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BBEJAEHUE

N3yuenune JTUCLUIIIINHBI «JloKyMeHTHpOBaHHE npodeccruoHaIbHOM
NESTEIBHOCTH» HAIleJIEHO Ha (DOPMUPOBAHHE HABBIKOB PA0OTHI CO CIYKEOHBIM
OpraHU3alMOHHO-PACIIOPSAUTEIBHBIM JOKYMEHTOM.

Bces ynpaBneHueckasi A€ATEIbHOCTh TECHO CBA3aHA C JIOKYMEHTaMH, TaK Kak
JUIA TIPUHATHA JTI000TO YMPaBICHUYECKOTO pelieHHs] HeoOxoaumMa HHQPOpMAIHs 0
paccMaTpuBa€MOMY BONPOCY, HOCUTEIIEM KOTOPOU SIBISIETCS NOKYMEHT. M3ydyeHue
COBPEMEHHBIX TEXHOJOTHH paboThl CO CIy>KEOHBIMU JTOKyMEHTaMH  SIBISICTCS
BOXHEHUIIMM  HalpaBjeHUEM oOecrieueHuss KayectBa U 3(PGHEKTUBHOCTH
YIPABJIEHYECKOU I€ATEIbHOCTH

OCHOBHOI LENBIO Kypca SABJISIETCS OBJAJACHUE CTYJEHTAMH OCHOBaMU
COBPEMEHHBIX TEXHOJOTMU CO3JaHUs CIY>KEOHBIX JTOKYMEHTOB M  IIPaBUII
OpraHM3alM JOKyMEHTO000pOoTa.

OCHOBHBIMM 33JJa4aMH JUCLHUIUIAHBI SIBISIIOTCA:

- PACKpBITHE TEOPETUYECKUX, METOJOJOTMYECKUX M NPAKTUYECKUX OCHOB
paboThI C TOKYMEHTaMU;

- OCBOCHHE TE€XHOJIOTMH JOKYMEHTUPOBAHUS (CO3/1aHUs PETIIAMEHTUPOBAHHOTO

OpraHU3alMOHHO-PACTIOPSAUTEIIBHOTO JOKYMEHTA);

- yCBOE€HME ImpaBwi (HOPMHUPOBAHMS JOKYMEHTHOH HHpOpMalMK U
BO3MOXHOCTEH €€ UCIOIb30BaHUs ISl IPUHATHS YIPABICHUYECKUX PEUICHUH.

Mertoanueckue ykazaHusi pa3paOOTaHbl Uit CTYJACHTOB 3a04YHON (HOPMBI
oO0yuenusi Hampapienuss 38.03.01 Dxonomuka mpopunu «DOUHAHCH U KPEIUTY,
«byXrantepckuil yuer, aHaJIi3 U ayauT.

PaboTa Mo BBINOJIHEHUIO KOHTPOJBHOW pabOThl OPUEHTHUPOBAHA HA PA3BUTHE
HABBIKOB AHAIMTUYECKOM, HAYYHO-MCCIEI0BATEILCKOM JESITETbHOCTH U yMEHHUE
pewath mpodeccuoHanbHble 3amaud. KoHTponbHas paloTa 3akperuisieT HaBBIKU
MoKcKa MH(OpPMALMU MO MOJYYEHHOMY 3a/laHulo, cOOp M aHalu3 JaHHBIX; YMEHHE
IIPOBOJIUTh ~ AHAJIM3, OLIEHKY, WHTEPNPETALNIO MOJIYYEHHBIX pPE3YJIbTATOB U
000CHOBaHUE BLEIBOJOB.

Metonnueckre ykazaHus IMOArOTOBJIEHBI C YUETOM IIOCIHEAHUX U3MEHEHUN U
JIOIIOJIHEHUM B HAJIOTOBOM 3aKOHOJaTeabcTBE P®, HO B JajbHEMIIIEM BO3MOKHA
KOPPEKTUPOBKA M YTOUHEHHUE OTAEIBHBIX MOJOKEHUHN U POpM TOKyMEHTOOOOpOTA.

JInsi BBINOJIHEHUST KOHTPOJBHOM paboOThl CTyA€HTaM HEOOXOJMMO HM3y4YUTb
PEKOMEHIyeMbI€ JINTEPATYPHbIE UICTOYHUKH U 3aKOHOJATENbHBIE MATEpUabl. JTO B
3HAUUTETBHON CTETEeHH MOMOXET 0oJiee AETalbHO pa3o0paThcs B BOIMPOCAX JEIO
IIPOU3BO/ICTBA.



1 METOJUKA TIOJIOTOBKHM K BBIIIOJHEHUIO KOHTPOJIBHOM
PABOTbDI

1.1 Hean 1 3a1a41 BHINOJIHEHUSI KOHTPOJbLHOM padoThI

Lenpto pabothl mo aucuuiiuHe «JlokyMeHTHpoBaHHE MpOodeccHOHaTbHOM
JESTEIbHOCTU» SIBIISIETCSl YINIyOJIGHME W PACIIMPEHUE 3HAHUN CTYJIEHTOB M
nproOpeTeHNe MPAaKTUYECKUX HaBBIKOB MO JaHHOU auctumuinHe. Kaxnas padorta mo
COJICPKaHUIO MHIMBHIyaJIbHA, IOATBEPKIAET YCBOCHUE CTYJIEHTOM OCHOBHOI'O M
JOTOJIHUTEIBHOIO MaTepuaia.

OcHOBHBIE 337]a4 TIPU BBIIOJTHEHUU KOHTPOJIBHOU PabOTHI:

-popMHUpOBaHUE HABBIKOB CAMOCTOSTEIBHOW pabOThl MO H3yYECHHOU
TUCLUIUIMHE;

-3aKpEIJIEHUE TEOPETUYECKMX 3HAHUM, TMOJYYEHHbIX Kak B  XOJe
YCTAHOBOYHBIX JIEKIIMH, TaK U B MPOLECCE CAMOCTOSATENBHOTO OCBOEHUS MaTepHasa
B MEXXCECCUOHHBIN NEPUO;

-yriyOseHue 3HaHUM 10 OJHOM M3 OCHOBHBIX TEM TUCHUIUIMHBI C TOMOUIBIO
M3YYCHHS CIEHHUAIBHOW TONOJHUTENBHOU JIMTEPATYpPhl M MaTepuanoB HTepHeT
MCTOYHHUKOB, a TAK)KE UX aHaJIu3, 00paboTKy U 000011IeHuE;

-BbIpa0OTKA y CTYJAE€HTOB YMEHUN M HABBIKOB MOKMCKA U 000pa HEOOXOAUMBIX
MaTEpUAIIOB M3  PA3JIMYHBIX II€YAaTHBIX M  JJIEKTPOHHBIX  HMCTOYHUKOB;
CaMOCTOSITENIbHOE OCBOCHHE HAYYHBIX TEKCTOB, JIOTHYECKOE U3JI0KEHUE MaTEPUAIIa;

-3aKpEIJIEHUE TEOPETUYECKUX 3HAHUM W yYMEHUE INPUMEHSATH IOJTYYEHHBIE
TEOPETUYECKHE 3HAHUS MTPU PELICHUU KOHKPETHBIX MPAKTUYECKHUX 3aJIaHUM.

