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MOSICHUTEJIbHAS 3AITIMCKA

[TpakTuveckuie 3aHATHS SBISIFOTCS 00s3aTeIBHON YacThi0 00pPa30BaTENBLHON MPOTPaAaMMbI CPETHETO
npodeccuoHansHOro 00pazoBaHusi, obecrneunBaroniell peanuzanuio DeneparbHOr0 rocyAapCTBEHHOTO
00pa3oBaTeNLHOTO CTaHAapTa cpenHero mnpodeccuoHanbHoro obpazoanus (PI'OC CIIO) wu
NPEJCTaBISIIOT cOo00M  BUA Y4YeOHBIX 3aHATHM, OO0ECIEeYMBAIOIIUX IPAKTUKO-OPUEHTUPOBAHHYIO
MOJTOTOBKY 00YYaromuxcsl.

[enbro MpakTUYECKUX 3aHITHI SBJISIETCSA MPAKTUKO-OPUEHTUPOBAHHOE YCBOCHHE 00YUYaIOUUMUCS
TEOPETUYECKUX 3HAaHMH W  (QOpMHpPOBaHHE yMEHHUH, OOECIeYHBAOIUX KBATH()UIMPOBAHHYIO
po(hecCHOHANBHYIO I€ATEIbHOCTh CIEIIMATUCTOB.

Conepxanue  yueOnoit mucuumanabl  OI1.06  JlokymeHTalMOHHOE — OOecreueHHe  yIpaBJICHUS
croco6cTByeT (GOPMUPOBAHUIO CIAEAYIOUTUX KOMIETEHIIHIHA:

oowue:

OK 01. Beibupats crnocoObl pemieHus 3aaa4 MpoecCHOHATbHON JEATENbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM;

OK 09. [Nonb3oBarbcs mpodeccHnoHaNbHOM JOKYMEHTAIMel Ha roCyJapCTBEHHOM W HHOCTPAHHOM
SI3BIKAX.

npogheccuonanvhvie:

I1K 1.1. Ocy1ecTBasTh NpodecCHOHaTbHOE TOJKOBAHUE HOPM IIpaBa.

[1K 1.2. [TpumeHsATH HOPMBI MpaBa AJIs PEeISHHS 3a1a4 B MPOPECCHOHATBHON AEATEIbHOCTH.

I1K 1.3. Bnagetrs HaBbIKaMU [MOATOTOBKH IOPUMUECKUX JOKYMEHTOB, B TOM UHCJE C UCIOJIb30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHA.

1.3. TpeGoBanus K pe3yibTaTaM 0CBOeHHS YU4eOHOI TMCIUILINHBI:

B pesynbpTaTte ocBOCHUS yueOHON AUCHUTIIMHBI O0YYaIOUIHIICS JOMKEH YMETh:

Y1ohopMasTe OpraHu3aluOHHO-PACIIOPSIUTENbHBIE TOKYMEHTHI B COOTBETCTBHUH C JICHCTBYIOIIUM
I'OCTowm;

Y2ocyuecTBisTh 00pab0TKY BXOASIINX, BHYTPEHHUX U HCXOIALIUX JOKYMEHTOB, KOHTPOJb 32 UX
UCIIOJIHEHUEM,;

Y3ohopmiaTe JOKYMEHTHI AJIs TIEpejaud B apXUB OpraHU3aIiH.

B pesynbpTaTe ocBoeHUs yueOHOM TUCIUILIMHBI 00YUYarOIIUIACS TOJKEH 3HATh:

31noHsATHE TOKYMEHTa, €ro0 CBOMCTBA, CIIOCOOBI IOKYMEHTHPOBAHHUS;

32mpaBuiia COCTaBICHUS U 0(POPMIIEHHUSI OPTaHNU3allMOHHO-PACcTIOPSIANTEIbHBIX JOKYMEHTOB (JaJiee -
OPJN);

33cucteMy 1 TUIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO obecrieueHus yrpasiaeHus (nanee - 10Y);
340c00EHHOCTH J1€70MPON3BOJICTBA 110 OOpALIEHUSIM I'PaXK1aH U KOH(PUIEHIUAIBHOTO
JIENTOTIPOU3BOCTBA.

