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Onobpena Ha 3aceaHUU METOIMYECKON KoMuccHH (hakysibTreTa HHOOPMATHKH, MATEMaTHKH
Y DKOHOMUKH (ITIPOTOKOJI METOIMYECKONU KoMHCCHH (akyiabTeTa Ne 4 ot 16 stHBaps 2025 1.)

OnoOpena Ha 3acegaHuu oOecreunBaroIIeH Kadeapbl SJKOHOMHUKHU U YIIPABICHUS
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1 lleap AUCHUNJIAHBI.
B pesynbpTare 0cBOCHMS JaHHOUN NUCIMILIMHBI Y OOYYaroIlerocst TOJKHbBI ObITh C(OPMHUPOBAHbI

KOMIIETEHIIMM OCHOBHOI MpodeccroHalbHON 00pa3oBaTeNbHON MporpamMmbl OakanaBpuata (manee -
OIIOII): TIK-1.

@opMupyeMble KOMIETEHIIHH, HHIUKATOPbI AOCTHKEHUSI KOMIIeTEeHIHii, 3HAHMS,

YMEHus1, HaBbIKH

Tabnuua 1 — MHAMKaTOpB JOCTHXKEHHSI KOMIIETEHINH, (POpMHUPYEMbIE UCIUTUINHON

Kon u HasBanue
KOMITETEHIIUN

WHIuKaTOpBl TOCTIIKSHUS] KOMITETCH-
muu mo OITOIT

3uanusi, ymeHus, HaBboIku (3YB),
(hopmMupyeMble TUCITUTUTHHOM

[IK-1 Cmocoben ocaa-
MBaTh W MCIIONB30BAThH
TEOPETUYECKHUE 3HAHUS
U TIPAKTHYECKHE yMe-
HUA U HABBIKU B Hpea-
METHOH 007acTH 1O
npoumro  «IKOHOMH-
Ka ¥ yIpaBJICHHE» TIPU
peuieHnu npodeccuo-
HAJIBHBIX 3a1a4

I[IK-1.1  [deMoHCTpuUpyeT yMEHUE
OCYIIECTBJIATh IPOLECC CO3JaHMA,
YOpaBIeHUS W  Pa3BUTHS  HOBBIX
MIpEenNpusITHH, OW3HEC-TPOIIECCOB H
(hyHKIIMOHAIBHBIX HATPaBICHUN
[IK-1.2 Ilpumensier crneunagibHbIE
Hay4JHBIC 3HAHUS ¥ METOJIbI pacueTa u
aHaliM3a SKOHOMHYECKHX IOKa3aTe-
Jiel (UHAHCOBO-XO3SHUCTBESHHOMN Jiesi-
TETBHOCTH XO3SHCTBYIOIINX CYOBEK-
TOB

I[IK-1.3 CnocobeH oOCyIIEeCTRIATh
pa3paboTKy, BHEIPEHUE W COBEPIIICH-
CTBOBAHHE CHCTEMBI JIOTHCTUKA U
MapKeTHHra XO3SHCTBYIOIUX CYOb-
€KTOB

AmHanus ormsita




2 O0béM U TPYAOEMKOCTHh AUCHUIUVIMHBI N0 BHJAAM Y4YeOHBIX 3aHSTHM.

DopMBbI IPOMEKYTOYHOH ATTECTALUH.

Tabmuna 3 — O0beM U TPYAOEMKOCTh JUCIUIUIMHBI 110 BUJAM YIeOHBIX 3aHATHN

O6béM
OOmmast TpyI0EMKOCTh ¥ BHJBI yU4€OHOW padOThI MO JUCIMILIUHE, TPOBOJAUMEIC B Hacos 1o
pasHbIX popMax (bopmam
o0y4eHus
[0]02]0)
1 O6mas Tpy10eMKOCTh JTUCITUTIIIUNHBI 144
2 KonraktHas paboTa oOydaroImuxcs ¢ rnpernojaBaTesieM (Mo BugaM y4eOHBIX 3aHs- 48
TUi) (Bcero)
AynuropHas pabota (Bcero): 48
B TOM YHUCIJIE:
JIEKIIUHU 16
MPAKTUYECKHUE 3aHSITUS, CEMUHAPBI 32
MPAKTUKYMBI
1a00paToOpHBIC paOOTHI
B MHTEPAKTHBHOHU (opme 12
B DJIGKTPOHHOU (hopme
Bneaynuropnas padota (Bcero):
B TOM YHCJIC UHAUBUIyIbHAS paboTa 00yJIarOIIUXCs C MPENo1aBaTeieM
MOJIFOTOBKA KOHTPOJIbHON pabOThI
IpyNnoBasi, UHAUBUAYalIbHasE KOHCYJbTAIlMs U MHbIC BUAbl YYCOHOUH JeATeIbHO-
CTH, TIPEyCMaTPHUBAIOIINE TPYIIIOBYIO WM WHAWBHIYyAIbHYIO paboTy oOyuaro-
IIMXCS C MPEno/iaBaTeiem)
TBOpUecKas pabota (dcce)
3 CamocTrosTtenbHas pabota oOydaromuxcs (BCero) 60
4 TIpomexxyTo4Hast aTTecTaIsi 00y4Jarouierocsi — Ik3aMeH Bo 2 cemecTpe 36




3. YueOHO-TeMaTHYeCKHI IJIAH U COAePKAHUEe TUCIHUIINHDI.
3.1 YyeOHO-TEeMaTHYECKHH NJIaH

Tabmuua 4 - YueOHO-TeMaTHIeCKUH T1aH
07151 O4UHOUL hopmul 0OyUenHun

- Bl/l[lbl y'-leﬁl{l)lX SaHﬂTHﬁ, BKJIIOYasi cCaMo-
o § CTOSITEJILHYIO PaGoTy 00y4YaromMXcs H TPY-
g v g J0eMKOCTh @
- 2 23 (B uacax) OpMbI TEKYILIEro
= C akE KOHTPOJIS H NIPOMEKY-
> Paznen qucuuIIMHbI =2 CaMoCTOsI- .
2 g yuyeOHasi paboTa S TOYHOHU aTTeCTALMH
CIeBaeMOCTH
ceMUHAPBI, paGora y
BCEro JIEKIHH NpaKTHYeCKHe 00yaro-
3aHATHS uxcst
JOKYMEHT U CHCTEMBI JOKYMEH-
1 | tauuu. [lonsTue neaonpou3Boa- 13 4 1 8 YcrHbll ompoc
CTBa
TpeboBaHUS K COCTABICHUIO U N
VYernsiit onpoc Ipak-
2 | obopmireHNIO PO ECCHOHAITB- 15 2 5 8
N TUYECKHE 3aaHus
HOW JOKYMEHTAIMU
3 CoBpeMeHHbIE CTIOCOOBI M TEXHH- 15 2 5 ] VYernsiit onpoc [Ipak-
Ka CO3JIaHus IOKYMEHTOB THUYECKHE 3aaHus
VYernsiii onpoc [pak-
4 | Cocrasmenne OP]I 15 2 5 8 poc Lip
TUYECKHUE 3aJaHus
IIpakTruueckue 3ana-
5 | JemoBble muchMa 15 2 5 8 P A
HHUS
Koppecnonnennusi, cBsizaHHas ¢ .
pp ACHLINA, VYernslit onpoc [Ipak-
6 | mpoBeIeHUEM MEPUOIUUECKUX 15 2 5 8
N TUYECKHUE 3aaHus
MEpONpUITUI
7 Kommepueckas nepenucka c 3a- 13 5 5 6 VYernsiii onpoc [pak-
pyOSKHBIMH IMAPTHEPAMHU TUYECKHE 3aaHus
Opranu3zaiysi JOKyMeHT0000poTa VYeTHBIH onpoc
IIpakTuueckue 3ana-
8 13 2 5 6 P
HUS
TectupoBanue
[IpomesxkyTouHas aTTecTanus
p Y H 36 DK3aMeH
oOyuJatomerocst
HToro 144 16 32 60

