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PabGouass mporpamma yueOnoit muciuumasl OILJIB.11 ApxuBoBenenue
SIBIIIETCS. YacThi0 TPO(ECCHOHATBHONW 00pa30oBaTebHON MPOrpaMMBI CPEIHETO
npodeccuoHanbHOTO 00pa3oBaHMsI IO TPOTrpaMMe TIOJATOTOBKH  CIIEIIUATUCTOB
cpennero 3BeHa B cootBeTcTBUU ¢ PI'OC CIIO mo cnemmampHOCcTH 40.02.04
FOpucnpynenius.

VYyeOnas

JUCHUIIIINHA OTHOCHUTCA K

OIL.[IB.11  ApxuBoBencHHUE

o01enpodecCHOHAIBHOMY ITHKITY.
B pamkax mporpammbl y4eOHON AMCIHMILUIMHBI OOYYaIOIIMMUCS OCBaMBAIOTCS

yMEHUST W 3HaHWs, HeoOxomumblie s (opmupoBanus — obuux  (OK)
u npodeccronanpubix (1K) komneTeHmii.
Kox n nammenoBanmne YMeHus 3HaHud

komnerenuuu (OK, IIK)

OK 01 Boi6upats crioco0Obt
penieHus 3a1a4
npoeCCUuOHATBHON
JESTSIILHOCTH MPUMEHUTEITHLHO
K Pa3JIMYHBIM KOHTEKCTaM

pacrio3HaBaTh 3aJ1a4y U/UiH
npobaeMy

B MpoheCCHOHATBHOM H/WITH
COILIMAIbHOM KOHTEKCTE
aHAJIM3UPOBATh 3a]a4y /WU
npobieMy

U BBIJIEIIATH €€ COCTaBHbIE
9acTH

OTIpeIeNIATh ATAIlbl PELICHUS
3aauu

BBISIBJISATH M 3 (HEKTUBHO
UCKaTh NH(OpPMALIUIO,
HEOO0XOAUMYIO ISl PEeLIeHUS
3aauu

u/unu npoOIeMsbl
COCTABJISTH IUIAH JIEHCTBUS
OTIpeIeNIATh HEOOX0IUMbIe
pecypcesl

BJIAJIETh aKTyaJbHBIMU
MeToAaMH pabOThI

B IpoheCCHOHATILHON U

aKTyaJIbHBIN
poeCCUOHAIBHBIN U
COLIMAJIbHBIM KOHTEKCT, B
KOTOPOM NPUXOAUTCS paboTaTh
U JKUTh

OCHOBHBIE HCTOUYHUKHU
uHpopMaun

U PECypCHI [T PEIIeHHs 3aa4
u po0ieM

B po¢eCCHOHATBHOM H/WIIH
COLIMAJIBHOM KOHTEKCTE
AJITOPUTMBI BHITIOJIHEHUS paboT
B IpO(eCCUOHATIBHOM U
CMEXHBIX 00J1aCTIX

METO/bI paboTHI B
npo¢eCCUOHAIBHON

U CMEXHBIX cdepax;
CTPYKTYPY IIIaHA JJIsl pEIICHUS
3a1a4

MIOPSIIOK OLIEHKHU Pe3yJIbTaToOB
peleHus 3aaa4

CMEXHBIX chepax npodeccuoHanbHOM
pearn30BbIBaTh COCTABICHHBIN | JeSITeIbHOCTH
TUTaH
OLIEHUBATh Pe3yibTaT U
HOCJIENCTBUS CBOUX JIEUCTBUU
(caMOCTOSITETIHHO HIIH C
TTOMOIIIHIO0 HACTABHUKA)
OK 02 Omuoka! McTOYHUK | OIpenesaTh 3aauu JJs [IOUCKa | HOMEHKJIATypa
CCHLJIKHM He HaiijleH. uHpopmanuu WH(pOpPMaAITMOHHBIX
OTIpeNeNIATh HeOOX0IMMbIe MCTOYHUKOB, IPUMEHSEMBIX B
HWCTOYHHUKHU WH(OpMaIun npo¢eCCHOHAIBHON
TUTAHUPOBATH MPOIECC MOUCKA; | ACATEIbHOCTH




