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KOHTPO.Ib PE3YJbTATOB OCBOEHMS YUEFHOM JUCIUILINHBI
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1 OBIIAA XAPAKTEPUCTUKA PABOYEM ITIPOT'PAMMbBI YUEBHOM
JUCIHUIVIMHBI « IOKYMEHTAIHMOHHOE OBECIIEYHEHHUE YIIPABJIEHUWS»

1.1. Mecto y4yeOHOIl IMCUMILIUHBI

o0pa3oBaTeJIbHOM MPOrPaMMbI

VYyeOHass gucruruinHa «J{OKyMEHTaIlMOHHOE OOECTICUeHUEe YIPABICHUS» SIBISICTCS
yacTbto [IpodeccronanbHOro yueOHOTO MKJIa OCHOBHOM 00pa3oBaTesIbHOM MporpaMmbl (aiee
OOII) B coorBercTBrm ¢ PI'OC CIIO no crermansHocT 40.02.04 FOpucnpynenuus.

1.2 Heab ¥ muiaHupyemble pe3yJbTaThl 0CBOEHH S TUCHUIIJIMHBI

[To wuroram OCBOCHHUS ITUCIHIUIMHBL, OOydaromuecs MODKHBI TMPOJAEMOHCTPUPOBATH
pe3ynbTaThl 00y4eHus, cOOTHECEHHBIE ¢ pesyibTaTamMu ocBoeHuss OOII CIIO u mpuBeneHHBIC B
TadsuLe.

B CTPYKType B CTPYKType OCHOBHOM

Kog
IIK, VMmenuns 3HaHus
OK
— TPaMOTHO U3JIaraTh CBOM MBICIH | — OCOOEHHOCTH COLIMAJIBHOTO U KYJIbTYp-
U oOpPMIIATH JTOKYMEHTHI IO IpPO- | HOrO KOHTEKCTa,
OK 05 (beccuoHanbHON TEMAaTUKE HAa TOCY- | — mpaBwia O(OpMICHHS HOKYMEHTOB W
JApCTBEHHOM $I3BIKE, HOCTPOCHMSI YCTHBIX COOOIEHUI
— IIOHMMAaThb TEKCTbl Ha 0a30Bble | — IpaBWJIa MOCTPOECHUS MPOCTHIX U CIOXK-
npo¢eccuOHaIbHbIE TEMBI; HBIX MPEUIOKEHUI Ha mnpodeccroHaIbHbIE
— y4yacTBOBaTb B JHaJlorax Ha | TEMBbI,
3HaKoOMble o0mue u mnpodeccuo- | —  JIEKCHYECKUH MUHUMYM, OTHOCSILUNCS K
OK 09 | HanmbHBIE TEMBI; OINMCAHUIO MPEJAMETOB, CPEICTB U MPOLECCOB
— McaThb MPOCTHIE CBS3HBIE CO- | IPOPECCUOHATBHON e TEIbHOCTH,
OOIIEeHUS] HAa 3HAKOMBbIC WM HWHTE- | — TpaBWJIa YTEHHS TEKCTOB Npodeccuo-
pecyromue npopeccuoHaIbHbIE Te- | HAJIbHOW HalpaBJIEHHOCTH,
MBI,
— OINEpUpOBaThb  IOPUIMYECKUMH | — TOPAJOK 3aKJIIOYEHHUs, NMPEKpAILECHUs U
MOHATHUSIMH U KaTeTOPHUSIMH; MU3MEHEHHUS TPYAOBbIX TOTOBOPOB;
[IK 1.2 | — aHanu3upoBaTh IOPUIMYECKUE | —  BHUJBI TPYAOBBIX IOTOBOPOB;
(akTbl U BO3HUKAIOIIME B CBS3H C
HUMH [TPABOOTHOILICHHUS;
— TPUMEHATH COBPEMEHHBbIE HH- | — IIpaBWJIa COCTaBJIECHMS IOPUIUUYECKHX J10-
(dbopMallMOHHBIE TEXHOJIOTUU ISl | KYMEHTOB
MoKucKa U 00pabOTKH MPaBOBOW MH-
IIK 1.3 | hopmaruu u opopmiieHUs FOPUAH-
YEeCKUX JOKYMEHTOB;
— COCTaBJISATH pa3IMYHbIC BHJIBI
IOPUANYECKUX TOKYMEHTOB




2 CTPYKTYPA U COAEPXKAHUE YYEBHOU JUCITATLIAHBI
1OKYMEHTAIMOHHOE OBECIIEYEHUME YIIPABJIEHU S

2.1 O0beM yueOHOii TMCUUIJIMHBI M BUABI Y4e0HOI padoThl

Bup yuedHoii paboTbl O0bem yacoB

O0bem 00pa3oBaTeJIbHOM NPOrPpaMMbI Y4eOHOM TN CIUTIIHHbI 58
B TOM YHCIIE:

— TeopeTudecKkoe oOydeHue 22

— I[PaKTUYECKHUE 3aHITH 24

— camocCTosTeNbHas paboTa 12

— KOHCYJIbTallMH -

— npoMexyTouHas arrectauus — AuddepeHurpoBaHHblil 3aueT -




2.2. TemaTuuyecKuii NMJIaH U coJep:KaHue Y4eOHOH THCHUTLTHHBI «/[oKyMeHTallMOHHOE o0ecTiedeHne YIPaBJIeHUsD)

HaumenoBanue pa3aesioB u
TEM

Copaepxxanue yuyeOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
co0CTBYeT JJie-
MEHT Nporpam-
MBI

2

4

Pa3zpen 1

JIOKyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esITeTbHOCTH:
o0IIMe MOJIOKEeHUS

39

Tema 1.1 IlonsTue nokymeHra
1 CIOCOOBI IOKYMEHTHPOBA-
HUS.

Copep:xanue yueOHOro MaTepuana

1. lenu u 3amaum Kypca. JJoKyMEHT Kak HOCUTENb MHGOPMAIUU: MOHATHE,
MpU3HAKU, QYHKIIMH. DIEKTPOHHBIN TOKYMEHT

[IpakTudeckue 3aHATHS

1. PaccMmoTpeTh KitaccuuKauo T0KyMEHTOB.

2. O6cynuth uctopuio (GOPMUPOBAHUSA U PA3BUTHUS yUEHHUS O JOKYMEHTE.
N3yuuts pazBuTHe nenonpousBoacTBa B Poccuu

CamocrosrenbHas paboTa 00ydaronmxcs
1. Hanncats pedepar Ha TeMy: DBOMIIOIMS TOKYMEHTa KaK HOCUTENSI HHPOP-
Manuu. Bo3HMKHOBEHHE U pa3BUTHE AEIONPOU3BOICTBA B Poccuu.

OK 05, OK 09,
K 1.3

Tema 1.2 Crangaptuzanus u
yHU(UKALKSA JTOKYMEHTOB.
CucreMbl JOKYMEHTAIUH.

Coneprxkanne y4eOHOro MaTepuasia

1. 3akoHOaTeNbHOE ¥ HOPMATUBHO-METOJAMUECKOE PETYIUPOBAHKE JEIOMPO-
n3BojcTea B PO

2. Crangaptuzanus 1oKyMeHToo0opota B PD Ha coBpemMeHHOM dTare. Bubl
CTaHJAPTOB U UX OOIIash XapaKTEPUCTHKA

3. [lonsiTne yHudukanuu TOKyMEHTa U €€ Pa3HOBUIHOCTU. YHHU(PHUIPOBAH-
HbBIE€ CHUCTEMBbI IOKYMEHTAIINH.

