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I. OPTAHM3AIIMOHHO-METOJJUYECKHWMA PA3JIEJI

He.m, U3YyYCHUA TUCHHUIIIMHBI:

- (opmupoBanue

y OyIymux CIenUaIrcTOB

TOTOBHOCTH K PCHICHUIO

CJEIYIOUIUX

po(hecCHOHANBHBIX 33/1a4: COCTABJIICHUE MPOLIECCYATbHBIX M CIIY)KEOHBIX TOKYMEHTOB, UCTIOJIB3YEMbIX B
opraHax IpOKypaTypsl; OpraHu3anus JesTeIbHOCTH OPraHoB NpoKypaTypsl Poccuiickoit denepanumu.

33)13'{1/1 H3y4YeHMsI TMCIHUILJINHBI!

- OCBOUTH TCPMHUHOJIOTHIO ACIONPOU3BOJICTBA,

- U3Y4UTb MPOLEAYPHI JEIONPOU3BOJICTBA B OPTaHaX MPOKYpaTypHlI;

- U3y4YUTb MOPSI0K BEICHUS JOKYMEHTO000POTa B OPraHax MpOKypaTyphl;

- OBJIaACTDH MCTOHHKOﬁ IIPpaBOBOT'O aHaAJIM3a JACJIOBBIX JOKYMCHTOB,;

- MpUOOpecTH HaBbIKM OGOPMIICHHS AEJIOBBIX JAOKYMEHTOB, BEICHMS IEJIOBOM MEPEeNnuCKUu U

o(opMIIeHHs KOppecT

OHJIEHIIUH.

Mecrto mucuuminabl B crpykrype OINOII:

peaynzyeTcsl B paMKax 00s13aTelbHON 4yacTH, (opMUPyeMOM ydacTHUKaMH 00pa30BaTEIbHBIX OTHOLIEHUI
B Mojyie 5 «[IpodunbHO-OpUEHTHPOBAHHBIN.

IlnannpyemMsblie pe3yjbTaThbl 00y4eHHUs 110 AUCHUILIMHE:

Kon
NHauKaTOpHI 10CTHKEHU S Ilnanupyembie pe3yJibTaThl
KoMnerennun
KOMIIETEHIIMHU 00y4eHHs MO JUCIHHUIIUHE
3HaTEb: 3Haer:
- CBOU PECYPCHI M X MPEIEITbI - CBoM MpoecCHOHATBHBIC
(TMYHOCTHBIE, ICUXO(U3HOJIOTHUECKHE, |[BO3MOXKHOCTH (JIMTUHOCTHBIC,
CUTYaTUBHBIC,BPEMEHHBIC U T.]I.) IS MCUX0(PU3UOTIOTHIECKUE,
YK-6 YCIEUIHOTO BBINOJHEHHUS TOPYYEHHOU CUTYaTHBHBIC,BPEMEHHBIC U T.]I.)
Cnocob6en paboTHI. JUISl YCIIEITHOTO BBITIOJIHEHUS
onpeneasitb U MOPYYCHHOU pabOTHI.
peaiu30BbIBATH
NPHOPHUTETHI
COGCTBERAOI YMmers: Ywmeer:

JesATeJbHOCTH |
CcrocoOnI ee
COBEpPIIEHCTBOBAHMS
HA OCHOBe
CaMOOLIEHKH M
o0pa3oBaHusi B
TeueHHue BCel JKM3HU

- IJIJAHUPOBATH MEPCIICKTUBHBIC 1SN
NeSITEIIBHOCTH C YY€TOM YCIIOBHIA,
CpPE/CTB, JIMYHOCTHBIX

- KPUTHUYECKHU OLICHUBATD

9 (hEeKTUBHOCTHUCIIONB30BAHUS
BPEMEHH U IPYTUX PECypCOB IpHU
peIlIeHNU TTOCTABICHHBIX 33734, a TAKKe
OTHOCHUTEINILHO MOJTYy4€HHOTO
pe3ynbpTaTa.

Bnaners:

- TUIAHUPOBATD MEPCIIEKTUBHBIC
1IEJIN ACSITEIIbHOCTH B cepe
TOKYMEHTO000pOoTa U
JIEJIONPOU3BOJICTBA C YUETOM
YCJIIOBUM, CPEJICTB, JUYHOCTHBIX
BO3MOJKHOCTEH, 3TaIoB
KapbEPHOTO POCTa, BPEMEHHOMN
MIEPCIIEKTUBBI Pa3BUTHS
NEesITeIbHOCTH U TpeOoBaHU
pBIHKA TPYy/a;

- KPUTUYECKH OLICHUBATH
3¢ HEKTUBHOCTHUCIIONB30BAHUS
BPEMEHU U JIPYTUX PECYPCOB
IIPY PELICHUH MOCTaBJIECHHBIX




- HaBbIKAMU pealn3allid HaMEUEHHOMU
LEIU JEATENBHOCTH C YYETOM YCJIOBUH,
CPEICTB, JMYHOCTHBIX BO3MOXKHOCTEM,

3TaIoB KapbepHOTO pocra,
BPEMEHHOW  MEpPCHEKTUBBI  pa3BUTUSA
NESATeNbHOCTH M TpeOOBaHWH pBIHKA

Tpyaa,

- HaBBIKAMH  HCIIOJIH30BAHUS
PEIOCTABIIIEMBIX BO3MOYKHOCTEH
TUTSt pUOOpETEHUS HOBBIX

3HAHWI U HAaBBIKOB.

3ajad, a TAKKE OTHOCUTEIbHO
HOJIy4EHHOTO pe3yibTara.

Buianeer:
- HaBBIKaMHU peanu3anm
HaMe4eHHOU eJIIn JCATCIIbHOCTHU
B chepe JMOKYMEHTAIMOHHOTO
obOecrieyeHUsl  yNpaBJieHUs U
JOKYMEHTOOOOpOTa B OpraHax
MPOKYPaTypbl C YYETOM YCJIOBUH,

CPEACTB, JIMIHOCTHBIX
BO3MOJKHOCTEH, JTaIoB
KapbepHOTO POCTA, BPEMEHHOU
MIEPCIIEKTUBBI pa3BUTHS
NESTeTPHOCTH M TpeOOBaHUA
pBIHKA TPY/a;
- HaBBIKAMM HCIIOJIB30BaHUS
MPEIO0CTABIISIEMBIX
BO3MOYKHOCTEH s

NpUOOpETEeHUs] HOBBIX 3HAHUN U
HaBBIKOB.

YK-11

Cnocooen
¢dopmupoBartn
HeTepnumMoe
OTHOIIEHHE K
NMPOSIBJICHUSIM
IKCTPEMHU3MA,
Teppopu3Ma,
KOPPYNUHMOHHOMY
MOBEJIEHUI0 U
NMPOTUBOIEHCTBO
BaTh HM B
npogecCHOHAIbH
0¥l 1eATeJILHOCTH

3HaTh: MPaBOBEIE HOPMHI,
MIPOTUBOICHCTBYIOIIUE POSBICHUSIM
3KCTpPEMHU3MA, TEPPOpHU3Ma,
KOPPYNIIMOHHOTO TIOBEJICHHS B
podecCHOHAIBHON e TEILHOCTH,
OCHOBHBIE MEPBI FOPUIUIECKON
OTBETCTBEHHOCTH 32 COBEPIIEHUE JeTHHH
3KCTPEMUCTCKOMU, TEPPOPUCTUUECKON U
KOPPYIIIMOHHOHN HANPaBIEHHOCTH
YMeTh:aHanmm3npoBarsb,

TOJIKOBaTh U PUMEHATD [IPABOBBIC
HOpNHJ()HpOTHBOHCﬁCTBHH
9KCTPEMHU3MY, TEPPOPU3MY,
KOPPYNIIMOHHOMY MOBEIEHUIO B
npodecCHOHAIBHON AESTEILHOCTH U
MTOBCEHEBHOM KU3HU

Bnanetrs:naBbikamMu paboThI ¢
3aKOHOJATEIbHBIMU HOPMaMHU,
MPOTUBOJENUCTBYIOIIUMHU MPOSIBIICHUSIM
AKCTPEMU3MA, TEPPOPU3MA,
KOpPPYILMOHHOTO [TOBEICHUIO B
nmpodecCHOHATBEHON MEeATeILHOCTH U
MHOBCEIHEBHON XU3HHA

3naer:

- JIEHCTBYIOLINE IPAaBOBbIE
HOPMBI, 00eCIIeYnBaIOIINe
00pB0Y C IKCTPEMUZMOM, TEPPOPUZMOM,
KOppyImiueu B

pa3IMYHBIX 00JIACTSIX
JKU3HEIESTEILHOCTH, a TAKXKe
C10coOBI TPOPHIITAKTHKHI
KOPPYHIHH U (POPMHPOBAHUS
HETEePIUMOTO OTHOIICHHS K HeH B
JIeATENLHOCTH IPOKYpOpa.

YMeTh:
- IUTAHUPOBATh, OPraHU30BATh U
TIPOBOIUTH MEPOTIPUATHS B
paSJ'II/I‘IHBIX yqpem)]eHI/mx,
obecreynBaronnue
(hopMupoBaHHE TPAKIAHCKOH
MTO3UIINHA U TIPEIOTBPAICHAC
9KCTPEMHU3Ma, TEPPOPH3Ma,
KOPPYIIIHUU B 00IIIECTBE.
Brnanets:
- IpaBWJIaMH OOIIECTBEHHOTO
B3aUMOJEHUCTBUSI Ha

HETEPIUMOTO  OTHOUIGHUS K
9KCTPEMU3MY, TEPPOPU3MY,

KOpPYIIHK B paboTe MPOKypopa.

OCHOBC




IIKC-2 Cnocooen
NPUMEHATb HOPMBI,
perjiaMeHTHpYIOIHe
ydyacTue MNPOKypopa
B PACCMOTPEHHH JIeJT
cyiamMu

3HaTh:

- 0CcOOCHHOCTH
MPaBONPUMEHHUTEIBHOTO MPOoIecca B
P®D;

- TTO/ITIeKAIINE TIPUMEHEHHUIO TTPUHITUITHI
¥ HOPMBI MaTepHAIILHOTO U
IPOIIECCYaTBHOTO TpPaBa C y4eTOM
(akTHUECKX 00CTOATENBCTB
KOHKPETHOTO JeTa.

