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1. TACIIOPT MPOTPAMMBbI YYEEHOM JTUCIUATIIMHBI
OI1.03 [IpaBoBO€E M TOKYMEHTALMOHHOE OOecriedeHre B TYPU3Me H FOCTEeNPUUMCTBE

1.1. O6saacTh NpUMeHeHHsI NPOTrPAMMBbI

[Iporpamma y4eOHOM  JUCHUIUIMHBI  SBJISIETCS  4YacThbl0 OCHOBHOH  MpOQecCHOHATBHOM
obpasoBarenbHoll mporpamMmbl B cooTBeTcTBUM ¢ PI'OC mo cmenumanbHoctH 43.02.16 Typusm u
roCTENPUUMCTBO

1.2. Mecro yuyeOHOH JAWCHMIUIMHBI B CTPYKType OCHOBHOH npodeccnoHaIbHOI
0o0pa3oBaTe/IbHOM MPOrPAMMBI:

VYuebnas ngucuurmummHa «[IpaBoBoe W JIOKyMEHTAllMOHHOE oO0ecreyeHue B TypusMe U
TOCTENPUMMCTBE» SIBJIAETCS 00A3aTEIbHOM YacThi0 COLMAIbHO- TI'YMaHUTApHOIO Y4eOHOro ILMKIIA
IPUMEPHOM OCHOBHOM 00pa3zoBaTenbHON mporpamMMbl B cooTBercTBUUM ¢ @I'OC mo crenuanbHOCTH
43.02.16 TypusM 1 roCTENPUUMCTBO

1.3. Ile1u ¥ 321244 AMCHUILVIMHBI — TPeGOBAHMA K Pe3yJbTaTaM OCBOCHHS JUCHMILIUHBI:

B pesynbrare ocBoeHus 00pa3oBaTENbHON MporpamMMmbl Yy BbIIYCKHUKA JOJDKHBI OBITH
chopMHpPOBaHbI 001I1Ee KOMIETEHIUH.

OK 01. Beibupats criocoOsI penieHus 3a1a4 npophecCuOHaIbHON eI TeNbHOCTH, TIPUMEHHUTEIBHO K
Pa3INYHBIM KOHTEKCTAM.

OK 02. OcyuiecTBisaTh MOMCK, aHAIM3 U HHTEPHpPETALUI0 MHPOpMALUU, HEOOXOOUMOW MaJis
BBINOJIHEHUS 33]1a4 IPOPeCCUOHATBHOMN 1EATEIbHOCTH.

OK 05. OcymiecTBasTh YCTHYIO U MHCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJIapCTBEHHOM SI3bIKE C
y4eTOM 0COOEHHOCTEH COLUANBHOIO U KYJIbTYPHOTO KOHTEKCTA.

OK 11. [TnanupoBaTh NpeIpUHUMATEIbCKYIO JeSITEIbHOCTh B PO ECCHOHATIBLHOM chepe.

I[IK 1.2. OpraHu3oBbIBaTh JEATEIBHOCTh PAOOTHHUKOB CIYKObl NpuemMa M pPa3MEIEHUs B
COOTBETCTBUH C TEKYILIMMH IIJJaHAMH U CTaHAAPTaMHU FOCTUHULIBL.

[IK 1.3. KoHTponupoBaTh TEKYLIYIO I€ATEIbHOCT PAOOTHUKOB CIY>KOBI IIpHEMa U pa3MeEIleHUs
JUIs IOJ/IeprKaHus TpeOyeMoro ypoBHsI KauecTBa.

[IK 2.2. OpraHu3oBbIBaTh [JE€ATEIBHOCTh PAOOTHHUKOB CIYKObl NMHUTAaHUS B COOTBETCTBHM C
TEKYIIMMH IIJIJaHAMH U CTaHJapTaMHU FOCTUHULLBL.

I[IK 2.3. KoHTponupoBaTh TEKYyIIyl0 JAESITEIbHOCTh pPAOOTHUKOB CIY>KObl TUTaHUS JUIS
noJiep)kaHus TpeOyeMoro ypoBHs KauecTBa 00CITyKMBaHUS TOCTEH.

IIK 3.2. Opranu3oBbIBaTh AESITENBHOCTh PAOOTHUKOB CIY>KObI OOCTYXHBAaHUS U SKCILTyaTaluu
HOMEPHOTO (pOH/1a B COOTBETCTBHHM C TEKYILIMMHU TJIAHAMU U CTaHAAPTAMU TOCTUHUIIBI.

I[IK 3.3. KouTponaupoBaTh TEKYIIYIO ACSITEIBHOCTh PAOOTHUKOB CIYXKOBI OOCITYXMBaHUS U
9KCIUTyaTalluil HOMEpHOTOo (pOHAA I MOAJIepKaHUs TpeOyeMOoro ypoBHs KadecTBa 00CITy>KUBaHUS TOCTEH.

I[IK 4.2. OpraHu3oBbIBaTh JEATEILHOCTh PAOOTHUKOB CIIYKOBI OpPOHUPOBAaHWS M TMPOAAX B
COOTBETCTBUU C TEKYLIMMH IIJIJaHAMH U CTaHAAPTaMH TOCTUHHULIBI.

I1K 4.3. KoHTponupoBaTh TEKYIIyIO AESTEIFHOCTh PAOOTHHKOB CITY>KOBI OPOHHPOBAHUS U TTPOIAXK
JUIS IOJ/IepsKaHus TpeOyeMoro ypoBHs KauecTBa 00CITyKMBaHUS TOCTEH.

