIHUTCIIBHBIX JIMCTOB H TIP.
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Tema 3.3

Kanpogsoe
o0ecrneuyeHue
AeATEeJILHOCTH CY/10B

Conep:xanue

1. [ocymapcTBeHHass TpakgaHCKass Cchoyx0a B Ccyae: CTaTyC TOCYAapCTBEHHOTO
IPaXXIAHCKOTO CITYXKAaIero Cyna, NOpsA0K MpuéMa Ha JIOJDKHOCTh PaOOTHUKOB ammapara cyjaa Hu
IIOMOIIIHUKOB CyJIell; arTecTarusl.

2. [IpodeccuonansHoe pa3BUTHE TOCYJAPCTBEHHBIX TPAXKIAHCKUX  CIYXKallUX  —
pabOTHUKOB ammapaTa cyAa/lIOMOIIHUKOB CyJIei: IPaBOBbIE OCHOBBI, (JOPMBI, CPOKH, OpPTraHU3AIMS.

3. KoH}uuKT MHTEpecOoB: MOPAJOK yperyiupoBaHus. JMcUUIUIMHApHAS OTBETCTBEHHOCTh
pabOTHUKOB amnmnapara cyja.

B ToM unciie B popMe npakTHYECKON MOATOTOBKH

1.  CocraBneHue JOHKHOCTHOTO perjaMeHTa pabOTHHKA ammapaTa cy/a.

2.  CocraBieHue ciyeOHOro KOHTpakTa pabOTHHKA arnmapara cyjaa

3. OdopmieHue 3anuceil B TpyI0BOM KHIDKKE 0 pUEMe Ha CIyxOy, epeBojie Ha APYTyro
JOJDKHOCTB, YBOJIBHEHUU U JIP.

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

5. CocraBieHue yBeIOMJICHHS O BO3HUKIIEM KOH(IUKTE HHTEPECOB.

6. Ilopsmok ocymiecTBieHUs: TPOHECCHOHATBFHOTO Pa3BUTHS TOCYIAPCTBEHHBIX CIYXKAIIMX

CYJIOB: NOBBIIIEHNE KBaTU(PHUKAIMU U IpodeccuoHaIbHas MepernojroToBka, 00pa3oBaTeIbHbIH
cepTU(UKaAT, HACTAaBHUYECTBO (0(hopMIIeHUE TPUKA30B, 3aBOK, 3asBICHUHN, HANIPAaBJICHUHN U TIp.)

Tema 3.4

PecypcHoe
odecreyeHue
AeATeJILHOCTH CY10B

Conep:xanue
1.  TlonsaTue u copepkaHNe PECypCHOTO o0ecTiedeHns CyeOHOM AesTeTbHOCTH.
2. Oprassl 4 JOMKHOCTHBIE JIMIIA, OCYIIECTBISIONINE PECYpPCHOE 00ecTIeYeHHE CYI0B.

3. Ilomnomouus Cynebnoro nenapramenta npu BepxosHom Cyne Poccuiickoit deneparuu
B PECYPCHOM 00€CIEUEHUU JIESTENBHOCTH CYI0B.

4. TpeboBaHusi K apxuBaM CYAOB, KaMepaM XpaHEHHUS BEIECTBEHHBIX 0OKA3aTEIbCTB U
MHBIM TOMEIIEHUSAM CYJI0OB IO 00ECIEYeHHIO MOXKApHOI, CAHUTAPHO-TUTUEHNYECKON U JAPYTUX
BHUIOB O€30MMaCHOCTH.

B Tom unciie B popMe NpaKTHYECKOHM MOATOTOBKH

1. CocrapicHue 3asBOK Ha 00ECIICUCHHE cylaa (HOI[paB,Z[CHCHI/ISI cyz[a) pPacxXoJHbIMH CPEACTBAMU U T.II.

23




Tema 3.5 Conep:xanue 4
OtnenbHble 1. Obecneuenue noctyna K HGOPMALUU O ACATEIBHOCTU CYJOB: MIOHATHE U HOPMAaTHBHOE
HaNpaBJICHUS perynupoBanue. Opranuzainusi padoThI 10: BEACHUIO CAWTOB CYJI0B; ONMYOJINKOBAHHIO CY/I€OHBIX
OpPraHu3alMOHHO- aKTOB; B3auMoielicTBrIo co CMU.
TEeXHHYECKOI 0 2. DONEKTPOHHBIM JAOKYMEHTOOOOpPOT B (deAepalbHbIX Cydax: MOHSITHE, HOPMAaTHBHOE
odecrneyeHus peryivpoBaHue, MOpsAoK BedeHus. Opranuzanus paboTel 1Mo npuéMy OOpaIleHHid,
NAeATeIbHOCTH Cy/10B MIOCTYIAIOIINX B CYZ B JIEKTPOHHOM BHJIE.
3. [Topsimox pasmenieHdss B HH()OPMAIMOHHO-TEIEKOMMYHHKAIIMOHHON ceT MHTepHeT
MH(pOpPMaLIMU O BHENIPOLIECCYaTIbHBIX OOPALLEHUAX.
B Tom unciie B popMe NpaKTHYECKOH MOATOTOBKH 4
1.TloaroroBka cyZeOHBIX aKTOB K pa3MEIICHUIO Ha caiiTe cya.
2.1loaroroBka BHEMPOIECCYATbHBIX OOpAIIeHHH K pa3MEelIeHHIO Ha CalTe cyaa
3.0dopmIieHHE IPOITyCKa Ha MPOHOC ammapaTypsl npencraButeineii CMU.
JK3aMeH 9
IIpumepHas TeMaTHKAa CAMOCTOATEILHON y4eOHO! padoThl NpHu U3y4eHuu pasaena Ne 3 11

1.