IIpaxkTrueckue 3aHATUS
1. 3yunTh HOpMaTUBHBIE MaTepUaibl MO YHU(PUKALUN JOKYMEHTAIINH;
3aMOJIHUTh YHU(DUIIMPOBaHHbIE JOKYMEHTHI.

OK 05, OK 09,
K 1.3




HaumenoBanue pa3aesioB 1
TEM

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
coOCTBYeT JJie-
MEHT Nporpam-
MbI

2. N3yuuts cranpaptel BBI'Y nis odopmiienus yueOHbIX padoT

Tema 1.3 PekBU3UTEI U
OJIaHKH TOKYMEHTOB.

Copep:xanue yueOHOro MaTepuana

1. PexBH3HT JOKyMEHTA: OHITHE, OCOOCHHOCTH, 3HAYCHHE
2.06mue TpeboBaHUsA K O(QOPMIICHHIO M PACIIOJIOKEHUIO PEKBU3UTOB JOKY-
MEHTOB YIPaBJICHUsI

[IpakTrueckue 3aHATUS

1. U3yuuth OjaHK AOKYMEHTa OpPTraHU3AlMH: TOHSATHE, BUABI, OCOOCHHOCTH
odopmiteHUS

2. IloBTOopuTh 00mIME TpeOOBaHUS K O(DOPMIICHHIO U PACIIONIOKEHUIO PEKBH-
3UTOB JIOKYMEHTOB YIIPABICHHS

3. OgopMuTh OTIENbHBIE PEKBU3HUTHI B 3aJaHHOM (opmare Ha pPa3IUYHBIX
Osankax (o0muit 6;1aHK, OJJaHK MUChMa, KOHKPETHOTO TOKYMEHTA)

4. Pazpa0OoTaTh HOBBIH OJJaHK KOHKPETHON OpraHu3aluu (C pa3jiuyHOM opra-
HU3aLMOHHO-TTPaBOBOM ()OPMOM ¥ BUJIOM €S TEILHOCTH)

CamocTosTenpHas paboTa o0ydaronmxcs
1. OdopmuTh KOHCIIEKT Ha TeMy: OTaenbHbIe 0COOCHHOCTH O(DOPMIIEHUS TEK-
CTa OKyMEeHTa (Yucen, TabIuil, UMeH U (haMuuii)

OK 05, OK 09,
K 1.3

Tema 1.4 Oprann3zanuoHHoO-
pacnopsAuTEIbHas TOKYMEH-
tanus. OpraHu3alMoHHbIE
JOKYMEHTBI.

Coneprkanue y4eOHOro MaTtepuasia

1. Opranu3zanmoHHbIE TOKYMEHTHI: TIOHATHE, OCOOCHHOCTH, BUJIbI
2.06mue TpeboBaHus K 0hOPMIICHHUIO OPTaHU3aIMOHHBIX TOKYMEHTOB

[IpakTHueckue 3aHATHS

1. Odopmnenne opraHu3aIMOHHO-TIPABOBBIX JOKYMEHTOB ISl CO3JIaHUS
top.yina /U 3asgBnenue Ha perucTpainio, ycTaB OpraHu3aiun

2. Paccmotpers mpaBmiia oQOpMIICHHS TIOJIOKEHUS 00 OpraHM3aluH, ce
CTPYKTYPHBIX MOAPA3ACIICHUI, IITATHOTO PACTIHCAHUS, JOHKHOCTHBIX WH-
CTPYKLHIA,

OK 05, OK 09,
K 1.3




HaumenoBanue pa3aesioB 1
TEM

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
coOCTBYeT JJie-
MEHT Nporpam-
MbI

CamocTosiTenpHast paboTa 00yJaronuxcs
1. Odopmuth 00paserr 3asBICHHUS HA PETUCTPAIUIO FOP.JINIA;
2. Odopmuth 0Opa3zell MTATHOTO PACITUCAHNS OPTaHU3AINN

Tema 1.5 OpranuzaiuoHHo-
pacropsiiuTeNbHas TOKYMEH-
Tanus. PaciopsautenbHbIe
JTIOKYMEHTBI

Copep:xanue yueOHOro MaTepuana

1.PacriopsiiuTenbHbIE JOKYMEHTBI: TIOHSATHE, OCOOCHHOCTH, BUJIBI
2. O6umme TpedoBaHus 0 0(HOPMIICHHIO PACTOPSIUTENLHBIX IOKYMEHTOB

[IpakTryeckue 3aHATUSL
1. OpopmMHUTb OTHENbHBIE BUABI PACIOPSIUTENbHBIX JTOKYMEHTOB (IIpHUKa3,
pacropsiKeHue, pelieHue)

CamocrosTenbHas pabota o0yJyaroumxcs

1. [IpoBectn aHanmM3 0COOEHHOCTEH O(GOPMIICHUS PACHOPSIUTEIBHBIX JOKY-
MEHTOB PAa3JINYHBIX IOPUAMYECKUX JHI, O0GOPMUTH OOpasel] pacrnopsKEeHUs
3aM.IUPEKTOpa OPraHU3aLuU

OK 05, OK 09,
K 1.3

Tema 1.6 OcobOeHHOCTH CO-
CTaBJIeHUs U opopMIIeHUS
Z[OKYMGHTOB 110 J'II/I‘IHOMy CO-
CTaBy

Coneprxkanne y4eOHOro MaTepuasia

1.IloHATHE U CTPYKTYpA NEPCOHATBHBIX JAHHBIX.
2.Bunsl TOKyMEHTOB TI0 JJHYHOMY COCTaBY, OCHOBHBIE PEKBH3HUTHI U IIPaBHIIA
X 0pOpMIICHHUSL.

[IpakTrueckue 3aHATHS

1. CoctaBUTh U OPOPMUTH OTIEIbHBIE BUJIBI JOKYMEHTOB 1O JTUYHOMY COCTa-
BY (TIpHKa3bl MO INYHOMY COCTaBY, TMYHAsI KApTOUKa paOOTHUKA)

2. PaccmoTpeth mpaBuia oopMIIEHUS JTUYHBIX JOKYMEHTOB MpH MpHUEeMe Ha
paboTy (JIMYHOE 3asBIICHUE, PE3IOME)

CamocrosrenbHas paboTa 00y4aronmxcs
1. OdopmMuTh 00Opasel] INYHOTO 3asBICHUS, PE3IOME.

OK 05, OK 09,
I[IK1.2,1IK' 1.3

Tema 1.7 lndopmanmonHo-

Conepxkanuie yaeOHOro MaTepuana

OK 05, OK 09,




HaumenoBanue pa3aesioB 1
TEM

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
coOCTBYeT JJie-
MEHT Nporpam-
MbI

CIIPaBOYHBIC JOKYMCHTBI

1.MapopManmoHHO-CITPaBOYHBIC JOKYMEHTHI: MIOHSATHE, OCOOCHHOCTH, BHJIBI
2. O6mue TtpeboBaHus 1Mo oGOPMIICHHIO MH(POPMAITMOHHO-CIPABOYHBIX J10-
KYMEHTOB

[IpakTryeckue 3aHATUSA

1. Odopmuts oTnenbHBIE BUABI WH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
(akT, cipaBKa, MPOTOKOJ)

2. 3acnaymate npe3eHTanuu Ha TeMmy: (OCOOEHHOCTHM TOJITOTOBKH U
oopmieHHs: JOKYMEHTOB JI€JIOBON IEPENUCKU OpraHu3aliu.