B pesynbrare 0cCBOCHUS TUCIUIIMHBI 00YYatoLHics JODKEH 3HATh!

- HOPMAaTHBHBIE MPABOBBIE AKTHI B cpepe Typru3Ma U MPeoCTaBICHUS TOCTUHUYHBIX YCIYT;

- CTaHJIApTHI U OIEPALMOHHBIE TPOIIEYPHI, ONPEEIAIONINE PA0OTy CITyKOBI;

B pe3ynbrare ocBOEHUS TUCHUIUIMHBI O0YUYaIOLIUIICS T0JKEH YMETh!

- IPOBOJIUTH TPEHUHTH U MPOU3BOJICTBEHHBIH HHCTPYKTAX PAOOTHUKOB CITY>KOBI;

- BBICTpaMBaTh CUCTEMY CTUMYJIMPOBAHUSA U JIUCLMIUIMHAPHON OTBETCTBEHHOCTH PaOOTHHKOB
CIIy>KOBI TIpUEMa U Pa3MELICHHUS;

- KOHTPOJIMPOBATh paboTy paOOTHUKOB CIyKObl IIpUEMa M Pa3MELIEHUs 0 OpraHU3aluu BCTPEY,
NPUBETCTBHI M 00CITY>KMBaHUS TOCTEH, IO MX PETUCTPALIMH U pa3MEILEHHIO, IO OXpaHe TpyAa Ha paboyeM
MecTe, 110 nepeiaye padOTHUKAMU JI€J1 IPU OKOHYAHUHM CMEHBI.



1.4. PexomeHayemMoe KOJIUYECTBO YaCOB HA OCBOEHHE NMPOrpaMMbl U CIIUILJIMHbI:
MaKCUMaJIbHOW y4eOHOM Harpy3kH cTyeHTa 94 gaca, B TOM 4uCIe:

00s13aTeIbHON ayTUTOPHOM yueOHOM Harpy3ku oOydaromerocst 58 4acos;
CaMOCTOSITENTLHOU paboThI 36 YacoB.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JJUCITUTIIMHBI
2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThI

Buna yueOHoii padoThI Oovem

uacoe
MakcumasbHasi ydeOHasi Harpy3ka (Bcero) 66
O0s13aTesIbHAs AYIMTOPHAs YueOHAas Harpy3Ka (Bcero) 44

B TOM YHCJIE:

JIEKIIMOHHBIE 3aHATUS 30
IIPAKTUYECKUE 3aHATUS 14
CamocTosiTesibHasi padora 22

IIpome:kyTouyHas arrectanus B popme 1udpepeHHpPOBAHHOIO 3a49€Ta




2.2. TemaTnyeckuii miiad u coaepxxkanue yueoHou nucuuniannbl OI1.03 «IIpaBoBoe U TOKyMEHTALIMOHHOE o0eclieyeHre B Typu3Me 1

rocTenpuuMCTBe»
HaumenoBanmue pa3zaenoB | Coaep:kaHue y4eOHOI0 MaTepuaJia, JJadopaTopHble U MPaKTHYeCKHe padoThl, caMocTosiTebHass | O0beM | YpoBeHb
U TeM padora o0y4aromuxcst YacoB | OCBOCHHS
1 2 3 4

Beenenune Copeprxanue yueOHOTro MaTepuaJa: 2 1

Cogepxanue, IpeaIMeT, 3a1a4d JUCUUIIIMHBL. CBA3b C JPYTMMHU CIIELUAIBHBIMU U

o0mienpodeccuoHaTbHBIMU TUCIUITTMHAMU. [I[pUHIINIIBI, ICTOYHUKU M METOJIbI XO3HCTBEHHOTO

npaBa. 3HaueHHe JUCUUILUIMHBI B ((OPMUPOBAHUHU CIIELUAINCTA B chepe TOCTUHUYHOIO Jeia.
Pa3nen 1: OcHoBBI 2
rpakIaHCKOI0 NpaBa.
Tema 1.1. I[IpaBoBoe Coaep:xxanue yueO0HOro MaTepHaJia: 4 1
peryiupoBaHue [IpaBoBoe perynupoBaHu€ MPOU3BOJICTBEHHBIX OTHOILIEHUH, IPAaBOBOE IOJIOXKEHHE CyOBEKTOB
IIPEAPUHUMATEIBCKON IIPEIITPUHUMATEIBCKOM JEATENBHOCTH B YCIOBUAX PHIHOYHOW SKOHOMHUKH.
JESITEJIbHOCTH.
Tema 1.2. [IpaBoBoe Conep:xxanue yueOHOro MaTepHaJia: 4 1
perynupoBanue oTHoueHui | [ToHsTHe n CTpyKTypa rpaxk1laHCKUX MpaBOOTHOIIEHUH. [loHATHE «CyOBEKT MpeAnpUHIMATEIbCKOM
COOCTBEHHOCTH nesrenbHoCTH». CobcTBeHHOCTh. PopMBbI cOOcTBeHHOCTH B PD. [IpaBo COOCTBEHHOCTH Tpak/aH.

