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1 Ieapb AUCHUIIAHBI.
B pe3ynbrare OocBOCHMS JaHHOW AUCIUIUIMHBI Y OOYYarOIIETOCs JTOJDKHBI OBITH  CPOPMUPOBAHBI

KOMIIETCHIIMH OCHOBHOW MPOQeCCHOHATBHON 00pa3oBaTeNbHON MpOrpaMMbl OakamaBpuata  (nauee -
OIIOII): OITK-5.

CopepxaHrie KOMIIETEHIIUI KaK IUIAHUPYEMBIX PEe3yJIbTaTOB 00YUYEHHS 110 IUCHUIUIMHE CM. TaOIuIbl 1

1.1 ®opmupyembie KOMIIETeHINH
Tabmuma 1 - DopmupyemMple TUCITUTUTMHOW KOMIICTCHITUH

HaumenoBanue HaumenosaHue ka- Kox u Ha3BaHue koMneTeHIINN
BUJIa KOMIIETEHLIUN TEropuu (IpyIbl) KOM-
HeTeHINuI
Ob6menpodeccro- - OIIK-5 | CrocobeH wuCHoiab30BaTh COBPEMEH-
HaTbHAs Hble HHQOPMAIIMOHHBIC TEXHOJIOTUU U
IpOrpaMMHBIE CPEACTBA IPU PEUICHUH
npodecCHOHATBHBIX 3a1a4

1.21/IHZII/IK3TOpr AOCTHKEHHS KOMIIeTEeHIIUM
Tabmuna 2 — MHauKaTopsl JOCTHKEHHS] KOMIIETEHIINH, HOpMUPYEMBIX JUCIUTUIMHON

Kon u HazBa- | MHOuUKAaTOpPHI TOCTHKEHUSI KOMIETSHIIMH T10 JIMCUMIITUHBL U IPAKTHUKH,
HHE KOMIIE- OIIOII (hopMupyIOIIUE KOMIICTCHIIHIO 110
TEHIUU OIIOI1
OK-4 OIIK-5.2. Beibupaer u npumenser npo- | 51.0.05 Jlenonpoun3BoCTBO U

(beccruoHaIbHbBIe MPOTPAMMHBIE CpEICTBA IJi | TOKYMEHTOOOOPOT

peLIEHHS TPUKIIAIHBIX 3a/1a4 b1.0.07 [MudpoBast >KOHOMH-
Ka
b1.0.17.03  Ilpaktuxkym "1C:
byxranrepus"

b1.0.17.06  MudpopmanmoHHbie
TEXHOJIOTUM B TNPO(ECcCHOHATBHOM
chepe

b2.0.02(IT) IIpousBoacTBeHHAS
npakTuka. TexHojormyeckas IMpax-
THKA

b2.0.03(I1) IIpousBoacTBeHHAs
npaktuka. [IpenaunioMHas mpak-
THKA

B3.01(1) ITogroroBka K mpo-
[eaype 3alliThl U 3allUuTa BBITYCK-
HOW KBaJTM(PHUKAIIMOHHON paboThI

1.1 3nanusi, yMeHusi, HaBbIKM (3YB) mo nucuunimnxHe

Tabnuma 3 — 3Hanust, yMeHUsI, HaBbIKU, GOPMUPYEMbIE UCIUILTNHON



Kon u Ha- MHauKaTophl TOCTH)KEHUS KOMIICTCHIINH, 3a- 3HaHus, yMeHus, HaBbIkH (3YB), dopmupyemsle muc-
3BaHUC KPETUICHHBIE 32 TUCIUILTHHON LUITHHOU
KOMIICTEH-
V203
OI1K-5 OIIK-5.2. BeiOupaer u mpUMEHSET 3uaThb:

npodeccruoHaIbHbIE IPOTpaMMHBIE
CpencTBa Uil PEUICHHS IPHKIIATHBIX
3a1a4

- 0COOCHHOCTH JICTONPOU3BOJICTBA U IOKYMCHTH-
pOBaHUs pe3ynbTaTOB KOMMYHUKAIIHMIA B JIENIOBOM cpe-
ne;

YMers:

- UCIIOJIb30BaTh COBPEMEHHBIN MHCTPYMEHTAPUIL
JIEJIOTIPON3BOICTBA M JOKYMEHTO000pOTa IS perie-
HUS 33124 MEKIMYHOCTHOTO U MEKKYJIBTYPHOIO
B3aUMOJICHCTBUS B IE€JIOBOM Cpelie.

Baagern:

- HaBBIKAMH JIEJIOTPOU3BOJICTBA U OPTaHHU3AIUH JOKY-
MEHTO000pOTa JJIsi OCYIIECTBICHUS KOMMYHUKAIUN U
(uKcaIu UX pe3yNbTaToB B ICJIOBOM Cpe/ie.




2 O0béM W TPYAOEMKOCTHh IUCHMILVIMHBI MO BHJAAM Y4YeOHBIX 3aHATHH.

DopMBbI IPOMEKYTOYHOH aTTECTALMH.
Tabnua 2 — O6beM U TPYIOEMKOCTh NUCIUIUIMHEI 110 BUAAM YI€OHBIX 3aHATUN

. O6BEM yacos 1o popmam
OO61mas TpyA10eMKOCTh M BHUJIbI Y4€OHON pabOThI MO JUCIUILIN- 5
oOyueHus
HE, POBOJIMMBIC B Pa3HBIX (hopMax
> [IPOBOA P $op 0%0 0300 300
1 OGmias TpyA0€MKOCTh JUCITUTLUTHHBI 144
2 KonraktHas paborta oOywaromuxcs ¢ mnpernojaBaTeneM (1o 48
BHJIaM Y4E€OHBIX 3aHATHI) (BCETO)
AynutopHas pabora (Bcero): 48
B TOM YHCJIE:
Jlekuun 18
MPAKTUYECKHE 3aHATH, CEMUHAPHI 30
IIpakTUKyMBI
nabopaTopHbIe paObOTHI
B MHTEPAKTUBHOU hopme
B JICKTPOHHOU (hopme
Bueaynuropnas padota (Bcero):
B TOM YHCJIe, UHAUBUIyaIbHasl paboTa 00y4aromuxcs ¢ npe-
10/1aBaTeseM
TI0JITOTOBKA KYPCOBOii pabOThI /KOHTAKTHAs paboTa’
IpyNNoBas, UHIWBUIYyadbHas KOHCYJbTAIMs U WHBIC BHJIbI
y4eOHOU JIEeATEIBHOCTH, MPEIyCMATPUBAIOIINE TPYIIIOBYIO
WM UHIMBUIYaJbHYIO paboTy o0ydarolmmxcs ¢ npenojaBa-
TEeM)
TBOpYecKas pabora (dcce)
3 CamocrositensHast pabota oOydaromuxcs (BCero) 96
4 TIpoMexyTOYHAs aTTeCTaIusl 00YJIArOIIerocs — 3a4eT ¢ OleH-
KOM
3. YuyeOHO-TeMaTHYEeCKUN IJIAH U CONEPKAHUE IMCUMILIMHBI.
3.1 YueOHO-TeMaTH4eCKUu# NJIAH
Tabnuua 3 - YueOHO-TeMaTHUeCKuH Mi1aH
—_ Buasl yueOHBIX 3aHITHH, BKIIOYAs caMo-
w g CTOAITEJILHYIO pa0oTy 00y4arommxcs H Tpy-
s 3 ? J10E€MKOCTH @
- g 2= (8 wacax) OpPMBbI TEKYLIero KoH-
= S =& TPOJIsi M IPOMEKYTOY-
Paznena nucuMnaInHbl =2 o
2 g ydeOHast padoTa camocTosI- HOH aTTeCTalluH ycre-
TeJbHAsA BaeMoOCTH
ceMHUHApBbI, padora o0y-
BCEro JICKIUH NPaKTH4YeCKue YA IMUXCHA
3aHATUSA
OKYMCHT U CUCTEMBI JOKYMECHTA- o
1 Hloky JLOKY 16 2 2 12 YcTHbIl onpoc
H1H. ITousrue ACJIOINPOU3BOJACTBA

1 .
Yacwl, svioenennvie 8 VII na kypcosoe npoexmuposanue 6 Konmakmmou gopme (3 uaca)
5



TpeboBanmsI K COCTABICHUIO U N
N Ycerasii onpoc [Ipak-
2 | opopmieHHIo npodeccuoHaTbHON 16 2 2 12
THYECKHE 3aJaHNS
JTOKYMEHTAIIUU
3 CoBpeMeHHBIE CIIOCOOBI U TEXHHUKA 18 5 4 12 Ycrasiii onpoc [pak-
CO3IaHMs JOKYMEHTOB THYECKHE 3aIaHUs
Yernsii onpoc IIpak-
4 | Cocrasnenue OPJI 18 2 4 12 poc 1Ip
TUYECKHUE 3aJaHHs
5 | JenoBsle mucrMa 18 2 4 12 [IpakTuyeckue 3aanusl
Koppecnonnennus, cBsA3aHHas C o
pp JICHIIT, Yerusii onpoc Ipak-
6 | mpoBeaeHHEM IEPUOINIECKHX ME- 18 2 4 12
. THYECKHE 3aJaHNs
PONPUSITHIA
7 Kommepueckas nepenucka c 3apy- 18 9 4 12 Yerusii onpoc Ipak-
0eXHBIMH TApTHEpaAMHU THYECKHE 3aJaHUS
Opranuzanus T0KyMeHT0000poTa YcTHEI ompoc
8 22 2 4 16 [IpakTudeckue 3aganus
TectupoBanue
[IpomesxyTounas aTrectauus o0y- .
P Y H y 3a4eT ¢ OICHKOU
YaloIIerocs
Hroro 144 18 30 96
3.2. Conep:kaHue 3aHATUI 10 BUAAM Y4eOHOM padoThI
Tabmuma 4 — ConepkaHue TUCIUIUTHHBI
Ne HanmenoBanue Coneprxanue pasjesia JTUCHUTLTAHBI
pa3aena, TeM JIHC-
HUTLUTHHBI
1 | HokymeHT u cucte- | JJokymeHt, ero ocHoBHble (yHKIMM (MHQOpMAIMOHHBIE, KOMMYHHKATHBHEIE,

MBI JOKyMEHTAI[IH.
[onsTre nenorpo-
HA3BOJCTBA

yIpaBlieHYECKHE, IPABOBbIE, KyJIbTYPHBIE, HCTOPHUYECKHE).

