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1 Ieapb AUCHUIIAHBI.
B pesynbrate oCBOEHHMS AaHHOW MUCHMIUIMHBI Yy 0Oydaromerocs JIOJDKHBI OBITh  C(HOPMHUPOBAHBI

KOMIIETEHIIMM OCHOBHOW MpodeccHOHANbHON 00pa3oBaTelbHONW MporpaMMbl OakajaBpuara  (nauee -
OIIOII): OIIK-5.

CopepxaHrie KOMIIETEHITNH KaK TUTAHUPYEMBIX Pe3yJIbTaTOB OOYUYCHHS 110 TUCIUTUTHHE CM. TaOHIbl 1

1.1 ®opmupyembie KOMIIETEHINH
Tabnuua 1 - Dopmupyembie AUCHUTIMHON KOMIETSHIIUN

HaunmenoBanue HanmenoBanue ka- Kox n Ha3BaHHME KOMIIETECHIIMH
BHJ1a KOMIIETCHIIUU TEropuu (Irpymibl) KOM-
EeTECHINI
Oo6menpodeccuo- - OIIK-5 | CrocobeH WCMoNb30BaTh COBPEMEH-
HaJIbHAs HbIe UHPOPMAIMOHHBIC TEXHOJIOTUU H
MIPOrpaMMHBIE CPEJICTBA MIPU PEIICHUH
npodeCcCHOHATIBHBIX 33124

1.2 AHaAUKATOPBI J0CTHKEHUST KOMIIeTeH U
Tabmuna 2 — UHaukaTopsl JOCTHKEHUSI KOMIETEHIUH, OPMUPYEMBIX AUCHUILITUHON

Kon n Ha3Ba- | VHIMKATOPHI TOCTHKEHUS KOMIICTCHIIHH T10 JIMCIMIUTMHBI U IPAKTHKH,
HUE KOMIIe- OI1OIT (dhopMupyOIIKe KOMIETEHIIHIO 110
TECHIIUU OIIOIT
OK-4 OIIK-5.2. Beibupaer u mpumensier mnpo- | 51.0.05 Jlenonpou3BoJACTBO U

(deccroHambHBIE MPOTPaMMHBIE CPENICTBA JUIS | JOKYMEHTOOOOPOT

peLIeHNs TPUKIIAIHBIX 3a/1a4 b1.0.07 [udpoBast »KOHOMU-
Ka
b1.0.17.03  IlpakTtuxym "1C:
byxranrepus"

b1.0.17.06 HHupopmanroHHbIE
TEXHOJOTUU B MpodeccnoHaIbHOM
cdepe

b2.0.02(IT) TIIpousBoACTBEHHAS
npakTuka. TexHonoruyeckas Inpak-
THKA

b2.0.03(IT) IIpousBoacTBeHHas
npaktuka. [IpenaumiuoMHas mpak-
THKA

B3.01(1) [TogroroBka k mpo-
HeAype 3alUThl U 3allUTa BBITYCK-
HOM KBaIM(PHUKAIIMOHHOHN pabOThI

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

Tabnuua 3 — 3Hanus, yMeHuUs1, HABBIKK, (OPMUPYEMBIE TUCITUIITHTHON



Kon u MHauKaTophl TOCTHXKEHUST KOMIIETCHIIHH, 3a- 3Hanwus1, ymeHus, HaBbIku (3YB), hopmupyemeie muc-
Ha3BaHUE KpEIUICHHBIE 3a IUCLUUIUIMHON LUIUITMHON
KOMIICTEH-
N
OIIK-5 OIIK-5.2. BpiOupaer W mNOpUMEHSET 3nare:

npodeccuoHanbHbIe MIPOrpaMMHBIE
cpeacTBa ISl PELICHUS MNPHUKIATHBIX
3a1au

- 0OCOOCHHOCTH JICTIONPOM3BOCTBA U TOKYMEHTH-
pOBaHUs pe3yNbTaTOB KOMMYHUKAIIHIA B JIEJIOBOM cpe-
pi (o

YMmerhb:

- UICTIOJIb30BAaTh COBPEMEHHBIN HHCTPYMEHTAPHil
JICIIOTIPOU3BOJICTBA U JJOKYMEHTO000pOTa IS peliie-
HUS 33]1a4 MEKIMYHOCTHOTO M MEKKYJIBTYPHOTO B3a-
MMOJEUCTBHUS B IENOBOII cpene.

Baanern:

- HaBBIKAMH [ICJIOTIPOM3BOJCTBA U OPTaHHU3AIHN JOKY-
MEHTO00O0pOTa IJIST OCYIIECTBIICHISI KOMMYHHUKAAN U
(buKcanuu uX pe3yJIbTaTOB B JICJTOBOH Cpene.




2 O0béM M TPYAOEMKOCTH MUCHMILIMHBI 1O BHAAM Y4YeOHBIX 3aHATHIA.

DopMBbI POMEKYTOYHOM ATTECTAUH.

Tabnuia 2 — O6beM U TPYAOEMKOCTh AUCLUUIUIMHBI 10 BUIAM Y4eOHBIX 3aHATUN

OOmast TpyAOEMKOCTh U BHJIBI y4yeOHOW pabOThI MO AMUCIHU-

O06BéM yacoB o Gpopmam
oOyJeHus

IUTMHE, TPOBOAMMBIE B pa3HbIX (popmax

020

0390 300

1 O6mas TpyA0EMKOCTh TUCITUTUIHHBI

144

2 KontaktHas paboTta oOydaromuxcsi ¢ IpemnojaBaresieM (Io
BHJIaM YYEOHBIX 3aHSITHIA) (BCETO)

48

AynurtopHas pabota (Bcero):

48

B TOM YHCJIC:

Jlexun

18

IMPAKTUYCCKUE 3aHATUSA, CCMUHAPbI

30

[IpakTUKYMBI

J1a00paTOpHBIC PAOOTHI

B MHTEPAKTHUBHOM (hopme

B JICKTPOHHOU (hopMme

Bueayautopnas pabota (Bcero):

B TOM YHUCJIC, UHAUBUAYAJIbHAA pa60Ta O6y‘laI-OH_II/IXC$I C IIpe-
110 1aBaTCJIEM

TIO/ITOTOBKA KYPCOBO# paboTh! /KoHTaKTHas pabora’

TpYIIOBasi, WHIANBHUIyaJbHAs KOHCYJIbTAUS W WHBIC BUIBI
y4eOHON NIeSATENBHOCTH, NPETyCMaTPUBAIOLINE TPYIIIOBYIO
WIA WHAWBUIYAIbHYIO paOb0oTy 0OydYarOmMXCs C MPeroaaBa-
TeJIeM)

TBOpYecKas pabora (dcce)

3 CamocrositenpHas pabota o0ydaromuxcs (Bcero)

96

4 TIpomexyTouyHas aTTecTalus o0yJarouerocs — 3a4eT ¢ OleH-

KoM

3. YuyeOHO-TeMaTHYEeCKUN IJIAH U COIeP:KAHUE IMCUMILIMHBI.

3.1 YueOHO-TEeMaTHYECKHUH NMJIAH

Tabmuua 3 - YueOHo-TeMaTH4eCKUi IJ1aH

~| BuIbl yueOHBIX 3aHATHIi, BKJIIOYAs CAMOCTO-
o g ATEeJbHYI0 padoTy 00y4aroLuxcst 1 TPyAOeM-
g g g KOCTh @
_ - (B uacax) OpMBbI TEKYLIero KOH-
B C aE TPOJIsi H MPOMEXKYTOY-
= Pa3nesa pucuunInHbI =2 .
2 g yuebnas padora CaMoCTOsI- HOH aTTECTAIUM yCIie-
TeJbHAsA BaeMOCTH
ceMHHAPBHI, padora o6y-
BCero JIEKIUH NMpaKTHYECKHe aKoIuXCs
3aHATHS
OKYMEHT U CUCTEMBI TOKYMEHTa- o
1 Hloky Y 16 2 2 12 VYcTHbIH onpoc
IH1H. Ilonstne ACJIOIMPOU3BOJACTBA

Y Yacwl, evioenennvie 6 VII na xypcosoe npoexmuposanue 6 konmaxmuoii popme (3 uaca)

5




TpeboBanms K COCTABICHUIO U N
. Ycernsii onpoc [Ipak-
2 | opopmieHHIo npodeccuoHaTBEHOR 16 2 2 12
THYECKHE 3aJaHNS
JOKYMEHTalUN
3 CoBpeMeHHBIE CIIOCOOBI U TEXHHUKA 18 5 4 12 Ycrasiii ompoc [pak-
CO3IaHUsI JOKYMECHTOB THYECKHE 3aIaHUs
Ycernsii onpoc IIpak-
4 | Cocrasnenue OPJI 18 2 4 12 poc 1Ip
TUYECKHUE 3aJaHHus
5 | JlenoBble muceMa 18 2 4 12 [IpakTHyeckue 3aaHusl
Koppecnonnennus, cBsA3aHHas C o
pp JICHIITL, Yerusii onpoc Ipak-
6 | mpoBeaeHHEM IEPUOINIECKHX ME- 18 2 4 12
. THYECKHE 3aJaHNS
POIIPUATHIHA
7 Kommepueckas nepenucka c 3apy- 18 9 4 12 Yerusii onpoc Ipak-
0eXKHBIMH IAPTHEPAMHU THYECKHE 3aIaHUs
Opranuzamms 10KyMeHT0000poTa YcTHEI ompoc
8 22 2 4 16 [IpakTudeckue 3aganus
TectupoBanue
[IpomesxyTouHast aTrecTauus o0y- .
P y H y 3a4eT ¢ OICHKOU
YaloIIerocs
Hroro 144 18 30 96
3.2. Conep:kaHue 3aHATUN 10 BUAAM y4eOHOM padoThI
Tabnuna 4 — ConepkaHue TUCIUILUIMHBI
Ne HanmenoBanue Coneprxanue pasjesia JTUCHUTLTAHBI
pa3aena, TeM JIHC-
IMIIHHBI
1 | HokymeHT u cucte- | JJokyment, ero ocHoBHble (yHKIMKM (MHPOpPMAIMOHHBIE, KOMMYHHKAaTHUBHBIE,

MBI JOKYMEHTAITIH.
[onsTre nenorpo-
HA3BOJCTBA

yIpaBJIeHYECKUE, IPABOBbIE, KyJIbTYPHbIE, HCTOPHUYECKHUE).

