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1 Ieab AMCUMILIMHBI.

B pesynbraTe OCBOGHHS MaHHON AMCUUIUIMHBI y OOYy4arolIerocs MOJKHBI ObITh CPOPMHPOBAHBI
KOMITETCHIIMM OCHOBHOM MpodeccuoHaIbHOM 00pa3oBaTebHON MporpaMMbl OakanaBpuara (naiee - OITOIN):
OIIK-5.

ConeprxaHne KOMIETEHIIMH KaK IUIAHUPYEMBIX PE3yIbTaTOB 00yUeHHs M0 AUCUUIUIMHE CM. TaOIuIs! 1

1.1 ®opmupyembie KOMIIECTEHIIMH
Tabnuma 1 - ®opMupyemblie TUCIUTIIMHON KOMIIETEHITUN

HanmvenoBanueBuaa| HaumeHoBanue Kon u HazBaHne koMeTeHUUU
KOMITCTCHITHH KaTeropuu (TPYIIITHI)
KOMITETCHITUM
Oo6menpodec NubopmanmoHHo- OIIK-5 [CrtocoOeH MCIob30BaTh B MPO(EeCCHOHATLHOWICATSILHOCTY|
CHO-HAJbHAs KOMMYHHKAIIHOHHBIC WHPOPMAITMOHHO- KOMMYHHKAIIHOHHBIC TEXHOJIOTHH,
rOCy/IapCTBCHHbIC M MYHUIIMIAIbHBIE WHGOPMAIMOHHBIC
CHUCTEMBI; MIPUMECHSTh TEXHOJIOTHH 3JICKTPOHHOT O

MpaBUTEIbCTBA W  TPENOCTABIEHUS  T'OCYAapCTBEHHBIX
(MYHHIIMITAJIBHBIX ) YCITYT
Bayrpuopranuzammo| QOIIK-7 |[OIIK-7. CriocoOeH oCyIIecTBIIAT, BHY TPHOPTaHU3aI[HOHHBICH]

HHBICHU MCXKBCIOMCTBCHHBIC KOMMYHUKAIIUH, 00ecreynBaTh
MCXKBCIOMCTBCHHBIC BSaHMOHeﬁCTBHG OpraHoB BJIaCTHU C TpaxxJ1aHaMU,
KOMMYHUKAIIUH KOMMEPUYCCKUMU OpraHru3alusiMu, MHCTUTYTaMH

rpaXkIaHCKOT0 O0IIEeCTBA,CPEACTBAMU MacCOBOM MH(OPMAIIHH

1.2 MaauKaTopbl A0CTHKEHUST KOMIIETEHIIMH

Tabmuna 2 — MaaukaTopsl JOCTH)KCHHUS KOMITETEHITNHN, (OPMHUPYEMBIX TUCIIUILTAHOM
Kon n Ha3Banue MNupukaropsl noctukenus: komnerenunu noOIIOIT JVCOUTUINHEL ¥ TPaKTHKH, (POPMHUPYIOIITHE

KOMIIETEHIIUH komnerenuo no OITOIT

OIIK-5 OIIK-5.1. 3maer coBpemeHHBble HHpOpMannoHHO-K.M.02 KoMMyHHKaTHBHO-TI(PPOBOIH MOAYIIb

KOMMYHHKAlMOHHblE TexHoJoruu rocynapcrBeHHble HK.M.02.06 JdesonpousBoacTso u
MYHHIUITaIbHbIE HHPOPMAIIMOHHBICCHCTEMBI IOKYMEHT0000pPOT B OPraHax BJACTH
OIIK-5.2 Cnocoben wucnomp3oBate npu pemeHHHK.M.05 'ocyrapcTBeHHOE M MyHHUITUITAIBHOE
Mpo¢ecCHOHATBHBIX 3a1a4 COBpPEMEHHBIEyTIPaBICHHE
MHPOPMALMOHHO-KOMMYHHKAIIMOHHbIE texHonorum,[K.M.05.02 Cucrema rocy1apcTBEHHOTO
rOCY/apCTBEHHbIE M MYHHUIMIIAIBHBIE MH(POPMAIMOHHBIEYIIPABICHUS
CUCTEMBI K.M.06 Perynaropuka u mpoIecCHbIi
MEHEIKMEHT B TOCYIapCTBEHHOM 1
MYHHUINTIAJIHHOM YIIPABICHUN
K.M.06.02 AgMUHHUCTpAaTUBHBIE CTAHAAPTHI U
[pETJIAMEHTHI
K.M.10 Monaynp npakTU4eCKOW IOATOTOBKH B
[YCIIOBHSIX MTPO(ECCHOHATIBHOM Cpe/ibl
K.M.04.10.02(IT) OpranuzannoHHO-
yIpaBiIeHYecKas MpaKkTHKa
K.M.10.03(I1n) [Ipenaunnomuas npakTuka
K.M.11 'ocynapcTBeHHas UTOTOBAs aTTECTAITUS
K.M.11.01(/1) BrimosniHeHue u 3amuTa BRITYCKHOM|
KBaTN(PUKAIIMOHHON pabOTHI

OIIK-7 OITK-7.1. 3Haer OCHOBBI copemeHHBIXK.M.02 KommyHHKaTHBHO-IIM(POBOI MOTyITH
BHY TPUOPraHU3alUOHHBIX u MexBeoMcTBeHHBIXK.M.02.07 lesionpon3BoACTBO U
KOMMYHHKaLUH IMOKyMeHT0000poT B opranax Bjaactu K.M.02.08

CBsI3U ¢ OOIIECTBEHHOCTHIO B OPTaHax BIACTH
K.M.10 Mozyb npakTH4€CKON MOArOTOBKHU B
[YCIIOBHSX MPO(HECCHOHATBHON CpeIbl
K.M.10.01(Y) O3nakoMuTeNbHAs MPAKTHKA
K.M.10.02(IT) Hay4no-uccneaoBatenbckas
[paKTHKa

K.M.10.03(IT) Oprann3aninoHHO-yTpaBiIeHIECKas
[PaKTHKA




K.M.10.04(ITx) [TpenmumioMHast mpakTHKa
K.M.11 'ocynapcTBeHHast UTOTOBast aTTECTALIHS
K.M.11.01(J1) BemmonHen#ne 1 3antuTa BBITY CKHOM
KBTH(DUKATTMOHHOM PabOTHI

1.3 3nanus, ymenns, HaBbIku (3YB) mo gucuunimae
Tabnuna 3 — 3HaHus1, yMeHUsl, HABBIKH, (HOPMHUPYEMBbIE TUCIUTUIMHON

Kon u WHnuKaTops! TOCTHKEHUS KOMIIETEHIINH, 3Hanwus1, ymenus, HaBeiku (3Y B), hopmupyembie
Ha3BaHUE 3a-KpeIuICHHBIE 32 JUCLUIITMHON JUCHUTUTHHON
KOMIICTEHIIN
u

OIIK-5 OI1K-5.1. 3Haer COBpEMCHHBIC3HATH:
MHPOPMALOHHO- KOMMYHHKaIlMOHHBIE/- OCOOCHHOCTH JeJIONPOM3BOJCTBA M JIOKyMEHTHPOBAHUS
TEXHOJIOTUH roCyapCTBCHHBIC H[pe3yJIbTaTOB KOMMYHHUKALUI B JIETIOBOH cpele;
MyHHLHMIAJIbHbIE HHPOPMALMOHHBIECUCTEMEl  |YMeTh:
OIIK-5.2 Cnocoben  wucnoip3oBarh  Ipuf- HCIOJIb30BaTh COBPEMEHHBIN HHCTPYMEHTapuit
[peLICHUH npodecCHOHANBHBIX 3a1a4|1eJI0NPOU3BO/ICTBA U JJOKYMEHTO000POTA JJIsl PELICHHS 3a/1a4
COBPEMECHHBIE nH(pOPMAMOHHO-MEKINIHOCTHOTO ¥ MEXKKYJIBTYPHOTO B3aUMOJICHCTBYS B JIEJIOBOI
KOMMYHHUKaIMOHHBIE TEXHOJIOTUM,[CPETE.
roCyapCTBEHHbBIE u MYHULIMNATbHEIEBaageTs:
MH(OpPMaLMOHHBIECUCTEMBI - HaBBIKaMH JIETIONPON3BOJICTBA u OpraHu3anuy

TOKyMEHTOO00pOTa JUIi  OCYIIECCTBICHHS KOMMYHHKALUH ¢
(bUKCalK KX Pe3yJIbTaTOB B ICIOBOM cpejie.

OIIK-7 OIIK-7.1. 3HaeT OCHOBBl COBPEMEHHBIX[3HATh:

BHY TPHOPraHU3aIIMOHHBIX uf- crienuduky GopMHPOBaHUS U BEJCHUS JOKYMEHTOO00POTa|
ME>KBEIOMCTBEHHBIX KOMMYHHKALIUH B OpraHax BJIacTH;

Ymern:

- HCTIONB30BaTh COBPEMEHHBIC TEXHUKH JEJIOIPON3BOICTBA
IS pelIeHNS 33124 BHY TPHOPTaHIU3aINOHHbBIX 1
ME>KBEIOMCTBEHHBIX KOMMYHHUKANUH.

Baagernb:

- HaBBIKAMU OpraHU3alllu JOKYMEHTO000poTa JUis
OCYIIECTBIICHNS] BHY TPHOPTaHM3alIMOHHBIX HMEXBEIOMCTBEHHBIX
KOMMYHHKaIUH.