4 Ilopsaaok OLEHUBAHHMS YCIEBAeMOCTH U CHOPMHPOBAHHOCTH
KOMIIETEHUI M 00y4arIluerocss B TeKyue U MpoMeKyTOYHOM aTTeCTAlUU

Jl71s OJNOKUTENBFHOM OIEHKU MO pe3ybTaTaM OCBOCHHUS TUCIUIUIMHBI 00ydaroiiemMycs HeoOxo-
JTMMO BBITIOJIHUTH BCE YCTAHOBJICHHBIE BUJIBI yueOHOM paboThl. O1ieHKa pe3yabTaToB pabOThl 00yUarole-
rocs B 6anmax (Mo BUgaM) npuBeeHa B Tadnuie 4.

Tabmuua 4 - Hlkana u nokasareiayn OLEHUBaHUS PE3yJIbTATOB yUeOHOH paboThl 00yJaroIUXCs 10 BUIAM
B OaribHO-peiTunroBoit cucreme (bPC)

VYuebHnas paboTa
(BUIIBI)

CymmMma
0aJlIoB

Bunsl 1 pe3ynbTaThl
yueOHOH paboTh

OIICHKa B aTrTCCTallnn

Bbaist
(16 Henennb)

Texywasa yueonas paboma

o000

oo0
Tekymas y4eOHas

80
(100%

Jlexumonnpie 3ansTus (9

3aHATHI)

0,5 6amma mocemenue 1 JIGKIMOHHOTO 3aHATUS

1-4




VYyebnas pabora | Cymma Bunbl v pe3ynbTaTs OrneHka B aTTecTaluu Bamiet
(BUIBI) OayoB y4eOHOU paboThI (16 Henmenn)
Texywiaa yueonas paooma OPO
pabota B cemectpe| /6ammoB |[Ipaktnueckue  3anstws|0,5 6aaiaa - mocemeHre | MPaKTHYECKOTO 3aHS- 9-18
(mocemenne 3aHs-| mpuBe- |[(18 3amsATHIA). THS U BHITIOJTHEHHE paboTH Ha 51-65%
THA 1O pacnuca-| JEHHON 1 6aaa — noceuienue 1 3aHATUS U CyIIECTBEHHBIH
HUIO W BBINOJHE-| IIKAJIbI) BKJIaJ| Ha 3aHATHM B pabOTy BCEH rpymIibl, camo-
HHE 3aJIaHNH) CTOSITEJIFHOCTh ¥ BBINOJHEHHE paborsl Ha 85,1-
100%
WunuBuayanbHoe 3aaa-|3a ogno U3 ot 4 1o 8: 32-64
nue (8 3amanuii) 4 0as1a (BeInonHEHo 51 - 65% 3anaHuif)
6 0ass10B (BBINOJIHEHO 66 - 85% 3amanHuil)
8 6aqu10B (BEIMoONHEHO 86 - 100% 3amanmii)
Hrorosslii TecT 9 6as10B (51 - 65% TPaBIILHBIX OTBETOB) 9-14
11 6amoB (66 - 84% mpaBIIBFHBIX OTBETOB)
14 6ay10B (85 - 100% mpaBHIBHBIX OTBETOB)
HToro nmo Tekyuieii padore B ceMecTpe 51-100
IIpomesicymounas ammecmayus
IIpomexxyTounas 20 Bompoc 1. 5 6aas10B (TOPOTOBOE 3HAUCHHUE) 5-10
atrectanusa (3ager| (100% 10 6a/10B (MaKCUMAJIbHOE 3HAYCHHE)
C OIICHKOH) /6annoB (Bompoc 2. 5 6aas0B (TOPOTOBOE 3HAUCHUE) 5-10
puBe- 10 6ay10B (MaKCHMaJIbHOE 3HAYCHHE)
JEHHOW |Brimonuenue 3amanus 1. |4 6amna (IOporoBoe 3HaYEHHE) 4-8
ILIKAJIbI) 8 62/10B (MaKCHMAIILHOE 3HAYEHHUE)
Brinmonnenue 3aganus 2. (6 6a/J10B (IOPOrOBOE 3HAUCHUE) 6—-12
12 6aj10B (MakCHMaJIbHOE 3HAYCHHE)
HToro mo npomMexyTouHoOi aTTecTanuu (3a4yeT ¢ OLEHKOI) 20-40
CymmapHas onieHKa no gucuunianne: CymMMa 6aj1oB TeKyIed U MpoMeXXyTOYHOM aTTecTaliu 51-1006.
5 MarepuajabHO-TEXHHYECKOE, MpOrpaMMHOe U y4eOHO-

MeTOoANYEeCKOoe o0ecreueHre JUCIUIIIMHbI

5.1 YueOHas auteparypa
OcHoBHasi yueOHasi IuTepaTypa

1. Hoponuna, JI. A. OpraHuszaius ¥ TEXHOJOTUS JOKYMEHTAIIHOHHOIO OOecleueHUs! YNpaBIeHHUS :

yueOHUMK U mpakTukyM Juid By3oB/ JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3f., nepepad. u
non. — Mocksa : MznarensctBo IOpaiit, 2023. — 270 c.— (Bsicmee ob6pa3zoBaHue). —
ISBN 978-5-534-16016-1. — Tekcr : snektpoHHbI // OOpa3oBarenbHas muatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/530251

lysanosa, H. H. Opranuzauust u Te€XHOJOTHS JOKYMEHTAIIHOHHOTO OOECIeYeHMs YIpPaBICHUS :
yueOHUK U nmpakTukym A By3oB / H. H. lllyBanoBa. — 3-e u3zn., nepepad. u gon. — Mocksa : 13-
natenscTBO FOpaiit, 2023. — 247 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-16537-1. —
miatpopma  FOpaitit  [caiir]. URL:

Tekct SJIEKTPOHHBIA  //
https://urait.ru/bcode/531239

O6pazoBaTenpHas

Jononnumensnan numepamypa

. JlokymeHTOBeieHuE | Y4eOHUK U MpakTUKyM Juig By30B / JI. A. JloponuHa [u np.] ; moJ penakuueit
JI. A. loponuHoit. — 3-e u3a., nepepad. u non. — Mocksa : MU3garensctBo HOpaiir, 2023. —
336 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-15753-6. — Tekcrt : anexTponHsiit // O6pa-
3oBarenbHas miatdopma FOpait [caitT]. — URL: https://urait.ru/bcode/511341

. Kabamos, C. 0. AHTHKOppYNIIMOHHAS 3KCIEPTH3a HOPMATHUBHBIX TPABOBBIX AaKTOB M MPOCKTOB
HOPMAaTUBHBIX IIPABOBBIX aKTOB: OpraHU3allus U BOMPOCH JOKYMEHTHUPOBaHUS : yueOHOe rocodue /
C. IO. Kabamos, 0. C. Kabamos. - Mocksa : UTH®PA-M, 2020. - 240 c. - (Beicmiee o6pazoBanue:
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https://urait.ru/bcode/530251
https://urait.ru/bcode/531239
https://urait.ru/bcode/511341

Cnenuanurer). - ISBN  978-5-16-016538-7. -  Tekcr URL:
https://znanium.com/catalog/product/1178158

Kopnees, U. K. JlokyMeHTHpOBaHHE YMPABJICHUYECKOW MCATEIHHOCTH : YYCOHHK MJi1 BY30B /
. K. Kopnees, A. B. ITmenko, B. A. MamypueB. — 3-¢ uza., nepepad. u mon. — Mocksa : M3na-
tenscTBO FOpaiit, 2023. — 438 c. — (Bricmee o6pa3oBanue). — ISBN 978-5-534-16001-7. —

KOpaiir  [caiiT]. URL:

JJIEKTPOHHBINA. -

Tekcr anekTpoHHbli  //  OOpa3oBarenbHas —I1utathopma
https://urait.ru/bcode/523610

Kupcanosa, M. B. Kypc penomnpowusBoactsa :
[Tekcrt] : yuebnoe mocobue / M. B. Kupcanosa, 0. M. AkceHoB. - 6-¢ W31, UCIIPABJICHHOE U JIO-
nosHeHHoe. - M. : UH®PA-M ; Hoocubupck : Cubupckoe cornamenne, 2008. - 367 c. : Tabm. -
(Beiciiee oopazoBanue). - ['pud MO "PexomenoBaHo

HCpI/IO,I[I/ILIGCKI/Ie HU3JaHUA: ((ILCJ'IOHpOI/ISBOI[CTBO», ((CereTapCKOC JCI0», «praBHeHI/Ie InepcoHa-

JOKYMEHTALlMOHHOE OOEClIeueHHe YIpaBJICHHS

JIOM» 1 Op.

5.2 MarepuajibHO-TeXHUYECKOE
AMCIUATLTMHBI

Y4eOHble 3aHsTHsI 10 AUCHUIUIMHE IPOBOJSATCS B YUEOHBIX ayJIUTO

U TNporpamMMHoe

o0ecreuyeHue

nsax HOU Keml'V:

HanmenoBanue moMeIIeHu# JUTst TPOBEACHUS BCEX BUIOB Y4eOHOU
NesITeIbHOCTH, IPEAYCMOTPEHHON yUEOHBIM IIIaHOM

Anipec (MECTOIOI0KEHUE)
MOMEIIEHU 17151 MPOBEACHUS
BCEX BHUJIOB yueOHOU

NeSITeIIbHOCTH,
IPEyCMOTPEHHON YU4EOHbIM
TUTAHOM
401 Yuebnas ayauropust (MyJIbTUMEIUIAHAS) I TPOBEICHHUS: 654079,  KemepoBckas
- 3aHATUH JEKIMOHHOTO THIIA. 00J1acTh, r. HoBoky3HelIIK,

CneuunanusupoBanHas (yueOHasi)) meOeJib:
kadenpa, CTOIBI, CTYJIIbSI.

O0opynoBanme: cmayuoHapHoe -KOMIBIOTEpP, JKpaH, IMPOEKTOP,
aKycTH4ecKas cucreMa, MUKpo(oH mpernoaaBares.

HUcnonb3zyemoe mnporpammHoe obGecneyeHue:  MSWindows
(Microsoft Imagine Premium 3 year mo cyOIUIIEH3MOHHOMY JIOTOBOPY
No 1212/KMP ot 12.12.2018 . go 12.12.2021 r.), LibreOffice (cBoOoa-
Ho pacnpoctpansemoe [10), SAnnekc.bpaysep (oTeuecTBeHHOE CBOOOIHO
pacmpoctpansemoe [10).

HNuTepuer ¢ odecneuennem gocryna B JUOC.

JOCKa MEJIOBasd,

np-kT Metamtypros, 1. 19

403 YyeOnast ayuTopus JIJIs1 TPOBEICHMUS:

- 3aHATHIA ceMUHAPCKOTo (IPAKTHUECKOT0) TUTIA;

- TPYIITIOBBIX M WHIUBUAYATBHBIX KOHCYJIBTAIUH;

- TEKYIIEro KOHTPOJIS U MPOMEKYTOYHOU aTTeCTAlIUU.
CrneuunanusupoBanHas (yueOHasi) Mebesib: JOCKa MEIOBasi, CTOJIBI,

CTYJIbS.
O0OopynoBanue /I Tpe3eHTAUMH Y4eOHOro MarepuaJja:
nepeHnocHvle — HOyTOYK, 9KpaH, POEKTOP.
HUcnonb3zyemoe mnporpammHoe obGecneyeHue:  MSWindows

(MicrosoftimaginePremium 3 year o cyOiauIieH3HOHHOMY J0TOBOPY Ne
1212/KMP ot 12.12.2018 1. mo 12.12.2021 r.), LibreOffice (cBoGomaHO
pactipoctpansiemoe I10), Snnexc.bpayszep (oredecTBeHHOE CBOOOIHO
pacmpoctpansemoe [10).

HNuTepHer ¢ odecneuyenneM gocryna B JUOC.

654079,  KemepoBckas
001acTh, r. HoBoky3Helk,
np-kT Metamtypros, 1. 19



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

5.3 CoBpemeHHble mnpo¢eccHOHANbHBIE 0a3bl  JAHHBIX W
HH(}OPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI

1. Koncynbrantllmtoc [DnekTpoHHBIA pecypc| : KOMII. CIpaB. IpaBoBas CUCTeMa / KOMITAHHS
«Koncynprantllmtocy. — OnexkrtpoH. mporp. — [Mocksa, 1997-2014] — Pexum poctyna:
http://base.consultant.ru , cB0OOAHBINA. — 3ari. ¢ FKpaHa.

2. TAPAHT.PY [DnexTponHsbIi pecypc] : nHGpOpMamoHHO-IpaBoBoii optai / kommanus OO0
"HIIII "TAPAHT-CEPBUC". — Onexktpon. mporp. — [MockBa, 1997-2014] — Pexum pocryna:
http://www.garant.ru , cBOOOIHBIH. — 3ariI. ¢ FKpaHa.

