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Pabouaa nporpamma y4ebnoit mucimrmumnst OIIIL11 JloxymeHranshoe obecniedeHue B
npodeccuoHanbHOI IeATENHHOCTH paspaboTaHa Ha ocHoBe TpeboBaHuii:

denepanbHOro rocyJapcTBEHHOr0 00Pa30BaTENLHOIO CTAHAAPTA CPSIHETO
npodeccHoHanbHOro 00pa3oBaHus YTBEKACHHOrO npuKka3oM MuHoOpHayku Poccuu ot 9
nexabps 2016 r. Ne 1565 (3aperncrpuposano B Muniocte Poccun 20 nexabps 2016 r.

Ne 44828) o crieransHocTy 43.02.15 TloBapekoe 1 KOHIMTEPCKOE AEN0 C YIETOM:

—  npodmIs OIyIaeMOro 00pa3oBaHuis;

— PCKOMEHIANMH [0 OpraHu3alMy IOIYyYEHHUs CPEeAHEro obirero o0pa3oBaHHs B mpemenax
ocBOCHHA O0pa30BaTENbHLIX [POrPAMM CPeIHEro MpoQeCcCHOHAIBHOrO 00pa3oBaHuis Ha
0ase ocHoBHOro oOmero oOpasosanma ¢ yueTom TpeOoBaHME  (enepaabHBIX
roCy[apCcTBEHHBIX 00pa30BaTENbHBIX CTAHAAPTOB M MONydaeMoit mpodeccun M
CHeLuanbHOCTH CpeIHero IPo(eCCHOHATILHOTO obpasoBanus (pa3paboTaHsl
JlenapTaMeHTOM rocyapcTBEHHOM MOJMTUKH B cdepe NoAroToBKH padbounx kaxpos u JATI0O
Munobprayku Poccum cosmectHo ¢ PIAY  «ODepepanbHpii HMHCTHTYT Pa3sBHTHS
obpaszosanus» (mHcbMo JlemapraMEHTa rOCyAapCTBEHHOW HONMTHKH B Cepe MOArOTOBKH
pabouux kanpos u JAITO MunoOpnayku Pocenu ot 17.03.2015 Ne 06-259);

— METOAMYECKHX PEKOMEHIAUM# 1o pa3paboTke pabouux mporpamMM yueOHBIX AWCIMIDIAH B
npenesax OCBOEHKs OCHOBHO NpodeccuonansHoH 06pa3oBaTenbHOMN MPOrpaMMEl CPeIHETO
npodeccuonansHoro obpazosanus (IIIKPC wu THICC3), paspaborannsix Otgenom

npodeccnonansHoro o0pasopanHs MuHHCTEpCTBA 00pa3oBaHMs M Hayku PecnyOnmku
Harecran

Paspaborunx: I'amiuena 3.1 ¢ 222 {Z%/ npenoaasarens cney. pucuumume [BIIOY PJ1
HIIK 7 ‘

Peuerzentsi: baromenosa P.X. npenogasatens [ BIIOY PIT UTIK
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1. ITacnopT paGoyeii nporpaMmMbI yIeOHOMH AHCIHHILTHHLI
OII1I. 11 NoxymenTansHoe o0ecneuenue B npoPecCHOHANBHOM AeATEILHOCTH

1.1. Obmacts npuMeHeHHs padoueii nporpaMmol

Pabouas nporpamma yuebnas mucummmba O 11 okymenraibsHoe obecnieucHye B
podeCCUOHANIBHON ACATENBHOCTH ABISICTCS 0043aTENbHOM YaCThiO
001enpodeCcCHOHANBHOTO IUKJIA OCHOBHOI 00pa30BaTe/IbHOH MPOrpaMMBbl B COOTBETCTBHH
¢ ®I'OC CIIO no cnermmansHocTy: 43.02.15 Hosapckoe ¥ KOHAUTEPCKOE JENO C HETBIO
HOJIy4YeHUA TOMONHUTENBHBIX KOMIETCHUWH, YMCHUHI W 3HAHUN A PaCUIAPEHHUS
dyHKUMOHAILHBIX 00513aHHOCTEH, COOTBETCTBYIONIMX NOTpeOHOCTAM paboTonareneii.
Pabouas nporpamma yueOHOH THCHMILIUHEI MOXKET ObITh HCIIONB30BAHA B JOIIOJHHTEIEHOM
npodeccroHanbHOM 00pa30BaHIK (B IPOTPAMMAaX TIOBBIIICHNS KBaI(UKaLmy 1
HEPENOATOTOBKH) U PO(ECCHOHANBHON IOATOTOBKE MO CITECHHANBHOCTSM: [IOBAP H
KOHIIUTEPCKOE JIENO

1.2. MecTo yaebHO# aucrmiinsbl B CTPYKTYPE OCHOBHO# NTPOd)eCcCHOHANBHOM
00pa30BaTENbHONI IPOrpamMMbl: JUCLMIUIMHA OTHOCHTCS K 00IenpodeCCHOHANBHAIM
JUCHMITIMHAM ¥ BXOJOUT B NPodeCCHOHATLHLIN HHKIT

I1.00 - mpogeccroHaNbHBIH MUK

OI1 00- obmenpodeccHonanbHbIC INCHANIHHBI,

OIILL. 04 - JloxyMeHTaHOHHOE 00ECICYEHHE YITPABICHUEM.

