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1 Ieapb AUCHUIIAHBI.

B pesynprare oCcBOEHUS MaHHOW JUCIUIUIMHBI Y OO0YYaromerocs JMODKHBI ObITh C(HOPMHUPOBAHBI
KOMIIETEHIIMM OCHOBHOM NMpo(deccHoHaIbHOM 00pa3oBaTelbHON MpOrpaMMbl aKaJeMHUYecKoro Oakanas-
puata (manee - OITIOII): T1K-10,0K-4.

CopepxaHrie KOMIIETEHIIUI KaK IUIAHUPYEMBIX PEe3yJIbTaTOB 00YUYEHHS 110 IUCHUIUIMHE CM. TaOIuIbl 1

1.1 ®opmupyembie KOMIIETeHINH
Tabmuma 1 - DopmupyemMple TUCITUTUTMHOW KOMIICTCHITUH

HaumenoBanue HaumenosaHue ka- Kox u Ha3BaHue koMHneTeHIINN
BUJIa KOMIIETEHLIUU TEropuu (IpyIbl) KOM-
HeTeHINuI
OOmeKynbTypHas - OK-4 CIIOCOOHOCTBIO K KOMMYHHUKAIIMH B

YCTHOW W THCbMEHHOW ¢opmax Ha
PYCCKOM M MHOCTPAaHHOM SA3BbIKax AJIs
peuieHuss 3a1ad MEXKINYHOCTHOIO H
MEXKKYJIbTYPHOI'O B3aUMOJICHCTBUS

[Ipodeccuonanpuas OpranusainonHo- IIK-10 | cnocOGHOCTBIO HCITONIB30BATh IS pPe-
ynpaBJICHICCKast ACATCIIb- LIEHWS] KOMMYHHUKATUBHBIX 3a7a4 CO-
HOCTb BPEMEHHbIE TEXHUYECKHE CPEACTBA U

MH(POPMALMOHHBIE TEXHOJIOTHH

1.2]leckpunTOPHbIEe XaPAKTEPUCTUKN KOMIIEeTEHIIM A
Tabnuna 2 — JleckpunTopHbIe XapaKTEPUCTUKA KOMIETCHIINH, (YOPMHUPYEMBIX TUCIUILIMNHOM

KOZI 1 Ha3Ba- HGCKpHHTOpHLIe XapPaKTCPUCTHUKU KOMIICTCH- I[I/ICHI/IHJII/IHI)I " IIPaKTUKH,
HHE KOMIIE- muu o OITOIT (dhopMupyrolIHe KOMIETSHIIHIO 110
TCHITUH OIIOIIT
OK-4 3Hath: b1.b.04 WNHocTpaHHBIN A3bIK
- 0COOCHHOCTH JIENIOMPOU3BOJICTBA M JOKYMEHTHUPOBA- B1.B.05 Pycckuii SI3BIK "
HUS Pe3yJbTaTOB KOMMYHUKAlLUH B IEJI0OBOM CpELE;
KyJIbTypa pe4u
Ymers:
- WCTIOJIb30BaTh COBPEMEHHBII HHCTpYMEHTApHIL JeN10- b1.b.12 Jei0npon3BoacTBO
MIPOMU3BOJICTBA U I[OKYMCHTOO60p0Ta JUISL peLIeHus 3a- u I[OKyMGHTOOﬁOpOT
Jla4 MEXJIMYHOCTHOTO U MEXKYJIbTYPHOTO B3aUMOJEH- BQ_B_()](Y) Vyebuas MpaKTUKa.
CTBHA B ZICTIOBOM CpeiC. [IpakTKa MO MOJYYEHHIO MEPBUY-
Baagern:

- HaBbIKaMM JACJIOINPOU3BOACTBA U OpraHU3allund HOKY- HbIX HpO(beCCI/IOHaJIBHBIX yMeHHH u
MCHTOO60pOTa JUIA OCYHICCTBIICHHUSA KOMMyHI/IKaI_[I/Iﬁ u HaBBIK?B, B TOM YHCJIC HepBHqHLIX
(UKcalK X pe3ysIbTaToB B EIOBOM cpeje. YMCHUU n HaBbIKOB HAay4YHO-
UCCIIEI0BATEIbCKON AEATEIbHOCTH
b3.b.01(/J) 3ammra BBITYCKHOM
KBAJTM(PUKALIMOHHON pabOThI, BKIIIO-
Yasi TOJATOTOBKY K TMpoOleaype 3a-
IIUTHI U IPOLIEAYPY 3aIUTHI

[1K-10 3uarh: b1.b.11 Hudpo-

- METOZbI JUISL PELICHHs TOCTABICHHBIX 3384 B 1PO- | pag sronoMEKA
(eccuoHanbHON cdepe, 000CHOBaHMS HX BHIOOpa Ha Bl E.12

OCHOBE KPHUTEPHEB HKOHOMHUYECKOH 3((PEKTUBHOCTH C o
Y4ETOM PHCKOB M BO3MOXKHBIX SKOHOMHUYECKHX IOCIIE/I-

Hemo-
MIPOU3BOJICTBO U JJOKYMEHTOO0OPOT

CTBHII IPMHMMAEMBIX pelenuii ¢ ncronszosanuem co- | b1.B.06 HMupopmannoHHble Tex-
BPEMEHHBIX TEXHUYECKUX CPEICTB U I/IH(i)OpMaHI/IOHHBIX HOJIOTUU B (I)I/IHaHCOBO'6aHKOBCKOI\/'I
TEXHOJIOTHIA; chepe

— Gasosyto koH(urypanuio cospementoro IIK u opra- | £ p 1IB.05.01 Tpo-

HHU3AIHIO XPaHEHUS MPO(EeCCHOHATBHON TOKYMEHTAITIH

(eccroHaIbHBIE  KOMIBIOTEPHBIE

4



Kon u nassa-

JleCKpUNITOPHBIE XapaKTEPUCTUKN KOMIIETEH-

I[I/ICI_[I/IHJII/IHBI W IPAaKTUKH,

HUE KOMIIE- uuu o OITOIT (hopmupyromre KOMIETSHITUIO 110
TCHIUU OIIOIIT
u nadopmaryy B I1K; IPOrPaMMEI
— OMACHOCTHU M YTPO3bI B IPOQECCHOHANBHON nedTenb- | B1.B. J1B.05.02 Hudop-

HOCTH, BO3HHUKAMOUIHe B MH()OPMALMOHHBIX CHCTEMax,
OCHOBHBIE TpeOOBaHUS K OQopMIeHHIO Npodeccro-
HAJIBHOW JOKYMEHTAIlNH U WH(pOpMarmoHHOH Oe3omac-
HOCTH;

- IPaBOBOM acCMeKT NOKyMEHTHpoBaHus B PO.

YMmersn:

- pa3pabaTbIBaTh BapHaHTHl PEIICHUS HMOCTaBJICHHBIX
3a7a4 B NpodeccHoHaIbHON cepe, 000CHOBBIBATh MX
BHIOOpP Ha OCHOBE KPUTEPHEB 3KOHOMHYECKOW 3ddek-
TUBHOCTHU C Y4E€TOM PHCKOB M BO3MOXKHBIX 3KOHOMHYE-
CKUX TOCIIEIICTBUH NMPUHUMAEMBIX PELICHUH C HCIOJb-
30BaHUEM COBPEMEHHBIX TEXHHYECKHX CPEACTB M HH-
(OpPMaITOHHBIX TEXHOJIOTHIA;

— pabotath ¢ MpoeCCHOHATBHON NOKYMECHTAIUCH MO
YCTaHOBJICHHBIM IPaBHJIaM;

— pabotaTh ¢ WH(pOpMANKCH B II00ATBHBIX KOMIIBIO-
TEPHBIX CETAX.

Baagern:

- HaBBIKAMHU Pa3paOOTKH BapHaHTOB PEIICHUS ITOCTAB-
JICHHBIX 3a7a4 B HpoQeccHoHAIbHOU cdepe, 000CHO-
BBIBaTh WX BBIOOP Ha OCHOBE KPUTEPHEB IKOHOMHYE-
cKoi 3((EKTUBHOCTH C YYETOM PHCKOB U BO3MOXHBIX
9KOHOMHYCCKHNX HOCHC}ICTBI/Iﬁ MMpUHUMAEMbIX pelIc-
HUHA ¢ HCIIOJBb30BaHUEM COBPEMECHHBIX TEXHUYCCKUX
CpencTB U HHOOPMAITHOHHBIX TEXHOJIOTHIA;
—OCHOBHBIMH METOJaMH, CIHOCO0AMH W CpEeICTBAMH
MOJIyYeHUs, XPaHEHUs, IepepaboTKH TOKYMEHTAallUuU C
MIOMOLIBIO KOMIIBIOTEPA;

—0a30BBIMH CPEJCTBAMH HPE3CHTALMOHHONW rpaduKu
JUISL U3JI0KEHHSI COOCTBEHHON TOUKH 3PEHUS;

- HaBBIKaMH paboThI B 6a30BBIMH MPO(ECCHOHATBEHBIMU
JIOKYMEHTaMH.

MaI[MOHHBIE CHUCTEMBI B mpodec-
CUOHAJIBHOU J1€ATEIbHOCTU
B2.B.01(Y) VYuebHas mpakTHKa.
IIpakTHiKa MO MOJy4EHHIO IEPBUY-
HBIX TpOo(eCCHOHATIBHBIX YMEHUHN U
HAaBBIKOB, B TOM YHCJIE TIEPBUYHBIX
YMEHMH U  HaBBIKOB HAay4YHO-
HCCIIEA0BATENIBCKOM NEeATEIBHOCTH
b2.B.04(IT)  IIpou3BoacTBeHHas
npakTtuka. TexHomornyeckas mpak-
THKa

b2.B.05(IT)  Ilpou3BoactBeHHas
npakTtuka. [IpennuriomHas mpak-
THKA

b3.5.01(Jl) 3ammTa BBITYCKHOM
KBaTH(PHUKAIMOHHOM paboThl,
BKJIIOYasi TIOJITOTOBKY K IMPOLIEType
3aIIUTHI U IPOIEAYPY 3alTUTHI
OTH.01 Koppynuus: npUYUHBI,
MIPOSIBIICHUS, IIPOTHBOJICHCTBHEC

2 O0béM U TPYAOEMKOCTH AMCHUILIMHBI MO0 BHAAM Y4YeOHBIX 3aHSATHM.

DopMBbI IPOMEKYTOYHOU ATTECTALUH.
Tabmuma 2 — O0beM U TPYTOEMKOCTh TUCIUTUIHHEI 110 BUJAM YIeOHBIX 3aHATHH

OO0m1ast Tpy10eMKOCTh M BUIBI yUeOHOH paOOThI MO AUCIUILIU-

O06BEM yacoB 1o Gpopmam

HE, TPOBOJIMMBIE B Pa3HBIX opMax 00yHcHus
’ 8]0]0) 0390 300
1 O0mias Tpy10eMKOCTh TUCIUIIIIMHBI 144 144 144

2 KonrtakTHas pabora oOydaroummxcs c mpernogaBareneM (1o 48 44 8
BHJIaM Y4€OHBIX 3aHATHI) (BCEro)

AynmuTopHas pabora (Bcero): 48 44 8
B TOM YHCIIE:
Jlexnun 16 16 6
MPaKTUYECKHE 3aHITUSL, CEMUHAPbI 32 28 2
[IpakTuKyMmBI
nabopaTopHbIe PAOOTHI
B UHTEPAKTHBHOI (opme 6 10 2

B QJICKTPOHHOU (hopMme

BueaynutopHas pabota (Bcero):