ITpaBo cOOCTBEHHOCTH IOPUAMYECKUX JIMIL. I'ocy1apcTBEHHAs! COOCTBEHHOCTb.
Tema 1.3. opmbl 1 BUIBI Conep:xxanue yueOHOro MaTepuasa 4 1
IOPUANYECKUX JINLL OpraHu3alroHHO-IIPaBOBbIe ()OPMBbI IOPUINYECKUX JIUII, UX IPABOBOMN CTaTyC
Tema 1.4. [lonroroska k Coaep:xxanue yueOHOro MaTepuaJia: 4 1
peructpanyy rocTitHUYHOro | CriocoObl co3/1aHus FOpUAXYecKoro Jnia. HopmaTuBHbIE aKkThl, pETyIHPYIONIUE MOPAJOK PETUCTPALIUU
MPENPUATHS IOPUAMYECKOTO JIMLA U MHJIMBUYalIbHOTO NpeAnpuHuMarens. [loaroroska k

rOCYAApCTBEHHOW PETUCTPAallMU TOCTUHUYHOTO NPEATPUSTHUS.
Tema 1.5. Peructpanus Coaep:xxaHue yueOHOro MaTepuaJia: 2
TOCTUHUYHOT'O Oranel rocyAapCTBEHHOW PETUCTPALIMUA TOCTUHUYHOTO Npeanpuarud. [locrperncrpannonssie
MIPePUATHS NeNCTBUS COOCTBEHHUKOB TOCTUHUYHOTO MpeanpusaTus. [IpaBuia npenpocTaBieHns TOCTUHUYHBIX

yciyr B Poccuiickoit @enepanuu (yTB. noctaHosineHueM IIpasurenscrea PO ot 09.10.2015 Ne 1085).

[Topsinok kinaccudukany 00bEKTOB TYPUCTCKON UHIYCTPHUH. .. (YTB. Mpuka3oM MuHKynbTypsl Poccun

or 11.07.2014 Ne 1215).

IIpakTuyeckas padora Ne 1: 4 3

Br16op opranuzanuoHHO-IpaBoBO (GOPMBI JJIsl TOCTUHUYHOTO MIPEANPHUATHS U MOATOTOBKA MaKeTa
JIOKYMEHTOB JJIsl €r0 PErHCTpaIliy, C YKa3aHUEM BUIOB MPEIOCTABIISIEMbIX YCIIYT.




Paznen 2. loroBopHoe
MPaBo B AeATEIbHOCTH

12

TOCTHHUYHOTO
npeanpusiTus
Tema 2.1. OcHOBHBIE Conep:xxanue yueOHOro MaTepHaJia: 2
aCTeKThl JJOTOBOPHOU [Tonsitue u conepxkanue noropopa. @opmsl gJorosopa. OCHOBHBIE U MPEBAPUTEIBHBIE JOTOBOPHI.
JeSATeIbHOCTH
Tema 2.2. Bunel norosopoB | Comep:kaHue y4eOHOT0o MaTepuaJia: 2
[Ty6muunblii toroBop. JloroBOpsI B MOJIB3Y UX YYaCTHUKOB M TPEThUX JHLl. CBOOOTHBIC U
o0s3aTenpHbIe JOTOBOPHL. B3anmocoriacoBaHHbIE TOTOBOPHI U JJOTOBOPBI MIPUCOSANHEHHSI. ATEHTCKHE
JOroBOpBI. Bubl 10roBOpOB, HanboIee YacTo NCIOIh3yEeMbIe B TOCTHHUYHOM OM3HECE.
IIpakTuyeckas padora odyuaromerocsi Ne 2: 2
CocraBnenue cxembl « Buibl 10roBopoB» Ha ocHOBe TpeboBaHuii ['paxnanckoro kogekca PO.
Tema 2.3. Ilopsioox Coaep:xxanue yueOHOTro MaTepHaJia: 2
WCIIOJIHEHUS IOTOBOPOB OO01muii MopsAIOK 3aKIIOYSHHSI TOTOBOPA. 3aKI0YEHHE TOT0BOpa B 0053aT€ILHOM MOPSIKE.
VcnosnHeHue, N3MEHEHHUE U pacTop KeHHe 1oroBopa. OTBETCTBEHHOCTD 3a HEUCIIOJIHEHUE I0I0BODA.
IpakTnyeckas padora odyuyarwimerocs Ne 3: 2
CoCTaBUTH AJITOPUTM 3AKITIOUEHHS TOTOBOPOB B 00s3aTETLHOM TOPSIIKE M Ha TOpTrax.
IpakTuyeckas pa6ora odyuaromerocsi Ne 4: 2
Br10op Bua 1oroBopa B roCTHHUYHOM OM3HECE U MOJITOTOBKA €r0 TEKCTa.
Paszpnen 3. Tpynossbie 12
NPaBOOTHOIIEHUSI.
Tema 3.1. Tpynosoii Copeprxanue y4eOHOro MmaTepmuaJa: 2
JIOTOBOP. [TonsiTue Tpya0BOIrO JOroBopa U ero Buibl. [IpaBa u o0s3aHHOCTH pabOTHUKA U paboToAaTesl.
VcnbiTarenbHblil cpok. Opopmiiernne Ha padoty. [Ipekparienue Tpy0BOro JI0roBopa.
Tema 3.2. 3apaboTHas Conep:xxaHue yueOHOro MaTepuaJia: 2
rmara paboTHHKA. [TonsiTrie 3apaboTHOM MIaThl. MUHUMAIBHBINA pa3Mep omiaThl TpyAa. [Topsiok U ycaoBHsI BHITLIATHI
3apaboTHOM IaThl. Y IepkaHus U3 3apaboTHoM ruiatel. Onara Tpy/Ja Npu OTKIOHEHHH OT
HOPMAJIHHBIX YCIOBUU TPYAA.
Tema 3.3. TpynoBas Copaepxxanue yueOHOro MaTepmuaJa: 2
JIUCIIUIIIINHA. [TonsiTve qUCIUTIIMHBI TpyAa. MeToabl oOecrieueHus TPYA0BOM AUCITUTUIMHBL. BUAbI AMCTIMIUTMHAPHON
OTBETCTBEHHOCTH. BUIIbI TUCIUTUIMHAPHBIX B3bICKaHUH. [1OpsI0K MpUBIeYeHHS K TUCITUTUTMHAPHON
OTBETCTBEHHOCTH. [1OpsIIOK 00KAIOBAHMSI M CHSITHS AUCIUTUTMHAPHBIX B3BICKAHMIA.
IIpakTyeckas padora odyqaromerocs Ne S: 2