Ponp MeXIyHapoIHBIX akTOB, B (OPMHUPOBAHMU NPUHIMIIOB OPraHU3aLMOHHO-TEXHUYECKOTro OOecredeHus
JeSITeTIbHOCTH CY/I0B.

[Tonstne wu knaccuuKkanuss NPUHIMIIOB OPraHU3alMOHHO-TEXHUYECKOTO OOECIeYeHHs JeSTEeIbHOCTH CY/OB:
3aKOHHOCTB, JOCTYIHOCTh, HEBMEUIATEIHCTBO B OCYIIECTBICHHE TPABOCYIUS, CO3AaHUE YCIOBUH [UIS TIOJHOTO
HE3aBUCHMOTO OCYIIECTBJICHUSI CYACOHBIX (DYHKIIHMHA, TTOJHOE BCECTOPOHHEE YIOBIETBOPEHHE CYAOB B KaJIpOBBIX
pecypcax, nmpohecCuOHATBHON CITYKE€OHOW ATHUKU, (PMHAHCOBBIX, MATEPUATLHBIX U UHBIX pPECypcax, €UHON CHUCTEMBI
OpraHu3aIly U TIOPsIIKA BEACHUS CyAeOHOTO AETIOMPON3BO/ICTRA.

CopneprkaHue NPUHIUIIOB MaTepHaIbHO-TEXHUUECKOTO 00ECTIeYeHHS CY/I0B.

OCHOBHBIE TPHUHLUIBI KaIpOBOro obecredeHus: CcyAeOHOW NesATeNbHOCTH: NPUHIMIIBI O0ecredyeHus: CyaercKuMu
KaJpamMH, Kagpamu ammapara cygoB M CyneOHOro aemnapraMeHTa, BKJIOYas HPUHIUIMBI CIYXEOHOTO MOBEIEHHS
rpaxJIaHCKuX ciyxamux. CUMBOJIBI TOCYIapCTBEHHON BIIACTH: MOHATHE; MOPAIOK oOecredyeHus (3aKylKu), 3aMeHBbl,
YTHJIM3AIHAN; TIPaBUIIa Pa3MEIICHHUS.

ObecnieueHne 6€30MAaCHOCTH CyJell W COTPYIHUKOB amrmapaTa Cyja: MOHSATHE OEe30MaCHOCTH CyAeH M COTPYIHUKOB
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12.
13.
14.
15.

16.

17.

18.

19.

20.
21.
22.
23.

anmapara cyzna; (GopMbl U MeToabl obecreueHHs: O€30MacHOCTH Cyled M COTPYJHHMKOB ammapaTta Cynaa; MpaBOBBIC
OCHOBEHI 00ecrieueHus: 6€30MacHOCTH Cy/iel U paOOTHUKOB Cy/a.

Obecneuenue paboThI apXuBa Cy/a: MoXkapHasi 0e301acHOCTh; oOecrieyeHre 6€30MaCHOCTH TPU pUEMe rpaxiaH.
Oco0eHHOCTH OpPTaHU3aIOHHO-TEXHUUECKOTo 00eCIeueH s esITeIbHOCTH MUPOBBIX Cy/IEH.

OO0mue mpaBuiIa BEICHHUS CATOB CY/IOB.

DNEKTPOHHBIN JOKYyMEHTOO0O0POT B (pefiepabHbIX Cyax: MOHITHE, MOPAIOK BEACHHUS.

DNEKTPOHHOE JIEIOMPOU3BOJCTBO MUPOBBIX CYACH.

Hanpasnenust ontumuzanuu cyaeOHOM JesTenbHOCTH: MHopMaTu3auus, aBToMmaruszauus u 1p. [IpaBoBas ocHOBa
ONITUMU3AIMH CyJeOHOM NesITeTbHOCTH.

Opranu3anus padoThl IO OCYIIECTBICHUIO ayIM0- M BUACO3aNUCEN Cy/IeOHbIX 3aceTaHml.

Pecypchoe obecnieueHre MUPOBBIX CyJIEH.

Hcnonp30BaHue CripaBOYHBIX MPaBOBBIX cucteM «I apanT», «KOHCYIbTaHT» MPH COCTABICHUH MPOCKTOB TOKYMEHTOB.
Hanpapnenus AesITeNbHOCTH MO CO3[aHUI0 €MHOTO MH(POPMAIIMOHHOTO MPOCTPAHCTBA (eiepabHBIX CYI0B U MUPOBBIX
cyaen.

Opranuzanusa ['AC «lIpaBocyaue» u apyrux HHGOPMAIMOHHO-KOMIBIOTEPHBIX TEXHOJOTHH B JIESATENBHOCTH CYJIOB:
opraubl, ocymectisitorre UKT; nonstus, npumensiemsie npu nonb3oBanuu UKT.

