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1 Ieap IMCHUIIMHBI.
B pesynprare ocBOEHUS MaHHOW TUCIUIUIMHBI Y O0O0YYaromerocs JTODKHBI ObITh C(HOPMHUPOBAHBI

KOMIIETEHIIMM OCHOBHOHM NpodeccnoHaIbHON 00pa30BaTeIbHOM MPOrpaMMBbl ClienUanuTeTa (Hajnee -
OIIOII): YK-4, OIIK-6.

d)opanyeMLIe KOMIIETCHIIUM, MHIUKATOPHBI JTOCTUKCHUS KOMHeTeHHHﬁ, 3HAaHHUA,
YMEHUS, HABBIKH

Tabmuma 1 — MHauKaTophl TOCTHKEHUS KOMITETCHIINH, (POopMUpyeMble AUCITUTUTHHON

Konx 1 na3Banue

I/IHI[I/IKaTopLI JOCTUKCHHUSA

3HaHus, yMeHus, HaBbIKU (3YB),

KOMIIETEHILIUHN komnerennuu mo OITOIT Q)OpMpreMbIe JUCLUIIHHOM
YK-4. Cnoco6en | YK 4.1 Hcnonb3yer nurepaTypHyto | 3Harh:
OPUMEHSTh (hOpMy rOCYIapCTBEHHOTO si3bIka B | - TPEOOBAHMS, IPEABABIIEMEIE K OQOPMICHHUIO
) o npoueccyajbHOU U CJ'Iy)Ke6HOI/I JAOKYMCHTAlu
COBpPEMEHHBIE YCTHOM u MUCHbMEHHOM 9
B chepe nmpodeccHoHATBLHON IESITEIBHOCTH MPH
KOMMYHHKATHBHBIC | KOMMYHHKAITUU Ha | peanmsatmm HOpM ATMHHHCTPATHBHO-
TEXHOJIOTUH, B TOM | FOCYIapCTBEHHOM U HHOCTPAHHOM | mpoueccyanbHOro u YTOJIOBHO-

YHUCIIE Ha | S3BIKaX. MIPOLIECCYAILHOTO 3aKOHOATENIbCTBA.
WHOCTPaHHOM(BIX ) VYK 4.2 BocripyHUMaeT ¥ MOHUMAET Ymers: o
- COCTABJIATH O(PpHUIIHrAJIBHBIC IINCBbMCHHBIC
sa3bIKe(ax), JUISl | YCTHYHO M TNHCBMEHHYKO pe€dYb Ha 1
,I[OKyMeHTBI, HpaBI/IHLHO " I1IOJIHO 01pa>1<alou_uxle
aKaJeMUYECKOTO U | FOCYAApPCTBCHHOM M HHOCTPAHHOM | pesviprarter mpodecCHOHATBHOM AEATETBHOCTH;
HpO(l)eCCI/IOHaJH)HOI‘O A3BIKAX C YUCTOM YCJIOBHUH | - MCIIOJIb30BaTh npoq)eCCI/IOHaanon
B3aUMOJICUCTBUA peyeBoro B3aUMOJEICTBYS;, | TEPMUHOJIOTHIO NIPU COCTABIEHUH CITyKEOHOU 1
co3/1aeT " KOPPEKTHpYeT MpoleccyalbHON JIOKYyMEHTaIuu B
npoQeCCUOHATBHOM e TEILHOCTH npu
BBICKA3bIBaHUA B TUIIOBBIX
. peanuzanuu HOPM aIMHUHHUCTPATUBHO-
CUTYalHsIX HOBCEIHEBHON H | nponeccyaisHoro - YTONOBHO-
ACJIOBOM KOMMYHHKAIINH. poIECCyaJIbHOTO 3aKOHOIaTCIbCTBA.
YK 4.3 Opranusyer nenoByto | Baagers:
KOMMyHI/IKaHI/IIO Ha - HaBbBIKAMHA COCTAaBJICHUA [[OKyMeHTaI_II/II/I,

roCyJapCTBEHHOM M HMHOCTPAaHHOM
S3bIKaX B COOTBETCTBUU  C

OTpaxkarolield pe3ynbTaThl MPOoGEeCCUOHATBHON

JACATCIBHOCTHU B COOTBCTCTBUU C

. T e60BaHI/IﬂMI/I, OpeaABABIACMBIMH B CPECPEC
TpeGOBAHUAME K €8 pealn3aIii. p PR bep
IIPpOoPECCHOHAIIbHOU CATCIIbHOCTH Ipu
YK 4.4 TIporsosupyer, oleHHBaeT | ~ ¢ s P
peajm3annun HOpM aIMUHHUCTPATUBHO-
U KOPPEKTHPYET KOMMYHHKATHBHOE
nponeccyajibHOro u YroJIOBHO-

MOBE/ICHUE B YCJOBHSX YCTHOTO H
MHUCHEMEHHOTO o0IIEeHNS Ha
rOCy/IapCTBEHHOM U HHOCTPaHHOM
SI3BIKAX.

nponHecCyajbHOro 3aKOHOAATCIILCTBA.




OIIK-6. Cmnocoben
UCIIOJIb30BATh
COBPEMEHHBIE
uH(pOpMAIIMOHHBIE
TEXHOJIOTUHU )41
pOrpaMMHBIC
cpe/cTBa
pelIeHu
npodecCHOHATBHBIX
3a1a4

pu

OIIK-6.1. Ucnons3yer
COBPEMEHHBIC METOJIBI M CPEICTBA
MOJTy4eHUS, MIpPEICTABIICHHSI,

XpaHeHUs M O0O0pabOTKH JTaHHBIX
IpU peleHnH MpodhecCHOHAIBHBIX
3ajad.

OIIK-6.2. BoiOupaer u mpuUMeEHsET
npodeCCHOHATIbHBIE TPOrPaMMHbBIE
cpexacrtsa ISt pereHus
MPUKIIAJHBIX 33/1a4.

3HaTh:

- TpeboBaHus, NpEAbsIBIsIEMbIE K 0(pOpPMIICHHIO
MIPOLIECCYalIbHOM U CITy>KeOHOH JTOKYMEHTAIH
B cepe npodeccuoHAILHON IEATETBHOCTH PH
peanuzanuu HOPM aJIMUHHCTPAaTUBHO-
MIPOLIECCYaIbHOTO u YT'OJIOBHO-
MIPOLIECCYalIbHOTO 3aKOHO/IATENILCTBA.

Ymern:

- COCTaBATh O(HUIHANBHBIE NHCHMEHHEIC
JOKYMEHTBHI, IPAaBWIBHO W TOJTHO OTPaXKAIOIINe
pe3yabpTaThH IPOo(EeCCHOHANEHON AEATENEHOCTH;

- HCIIOJIH30BaTh po¢eCCHOHATBHYIO
TEPMUHOJIOTHIO MPH COCTABICHUU CITY>KEOHOH U
TpoleccyalbHOI JIOKyMEHTALUU B
npo¢eCCHOHATBHOMN eATENLHOCTH npu
peanuzanuu HOpM aIMUHUCTPATUBHO-
MPOLIECCYaIbHOTO H YTOJIOBHO-
MPOLIECCYaAIbHOTO 3aKOHOIATENIbCTBA.

