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1 Heap JUCHUNIAHBI
B pesynbraTe ocBOEHMS JAHHOW JAUCHUILIMHBI Y 00y4YaIONIerocs TOJKHBI ObITh chOPMUPOBAHBI KOM-

MEeTEHIIUA OCHOBHOM TpodecCHoHabHONW 00pa3oBaTelbHON MporpamMmbl cneruanuteTa (nanee - OITOII):
MK-12, ITK-17.

CogepxaHre KOMIIETEHIIMN KaK IUTAHUPYEMBIX PE3yJbTaTOB OOYYCHHsSI MO MUCIUIUIMHE CM. Ta0Ju-
el 1

1.1 ®opMupyemMbie KOMIIETCHIUU

Tabmuna 1 - PopMupyemble TUCHUIUIMHON KOMIIETEHLIUU

HaumenoBanue HaumenosaHue ka- Kox u Ha3BaHne koMmneTeHIINN
BHJ1a KOMIIETCHIIUX Teropu (TPyIIibl) KOM-
MIETCHIIMI
[Ipodeccuonanpuas IIpaBooxpanuTtenbHas Jie- TIK-12 CHOCOOHOCTBIO BBISIBIISATh, JOKYMEHTHPOBATH,
ATETBbHOCTD NpeceKkaTb YU pPaCKpbIBaTh NPECTYIUICHUS U
UHBIE IIpaBOHApYIIEHHs B chepe IKOHOMUKHU
[Tpodeccuonanpuas [IpaBooxpaHutenpHas nae- T1IK-17 CIOCOOHOCTBIO MPABHIBHO M TOJIHO OTPAXKaTh
SATEJIbHOCTD PE3YIbTAThI HpO(beCCPIOHaJ'IBHOﬁ JACATCIIBHO-
CTH B TIPOLIECCYAIBHOW W CIYyXEOHOH IOKY-
MEHTaAIun

1.2 IeckpunTopHble XapAKTEPUCTUKHA KOMIIETEHINI
Tabnuna 2 — JlecKkpUnTOpHbIE XapaKTEePUCTUKU KOMIETSHIHH, HOPMHUPYEMbIX TUCIUILIMHOM

KOZI 1 Ha3Ba- I[eCKpI/IHTOpHBIe XapPaKTCPUCTHUKU KOMIICTCH- I[I/ICHI/IHJII/IHBI " IIPaKTUKH,
HHUEC KOMIIC- ouu 110 OIIOII (1)0pMI/Ipy}OH_II/Ie KOMIICTCHIIUIO 110
TEHIIUU OIIOII
IIK-12 3HaThb: b1.b.11Cynebnast skoHOMHYECKAsT KC-
- 3aJlauy, NPUHLNIIbI, OCHOBAHMS M yCIOBUS IPOBELC- | mepTH3a
HHS ONEPATHBHO-PO3BICKHBIX MEPONPHATUH M MpaBuia | 51.5.13.02 YTOJI0BHBIi IpoLEece
UX JIOKYMEHTAILHOTO 0(hopMIIeHHUST; B1.5.13.03 KprMHHaTHCTHKA
- MpaBWiia JOKYMEHTHPOBAHHS, METOMABI BBISIBICHUS
P HOKY P ’ A > | B1.B.03 JokyMeHTALMOHHOE
MPECEUYCHUS] U PACKPBITHUSI OT/CIbHBIX BUIOB MPECTYII- .
y o o0ecrneuyenue HpO(l)eCCI/IOHaJ'II)HOI/I
JICHU# U MHBIX IPaBOHAPYIICHUH B Chepe SIKOHOMHUKH.
VMeTh: e TeJIbHOCTH 5
- JIOKyMEHTHPOBATh pe3yibTaThl AestenbHoctd u uc- | D1.B.12 BHyTpeHHHIT KOHTPOIb
II0JIb30BaTh UX IIPU MPOU3BOLACTBE PACCIEAOBAHUS YIO- b2.5.02(IT) [TpownsBoacTBeHHAs
JIOBHBIX JIeJl M B IPOM3BOJCTBE IO JeiaM 00 ajMuHu- | IPAKTHKa. IIpakTHKa 10 MOJy4YEHUIO
CTPaTHUBHBIX MPABOHAPYIICHUIX B Chepe IKOHOMHUKH; Mpo(heCCHOHANBHBIX YMEHHU W OIIBITa
- ODPUMCHATH MCETO/Ibl BBIABJICHUS, MPECCUYCHUA U pac- HpO(i)eCCHOHaHBHOﬁ TEeATEIIbHOCTU
KPBITHS! OT/ICIBHBIX BHIOB npeCTynfeHHﬁ W MHBIX Tpa- | B3 B 01(]1) 3amuTa BBIITYCKHOI
BBOHapymeHI/II/I B PO(eCCHOHANBHOM JIeSITEIbHOCTH. KBATM(UKALHORHOH PaGoTHl, BKIIOYAS
JIaJeTh:
A IOJATOTOBKY K MpPOLEAYypE 3allUThl U
- HaBBIKAMH JOKYMEHTHUPOBAHHs PE3YJIbTaTOB C IEJbIO
MPOLEAYPY 3aIUTHI
BBISBJICHUS, TIPECEUCHHSI U PACKPBITHS OTIENIBHBIX BH- OTILOIL 0
JIOB TIPECTYIUIEHUH M MHBIX IIPaBOHApYLIEHUH B cdepe A praHusalust 1 MCTo-
5KOHOMFKIL JIbI HAJIOTOBBIX IPOBEPOK
TIK-17 3HaTh: b1.5.13.02 YroiioBHBII nponecc
- TpeOoBaHMA, TPEAbABIAEMEIC K OpopmieHnio npo- | B1.5.25 pax1aHcKoe IpaBo H IIPOILIECC
neccyanbHoil u ciy:xeOHol nokymentanuu B cdepe | 51.B.35 AJIMHHHCTPAaTHBHOE [PaBO M
npodeCCHOHANBLHON JeITeIbHOCTH TPH  pealii3aluu nporece
HOPM  a/IMMHHCTPATHBHO-NIPOLIECCYATbHOTO M YTOJOB- | 1y B 3 JIOKYMEHTAHONHOE
HO-NPOLIECCYAILHOTO 3aKOHOIATENbCTRA. o N
VMeTh: obecneyenne npogeccHoHATbHOMI
- COCTaBIIATh O(DUIMATbHBIE HChMEHHbIE 10KyMeHTbl, | ACHTEIBHOCTH
NPaBWIFHO M MOJHO OTPAKAIOIIME Pe3yJabTaThl HpoO- B2.5.02(TT) HpounssoxacTBeHHAs
(beccp[oﬂan],ﬂoﬁ JICATEILHOCTH; IMpaKTHKa. HpaKTI/IKa o TMOJIYUYCHUIO
- HCNONB30BaTh HPO(GECCHOHATLHYI0 TEPMHUHOJNOTHIO | MPOPECCUOHANBHBIX YMEHUU W OIBITA
IpU COCTABICHMH CIyxKeOHOH M IpoleccyanbHOH 10- | mpodecCHoHaIbHOM AeITEIbHOCTH
KyMCHTallM1 B HpO(beCCI/IOHaHBHOﬁ JCATCIbHOCTH NPHU B3BOl(H) 33.H.[I/IT3. BLIHyCKHOﬁ
peaIH3AIMH HOPM a/IMHHHCTPATHBHO-MPOIECCYATBHOTO | ypa jhUKALMOHHON PaGOTh, BKIKOYAs
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Kon u Ha3Ba- | JleckpunTOpHbIE XapaKTEPUCTUKN KOMIIETEH- JIMCUMIITUHBL U IPAKTUKH,

HUE KOMIIE- uuu o OINOIT (hopMupyOIIKe KOMIETSHIIHIO 110
TEHIINHU OIIOII
1 YT'OJIOBHO-TIPOLECCYAIbHOTO 3aKOHOJATEIILCTBA. HOﬂFOTOBKy K HpOHeﬂype 3alllUThI U
Bunapers: MPOLEAYPY 3AIIUTHI

- HaBBIKAMH COCTABJICHHS JOKYMCHTAI[HU, OTpaXKaro-
et pe3yabpTatel IPOPECCHOHATIBHON NEeSTEIbHOCTH B
COOTBETCTBHH C TPeOOBaHHAMH, MPEIBABIACMBIMH B
chepe npodeccroHATBHOM 1ESTENBHOCTH IIPH peasn3a-
MU HOPM aJMHHHCTPATHBHO-IIPOLECCYAIBHOTO M YIro-
JIOBHO-IIPOLIECCYAIBHOTO 3aKOHOAATEIIBCTBA.

2 O0béM W TPYAOEMKOCTHh IUCHMINIMHBI 1O BHJAAM Y4YeOHBIX 3aHATHIA.

DopMBbI IPOMEKYTOYHOH aTTECTALUH.
Tabmuna 3 — O0beM U TPYAOEMKOCTh JUCIUTUIMHBI 10 BUJAM YIeOHBIX 3aHATHN

06 61O DAG O6béM yacoB o hopmam
mas TPYJOEMKOCTh ¥ BHJbI y4eOHOW padOThl MO AMCIIH- obyuemus
TUTHHE, TPOBOIMMBIC B Pa3HBIX (OpMax 050 300 350
1 O61as TpyJ10€MKOCTh AUCIUITITUHBI 180 - 180
2 KonrakTHas pabora oOydaroumuxcsi ¢ mpemnojaBareneM (1o 54 - 12
BHJIaM Y4YCOHBIX 3aHSTHIA) (BCETO)
AynurtopHas pabota (Bcero): 54 - 12
B TOM YHCIIE: -
JIEKINHU 18 - 4
MPAaKTUYECKUE 3aHATHUSI, CEMUHAPBI 36 - 8
MIPAKTUKYMBI -
nabopaTopHbIe PaOOTHI -
B MHTEPAKTHUBHOM (hopme -
B QJIGKTPOHHOH (hopMme -
BHeayuropHas pabota (Bcero): 90 - 159
B TOM 4YMCJie, MHAUBHAyallbHas paboTa 00ydaromuxcs ¢ npe- -
1oJlaBaTeseM
MIOJITOTOBKA KOHTPOJILHOM paboThl - 10
rpynmnoBasi, WHAWBUIYyalbHAs KOHCYJIbTAIlsl U WHBIC BHJbI -
y4eOHOM NIeATeNbHOCTH, MPEAyCMATPUBAIOIINE TPYNIOBYIO
WIM UHAMBUIYAIbHYIO paboTy 0OydaromMXcs ¢ MpernojaBa-
TeneM)
TBOpYecKas padbora (dcce) -
3 CamocrosTenbHas paboTa 00ydaroumxcs (BCero) 90 - 159
4 TIpoMexxyTOUHas aTTecTalysi 00ydJarouierocs — IK3aMeH 36 - 9