VYMeTh:

- IPaBUJILHO aHAJIM3UPOBATH HOPMBI
YTOJIOBHO-TIPOTIECCYATLHOTO MPaBa,
periIaMEeHTUPYIOIIHNE YIacTHE
MPOKYpOpa Ha Pa3IUYHbIX CTAIUAX U
YTOJIOBHO-TIPOIIECCYAITbHBIX
MPOM3BO/ICTBAX;

- o0ecreunBaTh COOJIIOIEHHUE
3aKOHHOCTH TIOCPEJCTBOM
KAayeCTBEHHOI'O BEIMTOJHEHUS CBOMX
TIOJTHOMOYHH.

Bnaners:

- HaBbIKAMHM UYETKOHMOTHUBALIUU
MPUHUMAEMBbIX PEIlCHUM;

- HaBBIKOM OCYILIECTBJICHHS

MOJATOTOBUTENIBHOM IEATETHHOCTH U

CaMoro Mo iep:KaHus

rocy/1apcTBEHHOTO OOBHHEHHUS B

cyneOHOM pa3dupaTesbCTBe,

IPUHECEHUS

amneISIIUOHHBIX, KACCAITMOHHBIX U

HA/I30PHBIX MPECTABICHUN.

3Haer:

- 0COOEHHOCTH
IIPABOIIPUMEHUTEIBHOTO
npouecca B PO;

- oJJIeXalue IPUMEHEHUIO
NPUHIUIIBI © HOPMBI
MaTepUaIbHOrO U
IIPOLIECCYAIbHOTO IpaBa C y4eToM|
(akTUYECKHX 00CTOSATENHCTB
KOHKPETHOTIO JieJla B
JEeSITEIbHOCTH COTPYIHUKA

IIPOKypaTyphl.

VYmMmeer:

- HpaBI/IHBHO aHaJ'II/I3I/IpOBaTB
HOPMBI YTOJIOBHO-
MIPOIIECCYaTBHOTO MPaBa,
periIaMeHTHPYIONINE yIacTHE
MIPOKYpOpa Ha pa3IuyHbBIX
craausax u YFOJ'IOBHO'
MIPOIIeCCYaTbHBIX TPOU3BOJICTBAX,
B TOM YHCJIC TIPH OCYIIIECTBICHUH
JICIIOTIPOU3BO/ICTBA U BEJICHUS
JTOKYMEHTOO0O0POTA,;

- o0ecrieunBaTh COOIMIOEHNE
3aKOHHOCTH TOCPEACTBOM
KayeCTBEHHOTO BBLIITOJHEHHUS
CBOUX ITOJIHOMOYHIA.

Brnaneer:

- HaBBIKAMH YETKOI MOTHBAIMH
NPUHUMAEMBbIX PEIICHUN;

- HaBBIKOM OCYIIIECTBIICHHS

HOJITOTOBHUTEIILHOM JIESITEITbHOCTH

¥ CaMOT0 ITOIIepKaHUs

rOCy/IapCTBEHHOTO OOBUHEHUS B

cyneOHOM pa30upaTenbCTBE,

NPUHECEHHS

aNeJUISIIMOHHBIX, KaCCAIIMOHHBIX

Y HaJ30PHBIX MPECTaBICHHM.

II. COAEP)KAHUE 1 OFBEM JUCHUITJIMHBI
€ YKa3aHHEM KOJH4YeCTBA YaCOB, BbIICJICHHBIX HA KOHTAKTHYIO padoTy 00y4aromuxcs ¢

npenoaasareseM (10 BUAaM y4eOHbIX 3aHATHIT) M HA CAMOCTOSATEIbHYIO PadoTy



Ounas ¢popma o0yueHus

Ne HaumeHoBaHue pa3jiejioB U TeM Bcero AyIUTOpHBIE
n/n 4acoB 3aHATHSA
JIK | ITIP | JIB | Cam.
pao.
7 cemecmp
Paznen 1. O0mue moJioxeHus1 0 1eJIONPOU3BOACTBE
Tema 1. [loHsATHE, IPEAMET U CUCTEMA Kypca 16 4 4 |8
«J1enonpon3BOCTBO B OpraHax MpoOKypaTyph»
Tema 2. Vicropust pa3Butus 1enonpoun3BoacTsa B Poccun 16 4 4 |8
Tema 3. IIpaBoBble OCHOBBI I€TONPOU3BOICTBA B OpraHax 16 4 4 |8
MIPOKYpaTyphI
Tema 4. O0uiue npaBusia U NPUHLHUIIBI IEIONPOU3BOJCTBA B | 16 4 4 |8
opraHax IpoKypaTypsl
Pasznen 2. KagpoBoe o0ecnieueHue 1eJ10MPOU3BOACTBA B
opraHax nNpoKypaTyphbl
Tema 1. CTpykTypa U IITAaThl IOAPA3ICICHU, 16 4 4 |8
o0ecrieunBarOIINX BEJCHNE JICTIOMPON3BOJICTBA B OpraHax
MIPOKYpaTyphI
Tema 2. Hayunas opranuzanus Tpyzaa B 006gacTu 18,7 4 4 | 10,7
JIETIOTIPOU3BOICTBA B OpraHax MPOKYpaTyphl
Dxzamen 0,3
Konmpons 9
Hmoeo 3a 7 cemecmp 108 | 24 24 | 50,7
8 cemecmp
Paznen 3. Opranuszanms J1eJ10NPOU3BOJACTBA U
JAOKYMEHT0000p0Ta B OPraHax MpPoOKypaTypbl
Tema 1.Opranuzanus Ae10nNpoU3BOACTBA y IPOKYpopa 9 2 2 |5
Tema 2. O6uue npaBuna ohopMIeHHS TOKyMEHTOB, UX 13 4 4 15
NevaTH U KOMMPOBAHUS B OpraHax MpoKypaTypsl
Tema 3. [IpaBuna opopmieHHsI pEKBU3UTOB JOKYMEHTOB B 13 4 4 |5
opraHax IpoKyparypsl
Tema 4. O6ure npaBuia OpraHU3aluy JOKyMeHToo0opoTa B | 13 4 4 |5
opraHax IpoKyparypsl




Tema 5. [Ipuem u nepBuyHast 00pabOTKa JOKYMEHTOB B 14,7 4 4 |67
opraHax IpoKypaTypsl

3auem c oyemnkoti

Umoeo 3a 8§ cemecmp 72 18 18 | 26,7
9 cemecmp
Tema 6. Peructpauust u yyeT TOKyMEHTOB B OpraHax 24 10 10 | 4
MPOKYpaTyphI
Tema 7. PaccmoTpenue, UCNIOJIHEHUE U KOHTPOJIb 28 12 12 | 4

HCIIOJIHEHUS JOKYMEHTOB B OpraHax MpoKypaTypsl

Tema 8. OTnpaBieHne UCXOAAMIMX TOKYMEHTOB B OpraHax 24 10 10 | 4
MIPOKYpaTyphI

Tema 9. CocraBnenue HomeHKIaTypshl aeia. opmupoBanue | 28 12 12 | 4
TIeT1, HaJ30PHBIX U HAOTFOIaTeTbHBIX MTPOU3BOJICTB B OpraHax

MIPOKYpaTyphI

Tema 10. OGecnieueHre COXpaHHOCTH JTIOKYMEHTOB, A€ U 28 12 12 | 4

MPOM3BOJICTB. YUET, XpaHCHHUE U UCTIOJIh30BaHKE OJTaHKOB,
neyaTed U MITaMIIOB.

Tema 11. OcobeHHOCTH Opranu3anuu KoHduIeHaaIsHoro | 26,7 10 10 | 6,7
JICITIOTIPOU3BOICTBA H 3AIIUIIICHHOTO 3JIEKTPOHHOTO
JOKYMEHTO00O0pOTa B OpraHax MpoKypaTyphl.

Dxzamen 0,3
Konmpons 9

HUmoeo 3a 9 cemecmp 18 18 | 26.7
HUTOIO: 252 | 66 66 | 101.4

O4Ho-3204Has opMa 00y4eHHs - He peaiu3yercs
3aouHnas popma 00yueHUs1 — He peaTu3yercs

I11I. ONEHOYHBIE MATEPHAJIBI JIJISI MPOBEJEHUA TEKYIIEW U
MPOMEXXYTOYHOM ATTECTAIIMA OBYUYAIOIIUXCA MO JUCIHUATIJIMHE

Texymas aTrectanus MpoBoaAUTCS B popMe KOHTPOJIbHOM padoThl, TECTOB, pedepaTos.

TunoBoi BAPHAHT KOHTPOJILHOM PadoThI
Padora no teme «IIpaBuiia opopmiieHUs] pEKBH3UTOB JOKYMEHTOB B OPraHaxX MPOKYypPaTypb»»
3aganue 1.
Hcnonb3ys 3HaHMA O IpaBuiIax O(GOPMIIEHHS] PEKBU3UTOB B JIOKYMEHTaxX OpPraHOB NPOKYpaTYpHI,
OTPENAKTUPYMUTE TEKCT JOKYMEHTA.



Hupexropy OOO «IIEPECBET»,
ITetpoBy B. B. (yan. IlepBomaiickas, 1. 66,
r. Upkyrck, Mpkyrckas obnacts, 664656).