Baagern:

- HaBbBIKAMHU COCTAaBJICHUA [[OKyMeHTaIII/II/I,

OTpakaroleil pe3ynbTaThl NpodecCHOHATLHOMN
JeSITeIbHOCTH B
TpeOOBaHUSAMH, TIPEABABISIEMBIMH B
po¢eCCHOHATBHOM
peanu3an

COOTBETCTBUH c
chepe

npu
aJIMUHUCTPaTUBHO-

JEATEIBHOCTH
HOPM
IIPOLIECCYaIBHOTO u YTOJIOBHO-

MpOoUECCYAJIbHOI'0 3aKOHOAATCILCTBA.

MecTOo AMCIUIIJIMHBI

JucuuImmmHa

BKJIFOUCHA B MOIAYJIb ((9KOHOMI/IKO'YHpaBJ'IeH‘ICCKI/IC OCHOBBI HpO(beCCHOHaHLHOﬁ

nesitensHOCTHY OITOIT BO, o6s13aTenpHas yacTh. Jucuuruimiaa ocBauBaeTcst Ha 2 Kypce B 3 ceMecTpe.




2 O0béM M TPYAOEMKOCTH IMCHUILUIMHBI 10 BUIAM Y4eOHbIX 3aHATHM.
DopMBbI MPOMEKYTOYHOU ATTECTALUM.

Tabmuma 3 — O0beM U TPYA0EMKOCTh AUCITUIUTMHBI 110 BUJAM YUYECOHBIX 3aHITHI

06 610 6 O6BéM yacoB o popmam
masi  TPYIOEMKOCTb U BHIB Y4eOHOW paboThl TIO oByeHs
JTUCIUILIMHE, IPOBOJIMMBIE B Pa3HBIX opMax 530 350
1 O01as Tpy10€MKOCTb JTUCHUTIITUHBI 144 144
2 KonrakTtHas paborta oOydaromuxcsi ¢ IpemnojaaBareneM (I 48 10
BUJIaM Y4eOHBIX 3aHSTHIA) (BCETO)
AynmutopHast pabota (BCero): 48 10
B TOM YHUCJIE:
JICKITUU 16 6
MPaAKTUYECKHE 3aHATHS, CEMUHAPBI 32 4
MPAKTHUKYMBbI
n1abopaTopHbBIE PaOOTHI
B MHTEPAKTHBHOU (hopMe
B JICKTPOHHOU (hopme
Bueayauropnas pabota (Bcero): 96 130
B TOM 4HWCJe, UHIUBUAyaldbHas paboTa 0OyYaromMXcs C
IpernoJiaBaTeaeM
[I0JIFOTOBKA KOHTPOJIBHON pabOThI 10
IPYNIOBasi, WHIWBHIyadbHAasl KOHCYJbTAIlUS U HWHBIC BUIBI
yueOHOM JesATENbHOCTH, MPEeAyCMaTPUBAIOIINE TPYMIOBYIO
WIM  WHIABHIyaTbHYIO  paboTy  oOydJarmuxcsi ¢
IperoaaBaTeseMm)
TBOpYecKasi pabora (3cce)
3 CamocrostenpHas pabota oOydaromuxcst (BCero) 96 130
4 TlpomexyTouHas arTecTalus oOydarolmerocs — 3a4eT € - 4
OLICHKOM




3. YueOHO-TeMaTHYEeCKUH IJIAH U COAePKaHMe JTUCHUILUIMHBI.
3.1 YyeOHO-TeMaTHYECKHUH IIJIAH

Tabmuua 4 - YyeOHO-TeMaTUUECKUH TIUIaH
07151 O4UHOU hopmbl 0OyUenun



Ne n/m

Paznes nucuuMnmInHbI

Oo6mas

TPYA0EMKOCTh (Yacax)

Buabl yueOHbIX 3aHATHI,
BKJIIOYASI
€caMOCTOSITEJIbHYI0
padoTy odyuaomuxces u
TPYAOEMKOCThH
(B yacax)
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Koppecnonaenuusi, cBs3aHHas
C TIPOBE/ICHUEM
MEPUOIUYECKUX MEPOIPHUITHI
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Koppecnonaenuus, cBszanHas
C TIPOBE/ICHUEM
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4 TlopsiioK OUECHUBAHUSA YCIHEBAEMOCTH M C(POPMHPOBAHHOCTH
KOMIIETEHI U 00y4al0IIerocss B TeKylei U MpPoOMeKyTOYHOM aTTeCTAMH

JUis  TOJIOKUTEIBbHOW OLIEHKM 1O pe3yiabTaTaM OCBOCHMSI JTUCLUIUIMHBI
HEOOXOJUMO BBINMOJIHUTH BCE YCTAHOBJIEHHBbIE BUABI yueOHOU paboThl. OlieHKa pe3yjbTaToB pabOThI
oOyuarorierocs B 0anax (1Mo Buaam) nmpuBeaeHa B Tadnuie 4.

oOyyaromemycs

Tabmuua 4 - Hlkana u nokas3ateny OLEHUBAHUS PE3yIbTaTOB yueOHOI pabOThl 00Y4aIOLIMXCS 110 BUAAM
B OaribHO-peiTunroBoit cucreme (bPC)

VYyebnas pabora | Cymma Bunbl u pe3ynbraTs OreHka B aTTecTalyuu Bamet
(BUIBI) OaoB y4eOHOU paboThI (16 Henmenn)

Texywas yueonasn paboma O@O

oDo 80 Jlekimonnsle  3aHatus | 0,5 6anma nocenieHue 1 JEKIIMOHHOTO 3aHITHS 1-4

Texymas (100% | (9 3amsTHiIi)