1.3. llenu u 3apaun yaeOHOM AHCUUILIHHBE — TPEOOBAHUA K PE3YIbTaTaM OCBOCHHS YIeOHOM
TUCLMITIIMHBIL

B pesynstate ocBocHuS yucOHON NUCHHMILIHEBL 00 yHaOLIMHCA HODKCH YMETS!
oopMAATL IOKYMEHTALMIO B COOTBETCTBHY C HOPMaTHBHOH 0230, B T.4. UCTIONB3YA
HMH(OPMAIIMOHHBIC TEXHOJIOTHH;

OCYHIECTBJIATh aBTOMATU3a1MI0 00palOTKH TOKYMEHTOB;

YHUGUOHUPOBATE CHCTEMBI JOKYMEHTALHH,

OCYIICCTBATE XPAHCHUE ¥ TIOUCK JIOKYMEHTOB;

HCMOMb30BATH TEACKOMMYHUKATHBHBIE TEXHOJIOTHH B YNICKTPOHHOM JOKYMEHTOOO0pOTE.
B pesynbrare 0cBOoeHUs yueOHOH AMCLMIINUHEL 00yuyalolmiica A0MBKEH 3HATE!

HIOHATHE, LeJIH, 3342494 IPHHLIKIIBI AETONPOH3BOICTBA;

OCHOBHBIE NOHATHS JOKYMEHTaLUOHHOTO 00ecrieueH s YIIpaBJicHuUs;

CHCTEMBI IOKYMEHTAIHOHHOTO 00ECICUCHUS VIIPABIICHHS,

KiaccupHKaio 1OKYMEHTOB U HX BHIbL,

TpeOOBaHMS K COCTABICHUIO H OQOPMIICHUIO TOKYMEHTOB;

OpraHu3aLuI0 JOKyMEHTO000pOoTa: IpHeM, 00paboTKa, perucTpanis, KOHTPOIb, XpaHeHue
AOKYMEHTOB, HOMEHKJIATYPY JEN

1.4. PexoMeHayeMOE KOMHUYCCTBO HaCOB Ha OCBOCHHC IPOrPaMMbl y4COHOM AHCLIUILIHHDL
MaKCUMaJIEHOW yueOHOM Harpy3ku ofy4atomerocs 56 4ac, B TOM YHCJIE:
00s3aTeNbHOM ayAUTOPHOH yueOHOI HArpy3Ku 00yuaroInerocs 56 4acos;



2. CTPYKTYPA H CONEP)KAHUE YYEBHOM JUCIATLTAHBI

2.1. Pacnipenenenue yacoB yueOHO#H padotei cryaenTa no pucipammane OITI 11
HoxyMenTansHoe obecrieueHUE B MPo¢heCCHOHANBHOM ACATENIBHOCTH
TI0 BYAAM 3aHATHH M KOMIICTCHIMI TIPEACTABICHO B Tabnule:

Buj yuebHoit paborsi

Obvem uacos

MaxcumanbHas yueOHasi Harpy3ka (Bcero) 56
Obs3aTesbHAN Ay IHTOPHAR YueOHasi HATpy3Ka (Bcero) 56
B TOM YHCIE:
JICKITHOHHBIC 3aHATHS 26
NPAKTUYECKNE 3aHATHUS 28
Hmoecosas ammecmayua 6 ghopme ougghepenyuposanrnozo 3auema 2




2.2. Temaruvecknii nian u cofep:xkanue yue6roi aucnummanst OINIL 11 Jokymentaannoe oGecneuenue B npodeccHonaNbLHOM AeATENLHOCTH

HaumenoBaHue Coaep:xanne yueGHOro MaTepHAaJa, TaGopaTopHbIE H NPAKTHYECKHE PAGOThI O6beM yacos Yposessn
pa3fenoB H TeM OCBOCHHS
1 2 3 4
Pazpea 1. Pasoen 1.
OcHnoevl cpasxcoanckozo npasa. 18
Bsenenne. Ilpexver u | Conepxanne yaeOHOro MaTepuaia
3azauu npaBoBoro 1 | 1 | IloHaTue npaBoBOrO PEryIHPOBaHUA B cepe MPodecCHOHANBHOM
AOKYMEHTAIHOHHOI0 JEATEBHOCTY. 3Ha4eHUe yueOHOM AuCUMIUIHHbI B MPO(ECCHOHANIBHOM MOATOTOBKE
obecneuyenust CIELHAJINCTOB FOCTHHHYHOM MHAYCTpUH. [ToHsTHE NPaBOBOIO PETyIMPOBaHIA
npodeccHoHATLHOI IIPOM3BOJICTBEHHBIX OTHOILEHHH B cdepe npodeccHOHaNBHBIX OTHOLIECHUH B cepe 2 2
AesTeJbHOCTH, npodeccronansHol NeaTeNbHOCTH. [IpenMeT X03SHCTBEHHO-TIPABOBOTO PEryIMPOBAHHAL.
ITpuHLMNIEl ¥ METOX NPaBOBOI0 PETYNNPOBAHHS NPEANPHHUMATEBCKOM IEITENBHOCTH.
HcTOYHHNKH [IPaBOBOIO PETYINPOBAHNSA NPEIIIPUHUMATENBCKOH qesTensHoCTH. [loHsTHE,
(OpMbI U COCOOBI FOCYIAPCTBEHHOT0 PErYIMPOBAHMS MPEATIPUHHMATEIBCKOM
JEATEIILHOCTH.
IpakTH4YeckHe 3aHATHSE
[TpeaMer X035ACTBEHHO-NIPABOBOT0 PETYAMPOBAHNIA Z
Tema 1.1 Conepxanue yaebHOro Matepuana
IIpaBoBoe 1 | ITonrsaTHE NpeNIPUHUMATENLCKON AEATENBHOCTH, €€ NpusHaky. [loHsTue, IpeaMer,
peryJupoBaHue TIPMHLMTIE] B ACTOYHUKH 2,3
npeAnpHHUMATENbCKOH POCCUICKOro rpaXkAaHCKOro npaBa. MyIECTBCHHBIE ¥ CBA3aHHBIC C HUMHU JTHYHBIE
AeATENbHOCTH. HEHMYILECTBEHHBIE OTHOLIEHUA. | pasknaHCKue IPaBOOTHOMICHUS . IOHATHE, BH/BI, 2
CTpPYKTYpa.
HMuausunyansHad NpeAnprHAMAaTENbCKas AEATENbHOCT rpaxaan. TpeboBaHus K
NpEATIpUHUMaTeto. ['0cyjapCTBEHHAs PErvcTpalis HHINBHAYAIbHOrO NpeANPHHHMATEIIA
¥ IOPHAMYECKHX JIVILL
INocynapcTBo kak CyGBEKT MpeIIpHHUMATENLCKOH AesTenbHOCTH. [TpaBo coruanbHoi
3alMTH! IPAXKIaH.
3aiunTa HapyLIEHHBIX NpaB 1 CyAcOHbI MOPSAIOK paspelucHus CIOPOB. 3aKOHONATEIbHbIE
akThl B chepe cepsuca,
IIpakTHHiecKHe 3aHIATHA
O3HaKOMJIEHHE C 3aKOHOJATEIBHBIMU aKTaMu ¢ cepe ceprrca 2




