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1 Ieab AMCHUIIMHBI.
B pesynprare ocBOEHUS MaHHOW TUCIUIUIMHBI Y O0O0YYaromerocs JTODKHBI ObITh C(HOPMHUPOBAHBI

KOMIIETEHIIMM OCHOBHOHM NHpodeccnoHaIbHON 00pa3oBaTeNbHON HMporpaMMbl crienuanureTa (maee -
OIIOII): YK-4, OIIK-6.

d)opanyeMLIe KOMIIETCHIIUM, MHIUKATOPHBI JTOCTUKCHUS KOMHeTeHHHﬁ, 3HAHUA,

YMEHUS, HABBIKH

Tabmuma 1 — MHauKaTophl TOCTHKEHUS KOMITETCHIINH, (POopMUpyeMble AUCITUTUTHHON

Kon n nazsanue

I/IHZ[I/IKaTOpI)I JOCTHUKCHHUSA KOMIICTCH-

3HaHus, yMeHMs, HaBBIKK (3YB),

KOMIIETCHILIUN uu o OITOIT Q)OpMpreMLIe JMCLUILIHHOM
YK-4. Cnoco6en | YK 4.1 Hcnonb3yeT utepaTypHyto | 3Hars:
NPUMEHSTs  COBpe- | GOPMY rOCYAapCTBEHHOTO si3bika B | - TPE00BaHNA, NPEbABIIEMbIe K 0QOPMICHMIO
. . MIPOLIECCYaTbHOM U CIY)KEOHOW JOKyMEHTAIUH
MEHHBIE KOMMYHHU- | YCTHOH W MHUCHhMEHHOW KOMMYHHU-

KaTUBHBIE TEXHOJIO-
THH, B TOM YHUCIIe Ha
MHOCTPaHHOM(BIX)
s3bIke(ax), Ui akKa-
JIEMUYECKOTO u
npodeccnoHanbHOTO
B3aUMOJICVCTBUS

Kalluy Ha TOCYJapCTBEHHOM U MHO-
CTPAaHHOM SI3bIKaXx.

VYK 4.2 BocnpyHUMaeT ¥ IOHUMAET
YCTHYIO U IHUCBMEHHYIO pedb Ha
roCy/1apCTBEHHOM M HHOCTPAHHOM
A3bIKaX ¢ Y4ETOM YCIIOBHM peueBo-
ro B3aUMOJICUCTBUS; CO3JAET U
KOPPEKTHPYET BBICKAa3bIBAaHUS B
TUIIOBBIX CUTYyallUsSIX I1OBCEIHEB-
HOM U J1eJIOBOH KOMMYHMKAIIHUH.
VYK 4.3 Opranusyer 1enoByro
KOMMYHHMKAIMIO Ha IOCYJapCTBEH-
HOM U MHOCTPaHHOM SI3bIKax B CO-
OTBETCTBUM C TPEOOBAaHMAMH K €&
peanusanum.

VYK 4.4 IlporHo3upyer, OLEHHBAET
U KOPPEKTUPYET KOMMYHUKATUBHOE
MIOBEJICHUE B YCIIOBUSIX YCTHOIO H
MMUCBMEHHOTO OOIIEHUSI Ha TOCY-
JAPCTBEHHOM U MHOCTPAHHOM SI3BI-
Kax.

B chepe mpodeccuoHaIbHON NEATEIBHOCTH TPU
peanu3am HOpM aIMUHUCTPATHBHO-
MPOIIECCyaTbHOTO " YTOJIOBHO-
MIPOIIECCYaTbHOTO 3aKOHOIATEIIECTBA.

Ymern:

- COCTaBJSATH OQHIHANBbHBIC MUCHMEHHBIE HO-
KYMCHTBI, TPaBIJIFHO W IIOJHO OTPAXKAIOIIUE
pe3ynbTaThl NPO(hEeCCHOHANBHOM e TeIbHOCTH;
- UCIIOJIb30BaTh MPO(ECCHOHAIBHYIO TEPMHHO-
JIOTHIO NIPU COCTABJICHUH CITy>KeOHOM | mporec-
CyalbHOM JOKYMEHTAIMU B MPO(EeCCHOHATBHOM
JICSITENIPHOCTH TIPU peau3allid HOpM aIMHHH-
CTPaTHUBHO-TIPOLIECCYAIBHOTO M YT'OJIOBHO-
MIPOIIECCYaTbHOTO 3aKOHOIATEIIECTBRA.

Baangern:

- HaBbIKaMMU COCTaBJICHUA OJOKYMCHTAIlUH, OT-
npodheCcCHOHATEHON
JIEATEIPHOCTH B COOTBETCTBUU C TpeOOBaHUSI-

paxkarolleld pe3ysbTaThl

MH, TperbsBIsieMbIMH B cdepe mpodeccno-
HaJIbHOM JIESATEIBHOCTH TIPH Peallu3aluyl HOpM
aJIMUHHCTPATUBHO-TIPOIIECCYAIBHOTO M yTO-
JIOBHO-TIPOLIECCYAJILHOTO 3aKOHOJIaTEIbCTBA.




OIIK-6. Cmocoben
UCTONB30BaTh  CO-
BpeMeHHbIE HH(DOP-
MaIMOHHBIE TEXHO-
JIOTHM W TIPOTpaMM-
HbIE CpEeACTBa NpHU
pemennn  npodec-
CHOHAJIbHBIX 3a/1a4

OIIK-6.1. Hcnonb3yeT COBpEeMEH-
HBIE METOJBI W CpEJICTBA TOIyde-
HUsSI, TIPEACTABIICHHUS, XPAHCHHS W
00pabOTKH JTaHHBIX MPU PEIICHUU
npodeccoHaIbHBIX 3aj1a4.
OIIK-6.2. BriOupaer u nmpuMeHseT
npodeccuoHaIbHbIE MPOrPAMMHBIE
CpeACTBa JUIsl PEUICHHS TPUKIIAJI-
HBIX 3371a4.

3HaTh:

- TpeboBaHus, NpeabsBIsieMble K 0)OPMIICHUIO
NpOLECCYaTbHOW M CITy>)KeOHOH JTOKYMEHTAIMH
B chepe nmpodeccuoHabHON EATETbHOCTH MPH
peanuzanuu HOPM aJIMUHHUCTPATHBHO-
MpoLECcCyaIbHOTO u YTOJIOBHO-
MpOLECCYaIbHOI0 3aKOHOAATENIBLCTBA.

Ymern:

- COCTaBJATH OQHIHANBbHBIE MHUCHMEHHBIE IO-
KYMCHTBI, TPaBIJIFHO W IIOJTHO OTPaYKAIOIIHE
pe3yIbTaTHI IPOPECCHOHATBHON NesTeIHbHOCTH;
- WCTOJB30BaTh NMPO(ECCHOHATBHYI0 TEPMHHO-
JIOTHIO NIPU COCTABJICHUH CITy>KeOHOH | mporec-
CyaJIbHOH JOKYMEHTAIMU B NMPO(eCCHOHATILHOM
JIeSITEIbHOCTH TIPU peaju3allil HOPM aJMHHH-
CTPaTUBHO-TIPOLIECCYAIbHOTO U YTOJIOBHO-
MpOLECCYaIbHOI0 3aKOHOAATENILCTBA.

Baaners:

- HaBbIKaMMU COCTaBJICHUA OJOKYMCHTAIlUH, OT-

pakaromied pe3ynabpTaThl  NMPOoecCHOHATBHON
JIEITEIIFHOCTH B COOTBETCTBHU C TPEOOBaHUS-
MH, TperpiBIsIEeMBIMH B cdepe mpodeccno-
HaJIbHOM JESATEIBHOCTH TPH Pealli3aluyl HOpM
aJIMUHHCTPATUBHO-TIPOLIECCYAIbHOTO W YTO-

JIOBHO-MIPONCCCYATIBHOI'O 3aKOHOAATCJILCTBA.