6 Unble cBegeHus U (MJIM) MaTepHAJIbI.
6.1.1lpumepHbIe TeMbI U BAPUAHTHI IMCbMEHHBIX Y4eOHBIX padoT

CamocrosiTenbHas paboTa CTYyJJEHTOB OCYIIECTBIISETCS B CIEAYIOMNX (hopMax:

> HOJrOTOBKA K IPAKTUYECKUM 3aHATHIM;

> CaMOCTOSITENIbHOE U3yUEHHE TEM TUCLMIUIMHBI (3JIEKTPOHHOE 00y4eHue);

> HOJrOTOBKA K TEKYIIUM KOHTPOJbHBIM MEPOIPUITUAM (KOHTPOJIbHBIE paOOThI, TECTOBbIE
OIIPOCHI);

> BBITITIOJIHCHUEC JOMAIIHUX WHAUBHUAYAJIbHBIX 3a1[aH1/11?1 -8 SaIIaHI/Iﬁ (B COOTBECTCTBUHU C TC-

MaTHUYECKUM IIJIaHOM),
> [OJIFOTOBKA aHAIUTUYECKUX 0030pOB U OTUETOB 110 33JaHHBIM TEMaM.

Ipumepvl unoueuoyaivivix 0OMaAuIHUX 300AHUT
Tema 1. JIokyMeHT u cucTeMbl ToKyMeHTanuu. [loHaTue aenonpon3BoacTBa.

Bonpocwt ona ycmnozo onpoca:

1. ate onpeaeneHus TEPMHHAM: JEJIONPOU3BOJCTBO, JOKYMEHTAI[MOHHOE OOecreueHre yIpas-
JIeHUs], TOKYMEHTHPOBAaHUE, JOKYMEHTOOOOPOT, TOKYMEHT, CIyX EOHbII TOKYMEHT, OpUIHAIbHbBIN 10-
KyMEHT, aBTOp JIOKyMEHTa, 00beM JOKYMEHTOO00pOTa.

2. Kak ¥ Ha OCHOBaHMHU KaKMX IMPU3HAKOB KIacCU(PUIIUPYIOTCS TOKYMEHTHI:

— 0 CTausIM CO3JaHUs;

— 10 CPOKaM XpaHEHHS;

— M0 FOPUINYECKOM CHUIIE;

— 10 BHJIaM;

— 10 HAUMEHOBaHUSM BUJOB?

3. Uem onpenensercs 3HaUUMOCTh IOV B nesaTenbHOCTH NPEeANpUITHNA, OPraHUu3alni, yapexie-
HUN?

4. Haszosure nBe coctaBHble yacTu JIOY u packpoiiTe Ux colaep:KaHue.

5. Yro Takoe yHH(PUKAIUS YIIPABICHYECKUX JOKYMEHTOB?

6. IlepeuncanTs cymiecTByIomMe YHU(PUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIMH.

7. Yrto takoe OKY1?

8. Ilepeuncnuth OCHOBHbBIE (PYHKIIMH JOKYMEHTA.

Tema 2. TpeGoBaHUs K COCTABICHHUIO U O(OPMIICHHUIO YIIPABICHYECKOM TOKyMEHTAIIUH.

Bonpocwi ona ycmuozo onpoca:

1. Cocras, Ha3zHaueHue, pacrpoctpanenne Y COP/I.

2. [lonsATHE ¥ COCTaB HOPMATHBHO-METOINYECKOM 0a3bl IETOMPOU3BOICTBA.

3. Ha3BaTh oCHOBHEIE 3aKOHOAATCJIbHBIC AKThl, HOPMATUBHBLIC JOKYMCHTHI, ﬂeﬁCTBYIOIHHe B 00-
JaCTH JIEIIONPOU3BOJICTBA.

4. Yro Takoe GpopMysip-oOpasell, 9To BXOJIUT B €T0 COCTaB?
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5. Onmcarp oOuye TpeGoBaHus, IPEAbIABIsEMbIE K OOPMIICHHIO CITy>K€OHOTO T0KyMeHTa ((op-
MaThbl, pa3Mepbl MOJIeH, TOCTPOECHNE KOHCTPYKITMOHHOM CETKH ).

6. JlaTh XapaKTepUCTUKY PEKBU3UTY KaK HHPOPMALMOHHOMY JIEMEHTY JJOKYMEHTA.

7. Kakue peKBU3UTBI OTHOCATCS K IMTOCTOSIHHBIM, MIOYeMY?

8. Kakue pekBU3UTBI OTHOCATCS K IIEPEMEHHBIM, MOYeMY?

9. Ha kakue rpyniibl JeisTCSA MEePEMEHHbBIE PEKBU3UTHI?

10. Ilepeuncnutp Tanbl JOKYMEHTUPOBAHUS.

11. Yto Takoe cornmacoBanue?

12. Yro Takoe yTBEepxKA€HUE?

13. Kakue criocoObl y0CTOBEPEHUSI JOKYMEHTOB CYLIECTBYIOT? B Kakux ciydasx MCHOIb3YIOTCA
pa3MyHbIe CIIOCOOBI YAOCTOBEPEHUs?

14. Jlatb onpenenenus tepMuHam: (opmyisip-oOpasew, GopMmyiisip JOKyMEHTa, PEKBU3HT, FOpU-
JMYEecKasl CHjia JOKYMEHTa, 00BbeM JTOKYMEHTO00OpOTa, CIIy>KEOHBIH JTOKYMEHT, O(UIIMAIBHBIA IOKY-
MEHT.

15. CBs13b PEKBU3UTOB C 3TallaMU JI€J0IPOU3BOJICTBEHHBIX padoT.

Ilpakmuueckue 3a0anus:

1. Ananus ctpykrypsl u coaepxanus ['OCT P 6.30 -2003.

2. Aramus popmyspa-oOpasia.

3. ComocTaBienue u ananus Gopmyssipa-o0pasia ¢ «peaabHbIM» TOKYMEHTOM.
4. Beizenenue B JOKYMEHTE PEKBU3UTOB, aHAIM3 COCTaBa MHPOPMAIUH.

Tema 3. COBpeMeHHHe CIIOCOOBI M TEXHHUKA CO3aHnsI NOKYMCHTOB.

Bonpocwt ona yemuozo onpoca:

1. HazoBuTe 0OCHOBHBIE METO/IbI OPMATHUPOBAHUS TEKCTA.

2. OnumuTe mpaBuia opopMieHUs ad3aieB, pyOpHK, 3ar0JIOBKOB, IPUMEUYaHU, CHOCOK.

3. OnuumTe OCHOBHBIE YAaCTH TaOJIHIIBI U MPaBUiIa UX 0QOpMIICHUS.

4. IlepeurcnuTe OCHOBHBIE TPEOOBaHUS, IPEABABISIEMbIE K ONOINOTpadUIeCKUM OTTMCAHHSIM.

Ilpaxkmuueckue 3a0anus:
1. BHecTH ncnpaBieHus B TEKCT, UCII0JIb3Ysl KOPPEKTYpPHBIE 3HAKH.
2. OrdopmaTupoBaTh UCTIPABICHHBII TEKCT.