Tema 1.2 IIparoBoe
10J10keHHEe CyOLeKTOB

Conepxanne yuebHOro MaTepruana

1 Cy0wexTsl NpeAnpUHUMATENLCKOH AesTensHOCTH. KOpuauueckue nyna; noHITHE,

npeANpHHHUMATENbCKOM | npusHaxy. Knaccuduxauus u npaBocrnocoOHOCTh opuandeckux Jiun. Cosaanme
AESITeJIBHOCTH IOPUINYECKOTO JTHULIA, FOCYAaPCTBEHHAS PErHCTPALHA, Z8
Y4YPEOUTENbHBIE JOKYMEHTBI FOpUANYECKOro auia. [Ipexpainenue neaTeasHOCTH
IOPAAMYECKOTO JIMLA; PEOPrann3anus, crioco0bl peopraHu3aliiy;, JINKBUAAIK. T0OPOBOIbHAS U
[PUHYUTENBHAS.
Knacendukanus cy0ObpekToB NpeIIpHHIMATENBCKOH edaTepHocTH. KnaccudpuxamoHHbie
MPU3HAKH ¥ [PYNIIMPOBKHU IPABOBOTO CTATYCA OpPraHM3aLkid.
OpraHu3alMOHHO-NIPABOBEIE (OPMBI KOMMEPIECKHUX IOPUINIESCKUX JIHIL,
X03gHCTBEHHbBIC TOBAPULLIECTBA 1 OOIISCTBA: MOJHBIC TOBAPHIIIECTBA, TOBAPUILECTBA HA BEPE;
o0wiecTBa ¢ OrpaHMUEHHOMN, 00INECTBA C IOMOJHUTEIBHON OTBETCTBEHHOCTBIO, aKLIMOHEPHBIE,
[Ipon3BoNCTBEHHBIE KOOTIEPATUBEL, TOCYAPCTBEHHbIC U MYHHULIMIIANBHbIC YHUTAPHBIE
MPEANPUATHS.
IIpakTHYecKHe 3aHATHS
Hzyuenue yactu 2 I'paxaaHckoro koaexca PO
Tema 1.3 ConepxaHue yueOHOro MaTepHana
Caenxn, | TTonsiTe caenku. OHOCTOPOHHHUE, ABYX- U MHOTOCTOPOHHME CAENKKH. CpodHbIe U 238
OPEACTABHUTEIbLCTBO, | OECCPOYHBIEC CAENKN. ENMHCTBO YETHIPEX 3[EMEHTOB CIENKH: CYOBEKTOB, CYyOBEKTHBHOM
CpPOKH CTOPOHEI, GOPMBL ¥ COLEPKAHHUS.
[IpencTaBUTENbLCTBO, BUABI [IPEACTaBUTENBCTRA. JIOBEPEHHOCTH: Pa3oBasi, CIICHUATbHAS,
redepanbHas (06masn). Cpoky OCYIIECTBISHHS U 3aUIHThl FPAXIAHCKHX T1PaB.
HpakTHyeckue 3aHsTHS
Cpok# OCYIIECTBIECHHS U 3aLUMThHI IPaXKIAHCKHX MIPaB.
Tema 1.4 ConepxaHue yueOHOro MaTepuana
IIpaBoBoe 1 ObszarenscTBeHHOE TIpaBo. O6mue nonoxeHus 00 0043aTeNBCTBAX M AOTOBOPAX. 2D
peryJinpoBanue ["'paxxnaHcko-npaBoBOi JOTOBOP: IIOHATHE, COACPIKAHUE,
AOFOBOPHBIX [Topsinok 3aKnFOYEHHS JOTOBOPOB.
OTHOLUECHUH. Conepskanue norosopa. CyuieCTBEHHbIE YCIOBHSI IOTOBOPA, X 3HAYSHHE [T €ro

AcHCTBUTENBHOCTH. OOBIYHbIE U CIydaiiHbIE YCIOBHS A0T0BOpa. BUabl J0roBOPOB: OCHOBHBIE H
NpeABapHTENbHBIC, MyONUYHbIE, ONHOCTOPOHHNUE M B3aHMHbIC, BO3ME3/IHbIC ¥ 6€3B03ME3NHbIE,
cB00OHEIE M 00s13aTENbHbIe, pEealIbHBIE i KOHCEHCYaIbHBIE. PopMa JOTOBOPA.




TMopsanok 3akMOUEHHS JOroBopa: o0, 00s3aTenbHbIMH, Ha Toprax. M3MeHeHne u
IIPEKPAILCHUE JOTOBOPA, UX OCHOBAHHS U IPABOBBIE MOCIEICTBHA.

CylleCcTBEHHBIE YCIOBUS AOTOBOPOB KYIUIH-TPONAKH, MX 3HAYCHUE IS €10
AeiiCTBUTENEHOCTH. BUIBI 1OroBOPOB; PO3HUYHAS KYIUIA-IPOAAKa, IOCTABKA TOBAPOB,
IIOCTaBKa TOBAPOB [JI FOCYJAPCTBEHHBIX H MYHHLIMMNANBHEBIX HYXK, TOTOBOP KOHTPAKTALMH,
NpoJaxa HeJJBIKUMOCTH, NPoAaKa MPpeATPUATHSL.