3 OcobenHocTr 0pOpPMIICHHS MTUChMA- IPETCH3UH

CamocTosTenbHas paboTa o0ydaroumxcs
1 IMoaroroBuTh MOKIaA-Tipe3eHTAIMI0 HA TeMy: OCOOEHHOCTH TOATOTOBKU U
odopMIIeHHs TOKYMEHTOB JIeJIOBOM MEPENUCKH OpraHu3aIiu.

K 1.3

Tema 1.8 JloroBopHo-
MpaBoBasi JOKYMEHTALUS:
JIOBEPEHHOCTHU

Coneprxkanne yueOHOT0 MaTepuasia

[IpakTrueckue 3aHATHS
1. IlonaTHE TOBEPEHHOCTEN, BUIBI.
2. IlpaBuna opopmieHns ciryKeOHOM M JIMIHOM TOBEPEHHOCTEH.

CamocrosrenbHas paboTa 00ydaronmxcs
1 [ToaroroBuTk 0Opasel] caykeOHON JOBEPEHHOCTH OpraHU3aI|H

OK 05, OK 09,
I[IK1.2,1IK' 1.3

Tema 1.9 Odopmienue oc-
HOBHBLIX HOOKYMCHTOB YIIpaB-
JIeHUA

Copep:xanne yueOHOT0 MaTepuana

[IpakTnueckue 3aHATHS
1./lenoBas urpa «OCHOBHBIE TOKYMEHTHI YIIPABICHUS

CamocrosrenbHas paboTa 00y4aronmxcs
1.BBINONHUTE UHAMBUAYAIBHOE 33JaHHUE JUIS IEJI0BOM UTPhl: 0POPMUTH MAKET
00pa31oB TOKYMEHTOB KOMMEPUYECKOT0 MPeIPUITUS

OK 05, OK 09,
I[IK1.2,1IK' 1.3

Pa3zpen 2

Opranu3anusi padoThbl ¢ JOKYMEHTAMH

19




HaumenoBanue pa3aesioB 1
TEM

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
coOCTBYeT JJie-
MEHT Nporpam-
MbI

Tema 2.1 OcHOBHBIE ITpaBHIIA
Oopranusanuu paboTsl ¢ JOKY-
MEHTaMH

Conepkanue y4eOHOro MaTepHuaia

1.OcHoBHBIE NpaBUIIa OPraHU3aLMK JOKYMEHTOO00POTa B OpraHU3allu.
2.KauecTBEeHHbIE XapaKTEPUCTUKU JOKYMEHTO000pOTA.

[IpakTHyeckue 3aHATUS

1. Odbopmuts 0Opazerr cripaBku 00 00beMe JOKYMEHTOOOOPOTa OpraHU3aIUN
2. V3yunth CpeiacTBa OPITEXHHUKH JUIS CO3JIaHUs U 0OpabOTKU JOKYMEHTOB
OpraHHu3aIiH

CamocrosTenbHast pabota o0ydaroumxcs
1 V3y4nTh UCTOPHIO CO3/IaHMsI CPEICTB OPTTEXHUKH (TenedoHa, pakca, IpuH-
Tepa); HOATOTOBUTH YCTHOE COOOIICHNE

OK 05, OK 09,
K 1.3

Tema 2.2 Opranuzaius peru-
CTpAaIMH TOKYMEHTOB U KOH-
TPOJIb UX UCIIOJIHEHUS

Copep:xanue yueOHOro MaTepuana

1. IloHaTHe perucTpaluu J0KyMEHTa U €€ CTauu
2. O6ume mpaBuiIa perucTpaliy yrpaBJleHYeCKUX JOKYMEHTOB

[IpakTrueckue 3aHATUS

1. Ha npuMepe UMEImUXCsl JOKYMEHTOB ITPOBECTU PETUCTPALIAIO BXOASIINX
1 UCXOJSIINX IOKYMEHTOB B paMKaX HEOOXOIUMBIX JJIsi JAHHOT'O BUJA JIOKY-
MEHTOB PErHCTPALUOHHBIX (HOpM

2. CocTaBuTh CXeMy IOKyMEHTO000pOTa TPEATIPUATHS

OK 05, OK 09,
K 1.3

Tema 2.3 Opranusanus ore-
PaTUBHOTO XpaHEHMS JIOKY-
MCHTOB

Coneprkanne y4eOHOro MaTtepuania

1. IloHsATHE ONEpaTUBHOTO XpaHEHHs JOKYMEHTa U TpeOOBaHUs K OpraHu3a-
LMY OTIEPaTUBHOTO XPaHEHUs YIPaBICHYECKON TOKyMEHTalUN

2. HomeHknartypa Jiei: MoHATHE, BUbI, TPEOOBaHUS K O(POPMIICHHIO

3. ®opmupoBanue u opopmieHue nen. CucreMaTusanus JOKYMEHTOB B JIEIe.
XpaHeHue Jel.

OK 05, OK 09,
K 1.2,1IK' 1.3

10



HaumenoBanue pa3aesioB 1
TEM

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AesITeIbHOCTH 00YYaI0LIUXCS

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
coOCTBYeT JJie-
MEHT Nporpam-
MbI

[IpakTrueckue 3aHATHS
1. Pa3paboTaTe HOMEHKIIATYPY J€J1 KOHKPETHOW OpraHu3aluu
2. O3HaKOMHTHCS C CHCTEMaTH3alMeH IOKYMEHTOB B JIEJI€.

CamocrosTenbHas paboTa 00y4aroIuxcs

1. zyunts «"OCT P 7.0.8-2013 Cucrema crannapToB 1o uHpopmammu, 6ud-
JUOTEYHOMY M U3JATEIBCKOMY Jeiy. J[eI0npon3BoICTBO U apXUBHOE JIEIIO.
TepMuHbI 1 onpeieNIeHUs» U 0POPMUTH KPATKHI CJIOBaph TEPMUHOB

Tema 2.4 PaGora ¢ obparie-
HUSMU TpaXKIaH

Copep:xanue yueOHOro MaTepuana

1. Buzpl oOparnieHuii rpaxxaan
2. Drarbl BeJICHUS JICIONPOU3BOJICTBA IO OOPAIICHUSIM IPaXKIaH

[IpakTudeckue 3aHATHS

1. [ToBTOPUTH BUABI OOpalllEeHUH TpakIaH

2. PaccMoTpeTh 3Tanbl BeIeHUS 1eIONPOM3BOJICTBA IO 0OpaLlIeHUSIM I'pakaH
3. PaccmotpeTs opsiiok popmMupoBaHus A€ 10 OOpaIIeHUsIM TpaxaaH

4. 3yunTh CPOKM XpaHEeHHs OOpallleHuH TpakaaH

CamocrosiTenbHas paboTa o0yJyaronmxcs
1. CocTaBUTh CXeMy TIOKyMEHTO000pOTa OpraHM3aluu Mpu padboTe ¢ obpaiie-
HUAMMU I'paxKaH

OK 05, OK 09,
K 1.3

Tema 2.5 Ilopsaok nepenaun
JIOKYMEHTOB B apXUB HWJIM Ha
YHUUTOKEHUE. ApXUBHOE
XpaHEHHUE TOKYMEHTOB