JokyMeHT kak mpeamer aeionpousBozcTBa. OOmias XapakTepUCTHKA YHPaBICHUYECKUX
JOKYMEHTOB. YHU(UKAIMI AOKyMEHTOB; CTaHAapTU3alus Kak (opMma HOPHIUYECKOTO
3aKperieHus nposefeHHold yHudukauuu B chepe HOVY. YHupuIupoBaHHbIE CUCTEMBI
nokymeHnTtanuu. Obmepoccuiickuii knaccudukarop npoeccuoHaIbHON JOKYMEHTALNH.
Knaccugpukanum JoKyMeHTOB (II0 MECTY COCTAaBIICHUS, IO COAEPXkKAHUIO, MO dopme, Mo
CPOKaM WCIIOJHEHUS, 10 TPOUCXOXKACHHUIO, 10 CPeICTBaM (DUKCAIUH, MO IOPUINIECKON
CHJIE, 10 CTaJUsIM CO3/IaHUSA).

Jenonpou3BoacTBO (IOKYMEHTALIMOHHOE OOeclieueHHe YIPaBICHUs); €ro MEcTo H
3HAYUMOCTh IS IPOEeCcCHOHATEHOHN JIeTeTbHOCTH.

JlokyMeHTHpOBaHWE WM OpraHu3alMs  JOKyMEHTOooOOpoTa  Kak  COCTaBHBIC
Jenonpoun3BocTBa. OCHOBHBIE 3Talbl PadOTHl ¢ JOKYMEHTHBIMH ()OPMaMH, COAEPIKaHUE
Y XapaKTepUCTHKA.

Ocnosuble TepmuHbl 1 oHATUSA [JOY (I'OCT P 51141 «/lenonpou3BOACTBO U apXUBHOE
neno. TepMUHBI ¥ ONpeieNneHUs»).




HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Cozlepma}me pasaejga TMCHUIIJIMHBI

TpeboBaHus K cO-
CTaBJICHHIO U

o opMIIeHHUIO TIPO-
(heccroHAIBHON 10-
KyMEHTAIH

YHudunupoBaHHasi CUCTEMa OpraHH3aMOHHO-pacropsauTeabHON gokymenTaiuu (YC
OP/]): cocraB, Ha3HaUCHUE, paCIIPOCTPaHEHNE.

HopMmartusHo-MeTOM4YecKas 6a3a Ienonpon3BoAcTBa. Micropus pa3BUTHS yHU(DUKAIMHA U
CTaH/IapTH3AIMH YIIPABICHYCCKUX JOKYMEHTOB B Poccuu.

I'OCT P 6.30 xak ocHOBa CO3/IaHUSI OPTaHU3AIMOHHO-PACTIOPSIUTENIHEHOTO JOKYMEHTA.
dopmynsip-o0pasel] - MOJIENIb TOCTPOSHUS YHUDUITMPOBAHHOTO JIOKYMEHTA.

O0mue TpeboBaHWS, NpeAbSBIsAeMble K O(GOPMIICHHIO  CIyXeOHOro TOKyMEHTa
(dbopmatsl, pazMepsl OJIEH, TOCTPOEHHE KOHCTPYKITMOHHOW CETKH.

PexBusnuT — nHGOPMAIIMOHHBIA 3JeMEHT NTOKyMeHTa. COCTaB, paclojioKeHHe, MpaBuiia
odopmiieHus. PeKBU3UTHI MepeMEHHBIC, TOCTOSIHHBIE; OCHOBHBIC U CITY>KEOHBIE OTMETKH.
CrnyxeOHbie OTMETKH. CBSI3b PEKBU3UTOB C 3TallaMU JICIIONPOU3BOICTBEHHBIX padoOT.

CoBpeMeHHEIE CTI0-
CcOOBI U TEXHHUKA
CO3/IaHUsI IOKYMCH-
TOB

KommbloTepHBIe TEXHOJIOTHM JeloBoW mepenuckd. KpaTkuii 0030p mporpamMMHOIro
obecrieueHnsT TEPCOHANBHOTO KoMIbIoTepa. (OCHOBHBIE METOIBI (OPMATHPOBAHUS
TekcTta. ATpuOyThl odopmieHus Tekcra. OdopmicHue ad3aleB, pyOpUK, 3arojOBKOB,
MPUMEYaHHA, CHOCOK. TaOIuIIbL.

Cocrapnenue OP/]

Knaccuduramms moxymentoB B coctaBe YC OPJ[: mOKyMEHTH OpraHHU3aIliOHHBIC,
pacrnopaauTeiIbHbIC, CHpaBO‘IHO-I/IH(bOpMaHI/IOHHI)IG, O(I)I/ILII/IEIJ]I)HO-JII/I‘IHI)IC.

brmankn moxymeHntoB. Buipl, coctaB pekBU3WTOB, mpaBmia odopmieHus. ['epOoBbie
OlaHKH: TpC6OBaHI/I$1 K U3rOoTOBJICHUIO, XPAHCHHUIO, UCITOJIb30BAHUIO U YHUUYTOXKCHHUIO.
JloroBopa, KOHTPaKTbl: Pa3HOBUAHOCTH, COCTaB PEKBU3UTOB, OCHOBHBIE TPeOOBaHUS K
0 OpMIICHHIO.

Ipuxka3sl: 0COOCHHOCTH COCTaBIEHHS U 0(OPMIICHHUS, PA3HOBUAHOCTH NpHUKa30B. CocTas
PEKBHU3HUTOB, OCHOBHBIE TpeOOBaHUS K O(OPMIIEHHIO, OCOOCHHOCTH TOCTPOCHWS,
BU3UpPOBaHKE. Y HUPHUINPOBAHHBIC ()OPMBI IPHKA30B 110 KaIPOBBIM BOITPOCAM.
CrpaBouHO-MH()OPMAIIIOHHBIE JTOKYMEHTHI: CIy)KeOHBbIE 3allUCKH, AaKThl, CIPAaBKH.
Knaccudpukaunu, ¢hopmMymnsapbsl, 0COOEHHOCTH MOCTPOCHUS TEKCTA.

IIPEUI0KEHHUE, X0J1aTafCTBO,

OcHoOBHBIE BHJIBI OOparieHui (xano0a, 3asiBJICHUE,

netunust). Dopmysipel, 0COOEHHOCTH MOCTPOCHHUS TEKCTA.

JlenoBeIie muchMa

JlenoBoif MUCHMO Kak CPEJACTBO MH(POPMAIMOHHOTO OOMEHa MEXIy OpraHH3allHsIMH.
Knaccudurarus nucem. JleaoBoe MUCEMO B YCIOBUAX yHU(DUKAIMK (CTPYKTYypa TEKCTa,
CTaHAapTHBIE (Ppa3bl U BEIPAKECHHUS).

®Gopmynsp mucbMa. OCOOEHHOCTH TIOCTPOCHHSI TPOCTBIX M CIOXKHBIX TEKCTOB.

Kommepueckue mnucema (odepra, peknamanms W JAp.); BUIABI M OCOOCHHOCTHU

odopmiteHusl.

Koppecnonnenmus,
CBsI3aHHAs C TIPOBE-
JIEHUEM TIeproInde-
CKHX MEPOIPUSATUI

[Mucema-nipurnameHus, MUCbMa-NU3BEIICHNS: CTPYKTYpa, OCOOCHHOCTH MTOCTPOCHUS TEeK-
CTa, CTaHApTHBIE ()pa3bl U BeIpakeHUs. [IpOTOKON Kak TOKYMEHT, COEepKaIUil 3aIliCh
X0J1a 00CY>KIEHHUS BOIIPOCOB U TIPUHSTHUS PELICHUH Ha COOpaHUsX, 3aCeIaHMsX, JICTIOBBIX
BcTpeuax. Buasl mportokono. ®@opmynsp npotokona. Ctpykrypa Tekcta. OCHOBHBIE
TpeOoBaHUs K 0OPMIICHUIO MPOTOKOIIA. BeInrcka U3 mpoTokoia.

TenerpaMma, Teyekc, 3JMEKTPOHHOE cooOIlIeHue, TeleoHorpaMMa Kak CpeJicTBa orepa-
TUBHOTO MH()OPMAIIMOHHOTO 00OMEHa MEJTy OpraHU3aIHSIMU.

Kommepueckast ne-
pemnucka c 3apyoex-
HBIMHU [TAPTHEPAMU

Cranpaptet UCO Ha odopmienue nepenucku. Popmarel Oymard, HNPOEKTUPOBaHUE
OnmankoB. MexayHaponHbsle nUcbMa.  Buabl U OCOOCHHOCTH  TOCTPOCHHUS
MEXIYHAPOIHBIX MHCEM. PEKBU3NUTHI MEXIYHAPOIHOTO MHUCHMA.




HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Cozlepma}me pasaejga TMCHUIIJIMHBI

Opranuszamnus 10Ky-
oobopora

[Tonsitre moxymenTooO60poTa. OCHOBHBIE ATAIBI: PETUCTPAIUS BXOISIINX JOKYMEHTOB,
PacCMOTPEHUE M TPUHATHE PEIICHUS; UCTIONHEHHE, KOHTPOIb UCIIONHEHUSI JOKYMEHTOB,
¢dbopMmupoBaHue A€

HomeHnknatypa ei1 Kak CUCTEMAaTU3UPOBAaHHBIN NIEpeYeHb HAMMEHOBAHUU €N, ¢ yKa3a-
HHEM CPOKOB WX XpaHEHHWs. Buasl HOMEHKIaTyp, oQopMIleHHE, TIEPHOJUIHOCTE BHECE-
HUS U3MEHEHU M.

DKcrepTH3a EHHOCTH JOKYMEHTOB, TIOATOTOBKA JIe)T K apXUBHOMY XPaHEHHUIO.

3akoH «O KOMMepYEeCKOH TaiHe», ero 3HaueHHe U OCHOBHBIC MOoeHus. MHdopmartus,
OTHOCHMasI K pa3psily «KOMMEPYeCKol TaiiHbl». HbopMmaIus, KoTopas He MOXKET ObITh
OTHECEHA K pa3psaLy «KOMMEPUYECKOW TalHbD».

