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1 [lenp TUCIUATIIIAHEL.

2 O0BEM U TPYDOEMKOCTh JUCITUIUIMHBI 110 BUJAM y4eOHBIX 3aHATHH. DOPMBI MPOMEKYTOUHOM at-
TecTaliH.
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1 Ieap AMCHUNJIAHBI.
B pesynpTare OCBOEHUS MaHHOW MUCIUIIIMHBI Y OO0Yy4aromerocsi JOKHBI ObITh cHOPMUPOBAHBI

KOMITCTCHIIMH OCHOBHOHM TpodeccCHOHaIbHOH 00pa30BaTeIbHON MpPOrpaMMbl ClIelHaanTeTa (nauee -
OIIOII): YK-4, OIIK-6.

(I)opanyeMble KOMIIETCHIIMN, HUHAUKATOPbLI JOCTUKCHUS KOMHeTeHHHﬁ, 3HAHUA,

YMEHUS, HABBIKH

Tabmuma 1 —MHAMKATOPHI JOCTHIKEHUS KOMIIETSHITNH, (JOPMUPYEMBIC TUCITATITUHON

Ko n nazsanue

I/IH,HI/IKaTopLI JOCTHUKCHHUA KOMIICTCH-

3HaHus1, ymeHus, HaBbiku (3YB),

KaTUBHBIC TEXHOJIO-
I'MH, B TOM YHUCJIC Ha
UHOCTPaHHOM(BIX)
s3bike(ax), Ui aka-
JEMUYECKOTO u
po¢eCCUOHATBHOTO
B3aUMOJICVCTBHUS

Kallid Ha TOCYJapCTBEHHOM U MHO-
CTPaHHOM SI3bIKaX.

VYK 4.2 BocnpuHuMaeT U MOHUMAET
YCTHYI0O U THCBMEHHYIO peyb Ha
roCyJapCTBEHHOM M HHOCTPAaHHOM
A3bIKaxX C Y4€TOM YCJIOBHM pedeBo-
ro B3aWMMOJCHCTBHS; CO3JaET U
KOPPEKTUPYET BBICKA3bIBaHUS B
TUTIOBBIX CUTYallMsIX TIOBCETHEB-
HOM U JIEJIOBOM KOMMYHHUKAIUH.
YK 4.3 Opranumzyer OelOBYIO
KOMMYHHKAIMIO Ha TOCYAapCTBEH-
HOM ¥ WHOCTPAaHHOM SI3bIKax B CO-
OTBETCTBUU C TPEeOOBaHUIMH K €€
peanu3aiui.

VK 4.4 Tlporao3upyer, OlIEHUBAET
U KOPPEKTHPYET KOMMYHUKATHBHOE
MOBEJICHUE B YCIIOBHUSIX YCTHOTO H
MUCHbMEHHOTO OOIIEHUS Ha TOCY-
JApPCTBEHHOM W MHOCTPAHHOM SI3bI-
Kax.

KOMIIETEHIIUU uuu o OIOIT (bOpMI/IpyeMBIe JMCIMATUIAHOM
YK-4. Cnoco6en | YK 4.1Hcnonb3yeT uTepaTypHyto | 3HaTh:
NPUMEHSTh  COBpe- | GOPMy TOCYAapCTBEHHOTO si3bika B | - TPe00BaHNA, NPEbABIIEMbIE K OhopMICHMIO
o o npoueccyajibHOU U CHy)Ke6HOI/I JAOKYMCHTalU
MEHHBIE KOMMYHH- | yCTHOM ¥ THCHMEHHOM KOMMYHH-

B c(hepe mpodeccHoHANEHON NEATETBbHOCTH PH
peanuzanuu HOPM aJIMUHHUCTPATUBHO-
HpOLECCyaIbHOTO u YTOJIOBHO-
MPOLIECCYaTbHOI0 3aKOHOAATENILCTBA.

Ymers:

- coCTaBisITh O(QUIMANbHBIE MUCHMEHHBIC J0-
KyMEHTBI, MPaBUJIBHO M TIOJHO OTPaKAOIIHe
pe3yIbTaThl MPOGECCHOHATBHOMN I TEILHOCTH;
- HCHOJB30BaTh MPO(PECCHOHANBHYI) TCPMHUHO-
JIOTHIO TIPU COCTABIICHHUH CITYXeOHOU U mpoIiec-
CyaJbHOU JOKYMEHTAIMU B MPOECCHOHATIBHOM
JIEATEILHOCTU IPU pean3allii HOPM aJMUHU-
CTPaTHBHO-TIPOLICCCYAILHOTO M YT'OJIOBHO-
MPOLIECCYaTbHOI0 3aKOHOAATEILCTBA.

Baaners:

- HaBBIKAMU COCTABIICHUS [OKYMEHTAI[UH, OT-
paxkaromieii pe3ynpTaTthl  IPO(ECCHOHATLHON
JICSITETPHOCTH B COOTBETCTBUU C TPeOOBaHMs-
MH, TpenpsIBiIsieMbiIMA B chepe mpodeccuo-
HaJbHOW JESTENbHOCTH NP PeallU3alud HOPM
aJIMUHUCTPATUBHO-TIPOLIECCYATBHOTO H  yro-
JIOBHO-TIPOIIECCYATLHOTO 3aKOHOIATEIbCTBRA.




OIIK-6. Cmocoben
UCTOJb30BaTh  CO-
BpeMeHHbIE HH(DOP-
MaIMOHHBIE TEXHO-
JIOTHM U TIPOTPaMM-
HBIE CpEACTBAa WU
pemieHnn  npodec-
CHOHAJIBHBIX 3a/1a4

OIIK-6.1. Mcnonb3yeT COBpeMEH-
HBIE METOJBI W CpEJICTBA IOJyde-
HUSA, TPEACTABICHUS, XpPaHEHUs U
00pabOTKN JaHHBIX TPU PEIICHUH
po(hecCHOHANBHBIX 3a]1ad.
OIIK-6.2. BeiOupaeT u nmpuMeHsET
npodeccuoHaIbHbIE MPOrpPaMMHbBIE
CpeAcTBa ISl PEUICHHS NPUKIIaI-
HBIX 3aja4.

3HaTh:

- TpeboBaHus, MPEABIBISIEMbIE K 0QOPMIICHHIO
IpoLecCyaIbHOW M CITy>KeOHOH JTIOKyMEHTAIMH
B chepe mpodeccHoHANEHON EATETBbHOCTH MPH
peanuzanuu HOPM aJIMUHUCTPATHBHO-
HpoLeccyaIbHOTO " YTOJIOBHO-
NpoLECcCyaIbHOI0 3aKOHOAATEIILCTBA.

Ymers:

- COCTaBIATH OGUIMAIbHBIC NMHCHMEHHBIE 0-
KYMCHTBI, TIPaBIJIFHO W IIOJHO OTPaXKAroIIne
pe3ynbpTaThl IPOoeCCHOHATBHOM A TebHOCTH,
- HCTIOJB30BaTh MPO(PECCHOHANBHYIO TEPMUHO-
JIOTUIO TIPU COCTABJICHUH CITy>KeOHOM U rporiec-
CyaJIbHOH JOKYMEHTAallMU B MPO(eCcCHOHATIBHOM
JeITeNIbHOCTH TIPU peajn3alii HOPM aJIMUHU-
CTPaTUBHO-TIPOLIECCYAIbHOTO U YT'OJIOBHO-
NpoLEeCcCyaIbHOI0 3aKOHOAATEIILCTBA.

Baaners.

- HaBBIKAMU COCTABJICHUS! JOKYMEHTAIHH, OT-

paxkaromeld pe3ynbTaThl  TpodeccrnoHaTEHON
JESITETPHOCTH B COOTBETCTBHH C TPeOOBaHMS-
MH, TpenpsaBiIsieMbiIMA B cdepe mpodeccro-
HAJIBHOW NEATENFHOCTH NPU peaNn3aliil HOpM
aIMUHUCTPATUBHO-TIPOIIECCYaIBHOTO H  YTO-
JIOBHO-TIPOIIECCYaTbHOTO 3aKOHOIATCIILCTBRA.