2 O0béM M TPYTOEMKOCTH JUCHMILIMHBI MO BHAAM Y4YeOHBIX 3aHSITHI.
DopMBbI IPOMEKYTOYHOH aTTECTALMH.

Tabmuma 3 — O0beM U TPYJ0EMKOCTh AUCITUIUIMHBI IO BUJAM YUE€OHBIX 3aHITHI

06 6Hol DAl O06BéM yacoB o Gpopmam
masi TPYJOEMKOCTh ¥ BHJbI y4eOHOW pabOThl MO AHMCIIH- oByeHus
IUTMHE, TPOBOAMMBIE B pa3HbIX (popmax 560 350
1 O61miast TpyJ0€MKOCTh AUCIUILITNHBI 144 144
2 KonraktHas paborta oOydaromuxcsi ¢ mpemnojaBareiieM (110 48 10
BHJIaM YIEOHBIX 3aHSITHIA) (BCETO)
AynutopHas pabora (Bcero): 48 10
B TOM YHCIIE:
JIEKIIUU 16 6
MPAKTHYECKHUE 3aHATHSI, CEMUHAPBI 32 4
MIPAKTUKYMBI
J1a00paTOpHBIC PAOOTHI
B UHTEPAKTHUBHOU (popme
B JICKTPOHHOU (hopMme
Bueaynuropnas pabota (Bcero): 96 130
B TOM 4YHCIie, HHAUBHIyallbHas paboTa o0ydaroumxcs ¢ npe-
0JIaBaTeIeM
II0JIF0OTOBKA KOHTPOJIbHON pabOThI 10
IPYNIOBasi, WHIUBUIyaTbHAs KOHCYJIbTAIWSI U WHBIC BHJIBI
y4eOHOU JesSTeNbHOCTH, MpelyCMaTPUBAIOLINE TPYIIOBYIO
WJIM WHIWBUIYATbHYI0 padoTy O00ydarommxcs ¢ MpernojaBa-
TeNeM)
TBOpYecKas pabora (dcce)
3 CamocTrosrenpHas pabora oOydaromuxcs (Bcero) 96 130
4 TIpoMexyTodHas aTTecTalusi 00yJarIerocs — 3a4eT ¢ OleH- - 4
KOW




3. YueOHO-TeMAaTHYeCKUI IJIAH U COePKAHUE TUCHMILIMHBI.

3.1 Y4ueOHO-TEMAaTHYECKHUH IIJIAH

Tabmuua 4 - YueOHO-TeMaTUUECKUH TUIaH

07151 O4UHOU hopmbl 0OYUeHun

Buabl y4eOHbIX 3aHATHI, BKJIIOYAs CAMO-
CTOSATE/ILHYIO PAGOTy 00y4alOLIMXCSH U TPY-

. "
= =2
g g = JOEMKOCTb D
- -8 (8 1acax) OpMBbI TEKYLIero
= o ak KOHTPO.I U IPOMEIKY-
Paszngen qaucuuniainHbl =2 caMoCTOs- .
2 g yuyeOHasi paGoTa reabHast TOYHOH aTTeCTALMH
CIIeBaeMoOCTH
CeMUHAPBI, pabora y
BCero JIEKIIMH NPaKTHYECKHE oby4aro-
3aHATHSA mxcst
JOKYMEHT U CHCTEMBI JOKYMEH-
1 | raruu. [lonsiTre Aemonpou3BoI- 18 4 1 13 YcTHBI ompoc
CTBa
TpebGoBaHHS K COCTaBICHHIO U .
VYernsiit onpoc [pak-
2 | odhopmueHHrO MpoecCHOHATh- 18 2 5 11
N TUYECKHE 3aaHus
HOM TOKyMEHTAIlUU
3 CoBpeMeHHbIE CTIOCOOBI M TEXHH- 18 2 5 11 VYernsiit onpoc Ipak-
Ka CO3/IaHUs JOKYMEHTOB TUYECKHE 3aaHus
Ycrabiit onpoc Ipak-
4 | Cocrasnenne OP]I 18 2 5 11 poc Lip
THYCCKHE 3aJaHus
IIpakTrnueckue 3ana-
5 | JenoBbie muchMa 18 2 5 11 P A
HUS
KoppecnonaeHus, cBa3aHHas C N
pp ACHLINA, VYernslit onpoc IIpak-
6 | mpoBeIEeHUEM MEPHOINUECKUX 18 2 5 11
N TUYECKHE 3aaHus
MEpONpUATUI
7 Kommepueckas nepenucka c 3a- 18 2 5 11 Yerasiit onpoc IIpak-
PyOSKHBIMH ITapTHEPAMHU THYCCKHE 3aJaHus
Opranu3zaiys JOKyMeHT000opoTa VYeTHBI onpoc
IIpakTrHueckue 3a1a-
8 18 2 5 11 P A
HUS
TectupoBanue
[IpomexyTouHas aTTecTalus N
p yT H 36 3aueT ¢ OIeHKOU
oOydJatomerocs
HTroro 144 16 32 96
0715 3a04HOU hopmbl 0OyUenus
—_ Bubl yueOHbIX 3aHATHIA, BKJIIOYAs caMo-
o g CTOATEJILHYI0 Pa0oTy 00y4JaoImuxcs H TPy-
%: g ? J0EMKOCTh
- e X7 (B uacax) @DopMBbI TEKYLIETro
B Pa3nes nucuuInHbBI © & E caMoCTOsA- KOHTPOJISI H POME3KY-
4 P yueduasi padora TOYHOH aTTeCcTALNHU
TeJbHasA
CIeBaEMOCTH
CeMHMHAapBbI, paGora y
BCero JIEKIIMHA NMpaKkTHYeCKHe o6y4aro-
3aHATHSA Iuxcs
JIOKyMEHT ¥ CHCTEMBI TOKYMEH-
1 | raruu. [lonsiTue aemonponsBoI- 20 0,5 0,5 19 VYceTHBIi ompoc
CTBa
TpeboBaHUS K COCTABICHUIO U Vermsii ompoc Tpax
2 | opopmieHuto npodeccuoHab- 21 0,5 0,5 20 p P
N TUYECKHUE 3a]aHus
HOU TOKyMEHTalluu
CoBpeMeHHBIE CTIOCOOBI ¥ TEXHU- Yernsrit onpoc [pak-
3 P 21,5 1 05 20 poc Lp

Ka CO3JIaHUs JJOKYMECHTOB

THYCCKHUC 3aJIaHUA




4 | Cocrasenne OPJ] 215 1 0,5 20 Yermpiid onpoc Ipax-
TUYECKUE 3aJIaHUs
5 | [enoBble mucpMa 21,5 1 0,5 20 Hpaxruueckue sana-
HUS
Koppecnonnenus, cBsa3aHHas C N
’ VYernslii onpoc [pak-
6 | mpoBenEeHUEM MEPUOJUICCKUX 215 1 0,5 20 p P
. TUYECKHE 3a/JaHuUs
MEPONIPHUATHI
7 KommMmepueckas nepenucka c 3a- 21 05 05 20 Yerasiit onpoc Ipak-
PpyOSKHBIMH MMapTHEPAMHU TUYECKHE 3aJaHUs
Opranu3zanysi JOKyMeHT0000poTa VYeTHBIH onpoc
8 22 15 05 20 IIpakTrHueckue 3aaa-
HUSA
TectupoBanue
[IpomeskyTouHas aTTecTaus 4 3aueT ¢ OLIEHKOH,
oOyuJaromerocs KOHTpOJIbHAS paboTa
HTroro 144 6 4 130

4 Ilopaaok oOULEeHMBAHHUS YCHEBAEMOCTH U C(HPOPMHPOBAHHOCTH
KOMIIETEHLIMI 00y4arIinerocs B TeKyleH U NpoOMeKYTOYHO! aTTecTalumn

JIJ1st TIOJIOKHUTEIBHOM OICHKH 10 Pe3yJIbTaTaM OCBOCHHS IUCIMILIMHBI 00yJaromemMycsi Heo0x o-
JTUMO BBITIOJIHUTE BCE YCTAHOBJICHHBIC BUIBI yueOHOU paboThl. OlieHKa pe3yabTaToB paboThl 00yJaroIie-
rocs B 6aymiax (1o BugaM) npuBeacHa B Tadauie 4.