Tema 4. CocraBnenue OP/I.

Bonpocwl ona ycmnozo onpoca:
1. Kakue BUABI BXOJAAT B COCTaB OPraHU3AIMOHHBIX, PACTIOPSIUTENbHBIX U OPHUIIMATEHO-TNYHBIX
JIOKYMEHTOB.
2. Kakue BupI OJ1aHKOB perjaMeHTUPOBaHbI cTaHaapToM? CocTaBbTe UX POPMYISPHIL.
. IlepeuncianTh OCHOBHBIE BUJIbI IOTOBOPOB M KOHTPAKTOB
. [lepeuncanTh OCHOBHBIE TPeOOBaHUS K O(hOPMIICHHUIO TOTOBOPOB U KOHTPAKTOB.
. Jlatb onpenenenune npukasa.
. Kakue yactu Tekcra B mpukase o OCHOBHOU J€ATEIbHOCTH?
. [lepeuncnuTh BUIBI MPUKA30B MO KAIPOBBIM BOIIPOCAM.
. OcobeHHoCcTH 0(hOpMIIEHHS CTIPAaBOUYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.
9. Kakue Buapl Ci1y’>keOHBIX 3alIMCOK CYLIECTBYIOT?
10. Yem ciyxeOHast 3a1McKa OTIMYAETCS OT CIPaBKU?
11. Kakue yactu TekcTa B akte?
12. B yem ocoOeHHOCTH MOAMUCAHUS aKTa?
13. [laTe ompeneneHust BUmaM oOpaIieHui rpaxaaH.

03N L kW

Ilpaxmuyeckue 3a0anus:

1. CocTtaBuTh (opMyJIsp IPEATOKEHHBIX 00pa310B OJIaHKOB, OMPEACIUTh BUI.
2. O1eHuTh COOTBETCTBUE «PEATHLHOTO» OJlaHKa TPeOOBaHUSIM CTaHIAPTA.

3. CKOHCTPYHpOBATh KOMILJIEKT OJIaHKOB (PPMBI.
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Tema 5. JlenoBbie mucbma.

Bonpocwl ona ycmnozo onpoca:

. [lepeuncaure cymniecTByIomue K1acCuUKAIIH CITy>KEOHBIX TUCEM.

. CocTaBbTe HOpMYIISIp CITy’K€OHOT0 NMUChMA.

. Onummure 0coOEHHOCTH NOoCcTpoeHus npoctoro (1-2 yactu) Tekcra nuchbma.

. OnuiunTe 0COGEHHOCTH OCTPOEHUS CIIOKHOTO (3-4 4acTH) TEKCTa MUChMA.

. [lepeuncaure u npuBeanuTE MPUMEPHI CIIOCOOOB YHU(DUKAITUH JIEIIOBOTO HCHMA.
. [lepeuncanre BUABI KOMMEPUYECKHX THCEM.

. YUro Ttakoe odepTa, Ha30BUTE 0COOEHHOCTH €€ 0(hOPMIICHUSI.

. Uro Takoe pexsiamaliysi, Ha30BUTE€ 0COOEHHOCTH €€ 0(hOPMIIEHUS.

03N LN kW

Ilpaxmuueckue 3a0anus:

1. CoctaButh (hopMyJIsip IHCbMA JIJIsl IPETIOKEHHOT0 00pasia.

2. Haiitu HeToyHOCTH B OpOpMIIEHUU MHCHbMA, OPOPMHUTH TOKYMEHT B COOTBETCTBHH C TpebOoBa-
HUSIMU CTaHJapTa.

3. CocTaBuTh MUCbMO TpocToe (1-2 yacTu TekcTa)

4. CocTaBUTh MUCHMO CIIOXKHOE (3-4 4acTH TEKCTA)

5. CoctaBuTh nucbMO ¢ TpadapeTHbiM TekcToM. Tema 6. KoppecnonaeHus, cBsa3aHHas ¢ IpoBe-
JEHUEM NEPUOIUYECKUX MEPOIPUSITUH.

Tema 6. KoppecrionieHuusi, CBsSi3aHHas ¢ IPOBEACHUEM MTEPHUOJUUIECKIX MEPOIPUITUH.

Bonpocut ona ycmnozo onpoca:

. Yro takoe mpoTokon?

. CocraBbTe (hOpMYJISIp TPOTOKOJIA.

. ONUIINTE CTPYKTYPY TEKCTA MPOTOKOJIA.

. B uem ocobeHHoCTH MOANMUCAHUS TPOTOKOA?

. Buter ipoToko0i0B. OCHOBHBIEC TPeOOBaHUS K 0(OPMIICHUIO.

. Kak odopmiisiercst BeImucka u3 mpoTokosa?

. Kak cTposiTcst TeKCThI TMChbMa-TIPUTIIAICHHS], TTHChMa-H3BEIICHUS ?

. Kakne TpeboBaHus MPeabABIAIOTCS K TEKCTY TEJIETPaMMBI U TeJIeOHOTpaMMBbI?
. Kakue TpeboBaHus NMPEABIBISIFOTCS K TEKCTY 3JICKTPOHHOTO COOOIICHHMSI?

O 00 1 N DN K WK =

Ilpakmuueckue 3a0anus:

1. CoctaBuTh (hOpMYIISIp «pEATIbHOT0» MPOTOKOJIA.

2. HaiiTi HeTOYHOCTH B 0pOPMIIEHUHU TIPOTOKOJIA, UCTIPABUTh U OYPOPMUTH TOKYMEHT.
3. Ha ocHOBaHUU NOJTHOTO MPOTOKOJIa OPOPMUTH KPATKHI IPOTOKOJL.

4. OhopMuUTh BHIIUCKY U3 MPOTOKOJIA.

5. OpopMUTH MHUCHMO-U3BEIIEHUE C 000OIIEHHBIM aJPECATOM.

Tema 7. Kommepueckast nepenucka ¢ 3apy0eXKHbIMUA apTHEPaMH.

Bonpocwl ona ycmnozo onpoca:

1. Kakue cranpaptel UCO pernamMeHTUPYIOT 0pOpMIIEHHE AeT0BOM MepenucKu?
2. Kakue ¢opmatel Oymaru UCHOIb3YIOTCS B MEXKTyHAPOIHOM nepenucke?

3. Kak cripoexTipoBaHbl O1aHKU JJ11 MEKAYHAPOIHBIX MHUCEM?

4. Buapl MeXTyHApOIHBIX ITUCEM.

5. Ocobennoctu ohopMiIeHUsT PEKBU3HUTOB.

Ilpakmuueckue 3a0anus:
1. TTpoBecTH COMOCTAaBUTENBLHBIA aHAIN3 00PA3IOB MEXIYHAPOIHOTO U POCCHICKOTO JIEIOBOTO
nUChMa.

