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1. OFBEM I CIIUTLJIMHBI

Beero: 2 3a4eTHbIE €IMHUILI TPYI0EMKOCTH (72 aKaJeMHYECKUX Jaca)

Ounas popma obyueHus

o Ha Bcio muc- Cemectp
Bun yueOHOit paboTeI - 7
AyauTopHsbie 3aHATHA (KOHTAKTHAs padoTa ¢ mpenojaBare-
JieM), BCEro 4acoB 32 32
B TOM 4YHCJIe:
Jlexun 16 16
[TpakTHyeckue 3aHATUS 16 16
CamocrosnTeabHasa padoTa, BCero 4acoB 40 40
B TOM YHCJI€:
IToxroroBka k 3a4eTy 18 18
JlpyrHe BH/IBI CAMOCTOSTEIBHON paboTEI 2 o)
(camMOCTOATENFHOE H3YYEHHE TEM (Pa3esioB) JUCIHIIIHHE])
Buja npome:xyTo4HOI aTTeCTAlHU 3aver 3auer
O0mast TPy A0eMKOCTh AUCIUIIHHBI H TPY/10eMKOCTh I10 ce- 7 7
MeCTpPaM, 4acoB
O4uno-3a04yHas ¢popma obyHeHus
Bup yue6HOit paboThI Ha sarogyc: CoieuTp
LUTUTAHY 8
AyauTopHbIe 3aHATHA (KOHTAKTHAasi paboTa ¢ npenojasare-
JieM), BCero 4acos 20 20
B TOM YHCJIE:
Jlexumu 10 10
ITpakTHyeckue 3aHATHS 10 10
CamocrosiTesibHas padoTa, Bcero 4acos 52 5
B TOM YHCJIE:
[ToxroroBka K 3aueTy 18 18
Jlpyrue BUABI CaMOCTOATENBHON paboThI 34 34
(camocrosTeIbHOE H3YUEHHE TeM (pa3esioB) TUCIUILIHHBI)
Buj npomMe:kyTOYHOI aTTeCTAIMH 3ager 3auer
O6mas TPyI0eMKOCTh JHCIMIIMHBI B TPYI0eMKOCTH 10 ce- 7 7
MecTpaM, 4acoB
3aounas popma o0yueHHs
Bun yueGuoit paboTsl S EO T Comeerp
OUIUTHHY 9
AyauTtopHble 3aHATHS (KOHTaAKTHasi paboTa ¢ npenojasare-
JieM), BCero 4acon 16 16
B TOM YHCJIe:
Jlexuu 8 8
[IpaxTiyeckue 3aHATHS 8 8
CamocrosiTeibHas paboTa, BCero 4acos 56 56
B TOM YHCJIe:
[TonroroBKa K 3a4eTy 18 18
Jpyrue BUABI CAMOCTOSTENBHOM PAbOTEI 38 38
(caMOCTOSITEJILHOE U3YyYECHHE TeM (pa3/eoB) JUCIUILIAHbI)
Bua npoMe:xyToO4HOIl aTTeCTALHI 3aver 3auer
O6masi TPy A0eMKOCTh JUCHHILTHHBI M TPYA0EMKOCTH IO Ce- 7 7

MeCTpaM, 4acoB




2. MECTO JUCIUILINHBI
B CTPYKTYPE OBPA30OBATEJIbHOU ITPOI'PAMMBbI

Jucnunmaa «FOpuaudecKoe JOKyMEHTOBEIEHHE» OTHOCHTCS K IUCIUIIMHAM 110 BBIOO-
py Gnoka B1 BapuaTHBHOM yacTH y4eOHOro miaHa OaxkajaBpuaTa [0 HAIPaBICHUIO MOATOTOBKU
40.03.01 — IOpucnpynenius (HanpaBieHHOCTh (MPodHIIb): «YTONOBHO-IPaBoBas», «I paxmaH-
CKO€ TIPaBO M TPAKAAHCKHH IIPOLECCY).

Jucuumnmuaa «IOpuaudeckoe TOKYMEHTOBEICHHE) TECHO B3aUMOCBA3aHA C JPYTHMHU
ropuudeckumMy auciummmHamu. «FOpuaudyeckoe JOKYMEHTOBEIEHUE) H3Y4aeTCsl CTyICHTaMU
T10C/IE OCBOEHHMSI OCHOBHBIX IOPHAMYECKHX Y4eOHBIX KypcoB M Oa3mpyercs Ha pe3ynbTaTax 00y-
yeHust, ChOpMUPOBAHHBIX NpH UX u3ydeHuu: «KoHcTHTynmoHHOE mpaso», «I'paxaaHckoe mpa-
Bo», «'pakaaHckuil mporecey, «AJIMHUHUCTPATUBHOE IpaBoy, «PuHancoBoe npaBo», «Hamoro-
BOE TIPaBO». « Y TOJIOBHOE TIPaBO», «Y TOJIOBHBIH IIPOLIECC).

PaGouas mporpamma quciuiuiuasl «FOpuaudeckoe TOKyMEHTOBeAECHUEY opMHpyeT 6a3o-
BBIE KOMIIETEHIMH JUTS U3YUEHHs OCIIeNYIOMUX UCIHILUIAH: TIPeANpHHUMATEIBCKOE 1IPaBo, ap-
OUTpaXKHBIH IpoIecc.

3. IJIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA

IeJibi0 TUCHUIUTMHEI SBISIETCS ()OPMHUPOBAHUE Y CTYIEHTOB CHCTEMHOT'O IPEACTaBICHHUS O
JOKYMEHTax, 0(hOpMIIIEMBIX B IPOLIECCE HOPMOTBOPYECTBA U B IIPABOIPUMEHUTEILHON JIEATEND-
HOCTH, IIpaBUIax UX o(OpMIICHHUs, 03HAKOMJICHHE C MIPAKTUKON paboTHI ¢ JOKyMEHTaMU B Opra-
HaX IOCyIapCTBEHHOM BJIACTH M OpraHaX MECTHOI'O CaMOYIPABJICHHUs, B XO3IHCTBYIOIHX CyObeK-
Tax.

3apgaum Kypca 1mokasarh B3aMMOCBA3b HHQOPMAIMM U JOKYMEHTA; IPOCISANUTh SBOJIOLUIO
JOKYMEHTa Kak HOCHTENs MH(OpMAIMM, pasBUTHE CIIOCOOOB NOKYMEHTUPOBAHHS; IIpOaHAIH3H-
poBath QYHKIMH JOKYMEHTa U 00pa30BaHHE CHCTEM NOKYMEHTAIMH; AAaTh IPEACTABICHUE O 3HAa-
YEHUH YMEJIOro oOpalleHusi ¢ JOKyMEHTaMH B HpPO(eCcCHOHATIBHOH IeSTeNbHOCTH IOPUCTA;
copMHUpOBaTE Y CTYAEHTOB pallMOHAIBHEIC MOIXO/bI K OpraHu3auu paboThl ¢ JIOKYMEHTaMU;
JlaTh IOHSATHE O HpHeMax M crocodax AOKYMEHTHpPOBAHHS IIPAaBOBOM M HMHON IOpHIMYECKH 3HAa-
YUMO# HH(OpMAIMK; PACKPBITH OCHOBBI apXHUBHOT'O JIEjIa.

W3ydeHne COBpEMEHHOW TEXHOJIOIMH JOKYMEHTAlMOHHOTO obecreueHus OazupyeTcss Ha
3HAHUH 3aKOHOMEPHOCTEN pa3BUTHs JIEIONpou3BojicTBa B Poccun. B pesynbraTe 0OCBOEHHS Kypca
CTYIEHT JOJDKEH 3HaTh (hefiepanbHble 3aKOHBI U HHbIE HOPMATHBHBIE IPaBOBBIE aKTHl B cepe
uH(popMarmy, HHGOPMAIMOHHBIX TEXHOJIOTHI H 3aITHl HH)OPMAIUH, a TAKKe apXUBHOT'O Jeja;
aKThl TEXHUYECKOrO PETYNMPOBAHMASA W METOOMYECKHE MAaTepHabl IO JOKYMEHTHPOBAHHIO HH-
(¢opmanny, BO3HHMKAIOMEH B MPOILIECCE YNPaBIECHUYECKOH AEATENBHOCTH, U MHOM IOPUIUYECKH
3HAaYMMOM HH(pOpPMANUK; TPaBHIIa COCTABICHUSA U O(OPMIIEHUS JOKYMEHTOB, B TOM YHCJIE OTHO-
cammxes K chepe npodecCHOHATBHON JIeATeIFHOCTH; CTPYKTYPY H CIIOCOOBI JOKYMEHTHPOBAHHS
IIpaBOBON HH(POPMALIMH; COBPEMEHHBIE TEXHOJIOTHH 00pabOTKH U XpaHEHUs IOKYMEHTOB.