B TOM YHCJIe, THIUBUAyalbHas paboTa 00yJarommxcs ¢ mpe-
[I0JAaBaTENEM

IIOJIrOTOBKA KYPCOBOiT paGOThI /KOHTAKTHas paboTa’

IPYNNOBasi, UHIUBUIyaTbHAs KOHCYJIbTAIMSI U WHBIC BHJIBI
y4eOHOM NesATENbHOCTH, MPEAyCMaTPUBAIONINE TPYNIOBYIO
WIA WHAWBUIYAIbHYIO paboTy 0OydYaromMXCs C MPeroaaBa-

TeIeM)

TBOpYecKas pabora (dcce)
3 CamocTosiTenbHas paboTa o0ydaromuxcs (Bcero) 96 100 132
4 TIpomexyTouyHas aTTecTalus 00yJarouierocs — 3a4eT ¢ OleH- 4

KO

3. YueOHO-TeMaTHYEeCKUI IJIAH U COepP:KaHue AMCHUILIMHBI.

3.1 YuyeOHO-TEeMAaTHYECKHH NMJIAH

Tabnuna 3 - YueOHO-TEMaTHYECKUH TIIAH
07151 O4UHOU hopmbl 0OYUeHUA

Bujabl yueOHBIX 3aHSITHH, BKIIOYAs caMo-

_
o g CTOSITEJILHYIO pa0oTy 00y4alommxcs 4 TPY-
%: 2 g J0E€MKOCTh @
- E=23 (8 uncax) OpPMbI TEKYLIero
= C aks KOHTPOJIA U IIPOMEIKY-
o Paznen aucuMImiMHbI =2 caMoCTos- .
= g yuyeOHasi paGoTa reabHast TOYHOH aTTeCTALMH
CIeBaeMoCTH
CeMUHAPBDI, pabota y
BCEro JIEKIUHU NMpaKkTHYeCKue oby4aro-
3aHATHSA uxcs
JIOKyMEHT ¥ CHCTEMBI JJOKYMEH-
1 | Taruu. [loHsTHE AETOTIPOU3BOI- 18 2 4 12 YcTHBIH ompoc
CTBa
TpebGoBaHHS K COCTABICHHIO U N
VYernsiii onpoc [Ipak-
2 | odhopmueHHro MpodecCuoHaTb- 18 2 4 12
N TUYECKHE 3aaHus
HOM TOKyMEHTAIlU!
3 CoBpeMeHHBIE CTIOCOOBI U TEXHU- 18 2 4 12 Yerasiit onpoc Ipak-
Ka CO3/IaHUs JOKYMEHTOB TUYECKHE 3aaHus
Ycrabiit onpoc Ipak-
4 | Cocrasnenne OPJI 18 2 4 12 poc 1ip
TUYECKUE 3a/IaHUS
IIpakTrueckue 3ana-
5 | JlenoBsle muchbMa 18 2 4 12 P A
HUS
Koppecnonaenius, cBsa3aHHas C N
PP JICHIUTA, Vernbiii onpoc Tpak-
6 | mpoBeIEeHUEM MEPHOIUUECKUX 18 2 4 12
N TUYECKHE 3aaHus
MEpOTPUATHN
7 Kommepueckas nepemnucka c 3a- 18 2 4 12 VYerasiit onpoc [pak-
pyOSKHBIMU MMApTHEPAMH TUYECKHE 3aaHus
Opranu3zaiys JOKyMeHT0o0opoTa VYeTHBIi ompoc
8 18 2 4 12 IIpakTrueckue 3ana-

HUS
TectupoBanue

IIpomexxyTouyHast arrectaus
obydJarorerocs

3auer ¢ OLeHKOH

1 .
Yacwl, svioenennvie 8 VII na kypcosoe npoexmuposanue 6 Konmakmmou gopme (3 uaca)

6




HToro

144

16

32

96

01 04HO-3a04HOIL hopmbl 00YyUeHU:

Buabl y4eOHbIX 3aHATHIH, BKJIIOYAs CAMO-
CTOSITE/ILHYIO PafoTy 00y4aloLIUXCS H TPY-

.-
= =2
g g = A0EMKOCTh @
- -8 (8 acax) OpMBbI TEKYLIero
= o ak KOHTPO.I ¥ IPOMEIKY-
- Paszngen aucuunainHbl =2 caMoCTON- o
2 g yuyeOHasi padoTa reabHast TOYHOH aTTeCTALNH
ClIeBaeMoOCTH
CeMUHAPBI, pabora y
BCEro JIEKIHH NpaKTHYeCKHe obyuaro-
3aHATHSA mmxcst
JOKYMEHT U CHCTEMBI JOKYMEH-
1 | raruu. [lonsiTue AemONPOU3BO/I- 16 2 2 12 VYcTHBI ompoc
CTBa
TpeOGoBaHMS K COCTABIICHHIO U N
VYernsiit onpoc Ipak-
2 | odhopmueHHro MpodecCuoHATh- 16 2 2 12
N TUYECKUE 3a/IaHUS
HOM TOKyMEHTAIlUU
3 CoBpeMeHHbIE CTIOCOOBI M TEXHH- 18 2 4 12 VYernsiit onpoc [Ipak-
Ka CO3JIaHUs JJOKYMEHTOB TUYECKUE 3a]IaHUS
VYernsiii onpoc [pak-
4 | Cocrasmenue OP]I 18 2 4 12 poc Lip
TUYECKHE 3aaHus
IIpakTrueckue 3ana-
5 | JlenoBele muCchMa 18 2 4 12 P A
HHUSI
Koppecnonnenmusi, cBsizaHHas ¢ .
PP JICHIUTA, Vernbiii onpoc Ipak-
6 | mpoBemeHUEM MEPHOIUIECKUX 18 2 4 12
N TUYECKUE 3a/IaHUS
MEpOTPUATUI
7 Kommepueckas nepenucka c 3a- 18 2 4 12 VYernsiit onpoc [Ipak-
pyOEKHBIMH IMapTHEPAMH TUYECKHE 3aaHus
Opranun3zanust JOKyMeHT0000poTa YcTHbIl onpoc
8 22 2 4 16 IIpakTrueckue 3aaa-
HHUS
TectupoBanue
[TIpomerxyTouHas aTTecTanus .
P YT H 3ader ¢ OLeHKOU
obyyarorerocs
HToro 144 16 28 100
07151 3a04HOU hopmbl 0OyUenus
~ | Buabl y4eOHBIX 3aHATHH, BKJIIOYAs CaMo-
o g CTOAATEJILHYIO Pa00Ty 00y4arommxcs H Tpy-
< O ? JI0€EMKOCTh
g g< ®opMBbI TEKyLIEro
= e X7 (B yacax) p yi
B Pa3nes AucuumINHbI © & E caMoCTOA KOHTPOJIS! H HPOME3KY=
4 P yueduasi pagora TS TOYHOH aTTecTAlNHU
CIeBaeMoCTH
CeMHMHAapBbI, paGora y
BCEro JIEKIAA NpaKTHYeCKHe obyuaio-
3aHATHSA AxXCcs
JIOKyMEHT ¥ CHCTEMBI TOKYMEH-
1 | raruu. [lonsiTue aemonpousBoI- 17 1 16 VYceTHBIi ompoc
CTBa
TpeboBaHUS K COCTABICHUIO U .
VYerasiit onpoc [pak-
2 | opopmieHuto npodeccuoHab- 17 1 16
N THYECKUE 3aTaHUS
HOU TOKyMEHTaluu
CoBpeMeHHEIE CTIOCOOBI ¥ TEXHU- Ycrasiit onpoc Ipak-
3 P 17,5 1 05 16 poc &P

Ka CO3J]JaHud JIOKYMEHTOB

THYCCKHC 3aJaHUA




4 | Cocrasnenue OPJI 175 05 16 Yerubiii onpoc Tlpak-
THUYECKHUE 3aJaHus
5 | JenoBble mucbMa 17,5 1 0,5 6 Tp aKTHqu;;He 3ata
Koppecnonnenus, cBsa3aHHas C N
6 | mpoBenEeHUEM MEPUOJUICCKUX 17,5 1 0,5 16 Yeraiit onpoc Ipak-
. THUYECKHUE 3aJaHus
MEpPONPHUITUI
7 KommMmepueckas nepenucka c 3a- 16 16 Yerasiit onpoc Ipak-
pyOEKHBIMH MTapTHEPaMHU THUYECKHUE 3aJaHUs
Opranuszamnus T0KyMeHT0000poTa VYcrHbli orpoc
8 21 1 20 IIpakTrHueckue 3aaa-
HUS
TectupoBanue
[TpomexxyToUYHAasE aTTEeCTaLus 3auer ¢ OLEHKO
oOyuJaromerocst
Hroro 144 6 2 132 4
3.2. Conep:xanue 3aHATHH M0 BUIaM Y4eOHOH padoThI
Tabnuna 4 — ConepkaHue TUCIUTUIMHBI
Ne |  HaumenoBanme Copep:xanue pa3aena TUCHMNIHHBI
pasnesia, TeM Juc-
IMILIMHBI
1 | JokymeHT u cuc- JoxymeHT, ero ocHOBHbIe (QyHKIMK (MHGOPMAIMIOHHBIE, KOMMYHHUKATHUBHBIE,

TEMBI IOKYMEHTa-
muu. [loustue ne-
JIONPOU3BOJCTBA

yIpaBlieHYECKUE, TPABOBEIC, KyJIbTYPHBIC, HCTOPHUYECKHE).

JoxymeHT Kak TpenMeT  jaenomnpousBoiacTBa.  OO0mas  XapaKTepPHCTHKA
VIpaBICHUYECKAX JOKYMEHTOB. YHH(HKAIMSA JOKYMEHTOB; CTaHAApTH3AIHA Kak
dbopMa FOPUIMYECKOTO 3aKpeIUICHHsS NpOBeACHHON yHupukaimu B chepe JOV.
YHuduuupoBanHele CUCTEMBbl JOKyMeHTanuu. OOmiepoccuiickuii knaccudukaTop
po(heCcCHOHANBHON TOKYMEHTAITUH.

Krnaccudukarmu 1okyMeHTOB (110 MECTY COCTaBJICHHS, TIO COJIEPIKaHUI0, TI0 (hopMe, 110
CpOKaM HCIIOJHEHUS, [0 MPOUCXOXKIEHHI0, MO CpeJCTBaM (HUKCAllUH, IO
IOPUIMYECKON CHUIIE, TI0 CTAUSAM CO3aHus).

Jemonpon3BoacTBO (JIOKyMEHTAITMOHHOE OOeCIieueHre YIPaBICHHS); €r0 MECTO U
3HAYUMOCTh [T IPO(eCcCHOHATEHOM JIESITeIbHOCTH.

JlokymMeHTHpOBaHHE M  OpraHu3alus  JOKYyMEHTOOOOpOoTa KaK  COCTaBHBIE
nenonpou3BoacTBa. OCHOBHBIE dTambl  pabOThl € JIOKYMEHTHBIMH — (pOpPMaMH,
COJIepKaHUE U XapaKTEePUCTHUKA.

OcHoBubie Tepmunbsl U moHsATHsS JJOY (I'OCT P 51141 «/lenonpou3BoAcTBO u
apXuBHOE JIeN0. TepMUHBI U OIIPEISIICHUSD).