20



yueOHass pabota | /6amnoB | [Ipaktndyeckue 3amstus | 0,5 06amma - mocemierwe | MPaKTHYIECKOTO 9-18
B cemectpe | mpusen | (18 3ansaTmii). 3aHATHUS Y BBIIOJIHEHKE paboThl Ha 51-65%
(nmocemienue CHHOU 1 ©6ann - nmnocemenue 1 3aHATHS W
3aHATHH MO | IIKAJIbI) CYIICCTBEHHBIN BKJAJ Ha 3aHATUU B paboTy
pacmicaHuilo | BCe TpYIIIHI, CaMOCTOSITEILHOCTh u
BBINOJIHEHHE BhITIOJIHEHHE paboTs! Ha 85,1-100%
3aJTaHui) WupuBuayansHOE 3a oqno U3 or 4 10 8: 32-64
3ananue (8 3amanuil) 4 0aJu1a (BbIONHEHO 51 - 65% 3anaHmuii)
6 6a/U10B (BBITIOTHEHO 66 - 85% 3amanuii)
8 6ayutoB (BeImonHEHO 86 - 100% 3amanmit)
Hrorosslii TecT 9 6asu10B (51 - 65% TPaBUIIBHBIX OTBETOB) 9-14
11 6annoB (66 - 84% MpaBUIBHBIX OTBETOB)
14 6aaa08 (85 - 100% mpaBUIBHBIX OTBETOB)
Texywan yueonas paooma 3P0
300 80 KoHcrekTsl TeM, | 2 6ajsia 3a YaCTUYHOE PACKPBITHUE TEMBbI 12-24
Texyrmas (100% | BBIHOCHMBIX Ha | 3 6a/ua 3a OoJiee MOJHOE PACKPBITHE TEMBI
yuebHast pabora | /0aloB | CaMOCTOATENBHOE 4 pasu1a 32 TOJHOE PACKPBITHE TEMBI
B ceMecTpe | TIPHBEN | M3ydeHHme- 6  TeM
(BHHQHHeHHe €HHOU (pYKOHI/ICHBIG).
CaMOCTOSITENBH mkansl) | KourponpHas — pabota | 3a ommo 3aganue ot 3 g0 7: 24-56
BIX KOHCIIEKTOB, o Kypcy - 8 3ajaHuit 3 6ansa (BBIOTHEHO YaCTUYHO C OLIHOKAMH)
KOHTPOJIbHOM 5 6a/u10B (BBITIOIHEHO C HETOYETaMHM)
paboThI 1 TEeCTa) 7 6217108 (BBIIIOTHEHO MOJIHOCTBIO BEPHO)
Urorossiit  tect (30 | 5-9 6anmaa (51 - 65% npaBUIbHBIX OTBETOB) 15-20
BOIIPOCOB) 10-15 6annoB (66 - 84% npaBUILHBIX OTBETOB)
16-20 oGammoB (85 - 100% mpaBHIIBHBIX
OTBETOB)
Hroro mo Tekyureii padore B ceMecTpe 51-100
Hpomeofcymoqna}l ammecmayus
[TpomexyTouna 20 Bompoc 1. 5 6an1510B (TOPOTOBOE 3HAUCHUE) 5-10
S arrecrarus | (100% 10 6a1710B (MaKCHMAaJIbHOE 3HAUYEHUE)
(3auer ¢ | /6amnos | Bompoc 2. 5 da10B (IIOpPOroBoe 3HAUCHHUE) 5-10
OIICHKO) MIPUBE] 10 6a1J10B (MaKCHMaITbHOE 3HAUEHUE)
€HHOM | BpinonHenue 3amaHus | 4 6ajia (IOPOroBOE 3HAYEHHUE) 4-8
mKanel) | 1. 8 6a10B (MakCHMaIbHOE 3HAYCHME)
Brmonnenune 3amaHus | 6 6a10B (IOPOTOBOE 3HAYCHUE) 6-12
2. 12 6anj10B (MakCHMaJIbHOE 3HAYCHUE)
Hroro no npome:kyrouHoii arrecranuu (3a4er ¢ OUeHKO) 20-40
CymmapHasi onieHka no qucoumianne: CymMMa 0aioB TEKyIIeH U MPOMEKYTOYHOM aTTeCTaIlH 51 —100 6.
5  MarepuajbHO-TEXHHYECKOEe, NPOrpaMMHOe U  y4eOHo-

METOAHUYECKOEC odecrieuenue JUCIHHUIIJIMHBI

5.1 YueOnas aurepatypa
OcHoBHasi yueOHasi IMTepaTypa

1. Hoponwuna, JI. A. OpraHu3aiiis 1 TEXHOJOTHS JOKYMEHTAIIHOHHOTO OOECTICUCHHS YIIPABICHUS ;| YICOHUK U
npaktukyMm ans By3oB/ JI. A. [loponnna, B. C. UputukoBa. — 2-¢ uzf., mepepab. u gom. — MockBa :
WznarensctBo HOpaiir, 2023. — 270 c. — (Boicee oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekcr :
snexkTpoHHkI# // ObpasoBarensHas wiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/530251

2. Ulysamosa, H. H. Opranusaims u TEXHOIOTHS JJOKYMEHTAIIMOHHOTO 0OeCIIeYeHHsI YIPABICHUS : YUeOHUK U
npaktukyMm Ui By30oB / H. H. lllyBanoBa. — 3-e u3n., nepepad. u gon. — Mocksa : M3natensctBo FOpaidT,
2023. — 247 c.— (Boicuiee obpazoBanue). — ISBN 978-5-534-16537-1. — Tekcr :
OopazoBarenbHas mwiatgopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/531239

Jlonoanumensnas numepamypa
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. JloxymenToBeneHue : y4eOHUK U TTpaKTUKyM AJis By30B / JI. A. JloponuHa [u ap.] ; Mo pemaakiuen
JI. A. loponuHoii. — 3-e¢ u3x., mepepad. u gomn. — Mocksa : MU3narensctBo Opaiit, 2023. —
336 c. — (Bricmiee oOpazoBanme). — ISBN 978-5-534-15753-6. — Tekct : »neKTpOHHBINA //
Oo6pasoBarenbhas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/511341

. Kabamos, C. FO. AHTHUKOpPYIIIMOHHASI 3KCIEPTHU3a HOPMATHUBHBIX MPABOBBIX aKTOB M MPOEKTOB
HOPMATHBHBIX MPABOBBIX aKTOB: OPraHU3aIMs U BOIIPOCH JOKYMEHTUPOBAHUS | yueOHOe mocodue /
C. 10. Ka6amos, FO. C. Ka6amos. - Mocksa : UHDPA-M, 2020. - 240 c. - (Beicuiee o6pa3oBanue:
Crnermmamurer). - ISBN  978-5-16-016538-7. -  Tekct anektponHsii. - URL:
https://znanium.com/catalog/product/1178158
Kopnees, U.K. JlokyMeHTHpOBaHHE YIPABICHYECKOW JESATEIBHOCTH | YYEOHHMK JUIs BY30B /
. K. Kopnuees, A.B. Ilmenko, B. A. Mamypnes. — 3-¢ u3a., mepepadb. u jgom. — Mocksa :
WznatenscrBo FOpaiit, 2023. — 438 ¢. — (Bricmiee o6paszoBanue). — ISBN 978-5-534-16001-7.
— Tekct : oanekrponnbli // OOpaszoBarenbHas 1atdopma HOpaiit [caiiT]. URL:
https://urait.ru/bcode/523610
Kupcanosa, M. B. Kypc pemompou3BoicTBa : JOKyYMEHTALIMOHHOE OOECHEUeHUE YIpaBICHUS
[Tekcr] : yuebHOE mocoOume / M. B. Kupcanosa, 0. M. AkceHoB. - 6-¢ u31., UCIIPABIICHHOE U
nononHenHoe. - M. : UH®PA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367 c. : Tadm. -

(Beicmee obpaszoBanue). - ['pud MO "PekomennoBano
7. Tlepuomnveckue wu3maHus:  «JleIONPOU3BOICTBOY,
MIEPCOHAIIOM» U JIP.

5.2 MarepuajbHO-TEXHUYECKOE
AMCHUTLTHHBI

Y4eOHble 3aHATHS 10 AUCHUIUIMHE IPOBOJSATCS B Y4€OHBIX ayJIUTO

«Cexkperapckoe

ACIIO», «yl'lp aBJICHHUC

U IpOorpaMMHoOe olecrneyeHue

pusix HOU KemI'V:

HaumenoBanue nmomenieHui Asist IpOBEICHHS BCEX BUOB YUeOHOM
JeATeTLHOCTH, MPEyCMOTPEHHON YIEOHBIM TIJITAHOM

Anpec (MECTOIOI0KEHHUE)
MTOMETIEHUH TSI IPOBEICHHUS
BCEX BUJIOB yueOHOU

NeSITeTbHOCTH,
HpeayCMOTPEHHOM yueOHbBIM
TUTAHOM
401 Yuebnas aynuTopus (MyIbTUMEAUNHHAS) U1 IPOBEICHUS: 654079,  Kemeposckas
- 3aHATUH JEKIMOHHOTO THIIA. obmacts,  r. HoBOKy3HeIIK,

Cnennanu3upoBanHasa (y4eOHas) MeOesb:
kadenpa, CTOJBL, CTYJIbSI.

OOopynoBanme: cmayuonapHoe -KOMIIBIOTED, 3KpaH, IPOEKTOP,
aKyCcTHYeCcKasl CcTeMa, MUKPO(OH MperoaaBaTes.