Tabnuna 4 - [llkana u moka3aTesd OLEHUBAHUS PE3yIbTaTOB y4eOHOM paboThl 00Yy4AIOIIKXCS MO BUIAM

B OayuibHO-peiTuHroBoit cucreme (bPC)

VYuebnas padora | Cymma Bunel u pe3ynbraTel OueHka B aTTecTalluu Bbaist
(BUIBI) OayoB y4e0HOI paboThI (16 nemenn)
Texywian yueonas paboma ODP0O
oo 80 Jleknonnsie 3ausatus (90,5 6amra mocenienue | JSKIMOHHOTO 3aHITHS 1-4
Tekymas yuebuas| (100% |3ansaTuin)
pabota B cemectpe| /Gamios Ipaktuueckue  3amsTust|0,5 6ajaa - mocemende | MPakTHYECKOro 3aHs- 9-18
(nczcemeHHe 3atsi-| HPHBC- (18 samarwi). THS ¥ BBITIOJMHEHHE PaboThl Ha 51-65%
THA TIO  pacruca-| JICHHOU 1 6ann — nocemenue 1 3aHATHS M CYyIIECTBEHHBINA
HHIO M BBILIOIHE- LIKaJIbI) BKJI4]| HA 3aHATHU B pabOTy BCEW IPYIIIbI, CAMO-
HHE 3a/IaHHH) CTOATENBHOCTL M BBINOJNHEHHE pabOTHl Ha 85,1-
100%
WunuBuayansHoe 3aaa-|{3a ogno U3 ot 4 o 8: 32-64
Hue (8 3amanuii) 4 6ama (BemosnHEHO 51 - 65% 3amaHuit)
6 6a/10B (BBITOIHEHO 66 - 85% 3anaHwii)
8 6amtoB (BemonHEHO 86 - 100% 3amanuin)
HroroBsslii Tect 9 6anoB (51 - 65% npaBUILHBIX OTBETOB) 9-14
11 6anaoB (66 - 84% npaBUIBHBIX OTBETOB)
14 6anaos (85 - 100% mpaBHIIBHBIX OTBETOB)
Texywas yueonas paooma 3P0
300 80 KoHCHeKkThl TeM, BBIHO-|2 aJjia 3a YaCTUHYHOE PACKPBITHE TEMbI 12-24
Texymas yue6nas| (100% |cuMbIX Ha camocTosTENb-|3 DajIa 3a Ooliee MOJTHOE PACKPHITHE TEMbI
pabota B cemecTpe| /0anioB |Hoe  W3ydeHHe- 6 Tem|4 0a/Ia 32 TIOJHOE PACKPBITHE TEMBI
(BbimonHeHue ca-| TPHBE- |(PYKOIHMCHBIE).
MOCTOSITEBHBIX neHHol |KouTponbHast pabota mo|3a ogHo 3aganue ot 3 10 7: 24-56
KOHCIIGKTOB, KOH-| IIKalbl) |Kypcy - 8 3amaHwuii 3 6as1a (BBIMOJIHEHO YACTHYHO C OIMIMOKAMMU)
TPOILHONW PabOTHI 5 6a,1510B (BBIMOJHEHO C HEJOYETAMU)
7 62,1710B (BBIIIOJIHEHO MOJHOCTBHIO BEPHO)
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1 TECTA) Uroroseiii Tect (30 Bo-|5-9 6amna (51 - 65% npaBHIIBHBIX OTBETOB) 15-20
IIPOCOB) 10-15 6annoB (66 - 84% mpaBUIBHBIX OTBETOB)
16-20 6aaaoB (85 - 100% npaBUIIbHBIX OTBETOB)
HTtoro no texkyuieii pabore B cemecTpe 51-100
IIpomesicymounas ammecmayus
[IpomexyTouHas 20 Bompoc 1. 5 6as10B (OpPOroBoe 3HAUCHHUE) 5-10
arrectaius (3auger| (100% 10 6ans10B (MaKcHMaIbHOE 3HAUCHHUE)
C OLICHKOIA) /6annoB |Bompoc 2. 5 6as10B (OpPOroBoe 3HAUCHHUE) 5-10
HpHUBe- 10 6an10B (MakcHMaIbHOE 3HAUCHHUE)
JIeHHOW |Brimonuenue 3ananus 1. |4 6asa (moporosoe 3HaueHue) 4-8
ILIKAJIbI) 8 6a/10B (MaKCUMaJIbHOE 3HAYEHHE)
Brmonaenne 3aganus 2. |6 6a110B (IOPOTOBOE 3HAUCHIE) 6-12
12 6ansoB (MakCUMaIbHOE 3HAYCHHE)
HToro no npoMe;KyTo4Hoi arrecramun (3a4er ¢ OHEHKO#) 20-40
CymmapHas onleHka no gucuumiaune: CymMmMa 0amioB TEKyIed U MPOMEKYTOYHOM aTTeCcTaIiH 51 —100 6.

5  MarepuajJibHO-TEXHHMYECKOEe, MNPOrpaMMHOe U  Yy4eOHo-

MeTOoANYECKOe o0ecreueHre JUCIUIIIUHbI
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2023. — 247 c. — (Bsicmiee oopazoBanune). — ISBN 978-5-534-16537-1. — TekcT : anekTpoHHsI // O6pa-
3oBatenbHas miarpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531239

Jononnumensnasn r1umepamypa

. JloxymenToBeneHue : y4eOHUK U MPaKTUKyM it By30B / JI. A. JloponuHa [u ap.] ; moja pemaaxiuen
JI. A. loponuHoit. — 3-e u3a., nepepad. u nomn. — Mocksa : M3narensctBo HOpaiit, 2023. —
336 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-15753-6. — Tekcr : anekrponnsii // O6pa-
3oBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511341

. Kabamos, C. FO. AHTHUKOppYILIMOHHAs KCIEPTH3a HOPMATUBHBIX MPABOBBIX aKTOB U MPOEKTOB
HOPMATUBHBIX MIPABOBBIX aKTOB: OpraHU3aIUsl U BOMPOCH! JOKYMEHTHPOBaHUS : yuebHOe mocodue /
C. 10. Ka6amog, FO. C. Ka6amos. - Mocksa : UHOPA-M, 2020. - 240 c. - (Beicuiee o6pa3oBanue:
Cneuuanurer). - ISBN  978-5-16-016538-7. - Tekcr : oanmektponHsii. - URL:
https://znanium.com/catalog/product/1178158

Kopnees, U.K. JlokyMeHTHpOBaHHE YNpPaBICHYECKOW [EATEIBHOCTH @ YYEOHHMK Ui BY30B /
H. K. Kopnees, A. B. ITimienko, B. A. Mamrypues. — 3-e uzn., nepepad. u jgorm. — Mocksa : M3naa-
tenbeTBO FOpaiit, 2023. — 438 c. — (Beicmiee oOpaszoBanue). — ISBN 978-5-534-16001-7. —
Texkctr : omektponHbd // OOpazoBatenpHas 1atdopma IOpaiit  [caiit]. — URL:
https://urait.ru/bcode/523610

KupcanoBa, M. B. Kypc nemompousBojacTBa : JOKYMEHTAI[MOHHOE OOECTICUCHHE YIIPABICHUS
[Tekcr] : yuebnoe mocodbue / M. B. Kupcanosa, FO. M. AkceHoB. - 6-¢ uU31., UCIIPaBICHHOE U JI0-
nosaeHHoe. - M. : UHOPA-M ; HoBocubupck : Cubupckoe cornamenne, 2008. - 367 c. : Tabm. -
(Bricmiee obpazoBanue). - ['pud MO "PekomennoBano