Copep:xanne yueOHOT0 MaTepuana

1.Cpoxu XpaHeHUs JOKYMEHTOB

2. DKcnepTr3a EeHHOCTH JOKYMEHTA

3. Ilpouenypa nepenayn JOKYMEHTOB Ha apXUBHOE XpaHEHUE
4. IIpouienypa YHUUTOKEHHS TOKYMEHTA

[IpakTrueckue 3aHATHS
1. IloaroToBUTHh JOKYMEHTAIlMIO KOHKPETHOM OpraHu3aluu Ui Nnepeaayu Ha

OK 05, OK 09,
K 1.3
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HaumenoBanue pa3aesioB 1

Copaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu

O0BbeM yacoB

Koanl kommne-
TeHLHUi, (pop-
MHPOBAHHIO
KOTOPBIX CIIO-

TeM AeSITeJIbHOCTH 00Y4YaIOIIUXCS coOCTBYeT JJie-
MEHT NMporpam-
MbI
apXHBHOE XpaHEHHE
CamocTosiTenbHas pabota o0ydyaroumxcs 1
1. CocTaBuTh KOHCIIEKT Ha TeMy: CpOKU XpaHEHUs TOKYMEHTOB
2.0opmMuTh TUTYIBHBIN JTUCT «Jle10» N7 ciay B apXuB.
Tema 2.6 Komnberotepuzamust | Coaepkanue ydeOHOro Marepuania 1
A0Y Opranu3zaiiys 3JIEKTPOHHOTO TOKYMEHTO000poTa OK 05, OK 09,
[IpakTrueckue 3aHATHS 1 IIK 1.3
1. O3HAaKOMUTBCSI C COBPEMEHHBIMU MPOTPAMMHBIMU MPOAYKTAMU B cdepe
JOKYMEHTAIIMOHHOTO 00ECTICYeHHS yIIPaBICHUS
JubdepeHnmrpoBaHHbIi 3a4eT 1
Bcero: 58

12



3. IPUMEPHBIE YCJIOBUS PEAJIMZALIUU ITPOTI'PAMMBI

3.1. MaTepuajabHO-TeXHHYECKOe ofecrieyeHne

Jlyia peanu3anuy NporpaMMbl y4eOHON TUCIUILIMHBI TPEIYCMOTPEHO HAJUMYUE CIEAYIOUIIX
CHEIUATBHBIX TOMEIIICHUH:

Kabuner JlokymMeHTallMOHHOTO 00ecreYeHUs YIIPaBICHUS.

OcHoBHOE 000pyTOBaHUE YIEOHOTO KAOMHETA U TEXHUYECKUE CPEACTBA OOYICHHUS .

- KOMIUIEKT MYJIbTEMeauitHOr0 006opynoBanus (mpoektop Casio XJ-V2, skpan Lumien Eco
Picture);

- IOCKa MOJKaTHas;

- MapThl yYEHUYECKHE TBONHBIE;

- CTOJI MperoaBaTes;

- CTYJIbS IO KOJIMYECTBY MOCATOYHBIX MECT.

[IporpamMmmMHoe obecrieueHue:

1. Microsoft Windows 7 Professional.

2. Microsoft Office ProPlus 2010 Russian Acdmc.

3. CIIC KoncynbsrantiOpuct: Bepcust [Ipod.

4. Google Chrome.

5. Adobe Acrobat Reader.

3.2. UndopmanmnonHoe odecrieueHue o0yyeHus (mepevyeHb peKOMeHAyeMbIX y4eOHbIX
u3aaHui, UHTEepHeT-pecypcoB, 10MOJTHUTEIbHOM JTUTEPATYPHI)

Jna peanuzanuu mporpaMmbl  yueOHoro mpeamera Oubmuoteunsii  ¢oun BBIY
YKOMIIJIEKTOBAH MEYAaTHBIMU U 3JIEKTPOHHBIMHU U3aHUSMH.

OOyuaromuecs U3 4Kclia WHBAJTUAOB M JIUI[ C OTPAHUYCHHBIMH BO3MOXHOCTSIMU 3/10POBbS
o0ecrieyeHbl TMEeYaTHBIMH W (WJIM) SJIEKTPOHHBIMH 0O0pa3oBaTeIbHBIMH pecypcaMu B (opmax,
aJaTUPOBAHHBIX K OTPAaHUYEHUSM UX 3/I0POBbSI.

OcHoBHasi IuTEepaTypa:

1. loxymMeHTOBeIeHHE : YIEOHUK M MPAKTUKYM JJIsi CpeHEro MpodeCcCHOHaIbHOro 00pa3o-
Bauus / JI. A. loponuna [u np.] ; mox penakumen JI. A. JlopoHuHoi. — 3-¢ u3j., mepepad. u
non. — MockBa : M3parensctBo [Opaiit, 2023. — 336 c. — Tekcr : »IEKTPOHHBIH. —
URL.: https://urait.ru/bcode/509824

2. Ky3nenos, U. H. JlokymeHTanmonHoe oOecrnedeHue ynpapieHHs. JJoKkyMeHTOOoOOpoT H
JICTIONIPOM3BOICTBO : YYEOHUK U TPAKTUKYM ISl CpeaHero mnpodeccroHanbHOro oOpa3zoBaHus /
. H. Ky3neuoB. — 4-e u3z., mepepad. u mon. — Mocksa : MznatensctBo FOpaiit, 2023. —
545 c¢. — Texkcer: anextponnsiii. — URL: https://urait.ru/bcode/523613

3. lllysanoBa, H. H. OcHOBBI Aenonpon3BOACTBA : YYEOHUK U MPAKTHUKYM JAJS CPEIHEro
npodeccuonanibHoro odpazoBanus / H. H. Illysanosa, A. lO. lBanoBa ; mon oOmiel penakiueit
H. H. lllyBanoBoit. — 3-e uza., mepepad. u mom. — Mocksa : M3garensctBo HOpaiit, 2023. —
384 ¢. — Tekcr : anextponnsiit. — URL: https://urait.ru/bcode/511684

JlonoJHUTeIbHAA JINTepaTypa:

1. bacakos, M.1. JlokymMeHTallMOHHOE OOecrieueHue yrnpaBieHusi (C OCHOBAMHU apXHBOBE-
nenus): yueobnoe mocoobue / bacakoB M.M. — Mocksa : KunoPyc, 2023. — 216 ¢. — (CIIO). —
Tekcrt: anexkrponnsiii. — URL: https://book.ru/book/948724

2.WBanoBa, A. FO. Pycckuii sSi3bIK B /J€JI0BOM JOKYMEHTAIMH: YICOHUK W MPAKTHKYM IS
cpennero npodeccuoHanbHoro odpaszosanus / A. HO. BaHoBa. — 2-e u3a., mepepal. U J0m. —
Mockaa : WznarensctBo  FOpaiir, 2023. — 187 c.—  Tekcr: ANEKTPOHHBIA.—
URL.: https://urait.ru/bcode/517647

3.Kopnrees, 1. K. JlokymeHTalmoHHOE OOECIIEYCHNE YIPABJICHUS: y4EOHUK U MPAKTHKYM
uis - cpenHero  mpodeccuonanbHoro  obpasosanusi/ WM. K. KopueeB,  A. B. Ilmenko,
B. A. Mamypne. — 3-¢ m3a., mepepad. u jgom. — Mocksa : W3marensctBo IOpaiit, 2023. —
438 c. —Texcrt: anextponnsii. — URL: https://urait.ru/bcode/523611
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https://urait.ru/bcode/511684
https://book.ru/book/948724
https://urait.ru/bcode/517647
https://urait.ru/bcode/523611

