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1 leab TUCHUIIAHBI.
B pesynprare ocBOEHUS MaHHOW TUCIUIUIMHBI Y OO0YYaromerocs JTODKHBI ObITh C(HOPMHUPOBAHBI
KOMIIETCHIIMH OCHOBHON NpO()eCCHOHATBHONW 00pa30oBaTeIbHON MpOTpaMMbl aKaJeMHUYecKoro Oaka-

naspuata (nmanee - OIIOIT): OIIK-4, T1K-8, T1K-11, ITK-20.

CogepxaHrie KOMIIETEHINI KaK IUIAHUPYEMbIX PE3yJIbTaTOB 00YUYESHHUs 110 AUCHUIUIMHE CM. Ta0IuIbI 1

11 DopMupyeMble KOMIIETCHIMU

Tabmumna 1 - DopmupyemMple TUCITUTUIMHON KOMIICTCHITUH

HaunmenoBanue
BUJa KOMIIETCHIINU

HammMmenoBanmue
KaTeropuu (rpyr-
T1b1) KOMITCTCHITUH

KOII U Ha3BaHUEC KOMIICTCHIINHN

Ob6menpodeccuo-
HaJIbHBIC KYJIbTYPHBIC
KOMIICTCHITHH

OIIK-4

CIIOCOOHOCTBIO OCYUICCTBJIATL [IC€JI0BOC O6IIIC-
HHUC U Hy6J’II/I‘IHLIC BBICTYIUICHUS, BECTHU NEPC-
TOBOpHBI, COBEHIaHHA, OCYIIECTBIIATH OCJIOBYIO
nepenrcKy " MNOAACPKHUBATHL JJICKTPOHHBIC
KOMMYHHKallun

[TpodeccnonanbHast

Oprasnu3aluoHHO-
yhpaBieHuecKas
JIesITeIbHOCTD

I1K-8

BJIAJJICHUEM  HABBIKAMH  JOKYMEHTAJIBHOIO
oOopMIICHUST PEIICHUN B YIPaBICHUH OIepa-
IIUOHHOW (ITPOU3BOACTBEHHOM) JICATEILHOCTH
OpraHu3alluid OpU BHEAPEHUU TEXHOJIOIHYE-
CKUX, MPOAYKTOBBIX MHHOBALIMI WM OpraHu3a-
I[IUOHHBIX U3MEHECHUMN

[Ipodeccuonanphas

HNudopmarmonHo-
aHAJIUTHYECKasT Jes-
TEJNBHOCTh

[1K-11

BJIaACHUEM HAaBBIKAMH aHaJIu3a I/IH(I)OpMaHI/II/I (6]
(YHKIIMOHUPOBAHNH CHCTEMBI BHYTPEHHETO
JOKyMEHTO00OpOTa OpraHu3aluy, BeleHus 0a3
JAaHHBIX MO Pa3JIMYHBIM IMOKA3aTC/IsAIM U (I)OpMI/I-
poBaHUS  WH(POPMAIMOHHOTO  OOECIeueHHs
YYaCTHHKOB OPTraHU3aIHOHHBIX POEKTOB

[Tpodeccruonanvhas

[IpennpuHumarenb-
CKasl IeITEJILHOCTD

I1K-20

BJIa/IeHWE HABBIKAMH MOJTOTOBKHM OpPTaHU3alU-
OHHBIX M PacCTOPSIUTENbHBIX TOKYMEHTOB, HE-
00XOAMMBIX JUISI CO3aHUSI HOBBIX HPEANPHHU-
MaTeNbCKUX CTPYKTYP

1.2 JleckpunTOpHbIe XapaKTEePUCTHKH KOMIETEeHIU

Tabnuna 2 — JleckpunTOpHbIE XapaKTEPUCTUKA KOMIETEHIINH, (HOPMHUPYEMBIX TUCIUILINHOM

Kon u
Ha3BaHHe
KOMIIe-
TEHIUHA

Heckpunropusle xapakTepuctuku komnereHuuu no OITOII

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




OIIK-4 3HaTh: b1.b.10 Hayunsle uccnenoBanus
— OCHOBBI JICJIOBOI0 OOIICHHS; B DKOHOMHUKE
— MPABUJIA U CPEJICTBA BECHUS JEIOBON MEPEITUCKY; B1.B.13 JIoKyMeHTHpOBaHHe
— 0COOEHHOCTH M CPECTBA BEJCHHS HIEKTPOHHBIX KOMMYHH- | ypaB/ieHYeCKOil AesiTeIbHOCTH
KarH. B2.B.01(Y) VYueGHas MPAKTHKA.
YMeTE: [IpakTHKa MO MOJYYEHUIO IIEPBHYHBIX
— BBIOMPATH U [PUMEHSTH METOJBI U CPEJICTBA JIENOBOTO 00- MPOGhECCHOHATBHBIX YMCHHII 1 HABBIKOB
IEHHUS; , B T.4. BECTH JICJIOBYIO TEPENUCKY U JICKTPOHHbBIE
KOMMYHHKAIMH OT CBOETO WMEHH, MMEET OIBIT MyOIHIHBIX .
BHCT;HHGH;Z; 4 b3.b.01(JI) 3amura BBITYCKHOM
— TOATOTOBUTh M OCYIIECTBUTH MyOJINYHOE BBICTYIUICHHE C KBAJIM(UKAMOHHON pabOThI, BKIIKO-
UCIIOJb30BaHHEM COBPEMEHHBIX HH()OPMALMOHHBIX TEXHONO- | Yas IMOATOTOBKY K IPOLIEAYPE 3alllu-
ruif B pasTMUHbIX popMaTax (ZOKNana, y4acTHs B KPYTIOM | gl i IPOIEAYDPY 3AIIUThI
cTOJIe, U Ip.);
— YMEET MOCTPOUTH AEIOBOE OOIIEHUE, OPraHU30BaTh U BE-
CTH JIENIOBYIO TIEPETNUCKY U DIIEKTPOHHBIE KOMMYHHUKAIHH.
Baanern:
— HaBBIKAMH CaMOTIPE3CHTAINH, yMEET TOTOBHTHCS K MEpPEro-
BOpAM U COBEIIAHUSIM.

I1K-8 3HaTh: b1.B.13 JIOKyMeHTHpOBaHHe

— posn, GYHKIMM M 3a/a9¥ WHHOBALIMOHHOTO MEHEIXepa B
COBPEMEHHON OpraHU3allNy;

— 0a30BBIC OHATHUS TEOPHH WHHOBALWII M YIPaBICHNS HHHO-
BaIHsAMU;

— 3aKOHOMEPHOCTH ()OPMHUPOBAHUSI MHHOBAI[HOHHBIX CTpaTe-
THii;

— OCHOBHBIE (DOPMBI 3aIIUTHI OOBEKTOB HHTEIUIEKTYAIbHON
COOCTBEHHOCTH;

— BUJIbI U (QOPMBI TOCYIAPCTBEHHOTO PETYJIMPOBAHUS M TOJ-
JIEP>KKN MHHOBAIIMH.

Ymersn:

— paspabaTeIBaTh HMHHOBAIIMOHHYIO CTPAaTETHIO Pa3BUTHS Op-
TaHU3alNH.

Baagern:

— HaBBIKAMHM JJOKYMEHTAIbHOTO O(MOPMIEHHUS peIIeHuil B
YIOpaBIEHUN ONEPALMOHHON (IIPOM3BOJICTBEHHOM) NesATENb-
HOCTH OpPTaHW3alliil NIPY BHEAPEHUH TEXHOJIOTHYECKHX, TIPO-
JYKTOBBIX MHHOBALIMH WJIN OPraHU3alMOHHBIX H3MEHEHHUH.

ynpagsJieH4ecKoii 1esiTeJIbHOCTH

b1.B.08 OnepaTuBHOE YIIpaBIIC-
HUC

b1.B.09 NHHOBaIMOHHBIM ~ Me-
HEIKMEHT

b1.B.11 Crpareruueckuit Me-
HEIKMEHT

b1.B.JIB.04.01 Opranuzauus mnpous-
BOJICTBA

b1.B./IB.04.02 Opranuzanus

TpyAa Ha TMPOMBIIUICHHOM TPEINpus-
THAU

b2.B.02(IT)  IIpousBoacTBeHHAs
npakTuka. [IpakTHKa [0 MONYYECHHIO
npo()eCCUOHAIBHBIX YMEHHH W OIbITa
po()eCCUOHAIBHOH IEATEIIbHOCTH
b2.B.03(Ilx) IIpomusBoacTBeHHAS
npaxTuka. [IpeAunomMHas IpakTHKa
b3.5.01(J[) 3ammra BBHITYCKHOMI
KBIN(UKAITMOHHON paboThI, BKIIIO-
yas NOATOTOBKY K MPOLENypE 3allH-
ThI ¥ IPOLEAYPY 3aIIUThI




IIK-11 3HaTh: b1.b.10 Hayunsle uccnenoBanus
— IpUHUMIBL (OPMUPOBAHKS CHUCTEMBI BHYTPEHHErO HOKY- | B SKOHOMMKE
MEHTO060pOTA OpraHH3aLHUH; b1.b.13 JlokyMeHTHpOBaHHe
— NPUHUMIIBL TPUMEHEHUST WHHOPMAUMOHHBIX TEXHOJIOTHHA B YIPaBJIeHYeCKOil AeATeTbHOCTH
YIIPAaBJICHUH JICATENHHOCTHIO OPraHU3aIliH; B1.B.02 VH(bOPMALMOHHbIE TeX-
— MPOrpamMMHOe obecrnieyenne st paboOThI C YIPABICHICCKOR | fpon oo o MEeHeKMEHTe
miopmaimeii; b1.B.1B.05.01 IIpaktukym [TakeTsl
— TEXHOJIOTHH M MHCTPYMEHTHI (hOpMUpOBaHMs HHPOpPMALH-

NPUKIIATHBIX TPOrpaMM MEHEHKMEHTA

OHHOTO 00ECICUEHHMS YIACTHUKOB OPraHU3alHOHHBIX IPOCK-
TOB. b1.B.JIB.05.02 ITporpamMMHble TPOIYK-
VMeTh: ThI YIIPaBJICHUS OPEATPUATHEM
— WCTIOJIB30BaTh METOMBI 0OPabOTKH W aHAIlM3a ypaBJeHue- B2.B.02(II)  IlpomsBoxcTBeHHAs
cKoii nH(OopMaImy; npaktuka. [lpakThka MO MOIYYCHUIO
— aHaIM3MPOBaTh MH(MOPMALMIO O (YHKIMOHUPOBAHUH CH- Npo(pECCUOHANBHBIX YMEHUH M OIBITA
CTEMBI BHYTPEHHETO JOKYMEHTOO60POTa OpraHU3al|y; poheccHoHaIbHOMN NEATENbHOCTH
— npumenATs UT-texnonormn npu pemenud ynpasiende- | 52.B.03(I1x) IlpoussoncteeHHas
CKHX 3a]1a4. npaktuka. [IpenaumnioMuas mpakTuka
Baiajers: b 6 B3.b.01(J]) 3amura BBITYCKHOMN
— HaBBIKAMHU aHajim3a WHOOpPMAIMH O (YHKIHOHUPOBAHHU o
CHCTEMBI BHYTPEHHETO Z[OKYNE)GHTOOGOpOTayopFaHI/ISaII_[)I/II/I; KBA/IM(UKALHOHHON Pa0OTBI, BKIIIO-
— TEXHOJIOTHSIMHU BeJeHHs 6a3 JaHHBIX [0 Pa3IMYHBIM MOKa- Hast TIOArOTOBKY K HPOLCAYPE 3atlii-
3aTeNnsIM; ThI U ITPOUCAYPY 3allIUThI
HaBbIKaMH (DOPMHUPOBaHUsI MHPOPMAHOHHOTO 00ECIeYCHHS
YYaCTHHUKOB OpraHU3allMOHHBIX IPOCKTOB.

