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1 leab TUCHUIIAHBI.
B pesynbpTaTe OCBOEHUS JaHHOW MUCHUILIMHBI Y OO0YYaromerocsi MTOJDKHBI OBITh  cHOPMUPOBAHBI
KOMIIETCHIIMH OCHOBHOW MPOQeCCHOHATBHONW 00pa30BaTeIbHONW MPOTpaMMbl aKaJIEeMHUUYECKOTO OakanaB-

puata (manee - OITIOIN): TTK-1.

CopepxaHrie KOMIIETEHINI KaK IUIAHUPYEMBIX PE3yJIbTaTOB 00YUYESHHUS 110 AUCUUIUIMHE CM. TaOIuIbl 1

11

dopMupyeMble KOMIIETEHIIMU

Tabmuma 1.1 - dopMupyembie TUCIUTIIMHON KOMIIETEHIIUN

HaunmenoBanue
BUJa KOMIIETCHIINU

HammMmenoBanmue
KaTeropuu (rpyr-
T1b1) KOMITCTCHITUH

KOII U Ha3BaHUEC KOMIICTCHIINHN

[Ipodeccuonanphas

IK-1 CnocoOeH OCYHIECTBIISITh  OPraHU3AIINIO,
KOOPJAMHUPOBAHUE U JOKYMEHTHUPOBAHUE
mpolecca yhnpaBiIeHHUsS OTIEIbHBIMU OU3-
Hec-TporieccaMu U (DYHKIIMOHAILHBIMH Ha-
MPaBICHUSMU MPEANPUATUS C TPUMEHEHU-
eM 3¢ (HEeKTHBHBIX METOJIOB BO3JICHCTBUS Ha
€ro PUCKHM B YPE3BBIYAMHBIX U KPU3UCHBIX

CUTyalusXx

1.2

NHaukaTopbl 10CTHKEHUS KOMIIeTeHIHii

Tabnuma 1.2 — IHaukaTtopbl TOCTHKEHUST KOMIETeHIIHA, (HOpMUPYEMbIe TUCITUTUIMHOMN

Kox u Hassanue

HNupukaropsl noc-

JIMCUMIITUHBL U IPAKTUKH, POPMHUPYIOIIHE KOM-

HU3ALHI, KOOPIHUHHU-
poBaHME U JOKYMEH-
TUPOBAaHME Ipolecca
YIOpaBIEHUS OTAEIb-
HBIMH OusHec-
npoueccaMu M (QyHK-
[IUOHAJIbHBIMU Ha-
MpaBJICHUAMU  TIpe-
NPUATUS C TIPUMEHe-
HUeM  3((PEeKTUBHBIX
METOJ0B BO3ICHCTBUSA
Ha €ro pUCKU B Upe3-
BbIUAIHBIX U KpHU3HC-
HBIX CHUTYaIUsIX

BaHHE mporecca
YIIpaBIECHUA OT-
NEeNbHBIMA  OH3HEC-
mporeccaMmu 51
G yHKIIMOHATHHBIMU
HaHpaBJ’IeHI/IﬂMI/I
PEIPUITHS

KOMIIETEHIINU TIDKCHIS KOMIIETCH- nerennuro mo OITOIT
nuu o OITOIT
[IK-1 CmnocoGen | [IK-1.2  Ocymects- .
OCYLECTBATh  Opra- | JfeT JOKYMeHTHpO- K.M.07 VYnpasieHue npou3BOACTBEHHOMN

ACATCIIbBHOCTBIO OpTraHU3allui B YCIIOBUAX
MHWHUMU3AIUA PUCKOB

KM.07.01  Puck-mMeHeIXKMEHT

K.M.07.02 [lokyMeHTHpOBaHHe ylpaBJieHYe-
CKOM 1eITeJIbHOCTH

K.M.07.03  TIpou3BoACTBEHHBIM MEHEKMEHT
K.M.07.04  Opranu3zaimus npou3BOACTBa
K.M.07.05  AHTUKpPHU3UCHOE yNpaBiIeHHUE
KM.07.06  OnepatuBHO-IPOM3BOJACTBEHHOE

IJIaHUPOBAHUE HA MIPEINPUITHH

KM.07.1B.01.01  KopnopaTtuHoe ynpaBlieHHE
K.M.07.1B.01.02  VYnpasnenue pa3BUTHEM KOMITa-
HUU

K.M.10 Moaynb TpakTHYECKON MOATOTOBKH B
YCIOBHUSAX NMPO(HECCHOHATEHON Cpebl

K.M.10.03(I1x) [IpenaumniomHas npakTuka
KM.11 lN'ocynapcTBeHHas UTOrOBast aTTeCTALMS
K.M.11.01(/1) BeimoHeHMe 1 3amuTa BBITYCKHOMN
KBaJIM(UKAIIMOHHON pabOTHI

1.3

3Hanus, yMeHus, HaBbIKU (3YB) no nucumnminne

Tabnuua 1.3 — 3HanHus, yMeHUs, HABBIKU, (OPMUPYEMbIE TUCILIUILITHHON
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Kong wu Ha3Banue WNHpukatopsl 3nanus, ymenus, HaBblku (3YB), popmu-
KOMIIETEHIUU JOCTH)KEHHSI  KOMIIE- | pyeMble TUCLMIUIMHON
TEHLUH, 3aKpeIUIcH-
HBIE 32 JUCHUIIIMHOMN
TK-1 Crocoben | I[IK-1.2  OcymectBiser | 3HarTh:
OCYILECTBJIATh OpraHu3a- | JOKyMEHTUPOBAaHUE — BUJIBI U (bOpMBI OpPTraHU3alMOHHBIX U PaCIOPSAUTCIb-
MO, KOOpILI/IHI/IpOBaHI/Ie Hpouecca praBHeHI/Iﬂ HbIX IOKYMCHTOB, HeO6XO[[I/IMI)IX JUIsL  yIIpaBJICHUSA OT-
u JIOKyMEHTHPOBAHHUE | OT/IETbHBIMH Ousnec- | ACTPHBIMU 6H3H€C-Hp0].[60(':aMI/I U (QyHKIHOHANBHBIMU Ha-
TIPaBJICHUSIMU NIPEANIPUSTHSA;
mporecca  ympaBlICHUs | mpoueccaMu - (yHK-
— HOPMATHBHO-TIPABOBBIE  JIOKYMEHTBI, PpErJIaMEHTH-
OTJETBHBIMU Ou3Hec- | HMOHAIBHBIMU HaIpaB-

mporieccaMu M (QYYHKITHO-
HaJTBHBIMU HaTPaBJICHHUS-
MU TPEINPHUITUAS C TPH-
MeHeHHeM d()(PEKTUBHBIX
METOJOB BO3JCHCTBUS HA
€ro pUCKU B 4Ype3BBIYAl-
HBIX U KPU3UCHBIX CHUTya-
IUSTX

JICHUAMU NPCAIPUATHSL

pylolIne pas3Iu4Hble AacHEeKThl YNpPaBJIEHUECKOH mes-
TENBHOCTH.

YMmern:

— CaMOCTOATENILHO pa3paboTaTh AOKYMEHTHI MpeNIpH-
SITUSI, HEOOXOAUMBIE JUIS d(PPEKTUBHOTO yIpaBIEHHs OT-
JIeTbHBIMKA Ou3Hec-mpoueccaMd ¥ (YHKIHOHAJIBHBIMH Ha-
TIPaBJICHUSIMU NIPEANIPHUSTHSA.

Baaners:

- HaBbIKAMH TIOATOTOBKM  OpPraHM3al[IOHHBIX |
pacIopsITUTENbHBIX JIOKYMEHTOB, HEOOXOIUMBIX IS
OCYIIECTBJICHHUS YIIPABICHYECKOH AEATEIBHOCTH.

2 O0béM UM TPYAOEMKOCTH JNMCHUILIMHBI 10 BHAAM Y4eOHBIX 3aHATHH. POpMBbI NPOMEKYTOYHOM

aTTeCTanuu.

Tabnuma 2 — O6beM U TPYIOEMKOCTh TUCHUIUIMHEI 10 BUAAM Y4€OHBIX 3aHATUI

OO0miast TpyI0€MKOCTh ¥ BHJIbI y4€OHOM pabOTHI MO AUCIMILIH-

HE, MPOBOJIMMBIE B Pa3HbIX (hopMax

O6BEM yacoB 1o
dhopmam oOyudeHus
(0]0]0) 0300

1 OGmias TpyA0€MKOCTh AUCIIUTUIMHBI

108 108

2 KonraktHas paborta oOywaromiuxcs ¢ mpernojaBaTeneM (1o

BHJIaM Y4€OHBIX 3aHATHI) (BCEro)

46 46

AynutopHas pabora (Bcero):

46 46

B TOM YHCJIC:

JICKIINH

16 16

MMPAKTUYCCKUC 3aHATHUSA, CCMUHAPBI

30 30

PAKTUKYMBI

nabopaTopHbIe PAaOOTHI

Bneaynuropnas padota (Bcero):

62 62

B TOM YHUCJIC, UHAUBUAYAaJIbHAA pa60Ta 06y‘IaIOIJ_II/IXC}I C IIpc-

moaaBaTcCIEM

= T
MO/ITOTOBKA KYpCOBOM pabOThI /KOHTAaKTHAas paboTa

IPYIIOBast, WHAWBHIyadbHas KOHCYJbTAIUSA W WHBIC BHUJIBI
y4eOHOM NeSTeTbHOCTH, MPEIyCMaTPUBAIOIINE TPYIIOBYIO
WM WHAWBUIYAIBHYIO paOb0OTy 00yUaroMIMXCs ¢ MperoaaBa-
TEJIEM)

TBOpUYecKas pabota (3cce)
3 CamocrosTenpHas pabota oOydaromuxcs (Bcero)
4 TIpomexxyTo4yHas aTTecTanusi 00y4arouerocs — 3a4eT ¢
OLICHKOM