3. YueOHO-TeMaTHYeCKHI IJIAH U COAePKAHUEe TUCIHUIINHDI.
3.1 YyeOHO-TeMaTHYECKHH MJIaH

Tabnuua 4 - YueOHO-TeMaTUYECKUH TUIaH

0151 O4HOU hopmul 0OyUeHUA

Oomas
Tpyaoem-
KOCTh (Yacax)

Buabl y4eOHbIX 3aHATHIi, BKIIOYas caMOCTO-
ATeJbHYI0 Pa00Ty 00y4alOIUXCS M TPYA0EM-

KOCTh

®opMBbI TeKyLIero KOH-

= (B yacax)
B TPOJISA M IPOMEKYTOY-
= Paszngen qAucuUnInHbI o
2 ydyeOHas paboTa caMoCTosI- HOH aTTecTaluu ycIe-
TeIbHAS BaeMOCTH
CeMHMHaphbI, paﬁoTa 06y_
BCEro JICKIUHU NpaKkTH4YeCKue YAOIIIXCS
JaHATHSA
OKYMEHT U CHCTEMBI JOKYMEHTa- .
1 Hloky FOKY 18 4 1 13 YcTHbIM onpoc
uuu. [loHsTHE Aemonpon3BOACTBA
TpeboBaHUs K COCTABICHUIO U .
N Yernslii onpoc Ipak-
2 | opopmiteHUIO IPOPECCHOHATEHOM 18 2 5 11
TUYECKHE 3a/laHus
JOKYMEHTAINH
3 CoBpeMeHHBIE CIIOCOOBI U TEXHHUKA 18 2 5 11 Yernslii onpoc Ipak-
CO3/IaHHUsl JOKYMEHTOB TUYECKHE 3a/laHus
Yernsii onpoc [Ipak-
4 | Cocrasnenue OPJI 18 2 5 11 poc 1Ip
THYECKHUE 3a1aHUs
5 | Jenossle nuceMa 18 2 5 11 IIpakTHueckue 3a1aHus
Koppecnonnenuus, cBsizanHas ¢ .
PP JCHIIT, Verusrit onpoc Ipak-
6 | OpoBeJECHUEM NEPUOIUUECKUX ME- 18 2 5 11
. TUYECKHE 3a/laHus
PONIPUATHH
7 Kommepueckas nepemnucka c 3apy- 18 2 5 11 VYernslii onpoc Ipak-
OCKHBIMY MTApTHEPaAMH TUYECKHE 3a/IaHuUs
Opranun3zanust JOKyMeHTo00opoTa VYceTHbIl onpoc
8 18 2 5 11 [IpakTudeckue 3aganus
TectupoBanue
[IpomesxyTouHast aTrecTauus 00y-
P Y y 36 OK3ameH
Yarmierocs
Hroro 180 18 36 90
07151 3a04HOU hopmbl 0OYUeHUA
~| BuIbI yueOHBIX 3aHATHI{, BKJIIOYASA CAMOCTO-
o g SITEJILHYIO Pa0oTy 00y4Yalomuxcst H TPy/10eM-
S 3 g KOCTh
g g( ~ ®dopMbI TeEK €ro KOH-
= e X3 (B yacax) P yiux
= ©e5 TPOJISt U TIPOMEKYTOY-
o Pa311e.11 JAACIHHUILIHHBI =] yqeﬁnaﬂ paﬁoTa CaMoOCTOA- o
z = TelLHas HOH aTTeCTalluUu yCIie-
BaeMOCTH
ceMHHAPBHI, padota o6y-
BCEro JIEKIUH NMpaKTHYECKHe ato-
3aHATHS uxcst
OKYMEHT M CHUCTEMBI JOKYMEHTa- .
1 Hloky FIOKY 20 1 19 YcTHbIM onpoc
uuu. [loHsTHE AETONPON3BOCTBA
TpeboBanms K COCTABICHUIO U .
N Yernsii onpoc [Ipak-
2 | opopmiennro podheccCnoHATBHON 21 1 20
TUYECKHE 3a/IaHuUs]
JOKYMEHTAalMH
3 CoBpeMeHHBIE CIIOCOOBI U TEXHHUKA 2 | 1 20 Yernsii onpoc [Ipak-
CO3/IaHUs JOKYMEHTOB TUYECKHUE 3a1aHUs
VYernsiit onpoc Ipak-
4 | Cocrasnenue OPJI 21 1 20 poc 1ip
TUYECKHE 3aJaHuUs
5 | JenoBble mUCchMa 22 1 1 20 [IpakTHyeckue 3aanusl
6 | KoppecnionneHnys, cBs3aHHas C 22 1 1 20 Ycraori onpoc [Ipak-




[IPOBEICHUEM IIEPHUOINUECKUX Me- THUYECKUE 3aJaHUs
pONIPUSATHI

7 Kommepueckas nepenucka c 3apy- 1 1 20 Yerasii onpoc [Ipak-
OeXHBPIMH TapTHEPaMU THUYECKUE 3aJaHHs
Opranuzanus T0KyMeHT0000poTa YcTHEI ompoc

8 22 1 1 20 IIpakTrueckue 3ananus

TectupoBanue
[IpomexyTrounas arrectarus o0y- 9 DK3aMeH
YaroIerocs KOHTpOJbHas paboTta
HTroro 180 4 8 159

3.2. Conep:xanue 3aHATHI 10 BUIAM Y4eOHOM PadoThI

Tabmuna 5 — ConeprkaHue TUCITUTUIAHBI

cOOBI ¥ TEXHUKA
CO3JIaHus JOKYMEH-
TOB

Ne HanmenoBanue Conep:xanue pasjea TUCUUILIUHBI
pa3zaena, TeM auc-
MUILJTHHBI
1 | HokymenT u cucte- | JIokyMeHT, ero OCHOBHble (yHKUMH (MH(pOpPMAIMOHHBIE, KOMMYHHKATHUBHEIC,
MBI TJOKYMEHTAIIMH. | YIPaBIEHYECKHE, IPABOBBIC, KyIETypHBIC, HCTOPUIECKIIE).
[lonstre nemonpo- | JIOKyMeHT Kak MpeaMeT Ienonpou3BoacTBa. OOmas XapakTepUCTHKA YIPaBICHYECKIX
W3BO/JICTBA JIOKyMEHTOB. YHU(UKAIUSI JTOKYMEHTOB; CTaHIapTU3aIUs Kak (opMa IOPHINISCKOrO
3aKperUieHus npoBeaeHHoN yHu(pukanuu B chepe JOY. YHudunmpoBaHHbie CUCTEMBI
nmokymeHTarun. OOriepoccuiickuil Kiaccu(ukaTop mpodeCCHOHATBHON JOKYMEHTAIIHH.
Knaccudukarmu TOKyMEHTOB (IT0 MECTY COCTAaBJICHHUS, IO COJACPIKaHUIO, 10 (Gopme, 1o
CpPOKaM HCIIOJHEHHUSI, 110 MPOUCXOXKICHHIO, 10 CPEJACTBaM (PUKCAIMH, 10 FOPUIUICCKON
cHuJIe, TI0 CTaHsIM CO3IaHMs).
Jenonpon3BoacTBO  (IOKyMEHTAIIIOHHOE OOECIIeYeHrne YIpaBIeHHs); €ro MeCTO |
3HAYUMOCTh JIJIs PO(ECCHOHATILHON ACSITEIBHOCTH.
JlokyMeHTHpOBaHWE ¥  OpraHu3anmus  JOKYMEHTOOOOpOTa  Kak  COCTaBHBIE
Jenonpou3BoacTBa. OCHOBHBIE ATAbl PabOTHI ¢ IOKYMEHTHBIMU (OPMaMH, COAEpKAHNE
Y XapaKTepUCTHKA.
Ocnosuble TepmuHbl 1 oHATHSA [JOY (I'OCT P 51141 «/lenonpon3BoACTBO U apXUBHOE
Jieno. TepMHUHBI U OTIpeIETICHUS ).
2 | TpeGoBanus K co- YHuduIMpoBaHHAs CHCTEMa OPraHU3alMOHHO-pacTIOpsAnTeNbHON gokyMeHTarun (Y C
CTaBJICHUIO U OPJl): cocraB, Ha3HAYEHUE, PACTIPOCTPAHEHNE.
odopmIienuio PO~ | HopmartusHO-MeTOIMYECKas 6a3a AENONPOU3BOACTBA. VicTopus passutus yHubUKamu u
(ecconanLHOM 110- CTaH/apTH3AIlNH yIIPaBICHYECKUX JOKYMEHTOB B Poccuu.
KyMeHTat I'OCT P 6.30 kaxk ocHOBa CO3JaHUSI OPraHU3ALUOHHO-PACHOPSIUTENLHOIO JOKYMEHTA.
Dopmynsp-o0pasel] - MOJENb TOCTPOSHUS YHUDHUIIMPOBAHHOTO TOKYMEHTA.
OOmue TpeOoBaHUs, NpEAbSBIsAEMble K O(OPMIICHHIO  CIyXKeOHOro JTOKyMEHTa
(bopmartsl, pa3Mepsl TOJEH, MOCTPOCHNE KOHCTPYKITMOHHOM CETKH.
PexBusnT — nHGOPMAIMOHHBIA 3JeMEHT NTOKyMeHTa. COCTaB, pacloiioKEHUE, IpaBuiIa
odopmiieHus. PEeKBH3UTHI IEpEMEHHBIE, TIOCTOSTHHBIE; OCHOBHEIE U CITY)KEOHBIE OTMETKHU.
Ciry>xe6nbIe 0TMETKH. CBSI3b PEKBU3UTOB C dTAllaMH JEJIOMPOU3BOJICTBEHHBIX PadoOT.
3 | CoBpemeHnHsbIe crio- | KoMIbIOTEpHBIE TEXHOJIOTMM JelIOBOM mepenucku. Kpartkuii 0030p mporpamMMHOTO

oOecrieyeHns] TEPCOHAIBHOTO KOMIbloTepa. OCHOBHBIE MeETOABl (OPMATUPOBAHUS
TekcTta. ATpuOyThl odopmiieHus tekcra. OdopmiieHue ad3aleB, pyOpHK, 3arojOBKOB,
NpUMeYaHuid, CHOCOK. TaOnuIbl.




HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Cozlepma}me pasaejga TMCHUIIJIMHBI

CocraBaenne OPJ1

Knaccupukanms noxkymentoB B coctaBe YC OPJ/l: moKyMeHTHl OpraHu3alldiOHHBIE,
pacropsAuTeNbHbIE, CIPABOYHO-HH(POPMAIIMOHHBIC, OQHUIIMATLHO-TNYHEIC.

bnanku moxymeHTOB. Buabl, coctaB peKBU3UTOB, NpaBuia odopmieHus. ['epOoBbie
OnaHKM: TpeOOBaHMSI K M3TOTOBJICHUIO, XPAaHEHHUIO, CTIONBb30BAaHHUIO U YHHUTOXKEHHIO.
JloroBopa, KOHTPaKThI: Pa3HOBUIHOCTH, COCTaB PEKBHU3UTOB, OCHOBHBIC TPEOOBaHUS K
0 OpPMIICHHIO.