HaumMmeHnoBaHue
pasneJia, TeM Juc-
IUIIHHBI

Couepmaﬂne pasaejga IMCHUIJINHbI

TpeboBanus K co-
CTaBJICHHIO U

o opMIIeHHUIO TIPO-
(heccnoHAIBHON
JIOKYMEHTAIH

VYHnpunupoBanHas CHCTEMa OPTaHM3AIMOHHO-PACTIOPSIUTENBHON JOKyMEHTAIUU
(YC OPJl): cocraB, Ha3HAUYEHHUE, paCIPOCTPaHEHHE.
HopmaTtuBHO-MeTOMUeckass ~ 0a3a  JEIONPOM3BOACTBA.
YHU(UKALNH ¥ CTAaHAAPTU3ALUH YIIPAaBIEHUYECKUX JOKYMEeHTOB B Poccum.

I'oCT P 6.30 KaKk OCHOBa CO3/IaHUS OpPraHW3ALMOHHO-PACHIOPSAUTEIHHOTO
®Dopmymnsap-obpazer; - IIOCTPOEHUSI  YHU(PHUIIMPOBAHHOTO

Hctopust  pa3Butus

JOKyMEHTA. MOJIETb
JOKYMEHTA.

OOmue TpeOOBaHUS, NpenbsBIsAEMble K OGOPMIICHUIO
(dbopmatsl, pazMepsl OJIEH, TOCTPOEHHE KOHCTPYKITMOHHOW CETKH.

PexBusur — I/IH(bOpMaHI/IOHHLII‘/JI 3JICMCHT JOKYMCHTA. COCTaB, PpacCIojIoXCHue, IMmpaBuia

CITy’>keOHOTO JTOKYMEHTa

opopmiieHusi. PeKBU3WTHI TIepeMeHHBIE, ITOCTOSHHBIE; OCHOBHBIE H CIIY)KEOHBIC

OTMCTKH. CJ'Iy)KC6HBIC OTMCTKH. CBs3b PCKBU3UTOB C JTarnamMu

JIeIIONPON3BOICTBEHHBIX paboT.

CoBpeMEeHHBIE CHO-
COOBI M TEXHUKA
CO3/aHUA JOKYMEH-
TOB

KomnbroTepHbIE TEXHONOTHH AENOBOW Tepenucku. KpaTkuit 0030p MporpaMMHOTO
obecrieyeHns] TEepPCOHATBLHOTO KoMIbioTepa. OCHOBHBIE METOABI (OPMATHPOBAHUS
Tekcta. ATpuOyTel odopmiteHns Tekcta. OdopmieHne ad3amnes, pyOpHK, 3aroJIOBKOB,
MPUMEYaHHA, CHOCOK. TaOIuIIbL.

Cocrapnenue OP/]

Knaccudurkamus nokymentoB B cocraBe YC OP/l: mOKyMeHTBHI OpraHH3allMOHHEIC,
pacropsAnTeNnbHbIe, CHIPAaBOYHO-UH(POPMALMOHHBIE, O(QHLNAIEHO-INYHBIE.

bnanku n0KymMeHTOB. Bumbl, cocTaB peKBU3WTOB, MpaBuia oQopmicHus. I'epboBbie
OnaHKM: TpeOOBaHUS K M3TOTOBJICHUIO, XPAaHCHUIO, HCTIONB30BAHHUIO U YHUUTOKECHUIO.
JloroBopa, KOHTPaKThl: Pa3HOBUIHOCTH, COCTAB PEKBU3UTOB, OCHOBHBIEC TPEOOBaHHS K
0(OpMIICHHIO.

ITpukaspl: OCOOEHHOCTH COCTaBJICHHS U O(OPMIIEHHS, Pa3HOBHIHOCTH IPHUKA30B.
OCHOBHBIE TpeOOBaHHS K O(OPMIICHHIO, OCOOCHHOCTH

CocraB PCKBU3UTOB,

MOCTPOCHUS, BU3UPOBaHUE. YHUPHUIMPOBaHHbIE (HOPMBI MPUKA30B MO KaJIPOBBIM
BOIIPOCAM.

CripaBouHO-MH()OPMAIIIOHHBIE JOKYMEHTHI: CIIy>)KEOHbIE 3alHMCKH, aKThl, CIpPaBKH.
Knaccudpukaunu, $hopmymnsapsl, 0COOEHHOCTH MOCTPOCHUS TEKCTA.

OcHoBHBIE BuApl oOpamieHuil (>kanoda, MpeasioKeHWe, 3asBICHUE, XOAATaWCTBO,

netuius ). DopMyIsipel, 0COOCHHOCTH MOCTPOSHHUS TEKCTA.

I[GJ'IOBBIQ nucbma

JlenoBoif MmIcbMO Kak CpeicTBO MH(POPMAIIMOHHOTO OOMEHa MEXIy OpTaHH3alUsIMU.
Knaccuduramms nwceM. JlemoBoe MUCHhMO B YCIOBUSX YHHUPUKAIUH (CTPYKTypa
TEKCTa, CTaHIapTHBIC (Ppa3bl U BHIPAKCHUS).

®opmynsap nucbMa. OcoOEHHOCTH TOCTPOEHHUS TPOCTHIX W CIOKHBIX TEKCTOB.
Kommepueckue mnucema (odepra, pexigamanus H Jp.); BHIABI W OCOOCHHOCTHU
odopmIieHus!.

Koppecnonnenuus,
CBsI3aHHAs C IPOBE-
JACHUEM IIEPUOaN-
YECKUX MEPOITPHSI-
THI

[Mucema-npuriamenus, NUCbMa-U3BEIIEHUS: CTPYKTYpa, OCOOEHHOCTH MOCTPOCHUS
TEKCTa, CTaHAApTHBIE (ppa3bl W BeIpakeHUs. [IpOTOKON Kak MOKYMEHT, COJNEpIKalllui
3aIUCh X012 00CYKICHUS BOIPOCOB M MPUHSATHS PEIICHUI HA COOpaHUSIX, 3aceIaHmsIX,
JISNOBBIX BcTpedax. Buasl mporokonoB. @opmynsip npotokona. CTpyKTypa TEKCTa.
OcHoBHbIe TpeboBaHM: K 0(hOPMIICHHIO TPOTOKOJA. BeITICKa U3 mpoToKoa.
Tenerpamma, Tenexc, IEKTPOHHOE cOOOIIEHHE, Tese)OHOrpaMMa KaK CpelCTBa OIe-
paTtuBHOrO MHPOPMAIIMOHHOT0 00MEHA MEKAY OpPraHHu3alUsIMH.

Kommepueckas ne-
penucka c 3apy-
OeXKHBIMH TTApTHE-
pamu

Crannaptel MCO Ha odopmiieHue nepenucku. PopMaTsl Oymard, NpOEeKTHPOBaHHUE
OmankoB. MexayHapogHple THUChbMa. Buabl U OCOOEHHOCTH TIOCTPOCHHS
MEXIyHAPOIHBIX MHCEM. PEKBU3NTHI MEXIyHAPOIHOTO MHUCHMA.




HaumMmeHnoBaHue
pasneJia, TeM Juc-
IUIIHHBI

Couepmaﬂne pasaejga IMCHUIJINHbI

Opranm3anus 10-
KyooOopoTa

IlonsiTe moxymeHTO0O0pOTa. OCHOBHBIE ATAIbl: PETHCTPAIMS BXOISAIINX IOKYMEH-
TOB, PACCMOTPEHHE U MPHUHATHE PELICHU; UCTIOIIHEHHE, KOHTPOJIb UCIIOJHEHUS TOKY-
MEHTOB, (HOPMHUPOBAHUE Je]l.

HomeHkiatypa nen Kak CUCTEMaTU3UPOBAHHBIA MEPEUEHbh HAMMEHOBAaHUU JAEI, C yKa-
3aHMEM CPOKOB WX XpaHEeHHs. BuIasl HOMEHKIATYp, OQOpMIIEHHE, MEePHUOJUIHOCTD
BHECCHUS I3MEHEHH.

DKcrepTH3a EeHHOCTH JOKYMEHTOB, IIOATOTOBKA Jell K apXUBHOMY XPaHEHHIO.

3akoH «O KOMMEpYECKOH TaiHe», ero 3HAUCHHE W OCHOBHBIC TOJIOKeHUS. MHpOopMa-
UsI, OTHOCUMaSI K Pa3psay «KOMMepUYecKol TaitHb. MHpopManus, KoTopast HE MOKET
OBITH OTHECEHA K pa3psily «KOMMEPUECKOH TaiiHbD».

KondunnernnaapHOE IETONPON3BOICTBO KaK OCHOBA 00ECIIEYEeHHUS a/IeKBATHBIX YCIIO-
BUU 1751 NOKyMEHTUpoBaHus uHpopmauuu. [IpaBuma ompeneneHust Kpyra Jui,
UMEIOIIUX JOCTYN K HMH(POPMALUH, COIEpKAIeH «KOMMEpUYecKylo TaiHy». ['pudsl,
WCTIONB3yeMBbIE TIPH padoTe ¢ AoKyMeHTaMH. OTBETCTBEHHOCTh 332 HapyIIeHUE TIPaBHII
paboTHI C TOKyMEHTaMH, COJIEPKAIIMMA KOH(PHUICHITUAIEHBIE CBEACHHS.

Texnonorus paboThI ¢ oOpaleHusIMEA rpakaan. Perucrpanus, yaer. KoHTpoiab cpokoB
ucnonHeHns obOpameHnit. OgopmiieHne Ien MTUChbMEHHBIX oOparennii rpaxaas. [pa-
BMJIA y9eTa YCTHBIX 0OpamieHui.

Cooepircanue npakmuueckux 3aHAmuil

HaumeHoBaHue pazaeJia,
TeM JMCHUIIHHBI

Conepxanue

HdokymeHT u cuctembl no- | 1. JlokymeHT, ero ocHOBHbIe (hyHKIMHU. Knaccuukanum 10KyMEeHTOB.

kymentanuu. llonsarue ge- | 2. [lemompownssoacteo (J{OY); ero mMecTo u 3HAYMMOCTH B TTPO(eCCHOHATBHOMN

JIOIpOU3BOACTBA.

JIEATEIbHOCTH.

3. JIoKkyMeHT Kak ImpeaMeT JeJOTPOU3BOICTRA.
4. YHU(UIIUPOBaHHBIC CUCTEMbI JOKYMEHTAIIHH.
5. OcHoBHbIE TepMUHBI U MTOHATHS [JOY.

VYnpasnendeckas nokyMeH- | 1. YHuduuupoBaHHas cucTeMa OpraHM3allMOHHO-PACIOPSIUTENBHON JIOKY-

tanus: TpeboBaHust k co- | meHrauuu (YC OP/).

CTaBJICHHIO
1 ohopmMIIeHHTO

2. HopMaTtuBHO-MeTOAMuecKast 0a3a JIeI0NpOr3BOICTBA.

3. PazButne yHHUKaNMKA U CTaHAAPTH3AIMH YIPABICHYECKUX JOKYMEHTOB B
Poccun.

4. TOCT P 6.30 kaxk ocHOBa CO3JIaHUSI OPTaHU3AIMOHHO-PACIIOPSIUTEILHOTO
JIOKYMEHTA.

5. ®opmysip-o0Opaselr - MOJIeNb MOCTPOCHUS YHUDHUITUPOBAHHOTO JOKYMEHTA.
6. Obume TpeGoBaHMsl, MpeabABIsieMble K OQOPMIICHHIO CIIyKEOHOro JOKY-
MeHTa ((hopMaThl, pa3Mephl MOJICH, MOCTPOCHUE KOHCTPYKIIMOHHOM CETKH).