62 62

1 .
Yacwl, svioenennvie 8 VII na kypcosoe npoexmuposanue 6 Konmakmmou gopme (3 uaca)
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3. YueOHO-TeMaTHYeCKHUl IJIAH U COJAepPKaHue JTUCIHUILIUHBI.
3.1 YyeOHO-TEeMAaTHYECKHI IIJIaH

Tabnuma 3 - YueOHO-TeMaTHYeCKUH TUIaH
01 OYHOU U OYHO-3A0YHOU OpMbL 00YUeHUA

—_ Buabl yueOHBIX 3aHATHH, BKIIOYAs CaMO-
o g CTOSITEJIbHYI0 padoTy 00y4aloIMXCcs U TPY-
S O g T0E€MKOCTH
g8 )
= e X 2 (B yacax) OpPMBbI TEKYIIero
E Pazueﬂ JAUCIHHUIIIHHBI © E § CcaMoCTOA KOHTPOH” " HpOMe-
g Z yuebuast pabora rerbHas JKYTOYHOIi aTTecTa-
HH YyCII€BACMOCTH
ceMUHAapBbI, pabora ey
BCEro JIeKIMH NPaKTHYECKHe o6yuaro-
3aHATHSA muxest
JIOKyMEHT U CHCTEMBI IOKYMEH-
1 | ranuu. [ToHsATHE NETONIPOU3BOI- 13 2 4 7 VYcTHBI ompoc
CTBa
TpebGoBaHMsI K COCTaBIECHUIO H VYeTHBI onpoc
2 | odopmireHUIO PO ecCHOHATEHOM 13 2 4 7 [IpakTuueckue 3a-
JOKYMEHTAIUH JIaHUs
CoBpeMeHHBIE CIIOCOOBI U TEXHH Y CTHEIH onpoc
3 p 13 2 4 7 [IpakTuueckue 3a-
Ka CO3JIaHHsI JOKyMEHTOB
JaHUs
VYeTHBIH onpoc
4 | CocraBnenne OPJ] 13 2 4 7 [IpakTuueckue 3a-
JaHus
IIpakTrHueckue 3a-
5 | JlenoBele MuChMa 13 2 4 7 p
JaHUs
Koppecnonaenuusi, cBsi3aHHast € VYeTHBI onpoc
6 | mpoBeaeHNEM NEPHUOIUIECKIX 13 2 4 7 [IpakTuueckue 3a-
MEpONPUATHN JIaHus
Kommepueckas mepemnucka c 3a YCTHEIH onpoc
7 P P 13 2 4 7 [IpakTuueckue 3a-
pyOEKXHBIMH MapTHEPaAMHU
JAHUS
Opranusaiys J0KyMeHT0000poTa YcTHBIH ompoc
[IpakTuyeckue 3ana-
8 17 4 8 5 P 8
HUS
TectupoBanue
[IpomexxyTouHas arrecranus .
3ayeT ¢ OleHKOH
oOyuJaromnerocs
Hroro 108 16 30 62
3.2. Copepxanue 3aHATHH 110 BHIaM y4eOHOH padoThI
Tabnuua 4 — ConepkaHue JUCHUILIAHEL
Ne HaumenoBanne Coaepsxanue pasaesa JUCHUILTHHBI
pa3jaena, TeM AucC-
NUIIAHBI

1 | HoxymeHT u cucre- | JIokyMeHT, ero ocHOBHbIe (QYHKUUM (MH(POPMALMOHHBIE, KOMMYHHKATHBHBIC,
MBI JOKyMEHTALIMU. | yIpaBlIeHYECKHUE, IPaBOBbIE, KYJIbTYpHBIE, HCTOPUUIECKHUE).

[onsTue nenorpo- | JlokymeHT Kak mpeaMmer  AeiompousBoacTBa.  OOmas — XapakTepHCTHKA
M3BOJICTBA YIpaBIIEHYECKUX JOKYMEHTOB. YHHUQUKAIMA IOKYMEHTOB; CTaHAAPTH3aLMs Kak
dopMa IOPHIMYECKOTO 3aKpeIuieHusl MpoBeneHHON yHu¢pukanuu B chepe HOVY.
YHuduIMpoBaHHbIE CHCTEMBI JIOKyMeHTaru. OOIepoccHicKuii KiaccupuKaTop
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HaumMmeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Couepmaﬂne pasaejga IMCHUIJINHbI

npodecCHOHATLHON JIOKYMEHTAIHH.

Krnaccudukarmu 1okyMeHTOB (10 MECTY COCTaBIICHHUS, IO COACpKaHHUI0, 10 (hopme,
MO0 CpOKaM WCIIOJIHEHUS, MO TPOUCXOXKIACHHUIO, 0 CPEACTBaM (DUKCAIMH, I10
FOPUIMYECKON CHITE, TIO CTAIUsIM CO3JaH¥s).

Jemonpon3BoacTBO (IOKyMEHTAIlMOHHOE OOeCIieYeHne YIpPaBIeHHs); €ro MeCcTO M
3HAYUMOCTh JIJIs1 MPO(ECCUOHATLHON ACATEIBHOCTH.

JlokyMeHTHpOBaHWE ©  OpraHm3alus JTOKyMEHTOOOOpOTa Kak  COCTaBHBIC
nenonpou3BoacTBa. OCHOBHBIE JTambl paboOTBl C  JTOKYMEHTHBIMH (hOpMaMH,
coJiepKaHuE U XapaKTEePUCTHKA.

OcHoBubie TepmuHbl U nonsatuss JJOY (OCT P 51141 «Jlenonpou3BoncTeo u
apXuBHOE JIeN0. TepMUHBI U OIIPENIEICHUS).

2 | TpeboBanus K co- YHuUIUupoBaHHAs CHCTEMa OPIraHU3ALMOHHO-PACIIOPSAUTENFHON JOKYMEHTAIMH
CTaBJICHUIO U (YC OP]]): coctaB, Ha3HaYECHUE, pACTIPOCTPAHCHHE.
odopmIeHHIO PO~ | HopmaruBHO-MeTO/MYECKas ~ 0asa  JeNONMpOM3BOACTBA.  McTopus — pasBUTHA
(ecconanm:Hoi YHA(UKAUH U CTAaHAAPTU3AIMN YIIPaBICHYECKUX JOKYMEHTOB B Poccuu.
AOKYMEHTatH I'OCT P 630 kak OCHOBa CO3JaHUSA OPraHU3AIMOHHO-PACTIOPSIUTEIHHOTO

nokymenra. @opmymsp-obpaseny - MoOAeNb HOCTPOCHUS YHUPHULIUPOBAHHOTO
JIOKYMEHTA.

O6mue TpeOoBaHUS, TMPEObABISIEMble K OPOPMIICHHIO  CIyX)eOHOTrO JOKyMEHTa
(opmartbl, pa3Mepbl MOJIeH, ITOCTPOSCHUE KOHCTPYKITMOHHON CETKH.

PexBU3UT — WHPOPMAIMOHHBIM 31eMEHT JokyMmMeHTa. CocTaB, pacHoIOKeHHE,
npaBuna odopmieHusi. PeKkBU3WTBI TEepeMEHHBIE, IIOCTOSIHHBIE; OCHOBHBIE H
cinyxeOHbie oTMeTkd. Ciry)xeOHble OTMETKH. CBS3b PEKBU3UTOB C OSTallaMH
JIeJIONIPON3BOICTBEHHBIX PadoT.

3 | CoBpemeHnnsie crio- | KoMmbproTepHBIE TEXHOJOTHH N1E10BOM mepenwcku. KpaTkuii 0030p mporpaMMHOTO
COOBI M TEXHHKA obecrieyeHns] TMEePCOHAIBLHOTO KoMIbioTepa. OCHOBHBIE METOABI (hOpMATHPOBAHHS
CO3AAHMA NOKYMCH™ | rexcra. ATpubyThl odopmitenus Tekcta. OdopmieHne ad3anes, pyOpHK, 3aroJ0BKOB,
Tos MpUMEYaHHi, CHOCOK. TaOIuIbL.

4 | Cocrasnenne OP]] Knaccuduxarus nokymentoB B coctaBe YC OP/l: 1oKyMeHThI OpraHHU3allMOHHBIC,

pacnopsAuTeNbHbIE, CIIPABOYHO-UHPOPMALMOHHBIE, OPUIUATEHO-INYHBIC.

bnanku nokymeHToB. Bujbl, cocTaB peKBU3HMTOB, MpaBuia odopmicHus. ['epOoBbIe
OmaHku: TpeOOBaHMSA K  WM3TOTOBICHWIO, XPAHCHHUIO, UCIOJL30BAHUIO U
YHHYTOXKCHHIO.

JloroBopa, KOHTPAKThl: Pa3HOBUIHOCTH, COCTAB PEKBH3UTOB, OCHOBHBIEC TPEOOBaHUS
K 0(OpMIICHHIO.

[Tpuka3bl: 0OCOOCHHOCTH COCTABJICHUS W O(POPMIICHHUS, PA3HOBUIHOCTH INPHUKA30B.
0COOEHHOCTH

CocTaB pEKBU3UTOB, OCHOBHblE TpeOOBaHHA K OQOPMIICHHIO,

MOCTPOCHUS, BU3UPOBaHME. YHHU(UIMPOBAaHHBIE (OPMBI MPHUKA30B IO KaJPOBBIM
BOIIPOCAM.
CripaBouHO-MH(POPMAIIOHHBIE JOKYMEHTBI: CIy)KeOHbIE 3aIllUCKH,

Knaccudukaruu, Gpopmyssipbl, 0COOCHHOCTH TOCTPOCHHUS TEKCTA.

AKThI, CIIPAaBKH.

OcHoBHBIC BH[IbI OOpamieHHi (>kanoba, MPEIOKEHUE, 3asBIICHUE, XOJaTalCTBO,
netunys). Dopmynsapsl, 0cOOEHHOCTH TOCTPOCHHS TEKCTA.