JlokyMeHT Kkak mpeaMer aenonpousBoacTBa. OOImIas XapaKTEpUCTHKA YIPaBIEHUYECKUX
JOKYMEHTOB. YHHUQUKAIMs JOKYMEHTOB; CTaHAapTU3alMs Kak (opMma IOpPHIUYECKOTO
3aKperieHus nposefeHHol yHupukanuu B chepe HOY. YHupuumpoBaHHble CUCTEMBI
JokyMmeHTauu. OOmepoccuiickuii Knaccu@ukarop npodhecCHoOHaIbHON JOKYMEHTALNH.
Knaccugpukanum 1oKkyMeHTOB (10 MECTY COCTAaBIICHUS, IO COAEPXkKAHUIO, MO dopme, Mo
CpOKaM HCIIOJHEHUS, 10 MPOUCXOXKICHUIO, 10 CPelICTBaM (DUKCAIMH, TIO IOPUIMYECKON
CHJIE, 10 CTaJUsIM CO3/1aHUSA).

Jenonpou3BoacTBO (IOKYMEHTALlMOHHOE OOECleUeHHe YIpaBIIEHHs); €ro MECTO H
3HAYUMOCTh IS IPOEeCCHOHATTEHOM JIESITeIbHOCTH.

JlokyMeHTHpOBaHWE M OpraHu3alus  JOKyMEHTOooOOpoTa  Kak  COCTaBHBIC
nenonpoun3BocTBa. OCHOBHBIE 3Tarbl padOTHI ¢ JOKYMEHTHBIMH (JOPMaMH, COAEPIKaHHUE
Y XapaKTepUCTHKA.

Ocnosuble TepmuHbl 1 oHATHSA [JOY (I'OCT P 51141 «/lenonpon3BoACTBO U apXUBHOE
neno. TepMUHBI M OTIpeIeIICHHS ).




HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Cozlepmalme pasaejga TuCHUIIINHbI

TpeboBanus K co-
CTaBJICHHIO U

o opMIIeHHUIO TIPO-
(heccroHAIBHON 10-
KyMEHTAIHN

YHudummpoBaHHas cucTeMa OpraHW3alMOHHO-paCTIOpAIUTebHOU qokyMeHTammu (Y C
OPJ1): coctaB, Ha3HAUEHHE, pACTIPOCTPAHEHHUE.

HopmartusHo-MeTomuueckas 6a3a eonpon3BoacTsa. Mctopus pa3BuTHs YHUDHUKAIINN 1
CTaHJAPTHU3AINHN YIIPABICHUYCCKUX JOKYMEHTOB B Poccuu.

I'OCT P 6.30 xak ocHOBa co3aHMs OpraHU3alMOHHO-PACIOPAAUTEILHOIO JOKYMEHTA.
dopmynsp-o06pasel - MoeTh MOCTPOSHHS YHUPHUIIMPOBAHHOTO TOKYMEHTA.

OOmme TpeboBaHMsA, TNpenbsBIsAEMble K OQOPMICHHIO  CIYXeOHOro JOKyMEHTa
(dpopmaTsl, pazmepsl TIONIEH, MOCTPOSHNE KOHCTPYKIIMOHHON CETKH.

PexkBu3uT — MHPOPMAIMOHHEIN 3JeMeHT JoKyMeHTa. CocTaB, PaclojoKeHUE, MpaBuiia
odopmieHus. PeKBU3UTH epeMeHHbIe, TOCTOSHHBIE; OCHOBHBIC U CITy>KEOHBIE OTMETKH.
Cryxxebnble 0OTMEeTKH. CBSI3b PEKBHU3UTOB C 3TAllaMU JEJIOTPON3BOICTBEHHBIX PadoT.

CoBpeMeHHEIE CTI0-
CcOOBI U TEXHHUKA
CO3JIaHUS TOKYMEH-
TOB

KommproTepHbsle TEXHOJIOTHH JAETOBOM mepenuckn. KpaTkwii 0030p MPOrpaMMHOTO
obecriedeHns] TEPCOHAIBHOTO KOMITboTepa. OCHOBHBIE METOAbl (OPMATUPOBAHUS
TekcTa. ATpuOyTel odopmienus Tekcra. OdopmieHne ad3areB, pyOpHK, 3ar0JIOBKOB,
MIPUMEYAHMMI, CHOCOK. Ta0uIIbL.

Cocrapnenue OP/]

Knaccudurkarus mokymeHToB B coctaBe YC OPJl: mOKyMEHTHI OpraHU3al[OHHBIC,
pacrnopsaAuTeNbHBIE, CIPABOYHO-UHPOPMALMOHHBIE, OQHUIMATEHO-INYHBIC.

bnanku nmokymeHToB. Buibl, cOCTaB pEKBU3UTOB, npaBwia odopmiecHus. ['epOoBbie
OnaHKU: TpeOOBAHUS K U3TOTOBJICHUIO, XPAHCHHUIO, UCTIOB30BAHHUIO U YHHUYTOXCHUIO.
JloroBopa, KOHTPaKThl: Pa3HOBHIHOCTU, COCTaB PEKBH3UTOB, OCHOBHBIC TPEOOBAaHUS K
0 OpMIICHHIO.

[Tpuka3bl: 0COOCHHOCTH COCTaBJICHUS U 0)OPMIICHHSI, PA3HOBUIHOCTH MpHKa3oB. CocTaB
PEKBHU3HMTOB, OCHOBHBIC TpeOOBaHUS K O(POPMIICHHIO, OCOOCHHOCTH IIOCTPOCHUS,
BU3UPOBaHUE. Y HUPHUINPOBAHHBIC ()OPMBI MPUKA30B MO KAJIPOBBIM BOITPOCAM.
CripaBouHO-MH(POPMAIIOHHBIC JIOKYMEHTBI: CIy»XeOHBbIE 3allUCKH,  aKThl, CIPABKH.
Knaccudukaruu, Gpopmyssipbl, 0COOCHHOCTH MOCTPOSCHHUS TEKCTA.

OcHOBHBIE BUBI OOpamieHui (Kanoba, MNpeJIOKeHHEe, 3asABICHUE, XO0JaTaiicTBO,

netuius ). DopmMyIsipel, 0COOCHHOCTH MOCTPOSHHUS TEKCTA.

JlenoBelie muchMa

JleoBoif MUCHMO Kak CPEACTBO MH(POPMAIIMOHHOTO OOMEHa MEXIy OpraHH3alMsIMHU.
Knaccudukanus nucem. JIenoBoe MUCbMO B YCIOBHUAX YHUGUKAIMU (CTPYKTypa TEKCTA,
CTaHJapTHBIC ()Pa3bl U BBIPAKECHHUS).

OCOOEHHOCTH TOCTPOEHHSI TPOCTBIX W CIOXHBIX TEKCTOB.
A OCOOCHHOCTH

Dopmynsip mHCbMa.

Kommepueckne mnucema (odepra, pexknamauuss W Ap.); BHIBI

odopmiteHusI.

Koppecnonnenmus,
CBsI3aHHAS C TIPOBE-
JIEHUEM TIepHOInIe-
CKHX MEPOIPUSATUI

[TucpMa-ipuriameHusi, MIChbMa-U3BEIIEHHUS: CTPYKTYPa, 0COOEHHOCTH MOCTPOEHUS TEK-
CTa, craHzapTHble (pas3bl U BbIpaxkeHus. 1IpoTOKOI Kak TOKYMEHT, COAEPKAIUH 3a1Ch
X0J1a 00CYKIEHHUST BOIIPOCOB U TIPUHSTHUS PEIICHUH Ha COOpaHUsX, 3aCeIaHMSIX, JICTIOBBIX
BcTpeuax. Buapl mpotokonoB. ®@opmynsap nporokoina. Ctpykrypa tekcra. OCHOBHBIE
TpeOoBaHMs K 0OPMIICHUIO MPOTOKOIIA. BeInKcka U3 mpoTokoia.

TenerpamMma, Teyekc, 3MEKTPOHHOE COOOIIeHHe, TeleoHorpaMMa KaK CpEJICTBa orepa-
TUBHOTO HH()OPMAIIMOHHOTO 00OMEHA MEXKJTy OpTaHU3aIHSIMU.

Kommepueckast nie-
pemnucka c 3apyoex-
HBIMHU ITAPTHEPAMU

Cranpaptet UCO Ha odopmienue nepenucku. Popmarel Oymard, HNpOEKTUPOBaHUE
OnmankoB. MexayHaponHsle mUcbMa.  Buabl U OCOOCHHOCTH  TOCTPOCHHS
MEXIYHAPOJIHBIX MMHCEM. PEKBU3NTHI MEXIyHAPOIHOTO MUCHMA.




HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Cozlepmalme pasaejga TuCHUIIINHbI

Opranm3anus 10-
KyooOopoTa

IlonsiTre moxymenToo60pora. OCHOBHBIE ATAIbI: PETUCTPAIUS BXOIAIINX JOKYMEHTOB,
PacCMOTPEHUE U TPUHATHE PEIICHUS; UCTIOMHEHHUE, KOHTPOIb UCIIONHEHUSI JOKYMEHTOB,
¢dbopMmupoBaHue A€

HomeHnkinatypa 1ea1 Kak CUCTEMAaTU3UPOBAaHHBIN NIEpeYeHb HAMMEHOBAHUU €N, ¢ yKa3a-
HUEM CPOKOB WX XpaHEHHWs. Buasl HOMeHKIaTyp, oopmiieHHe, TepHOINYHOCTh BHECE-
HUSI U3MEHEHU .

DKcnepTr3a EHHOCTH JOKYMEHTOB, IIOATOTOBKA JIeNl K apXUBHOMY XPaHEHHUIO.

3akoH «O KOMMEPYECKOH TailHe», ero 3HaUCHHE M OCHOBHBIC MOIOXeHU. HDopmartus,
OTHOCHMasI K pa3psly «KOMMepUecKoi TaHbDy. MH(popManus, KOTopas He MOXKET OBITh
OTHECEHA K pa3psaly «KOMMEPUYECKOW TalHbD».