CTPYKTYPHPOBATH MOIYIaeMYyIO
uH(pOpMAIIHIO

BBIJICIIATH HanOoJIee 3HAYNMOe
B IIepevHe HHPOpMALUU
OLICHUBATH MTPAKTUYECKYIO
3HaYMMOCTb PE3yJIbTaTOB
MOUCKA

0o(opMIIATH pe3ynbTaThl
MIOMCKA, IPUMEHSATH CPEJICTBA
MH(OPMAIIMOHHBIX TEXHOJIOTHIt
JUISL peILICHUS
npoecCHOHANBHBIX 3a/1a4
UCTIOJIB30BAaTh COBPEMEHHOE
porpaMMHOe oOecrieueHune
UCIIOJIb30BATh Pa3InYHbIC

1 (poBBIE CPEACTBA IS
penieHus mpoheCCuOHANBHBIX
3ama4

MIPUEMBI CTPYKTYPHUPOBAHUS
uHpopMaun

dbopmat opopmieHuUs
pe3yIbTaTOB MMOMCKA
uH(pOpMaliU, COBPEMEHHbIE
CpezicTBa

U yCTpOMCTBA
uHpOpMaTU3ALUU

MOPSAIOK UX TPUMEHEHUS U
porpaMMHoOe o0ecrieyeHue B
npodeccuoHanbHOM
JESITETLHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM U POBBIX
CpeACTB

OK 05 OcymecTBisATh YCTHYIO
U TUCbMEHHYIO
KOMMYHHUKAIUIO

Ha rOCYJJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyu ¢
y4eToM 0COOEHHOCTEN
COLIMATILHOTO

U KYJIbTYPHOTO KOHTEKCTa

IPaMOTHO U3JIaraTb CBOU
MBICITH U 0)OPMIISTH
JTOKYMEHTHI 10
npodeccHoHATLHOM TeMaTHKe
Ha rOCYapCTBEHHOM SI3bIKE,
MPOSIBJISITH TOJIEPAHTHOCTD B
pabodeM KOJICKTHBE

0COOEHHOCTH COIMAILHOTO U
KyJIBTYPHOI'O KOHTEKCTa
mpaBmia 0popMIICHHUS
JIOKyMEHTOB

Y TIOCTPOCHUS YCTHBIX
COOOIIECHUI

OK 09 ITonb3oBaThCs
npodeCcCuOHATIbHON
JIOKYMEHTalUen

Ha TOCY/IapCTBEHHOM

¥ MTHOCTPAHHOM SI3bIKaX

MOHMMATh OOIIHUI CMBICIT YETKO
MPOU3HECEHHBIX BBICKA3bIBAHHUI
Ha U3BECTHBIC TEMbI
(mpopeccuonanbHbIE U
OBITOBBIC), TOHMMATh TEKCTHI HA
0a3oBbIe PO eCCHOHATLHBIC
TEMBI

YYacTBOBATh B UAJIOTaX Ha
3HaKOMBIE 00IIIue

1 IpoeCCHOHATILHBIE TEMBI
CTPOHTH MPOCTHIC BBICKA3bIBAHMUS
o cebe

1 0 cBOel mpohecCHOHATBHOM
JEATSITLHOCTH

KPaTKO 0OOCHOBBIBATh U
OOBSICHATH CBOM JICHCTBHS
(TeKyIIMe U TUIAHUPYEMBIC)
MTHCATh MPOCTHIE CBA3HBIC
COOOIIIEeHHS

Ha 3HAKOMBIC TN
HUHTEPECYIOIIHe
PO(HECCHOHATLHBIE TEMBI

IIPaBUJIA IOCTPOEHUS NTPOCTHIX U
CJIO’KHBIX TIPEJIOKEHUM Ha
npoecCHOHATbHBIE TEMBI
OCHOBHBIE
00I11eyoTpeOUTENbHBIC
rarossl (ObITOBas U
npodeccuoHaIbHas JIEKCHKA)
JIEKCUYECKUI MAHUMYM,
OTHOCSLIUHICS