Ne | HammeHnoBaHue Conep:xaHue pasjena TUCHUILIHHBI
pasnesia, TeM JHc-
LU ILJIHHBI

5 | lenoBble nuceMa JlenoBoii MHCHMO Kak CPeiCTBO MH(OPMAIIIOHHOTO 0OMEHA MEXKIY OpTaHH3aIMAMH.
Knaccudpukanms nucem. JleqoBoe MUCHMO B YCIOBUSIX YHH(UKaLUM (CTPYKTypa
TEKCTa, CTaHTAPTHEIE (Pa3bl U BEIPAKCHHUS).
@opmymsap mmcbMa. OCOOCHHOCTH IOCTPOEHHS MPOCTBIX M CIOKHBIX TEKCTOB.
Kommepueckue mmceMma (odepTa, pekiaamanusi W Ap.); BHABL U 0COOEHHOCTH
ohopMITCHHS.

6 | Koppecrionnenuus, | [lucema-mpurnamenusi, MUCbMa-U3BELICHUS: CTPYKTYpa, OCOOCHHOCTH IMOCTPOCHHUS
CBSI3aHHAS C MPOBE- | TEKCTa, cTaHAApTHBIE Qpa3bl U BbIpakeHUs. [IpoTOKON Kak TOKYMEHT, COACpKaIINi
JICHUEM TIePHO/IH- 3aICh X0/1a 00CYKAEHHS BOTIPOCOB M NPUHATHS PELICHUH HA COOPaHUSIX, 3aceIaHH-
YEeCKUX MEpONpHsA- | AX, AETOBBIX BCTpedax. Buabl mpoTokonoB. @opmyrsap nportokona. CTpyKTypa Tek-
Ui cta. OcHOBHBIE TpeOOBaHMA K 0(pOpMIIEHHUIO MPOTOKOA. BrInucka 13 mpoTokoa.

Tenerpamma, Tenekc, MEKTPOHHOE COOOIIEHNE, TeleOoHOTpaMMa Kak CpeICTBa OIle-
PAaTUBHOTO MH(OPMAIIHOHHOTO 0OMEHA MEXK/y OpraHH3aLUsIMU.

7 | Kommepueckas nme- | Cranpaptel MCO Ha odopminenne nepenucku. GopMaTsl Oymaru, IpoeKTHPOBaHUE
perucka c 3apy- OmankoB. MexayHapoaHble mHchMa. Buasl U O0COOEHHOCTH TMOCTPOCHUS
OeXHBIMH MTAPTHE- | MEKIAYHAPOIHBIX MUCEeM. PEKBH3HUTHI MEXKyHAPOIHOTO IMHCHMA.
paMu

8 | Opranuzauus go- [Monsite nokymeHTo000poTa. OCHOBHBIC ATAMbl: PETHCTPAIUs BXOISAIINX JOKYMEH-

Kyoobopora

TOB, PAaCCMOTPEHUE U NPUHATHE PEUICHUS; UCIIOJIHEHHE, KOHTPOJIb UCIOJIHEHUS J0-
KyMEHTOB, ()OPMHUPOBAHHE AE.

HowmenkiaTypa fen kak CHCTEMAaTU3HPOBAHHBIN NepeueHb HaIMEHOBaHUI JIeN, ¢ yKa-
3aHHEM CPOKOB MX XpaHEeHHWs. Buabl HOMeHKIaTyp, oQopmieHHue, MEepHOIUIHOCTh
BHECEHUS N3MEHEHU.

OKCHepTH3a [EHHOCTH JOKYMEHTOB, IOATOTOBKA JE]l K apXUBHOMY XPAaHEHHUIO.

3akoH «O KOMMEpUYEeCKOH TaliHe», ero 3HaYeHHE U OCHOBHBIE TookeHus. Hpopma-
IUsI, OTHOCUMAS K paspsily «KOMMepuecKoi TaiHby. MHbopManums, KoTopas He Mo-
JKET OBITh OTHECEHA K pa3psaLy «KOMMEPUECKOH TalHbI».

KonduaennunansHoe AeI0NpOU3BOACTBO KaK OCHOBA O0ecTieUeHUs! aJIeKBaTHBIX yC-
JOBUH JJIsl TOKYMEHTHUpoBaHuss WHQopManuu. [IpaBuia ompeneneHuss Kpyra JIHIIL,
MUMEIOIUX JIOCTYIN K MH(pOpMaHH, colepXkalel «KOMMEepUYecKyto TaiHy». ['pudsl,
UCIIOJIb3yeMble TIpH paboTe ¢ HoKyMeHTaMu. OTBETCTBEHHOCTh 3a HapylIeHHE Mpa-
BWJI pabOTHI C TOKYMEHTaMH, COJICPKAIIMME KOHQHICHITUALHBIE CBEICHNSI.
TexHonorus paboTsl ¢ oOpameHusamMu rpaxiaad. Peructpanus, yuer. Kontpons cpo-
KOB HcHOJIHEHUs oOpamenuil. OgopmieHne aen NUCbMEHHBIX O0paIlieHui TpaskaaH.
[IpaBuia ydyera yCTHBIX OOpallieHHH.

Cooepircanue npakmuuecKkux 3anAmuil

Ne | HammeHoBaHHe pazjieia,
Coaepxanne
TeM AUCHHILVIHHBI
1 | HoxymeHnt u cuctemsl a0- | 1. JlokymeHrt, ero ocHoBHbIe QpyHKIMH. Kitaccudukanum JOKyMEHTOB.

kymeHTtauuu. lloHsitue ne-

JIONpOU3BOACTBA.

2. lenonpoussoacteo (JJOVY); ero MecTo M 3HaYUMOCTh B NMPO(ecCHOHATBLHON
JesITeIbHOCTH.

3. JIOKyMEeHT KaK IpeaMeT JeIONPOU3BOICTRA.

4. Yau(uIMpoBaHHbIE CHCTEMBI JOKYMECHTAIIHH.

5. OcHoBHble TepMuHbI 1 ousATH JOY.




HaunmeHnoBanue pasaeJaa,
TEM TUCIHUIIINHBI

Conep:xanue

YnpaBneHueckass JTOKyMEH-
Tanus: TpeOOBaHUI K CO-
CTaBJICHUIO

1 0OPMIICHUIO

1. YHuduimpoBaHHas CUCTeMa OPTaHU3ANMOHHO-PACTIOPSIIUTEIBHON JOKY-
menTtanuu (YC OP/).

2. HopmatuBHO-MeTOAMueCKast 6a3a Jenonpor3BOCTBA.

3. PazBuTHe yHUDUKAIMY ¥ CTAHJAPTH3AIMNUN YIPABICHYCCKUX JOKYMEHTOB B
Poccun.

4. TOCT P 6.30 kak OCHOBa CO3JaHMsI OpraHU3AIMOHHO-PACTIOPAIUTEIHLHOTO
TOKYMEHTA.

5. @opmynsip-oOpaszer] - MOAETb MOCTPOCHUST YHUPUINPOBAHHOTO JOKYMEHTA.
6. O0me TpeOoBaHUs, MPEIbSIBIsAEMbIE K OQPOPMIICHUIO CIY)KEOHOTO JIOKY-
MeHTa ((hopMaTsl, pa3MepsI OJIEH, MOCTPOSHNE KOHCTPYKITMOHHON CETKH).

7. PexBU3NT — WHPOPMALMOHHEII 3lIeMeHT JokyMeHTa. CocTaB, pacrojioxe-
HHe, TIpaBmiIa 0hOPMITCHHS.

8. PexBu3nTHI MepeMeHHbIE, TOCTOSHHBIC; OCHOBHBIE U CITyKeOHBIE OTMETKH.

CoBpeMeHHbIE CIOCOOBI U
TEXHUKA CO3JaHUS JIOKY-
MCHTOB

1. KoMIbIoTepHBIE TEXHOJIOTHH AETIOBOH MEPETHCKH.

2. OcHOBHBIE METOABI POPMATHPOBAHUS TEKCTA.

3. AtpubyThl odopmiieHus Tekcra. OdopmiieHue ad3areB, pyoOpUK, 3arojioB-
KOB, IPUMEYaHUI, CHOCOK.

4. Tabnuuel u Oubnrorpaduyeckne onucaHusl.

Cocrasiienue u oopmiie-
HHE OPraHU3aHOHHBIX,
PaCHOPSAUTEIBHBIX U OH-
MUAJTbHO-JIMYHBIX JOKYMCH-
TOB

1. Knaccudurarus nokymenToB B coctaBe YC OPJl: Ha3HAYCHUE U BUJIBIL.

2. brianku nokymMeHTOB. Buapl.

3. JloroBopa, KOHTPaKThI, OCHOBHBIE TPEOOBaHUS K O()OPMIICHHIO.

4. Tpukas, popMyIsp, 0cOOEHHOCTH JOKYMEHTHPOBAHHUS.

5. [Ipuka3zsl Mo KaAPOBBIM BOIIPOCAM.

6. Ocobennocti 0GOpMIICHHS CIPAaBOYHO-MH(OOPMAIIMOHHBIX JOKYMEHTOB!
(ciry>ke0HBIX 3aIHCOK, aKTOB, CIIPABOK).

7. Obpamenus rpaxkaan (xanoda, NpeasioKeHUE, 3asBICHUE, X01aTaliCTBO).

8. OcHoBHbIe opranu3aiuonssie qokyMeHThl HOU KemI'VY.

I[GJ'IOBBIQ U KOMMCEPYCCKUEC
nrucpbmMa

1. Cny>xebHOEe IMCHMO KaK CPEeACTBO MH(POPMALMOHHOIO OOMEHa MEXIy Op-
TaHN3aIUSIMH.

2. Knaccudukarum ciyeOHbIX THCEM.

3. @opmynsp ciayxeOHoro mucbMa. OCOOEHHOCTH IMOCTPOCHMS MPOCTHIX U
CJIO)KHBIX TEKCTOB.