2 O0béM M TPYAOEMKOCTh AMCHUIJIMHBI MO BHAAM Y4YeOHBIX 3aHSTHIA.

DopMBbI NPOMEKYTOYHOH ATTECTALUH.
Tabauma 2 — O6beM U TPYJIOEMKOCTh JTUCIMILIMHEI IO BHUJIaM YUSOHBIX 3aHITHIA
O06BEéM yacoB 1o (hopmam

OO0mas TpyIOEeMKOCTh U BUIBI y4eOHOU paboThl TO JUCITH-

TUTHHE, IPOBOIMMBIE B Pa3HBIX opMax 0byuerma
0®0 0300 300
1 Obmas Tpy10€MKOCTh TUCHUTLIMHBI 144
2 KonTakTHas paboTa oOydarouiuxcs ¢ npenojanaresiem (o 46
BHJIaM Y4€OHBIX 3aHSATHI) (BCEro)
Aynuropnas padoTta (Bcero): 46
B TOM YHCJIE:
Jlexun 16
MPAaKTUYECKHE 3aHATHS, CEMUHAPHI 30
[IpakTukymbl

nabopaTopHbIe pabOoThI
B HHTEPAKTUBHOU popme
B DJIGKTPOHHOU (hopMme
Bueaynuropnas paboTa (Bcero):
B TOM YHCJIEe, HHANBUIyalIbHAs paboTa 00yJaronuxcs ¢ mpe-
Mo/IaBaTeIeM
TI0/ITOTOBKA KypCOBOM paboThl /KOHTaKTHas paboTa’
4




IpyIIOBas, UHAUBUIYAJIbHAs KOHCYJNbTALMS W WHBIE BUIBI
y4eOHOM NesATeNbHOCTH, MPeayCMaTpUBAIOIINE TPYIIIOBYIO
WM UHIMBUIYabHYIO paboTy oOydaroluxcs ¢ MpenojiaBa-

TEJIEM)

TBOpUeckasi pabota (3cce)

3 CamocrosTenbHas pabota 00yqaronmxcs (BCero)

98

4 TIpoMexyTOYHAs aTTECTALMsI 00y4aloIIerocs: — 3a4eT ¢ OleH-

KoM

3. YueOHO-TeMaTHYeCKHH IJIaH U coep:KaHue TUCHUIIIMHBI.
3.1 YueOHO-TEMAaTHYECKHNH ILJIAH

Tabmuia 3 - YueOHO-TEMAaTUUECKNH TUIaH

Oomas
Tpynoem-
KOCThb (Yacax)

Busbl yueOHbBIX 3aHSATHIA, BKIIIOYasi CAMOCTO-
ATEJbHYI0 padoTy 00y4alouUXCcs U TPYJ0eM-

KOCTh

@DopMbI TeKyl1ero KOH-

(B yacax)
£ TPOJIS H IIPOMEKYTOU-
5 Pa3znen TUCHUMIIMHBL .
< yueOHas1 padoTa €caMoCTOsI- HOM aTTeCcTAlUHU yCIe-
TeJIbHAsA BaeMOCTH
CeMHHAaphbI, paﬁOTﬂ 06y-
BCEro JICKIUHU NMpaKTU4€CKue Yaomuxces
3aHATUHA
OKYMCHT U CUCTEMBI JOKYMCHTAa- o
1 Hloxy HOKY 16 2 2 12 YcTHBIH Ompoc
. IloHsiTue nenonpousBoacTBa
TpeboBaHUs K COCTABICHUIO U .
N VYernslii onpoc [pak-
2 | obopmieHHIo npodeccuoHaIbHOR 16 2 2 12
TUYECKUEC 3aJaHUsL
JOKyMEHTaluu
3 CoBpeMeHHBIE CTTIOCOOBI M TEXHUKA 18 5 4 12 VYernslii onpoc [pak-
CO3JaHus JOKYMCHTOB TUYCCKUEC 3aJaHUs1
VYernslii onpoc [pak-
4 | Cocrasnenue OP]I 18 2 4 12 poc 1ip
TUYECKHUEC 3aJaHUs
5 | enoBble nucbkMa 18 2 4 12 [IpakTHueckre 3aganus
Koppecnonnennus, cBsizanHast ¢ .
pp JICHIITL, VYernslii onpoc Ipak-
6 | mpoBeACHHEM NEPUOINIECKHUX Me- 18 1 4 13
o THUYECKHUE 3aJaHus
pOIIPUATHN
v Kommepueckas nepemnucka c 3apy- 18 5 4 12 VYernslii onpoc Ipak-
OeXKHBIMM TapTHEPaMHU THUYECKHUE 3aJaHus
Opranuzaiys J0KyMeHT0000poTa YcTHbIl onpoc
8 22 1 4 17 [IpakTrueckune 3amaHus
TectupoBanue
[IpomesxyTouHast aTrecTauus o0y- .
P Y H y 3ader ¢ OIeHKOM
YaroLerocs
Hroro 144 16 30 98
3.2. Conep:kaHue 3aHATHII 0 BUIaM Y4eOHOH padoThI
Tabnuna 4 — CoaepkaHue JUCIHUILTHHBI
Ne HaumenoBanne Coaeprxanue pa3aesa IUCHHIIIMHBI
pasnesia, TeM Juc-
HMIIHHBI




JIOKyMeHT u cucre-
MBI JOKYMEHTAIIUH.
Tlonsitue nenmomnpo-
M3BOJICTBA

JlokymenT, ero ocHOBHBIC (yHKIHMH (MH(DOPMAITMOHHEIE,
yIpaBJIeHYEeCKHE, IPABOBEIE, KyJIbTYPHBIEC, HCTOPHUYECKHE).
JIoKyMeHT Kak TpeaMmeT naenonpou3BojactBa. OOmmias xapaKTepHCTHKA yIPaBICHYECKUX
JIOKYMEHTOB. YHH(MUKAIMA JOKYMECHTOB; CTaHIAAPTH3alUs Kak (QopMa IOpUAHIECKOTO
3aKperieHrs1 nmpoBeAeHHoN yHupukanun B chepe HOY. YHuduumpoBaHHbIE CUCTEMBI
nokymeHnTauy. OOmepoccHiickuil KiIaccCupuKaTop mpoeccCHoHANIBHON JOKYMEHTALNH.
Knaccudukamnmm 10KyMEeHTOB (II0 MECTY COCTaBJICHHS, MO COAEPIKAHUIO, IO (PopMe, 10
CPOKaM HCIIOJHEHHS], TI0 MPOUCXOKACHUIO, IO CpeACTBaM (PHUKCALUK, MO IOPUANIECKON
CHJIE, 110 CTaJIUsIM CO3/IaHMUs).

Jemonpon3BoacTBO (IOKyMEHTAIMOHHOE OOECIIeUeHNe YIIPAaBICHHUS); €ro MeCTO H
3HAYUMOCTH 151 TPOheCCHOHATBHOM eI TENFHOCTH.

JlokyMeHTHpOBaHWE W  OpraHu3alus  JOKYMEHTOOOOpoTa  Kak  COCTaBHBIC
nenonpou3BoacTBa. OCHOBHBIE ATAbl pabOTHl ¢ JOKYMEHTHBIMH (JOPMaMH, COAEpIKaHHe
Y XapaKTeprCTHKA.

OcuoBusie Tepmunbl ¥ noHsaTHs JJOY (T'OCT P 51141 «/lenonpou3BoACTBO U apXUBHOE
Jeno. TepMHUHBI ¥ ONpeieneHUsI»).

KOMMYHUKATHUBHEIC,

TpeboBanus k co-
CTaBJICHHIO U

0 OpPMIIEHUIO TIPO-
(heccroHaNBHOH J10-
KyMEHTaIH!

YauduuuposanHas cucteMa OpraHu3aluOHHO-pacopsAnTebHON JoKyMeHTaun (Y C
OP/]): cocraB, Ha3HaYCHHE, pACIIPOCTPaHEHNE.

HopmartuBHO-MeToauueckas 6a3a qenonpou3BoACTBa. McTopust pa3BUTUs yHUPHUKALUT U
CTaHJapTU3aLUH YIIPaBICHUYECKUX JOKYMEHTOB B Poccuu.

I'OCT P 6.30 xak ocHOBa CO3AaHUS OPTaHNU3AINOHHO-PACTIOPSIAUTENHHOTO JOKYMEHTA.
Dopmyisip-o0pasel - MOAEIb OCTPOCHUS YHU(PHULIIUPOBAHHOTO JOKYMEHTA.

OOmue TpeOoBaHMs, TNpeabsBIsieMble K O(GOpPMIIEHHIO  CITy>KeOHOTrO JOKyMEHTa
(popmaTsl, pazmepsl MoNeH, MOCTPOCHNE KOHCTPYKIIMOHHON CETKH.

PexBu3ut — nHGOPMAIMOHHBIA 37eMEeHT JokyMeHTa. CocTaB, pacloyioKeHne, paBuia
O(I)OpMJ]CHI/Iﬂ. PexBu3uTHI MEPEMEHHBIC, ITIOCTOAHHBIC, OCHOBHBLIC 1 CJ'Iy)Ke6HbI€ OTMCTKH.
CrnyxeOHble 0OTMETKH. CBS3b PEKBH3HTOB C 3TallaMy JeTONPON3BOCTBEHHBIX Pa0OT.

CoBpeMEHHBIE CHIO-
cOOBI M TEXHUKA
CO3/aHUA JOKYMEH-
TOB

KommbroTepHBIE TEXHOIIOTHH [1e0BOM mepenucku. Kpatkwii 0030p TporpamMMHOTO
o0ecrieyeHuns IepCcOHAILHOTO KOMIIbIoTepa. OCHOBHBIE METOBI (POPMATHPOBAHUSI TEKCTA.
ATtpubyTtel odopmiieHus Tekcta. OdopmicHue ad3alen, pyOpHUK, 3arojOBKOB,
MpUMEYaHHid, CHOCOK. TaOmuIbI.

Cocrapnenue OP/]

Knaccudurkarnus nokymentoB B cocraBe YC OPJI: 10KyMEHTBI OpraHM3allMOHHBIC,
pacrnopsuTeNbHbIE, CIIPaBOYHO-WH(OPMAITMOHHBIE, OQUIIHATBHO-TUYHEIE.

brnankun moxymeHToB. Buibl, cocTaB pekBU3WTOB, mpaBwia odopmieHus. ['epOoBbie
OnaHKU: TpeOOBaHUS K M3TOTOBICHHUIO, XPAHEHUIO, UCTIONB30BAHUIO M YHUUYTOKEHHIO.
JloroBopa, KOHTPaKThI: Pa3HOBUIHOCTH, COCTaB PEKBU3UTOB, OCHOBHBIE TpeOOBaHUS K
0o OopMIICHHIO.

[Mpukasbl: 0COOEHHOCTH COCTaBICHUS U 0popMIIEHUS, Pa3HOBUIHOCTH MprKa3oB. CocTas
PEKBU3UTOB, OCHOBHBIE TpeOOBaHUS K OQOPMIICHHUIO, OCOOCHHOCTH TOCTPOSHHUS,
BHU3HMpOBaHKE. Y HU(PHIIPOBaHHBIE ()OPMBI ITPUKA30B IO KAIPOBBIM BOIIPOCAM.
CrpaBouHO-UH(GOPMAIIMOHHBIE JOKYMEHTBI: CIIy)KEOHBIE 3allUCKH, aKThI, CIIPABKH.
Knaccudukaruu, GopMyssipbl, 0COOCHHOCTH MOCTPOCHUS TEKCTA.

OcHoBHBIE BHIBI OOpamieHuid (kanmoba, TpeioKeHHe, 3asBICHHE, XOIaTalCTBO,
neturys). DopMyIsapel, 0COOEHHOCTH MMOCTPOCHUS TEKCTA.

JlenoBeIe IMchMa

JlenoBoii MUCBMO KaK CpPEACTBO MH(YOPMAIMOHHOTO OOMEHa MEXAYy OpraHW3aIlisIMU.
Knaccudukanms nucem. JlenoBoe mucbMo B YCIOBUAX YHH(DUKALUK (CTPYKTYpa TEKCTa,
CTaHJapTHBIE (Pa3bl U BEIPAKECHHUS).

Qopmymsap nucbMa. OCOOEHHOCTH TIOCTPOCHHSI TPOCTBHIX M CIOXKHBIX TEKCTOB.
Kommepueckue nuckMa (odepTa, pexiiamarvs U Ip.); BUIbI 1 0COOEHHOCTH 0QOPMIICHNSI.