CocragyieHre U 3amoyiHeHue Ta0uIbl: «Mepbl 0 YKPETUICHUIO TPYAOBON JUCIUTUIHHBI CO CTOPOHBI
paboTonaTesst 1 pabOTHHUKA.

Tema 3.4. Bornipocsl Conep:kanue y4eOHOT0 MaTepuaJia: 2
MaTepHUaTbHOM [TonsiTHEe MaTepUATBHON OTBETCTBEHHOCTH U €€ BHIbI (OTpaHUYCHHAS U TTOJTHAS ). Y CIIOBUS HACTYTUICHUS
OTBETCTBEHHOCTH MaTepuaibHOW OTBETCTBEHHOCTH. MarTepuanbHas OTBETCTBEHHOCTb CTOPOH TPYIOBOIO JIOTOBOpA.
[Topsimox BoO3MELIEHHS NpPUYHMHEHHOTO ymiepOa. Bo3memenust 3arpar Ha oOyueHHe paOOTHHUKA.
Bosmenienue yniep6a, MpHuMHEHHOT0 pa3riiallieHueM KOMMEPUECKON TalHBbI.
IIpakTyeckas padora Ne 6: 2
Ucnonwiys TK PO, cMoaenupoBaTh CUTYalMIO U COCTABUTh AJITOPUTM BO3MEIIECHHUS MaTepHAIbHOTO
ymiep6a paboTogaTesieM U pabOTHHKOM.
Pa3nen 4. HopmaTuBHble 12
TpeOOBaHMS K
npogdeccuoHaIbLHOM
AeATeJILHOCTH
Tema 4.1. YcraHoBieHnue Conep:xxanue yueOHOTro MaTepHaJia: 4
JOTKHOCTHBIX HopMmaTuBHBIE TOKYMEHTBHI, yCTaHABIMBAIOIIUE TPEOOBAHUS K UCIIOJIHEHUIO paOOTHUKAMU
00s13aHHOCTEH. npodeccuonansubix o0s3anHOoCcTe: ETKC, KC, EKC/I, mpodeccrnoHanbHbIe CTaHIapPTHI,
JOJIPKHOCTHBIE HHCTPYKIIUU.
Tema Copepxxanue yueOHOIro MaTepuaJa: 4
4.2. IIpodeccronanpHast KBanuukanmoHHslii cipaBoUYHUK podeccuii pabounx, KOTOPHIM YCTAaHABIMBAIOTCS MECSYHbBIE OKIIIbI
TPYyAOBast IEATEILHOCTh (KC) (ytB. Iloctanonenuem I'ockomtpyna CCCP, BILICIIC ot 20.02.1984 Ne 58/3-102) (mBeiinap,
citykObI mpuema u ropuuunasn); EKCJ, pasgen «KBanmuduxanmoHHble XapaKTePUCTUKH JOJHKHOCTEH pabOTHUKOB
pa3MeIeHusl, Ciry>k0bl opranuzanuii chepsl TypusMa» (yTB. mpukazom Munszapascorpa3utus PO ot 12.03.2012 Ne 220#n);
HOMEpHOTO (QOoHIA. npodeccuoHanpHbie cTaHAapThl «CepBHC, OKa3aHUE YCIyT HaceneHuo» (PykoBoauTens/ynpaBistomuit
TOCTHHHYHOTO KOMIUIEKCA/CeTH TOCTHHHMIL, TOPHUYHAS, PAOOTHUK I10 TIPUEMY U Pa3MEIECHHIO TOCTeH —
npuka3sl MunTpyaa ot 07.05.2015 Ne 2821, ot 05.09.2017 Ne 6574, ot 05.09.2017 No 659H).
Tema Copepxanue yueOHOro MaTepmuaJa: 2

4.3. [Ipodeccuonanbuas
TPYIOBasi EATEIHHOCTh B
CITy0€ MUTaHus

Brimryck 51 Equnoro tapudHo-KBaTM()UKAITMOHHOTO CIIpaBOYHUKA paboT u mpodeccuii padbounx (yTB.
nocraHoBienueM MuHTpyna P® ot 05.03.2004 Ne 30) (odwurnumant, OapmeH, TMOBap),
KBanuukaoHHbI CIPaBOYHUK JOJDKHOCTEH PYKOBOJIUTENEH, CIEUAINCTOB U JPYIHX CIyXKallux
(yTB. IToctanoBnennem Muntpynaa Poccun ot 21.08.1998 Ne 37) (3aB. cronosoit), [OCT 30524-2013
«Ycnyru OOILIECTBEHHOrO0 MNHUTaHUA. TpeOoBaHUS K NEpCcOHay», MpodeccuoHalbHbIE CTaHIAPThI
«CepBuC, oOKazaHue ycayr HaceiaeHuto» (PykoBogutens mpeanpusTHs —NUTaHUsS, IOBap,
odpunmant/6apmen — npukazsl Muntpyaa PO ot 07.05.2015 Ne 281x, ot 08.09.2015 Ne 610H, ot
01.12.2015 Ne 910mn).