4. [lenoBoe MHCHMO B YCIIOBHSAX YHU(HMKAIMU (CTPYKTypa TEKCTa, CTaHAApT-
HbIC (pa3bl U BHIPAKEHUS).

5. Kommepueckue nucema (odepTa, pexiiamanus 1 Ap.); BUABI U 0COOEHHOCTH
o opmITeHUSI.

Koppecnonnenusi, cBsizan-
Hasl C MPOBEJICHUEM IIEPHO-
JITIECKUX MEPOTIPUSTHIA

1. IIporoxko, hopmysp npotokona. CTpyKTypa TeKCTa.

2. Bugpl npotokosioB. OCHOBHBIE TpeOOBaHMS K 0QOPMIIEHUIO.
3. Beinucka u3 mpoTokoa.

4. [ucbma-ipurianieHus, MICbMa-U3BEIICHUSI.

5. Tenerpamma, Tenekc, TenedoHOrpaMma, 3JIEKTPOHHOE COOOIIEHHE — Kak

CpeZcTBa ONepaTHBHOTO WH(OPMAIIMOHHOTO 0OMEHa.

IIpaBuia 1 Gopmbl KOM-
MEpYECKOil MepenicKu ¢
3apyOeXHBIMHU TApTHEPAMHU

1.Crannaptet UCO Ha odopmileHrEe TIepETHCKH.
2.®opmatel Oymaru, IpOEKTUPOBaHKE OJaHKOB JUIS MEKAYHAPOJHBIX ITHCEM.
3.MexayHapoaHbie THChMa. BUIBI 1 PEKBU3UTEHL.




Ne | HaumeHoBaHMe pa3neia,

Conep:xanue
TeM TUCIHILTHHBI
8 | Opranwuzarust JOKyMEHTO- 1. [Nonsarue nokymeHrTo000poTa. OCHOBHBIC ATAIIBI, UX XapaKTCPUCTHKA.
obopota 2. Homenxuatypa nen. Bujpl HOMeHKIATyp.

3. DkcnepTu3a 1EeHHOCTH JIOKYMEHTOB, IMOATOTOBKA I K apXHUBHOMY XpaHe-
HUIO.

4. 3akoH «O KOMMEPUYECKOH TaliHe», €ro 3HAUCHHE U OCHOBHBIC TIOJIOKCHMSI.
5. [IpaBuiia opranu3anuu KOHPUICHIIUAILHOTO JSIIOTPOU3BO/ICTRA.

6. TexHosorus paboThl ¢ OOpALCHUSIMH IPaXKIaH.

4 Ilopsaaok OUEHUBAHUS YCNEBAEMOCTM M  C(POPMHPOBAHHOCTH KOMIIeTeHIH
00y4JaIerocsi B TeKyuieil 1 NpoMe;KyTOYHO# aTTecTaliu.

J1J1s1 TOJIOKUTEITFHOM OIICHKH TI0 pe3yJIbTaTaM OCBOSHHSI JUCIUILIMHBI 00yUYaronieMycsi He0OXO0IH-
MO BBITIOJIHUTH BCE YCTAaHOBIIEHHBIC BUIBI yueOHOH paboThl. OlieHKa pe3yIbTaToOB pPabOThl 00yUaroIIerocs
B Oayutax (1Mo BHIaM) IpUBEcHa B TaOIUIIE 5.

Tabnuna 5 - bamipHO-peTUHTOBAsI OIIEHKA Pe3yIbTaTOB yueOHOH paboThl oOyuatomuxcs 1o Buaam (bPC)

VYuebnas padora | Cymma Bunpl 1 pe3yabTaTh Or1lcHKa B aTTECTAIUN Bamier
(BUIIBI) 0aoB yueOHOM paboThI (16 Henenn)
Texywas yueonas paooma OPO
oDO 60 Jlexumonnsie 3anstus (8(0,5 6anma mocenieHue 1 TEKIIMOHHOTO 3aHATHS 1-4
Tekymast yueonast| (100% |3amsiTHit)
paboTa B ceMecTpe| /0annoB |[Ipaxrnueckue  samsTus|0,5 0ajia - mocemeHHe | MPAaKTHYECKOrO 3aHs- 8-18
(H(\)'CG:H.IGHI/IG) 3aHsi-| TPUBC- (15 sansTHi). THS ¥ BBITIONTHEHME paboThl Ha 51-65%
MM TIO pacluca-| NCHHOU 1 6a1 — nocemenne 1 3aHATHA U CYIIECTBEHHBIN
HHUIO 1 BBHITIONHE- LIKAJTbI) BKJIJl Ha 3aHATHM B PabOTy BCeH TPYIIIBI, CaMo-
HHE 3aJJaHui) CTOSATENFHOCTh W BBIMIONHEHHE paboThl Ha 85,1-
100%
NuauBunyanbHoe 3aaa-|3a ogno U3 ot 4 o 8: 32-64
Hue (8 3aganuii) 4 6anaa (BeimonHeHo 51 - 65% 3amanuii)

6 6a/1710B (BBITIONHEHO 66 - 85% 3amaHMiA)
8 6asu10B (BhImosHEHO 86 - 100% 3amanuin)
Hroroselii Tect 10 6annoB (51 - 65% MpaBUIBHBIX OTBETOB) 10-14
12 6annos (66 - 84% mpaBUIBHBIX OTBETOB)
14 6annos (85 - 100% npaBUIIBHBIX OTBETOB)

Texywasn yueonas paooma 3P0 u 0300
300 u 03®0|60 KoHcnekTsl TeM, BBIHO-|2 §aJjiia 332 YaCTUYHOE PACKPHITHE TEMBI 12-24
Texymas yue6nas|(100% CHMBIX Ha CaMOCTOSTENb-|3 fasna 3a Ooliee OIHOE PACKPBITHE TEMbI
pabora B cemecTpe|/0amnos  |Hoe  u3ydyeHue- 6 Tem|4 6aJIa 32 TOJIHOE PACKPBITHE TEMBI

(BbIMONIHEHWE  ca-|TPUBE- (pykonucHbIE).
MOCTOSITENBHBIX  |A€HHOM  |KoHTponbHas paborta 1mo|3a oaHo 3amaHue OT 3 10 7: 24-56
KOHCIIEKTOB, KOH-|LIKaJbI) |KypcCy - 8 3amaHwuii 3 fasu1a (BBIMOJHEHO YACTUYHO C OIIHOKAMHM)
TPOJNEHOHW PabOTHI 5 6aJs10B (BBITIOTHEHO C HETOYETAMH)
U TeCTa) 7 6aJ1710B (BBITIOJHEHO IIOJHOCTBIO BEPHO)
Urorossiit tect (30 Bo-|5-9 6anma (51 - 65% npaBHIBHBIX OTBETOB) 15-20
IPOCOB) 10-15 6annoB (66 - 84% npaBHIEHBIX OTBETOB)

16-20 6an10B (85 - 100% npaBHIbHBIX OTBETOB)
HTroro no texkyuieii pabore B cemecTpe 51-100

Hpomeofcymouuaﬂ ammecmauus

IIpomexyrounas |40 Bomnpoc 1. 5 dansoB (oporosoe 3HaueHUE) 5-10

arrecrarus (9k3a-|(100% 10 6anmoB (MaKCHMaIbHOE 3HAYCHUE)

MEH) /6amnoB  |Bompoc 2. 5 6aJuToB (ITOPOrOBOC 3HAYCHUE) 5-10
puBe- 10 6anioB (MakcHMaJbHOE 3HAUCHHUE)
NeHHOH  (Bpimosinenue 3aganus 1. |4 6ajuia (I0poroBoe 3HaUEHKE) 4-8
IIIKAJIBI) 8 0a/10B (MaKCUMAILHOE 3HAYECHHUE)
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BrinosHenue 3aganus 2. |6 6a110B (IIOPOTOBOE 3HAUCHHE) 6-12
12 6annoB (MakcHMalIbHOE 3HAUCHUE)
HTOro no npoMe:KyTo4YHOIi arrecranuu (3K3aMeH) 20-40
CymMmapHasi oneHka no aucuuminie: CyMma 0ajuioB TEKyILIEH U TPOMEXYTOUYHOH aTTeCTalluu 51 -100 6.

JIMHBI.

5 MarepuajibHO-TEXHHYECKOE, IPOrPaMMHOE U YUeOHO-MeToAuYecKoe odecrevyeHne TUCIMII-

5.1 YueOnas aureparypa
OcHoBHasi yueOHasi IuTEpaTypa

Ochnoenaa numepamypa

lysanosa, H. H. Opranuzanus u TEXHOJIOTHUs AOKYMEHTALIMOHHOTO O0ECIEYEHUsl YNpPaBICHUS :
yueOnuk s By3oB / H. H. lllyBamoBa. — 3-e m3m., mepepad. u gom. — Mocksa : M3parenbcTBo
Opaiit, 2022. — 234 c. — (Bsicmiee oOpazoBanue). — ISBN 978-5-534-20347-9. — Tekcer :
snekTponnsii — URL: https://urait.ru/bcode/561048

Komnpimkuna, T. b. JlenoBbie KOMMYHHKAIMH, TOKYMEHTOOOOPOT U JIEIOMPOU3BOJICTBO : YICOHUK
st By3oB / T. b. Konerimikuna, U. B. lllyctuna. — 3-e u3a., ucnp. u gon. — Mocksa : M3naTtens-
ctBO Opaiir, 2022. — 145 c. — (Bsiciiee o6pazosanue). — ISBN 978-5-534-14216-7. — Teker :
anextponHbsii— URL: https://urait.ru/bcode/562162

Jlonoanumensvhan numepamypa
Paznopoxusiit A. A. JIokyMeHTUpOBaHUE YIPABICHUYECKON AESITeNbHOCTH : yuel. mocodue / A.A.
Paznmopoxusiit. — M. : UHOPA-M, 2017. — 304 c. — (Bricmee obpa3oBanue: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774 — TekcT 3AeKTPOHHBII
brikoBa T.A. JlokyMeHTaIMOHHOE 00ECIIEUCHHE YIIPaBIICHUS (AEIOMPON3BOICTBO) : yued. mocobdue
/ T.A. beikoBa, T.B. Ky3neuosa, JI.B. Cankuna. — 2-e uzn., nepepa6. u non. — M. : UTHOPA-M,
2017.— 304 c. + Hom. matepuansl ; Pexxum goctyma http:// www.znanium.com]. — (Bsiciiee 00-
pazoBanue: bakanmaBpuar). http://znanium.com/catalog.php?bookinfo=762591 — TekcT smekTpoH-
HBII
Hlysanosa, H. H. OcHoBBI nenonpoun3BoJcTBa. SI3BIK CIIy)K€OHOTO JIOKYMEHTA : Y4eOHHK JJIs BY-
30/ H. H. lllyBanosa, A. lO. MBanoBa ; nox obmieir penaknueir H. H. IllysanoBoii. — 3-¢ u3n.,
nepepab. u pon. — Mocksa : M3znarensctBo FOpaiit, 2022. — 355 ¢. — (Bsicmiee obpa3oBa-
HUE). — ISBN 978-5-534-20343-1. Tekcr AIIEKTPOHHBIN URL:
https://urait.ru/bcode/560174 .

