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1 Ileap AMCHMIIMHBI.

B pe3ynbrare OCBOCHMS JaHHOW MAUCIUIUIMHBI Y OOYYarOIIErocsl MOJDKHBI OBITh  CPOPMUPOBAHBI
KOMIIETCHIIMH OCHOBHOU MPOQeCCHOHAIBHON 00pa30BaTeIbHON MPOrpaMMBbl aKaIeMUIECKOTo OakataBpua-
ta (manee - OIIOII): OIIK-4, ITK-8, TTIK-11, ITK-20.

CopneprkaHne KOMIETEHIMH KaK IJIAHUPYEMbIX PE3y/IbTaTOB 00Y4EHHUs 10 AUCHUILIMHE CM. Tabaupl 1
11 DopMupyeMble KOMIIETCHIMU

Tabmumna 1 - DopmupyemMple TUCITUTUIMHON KOMIICTCHITUH

HaumenoBanune HaumenoBanue Kox u Ha3BaHue koMneTeHIINN
BHU/1a KOMIIETEHIUN Kateropuu (rpym-
T1b1) KOMITCTCHITUH
Oo6menpodeccuo- OIIK-4 | crioCOOHOCTBIO OCYIIECTBIATH JEIOBOE 0OIIe-
HaJILHBIC KYJILTYPHBIC HUC U Hy6J’II/I‘IHLIe BBICTYIUICHUS, BECTHU NEPC-
KOMIIETCHLIUH TOBOPBI, COBEIIAHHUS, OCYHIECTBISATH IETOBYIO
MEPEenucKy W MOJAEPKUBATh 3JICKTPOHHBIC
KOMMYHHKAIIUH
ITpodeccuonanbras OpranusanoHHo- I1K-8 BJIaJICHUEM  HABBIKAMU  JIOKYMEHTaJbHOI'O
yIpaBiieHUECKast odopMieHus pelieHHH B yNpaBieHHU Omepa-
eI TEIbHOCTD UOHHOH (IIPOM3BOACTBEHHOHN) AEATEILHOCTH
OpraHM3alMii TPH BHEIPEHHH TEXHOJIOTHYE-
CKHX, TIPOYKTOBBIX WHHOBAIMI WJIM OpTraHH3a-
I[IUOHHBIX U3MEHECHUMN
[Ipodeccuonanpuas HNudopmarmonHo- [IK-11 BJIaJICHHEM HaBBIKAMU aHaIH3a WHPOPMAIUH O
aHAJIUTHYECKast Jes- (YHKIIMOHUPOBAHNH CHCTEMBI BHYTPEHHETO
TEJNBHOCTh JOKYMEHT0000pOTa OpraHu3aluu, BeAeHUs 6a3
JAaHHBIX MO Pa3JIMYHBIM IMOKA3aTC/IsAIM U (I)OpMI/I-
poBaHUS  WH(POPMAIMOHHOTO  OOECIeueHHs
YYaCTHHKOB OPTaHU3aIIOHHBIX TPOEKTOB
Hpo(peccpIOHanLHaﬁ [IpennpuHumarenb- I1K-20 BJIAJICHUE HABBIKAMH IMOJATOTOBKM OpPraHU3AllU-
CKas JeATCIbHOCTD OHHBIX W PAaCHIOPAJUTCIIBHBIX JOKYMCHTOB, HC-
OOXOJMMBIX Ul CO3JaHUSI HOBBIX IpEIIpPUHHU-
MaTeJIbCKUX CTPYKTYD

1.2 JleckpunTOpHbIe XapaKTEePUCTHKH KOMIETEeHIU

Tabnuna 2 — JleckpunTOpHbIE XapaKTEPUCTUKHA KOMIETEHINH, (HOPMHUPYEMBIX TUCIUILIMHOM

Kon n Ha3spanue
KOMIIETEHIINHU

Z[eCKpI/IHTOpHBIC XapPaAKTCPUCTHUKU KOMIICTCHIIUU I10

OI1OIT

JIMCUMITUHBL U TIPAK-
TUKH, (POpMUPYIOIIHE KOM-
nereHnnuio no OIIOIT




OIIK-4

3HaTh:

— OCHOBBI JICIOBOTO OOIIEHUS;

— MpaBujia U CPENICTBA BEACHHUS IEI0BOI MEPEUCKU;

— OCOOCHHOCTH M CPEICTBA BEICHUSA 3JICKTPOHHBIX
KOMMYHMKaIUH.

YmMmersb:

— BBIOMPATh U IPUMEHSATH METOIBI M CPEICTBA JAEIOBOTO
OOIIeHus; , B T.4. BECTH JCIIOBYIO MEPENICKYy M 3JIeK-
TPOHHBIE KOMMYHHKAIIUN OT CBOETO HMEHH, UMEET OIIBIT
MyOJIMYHBIX BHICTYIUICHHUH;

— MMOATOTOBUTH M OCYHICCTBUTH ITyOJIMYHOE BBICTYILIC-
HHE C WCIOJBH30BAHUEM COBPEMEHHBIX HH(OpPMAIHOH-
HBIX TEXHOJIOTHI B pPa3NIMYHBIX (opmarax (IOKIaza,
y4acTus B KPYTJOM CTOJIE, U Tp.);

— YMEET MOCTPOUTH JeJ0BOE OOIIeHHEe, OPraHU30BaTh U
BECTU JEJIOBYIO MEPENUCKY U DJICKTPOHHbIE KOMMYHH-
Kaluu.

Baagernb:

— HaBBIKAMH CAMOMPE3CHTAIINH, YMEET TOTOBHUTHCS K TIe-
peroBopam M COBEIIAHHSM.

b1.b.12 JesonpounsBoa-
CTBO M JOKYMEHT0000pOT
b1.5.19 Hayunsie uccnemo-

BaHUS B YKOHOMHKE

B2.B.01(Y)  VYuebHas mpakTuka.
[IpakThka O MOJTYYECHHUIO TIEPBUY-
HBIX TPO(GECCHOHATBHBIX YMEHUI
Y HaBBIKOB

B3.5.01(])  3ammra  BBIIYCK-
HOM KBaM()HUKAITMOHHOH pPabOTHI,
BKJIIOYAs TTOJI'OTOBKY K ITPOLIEType
3aIIMUTHI U MPOLETYPY 3aIUTHI

I1K-8

3HaTh:

— pomnu, QYHKIINH ¥ 3214l HHHOBAIIMOHHOTO MEHEIKe-
pa B COBPEMEHHOW OpTraHU3aIN;

— 0a30BbBIC MOHATHUS TCOPHH MHHOBAIIMK M YTIPABICHHUS
WHHOBAIUAMU,

— 3aKOHOMEPHOCTH (DOPMHUPOBAHHUS HHHOBAIMOHHBIX
CTpaTeruii;

— OCHOBHBIC (DOPMBI 3alIUThI 0OBEKTOB MHTCIUICKTYallb-
HOH COOCTBEHHOCTH,

— BHIBI U (POPMBI TOCYIAPCTBEHHOTO PErYIHPOBAaHUS U
MOJICP’KKA MHHOBAITHH.

YMeTh:

— pa3pabaTeIBaTh MHHOBAIIMOHHYIO CTPATETHIO PA3BUTHUS
OpTaHU3aIHH.

Baangern:

— HaBBIKAMH JTOKYMEHTAJIEHOTO O(QOPMIICHHS PELICHUN
B VIIPaBIICHUH ONEPAIOHHON (IIPOM3BOJICTBCHHOM) Je-
SATENFHOCTH OpPTaHW3allil NpU BHEAPCHUH TEXHOJIOTH-
YECKHX, MPOAYKTOBEIX MHHOBAIIMN WM OpPTaHU3AIHOH-
HBIX U3MEHCHU.

b1.b.12 Hdesonpoussoa-
CTBO M JOKYMEHT0000pOT
b1.B.08 OnepaTtuBHOE
yhpaBlieHHE

b1.B.09 HHOBanIMOHHBIH
MEHEKMEHT

b1.B.11 Crparernueckuit
MEHEKMEHT

b1.B./IB.04.01 Opranuzanusi mpo-
W3BOJICTBA

b1.B./IB.04.02 Opranuzauust Tpy-
Jla Ha TPOMBIIUIEHHOM TPEIIpPHUs-
TUH

b2.B.02(IT)  [IpomsBoacTBeHHas
npakTuka. I[IpakTrka mo momyde-
HUIO NPO(ECCUOHATIBHBIX YMEHUH
U ombiTa podeccHoHATEHON JIes-
TEIHHOCTH

b2.B.03(IT)  IIpomsBoacTBeHHas
npaktuka. IIpenauruiomHas mpak-
THKa

B3.5.01(J]) 3ammra  BBITYCK-
HOU KBIM(UKAIIMOHHOW pPabOTHI,
BKITIOYasi MOJATOTOBKY K MPOIelype
3aUTHI ¥ POLIEAYPY 3AIIUTHI




TIK-11 3HaTh: b1.b.12 Henonpounsson-
— NPUHLMIBL  (OPMUPOBAHMS CHCTEMbl BHYTPEHHEIO | CTBO M JOKYMEHTO00OPOT
JOKyMEHTO000pOTa OpraHu3aLuH; B1.B.19 HayuHble nccieno-
— NPUHIUIEL IPUMEHEHHS] HHQOPMAILIMOHHBIX TEXHONO- | panust B SKOHOMUKE
Tl B YOPABJICHUHU JCATEIBHOCTHIO OPTaHU3ALINHT; B1.B.02 MHdOpMaLHOHHbIe
~ IporpaMMHoe 06ecunequ1/1e ISt PaOOTHI C YIPABICH- | oy pion o o MCHEKMEHTE 1
yecKol HH(OpMAaIHei;
MAapKETHUHTE

— TEXHOJIOTHH M WHCTPYMEHTHI (OopMHUpOBaHUSA HHDOP- B1.B.JIB.05.01 Tpaxtixym  Tlaxe-
MAalOHHOTO O0ECIIeUeHUs] yYaCTHUKOB OpPraHNU3alHuOH-
HBIX TIPOEKTOB. Thl NOPHUKIAAHBIX TPOrpaMM Me-
VMeTh: HEJDKMEHTA
— HCIOIB30BaTh METOIBI 0OPa0OTKH W aHalu3a YIIPaB- b1.B./1B.05.02 ITporpammHeie
JICHYECKOMN HH(IJOpMaHI/II/I; HpOI[yKTI)I praBﬂCHI/IH HpeﬂHpI/Iﬂ-
— aHaIM3MpoBaTh MH(pOpPMALMIO O (QyHKUMOHMpOBaHMU | THEM
CHCTEMBI BHYTPEHHEro JjoKymeHrooGopora opranmsa- | b2.B.02(II)  IlpomsBomcTBeHHAS
MY, npaktuka. [IpakTuka mo mnomyue-
— [PUMCHSTH HNT-Texnonorun npu pCUICHUN YIIPAaBJICH- HUIO HpO(bCCCI/IOHaJ'H)HI)IX YMGHI/II‘/'I
HICCKUX 3a/a. U OnbITa NpO(ECCUOHAIBLHON mes-
Buragers: TEJILHOCTH
— HaBBIKAMH aHa/IN3a MHPOPMALMK O BYHKIMOHUPOBA- | [ B ()3 (I1)  TIpoM3BOACTBEHHAs
HHU CHCTEMBI BHYTPEHHETO JOKyMEHTOO00pPOTa OpraHu-

) npaktuka. [IpenaumnuioMHas npak-
S, THKA
— TEXHOJIOTHAMH BeJleHUs 0a3 NaHHBIX 10 Pa3InYHBIM
HOKa3aTeIsIM: E3;B.01(I[) 3ammuTa _ BBIITYCK-
HABbIKAMU (POPMUPOBAHHS HHOPMALHMOHHOTO obecrie- | HOM KBATH(UKAIHOHHOH paboTHI,
YeHUsl YYACTHUKOB OPraHU3alMOHHBIX IIPOEKTOB. BKJI04as IMTOATOTOBKY K IIPOLEAYpC

3alIUThl U POLEIYPY 3alIUTHI
I1K-20 3uars: b1.B.12 Jle0npon3Bo-

— HOPMaTHBHO-TIPABOBYIO 0a3y, DErNaMEHTUPYIOUYIO | ¢TBO M JOKYMEHTOO0OPOT
HPOIIeCC PETHCTPAIMH M Hadalo JAeATelNbHOCTH Ipeld- | F1.B.20 OpraHH3aIHOHHO-

NPHATHS,

— BUJBI U (OPMBI OPraHU3aLUOHHBIX H PACIOPSIIUTEIb-
HBIX JIOKYMEHTOB, HEOOXOAMUMBIX Uil CO3/IaHHsl HOBBIX
NpeANPUHUMATENBCKUX CTPYKTYD;

— HOPMaTHBHO-TIPAaBOBbIE JOKYMEHTBI, PErJIaMeHTHPY-
IOIIME Pa3JIMuHbIe aCHEKThI MPEANPUHUMATEIbCKOM fesi-
TENILHOCTH.