Hcnonn3yemoe mporpamvmHoe  obecmedeHue:  MSWindows
(Microsoft Imagine Premium 3 year mo cyOIWIIEH3HOHHOMY JOTOBOPY
Ne 1212/KMP or 12.12.2018 r. mo 12.12.2021 r.), LibreOffice
(cBobomHO pacmpoctpansemoe [10), SAnnmekc.bpayszep (oTedecTBeHHOE
cBoOoIHO pacnpoctpansemoe [10).

HuTepHer ¢ obecnieuennem gocryna B JUOC.

JOCKa MCJIoBasd,

np-kT Meramnypros, a. 19

403 YueOHast ayTUuTOpHs 111 IPOBEICHUS:

- 3aHATHH CEMUHAPCKOTro (IPaKTHYECKOI0) TUIIA;

- TPYMNIIOBBIX U MHAWBUAYAIBHBIX KOHCYIbTALUMI;

- TEKYIIIETO KOHTPOJIS ¥ MPOMEKYTOYHON aTTeCTalllu.

CnenunanusupoBanHas (yueOHasi) MeOesIb: J0CKa MEIOBasi, CTOJIBI,
CTYJIbSI.

O0opynoBanue Ui MNpe3eHTAlMM Y4eOHOr0 MaTepHaJa:
nepeHocHvle — HOyTOYK, S9KpaH, IPOEKTOP.
Hcnonb3yemoe mporpammHoe obecmedenue:  MSWindows

654079,  Kemeposckas
00macTb, r. HoBoky3Hernk,
np-kT Meramnypros, a. 19
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(MicrosoftlmaginePremium 3 year mo cyOIUIIeH3HOHHOMY JOTOBOPY Ne
1212/KMP ot 12.12.2018 r. g0 12.12.2021 r.), LibreOffice (cBo6omto
pacnpoctpansiemoe [10), Sunekc.bpay3ep (oTeuecTBEeHHOE CBOOOIHO
pactpoctpansiemoe I10).

HNuTepHer ¢ obecnieuennem gocryna 8 JUOC.

5.3 CoBpeMeHHble TnpodeccHOHANbHBIE 0a3bl JaHHBIX H
HHGpOpPMANIMOHHBIE CIIPABOYHbIE CHCTEMBI

1. Koncynerantllntoc [DnekTpoHHBIH pecypc| : KOMII. CIpaB. MpaBOBas CHUCTEMa / KOMITAHUS
«Kouncynprantllmrocy. — Dnekrpon. mporp. — [Mocksa, 1997-2014] - Pexum jgoctyma:
http://base.consultant.ru , ceo6oaHbIH. — 3ari. ¢ 3KpaHa.

2. TAPAHT.PY [DnekTpoHHbIi pecypc] : nHbOpMaImoHHO-paBoBoi moprtai / komnanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dnektpon. mporp. — [Mocksa, 1997-2014] — Pexum pocryma:
http://www.garant.ru , cBo0oaHBIN. — 3ari1. ¢ 3KpaHa.

6 Unble cBeeHn U (WIM) MATEPUAJIBI.
6.1.1lpumepHbIe TEMbI U BAPUAHTHI MMCbMEHHbIX Y4e€0OHBIX Pa0dO0T

CamocrosiTenbHast paboTa CTYZACHTOB OCYIIECTBIISIETCS B CIEAYIOIUX (hopMax:

> MOJTrOTOBKA K MPAKTUYECKUM 3aHSATHIM;

> CaMOCTOSITENIbHOE U3YyUEHUE TEM AUCLMILIUHBI (3JIEKTPOHHOE 00YUEHHUE);

> HOATOTOBKA K TEKYIIIUM KOHTPOJIBHBIM MEPONPHUITUSAM (KOHTPOJIBHBIE PA0OTHI, TECTOBBIE
OTIPOCHI);

> BBINOJIHEHHUE JJOMAIIHUX WHAWBUIYAIbHBIX 33/1aHUll - 8 3a7aHuil (B COOTBETCTBUU C

TEMAaTUYCCKUM HJ'IaHOM),
> NOoATOTOBKA aHAJITUTUYCCKUX 0630p0B 1 OTYCTOB 11O 3aJaHHBIM TEMaM.

Hpumepvl unoueuoyaivoivix 0OMAWIHUX 3A0AHUTL
Tema 1. JlokymMeHT u cuctembl JoKymMeHTauuu. [loHsTHe nenonpons3BoacTBa.

Bonpocwl ona ycmnozo onpoca:

1. Tatp ompeneneHuss TepMUHAM: JAEJIONPOU3BOJICTBO, JOKYMEHTALMOHHOE oOOecreyeHue
yIpaBieHUs], JOKYMEHTUPOBAaHUE, TOKYMEHTOO0OPOT, JOKYMEHT, CIIYKEOHbII TOKYMEHT, o(ulInaIbHbIN
JIOKYMEHT, aBTOp JIOKyMEHTa, 00beM JJOKYMEHTOO00pOTa.

2. Kak u Ha OCHOBaHMHU KaKuX MPHU3HAKOB KJIACCUDUIUPYIOTCS JOKYMEHTBI:

— I10 CTausIM CO3/IaHHUS;

— I10 CPOKaM XpaHEHUS;

— I10 FOPUIANYECKON CHUIIE;

— 110 BUJAM;

— 110 HAUMEHOBAHUSAM BUIOB?

3. Yem ompenensercs 3HaunMocTh JIOY B NeATENbHOCTH TPEANPHUSITHHA, OpPTaHU3aAIHM,
YUPEXKIECHUN?

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

5. Yro Takoe yHU(UKALUS YIPABICHYECKUX JOKYMEHTOB?

6. [lepeuncauTh cymecTByIOMNE YHUPHUIIMPOBAHHBIE CHCTEMBI JIOKYMEHTAIIHH.

7. Yto takoe OKY1?

8. [lepeuncanTh OCHOBHBIE (PYHKITUH TOKYMEHTA.

Tema 2. TpeGoBaHuUs K COCTABICHUIO U OPOPMIICHHIO YIIPABICHYECKON TOKYMEHTAIIHUH.

Bonpocwl ona ycmnozo onpoca:
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1. CocraB, Haznauenue, pacrnpoctpanenne Y COP/I.

2. IlonaTue u coctaB HOPMaTUBHO-METOANYECKOM 0a3bl IEIIOMPOU3BO/ICTBA.

3. Ha3BaThb OCHOBHBIE 3aKOHOAATEIbHBIE AaKThl, HOPMATHUBHBIE JOKYMEHTHI, ACHCTBYIOUIHE B
00J1aCTH JeI0MPOU3BO/ICTBA.

4. Yro Takoe GpopMyIsip-oOpasell, 9To BXOJUT B €ro cocTaB?

5. Onmcarp oOmue TpeOOBaHUsS, MPEABABISIEMbIE K O(GOPMIICHHIO  CIYKEOHOro IOKyMEHTa
(popmartsl, pazMepsl moJiel, NOCTPOEHUE KOHCTPYKIIHOHHOM CETKH).

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

7. Kakue pekBU3UTHI OTHOCATCS K TOCTOSTHHBIM, TTouemMy?

8. Kakue peKBH3UTHI OTHOCATCA K IIEPEMEHHBIM, MO4YeMy?

9. Ha kakue rpynmsl Jenarcs NepeMeHHbIe PEKBU3UTHI?

10. ITepeyrcauTh STANbBl JOKYMEHTUPOBAHUSI.

11. Yro Takoe cornacoBanue?

12. Yto Takoe yTBep)KIACHHUE?

13. Kakue criocoObl y10CTOBEpEHHS JOKYMEHTOB CYIIECTBYIOT? B Kakux ciyyasx UCHOJIb3YIOTCS
pa3Iu4HbIe CIIOCOOBI YI0CTOBEpEHUs?