[Ipokyparypoii paiioHa mpoBeJeHa MPOBEPKa UCIOJHEHUS 3aKOHOIATEIhCTBA 00 MCTIOTHUTEILHOM
npou3BojicTBe B CBepmiioBckoMm oTaene cyaeoHsix npucraBoB T. Hpkyrcka YOCCII Poccum 1o
Wpkyrckoil obnactu. B Xozne mpoBepku YCTaHOBJIEHO, YTO Ha UCHOJHEHMHM B CBEpUIOBCKOM OTJENE
CyJIeOHBIX TPUCTABOB HAXOJMTCS HCIIOJIHUTEIBHOE TMPOU3BOACTBO O B3bickaHuu ¢ OO0 «IIEPECBET»
3aJI0JDKEHHOCTH MO 3apa0O0THON miiaTe B MOJIb3Y ObIBIIMX PAOOTHUKOB MPEANPUATUS HA OOIIYI0 CYyMMY
300 TteIC. pybsieit. U3 Hux no cocrosiHuto Ha 09.09.2017 yactuyHo B3bIckaHO 150 ThIC. pyOuieil, mouiexuT
B3bICKaHUIO 150 ThIC. pyOIeit.

[To undopmarmu OOO «IIEPECBET» mno cocrosnuto Ha 12.09.2017 y npeanpusitus umeercs
3aJI0JKEHHOCTh T10 BbIIUIaTE 3apaboTHOW IMiiaThl OBIBIIMM paboTHHKaM B pasmepe 150 Teic. pybOneit. B
cooTBeTcTBUU co cT. 136 Tpynosoro konekca Poccuiickoit @enepauuu (nanee — TK P®d), 3apaboTHas
IiaTa BBIIJIAYMBAETCS HE pexke 4eM Kax/ple noiamecsia. KoHkpeTHas naTta BbIIUIAThl 3apab0THOM IIaThl
YCTaHaBIIMBAETCS IMpaBUJIAMH BHYTPEHHErO TPYJIOBOTO PACHOPSA]KA, KOJUIEKTUBHBIM JOTOBOPOM HIIU
TPYIOBBIM JOTOBOPOM HE IO3/HEE 15 KaJleHIapHBIX JTHEW CO JTHA OKOHYAHMS MEPHUOJa, 3a KOTOPBIA OHA
HauucneHa. CornacHo 4. 1 c1. 140 TK P® npu npekpaiiieHnn TpyaoBOro J0TOBOpa BHIILIATA BCEX CYMM,
MPUYUTAIONINXCS pabOTHUKY OT paboTojaresnsi, MPOU3BOJIUTCS B JIeHb YBOJIbHEHHUs paboTHuka. Ecnm
paboOTHUK B J€Hb YBOJIbHEHHUS HEe paboTall, TO COOTBETCTBYIOIINE CYMMbI JOJKHBI ObITh BBITLIAUYEHBI HE
MO3/IHEE CIIEAYIOIIETO HS MOCIIe MPEIbSBICHNS YBOJIEHHBIM PaOOTHUKOM TpeOOBaHUs O pacueTe.

Opnnako B Hapymerue TpedoBanuii cT.cT. 136, 140 TK PO y OOO «ITEPECBET» mo cocrosiHuto
Ha 12.09.2017 umeeTcst 3aJ0JKEHHOCTh MO BBIIUIATE OKOHYATEIBHO pacyeTa MPU YBOJBHEHUH TEpEN
ObIBIIMMH paOoTHUKamMHu B paszmepe 150 Teic. pyoOnerr 17 IlpuumHONW HECBOEBPEMEHHOW BBITIIATHI
3apab0THOM TUIaThl OBIBIIUM paboTHHKaM npeanpusaTus mo uadopmaimu OO0 «[IEPECBET» sBnsercs,
B TOM 4YHCIIE, 3aJI0JDKEHHOCTh Mo omiare yciayr, okazaHHeix OOO «IIEPECBET» rpaxmanam u
IOPUIMYECKUM JIMI[aM. Y CTaHOBJICHO, YTO Y aAMUHHCTpanuu I. Mpkyrcka no cocrosuuto Ha 12.09.2017
nmeercs 3anomkeHHocTh nepen OO0 «ITEPECBET» B pazmepe 297 Thic. pyoneit. Bmecte ¢ Tem, OOO
«IIEPECBET» B ApOutpaxssiii cyn MpkyTckoli o0macTv 3asBICHUN O B3BICKAHWU BBINICYKA3aHHBIX
CyMM 33JI0JDKEHHOCTH B HcTekimeMm nepuojge 2017 roga He HampaBisuiock. OTCyTcTBHE PabOTHI MO
B3BICKAHHIO IEOMTOPCKOM 3a/I0JDKEHHOCTH BJICUET HApYyIIEHUE TPYIOBOTO 3aKOHOIATEeNIbCTBA.

VYkazaHHbIE HApYIIEHUS CTAIX BO3MOKHBI B CBSI3U C HEHA UIEKAILUM UCIIOTHEHUEM JOJDKHOCTHBIMU
munamu  OOO «IIEPECBET» cBoMX MODKHOCTHBIX 00Os3aHHOCTEH. B cBsism ¢ 4yem, paOOTHUK
MPENNpUATH, OTBETCTBEHHBIA 3a MPETCH3UOHHYIO, HCKOBYIO pabOTy, MOJKEH OBbITh MPUBICYEH K
JUCUUIIMHAPHOM  OTBETCTBEHHOCTH. Ha OCHOBaHMM HW3JI0KEHHOTO, pPYKOBOJACTBYSCH CT. 24
®epnepanpHoro 3akoHa «O npokypatype Poccuiickoit denepanun»,

Tpebyto:

1. PaccmoTpeTs HacToslIlee NpeaAcTaBlIeHHE, MPHUHATh MEphbl, HAlpaBJICHHbIE HA aKTHUBHU3AIUIO
MCKOBOM pa0OTHI MO B3BICKAHUIO IEOUTOPCKOMN 3a/I0JDKEHHOCTH B CyJIeOHOM TMOPSJIKE C TPaXKAaH, a TaKxKe
FOPUIMYECKUX JINI-YUPEKIECHUM, TOABEAOMCTBEHHBIX aAMUHUCTpauu I. Upkyrcka.

2. [Toracute 3aJ0HKEHHOCTH 10 3apabOTHOM TIaTe nepe padOTHUKAMHU MPEATPUSATHS.

3. PaccmoTpeTs BOIpOC O NPUBICYEHWHM BUHOBHBIX JIMI], OTBETCTBEHHBIX 33 CBOEBPEMEHHYIO
BBITUIATY 3apab0OTHOW TUIaTBl M 32 OCYIIECTBICHHE TNPETEH3MOHHOW ¥ HWCKOBOM paboThl, K
JUCHUIIIIMHAPHON OTBETCTBEHHOCTH.



4. O pe3ynapratax pacCMOTPEHHUS NPEACTABICHUS COOOIUTH B MPOKyparypy paiioHa B
IIPEAYCMOTPEHHBIN 3aKOHOM MECSYHBIN CPOK.
[Ipokypop paiiona

IIpuMep npakTHYeCKOH 3a1a4M:
[IpoBepbTe NpaBUIBLHOCTH OPOPMIICHUSI PEKBU3UTA B JJOKYMEHTE OPraHOB IPOKYpaTyphl.

B Ilpokyparypy Jlenunrpaackoit ooiactu

Jist cTapiiero moMOITHUKA MPOKYpopa 00IacTH
[0 PaCCMOTPEHUIO 0OpaIeHU U IpUeMy IrpaKJaH
Crapmiero coBetHuka roctuiiuu Banosa 1. 1.

OO6pa3err pemeHus MPaKTHIEeCKOM 3a1auu:

[IpuBeneHHBI B 3ajaye pEKBU3HUT JOKYMEHTa SBIIETCS PEKBU3UTOM «Anpecar». [IpaBoBas
periamMeHTanusl BOIPOCOB, CBA3AHHBIX C OQOPMIICHHEM DEKBU3UTA «AjpecaT» B JOKYMEHTaX OpPraHoB
MPOKypaTyphl, colepkurcs B 1. 5.2 HMHCTpykumm mno Aenonpous3BOACTBY. B cooTBeTcTBUE C
NHcTpyknumen no 1eaonpon3BO/ICTBY, IPU aJpECOBAHUN JOKYMEHTA OPraHU3aluu WU €€ CTPYKTYPHOMY
MOJPA3ACIICHHI0 WX HAWMEHOBAHME YKAa3bIBa€TCd B HMEHHUTEIIBHOM MaJeXke; IpU HAMpPaBICHUH
JOKYMEHTA JOJDKHOCTHOMY JIMIY HANMEHOBAHUE OPraHU3AlMK YKa3bIBAE€TCA B MIMEHUTEIBHOM MaJleke, a
JOJIKHOCTh ¥ (JaMIIINS — B IaTEIHHOM.

Ecnun noxymeHT HampaBisieTcss pyKOBOJMUTEIO OPraHU3alliy UM €r0 3aMECTUTEII0, HANMEHOBAHHE
OpraHu3aly BXOJIUT B COCTAaB HAMMEHOBAaHUS JOJDKHOCTH ajapecata. lIpw ykaszaHuM KJIacCHOrO 4MHa
azpecata HEOOXOAMMO YKa3aTh KJIACCHBIM YMH JOJDKHOCTHOTO JIMIA, MOJIMHUCABIIETO JOKYyMEHT. Bo
BHYTPEHHHUX JIOKYMEHTax (JIOKJIaJHble 3alMUCKH, 3afBJICHUS U T. I.) JOMYCKAaeTCs KJIACCHBIE YMHBI HE
yKa3blBaTb. AJIpeC HE MPOCTABIAETCS Ha JOKyMEHTaX, HAIpaBIsEMbIX B OpraHbl M YUYpPEKIACHUS
npokyparypbl Poccuiickoii ®Dexpepanuu, pykoBOAUTENSM (eAepalibHBIX OPraHoB TOCYIapCTBEHHOMN
BJ1acTu. B cooTBeTcTBUY € 1. 6.6 MHCTpYKIMH MO IEIONPOU3BOJICTBY, aIpecaT JOKYMEHTA [1e4aTaeTcs Ha
paccTosiHUU 8,5 CM OT JIEBOr'O IOJIS Yepe3 MEKCTPOUYHBIM MHTEPBAJI «TOYHO, 12 NT» W pacnonaraercs Ha
JOKYMEHTE, Halle4aTaHHOM B TOM 4YHCJIe U Ha OjaHKe, ¢ COOJIOJACHHEM BEPXHEro MoJid. PexBHU3UTHI
(KpoMe TeKCTa), COCTOSAIINE U3 HECKOJIBKUX CTPOK, IeYaTaroTCs Yepe3 MEXCTPOUHbII HHTEpBAJl «TOYHO,
12 mr». Ilpy 3TOM COCTaBHBIE YacTHM PEKBU3HTA «aJpecaT» OTACIAITCS IpYyr OT JApyra OJHUM
MEKCTPOUHBIM MHTEPBAIOM «TOYHO, 12 mm». CornacHo MHCTpyKIMK 1O 1€10NPOU3BOJCTBY, IPABUIBHO
opOpPMIICHHBII PEKBU3UT «Apecar» B JOKYMEHTaX OPraHoOB MPOKypaTypbl HOJHKEH BBHITIISACTD
CJIEYIOIIUM 00pa3oMm:

[Tpokyparypa Jlenunrpaackoi odnactu
CrapiieMy MOMOIIHUKY POKypopa 06JIacTu

10 PACCMOTPEHUIO OOpALIEHUH U TPUEMY I'pax/iaH
CTapIlEeMy COBETHUKY IOCTULIUH

WBanosy Y. N.