1.2 TpeGoBaHuUs K COAEPKAHNIO KOHTPOJIbHOH padoThI

1. TBopYecKHii, CaMOCTOSITEIBHBIN MOAXO0 K M3JIOKEHHUIO MaTeprajia, yMEHHE
BBIPA3UTh CBOE MHEHHUE MO UCCIETYEMOMY BOIIPOCY;

2. HenomycTuMoCTh MEXaHWYECKOTO KOMUpPOBaHWE MaTepHana ydeOHHKa,
JeKIui 1u00 MaTepHralioB, pa3MelieHHbIX B IHTepHeTE;

3. IlonTBepkieHUE  TEOPETUYSCKUX  BBIBOJIOB  INMPAKTHYCCKUMH  HIIH
CTaTUCTUYECKUMU MaTepHUaIaMU;

4. llutnpoBaHre MEPBOMCTOYHUKOB CO CChUIKAMH Ha pabOTHI, YKa3aHHBIC B
CIIMCKE UCIIOJIb3YyEMOM JIUTEPATYPHI;

5. Hanwume wimoctparuit u Tabmui.

1.3 IloaroToBKa K BHINOJHEHUIO KOHTPOJIbHOH PadoThl
BeimosmHeHn0o  KOHTPOJbHOW ~ paOOThl  JOJDKHO  TPEIIIeCTBOBATh
CaMOCTOSITENIbHOE M3YYEHUE CTYJAEHTOM PEKOMEHIOBAHHOM JIMTEPATYPHI U APYTUX
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HMCTOYHUKOB WH(poOpManmu, 0003HAYCHHBIX B cmucke. [lo Xomy WX wu3ydeHwHs
JIEJA0TCS BBIMUCKU LIUTAT, COCTABJISIIOTCS MIUTFOCTPALIMKA U TaOJIHIIBI.

OTBeTbl Ha TEOPETHUYECKHME BONPOCHI JOKHBI OTpPa)kKaTh OCO3HAHUE
CTYJIGCHTOM MaTepuaja, CoJAepX aThb KpaTkue © 4YETKUE (POPMYIHPOBKH,
yOeIUTENbHYIO apryMEHTAINI0, JI0Ka3aTeIbHOCTh U OOOCHOBAaHHOCTH BBHIBOJIOB,
OBITH JIOTUYECKU BBHICTPOCHBI.

Pelienusi nmpakTUYECKUX 3aJaHUM JOJIKHBI CONMPOBOXKAATHCA KPATKUMHU, HO
UCYEPIIbIBAIOIIUMH TOSICHEHUSIMH (apryMEHTaMM), KOTOpBIE JIOJDKHBI SIBISITHCA
pPE3yNbTATOM CaMOCTOSITENBHOU PAOOTHI CTYAEHTA.

1.4 MeToauKa HAMMCAHUS KOHTPOJIbHOI padoThI

Bb100p TE€MBI KOHTPOJBHBIX PabOT OCYHIECTBISETCA CTYIEHTOM JIHOO U3
MPEAIOKEHHOTO CIUCKa, JU00 camMocToATenbHO. CTyJEeHT MMEET MpaBO HAMHCATh
KOHTPOJIBHYIO pa0OTy Ha MPOU3BOJIBHYIO TEMY, KOTOpas He 0003HauY€Ha B JaHHbBIX
pPEKOMEHJalusAX, HO €ro 3amHrepecoBana. (CaMOCTOSTENBHO BbIOpaHHas TeMma
00s13aTeNbHO JIOJKHA OBITH MPEABApPUTEIBHO COIVIacOBaHa C IpernojaBareneM. B
KOHTPOJIbHOM paboTe CTYAEHT JOJDKEH II0Ka3aThb 3HAHHWE TEOPETHYECKOTO
MaTepuajia Kypca, pOJAEMOHCTPUPOBATh YMEHUE JIOTUYHO U IOCIIEIOBATEIBHO, B
XOpOIlIeW JUTEepaTypHOM (opMe MHCbMEHHO H3Jaratb COJEPKAHHE TEMBI.
VYCHemHocTh caMOCTOSITENIbHOM paboThl HANPSMYIO 3aBUCUT OT €ro YyMEHHS
pabotatb ¢ y4yeOHOM  JUTEpaTypoil, Hay4YHbIMH CHEUUATU3UPOBAHHBIMU
MoHOrpausMu, NpOQUIBHBIMU MEPUOAUUYECKUMH H3JaHusAMU, VHTEepHETOM W
JOPYTUMU UICTOYHUKAMH.

BrimonHeHne KOHTPOJIbHOM pabOoThI MpeoiaraeT NpopadoTKy, OCMBICICHHUE
Y YCBOEHHE MOJIydeHHON mHopManuu ajis GopMUPOBaHUS COOCTBEHHOTO MHEHMS
10 BHIOpaHHOMY BOIIPOCY.

[Ipoliiecc BBITTOJIHEHHSI KOHTPOJIBHOM pabOThl HEOOXOAMMO Pa3[euTh Ha JABa
sramna. [IepBblii TOATOTOBUTENBHBIA 3Tall, CBA3aH C JACATEIBHOCTBIO CTYACHTA II0
BBIOOPY TEMBI, COOpPY HEOOX0MMOro MaTepuana. ICTOYHMKOM MOMCKa MOTYT OBITh
TEOPETUYECKHE TPYIbl YYEHBIX, HAYYHO-METOAUYECKAs JMUTEPATypa, a TaKkKe
neyatHble Matepuanbl CMHM u MHTepHET-ucTOYHMKH. [IOATOTOBUTENBHBIA 3Tan
BKJIFOYAET MPOLECC COCTABIICHUS TIaHa KOHTPOJIBHOU pabOThl U MPEABAPUTEIHHOTO
CITMCKA UCIIOIb3YEMOU JIUTEPATYPHI.

[11an paGoTHI BKIIFOYAECT:

1. BBeaeHue ¢ akTyalnbHOCTHIO 000CHOBAHUS BHIOPAHHOU TEMBI;

2. HazBanue pa3ienoB KOHTPOJBHOW pabOThl, PACKPHIBAIOLUIMX OCHOBHOE
coj/iep>KaHue MpooIeM.



3. 3akiroueHrne JOJDKHO COZEpXaTh UTOTOBBIE BBIBOJABI, O(OPMIICHHBIE IO
IOPUHLUITY OT OOIIEro K YaCTHOMY.

Bropoii 3Tan BBINOJHEHHS KOHTPOJBHOM pPabOThl COCTOUT W3 HANMCAHMS
Tekcra. [Ipu HanvcaHuu TekcTa He JOJIKHO OBITh COKpaleHU 1 ab0OpeBuaTyp.