KondunnernmnaasHOE AETOMPON3BOJCTBO KaK OCHOBA OOECTICUeHHS aJeKBaTHBIX YCIOBHN
JUTSL TOKyMEHTUpoBaHUs wuH(MopManuu. [IpaBuna onpenencHusi Kpyra JHIl, UMEIOIIMX
JOCTYI K MH(OpMAINHU, colepKallel «KoMMepUecKyro TailHy». ['pudbl, ucmonszyemole
mpu pabote ¢ pokymMeHTaMu. OTBETCTBEHHOCTH 32 HapyIICHHE MPaBMI paboThI C JOKY-
MEHTaMH, COJIEPKAIIMUMHU KOH(PHIEHITNATFHBIC CBEICHUS.

TexHosorus paboThl ¢ oOpaimeHUsIMH TpaxknaH. Perucrpanus, y4uer. KoHTponb cpokoB
ucnonHeHus oopameHnit. OQopmiteHne e TUCBMEHHBIX oOparneHnii rpaxaan. [IpaBu-
JIa y4eTa YCTHBIX OOpaIlleHnH.

Coleporcanue npaKkmuueckux 3aHAmMul

HaumeHoBaHue pazaeJia,
TeM JMCHUIIHHBI

Conepxanue

JJOKyMEHT U cuCTeMBI H0-
kymeHTauuu. lloHsitue ne-
JIOTIPOU3BOJCTBA.

1. lokymeHT, ero ocHoBHbIe PpyHKInU. Kitaccupukannm 10KyMEeHTOB.

2. llenonpowussonacteo (JJOY); ero Mecto U 3HAUMMOCTh B MPO(PEeCCHOHATLHOM
JeSITEbHOCTH.

3. JIOKyMEeHT KaK IMpeMeT JeIONPOU3BOICTRA.

4. YHn(unmupoBaHHbBIE CUCTEMBI JOKYMEHTAIIHH.

5. OcHoBHble TepMuHbI 1 oHsATH JOY.

VYpasneHdeckass JIOKyMEH-
Tanus: TpeOOoBaHHA K CO-
CTaBJICHHIO

1 0(hOPMIICHHIO

1. YHuduimpoBaHHas CUCTEMa OPraHU3alMOHHO-PACIIOPSAUTEIBHON JTIOKYMEH-
tarun (YC OPJN).

2. HopmatuBHO-MeTOqMUECKast Oa3a Jeonpon3BOICTBA.

3. PazBuTtre yHuukanum ¥ craHAapTU3alUHM YIPABICHYECKUX JIOKYMEHTOB B
Poccun.

4. TOCT P 6.30 xak OCHOBa CO3[IaHUS OPTaHU3AIMOHHO-PACIIOPSIIUTEIHLHOTO
JOKYMEHTAa.

5. ®opmyisip-o0paser - MoeIb IOCTPOCHUST YHU(PHUIHPOBAHHOTO JOKYMEHTA.

6. O6ue TpeboBaHMsI, MPEAbBIsIEMble K OPOPMIICHHUIO CITY>KEOHOTO JIOKYMEH-
Ta (hopmartsl, pa3Mepsl MOJIEH, IOCTPOSHHE KOHCTPYKIIMOHHON CETKH).

7. PexBu3uT — nHPOPMAIMOHHEIN 37IeMEeHT JokyMeHTa. CocTaB, pacrloioKeHue,
rpaBuiia opopmIIEHHS.

8. PexBU3NTHI IEpeMeHHbIE, TOCTOSHHBIE; OCHOBHBIE U CITy>KEOHBIE OTMETKH.

CoBpeMeHHBIE CIOCOOBI U
TEXHHKA CO3JaHHs JIOKY-

MCHTOB

1. KoMmbroTepHBIE TEXHOIOTHH ISITOBOM MEPEITUCKH.

2. OcHOBHBIE METObI (POPMATHPOBAHUS TEKCTA.

3. Atpubytsl opopmienus tekcra. OdopmiieHue adzanes, pyOpHK, 3arojIOBKOB,
MIPUMEYAHUM, CHOCOK.

4. Tabauupl n Oubarorpaduyeckre OnucaHusl.




HaunmeHnoBanue pasaeaa,
TEM TUCIHUIIINHBI

Conep:xanue

obopota

4 | CocraBnenue u opopmienue | 1. Knaccuduxanms nokymenToB B cocraBe YC OPJl: Ha3HAYEHUE U BUIIBIL.
OpraHM3aMOHHBIX, PACIO- 2. bnanku nokymMeHTOB. Bujpbl.
PAIMTENBHBIX M OQUIMATE- | 3 TToropopa, KOHTPAKTL, OCHOBHBIE TPEGOBAHHS K 0hOPMIEHHIO.
HOZIMHHBIX JIOKYMCHTOB 4. Ipukas, popmynsap, 0cOOEHHOCTH JOKYMEHTHPOBAHHS.
5. [IpuKa3sbl 10 KaJpOBBIM BOIIPOCAM.
6. OcoObeHHOCTH  OGOPMIICHHS  CIPAaBOYHO-HH(DOPMAIIMOHHBIX  JIOKYMEHTOB:
(cmy»)eOHBIX 3aITUCOK, aKTOB, CIIPABOK).
7. Obparmenus rpaxaan (karobda, MpeIIoKeHNE, 3asiBICHIE, X0IaTalCTBO).
8. OcHoBHbIe opranu3aiuonnsie qokyMeHTel HOU KemI'VY.
5 | denoBbie 1 KOMMEpUYECKHE 1. CnyxebHOE MUCHMO KaK CPEJCTBO MH(DOPMAIMOHHOTO OOMEHa MEXIy Opra-
nuchbMa HHU3AISIMH.
2. Knaccudukannm ciykeOHBIX THCEM.
3. ®opmyisip ciyxxkebHOro TichMa. OCOOCHHOCTH TOCTPOCHHS TPOCTBIX M
CJIOKHBIX TEKCTOB.
4. JlenoBoe MUCHMO B yCJIOBUSIX YHU(HUKAIMU (CTPYKTYypa TEKCTa, CTaHAAPTHEIC
(hpa3sl 1 BEIpaKEHUS).
5. Kommepueckue mucbMa (odepra, pekyiaMaius U Jp.); BUABI U 0COOCHHOCTH
o opMIICHUSI.
6 | Koppecnonaenuus, cszan- | 1. [Iporokomn, popmyssp mpotokona. CTpyKTypa TeKCTa.
Hasd C TIPOBEICHUEM MEPHO- | 2. Bunbl MPOTOKOJI0B. OCHOBHBIE TPeOOBaHUS K OOPMIICHHIO.
JIYECKHX MEPONPUATHH 3. BeInucka U3 NpoToKoJIa.
4. TTuchbMa-npuriameHus, MICbMa-H3BEIICHUS.
5. TenerpamMma, Tenekc, TeaepoOHOrpamMMma, SJICKTPOHHOE COOOIICHHE — Kak
CpEeICTBa ONepaTUBHOTO WH(POPMAIIMOHHOTO 0OMEHa.
7 | IlpaBuna u popmel kommep- | 1.Crangaptet UCO Ha odopmiieHre MEpENCKH.
YECKOH IEPENUCKH C 3apy- 2.®Oopmatel OymMaru, NpOEKTUPOBaHHE OJaHKOB TSI MEKIYHAPOTHBIX TTHCEM.
OeXKHBIMH HapTHEPaMHU 3.MesKIyHapoJHbIE MUChbMa. BBl ¥ PEKBH3HTEL.
8 | Opranuszamus 10KyMEHTO- 1. INonsiTre nokyMeHTO000pOoTa. OCHOBHEBIE ATAITBI, MX XapaKTEPUCTHKA.

2. Homenknatypa nien. Buabl HoMeHKIaTyp.

3. OKcnepTu3a LEHHOCTH JOKYMEHTOB, HOATOTOBKA A€ K apXMBHOMY XpaHe-
HUIO.

4. 3akoH «O KOMMEpPYECKOH TaifHe», ero 3Haue€HHe U OCHOBHBIC MOJIOKEHUS.

5. [IpaBuia opranu3anyy KOHPHUIESHIIHATBHOTO ATIONPOU3BOACTBA.

6. TexHoMOTHA PabOTHI ¢ OOpAIIEHUSIMH T'PaXKIaH.

4 Tllopsigiok OLEHMBAHUA YCIEBAEMOCTH U

chopmMupoBaHHOCTH

KOMIIETCHI U 00yYaIOLIerocs B TeKylei U NpPOMeKYTOYHOM aTTeCTAlUM.
21.]'[5{ MMOJIOKUTEIBHOM OIICHKHU IT0 pe3yJibTaTaM OCBOCHUA JUCHUIIINHBI 06yqa}0meMyCﬂ HGO6XO}II/IMO
BBITIOJIHUTE BCC YCTAHOBJICHHBLIC BHUIBI y‘-IC6H0ﬁ pa6OTLI. OI_[CHI(a PE3yJIbTaTOB pa6OTBI 06yqa10Luer0051 B
Oayax (1Mo BUaM) IpuBecHa B TabIuUIIe 5.

Tabauna 5 - bamibHO-peHTUHIOBAsI OLIEHKA Pe3yIbTaTOB yueOHOU padoThl oOyuatouxcs o sujaaMm (bPC)

VY4yebnas pabora | Cymma Bunbt u pe3ynbTaTh OrieHka B aTTecTaluu Banst
(BUIBI) OaoB y4aeOHOM paboTh (16 nenenn)
Texywiaa yueonas paooma OPO
oDO 60 Jlexuponnsie 3anstus (8]0,5 6amma nocemenre 1 TEKIMOHHOTO 3aHATHS 1-4
Texymas yue6nasi| (100% |3aHsTHiA)