Ymersn:

— OCYIIECTBUTH BEIOOp Hamboiee 3pPeKTUBHOM OpraHH-
3allMOHHO-TIPaBOBOH  (OPMBI  [UII  MPOEKTUPYEMOTrO
NpEINPHATHS;

— CaMOCTOATEIBHO Pa3padoTaTh y4peAUTENbHbIC IOKY-
MEHTBI TIPENPUATHSL.

Buagers:

HaBbIKAMU THOATOTOBKH OPTaHU3al[MOHHBIX M Pacropsi-
JIUTENIbHBIX JOKYMEHTOB, HEOOXOAMMBIX ISl CO3aHHs
HOBBIX MPEAIPUHUMATEIbCKUX CTPYKTYD.

IMpaBOBBIC OCHOBbBI MCHCIKMCHTA

b1.B.06 Opraausaius u Be-
JICHHUE TIPEIPUHIMATEIHCKON Jies-
TEJIbHOCTH

b1.B./IB.03.01 KopnopatusHoe
yhpaBlieHHE

b1.B./IB.03.02 YnpaBnenue pas-
BUTHEM KOMITAaHUH

b2.B.02(IT)  IIpomsBoacTBeHHas
npaktuka. [Ipaktuka mo moxyde-
HUIO Tpo(ecCHOHATBHBIX YMEHUH
W ombiTa podeccHoHATEHON JIes-
TEJBHOCTU

b2.B.03(IT)  [IpomsBoacTBeHHas
npaktuka. llpenauriomMHas mpak-
THKa

B3.b.01([)) 3amuTa  BBITYCK-
HOW KBaIM(HUKAIIMOHHOW pPaboTHI,
BKITIOYas MMOJITOTOBKY K MPOIIelype
3alIUTHI U MPOLETYPY 3aIIUTHI




2 O0béM M TPYAOEMKOCTH JUCUMILIMHBI MO BHAAM Y4YeOHBIX 3aHATHHA. POpPMBI NMPOMEKYTOUYHOM
aTTecTalMu.
Tabmuia 2 — O0beM U TPYAO0EMKOCTh AUCITUTUTMHBI IO BUJAM YU4€OHBIX 3aHITHI

. O06BéM yacoB o Gpopmam
OOmast TpyZ0eMKOCTh U BHJIBI y4eOHOW pabOThI MO AUCIHU- 5
oOyueHus
IUTMHE, TPOBOAMMBIE B pa3HbIX (popmax
1 O6mast TpyA0EeMKOCTh TUCITUTUTHHBI 144 144
2 KonraktHas paborta oOydwarommxcs ¢ mpernogaBaresneM (1o 48 12
BHJIaM Y4E€OHBIX 3aHATHI) (BCETO)
AynutopHas pabora (Bcero): 48 12
B TOM YHCJIE:
JIEKIIUN 16 6
MPAKTUYECKHE 3aHATHS, CEMHUHAPHI 32 6
MIPAKTUKYMBI
JabopaTopHbBIC PAOOTHI
B MHTEPAKTUBHOU hopme
B AJICKTPOHHOU (hopMme
Breaynuropnas pabota (Bcero): 96 128
B TOM 4YHCIIe, HHAUBHIyallbHas paboTa o0ydaroumxcs ¢ npe-
MoaBaTeJIeM
= T
MTOJITOTOBKA KYPCOBOH paOOTHI /KOHTAKTHAS paboTa
IPYNIOBasi, WHIUBUIyaTbHAs KOHCYJIbTAIMS U WHBIC BHJIBI
y4eOHOU JesATENbHOCTH, MPelyCcMaTPUBAIOIIUE TPYIIOBYIO
WJIM WHIWBUIYATbHYI0 padoTy O00ydarommxcs ¢ MpernojaBa-
TeJIeM)
TBOpYecKas pabora (dcce)
3 CamocrositenpHasi pabora oOydaromuxcs (Bcero) 96 128
4 TIlpoMexyTouHas arTecTanusi 00yJarmerocs: — 3a4eT 4
3. YueOHO-TeMaTHUYECKUI MJIAH U COJepP:KaHue JAUCIHUNIHHBI.
3.1 YuyeOHO-TeMaTH4YeCKHIl IJIAH
Tabnuma 3 - YyeOHO-TeMaTHYeCKuil T1aH
0151 OUHOUL hopmbl 0OYUeHUA
~ | BuAbI y4eOHBIX 3aHATHH, BKJIIOYAsI CAMOCTO-
o :«: ATETbHYI0 padoTy 00y4alouxcs U TPyAOeM-
s 3 g KOCTh
- g = (B 4acax) DopMbI TEKYNIET0 KOH-
E Pa3znpen q1ucunInHbI © & E caMocCTosA- TpOJIﬂ " HpOMemyToq-
2 et et 2 y4ebHasi paGora TenbHAs HOIi aTTeCTalMM ycIie-
BaeMOCTH
CeMHHAPBI, paGora 00y- emoc
BCEro JIEKIIHHU NpaKTHYeCKHe ato-
3aHATHS X Cst
OKYMCHT U CUCTEMBI JOKYMEHTA- o
1 Hloky FIOKY 13 2 4 7 YcTHbIH onpoc
1uu. [ToHsATHE JIeT0NPOK3BO/ICTRA
TpeboBaHHst K COCTABICHUIO .
N Yerneii onpoc Ipak-
2 | odopmiteHHUIO PO eCCHOHATILHOM 13 2 4 7
THYECKUE 3a[aHHs
JOKYMCHTalln
3 CoBpeMeHHBIE CIIOCOOBI U TEXHHUKA 13 2 4 v Yernsii onpoc [Ipak-
CO3/IaHHUs IOKYMEHTOB THYECKUE 3aaHHs
4 | CocraBienne OPJ] 13 2 4 7 Ycrasrit onpoc [Ipak-

1 .
Yacwl, svioenennvie 8 YII na Kypcosoe npoekmuposanue 6 KOhmaxmrou gopme (3 uaca)
7




THYCCKHC 3aJaHUA

5 | JlenoBsle muceMa 13 2 4 7 [IpakTHdeckue 3aanust
Koppecnonaenuusi, cBszaHHas ¢ .
PP JICHITE, Ycerasii onpoc [Ipak-
6 | mpoBeAeHHEM IEPUOINIECKHX ME- 13 2 4 7
o TUYECKHUE 3aJaHHs
POLIPUATHH
7 Kommepueckas nepenucka c 3apy- 13 2 4 v Yerusii onpoc Ipak-
Oe)XHBIMH TApTHEPaMHU TUYECKHUE 3aJaHHs
Opranuzarys TOKyMeHT0000poTa YcTHEII ompoc
8 17 4 8 5 [IpakTudeckue 3aaaHusI
TectupoBanue
IIpomesxyTouHnas aTrectauus o0y-
P Y . Y 3auer
YaroLerocs
Hroro 144 16 32 96
07151 3a04HOU hopmbl 0OYUeHUA
~ | Buabl y4eOHBIX 3aHATHH, BKJIIOYAsI CAMOCTO-
- é g ATEJIbHYIO paGOTy oﬁyqammnxm H TPpyaoemM-
g2 g KOCTh
= \E i : (B qacax) q)OpM])l TEKYIIEro KOH-
E Paznes qnucuMnanHbI © & § CaMoCTOsA TPOJISI M IPOMEZKYTOH-
s z yueonas pabora TeNbHAs HOIi aTTecTaluu ycre-
BaeMOCTH
CEeMHHAapBbI, pabora 00y-
BCEro JIeKIUHA NMpaKTHYECKHe "ato-
3aHATHSA IHXCA
OKYMEHT U CUCTEMBI JOKyMEHTa- .
1 | Hoxy HOKY 13 1 2 10 Vermsiit onpoc
. IlonsiTue nenonponsBoacTBa
TpebGoBanHmsI K COCTaBIECHHUIO H .
N VYerusiit onpoc [pak-
2 | odopmiieHUIO PO ECCHOHATLHOM 12 1 1 10
TUYECKHUE 3aJaHUs
JOKYMEHTalUU
3 CoBpeMeHHBIE CIIOCOObI U TEXHHUKA 12 1 1 10 Yerasii onpoc [Ipak-
CO3JIaHHS JOKYMEHTOB THYECKHUE 3aJIaHHs
VYernelii onpoc Ipak-
4 | Cocrasieaue OPJ] 12 1 1 10 P P
THUYECKHUE 3aJaHHs
5 | JdenoBsle mucrMa 12 1 1 10 [IpakTudeckue 3ananust
Koppecnonnenuus, csizaHHas ¢ .
pp AeHIYs, Yernsii onpoc [Ipak-
6 | npoBeacHHEM NEPUOINICCKUX ME- 12 1 1 10
. TUYECKHUE 3aJaHUs
pOIIPUATHH
7 Kommepueckas nepenucka c 3apy- 12 1 1 10 Ycerasii onpoc IIpak-
OEKHBIMH MTApTHEPaAMH THYECKHUE 3aJIaHHs
Opranusaiys J0KyMeHT0000poTa YcTHBIH ompoc
8 19 1 2 16 [IpakTudeckue 3anaHust
TectupoBanue
[IpomexyTouHas aTrectanus o0y- 3auer, KOHTPOJILHAS
YaroIIerocs pabota
Hroro 144 6 6 128 4
3.2. CopeprxaHue 3aHATHI 10 BUIAM Y4eOHOH padoThI
Tabnua 4 — ConeprxaHue TUCIUTUTMHBI
Ne HaumenoBanne Coaeprxanue pasaesa JMCHUILTHHBI
pa3jaena, TeM AucC-
NUIJIHHBI
1 | HokymeHT u cucre- | JlokymeHT, ero ocHOBHbIe (yHKuMH (MHQOpMALMOHHBIE, KOMMYHHMKATHBHBIE,
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HaumeHnoBaHue
pasneJia, TeM Juc-
IUIJIHHBI

Conepma}me pasaejga TuCHUIIINHbI

MBI TOKYMEHTalUU.
[Tonarue nenormpo-
W3BOJCTBA

yIIpaBlieHYECKUE, IPABOBBIC, KyJIbTYPHBIC, HCTOPHUYECKHE).

JlokyMeHT kak mpeamer jJenornpou3BojcTBa. OOIIas XapaKTepUCTHKA YITPABICHYECKUX
JIOKyMEHTOB. YHHU(HUKAIUSI JOKYMEHTOB; CTaHIapTU3aIUs Kak (opMa IOPHIUICCKOTO
3aKperieHns npoBeaeHHon yHudukanmuu B chepe JJOY. YHHpHIMPOBAHHBIE CHCTEMBI
nmokymeHTarun. OOmiepoccuiickuid KiaccuukaTrop mpodeCCHOHATBHON JOKYMEHTAIIHH.
Krnaccudukanuu TOKyMEHTOB (110 MECTY COCTAaBJICHHUS, IO COJACPIKAHUI0, 1O Gopme, 1o
CpOKaM WCIOJTHEHUS, 10 MPOUCXOXKICHUIO, IO CPEeNICTBaM (DUKCAIMH, TIO IOPUIMYECKON
CHJIe, TI0 CTaAHsIM CO3IIaHus).