Ha ocHOBE CaMOCTOSATENIBHOIO H3y4YEHMS  MaTEpUajoB, a  TaKxke
IPAKTUYECKOTO OIBITA CTYAEHT JOJDKEH CaAMOCTOSITENIBHO PACKPBITh TEMY, IIOKA3aTh
CBOE BHJICHHE T€X WU UHBIX paccMaTpuBaeMmbix mpobiem. KonrponpHas paboTa
JOJDKHA HOCUTH CaMOCTOSITEJIBHO BBIIIOJIHEHHOE 3aJaHUE CTYIEHTOM, HMETh
TBOPYECKUI XapakTep M COJepKaTb TIIyOOKYlH0 HAyYHO-TEOPETUYECKYID U
IPAKTUYECKYIO CYIIIHOCTb.

[lepennceiBanue  TEKcTa WIM  KOIMpoBaHWe ero u3  MHTepHera
CaMOCTOSITENIbHOM paboToil He sBisgeTcs W HE 3acuuTbiBaeTcsa. MHTepHeT-
MaTrepuaibl MOTYT MCIOJIb30BaThCS MPHU HAIMMCAHUKM KOHTPOJIBHOW PabOThI, OAHAKO
UX COZIepKaHUE TOJKHO OBITh CAMOCTOATEIBHO MPOPaO0TaHO CTYIEHTOM U JIOJKHO
YUHUTBIBATHCS HAPSy C IEYaTHBIMU UCTOYHUKAMMU.

Bb10paB TeMy KOHTPOJIbHON padOThI, ONUPAsiCh HA MaT€pHaIIbl YCTAHOBOYHBIX
3aHATUNA, CAMOCTOSITEIbHOE BUACHUE TEMBI, CIEAYET COCTABUTH IPEABAPUTEIbHBIN
aH paboThl, MPOAyMaTh €€ MNpUMEpHOe coxaepkaHue. Mcmonb3ys CHHUCKH
PEKOMEHJIOBAaHHOM JIUTEpaTyphl, OMOIMOTEUYHBIE KATAJIOTH WM HHPOPMALHIO B
WuTepHere, cnenyer oToOparb HEOOXOAMMBIE JJIi JAHHOW pabOThl UCTOUYHUKH U
yOenuThbCs, COIAEPKUT JIM JaHHAs KHUra Moje3Hyro uHpopmauuio. g 3toro
BHHUMATEJIBHO U3Yy4aeTCs] TUTYJBHBIN JINCT, aHHOTALUs, IPEAUCIOBUE, OIJIABIICHUE,
MpEAMETHBIN yKa3aTellb U KOMMEHTapHUH.

B xoxe paboTel HEOOXOAMMO cliellaTh BBIMMCKH, yKaszaB cienyroriee: OO
aBTOpa, HAa3BaHHWE CTaTbH, KHWTH, CTPAHUIy B TEKCTE, MECTO W3JaHUS, HA3BAHUE
U3JaTeNIbCTBA, IO/ MyOJIMKAlMU. DTU JaHHbIE Jy4llle BCETO MHUCAaTh HA KApTOUKaXx,
TakUM 00pa3oM, CO3/1aBaThb KapTOTEKY, KOTOpas, BO3MOXHO, MPUTOJUTCS BaM B
JaJIbHENIIeM B yueOHO-HCCIIe10BaTeNbCKON padoTe.

Ecam B TekcTe BCTpEYaeTCs HE3HAKOMBIA TEPMHH, CIEAYET YTOYHUTH €TI0
3HaueHue B cioBape. PaboTa BBIMIPBHIBAET, €CU CHAOXKaeTCsl KPaTKUM CIIOBapeM
TEPMUHOB, TOCKOJBKY 3a4aCTyl0 Yy Pa3HbIX aBTOPOB TEPMHUHBI TPAKTYIOTCS IIO-
pazHomy. Eciiu B pedepare ucnonb3yercst TEKCT MEPBOMCTOYHHMKA, TO OH JIOJKEH
OBITH B3SIT B KaBBIUKHK C 00513aTEJIbHOM CCHIJIKOM Ha aBTOpA.

B crnucok nuTtepatypbl 00s3aTeNbHO BKIIOYACTCSl Ha3BaHUE HE MEHEEe JABYX
y4eOHBIX MOCOOMI 0 BOMpOcaM TEOPUHM M MPAKTUKH CBA3EH C 0OIIECTBEHHOCTHIO
U3 CIIMCKa PEKOMEHJOBAHHOW JIUTEpPATypbl, MPUBEIEHHOTO B KOHIE JaHHBIX
METOANYECKNX PEKOMEHAAUN.



[TpopaGoTaB 0TOOpaHHYIO JIUTEPATYPY, CAEAYET MPUCTYNUTH K BHITOIHEHUIO
KOHTPOJIbHON paboThl. M3yuyuB HECKOIBKO HMCTOYHHUKOB, HEOOXOIMMO H3JI0KHUTh
MHEHHE aBTOPOB, IPOKOMMEHTUPOBATH €T0 — TO €CTh, BEICKA3aTh CBOE€ MHEHUE WIIH,
NPUCOEIUHAACH K KOMY-JINOO U3 aBTOPOB, OOBSICHUTD, CBOIO MO3UIIMIO.

1.5 CTpykTypa KOHTPOJIbHOI PadOThI

Bo BBeneHuu ykaspiBaeTcs TeMa paboThl, 0OOCHOBBIBACTCS €€ aKTYalbHOCTb,
HaMeyaroTcs KIYEBbIC LIEU U 3a7a4u paboThl. 34ech Takxke gaeTcs oOmmii 0030p
MCIOJIb30BaHHOM JIUTEPATYphl U JAIOTCSI KOMMEHTapHUU K COCTOSTHUIO U3YYEHHOCTH
JaHHOT'O BOIpoOca.

B ocHOBHOII 4YacTu JOMKHBI OBITh TMOJHOCTHIO PACKPBITHI BCE OCHOBHBIC
aCIEeKThl BHIOPAHHOU TEMBI.

B wu3noxeHun Bompoca JOJKHA NPOCIEKHBATHCA OMNpENEICHHas JIOTHKa.
JIOMKHO OBITH SICHO, YTO CTYJEHT 3HAKOM C OCHOBHBIMH TOYKaMH 3pEHUS 10
JaHHOW mpoOneme, W3ydns paboThl HamboIee aBTOPUTETHBIX CICIUATHCTOB,
ONpeAeNnul COOCTBEHHYIO MO3MIMIO IO JaHHOMY BOIPOCY U yMEET ee
apTyMEHTHUPOBAHO HU3JOKUTh. APryMEHTaMHd B JaHHOM cilydae OyIyT SIBISATHCS
TEOPETUUECKHE TOJIOKEHUS U JAHHBIE PAKTUKU, TOUEPIHYThIE U3 JIUTEPATYPHI.

B 3akitoueHnH cojep)karcs BbIBOABI U 0000HIEHUS MO padoTe B IIEJIOM.
CTyneHT yka3bIBaeT, KaKOH BOMNPOC OH HCCIENOBaJ, K KaKUM BBIBOJAM IPHILET,
KaKHe €CTh apTyMEHTHI B MOJIb3Yy JAHHOW TOUKH 3PEHUSI.