7. PexBu3uT — WHGOPMAITMOHHBIN 3JIeMeHT JokyMeHTa. CocTaB, pacroyioxe-
HUE, paBuiIa opopMIICHUS.

8. PekBU3UTHI IEpEeMEHHbBIE, IIOCTOSIHHBIC; OCHOBHBIC U CITY)KEOHBIE OTMETKH.

COBpeMeHHBIe crmocoOer u | 1. KOMHBIOTGpHLIC TEXHOJIOTHUHU ,E[eJ'IOBOﬁ NEPCIINCKH.

TEXHMKAa CO3JaHus J0KYy- | 2. OCHOBHBIC METO/bI (POPMATHPOBAHUS TEKCTA.

MCHTOB

3. AtpubyThl odopmiienust Tekcra. OdopmieHue ad3anes, pyOpHK, 3arojoB-
KOB, IPUMEYaHU, CHOCOK.

4. Tabnuiel 1 6ubnrorpaduyeckre onucaHusl.
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HaunmeHnoBanue pasaeJaa,
TEM TUCIUIIIMHBI

Conep:xanue

4 | CocraBnenue u opopmiie- 1. Knaccudurarust rokymeHnToB B coctaBe Y C OPJl: Ha3HaYeHME U BUJIBL.
HHE OpTraHU3allMOHHBIX, 2. branku 10KkyMeHTOB. Bupl.
pacropsMTENbHEIX 1 0DH- | 3 TIoroBopa, KOHTPAKTHI, OCHOBHBIE TPEGOBAHHS K OOPMICHHIO.
HHATLHO-THHBIX 0Ky 4. IIpukas, hopMymsip, 0COOEHHOCTH JOKYMEHTHPOBAHHUS.
MEHToB 5. [Ipukasbl 10 KaJpOBBIM BOIIPOCAM.
6. OcobenHocTH OQOpPMIICHHSI CIPAaBOYHO-WHPOPMALIMOHHBIX JOKYMEHTOB!
(cy>xe0HBIX 3aIHCOK, aKTOB, CTIPABOK).
7. Obparenus rpaxxaan (xanoda, IpeaoKeHue, 3asBIeHUE, X01aTalCTBO).
8. OcHoBHbIe opranu3anoHHbie JokymeHTsl HOU KemI'VY.
5 | Jenoseie u kommepueckrne | 1. CirysxeOHOE MUCHMO Kak CPeacTBO MH()OPMAIMOHHOTO OOMEHa MEXIy Op-
nucbMa raHu3alysiMu.
2. Knaccudukanmm cinyeOHbIX TIHCEM.
3. @opmynsip cayxkeOHOro mucbMa. OCOOEHHOCTH TOCTPOCHUS TPOCTBHIX H
CJIO’KHBIX TEKCTOB.
4. JlemoBoe MHUCHMO B YCIOBHAX yHH(HKAIWH (CTPYKTypa TE€KCTa, CTaHAapT-
HBIC (pa3bl U BHIPAKEHUS]).
5. Kommepueckue mucema (odepra, pexiaManus U 1Ip.); BUABI H 0COOEHHOCTH
odopmIICHUSI.
6 | KoppecnonneHiusi, cBsi- 1. IIpotokon, popmyisap nporokosia. CTpyKTypa TEKCTa.
3aHHAS C TIPOBCACHUEM TC- | 2. Bujsl mpoTOKOI0B. OCHOBHBEIE TPEOOBAHUS K O(OPMIICHHIO.
PHOZIMYECKNX MEPONPUATHH | 3 Brimycka 3 npoToko!a.
4. [ucbma-npuriianieHus, MUCbMa-U3BEUICHUSI.
5. Tenerpamma, Tenekc, TenedoHOTpaMMa, JIIEKTPOHHOE COOOIIEHHE — Kak
CpeAcTBa ONepaTHBHOTO HH(YOPMAIIMOHHOTO 0OMEHa.
7 | IlpaBuna u ¢popmMBI KOM- 1.Crarmaptet UCO Ha odopmMIeHre epenrcKH.
MEpYECKOH NEePeICKH ¢ 2.®opmatsl Oymaru, IpOEKTUPOBaHKUE OJaHKOB ISl MEKIYHAPOIHBIX THCEM.
3apYOCIKHBIMH NAPTHEPAMH | 3 Mesxc1yHAPOAHBIE MTHCbMA. BUBI H PEKBU3HTHL
8 | Opranuzanusi JOKYMEHTO- 1. Ilonsitue nokyMmeHTo000poTa. OCHOBHBIE ATAITBI, UX XapaKTEPUCTUKA.

obopota

2. Homenknarypa nes. Buasl HoMeHKIATyp.

3. DKkcrnepTu3a MEHHOCTH JOKYMEHTOB, TIOATOTOBKA JIENl K apXMBHOMY XpaHe-
HHUIO.

4. 3akoH «O KOMMepUecKo# TaliHe», ero 3HaYeHHE U OCHOBHBIE TIOJIOXKEHHS.
5. [lpaBuna opranu3auny KOHGHUIAESHIMATBHOTO AJIONPOU3BOACTBA.

6. TexHonorust paboThI ¢ OOpAIEHUSIMU TPAXK/IAH.

4 TlopsimoKk OLECHUBAHUS YCHEBAEMOCTH M CHOPMHPOBAHHOCTH

KOMIIETCHIMI 00yYaI0IIerocs B TeKyuiei U NpOMesKyTOYHOM aTTeCTalM.
JIns TIONIOKUTENBHON OLEHKH IO Pe3yNIbTaTaM OCBOSHHMS JAMCIHMIUIMHBI 00yJaroneMycsi Heo0Xo-
JIMMO BBHITIOJIHUTH BCE YCTAHOBJICHHBIE BUJIBI yueOHOU paboThl. O1ieHKa Pe3yIbTaToOB pabOThl 00yUaroIe-
rocs B 6anmax (1o BUgaM) MpuBeAeHa B TadnuIe 5.

Tabmuua 5 - bamibHO-pelTHHTOBas OLIEHKA pe3yabTaTOB y4yeOHOM paboThl 00y4aromuxcsl MO BUIaM

(BPC)
VYyebnas pabora | Cymma Bunbl u pe3ynbraTs OrneHka B aTTecTaluu Bamet
(BUIBI) OayoB y4ueOHOU paboThI (16 nenenn)
Texywasn yueonasn paboma ODO
oo 60 Jleknonnspie 3austus (80,5 6amia mocemnienne | JISKIMOHHOTO 3aHITHS 1-4
Tekymas yuebnasi| (100% |3ansTuii)

11




pabota B cemectpe| /6amioB |[Ipaktiueckue  3asatusa|0,5 aiiaa - mocemeHue 1 MPaKTUIECKOTrO 3aHs- 6-12
(moceuienue 3aus-| npuBe- |(12 3aHsTHIA). THS Y BBINOJTHEHUE paboThl Ha 51-65%
TAH 1O pacmuca-| JeHHOH 1 6ann — nocemeHre 1 3aHATUS U CYIICCTBEHHBIN
HUIO W BBIIOJHE-| IIIKAJIBI) BKJIQJI HA 3aHATUU B pabOTy BCeil TPyIIBI, camo-
HHE 3aJJaHuI) CTOATENIBHOCTh U BBINOJIHEHHE paboThl Ha &5,1-
100%
WunuBuayanbHoe 3ana-|{3a ogno U3 ot 4 o 8: 32-64
nue (8 3amanuii) 4 panna (BbinosHeHo 51 - 65% 3ananuit)
6 0as10B (BBITOTHEHO 66 - 85% 3amanmii)
8 6as10B (BEImoHEHO 86 - 100% 3amanmii)
HToroselii Tect 12 6anaos (51 - 65% mpaBHIBHBIX OTBETOB) 12-20
17 6ansos (66 - 84% npaBHIBHBIX OTBETOB)
20 6as1oB (85 - 100% npaBHIIEHBIX OTBETOB)
Texywasn yueonas paooma 3P0 u 0300
300 u 03®0|60 KoHcnekTsl TeM, BBIHO-|2 GaJjia 32 YACTUYHOE PACKPBITUE TEMBI 12-24
Texymas ydeOHas (100% CHUMBIX Ha CaMOCTOATENb-|3 6ajia 3a 0oJiee MOTHOE PACKPHITHE TEMBI
pabora B cemecTpe|/0aloB  |HOe  HM3ydeHHe- 6 Tem|4 Da/LIa 32 TIOJNHOE PACKPBHITHE TEMBI
(bImONTHEHNE ca-|IPHBE- | (PYKOIMCHBIE).
MOCTOSITENBHBIX ~ |A€HHOH  |KoHTposibHass pabora mo|3a ogHo 3aganme o1 3 10 7: 24-56
KOHCIIEKTOB, KOH-|IIKabl) |Kypcy - 8 3amanmuii 3 6as1a (BBIMOJHEHO YACTUYHO C OIIMOKAMM)
TPOJIBHOH PabOThI 5 6as110B (BBIMOJIHEHO C HEJ0YETAMU)
U TecTa) 7 6a,1710B (BBITIOJIHEHO MOJHOCTHIO BEPHO)
Uroroseiii tect (30 Bo-|5-9 6anna (51 - 65% npaBUIIbHBIX OTBETOB) 15-20
TIPOCOB) 10-15 6annos (66 - 84% npaBUIBHBIX OTBETOB)
16-20 6asos (85 - 100% npaBHIIbHBIX OTBETOB)
Hroro mo Tekyureii padore B ceMecTpe 51-100
Hpomeofcymoqna}l ammecmauyus
[Tpomexyrounas |40 Bompoc 1. 5 0a10B (MOPOTOBOE 3HAUCHUE) 5-10
arrectais  (3a-|(100% 10 6ans10B (MakcHMaIbHOE 3HAUCHHUE)
ver) /6annoB  (Bompoc 2. 5 6as10B (IOPOroBoe 3HAUCHHUE) 5-10
puBe- 10 6ans10B (MaKcHMaIbHOE 3HAUCHHUE)
NeHHOW  Beinonnenue 3aganus 1. |4 6ajia (IOporoBoe 3HauCHHE) 4-8
IIKAJIBI) 8 6aJ10B (MaKCHMaIbHOE 3HAYEHHUE)
Beinonaenue 3aganus 2. |6 6aioB (OporoBoe 3HauCHKE) 6-12
12 6anoB (MakCUMaJIbHOE 3HAYCHHE)
HToro no npoMe:KyTo4Hoii arrecranuu (3a4er) 20-40
CymmapHasi onieHka no qucoumianne: CymMMa 0auioB TEKyIIeH U MPOMEKYTOYHOM aTTeCcTaIlH 51 —100 6.

HToroBas olieHKa BBICTABISETCS B BEIOMOCTD COIJIaCHO CJICAYIOLICMY IIpaBUITY (Ta6n1/1ua 6)
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Tabnuua 6. OneHka ypoBHSI OCBOCHHUS TUCIHUILIMHBI U ¢(hOPMUPOBAHHOCTH KOMIIETEHIIMNA B MIPO-

MEXKYTOYHOM aTTeCTalNu

KpuTtepun oneHUBaHusI KOMIIETEHIIUH

OOyyaronuiicst He BJafeeT TEOPETUYECKHMMHU OCHOBAMH JMCIIUII-
JUHBI ¥ HAY4YHOH TEpMHHOJIOTHEH, NEMOHCTPUPYET OTPHIBOYHBIE
3HaHMs, HE CIIOCOOCH pelIaTh MPaKTHYECKHe MpogecCHOHaIbHBIC
3aJa4d, JIONYCKAaeT MHOYKECTBEHHBIC CYIIECTBEHHBIC OLIMOKH B
OTBETaX, HE YMEET HHTEPIPETUPOBATH PE3YNIBTATHI U AENATh BBHIBO-
JIBL.