[1K-20 3HaTh: Bb1.5.13 JIoOKyMeHTHpOBaHHUe
— HOPMATUBHO-TIPABOBYIO 0a3y, PErNAMEHTUPYIOUIYIO IPO- yHnpaBJieH4YeCKOH JesiTeJIbHOCTH
I[ECC PErUCTPALIMU U HAYAJIO JESTENHHOCTH [IPEIIPUSITHS; B1.B.22 OpraHu3aIHoHHO-

— BUbl U (DOPMBI OPraHM3AlMOHHBIX U PACIOPSAUTEIBHBIX
JIOKyMEHTOB, HEOOXOJUMBIX JJIsI CO3aHHs HOBBIX MPEANPH-
HHMATeIbCKUX CTPYKTYD;

— HOPMATHBHO-TIPABOBBIC JTOKYMEHTBI, PErJIaMEeHTHPYOIINE
Pa3IMYHbIC aCTIEKTHI IPEANPUHAMATEIBCKON IS TeIbHOCTH.
Ymersn:

— OCYIIECTBUTH BBIOOp Hamboiee 3((eKTHUBHON OpraHW3amn-
OHHO-TIPABOBO# (POPMBI ISl IPOSKTUPYEMOTO TPEINPUSITHS;
— CaMOCTOSTENILHO pa3paboTaTh yUpeaUTeNIbHbIE JTOKYMEHTHI
NPEeANPUSITHS.

Buagers:

- HaBBIKAMH TIO/IFOTOBKH OPraHU3alMOHHBIX M PaCIOPSIH-
TENBHBIX JOKYMEHTOB, HEOOXOAMMBIX ISl CO3[aHMsI HOBBIX
NpeINnPHHIMATENILCKUX CTPYKTYP.

[PaBOBbIE OCHOBBI MEHEIXKMCHTA
b1.B.06 Opranuzanus 1 BelleHHe
HpeIIPUHIMATENHCKON EATETbHOCTH
b1.B.JIB.03.01 KopnopaTuBHoe ympaB-
JeHHne

b1.B./IB.03.02 YmpaBneHue pa3BUTHEM
KOMIIaHHU

b2.B.02(IT)  IIpousBoacTBeHHAs
npakTika. [IpakTvka IO IIOJYYeHHUIO
npo(ecCHOHANBHBIX YMEHUIH W OMbITa
npohecCHOHATBHON e TETbHOCTH
b2.B.03(Ilx) IIpousBoacTBeHHAs
npaktuka. [IpepaumniomHas npakTika
b3.5.01(l) 3ammra BBIMYCKHOMN
KBaJTH(PHUKAIIMOHHON palboThl, BKIIO-
yas MOJArOTOBKY K IPOLEAype 3aliu-
ThI U IPOLEAYPY 3aLIUTBHI




2 O0béM U TPYAOEMKOCTHh NUCHUIUIMHBI 10 BHAAM YYeOHBIX 3aHATHHA. DPOpPMBbI MPOMEKYTOYHOM
aTTecTalMu.

Tabmuia 2 — O0beM U TPYAO0EMKOCTh AUCITUTUTMHBI IO BUJAM YU4€OHBIX 3aHITHI

06 6Hol DAl O0BEM YacoB 1o
masi TPyJOEMKOCTh ¥ BHJbI y4eOHOW pabOThl MO JTUCITH-
TUTHHE, TPOBOJIMMBIC B Pa3HBIX (OpMax (opmam oOyueH
710 300
1 O0mias Tpy0eMKOCTh TUCIUIITMHBI 108 108
2 KonraktHas paborta oOywaromuxcs ¢ mnpemnojaBareiieM (1o 54 12
BHJIaM Y4E€OHBIX 3aHATHI) (BCETO)
AynutopHas pabora (Bcero): 54 12
B TOM YHCIIC:
JIEKIIUN 18 6
MPAKTUYECKHE 3aHATH, CEMUHAPHI 36 6
MPAKTUKYMBI
JabopaTopHbBIC PAOOTHI
B UHTEPAKTHBHOI popme
B AJICKTPOHHOU (hopMme
Breayauropnas pabota (Bcero): 54 92
B TOM YHCJIE, HHIUBUIyalIbHAs padoTa 00YJarOIUXCs C Tpe-
10JIaBaTeIeM
IIOJIrOTOBKA KYPCOBOiT paGOTHI /KOHTAKTHAs paboTa’
IPYIIOBast, WHAUBHIyadbHas KOHCYJIbTALUS W WHBIC BHUJIBI
y4eOHOH NeATEIBbHOCTH, MPEIyCMaTPUBAIOIINE TPYIIIOBYIO
WJIM WHIWBUIYATbHYI0 padoTy O00ydarommxcs ¢ MpernojaBa-
TeJIeM)
TBOpYecKas pabora (dcce)
3 CamocrositenpHast pabota oOydaromuxcs (Bcero) 94 92
4 TIlpoMexyTouHas arTecTanusi 00yJarmerocs: — 3a4eT 4

3. Y4eOHO-TeMaTHYEeCKUii MJIAH U COAePKAHUE JTUCIMIJIHHBI.
3.1 YueOHO-TEeMATHUYECKUM IIJIAH

Tabnuna 3 - YueOHO-TEMaTHYECKUH TIIaH
0J151 OUHOU hopmbl 0OYUeHus

~ | Buabl y4eOHBIX 3aHATHH, BKJIIOYAas caMo-
o E :«: CTOSITEJILHYIO Pa0oTy 00y4aKoIMXcs H TPY-
%: g g JI0eMKOCTh
= (B uacax) @DopMBbI TeKYLIEro
E Pa311e.11 JAUCHUITIMHBI O & E caMoCTOsA ROHTpOHﬂ " HPOMemy-
2 Z yueoHas pabora TOYHOI aTTecTalUu
TeJIbHasA
CIeBaEMOCTH
CeMHMHAapBbI, paGora y
BCero JIEKIIMHA NMpaKkTHYeCKHe oby4aro-
3aHATHS AxXCcs
JIOKyMEHT ¥ CHCTEMBI TOKYMEH-
1 | raruu. [lonsiTue aemonpousBo- 13 2 4 7 VYceTHBIi ompoc
CTBa
TpeboBaHUS K COCTABICHUIO U .
VYerasiit onpoc [pak-
2 | odhopmieHHIO MPO(HECCHOHATb- 13 2 4 7
N THYECKHE 3aJaHus
HOH TOKYMEHTaluu
3 CoBpeMeHHBIE CTIOCOOBI U TEXHH- 13 2 4 7 VYerasiit onpoc [pak-
Ka CO3JIaHUs JJOKYMEHTOB THYECKHE 3aJaHus

1 .
Yacwl, svioenennsie 8 VII nHa kypcosoe npoexmuposanue 8 Konmakmmou gopme (3 uaca)
7




Ycrasiit onpoc Ipak-

4 | CocraBnenne OPJ] 13 2 4 7
TUYECKUE 3aJIaHUs
IIpakTuueckue 3ana-
5 | JlenoBble nmuckMa 13 2 4 7 P A
HUS
Koppecnonnenuus, cBsa3aHHasi C .
pp I Ycerasiit onpoc Ipak-
6 | mpoBeneHHEM NEPHOAMYCCKUX 13 2 4 7
. TUYECKHE 3a/JaHuUs
MEPONPHUATHI
7 KommMmepueckas nepenucka c 3a- 13 2 4 7 Yerasiit onpoc Ipak-
pYOEKHBIMH MTApTHEPaMHU TUYECKHE 3aJaHUs
Opranu3zanusi JOKyMeHT000opoTa VYeTHBIH onpoc
8 17 4 8 5 IIpakTrHueckue 3aaa-
HUSA
TectupoBanue
IIpomexyTouHas arrecTanus 3auer
oOyuJaromerocs
Hroro 108 18 36 54
07151 3a04HOU hopmbl 0OYUeHUA
= Buasbl yueOHBIX 3aHSITHH, BKIIOYAs caMo-
o S | cTofATENbHYIO PadoTy 00yvarouxcs M TPy-
%: 2 g A0EMKOCTh
- = (B uacax) @DopMBbI TEKYLEro
B Pa3nes AMCHUIIMHBI © & § caMoCTOS - KOHTPOIISI M HPOMEAY=
2 2 yuebuasi pabora TenbHAs TOYHOH aTTecTaluU
J— paGora ycneBaeMocTu
BCero JIEKIIMH NpaKTHYeCKHe obyuaro-
3aHSATHS mmxest
JIOKYMEHT 1 CUCTEMBI TOKyMEH-
1 | rarun. [lonsiTre gemonponsBoI- 13 1 2 10 VYeTHBIi onpoc
CTBa
TpeOGoBaHMs K COCTABIICHHIO U .
VYernsiit onpoc IIpak-
2 | opopmieHuto npodeccruoHab- 12 1 1 10
o TUYECKHE 3aJaHus
HOW JJOKYMEHTAIHH
3 CoBpeMeHHbIE CTIOCOOBI U TEXHU- 12 1 1 10 VYernsiit onpoc [Ipak-
Ka CO3JaHUs JOKYMEHTOB TUYECKHE 3aJaHus
Ycrasiit onpoc Ipak-
4 | Cocrasnenne OP/] 12 1 1 10 p P
TUYECKHE 3aJJaHU
[IpakTudeckue 3ama-
5 | JlenoBsle muchbMa 12 1 1 10 P A
HUS
Koppecnonaennus, cBsizaHHast ¢ .
PP JCHIT, VYerusrit onpoc [pak-
6 | mpoBeneHUEM MEPUOJUIECKUX 12 1 1 10
. TUYECKHE 3aJaHus
MEpOTPUATHN
v Kommepueckast nepenucka ¢ 3a- 12 1 1 10 VYernslii onpoc Ipak-
PpyOESKHBIMH IMapTHEPAMHU TUYECKUE 3a]IaHUs
Opranuzanusi JOKYMeHT0000poTa YcTHbIl onpoc
8 19 1 5 16 IIpakTrueckue 3ana-
HUS
TectupoBanue
IIpomexxyTouHas aTTecTanus 4 3ader, KOHTPOIbHAs
oOyuJatonierocs pabota
Hroro 108 6 6 92




3.2. Coaepxanue 3aHATHI 10 BUAAM y4eOHOIl padoThI

Tabmuma 4 — ConepkaHue TUCITUTUTMHBI

HaumMmeHnoBaHue
pasneJia, TeM Juc-
IMILIHHBI

Coaep:xanue pasaeia IMCHUILINHBI

JoxymeHT u cu-
CTEMBbI IOKyMEHTa-
muu. Ioustue ne-
JIOITPOU3BO/JICTBA

JoxymeHT, ero ocHOBHbIe (QyHKIMK (MHPOPMAMOHHBIE, KOMMYHHUKAaTHBHBIC,
yIpaBJeHYeCKre, IPaBOBbBIE, KYJIbTYPHBIE, ICTOPUIECKHE).

JokymeHT Kak TpeaMeT  aenomnpousBoacTBa.  OOmas — XapaKTEpPHCTHKA
YIpaBICHUYECKAX AOKYMEHTOB. YHH(HKAIMSI JOKYMEHTOB; CTaHAApPTH3AIMA Kak
dbopMa FOPUAMYECKOTO 3aKpeIUieHus NpoBeAeHHOW yHu(pukammu B cdepe JOV.
YHuduuupoBaHHele CUCTEMBl JOKyMeHTanuu. OOmepoccuiickuii knaccudukaTop
npoQecCHOHANTLHON TOKYMEHTALHH.