Jlenonpou3BoACTBO  (IOKYMEHTAI[MOHHOE OOCCIICYCHUE VYIPAaBICHHS); €r0 MECTO U
3HAYUMOCTb IS PO ECCHOHALHOM eI TEILHOCTH.

JIOKyMEHTHpOBaHWE W OpraHuzalms  JOKYMEHTooOOpoTa  Kak  COCTaBHBIC
Jieonpou3BoacTBa. OCHOBHBIE ATAlbl PabOTHI C IOKYMEHTHBIMU (pOpMaMH, COICPIKaHUE
Y XapaKTePUCTHUKA.

Ocuosubie TepMuabl # ToHATHS [JOY (I'OCT P 51141 «/lemonpon3BoICcTBO U apXUBHOE
Jeno. TepMUHBI M OTIPENICIICHHS).

TpeboBanus k co-
CTaBIICHHIO U

0 OpPMIIEHHUIO TIPO-
(heccroHaNBHOM J10-
KyMCHTAallUH

YHudunupoBaHHas CUCTEeMa OpraHH3alMOHHO-pacnopsAauTeabHON gokymeHnTtaruu (YC
OP/l): cocraB, Ha3HAYEHHUE, PACIPOCTPAHEHHE.

HopmartuBHo-MeToqMuecKast 6asa qenonpou3BoacTBa. Mcropus pa3Butus yHUpUKaLUU 1
CTaHIAPTU3ALMH YIIPABIEHYECKUX IOKYMEHTOB B Poccuu.

I'OCT P 6.30 kak OCHOBa CO3JaHUsl OPraHU3aLMOHHO-PACTIOPSIUTENBHOIO JOKYMEHTA.
Dopmynsip-o0pazel - MOAETb MOCTPOSHHST YHUPHUIMPOBAHHOTO JOKYMEHTA.

OOmue TpeboBaHMA, TpPENBSBIAEMble K OQOPMICHHIO  CIIy)KEOHOrO JIOKyMEHTa
(popmartsl, pazMepsl MoNeH, TOCTPOSHHE KOHCTPYKITMOHHON CETKH.

PekBu3uT — MHPOPMAIIMOHHBIN 3JIeMeHT JokyMeHTa. CocTaB, pacloioXeHHe, MpaBuiia
odopmieHus. PekBU3UTHI IepeMeHHbIE, TOCTOSHHBIC; OCHOBHBIE U CIIy>KEOHBIE OTMETKH.
CrnyxeOHble 0OTMETKH. CBsI3b PEKBU3UTOB C dTAallaMH JIEIOTPOU3BOICTBEHHBIX paboT.

CoBpeMeHHEIE CTI0-
CcOOBI ¥ TEXHHUKA
CO3JIaHMsI IOKYMEH-
TOB

KoMmbloTepHbIE TEXHOJIOTMH JIeJI0BOH mepenucku. Kpatkuit 0030p MporpaMMHOIO
o0ecreyeHnsT TepCOHANBHOrO KoMIbioTepa. OCHOBHBIE METOJbI  (HhOpMATUPOBAHHS
TekcTta. ATpuOyThl odopmiieHus Tekcrta. OdopmiieHue ad3aieB, pyOpHK, 3arojOBKOB,
MIPUMEYAHMI, CHOCOK. Ta0HIIpl.

CocraBnenue OPJ]

Knaccudukamus noxymentoB B coctaBe YC OPJl: mOKyMEHTHI OpraHU3allMOHHBIC,
pacriopsIUTeNbHbIE, CIIPABOYHO-UH(OPMAIIMOHHBIC, OPHUIIMATLHO-INIHBIE,

brnankun moxymeHToB. Buipl, cocTaB peKBH3UTOB, mpaBwia odopmieHus. ['epOoBbie
OyraHKH: TpeOOBAaHUA K MU3TOTOBJICHUIO, XPAHEHHIO, UCTIONH30BAHHUIO U YHUUITOXKECHHUIO.
JloroBopa, KOHTPaKThl: Pa3HOBUIHOCTU, COCTAB PEKBU3UTOB, OCHOBHBIC TPEOOBaHUS K
0o OopMIIEHHIO.

[Tpuka3bl: 0COOEHHOCTH COCTaBJICHUS M OOPMIICHHUS, Pa3HOBUAHOCTH npuka3oB. Cocran
PEKBHU3HTOB, OCHOBHBIE TpeOOBaHUS K O(QOPMIICHHIO, OCOOCHHOCTH TOCTPOCHHUS,
BU3HMpOBaHKE. Y HU(DUIIMPOBAHHBIE ()OPMBI ITPUKA30B IO KAJIPOBEIM BOITPOCAM.
CrpaBouHO-WH(DOPMAITMOHHBIE JTOKYMEHTBI: CIYXXEOHBIC 3alMCKU, AaKThl, CIPAaBKH.
Knaccudukarmu, Gopmymspbl, 0COOCHHOCTH IMTOCTPOSHUS TEKCTA.

OcHoBHBIE BHIBI OOpameHnid (xamoba, MpenoXKeHue,

3asBJICHUE, XOJaTalCTRBO,

netunys). Dopmynapsl, 0cOOEHHOCTH TOCTPOSHHS TEKCTA.

JlenmoBble IcbMa

JlenoBoif MUCHMO Kak CPEACTBO WH(POPMAIIMOHHOTO OOMEHa MEXIy OpraHU3aIUsIMI.
Knaccudurarus nucem. JlegoBoe MUCbMO B YCIOBUAX YHU(DUKAIMU (CTPYKTypa TEKCTa,
CTaHAapTHBIE (Ppa3bl U BEIPAKCHHUS).

®opmynsap mnuckMa. OCOOCHHOCTH TIOCTPOSHUS TIPOCTHIX U CIIOXKHBIX TEKCTOB.
Kommepueckne mmcema (odepTa, pexinamarus ©u 1p.);

odopmIieHusl.

BAABI M OCOOEHHOCTH




Ne HaumenoBanue Copep:xanue pasgena JHCUMIIIHHBI

pasnesia, TeM JHc-
HUIVIHHBI

6 | Koppecrionnenuus, | [InceMa-npuriamienus, MUChMa-U3BEIIEHHS: CTPYKTYPa, OCOOCHHOCTH ITOCTPOCHHS TEK-
CBsI3aHHAA C MPOBE- | CTa, CTAHAAPTHHIEC (Qpa3bl U BeIpaxkeHUs. [IpOTOKON Kak JOKYMEHT, COAEPKAIINi 3alucCh
JCHUEM TEepHOINYe- | X0Ja 00CYKICHHS BOIPOCOB U MPUHATHA PEIICHUN HAa COOpaHMAX, 3aCEAaHUX, AETOBBIX
CKUX Meporpuatuil | Bcrpedax. Bumsl mporokonoB. @opmynsap nportokosa. Ctpykrypa TekcTa. OCHOBHBIE

TpeOoBaHMA K 0OPOPMIICHHIO IIPOTOKOJIA. BEITIICKA 13 MMPOTOKOJIA.
TenerpaMma, Tenekc, 3JMEKTPOHHOE cooOIIeHHe, TeledoHorpaMMa Kak CpelicTBa orepa-
TUBHOT'O MH()OPMAIIMOHHOTO OOMEHa MEXKAY OpraHU3aIMsSIMU.

7 | Kommepueckas me- | Cranmaptet UCO Ha odopmienne nepenucku. Popmarel Oymaru, NMpOEKTHpPOBaHUE
penucka c 3apyoex- | OJaHkoB. MexayHapoAHble THCbMa.  Buubl U OCOOCHHOCTH MOCTPOCHUS
HBIMHU MAPTHEPAMHU | MEXAYHAPOAHBIX MHceM. PEKBU3UTHI MEXIYHAPOAHOTO MHCHMA.

8 | Opranmsanus noky- | [lonstue mokymeHTo000poTa. OCHOBHBIC ATAIbl: PETHUCTPAIMSA BXOAAIMINX JOKYMEHTOB,
00060poTa paccMOTpEHHUE U MIPUHATHE PEIICHUS; UCTIOIHEHNE, KOHTPOJIb HCIIOJHEHUS TIOKYMEHTOB,

¢dbopmupoBaHue Aei.
Homenknarypa nen kak cMCTEeMaTU3MPOBaHHBIN NepeueHh HAMMEHOBAHUH eI, ¢ yKa3a-
HHEM CPOKOB MX XpaHeHUs. Buasl HOMeHKIaTyp, opopMieHUE, IEPUOANIHOCTL BHECE-
HUSI U3MEHEHUH.
DKcrnepTu3a HeHHOCTH IOKYMEHTOB, MOJTOTOBKA /I K apXHBHOMY XPaHEHHIO.
3akoH «O KOMMepUYecKol TaifHe», ero 3HaYeHHe U OCHOBHEIE ToJoxeHus. MHpopmarus,
OTHOCUMasI K pa3psily «KOMMepUecKoi TaiHbD. MH(popmanus, KOTopas He MOXKET OBbITh
OTHECEHA K pa3psay «KOMMEPYECKOU TalHbD».
KonduaenuunansHoe A€I0NPOU3BOACTBO KaK OCHOBA 00ecreueHHs aeKBATHBIX YCIOBHUI
UI1 JOKyMEHTHpoBaHUs uHpopManuu. [lpaBuia onpeneneHuss Kpyra JIML, HMEIOIIUX
JOCTYN K HH(MOpMAIMH, collepKallel «KoMMepUecKyro TaiiHy». ['pudsl, ucrnons3yeMbie
npu padote ¢ JokyMeHTamMu. OTBETCTBEHHOCTh 32 HapyLICHUE MpaBHI PabOTHI C JOKY-
MEHTaMH, COACP)KAIIMMHU KOH(HUIECHIIMATbHbIEC CBEICHHUS.
TexHonorust paboTel ¢ oOpalieHusIMU TpaxaaH. Perucrpamus, yder. KoHTposns cpokoB
ucnonHeHus odpamenuii. OhopmiieHre el TUCbMEHHBIX oOpaieHnii rpaxaad. [Ipasu-
Jla yyeTa YCTHBIX 00paIIeHHUH.
Cooepircanue npakmuuecKkux 3aHAmuil
Ne | HammenoBaHue paspgeia,
Conep:xanue
TeM TUCHUILIHHBI
1 | HokymeHT u cuctembl a0- | 1. JlokymeHT, ero ocHOBHbIC GyHKIMH. Kiiaccudukamnmum T0KyMEHTOB.

kymeHTtanuu. lloHsatue ne-

JIOIPOU3BOACTBA.

2. Nenonpoussoactso (JOVY); ero MecTo n 3HAYMMOCTb B IPOGECCHOHATBHON
JEATeIIbHOCTH.

3. JIoKyMEeHT KaK IpeMeT JIeIONPOU3BO/ICTBA.

4. YHu(UUIUpPOBaHHBIE CUCTEMbI JOKYMEHTAILIHH.

5. OcHoBHbIE TepMUHBI U MTOHATHS [JOY.
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HaunmeHnoBanue pasaeaa,
TEM TUCIHUIIINHBI

Conep:xanue

VYnpaBneHdeckass JTOKyMEH-
Tanus: TpeOOBaHUSI K CO-
CTaBJICHUIO

1 0OPMIICHUIO

1. YHu}uImpoBaHHas CUCTeMa OPTaHU3ANUOHHO-PACTIOPSAUTEIBHON JTIOKYMEH-
tanuu (YC OP/).

2. HopMaTtuBHO-MeTOIMUECKast Oa3a IEIONPOU3BOICTBA.

3. PazBuTtre yHH(UKAUM W CTAaHAAPTU3AIMH YIPABICHYCCKUX JIOKYMCHTOB B
Poccun.

4. TOCT P 6.30 kak oCHOBa CO3[aHHS OPTaHH3AIMOHHO-PACTIOPSAUTEIHHOTO
TOKYMEHTA.

5. ®opmynsp-oOpasell - MOJIeNb MOCTPOCHUST YHUDUITUPOBAHHOTO JOKYMEHTA.,

6. O0mure TpeboBaHusI, MPEAbABIsIEMbIe K ODOPMIICHHIO CITY>KEOHOTO TOKYMEH-
Ta (opmatel, pa3mMepsl MMoJeH, MOCTPOSHNE KOHCTPYKIIMOHHOHN CETKH).