YpoBHu ocBoe-
HUS JAUCIHILIN-
Hbl  chopmupo-
BAHHOCTH KOM-
neTeHuun

[TepBbiii

HToroBasn
OIIEHKA

HEYIOBJIETBOPU-
TENbHO

Ouenka no

100-

0aJILHOM

IIKaJJge

Menee
Oajuta

51

OO6ygaronmiicss BiIageeT YaCTUYHO TEOPETHYCCKUMH OCHOBAMU
JUCUUIUIMHBL ¥ HAYYHON TEPMHHOJOTHEH, (parMeHTapHO CIIOCO-
OeH penaTh NPakTU4eCKue NpoecCHOHANbHBIC 33]a4H, HOMYCKAET
HECKOIIbKO CYIIECTBEHHBIX OMIMOOK PEIICHHUSX, MOXKET YaCTHIHO
HUHTEPIPETHPOBATH MOJYYEHHbBIC PE3yJIbTAThl, JOMYCKAET OUIHOKU
B BBIBOJax.

OO6yyaronuiicss BiajgeeT TEOPETUYECKUMU OCHOBAMHU TUCITUTUIMHBI
Y Hay4YHOU TEPMMHOJIOTHEH, TPAMOTHO U3J1araeT MaTepuai, CIoco-
OeH pelaTh MpakTHYecKre NpodeccCHoHANbHbBIE 3a/1auH, HO JIOITyC-
KaeT OT/EJbHbIC HECYLIECTBCHHBIE OIIMOKNA B MHTEPIPETALMU Pe-
3yJIbTaTOB ¥ BBIBOJIAX.

MMOPOTOBBIN

OBBIIICHHBIN

yIIOBJIETBOPHU-
TEIbHO

Xoportiio

51-65

66-85

OO6yyaronuiicst B MOJHOM Mepe BIaJeeT TEOPETUIECKUMHU OCHOBA-
MU JUCUUIUIMHBL U HAYYHOH TEPMHUHOJIOTHEH, TPaMOTHO H3Jlaraet
Marepual, crnoco0eH WILTFOCTPUPOBATh OTBET MpuMmepamu, (axra-
MH, JaHHBIMU HAay4YHbBIX UCCIICIOBAHU, NPUMEHSITH TEOPETUICCKUE
3HAHHS Ul PELICHUs] MPAKTHYECKUX MPOPEeCCHOHATBHBIX 3aiad.
[IpaBUIIbHO HHTEPIPETHPYET MOJIYYEHHBIC PE3YyJIbTAThl M JeNlaeT
000CHOBAHHBIE BBIBOJIBL.

5

MarepuajibHO-TEXHUYECKOE,

MIPOJIBUHYTHII

MeTOoANYECKOe o0ecreueHre TUCIUIIIMHbI

5.1 YueOHas auteparypa

OcHoBHasl yueOHasi TUTEPaTypa

Ocnognas numepamypa

NpOrpaMMHoOe

O1ian4yHo

u

86-100

y4eOHo-

1. brixoBa T.A. JlokyMeHTalMOHHOE OOecIieueHue yIpaBieHHs (JeI0ONPOU3BOJICTBO) : yuel. mocodue
/ T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3j., mepepad. u gorn. — M. : UTHOPA-M,
2017.— 304 c. + Jlom. Marepuansl [DJeKTpOHHBIA pecypc; Pexum  jmocryma
http://www.znanium.com]. — (Bricmree oOpa3zoBaHue: bakanaBpwuar).
http://znanium.com/catalog.php?bookinfo=762591

2. Poroxwun, M. 10. Jlemonpoun3BoaAcTBO [DIEKTPOHHBIA pecypc]: Kype JeKnui : yaeOHOoe mocoodue /

M. O. PoroxuH. — D1eKTpoHHBIE TEKCTOBBIE NaHHbIE. - MockBa ; bepnun : [lupexr-Menua, 2014.
- 229 c. — Pexxum goctyma: http://biblioclub.ru/index.php?page=book&id=253702

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

1.Poroxun, M. 1O. Jlemonpous3BOoACTBO B KaJApOBOHM Ciyx)0Oe [DIEKTpOHHBIM pecypc] : ydeOHo-
npakTudeckoe nocodue / M. 1O. PoroxwuH. - 3-¢ u3z., nepepad. u A0m. — DIEKTPOHHBIC TEKCTO-
Bble JaHHble. - MockBa ; bepmun : upexkr-Menua, 2014. - 783 c. — Pexum pgocryna :
http://biblioclub.ru/index.php?page=book&id=253703

2. Pasnmopoxnsbiii A. A. JIOkKyMEHTHpOBaHUE YIIPaBICHYCCKOM JAEATEIBHOCTH : yuel. mocodue / A.A.
Paznopoxusiit. — M. : UHOPA-M, 2017. — 304 c. — (Bricuiee obpazoBanue: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

3. Kupcanosa, M. B. Kypc Kynsies , H. H. JlokymenToBenenue : yuaeonuk / H. H. Kynses, /1. H.
VYpanos, A. I'. ®abpuunos; nox pea. npod. H. H. KynsieBa. — DnekTpoHHBIE TEKCTOBBIC JTAHHEBIE. -
Mocksa : Jloroc, 2012. - 352 c. - (HoBas ynuBepcurerckas 6ubimoreka). — Pexum gocrtyna :
http://znanium.com/bookread.php?book=469013

4. Koswuna, E. C. [lenonpon3BoAcTBO [DIEKTPOHHBIN pecypc] : yaeOHO-MeToauueckoe mocodue / E.
C. Ko3una. — DjIeKTpOHHBIE TEKCTOBbIC AaHHbIE. - MockBa : [Iupekr-Menaua, 2013. - 27 ¢. — Pe-
*uM jpocrtyna : http://biblioclub.ru/index.php?page=book&id=141469

5. Amnppeesa, B. 1. Jlenonpon3BoACTBO: OpraHu3alys U BeJeHHEe: y4eOHO-TIpaKTHIecKoe nocooue /
B. 1. Aunpeesa. - Uznanue 2-e, nepepadboranHoe u nomonHeHHoe. - M.: Kaopyc, 2007. - 248 c. -
I'pud YMI] "PexkomenaoBaHo". — TEKCT HEIIOCPEACTBEHHBIMH.

6. bacako, M. 1. CoBpeMeHHOE JEIONPOU3BOJICTBO (IOKYMEHTAIIMOHHOE OOECIICYCHHE yIIpaBIie-
Husl): yueOHoe nmocodbue / M. U. bacakos. - PoctoB-na-/lony : ®@enukc, 2007. - 480 c. - (Cnpa-
BOYHUK).

7. Jlenosble mucbMma u E-mail : YuyeOno-npaktuyeckoe nocodue / C. JI. Morunesckuit. - 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

JTUCIHUIIIHHBI

MarepuajibHO-TEXHHYECKOE U

NMporpaMMHOe

YyeOHbIC 3aHATHUS TTO TUCHUIUIMHE MPOBOIITCS B yueOHBIX ayautopusix HOU Keml'V:

HaumenoBanue y4eOHBIX
IpeIMETOB, KYpCOB, IUCIH-
IUIMH (MOJyJIeH), TPaKTUKH,
WHBIX BHUJOB Y4YeOHOU Jes-
TEJIBHOCTH, TPEAYCMOTpPEH-
HBIX y4eOHBIM IIJIAHOM 00pa-
30BaTEJILHON ITPOTrpaMMBbI

HauMmenoBanue noMemeHu mis
NPOBEICHUS BCEX BHJOB yueO-
HOM JIeSTENIbHOCTH, MPEeTyCMOT-
pPEHHOU y4eOHBIM IIJIAHOM, B TOM
Yuclie TOMEIICHUS I CaMo-
CTOATENIbHOU pPalOTHI, C yKa3a-
HUEM MEepeYHsT OCHOBHOTO 000-
pyIoBaHUs, Yy4eOHO-HAIJISATHBIX
MOCOOUN U MCHIOJIB3YEMOr0 IMpo-
rpaMMHOT0 oOecreyeHust

Agnpec  (MECTOIOJIOKEHHUE)
MOMEIICHUH ISl TPOBEACHUS
BCEX BHUJOB Yy4eOHOU mes-
TEJIILHOCTH, TPEIyCMOTPEH-
HOM y4eOHBIM IUIAHOM (B
cilydae peanuzanuud oOpaso-
BaTEJIbHOM IIPOrpaMMBbI B Ce-
TEBOl (opme TOMOTHUTEIb-
HO YKa3bIBaeTCsd HaUMMEHOBa-
HUE OpraHHU3aIlH, C KOTOPOU
3aKJII0YEH JOTOBOP)

JloxkymeHnTupoBanue po-
(deccnoHaIbHON JIEATENIBHO-
CTH

607 VYuebHas
JUTSI IPOBEICHUS:

- 3aHATUH JEKIMOHHOTO TH-
na;

- 3aHATUM CEMHHAPCKOIo
(IpaKTUYECKOTO) THIIA.

Crneunanu3upoBaHHas
(yueOHasi) mebenb: J0CKa MeIo-
Basi, CTOJIBI, CTYJIBSI.

O6opynoBanue sl Mpe3eH-
Tauu ~ y4eOHOro  Marepua-
Ja:IEPEHOCHOE - HOYTOYK, 9K-
paH, IPOEKTOp.

Hcnonszyemoe mporpamm-
Hoe obecniedeHne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJHUIIEH3HOHHOMY J10-
ropopy Ne 1212/KMP ot
12.12.2018 r. mo 12.12.2021 r.),
LibreOffice (cBoOomgHO pacmpo-
crpansiemoe [10), FoxitReader
(cBOOOIHO  pacmpocTpaHsIeMoe
[10), Firefox 14 (cBoGonmHo pac-
npoctpansemoe  I10),  SH-
nekc.bpaysep  (oreuecTBeHHOE
CBOOOJTHO  pacmpoCTpaHsIEMOe
I10).

WNuTtepuer ¢ obecriedeHuemM oc-
tyna B OMOC.

ayuTopus

654079, KemepoBckas 00-
nacth, T. HoBOKy3HelK, mp-
KT Mertamnypros, 1. 19

502 KomMIbrOTEpHBIN KI1acC

VYuebHas ayautopust (Mylib-
TUMEUIHAS) J1 TPOBEACHUS:

- 3aHATUH CEMHHAapCKOIo
(MpaKkTUYECKOTr0) TUIIA;

- TPYNNOBBIX W WHIUBUIY-
aJIbHBIX KOHCYJIbTAIUM;

654079, KemepoBckas 00-
nacth, T. HoBOKy3HeUK, mp-
KT Metamnypros, a. 19
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- TEKyIero KOHTPOIs U
MPOMEXKYTOUYHOM aTTECTALIUH.

CrnennanusupoBaHHas
(yueOnas1) Mebenb: ToCKa MeJo-
Bas, CTOJIBI KOMIIBIOTEPHBIC,
CTYJIBSL.

O6opynoBanue sl TPE3CH-
TalMK  y4eOHOTO  Marepuaa:
CTallMOHAPHOE -KOMIIBIOTEP, K-
paH, MPOEKTOP, HAYIITHUKH.

OOopynoBaHue: craroHap-
HOE — KOMIBIOTEPHI ISl 00Y-
garonuxcs (16 mr.).