4, KazakeBuu, T. A. JlIokyMeHTaIlMOHHOE OOECIICUCHHE YIIPABICHUS: YYCOHUK U MPAKTUKYM
Uit cpenHero npodeccruoHanbHoro odpasoBanus / T. A. KazakeBuu, A. U. Tkannu. — 2-e¢ u3m.,
uctp. u pon. — Mocksa: MUznarensctBo IOpaiit, 2023. — 177 ¢c. — TekcT : 3MEKTPOHHBIA . —
URL: https://urait.ru/bcode/513745

5. Kysnenos, U. H. JlokyMeHTanmoHHoe oOecrieueHne ynpaBieHUsl MePCOHAIOM : YUeOHUK
U TIPAKTHKYM JJIs cpenHero npodeccuonansHoro oopazosanus / U. H. Ky3nenos. — 2-e u3j., me-
pepad. u gomn. — Mocksa : M3gatensctBo FOpaiit, 2023. — 393 ¢c. — TekcT : 3MeKTpOHHBIA. —
URL: https://urait.ru/bcode/530256.

6. Kynbrypa peun u nenoBoe oOuieHue : y4eOHUK U IPAKTUKYM Ui CpellHero npodeccuo-
HajgpHOTO oOOpa3oBanus/ B. B. Xumuk [ ap.]; oTBercTBeHHBIE pemakTopbl B. B. XuMmuk,
JI. b. BonkoBa. — MockBa : M3narensctBo HOpaiit, 2023. — 308 c. — Tekcr : 3MeKTpOHHBIH . —
URL.: https://urait.ru/bcode/516845.

7. TkaueBa I'.B. JlenonpousBoautrens. OCHOBBI MPOGECCHOHATBHON JEATEILHOCTH: y4eO-
HO-TIPAKTHYECKOE TIOCOOMe I cpeaHero npodeccuoHanpbHoro oopaszosanus / I'.B. Tkauera, T.E.
Huksuct, C.B. KopoBun — Mocksa: U3natensctBo KnoPyc, 2023. — 118 ¢.—TekeT : 31eKTpoH-
ueiii. — URL.: https://book.ru/book/947267

DJIEKTPOHHBbIE PeCypPChI:

1. BubnaroTeka S5KOHOMUYECKOM 1 yIipaBlIeHUECKOM auTeparypsl — http://eup.ru

2. Hayunas snekrponHas 6ubmuoreka — http://elibrary.ru/

3. Kpartkas uctopust pa3BuTHsI OT€UYECTBEHHOTO JIeJIONPOon3BoACTBa http://www.myshared.ru
/ slide/620037
CnpaBouHo-nipaBoBas cucrema «KoncynprantlLimrocy — http: //www.consultant.ru/
CrpaBouno-npaBoBas cucrema «"APAHT» — http://www.garant.ru.
DneKkTpoHHO-0nOMoTeuHast cucrema usnarenscrea «MMHDPA-M» — http://znanium.com
DIeKTPOHHO-6bIHOTe Has cucTeMa u3atenbcra «FOPAMTY — https://urait.ru/
DnekTpoHHO-0uOMoTeunas cucrema BOOK.ru — http://www.book.ru
DnekrpoHHO-0MbMoTeunas cucrema PYKOHT — http://rucont.ru

©ooN oA

HopmaTuBHbIE JOKYMEHTBI:

1 Tpaxmanckuii kogaekc Poccuiickoit @eneparuu ot 30.11.1994 Ne 51-D3 (meficTByroriast
penaKims).

2 Tpynosoit koaekc Poccuiickoit ®enepanun ot 30.12.2001 Ne 197-D3 (nmelicTByromas
penaxkuus).

3 ®@enepanbubnii 3akoH «O0 apxuBHOM jaene B Poccuiickoit deneparum» ot 22 OKTSIOps
2004 roga Ne 125-@3 (meiicTByromas peaakius).

4 ®enepanbhbiii 3akoH «O0 nHGOpManuK, HHHOPMAITMOHHBIX TEXHOJIOTHIX U 3aIIUTE WH-
dopmarum» ot 27 utons 2006 roga Ne 149-D3 (meiicTByromas peaakiys).

5 @enepanbHblil 3akoH «O mepCcOHANBHBIX JaHHBIX» OT 27 utons 2006 roma Ne 152-03
(meicTByrOIIAs pEJAKIIMS).

6 denepanbHblii 3akoH «O6 snekTponHHOM noamuck» ot 06 ampenst 2011 roma Ne 63-03
(me#cTByrOIAs PEIAKIIMS).

7 TOCT P 7.0.97-2016. Hamumonanbusii ctangapt Poccuiickoit ®deneparuu. «Cucrema
CTaHIApTOB MO HH(poOpMaNMM, OUOIMOTEYHOMY M M3JAaTesbckoMy aeny. OpraHu3anuoHHO-
pacnopsiauTenbHas AoKyMeHTanus. TpeOoBaHus K oQopMIIEHUIO TOKYMEHTOB». (yTB. Ilpukazom
Poccrannapra ot 08.12.2016 Ne 2004-cr).

8 T'OCT P 7.0.8-2013. HanmonaneHblii ctanmapT Poccuiickoit denepammu. «Cucrema
CTaHJApTOB 1O MH(POpPMALUHU, OMOITUOTEUHOMY M M3JaTelIbCKOMY Jely. Jenonpon3BOICTBO U ap-
xuBHOE Aeno. TepMmunsl u onpeneneHus». YTB. [Ipukazom Poccranmapra ot 17.10.2013 Ne 1185-ct
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4. KOHTPOJIb MW OHLEHKA PE3YJIBbTATOB

JUCIHUIIVINHBI

OCBOEHUSI YYEBHOM

PesyabTaThl 00yueHus
(ocBOeHHbIE YMEHMS1, YCBOCHHbIE
3HAHMSA)

Metoab! onleHKH

Kpurepun oueHkun

Ilepeuenv 3nanuii, oceausaemvlx &
PAMKax OUCYUNIUHbBL

—  0COOEHHOCTH COIMAJILHOI'O U
KYJIbTYPHOTO KOHTEKCTA;

- mnpaBwia oGoOpMIICHHUS TOKyMEH-
TOB M IIOCTPOEHHS] YCTHBIX COOOIIe-
HU;

- MpaBWIa MOCTPOCHUS MPOCTHIX U
CJIIOKHBIX TIPEUIOKEHUH Ha Tpodec-
CHOHAJIbLHBIC TCMBI;

- JIGKCUYECKUH MHHUMYM, OTHO-
CALIMUCA K OIHUCAHUIO TPEIAMETOB,
CPEICTB W TMPOIECCOB Mpodeccro-
HaJIbHOM JIESATEIBHOCTH,

- TMpaBWIa YTCHUS TEKCTOB TIPO-
(eccroHanbHON HaNPaBIEHHOCTH;

— TOpPSJOK 3aKIIOYCHHUs, IpeKpa-
IICHUSI U U3MEHEHUS TPYAOBBIX JOTO-
BOPOB;

—  BHJIBI TPYAOBBIX IOTOBOPOB;

— TMpaBWJa COCTaBJICHUS HOpUIUYE-
CKHX JJOKYMEHTOB.