HanpaBnenus 1eATebHOCTH MO CO3JaHHUIO €JMHOTO MH(OPMAIIMOHHOTO IIPOCTPAHCTBA (e/iepalbHbIX CYJJOB U MUPOBBIX
cyaen.

Opranu3zanys B3auMOJEHCTBUS CO CPEICTBAMH MacCOBOW MH(pOpMAIUH B 1ENAX HHOOPMUPOBaHUS OOIIECTBEHHOCTH U
(bopMHpOBaHUS TIOJOKHUTEITHHOTO OOIIECTBEHHOTO MHEHHS O JESTEIBHOCTH CYJOB B IENISX IOBBIIICHUS aBTOPHUTETA
cyneOHOM BiacTu U npectuxa npodeccun cynpu. MapopmaTuzanus cyaos.

Opranuzanus paboThl MO OCYIIECTBICHUIO NMPUEMA, PETUCTPALMU, YU€Ta U XpaHEHUs CyAeOHBIX Jell, BEIeCTBEHHBIX
JI0Ka3aTeIbCTB U JIOKYMEHTOB.

B3anmoneiicTBue Cy0B ¢ OpraHaMy IPOKypaTypbl, aABoKaTypsl, BHyTpeHHux aen, ®CCII u np.

[TpuHIMIBl GOPMHUPOBAHUS KAJAPOBOTO pe3epBa CyJI0B.

[IpoTuBOICHICTBHE KOPPYITLIHH.

JucuurmHapHass OTBETCTBEHHOCTh pPa0OTHHKOB —ammapaTa CyJa: OCHOBAaHUS M TOPSAIOK TPHUBICUYEHHUS K
OTBETCTBEHHOCTH.
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Pazngea 4.

MJK. 03.04 ApxuBHoe 1eJ10 B cyae 00
Tema 4.1 Conep:xanue 2
OCHOBBI apXHBHOTI'0 1. Hcropus pa3BuUTHS apXUBHOIO JEJIa.
neja B Poccuiickoit 2. Ilpeamer, 0OBEKT M OCHOBHBIEC OHSTHSI ADXUBHOTO JIETa.
Denepanuu 3. IIpaBoBoe peryanpoBaHue apXMBHOTO JIeNa B CYJE.
4. OcHOBHbIE TpeOOBaHUs, IPEIbsIBIIEMbIE K PAOOTHUKY apXHBa CyJa.
B ToM unciie B popMe NpakTHYECKON OATOTOBKHU 2
1. CocraBienue AOHKHOCTHOTO periiaMeHTa pabOTHUKA apXUBa Cya.
Tema 4.2 Conep:xanue 2
Opranusanust 1. OG6umwmit NopsAI0K KOMIJIEKTOBAHHS apXUBa.
apXHBHOI'O 2. Y4ér eMHUIl apXUBHOI'O XpaHEHHUS.
ACJIONPOM3BOACTBA U 3. Krnaccudukanus u cucreMaTu3anus JOKYMEHTOB, 00pa3yIONIMXCs B JACSITCILHOCTH CYJIOB.
NOAT0TOBKA 4. Tlopsanox oopmiieHus: JOKYMEHTOB JUIsl IEpEeIayl B apXUB CyJa.
AOKYMEHTOB K 5. Omnpenenenre CpOKOB XpaHEHUs /1€ (HapsiioB).
ApXHBHOMY 6. OmudpoBKka apxXUBHBIX MaTEPHAIIOB. DIIEKTPOHHbIE 0a3bl TaHHBIX.
XPaHEHMIO B CyNie B ToM umnciie B (popMe NPAKTHYECKOH MOATOTOBKH 2
1. Pemenue npaktuyeckuil 3a1aHUN IO ONPEEICHNUIO CPOKOB XPAHEHHUS JOKYMEHTOB.
Tema 4.3 Conep:xaHue 4
JKcnepTusa 1. Dxcneprusa IEHHOCTH JOKYMEHTOB.
LEHHOCTH 2. Opranu3anus paboThl 10 YHUYTOKEHUIO JOKYMEHTOB.
AOKYMCHTOB 3. Tlepenaua TOKyMEHTOB Ha XpaHEHHE B TOCYJIAPCTBEHHBIH apXUB.
B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 4
1. CocraBneHue JOKYMEHTOB: IPOTOKOJIA 3aCE€AAHUS SKCIIEPTHOW KOMUCCHHU CYyJIa, aKTa O BbIIEIEHUU
JOKYMEHTOB K YHUUYTOXEHHUIO.
Tema 4.4 Conep:xanue 4
Obecneyenne 1. TpebGoBauus, npeabsBIsieMbIE K 31aHUSAM U MOMELICHUSM apXHBOB.
COXPAHHOCTH 2. YcioBus XpaHEHHS apXUBHBIX JJOKYMEHTOB.
JOKYMEHTOB 3. IlpoBepka HAIMYMS U COCTOSHUS IOKYMEHTOB (3JIEKTPOHHBIX JOKYMEHTOB) B apXMBE.
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apxuBHOTO (poHIA 4. Co3zganue cTpaxoBoro (hoHaa apXUBHBIX JOKYMEHTOB.