2 O0béM U TPYTOEMKOCTHh JAUCHMILIMHBI MO BUAAM YUYeOHBIX 3aHSITHIA.
DopMBbI IPOMEKYTOYHOM ATTECTALMH.

Ta6muma 3 —O0beM U TPYJ0EMKOCTh JUCITUTUINHBI 110 BUJAM yU4eOHBIX 3aHSATUH

O6BéM gacoB o Gpopmam

OO0was TpyLOEeMKOCTh Y BHUIBI Y4eOHON padOTHI MO JUCLHU-
by - P o0y4eHus

IIJIMHE, IIPOBOANMBIC B PAa3HBIX (pOpMaAX
POBOZ p bop 000 300

1 O0mias TpyH0eMKOCTh TUCIUIITUHBI 144 144

2 KonrakTtHas pabora oOyd4amomuxcs ¢ mpenojaBareieM (o 48 10
BUJIaM y4eOHBIX 3aHsTHIA) (BCEro)

Aynuropnas pabota (Bcero): 48 10

B TOM YHUCJIC.

JIEKITUH 16 6
MPAKTHYECKHUE 3aHATHSI, CEMUHAPbI 32 4

MPAKTUKYMBbI

JabopaTopHbBIE PAOOTHI

B MHTEPAKTHBHOI popme

B QJICKTPOHHOU (hopme

Bueayauropnas pabota (Bcero): 96 130

B TOM YHCJIe, MHAUBHIyaIbHasl paboTa 00ydJarommxcs ¢ mpe-
ImogaBaTecJIEM

MOJITOTOBKA KOHTPOJIBLHON pabOThI 10

IpYIIOBasi, UHAUBUAYaJIbHAsI KOHCYJIbTAllUS U WHBIE BUJBI
y4eOHON MAeATETBHOCTH, IMPEAyCMaTPUBAIOIIUE TPYIIOBYIO
WIM WHAMBUIYAIbHYIO pabOTy 00ydaromuxcsi ¢ MpernojaBa-
TeIeM)

TBOpYecKas pabora (3cce)

3 CamocrositenbHas pabota o0y4aromuxcs (Bcero) 96 130

4 TIpomexxyTOUHas aTTeCTaIdsd 00YyJaroIerocss — 3a4eT ¢ OleH- - 4
KoMl




3. YueOHO-TeMAaTHUYECKUIl IJIAH U COlePKaHue JMCIUTIIUHBI.

3.1 YuyeOHO-TeMAaTHYCCKHM IIJIAH

Tabmuua 4 - YueOHO-TeMaTUYECKUH IUIaH

07151 04UHOU hopmbl 0OYUeHUA

Buabl y4eOHbIX 3aHATHI, BKJIIOUYas caMo-
CTOATE/ILHYIO PafoTy 00y4alouXcs U TPY-

)
&
= = 2
g g = JAO0EMKOCTh @
- gz (B uacax) OpMbI TEKYLIEero
B C ak KOHTPOJISI H IPOMEIKY-
- Paszgen pucuunIMHbL =2 camMocTost- .
2 g ydyeOHasi paGoTa TeabHas TOYHOH aTTeCTallHH
CIIeBaeMOCTH
ceMHUHApBI, padora y
BCEro JIEKIIUH NpaKTHYeCKue obyuaro-
3aHSATHS MXCst
JIOKYMEHT 1 CHCTEMBI TOKyMEH-
1 | raruu. [onsTHe KEMONPON3BOA- 18 4 1 13 VYeTHbIl onpoc
CTBa
TpeboBaHUS K COCTABICHUIO U N
Yernsii onpoc [Ipak-
2 | odopmieHHIO MPOHECCHOHAb- 18 2 5 11
N TUYECKHUE 3a1aHuUs
HOU TOKyMEHTalluu
3 CoBpeMeHHBIE CIIOCOOBI U TEXHU- 18 2 5 11 Ycerasii onpoc [Ipak-
Ka CO3JaHHs JOKYMEHTOB TUYECKHUE 3a/IaHus
VYerneit onpoc Ipak-
4 | Cocrasmenne OP]I 18 2 5 11 poc 1Ip
TUYECKUE 3aTaHUSI
[IpakTuueckue 3ana-
5 | JlenoBbie nuckMa 18 2 5 11 P A
HUS
Koppecnonnenuus, cBs3aHHasi ¢ N
pp FICHI VYerasiit onpoc ITpak-
6 | mpoBeneHHEM NEPHOANIECCKUX 18 2 5 11
N TUYECKHUE 3a1aHus
MEPONpPUATHI
7 KommMmepueckas nepenucka c 3a- 18 2 5 11 Yerasiit onpoc ITpak-
pyOeKHBIMU TApTHEPAMU TUYECKUE 3aTaHUS
Opranu3zanust JOKyMeHT000opoTa VYceTHsll onpoc
8 18 2 5 11 ITpakTrueckue 3ana-
HUS
TectupoBaHue
IIpomexxyTouHas aTTecTanus N
P T H 36 3a4er c OLEHKOM
obydJarorerocs
HToro 144 16 32 96
014 3a04HOU hopmbl 00yUeHU
= Buabl y4eOHBIX 3aHATHIH, BKIIOYas CaMO-
= & S| crosTeabHYIO pa0doTy 00y4alIuxcs U TPy-
S g5 J10eMKOCTh
§ g = (B uacax) ®DopMBI TeKyHIero
E Pazaen aucuuniuHb ©E § CaMOCTOsI- KOHTPOIS M POMEsY=
= Z yuebnan paGora TOYHOM aTTeCTANH
TeJIbHadA
CIeBaeMoCTH
CeMHHApBI, pabora y
BCEro JIeKIUN NpaKTHYeCKHe obyuaro-
3aHATHSA muxcst
JIOKyMEHT U CUCTEMBI TOKYMEH-
1 | rammu. [ToHsTHE AETONPOU3BOA- 20 0,5 0,5 19 YcrHblit onpoc
CTBa
TpeOGoBaHUS K COCTABICHUIO H Vermmii omoc Tpak
2 | odhopmieHHIO MPODHECCHOHAb- 21 0,5 0,5 20 p p
N TUYECKUE 3aTaHUS
HOW JOKYMEHTAINH
CoBpeMeHHBIE CITOCOOBI ¥ TEXHU- VYerusiit onpoc [pak-
3 P 21,5 1 0,5 20 poc P

Ka CO3JaHus TOKYMCHTOB

THUYCCKHUEC 3aJaHUA




4 | Cocrapnenue OPJI 215 1 05 oo | Yemueti onpoc Ipai-
THYECKHUE 3aJIaHHs
5 | [denoBble mucpMa 21,5 1 0,5 20 Tpairiieckue saza-
HUS
Koppecnonenius, cBa3aHHas C N
6 | mpoBeIEeHUEM MEPHOANUECKUX 21,5 1 0,5 20 Yerubiii onpoc Tlpak
N TUYECKHUE 3a1aHuUs
MEPONpPUATHI
7 KommMmepueckas nepenucka c 3a- 21 05 05 20 Yerasiit onpoc Ipak-
pYOEKHBIMHU MAPTHEPAMHU THYECKHUE 3aJJaHHs
Opranu3zanust JOKyMeHT0000poTa VYceTHsll onpoc
8 29 15 05 20 ITpakTrueckue 3ana-
HUS
TectupoBaHue
[IpomesxyTouHast aTTecTanus 4 3aueT c OIIEHKOH,
obOydJaromerocs KOHTpPOJIbHAs paboTa
Hroro 144 6 4 130

4 Tlopsiiok OLEHMBAHUS YCHEBAEMOCTH W C(OPMHUPOBAHHOCTH
KOMIIETEHINI 00y4aliierocss B TeKyuei U MpoMeKyTOYHOM aTTecTAIIUU

JIJ1st TIOJIOXKHUTETHHOM OLEHKH TI0 pe3y/ibTaTaM OCBOCHUS AMCIUILUIMHBI 00ydaronieMycss Heo0Xo-
JTUMO BBITIOJIHUTE BCE YCTAHOBJICHHBIE BUBI yUeOHOM paboThl. OlleHKa pe3yabTaToB paboThl 00yJarolie-
rocs B 6annax (o Bugam) mpuBeacHa B Tabnuie 4.