Knaccudukarmum 1oKkyMeHTOB (IT0 MECTY COCTaBIIEHHSI, TIO CO/IEPIKaHuI0, TI0 (hopMe, TT0
CpPOKaM HWCIIONHEHHs, 10 TPOUCXOXKICHUIO, 10 CpeAcTBaM (UKCAIUH, 10
IOPUIUYECKON CHJIE, TIO CTAJAMSIM CO3IaHus).

Jemonpon3BoacTBO (JOKyMEHTAIMOHHOE OOEeCIedeHue YIpaBJICHHs); €ro MECTO H
3HAYUMOCTB IS IPOPECCHOHATBEHON JeSITETFHOCTH.

JlokyMeHTHpOBaHWE W  OpraHu3anusi  JIOKyMEHTOOOOpOTa  Kak  COCTaBHEBIC
Jenonpou3BoacTBa. OCHOBHBIE OdTambl  pabOThl € JTOKYMEHTHBIMH  (opMamu,
COJIep’KaHUE U XapaKTEePUCTHKA.

OcHoBubie Tepmunbsl u mnoHstus JOY (I'OCT P 51141 «/lemompou3BoAcTBO u
apxuBHOE J1e710. TepMUHBI B OTIPEICIICHHS).

TpebGoBanus k co-
CTaBIICHHIO U
0(OPMIICHUIO TIPO-
(heccroHanbHON
JIOKYMEHTAIH

VYHnpunupoBaHHas CHCTEMa OPTaHH3AI[MOHHO-PACTIOPSIUTEIFHON JOKyMEHTAIIHU
(YC OPJ]): cocraB, Ha3HaYeHHE, PACIIPOCTPAHEHHE.

HopmaruBHo-mMeToquueckast ~ 6aza  genmompou3BoicTBa.  Mctopust — pa3BHTHS
YHU(UKALMH ¥ CTaHAAPTU3ALUH YIIPABIEHUYECKHX JOKYMEHTOB B Poccum.

I'oCT P 6.30 KaKk OCHOBa CO3JaHUS OPraHM3aLMOHHO-PACHIOPSAUTEIHHOTO
nokymeHnrta. Popmymsp-oOpaszer;y - MoOAeNb MOCTPOSHMS  YHH(DUIIMPOBAHHOTO
JOKyMEHTA.

OOmue TpeOOBaHUS, NpENbsIBIsEMble K OQOPMIICHHIO  CIYXKeOHOrO JOKyMEHTa
(popmartsl, pazmepsl o, TOCTPOCHNE KOHCTPYKIIMOHHON CETKH.

PekBu3ut — uHPpOpMaIIMOHHBIH 3JIeMeHT JokyMeHTa. COCTaB, pacloioKeHUe, paBuia
O(l)OpMJ]eHI/IH. PexBU3UTHI INIEPEMCHHBLIC, IIOCTOAHHBIC,; OCHOBHBLIC U cnyme6HHe
OTMETKH. CityxeOHbIe OTMETKH. Cas3b PEKBH3UTOB c JTanaMu
JIEIIONPON3BOICTBEHHBIX palboT.

CoBpeMeHHEIE CITo-
CcOOBI ¥ TEXHHUKA
CO3/1aHUs JOKYMEH-
TOB

KoMmbloTepHbIe TEXHOJIOTHH JeNIOBOM mepenucku. KpaTkuit 0030p mporpaMMHOro
o0ecreyeHnsT TMepcoHATbHOr0 KoMmbioTepa. OCHOBHBIE METOJbl (OPMATHPOBAHUS
TekcTa. ATpuOyThl odopmiieHus Tekcta. OdopmiieHue ab3aies, pyOpHK, 3aroJIOBKOB,
NpUMeYaHuid, CHOCOK. TaOnuIbl.




Ne | HaumeHoBaHmue Copnepixanne pasaesa JUCHUILINHBI
pasnesia, TeM JAuc-
HUIVIHHBI

4 | Cocrasnenue OPJ] | Kmaccudukamus goxymeHntoB B coctaBe YC OPJ/I: moxyMeHTHI opraHW3alliOHHBIE,
pacropsAnTeNbHbIE, CIPABOYHO-UHPOPMALMOHHBIE, OQHUIINAIEHO-INYHBIC.
brnanku moxymeHTOB. Buapl, cocTaB peKkBH3WTOB, MpaBuia odopmieHus. ['epOoBwie
OnaHKM: TpeOOBAaHUSI K M3TOTOBICHHUIO, XPAaHEHUIO, HCIIONb30BAaHUIO U YHUUTOXKEHHUIO.
JoroBopa, KOHTPaKThl: Pa3HOBUIHOCTH, COCTaB PEKBU3UTOB, OCHOBHBIE TPEOOBaHUS K
0(hOpMITCHHTO.
[Tpukaspl: O0COOEHHOCTH COCTaBIEHUs U O(OpMIICHHS, Pa3HOBHIHOCTH IPHUKA30B.
CocTtaB pEKBU3UTOB, OCHOBHBIE TpeOoBaHUS K O(OPMIICHHIO, OCOOCHHOCTH
IIOCTPOEHUS, BU3UPOBAaHUE. YHHU(PHUUUPOBaHHBIE (DOPMBI MPHUKA30B IO KaJPOBBIM
BOIIPOCaM.
CripaBouHO-MH()OPMAIIIOHHBIE AOKYMEHTHI: CIIy)KEOHBIE 3alMCKM, AaKThl, CIPaBKU.
Knaccudpukaumu, ¢hopMymspsl, 0COOEHHOCTH MOCTPOCHUS TEKCTA.
OcHoBHBIE BHJIBI OOpamieHui (>kanoba, MPEUIOKECHUE, 3asiBICHUE, XOJIaTaliCTBO,
netunms). DopMynsapsl, 0cOOEHHOCTH TOCTPOSHHS TEKCTA.

5 | denoBble nucbMa JenoBoii muceMo Kak cpeacTBO MH(POPMAIIMOHHOTO OOMEHa MEXIy OpraHH3alUsIMH.

Knaccuduramms mnmcem. JlemoBoe MHUCHMO B YCIOBUSX YHHUPUKAIUH (CTPYKTypa
TEKCTa, CTaHAAPTHBIE (PPas3bl M BEIPAKESHIIS).

Oopmynsip mucbMa. OCOOCHHOCTHM TIOCTPOCHUS TPOCTBIX M CIOXKHBIX TEKCTOB.
Kommepueckne mucema (odepra, pekigamManmus H J1p.); BUIOBL U OCOOCHHOCTH
odopmiteHusl.

6 | Koppecnonpenuust, | [Incema-npurnamenus, NHCbMa-U3BEHICHUS: CTPYKTypa, OCOOCHHOCTH IOCTPOCHUS
CBSI3aHHAA C IPOBE- | TEKCTa, CTaHAAPTHBIE (pa3bl M BeIpakeHHA. [IPOTOKON Kak JOKYMEHT, COAepKalluii
JCHHUEM IIEPHOAU- 3aMUCh X0a 00CY>KACHUS BOIPOCOB U MIPUHATHS PELICHNUI Ha COOPaHUX, 3aCEAaHMIX,
YEeCKHX MEPOTpHsl- | IENOBBIX BCTpeuax. Buapl mpotokonoB. @opmynsap nporokona. CTpyKTypa TeKCTa.
Ui OcHoBHbIE TpeOOBaHUs K OQOPMIICHUIO TPOTOKOIA. BeInncka U3 mpoTokona.

TenerpaMma, Tenekc, 3JEKTPOHHOE COOOIIeHHe, TeaedoHorpaMMa Kak CpeacTBa ore-
PaTuBHOT'O I/IH(l)OpMaHI/IOHHOFO 06MeHa MCKAY OpraHu3alvsIMu.

7 | Kommepueckas nie- | Crangaptel UCO Ha odopmienue nepernucku. Gopmatel Oymaru, MpoeKTHPOBAHUE
pemnucka c 3apy- OnmaHkoB. MexayHapoAHble MUCbMa. Buasl U OCOOCHHOCTH IOCTPOCHHUS
OCKHBIMM MApTHE- | MEXAYHAPOAHBIX MHUCEM. PEKBU3UTHI MEXIyHAPOAHOTO HCHMA.
pamu

8 | Opranmzamnus no- [Monsitrie nokymeHTo0OOpoTa. OCHOBHBIE 3Talbl: PETUCTpPAIS BXOASIIMX JOKYMEH-

KyooOopoTa

TOB, PACCMOTPEHHUE U MPUHATUE PELICHUS; UCIIOJIHEHUE, KOHTPOJIb UCIIOIHEHHS JOKY-
MEHTOB, (HOPMHUPOBAHUE JIEIl.

HomenkiaTypa aeil Kak CUCTEMAaTHU3UPOBAHHBIN IIEpEYEHb HAUMEHOBAHUM JIEN, C yKa-
3aHMEM CPOKOB WX XpaHEeHWs. Buasl HOMEHKIATyp, oQopMIileHHE, MEePHOINYHOCTH
BHECEHMSI U3MEHEHUH.

DKcrepTr3a IeHHOCTH JOKYMEHTOB, TIOJITOTOBKA /16 K apXUBHOMY XPaHEHHIO.

3akoH «O KOMMEpPYECKOW TailHe», ero 3Ha4eHHWEe M OCHOBHEIE IoyiokeHus. Muapopma-
1S, OTHOCUMAS K pa3psay «KOMMEPUYECKO# TaltHbl». H(popMalus, KoTopas He MOXKET
OBITH OTHECEHA K Pa3psIly «KOMMEPYECKOH TalHBD».

KonduneHnuansHoe Ie0Nponu3BOJICTBO KaK OCHOBA 00ecIieueH s aJIeKBaTHBIX yCII0-
BUHW 1 JOKyMeHTHpoBaHus wuHpopManuu. [IpaBuina onpeneneHus: Kpyra JuI, UMe-
IOLUX JOCTYN K MH(OPMAIIMU, COJEpIKalleld «KOMMEpUecKyro TaiiHy». ['pudsl, nc-
nojb3yemMble TpHu padore ¢ gokymeHTamu. OTBETCTBEHHOCTH 3a HapyIICHUE IPaBUI
paboTHI C TOKyMEHTaMHU, COJIEPKAIIMMU KOH(PUICHITUATLHBIC CBEACHHS.