[Mepuomnueckne mznanus: «JlemonponsBoactBoy», «Cekperapckoe neno», «YpaBieHne MepcoHa-
JIOM» | JIp.



https://urait.ru/bcode/530251
https://urait.ru/bcode/531239
https://urait.ru/bcode/511341
https://znanium.com/catalog/product/1178158
https://urait.ru/bcode/523610

5.2 MarepuajibHO-TEXHHYECKOe M TMPorpaMMHoe olecredyeHune

AUCHHUIIJINHDBbI
Y4eOHble 3aHTHSI 10 AUCHUIUIMHE TPOBOJATCS B yueOHbIX ayautopusix HOU Keml'V:
HaumenoBanue nomenieHui asist IpOBEICHUS BCEX BUOB yUeOHOM Anpec (MecTonosoxeHue)
JeSITeIbHOCTH, TIPEAYCMOTPEHHON y4eOHBIM TJIAHOM MIOMEIICHUH /17151 TPOBEACHUS
BCEX BUJIOB y4eOHOI
NesITeTbHOCTH,

IPEeyCMOTPEHHON y4eOHbIM

TJTAHOM
401 YyeOnast aynutopust (MyIbTUMEANIHAS ) 1JIs1 TPOBEACHUS: 654079,  KemepoBckas
- 3aHATUI JTEKIIMOHHOTO THIIA. 001acTh, r. HoBoky3HeIx,

Cneumasu3upoBanHass (y4yeOHasi) MeOejb: JI0CKa MesoBas, | Ip-KT Metautypros, 1. 19
Kadeapa, CTOJIBI, CTYJIBSI.

OOGopynoBanme: cmayuoHapHoe -KOMIIBIOTEp, SKpaH, IMPOEKTOp,
aKyCcTHUYeCKas CcTeMa, MUKPO(OH MperoaaBaTes.

Hcnonb3yemoe mporpamvHoe  obecmeuenue: MSWindows
(Microsoft Imagine Premium 3 year mo cyOJUIIEH3MOHHOMY JIOTOBOPY
Ne 1212/KMP ot 12.12.2018 r. mo 12.12.2021 r.), LibreOffice (cBo6oa-
Ho pacnpoctpansiemoe [10), Annexc.bpaysep (oTeuecTBeHHOE CBOOOIHO
pacnpoctpansiemoe [10).

HuTepHer ¢ obecnieuennem gocryna 8 JUOC.

403 Yuebnast ayauTopus Ui IPOBEICHUS: 654079, KemepoBckas
- 3aHATUNA CEMUHAPCKOTO (MPAKTHYECKOTr0) TUIIA; 0011acTh, r. HoBoky3HeIK,
- TPYIIOBBIX U UHIUBUAYAIbHBIX KOHCYIbTAIUI; np-kT Meramnypros, a. 19

- TEKYIIET0 KOHTPOJIS ¥ IIPOMEKYTOYHON aTTeCTaIlNH.

CneuunanusupoBanHas (yueOHasi) MeOesib: J0CKa MEJIOBasi, CTOJIbI,
CTYJIBS.

O0opynoBanne Ui MNpe3eHTAMM Y4eOHOro0 MaTepHaJa:
nepeHocHvle — HOyTOYK, SKpaH, IPOEKTOP.

Hcnonn3yemoe mporpamvmHoe  obecmeuenue: MSWindows
(MicrosoftimaginePremium 3 year mo cyOnuieH3noHHOMY J0TOBOPY Ne
1212/KMP ot 12.12.2018 r. mo 12.12.2021 r.), LibreOffice (cBo6oano
pacrmipoctpansemoe [10), SAnnexc.bpaysep (oredecTBeHHOE CBOOOIHO
pacnpoctpansiemoe [10).

HNuTepHer ¢ obecnieuenunem gocryna B JUOC.

5.3 CoBpemenHble npodeccHOHATbHBIE 0a3bl JAHHBIX U
HH(OPMALIMOHHBIE CIPABOYHbIE CHCTEMbI

1. Koncynerantllntoc [DnekTpoHHBIH pecypc| : KOMII. CIpaB. IpaBOBas CUCTeMa / KOMITAHHS
«Koncynprantllmoc». — DnektpoH. mporp. — [Mocksa, 1997-2014] — Pexum npocryna:
http://base.consultant.ru , ceo6oaHbI#i. — 3ari. ¢ SKpaHa.

2. TAPAHT.PY [DnexTpoHHbIi pecypc] : nHGpOpMamoHHO-IpaBoBoii opTtai / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dnaektpon. mporp. — [Mocksa, 1997-2014] — Pexum pgocryma:
http://www.garant.ru , cBo0oIHbINA. — 3aril. ¢ FKpaHa.

6 Unble cBeleHUs U (MJIH) MAaTEPHUAJIbI.
6.1.1lpumepHbIe TeMbl U BAPUAHTHI MMCbMEHHbIX Y4e€OHBIX Pa0doT

CamocrodrenbHas padoTa CTyIEHTOB OCYIIECTBISETCS B CISAYIOMHUX (opMax:
> [IOATOTOBKA K IPAKTUYECKUM 3aHATUIM;
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> CaMOCTOSITENILHOE U3yYEHUE TeM JUCIUILTNHEI (JIIEKTPOHHOE O0yUYeHUE);

> MOJrOTOBKA K TEKYITM KOHTPOJIBHBIM MEPOIIPHUSTUSAM (KOHTPOJILHBIE paOOTHI, TECTOBEIC
OTIPOCHI);
> BBINOJIHEHHUE JJOMAIIHUX WHAWBUYAIbHBIX 331aHui - 8 3ajaHuii (B COOTBETCTBUU C Te-

MAaTU4YCCKUM HJ'IaHOM),

> NoAT0OTOBKA aHAJITUTUYCCKUX 0630p0B 1 OTYCTOB 110 3aJaHHBIM TCMAaM.

Ipumepovl unOuUBUOYAIBHBIX OOMAUHUX 3A0AHUIL
Tema 1. JlIokyMeHT U cucTeMbl JoOKyMeHTaluu. [loHsaTre Aenonpons3BoacTBa.

Bonpocwt ona ycmnozo onpoca:
1. late ompenescHUss TEPMHUHAM: JEIIONPOU3BOACTBO, JTOKYMEHTAIIMOHHOE O00ECIICYCHUE YIpaB-

JIeHUsA, TOKyMEHTHPOBAHUE, TOKYMEHTOOOOPOT, TOKYMEHT, CIY)KEOHBIH TOKYMEHT, O(pUIMANbHBIA 10-
KyMEHT, aBTOp JIOKyMEHTa, 00beM JOKYMEHTOO00pOTa.

HUi?

2. Kax ¥ Ha OCHOBaHWM KaKHUX MPU3HAKOB KJIACCUDUIIUPYIOTCS JOKYMEHTBI:

— [0 CTausIM CO3JaHus;

— [0 CPOKaM XPaHEHHMS;

— M0 IOPUINYECKOH CHUIIE;

— [0 BHJIaM;

— 110 HAUMEHOBAHUAM BUJIOB?

3. Uem onpenensercs 3HauuMOocTh [JOY B AesaTenbHOCTH NPEIPHUITHNA, OPraHU3alnui, YIpexKIe-

4. HazoBure nBe coctaBHble yactu IOV u packpoiite ux couepxkaHue.

5. Uro Takoe yHH(PHUKAIUS YIIPABICHYECKUX IOKYMEHTOB?

6. [TepeunciauTh CymecTBYIONNE YHUPUITUPOBAHHBIC CUCTEMBI JOKYMEHTAIUH.
7. Yo takoe OKY J1?