IIpuka3el: 0COOCHHOCTH COCTABIICHUS W 0OPMIICHHUS, Pa3HOBHIHOCTH IIpHKa3oB. CocTaB
PEKBU3WUTOB, OCHOBHBIE TpeOOBaHUA K OQOPMIICHHIO, OCOOCHHOCTH IOCTPOCHHSI,
BU3UpPOBaHKE. Y HUPHUINPOBaHHBIC ()OPMBI MPHKA30B 110 KaJIPOBBIM BOIIPOCAM.
CripaBouHO-UH(DOPMAIIOHHBIC JIOKYMEHTBI: CIy)KeOHBIE 3allUCKH,  aKThI, CIIPABKH.
Knaccudpukaumu, ¢hopMymsapsl, 0COOEHHOCTH MOCTPOCHUS TEKCTA.

OcHoBHBIE BUABl OOpameHnid (xamoba, MpemIoKEeHHe, 3asBICHUE, XOAATaHCTBO,
netunms). Dopmynsapsl, 0cOOEHHOCTH OCTPOSHHS TEKCTA.

JlenoBeIe IChMa

JlesioBoif MUCHMO Kak CPEJACTBO MH(POPMAIIMOHHOTO OOMEHa MEXKIY OpraHH3alMsIMU.
Kiraccugpukanus nucem. /leoBoe MUCEMO B YCIOBUSX YHU(HKAIUH (CTPYKTYpa TEKCTa,
CTaHJapTHBIC (Pa3bl U BRIPAKCHHUS).

Qopmynsip mucbMa. OCOOCHHOCTH TOCTPOEHHS MPOCTBIX U CIOXKHBIX TEKCTOB.
Kommepueckne mmcema (odepra, peknamamus ¥ Ap.); BHOBL H  OCOOEHHOCTH
odopmiteHusl.

Koppecnonnenrus,
CBsI3aHHAA C MPOBe-
JICHHEM TIePHOINYC-
CKUX MEPOTIPUSITHI

[MucpMa-nipurianeHus, MMchbMa-U3BEIICHHUS: CTPYKTYpa, 0COOEHHOCTH MOCTPOCHUS TEK-
CTa, craHzapTHble (pas3bl U BbIpakeHUs. [IpOTOKON KaK JOKYMEHT, COJEepKAINi 3aIiCh
X0/1a 00CY>KI€HHS BOIIPOCOB M NMPUHATHS PEHICHUH Ha COOpaHUX, 3aCeTaHUX, IEIOBBIX
BcTpedax. Buapl mpotokonos. ®opmynsp nporokoina. Ctpykrypa Tekcra. OCHOBHBIE
TpeOoBaHUs K 0OPMIICHHUIO POTOKOIIA. BhITiicka U3 mpoToKoia.

Tenerpamma, Tenexc, 3J€KTPOHHOE COOOILIEHHUE, Tele(OHOrpaMMa KaK CpecTBa orepa-
THUBHOT'O MH(OPMAIIMOHHOTO 00MEHA MEXIY OpraHH3aLIsIMHU.

Kommepueckas mie-
pemnucka ¢ 3apyoex-
HBIMU MapTHEPAMHU

Cranpapter UCO Ha odopmienue nepenucku. dopmarel Oymaru, NpOEKTUPOBAHUE
OmaHkoB. MexayHaponHele THCbMa. Bumisl U OCOOEHHOCTHM TIOCTPOECHHS
MEXIYHApOJIHBIX MHceM. PEKBU3HUTHI MEXAYHAPOAHOTO MTUCHMA.

Opranuzanus J10Ky-
MEHT0000pOTa

[lonsitre moxymeHTO0O00pOTa. OCHOBHBIE 3TAITBl: PETHCTPAIHS BXOISAIINX JOKYMEHTOB,
pacCMOTpEHUE U MPUHATHE PEIICHUS; UCTIONHEHNE, KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB,
(hopMuUpOBaHUE eI,

HomeHnknatypa ei Kak cCUCTeMaTU3UPOBAaHHBIN NIEpeUeHb HAMMEHOBAHUU €N, ¢ yKa3a-
HUEM CPOKOB WX XpaHeHHWs. Bujsl HOMeHKIaTyp, oopmiieHHe, TepHOINYIHOCTh BHECEe-
HUST U3MEHEHUM.

DKcrnepTu3a IEHHOCTU JOKYMEHTOB, TOATOTOBKA /1€ K ApXUBHOMY XPaHEHHUIO.

3akoH «O KOMMepUYeCcKOr TaliHe», ero 3HaueHHe U OCHOBHEIE Nojoxenus. Mudopmarus,
OTHOCHMasl K pa3psiy «KOMMepUecKoi TaiHbDy. MHbopmalus, KoTopas He MOXKET ObITh
OTHECEHA K pa3psaIy «KOMMEPUYECKON TallHbD».

KondunennuaipHOE AETOMPOU3BOJCTBO KaK OCHOBA 00ECIICUCHHS aJIeKBATHBIX YCIOBUN
JUIS JOKyMEHTHpoBaHUs uHGopMaruu. [IpaBmna ompeneneHusi Kpyra JIUI], HMEIOIIIX
JOCTYT K MHQOpMAIIHH, collepKalle «KOMMepUYecKyro TaiiHy». ['pudsbl, ucrons3yeMbie
npu pabote ¢ gokymMeHTaMu. OTBETCTBEHHOCTh 332 HapYIICHHE MPaBWI PabOTHI C JOKY-
MEHTaMH, COJIEPKAIIUMU KOH(PHIEHITHATLHBIC CBEICHUS.

TexHosorust paboThl ¢ oOpalieHUs MU TpakaaH. Perucrpanus, yuer. KoHTpoib CpokoB
ucnonHeHus oopameHuit. OpopmiieHre NIl TUCBMEHHBIX oOpanieHuii rpaxkaad. [IpaBu-
Jla y4eTa YCTHBIX OOpallleHnH.




Coldepircanue npakmuieckux 3aHAmMuIL

HaumenoBanue pa3neda,
TeM AU CHUILVIHHBI

Conep:xanue

JIOKyMEHT u CHCTEeMBI J0-
kymeHTanun. llonarue ne-
JIOTPOU3BO/ICTBA.

1. HoxymeHT, ero ocHoBHbIe QyHKIMU. Kiaccupukanum 10KyMEeHTOB.

2. lemonpomnsBoictBo (J1OY); ero Mecto W 3HAYNMOCTH B MPOQECCHOHATBHOM
JesITeIbHOCTH.

3. JIoKyMeHT Kak IpeaMeT JeJOPOU3BOICTBRA.

4. YHUQUUIMPOBaHHBIE CHCTEMBI JOKYMEHTAIHH.

5. OcHoBHbIe TepMUHBI U MOHATHS [JOY.

YnpaBneHueckasi JTOKyMEH-
Tanusa: TpeOoBaHHA K CO-
CTaBJICHUIO

1 0OPMIICHUIO

1. YHudummpoBaHHas cucTeMa OpTaHH3aIMOHHO-PACIIOPAIUTEIFHON JOKYMEH-
tammu (YC OP/I).

2. HopmatuBHO-MeTotMueckas 0a3a 1eI0nporu3BOICTBA.

3. PazBute yHu(UKaLuM M CTaHAApPTU3ALUM YIPABICHYECKUX TOKYMEHTOB B
Poccun.

4. TOCT P 6.30 xak OCHOBa CO3[aHUSI OPraHU3ALMOHHO-PACIOPSIIUTEILHOTO
JIOKYMEHTA.

5. ®opmysap-oOpasel] - MOJIENb MOCTPOCHUS YHUDUITUPOBAHHOTO JOKYMEHTA.

6. O6mue TpeOoBaHMS, TIPEIBABIIEMbIE K OPOPMIICHUIO CITYKEOHOTO IOKYMEH-
Ta (hopMartsl, pazMepsl MoJeH, MOCTPOSHHE KOHCTPYKIIMOHHOW CETKH).

7. PexBu3uT — nH(MOPMAITMOHHBIH 3IIeMEHT AoKyMeHTa. CocTaB, pacloIOXKeHHe,
rpaBuiia opopMIICHHS.

8. PekBU3UTHI INEPEMCHHBIC, ITIOCTOAHHBIC; OCHOBHBIC U CJ'Iy)KC6H])Ie OTMCTKH.

CoBpeMeHHBIE CHOCOOBI |

TCXHUKAa CO3JaHud JOKY-

MCHTOB

1. KoMnbroTepHBIE TEXHOJIOTUU ACIOBOM NEPEIUCKU.
2. OcHOBHBIE METOJIbI POPMATHPOBAHUS TEKCTA.
3. AtpubyTthl odopmiieHus Tekcra. OgopmiieHue adb3anes, pyopuK, 3aroJioBKOB,
NPUMEYaHH, CHOCOK.
. Tabnump! u OubIMorpadguyeckne onMucaHusl.

Cocrasienue u ohopmiieHHe
OPraHU3alMOHHBIX, PACIIO-
PSAMTETBbHBIX U OQUIHATb-
HO-JINYHBIX JOKYMECHTOB

. Kitaccndukanus noxkymentoB B coctaBe YC OP/l: Ha3HaueHue U BUJIBL.
. bnanku noxkymentoB. Bunpl.

4
1
2
3. JloroBopa, KOHTPAKThI, OCHOBHBIE TPeOOBaHUS K OOPMIICHHUIO.
4. Ilpukas, popmynsap, 0cOOEHHOCTH JOKYMEHTHPOBAHHUS.

5. IIpuka3sbl 10 KaJIpOBBIM BOIIPOCAM.

6

. Ocobennoctn  odopmileHHsT CITPaBOYHO-UH(POPMAIMOHHBIX JIOKYMEHTOB!
(ciry>xe0HBIX 3aIHCOK, aKTOB, CIIPABOK).
7. O6pareHust rpaxaan (okano0a, IpeIoKeHUE, 3asBICHUE, X0IaTalCTBO).

8. OcHoBHbIE opranu3anuoHHble JoOKyMeHTel HOU KemI'Y.

enoBsle 1 KOMMeEpUECKUE
nuchbMa

1. Cnyxe0HOe MHCbMO Kak CpPeACTBO MH(POPMALMOHHOTO OOMEHa MEXIY opra-
HU3AIHSMU.

2. Knaccugukanun ciyeOHBIX TUCEM.

3. ®opmysap ciayxkeOHoro mucbMa. OCOOCHHOCTH IOCTPOSHHUS IPOCTBIX U
CJIOJKHBIX TEKCTOB.

4. [lenoBoe MUCbMO B yCJIOBUSIX YHU(HUKAIMU (CTPYKTYypa TEKCTa, CTaHAAPTHHIE
(hpa3sl 1 BRIpaKEHU).