K OITMCAHUIO NPEIMETOB,
CPEZCTB U IPOLIECCOB
podheCCHOHATEHON
JEATEIIbHOCTH

0COOEHHOCTH MTPOU3HOIIEHUS
IIPaBUJIA YTEHUS TEKCTOB
npodheCCHOHATEHON
HAaIpaBJICHHOCTU

IIK 1.3. Bnagets HaBBEIKAMH
MOATOTOBKU IOPUINYECKHUX
JIOKYMEHTOB, B TOM YHUCJIE C
HCIOJIb30BAaHUEM

MIPUMEHSTH COBPEMECHHbBIC
MH(OPMAITMOHHBIEC TEXHOJIOTHH
JUTSL TIOMCKA B 00pabOTKH
MIPaBOBOM WH(GOPMAITIH U

IpaBujia COCTABJICHUSA
IOPUIUYCCKHUX JOKYMCHTOB,




WH(pOpPMaAITMOHHBIX
TEXHOJIOTUH

HaBpbiknu:

B [IOATOTOBKE FOPUINYECKHUX
JIOKYMEHTOB, B TOM YHUCJIE C
HCIIOJIb30BaHUEM
nH(}pOpPMaITMOHHBIX
TEXHOJIOTHH.

odopmIIeHHS FOPUAMIECKUX
JIOKYMEHTOB;

COCTaBIISITh PA3JINYHBIC BUJIBI
HOPUANYCCKUX JOKYMCHTOB.

[IK 2.2. CucremMaTu3npoBaTh
HOPMAaTHBHBIE MPABOBHIC AKThI
1 0000maTs
MIPaBONPUMEHUTEIBHYIO
MPAKTHKY 10 BOIIPOCaM
pacciieJoBaHus U
peIynpexIeHus
IIPECTYIUICHUH U UHBIX
MIPaBOHAPYIICHUHA

HaBbiku:

(bopMHUpPOBaHUS U
paccMOTpeHHs TTaKkeTa
JIOKYMEHTOB JIJIsl pa3pelieHus
CIIOPHBIX BOMPOCOB

dhopmMupoBaHHS 1
paccMOTpeHHs MaKeTa
JOKYMEHTOB JUTSI pa3pelIeHuUs
CIIOPHBIX BOIIPOCOB;
MOJITOTOBKH MTPOEKTOB
peueHui;

aHAIM3UPOBATh YTOJIOBHOE U
YTOJIOBHO-TIPOLIECCYATBHOE
3aKOHO/IaTEIIbCTBO,
HOPMAaTHBHBIEC IPABOBBIC AKTHI,
perilaMeHTHPYIOIINe
JEeSITETHHOCTD
PaBOOXPAHUTENBHBIX U
CyJ1eOHBIX OPraHoB;
N0JIb30BaThCs IPUEMaMH
TOJIKOBAHUSI YTOJIOBHOTO
3aKOHA ¥ IPUMEHSATH HOPMBI
YTOJIOBHOTO IIpaBa K
KOHKPETHBIM >KU3HEHHBIM
CUTYaIHSIM;

I1K 3.1. OcyecTBasTh
BEJICHUE JIeI0NPOU3BOJICTBA B
IIPaBOOXPAHUTEIBHOM OpraHe
HaBpbiku:

OCYILECTBIISATh BeJICHHE
JIeJIONPOU3BO/ICTBA B
PaBOOXPAHUTEIHLHOM OpraHe
IPEJICTaBICHUS O OPSAKE
BE/ICHUS CEKPETHOI'0 U
HECEKPETHOIO
JIeNIOTIPOU3BO/ICTBA
(monmyueHue, COCTaBJICHHE,
U3roTOBIIEHHE, O(hOpMIIEHHE,
y4€T, OTIIPAaBKa, XpaHECHHUE,
nepeaaya U yHUITOXKEHUE
JIOKYMEHTOB ¥ MaTEPHUAJIOB)
paboTa co CIIy>KeOHBIMH
JIOKYMEHTaMH

0(hopMIISITH OCHOBHBIE
AOKYMCHTBI, UCIIOJIb3YEMbBIC B
JEATeNLHOCTH (TUTaHBI, OTYETHI,
JIOHECEHHSI, TIPOTOKOJIBI,
CTIPaBKH, 3aKJIIOYCHUS,
pamnopThl);

coOuo1aTh TpeOOBaHUS
PEeKHMa CEKPETHOCTH MTPH
paboTe ¢ MaTepuaiamu
OrPaHMYCHHOTO JIOCTYTIA;
UCTIOJIb30BATh TEXHUYECKHUE
cpencTBa mnpu padbore ¢
JTOKyMEHTaMH.

IPaBOBYIO OCHOBY
JIENTOTIPOU3BO/ICTBA U PEKUMA
CEKPETHOCTH;

OpraHU3aIHI0 CITYKOBI
JIeNIOTIPOU3BO/ICTBA;

npaBuiia opopMIIeHUS
JIOKYMEHTOB, HCIIOJIb3YEMBbIX B
JeSITeTTbHOCTH
IIPaBOOXPAHUTEIbHBIX
OpraHoB;

IpaBuja OpraHu3aluu
JIOKYMEHTOO000POTa;

- IOPSA0K XPaHEHUs
JIOKYMEHTOB H JIETT;

1K 3.2. OcymiecTBasiTh
NEWCTBUS TI0 TUITAHUPOBAHUIO U
peanu3ayu MEepONpHUATHIA IO
o0ecrneyeHno paboThl apXuBa
B IIPaBOOXPAHUTEIHHOM
opraHe

HaBpbiku:

KOMILJICKTOBaHUE apXUBa
JOKYMEHTaMH, COCTaB
KOTOPBIX IPEIYCMOTPEH
MIOJIOKEHHUEM 00 apXuBe;
y4eT U o0ecrieueHne

COCTaBIISATh T'OJIOBOM TJIaH
paboThl, IaH-TpaduK npuema
JIe7l B apXUB

MPUMEHEHHEM
COOTBETCTBYIOILINX CPEACTB
XpaHEHHS apXUBHBIX
JIOKYMEHTOB

CO3JaHHEM U COOJIIOIEHUEM B
apXI/IBe HOpMaTI/IBHBIX
MIPOTUBOMIOXKAPHOTO,
OXpPaHHOTO, TEMITepaTypPHO-
BJIQ)KHOCTHOT'O, CBETOBOI'O U
CaHI/ITapHO-FI/IFI/IeHI/I‘—IeCKOFO

PEXKUMOB;
HaJuIexanie Oopra"u3aruen
COXPaHHOCTH, BKJIIOYas
MIPOBEPKY HaJIM4Hs u
COCTOAHUA apXI/IBHI:IX
JIOKYMEHTOB




COXPaHHOCTH JIOKYMEHTOB

I1K 3.3. CocTaBisiTh IPOEKTHI
HPOLIECCYaTIbHBIX U
CIIy’)K€OHBIX JJOKYMEHTOB
IPaBOOXPAHUTEIBHOTO OpPraHa
HaBbiku:

COCTaBJISITh IPOEKTHI
poIecCyaabHbIX U
CITy’KeOHBIX JOKYMEHTOB
IIPaBOOXPAHUTEIHHOTO OpraHa

COCTaBJIATh CIy’KEOHBIE
rpaduvecKue JTOKyMEHTHI
MIPABUIIBHO COCTABIATH U
0OPMIIATH CITy)KEOHBIC
JOKYMEHTBI, B TOM YHUCIIe
CEKpETHBIE, COJIepIKAIINE
CBEJICHUS OTPAaHMYEHHOTO
MOJIb30BAHHS