14. Jlate ompeneneHuss TepMuHaM: QopMmymsap-oOpasen, (GopMmymisip TOKYMEHTa, PEKBU3HT,
IOpHIMYECcKas CHja JTOKyMEHTa, O00BbEM JOKYMEHTOOOOpOTa, CIIy:KEOHBIH ITOKYMEHT, O(HIMAIbHBINA
JIOKYMEHT.

15. CBs13b pEKBU3UTOB C dTAllaMU JEJIONPOU3BOJCTBEHHBIX padoT.

Ilpakmuueckue 3a0anus:

1. Anamu3 crpykrypsl u cogepxxanust 'OCT P 6.30 -2003.

2. Aranu3 dhopMyIsipa-oopasia.

3. ComocTasienue u ananu3 Gopmysipa-o0pasia ¢ «peaabHbIM» TOKYMEHTOM.
4. BelienieHre B IOKyMEHTE PEKBU3UTOB, aHAJIN3 COCTaBa WH(POPMAIIHH.

Tema 3. COBpeMeHHHe CIIOCOOBI ¥ TEXHHUKA CO3aHnsI NOKYMCHTOB.

Bonpocwl ona ycmnozo onpoca:

1. Ha3oBuTEe OCHOBHBIE METOIbI (POPMATUPOBAHUS TEKCTA.

2. OnumuTe npaBuiia opopMIIeHUs ab3areB, pyoOpuK, 3ar0JIOBKOB, TPAMEYaHUN, CHOCOK.

3. OnumuTe OCHOBHBIE YAaCTH TAOIUIIBI M TPABUIIA UX OOPMIICHHS.

4. TlepeuncauTe OCHOBHBIE TPEOOBAHMUS, IIPEIbABIsIEMbIE K OMOIMOrpa@MueCKUM OIHCAHUSIM.

Ilpaxkmuueckue 3a0anus:
1. BHecTu ucnpaBieHus B TEKCT, UCIIOJb3YsI KOPPEKTYPHBIE 3HAKH.
2. OTdopmaTupoBaTh UCIPABICHHBIN TEKCT.

Tema 4. CocraBierue OP/I.

Bonpocwl ona ycmnuozo onpoca:
1. Kakue BHUJIBI BXOJST B COCTaB OPTaHU3AIMOHHBIX, PACTIOPSAUTEIBHBIX U O(QUIIMATHHO-TUYHBIX
JIOKYMEHTOB.
. Kakue Buapl 61aHKOB persiaMeHTHpoBaHbI crangapTomM? CocTaBbTe UX (HOPMYIISPHL.
. [TepedncanTh OCHOBHBIE BUIBI JIOTOBOPOB U KOHTPAKTOB
. [lepeuncanTh OCHOBHBIE TPEOOBAHUS K O(hOPMIICHHIO TOTOBOPOB U KOHTPAKTOB.
. Jlats onpenenenune npukasa.
. Kakue gactu TekcTa B mpukase 1o OCHOBHOU JeSITeNbHOCTH?
. [TepedncnTh BUIBI PUKA30B IO KaJAPOBBIM BOIIPOCAM.
. OcobeHHOCTH 0(hOpMIIEHHS CTIPAaBOYHO-HH(POPMAITMOHHBIX JOKYMEHTOB.
. Kakue BubI c1y’KeOHBIX 3aITUCOK CYIECTBYIOT?
10. Yem ciyxebHasi 3anMCKa OTJIMYAETCS OT CIIPABKH?
11. Kakue yactu Tekcra B aKTe?
12. B yeM 0COOCHHOCTH MOMUCAHUS aKTa?
13. lath onpenenenus BUaaM oOpalieHui rpaxkaaH.
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Ilpakxmuueckue 3a0anus:

1. CoctaButh (hopMyssip MPEIIOKEHHBIX 00pa3IloB OJIAHKOB, OTMPEIETUTh BU/I.
2. OLIEHUTH COOTBETCTBHE «PEaTbHOT0» OJlaHKa TPeOOBAHHSM CTaHAAPTA.

3. CKOHCTpYyHpOBaTh KOMIUICKT OJJAHKOB (PUPMBI.

Tema S. JlesnoBbie mucpMa.

Bonpocwl ona ycmnuozo onpoca:

. [lepeuncaure cymniecTByromuye KI1acCuUKAIH CITY>KEOHBIX TUCEM.

. CocTaBbTe HOpMYIISIp CIIYyKEOHOTO MUChMa.

. OnumuTe 0coOEHHOCTH MOCTPOEHUS MpocToro (1-2 4acT) TeKCTa MUChMA.

. OnuiunTe 0COOEHHOCTU MOCTPOEHUS CIIOKHOTO (3-4 4acTH) TEKCTa NUChMA.

. [lepeuncnure u npuBeanuTE MPUMEPHI CIIOCOOOB YHU(DUKAITUH EIIOBOTO ITHCHMA.
. [lepeuncaure BUABI KOMMEPUYECKHX ITHCEM.

. Uro takoe odepTa, Ha30BUTE OCOOEHHOCTH €€ 0(hOPMIICHUSI.

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

O~NOOOT DA WN PR

Ilpakmuueckue 3a0anus:

1. CocraBuTh GopMyIIsip MUCHMA VIS IPEIOKEHHOTO 00pasia.

2. HailiTu HETOYHOCTH B OQOPMIICHUHM NHChbMA, OPOPMHUTH JTOKYMEHT B COOTBETCTBHU C
TpeOOBaHUSAMU CTaHIAPTA.

3. CocraBuTh UCHMO TipocToe (1-2 yacTu TekcTa)

4. CocTaBUTH MUCHMO CIIOKHOE (3-4 4aCTH TEKCTA)

5. CocraButh muchMO ¢ TpadaperHbiM TekcToM.Tema 6. KoppecmonaeHIus, cBsi3aHHasi C
IPOBEICHUEM MEPUOTNICCKAX MEPOIIPUSATHIH.

Tema 6. KoppecrionieHuus, CBS3aHHas ¢ IPOBEICHUEM MEPHUOTUIECKIX MEPOIPUSITUH.

Bonpocwl ona ycmnozo onpoca:

. Uro Takoe nporokon?

. CocraBbTe (OpMyJIsip MPOTOKOJIA.

. Onummure CTpyKTypy TEKCTa IPOTOKOJIA.

. B uemM ocobeHHOCTH MoANMCaHUs TPOTOKOA?

. Bugsl npoTtokosioB. OCHOBHBIE TpeOOBaHUS K 0(OPMIICHUIO.

. Kak odopmisiercs Bbinucka u3 npoTokoia?

. Kak cTposiTcst TEKCTBI MMChbMa-NIPUTIIAIIECHNS, HCbMA-U3BEILEHUs?

. Kakue TpeboBaHus NpeabsABIAIOTCSA K TEKCTY TeJIerpaMMbl U Tele(OHOrpaMMBbl?
. Kakue TpeboBaHuUs NpebsABIAIOTCA K TEKCTY JIEKTPOHHOTO COOOLIeHN?

