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1 Ileab AMCHUNIHAHBI.

B pesynbraTte OCBOCHUS AaHHOW MUCHUIUIMHBI Y 0O0YdJaroIerocss JOKHBI OBITH  C(HOPMHUPOBAHBI
KOMIIETEHIINH OCHOBHOM MpOo(deCCHOHAIIBHONW 00pa30BaTeIbHON MPOTpaMMbl akaJIeMHYECKOTO OaKalaBpH a-
ta (manee - OITOII): OIIK-4, I1K-8, ITIK-11, ITK-20.

ConeprxkaHre KOMIIETCHITUN KaK IJIAHUPYEMBI X Pe3yAbTAaTOB O0yYeHUS TTO JUCITUTUIMHE CM. TaOIuIs! 1
1.1 dopMupyeMble KOMIETe HITUH

Tabmuma 1 - ®opmMupyemMble TUCIUTUITHON KOMITCTCHITNN

Hanmenosanue HaumenoBanue Kox u HazBaHue KOMIIETEHIINU
BHJIa KOMIICTCHI[MH KaTeropuw (Tpyi-
Tl ) KOMITETCHIIN I
O6menpoq)eccno- OIIK-4 CIIOCOOHOCTBIO OCYIISCTBIIATH JICJIOBOE OOIIIe-
HaJTbHBIC Ky/IbTYPHBIC HUE W TyOJMYHbIC BBICTYIUICHUS, BECTHU Tiepe-
KOMITeTEHITHH TOBOPBI, COBEIIAHUS, OCYIIECTBISITH JIEIOBYIO
MEepencKy W TOAJCPKUBATH  DIICKTPOHHBIC
KOMM yHHKA ITHH
ITpo deccuonanbHas OpraHmanuoHHO- TIK-8 BIIAJICHUEM  HABBIKAMU  JJOKYMEHTAJILHOTO
yIpaBJIcHY SCKasI oopMIIeHNS PEIICHWI B YIPaBIICHUW Orepa-
JIeSTEJILHOCTh IMMOHHOYW (TIPOM3BOJICTBEHHOMN) JIEATENHLHOCTH
OopraHmzanuii NP BHEJAPCHAW TEXHOJIOT U e-
CKHX, IPOAYKTOBBIX WHHOBAIIUW WM OpraHi3a-
ITAOHHBIX M3MCHEHUHN
Hpoq)eCCHOHaﬂbHa;{ WNudopmarpionHo- TIK-11 BJIaJICHUEM HaBBIKAMM aHAJIM3a WHPOPMAIMH O
aHaJIMTHIEeCKas Jes- (YHKIIMOHUPOBAHMKM CHCTEMBI BHYTPEHHETO
TEJLHOCTh JIOKYMEHTO000pOTa OpraHu3almu, BeJleHus 0a3
JIAHHBIX TI0 Pa3JIMYHBIM TOKa3aTelsiM U POpMU-
poBaHUsS MH(POPMAIMOHHOTO O0ecTieueHrs yJaa-
CTHUKOB OPTaHM3aIFIOHHBIX IPOEKTOB
ITpo deccuonanbHas [IpeanpuaUMaTeTH- TIK-20 BJIa/ICHAC HABHIKAMMY TIOATOTOBKH OpraHM3aIly-
CcKast IeITENbHOCTE OHHBIX W PaCTOPSJIUTENBLHBIX JOKYMEHTOB, He-
00XOIUMBIX JIJISI CO3MAHMSI HOBBIX TPEINpPHUHI-
MaTeJbCKUX CTPYKTYP

1.2 JleckpunTOpHBbIE XapaAKTePUCTUKH KOM IeTe HIIHii

Tabmuna 2 — JlecKpunTopHbIe XapaKTePUCTUKUA KOMIETCHIN I, (POPMHUPYEMBIX IHCIUTILIHHON

Kon u Hassanue
KOMIIETEHIIN U

IIGCKPI/IHTOPHBIG XapaKTCPHUCTUKNU KOMIICTCHIIUHA 110

OIIoII

I[I/ICLII/IHJII/IHBI H IIpakK-

TUKH, GOPMHUP YIOLIIE KOM-
nerexHuuio no OIIOIT




OIIK-4

3HaTh:

— OCHOBBI JIEIOBOTO OOLICHUS;

— IpaBUJIA U CPEJCTBA Be ICHUS JIETIOBOH IMepeuCK;

— 0COOGHHOCTH M CpEACTBA BEACHMS 3JICKTPOHHBIX
KOMM YHHUKauil.

Ymertsn:

— BBIOMPATH U MPUMEHSTh METOBI U CPEJICTBA JEJIOBOTO
oOLIeHus; , B T.4. BECTH JACNOBYIO IEPEIHUCKy H JJIeK-
TPOHHbIE KOMMYHHUKAIIUU OT CBOETO UMEHHU, HIMEET OTIBIT
Iy OJIMYHBI X BBICTY 1JICHUH;

— HOJTOTOBHTh U OCYIIECTBHTh IMyOIMYHOE BBICTYILIE-
HHE C HCIIOJIb30BaHHEM COBPEMEHHBIX MH(OpPMaIHUOH-
HBIX TEXHOJIOTHA B pa3mM4yHBIX (Gopmartax (IOKiaza,
y4acTusi B KPYIJIOM CTOJIE, U TIp.);

— yMeeT HOCTPOUTh JeJI0BOe OOIeHHe, OPraHU30BaTh U
BECTH JEJOBYIO MEPENUCKY U 3JIEKTPOHHbIE KOMMYHU-
KaI1H.

Baanern:

— HaBBIKAMU CaMOIIPE3EHTALUH, YMEET TOTOBUTHCS K Me-
pPEroBOpaM U COBEIAHMSM.

b1.b.12 JesonpousBoacr-
BO U IOKYMe HT0000poT
b1.b.19 Hayunsie uccneno-

BaHUS B SKOHOMUKE

b2.B.01(Y) VY4eOHas mpakTuka.
[TpakTuKa 1O MOMYyYCHHUIO TICPBHY-
HBIX TPO(ECCHOHANBLHBIX YMEHHM
Y HAaBBIKOB

b3.5.01(J[) 3ammra  BbIIyCK-
HOM KBaJu(pHKaIMOHHOW PaloTHI,
BKJIFOYas TIOATOTOBKY K TNPOIIAYpe
3aIUTHI ¥ IPOLICTYPY 3aIHUTbI

I1K-8

3HaTh:

— poim, GYHKIHMK U 3aJa4¥ HHHOBAL[MOHHOTO MEHEDKe-
pa B COBpEMEHHOM OpraHu3alIuy;

— 0a3oBble MOHATHA TEOPUH MHHOBALMN M yIpaBICHUS
HMHHOBAIUAMH;

— 3aKOHOMEPHOCTH (OpMHUPOBaHMS HMHHOBAI[MOHHBIX
CcTpaTeTui;

— OCHOBHBIE (POPMBI 3aLIUTHl 0OBHEKTOB HMHTEJIIEKTY b~
HO¥ COOCTBEHHOCTH;

— BUBI U OPMBI TOCYNAPCTBEHHOTO PETYIUPOBAHUSA U
MIOVIEPK K MHHOBALIMMN.

Ymertsn:

— pa3pabaTbIBaTh MHHOBAIMOHHYIO CTPATeTHIO Pa3BUTHS
OpraHM3aIHH.

Baanern:

— HaBBIKAMU JOKyMEHTAJILHOTO O(OPMICHHS peIIeHHI
B YNpPaBICHUU OMEPAIHOHHON (IIPOU3BOJCTBCHHOM )
N TeNbHOCTH OPTAHU3AIMH NPHU BHEAPEHUH TEXHOJO-
TMYECKHUX, MPOAyKTOBBIX MHHOBAIMH WM OpPTaHH3AI[H-
OHHBI X U3M €HEHUI.

b1.b.12 JesonpousBoacrt-
BO U IOKYMe HT0000pOT

b1.B.08 OrnepaTruBHOE
yIpaBlieHUE

b1.B.09 M HHOBAIIMOHHBI I
MEHEIKMEHT

b1.B.11 Crparermaeckuit
MEHEKMEHT

b1.B.JIB.04.01 Oprammamnus 1po-
M3BOJICTBA

b1.B.JIB.04.02 Oprammzanus Tpy-
Jla Ha TPOMBIIUICHHOM TIPEJIIp H-
TN

b2.B.02(IT)  IlpowsBoacTBeHHAs
npaktuka. Ilpaktuka mno mnomyde-
HUIO TPO(GECCUOHATIBHBIX  YMCHHI
U OTIbITa TPO(EeCCHOHAILHOU e sI-
TEJIBHOCTH

b2.B.03(IT)  IlpomwsBoacTBeHHas
npaktuka. [IpenaurmomHas mpakx-
THKA

b3.6.01([) 3ammra  BbIOyCK-
HOM KBaJu(puKalMOHHOW pPaboTHI,
BKJIIOYAsl TIOATOTOBKY K TPOLIEType
3aIIUTHI | TPOTIEYPY 3aIUThI




[K-11

3HaTh:

— IPUHLUIBL  (OPMHUPOBAHHS CHUCTEMBI BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3aluy;

— OPUHIUIBI IPUMEHEHUS] HH(POPMAIMOHHBIX TEXHOJIO-
I'uil B yNpaBieHUU AeSTeIbHOCTbIO OpraHU3all ui;

— mporpamMMHoOe obecredeHue misi paboTsl C yIpaBlICH-
yeckoil nuHpopmanuei;

— TEXHOJIOTUU M MHCTPYMEHTHl OPMHUPOBaHUS UHPOP-
MaLMOHHOTO O0OecledeH sl YUYaCTHUKOB OpPTaHU3alMOH-
HBIX IPOEKTOB.

Ymersn:

— HCIIOJIb30BaTh METOJbl 00OpabOTKM M aHaiIM3a yIpaB-
JIEeHYeCKOH HH(pOpMaInu;

— aHaJIM3UpOoBaTh MH(POpMAIUIO O (YHKIMOHUPOBAHUU
CHUCTEMBl BHYTPEHHETO JOKyMEHTOO0OpOTa OpTaHM3a-
uu;

— npuMeHATb UT-TexHoN0rMM NpH pelIeHUH yIpaBiIeH -
YecKHX 3a/4a4.

Biaagertn:

— HaBBIKAMU aHaIM3a MHGOpMAIHUU O (yHKIMOHUPOBA-
HHUM CUCTEMbI BHYTPEHHETO 10 KyMEHTO000pOTa OpTraHu-
3aIuH;

— TeXHOJOTHSIMHU BeJeHMs 0a3 JaHHBIX MO Pa3IHYHBIM
MOKa3aTeJisiM;

HaBbIKaMU (OpPMHPOBaHUS WHPOPMAIMOHHOTO obecrie-
YEeHUS yYaCTHUKOB OPTaH M3aLlHOHHBIX IPOEKTOB.

b1.b.12 JesonpousBoacr-
BO U J10KYMe HT0000POT

b1.b.19 Hayunsie uccneno-
BaHHS B 3KOHOMHKE

b1.B.02 HudhopmanmoHHbIe
TEXHOJIOTHH B MEHEIKMEHTE U
MapKETHHTe

b1.B.JIB.05.01 Ilpaktukym Ilake-
THl TPUKJIATHBIX TIPOrpaMM Me-
HeDKMEHTa

b1.B.1B.05.02 ITporpaMmHbIe
NPOAYKTHI yNPABICHUS TPEIIPH-
ATHEM

b2.B.02(IT)  IIpomsBoncTBeHHAs
npakTuka. IIpakTika mo mnomyde-
HUIO TIPO(ECCUOHATIBHBIX YMCHHIA
U OTIbITa TPO(EeCCHOHAILHOU e sI-
TEJIBHOCTH

b2.B.03(IT)  IlpowsBoacTBeHHas
npaktuka. Ilpepaumomuas npak-
THKa

b3.5.01(J[) 3ammra  BbImyCK-
HOM KBaJu(pHKaIMOHHOW pPaloTHI,
BKJIIOYAsl TIOATOTOBKY K TPOLICType
3aLUTHI U IPOLIETYPY 3aIUTbI

I1K-20

3HaTh:

— HOPMAaTHBHO-TIPaBOBYI0 0a3y, permaMeHTHPYIOILYIO
IpOLECC PEerucIpaluy U Hadajuo JAesTeIbHOCTH IpeJ-
MpUATUS,

— BUJBI U ()OPMBI OPTaHU3AIMOHHBIX U PACHOPSAAUTENb-
HBIX JOKYMEHTOB, HEOOXO IUMBIX JUUI1 CO3JAaHUS HOBBIX
IpeIpUHAMATE TbCKUX CTPYKTYD;

— HOPMATHBHO-TIPABOBbIE  JOKYMEHTbI, pPErilaMeHTH-
pyIOIUE pa3liYHbIe ACMEKTHl NPEeANPUHUMATEIBCKON
Jesi TeIbHOC TH.