Cyl10B B ToM unciie B popMe NpakTHYECKON OATOTOBKHU 4
1. CocraBnenue nepevnsi TpeOOBaHUMN K MOMEIIEHUIO apXUBa Cya.
Tema 4.5 Conep:xanue 4
HUcnoan3oBanue 1. ®opmbl UCIIOJIB30BAHUS APXUBHBIX JOKYMEHTOB.
apXMBHBIX 2. TlopsiioK MCTIONHEHMs 3aIIPOCOB MOJIb30BaTENEH.
AOKYMEHTOB 3. IlpaBuia Bblauu JOKYMEHTOB, HAXOISIINXCS HA ADXUBHOM XPaHEHUHU.
B ToM unciie B popMe NpaKTHYECKO OATOTOBKHU 4
1. CocraBienue 3anpoca o0 BblJaue JOKYMEHTOB U3 JI€J1a, HAXOIALIEroCsl Ha apXUBHOM XPaHEHUH.
Tema 4.6 Coaep:xaHue 4
ApXMBHBIE ONIMCH 1. Onucanue TOKYMEHTOB U JIeT B apXHUBE CyAa.
2. Bnusnue knaccudpukaluu JOKYMEHTOB W JeN B Mpelesiax apXuBHOro (OHAA Ha COCTaBJICHHE
apXHWBHOMW OTIHCH.
3. CocraBieHue ClIpaBOYHOTO MaTepralia K OMUCH.
B ToM unciie B popMe NpaKTUHYECKO OATOTOBKHU 4
4. CocraBieHHe OMUCU HAPAIOB, MOAJICKAIIUX MOCTOSHHOMY XpaHEHHUI0, 0OpMIICHHE BHYTPEHHEH
OIMCH JOKYMEHTOB.
IIpumepHas TeMaTHKA CAMOCTOSITEIbHON y4eOHOM padoThI IpU U3y4YeHHH pasaea 4
1. HUcropus pa3BuTHs apXUBHOTO JieNa.
2. OmpeneneHne MOHATHE APXUBHOE €0, U3yYSHHE PUHITUIIOB TIOCTPOCHUSI COBPEMEHHOTO apXHUBOBEICHUSI.
3. OcHOBHBIE TpeOOBaHUS K paOOTHHUKY apXHBa.
4. OObenuHEHHBIN apXUBHBIA (HOHA.
5. ApxXuBHBIH (OHJ TUYHOTO IPOUCXOKIACHUS.
6. DnexkTpoHHBIE 6a3bl JAHHBIX.
7. Omnpenenenue GyHKIHUNA apXUBOB, ONPEIEIEHUE CITOCOOOB M CPOKOB XPAHEHHUSL.
IIpon3BoacTBeHHAsI IPAKTHKA:
Buasbi pador: 72

1. OsnakomiieHHE C JOKaJbHBIMM aKTaMU CyJa: MpaBuia BHYTPEHHErO paclopsjika Cyna, MOJoXKeHHe O padore
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MpUEMHON Cy/a, peraaMeHT paboThl MPUEMHOM Cy/a.

2. V3yueHue JOKaIbHBIX aKTOB CyJa IO BOMPOCY OpraHu3aluud paboThl ero caita (MOpsIOK Ha3HAYCHUS
OTBETCTBEHHOTO JIMI[A U €T0 JOHKHOCTHBIX 00sS3aHHOCTEN).

3. Os3HakOMIICHHE C JIOKAIBHBIMH aKTaMH CyJa 110 BOIPOCY KaJpoBOro obOecrieueHust (IITATHOE PacliCaHMe, JOJDKHOCTHBIE
periaMeHThl, MPUKa3bl 110 TMIHOMY COCTaBy U TIp.)

4. O3HakOMJIEHHE C JOJDKHOCTHBIMU KOMIIETEHIIMSIMU CHElMalucTa CcyAa M apxuBapuyca cynaa. M3ydeHnue
MHCTPYKLUHUU 1O CyAeOHOMY JEJOMPOU3BOJCTBY U IEPEUHs CPOKOB XPaHEHHUs JeJ B CyJe, MOJOXKEHUS O MOCTOSHHO
JIEUCTBYIOLIEH SKCIIEPTHOM KOMUCCHUHM CY/I.

5. O3HakOMJIEHHE C TOPSAKOM Tepefaud Jel B apXUB CyAa M MOPSAIKOM KOMIUICKTAllMM eI W HapsIoB IS
MTOCTOSIHHOTO XPaHEHUS

6. V3yuenue mopsjaka paboOThI Cy/a IO MPUEMY HACEIICHHS U TIOPSAIOK BBIAYX JOKYMEHTOB M3 apXHUBa Cy/a.

7. VI3yueHue m OCyIIECTBICHHE PAOOT 1O 0TOOPY JOKYMEHTOB Ha YHHUTOKEHUE U O(DOPMIICHUE X YHUUITOKCHHUS.

8. V3yueHue mopsaka v OCYIIECTBICHHE PadOT MO 0(hOPMIICHUIO JIE), COCTABICHUIO BHYTPEHHUX OINMKMCEH, BHECSHUIO
M3MEHEHUN B PEKBU3UTHI OOJI0KKH.