KondunnernuaapHOE AETOMPON3BOJACTBO KaK OCHOBA OOECTICUeHHS aJeKBaTHBIX yCIOBHN
JUTSL TOKyMeHTUpoBaHUs wuH(MopManuu. [IpaBuna onpenencHusi Kpyra JIHIl, UMEIOIIHX
JOCTYN K MH(GOpMAaIMH, colepKalle «koMMepUecKyro TaiiHy». ['pudsl, ucrnons3yeMbie
mpu pabote ¢ gokymeHTaMu. OTBETCTBEHHOCTH 32 HapyIIEHHE MPaBMII PaboTHl C JOKY-
MEHTaMH, COJIEPKAIIMUMHU KOH(PHIEHITNATFHBIC CBEICHUS.

TexHonorus pa0boOThI ¢ oOpameHUsIMH TpaxkaaH. Perucrpanus, yder. KoHTposib cpokoB
ucnonHeHus oopameHnit. OQopmileHne nel TUCBEMEHHBIX oOparieHnit rpaxaan. [Ipasu-
JIa y4eTa YCTHBIX OOpaIlleHni.

Cooepircanue npakmuyecKux 3aHamuil

HaumeHoBaHue pazaeJia,
TeM JMCHUIIHHBI

Conepxanue

JdokymeHT u cucrembl A0- | 1. JlokymeHT, ero ocHoBHbIC (yHKIMH. Kiaccudukanum TOKyMEHTOB.

kymeHtanuu. llonstue ne- | 2. JlemompousBoactBo (OVY); ero MecTo m 3HAYMMOCTHh B MPOGECCHOHATBHOMN

JIOIPOU3BOACTBA.

JIEATEIbHOCTH.

3. JIoKyMeHT Kak ImpeaMeT JeJOPOU3BOICTRA.
4. YHU(UIIUPOBaHHBIC CUCTEMbI JOKYMEHTAIIHH.
5. OcHoBHbIE TepMUHBI U MTOHATHS [JOY.

VYmpasnendyeckast JokymeH- | 1. YHu(UIUpOBaHHAs CHUCTEMa OPTaHW3alMOHHO-PACTIOPSAUTEIBHON JTIOKyMEH-
taiusi: TpeOoBaHus K co- | tanuu (YC OP/).

CTaBJICHHIO
1 ohopmMIIeHHTO

2. HopmatuBHO-MeTOIruecKast 6aza Jeonpon3BO/ICTBA.

3. PazBuTHe yHUpUKAMN U CTaHAAPTH3AIMH YIPABIEHUYECKHX ITOKYMEHTOB B
Poccun.

4. TOCT P 6.30 kak ocHOBa CO3JaHHS OPTaHH3AMMOHHO-PACTIOPSAUTEIHHOTO
JIOKYMEHTA.

5. ®opmysp-o0paselr - MOJIeNb MOCTPOCHUS YHUDUITUPOBAHHOTO JOKYMEHTA.

6. O6ue TpeboBaHMsl, IPEAbABIIEMbIe K ODOPMIICHHIO CIIy>KEOHOTO TOKYMEH-
ta (popmatel, pa3Mepsl MoJIeH, MOCTPOCHUE KOHCTPYKIIMOHHON CETKH).

7. PexBu3uT — nH(MOPMAITMOHHBIN 3NIeMeHT AokyMeHTa. CocTaB, pacloiokKeHue,
rpaBuiia opopmIIeHHS.

8. PekBU3UTHI IepeMEHHbBIE, IIOCTOSIHHBIC; OCHOBHBIC U CITY)KEOHBIE OTMETKH.

COBpeMeHHBIe crmocoosl u | 1. KOMHBIOTGpHLIC TEXHOJIOTHUHU ,E[eJ'IOBOﬁ NEPCIIUCKU.

TCXHHUKa CO3OaHUA

MCHTOB

NoKy- | 2. OcHOBHBIE METOBI (DOPMATHPOBAHHS TEKCTA.
3. AtpubyThl odopmiienus Tekcra. OdpopmiieHue ad3ales, pyopuK, 3aroJioBKOB,
MIpUMEYaHHH, CHOCOK.

4. Tabnuikl u 6ubnrorpaduyeckue onucaHusl.




HaunmeHnoBanue pasaeaa,
TEM TUCIHUIIINHBI

Conep:xanue

obopota

4 | CocraBnenue u opopmiienne | 1. Knaccudukanus nokymentos B coctase YC OP/l: HazHaueHHe U BUIBI.
OpraHU3alMOHHBIX, PACIIO- 2. branku 10kyMeHTOB. Bupl.
PAMTENBHBIX 1 OPUIHMATL- | 3 J1oropopa, KOHTPAKTBL, OCHOBHBIE TPEGOBAHKSA K O(OPMICHHIO.
HO-IIMHHBIX IOKYMCHTOB 4. IIpukas, hopMymsip, 0COOEHHOCTH JOKYMEHTHPOBAHHUS.
5. [Ipukasbl 110 KaJpOBBIM BOIIPOCAM.
6. OcobenHoct  OGOpPMIICHHS CHPAaBOYHO-MH(OPMALMOHHBIX  JTOKYMEHTOB:
(cy>xe0HBIX 3aIHCOK, aKTOB, CIIPABOK).
7. Obparenus rpaxkaan (xanoda, NpeAoKeHne, 3asBJICHUE, X0AaTaliCTBO).
8. OcHoBHbIe opranu3anoHHeie JokymeHTsl HOU KemI'VY.
5 | JlemoBeIe 1 KOMMEpUECCKHE 1. CnyxebHOe MUCHMO KakK CPEACTBO MH(POPMAIMOHHOTO OOMEHa MEXIy opra-
nucbMa HU3ALUSIMHU.
2. Knaccudukanmm cinyxeOHbIX THCEM.
3. @opmynsip ciykeOHOro THcbMa. OCOOCHHOCTH MMOCTPOCHHSI TPOCTBIX M
CJIO’KHBIX TEKCTOB.
4. JlenroBoe MUCHMO B yCIOBHSX YHHU(UKANU (CTPYKTypa TEKCTa, CTAHJAPTHBIC
(pa3bl v BBIpAXKECHNU).
5. Kommepueckue mucema (odepra, pekiaMaruist U 1p.); BUABI U OCOOEHHOCTH
odopmIICHUSI.
6 | Koppecnonaennus, ceszan- | 1. [Iporokoi, popmysasap mpotokona. CTpyKTypa TeKCTa.
Hast C MPOBEICHUEM IIEPHO- 2. Bugp! npoTokosioB. OCHOBHBIE TpeOOBaHUS K 0(POPMIICHUIO.
JIYECKHX MEPOPUATHH 3. Brinmucka U3 npoToKoia.
4. [ucbma-npurianieHus, MUCbMa-U3BEUICHUSI.
5. Tenerpamma, Tenekc, TeleoOHOTpaMMa, OJIEKTPOHHOE COOOIIEHHWE — Kak
CpeAcTBa ONepaTHBHOTO HH()OPMAIIMOHHOTO 0OMEHA.
7 | llpaBuna u hopmer kommep- | 1.Cranmapter MCO Ha oopMIIeHHE TTIEPETTHCKH.
YECKO MEPeNUCKH C 3apy- 2.®opmatsl Oymaru, IpOEKTUPOBaHKUE OJAHKOB LIS MEKIYHAPOJHBIX ITHCEM.
OesHBIMU MTapTHEPaMH 3.MesxtyHapo/HbIe TUChbMa. BUIBI ¥ PEKBU3HTEL
8 | Opranuszauus JOKyMEHTO- 1. Ilonsitue nokyMmeHTo000poTa. OCHOBHBIE ATAITBI, UX XapaKTEePUCTUKA.

2. Homenknarypa nes. Bujasl HoMeHKIATyp.

3. DKcrnepTu3a IEHHOCTH JOKYMEHTOB, TIOATOTOBKA Jel K apXUBHOMY XpaHe-
HUIO.

4. 3akoH «O KOMMepUecKo# TaliHe», ero 3HaYeHHE U OCHOBHBIE TIOJIOXKEHHS.

5. [lpaBuna opranu3auny KOHGHUAESHIMATBHOTO AJIONPOU3BOACTBA.

6. TexHonorust paboThI ¢ OOpAIIEHUSIMU TPAXK/IaH.

4 Tllopsigiok OLEHMBAHUA YCIEBAEMOCTH U

chopMuUpPOBAHHOCTH

KOMIIETCHI U 00yYarolierocss B TeKyuei u NpoMesKyTOYHOM aTTecTauuM.
J1J1s1 IOJIOKUTEIBHOM OLIEHKH TI0 Pe3y/IbTaTaM OCBOCHHUS JUCIUIUIMHBI 00YYaIOMIEMyCsl HEOOX0IUMO
BBITIOJITHATHh BCE€ YCTAaHOBJICHHBIC BUIBI y4eOHOW paboThl. OlieHKa pe3ynbTaTOB padOTHl OO0ydYarOIIeTocs B
Oamnax (Mo BUaaM) MpUBEACHA B TaOIUIE S.

Tabnuua 5 - bamibHO-peHTHHTOBasI OIIEHKa Pe3yIbTaToB yueOHO# paboThl oOyyaronxcs no Bujaam (bPC)