TpeboBanus Kk pesyabTataM OOy4eHHUS MO TUCHMIUIMHE, UCXOAS M3 YPOBHS C(HOPMHUPOBAHHOCTU
KOMITIETCHIIUI:

Tunosoi BapuaHT TecTa
| Bapuanr.



1. UTo Takoe Aen0nponu3BOJICTBO:

a) cepa AeATEIbHOCTH IO 00ECTIEYSHUIO OPraHu3aiKi O(UCHBIMH JOKYMEHTaMH

0) oTpacipb AeATENILHOCTH, KOTOpas 00ecrneunBaeT JOKYMEHTUPOBAaHUE M OPTaHU3aIUI0 PabOTHI C
O(i)I/ICHI)IMI/I JOKYMCHTaMU1

B) OTpacib JESITEIBHOCTH, KOTOPasi He 00eCreunBaeT TOKYMEHTHUPOBAHNE H OPTaHN3AUI0 PaOOTHI
C O(i)I/ICHI)IMI/I JOKYMCHTaMH

2. Bee odunmansabie JOKyMEHTH UMEIOT Takue (QyHKINU:
a) o0IIMe U CrieIuaTbHbIC

0) o0rIre 1 OCHOBHBIE

B) JIEJIOBBIE U 00IIME

3. CocTaB JOKYMEHTOB B OpraHU3alluy 3aBUCUT OT:

a) o0beMa U XapakTepa B3auMOCBS3€i B OpraHu3aiun

0) mopsiaKa MPUHATHS PEIICHUH (€TMHOHAYAIINE WITH KOJUIETHATBHOCTD)
B) BCE, MepeUnCICHHOE paHee

4. Yro Takoe yHUPUKAIHISA JOKYMEHTOB:

a) YCTaHOBJIEHHE €MHOT0 KOMILIEKCAa BUJIOB U Pa3HOBUIHOCTEH AOKYMEHTOB JUIsl aHAJIOTUYHBIX
yIpaBlIeHYECKUX CUTYyallUd, pa3paboTka equHBIX (OpM U MpaBWJI UX COCTaBIEHUS, O(opmiieHHE U
co3gaHue TpadapeTHbIX TEKCTOB

0) ycTaHOBJIIEHHE HE €IUHOTO KOMIUIEKCa BHAOB M Pa3HOBUAHOCTEM JOKYMEHTOB IS
AQHAJIOTMYHBIX YIPAaBJICHYECKUX CHUTYyalluil, pa3paboTka eauHbIX (GOpM U MpaBWJI HUX COCTaBIIEHUS,
odopMIIeHHE U co3/aHue TpadapeTHBIX TEKCTOB

B) YCTaHOBJICHHE €IMHOTO0 KOMIUIEKCa BHJIOB U PAa3HOBHUJHOCTEH OTUETOB JJISi AHAJIOTHYHBIX
yIpaBIEHUYECKUX CUTYyalud, pa3paboTka eOuHBIX (OpM U MpaBWJI HUX COCTaBleHUs, odopmiieHue u
co3ganue TpadapeTHbIX TEKCTOB

5. Yrto Takoe roJIoBoit 00beM JOKYMEHTO00O0pOTa:!

a) HCXOJHAs BEIWYWHA I pacyeTa YHUCICHHOCTH HACEJICHHS, OIPEACICHUS CTCICHU
3arpy>KeHHOCTHU CTPYKTYPHBIX MOAPA3/ICICHUN U OTJCIbHBIX JTIOAeH

0) CpencTBO OMpeeeHUsT MOTPEOHOCTEH B OPraHU3allMOHHOW M BBIYMCIUTEIBLHON TEXHHKE,
BbIOOpa Hanbomee 3(pPeKTUBHON CUCTEMBI PETUCTPALIUK JOKYMEHTOB U CITPABOYHOTO arlrapara

B) MCXOJHAs BEIUYMHA JUIsl pacyeTa YMCICHHOCTH COTPYAHHKOB ciyxObl JIOVY, omnpeneneHus
CTETIEHH 3arpykKeHHOCTH CTPYKTYPHBIX TMOJpa3/eieHUii U OTAEIbHBIX pPAOOTHUKOB, CpPEICTBO
ompeseNneHus MOTpeOHOCTEH B OpPraHU3AIMOHHON M BBIYUCIUTEIHHOM TEXHHKE, BBIOOpa Hamboiee
3¢ hEeKTUBHON CUCTEMBI PETUCTPAIIMU JOKYMEHTOB U CIIPaBOYHOTO ammnapara +

6. Uto Takoe JOKyMEHTOOOOPOT:

a) IBUKEHHE JOKYMEHTOB B OPTaHU3al[MM C MOMEHTA MX MOJY4YEHUS J0 3aBEPILIECHUS UCTIOIHEHHS
WJIM OTIIPaBKH B KOMUTET 0 JIeJIaM HECOBEPILIEHHOJIETHUX

0) NABWXKEHHE JOKYMEHTOB B OpraHM3allud C MOMEHTa HUX CO3JaHus WIH TOJy4eHHs 0
3aBEpILEHUS UCTIOTHEHUS WM OTIPABKU

B) JIOKyMEHT, He TpeOyrouuii 0co00ro BHUMaHUS
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7. BeiOepuTe OCHOBHBIC ATAITBI TIOJATOTOBKU M 0(DOPMIICHHS BHYTPSHHHX JIOKYMEHTOB B o(uce:
a) COCTaBJICHUE MPOEKTa M COTIACOBAHHE

0) poBepKa MPaBIILHOCTH 0(OPMIICHHUS

B) MOJNMCAHUE U PETUCTPALIUS

I') BCE BApUAHTHI IIPaBUJIbHBIE

8. Urto BKIIIOYAET B ce0s perucTpanus J0KyMEHTa:
a) MPOCTABIIEHUE PETUCTPAIIMOHHOTO HOMEpa

0) mpocTaBJIECHUE TAThI

B) BCE BapHaHThI IPaBUJIbHbBIE

9. CipaBo4Hasi KapTOTEKa COCTOUT U3 2 YacTel U COJICPKUT:

a) KapTO4YKH Ha UCIIOJTHCHHBIC JOKYMCHTBI

0) KapTOYKH HAa HEUCIIOJIHEHHbIE TOKYMEHThI, HAallpaBJIEHHbIE B CTPYKTYPHbIE MOAPa3eNICHUs IS
O3HAKOMJICHHA U U3YUCHU A

B) 00a 0TBETAa MPaBUIIbHBIE

10. UnnBHiyasIbHBIE CPOKY UCITOJIHEHUS YKA3BIBAKOTCS:
a) B TEKCTE JOKYMEHTa WK B PE30JIIOLNN

0) B TeKcTe MOHOTpaduit

B) B PE30JIIOINU

11. OcHoBHbIe (hyHKITMH, KOTOpBIE oOecreunBaet JJOVY:
a) TUTAaHUPOBAHUE

0) y4eT U OTYETHOCTh, (PMHAHCUPOBAHHE H T.J

B) 00a OTBETa MPaBUJILHBIE

12. YTo MOHUMAIOT TOJ1 CITY’KEOHBIM TOJIEM:

a) MECTO, KOTOPOE HE 3aHITO PEKBU3UTAMHU

0) MecTo B JOKYMEHTE, KOTOPOE€ HE 3aHATO PEKBU3UTAMHU, 32 UCKIIOYCHHEM PEKBU3UTOB 1, 2, 3, 4,
5, 18, u mpeaHa3HAYEHO IS 3aKPETIJICHHUS TIOKYMEHTA B TEXHUUECKUX CPEJICTBAX XpaHEHHS

B) MECTO B JJOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU, 33 UCKIIOYCHHEM HEKOTOPBIX HIOAHCOB

13. Uto Takoe OiaHK TOKYMEHTA:

a) CTaHAAapTHBIA JMCT OyMaru, Ha KOTOPOM BOCIPOU3BOIUTCS TMOCTOSIHHAS HWH(opManus
JOKYMEHTa M €CTh MECTO JUIsl IepeMEHHON MHPOpMaIUN

0) HecTaHAApTHBIA NHCT Oymard, Ha KOTOPOM BOCHPOM3BOIHUTCS TOCTOSIHHAsS HHQOpMAIUs
JOKYMEHTa M €CTh MECTO I IepeMEeHHON HHPOpMaIIU

B) 00a 0TBeTa MpaBHIIbHbIC

14. Yto Takoe ycTaBbl:
a) CJI0’KHbIE JOKYMEHTBI, CTPYKTYPY U COJepKaHUE KOTOPBIX ONPEACISIOT CaMH pa3padoTUHKH
0) TOKyMEHTBI, COAEeP)KaHUE KOTOPBIX UMEET CITY>KEOHYIO TallHy
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B) JOKYMEHTHI, CTPYKTYPY U COJIEp’KaHUE KOTOPBIX OIIPENENISIIOT Ha MECTE