9. OsnakomiieHue ¢ paboTOI aIMUHUCTPATOpa Cy/Ia MO OPraHU3aIMH TEXHUYECKOTo 00ecIeYeH s apXuBa Cy/a.

IIpomeskyTouHas arrecTaums

12

Bcero

408
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3. YCJIOBUSA PEAJIMBAIIMU TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. Jas peaju3anuu NporpaMmbl NpPodecCHOHAIBHOT0 MOIYJsl JO0LKHBI ObITh

NpeaycMOTPEeHbI cJieAyIolue crielHalbHble MOMelleHUs:
KaGuneT npodeccruoHanbHbIX TUCIHUILINH

CreunanusupoBaHHasi MeOesb U CUCTEMbl XpaHEHUSI:

VYuebHas nocka, pabouee MECTO MpenogaBareisi, MOCaA0YHbIe MECTa s 00YJatoIIXCs
— 68 mect. MeGenb uid pasMelCHHs M XpaHEHHs Y4eOHOH JHUTEpaTypsl M HArJIsIHOTO
Marepuaa.

TexHuueckue cpeacTna:

MynbTUMEAUIHBINA POSKTOP, HOYTOYK, IKpaH,

JleMOHCTpallMOHHbIE Y4eOHO-HATTISAHbIE TTOCOOUS:

[1nakaThl, AMIAKTUYECKUE CPEACTBA OOyUCHUS

[lepeuenr HEOOXOIUMOTO KOMIUIEKTA JIMIIEH3UOHHOTO U CBOOOJIHO PACIpPOCTPAHIEMOrO
POTPAMMHOTO 00ECTIeUeHHsI, B TOM YHCIIe OTEYECTBEHHOTO TIPOU3BOJICTBA:

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

[IporpamMma koMIbrOTepHOTO TecTupoBaHus 3HaHuit MyTeStXPro — akt npegocraBieHus
npaB Ne [T168538 ot 01.10.2013

CnpaBounast IlpaBoBas Cucrema Koucynbrantllntoc, ocHoBanue noroBop Nel(08623-
YK, OO0 «4UTO AEJIATb KOHCAJIT» ot 01.01.2024

Google Chrome — HUurepuer-opaysep. CBodoanoe I10 // 6eccpouno

Opera — UnTepuet-Opay3ep. Crodoauoe I10 // 6eccpouno

AdobeAcrobatReader DC — IIporpamma npocmotpa (daiios B popmare PDF CroboHOe
10O // 6eccpouno

7-ZIP — apxuBartop. CBoboanoe I10O // 6eccpouno

3.2. NudopmannonHoe odbecnedeHue peaau3anuy NporpaMmsl
Jns peanu3anuu mporpamMmbl  OMOIMOTEUHBIH (QOHJ 00pa3oBaTeIbHOM OpraHU3aluu
JIOJDKEH MMETh MeYaTHbIe W/UJIH 3JIEKTPOHHBIE 00pa3oBaTesbHble U HH(OPMALMOHHbBIE PECYPCHI
JUISL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM npouecce. [Ipu popmupoBanuu 0ubiuoreunoro ¢poxaa
00pa3oBaTeNbHOW OpTraHU3aIli BHIOMPAETCS HE MEHee OJHOTO H3/IaHUS W3 TEePEUUCIICHHBIX
HMXXE II€YaTHBbIX H (I/IJ'II/I) OJICKTPOHHBIX I/I?;)IaHI/Iﬁ B Kau€CTB€ OCHOBHOI'O, IIPHU 3TOM CIIMCOK
MOJKET OBITE JOIMOJIHEH APYTUMU U3JaHUAMMU.

3.2.1. OcHOBHBIE NIeYaTHbIE U YJIEKTPOHHbIE U31aAHUS

1. Yypunos, A. ). HOpuanueckoe IeIONpoOU3BOACTBO : YYEOHUK UISI CPETHETO
npodeccuonanbHoro obpazosanusi / A. FO. Uypunos. — 4-e u3a., ucnp. U jpom. — Mocksa :
NznatenberBo FOpaiit, 2025. — 338 ¢. — (IIpodeccronansaoe oopazoBanue). — ISBN 978-5-
534-19393-0. — Tekcrt : anekTpoHHEI / O6pa3oBarensHas wiardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/566450 .

2. Ky3nenos, B.A., Obecnieuenue paccCMOTPEHUS CyJJaMH YTOJIOBHBIX, IPaXIaHCKUX
Jen ¥ el 00 afMUHHUCTPAaTUBHBIX MTPaBOHApPYLIICHUSX : yueOHoe mocobue / B.A. Ky3nenoB. —
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Mocksa : KnoPyc, 2022. — 179 c. — ISBN 978-5-406-09119-7. https://book.ru/book/942453

3. [IpaBooxpanuTeabHBIC Opransbl : yaeOHuK juist By3oB / H. I'. Crotiko [u ap.] ; mox
penakuueir H. I'. Croiiko, H. I1. Kupunnosoii, Y. U. JlogpokeHckoi. — 5-e¢ u3zm., mepepad. u
norn. — Mocksa : U3narensctBo IOpaiit, 2022. — 601 ¢. — (Bricmee obpazobanue). — ISBN
978-5-534-11907-7. — Tekct : snektpoHHBIN // ObpazoBarenbHas 1iatrdopma FOpaiT [caiT].
— URL: https://urait.ru/bcode/504276.