ITocne ocBoenus 6azoBoro Kypca «HOpuaudeckoe JOKYMEHTOBEICHHE)» Y CTYJAEHTA JOJDK-
HBI OBITE CHOPMHUPOBAHBI CIIEAYIOIIHE KOMIIETCHIIHN:

- BJIaJICHHAE HABBIKaMH OArOTOBKH Iopuauyueckux 1okymeHTos (I1K-7);
- CIIOCOOHOCTh HMPaBUIIBHO U MOJHO OTPa)aTh pe3yIbTaThl NPO(ECCUOHANBHON AEATeTFHOCTU B
IOpHANYECcKOit 1 uHOH JqokyMmenTanuu (1TK-13).
B pe3ynbrate 0CBOSHUS JUCIMIUIMHEI CTYAECHT JOJDKCH:
1) 3naTe:
— OIIpEACJICHHE H COCTaB HOpM&THBHO-MCTOI{H‘{ECKOﬁ 6a3er ACIOIIPOH3BOACTBA,
— KIaccu(pUKaIUio JOKYMEHTOB;
— npaBusa 0pOPMIECHUS TOKYMEHTOB;
— 3Tambl JOKYMEHTO0000pOTa;
— colepyKaHHe U 3HAaYeHHe HOMEHKIIATYPHI JelT;
— npaBuiia GopMUPOBAHUS JIEIT;



— [IpaBMJIa OIEPATHBHOTO M aPXMBHOIO XPaHEHHUS JOKYMEHTOB H JIEN;
— ocHOBHBIE TpeboBanus uHpopmanuonnoi 6ezomacuoctu (I1IK-7, ITK-13);
2) Ymers:
— y4acTBOBATE B pa3paboTKe HOPMATUBHO-IIPABOBBIX aKTOB;
— IPUMEHATh HOPMATHBHBIC ITPABOBBIE AKTHI B IIPO(ECCHOHATILHON JIeSTEHOCTH IIPU COCTaBlIe-
HUH IOKYMEHTOB;
— IPaBUIBHO 0(QOPMIIATH AOKYMEHTHI IIPU OCYIIECTBICHUH IIPO(PECCHOHAIBHOM NEATEIBHOCTH,
— TOJIKOBaTh pa3nuunele nmpapoBsle akTel (11IK-7, IIK-13).
3) Bnagers:
— OCHOBHBIMM METOJIaMH, CIIOCO0aMH M CPeJICTBAMHU IOJIyYEeHUs, XpaHeHus, 00paboTku uxpopma-

LHH,

— HaBBIKAMM TIOATOTOBKH topuanueckux nokymentos (ITK-7, TTK-13).

4. COAEPKAHHME JUCHUIIJINHBI

4.1. YueOHO-TeMATHYECKHI NJIAH

Ounast popma o0yueHnst

KoimmuecTBo yacos
KOHTAKTHOM padoThl ¢

Homep
HaunmenoBanue pasjeJa, npenojaBareseM
Pybex | pasmena,
TeMbI IIpakTH4.
TeMbI Jlexnuu
3aHSATHSA
1 Tema 1. OcHOBHEBIE OHATHS O JOKYMEHTHUPOBaHUH 1 o)
HHGOPMALIMH U JIeJIONPOU3BOJICTBE
Tema 2.
2 3 3
Vrnpasienue JOKyMeHTaMH
PyGex 1
Tema 3.
3 Jleonpou3BOICTBO KaK OCHOBA TEXHOJIOTHH FOPUIU- 3 3
4eCKOMU JIeITeTbHOCTH
Py6exuprit kouTpons No 1 - 1
Tema 4.
4 Jlenonpon3BOICTBO 1O BOMpPOCAM TPYOBBIX OTHOLIE- 3 5
HU (KagpoBoe OeNONpPOU3BOACTRO)
Tema 5.
PyBesk 2 5 Odopmienne rpakaaHCKO-NMPABOBbIX JIOKYMEHTOB. 3 2
Ao HoTapuansHoe 1e10npor3B0JICTBO
Tema 6.
6 Jlenonpou3BOACTBO B OpraHax IpeJBapUTeIbHOIO 3 2
CJIE/ICTBHS, OPraHax MpoKypaTyphl U cyJax
PyGexublii KOHTpoIb Neo 2 - 1
Bceero: 16 16
OuHo-3204Has popMa 00yHeHHs
KonuuecTBo uacon
H KOHTAKTHOH padoTsl ¢
ome
P HaunmeHoBaHHe pa3jea, npenojaBaresemM
PybOe:x |pasnena,
TeMBbI IpaxTay.
TeMBI Jlexnun
3AHATHA
Tema 1. OCHOBHBIE IMOHATHA O JOKYMEHTHPOBaHHH
PyGex 1 1 HOKY P 1 1

MHGOPMAIMH U IEJIONPOU3BOJICTBE
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2 Tema 2. 1 1
VnpasiieHHe 10KyMEHTaMU
Tema 3.
3 Jenonpou3BOACTBO Kak OCHOBA TEXHOJIOTHH IOPH/IH- 2 1
YecKOi JesTelIbHOCTH
PyGesxubrit koHTpoJb No 1 = 1
Tema 4.
4 JenonpousBoACTBO MO BONPOCaM TPYAOBBIX OTHOLIE- o) 2
HUH (KapoBOe JIeJI0NPOU3BO/CTBO)
Tema 5.
5 Odopmrenre rpakaaHCKO-TPaBOBBIX JOKYMEHTOB. 2 2
Py6ex 2 HorapuasibHOe Ae0IpOr3BOACTBO
Tema 6.
6 J1eNONpOM3BOACTBO B OpraHax TpeaBapUTeIbHOIO 2 1
CJIE/ICTBHS, OpraHax NpoKypaTyphl H cyjlax
PyGesxxublit KOHTposb Ne 2 - 1
Beero: 10 10
3aounas (popma 0Oy4yeHHus:
KoamnyecTBo 4acoB
Homep KOHTAKTHOMH padoTsI ¢
pasae- HaumenoBanue pasjeJa, npenogaBarTesiem
J1a, Te- TEMBI IIpakTHuy.
Jlexuuu
MBI 3AHATHS
1 Tema 1. OCHOBHEBIE MOHATHSA O JOKYMEHTHPOBaHUU UH(OP- 1 1
Mall{H ¥ JeJ0NPOH3BOJICTBE
o) Tema 2. 1 1
YnpasneHHe JOKYMEHTaMH
Tema 3.
3 Jlenonpou3BoACTBO KaK OCHOBA TEXHOJOTHH IOPHAMYECKOH 1 1
JIeATEIbHOCTH
Tema 4.
4 Jlenonpou3BoACTBO MO BOMpOCAM TPYAOBBIX OTHOLIEHHUM 1 1
(kazpoBoe [eNONPOU3BOJICTBO)
Tema 5.
5 OdopmieHne rpakaaHCKO-TIPaBOBEIX NOKyMeHTOB. Horapu- 2 2
aJIbHOE J1eJIONPOU3BOACTBO
Tema 6.
6 Jenonpou3BoAcTBO B OpraHax MnpeaBapuTe]sHOro CleICTBHA, 2 2
opraHax NpoKypaTyphl U cyaax
Beero: 8 8

THpoBaHHA U o6opoTa. I[IpaBoBad undopmanusa u ee ctpykrypa. CyIIHOCTE U Ha3HAYEHHE JIeJI0-

4.2. Conep:kaHue JJeKIIHOHHBIX 3aHATHH

Pazgen 1. le1onpou3BoACTBO H JOKYMEHTHPOBaHHe
Tema 1. OcHOBHBIE IOHATHA O JOKYMEHTHPOBAaHUH HH(POPMALIMU H JEIONPOU3BOJICTBE
JIOKyMEHTEL: OHSTHE, CTPYKTYpa, BU/bl [loHATHE HHOpMAaLMKU, IPAaBOBOH PEXUM €€ JIOKYMEH-

[IPOM3BOACTBA. DTalbl Pa3BUTHS Aen0npousBoacTea B Poccun. CoBpeMeHHOE MPaBOBOE PEryIiu-
pOBaHHE [ENONMPOU3BOICTBA, aKThl TEXHHYECKOTo perynupoBanus. IOpuamdeckuit pexuM Hc-
MOJIB30BAHMSL TOCYIApPCTBEHHOTO si3bika Poccmiickoit Pepepanuu mpH JOKyMEHTHPOBAaHHWHU IIpa-
BOBOH M MHOH odpuIManbHOM nHpopManuu. [loHsTHE NOKyMEHTa, Kilaccu(uKanus JOKyMEHTOB.
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JlokyMeHTHI opunmanbHele (CyxkeOHble), TUYHbIEe (IEPCOHANBHBIE) U JIMYHOTO IIPOUCXOXKICHHS.
VHuUKAIMA | CTaHAapTH3AIHS JOKYMEHTOB.