IpakTHyecKkHe 3aHATHSA

O3HaKOMIIGHUE C DA3IIMYHBIMU BIIAMH JOTOBOPOB. 2
Pazoen 2. Pazoen 2.
Ilpasosoe pezyauposanue 2ocmenpuumcmen 4
Tema 2.1 Conepxasue yaebHOT0 MaTepuana
3amura npap ITotpeburens u cepruc. [Toustue norpedutensckoro npasa. [loustue norpedburens. [Tpusunaku
moTpedureeii notpedurens. [Tpuninst paboTsi ¢ moTpedUTENEM. 2 24
3amura npas notpebuTeNeH Py NpoAake TOBAPOB U IIPH OKA3aHUH YCIIVYT.
IIpakTH4eckas pabora
ITpuHnumnst paboTs! ¢ MOTpeduTEIEM. "
Pazpen 3. TpynoBoe 1 aIMHHUCTPATHBHOE TIPABO
12
Tema 3.1 ConepikaHue yaeOHOro MaTepuana
[pasoBoe Tpynosoe npaso kak oTpac/s npapa PO: nouatue, npeamer. TpyaoBsie OTHOLIEHHS [IOHATHE,
perynupoBaHue OCHOBaHHSA 2 5o

TPYAOBBIX OTHOUICHHHA.

INopsiaok 3aKIr0YeHHS

TPYAOBOI'O JOroBopa v
OCHOB@HHS ETO
TIpeKpaLieHus

BO3HHUKHOBEHMA. CyOBbEeKThI TPYAOBBIX MPABOOTHOMIEHUH M MX [IPAROBOE ITOJIOXKEHMUE.
Tpynosoe 3ax0HOAATENLCTBO pa3sHbIX YPOBHEH: denepaibHoe, cyobexToB PO. JlokaneHeie
HOPMATHBHBIE AKTEL TPYZOBOH JOrOBOP: NOHATHE, CTOPOHBL, COAECPKAHUE, CPOKH, PopMma.
TMopsanox 3aKOUEHHs TPYLOBOrO AOTOBOPA;

BO3PACTHOR L€H3, TapaHTHH, HEOOXOMUMBIE JOKYMEHThI, UCIILITATENbHbIH CPOK.
W3smenerusa TpPyROBOTO JOroBopa (Iepesobl u nepemetucHus ). OCHOBaHUS NPEKPAIEHNS
TPYAOBOID 10rOBOpA.

Ipexpamenne TpyA0BOro 10roBopa o HHUIMATHRE paboTHuKa. [IpekpalnecHue TpymoBoro
JOroBopa no




WHHLIHAATHBE paboToaTeNs.

IIpakTn4yeckas pabora

Pelenye cHTYallOHHBIX 33434 11O TeMe: «[Topamok 3aKkn09eHns TPYAOBOr0 A0r0BOPa;
BO3PACTHO! LIeH3, rapaHTHH, HEOOXOIHMBIE TOKYMEHTHI, HCTIBITATEABHBIH CPOKY.

Tema 3.2.
OTBeTCTBEHHOCTD B
NpeanpHHUMATEILCKOH
JeSITeJbHOCTH

HpakTuueckas pabora

ITonstTue rpaBOHAPYINEHUA U OTBETCTBEHHOCTH. MarepuaibHas OTBETCTBEHHOCTS.
I"pak1TaHCKO-NpaBOBas OTBETCTBEHHOCTh. AIMHHHCTPATHBHAS OTBETCTBEHHOCTS.

25

IIpakTuyeckas padora

Pelnenne CUTyaluoOHHbIX 33124 1o TeMe «OTBETCTBEHHOCTE B NPeANPHHAMATEILCKOM
JEATENBHOCTHY

Paznen 4. OcHoBBbI JOKYMEHTALMOHHOr0 o0ecreyeHHs ynpaBJeHHs

20

Tema 4.1. [lokymeHT,
ero PyHKIWH,
KaaccHpuranus
IOKyMeHTOB. O01ue
npaBuia o(popMIEHHS
noxymeHToB. CocrTas
PEKBH3UTOB
IOKYMEHTOB.
brnanku 1 Gopmatsl
TOKYMEHTOB.

CozneprxkaHue yaeOHOro Matepuana

JlokyMeHT 1 ero QyHKLMM: HHQOPMALIMOHHA, IPABOBas, YIpaBieHYeCKas, KOMMYHHKATHBHAS,
opranusauuoHHas U Ap. Knaccudukanys J0KyMeHTOB KakK criocob BeipaboTky onpenenéHHbIX
NPUHLMIOB B COCTaBACHUHM, 0popMmieHHH, criocobax, opmax U MeToaax paboThl ¢
pasnUYHLIMH JOKYMEHTaMH,

PexBr3ur kak 00s3aTenbHbIl JieMEHT, TpHcynmit onpeaenéaromy Buay gokymenta. ' OCT P
6.30-2003 «YHuduLUEpOBaHHBIE CHCTEMbI JOKYMEHTAllUK, YHUHINPOBAHHAS CUCTEMA
OpraHu3allMOHHO-PACIOPAANTENBHON noKyMeHTarmu. TpeboBanus K 0)OPMICHHUIO
HAOKYMEHTOB» M COCTaB PEKBU3UTOB CIIy)KEOHBIX TOKYMEHTOB. PEKBH3HTEI, IPHIAIOIINE
AOKYMEHTY HOPUIMYECKYI0 ciixy. Bubl u HasHaueHue GnaHkoB. braHk kak HaOOp peKBH3HTOB,
uneHTHGULNpyronMi aBTopa oQULHAIEHOTO THCEMEHHOr0 NOKyMeHTa, OO0t O1aHK, O1aHK
711 TMCEM U OJIaHK KOHKPETHOTO BHUAA JOKYMEHTOB. YTJIOBOE M IIPOAOIBHOE PACIIONIONKEHHE
pexsu3uTOB Ha 61aHkax. Popmarel noTpebutensekux Oymar. Hymepatms MHOTOCTpaHHYHBIX
HOKYMEHTOB. PacrionioskeHHe peKBH3UTOB, 3arojoBodHas 4actb. OcHoBHas Jacts. DopMynsip-
obpa3zel] IOKYMEHTa.

i)

IIpakTHYecKHe 3aHATHS

Cocrasnenne popmynspa-o6pasua fokymeHTa. CocTaBiaeHre pasiHHbIX BULOB OIAHKOB I
HHAHBUAYAJIbHO 3aJaHHbIX [P IIPHATHIA




Tema 4.2, Cucrema
OpraH13alMOHHO-
pacropsaauTeIbLHON
JOKYyMEHTaLMH.