IIpakTyeckas padora Ne 7
Cocrasnenue u 3anojiHeHre TabIUIbl « CXOICTBO U Pa3INyus TOJKHOCTHBIX 00s13aHHOCTEH U TPYIOBBIX
(GYHKIUI B TOCTHHHYHOM CEPBHCE» (JIOJDKHOCTB/TIPOQECCHS IT0 BEIOOPY 00YUAIOIIETOCs ).

Paznea S. Peopranuszauus 14
U JIMKBHIALHA
TOCTHHUYHBIX
npeanpusA Tl
Tema 5.1. bankporcTBO Copeprxanue yueOHOro MaTepuaJa: 4
TOCTUHUYHOTO [ToHsiTHE HECOCTOSATENILHOCTH TOCTUHUYHON OpraHu3anuy. BHenrnne u BHyTpeHHue GaKkTopbl
TPEIIPUSTHS. 3 PEKTUBHOCTH TOCTHHUYHOTO On3Heca. PHUHAHCOBAs HEYCTOWYMBOCTH. KOpuandeckn oueBuaHOE
0aHKPOTCTBO.
IIpakTuyeckas pabora odyuaromerocsi Ne 8: 4
BrisiBeHre BHYTPEHHUX M BHEITHUX MTPUYMH BO3HUKHOBEHUS! OAHKPOTCTBA B TOCTUHUYHOM OHM3HECE.
Tema 5.2. Peopranuzanus Coaep:xxanue yueOHOro MaTepHaJia: 2
W/WIN JTAKBHTATHS Llenu peopranuzanun. Peopranuzanuonssie npoueaypsl. JJo0poBoIbHAS TUKBUIAIHS.
TOCTUHUYHOTO [TpunyaurensHas qukBuAanus. HecocTosTenbHOCTh MHIMBUYATBLHOTO MPEANPUHIMATEIIS.
NpeApUATUA IIpakTuyeckas pabora Ne 9: 2
CocTaBUTH aJITOPUTM TPOLIEAYPHI PEOPTaHU3AINH W/WIIN JIMKBUIAIMA TOCTHHUYHOTO TPEITPUSTUS
(Bu peopraHu3aiyy mo BeIOOpy oOydaromierocs) (Imporeaypa 1mo BEI0OOpy 00ydaromerocs).
Pazneua 6. 16
JoxyMeHTallMOHHOE
olecreyeHne ynpaBjieHHs
TOCTHHUYHBIM OH3HECOM.
Tema 6.1. Coaep:xxanue yueOHOro MaTepuaJia: 2
OCHOBHBIE BOIIPOCHI OcnoBuble TpeboBanust k JIOY. 'OCT P 7.0.8-2013. OcHoBHbIe TepMuHBI U onpeaeneHus B JIOY.
JTOKYMEHTAIMOHHOTO
o0ecreyeHus yrpaBJieHUs
Tema 6.2. Copepxxanue yueOHOro MmaTepmuaJa: 2
Cucrema opranuzanuonsHo- | OCT P 7.0.97-2016. CUBU /1. Opranu3anyoHHO-paciopsiAuTeabHas JoKyMeHTanus. TpeGoBaHus K
pacropsIuTeIbHON 0(pOpPMIICHHIO TOKYMEHTOB.
JOKYMEHTAIIUN
Tema 6.3. KopriopatusHseiii | Coaep:xaHnue y4eOHOro MmarepuaJia: 2
TIOKyMEHTOOOOPOT. Opraau3anus J0KyMEHT0000pOTa, €r0 CTPYKTypa.
IIpakTuyeckasi pa6ora Ne 10: 2




CocraneHue onucaHus MporeIypsl JOKYMEHTO000pOTa B TOCTHHUYHOM MPEANIPUITUAN (Ha TIpUMepe
KOHKPETHOT'O MPEINPUITHS [10 BBIOOPY 00YHaroIerocs).