Ymern:

— OCYyIIECTBUTH BBIOOp Hanbosee 3¢ HEeKTUBHON OpraHH-
3al[HOHHO-TIPaBOBOM  (OPMBI I  HPOEKTUPYEMOTO
IpeIIpHUITUS;

— CaMOCTOSITENIbHO Pa3paboTaTe yupeAuTeIbHbIE HOKY-
MEHTbI IPEIPUATUS .

Biaagertn:

HaBBIKAMU TOATOTOBKH OPTaHM3AI[MOHHBIX M paclops-
JUTENbHBIX JOKyMEHTOB, HEOO X0 JUMBIX IS CO3JaHUA
HOBBIX IIP€ MIPUHUMATEIbCKUX CTPYKTYP.

b1.b.12 JesonpousBoacr-
BO U IOKYMe HT0000pOT
b1.b.20 OpraHm3anoHHoO-

IPaBOBLIC OCHOBbBI MCHCIKMCHTA

b1.B.06 Opranmzanys 1 Be-
JIEHUE TpeaNpUHUMATENbCKON Aes-
TEJLHOCTH

b1.B./IB.03.01 KopmopaTusHOe
yIIpaBIieHUE

b1.B.[1B.03.02 YnpaBnenue pas-
BUTHEM KOMIaHUH

b2.B.02(IT)  IlpowsBoacTBeHHas
npaktuka. [lpakTuka mo momyde-
HUIO TIPO(ECCUOHATIBHBIX YMCHHIA
U ombITa mnpodeccruoHansHON aesi-
TENHHOCTH

b2.B.03(IT)  IlpomwsBoacTBeHHas
npaktuka. [lpenaumiomuas npak-
THKa

b3.5.01(J[) 3ammra  BbIOyCK-
HOM KBaJu(puKalMOHHOW pPaloTHI,
BKJIIOUasl TIOATOTOBKY K MpOLEAype
3aIIUTHI ¥ IPOTICYPY 3alIUThI




2 O0béM M TPYyAOEMKOCTh JHMCHUINVIMHBI 10 BHJAM Y4eOHBbIX 3aHATHH. POpMBbI NPOMEKYTOYHOM
aTTeCTalluM.
Tabnuna 2 — O6beM U TPYIOEMKOCTh TUCITUILIMHBI 110 BUAaM Y4eOHBIX 3aHATHI

OO0mast TpyI0eMKOCTh ¥ BUJBI Y4€OHOU pabOTHI MO AUCIIUTLIH- 06361\3 6;?12(1){?/120 topmam

HE, TPOBOJUMBIC B pa3HBIX opMax 0 250

1 O6mmast Tpy10eMKOCTh U CIUTIIHHBI 144 144
2 KonraktHas pabora OoOy4JaroImMXcs C TpernojaBareieM (1o 48 12
BHIaM y4eOHBIX 3aHATHI ) (BCETO)
AynmuropHas paborta (Bcero): 48 12
B TOM YHUCJIE:
JICKITU U 16 6
MPAaKTUYECKUE 3aHSTHS, CEMUHAPBI 32 6
MPAKTHKYMBI
nabopaTopHbIe PabOTHI
B MHTEPAKTUBHOU (opme
B DJIGKTPOHHOU (hopme
BHeayautopHas pabota (Bcero): 96 128
B TOM YHCJIEe, UHAMBUyaJIbHAs paboTa 00yJarommxcs ¢ mpe-
MojiaBaTenemM
I0JTOTOBKA KYPCOBOM paboThl /KOHTaKTHas pabora”
IpYNIoOBasi, UHAWBUAYAIbHAS KOHCYIbTAllUsl U WHbBIE BHJIbI
y4eOHOI NIesITeTbHOCTH, MPEIyCMaTPUBAIONIE TPYIIIOBYIO
W WHIVMBUAYATBHYIO paboTy 00yJarommXcs ¢ MperojiaBa-
TEIIEM)
TBOpUecKkas paborta (dcce)
3 CamocrosTenbHas padoTa o0ydaronmxcs (BCero) 96 128
4 TIpoMex yrouHast aTTecTallisi 00 yqaroerocst — 3a4eT 4
3. YueOHO-TeMaTH4YeCKUI IUIAH U cOleP:KaHue TUCHHILIMHBI.
3.1 YueOHO-TeMaTH4e CKUI IVIaH
Tabnuna 3 - YueOHO-TeMaTH4YeCKu i MJ1aH
07151 OUHOU (hopmbl 00y ueHun
R Buabl yueOHbBIX 3aHATHI, BKJIIOYasA caMo-
. % | crosTennbuyio paboTy 00yualomuxcs U TPY-
§ § 5 A0E€MKOCTh
s Sz G o w mponenyTon
; Pasnes nucuunIMHbI = § yuebnas paGora c:z:;):;:ﬁ- HOii ATTeCTAIMN yeTTe-
CeMHHApBI, pabora 06y- paemoctH
BCETO JIe KU npaKkTHYecKne ax0-
3aHSTHSA muxcs

1 JlOKyMeHT M CHCTEMBI JOKYMEHT a- 13 2 4 7 V CTHEIH 0mpOC
. [ToHsITHE eonpOu3BOACTBA
TpeOoBaHKs K COCTABJICHUIO H .

2 | odhopmienrio npodeccruoHaTbHOM 13 2 4 7 Yyermtit onpoc Tlpax-
Ot ——— THUYECKHUE 3/IaHHs
CoBpeMeHHbIE CTIOCOOBI U TEXHHKA 13 5 4 7 Yeraeiii onpoc pak-
CO3/IaHMSI TOKyMEHTOB THICCKHE 3aIaHHSI

4 | CoctaBnenne OPJ] 13 2 4 7 Yernsiii onpoc [pak-

1 ~
Yacwl, svioenennvie 8 YII na kypcosoe npoexmuposanue ¢ konmaxmrou gopme (3 uaca)
6




THYECKHUE 3a/IaHHsA
5 | JlenoBbIie mMcbMa 13 2 4 7 IIpakTraeckue 3amanus
Koppecnonnen CBSI3aHHAS C .
PP FICHIHA, VYernbii onpoc Ipak-
6 | mpoBemeHMEM TICPHONYECCKUX Me- 13 2 4 7
. THUECKHUE 3aJaHUST
ponpusATUit
7 Kommepueckas nepermicka ¢ 3apy- 13 2 4 7 Ycraeiit onpoc [Ipak-
O€KHBIMU MAPTHEPAMU THYECKHUE 3a/IaHMsA
Opranmsanus JOKyMeHT0000poTa YcTHblii onpoc
8 17 4 8 5 IIpakTraeckue 3amanus
TectupoBanue
[Tpomexyrounas artecTaiys 00y-
P yT Hi 00y 3auer
YJaIOIIEeTOCs
Hroro 144 16 32 96
0J151 3A04HOU (hopmbl 00yUeHUs
—_ Buabl y'{eﬁl-lle 3aHﬂTHﬁ, BRJIIOYass caMo-
. 5 CTOSITEJIbHYIO PaGoTy 00y4Yarolmuxcsi ¥ TPy-
g § ; JM0€MKOCTh
_ g e (B uacax) @®opMbI TEKYIIEro KOH-
= P C a5 - TPOJISE M MPOMEKYTOY-
= a3/1eJ1 IMCUUIIJIMHBI S y4eOHas paGora caMocTos Hoi aTTeCTAMH YCTIe-
-z TeJbHAast
CeMHHApBI, pabora 00y- BaemocTu
BCEro JIEKIHH NpPaKTHYECKUE ato-
3aHATHSA X Cst
OKYMEHT U CUCTEMBI JOKyMCHTa- .
1 Hoxym JLOKYM 13 1 2 10 Y crHsIii onpoc
uuu. [loaTe nenonpou3BoACcTBa
TpeOoBaHUs K COCTABICHHIO U .
o VYernsii onpoc Ipak-
2 | ohopmiteHHIO MPOdecCHOoHATEHON 12 1 1 10
THYECKHUE 3a/IaHMS
JTIOKyM €HT aIIHH
3 CoBpeMeHHbIE CTIOCOOB! U TEXHUKA 12 1 1 10 ¥Ycrneii onpoc ITpak-
CO3/1aHusl JOKYMEHTOB THYECKHUE 3a/IaHus
VYcraeiii onpoc [Ipak-
4 | Cocrasnerne OPJ] 12 1 1 10 fpoc 1Ip
THYECKHUE 3a/IaHMs
5 | JlenoBbIe mHcbMa 12 1 1 10 IIpakTraeckue 3amanus
Koppecnonnen CBSI3aHHAsI C o
PP HLCTILIEL, Y crabrii onpoc [Ipax-
6 | mpoBeJleHHEM TIEPHOAMMECKUX Me- 12 1 1 10
. THYECKUE 3a/1aHHsA
ponpusATHit
7 Kommepueckas nepemucka ¢ 3apy- 12 1 1 10 VYernsii onpoc Ipak-
O€KHBIMU MTAPTHEPAMHU THYECKHUE 3a/IaHMS
Opranmanys JOKyMeHT0000poTa Y crHeI# ompoc
8 19 1 2 16 [IpaxTideckue 3a1anuis
TecrupoBanue
[TpomerxyTouHast arTecTarys 00y- 3ager, KOHTPOJIb Hast
YaIoIIerocs pabora
Hroro 144 6 6 128 4
3.2. Conepikanue 3aHATHH 110 BUAaM y4eOHOI padoThl
Tabmuna 4 — ConepkaHue U CLIIUITIAHBI
Ne HanmenoBanmue Copepxanue pasjeJia JUC UM HBI
pa3neJa, TeM auc-
NI HBI
1 | dokymenr ucucte- | JlokymeHr, ero ocHoBHble (GYHKIUMH (MHPOPMAIMOHHBIC, KOMMYHHKATHBHBIC,

7




Ne HaumeHnoBanmue Conep:xaHue pasjieJa JUCIHILTHHBI
pazzeJia, Te M Auc-
I HBI
MBI IOKYMECHTAIMK. | YIpaBIICHYECKHE, IPABOBHIC, KYJIbTYPHbBIC, HICTOPUICCKHE ).
[MowsiTre nemonpo- | JIokyMeHT Kak mpeaMeT Jesonpom3BoiacTBa. OOIas XapaKTepUCTHKA YIPABICHIECKHUX
M3BOJICTBA JIOKyMEHTOB. YHHU(HKaNMsd JOKyMEHTOB; CTaHIapTH3alpsi Kak (opMa IOpUIUIECKOro

3aKpervieHus rpoBeieHHON yHUubukanuu B chepe JJOY. YHupumpoBaHHble CUCTEMBI
nokymenram.  O01mepoccHiickuit kinaccupuraTop npodeccroHaIbHOM TOKYM CHTAIIVH.

Knaccudukanum 10kyMeHTOB (TI0 MECTY COCTaBIICHHS, 10 COACPIKaHMIO, TI0 (opme, 1o
CPOKaM HCTIONTHE HUSA, MO MPOMCXO0XKICHHIO, MO CPeACTBaM (DHKCALWH, TI0 FOPUIAYECKON
CHJIe, TIO CTaJIMSIM CO3/IAHuSA ).