Texnonorus paboThI ¢ oOpameHusiMu rpaxaan. Perucrpamus, yaer. KoHTpoiab cpokoB
ucronHeHus obpamienuii. OdopmiieHue Jen MUCBEMEHHBIX oOpateHuid rpaxaaH. [Ipa-
BUJIA y4eTa YCTHBIX 0OpalieHui.
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Coleporcanue npaKkmuueckux 3aHAmuil

Ne | HaumeHoBaHMe pa3aeia,
TeM JUCHUILIHHBI Conepanne
1 | Hoxyment u cucremsl ao- | 1. JlokymeHrt, ero ocHOBHbIe pyHKIMH. Kiaccudukanum JOKyMEHTOB.
kymenrtanuu. [lonstue nme- | 2. Jlenonpoussozacto (JIOY); ero MecTo v 3HAYMMOCTh B PO ECCHOHATEHON
JIOTIPOM3BOCTBA. JesITeIbHOCTH.
3. JIOKyMeHT Kak IpeaMeT JeT0IpPON3BO/ICTBA.
4. YHuUUIUpOBaHHBIE CHCTEMbI JOKYMECHTAIIHH.
5. OcHoBHble TepMuHbI 1 ousATHS JOY.
2 | YnopaBnenuyeckas gokyMmMeH- | 1. YHuummpoBaHHas cucCTeMa OPTraHU3AI[OHHO-PACTIOPSIUTENBHON JIOKY-
Tanus: TpeboBanus k co- | meHtaunuu (YC OPJD).
CTaBJICHHIO 2. HopmatuBHO-MeTOMueCKast 6a3a Jenonpon3BOICTBA.
1 0(OPMIICHHIO 3. Pa3BuTHe yHH(UKAINU U CTaHAAPTU3ANUH YIIPABICHYECKUX JTOKYMEHTOB B
Poccun.
4. TOCT P 6.30 kaxk ocHOBa CO3/IaHUSI OPTaHU3AIOHHO-PACIIOPSIUTEIFHOTO
JOKYMEHTA.
5. ®opmynsip-o0paszer] - MOAETb MOCTPOCHHST YHUPHUIINPOBAHHOTO JJOKYMEHTA.
6. O6mue TpeboBaHMsI, MPeNbABIsIeMble K OOPMIICHHIO CITY’)KEOHOTO JTOKY-
MeHTa (popMaThl, pa3Mepsl MoJieH, MOCTPOCHNE KOHCTPYKLIMOHHON CETKH).
7. PexBu3uT — WH(GOPMAIIMOHHBINA dNIeMEeHT JokyMeHTa. COoCTaB, pacIoyoxe-
HUE, TpaBuiia opopMIICHHSL.
8. PexBU3NTHI MepeMeHHbIE, TOCTOSIHHBIE; OCHOBHBIE U CITyKeOHBIE OTMETKH.
3 | Cospemennsie crmocoOsl u | 1. KoMmbroTepHbIe TEXHONIOTHN AETOBON EPEITUCKH.
TEXHUKA CO3JaHusl JOKY- | 2. OCHOBHBIE METOJbI (JOPMATHPOBAHUS TEKCTA.
MEHTOB 3. AtpubyThl odopmiieHust Tekcra. OdopmicHue abd3aines, pyOpHK, 3arojoB-
KOB, IPUMEYaHHUH, CHOCOK.
4. Tabnuuel u Oubnrorpaduyeckre OnrucaHusl.
4 | CocraBnenue u opopmie- 1. Knaccuduxanus noxkymenToB B coctaBe YC OP/l: Ha3HaueHHE U BUIBL
HHE OpTaHU3allMOHHBIX, 2. bianku 1okyMeHTOB. Bujpbl.
PaciopsMTENbHEIX 1 0DH- | 3 ToroBopa, KOHTPAKTHI, OCHOBHBIE TPEGOBAHHS K OOPMICHHIO.
HMaTIBHO-THHHBIX JI0KY= 4. IIpukas, hopMymsip, 0COOEHHOCTH JOKYMEHTHPOBAHHSI.
MEHTOR 5. [Ipuka3bl Mo KaJipOBBIM BOIIPOCAM.
6. OcobeHHOCTH OQOPMIICHUSI CIPABOYHO-WHPOPMAITMOHHBIX JOKYMEHTOB!
(ciry>xe0HBIX 3aIHCOK, aKTOB, CIIPABOK).
7. Obpamenus rpaxkaan (xanoda, IpeanoKeHne, 3asBIeHUE, X01aTalCTBO).
8. OcHoBHble opranuzanuonnsie qokyMmeHTel HOU KemI'VY.
5 | Henosbie u kommepueckue | 1. CinyxeOHOe MHCBMO Kak CpPEeACTBO MH(OPMAIMOHHOTO 0OMEHa MEXIy Op-

nrcpmMa

TaHU3aIUSIMH.
2. Knaccudukaunu ciykeOHbIX THCEM.

3. ®opmyssip ciyxke0HOro mucbMa. OCOOCHHOCTH IOCTPOCHHUS TMPOCTBIX M
CJIO’KHBIX TEKCTOB.

4. [lenoBoe MHCHMO B YCIOBHUSIX yHU(UKAUH (CTPYKTypa TEKCTa, CTaHAapT-
HbIE (pa3bl U BHIPAKEHUS).

5. Kommepueckue nuceMa (odepTa, pexiiamanus 1 Ap.); BUAbl U 0COOEHHOCTH
o opMIIECHUS.
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HaunmeHnoBanue pasaeJaa,
TEM TUCIUIIIMHBI

Conep:xanue

6 | Koppecronnentwsi, cBsi-
3aHHAA C TIPOBEICHUEM TIe-
PUOIUYECKUX MEPOIIPUSTUI

1. [IpoTtokon, popmynsp nporokosa. CTpyKTypa TEKCTa.

2. Bunbl npotokosioB. OCHOBHBIC TPeOOBaHMS K 0OPMIICHHUIO.
3. Beimucka u3 npotokoia.

4. TTuchbMa-puriianieHus, MICbMa-U3BEIICHUSI.

5. Tenerpamma, Tenekc, TeineOHOTpaMMa, SIIEKTPOHHOE COOOIIEHHE — Kak

Cp€acTBa OICPaTUBHOIO HH(bOpMaHI/IOHHOFO oOMeHa.

7 | IlpaBuna u popmMBI KOM-
MEPUYECKOM MEPETIUCKU C
3apyOe)KHBIMU IMAPTHEPaAMHU

1.Crangapte MCO Ha odopMIiIcHHE TIEPETTHCKH.
2.®DopmMatel OyMaru, IpOSKTUPOBAHUE OJIAHKOB JJIT MK TYHAPOIHBIX ITHCEM.
3.MexnyHapoIHbIe TUChMA. BUIBI ¥ pEKBU3HTHI.

8 | Opranuzamnus JOKYMEHTO-

1. [lonarue nokymeHTo000poTa. OCHOBHBIE ATAIIBI, UX XapaKTePUCTHKA.

obopota 2. Homenknatypa aen. Buasl HoMeHKIaTyp.
3. DKcmepTH3a HEeHHOCTH JOKYMEHTOB, ITOJTOTOBKA JIeJI K apXUBHOMY XpaHe-
HUIO.
4. 3akoH «O KOMMepYEeCKOi TaifHe», ero 3HauYeHHEe U OCHOBHBIC MOJIOKCHUSI.
5. [IpaBuna opranu3ann KOHGHUAESHIMATBHOTO AEJIONPOU3BOACTBA.
6. TexHosorus paboThl ¢ OOpAICHUSIMH IPaXIaH.
4 TIlopsaaok OUEHUBAHUS YCNEBAeMOCTH H C(OPMHPOBAHHOCTHU KOMIIeTeHI Uil

00y4yauerocss B TeKyle 1 NpoMesKyTOYHOM aTTecTaluMm.

JUig 1OJNOKUTENBbHOM OLEHKU IO pe3y/bTaTaM OCBOEHHUS TUCLUIUIMHBI 00y4arouieMycs HeoOXxo-
JIMMO BBIIIOJIHUTH BCE YCTAHOBJICHHbIE BBl yueOHOH paboThl. O1ieHKa pe3ynbTaToB paboThl 00ydarome-
rocs B 6ayax (1o BugaM) npuBeieHa B Tabmuie 5.

Tabmuua 5 - BamnpHO-pelTHHTOBas OIEHKA Pe3yIbTaTOB y4eOHOW paboThl 00y4aromuxcsi MO BUIAM

(BPC)
VYyebunas pabora | Cymma Bunbl v pe3ynbTaTs OrneHka B aTTecTaluu banmbt
(BUIBI) OayoB y4e0HOI paboThI (16 Henmenp)
Texywian yueonas paboma ODP0O
oDO 80 Jlexnmonnsle 3ansaTtus (9(0,5 6anna mocemeHue | JIEKIIMOHHOTO 3aHITHS 1-4
Tekymast yueobnast| (100% |3ansTHIA)
paboTa B cemecTpe| /0anioB |[Ipaxrtnueckne 3amstus|0,5 6amia - mocemenne | PaKTUYECKOrO 3aHs- 8-18
(nczcelueHI/Ie 3atsi-| HPHBC- (18 samsruii). THS U BBIIIOJHEHUE paboThl Ha 51-65%
THA TIO  pacruca-| JICHHOU 1 6a — nocerenue 1 3aHATHS U CYIIECTBEHHBIN
HHIO M BBIIOHC- LIKAJTBI) BKJI4J| HAa 3aHATHU B pabOTy BCEH IPYIIIbI, CAMO-
HHE 3aJJaHN) CTOATENIFHOCTh W BBINIOJHEHHE paboThl Ha 85,1-
100%
WunuBuayanbHoe 3aaa-|{3a ogno U3 ot 4 1o 8: 32-64
Hue (8 3a7aHmii) 4 6anaa (BeimosHeHO 51 - 65% 3aganwmil)
6 6aa10B (BBITTOTHEHO 66 - 85% 3amanHmii)
8 6aqstoB (BemonHEHO 86 - 100% 3amanuin)
HroroBsslii Tect 10 6anaoB (51 - 65% npaBUIBHBIX OTBETOB) 10-14
12 6anaoB (66 - 84% npaBHIBHBIX OTBETOB)
14 6anaoB (85 - 100% npaBUIIbHBIX OTBETOB)
Texywyas yueonas paooma 300 u 0300
300 u 030 80 KoHCHeKkTbl TeM, BBIHO-|2 ajia 3a YaCTHYHOE PACKPBITHE TEMbI 12-24
Texymas yue6nas|(100% CHUMBIX Ha CaMOCTOATeNhb-|3 6anna 3a Ooiee MOITHOE PACKPBITHE TEMBI
paboTa B cemecTpe|/0aIOB  |HOE  W3ydeHWe- 6 TeM|4 0alIa 3a MONHOE PACKPBITHE TEMBI
(BBIMIONTHEHWE  Ca-|TPUBE- (pyKomHICHBIE).
MOCTOSITENBHBIX ~ |J1€HHOH  |KoHTposbHas pabGora mo|3a ogHo 3aganme o1 3 10 7: 24-56
KOHCIIEKTOB, KOH-|IIKalbl) |Kypcy - 8 3agaHuii 3 6as1a (BBIOJIHEHO YACTHYHO C OIMIMOKAMM)
TPOJILHOH paboThI 5 6a/1710B (BBITIOHEHO C HEOYETAMH)
7 6aJ1710B (BBITIOJHEHO TIOJHOCTHIO BEPHO)
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1 TECTA) Uroroseiii Tect (30 Bo-|5-9 6amna (51 - 65% npaBHIIBHBIX OTBETOB) 15-20
IIPOCOB) 10-15 6annoB (66 - 84% mpaBUIbHBIX OTBETOB)
16-20 6aaaoB (85 - 100% npaBUIIbHBIX OTBETOB)
HTtoro no texkyuieii pabore B cemecTpe 51-100
IIpomesicymounas ammecmayus
[IpomexyTouHas 20 Bompoc 1. 5 6as10B (IOpPOroBoe 3HAUCHHUE) 5-10
arrectaius (3k3a-|(100% 10 6ans10B (MaKcHMaIbHOE 3HAUCHHUE)
MEH) /6annoB  (Bompoc 2. 5 6a10B (IOpPOroBoe 3HAUCHHUE) 5-10
HpHUBe- 10 6an10B (MakcHMaIbHOE 3HAUCHHUE)
NeHHOH  |Brimonuenue 3ananus 1. |4 6asia (moporosoe 3HaueHue) 4-8
ILIKAJIbI) 8 6a10B (MakcMMaIbHOE 3HAYCHHE)
Brmonaenne 3aganus 2. |6 6an10B (ToporoBoe 3HaUCHHE) 6-12
12 6ansoB (MakCUMaIbHOE 3HAYCHHE)
WTOoro mo mpoMeKyTOYHO# aTTecTanun (IK3aMeH) 20-40
CymmapHas onleHka no gucuumiaune: CymMmMa 0amioB TEKyIed U MPOMEKYTOYHOM aTTeCcTaIiH 51 —100 6.
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HToroBas olieHKa BBICTABISETCS B BEJJOMOCTh COTJIACHO CIEAYIOUIeMY MpaBuily (Tabnuua 6):

Tabnuia 6 - Oneraka ypoBHs CQOPMUPOBAHHOCTH KOMIIETEHIIUN B MPOMEKYTOUYHON aTTECTAIIUN

Kpurepuu oueHuBanus KoMneTeHIUH Yposensb Hrorosas ouenka Cymma
YCBOEHHUS AUC- 02,1J10B 1O
NHUIIHHBL 1 100-
KOMIIeTeHL i DK3aMeH /3a4eT ¢ 3a4er OannbHOM
OLleHKOI HIKaJIe
BykBeHHBI JK- Byk-
BUBAJIEHT / OlleHKA BEHHBIIl K-
BUBAJIEHT
OOyJaronmiicss He BIAICeT TEOPETHUCCKHU- MIEPBBIN HeynosnerBopu- He 3a- Menee
MH OCHOBaMH IWCIMIUIMHBEI U HAYYHOH TepMU- TeNBHO / 2 YTEHO 51 6amma

HOJIOTHEH, IEMOHCTPUPYET OTPHIBOYHBIEC 3HAHMUS,
HE CIOCOOCH pelaTh MpakTHueckue npodeccu-
OHAJIbHBIE 3aJayM, JONYCKaeT MHOKECTBEHHBIC
CYIIECTBEHHBIC OLIMOKM B OTBETaX, HE YMEET
HHTEPIPETUPOBATh PE3yJIbTaThl U JIENaTh BBIBO-
JTBL.