1.4. TIpome:xkyTouHasi aTTecTanusi poBoauTCs B popme nuddepeHIIMPOBAHHOIO 3a4eTa.



IIpakTuyeckoe 3ansaTue Ne 1

Tema 1.3. CucreMa 10KyMeHTAIIHOHHOI0 o0ecreYeHNsl ypaBJIeHus
Lenb: 3aKkpenuTh 3HaHUS IO TEME, pa3BUBaTh yMEHUs pabOTaTh HOPMATUBHO-TIPABOBBIMH aKTaMU MPU
0(OpPMIICHUU KaJIPOBOH TIOKYMEHTAIIHH.
Bpems BbinoJiHeHus1 — 6 4acoB
MeTtoanueckue ykazaHust
[Tpr BBIIOJHEHUM 3a/laHUN TPAKTHUUYECKON pabOThI CTYIEHTaM CJEIyeT PYKOBOJCTBOBATHCS HOPMaMU
3aKoHoaTenbcTBa, ucnoib3ys CIIC KoHcynpTaHT muitoc.
3aganue
1. Banumure B TeTpaau Ha3BaHUE, LIeTb pabOTHI.
2. Bommonnure 3aanue:
CoznaTh BUPTYalIbHYIO OPTaHU3ALMIO WIIM HAWTH KapTOUKy JEHCTBYIONIEH OpraHu3alui 1 Ha OCHOBAaHUU
uH(pOpPMAIIUU O KOJTMYECTBE pAOOTHUKOB, ITATHBIX €AMHUI] OPOPMHUTH JOKYMEHTHI. BilaHK# JOKYMEHTOB B
CIIC KoHcynbpTaHT II0C

1) OdopmuTh OpraHU3aIMOHHO-TIPABOBBIC JOKYMEHTHI:
— IITaTHOE pacrucaHue,
— JIOJDKHOCTHAS MHCTPYKIIUA,
— TMOJIOKEHHE O CTPYKTYPHOM MOAPA3ICTICHHUH.

2) OdopMUTb pacopsAUTEIBHBIC JOKYMEHTHI:
—  IMPHUKa3 IO OCHOBHOM JI€ATEIHHOCTH.

3) CocraButh 1 0GOPMUTH HHPOPMAIIMOHHO-CIIPABOYHBIC TOKYMEHTBI:
— aKT,
— MPOTOKO,
— JIOKJIaJ(Has 3aIiCKa,
— CIIpaBKa

4) CocTaBHUTbH JEIOBOE M KOMMEPYECKOE MUCHMO Ha OJIaHKE OpraHu3aIlkH.
Kpurtepun onenkn
«OTIUYHO» - TEOPEeTUYECKOE COJIepKaHHe Kypca OCBOEHO TOTHOCThIO, 0e3 mpoOesoB, yMEHHUS
chopMupOBaHbl, BCE MPEAYCMOTPEHHBIE MPOrpaMMON y4eOHbIE 3a/laHusl BBIMOJHEHBI, KAa4eCTBO HX
BBITIOJIHEHUS! OLIEHEHO BBICOKO.
«XOpoUIO» - TEOPETUUYECKOE CO/IEP)KaHNE Kypca OCBOEHO MOJIHOCTBIO, 0€3 MPO0esioB, HEKOTOPbIE YMEHHUS
c(hOpMHUPOBaHbl HEAOCTATOYHO, BCE MPEAYCMOTPEHHBIE MPOTrpaMMoON ydeOHBIE 3aJaHUS BBIOJHEHBI,
HEKOTOPBHIE BUJIbI 33]JaHUH BBITIOJIHEHBI C OLTUOKaMH.
«Y IOBIETBOPUTENHHOY» - TEOPETUUYECKOE COJEPIKAHUE Kypca OCBOCHO YaCTUYHO, HO MPOOEesbl HE HOCST
CYIIECTBEHHOTO XapaKTepa, HEOOXOIUMbIE YMEHHUS pabOThl C OCBOCHHBIM MaT€pHUaIOM B OCHOBHOM
chopMHUpOBaHbI, OOJNBIIMHCTBO MPEIyCMOTPEHHBIX MPOrpaMMOil  00y4YeHHs] Y4eOHBIX 3aJaHHi
BBITIOJIHEHO, HEKOTOPHIE U3 BBHITTOJIHEHHBIX 33JJaHUI COJIepKaT OUTHOKH.
«HeynoBneTBOPUTENBHO» - TEOPETUUYECKOE COJEPIKAHME Kypca HE OCBOCHO, HEOOXOAMMBIE YMEHUS He
c(hopMUPOBaHBI, BEITIOJIHCHHBIC YUeOHBIC 3a7jaHuUs COIepkKaT TpyObie OmnOKH.