8. IMepeuncanTh OCHOBHBIC ()YHKITUH TOKYMEHTA.

Tema 2. TpeGoBaHuUs K COCTaBICHUIO U O(OPMIICHHUIO YIPABICHYECKON TOKYMEHTAIIUH.

Bonpocwl ona ycmnozo onpoca:

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

2. ITonsiTHE ¥ COCTaB HOPMATUBHO-METOUYECKON 0a3bI JEIIOTPON3BOICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJIATENbHBIE AKThI, HOPMATUBHBIE JOKYMEHTHI, IEHCTBYIOIIHE B 00-

JIaCTH ACJIONTPOU3BOACTBA.

4. Yto Takoe Gopmyisp-odpazell, 4To BXOJAUT B €0 COCTaB?
5. Onmucare oOume TpeGoBaHus, IPEAbIBIsSEMbIe K OOPMIICHHIO CITYy>K€OHOT0 JT0KyMeHTa ((op-

MaThbl, pa3Mephl MOJIeH, TOCTPOCHNE KOHCTPYKIIMOHHOMN CETKH).

6. JlaTh XapakTepUCTUKY PEKBU3UTY KaK MH(POPMALMOHHOMY 3JIEMEHTY JOKYMEHTA.

7. Kakue PEKBU3UTHI OTHOCATCS K ITIOCTOAHHBIM, n0quy?

8. Kakue pekBU3UTHI OTHOCATCA K NEPEMEHHBIM, Mo4YeMy?

9. Ha xaxue rpymniibl IeisTcsi IEpeMEHHbBIC PEKBU3UTHI?

10. ITepeyncauTh TANbl JOKYMEHTHUPOBAHUSI.

11. Yro Takoe cornacoBanue?

12. Yro takoe yrBepxkaeHHE?

13. Kakue crmocoObl yI0CTOBEPSHHS JOKYMEHTOB CYIIESCTBYIOT? B Kakux ciydasx MCIOIB3YOTCS

pas3JInYHbIe CIIOCOOBI YI0CTOBEPEHUS?

14. Jlate ompeneneHusi TepMuHaM: Gopmyisip-oopaser, GopMyisip JOKYMEHTa, PEKBU3HT, HOPU-

JIMYecKasi CHJia JOKYMEHTa, 00beM JIOKyMEHTO00OpOTa, CIIy:KEOHBIM JTOKYMEHT, O(QUIIMAIBHBIA JIOKY-

MCHT.

15. Cs3b PCKBU3UTOB C 3TallaMu ACJIOITIPOU3BOJCTBCHHBIX pa60T.

Ilpakmuueckue 3a0anus:
1. Anamus ctpyktypsl u coaepxanust [[OCT P 6.30 -2003.
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2. Anamm3 hopmynsipa-oOpasiia.
3. ConocrapiieHue 1 aHaiau3 GopmyIspa-odpasiia ¢ «peaabHbIM» JOKYMEHTOM.
4. Beigenenne B JOKYMEHTE PEKBH3UTOB, aHAIN3 COCTaBa MH(OpMAaIU.

Tema 3. CoBpeMeHHBIE CLIOCOOBI M TEXHHUKA CO3/IaHUS JIOKYMEHTOB.

Bonpocwl ona ycmnuozo onpoca:

1. HazoBuTe OCHOBHBIC METOIbI (POPMATHPOBAHHS TEKCTA.

2. OnumuTte npasuia opopmieHus ad3ales, pyOpUK, 3aroJIOBKOB, IPUMEYaHU, CHOCOK.

3. OnummTe OCHOBHBIE YAaCTH TAOIHIIBI U TPaBUIa UX 0QOpMIICHUS.

4. TlepeuncnuTe OCHOBHBIE TPeOOBaHMUSI, IPEABSBIsAEMbIE K ONOIMOrpaduuecKUM OIUCAHUSIM.

Ilpakmuueckue 3a0anusn:
1. BuecTtu ucnpaBieHus B TEKCT, UCIONb3Ysl KOPPEKTYPHBIE 3HAKHU.
2. OtopmaTupoBaTh UCIPABICHHBIN TEKCT.

Tema 4. CocraBnenue OPJI.

Bonpocwt ona ycmnozo onpoca:
1. Kakue BHIBI BXOAAT B COCTaB OPraHU3ALMOHHBIX, PACHOPSIAUTENBHBIX U OQHUIIMATBHO-THYHBIX
JIOKYMEHTOB.
. Kakue Buzipl 671aHKOB periiaMeHTHpoBaHbl cTangapToM? CoctaBbTe HX (POPMYIISAPHIL.
. [lepeuncauTh OCHOBHBIE BH/IbI IOTOBOPOB U KOHTPAKTOB
. [lepeuncnutb ocHOBHBIE TpeOOBaHUS K OPOPMIICHHIO JOTOBOPOB M KOHTPAKTOB.
. [laTb omnpenenenue npukasa.
. Kakue yactu TekcTa B Ipukase 1o OCHOBHOM €S TEIbHOCTH?
. [lepeurcauTh BU/BI IPUKA30B IO KAJAPOBBIM BOIIPOCAM.
. OcobGeHHOCTH 0OOPMIICHHS CIIPABOYHO-WH(OPMAIIMOHHBIX JOKYMEHTOB.
. Kakue Buzipl ciryeOHBIX 3alMCOK CYIIECTBYIOT?
10. Yewm ciryxeOHast 3aITMCKa OTJIMYAETCS OT CIIPABKH?
11. Kakue yactu Tekcta B akTe?
12. B yeM 0COOEHHOCTH ITOIITUCAHUS aKTa?
13. [latb onpenenenus BUaaM oOpalleHuil rpax/jiaH.

O©Ooo~NooThwN

Ilpakmuueckue 3a0anus:

1. CocraButh QpopMyssip NPEAIOKEHHBIX 00pa30B OJaHKOB, ONIPEAEIUTD BU/.
2. OLIeHUTh COOTBETCTBHE «pealIbHOro» O1aHKa TpeOOBaHUIM CTaHIapTa.

3. CKOHCTpYHPOBATh KOMITJIEKT OJIAHKOB (DPHPMBI.

Tema 5. JlenoBble nucbma.

Bonpocwl ona ycmnozo onpoca:

. [lepeuncnure cymiecTByromue KI1acCUPUKALIMH CITY>KEOHBIX TUCEM.

. CocTaBbTe (hopMysip CIIy>k€OHOTO MHChMa.

. OnumuTe 0co0EHHOCTH MOCTPOEHUS MpocToro (1-2 4acTH) TeKCTa MUChMA.

. OnummmTe 0cOOEHHOCTH TOCTPOEHUS CI0KHOTO (3-4 4acTH) TeKCTa MUChMa.

. [lepeuncnure u npuBeanuTe NPUMEPHI CIIOCOOOB YHU(DUKAIIUH JIEIIOBOTO HCHMA.
. [lepeuncnure BUIBI KOMMEPUYECKHX TTHCEM.

. Uro Takoe odepTa, Ha30BUTE 0COOEHHOCTH €€ 0(hOpMIICHUS.

. UTo Takoe peksiaMariusi, Ha30BUTE OCOOEHHOCTH €€ 0(hOPMIICHHSI.

CONO OIS WN B

Ilpaxkmuueckue 3a0anus:

1. CoctaButh hopMymsip MUCbMa i MPEITI0KEHHOTO 00pasiia.

2. Haiitn HeTo9HOCTH B O()OPMIICHHH IMHUChMa, 0()OPMHUTH JOKYMEHT B COOTBETCTBHUHU C TpeOOBa-
HUSMU CTaHJIapTa.

3. CocTaBuTh MucbMo Tipoctoe (1-2 yactu TekcTa)

4. CocTaBUTh MUCHMO CIOKHOE (3-4 4aCTH TEKCTA)
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5. CocTaBuTh nMcbMO ¢ TpadapeTrHbiM TekcToM. Tema 6. KoppecnonaeHius, cBs3anHas ¢ IpoBe-

JIEHUEM IIEPUOJIUUECKUX MEPOIIPUATHM.