OOyJaromimiicsl BIafeeT YacTHIHO TEOPETH- TTOPOTOBEIH Y noBIEeTBOPUTEIB- 51-65
YeCKMMH OCHOBaMH JUCLUIUIMHBI U HAay4HOH HO /3
TEpMUHOJIOTHEH, (parMeHTapHO cHocoOeH pe-
LIaTh MPAaKTUUECKHE MPOQecCHOHANBHBIE 3a/1auH,
JIONTYCKAeT HECKOJBKO CYLIECTBEHHBIX OIINOOK
PELICHUsIX, MOXKET YaCTHYHO UHTEPIPETHPOBATH
MOJYYeHHBIE Pe3yNbTaThl, JIOMYCKAeT OMIMOKH B

BBIBOJIAX.
OOydarommiicss BIaNeeT TEOPETHYCCKIMH TTOBBIIIICH- Xopomo / 4 66-85
OCHOBaMH ITMCLHIUIMHBI U HayYHOU TEPMHHOJIO- HBIH

THeif, TPaMOTHO H3JlaraeT MarepHaj, CIocoOeH
pemaTh MpaKTHYeckue NpodeccHoHaNbHBIE 3a-

3auyTeHo
Jlaud, HO JOIYCKAeT OT/ENIbHBIE HECYIIECTBEH-
HBbIC OI_[II/I6KI/I B HUHTCpHOpETAU PE3YJIBTATOB H
BbIBO/JIaX.
OOyuaromiuiicss B MOJHOW Mepe BiajeeT MPOIBUHY- OTtnuuno/ 5 86-100
TEOPETHYECKMMHU  OCHOBAMHU  JUCUUIUIMHBL U TBIN

Hay4YHOH TEPMUHOJOTMEH, I'PaMOTHO U3Jaraetr
Marepuall, Crnoco0eH WIUTIOCTPUPOBATh OTBET
npuMepaMu, (akTamu, JTaHHBIMH HAy9YHBIX HC-
CIeJOBaHUH, NPUMEHATh TEOPETHUYECKHE 3HAHUSA
JUTSl pEIICHHs] TPAKTHIECKUX TPO(hecCHOHaATbHBIX
3azna4. [IpaBUIbHO MHTEPIPETUPYET IOIYYEHHBIE
pe3yIBTATHI U 1eTaeT 0O0CHOBAHHEIE BBIBOIHI.

5 MaTepuajbHO-TeXHHYECKOe, IPOrpaMMHOe H yu4eOHO-MeToAnYecKoe odecnedeHue JMCIUIIMHBI.
5.1 YueOnas mreparypa

OcHoBHas1 yueOHasl IuTEpaTYpa
1. beikoBa T.A. JlokyMeHTallMOHHOE 00ECTICUeHNE YTPaBICHUS (JIETOMPOU3BOJICTBO) : yuehd. mocobue
/ T.A. brikoBa, T.B. Ky3nenona, JI.B. Caukuna. — 2-e u3a., nepepad. u gon. — M. : UHOPA-M,
2017.— 304 c. + [Jlom. Marepuanbl [DNEKTpOHHBIA  pecypc; Pexumm  moctyma
http://www.znanium.com]. — (Beicee oOpa3oBaHue: bakanaspmuar).
http://znanium.com/catalog.php?bookinfo=762591
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2. Paznopoxnbiii A. A. JIOKyMEHTHPOBAaHHUE YIPABIECHYECKON NEATEILHOCTH : y4eb. mocoome / A.A.
Pazmopoxusiii. — M. : UTHOPA-M, 2017. — 304 c¢. — (Bricmiee oOpa3oBanme: bakanaBpuar).
http://znanium.com/catalog.php?bookinfo=854774

Jlonoanumensnan numepamypa

1. Poroxwun, M. FO. Jlenonpous3BoacTBo [DIEKTPOHHBIN pecypc]: Kypc JeKuui : yuebHoe mocobue /
M. 1O. PoroxuH. — DJIEKTpOHHbIE TEKCTOBbIC TaHHbIE. - MockBa ; bepnun : {upexkr-Meaua, 2014.
- 229 c. — Pexxum nocryma: http://biblioclub.ru/index.php?page=book&id=253702

2. Poroxun, M. 1O. JlenonpousBoacTBO B KaJpoBOH CiykOe [DIeKTpoHHBIM pecypc| : ydeOHO-
npaktudeckoe mocodbue / M. 0. PoroxuHn. - 3-e u3z., mepepad. u 101. — DIEKTPOHHBIE TEKCTOBBIC
naHHble. - MockBa ; bepaun Hupexkr-Menua, 2014. - 783 c¢. — Pexum npocryna
http://biblioclub.ru/index.php?page=book&id=253703

3. Kynses , H. H. JlokymenToBenenue [Dnexkrpornsiid pecype] : yueonuk / H. H. Kynses, /[. H. Ypa-
7oB, A. I'. ®abpuunos; noxg pen. npod. H. H. KynseBa. — DneKkTpoHHbIE TEKCTOBBIE JaHHBIC. -
Mocksa : Jloroc, 2012. - 352 c. - (HoBas yHuBepcurerckas Ombmuoreka). — Pexkum moctyma :
http://znanium.com/bookread.php?book=469013

4. Koazuna, E. C. [lenonpousBoactBo [DnekTpoHHBIN pecypc] : yueOHO-MeToanueckoe nocodue / E.
C. Ko3uHa. — DieKkTpoHHBIE TEKCTOBBIE JaHHBIE. - MockBa : JlupekT-Menua, 2013. - 27 c. — Pexxum
noctyna : http://biblioclub.ru/index.php?page=book&id=141469

5. AmngpeeBa, B. . Jlenonpou3BoAcTBO: opraHu3anusi U BeieHHe [TeKkcT] : yueOHO-IpaKTUYECKOe
nocob6ue / B. . Auapeesa. - 3nanue 2-e, nepepaboTanHoe u nonoiHeHHoe. - M.: Knopyc, 2007. -
248 c. - I'pud YMI] "PekomenoBano".

5.2 Marepua/JibHO-TeXHHYECKOe U IPOrpaMMHoOe odecredeHue AU CHUIIMHBI
VY4eOHbIe 3aHATHUS 110 JUCHHUILIMHE POBOIATCS B yueOHbIX aynutopusix HOU KemI'Y (tabauna 7).

Tabnuna 7 — MaTtepraabHO-TEXHUUYECKUE YCIOBHSI peaIn3aliy TUCIUIUINHEI

HanmenoBanune  y4e0- | HauMeHOBaHHE MOMEUICHUI U1 TPOBEACHUS BCEX BHIOB | Anpec (MECTOIMOIOXKECHUE) MO-
HBIX MIPEIMETOB, KYPCOB, | YICOHOH MEATEIbHOCTH, MPEAYCMOTPEHHON yUeOHBIM | MEIICHHUH IS IPOBEACHHUS BCEX

JTUCIUIUIAH  (MOIynen),
NPaKTHKH, WHBIX BUJIOB
y4eOHOU JIeATENbHOCTH,
[PeTyCMOTPEHHBIX
y9eOHBIM TUTAaHOM 00pa-
30BaTeNIbHOM  Mporpam-
MBI

IJIAaHOM, B TOM YHUCJIC NMOMCUICHUA IJIs CaMOCTOSITEJIbHOM
paboThI, C yKa3aHHEM IepedHss OCHOBHOI'O 000pyIOBaHHUS,
y4eOHO- HATJSJHBIX MOCOOMH W HCMOJB3yeMOTo TMpo-
TPaMMHOT'O 00eCTIeUCHHUS

BUIOB YYEOHOU IEATCIHLHOCTH,
MIPEIYCMOTPEHHON yueOHBIM
IJIaHOM (B cllydae peanu3aluu
00pa3oBaTeNFHON IPOTPAMMBI
B CeTEeBOH popmMe JOTOITHU-
TEJIEHO YKa3bIBACTCSI HANMEHO-
BaHHUE OpTaHU3AIUH, C KOTOPOU
3aKITIOYEH JIOTOBOD)

JloxkymeHnTupoBanue
YIIPABJICHUYECKOU
JeSITeIbHOCTH

402 Y4yeOHast aymuropus (MyJIbTUMEIUIHAS) U1 TPOBE-
JICHUSL:

-3aHSATHH JIEKIIMOHHOTO THUIIa;

- CEMHHAPCKOro (MPaKTHYECKOro) TUIIA;

- TPYIIOBBIX ¥ WHAMBHYaIbHbIX KOHCYJIbTAIINHI;

- TEKylIero KOHTPOJsS W TPOMEKYTOYHOH arrecta-
LHH.
CrnenuanusupoBanHas (yuye0Hasi) Me0eJib: JOCKa MEJO-
Basi, Kadenpa, CTONBI, CTYJIbsL.
Oo0opynoBanme: cmayuonapHoe - KOMIBIOTEP, IPOEKTOP,
aKyCTHYECKasi CHCTeMa, JI0CKa MHTepaKTHBHAsL.
Hcnonb3yemoe nporpaMMHoe obecrieyenme:
MSWindows (MicrosoftlmaginePremium 3 year mo cy0-
JuneH3noHHOMY goroBopy Ne 1212/KMP ot 12.12.2018 1.
mo 12.12.2021 r.), LibreOffice (cBobGomHO pacmpocTpansi-
emoe I10), Suaexc bpayszep (oTeuecTBeHHOE CBOOOIHO
pacnpoctpansiemoe [10), I[IO uWHTEpaKTUBHOW JOCKH
SmartNotebook (kirou IUIEH3UN IO CEPUHHOMY HOMEPY
o0opynoBaHus).
HnTepHer ¢ o0ecneyennem aocryna B JUOC.

654079, KemepoBckast 001acTs,
r. HoBoky3Helk, np-xkt Metai-
nypros, a. 19

15



http://znanium.com/catalog.php?bookinfo=854774
http://biblioclub.ru/index.php?page=book&id=253702
http://biblioclub.ru/index.php?page=book&id=253703
http://znanium.com/bookread.php?book=469013
http://biblioclub.ru/index.php?page=book&id=141469

5.3 CoBpeMeHHbIe npodeccuoHaIbHbIE 0a3bl JAHHBIX U HH(POPMAIMOHHbIE CIPABOYHbIE
CHCTEMBI

1. Koncynerantllntoc [DnekTpoHHBIH pecypc| : KOMII. CIpaB. MpaBOBas CHUCTEMa / KOMITAHUS
«Kouncynprantllmroc». — Dnekrpon. mporp. — [Mocksa, 1997-2014] - Pexum jgocryma:
http://base.consultant.ru , ceo6oaHbIH. — 3ari. ¢ 3KpaHa.