Tema Conep:kanue y4eOHOT0 MaTepuaJia: 2
6.4. lnpopmannoHuble ABTOMaTH3aIMs TOKYMEHTOO00pOTa. DIEKTPOHHBIN JOKYMEHT. DIEeKTpOHHAs HU(POBast OIIHCE.
TEXHOJIOTHH B Cuctemsl aeKkTpoHHOTr0 nokyMenTtoobopora (COJI Tesucy, «E1 EBdpary, Directum).
JAOKYMCHTAlHOHHOM IIpakTyeckas padora Ne 11 2
00€CTIEYEHNH YIIPABJICHHUS CocraBneHue 1 3anojHeHrne TaoIuIbl « BO3MOKHOCTH CHUCTEM 3JIEKTPOHHOM JTOKYMEHTAIIHH
Tema 6.5. lokymenTtauusi B | Conep:kaHue y4eOHOT0 MaTepuaJia: 2
TOCTUHUYHOM OM3HECE. bnanku popm nepuunHOTro yuera st roctuHul B PO. JlokymeHTanms Ciry>kObl TUTaHUS TOCTUHUIIBI
(CoopnuK peuentyp OO A IPEATPUITUNA 0OLIECTBEHHOTO MUTaHKSI Ha TPOU3BOICTBEHHBIX
IOPENNPUATUSIX U B YUEOHBIX 3aBelleHusAX — yTB. mpukazoM Munropra CCCP ot 04.01.1973 Ne 1)
(I'OCT 31987-2012 — ohopmiieHne TEXHOIOTUYECKUX KapT Ha OI100).
IIpakTuyeckas padora Ne 12: 2
CocraBnenue u 3anoiHeHue Gopm nepBUYHOro yuera ajs rocTuHuI PO Ha OCHOBaHMM CUTYaIlMOHHBIX
3azad.
JAu¢ppepeHuupoBaHHbIN 3aueTHOe 3aHATHE 2
3a4er
NTOI'O: 94




3. YCJIOBUMA PEAJIM3ALIMU ITPOI'PAMMBI TUCHHUITJIMHBI

3.1. TpeGoBaHNsi K MUHUMAJBLHOMY MATEPUAJIBHO-TEXHHUYECKOMY 00ecreYeHHI0

Peanuzamust mporpamMmbl JIUCHUIUIMHBI TpeOyeT Haiauuusg y4yeOHOro KaOHHETa MpPaBOBBIX
JUCIUTUTUH.

O06opyaoBaHue yueOHOTO KaOHWHETA:

- TOCAZI0YHbIE MECTA MO KOJIMYECTBY O0YHAIOIIUXCS;

- pabouee MeCTO MpenogaBaTes;

- y4eOHO-MeToAnuecKasi JOKYMEHTAIIUS IO TUCUHUILIINHE;

- BIIEKTPOHHBIE 00pa30BaTeNbHbIE PECYPCHI IO AUCIUILINHE;

- y4eOHO-HAaTJISTHBIC TTIOCOOWS;

- YMK no muctumuae «IIpaBoBoe M TOKYMEHTAIIMOHHOE oOecredeHue MnpogecCHoHaATbHON
NS TETLHOCTH.

TexHuueckue cpeacTBa 0OyUYeHHUS:

- IEPCOHATBHBIN KOMIBIOTEP C JIMIIEH3UOHHBIM IMPOTPAMMHBIM 00€CTICUeHUEM;

- MyJIbTUMETUATIPOEKTOP.

3.2. UudopmanuonHoe odecredeHue 00yueHust
Ilepeuennb pexoMeHyeMbIX y4eOHBIX M31aHUI, HHTEPHET-PeCypPCcoB, 10NOJHUTEIbHOMI
JINTepaTypbl
HopmaTuBHBIE JOKYMEHTHI.

1. Koncturyuusi P®. — PoctoB-Ha-/ony : ®enukc, 2019.

2. I'paxnanckuii kogexe PO (4 vactn) — M.: Dxemo, 2018.

3. Tpynogoii konekc PD. — M.: Dkemo, 2020.

4. ®@epnepanbHblii 3akOH «O TOCYJAapCTBEHHOM pPETUCTpAlUU IOPUAWYECKUX JIUI U
WHIVBUAYAIbHBIX IPEIIPUHUMATENEH». TeKCT ¢ n3MEeHEeHUs MU U aonoiHeHusamMu Ha 2017 rox. — M.:
Oxcemo, 2018,

5. 3akoH P® «O 3amure npas notpedureneity». — M.: Dxemo, 2018.

6. KBanu(ukanMoOHHBIA CIPABOYHUK JOHKHOCTEH PYKOBOJWTENEH, CHEIUATMCTOB U JIPYTHX
ciyxamux. — M.: Uadpa-M, 2019.

JlonoJiHUTeIbHAS JIUTEpaTypa.
8. byropckuii, B.Il. Opranuzauusa typuctckod unayctpuu. [IpaBoBble OCHOBHI : yueOHOE
nocobue Juig cpenHero mnpogeccuoHanbHOoro obpasoBanusa / B. Il Byropckuit. — Mocksa :
WznarensctBo FOpaiit, 2023. — 165 c.

HNHTepHeT-pecypcebl.

9. CnpaBouHno-1mipaBoBsle cucteMbl «KoncynbTrant [lmocy, «["apanTy.

10. FOpuaunueckuit moptan «3aKOH CETOIHS.

11. LleHTp KOMIIETEHLMH MO BOMpocaM oOOecrmeueHHs! JTOKYMEHTAIlMOHHOTO YIIPABICHHS U
apxuBHOTO nena (www.edou.ru).

12. T'ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOro oOecreueHus ympapiieHUs. OCHOBHBIE
nonoxeHus. OOmme TpeOoBaHUS K JTOKYMEHTaM W CIIy)K0aM JOKYMEHTAI[MOHHOTO OOecCreueHus
(omo6pena xomnerueii I'maBapxusa CCCP 27.04.1988, [Tpuka3 'maBapxusa CCCP ot 25.05.1988 Ne 33)
(http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW:n=94185).