5. Kommepueckue nucema (odepra, pekiaaManust U Ap.); BUIBI 1 0COOCHHOCTH
odopMIIeCHUSI.

Koppecnonnenuus, cBs3an-
Hasl C IPOBEICHUEM TIEPHO-
JIMYECKUX MEPOTPUITUI

1. IIporoxon, popmymsip nmpoTokona. CTpyKTypa TeKCTa.

2. Bugpl npotokonoB. OcHOBHBIE TpeOOBaHUS K 0(OPMIICHHUIO.
3. Beimmcka u3 mpoToKoa.

4. [lucbma-npuriamenus, MUCbMa-U3BELICHHUS.

5. Tenerpamma, Tejekc, TesneOHOTpaMMa, SJICKTPOHHOE COOOLICHHE — Kak

CpeZcTBa ONepaTHBHOTO NH(OPMAIIMOHHOTO 0OMEHA.

9




HaunmeHnoBanue pasaeaa,
TEM TUCIHUIIINHBI

Conep:xanue

7 | llpaBuna u Gpopmbel KOMMeEp-
YECKOU MEPENUCKU C 3apy-
OC)KHBIMH TTAPTHEPAMU

1.Crangapte MCO Ha odopMIiIcHHE IEPETTHCKH.
2.®DopmMatel OyMaru, IpOSKTUPOBAHUE OJIAHKOB JJIsT MK/ TyHAPOIHBIX ITHUCEM.
3.MexyHapoIHbIe TUChMA. BUIBI ¥ pEKBHU3HTHI.

8 | Opranuzauus 10KyMEHTO-

obopora

HUIO.

2. Homenknarypa aen. Bunsl HomMeHKIatyp.

6. TexHonorust paboThl ¢ OOpaIlEHUSIMU TPAXKAaH.

1. [Tonsatue nokyMeHTO000pOTa. OCHOBHEIC ATAIBI, HX XapPAKTCPUCTHKA.
3. DKcnepTu3a EHHOCTH JOKYMEHTOB, MOATOTOBKA NI€1 K apXWBHOMY XpaHe-

4. 3akoH «O KOMMEpYECKOH TaifHe», €r0 3HAUCHHE U OCHOBHBIC TTOJIOKCHHIS.
5. IIpaBuiia opranu3anuu KOHPUICHIIUATHLHOTO JEIOTPOU3BO/ICTRA.

4 Ilopsaaok OULEHUBAHHMS YCIIEBACMOCTH H

chopmMupoBaHHOCTH

KOMIIETCHI U 00y4Yaromerocs B TeKyuei U NpoOMeKyTOYHON aTTeCTAlUMN

J1J1 ONOXKUTENBHOM OLIEHKHU 10 Pe3yJbTaTaM OCBOCHHS AUCLIUILIMHBI 00yJaromeMycsi HE0O0OX0AUMO
BBITIOJIHUTHh BCE€ YCTAaHOBJICHHBIC BUJbI Y4eOHOU palOoThl. OleHKa pe3yjbTaTOB pabOThl OOyYarOIIerocs B

Oayuiax (1Mo BUJaM) IpuBecHa B Taduiie 6.

Tabmuna 6 - lllkana u mokazareny OLEHUBAHUS PE3yJIbTATOB YUeOHOH paboThl 0OYJaIONIMXCS 110 BHIIAM B

OamnbpHO-peiitunrosoit cucreme (bPC)

VYuebHas padora
(BUBI)

Cymma
6asIoB

Bubt u pe3ynbrarel
y4eOHOM pabOTHI

OI.[GHKa B aTTCCTAllu

bamnnet
(16 Henmenp)

Texywasn yueonas paboma

o000

oo0 60 Jlexmmonnsie 3aHsaTHA (9)0,5 6aja mocerieHue | JEKIMOHHOTO 3aHATUSA 1-4
Texymas yuebOnasi| (100% (3anHsTHII)
pabota B cemectpe| /6aIOB |[Ipakruueckne  3amstus|0,5 6amnta - nocemenne | NPaKTHUECKOTO 3aHs- 9-18
(nczcelueHI/Ie 3atsi-| TPHBC- (18 samaTuii). THS ¥ BBITIOJTHEHHE paboThl Ha 51-65%
T 110 pacmiuca-| JACHHOU 1 6as — nocemenne 1 3aHATHA U CYIIECTBEHHbIH
HHUIO M BBILOIHC- LIKATBI) BKJIAJl Ha 3aHSTHH B paboTy BCeH TPYIIBI, CamMo-
HHE 3a/1aHHH) CTOSATETIBHOCTh W BBIMONHEHHE paboThl Ha 85,1-
100%
WupuBuayansHoe  3axa-|3a ogno U3 ot 4 1o 8: 32-64
Hue (8 3a1aHmii) 4 6ayuta (BeIIONHEHO 51 - 65% 3amaHmif)
6 6a/uT0B (BEITIOTHEHO 66 - 85% 3amanuii)
8 6an10B (BeITONHEHO 86 - 100% 3amaumit)
Hrorosslii TecT 9 6ayutoB (51 - 65% TpaBUITBHBIX OTBETOB) 9-14
11 6anoB (66 - 84% MpaBHIBHBIX OTBETOB)
14 6anuoB (85 - 100% npaBUIBHBIX OTBETOB)
Texywias yueonas paooma 3P0
300 60 KoHcmekTsl TeMm, BBIHO-|2 §aJj11a 3a YaCTUYHOE PACKPHITHE TEMBI 12-24
Texymas yue6nas|(100% CUMBIX Ha CaMOCTOSTENb-|3 6ajsia 3a 6oliee TOTHOE PACKPHITHE TEMBI
pabota B cemecTpe|/0aioB  |HOe  W3ydeHHe- 6 Tem|4 0aJIa 32 TOJHOE PACKPBITHE TEMBI
(BBITIONIHEHUE ca-|IpHBe-  |(DYKOIHCHBIE).
MOCTOSITENbHBIX  |A€HHOH  |KoHTposbHas paborta mo|3a oaHo 3aganue ot 3 10 7: 24-56
KOHCIIEKTOB, KOH-|IIKaJbl) |Kypcy - 8 3amanuit 3 6as1a (BBIIOJIHEHO YaCTHYHO C OIIMOKAMH )
TPONBHOW PabOTHI 5 6ans10B (BBINIOJIHEHO C HEZOYETaMH)
1 TeCTa) 7 6a1710B (BBINIOJIHEHO MOJHOCTHIO BEPHO)
Urorossiit tect (30 Bo-|5-9 6anaa (51 - 65% npaBUIBHBIX OTBETOB) 15-20
MIPOCOB) 10-15 6anno0B (66 - 84% npaBUIBHBIX OTBETOB)
16-20 6a108 (85 - 100% npaBHIIEHBIX OTBETOB)
HToro no tekyuieii pabote B cemecTpe 51-100
IIpomesricymounas ammecmayus
IIpomexyTtounas |40 Bompoc 1. 5 6a1710B (ITOPOTOBOE 3HAUCHUE) 5-10
atrectanmsa (9x3a-|(100% 10 6aa10B (MaKCHMaJIbHOE 3HAYCHNE)
MECH) /6amutoB  |Bompoc 2. 5 6aJu10B (ITOPOrOBOC 3HAYCHUE) 5-10
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TIpHUBe- 10 6a1J10B (MaKCHMaJIbHOE 3HAYCHUE)
JEHHOW  |BoimonHenue 3aganus 1. |4 6aaia (HOporoBoe 3HaAUYCHHUE) 4-8
TITKAJTBI ) 8 6a110B (MakcHMaIbHOE 3HAYCHIE)
Brmonaenue 3aganus 2. |6 6a1710B (IOPOrOBOE 3HAUCHUE) 6-12
12 6a1J10B (MaKCHMaJIbHOE 3HAUCHUE)
HToro no npoMe:KyTo4YHOIi aTTecTannu (3K3aMeH) 20-40

CymmapHasi oleHKa no aucnuniaune: CymMa 6aioB TEKyIIeH U MPOMEKYTOYHOM aTTeCcTaIlH

51 -1006.

B nmpomexxyTo4uHOM aTTecTauu OI[eHKa BBICTABISETCS B BeJOMOCTh B 100-0ayuibHOM 1IKaie U B OyK-

BEHHOM JKBUBaJIeHTE (Tabmuna 7):

Tabmuna 7— OueHka ypoBHS yCBOCHUS JUCIHUILIMHBI U KOMIIETCHITHIA

Kpurtepun oneHuBaHUsI KOMIIETeHITHH

Yposennb
YCBOEHUS
AUCHUNIMHBI
U KOMIIeTeH-
1107071

HTorosasn
OLIEHKA

Onenka mo 100-
0aJJILHOHM HIKa-
Je

OOyuaronuiics He BiaJieeT TEOPETUUECKUMH OCHOBA-
MU JAMCLUMIUIMHBI U HAYYHOW TEPMHUHOJIOTMEN, NEMOH-
CTPUPYET OTPHIBOYHbIE 3HAHMS, HE COCOOEH pelaTh
MpaKTUYeCKHe MpodecCHOHATBHBIC 3a/1a4H, JTOITyCKa-
€T MHOKECTBEHHBIE CYILECTBEHHbIE OLIMOKH B OTBE-
Tax, HE yMEET HMHTEPIPETUPOBATh PE3ybTaThl U Jie-
JIaTh BBIBOJBI.

MepBbIN

HEYJIOBJIe-
TBOPUTEIHHO

Mesnee 51 Oamna

OOyuarommiicss BiazeeT YacTHYHO TEOPETUYECKUMHU
OCHOBaMH JMCUUIUIMHBI U HAyYHOH TEPMHHOJIOTHEH,
(¢parMeHTapHO criocoOeH pelaTh MPakKTUYECKue Mpo-
(beccroHambHBIE 33a4H, JOMYCKAET HECKOJIBKO CYIIe-
CTBEHHBIX OIIMOOK PEHICHUSX, MOXKET YaCTUYHO WH-
TepIPETUPOBATh NOJIYUYEHHBIE PE3YIbTAThl, IOMYCKaeT
OImMOKHN B BBIBOJIAX.

MTOPOTOBBIN

YAOBJICTBO-
PUTCIIBHO

51-65

OOyyaromuiicss BIIaJ€eT TEOPETUYECKUMHU OCHOBAMHM
JUCLUUIUIMHBl U HAayYHOW TEPMHUHOJIOTHEW, IpaMOTHO
U3J1araeT Marepual, cliocoOeH pemaTh MPaKTHUECKHe
npodeccuoHaIbHbIE 3aJjaud, HO JIONYCKAaeT OTAEb-
HbI€ HECYIIECTBEHHbIE OIMOKU B MHTEPIpPETALH pe-
3yJIbTAaTOB U BBIBOJIAX.

