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1 Ieab AMCHUIIMHBI.
B pesynprare ocBOEHUS MaHHOW TUCIUIUIMHBI Y O0O0YYaromerocs JTODKHBI ObITh C(HOPMHUPOBAHBI

KOMIIETEHIIMM OCHOBHOHM mHpodeccnoHaIbHON 00pa30BaTeNbHOM MpPOrpaMMBbl CHenuaiuTeTa (Janee -
OIIOII): YK-4, OIIK-6.

d)opanyeMLIe KOMIIETCHIIUM, MHIUKATOPHBI JTOCTUKCHUS KOMHeTeHHHﬁ, 3HAHUA,

YMEHUS, HABBIKH

Tabmuma 1 — MHauKaTophl TOCTHKEHUS KOMITETCHIINH, (POopMUpyeMble AUCITUTUTHHON

Kon n nazsanue

I/IHZ[I/IKaTOpI)I JOCTHIXCHUA KOMIICTCH-

3HaHus, yMeHMs, HaBBIKK (3YB),

KOMIIETCHILIUN uu o OITOIT Q)OpMpreMLIe JMCLUILIHHOM
YK-4. Cnoco6en | YK 4.1 Hcnonb3yeT urepaTypHyto | 3Hars:
NPUMEHSTs  COBpe- | GOPMyY rOCYAapCTBEHHOTO si3bika B | - TPE00BaHNA, NPEbABIIEMbIe K 0QOPMICHMIO
. . MIPOLIECCYaTbHOM U CIY)KEOHOW JOKyMEHTAIUH
MEHHBIE KOMMYHHU- | YCTHOH W MHUCHhMEHHOW KOMMYHHU-

KaTUBHBIE TEXHOJIO-
THH, B TOM YHUCIIe Ha
MHOCTPaHHOM(BIX)
s3bIke(ax), Ui akKa-
JIEMUYECKOTO u
npodeccnoHanbHOTO
B3aUMOJICVCTBUS

Kalluy Ha TOCYJapCTBEHHOM U MHO-
CTPAaHHOM SI3bIKaXx.

VYK 4.2 BocnpyHUMaeT ¥ IOHUMAET
YCTHYIO U IHUCBMEHHYIO pedb Ha
roCy/1apCTBEHHOM M HHOCTPAHHOM
A3bIKaX ¢ Y4ETOM YCIIOBHM peueBo-
ro B3aUMOJIEUCTBUSA; CO3J1aeT U
KOPPEKTHPYET BBICKAa3bIBAaHUS B
TUIIOBBIX CUTYyallUsSIX I1OBCEIHEB-
HOM U J1eJIOBOH KOMMYHMKAIIHUH.
VYK 4.3 Opranusyer 1enoByro
KOMMYHHMKAIMIO Ha IOCYJapCTBEH-
HOM U MHOCTPaHHOM SI3bIKax B CO-
OTBETCTBUM C TPEOOBAaHMAMH K €&
peanusanum.

VYK 4.4 IlporHo3upyer, OLEHHBAET
U KOPPEKTUPYET KOMMYHUKATUBHOE
MIOBEJICHUE B YCIIOBUSIX YCTHOIO H
MMUCBMEHHOTO OOIIEHUSI Ha TOCY-
JAPCTBEHHOM U MHOCTPAHHOM SI3BI-
Kax.

B chepe mpodeccHoHAIBbHOM eATSIBHOCTH TIPU
peanu3am HOpM aJIMUHUCTPATHBHO-
MPOIIECCyaTbHOTO " YTOJIOBHO-
MIPOIIECCYaTbHOTO 3aKOHOIATEIIECTBA.

Ymern:

- COCTaBJSATH OQHIHANBbHBIC MUCHMEHHBIE HO-
KYMCHTBI, TPaBIJIFHO W IIOJHO OTPAXKAIOIIUE
pe3ynbTaThl NPO(hEeCCHOHANBHOM e TeIbHOCTH;
- UCIIOJIb30BaTh MPO(ECCHOHATBHYIO TEPMHHO-
JIOTHIO TIPH COCTABJICHHM CIIyXeOHOH U mpoIiec-
CyalbHOM JOKYMEHTAIMU B MPO(EeCCHOHATBHOM
JICSITENIPHOCTH TIPU peau3allid HOpM aIMHHH-
CTPaTHUBHO-TIPOLIECCYAIBHOTO M YT'OJIOBHO-
MIPOIIECCYaTbHOTO 3aKOHOIATEIIECTBRA.

Baangern:

- HaBbIKaMMU COCTaBJICHUA OJOKYMCHTAIlUH, OT-
poheCCHOHATEHON
JIEATEIPHOCTH B COOTBETCTBUU C TpeOOBaHUSI-

paxkarollell pe3yJbTaThl

MH, TperbsBIsieMbIMH B cdepe mpodeccno-
HaJIbHOM JIESATEIBHOCTH TIPH Peallu3aluyl HOpM
aJIMUHHCTPATUBHO-TIPOIIECCYAIBHOTO M yTO-
JIOBHO-TIPOLIECCYAJILHOTO 3aKOHOJIaTEIbCTBA.




OIIK-6. Cmocoben
UCTONB30BaTh  CO-
BpeMeHHbIE HH(DOP-
MaIMOHHBIE TEXHO-
JIOTHM W TIPOTpaMM-
HbIE CpEeACTBa NpHU
pemennn  npodec-
CHOHAJIbHBIX 3a/1a4

OIIK-6.1. Hcnonb3yeT COBpEeMEH-
HBIE METOJBI W CpEJICTBA TOIyde-
HUsSI, TIPEACTABIICHHUS, XPAHCHHS W
00pabOTKH JTaHHBIX MPU PEIICHUU
npodeccoHaIbHBIX 3aj1a4.
OIIK-6.2. BriOupaer u nmpuMeHseT
npodeccruoHaIbHbIE MPOrpPaMMHbBIE
CpeACTBa JUIsl PEUICHHS TPUKIIAJI-
HBIX 3371a4.

3HaTh:

- TpeboBaHus, NpeabsBIsieMble K 0)OPMIICHUIO
NpOLECCYaTbHOW M CITy>)KeOHOH JTOKYMEHTAIMH
B chepe nmpodeccuoHabHON EATETbHOCTH MPH
peanuzanuu HOPM aJIMUHHUCTPATHBHO-
IpoLecCyaIbHOTO " YTOJIOBHO-
MpOLECCYaTIbHOTO 3aKOHOAATEINIBCTBA.

Ymern:

- COCTaBJATH OQHIHANBbHBIE MHUCHMEHHBIE IO-
KYMCHTBI, TPaBIJIFHO W IIOJTHO OTPaYKAIOIIHE
pe3yIbTaTHI IPOPECCHOHATBHON NesTeIHbHOCTH;
- WCTOJB30BaTh NMPO(ECCHOHATBHYI0 TEPMHHO-
JIOTHIO NIPU COCTABJICHUH CITy>KeOHOH | mporec-
CyaJIbHOM JOKYMEHTAllMU B NMPO(eCCHOHATLHOM
JIeSITEIbHOCTH TIPU peaju3allil HOPM aJMHHH-
CTPaTUBHO-TIPOLIECCYAIbHOTO U YTOJIOBHO-
MpOLECCYaIbHOI0 3aKOHOAATENILCTBA.

Baaners:

- HaBbIKaMMU COCTaBJICHUA OJOKYMCHTAIlUH, OT-

pakaromied pe3ynabpTaThl  NMPOoecCHOHATBHON
JIEITEIIFHOCTH B COOTBETCTBHU C TpeOOBAaHUS-
MH, TperpsBIsIeMBIMH B cdepe mnpodeccno-
HaJIbHOM JESATEIBHOCTH TPH Pealli3aluyl HOpM
aJIMUHHCTPATUBHO-TIPOLIECCYAIbHOTO W YTO-

JIOBHO-MIPONCCCYATIBHOI'O 3aKOHOAATCJILCTBA.