Koppecnonnennus,
CBsI3aHHAsl C IPOBe-
JIEHUEM TIepHOIYe-
CKHUX MEPOINPHUATUI

[Mucema-nipuriamesusi, TICbMa-U3BEIICHNS: CTPYKTYpa, OCOOCHHOCTH IOCTPOCHHUS TEK-
CTa, CTaHIapTHHIC (hpa3bl U BeIpaxkeHHs. [IpOTOKON Kak JOKYMEHT, COJCpKAIUi 3aIHch
x0J1a 00CY>KIeHHSI BOIIPOCOB M MPUHATHS PEUICHUH Ha COOpaHUsIX, 3aCEIaHMsIX, AETOBBIX
BcTpeuax. Bumel mportokonoB. @opmymsip mportokoia. CtpykTrypa Tekcra. OCHOBHBIC
TpeOoBaHUs K 0()OPMIICHHUIO IPOTOKOIIA. BhIMKCcka U3 MpOTOKOIIA.

TenerpaMma, Tenekc, 3MEKTPOHHOE coollIeHne, TeneoHOrpaMMa Kak CpeAcTBa orepa-
THBHOTO MH()OPMAIIMOHHOTO O0OMEHa MEX Ty OpraHU3aIHsIMH.

Kommepueckas ne-
pemnucka c 3apyoex-
HBIMH TIAPTHEPAMHU

Crangaptet UICO Ha odopmiienne mepenwcku. dopmarsl Oymaru, NMpOEKTHPOBaHUE
OyiaHkOB. MexayHapoaHble TNUChbMa. BuIb U OCOOCHHOCTH TMOCTPOCHUS
MEXKYHAPOIHBIX MTHCEeM. PEKBH3HUTHI MEKIYHAPOJIHOTO MUCHMA.

Opranuszamnus J10Ky-
oobopora

ITonsTe noxkyMeHTOOO0OpoTa. OCHOBHBIE ITAIlbl: PETMCTPAalUs BXOISIIUX TOKYMEHTOB,
paccMOTpEeHUE U MPUHATHE PELIEHUs; UCIIOIHEHNE, KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB,
¢dbopmupoBaHue AeIl.

HomeHnkiaTypa nen kak CUCTEMaTU3UpPOBAaHHBIN NepeyeHb HAMMEHOBAaHUM JEll, ¢ yKasa-
HHEM CPOKOB UX XpaHeHus. Buabl HOMEHKIaTyp, oopmieHHEe, IEPUOJIUYHOCTh BHECE-
HUSI U3MEHEHUM.

OKcnepTu3a LEeHHOCTH TOKYMEHTOB, IIOJATOTOBKA JIeJ K apXUBHOMY XPAaHEHHIO.

3akoH «O KOMMepYECKOH TaifHe», ero 3HaUYeHNUE W OCHOBHBIC TOJIOKeHHS. MHpopMariys,
OTHOCHMasI K pa3psily «KOMMepUecKoi TaiHbl». MHpopMalus, KkoTopas He MOXKeET OBITh
OTHECEHA K pa3psaay «KKOMMEPUYECKON TalHbD».

KonduaenuunansHoe OeI0ONPOU3BOACTBO KaK OCHOBA 00ECIICUEHUs aI€KBATHBIX YCIOBHUM
UL TOKyMeHTHpoBaHHuA WH(opmaruu. [IpaBuna ompeneneHus Kpyra JIUI, UMEIOLINX
JOCTYI K MH(pOpMAIHHU, cCoiepKalleil «kkoMMepUyecKyto TaliHy». [ pudsl, ncnonb3yemble
npu pabdore ¢ HokyMeHTamMHu. OTBETCTBEHHOCTb 33 HapyLICHHE MpPaBUi pabOTHI ¢ JOKY-
MEHTaMH, COACPIKAIUMHU KOHPHUICHINAIBHBIC CBEACHUS.

TexHonorust paboTel ¢ oOpamieHusIMH rpaxaad. Perucrpanus, yuer. KoHTponb cpokos
ucnonHeHus obpamenuii. OdopmileHHe JeNl MICBMEHHBIX oOpalieHuil rpaxkaad. [1pasu-
Jla ydeTa yCTHBIX 00paIieHHH.

Cooepircanue npakmuyecKux 3aHamuil

HaumenoBanue pazgena,
TeM AUCHUIINHBI

Coaep:xkanue

Hoxyment wu cucreMbl J0- | 1. JTokyMmeHT, ero ocHOBHBIE QpyHKIMH. Kiaccuukaiuu 10KyMEHTOB.

kyMmeHTauuu. Ilonsarue

JIOTIPOU3BOACTBA.

Ae- | 2. Henonpoussoactso (JJOV); ero Mecto u 3HaYMMOCTh B IPO(ECCHOHATHLHOM
JIeATeIbHOCTH.

3. JIOKYMEHT KaK MpeAMET JETONPOU3BOICTBA.

4. YuuduuupoBaHHble CUCTEMBI JJOKYMEHTALUH.

5. OcHoBuble TepMuHbl 1 noHsTHs JIOY.

YnpasneHdyeckas JOKyMeH- | 1, YHuduimpoBaHHas cCUCTeMa OPTaHWU3alMOHHO-PACTIOPSIIUTENBHON JTOKYMEH-TAIUN

Tanus:  TpeboBaHMA
CTaBJICHUIO
1 0(hOpMIICHUIO

K co- | (YCOP).

2. HopmaruBHO-MeTOAMYECKas 6a3a JeT0ONpPOM3BOICTBA.

3. PasBuTue yHU(DUKAIMK U CTaHAAPTU3ALMHU YIIPABIEHYECKMX JOKYMEHTOB B
Poccuu.

4. TOCT P 6.30 kak OCHOBa CO3JaHHsI OPraHHU3AIMOHHO-PACTIOPIAUTEILHOTO
JIOKyMEHTA.

5. ®opmynsap-o6pasen - MOAENb TOCTPOEHHUS YHUPHUIMPOBAHHOTO JOKYMEHTA.

6. O0wue TpeGoBanus, NPeAbABIAEMbIE K ODOPMIIEHUIO CIIY)KEOGHOIO JOKYMEH-TA
((popmartsl, pa3zMepsl MoJieH, MOCTPOCHUE KOHCTPYKITHOHHON CETKH).

7. PexBusuT — UHGOPMALMOHHBIH dJ1eMeHT JoKyMeHTa. COCTaB, pacIoIoKeHH e,
mpaBuia 0POPMIICHHS.

8. PexBU3UTHI TNIECPEMEHHBIC, ITOCTOAHHBIC; OCHOBHBIC U cnymeGHHe OTMETKHU.

Cospemennbple  crnocoObl M | 1, KoMIbIOTEpHBIE TEXHOIOTHH IEI0BON HEPEMHUCKH.

TCXHHUKa CO3aaHuA
MCHTOB

AOKY- | 2. OCHOBHBIE METOAB! (HOPMATHPOBAHUS TEKCTA.

3. AtpubyTs opopmienus tekcta. OdopmieHne ad3anes, pyOpHUK, 3aT0J0BKOB,
NIPUMEYAHUM, CHOCOK.

4. Tabuuupl 1 6ubIMorpaduUecKue ONUCAHUSL.




Ne | HaummeHoBaHue pazaeJia,
TeM AUCHUIIJIMHBI Conepanue
4 | Cocrasnenue u opopmienue | 1. Knaccuduxanus qokymenToB B coctae YC OP/l: Ha3HaueHUE U BUBL.
OpraHu3anMOHHBIX, PACIIO- 2. brnianku 1oKyMeHTOB. Bubl.
PA/IMTENBHBIX M OQUIMATE- | 3 TToropopa, KOHTPAKTEI, OCHOBHBIE TPEGOBAHHS K OQOPMICHHIO.
HOZIHHBIX JIOKYMCHTOB 4. Ipukasz, popmynsap, 0coOOEHHOCTH TOKYMEHTHPOBAHHSI.
5. [Ipuka3sbl 110 KaZAPOBEIM BOIIPOCAM.
6. Ocobennoct  ohOpMIIEHHST CIPaBOYHO-MH(OOPMAIIMOHHBIX JIOKYMEHTOB:
(ciry>xe0HBIX 3aIHCOK, aKTOB, CIIPABOK).
7. Obpatenus rpaxaad (-kanoda, mpeuIokeHue, 3asiBICHIE, X0AaTalCTBO).
8. OcHOBHBIE OpraHNU3aIOHHBIE JOKYMEHTHI.
5 | JenoBbie 1 KOMMEpUYECKHE 1. CnyxebHOE TUCHMO KaK CPeACTBO MH(GOPMAIMOHHOTO OOMEHA MEXIy Opra-
nucbma HU3ALUSMU.
2. Knaccudukanmm cinykeOHbIX THCEM.
3. ®opmyisip cimyxxebHOro miucbMa. OcOOEHHOCTH TIOCTPOCHUS MPOCTHIX U
CJIO’KHBIX TEKCTOB.
4. JlenoBoe MUCHMO B YCIIOBHAX YHH(DHMKAIMK (CTPYKTYypa TEKCTa, CTaHAAPTHBIC
(hpassl U BEIpaKEHUS).
5. Kommepueckue nucbMa (odepra, pekiamanyisi U Jp.); BUIbI U OCOOCHHOCTH
odopmIICHUSI.
6 | Koppecnonnenuus, cBszan- | 1. [Iporoxomn, popmymsip mpoTokona. CTpyKTypa TeKcTa.
Has ¢ MPOBEACHUCM TICPHO- | 2. Bunabl NpoTOKOJI0B. OCHOBHBIC TpeOOBaHUS K OOPMIICHHIO.
JIYECKHX MEPOTPUATHH 3. Boinmucka u3 npoToKoa.
4, HI/ICI)Ma'HpI/IFJ]aIHCHI/Iﬂ, IMUCbMa-uU3BCIICHUA.
5. Tenerpamma, Tenekc, TeaeoOHOTpaMMa, IIIEKTPOHHOE COOOIIEHUE — KaK
CpEeICTBa ONepaTUBHOTO HHPOPMAIIMOHHOTO OOMEHa.
7 | IlpaBuna u popmsl kommep- | 1.Crangaptet UCO Ha odopmiieHHE TIEPETTUCKH.
YECKOM NEPETHCKH C 3apy- 2. ®opmatsl Oymaru, NpoeKTUPOBaHKE OJaHKOB ISl MEKIYHAPOIHBIX ITHCEM.
OesHBIMU NapTHEPaMH 3.MesxtyHapO IHbIE TTMChbMA. BUIbI M PEKBU3HTEL
8 | Opranuszauus JOKyMEHTO- 1. Ilonsitue nokyMeHTo000poTa. OCHOBHBIE 3TAIbl, UX XapaKTEPUCTHKA.

obopora

2. Homenknatypa aen. Buapl HomeHKIaTYp.

3. DKcnepTu3a MEHHOCTH JOKYMEHTOB, MOJTOTOBKA el K apXHBHOMY XpaHe-
HHIO.

4. 3akoH «O KOMMepUYECKO TaliHe», ero 3HaYeHHEe U OCHOBHBIE MOJIOKEHUSI.