VYuebnas pabora | Cymma Buns! u pe3ynbTatTel OrneHka B aTTeCTalluu bannst
(BuBI) 6aIoB y4eOHOH paboThI (16 Henenn)
Texywiaa yueonas paooma OPO
ovo 60 Jlexknmonnsie 3aHsatus (80,5 6anima mocerieHue 1 JTEKIIMOHHOTO 3aHITHS 1-4
Tekymmas yueGuas| (100% |3amsiTHif)




pabora B cemectpe| /6amioB |[Ipaktuueckue  3amsatusi|0,5 6aaiaa - mocemenne | MPakTHYECKOTO 3aHs- 6-12
(moceuienue 3aus-| npuse- |(12 3aHsTHi). THSI U BBITNIOJIHEHUE paboThI Ha 51-65%
TAH 1O pacmuca-| JACHHOH 1 6ann — nocenienue | 3aHATHS U CYIICCTBCHHBIH
HUIO U BBIMOJIHE-| IIKAJIbI) BKJIaJI HA 3aHATUU B pabOTy BCEHl TPYIMbBI, camo-
HUC 3aJ]aHHI ) CTOSTEIFHOCTh M BBINOJHEHHE paboThl Ha 85,1-
100%
WnpuBuayansHoe 3aaa-|3a ogno U3 ot 4 o 8: 32-64
Hue (8 3ananuii) 4 panna (BeimonHeHo 51 - 65% 3anannii)
6 6aJ110B (BBIITONTHEHO 66 - 85% 3amanuii)
8 6ayutoB (BeImonHEeHO 86 - 100% 3amanmii)
WToroBelii Tect 12 6amos (51 - 65% mpaBUIBHEIX OTBETOR) 12-20
17 6amsioB (66 - 84% mpaBUIBHEIX OTBETOR)
20 6ass1oB (85 - 100% mpaBHIIBHBIX OTBETOB)
Texywasn yueonas paooma 3P0 u 0300
300 u 03®0|60 KoHcnekTsl TeM, BBIHO-|2 6ajia 3a YaCTUYHOE PACKPBITUE TEMBI 12-24
Texymas ydeOHas (100% CHUMBIX Ha CaMOCTOsTENb-|3 6auia 3a OoJice MOJHOE PACKPBITHE TEMBI
paboTa B cemecTpe /6annoB |HOe  u3yueHHe- 6 TeM|4 §ajiia 3a TIOJHOE PACKPBITUE TEMBI
(BbImONTHEHNE ca-|IpHBE-  |(PYKOIMCHBIE).
MOCTOSITENBHBIX ~ |ACHHON  |KoHTposbHas pabora mo|3a oaHo 3aganue ot 3 10 7: 24-56
KOHCIIEKTOB, KOH-|LIIKaJbl) |Kypcy - 8 3amaHmuit 3 as1a (BBIMOIHEHO YACTUYHO C OIIHOKaMM)
TPOJIBHOH PabOThI 5 6as10B (BBIMOJIHEHO C HEJOYETaMH)
U TecTa) 7 6aJ10B (BBITIOJIHEHO TOJHOCTHIO BEPHO)
Uroroseiii tect (30 Bo-|5-9 6amma (51 - 65% npaBuibHBIX OTBETOB) 15-20
TIPOCOB) 10-15 6asoB (66 - 84% npaBUIBHBIX OTBETOB)
16-20 6as0B (85 - 100% mpaBUIIbHBIX OTBETOB)
Hroro mo Tekyuieii padore B ceMecTpe 51-100
Hpomeofcymouna}l ammecmayus
[Ipomexytounas |40 Bompoc 1. 5 6ans10B (MOporoBoe 3HaUCHUE) 5-10
arrectaiss  (3a-|(100% 10 6ans10B (MakcHMalibHOE 3HAUCHUE)
ver) /6annoB  |Bompoc 2. 5 6aJuT0B (ITOPOrOBOC 3HAYCHUE) 5-10
IIpuUBe- 10 6ans10B (MakcHMalibHOE 3HAUCHHUE)
JeHHOH  Bpimosnenue 3aganus 1. |4 6ajuia (IoporoBoe 3HaYEHKE) 4-8
IIKAJIBI) 8 6aJL10B (MaKCHMAaIbHOE 3HAYEHHUE)
Beimonuenue 3aganus 2. |6 6aJU10B (TOPOTrOBOE 3HAYCHHUE) 6-12
12 6anoB (MakCHMalIbHOE 3HAYCHUE)
HToro no npoMe:KyTo4Hoii arrecranuu (3a4er) 20-40
CymmapHasi onleHka no qucoumianne: CymMMa 0aioB TEKyIIeH U MPOMEKYTOYHOM aTTeCTaIlH 51 —100 6.

HToroBas olieHKa BBICTABISETCS B BEIOMOCTD COIJIaCHO CJICAYIOLICMY IIpaBUITY (Ta6n1/1ua 6)
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Tabnuua 6. OneHka ypoBHS OCBOSHHSI JUCUUIUIMHBI M C(HOPMUPOBAHHOCTH KOMIIETCHIIUN B IIpOMe-

JKYTOUHOM aTTeCTalluK

Kpurepuu onieHUBaHUs1 KOMIIETEHUHH YpoBHu ocBoe- Hrorosasn OueHnka no

HUSI JAUCHUILIH- OIleHKA 100-
HBl  cpopmupo- 0anIbHOI
BAHHOCTH KOM- mKaJje
neTeH U

OOyuJaronuiicss He BJIaJCeT TEOPETHYCCKHUMH OCHOBAMH JIUCIIHII- HepBHﬁ HEYJIOBJIETBOPH- Menee 51

JIMHBI ¥ HAYYHOH TEPMHHOIIOTHCH, NEMOHCTPUPYET OTPHIBOYHEIC TeIBLHO Gasia

3HAHUs, HE CIIOCOOCH pelaTh MPAaKTHYCCKHE MPOPECCHOHATBHBIC

3a/laud, JOMYCKaeT MHOYKECTBCHHBIC CYIIICCTBECHHBIC OINUOKH B

OTBETaX, HE YMEeT HHTCPIPETHPOBATH PE3YIBTATHI U JAEJAaTh BEIBO-

JTBI.

OO6ygaronmiicss BiIageeT YaCTUYHO TEOPETHYCCKUMH OCHOBAMU MIOPOTOBBIi yIOBJICTBOPH- 51-65

TUCHUTUIMHBL U HayYHOW TEPMHHOJIOTHEH, (pparMEeHTapHO CIOCO- TelLHO

OcH pemaTh npakTHIecKre IpoecCHOHANBHBIC 3aaqH, OITyCKaeT

HECKOJIBKO CYIIECTBEHHBIX OIMMOOK PEUICHHUSX, MOXKET YAaCTHIHO

WHTEPIPETHPOBATh MONYICHHBIC PE3yIbTAThl, NOIYCKACT OIMIMOKU

B BBIBOJax.

OO6yyaronuiicst BiageeT TEOPETUYECKUMU OCHOBAMHM JUCIUIUIMHBI = [TOBBIMICHHBINA Xoporiio 66-85

Y HAYYHOH TEPMHUHOJIOTHEH, TPaMOTHO U3J1araeT MaTepHuall, CIoco-

OCH pemiaTh MPaKTHYSCKUE MPO(PECCHOHATBHBIC 33]auH, HO JOIMYC-

Ka€T OTACIbHBIC HECYIICCTBCHHBIC OIHI/IGKI/I B MHTEpHIpETAllun pe-

3YyJIbTAaTOB 1 BbIBOJAX.

OO6yyaronuiicst B MOJHOM Mepe Bia/ieeT TEOPETUIECKUMHU OCHOBA- TIPOIBUHYTHIH OTIUYHO 86-100

MH JUCHUIUIMHBI ¥ HayYHOH TEPMHUHOJIOTHEH, TPaMOTHO H3JIaract
Marepua, crioco0eH WILIIOCTPUPOBATh OTBET NpHUMepaMu, (akra-
MM, JTaHHBIMU Hay4YHBIX UCCIICIOBaHUH, NIPUMEHSTH TEOPETHIECKUE
3HAHWS Ul PEUIeHUs] MPaKTHYECKUX NMPOPECCHOHANBHBIX 3aiad.
[IpaBWIbHO MHTEPHPETHPYET IOJIYYEHHbIE PE3YIbTaThl M JieNacT
000CHOBaHHBIE BBIBOEI.

5 MarepuajibHO-TEXHMYECKOE, IPOrPaMMHOEe U y4eOHO-MeTOAN4YecKoe

o0ecneueHue NTUCHUTIINHBI
5.1 YueOHas auteparypa

OcHoBHasl yueOHasi TUTEPaTypa

Ocnognas numepamypa

1. beikoBa T.A. JlokyMeHTallMOHHOE OoOeCreueHre yMpaBIeHHs (JIEIOMPOU3BOJCTBO) : yued. mocobue /
T.A. beixoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ usn., nepepad. u gon. — M. : UHOPA-M,

2017— 304 ¢+
http://www.znanium.com].
http://znanium.com/catalog.php?bookinfo=762591

Horm.

MaTepuabl

(Beicmee

[DneKTpOHHBIN

obpa3zoBaHue:

pecypc;

Pexum
bakamnaBpwuar).

JIOCTyTa

2. Poroxwun, M. 10. [lenonpoun3BoACTBO [DNEKTPOHHBIN pecypc]: Kypc JeKIui : yaeOHoe mocodue / M.
1O. PoroxxuH. — DneKTpoHHbIE TEKCTOBbIE 1aHHbIe. - Mocksa ; bepnun : Iupexr-Menua, 2014. - 229
c. — Pexxum pocryma: http://biblioclub.ru/index.php?page=book&id=253702

Jlonoanumensnan numepamypa
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http://znanium.com/catalog.php?bookinfo=762591
http://biblioclub.ru/index.php?page=book&id=253702

1.Poroxun, M. 1O. Jlenonmpous3BOACTBO B KaJIpoBOW Ciyx0Oe [DIeKTpoHHBIN pecypc] : ydeOHO-
npakTudeckoe mocodue / M. FO. PoroxuH. - 3-e usn., nepepad. u A0M. — DJICKTPOHHBIC TEKCTOBBIC
nanHble. - MockBa ; bepmun : [upekrt-Menua, 2014. - 783 c¢. — Pexum pgoctymna
http://biblioclub.ru/index.php?page=book&id=253703

2. Paznmopoxnsbiit A. A. JIokyMeHTHpOBaHHUE YIPABICHYECKON ACATEIBHOCTH : y4eb. mocobue / A.A.
Paznopoxusiii. — M. : UHOPA-M, 2017. — 304 c. — (Bricmee obpa3zoBanue: bakamaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

3. Kupcanosa, M. B. Kypc Kynsies , H. H. Jlokymenrosenenue : yueOunuk / H. H. Kynses, /I. H. Ypa-
708, A. I'. ®abpuunoB; nmox pexa. npod. H. H. KynseBa. — DnexkTpoHHBIC TEKCTOBBIE JaHHBIE. - MoO-
ckBa : Jloroc, 2012. - 352 c. - (HoBas ynuBepcurerckas OuOmmoreka). — Pexum moctymna :
http://znanium.com/bookread.php?book=469013

4. Koswuna, E. C. [lenonpon3BoacTBO [DICKTPOHHBIN pecypc] : yaeOHo-meToandeckoe mocoodue / E. C.
Ko3una. — DnekTpoHHbIE TEKCTOBbIE AaHHbIE. - MockBa : Jupekr-Menua, 2013. - 27 c. — Pexum
noctymna : http://biblioclub.ru/index.php?page=book&id=141469

5. Amngpeesa, B. U. Jlenonpon3BoACTBO: OpraHu3alus U BeJeHHE: yueOHO-TIpakTHIecKoe mocodue / B.
. Aunpeesa. - U3nanue 2-e, nmepepadbotannoe u gonoiaHenHoe. - M.: Knopyc, 2007. - 248 c. - I'pud
VYMI] "PekomeH10BaHO". — TEKCT HEMOCPEICTBEHHBIN.