Ta6muma 4 - [llkana v mokaszaTelu OICHUBAHUS PE3yJbTaTOB yueOHOM pabOThl 00YYaIOMIUXCS 0 BUAM
B OayutbHO-periTuHroBoii cucreme (bPC)

VYuebnas padora | Cymma Buns! u pe3ynbTaThl OreHka B aTTeCTalluN Bamrer
(BumeI) 6ayoB y4aeOHOU paboThI (16 Hemenn)
Texywasn yueonas paooma O@0O
oo0o 80 Jlexumonnbie 3anstus (9|0,5 6anna nocerueHue 1 IEKIIMOHHOTO 3aHATHS 1-4
Tekymas yuebnas| (100% |3ansTuii)
pabora B cemectpe| /GamioB ([paxriueckue  3amstus|0,5 6aiia - NOCCMCHAE 1 NPAKTMUECKOTO 3aHs- 9-18
(H(iceﬂleHHe 3ams-| MpUBC- (18 3ansaTwmii). THSI 1 BBINIOJIHEHUE paboTsl HAa 51-65%
il II0 pachuca-| ACHHOU 1 6ann — nocemienre 1 3aHATUS U CYIICCTBCHHBIH
HHIO M BBIIIOJIHC- LIKAITBI) BKJIAJ| HA 3aHATHU B pabOTy BCEil IPYIIIbBI, Camo-
HHE 3a/1aHNH) CTOATENBHOCT M BHINOJHEHHE paboTel Ha 85,14
100%
WNupuBuayaneHoe  3ama-|3a ogno U3 or 4 no 8: 32-64
nue (8 3amanuii) 4 panna (BeimonHeHo 51 - 65%mananuii)
6 6as10B (BeInONHEHO 66 - 85%63aKaHMiA)
8 6asoB (Beimonneno 86 - 100%sananuii)
HToroselii Tect 9 6anoB (51 - 65%mpaBUIIEHEIX OTBETOB) 9-14
11 6annoB (66 - 84%rmpaBUIIbHBIX OTBETOB)
14 6anaoB (85 - 100%a1paBuiibHBIX OTBETOB)
Texywasn yueonasn paboma 3P0
300 80 KoHcrekThl TeM, BBIHO-|2 §aJ1j1a 32 YaCTUYHOE PACKPBITHAC TEMBI 12-24
Texymas yde6Has (100% |cuMbBIX Ha camoCTOATENb-|3 6ajaa 3a GoJiee MMOJHOE PACKPHITHE TEMBI
paboTa B cemecTpe /6amoB |HOe — m3ydenue- 6 Tem|4 GasuIa 3a IOJIHOE PACKPHITHE TEMBI
(BbIONIHEHME ca-| TIpHBE- |(PYKOTHMCHBIE).
MOCTOSITEIBHBIX nenHoll |KonrponpHas paborta mo|3a oamo 3aganue ot 3 10 7. 24-56
KOHCIIEKTOB, KOH-| IIKaJbl) |Kypcy - 83amanuit 3 6asta (BBITOJIHEHO YACTHYHO C OLIMOKAMU)

TPOJILHOH PaboTHI

5 6a/1510B (BBINIOJIHEHO C HEIOYETAMH)
7 6aJ1710B (BBITIOJHEHO TIOJHOCTBIO BEPHO)

8




1 TECTA) Uroroseiii tect (30 Bo-|5-9 6amna (51 - 65%mnpaBUiIbHEIX OTBETOB) 15-20
MPOCOB) 10-15 6ann0B (66 - 84%ipaBUiIbHBIX OTBETOB)
16-20 6aaa0B (85 - 100%mpaBHIIbHBIX OTBETOB)
Hroro no Texkyuieii pabore B cemecTpe 51-100
IIpomesicymounas ammecmayus
IIpomexyTounas 20 Bompoc 1. 5 6a/10B (1IOpOroBoe 3Ha4YCHHE) 5-10
arrectaius (3ader| (100% 10 6a10B (MakCHMaJIbHOE 3HAUCHHUE)
C OLICHKOIA) /6annoB (Bompoc 2. 5 6a/10B (1IOpOroBoe 3Ha4YCHHE) 5-10
puBe- 10 6an1oB (MakcUMaIbHOE 3HAUCHUE)
NeHHOH |Bpinonnenue 3amanus 1. |4 6amna (MoporoBoe 3HaueHuUE) 4-8
IIKaJIbI) 8 6a/10B (MaKCUMaJIbHOE 3HAYEHHE)
Brinonnenue 3aganus 2. |6 6a110B (IOPOroBoe 3HAYECHHUE) 6-12
12 6annoB (MakCHMaabHOE 3HAYCHHUE)
HToro mo npoMes;KyTo4uHoii arrecranuu (3auer ¢ OIeHKOMH) 20-40
CymmapHas oneHka no gucuuinanne. Cymma 0amioB TeKyIed u MPOMEXYTOUHOHN aTTeCTaIlluu 51 - 100.
S5  MarepuajbHO-TEXHHYECKOE, NporpaMMHoe H  y4eOHO-
METOAUYIECCKOC odecrneueHue AUCHHUILIINHBbI
5.1 YueOnan aureparypa

OcHoBHasi yueOHasi IuTepaTypa

1. Jloponuna, JI. A. Opranusaiuss U TEXHOJOTHs JOKYMCHTAIIMOHHOTO OOCCICUCHUS YIPABICHUS
yueOHHMK ¥ mpakTukym it By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-< u3f., nepepad. u
norn. — Mocksa : UszmarensctBo IOpaiir, 2023. — 27Q@. — (Beicmee o6Opa3oBaHue). —
ISBN 978-5-534-16016-1. —'ekct : saekrponnsiii // Ob6paszoBarenbHas tmiardpopma HOpaiir
[caiiT]. — URL.: https://urait.ru/bcode/530251

2. Ulysanosa, H. H. Opranuzaius U TEXHOJOTHs JOKYMEHTAI[HOHHOTO OOCCIICUCHHUS YIPABJICHUS
y4eOHUK 1 paktukyM ais By3o / H. H. lllyBanoBa. — 3¢ u3z., nepepad. u qon. — Mocksa : 13-
narenbctBo FOpaiit, 2023. — 24¢. — (Boicuiee obpazoBanue). — ISBN 978-5-534-16537-1. —
Tekcr : onekrponsbni // OOpaszoBarenvHast 1watrpopma FOpaiit  [caiit]. — URL:
https://urait.ru/bcode/531239

Jononnumensnan numepamypa

3. JIoKkyMeHTOBeIeHHE | YIeOHHUK U MpakTUKyM s By30B / JI. A. Jloponuna [u 1p.] ; o4 penaxiuei
JI. A. loponuHoii. — 3-< u3a., nepepad. u gomn. — Mocksa : U3narensctBo IOpaiit, 2023. —
336¢. — (Beicmiee oopazoBanue). — ISBN 978-5-534-15753-6. —Fekcr : anekrponssiii // O6pa-
3oBarenbHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511341

4. Kab6amos, C. KO. AHTUKOpPYNIIMOHHAS SKCHEPTH3a HOPMATHBHBIX MPABOBBIX AKTOB M MPOCKTOB

HOPMATHBHBIX TPABOBBIX aKTOB: OPraHU3AI[Ksl U BOTIPOCHI JOKYMEHTHPOBaHUs : yueOHOe mocodue /
C. 10. Ka6amos, 0. C. Ka6amios. - Mocksa : TH®PA-M, 2020. - 24Q. - (Bsiciiee oOpa3oBaHue:
Crermmanurer). - ISBN  978-5-16-016538-7. - Tekcr : oamekrtponnsii. -  URL:
https://znanium.com/catalog/product/1178158

5. Kopuees, U.K. JlokyMeHTHpOBaHHE YIPaBICHYECKON ICATEIBHOCTH . YYEOHHK Ui BY30B /
. K. Kopaees, A. B. [Timenko, B. A. Mamrypues. — 3- u3j., nepepad. u gomn. — Mocksa : M3na-
tenbetBO FOpaiit, 2023. — 43&. — (Beicmiee obOpaszoBanue). — ISBN 978-5-534-16001-7. —
Tekcr : onekrponsbni //  OOpaszoBarenvHas t1ardopma FOpaiit  [caiit]. — URL:
https://urait.ru/bcode/523610

6. KupcanoBa, M. B. Kypc nenompousBojcTBa : JOKYMEHTAI[MOHHOE OOECTICUCHHE YIIPaBICHUS
[TexcT] : yuebnoe mocodue / M. B. Kupcanosa, FO. M. AkceHOB. - 6-¢ u31., HCIIPaBIEHHOE H JI0-

9



nonHenHoe. - M. : UHOPA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367c. : tabm. -

(Beicmiee obpazoBanue). - I'pud MO "PekoMenaoBaHO

JIOM>» | JIp.