Tema 8. Opranusanus T0KyMEeHTO000POTA.

Bonpocwt ona ycmuozo onpoca:
1. TTepeuncauTe OCHOBHBIE ATAITBI IOKYMEHTO000POTA, TANTEe UM OTIPEICIICHUS.
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. Kakue TpeboBaHus npeabsaBIsIOTCA K PETUCTPALN BXOASIIUX JOKYMEHTOB?

. JlaliTe XapakTepUCTUKY OpraHU3allud KOHTPOJISI UCTIOJHEHUS JOKYMEHTOB.

. [laiiTe XapakTepHCTUKY OpraHu3auuu (GOPpMHPOBAHUS €.

. Uto Takoe HOMeHKJI1aTypa Aen? KakoBa nepuoJuyHOCTh BHECEHHS] U3MEHEHM?

. [lepeuncaure BUIbI HOMEHKIATYD.

. Kakast uadopmanuss OTHOCUTCS K pa3psy «KKOMMEPUYECKOW TaliHbBI)?

. Kakas nnpopmanus He MOKET OBITh OTHECEHA K Pa3psay «KOMMEPUECKOH TaltHbD?
9. Kak ocymiecTBisieTcsl perucTpaius 1 ydeT oopaiieHuii rpakaan?

10. Kakue cymiecTByOT CpPOKH UCIIOJIHEHUS OOpallieHuil?

11. IIpaBuia ydera yCTHBIX OOpaIieHUH.

Ilpakmuueckue 3a0anus:

1. IIpoananu3upoBath CIyKeOHbIE OTMETKU Ha JTIOKYMEHTE.

2. ITo cmyxeOHBIM OTMETKaM Ha JOKYMEHTE PEKOHCTPYHPOBATH XPOHOJIOTHIO JTOKYMEHTO000pO-

0 IO\ W WD

Ta.
3. IIpocTaBuTh Ha TOKYMEHTE PEKBU3HUTHI, COOTBETCTBYIOIIHNE JICIOMPOU3BOICTBEHHBIM ONEpaIi-
M (pETUCTPALlMK BXOJSIIETO JOKYMEHTa, PACCMOTPEHUIO W NMPUHSITHIO PEIICHHS, KOHTPOJIIO HCIIOJHe-
HUSl, HAIIPaBJIEHMIO B JIETIO).
4. Ha npuMepe HOMEHKJIATypHI A€ MPOaHaTHU3UPOBATh MIPUHIIMIT TPYIIITUPOBKU A€ U yCTAaHOBIIE-
HUS CPOKOB XPaHEHUS JIEI.

Ilpumep mecma

1. ITpaBuiia 1 OpraHu3anro JOKyMEHTAlMOHHOTO 00eCIieUeHs yIPaBICHHs Ha MIPEANPUATHH
YCTaHaBIIMBACT:

- [IpaBuna BHyTpEHHETO pacrnopsaKa

- Wnctpykuus no J0Y

- VYcraB npeanpusatus

2. Habop pekBU3UTOB 0(pUIIMAIEHOTO MTUCHMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B OTIPE/ICIICH-
HOH MOCIIEJ0BATENbHOCTH, Ha3bIBACTCSL:

- bopMyJIIpOM TOKYMEHTa

- 0JIaHKOM JOKYMEHTa

- JIOKYMEHTOM

3. CpOKOBBIN KOHTPOJIb UCTIOTHEHUS JOKYMEHTA OCYIIECTBIISIETCS:

- PYKOBOIUTENEM OPraHU3aluN

- ciyx6oit JIOY

- WCIIOJTHUTEJIEM MTOPYUYEHUS

4. PexBU3UTOM, COJIEPKAIIMICS TOJIBKO B MUCbMaX-0TBETaX, SIBIISIETCS:

- aapecar

- CCBIJIKa Ha PETUCTPALIMOHHBIA HOMED U JIaTy TOKYMEHTa

- OTMETKA O MOCTYIUICHUU JOKYMEHTA B OpraHU3aIuu

5. UcnionHeHune pe3oolu pyKOBOIUTENS HA TOKYMEHTE OCYLIECTBIISETCS:

- OTBETCTBEHHBIM UCITOJIHUTENIEM, Ubsl (haMUJINS YKA3bIBACTCS TIEPBOU B PE30JTIOIIIHI

- OTBETCTBEHHBIM UCITOJIHUTEIEM COBMECTHO C COTPYJIHHKAMHU, YKA3aHHBIMU B IOKYMEHTE

- BCEMH UCTIOJTHUTEISIMHU, YKA3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOTO UCIIOJIHUTEIIS,
KOTOPBII OCYIIECTBIIIET KOHTPOIUPYIOIIYIO QYHKITUIO

6. lIokyMeHT, B KOTOPOM BOCITPOU3BOAUTCS pekBU3UT «Iloanmuceky» 6€3 TMUHOM MOINCH:

- BBINIMCKA U3 PACTIOPSAIUTENHHOTO TOKYMEHTA

- aKT

- MPOTOKOJ 3aceaHus

7. PactiopsiauTenbHas 4acTh JOKYMEHTA, MIPUHATOrO KOJUIETHAIbHBIMU OpraHaMH, HAUMHAETCS CO

CJIOB:

I[TPMKA3BIBAIO

OBA3BIBAIO (PEKOMEHAVYIO)
[TOCTAHOBJIAET (PEILIAET)
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8. Kommepueckuili JOKYMEHT, COAEp KA IPEIbSIBICHUE IPETEH3UH K CTOPOHE, HapYyLIUBIIEH
IIPUHSATHIE

- Ha ce0sl M0 KOHTPAKTy 0053aTeNbCTBA  TPEOOBAHNUS BO3MELICHNS YOBITKOB, Ha3bIBACTCS:

- IIMCbMO-HAalIOMUHAHNE

- rapaHTUIHOE MUCHMO

- IIMCbMO-PEKIaMAaLIHs

9. lns1 opranu3anuii ¢ HeOONBIINM JOKYMEHTOOOOPOTOM Yallle BCEro MPUMEHATCS ... opma sie-
JIOTIPOU3BOJICTBA!