7. PekBu3uT — nH(MOPMAIMOHHBIN 37IeMeHT JoKkyMeHTa. CoCcTaB, pacloiokKeHue,
npaBuia opopMIICHHS.

8. PekBU3UTHI IEpeMEHHbBIE, IIOCTOSIHHBIC; OCHOBHBIC U CITY)KEOHBIC OTMETKHU.

CoBpeMEHHBIE CHOCOOBI U
TEXHUKA CO3JaHUSl  JIOKY-

MCHTOB

1. KoMInbIOTEpHBIC TEXHOJIOTHUH JICJI0BOH MEePEITUCKH.

2. OcHOBHBIE METOABI POPMATHPOBAHUS TEKCTA.

3. AtpubyThl odopmiienus Tekcta. OpopmieHue ad3ales, pyoOpuK, 3aroJIOBKOB,
MpUMEYaHUM, CHOCOK.

4. Tabnuuel u Oubnrorpaduyeckne onucaHusl.

Cocrasnenue u ohopmieHHE
OpraHU3alHOHHbIX, PACIIO-
PSAMTETBbHBIX U O(QHIHATb-
HO-JIMYHBIX JOKYMCHTOB

1. Knaccudurarus nokymenToB B coctaBe YC OPJl: Ha3HAYCHUE U BUJIBI.
2. brianku nokymMeHTOB. Byl

3. JloroBopa, KOHTPaKThI, OCHOBHBIC TPEOOBaHUS K O()OPMIICHHIO.

4. Tpukas, popMysp, 0cOOEHHOCTH JOKYMEHTHPOBAHHS.

5. IIpukasbl 1o KaJpoOBBIM BOIIPOCAM.

6. OcobenHoct  OGOpPMIICHHST CHPAaBOYHO-HH(OPMAIMOHHBIX  JIOKYMEHTOB:
(ciry>xe0HBIX 3aIHCOK, aKTOB, CIIPABOK).

7. Obpamenus rpaxxaan (xanoda, IpeaoKeHne, 3asBICHUE, X01aTalCTBO).

8. OcHoBHbIe opranu3aiuonssie qokyMmeHThl HOU KemI'Y.

I[GJ'IOBBIQ U KOMMEPYCCKUEC
nrcpbmMa

1. Cny>)xeOHOEe MHCHMO KaK CPeICTBO MH(POPMALMOHHOIO OOMEHa MEXAy opra-
HU3AIHSMU.

2. Knaccudukarum ¢y eOHbIX THCEM.

3. @opmynsip ciykeOHOro nmcbMa. OCOOCHHOCTH IOCTPOCHHSI NPOCTBIX U
CJIO)KHBIX TEKCTOB.

4. JlenoBoe MUCHMO B YCIOBHUSIX YHHU(PHUKAUUU (CTPYKTypa TEKCTa, CTaHAAPTHHIC
(dpasbl U BBIPAKECHU).

5. Kommepueckue nucbMa (odepra, pekyiaMaiyss U Jp.); BUABI U 0COOCHHOCTH
o opmITeHUSI.

Koppecnonneniusi, cBsizan-
Hasl C IPOBEICHUEM TIEPHO-
JTUYECKUX MEPOIPUITHI

1. IIpotokon, hpopmynsap nporokona. CTpyKTypa TEeKCTa.

2. Bugpl npotokosioB. OCHOBHBIE TpeOOBaHUS K 0QOPMIIEHHIO.
3. Beinucka u3 mpoTokoa.

4. [ucbma-ipurianieHus, MICbMa-U3BEIICHUSI.

5. Tenerpamma, Tesekc, TesedoHOrpaMMa, 3JIEKTPOHHOE COOOIIEHHE — Kak

CpeZcTBa ONepaTHBHOTO WH(OPMAIIMOHHOTO 0OMEHa.

IIpaBwmiia u popmsl KOMMEp-
YECKOU MEPENNCKH C 3apy-
OeKHBIMH TTAPTHEPAMU

1.Crannaptet UCO Ha odopmileHre TIepETHCKH.
2.®opmatel Oymaru, IpOEKTUPOBaHKE OJaHKOB LIS MEKAYHAPOJHBIX ITHCEM.
3.MexayHapoHble MUChbMa. BUIBI ¥ PEeKBH3HTHI.
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Ne HaumeHoBaHue pa3aeia,

Conep:xanue
TeM AUCHMILIHHBI
8 | Opranuzanms JOKyMEHTO- 1. Ionsitue nokyMeHTo000poTa. OCHOBHBIE ATAIIBI, MX XapaKTEPUCTHKA.
obopora 2. Homenkmnatypa nen. Buaer HoMeHKIaTyp.

3. 9KCHCpTI/ISa HNEHHOCTU AOOKYMCHTOB, IOATOTOBKa ACJI K apXUBHOMY XpaHC-
HHIO.

4. 3akon «O KOMMep‘leCKOﬁ TaﬁHe», €0 3HAYCHUEC U OCHOBHBIC ITOJIOKCHUA.

5. HpaBI/ma OopraHu3anuu KOH(l)I/IILGHIII/IaJ'H)HOFO ACIOMPOU3BOACTBA.

6. TexHosorus paboThl ¢ OOpALICHUSIMH IPaXKIaH.

4 Ilopsaaok olleHUBAHUS YCIIeBAeMOCTH U CPOPMHUPOBAHHOCTH KOMIIETEHIIHI 00y4aroierocs
B TEKYIIei 1 MPOMEe:KYTOYHOI aTTecTAlMU.

J1J1 ONOXKUTENbHOM OLIEHKHU 10 pe3yabTaTaM OCBOSHHS AUCLHUILTHHBI 00ydaromeMycs He00X0JUMO
BBHITIOJTHUTHh BCE YCTAaHOBJICHHBIC BUIBI yueOHOU paboThl. OIeHKa pe3yslbTaToB pabOThl 00ydaromerocs B
Oayuax (1Mo BUIaM) IIpuBecHa B TabIuUIIe 5.

Tabnuna 5 - bamipHO-pelTUHTOBAsI OIIEHKA Pe3yIbTaTOB yueOHOU paboThl oOyyatonxcs o sujaam (bPC)

VYuebHas padora | Cymma Bunb! u pe3ynbraThl OueHka B aTTecTaluu bannst
(BUBI) OayIoB y4eOHO# paboTHI (16 Henmenp)
Texywasn yueonas paooma OPO
ovo 60 Jlekimonnsie 3anstus (9(0,5 6amaa mocerieHue 1 JEKIIHOHHOTO 3aHATHS 1-4
Tekymmas yueOnas| (100% |3amsiTHif)
pabota B cemecTpe| /6aIOB |[Ipakruucckne  3amsTtus|0,5 6amia - nocelieHne | NPaKTHUECKOTO 3aHs- 8-18
(H?CGHICHHG 3aHs-| TMPUBC- (18 sansaTwHii). THS ¥ BBITIONTHEHHE paboThl Ha 51-65%
T 110 pacmuca-| JACHHOU 1 6as1 — nocelenne 1 3aHATHA U CYNIECTBEHHBIN
HHUIO M BBIIOIHC- TIKATBI) BKJIAJl HA 3aHSATHH B paboTy BCeHl TPYIIBI, CaMo-
HHE 3a/IaHHH) CTOATEIBHOCTh W BBIMOJHEHHE paboThl Ha 85,1-
100%
WunusunyansHoe  3ama-|3a ogno U3 ot 4 g0 8: 32-64
Hue (8 3a1aHmi) 4 6asuta (BeIIONHEHO 51 - 65% 3amaHmii)

6 6a/T0B (BEIIOTHEHO 66 - 85% 3amanuii)
8 6ayutoB (BeImoHEHO 86 - 100% 3amaHmin)
Urorosslii TecT 10 6amnoB (51 - 65% npaBUIILHBIX OTBETOB) 10-14
12 6annos (66 - 84% npaBUIILHBIX OTBETOB)
14 6anaos (85 - 100% mpaBUIBHBIX OTBETOB)

Texywasn yueonas paboma 3P0 u 0300
300 u 03®0|60 KoHcrekTsl TeM, BBIHO-|2 faJjia 3a YaCTUYHOE PACKPBITHE TEMbI 12-24
Tekymas yue6nas|(100% CHMBIX Ha CaMOCTOSITENb-|3 6asia 3a Oosee MOJIHOE pacKpPBITHE TEMBI
paGoTa B cemectpe|/0aOB  [HOe  mM3ydeHMe- 6 TeMm|4 Oajula 3a MOJHOE PACKPHITHE TEMBI

(BbIMONTHEHNE ca-|IpHBE-  |(PYKOIMCHBIE).
MOCTOSITeNbHBIX  |J€HHON  |KoHTponbHas pabora mo|3a omgHo 3aganue ot 3 10 7: 24-56
KOHCIIEKTOB, KOH-|IIKaJbl) |Kypcy - 8 3amaHmuit 3 pas1a (BBIMOIHEHO YACTUYHO C OIIHOKaMM)
TPOJILHOH PaboThI 5 6a10B (BBIMOJIHEHO C HEJ0YETAMH)
U TecTa) 7 6aJ1710B (BBIIOJHCHO IOJHOCTBIO BEPHO)
Uroroesiii Tect (30 Bo-|5-9 6anna (51 - 65% npaBHIbHBIX OTBETOB) 15-20
MPOCOB) 10-15 6annoB (66 - 84% npaBUIILHBEIX OTBETOB)
16-20 6anao. (85 - 100% npaBHIBHBIX OTBETOB)
Hroro no Tekyluieii padore B ceMecTpe 51-100
Hpomeouymouﬂa;l ammecmayus
IIpomexyrounas |40 Bompoc 1. 5 6ans10B (MOpOTOBOE 3HAUCHUE) 5-10
arrectamus (9k3a-|(100% 10 6astoB (MakcHMaJIbHOE 3HAUCHHUE)
MEH) /6amtoB  |Bompoc 2. 5 6aJuT10B (ITOPOrOBOC 3HAYCHUE) 5-10
IpHUBe- 10 6ans10B (MakcHMaJIbHOE 3HAUCHHUE)
JeHHOH  Bpimosnenue 3amanus 1. |4 6ajuia (IOpOroBoe 3HaUEHHE) 4-8
IIKAJIBI) 8 6aJuT0B (MaKCHMaJIbHOE 3HAYCHUE)
Brimonaenue 3amanus 2. |6 6a110B (IIOPOTOBOE 3HAUCHHE) 6-12
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|12 0aJJ10B (MaKCUMAJIBLHOE 3HAYCHNUE)

HTOro mo mpoMe;KyToO4YHOI aTTecTanuu (3K3aMeH) 20-40

CymmapHas onleHKa no qucuunianne: CymMmMa 06amioB TEKyIed U MPOMEXKYTOYHOM aTTeCcTaIlH 51 —100 6.

HToroBas olieHKa BBICTABIISIETCS B BEJOMOCTh COIJIACHO CIEAYIOLIEMY MpaBuily (Tadnumna 6):
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Tabnuia 6. Ouenka ypoBHs ¢QOPMHUPOBAHHOCTU KOMITETEHIIUN B TPOMEKYTOUHOM aTTeCTaIlH

KpuTepuu oneHuBaHUs KOMIETeHIINT

Yposensb ycBo-
eHHSl TUCIH-
IUTUHBI H KOM-
neTeHumni

HTorosas oneHka

JK3aMeH /3a4eT ¢
OIIEHKOM

3averT

BykBeHHbIii JKBUBa-
JIEHT / OlleHKA

BykBeHHBI
9KBUBAJICHT

Cymma
0aJ1J10B MO
100-
0aJITIbLHOM
mKaJe

OOyugaromumiicss HE BIaIeeT TEOPETHICCKUMH
OCHOBaMH JUCLMIUIMHBI U HAyYHOH TEPMHHOJIO-
T'HeH, TeMOHCTPHPYET OTPHIBOYHBIC 3HAHUSA, HE
CHOCO0OCH pelraTe MpakTHIeCKHe mpodeccro-
HaJlbHbIE 3aJ1a4M, JOMYCKaeT MHOYKECTBEHHbIC
CYIIECTBEHHbIE OLIMOKM B OTBETaX, HE YyMeeT
HHTEPIPETUPOBATH PE3YILTATEI U JI€JIaTh BEIBO-
IBI.