15. Yo Takoe N0JKHOCTHAS HHCTPYKLMA:

a) TOKYMEHT, B KOTOPOM OTMEUEHBI HapYIIUTENH pacropsika aHs B oduce

0) MHCTPYKIUS JUPEKTOPA, KOTOPYIO HEOOXOMMO BBITIOJIHSITH B 00S3aTEIIEHOM TTOPSIJIKE

B) OPraHM3allMOHHO — PACHOPAIUTENbHBIM JOKYMEHT JUIMTEIbHOTO WM TOCTOSIHHOTO CpOKa
JercTBUs (10 BBEIEHHUS HOBOM), B KOTOPOM OINpPEAETCHbl HAYYHO — TEXHMUYECKUE, TEXHOJIOTHMYECKUE,
(bl/IHaHCOBI)Ie U APpYTUC CTOPOHBI ACATCIbHOCTU OpraHru3anuu, €€ Honpameneﬁnﬁ " JOJDKHOCTHBIX JIMIT

16. Kakue axtbl nznararorcs B IEPBOM U BO BTOPOM YaCTAX CIIPaBKHU:

a) B IEpBOM YaCTH CIPAaBKU M3JaratoTcsl (QaxThl, MOCITYKHUBIINE MOBOJOM K €€ HalMCAHUIO, BO
BTOPOM — MPUBOJIATCS KOHKPETHBIE TaHHBIE

0) B MepBOM 4acTU CHPAaBKU M3JIAraroTcs JOBOJIbI, MOCIYKUBIINE MOBOJOM K €€ HallMCaHUIO, BO
BTOPOM — MPUBOJATCS CTATUCTUYECKHE TAHHBIE

B) B IIEPBOI YaCTU CIPABKHU M3JIAraloTCs KOHKPETHBIE JaHHBIE, a BO BTOPOUM — MPUBOASATCS (PaKThl,
MOCITY’KHBILIME TIOBOJIOM K €€ HallMCaHHIO0

17. Yto Takoe coCTaBIEHHUE TOKIIAIA:

a) TaJaHT, He TpeOYIOoIIel MPaKTUYECKOTo0 HaBbIKa M KPUTHUECKOTO aHAJIN3a MMPOEKTa OTUeTa

0) Tpya, TpeOyOmuUNi He MPAaKTUYECKOTr0 HAaBbIKa M HE KPUTHYECKOIO aHaJIM3a MPOEKTa JO0KIaja,
paboty Haja coboit

B) MacTepCTBO, TPeOyoIlee MPAaKTUIECKOTO HABbIKA U KPUTUYECKOTO aHAJIN3a IPOEKTa JOKIIaia

18. UTo Ha3bIBaeTCA CIPABKOM:

a) TOKYMEHT, TTOATBEPKIAIOIMINNA KaKue-Tu00 (PaKThl MM COOBITUS
0) axThl, MOCTYKUBIIIHE ITOBOJOM K €€ HAITMCAHUIO

B) JOKYMEHT, Iie IPUBOAATCSA KOHKPETHbBIC JaHHbIC

19. Ha kakue jiBe OCHOBHBIE TPYIIIBI MOKHO TIOIPa3ACIUTh BCE HHCTPYKIUH:

a) JOJDKHOCTHBIC HMHCTPYKIMH, OmIpeaensmoomue (QyHKIuH, TpaBa, OOS3aHHOCTH H
OTBETCTBEHHOCTD JOJDKHOCTHBIX JIHIL

0) WHCTPYKIIMH, PErJIaMEHTHPYIOUINE TOPSJOK BBIMOJHEHHS KakKoro-Inbo Tmpolecca, B
OCYIIECTBICHHH KOTOPOTO MPUHUMAIOT Y4aCTUE MCIIOJIHUTENH (JIOJDKHOCTHBIC JIMIA; TTOAPa3ICTICHHS)

B) 00a OTBETa MPaBUIILHBIC

20. baHky UMEIOT NOJIA:

a) paBoe U HIbKHee — He MeHee 10 MM
0) neBoe — 20 Mmm

B) BepxHee — He MeHee 20 MM

I') BCE OTBETHI BEpHBI

II Bapuanr.

1. Bunsl 6;mankoB, kotopele npeanonarator ['OCTsr:

11



a) oOmuii 6maHk i Bcex BuaoB OP/]
0) 6J1aHK KOHKPETHOTO BHJIA IOKYMEHTa, KpOME MUchMa
B) 00a OTBeTa NPaBUIIbHBIC

2. PekBU3UT — 3TO 00s13aTEIBHBIN 3JIEMEHT, KOTOPHBIH:
a) MPUCYIINI OIIpeIeIeHHOMY BUly TOKYMEHTa

0) MpUCyIINA KaK OOIIHiA

B) IIPUCYLLUI DIIEMEHTY

3. Uto Ttakoe Gopmymsip-odpazert:

a) KapTOTeKa, KOTOpast UCMOJB3YETCs Il KOHTPOJIS 32 TOCCITYKAITMH

0) COBOKYITHOCTH pACIIOJIOKEHHBIX B OIPENENIEHHOW TMOCIEI0BATENBHOCTH PEKBH3HUTOB,
IMpUCYHIMX BCEM BHUAaM JJOKYMCHTOB

B) COBOKYITHOCTh HE PEKBU3HUTOB, a MOAMHUCEH

4. Yro npencrapisieT U3 ce0si ClpaBOYHBI arnmapar:

a) KapTOTEKY, KOTOPask UCIIOJIb3YETCs IIsl KOHTPOJIA 33 UCTIOJIHEHUEM JOKYMEHTOB +

0) KapTOTEKY KapTO4YeK, KOTOPbIE HE UCIIOJIb3YeTCs AJIsi KOHTPOJIS 32 UCIIOJIHEHHUEM JOKYMEHTOB
B) KapTOUKY, KOTOPAast UCHOJIB3YeTCs ISl KOHTPOJISI MPUXOIALIUX HA pab0Ty COTPYIHUKOB

5. K moxymeHTaM, Mo yiexantiM 00s13aTeIbHOMY KOHTPOJIIO, OTHOCSTCSI:

a) TOKYMEHTBI BBIIIECTOSIIINX OPTaHOB

0) BaxHble crnenupUIECKUe TOKYMEHTBI, CBOMCTBEHHBIE JTOM CHUCTEME YIpaBJICHUS, C
KOHKPETHBIMU CPOKaMH UCTIOJTHEHUS

B) pacHoOpSIUTENbHBIC JOKYMEHTHI JaHHOW OpTaHU3alluu

T') BCE OTBETHI BEPHBI

6. Llens perucrpanuu TOKyMEHTOB 3aKITFOYACTCS:
a) KOHTPOJIb

0) o0ecneYnTh UX y4eT

B) 00a OTBETa MPaBUIILHBIC

7. Knaccudukaius J0KyMEHTOB — 3TO:
a) JleNieHne JOKYMEHTOB Ha KIIACChl 10 Hanbosee 001uM MpU3HAKaM CXOJCTBA U Pa3Inyus

6) ACJICHUC HNOKYMCHTOB Ha KIIACCHI IIO Haunboee CYIICCTBCHHBIM IIpU3HAKaM CXOACTBA U
pasiimuuAa

B) 00a 0TBeTa MpaBHIIbHbIC

8. UTo Takoe 1opuanYecKas CHia:

a) TOKYMEHT, He TpeOYIOIIMA MpoLeypbl 3aBEPEHUsI HOTapUyCOM

0) CBOHCTBO JOKyMEHTa, NPEAOCTaBIEHHOE €My JACHCTBYIOIIUM 3aKOHOJATEIbCTBOM,
KOMIIETEHIMeH U3/JaBILIEero Opraia, yCTaHOBJICHHBIM MOPSAAKOM O(opMIIeHUs

B) CBOMCTBO JOKYMEHTa, HE 0()OPMIIEHHOTO B 0COOOM MOPSIKE
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9. DneMeHT, KOTOPBI HE BXOJIUT B 3aBEPUTEIIbHYIO HAJIKCh:
a) JOJDKHOCTD

0) marta

B) UHJIEKC

10. B ACTIOIMPOU3BOACTBE ONITUMAJIBHBIM CPOKOM HUCITIOJIB30BAHUA JOKYMCHTOB CHUTACTCA:
a) 3 rona

0) 5 ner

B) 7 jet

11. Beibepute, 4TO HE OTHOCUTCS K YUPEIUTENIBHBIM JOKYMEHTAM IOPUINYECKOTo Juna?
a) [IpoTokomn coOpanus yupeauTesnei;

0) Ycras;

B) YupeauTeabHbI JOrOBOP.

12. YUTo Takoe nojokeHue 0 CTPYKTYPHOM NOAPA3ACICHUN?

a) TMpaBOBOM aKT, KOTOPBIM yCTaHABIMBAeT CTaTyCc, (YHKUWHU, NpaBa, OOA3aHHOCTH H
OTBETCTBEHHOCTh CTPYKTYPHBIX MOJpa3/IeI€HUI WIH UHBIX OPraHoB;

0) mpaBOBOM aKT, KOTOPBIA OMpeneNsieT CTaTyCc OpraHu3alud, ee 3afadyd U (QyHKIUH, [paBa,
OTBETCTBEHHOCTb, MOPSJIOK JACSITEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOIrO OOSI3YIOTCS CO3JaTh IOPUIMYECKOE JIMLO U YCTAaHABJIMBAIOT
MOPSAZIOK COBMECTHOM IEATENILHOCTH 110 TaHHOMY (QaKTy.

13. Jlata 10KHOCTHOW MHCTPYKIIUH:

a) ;1aTa ee yTBEPKICHHUS,;

0) aTa ee COCTaBJICHUS;

B) JlaTa 03HAKOMJICHHUS C HEll pabOTHHUKA.

14. Tlox mpaBOBBIM aKTOM, B KOTOPOM OTOOpa)kaeTcsi MOPSIOK AEATEIBHOCTH PYKOBOJCTBA
OpraHu3aliy, a PAaBHO KOJUIETHAILHOTO WM COBEIIATEILHOTO OPraHa, IMoApa3yMeBacTCs:

a) perjaMeHT;

0) MTAaTHOE PACIHCAHNCE,

B) yCTaB.