O©OoOo~NOoO ol WwWwN -

Ilpakmuueckue 3a0anus:

1. CoctaButh HOPMYIISIP «PEATHHOTOY MTPOTOKOJIA.

2. Haiitu HeTouHOCTH B 0O()OPMIIEHUH MPOTOKOJIA, MCIPABUTH U O)OPMUTH JOKYMEHT.
3. Ha ocHOBaHWY TIOJTHOTO MPOTOKOJIA OPOPMUTH KPATKHH IMTPOTOKOIT.

4. OhopMuUTH BHITUCKY U3 MPOTOKOJIA.

5. OpopmMHUTH MHCHMO-U3BELIEHHE ¢ 000OLIEHHBIM aIPECaTOM.

Tema 7. Kommepueckast mepenucka ¢ 3apy0eKHbIMUA TapTHEPaMH.

Bonpocwl ona ycmnuozo onpoca:

1. Kakue crangaptsl MCO perinamMeHTHPYIOT 0(OpMIIEHHE 1E€TOBOM MEPEnUCKH?
2. Kakue ¢opmatel OyMara HCHOIB3YIOTCSI B MEXKIYHAPOIHOW TIepenucKe?

3. Kak cripoexTrpoBaHbl OIaHKU JJIS1 MEKAYHAPOJHBIX MUCEM?

4. Bunel MEXTyHAPOIHBIX TIHCEM.

5. OcobeHHocTH 0hOpMIICHUST PEKBU3UTOB.

Ilpakmuueckue 3a0anusn:
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1. IIpoBecTH coOmoOCTaBUTENBHBIN aHATU3 00Pa3IOB MEXIYHAPOIHOTO U POCCHHCKOTO JCIOBOTO
nucbmMma.

Tema 8. Opranusanus T0KyMEHTO000pOTa.

Bonpocwt ona yemnozo onpoca:

1. llepeuncnure OCHOBHBIE 3TAlbl JOKYMEHTOOOOPOTA, AAiTEe UM OIpEACTICHHUS.

2. Kakue TpeboBaHMs MPEIbIBIAIOTCSA K PETHCTPALUHU BXOIAIIMX TOKYMEHTOB?

3. [aiiTe xapaKTepuCTUKY OpraHU3aluy KOHTPOJIS UCIIOTHEHUS TOKYMEHTOB.

4. JlaiiTe XapaKTepUCTUKY OpraHu3auruu (OPMHUPOBAHUS JICI.

5. Uro Takoe HomMeHKJIaTypa aen? KakoBa nepuogu4HOCTh BHECEHUSI U3MEHEHU?

. [lepeuncaure BUIbI HOMEHKIIATYD.

. Kakast uadopmarust OTHOCUTCS K pa3psy «KKOMMEPUYECKOU TalHbBI»?

. Kakast unopmanus He MOKeT ObITh OTHECEHA K Pa3psAAy «KOMMEPUYECKOI TaltHbI»?
. Kak ocymectBnsieTcst peructpanus 1 yuet oOpamieHuii rpaxxaan?

10. Kakue cyniecTByrOT CpOKH UCTIOTHEHUS 0OpaIieHuii?

11. IlpaBuna y4yera yCTHBIX OOpaIlIeHUN.

Ilpaxkmuueckue 3a0anus:

1. Ipoananu3upoBath Ciy>keOHbIE OTMETKH HAa JOKYMEHTE.

2.1lo  cayxeOHBIM  OTMETKAaM Ha  JOKYMEHTE  PEKOHCTPYHPOBAaTh  XPOHOJIOTHIO
JIOKYMEHTO000pOoTA.

3. [IpocraButs Ha [OKYMEHTE pEKBHU3HTHI, COOTBETCTBYIOIIHE JEIIOTPOU3BOJCTBEHHBIM
orepanusaM (perucTpanuu BXOIAIIET0 AOKYMEHTa, PACCMOTPEHUIO U MPUHSATHIO PEIIeHUs, KOHTPOJIO
VCIIOJIHEHUS], HAIIPABJICHUIO B JIENO).

4. Ha mnpumepe HOMEHKIATYpPbl Jied MPOAHATU3UPOBATh MPUHIUI TPYNIUPOBKH JI€1 WU
YCTAHOBJICHUS] CPOKOB XPaHEHUSI JIEII.

6
7
8
9

Ilpumep mecma

1. I[IpaBuiia u opraHu3amuio JOKYMEHTAIMOHHOTO 00ecTieYeHHs YIpaBIeHUs Ha MPEANPUSTHI
yCTaHaBIIMBAET:

- [IpaBuna BHYTpEHHETO pacropsiaka

- Wuctpykuus no J0Y

- VYcraB npeanpustus

2. HaGop pekBU3UTOB O(PHUIIMATBHOTO MUCHbMEHHOTO JTOKYMEHTA, PACIIOJIOKEHHBIX B
ONpeIeTICHHOM MOCIeN0BaTEIbHOCTH, HAa3bIBACTCS:

- bopMyIIIpOM JOKYMEHTA

- OJIaHKOM JOKYMEHTa

- JTIOKYMEHTOM

3. CpOKOBBIN KOHTPOJIb UCTIOTHEHUS JOKYMEHTA OCYILIECTBIISETCS:

- PYKOBOJUTENIEM OpraHU3alNH

- cyx6o0it JJOY

- WCITOJTHUTEJIEM MTOPYUYEHUS

4. PexBU3UTOM, COJIEpKAIIMICS TOJIBKO B MUCbMaX-0TBETAX, SIBISETCS:

- ajapecar

- CCBIJIKa Ha PETUCTPALIMOHHBIA HOMED U JIaTy TOKYMEHTa

- OTMETKA O TIOCTYIUICHUH JIOKYMEHTa B OpTraHu3aIuu

5. UcnonHeHue pe30Iiouu pyKOBOJUTENS Ha IOKYMEHTE OCYILIECTBIISIETCS:

- OTBETCTBEHHBIM UCITOJTHUTENIEM, Ubsl (DaMHIIHS YKA3bIBAETCS TIEPBOM B PE3OJTFOIIUU

- OTBETCTBEHHBIM UCIIOJIHUTENIEM COBMECTHO C COTPYIHUKAMH, YKa3aHHBIMU B IOKYMEHTE

- BCEMH MCTIOJTHUTEIISIMHU, YKa3aHHBIMU B IOKYMEHTE, KPOME OTBETCTBEHHOTO UCIIOJTHUTEIIS,
KOTOPBI OCYIIECTBIISIET KOHTPOIUPYIOUTYIO (PYHKITHIO

6. [lIokyMeHT, B KOTOPOM BOCITPOM3BOAUTCS peKBU3UT «Iloamucey 0e3 TUIHO# TOIICH:

- BBINIMCKA U3 PACTIOPSIUTENHHOTO IOKYMEHTA

- aKT

- MPOTOKOJ 3aceqaHust
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7. PaCHOpﬂI[I/ITeJ'IBHaH YaCTb JOKYMCHTA, IPUHATOI'0 KOJJICTHAJIBHBIMU OpraHaMi, HAUMHACTCA CO
CJIOB:

ITPUKA3BIBAIO
OBA3BIBAIO (PEKOMEH/IVIO)
[TIOCTAHOBJISET (PELLIAET)

8. Kommepueckuil JOKYMEHT, COAEPKALUI NPEIbSIBICHNE IPETEH3UN K CTOPOHE, HapyIIMBILEH
IIPUHSTHIE

- Ha ce0sl M0 KOHTPAKTYy 0053aTeNbCTBA H TPEOOBAHUS BO3MELICHUS YOBITKOB, Ha3bIBACTCS:

- IIMCbMO-HAaIlOMMHAHNE

- rapaHTUIHOE MUCHhMO

- IIMCbMO-PEKIaMAaLIHs

9. lns1 opranu3anuii ¢ HeOOIBIINM JOKYMEHTOOOOPOTOM Yallle BCEro MPUMEHATCS ... hopma
JIeJIONPOU3BOJCTBA:

- LEHTPaJIN30BaHHAas

- CMEIlIaHHas

- JELEHTpaIN30BaHHAs

10. JIoxyMeHT, OIIpeIeTIEHHBIN B TOJKOBBIX CIOBAPSIX PYCCKOTO SI3bIKA KAaK «JIOKYMEHT C 3allChIO
BCETONPOUCXOAILETO Ha 3aCeIaHUuM, COOPaHUN:

- IIPOTOKOJI

- [IOCTaHOBJICHHE

- pelieHne

11. IlonHyro 3anuch BCEro Xo0/1a 3aCeAaHUsI OTPaXKaeT:

- IIOJIHBIM ITPOTOKOJI

- KPaTKHUI IPOTOKOJI

- CTeHOTpa(UUECKHIl TPOTOKOI

12. IlpenynpenurenbHblii KOHTPOJIb IIPEIIOIAraeT:

- €XXEJIHEBHYIO TIOJrOTOBKY CBEJIEHUH O JJOKYMEHTaX, CPOK UCIIOJIHEHUS KOTOPBIX UCTEKAET
CEeTO/IHS

- €XKEMECAYHOE NUJIN €KEKBapTaIbHOE COCTABIICHHUE NIEPEUHS HEUCIIOJHEHHBIX IOKYMEHTOB

- CBOEBPEMEHHOE 3a 2-3 JHS NPeayNpexIeHue COTPYAHIKA O HEOOXOIMMOCTH PELIeHUs
IIOPYYEHHOT'0 MY BOIIpOCa

13. HaumeHOBaHue TOKyMEHTa, OTHUM U3 pa3ziesioB KoToporo sBisercs «lIpeamOymnay:

- JOJKHOCTHAs! MHCTPYKIIUS

JIOTOBOD
HCKOBOE 3asBJIICHUE

14. JIokyMEHT MOXET OBITh MOMUCAH UCTIOJHSIONINM 00sS3aHHOCTH JTIOJDKHOCTHOTO JIMIIA C:

YKa3aHHuEM €ro (I)aKTH‘IeCKOﬁ JOJIDKHOCTH U q)aMI/IJ'II/II/I

- IIPOCTABJICHUEM IIPENJIOTa «3a» WX HAAIIUCH OT PYKH «3aM.)»
- IIPOCTABIICHUEM KOCOU YEPTHI IIepel HAMMEHOBAHUEM JOJIKHOCTH
15. PeructpaliioHHBIM HOMEp JOKYMEHTA, COCTaBIIEHHOTO COBMECTHO IBYMs U OoJiee

OpraHu3alUsIMH, IPECTABISIET COOOM:

- PETHCTPAIIMOHHBIN HOMEp JOKYMEHTa OpTaHU3allii, YKa3aHHOW Ha OJIaHKe TIEPBOM
- PETUCTPALIMOHHBIA HOMEP TOKYMEHTa OpraHu3allui, B KOTOPOU JOKYMEHT (PaKTUIECKH

co31aBaics

- PEerucCTpaliluOHHbBIC HOMCPA JOKYMCHTA KaXXgoi u3 OpFaHI/I3aI_[I/II71, MIPOCTABIIICMBIX YCPE3

KOCYIO YEepTY B MOPAJIKE YKAa3aHUS aBTOPOB B TOKYMEHTE
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TeMbl M 321aHUA KOHTPOJLHOH padoThl (1711 3P0)

KoHntposbHas

pabora Ha

3a09YHOM OTACICHUU COCTOUT B

BBIITOHCHUHUIIPAKTUKO-

OPHEHTHPOBAHHBIX 3aJaHUN 0 TeMaM Kypca. BapwaHThl 3amaHMii ¥ METOIMYECKHE YKa3aHHS K HX
BBITTIOJIHCHUIO IIPHUBCIACHBI B MCTOZ[I/I‘-IGCKI/IX YKa3aHugX 110 BBIIIOJIHCHUIO KOHTpOJIBHOﬁ pa6OTBI 110
TMCIUILINHEE «/loKyMeHTHpOBaHHE MPO(PECCHOHATBHON AEATEIBHOCTHY JUISl CTYACHTOB, O0YYaIOIIHXCS
no Hanpasienuto 38.05.01 DxoHomuueckas 6€301acHOCTb.

6.2. IlpumMepHbIe BONPOCHI M 3aJaHNUs / 3a1a4M IJIs1 IPOMEKYTOUHOM

arrecragumu
Tabmuma 8 - IlpumepHble TEOpeTHUYECKHME BOMPOCHI W TPAKTHUYECKUE 3alaHust / 3amadul s
MIPOMEXKYTOUYHOU aTTECTAllUK — 3a4EeT C OIEHKOM
Ne | Paznenbl u TeMbI IIpuMepHBIe TEOPETUYECKUE BOIIPOCHI [IpumepHsbIe
MPAKTUYECKUE
3agaHus /
3aa4u

1 | JoxymeHt u 1. Ilonstue o nokymeHnTte. Knaccudukanum JOKyMEHTOB. 3ananue (M.
CHCTCMBI 2. YHubukanus u CTaHAapTH3AMNS yIPABICHYECKUX JOKYMEHTOB. | IOCIe Tab MBI
JOKYMEHTAIIHH. YHu}UIUpoBaHHBIE CHCTEMBI JOKYMECHTAIIHH.

ITonsTne
JIeJIONIPOU3BOJICTBA

2 | TpeboBanus K 3.TOCT P 6.30-2003. CocraB craHmapta, 3Ha4YCHUE IS 3ananue (cM.
COCTABIICHHIO U YIPABIEHYECKON [EATEIHHOCTH. T0CJIe TaOIIHAIIBL)
odopMIIEHUIO 4, dopmyiisap-oOpasel;  Kak ~ o0mas  MOJCNb  MOCTPOCHHS
YIpaBJIEHYECKOH PeriIaMeHTHPOBAHHOTO YIPABICHUYECKOTO JOKYMEHTA.

JIOKyMEHTALUU 5. PexBusutel mocrosHHBe (01-04); XapakTepucTHKa, NpaBHIiIa
odopmIIeHusI.
6. PexBusutel moctosiHHBIE (05-09); XapakTepucTHKa, IMpaBHIIa
odopmIireHUs
7. bnaHK, BUIbI OJTAHKOB.
8. PekBU3uThl  3arojioBOYHOM  vacth  jgokymenta  (10-14),
XapaKTepUCTUKA, TPaBuiIa OHOPMIICHHS.
9. [paBuia agpecoBaHus TOKYMEHTOB.
10. Ocobennoctr 0OpPMIICHHS TEKCTa CITYKEOHOTO IOKYMEHTa
11. PexBusutsl 18 u 21; xapakrepucTuKa, IpaBuia 0OpMIICHHUS.
12. PexBu3utel 22 u 25; XapakTepUCTHUKa, IpaBUia 0(OPMIICHUS.
13. PexBu3uthl 16 u 26; xapakTepuCcTHUKa, IpaBuia 0(OPMIICHUS.
14. PexBusutsl 23 u 24; xapaKkTepuCTHKa, IpaBHUiIa 0()OPMIICHUS.
15. PexkBusuter 17, 19, 27; XapakTepucTuka, TpaBHia
oopMIICHUS.
16. PexBusutsl 28 — 30; xapakTepUCTHKA, MPaBUIa OQOPMIICHHS.