VYyebnas pabora | Cymma Buab! u pe3ysbTaTh OreHka B aTTecTaluu Bast
(BUIBI) 0ayoB y4aeOHOM paboThI (16 nenenn)
Texywaa yueonas paooma OPO
pabota B cemectpe| /6amioB |[Ipaktuyeckue  3amsatusi|0,5 6aniaa - mocemeHne 1 MPakTHYECKOTO 3aHs- 6-12
(mocemenve 3ams-| npuse- |(12 3amsTwmii). THS ¥ BHITIOJIHEHHE PaboThI Ha 51-65%
THA MO pacmuca-| JICHHOU 1 6ann — moceuieHue 1 3aHATHSA U CYIICCTBCHHbII
HUIO W BBIMOJIHE-| IIKAJbI) BKJIAJl Ha 3aHSATHH B pabOTy BCeil IPYIMIBI, camo-
HHE 3aaHui) CTOSATEIBHOCTh W BBHIMONHEHHE paboThl Ha 85,1-
100%
WupuBunyaneHoe  3ama-|3a oo U3 ot 4 mo 8: 32-64
Hue (8 3anaHuii) 4 panna (BeimonHeHo 51 - 65% 3anannii)
6 6a10B (BBINONHEHO 66 - 85% 3amaHmii)
8 6ayutoB (BeImonHEHO 86 - 100% 3amanmit)
UTOroBslii Tect 12 6amos (51 - 65% mpaBUIBHEIX OTBETOR) 12-20
17 6ansos (66 - 84% mpaBUIBHEIX OTBETORB)
20 6ass108 (85 - 100% mpaBHIIBHBIX OTBETOB)
Texywasn yueonas paooma 3P0 u 0300
300 u 03®0|60 KoHcnekTsl TeMm, BBIHO-|2 6aJ11a 32 YaCTUYHOE PACKPHITHE TEMBI 12-24
Tekymas ydyeOHas (100% CHUMBIX Ha CaMOCTOsTENb-|3 6ajuia 3a OoJice MOJHOE PACKPBITHE TEMBI
pabora B cemecTpe|/0annoB  |Hoe  u3ydyeHue- 6 TeM|4 6aJIA 33 MOJHOE PACKPBITHE TEMBbI
(BbIIOIIHEHHE —Ca-|PUBE- (pykonucHbIe).
MOCTOSITENBHBIX ~ |ACHHON  |KoHTposbHas pabGorta mo|3a omaHo 3agaHue ot 3 10 7: 24-56
KOHCIIEKTOB, KOH-|LIIKaJbl) |Kypcy - 8 3amanmuit 3 fas1a (BBIMOIHEHO YACTUYHO C OIIHOKaMM)
TPOJILHOH PabOThI 5 6as10B (BBIMOJIHEHO C HEJOYETAMH)
U TecTa) 7 6aJ110B (BBIMIOJIHEHO TOJHOCTHIO BEPHO)
Urorossiit Tect (30 Bo-|5-9 6ama (51 - 65% npaBUIbHBIX OTBETOB) 15-20
TIPOCOB) 10-15 6asoB (66 - 84% npaBUIBHBIX OTBETOB)
16-20 6aa0sB (85 - 100% npaBHIBHBEIX OTBETOB)
HToro mo Tekyuieii padore B ceMecTpe 51-100
IIpomesicymounas ammecmayus
IMpomexytounas |40 Bompoc 1. 5 6ans10B (MOporoBoe 3HaUCHUE) 5-10
arrectaiss  (3a-|(100% 10 6ans10B (MakcHMalIbHOE 3HAUCHUE)
ver) /6annoB  |Bompoc 2. 5 6aJuT0B (ITOPOrOBOC 3HAYCHUE) 5-10
IpuBe- 10 6ans10B (MakcHMalIbHOE 3HAUCHHUE)
JeHHOH  |Brimosnnenue 3aganus 1. |4 6ajuia (I0poroBoe 3HaUEHKE) 4-8
LIKaJIbI) 8 6a/10B (MaKCHMaJIbHOE 3HAYEHHUE)
Beimnonaenue 3aganus 2. |6 6a10B (IOPOTOBOE 3HAUCHHE) 6-12
12 6ans10B (MakcHMalibHOE 3HAUCHHUE)
HToro no npoMe;KyTo4HO# aTTecTamuu (3a4er) 20-40
CymmapHas onieHka no gucuunianne: CymMa 6ajyioB TeKyIed U MPOMeXyTOYHOM aTTecTaliu 51 -1006.

HToroBas olieHKa BBICTABIISIETCS B BEJJOMOCTh COIJIACHO CIEAYIOLIEMY MpaBuily (Tadnuma 6):
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Tabnuma 6. OneHka ypoBHSI OCBOCHHS TUCIHUIUIMHBI M CPOPMUPOBAHHOCTH KOMIIETEHITUN B TIpOMeE-

JKYTOYHOM aTTECTALNHU

Kpurepuu onieHUBaHUsA KOMIIETEHIHH YpoBHu ocBoe- Hrorosasn OueHnka no

HUSI JAUCHUILIH- OIleHKA 100-
HBI  c(opmupo- 0anIbHOI
BAHHOCTH KOM- mKaJje
neTeH U

OO6yJatomuiicss HE BIaJeeT TEOPETUIESCKAMH OCHOBAMHU TUCIIH- HepBHﬁ HEYJIOBJIETBOPH- Menee 51

TUTMHBI U HAYYHOH TEPMHHOIIOTHEH, TeMOHCTPUPYET OTPHIBOYHBIC TeNBHO Gaia

3HaHUS, HE CIIOCOOCH pemaTh MPakTHIeCKue NpoQecCHOHANTbHBIC

3a/laud, JOMyCKaeT MHOYKECTBCHHBIC CYIICCTBECHHBIC OINMOKH B

OTBETaX, HEC YMEET MHTCPIPETUPOBATh PE3YJIBTATHI U JCJaTh BHIBO-

JTBI.

OOyuaromuiica BiIajeeT 4YaCTUYHO TEOPETUUECKUMU OCHOBAMU MOPOTOBBIN YIOBJIETBOPH- 51-65

JUCUUIUIMHBL ¥ HayYHOH TEPMHHOJIOTHEH, (parMeHTapHO CIIOCO- TeIbHO

OCH peliath NpakTHYeCKue MPOoPeCCHOHANBHBIC 3aa9H, TOMYCKaeT

HCCKOJIBKO CYHICCTBCHHBIX OIHI/I6OK PEeHICHUAX, MOKET YaCTUYHO

WHTEPIPETHPOBAThH MOIYUCHHBIC PE3yNbTaThl, AOMYCKAST OUIHOKU

B BBIBOJAX.

OOyJatommiicsi BIageeT TEOPETUICCKIMU OCHOBAMHU AWCUUILUINHBI | [JOBLBIIIICHHBIH XOpOHIO 66-85

W HAYYHOH TEpMHUHOJIOTHEH, TPAaMOTHO M3J1araeT MaTepHuall, CIoCco-

OCH pemaTh MpaKTHIeCKUe MPOQecCHOHANBHBIC 3aJa9H, HO JOITyC-

KaeT OTJAeTbHbIC HEeCYIISCTBCHHBIC ONIHMOKHA B WHTCPIPETAIINU Pe-

3yJbTAaTOB 1 BbIBOJAX.

OO6yuaronuiicst B MOJHON Mepe BiIajeeT TEOPETUIECKUMHU OCHOBA- MPOIBUHYTHIH OTIUYHO 86-100

MU JUCHHUIIJIMHBI U Hay‘-lHOﬁ TepMHHOJ’IOFHeﬁ, rpaMOTHO H3J1aract
Marepua, croco0eH WILIFOCTPUPOBATh OTBET MpUMepamu, (axra-
MU, JaHHBIMU HAayYHbIX HCCHGZ{OBaHHﬁ, MPUMCHATb TCOPETUUCCKUEC
3HaHUA IJid PEHICHUSA TMPAKTUYCCKUX HpO(i)eCCI/IOHaIIbHI)IX 3ajay.
IIpaBuUnbHO MHTEPIPETUPYET MOJIYUYECHHBbIE PE3YJbTaThl U JENAET
00OCHOBaHHbIEC BBIBOJIBL.

5 MarepuajbHO-TeXHMYECKOE, IPOrPAMMHOE U Y4eOHO-MeTOan4YecKoe

o0ecneueHue NTUCHUTIINHBI

5.1 YueOHas qureparypa
OcHoBHasi yueOHasi IuTEpaTYpa

Ocnognan numepamypa

1. bwixoBa T.A. JIoOKyMEHTAIIMOHHOE OOECTICUCHHE YIpPaBIeHU (EIOMPON3BOJICTBO) : yued. mocodue /
T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e uzn., nepepa6. u gon. — M. : UTHOPA-M,

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

Hor.

MaTepHuabl

(Beicuiee

[DnexTpoHHbII

oOpa3oBaHue:

pecypc,

Pexum
bakanaspuar).

JOCTyTIa

2. Poroxwun, M. 0. [lenonpon3BoAcTBO [DNEKTPOHHBIN pecypc]: Kypc JeKiui : yueOHoe mocooue / M.
1O. PoroxuH. — DekTpoHHBIE TEKCTOBEIE TaHHBIE. - Mocksa ; bepnun : Qupekr-Menua, 2014. - 229
c. — Pexxum noctyna: http://biblioclub.ru/index.php?page=book&id=253702

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

1.Poroxxun, M. }O. Jlemompou3BOACTBO B KaapoBOil ciyx0e [DnekTpoHHBIH pecypc] : ydeOHo-
npaktuueckoe mocooue / M. 10. Poroxwun. - 3-¢ u3a., mepepad. u 101, — DIEKTPOHHBIE TEKCTOBBIC
nanuele. - MockBa ; bepmun : Hupext-Meama, 2014. - 783 c. — Pexum pgocrymna
http://biblioclub.ru/index.php?page=book&id=253703

2. Pazmopoxusiit A. A. JIoKyMeHTHPOBaHHUE YNPaBIEHYECKON OEATETBHOCTH @ yueO. mocobue / A.A.
Paznopoxupiii. — M. : UIHOPA-M, 2017. — 304 c. — (Bsicmiee oOpazoBanue: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

3. Kupcanora, M. B. Kypc Kynses , H. H. JlokymenroBenenue : yueobnuk / H. H. Kynses, /I. H. Ypa-
7oB, A. I'. ®abpuunos; nox pexn. npod. H. H. KynseBa. — DinekTpoHHbIE TEKCTOBBIC NaHHBIC. -
Mocksa : Jloroc, 2012. - 352 c. - (HoBas yHuBepcuterckas OmOiuoreka). — Pexum mgoctyma :
http://znanium.com/bookread.php?book=469013

4. Kosuna, E. C. JlenonpousBoacTBo [DIEKTPOHHBIN pecypc] : yueOHo-MeToandeckoe nocodue / E. C.
Ko3uHa. — DnekTpoHHbIE TEKCTOBBIE AaHHbIE. - MockBa : lupekT-Menua, 2013. - 27 ¢. — Pesxxum no-
cryna : http://biblioclub.ru/index.php?page=book&id=141469

5. Amngpeesa, B. U. Jlenonpon3BoaAcTBO: OpraHU3alysi U BEACHUE: yUeOHO-TIpaKTHIECKoe mocodue / B.
U. Annpeesa. - U3nanue 2-e, nepepadoranHoe u fgomnonHenHoe. - M.: Knopyc, 2007. - 248 c. - I'pud
YMI] "PexomeHn10BaHO". — TEKCT HENOCPEACTBEHHBIM.