Jenonpom3BoACTBO (JOKyMEHTAIMOHHOE OOecTieueHHe YIpaBJIeHHI); €ro MeCTO H
3HAYUMOCTh JIs1 IPOQeCcCHOHATIb HOM JIeSITETbHOCTH.

JlokymMeHTHpOBaHHE W OpraHmM3anusd  JIOKyMEHT000OpOoTa  KaKk  COCTaBHBIC
neronpomBonicTBa. OCHOBHBIE 3Talmbl pabOTHI C TOKYMEHTHBIME (popMaMu, CoaepKaHne
1 XapaKTEePHUCTHKA.

Ocuosabie Tepmunbl 1 TowATHS JJOY (I'OCT P 51141 «/lenonpon3BoaACTBO ¥ apXUBHOE
neo. TepMUHBI U OTIPEASTICHUS ).

TpeGoBanms K co-
CTABJICHHIO U
odopMITCHIIO TIPO-
(heccroHaLHOH 1T0-
KyMCHTaIH

YaudunupoBaHHas cucTeMa OpraHm3alMoHHO-pacTiopsaurenbHoi qokymenrammm (Y C
OPl): cocraB, Ha3HAYCHUE, pACTIPOCTPAHEHNE.

HopmaruBHo-MeToamueckas 6a3a penonpounsBoacTBa. Mcropus pa3sBurus yHUDHUKA N 1
CTaHAApTH3aLMH yIPaBIeHIECKNUX TOKyMEHTOB B Poccun.

I'OCT P 6.30 kax ocHOBa CO3/aHMsl OpraHU3AI[MOHHO-PACTIOPAIUTENHHOTO IOKYMEHTA.
dopmysip-00pasel] - MOIelb TOCTPOSHUS YHU(PUIHP OBAHHOT O JIOKYMEHTA.

O6mme TpeOOBaHWs, TpEeABSIBISIEMble K O(QOPMIICHWIO  CIyX)eOHOro JJOKyMEHTa
(popmaThI, pasmMepbl MOJICH, IOCTPOSHUE KOHCTPYKITUOHHOM CETKH.

PexBmsur — nHpOpMaIMOHHBIHN 3NeMeHT JokyMeHTa. CocTaB, pacronoXeHue, IpaBuia
ohopmiieHus. PeKBM3HUTHI TIepeMEeHHbIE, TOCTOSHHBIE; OC HOBHBIE M CITy)KEOHBIE OTMETKH.
CrnyxeOHble oTMeTKU. CBSI3b PEKBU3UTOB C dTalaMu JEJIONPOM3BOICTBEHHBIX pa0oT.

CoBpeMeHHBIE CTIO-
COOBI U TEXHHKA
CO3JIaHUs TOKyMCH-
TOB

KomnbrorepHeie TexHONMOruM [1efoBod mnepemicku. KpaTkuil 00630p mporpaMMHOroO
obecrieueHns TepPCOHANBHOTO KoMIbioTepa. (OCHOBHbIE METOAbl (hopMaTHUpoBaHUs
Tekcra. AtpuOyTel odopmieHus Tekcra. OdopmiieHrne ad3aneB, pyOpHK, 3ar0JIOBKOB,
NpUMEYaHUl, CHOCOK. Ta0mIpL.

Cocrasnernne OP /]

Knaccudukamms nokymenroB B coctaBe YC OPJl: moxkymeHTHI OpraHU3allMOHHBIC,
pacropsiiuTeIbHbIE, CTIPaBOYHO-HH(OPMAIHOHHBIC, O UIHATHHO-TUIHBIC.

brnankn mokymeHTOB. Bumel, cocTaB pekBM3HTOB, mpaBwia odopmieHus. I epOoBbie
OJlaHKK: TPeOOBAHKS K M3TOTOBJIC HUIO, X PAaHESHHIO, HC TIOJIb30BAaHHIO U Y HIYTOXKECHHUIO.
JloroBopa, KOHTPaKTHI: pa3HOBUIHOCTH, COCTAB PEKBM3UTOB, OCHOBHBIC TPeOOBAHMS K
oopMITCHHIO.

[Tpukaspl: 0COOCHHOCTH COCTABICHUS M OOPMIICHHS, PA3HOBHUIHOCTH NpHKa3oB. CocTas
PEKBH3UTOB, OCHOBHBIE TpeOOBaHMA K OQGOPMIICHHIO, OCOOCHHOCTH IOCTPOCHHS,
BIBHPOBaHKE. Y HU(PHUIIMPOBAHHBIE (hPOPMBI MPHUKA30B IO KaIPOBBIM BOIPOCAM.
CripaBoYHO- UIHPOPMALIMOHHBIE JOKYMEHTHI: CITy)KEeOHbIC 3aICKH,
Krnaccudukanuu, hopmyssipel, 0cOOCHHOCTHU MOCTPOSHUS TEKCTA.
OcHoBHBIC BuABl oOOpameHuii (xamo0a, NpeaJIOKCHHE, 3asBICHUC, XOIATaMCTRBO,

AKTbI, CIIPpaBKH.

netuys ). opMysipbl, 0CO0CHHOCTH TIOCTPOCHHS TEKCTA.

)ICJ'IOBLIC mmcbMa

JlenoBoOil MUCEMO KaK CPEACTBO MHPOPMAIMOHHOTO OOMEHAa MEXIYy OpraHM3alusIMH.
Krnaccudukanus mucem. [lenoBoe michbMo B yCIOBUAX yHUPUKAIIMH (CTPYKTYpa TEKCTA,
cTaHAapTHeIe (pa3bl U BIPAKEHIS).

®opmynsip muchbMa. OCOOCHHOCTH MOCTPOCHUS IPOCTBIX U CIOXKHBIX TEKCTOB.
Kommepueckne mmchma (odepra, pekimamMarms W JAp.); BHIBI M OCOOCHHOCTH

oopmueHus.




Ne HaumeHoBanue Copepxanue pasieJia JUC UM HBI

pa3aeJia, TeM auc-
UM HBI

6 | Koppecnonnenmwsi, | Ilucema-npuriamenus, NuchbMa-M3BEILECHU : CTPYKTYpa, OCOOCHHOCTH TOCTPOCHUS TEK-
CBsI3aHHAs C IpOBe- | CTa, CTaHAApTHbIE (pa3bl U BeIpaxkeHus. [IpoToKoN Kak JOKYMEHT, COAeprKalllHil 3aIKCh
JIEHUEM IepHoinde- | Xoa 0OCYKAECHHS BOIPOCOB U NPUHATHS PEIICHUN HA COOpaHUAX, 3aCeIaHMX, AEJIOBBIX
CKHX MeponpusiTuii | BcTpeuax. Bumsl mporokonoB. @opmymsap mporokona. CTpykTypa TekcTa. OCHOBHBIE

TpeGoBaHug K 0OPMIICHHUIO TIPOTOKOJIA. BhIMucka 13 MpOTOKONa.
TenerpamMmma, TeneKc, MEKTPOHHOE COOOIIEHHE, Teae(oHorpaMMa Kak CpeJcTBa ornepa-
THUBHOT'O HH()OPMAIIMOHHOT O 00MEHA MEKIY OpraHM3alMsIMU.

7 | Kommepueckast me- | Crangaprsl MCO Ha odopmnenwe mnepenucku. DopMarsl Oymaru, MpOSKTHPOBaHUE
penucka c 3apy0ex- | OmaHkoB. MexayHaponHble MUCbMa.  Bumsl U OCOOCHHOCTH TOCTPOCHHUSI
HbIMU [IAPTHEPAMU | MEXAYHAPOIHBIX MHUCEM. PEeKBI3UTHI MEKAYHAPOIHOTO NUChMA.

8 | Oprammanus mo- IonsiTne moxkymenroo0opora. OCHOBHBIE ATallbl: PErUCTPALMS BXOIAALIUX JOKYMEHTOB,
KyooOopoTa paccMOTpeHre U NPUHATHE PEIICHMS; UCIOMHEHUE , KOHTPOJb WCTIOJHE HUASI TOKYMEHTOB,

(hopMupoBaHUE JEII.
HomeHknaTypa nen kak cUCTeMaTH3MPOBAaHHbIM NepeueHb HAUMEHOBAHUH /e, ¢ yKa3a-
HHEM CPOKOB HX XpaHEHMs. Buabl HOMEHKIATyp, o(opMIiIeHHe, NePUOAMYHOCTh BHECE-
HUsI I3MEHCHMIL
OKcneprr3a LEHHOCTH I0KYM €HTOB, IIOITOTOBKA J1eJ1 K ApXUBHOMY XpaHE HUIO.
3akoH «O KOMMepUYeCcKOi TaiHe», ero 3HaYeHNe ¥ OCHOBHBIE TMoNoxeHus. Hpopmanms,
OTHOCHMasl K pa3psialy «KOMMeEpUeckor TaHb. MHbopmaims, KoTopasi He MOXKET OBITh
OTHECEHa K pa3psiny «KOMMEpUECKOI TalHb».
KoHnpunenmansHoe 1e10NpoU3BOACTBO KaK OCHOBA 00€CIeYEeHHsI a/1IeKBaTHBIX YCIOBUM
JUI TOKyMeHTHpoBaHM uHpopMmaimu. [IpaBuwia ompeneneHus Kpyra JIUI, HMEIOIINX
JOCTYI K HH(POPMAIIHH, COAEPKAIICH «KOMMEPUYECKYIO TalHy». | pudbl, ncronab3yembie
npu pabore ¢ qokyMeHraMu. OTBETCTBEHHOCTH 32 HApYIICHHE MpPaBIT PabOTHI C TOKY-
MEHTaMH, COAePKalllMMH KOH()HIEHIINATEHBIE CBEICHUS.
Texuonorust paboTsl ¢ oOpamieHusIMHU rpaxaaH. Perucrpamys, yuet. KoHrpons cpokos
ucnonHeHust oopamenuit. OdopmiieHue e MCbMeHHbIX oOpaleHuil rpaxaaH. [IpaBu-
JIa y4eTa YCTHBIX 0OpalleHU.
Coodepoicanue npaKkmuueckux 3aHAmMuIl
Ne | HammeHoBaHue pazjgea, C
ofie pskaHHe
TeM M CHUILJIMHbI
1 | Hokymenr u cuctemsl no-| 1. JIokymeHT, ero ocHOBHbIE (yHKIMH. Kiaccudurka um JOKyMEHTOB.

kymenrammu. l[lonstue ne-| 2. JlensonpomsBoacteo (JJOY); ero MecTo u 3HAYMMOCTH B MPOQeCcCHOHATHHON

JIOTIPOM3BOJICTBA.

I ESTEIbHOCTH.

3. JIOKyMeHT Kak IpeIMeT JeI0NpOU3BOICTBA.
4. YHN(pUIIpOBaHHBIE CHCTEMBI JIOKYMEHTALN.
5. OcHoBable TepMuHbI 1 IoHsATHA JJOY.




HanmeHoBanue pa3aeJa,
TEeM JUCIHUIIJIMH bI

Conep:xanue

YnpaBneHueckass JOKyMEH-
Tamps: TpeOoBaHWI K CO-
CTaBJICHUIO

1 opopMIIeHHIO

1. VauduuupoBaHHas cucTeMa OpraHu3allMOHHO-PACTIOPSIHTEILHON JTOKYM e H-
tampm (YC OPI).

2. HopmaruBHO-MeTonndeckast 6a3a JeIonponu3BOICTBA.

3. PazBurne yHu(HKaMM ¥ CTaHIAPTU3AIMH YTPABICHICCKUX JIOKYMEHTOB B
Poccmm.

4. TOCT P 6.30 xak ocHOBa CO3JIaHMS OPraHHM3AIIMOHHO-PACTIOPSIUTEIIHEHOT O
JIOKYMEHTa.

5. @opmysip-obpasers - Moneib NOCTPOSHH YHU(PUITUPOBAHHOT O JOKYMEHTA.

6. O0uwe TpeGoBaHMs, MPEABIBISIEMbIE K ODOPMIICHHIO CITy>KEOHOTO TOKyMe H-
Ta (popMaThl, pasMepbl TOJIEH, MOCTPOSHNE KOHCTPYKIIMOHHOHN CETKH).