2. TAPAHT.PY [DnekTpoHHbIi pecypc] : nHbopMaIrimoHHo-paBoBoi moprtai / komnanus OO0
"HIIIT "TAPAHT-CEPBUC". — Dnekrtpon. mnporp. — [Mocksa, 1997-2014] — Pexum pocryma:
http://www.garant.ru , cBo6oHbIi. — 3ari. ¢ KpaHa.

6 Hnble cBeeHus U (MJIM) MaTepPUAJIbI.
6.1.IlpumepHbIe TeMbl M BAPHMAHTHI MUCbMEHHBIX Y4eOHBIX padoT

CamocrosiTenbHas paboTa CTYyJEHTOB OCYIIECTBISETCS B CIEAYIOMHUX (hopmax:
MOJIFOTOBKA K IPAKTUYECKUM 3aHATHIM;

CaMOCTOSITEJIbHOE U3yYEHUE TEM AUCLMILIUHBI (3JIEKTPOHHOE 00yUEHHUE);
MOJTrOTOBKA K TEKYITMM KOHTPOJIBHBIM MEPOIIPHUITUSAM (KOHTPOJIbHBIE paOOTHI, TECTOBBIE OTPOCHI);

YV VYV

BBITIOJTHCHHE IOMAITHUX WHIUBUAYAIBHBIX 3a/IaHUN - 8 3aaHwuii (B COOTBETCTBUH C TEMaTHYC-
CKHM TUTAaHOM),

A\

IoAroToBKa aHAJIUTUYCCKUX 0630p0B M1 OTYCTOB I10 3aJaHHBIM TCMaM.

Ilpumepot unoueUOYAILHBIX OOMAWIHUX 3A0AHU
Tema 1. JlIokyMeHT u cucTeMbl JoKyMeHTauuu. [louaTue aenonpon3BoacTBa.

Bonpocwi ona ycmuozo onpoca:

1. latpb ompezeneHuss TepMUHAM: JEJIONPOU3BOJCTBO, JOKYMEHTAIIMOHHOE OOecliedeHne yrpaBiie-
HUS, JOKYMEHTUPOBAHHE, JOKYMEHTOOOOPOT, JOKYMEHT, CIY)KEOHBIH TOKYMEHT, O(pUIMaNIbHBIA JOKY-
MEHT, aBTOp JOKYMEHTa, 00beM JOKYMEHTO000pOTA.

2. Kak ¥ Ha OCHOBAaHUU KaKUX MPU3HAKOB KIACCUPHUIMPYIOTCS TOKYMEHTHI:

— I10 CTaJIUsIM CO3/IaHUS;

— 110 CpOKaM XpaHEHMUS;

— 10 IOPUJINYECKOM CUJIe;

— I10 BUJAM;

— 110 HANMEHOBAHUSM BUJOB?

3. Uem onpenensercs 3HauuMocTh JIOY B AedTenbHOCTH NPEANPUATUN, OpraHU3alui, yUpeskeHui?

4. HazoBute nBe coctaBHble yactu IOV u packpoiite ux cojuepkaHue.

5. Uto Takoe yHUUKAIHS YIIPABIEHYECKUX TOKYMEHTOB?

6. [lepeuncnuTh CylecTBYOINE YHH(PHUIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIINH.

7. Uro Takoe OKVYJ]?

8. IlepeuncinuTh OCHOBHBIE (DYHKIIMH JOKYMEHTA.

Tema 2. TpeOoBaHUs K COCTaBIECHUIO 1 0(OPMIICHHUIO YIIPABICHYECKON JOKYMEHTAIIHUH.

Bonpocwel ona ycmnozo onpoca:

1. Cocras, Ha3Hauenue, pacupoctpanenue Y COP/I.

2. [TonsTHE M COCTaB HOPMATUBHO-METOMYECKOM 0a3bl JIETONMPOU3BOJICTBA.

3. Ha3BaTh OCHOBHBIE 3aKOHOJATENLHBIE aKThI, HOPMATUBHBIE TOKYMEHTHI, IEUCTBYIOIINE B 00IaCTH
JIEJIONPOU3BO/ICTBA.

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

5. Yro takoe popMysap-oOpasel], YTO BXOJIUT B €r0 COCTaB?
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6. Oncarp o0mue TpeOOBaHUs, MPEIbABIIEMbIE K 0QOPMIICHHIO CITy)KeOHOTO JOoKyMeHTa (dhopma-
ThI, pa3MepbI MOJIEH, TOCTPOCHUE KOHCTPYKLIMOHHOM CETKH).

7. J1aTb XapaKTepUCTUKY PEKBU3UTY KakK MH(OPMALMOHHOMY 3JI€MEHTY JIOKyMEHTAa.

8. Kakue pekBU3HUTHI OTHOCSTCS K IOCTOSIHHBIM, TI04eMy?

9. Kakue pekBU3UTHI OTHOCATCS K TEPEMEHHBIM, MOYeMy?

10. Ha xakue rpynmsl JenaTcsi IepeMEeHHbIE PEKBU3UTHI?

11. TlepeuncauTs 3Tanbl JOKYMEHTUPOBAHUS.

12. Yro Takoe coriacoBanue?

13. Yro Takoe yrBepxacHUE?

14. Kakue cnocoObl yIOCTOBEPECHHs JOKYMEHTOB CYIIECTBYIOT? B KakuxX ciydasX HCIONb3YHOTCS
pa3ryYHbIe CIIOCOOBI yIOCTOBEPEHHUS?

15. late onpeneneHus TepMuHam: GopmyIsip-oopaszen, GopMyssap J0KYMEHTa, pEKBU3HT, I0pHITYE-
CKas CuJia JOKyMEHTa, 00beM JOKYMEHTO000pOTa, CIIYKEOHBIN TOKYMEHT, OQUIMATBHBIN JOKYMEHT.

16. CBsi3b peKBU3HUTOB C ATANlaMH JEIONPON3BOACTBEHHBIX PaloT.

Ilpaxkmuueckue 3a0anus:

1. Ananus ctpykrypsl u coaepxxkanust OCT P 6.30 -2003.

2. Ananu3 ¢popmyisipa-oopasma.

3. ComocTasienue u ananu3 Gopmysipa-o0pasia ¢ «peaabHbIM» TOKYMEHTOM.
4. Beienenue B TOKyMEHTE PEKBU3UTOB, aHATIN3 COCTaBa WH(POPMAIIHH.

Tema 3. COBpeMeHHHe CIIOCOOBI M TEXHUKA CO31aHuA NOKYMCHTOB.

Bonpocwt ona yemnozo onpoca:

1. HazoBuTe OCHOBHBIE METO/IBI (POPMATUPOBAHHMSI TEKCTA.

2. Onummrte paBmia opopMIICHHS a03a1eB, pyOpUK, 3aroJIOBKOB, IIPUMEYAHHA, CHOCOK.

3. OnuumTe OCHOBHbBIE YACTH TaOIMIIBI U MpaBuia UX oopmiieHus.

4. TlepednciauTe OCHOBHBIE TPEOOBAHUS, TIPEIBSIBISEMbIC K OMOIHUOTpadu-4eCKUM OTICAHUSIM.

Ilpaxkmuueckue 3a0anus:
1. BHecTu ucnpaBiieHUs B TEKCT, UCHOJIb3YsI KOPPEKTYPHBIE 3HAKH.
2. OTdopmaTupoBaTh UCIIPABICHHBIH TEKCT.

Tema 4. CoctaBnenue OP/I.

Bonpocwl ona ycmnozo onpoca:
1. Kakue BuABI BXOJSAT B COCTaB OPTaHU3AIMOHHBIX, PACIIOPSIUTENBHBIX U O(DUIHATHHO-THYHBIX
JIOKYMEHTOB.
. Kaxue Buap1 61aHKOB periaMeHTUpoBaHbl cranaapTom? CocTaBbTe UX (HOPMYIISPHL.
. [lepeuncuTh OCHOBHBIE BUJIBI JIOTOBOPOB U KOHTPAKTOB
. [lepeuncnutb OCHOBHBIE TpeOOBaHUs K 0(OPMIICHHUIO IOTOBOPOB M KOHTPAKTOB.
. Jlatb onpenenenue npukasa.
Kakue yacTu TekcTa B MpHKase M0 OCHOBHOM J€ATEIHHOCTH?
. [lepedncuTh BHJIBI MPUKA30B IO KaJPOBBIM BOTIPOCAM.
. OcobenHnoctu 0popMIICHHS CIIPABOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB.
. Kakue BubI Ciry»K€OHBIX 3aIMMCOK CYIIECTBYIOT?
10. Yem ciyxeOHas 3amucKa OTIUYAETCS OT CIPaBKU?
11. Kakue yactu TekcTa B aKTe?
12. B ueM 0cOOEHHOCTH MOMUCAHUS aKTa?
13. JlaTh ompeeicHus BUIaM oOpalieHu i Tpak/IaH.

©O~NDUTS WN

Ilpakmuueckue 3a0anusn:
1. CoctaBuTh QopMyJIsIp MPEATOKEHHBIX 00PA3I[0B OJIAHKOB, OMPEEIUTh BU/.
2. OLEHUTH COOTBETCTBHE «PeaTbHOr0» OJaHKa TpeOOBAHHSIM CTaHAApTA.
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3. CKOHCTpYyHpOBaTh KOMIUICKT OJJAHKOB (PHPMBI.
Tema 5. JlenoBbie nuchbma.

Bonpocwl ona ycmnuozo onpoca:

. [lepeuncnure CymecTBYIOIUE KIACCH(PHUKAINN CITYKEOHBIX TTHCEM.

. CoctaBbTe GOpMyIIsAp CIyxKeOHOro MUChbMa.

. OnumuTe 0c00EHHOCTH MOCTPOEHUs MPocToro (1-2 4acTH) TeKCTa MUChMA.

. OnumuTe 0cOOEHHOCTH MOCTPOEHUS CIIOKHOTO (3-4 4acTH) TEKCTa MUChMA.

. [lepeuncnure u npuBeIUTE MPUMEPHI CIIOCOOOB YHU(DUKAIIMH JEIIOBOTO THCHMA.
. Ilepeuncnure BB KOMMEPYECKHUX THCEM.

. Uto Takoe odepTa, HA30BUTE OCOOEHHOCTH €€ 0(hOPMIICHUSI.

. UTo Takoe peksamanyus, Ha30BUTE OCOOEHHOCTH €€ O(POPMIICHHUSL.

coONO Ol A~ WN -

Ilpakmuueckue 3a0anus:

1. CocraButh popmymnsip muchbMa JJist MPEAIOKEHHOTO 00pasia.

2. Haiitu HeTouyHoCTH B OOPMIICHUU MHUCHbMA, OQOPMUTH IOKYMEHT B COOTBETCTBUU C TpeOOBaHMUSI-
MU CTaHJapTa.

3. CocraBuTh UChbMO TipocToe (1-2 yacTu Tekcta)

4. CocTaBUTb MUCHMO CIOXKHOE (3-4 YacTu TEKCTa)

5. CocraButh nuceMo ¢ TpadaperHsiM TekctoM. Tema 6. Koppecnonaenus, cBsg3aHHasi ¢ MpoBeJe-
HUEM TICPUOTNICCKUX MEPOITPUSITHA.

Tema 6. KoppecronaeHuus, CBS3aHHas ¢ IPOBEICHUEM MEPHUOIUIECKIX MEPOIPUITUH.