B koHue paboThl NOMEMIAETCs] CHUCOK MCHOJIb30BAaHHOW JIUTEPATYPHI,
BO3MOXHO, CJIOBapb TEPMHUHOB, YyMNOTPEeOJIEHHbIX B padore. Mcnoiab30BaHHYIO
JUTepaTypy B  OOJBIIEH CTENEHM COCTaBISIOT HCTOYHUKA M3  CIHMCKA
PEKOMEHIyeMOW JIMTEPaTypbl, HO CTYACHT MOXET WCIOIb30BaTh W JAPYyTUE
MCTOYHUKH, HAWJIEHHBIE CAMOCTOSITENIBHO.

[Ipu BbIIONHEHWW 3aJaHUs CTYACHT JODKEH JaTh pa3BepHYTHIE W
00OCHOBaHHbIE HOPMATHUBHBIMU AaKTaMH OTBETbl Ha IOCTaBJICHHBIE B 3aJaHUU
BONPOCHI. 3aKOHOAATENBCTBO JOJHKHO OBITh «HE CTapIlie» 9-THU JIETHEH JaBHOCTH.
[IpaBuibHOE perieHne 3aa4u - HEMPEMEHHOE YCIIOBUE BBIMOJIHEHUS KOHTPOJIbHON
pabotel. Ecniu cTyneHT He pemmi (B T.4. HE BEPHO PEIINII) 3a7ady - KOHTPOJIbHAsS
paboTa Bo3BpaIaeTcs eMy Ha 10paboTKy.

1.6 TpedoBanusi k 0poOPMIEHNIO KOHTPOJIbHOMH PadoOThI

KontponbsHas pabota qoibkHa OBITH OOpMIIEHa B COOTBETCTBHM C y4eOHO-
METOAMYECKUM TocoOueM mpaBwi odopMIIeHHs Y4eOHbIX paboT CTYIEeHTOB
(BBIXOJIHBIE JTaHHBIE TOCOOMsI yKa3aHbl B pasnuesie 3 CHHCOK pPEeKOMEHIyeMOu
JUTEPATYPHI).



OO0BéM paboTbl gomkeH ObITh paBeH 15-20 crpanuiiaM MaNIMHOMUCHOTO
TEKCTa CcTaHfgapTHoro ¢opmara (WUIIOCTPALMM W TPWIOKEHHS CUUTAIOTCS
otaenbHo) win oT 20 g0 40 Teicau 3HakoB ¢ mpoOenamu. lpudrt pabotsr mpu
KoMIibloTepHOM Habope - Times New Roman, kernp 14, MEKCTPOUHBIA MHTEPBAI
nmoryTopHbIii. Pabota BeimonHsieTcss Ha Oymare dopmarta A-4 Ha OIHOW CTOPOHE
JIMCTA, JTUCTHI CIIMBAIOTCS B MMANKE-CKOPOCUINBATEE.

Ha crpanumax pa®oTbl HEOOXOJUMO OCTaBIATH MOJSI JJIS 3aMEYaHUi
npenoaaBaTessi-peneH3eHTa. [1og cTpaHulbl OT rpaHuULbl JINCTA JO TEKCTa CJeBa —
25 MM, copaBa — 10 MM, pacCTOsSIHHE OT BEPXHEHM M HWIKHEHW CTPOKM TEKCTa 10
rpanuibl Jucta — 20 MMm. CTpaHUIBI UMEIOT CKBO3HYIO HyMepaluio apaOCKUMHU
uuppamu. Homep crpanuiubl oOo3Havyaercs BHU3Y B IeHTpe mmpudrom NelO.
AG3a11bl B TEKCTE clieAyeT HaYMHaTh C OTCTyna, paBHoro 1,25.

TuTynbHBIN JIUCT pabOTHI BKIIFOYAETCS B OOIIYI0 HyMEpaIMIO CTpaHull, HO 0e3
POCTaBJICHUs HOMEpa(HOMEp CTPaHUIbl Ha TUTYJIbHOM JIUCTE HE MPOCTABIISAETCS).
Ha TuTynbHOM JUCTE yKa3bIBalOTCS: Ha3BaHUE MUHUCTEPCTBA, By3a, (paKyybTeTa,
BeIyckatomieid kadenpsr; Tema; GUO crTyneHTa, BBIMOIHUBIIETO KOHTPOIBHYIO
paboty; ®UNO, ydeHas cTeneHb, YUYEHOE 3BaHUE MPEMOJIaBaTesi, MPOBEPSIOIIETO
paboty; ropon, roa. Ha BTopoMm nHcTe KOHTPOJBHOM pabOThl medaTaercs
cozepxkanue (riaH) paboThl, BKIIOUYAOIIEEe HA3BaHUS CTPYKTYPHBIX YacTeil paboThI
U COOTBETCTBYIOIIME UM CTpaHHIbl. Bece niumrocTpanuu U Tabauibl 10JKHBL ObITh
MIPOHYMEPOBAaHbBI, KAKAYI0 WLIIOCTPALMI0O HEOOXOUMO CHA0XATh MOJPUCYHOUHOM
Ha/AMUCHIO, TaOJMUIBI C 3aroJIOBKAMU JIOJKHBI OBITH MOMEUIEHBI B TEKCTE MOCHe
a03a1leB, CO/IePKAIUX CChUIKY Ha HUX.

CnoBa «Conepxxanue», «BBenenue», «3akiItOueHUE» 3alMCHIBAIOTCA C
MPONMHUCHON OYKBBI M1 HE HYMEPYIOTCS KaK OTJEIbHBIEC MOAPA3IEIbI.

Kaxxnpiii HOBBIN pa3zzgen paboThl PEKOMEHIYETCsl HauWHATh ¢ HOBOTO JIMCTA
(ctpanuupl). OIHAKO €CIIM K€ HAa CTPAHULIE OCTAeTCsA OAMH ab3al, TO JKeIaTeabHO
cienyromuid maparpad WIM TJIaBy HE TEPEeHOCUTh Ha HOBYIO CTpaHHUIly, a
MIPOJOJIKUTH HA OTOM XKE.

B 3akiroueHur KOHTPOJIBHOM paOOTHI AenaloTcss 0OOCHOBAHHBIE M KPAaTKHE
BBIBO/IbI U3 IPOAHAIM3UPOBAHHOIO MaTepHUaa.

B koHIle KOHTpPOJILHOW pabOThl TPUBOAMUTCS CHUCOK HCIOIH30BAHHOMN
JUTEPATYypbl M HWHBIX MCTOYHUKOB HH(popmanuu. Croucok odopmisercss B
COOTBETCTBUHM C OuOMMOrpaguiecKuMu TpeOOBaHUSMU B aidaBUTHOM WA — B
OTIIETBHBIX KOHKPETHBIX Cily4yasx - B TOpPSAJIKE IOPUIAYECKOM 3HAYUMOCTH
HOPMAaTHBHBIX aKTOB.