IlepBriii

HeynosnerBopurensHo /
2

He 3aureno

Menee 51
Oanna

OOyuJarommiicss BIIQJICET YaCTUYHO TEOPETHYC-
CKUMH OCHOBaMH IWCLHUIUIMHBI M HAYIHOH Tep-
MHUHOJIOTHEH, (parMeHTapHO CIIOCOOCH pemaTh
MpaKTHYeCKHe MPOQEeCcCHOHANBHBIC 3aJadu, I0-
MYCKaeT HECKOJIbKO CYIIECTBEHHBIX OIIHOOK pe-
HIEHUSX, MOXET YaCTUYHO MHTEpIpPEeTHPOBATH
MOJy4EeHHBIE PEe3yJbTaThl, JOMYCKaeT OIIUOKH B
BBIBOJIAX.

[Hoporoserit

Y noBieTBOpUTEIHHO / 3

OOyuaronuiicst BIageeT TEOPETUIECKUMHU OCHO-
BaMHU JUCLUIUIMHBI U HAyYHOH TEPMHHOJIOTHEH,
IpaMOTHO M3JIaracT MaTepHal, CIOoCOOeH peliaTh
NpaKkTHYeCKne MpoQecCHOHaIbHbBIE 33/1a4d, HO
JIOITyCKAeT OTJENIbHBIE HECYIIECTBEHHbIE OIINO-
KU B HHTEPIPETALMU PE3YJITATOB U BBIBOJAX.

TToBBIICHHBII

Xopomo / 4

OO6yyaronuiicss B MOJHOW Mepe BIaJeeT Teope-
THUYECCKUMHU OCHOBAMH JUCLUIIJIMHBI U Haquoﬁ
TEPMUHOJIOTHEH, TPAaMOTHO H3JIaracT Marepual,
CHOCOOCH WMILTFOCTPHPOBATH OTBET MPUMEPAMH,
(akTamMu, JaHHBIMH HAyYHBIX HCCICIOBAHUIA,
MPUMEHSTH TEOPETHUCCKUE 3HAHUS IS PEUICHUS
MpaKkTHYeCKuX TpodeccrnoHanpHbIX 3amad. [Ipa-
BIJIBHO WHTEPHPETUPYET IMOIyICHHBIC Pe3yIbTa-
Thl U ACJIAaCT 000CHOBaHHEIE BBIBO/IBI.

IIponBunyTHII

OminuHo/ 5

3aureHo

51-65

66-85

86-100

5 MartepuajabHO-TeXHHYECKOE, MPOrPAMMHOe H y4eOHO-MeTOAuYecKoe obecnevyeHHe THCIH-

IIJIMHBbI.

5.1 YueOnas iuteparypa
OcHoBHasi yueOHasi IuTEpPaTYpa

Ocnognan numepamypa

1. beixoBa T.A. JlokyMeHTanmoHHOE oOecreueHrne ypaBiIeHHs (IeTOMPOU3BOICTBO) : yuel. moco-
6ue / T.A. boikoBa, T.B. Ky3nenona, JI.B. Cankuna. — 2-e uzn., nepepad. u gon. — M. : UHOPA-M,
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2017.— 304 c. + Jlon. Matepuaisl [DIeKTpOHHBIN pecypc; Pexxum moctyma http://www.znanium.com]. —
(Beicuiee oOpa3oBanue: bakanaspuar). http://znanium.com/catalog.php?bookinfo=762591

2. Poroxwun, M. 0. [lenonpou3BoacTBO [ DIEKTPOHHBIN pecypc]: Kype JeKIuii : yaeOHoe mocodue /
M. 1O. PoroxuH. — DneKTpoHHbIE TEKCTOBBIC JaHHbIE. - MockBa ; bepnun : {upext-Menua, 2014. - 229 ¢. —
Pesxum moctyma: http://biblioclub.ru/index.php?page=book&id=253702

3. Poroxun, M. 1O. Jlenonpou3BoacTBO B KaJpoBOH ciyk0e [DIeKTpOHHBIH pecypc] : yueOHO-
npakTudeckoe nocodue / M. 0. Poroxun. - 3-e u3f., nepepad. u A0M. — DIEKTPOHHBIE TEKCTOBLIC JIaHHBIE.
- MockBa ; bepmun : Hupexr-Memma, 2014. - 783 c¢. — Pexum jgocrymna
http://biblioclub.ru/index.php?page=book&id=253703

4. Paznopoxxublii A. A. JIOKyMeHTUPOBaHHE YIPABICHYECKON NESATEIBHOCTH : yuel. mocodue / A.A.
Paznopoxnpiii. — M. : MUHOPA-M, 2017. — 304 c. — (Bwicmee oOpa3oBanue: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

/Jlonoanumensvnan numepamypa

1. KynsieB , H. H. [lokymenToBeaenue [DnekTpoHHbIi pecype] : yueonuk / H. H. Kynses, JI. H.
VYpanos, A. I'. ®abpuunos; ox pex. npod. H. H. KynsieBa. — D1ekTpoHHBIE TEKCTOBBIE JaHHbIE. - MOCKBa :
Jloroc, 2012. - 352 c¢. - (HoBas yHuBepcurerckas OuOIHOTEKa). — Pexxum nocryma
http://znanium.com/bookread.php?book=469013

2. Kosuna, E. C. [lenonpousBoacTBO [DneKTpoHHBIN pecypc] : yueOHO-MeToauueckoe nocodue / E.
C. Ko3uHa. — DneKTpoHHbIE TEKCTOBbIE JaHHbIE. - MockBa : Jlupekr-Menua, 2013. - 27 ¢. — Pexxum noctymna
- http://biblioclub.ru/index.php?page=book&id=141469

3. AuapeeBa, B. U. Jlenonpons3BoacTBo: opranu3anusi U BeaeHue [Tekct| : yaeOHO-TIpakTUIecKoe
noco6ue / B. U. Aunpeesa. - U3nanue 2-e, nepepaboranHoe u gononnenHoe. - M.: Knopyc, 2007. - 248 c. -
I'pud YMI] "PexomennoBano".

1. bacakos, M. U. CoBpeMeHHOE NeIONPOU3BOJACTBO (JIOKYMEHTAIIMOHHOE OOecreyeHue yrpasie-
HUs): yaeOHoe mocobue / M. U. Bacakos. - PoctoB-Ha-/lony : @ennkc, 2007. - 480 c. - (CipaBOYHUK).

2. llenoBeie iuchMa u E-mail : YueGHo-mpaktuueckoe nocodue / C. JI. Morunesckuit. - M. : IIpo-
cnekr, 2004. - 88c.

3. KupcanoBa, M. B. Kypc nenonpousBoicTBa : JOKYMEHTAllMOHHOE OOECleYeHUE YIPaBICHUS
[Tekcr] : yae6HOE mocobue / M. B. Kupcanora, FO. M. AKCeHOB. - 6-¢ u3/1., UCIIPABIICHHOE | JIOTIOJTHCHHOE.
- M. : UH®PA-M ; HoBocubupck : Cubupckoe cornamenue, 2008. - 367 c. : Tabn. - (Briciiee o6pa3oBa-
Hue). - I'pup MO "PexomeHnnoBano

4. PaznopoxHbiii, A. A. JlokyMeHTHpOBaHUE ynpaBieHdeckoll nestenbHocTH [Teker]: yuebHoe mo-
cobue / A. A. Paznopoxusiii. - M. : UTHOPA-M, 2007. - 304 c. - (Bsicuiee oopazosanue). - I'pudp YMO
"NomymieHo"

5. Paxmanun JI.B. Crunuctuka [OeTOBOM peuyd W PETAKTUPOBAHUE CIIYKEOHBIX JOKYMEHTOB:
VYue6.mocobue — M.: Boicias mikona.: Madpa-M, 1998

6. JlokyMEeHTHpOBaHHE yIIpaBIeHYECKOH nesTenbHocTH. [locobne mo opopMIIEHHIO OpraHU3aIOH-
HO-pacmopsAuTeIbHBIX JokyMeHTOB. CoctaButens P.P. SIBopckas - HoBoky3snenk, HO KemI['V, 1998. — 74
c.

7. >KypHaJ'IBIZ ((I[CJIOHpOI/ISBOI[CTBO», «CereTapcxoe: JACII0», ((praBJICHI/IC MEPCOHAJIOM» U IP.
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5.2 MaTepuaibHO-TeXHUYECKOE U MPOrpaMMHoOe o0ecreyeHue TUCIUILTHHbI

YueOHbIC 3aHATHS 10 AUCIUILIHHE MPOBOAATCS B yueOHbIX ayautopusix HOU KemI'V (Tabmauma 7).

Tabnuia 7 — MarepuanbHO-TEXHUYECKHUE YCIOBHS PeaTu3aiy JUCIIUILIAHBI

HaumMeHnoBaHue y4eOHBIX IIPEIMETOB,
KypCOB, TUCIUIUINH (MOIyIeit), mpax-
THKH, HHBIX BHIOB y4eOHOW nesTenb-
HOCTH, IPEIyCMOTPEHHBIX Y4eOHBIM
IJIAHOM 00pa30BaTeNbHONH Hporpam-
MBI

HaumeHnoBanue nmomenieHuit st mpo-
BEIICHWS BCEX BHIOB y4eOHOH nes-
TENBHOCTH, MPEIyCMOTPCHHOW ydeO-
HBIM IJIAHOM, B TOM 4YHCJIC ITOMEIIe-
HUS JJIS CaMOCTOSTENIFHOW paboTEhI, ¢
yKa3aHHEM IIepeYHs OCHOBHOTO 000-
pyIOBaHUs, y4eOHO- HATSAIHBIX IO-
coOUil M HCIOJIB3yeMOro MPOTPaMM-
HOro 00€ecIeueHus

Anpec (MECTONOJIOXKEHUE) OMeLIe-
HHH JUIS IPOBEICHHMS BCEX BUIOB
y4eOHOU NeATeIbHOCTH, IPENyCMOT-
PEHHOH yueOHBIM IUIaHOM (B CIydae
peanu3anuy 00pa3oBaTeNnsHOH Ipo-
rpaMMBbl B CeTeBOH (hOopMe NOTOIHU-
TENILHO YKa3bIBAaCTCsl HANMEHOBaHUE
OpraHM3alIMH, C KOTOPOH 3aKITI0YEeH
JIOTOBOP)

JIOKyMEHTHUPOBaHHE YIPaBIICH-
YeCKOH NeATEILHOCTHU

402 Yyebnas ayauropus (MyJIbTUME-
JMHHAsT) JUT IPOBEACHUS:

-3aHATHH JICKIIMOHHOTO THUIIa;

- CEMUHAPCKOTO (IPaKTUUECKOTr0)
THIIA;

- TPYNIIOBEIX M MHIUBHIYaIbHbBIX
KOHCYJIbTaluil;

- TEKyUIero KOHTPOJS W IIpOMeE-
JKYTOYHOU aTTecTaluy.
CnenuanusupoBanHas  (y4yeOHasi)
Mefesb: JO0CKa MesoBas, Kadenpa,
CTOJIBI, CTYJIbS.