5.2 MarepuajibHO-TEXHHYECKOE

JAUCIHHAIIIINHBI
VYyeOHbIC 3aHATHUS 110 TUCIUIUIMHE TPOBOJISITCS B YYEOHBIX ayAUTO

U T[porpamMMHoe

[lepuoanueckue uznanus: «Jlenonpon3BoacTBO», «CEKpeTapcKoe Neno», «YIpaBieHHE MepCcoHa-

o0ecrmeyeHue

pusix HOU Keml'V:

HaunmenoBaHue noMeeHui Juist MpOBEACHUS BCEX BUI0B YUeOHON
JESITeAbHOCTH, IPEAYCMOTPEHHONW y4eOHBIM IIaHOM

Anpec (MeCTOMONOKEHHE)
HOMEUICHHUH JUTS TIPOBEIICHUS
BCEX BUJIOB y4eOHOM

NesITeNIbHOCTH,
MIPEeTyCMOTPEHHON y4eOHBIM
MJIAaHOM
401 YueOnast ayautopust (MyJIbTUMEAMIHASN) TS IPOBEICHUS: 654079, Kemeposckas
- 3aHATUH JEKIIMOHHOTO THIIA. o0macTsb, r. HoBoky3HelK,

CnennanusupoBanHasi (y4yeOHasi)) Mebenb:
Kadeapa, CTOJbI, CTYIIbSI.

OOopynoBanme. cmayuonapHoe -KOMIIBIOTEp, B3KpaH, IPOEKTOD,
aKyCTHUecKas cuctemMa, MUKpO(hOH Mpeno1aBaTes.

Hcnons3yemoe mporpammHoe obecmeuenue:  MSWindows
(Microsoft Imagine Premium 3 yeaio cyOIUIICH3HOHHOMY IOTOBOPY
Ne 1212KMP ot 12.12.2018&. no 12.12.2021r.), LibreOffice ¢Bobox-
HO pacmnpoctpansemoe [10), Sunexc.bpaysep (oTeuecTBeHHOE CBOOOIHO
pacmpocrpansiemoe [10).

HNuTepHer ¢ odecnneuenueM nocryna B JUOC.

IOCKa MEJIOBas,

np-KT Meramnypros, 1. 19

403 YyeOnast ayauTopust 11l TPOBEICHHUS

- 3aHSATHH CEMHHAPCKOTO (IIPaKTHYECKOT0) THIIA;

- TPYIIIOBBIX ¥ MHANBUAYATbHBIX KOHCYJIbTAIUH;

- TEKYIIIETO KOHTPOJISL ¥ IIPOMEKYTOYHOU aTTECTAIINH.
Cneuuajau3upoBaHHas (yueoHas) MeOesIb. JO0CKa MEIIOBast, CTOJIHI,

CTYJb4.

ObOopynoBanue /il TMPe3eHTANMH Y4eOHOIr0 MaTepHaJia:
nepeHocHvle —HOYTOYK, SKpaH, MPOEKTOP.

Hcnonb3yemoe mporpammHoe obecmedenue:  MSWindows

(MicrosoftimaginePremium 3 yeaio cyOIuIeH3HOHHOMY A0roBopy Ne
1212KMP or 12.12.2018r. no 12.12.2021r.), LibreOffice ¢BobGomHo
pacnpoctpansiemoe I10), Suaekc.bpayzep (oreuecTBeHHOE CBOOOIHO
pacmpocrtpansiemoe [10).

HNuTepHer ¢ odecnneuenueM nocryna B IJUOC.

654079, Kemeposckas
00J1aCTh, r. HoBoky3Hellk,
np-kT Metamnypros, a. 19

5.3 CoBpemeHHble TpodeccHOHATBHbIE
NH(OPMAIHOHHBbIE CIIPABOYHbIE CUCTEMBI

1. Koncynprantllnroc [DnekTpoHHBIH pecypc]
«Koucynprantl[mroc». DJIEKTPOH. MpPOTP.
http://base.consultant.wBoboaHbI. —3ari. ¢ 9kpaHa.

1997

[Mockaa,

0a3pl JdaHHBIX |

. KOMII. CIIpaB. MpaBoBas cucreMa / KOMITaHUsI

-2014]

— Pexxum pocryma:

2. TAPAHT.PY [Daextponnslii pecypc| : uHGOpMaIOHHO-TIpaBoBoi mopran / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dmnekrtpon. mporp. — [Mocka, 1997-2014] —Pexum noctyna:

http://www.garant.ry ceo0oHbIi. —3ari. ¢ 3KpaHa.
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6 NHble cBeeHUsT M (MJIH) MaTePHAJIBI.
6.1.IlpuMepHBIE TEMbl ¥ BAPHAHTHI MUCbMEHHBIX Y4eOHBIX PadoT

CamocrosTenbHas paboTa CTyIEHTOB OCYIIECTBISETCS B CIEAYIOUINX (popMax:

> MMOATOTOBKA K NPAKTUYCCKUM 3aHATUAM,

> CaMOCTOSTEIILHOC U3YUCHHE TEM TUCIMILIMHBI (JJIEKTPOHHOE 00yUCHHUE);

> MIOITOTOBKA K TEKYIIIMM KOHTPOJIBHBIM MEPONIPUATHAM (KOHTPOJILHBIE PAOOTHI, TECTOBBIE
OIPOCHI);

> BBITIOJTHCHUE JOMAITHUX WHINBHIYaIbHBIX 3a1aHuil - 83a1anuii (B COOTBETCTBUHM C Te-

MaTHYCCKHM ILJIAHOM),
> HOATOTOBKA AaHAJMTUYECKUX 0030POB M OTYETOB I10 3aJaHHBIM TEMAM.

Ilpumepot unousuoyabHbIX 0OMAMMHUX 3A0aAHU
Tema 1. JlIokyMeHT U cUCTeMBI JOKyMeHTaIuu. [loHsTHE ACIONPONU3BOACTRA.

Bonpocwl ona ycmuozo onpoca:.

1. late ompeneneHuss TEPMUHAM: AEIOMPOU3BOACTBO, JOKYMEHTAIIMOHHOE OOECIieYeHHe YyIpaB-
JIeHUs, TOKyMEHTHPOBAaHHE, JOKYMEHTOOOOPOT, JOKYMEHT, CIYXEOHBIH JTOKYMEHT, OQUIIUAIBHBIN N10-
KYMEHT, aBTOp JOKYMEHTa, 00beM JOKYMEHTOOOOpOTA.

2. Kak ¥ Ha OCHOBaHWH KaKHX MPU3HAKOB KIACCUDUIIUPYIOTCS JOKYMEHTHI:

— IO CTaJUsIM CO3/IaHus;

— [0 CPOKaM XpaHEHHUS;

— MO0 IOPUIUYECKON CUIIE;

— 10 BHJIaM;

— [0 HAUMEHOBAHUSM BUJIOB?