HOBBIIIEH-
HBIN

XOPOIIIO

66-85

OOyuaromnuiics B MOJHON Mepe BIaJeeT TeopeThde-
CKMMHU OCHOBaMH JUCHMIUIMHBI U HAyYHOH TEpPMUHO-
JIOTHEW, TPaMOTHO M3JlaraeT MaTepuall, CocoOeH M-
JIOCTPUPOBATh OTBET MpUMepaMH, (hakTaMu, JaHHBIMU
HAy4YHBIX MCCIEA0BaHUMN, NMPUMEHATh TEOPETUUYECKUE
3HAHUA JJI PEeUIeHUs MPaKTUYeCKUX MpodeccuoHab-
HBIX 3a/1a4. [IpaBUIbHO MHTEPIIPETUPYET MOJIYUEHHBIE
pe3yNbTaThl U JieJlaeT 000CHOBAHHBIE BBIBOJIBI.

MPOJBUHY-
TBIU

OTJINYHO

86-100
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5 MarepuajibHO-TeXHUYECKOEe, IPOrPAMMHOE U y4eOHO-MeTOANYeCcKoe
ol0ecrneyeHue TUCHUIIUHBI

5.1 YueOHnas quteparypa
OcHoBHasi yueOHasi IuTepaTypa

1 I'punbepr, A.C. lokymeHTaumonHoe obecrnieuenue ympasieHus : yueOnuk / A.C. ['punbepr, H.H.
lop6aués, O.A. MyxaMeTmuHa. - DIEeKTPOHHBIE TEKCTOBEBIE NaHHbIe. -Mocksa : FOnutu-Jlana, 2015. - 391 c. : Ta6n.,
rpad., Wi, CXEMBI - bubmmorp.: c. 382-383. - Pexnm JOCTyTIA:

http://biblioclub.ru/index.php?page=book&id=115031

2 Kabamos, C. 0. AHTUKOppYIILIMOHHASI SKCIEPTHU3a HOPMATUBHBIX MIPABOBBIX AKTOB U IPOEKTOB
HOPMATUBHBIX MPAaBOBBIX aKTOB: OpPraHU3allisg U BOMPOCH! TOKyMEHTHpoBaHUs : yueOHoe nmocobue / C. FO.
Kab6amog, 0. C. Kabamos. - Mocksa : UTHOPA-M, 2020. - 240 c. - (Beicmiee obpa3zoBanue: Crieruanurer).
- ISBN 978-5-16-016538-7. - Tekcr : anexrponHsiid. - URL: https://znanium.com/catalog/product/1178158

Jlonoanumenshan numepamypa
1. JlIokymMeHTanImoOHHOE obOecIieueHrne yrpasiieHus : yueoHoe mocobue / cocrasutens JI. JI. Kotmsipo-

Ba. — mnoc. KapaBaeBo : KI'CXA, 2018. — 42 c. — Tekcr : 3nekTpoHHBIA // JlaHb : 3JIE€KTPOHHO-
oubmmoreuynas cucrema. — URL: https://e.lanbook.com/book/133530 — Pexum mgoctyma: ajisi aBTOPH3.
II0JIb30BaTENEN.

2. Bpeckuna, H.B. OcHoBBI nemonpounsBojcTBa : yuebnoe nocooue / H.B. Bpeckuna ; Ceepo-
KaBxka3zckuii dpenepanbubliii yausepcuteT. — CtaBponons : CeBepo-KaBkaszckuit denepanbHblii YHUBEPCUTET
(CK®Y), 2015. - 123 ¢. : wun. — Pexum pgoctyma: mno mnoxamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=457881 . — bubmmorp.: ¢. 118-119. — TekcT : 2IeKTPOHHBIH.

3. Kabamos, C. 1O. Jlenonpon3BoACTBO U apXUBHOE JEJI0 B TEPMUHAX U ONpPENEICHUIX : yueOHOe
noco6ue / C. 10. Kabamos, U. I'. Achanauspoa. — 3-e usn., crep. — Mocksa : @JIMHTA, 2018. — 294
c. — ISBN 978-5-9765-0784-5. — TekcT : anexkTpoHHbIi // JIaHb : 37€KTPOHHO-OMOIMOTEeYHasl cucTeMa. —
URL: https://e.lanbook.com/book/109554 — Pexum mocTyma: A aBTOpHU3. MOJIb30BaTECH.

4. Kozuna, E. C. JlenonpousBocTBO [DNEKTpOHHBIN pecypc] : yueOHo-MeToauueckoe mocooue / E.
C. Ko3una. — DnexTpoHHBIE TEKCTOBBIE AaHHblE. - MockBa : Jlupexkr-Menna, 2013. - 27 ¢. — - URL:
http://biblioclub.ru/index.php?page=book&id=141469

5. KupcanoBa, M. B. Kypc nenomnpousBoacTBa : JOKyMEHTAI[MOHHOE OOECleYeHHe YIpaBlICHUs
[Tekcr] : yueObnoe mocodue / M. B. Kupcanona, FO. M. AKceHOB. - 6-¢ U3/l., UICITPaBICHHOE U JIOTIOJHEHHOE.
- M. : UH®PA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367 c. : Tabn. - (Briciiee o6pa3oBa-
Hue). - I'pup MO "PexomeHnnoBano

6. Ilepuonnueckue nznanus: «/lenonponsBoactsoy, «Cekperapckoe 1eno», «YIpapieHue nepcoHa-
JIOM» U JIp.

5.2 MarepuajbHO-TeXHHYECKOEe W TMPOrpaMMHOe olecredeHue

JTUCIHUIIIHHBI
YueOHble 3aHATHS N0 AUCLUILIMHE TPOoBOATCS B yueOHbIX ayautopusix HOU Keml'Y:
HaunmeHnoBaHMe OMeIIEHUH JUTsl TPOBEACHUS BCEX BUI0B YUeOHOU Anpec (MECTONOJIOKEHNUE)
JeSITeNIbHOCTH, TIPElyCMOTPEHHON YUEOHBIM IJIAHOM MTOMEILEHUH JJIs1 IPOBEICHHUS
BCEX BHUJIOB yueOHOU
NESATENIBHOCTH,
MPeyCMOTPEHHON YUeOHBIM
IIJIAHOM
401 YueGnas ayutopust (MyIbTUMEAUNIHAS) JUI IPOBEICHUS: 654079, KemepoBckas
- 3aHATHN JIEKIIMOHHOTO TUIIA. obnactb, . HoBoky3Heuk, mnp-
Cneununanu3upoBanHas (yuyeOHasi) MelOeab: Jocka MenoBas, | KT Meramtypros, 1. 19
Kadeapa, CTOJIbI, CTYJIbS.
OOopynoBanme: cmayuonaprnoe -KOMIBIOTEP, SKpaH, IHPOEKTOP,
aKycTU4ecKas cucTeMa, MUKPO(OH MpenoaaBaTes.
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https://e.lanbook.com/book/109554
http://biblioclub.ru/index.php?page=book&id=141469

HUcnoan3dyemoe  mporpamMmHoe  oOecredenue:  MSWindows
(Microsoft Imagine Premium 3 year mo cyOnuIieH3HOHHOMY JO0TOBOpYy Ne
1212/KMP ot 12.12.2018 1. mo 12.12.2021 1.), LibreOffice (cBo60mHO
pacnpoctpansiemoe [10), SAnnexc.bpaysep (oreuecTBeHHOE CBOOOHO pac-

npoctpansiemoe 110).
HNuTepHer ¢ odecneuenneM gocryna B JUOC.
403 YyeOHast ayuTopus 1151 TPOBEICHHUS: 654079, Kemeposckas
- 3aHATHM CEMUHAPCKOro (IPaKTUYECKOI0) TUIIA; obmnacte, T. HoBOKY3HelK, mp-
- TPYIIOBBIX U MHJUBUIYIbHBIX KOHCYJIbTALIUM; KT Metamnypros, a. 19

- TEKYIIET0 KOHTPOJISL ¥ MPOMEKYTOYHON aTTECTAIIUN.

Cneunaau3upoBanHasi (yueOHasi) Me0eJib: JI0OCKa MEJOBasi, CTOJIBbI,
CTYJIbAL.

O0OopynoBanue [JIsi Npe3eHTAIMH  Yy4eOHOro  MaTepuaJa:
nepeHocHvle — HOyTOYK, 9KpaH, POEKTOP.

HUcnonb3zyemoe  mporpammHoe  oGecmeyenue: ~ MSWindows
(MicrosoftlmaginePremium 3 year mo cyOJIuIleH3MOHHOMY J0TOBOpY Ne
1212/KMP ot 12.12.2018 1. mo 12.12.2021 r.), LibreOffice (cBo60aHO
pacmpoctpansemoe 110), Snnpexc.bpaysep (oTeuecTBeHHOE CBOOOIHO
pacnpoctpansiemoe [10).

HuTepHer ¢ odecneuenneM gocryna B JUOC.

5.3 CoBpeMennble npodeccHOHAIbHbIE  0a3bl  JaHHBLIX H
HH(pOpPMaIIMOHHBbIE CIPABOYHbIE CHCTEMbI

1. Koncynprantllintoc [DnekTpoHHBINM pecypc] : KOMIL. crpaB. paBoBasi cuctema / kommnanust «Kon-
cyabTanTlLmroc». — DnektpoH. nporp. — [Mocksa, 1997-2014] — Pexxum noctyna: http://base.consultant.ru ,
CBOOOJIHBIN. — 3arJl. C KpaHa.

2. TAPAHT.PY [OnextpoHHBbli pecypc] : MH(pOpManmoHHO-MpaBoBoi moptan / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". — Onekrtpon. mporp. — [MockBa, 1997-2014] — Pexum pocrtyna:
http://www.garant.ru , cBOOOHBIH. — 3ari. ¢ sKpaHa.

6 Unbie cBeneHus v (UJIM) MaTePHUAJIbL.
6.1.1lpumepHbIe TeMbl U BAPUAHTHI MMCbMEHHbIX Y4E€OHBIX padoT

CamocrosiTenbHast paboTa CTYJEHTOB OCYIIECTBISETCS B CAEAYIOMUX Gopmax:

> MOJArOTOBKA K IPAKTUYECKUM 3aHATHM;

> CaMOCTOSITENIbHOE U3yUeHHE TEM TUCHUIUIMHBI (3JIEKTPOHHOE 00y4eHue);

> MOJMOTOBKA K TEKYIIMM KOHTPOJIbHBIM MEPONPUITUSIM (KOHTPOJIbHBIE paOOThI, TECTOBBIE
OTIPOCHI);

> BBITIOJTHEHHE JIOMAITHUX WHIUBUIYaIbHBIX 3aIaHUK - 8 3a7aHui (B COOTBETCTBHH C TEMATH-

YECKUM IJIaHOM),
> MOJTrOTOBKA AaHATUTHYECKUX 0030pOB U OTYETOB I10 331aHHBIM TEMaM.

Hpumepvl unoueudyaivorvix 0OMauiHux 3a0aHU
Tema 1. JlokymMeHT u cuctembl JokymMeHTanuu. [loHsTue nenonpousBoacTBa.