4. [TpaBooxpanutenbHble opranbl Poccuiickoit denepanyu : yueOHUK 1 By30B / B.

M. BbozpoB [u ap.] ; nox penakuueit B. M. bo3poBa. — 4-e u3g. — Mocksa : U3gaTenbcTBo
FOpaiit, 2022. — 362 c¢. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-14380-5.

5. [IpaBooxpanutenpHbie opranbl Poccuiickoit denepamnuu. [IpakTukym : ydeOHOE
nocobue s By3oB / A. B. I'punenko [u ap.] ; mox pemakumeirt A. B. I'punenko, O. B.
XumuaeBoil. — 3-¢ u3l., nepepad. u gorn. — Mocksa : UznatenscTBo IOpaiit, 2022. — 211 c.
— (Beicmiee oOpazoBanme). — ISBN 978-5-534-13436-0. — Tekct : 3neKTpoHHBIA //
O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/489410.

3.2.2. lonoJHUTEJIbHbIE TeYATHBIE U 3JIEKTPOHHbIE U3AHUS

1. Ckopes, B. A. Cynebnas cucrema Poccuiickoit Denepanuu : yueOHoe mocodue
Uisi cpeaHero mpodeccuonanbHoro obpaszoBanusa / B. A. CkopeB. — 3-e u3n., mepepad. u
norn. — MockBa: UzmatensctBo  FOpaiir, 2025.— 134c.— (IlpodeccuonanpHoe

oOpazoBanue). — ISBN 978-5-534-20757-6. — Tekct : snektpoHHbd // OOpa3oBaTenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/558705.

2. [lIyBanmoBa, H. H. OcHOBBI [e10MpOU3BOJCTBA : YUYEOHWK M TPAKTUKYM IS
cpennero mpodeccuonanbHoro odpaszosanusi / H. H. Illysanosa, A. lO. lBaHoBa ; moa oOmieit
penakmueit H. H. [llyBaoBoit. — 3-¢ u3x., mepepad. u gon. — Mocksa : M3natensctBo FOpaiit,
2022. — 384 c. — (Ilpodeccuonanproe oopazoBanne). — ISBN 978-5-534-15488-7. — Tekcr :
ANEKTPOHHBIN /l ObpazoBatenbHas mwiatdopma FOpaiit [caiiT]. —
URL: https://urait.ru/bcode/507981 .

3. Bunkosa, T. FO. CynoycTpoiicTBO M npaBOOXpaHUTENbHbBIE OPTaHbl : YUEOHHK U
npaktukyMm Juist By30B / T. FO. Bunkosa, C. A. Haconos, M. A. XoxpskoB. — 3-€ u31., nepepao.
u jor. — MockBa : M3narensctBo HOpaiit, 2022. — 351 ¢. — (Bricmiee o6pazoBanue). — ISBN
978-5-534-11575-8. — Texkcr : anmexktponHbIi // OOpa3oBarenbHas miargopma FOpaiiT [caiir].
— URL: https://urait.ru/bcode/489698.

4. [Tonmanenko, E. B. Cyn mpucskabix : yueOHOe mocoOue st By3oB / E. B.
[Tonagenko, E. B. KpacunbaukoBa. — Mocksa : WU3narensctBo FOpaiit, 2022. — 169 c. —
(Beiciee o6OpazoBanme). — ISBN 978-5-534-09733-7. — Tekct : »31MeKTpOHHBIA //

O6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/494872.

3.2.2. JlonoJTHUTEIbHbIE HCTOYHUKH.
Me:xayHapoaHble HOPMATHBHbIE TPABOBbIE AKTHI H I0OTOBOPbI:
1. banranopckue TNPUHIMIBI  TOBENEHUS Cyned  (0J00peHbl  pe3oroliuei
OxoHomuueckoro u ConmaneHoro Coera OOH 2006/23 ot 27 wurons 2006 r.) // CIIC
«Koncynprantlmrocy.
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https://book.ru/book/942453
https://urait.ru/bcode/507981

2. KoHBeHIHsT OpOTHB Koppymuun (mpuHsta B r. Heio-Mopke 31.10.2003
Pezomonmeit 58/4 na 51 nnenapHom 3acenanuu 58 ceccuu ['enepanbnoit Accambien OOH). //
CIIC «KoncynprantlLimroc».

3. Hexnaparuss MOT 06 ocHOBOIONIAraroIIMX MPUHIMIIAX U TIpaBax B cdepe Tpyaa
(OKeneBa, 19 wtons 1998 r.) // Poccmiickas raszera. 1998. 16 gexabps. // CIIC
«KoucynprantlInocy.

4. OcHOBHBIE NPUHIUIBI HE3aBUCHMOCTH CYyJIEOHBIX OpraHoB, MPHUHSITHIE Ha
ceapMoM Konrpecce Opranuzanuu O0beanHEHHBIX Hanuii mo nmpeaynpexaeHuIo MPeCTyIMHOCTH
1 OOpAIICHUIO C MPABOHAPYIIUTEISIMHU, MPOXOoauBIIeM B T. Mutane ¢ 26.08.1985 o 06.09.1985
u onobpennsie Pesomomueit 40/146 I'enepanshoii accambien OOH ot 13.12.1985. // CIIC
«Koncynprantllirocy.