2 O0béM M TPYTOEMKOCTH JUCHMILIMHBI MO BHAAM Y4YeOHBIX 3aHSITHI.
DopMbI IPOMEKYTOYHOU ATTECTALUH.

Tabmuma 3 — O0beM U TPYA0EMKOCTh AUCITUIUIMHBI IO BUJAM YUE€OHBIX 3aHITHI

06 6Hol DAl O06BéM yacoB o Gpopmam
masi TPYJOEMKOCTh ¥ BHJbI y4eOHOW pabOThl MO AHMCIIH- oByeHus
IUTMHE, TPOBOAMMBIE B pa3HbIX (popmax 560 350
1 O61miast TpyJ0€MKOCTh AUCIUILITNHBI 144 144
2 KonraktHass paborta oOydaromuxcs ¢ MpernojaaBaTesieM (1o 48 10
BHJIaM YIEOHBIX 3aHSITHIA) (BCETO)
AynutopHas pabora (Bcero): 48 10
B TOM YHCIIE:
JIEKIIUU 16 6
MPAKTHYECKHUE 3aHATHSI, CEMUHAPBI 32 4
MIPAKTUKYMBI
J1a00paTOpHBIC PAOOTHI
B UHTEPAKTHUBHOU (popme
B JICKTPOHHOU (hopMme
Bueaynuropnas pabota (Bcero): 96 130
B TOM 4YHCIie, HHAUBHIyallbHas paboTa o0ydaroumxcs ¢ npe-
0JIaBaTeIeM
II0JIF0OTOBKA KOHTPOJIbHON pabOThI 10
IPYNIOBasi, WHIUBUIyaTbHAs KOHCYJIbTAIWSI U WHBIC BHJIBI
y4eOHOU JesATENbHOCTH, MPeIyCcMaTpUBAIOIIUE TPYIIOBYIO
WM WHIWBUIYATbHYIO padoTy O00ydYaromuXcs ¢ MpernojiaBa-
TeNeM)
TBOpYecKas pabora (dcce)
3 CamocTrosrenpHas pabora oOydaromuxcs (Bcero) 96 130
4 TIpoMexyTodHas aTTecTalusi 00yJarIerocs — 3a4eT ¢ OleH- - 4
KOW




3. YueOHO-TeMaTHYeCKHI IJIAH U COAePKAHUE TUCIHUIINHDI.

3.1 YyeOHO-TeMATHYECCKHUM IIJIAH

Tabmuua 4 - YueOHO-TeMaTUUECKUH TUIaH

07151 O4UHOU hopmbl 0OYUeHun

Buabl y4eOHbIX 3aHATHI, BKJIIOYAs CAMO-
CTOSATE/ILHYIO PAGOTy 00y4alOLIMXCSH U TPY-

. "
= =2
g g = JOEMKOCTb D
- -8 (8 acax) OpMBbI TEKYLIero
= o ak KOHTPO.I ¥ IPOMEIKY-
Paszngen qaucuuniainHbl =2 caMoCTOs- o
2 g yuyeOHasi paGoTa reabHast TOYHOH aTTeCTALMH
CIIeBaeMoOCTH
CeMUHAPBI, pabora y
BCero JIEKIIMH NPaKTHYECKHE oby4aro-
3aHATHSA mxcst
JOKYMEHT U CHCTEMBI JOKYMEH-
1 | raruu. [lonsiTre Aemonpou3BoI- 18 4 1 13 VYcTHBI ompoc
CTBa
TpebGoBaHHS K COCTaBICHHIO H .
VYernsiit onpoc [pak-
2 | odhopmueHHrO MpoecCHOHATh- 18 2 5 11
N TUYECKHE 3aaHus
HOM TOKyMEHTAIlUU
3 CoBpeMeHHbIE CTIOCOOBI M TEXHH- 18 2 5 11 VYernsiit onpoc Ipak-
Ka CO3/IaHUs JOKYMEHTOB TUYECKHE 3aaHus
Ycrabiit onpoc Ipak-
4 | Cocrasnenne OP]I 18 2 5 11 poc Lip
THYCCKHE 3aJaHus
IIpakTrnueckue 3ana-
5 | JenoBble muchMa 18 2 5 11 P A
HUS
KoppecnonaeHus, cBa3aHHas C N
pp ACHLINA, VYernslit onpoc IIpak-
6 | mpoBeIEeHUEM MEPHOINUECKUX 18 2 5 11
N TUYECKHE 3aaHus
MEpONpUATUI
7 Kommepueckas nepenucka c 3a- 18 2 5 11 VYerasiit onpoc IIpak-
PyOSKHBIMH ITapTHEPAMHU THYCCKHE 3aJaHus
Opranu3zaius JOKyMeHT000opoTa VYeTHBI onpoc
IIpakTrHueckue 3a1a-
8 18 2 5 11 P A
HUS
TectupoBanue
[IpomexyTouHas aTTecTalus N
p yT H 36 3aueT ¢ OIeHKOU
oOydJatomerocs
HTroro 144 16 32 96
0715 3a04HOU hopmbl 0OyUenus
—_ Buabl yueOHbIX 3aHATHIA, BKJIIOYAsk caMoO-
o g CTOATEJILHYI0 Pa0oTy 00y4JaoImuxcs H TPy-
%: g ? J0EMKOCTh
- =S (B uacax) @DopMBbI TEKYLIETro
B Pa3nes nucuuInHbBI © & E caMoCTOsA- KOHTPOJISI H POME3KY-
4 P yueduasi padora TOYHOH aTTeCcTALNHU
TeJbHasA
CIeBaEMOCTH
CeMHMHAapBbI, paGora y
BCero JIEKIIMHA NMpaKkTHYeCKHe o6y4aro-
3aHATHSA Iuxcs
JIOKyMEHT ¥ CHCTEMBI TOKYMEH-
1 | raruu. [lonsiTue aemonponsBoI- 20 0,5 0,5 19 VYceTHBIi ompoc
CTBa
TpeboBaHUS K COCTABICHUIO U Vermsii ompoc Tpax
2 | opopmieHuto npodeccuoHab- 21 0,5 0,5 20 p P
N TUYECKHUE 3a]aHus
HOU TOKyMEHTalluu
CoBpeMeHHBIE CTIOCOOBI ¥ TEXHU- Yernsrit onpoc [pak-
3 P 21,5 1 05 20 poc Lp

Ka CO3JIaHUs JOKYMECHTOB

THYCCKHUC 3aJIaHUA




4 | Cocrasenne OPJ] 215 1 0,5 20 Yermpiid onpoc Ipax-
TUYECKUE 3aJIaHUs
5 | [enoBble mucpMa 21,5 1 0,5 20 Hpaxruueckue sana-
HUS
Koppecnonnenus, cBsa3aHHas C N
’ VYerhslii onpoc [pak-
6 | mpoBenEeHUEM MEPUOJUICCKUX 215 1 0,5 20 p P
. TUYECKHE 3a/JaHuUs
MEPONIPHUATHI
7 KommMmepueckas nepenucka c 3a- 21 05 05 20 Yerasiit onpoc Ipak-
PpyOSKHBIMH MMapTHEPAMHU TUYECKHE 3aJaHUs
Opranu3zanysi JOKyMeHT0000poTa VYeTHBIH onpoc
8 22 15 05 20 IIpakTrHueckue 3aaa-
HUSA
TectupoBanue
[IpomeskyTouHas aTTecTaus 4 3aueT ¢ OLIEHKOH,
oOyuJaromerocs KOHTpOJIbHAS paboTa
HTroro 144 6 4 130

4 Ilopaaok oOULEeHMBAHHUS YCHEBAEMOCTH U C(HPOPMHPOBAHHOCTH
KOMIIETEHLIMI 00y4arIinerocs B TeKyleH U NpoOMeKYTOYHO! aTTecTalumn

JIJ1st TIOJIOKHUTEIBHOM OICHKH 10 Pe3yJIbTaTaM OCBOCHHS JUCIMILIMHBI 00ydaromeMycs Heo0Xo-
JTUMO BBITIOJIHUTE BCE YCTAHOBJICHHBIC BUABI yueOHOU paboThl. O1ieHKa pe3yIbTaToB paboThl 00yJaroIIe-
rocs B 6aymiax (1o BugaM) npuBeacHa B Tadauie 4.