Tema 2. Yopasnenue nokyMmeHTamu [IpuHIATEL paboTel ¢ fokymMeHTaMHu. OCHOBHBIEC TPYIIIEI 10-
KyMEHTOB. DTalbl OpraHu3anuu paboTsl ¢ JoKyMeHTamu. OpraHu3anys panyoHAIBHOIO HOKY-
MEHT0000pOTa, €ro KOJIMYECTBEHHBIE U KaYeCTBEHHBIE XapaKTepHCTHKH. [IOHATHE M CYIIHOCTH
JOKyMeHTanuoHHoro obecneuenus ynpasinenus (JJOY) — ee cTpykTypa, OCHOBHBIE (DYHKIIMM H
3amauu. Peructpanusi JOKYMEHTOB — BHABI U (popMmbl. O61acTh NPHMEHEHHS TOCYAapCTBEHHOTO
cragaapra. OcHOBHEBIE rocynapcrBeHHble crapaaptel JIOY u ux xapaxkrtepuctHka. BeeneHue B
JefiCTBHE TOCYIapCTBEHHOrO CTaHAapTa. XapaKTepUCTHKa OCHOBHBIX HOPMATHBHBIX U METOIMYE-
CKHX JIOKYMEHTOB OOIIEPOCCHHCKOT0 Ha3HaueHHs, perinaMeHTupyomux mnpoueccel J[OY. Kom-
IUIEKC CTAHIAPTOB Ha YIPaBICHYECKYIO JOKYMEHTaIHi0. ONbIT MEKIYHAPOAHOM CTaHJapTH3AIHH
B obnactu JIOY. Ilonarue «pexBU3UT HoKyMeHTa». CocTaB M Ha3HAUYE€HHE PEKBH3UTOB AOKYMEH-
ToB. Co3/1aHue HH(POPMAIIMOHHO-IOMCKOBBIX CHCTEM MO JOKyMeHTaMm. CucTemMaTH3alus JOKY-
MEHTOB W COCTaBJICHHE HOMEHKJIATYpHI Jieil. BUIbI HOMEHKIATYp Jel U uX conepxanue. Kon-
TPOJIb UCIOJHEHUS U MPOXOXKICHHUS JOKYMEHTOB. Llens M coaepxaHue KOHTPOJS HCIIOTHEHHA
JOKYMEHTOB, CPOKH HCITOJHEHHUs JOKYMEHTOB. [ToroToBka k nepegade Ha apXUBHOE XpaHEHHE.
JlokymeHTHpOBaHUE U NOKyMeHTOOOpa3oBanue. CriocoOs! 3akpericHust nHpopMaIuu (HOCHTEIH
HH(POPMALIHH).

Tema 3. Jlenonpou3BoACTBO KaK OCHOBA TEXHOJIOTHU IOPUAMYECKON AeATenbHOCTH OCHOBHBIE
KJIaccH(pUKAMH FOPHIMYECKUX JOKYMEHTOB. TpeGoBaHus, mpeabsBisieMble K 0GOpPMIICHHIO
IOPUIMYECKAX JOKYMEHTOB. Ilopsimok ohopMiIeHHS U MCIOIb30BaHHS IOPUANYECKHX HOKYMEH-
TOB. MHCTpyKIWMs 1mo aenonpousBojacTBy. Kiaccmdukanus OCHOBHBIX OPHANYECKUX ITOKYMEH-
T0B. CriocoOB! 3aIUTHI IpaB Ha JOKyMeHT. [loHsATHe ¥ 3HaYeHHe WH(OPMAIHOHHO-CIIPABOYHBIX
JIOKYMEHTOB. Pa3sHOBHIHOCTH HH()OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, HX COCTaBJICHHE H
odopmnenne. MEpOpMAIHOHHO-CIIPaBOYHBIE JOKYMEHTEI, HCIIOJIb3YeMbIE B IPOheCCHOHATBHOM
JESTEIbHOCTH IOPUCTa: CIPaBKH, aKThl, JOKJIAJHbBIE U OOBSICHUTEIHHBIC 3AIUCKH, JOBEPEHHOCTH,
city>keOHBIe HChbMA, Tele(OHOrpaMMEI, TernerpaMMsl, hakcsl. OCOOEHHOCTH TOKYMEHTHPOBAHHUS
JEATENBHOCTH KOJUIErHaabHBIX opraHoB. CTpyKkTypa TekcTa mpoToxona. [Tomabie u kpatkue dop-
MBI IIPOTOKOJIOB. VICKOBEIE 3asdBlIeHHs U HHBIE oOpamenus B cyn. Opummueckas sxcrnepTu3a Kak
BHUJI I€ATENBHOCTH ropucTa. Opuauyeckue 3aKoyeHus..

Paznen 2. OcoGeHHOCTH /1e/I0ONPOU3BOACTBA B IOPHAHYECKOiT cdepe

Tema 4. Jlenonpoun3soACTBO 10 BOIPOCaM TPYAOBBIX OTHOLIEHUH (KaapoBoe AeI0MPOM3BOICTRO)
JIOKyMEHTHPOBAaHUE TPYAOBBIX OTHOmEHHH. [ToHsATHE KaApPOBOTO AEIOMPOMU3BOACTBA. JJOKYMEH-
THI 110 JIMYHOMY COCTaBy (KaJpoBasi JOKYMEHTAL[Us]) ¥ MX BH/BL TPYAOBBIE JOTOBOPHI, IPHKA3EI
II0 JIMYHOMY COCTaBy, TPYAOBbIE KHIDKKH. Odopmierne Tpynosoro moroBopa. [Ipukassl, pacio-
psOKeHHs 10 Tu4HOMY coctaBy. Odopmiienue TpynoBoit kHKkd. IlltaTHoe pacmucaHue: MOHs-
THE, PEKBU3MTEI, COIEPIKaHue. YHUDUIIMPOBaHHBIE (POPMBI IEPBUYHOM YYETHOH NOKYMEHTAI[HH
1o Tpyny u ero omiare. KonbuaeHINaIbHOCTE JOKYMEHTOB 110 JIMYHOMY cocTaBy. OcobeHHOCTH
o(hOopMIIEHHUS pe3IoMe, 3asiBICHHH, aHKeT, aBToOnorpaduii.

Tema 5. Odopmierue rpakaaHCKO-IPaBOBBIX JOKYMeHTOB. HoTapHanbHOe AEIONpOU3BOACTBO
Obmue npasuna oGopMIIEHHS IPaKAaHCKO-IIPABOBLIX 10roBopoB. CocraBieHue u opopMiIeHHe
noseperHoctd. CocTaBnenue u opopmiienue 3apemanus. JJoKyMeHTHpOBaHUE HOTAPHAIBHOM Jie-
ATenbHOCTH. OOpaboTKa BXOAAIMX U UCXOMSIIMX JOKyMeHTOB. @opmupoBanue U 0GopMiIeHHE
JEIl. BpCMCHHOC XpaHCHHUE, nNepeaavya 0 YHHYTOXKECHHE IEII. BCL[CHHG PEECTPOB I PETrHCTpaIlHH
HOTApHAIBHBIX AeHCTBUMN. J[eI0NpOU3BOACTBO B OpraHax 3aKOHOJATENBHOW M HCIIOJHUTENBHOM
BJIaCTH, OpraHax MECTHOTO CaMOYIIPABJICHHs: IPAaBOBOE PeryIHpoBaHue (PErIaMeHTbl OPTaHOB U
HHCTPYKITMM O JEJIONPOH3BOACTBY), OpraHH3anus JAOKYMEHTHPOBaHHS H IOKYMEHTO00OpOTa.
Jlenonpon3BoACTBO 10 OOPAIIEHHUSM TpaskIaH.