ConeprxaHue yueOHOro Marepuaia

IToHsiTHe OpraH3aUOHHbIX JOKYMEHTOB. OCHOBHbBIC TPeGOBaHMS K COCTABICHHIO
OPraHU3aLOHHBIX JTOKYMEHTOB. BUIBI U CTPYKTYpa OpraHH3aLHOHHO-IPABOBBIX JOKYMEHTOB:
y4peauTenbHbIA JOroBop, yCTaB, INTATHOE PaCIHCaHKE, JOIDKHOCTHBIC HHCTPYKIIUH U JP.
ITonsTHe 0 pacnopsAaUTENBHBIX foKyMeHTax. OCHOBHBIE TPeOOBAHMS K COCTABIICHUIO
pacTopAAUTENLHBIX TOKYMEHTOB. BUabl # CTPYKTYpa pacriopAAUTEIbHBIX JOKYMEHTOB!
TOKYMCHTEI, U3/1aBAEMEIE B OPraHU3alMsAX HA OCHOBAX €IMHOHAYATHA ([IPHKA3BI,
pacIiopsbKEHUS, YKa3aHUA) U JOKYMEHTBI, H3JaBa€MbIC HA OCHOBE MPHHATHSA KOJIIECTHATBHBIX
etIeHuH (IOCTAHOBJICHHS, PEIICHHS, MPOTOKOJBI).

2,3

HpakTuyeckue 3aHATHS

P 3360]3 ¥ COCTABJICHHUC PAa3IMYHBIX BUOOB PACTIOPAAUTEIILHEIX AOKYMEHTOB, 32KPCIJICHUE HX
CKBH3HUTOB.

Tema 4.3. CnipaBouHo-
HH(POPMALIHOHHbIE
AOKYMEHTBI.

Cogepxanue yaebHOro Marepuania

IMonaTue 0 cnpaBoYHO-MH(POPMAIIMOHHEBIX AoKyMeHTaX. OCHOBHEIE TpeOOBaHKS K
COCTaBJCHHUIO OPraHU3aLMOHHBIX TOKYMEHTOB. BUIBI 1 CTPyKTypa CHpaBo4HO-
UH(POPMALMOHHBIX TOKYMEHOB, CIIpaBKH, CIIy>KEOHBIE 3aITHCKH, aKThI U JIp.

Cnyxe6Hbie MUChMA; TPAAULUMOHHBIE U ITEKTPOHHbIEC, BXOasINe ¥ UCXOIAMAE TUCHMA,
Knaccndukaius cayxeOHbIX THCEM 110 3aJaHHBIM B TEKCTE TeMaM. BIaHKy ¥ PeKBU3UTHI
nuceM. OcobeHHOCTH TEKCTOB MceM. KOHKYPEHTbI NHCEM: TelerpaMma, TencdoHorpamma,
taxc. MIx ocobeHHOCTH U CPOYHOCTB HCTIOMTHEHHS.

23

IIpakTH4ecKue 3aHIATHA

P3360p BHAOB CIIpaBO‘{HO-PIHd)OpMaLIHOHHbIX JAOKYMCHTOB H 3aKpCIJICHUE HX PCKBH3HTOB

Tema 4.4, lokymMeHTbI,
onpenensomne
TPYAOBBI€ OTHOIIEHHS

Conepxanne yueOHOro Marepuana

JloKyMeHTHI, IpenocTaBNsAEMbIe IIPH MOCTYIUICHUH Ha paboty. McnbiTaTensHbIH CPOK.,
OcHoBHEIe TpeboBaHUA K OQOPMIICHHIO JIOKYMEHTALIUH 10 IMYHOMY COCTaBY.
JoxyMEeHTHPOBaHKE NpoLecca ABMKEHMs kaapos. CocTasyieHue pestome. OdopmieHue
pa3aHuHbIX BUOB 3a1BiIcHMNA. CocTaBieHre 1 0pOpPMICHHE IPUKA30B 110 THIHOMY COCTABY.
Oco0eHHOCTH COCTAaBIEHHS TPYAOBBIX KOHTpakToB. [IpaBuia oGopMIIeHHS U BEICHUS
TPYAOBBIX KHIKEK, TMIHBIX KapTo4eK  Aes. IIoHATHe U BUIBI NEPEBOAOB MO TPYXOBOMY
npaBy. CoBmecTUTENbCTBO. OCHOBAaHHSA NPEKPALECHHS TPYAOBOTO JOTrOBOPA.

ITonatue pabouero spemeHu, ero suabl. {lopanok ero ycranosnenus. [ousrue u Bumsi
BpeMeHH oTabixa. KoMnencaums 3a paboTy B BEIXOLHBIE M IPA3THUYHBIC JTHH.

23
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Ornycka: NOHATHE, BUIbL, TOPSIOK MipeocTaBieHus. [1opsanok ycTanoBaeuus paboyero
BpeMEHH ¥ BPEMEHH OTIbIXa UL UL, COBMELIAIONMX paboTy ¢ 0OyueHHeM.