Bonpocwt ona ycmnozo onpoca:

. Uto Takoe npoTokoJ1?

. CocraBbTe QOPMYIISIp MPOTOKOIIA.

. Onummre CTpyKTypy TEKCTa IPOTOKOJIA.

. B uem ocobeHHOCTH MTOANKCAaHUS IPOTOKOJIA?

. Bugpsl nporokonoB. OcHOBHBIE TpeOOBaHUS K OPOPMIICHHIO.

. Kak oopmiisiercs Beinucka u3 npoTokoia?

. Kak cTposiTcs TekCcThl MUCbMa-IIPUIIAIEHUs, THCbMa-U3BEIEHU?

. Kakue TpeboBaHus NpeIbaBISIOTCS K TEKCTY TEJIErpaMMbl U TeJIe(pOHOIpaMMBbl?
. Kakue TpeboBaHMs MPeIbsIBIAIOTCS K TEKCTY 3JIEKTPOHHOIO COOOIIEHNUs?

O©oOoONO OIS, WN B

Ilpakmuueckue 3a0anus:

1. CoctaBuTth GOpMyIISIp «peaIbHOT0» MPOTOKOJIA.

2. Haiitu HeTOouHOCTH B 0()OPMIIEHUH ITPOTOKOJA, MCHPABUTH U OPOPMHUTH JOKYMEHT.
3. Ha ocHOBaHWY TIOJTHOTO MPOTOKOJIA OPOPMUTH KPATKHH MTPOTOKOIL.

4. O¢popMUTD BBIMHUCKY U3 IPOTOKOJIA.

5. ObopMuTh MUCHEMO-U3BEIIEHNE C 00OOIIEHHBIM aJIpeEcaToM.

Tema 7. Kommepueckas nepenucka ¢ 3apy0eKkHbIMUA TapTHEPaMH.

Bonpocwl ona ycmnozo onpoca:

1. Kakue crannaptsl MCO pernaMeHTHPYIOT 0(OpMIIEHHUE J1€TOBOW MEPENUCKH?
2. Kakue ¢popmarel OyMaru UCTIONB3YIOTCS B MEXKITYHAPOTHOH Tepenucke?

3. Kak cripoexTipoBaHbl O1aHKH JJ1s1 MEKAYHAPOIHBIX MHUCEM?

4. Buapl MeKIYHAPOIHBIX ITHCEM.

5. Ocobennoctu ohopMiIeHUsT PEKBU3HUTOB.

IIpakmuueckue 3a0anus:

1. TIpoBecTr COMOCTABUTENBbHBIA aHAINU3 OOPA3OB MEXIYHAPOJHOTO M POCCHICKOTO JIETTOBOTO
nucbMa.
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Tema 8. Opraauzanusi TOKyMeHTO000pOTA.

Bonpocwt ona yemuozo onpoca:

. [lepeuncnure 0CHOBHBIE 3TaIbl JOKYMEHTOO0OPOTA, AATEe UM OINpEACTICHUS.

. Kakue TpebGoBanus MpeIbsIBIAIOTCS K PErUCTPALUHT BXOISAIIMX TOKYMEHTOB?

. JlaiiTe XapaKTepUCTUKY OpraHU3aluy KOHTPOJISL UCIIOJIHEHHS JIOKYMEHTOB.

. JlaliTe XapakTepUCTUKY OpraHu3alui (pOPMUPOBAHUS JIEII.

. Uto Takoe HoMeHKJ1aTypa faen? KakoBa nepuoguYHOCTh BHECEHHS] N3MEHEHUI?

. Ilepeuncnure BUbl HOMEHKIATYDP.

. Kakass uHpopManusi OTHOCUTCS K pa3psaay «KKOMMEPUYECKON TalHbI»?

. Kakas unpopmanus He MOKeT OBITH OTHECEHA K Pa3psay «KOMMEPUECKOH TaitHbI»?
. Kak ocymiectBisiercst peructpaiiys u yuet oOpaiieHuil rpaxaan?

10. Kakue cymiecTByIOT CPOKH UCTIONHEHHS 0OpareHmii?

11. ITpaBuna y4eTa yCTHBIX OOpaIlieHUH.

Ilpakmuueckue 3a0anus:

1. IIpoananu3upoBaTh Ciy:keOHbIe OTMETKH Ha JOKYMEHTE.

2. Ilo ciry>xeOHBIM OTMETKaM Ha JJOKYMEHTE PEKOHCTPYHPOBATh XPOHOJIOTHIO JJOKYMEHTOO00POTA.

3. [IpocTtaBuTh Ha TOKYMEHTE PEKBU3UTHI, COOTBETCTBYIOIINE JEIIONPOU3BOICTBEHHBIM OMEpaIUsiM
(peructpaln BXOJSIIETO JOKYMEHTA, PACCMOTPEHHUIO U NMPUHATHIO PEIICHUS, KOHTPOIIO HCIOJHEHUS,
HAIPAaBIICHUIO B JIEJIO).

4. Ha npumepe HOMEHKIATYPhI A€l IPOAHAIU3UPOBATh MPUHIIMUII PYIIUPOBKU /1€ U YCTAHOBJICHUS
CPOKOB XpaHEHHUs JIe.

O OoONO O~ WN B

Ilpumep mecma
1. [TpaBuiia U OpraHu3anuo JOKyMEHTAllMOHHOIO 00ecreYeH s yIpaBiIeHUs Ha IPEANPUSTHN yCTaHaB-
JIUBAET:
- IIpaBuia BHyTpEHHErO pacnopsiika
- Uucrpyknus no 10Y
- YcTaB npeanpuaTus
2. HaGop pekBHU3UTOB O(UINATBHOTO TMCBMEHHOTO IOKYMEHTA, PACIIOJIOKEHHBIX B ONPEIeIeHHON M0-
CJIEIOBATENbHOCTH, HA3bIBACTCS:
- GopMyIIsipOoM TOKyMEHTa
- OJJaHKOM JIOKyMEHTa
- IOKYMEHTOM
3. CpoKOBBIif KOHTPOJIb UCIIOJHEHUS IOKYMEHTA OCYIIECTBIISAETCS:
- PYKOBOJUTEJIEM OpraHU3alu1
- cyxooi 10Y
- MCIIOJHUTEIEM MOPYUECHUS
4. PexBU3UTOM, cOiepKAILUNCS TOJBKO B TUChbMaX-0TBETAX, SIBISIETCSA:
- azpecar
- CChUIKA Ha PETUCTPALIMOHHBIA HOMEp U J1aTy JOKYMEHTa
- OTMETKA O MOCTYIUIEHUH JOKYMEHTa B OpraHU3aluH
5. WcnonHeHune pe3oiouy pyKOBOAUTENS Ha IOKYMEHTE OCYIIECTBIISAETCS:
- OTBETCTBEHHBIM HCIIOJIHUTENEM, Ubsl (DaMUIINs yKa3bIBAaeTCs MEPBO B PE30JIIOLIUU
- OTBETCTBEHHBIM HCIIOJIHUTEJIEM COBMECTHO C COTPYAHUKAMH, YKa3aHHBIMU B JIOKYMEHTE
- BCEMHM HUCIIOJIHUTEISAMH, YKa3aHHBIMU B IOKYMEHTE, KDOME OTBETCTBEHHOI'O MCIIOJHUTENS, KOTO-
PBIi OCYIIECTBIISIET KOHTPOIUPYIONLYIO () YHKIHIO
6. JIokyMeHT, B KOTOPOM BOCHPOHU3BOIUTCS pekBU3UT «lloanucky» 6e3 TMYHOM MOANUCH:
- BBINKCKA U3 PACHOPSAIUTETHHOTO TOKYMEHTA
- aKT
- TPOTOKOJ 3acelaHus

7. PacniopsauTenbHas 4acTh JOKYMEHTA, IIPUHATOrO KOJUIETHAJIbHBIMA OPraHaMK, HAYUHAETCS CO CJIOB:
- [IPUKA3BIBAIO
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- OBA3BIBAIO (PEKOMEHAVYIO)
- IOCTAHOBJISAET (PEIIAET)
8. KomMmepueckuii JOKyMEHT, COJIepKalluii NPeIbIBICHUE TPETEH3UU K CTOPOHE, HAPYIIUBILIEH MPUHSI-
ThIE
- Ha ce0s Mo KOHTPAKTY 0053aTeIbCTBA U TPEOOBAaHUS BO3MEIICHUS YOBITKOB, Ha3bIBACTCS:
[IMCbMO-HaIIOMUHAHKE
rapaHTUIHHOE MUCHMO
- MMCbMO-PEKJIaMalus
9. Ansa opranu3zanuii ¢ HeOOJIBIIUM JOKYMEHTOOOOPOTOM Hallle BCEro MpUMEHSTCS ... popma Jenonpo-
U3BOJICTBA:
- IIEHTpaJIM30BaHHAA
- CMeLIaHHas
- JIeLlEHTPATU30BaHHAs
10. JloxymeHT, onpeeeHHbIN B TOJKOBBIX CIOBapsX PYCCKOIO S3bIKA KaK «JOKYMEHT C 3allChI0 BCETO-
MPOUCXOJISIIET0 Ha 3aCeAaHUU, COOPAHUNY:
- IPOTOKOJ
- TIOCTaHOBIICHUE
- peuieHue
11. TTonnyro 3amuch BCEro Xo/a 3aceIaHus OTPaKaer:
- TIOJIHBIM IIPOTOKOJI
- KpaTKuil MpoTOKO
- cTeHorpauyecKuili NpoTOKOI
12. IIpenynpeauTenbHblii KOHTPOJIb IPEATIOJIAraeT:
- ©KEJHEBHYIO IOATOTOBKY CBEJCHHI O JOKYMEHTAX, CPOK UCIIOJHEHHS KOTOPHIX HCTEKAET CETo-
THS
- ©KEMECSYHOE WIN €KEKBAPTAIbHOE COCTABJICHUE NIEPEYHS] HEUCIIOHEHHBIX JOKYMEHTOB
- CBOEBpPEMEHHOE 3a 2-3 JHs NpeAyNpeKACHHE COTPYIHUKA O HEOOXOAUMOCTH PEIICHHSI TOPYICH-
HOT'O eMYy BOIIpoca
13. HaumeHoBaHUE TOKYMEHTA, OJTHUM U3 pa3fenioB KoToporo sinsiercs «[IpeamOynax:
- JIOJKHOCTHAs HHCTPYKLUS
- JIOTOBOP
- MICKOBOE 3asIBJICHUE
14. IokyMeHT MOXeT ObITh MOANMCAH UCHIOIHSIONUM 00s13aHHOCTH JOJKHOCTHOT'O JIMIIA C:
- YKa3aHHeM ero (pakTHuecKOH JO0KHOCTU U haMUIIUU
- IPOCTABIIEHUEM MPEIOTa «3a» WU HAAMUCH OT PYKH «3aM.»
- MPOCTABJIEHUEM KOCON YepThI Iepe]l HAMMEHOBAHUEM JIOJKHOCTH
15. PerucrpaninoHHbIi HOMEpP JOKYMEHTa, COCTaBICHHOI'O COBMECTHO JBYMs U OoJiee OpraHu3anusIMy,
peJcTaBisieT co0oil:
- perucTparMoHHbII HOMEp JOKYMEHTAa OpTaHU3alllH, YKa3aHHOM Ha OJIaHKe MepBoi
- perucTpanMoOHHbII HOMEpP JOKYMEHTa OpraHu3allK, B KOTOPOI TOKYMEHT (DaKTHUECKU CO3aBall-
cs
- perucTpanoHHble HOMEpPa JOKYMEHTA KaX/10i 13 OpraHu3aluii, IPOCTaBISIEMbIX Yepe3 KOCYIO
YepTy B MOPSIIKE YKa3aHUs aBTOPOB B JOKYMEHTE
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TeMbl U 32IAHUSA KOHTPOJALHOI padoThl (s 3P0 u O3P0)