Xapaxmepucmuku 0emoH-
cmpupyemuvlx 3HaHUt, Ko-
mopbwle Mo2ym 6bimsb npo-

6epernbl
— YpOBEHb  OCBOCHUS
yueOHOro Marepuana;

— yMEHHE  HCIIOJb30-

BaTh TEOPETHUYECKHE 3Ha-
HUSL U TPAKTUYECKUE yMe-
HUS TpPU  BBINOJIHCHUU
npodeccuoHaNbHbIX  3a-
nad;

—  ypoBeHb chopmupo-
BaHHOCTH OOIMX W TIPO-
(dbeccoHaNbHBIX  KOMIIE-
TEHIIUH.

OneHka pe3ynbTaTOB BbI-
IIOJIHEHUSL ~ NPAKTHUYECKOU
paboThl

OueHka pe3yibTaTOB YCT-
HOI'0 U MUCBMEHHOI'O OIIpo-
ca

OneHka pe3ynbTaTOB BbI-
MOJTHEHUS TECTOBBIX 3/1aHUH
OneHka pe3yiabTaToOB Ipa-
BUJIBHOCTHU oopmieHus
JIOKYMEHTOB.

OueHka pe3yabTaToOB BbI-
NOJIHEHUsI JOMAIllHUX 3ajia-
HUM.

Onenka pe3ynbTaToOB MpO-
BeieHHoro nuddepeHuupo-
BAaHHOTI'O 3a4eTa

Ilepeuenv ymenuti, oceéausaemvix 6
PamMKax OUCYUnIuHbl

— TpaMOTHO H3JaraTb CBOM MBICIIH
1 0pOPMIISITH TOKYMEHTHI IO TIpodec-
CHOHAJIBHOW TEeMaTHKe Ha rocynap-
CTBEHHOM $I3bIKE;

— TIOHMMAaTh TEKCThl Ha 0a30BbIE
poeCCUOHAIIbHBIE TEMBI,

— ydacTBOBaTh B JMajorax Ha 3Ha-
KOMBbIE 001Iue U npodecCHoHaIbHbIE
TEMBI,

— THUcaTh NPOCTBIE CBSA3HBIE COO0-
IIEHUS HA 3HAKOMbIE WM HMHTEpPEecy-
o11e MPoeCCUOHAIBHBIC TEMBI;

- OneprupoBaTh HOPUINYICCKUMU
MOHATHUAMU U KaTCTOPHUAMMU
- AHAJIN3UPOBATH HOPHUINYCCKUC

(bakThl M BO3HUKAIOIIME B CBSI3U C
HUMH [IPABOOTHOLICHHUS;

— TPUMEHATH COBpPEMEHHBIC WH-
(dopMalMOHHbIE TEXHOJOTHUH IS TO-
ncka U 00paboTKu mpaBoBOW HMHMOP-
Malu U O0(OPMIICHUS FOPUAMUYECKUX
JTIOKYMEHTOB;

—  COCTaBIISITh

PAa3JIMYHBIC  BHUIbI

JleMOHCTpanuss yMeHuN B
IrPaMOTHOM  H3JIO)KEHUU
MbICIEH U odopmIeHUn
JIOKYMEHTOB 110 Tpodec-
CHOHAJIPHOM TEMaTUKE Ha
roCy/1apCTBEHHOM SI3bIKE,
JlemMoHCcTpanus ymMeHuil B
novcke uHpoOpMaluu U
oopMIIEHUH JTOKyMEHTa-
MM B COOTBETCTBUU C
HOpPMAaTHUBHOM 6a30i U Hc-
MoJIb30BaHueM uHdOpMa-
LIMOHHBIX TEXHOJIOTHH.
JleMOHCTpanyss ymMeHUN B
MOHUMAHUU TEKCTOB Ha
0a3oBble MpodeccroHalb-
HBIE TEMBI.
JemoHcTpanus YMEHHI
[MCaTh NPOCTBIE CBA3HBIE
COOOIlleHUsI Ha 3HAKOMbIE
WIM HMHTEPECYIOINE Ipo-
(dbeccroHaTbHBIC TEMBI;
JlemoHcTpauust ~ yMEHMM
ONepupoBaTh  HOpHUANYE-
CKMMHU MOHSTHSIMU U KaTe-

OneHka pe3ynbTaTOB BbI-
IIOJIHEHHUST ~ IIPaKTUYECKOU
paboTHI

OrneHka pe3ysibTaTOB YCT-
HOT'O U MUCBMEHHOr'O OIpo-
ca

OneHka pe3yabTaToB pelle-
HUS 337129

OneHka pe3yiabTaTOB CaMo-
CTOATEIbHOU PabOTHI.
OneHka pe3y/lbTaTOB BbI-
MOJTHEHUS JIOMAIITHUX 3ajia-
HUU.

OneHka pe3yabTaToOB MPO-
BeieHHoro nugdepeHuupo-
BaHHOTO 3a4eTa
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IOPUINYICCKHUX JOKYMCHTOB.

TOPUSIMU.

JleMoHCTpanyss ~ yMEHUH
aHAJIU3UPOBaTh OpUANYE-
ckue (axkThl ¥ BO3HUKAIO-
M€ B CBSI3M C HUMHU IIpa-
BOOTHOILICHUS;
JeMoHcTpalss ~ yMeHUH
[MCcaTh IPOCTBIE CBA3HBIC
COOOLIEHNs Ha MHTEepecy-
fo1ue npoecCuOHaTbHBIC
TEMBI.

JleMoHCTpanuss ~ yMEeHUH
COCTaBJIATh  pa3IM4HbIE
BUIBI IOPUIUYECKUX JI0-
KYMEHTOB.

I[J'ISI OLCHKU HOOCTHXKCHHUA 3allJITaHUPOBAHHBLIX PE3YJIBTATOB O6y‘leHI/I5I 110 AUCHUIIIIMHE
pa3pa60TaHH KOHTPOJIBHO-OLOCHOYHBIC CpeACTBA IS HPOBCACHUA TCKYIICTO KOHTPOJIA H

HpOMG)KyTO‘IHOfI ATTCCTAllMH, KOTOPBIC IIPUJIAratOTCA K pa6oqel71 ImporpaMme ITUCHHUITIINHBL.
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MHNHOBPHAYKHN POCCHUA
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHBIN YHUBEPCUTET

KOHTPOJIBHO-OHEHOYHBIE CPEACTBA
TUTSI IPOBEICHUS TEKYIIEr0 KOHTPOJIS M IPOMEXKYTOUHOM aTTecTaliuu
10 Y4eOHOM AUCITUTIIINHE

OI1.06 JTokxyMeHTallMOHHOE 00ECIIEUeHUE yIIPABICHUS

IMporpaMmsbl IIOATOTOBKH CIICHHUAJIHUCTOB CPCAHECTO 3BCHA

40.02.04 FOpucnpyaeHius

dopma 0OyueHHUs: OUHas

Bnamgusoctok 2024
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KoHTpobHO-01IEHOUHbIE Cpe/icTBa AJi MPOBEACHUS TEKYIIET0 KOHTPOJS U MPOMEXYTOY-
HOU arTectanuu no yuebnoil aucrumaune OI1.06 JlokymMeHTallMoHHOE oOecrieueHre yIpaBiIeHUs
paspabotanbl B cooTBeTcTBHH ¢ TpeboBanusmMu OI'OC CIIO no cnernmansHocTr 40.02.04 FOpucnpy-
JICHIIMSA, YTBEPXKICHHOTO MprKa3zoM MunoOpHayku PO ot 27.10.2023, Ne798, npumepHoii obpazo-
BaTeJILHON IIPOrpaMMoit, paboueit mporpaMMon y4eOHOU THUCIIUTIITUHEI.