3 | CoBpemeHHBIE 17. CoBpemeHHbIE CLIOCOOBI M TEXHUKA CO3/IaHHUS JOKYMEHTOB. 3ananue (cM.
CIIOCOOBI M TEXHHKA 1ocJie TablnIbL)
CO3JIaHUS
JOKYMEHTOB

4 | CocraBnenue OP/] | 18. YCOP/. Ha3naueHue cuCTEMBI, XapakTepUCTHKA TPyNI H 3ananue (cM.

BHUJIOB JIOKYMEHTOB.
19. Cucrema opraHM3allMOHHBIX JIOKyMeHTOB. HaszHauenue, BUbI
JOKYMEHTOB.

20. JloroBopa W KOHTpakThl; Kiaccupukanuu. TpeOoBaHus K
0OPMIICHHTO.

21. JlomxHOCTHAs MHCTPYKIHS; OCOOCHHOCTH AOKYMEHTHPOBAHHUSL.
CTpyKTypa TeKcra.

22. Cucrema pacropsiIuTeNIbHbIX JOKyMeHToB. HasHauenue, Bubl

mocye TaOHIIbI)
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Ne | Paznenbl u TEMBI [IpumepHBIE TEOPETUUECKHUE BOIPOCHI [IpumepHbIe
IIPAKTUYECKUE
3amanus /
3a7a41
TOKYMEHTOB.
23. Tlpukassl, BUAbI IpuKa3oB. OCOOCHHOCTH TOKYMEHTUPOBAHHS
npukas3oB. CTpyKTypa TEKCTa.
24. YuudunupoBaHHsie (HOPMbI KaIpPOBBIX IIPHKA30B.
25. Pacniopskenns.  OcobeHHOCTH — O0OpM-JICHUS, CTPYKTypa
TEKCTa.
26. ITocranoBneHus, pemeHus. OcoOEHHOCTH — 0GOPMIICHHS,
CTPYKTYypa TEKCTa.
27. Cucrema CHPaBOYHO-UH(POPMALIMOHHBIX JOKYMEHTOB.
Hasnauenwme, BUIBL.
28. JloknamHash 3ammMcKa, BHIbI; OCOOCHHOCTH OGOPMIICHHS.
CtpykTypa TeKcTa.
29. CmpaBka, Bunasl copaBok. (OcobOeHHOCTH — odopmiteHus,
CTPYKTYypa TEKCTa.
30. Akt, Buumbl akToB. OcCOOCHHOCTH OQOPMIICHUS, CTPYKTypa
TEKCTa.
Obpamennss rpaxnad. Hasmauenwe, Buapl, OcoOeHHOCTH
o(hopMIICHUS, CTPYKTYpa TEKCTa.
5 | denoBble nrcbMa 31. JlenoBble mucbMa. XapaKTEPUCTHKA U KJIACCH(DUKAITUH. 3ananue (cM.
32. Kommepueckue nuchbma. XapakTepUCTHKA U KIaCCU(PHUKALINY. nocIe TabIHIIbD)
Oco0EHHOCTH IMOCTPOCHHS TEKCTA CIYXKEOHOTO MHUChMa.

6 | Koppecnonmenuus, | 33. MexxayHapoJHble TUChMA. 3ananue (cM.
CBsI3aHHAS C 34. Cranmaptsl UCO Ha opopmiteHHE 1EI0BOM MEPEIUCKH. 1ocsie TabINIIbL)
MPOBEICHUEM
MEPHOANIECKIX
MEpONPUATHN

7 | Kommepueckas 35. [IpoTokos, BUABI MPOTOKOJIOB. (OCOOCHHOCTH TOCTPOCHHS 3ananue (cM.
HepenucKa ¢ TEKCTa. T0CJIe Ta0IHIIBY)
3apyOeKHBIMU 36. CpeactBa  omepaTuBHOW  CBsi3M  (Tejerpamma,  TeJeKc,
napTHepamu JJIEKTPOHHOE coolmeHne, Ttenedonorpamma). TpeboBanus K

0 OpMIICHHIO.

8 | Opranmzanus 37. Xapakrepuctuka ['C IOY. CozeprkaHue AeI0NPOU3BOACTBA. 3ananue (cM.

nokymeHToobopora | 38. Co3jaHue NpoeKTa JOKYMEHTa, COINIACOBAHHE KaK dTambl | HOCIE TaOIHIb)

JOKYMEHTHPOBaHHUSI.
39. YaocToBepeHne JOKyMEHTOB, BUIBI.

40. Peructpauys BXOIAIMINX U UCXOASIINX TOKYMEHTOB.

41. TlpaBuna o0pabOTKH H PACCMOTPEHHS BXOASIINX TOKYMEHTOB.
42. IlpaBuna opraHu3alii KOHTPOJIS UCTIOJIHEHNS JOKYMEHTOB.
43. IlpaBuna GpopMUpOBaHUS U XPAaHEHUS JIEI.

44, HoMeHKIIaTypa JIeN, BUIIEL.

45. DxcnepTu3a MEHHOCTH TOKyMEHTOB.

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

47. IloHsiTHE KOMMEPYECKOM TaiHBI.

48. Opranusanus KOHQUICHIIMATLHOTO JISIIONPOU3BOJICTBA.
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IIpumepHbIe 3a1aHMA K 3a4eTy ¢ OLeHKOH

3ananue 1.

[Tonwp3ysice TpynoBeiM kojekcom P® rnaBoit 10 u 11. Onummre nomaroByo mnpoueaypy npuema
paboTHUKA Ha OCHOBHYIO paboOTy M (WJIM) MO COBMECTUTEIILCTBY. 3alOIHUTE MPEUIOKCHHBIE 00pa3Ilbl
JIOKYMEHTOB, 0(hOpMIISIEMBIX IIPU ITpreMe paboTHHUKA Ha padoTy.

Samanue 2.

[Tons3ysce TpynoBeiM kKopekcom P® rnaBoit 12. Onmimure momaroBy HpOIENypy H3MEHEHHS
TPYZOBOrO JOrOBOpa, B TOM YHCJIE NEPEeBOJl pabOTHHKA Ha JAPYTyo paboTy. 3alloJHUTE MPEUIOKEHHbIE
00pa3ibl TOKyMEHTOB, 0hOPMIIIEMBIX TIPU U3MEHEHUH YCIOBHH.

3ananue 3.
[Tonp3ysice TpynoBeiMm komekcom P® rmapoit 19. OnumuTe momaroByr HpoLEaypy HazHAYCHUS
OTITyCKa. 3aIOJIHATE TPEUIOKCHHBIE 00Pa3Ibl JOKYMEHTOB, 0(OPMIISIEMBIX TIPH 0(POPMIICHHH OTITyCKa

3ananue 4.

[Tonws3ysce Tpynoseim koxekcom P® rmasoit 13. OnuiumTe nomaroByr HpOLENYpPY YBOJBHEHHS
paboTHMKA. 3aloJHUTE MpPEUIOKEHHbIE O00Opas3lbl JOKYMEHTOB, O(QOPMIISEMBIX IPH YBOJIBHEHUHU
COTPYAHHUKA.
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