Tabnuna 4 - [llkana u moka3aTesd OLEHUBAHUS PE3yIbTaTOB y4eOHOM paboThl 00Yy4AIOIIKXCS MO BUIAM

B OayibHO-peiTunrosoit cucreme (bPC)

VYuebnas padora | Cymma Bunel u pe3ynbraTel OueHka B aTTecTalluu Bbaist
(BUIBI) OayoB y4e0HOI paboThI (16 nemenn)
Texywian yueonas paboma ODP0O
oo 80 Jleknonnsie 3ausatus (90,5 6amra mocenienue | JSKIMOHHOTO 3aHITHS 1-4
Tekymas yuebuas| (100% |3ansaTuin)
pabota B cemectpe| /Gamios Ipaktuueckue  3amsTust|0,5 6ajaa - mocemende | MPakTHYECKOro 3aHs- 9-18
(nczcemeHHe 3atsi-| HPHBC- (18 samarwii). THS ¥ BBITIOJMHEHHE PaboThl Ha 51-65%
THA TIO  pacruca-| ICHHOU 1 6ann — nocemenue 1 3aHATHS M CYMIECTBEHHBINA
HHIO M BBILIOIHE- LIKaJIbI) BKJI4J| HA 3aHATHU B pabOTy BCEW IPYIIIbI, CAMO-
HHE 3a/IaHHH) CTOATENBHOCTL M BBINOJNHEHHE pabOTHl Ha 85,1-
100%
WunuBuayansHoe 3aaa-|{3a ogno U3 ot 4 o 8: 32-64
Hue (8 3amanuii) 4 6ama (BemosnHEHO 51 - 65% 3amaHuit)
6 6a/10B (BBITOIHEHO 66 - 85% 3anaHwii)
8 6amtoB (BemmonHEHO 86 - 100% 3amanuin)
HroroBsslii Tect 9 6anoB (51 - 65% npaBUILHBIX OTBETOB) 9-14
11 6anaoB (66 - 84% npaBUIBHBIX OTBETOB)
14 6anaos (85 - 100% mpaBHIIBHBIX OTBETOB)
Texywas yueonas paooma 3P0
300 80 KoHCHeKkThl TeM, BBIHO-|2 aJjia 3a YaCTUHYHOE PACKPBITHE TEMbI 12-24
Texymas yue6nas| (100% |cuMbIX Ha camocTosTENb-|3 DajIa 3a Ooliee MOJTHOE PACKPHITHE TEMbI
pabota B cemecTpe| /0anioB |Hoe  W3ydeHHe- 6 Tem|4 0ajlIa 32 TIOJHOE PACKPBHITHE TEMBI
(BbimonHeHue ca-| TPHBE- |(PYKOIHMCHBIE).
MOCTOSITETBHBIX neHHol |KouTponbHast pabota mo|3a ogHo 3aganue ot 3 10 7: 24-56
KOHCIIGKTOB, KOH-| IIKalbl) |Kypcy - 8 3amaHwuii 3 6as1a (BBIMOJIHEHO YACTHYHO C OIMIMOKAMMU)
TPOILHONW PabOTHI 5 6a,1510B (BBIMOJHEHO C HEJOYETAMU)
7 62,1710B (BBIIIOJIHEHO MOJHOCTBHIO BEPHO)

7




1 TECTA) Uroroseiii Tect (30 Bo-|5-9 6amna (51 - 65% npaBHIIBHBIX OTBETOB) 15-20

IIPOCOB) 10-15 6annoB (66 - 84% mpaBUIBHBIX OTBETOB)

16-20 6aaaoB (85 - 100% npaBUIIbHBIX OTBETOB)
Hroro no Texymeii padore B ceMecTpe 51-100

Hpomeafcymoquaﬂ ammecmauyus

[IpomexyTouHas 20 Bompoc 1. 5 6as10B (OpPOroBoe 3HAUCHHUE) 5-10
arrectaius (3auger| (100% 10 6ans10B (MaKcHMaIbHOE 3HAUCHHUE)
C OLICHKOIA) /6annoB |Bompoc 2. 5 6as10B (OpPOroBoe 3HAUCHHUE) 5-10
HpHUBe- 10 6an10B (MakcHMaIbHOE 3HAUCHHUE)
JIeHHOW |Brimonuenue 3ananus 1. |4 6asa (moporosoe 3HaueHue) 4-8
ILIKAJIbI) 8 6a10B (MakcMMaIbHOE 3HAYCHHE)
Brmonaenne 3aganus 2. |6 6a110B (IOPOTOBOE 3HAUCHIE) 6-12
12 6ansoB (MakCUMaIbHOE 3HAYCHHE)
HToro no npoMe;KyTo4Hoi arrecramun (3a4er ¢ OHEHKO#) 20-40
CymmapHas onleHka no gucuumiaune: CymMmMa 0amioB TEKyIed U MPOMEKYTOTHOH aTTeCTaIiu 51 -1006.

5  MarepuajJibHO-TEXHHMYECKOEe, MNPOrpaMMHOe U  Yy4eOHo-
MeTOAN4YecKoe o0ecneyeHne JUCHUIINHBI
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tenbeTBO FOpaiit, 2023. — 438 c. — (Bwicmiee obOpaszoBanue). — ISBN 978-5-534-16001-7. —
Texkcr : omektponHbd // OOpazoBatenpHas t1iatdopma IOpaiit  [caiit]. — URL:
https://urait.ru/bcode/523610

6. KupcanoBa, M. B. Kypc nenompousBojcTBa : JOKyMEHTAI[MOHHOE OOECIeYeHUE YIIPaBICHUS
[Tekcr] : yuebnoe mocobue / M. B. Kupcanosa, FO. M. AkceHoB. - 6-¢ U31., UCIIPaBICHHOE U JIO-



https://urait.ru/bcode/530251
https://urait.ru/bcode/531239
https://urait.ru/bcode/511341
https://znanium.com/catalog/product/1178158
https://urait.ru/bcode/523610

noiHenHoe. - M. : UHOPA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367 c. : tabdm. -
(Beicmiee oopazoBanue). - ['pud MO "PexomengoBano

7. Tlepuomnueckue uznanus: «/lemompounsBoactBoy, «Cekperapckoe Jenoy», «YmpaBlIeHHe MepcoHa-
JIOM» | JIp.

5.2 MarepuajibHO-TeXHUYECKOE M TMPOrpaMMHOe olecneyeHue

AU CHMIIIUHBI
YyeOHbIC 3aHATHUS 110 TUCHUIUIMHE MPOBOIITCS B yueOHBIX ayautopusix HOU KemI'V:
HanMmeHnoBanue moMeIeHui JAJist IPOBESHUS BCEX BUIOB YICOHOM AJipec (MECTOIOI0KEHUE)
JESTENIbHOCTH, MIPEIYCMOTPEHHON Y4eOHBIM IJIAHOM MOMEIIEHUI 17151 MPOBEACHUS
BCEX BUJIOB y4eOHOI
NeSITeNIbHOCTH,

MIPETyCMOTPEHHON y4eOHBIM

TJIAHOM
401 Yuebnas ayauropus (MyIbTUMEANIHAS) IS TPOBEICHHUS: 654079,  KemepoBckas
- 3aHATHHA JCKIIMOHHOTO THIIA. 007acTh, r. HoBoky3HelIk,

CnennanusupoBanHas (y4eOHas) MeOeab: JOCKa MeJoBas, | Np-KT Meramtypros, 1. 19
Kageapa, CTOJIbI, CTYJIbS.