IIpakTHyeckoe 3ansaTue Ne 2
Tema 1.4. loroBopHO-IpaBOBasi AOKYMeHTAIUsI
Heab: 3akpenuTh 3HAHUS MO TeMe, Pa3BUBAaTh YMEHHUs pabOTaTh HOPMATHBHO-NPABOBBIMU aKTaMH,
3aKpENNUTh YMEHHUE COCTABIIATh JOIOBOPHI, IPETEH3UN B COOTBETCTBUU C 3aKOHOJATEIECTBOM.
Bpemsi BbinoJinenust — 6 gacoB
Metoanuyeckue ykazaHus

[Tpu BBHIMOTHEHUH 3aIaHUH MPAKTUYECKOM pabOTHI CTyIEHTaM CJIeyeT PyKOBOJCTBOBATHCSI HOpMaMu
3aKOHOJIaTE€ILCTBA, THIMOBBIMH (OpMaMu JOTOBOPOB, ycTaHOBIEHHBIX ['K P® u momomHuTEIRHBIMEU
HOPMAaTUBHO-TIPaBOBbIMU akTaMu, ucnoib3ysi CIIC KoncynbTant mitoc.
3aganue
1. 3anumTe B TeTpaan Ha3BaHUE, 1eNb paOOTHI.
2. Brimoniaure 3aganue:

1) Tlo opranu3zaiyu BHIOPaHHON paHee COCTABUTH U O()OPMHUTH CIICAYIOIINE JOKYMEHTHI:



—  COCTaBHTb M O()OPMHTH JIOBEPEHHOCTD;
—  COCTaBHUTb M O()OPMUTH JIOTOBOP € MAPTHEPOM, KITMEHTOM;
—  IOATOTOBUTH IIPETEH3UU IIPU HAPYLIEHUSIX JOTOBOPHBIX YCIOBUH.

2) IlpoaHanu3upoBaTh MEXKIyHAPOAHBIC CTAHIAPTHI HA BHEITHEAKOHOMUYECKYIO JOKYMCHTALIUIO,
OIPEAEIUTD BUbI JOKYMEHTUPOBAHUS BHEIIHEAKOHOMMUECKOH 1€ATEIbHOCTH.
Kpurepum onenku
«OTIMYHO» - TEOpPEeTUYECKOEe COJEpKaHUe Kypca OCBOCHO IOJIHOCTBIO, 0e3 MpoOesioB, yMEHUs
cOopMHpOBaHbI, BCE MPEIyCMOTPEHHBIC MPOrpaMMON Y4eOHBbIC 3a/JaHUsl BBIIIOJHEHbI, KadeCTBO HX
BBINOJIHEHHSI OLIEHEHO BBICOKO.
«XO0poII0y» - TEOPETHUECKOE COJIEPKAHNE Kypca OCBOCHO TOJTHOCTHIO, 0€3 MPOoOeIoB, HEKOTOPhIE YMEHUS
c(OpMHPOBAaHbI HEJOCTATOYHO, BCE IMPENLyCMOTPEHHbIE NPOrpaMMOi ydeOHbIE 3aJaHUs BBIIOJIHEHBI,
HEKOTOPBIC BUBI 33/1aHUI BBHITIOJIHEHBI C OITHOKaMHU.
«Y IOBJIETBOPUTENIBHO» - TEOPETHUECKOE COJIEpKaHUE Kypca OCBOCHO YAaCTHYHO, HO MPOOEbl HE HOCAT
CYLIECTBEHHOI'O XapakTepa, HeoOXOAMMble yMEHHS pabOTbl C OCBOSCHHBIM MAaTEpHUaIOM B OCHOBHOM
chopMHpOBaHbI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX IpOrpaMMoON o0OydeHus ydeOHbIX 3aJaHui
BBINOJIHEHO, HEKOTOPBIE M3 BHIIIOJHEHHBIX 33/IaHUI COIEpKaT OIINOKH.
«HeynoBneTBOPUTENBHO» - TEOPETUUYECKOE COJEP)KaHUE Kypca HE OCBOEHO, HEOOXOAMMBbIE YMEHHs He
c(OopMHUPOBaHbI, BHIIIOJIHEHHBIE yUeOHbIE 3aJaHUS COJEPkKAT rpyOble OLIMOKH.