https://www.google.com/url?q=http://www.edou.ru&sa=D&ust=1573563901822000
https://www.google.com/url?q=http://www.consultant.ru/cons/cgi/online.cgi?req%3Ddoc;base%3DLAW;n%3D94185&sa=D&ust=1573563901822000

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHHWA JTUCIIUIIJIMHbI

KoHTpo1b M oOlleHKa pe3ynbTaToB OCBOCHUS Y4YeOHOW IMCHUUIUIMHBI OCYIIECTBISETCS
IpernojiaBaTesieM B IpoLEcce IMPOBENEHHMs NPAaKTUYECKUX 3aHATHM M j1abopaTopHbBIX padoT,
TECTUPOBAHUS, a TAKKE BbBIIOJHEHUS OOYyYalOIMMUCS WHAMBUAYAIbHBIX 3a/aHUM, NPOEKTOB,

HUCCIIEOBAaHUN.

Pe3yabTarhl 00y4yeHnusi (0CBOCHHbIE
YMEHHUs, YCBO€HHbIE 3HAHUS,
MOJIyYeHHbIN MPAKTUYECKHUI ONbIT)

Koapl
(popmupyemMbIX
npogdeccuoHaIbLHbIX
H 001IMX
KOMIIeTeHI Ui

@®opMbI H METO/IbI KOHTPOJIA
U OLIEHKH pe3yJIbTATOB
o0yueHust

YMmenus:

- IPOBOJMTH TPEHUHTHU U
IIPOM3BOJICTBEHHBII HHCTPYKTAXK
pabOTHUKOB CITYKOBI;

OK 01, 02, 05, 11
IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

YcTHBIM onpoc, TECTUPOBaHUE,
ayJIUTOpHasi CaMOCTOSATEIbHAasI
paborta, mpakTHuyeckas paboTa
Ne 5, 7.

- BBICTPAMBaTh CUCTEMY CTUMYJIMPOBAHUS H
JTUCITUTUIMHAPHON OTBETCTBEHHOCTH
PaOOTHHUKOB CITY>KOBI ITpUEMa 1
pa3MeIeHus,

OK 01, 02, 05, 11
IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

YcTHBINM ONpoC, TECTUPOBAHUE,
ayIUTOpHAsi CaMOCTOSTEIbHAs
paboTta, mpakTH4eckas paboTa
Ne 5, 6.

- KOHTPOJIUPOBATh PabOTy pabOOTHHUKOB OK 01, 02, 05, 11 VYceTHBIN 0npOC, TECTUPOBAHUE,
CITY’KOBI pYEeMa 1 pa3MEICHHUS 110 1K 1.2, 1.3, 2.2, 2.3, | aynutopHas camMOCTOsITEeJIbHAs
OpraHM3aly BCTpeY, IPUBETCTBUN U 3.2,3.3,4.2,4.3. paboTa, mpakTuyeckas padora
00CITy>KUBaHUS TOCTEH, MO UX PErUCcTpalluu No 7.

U pa3MelIeHuI0, TI0 OXpaHe Tpyaa Ha

pabodem MecTe, 10 nepeaade padOTHUKAMHU

JIeJ IPYU OKOHYAHUHU CMEHBI.

- HCTIONIB30BaTh UH(POPMALIMOHHBIE OK 01, 02, 05, 11 YcTHBINM Opoc, TECTUPOBAHUE,
TEXHOJIOTUH JJ151 BEACHUS K 1.2, 1.3, 2.2, 2.3, | ayauTopHas CaMOCTOSITeIIbHAs
JIETIONIPOU3BOJICTBA U BBIIIOJIHEHHUS 3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora
pEerJaMeHTOB CITYXKObl MUTAHMUS, No 11.

- OpPraHU30BbIBATH BHIITOJIHEHUE U OK 01, 02, 05, 11 YCTHBINM ONpoOC, TECTUPOBAHUE,
KOHTpoJIpoBaTh cobmonenue crangapros | K 1.2, 1.3, 2.2, 2.3, | aynutropHasi camocTosTeIbHas
Ka4yeCTBa OKA3bIBAEMBIX YCIIyT 3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora
pabOTHHKAMHU CITY>KOBI; No'5,6,7.

- pacCUUTHIBATH HOPMATUBBI PAOOTHI OK 01, 02, 05, 11 YCTHBIN onpoc, TECTUPOBAHHUE,

TOPHHUYHBIX;

IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

ayJUTOpHAsl CaMOCTOSTEIbHAs
pabota, mpakThueckas paboTa
No 7.

- KOHTPOJIUPOBATh COCTOSIHIE HOMEPHOTO
¢doHa, BeieHNe TOKYMEHTAIUU CITyKOBI,
paboTty 00CTyKHBAIOIIETO MEPCOHAIIA TI0
COOJIIOJICHHUIO TEXHUKH OE€30MTaCHOCTH Ha
paboyem MecTe, OKa3aHHUIO IepBOi
IIOMOILY U JEUCTBUN B DKCTPEMAIILHON
CUTYallUU.

OK 01, 02, 05, 11
IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

VYcTHBINM onpoc, TECTUPOBAHUE,
ay/IUTOpHAsl CaMOCTOSTEIbHAs
pabota, mpakThueckas paboTa
Ne 10, 12.