7. PexBmur — nH(pOpMAIMOHHBINA 31eMeHT TokyMeHra. CocTaB, pacroyioke HUe,
npasuia ohopMIICHHS.

8. PexBm3UTHI IepeMeHHBIC, TOCTOSTHHBIC; OCHOBHBIE U CITY’)KEOHBIE OTMETKH.

CoBpeMeHHbIC CTIOCOOBI U
TEXHHKA
MECHTOB

CO3MaHMs JIOKY-

1. KoMIIbIOTEpHBIE TEXHOJIOT MU JISJIOBOM MEPETTHCKH.

2. OcHOBHBIE METO/IBI (POPMATHPOBAHUS TEKCTA.

3. AtpubyTtsl oopmiterust TekcTa. OdopMiieHre ab3arnes, pyOpHUK, 3aT0JIOBKOB,
NpUMEYaHUN, CHOCOK.

4. TaGmup! 1 OUOTHOT padUIeCKUC ONMCAHUS.

CocraBnienie 1 0popMIeHHE
OpraHM3aIMOHHBIX, PACTIO-
PAAUTCIILHBIX U O(bI/IHI/IaJ'II)-
HO-JIMYHBIX JOKYMCHTOB

1. Knaccugukanms nokymenroB B coctaBe Y C OP /I: HazHaueHne 1 BUABI.

2. brnanku 1okymeHTOB. BUbl.

3. JloroBopa, KOHTPaKThl, OCHOBHBIE TPeOOBAaHUA K O(POPMIICHHIO.

4. Tlpukas, Gopmyssip, 0COOCHHOCTH IOKYMEHTHP OBAHH.

5. IlpuKa3sl 1o KaJpoBBIM BOMPOCAM.

6. OcobenHoct  oQopMIICHHS  CMPABOYHO- THPOPMAIIMOHHBIX  TOKYMEHTOB
(cary)eOHbIX 3aIHCOK, AKTOB, CTIPABOK).

7. OOparrenus rpaxcaaH (xaio0a, mpeIIoKeHUES, 3asiBIICHIE , XOMaTaUCTBO).

8. OcHoBHble opranmsanvonspie JokymMeHThl HOU KemIV.

I[CJ'IOBHG 1 KOMMCPUYCCKHC
nucpMa

1. CnyxeOHoe MHCBMO Kak CpeCcTBO MH(OPMAIMOHHOIO 0OMEHa MEXIy opra-
HIBALMAMU.

2. Knaccudmkanmm ciryKeOHbIX MMCEM.

3. ®opmymsip cimykeOHOro muchMa. OCOOEHHOCTH TIOCTPOCHMS TPOCTHIX U
CJIOKHBIX TEKCTOB.

4. JlenoBoe MUCHMO B YCJIOBUSIX YHU(DHKAIMHU (CTPYKTYpa TEKCTa, CTaHIapTHBIC
(bpasbl ¥ BBIPAKCHH ).

5. Kommepueckue mmcbma (odepra, peknamaryst U Ap.); BUABI B OCOOCHHOCTH
oopmiteHms.

Koppecnounentus, cBsizan-
Hasl ¢ MPOBEJEHUEM TIEPUO-
JTHYIECKHAX MEPOIPUATHH

1. Ilporokon, dopmynsp nporokona. CTpyKTypa TeKcTa.

2. Bunp! npotokosioB. OCHOBHBIE TpeOOBaHMA K 0(QOPMIICHHIO.

3. Beimcka u3 mpoTokona.

4. [ucpma-npurnamenysi, NUChMa-U3BELICHHS.

5. Tenerpamma, Tenekc, TenepoHOrpaMMa, DICKTPOHHOE COOOICHHE — Kak
CPECTBA ONEPATHBHOIO MHPOPMAIMOHHOTO OOMEHa.

[IpaBmia u GopMbI KOMMeEP-
YECKOI MePENUCKH C 3apy-
O€KHBIMU MTAPTHEPAMH

1.Cranmapret UCO nHa odopMmIeHre TIEPENUCKHL.
2.®opmaThl OyMary, NpOeKTUPOBaHKE OJAHKOB JJII MEXKTYHAPOIHBIX MTUCEM.
3.MexnyHapoaHble TucbMa. BUIbl 1 peKBU3UTHI.
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Ne | HaummeHoBaHue pa3sjieJia,

Conep:xanue
TeM U CIIUTLJIMHbI
8 | Opranmanys 10KyMEHTO- 1. [lorsTre mokymMeHT0000poTa. OCHOBHEIE ATATIBI, UX XapaKTEPHUCTHKA.
obopora 2. Homenknartypa nei. Bugsl HomeHKIaTyp.

3. DKcrepTM3a IEHHOCTH JIOKYMEHTOB, TOATOTOBKA JIEJ K apXMBHOMY XpaHe-
HUIO.

4. 3akoH «O KOMMepUYeCKOH TalHe», ero 3HaYEHHE M OCHOBHbIE TIOJIOKEHUS.

5. IlpaBwia opraHuzanny KOHGUIEHIMAIb HOrO JeJI0IPOM3BOCTBA.

6. TexHonmorus paboTHI ¢ OOpAILICHISIMH TPAXKIaH.

4 IlopsiioKk OLCHMBAHMA YCIIEBAeMOCTH M ¢ OPMHPOBAHHOCTH KOMIIETeHIMH 00y4aromerocs
B TeKYLIEH ¥ MPOMEKYTOYHOM aTTeCTALMM.

JU11 MONOKUTENBHON OLIEHKU O pe3yJbTaTaM OCBOCHHS JUCIUIUIMHBI 00yJaroImeMycs He0OX0uMO
BBIIIOJIHUTh BCE YCTAHOBJICHHBbIE BHJbI ydeOHOH paOoTbl. OleHKa pe3yabTaToB pabOThl 00ydarolerocs B
Oamnax (1o BUAaM) MpUBEIeHA B TaOHIle 5.

Tabnuna 5 - bayuibHO-peHTHHIOBAs OLIEHKA Pe3yNbTaToB ydeOHOoM paboThl o0ydatonm xcs no Bujgam (BPC)

VYuebnas pabora | Cymma Bu i1 1 pe3yiib TaThl OreHKa B aTTECTAINH Basr
(BU J1B1) 6aimoB y4eOHOH paboTHI (16 He reT1B)
Texkywasn yueonas pavboma ODO
oD0O 60 Jlexionnsie 3aHaThsa (9]0,5 6amma mocemeHue | JEKIMOHHOTO 3aHS THS 1-4
Tekymass yueOuas| (100% [3amsTwit)
pabota B cemectpe| /6amioB [[paxmueckne  samamus|0,5 6amia - HOCeleHHe | NPAKTHIECKOTO 3aHS- 8-18
(mocemienue 3aHs-| NPUBE- (18 sausrHil). TUsI 1 BBITIO JIHEHHE paboTel Ha 51-65%
T 1O pacmuca-| NeHHOH 1 6ayu1 — nocenienne 1 3aHATHS W CYLIEC TBEHHBIH
HUIO M BBITIOJHE-| IIKAJIBI ) BKJAJ HA 3aHATUM B pPabOTy BCEH IPYIIbI, CaMO-
HUE 32 TAHUH ) CTOSATEIbHOCTh M BBIMIOJHEHHEe paboTel Ha 85,1-
100%
WumuBuayansHoe  3ama-|3a oxno U3 ot 4 1o 8: 32-64
Hue (8 3a1aHui ) 4 6as1a (BbINoJIHEHO 51 - 65% 3anaHuii)

6 0aJ10B (BBINOJHEHO 66 - 85% 3a maHuil)
8 6aJi10B (BbINOJHEHO 86 - 100% 3amaHui)
HroroBelil TeCT 10 6anuos (51 - 65% npaBUIIBLHBIX OTBETOB) 10-14
12 dansioB (66 - 84% npaBUIILHBIX OTBETOB)
14 6anJios (85 - 100% npaBuibHBIX OTBETOB)

Texywasn yueonas pavoma 3P0 u 0300

300 u 03d0|60 KOHCIEKTH TEM, BBIHO-|2 §aJIa 33 YACTUYHOE PACKPBITHE TEMBI 12-24
Texymas yue6uas|(100% CHMBIX Ha CaMOCTOATeNb-|3 0ajia 3a 6oJiee MOIHOE PACKPBITHE TEMBI
paboTa B cemectpe|/0aWIOB  [HOE  W3yueHHMe- 6 TeM|4 0ajuIa 32 MOJHOE PACKPBITUE TEMBbI
(BbIMONHEHME ~ca-|IPHBE- (pyKOTIHICHEIE).
MOCTOSITeNBHBIX  |[I€HHOH  |KomTpombHass paGota mo|3a oxHo 3axanme ot 3 a0 7: 24-56
KOHCIIEKTOB, KOH-|IIKaJbl) |Kypcy - 8 3a1anuii 3 6aju1a (BLIIIOJIHEHO YACTUYHO C OLINO KAMM)
TPOJBHON pabOoThI 5 6aJu10B (BBITIOJIHEHO C HE IOYETAMH)
1 TEeCTa) 7 6aJu10B (BBITIOJIHEHO 10 JHOCTHIO BEPHO)

Uroroseiii tect (30 Bo-|5-9 Gasuia (51 - 65% npaBuIIbHBIX O TBE TOB) 15-20

POCOB) 10-15 6anstoB (66 - 84% mpaBUIIBHBIX OTBETOB)

16-20 6ansos (85 - 100% npaBHIIBLHBIX O TBE TOB)
Hroro no Tekymeii padore B cemecTpe 51-100

11 [POMENHCYMOUHAA ammeCmayul

IpomexyTtounas |40 Bompoc 1. 5 6aJ10B (MOPOTOBOE 3HAUCHHE) 5- 10
arrectanmsa (3k3a-[(100% 10 6annoB (MakcHMalbHOE 3HAYCHHUE)
MEH) /6amtoB  |Bompoc 2. 5 6a/u10B (MOPOTOBOE 3HAUCHHE) 5-10
pUBe- 10 6annoB (MakcHMaJbHOE 3HAYCHHUE)
JOeHHOH  |BoimosnHeHue 3ananus 1. |4 6ajuia (OporoBoe 3HAYCHHUE) 4-8
TITKAJTBI ) 8 0a/10B (MakCUMaIbHOC 3HAYCHUE )
BeinosHe Hue 3aganus 2. |6 6anJioB (HOPOTOBOE 3HAYCHUE) 6-12
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|12 0a,1J10B (MaKCUMAJIbHOE 3HAYCHHE)

HTOro mo npoMe;KyTo4HOii aTrecTauu (3 K3aMeH) 20-40

CymMmapHasi oneHka no aAucuuninne: CymMmma 6ajuoB TeKyIed U IpOMeXyTOUHOM aTTeCTall M1 51 —1006.

HtoroBas olieHKa BBICTABJISETCS B BEAOMOCTb COIJIACHO CIEAYIOLIEMY IIpaBuily (Tabnuia 6):
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Tabnuna 6. Ouenka ypoBHs ¢ POPMUPOBAHHOCTH KOMITETCHIIMN B TPOMEKYTOUHOU aTTeCTAIUU

KpnTeplm OIICHUB AHHUA KOMIIETC HIIHU

YpoBensb yc-
BOEHHS JVCIIH-
IUIMHBI ¥ KOM-

neTe HIl U i

HTorosasi one HKa

JK3aMeH /3a4eT ¢
ore HKO i

3a4yerT

BykBeHHBbII 3 KBUBa-
JIEHT / OLe HKA

BykBeHHbIH
3KBUBAJICHT

Cymma
0aJ10B MO
100-
0aJTb HOM
mKaje

OOyuaronuiics He BIageeT TCOPETHIECKUMHU
OCHOBAMH JUCHUILIIUHBI U Haquoﬁ TEPMHUHOJO-
rMel, JEMOHCIPUPYET OTPLIBOYHBIE 3HAHMS, HE
CIoco0eH pemrath IpakTH4ecKue MpodeccHo-
HaJIbHbIC 3aJa4vu, JAOIMYCKAa€T MHOKECTBCHHbBIC
CyIIECTBEHHbIE OIIMOKM B OTBETaX, HE YyMeEeT
HHTEPIPETUPOBATL PE3yIbTaThl U JEIATh BBIBO-
IIpl.