Hcnonszyemoe mporpamm-
Hoe obecrieuenne: MS Windows
(Microsoft Imagine Premium 3
year 1o CyOJHUIICH3HOHHOMY J10-
ropopy Ne 1212/KMP ot
12.12.2018 r. mo 12.12.2021 r.),
LibreOffice (cBoGogHO pacmpo-
crpansiemoe I10), FoxitReader
(cBOOOIHO  pacrpocCTpaHsIeMoe
[10), Firefox 14 (cBoGonHo pac-
npoctpangemoe  I10),  SH-
nekc.bpaysep  (oTeuecTBeHHOE
CBOOOJTHO  pacmpoCTpaHseMoe
I10).

5.3 CoBpemeHHble TipodeccMOHANBbHBIE 0a3bl  JAHHBIX U
HH(poOpMAIMOHHDbIE CTIPABOYHbIE CHCTEMbI

1. Koncynpranrllmoc [DnexkTpoHHBIH pecypc] : KOMI. CHpaB. IMpaBoBas cucTeMa / KOMITaHUS
«Koncynprantllmocy. — DnekTpoH. mporp. — [Mocksa, 1997-2014] — Pexum npocryna:
http://base.consultant.ru, cBo60aHBIH. — 3ari. ¢ 3kpaHa.

2. TAPAHT.PY [OnextponHslii pecypc] : nHdopMannoHHO-TIpaBoBoi nopTai / kommnanus OO0
"HIIIT "TAPAHT-CEPBUC". — DnektpoH. mporp. — [Mocksa, 1997-2014] — Pexum npocrymna:
http://www.garant.ru, cCBOOOIHBII. — 3arJyl. C SKpaHa.

6 Hnble cBeneHnda U (WIM) MaTepHAaJIbl.
6.1.1lpumepHbIe TeMbl M BAPHAHTHI MICbMEHHBIX Y4eOHBIX PadoT

CamocrosrenbHas paboTa CTyJIEHTOB OCYLIECTBISETCA B CIEAYIOMMX popMax:
MOJIMOTOBKA K MPAKTUYECKUM 3aHATHIM;

CaMOCTOSITEIIbHOE N3yUEHNE TEM AUCITUTUTHHBI (JJIEKTPOHHOE 00YyUEHHE);,

MOJTOTOBKA K TEKYIIIMM KOHTPOJIBHBIM MEPONPUITUIM (KOHTPOJIBbHBIE pAaOOTHI, TECTOBHIE OMPOCHI);
BBIMOJIHEHHUE JJOMAITHUX WHAWBUYAIbHBIX 3a/1aHuil - 8 3a7aHuii (B COOTBETCTBUU C TEMaTHYEC-
CKHUM ILJIAHOM),

MOJTOTOBKA aHATUTUYECKUX 0030POB U OTUETOB IO 33JJaHHBIM TEMaM.
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Ipumepvt unoueuoyaibHblX 0OMAHUX 3A0aAHUL
Tema 1. JlIokyMeHT 1 cucTeMbl JoOKyMeHTaluu. [loHsaTHe Aenonpon3BoaCTBA.

Bonpocwt ona ycmnozo onpoca:

1. late ompezeneHuss TEpMUHAM: JEJIONPOU3BOJCTBO, JOKYMEHTAIIMOHHOE OOecIliedeHue yrnpaBie-
HUS, JOKYMEHTUPOBAHHE, JOKYMEHTOOOOPOT, JOKYMEHT, CIIY)KEOHBIH TOKYMEHT, O(pHUIMATbHBIA JTOKY-
MEHT, aBTOp JOKYMEHTa, 00beM JOKYMEHTO000pOoTa.

2. Kak ¥ Ha OCHOBaHWM KaKUX MPU3HAKOB KIACCUPHUIMPYIOTCS TOKYMEHTBI:

— MO CTagusIM CO3/1aHNus;

— 110 CPOKaM XpaHEHMUS;

— 10 IOpUJINYECKOM CUJIE;

— 110 BUJAM;

— 110 HAUMEHOBAaHUSM BUJOB?

3. Yem onpenensercs 3Ha4UMOCTh JIOY B AeATeNbHOCTH NPEANPHUATHN, OpraHU3alul, YIpEKIeHUH?

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

5. Uro Takoe yHU(PUKAIUSA YIPABICHYECKUX TOKYMEHTOB?

6. [lepeuncnuth CymecTBYIONINE YHUPUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.

7. Uro Takoe OKY J[?

8. Ilepeuncnutb OCHOBHBIE (PYHKIIMH JOKYMEHTA.

Tema 2. TpeGoBaHUs K COCTABICHUIO M 0(OPMIICHHUIO YIIPABICHYECKON JOKYMEHTAIIHH.

Bonpocwt ona ycmnozo onpoca:

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

2. IloHsATHE U COCTaB HOPMAaTHUBHO-METOANYECKOM 0a3bl JeJI0NPOU3BO/ICTBA.

3. Ha3BaTh OCHOBHBIEC 3aKOHO/IATEIIbHBIE AKThI, HOPMATUBHBIE JOKYMEHTBHI, IEeHCTBYIOIINE B 001aCTH
JIeJIOTIPOU3BO/ICTBA.

4. Kak pacmmdposars naaexkc OCT P 6.30-2003?

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

6. Omucath o0mMe TpeOoBaHUS, IPEIBbABISIEMbIE K OPOPMIICHHIO CITy)eOHOTO JOoKyMeHTa ((hopma-
ThI, pa3Mepbl MoJIeH, TOCTPOSHUE KOHCTPYKIIMOHHOM CETKH).

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

8. Kakue pekBU3UThI OTHOCSATCS K IOCTOSIHHBIM, T04eMy?

9. Kakue pekBH3HUTHI OTHOCITCA K TIEPEMEHHBIM, TO4YeMy?

10. Ha xakue rpynmsl J1enarcsi IepeMEeHHbIe PEKBU3UTHI?

11. TlepeuncanTs 3Tanbl JOKYMEHTUPOBAHUS.

12. Yo Takoe cornacoBanue?

13. Yro Takoe yrBepxxaeHuE?

14. Kakue cnocoObl yOCTOBEpEHHUS JOKYMEHTOB CYLIECTBYIOT? B Kakux ciydasx HCIOJIB3YHOTCS
pa3Iu4HbIE CTIOCOOBI YA0CTOBEpEHUs?

15. late onpeneneHus TepMuHam: GopmyIsip-oopaszen, GopMynsap J0KyMEHTa, peKBU3HT, I0pUITYe-
CKas cujia JOKyMEHTa, 00beM JOKYMEHTOO0O0pOTa, CIIYKEOHBIN TOKYMEHT, OQUIMATbHBIN JOKYMEHT.

16. CBsi3b peKBU3HUTOB € ATANlaMH JEJIONPON3BOICTBEHHBIX PaloT.

Ilpakmuueckue 3a0anus:

1. Aramu3 ctpyktypsl u coaepxkanust TOCT P 6.30 -2003.

2. Ananmu3 ¢popmynspa-odpasua.

3. Comocrasnenne u aHanu3 Gopmymsgpa-o0pasia ¢ «pearbHbIM» JOKYMEHTOM.
4. BeijeneHue B JOKYMEHTE PEKBU3UTOB, aHAJIN3 COCTaBa MH(OPMALIUH.

Tema 3. CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3/IaHMS JJOKYMEHTOB.

Bonpocwt onsa ycmnozo onpoca:
1. Ha3zoBuTe 0cHOBHBIE METO/IbI (POPMATUPOBAHMSI TEKCTA.
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2. Onummre npaBuiia opopMiieHUs ad3a1eB, pyOpHK, 3ar0JI0OBKOB, TPUMEYaHUH, CHOCOK.
3. OnuuImTe OCHOBHBIE YaCTH TaOIHIIBI U MpaBUia UX ohopmIIeHus.
4. TlepeunciauTe OCHOBHBIC TPEOOBAHMSI, MPEIBSIBIISIEMbIE K OMOIMOTrpadu-4YeCKUM OTTUCAHUSM.

Ilpakmuueckue 3a0anus:
1. Baectu ucnpaBiieHHs B TEKCT, UCIIOJIb3YsI KOPPEKTYPHBIC 3HAKH.
2. OtdopmMaTupoBaTh UCIIPABIECHHBINA TEKCT.

Tema 4. Cocrasnenue OP/I.

Bonpocwl ona ycmnuozo onpoca:
1. Kakuie BUABI BXOISAT B COCTaB OPTaHU3AIMOHHBIX, PACIOPSIUTEIBHBIX U O(GUIINATBHO-THYHBIX
JIOKYMEHTOB.
2. Kakue Buibl OJ1aHKOB periiaMeHTUPOBaHbI cTaHAapToM? CocTaBbTe UX (DOPMYIISPHL.
. [lepeuncnutb OCHOBHBIE BU/IBI IOTOBOPOB U KOHTPAKTOB
. [lepeuncnutb OCHOBHBIE TPeOOBaHUS K 0(OPMIICHHIO IOTOBOPOB M KOHTPAKTOB.
JlaTb onpenenenue nmpukasa.
Kakue yactu TekcTa B mpHKa3e 0 OCHOBHOM JI€ATEIbHOCTHU?
[lepeuncnuth BUIBI IPUKA30B MO KaJPOBBIM BOIIPOCAM.
. Ocobennoctu oopmiIeHUsT CIIPAaBOYHO-UH(POPMALIMOHHBIX JTOKYMEHTOB.
. Kakue BubI ciry>ke0HBIX 3aITUCOK CYIIECTBYIOT?
10. Yem cimyxeOHast 3amucKa OTIUYAETCS OT CIPaBKH?
11. Kakue yactu TekcTa B akTe?
12. B ueM 0COOCHHOCTH MOITMCAHUS aKTa?
13. Jlatp onpezaeneHus BUaaM OOpalleHHi rpakaaH.

©oO~NOUTAwW

Ilpakmuueckue 3a0anusn:

1. CoctaBuTh QOpMYJISp MPEATOKEHHBIX 00PA3I0B OJIAHKOB, OTIPEICIUTH BU/.
2. OueHUTh COOTBETCTBHE «peaibHOroy» OJaHKa TpeOOBaHUSM CTaHAAPTA.

3. CKOHCTpYHPOBATh KOMITJIEKT OJIAHKOB (DPHPMBI.

Tema 5. JlenoBbie nucbma.

Bonpocwl ona ycmnozo onpoca:

. Ilepeuncnure cymecTBYOIUE KIACCU(PUKAIUN CITY>KEOHBIX MTHCEM.

. CoctaBbTe hOopMyIIsIp CITYy:KeOHOTO MHUChMa.

. OnumuTe 0co00EHHOCTH MOCTPOEHUs MPocToro (1-2 4acTH) TeKCTa MUChbMA.

. Onumure 0cOOEHHOCTH MOCTPOEHUS CII0KHOTO (3-4 yacTu) TEKCTa MHUChMA.

. I[lepeuncnure u npuBeIUTE NPUMEPHI CIIOCOOOB YHU(DHUKAIIMH JEI0OBOIO MHChMA.
. [lepeunicinure BUIBI KOMMEPYECKHX TTHCEM.

. Uro Takoe odepTa, Ha30BUTE OCOOEHHOCTH €€ 0(OPMIICHUS.

8. Uro Takoe pexyraMaIivs, Ha30BUTe OCOOEHHOCTH e 0(hOpMIICHHUS.

~No oTh~ WN -

Ilpakmuueckue 3a0anus:

1. CocraButh popmymsip muchbMa Jist MPeASIOKEHHOro 00pasia.

2. HaiiTn HeTOYHOCTH B OOPMIICHHH NMHChMa, O)OPMHUTH JTOKYMEHT B COOTBETCTBHHU C TPEOOBaHMSI-
MU CTaHJapTa.

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

4. CocTaBUTh TUCHMO CIOXHOE (3-4 yacTH TeKcTa)

5. CocraButh nuchMo ¢ TpadaperHsiM TekctoM. Tema 6. Koppecnonaenuus, cBsa3aHHasi ¢ poBee-
HUEM MEPUONYECKUX MEPOIIPUATHH.