6. bacakos, M. 1. CoBpemMeHHOE [1eJ0MPOU3BOJICTBO (JOKYMEHTAIIMOHHOE 00ecIeueHre YIIpaBIeHUs):
yaeOHoe mocodue / M. U. bacakos. - PocroB-Ha-Jlony : ®enukc, 2007. - 480 c. - (CripaBOYHHK).

7. Jlenosble mucbma U E-mail : YuebHo-npaktuueckoe nocodue / C. JI. Morunesckuii. - M. : Ilpo-
cnekT, 2004. — 88 c. — TeKkcT HemocpeACTBEHHBIH.
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http://biblioclub.ru/index.php?page=book&id=253703
http://znanium.com/catalog.php?bookinfo=854774
http://znanium.com/bookread.php?book=469013
http://biblioclub.ru/index.php?page=book&id=141469

5.2 MaTtepuaibHO-TEXHHYECKOE U IIPOrPaMMHOe obecrieyeHue T CUUTIMHBI

Y4eOHble 3aHATHS 10 AUCHUIUIMHE MPOBOJATCS B yueOHbIX aynutopusix HOU Keml'V:

HaumenoBanue y4eOHBIX
IPeIMETOB, KypCOB, AUCLU-
IVIMH (MOJyJiel), MpaKTUKH,
UHBIX BHUJOB Yy4ueOHOH nes-
TEJIBHOCTH, TPEAyCMOTpPEH-
HBIX y4e€OHBIM IIJIAaHOM 00pa-
30BaTEJILHON MTPOTrPaMMBbI

HanmeHnoBanue nomemenuin st
MPOBEJICHUSI BCEX BHUIOB Yy4eO-
HON JEsTEeNIbHOCTH, MPETyCMOT-
pPEHHON y4eOHBIM IJIAHOM, B TOM
YKCJIe TTOMEIICHUS ISl CaMOCTO-
ATEJIbHOU paboThl, C yKazaHUEM
MepeyHsi OCHOBHOT'O 000py/10Ba-
HUS, Y4YeOHO-HArJSAHBIX IOCO-
Ouii MU UCHOJIB3yeMoro IMpo-
rpaMMHOT0 oOecreyeHust

Agnpec  (MECTOIOJIOKEHUE)
MOMEIIEHUH I POBEACHUS
BCEX BHUJOB Y4eOHOU nesi-
TEIbHOCTH, MPEAYCMOTPEH-
HOM y4eOHBIM IUIaHOM (B
ciydyae peanuzanuud oOpaso-
BaTEJILHOM IIPOrpaMMBbI B Ce-
TEBO (opme TOMOTHUTEIb-
HO yKa3bIBaeTCsl HaMEHOBa-
HUE OpraHHU3aIlH, C KOTOPOU
3aKJII0YEH JOTrOBOP)

JIOKyMEeHTUpOBaHUE  IIPO-
dbeccuoHabHOM  ACSTENBHO-
CTH

607 VYuebHas
JUTSL IPOBEICHUS:

- 3aHATUHN JEKIHUOHHOIO TH-
mna,

- 3aHATUH CEMUHApCKOro
(MpaKkTUYECKOTr0) TUIIA.

Crnenuanu3upoBaHHas
(yueOHas1) meOenb: 10CKa Melo-
Basi, CTOJIbI, CTYJIbS.

O6opynoBanue ajisd Mpe3eH-

ayJIuTOpus

TalMM  y4yeOHOro  MaTepua-
Ja:MEpeHOCHOe -  HOYTOYK,
9KpaH, MPOEKTOP.

Hcnonszyemoe mporpamm-

Hoe obecriedeHne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJUIEH3HOHHOMY J10-
ropopy Ne 1212/KMP  or
12.12.2018 r. o 12.12.2021 r.),
LibreOffice (cBoOomgHO pacmpo-
crpansiemoe [10), FoxitReader
(cBOOOIHO  pacrpocTpaHsIemMoe
[10), Firefox 14 (cBoGonHo pac-
npoctpansemoe  I10),  SH-
nekc.bpaysep  (oTeuecTBeHHOE
CBOOOJTHO  pacmpoCTpaHsIEMOe
I10).

WNutepuer ¢ obecrneueHueMm Jo-
cryna B OMOC.

654079, KemepoBckas 00-
nacTtb, . HoBOKy3HeUK, mp-
KT Meramnypros, 1. 19

502 KomMIbIOTEpHBIN KI1acC

VYuebHnasg ayautopus (Mylb-
TUMEIUIHHAS) IS TIPOBEICHHS

- 3aHATHH CEMHHApCKOro
(paKkTUYECKOTr0) TUIIA;

- TPYIIOBBIX M WHAMBUIY-
QIBHBIX KOHCYJIbTAINN;

- TEKYWIEro KOHTPOJII |

654079, KemepoBckas 00-
nacth, T. HoBoky3HelK, mp-
KT Metamnypros, 1. 19
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MPOMEXKYTOYHOM aTTECTALIUH.

CrnennanusupoBaHHas
(yueOHas1) Mebenb: ToCKa MeJo-
Bas, CTOJIBI KOMIIBIOTEPHBIC,
CTYJIbSL.

O6opynoBanue ISl TPE3CH-
TalMK  y4eOHOrO  Marepuaa:
CTallMOHAPHOE -KOMITBIOTED,
9KpaH, MPOCKTOP, HAYIITHUKH.

O0opynoBaHue: crarroHap-
HOE — KOMIIBIOTEPHI JJisi 00yua-
romuxcs (16 mr.).

Hcnonszyemoe mporpamm-
Hoe obecrieuenne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJIMIICH3HOHHOMY JI0-
ropopy Ne 1212/KMP ot
12.12.2018 r. mo 12.12.2021 r.),
LibreOffice (cBoOogHO pacmpo-
ctpansemoe [10O), FoxitReader
(cBOOOIHO  pacrpocTpaHsIemMoe
[10), Firefox 14 (cBoGonHo pac-
npoctpangemoe  I10),  SH-
nekc.bpaysep  (oTeuecTBeHHOE
CBOOOJTHO  pacmpoCTpaHsIeMOe
I10).

5.3 CoBpemennble mnpoeccuoHAIbLHbIE 0a3bl  JaHHBIX W
HH(OPMALIMOHHBbIE CIPABOYHbIE CHCTEMbI

1. Koncynbrantlintoc [DneKTpoHHBIN pecypc] : KOMIL. cIipaB. NpaBoBas cuctema / komnanus «KoH-
cyabTanTImoc». — DaekTpoH. nporp. — [Mocksa, 1997-2014] — Pexxum moctyma: http://base.consultant.ru,
CBOOOJHBIN. — 3ari. ¢ SKpaHa.

2. TAPAHT.PY [OnextponHslii pecypc] : uH(popmannoHHO-ipaBoBoi noprtan / komnanus OO0
"HIIIT "TAPAHT-CEPBUC". — Daekrpon. mporp. — [MockBa, 1997-2014] — Pexum pocryma:
http://www.garant.ru, cBOOOIHBIN. — 3arJl. C SKpaHa.

6 Unblie cBeneHus v (UIM) MaTePUAJIbI.
6.1.1lpumepHbIe TeMbl U BAPUAHTHI MMCbMEHHbIX Y4e€OHBIX padoT

CamocrodrenbHas paboTa CTyJIEHTOB OCYIIECTBISETCA B CIEAYIOMMX GopMax:
MOJTrOTOBKA K MPAKTUYECKUM 3aHATHIM;

CaMOCTOSITENIbHOE U3yUeHHE TEM TUCHUIUIMHBI (3JIEKTPOHHOE 00yUeHue);
MOJTOTOBKA K TEKYIIMM KOHTPOJIbHBIM MEPONPUITUIM (KOHTPOJIbHBIE paOOThI, TECTOBBIE OIIPOCHI);

YV V VYV

BBIMIOJTHEHUE JOMAITHUX WHIUBUIYaTbHBIX 3aJaHUil - 8 3aaHuii (B COOTBETCTBUH C TEMATHYCCKUM
IUTAHOM),

A\

NOATOTOBKA aHAJIUTUYCCKUX O630pOB 1 OTYCTOB 11O 3aJaHHBIM TEMaM.
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Ipumepvt unousuoyaibHvlX 0OMAHUX 3A0aAHUL
Tema 1. JlIokyMeHT 1 cucTeMbl JoOKyMeHTauu. [loHsTHE Aenonpon3BOaCTBRA.

Bonpocwi ona ycmuozo onpoca:

1. late ompeneneHusi TEPMUHAM: JEIONPOU3BOICTBO, JOKYMEHTAIIMOHHOE 00eCreYeHue YIpaBJICHUS,
JOKYMEHTHPOBaHUE, JOKYMEHTOOOOPOT, JOKYMEHT, CIIyKEOHBIH JOKYMEHT, OQUIHATbHBINA TOKYMEHT, aB-
TOp AOKYMEHTa, 00beM JOKYMEHTO000pOTa.

2. Kak ¥ Ha OCHOBaHUU KaKUX MPU3HAKOB KIACCUPHUIMPYIOTCS TOKYMEHTHI:

— I10 CTaJUsIM CO3/1aHUS;

— 110 CpOKaM XpaHEeHHS;

— 110 IOPUAUYECKON CHUJIe;

— 110 BUJAM;

— 110 HAUMEHOBaHUSM BUIOB?

3. Uem onpenensercs 3HauumMoctb IOV B eATENBHOCTH MPEANPUATUIN, OpraHU3aNN, YIPEHKTCHHH?

4. HazoBute nBe coctaBHble yactu JIOY u packpoiTe ux cojepkaHue.

5. Yto Takoe yHU(UKAIUS YIPABICHYECKHX TOKYMEHTOB?

6. [lepeuncnuth cymiecTByOHE YHUPUIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIUH.

7. YUro Takoe OKVYJ[?

8. [lepeuncnutb OCHOBHBIE (PYHKIIMH JOKYMEHTA.

Tema 2. TpeGoBaHUs K COCTABICHUIO 1 O(OPMIICHHIO YIIPABICHYECKON TOKYMEHTAIIHH.