IlepBo1it

HeynosnersopureapHO /
2

He 3auTteno

Mesnee 51
Oaima

OOyuaronuiicss BraJeeT YacTHYHO TeopeTHYe-
CKHMH OCHOBaMH IUCHWIUIMHBI W HAy9YHOH Tep-
MHHOJIOTHEH, (parMeHTapHO CIIOCOOCH pemath
MIpaKTHYECKHE TPOQEeCCHOHANBHBIE 3aJaud, HO-
ITyCKAaeT HECKOJBKO CYIIECTBCHHBIX OIIMOOK pe-
IICHUSAX, MOXET YacTUYHO HWHTePIPETHPOBATH
MOJIyYSHHBIE Pe3yJbTaThl, JOIyCKaeT OMIMOKH B
BBIBOJAX.

[Toporoserit

VY noBne TBROpHUTENIHHO / 3

OOyyarouuiics BiIageeT TEOPETHUECKUMH OCHO-
BaMH JMCLUIUIMHBI U Hay4YHOH TEpMUHOJIOTHEH,
rpaMOTHO HM3JlaraeT MaTepHal, CIOCOOEH peraTh
IpaKTHdeckue IpodeccHuoHambHble 3ajaud, HO
JIOTyCKaeT OTIENbHbIe HECYILIeCTBEHHbIE OMINO-
KU B MHTEpPIIPETAllUU Pe3yIbTaTOB U BBIBOJAX.

TToBbIIICHHBIN

Xopomo / 4

OOyyJaronuiicss B MOJIHOW Mepe BIaJeeT Teope-
THYECKUMH OCHOBAaMH JWCIUILIMHBI W HAYIHOH
TCPMHHOJIOTHEH, TPAMOTHO H3JIaraeT MaTepHal,
CH0CO0CH WILTIOCTPUPOBATE OTBET IpPHMeEpaMu,
(¢akTtaMy, NAaHHBIMH Hay4YHBIX MCCIIe JOBaHUH,
MIPUMEHATh TEOPETHIESCKHUE 3HAHUS I PEIICHUS
MIPAKTHIECKUX MPO(EeCCHOHANBHEIX 3amad. [Ipa-
BIUIBHO MHTEPIPETUPYET MOJIydCHHBIE pe3ybTa-
THI ¥ JIeJIae T 00OCHOBAHHBIE BBIBO JIBI.

IIpoBuny ThIi

OrimyHO/ 5

3auTteHo

51-65

66-85

86-100

5 MatepHajbHO-TEXHHYECKOE, MPOrPAMMHOE M y4eOHO-MeTOoANYecKoe 00ecrnevyeHne THCIMII-

JIMHBbI.

5.1 YueOHas autepatypa
OcHoBHas1 yueOHas JuTEepaTypa

Ocnoenas numepamypa

1. beikoBa T.A. [lokyMeHTalMOHHOE OOECIeUeHUE yrmpaBjeHUs (IeTOMPOU3BOJCTBO) : yded. 1moco-
oue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e u3n., nepepad. u gorn. — M. : THOPA-M,
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2017.— 304 c. + Jlon. marepuainsl [DaeKTpoHHBINH pecypc; Pexxum nocryna http://www.znanium.com]. —
(Beiciiee o6pa3oBanue: bakamaspuar). http://znanium.com/catalog.php?bookinfo=762591

2. Poroxun, M. 1O. Jlenmonpon3BoacTBO [DIEKTPOHHBIN pecypc]: Kypc JEKIui : yaeOHoe mocobue /
M. O. PoroxuH. — DneKTpoHHBIE TEKCTOBBIE AaHHbIE. - Mocksa ; bepnun : [lupexkr-Menua, 2014. - 229 ¢. —
Pexxum nmoctyna: http://biblioclub.ru/index.php?page=book&id=253702

3. Poroxun, M. 1O. JlenonpousBoacTBO B KaApoBOW clyx0Oe [DIeKTpoHHBINH pecypc] : ydeOHO-
npakrudeckoe mocodue / M. FO. PoroxwuH. - 3-e u3a., nepepald. u J01. — DJIEKTPOHHBIE TEKCTOBBIC TaHHBIC.
- MockBa ; bepnmun : [Jupexr-Memma, 2014. - 783 c¢. — Pexum gocrtyna
http://biblioclub.ru/index.php?page=book&id=253703

4. Paznopoxxubiii A. A. JIoKyMEeHTUPOBAaHUE YIIPABICHUECKOHN NEsTENbHOCTH : yuel. mocodue / A.A.
Pazmopoxusiii. — M. : UHOPA-M, 2017. — 304 c. — (Bsicuee oOpazoBanue: bakamaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

Jlononnumensuasn 1umepamypa

1. Kynse , H. H. JlokymenToBeaenue [DnekrpoHHsli pecypc] : yueonuk / H. H. Kynses, JI. H.
VYpanos, A. I'. ®abpuunos; oz pexa. npod. H. H. KynseBa. — DnekrpoHHBIE TEKCTOBBIE TaHHbBIE. - MOCKBA :
Jloroc, 2012. - 352 c¢. - (HoBas yHuBepcuTeTCKass OHOIMOTEKA). — Pexxum  pocryma
http://znanium.com/bookread.php?book=469013

2. Kosuna, E. C. Jlenonpou3BoJacTBO [DIEKTPOHHBIN pecypc] : yueOHo-MeTomudeckoe mocobue / E.
C. Ko3uHa. — D1eKkTpoHHbIE TEKCTOBBIE JaHHBIE. - Mocksa : Jlupexr-Menua, 2013. - 27 ¢. — Pexxum gocryna
: hitp://biblioclub.ru/index.php?page=book &id=141469

3. Aunpeesa, B. U. [lemonpon3BoacTBo: opranu3anust u BeaeHue [Tekcr]| : ydeOHO-TIpakTHYecKoe
nocobue / B. 1. Arapeesa. - M3nanue 2-e, nepepadboranHoe u ponoyiHeHHoe. - M.: Kaopyce, 2007. - 248 c. -
I'pud YMLI "PexomennoBano".

1. bacakoB, M. N. CoBpeMeHHOE NIEIOMPOU3BOACTBO (JIOKyMEHTAI[MOHHOE OOECIeYeHUE YIpaBJIe-
Hus): yaeOHoe mocobue / M. U. bacakos. - PoctoB-Ha-/lony : ®ennkc, 2007. - 480 c. - (CipaBOYHHK).

2. llenoBeie mucbMa u E-mail : YuebHo-npakrudeckoe nmocodue / C. JI. Morunesckuii. - M. : Ilpo-
crekt, 2004. - 88c.

3. KupcanoBa, M. B. Kypc nemompou3BoacTBa : JOKYMEHTAIIMOHHOE OOECIEUYeHHE YyIpaBiICHUs
[Texcr] : yue6HOe mocobue / M. B. Kupcanosa, FO. M. AkceHOB. - 6-¢ u3/1., UCIIPaBICHHOE U JIOTIOJHEHHOE.
- M. : UH®PA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367 c. : Tabin. - (Boicmee obpa3oBa-
Hue). - I'pud MO "PexomenioBano

4. Paznopoxxubiii, A. A. JlokyMeHTHpOBaHUE yIpaBJIeHYEeCKOl aesTenbHOCTH [ Teker]: yuebHOe 1mo-
cobue / A. A. Paznopoxusiii. - M. : UTHOPA-M, 2007. - 304 c. - (Boiciee obpazoBanue). - ['pudp YMO
"NonymeHo"

5. Paxmanun JI.B. Crtunuctuka [OeIOBOW pedyd W pPeJaKTUPOBAHUE CIYKEOHBIX JOKYMEHTOB:
VYueb.mocobue — M.: Beicmas mkomna.: Madpa-M, 1998

6. JlokymeHTHpOBaHME YIpaBiIeHUECKOU JesTenbHocTU. [locoOue mo ohopMiieHNI0 OpraHu3anmoH-
HO-pacrnopsauTenbHelX JokyMeHToB. CocraButens P.P. fIBopckas - HoBokysnenk, H® Keml'V, 1998. — 74
c.

1. }KypHanH: «I[eJ'IOHpOI/ISBOL[CTBO», ((CereTapCKOC ACII0», «anaBneHI/Ie InepcoHaJIIOM» U JIp.
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http://znanium.com/catalog.php?bookinfo=854774
http://znanium.com/bookread.php?book=469013
http://biblioclub.ru/index.php?page=book&id=141469

5.2 MatepuajibHO-TeXHHYECKOE H NPOrpaMMHoOe 00ecrnedyeHue AUCIUIINHBI

VueOHbIe 3aHATHSI 110 AUCIUILIHHE TPOBOSTCS B yueOHbIX ayautopusx HOU KemI'VY (tabaumna 7).

Tabnuua 7 — MarepuanbHO-TEXHUUECKHE YCIOBUS pealn3aliy U CLUTLIMHbI

HaumeHoBaHHEe y4eOHBIX MPEIMETOB,
KypCOB, MCIMIIIUH (MOJIyJIeH ), mpak-
THKY, UHBIX BHJOB YYEOHOH JesiTelb-
HOCTH, TPEAyCMOTPEHHBIX yYEeOHBIM
IUTAHOM 00pa30BaTeIbHONW IpOTrpaM-
MBI

HaumenoBanue momMenieHuid mis mpo-
BEJICHUS BCEX BHJOB yueOHOU jes-
TeNbHOCTH, TMPEIyCMOTPCHHON y4eO-
HBIM IIJJTAHOM, B TOM 4YHCJIC ITOMeIlle-
HUS JUI1 CaMOCTOSITeNIbHOM paboThl, ¢
yKa3aHHEM IMEepPedHsi OCHOBHOTO 000-
pyIoBaHUs, y4eOHO- HATJSIHBIX IO-
coOMif W WMCTOJB3yEMOTO MPOTPaMM-
HOTO 00eceueHus

Anpec (MECTOIIOJIOKEHHUE) TIOM el e-
HUI JUI1 IPOBEJCHUS BCEX BHIOB
y4eOHO IesITe IbHOCTH, IPE Iy CMOT-
PEHHOH y4eOHBIM IUIAHOM (B CITy4dae
peamr3anuy o0pa3zoBaTe IbHOHU Ipo-
rpaMMBbI B CETEBOU (hopMe JOTIOTHH-
TEJTb HO YKa3bIBaC TCS HAMM CHOBAHUE
OpTaHU3AINH, C KO TOPOH 3aKIOUeH
JIOTOBOD)

JlokyMeHTHUpOBaHUE YIIpaBJICH-
YeCKOM JIeITeN bHOCTH

402 YueOHas ayauTopus (MYJIBTHMe-
JmitHas1 ) 1S IPOBEACH U

-3aHSATHH JICKIIMOHHOTO THIIA;

- CEMHHAPCKOTO (IPaKTUYECKOTO)
THTIA;

- TPYIIIOBBIX U W HJI BH Ty QJIbHBI X
KOHCYJIbTA U H;

- TeKyIIeTo KOHTPOJIS M TIpOMe-
JKYTOUHOH aTTeC TallUH.
Cneuunajm3upoBanHaa  (yyeOHas )
Me0eab: JOCKka MeJoBas, Kadenpa,
CTOJIBI, CTY JIBSI.

ObopynoBanme: cmayuonapuoe -
KOMITBIOTEP, MPOEKTOP, aKyCTHIecKast
cucTeMa, TOCKa HHTepaKTHBHAS .
Hcnonn3yemoe mporpaMMHoe obec-
neve Hye : MSWindows
(MicrosoftimaginePremium 3 year mo
CyOIMIICH3MOHHOMY  JOToBOpy  Ne
1212/KMP ot 12.12.2018 r. g0
12.12.2021 r.), LibreOffice (cBoGoaHO
pacnpoctpansemoe  I10), SHpexc
Bpaysep (oTeuecTBeHHOE CBOOOAHO
pacmpoctpansemoe I10), IO wunre-
paktuBHO#M  jmocku  SmartNotebook
(KJI0Y JIMICH3UMU 10 CEPUHHOMY HO-
Mepy 000pyI0BaHUS).