Pazpaborunk(u): Ilmenuuynas Enena AHaroiabeBHA, IMIPENoOJaBaTelib BBICHIEH KaTerOpHUH
Axkanemunyeckoro kouiemxa BBI'Y

PaccmoTpeno u 000peHo Ha 3aceJaHuU [IUKIOBOW METOANYECKONH KOMUCCHH

IIporoxomn Ne 9 ot «23» mas 2024 r.
[Ipencenarens IIMK W A.Jl. I'ycakoBa

noonucey
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1 O01mue cBeneHus

KontponbHo-o1ieHOuHbIE cpeacTBa (nanee — KOC) npennasHadeHbl 4711 KOHTPOJIS ¥ OIICHKH
00pa30BaTeNbHBIX JOCTHKEHUH OOYJaroNMXCs, OCBOUBIIUX MPOTPaAMMy Y4eOHOU IHCIIUTUTHHBI
OI1.06 [JoxymeHTanMOHHOE O0eCTIeYCHUE YIIPABICHHUS.

KOC BkimouatorT B ce0si KOHTPOJIbHBIE MaTepHalbl ISl TPOBEACHUS TEKYIIETO KOHTPOJIIS
YCIIEBAaEMOCTH M MPOMEXKYTOUYHOM aTTeCTallud MO AMCLUUILUIMHE, KOTOpas MPOBOIUTCS B (opme
QG epeHIIMPOBAHHOTO 3a4eTa (C MCIOJIb30BAaHHEM OIICHOYHBIX CPEJCTB — KOHTPOJbHAsA padoTa,

TECTUPOBAHUE).
Kon Kon
OK, IIK e3yJbTa-
’ pesy HanmenoBanue
Ta 00yue-
HUSI
31 npaBuiia 0(OPMIICHHUS TOKYMEHTOB,;
3 MpaBUJIa MOCTPOSHUS MPOCTHIX U CIIOKHBIX MPEUIOKEHNH Ha Ipodec-
CHOHAJIbHBIE TEMBI; YCTHBIX COOOIICHNUH,;
33 JIEKCUYECKUI MUHUMYM, OTHOCSIIIIHIACS K OIIMCAHHIO TIPEIMETOB,
CPEACTB U MPOIIECCOB MPOPECCHOHATBLHON IEATENbHOCTH,
34 [IpaBWJIa COCTABJICHUS IOPUINYECKUX IOKYMEHTOB,;
35 0COOCHHOCTH COLMAIIBHOTO U KYJIbTYPHOT'O KOHTEKCTa;
36 IPaBWJIa YTEHUS TEKCTOB MPO(ECCHOHANTBHON HAIIPABICHHOCTH;
37 MOPSIIOK 3aKITIOYCHUS, TPEKPAIICHUS U M3MEHEHUSI TPYIOBBIX TOTOBO-
OK 05, POB; BUJIBI TPY/IOBBIX JOTOBOPOB;
OK 09 Vi IPaMOTHO U3JIaraTh CBOM MBICIU M OOPMIIATH TOKYMEHTHI 110 Tpodec-
1K 1.2, CHOHAJIHFHON TEMATUKE Ha FOCYIapCTBEHHOM SI3BIKE;
HK 1.3 V2 MIOHUMATh TEKCTHI Ha 0a30BbIe TPO(ECcCHOHATIbHBIE TEMBI, y4aCTBOBATh
B TUAJIOTAX HA 3HAKOMBIE 00IIHe U TPO(HEeCCHOHALHBIC TEMBI;
V3 MUcaTh MPOCTHIE CBA3HbBIE COOOILICHHSI HA MPO(ECCUOHANBHbIE TEMBI,
MPUMEHSATh COBPEMEHHbIE HH(OPMAIIMOHHBIE TEXHOJIIOTUH JUIsl TOMCKA U
V4 00paboTKu MpaBoBOil MHPOpPMALIK U OPOPMIICHUS IOPUIUUECKHX J0-
KYMEHTOB;
V5 COCTABJISATh PA3JIMUHbIE BU/IbI FOPUANYECKUX JTOKYMEHTOB;
V6 OTIEpPHPOBATH IOPUIMUECKUMHE MTOHITUSIMHI U KaTETOPUSIMHU;
V7 aHAJM3UPOBATh IOpUANYECKHE (PAKThl U BOSHHKAIOIIUE B CBS3H C HUMH
IIPAaBOOTHOLICHHS];

3 CooTBeTCcTBHE OLIEHOYHBIX CPEICTB KOHTPOJMPYEMbIM pe3yJbTaTaM 00y4eHus!
3.1 CpencrBa, npuMeHsieMble ISl OLEHKH YPOBHS TEOPEeTHYECKOM NMOAT0TOBKH

Kparkoe Bun oneHouHOro cpencraa
€3yJb-
Hgg\g[eeig]ﬁ?ol{e pesy. TTokasareins? OBJIaACHHUs pe3yJbTaTaMu TIpome-
/ o0yueHus Texymni KyTOY-
Iynst) / TeMBbl 0Gyue-
JUCLUILIAHBL KOHTpPOJIb Hasd aT-
TECTalNs
Tema 1.1 Ilons- CrocoOHOCTh MEePEUYNCINTh MPaBUiia MO- | Y CTHBIA OIIPOC Kon-
THE JJOKyMEHTa CTPOEHHSI IPOCTBIX U CIOXKHBIX IPEAJIO- 51m.1-2 TpOJIbHAs
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

M CIOCOOBI J10-
KYMEHTHPOBa-
HUSL.

CPC no Teme
11

KEHUH Ha TPOoPecCHOHATBHBIC TEMBI;
YCTHBIX COOOIIEHUH

33

CrniocoOHOCT ~ BBHIOpaTh JIEKCHYECKHUN
MUHHMYM, OTHOCSIIWICA K OIHCAHUIO
IPEZMETOB, CPEACTB M IIPOIECCOB MPO-
(heccroHaNBHOM AEATEILHOCTH

35

CrocoOHOCTh  yUUTHIBATH OCOOCHHOCTH
COITMANTLHOTO M KYJIbTYPHOTO KOHTEKCTa,

36

CrocoOHOCTE COOMIOMATh TpaBHJIA UTeE-
HUS TEKCTOB MPOPECCUOHATLHONM Hampas-
JICHHOCTH;

Pedepar 5.2
Tect 5.7 Nel

y2

CriocoOHOCTh ITOHMMAaTh TEKCTHI Ha 0a30-
Bble TIpOo(ecCHOHANTBLHBIC TEMBI, Y4acTBO-
BaTh B JUajorax Ha 3HAKOMBIE OOIIME U
podeccHoHaTbHBIC TEMBI

v3

CrnocoOHOCTh MHUCATh TPOCTHIE CBSI3HBIC
coo0O01IeHNs Ha MPO(eCCHOHANTBHEIE TEMBI

Pedepar 5.2

V4

CrocoOHOCTh TPHUMEHSTH COBPEMCHHBIC
I/IH(bOpMa]_[I/IOHHBIC TEXHOJIOTHUU AJId II0-
HUcKa U 00pabOTKU IMPaBOBOU WH(pOpMa-
05051

Y6

CriocoOHOCTE ~ OmepUpoOBaTh  HOpUANYE-
CKUMH MOHSTHSIMU ¥ KATETOPHSIMU;

YcTHBI onpoc
5.1m1-2
Pedepar 5.2

pabora

5.8 Nel

Tect 5.9
No2

Tema 1.3 Pek-
BU3UTEI U
OJlaHKH JTOKY-
MEHTOB.