5.2 MaTepI/laJIbHO'TeXHI/I‘IECKOC H MporpaMMHoe¢ o0ecreueHue JUCHUILIHMHBI

Ta6mz1ua 7 — MaTepI/IaJ'ILHO'TeXHI/IquKI/IC yciioBus peain3aliu JUCHHUTIIIINHBI

HanmenoBanue yueOHbIX | HanMeHoBaHWe mMOMeNIeHnd Ui TPOBEACHHS Bcex | Ajpec (MECTOTOIOXKESHIE)
MIPEIMETOB, KYpCOB, MTUCIHWII- | BUAOB Y4eOHOH JEATENbHOCTH, NPEAYCMOTPEHHOH | ITOMENICHHUH s IPOBee-
muH  (Momyneil), TpPaKTHUKH, | y4eOHBIM IUTAHOM, B TOM YHCIIE TIOMEIIEHHS I CaMo- HUSI BCEX BHJOB yueOHOM

MHBIX BHJIOB YIE€OHOH JeATeNb- | CTOSTENbHON PabOTHI, ¢ yKa3aHWEM NEePEeYHs OCHOBHO- | NESTEIbHOCTH, IPEILyCMOT-
HOCTH, HPEeyCMOTPEHHBIX | TO 000pYyIOBaHMs, Y4e€OHO- HArJSAHBIX MOCOOMH ¥ | PpEHHOH y4eOHBIM ITAHOM

y4eOHBIM TUTAaHOM 00pa3oBa-
TENBHOM MPOTPaMMBI

HCIOJIB3YEMOI'O IPOrpaMMHOT0 obecneueHus

(B cayvae peanuzanuu 00-
pa3oBaTenbHON NPOrpaMMbl
B ceTeBOi (hopMe JTomoHu-

TEJIbHO YKa3bIBAETCs Ha-

MMEHOBaHHE OpraHu3aluy,

C KOTOPOM 3aKJIHOYEH J0Tr0-

BOD)
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JlokxyMeHTUpOBaHuE 402 Y4ebnas ayauropus (MyabTuMenuiiHas) uist npo- | 654079, Kemeposckas 00-
YIIPaBICHYECKOI Jes- | BeACHHUS: nactb, T. HoBoky3Heuk, np-
-3aHSTHUI JIEKIKMOHHOTO THUIIA,; KT Metamnypros, 1. 19

TEJIILHOCTHU :

- CEeMHHApCKOTro (IPaKTH4YEeCKOT0) THIIA;

- TPYIIOBBIX U UHIUBUIYAIbHBIX KOHCYJIBTAIHIA;

- TEeKYIIEro KOHTPOJII M HPOMEXYTOYHOH arTe-
CTalUH.
Cnenuaau3upoBaHHas (yueOHasi) Me0eab: J0CKa
MeInoBast, kKadeapa, CTOJbI, CTYIbS.
O6opynoBanme: cmayuorHapHoe - KOMITBIOTEp, MPOCK-
TOp, aKyCTHYECKas CHCTEMA, TOCKa HHTEPaKTHBHASI.
Hcnosn3yemoe nporpaMMHoe obecneyeHue:
MSWindows (MicrosoftimaginePremium 3 year mno
cyomuuensnonHoMy gorosopy Ne 1212/KMP  or
12.12.2018 r. mo 12.12.2021 r.), LibreOffice (cBo60 -
HO pacnpoctpansiemoe I10), SAunexc bpaysep (oTeue-
CTBEHHOE cBOOOAHO pacnpoctpansemoe [10), [1O un-
TepakTHBHOU nocku SmartNotebook (kimou nuneH3uu
0 CepUIHOMY HOMEPY 000PYIOBAHIS).
HNurepHer ¢ ob6ecnieyenuem nocryna B JUOC.

5.3 CoBpemennbie npodeccuoHaTbHble 0a3bl JAHHBIX M HH(OPMALHOHHBIE CIPABOYHbIE
CHCTEMBI

1. Koncynprantllntoc [DnekTpoHHBIA pecypc]| : KOMIL. CHpaB. IMpaBOBas CUCTeMa / KOMIIAHUS
«Koncynprantllmoc». — DOnektpon. mporp. — [MockBa, 1997-2014] - Pexum nmocryna:
http://base.consultant.ru , ceoGoaHBIHi. — 3ari. ¢ KpaHa.

2. TAPAHT.PY [DnektpoHHBIi pecypc] : nHbOopMannoHHO-TIpaBoBOi mopTan / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dnektpon. mporp. — [MockBa, 1997-2014] — Pexum gocryma:
http://www.garant.ru , cBo0oaHBIN. — 3ari1. ¢ 3KpaHa.

6 Unblie cBenenusi u (MJIM) MaTepuabl.
6.1.IlpumepHbIe TeMbl M BAPHMAHTHI MHCbMEHHBIX Y4eOHBIX padoT

CaMocrosTenbHas pa60Ta CTYACHTOB OCYHICCTBJIACTCA B CIICAYIOMIUX (l)opMax:
MMOATOTOBKA K NPAKTUYCCKUM 3aHATHAM;

CaMOCTOATCIIBHOC U3YUCHUC TCM JUCHUIIJIMHBI (3JICKTpOHHO€ o6yquI/Ie);
MMOATOTOBKA K TECKYIIIUM KOHTPOJIbHBIM MCPOIIPUATUAM (KOHTpOJILHLIe pa6OTBI, TCCTOBLIC OHpOCbI);
BBITIOJTHCHUC JOMAITHUX WHAUBHUAYAJIbHBIX 3aJaHuil - 8 3aJIaHUM (B COOTBETCTBHH C TCMATHYCCKHUM

VV VYV

MIJIAHOM),

A\

NOoATOTOBKA aHAJIUTUYCCKUX O630pOB 1 OTYCTOB 11O 3aJaHHBIM TEMaM.

Ilpumepvt unoueudyaibrovix 0OMAUIHUX 300aHUT
Tema 1. JlokymMeHT 1 cucTeMbl JokymMeHTaluu. [lonsTiue nenonponsBoacTsa.

Bonpocwt onsa ycmnozo onpoca:

1. JlaTh ompeneneHust TepMUHAM: JI€ITONPOU3BOJICTBO, JOKYMEHTAIIHOHHOE 00ecrieueHne yIpaBiIeHus,
JOKYMEHTHUPOBAaHUE, JOKYMEHTOOOOPOT, NOKYMEHT, CIYXEOHbI IJOKYMEHT, O(QHUIMAbHBIM JOKYMEHT,
aBTOp JOKYMEHTa, 00beM JIOKyMEHTO000poTA.

2. Kak ¥ Ha OCHOBaHWH KaKUX MPU3HAKOB KIACCUPHUIHPYIOTCS JTOKYMEHTBI:

— I10 CTaJUsIM CO3/1aHHS;
— I10 CPOKaM XpaHEHMUS;
— I10 IOPUINYECKON CHUIIE;

11


http://base.consultant.ru/
http://www.garant.ru/

— 110 BUAAM;
— 110 HAUMEHOBAHUSM BUJOB?

3. YUem onpenensiercs 3Ha4UMOCcTh JIOY B AeqTenbHOCTH NPEANPHUATHN, OpraHU3alui, YUpeskIeHni?
4. HazoBute nBe coctaBHble yactu JIOY u packpoiTe ux cojepkaHue.

5. Uto Takoe yHU(DHUKAIMS YIIPABICHYECKUX TOKYMEHTOB?

6. Ilepeuncnuts cyiiecTByOMUE YHU(DUIUPOBAHHBIE CUCTEMbI TJOKYMEHTALIUH.

7. YUro Takoe OKVY J[?

8. Ilepeuncnuth OCHOBHbIE (PYHKIIMH JOKYMEHTA.

Tema 2. TpeGoBaHus K COCTaBICHUIO U 0(OPMIICHUIO YIIPABICHYECKON JOKYMEHTAIIHH.

Bonpocwl ona ycmnuozo onpoca:

1. Cocras, Haznauenue, pacrpocrpanenue Y COP/I.

2. IlonsiTre U cocTaB HOPMAaTUBHO-METOAMUYECKOI 0a3bl AETONPOU3BOICTBA.

3. Ha3zBaTh OCHOBHBIE 3aKOHOJATEIbHBIC AKTHI, HOPMAaTHBHbBIE JOKYMEHTHI, JEHCTBYIOIIUE B 00JACTH
JIEJIONPOU3BO/ICTBA.

4. Kak pacumdposars uaaexkc OCT P 6.30-2003?

5. Uro Takoe popmysip-oOpasel, 4To BXOAUT B €ro cOcTaB?

6. Omucath oOmwe TpeOdOBaHUs, MPEIbIBIsIEMbIe K 0OQOPMIICHUIO CITy)eOHOTro JoKyMeHTa (popma-
ThI, pa3MepbI MOJIeH, TOCTPOCHUE KOHCTPYKIIMOHHON CETKH).