HHTepHET ¢ 00ecmeYeHNEM T0CTYMA
B JHOC.

654079, KemepoBckass o0nacth, T.
HoBoky3Henk, np-kT MeTaninypros, a.
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5.3 CoBpeMeHHble NpogeccHOHAIbHBIE 0a3bl JAaHHBIX U HMH(OPMALMOHHbIE CHPABOYHbIE

CHUCTEMBbI

1. Koncynprantlttoc [D7eKTpOHHBINA pecypc] : KOMII. CripaB. paBoBasi cuctema / kommanus «KoH-
cynsranTIlmiocy. — Dnekrpon. mporp. — [Mockea, 1997-2014] — Pexxum poctyma: http://base.consultant.ru ,

CBOOOJHBIN. — 3ari. ¢ 9KpaHa.

2. TAPAHT.PY [DnexrpoHHbIi pecypc]

"HINI "TAPAHT-CEPBHUC".

DJIEKTpOH. Tporp. —

http ://www.garant.ru , ceo00aHbBIN. — 3ar1. ¢ 3KpaHa.
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[Mockaa,

: MH(pOpMaLMOHHO-TIpaBoBOH mopTtai / kommanus OO0
1997-2014] — Pexum moctyrma:


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

6 Unble cBejeHMs M (MJIM) MaTe PHAJIBI.
6.1.IlpumepHbIe TeMBbI M BAPHAHTHI IMCbMEHHBIX Y4eOHBIX padoT

CamocrosTenpHas pa60Ta CTYACHTOB OCYHICCTBIIACTCA B CJICAYIO I X Q)OpMaXZ
MMOATOTOBKA K IMTPAKTUYCCKUM 3aHATUSAM,

CaMOCTOATCIIbHOC H3YICHHUC TEM U CHUITJIMHBI (3J'IeKTpOHHOG 06yquHe);

MOATOTOBKA K TEKYIIIUM KOHTPOJIEHBIM MEPONPUSTUSIM (KOHTPOJIbHBIE Pa0OTHI, TECTOBBIE OIPOCHI);

YV VYV

BBITIOJIHEHUE JOMAIIHUX MHIMBHIYyATbHBIX 33aHUI - 8 3a1aHuii (B COOTBETCTBUH C TEMATHICCKUM
TIJIAHOM),

A\

IIOATOTOBKA aHAJIMTUYCCKUX 0630pOB M OTYECTOB II0 3aJaHHBIM TEMaM.

Ilpumepol urnoueuOyaibHbIX 0OMAWMHUX 3A0AHUTL
Tema 1. JIokyMeHT 1 cucTeMBbl TOKyMeHTaluu. [loHaTHEe nenonpon3BoacTBa.

Bonpocwt ona ycmnozo onpoca:

1. JaTth ompeneneHus TepMHHAM: JEIONPOU3BOACTBO, TOKYMEHTAIIMOHHOE OOECIIeUeHUE YIpaBJICHNUs,
JOKYMEHTHPOBAHUE, JOKYMEHTOOOOPOT, JOKYMEHT, CIYKEOHBII TOKYMEHT, O(UIIMaTbHBIH JOKYMEHT, aB-
TOpP TIOKYMEHTa, 00beM JJOKYMEHTOO000pOTA.

2. Kak 1 Ha OCHOBaHMH KaKUX MPU3HAKOB KI1aCCH GUIIUPYIOTCS TOKYMEHTHI:

— I10 CTausIM CO3JIaHus;

— 10 CPOKaM XpaHEHUS;

— O IOPUIUYECKON CHUIIE;

— 10 BUJaM;

— 10 HAUMEHOBAHUSIM BUJIOB?

3. Uem onpenensiercs 3HaunmMoctb JIOY B neATenbHOCTH MPEANPUITHI, OpTaHU3ALUN, YIPESKICHUM ?

4. HazoBute nBe cocraBHbie yactu JJOY u packpoiiTe ux cogaepanue.

5. Uro Ttakoe yHU QUKAIUS yIPABIEHYECKIX JOKYMEHTOB?

6. [lepeuncianTh CymeCTB ylOIMEe YHUPUIIUPOBAHHBIE CUCTEMBI JOKyMEHTAIUU.

7. Yro Takoe OKVY]?

8. IlepeuncnuTh OCHOBHBIC ()yH KITUU JJOKYMCHTA.

Tema 2. TpeGoBaHUsI K COCTaBIECHUIO U OOPMIICHUIO YITPABICHYECKON TOKYMEHTAIINH.

Bonpocul ona ycmuozo onpoca:

1. Cocras, naznauenue, pacpocrpanenue YCOP/I.

2. loHsiTHE U COCTaB HOPMATHUBHO-METOAUYECKON 0a3bl JEIOMPOU3BOJICTBA.

3. Ha3zBaTh OCHOBHBIEC 3aKOHOJATEIbHBIC AKThl, HOPMATUBHBIC TOKYMEHTHI, NEHCTBYIOUME B 00JIacTh
JIEJIONPOU3BO/ICTBA.

4. Kak pacum ¢posatb unjexc ['OCT P 6.30-2003?

5. Uro Takoe (opmymsip-oOpaser, 4To BXOIUT B €10 COCTaB?

6. OnrcaTh o0mWe TpeOOBaHUs, TPEABIBIISIEMbIC K 0OPMIICHUIO CITY)KeOHOTO JOoKymMeHTa ((popMarthl,
pasMepbl IoJIeH, MOCTPOEHNE KOHCTPYKIIMOHHOM CETKH ).

7. JlaTb XapaKkTepUCTHKY PEKBU3UTY KaK WH (QOPMAITMOHHOMY JIEMEHTY IOKYMEHTA.

8. Kakue pekBU3UTHI OTHOCATCS K TOCTOSIHHBIM, ITOYeMY?

9. Kakue peKBHU3UTBI OTHOCSTCS K IIEPEMEHHBIM, Mouemy?

10. Ha xakue Tpynmsl JensTcs IepEMEHHBIC PEKBU3UTHI?

11. Tlepeuncnuth 3Tanbl JOKYMEHTUPOBAHHUSL.

12. Yto Takoe cornacoBanue?

13. Yto Takoe yrBepxacHue?

14. Kakue cnocoObl yIoCTOBEpEHHS JOKYMEHTOB CYIIECTBYIOT? B KakuX ciiydasix UCHOJIB3YIOTCS pa 3-
JIMYHbIE CITOCOOBI YI0CTOBEpPEHUS?
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15. Jlatp onpezneneHust TepMuHaM: (GopMyisp-obpaszen, GopMyisap JOKYMEHTA, PEKBU3UT, FOpUIHYE-
CKas CHJIa IOKYMEHTa, 00BeM TI0KYMEHTO000pOTa, CIIYKEOHBIH TOKYMEHT, O (PUITHATBHBIN TOKYMEHT.
16. CB#3b PEeKBU3UTOB C 3TAllaMU JIEJIONPOU3BOACTBEHHBIX PadOT.

Ilpakmuueckue 3a0anus:

1. Anammu3s ctpykrypsl u conepxkanus [[OCT P 6.30 -2003.

2. Ananu3 dopmyssipa-oOpasia.

3. ComocraBiienne u anam3 Gopmyrsipa-o0pasia ¢ «peaaTbHbIM» JOKYMEHTOM.
4. Beiienenue B JOKYMEHTE PEKBU3UTOB, aHAIN3 COCTaBa MH(OPMAaLIUH.

Tema 3. CoBpeMeHHBIE CIIOCOOBI 1 TEXHUKA CO3TIAHUSI JOKYMEHTOB.

Bonpocwet ona ycmnozo onpoca:

1. HazoBuTe OCHOBHBIE METO/IbI (POPMATUPOBAHUS TEKCTA.

2. Onunmte pasuiia oGopmiieHUs ab3aleB, pyopHK, 3aroJIOBKOB, TPUMEYAHH I, CHOCOK.

3. OnummMTe OCHOBHBIC YACTH TAOJHIIBI M TTpaBUiIa UX 0 GOPMIICHUSI.

4. TlepeuncnuTe OCHOBHBIE TPeOOBaHM S, MPEAbsBIIsiEMble K OnOIHOrpau-4eCKUM OMHCAHUSIM.

Ilpakmuueckue 3a0anus:
1. BHecTu ucnpaByieHHs B TEKCT, HCIOJIb3Ys KOPPEKTyPHbIE 3HAKU.
2. OtopMaTHpPOBATH UCITPABJICHHBINA TEKCT.

Tema 4. Cocrapnenue OP/].

Bonpocwl ona yemnozo onpoca:
1. Kakue BHBI BXOIST B COCTaB OPraHU3AIMOHHBIX, PACIIOPSIUTEIBHBIX U O(UIIHATBEHO-THYHBIX J0-
KyMEHTOB.
2. Kakue BuibI GJ1IaHKOB peryiaMeHTHPOBaHbI cTaHAapToM? CocTaBbTe UX (HOPM YIISPHI.
. IlepeurcuTh OCHOBHBIE BU/IBI JOTOBOPOB M KOHTPAKTOB
. IlepeurcnuTh OCHOBHBIE TpeOOBaHUS K 0 (POPMIIEHHUIO IOTOBOPOB U KOHTPAKTOB.
. JlaTb onpeneneHue npukasa.
. Kakue gactn Tekcra B mpukase o OCHOBHOM AESITEIbHOCTH ?
. IlepeurcnuTh BUABI MPUKA30B 110 KaJPOBBIM BOIIPOCAM.
. OcobennocTr ohopMIIeHHUS CTIPAaBOYHO-HH(DOPMAITTOHHBIX JIOKYMEHTOB.
. Kakue BupI ciryeOHBIX 32U COK CYIIECTB yIOT?
10. Yem cnyxeOHas 3anucKa OTIUYAETCS OT CIIPABKH ?
11. Kakue yactu TekcTa B akre?
12. B ueM 0COOEHHOCTH IMOAINCAHNS aKTa?
13. JlaTb onpesaeneHus BUiaM oOpaleHU i Tpax/iaH.

© oo N o1 ~Ww

Ilpakmuueckue 3a0anus:

1. CoctaBuTh hopMyIsip IpeuIoKEHHBIX 00pa3oB OJaHKOB, OMPENEIUTh BU/L.
2. OLIEHUTHh COOTBETCTBHE «PEATBHOTO» OTaHKa TPeOOBAHUSM CTaHAAPTA.

3. CKOHCTpyHpPOBaTh KOMILJIEKT OJaHKOB (pMPMBI.

Tema S. /IenoBble nmucbMa.

Bonpocwl ona ycmnozo onpoca:
. IlepeunicnuTe CymiecTBYIOME KIACCH (U KA CITYKEOHBIX TTUCEM.
. CocraBbTe popMyIsp cnyxeOHOro nuchMa.
. OnmummTe 0COOEHHOCTH MOCTPOCHUS MTPOCTOro (1-2 yacTu) TeKcTa nuchma.
. Onunmre 0cOOEHHOCTH MOCTPOEHUS CIOKHOTO (3-4 YacTH) TeKCTa MUChMa.
. Ilepeuncnute 1 NpUBEIUTE IPUMEPHI CITOCOOOB YHU(DUKAIIUHN JAETOBOTO MHUCHMA.
. IlepeunicnuTe BUIbI KOMMEPYECKHU X ITUCEM.
. Uro takoe odepTa, HA30BUTE OCOOEHHOCTHU €€ 0(OPMIICHUS.
. Yto Takoe pexnamaiius, Ha30BUTE OCOOCHHOCTH €€ OPOPMIICHUSL.
17
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Ilpakmuueckue 3a0anun:

1.
2.

CocraButhb GopMyIsip mUCbMa JUIsl TPEATI0KEHHOro 00pa3sia.
Haiitn Herounoctu B odopmiieHun nucbma, 0QGOPMUTH TOKYMEHT B COOTBETCTBUH C TPEOOBAHHSIMU

CTaHJapTa.