5. EBpomneiickass KOHBEHIMSI O 3aIIMTE MPaB M OCHOBHBIX CBOOOA (3akiroueHa B T.
Pume 04.11.1950) (Bmecte ¢ «IIporokosnom Ne 1» (IToxmucan B r. Ilapmwxke 20.03.1952),
«IIporokonom Ne 4 06 oOecrieueHUH HEKOTOPHIX MpaB M CBOOOJ MOMHUMO TE€X, KOTOPBIE YXkKe
BKItoueHsl B KonBeHnuto u nepsblii [Ipotokon k vei» (I[loanucan B r. Ctpacoypre 16.09.1963),
«IIporokonom Ne 7» (ITonmucan B r. CtpacOypre 22.11.1984)) //C3 P®. 2001. Ne2. Cr. 163.

6. «KonBeHIIMsI 0 TUKBUIAIMH BceX (HOPM TUCKPUMHUHALIMY B OTHOLICHUH >KESHIIITHY
(Baxmouena 18.12.1979) BceoOmass npexmapauust mpaB uenoBeka 1948 r. Ilpunsara u
npoBo3riamena renepanbHoil Accambieeir OOH 10 nexabpst 1948 r. // COOpHUK TOKYMEHTOB.
M.: HOPMA-UH®PA-M. 1998.

7. Bceobmias nexnapanus npa uenoBeka 1948 r. Ilpussta u mpoBosriainieHa
rerepanbHoi Accambrueeit OOH 10 nexabps 1948 r. // CIIC «Kouncynprantlnrocy.

HopMmatuBHuble npasoBble akTbhl Poccuiickoit ®@egepanuy, akTbl MUHHCTEPCTB H
BeIOMCTB, BBICIIMX CyJe0OHBbIX OPraHOB, MaTePHAJIbI Cy/1e0HON NPAKTUKH:

1. Koncturynus Poccuiickoit ®@enepanuu (IpuHATa BCEHAPOJHBIM T'OJIOCOBAHUEM
12.12.1993 r.). Poccuiickas raszera, 25 nexabps 1993 r. Jlro6oe uznanue ¢ 4 urons 2020 r. //
CIIC «KoncynbrantlLtocy.

2. denepanbHbI KOHCTUTYLMOHHBIM 3akoH OT 14 ¢deBpans 2011 r. Ne 1-OK3 «O
cynax obmeit ropucaukiuny // C3 P®. 2011. Ne 7. Ct.298.

3. denepanbHbIl KOHCTUTYLHOHHBIM 3akoH oT 31 nekabps 1996 r. Ne 1-OK3 «O
cyneoHoi cucteme Poccutickoit ®enepamuny // C3 PO. 1997. Neo 1. Cr.1.

4. ®denepanbHbIl KOHCTUTYLIMOHHBIM 3akoH OT 28 ampens 1995 r. Ne 1-©K3 «O6
apoutpaxubix cynax B Poccuiickoit ®deneparun» / C3 PO. 1995. Ne 18. C1.1589.

5. ®epnepanbubiii 3ak0oH oT 18.04.2018 Ne 76-03 «O BHeCeHUM HW3MEHEHUN B

OTAEJBHBIE 3aKOHO/ATENIbHbIE aKThl Pocculickoit denepanyiu B CBA3M C COBEPIICHCTBOBAHUEM
MIPABOBOTO PETYIHPOBAHUS B cpepe OpraHU3alMOHHOTO OOECTIeueHUs AesITeIbHOCTH MHPOBBIX
cyneity// CIIC «Koncymnprantlnrocy.

6. ®epnepanbubiii 3akoH 0T 23.06.2016 Ne 220-®3 «O BHeceHMHM H3MEHEHHI B
OTACNBbHBIE 3aKOHOJATeNbHbIEe aKkThl Poccuiickoit @emepaniui B 4YAaCTH MPUMEHEHUS
AIIEKTPOHHBIX IOKYMEHTOB B ICITEILHOCTH OPTAaHOB Cy/IeOHON BIACTHY.

7. ®enepanbubiii 3akoH OT 02 Mas 2006 r. Ne 59-®3 «O nmopsake paccCMOTpEHUS
oOpamenuit rpaxknan Poccuiickoit @enepamnumy // C3 PD. 2006. Ne 19. Cr. 2060.

8. ®enepanbHbii 3ak0H 0T 27 wmrona 2004 r. Ne 79-03 «O rocyaapcTBEHHOMN
rpaxaaHckoi ciyxx6e Poccuiickoit @enepauun» // C3 PD. 2004. Ne 31. Cr. 3215.

9. ®denepanbHbiii 3akoH 0T 17 nexadps 1998 1. Nel18-®3 «O MHpPOBBIX CyabsiX B
Poccuiickoit @enepauuny // C3 PD. 199. Ne 51. C1.6270.
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10. ®enepanbhblil 3akoH oT 08 sHBapst 1998 r. Ne 7-03 «O CyneOHom nenapraMeHTe
npu BepxosHom Cyne Poccutickoit @eneparun» / C3 PO. 1998. Ne 2. Cr. 223.