[TonsaTue 3apaboTHO nnatel. Ee npaBoBoOE peryiupoBaHUe: rOCYIapCTBEHHOE H JIOKAIBHOE.
MunnMmanbHas 3apaboTHas rata. CUCTeMb! 3apabOTHOM IIATHL: CASIbHAS M IOBPEMEHHAS.
Enunag TapudHas cerka. Orpanuuenue yaepkasuii 3apaboTHOM miaThl.

IlpakTHYECKUE 3aHATHS

3HaKOMCTRO C TpadapeTHbIMU GJ1aHKaM# KaIPOBBIX JOKYMEHTOB H X 3aII0JIHEHHE.

Tema 4.5.
HoxymenTooboport
COBpEeMeHHOil
OpraHu3anuu

Conepxanue y4ebHOro MaTepuala

1

Cocras 1 ydeT 00bEMa JOKYMEHT0000pOTA opraHu3ay. OCHOBHBIE ITAITbI
J0KYMEHTooOopoTa npeanpusTis. Iopsanok mpoxoskAeHuS BXOAALIMX, HCXOMAILAX W
BHYTPEHHUX JOKyMEHTOB, KOHTpoNb ucnonHeHus nokyMeHToB. CUCTEMATH3ALMUS
HOKYMEHTOB KaK I'PYIIHPOBKA UCIONHEHHBIX JOKYMEHTOB B Aenia. POpMHUpOBaHHE
JIOKYMEHTOB B nena. HoMenknaTypa Jen Kak CHCTeMaTU3UPOBAHHbIA TIepeueHs e
opraHu3anny, opopMICHHBIH B YCTaHOBICHHOM nopsake. TpeboBaHus Kk GOpPMHUPOBAHUIO
Ae.

Okcneprusa LEHHOCTH JOKYMEHTOB, MeToHKa e€ npoBeneHus. CocTae ¥ GYHKIUM
IKCIIEPTHON KOMHMCCHM, XpaHEHHE JeJ B TEKYILEM AEN0NpPou3BoaAcTBE. OCHOBHBIE [OHATHSA
006 apxuBHOM XpaseHuH. [lepenaya nen B apxus..

Hmozosas ammecmayus 8 gpopme oughghepenyuposannozo 3ayema

Beero:

Jl1s XapakTepUCTHKH YPOBHS OCBOCHHS YYeOHOT0 MarepHalia HCIOJIb3YIOTCS CISNYOIE 0003HAUEHMS

1. — O3HAKOMHUTENBHBIN (y3HABaHUE PAHEE U3YICHHBIX 00BHEKTOB, CBOMCTB);

2. — penpoayKTHBHBIH (BBITOTHEHHE JEATEIFHOCTH O 06pasily, HHCTPYKIIMA WIH 110 pPYKOBOIACTBOM)

3. — IPOAYKTHUBHBII (TLTAHWPOBAHKE U CAMOCTOATENILHOE BBIIONHEHHE AEATENFHOCTH, PEUIEHUE MPOOIEMHbBIX 33124
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3. YCJIOBUSA PEAINZAIIANA YYEBHOM JACHAIIIAHBI

3.1. Tpe6oBanusi K MUHHMAJILHOMY MATEPHAILHO-TEXHHYECKOMY 00ece e o

Peanuzaums yaebHol nucumiumnel Tpedyet Hanuuus y4eOHOTo Kabunera «JloKyMEeHTalMOHHOE
obecneucHUe ynpaBaCHUAA

ObopynoBanue yuebHOro kabuHeTa:

TocamouHsle MECTa IO KOIMYECTBY 00 yUaronHxcs (CTOJIBL H CTYIIb),
Pabouee mecTo npenonasarens;

Pa3gato4Hbie KapTO4KU N0 pa3fciaM JACHHILIHHEL,

ToypouHsie nanku;

Tectsb1

Texnuueckue cpencTra 00yucHUS:

KoMmboTepst ¢ THLCH3APOBAHHBIM IPOTPAMMHbBIM 00ECIIEYCHUEM,
MynbTHMEINANPOEKTOP C SIKPAHOM;

Hurepaktusaas 1ocka.

3.2. NadopmaunonHoe obecneyeHue 00 yIeHus

OcunosubIe uerounku (OH)

Tabmuna 1
Nen/n Haumenosaune ABTOp M3parensLeTRO, TOA
H3JaHHA
Hopmamueno-npasoesie akmot
OH1 | Koucturynus Poccuiickoit Pencparmn - M.: Undpa-M, 2007.
ON2 | I'paxpanckuii kopexe P®:- Yacts 1, 2, - M.: Hudpa-M, 2009.
3
OH3 | Tpynosoii konexce Poccuiickoi - M.: Undpa-M, 2009 r.
denepaumun
OH4 | Hanmorossiii KOfeKC - M.: Undpa-M, 2009 r.
OHS | Kogexc 0 anMuHUCTPAaTHBHBIX - M.: Hudpa-M, 2009 r.
[IpaBOHAPYLICHUAX
OH6 | 3axon PO «O6 unpopmanumy, - «Poccuiickas razeta» ot
nHQOpPMaTH3ALUY H 3aILATE 20 ¢espans 1995 .
nHpopmawn» ot 20 despans 1995,
No24-D3
OH7 | denepanbublii 3axoH ot 1 mrons 2005 - «Poccuiickas rasera» oT
r. No53-@3 «O rocyaapcTBEHHOM 1 wrons 2005 r.
si3pIke Poccuiickoi Denepanuim
OH8 | denepanbusiii 3akoH oT 29 mons 2004 - «Poccuiickas razera» oT
Ne98-D3 «O xommepueckoit Taiiie»// 29 mrong 2004 r.