15. Ha xakue BUABI ACTATCS PACIOPAIUTENbHBIE TOKYMEHTHI 10 cepe CBOETo JAeiHcTBUsA?
a) GenepambHOTO YPOBHS, PETHOHAILHOTO YPOBHS, TPABOBHIE aKThl OpraHU3aIlHil;

0) KOJUIEKTUBHBIE I UHIUBUIYaIbHBIE;

B) MIPABOBBIE aKThl OPTaHHU3AIHii, IPABOBBIE AKThl UX CTPYKTYPHBIX MOAPA3ICICHUN.

16. PacniopsbkeHne n3naercs:

a) ¢IMHOJIUYHO;

0) KOJUIerHabHO;

B) B YCJIOBHSIX BEJOMCTBEHHOTO PETyTHPOBAHUSI.
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17. Yto Takoe KOIMUs YaCTH JOKyMEHTa, KOTOpasi 3aBepeHa B ONpe/Ie]IEHHOM Mopsiake?
a) BBIMKCKA;

0) 2JIEKTpOHHAS KON,

B) OyOJIMKAT.

18. He sBiisieTcst JOKyMEHTOM, KOTOPBII HHULIUUPYET PEIICHHE:
a) MPOEKT JIOKYMEHTA;

0) 3aKITIOUEHUE;

B) JOKJIJHAsl 3aIIMCKa.

19. Uem BHENIHE OTINYACTCS MPOCKT JOKYMEHTA OT €r0 OKOHYATEIILHOTO BapruaHTa?

a) Haanmuceio «ImpoekT» B BEpXHEM I10JIE CIIPaBa;

0) [IpoexT He 00s13aTeTbHO 0OPMIIATH B TaKOU ke opme, Kak Oyaylmuii JOKYMEHT, T0CTaTOYHO
CaMoro TEKCTa;

B) [IpoekT odopmiisieTcst Ha crielMaTbHOM OJIaHKE.

20. Kakas yacTp MOCTAHOBJICHHS COJIEP>KUT HOPMATUBHBIE NIOJIOKEHUS WIH ITOPYYEHUs?
a) PacnopsinurensHasi;

6) Koncratupyromas;

B) BBOoHas.

IIpumepHas TeMaTuka pedeparon
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I. Ienun wu3ydeHus MU 3a7a4d Kypca JEJIONPOM3BOJCTBA, OINPEAEICHUE AEIONPOU3BOACTBA. Poib
JOKYMEHTAl[MOHHOTO 00ECIIEUEHUs B YIIPABICHUH.

2. Kparkass XapakTepUCTHUKa IPUKA3HOIO, KOJUIEKCKOTO M HCIOJHUTEIBHOTO JIEJIONPOU3BOJICTBA B
Poccun.

3. HopmaTtuBHO-IIpaBoBO€ 0O€CIE€YEHUE MESATEIBHOCTU CIYXO JEIONpOM3BOACTBA, CTPYKTypa W
COJICpKAaHNE UHCTPYKLUH 110 JIEJIONPOU3BOICTBY Ha IPEIITIPUATHH.

4. Ilonatue «10KyMeHT», ero pynknms. Knaccupukanus T0KyMEHTOB IO OCHOBHBIM IPH3HAKAM.

5. Ilonatue «pekBU3UT». [10CTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI.

6. XapakrepuCTHKa PEKBHU3HTOB 3aroJIOBOYHOW YaCTH JOKYMEHTAa, WX IEpPEYeHb M TpPeOOBaHUSA K
0(hOpPMIICHHUIO.
7. XapakTepuCTHKa PEKBU3UTOB COJACPXKATEIHLHOM YacTU JIOKYMEHTAa, UX TEepeueHb W TpeOOBaHUA K

0(hOpPMIICHHUIO.

8. XapaktepucThka pPEeKBU3UTOB O(OpMIISAIONIEH YacTH JOKYMEHTa, MX TEpeueHb M TPeOOBaHHS K
0(hOpPMIICHHUIO.

9. biank 10KyMeHTa, BUJIbl OJaHKOB OPTraHM3AallMOHHO-PACHOPSAUTEIbHBIX JOKYMEHTOB. TpeOoBaHUS K
OJlaHKaM, pa3Mephl MoJIei OJaHKOB.

10. OpraHu3alMOHHbIE JOKYMEHTHI, UX Ha3HaueHue U posib. OCHOBHBbIE BUABI M 00IIHME MpaBUia
ohopMIICHHUSL.

11. OOmast xapakTepuCTUKa JOHKHOCTHOW HHCTpyKuMH. OrmpeneneHue, CTPYKTypa CoOJep’KaHus,
MOPSIIOK OPOPMIIEHHUSI U OCHOBHBIE PEKBU3UTHI TJOKYMEHTA.

12. IratHoe pacmucanue. OOmas XapakTepucTHKa ITOKyMEHTa; (opMma HCIOIHEHUsS, CTPYKTypa
coJiep’KaHus, TOPAI0K 0(OPMIICHUS U PEKBU3UTHI JOKYMEHTA.

13. PacnopsiauTenbHble OKYMEHTBI, MX HAa3HAuY€HHE M POJIb B yhpaBieHUU. OCHOBHBIE BHJIbI
pacnopsaUTENbHBIX TOKYMEHTOB U 00IIHe npaBuia 0(OpMIICHHUS.

14. Tlpuka3 1mo OCHOBHOW JnesTeabHOCTH. CTPyKTypa TEKCTa NpHKasza, MOPSIOK €ro pa3paboTKu M
npaBmiia opopMIICHHS pEKBU3UTOB. BhImrcka U3 npukasa.

15. Pacniopsbkenue. CTpykTypa TeKCTa, paBuiia opopMiIeHUS PEKBU3UTOB.

16. VYkazanue. OOmias xapakTepuUCTHKa JOKYMEHTa, CTPYKTypa €ro TEKCTa, MOPSAJOK U OCOOEHHOCTHU
opopMIICHHUS, PEKBU3UTHI YKa3aHUS.

17. NudopMallnoHHO-CIIPAaBOYHbIE JOKYMEHTBI, WX Ha3HAuY€HHWE U pOJb B yrpaBieHuH. l[lepedeHb
OCHOBHBIX BUJIOB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKyMEHTOB. O01ine TpeOoBaHus K 0(hopMIICHHIO.

18. Akr. OOmias xapakTepucTUKa AOKYMEHTa, CTPYKTypa TEKCTa, MOPSIOK pa3paboTku u odopmiieHus
PEKBU3HUTOB aKTa.

19. IIporokon. OOmias XapakTepUCTHKa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSAIOK pa3pabOTKH U
oopMIIEHHS PEKBU3UTOB IPOTOKOJIA.

20. MoknaaHas, oObscHUTENbHAS 3anucka. OO0miasi XxapakTepucThKa TOKYMEHTOB, OPSA0K 0hOopMIIeHUS
PEKBU3UTOB CITY)KEOHBIX 3aITUCOK.

21. CopaBka. Buasl cripaBok OOmiasi XxapakTepucTUKa TOKYMEHTa, PEKBU3HUTHI CIIPABOK, OCOOEHHOCTH
opopMIICHHUS.

22. CayxebHoe nuceMo. Bunael mucem. CTpykTypa, Hopsaok odopmieHHs, TpeOOBaHUS K HHUCHMY,
PEKBU3HUTHI TUCHMA.

23. Tenmerpamma u Tenedonorpamma. OOImas XapakTepHCTUKA TOKYMEHTOB, MOPSAOK OGOpPMICHHUS
PEKBHU3UTOB.

24. JIoKkyMeHTHI 110 TH4HOMY cocTaBy. [lepeuenb JokyMeHTOB. OCOOEHHOCTH ITHX TIOKYMEHTOB.

25. OdopmeHne KaJIpoBBIX MPUKA30B, BHIMHUCKA U3 MPUKA3a.
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26. Odopmienue 3asBiIeHUs1, aBTOOMOTpadnu, XapaKTEPUCTUKH, PE3IOME.

27. TpynoBas kumxka. [IpaBuia opopmiieHHs TPYIOBBIX KHIKEK.

28. JlokymeHTo000poT. OCHOBHBIE 3Tambl JOKYMEHTOOOOpoTa. TexHomorus pabOThl C BXOISIIMMH
JOKYMEHTaMH.

29. TexHosorus 00pabOTKN BHYTPEHHUX U UCXOJALIUX JOKYMEHTOB.

30. Perucrpanuusi JOKyMEHTOB M KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

31. HomenkinaTypa jen Ha IpeanpusTii, GopMHpOBaHUE U 0POpMIICHHE JE.
32. IloaroroBka JOKyMEHTOB Ha apXHUBHOE XpaHEHUE.

33. Opranuszanusi 1 0COOEHHOCTH IpUEMA MOCETUTENIEH PYKOBOAUTEIIEM.

34. Ilopsaok paboThl ¢ TUCbMEHHBIMU OOPAILIEHUSMH TPaK]IaH.

35. [loaroToBka u 006CITy>KMBaHUE COBEIIAHUM.

Bonpocsl k 3x3ameny (7 cemectp)

1. IlonsTHs: MHPOpMaIMs, ypaBIeHUE, TOKYMEHT.

2. IlonsTHE 1ETONPOU3BOICTBA B OPraHax MPOKypaTyphl.

3. 3agaun 1e10NpPOU3BOJICTBA B OPraHax NpOKypaTyphl.

4. B3auMocCBs3b JAETONPOU3BOACTBA B OpraHax MpOKypaTyphl ¢ JPYTUMU y4eOHBIMH TUCHUTUITMHAMU.

5. Ocobennoctu nenonpousBoctsa XVI-XVII BB.

6. XapakTepuCTHKa OpraHu3alii POCCUUCKOTO MUHUCTEPCKOTO Aenonpon3BoicTBa B XIX Beke.

7. ®OpMUPOBAHKE U PA3BUTHE CUCTEMBI COBETCKOTO JIEIOMPOU3BOJICTBA.