Tema 6. [lenonpou3BoJCTBO B OpraHax MpeiBapUTEIbHOTO CIEACTBUS, OpraHax MpOKypaTypsl U
cynax IIpotokons! cieacTBeHHBIX aedcTBui. OdopMiIeHHe MOCTAaHOBICHHM O BO30YKICHHH H
NPHHITHH YTOJIOBHOIO Jieja K IIPOU3BOACTBY, O MPEKpAIICHUH YTOJOBHOIO JAeia, O IPUMEHEHUH
Mep npecedeHus. CocTaBieHUe 3asBICHUM, Kajlo0, HCKOBBIX 3asBleHUi. [IpoTecTsl B mOpsAKe
Hajg3opa Ha cynebHble mocraHoBieHHs. OdopmileHHE NPOTOKONOB cynedHoro 3acemanus. Co-
JepXKaHHe pemeHus (IIOCTAHOBJIEHUsS, ONpe/eIeHNs, IpUroBopa) cyaa. Opranu3anus T0KyMeH-
T0000pOTa B OpraHax npokyparypsl Poccuiickoit @enepanuu. OcobeHHOCTH ODOPMICHUS TOKY-
MEHTOB, (JopMHUpPOBaHHE /€], HAA30PHBIX U HAOMIO1aTeNbHBIX IPOM3BOACTB B OpraHax mpoKypa-
Typbl. ObecriedeHre COXpaHHOCTH JOKYMEHTOB, el U IPOU3BOJCTB B OpraHax MpPOKYpaTyphl.
CynebHoe nenonpousBoAcTBO. MHCTpyKmusa mo cyaeOHOMY aenomnpom3BojicTBy. CocTaBiieHue
IpollecCyaibHbIX JOKYMEHTOB. Peructpanus, yuaer u opopmienue cynednbix nein. OcobeHHOCTH
JEJIONIPOM3BOJICTBA B CCy/aX OOIIEeH IOpHUCOUKIMYU, B apOuTpakHbIX cynax. CyneOHoe pereHue
(mpuropop) kak noxkyMeHT. Onpenenenus cynoB. [Ipuem, yder i oTIpaBiieHue Jel U KOPPECIOH-
JEHIIMK B CyJle, PETUCTpalHsl JOKyMeHTOB U aei. OOpalieHue K HCIOJHEHUIO TIPUTOBOPOB, pe-
IIEHH#, ONpeeNeHHH | II0CTaHOBJIEHUH cyna. [IpuemM, yder u XpaHeHHe BEIIECTBEHHBIX J0Ka3a-
TEJIBCTB U JIMYHEBIX JOKYMEHTOB OCYXKIEeHHEIX. [Topsanok Beigaun cyieOHBIX J1e H JOKYMEHTOB.

4.3. IlpakTuyecKue 3aHATHS

|
Ho- Ou- | Ouno-
mep | Haumeno- HAasg | 3a04- 3aou-
Copepixanue NpaKTHYECKOT0
pas- BaHHE ¢dop Hasl Hasl
3AHATHS
aena,| pasgena, mMa | dopma | dopma
Te- TeMBbI 00y- | obyde- | oOyue-
MbI e- HHHA HHUA
HUHA
Tema 1. 1. Ponp mokyMmeHTa B JKHM3HH YeJIOBEKa M 0OLIECTBA.
OcHoBHble | 2. JlokymeHTsl B cepe TpaBa M YNpasieHHs. 3.
TIOHATHSA O Pa3BuTHe U cOBpeMEHHOE COCTOSIHHE TEPMHHOJIOTHH
AOKyMEH- OCHOBHBIX TOHATHH FOPUIUYECKOr0 AesIONpPOU3BOJI-
TUPOBaHWH | ctea. CranmapTusauus TepMuHOsIoruu. 4. Xapakre-
uHpopma- PHCTHKA OCHOBHBIX METO/IOB HCCIIEOBAHHS IOPHIH-
LMK U fe- YECKOro JeNnonpousBoicTsa. 5. BiusHue HayuHo-
1 | sompous- TEXHHYECKOH PEeBOJIOLMHA HA pa3sBUTHE HOpUIMYE- 2 1 1
BOJZICTBE CKOro jenonpousBojctea. 6. JloxyMmMeHTHpoBaHHE
IOPHIMYECKON /IEATENBHOCTH KaK MCTOYHMK BO3-
HMKHOBEHHMA JOKyMEHTalMH. 7. B3auMocBs3b 1 B3a-
UMOOOYCIIOBIEHHOCTE HH()OPMAIMOHHO- JOKYMEH-
TallMOHHOTO obecrneyenus 1 MacTaboB JesTebHO-
CTH, OpPraHM3allMOHHON CTPYKTYpHI, 3a7a4 U (yHK-
MM anmnapara B FOpUIMYECKOH AeATenbHOCTH.
Tema 2. 1. ITonsaTHe «aoKkyMeHTHpoBaHHe». 2. Opranuzanms
VYnpaene- pabotel ¢ nokymeHtaMu. OCHOBHBIE 3Tarbl PaboThI
HUE JIOKY- ¢ goxkymeHTamu. 3. Ciyx6s1 JIOV.
MEHTaMH 4. ApxuBHpOBaHHE NOKYMEHTOB. 5. PasBurue u xa-
PaKTEPUCTHKa OCHOBHBIX CIIOCOOOB JOKYMEHTHPO-
BAHUs, UCIIOJIB3YEMBIX B IOPMAHUYECKON JEATENBHO-
2 cty. 6. ITonaTre U cocTaB peKBU3UTOR NOKYMEHTa 7. 3 1 1
Bupner 6nankor pokymentos. 8. IIpaBuna odopmie-
HUS OTJENBHBIX PeKBU3WUTOB AoKymeHToB 1o 'OCT
P 6.30-2003. 9. Cranpmaptusauus u yHupUKanus
nokymeHToB. 10. ®opmynsap pokymenrta. Dopmyss-
pel-ob6pazusl. 11. YHuduUMpoBaHHEIE CHCTEMBI H0-
KyMEHTAaLlUK.




Tema 3.
Henonpo-
HU3BOJICTBO
Kak OCHOBa
TEXHOJIOTHH
1opunye-
CKOW  mesd-
TEJIBHOCTH

1. IOpumyteckas NesTeNnsHOCTh M JIEJONPOM3BOICTERO. 2.
Henonpou3BoAcTBO Kak GYHKIHMS YIIPaBJIEHHs, ET0 MECTO
cpenu Apyrux QyHKIMii ynpaBneHus. 3. 3HaUYeHHe H0Ky-
MEHTOB UISl pealu3alliy PelleHU B IOpUAHYECKON Jes-
TenbHOCTH. 4. OLEHKAa COBPEMEHHOIO COCTOSHHS JEJO-
NpPOU3BOACTBA. 5. PaKTOphI, BIMAIOIINE HA OPraHH3aLHI0
U TEXHOJIOTHIO IOPHAHYECKOTO JEJIONPOM3BOACTBA B
YUPEKACHUAX paznudHbIX (opM coberBeHHocTH. 6. Tu-
TOBbIE CHCTEMBI JOKYMEHTALUH, HCIIONb3yeMble TPH JI0-
KYMEHTHPOBAHHM TaMOXXEHHOM, HaJOroBOi, CTpaxoBoii,
ayJIMTOPCKON M APYTUX BHJOB YNPaBJIeHUYECKOMH AeATENb-
HocTH. 7. ['ocymapcTBeHHas cHcTeMa JOKYMEHTALHu. 8.
BenoMcTBeHHast cuctema mokymeHTaumu. 9. Cucrema
JOKYMEHTALMH YIPEIK ACHHUS.