IIpakTHyeckoe 3ansiTHe Ne 3
Tema 1.5. Opranusanusi padoTsl ¢ JOKyMeHTAMH
Hesb: 3akpenuTh 3HAHUS N0 TEME, pa3BUBAaTh YMEHHUS Pa0dOTaTh C HOPMATHBHO-TIPABOBBIMH aKTaMH,
3aKpenuTh 3HAHMS MO OpraHu3aluu padoThl C JOKyMEHTaMM, YMEHHE aHaJU3UpOBaThb U COCTABIATh
JOKYMEHTAIIUIO B COOTBETCTBHHU C 3aKOHO/IATEIIHCTBOM.
Bpemsi BbInoJiHeHus — 4 yaca.
Meroanuyeckue yKasaHus
[Tpu BRIMOTHEHNH 33JaHUI TPAKTUIECKON PaOOTHI CTYJICHTaM CIEAyeT PYyKOBOACTBOBATHCS HOPMaMH

3aKoHoJ1aTenbCeTBa, ucnonbiys CIIC KoncynpraHnt mioc.
3aganue
1. 3anummre B TeTpaaM Ha3BaHUE, 1eNb pabOTHI.
2. Boimonuure 3aj1anue:

1) CocraBbTe 1 0OQOPMHUTE 3asIBJIICHHE O TIPUEME Ha pabOTy, TPYIOBO JJOrOBOP, MPUKA3 [0 THIYHOMY
COCTaBYy.

2) CocraBbTe HOMEHKJIATYPY A€ MPEANPHUSTHUS, ONPEACTUTE CPOKH XPAHESHUS JOKYMEHTOB.

3) OtBeThbTe Ha BOIPOC: MPUMEHSETCS JIM NPEIIPHITHIX M B OPraHU3aIMAX aBTOMATH3UPOBAHHAS
o0OpaboTka fokyMeHTOB. Kakue nporpaMmmbl HCHOIB3YIOTCS?
Kpurtepun onenkn
«OTIMYHO» - TEOPEeTUYECKOEe COJIEpKaHHEe Kypca OCBOEHO IOJIHOCTBIO, 03 MpoOesoB, yMEHUs
c(OpPMHPOBAHbI, BCE MPEIyCMOTPEHHBIE MPOrpaMMON y4deOHBIC 3aJaHUs BBITOJIHEHBI, Ka4eCTBO HX
BBITTOJIHEHHSI OIIEHEHO BBICOKO.
«XO0poIIoy - TEOPETHUECKOE COJIEPKAHNE Kypca OCBOCHO TIOJTHOCTHIO, 0€3 MPoOeNoB, HEKOTOPhIE YMEHUS
c(OpMHPOBaHbI HEJOCTATOYHO, BCE IMPEIyCMOTPEHHBbIE NPOTrpaMMOi ydeOHBbIE 3aJaHWs BBIIOJIHEHBI,
HEKOTOPHIC BUIBI 33/IaHUI BBHITIOJTHEHBI C OTHOKaMHU.
«Y IOBJIETBOPUTENIBHOY» - TEOPETHUECKOE COJIEpKaHUE Kypca OCBOCHO YaCTHYHO, HO MPOOebl HEe HOCAT
CYIIECTBEHHOTO XapakTepa, HeoOXOAMMbIE YMEHHs PaOOThl C OCBOCHHBIM MAaTEpHUaOM B OCHOBHOM
copMHpOBaHbI, OOJIBIIMHCTBO NPEAYCMOTPEHHBIX MporpaMmoil oOydeHUs yueOHbIX 3aJaHuil
BBITTOJIHEHO, HEKOTOPHIE M3 BHIITOJHEHHBIX 33/IaHUH COIepKaT OIIHNOKH.