Bonpocwt ona ycmnozo onpoca:

1. Cocras, Ha3nauenue, pacrpoctpanenne Y COP/I.

2. IloHsATHE ¥ cOCTaB HOPMATUBHO-METOANYECKOM 0a3bl 1€JI0NPOU3BO/ICTBA.

3. Ha3zBaTh OCHOBHBIE 3aKOHOAATENbHBIC aKThl, HOPMAaTHBHBIE JTOKYMEHTHI, ACHCTBYIOIINE B 001aCTH
JIeJIOTIPOU3BO/ICTBA.

4. Kak pacmmdposars uaaexkc 'OCT P 6.30-2003?

5. Yro Takoe opmyisip-oOpasel, 4TO BXOJUT B €ro cocTaB?

6. Onmcatp obue TpebGoBaHMsI, IPEABIBIsIEMbIE K 0(OPMIICHUIO CITy>KEOHOTO AOKyMeHTa ((hopMarsl,
pa3Mepsl NoJIeH, OCTPOeHHE KOHCTPYKLIMOHHOM CETKH).

7. JlaTb XapaKTEpUCTUKY PEKBU3UTY Kak HH()OPMALMOHHOMY 3JIEMEHTY JOKYMEHTA.

8. Kakue pekBU3UTHI OTHOCATCS K MOCTOSIHHBIM, TIOYeMY?

9. Kakne pekBH3HUTHI OTHOCITCSA K TIEPEMEHHBIM, TT04YeMy?

10. Ha xakue rpynmnsl JensTcsi IepeMEeHHbIE PEKBU3UTHI?

11. TlepeuncaunTs 3Tanbl JOKYMEHTUPOBAHHUS.

12. Yro Takoe coriacoBanue?

13. YUro Takoe yTBepKACHHE?

14. Kakue cnocoObl yJI0CTOBEpEHHsI JTOKYMEHTOB CYIIECTBYIOT? B Kakux ciydasx HCIOJIb3YIOTCS pa3-
JIMYHBIE CTIOCOOBI YA0CTOBEpEHUs?

15. late ompenenenus TepMuUHaM: (opMmyisip-oOpasen, GopMyJsp JOKYMEHTa, PEKBU3MT, HOpUIHUE-
CKasl CuJia JOKYMEHTa, 00beM TOKYMEHTOO00pOTa, CIIyKEOHBIN TOKyMEHT, OQHUIHATIbHBIN JTOKYMEHT.

16. CBs13b peKBU3UTOB € ATAallaMH JIIONPOU3BOACTBEHHBIX paloT.

Ilpakmuueckue 3a0anus:

1. Aramu3 ctpykrypsl u cogepxxkanust [OCT P 6.30 -2003.

2. Ananmu3 ¢popmyisipa-odpasua.

3. Comocrasnienne u aHanu3 Gopmyisipa-o0pasna ¢ «pearbHBIM) JOKYMEHTOM.
4. BeineneHue B JOKyMEHTE PEKBU3UTOB, aHAJIN3 COCTaBa HH(OPMALIUH.

Tema 3. CoBpeMeHHBIE CITOCOOBI M TEXHHUKA CO3aHUS JOKYMEHTOB.

Bonpocwt onsa ycmnozo onpoca:
1. Ha3zoBuTe OCHOBHBIE METOIbI (HOPMATUPOBAHUS TEKCTA.
2. Onuute npaBuia oGpopmieHHs ab3aleB, pyOpHK, 3aroJIOBKOB, IPUMEUaHUH, CHOCOK.
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3. OnummTe OCHOBHBIE YaCTH TaOIUIIBI U MpaBUiIa UX 0(hopMIICHUSI.
4. TlepeunciauTe OCHOBHBIC TPEOOBAHMS, MPEIBIBIIIEMbIE K OMOIMOrpadu-4eCKUM OTTUCAHUSIM.

Ilpaxkmuueckue 3a0anus:
1. BaecTu ucnpaBiieHus B TEKCT, UCIOJIb3YsI KOPPEKTYPHBIC 3HAKH.
2. OTdopMaTupoBaTh UCIPABICHHBIN TEKCT.

Tema 4. Cocrasnenue OP/I.

Bonpocwl ona ycmnozo onpoca:.
1. Kakuie BUIBI BXOAST B COCTaB OPTaHHU3AIIMOHHBIX, PACTIOPSIIUTEIBHBIX U OPUITHAIBHO-TUYHBIX J0-
KYMEHTOB.
2. Kakue Buibl OJ1aHKOB periiaMeHTUPOBaHbI cTaHaapToM? CocTaBbTe UX (YOPMYIISIPHI.
. [lepeuncnutb OCHOBHBIE BU/IBI IOTOBOPOB U KOHTPAKTOB
. [lepeuncnutb OCHOBHBIE TPEOOBaHUS K 0(OPMIICHHIO JIOTOBOPOB U KOHTPAKTOB.
JlaTb onpenenenue nmpukasa.
Kakue yacTu TekcTa B pUKase M0 OCHOBHOM JEATEIHHOCTH?
[lepeuncnuth BUIBI IPUKA30B MO KaJPOBBIM BOIPOCAM.
. Ocobennoctr opopmIIeHHsT CIIPAaBOYHO-UH(POPMAIIMOHHBIX TOKYMEHTOB.
. Kakue BubI ciry:ke0HBIX 3aIIUCOK CYIIECTBYIOT?
10. Yem cimy»xeOHast 3amHcKa OTIUYACTCS OT CIIPAaBKH?
11. Kakue yactu TeKcTa B aKTe?
12. B 4eM 0COOCHHOCTH TOITHCAHUS aKTa?
13. Jlatp onpezaeiieHus BUaaM OOpaIieHHi rpaxkaaH.

©oO~NOUTAwW

Ilpakmuueckue 3a0anus:

1. CocraBuTh popMyIIsIp MPEIIOKEHHBIX 00pa3I0B OJIAHKOB, OMPEACTUTH BUJ.
2. O1IeHUTh COOTBETCTBHE «peaIbHOro» OaHKa TpeOOBaHUIM CTaHIApTa.

3. CKOHCTpYHPOBATh KOMILUIEKT OJIAHKOB (DUPMBI.

Tema 5. /IenoBeie muchMa.

Bonpocwl ona ycmnozo onpoca:

. [lepeuncnure cymecTByomme KIacCuPUKALNUU CITyKEOHBIX THCEM.

. CoctaBbTe hopMyJIsip CIIyKE€OHOTO MHUCHhMa.

. Onummure 0cOOEHHOCTH MOCTPOeHUS MpocToro (1-2 gacTu) TeKCTa MUChMa.

. Onumure 0COOEHHOCTH TOCTPOEHUS CI0KHOTO (3-4 4acTH) TeKCTa MUChMa.

. [lepeuncnure u nmpuBeUTE MPUMEPHI CIOCOO0B YHUPHUKAIIMH 1€T0BOTO MHChMA.
. [lepeuncnute BUIBI KOMMEPUYECKHX TTUCEM.

. Uto Takoe odepra, HA30BUTE OCOOEHHOCTHU €€ 0(OPMIICHHUSI.

8. Uro Takoe pexiaMaIivs, Ha30BUTe 0COOEHHOCTH e¢ 0(hOpMIICHUS.

~No oTh~ WN -

Ilpaxkmuyeckue 3a0anus:

1. CocraButh popmMyIisip mucbma JJis NPeAI0KEHHOT0 00pasLa.

2. HaiiTn HETOUYHOCTH B OOPMIICHHH THCbMa, OOPMHUTH JOKYMEHT B COOTBETCTBUHU C TPEeOOBAHUSIMHU
CTaHjapTa.

3. CoctaBuTh ICHMO TIpocTOE (1-2 yacTu TeKcTa)

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

5. CocraBuTh nuckMo ¢ TpadapetHbiM TekcToM. Tema 6. KoppecnionaeH1us, cBsi3aHHas ¢ IPOBEIEHUEM
NEPUOANYECKUX MEPOTIPUATHUH.

Tema 6. KoppecnioHieHIIHsI, CBSI3aHHAS C IPOBEACHUEM ITEPUOTHYECKUX MEPOTIPUSITHIA.

Bonpocut ona yemnozo onpoca:
1. Yro Takoe mpoTokom?
2. CoctaBbTe GOpMYIIAp MPOTOKOJIA.
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. OnumuTe CTPyKTYpy TeKCTa MPOTOKOJIA.

. B uem ocoOeHHOCTH TTOANMCaHUS TIPOTOKOIA?

. Bunsl mpotokonoB. OCHOBHBIE TpeOOBaHUS K OPOPMIICHHIO.

. Kak opopmisiercs Beinucka u3 npoTokosia?

. Kak cTposiTcs TeKCThl muchMa-TIPUIIaeHns, MUChMa-U3BeICHHUS?

. Kakue TpeboBaHMs PeIbsIBIAIOTCS K TEKCTY TelerpaMMbl U Tene(oHOrpaMmbl?
. Kakue TpeboBanus MpenbsBIAIOTCS K TEKCTY IEKTPOHHOTO COOOIeHNUs?

O© 00 ~NO Ol W

Ilpakmuueckue 3a0anus:

1. CocTaBuTh QopMyIIsip «peaabHOro» MPOTOKOIA.

2. Haiitn HETOYHOCTH B O(DOPMIICHUH MPOTOKOJIA, UCIPABUTH U OPOPMHUTH TOKYMEHT.
3. Ha ocHOBaHuU OJHOTO MPOTOKOJIa OPOPMUTH KPATKHI IPOTOKOJL.

4. OhopMUTB BHIHCKY U3 IPOTOKOJIA.

5. OpopMHUTH MHCHMO-U3BEIIEHUE C 000OIIEHHBIM aJPECcaTOM.

Tema 7. Kommepueckas nepenucka ¢ 3apy0eKHbIMU TAPTHEPAMH.

Bonpocwt ona yemnozo onpoca:

1. Kakue crangaptsel UCO pernameHTHPYIOT 0(hOpMIICHHUE E€T0BON MEPEUCKH?
2. Kakue ¢opmaTsl OyMaru UCIoNib3yIOTCS B MEXAyHAPOAHON Hiepenucke?