3. Uem omnpenensiercs 3HayuMocTh JJIOY B AeATENBHOCTH MIPEANPUITHNA, OpraHU3AIMMN, YapexKie-
HUN?

4. HazoBure nBe coctaBHble yacTu JJOY u packpoiite ux coaeprkaHue.

5. Yro Takoe yHU(UKALUS YIPABICHUYECKUX JOKYMEHTOB?

6. [lepeuncnuth cymiecTBYyIONIME YHU(PUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAINH.

7. Yto takoe OKY 1?

8. IlepeuncanTh OCHOBHBIC (DYHKITMHU JOKYMEHTA.

Tema 2. TpeGoBaHUs K COCTABICHUIO U O(OPMIICHHIO YIIPABICHYECKON TOKYMEHTAIIHH.

Bonpocwl ona ycmnozo onpoca.

1. Cocras, Ha3HaueHue, pacupoctpanenue Y COP/I.

2. IloHATue u cocTaB HOPMAaTUBHO-METOANYECKOM 0a3bl 1EIONPOU3BOICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJATEIbHBIC aKThl, HOPMATUBHBIE JOKYMEHTHI, JIEHCTBYIOIINE B 00-
JaCTH J1eIOIPOU3BOJICTBA.

4. Yro takoe popmyisip-oOpaselr, 4To BXOJUT B €T0 COCTaB?

5. Onucare o01ve TpeboBaHuUs, IPEAbIBIAEMBIC K ODOPMIICHHIO CITy:KeOHOTo HoKymeHTa (dop-
Marthbl, pa3Mephl MOJIeH, TOCTPOCHUE KOHCTPYKIIMOHHOW CETKH).

6. J[aTh XapaKTepUCTUKY PEKBU3UTY KaK MH()OPMALMOHHOMY 3JIEMEHTY JOKYMEHTA.

7. Kakue pekBU3HUTHI OTHOCATCS K TOCTOSIHHBIM, TIOYEMY?

8. Kakue peKBU3UTHI OTHOCATCS K NEPEMEHHBIM, MOYEMY?

9. Ha xakue rpynsl J1enarcsi IepeMEHHbIE PEKBU3UTHI?

10. ITepeuncnuTh TANbl JOKYMEHTUPOBAHUS.

11.Yro Takoe coriacoBanue?

12.Yto Takoe yTBepxKAcHUE?

13. Kakue croco0Obl y10cTOBepeH s JOKYMEHTOB CYIIECTBYIOT? B KakuX ClIydasx MCHOIb3YIOTCS
pa3IMYHbIE CTIOCOOBI YA0CTOBEPEHUS ?
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14. Jlatp ompeneneHus TepMuHaM: GopMyisip-oOpaser, GopMyisip JOKyMEHTa, PEKBHU3UT, FOPH-

IUYecKasl CHiia JIOKyMEeHTa, 00beM JOKYMEHTOOOOpOTa, CIYKEOHBI HOKYMEHT, O(QHIIMATbHBIA JTOKY-

MCHT.

15. CBsi3b pEeKBU3HUTOB C ATANaMH JIEIONPOU3BOACTBEHHBIX paboT.

Ilpakxmuueckue 3a0anus:

1. Ananu3 ctpyktypsl u conepxkanust [OCT P 6.30 -2003.

2. Ananus ¢popmysipa-odpasua.

3. Conocrapienue u aHau3 GopMyIsipa-oopasia ¢ «peasbHbIM» JOKYMEHTOM.
4. Brigenenue B JOKYMEHTE PeKBU3UTOB, aHAJN3 COCTaBa MH(OPMAIIUU.

Tema 3. CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3aHUS JOKYMEHTOB.

Bonpocwt ona ycmnozo onpoca.

1. HazoBuTe 0CHOBHBIE METO/IBI (HOPMATUPOBAHKS TEKCTA.

2. OnumuTe npaBuiia opopmileHUs ad3areB, pyoOpHuK, 3ar0JIOBKOB, IPUMEYaHUN, CHOCOK.

3. OnummuTe OCHOBHBIE YaCTH TAOIHIIBI U TIpaBUiIa UX 0(hOPMIICHHS.

4. [lepeuricnuTe OCHOBHBIE TPEOOBaHUS, IPEAbABIAEMbIE K ONOIHOrpauIeCKUM OMMCAHUSM.

Ilpakmuueckue 3a0anus:
1. BaecTu ucnipaBieHus B TEKCT, UCIIONb3Yysl KOPPEKTYPHBIE 3HAKH.
2. OrdopmaTupoBaTh UCIIPABICHHBII TEKCT.

Tema 4. CocraBnenue OPJI.

Bonpocwl onsa ycmuozo onpoca:.
1. Kakue BUIBI BXOAST B COCTaB OPTaHU3AIMOHHBIX, PACTIOPSAUTEIBHBIX U OPUITHATHEHO-THYHBIX

JIOKYMEHTOB.

2. Kakue BupI 071aHKOB perjiaMeHTHPOBaHbI cTaHnapToM? CocTaBbTe UX (OPMYIISIPHI.
3. [lepeuncanTh OCHOBHBIE BUIBI JOTOBOPOB U KOHTPAKTOB

4. IlepeuncauTh OCHOBHBIE TPEOOBaHUS K O(hOPMIICHHIO JOTOBOPOB U KOHTPAKTOB.
5. [latb onpeneneHue nmpuKasa.

6. Kakne yactu TekcTa B mprKa3e 1o OCHOBHOM JCSTEIHPHOCTH?

7. Ilepeuncnuth BUIIBI MPUKA30B MO KAJAPOBBIM BOIIPOCAM.

8. OcobenHocTr oopMIIEHHUS CITPABOYHO-UH(POPMAITMOHHBIX TJOKYMEHTOB.

9. Kakue BuabI CyKeOHBIX 3aMCOK CYIECTBYIOT?

10. Yem cnyxeOHas 3amucKa OTJIIMYACTCS OT CIPABKU?

11. Kakue yacTu TEKCTa B aKTe?

12. B ueM 0cOOEHHOCTH ITOAIIUCAHUS aKTa?

13. late ompeneneHus BUaM oOpaleHui rpax/iaH.

Ilpaxmuueckue 3a0anus:

1. CoctaBuTth hOpMYIISIp MPETOKEHHBIX 00Pa3I[0B OJAHKOB, ONIPEACIUTH BHI.
2. O1leHUTh COOTBETCTBHE <«PEAbHOr0» OJaHKa TpeOOBaHUSAM CTaHAAPTA.

3. CKOHCTpYHpPOBaTh KOMIUIEKT OJIAHKOB (DUPMBI.

Tema 5. JlenoBsie mucbMa.

Bonpocwl ona ycmnozo onpoca.

. [lepeuncnute cymecTByronye Kiaccu(pukanuu cyxeOHbIX THCEM.

. CoctaBbTe hopMyIIsip C1y’KeOHOTO THUCHMA.

. Onumure ocodbeHHOoCTH ocTpoeHus npoctoro (1-2vacTu) TekcTa muchMa.

. Onummre 0COOEHHOCTH MOCTPOCHHMS CII0KHOTO (3-4 9acTH) TEKCTa MUChMa.

. [lepeuncnute 1 npuBeaUTE MPUMEPHI CIOCOOOB YHU(PHUKAIUU AETIOBOTO NMUChMA.
. IlepeunicnuTe BUABI KOMMEPYECKUX MHCEM.

. Uto Takoe o¢epra, Ha30BUTE OCOOCHHOCTHU €€ OPOPMIICHHS.

. UTo Takoe pekyiamariusi, HA30BUTE OCOOCHHOCTH €€ 0(hopMIICHHUS.
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Ilpakxmuueckue 3a0anus:

1. CoctaBuTth hopMymsp MUChbMa IS MPEAJIOKEHHOTO oOpasIia.

2. Haiftu HeTouHOCTH B O(OPMIICHHH MUChMA, OQOPMUTH JOKYMEHT B COOTBETCTBHH C TpeOOBa-
HUSIMM CTaHJapTa.

3. CoctaButh ncbMo npoctoe (1-2yactu TeKcTa)

4. CocTaBUTh MUCHMO CII0KHOE (3-4 9acTu TEeKCTa)

5. CocraButh mucbMo ¢ TpadapetnbiM TekcToM. Tema 6. Koppecnonaenius, cBsizanHas ¢ IpoBe-
JICHUEM MEPUOJUUECKUX MEPONIPUATHH.