5. [IpaBuia opranuzanuu KOHGUICHIIMATHHOTO JIEITOMPON3BOJICTBA.

6. TexHosorus paboThI ¢ OOPAICHUSIMH TPAXKJIaH.

4 Tlopsiiok OLEHMBAHUA YCIIEBAEMOCTH U

chopMHUPOBAHHOCTH

KOMIIETEHIIMH 00y4arouerocsi B TeKylei U MpoOMeKyTOYHOM aTTeCTALUM.
I[J'ISI MOJIOKUTEIbHOM OIICHKHU IO pC3yJjibTaTaM OCBOCHUA JUCHUIIIINHBI 06yqa101ueMyc;1 HGOGXOIII/IMO
BBITIOJIHUTHh BCE€ YCTAaHOBJICHHBIC BUJBI y4eOHOU paboThl. OlieHKa pe3ybTaTOB pabOThl OOYYArOIIEToCs B
Oamnax (Mo BUAaM) MpHUBeAeHA B TabmuIe S.

Tabnuua 5 - banabHO-peHTHHIOBAas OLIEHKA Pe3yJIbTaTOB yueOHoU paboThl oOyyaromuxcs o BujaaM (bPC)

VYuebnas padora | Cymma Buns! u pe3synabTaTs OneHka B aTTecTaluu bannst
(BB 6aIoB yueOHOH paboThI (16 Henmennb)
Texywan yueonaa paboma ODO
oDvO 60 Jlekunonnsie 3ansatust (8 |0,5 6amaaa mocemenne 1 JTEKIIMOHHOTO 3aHATHS 1-4
Texymas yueOnast| (100% |3amsiTHiA)




VYyebnas pabora | Cymma Bub! 1 pe3ynbTaTe OrneHka B aTTecTalu Bast
(BUIBI) OaioB y4aeOHOM paboThI (16 Henenn)
Texywian yueonas paboma O®O
pabota B cemectpe| /6amioB |[IpakTuueckue  3amsaTus|0,5 6amna - mocemieHHe | MPAKTHYECKOTO 3aHs- 6-12
(nocemenue 3aHsA-| npuse- (12 3aHsTHiD). THSL ¥ BBINOJTHEHUE paboThl Ha 51-65%
THH IO pacluca-| JCHHOU 1 6ana — nocemenne 1 3aHATHA U CYIIECTBEHHBIN
HUIO W BBITNOJIHE-| IIIKAJIBI) BKJIaJl Ha 3aHATHH B paboTy Bceil TpymIbl, camo-
HUE 3aTaHUN) CTOSATCIPHOCTh M BBIMOJNHCHHE paboThl Ha 85,1-
100%
WnnuBunyansHoe 3ama-|3a ogno U3 ot 4 1o 8: 32-64
uue (8 3amanuii) 4 6anaa (BemoiHeHo 51 - 65% 3amanuii)
6 6ansoB (BbINONIHEHO 66 - 85% 3ananuii)
8 6annoB (BemonHeHO 86 - 100% 3amanuii)
Htorosslii Tect 12 6annos (51 - 65% npaBUIBHBIX OTBETOB) 12-20
17 6annoB (66 - 84% npaBUIBHBIX OTBETOB)
20 6asstoB (85 - 100% mpaBHIBHBIX OTBETOB)
Texkywasn yueonas paooma 300 u 0300
3®0 u 03dO|60 KoHCIeKTsl TeM, BBIHO-|2 6aJjljia 32 YaCTUIHOE PACKPHITHE TEMBI 12-24
Tekymas yueOHas (100% CHUMBIX Ha CaMOCTOATEIb-|3 ajiia 3a 0oJice MOJHOES PACKPHITHAEC TEMBI
pabora B cemecTpe|/0amoB  |HOe M3yuyeHue- 6 Tem 4 6as1a 3a MOJHOE PACKPBITUE TEMBI
(BbIIONHEHHE ca- |MpHUBe-  |(DYKOMHMCHBIE).
MOCTOsITeNbHBIX ~ |J€HHOH  |KoHTponbHas paGora mo |3a ogHo 3aganue ot 3 10 7: 24-56
KOHCIIEKTOB, KOH- |IIKaJbl) |Kypcy - 8 3amanuit 3 6ass1a (BBITOJHEHO YACTUYHO C OLIHMOKAMH)
TPOJIBHOM PabOTHI 5 6a110B (BBIMOJIHEHO C HEAOUYSTaMHM)
1 TeCTa) 7 6aJ110B (BBITIOJIHEHO MOJHOCTHIO BEPHO)
Uroroseiii Tect (30 Bo- |5-9 6anna (51 - 65% mpaBUIIbHBIX OTBETOB) 15-20
TIPOCOB) 10-15 6annoB (66 - 84% npaBHIBHBIX OTBETOB)
16-20 6anaos (85 - 100% npaBUIIbHBIX OTBETOB)
HToro mo Tekyuieii padote B cemecTpe 51-100
Hpomeofcymo'ma}l ammecmauun
IIpomexxytounas |40 Bompoc 1. 5 6ans10B (TOpPOTrOBOE 3HAYCHNE) 5-10
artecramua  (3a-|(100% 10 6ans0B (MakcHMaabHOE 3HAUCHHE)
4er) /6amnoB  |Bompoc 2. 5 6asoB (IOpOroBoe 3HAYEHMHE) 5-10
TpuBe- 10 6annoB (MakcUMalbHOE 3HAYCHHE)
NeHHOH  |Brimosnenue 3aganus 1. |4 6ajaa (IOporoBoe 3HaYEHHE) 4-8
TITKAJTBI) 8 6a10B (MakcMaabHOE 3HAYCHHE)
Brinonaenue 3aauus 2. (6 6aJUI0B (IOPOrOBOE 3HAUCHHE) 6-12
12 6anoB (MakcuMaabHOE 3HAUCHHE)
HToro mo mpomMe:KyToUHOIi aTTecTanuu (3a4eT) 20-40
CymMapHasi oneHka no gucuuminae: CymMma 0aiuioB TeKyIIeH U MPOMEKYTOYHOM aTTecTaliu 51 -100 6.

HToroBas olieHKa BBICTABISETCS B BEAOMOCTh COIJIaCHO cJIeayromemMy rnpaBuiry (Ta6n1/1ua 6)

Tabnuma 6. OrieHKa ypoBHS OCBOEHUS TUCIUIUIMHBI U CPOPMUPOBAHHOCTH KOMIETECHIIUN B MPOMeE-
JKYTOYHOM aTTECTalluH

Kpurepuu onleHMBaHAST KOMIIETEHIIHH YpoBHu  ocBoOe- Hrorosas OueHka o

HUSA JAUCLHUILIU- OLICHKA 100-
Hbl  copmupo- 0aJlJILHOM
BAaHHOCTH KOM- mIKaJjie
NeTCHINUN

OO0yuaronuiicst He BIaJIeeT TEOPETUIECKUMHI OCHOBAMH JIHUCIIH- HepBBIﬁ HEY/I0BJIETBOPU- Menee 51

IUIMHBI ¥ HAYYHOM  TEPMHUHOJOTHEH, JEMOHCTPHPYET TeNLHO Gamia

OTPBLIBOYHBIC 3HAHHUS, HE CHOCOOCH peIlaTh MPAKTHYCCKUE

npod)eCCHOHABHBIC 3aJa4yM, OMyCKaeT MHOMKCCTBEHHBIC

CyINIECTBEHHBIC ~ OIMMOKM B OTBETaX, HE  yMeeT

HMHTEPIPETUPOBATH PE3yIbTAThI U JICIATh BBIBO-/IbL.




OOyuaronuiics BaieeT YaCTHYHO TEOPETUUECKIMHU OCHOBAMU
JUCLUIUIMHBL M HAYYHOW TEPMHUHOJIOTHEH, (QparMeHTapHO
CITOCO- O€H pelaTh NpakTHIeckre MpodecCuoHaIbHBIC 3a1a4H,
JIOMTYCKAeT HECKOJBKO CYIICCTBCHHBIX OINUOOK PEIICHUSX,
MOJKET YaCTHYHO HHTEPIPETUPOBATH ITOJTyUCHHBIC PE3YJIbTATHI,
JIOITYCKAeT ONTMOKKB BBIBOJAX.

MMOPOTOBBIN

YIOBJIETBOPH-
TEJIBHO

51-65

OOyuaromuiicss  BiaJeeT  TEOPETUUYECKHMMH  OCHOBAMH
JUCHUIUIMHBI U HAyYHOH TEPMUHOJIOTHEN, IPaMOTHO H3Jaraer
MaTepual, CII0CO- OeH pemaTb MPaKTUYECKHe
npodeccHoHaNbHBIE 33Ja4yd, HO JONyC- KaeT OT/eJbHbIC
HECYIIECTBCHHBIC OIINOKN B MHTEPIIPETALUH pe- 3yJIbTaTOB U
BBIBOJIAX.

OBBIIIEHHBIN

Xopomuio

66-85

OOyuwaronmuiicss B TONHOW Mepe BIaIeeT TEOPETHUECKUMH
OCHOBa- MM JAUCLHUIUIMHBI M HAayYHOW TEPMHUHOJIOTHEH,
IPaMOTHO H3JIaracT MaTepHall, CIOCOOSH HILTIOCTPHUPOBATh
OoTBeT mHpHMepaMH, (axkra- MU, JaHHBIMH  HAYYHBIX
UCCIICIOBAHMH, IPUMEHATH TEOPETHYECKHE 3HAHUS UL
pelieHuss  MPAaKTHYECKHX  NPO(ECCHOHAIBHBIX  3ajad.
[IpaBMIBHO WHTEPHPETUPYET MONYYCHHBIC pE3YJIbTaTHl H
JiesiaeT 000CHOBAHHBIEC BBIBOJIBI.