8. OOmiasi xapakTepUCTHKa MOPSAJKa perjaMeHTallMl OpraHu3allid U BEIEHUs JeIONpPOU3BOJACTBA B
opraHax IpoKyparypshl.

9. OOmas xapakTepucTUKa OCHOBHBIX MpHuKa3oB ['eHepanmbHOro mpokypopa Poccuiickoit denepanun B
cdepe 1enTonpon3BOCTRA.

10. lokyMeHT, o(puMaIbHBINA JOKYMEHT, CITy)KEOHBIN JOKYMEHT.

11. Knaccuduxaius JOKyMEHTOB B OpraHax mpoKyparyphbl.

12. O61ue TpeboBaHus, IPEabIBIsIEMbIE K CO3aHUIO0 JOKYMEHTa B OpraHax MpoKypaTyphl.

13. TpeGoBanus, npeabsBiIsieMble K TEKCTY JOKYMEHTa B OpraHax MpoKypaTypbl.

14. TpeGoBanus, npeabsIBIsEMbIe K CTPYKTYpE JOKYMEHTa B OpraHax MmpoKypaTyphl.

15. TpeGoBaHus, npeabsIBIseMble K COKPAlICHUSM B TEKCTaX JOKYMEHTOB CJIOB M CJIOBOCOYETaHWH B
opraHax MpoKyparypshl.

16. TpeboBaHus, NpeabsABIsAEMble K HAaNUCAHUIO B TEKCTaX JIOKYMEHTOB OPraHoB MPOKYpaTyphl
(bu3MYECKUX BETUYHH, MaTEMaTHIYECKUX (GOpPMYJ, 3HAKOB

MPENUHAHUS U CUMBOJIOB.

17. TpeGoBaHus, IpeabsBIsieMble K pa3MepaM MoJjiel JOKYMEHTOB B OpraHax mpokypatypsl. Hymepanus
CTpaHULl B JOKYMEHTAX OPraHOB IIPOKYpPATYypPHI.

18. TIpaBmiia opopMiIeHUS U NIEYaTH JOKYMEHTOB Ha KOMIIbIOTEpaX B OpraHax MpoKypaTyphl.

Bomnpocsl k 3a4ety ¢ oneHkoii (8 cemecTp)

1. IlopsitoK BBITIOJHEHUSI KONMHMPOBAIbHO-MHOXKUTEIBHBIX paboT U oopMiIeHHsT KON JOKYMEHTOB B
opraHax mpoKypaTyphl.
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2. BeinosHeHne MepeBoIoB B OpraHax MpoKypaTyphl.

3. ®opmart u BuJBI OJAHKOB B OpraHax MpOKypaTyphl.

4. Ilonarue pexkBu3uTa okymMeHTa. [locTossHHBIE U TepeMEeHHbIE PEKBU3HUTHI JOKYMEHTA.

5. AnpecoBaHuE TOKYMEHTOB OpraHOB IIPOKYpPaTyphI.

6. JlatupoBaHuWe [OKYMEHTOB OpraHOB NpPOKyparypel. MHumekc (HOMep) HOOKyMEHTa OpraHoB
MIPOKYPaTypHI.

7. 3aroyioBOK K JJOKYMEHTY OpraHOB IIPOKYpPaTypHI.

8. OT™MeTKa 0 HANMYHHK MTPUJIOKEHHS K JOKYMEHTaM OPraHOB MPOKYPATYPHI.

9. [loanucanue TOKYMEHTOB OPraHOB IIPOKYPATypHI.

10. YTBepx/IeHue U COTJIacOBaHUE TOKYMEHTOB OPraHOB IPOKYPATYPHI.

11. OrmeTtka 06 UCHIOJIHUTENE JOKYMEHTAa OPraHOB MPOKYPaTYpBHI.

12. Coneprkanue U pacriojioKeHUE peKBU3UTA «Pe30IIousD».

13. Coneprkanue U pactiojiokeHue pekBu3uTa «OTTHCK TIeUaTHy.

14. Coneprkanue U pacnosio’keHue pekBu3uTa «OTMETKa O 3aBEPEHUU KOTIHI.

15. IpaBuna opopmiieHus TenerpaMmm U TeeoHOrpaMm.

16. Tlpuem m mepemada wHpOpMAIHMH IO KaHaTaM (AKCUMIIIBHOW CBs3HM (TenedakcaM) B OpraHax
MIPOKYPaTypPHI.

17. ®opmbl 1OKyMEHTOO0OPOTA B OpraHax MpoKypaTypsbl.

18. Bxopsmast, icxosmast 1 BHYTPEHHSISL JOKYMEHTAIUS B OpraHax MpoKypaTypébl.

19. OcHoBHBIE TPeOOBaHUS K OpraHU3aIry JOKyMEHTO000pOTa B OpraHax MpOKypaTyphl.

20. CrpykTypHbl€ MOJpA3JeNeHUs] U JOJDKHOCTHBIC JIMIA OPraHOB IPOKYpaTypbl, OTBETCTBEHHBIE 3a
OpraHu3aIuIo JOKYyMEHTO000pOTA.

21. OOmue mpaBuia Mmpuema, JOCTaBKU U Iepeladyd JOKYMEHTOB Ha PacCMOTPEHHME U HCIIOJHEHHE B
opraHax IpoKypaTyphl.

Bomnpocel k 3x3amMeny (9 cemecTp)

1. TlpaBuna npueMa ¥ NEPBUYHONW OOPaOOTKM NOKYMEHTOB, MOJYYEHHBIX PAOOTHHKAMH IPOKYPATYpPHI
JIMYHO.

2. [IpaBuia mpreMa U IEpBUYHOM 0OPAOOTKHU JTOKYMEHTOB, OCTYIMBIIMX B OPraHbl IIPOKYpPaTypsl 4epes
AmmK «/1ys oOpateHnii u 3asBICHUI.

3. [IpaBuna mpuema u MEepBUYHON 0OpPabOTKM JOKYMEHTOB, MOCTYNHBIIMX B OPraHbl MPOKYPaTypHl IO
noyre.

4. O61ue rmpaBuiia perucTpaluy U yuera JOKyMEHTOB B OpraHax IpOKypaTyphl.

5. IlopsimoK ¥ CPOKH PaCCMOTPEHHUS IOKYMEHTOB B OpraHax MpOKypaTyphbl.

6. [TopsimoK ¥ CPOKH UCTIOJIHEHHUS TIOKYMEHTOB B OpraHaX MpPOKypaTyphl.

7. Peructpanus ucxozsueil TOKyMeHTallul B OpraHax MpoKypaTypsbl.

8. OTnpagiieHue MO MOYTE UCXOAALINX JOKYMEHTOB B OpraHax MpoKypaTyphl.

9. OTnpaBiieHue HAPOUHBIM UCXOAALINX IOKYyMEHTOB B OpraHax MpoOKypaTyphl.

10. [NoHATHE HOMEHKIIATYPHI JIeJI B OpraHax IpoKypaTyphl.

11. O6uue nmpaBuiia COCTaBICHUS HOMEHKJIATYPHI A€ B OpraHax MpoKypaTyphl.

12. O6uue npuHIUIBI GOPMHUPOBAHUS U 0POPMIICHHS JIeNl B OpraHax MpoKypaTyphl.

13. Opranuzanus onepaTuBHOTO XpaHEHUs €] B OpraHax MpoKypaTyphl.

14. Tlepenaua nen B apxuB. Opranusaiys apxXMBHOTO XpaHEHHs JIeNl B OpraHax MpoKypaTyphbl.
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15. ObGecrnieuenue cOXpaHHOCTH JOKYMEHTOB B OpraHax MpoKypaTyphl.

16. Yuer u xpaHeHue OJaHKOB, IeYaTel U MITAMIIOB B OpraHax MpOKypaTyphl.

17. Ucnonp3oBanue OJ1aHKOB, IeYaTeil M MITAMIIOB B OpraHax MpOKypaTyphl.

18. Ionsartue u Bup! KOHPUICHINAIBHON HH(POPMAIIHH.

19. O6mue nmpaBuia OpraHu3anruy KOHQUICHINAIEHOTO JEONPOU3BOICTBA B OpraHax MpOKypaTypHl.

20. O6mue npaswmiia padoThl ¢ KOHOUACHIUATFHBIMHI IOKYMEHTaMHU B OpraHax MPOKypaTypsl

21. TloaroToBKa KOH(MHUACHINAIBHBIX TOKYMEHTOB K apXHMBHOMY XPAaHCHUIO U YHUYTOXKCHHIO B OpraHax

IIPOKYpPATYpHI.

IV. IEPEYEHbB JINTEPATYPBI, HEOBXOIUMOM JJISI OCBOEHUSA JIUC-
UAITJIMHBI

4.1. OcHoBHasi IUTEpaTypa
1. KysnenoB, W. H. J[loxymeHTammonHoe oOecriedeHue yrpaBieHus. JoKymMeHTOOOOpOT u
JIEIOTIPON3BOJICTBO : y4eOHUK U TIpakTukyM it By30B / 1. H. Ky3nenos. — 4-e uszg., nmepepad. u gom. —
Mockga : U3marenbctBo FOpaiit, 2023. — 545 ¢. — (Bwicmiee oopazosanue). — ISBN 978-5-534-16003-
1. — Tekcr : onektponHbii // OOpazoBatenbHass tuiarpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/523612 (mara obpamenus: 1.09.2023).

2. Eprames, E. P. Opranuszanus paboTel B NpokypaTtype (MepBUYHOTO TEPPUTOPHAIBHOTO 3BEHA

MIPOKYPOPCKO#l cuctemsl) : yueOHoe mocobue i By3oB / E. P. Eprames. — Mocksa : U3narenscTBo
Opaiit, 2023. — 143 c.— (Bwicmee oOpazoBanue). — ISBN 978-5-534-15361-3. — Tekcr
anexTpoHHbd // ObpasoBatenbHas tiardopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/520427
(mata o6pamenus: 1.09.2023).