3. Kak cripoexTrpoBanbl O1aHKH IJ1s1 MEKAYHAPOIHBIX ITHCEM?

4. Bupl MEXTyHAPOIHBIX TTUCEM.

5. Ocobennoctu ohopMIIeHUST PEKBH3HUTOB.

Ilpaxkmuueckue 3a0anus:
1. ITpoBecTH COMOCTaBUTENbHBIN aHAIHM3 00PA3I0B MEXAYHAPOAHOTO U POCCHIICKOTO JIEI0BOTO MUCHhMA.

Tema 8. Opranuzanus TOKyMEHTOO00pOTA.

Bonpocwt ona ycmnozo onpoca:

1. Ilepeuncinte OCHOBHBIE 3TAlbl JOKYMEHTOOOOPOTA, JAWTE UM OIPEAETICHHUS.

2. Kakue TpeboBaHMsI MPEIbSIBISIOTCS K PErMCTPALUMU BXOIAIIMX JTOKYMEHTOB?

3. JlaiiTe XapaKTepUCTUKY OPraHNU3alMU KOHTPOJISI UCTIOIHEHHS TOKYMEHTOB.

4. JlaliTe XapakTepUCTUKY OpraHnu3aluu (OPMUPOBAHUS JIEI.

5. Uro Takoe HoMeHKatypa Aen? KakoBa nepuoanuyHOCTb BHECEHUS N3MEHEHUN?

6. [lepeuncnure BUIbI HOMEHKIATYD.

7. Kakas uHpopmaius oTHOCUTCS K pa3psiy «KOMMEPUYECKON TailHbD»?

8. Kakas uHpopmaius He MOXKeT ObITh OTHECEHA K pa3psily «KOMMEPUECKON TailHbI»?

9. Kak ocyImecTBIsSIeTCsl pETUCTPAIS U yUeT 0OpameHuii rpaxian?

10. Kakue cymiecTByrOT CpPOKH UCTIOIHEHUS 0OpalieHuii?

11. TlpaBuna y4era yCTHBIX OOpaIIeHUH.

Ilpakmuueckue 3a0anus:

1. IIpoananu3upoBaTh Cily’)keOHbIE OTMETKH Ha JOKYMEHTE.

2. I1o ciry>xeOHBIM OTMETKaM Ha JOKYMEHTE PEKOHCTPYHPOBATh XPOHOJIOTHIO JOKYMEHTOO00pOTA.
3. [IpocTaBuTh Ha JOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOIIWE IEIONPON3BOJICTBEHHBIM OIEPALIUM

(peructpanyy BXOMSIIETO JOKYMEHTA, PACCMOTPEHHUIO U TPUHSATHIO PEIICHUs, KOHTPOII HCIOIHEHUS,
HaIpaBJICHUIO B JIEJI0).

4. Ha mpuMepe HOMEHKJIATYphl JIe] NPOaHaIM3UPOBATh MPUHIMII TPYHNIMPOBKH JEN U YCTaHOBJIECHUS

CPOKOB XpaHEHHS JIe]l.

Ilpumep mecma

1. HpaBI/IJ'Ia " OpraHu3anuilo JOKYMCHTAIIMOHHOTO obecneueHust YHOpaBJICHUA Ha IPCANIPUATAN YCTaHABIIU-
BacT:

- IIpaBunia BHYTpEHHETO pacropsaKa
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- Unctpykuus no 10Y
- YcraB npeanpustus
2. HabGop pekBU3UTOB O(UIIHATEHOTO TUCBMEHHOTO JJOKYMEHTA, PACIIONIOKEHHBIX B OTPEIETICHHOM mocie-
JIOBaTEIbHOCTH, HA3bIBACTCS:
- GopmynIpoM TOKyMEHTa
- OJIaHKOM JIOKyMEHTa
- JIOKyMEHTOM
3. CpOKOBBII KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA OCYIIECTBIIAETCS:
- PYKOBOJHUTEJIEM OpraHU3aluu
- cyxo6oii [I0Y
- UCIOJHUTEIEM MOPYUEHUS
4. PexBU3UTOM, COJIEpKAIIMICS TOJIBKO B MMCbMaX-OTBETAX, SIBIISETCS:
- aapecar
- CChUIKA Ha PErMCTPAallMOHHBIA HOMEP U JAaTy JOKyMEHTa
- OTMETKa O MOCTYIJIEHUH JOKYMEHTA B OpraHU3alUH
5. UcnionHenue pe30Iiouu pyKOBOJUTENS Ha IOKYMEHTE OCYILECTBIISIETCA:
- OTBETCTBEHHBIM HCIIOJIHUTENIEM, Ubsl (PAMUIIUS YKa3bIBA€TCSI IEPBOM B PE30IIIOLINU
- OTBETCTBEHHBIM MCIOJIHUTEJIEM COBMECTHO C COTPY/IHUKAMU, YKA3aHHBIMU B IOKYMEHTE
- BCEMH HUCIIOJIHUTEISIMH, YKa3aHHBIMU B JIOKYMEHTE, KDOME OTBETCTBEHHOI'O UCIIOJIHUTENS, KOTOPBIN
OCYIIECTBIISIET KOHTPOJIUPYIOLLYIO (PYHKITHIO
6. JIokyMeHT, B KOTOPOM BOCIIPOU3BOAMUTCS pekBU3UT «Iloanmucey» 6€3 IMUHOM MOUCH:
- BBIIMCKA U3 PACTIOPSAIUTEIIBHOTO IOKYMEHTa
- aKT
- IPOTOKOJ 3aceqaHus
7. PacniopsauTenbHas 4acTh JOKYMEHTA, IPUHATOrO KOJUIETHAIbHBIMU OpraHaMu, HAUMHAETCS CO CJIOB:
- [IPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEH/AVYIO)
- IOCTAHOBJIAET (PEILIAET)
8. Kommepueckuil JOKyMEHT, COIEP KA NPEIbSIBICHNE IPETEH3UN K CTOPOHE, HapYLIUBIIEH IPUHSTHIE
- Ha ce0s 0 KOHTPAKTy 00s13aTeNbCTBA U TPEOOBAHMSI BO3MEIIEHUS YOBITKOB, Ha3bIBAETCS:
- MMCbMO-HAallOMHUHAHUE
- TApaHTUHHOE TUCBMO
- MHCbMO-pEKJIaMalus
9. lns opranu3anuii ¢ HeOOIBIIUM JOKYMEHTOOOOPOTOM Yallle BCEro MPUMEHSTCS ... popMa AETOMpPOu3-
BOJICTBA!
- LEHTpaJIU30BaHHAas
- CMelIaHHas
- JIELEHTPAIN30BaHHAs
10. JloxymeHT, onpeieIeHHbIN B TOJKOBBIX CIOBapsX PYCCKOIO S3bIKa KAK «JJOKYMEHT C 3aIIUChI0 BCETO-
HPOMCXO/AIIEr0 Ha 3aCeAaHNH, COOPAHUN»:
- TPOTOKOJI
- TIOCTAaHOBJICHHE
- peleHue
11. ITonHyrO 3anMch BCETO X0/1a 3aCEAaHNs OTPAXKAET:
- TIOJIHBIM TIPOTOKOJI
- KpaTKHUM MpOTOKOII
- creHorpauyecKkuil MpoOTOKOJI
12. IIpenynpeANTENbHBIA KOHTPOJIb IPEAIIOJIAraeT:
- ©KEJHEBHYIO MOJATOTOBKY CBEJECHHI O JOKYMEHTaX, CPOK UCIIOJHEHHUS! KOTOPBIX UCTEKAET CErOHS
- €KEMECAYHOE WIH €KEKBAPTAIILHOE COCTABJICHUE NIEPEUHS HEUCIIOJIHEHHBIX JOKYMEHTOB
- CBOEBpPEMEHHOE 3a 2-3 JHS MPEeAYIPEKICHHE COTPYIHNKA O HEOOXOMMOCTH PEIICHUS TTOPYISCHHOTO
eMy BoIlpoca

18



13. HaumeHoBaH#e JOKyMEHTa, OHUM U3 pa3aesioB KoToporo siisercs «[IpeamOymnax:
- JIOJDKHOCTHASI HHCTPYKIIMS
- JIOTOBOP
- MCKOBOE 3asIBJICHUE
14. IokyMeHT MOXET OBITh MOANMCAH UCHIOTHSIIONUM 00sI3aHHOCTH JOJDKHOCTHOTO JIMIA C:
- YKa3aHHUeM ero (pakTH4ecKon JOHKHOCTH U (haMUITHH
- IPOCTABJIEHUEM MPEUIOTA «3a» UM HAJAIUCU OT PYKH «3aM.»
- IPOCTaBJIEHUEM KOCOW YEepPThI IEPE]l HAUMEHOBAHUEM JOJHKHOCTH
15. PerucrpaninoHHBII HOMEP JJOKYMEHTa, COCTaBIEHHOI'O COBMECTHO IBYMs U 0o0Jiee OpraHu3aiusIMy,
npeJcTaBisieT co0oil:
- PETrUCTpPAIMOHHBIA HOMEP JOKYMEHTAa OpraHu3aliy, YKa3aHHOW Ha OJaHKe epBOM
- perucTpanMoOHHbII HOMEp JOKYMEHTa OpraHU3aliu, B KOTOPOil TOKyMEHT (haKTUYECKU CO3/1aBaJICs
- perucTpanoHHbIE HOMEPA JOKYMEHTA KaX/10M U3 OpraHu3aluii, IPOCTaBISIEMBIX YEPE3 KOCYIO Yep-
Ty B NIOPSIIKE YKa3aHUS AaBTOPOB B JJOKYMEHTE

TeMbl M 32aHUSI KOHTPOJIbHOI pa6oThI (11 3P0 u O3D0)

KontponbHas paboTta Ha 3204HOM OTJCIICHHH COCTOUT B PEIICHUH 3a/1a4 110 TeMaM Kypca. Bapuan-
THI 33]1a9 U METOJANYECKHE YKA3aHUs K X BBIMOJHEHHUIO IPUBENEHBI B MemoouyecKux yKazaHusax no 6blnoJ-
HeHUl0 KOHMPOIbHOU pabomuvl no oucyuniune «JokymeHmuposanue npopheccuoHanbHol 0esmenbHOCuy
onsi cmyoeHmos, ooyuarowuxcs no Hanpasienuio 38.03.01 xonomuxa

6.2. IlpumepHble BONPOCHI W 3aJaHUS / 3aJa4d IJIA NPOMEKYTOYHOM
arrecTaluu

Tabmuua 8 - [IpuMepHbIe TEOpeTHYECKHE BOIPOCH! U MPAKTHYECKUE 3aaHus / 3a7auul Ul IPOMEXKY-
TOYHOM aTTecTalu