Bonpocwl ona ycmnozo onpoca:

1. JlaTh ompeneneHusl TePMUHAM: JI€JIOMPOU3BOJICTBO, JOKYMEHTAIMOHHOE OOECIeueHue YIpaBiie-
HUS, TOKyMEHTHPOBAHUE, IOKyMEHTOO00POT, JOKYMEHT, CITyKEOHbII TOKYMEHT, O(UIIUaTbHBINA TOKYMEHT,
aBTOp JOKYMEHTa, 00beM JOKYMEHTO000pOTA.

2. Kak u Ha OCHOBaHMHU KaKHX MPHU3HAKOB KIACCU(PUIUPYIOTCS TOKYMEHTHI:
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— [0 CTausIM CO3/IaHUS;

— 10 CPOKaM XpaHEHHS;

— IO FOPUINYECKOU CUIIE;

— 10 BHJIaM;

— 10 HAUMEHOBAHUSM BUJIOB?

3. Yem onpenensaercs 3HauuMOocTh [JOY B AesSTEIbHOCTH NPEANPUITHH, OpraHU3aLMM, YUPEKICHUMN?
4. HazoBure nBe coctaBHble yactu JJOY u packpoiite ux couepxaHue.

5. Yro Takoe yHH(PHUKAIUS YIIPABICHYECKUX TOKYMEHTOB?

6. [TepeuncauTh cymiecTBYIONME YHU(DUIIUPOBAHHBIC CUCTEMBI JOKYMEHTAIUH.
7. Yto Takoe OKY J1?

8. Ilepeuncinuth OCHOBHBIE (PYHKIIUH JOKYMEHTA.

Tema 2. TpeOGoBaHMsI K COCTABJICHHUIO U O(OPMIICHHUIO YIIPABICHYECKON JOKYMECHTAITUH.

Bonpocwt ona yemuozo onpoca:

1. Cocras, HazHaueHue, pacnpoctpanenue Y COP/I.

2. [lonsiTue M cOCTaB HOPMATUBHO-METOAMYECKON 0a3bl IEITONPON3BOICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJATENbHbIE aKThl, HOPMATUBHBIE TOKYMEHTHI, IEHCTBYIOIINE B 00IacTH
JIeJIONPOU3BO/ICTBA.

4. Kaxk pacmudposats ungexc ['OCT P 6.30-2003?

5. Uto Ttakoe GopmyIsip-oOpasel], 4TO BXOJUT B €ro cocTaB?

6. Onucate o6mue TpeboBaHus, MpeabsBIsieMble K 0QOPMIICHHIO CIY>KEOHOTro JToKyMeHTa (popma-
ThI, pa3Mepbl MOJIEH, TOCTPOCHUE KOHCTPYKLIMOHHOMN CETKH).

7. JaTh XapaKTepUCTUKY PEKBU3UTY KaK UH()OPMAIIMOHHOMY 3JIEMEHTY JOKYMEHTA.

8. Kakue pekBU3UTBI OTHOCATCS K IIOCTOSIHHBIM, IOYEMY ?

9. Kakue pekBU3UTHI OTHOCATCS K MEPEMEHHBIM, Mouemy?

10. Ha xakue rpynimsl AesATCS IEpEMEHHbIE PEKBU3UTHI?

11. Ilepeuncnutp Tansl JOKYMEHTUPOBAHUS.

12. Yro Takoe coriacoBaHue?

13. Yro Ttakoe yTBepxkaecHUE?

14. Kakue crmocoObl yJI0CTOBEpEHHUs TOKYMEHTOB CYIIECTBYIOT? B Kakux ciydasx HCIOJIB3YIOTCS
pas3JInYHbIe CIIOCOOBI Y10CTOBEPEHUS?

15. Matp onpenenenust tepMuHam: Gopmyiisip-oOpaszen, GopMyJiap JOKYMEHTa, pEeKBU3UT, I0pUANYe-
CKasi CUjia JOKYMEHTa, 00beM JT0KyMEHTO000pOTa, CITy>KEOHbIM JOKYMEHT, OpULIMAIbHBIA JOKYMEHT.

16. CBs13b pEeKBU3HUTOB C 3TallaMH JI€IO0MPOU3BOJICTBEHHBIX padoT.

Ilpaxmuuyeckue 3a0anus:

1. Ananu3 ctpykrypsl u coaepxkanust ['OCT P 6.30 -2003.

2. Anammu3 popmynsapa-o0Opasiia.

3. ConocTaBiieHue 1 aHaau3 GopmyIispa-odpasia ¢ «peaqbHbIM» JOKYMEHTOM.
4. Beiienenue B JOKYMEHTE PEKBU3UTOB, aHAIN3 COCTaBa MHGOpMAIUK.

Tema 3. COBpCMCHHBIe CIIOCOOBI M TEXHUKA CO31aHUsI NOKYMCHTOB.

Bonpocwl ona ycmnozo onpoca:

1. HazoBuTe 0CHOBHBIE METO bl (HOPMATHPOBAHUS TEKCTA.

2. Onumute npaBmita ohopmiteHus ab3ares, pyOpHK, 3aroJIOBKOB, IPUMEYaHUM, CHOCOK.

3. OnumuTe OCHOBHBIE YAaCTH TAOIUIIBI M ITPABUIIA UX OPOPMIICHHS.

4. TlepeuncauTe OCHOBHBIE TPEOOBAHMUS, IIPEIbABIsEMbIE K OMOINOrpapu-ueCKUM OIHCAHUSIM.

Ilpaxmuyeckue 3a0anus:
1. BHecTu ucnipaBiieHus B TEKCT, UCTIOB3YsI KOPPEKTYPHbBIEC 3HAKU.
2. OrdhopmaTpOBaTh UCTIPABIICHHBIN TEKCT.

Tema 4. CocraBierue OP/I.

Bonpocwl ona ycmnozo onpoca:
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1. Kakue BHUIBI BXOAST B COCTaB OPraHU3AIMOHHBIX, PACTIOPSAMTEIBHBIX U OPHUIMATBEHO-TNIHBIX
JIOKYMEHTOB.
2. Kakue BubI OJIaHKOB periIaMeHTUPOBaHbI cTaHaapToM? CocTtaBbTe UX POPMYIISPEIL.
. [lepeuncianTb OCHOBHBIE BUBI JOTOBOPOB U KOHTPAKTOB
. [lepedncanTh OCHOBHBIE TPEOOBAHUS K O(hOPMIICHHIO JOTOBOPOB U KOHTPAKTOB.
. JaTb omnpenenenue npukasa.
. Kakue yactu Tekcra B mpukase 1o OCHOBHOU JeSATEILHOCTH?
. [lepeuncanTs BUABI MPUKA30B M0 KaAPOBBIM BOIIPOCAM.
. OcobGeHHOCTH OPOPMIICHHS CIIPABOYHO-MH(POPMALIMOHHBIX JOKYMEHTOB.
9. Kakwue BubI C1y’KeOHBIX 3aITUCOK CYIIECTBYIOT?
10. YemM ciry:xeOHas 3alncka OTJIMYaeTcs OT ClpaBKu?
11. Kakue yactu Tekcra B akte?
12. B uem 0cOOEHHOCTH MOANMCAHUS aKTa?
13. [laTe onpeneneHust BUgaM oOpalieHui rpaaaH.

03O\ L W

Ilpakmuueckue 3a0anusn:

1. CocraButh (hOpMYIISIp IPEUIOKCHHBIX 00pa3IOB OJIAHKOB, ONPEACTUTH BHI.
2. O1eHUTh COOTBETCTBUE «PealbHOTO» OJlaHKa TpeOOBaHUSAM CTaHIApTA.

3. CKOHCTPYHpOBATh KOMILIEKT OJIAHKOB (DPHPMBI.

Tema 5. /lenoBbie IMCbMA.

Bonpocwt ona ycmnozo onpoca:

. [lepeuncaure cyniecTByromue KiaccupuKaum CIyKeOHbIX TUCEM.

. CocraBbTe (OpMyJISIp CITy’)KEOHOTO MHUCHMA.

. OnuimuTe 0coOEHHOCTH MOCTPOeHUs npocToro (1-2 4acTH) TeKCTa MUChbMA.

. OnumuTe 0COOEHHOCTH TIOCTPOCHUS CIIOKHOTO (3-4 4acTH) TEKCTa MUChMA.

. [lepeuncnure u npuBenuTe NPUMEPHI CIIOCOOOB YHU(DUKAIIUH JIEJIOBOIO HCHMA.
. Hepe'-II/ICJ'II/ITe BUJIbl KOMMCPUCCKUX MMUCEM.

. Uro Takoe odepTa, Ha30BUTE 0COOEHHOCTH €€ 0(hOPMIIEHUS.

. Uro Takoe pekiamaius, HA30BUTE OCOOEHHOCTH €€ 0(pOpPMIIEHUSI.

03N DN KW

Ilpaxmuuyeckue 3a0anus:

1. CocTtaBuTh (opMyJIsip IHCbMA JIJIsl TPETI0KEHHOT0 00pasia.

2. Haiitu HETOYHOCTH B 0(hOpMIICHMH HUCbMa, OPOPMUTH JOKYMEHT B COOTBETCTBHH C TpeOOBaHUS-
MU CTaHJapTa.

3. CocraBuTh nUchbMO Mpoctoe (1-2 yacTu Tekcra)

4. CocTaBUTh MUCHEMO CTIOKHOE (3-4 4acTu TEKCTa)

5. CocraButh nucbMo ¢ TpadapetHsiM TekcToM. Tema 6. KoppecrnonaeHuus, cBs3aHHas ¢ poBeie-
HUEM MEPUONYECKUX MEPOTIPUSATHI.

Tema 6. KoppecnioH1eHIINsI, CBSI3aHHASI C IPOBEACHUEM NIEPUOINYECKUX MEPOIIPUATHM.

Bonpocwt ons ycmnozo onpoca:

. Uto Takoe npoToKoJ?

. CoctaBbTe OpMyJIsIp MPOTOKOJIA.

. Onummre CTpyKTypy TEKCTa MPOTOKOJIA.

. B yem ocobenHocTH noAnucaHus NPOTOKoIa?

. Bugsr nmpotokonioB. OcHOBHBIE TpeOOBaHUS K O(DOPMIICHHIO.

. Kak odopmiisiercst Bbimucka u3 npoTokosa’?

. Kak cTposiTcst TeKCTBI TCbMa-TIpUTTIAISHISI, TTHChMa-H3BEIICHUS ?

. Kakue TpeboBaHus npeabsaBIsAIOTCS K TEKCTY TeJIerpaMMBbl U TeJaeQOHOTrpaMMbl?
. Kakue TpeboBaHus NpenbABIAIOTCA K TEKCTY 3JIEKTPOHHOTO COOOIEHUs?