C3 PP -2004 -Ne32-Ct.3283

I'OCTbhI

OHUS | I'OCT P 6.30-03 « YHuQuLHpOBaHHbIE - M.: H3n-Bo crannapros,
CHCTEMBI JOKYMECHTALIHH. 2003.
YauduumposanHas cuctema
OpraHu3alHOHHO-PACHOPAAUTENBHOH
JoKkymedTain. TpeboBaHus K
OoOpMITEHHIO JOKYMEHTOB
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OH10

I'ocymapctsennas cucrema JIOVY.
Obume TpeGoBaHMA K JOKYMEHTAM U
ciy0aM TOKYMEHTAIIMOHHOTO
ofecnieuenns yrpapicHus.

M.: H3n-Bo ctaHmapToB,
1991

OHl11l | TuooBas MHCTPYKIMA 10 - M.: U31-BO cTaHAAPTOB,
JETOTPON3BOLCTBY B MUHUCTEPCTBAX ¥ 1993.

BenoMcTBax Poccuiickoil @enepauun
Ocunognan numepamypa

OH12 | [lpasorad ocHoBa Kuwmnckuii C.O. | M: 2019
IPeANPUHAMATENBCKON ACITEIPHOCTH
/ C.O. Kwimnckui.

OH13 | Odopmisiem TOKyMEHTHI Ha Kypasnéea U.B. | M.: UHOPA-M, 2019.
TIEPCOHAJILHOM KOMITLIOTEPE

OH14 | JlokyMeHTAIMOHHOE 00ECIIEUCHUS Jlamm B.IL, Yensbunck, 2019.
ynpasnenus. YMK Hranosa B.D.

OH15 | Jlenonpou3BoAcTBO: YUeOHUK IS Jlenkesuu JLA. M.: «Axanemusny,
yuYammxca Had. npod. yueo. Jasenchnit 2021.-256 c.

-3-¢ u3n., nepepad.

OH16 | IIpaBoBoe obecricucHme ITerposa I'.B. M. : «Axanemus ULy,
npodecCHOHANIBHON NEeSTeNEHOCTH B 2019. -319¢c.
cepe cepauca.

OH17 | JlokymeHTaLHOHHOE OOecneucHHe TImenko A.B. M.: «Axanemus», 2020
yripaBiicHus. Y4aeOHmk.- 11-€ m3i

OH18 | JlokyMeHTalIMOHHOE 00ecreucHue IImenxo A.B,, M.: «Axanemusny, 2019
ynpapnenus.: IIpaktukym. Vaebuoe Hoponuna JLA.
nocobue.

OMN19 | lokyMEHTaUMOHHOE O0eCnICUCHHE Pymeuinuna J1LA. M.: U3narenbckuii
YTIPaBlCHUS ;| YIeOHUK AT CTYN. LIEHTP «AKaJIEMHSN»,
yupeKIeHuMH cpen. mpod. 00pa3oBaHus 2019.

/ JI. A. PympiHuHA. . — 8-€ U311, CTEp

OHN20 | TlpaBoBbic OCHOBBI TOCTHHUYHOIO H Crpurysosa .11 M.: KHOPVYC, 2020
TYPHCTHYECKOTO OH3Heca: yuebHoe
nococOue

Honmonaurensubie ncrounnku (J{H)

Tabsuia 2

Nen/n HaunmenoBanue AsTtop H3parenncrso, roa

H3NaHHUS

J1 | Pemenue npoOieMHBIX cCUTyanuii no Bbabuu T.B. Horunck: @I'OY
JOKYMEHTAIIMOHHOMY 00ECHECYEHWIO CITO «<HTOT» - 2019.
YHPABJICHHSA

JA2 | Jlenonpon3BoacTBO bacaxos M., M.: 2019
(HoKyMeHTaLHMOHHOE obecrneUcH e 3ambiikosa O.
ynpaBieHns). YuebHuK. 14 u3n.

3 | Kypc nenonpoussozncrtsa. Knpcanosa M., M.: 2019
Hoxymentauuonsoe obecrnedeHue Axcesos 10O.

ynpapneHud. Yuebuoe nocobne
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JIH4 | JoxymeHTanuoHHOS 00CCHeIcHIE Kyszneuos W M.: FOPAMT, 2020.
yIpaBICHUs EPCOHANIOM. YUeOHUK |
NPaKTUKYM

JAUS | [enonpousBoACTBO. Kysunenos H. M.: IOPAUT, 2020.
JIOKyMEHTALHOHHOE 00CCIICUCHHE
ynpasJyicHusi. ClipaBOYHOE 11ocodue

JH6 | Cocrapinenue u oopmieHue Kysneuosa T.B. M.: busnec-1mkona
CITyXeOHBIX JOKYMEHTOB: «HuTten-Cunres»,
IIpakTiueckoe nocobue aAns 2019
KOMMEPHECKUX (PHpM

JIN7 | Opranusanus paboTel ¢ noxymeHTaMu.: | [Tox penaxumedi B.A. | M.: Hudpa-M, 2020.
YueOHHK 1151 BY30B. Kynpsiesa

JU8 | llenonpou3BOACTRO. Ilanacenko 1O. M.: 2019
JloxymeHTaioHHoe obecneuenne
YIPABACHHSA

JIUS | [IpaBoBoe oOecreyeHue Teimenko A.H. Pocros-na-J{ony:
npodeCcCHOHANBHOM ACATCIIBHOCTH. Denuxkc, 2020.

Hurepner pecypen! (U-P)

Nen/m Hazeanue caiiTa

H-P1 | http://www.law-n-life.ru/

H-P2 | http//www.jum.ru/smi/pressa/admin-hravo.htm

U-P3 | http://www.zhurnal-rp.ru/

H-P4 | http://www.samtan.ucoz.ru/load/3
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4. KOHTPOJIb ¥ OIEHKA PE3YJIbTATOB OCBOEHHSA YYEEHOM

JAUCHUILIAHBI OIIIL.11 JokymeHTaTbEHOE 06ecniedenue mpodecCHOHAbHO
AeSTEeJILHOCTH

Koutpone # OUEHKA pe3yJNbTaTOB OCBOSHUA YYCOHOH MHCIMIUIHHBL OCYINECTBIACTCA
NpErnoaBaTeNieM B IPOIECCE MPOBCICHUA MPAKTHUCCKUX 3aHATHHA, PEICHMS CHTYALHOHHBIX
3a/iay, TECTHPOBAHWsA, @ TAlOKE BBHIMIONHEHMS OOYYAIOUIMMHUCH WHAWBHAYATBHBIX 3aJaHW,

MMPOEKTOB, HCCIIETOBAHUHA.