O0opynoBanme: cmayuorHapHoe -KOMIBIOTEpP, JKpaH, IMPOEKTOP,
aKycTU4ecKas cucreMa, MUKpo(oH MpernoaaBares.

Hcnoanzyemoe mporpammuoe  obecmeyenume:  MSWindows
(Microsoft Imagine Premium 3 year mo cyOJHIICH3HOHHOMY JOTOBOPY
Ne 1212/KMP ot 12.12.2018 r. go 12.12.2021 r.), LibreOffice (cBo6ox-
Ho pacnpoctpansemoe [10), SAnnekc.bpaysep (oTeuecTBeHHOE CBOOOAHO
pacmpoctpansemoe [10).

HuTepHer ¢ odecneuennem gocryna 8 JHOC.

403 YueOHast ayTUuTOpHs 111 IPOBEICHUS: 654079,  Kemeposckas
- 3aHATUNA CEMUHAPCKOTO (MPAKTHYECKOT0) TUTIA, 0011acTh, r. HoBoky3Helk,
- TPYMIOBBIX U UHANBUAYAIbHBIX KOHCYIbTALIUH; np-kT Merannypros, a. 19

- TEKYIIETO KOHTPOJIS ¥ IIPOMEKYTOYHOH aTTECTAllNH.

CneununanusupoBanHas (yueOHasi) MeOesib: JO0CKa MEJIOBasi, CTOJIBI,
CTYJIBS.

O0opynoBanne Ui MNpe3eHTAMM Y4eOHOro MaTepHaJa:
nepenocHvle — HOyTOYK, 9KpaH, POEKTOP.

Hcnoanzyemoe mporpammuoe  obecmedyenue: MSWindows
(MicrosoftlmaginePremium 3 year mo cyOIuIieH3HOHHOMY AOTOBOPY Ne
1212/KMP ot 12.12.2018 r. no 12.12.2021 r.), LibreOffice (cBo6omHo
pactipoctpansiemoe I10), Snnekc.bpaysep (oredecTBeHHOE CBOOOIHO
pacmpoctpansemoe [10).

HNuTepHer ¢ obecneyennem gocryna 8 JUOC.

5.3 CoBpemeHHble TipodeccMOHANBbHBIE 0a3bl  JaHHBIX U
UHGOpPMALIMOHHBbIE CIIPABOYHbIE CHCTEMBI

1. Koncynperantllntoc [DnekTpoHHBIH pecypc| : KOMII. CIpaB. IpaBOBas CUCTeMa / KOMITAHHS
«Koncynprantllmoc». — DnektpoH. mporp. — [Mocksa, 1997-2014] — Pexum npocryna:
http://base.consultant.ru , ceo6oaHbI#. — 3ari. ¢ sKpaHa.

2. TAPAHT.PY [DnexTpoHHbIi pecypc] : nHGpopMarimoHHO-IpaBoBoii optai / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dnaekrtpon. mporp. — [Mocksa, 1997-2014] — Pexum mgocryma:
http://www.garant.ru , cBo0oaHbIi. — 3ari. ¢ FKpaHa.
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6 UHble cBeaeHust M (MJIM) MaTePHAJIbI.
6.1.1lpumepHbIe TEeMbI U BAPUAHTHI MMCbMEHHbIX Y4e€OHBIX Pa0doT

CamocrosiTenbHas paboTa CTYJEHTOB OCYIIECTBISETCS B CIEAYIOMNX (hopMax:

> MOJITOTOBKA K MPAKTUYCCKUM 3aHSITHSM;

> CaMOCTOSITEIILHOE U3yYEHUE TeM AUCIHILTUHBI (3JIEKTPOHHOE O0YUCHHE);

> MOJrOTOBKA K TEKYIIMM KOHTPOJIBHBIM MEPOIIPHUSTUSAM (KOHTPOJILHBIC paOOThI, TECTOBEIC
OTIPOCHI);

> BBINOJIHEHHUE JJOMAIIHUX WHAWBUIYAIbHBIX 331aHui - 8 3ajaHuii (B COOTBETCTBUU C Te-

MAaTU4YCCKUM l'IJ'IaHOM),
> IOoAT0OTOBKA aHAJIMTUYCCKUX O630pOB M1 OTUYCTOB 110 3aJaHHbIM TEMaM.

Ipumepvl unoueuoyaivivix 0OMaAuIHUX 300AHUT
Tema 1. JIokyMeHT U cucTeMbl JOKyMeHTauuu. [loHaTrue aenonpon3BoacTBa.

Bonpocwt ona ycmnozo onpoca:

1. Tate ompeneneHus TEPMUHAM: J€JIONPOU3BOACTBO, TOKYMEHTAIIMOHHOE O0eCIeyeHue yIpaB-
JICHUsA, TOKyMEHTHPOBAHUE, TOKYMEHTOOOOPOT, TOKYMEHT, CIIY)KEOHBIH MOKYMEHT, O(UIUAIBHBINA J10-
KYMEHT, aBTOp IOKyMEHTa, 00beM JOKYMEHTOO00pOTa.

2. Kak u Ha OCHOBaHMHU KaKUX MPU3HAKOB KIACCUDUIUPYIOTCS JOKYMEHTBI:

— I10 CTausIM CO3/IaHNUs;

— I10 CPOKaM XpaHEHUS;

— I10 FOPUINYECKON CUIIE;

— 110 BUJAM,;

— 10 HAUMEHOBAHUAM BUIOB?

3. Uem onpeaensiercs 3HaunMocTh JJIOY B esTenbHOCTH NPEANpUATHIA, OpraHu3aluii, yupexie-
HUN?

4. HazoBute nBe coctaBHble yacTH JIOY u packpoiiTe ux conepkaHue.

5. Uro Takoe yHHpUKALUS YIIPABICHYECKUX TOKYMEHTOB?

6. IlepeuncanTh cyliecTByIOMNE YHUPUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

7. Yto takoe OKVYI?

8. IlepeuncanTh OCHOBHBIE (PYHKIIUHU JOKYMEHTA.

Tema 2. TpeGoBaHMS K COCTABICHHUIO U O(OPMIICHHUIO YIIPaBIEHYECKOM TOKYMEHTALUH.

Bonpocwt ona ycmnozo onpoca:

1. CocraB, Haznauenue, pacrnpoctpanenne Y COP/I.

2. IlonaTue u coctaB HOPMAaTUBHO-METOAUYECKOM 0a3bl 1EIIOMPOU3BO/ICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJATEIbHBIC aKThl, HOPMAaTUBHBIE JOKYMEHTHI, IEHCTBYIOIINE B 00-
JacTH J1eJ0NPON3BOJICTBA.