OdopynoBanue: cmayuonapmoe -
KOMITBIOTEp, MPOEKTOpP, aKyCTHYecKast
cHucTeMa, OCKa MHTEPaKTUBHAS.
Hcnons3yemoe mporpaMmmHoe obec-
nevyeHue: MSWindows
(MicrosoftimaginePremium 3 year mo
CyONMIIEH3HOHHOMY  JOTOBOpY  Ne
1212/KMP  or 12.12.2018 r. nmo
12.12.2021 r.), LibreOffice (cBoO0oaHO
pacnpoctpansiemoe  I10), Snrnmekc
bpay3ep (oreuecTBeHHOE CBOOOJHO
pacnpoctpansiemoe I10), TIO wunrep-
akTMBHOW  gocku  SmartNotebook
(K109 JIMIIEH3UH TI0 CEPUMHOMY HO-
Mepy 000opyIoBaHuUs).

HNHuTtepHer ¢ o0ecneyeHneM A0cTyna
B JHOC.

654079, KemepoBckas o00mactp, T.
HoBoky3Hneuk, np-kt MeTtamtypros, a.
19

5.3 CoBpemennsble mnpodeccuoHalIbHbIe 0a3bl AAHHBIX U HMH(POPMANMOHHBIE CIPABOYHBbIE
CHCTEeMbI

1. Koncynbrantllntoc [ DnekTpoHHBIN pecypc] : KOMIL. cIipaB. MpaBoBasi cuctema / koMmnanus «KoH-
cynbrantltocy. — Dnektpon. mporp. — [Mocksa, 1997-2014] — Pexxum nocryna: http://base.consultant.ru ,
CBOOOJIHBIN. — 3arl. ¢ KpaHa.

2. TAPAHT.PY [DnextpoHHBblii pecypc] : uH(popManmoHHO-paBoBoil moptan / kommanus OO0
"HIIIT "TAPAHT-CEPBUC". Onektpon. mporp. — [Mocksa, 1997-2014] — Pexum noctymna:
http://www.garant.ru , cBo0oIHbIN. — 3aril. ¢ YKpaHa.
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6 Unble cBegeHus U (MJIM) MaTepPUAJIbI.
6.1.1lpumepHbie TeMbl W BAPHAHTHI MUCbMEHHBIX Y4eOHBIX padoT

CamocTosiTenbHast paboTa CTYACHTOB OCYIIECTBIISETCS B CIEAYIOMUX Gopmax:
MOJMOTOBKA K MPAKTUYECKUM 3aHATHIM;

CaMOCTOSITeNIbHOE U3yYEHUE TeM JUCIUILTUHBI (3JIEKTPOHHOE O0yUYEHUE);
MOJMOTOBKA K TEKYIIUM KOHTPOJIbHBIM MEPOIPUITUAM (KOHTPOJIbHBIE paOOThI, TECTOBHIE OIIPOCHI);

YV V VYV

BBITIOJTHCHHUE JIOMAITHUX WHIMBUAYAIBHBIX 3aIaHui - 8 3a7aHMii (B COOTBETCTBHH C TEMAaTHUYCCKUM
IIJIAHOM),

Y

OoATOTOBKA aHAJITUTUYCCKUX O630p0B 1 OTYCTOB 110 3aJaHHBIM TCMaM.

Ipumepol unoueuOYaIbHBIX OOMAUIHUX 3A0AHUIL
Tema 1. JlIokyMeHT U cucTeMbl JOKyMeHTauu. [loHsaTre aenonpons3BoacTBa.

Bonpocwt ona ycmnozo onpoca:

1. late ompeneneHusl TEPMUHAM: JIEJIONPOU3BOJICTBO, JOKYMEHTAIIMOHHOE OOECIieueHue yIpaBlieHus,
JOKYMEHTHPOBaHHE, JOKYMEHTOOOOPOT, JOKYMEHT, CITyKEOHBI JOKYMEHT, OQUIIMATbHBINA TOKyMEHT, aB-
TOp JOKYMEHTa, 00beM JOKYMEHTO000poTa.

2. Kak ¥ Ha OCHOBaHWM KaKUX MPU3HAKOB KJIACCUDUITUPYIOTCS JOKYMEHTBI:

— MO CTaausIM CO3J1aHNUs;

— 10 CPOKaM XpaHEHHS;

— M0 IOPUJINYECKOH CHUIIE;

— 10 BUJAAM;

— 110 HAUMEHOBAHUSIM BHJI0B?

3. Uem onpenensercs 3HaaumMoctb JIOY B eATEIBHOCTH MPEANPUSATHI, OpTaHU3AIUHN, YIPEKICHHI?

4. HazoBure aBe coctaBubie yactu JIOY u packpoiTe ux coJep:kaHue.

5. Urto Takoe yHU(PUKAIUSA YIPABICHYECKUX TOKYMEHTOB?

6. [lepeuncnuth CymecTBYIONINE YHUPUITUPOBAHHBIE CUCTEMBI TOKYMEHTAIIH.

7. Uto Takoe OKVYJ?

8. [lepeuncnutb OCHOBHBIE (PYHKIIMH JOKYMEHTA.

Tema 2. TpeOoBaHUS K COCTABICHUIO U O()OPMIIEHUIO YIIPaBICHYECKON TOKYMEHTAIINH.

Bonpocwt onsa ycmunozo onpoca:

1. CocraB, Ha3Hauenue, pacrpoctpanenne Y COP/I.

2. IloHsTHE U COCTaB HOPMATHUBHO-METOINYECKOI 0a3bl eONPOU3BOICTBA.

3. Ha3zBaTh OCHOBHBIE 3aKOHOAATENbHBIC aKThl, HOPMAaTHBHBIE JOKYMEHTHI, ACHCTBYIONINE B 00JACTH
JIEJIONPOU3BO/ICTBA.

4. Kak pacmmdposars naaexkc [OCT P 6.30-2003?

5. Uto Takoe ¢popmysip-o0pasel, UTO BXOJHUT B €r0 cOCTaB?

6. Onmcatp oOue TpeOGoBaHMsI, IPEABIBIsIEMbIe K OQOPMIICHHIO CITy’)KeOHOTO JOKyMeHTa ((hopMaThl,
pa3Mepsbl MOJIEH, TOCTPOEHUE KOHCTPYKLIMOHHON CETKH).

7. JlaTh XapaKTePUCTUKY PEKBU3UTY KaK HH()OPMAIMOHHOMY AJIEMEHTY TIOKyMEHTA.

8. Kakue pekBU3UTBHI OTHOCSTCS K IOCTOSIHHBIM, Io4eMy?

9. Kakne pekBH3HUTHI OTHOCITCSA K TIEPEMEHHBIM, T0YeMy?

10. Ha xakue rpynmnsl J1enarcsi IepeMeHHbIe PEKBU3UTHI?

11. TlepeuncanTs 3Tanbl JOKYMEHTUPOBAHUS.

12. Yro Takoe coriacoBanue?

13. Yro Takoe yrBepxacHHE?

14. Kakue cnocoObl yI0CTOBEpEHHsI JOKYMEHTOB CYIIECTBYIOT? B Kakux ciydasx MCIONB3YIOTCS pa3-
JUYHBIE CTIOCOOBI YAOCTOBEPEHUS?
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15. Jlatp ompenenenus TepmuHaMm: (Gopmysap-odpaser;, GopMymsap TOKYMEHTa, PEKBU3HT, HOpHIAYC-
CKasi cujia TOKYMEHTa, 00beM JTOKyMEHTO000pOTa, CIIy>KEOHBIH JOKYMEHT, OQUIIHATIbHBINA TOKYMEHT.
16. CBs13b pEKBU3HUTOB C dTaNlaMu JCIIONPOU3BOACTBEHHBIX PaOOT.

Ilpakmuueckue 3a0anus:

1. Anamu3 ctpyktypsl u cogepxxanust TOCT P 6.30 -2003.

2. Ananuz ¢opmyisipa-oopasia.

3. ConocrapiieHue 1 aHaiau3 GopmyIspa-odpasia ¢ «peaabHbIM» JOKYMEHTOM.
4. Boigenenue B JOKYMEHTE PEKBU3UTOB, aHAIM3 COCTaBa MHPOPMAIUH.

Tema 3. CoBpeMeHHbIE CTIOCOOBI U TEXHHKA CO3AaHUS JJOKYMEHTOB.

Bonpocwl ona ycmnuozo onpoca:

1. HazoBuTe OCHOBHBIC METO/IBI (POPMATUPOBAHHMSI TEKCTA.

2. Onumure mpasuiia opopmiieHus adb3aies, pyoOpuK, 3arojIOBKOB, IPUMEUYaHU, CHOCOK.

3. OnummTe OCHOBHBIE YaCTH TAOIHIIBI M MPaBUiIa UX 0)OpMIICHUS.

4, TlepeunciauTe OCHOBHBIC TPEOOBaHMSI, MPEIBSIBIIIEMbIE K OMOIMOrpadu-4eCKUM OITUCAHUSM.

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

Tema 4. CocraBienue OPJI.

Bonpocwt ona ycmnozo onpoca:
1. Kakue BuBI BXOJST B COCTaB OPraHU3ALMOHHBIX, PACTIOPSIUTENFHBIX M OQHUIMATBHO-TNYHBIX J0-
KYMEHTOB.
2. Kakue BuibI OJTaHKOB periaMeHTUpOBaHbI cTaHaapToM? CocTaBbTe UX (HOPMYIISPHL.
. IlepeuncauTh OCHOBHBIE BUJIbI JOTOBOPOB U KOHTPAKTOB
. [lepeuncnuth ocHOBHBIE TpeOOBaHUS K OPOPMIICHHIO IOTOBOPOB M KOHTPAKTOB.
. JlaTb omnpeneseHue npukasa.
. Kakue yactu Tekcra B mprKase 1o OCHOBHOM J€ATeIbHOCTU?
. [lepeuncnuTh BUABI MPUKA30B 110 KaJPOBBIM BOIIPOCAM.
. OcobeHHoCTH 0OPMIIEHHUS CIIPAaBOYHO-UH(POPMALIMOHHBIX TOKYMEHTOB.
. Kakue Buzp ciyx’eOHBIX 3alMCOK CYIECTBYIOT?
10. Yem cmyxeOHast 3amucKa OTIUIAETCS OT CIIPaBKH?
11. Kakue yactu Tekcra B akre?
12. B yemM 0cOOEHHOCTH MOANIMCAHHS aKTa?
13. late onpenenenus BUaaM oOpalieHuil rpax/jaH.

O© oo ~NO Ol A~ W

Ilpakmuueckue 3a0anus:

1. CocTaButh QopMyIsip MPeAToKEHHBIX 00pa3oB OJIaHKOB, ONPEAEIUTD BU/I.
2. O1IeHUTh COOTBETCTBHE «pEAbHOrO» OJIaHKa TpeOOBaHUSIM CTaHIapTa.

3. CKOHCTpYHPOBATh KOMITJIEKT OJIAHKOB (PPMBI.

Tema 5. JlenoBbie mucbma.

Bonpocwl ona ycmnozo onpoca:
. Ilepeuncnure CymecTBYOIUE KIACCU(PHUKAIUN CITYKEOHBIX MTHCEM.
. CoctaBbTe HOpMYIISIp CITYy’KEOHOTO MTHUChMA.
. Onumute 0co00EHHOCTH MOCTPOEHUs MpocToro (1-2 yacTu) TeKcTa mUchbMa.
. Onumute 0COOEHHOCTH TOCTPOEHUS CI0KHOTO (3-4 4acTH) TeKCTa MUChMa.
. [lepeuncnure u npuBeIUTE MPUMEPHI CIIOCOOOB YHU(DHUKAIIMH JEIOBOTO MHCHMA.
. [lepeuncnure BUIBI KOMMEPUYECKHX TTHCEM.
. Uro Takoe odepTa, Ha30BUTE OCOOEHHOCTH €€ 0(OpPMIICHUS.
. Uto Takoe pekamaliys, Ha30BUTE 0COOCHHOCTH €€ 0(OPMIICHHS.
18
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Ilpakmuueckue 3a0anus:

1. CoctaBuTth hopMyIsip MUChMa IS IPEIIIOKEHHOTO 00pasIia.

2. HaiiTn HETOUYHOCTH B OOPMIICHHH NHCHbMa, O(OPMHUTH JOKYMEHT B COOTBETCTBUHU C TPEOOBAHUSIMHU
CTaHJapTa.

3. CocraButh iUCHMO TipocToe (1-2 yacTu TekcTa)

4. CocTaBUTb MUCHMO CJIOXKHOE (3-4 4acTu TEeKCTa)

5. CocraButh CHMO € TpadapeTHsiM TekcToM. Tema 6. KoppecnonneHIus, cBsa3aHHas ¢ IpOBeIeHUEM
NEPUOIUYECKUX MEPOIIPUSATHH.

Tema 6. KoppecrionaeHuusi, CBS3aHHas ¢ IPOBEACHUEM IIEPUOJUUYECKUX MEPOIPUATU.