Tema 6. KoppecnionieH1IMsI, CBsI3aHHAs C IPOBEICHNUEM MTEPUOANYECKUX MEPOIIPHUITHI.

Bonpocwt ona ycmnozo onpoca:
1. Yro Takoe mpoToKoa?
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. CoctaBbTe HOpMYISIp MPOTOKOIIA.

. Onumure CTPyKTypy TeKCTa MPOTOKOIA.

. B uem ocobeHHOCTH TTOAMHMCAHUS TPOTOKOIA?

. Bunet mpotokonioB. OcHOBHEIE TpeOOBaHUS K 0OPMIICHHUIO.

. Kak odopmisiercst BeIuCKa U3 MpOTOKOJ1a?

. KaK CTpOSITCSI TCKCThI HI/ICLMa-HpI/II‘JIaH_IeHI/IH, HI/ICBMa-I/I3BeH_ICHI/ISI?

. Kakue TpeOGoBaHMs IPEIBABISIOTCS K TEKCTY TEJIETPaMMBbI U TeJIeOHOTpaMMbI?
. Kakue TpeboBaHus MPEeIbABISIOTCS K TEKCTY JICKTPOHHOTO COOOIICHNUs?

OO NO O WN

Ilpakmuueckue 3a0anus:

1. CocTaButh QopMyIIsp «peaabHOr0» MPOTOKOJIA.

2. Haiitn HETOYHOCTH B O(DOPMIICHUH MPOTOKOJIA, HCIPABUTH U OPOPMUTH JOKYMEHT.
3. Ha ocHOBaHuU OJTHOTO MPOTOKOJIa OPOPMUTH KPATKHI MPOTOKOJL.

4. OhopMUTB BBIMHCKY U3 IPOTOKOJIA.

5. OpopMUTH MHCHMO-U3BEIIEHUE C 000OIIEHHBIM aJPECaTOM.

Tema 7. Kommepueckast nepenucka ¢ 3apyOeKHbIMU [TapTHEPAMHU.

Bonpocut 0na ycmnozo onpoca:

1. Kakue crangaptel UCO pernamMeHTHPYIOT OGOPMIICHHE JEIIOBOM IMEPETHUCKU?
2. Kakue ¢popmarel OyMaru UCIoNb3YIOTCS B MEXKIIYHAPOTHOM Mepenucke?

3. Kak cripoexTipoBanbl O1aHKH IJ1s1 MEKAYHAPOTHBIX IHCEM?

4. Buapl MEKIYHAPOIHBIX ITHCEM.

5. Ocobennoctu ohopMIIeHUST PEKBH3HUTOB.

Ilpaxkmuueckue 3a0anus:
1. IIpoBecTu comocTaBUTEIBHBIA aHAIM3 00pA3LOB MEXKAYHAPOJAHOTO U POCCHIMCKOTO JIeJIOBOTO
MMChMa.

Tema 8. Opranuzaius 10KyMeHTOO00pOTa.

Bonpocwt ona ycmnuozo onpoca:

. Ilepeunciaure OCHOBHBIE 3Talbl JOKYyMEHTOO00pOTA, TaiiTe UM ONpeIeNeHHS.

. Kakue TpeboBaHus NpeIbsABISIOTCS K PETUCTPALUU BXOJAIMIMX JOKYMEHTOB?

. JlaiiTe XapakKTepUCTUKY OpraHU3alui KOHTPOJIS UCTIOJTHEHUSI IOKYMEHTOB.

. JaiiTe XxapakTepuCTUKYy OpraHu3aiuu GOpMUPOBAHUS eIl

. Uro Takoe HoOMeHKatypa aen? KakoBa NepruoguuHOCTh BHECEHUST N3MEHEHUIN?

. [lepeuncnure BUbl HOMEHKIATYP.

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

. Kakas uadopmanust He MOXKeT ObITh OTHECEHA K PA3PAy «KOMMEPUYECKON TaltHbD)?
. Kak ocymecTBisieTcst peructpanus 1 ydet oOpaiieHuid rpaxaan?

10. Kakue cymiecTByrOT CPOKH HCITOJTHEHUST 0OparieHuii?

11. IIpaBuna yuera yCTHBIX OOpaIleHuH.

Ilpakmuueckue 3a0anus:

1. Ilpoananu3upoBatk Ciry>keOHbIE OTMETKH Ha JJOKYMEHTE.

2. Ilo ciry>xeOHBIM OTMETKaM Ha JJOKYMEHTE peKOHCTPYHPOBATh XPOHOJIOTHIO JJOKYMEHTO000POTA.

3. IIpocTaBuTh Ha JOKYMEHTE PEKBH3HUTHI, COOTBETCTBYIOIINE JEIONPOU3BOACTBEHHBIM ONEpalUsiM
(peructpaiyiii BXOJSIIETO JOKYMEHTA, PACCMOTPEHHUIO U MPUHATHIO PEIIEHUs, KOHTPOIIO HCIOJHEHUS,
HAIPABJICHUIO B JIEJIO).

4. Ha npumepe HOMEHKIATYphI A€l MPOaHAIU3UPOBATh MPUHIIUI TPYIIUPOBKH /1€ U YCTAaHOBIICHUS
CPOKOB XpaHEHUS JIeIl.

O©CoOoONO OIS, WN P

Ilpumep mecma
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1. [IpaBuiia U OpraHu3anyio JOKYMEHTAlMOHHOTO 00ecreueHrs yIpaBIeHUs Ha MPEANPUSTHH YCTaHaB-
JIMBAET:
- IIpaBuia BHyTpEHHEr0 pacnopsiika
- Uncrpykuus no 10Y
- YcTaB npeanpuaTus
2. HaGop pexkBU3UTOB O(UIIATFHOTO MMCEMEHHOTO IOKYMEHTA, PACIIOJIOKEHHBIX B ONPEIeIeHHON T10-
CJI€I0BATEIILHOCTH, HA3bIBACTCS:
- GopmyInsipoM TOKyMeHTa
- OJTaHKOM JIOKyMEHTa
- JIOKYMEHTOM
3. CpOKOBBII KOHTPOJIb UCIIOIHEHUS JOKYMEHTA OCYILIECTBIISIETCS:
- PYKOBOJUTEJIEM OpraHU3aLUU
- cyxo6oii JI0Y
- MCIOJHUTEIEM MOPYUEHUS
4. PexBU3UTOM, COJIEpKAIIMICS TOJBKO B IMCbMaX-OTBETAX, SIBISACTCSA:
- aapecar
- CChUIKA HAa PErUCTPALIMOHHBIA HOMEP U JaTy JOKYMEHTa
- OTMETKa O MOCTYIUIEHUH JOKYMEHTa B OpraHu3aluu
5. UcnionHenue pe3otonui pyKOBOAUTEINS HA TOKYMEHTE OCYLIECTBIISAETCS:
- OTBETCTBEHHBIM HCIIOJIHUTENIEM, Ubsl (PAMUIIUS yKa3bIBAECTCS IEPBOM B PE30IIIOLINU
- OTBETCTBEHHBIM UCIOJIHUTEIEM COBMECTHO C COTPYIHUKAMU, YKA3aHHBIMU B IOKYMEHTE
- BCEMH HUCIIOJIHUTEISIMH, YKa3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOI'O MCIIOJHUTENS, KOTO-
PBIii OCYIIECTBIISIET KOHTPOIUPYIONLYIO () YHKITHIO
6. JIokyMeHT, B KOTOPOM BOCIPOU3BOAUTCS peKBU3UT «lloanucey» 0e3 TMYHOM MOAINCH:
- BBIIIMCKA U3 PACTIOPSAIUTEIIBHOTO IOKYMEHTA
- aKT
- IPOTOKOJ 3aceAaHus
7. PacniopsauTenbHas 4acTh JOKYMEHTA, IPUHATOrO KOJUIETHAIIbHBIMU OpraHaMu, HAUMHAETCSI CO CJIOB:
- [IPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEHAVYIO)
- [IOCTAHOBJISAET (PELLHAET)
8. Kommepueckuil JOKyMEHT, Co/lepKalliil MpeabsBlIeHNE IPETEH3UN K CTOPOHE, HapyIIUBILEH IPUHS-
ThIE
- Ha ce0s 0 KOHTPAKTY 0053aTeabCTBA U TPEOOBAaHUS BO3MEIIECHUS YOBITKOB, Ha3bIBAETCS:
- IMChMO-HAallOMUHAHUE
rapaHTUMHOE MUCHbMO
MHUCbMO-pEeKIaMalus
9. ns opranuzanuii ¢ HeOOJBIIUM JOKYMEHTOOOOPOTOM Halle BCEro MPUMEHSTCS ... opMa JeIonpo-
W3BOJICTBA:
- IIEHTpaJIU30BaHHAA
- CMeILIaHHas
- JIeLlEHTPATU30BaHHAs
10. JlokyMeHT, olpeieIEHHBIN B TOJKOBBIX CIOBapsX PYCCKOIO S3bIKA KaK «JOKYMEHT C 3allMChI0 BCETO-
MIPOUCXOJISIIEr0 Ha 3aCeAaHUU, COOPAHUNY:
- TIPOTOKOJ
- TIOCTaHOBJIEHUE
- peuieHue
11. ITosnHyO 3anUCh BCEro XoAa 3aceaHusl OTPaXKaeT:
- TIOJHBIN IPOTOKOJ
- KpaTKHM MPOTOKOJI
- creHorpau4ecKuit MpOTOKOI
12. IIpenynpenuTenbHblii KOHTPOJIb IPEATIONAraeT:
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- €KEJIHEBHYIO [TOJITOTOBKY CBEIEHUH O IOKYMEHTAX, CPOK UCIOIHEHUS KOTOPBIX HCTEKAET CEro-
JHS
- ©KEMECAYHOE WIIN €KEKBAapTalIbHOE COCTABJICHUE MIEPEUHS HEUCIIOJHEHHBIX JOKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHA NPEayNpexIeHUE COTPYTHIKA O HEOOXOIMMOCTH PEIICHHS TOPYUYCH-
HOT'0 €My BoIlpoca
13. HauMeHoBaHM€e TOKYMEHTA, OJTHUM U3 pa3/iesioB KoToporo ssisietrcs «lIpeamOynay:
- JIOJDKHOCTHAsl MHCTPYKLUS
- JIOTOBOP
- MCKOBOE 3as1BJICHHE
14. IokyMeHT MOXeT OBITh IMOANMCAH UCTIOIHSIONUM 00S13aHHOCTH JOJDKHOCTHOTO JIUIIA C:
- yKazaHueM ero (pakTH4eCKOH JOKHOCTH U (haMUIInu
- TMPOCTABJICHUEM IIPEIOTA «32) WU HAJIHCH OT PYKH «3aM.»
- NIPOCTaBJIEHUEM KOCOU 4epThI N1epe]] HAUMEHOBAHUEM JTOJDKHOCTH
15. PeructpainoOHHbIA HOMEP JOKYMEHTA, COCTABIICHHOI'O COBMECTHO JABYMS U 00Jiee OpraHu3alusIMH,
IpeCTaBiIsIeT COOOM:
- PETrUCTpPAIMOHHBIA HOMEP JOKYMEHTa OpraHU3allly, YKa3aHHOW Ha OJIaHKe IepBOM
- PerucTpPalMOHHBINA HOMEP JOKYMEHTa OpraHu3allii, B KOTOPOH JOKYMEHT (paKTHUECKH COo3/aBall-
cst
- perucTpanoHHbIE HOMEpA JOKYMEHTa KaKI0H U3 OpraHu3aluii, IpoCTaBIsIeMBbIX Yepe3 KOCYIo
YepTy B HOPAJIKE YKa3aHUSA aBTOPOB B JOKYMEHTE