11. ®enepanbhblil 3akoH 0T 21.07.1997 Ne 118-®3 «O06 opranax MpUHYAHTEIHLHOTO
ucniomHeHus Poccuiickoit @enepanuny // C3 PD. 1997. Ne 30. Ct. 3590.

12. Vka3 Ilpesunenra P® ot 16.08.2021 Ne 478 «O HauumonanbHOM MaHe
npotuBoaekcTBus Koppynmuu Ha 2021 - 2024 romwr» // OdunmanbHBIE HWHTEPHET-MIOPTAT
npaBoBoii uHGpopmanuu http://pravo.gov.ru, 16.08.2021 // C3 P®. 23.08.2021. Ne 34. Cr. 6170.

13. VYka3 [Ipesugenta PO ot 21.02.2019 Ne 68 «O mnpodeccnoHambHOM pa3BUTHU
roCyJapCTBEHHBIX rpakanckux ciyxamux Poccuiickoit @enepanun» (BMecte ¢ «llonoxenuem
0 IOpsIKE OCYHIECTBICHMS MNPO(PECCHOHANBHOTO DPA3BUTUSA TOCYIAPCTBEHHBIX I'PaKTaHCKHX
ciyxkamux Poccuiickoit  @eneparun») //  OduuuanbHbIA  MHTEPHET-TIOPTAl  MPAaBOBOU
uHpopmaruu 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. or 06.10.2020) «O6
yrBepxkaeHuH [lonokeHuss o KaapoBoM pe3epBe (peaepanbHOro rocyAapCTBEHHOTO OpraHay//
OdunmansHBI HHTEPHET-TIOPTAN MpaBoBOM nHGopManuu http://www.pravo.gov.ru. 02.03.2017.
/I C3 P®d. 06.03.2017. Ne 10, Cr. 1473.

15. Va3 [Ipesunenta PO ot 16.01.2017 Ne 16 «O xBanupukannoHHBIX TPEOOBAHHIX
K CTaXy TOCyJapCTBEHHOM TIpa)IaHCKOW CIyXObl WJIM CTaxKy pabOThl MO CHENHMaTbHOCTH,
HAIMpaBJICHUIO TIOJTOTOBKH, KOTOPHI HEOOXOAMM Ui 3aMEIICHUs JOJDKHOCTEH (emepanbHOn
rOCYJapCTBEHHON Tpa)IaHCKOW ciykOb» // OduuuanbHblii MHTEPHET-TIOPTA] IPAaBOBOM
uHpopmanuu http://www.pravo.gov.ru. 16.01.2017., C3 P®. 23.01.2017. Ne 4. Ct. 640.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

IMPOPECCHUOHAJIBHOI'O MOJAYJIA

MeToabl OIeHKH

Kon IIK u OK,
(opMHpyeMBbIX B paMKax Kpurtepuu oueHku
MOy

[IK 3.1. Pemenune mnpakTHUEeCKMX CHUTyallMd IO
npUEMyY, PErucTpali U y4YETY IBUXKEHUS
KOPPECTIOHICHIINH U JIeII.

Pemienne  mpakThyeckux — 3amad 1o
o opMIICHHUIO CyIeOHBIX Te u
MaTepHalIoB.
Pewenne PaKTUYECKUX cuTyauuin
oOparieHus CyneOHBIX aKTOB K
VCTIOJTHEHUIO.

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

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

[1K 3.3. Pemenne  mpakTHdyeckux — 3agad 1o
COCTABJICHUIO CIYXEOHBIX JOKYMEHTOB
cyza.

1K 3.4. Pemenune mnpakTHUEeCKMX CHUTyallMid IO
npuémy oOpalieHni, MOCTYNAOIUX B CY/.

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

OK 01. 00O0CHOBAHHOCTb IMOCTaHOBKH LIeJIH,
BbIOOpa W TNPUMEHEHUS METOJO0B M
CIOCO0OB pemeHus MpodecCHOHATBHBIX
3ajau

OK 02. - HCIONB30BaTh OPHUIHATHHBIE HCTOUHUKI

OITyOJIMKOBaHUSI HOPMAaTHBHO-TIPABOBBIX
U HOPMAaTHBHBIX AaKTOB, CIIPaBOYHO-
MIPAaBOBBIE CHCTEMBI
OK 05. - IPaMOTHOCTh YCTHOM M HHChMEHHOM
peuu;
- SCHOCTh (DOPMYITUPOBAHMS U H3JI0KEHUS
MBICJICH;
- MPOSIBJICHHE BBIJEPKKH B Tpolecce
OOIIEeHUSI.
OK 09. HCIIOJIb30BAHUS

- MPaBWIBHOCTH
npodeccHoHaNTbEHON TePMUHOJIOTHHY;

- 4€TKOCTh (DOPMYIHUPOBOK.

Ouenka
BBIIIOJIHEHUS
MPaKTUYECKUX
pabor.
TectupoBanue.
Ouenka 3agaHui
IIPOMEKYTOUYHON
aTTECTaIUH.
Ouenka
pe3yabTaToOB
MPOXOKICHUS
yueOHOU u
IIPOU3BOACTBEHHOMN
MPaKTHUK.
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