O 0 1N DN KW~

Ilpaxkmuyeckue 3a0anusn:
1. CocTtaBuTh (HOPMYJISIP «PEaTbLHOr0» MPOTOKOIIA.
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2. Haiitu HeTouyHOCTH B O)OPMIIEHUH TIPOTOKOJIA, UCIPABUTH U OPOPMHUTH IOKYMEHT.
3. Ha ocHOBaHMHM MOJTHOTO MPOTOKOIA OHOPMUTH KPATKHM MPOTOKOIL.

4. OopMuUTH BHITUCKY U3 IPOTOKOJIA.

5. OpopMHUTH MHCHMO-U3BEIIEHUE C 000OIIEHHBIM aPECaTOM.

Tema 7. Kommepueckas nepernucka ¢ 3apyO0exHbIMHU MapTHEPAMHU.

Bonpocwl ona ycmnozo onpoca:

1. Kakue crannaptel UCO pernamMeHTUPYIOT OQOpPMIICHHE JACTIOBOM MEPETTHCKH?
2. Kakue ¢opmatsl Oymaru UCIoIb3yIOTCS B MEXIYHAPOIHOM TIepenucKke?

3. Kak cripoexTupoBanbl O1aHKH IJ11 MEXIYHAPOIHBIX IHCEM?

4. Buapl MeXIyHApOIHBIX TTUCEM.

5. OcobeHHOCTH 0(hOPMIICHHS] PEKBU3UTOB.

IIpakmuueckue 3a0anus:
1. IlpoBecTH CONMOCTaBUTENBHBIN aHAIN3 OOPA3LOB MEXTYHAPOJHOTO M POCCHICKOTO AEIOBOTO
nucpMma.

Tema 8. Opranuzanus 10KyMeHTOO0OpOTa.

Bonpocwt ona ycmnozo onpoca:

. [lepeunciaure ocCHOBHBIE 3Talbl JTOKYyMEHTOO00POTA, TaliTe UM ONPEIeICHHS.

. Kakue tpeboBaHus MpeabsIBISIIOTCSA K PETUCTPAIMN BXOASIIUX JOKYMEHTOB?

. [JaiiTe XapakTepuCTUKy OpraHU3aluy KOHTPOJI UCIIOJHEHUS TOKYMEHTOB.

. JaiiTe xapakTepucTHKy opranu3anuu (opMUpPOBaHUS JEII.

. Uro Takoe HoMeHKaTypa fen? Kakosa nepuoguYHOCTb BHECEHUSI U3MEHEHUN?

. [lepeuncanre BUIbl HOMEHKIATYD.

. Kakast nunopmanust OoTHOCUTCS K pa3psily «kKOMMEPUECKOM TaltHbI»?

. Kakas uadopmariuisi He MOKET OBITh OTHECEHA K pa3psay «KOMMEPUYECKON TalHBI»?

9. Kak ocymiecTBisercst perucTpanus 1 ydeT oopalieHuil rpaxias?

10. Kakue cymiecTByOT CpPOKH UCIIOJTHEHUS OOpallieHuil?

11. IlpaBuiia yyera yCTHBIX OOpallieHHUH.

Ilpaxmuuyeckue 3a0anus:

1. [Ipoananu3upoBaTh cykKeOHbIE OTMETKH Ha JIOKYMEHTE.

2. Ilo ciyxeOHbIM OTMETKAM Ha JOKyMEHTE PEKOHCTPYHPOBATh XPOHOJIOTHIO JOKYMEHTOO0O0pOTA.

3. IIpocTaBUTh Ha TOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOIINE JEIONPON3BOACTBEHHBIM ONEpaLUsAM
(peructpalii BXOJSILErO JOKYMEHTA, PAaCCMOTPEHHUIO U NPUHSATUIO PELIEHUs, KOHTPOJIO HCIOJHEHUS,
HaIpaBJICHUIO B JIEN0).

4. Ha npumepe HOMEHKJIATYpPhI JeJ1 IPOAHATN3UPOBATh MPUHIUI TPYNIUPOBKHU J€]1 U YCTAHOBJICHUS
CPOKOB XpaHEHUS JIEIl.

0NN DN KW

Ilpumep mecma

1. [IpaBuiia u opraHu3anmio J0KyMEHTAllMOHHOTO 00ecriedeHtsl yIIpaBIeHus Ha PeANpUsSTUN yCTa-
HaBJIMBACT:

- [IpaBuia BHyTpPEHHETO pacropsaKa
Wuctpykuus no JJOY

- VYcraB npeanpusaTus

2. HabGop pekBU3UTOB O(UIIHATIEHOTO TUCBMEHHOTO TOKYMEHTA, PACIIOIOKEHHBIX B OINpeIeIeHHON
MOCIIEI0BATEIbHOCTH, Ha3bIBAETCS:

- bopMyIsIpoM JOKyMEHTa

- 0JIaHKOM JOKYMEHTa

- JIOKyMEHTOM

3. CpOKOBBII KOHTPOJIb HCTIOJIHEHUS TOKYMEHTA OCYIIECTBISIETCS:

- PYKOBOJUTENIEM OpraHU3aLNH

- ciyx6o0ii JIOY

- VCIIOJIHUTENIEM IIOPYUEHUS
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4. PexBU3NUTOM, COZIEPKAILMICS TOJIBKO B MMCbMaX-OTBETAX, SBIISAETCS:

- aapecar

- CCBIJIKA Ha PErMCTPAIlMOHHBIN HOMED U ATy TOKyMEHTa

- OTMETKA O MOCTYIUUIEHUU TOKYMEHTA B OPTaHU3aLUN

5. UcnonHeHue pe3oionuy pyKOBOIUTENS HA TOKYMEHTE OCYILLECTBIIAECTCS:

- OTBETCTBEHHBIM HCIIOJIHUTENIEM, Ubsi (PaMUIIHS YKA3bIBACTCS MEPBOIl B PE30TIOIUN

- OTBETCTBEHHBIM HCIIOJIHUTEIIEM COBMECTHO C COTPYIHUKAMHU, YKa3aHHBIMU B JJOKYMEHTE

- BCEMHU HCIOJHUTEISAMH, YKA3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOT'O MCIIOJIHUTEIIS,

KOTOPBI OCYHIECTBIIICT KOHTPOIUPYIOIIYIO (YHKITUIO

CJIOB:

6. HOKYMGHT, B KOTOPOM BOCITPOU3BOJHUTCA PCKBU3UT «HOI[HI/ICB» 0e3 MuuHoMi IOAIINCH:
- BBITTMCKA U3 paCclopAaAUTCIbHOIO JOKYMCHTA
- aKT
IMPOTOKOJ 3aCCJaHuA
. PaCHOpﬂI[I/ITeJ'IBHaH YaCTb JOKYMCHTA, IIPUHATOI0 KOJIJICTHAJIBHBIMUA OpraHaMu, HAUWMHACTCA CO

~

ITPUKA3BIBATIO

OBA3BIBAIO (PEKOMEH/IVIO)

I[TOCTAHOBJIAET (PEILIAET)

8. Kommepueckuil JOKYMEHT, COiep KAl IPEIbsIBICHUE IPETEH3UU K CTOPOHE, HapyLIUBIIEH

IIPUHATLIC

- Ha ce0sl M0 KOHTPAKTY 0053aTeNbCTBA M TPEOOBAHNUS BO3MEIICHNS yOBITKOB, HA3BIBACTCS:

- UCbMO-HAIIOMUHAHUE

- rapaHTUIHOE TUCHMO

- UCbMO-peKIaMaIus

9. lnst opranu3anuii ¢ HEOONBIINM JOKYMEHTOOOOPOTOM YaIlle BCEro MPUMEHATCS ... hopma ieno-

IMPpOU3BOJCTBA:

- HCHTpAIU30BaHHAA

- CMCIIaHHasA

- ACLCHTPpAJIN30BaHHAasA

10. Z[OKYMGHT, OHpC,[[GJ'IGHHBIfI B TOJIKOBBIX CJIOBApPAX PYCCKOI'O A3bIKa KaK «IOKYMCHT C 3aIllMChIO

BCETOIIPOUCXOAAIICTO HA 3aCCIaHUU, CO6paHI/II/I»I

ToaHA

- IIPOTOKOJI
- MIOCTaHOBJIEHHE

- pelieHne

11. TTosmHyr0 3aMKCh BCETO X012 3aCEJaHUS OTPAKACT:

- MIOJIHBIM ITPOTOKOJI

- KpPaTKHUi IPOTOKOJI

- CTEHOTpa(pUUECKHl MPOTOKOI

12. IIpexynpeauTenbHblii KOHTPOJIb IPEATIONAracT:

- €KEJIHEBHYO IIOJITOTOBKY CBEJIEHUH O JOKYMEHTaX, CPOK HCIIOJIHEHUSI KOTOPBIX UCTEKAET Ce-

- €XKEMECAYHOE NJIN €KEKBapTaJIbHOE COCTABICHHUE NTEPEUHS HEUCIIOJHEHHBIX I0OKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHS NpeaynpexIeHUue COTPYIHUKA O HEOOXOJUMOCTHU PELIEHUS OpY-

YEeHHOT'0 €My BOIpoca

13. HanmeHoBaH#e TOKYMEHTa, OJTHUM H3 Pa3JeioB KOToporo sBisercs «IIpeamOymay:

- JIOJKHOCTHAsI MHCTPYKIUS

- JIOTOBOD

- HCKOBOE 3asiBJICHUE

14. JIokyMEeHT MOKET OBITH MOITUCAH UCTIOJHSIONINM 00S3aHHOCTH JIOJDKHOCTHOTO JIMIIA C:

- yKa3zaHUEM ero (pakTHUeCKON JODKHOCTH U (haMHIIIUU

- MIPOCTABIICHUEM IPEJIIOTa «3a» WIIA HAJIUCU OT PYKH «3aM.)»

- MPOCTABIICHUEM KOCOU YepThI NIEpe] HAUMEHOBAHUEM JOIKHOCTH

15. PeructpaiinoHHbIi HOMEDP TOKYMEHTa, COCTaBJICHHOTO COBMECTHO JIBYMs U 00Jiee OpraHu3aIus-

MM, MIPEJCTABISAET COOOA:
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- PETUCTPAIIMOHHBIN HOMEp TOKYMEHTa OpraHM3alllii, YKa3aHHO! Ha OJIaHKe TepBOi

- pETUCTpallMOHHBIN HOMEP IOKYMEHTa OPraHNU3aluu, B KOTOPOH TOKYMEHT (PaKTUYECKH CO-
31aBaJIC

- PETUCTPALIMOHHBIE HOMEPA TOKYMEHTA KaKIOW U3 OpraHu3alui, IPOCTABIIAEMBIX Ye€pe3 KO-
CYI0 4epTy B IIOPAJIKE YKa3aHHs aBTOPOB B JJOKYMEHTE

TeMbl M 321aHUA KOHTPOJLHOH padoThl (111 3P0)

KonTponpHas paboTa Ha 3a09HOM OT/AEIICHUH COCTOUT B BBIMOHCHHHITPAKTUKO-OPUCHTHPOBAHHBIX
3aJjaHUl [0 TeMaM Kypca. BapuaHThl 3aaHuil 1 METOAMYECKHE YKa3aHHs K UX BBINOJHEHUIO IPUBEJICHBI B
MeToaudecKkuxX yKa3aHUSX MO BBIMOJHEHHIO KOHTPOJIBHON pabOThI MO AMCHHILINHE «J{OKyMEHTHpOBaHHE
poeCCHOHAIBHON JEATEILHOCTHY IS CTYJIEHTOB, oOydaromuxcs nmo HamnpasieHuio 38.05.01 Dxonomu-
yeckast 0€30MacHOCTb.