TeMbl U 32IAHUS KOHTPOJILHOI padoTh! (st 30 u O3P0)

KonrtponbHas pabora Ha 3a04HOM OTAEJICHHM COCTOUT B PEIICHHH 33j]ad 10 TeMaM Kypca. Ba-
PHAHTHI 33]1a4 U METOIMYCCKHUE YKa3aHHsI K UX BBIOJHEHHIO IPUBEIICHBI B Memoouueckux yKa3auusx no
8bINOJHEHUIO KOHMPOTLHOU pabomul no oucyuniure «/JoKkymeHmuposanue npo@heccuoHaibHol Oesmensb-
Hocmuy 0711 cmyoeHmos, ooyuarouuxcs no Hanpasieruro 38.03.01 Dxonomuka

6.2. IlpumepHbie BONPOCHI W 3aJaHUA / 3aJa4d ISl TPOMEKYTOYHOH
arrecTaluu

Tabnuna 8 - [IpumepHbIe TeopeTUUECKHE BOMPOCH M MPAKTHUECKHUE 3aJaHus / 3a4auu AJis IpoMe-
JKYTOYHOM aTTECTallK1

Ne | Paznensl U TeMbl IIpumepHbIE TEOpETUUYECKHE BOIPOCHI [IpumepnsbIie
MPAKTUYECKUE
3aganus /
3a1a4yu
1 | JokymeHT u cuc- 1. lMonstue o moxkymenre. Knaccudurkanuu J0KyMeHTOB. 3ananue (M.
TEMbI JOKYMEHTa- 2. YuuuKanus M CTaHIApTH3AIMS YIIPABIEHIECKMX JTOKYMEHTOB, | MOCIE TabIHIb)
uun. [onstue ne- YHu(UIUpoBaHHbBIE CHCTEMbI JOKYMEHTALUH.
JIOTIPOU3BOJCTBA
2 | TpeboBanus k co- 3.TOCT P 6.30-2003. CocraB cranmaprta, 3HaYCHHE JUIS yIPaB- 3ananue (CM.
CTABJIEHHIO U JIEHYECKOM JIEATENLHOCTH. TocJie TabIHIIbY)
oopmienuto 4. ®opmyisip-o0Opasen Kak o0Ias MO/eNb MOCTPOCHHUS perjiaMeH-
YIpaBIeHIECKOMH THPOBAHHOTO YIPaBIEHUYECKOTO TOKYMEHTA.
JOKyMEHTALIUU 5. PexBusutel moctosHHBIE (01-04); XapakTepucTHKa, NpaBHIiIa
oopmieHus.
6. PexBusutel mocrosHabie (05-09); xapakTepucTHKa, MpaBUiIa
odopMIIeHUS
7. bnauk, Buapl OJJaHKOB.
8. PexBu3uThl 3aroiaoBouHoi yactu AokymeHTa (10-14), xapakre-
pHUCTHKA, TPaBHiIa 0OpMITCHUSL.
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Paznensl U TeMBI

ITprMepHBIE TEOPETUUECKHE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKUE
3amanus /
3a/1a41

9. [paBuia afgpecoBaHus TOKYMEHTOB.

10. Ocobennoctu 0popMIIEHHUS TEKCTa CIYKeOHOTO JOKYMEHTa

11. PexBusutsl 18 u 21; xapakTepucTuKa, IpaBuia 0OPMIICHUS.
12. PexBusutsl 22 u 25; XapaKTepUCTHKA, IpaBuia 0OPMICHHUS.
13. PexBusutel 16 u 26; xapakTepuCcTHKa, IpaBUia 0OPMIICHUS.
14. PexBusuthl 23 u 24; xapakTepuCcTHKa, IpaBrUiIa 0opMIICHUS.
15. PexBusutel 17, 19, 27; xapakTepucTHKa, MpaBuia odopmire-
HUSL.

16. PexBusutsl 28 — 30; XxapaKkTepuUCTUKa, MPaBUIIa OPOPMIICHUSI.

CoBpeMeHHEbIE CTo-
CcOOBI U TEXHHKA
CO3/IaHUs JOKY-
MEHTOB

17. COBpeMCHHLIe CITOCOOBI K TEXHUKA CO3JaHusA JOKYMCHTOB.

3amanue (cMm.
ToCJIe TaOITUITH)

Cocrasnenue OPJ{

18. YCOP/I. Ha3znaueHne cuCTEMBbI, XapaKTepPUCTUKA TPYIIT U BU-
JIOB IOKYMEHTOB.

19. Cucrema opraHM3allMOHHBIX JOKYMEHTOB. Ha3zHaueHwe, BHUIBI
JIOKYMEHTOB.

20. JloroBopa ® KOHTPAaKThl, KiIacCHUpHUKanuu. TpeboBaHUS K
0 opMIICHHIO.

21. JloymKHOCTHAST MHCTPYKIUS; OCOOCHHOCTH JOKYMEHTHPOBAHUSI.
CrpykTypa TeKcTa.

22. Cucrema pacropsiIUTeNIbHBIX TOKyMeHTOB. HasHadenue, BUbI
JIOKYMEHTOB.

23. Ilpukassl, BUAB Mpuka3oB. OCOOEHHOCTH JAOKYMEHTHPOBAHHUS
npukas3oB. CTpyKTypa TEKCTA.

24. YanduuupoBaHHbIe ()OPMBI KaIPOBBIX ITPUKA30B.

25. Pacniopsokenusi. OcobeHHOCTH O(OpPM-JICHHUS, CTPYKTypa TEK-
cra.

26. [TocTanoBienus,
CTPYKTypa TEKCTa.
27. Cucrema crpaBOYHO-MH(POPMAIIMOHHBIX TOKyMeHTOB. HasHa-
YeHHe, BUIbI.

28. JloxnamHas 3ammcka,
CTpyKTypa TeKcra.

29. CnpaBka, Buabl cinpaBok. OcobeHHOCTH O(opMIIEHUs, CTPYK-
Typa TeKCTa.

30. Akt, Bubl akToB. OCOOEHHOCTH OOPMIICHUS, CTPYKTYpa TeK-
cra.

O6pamenus rpaxnad. Hasnauenue, Buapl, OcobeHHOCTH 0(OpM-
JICHHSI, CTPYKTYpa TEKCTA.

pemenns.  OcobGeHHOCTH  OQOpMIICHUS,

BUJBI, OCOOEHHOCTH OQOpPMIICHHS.

3amanue (CM.
TOCJIC TaOJTUITH)

JlenoBwie muchMa

31. Jlenoble muchbMa. XapaKTEPUCTHKA U KJIaCCH(DUKAIUHL.
32. Kommepueckue nucbMa. XapakTepHCTHKa U KIaCCUPHUKALNH.
Oco0eHHOCTH MOCTPOCHHS TEKCTA CIYKEOHOT0 MHUChMa.

3anmanue (cM.
mocye TabJIHIIbI)

Koppecnonennus,
CBSI3aHHAS C MPO-
BEJICHUEM IIEPHO-
TUYECKUX Mepo-
NPUATUI

33. MexayHapoIHbIe HChMA.
34. Crangaptel UCO Ha odopmiieHue 1e0BOi NEPEnUCKH.

3anmanue (CM.
mocye TabIHIbT)
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Ne | Pasnensl U TeMbl IIpuMepHBIE TEOPETUUECKUE BOIIPOCHI IIpumepHsbIe

MPAKTUYECKUE
3amanus /
3aJ1a4n
7 | Kommepueckas 35. IIpoTokosn, Buabl NPOTOKOI0B. OCOOCHHOCTH IOCTPOCHHUS TEK- 3ananue (cM.
nepemnucka ¢ 3apy- | cra. TOCIIe TAOIHIIBI)
OcxHpiMU TIapTHE- | 36. CpeacTBa onepaTMBHON CBS3W (Telerpamma, TEJICKC, 3JICK-
pamu TpOHHOE coolIIeHue, Tenedonorpamma). TpeboBanus kK odhopmire-
HUIO.
8 | Opranu3zanus 10- 37. Xapaxrepuctuka ['C JOY. ConepxaHue Ae10IPOU3BOACTBA. 3ananue (cM.
KyMeHTo000poTa 38. Coznanue mpoekTa JOKyMEHTa, COTJIACOBaHWE KaK JTarbl Jlo- | [OCTE TabIHLbI)
KYMECHTUPOBAHHUSI.

39. YaocTtoBepeHne JOKyMEHTOB, BHIBL.

40. Peructpanus BXOIAMINX U UCXOASIINX TOKYMEHTOB.

41. IIpaBwna 06pabOTKH M PACCMOTPEHUS BXOSAIINX TOKYMEHTOB.
42. IlpaBuna opraHu3aliii KOHTPOJIS UCTIOJIHEHHS JOKYMEHTOB.
43. IlpaBuna GpopMUpOBaHUS U XPAaHEHUS JIE.

44. HomeHKkIaTypa J1ei, BUIBL.

45. DxcnepTH3a EeHHOCTH JOKYMEHTOB.

46. IToaroroBka aen K caade B apxuB. CpoKH XpaHEHHS.

47. IlonsaTre KOMMepYECKOW TaifHEI.

48. Opranu3zanus KOHQHUIESHIINATHFHOTO AIOMPOU3BO/ICTBA.

le/lMeprle 3alaHUsA K 3a49€Ty

3amanue 1.

[Tonb3ysace TpynoBbim koznekcoM P® rmasoi 10 u 11. Onummre nomarosyro npoueaypy npuema
paboTHUKA Ha OCHOBHYIO pabOTy M (WJIM) IO COBMECTHUTEIILCTBY. 3aIOTHUTE MPEUIOKCHHBIE 00pa3Ilbl
JIOKYMEHTOB, 0(OpMIIIEMBIX IIPH ITpHeMe pabOTHHUKA Ha paboTy.

3amanue 2.

[Tonw3ysce TpynoBeiM KopekcoM P® rmaoii 12. Onmmmre MOMIaroByr NpOLENypY H3MEHEHHS
TPYZOBOTO JOrOBOpa, B TOM YHCJIE MEPeBOJl pabOTHHKA Ha JAPYTylo paboTy. 3aloJHUTE MPEUI0KEHHbIE
00pa31bl TOKyMEHTOB, 0hOpPMIIIEMBIX TPU U3MEHEHNUHN YCIIOBHI.

3agadue 3.
[Tone3ysice TpynoBeiM KogekcoM P® rnaBoit 19. OnummuTe nomaroBpyro Opoleaypy Ha3Hau€HUs OT-
MycKa. 3amoJHUTe MPEATI0KEHHBIE 00pa3Ibl TOKYMEHTOB, 0POpPMIIsieMbIX PU 0GOPMIIEHUU OTITyCKa

3aganue 4.

[Tone3ysice TpymoBeiM KoaekcoM P® rmaBoit 13. OnuimuTe momaroByr MpoLEAypy YBOJTbHEHHUS
paboTHUKA. 3aNOTHUTE TIPEUIOKECHHBIE 00pa3Ibl JOKYMEHTOB, OOPMIIIEMBIX TIPH YBOJIHHEHHUH COTPY/I-
HHUKA.

Cocrasurens: MaxuHa TA, CT. IPCIIOaBaTCIb Kad)CJIDBI 3KOHOMMKH U YVIIPABJIICHUA
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