Py6esxusprit korTpoas Nel

Tema 4. 1. Odopmnenne TpymoBoro aorosopa. 2. Ilpukassl,
Henonpouns- | PacmopskeHus 1o juYHOMY coctasy. 3. Odopmnenne
BOJCTBO 110 | TPYHOBOI KHWXKH. 4. CoctaB HOPMAaTHBHO-
BONpOcaM METOOHYECKHX ITOKYMEHTOB, HX Ha3Ha4Ye€HHE, CTPYKTYpa
TEKCTa, METOJMKA Pa3paboTKy, MopsaoK oGOopMIEHHS H
TPYIOBBIX
THomeryy | PPMeHeHHA. 5. Ponp cnyx0rr IOV B co3maHuu equHOM
0 HH(POPMALIMOHHOM HH(MPACTPYKTYPhl YUpeKnaeHus. 6.
(KanpoBoe | CornacopanmocTs ynpaBeHis apxuBHOF 1 onepaTHBHOI
ACTONPOH3- | nokymenTaumeii.
BOJICTBO)
Tema 5. 1. Ilpomemypa TOArOTOBKH  IIPaBOBBIX
Odopmite- JOKYMEHTOB, NPHHHMAaEMBIX KOJUIETHAIbHBIM
HAC  TP&K- | opragom. [IpaBoBas periameHTanus NaHHOM
AdHCKO- IpOLEAYPsl B HOPMATHBHBIX JOKYMEHTaX
IX
npigf,:{ cyosexroB ®enmepanun U opraHax MECTHOTO
0 -
?ogy Hora- | C@MOYIIPABICHHA. 2. Ilpoueaypa moAroTOBKU
pHATEHOE NpaBOBBIX  JOKYMEHTOB, M3JaBaEMbIX II0
nenonpous- | TPUHIHILY C.IIHHOHaII“aJIHSI. [IpaBoBas
BOJICTBO pernamMeHTanuss  JaHHOM  IPOLEIYpEl B
HOPMAaTHBHBIX JOKyMEHTax CyOBEKTOB
benepanun 54 opraHax MECTHOI'O

camoymnpasnenus. 3. Ilopsmox odopmieHns

IIPABOBBIX JIOKYMEHTOB Oprafos
TOCYJapCTBEHHOM  BIacTH M MECTHOIO
CaAMOYIpABJIEHUsST U €ro perjiaMeHTalus B
3aKOHOJATEIbCTBE %} HOPMAaTHBHEBIX
JIOKyMeHTax cyOrexToB ®Denepaiuu u opraHax
MecTHOro camoynpapnesus. 4. Ilepedens
KOH(HACHIIHATEHOM uHpOpMaNuK

IOpUAMYEcKoro numa. 5. Opranusanus paboThl
C JIOKYMEHTaMH C Yy4eTOM HeoOXOIUMOCTH
3aIMTHl HHPOPMAIIMH: HECAHKI[MOHUPOBAHHOE
KOIIMPOBaHUE, HErJlaCHOE  O3HAKOMIIEHHE,
YHHYTOXKEHUE JOKYMEHTOB, MOPAAOK JOCTYyIa
K nenam. 6. Bzaumoneiicteue ciyx6sr IOV co
caykboit  6e3omacHoctH. 7. OcobenHOCTH
JIOKYMEHTa HOTapuara. 8. [Topsimox
coctaBineHusa 3aBemanusa. 9. CoctaBiaenue u
oopMmIIeHHEe TOBEPEHHOCTH.




Tema 6. 1. IIporoxomsr CICJCTBEHHBIX  JEUCTBHUIA.
Hemnomnpo- Odopmnenre mocTaHOBIIEHHI O BO30YKIEHHH
H3BOACTEO B | y IpHHATHH YrOJOBHOTO JIejla K IPOU3BOJICTRY,

e O IPEKpalleHUuu YroJIOBHOIO JieNa, O MpUMEHe-
npenae -

Tsﬂngf: HuUH Mep Ipeceuenus. 2. CocraBineHue 3asBlie-
SIeNCTRRE HHI, 7Xal100, HCKOBBIX 3asBiieHUi. 3. IIporecTsr
opraHax " | B mopsiike Hanzopa Ha CyaeOHbIE IIOCTAHOBIIE-
npokypary- | HAT. 4. OdopmieHre OPOTOKOJIOB CyAeOHOrO

pelucymax | 3acemanus. 5. Copepkanue pemenus (mocra-
HOBJIEHHUS, OIpE/EeNeHHs, IpUrosopa) cyzaa. o.
Opranusanust TOKyMeHTOOOOpOTa B OpraHax
npokyparypsl Poccmiickoit ®epeparuu. Oco-
6 OeHHOCTH O(MOPMIICHHS JOKYMEHTOB, (opMmu- | 2 1 2
poBaHHE Jell, HaA30pHBIX M HaOIIOMaTEeIbHBIX
IPOHM3BOJCTB B OpraHax mnpokyparypsl. Obec-
TIEYEHHE COXPAHHOCTH JOKYMEHTOB, A€M U IpO-
U3BOJICTB B OpraHax mpokypaTypsl [Ipuem,
y4ET U OTIIPaBJIEHUE JET U KOPPECTIOHACHIIUU B
Cylle, perucrpanuss AOKYMEHTOB H Jeil. 7.
Odopmnenue nen B cyme. OGpaiueHue K uc-
IIOJIHEHUIO IIPHTOBOPOB, PELICHWil, Ompeele-
HUH W DOcTaHOBJICHHWH cyna. Ilpuwem, ydyer u
XpaHEHHME BEIIECTBEHHBIX JI0Ka3aTelIbCTB M
JTMYHBIX JOKYMEHTOB OCYK/ICHHBIX.

Py6esxHbIit KOHTpOIH No2 1 1 -

Bceero: 16 10 8

5. METOJWYECKUE YKA3AHUS UIST OBYYATOLIAXCS
110 OCBOEHHIO JACIUTLINHBI

KayecTBeHHOMY OCBOCHHIO MaTEpHAJIOB JIEKIMii OyIET CrIOCOOCTBOBATL MX KOHCIIEKTHPO-
BaHUE; IIPU MPOCTYIIMBAHUH JIEKIUI PEKOMEHYeTCsl B KOHCIIEKTE OTMEYATh BCE BaXKHBIE MOMEH-
Thl, Ha KOTOPBIX 3a0CTPSET BHUMAaHHUE NpENoJaBartelib. B 1essix Ka4eCTBEHHOrO OCBOEHHS JIEKIH-
OHHBIX MaTE€PUAJIOB JIEKIMH COJEPIKaT JJIEMEHTHI Oeceslbl, 4T0 00yCIOBIHBAET AKTHBHOCTH 00Y-
YAIOIIUXCS B XOJI€ JIEKIIMOHHOTO 3aHATHs. Ipeno/japaTeneM 3arIaHipOBaHO MCIIOJIb30BAHHE IIPH
YTCHUH JICKIUH TEXHOJIOrHMH y4eOHOH auckyccuu. [lostomy pexomenayercs (pHKCHPOBATh s
ce0sl HHTEPECHBIE MOMEHTEI C IIENBI0 HX aKTUBHOTO OOCY)KICHHUS HA JAUCKYCCHH B KOHIIE JIEKITHH.
3aJI0roM Ka4eCTBEHHOTO OCBOEHHMS JICKI[HOHHBIX MAaTEPUAJIOB SIBJIIETCS UX OBTOPEHHE.