6.2. IlpumepHbIe BONPOCHI U 3aJaHUA / 321a4U JJIA NMPOMEKYTOUYHOH
arrecTaluu

Tabmuna 8 - [IpumepHbIe TEOPETHYSCKHUE BOITPOCH! M IPAKTHYSCKUE 3a/IaHus / 3a71a9d [Tl IPOMEKYTOUHOM
aTTecTalyuy — YK3aMeHa

Ne | Paznensl 1 TeMBbI [IpuMepHBIE TEOPETHYECKUE BOIIPOCHI [IpumepHsie
MPAKTUYECKHUE
3agaHus /
3aa4u
1 | JOKyMEHT U cu- 1. IlonsTne o nokymente. Kinaccudukaunu 10KyMEeHTOB. 3ananue (cM.
CTeMBI JIOKyMEHTa- | 2. YHU(UKAUs ¥ CTaHAApTH3alMs YIPABICHUYECKUX JOKYMEHTOB. | [OCIE TabTHLIBI)
uun. [onstue ne- YHUPHUIUPOBaHHBIE CUCTEMBI JOKYMEHTALIH.
JIOIIPOU3BO/ICTBA
2 | TpeboBanus K co- 3. TOCT P 6.30-2003. CocTaB cTanmapra, 3HaUYeHUE JJI1 YIIPABJICH- 3ananue (cM.
CTaBJICHUIO U YecKoil IeITeTbHOCTH. 1oCIe TabIuIbI)
odopmienuto 4. ®opmynsap-obpasen Kak oOIasi MoJesib TOCTPOEHHSI PErJIaMEeHTH-
YHPaBIEHYECKOH POBaHHOT'O YIPaBJIEHYECKOTO JOKYMEHTA.
JIOKYMEHTaluu 5. PexBm3utel moctosiHabie  (01-04); xapakTtepucTuka, IIpaBHIia
odopmIteHusl.
6. PexBusutel moctosiHHbie  (05-09); xapakTepucTuka, IpaBHiia
odopmteHuUs

7. braHk, BUIBI OJTAHKOB.

8. PexBu3uThl 3aromoBouHoi yactu nokymeHTa (10-14), xapakrepu-
CTHKa, TIpaBuiia 0(OPMIICHHS.

9. IlpaBmiia aapecoBaHus TOKyMEHTOB.

10. OcobennocTr ohopMIIEHHSI TEKCTA CITY>KEOHOTO TOKyMEHTa

11. PexBusutsl 18 u 21; xapakrepucTrka, npasuia opopMIICHHS.
12. PexBu3uthl 22 1 25; XapaKTepUCTHKa, ITpaBuiia 0)hOPMICHHMS.
13. PexBu3utsl 16 1 26; XapakTepuCTHKa, paBuiia 0pOpMIICHHS.
14. PexBusutsl 23 1 24; XapaKTepUCTHKA, TpaBuiia 0GOPMIICHHS.
15. PexBuzutsl 17, 19, 27; xapaktepucTrka, mpaBuia 0pOpMICHHUS.
16. PexBuzutsl 28 — 30; xapakTepucTHKa, MpaBuia 0hopMIICHHSI.

3 | CoBpemennsle cio- | 17. CoBpeMeHHBIE CIIOCOOBI 1 TEXHHUKA CO3JaHHS JJOKYMEHTOB. 3ananue (cM.
COOBI U TEXHHKA Tocie TabIIHIIbI)
CO37aHUs TOKY-

MCHTOB
4 | CocraBnenue OPJ] | 18. YCOP/l. Ha3zHaueHue CUCTEMBI, XapaKTEPUCTUKA TPYNI U BUIOB 3amanue (cM.
JIOKYMEHTOB. rocyie TabITUIIBI)
19. Cuctema oOpraHW3allMOHHBIX TOKYMEHTOB. Ha3zHaueHWe, BUIBI
JIOKYMEHTOB.

20. JloroBopa ¥ KOHTpaKThl; Kiaccupukanyu. TpeboBanus K opopm-

18



Pa3nensl u TeMEI

[TpumepHbIe TEOPETUIECKHIE BOTIPOCHI

[IpumepHbIe
MPAKTUIECKHE
3amaHus /
3a/1a4u

JICHHIO.
21. JomxHOCTHasE MHCTPYKUMS; OCOOGHHOCTH JOKYMEHTHPOBAHHA.
CtpyKTypa TeKcCTa.

22. CuctemMa pacmopsANTENbHBIX MOKyMeHTOB. HasHauenwe, BUIBI
JIOKYMEHTOB.

23. IIpukassl, BUABI MpHUKa30B. OCOOCHHOCTH TOKYMEHTUPOBAHHS
npuka3oB. CTpyKTypa TeKcTa.

24. YaudunupoBaHHbIE GOPMBI KaAPOBBIX ITPHUKA30B.

25. Pacnopsokenus. OCOOCHHOCTH 0(pOPM-JICHHS, CTPYKTypa TeKCTa.
26. llocranosnenus, pemenns. OcobeHHOCTH OGOPMIICHHUS, CTPYK-
Typa TeKCTa.

27. CucremMa CrpaBO4YHO-UH(POPMAIIMOHHBIX JOKyMEHTOB. Ha3Haue-
HHUEC, BUADI.

28. JloknmamHast 3amucKa, BHIBL, ocobeHHocTH odopmieHus. CTpyk-
Typa TeKCTa.

29. CrpaBka, BujbI cripaBok. OcoOeHHOCTH 0(hOPMIICHHMS, CTPYKTYpa
TEKCTa.

30. Axr, Buabl akToB. OcoOEHHOCTH OOPMIICHHS, CTPYKTYpa TEKCTA.
Oo6pamienus rpaxiaad. Hasnauenue, Buabl, OcoOSHHOCTH OdopMmiie-
HUSI, CTPYKTYpa TeKCTa.

5 | JenoBble mucema 31. JlenoBble nuchbma. XapaKTEpUCTHKA U KIACCH(PHUKALIUY. 3ananue (cM.
32. Kommepueckue nmuceMa. XapakTepucTUKa U KIacCUPHUKAIIHH. noce TaGunILbl)
OcoOCHHOCTH MOCTPOCHHS TEKCTA CIYKEOHOTO MHUChMA.

6 | Koppecnongenuus, | 33. MexxayHapoaHble NUCbMA. 3anmanue (cM.
CBs3aHHAsA C IIPO- 34. Cranpaptel UCO Ha odopmiieHre 1e10BOi EPENICKH. nocJie TaOJIHIIbI)
BEJICHHEM IIEPHO-

JTUYECKUX Mepo-
OPUSTUI

7 | Kommepueckas 35. IlpoTokou, Buab! MPOTOKOIOB. OCOOEHHOCTH TIOCTPOSHHS TEKCTA. 3aganue (cM.
nepenucka ¢ 3apy- | 36. CpeacTsa onepaTUBHON CBA3M (Telerpamma, TeleKC, SJIeKTPOH- | HOCIe Tabiuibl)
OC)XHBIMH TIAPTHE- | HOe coolmeHue, TenedoHorpamma). TpeboBaHus K 0pOpMIIEHUIO.
pamu

8 | Opranuzarmus mo- 37. Xapakrepuctuka ['C JIOY. Conepxanue AeI0MPOU3BOJICTBRA. 3aganue (cM.

KyMeHT0000poTa

38. Co3maHue MpoOeKTa JOKYMEHTa, COTJIAaCOBAHME KaK JTallbl JTOKY-
MEHTHPOBaHMSI.

39. YaocTtoBepeHUE 1OKYMEHTOB, BUJIBI.

40. Peructparis BXOIAMNAX ¥ UCXOIAIINX TOKYMEHTOB.

41. [IpaBuna 0OpabOTKH M PACCMOTPEHUS BXOJSIINUX JOKYMEHTOB.
42. IlpaBuna opraHu3aldy KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB.
43. IIpaBuna GopMUPOBAHUS U XPAHEHHS JEIT.

44. HoMmeHKIaTypa J1ei, BUIEL.

45. DkcnepTu3a LEeHHOCTH TOKYMEHTOB.

46. IlogroroBka fen k cnaye B apxuB. CpoKd XpaHEHUS.

47. lloHsiTHE KOMMEPYECKOW TalfHBI.

48. Opranuszanus KOHQHUIESHIINATHLHOTO AEJIOMPOU3BOICTRA.

TocJIe TabJIUIBI)
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IIpumepHbIe 3a1aHUs K IK3aMeHY

3aganue 1.

[Tonb3yscy TpynoBeiM kogexkcom P® rnasoit 10 u 11. Onummre nomaroByro INpouenypy npuema
pabOTHHMKAa HAa OCHOBHYIO paboTy M (WIM) MO COBMECTUTENBCTBY. 3AlOJIHMUTE MPEIIOKEHHbIE 00pa3libl
JOKYMEHTOB, 0(OPMIIIEMBIX IIPH MTpHEMe paOOTHHKA Ha PadoTy.

Samanue 2.

[Tonp3ysice TpynoBeiM kojekcomM P® rmaBoit 12. Onuiuurte MomaroByr0 MOPOLEAYPY H3MEHEHHUS
TPYAOBOTO JIOTOBOpPA, B TOM YHCIIE TEPEBOJ padOTHUKA HA APYryro paboTy. 3amoiHUTE MpPEIOKEHHBIE
00pa3iibl TOKYMEHTOB, 0hOPMIISIEMBIX PU U3MEHEHUHU YCIIOBHIA.

3amanue 3.
[Tonb3ysice TpynoBbim kojekcoM P® rnasoit 19. Onuimmre nomaroByro npoueaypy Ha3Hau€HHUs OTITyC-
Ka. 3aMoJIHUTE MPEJIOKEHHBIE 00Pa3Ibl JOKYMEHTOB, 0(OPMIISIEMBIX PU O(POPMIIEHUH OTITyCKa

3amaunue 4.

[Tonw3ysicb TpynoBeiM kogekcomM P® rmaBoit 13. OnwuiuTe MomaroByr0 MNPOLEAYPY YBOJIbHEHUS
pabOoTHMKA. 3al0JIHUTE MPeJUI0KEHHbIE 00pa3Iibl JOKYMEHTOB, 0hOpMIIIEMbIX IIPH YBOJIbHEHUH COTPYTHHKA.
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