6. bacakos, M. 1. CoBpeMeHHOE JIeJIOMPOU3BOJICTBO (JIOKYMEHTAIIMOHHOE 00ECIICUCHNE YITPABJICHNUS):
yuebHoe nocobue / M. U. bacakos. - PoctoB-Ha-/lony : ®denukc, 2007. - 480 c. - (CupaBOYHHUK).

7. Jlenoswle mucbMa U E-mail : YueOHOo-nipakTHueckoe mocodue / C. JI. Morunesckuii. - M. : Ilpo-
criekt, 2004. — 88 ¢. — TEKCT HEMOCPEICTBEHHBI.
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http://biblioclub.ru/index.php?page=book&id=253703
http://znanium.com/catalog.php?bookinfo=854774
http://znanium.com/bookread.php?book=469013
http://biblioclub.ru/index.php?page=book&id=141469

5.2 MartepuaJibHO-TEXHH4YECKOEe U IIPOrPaMMHOe obecrieyeHue T CHUUTIIMHBI

Y4deOHble 3aHATHS N0 AUCIUILTNHE TPOBOAATCS B yueOHbIX ayautopusx HOU Keml'Y:

HaumenoBanue y4eOHBIX
IpeIMETOB, KYpCOB, IUCIH-
IUIMH (MOJyJIeH), TPaKTHKH,
WHBIX BHUJOB Y4YeOHOU Jes-
TEIbHOCTH, MPETyCMOTpPEH-
HBIX y4eOHBIM IJIAHOM 00pa-
30BaTeIbHON MPOrPaMMBI

Haumenosanue noMemeHui s
IPOBE/ICHUS BCEX BHJOB Yyuel-
HOM JIeSATENIbHOCTH, MPEeILyCMOT-
pPEHHOU y4eOHBIM IIJIAHOM, B TOM
yuclie IOMEIICHUs A CaMo-
CTOSATENIHOW paboThl, C yKa3a-
HUEM TIepe4yHs] OCHOBHOIO 000-
pyIOBaHUS, Y4eOHO-HATIISTHBIX
MOCOOMI U MCTIONB3YyeMOro Mpo-
rPaMMHOTO O0ecTieueHust

Agnpec  (MECTOIOJIOKEHHUE)
MOMEIICHUH ISl TPOBEACHUS
BCEX BHJIOB Yy4YeOHOW jes-
TEJIIbHOCTH, TPETyCMOTPEH-
HOM y4eOHBIM IIaHOM (B
cilyyae peanu3anuu o0paso-
BaTEILHOW MPOTPaMMEI B Ce-
TEBOW (OpME JONOTHUTEINb-
HO YKa3bIBaeTCs HaWMMEHOBa-
HHE OpPraHU3aluH, C KOTOPOH
3aKIIIOYEH JIOTOBOP)

JloxymenTupoBanue Ipo-
(deccnoHaIbHON JIEATENIBHO-
CTH

607 VYwuebnas
JUTSL IPOBEJICHUS:

- 3aHATUH JEKIMOHHOTO TH-
mna,

- 3aHATUM CEMHHAPCKOIo
(IpaKTUYECKOTO) THIIA.

CrneunanusupoBaHHas
(yueOHasi) mebenb: J0CKa Meo-
Basi, CTOJIBI, CTYJIBSI.

OOopynoBanue il MPE3CH-
Tauu ~ y4yeOHOro  Marepua-
Ja:MepeHOCHOe - HOYTOYK, 9K-
paH, IPOEKTOP.

Hcnonp3zyemoe  mporpamm-
Hoe obecrieuenne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJUIIEH3HOHHOMY [10-
roopy Ne 1212/KMP  or
12.12.2018 r. mo 12.12.2021 r.),
LibreOffice (cBobogHO pacmpo-
ctpangemoe I1O), FoxitReader
(cBOOOIHO  pacmpocTpaHsieMoe
I10), Firefox 14 (cBoGoaHO pac-
IIPOCTPAHSAEMOE I10), Su-
nekc.bpaysep  (oTeuecTBeHHOE
CBOOOJTHO  paclpoCTpaHsieMoe
[10).

WutepHer ¢ obecnieueHHEM J10C-
tyna B OMOC.

ayuTopus

654079, KemepoBckas 00-
nacth, T. HoBOKy3HeNK, mp-
KT Mertamnypros, 1. 19

502 KoMnbploTepHBbIi Ki1acc

VYyeOHnast ayautopust (Mynb-
TUMeIUIHAs) 7S IPOBECHUS:

- 3aHATUM CEMHHAPCKOIO
(IpaKTUYECKOTO) TUIA;

- TPYIIOBBIX ¥ WHAWBUIY-
AJIbHBIX KOHCYJIbTAIUM;

- TEKyllero KOHTpoOJs U

654079, KemepoBckas 00-
nacTtb, r. HoBoky3HeUk, mp-
KT Metamnypros, a. 19
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MIPOMEXKYTOUYHOU ATTECTALIUH.

Cnenuanu3upoBaHHas
(yueOHast) mebenb: J0CKa Meo-
Basi, CTOJIBI KOMIIBIOTEPHEIE,
CTYJIbSL.

OOopynoBanue il PE3CH-
TalMyu  y4yeOHOro Marepuala:
CTallMOHAPHOE -KOMITBIOTEP, K-
paH, MPOEKTOP, HAYIITHUKH.

O6opynoBanue: CTalHOHAP-
HOE€ — KOMIBIOTEpPHI ISl 00Y-
yarouguxcs (16 mir.).

Hcnonp3zyemoe  mporpamm-
Hoe oOecriedenne: MS Windows
(Microsoft Imagine Premium 3
year 1mo CyOJUIEH3UOHHOMY J0-
roopy Ne 1212/KMP  or
12.12.2018 r. mo 12.12.2021 r.),
LibreOffice (cBob6ogHO pacmpo-
crpansiemoe [10), FoxitReader
(cBOOOIHO  pacHpocCTpaHsIeMoe
[10), Firefox 14 (cBoGomHO pac-
MpOCTpaHsAeMOe [10), SH-
nekc.bpaysep  (oreuecTBeHHOE
CBOOOJTHO  paclpoCTPaHIEMOE
I10).

5.3 CoBpemennble mnpodeccuoHAIbLHbIE 0a3bl  JaHHBIX M
HH(OPMALIMOHHBbIE CIPABOYHbIE CHCTEMbI

1. Koncynerantllntoc [DnaeKkTpoHHBIN pecypc] : KOMIL. cripaB. paBoBas cuctema / kommnanusi «Kon-
cynpranTlImrocy. — DnekTpoH. nporp. — [Mocksa, 1997-2014] — Pexum nocrtymna: http://base.consultant.ru,
CBOOOJIHBIN. — 3arJl. ¢ KpaHa.

2. TAPAHT.PY [OnextpoHHblii pecypc] : mH(popManmoHHO-paBoBoi moptan / kommnanus OO0
"HIIIT "TAPAHT-CEPBUC". — DOnekrpon. mporp. — [MockBa, 1997-2014] — Pexum nocrymna:
http://www.garant.ru, cBoOOIHBIN. — 3arJI. C FKpaHa.

6 Unblie cBeneHus v (UJIM) MAaTePUAJIbI.
6.1.1lpumepHbIe TeMbl U BAPUAHTHI MMCbMEHHbIX Y4€OHBIX Pa0d0T

CaMocTrosTenbHas pa60Ta CTYACHTOB OCYHICCTBJIACTCA B CIICAYHOIIUX (bopMax:
MMOATOTOBKA K NPAKTHUYCCKUM 3aHATHAM;

CaMOCTOSITENIbHOE U3YyYEHHE TEM JUCLUIUIMHBI (3JIEKTPOHHOE 00yUeHue);
MOJrOTOBKA K TEKYIIUM KOHTPOJIbHBIM MEPONPUITUIM (KOHTPOJIbHBIE paOOThI, TECTOBBIE OIIPOCHI);

YV V VYV

BBINTOJIHEHHE JJOMAITHUX WHAWBUAIYAIBHBIX 331aHui - 8 3a7aHnii (B COOTBETCTBUU C TEMATHIECKUM
IUTAHOM),

A\

IOoATOTOBKA aHAJIUTUYCCKUX O630pOB 1 OTYCTOB 11O 3aJaHHBIM TEMaM.
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Ilpumepvt unoueudyanvbHovIX 0OMAWIHUX 300AHUT
Tema 1. JIokyMeHT u cucTeMbl JoKyMeHTauuu. [lonaTrue aenonpon3BoacTBa.

Bonpocwt onsa ycmnozo onpoca:

1. JlaTp ompeneneHusi TEpMUHAM: JIEIONPOU3BOJICTBO, JOKYMEHTAIMOHHOE O0ECIICUeHUE YIpaBIICHUS,
JOKYMEHTHUPOBAHUE, TOKYMEHTOO00OPOT, TIOKYMEHT, CIIY>KEOHBIM TOKYMEHT, OQHUIMAIbHbIA JOKYMEHT, aB-
TOp TOKyMEHTa, 00bEeM JOKYMEHTO000POTa.

2. Kak 1 Ha OCHOBaHUM KaKUX MPU3HAKOB KJIACCUDUIUPYIOTCS JOKYMEHTBI:

— I10 CTaJIUsIM CO3/1aHUS;
— 110 CpOKaM XpaHEHHUS;
— 110 IOPUAUYECKON CHUJIe;

— 110 BUJaM;

— 110 HAUMEHOBAHUSM BUIOB?

3. Uem onpenensercs 3HaunMocTh IOV B AesaTeNbHOCTH NPEANPHUATHI, OPTaHU3alud, yIPEKICHUN?

4. HazoBure n8e coctaBuble yactu IOV u packpoiite ux cojepkaHue.

5. Uro takoe yHU(DUKAIMS YIPABIEHYECKUX TOKYMEHTOB?

6. [lepeuncuTh CymECTBYIONINE YHUPUITUPOBAHHBIC CUCTEMBI JJOKYMEHTAIIHH.