Tema 6. KoppecnionaeHus, cBI3aHHas C IPOBEICHUEM IEPHUOIHMUECKUX MEPOTIPUSATHH.

Bonpocwl ona ycmnozo onpoca.

. Uto Takoe npoToxomn?

. CoctaBbTe hopmMynsap mpOTOKOIIA.

. OnumuTe CTpyKTypy TEKCTa IPOTOKOIA.

. B 4em 0coGeHHOCTH MONMCcaHust MPOTOKOJIa?

. Bunpl mpotokosnoB. OcHOBHBIE TpeOOBaHUS K OPOPMIICHHUIO.

. Kak oopmmsieTcst BeImrcKa U3 MPOTOKOJIA?

. Kak cTposiTcst TEKCTBI TUChMA-TIPUTIIAIIICHHSI, TUChMa-U3BEIICHUS ?

. Kakue TpeOoBaHus MpeabsIBISIOTCS K TEKCTY TEJIETpaMMBbI U Telle(OHOTpaMMBbl ?
. Kakue TpeOoBaHUS MPEIBSBISIOTCS K TEKCTY 3JIEKTPOHHOTO COOOIIECHUS ?

OCoO~NOOUITDE WNPE

Ilpakxmuueckue 3a0anus:

1. CoctaBuTh GOPMYIISIP <«PEATBHOT0» MPOTOKOJIA.

2. Haiitu HeTOYHOCTH B O()OPMIIEHUH MPOTOKOJIA, HCIPABUTH U OQOPMHUTH JOKYMEHT.
3. Ha ocHOBaHMHM MMOJTHOTO MPOTOKOIA 0HOPMHUTE KPATKHUM MPOTOKOJT.

4. OhopMUTH BHITUCKY U3 POTOKOJIA.

5. OdopmuTh MHUCHMO-U3BENIEHNE C 000OIIEHHBIM aPECATOM.

Tema 7. Kommepueckast epenucka ¢ 3apy0eKHbIMUA TapTHEPaMH.

Bonpocwl ona ycmnozo onpoca.

1. Kakue crannaptsl MCO pernaMeHTHPYIOT O0(OpMIICHHUE J1EIOBON MEPENUCKH ?
2. Kakue ¢popmarel OyMaru UCIoJIb3yIOTCSI B MEXKTyHAPOIHOM Mepernucke?

3. Kak cripoexTupoBaHbl OJ1aHKH 11 MEKIYHAPOIHBIX MTHCEM?

4. Busibl MEX/yHapOAHBIX ITHCEM.

5. OcobeHHocTH 0POPMIICHUS PEKBU3UTOB.

Ilpakmuueckue 3a0anusn.
1. TlpoBecTr COMOCTABUTEIBbHBIA aHAIH3 O0PA3I0B MEXIYHAPOIHOTO M POCCHICKOTO JCIOBOTO
nucbmMma.

Tema 8. Opranu3anus T0KyMEHTO000POTA.

Bonpocwt ona ycmnozo onpoca.

1. Ilepeuncnure OCHOBHBIE 3TAbl JOKYMEHTOOOOPOTA, aliTe UM OIpeeICHHUS.
2. Kakue TpeOoBaHUs IPEABSBISIOTCS K PETHUCTPAIIMH BXOAAIIUX JOKYMEHTOB?
3. [aiiTe xapakTepuCTUKY OpraHU3aluK KOHTPOJISI HCIIOJHEHUS JOKYMEHTOB.

4. JlaiiTe XapaKTepUCTUKY OpraHu3anuu (OpMUPOBAHUS JCII.

5. Uto takoe HOMeHKIaTypa nen? KakoBa nepruoInyHOCTh BHECEHUSI N3MEHEHUHN ?
6. [Tepeunciute BUIBI HOMEHKIIATYD.

7. Kakast uHopMaIysi OTHOCUTCS K pa3psly «KOMMEPUYECKOW TalHbBI»?

8. Kakas nunpopmanus He MOKET ObITh OTHECEHA K Pa3psAay «KOMMEPUECKOM TaltHbI»?
9. Kak ocymiecTBisieTcs: perucTpanus 1 yuaeT oOparieHuid rpakaan?

10. Kakue cymecTByIOT CPOKH UCTIOTHEHUS O0OpaIieHuii?

11.TIpaBuna y4eTa yCTHBIX OOpaIeHHH.
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Ilpakmuueckue 3a0anusn.

1. ITpoananu3upoBaTh ClIy:keOHbIE OTMETKH Ha JJOKYMEHTE.

2.Ilo cmy:xeOHBIM OTMETKAaM Ha JOKYMEHTE PEKOHCTPYHPOBATH XPOHOJIOTHIO JOKYMEHTOOOOpO-
Ta.

3. [IpoctaBuUTh Ha JOKYMEHTE PEKBU3HUTHI, COOTBETCTBYIOIINE JI€JIONPOU3BOICTBEHHBIM OIEepaliu-
M (perucTpamuy BXOJAIIErO JOKYMEHTa, PACCMOTPECHHUIO U MPHHSATHIO PELICHHS, KOHTPOJO HUCIOIHE-
HUS, HAIIPaBJICHUIO B JIEJI0).

4. Ha nmpuMepe HOMEHKIIATYPBI e MPOAHATU3UPOBATH MPUHITUI TPYIITUPOBKHU JIEN U YCTAHOBJIE-
HUS CPOKOB XpaHEHHUS JIe.

Ilpumep mecma

1. TIpaBuna u opraHU3aIUIo JOKYMEHTAIIMOHHOTO O0ECTICUeHUs YIIPABICHHS HA TIPEAIPUSATHH
YCTaHABJINBACT:

- [IpaBuna BHyTpeHHETO pacnopsika

- Nuctpykiusa no J0OY

- VYcraB npeanpusaTus

2. Habop pexkBU3UTOB 0(UIIMATIEHOTO MUCBMEHHOTO JIOKYMEHTA, PACTIONIOKEHHBIX B OTPEICICH-
HOM IOCJIEI0BATCILHOCTH, Ha3EIBACTCS .

- bopMyIIPOM TOKYMEHTA

- OJIaHKOM JIOKYMEHTa

- JIOKYMEHTOM

3. CpoKOBBIN KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA OCYIIECTBIISICTCS:

- PYKOBOAMTEIEM OpPTaHU3aIlUN

- ciyx60it IOY

- WCITOJTHUTEJIEM MTOPYUYEHUS

4. PexBU3UTOM, COJIEpKAIIMICS TOJIBKO B MUCbMaX-0TBETaX, SIBJISETCS:

- azpecar

- CChIJIKa Ha PETUCTPALIMOHHBIA HOMED U JIaTy TOKYMEHTa

- OTMETKA O TIOCTYIUICHUH JIOKYMEHTA B OPTaHU3aIlUN

5. UcnonHenue pe30Ionuu pyKOBOIUTENS Ha TOKYMEHTE OCYILECTBIISECTCS

- OTBETCTBEHHBIM HCITOJTHUTENIEM, Ubsl (DaMHIIUS YKA3bIBAETCS TIEPBOM B PE30JTIOIIUN

- OTBETCTBEHHBIM UCITOJIHUTEJIEM COBMECTHO C COTPYAHUKAMHU, YKa3aHHBIMH B JIOKYMEHTE

- BCEMH MCTIOJHUTEIISIMHU, YKa3aHHBIMU B IOKYMEHTE, KPOME OTBETCTBEHHOTO UCITOTHUTEIIA,
KOTOPBI OCYIIECTBIISIET KOHTPOIUPYIOMIYIO () YHKITUIO

6. JIoOKkyMeHT, B KOTOPOM BOCTIPOU3BOJAUTCS PEKBU3HT <« loAmuCh» 0€3 TUYHON MOUCH:

- BBINIMCKA U3 PACHOPSAIUTEIHHOTO JOKYMEHTA

- aKT

- MPOTOKOJ 3aceaHust

7. PacriopsauTenbpHas 4acTh IOKYMEHTA, IPUHATOTO KOJUIETHATBHBIMH OPTaHAMK, HAYWHAETCS CO

CJIOB!