4. Yto Takoe Gopmymsip-odpazell, 4To BXOJUT B €0 COCTaB?

5. Onucarp oOuue TpedoBaHus, IPeabIBIsieMble K 0(OPMIICHHIO CIIy>K€OHOTO JoKyMeHTa ((op-
MaThbl, pa3Mephl MOJIeH, TOCTPOCHNE KOHCTPYKIIMOHHON CETKH).

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

7. Kakue peKBU3UTHI OTHOCSTCS K MTOCTOSTHHBIM, TIOYeMY?

8. Kakue peKBU3UTHI OTHOCATCS K MEPEMEHHbIM, Mo4YeMy?

9. Ha xaxue rpymiibl IeNsaTcst IepeMEHHBIC PEKBU3UTHI?

10. ITepeuncauTh TANbl JOKYMEHTUPOBAHUSI.

11. Yro Takoe cornacoBanue?

12. Yro takoe yrBepxacHHE?

13. Kakue ciocoOsl ynocToBepeHus! JOKYMEHTOB CYLIECTBYIOT? B KakHX ciydasx HUCIOJIb3YIOTCS
pa3IMyHbIe CIIOCOOBI YAOCTOBEPEHNUS?
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14. late ompenenenust TepMuHaM: Gopmyisip-oopasern, GopMyisip JOKyMEHTa, PEKBU3UT, FOPH-

JMYECcKasi CHJIa JOKYMEHTa, 00beM JTOKyMEHTO000pOTa, CIIy:KEOHBIH JTOKYMEHT, O(QUIIMAIBHBIA JIOKY-

MCHT.

15. CBs13b pEKBU3UTOB C dTallaMH JEJIONPOU3BOJACTBEHHBIX PAOOT.

Ilpakmuueckue 3a0anus:

1. Ananus ctpyktypsl u conepxanus [[OCT P 6.30 -2003.

2. Ananmu3 ¢popmyisipa-oopasia.

3. ConocraiieHue U aHaIM3 GOpMyIsipa-odpasiia ¢ «peaabHbIM» JOKYMEHTOM.
4. Beigenenre B JOKYMEHTE PEKBU3UTOB, aHAIM3 COCTaBa MHPOPMAIUH.

Tema 3. COBpeMCHHBIe CIIOCOOBI ¥ TEXHHUKA CO3aaHnsA TOKYMCECHTOB.

Bonpocwl ona yemuozo onpoca:

1. HazoBuTe OCHOBHBIE METOABI (HOPMATUPOBAHUS TEKCTA.

2. OnumuTe npaBuiia opopmileHUs ad3aleB, pyoOpUK, 3ar0JIOBKOB, IPUMEYaHUN, CHOCOK.

3. OnuiuTe OCHOBHBIE YAaCTH TAOIUIIBI M IPABUIIA UX OOPMIICHHS.

4. TlepeuricnuTe OCHOBHBIE TPEOOBAHMS, IPEABABISIEMbIE K ONOTHNOTpauIeCKUM OITMCAHHSM.

Ilpakmuueckue 3a0anus:
1. BHecTu ucnpaBieHus B TEKCT, UCIIOJIb3YsI KOPPEKTYPHbBIE 3HAKH.
2. OTdopmaTupoBaTh UCIPABICHHBIN TEKCT.

Tema 4. Cocrasnenue OP/I.

Bonpocwt ona yemnozo onpoca:
1. Kakue BUJIBI BXOJST B COCTaB OPraHU3AIMOHHBIX, PACTIOPSAUTENBHBIX U O(QUIIMATEHO-TUYHBIX

JIOKYMEHTOB.

. Kakue Bujipl 671aHKOB persiaMeHTHpoBaHbl cTangapToM? CocTtaBbTe UX (POPMYIISAPHI.
. [lepeurcuTh OCHOBHBIE BHJIBI IOTOBOPOB M KOHTPAKTOB

. [lepeuncautb ocHOBHBIE TpeOOBaHUS K OPOPMIICHHUIO JOTOBOPOB U KOHTPAKTOB.
. Jlath onpenenenune nmpukasa.

. Kakue gactu Tekcra B mpukase o OCHOBHOM JesTeIbHOCTH?

. [lepeurcnuTh BUBI TPUKA30B 110 KJAPOBBIM BOIIPOCAM.

. OcobGeHHOCTH 0QOPMIIEHHS CLIPAaBOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB.

. Kakuie Buzipl ciry»eOHBIX 3aIHCOK CYIIECTBYIOT?

10. Yem cnyxebHast 3aIIUCKa OTJIMYAETCS OT CIIPaBKU?

11. Kakue yactu Tekcra B aKTe?

12. B yem 0cOOEHHOCTH MOAIIMCAHUS aKTa?

13. JlaTe ompepeneHus BUAaM OOpaIIeHUN Tpax/IaH.

O©oOo~NOoO Ok wWwN

Ilpakmuueckue 3a0anusn:

1. CoctaBuTh GOpMYIISIp MPEIOKEHHBIX 00pa3lloB OJIaHKOB, ONPEAETUTH BUJL.
2. OLIEHNUTH COOTBETCTBHE «PEATLHOT0» OJlaHKa TpeOOBAHMSIM CTaHIAPTA.

3. CKOHCTpYHPOBATh KOMITJIEKT OJIaHKOB (DPHPMBI.

Tema 5. JlenoBbie mucbMa.

Bonpocwt ona yemnozo onpoca:

. [lepeuncaure cymecTByrouye KiaccuuKauu C1yKeOHbIX MTHUCEM.

. CoctaBbTe (opMyIIsIp CIIy>KEOHOTO MUChMA.

. OnummTe 0COOEHHOCTH MOCTpOeHUs mpocToro (1-2 yacTu) TekcTa nuchma.

. OnuimmTe 0cCOOEHHOCTH TOCTPOCHUS CIOXKHOTO (3-4 YacTH) TEKCTa MUCHhMA.

. [lepeuncaure u mpuBennuTe NpUMeEpbl CIOCOO0B YHU(PHUKAIIMH J1€J0BOT0 MHChMA.
. [lepeuncanre BUIbl KOMMEPUECKHUX ITUCEM.

. Uto Ttakoe odepTa, HA30BUTE OCOOEHHOCTH €€ OPOopMIICHUSI.

. Uro Takoe pexiiamaliysi, Ha30BUTE 0COOEHHOCTH e 0(hOpMIICHUSI.

CO~NO OIS~ WN -
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Ilpakmuueckue 3a0anus:

1. CoctaButh hopmyssip mUChbMa JJIs MPEIIOKEHHOTO 00pasia.

2. Haittu HetouHocTu B oOopMIICHHH MUCbMa, O(OPMUTH JOKYMEHT B COOTBETCTBHHU C TpeOOBa-
HUSIMU CTaHJapTa.

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

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

5. CocraButs mucbMo ¢ TpadapernbiM TekcToM. Tema 6. Koppecnionnenmus, cBsizaHHas ¢ mpoBe-
JEHUEM MEPUOTUIECKIX MEPOIPUSITHHA.

Tema 6. KoppecnioneHuusi, CBsi3aHHas ¢ IPOBEACHUEM IIEPUOJUUECKUX MEPOIPUATUH.

Bonpocwl ona ycmnuozo onpoca:

. Uto Takoe nmpoTokos?

. CocraBbTe (hOpMyIIIp MPOTOKOJA.

. Onummre CTpyKTypy TEKCTa IPOTOKOJIA.

. B uem ocobeHHOCTH MOANMCaHUs TPOTOKOA?

. Buzper mpotokonoB. OcHOBHBIE TPpeOOBaHUS K 0(OPMIICHHIO.

. Kak odopmiisiercs Beinucka u3 npoTokoia?

. Kak crposiTcst TeKCTBI TIChMa-TIPUTIIAICHHSI, TTHChMa-U3BEIECHUS?