3.
4.
S.

CoctaBuTh mUcbMO mpoctoe (1-2 gacTtu Tekcra)
CocTaBuTh MUCHMO CIOXKHOE (3-4 4acTu TEKCTA)
CocraBuTh TUCEMO ¢ TpadapeTHbM TekcToM. Tema 6. KoppecnoHAeHINsI, CBSI3aHHAS C TTPOBEICHUEM

MEePUOINYECKUX MEPOTIPUATUH.

Tema 6. KoppecnioHieHus, cBsi3aHHas1 C IPOBEIECHUEM IIEPUOINYECKUX MEPOIIPUATUH.

Bonpocwl ona ycmuozo onpoca:

O oO~NO O WN -

. Yrto Takoe mpoTokon?

. CocraBbTe OopMyIsp MPOTOKOIIA.

. OnuumTe CTPYKTypy TEKCTa MPOTOKOJIA.

. B yem ocobeHHOCTH nOIIMCaHUs TPOTOKOA?

. Bunet mporoxosnioB. OcHOBHBIE TPpeOOBaHHS K 0 (GOPMIICHUIO.

. Kak odopmisercs BeIuCcKa U3 mpoTokosia?

. Kak cTposiTcs TeKCThl MUChMa-TPUTIIALIICHHS, THChMa-H3BEIICHUS?

. Kakue TpeGoBaHMs MPeIbIBISIOTCS K TEKCTY TEJIeTpaMMBbl U TeJie GoHOTpaMMBbI?
. Kakue tpeboBaHus NpebsIBIsIIOTCS K TEKCTY 3JIEKTPOHHOTO COOOICHUA?

Ilpakmuueckue 3a0anun:

1.
2.
3.
4.
S.

CocraBuTh GOPMYIISP «PEATBHOI0Y» MPOTOKOJIA.

Haiit HeTOuHOCTH B O(POPMIICHUHU MTPOTOKOJIA, UCIPABUTH U OPOPMHUTH JOKYMEHT.
Ha ocHOBaHMU MOJHOTO MPOTOKOIAa 0QOPMHUTE KPATKUH MPOTOKOJI.

OdopMHUTB BBITTUCKY U3 TIPOTOKOJIA.

OdopMuTh MHCHMO-HU3BEIICHUE C 0000 MIIECHHBIM aJIPECaTOM.

Tema 7. Kommepueckas mepenucka ¢ 3ap yOe:KHbIMU IMapTHEPAMU.

Bonpocwt ona ycmnozo onpoca:

1.
2.
3.
4.
S.

Kaxue crangaptsl UCO pernmaMeHTHPYIOT OQOpMIIEHHE IET0BON EPernucKu ?
Kaxue dopmaTel Oymaru ucroib3yrOTCsl B MEXKAYHAPOJHOU nepenucke?

Kak cnpoekrupoBaHbl OJaHKU U1 MEXKTYHAPOIHBIX TUCEM?

Bunbl Mex1yHapOIHBIX THCEM.

OcobenHocTy 0hOPMIICHHST PEKBU3HUTOB.

Ilpakmuueckue 3a0anun:
1. IIpoBecTH COMOCTaBUTENbHBIN aHAIN3 00PA3I0B MEXKIYHAPOJHOTO U POCCUHCKOTO JEIOBOTO MHUCHhMA.

Tema 8. Opranuzanusi JOKyMEHTOOOOPOTA.

Bonpocwet ona ycmnozo onpoca:

OO0 ~NO O hWN -

. IlepeuricnuTe OCHOBHBIE 3TaIbI JOKYMEHTOO00POTA, JaiiTe UM OIpeIesIeHUsI.

. Kakue TpeGoBaHMs PENBSBISIOTCS K PETHCTPALIMH BXOSIIMX JOKYMEHTOB?

. JlaliTe XxapaKTepuCTUKY OpraHU3allul KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB.

. JlaliTe xapakrepucTuKy opraHu3anuu (GOpMUPOBAHUS AE.

. Uro Takoe HoMeH K1arypa aen? KakoBa nepuoAMYHOCTh BHECEHUSI U3MEHEHU I ?

. Ilepedncinure BUIbI HOMEHKIATYP.

. Kakast un opmaniyisi OTHOCUTCS K pa3psaay «KOMMEpUECKO TaltHbI»?

. Kakast un popmanusi He MOXKeET ObITh OTHECEHA K Pa3psAay «KOMMEPUECKOH TaliHbI»?
. Kak ocymecTBiisiercst pericTpaius U ydeT oOpalieHuid rpakaan?

10. Kakue cymecTByOT CPOKU UCIIOTHEHHS 0OpaleHni?
11. TIpaBuuia yueTa YCTHBIX OOpaIleHUH.
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Ilpakmuueckue 3a0anun:

1. [Ipoananu3upoBaTh CIy’K€OHbIE OTMETKH Ha JIOKYMEHTE.

2. Ilo cnyxeOHBIM OTMETKAM Ha JIOKYMEHTE PEKOHCTP YHPOBATh XPOHOJIOTHUIO JJOKyMEHTOO0O0POTA.

3. [IpocTaBuTh Ha JTOKYMEHTE PEKBU3UTBHI, COOTBETCTBYIOIIME JIEIONPOU3BOACTBEHHBIM OIEPALH IM
(perucTpauy BXOJSIIETO JOKYMEHTA, PACCMOTPEHUIO U MPUHATHIO PELICHUS, KOHTPOJIIO UCIIOIHEHUs, Ha-
MIPaBJICHUIO B JIEJIO).

4. Ha npumepe HOMEHKIATYphI 11 NPOaHAIM3UPOBATh NPUHIMI TPYNIUPOBKU JEJI U YCTAaHOBJIEHUS
CPOKOB XpaHEeHUs AeIl.

Ilpumep mecma
1. IIpaBuia u opraHu3aIuio JTOKYMEHTAlHOHHOIO O0eCIIeueH sl yIpaBieHs Ha IPeIIpUATHN yCTaHABI U-
BaeT:
- [IpaBuia BHyTpEHHETO pacnopsiika
- Uncrpykuus no JJOY
- YcraB npennpusTus
2. HaGop peKBU3UTOB OQHUIIMATBHOTO MMCEMEHHOTO JOKyMEHTA, PACIIOJIOKEHHBIX B OIIPEICTICHHO MOCI e-
JIOBATENIbHOCTH, Ha3bIBACTCA:
- hopMysIsIpOM TOKYMEHTA
- OJIaHKOM JIOKyMEHTa
- IOKyMEHTOM
3. CpoKOBBI} KOHTPOJIb UCIIOIHEHUSI JOKyM €HTa OCYLIECTBIISAETCS:
- PYKOBOAMTENIEM OpraHU3aLNU
- cyxoon JI0Y
- UCIIOJIHUTEIIEM MOPYYEHHUS
4. PekBU3UTOM, COJIEp/KAIMIICS TOJIIBKO B MTUChMaX-OTBETAX, SBJISETCS:
- agpecar
- CCBhUIKA Ha PErUCTPALMOHHBIN HOMED U JaTy JOKYMEHTa
- OTMETKa O MOCTYIJIEHUH JOKYMEHTa B OpraHu3aluu
5. UcnionHeHue pe30dioui pyKOBOAUTENS Ha TOKYMEHTE OCYIIECTBIISETCS :
- OTBETCTBEHHBIM HCIIOJHUTENIEM, Ubsl (JAMIIINS YKa3bIBACTCS IEPBON B PE30ITIOIINU
- OTBETCTBEHHBIM HCIIOJHUTEIEM COBMECTHO C COTPYIHUKAMH, YKa3aHHBIMU B TOKYMEHTE
- BCEMH HCIOJIHHUTENSMH, YKa3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOTO UCIIOTHUTEINSI, KOTOPBIi
OCYIECTBIISICT KOHTPOJIHUP YIOLTYIO (DYHKIIUIO
6. JIokyMeHT, B KOTOPOM BOCTIPOU3BOAUTCS pekBU3HT «lloamuceky 6€3 TMIHO#M MOANUCH:
- BBINMCKA U3 PAaCOPSAUTEIBHOTO JOKYMEHTA
- aKT
- NMPOTOKOJI 3acCelaHus
7. PactiopsiquTenbHas 4acTh JOKYMEHTA, IPUHSTOTO KOJJIETHaIbHBIMU OpraHaMU, HAUWHAETCSI CO CJIOB:
- [IPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEH/IYIO)
- [IOCTAHOBJIAET (PELIAET)
8. Kommepueckuil TOKyMeHT, coAepKalil NpeabsIBICHUE TIPETEH3UH K CTOPOHE, HapyIMBILEH TPUHSTHIE
- Ha ce0s 10 KOHTPAKTY 0053aTEIbCTBA U TPEOOBAHUS BO3MEITICHHUSI YOBITKOB, Ha3bIBACTCS :
- MMHUCbMO-HAallOMUHaHHE
- TapaHTHHHOE MU CHMO
- MMUChbMO-pEKIIaMaIus
9. Jlns1 opranu3anuii ¢ HeOOJIBIIMM JOKYMEHTOOOOPOTOM Yalle BCETO MPUMEHSATCS ... (popMma enonpoun 3-
BOJICTBA!
- LIGHTpaIN30BaHHAs
- CMEIlIAHHAas
- JIe[IeHTPaJIM30BaHHAs
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10. JIokyMeHT, onpeJiesICHHbIN B TOJIKOBBIX CIIOBAPSX PYCCKOTO SI3bIKa KAK «JOKYMEHT C 3allUChIO BCET0-
MPOMCXOJIIIETO HA 3aCeJaHIH, COOpaHHUI»:
- IIPOTOKOJI
- IIOCTaHOBJICHUE
- peleHue
11. ITonHyro 3an1MCh BCETO X0J1a 3acelaHUs OTPAXKAET:
- MOJIHBII IIPOTOKOJI
- KpaTKUH MIPOTOKOI
- cTeHorpauueckui poTOKOJ
12. IlpenynpenuTenbHbId KOHTPOJIb IPEAIIOIAraeT:
- ©KEJHEBHYIO TIOJITOTOBKY CBEACHUN O IOKYMEHTaX, CPOK UCTIOTTHEHUS KOTOPBIX HCTEKAET CE TOIHS
- ©KEMECSIYHOE WM €KEKBAPTAJIbHOE COCTABIICHUE IePEUH sl HEHCIIOIHEHH bIX JOKYMEHTOB
- CBOEBpPEMEHHOE 32 2-3 JIHs MpeaynpexIeHIE COTPYIHNKA O HEOOXOIUMOCTH PEILeHHUs TOPYYECHHOTO
eMy Bompoca
13. HaumeHoBaHue TOKyMEHTa, OTHUM M3 pa3eioB KoToporo spisiercs «lIpeamOynar:
- JTOJDKHOCTHAsI HHCTPYKIIHS
- JIOTOBOP
- HCKOBOE 3asBJIEHUE
14. JIokyMeHT MOKET OBITh MOANMCAH MUCTIOJHSIONIMM 003aHHOCTH JTOJHKHOCTHOTO JIUIIA C:
- YKa3aHHeM ero (paKTHUeCKOW JTOKHOCTH B (haMUJTUH
- MIPOCTABJICHUEM IPEUIOTa «3a) UM HAIUCH OT PYKU «3aM.)»
- MPOCTABJICHUEM KOCOW YEePTHI Iepe] HAMMEHOBAHUEM JIOJIKHOCTH
15. PerucrpaninoHHbIN HOMEP JOKYMEHTA, COCTABJIIEHHOTO COBMECTHO ABYMsI M O0Jiee OpTraHU3alusiIMH,
MPEJICTABIISET COOOM:
- PETHCTPAaMOHHBI HOMEP TOKyMEHTa OpTaHU3alllH, YKa3aHHOW Ha OJIaHKe MepBOH
- PErMCTpallMOHHBI HOMEP TOKyMEHTa OpraHu3aliy, B KOTOPOH JOKYMEHT (PaKTUUYECKU CO3/ABAJIC 5
- perucTpalnroHHbBIe HOMEpa JOKYMEHTa KaKJ0M U3 OpraHU3alHi, IPOCTaBIIsEMBIX Yepe3 KOCYIO Yep-
Ty B TIOPSIIKE YKA3aHHS aBTOPOB B JIOKYMEHTE