MPOABUHYTHIN

O1inn4yHo

86-100

5 MarepuajbHO-TeXHHYECKOE, IPOrPAMMHOE U Y4eOHO-
MeToAnYecKoeoDecneYeHne JUCHUIIMHBI

5.1 YueOnas qureparypa
OcHoBHasi yueOHasi JIuTepaTypa
Ocnosnasa 1umepamypa

brikoBa T.A. JlokyMeHTanimoHHOE 0OecTieueH e yrpaBieHus (JeI0MPON3BOACTBO) : yued. mocodue
/ T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. — 2-e u3j., nepepa0. u norn. — M. : UHOPA-M,
2017— 304 <c. + J[lom. wmarepuanbl [DneKTpoHHBIA pecypc; Pexum  goctyma
http://www.znanium.com]. — (Bricmree oOpa3oBaHue:

bakanaspuar).
http://znanium.com/catalog.php?bookinfo=762591
Poroxwun, M. 10. [lenonpon3BoAcTBoO [DNEKTPOHHBIN pecypc]: Kypc lekuuii : yuebHoe mocobue /
M. 1O. PoroxuH. — DneKTpOoHHbIE TeKCTOBBIE NaHHbBIE. - MockBa ; bepnun : Jlupexkr-Menuna, 2014.
- 229c¢. — Pexxum poctymna: http://biblioclub.ru/index.php?page=book&id=253702

Jlonoanumensnan numepamypa

1.Poroxxun, M. HO. [lenompousBo/icTBO B KaJpOBOH Ciy»0Oe [DNeKTpOHHBIH pecypc| : ydeOHo-
npakTuaeckoe mocodue / M. FO. PoroxwuH. - 3-¢ u3 ., mepepald. u JA01. — DIEKTPOHHBIC TEKCTOBBIE
nanHele. - MockBa ; bepnun @ dupekr-Meama, 2014. - 783 c. — Pexum gocryna
http://biblioclub.ru/index.php?page=book&id=253703

Paznopoxubiit A. A. JIOKyMEHTHPOBaHUE YIIPABICHYECKOU JESTEIBHOCTH : yuel. mocobue / A.A.
Paznopoxusiit. — M. : UHOPA-M, 2017. — 304 c¢. — (Bricmee oOpa3oBanue: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

Kupcanosa, M. B. Kypc Kynsies , H. H. /lokymenroBenenue : yueouuk / H. H. Kynses, 1. H. Ypa-
7oB, A. I'. @abpuunos; mox pex. npod. H. H. KynseBa. — DiaekTpoHHbIE TEKCTOBbIE JaHHBIE. -
Mockga : Jloroc, 2012. - 352 ¢. - (HoBas yHmBepcuTeTcKas OmOimoreka). — Pexxum mocrymna :
http://znanium.com/bookread.php?book=469013

Ko3suna, E. C. [lenonpousBocTtBo [DeKTpOHHBIN pecypc] : yaeOHO-MeToanueckoe nocodue / E.
C. Ko3una. — DnekTpoHHbIE TEKCTOBBIE 1aHHbIE. - MockBa : [lupekr-Meaua, 2013. - 27 ¢. — Pexum
no- cryma : http://biblioclub.ru/index.php?page=book&id=141469

AmnppeeBa, B. 1. Jlenonpou3BoAcTBO: OpraHu3alys U BeJeHHe: yueOHO-TIpakTH4YecKoe mocooue /
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http://www.znanium.com/
http://znanium.com/catalog.php?bookinfo=762591
http://biblioclub.ru/index.php?page=book&id=253702
http://biblioclub.ru/index.php?page=book&id=253703
http://znanium.com/catalog.php?bookinfo=854774
http://znanium.com/bookread.php?book=469013
http://biblioclub.ru/index.php?page=book&id=141469

B. U. Aunpeesa. - U3nanue 2-e, nepepaborannoe u gonoirenHoe. - M.: Knopyc, 2007. - 248 c. -
I'pud YMI] "PexomenaoBaHo". — TEKCT HETIOCPEACTBECHHBIM.

6. bacakoB, M. U. CoBpemMeHHOE MEIONPOU3BOACTBO (JIOKyMEHTAIlMOHHOE obOecreueHue
yrpasienus): yaeonoe mocodue / M. U. Bacakos. - Pocros-na-/{ony : ®enunkc, 2007. - 480 c. -
(CripaBOYHHUK).

7. Henosble muchMa u E-mail : YueOHo-npaktuueckoe nmocoodue / C. JI. Morunesckuii. - M. : IIpo-

cnekT, 2004. — 88 ¢. — TeKCT HeMOCPEACTBEHHBIH.

5.2 MaTepuajibHO-TEXHHYECKOE 1 IPOrPaMMHOeE o0ecriedeHue

AUCHUILINHBI

YueOHble 3aHATHUS MO AUCHHUILTMHE TPoBosATCs B yueOHbIX ayauTopusx KI'TIN Keml'V:

HaumenoBanue y4eOHbIX
IPEMETOB, KYpCOB, IHCIIH-
IIMH (MOJyJIeH), TPaKTHUKH,
UHBIX BUJOB Y4eOHOHN ned-
TEJIBHOCTH, MPELYyCMOTPEH-
HBIX y4eOHBIM IUIAHOM 00pa-
30BaTeNbHON MPOrPaMMBbI

HaumenoBanue nmoMemeHu s
MPOBEJICHUSI BCEX BHIIOB yuel-
HON JEATENBHOCTH, TMPEIyCMOT-
pPEHHOU Y4eOHBIM TJIAHOM, B TOM
YycJIe MOMEIIEHHUS JIs1 CaMOCTO-
ATEJIbHOW paboThl, ¢ yKa3aHUEM
MepeyHsi OCHOBHOTO 000pyJ0Ba-
HUS, Y4YEOHO-HAIISIIHBIX I10CO-

Anpec  (MeCTONOJIOKEHUE)
MOMEIIEHUH U1 MPOBEACHUS
BCEX BHJIOB Y4eOHOU nes-
TEIbHOCTH, MPETyCMOTpPEH-
HOW y4YeOHBIM IUTAaHOM (B
cllydyae peanu3ainuu oopaso-
BaTEJIbHON IIPOrpaMMBbl B Ce-
TEBO (opme TOMOTHUTEIb-

OMii ¥ HCHOJB3YEeMOTOo TMpO- | HO YKa3bIBacTCs HaMMEHOBa-
IPaMMHOTO 00€CIIeUCHUs HHUE OpraHu3aliH, ¢ KOTOPOU
3aKJII0UYEH JOTOBOP)
JIOKyMeHTHpOBaHUE po- 607 VYwuebnas aynmurtopus | 654079, Kemeposckas 00-

(1)CCCI/IOHaJIbHOI>'I ACATCIIBHO-
CTH

JUTSL IPOBEJICHUSI:
- 3aHATUH JEKIMOHHOTO TH-
mna,
- 3aHATUM CEMHHAPCKOIO
(IpaKTUYECKOTO) THIIA.
Crneunanu3upoBaHHas
(yueOHasi) MeOenb: qocka Meno-
Basi, CTOJIBI, CTYJIBSI.
O6opynoBanue AJsl Mpe3eH-

Tauu ~ yd4eOHOro  marepua-
Ja:epEeHOCHoe - HOYTOYK,
9KpaH, MPOEKTOP.

Hcnone3dyemoe mporpamm-

Hoe obOecrieuenne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJIMIIEH3MOHHOMY J10-
ropopy Ne 1212/KMP  or
12.12.2018 r. no 12.12.2021 r.),
LibreOffice (cBoboaHo pacmpo-
crpansemoe [10), FoxitReader
(cBOOOHO  pacmpocTpaHseMoe
I10), Firefox 14 (cBoGoaHO pac-
IIPOCTPAHAEMOE I10), Sn-
nekc.bpaysep  (oTedecTBeHHOE
CBOOOJTHO  pacrmpocTpaHsieMoe
[10).

HNuTtepueT ¢ obecrieueHnem 10-
cryna B OUOC.

nacth, T. HOBOKy3HeIK, Mp-KT
Meramnypros, 1. 19
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502 KoMIbloTepHBIN Ki1acc

VYyebnas ayautopus (Myib-
TUMEIUIHAS) AJI IPOBEACHMUS:

- 3aHATUH CEMUHApPCKOTo
(MpaKkTUYECKOr0) TUIA;

- TPYNIOBBIX U UHAUBHUIY-
aJIbHBIX KOHCYJIbTALIHI;

- TEKYyLIEro KOHTpOJIA U

654079, KemepoBckas 00-
nacTh, T. HOBOKy3HeIK, p-KT
Meramnypros, 1. 19
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MPOMEKYTOYHOU aTTECTAIIHH.

CrnennanusupoBaHHas
(yueOnas1) MeOemb: J0CKa MeJo-
Bas, CTOJIBI KOMIIBIOTCPHBIC,
CTYJIbSL.

O6opynoBanue aJisi MPe3eH-
TalMK ~ y4eOHOro  MaTepuala:
CTallMOHAPHOE -KOMITBIOTED,
9KpaH, MPOEKTOP, HAYIITHUKH.

O6opynoBaHue: CTalMoOHAp-
HOE — KOMIBIOTEpHI i 00yd4a-
foruxcs (16 m.).

Hcnonp3zyemoe  mporpamm-
Hoe oOecrieyenne: MS Windows
(Microsoft Imagine Premium 3
year Mo CyOJIMIIEH3HOHHOMY J10-
ropopy Ne 1212/KMP ot
12.12.2018 r. no 12.12.2021 r.),
LibreOffice (cBoGoano pacmpo-
crpansemoe [10), FoxitReader
(cBOOOAHO  pacmpoCTpaHIEMOE
[10), Firefox 14 (cBobomHO pac-
NpOCTpaHsAeMOe [10), Su-
nekc.bpaysep  (oTedecTBeHHOE
CBOOOJTHO  pacHpoCTpaHIEeMOe
I10).

5.3 CoBpeMeHnHble npodeccHOHANbHbIe  0a3bl  JaHHBIX H
HHGpOpPMAIMOHHBIE CIIPABOYHbIE CHCTEMBI

1. Koncynprantllintoc [DnekTpoHHBIN pecypc] : KOMII. cipaB. nmpaBoBas cucrema / komnanus «KoH-
cyneranTllmrocy. — DnektpoH. nporp. — [MockBa, 1997-2014] — Pexxum moctyma: http://base.consultant.ru,
CBOOOJIHBIN. — 3aril. ¢ KpaHa.

2. TAPAHT.PY [OnektponHslii pecypc] : mHpoOpManmoHHo-paBoBoi noptan / kommnanus OOO
"HIIIT "TAPAHT-CEPBUC". — Dnektpon. mporp. — [MockBa, 1997-2014] — Pexum pocryma:
http://www.garant.ru, ceo60oHbIi. — 3ariL. ¢ 3KpaHa.

6 Hnble cBeeHUs U (WIH) MaTEPUAJIbI.
6.1. IlpumMepHbIe TEMbI ¥ BAPUAHTHI MUCbMEHHbIX Y4eOHBIX padoT

CaMocrosTenbHas pa60Ta CTYACHTOB OCYHICCTBJIACTCA B CICAYIOIINUX (bopMax:
MMOATOTOBKA K MMPAKTUYCCKHUM 3aHATUSAM;

CaMOCTOSITENIbHOE N3YUYeHHE TeM JTUCHUIUIMHBI (3JEKTPOHHOE 00yUeHue);
MOJTrOTOBKA K TEKYIMM KOHTPOJIBHBIM MEPONPUATHAM (KOHTPOJIbHBIE pabOThI, TECTOBBIE OIIPOCHI);

YV VYV

BBIMIOJTHEHHE TOMAITHUX WHIUBUAYAIbHBIX 3a/1aHUH - 8 3a71aHUi (B COOTBETCTBUU C TEMAaTUYECKUM
IUTAHOM),

A\

IOATOTOBKA aHAJIMTUYCCKUX 0630p0B M OTUYETOB IO 3aJaHHBIM TEMaM.
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Ipumepol unouguUOYAIbHBIX OMAMHUX 3A0AHUL
Tema 1. JlokyMeHT 1 cucTeMbl ToKyMeHTanuu. [ToHsTHE AeTonpon3BOACTRA.