Tema 6. KoppecnioHeHIIMs, CBSI3aHHAs C TPOBEICHUEM IEPUOIUYECKUX MEPOIIPUSITHH.

Bonpocwt ona ycmnozo onpoca:

. Uto Takoe npoToko?

. CocraBbTe GOpMYIISIp MPOTOKOIA.

. Onummre CTpyKTypy TEKCTa MPOTOKOJIA.

. B yem ocobenHocTH nmoAnucaHus MpoToKoia?

. Bunp! npotokonoB. OcHOBHbIE TpeOOBaHUA K 0(OPMIICHHIO.

. Kak odopmiisiercst Beimmcka u3 npoTokosia?

. Kak cTposiTcst TekcThl mUChbMa-MIPUTIAIeHNs, MHCbMa-U3BEIeHUs?

. Kakue TpeboBaHus NpeabsIBIAIOTCA K TEKCTY TeJIErpaMMBbl U TeNe(OHOTpaMMBbI?
. Kakue TpeboBaHUs MPEABABISIOTCA K TEKCTY JIEKTPOHHOIO COOOIIEeHUsA?

OO ~NOoO Ol WN P

Ilpakmuueckue 3a0anus:

1. CoctaBuTh GOPMYIISIp «PEATBHOTO0Y MPOTOKOJIA.

2. Haiitu HeTouHOCTH B O()OpPMIIEHUH MPOTOKOJIA, MCIPABUTh U O)POPMUTH JOKYMEHT.
3. Ha ocHOBaHUM MOJIHOTO TPOTOKOJIA 0POPMUTH KPATKUH IIPOTOKOI.

4. OpopMUTH BBIIUCKY U3 IPOTOKOIA.

5. OdopMUTH MUCHMO-HU3BEIIEHHE C 0000IIEHHBIM aIpecaToM.

Tema 7. KoMmMepueckast mepenucka ¢ 3apyOoeKHbIMH ITapTHEPAMHU.

Bonpocwt ona yemnozo onpoca:

1. Kakue crangaptel UCO pernameHTUpYIOT odopmiieHHe AeT0BON MePenucKu?
2. Kakue ¢opmarel OymMaru HCHOIB3YIOTCS B MEXKIYHAPOIHON TIepenucke?

3. Kak cipoexTupoBaHbl OJaHKHU A7 MEXKTYHAPOIHBIX TUCEM?

4. Busel MEXTyHAPOIHBIX TIHCEM.

5. OcobeHHocTH 0hOpMIIEHUST PEKBU3HUTOB.

Ilpakmuueckue 3a0anus:
1. TTpoBecTH COMOCTAaBUTENBHBIA aHAIN3 O0PA3IOB MEXKIYHAPOIHOTO U POCCHUICKOTO JIEIOBOTO

nucpMa.

Ta.

Tema 8. Opranusanus T0KyMEeHTO000pOTa.

Bonpocwt ons ycmnozo onpoca:

1. [lepeuncnure OCHOBHBIE 3TANbl JOKYMEHTOO0OPOTA, JAWTE UM OIpEAETICHHUS.

2. Kakue TpeboBaHMs NPEIbIBIAIOTCSA K PETUCTPALUHU BXOIAIIMX TOKYMEHTOB?

3. JlaiiTe XapaKTepHCTUKY OPTaHU3alUU KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB.

4. JlaiiTe XapaKTepUCTUKY OpraHu3aluu GOPMHUPOBAHUS JIE.

5. Uro Takoe HoMeHKIaTypa Aen? KakoBa nepruoJuuHOCTh BHECEHUS N3MEHEHUN?

. [lepeuncanre BUIbI HOMEHKIIATYD.

. Kakas unbopMaius oTHOCUTCS K pa3psaay «KOMMeEpPUYECKOU TalHbI»?

. Kakast unopmanus He MOXKET ObITh OTHECEHA K Pa3pAILy «KOMMEpPUECKOI TaltHbI»?
. Kak ocymiectBnsieTcst peructpanus 1 yuet oOpalieHuii rpaxaan?

10. Kakwue cymiecTByrOT CpOKH UCTIOIHEHUS OOpaIrieHuii?

11. IlpaBuna y4yera yCTHBIX OOpalleHUH.

Ilpakmuueckue 3a0anus:

1. [Ipoananu3upoBath Ciry)keOHbIE OTMETKH Ha TOKYMEHTE.

2. ITo ciayxeOHBIM OTMETKaM Ha JJOKYMEHTE PEKOHCTPYHPOBATh XPOHOJOTHIO TIOKYMEHTO00O0pO-

©O© o0 ~NO

3. HpOCTaBI/ITB Ha JOKYMCHTC PCKBU3UTHI, COOTBCTCTBYIOIIUC ACTIOMPOU3BOACTBCHHBIM OIICpalu-

M (PETUCTPALIMK BXOJSIIETO JOKYMEHTA, PACCMOTPCHUIO U NPUHATHIO PEHICHUs, KOHTPOIIO HCIOJHE-
HUSl, HAIIPaBJIEHMIO B JIETIO).
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4. Ha npuMepe HOMEHKJIATYpPbl JIeJ1 MPOAHATN3UPOBATh MPUHIIUI TPYIITUPOBKY A€l U yCTaHOBIIE-
HUS CPOKOB XpaHEHUS JIEJ.

Ilpumep mecma
1. IIpaBuiia u opranu3anuio JOKyMEHTallHOHHOTO 00ecrieueHHs yIpaBiIeHUs Ha PEANPUSTUI
YCTaHaBIIMBACT:
- [IpaBuna BHyTpEHHETO pacropsiaKa
- Wuctpykuus no JJ0Y
- YcraB npeanpusaTus
2. HabGop pekBU3UTOB O(PUIIHAIEHOTO MTUCBMEHHOTO JOKYMEHTA, PACIIOIOKEHHBIX B OTPE/ICICH-
HOH NOCIIE0BATENbHOCTH, HAa3bIBACTCS:
(bopMyIIpOM TOKyMEHTa
- 0JIaHKOM JIOKyMEHTa
- JIOKYMEHTOM
. CpOKOBBIIl KOHTPOJIb UCIIOTHEHUS JOKYMEHTA OCYILIECTBIISIETCS:
- PYKOBOAMTENIEM OPTraHHU3aLUN
ciyx6oit JIOY
- VCITOJIHUTEIIEM [TOPYUYECHUS
4. PexBU3UTOM, COJEPKAILIUICS TOJIBKO B MUCbMaX-0TBETAX, SIBISETCS:
- aapecar
- CCBLJIKA Ha PETUCTPALIMOHHBIA HOMED U J1aTy TOKYMEHTa
- OTMETKA O MOCTYIUICHUH JTOKYMEHTA B OPTaHU3aLUN
5. UcnionHeHune pe3otolui pyKOBOAUTEIS HA JOKYMEHTE OCYLIECTBISAETCS:
- OTBETCTBEHHBIM HUCIIOJTHUTENIEM, Ubsi (PaMUIIHS YKA3bIBACTCS TIEPBOU B PE3OITIOIIUN
- OTBETCTBEHHBIM UCITOJIHUTEIIEM COBMECTHO C COTPYIHUKAMH, YKa3aHHBIMU B IOKYMEHTE
- BCEMH HCIIOJHUTEIAMH, YKA3aHHBIMU B IOKYMEHTE, KPOME OTBETCTBEHHOT'O MCIIOJIHUTEIIS,
KOTOPBI OCYIIECTBIISICT KOHTPOIUPYIOUIYIO ()YHKITHIO
6. JIokyMeHT, B KOTOPOM BOCIIPOU3BOAUTCS peKBU3UT «lloanmucey» 0e3 TUYHOM MOAMUCH:
- BBINIMCKA U3 PACTIOPSAIUTENBHOTO IOKYMEHTA
- aKT
- IIPOTOKOJI 3aCEAAHUS
7. PaciopsiauTenbHas 4acTh JOKYMEHTA, IPUHATOIO KOJUIETHAIbHBIMU OPTaHAMM, HAYNHAETCS CO