- LEHTPaJIN30BaHHAas

- CMeEIlIaHHas

- JELEHTPAIN30BaHHAs

10. JlokyMEHT, ONPEJEIIEHHBIN B TOJIKOBBIX CI0BAPAX PYCCKOIO SA3bIKA KAK «JOKYMEHT C 3aIIUCBI0
BCETrOIIPOUCXO/AIIETO Ha 3aCEJaHUH, COOpaHUN»:

- IIPOTOKOJI

- [IOCTaHOBJIEHHE

- pelieHne

11. IlonHyo 3anuch BCETO X0/1a 3aCEAAHUS OTPAXKAET:

- IIOJIHBIM ITPOTOKOJI

- KpPaTKHUI IPOTOKOJI

- CTeHOTpa(pUUECKHUI TPOTOKOI

12. IlpenynpenutenbHblil KOHTPOJIb IIPEIIOJIAraeT:

- €XXEJIHEBHY0 IIOJITOTOBKY CBEJIEHUI O JOKYMEHTaX, CPOK UCIIOJIHEHUS KOTOPBIX UCTEKAET
CEeTO/IHS

- €XKEMECAYHOE NJIN €KEKBApTaIbHOE COCTABICHHUE IIEPEUHS HEUCIIOJHEHHBIX IOKYMEHTOB

- CBOEBPEMEHHOE 3a 2-3 JHS NpeayNnpexIeHue COTPYJHIUKA O HEOOXOIMMOCTH PELLICHUs
IIOPYYEHHOT'0 €My BOIIpOca

13. HaumeHnoBanue TOKyMEHTa, OTHUM U3 Pa3zesioB KoToporo sBisiercs «lIpeamOymay:

- JOJDKHOCTHAs! MHCTPYKIMUS

- JIOTOBOP

- HICKOBOE 3asIBJICHHE

14. JIokyMeHT MOXET OBITh TOANKUCAH UCIOTHSIOMNM 0053aHHOCTH JJOJPKHOCTHOTO JIMIA C:

- yKa3zaHUEM ero pakTHUeCKo! JOKHOCTH U (haMUIIUU

- IIPOCTABJICHUEM IIPEJIOTa «3a» WIH HAIIUCH OT PYKH «3aM.»

- IIPOCTaBJIEHUEM KOCOM YEPTHI NI€pEl HAMMEHOBAHUEM JJOJDKHOCTH

15. PeructpaniiOHHBIM HOMEp TOKyMEHTa, COCTaBIEHHOTO COBMECTHO JIByMsI U 0oJiee OpraHusa-
LUSIMH, TIPEACTaBIsIET COOOM:

- perucTpaloHHbI HOMEpP JOKYMEHTa OpraHu3aliM, YKa3aHHOM Ha OJlaHKe IepBoi

- pErUCTpalMOHHbBII HOMEp IOKYMEHTa OpraHHu3alluH, B KOTOPOH TOKYMEHT (pakTHYeCKH
co3aasacs

- PETUCTPALIMOHHBIE HOMEPA TOKYMEHTA KaKJJOM U3 OpraHu3alui, IPOCTABIISEMBIX Yepe3
KOCYIO UepTy B MOPSAKE YKa3aHUS aBTOPOB B IOKyMEHTE
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TeMbI M 321aHUSI KOHTPOJLHOH padooThl (1151 3P 0O)

KonTposnbnas

pabora Ha

3a09YHOM OTACICHUU COCTOHUT B

BBIITOHCHUHUITPAKTHUKO-

OPUEHTHPOBAHHBIX 3aJaHUM 10 TeMaM Kypca. BapuaHThl 3ajaHull U METOJUYECKUE yKa3aHUsl K UX BBI-
MOJIHEHUIO MpUBeIeHbl B MeTOINYEeCKUX YKa3aHUSIX MO BBIOJHEHUIO KOHTPOJIbHOM paboThl MO JUCIIH-
winHe «JloKyMeHTHpOBaHUE MPOPECCHOHATBHON EATEIBHOCTH» IS CTYJIEHTOB, OOYYalOUIUXCS TI0
HarpasieHuto 38.05.01 Dxonomuueckas 6€30MacHOCTb.

6.2. IlpuMepHbIe BONPOCHI U 3aJaHUs / 321244 IS POMEKYTOYHOM
arrecTaluu

Tabmuna 6 - [IpuMepHbIe TEOPETUUYESCKHE BOIPOCH! U MPAKTUYCCKHE 3aaHus / 3a]]a4d I POMEKYTOY-
HOM aTTECTAIUU — 3a4YeT C OLEHKOH

Ne | Pa3nensl U TEMBI IIpuMepHBIE TEOPETHYECKUE BOIIPOCHI IIpumepHsbIe
MPAKTUYECKUE
3amaHus /
3a1a4yu

1 | JOKyMeHT U cu- 1. IlonsTie o nokymenTe. Kinaccuduxauuu TOKyMEHTOB. 3ananue (cM.
CTeMBI IOKyMEHTa- | 2. YHU(UKAIMS U CTaHIAPTH3AIMs YIIPAaBICHYECKHX JOKYMEHTOB. | I1OCIE TabIHIEI)
uuu. [onstue ne- YHuUUIUpOoBaHHBIE CUCTEMbI JOKYMEHTALUH.

JIOIIPOU3BOJICTBA

2 | TpeboBanus K co- 3.T'OCT P 6.30-2003. CoctaB craHiapTa, 3HauCHHUE IS YIPaB- 3aganue (cM.
CTaBJICHHUIO JICHYECKOH NeATeIbHOCTH. 1ocsie TabIuLIbI)
o opMIIEHUIO 4. ®opmynsap-oOpazer Kak o01as MOJellb TOCTPOSHHUS perjlaMeH-

YIPaBIEHYECKOH THUPOBAHHOTO YIIPABJICHYECKOTO JOKYMEHTA.

JIOKyMEHTaluu 5. PexBusutel mocrossHHbie (01-04); xapakTepucThKa, MpaBHIia
o opMITeHUSI.
6. PexBusutel moctosiHHBIE (05-09); XapakTepucTHKa, IMpaBHIiIa
odopmiteHUs
7. bnauk, BuapI OJJAHKOB.
8. PexBu3uThl 3aronoBoyHOi yacTu qokymenta (10-14), xapakre-
pHUCTHKA, TpaBmiIa 0OpMITCHUS.
9. IIpaBuna agpecoBaHus JOKYMEHTOB.
10. OcoGennoctr ohopMIIEHHS TEKCTA CITYyKEOHOTO TOKYMEHTa
11. PexBusutsl 18 u 21; xapakTepucTrKa, MpaBuiia oQOpMISHHUS.
12. PexBu3uthl 22 u 25; XapaKTepUCTHKa, TPaBuiia 0QOPMICHHUSL.
13. PexBu3uthl 16 u 26; XapakTepuCTHKa, TpaBuiia 0QOPMICHHUSL.
14. PexBusutsl 23 u 24; XapaKTepUCTHKA, ITPaBHa OQOPMIICHHUSL.
15. PexBu3utel 17, 19, 27; xapakrepucTuka, npaBuia ohopmiie-
HUSL.
16. PexBusutsl 28 — 30; xapakTeprucTrKa, IpaBuia 0 OpMIICHUSI.

3 | CoBpemennslie crio- | 17. CoBpeMeHHbIE CLIOCOOBI M TEXHUKA CO31aHHS JOKYMEHTOB. 3anaunue (cM.
COOBI ¥ TEXHHKA 1ocJie TabInILbL)
CO3JIaHMSA AOKY-

MEHTOB
4 | CocraBnenmne OPJ] | 18. YCOP/l. HaznaueHnue cucteMbl, XapaKTepUCTHKA TPYII U BH- 3ajanue (cMm.