Ne | Paznensl 1 TeMBbI [IpuMepHBIE TEOPETHYECKUE BOIIPOCHI [IpumepHsbIe
MPAKTUYECKUE
3amanus /
3aa4u
1 | Joky™MeHT u cu- 1. ITonsitue o noxkymenrte. Knaccudukanuu J0KyMeHTOB. 3apnanue (cM.
CTeMBI IOKyMEHTa- | 2. YHHQUKAIUS ¥ CTaHAApTH3alMs YIPaBIEHUYECKUX JOKYMEHTOB. | [OCIE TabTHLIBI)
. [onstue ne- YHUPULIUPOBaHHBIE CUCTEMBI JOKYMEHTALIH.
JIOIIPOU3BO/ICTBA
2 | TpeGoBanus K co- 3.TOCT P 6.30-2003. CocraB cTaHmaprta, 3HaYCHUE JJIs yIPaABJICH- 3ananue (cM.
CTaBJICHHUIO U YecKoil IeITeTbHOCTH. noCyIe TabIuIbI)
oopmieHuto 4. ®opmymsp-obpasen Kak oOmasi MoJiesib IIOCTPOEHHSI PErJIaMEeHTH-
yIpaBIeHYECKOM POBAHHOTO YIPABIEHUYECKOTO IOKyMEHTA.
JIOKyMEHTALIUU 5. PexBusutel mocrostHHble  (01-04); XapakTepucTHKa, MpaBHiIa
odopmiteHusl.
6. PekBusutel moctosiHHbie  (05-09); XapakTepucTuka, IpaBHiia
odopmteHuUs
7. bnaHK, BU/IbI OJJAHKOB.
8. PexBu3uThl 3aronoBoyHoi yactu gokymenta (10-14), xapakrepu-
CTHKa, TIpaBUIia 0OPMIICHHS.
9. [IpaBua ajpecoBaHus TOKYMEHTOB.
10. Ocobennocty opopMIIeHHS TEKCTA CIYKEOHOTO TOKYMEHTa
11. PexBuzuTtsl 18 u 21; xapakTepucTHKa, MpaBuia ohopMIICHHS.
12. PexBu3uthl 22 U 25; XapakTepUCTHKA, TIpaBUjia 0(hOPMIICHHUS.
13. PexBuzuThl 16 u 26; xapakTepucTHKa, TpaBuia ohopMIICHHS.
14. PexBuzuTsl 23 u 24; xapakTepHCTHKa, TPpaBUiIa 0QhOpMIICHHS.
15. PexBusutsl 17, 19, 27; xapakTepucTrka, mpaBuia opopMIeHusI.
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Pa3nensl u TeMEI

[TpumepHBIe TEOPETUIECKHIE BOTIPOCHI

[IpumepHbIe
MPAKTUIECKHE
3aganus /
3a/1a4u

16. PexBusutsl 28 — 30; XapakTepuCTHKA, IPaBUIa 0POPMIICHHSL.

3 | CoBpemennsie cio- | 17. CoBpeMEHHBIE CIIOCOOBI M TEXHHUKA CO3JaHHS JJOKYMEHTOB, 3ananue (CM.
COOBI ¥ TEXHHKA nocJie TabuIbl)
CO3IaHUS JOKY-

MEHTOB

4 | Cocraenenue OPJ] | 18. YVCOP/l. Haznauenue cuctemsbl, XapakTepHCTUKA IPYIIN U BHIOB 3aganue (cM.
JIOKYMEHTOB. TI0CIIe TaOIIHIIBI)
19. Cucrema oOpraHM3alMOHHBIX JOKYMEHTOB. Ha3Hadenuwe, BHIBI
JOKYMEHTOB.
20. [loroBopa 1 KOHTpakThl; Knaccupukanuu. TpeboBanus k opopm-
JICHUIO.
21. JIoIKHOCTHAsT MHCTPYKIUS; OCOOCHHOCTH JTOKYMEHTHPOBAHHUSL.
CtpyKTypa TeKcCTa.
22. Cucrema pacriopsIUTENbHBIX JTOKYMEHTOB. Ha3zHaueHue, BUIBI
JIOKyMEHTOB.
23. [lpukasbl, BuAbI Npuka3oB. OCOOEHHOCTH JOKYMEHTHPOBAaHUS
npuka3oB. CTpyKTypa TeKCTa.
24. YandunrpoBaHHbIE (HOPMBI KaIPOBBIX MTPHKA30B.
25. Pacniopspxenusi. OcodbeHHOCTH 0(hOpPM-JICHHS, CTPYKTYpa TEKCTa.
26. [locranoBnenusi, pemenus. OcoOeHHOCTH O(QOPMIICHUS, CTPYK-
Typa TEeKCTa.
27. Cuctema cripaBOYHO-WH(POPMAIIMOHHBIX JOKyMEeHTOB. Ha3Hade-
HUE, BUJIBL.
28. Jloxmamuas 3amwcka, BUAbl; ocobeHHocTH odopmienus. CTpyk-
Typa TEeKCTa.
29. CripaBka, Bubl cripaBok. OcoOeHHOCTH 0(OPMIICHUS, CTPYKTypa
TEKCTA.
30. Ak, Buzsl aktoB. OcoOeHHOCTH 0(hOPMIIEHHS, CTPYKTYpa TEKCTA.
Oo0pamenns rpaxaadH. Haznauenne, Bujpl, OcobeHHOCTH 0odopmite-
HUsI, CTPYKTYpa TEKCTa.

5 | JlenoBbie mucrma 31. JlenoBble mucbMa. XapaKkTepUCTHKA U KIIACCU(DUKAITUH. 3ananue (cM.
32. Kommepueckue nmuchMa. XapakTepUCTHKA U KIACCU(PUKAIIH. TocJie TabIHILb!)
OcoOCHHOCTH MOCTPOCHHS TEKCTA CIYKEOHOTO MHUChMA.

6 | Koppecrionnenuus, | 33. MexyHapoaHbIe THChMA. 3anganue (cM.
CBs3aHHAsA C IIPO- 34. Crangaptel MCO Ha odopmiieHue 1e0BOil EPEnCKH. nocJie TaOJIHIIbI)
BE/ICHHEM IIepHO-

JMYECKUX MEpO-
OpUSITUI

7 | Kommepueckas 35. [Iporokout, Buabl NpoTOKOJIOB. OCOOEHHOCTH ITOCTPOCHHS TEKCTA. 3ananue (cMm.
IIEpENNCKa C 3apy- 36. CpencTea OnepaTUBHOM CBA3M (Telerpamma, TEIEKC, JIEKTPOH- | IOCIe TabIIHIib)
OCXKHBIMU TIAPTHE- | HOe cooliieHue, TesiehoHorpamma). TpeboBaHus K 0POPMIICHUIO.
paMu

8 | Opranuzanus n0- 37. Xapakrepuctuka ['C IOY. Conepxanue AeI0MpOr3BOACTBA. 3ananue (CMm.

KyMeHTo00opoTa

38. Co3anue mpoeKkTa AOKYMEHTA, COIJIaCOBAaHME KaK dTallbl JIOKY-
MEHTHUPOBAHUSI.

39. YnocToBepeHue JOKYMEHTOB, BHIBL.

40. Peructpatust BXOISIIMX U UCXOJSIIUX JJOKYMEHTOB.

41. IIpaBuna 06pabOTKH ¥ PAaCCMOTPEHHUS BXOSAIINX JOKYMEHTOB.
42. IlpaBuna opranu3alii KOHTPOJIS UCTIOJIHEHHUS JOKYMEHTOB.

43. IlpaBuna GopMUpOBaHUS U XpPaHEHUS JIEI.

44. HomeHKIaTypa /1€, BUJIBL.

45. DKcnepTH3a EHHOCTH JOKYMEHTOB.

IoCIIe TaOJTUIIBI)
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Ne | Paznmensl u TeMbl [IpumepHBIE TEOPETUUECKHE BOTIPOCHI [IpumepHbIe
MPaKTUYECKHE
3aganus /
3aJ1a4u

46. IMoaroroBka aen K caade B apxuB. CPOKH XpaHCHHMS.
47. TloHsiTe KOMMEPYECKOH TaifHbI.
48. Opranuzanys KOHQUISHINATBFHOTO JIEIONPOU3BOICTRA.

HpI/IMeprIe 3a/IaHUd K 3a9€Ty

3ananue 1.

[Tonp3ysice TpynoBeiM kogekcom P® rmapoit 10 m 11. Onumure nmomaroByro MHpoleAypy Mpuema
paboTHUKAa HAa OCHOBHYIO pabOTy W (WJIM) MO COBMECTUTENHCTBY. 3aIlOJIHUTE MPEIOKCHHBIE 00pa3Ilbl
JIOKYMEHTOB, 0(hOpMIISiEMBIX TIpU MIpreMe paboTHHKA Ha paboTy.

Samanue 2.

[Tonw3ysice TpymoBeiM kogekcom P® rmaBoit 12. OnummTe MOMAroByr MpoIenypy H3MEHEHHUS
TPYAOBOIO JIOIOBOpPA, B TOM YHUCIIE IEpeBOJl pabOTHUKA HA APYryr0 paboTy. 3alojHUTE MpPEUIOKEHHbIE
00pa3ibl TOKyMEHTOB, O)OPMIISIEMBIX TIPH U3MEHEHUH YCIOBUA.

3ananue 3.
[Tonw3ysice TpynoBeiM kogekcoM P® riaBoit 19. OnuiuTe nomaroByo npoueaypy Ha3HaueHHs OTITyC-
Ka. 3aTloJIHUTE TPEATIOKEHHbBIE 00pa3Ibl JOKYMEHTOB, 0(pOpMIIsieMbIX IpY 0(pOPMIICHUN OTITyCKa

3ananue 4.

[Tonw3ysice TpynoBeiM koaekcom P® rmaoit 13. Onuimmre nomaroBylo HpoLENypy YBOJbHEHUS
paboTHHKA. 3amOIHNUTE MPEUIOKEHHBIE 00pa3Ibl TOKYyMEHTOB, 0()OPMIIIEMBIX MIPH YBOJIBHEHUH COTPYIHH-
Ka.

Cocrasutens: Maxusa T.A., CT. npenoaaBaresib Kadheapbl JKOHOMUKA U VIPABJIEHUS
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