4.2. lonoJTHUTEIbHAS JIUTEPATypPa
1. KysuenoB, W.H. Jlokymentanmonnoe obOecrieueHne ymnpasieHus. JlokyMeHTOOOOpOT U
JIEJIONPOM3BOJICTBO . YYCOHMK M TMPAKTUKYM JUIS CpeaHero mnpodeccCHOHaIbHOro obOpa3oBaHus /
H. H. Ky3nenoB. — 4-e uzn., nepepad. u momn. — Mocksa : M3marensctBo Opaiit, 2023. — 545 ¢. —
(ITpodeccronanbuoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : dIeKTpOHHBIN //
Oo6pa3zoBarenbHas miatpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523613 (nara oOpamieHus:
1.09.2023).

2. UYypwios, A.lO. IOpuanueckoe [enonpou3BOACTBO : YyueOHOEe TocoOMe s CpeliHero

npodeccuonanpHoro obOpaszoBanusa / A. lO. UypunoB. — 3-e wu3n., wucnop. u Jom. — Mocksa :
WznatensctBo IOpaiit, 2023. — 285 c. — (IlpodeccuonansHoe ob6pazoBanue). — ISBN 978-5-534-
15583-9. — Tekcr : nsnektpoHHslt // OOpaszoBatenbHas 1iardgopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/518430 (nara obparnenus: 1.09.2023).

3. Kysueuos, U.H. Benenue [enoBoil JOKyMEHTAlUWH : YYeOHHK M TMPAKTHKYM [Uisi BY30B /
N. H. Ky3nenoB. — 4-e u3z., nepepad. u mon. — Mocksa : M3narensctBo FOpaiit, 2023. — 259 c. —
(Bricmiee o6pazoBanue). — ISBN 978-5-534-17003-0. — Tekct : anexkTtpoHHblid // OOpa3oBarenbHas
wiatopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/532182 (nmara obparmenus: 1.09.2023).
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https://urait.ru/bcode/523612
https://urait.ru/bcode/520427
https://urait.ru/bcode/523613
https://urait.ru/bcode/532182

V. IEPEYEHb PECYPCOB HH®OPMAIIMOHHO-
TEJEKOMMYHUKAIIMOHHOM CETHA «AHTEPHET», HEOBXOIUMbIX

JJIs1 OCBOEHU A JUCHUITVIMHBI

Ne i

CcbliIka Ha
HH(OPMAIMOHHBIH pecypc

HaumenoBanue pa3padoTku B
3JIEKTPOHHOM (popme

JocTynmHOCTD

http://www.pfrf.ru

OdunmanbHbIii calrt

[lencuonnoro ¢ponga PO

CBoOOHBIH JoCTYyN

http://sznelets.ru

OdunmanbHbIii cauT ObY

C3H no ropoay Enbiry

CBoOoHBIH JoCcTyN

http://pravo.gov.ru/

Od¢unumanbHbIi HOpTa
npaBoBoii nHGopmauu Poccun.
HHuTerpupoBaHHbIi
MTOJTHOTEKCTOBBIN OaHK
MpaBoOBOM MH(MOPMALIUU
(?TasmoHHBIN 0aHK TaHHBIX
MIpaBoBOW MH(pOPMAIIUH)
"3akoHomatenbcTBo Poccun"
SBIISIETCS DIEMEHTOM
rOCyJIapCTBEHHOU CHCTEMBI
paBoOBOM MH(MOPMAITUH,
CO3IaHHBIM B paMKax
peanu3anuy rocy1apCTBEHHON
MOJINTUKU B 00JaCTH MTPaBOBOM
nHpopmartuzanuu Poccuiickoit
denepanuu. U

CBOOOIHBIN TOCTYT

http://www.gumer.info/

bubnuoteka I'ymep
T'yMaHUTApHBIC HAYKH.

B 6uOnnoTexke HaCUMTEHIBAETCS
6omnee 5000 xHUT U cTAaTEH.

CBOOOIHBIN TOCTYTI

http://window.edu.ru

Enunoe okHO gocTyma K
00pa3oBaTeNbHBIM pecypcam

CBoOOIHBIH JOCTYIT

http://www.allpravo.ru/library

[TonHOTEKCTOBAS
JNEKTpOHHAs OMOIMOTeKa 0
IOPUCTIPYICHIIUN

CBo0GoaHbIH JocTyn

http://www.ksrf.ru/Pages/Defa
ult.aspx

Koncrurtynmonssii Cyn
PO

CBo0GoaHbIH JocTyn

https://www.vsrf.ru

Bepxosnsiit Cyn PO

CBoOoaHbIH JOCTYyn

http://genproc.gov.ru/

I'enepanbHas npokyparypa PO

CBo0OoaHbIH JoCTYyn
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https://www.gosuslugi.ru/
https://www.gosuslugi.ru/
https://www.gosuslugi.ru/
https://www.gosuslugi.ru/
https://www.gosuslugi.ru/
https://www.gosuslugi.ru/
http://pravo.gov.ru/
http://pravo.gov.ru/
http://www.gumer.info/
http://www.gumer.info/
http://window.edu.ru/
http://window.edu.ru/
http://www.allpravo.ru/library
http://www.allpravo.ru/library
http://www.ksrf.ru/Pages/Default.aspx
http://www.ksrf.ru/Pages/Default.aspx
http://www.ksrf.ru/Pages/Default.aspx
http://www.ksrf.ru/Pages/Default.aspx
https://www.vsrf.ru/
https://www.vsrf.ru/
http://genproc.gov.ru/
http://genproc.gov.ru/

10.

https://ombudsmanrf.org

YII0JTHOMOYEHHBIH 110 ITpaBaM
yenoseka PO

CBoOOHBIH JoCTYN

11. YII0JTHOMOYEHHBIN NPH
http://deti.gov.ru [Ipesunente PO mo npaBam CBOOOAHBII OCTYIT
pedeHka
VI. COBPEMEHHBIE ITPO®ECCHOHAJIBHBIE BA3bI JAHHBIX U
NH®OPMAINOHHBIE CITPABOYHBIE CUCTEMBbI
Peructpanus uepes 1060t
YHUBEPCUTETCKHAN
KOMIIBIOTED.
B manpneiimem
1 httos://urait.ru/ 3J‘I€KT}30HHO-6H6J‘IHOTGHH3${ cucrema npeILOCTaBMeTCSf
: - «Opaiit» HEOrpaHUYEHHBIN
WHMBUAYATBHBIN JTOCTYI
13 10001 TOYKH, B
KOTOPOU UMEETCSI TOCTYIT K
cetu HTEpHET
www.garant.r
2. garant.u NudopManioHHO-TIPaBOBOM MOpTaT CBOOOIHBIN TOCTYTI
Poccuiickuit naGopmMamoHHBINA
3. www.elibrary.ru nopTai B 00JaCTH HayKH, TeXHOJIOTHH, | CBOOOIHBIN TOCTYIT
MEAMILIMHBI U 00pa30BaHus
4. www.consultant.ru Pocenticias kombioTepHas CBOOOAHBIH JOCTYIT

CIIpaBOYHO-IIpaBOBas CUCTEMA

OBECIIEYEHHME

VIIL. JUHEH3UOHHOE U CBOBOJHO PACITPOCTPAHAEMOE ITPOI'PAMMHOE

HpI/I peajii3aiun y‘IC6HOI>'I JAUCHUIIIMHBI IIPUMCHACTCA CICAYIOMICC JTUICH3MOHHOC U CBO60,Z[HO

pacmpocTtpansemMoe mporpaMmmuoe obecrieuenue: - Microsoft Windows; - Microsoft Office;
- LibreOffice u np.

VIII. ObOPYAOBAHUE U TEXHUYECKHUE CPEJCTBA OBYYEHUSA, HEOB-

MO TUCIHUTIJINHE

XOIUMBIE JUIs1 OCYINECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOIECCA

VueOHble 3aHATHUS NpoOBOIATCA B aAYAUTOPHUAX, YKOMIUICKTOBAHHBIX CHCI_II/IaJII/I3I/Ip0BaHHOI>'I

MeOenplo, B TOM 4YHCJIE CTallMOHAPHBIMH WM TEPEHOCHBIMH TEXHUYECKHMMHU CPEACTBAMH OOY4YCHHS
(mpoeKTop, 3KpaH, KOMIBIOTEP/HOYTOYK).

CaMocTosTenpbHas pa60Ta MMpOBOAUTCS B Ka6I/IHeTaX, OCHAIlICHHBIX KOMHBI-OTepHOI\/’I TEXHUKOM C

BO3MOJKHOCTBIO TMOAKIIOYeHH K ceTh «MHTepHeT» u obecneueHHMeM JOoCTyna B 3JIEKTPOHHYIO
MH(OPMAIMOHHO-00pa30BaTENbHYIO CpPe/ly YHUBEPCHUTETA.
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	4. Понятие «документ», его функция. Классификация документов по основным признакам.
	5. Понятие «реквизит». Постоянные и переменные реквизиты.
	6. Характеристика реквизитов заголовочной части документа, их перечень и требования к оформлению.
	7. Характеристика реквизитов содержательной части документа, их перечень и требования к оформлению.
	8. Характеристика реквизитов оформляющей части документа, их перечень и требования к оформлению.
	9. Бланк документа, виды бланков организационно-распорядительных документов. Требования к бланкам, размеры полей бланков.
	10. Организационные документы, их назначение и роль. Основные виды и общие правила оформления.
	11. Общая характеристика должностной инструкции. Определение, структура содержания, порядок оформления и основные реквизиты документа.
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	17. Информационно-справочные документы, их назначение и роль в управлении. Перечень основных видов информационно-справочных документов. Общие требования к оформлению.
	18. Акт. Общая характеристика документа, структура текста, порядок разработки и оформления реквизитов акта.
	19. Протокол. Общая характеристика протокола, структура текста, порядок разработки и оформления реквизитов протокола.
	20. Докладная, объяснительная записка. Общая характеристика документов, порядок оформления реквизитов служебных записок.
	21. Справка. Виды справок Общая характеристика документа, реквизиты справок, особенности оформления.
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