JIOB TOKYMEHTOB.
19. Cuctema opraHu3alMiOHHBIX JOKYMEHTOB. HazHaueHue, BUABI
JIOKYMEHTOB.

20. JloroBopa u KOHTpakThl; kKiaccuukanuu. TpeOGoBaHUS K
0 OpMIICHHTO.

21. JIo;mKHOCTHAS. HHCTPYKIUS; OCOOCHHOCTH JTOKYMEHTHPOBAHMS.
CTpyKTypa TeKcTa.

22. Cucrtema pacnopsiIUTEIbHBIX TOKYMEHTOB. Ha3zHaueHue, BUIBI

mocye TabJIHIbI)
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Pa3nensl 1 TeMEI

[TpuMepHBIE TEOPETUYECKHE BOTIPOCHI

[IpumepHbIe
MPAKTUIECKHE
3amaHus /
3aa4yu

JOKYMEHTOB.
23. Ilpuka3sl, BUAbl nprKa3oB. OCOOCHHOCTH JOKYMEHTHPOBAHUS
npuka3oB. CTpyKTypa TeKCTa.

24. YauduimpoBaHHbIe GOPMBI KaIpOBBIX PHUKA30B.

25. Pacnopsbkenusi. OcoOeHHOCTH O(GOpPM-JIEHUs, CTPYKTypa TeK-
cTa.

26. IlocTaHoBieHN s,
CTPYKTYypa TEKCTa.
27. Cuctema crnpaBOYHO-WH(POPMALMOHHBIX TOKyMeHTOB. HazHa-
YEeHUE, BUIBI.

28. JloknagHass —3ammcka,
CTpyKTypa TeKcTa.

29. CnpaBka, BuIbl cripaBoK. OCOOCHHOCTH OQOPMIICHUS, CTPYK-
Typa TeKCTa.

30. Akt, Buabl aktoB. OcoOeHHOCTH 0(pOpMIIEHUS, CTPYKTYpa TeK-
cTa.

Ob6pamenns rpaxnaH. Haznauenne, Buabl, OcoOeHHOCTH 0GOpM-
JICHHS, CTPYKTYpa TEKCTa.

pemenus.  OcoOeHHOCTH — O(DOPMIICHHS,

BHIIBI; OCOOCHHOCTH O(GOPMIICHHUS.

5 | JenoBble mucbMa 31. JlenoBblie muchMa. XapaKTEPUCTUKA U KIIACCU(DUKAIIUH. 3ananue (cM.
32. Kommepueckue nuchMa. XapakTepUCTHKA M KIaCCH(pUKAIMH. T0CJIC TAOIHIIBY)
Oco0EHHOCTH TOCTPOCHMSI TEKCTA CITY)KeOHOTO IMHUChMa.

6 | Koppecnonaenuus, | 33. MexxnyHapoqHbIe MUCHMA. 3amanue (cM.
CBSI3aHHAs C MPo- 34. Cranpaptel UCO Ha odopmiieHre 1e0BOM MEPETHCKH. 10CIIe TAOIHIIBL)
BeJICHHEM IIEPHO-

TUIECKUX MEpO-
NPUATHI

7 | Kommepueckast 35. IIpoTtokoun, BUABI MPOTOKOIOB. OCOOEHHOCTH MMOCTPOSHHS TEK- 3ananue (CM.
MIEPEIHCKa C 3apy- cTa. HoCJIE TaOJIHIBI)
O0exxHpiMu TIapTHE- | 36. CpeacTBa ONMEpaTWBHOM CBS3W (Telmerpamma, TEJIEeKC, SJeK-
pamu TPOHHOE cooOIeHue, Tenedonorpamma). TpedboBanus k odopmiie-

HUIO.
8 | Opranuzanus go- 37. Xapakrepuctuka I'C JOY. Conep:kanue AeI0ONPOU3BOICTBRA. 3aganue (cM.

KyMeHT0000poTa

38. Co3manme mMpoeKTa MOKyMEHTa, COTJIACOBAaHME KaK ATambl JIO-
KYMEHTHPOBAHUSL.

39. YnoctoBepeHUE TOKYMEHTOB, BUBIL.

40. Peructpanust BXOIALUIUX U UCXOJALIUX JOKYMEHTOB.

41. IlpaBuna o6pabOTKH H PACCMOTPEHHSI BXOSIIUX JTOKYMEHTOB.
42. IIpaBuna opraHu3anui KOHTPOJISI HCTIOTHEHUS IOKYMEHTOB.
43. [IpaBuna popMUpPOBAHHS U XPAaHEHHUS eIl

44. HomeHkIaTypa Jiei, BUIbL.

45. DxcnepTH3a EHHOCTH JOKYMEHTOB.

46. IlogroroBka nen k cnaye B apxuB. CpOKU XpaHEHUS.

47. TloHATHE KOMMEPYECKOI TalHBbI.

48. Opranu3zaiys KOHQUICHIIMAIBLHOTO JCJIONMPOU3BOICTRA.

rocye TabIuIbI)
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IIpumepHble 3a1aHuA K 3a4eTy € OLEHKOI

Samanue 1.

[Tonb3ysce TpynosbiM koznekcoM P® rmasoit 10 u 11. Onummre nomaroByro npoueaypy npuema
pabOTHUKA Ha OCHOBHYIO PaboOTy M (MJIM) MO COBMECTUTENLCTBY. 3allOJIHUTE NPEAJIOKEHHbIE 00pa3Iibl
JOKYMEHTOB, 0(OPMIIIEMBIX IIPH MTpHEMe paOOTHHUKA Ha padoTy.

Samanue 2.

[Tonws3ysice TpynoBeiM koaexkcoM P® rnapoit 12. OnumiuTe NomaroByr MHPOLEAYPY HW3MEHEHUS
TPYAOBOTO JIOTOBOPA, B TOM YHCJIE MEPEBOJl padOTHHUKA Ha JAPYTYI0 paboTy. 3aroIHUTE MPEUI0KEHHbIE
00pa3iibl TOKYMEHTOB, 0QOPMIISIEMBIX MPU U3MEHEHUHU YCIIOBHIA.

3amanue 3.
[Tonb3ysack TpynoBeiM koaekcoM P® rnasoit 19. Onuiute nomaroByro nponeaypy Ha3Hau€HuUs OT-
IycKa. 3al0JHUTE MPEeASIOKEHHbIE 00pa31bl JOKYMEHTOB, 0(pOPMIIIEMbIX IPU O(POPMIICHUHN OTIYCKa

3ananue 4.

[Tonw3ysicb TpynoBbiM koaekcom P® rmaBoit 13. OnuiuuTe nomaroByr MpOLERypy YBOJBHEHHS
paboTHUKA. 3aMOJIHUTE MPEUIOKEHHbIE 00pa3lbl JOKYMEHTOB, 0(OPMIISIEMbIX IIPU YBOJIBHEHUU COTPYA-
HUKA.

CocraButesb: PH6]_I€B3 JI. B., Jo11€HT Kad)ezmm O9KOHOMMKH M VIIPABJICHUA
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