TeMbl M 321aHUS KOHTPOJAbLHO# padoTsl (1 3P0 u 03D 0)

KonTtposnbHas paboTa Ha 3a09YHOM OTJEJICHUH COCTOMT B PEIICHUH 3aJa4 110 TeMaM Kypca. Bapuan-
THI 33/1a4 ¥ METOANYECKHUE YKa3aHUS K UX BBIIOJIHEHHUIO IPUBECHBI B Memoouueckux yKa3anusx no ebinoJ-
HEeHUI0 KOHMPONbHOU pabomuvl no oucyuniuxe «Jokymenmuposanue npopheccuoHarbHOU 0esmenbHOCMUY
0713 cmyoenmos, ooyyarowuxcs no Hanpagieruro 38.03.01 Sxonomuka

6.2. HpuMeprle BOITPOCHI A 3a/IaHUSA /33)]3‘[1/1 AJIs HpOMC)KyTO‘IHOﬁ arrecranum

Tabmuma 8 - IlpuMepHbIe TEOPETUYECKUE BOMPOCH U TIPAKTUUYECKHUE 3aaHusl / 3a/1a4d ISl IIPOMEXK Y-
TOYHOM aTTeCcTaIlH

Ne | Paszpensl u TeMbI [IpumepHBIE TEOPETUYECKUE BOIIPOCHI IIpumepHbIe
MIPaKTUYECKUE
3ananus /
3a/1a4u

1 | HokymeHr u cuc- 1. Ilonsarue o mokymenre. Kiaccuduka min T0KyMeHTOB. 3ayanue (cM.
TEMBI TOKyMEHTa- 2. Yaudukanms W cTaHAApTU3alWs yNpaBIeHYSCKUX JOKYMEHTOB. | MOCIE Tab uIib! )
uun. [lonsarue ne- | YHuduIpoBaHHBIE CHCTEMBI JOKYMEHTAIMU.
JIONPOM3BOJCTBA

2 | TpeboBanus Kk co- 3. TOCT P 6.30-2003. CocTaB cranmapra, 3Ha4eHUe IS yIpaBIeH- 3ananue (cM.
CTaBJICHUIO 1 YeCKOH JeSITSIIbHOCTH. roce Tab JIMIIbI )
oopMIICHHIO 4. Gopmynsap-obpasel] Kak 001as Moellb MOCTPOCHHS PeTiaMeHT U-
yIIpaBJIeHIECKOM POBaHHOT'O YIIPABJIEHYECKOTO JJOKYMEHTA.
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Pa3nennpl u TeMBbl

[IpumepHBIE TEOPETUUECKHUE BOIPOCHI

IIpumepHbIe
IIPAKTHYECKHE
3ananus /
3ajaun

JIOKyM €HT aIIHH

5. PexBmurel moctostHEbIe  (01-04); XapakTepucTuka, IpaBWiIa
oopmIteHYS.
6. PexBmursl moctosiHEble  (05-09); xapakTepucTHka, TNpaBWia
oopmnenus

7. brnask, Bl OJIaHKOB.

8. PexBmursl 3aronoBodHO# yactu nokymenra (10-14), xapakrepu-
CTHKa, TpaBHiIa 0QOpMIICHUS.

9. IIpaBwmia ajpecoBaHUs JJOKyMEHTOB.

10. OcobenHocTH 0hopMIIeHHS TEKCTA CITYy>KEOHOTO IOKYMEHTa

11. PexBmsurhl 18 u 21; xapakTepucTHka, npaBwia oQopMIICHUS.
12. PexBm3urhl 22 u 25; XapaKTEepUCTHKA, MPaBwia o(QopMIICHUS.
13. PexBmsursl 16 u 26; XxapaKTepHCTHKA, TIpaBIIIA 0O PMIICHIS.
14. PexBmsurhl 23 1 24; XapaKTepPHUCTHKA, TIpaBIIIA 0O PMIICHHS.
15. PexBmursl 17, 19, 27; xapakTepucTHKA, TIPaBIWIa 0QOPMIICHUS.
16. PexBmursl 28 — 30; xapakTeprucTHKa, paBmwia opopMIICHMs.

3 | CoBpemennbie crio- | 17. CoBpeMeHHbIE CTIOCOOBI U TEXHUKA CO3/IAHUSI JIOKYMEHTOB. 3ananue (cM.
COOBI ¥ TEXHUKA nocJe TadJmibt )
CO3JIaHUA JIOKY-

MEHTOB

4 | Cocranennie OP/l | 18. YCOP/. Ha3naueHue crCTEMBbI, XapaKTEPUCTHKA TPYIIIT U BHUIIOB 3ananue (cM.
JIOKYMEHTOB. rmocJie Ta0 JIUIIBI )
19. Cucrema oOpraHM3alMOHHBIX JIOKYMEHTOB. HazHauenwe, BWIbI
JIOKyMEHTOB.
20. JloroBopa ¥ KOHTpakThl; Knaccupukanuu. TpeGoBanus Kk opopm-
JICHUIO.
21. JIo)oKHOCTHAs MHCTPYKIMS; OCOOCHHOCTH JJOKYMEHTHPOBAaHWS.
CTpyKTypa TeKCTa.
22. Cuctema pacriopsiIMTENbHBIX JTOKyMeHTOB. Ha3Hauenwe, BUIBI
JTIOKyMEHTOB.
23. Tlpukassl, BBl MpuKa3oB. OCOOCHHOCTH JTOKYMEHTHPOBAHHUS
npuka3oB. CTpyKTypa TeKcTa.
24. YununupoBaHHbIE (OPMBI KaIPOBBIX PUKA30B.
25. Pacnopsoxenus. OcobeHHOCTH 0QOpPM-JICHUS, CTPYKTYpa TEKCTa.
26. TloctanoBnenwms, perenns. OcobeHHOCTH 0(GOpPMIICHUSI, CTPYK-
Typa TeKcCTa.
27. Cuctema crpaBOYHO-MH(OPMAIMOHHBIX TOKyMEHTOB. HazHaue-
HE, BUIIBL.
28. JlokmajHasi 3ammcka, BUAbI; oco0eHHOCTH odopmireHus. CTpyk-
Typa TeKCTa.
29. CrpaBka, BUIbI cipaBok. OcoO0eHHOCTH 0(OpMIICHNS , CTPYKT ypa
TEeKcTa.
30. Ak, BuabI akroB. OcoOeHHOCTH O(OPMIIEHUS, CTPYKTYpa TEKCTa.
OOpamenns rpaxknad. Haznauenne, Buibl, OcoOeHHOCTH oopmite-
HUS, CTPYKTYpa TEKCTA.

5 | JlenoBbie mucbma 31. JlenoBbie mucbMa. XapaKTepUCTHKA M KJIACCUDHKA ITUN. 3amanue (cM.
32. Kommepueckre michMa. XapakTeprcTUKa U KiacCU(pUKa IHH. noce Tab MBI )
Oco00eHHOCTH MOCTPOCHMUSI TEKCTA CITY)KEOHOTO MHUChMa.

6 | Koppecnonnenmus, | 33. MexayHapoaHble THChMa. 3ananue (cM.

CBsA3aHHAs C IIPO-
BEJICHUEM IIEPHO-
JUYECKHUX MEPO-
NpUATUH

34. Cranmaprer UCO nHa odopMiieHHE ET0BOM epe MMCKH.

roce Tab JMIIbI )
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Ne | Paznensl u TeMbl [IpuMepHBIE TEOPETUYECKHUE BOIPOCHI IIpumepHbIe

MPAKTHYECKUE
3ananus /
3aa4u
7 | Kommepueckas 35. IIporokosn, BUab! NPOTOKO00B. OCOOEHHOCTH MMOCTPOCHMS TEKCTA. | 3anauue (CM.
nepenucka ¢ 3apy- | 36. CpencrBa onepaTHBHOMW CBSI3U (TeJerpamMMa, TeJeKe, MEKTPOH- | mocle Tab Tuiis )
OeXHBIMU MMApTHe- | Hoe coobienue, TenedoHorpamma). TpeboBanus k odopmieHHIO.
paMu
8 | Opranmanus no- 37. Xapakrepuctuka ['C JIOY. Coxepikanue 1e0NpoM3BOICTBA. 3ananue (cM.
KyMEHT0000poTa 38. Coznanme MpoeKTa JOKYMEHTa, COTJIaCOBAaHHE KaK JTambl JTOKY- | TOcIie Tal HIlbI )
MEHTHPOBAHHS.

39. YnocroBepenre JOKyMEHTOB, BHIbI.

40. Perucrpaimsi BXOIAIIMX M UCXOASIIUX JOKYMEHTOB.

41. TIpaBwia 0OpabOTKH ¥ paCCMOTPEHUSI BXOISIIMX JIOKYMEHTOB.
42. TlpaBmwia opraHU3aluy KOHTPOJIS MICTIOJIHEHUS JOKYM €HTOB.
43. TlpaBmia GopMHUPOBAHMS U XpaHEHUS eI

44. HomeHknaTypa Aei, BUIBI.

45. DxcnepTr3a IeHHOCTH TOKYMEHTOB.

46. TTogroroBka nen Kk cnade B apxuB. CpoKH Xpa HEHUS.

47. TloHsiTHE KOMMEPYECKON TalHBI.

48. Opranmanys KOHQUICHIIUAIHLHOTO JISJIONPOU3BOICTEA.

IIpuMepHbIe 3a1aHUA K 3a4eTy

3aganue 1.

Ilonp3ysace TpynoBeiM konekcom P® rmmasoi 10 m 11. Onmnmre mommaroByro Npoueaypy HnpHeMa
pabOTHHKA HAa OCHOBHYIO pabOTy M (MJIM) 1O COBMECTHTENIBCTBY. 3allOJIHUTE MPEATI0KEHHbIC 00pa3iibl
JIOKYMEHTOB, 0(OPMIIIEMBIX IIPH TTprueMe pabOTHUKA Ha padoTy.

3ananue 2.

Ions3ysice TpynoBbiM kozmekcoM P® rmaBoit 12. Onummrte mOmIATOBYIO HPOLEAYPY H3MEHEHUs
TPYAOBOTO JOTrOBOpa, B TOM YHCIE MEpPeBOJ]l pabOTHHKA Ha APYrylo padoTy. 3amojHUTE MPEAIOKEHHBIE
00pa3Lbl TOKYMEHTOB, 0 GOPMIIIEMBIX ITPH U3MEHEHUH YCIOBHIA.

3ananue 3.
[Tonb3ysice TpynoBeiM kogekcoM P® rnaBoii 19. OnummTe MomaroByro mpouenaypy HazHaueHUs OTIyC-
Ka. 3amOJHUTE MPEATIOKEHHBIE 00Pa3IIbl JOKYMEHTOB, OOpMITIeMbIX PU 0(GOPMIICHHH OTITYCKa

3ananue 4.

[onp3ysace TpynoBbiM kogekcoMm P® rmmaBoit 13. OnuumTe NOMIATOBYIO MPOLEAYPY YBOJbHEHUS
paboTHHKA. 3aMOJIHUTE NPEATIOKEHHbIE 00pa3Lbl JOKYMEHTOB, 0(OPMIISIEMbIX IIPU YBOJIBHEHUH COTPYIHU-
Ka.

CBeleHUA 0 pa3paboTKe U YTBEPKAEHUM paGoyeil NporpaMMbl AUCHH IUTUHBI

Pabouas mporpamma muctumimabsl b1.5.12 «/lokyMeHTHpOBaHHE YMIpPaBICHUYECKON NESTEIBHOCTH
cocraBnena B coorBerctBun ¢ ®I'OC BO u yrBepxkaena B komiuiekre ¢ OOII nanpasnenus 38.03.02 Me-
He/[PKMEHT.

Cocrasurens: MaxuHa TA, CT. IIPENo AaBaTciib Kad)GI[DBI OKOHOMUWKH U YIIPABJICHUA
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