[98)

CJIOB:
I[TPUKA3BIBAIO
OBA3BIBAIO (PEKOMEHVYIO)
I[TOCTAHOBJIAET (PEILIAET)

8. Kommepueckuil JOKYMEHT, COAEP KA NPEIbSIBICHNE IPETEH3UH K CTOPOHE, HapyIIMBILIEH
HPUHSTHIE

- Ha ce0sl M0 KOHTPAKTy 00s13aTeNbCcTBA U TPEOOBAHUS BO3MEIICHHS YOBITKOB, Ha3bIBACTCS:

- MUChbMO-HAalIOMHHAHNE

- rapaHTUHHOE MTUCHMO

- MACBMO-peKIamMmanus

9. lnst opranu3anuii ¢ HeOONBIINM JOKYMEHTOOOOPOTOM Yallle BCEro MpUMeHATcs ... opma se-
JIOTIPOU3BOJICTBA!

- LIEHTPaJIN30BaHHAas

- CMelIaHHas

- JELEHTPAIN30BaHHAs

10. JlokyMeHT, OIIpeIeIEHHBIN B TOJIKOBBIX CIOBAPAX PYCCKOTO SI3bIKA KaK «JIOKYMEHT C 3alIUChIO
BCETONPOUCXOJISIIET0 Ha 3aCeIaHUM, COOPAHUN:

- MIPOTOKOJI

- IIOCTaHOBJICHUE

- pelieHne

11. IlonHyro 3anuch BCEro X0/1a 3aCEAAHUSI OTPAXKAET:

- MOJTHBIN TPOTOKOJI
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- KpaTKU MPOTOKOJ

- CTeHOTpa(pUUECKHI TPOTOKOT

12. TIlpenynpeauTenbHblii KOHTPOJIb MPEANOJIaraeT:

- €KEJIHEBHYIO TIOJrOTOBKY CBEJIEHUI O JJOKYMEHTaX, CPOK UCIIOJIHEHUS KOTOPBIX UCTEKAET
CEeTO/IHS

- €KEMECSIYHOE UJIN €KEKBapTalIbHOE COCTABICHHUE NIEPEUHS HEUCIIOJHEHHBIX IOKYMEHTOB

- CBOEBPEMEHHOE 3a 2-3 JHS NpeayNnpexIeHue COTPYIHINKA O HEOOXOIMMOCTH PEIIeHUs
IIOPYYEHHOTr'0 MY BoIlpoca

13. HaumeHoBaHue 1OKyMEHTa, OTHUM U3 pa3ziesioB KoToporo sBisiercs «lIpeamOymnay:

- JIOJKHOCTHASI MHCTPYKITUS

- JIOTOBOP

- HCKOBOE 3asIBIICHHE

14. JlokyMeHT MOXET OBITh OJMUCAH UCIIONHSIOMNUM 003aHHOCTH JIOJKHOCTHOTO JIMLA C:

- yKa3aHHeM ero (pakTHYECKOW JOIDKHOCTH U (haMIIIUU

- MIPOCTABJICHUEM IIPEJIoTra «3a» WIN HAAMKUCH OT PYKH «3aM.)»

- IIPOCTaBJICHUEM KOCOM YEepThI M€pe/l HAMMEHOBAHUEM JIOJDKHOCTH

15. PeructpaninoHHbIH HOMEp IOKYMEHTA, COCTABIIEHHOTO COBMECTHO ABYMS U OOjiee opraHu3a-
UMM, IPEACTABISET COOOI:

- PErUCTPallMOHHBIA HOMEP TOKYMEHTa OpraHu3allii, yKa3aHHOU Ha OJaHKe MmepBoi

- perucTpanoHHbIi HOMEpP JOKYMEHTa OpraHu3alnu, B KOTOPOH JOKYMEHT (PaKTUUYECKU
co3aaBalcs

- perucTpalioHHble HOMepa JOKYMEHTa KaX/10i U3 OpraHu3aluii, IpoCTaBIIEMbIX Yepe3
KOCYIO YepTy B MOPSAKE YKa3aHUSI aBTOPOB B IOKyMEHTE

TeMbI M 321aHUS KOHTPOJBLHOH PadoThl (1711 3P0)

KonrpomsHas pabora Ha 3a0YHOM  OTJEJICHUHM COCTOMT B  BBIIIOHEHUHIIPAKTUKO-
OpPUEHTHPOBAHHBIX 3aJlaHUH MO0 TeMaM Kypca. BapuaHThI 3a7jaHuii 1 METOANYECKHE YKa3aHHUS K UX BBI-
MOJTHEHUIO MPUBEJCHBI B MEeTOMUECKUX yKa3aHHUsIX MO BBITOJHEHHIO KOHTPOJBHON pabOThl MO TUCIH-
wmHe «/lokyMeHTHpoBaHUE TPOPECCHOHATHHON IESITeIBbHOCTH» ISl CTYJICHTOB, OOYYaroIIuXcs II0
HanpasieHuto 38.05.01 DxoHomuueckas 6€301acHOCTb.

6.2. [IpumepHbie BONPOCHI U 321aHUA / 3a1a4M JAJIA MPOMEKYTOUHOM
arrecTaluu

Tabnuna 8 - [IpuMepHbIe TeOpETUUECKHE BOMPOCH! U MPaKTUYECKHE 3aJaHus / 3aJaud I POMEKYTOU-
HOW aTTecTalnuy — 3aueT ¢ OLEHKOMH

Ne | Paznensl U TeMbl IIpumepHbIE TEOPETUUYECKHE BOIPOCHI [IpumepnbIie
MPAKTUYECKHUE
3amaHus /
3a1a4yu
1 | JlokymeHT U cu- 1. lMonstue o nokymenre. Kiaccudurkanuu 10KyMEeHTOB. 3ananue (cM.
CTEMBI IOKyMeHTa- | 2. YHU(MKAIMS M CTAHIAPTH3ALMS YIIPABIEHYECKMX JTOKYMEHTOB. | MOCIIE TabIHIb)
uun. [lonstue ne- YHu}UUUpoBaHHbBIE CHCTEMbI JOKYMEHTALUH.
JIOIIPOU3BO/ICTBA
2 | TpeboBanus x co- 3.TOCT P 6.30-2003. CocraB cranmaprta, 3HaYCHHE JUIS yIPaB- 3ananue (CM.
CTaBJICHUIO U JIEHYECKOH NeATeTHHOCTH. 1ocsie TabIuLbI)
oopmienuto 4. ®opmyisip-oOpasen Kak o0Ias MOjeNb MOCTPOCHUS periaMeH-
YIpaBIEHYECKOM THPOBAHHOTO YNPABICHYECKOTO JIOKYMEHTA.
JOKyMEHTALIUU 5. PexBuzutel mocrosHHBIE (01-04); XapakTepucTHKa, MpaBHIiIa
oopmieHus.
6. PexBusutel mocrosHable (05-09); XapakTepucTHKa, MpaBUia
o opMIICHHUS
7. bnauk, Buapl OJaHKOB.
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Paznensl U TeMBI

ITpuMepHBIE TEOPETUUECKHE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKUE
3amanus /
3a/1a41

8. PexBu3uTHI 3arojoBouHON 4actu jokymenTa (10-14), xapakre-
pHUCTHKA, TpaBriIa 0QOPMIICHHSL.

9. [IpaBuna axgpecoBaHus JOKYMEHTOB.

