JOOKYMEHT NOAMMCAH
ONEKTPOHHOW MOANMUCHIO

Ceptucukat: 025493C4E0B34808564BE6735EBB2702

: Ci Ci
AHHOTALUS e 2024
paboyeii MporpaMMbl 1M CHUTITTHHBI

OI1.13 JOKYMEHTAIIMOHHOE OBECITEYEHUE YIIPABJIEHUS
10 HAIIPaBJICHUIO MMOATOTOBKH
40.02.01 IlpaBo u opranu3anus COMUAILHOTO 00ECTICYCHUS
poduitk TOArOTOBKU
T'yMaHUTapHbIN
KBanuduxarus BeimycKkHUKa
Opucr

1. Ieap TUCHUILIHHBI
CdopmupoBaTh MIOHUMAHUE METOIOB YIIPABJICHHS OPraHU3aANN U TIPEATPUSTHH.

2. TpeOoBaHus K YPOBHIO OCBOEHHS COJEPKAHUS THCHUTIMHbI

IIponiecc n3yueHust JUCUMIUIMHBI HAlIpaBjieH Ha (JOPMUPOBAHHE CIIEIYIOUINX KOMIIETECHIIMI:

OK 1. [ToHnMate CymHOCTh U COIMAIBHYIO 3HAYMMOCTH CBOEH Oymymiei mpodeccuu, MposBIsTh
K HEH YCTOMYMBBIN MHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO ACSTEIBHOCTD, BRIOUPATH TUIIOBBIE METOBI M CTIOCOOBI
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3 (PEKTUBHOCTh U Ka4ECTBO.

OK 3. IlpuHuMarh pemieHusi B CTaHAAPTHBIX M HECTAHIAPTHBIX CHTYallMsX W HECTH 32 HHUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiaTh OUCK W MCIIOJIb30BaHKE WH(pOpMAUU, HEOOX0qUMOM 11t 3¢ (HEKTUBHOTO
BBINOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, IPOPECCUOHATBHOTO U TMYHOCTHOI'O PA3BUTHS.

OK 5. Hcnonb3oBaTh HHPOPMALMOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTUU B MPO(eCcCHOHANIBHOM

JACATCIIBHOCTH.

OK 8. CamocTosTeNnpHO ONpeAeaTh 33hadd NMPO(EeCCHOHAIBHOTO M JMYHOCTHOTO pa3BUTHS,
3aHUMAThCS CaMOOOPa30BaHNEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHUE KBATH(DUKAINT

OK 9. OpueHTHpOBaThHCs B YCIOBUAX MOCTOSHHOIO U3MEHEHNUS IIPABOBOM 0a3bl.

IIK 1.1. OcymecTBiaTs npodeccCHOHANTbHOE TOJIKOBAHWE HOPMATHBHBIX IPABOBBIX AKTOB IS
peanu3aluy npas rpaxjaH B cepe IeHCHOHHOTO 00eCeueH s U COLMAIbHOM 3alUTHI.

[IK 1.2. OcymecTBiaTh IpUeM rpakJaH Mo BOIpocaM NEHCHOHHOTO 00eCIeYeHHs U COLMaIbHOM
3aIUTHI.

IIK 1.3. PaccmaTpuBaTh MakeT JOKYMEHTOB JJis Ha3HA4YECHHS TEHCHH, MOCOOMI, KOMIIEHCAIUH,
IPYTUX BBIIUIAT, a TAaKK€ MEp COLMAIBHON NONIEPKKH OTHCIBHBIM KaTE€ropusaM TIpaxaaH,
HYXJAIOIIMMCS B COLIMATBbHON 3alIUTE.

IIK 1.4. OcymiecTBiasTh yCTaHOBIIEHHE (Ha3HAauYeHME, INepepacyer, MepeBOJ), MHICKCALHUI0 U
KOPPEKTUPOBKY IE€HCHUI, Ha3Hau€HUe IO0COOUM, KOMIIEHCAMH M JPYI'MX COLMAIbHBIX BBIIUIAT,
UCHOJb3Yysl THPOPMALMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoHcynbTupoBaTh TIpaxJaH W TpEeACTaBUTENEH IOPUAMYECKHUX JIMI[ MO0 BOMIpPOCAM
MIEHCHOHHOT'0 00eCIeYeHus U COLMATbHOM 3alUThI.

3. B pe3ysabTaTe 0CBOeHUs IMCHUIIMHBI 00YYAIOLIUIACS 10J17KeH

yMeThb:
- 0ohopMIIATh  OPraHU3ALUOHHO-PACIIOPSAAUTENbHbIE  JOKYMEHTHI B COOTBETCTBHHM  C
neiicreyromuM 'OCTowm;
- OCYHIECTBJIATH 00pabOTKY BXOISIINX, BHYTPEHHUX U UCXOSAIINX JOKYMEHTOB, KOHTPOJIb 3a UX
HCIIOJIHEHUEM;
- 0(opMIIATH JOKYMEHTHI JJIs TIepe/iady B apXUB OpraHU3alHH.

3HATh.
- HOHATHUC JOKYMCHTA, CTro CBOﬁCTBa, CIIOCOOBI AOKYMCHTHUPOBAHUA,



- TpaBWIa COCTaBJICHUS W OQOPMIICHHUS OpraHU3alMOHHO-PACTIOPSIUTENBHBIX JIOKYMEHTOB
(OPJD);

- CHUCTEMY M TUIIOBYIO TEXHOJIOTHIO JOKYMEHTaMOHHOTo oOecrnieueHus ynpasienus (10Y);

- OCOOCHHOCTH JEJONPOM3BOJACTBA IO OOpaIleHUsAM TIpaxJaH U  KOH(UAECHLIHUAIBHOTO
JEeJI0IIPOU3BOICTBA.

4, O6masi TpPy10eMKOCTh THUCIHHMIIMHBI COCTaBJISET

TPYAOEMKOCTb 110 OYHOH | TPYIOEMKOCTbH 110 320YHOMN
dhopme oOyueHus, yac. dhopme 00yueHus, yac.
MaKCHUMaJibHas yueOHasl Harpy3Ka: 84 84
- 00s13aTeNbHAs Ay IUTOPHASI HAarpy3Ka 56 10
- caMOCTOsITeIbHAs paboTa 28 74

5. Bua npoMe:xyTo4HOii aTTecTanmu: 1udepeHInpOBaHHbIN 3a4eT.

6. OcHOBHBIE pa3/iesibl IUCHUTIIHHBI:

1- OcHOBHBIE TIOJOXKEHHUSI O JOKYMEHTOBEACHHMM M JOKYMEHTAIMOHHOM O0O€CIeueHUU
yIpaBICHUS

2 - Odopmiierne nokymeHnToB cornmacHo '[OCTa: cocTtaB peKBU3UTOB

3 - Cuctema opraHu3alMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB

4 - Opranu3anus JOKyMEHTO000poTa
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