BeIHOCHMEIE Ha NTPAaKTHYECKHE 3aHSTHS BOIPOCHI KOHKPETH3UPYIOT COIEPIKAHUE JIEKIIU-
OHHOro ukia. IlpakTHueckue 3aHATUS UMEIOT LENbI0 YIiyOieHHe U 3aKpeIlUieHHe 3HAHMH, [TOJIy-
YEHHBIX 00y9arOmUMUCS Ha JEKIUAX U B X0JIe CAaMOCTOSATEJILHOIO W3YYEeHHs JUCIUIUIMHEL Pa6o-
Ta Ha MPAKTUYECKUX 3aHATUSAX, B TOM YHMCJIE aHAU3 NPABOBBIX HCTOYHHUKOB, PEIICHHE 3ajady,
(GOpMHPYIOT y CTYIEHTOB YMEHHUS M HABBIKH PabOTHI ¢ HOPMATUBHO-IIPABOBEIMH JOKYMEHTAMH,
Pa3BUTHE aHAATHYECKUX CIOCOOHOCTEH, HeoOXoaumble B Oynymeit npodeccun. I[Toaroroska
MPAKTUYIECKOMY 3aHATHIO IIPEIoJIaraeT OTBETHI Ha BOIIPOCKHI IIPAKTHYECKOTO 3aHATHS, BHIIOJIHE-
HH€ MPEUIOKEHHBIX 3aJJaHui, OTBETHI HA KOHTPOJIbHBIE BOIPOCH! U pelieHue 3anad. Ilpu mojaro-
TOBKE K INPAKTHYECKOMY 3aHATHIO HEOOXOOUMO, IIpeXKJie BCEro, oOpaTHTECS K PEKOMEHIyeMOMH
y4eOHOM M HayqHOM JMTepaType, B HEKOTOPHIX CIIydasx W K CIpaBoYHOM nuTeparype. ITocie 06-
IIETO 3HaKOMCTBA C IPEUIOKEHHOM TeMOii cleayeT MpoaHaIH3HupOBATh PABOBBIE HCTOYHHUKH. B
XoJie paboThl C JIUTEpPaTypOif ¥ HCTOYHUKAMH HEOOXOIUMO CHOPMYJIMPOBATH COOCTBEHHBIE BbI-
BOZBL IIpy mOAroTOBKE K NMPAaKTHYECKHUM 3aHATHAM PEKOMEHIYETCS MCIOJIb30BaTh CIPABOYHO-
npaBoBble cucteMsl «KoucynprantlLrocy, «"apanTy.
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[IpenomaBarteneM 3alIaHUPOBAHO NPUMEHEHUE HA NPAKTHUECKHMX 3aHSTHSIX TEXHOJOTHH
pa3bopa KOHKPETHBIX CHTyalldi, Keic-MeTo/Ia, COCTABIEHHE KIACTEPOB U CHHKBEITHOB, IIO3TOMY
IPUBETCTBYETCS I'PYNIOBOM METOI BBIMIOJHEHUS 3alaHH.

JUtst TeKyIero KOHTPOIs YCIIEeBaeMOCTH II0 OYHOM M OYHO-320YHOM (opme 0OydeHus
IpenoiaBaresieM UCIONIb3yeTCs OaIbHO-PEHTHHIOBAs CHCTEMA KOHTPOJIS U OLEHKH aKajeMude-
CKOM aKTHBHOCTH. [103TOMY HAaCTOATENBHO PEKOMEHYETCS TIIATENBHO IIPOpabaThIBATh MATEPUAI
JUCIUIIIMHEL TIPH CAMOCTOSATENBHOM paboTe, yuyacTBOBaTh BO BceX (hopMax 0OCYKIEHHS U B3au-
MOJICHCTBHS, KaK Ha JICKIUAX, TaK M Ha IPAKTHYECKUX 3aHATHAX B IEJIX JIy4IIEro OCBOCHUS Ma-
TepHalla | MOJIYIeHHs BEICOKOM OLICHKH I10 pe3yJIbTaTaM OCBOCHUS JHCIIMILIMHEL

BeinoHeHHE caMOCTOATENBHOM paboThl OAPa3yMeBaeT CaMOCTOSTEILHOE H3YUEHHE Pas3-
A€TIOB IUCHUIUIMHBL, MOATOTOBKY K IMPAKTHYECKHM 3aHATUSAM, K pyOEKHBIM KOHTPOJISIM, IOITO-
TOBKY K 3a4ery.

Pexomenayemas TpyJOEMKOCTb CaMOCTOSTEILHON paboThI IPeICTaBIeHA B TabIuIe:

Pexomen1yeMblii peskHM CaMOCTOSITEIHLHOM PatoThI

iy Ouno- | 3aou-
Hanmenonaﬂnf M 3209HAs Has
BH/Ia CAMOCTOSITEILHOM patoThI oé)y dopma | dopma
o0yue- | obOyue-
YEHUS 2 20
HUS HUS
CamocTrosiTe/IbHOE H3YYeHHE T€M U CIUILITHHDI: 10 25 34
I1paBosas ocHOBa sienonpousBoacTBa B Poccuiickoit Meneparinu 2 6 8
TpeGoBanust kK M3rOTOBNEHHIO M OYOPMIICHHIO YIIPABIEHYECKUX [OKY-
MEHTOB. 2 6 9
CocraBnenne U oQoOpMIIEHHE OpPraHU3aALMOHHO-PACTIOPSAUTENBHBIX
JIOKYMEHTOB. 3 6 8
Perucrpanys, yuéT 1 KOHTPOJIb 32 HCTIONHEHUEM JIOKYMEHTOB. 3 7 9
IToaroroBka K NPAKTHYECKHM 3aHATHIM p 5 4
(no 1 wacy na rasicooe 3ansmue)
IloaroroBka K py0e:KHBIM KOHTPOJISAM 4 4
(no 2 waca na kasicowiii pybeoic)
IToaroroBKa K 3a4eTy 18 18 18
Bcero: 40 52 56

6. ®OH/I OLIEHOYHBIX CPEJICTB
JUISI ATTECTAIIAY 1O AUCHUILINHE

6.1. IlepeyeHb OLEHOYHBIX CPEICTB
1. BannbHo-peHTHHTOBAsE CHCTEMa KOHTPOIISI M OLICHKH aKaJleMHYeCKONW aKTHBHOCTH CTYJEHTOB B
KI'V (@1 ounoili 1 09HO-3209HOI HOpM 06yueHs)
2. bank 3aganuit k py6exxHpM KOHTpoIstM Ne 1, Ne 2 (1t 0uHO#M 1 04HO-3204HOM hopM 0OyUe-
HUS)
3. baHK BOIIpOCOB K 3a4eTy.

6.2. Cucrema 6a1IbHO-PEHTHHIOBOI OIEHKH
padoThI CTYIEHTOB 10 ANCHUILIHHE
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Ne | Hammenona-
Coneprxanue
HHUE
Ounas ¢popma obyueHust
1 | Pacnpenene- Pacnipenenenne 6ammon
Hue 0ayoB Py6ex- | PybGex-
Pabota na r 4
3a CEMECTpPHI Bun [Toce- T HBIH HBII
110 BHJIaM yueOHOI | ImeHue » KP;I Yo KOH- KOH- 3auer
y4eOHOH pa- | paGoTel: | NeKiuit TPOJIb TPOJIb
THSX
0011, CpoKH Nel No2
cnayu yued-
HOif paGoTer | DaIb-
(zoBonsTCS Hasl Jo 24 Ho 32 Ho 7 Ho 7 Ho 30
1o ceenenns | OUCHKA:
SAAsIaon 1-4 6amna Ha
Ha IIEPBOM Had4-m | Ha 8-m
. | KaxmoMm 3a-
y4eOHOM Tpuye- 8 nexuuit IR paKx- Ipak-
o 3 THYE- THYe-
3AHSTAN) YaHU: 3aBHCHMO-
bayoB CKOM CKOM
CTH OT aK-
3aHATHH | 3aHATHH
TUBHOCTH)

paboTHI 11 HeycIeBa-
OIUX (BOCCTAHOBHB-
IMXcs Ha Kypce o0yde-
HUS) CTYACHTOB IS 110-
JIyYEHUS HEeJIOCTAIOLIUX
0a/uIoB B KOHIIE CEMECT-

pa

2 | Kpurepuii nepecuera
6aJIoB B TpaIHIIAOH- 60 1 MeHee GaIoB — HEYOBIETBOPHTEIBHO (HE 3aYTEHO);
HYIO OLIeHKY 110 urtoram | 61-100 — 3aureHo.
paboThI B ceMecTpe U
3ayera

3 | Kputepuu nomycka Jlns momycka K IMPOMEXYTOYHOM aTTecTanuy (3a4ery) cry-
NPOMEXYTOYHO#M aTTe- | IEHT NOJDKEH HAaOpaTh 10 HTOraM TEKYHIEro M pyOexHOro KoH-
CTalluH, BO3MOXKHOCTH TpoJis He MeHee 50 6alIoB U JJOIKEH BHIIIOJHHUTE BCE PaKTHYe-
NOJIyYCHUsI aBTOMaTHYe- | CKHe paboThl. Jis mosnydeHus 3a4era «aBTOMATHYECKH» CTY/IEH-
CKOTrO 3a4eTa (9K3ame- Ty He0OX0uMO HabpaTh ClieyIolnee MUHUMAIBHOE KOJIHYECTBO
HALIMOHHOH OIIEHKH) 0 | OayuIoB:
IOUCLHUILITHHE, BO3MOXK- - 61 JuId moMyuyeHHUs 3a4eTa «aBTOMATHYECKHU )
HOCTB IOJIy4eHHus 6o-
HYCHBIX OaliIoB

4 | ®opMbl ¥ BUBI YaeOHOU B cioyuae ecnm kK IpoMexyTOUHO# aTTecTanuu (3adery)

Habpana cymma MeHee 50 OamwioB, CTyaeHTY HE0OXOIUMO
HaOpaTh HeJlocTarolee KOJIMYSCTBO OAIIIOB 3a CUET BBITOIHEHUS
JIOIIOJTHATENbHEIX 3a/laHuil, 10 KOHIA IOCJIeqHeH (3a4eTHOir)
Hesienu cemectpa. IIpu aTom Heobxoaumo npopaboraTh MaTepH-
aJl BCEX MPOIYHICHHBIX JIEKIIMOHHBIX U MPAKTHYECKHX 3aHATHIA.
DopMBI JONIONTHUTENBHBIX 3aaHii (Ha3HAYAIOTCS IPENoiaBaTe-
aeM):

- BBIIOJIHEHWE M 3allUTa MPOIMYHIEHHOTO MPAKTHYECKOTOo
3aHATHA — 10 4 6alIoB;

-11popaboTKa IPOIYINEHHOT0 JEKIIMOHHOIO 3aHATHS — 110 3
GaiuIoB.