7. JlaTh XapaKTEPUCTUKY PEKBU3UTY KaK HH()OPMAITMOHHOMY JIEMEHTY JIOKyMEHTA.

8. Kakue pekBU3UTBI OTHOCATCS K MOCTOSIHHBIM, IOYEMY?

9. Kakue pekBH3HUTHI OTHOCITCA K TIEPEMEHHBIM, TO4YeMy?

10. Ha kakue rpymisl JensTcs epeMeHHbIE PEKBU3UTHI?

11. TlepeuncanTs 3Tanbl JOKYMEHTUPOBAHUS.

12. Yo Takoe cornacoBanue?

13. Yro Takoe yrBepxxaeHue?

14. Kakue crocoObl yI0CTOBEpEHUS JOKYMEHTOB CYIIECTBYIOT? B Kakux ciydasx MCIOJB3YIOTCS pas-
JMYHBIE CTIOCOOBI YIOCTOBEPEHUS?

15. late onpenenenus TepMuHam: (Gopmyisp-odpasen, GopMynsp T0OKyMEHTa, PEeKBU3UT, IOpUANYE-
CKas cujia TOKYMEHTa, 00beM JTOKYMEHT0000pOTa, CIy>KEOHBIM JOKYMEHT, OUIIHANIbHBINA JOKYMEHT.

16. CBsi3b pEKBH3HUTOB C dTANlaMH JEIONPON3BOICTBEHHBIX PadoT.

Ilpaxkmuueckue 3a0anus:

1. Ananus ctpyktypsl u coaepxxkanus OCT P 6.30 -2003.

2. Ananu3 GpopMmyispa-oopasma.

3. ConocTapiieHue 1 aHaIU3 GopmyIisapa-odpasiia ¢ «peaabHbIM» JOKYMEHTOM.
4. Breiienenue B TOKyMEHTE PEKBU3UTOB, aHAJIN3 COCTaBa WH(GOPMAIIHH.

Tema 3. COBpeMeHHHe CIIOCOOBI M TEXHUKA CO3aHuA NOKYMCHTOB.

Bonpocwl ona ycmnozo onpoca:

1. Ha3oBuTE OCHOBHBIE METOBI (OPMATUPOBAHUS TEKCTA.

2. OnumwTe paBmiIa opopMIICHHS a03al1eB, pyOpHUK, 3aroJIOBKOB, IIPUMEYAHHHA, CHOCOK.

3. OnumuTe OCHOBHBIE YAaCTH TAOIUIIBI M TPABUIIA UX O(OPMIICHHS.

4. TlepeuncianTe OCHOBHBIE TPEOOBAHUS, IPEIBABIAEMbIE K OMOIHOrpadu-ueCKUM OMHCAHUSIM.

Ilpakmuueckue 3a0anus:
1. BHectu ucnpaBiieHUs B TEKCT, UCIOIb3Ys KOPPEKTYPHBIE 3HAKH.
2. OTdopmaTupoBaTh UCIPABICHHBIH TEKCT.

Tema 4. CoctaBienue OP/I.

Bonpocwl ona ycmnozo onpoca:
1. Kakuie BUIBI BXOJISAT B COCTaB OpTraHU3alMOHHBIX, PACTIOPSIUTENBHBIX U O(QUIIMATHHO-THYHBIX J0-
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KYMEHTOB.
2. Kakue Bupl 61aHKOB periiaMeHTUpOBaHbI craHaapToM? CocTaBbTe UX (DOPMYIISPHL.
. [lepeunicuTh OCHOBHBIE BHIIBI JIOTOBOPOB U KOHTPAKTOB
. [lepeuncnutb OCHOBHBIE TpeOOBaHUS K 0(OPMIICHHIO IOTOBOPOB M KOHTPAKTOB.
. JlaTb omnpenerieHue nprKasa.
Kakue yacTu TekcTa B mprKa3e 0 OCHOBHOU JIEATEIHbHOCTH?
[lepeuncnuTh BUIBI IPUKA30B 110 KAJIPOBBIM BOTIPOCAM.
. Ocobennoctu opopmiIeHUs: CIPaBOYHO-UH(POPMALIMOHHBIX JTOKYMEHTOB.
. Kakue BubI ciyKeOHBIX 3aIMCOK CYIIECTBYIOT?
10. Yem ciyxeOHas 3amucKa OTIUYACTCS OT CIPaBKU?
11. Kakue yactu TekcTa B aKkTe?
12. B ueM 0COOCHHOCTH MOMMCAHUS aKTa?
13. Jlatp onpeaeneHus BUaM OOpalieHHi rpaxkaaH.

©oO~NOUTAwW

Ilpakmuueckue 3a0anus:

1. CocraButh hopMymsip mpeIoKEHHBIX 00pa30B OJIAHKOB, ONPEACITUTD BUI.
2. OueHUTh COOTBETCTBHE «peajbHOroy» OJaHKa TpeOOBaHUSM CTaHAAPTA.

3. CKOHCTpYyHpPOBATh KOMILIEKT OJIAHKOB (DUPMBL.

Tema 5. /IenoBeie muchMa.

Bonpocwt ona ycmnozo onpoca:

1. Ilepeuncnure cyniecTByOMUE KIaCCUPUKAIUU CITY>KEOHBIX MTHCEM.

2. CocraBbTe PopMyIIsip CIy)KEOHOTO THUChMA.

3. OnummTe 0COOEHHOCTH MOCTPOeHUs MpocToro (1-2 yacTu) TekcTa MUchbma.

4. OnumuTe 0COOCHHOCTHU MOCTPOCHUS CIIOKHOTO (3-4 4acTH) TEKCTa MUChMA.

5. [lepeuncante U mpuBeAUTE MPUMEPHI CIOCOO0B YHU(PHUKAIMH JI€JI0BOTO IMHChMA.
6. Ilepeuncnute BUIBI KOMMEPYECKUX ITHACEM.

7. Uto Takoe odepTa, HA30BUTE OCOOEHHOCTH €€ 0popMIICHUSI.

8. Uro Takoe pexyiaMarivs, Ha30BUTE OCOOECHHOCTH €€ 0(hOPMIICHHUS.

Ilpakmuueckue 3a0anus:

1. CocraButh popmyssip nuchbMa i MPEASI0KEHHOr0 00pasia.

2. HaiiTn HETOYHOCTH B OOPMIICHHH MTUChMa, OPOPMHTH JOKYMEHT B COOTBETCTBUH C TPEOOBAHUSIMHU
CTaHJapTa.

3. CoctaButh IHCHEMO TIpocToe (1-2 yacTu TekcTa)

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

5. CocTtaBuTh NMUCHMO ¢ TpadapeTHbiM TekcToM. Tema 6. KoppecnionaeHIus, cBsA3aHHas C IPOBEACHHU-
€M MEPUOINYECKUX MEPOIIPUATHIA.

Tema 6. Koppecrionaenuus, CBS3aHHas ¢ IPOBEACHUEM MTEPUOJUUECKUX MEPOIPUITUH.

Bonpocwt onsa ycmunozo onpoca:

. UTto Takoe mpoToKon?

. CoctaBbTe QOpMyIIsip MPOTOKOIIA.

. Onumure CTpyKTypy TEKCTa IPOTOKOJIA.

. B ueM ocoOeHHOCTH MoANUCaHUS IPOTOKOJIA?

Bunper nporokonoB. OcHOBHBIE TpeOOBaHUS K OPOPMIICHUTO.

Kak odopmisieTcs BbIMCcKa U3 IPOTOKOJIa?

Kak cTpositcs TekcThl MUChbMa-IIpUIIallieHus, MUChbMa-U3BeICHUS?

. Kakue TpeboBanMs MpebsIBISIOTCS K TEKCTY TeJIErpaMMbl U Telne(OoHOrpaMmbl?
. Kakue TpeboBanus NpeIbsABISIOTCS K TEKCTY JIEKTPOHHOTO COOOIIEHNs?

©CONOUTAWN -

Ilpakmuueckue 3a0anus:
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1. CoctaBuTh GOPMYIISIP «pPEATBHOT0Y MPOTOKOJIA.

2. Haiitu HEeTOUHOCTH B O()OPMIICHUH ITPOTOKOJIA, MCIPABUTH U OOPMHUTH JOKYMEHT.
3. Ha ocHOBaHMHM MOJTHOTO MPOTOKOIA O)OPMUTH KPATKHI MPOTOKOJ.

4. OhopMUTB BHIHCKY U3 IPOTOKOJIA.

5. OpopMUTH MHCHMO-U3BEIIEHUE C 000OIIEHHBIM aJPECaTOM.

Tema 7. KommMepueckast nepenucka ¢ 3apyOeKHbIMU ITapTHEPAMHU.

Bonpocwl ona ycmnuozo onpoca:

1. Kakue crangaptel UCO pernamMeHTHPYIOT 0GOPMIICHHE IEIOBOM MEPETUCKHU?
2. Kakue ¢opmaTsl Oymaru UCIoib3yloTcs B MEeXAYHApPOIHOU nepenucke?

3. Kak cripoexTrpoBaHbl OTaHKU AJIS1 MEKTYHAPOJHBIX ITUCEM?

4. Buibl MeXyHAPOIHBIX ITUCEM.

5. Ocobennoctu ohopMiIeHUST PEKBU3HUTOB.

IIpakmuueckue 3a0anus:
1. [IpoBecTH cCONMOCTaBUTENBHBIN aHAIN3 00PA3I0B MEKAYHAPOAHOTO M POCCHICKOTO JICIIOBOTO MHCh-
Ma.

Tema 8. Opranuzaius 10KyMeHTOO00pOTa.