YCTaHOBJIEHHBIN OPSIAOK
OpraHu3aiuu
JIETIONIPOU3BOJICTBA,
HCITOJIb30BaHUS CBEJICHUM,
COAEPXKAIIUXCS B IOKYMEHTAX;
- OCHOBHBIE TIpaBUJIa U
MOPSAIOK MOJATOTOBKH U
0ohOopMIICHHS IOKYMEHTOB;
OCHOBHBIE IIPAaBWIA U TMOPSAIOK
MOATOTOBKH H  OOpMIICHHS
JIOKYMEHTOB

IIK 3.4. OcyiecTBisTh
paboTy ¢ 3agBJICHUSIMU U
oOpalleHus MU TpaxkiaH u
OpraHu3alui B
MIPABOOXPAHUTENBHBIN OpraH
HaBbiku:

OCYIIECTBIISITH PadOTYy C
3asBJICHUSMU U OOpaIICHUSIMU
TpaXkAaH U OpraHu3alHii B
MIPaBOOXPAHUTEIBHBINA OpraH

BECTHU pabOTy C TOKyMEHTaMU
(peructpartiusi, KOHTPOIb
WCIIOJIHEHUS, CIIPABOYHO-
nH(popManoHHas padboTa);
COCTaBJIATh U 0QOPMIISThH
HOMEHKJIATYpY Jell
HCIIOJIb30BaTh
WH()OPMAIIMOHHBIC TEXHOJIIOTUN
MIpHU TIOKYMEHTUPOBAHUH U
OpraHu3aIu’

paboThI ¢ JOKYMEHTaMHU;

HOPMAaTHBHO-METOMUECKHUE
JIOKYMEHTHI T10
JIOKYMEHTallUOHHOMY
obecrieueHnIO paboTHI
KJIaCCU(UKALIUIO CITYKEOHBIX
JIOKYMEHTOB U TpeOOBaHUs K
HUM

KOMITBIOTEPHYIO TEXHUKY U
COBpPEMEHHbBIE
MH(pOpPMaLMOHHbIE
TEXHOJIOTUH;

OCHOBBI OXPaHBI TPy U
TE€XHUKU O€30I1aCHOCTH

1K 3.5. Ocy1ecTBasiTh
paboTy 1Mo HOMEHKIATYPHOMY
YUETy U TEXHHYECKOMY
0(OPMIICHHIO TOKYMEHTOB B
IPaBOOXPAaHUTEILHOM OpraHe
HaBpbiku:

OCYIIECTBIISATH paboOTy MO
HOMEHKJIATYpPHOMY y4YeTy U
TEXHUYECKOMY O0(DOPMIICHUIO
JIOKYMEHTOB B
PaBOOXPAHUTEIHLHOM OpraHe

BECTH pabOTy C JOKYMEHTaMH
(peructparnysi, KOHTPOJIb
WCTIOJTHEHUS, CITPABOYHO-
uHpopMalMOHHas paboTa);
COCTaBJIATh U 0QOPMIIATh
HOMEHKJIaTypy Jell
WCTIOJIH30BATh
MH(pOPMAIMOHHbBIE TEXHOJIOTUU
pH JOKYMEHTUPOBAHUH U
OpraHu3aIu

paboThl ¢ JOKYMEHTaMH;

BECTU pabOTy C TOKYMEHTaAMH
(peructparysi, KOHTPOJIb
WCTIOJTHEHUS, CITPABOYHO-
uH(pOpMalMOHHAs paboTa);
COCTaBIIATh U 0QOPMIISATH
HOMEHKJIaTypy el
UCTIOJTb30BaTh
MH(OPMALMOHHbIE TEXHOJIOTHH
U JOKYMEHTHPOBAHUU U
OpraHu3auu

paboThI C TOKYMEHTaMH