«HeynoBneTBOpHUTENIFHOY» - TEOPETHUYECKOE COIEp)KaHHe Kypca HE OCBOCHO, HEOOXOIMMBIE YMEHHUS HE
c(OpMHPOBAHBI, BHINOJIHEHHBIE YUeOHBIE 3a/IaHUS COIEPKAT rPyOble OINOKH.

IIpakTuyeckoe 3ansiTue Ne 4
Tema 1.6. Opranu3anusi KaJpoBoi 1eATeJIbLHOCTH



Hesn: 3aKkpenuTh 3HAHUS 10 TEME, Pa3BHBATh YMEHHsS paboTaTh HOPMATHBHO-TIPABOBHIMH aKTaMH B
cdepe 3amuThl TePCOHATBHBIX TaHHBIX.
Bpemsi BbinoJiHeHust — 4 yaca
MeToauueckue yKazaHus

[Tpu BBIMIOHEHUH 33JaHUN TIPAKTUIECKON pabOThI CTYJICHTaM CIIEAYET PYKOBOJICTBOBATHLCS HOPMaMu
3aKOHOJIaTEJIHCTBA, yCTAHOBICHHBIX HOPMaTHBHBIMH akTaMu, Ucionb3yst CIIC KoHcynbTaHT Tuttoc.
3aganmne
1. 3anummTe B TETpaav Ha3BaHUE, 1E]Tb PAOOTHI
2. BeimonuuTe 3a1anue:

1) OrtBerbTe Ha BOMPOCHL: Brigenute ocobeHHOCTH 0OopMIICHHUS JOKYMEHTOB Ha paboTHuKa? Kakue
JOKYMEHTHI 0(GOpMIISIIOTCS B cdepe 3alluThl MEePCOHANBHBIX JaHHBIX? Kakue HOpMaTHBHO-
MIPABOBBIE AKTHI PETYIUPYIOT 3AIIUTY MEPCOHATBHBIX TAHHBIX pa0OTHUKA?

2) 3amnojHUTE JOKYMEHThI Ha paOOTHHKA I10 3aIIUTE ePCOHATBHBIX JTAHHBIX

Kputepun onenku

«OTIMYHO» - TEOPEeTUYECKOE COJIEpPKaHWE Kypca OCBOCHO TIOJNHOCTBIO, 0€3 mpoOenoB, yMEHHUS
c(OpPMHUPOBAHBI, BCE MPEIyCMOTPEHHBIC MPOrpaMMON Yy4eOHBbIC 3a/laHusl BBIIOJHECHBI, KayeCTBO HX
BBITIOJTHEHUS OI[EHEHO BBICOKO.

«XO0pOoI1I0y - TEOPETHYECKOE COJICPKAHNE Kypca OCBOCHO MOJIHOCTBIO, 0€3 Ipo0eIoB, HEKOTOPBIC YMEHUS
c(OpMHUPOBAaHBI HEAOCTATOYHO, BCE IMPEAYCMOTPEHHBIC MPOTPaMMON Y4eOHBIC 3aJaHUS BBIOJHCHBI,
HEKOTOPBIC BUJIbI 33/IaHUI BBITIOJIHEHBI C OITHOKaMHU.

«Y TOBJICTBOPHUTEILHO» - TEOPETUUYECKOE COJICPKAHUE Kypca OCBOCHO YaCTUYHO, HO MPOOEhl HE HOCST
CYIIECTBEHHOTI'O XapakTepa, HEOOXOAMMbIC YMEHHs PabOThl C OCBOSCHHBIM MAaTEPHUAIOM B OCHOBHOM
c(OpMHUPOBaHbBI, OOJNBIIMHCTBO NPEIYCMOTPEHHBIX MNPOrpaMMOi OOy4YeHHsS YYeOHBIX —3aJaHHIA
BBINOJIHEHO, HEKOTOPBIC M3 BBHIIIOJHEHHBIX 33/IaHUI COJIEpKaT OIIUOKH.
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