3aroyioBku paznenoB, a Ttakxke cnoBa BBEJIEHUE, 3AKJIIOUEHUE,
COHEPXAHUE, CITMCOK JIMTEPATYPLI pacnonaratorcs B cepeliHE CTPOKH



0e3 TOYKM B KOHILIE M TI€YATalOTCs MNpONHCHBIMU OykBamu. [loazaronoBku
[eYaTalTCsd CTPOYHbIMU OykBaMM (mepBasi OykBa IPOINHKCHAs). 3arojlOBKU B
OTJIABJICHUM HE TOJYEPKUBAIOTCS. 3aroiOBKM JOJKHBI HUMETh MOPSAKOBYIO
HyMepalui Hu 0003HauaTbCs CIEAYIOIIMM 00pa3oM: pasleiabl — apabCKUMU
nudpamu, maparpadpl W TMYHKTBI — Takxke apabckumm mudpamu. [laparpadsr
HYMEpYIOTCSl B Npelienax KaKIoro pasnena. Mexay 3arojloBKaMud M TEKCTaMu —
IIPOIYCK 110 OJTHOU ITyCTOM CTPOKE.

B Tekcre KOHTpOJIbHOW pPAabOTBI HE JAODKHO OBITh COKpAaIllEHUH, 3a
UCKITIOYEHHEM OO0MmenpuHAThIX. CCBUIKM SIBISIOTCS 00s3aTeIbHBIM 3JIEMEHTOM
HAyYHOTO HCCJIEI0BaHUs, MO3BOJSIOIIMM OLEHUTh KOMIIETEHTHOCTh aBTOpa, €ro
yMeHHE pPadoTaTh C HCTOYHHKAMH, CaMOCTOSITENIbHOCTh U T.A. TEKCThl ILHUTAT
3aKJIIOYAIOTCS B KaBBIYKU M CONPOBOXAAIOTCSI CHOCKOW MJIM CChUIKOM Ha MCTOYHUK.
Hampumep, B TeKcTe mocie YOMHUHAHUS MaTepuaia MPOCTABISIOTCS B KBAJAPATHBIX
CKOOKax HOMEp, MOJ KOTOPbIM OH O0O3HAyaeTcsi B CIHHUCKE HCIIOJIb30BaHHbIX
WCTOYHHUKOB, 1 HOMEp CTPaHHUIIBI, Harpumep - [5, ¢. 80].

B coorBercTBUM ¢ TpeOOBaHMSMM BEAYILIETO TUCLUIUIMHY IMPENoIaBaTes
oopmIIeHHE CCBUIOK BO3MOXKHO TpeMs CHOco0aMu: TOCTpPaHUYHBIC, KOHIICBBIC,
BHYTPU TEKCTOBBIE CCBHUIKM. B OTHENBbHBIX ciaydasx crnocod o(opMIIEHHUS CChUIOK
CTYZCHT BBIOMpPAET IO CBOEMY YCMOTPEHHIO.

WHTepHeT- HMCTOYHMKHM JIOJDKHBI HCIIOJIB30BAaThCA C YCJIOBHEM YKa3aHMs
CalTOB M MX AJEKTPOHHBIX aipecoB. Ccbuika Ha IHTEpHET — pecypc HE MOXKET OBbITh
UCIOJb30BaHa 0O€3 yKa3aHWs aBTOpa CTaTbU WM aBTOpPa WHOTO 3JIEKTPOHHOIO
Matepuana. B ciydae, ecnm CTyIeHT HCIONb30Ball TeKCT u3 HTepHeTa 6e3
yKa3aHusl UCTOYHUKA, TO €ro KOHTPOJIbHAsl paboTa MOXKET CUUTAThCS IJIaruaToM U
OyZeT He MPHUHSATA K TPOBEPKH.

Oco0oe BHUMaHuE cieayeT oOpaTUTh Ha MpeacTaBieHuEe NpuiokeHuit. K
NPWIOKEHUSM OTHOCATCS MaTepuajbl, JOMOJHSIONME OCHOBHBIC pa3felibl
KOHTPOJIbHON pabothl. [lpuioxkeHus pa3MemaroTcss B KOHLE BCEX OCHOBHBIX
pa3nenoB paboThl (IOcie CHCKa WCIOJIb30BAHHBIX UCTOYHHKOB) M PaCIoIararoTcs
B MOPSIIKE MOSIBICHUS CCHUJIOK HA HUX B OCHOBHOM TekcTe. Kaxkmoe mpuioxeHue
JOJHKHO HAUYMHATHCS C HOBOUM CTPaHUIIBI M UMETh 3aroJIOBOK, @ B BEPXHEM MPABOM
yIay HaJx 3arojioBkoM — cioBo «llpuiokeHue» c ykazaHueM ero HoMepa u
Ha3BaHudA. [IpuiokeHune, KOTOpoe SBJISETCS EAMHCTBEHHBIM B paboTe, He
Hymepyerca. Kaxaoe mnpuioxkeHHe paccMaTpuUBaeTCs KaK CaMOCTOSATEIbHBIN
MaTepual W Ha HET0 pacHpoOCTPaHSIOTCS BCE YKa3aHHBbIE TpeOOBaHUA W
peKOMEHaluu 1Mo (OpMATHPOBAHUIO KaK M K OCHOBHBIM MaTepuajaM (B 4acTu
HyMepaliu, WUTIOCTPaIfid, CChUTOK | T.1.).
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1.7 TpedoBaHusi K NpeAbABICHUIO KOHTPOJIbHOI PadoThI

KonTtponbHas pabora nomKHA OBITH MPEACTABICHA MPENoJaBaTeslio He
mo3jiHee, 4eM 3a 15 mHeil g0 cpoka cmauu KoHTposibHOUM. KoHTponbHas paborta,
BBITIOJIHEHHAs 0e3 coOoieHus] TpeOOBaHUM WIIM HE MOJTHOCTBIO, HE 3aUUTHIBACTCS
¥ BO3BpaIlaeTcs CTYJASHTY Ha J0paboTKy. B ciydae, ecnu koHTponpHas pabota
BBITIOJIHEHA HE MO 3apaHee OIpEACICHHOMY BapHaHTy, OHa HE 3a4MTHIBACTCS U
BO3BpPAILAETCA CTYAEHTY /i1 €€ BBIINOJHEHUS B COOTBETCTBUM C BAapUaHTOM,
yYKa3aHHBIM B pe3yJIbTaTe OOCYKICHUS U YTBEP KICHUS MPENOAaBaTEIIeM.

Jlo Hauana ceccuu CTYJIEHT IMOJy4aeT NPOBEPEHHYIO MPENoJaaBaTelIeM
KOHTPOJbHYIO palOTy C HCIPaBICHUSMHU B TEKCT€ U 3aMEUYaHUSIMU Ha MOJIX, a
TaK)Ke PEICH3HUI0, B KOTOPOW aHAJIM3UPYIOTCSA BCE OMIMOKM U HETOYHOCTHU, JAFOTCS
PEKOMEH/IallMU IO UCIIPABJICHUIO OMIMOOK M BBICTABIISIETCS OLIEHKA «3aYTEHO» WIIU
«He3auTeHo». OlEHKa «3a4TeHO» SIBIIETCA JIONMYCKOM K 3K3aMEHY WJIM 3ayeTy.
Pabota c oneHKOM «HE3auTeHO» JAOJKHA ObITh JOopaboTaHa M NPEJCTaBICHAa Ha
MTOBTOPHOE PELIEH3UPOBAHHUE.