. Kakue TpeboBaHus NpeabsABISIOTCS K TEKCTY TeJIerpaMmbl U TeneOHOrpaMMBbl?
. Kakue TpeboBaHus PEABABIAIOTCA K TEKCTY AJIEKTPOHHOTO COOOIIeHHS?

O©CoO~NO O WDN P

Ilpakmuueckue 3a0anus:

1. CoctaBuTh GOpPMYIISIp «peabHOT0» MPOTOKOJIA.

2. Haiitu HETOYHOCTH B O(DOPMIICHUU MIPOTOKOJIA, UCIPABUTH U OPOPMHUTH TOKYMEHT.
3. Ha ocHOBaHuUM 10OJIHOTO MPOTOKOJIA OYOPMUTH KPATKUIH IPOTOKOI.

4. OpopMUTH BBIIUCKY U3 IPOTOKOJIA.

5. O¢dopMUTH MUCHMO-U3BEIEHHE C 0000IEHHBIM aIpecaToM.

Tema 7. KoMmMepueckast mepenucka ¢ 3apyOoeKHbIMH ITapTHEPaAMHU.

Bonpocwit onsa yemunozo onpoca:

1. Kakue crannaptsl UCO pernameHTUPYIOT 0(OpPMIICHHE JIETTOBOM MEPETUCKH?
2. Kakue ¢opmatbl OymMaru HCHoJIb3yIOTCS B MEXKAYHAPOIHON niepenucke?

3. Kak cripoexTipoBanbl O1aHKH IJ1s1 MEKAYHAPOTHBIX ITHCEM?

4. Busipl MEXTyHApOIHBIX MTHCEM.

5. OcobeHHOCTH 0(OPMIICHHS PEKBU3UTOB.

Ilpakmuueckue 3a0anus:
1. ITpoBecTH COMOCTAaBUTENBHBIN aHATH3 0OpPaA3IOB MEXKIYHAPOTHOTO U POCCUKUCKOTO JIETIOBOTO
MHAChbMa.

Tema 8. Opranuzanus TOKyMEHTOO0OpOTA.

Bonpocwl ona ycmnuozo onpoca:

. [lepeunciaute oCHOBHBIE 3TAIbl TIOKYyMEHTO000pOTA, TaliTe UM ONPEICTCHHS.

. Kakue TpeboBanus NpeabsaBIsAIOTCS K PETUCTPAMK BXOAAIIUX JOKYMEHTOB?

. [JaiiTe XapakTepuCTUKY OpraHu3alnuy KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB.

. JaiiTe xapakTepucTHKy opraHu3ainuu GopMUPOBAHUS eIl

. Uro Takoe HomMeHKnarypa Aen? KakoBa nepruoJuuHOCTh BHECEHNS N3MEHEHNIN?
. [lepeuncante BUIbI HOMEHKIATYD.

. Kakast unopmanms 0OTHOCUTCS K pa3psiy «KOMMEPUECKON TalHbI»?

. Kakast uadopmariust He MOKET OBITh OTHECEHA K pa3psay «KOMMEPUYECKON TalHBI»?
. Kak ocymiectBisiercst perucrpanus 1 yueT oopaiieHuii rpaxaan?

10. Kakue cymecTBYIOT CPOKH UCTIOTHEHUST 0OpaIieHuit?

11. IpaBuna y4era yCTHBIX OOpaICHUN.

O©CoOoO~NOOUTDE WDN -
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Ilpakmuueckue 3a0anusn:

1. [Ipoananu3upoBaTh CIy)keOHbIE OTMETKH HAa TOKYMEHTE.

2. Ilo cmy:xeOHBIM OTMETKAaM Ha JOKYMEHTE PEKOHCTPYHPOBATH XPOHOJOTHIO JOKYMEHTOOOOPO-
Ta.

3. [IpocTtaBuTh Ha JOKYMEHTE PEKBU3HUTHI, COOTBETCTBYIOIINE JIEIOMPOU3BOICTBEHHBIM Ollepaliu-
sIM (perucTpary BXOSIIET0 JOKYMEHTa, PACCMOTPEHUIO U MPUHATHIO PEIICHUS], KOHTPOJIO UCIOTHE-
HUSl, HAIPABJICHUIO B JIEJIO).

4. Ha mpuMepe HOMEHKIIATYpPBI Je]T MPOAHATU3UPOBATh MPUHITUI TPYIITUPOBKY JC] U YCTaHOBIIE-
HUS CPOKOB XpaHEHHUS JIEI.

Ilpumep mecma

1. IIpaBuiia u opraHu3anmio JOKyMEHTALHOHHOTO 00€CIIEYeH s YIIPABJICHUS HA IPEAIPUITUN
yCTaHaBJIMBAET:

- IIpaBuna BHYTpPEHHETO pacropsaKa

- Nuctpykius no JOY

- VYcraB npeanpusaTus

2. HabGop pekBU3UTOB O(pUIIMAIIEHOTO MUCBMEHHOTO JOKYMEHTA, PacloyIOKEHHBIX B ONPE/IEICH-
HOM I10CJIEI0BATEIbHOCTH, Ha3bIBACTCA:

- (bopMynIpoM JOKyMEHTa

- 0JIaHKOM JIOKyMEHTa

- JIOKYMEHTOM

3. CpoKOBBIN KOHTPOJIb UCIIOJHEHUS TOKYMEHTA OCYIIECTBIISETCS:

- PYKOBOJUTEIEM OpraHU3aLUuU

- ciyxooit JIOY

- UCIIOJIHUTEJIEM TTOPYYEHUS

4. PekBU3NUTOM, CO/IEPKALLMICS TOJIBKO B MMCbMAX-0OTBETAX, SBJIAETCA:

- ajpecar

- CCBIJIKA Ha PErCTPAIMOHHBIN HOMED U JaTy T0KyMEHTa

- OTMETKa O MOCTYIJIEHUH TIOKYMEHTA B OpraHu3aluu

5. UcnonHeHue pe3otouy pyKOBOJAUTENS HA IOKYMEHTE OCYLIECTBIIAETCS:

- OTBETCTBEHHBIM HUCIOJIHUTENEM, Ubsl (PaMUIIUS YKA3bIBAETCS MIEPBON B PE30IOLUN

- OTBETCTBEHHBIM HCIIOJIHUTEJIEM COBMECTHO C COTPYIHUKAMHU, YKa3aHHBIMH B TOKYMEHTE

- BCEMH UCIOJIHUTENSAMH, YKa3aHHBIMU B JOKYMEHTE, KPOME OTBETCTBEHHOT'O UCIIOJIHUTEIS,
KOTOPBIN OCYIIECTBIISIET KOHTPOJIUPYIOLIYIO (PYHKIHIO

6. JIokyMeHT, B KOTOPOM BOCHPOU3BOAUTCS pekBU3UT «lloanucky» 6e3 TMYHOM MoAnucH:

- BBIMKCKA U3 PACIOPAIUTENILHOTO TOKYMEHTA

- aKT

- IIPOTOKOJI 3aCEAAHUS

7. PacniopsiauTeNbHas 4acTb JOKYMEHTA, IPUHATOrO KOJUIETHAIIBHBIMU OPTaHaMU, HAUMHAETCSI CO

CJIOB:

ITPUKA3BIBAIO
OBA3bIBAIO (PEKOMEH/IVIO)
ITOCTAHOBJIAET (PEILIAET)
8. KoMMepuecknii TOKYMEHT, COIep KallNi IPEbsIBICHNE IPETEH3UN K CTOPOHE, HapyIINBIIEH
IPUHSTHIE
- Ha ce0sl 0 KOHTPAKTy 00s3aTeNbCTBA U TPEOOBaHNS BO3MEUICHHS YOBITKOB, HA3bIBACTCS:
- MMCbMO-HAaIlOMMHAHNE
- rapaHTUIHOE MUCHMO
- IMCbMO-pEKIIaMalIHs
9. lns opraHnu3zanuii ¢ HeOOJIBIIUM JOKYMEHTOOOOPOTOM Hallle BCEro MpUMEHSTC ... popma ne-
JIOTIPOU3BOJICTBA!
- LEHTPAJIN30BaHHAas
- CMeEIlIaHHas
- JELCHTPAIN30BaHHAs
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10. IokyMeHT, OnpeIeICHHBIN B TOJIKOBBIX CJIOBapsX PYCCKOTO S3bIKA KaK «JOKYMEHT C 3aIUChI0
BCETONPOUCXOJISIIETO Ha 3aCeIaHUuM, COOPAHUN:

- IIPOTOKOJI

- [IOCTaHOBJIEHHE

- pelieHne

11. IlonHyro 3anMch BCEro X0/1a 3aCEAaHUsI OTPAXKAeT:

- IIOJIHBIM ITPOTOKOJI

- KPaTKHUI IIPOTOKOJI

- CTEHOrpa(pUUECKHUIl TPOTOKOI

12. IlpenynpenurenbHblii KOHTPOJIb IIPEIIOIATAET:

- €XXEIHEBHYIO TIOJIOTOBKY CBEJIEHUH O JOKYMEHTaX, CPOK UCIIOJIHEHUS KOTOPBIX HCTEKAET
CcCeroaHsa

- €XKEMECAYHOE NN €KEKBAPTaJIbHOE COCTABJICHHE IIEPEUHS HEUCIIOJHEHHBIX IOKYMEHTOB

- CBOEBPEMEHHOE 3a 2-3 JHS NPEIyNPEXIEHUE COTPYAHUKA O HEOOXOIMMOCTH PELLICHUS
IIOPYYEHHOI'0 MY BOIIpoca

13. HaumeHnoBaHue TOKyMEHTa, OJTHUM U3 Pa3zesioB KoToporo sBisiercs «lIpeamOymay:

- JOJDKHOCTHAs! MHCTPYKIIUS

- JIOTOBOP

- HICKOBOE 3asIBJICHHE

14. JIokyMeHT MOXET OBITh MOANKCAH HCIOTHSIOMNM 0053aHHOCTH JOIHKHOCTHOTO JIMIIA C:

- yKa3zaHHeM ero (pakTHYecKon JOIKHOCTH U (haMUIIUU

- IIPOCTABJICHUEM IIPEJIOTa «3a» WIN HAAMUCH OT PYKH «3aM.»

- IIPOCTaBJIICHUEM KOCOM YEPTHI N1€pEl HAMMEHOBAHUEM JOJDKHOCTH

15. PerucrpanroHHBII HOMEp JOKYMEHTa, COCTaBIIEHHOTO COBMECTHO JIByMsI M OoJiee opraHu3a-
LUSIMH, TIPEACTaBIsIET COOOM:

- PErUCTPALIMOHHBIA HOMEP JTOKYMEHTA OpraHu3aliy, YKa3aHHO! Ha OJlaHKe IepBOn

- pEerucTpaliMoOHHbII HOMEp IOKYMEHTa OpraHu3alluy, B KOTOPOI TOKYMEHT (haKTHYEeCKU
co3zaaBajics

- PETUCTPALIMOHHBIE HOMEPA TOKYMEHTA KaKJOM U3 OpraHu3alnil, IpOCTABIIIEMBIX Yepe3
KOCYIO YepTY B IIOPAJIKE YKa3aHUA aBTOPOB B JIOKYMEHTE

TeMbl ¥ 321aHUA KOHTPOJLHOH padoThsl (g 3P0)

KOHTpOJ'IBHaH pa60Ta Ha 3a0YHOM OTACJICHUU COCTOUT B BBIITOHCHUHUIIPAKTHUKO-
OpPUEHTHPOBAHHBIX 3aJlaHUM MO0 TemMaM Kypca. BapuaHThl 3afjaHMii 1 METOMYECKHE yKa3aHHUs K UX BBI-
IMOJIHCHUIO ITPUBCIACHLI B MGTOZ[I/I‘IGCKI/IX YKa3aHHuAgX 110 BBIITOJHCHUIO KOHTpOJ'II)HOI\/JI pa6OTI>I 110 Jucnu-
winHe «/lokymMeHTHpoBaHUE NPOPECCHOHATBHON IESITeIbHOCTH» IS CTYJEHTOB, OOydaromuxcs I0
HanpasieHuto 38.05.01 DxoHomuueckas 6€30MacHOCTb.

6.2. [IpumepHbIe BONPOCHI U 33J]aHUA / 3a1a49M IJIS1 POMEKYTOTHOM
arTecTaluu

Tabmuma 6 - [IpuMepHBIe TEOPETUIESCKHE BOIPOCH U MPAKTUYECCKHE 3adaHusl / 3aJIa4H JUIS IIPOMEKYTOU-
HOU aTTeCTaluy — 3a4YeT C OLEHKOMI

Ne | Paznenbl U TEMbI [IpumepHBIE TEOPETUUECKHE BOIPOCHI [IpumepnbIie
IIPAKTUYECKHE
3amanus /
3a1a4n
1 | JOKyMEHT H CH- 1. Tonsitue o nokymenre. Kiaccudurkanuu 10KyMeHTOB. 3ananmue (CM.
CTEMBI IOKYMeHTa- | 2. YHU(UKAIUA U CTAHAAPTH3ALMS YIPABIEHYECKUX JOKYMEHTOB, | MOCIE TaOIHIb)
uuu. [onstue ne- YHUGUIMpOBaHHBIE CHCTEMBI JOKYMEHTAIINH.
JIOIIPOU3BOJICTBA
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Paznensl U TeMBI

ITpuMepHBIE TEOPETUUECKHE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKHE
3amanus /
3a/1a41

TpeboBanwms K co-
CTaBJICHUIO U
odopmieHuto
YIpaBICHYECKOU
JOKYMEHTAIUN

3.TOCT P 6.30-2003. CocraB cranmapTta, 3HaYCHHUE JUIS yIpaB-
JICHYECKOH e TEIbHOCTH.

4. ®opmysip-oOpasen Kak o0Iasi MOJAENb MOCTPOCHUS periaMeH-
TUPOBAHHOTO YNPABJICHYECKOI'O JOKYMEHTA.

5. PexBusutel moctosiHabie (01-04); xapakTepucTuka, MpaBuia
odopmieHus.

6. PexBusutel mocrosHHbe (05-09); XapakTepucTHKa, MpaBHIIa
o opMITCHHUS

7. brnauk, BUbI OJTAHKOB.

8. PexBu3uTHI 3arojoBoyHON 4actu jokymeHTa (10-14), xapakre-
pHUCTHKA, TpaBUIa O()OPMIICHHS.

9. [IpaBuna agpecoBaHus JOKYMEHTOB.

10. Ocobennoctu 0poOpMIICHHUS TEKCTa CIY)KeOHOTO JOKYMEHTa

11. PexBusutsl 18 u 21; xapaktepucTrKa, IpaBuia 0)OpPMICHHUS.
12. PexBusutel 22 u 25; XapaKTepUCTHUKA, IPpaBUiIa 0(OPMIICHUS.
13. PexBu3uthl 16 u 26; xapakTepuCcTHUKa, IpaBUiIa 0OPMIICHUS.
14. PexBusutsl 23 u 24; xapaKTepHCTHKa, TIpaBUiIa 0()OPMIICHHUS.
15. PexBusuter 17, 19, 27; xapakrepucTuka, MpaBmia oQopmiie-
HHA.