Bonpocwt ona ycmnozo onpoca:

. Ilepeunciaure OCHOBHBIE 3Talbl JOKYyMEHTOO00pOTA, TaiiTe UM ONpEeICHHS.

. Kakue TpeboBaHMs MpeIbsIBISIOTCS K PETHCTPALUHU BXOISAIINX JTOKYMEHTOB?

. JlaiiTe XapaKTepUCTUKY OpraHU3aluy KOHTPOJIS UCIIOJIHEHMS] IOKYMEHTOB.

. JlaliTe XapakTepUCTUKY OpraHu3alui (GOPMUPOBAHUS JIEII.

. Uro Takoe HoMeHKatypa aen? Kakosa nepruoguuHOCTh BHECEHUSI U3MEHEHUIN?

. [lepeuncnure Bubl HOMEHKIATYP.

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

. Kakas unpopmanus He MOkeT OBITH OTHECEHA K Pa3psily «KOMMEPUYECKOW TaiHBI»)?
. Kak ocymecTBisiercst peructpanus 1 yuet oOpaleHuil rpaxaan?

10. Kakue cymecTBYIOT CPOKH UCTIOHEHHS 0OparieHmii?

11. IIpaBuna yuera yCTHBIX OOpaIleHUH.

Ilpakmuueckue 3a0anus:

1. Ilpoananu3upoBatk Cily>keOHbIE OTMETKU Ha JJOKYMEHTE.

2. Ilo ciry>xeOHBIM OTMETKaM Ha JJOKYMEHTE PeKOHCTPYHPOBATh XPOHOJIOTHIO JJOKYMEHTOO00POTA.

3. IIpocTaBuTh Ha AOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOLIHE JIEIONPOU3BOJICTBEHHBIM ONEpAIUsIM
(peructpanii BXOZSIIETO JOKYMEHTA, PACCMOTPEHHUIO U NPUHATUIO PEIIEHUS, KOHTPOJIIO HCIIOIHEHUS,
HaIPABJICHUIO B JIEIIO).

4. Ha nmpumepe HOMEHKJIATYphl Aesl IPOaHAIU3UPOBATh MPUHIUI TPYIIIUPOBKHU /1€ U YCTAaHOBJIECHUS
CPOKOB XpaHEHUs JIEeIl.

O©CoOoONO OIS~ WN B

Ilpumep mecma
1. [TpaBuiia U OpraHu3anyio JOKYMEHTAMOHHOTO 00eCIIeYeH s YIIpaBICHHs Ha MPEANPHUSATHH YCTaHABIIH-
BaeT:

- IIpaBuia BHyTpEHHETrO pacnopsiika

- Uncrpyknus no 10Y

- YcTaB npeanpuaTus
2. HabGop pekBU3UTOB O(UIIMATEHOTO THCBMEHHOTO TOKYMEHTA, PacIlOIOKEHHBIX B ONPEIeTICHHOM mocIe-
JIOBATEIbHOCTH, Ha3bIBACTCS:

- GopmyInsipoM TOKyMeHTa

- OJJaHKOM JIOKyMEHTa

- JIOKYMEHTOM
3. CpOKOBBII KOHTPOJIb UCIIOTHEHUS JOKYMEHTA OCYILECTBIISIETCS:
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- PYKOBOJAUTEJIEM OpraHU3aliu
- cyx60ii IOY
- MCIIOJIHUTEJIEM OPYUYCHHUS
4. PexBU3UTOM, COiEpKAILUNCS TOJBKO B IUCbMaX-0TBETAX, SIBISIETCSA:
- agpecat
- CChUIKA Ha PETUCTPAIIMOHHBIN HOMEp U JaTy JOKYMEHTa
- OTMETKA O MOCTYIJICHUH JOKYMEHTa B OpraHu3aluu
5. McnionHeHne pe30aouy PYKOBOAUTENS HA JIOKYMEHTE OCYILIECTBIISETCS:
- OTBETCTBEHHBIM HCIIOJIHUTENEM, Ubsl (DaMUIINs yKa3bIBA€TCsI IEPBOM B PE30JIIOLIUU
- OTBETCTBEHHBIM HCIIOJIHUTEIIEM COBMECTHO C COTPYIHUKAMH, YKa3aHHBIMHU B TOKYMEHTE
- BCEMH HMCIIOJIHUTESIMY, YKa3aHHBIMH B JOKYMEHTE, KPOME OTBETCTBEHHOI'O MCIIOJIHUTENS, KOTO-
PBIi OCYIIECTBISET KOHTPOIUPYIONIYIO (PYHKITHIO
6. JlokyMeHT, B KOTOPOM BOCIPOM3BOAUTCS pekBU3UT «lloamnucky» 6e3 IMYHOM nmoAnucH:
- BBINIKUCKA U3 PACHOPSAIUTEIBLHOIO TOKYMEHTa
- aKT
- IIPOTOKOJI 3aCEeJaHUs
7. PacniopsiqurenbHas 4acTh TOKyMEHTA, HPUHATOrO KOJUIETHAIbHBIMU OpraHaMy, HAYMHAETCS CO CIIOB:
- [TIPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEH/IVIO)
- IOCTAHOBJISAET (PELLHAET)
8. KommMepueckuil T0KyMeHT, coJiepKalluil peIbsBIeHUE IPETEH3UN K CTOPOHE, HApYLIUBILEH PUHSTHIE
- Ha ce0s 10 KOHTPaKTy 0053aTeNbCTBA U TPEOOBAHMS BO3MEIICHHUS YOBITKOB, HA3bIBACTCS:
- MMUCbMO-HallOMUHAHUE
rapaHTUMHOE MUCHbMO
MUCbMO-pEeKIaMaIis
9. lns opranu3anuii ¢ HEOOIBIINM TOKYMEHTOOOOPOTOM YaIlle BCEro MPUMEHSTCS ... popMa AeTOMmpou3-
BOJICTBA:
- LIEHTpaJIM30BaHHAA
- CMeEIIaHHas
- JIELlEHTPAIN30BaHHAs
10. lokyMeHT, onpe/ieleHHbIH B TOJIKOBBIX CJIOBAPSIX PYCCKOIO SI3bIKa KaK «IOKYMEHT C 3alHChIO BCETO-
MPOUCXOSIIEr0 Ha 3aCeAaHUN, COOPaHUNY:
- TIPOTOKOJI
- TIOCTaHOBJICHUE
- peuieHue
11. TTonHyro 3anuch BCEro X0/1a 3aCeIaHUs OTPakaer:
- TIOJIHBIA IPOTOKOJI
- KpaTKHM MPOTOKOJI
- creHorpau4ecKuii MpOTOKOI
12. TlpenynpenuTenbHbI KOHTPOJIb MIPEAIOIAraeT:
- €KEJHEBHYIO ITOATOTOBKY CBEJEHHI O JOKYMEHTAX, CPOK UCIIOJHEHHS KOTOPBIX NCTEKAET CETOAHS
- ©KEMEeCSYHOEe WIN eKEKBapTaIbHOE COCTABIICHNE NIEPEYHS] HEHCIIOTHEHHBIX JOKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHS NPeaynpexIeHUue COTPYTHIKA O HEOOXOUMOCTH PELICHHUs TOPYUEHHO-
ro eMy BoIIpoca
13. HaumeHoBaHMe JOKYMEHTA, OJTHUM U3 pa3/enoB KoToporo sBisercs «IIpeamOymnax:
- TOJDKHOCTHASI MHCTPYKITUS
- JIOTOBOP
- MCKOBOE 3as1BJICHHE
14. IokyMeHT MOXeT ObITh IMOANUCAH UCTIOIHSIIONUM 00s13aHHOCTH JOJDKHOCTHOTO JIMIIA C:
- YKa3aHueM ero (hakTHUecKOH JOKHOCTU U haMUIINU
- TPOCTABJIEHUEM IIPEIOTA «3a» WU HAJIMHCH OT PYKH «3aM.»
- MPOCTAaBJIEHUEM KOCON YepThI Nepe/l HAUMEHOBAHUEM JIOJKHOCTH
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15. PeructpanioHHBI HOMEP JOKYMEHTA, COCTABJICHHOT'O COBMECTHO JBYMS U 00Jiee OpraHu3alHsIMH,
npeCcTaBisieT COOOM:
- perucTparMoOHHBIA HOMEp TIOKYMEHTa OpraHu3allui, yKa3aHHOW Ha OJIaHKe TIEpBOM
- perHCTpaAIMOHHBIN HOMEpP JOKYMEHTA OPTaHU3AINH, B KOTOPOU TOKYMEHT (haKTHUECKU CO3/1aBaJICs
- perucTpanoHHbIe HOMEpPa JOKYMEHTa KaX/I0i 13 OpraHu3aluii, IPOCTABISIEMbIX Yepe3 KOCYIO
YepTy B HOPAJKE YKa3aHUA aBTOPOB B JOKYMEHTE

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

KonrtponpHas paboTa Ha 3204HOM OTAEJICHUM COCTOUT B PELICHHWHM 3a/a4 0 TeMaM Kypca. Bapu-
aHTHI 337]a4 U METOJUYECKHE YKa3aHUS K WX BBIIOJHEHHUIO MPUBEACHBI B Memoouueckux yKazaHusx no
8bINOIHEHUIO KOHMPONbHOU pabomsl no oucyuniune «/Jokymenmuposanue npogeccuoHaIbHol oesameb-

HOCmuy 0J1s1 cmyoenmos, ooyuarowuxcs no nanpaeienuro 38.03.01 Sxonomuxa

6.2. HpnMeprle BOIIPOCHI U 3a/laHUA / 3agavuu aJis HpOMe)l(yTO‘lHOﬁ arrecranuun

Tabmuua 8 - IlpumepHbIe TEOPETUYECKHE BOMIPOCHI U MPAKTUYECKUE 33aJaHMs / 3a[Jauu Ui [poMe-
YKYTOYHOH arTecTaluu

Ne | Paznensl u TeMbl [IpuMepHBIE TEOPETUUECKUE BOIIPOCHI IIpumepHsbIe
MIPaKTUYECKUE
3amanus /
3aa4u

1 | JokyMeHT u cuc- 1. Ilonsitue o noxkymenre. Kiaccudukanmu 1oKyMeHTOB. 3ananue (cMm.
TEMBI IOKyMCHTa- 2. Yauukanus ¥ CTaHAApTU3alMsl YIMPaBICHYECKUX JOKYMEHTOB. | MOcIe TabTHLIBI)
uuu. [lonsrue ne- YHuUIUpOBaHHBIE CHCTEMBI JOKYMECHTAIIH.