7. Yto takoe OKVYJ1?

8. Ilepeuncinuth OCHOBHBIE (DYHKIIMH JOKYMEHTA.

Tema 2. TpeGoBaHUS K COCTABICHUIO U O()OPMIICHUIO YIIPaBICHYECKON TOKYMEHTALIUU.

Bonpocwt ona yemnozo onpoca:

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

2. IloHsiTHE ¥ COCTaB HOPMATHBHO-METOANYECKOMN 0a3bl EIOMPOU3BO/ICTBA.

3. Ha3BaTh OCHOBHBIC 3aKOHOJIATEJIbHBIE AKThl, HOPMATHUBHBIE JIOKYMEHTHI, JEHCTBYIONIME B 00JIacTH
JIEJIONPOU3BO/ICTBA.

4. Kax pacumdposats unaekc ['OCT P 6.30-2003?

5. Uto Takoe ¢popmysip-o0paser, 4To BXOJHUT B €r0 COCTaB?

6. Onucath o6ume TpedboBaHus, MPeaAbABIsAeMble K OQPOPMIICHUIO CITYKEOHOTro JOKyMeHTa ((hopMaThl,
pa3Mepsl oJieH, MOCTPOEHNE KOHCTPYKIIMOHHOM CETKH).

7. J1aTh XapaKTepUCTUKY PEKBU3UTY KaK HH(OPMAIMOHHOMY SJIEMEHTY JIOKYMEHTA.

8. Kakue pekBH3HUTHI OTHOCSTCS K TOCTOSTHHBIM, TIOYeMY?

9. Kakue pekBU3HUTHI OTHOCATCA K TEPEMEHHBIM, Mo4yeMy?

10. Ha xaxue rpymniibl IeiaTcsi IepeMEeHHbBIe PEKBU3UTHI?

11. TlepeuncauTh dTanbl JOKYMEHTUPOBAHUSI.

12. Yro Takoe coriacoBaHue?

13. Yro Takoe yrBepxkaeHue?

14. Kakue cnocoObl yA0CTOBEpEHHUS JTOKYMEHTOB CYIIECTBYIOT? B Kakux ciydasx MCHOJB3YIOTCS pa3-
JUYHBIE CTIOCOOBI YAOCTOBEPEHU?

15. Jlate ompenenenus TepMuHam: (opmyisp-oOpaszen, GopMyssip IOKyMEHTa, PEKBU3MUT, IOpUIHUE-
CKas cujia JOKYMEHTa, 00beM JT0KyMEHTO000pOTa, CIy>KEOHBIH JOKYMEHT, OQUIIHAIbHBINA TOKYMEHT.

16. CBs3b pEKBU3UTOB C dTAllAMH JICIIOTIPON3BOJACTBEHHBIX PadoT.

Ilpakmuueckue 3a0anusn:

1. Anamu3 ctpyktypsl u coaepxxanust TOCT P 6.30 -2003.

2. Ananu3 GpopMyispa-oopasia.

3. ConocTapiieHue 1 aHaau3 GopmyIspa-odpasiia ¢ «peaabHbIM» JOKYMEHTOM.
4. Beiienenue B TOKyMEHTE PEKBU3UTOB, aHAJH3 COCTaBa MHPOPMAIINH.

Tema 3. COBpCMeHHBIC CIIOCOOBI M TEXHUKA CO31aHuA NOKYMCHTOB.

Bonpocwl ona ycmnozo onpoca:
1. Ha3zoBuTe OCHOBHBIE METO/IBI (POPMATUPOBAHMSI TEKCTA.
2. OnummTe paBmiIa opopMIICHHS a03al1eB, pyOpHK, 3ar0JIOBKOB, IIPUMEYAHHHA, CHOCOK.

15



3. OnummuTe OCHOBHBIE YaCTH TAOIHIIBI U TIpaBUia UX 0OPMIICHHS.
4. Ilepeunciante OCHOBHbIE TPEOOBAHUS, IPEIBSIBISIEMbIE K OMOIHOTpapr-4eCKIM OTIMCAHUSIM.

Ilpakmuueckue 3a0anus:
1. Baectu ucnipaBieHus B TEKCT, HCIOJIb3Ysl KOPPEKTYPHBIE 3HAKH.
2. OTdopmaTupoBaTh UCIPABICHHBIH TEKCT.

Tema 4. CoctaBnenue OP/I.

Bonpocwt 0na ycmnozo onpoca:
1. Kakue BUBI BXOJST B COCTaB OPraHU3AIMOHHBIX, PACTIOPSIUTEILHBIX U O(QUIIMAIBHO-TUYHBIX J0-
KYMEHTOB.
. Kakue Buib1 0:1aHKOB periaMeHTupoBaHbl cranaapToM? CoctaBbTe UX HOPMYIISPHL.
. [lepeuncnuTh OCHOBHBIE BUJIBI IOTOBOPOB U KOHTPAKTOB
. [lepeuncnuth ocHOBHBIE TPeOOBaHUS K 0(POPMIICHHIO JIOTOBOPOB M KOHTPAKTOB.
Jlatp onpeneneHue npukasa.
Kakwue yacTu TekcTa B MpHUKa3e M0 OCHOBHOMW JCSTEIBHOCTH?
[TepeyncnuTh BUJIBI TPUKA30B IO KAJPOBBIM BOTIPOCAM.
. Ocobennoctu oopMIeHUS CIIPABOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB.
. Kakue BuIbI CITy>K€OHBIX 3aITUCOK CYIIECTBYIOT?
10. Yem cny>kebHast 3aMMCKa OTIMYAETCS OT CIIPABKU?
11. Kakue yactu TekcTa B aKkte?
12. B ueM 0cOOEHHOCTH ITOAIIUCAHUS aKTa?
13. JlaTh ompenesncHus BUIaM OOpaIieHu i Tpak/iaH.

©O~ND TS WN

Ilpaxkmuueckue 3a0anus:

1. CoctaButh QopMyJsp MPeAoKeHHBIX 00pa3oB OJTaHKOB, ONPEIEIUTD BU/I.
2. OUEHUTHh COOTBETCTBHE «PeabHOr0» OJlaHKa TpeOOBAHHSM CTaHAAPTA.

3. CKOHCTpYyHpOBaTh KOMILIEKT OJIaHKOB (DUPMBL.

Tema 5. JlenoBsie nuckMma.

Bonpocwi onsa ycmnozo onpoca:

. [lepeuncnure cyuiecTByromue KIacCupUKALNU CIIy>KEOHBIX ITHUCEM.

. CoctaBbTe QGopMyIIsap ciaykeOHOro MUChbMA.

. Onumure 0coOEHHOCTH MOCTPOeHUs MpocToro (1-2 yacTu) TekcTa nuchbMma.

. OnumuTe 0cOOEHHOCTH MOCTPOEHUS CIOKHOTO (3-4 4acTH) TEKCTa MUChMA.

. [lepeuncnure u MpuBeIUTE MPUMEPHI CIIOCOOOB YHU(DUKAIIMH JIEIIOBOTO MTHCHMA.
. Ilepeunciure BUABI KOMMEPYECKHX THCEM.

. Uto Takoe odepTa, HA30BUTE OCOOECHHOCTH €€ O(DOPMIICHHUSI.

. UTo Takoe pekyamanyus, Ha30BUTE OCOOEHHOCTH €€ O(POPMIICHHS.

coONO OlTA~ WN K-

Ilpakmuueckue 3a0anus:

1. CoctaBuTth hopMyIsip MUChMa JIJIsl IPEIIOKEHHOTO 00pasIia.

2. Haiitu HeTouHoCcTH B 0OpMIICHUH TTUChMa, OOPMUTH JTOKYMEHT B COOTBETCTBUU C TPEOOBaHUSIMU
CTaHjaapTa.

3. CocraButh UchbMO TipocToe (1-2 yacTu TekcTa)

4. CocTaBUTh TUCHMO CIOXKHOE (3-4 yacTH TeKcTa)

5. CoctaBuTh MCHMO € TpadapeTHbIM TekcToM. Tema 6. KoppecnoneHIus, cBI3aHHas ¢ IpOBeIeHUEM
MEPUOIUYECKIX MEPOTIPUSTHIA.

Tema 6. KOppCCHOH,[[eHI_II/IH, CBsA3aHHAasA C IMPOBCACHUCM IICPUOANICCKUX MCpOHpHHTHﬁ.

Bonpocwl ona ycmnozo onpoca:
1. Yro Takoe npotokon?
2. CocTaBbTe (GOopMyJIsip MPOTOKOJIA.
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. OnumuTe CTPyKTYpy TeKCTa MPOTOKOJIA.

. B ueM ocoOeHHOCTH MOANTUCaHUS TIPOTOKOJIA?

. Buasl mpotokonoB. OcHOBHBIE TpeOOBaHUS K 0OPMIICHHUIO.

. Kak opopmisiercs Beinucka u3 mpoTokosia?

. Kak cTposiTcst TeKCThI MHUChMa-TPUTIIAICHHS, THChMa-H3BEIICHHS?

. Kakue TpeboBaHus MpebsIBISAIOTCS K TEKCTY TEJIETPaMMBbl U Tene(OHOrpaMMBbl?
. Kakue TpeboBaHMsI IPEeIbSIBISIOTCS K TEKCTY AIIEKTPOHHOTO COOOIICHU?

O© o0 ~NO Ol W

Ilpakmuueckue 3a0anus:

1. CocraButh hopMymsip «peabHOT0» MPOTOKOIA.

2. Haiit HeTOYHOCTH B O()OPMIICHUH ITPOTOKOJIA, MCIPABUTH U OOPMHTH JOKYMEHT.
3. Ha ocHOBaHuM 1MoJIHOTO MPOTOKOJIA O(POPMUTH KPATKUH MPOTOKOI.

4. OdopMHTH BBHIMMKCKY U3 TPOTOKOJIA.

5. OdopmMHTh TUCHMO-U3BEIIEHHE C 000OIIEHHBIM aIpecaToM.

Tema 7. Kommepueckast mepenucka ¢ 3apyoeKHbIMH ITapTHEPaAMHU.

Bonpocwt ona yemnozo onpoca:

1. Kakue crangaptel UCO pernameHTHPYIOT 0GOpMIICHHE JEI0BOM MEePEnucKu?
2. Kakue ¢popmarel Oymaru UCTIONB3YIOTCS B MEXKIIYHAPOJHOH Tepenucke?