10. OcobenHOCTH OGOPMIICHHUS TEKCTA CIY)KEOHOTO TOKYMEHTA

11. PexBusuthl 18 u 21; xapakTepucTHKa, MpaBuiIa oQhOpMIICHUS.
12. PexBusuthl 22 1 25; XapakTepuCTHKA, TPpaBrUiIa 0QOpMIICHUS.
13. PexBusutsl 16 u 26; XapakTepuCTHKa, IpaBuia 0OPMICHHU.
14. PexBusnuthl 23 u 24; XapaKTepUCTHKA, TIPaBHIa 0hOPMIICHHS.
15. PexBusuter 17, 19, 27; xapakrepuctuka, mpaBuia opopmiie-
HUSL.

16. PexBusutsl 28 — 30; xapaKTepUCTHKA, MPaBUIa OQOPMIICHUS.

CoBpeMeHHEbIE CTo-
COOBI ¥ TEXHUKA
CO3JTaHHS JIOKY-
MEHTOB

17. COBpeMCHHLIe CITOCOOBI K TEXHUKA CO3JaHUA NOKYMCHTOB.

3amanue (cMm.
nocye TabJIHIbI)

Cocrasnenue OP/]

18. YCOP/I. Ha3naueHue cuCTeMBbI, XapaKTEPUCTUKA TPYII U BU-
JIOB JIOKyMEHTOB.

19. Cucrema opraHM3aLlMOHHBIX AOKyMeHTOB. Ha3zHaueHue, BUIBI
JIOKYMEHTOB.

20. JloroBopa W KOHTpakThl; Kiaccupukanuu. TpeboBaHHs K
o opMITEHHIO.

21. JlomKHOCTHAS HHCTPYKIUS; OCOOCHHOCTH JOKYMEHTHPOBAHUS.
CrtpyKkTypa TeKcTa.

22. Cucrema pacnopsOUTENbHBIX JOKyMEeHTOB. HazHauenue, BuabI
JOKYMEHTOB.

23. Tlpuka3ssl, BUBI IpuKa3oB. OCOOCHHOCTH JTOKYMEHTUPOBAHHS
npuka3oB. CTpyKTypa TeKcTa.

24. YanduuupoBaHHble ()OPMBI KaIPOBBIX IIPUKA30B.

25. Pacniopsokenusi. OcobeHHOCTH O(OpPM-JICHHUS, CTPYKTYypa TEK-
cTa.

26. ITocraHoBiIeHU,
CTPYKTypa TEKCTa.
27. Cucrema cripaBo4HO-MH(OPMAIIMOHHBIX JOKyMEHTOB. HazHa-
YeHUE, BUABI.

28. JloknagHast —3aImcka,
CtpykTypa TeKcTa.

29. CrpaBka, Buabl crpaBok. OcobeHHOCTH 0(opMIIeHUS, CTPYK-
Typa TeKcTa.

30. AxT, Buabl akToB. OcoOeHHOCTH OOPMIICHUS, CTPYKTypa TEK-
cra.

O6pamenns rpaxnad. Haznauenue, Buapl, OcobeHHOCTH O0(OpM-
JICHHS, CTPYKTYpa TEKCTa.

pewennss.  OcobGeHHOCTH — OQOpMIICHUS,

BUJBI; OCOOEHHOCTH OQOpPMIICHHS.

3amanue (cMm.
nocye TabJIHIbI)

JlenoBwie muchMa

31. Jlenoble muchbMa. XapaKTEPUCTHKA U KJIaCCH(DUKAIUHL.
32. Kommepueckune nuchbMa. XapakTeprcTHKa H KIaCCUPHUKAIINH.
OcoOeHHOCTH MTOCTPOEHHUS TEKCTa CIYKEOHOTO MUChMA.

3anmanue (cM.
mocye TabIHIbT)

Koppecnonnenuus,
CBSI3aHHAA C IPO-
BEJICHUEM TIEPHO-
JMYECKUX MEpO-
NPUATUI

33. MexayHapoaHbIe THChMA.
34. Crangaptsl UCO Ha opopmiteHrE 1€7I0BOM MEPEITHCKH.

3amanue (cM.
mocye TabJIHIIbI)
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Ne | Pasnensl U TeMbl IIpuMepHBIE TEOPETUUECKUE BOIIPOCHI IIpumepHsbIe

MPAKTUYECKUE
3amanus /
3aJ1a4n
7 | Kommepueckas 35. IIpoTokosn, Buabl NPOTOKOI0B. OCOOCHHOCTH IOCTPOCHHUS TEK- 3ananue (cM.
nepemnucka ¢ 3apy- | cra. TOCIIe TAOIHIIBI)
OcxHpiMU TIapTHE- | 36. CpeacTBa onepaTMBHON CBS3W (Telerpamma, TEJICKC, 3JICK-
pamu TPOHHOE cooOIIeHue, TenedoHorpamma). TpeboBanus Kk odopmire-
HUIO.
8 | Opranu3zanus 10- 37. Xapaxrepuctuka ['C JOY. ConepxaHue Ae10IPOU3BOACTBA. 3ananue (cM.
KyMeHTo000poTa 38. Coznanue mpoekTa JOKyMEHTa, COTJIACOBaHWE KaK JTarbl Jlo- | [OCTE TabIHLbI)
KYMCHTUPOBAHUSI.

39. YaocTtoBepeHne JOKyMEHTOB, BHIBL.

40. Peructpanus BXOIAMINX U UCXOASIINX TOKYMEHTOB.

41. IIpaBuna 06pabOTKH M PACCMOTPEHUS BXOSAIINX TOKYMEHTOB.
42. IlpaBuna opraHu3alid KOHTPOJIS UCTIOJIHEHHS JOKYMEHTOB.
43. TlpaBuna GpopMUpPOBaHUS U XpAHEHUS JET.

44. HomeHKkIaTypa J1ei, BUIBL.

45. DxcnepTH3a EeHHOCTH JOKYMEHTOB.

46. IToaroroBka aen K caade B apxuB. CpoKH XpaHEHHS.

47. IlonsaTre KOMMepYECKON TaiHEI.

48. Opranu3zanus KOHQHUIESHIINATHFHOTO AIOMPOU3BO/ICTBA.

IIpumepHbIe 3a1aHKuA K 3a4eTy ¢ OLleHKOMH

3amanue 1.

[Tonb3ysace TpynoBbim koznekcoM P® rmasoi 10 u 11. Onummre nomarosyro npoueaypy npuema
paboTHUKA Ha OCHOBHYIO pabOTy M (WJIM) IO COBMECTHUTEIILCTBY. 3aIOTHUTE MPEUIOKCHHBIE 00pa3Ilbl
JIOKYMEHTOB, 0(OpPMIIIEMBIX IIPH ITpHeMe pabOTHHUKA Ha paboTy.

3amanue 2.

[Tons3ysce TpymoBeiM KopekcoM P® rmaBoit 12. Onmmute momaroByr NPOIENypy HW3MEHEHHS
TPYZOBOTO JOrOBOpa, B TOM YHCJIE MEPeBOJl pabOTHHKA Ha JAPYT'yr paboTy. 3aloJHUTE MPEI0KEHHbIE
00pa31bl TOKyMEHTOB, 0hOpPMIIIEMBIX TPU U3MEHEHNUHN YCIIOBHI.

3agadue 3.
[Tone3ysice TpynoBeiM kogekcoM P® rnaBoit 19. Onummute nomaroBpyro Oporeaypy Ha3Hau€HUs OT-
MycKa. 3amoJHUTe MPEATIOKEHHBIE 00pa3Ibl TOKYMEHTOB, OPOPMIISIEMbIX MPU 0OPMIICHUH OTITyCKa

3aganue 4.

[Tonw3ysice Tpynoeeim kozxekcom P® rmaBoit 13. OnuimumTe NomaroByr HpOLERypY YBOJBHEHHS
paboTHHKa. 3aloNHUTE MPEUIOKEHHBIE 00pa3Ibl TOKYMEHTOB, OOPMIIIEMBIX MPU YBOJILHEHUH COTPY.-
HUKA.
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