Bonpocwl ona ycmnuozo onpoca:

. Uto Takoe mpoTOKOI?

. CocTaBbTe popMyIsip MPOTOKOJIA.

. Onummure cTpyKTypy TEKCTa IPOTOKOJIA.

. B uem ocobennocTu noanucanus NpoTokosua?

. Buntel mpotokosioB. OCHOBHEIE TpeOOBaHUS K O(OPMIICHHUIO.

. Kak opopmisiercs Beimucka u3 npoTokoia?

. Kak cTposiTcs TeKCThl muChMa-IIPUTIIACHAs, THChMa-U3BEIECHUS?

. Kakue TpeboBanus npeabsaBiIsIOTCS K TEKCTY TEIerpaMMbl U TeJIe(OHOrpaMMBbI?
. Kakue TpebGoBaHMsI MPeIbsIBISIOTCS K TEKCTY AJIEKTPOHHOTO COOOIICHNS?

OO0 NO O WNBEF

Ilpakmuueckue 3a0anus:

1. CoctaButh QopMyJsip «peaabHOr0» MPOTOKOJIA.

2. Haiitn HETOYHOCTH B O(DOPMIICHUH IMPOTOKOJIA, MCIPABUTH U OPOPMHUTH IOKYMEHT.
3. Ha ocHOBaHUH HOJHOTO MPOTOKOJIA OPOPMUTH KPATKHH MPOTOKOJL.

4. OpopMUTBH BBIITUCKY U3 IPOTOKOJIA.

5. OdopMuTh MHUCHMO-U3BELIEHNE ¢ 000OIIEHHBIM aPECaTOM.

Tema 7. Kommepueckast nmepenucka ¢ 3apyOeKHbIMU TapTHEPaMHU.

Bonpocwi onsa ycmnozo onpoca:

1. Kakue crangaptel UCO pernameHTHPYIOT 0GOPMIICHHUE JIETOBOU MEPENUCKH?
2. Kakue ¢popmaTsl Oymaru UCIosib3yloTCs B MEXAYHAPOIHOU Tiepenucke?

3. Kak cripoexTipoBanbl O1aHKH IJ1s1 MEKIYHAPOTHBIX ITHCEM?

4. Buabl MeXyHApOIHBIX TTHCEM.

5. OcobeHHOCTH 0OPMIIEHUS PEKBU3HUTOB.

Ilpakmuueckue 3a0anus:
1. IIpoBecTu COMOCTaBUTENbHBIN aHaTN3 00PA3I[0B MEXKAYHAPOJHOTO U POCCUHCKOTO IETIOBOTO MUChMA.

Tema 8. Opranuzanusi T0KyMeHTO000POTA.

Bonpocwt ona ycmnozo onpoca:

. [lepeuncnure 0CHOBHBIE 3Talbl JOKYMEHTOO0OPOTA, aTE UM OIpEIETICHHUS.

. Kakue TpeboBaHMs PeIbsABIAIOTCSA K PETHCTPALUU BXOAAIIMX JOKYMEHTOB?

. JlaiiTe XxapakTepUCTUKY OpraHU3allui KOHTPOJISL UCTIOJTHEHHS IOKYMEHTOB.

. JlaliTe XapakTepUCTUKY OpraHu3alui GOPMUPOBAHUS JIEI.

. Uto Takoe HoMeHKJ1aTypa faen? KakoBa nepruoguYHOCTh BHECEHHS! N3MEHEHMI?
. Ilepeuncnure BUIbl HOMEHKIATYP.

. Kakas undopmarus oTHocuTcs K pa3psiay «KOMMepUecKor TalHbI»?

. Kakas unpopmanus He MOkeT ObITh OTHECEHA K Pa3psly «KOMMEPUECKOM TaitHbI»?
. Kak ocymecTBisieTcs peructpanus ¥ y9eT 00paiieHuit rpaxxaan?

10. Kakue cymiecTByIOT CPOKH UCIIOIHEHHs 0OpareHnii?

11. TlpaBuna y4eTa yCTHBIX OOpaIieHUH.

OO0 NO O~ WN PR
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Ilpakmuueckue 3a0anus:

1. IMpoananu3npoBaTh CIy>kKeOHBIE OTMETKH Ha JOKYMEHTE.

2. ITo cmy»keOHBIM OTMETKaM Ha JIOKYMEHTE PEKOHCTPYUPOBATH XPOHOJIOTHIO JJOKYMEHTOO0O0pOTA.

3. [IpoctaBuTh Ha JOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOLIUE ICIOMPOU3BOACTBCHHBIM OIEpPaIlUsIM
(peructpaly BXOASILErO JOKYMEHTA, PACCMOTPEHHUIO W IPUHATHIO PEIICHUs, KOHTPOJIO HCIOIHEHUS,
HAIPABJICHUIO B JIEJIO).

4. Ha npuMepe HOMEHKJIATYpHI JeJl MPOAaHAIU3UPOBATh NMPUHIUI TPYNIHPOBKUA JENT U YCTAHOBJICHUS
CPOKOB XpaHEHHS eIl

Ilpumep mecma
1. IlpaBuia 1 opraHu3anyio JOKYMEHTAI[HIOHHOIO 00eCIIeYeHUs yIIpaBlIeHUs] Ha NPEANPUATUN yCTaHABIIU-
BACT:
- IIpaBuiia BHyTpEeHHEro pacrnopsjaka
- Uncrpykuus no 10Y
- YcraB npeanpuarus
2. HabGop pexkBH3UTOB O(QUIIMATEHOTO THCHBMEHHOTO JJOKYMEHTA, PACIIOJIOKEHHBIX B ONPEIeIeHHON Toce-
JIOBaTEJIbHOCTH, HAa3bIBAETCA:
- GopmyInsipoM TOKyMeHTa
- OJIaHKOM JIOKyMEHTa
- JIOKYMEHTOM
3. CpoKOBBIif KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA OCYILECTBIISACTCS:
- PYKOBOJUTEJIEM OpraHU3aLu1
- ciyx0o0it IOY
- UCIOJIHUTEIIEM MOPYUEHUS
4. PekBU3UTOM, COJEPKALIUIICS TOJIBKO B TUCHbMAX-OTBETAX, SBIACTC:
- ajgpecat
- CChUJIKA Ha PETUCTPALIMOHHBIN HOMEpP U JaTy TOKyMEHTa
- OTMETKa O MOCTYIUIEHUH JOKYMEHTa B OpraHu3aluu
5. WcnonHeHue pe3osonuy pyKOBOAUTENS Ha JOKYMEHTE OCYIIECTBIISAETCS:
- OTBETCTBEHHBIM HCIIOJIHUTENEM, Ubsl (PaMUIINS yKa3bIBA€TCS MIEPBOM B PE30IIIOIINH
- OTBETCTBEHHBIM HCIIOJIHUTEJIEM COBMECTHO C COTPYAHUKAMH, YKa3aHHBIMHU B JIOKYMEHTE
- BCEMH HUCIIOJHUTENSIMH, YKa3aHHBIMU B JIOKYMEHTE, KPOME OTBETCTBEHHOI'O UCIIOJTHUTENSA, KOTOPBIN
OCYILECTBIISIET KOHTPOJIUPYIOIIYIO (PYHKIIUIO
6. JIokyMeHT, B KOTOPOM BOCITPOU3BOAUTCS peKBU3UT «Iloanucky 6e3 TMYHON NOJIUCH:
- BBINIACKA U3 PACHOPAIUTEIBLHOIO JTOKYMEHTA
- aKT
- TIPOTOKOJI 3acelaHus
7. PacniopsiauTenbHas 4acTh JOKYMEHTA, IPUHATOrO KOJUIETHAIbHBIMU OpraHaMH, HAYMHAETCs CO CJIOB:
- [IPUKA3BIBAIO
- OBA3BIBAIO (PEKOMEHAVYIO)
- [IOCTAHOBJISAET (PELHAET)
8. KoMMepuecknil TOKYMEHT, COAEPKAINN MPEABIBICHUE IPETEH3UU K CTOPOHE, HAPYIIUBIIEH TPUHATHIE
- Ha ce0s 0 KOHTPaKTy 0053aTeNbCTBA U TPEOOBAHHS BO3MEIIEHHUS YOBITKOB, HAa3bIBAETCS:
- MUCbMO-HAallOMUHAHUE
- TapaHTUHHOE MUCHMO
- MHCbMO-PEKJIaMaIus
9. lns oprauu3zanuii ¢ HeOOIBIIMM JOKYMEHTOOOOPOTOM Yallle BCEro MPUMEHATCS ... (hpopMa Ae10npouns-
BOJICTBA:
- IICHTPAJIM30BaHHAA
- CMelIaHHas
- JIELEHTPAIN30BaHHAs
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10. IokyMeHT, ONpeIeTICHHBIN B TOJIKOBBIX CJIOBApSIX PYCCKOTO SI3bIKa KaK «JOKYMEHT C 3alHChI0 BCErO-
IPOMCXOIAIIETO Ha 3aCEAaHNUHU, COOpaHUN»:
- IIPOTOKOJ
- TIOCTaHOBJICHUE
- peuicHHe
11. TTonnHyro 3anuch BCEro Xo/1a 3aCeIaHNs OTPaXkKaeT:
- TOJIHBIN IPOTOKOJ
- KpaTKHH MPOTOKOJI
- creHorpau4ecKuii MpOTOKOJI
12. IlpenynpennuTenbHbIi KOHTPOJIb IPEAIIOIIAracT:
- €KEJHEBHYIO IIOATOTOBKY CBEICHHM O JOKYMEHTAX, CPOK UCIIOJHEHHS KOTOPBIX UCTEKAET CETOAHS
- €KEMECAYHOE WIN €KEKBAPTAIbHOE COCTABJICHUE NIEPEYHS] HEMCIIOIHEHHBIX JOKYMEHTOB
- CBOEBPEMEHHOE 3a 2-3 JHS NPeNyIpexIeHUue COTPYIHIKA O HEOOXOIMMOCTH PELIEHHsI TIOPYYEHHOTO
eMy Bolpoca
13. HaumeHoBaHue JOKYMEHTA, OHUM U3 pa3esioB KoToporo spisercs «IIpeamOymnax:
- JOJDKHOCTHAs UHCTPYKIIUS
- JIOTOBOP
- MICKOBOE 3asIBJICHUE
14. IokyMeHT MOXeET ObITh MOANNCAH UCHIOIHSIIOMUM 00513aHHOCTH JJOJDKHOCTHOTO JIMLA C:
- yKa3aHUeM ero (paKTHIeCKON JODKHOCTH U (haMUITHH
- TPOCTABJICHUEM TIPEUIOTA «3a» WU HAJIUCU OT PYKHU «3aM.»
- IIPOCTABJICHUEM KOCOit YCPTHI NIEPC] HANMCHOBAHUEM JOJDKHOCTHU
15. PerucrpaninoHHbIi HOMEp JOKYMEHTa, COCTaBJICHHOI'O COBMECTHO JIByMs U 00jiee OpraHu3alusIMH,
IpeJCTaBIsieT co00i:
- PerucTpalMOHHBINA HOMEP JOKYMEHTa OpraHU3alluy, YKa3aHHOW Ha OaHKe IepBOi
- PETUCTPAIMOHHBIA HOMEP JTOKYMEHTa OpraHU3alli, B KOTOPOU JOKYMEHT (PaKTHYECKH CO3AaBaJICs
- perucTpanoOHHbIE HOMEPA JOKYMEHTA KaX10M U3 OpraHU3alMii, IPOCTaBIsAEMBIX Y€pPE3 KOCYIO Yep-
Ty B IIOPAJIKE YKa3aHUS aBTOPOB B IOKYMEHTE