. ITPUKA3BIBAIO

- OBA3bIBAIO (PEKOMEH/YIO)

. [TIOCTAHOBJISET (PELLIAET)

8. KomMepueckuil TOKyMEeHT, COJep KAl IpeIbsIBICHUE IPETEH3UN K CTOPOHE, HapyIIUBILEH
IPUHSATHIE

- Ha ce0sl M0 KOHTPAKTYy 0053aTeNbCcTBA U TPEOOBAHUS BO3MELICHHS YOBITKOB, HA3bIBACTCA:

. UCbMO-HAIIOMUHAHUE

- rapaHTUIHOE MUCbMO

. UCbMO-pEeKIaMaIus

9. Jlnst opranu3anuii ¢ HeOONBIINM JOKYMEHTOOOOPOTOM Yallle BCEro MpUMeHATcs ... (opma ne-
JIONPOU3BOJICTBA!

- [EHTpaIN30BaHHAs

. CMellIaHHas

- JeIIeHTPAIN30BaHHAs
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10. lokyMeHT, onpe/IelIeHHbIN B TOJIKOBBIX CIIOBApSIX PYCCKOTO SI3bIKA KaK «JIOKYMEHT C 3alHChI0
BCETONPOUCXOJISIIETO Ha 3aCeTaHuH, COOPAHUU»!

- MIPOTOKOJI

- IIOCTaHOBJICHHE

- peuenue

11.Tlonnyto 3anmuch BCEro X0/1a 3aCeIaHUs OTPAXKAECT:

- MOJTHBIN TPOTOKOJI

- KPaTKHUI IIPOTOKOJI

- CreHorpadUYECKU MPOTOKOII

12.TlpenynpeauTenbHbIi KOHTPOJIb MPEATOIIAraeT:

- €XKEJHEBHYIO TOATOTOBKY CBEECHUM O IOKYMEHTAaX, CPOK MCIIOJHEHUS KOTOPBIX UCTEKAET
CETO/HS

- €XKEMECIYHOE WIIN €KEKBAPTAIBHOE COCTABJICHUE NEPEUHSI HEUCIIOJHEHHBIX JTOKYMEHTOB

- CBOEBPEMEHHOE 32 2-3 JTHS NMPeNyNpeKIeHUE COTPYAHUKA O HEOOXO0AUMOCTH PEIICHUS
MIOPY4YEHHOT'0 €MY BOIIpOCa

13. HaumeHoBaHuE TOKyMEHTA, OJTHUM U3 pa3esioB KOTOporo sBisercs «lIpeamOyna»:

- JIOJKHOCTHAsI MHCTPYKIIUS

- JIOTOBOP

- HCKOBOE 3asIBJICHUE

14. JlokyMeHT MOXET OBbITh MOJIIMCAH UCTIOIHSIOUIMM 005S3aHHOCTH JIOJDKHOCTHOTO JIUIIA C!

- yKa3aHueM ero (PaKTUYeCKON JOKHOCTH U (paMuTHu

- MPOCTABJICHUEM TIPEJIOTa <3a» WM HAAMKUCH OT PYKH <GaM.»

- IIPOCTABIICHUEM KOCOU YEPTHI ITEpe] HAMMEHOBAHUEM JOJIKHOCTH

15. PerucTpainoHHbIii HOMEp T0KYMEHTA, COCTaBJICHHOTO COBMECTHO ABYMs U 0oJiee OpraHusa-
[IUSIMH, TIPEACTABIISIET COOOI:

- PETUCTPAIIMOHHBIN HOMEP JTIOKYMEHTa OpraHu3allii, YKa3aHHOW Ha OJIaHKe IepBOi

- pEerucTpaloHHbI HOMEpP JOKYMEHTAa OpraHu3aliy, B KOTOPOH JOKYMEHT (haKTUYECKU
co3aaBajics

- PErUCTPALIMOHHBIE HOMEPA JOKYMEHTAa KaKI0M U3 OpraHu3aluil, MpoCTaBIsEMbIX Yepe3
KOCYIO UePTY B MOPSAKE YKa3aHUs aBTOPOB B TOKYMEHTE

TeMbl U 32IAHUSA KOHTPOJILHOI padoTs! (1as 3PO)

KonrponsHast pabora Ha 3a0YHOM  OTHEICHMM COCTOUT B  BBIITOHEHHUIIPAKTHKO-
OPHEHTHPOBAHHBIX 3a/laHUH IO TeMaM Kypca. BapuaHThl 3aJaHnii 1 METOIMYECKUE yKa3aHUS K MX BBI-
MIOJTHEHUIO TIPUBEJCHBI B METOIMUECKUX YKa3aHHSIX IO BBIMOJHEHUIO KOHTPOJIBLHOW PabOTHI MO JHCIIHU-
wimHe <«J/{oKyMeHTHpoBaHNE NPO(PECCHOHAIFHON AEATENBHOCTH» Ul CTYACHTOB, OOYYaIOIIMXCS IO
Hanpasienuio 38.05.010koHoMuueckas 6€30MacHOCTb.

6.2. [IpuMepHbIe BONPOCHI U 3a1aHus / 3aa4u IS IPOMEKYTOUHOI
arTecTaluu

Tabmuma 6 - [IpuMepHbIe TEOpETUYECKUE BOIIPOCHI M MPAKTUYECKUE 3aaHus / 3aauu sl IPOMEKYTOY-
HOMU aTTeCcTallMy — 3a4YeT C OIEHKOMI

Ne | Paznensl u TeMbl [IpumMmepHBIE TEOPETUUECKHUE BOTIPOCHI [IpumepHsbIe
[IPaKTUYECKUE
3amanus /
3a1a4yu
1 | JoxymeHT u cu- 1. Ilonstue o nokymenre. Knaccudurkanmu Jo0KyMeHTOB. 3ayanue (cM.
CTeMBI JOKyMEHTa- | 2. YHU(QUKAMS U CTaHIApTH3alMs YIPaBICHYECKHX JOKYMEHTOB. | [OCIC TaGIALBL)
uuu. [lonsatue ne- VHnpuumupoBaHHbIE CHCTEMBI IOKYMEHTALHH.
JIOTIPOU3BOJICTBA
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Pasznenst u TeMEBI

[IpumepHbIe TEOpETUUECKUE BOIIPOCHI

IIpumepHbIE
IIPAKTUYECKHE
3amaHus /
3a]1a41

TpeboBanus K co-
CTaBJICHUIO U
oopmienuto
YIIpaBJICHUYECKOMN
JIOKYMEHTAIHH

3.TOCT P 6.30-2003.CocTaB craHiapTa, 3HauYCHHE IS YIpPaB-
JICHYECKOM NIeSITEIbHOCTH.

4. ®opmysip-oOpasen kKak o0Ias MOJeNb MOCTPOCHHS perilaMeH-
TUPOBAHHOTO YIPABICHYECKOTO IOKYMEHTA.

5. PekBusuthl moctosiHEble  (01-04); xapakTepucTHKa, NpaBHiIa
odopmiteHus.

6. PexBusutel mocrosHable (05-09); xapakTeprcTHKa, IpaBHiIa
o opMIICHUS

7. biank, BUAbLI OJ1aHKOB.