- OPUCHTUPOBATLCA B HOMCHKIIATYPC
OCHOBHBIX U TOIIOJHHUTECIBHBIX YCIYT
T'OCTUHHUIBI,

OK 01, 02, 05, 11
IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

YcTHBINM Onpoc, TECTUPOBAHUE,
ayIUTOpHAsi CaMOCTOSITENIbHAs
pabota, mpakTHueckas padboTa
Ne 1,12,

3HAHUA:




- HOpMaTHBHBIE IpaBoBble akThl B cdepe | OK 01, 02, 05, 11 YceTHBIN 0IIPOC, TECTUPOBAHUE,

TypusMma u npeaocraieHus roctuanunbix | K 1.2, 1.3, 2.2, 2.3, | aynutopHas camMOCTOSITEIbHAs

YCIIyT; 3.2,3.3,4.2,4.3. pabora, mpakTudeckas pabora
Nel,2,6-09.

- CTaHJIAapTHI U omnepanuoHHkie npoueaypsi, | OK 01, 02, 05, 11 YCTHBIN 0npoc, TECTUPOBAHUE,

onpeestomue padboTy CIIyKObI; 1K 1.2, 1.3, 2.2, 2.3, | aynutopHas camMOCTOSITEIbHAs

3.2,3.3,4.2,4.3. pabora, mpakTudeckas pabora

No 7.

- T1peboBanusa Kk  obciyxusaromemy | OK 01, 02, 05, 11 YCTHBIN Onpoc, TECTUPOBAHUE,

nepcoHany, mnpaBuia U HopMbl oxpansl | IIK 1.2, 1.3, 2.2, 2.3, | ayauTopHas caMOCTOSATEIbHAs

Tpyna, TEXHUKH oe3omacHoctH, | 3.2, 3.3, 4.2, 4.3. pabora, mpakTudeckas pabora

MPOU3BOACTBEHHOMN CaHUTApPUH, No 7.

IIPOTUBOIOKAPHOW  3aIUTBl M  JINYHOU

TUTHEHBI;

- cepBucHbIe cTaHmaptel obcuyxusanus | OK 01, 02, 05, 11 YcTHBIN ONpoC, TECTUPOBAHUE,

HOMEpHOTo (oHa;

IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

ayJUTOpHAsT CaMOCTOSTEIbHAs
paborta, mpakTHuyeckas paboTa
No 7.

CHUCTEMY OTUYETHOCTHU B CIIy)0e
CITY>KUBAHHUS W ODKCIUTyaTallid HOMEPHOTO
HA.

OK 01, 02, 05, 11
IIK 1.2, 1.3, 2.2, 2.3,
3.2,3.3,4.2,4.3.

YcTHBINM ONpoC, TECTUPOBAHUE,
ayJIUTOpPHAsi CaMOCTOSTEIbHAs
pabora, mpakTHuyeckas paboTa
No 12.

- ocobenHoctu npoaax HomepHoro ¢honaa u | OK 01, 02, 05, 11 YCTHBINM ONpOC, TECTUPOBAHUE,
JIONTOJTHUTEbHBIX YCIIYT TOCTHHULIBL; K 1.2, 1.3, 2.2, 2.3, | ayauTopHas CaMOCTOSITeJIbHAs
3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora

Ne 2, 4,

- BUJIBI OTYETHOCTH IO MPOJIAXKaAM. OK 01, 02, 05, 11 YCTHBIN onpoc, TECTUPOBAHHUE,
K 1.2, 1.3, 2.2, 2.3, | ayauTopHas CaMOCTOSITE€JIbHAs
3.2,3.3,4.2,4.3. pabota, mpakThueckas padoTa

No 4, 12,

. IIpakTH4eckuii ONbIT:

- pa3pabotku omepannoHHbBIX mpoueayp u [ OK 01, 02, 05, 11 YcTHBINM ONpoc, TECTUPOBAHUE,

CTaH/IapTOB CITYKOBI npuema u | MK 1.2, 1.3, 2.2, 2.3, | ayauTopHas CcaMOCTOSITEIbHAs

pa3MeLIeHHUs. 3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora

No 7.

- paspaboTku omepainroHHbIX npoueayp u [ OK 01, 02, 05, 11 Y CTHBIN ONPOC, TECTUPOBAHMUE,

CTaHJAPTOB CITyKObI TUTAHUS; K 1.2, 1.3, 2.2, 2.3, | aynutopHas camMOCTOSITEIbHAS
3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora

No 7.

- paspaboTku omepainroHHbIX npoueayp u [ OK 01, 02, 05, 11 Y CTHBIN 0NPOC, TECTUPOBAHMUE,

cTaHmaptoB ciyx0bl oOcoyxkuBanus u | [IK 1.2, 1.3, 2.2, 2.3, | aynuropHasi camocTosTeIbHas

IKCIUTyaTallul HOMEPHOTO (OH/A. 3.2,3.3,4.2,4.3. pabota, mpakTudeckas pabora

No 7.

- IJIAaHUPOBAHUS, opranuzauuu, | OK 01, 02, 05, 11 YcTHBINM Onpoc, TECTUPOBAHUE,

CTUMYJINPOBAHUS " koHTpons | IIK 1.2, 1.3, 2.2, 2.3, | ayauTopHas caMOCTOATENIbHAs

JESATEIILHOCTH pabOTHHUKOB ciyx0sl | 3.2, 3.3, 4.2, 4.3. pabota, mpakTHueckas padboTa

OpOHUPOBAHUSA U TTPOJIAXK.

Ne 7.