Ecin  koHTponpHas paGoTa mOpaBWIbHO OQOpMIIEHA U OTBEYAeT
MPEABSBISIEMbIM TPEOOBAHUSAM, TO CTYACHT IOJDKEH MPONTH coOeceoBaHUE IO
TEeME KOHTPOJIbHON padOoThI € MpenojaBaTesieM, YTO SIBISIETCA 3HAUUMbIM (PaKTOpOM
ONpeaeIeHUs] UTOTOBOM OLEHKH MO JUCIUIUIMHE.

1.8 Kpurepuu oneHMBaHMs KOHTPOJIBHOM padoThI
1. CTeneHb pacKpbITHS TEMBI IPEANOIATACT:
- cootBercTBUe maHa KP Tteme;
- COOTBETCTBHE COJAEPIKAHUS TEME;
- TOJIHOTY Y TNIyOMHY PacKpbITHsI OCHOBHBIX MOHSTHUI;
- 3pYJIUMPOBAHHOCTH B pacCMaTpUBaeMOil 00J1acTH;
- 000CHOBaHHOCTH CIIOCOOOB U METOAOB PadOTHI C MATEPUATIOM;
- yMeHue paboTaTb C  JUTEpaTypoil, = CHUCTEeMAaTU3UpPOBaThb U
CTPYKTYPHUPOBATh MaTepual;
- yMeHue 00001aTh, ejaaTh BBIBOJbI, COMOCTABIATh Pa3iIMYHble TOYKU
3peHHUs 10 pacCMaTpUBAEMOMY BOIIPOCY.
2. IlpaBUABHOCTD pelIEHUs MPAKTUYECKON YaCTH

- OrcyTrcTBHE OMMOOK;

- Ilpu BBINOJHEHWH 3aJaHMsl CTYIEHT JOJDKEH AaTh Ppa3BEPHYTHIE U
000CHOBaHHbIE HOPMATHBHBIMM aKTaMH OTBEThl Ha IIOCTABIICHHBIE B 3aJaHUU
BOIIPOCHI;

- 3aKOHOJATENBCTBO JIOJKHO OBITh «HE CTapIle)» D-TH JIETHEW JaBHOCTH;

- IlpaBunbHOE pelieHue 3a1a4u.
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3. OG0CHOBaHHOCTH BHIOOPA NCTOYHUKOB OIICHUBAETCSI:
- CTemneHb 3HAKOMCTBA C COBPEMEHHBIM COCTOSIHUSIM ITPOOJIEMBI;
- TMOJHOTOM MCIOJIb30BaHUS pabOT Mo Mpodeme;
- TpUBJICYEHUEM HamOOJee U3BECTHBIX M HOBEHUITUX paboT 1Mo mpodieme
(>xypHaJIbHBIC ITyOIMKAIIUN, MaTEPHAIIbl COOPHUKOB HAYYHBIX TPYJIOB H T.1I.).
4. Cobmronenre TpeOoBaHMiA K 0(OPMIICHHIO OTIPEICIISACTCS:
- TIpaBUJIBLHBIM O()OPMIICHHEM CCHIJIOK Ha MCTIOIB3YEMYIO TUTEPATYPY;
- OILIGHKOW TPaMOTHOCTH U JIOTHYHOCTH (KYJIBTYPbI) H3JI0KCHUS,
- BJIaJICHUEM TCPMHUHOJIOTHEH U MOHATUHHBIM alapaToM IMpoOIeMBbl;
- co0OmroieHreM TpeOOBaHMIA;
- KyJIbTypoil ohopmiieHusl.

Tabnuua 2- Kpurepuu orileHMBaHUs KOHTPOJbHON paOOThI

Kpurepun oneHBaHus MakcumanbHOe MunumansHOE

KOJIMYECTBO OAJIOB | KOJIUYECTBO
OaIoB

CreneHb pacKpbITUS TEMBbI 40 21

[IpaBUIBHOCTH PELICHUS] TPAKTUYECKOMN 40 20

JacTH

O60CHOBaHHOCTH BHIOOpPA UCTOYHUKOB 10 5

Cobmtonenue TpeboBaHUM K 10 5

0(hOPMIICHUIO

Htoro 100 51

Kpurepuu oLieHKH 3HaHUW CTYAEHTOB B LIEJIOM MO KOHTPOJIbHOM padoTe:

e «3auTteHo» - oT 51 mo 100 6anoB;
e «HE 3auTeHO» - MeHee 51 Oasuia.
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2 3AJIAHUSI 1JISI BBIIIOJTHEHUSI KOHTPOJBHOM PABOTHI

2.1 IlepeyeHb TeM /il BBINOJHEHHS] TEOPETHYECKOH YAaCTH KOHTPOJbHOI
padoThI

HoMep Ttembl TeopeTHdyeckold YacTH (BapuaHTa MPAKTUYECKOrO 3aJaHusl)
BBIOMPAETCSI B COOTBETCTBUU C JBYMS MOCICTHUMHU IMdpaMud HOMEpa 3a4eTHOUN
KHIDKKU. [Ipy coBmajeHMM HOMEPOB BapHAHTOB padOT CTYJIEHTOB BapHUaHT
BBIOMpPAETCS UHIUBUIYAIBHO MTPENO/IaBaTEIIEM.

Tema 1. JIokyMeHT U cucTeMbl JOKyMeHTauu. [loHsiTHE NEenonpon3BOACTBRA.

1. JlaTh omnpezeneHusi TepMUHAM: JIETONPOU3BOICTBO, TOKYMEHTAIMOHHOE
oOecrieueHre yrnpaBieHUs, TOKYMEHTUPOBAHHUE, TOKYMEHTOOOOPOT, IOKYMEHT,
CILyKEOHBIA TOKYMEHT, O(DUIIMAIBHBINA JOKYMEHT, aBTOpP JOKYMEHTA, 00BEM
JIOKYMEHTO000pOTA.

2. Kax u Ha OCHOBaHWM KaKHUX MPU3HAKOB KJIACCUDUIIUPYIOTCA JOKYMEHTHI:

— M0 CTaaUsIM CO3/IaHUs;

— II0 CPOKaM XpaHCHHS,

— [0 FOPUUYECKON CUIIE;

— 10 BUJIaM;

— 10 HAUMEHOBAHUSIM BUI0B?

3. Uem onpenensercs 3Hauumoctb JJOY B nesSTEIBHOCTH MPEANPUATHI,
OpraHu3alUN, YUPEKICHUI?

4. HazoBute aBe coctaBHbie yactu JJOVY u packpoiiTe ux cojepxaHue.

5. Uto Takoe yHUUKAIMS YIIPABICHYECKUX TOKYMEHTOB?

6. [lepeuncanTs cymecTByIONMe YHUPUITUPOBAHHBIE CUCTEMBI JOKYMEHTAITHH.