JluxkBupanKs aKageMUYECKHX 3aI0/DKEHHOCTEN, BO3SHUKIITHX
M3-332 Pa3sHOCTH B y4eOHBIX IJIaHAX IIPU II€PEBOJIE HMJIM BOCCTa-
HOBJICHHH, MPOBOAUTCS IIYTEM BBIIOJHEHHS IOMOJHUTEIBHBIX
3anaHui, Gopma 1 06beM KOTOPBIX ONMpPeIessieTcs pernoaaBaTe-
JIEM.
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O4no-3a04uHas popma obydueHus

Pacnipenere- Pacnpenenenue 6aioB
HHe 0a/u1oB ST A PyGex- | PyGex-
3a CeMEeCTpPEI Bun IToce- HEI1 HBIH
L paKTHYe-
IO BUZIaM y4eOHOU | 1meHHe i o KOH- KOH- 3auder
y4eOHOM pa- | pabGoThl: | JeKiwmit s TPOJIb | TPOJb
60TBI, CpoKH Nel Ne2
craud y4eb-
HOIf paGorer | DALIb-
(noBoasTCS Hast Jlo 20 Jlo 30 Ho 10 o 10 Jo 30
10 cBemenns | OUCHKA:
CTYAEHTOB
Ty 1-6 6anna Ha
HA epBOM Ha2-m | Ha5-m
qe6HOM 5 nexuuit | OAOM 38| ook | mpak-
y [Tpume- HATHH (B P
3aHSATHH) 1o 4 THYe- THYE-
YAHHS: 3aBHCHMO-
bama CKOM CKOM
CTH OT aK-
3aHATHH | 3aHATHH
TUBHOCTH)

Kpurepnii nepecuera
OaJI0B B TpalUIIHOH-
HYIO OLIEHKY 10 HTOTaM
paboTEl B cemecTpe U
3ayera

60 u MeHee 6aIOB — HeyIOBJIETBOPHTEILHO (HE 3a4TEHO);
61-100 — 3auTeHo.

Kpurepun nomycka x
IIPOMEXYTOYHOMU arTe-
CTal[uy, BO3MOKHOCTH
IIOJIyYEHHS aBTOMAaTHYe-
CKOro 3a4gera (3K3ame-
HaIlHOHHOM OLICHKH) 110
JMCUHUIUIMHE, BO3MOXK-
HOCTB IIOJTy4eHust 0o-
HYCHBIX OajuroB

Hiist momycka K IpOMEXyTOYHON aTTecTaluu (3a4ery) CTy-
JICHT JIOJDKEH HabpaThk 110 MTOraM TEKYIIEro u pyOeskHOro KOH-
Tposis He MeHee 50 GanIoB M JOJDKEH BHIIOIHUTH BCE IPaKTHYE-
ckue paboTsl. [ mosydeHns 3aueTa «aBTOMaTHIECKH) CTY/IEH-
Ty HeoOXxoauMo HabpaTh cleayrollee MUHUMAIBHOE KOJIHUYECTBO
6ainos:

- 61 U1 moJTyYeHus 3a9eTa «aBTOMATHYECKH »

@opMbI 1 BUIBI yaeOHON
paboTHl Ul HeycleBa-
IOIUX (BOCCTaHOBHB-
LIMXCS Ha Kypce o0yue-
HUS) CTYEHTOB JIUIS T10-
JIy4EHHUs HeIOCTAIOIIHX
Oay10B B KOHIlE CEMECT-

pa

B ciyyae ecim K NIPOMEXYTOYHOM arTecTannu (3a4eTy)
HaOpana cymma MmeHee 50 GaioB, CTYIEHTY HEOOXOZUMO
HabpaTh HeJ0CTaloIee KOJINYeCTBO GaIIOB 3a CUET BBIMOTHEHHUS
JOTIOTHUTENIPHBIX 3aJlaHui, 0 KOHIa IocienHed (3aueTHOMH)
Henenu cemectpa. [Ipu sToM HEo6Xx0oaMMO ipopaboTaTh MaTepH-
a1 BCeX INPOIYIIEHHBIX JEKIIMOHHBIX B MPAaKTHYECKUX 3aHATHH.
@opMBI JOMOIHHUTEBHBIX 3aaHii (HAa3HAYaIOTCs IPErnoaBare-
JIeM):

- BBLINOJIHEHHE M 3alUTa IMPOIYLIEHHOTO MPaKTHYECKOTO
3aHATHA — 10 4 6anos;

-IpopaboTKa NPOMYIIEHHOTO JIEKIIHOHHOTO 3aHSATHS — JI0 3
Oasros.

JIukBHU AU akaeMHYeCKHX 3a0JDKEHHOCTEN, BOZHUKIIHAX
U3-3a PA3HOCTH B Y4eOHBIX IUTaHAX IPH IIEPEBOJE WM BOCCTa-
HOBJIEHHH, IPOBOJMTCS IIyT€M BBIIOJIHEHHS JOMOJHHTEIBHBIX
3ajanuii, popMa 1 06BEM KOTOPBIX OIPENENsSeTCs IpernoaaBare-
JIEM.

13




6.3. Ilponenypa onenuBanus pe3ybTaTOB 0CBOCHHS IHCIHILIHHBI

PyGesxubie KoHTposH npoBozsTes B hopme cobecenosannus. [Tepen IPOBEJICHUEM KaXKI0-
To pyOEXHOro KOHTPOJS IPENoAaBaTeNb HPOpabaThIBAET CO CTYAEHTAMH OCHOBHOM MaTepuan
COOTBETCTBYIOIMX Pa3/IeNioB JUCUHUILIMHEL B HOpMe KPaTKOi JIEKIMH-TUCKYCCHH.

IIpenionaBatens ounenuBaeT B Gamiax pesynbTaThl cOGECENOBAHMS KAXKIOTO CTYAEHTA U
3aHOCHT B BEJIOMOCTE y4eTa TeKYIIel yCreBaeMOCTH.

3a4eT MpOBOAUTCS B TPaTHIMOHHOH (opme — B (OpME YCTHOTO OTBETA Ha BOIPOCHL
BKJIFOYEHHBIC B [IEPEYCHB BOIIPOCOB K 3a4eTy. Ha 3auer BeiHOCATCS 44 Bompoca, B GMIIET BKITIOYA-
eTcsl 1Ba BOIpoca. Bpems Ha MOArOTOBKY K OTBeTy Ha 3adere - 40 munyT. Koymuectso Gamwios
TI0 pe3yibTaTaM 3a4€Ta 3aBHCHT OT HOJHOTHI OTBETA Ha BOIIPOC. Pe3yIbTaThl TEKyIero KOHTPOIIs
YCIEBAEMOCTH U 3a4e€Ta 3aHOCATCS MPENO/aBaTeNieM B 3a4ETHYIO BELOMOCTh, KOTOpas CAAeTCs B
OpraHU3a0HOHHBIN OTAET HHCTHTYTa B [IEHb 3a4€Ta, a TAKXKE BBICTABISIOTCS B 3a9ETHYIO KHHKKY
CTyJIEHTA.