JIONIPOM3BOJCTBA

2 | TpeboBanwus K co- 3. T'OCT P 6.30-2003. CocraB crangapTa, 3Hau€HHE Ul YIPaBICH- 3apnanue (cM.
CTaBJICHUIO U YEeCKOU JesATEIHbHOCTH. noce TabuLpl)
0 OpMIIEHUIO 4. ®opmysap-odpaszer; kak oOIIasi MOJENb IMOCTPOCHHUS peTiiaMeH-
yIpaBJIEHIECKOM TUPOBAHHOTO YIIPABJICHYECKOTO IOKYMEHTA.

JIOKyMEHTALUU 5. PexBusutel mocrostHHbie (01-04); xapakTepucTHKa, MpaBHia
odopmIeHusI.
6. PexBusutel mocrostHEble  (05-09); xapakTepucTHKa, IpaBHIia
odopmIreHUs
7. bnaHK, BU/IbI OJTAHKOB.
8. PexBu3uTHI 3aronoBouHOM yactu nokymeHta (10-14), xapakrepu-
CTHKa, IIpaBuiia 0OPMIICHHUS.
9. [paBuia agpecoBaHus JOKYMEHTOB.
10. Ocobennoctu 0pOpMIIEHHUS TEKCTa CIY)KeOHOTO JOKYMEHTa
11. PexBusutsl 18 u 21; xapakrepucTuka, IpaBuia o)OpMICHHUS.
12. PexBu3utel 22 u 25; XapaKTepUCTHUKA, IPpaBUIa 0OPMIICHUS.
13. PexBu3utel 16 u 26; xapakTepucTHKa, IpaBuia 0OPMIICHHUS.
14. PexBusuthl 23 1 24; xapakTepuCcTHKA, IpaBrUiIa 0hOpMIICHUS.
15. PexBusuthl 17, 19, 27; xapakTepucTrka, mpaBuia 0QopMIIeHHUS.
16. PexBusutsl 28 — 30; xapakTepUCTHKA, MPaBUIa OQPOPMIICHUS.

3 | CoBpemennsie cio- | 17. CoBpeMeHHbIE crIOCOOBI M TEXHUKA CO3IaHUS JIOKYMEHTOB. 3ananue (CMm.
COOBI 1 TEXHUKA 1ocsie TabIIHIIbI)
CO3/1aHUA AOKY-

MEHTOB
4 | Cocrasnenue OP/l | 18. YCOP/. HaznaueHue cuctemMsl, XapaKTepUCTHKA TPYII U BUIOB 3ananue (cM.
JIOKyMEHTOB. oCIIe TaOJTUIIBI)
19. Cucrema opraHu3aliOHHBIX JOKYMEHTOB. Ha3HaueHwe, BUJIBI
JIOKYMEHTOB.
20. JloroBopa u KOHTpaKThbl, kiaccupukanuu. TpeGoBaHUs K
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Paznensl u TeMBbl

[IpumepHbIe TEOpPETUUECKUE BOIIPOCHI

IIpumepHbIE
IIPAKTUYECKHE
saganus /
3aJ1a4u

0(pOPMIICHHIO.

21. lomxHOCTHAasE MHCTPYKUHSA; 0COOEHHOCTH ITOKYMEHTHPOBAHHSI.
CtpyKkTypa TeKcTa.

22. Cucrema pacmopsiIUTENILHBIX JIOKYMEHTOB. HasHauenue, BHIBI
JIOKYMEHTOB.

23. Ilpukassl, BUABl NpuKa3oB. OCOOCHHOCTH JOKYMEHTHPOBAaHUS
mpuka3oB. CTpyKTypa TeKcTa.

24. YuudunupoBanHsie (HOpMbI KaIPOBBIX IIPHKA30B.

25. Pacnopsokenusi. Oco0eHHOCTH 0(pOPM-JICHHS, CTPYKTYpa TEKCTa.
26. ITocranoBienus, penieHnsi. OcobeHHOCTH 0QOpMIICHHS, CTPYK-
Typa TeKCTa.

27. Cucrema crpaBOYHO-MH()OPMAIIMOHHBIX AOKyMeHTOB. HazHnaue-
HUE, BUJBI.

28. JloknamHas 3ammcka, BUABI; ocoOeHHOCTH odopmieHus. CTpyk-
Typa TeKCTa.

29. Cnpagka, Bujpl cripaBok. OcobeHHOCTH OPOPMIICHUS, CTPYKTY-
pa TekcTa.

30. AxT, Buasl aktoB. OcoOeHHOCTH O(OPMIIEHHS, CTPYKTYpa TeK-
cTa.

Obpamenns rpaxnan. Haznauenue, Bunsr, OcobeHHOCTH OhopmIte-
HUSI, CTPYKTYpa TEKCTA.

JlenoBelie muchMa

31. JlenoBble mucbMa. XapaKTEPUCTHKA U KJIACCH(DUKAIUH.
32. Kommepueckue nucbMa. XapakTepUCTHKa U KIaCCUPHUKAIINH.
OcoOEHHOCTH IMOCTPOCHHS TEKCTA CIYKEOHOTO MHUChMa.

3ananue (cM.
nocie TabIuIpbl)

Koppecnonnennus,
CBsI3aHHAs C IIPO-
BEJICHHEM TEPUO-
JUYECKUX MEpOo-
NPUATHN

33. MexayHapoaHble MHCHMA.
34. Crangaptsl UCO Ha opopmiteHHE 1€TI0BOH MEPEITHCKH.

3amaHue (cM.
TocJIe TabJIUIIBI)

Kommepueckas
TIEPEeTnCcKa ¢ 3apy-
OEKHBIMH TIAPTHE-
pamu

35. IIpoTokos, BUIABI MPOTOKOIOB. OCOOCHHOCTH IOCTPOCHHUS TEK-
cra.

36. CpezcTBa ONEpaTHUBHOM CBS3M (TelnerpaMma, TeNeKC, dJEKTPOH-
HOe coo0IeHue, Tenedonorpamma). TpeboBanus K 0(OPMIICHHIO.

3amanue (cM.
nocJe TaOIHIbL)

Opranmzanus 10-
KyMeHTo0oOOpoTa

37. Xapakrepucruka ['C JIOY. Conepxanue AeI0MPOU3BO/ICTRA.
38. Co3anue mpoeKTa JIOKyMEHTa, COTJIACOBAaHUE KaK ATaIbl JJOKY-
MEHTHPOBAHHSI.

39. YaocTtoBepeHue JOKyMEHTOB, BHIBL.

40. Peructpanust BXOISIINX ¥ UCXOASAIINX JOKYMEHTOB.

41. IIpaBuna 00paOOTKH M PACCMOTPEHUS BXOJSAIINX IOKYMEHTOB.
42. TlpaBuina opraHu3aliii KOHTPOJIS UCTIOJIHEHHS JOKYMEHTOB.
43. TlpaBuna GpopMUPOBAHHUS 1 XPAHEHUS JIEIT.

44. HomeHKaTypa /e, BUABI.

45. DKkcnepTH3a HEHHOCTH JOKYMEHTOB.

46. INoarororka e kK caave B apxuB. CpOKH XpaHECHHUS.

47. IloHsiTHe KOMMEPYECKOH TaifHBI.

48. Opranu3zanus KOHOHUESHIIMATHLHOTO JAEIONPOU3BO/ICTRA.

3amanue (cM.
rocJe TaOIHIbL)

IIpumepHbIe 3a1aHNS K 3a4eTy

3ananue 1.

[Tonb3ysace TpynoBeiM koaekcoM P® rmasoit 10 u 11. Onummmre nomaroByro Npouenypy npuema
pabOTHHKAa HAa OCHOBHYIO pa0OTy U (WJIM) MO COBMECTUTEILCTBY. 3alOJHUTE MPEIIOKEHHBIE 00pasIlbl
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JIOKYMEHTOB, O(pOPMIISIEMBIX MPH TIpHeMe pabOTHUKA Ha PaboTYy.

3amanue 2.

[Tons3ysce TpynoBeiM konexkcom P® rmaBoit 12. Omnuimmre MOMIaroByr MNPOLEAYPY H3MEHEHUS
TPYZOBOrO JIOTOBOPA, B TOM 4YHCJE IepeBo] padOTHHUKA Ha JPYryr0 paboTy. 3alojHUTE MpeyIoKEHHbIE
00pa3ibl TOKyMEHTOB, 0)OPMIISIEMBIX TIPU H3MEHEHUH YCIIOBHIA.

3ananue 3.
[Tonp3ysice TpynoBbiM kojekcom P® rmapoit 19. OnuinTe momaroByr Mnporeaypy Ha3HauYeHUs OT-
mycka. 3aroJTHUTE MPEIT0KEHHBIE 00pa3Ilbl JOKYMEHTOB, 0OPMIIIEMBIX ITPH 0(OPMIICHIH OTITyCKa

3ananue 4.

[Tonp3ysce TpynoBeiM koaekcom P® rnaBoii 13. Onuiiurte momaroByr MNpoUENypY YBOJbHEHUS
paboTHHKA. 3amoNHUTE MPEeAI0KEHHbIE 00pa3ibl JOKYMEHTOB, O(hOpMIISIEMbIX MPH YBOJIBHEHHH COTPY/I-
HUKA.
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