7. Yro takoe OKVY]1?

8. [lepeuncanTh OCHOBHBIE (DYHKITUH TOKYMEHTA.

Tema 2. TpeGoBaHus K COCTaBIECHUIO U 0OPMIICHUIO YITPaBICHUYECKOM
JOKYMEHTAITIH.

1. CocraB, Ha3zHauenue, pacnpocrpanenue Y COP/I.

2. [lonsTHe U cocTaB HOPMAaTUBHO-METOAMYECKOM 0a3bl AETONMPOU3BOJICTBA.

3. Ha3BaTb OCHOBHBIC 3aKOHOIATEIBLHBIE AKThI, HOPMATHBHBIC TOKYMEHTHI,
JENCTBYIOLIUE B 00JIaCTH ACJIONPOU3BOICTBA.

4. Kak pacmmudpoats unaexc 'OCT P 6.30-20037

5. Uto Takoe popmMynsp-oOpaser], 4To BXOAUT B €ro COCTaB?

6. Onmcats o01IHMe TpeOOBaHUS, IPEIBABISIEMbIC K 0(DOPMIICHHIO CITY>KEOHOTO
nokyMmeHTa ((popMaTsl, pa3Mepsl MoJeH, MOCTPOCHUE KOHCTPYKIIMOHHOM CETKH).

7. JlaTh XapaKTEepUCTUKY PEKBU3UTY KakK MH(POPMAITMOHHOMY AJIIEMEHTY
JTOKYMEHTA.

8. Kakue pekBU3UTBI OTHOCSATCS K IOCTOSTHHBIM, TOYEMY?
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9. Kakue pekBU3UTHI OTHOCSTCS K TIEPEMEHHBIM, MOYemMy?

10. Ha xakue rpymnbl AeIATCs EPEMEHHbBIE PEKBU3UTHI?

11. IlepeuncauTh 3Tanbl JOKYMEHTUPOBAHHUS.

12. Yto Takoe cornacoBanue?

13. Yto Takoe yTBepKacHHE?

14. Kakue ciocoObl y10CTOBEPEHHS IOKYMEHTOB CYIIECTBYIOT? B Kakux
CJIy4asix UCTIOJB3YIOTCS pa3InyHbIe CIIOCOOBI YIOCTOBEPEHUS?

15. Jlate onpenenenus TepmuHam: Ghopmyssap-oopasel, GopMysp T0KyMEHTa,
PEKBU3HT, IOPUANYECKAs CHUJIa JOKYMEHTa, 00beM JJOKYMEHTO000pOTa, CIIy>KEOHBII
JOKYMEHT, O(DUIIMATIbHBIN TOKYMEHT.

16. CBsI3b PEKBU3UTOB C 3TAlAMH JISJIOTPON3BOICTBEHHBIX PadoT.

Tema 3. CoBpemMeHHBbIE CLIOCOOBI M TEXHUKA CO3/1aHUsl JOKYMEHTOB.

1. Ha3oBUTE OCHOBHBIE METOIbI POPMATUPOBAHUS TEKCTA.

2. Onumure npaBuia opopmieHus ab3anes, pyopHK, 3aroJioBKOB,
MIPUMEYAaHNM, CHOCOK.

3. OnuimuTe OCHOBHBIC YaCTH TaOIUIIBI U MPaBUiia UX 0(HOPMIICHHUS.

4. Ilepeuncnaute OCHOBHBIE TPeOOBaHUs, IPEABSBIIAEMble K OUOIMOrpadu-
YECKUM OIMUCAHUSM.

Tema 4. CocraBnenue OP/I.

1. Kakue BUJIbI BXOST B COCTaB OPraHU3AIMOHHBIX, PACTIOPSAUTEILHBIX U
opHUITMATHHO-TUIHBIX TJOKYMEHTOB.

2. Kakue Buipl 0JIaHKOB peryiaMeHTHpPOBaHbI cTaHaapToM? CocTaBbTE UX
(bopMyIISIpBHIL.

3. [lepeuncinuTh OCHOBHBIE BUbI JOTOBOPOB U KOHTPAKTOB

4. IlepeunciauTh OCHOBHBIE TPEOOBaHUS K O(OPMIICHUIO TOTOBOPOB U
KOHTPAKTOB.

5. [laTe onpeneneHue npukasa.

6. Kakue yactu Tekcra B IpuKas3e Mo OCHOBHOM JEATETLHOCTH?

7. [lepeuncanTh BUIIBI MPUKA30B MO KAJAPOBBIM BOTIPOCAM.

8. OcobennocT 0(hopMIICHHS CIIPABOYHO-UH(GOPMAIIMOHHBIX TOKYMEHTOB.

9. Kakue BUIbI CTY>KEOHBIX 3aMMHCOK CYIIECTBYIOT?

10. Yem cmyxeOHas 3amucKa OTIUYACTCS OT CIIPaBKH?

11. Kakue yactu TekcTa B akTe?

12. B yem 0cOOEHHOCTH MOANUCAHUS aKTa?

13. JlaTe onpenesieHus BUiaM oOparieHui rpak/iaH.

Tema 5. JlenoBeie nHcbMa.

1. [lepeuncnute CylIECTBYIOMINE KIACCU(PUKALIUU CITY>KEOHBIX MTUCEM.

2. CocraBbTe (HopMyJIIsIp CITy>KeOHOTO MUChMA.
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3. OnummTe 0COOEHHOCTH MOCTPOEHUS MPocToro (1-2 yacTu) TekcTa muchbma.
4, OnuiurTe 0COOEHHOCTH TTOCTPOCHUS CI0KHOTO (3-4 4acTH) TEKCTa MUChMA.
5. [lepeuncante u npuBeIUTE MPUMEPHI CIIOCOOOB YHU(PHUKAITIH JIETOBOTO
UChMaA.
6. [lepeuncanTe BUIbI KOMMEPYECKHUX ITHUCEM.
7. Uto Takoe odepra, HA30BUTE OCOOCHHOCTH €€ OPOPMIICHHUS.
8. Uto Takoe pekamalius, Ha30BUTE OCOOSHHOCTH €€ 0(hOPMIICHHSI.
Tema 6. KoppecnionaeHIusi, CBsI3aHHas C MPOBECHUEM MTEPUOINYECKUX
MEPOIPUSATHMA.
1. Yto Takoe mpoToKo?
. CocraBbTe hopMyIIsip MPOTOKOJIA.
. Onummre CTpyKTypy TEKCTa MPOTOKOJIA.
. B uem ocoOeHHOCTH moiNucaHus MPOTOKoIa?
. Bunel npotokonoB. OcHOBHBIE TpeOOBaHUS K 0(OPMIICHHIO.
. Kak opopmitsiercs Bolnucka U3 mpoToKona?

~N O OB~ 0D

. Kak cTposTcs TeKCThI UChbMa-TIPUTIIAILICHHS, TUChMA-N3BEILICHUS?

8. Kakue TpeboBaHus MPEIBABIAIOTCS K TEKCTY TEIETPAMMBI U
TenepoHOrpaMmbi?

9. Kakue TpeboBaHUs MPEIBABISIOTCS K TEKCTY JIEKTPOHHOTO COOOIIEeHNs?

Tema 7. KomMepueckas repenucka ¢ 3apyOesKHbIMU TapTHEPAMHU.