KonrtponbHas pabora Ha 3a04YHOM OTAEJICHUU COCTOUT B PEIICHHM 33j]ad 10 TeMaM Kypca. Ba-
PHAHTBI 33]1a4 U METOIMYECKHUE YKa3aHHsI K UX BBIITOJHEHHIO MIPUBEIICHBI B Memoouueckux yKa3auusx no
8bINOJHEHUIO KOHMPONLHOU pabomsl no oucyuniure «/JoKymeHmuposanue npo@eccuoHaibHol oesmens-
HOoCmuy 0J1s1 cmyoenmos, ooyuarowuxcsa no Hanpaeienuiro 38.03.01 Sxonomuxa

6.2. HpnMeprle BOIIPOCHI U 3a/laHUA / 3agavuu aJisd HpOMe)l(yTO‘lHOﬁ arrecranuun

Tabmuua 8 - [IpuMepHbIe TeOpeTHYECKHE BOIPOCH! U MPaKTHYECKUE 3afaHus / 3a7auul Uil IpoOMe-
KYTOYHOMU aTTeCTaIlH

Ne | Paznenbl u TeMbl IIpuMepHBIE TEOPETUUECKUE BOIIPOCHI IIpumepHsbIe
IIPAKTUYECKHUE
3amanus /
3aa4u

1 | JdokyMmeHT u cu- 1. Ilonsitue o noxkymenre. Kiaccudukanmu 1oKyMeHTOB. 3ananue (cM.
CTeMBI IOKyMEHTa- | 2. YHU(UKAIWS U CTAaHIAPTH3AIMs YIPaBICHYECKHX JOKYMEHTOB. | I[1OCIE TabHIBI)
uun. [onstue ne- YHuUIUpoBaHHBIE CHCTEMBI JOKYMECHTAIHH.

JIONIPOU3BOJICTBA

2 | TpeboBanwus K co- 3.T'OCT P 6.30-2003. CocraB craHmaprta, 3HaY€HHE I yNpaB- 3ananue (cM.
CTaBJICHHUIO JICHYECKOH NeSTeILHOCTH. 1nocie TabIuLIbI)
odopMIIEHUIO 4. ®opmyisap-oOpasel] Kak o0mas MOJENb TOCTPOSHUS perjiaMeH-

YIpaBJIEHYECKOH TUPOBAHHOTO YNPABJICHYECKOT'O TOKYMEHTA.

JIOKyMEHTALUU 5. PexBusutel mocrosiHabie (01-04); xapakTepucTuka, MpaBuia
odopmIeHusI.
6. PexBusutel moctossHHBIE (05-09); XapakTepucTHKa, IMpaBHIIa
odopmireHUs
7. bnaHK, BU/IbI OJTAHKOB.
8. PexBu3uThl 3aromoBodHOM wactu mokymeHTa (10-14), xapakre-
pHUCTHKA, TpaBUIa O)OPMIICHHS.
9. [paBuia agpecoBaHus TOKYMEHTOB.
10. Ocobennocty 0pOpMIIEHHUS TEKCTa CIY)KeOHOTO TOKYMEHTa
11. PexBusutsl 18 u 21; xapakrepucTuka, IpaBuia o)OpMICHHUS.
12. PexBu3utel 22 u 25; XapaKTepUCTUKA, IPaBUIa 0OPMIICHHUS.
13. PexBu3utel 16 u 26; xapakTepuCcTUKa, IpaBuUia 0OPMIICHHUS.
14. PexBusutsl 23 u 24; xapaKTepuCTHKa, IpaBHUia 0()OPMIICHHUS.
15. PexBusuter 17, 19, 27; xapakrepucTuka, MpaBmia oQopmiie-
HUSL.
16. PexBusutsr 28 — 30; XxapakTepuCTHKa, MPaBUIa OPOPMIICHUSI.

3 | CoBpemennsie cio- | 17. CoBpeMeHHbIE clIOCOOB M TEXHUKA CO3AaHUS JOKYMEHTOB. 3anaunue (cM.
COOBI M TEXHHKA 1ocJie TabInIIbL)
CO3JIaHHS JIOKY-

MEHTOB
4 | Cocraenenue OP/] | 18. YCOP/. Ha3nauenue cucremsl, XapaKTepUCTHUKa TPYII U BU- 3ananue (cM.

JIOB JIOKyMEHTOB.
19. Cucrema opraHM3allMOHHBIX JIOKyMeHTOB. HazHaueHwe, BHIbI
JOKYMEHTOB.

20. lToroBopa W KOHTpakThl; Kkiaccuukanuu. TpeOoBaHUS K
0 OPMIICHHTO.

21. JlomxHOCTHAsE MHCTPYKIHS; OCOOCHHOCTH AOKYMEHTHPOBAHMUSL.
CTpyKTypa TeKcra.

22. CucremMa pactopsIUTENbHBIX JOKYMEHTOB. HazHaueHue, BHIIbI
JIOKYMEHTOB.

23. Ilpukassl, Buapl puka3oB. OCOOCHHOCTH JTOKYMEHTUPOBAHHUS

mocye TabJIHIIbI)
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Paznensl U TeMBI

ITprMepHBIE TEOPETUUECKHE BOIIPOCHI

IIpumepHsbIe
IIPAKTUYECKUE
3amanus /
3a/1a41

mpuka3oB. CTpyKTypa TeKcTa.

24. YaunduuupoBaHHble ()OPMBI KaIpPOBBIX IPUKA30B.

25. Pacniopsokenunsi. OcoOeHHOCTH O(OpM-JICHHs, CTPYKTypa TEK-
cra.

26. [TocTanoBeHus,
CTPYKTypa TEKCTa.
27. Cucrema cripaBo4HO-MH()OPMAIIMOHHBIX JOKyMEeHTOB. HazHa-
YeHHE, BUBI.

28. JloknamHas 3armcka,
CrtpyKkTypa TeKcTa.

29. CrpaBka, BuabI cripaBok. OcobeHHOCTH 0(opMITeHUS, CTPYK-
Typa TeKCTa.

30. Akt, Bubl akToB. OcCOOEHHOCTH OOPMIICHUS, CTPYKTypa TeK-
cra.

O6pamenust rpaxnad. Haznauenue, Buapl, OcoOeHHOCTH 0QOpM-
JICHHSI, CTPYKTYpa TEKCTa.

pemwenns.  OcobGeHHOCTH — OQOpMIICHUS,

BUJIBI; OCOOCHHOCTH OQOpPMIICHUS.

5 | HdenoBble nucbMa 31. lenoBble nuchbMa. XapaKTEPUCTHKA U KI1aCCU(UKALIUH. 3ananue (cM.
32. KomMepueckue micbMa. XapakTepuCTHKA U KIACCH(PUKALIUH. T0CJIe TAOIHIIBY)
OcoOEeHHOCTH MTOCTPOECHHUS TEKCTa CIYKEOHOTO MUChMA.

6 | Koppecnionnenuus, | 33. MexayHapo HbIe MUCHMA. 3ananue (cM.
CBSI3aHHAs C IIPO- 34. Crangaptel UCO Ha oopmieHue 1e10BOi NEPEHUCKH. nocsie TabIMIIbY)
BE/ICHHEM IIepHO-

JUYECKUX MEpO-
OPUATUI

7 | Kommepueckas 35. IlpoTokomn, BuaBI MPOTOKOIOB. OCOOCHHOCTH TIOCTPOSHUS TEK- 3aganue (cM.
HepenucKa ¢ 3apy- | cra. noce TabImIIbl)
O0exupiMu napTHe- | 36. CpesncTBa onepaTHBHOW CBsi3W (Tenerpamma, TeNeKC, dJIeK-
pamu TpOHHOE coobmienne, Tenedonorpamma). TpeboBanus k odopmie-

HHUIO.
8 | Opranuzanus 10- 37. Xapakrepuctuka ['C JIOY. Conepxanue AeI0MPOU3BO/ICTRA. 3ananue (cM.

KyMeHTo00opoTa

38. Coznanue mpoekTa JOKYMEHTa, COTJIacOBaHWE KaK JTallbl JI0-
KyMEHTHUPOBaHHS.

39. YaocTtoBepeHue JOKyMEHTOB, BH/IBL.

40. Peructpanys BXOJISAMIAX U HCXOASIINX TOKYMEHTOB.

41. [IpaBuna 00paOOTKH M PACCMOTPEHUS BXOJSAIINX IOKYMEHTOB.
42. TpaBuna opraHu3aly KOHTPOJIS HCIIOJHEHHS IOKYMEHTOB.
43. TlpaBuna GpopMUpPOBaHHUS ¥ XPAHEHUS JET.

44. HomeHKkIaTypa J1ei, BUIBL.

45. DkcnepTH3a EHHOCTH JJOKYMEHTOB.

46. [Noarororka e kK caave B apxuB. CpOKH XpaHECHHUS.

47. IlonsaTre KOMMepPYECKON TaifHBbI.

48. Opranu3zanus KOHOHUIESHIIMATHLHOTO AEIOMPOU3BO/ICTRA.

rocye TabIHIbI)
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IIpuMepHbIe 3aJaHUs K 3a4eTy

3ananue 1.

[Tonp3ysice TpynoBeiMm kojekcom P® rnaBoi 10 u 11. Onummre nomaroByoo mpoueaypy npuema
paboTHUKA Ha OCHOBHYIO paboOTy M (WJIM) MO COBMECTUTEIILCTBY. 3alOIHUTE MPEUIOKCHHBIE 00pa3Ilbl
JIOKYMEHTOB, 0(hOpMIISIEMBIX IIPU ITpreMe paboTHHUKA Ha padoTy.

Samanue 2.

[Tonws3ysace TpynoBeiM koaekcoM P® rmamoii 12. Onummre MOMIaroByr Hpouenypy H3MEHEHHS
TPYZOBOrO JOrOBOpa, B TOM YHCJIE NEPEeBOJl pabOTHHKA Ha JAPYTyo paboTy. 3alloJHUTE MPEUIOKEHHbIE
00pa3ibl TOKyMEHTOB, 0(hOPMIISIEMBIX TIPU H3MEHEHUH YCIIOBHIA.

3ananue 3.
[Tonp3ysice TpynoBeiM KogekcoM P® rmapoii 19. OnummmTe nmomaroByro npouenypy Ha3HaueHUs OT-
mycKa. 3aroHUTE MPEII0KEHHBIE 00pa3Ilbl JOKYMEHTOB, 0OPMIIIEMBIX ITPH 0(OPMIICHUH OTITyCKa

3ananue 4.

[Tone3ysice TpynoBeiM koaekcoM P® rmaBoit 13. OnuiuTe momaroByr MPOUEAYpPY YBOJIbHEHHS
paboTHUKA. 3aNOIHUTE TPEUIOKECHHBIE 00pa3Ibl JOKYMEHTOB, OOPMIIIEMBIX TIPH YBOJIHHCHHUH COTPY/I-
HUKA.

CBeJeHMsI O pa3paboOTKe U yTBepPKAeHUH pa6odyeid MporpamMMmbl AUCHUNIMHBI

Pabouas nporpamma qucuurummabl b51.5.13 «JlokyMeHTHpOBaHHE YIPaBICHYECKON IESTETBLHOCTH
cocraBneHa B coorBerctBuu ¢ ®I'OC BO u yrBepxkzaena B komiuiekte ¢ OOIl nanpasnenus 38.03.02
MeHexKMeHT.

Cocrasutens: Maxusa T.A., CT. npenoaaBaresb Kadheapbl JKOHOMUKA U VIIPABJIECHUS
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