PesyabTatel o0yuenusn
(ocBOEHHbBIEC YMEHUS, YCBOCHHbIE
3HAHUSA)

Dopmel # METOIBI KOHTPOJISI H OLEHKH Pe-3yJILTATOB
o0yuenus

2

Ymenns:

yMeTh:

-paboTath ¢ HOpMaTHBHO-
MPaBOBbIMY JOKYMEHTaMH,
HCMONB30BaTh HX B
npodeCCHOHAILHOH JIESTEIbHOCTH,

Habmonenne 3a BhINONHEHHEM PAKTHYSCKIX 3a0aHMIA.
OKCIIepTHasA OLECHKA BBIMOIHEHHSA NMPAKTHIECKHX PadoT.
OKkcnepTHas OLEHKa BHEAYAMTOPHOM CaMOCTOATENLHOM
paboTsL

-3aUMIIATH CBOM TIpasa B
COOTBETCTBUH C IPAXKITAHCKIM,
TPXIAHCKO-TIPOIECCYaILHBIM 1
TPYAOBBIM 33KOHOATENIBCTBOM,

Habmronenne 3a BHIMONHEHAEM NIPAKTHYECKMX 3aMaHMIA.
OKCHEPTHAs OIEHKA BBIOJHEHHS PAKTHYECKHUX PaboT.
DKcIepTHasg OleHKA BHEAYAUTOPHOM CaMOCTOATEIbHOM
paboTHI,

-cobmonaTh TpeboBaHms
IAeHCTBYIOLIETO 3aKOHOAATENBCTRA;

HaGmonenue 32 BHINIOIHEHUEM NPAaKTUYECKHX 3a2HHIHA.
DKenepTHas OLECHKA BHITOMHSHHS MPAKTHYSCKHX paboT.

-TIOHATHE MPABOBOIO
PEryJIHpOBaHUs B chepe
npodeCCHOHANIBHON NI TENBHOCTH,

OKCTIepTHAS OIIEHKA BHEAYAUTOPHOM CaMOCTOATENLHOM
paboTEL

-OCHOBHBIE MOMOKEHHA
3aKOHOMATECbHLIX AKTOB M APYTHX
HOPMATUBHBIX OKYMEHTOR,
PETYJIMPYIOIIMX MPABOOTHOMIEHUS
B o0macTu npodeccCHOHANTBHOM
AEATENILHOCTH;

OkcnieprHas OLUCHKA BHCAYJUTOPHOI CaMOCTOSTENBHOM
paboThI.

-npaBa ! 0043aHHOCTH pabOTHHKOB

B cdepe npodeccHonansHOH
AEATENBHOCTH

Habmonenue 3a BhINONHEHHEM NPAKTHYECKHX 3aMaHMIA.
9Kcnep*rﬂa;[ OLICHKA BLINOJHCHHA ITPAKTHICCKHUX paGOT.

-OpraHu3allIOHHO-ITPaBOBEIC
($OpPMBI I0PUANYECKUX JHLL

Habsronenue 3a BHINONHEHHEM MPAKTHUECKUX 3aMAHHIM.
IKcnepTHas OIICHKA BBHINOJIHCHUA NPaKTHYCCKUX paboT.
OKCHEPTHAA OLCHKA BHEAYAHTOPHON CAMOCTOSTEIBHOIM
paboTHh.

-MOPANTOK 3aKIIOYCHHA TPYAOBOTO
DOT0BOpa H OCHOBAHUA €TI0

-[IpaBujia OILIATEI TPyaa,

NPEKpalICHAs;

-IPaBOBOC HOJIOMKCHHE CYOBCKTOB | OKCIICPTHAsA OICHKA BHEAYAHTOPHON CaMOCTOSTEIBHOMN
IPEANPUAUMATENLCKON paboTsi.

JIEATEIBHOCTH, Habmomenne 3a BRITOAHECHHEM HPAKTHYCCKMX 33 aHHIA.

OKCHEpTHAS OLIEHKA BHIMTOHEHNS NPaKTHUECKHX padoT.

-pOib TOCYAapPCTBEHHOTO
PETYIMPOBAHNA B 00CCHICUCHNH
3JAHATOCTH HACCJICHHA,

DKCTepTHAs OLICHKA BHEAYAHTOPHON CaMOCTOATEILHOM
paboTsi.

-TIPABO COLMAJIBHON 3aHMThL

HabmoneHue 3a BHIMONHECHHECM MPAKTHICCKHX 3aAaHUM.
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Cl

IPaX[aH,

TIOHATHE TUCUUIUIMHAPHON 1
MAaTEpHAJIBHOH OTBETCTBEHHOCTHU
paboTHHKa,

OKCIIepTHAs OLCHKA BBIMOTHEHMUS IPAKTHYSCKUX PadoT.

-BHAbI AAMHHHCTPATHBHBIX
NpaBOHaPYLIECHUI U
aIMUHHCTPATHUBHO
OTBETCTBEHHOCTH,

OKCOEPTHAS OLICHKA BHCAYAMTOPHOI CaMOCTOATEABHOM
paboThI.

-HOPMBI 3a10UTHI HAPYUICHHBIX
npas ¥ CyACOHBIH MOPAIOK
pazpenieHus CropoB,

Habmopnenue 3a BRITIONHEHNEM NPpaKTUICCKUX 3anaHui.

OKCOEPTHAS OLECHKA BBINOMHECHUA HHIUBUTYATbHBIX
TIPOEKTHBIX 3aJJaHHH.
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