Bonpocwi 013 ycmuozo onpoca:

1. late ompeneneHusl TEPMUHAM: JEJIONPOU3BOICTBO, JOKYMEHTAIIMOHHOE O0ECIeUYeHrEe YIpaBIICHUs,
JIOKYMEHTHPOBAaHHE, TOKYMEHTOOOOPOT, TOKYMEHT, CITy)KEOHBIH JTOKYMEHT, OpHUIIMATbHBIA TOKYMEHT, aB-
TOp JOKYMEHTa, 00beM JOKYMEHTO000pOTa.

2. Kak 1 Ha OCHOBaHMH KaKuX MPU3HAKOB KIACCUPHUIIUPYIOTCS TOKYMEHTHI:

— I10 CTaJUsIM CO3/IaHuUs;

— 110 CpOKaM XpaHEHHUS;

— 110 IOPUINYECKON CHUIIE;

— 110 BUJAM;

— 110 HAUMEHOBaHUSM BUJIOB?

3. Uem onpenensiercs 3HauuMocTh JIOY B A€SITEIBHOCTH IPEANPUITHIA, OPTaHU3aAIUi, YUPEKISHNH?

4. HazoBure nBe coctaBHblie yacTu JIOY u packpoiTe uX copeprkaHue.

5. Yro Takoe yHU(UKAIUS YIPABICHYECKUX TOKYMEHTOB?

6. [lepeuncanTsb cymiecTByIOUME YHUPUITUPOBAHHBIE CUCTEMbI IOKYMEHTALIUH.

7. Yto takoe OKY J1?

8. IlepeuncanTh OCHOBHBIC (PYHKITUH JOKYMEHTA.

Tema 2. TpeGoBaHMsI K COCTaBJICHUIO U OQPOPMIICHHUIO YIIPABICHUYECKON JOKYMEHTAIIHH.

Bonpocwl ona ycmnozo onpoca:

1. Cocras, Ha3zHauenue, pacnpoctpanenue Y COP/I.

2. [lonaTue 1 coCTaB HOPMATHUBHO-METOIUIECKOM 0a3bl IETONPON3BOJICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJATENbHbIE AKThl, HOPMAaTUBHBIE JOKYMEHTHI, JCUCTBYIOUINE B 001acTU
JIEJIONPOU3BO/ICTBA.

4. Kak pacumudposats nunaeke 'OCT P 6.30-2003?

5. Yro Takoe ¢popmymsip-o0pasel, 4TO BXOAMT B €T0 COCTaB?

6. Onucath obuue TpeOoBaHus, MPEAbIBIsEMbIe K ODOPMIIEHUIO CITY>KEOHOTO TOKyMeHTa (popmaTsl,
pa3Mepsl 1oJieH, MOCTPOEHUE KOHCTPYKIIMOHHOM CETKH).

7. J1aTh XapaKTePUCTUKY PEKBU3UTY KaK MH()OPMAIIMOHHOMY 3JIE€MEHTY JOKYMEHTA.

8. Kakue pekBH3UTHI OTHOCATCS K IOCTOSTHHBIM, TIOYeMYy?

9. Kakue pekBU3HUTHI OTHOCATCSA K TEPEMEHHBIM, Mouemy?

10. Ha xaxue rpymniisl JensTcs TepeMeHHbIE PEKBU3UTHI?

11. TlepeurcauTh TANbl JOKYMEHTUPOBAHHUSL.

12. Yro Takoe coriacoBanue?

13. Yro takoe yTBepxkaeHHE?

14. Kakue ciocoObl ya0CTOBEpEHHUsI JOKYMEHTOB CYIIECTBYIOT? B KakuXx ciiydasix UCHOJIb3YIOTCS pa3-
JMYHBIE CTIOCOOBI Y0CTOBEPEHUS?

15. Jlate ompeneneHus TepMuHaMm: (GopMyIsp-oopasen, Gpopmyssp JOKYMEHTa, PEKBU3UT, FOpUIUYE-
CKas cujia JOKYMEHTa, 00beM JI0KyMEHT0000pOTa, CIIy>KEOHBIH JOKYMEHT, O(UIIMATbHBINA TOKYMEHT.

16. CBsI3b pEKBU3UTOB C 3TAllaMU JICTIOMPOU3BOJICTBEHHBIX PadoT.

Ilpaxkmuyeckue 3a0anus:

1. Anamu3 crpykrypsl u cogepxxkanust TOCT P 6.30 -2003.

2. Arammu3 ¢opMyIsipa-oopasia.

3. ConocraBnieHue u aHaiau3 Gopmyisgpa-oOpasiia ¢ «peanbHbIM» T0KYMEHTOM.
4. BeigeneHne B IOKYMEHTE PEKBU3UTOB, aHAIM3 COCTaBa HH(OPMAITHH.

Tema 3. COBpeMeHHLIC CIIOCOOBI M TEXHUKA CO31aHus NOKYMCHTOB.

Bonpocwl ona ycmnozo onpoca:
1. HazoBuTe 0cHOBHBIE METOIBI (HOPMATHPOBAHUS TEKCTA.
2. OnmmmuTe ipaBmiIa opopMIICHHS ab3aIeB, pyOpHK, 3aroJI0BKOB, TPHMEUYaHHUI, CHOCOK.
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3. OnummuTe OCHOBHBIC YaCTH TAOJIHIIBI U TIPaBUIIA UX OPOpPMIICHUSI.
4. TlepeuncnuTe OCHOBHBIC TPEOOBaHMSI, MPEABIBIsIEMbIE K OMOIHOTpadU-4€CKUM OTTHCAHUSIM.

Ilpaxkmuueckue 3a0anus:
1. BuecTtu ucnpanieHus B TEKCT, UCIIOJIb3YsI KOPPEKTYPHbBIE 3HAKHU.
2. OtopmaTupoBaTh UCIPABICHHBINA TEKCT.

Tema 4. Cocrasnenue OPJI.

Bonpocwl ona ycmnozo onpoca:
1. Kakuie BUABI BXOJAT B COCTaB OPraHU3AlMOHHBIX, PACTIOPSIUTEIBHBIX U OQUIIUATBHO-INYHBIX J0-
KYMEHTOB.
. Kakue Bub1 671aHKOB periiaMeHTUpOBaHbl cTaHaapToM? CocTaBbTe HX (OPMYIISPHIL.
. [lepeuncianTh OCHOBHBIE BUIBI IOTOBOPOB M KOHTPAKTOB
. [lepeuncauTh OCHOBHBIE TPEOOBAHUS K O(OPMIICHHUIO IOTOBOPOB M KOHTPAKTOB.
Jatb onpenenenue npukasa.
Kakue yacTu TekcTa B IprUKa3e Mo OCHOBHOM JIESATEIILHOCTH ?
[lepeuncnuth BUIBI MPUKA30B MO KaJPOBBIM BOIIPOCAM.
. OcobennocTr opopMIIeHHS CIIPAaBOYHO-MH(POPMALIMOHHBIX JOKYMEHTOB.
. Kakue Buzb! ciry>keOHBIX 3aITUCOK CYIIECTBYIOT?
10. Yewm cimy>xeOHas 3aIMICKa OTIMYACTCS OT CIIPABKH?
11. Kakue yactu TeKcTa B aKTe?
12. B yeM 0COOCHHOCTH TOIMCAHUS aKTa?
13. lath onpeeneHus BUaaM OOpaleHuid rpask/IaH.

©oO~NOUTAWN

Ilpakmuueckue 3a0anusa:

1. CocraBuTh QopMyJIsip NPEAIOKEHHBIX 00pa30B OJIaHKOB, OIPEAEIUTH BU/L.
2. OLeHUTh COOTBETCTBHE «peaIbHOrO» OJIaHKa TpeOOBaHUSAM CTaHIApTa.

3. CKOHCTpYHPOBATh KOMILIEKT OJJAHKOB (DUPMBEI.

Tema 5. JlenoBsle mucprMa.

Bonpocwel ona ycmnozo onpoca:

. [lepeuncanTe cymecTBYOMME KIACCU(PUKAIUU CITYKEOHBIX MMHCEM.

. CocraBbTe hopMyIsp ciy:keOHOTO MUCHMA.

. Onummre 0cOOCHHOCTH MOCTPOeHUs mpoctoro (1-2 yacTu) TekcTa MUchMa.
Onummre 0COOEHHOCTH MOCTPOCHHUS CIIOKHOTO (3-4 4acTH) TEKCTa MUChMa.

. [lepeuncnure u mpuBeIUTE IPUMEPHI CIOCOOOB YHH(PHUKAIINH JIEITOBOTO MHCHMA.
. [lepeunciante BUIBI KOMMEPUECKHUX TTHUCEM.

. Uto Ttakoe odepTa, HA30BUTE OCOOEHHOCTH €€ 0(hOPMIICHHS.

. Uro Takoe pexyiamanus, Ha30BUTE OCOOCHHOCTH €€ 0OPMIICHHSL.

O~NOUTAWN

Ilpakmuueckue 3a0anus:

1. CocTaButh GopMyIsip NMUCbMa AJIs IPEI0AKEHHOTO o0pa3a.

2. Haiitu HeTouHOCTH B O()OPMIIEHUH NMHUCbMa, OPOPMUTH JOKYMEHT B COOTBETCTBHH C TPEOOBAHUSIMHU
CTaHJapTa.

3. CocraButh nucsMo npoctoe (1-2 yactu Tekcra)

4. CocTaBUTh TUCHMO CIIOKHOE (3-4 yacTh TEKCTa)

5. CocraBuTh ICEMO C TpadapeTHbIM TekcToM. Tema 6. KoppecnionaeHIus, CBsi3aHHAasE ¢ IPOBEICHUEM
NEPUOIUNYECKUX MEPOIIPUSATHI.

Tema 6. KoppecroneHus, cBs3anHas ¢ IPOBEICHUEM IEPUOTUICCKAX MEPOTIPUSTHIA.

Bonpocwl ona ycmnozo onpoca:
1. Yro Takoe npoTokos?
2. CocraBbTe (hOpMYJISIp TIPOTOKOJIA.
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. OnuumuTe CTpyKTypy TEKCTa IPOTOKOJIA.

. B 1em ocobenHOCTH TTOANMCaHUS IPOTOKOIA?

. Bunel npotokonoB. OcHOBHBIE TpeOOBaHUS K OPOPMIICHHIO.

. Kak oopmisiercst Beimucka u3 npoTokosa?

. Kak cTposiTcst TeKCThl mUChMa-MpUIIIAICHNs, TUChMa-U3BEIICHNUS?

. Kakue TpeGoBaHMs PebsIBIAIOTCS K TEKCTY TeJIerpaMMBbl U Tee(POHOrpaMMBbl?
. Kakue TpebGoBaHMs MPEeIbBIAIOTCS K TEKCTY 3JIEKTPOHHOTO COOOIIECHUS?