3. Kak cipoexTupoBaHbl OJaHKHU A7 MEXKTyHAPOIHBIX THCEM?

4. Bubl MEXTyHAPOTHBIX TTUCEM.

5. OcobeHHOoCTH 0(OPMIICHHS PEKBU3UTOB.

Ilpakmuueckue 3a0anus:
1. IlpoBecTn conmocTaBUTEIBHBIN aHATH3 00Pa3I0B MEXTYHAPOAHOTO U POCCHICKOTO JIEIIOBOTO MUCHMA.

Tema 8. Opranuzaius 10KyMeHTOO00pOTa.

Bonpocwt ona yemnozo onpoca:

. [lepeuncnure 0OCHOBHBIE 3TANbl JOKYMEHTOO0OPOTA, JaiiTe UM ONpeAeTIeHUsI.

. Kakue TpeboBaHus NpeIbsABISIOTCS K PETUCTPALUU BXOJAIMIMX JOKYMEHTOB?

. JlaiiTe XapakTepUCTUKY OpraHU3alui KOHTPOJIS UCTIOJTHEHHSI IOKYMEHTOB.

. JaiiTe XxapakTepuCTUKYy OpraHu3aluu GOpMUPOBAHUS eIl

. Uro Takoe HOMeHKatypa aen? KakoBa NepHoAMYHOCTh BHECEHNS N3MEHEHNN?

. [lepeuncnure BUbl HOMEHKIATYP.

. Kakas unpopmanus oTHOCUTCS K pa3psily «<KOMMEPUYECKON TalHbI»?

. Kakas uadopmanust He MOXKeT ObITh OTHECEHA K PA3PSIAY «KOMMEPUYECKON TailHbD)?

. Kak ocymectBisiercst peructpanus 1 yuet oOpaiieHuii rpaxaan?

10. Kakue cymiecTBytOT CPOKH HCIIOTHEHUS OOpaIieHnii?

11. IIpaBuna yuera yCTHBIX OOpaIleHUH.

Ilpakmuueckue 3a0anusn:

1. Ilpoananu3upoBatk Cily>keOHbIE OTMETKU Ha JJOKYMEHTE.

2. I1o ciry>xeOHBIM OTMETKaM Ha JOKYMEHTE peKOHCTPYHPOBATh XPOHOJIOTHIO JJOKYMEHTO000POTA.
3. [IpocTaBUTh Ha JOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOIIUE JAEIONPOU3BOJICTBEHHBIM OIEPALUAM

O©CoOoONO OIS, WN B

(perucTpamuu BXOSIIETO TOKYMEHTA, PACCMOTPEHUIO U TIPUHATHIO PEIICHHS, KOHTPOJIIO MCTIOTHEHHUs, Ha-
IIPABJICHUIO B JIEJIO).

4. Ha npuMepe HOMEHKJIATYphl JeJ MPOaHAIU3UPOBATh MPUHIUI TPYNIHPOBKUA AENT U YCTAaHOBJIEHUS

CPOKOB XpaHCHUA OCII.

Ilpumep mecma

1. [TpaBuiia U OpraHu3anyio JTOKYMEHTAMOHHOTO 00eCIIeUeH s YIIPaBICHHs Ha MPEANPHUSATHH YCTaHABIIH-
BAET:

- IIpaBuia BHyTpEHHErO pacnopsiika
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- Nuctpykius no 1I0Y
- YcTaB npeanpusaTus
2. Ha0Gop pexkBU3UTOB O(UIIMATLHOIO MMCBMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B ONPEIEIEHHON Moce-
JIOBATEIbHOCTHU, Ha3bIBAECTCA:
- GopMyIIIpOM TOKyMEHTa
- OJIaHKOM JIOKyMEHTa
- IOKyMEHTOM
3. CpoKOBBIil KOHTPOJIb UCIIOJHEHUS IOKYMEHTA OCYIIECTBIIAETCA:
- PYKOBOJAUTEJIEM OpraHu3aliu
- ciyx60ii IOY
- MCIIOJIHUTEJIEM OPYUYCHHUS
4. PexBU3UTOM, COiEpKAILUINCS TOJIBKO B IUCbMaxX-0TBETAX, SIBISIETCS:
- agpecat
- CCbUIKA Ha PETUCTPALIMOHHBIA HOMEpP U J1aTy JOKYMEHTa
- OTMETKa O MOCTYIJICHUH JOKYMEHTa B OpraHu3aluu
5. WcnionHeHune pe3ooluy pyKOBOAUTENS Ha JOKYMEHTE OCYIIECTBIIAETCS:
- OTBETCTBEHHBIM HCIIOJIHUTEIEM, Ubsl (DaMIIINs YKa3bIBACTCS NEPBOIl B PE30JIIOLIUH
- OTBETCTBEHHBIM HCIIOJIHUTEJIEM COBMECTHO C COTPYAHUKAMH, YKa3aHHBIMU B JIOKYMEHTE
- BCEMH HMCIIOJIHUTENSIMH, YKa3aHHBIMU B JOKYMEHTE, KPOME OTBETCTBEHHOI'O MCIIOJIHUTENS!, KOTOPBIN
OCYIIECTBIISIET KOHTPOJIUPYIOMIYIO (PYHKIIUIO
6. JIokyMeHT, B KOTOPOM BOCHPOHM3BOIUTCS PeKBU3UT «lloanuce» 6e3 TMYHOM NOANUCH:
- BBINKCKA U3 PACHOPSAIUTEIBLHOIO TOKYMEHTa
- aKT
- IPOTOKOJ 3acelaHus
7. PacniopsiqurenbHas 4acTh TOKyMEHTA, IPUHATOrO KOJUIETHAIbHBIMU OpraHaMy, HAYMHAETCS CO CIIOB:
- [TIPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEH/IVIO)
- IOCTAHOBJISAET (PELLHAET)
8. Kommepueckuil JOKyMEHT, COEPKAIUI NPEIbSIBICHNE IPETEH3UH K CTOPOHE, HapYIIMBILEH IPUHSTHIE
- Ha ce0s 0 KOHTPAKTY 0053aTeabCTBA U TPEOOBAaHUS BO3MEIIECHUS YOBITKOB, Ha3bIBAETCS:
- MMMCbMO-HallOMUHaHKE
- TAPAHTUHWHOE MHUCHMO
- MMUChMO-pEKJIaMalus
9. lna opranu3anuii ¢ HeOOJIBIIMM JOKYMEHTOOOOPOTOM Yallle BCETO MPUMEHSTCS ... popMa JIeI0Npons3-
BOJICTBA:
- IIEHTpaJIU30BaHHAA
- CMeEIIaHHas
- JIELEHTPAJIN30BaHHAs
10. JlokyMeHT, OolpeeIeHHBIN B TOJKOBBIX CIOBapSX PYCCKOIO S3bIKA KaK «JOKYMEHT C 3allMChI0 BCETO-
MPOUCXOSIIEr0 Ha 3aCe€AaHUN, COOPaHUN»:
- TIPOTOKOJI
- TIOCTaHOBJIEHUE
- peuieHue
11. ITomHyO0 3aNKUCh BCETO X014 3aCEJaHUS OTPAKAECT:
- TIOJIHBIA IPOTOKOJI
- KpaTKHM MPOTOKOJI
- creHorpau4ecKuit MpOTOKOI
12. IIpenynpenuTenbHblii KOHTPOJIb MIPEATIONAracT:
- €KEJHEBHYIO NNOATOTOBKY CBEJEHHH O JOKYMEHTAX, CPOK UCIIOJHEHHSI KOTOPBIX NCTEKAET CETOAHS
- ©KEMEeCSIYHOE WIN eKEKBAPTAJIbHOE COCTABJICHHE MEPEYHsI HEMCIIOIHEHHBIX TOKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHS NPeayNpexIeHue COTPYTHIKA O HEOOXOIMMOCTH PELICHHSI TOPYYEHHOTO
eMy Bompoca
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13. HaumMeHoBaHME TOKYMEHTA, OJTHUM U3 pa3aesioB KOToporo sBisieTcs «lIpeamOynay:
- JOJDKHOCTHAS HHCTPYKIIHS
- JIOTOBOP
- MICKOBOE 3asIBJICHUE
14. JlokyMeHT MOKET ObITh OJIMUCAH UCIIOIHSIOMUM 003aHHOCTH JIOJKHOCTHOTO JIULA C:
- yKazaHueM ero (pakTHIeCKO JOHKHOCTH U (haMuiIin
- MPOCTABIIEHUEM MPEJUIOTa «3a» UM HAJIIIUCU OT PYKHU «3aM.»
- IIPOCTABJICHUEM KOCOM YEPTHI IIEPE]l HAUMEHOBAHUEM JIOJKHOCTH
15. PeructpanoHHbINH HOMEP TOKYMEHTA, COCTABIIEHHOTO COBMECTHO ABYMsI U O0Jiee OpraHu3alusIMu,
IpeCTaBisieT COOOM:
- perucTpanMoHHbII HOMEp JOKYMEHTa OpraHu3alllK, YKa3aHHOI Ha OJIaHKe MepBoi
- PETUCTPAIIMOHHBIA HOMEP JOKYMEHTa OpraHU3alllii, B KOTOPOU JOKYMEHT (PaKTHUYECKH CO3AaBaJICs
- perucTpanMoHHbIe HOMEPA JOKYMEHTA Ka)/JI0i U3 OpraHU3allMii, IPOCTaBISIEMbIX Yepe3 KOCYIO Yep-
Ty B IIOPSAJIKE YKa3aHUS aBTOPOB B JOKYMEHTE

TeMbl U 32IAHUSA KOHTPOJALHOI padoTh! (st 30 u O3P0)

KontponbsHasg pabota Ha 3a09HOM OTJEJICHUU COCTOMT B PEIICHHUH 33Ja4 110 TeMaM Kypca. Bapuan-
THI 337124 U METOJMYECKHE YKAa3aHUS K MX BBITIOJHEHUIO IPUBENICHBI B Memoouueckux yKa3auusax no 6bino-
HEeHUI0 KOHMPONbHOU pabombsl no oucyuniune «JokymeHmuposarue npogeccuoHanbHoll 0esamenbHOCmuy
0713 cmyoenmos, obyuarouwuxcs no nanpasienuio 38.03.01 Sxonomuxa

6.2. IlpumepHble BONPOCHI W 3aJaHUS / 3aJa4d IJI NPOMEKYTOYHOM
arrecTauuu

Tabnuna 8 - [IpumepHbie TeOpeTHUECKHE BOMPOCH U MPAKTHUUYECKUE 3aaHus / 3a/1a4il 111 IPOMEXKY-
TOYHOU aTTECTALUU