1. Kakue crangaptel UCO pernamenTupyoT odopmieHue JeI0BOM
nepenucku?

2. Kakue ¢popmaTsl OyMaru UCIoib3yl0TCS B MEKIYHAPOTHON TIEpenucKe?

3. Kak cripoextupoBaHbl O1aHKH 111 MEKTyHAPOIHBIX TTUCEM?

4. Buibl MEKTyHAPOIHBIX TTUCEM.

5. OcobennocT 0(hopMIIEHUS PEKBU3UTOB.

Tema 8. Opranuzanusi JOKyMeHTOOOOpOTA.

1. [lepeurciute OCHOBHBIC ITAIBI IOKYMEHTOO00OPOTA, TAUTE UM
onpeaeaeHusl.

2. Kakue TpeboBaHMs MPEIBABISIOTCS K PETUCTPAIIUN BXOAIINX TOKYMEHTOB?

3. [laiiTe XapaKTepUCTUKY OpraHU3aIMi KOHTPOJISI HCIIOJHEHUSI JOKYMEHTOB.

4. ]JlaiiTe XapaKTEpPUCTUKY OpraHu3auu (OpMHUPOBAHUS JE.

5. Uto Takoe HoMeHKJaTypa aen? KakoBa nepuoiuyHOCTh BHECEHUS
M3MEHEHU?

6. Ilepeuncnure BUABI HOMEHKIATYP.

7. Kakast uapopManivsi OTHOCHUTCS K pa3psiIy «KOMMEPUYECKON TalHbBI»?

8. Kakas nndopmariiusi He MOXKET OBITh OTHECEHA K Pa3psIIy «KOMMEPUECKOMN
TaHbD»?
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9. Kak ocymiecTBisieTcst peructpaiys 1 yuet oOpalieHuil rpaxan?
10. Kakue cymiecTByHOT CPOKH UCTIOTHEHUS OOpaIieHuii?
11. IlpaBuna y4era yCTHBIX OOpalieHUH.

2.2 3aiauu 1151 BbINOJHEHUS NPAKTHYECKOH YaCTH KOHTPOJIbHOI padoThI

Homep 3amaHust mpakTUUeCKOW 4YacTH BHIOMPAETCS B COOTBETCTBUH C ABYMS
nmocienHuMu udpaMu HOMeEpa 3adeTHOW KHWXKKU. [Ipu coBmajmeHnn HOMEpPOB
BapuaHTOB  pabOT  CTYJEHTOB  BapHaHT  BbIOMpaeTCs  HMHIUBHUAYAIbHO
IIpEIo1aBaTelIeM.

BpIBOABI MpakTUYECKUX 3aJaHUN JOJKHBI CONMPOBOXKIATHCS KPATKHUMHU, HO

UCYEPIBIBAIOIIUMH TOSCHEHUSIMH (apryMEHTaMu), KOTOpBIE JIOJDKHBI SIBISITHCA
PE3yJAbTaTOM CaAMOCTOSITEILHON paOOThI CTY/ICHTA.

3aganue 1.

[Tonw3ysice TpynoBsiM kogekcoMm P® rnapoii 10 u 11. Onummure nomaroByro
npoueaypy nmpuema pabOTHMKAa HA OCHOBHYW pabory u  (uwiau) 1o
COBMECTUTEIBCTBY.  3alOJHUTE  MPEJIOKEHHbIE  o0Opasllbl  JTOKYMEHTOB,
oopMIiIsieMble IpH MpueMe paboTHUKA HA padoTy.

3aganue 2.

[Tone3ysace TpynmoBeiM kozekcoM P® rmasoi 12. Onummre momaroByro
poLeaypy U3MEHEHHs TPYAOBOTO JIOTOBOpa, B TOM YHCIIE MEepPeBOj pabOTHUKA Ha
IpYryto padoTy. 3anojgHUTE NMPEII0KEHHbIE 00pa3lbl JOKYMEHTOB, 0(hopMIIsieMble
IIPY U3MEHEHUH YCIIOBUM.

3ananue 3.

[Tonp3ysicb TpynoBbiM KojekcoM P® rmaBoit 19. OnuiuTte momaroByro
NpoleAypy Ha3HAueHUsl OTMyCKa. 3alojHUTEe MPEaJIoKEHHbIE  00pasiibl
JIOKYMEHTOB, 0(hopMIIsieMbI€ TTPU HA3HAYEHUU OTITYCKa.

3ananue 4.

[Tonp3ysicb TpynoBbiM KojekcoM P® rmapoit 13. Onuuiure momaroByro
MpOIEAYypY YBOJbHEHUSI pPaOOTHHMKA. 3aloJIHUTE MPEAJIOKEHHbIE 00pasiibl
JIOKyMEHTOB, 0(hOpMIIIEMbIC TIPH YBOJILHEHUN COTPYIHHKA.
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1. brikoBa T.A. JIoKyMEHTaIlMOHHOE obecrieueHne yIpaBICHHSI
(memompounsBonctBo) : yueb. mocobue / T.A. bweixoma, T.B. Kysnemona, JI.B.
CankunHa. — 2-€ u3j., nepepad. u gon. — M. : UHOPA-M, 2017.— 304 c. + Jlom.
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(Boiciee o0pa3oBaHUE: bakanaBpuar).
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DIIEeKTPOHHBIE TEKCTOBBIE JaHHbIe. - MockBa : Jloroc, 2012. - 352 c. - (HoBas

YHUBEPCUTETCKAS OonbnuoTexa). — Pexum JOCTyma
http://znanium.com/bookread.php?book=469013
2. Kosuna, E. C. Jlenonpou3BoacTBO [OnexTpoHHBIN pecypc] : ydeOHO-

meroaudeckoe mocodbme / E. C. Ko3mHa. — DIEKTpOHHBIE TEKCTOBBIC HaHHBIC. -
MockBa : [upexkr-Memuma, 2013. - 27 «c¢. — Pexum pocryna
http://biblioclub.ru/index.php?page=book&id=141469

3. Auapeesa, B. U. JlenonpousBoacTBo: opranu3anus u BegeHue [Tekcr] : yueOHo-

npaktudeckoe mocooue / B. M. AnnmpeeBa. - U3ganume 2-e, mepepaboTaHHOE U
nonosiHeHHoe. - M.: Knopyc, 2007. - 248 c. - I'pud YMII "PexomennoBano".

1. bBacakoB, M. MU. CoBpemMeHHOE JeIONPOU3BOACTBO (JOKYMEHTAIIMOHHOE
oOecrnieueHue ynpasienus): yueonoe nocooue / M. U. bacakos. - Poctos-Ha-/lony :
®enukc, 2007. - 480 c. - (CipaBOYHUK).

2. lenoBeie muchbmMa M E-mail : VYyeOGHo-mpakTthueckoe mocobue / C. JL
Morunesckuii. - M. : IIpocnext, 2004. - 88c.
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