16. PexBusutsr 28 — 30; xapakTepuCTHKa, MPaBUIIa OPOPMIICHUSI.

3amanue (cM.
ToCJIe TaOITUITH)

CoBpeMEHHBIE CO-
COOBI ¥ TEXHUKA
CO3/1aHUs JOKY-
MEHTOB

17. CoBpemMeHHBIE CIIOCOOBI M TEXHUKA CO3JaHMsI JOKYMEHTOB.

3amanue (cM.
TOCJIC TaOJTUITH)

Cocrasnenne OPJ{

18. YCOP/I. Ha3znaueHne cucTEeMBbl, XapaKTEPUCTUKA TPYIIT U BU-
JIOB JIOKyMEHTOB.

19. Cucrema opraHM3allMOHHBIX JOKYMeHTOB. Ha3zHaueHwe, BHUIBI
JTOKYMEHTOB.

20. lToroBopa W KOHTpakThl; Kiaccuukanuu. TpeOoBaHHUS K
o opMIICHHIO.

21. JlomKHOCTHAS. MHCTPYKIUST; OCOOEHHOCTH JOKYMEHTHPOBAHHSI.
CTpyKTypa TeKcra.

22. CucremMa pactopsIUTENbHBIX JOKYMEHTOB. HazHaueHue, BHIbI
JTOKYMEHTOB.

23. Ipukassl, BB IpHKa30B. OCOOEHHOCTH JIOKYMEHTHPOBAHUS
npuka3oB. CTpyKTypa TeKcTa.

24. YauduuupoBaHHble (OPMBI KaIPOBBIX MTPHKA30B.

25. Pacnopsokenust. OcoOeHHOCTH 0GOpPM-JICHUS, CTPYKTypa TeK-
cTa.

26. [TocTanoBeHusI,
CTPYKTypa TEKCTa.
27. Cucrema cripaBo4YHO-MH(OPMAIIMOHHBIX JOKyMeHTOB. HaszHa-
YeHUE, BUIBL.

28. JloknamHas —3ammcka,
CTpyKTypa TeKcra.

29. CrpaBka, Buabl cripaBok. OcobeHHOCTH O0(opMIIeHUS, CTPYK-
Typa TeKCTa.

30. AxT, Buabl akToB. OcoOeHHOCTH OOPMIICHHUS, CTPYKTypa TEK-
cTa.

O6pamennst rpaxnad. Haznauenne, Bupl, OcoOeHHOCTH 0(QOpM-
JICHHSI, CTPYKTYpa TEKCTa.

pemenns. OcoOeHHOCTH  OQOpMIICHUS,

BUIBI, OCOOECHHOCTH OQOPMIICHHS.

3amanue (cM.
ToCJIe TaOJIUITH)

JlenoBeic muchbMa

31. JlenoBbic muchbMa. XapaKTEPUCTHKA U KIIACCH(DUKAIUHL.
32. Kommepueckue mucbMa. XapakTepUCTHKA U KJIaCCU(PHUKAIIH.
Oc0o0EHHOCTH TTOCTPOCHISI TEKCTA CITYy’KEOHOTO IMHChMa.

3ananue (cM.
1ocJie TabJIHLbI)
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Ne | Paznenbl u TeMbl [IpumepHbIE TEOPETUUECKHE BOIPOCHI [IpumepHbIe
IIPAKTUYECKUE
3aganus /
3a7a41
6 | Koppecnonaenmus, | 33. MexayHapoHbIe MUChMA. 3ananue (CM.
CBsI3aHHas C IPO- 34. Crangaptel UCO Ha odopmieHue 1eI0BOM MEPENHCKH. ToCJie TAOIHIIBY)
BEJCHUEM IEPUO-
JTMYECKUX MEpo-
NPUATUI
7 | Kommepueckas 35. IIpoTtokomn, BuABl MPOTOKOIOB. OCOOEHHOCTH MOCTPOSHUS TEK- 3ananue (M.
TepenuckKa ¢ 3apy- | cra. nocsie Tabubl)
OexxupiMu mapTHe- | 36. CpeacTBa omepaTMBHON CBs3u (Telerpamma, TEICKC, 3JICK-
pamu TPOHHOE cooOmIeHue, Tenedonorpamma). TpeboBanus k odopmie-
HUIO.
8 | Opranuzanus 10- 37. Xapakrepuctrka ['C IOY. Conepixanue AeI0MPOU3BO/ICTBA. 3ananue (CM.
KyMEeHT0000poTa 38. Co3nanue mpoekTa JOKyMEHTa, COrIacOBaHUE KaK JTambl Jo- | MOCIE TabIHib)
KyMEHTUPOBAHHUs.
39. YnoctoBepeHre JOKyMEHTOB, BHIBI.
40. Peructpanust BXOIAIMNX ¥ UCXOAAIINX JOKYMEHTOB.
41. TlpaBuna o6pabOTKH H PACCMOTPEHHS BXOASIINX TOKYMEHTOB.
42. TlpaBuna opraHu3alii KOHTPOJIS UCTIOJIHEHHS JOKYMEHTOB.
43. IIpaBuna GopMHUpPOBAHHS U XPAaHEHHS Il
44, HomeHKkIaTypa Jiei, BUJIBL.
45, DkcnepTy3a EHHOCTH JOKYMEHTOB.
46. [lonroroBka men kK caave B apxuB. CpOKH XpaHEHHUS.
47. IlonsaTre KOMMepYECKOW TaifHEI.
48. Opranuzanus KOHQUICHIIUATBLHOTO JISIIONPON3BOJICTBA.
IIpumepHbIe 3a1aHuA K 3a4eTy ¢ OLleHKOMH
3ananue 1.

[Tonb3ysace TpynoBbim kozxekcoM P® rmasoii 10 u 11. Onummre nomarosyro npoueaypy npuema
paboTHHKA HAa OCHOBHYIO palOTy M (MJIM) MO COBMECTHUTEIBCTBY. 3aMOIHUTE MPEIIOKEHHBIE 00pa3Ilhl
JIOKYMEHTOB, 0(OpMIIIEMBIX IIPH ITpHeMe pabOTHUKA Ha paboTy.

3amanue 2.

[Tonw3ysce TpynoBeiM KomekcoM P® rmaoii 12. Onummmrte MOMIaroByr NpPOLENYpY H3MEHEHHS
TPYZOBOTO JOrOBOpa, B TOM YHCJIE MEPeBOJl pabOTHHKA Ha JAPYTyIo paboTy. 3aloJHUTE MPeI0KEHHbIE
00pa31bl TOKyMEHTOB, 0hOpPMIIIEMBIX TPU U3MEHEHNUN YCIIOBHIA.

3ananue 3.
[Tonw3ysce TpynoBeiM kogekcoMm PO rnaBoit 19. OnummTe mMomaroByro nporeaypy Ha3HauYeHHs OT-
nycKa. 3aloJHUTE MPEeAIoKEHHbIE 00pa3Ibl JOKYMEHTOB, O(pOPMIIIEMBIX TPU OPOPMIICHUN OTIYCKa

3ananue 4.

ITone3ysace TpynoBeim komekcom P® rmaBoi 13. Onummre nomaroByr MNpOLERYypY YBOJBHEHUS
paboTHMKA. 3aMOJHUTE TMPEIUIOKEHHbIE 00pa3lbl JOKYMEHTOB, O(OPMIISIEMbIX MPU YBOJIBHEHUU COTPY/-
HUKA.
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