O©oo~NO Ol Ww

Ilpakmuueckue 3a0anus:

1. CoctaButh GOpMYIISIp «peaqbHOr0» MPOTOKOIA.

2. Haiitu HETOYHOCTH B 0()OPMIICHUH MMPOTOKOJIA, UCIPABUTH U OPOPMUTH JTIOKYMEHT.
3. Ha ocHOBaHuM MOJIHOTO MPOTOKOJIA OYOPMUTH KpATKUK POTOKOJ.

4. OhopMUTH BBIIMCKY U3 MIPOTOKOJIA.

5. ObopMHTh MHUCHMO-U3BEIIEHUE C 000OIIICHHBIM aJIPECaTOM.

Tema 7. KomMmepueckas nepenucka ¢ 3apy0eKHbIMU TapTHEPAMH.

Bonpocwl ona ycmnozo onpoca:

1. Kakue crangaptet UCO pernmamMeHTHPYIOT 0GOPMIICHHE ACIIOBOM MEPETTHCKU?
2. Kakue ¢popmaTsl OymMaru UCosib3yloTcs B MEXKIyHApOAHOH nepenucke?

3. Kak cipoexTrpoBaHbl OJIaHKHU 7151 MEXKTyHAPOIHBIX TTHCEM?

4. Bupl MEXTyHAPOIHBIX TTHCEM.

5. Ocobennoctr opopMIICHHST PEKBH3UTOB.

Ilpaxkmuueckue 3a0anus:
1. IlpoBecTu conocTaBUTENbHBIN aHAIN3 00PA3LI0B MEKIYHAPOIHOTO U POCCUICKOTO 1€JI0BOTr0 MUChMA.

Tema 8. Opranuzanus JOKyMEHTOO0O0pOTA.

Bonpocwt ona ycmuozo onpoca:

. [lepeuncnuTe OCHOBHBIE ATAIBI JOKYMEHTOOOOPOTA, ANTE UM OTIPEICICHUSI.

. Kakue TpeboBanus npebsBISIIOTCS K PETUCTPALMU BXOISAIINX JOKYMEHTOB?

. JaiiTe xapakTepuCTUKYy OpraHHU3alluy KOHTPOJISl UCTIONIHEHNS JJOKYMEHTOB.

. JaiiTe xapakTepuCTHKy OpraHu3aluu GOPpMUPOBAHUS JETI.

. Uro Takoe HOMeHKIaTypa aen? KakoBa mepuoIn4HOCTs BHECEHUS H3MEHEHHIT?

. [lepeuncante BUIbI HOMEHKIATYD.

. Kakas nadopmarus oTHOCUTCS K pa3psily «KKOMMEPUECKOi TaliHbI»?

. Kakast uadopmariiuisi He MOXKeET OBITh OTHECEHA K Pa3PsIIy «KKOMMEPUECKOUN TaltHbI»?
. Kak ocymectBasieTcst peructpaliys u ydaet oOpaiieHuit rpaxaan?

10. Kakwue CymecTBYIOT CPOKH HCIIOJTHEHUST 0OparieHni?

11. TIpaBuna yyera yCTHBIX OOpaIlleHUH.

Ilpakmuueckue 3a0anus:

1. [Ipoananu3upoBatk CiykeOHbIE OTMETKH Ha JOKYMEHTE.

2. Mo ciry>xeOHBIM OTMETKaM Ha JOKYMEHTE PEeKOHCTPYHPOBATh XPOHOJIOTHIO JOKYMEHTOO00POTA.

3. [IpoctaBuTh Ha JAOKYMEHTE PEKBU3HTHI, COOTBETCTBYIOIINE JEJIOMPOU3BOJCTBEHHBIM OIEpaIHsIM
(peructpalii BXOASILIET0 JOKYMEHTA, PAaCCMOTPEHHUIO W MPHUHSITHUIO PEHICHUS, KOHTPOIIO HCIOJIHEHMS,
HaIpaBJICHUIO B JIEJ0).

4. Ha mpuMepe HOMEHKIATYPHI JIeN MPOaHATM3UPOBATh MPUHIUI TPYIIUPOBKUA AT U yCTaHOBICHUS
CPOKOB XpaHEHUS JIe]l.

OO ~NOoO O WDN P

Ipumep mecma
1. ITpaBuia u OpraHU3aInio TOKYMEHTAIIMOHHOTO 00eCTIeueHUs YIIPaBICHUS Ha IPEANPUATAN yCTaHABIIH -

BAET:
- IIpaBuia BHYTpEHHEr0 pacnopsiika
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- Nuctpykuus o JOY
- YcraB npeanpusTus
2. HaGop pekBHU3UTOB O(QUIMATIHLHOIO MUCbMEHHOTO IOKYMEHTA, PACIIONIOKEHHBIX B ONPEIeIIEHHON TocIie-
JIOBATEIbHOCTH, HA3bIBACTCA:
- GopmynsIpoM TOKyMeHTa
- OJIaHKOM JIOKyMEHTa
- JIOKyMEHTOM
3. CpOoKOBBIi KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA OCYLLECTBIISACTCS:
- PYKOBOJUTEJIEM OpraHU3aluu
- cyxo6oii [I0Y
- MCIIOJHMUTEIIEM NTOPYUECHHUS
4. PexBU3UTOM, COAEpPKALIUICS TOJIBKO B MMCbMaX-0TBETaX, SBJISAETCS:
- azgpecar
- CCBUIKA HAa PETUCTPALlMOHHBIA HOMEP U JaTy AJOKyMEHTa
- OTMETKa O MOCTYIJIEHUH JOKYMEHTa B OpraHu3aluu
5. Ucnonuenue pe3oaonuy pyKOBOJUTENS HA IOKYMEHTE OCYILECTBIIAETCS:
- OTBETCTBEHHBIM HCIIOJHHUTEIEM, Ubs (PaMIIIUS YKa3bIBACTCS TIEPBOM B PE30ITIOIUU
- OTBETCTBEHHBIM MCIIOJHUTEIIEM COBMECTHO C COTPYIHUKAMM, YKa3aHHBIMU B JOKYMEHTE
- BCEMH HUCIIOJIHUTEISIMH, YKa3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOI'O UCIIOJIHUTENSA, KOTOPBIN
OCYILECTBIISIET KOHTPOJIUPYIOILYIO (GYHKIUIO
6. JIokyMeHT, B KOTOPOM BOCTIPOU3BOAMTCS peKBH3HT «[lonmucey 6e3 TMYHOM MoAnncH:
- BBIIIACKA U3 PACIOPSAUTENBHOIO JOKYMEHTA
- aKT
- IIPOTOKOJI 3acCeaHus
7. PacniopsiiuTenpHas 4acTh JOKYMEHTA, IPUHITOIO KOJIJIETHaIbHBIMUA OpraHaMy, HAUMHAETCS CO CJIOB!
- [IPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEHAVYIO)
- [IOCTAHOBJIAET (PELHAET)
8. Kommepueckuii TOKyMEHT, COJepKAIIIIA MPEIbsIBICHIE TPETEH3UH K CTOPOHE, HAPYIINUBIICH TPUHSATHIC
- Ha ce0s 10 KOHTPAKTY 00s3aTeabCTBA M TPEOOBAHUS BO3MEILEHHS YOBITKOB, Ha3bIBACTCS:
- MMCbMO-HAaIlOMUHAHUE
- TaPaHTUHUHOE MHUCHMO
- MMCbMO-PEKJIaMalus
9. Jlnst opraHmu3aIyii ¢ HeOOIBIIUM JOKYMEHTOOOOPOTOM YaIle BCEro MPUMEHSTCS ... (popma aemonpouns-
BOJICTBA:
- IIEHTpaJIU30BaHHAA
- CMelIaHHas
- JCLCHTPAIN30BaHHAs
10. JToxyMeHT, onpeAeIeHHbIH B TOJIKOBBIX CIOBApSAX PYyCCKOTO SI3bIKA KaK «IOKYMEHT C 3aIllUChI0 BCETO-
IPOUCXOJISIIETO Ha 3aC€AaHUN, COOpaHUN»:
- TIPOTOKOJI
- TIOCTaHOBJICHHE
- peleHue
11. TonHy!o 3amMCh BCETO X0/1a 3aCEAaHUS OTPAXKACT:
- TIOJIHBIM IPOTOKOJI
- KpaTKuil IPOTOKOJI
- cTeHorpaduyecKuil MpoTOKOII
12. TlpeaynpeauTeabHBII KOHTPOIB MPEINOJIaraeT:
- €KEJHEBHYIO INOATOTOBKY CBEICHMM O IOKYMEHTAX, CPOK MCIIOIIHEHNS KOTOPBIX UCTEKAET CETOAHS
- ©KEMEeCSYHOE WM €KEKBAapPTAJIbHOE COCTABIICHUE MEPEUHSI HEUCIIOJHEHHBIX IOKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHA NpeaypekaeHNne COTPYTHIUKA O HEOOXOJUMOCTH PELICHHS TOPYyUYEHHOTO
€My BoIlpoca
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13. HaumeHnoBaHue JOKYMEHTA, OAHUM U3 Pa3esioB KOToporo sBisiercs «[IpeamOymay:
- JIOJKHOCTHAS MHCTPYKLUS
- JIOTOBOP
- MICKOBOE 3asIBJICHUE
14. JTokyMeHT MO>KeT OBbITh TIOJMHMCAH MCIIOTHSIOMINM 00sI3aHHOCTH JOJDKHOCTHOTO JIMIA C:
- YKa3aHHueM ero (pakKTHUeCKOH T0JDKHOCTU U (haMIIuU
- TIPOCTABJICHUEM IPEIOTA «3a» WU HAIIMHUCH OT PYKH «3aM.)»
- MPOCTaBIIEHUEM KOCOH 4epThl Iepe]] HAUMEHOBAaHUEM JIOJKHOCTHU
15. PeructpanimoHHbI HOMEP JOKYMEHTA, COCTAaBJICHHOTO COBMECTHO JIBYMs U 0oJiee OpraHu3alusiMHy,
npeJcTaBisieT co0oil:
- PETrUCTpPAIMOHHBIA HOMEP JIOKyMEHTa OpraHu3alluy, YKa3aHHO! Ha OJlaHKe MepBOi
- perucTpanMoOHHbII HOMEP JOKYMEHTAa OPraHu3alliy, B KOTOPOH TOKYMEHT (DaKTHUECKU CO3/AaBaJICs
- perucTpanoHHbIC HOMEPA JOKYMEHTa KaKIO0H M3 OpraHu3aluii, IpoCTaBIIEMBIX Yepe3 KOCYIo Yep-
Ty B MOPSI/IKE YKa3aHUsI aBTOPOB B JJOKYMEHTE