6.4. IlpuMepbI 0IIEHOYHBIX CPEACTB IS PYOesKHBIX KOHTPOJIEH i 3a49eTa

Bapuanm 1.
1. K HOpMATHBHO-IPaBOBOIi §a3e A0OKYMEHTOBEEHHsI OTHOCHTCH:

A) 3akoH 06 oduumanbHEIX JoKyMeHTax Poccuiickoit ®egepanmu;

b) 3akon 06 nenonpon3BosicTBe B (eAepalbHBIX OpraHaX UCTOMHHTENBHON BiacTH Poccuiickoit Denepa-
LIHH;

B) 3akon 06 undopmaimu, vHGOpMATHU3ALMHM U 3aIKUTE HHOOPMALIMKY,

I') 3akoH 0 JOKYMEHTOBEIEHHH H JOKYMEHT0060pOTE

2. K undopManHoHHO-CHPABOYHBIM A0OKYMEHTAM OTHOCHTCSI:
A) norosop;
b) wraTHoe pacnucanue;
B) pacnopsukenue;
I') nporokon.
Bapuanm 2

1. ITporokon noanucsIBaercs:
A) BcemM y4acTHUKaMH COBeIIaHus (3aceqaHus);
b) npencenartenem u cekperapéM coBeluanus (3aceanus);
B) npencenarenem copemanus (3acenanus);
I') pykoBoauTesieM OpraHu3aLiy, B paMKax KOTOPOH MPOBOJMIIOCH COBEIIaHME (3aCe/laHue).

2. OcnoBHoli opmoii KOHTPOJISI HAJ HCHOJIHEHHEM JOKYMEHTOB SIBJISETCH:
A) perucTpanus J10KyMeHTa;
b) oopmiiente perucTpalOHHO-KOHTPOIBHOM KapTOUKH;
B) ormeTka 06 ucrionuurene;
') oTu&THI O MOpPA/KE UCTIOMHEHHS JOKYMEHTOB.

IIpumepHbIe BONPOCHI 115 IOATOTOBKH K 324€Ty [UIsl CTYAEHTOB 0YHOM H 3204H0ii dopm
o0y4enns no qucuumumae «fOpuanyeckoe J0KyMeHTOBEIEHHE»

1. HopmatuBHO-MeTOIMYecKast 6a3a AeI0IpOH3BOICTRA.

2. Ilonstre noxymeHTa u genonpousBoacta. Kinaccudukanus 10KyMEHTOB.
3. OdopmieHne peKBH3HUTOB.

4. Buzpl 671aHKOB JIOKYMEHTOB H TPeGOBAHHS K HUM.

5. SI3pIk ¥ cTHIIB OUIHAIBEHBEIX JOKYMEHTOB.

6. Opraau3anuoHHO-IIPABOBBIE JJOKYMEHTHI.

7. CucrteMa pacopsauTebHON TOKYMEHTAIIHH.
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6.5. ®oHT OLEHOYHBIX CPEACTB

Iomusiit Gank 3anaHuii IS TEKyIIero, pyOekHBIX KOHTPOIeH H IIPOMEKYTOYHOM arTe-
CTalliy I10 AHCLHUIUIMHE, IIOKa3aTeNlH, KPUTEPUH, IIKAJIbl OICHHBAHMS KOMIIETEHIMH, METOHYe-
CKHE MaTepHaJlbl, ONpPEJEIAIONHIE IPOLEAyPhI OLEHUBAHHSA 00PA30BATENBHBIX Pe3yJIBTATOB, PH-
BEJICHBI B Y4€OHO-METOUYECKOM KOMIIJIEKCE JUCIATLIINHEL

7. OCHOBHAS 1 JOIIOJTHUTEJIBHASI YYEBHAS JIMTEPATYPA

7.1. OcHoBHas y4eGHas IHTEPATYpA
1. Kynsies, H. H. JloxymentoBenenue : yue6uux / H. H. Kynses, JI. H. Vpanos, A. I. ®a6-
pu4HOH ; mox pen. npod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa : Jloroc, 2020. - 352 c..- [{o-
ctyn u3 OBC «znanium.comy.

7.2. lonoiHuTeIBHAS y4eOHAS JIATEPATYPA
1. VmaxkoBa, O. A. JlokymeHTOBeeHHe: YuebHoe mocobue / YmakoBa O.A. - Mocksa :HUIT
MH®PA-M, 2017. - 64 ¢. - loctyn u3 DBC «znanium.comy.

8. PECYPCBI CETHU «MHTEPHET»,
HEOBXO/IMMBIE JIJIsI OCBOEHUS AU CIIAITIJIMHBI
1. http://www.consultant.ru/ - OQuunansHbIl caifT KOMIIBIOTEPHOM CIIPaBOYHO-IIPaBOBOM CHCTe-
MbI B Poccun «KoncymnerantILrocy;
2. http://www.garant.ru - Hapopmanmonso-npaBoBoii nopran «apaaT.

9. ”HO®OPMAIIMOHHBIE TEXHOJIOT' A, IIPOT'PAMMHOE OBECIIEYEHUE U
HH®OPMAIIMOHHBIE CITPABOYHBIE CUCTEMBI
[Ipu uTeHnn KU UCIIOIB3YIOTCS CIIaliIoBhIe IPE3EHTAINH.
Mrurnmanbable TpeGOBaHMSA K OIEPAMOHHON CHCTEME M IPOrPaMMHOMY OBECIICUEHHIO
KOMIIBIOTEpA, HCIIOJIB3yEMOT0 IIPH 1T0Ka3e CIaiI0BBIX PE3eHTALIHH.

10. MATEPUMAJIBHO-TEXHUYECKOE OBECIIEYEHUE
JUCIIAIIIIMNHBI
Mynsramemiinoe o60pynoBanue (IEPEeHOCHOH EPCOHATBHBIN KOMIBIOTED, MYIbTHME-
JUAHBIA TPOEKTOP, MYIbTHMEIUIHBIN SKpaH ).
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[TPUJIOXKEHHUE 1

AHHOTaIYs K paboyeif mporpaMMe JUCHUIITHHBI
«IOpuanyeckoe JOKyMEHTOBEICHHE»

00pa30BaTebHOI IPOrpaMMBbI BEICIIIETO 06Pa30BaAHHS —
IIpOrpaMMel OakanaBpuara

40.03.01 — FOpucnpyaenuus
Hamnpasnennocts (Ipodmite): «YT0I0BHO-IIPaBOBAs»
®opMEel 00y4eHHs: OYHAas, OYHO-3a09HAas

HanpasnennocTs (mpoduis): «I paxnaHckoe MpaBo U FpaskIaHCKHIT IPOLecey
®opmel 00ydeHust: 04Hast, 0YHO-3a09HAS, 3a0UHAS

Tpynoemkocts aucuumunst: 2 3E (72 akageMudeckux daca)

Cemectp: 7 (ounas ¢popma o0yuerns), 8 (ouno-3a04unas bpopma obydenus), 9 (3a-
ouHas (Gopma o0ydeHwus )

®opma IPOMEKYTOUHOM aTTeCTal[UK: 3aueT

Copnepxanue AUCIUIUIMHBL

[loHsTre, ponb ¥ 3HAUEHUE IOPUAMIECKHX JOKYMEHTOB B IIPAaBOIPUMEHHUTEb-
HOH mpakTHke. HopmaTtuBHO-TIpaBoBas 6a3a 0 CO3[aHMM, UCIOJIB30BAHMM, XpaHe-
HUH U IPEKPalleHuH ACHCTBUS IOPUIMIECKHUX TOKyMeHToB. HopmMaTuBHO-TIpaBoBas
6a3sa o cosjjaHuK, UCTIONTB30BAHUH, XPAHEHUH | NIPEKPAIEHUH JeHCTBUS IOpHIHYe-
CKHX JIOKYMEHTOB. DyHKIUH IOPUAMYECKHX JOKyMeHTOB. Kiaccudukauus noKy-
MeHTOB. CoCTaB PEKBM3UTOB JIOKYMEHTOB. MI3roToBIeHNe, YIeT, UCTIONb30BaHHE 1
XpaHEHHUe IevaTe, TamIoB, 611aHKOB HOKyMeHTOB Jle(eKTsl JoKyMeHTOB. Pomb 1
3HAQUYCHWE XPAaHCHUS M apXUBUPOBAHHS [OKYMEHTOB B TIPaBONPUMEHUTEILHON
IPaKTHUKE.
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