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

KonTtponbsHasg paboTa Ha 3a09HOM OT/JEJICHUU COCTOMT B PEIICHHUH 33J]a4 110 TeMaM Kypca. Bapuan-
ThI 33]1a4 U METOANYECKHE YKa3aHUs K UX BBINOJIHEHUIO IPUBEACHBI B MemoouyecKux yKa3aHusax no 6blnoJ-
HeHUI0 KOHMPONbHOU pabombsl no oucyuniune «JokymeHmuposamue npopeccuoHanbHoll 0esmenbHOCmuy
0713 cmyodenmos, obyuaiouwuxcsa no nanpasienuio 38.03.01 xonomuxa

6.2. IlpumepHbIe BONPOCHI M 3a1aHUA / 321a4M VIS IPOMEKYTOYHOM aTTeCTAlluN

Tabnuna 8 - [IpumepHble TeOpeTHUECKHE BOPOCH U MPAaKTHUECKUE 3aaHus / 3a/1a4ul ISl IPOMEXKY-
TOYHOU aTTECTALUU

Ne | Paznensl u TeMbl [TpumepHBIE TEOPETUUECKHE BOTIPOCHI [TpumepHbIe
MPAKTUYECKUE
3amanus /
3a1a49u
1 | Hoxy™meHT u cu- 1. Ilonstue o noxkymenre. Kiaccudukanuu 10KyMeHTOB. 3ananue (cMm.
CTEeMBI IOKyMeHTa- | 2. YHU(HKAMA ¥ CTAaHAAPTU3alds YHNPaBIEHYECKMX TOKYMEHTOB. | MOCIIE TaOIHIp)
uun. [lonstue ne- YHauduuupoBaHHbIE CHCTEMBI JOKYMEHTAIHH.
JIOIIPOU3BO/ICTBA
2 | TpeboBaHus K CO- 3.TOCT P 6.30-2003. CocraB cTaHgapTa, 3Ha4€HUE ISl YIIPABJICH- 3ananue (CMm.
CTaBJICHUIO U YECKOU JesITeIbHOCTH. TIOCTIE TAOIIHIIBI)
oopmienuto 4. ®opmyisp-o0Opazen Kak o0mias MoJeNb MOCTPOCHUST PerIaMeHTH-
ynpaBieHUECKON POBaHHOT'O YIPaBJIEHYECKOr0 JOKYMEHTA.
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Paznensl U TeMBbI

[IpumepHbIe TEOpPETUUECKUE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKHE
3amanus /
3aJ1a4u

JOKYMEHTAIHH

5. PexBm3uter moctosHEBIE  (01-04); XapakTepucThKa, IIpaBHIIa
odopmIieHusl.
6. PekBusutsl moctosiHHbie  (05-09); XxapakTepucTuka, IpaBuiia
ohopMIIeHUS

7. bnaHk, BuBI OJTAHKOB.

8. PexBu3uThl 3aronoBoyHoi yactu gokymenta (10-14), xapakrepu-
CTHKa, TIpaBuia 0QOPMIICHHUS.

9. paBuiia apecoBaHus TOKYMECHTOB.

10. Ocobennocty opopMIIeHHUS TEKCTa CIYKEOHOTO TOKYMEHTa

11. PexBusutsl 18 u 21; XapakTepuCTHKA, TIpaBHIa OGOPMIICHHS.
12. PexBusutsl 22 u 25; XapaKTepPUCTHKA, IpaBuia 0(hOPMICHHU.
13. PexBusuthl 16 u 26; xapakTepuCTHKA, TIpaBUiIa OOPMIICHUS.
14. PexBusutsl 23 u 24; XapaKTepUCTHKA, TIPpaBUia 0OPMIICHUS.
15. PexBusutsr 17, 19, 27; xapakTepucTuka, mpaBuia opopMiIeHus.
16. PexBusutel 28 — 30; XxapakTepUCTHKA, TPaBUIIa 0(POPMIICHHS.

3 | CoBpemennsbie cio- | 17. CoBpeMeHHbIE clTOCOOBI M TEXHUKA CO3[aHUS IOKYMEHTOB. 3ananue (cMm.
COOBI ¥ TEXHHKA nocIe TabIHIbL)
CO3JIaHMA AOKY-

MEHTOB

4 | Cocraenenue OPJ] | 18. YVCOP/l. Ha3zHauenue cuctemsbl, XapakTepUCTHKA IPYIIT U BHIOB 3ananue (cMm.
JIOKYMEHTOB. 1OCJIe TaOJIHIIbI)
19. Cuctema opraHu3alMOHHBIX JOKyMEHTOB. HasHaueHue, Buabl
JIOKYMEHTOB.
20. JloroBopa U KOHTpaKTHL, Knaccupukannu. TpeboBanus Kk odhopM-
JICHHUIO.
21. JloJKHOCTHAsT MHCTPYKIHMS; OCOOCHHOCTH JOKYMEHTHPOBAHUS.
C1pyKTypa TeKcTa.
22. Cucrema pacnopsiiMTeNbHBIX AOKyMEHTOB. HasHadueHue, BUABI
JIOKYMEHTOB.
23. lpukasbl, Buabl npukazoB. OCOOEHHOCTH JOKYMEHTHPOBAaHUS
nprka3oB. CTpyKTypa TEKCTa.
24. YanduuupoBaHHble (OPMBI KaJIPOBBIX ITPUKA30B.
25. Pacniopspxenusi. OcobeHHOCTH 0(hOPM-JICHHUS, CTPYKTYpa TEKCTa.
26. [locranoBnenusi, pemeHus. OcoGeHHOCTH O(QOPMIIEHUS, CTPYK-
Typa TeKCTa.
27. Cucrema crpaBOYHO-MH()OPMAIIMOHHBIX JOKYMEHTOB. Ha3zHaue-
HUE, BUJIBI.
28. [loknanHas 3amucka, BHIBL, 0coOeHHOCTH odopmieHus. CTpyk-
Typa TeKCTa.
29. CrpaBka, Buibl cripaBok. Oco0eHHOCTH 0OPMIICHHUS, CTPYKTYpa
TEKCTA.
30. Axr, Buabl akToB. OcOOCHHOCTH O0OPMIICHUS, CTPYKTYpa TEKCTa.
O6pamenus rpaxaad. Ha3nauenne, Bumasl, OcobeHHOCTH Ooopmite-
HUSI, CTPYKTYpa TEKCTa.

5 | HdenoBble nrcbMa 31. JlenoBble muchbma. XapaKTepUCTHKA U KIACCH(PHUKALINH. 3ananue (cMm.
32. Kommepueckue nuceMa. XapakTepucTUKa U KIacCu(pHKaIHU. ToCIe TabTHIIbL)
OcoOCHHOCTH MOCTPOSHHS TEKCTa CIYKEOHOTO IMHChMA.

6 | Koppecrionnenius, | 33. MexyHapoaHbIC TTHChMA. 3ananue (cM.

CBSI3aHHAs C MPO-
BEJICHHEM IIEPHO-
TUYECKUX MepO-
MPUSTUI

34. Crangaptel MCO Ha odopmiieHue 1e0BOil EPEnCKH.

mocJie TabIIHIIbI)
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Ne | Pasnensl u TeMbl [IpuMepHBIE TEOPETUUECKUE BOIIPOCHI IIpumepHsbIe

MPAKTHYECKUE
3amanus /
3aJ1a4d
7 | Kommepueckas 35. IIpoToko1, BUABI IPOTOKOI0B. OCOOCHHOCTH ITOCTPOCHHUS TEKCTA. 3ananue (cM.
Mepenucka ¢ 3apy- 36. CpencrBa orepaTuBHOHN CBsI3U (TelerpaMMa, TEJICKC, JICKTpOH- | Hocie TabIMLbI)
OC)KHBIMU TIAPTHE- | HOE coolmeHue, TeneoHorpamma). TpeboBaHus K 0pOpMIICHUIO.
pamu
8 | Opranuzamus n0- 37. Xapaxrepuctuka ['C IOY. Coxeprkanue 1eI0IpOU3BOICTBA. 3ananue (CMm.
KyMEHTO000poTa 38. Co3nanue mpoekTa JOKYMEHTA, COIrIaCOBAHHE KaK JTambl JOKY- | HOCIE TaOIHie)
MEHTHUPOBAHHSI.

39. YnocToBepeHue JOKYMEHTOB, BHIBL.

40. Peructpanusi BXOASIMINX U UCXOAALINX TOKYMEHTOB.

41. TIpaBuna 06pabOTKKH U PACCMOTPEHHS BXOAAIINX TIOKYMEHTOB.
42. TpaBuia opraHu3aiy KOHTPOJIS HCIOIHEHUS TOKyMEHTOB.
43. TIpaBuna GpopMupoBaHUS U XpaHESHUS Jedl.

44. HomeHknatypa Jie, BUIIBL.

45. DKkcrepTH3a EHHOCTH JTOKYMEHTOB.

46. IlogroroBka et k caade B apxuB. CpOKU XpaHEHUSI.

47. TToHsiTHEe KOMMEPYECKOW TalHBI.

48. Opranmnzanus KOHQUISHIIHATIHLHOTO AEIOPOU3BO/ICTRA.

IIpumepHbIe 3aJaHUA K 3a4eTy

Samanne 1.

[Tonw3ysice TpynoBeim konekcom P® rmapoit 10 m 11. Onumuure MomaroByr MpoIEeAypy Mpuema
paboTHMKAa Ha OCHOBHYIO PabOTy M (MJM) MO COBMECTUTENLCTBY. 3alOJHUTE MPEAIOKEHHBIE 00pa3libl
JOKYMEHTOB, 0(OPMIIIEMBIX IIPH ITpHeMe paOOTHHKA Ha paboTy.

3amanue 2.

[Tons3ysce TpynoBbiM kogekcomM P® rmaBoit 12. OnuiuuTe MOIIAroByr MNpolenypy H3MEHEHUs
TPYZOBOTO JOrOBOpa, B TOM YHUCIIE MEPEBOJ paOOTHUKA HAa APYryl0 paOoTy. 3aloHUTE MPEIOKEHHBIE
00pa3ibl TOKyMEHTOB, 0(hOPMIISIEMBIX IIPU U3MEHEHUH YCIOBHM.

3ananue 3.
[Tonme3ysick TpynoBeiM kogekcoMm P® riapoii 19. OnummTe MomaroByro mMpoueaypy Ha3HaueHUs OTITYC-
Ka. 3aMoJIHUTE TPEJIOKEHHBIE 00Pa3Ibl JOKYMEHTOB, 0(OPMIISIEMBIX MPU OPOPMIIEHUH OTITyCKa

3ananue 4.

[Tonb3ysice TpynoBbiM kogekcom P® rnasoit 13. OnuimmTe momaroByr MNpOLENYpPY YBOJIbHEHHS
paboTHUKA. 3aMOIHUTE MPEIOKEHHBIE 00pa3Ibl TOKYMEHTOB, 0(OPMIIIEMBIX IIPU YBOJIBHEHUH COTPYAHHU-
Ka.

CBeJeHHs 0 pa3pabOTKe M yTBEPKAEHUH paboyeil NporpaMmMsbl AMCLLUIIIMHbI

PaGouas mporpamma mucturuimbabl b1.5.12 «JlokymMeHTHpOBaHUE YIIPABICHYECKOW IEATEILHOCTH
cocraBieHa B cootBercTBUU ¢ ®I'OC BO u yrBepxaena B komrmuiekte ¢ OOIT nanpasienus 38.03.02 Me-
HEIKMEHT.

Cocrasurens: MaxuHa TA, CT. IIPCII04aBaTCJIb Kad)eI[DBI OKOHOMMKMH U YVIIPABJICHUA
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