TeMbI M 3a1aHNA KOHTPOJLHOKH PadoThl (111 3P0 n O3P0

KonTposbHas paboTa Ha 3209HOM OTICJICHMH COCTOUT B PEIICHUH 3a/1ad [0 TeMaM Kypca. Bapuan-
ThI 33/1a4 ¥ METOJIMYCCKHIE YKA3aHUS K UX BBIOJHEHHUIO PUBEACHBI B Memoouueckux yKa3anusx no 6binoJ-
HeHUI0 KOHMPOLHOU pabonvl no Qucyuniute «JoxymeHmuposanue npogpheccuoHanbHol 0esimeibHOCIuy OJisl
cmyoenmos, ooyuarowuxcs no nanpasienuro 38.03.01 Sxonomura

6.2. IlpuMepHble Bompochbl M 3amaHusi / 3agayd JAJsi MPOMEKYTOYHOM
arrecTaluu

Ta6nuna 8 - [IpumepHbIe TEOPETHUECKHE BOIPOCHI M MPAKTUYECKUE 3a/1aHus / 3a/1a4u JUIS IPOMEKY-
TOYHOM aTTeCTalMH

Ne | Paznensl u TeMbl [IpumepHBIE TEOPETUUECKHUE BOIIPOCHI [TpumepHbIE
MPAKTUYECKUE
3ajaHus /
3aa4u
1 | JloxymeHT u cu- 1. TTonsTe 0 nokymeHTe. Kitaccudukanum 10KyMeHTOB. 3ananue (CM.
CTeMBI JOKyMeHTa- | 2. YHH(]UKaIUS U CTaHAAPTH3AIUS YIIPABICHYECKUX JOKYMEHTOB. TocJIe TaOIHILEN)
. [lonsitue ne- YHauduuupoBaHHbIE CUCTEMBI JOKYMEHTALINH.
JIOTIPOM3BO/ICTBA
2 | TpeboBaHus K cO- 3. TOCT P 6.30-2003. CocTaB cTanmapTa, 3HaU€HHE JJIS YIPaBICH- 3ananue (cM.
CTaBJICHHIO U YeCcKoil JeITeNbHOCTH. 10csie TabJIuIIbI)
odopmMIIeHUIO 4. ®opmynap-oOpaser Kak oOmias MoJeb MOCTPOCHUS perIaMeHTH-
yIpaBJIEHYECKOM POBaHHOT'O YIPaBJIEHYECKOTO JOKYMEHTA.
JIOKyMEHTALUU 5. PexBusuthl mocrosiHbie  (01-04); xapakTepucTuka, IpaBuia
odopmIteHusI.
6. PexkBusuthl mocrosiabie  (05-09); xapakTepucTHKa, IpaBHia
odopmiteHuUs
7. bnauk, Buapl OJ1aHKOB.
8. PexBu3uThI 3aronoBoyHoi yactu gpokymenta (10-14), xapakrepu-
CTHKa, TIpaBUIIa 0)OPMIICHHSI.
9. [IpaBuna ajgpecoBaHus JOKYMEHTOB.
10. OcobenHoCcTH OMOPMIICHHS TEKCTA CITY’)KEOHOTO JTOKyMEHTA
11. PexBusutsl 18 u 21; xapakTepucTuKa, npaBuia oQopMICHHS.
12. PexBu3uthl 22 u 25; XapakTepUCTHKA, IpaBia 0QOpPMIICHHUSI.
13. PexBu3utsl 16 u 26; xapakTepucTuKa, npaBuia oQopMICHHS.
14. PexBusuthl 23 U 24, XapakTEepUCTHKA, TpaBuUia 0popMIICHUS.
15. PexBusuter 17, 19, 27; xapakTepucTrka, mpaBuiia ohOpMIICHHUS.
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Pa3nensl 1 TEMEI

[TpumMepHbIe TEOPETUIECKHE BOTIPOCHI

[TpumepHbIe
MPAKTUIECKHE
3aganus /
3a1a4n

16. PexBuzuthl 28 — 30; xapakTepuCTHKA, TPaBHiia 0(hOPMIICHUS.

3 | CoBpemennbie cnio- | 17. CoBpeMeHHBIE CIOCOOBI M TEXHHUKA CO3/IaHHS IOKYMEHTOB. 3aganue (cM.
COOBI ¥ TEXHMKA T0CJ1e Tab LB
CO3JIaHUS TOKY-

MEHTOB

4 | Cocrasnenue OPJ] | 18. VCOP/I. HazHaueHne cuCTEMBI, XapaKTEPUCTHKA TPYI ¥ BHIOB 3ananue (cM.
JOKYMECHTOB. IoCJIC Ta6J‘II/IHLI)
19. Cucrema opraHm3allMiOHHBIX JOKYMEHTOB. Ha3zHaueHue, BUABI
JOKyMEHTOB.
20. JloroBopa u KOHTpakThl; Kiaccubukaiun. TpedoBaHus K opopm-
JICHHUIO.
21. Jlo;KHOCTHAS. HHCTPYKINS; OCOOCHHOCTH JOKYMEHTHPOBAHHSI.
CtpyKTypa Tekcra.
22. Cucrema pacropsiANTENbHBIX JOKyMeHToB. HazHaueHne, BUIbI
JIOKYMEHTOB.
23. llpukassel, Buabl mpuka3oB. OCOOEHHOCTH JTOKyMEHTHPOBAHHS
npuka3oB. CTpyKTypa TEKCTa.
24. YaudunupoBaHHbIE ()OPMBI KaIPOBBIX IPUKA30B.
25. Pacnopsokenusi. OcobeHHOCTH 0(DOPM-JICHHUS, CTPYKTYpa TEKCTa.
26. ITocranoBnenusi, pemeHus. OcoOeHHOCTH O(OpPMIIEHUS, CTPYK-
Typa TEeKCTa.
27. Cuctema cripaBOYHO-MH(POPMAIIMOHHBIX TOKyMeHTOB. HazHadue-
HUE, BUJIBI.
28. JloknamHas 3amvicka, BUABI; 0coOeHHOCTH odopmieHus. CTpyk-
Typa TEeKCTa.
29. CripaBka, BubI cripaBok. OcobeHHOCTH 0hopMIIEHUS, CTPYKTYpa
TEKCTA.
30. Axrt, Buabl akToB. OcOOEHHOCTH OOPMIICHUS, CTPYKTypa TeKCTa.
Oo6panienus rpaxiaad. Haznauenue, Bumsl, OcobeHHOCTH OhopMmIle-
HUS, CTPYKTypa TeKCTa.

5 | JlenoBble nucema 31. JlenoBsle nuchbma. XapaKTEPUCTHKA U KIIaCCU(UKAIHH. 3ananue (cM.
32. Kommepueckue nucbMa. XapakTepuCTUKA U KIacCU(HUKaIHY. T0cJie TabTHLEN)
OcOOCHHOCTH MTOCTPOCHHUS TEKCTA CITY>KEOHOTO MUCHMA.

6 | Koppecrionnenuus, | 33. MexnyHapoaHbIe IHCbMA. 3ananue (cM.
CBSI3aHHAS C TIPO- 34. Cranaaptel UCO Ha opopmIieHHE IETOBOM MEPETIHUCKH. 10csie TabIIuIIbI)
BEJICHHEM TIepHO-

JMYECKUX MEPO-
MPUATHI

7 | Kommepueckas 35. [Iporoko, BuabI mpoToKosIoB. OCOOEHHOCTH MOCTPOCHHS TEKCTA. 3ananue (cMm.
nepenucka ¢ 3apy- | 36. Cpencrsa onepaTuBHON CBsA3M (TeJerpaMma, TEJEKC, SJIEKTPOH- | MOCIIE TaOIHILbD)
OC)KHBIMM IIApTHE- | HOe cooluieHue, tenedonorpamma). TpeGoBaHus K 0POPMIICHUIO.
paMu

8 | Opranmzamus 10- 37. Xapakrepuctuka ['C JIOY. CouneprkaHue 1einonponu3Bo/ICTBA. 3aganue (cM.

KyMeHTo00opoTa

38. Co3nanue mpoekTa JOKYMEHTa, COIJIACOBAaHHE KaK 3TaIlbl JIOKY-
MEHTUPOBaHHUSI.

39. Y nocroBepeHue JOKYMEHTOB, BHIBI.

40. Peructparys BXOJSIINX U UCXOJISIINX JJOKYMEHTOB.

41. IlpaBuna o6pabOTKH M PaCCMOTPEHUS BXOASAIINX JOKYMEHTOB.
42. IlpaBuna opraHu3alii KOHTPOJIS HCIIOJTHEHUS IOKYMEHTOB.

43. TlpaBuna GpopMUpOBAHUS ¥ XPAHESHUS JIEIT.

44. HomeHkIaTypa Jei, BUIBL.

45, DkcnepTH3a HEHHOCTH JJOKYMEHTOB.

rocJie TabJIuibl)
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Ne | Paznensl v TeMbI [IpumepHBIE TEOPETUUECKHUE BOTPOCHI [TpumepHbIe
MPaKTUYECKUE
3aganus /
3a1a4n

46. IToaroroBka Aen kK caadye B apxuB. CpOKH XpaHEHUSI.
47. TlonaTre KOMMEPYECKOM TaiHBI.
48. Opranuzanus KOHQUACHIIHATBHOTO AEIONPOU3BOICTBA.

IIpumepHbIe 3aJaHUA K 3a4eTy

Samanue 1.

[onw3ysice TpynoBeiM konexkcom P® rmaBoit 10 m 11. Onummre momaroByro Mpolenypy HpueMa
paboTHUKAa HAa OCHOBHYIO paboTy W (WIHM) IO COBMECTHTEILCTBY. 3alOTHHUTE IMPEATIOKEHHBIC 00pa3Ilbl
JIOKYMEHTOB, 0(hOpMIISIEMBIX TpU IIpreMe paboTHHKA Ha paboTy.

3ananue 2.

[Tonw3ysice TpynoBeiM kozekcom P® rmaBoit 12. Omnummre NOMIATOBYI0 MPOLENypy H3MEHEHHS
TPYAOBOIO JOrOBOpPa, B TOM YHCIIE NEPeBOJ PabOTHUKA Ha JAPYryko paboTy. 3aroyIHUTE IMpeIoKEeHHbIe
00pa3ibl TOKYMEHTOB, 0()OPMIIIEMBIX TIPH U3MEHEHUH YCIOBUH.

3ananue 3.
[Tonw3ysice TpynoBeiM kogekcoM PO rinaBoit 19. OnumuTe nomaroByro npoueaypy Ha3HaueHHs! OTITyC-
Ka. 3aToJIHATE TPEITIOKEHHBIE 00pa3Ibl TOKYMEHTOB, 0)OpMIISIEMBIX TIPH 0()OPMIIEHUH OTITYCKa

3amauue 4.

[Tonb3ysace TpynoBeiM konekcom P® rmaBoit 13. Onummre NOMIAroByK NPOLEAYPY YBOJIbHEHHS
paboTHUKA. 3all0JHUTE MPEAI0KEHHbBIE 00pa31bl JOKYMEHTOB, OOPMIISIEMBIX IIPH YBOJBHEHUU COTPYAHU-
Ka.
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