8. PexBU3UTHI 3arojoBouHOi dactu qokymenra (10-14),xapakre-
pHUCTHKA, TpaBmiIa 0QOPMIICHHUS.

9. IIpaBuia agpecoBaHus JOKyMCHTOB.

10. Ocobennocty 0pOpMIICHHS TEKCTA CIYKEOHOTO TOKYMEHTa
11. PexBusutel 18u 21; xapakTepucTrKa, IpaBuia 0OpMICHHU.
12. PexBusuthl 221 25; xapakTepucTuKa, MpaBuia oQhOpMIICHHS.
13. PexBusuthl 161 26; xapakTeprcTuKa, MpaBuia oQhOpMIICHHS.
14. PexBusutel 23u 24; xapaKTepUCTHKa, IpaBuia 0hOPMIICHHUS.
15. PexBusutel 17, 19, 27;xapakrepucTuka, mpaBmia odopmiie-
HUSI.

16. PexBusutsl 28 — 30;xapakTeprucTHKA, MpaBuiIa 0QOPMICHHUS.

3ananue (cM.
HocIIe TabJIHIbI)

CoBpeMeHHEBIE CTIO-
cOOBI U TEXHHKA
CO3JIaHHS JIOKY-
MEHTOB

17. CoBpemMeHHBIC CTIOCOOBI M TEXHHUKA CO3/IaHUS JOKYMECHTOB.

3ananue (cM.
HoCIIe TabJIHIBI)

Cocrasnenue OPJ]

18.YCOP/. Ha3naueHue CUCTEMBI, XapaKTEPUCTHKA TPYIII U BH-
JI0B JIOKyMEHTOB.

19. Cucrema OpraHM3allMOHHBIX JTOKYMEHTOB. HazHaueHue, BHUIIBI
JIOKYMEHTOB.

20./loroBopa W KOHTpakThl, Kiaccupukanuu. TpeOoBaHHA K
o opMIICHUIO.

21. lomKHOCTHAS MHCTPYKIIHS; OCOOCHHOCTH JOKYMEHTHPOBaHHUSI.
CtpyKTypa TeKcTa.

22.Cuctema pacropsIuTelbHbIX JOKYMEHTOB. Ha3zHaueHue, BB
JIOKYMEHTOB.

23.TIpuka3ssl, Buabl Mpuka3oB. OCOOCHHOCTH JIOKYMEHTHPOBAHHUS
npuka3oB. CTpyKTypa TEKCTa.

24. YanduuupoBaHHbie (OPMBI KaIpPOBBIX MIPUKA30B.

25. Pacniopsokenusi. OcoOeHHOCTH 0(GOpM-JICHHS, CTPYKTypa TEK-
cTa.
26.IlocranoBieHus,
CTPYKTYypa TEKCTa.
27.CuctemMa CrpaBOYHO-UH(GOPMAIMOHHBIX JOKyMeHTOB. HasHa-
YCHHE, BUJIBI.
28.JloknagHas  3aIKcKa,
CtpyKTypa TeKcTa.
29.Cnpaska, Buabl crpaBok. OcoOeHHOCTH OQOPMIICHUS, CTPYK-
Typa TeKCTa.

30. AkT, Busl akToB. Oco0eHHOCTH 0GOPMIICHHUS, CTPYKTypa TEK-
cTa.

OOpamenus rpaxnaan. Hasnauenue, Bunbl, OcoOeHHOCTH 0(hopM-
JICHHs], CTPYKTYpPa TEKCTA.

pemwenns. OcoOeHHOCTH — OQOPMIICHHS,

BUJBI, OCOOCHHOCTH O(OpPMIICHHUS.

3ananue (cM.
HoCIIe TabJIHIBI)

JlenoBeie muchMa

31. JlenoBblie nuchMa. XapaKTEPUCTHKA U KJIACCU(PUKAIIH.
32. Kommepueckue nuchbMa. XapakTepUCTHKa U KIaCCUPHUKALINH.
OcoOeHHOCTH MTOCTPOCHHUS TEKCTa CIYKEOHOTO MUChMA.

3ananue (cM.
HocIte TabJIHIbI)
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Ne | Paznensbl u TEMBI [IpumepHBIE TEOPETUUECKHUE BOTIPOCHI [IpumepHbIe
MPAKTUYECKUE
3amaHus /
3aJ1a4d
6 | Koppecnonaenuus, | 33. MexayHapoaHbIC MHCHMA. 3azanue (cM.
CBsI3aHHAaA C MPO- 34. Cranpaptel UCO nHa odopmiieHrEe IeT0BOM MEPENHUCKU. nocie TaGuIpl)
BEICHUEM TEPUO-
JIMYECKUX MEpo-
MPUSATHI
7 | Kommepueckas 35. IIpoTtokoun, BuABI MPOTOKOIOB. OCOOEHHOCTH OCTPOSHHS TEK- 3ayanue (cM.
TepenucKa ¢ 3apy- | Cra. nocie Tabupbl)
OexHbiME TapTHe- | 36.CpeacTBa oOnepaTHBHON CBs3W (Telerpamma, TENEKC, JJIeK-
pamu TpoOHHOE cooOIeHue, Tenehonorpamma). Tpebosanus k odopmite-
HHUIO.
8 | Opranuzanus 10- 37. Xapakrepuctrka ['C IOY. Conepxanue AeI0MPOU3BOICTBA. 3amanue (cM.
KyMeHTo0o0opoTa 38. Co3naHue mpoekTa JOKYMEHTA, COTVIACOBAHME KakK dTallbl Jo- | Mocie TabMHLpI)
KyMEHTHUPOBaHHSI.
39. VnocroBepeHue 10KyMEHTOB, BHIBI.
40. Peructpanys BXOISAIIAX U HCXOISIIUX JTOKYMEHTOB.
41.IIpaBuna o6pabOTKH M PACCMOTPEHHS BXOASIINX TOKYMEHTOB.
42 TlpaBuna opraHU3aliiyd KOHTPOJISL HCIIOJHEHHUS IOKYMEHTOB.
43.IpaBuia GopMHUPOBAHMS U XPAaHCHHUS JCII.
44. HomeHKaTypa /e, BUMBIL.
45. DkcnepTH3a HEHHOCTH TOKYMEHTOB.
46.ToaroroBka aei K caaue B apxuB. CpOKU XpaHCHHS.
47.TlouaTre KOMMEPYCCKOM TalHEI.
48. Opranuzanys KOHQUICHINAIBLHOTO JICJIONPON3BOJICTBA.
IIpumepHbIe 3a1aHUA K 3a4eTy ¢ OLeHKOMH
3aganue 1.

[Tonp3ysice TpynoBeiM koaekcoM P® rmaBoit 10 m 11. OnummTe momaroByro Mporeaypy npuemMa
pabOTHHKA Ha OCHOBHYIO pabOTy W (HJIM) TIO COBMECTUTEIILCTBY. 3AIOJIHUTE MPEIIOKEHHBIC 00pa3Ilbl
JIOKYMEHTOB, 0(pOpMIIIEMBIX MPHU TIpHeMe pabOTHUKA Ha padoTy.

3agadue 2.

[onw3ysice TpynoBeiM kogekcomM P® rmaBoit 12. Onmimmnre nomiaroBylo Mporenypy H3MEHEHHs
TPYAOBOTO JOrOBOpa, B TOM YHCJE MEPEeBO PaOOTHUKA HA APYryl0 padoTy. 3allOJHUTE MPEIOKEHHbIE
00pa3ibl TOKyMEHTOB, 0)OPMIISIEMBIX TIPU H3MEHEHUH YCIIOBHH.

3aganue 3.
[Monw3ysice TpynoBeim koaekcom PO rnasoii 19. Onummre nomaroByro nporeaypy Ha3HaueHHs OT-
IycKa. 3al0JHUTE MPEeASIOKEHHbIE 00pa31bl JOKYMEHTOB, O(OPMIIIEMBIX TPU OPOPMIICHUH OTITyCKa

3aganue 4.

[ons3ysice TpynoBeiM koaekcoM P® rmaBoit 13. Ommmmre momaroByr HpOLEAYpPY YBOJIbHEHHS
paboTHMKaA. 3aroJHUTE MPEATIOKEHHbIE 00pa3Ibl JOKYMEHTOB, OhOpMIIIEMBbIX NMPH YBOJIBHEHHH COTPYA-
HUKA.
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