Ne | Paznensl U TeMbl [IpumepHBIE TEOPETUUECKHE BOIIPOCHI [Ipumepnsbie
MPaKTUYECKUE
3aganus /
3aga4uu
1 | doxy™meHT u cuc- 1. ITonsitue o noxkymente. Kiaccudukauu 10KyMeHTOB. 3ananue (CMm.
TEMBI JOKYMEHTa- 2. YHu(MKanus M CTaHJapTU3allksl yNPaBJIEHYECKUX JOKYMEHTOB. | MOC/e TabiIHIbI)
uun. [onstue ne- YHUPULIUPOBaHHBIE CHCTEMBI JOKYMEHTALMH.
JIONIPOU3BOJICTBA
2 | TpeboBaHus K CcO- 3.TOCT P 6.30-2003. CocraB cTaHgapTa, 3HaU€HUE JUIsl YIIPaBJICH- 3ananue (cMm.
CTaBJICHUIO U YecKoil IeITeTbHOCTH. nocsie TabIuLbl)
odopmienuto 4. ®opmynsap-oOpaser Kak o0mast MoJesib IOCTPOEHHSI PErJIaMEeHTH-
yIpaBICHYECKOM POBAHHOTO YIPaBJIEHUYECKOTO IOKyMEHTA.
JIOKyMEHTALUU 5. PexBusutel mocrostHHble  (01-04); XapakTepucTHKa, MpaBHiIa
odopmIteHusl.
6. PexBusutel moctosiHHble (05-09); xapakTepucThKa, NpaBHiia
odopmteHuUs
7. bnaHK, BU/IbI OJJAHKOB.
8. PexBu3uThl 3aronoBoyHoi yactu gokymenta (10-14), xapakrepu-
CTHKa, TIpaBuIia 0)OPMIICHHS.
9. [IpaBua ajpecoBaHus JOKYMEHTOB.
10. Ocobennocty opopMIIeHHS TEKCTA CIYKEOHOTO TOKYMEHTA
11. PexBuzuTtsl 18 u 21; xapakTepucTHKa, MpaBuia ohopMIICHHS.
12. PexBu3utel 22 U 25; XapaKTepUCTHKA, TIpaBUjia 0(hOPMIICHHUS.
13. PexBuzuThl 16 u 26; xapakTepucTHKa, TpaBuia ohopMIICHHS.
14. PexBuzuTsl 23 u 24; xapakTepHCTHKA, TpaBuiIa 0ohOpMIICHHS.
15. PexBusurtsl 17, 19, 27; xapakTepucTrka, mpaBuia o(popMIeHs.
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Paznensl U TeMBbI

[IpumepHbIe TEOpPETUUECKUE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKHE
3amanus /
3aJ1a4u

16. PexBusutsl 28 — 30; XapakTepuCTHKA, IPaBUIIa OPOPMIICHHSL.

3 | CoBpemennsie cio- | 17. CoBpeMeHHbIE clTOCOOBI M TEXHUKA CO3AaHUS IOKYMEHTOB. 3ananue (cMm.
COOBI ¥ TEXHHKA noce TaGnILbl)
CO3JIaHMA AOKY-

MEHTOB

4 | Cocraenenue OPJ] | 18. YVCOP/l. Ha3znauenue cuctemsbl, XapakTepUCTUKA IPYIII U BHIOB 3ananue (cM.
JTOKyMEHTOB. MOCJIe TaOJIHIIbI)
19. Cucrema oOpraHM3alMOHHBIX JOKYMEHTOB. Ha3Hadenue, BHIBI
JOKYMEHTOB.
20. [loroBopa 1 KOHTpaKThl; Knaccupukanuu. TpeboBanus Kk opopm-
JICHHUIO.
21. JIoIKHOCTHAsT MHCTPYKIUS; OCOOCHHOCTH JTOKYMEHTHPOBAHHUSL.
CrpyKTypa TeKcTa.
22. CucremMa pacnopsiiuTeNbHBIX AOKyMeHTOB. Ha3HadeHue, BUABI
JOKYMEHTOB.
23. llpukasbl, Buabl npukazoB. OCOOCHHOCTH JOKYMEHTHPOBAaHUS
npuka3oB. CTpyKTypa TEeKCTa.
24. YandunrpoBaHHbIE (HOPMBI KaIPOBBIX MTPHUKA30B.
25. Pacniopspxenusi. OcobeHHOCTH 0(hOPM-JICHHUS, CTPYKTYpa TEKCTa.
26. [locranoBnenusi, pemeHus. OcoOeHHOCTH O(QOPMIIEHUS, CTPYK-
Typa TeKCTa.
27. Cuctema cripaBOYHO-MH(OPMAIIMOHHBIX JOKyMEeHTOB. Ha3Haue-
HUE, BUJIBL.
28. Jloxmamuast 3ammcka, BUAbl; ocobeHHocTH odopmienus. CTpyk-
Typa TeKCTa.
29. CripaBka, Buibl cripaBok. OcoO0eHHOCTH 0(OPMIICHUS, CTPYKTYpa
TEKCTAa.
30. Ak, Buzsl aktoB. OcoOeHHOCTH 0(hOpMIIEHHS, CTPYKTYpa TEKCTa.
OO6pamienus rpaxiaad. Hasnauenue, Buabl, OcoOCHHOCTH Odopmiie-
HUsI, CTPYKTYpa TEKCTa.

5 | JlenoBbie mucrma 31. JlenoBble nuchbma. XapaKTepUCTHKA U KIACCU(PHUKALINY. 3ananue (cM.
32. Kommepueckue nmuchMa. XapakTepUCTHKA U KIIACCU(PUKAIIH. Tocsie TabIHIbI)
OCOOCHHOCTH MOCTPOSHHS TEKCTA CIYKEOHOTO MHUChMA.

6 | Koppecrionnenuus, | 33. MexyHapoaHbIe THChMA. 3ananue (cMm.
CBs3aHHAsA C IIPO- 34. Crangaptel MCO Ha odopmiieHue 1e0Boil MEPEencKH. TocJie TaOJIHIIbI)
BEJCHUEM IIEPUO-

JMYECKUX MEpO-
OPUATHI

7 | Kommepueckas 35. IIpoTokoi, Buabl IpOTOKOJI0B. OCOOEHHOCTH HOCTPOEHHSI TEKCTA. 3ananue (cM.
TEepenncKa ¢ 3apy- 36. CpencrBa onepaTUBHON CBsI3U (TelerpaMma, TEJIeKC, JIEKTpOH- | Hocie TaOIHILbI)
OCXKHBIMU ITAPTHE- | HOe cooliieHue, TesieoHorpamma). TpeboBaHus K 0popMIICHHIO.
pamu

8 | Opranuzanus n0- 37. Xapakrepuctuka ['C JI0OY. Conepxanue AeI0Mpor3BOACTBA. 3ananue (cMm.

KyMeHTo00opoTa

38. Co3nanue mpoeKkTa AOKYMEHTA, COIJIaCOBAaHME KaK dTallbl JIOKY-
MEHTHUPOBAHUSI.

39. YnocToBepeHue JOKYMEHTOB, BUIBL.

40. Peructpatust BXOISIIMX U UCXOJSIIUX JJOKYMEHTOB.

41. IIpaBuna 06pabOTKH M PACCMOTPEHHUS BXOSAIINX JOKYMEHTOB.
42. IlpaBuia opranu3aliii KOHTPOJIS UCTIOJIHEHHUS JOKYMEHTOB.

43. IlpaBuna GopMUpOBaHUS U XpPaHEHUS JIEI.

44. HomeHKIaTypa /1€, BUJIBI.

45. DKxcnepTH3a EHHOCTH JOKYMEHTOB.

ToCIIe TaOJTUIIBI)
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Ne | Pasnmensl ¥ TEMBI [TpuMepHbIE TEOPETUYCCKHUE BOTIPOCHI [TpumepHbIe
MPaKTUYECKHE
3amanus /
3a1a4u

46. IMoaroroBka aen K caade B apxuB. CpOKH XpaHCHHMS.
47. TloHsiTe KOMMEPYECKOH TaifHbI.
48. Opranu3zanys KOHQUICHINATBFHOTO JIEIONPOU3BOICTRA.

IIpumepHbIe 3a1aHUA K 3a4eTy

Samanne 1.

[Tonb3ysace TpynoBeiM kogexkcom P® rnasoit 10 u 11. Onuimmre nomaroByro Npouenypy INpuema
pabOTHHMKAa HAa OCHOBHYIO paboOTy M (WJIM) 1O COBMECTUTENBCTBY. 3alOJIHHUTE MpPENIOKEHHbIE 00pa3libl
JOKYMEHTOB, 0(OPMIIIEMBIX IIPH ITpHeMe pabOTHHUKA Ha paboTy.

3amanue 2.

[Tons3ysce TpynoBbiM kogekcomM P® rmaBoit 12. OnuiuuTe MoumaroByr HpoLenypy H3MEHEHUs
TPYAOBOI'O JOrOBOpa, B TOM 4YHCJIE NEPeBOJ padOTHHKA Ha JAPYryro paboTy. 3alojJHUTE MPEASIOKEHHBIE
00pa3ibl TOKyMEHTOB, 0hOPMIISIEMBIX IIPU U3MEHEHUU YCIOBHM.

3aganue 3.
[Tone3ysick TpynoBeiM kogekcoMm P® riapoii 19. OnummTe momaroByro mpoueaypy Ha3Ha4eHUs OTITYC-
Ka. 3aMoJIHUTE MPEJIOKEHHBIE 00Pa3Ibl JOKYMEHTOB, 0(OPMIISIEMBIX MPU O(POPMIIEHUH OTITyCKa

3ananue 4.

[Tonb3ysice TpynoBbiM kogexkcom P® rnasoit 13. OnuinmTe nmomaroByr MNpPOLENYPY YBOJIbHEHHS
paboTHUKA. 3alOoIHUTE IPEJIOKEHHbIE 00pa3Ibl TOKYMEHTOB, 0(OPMIIIEMBbIX IIPU YBOJIBHEHUHN COTPYAHHU-
Ka.

Cocrasurens: MaxuHa TA, CT. IPCII04aBaTCJIb Kad)eI[DBI O9KOHOMMKH M VIIPABJICHUA
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