CPC no Teme
1.3

31

CriocoOHOCT ~ CcOONMIOAATH  TpaBWIIaA
o opMIIEHUS TOKYMEHTOB,

32

CriocoOHOCTh TEPEYUCTUTh MpaBUia IO-
CTPOEHMS TPOCTHIX M CIIOKHBIX IMPeNsio-
XKEHUH Ha NpoQecCHOHATBHBIE TEMBI;
YCTHBIX COOOLICHUI

33

CriocoOHOCTh 3HATH JIEKCUYECKUH MHUHU-
MyM, OTHOCHHIPIfICH K OIIMCAHHUIO Hpe}lMe-
TOB, CPEJICTB M MPOIECCOB Mpodeccro-
HAJIBHOH IEATEIbHOCTH

34

CrnocoOHOCTh TMEPEeUYUCIIUTh MpaBUIa CO-
CTaBJICHUS IOKYMEHTOB

36

CrniocoOHOCTE cOOMIOIaTh NpaBHIIA YTe-
HUS TEKCTOB NMPO(eCCHOHAIBHOM Harpas-
JIEHHOCTH;

VYeTHbI ompoc
5.11m.4-5
Koncnekr 5.3 m.2
[oprdomnmo 5.4
Jenoas urpa 5.6
Tect 5.7 Nel

v1

CrnocoOHOCTh T'PaMOTHO H3JIaraTh CBOM
MbICTH ¥ O(OPMIISITH JIOKYMEHTBI 10
npoecCHOHANBEHONW TEeMaTHUKE Ha Tocy-
JapCTBEHHOM S3BIKC

v3

CnocoOHOCTh THCATh IMPOCTLIC CBA3HBIC
COO6H.ICHI/I$I Ha HpO(I)GCCI/IOHaHLHBIC TEMBI

V4

CriocoOHOCTh TPUMEHSTh COBPEMEHHBIE
I/IHq)OpMaI_II/IOHHI)Ie TEXHOJIOTUNU JIA IIO-
ncka u 00paboTKH TpaBOBOM WH(MOpMa-
UK

Koncnekr 5.3 m.2
IMoprdonmo 5.4
Jlenoas urpa 5.6

Kon-
TpOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2

Tema 1.4 Op-

31

CnocoOHOCTE co0II01aTh
o opMIICHUST JOKYMEHTOB,;

npaBuia

Ketic-3amanue 5.5
m1-2

Koun-
TPOJIbHAS
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Kparkoe Kon Bup onenounoro cpeacraa
Hgg\;@eﬁg?ﬁg/fe peT?TJ;B [Tokasarens? OBIIaJEHHs PE3yJIbTaTaMH 5 Ipome-
1yJis) / TeMbl oGyue- o0yueHHs Texymmit KYTOU-
JMUCLUILIAHBL o KOHTPOJIb Has aT-
TeCTalus
TaHU3aLUOH- Criocob6HOCTE TIepeuncnuTh npaBuia mno- | I[loprdommo 5.4 pabora
HO- 3 CTPOCHHUS TPOCTBIX W CIOXKHBIX Tmpemto- | Jlemosas urpa 5.6 | 5.8 Nel
pacropsiu- XKEHUM Ha npoq)ftccnonaﬂbHLIe TEMBI; Tect 5.7 Nel Tect 5.9
TelbHAs JOKY- YCTHBIX COOOIIEHUH _ No2
menTamms. Op- CriocoOHOCTh 3HATh JICKCHMECKHH MUHH-
MYM, OTHOCSIIMICS K OMUCAHUIO MPeaMe-
TaHU3aIUOH- 33
TOB, CPEICTB M MPOLECCOB MpogeccHo-
HbIE JJOKYMEH- .
HAJIBHOW JIeATELHOCTH
Te1. CPC 1o CrocoOHOCTh TEPEYNCITHTD TIpaBUiIa Co-
Tewme 1.4 34 CTaBJIEHHs! IOKYMEHTOB
CrniocoOHOCTh cOOMIONATh TpaBWIIa YTe-
36 HUSI TEKCTOB MPOQeCCHOHATFHON HampaB-
JICHHOCTH;
CriocoOHOCTh TPaMOTHO H3JIaraTh CBOH
V1 MBICTH H O(QOPMIISATH JIOKYMEHTHI IIO
mpodeCCHOHANBEHOW TEeMAaTHUKE Ha TocCy-
JApCTBEHHOM SI3BIKE
Crioco0HOCTh TIOHUMATh TEKCThI Ha 0a30-
V2 Bble TpOo(ecCHOHANTBLHBIC TEMBI, Y4acTBO-
BaTh B JHANOrax Ha 3HAKOMBIC OOIIUE H
podeccuoHaIbHBIC TEMbI .
CrHocoOHOCTh TPUMEHSTh COBPEMCHHbBIC Ketic-3afanne 5.5
va WH(POPMAIMOHHBIE TEXHOJIOTUH JUIS TO- I m.1-2 54
rncka U 00pabOTKM TMpaBoOBOW WHGOpMa- opronmo 5.
1 Henosas urpa 5.
Vs CriocoOHOCTh COCTaBIISITH PA3IMYHBIC
BUbI OPUINYECKUX TOKYMEHTOB
V6 CriocoOHOCTh  OTEPUPOBATH  FOPUIUYC-
CKUMH MOHSATHSIMU ¥ KATETOPHUSIMU;
CriocoOHOCTh aHATM3UPOBATh FOPUIHUC-
V7 ckre (akThl M BO3HUKAIOIINE B CBA3U C
HUMHM TIPABOOTHOIIECHHSI
31 CriocoOHOCTB coOJro1aTh TpaBuIa
o opMIICHUS TOKYMEHTOB;
CrocoOHOCTh TIEPEUUCITUTD MPaBUia TO-
CTPOEHHUS TPOCTBIX M CIOXHBIX IPEITO-
Tema 1.5 Op- 32 )KEFHI/IfI HapHpO(beccyIOHaanHe pTeMBI;
raHu3almnoH- YCTHBIX COOOIIEHUI .
HO- CrocoOHOCTh 3HATH JIEKCHYECKUI MHUHH- Kefic-sanatme 5.5 Kon-
pacnopsau- MYM, OTHOCSIIIUICS K OMUCAHHIO TPEIMe- .3 TpOJIbHAS
33 ’ [Moprdomnmo 5.4
TCJIbHAsA NOKY- TOB, CPEICTB M MPOILECCOB MpPOodheccuo- JlesoBas urpa 5.6 pabora
MEHTAIN. HAaJIbHOM EATEIbHOCTH 5.8 Nel
Pacnopsiiu- 34 CrocoOHOCTh MEPEYUCIIUTh TIPAaBHIIA CO- Tecr 5.9
TeIbHBIE JI0- CTaBJICHUS JIOKYMEHTORB Ne2
kymenTsl CPC CrocobHOCTE COOMIOATh TIpaBHJIA UTeE-
mo Teme 1.5 36 HHSI TEKCTOB MPO(ECCHOHAIBLHON HAlpaB-
JICHHOCTH;
CriocoOHOCTh TpamMOTHO u3narath cBou | Keiic-3amanue 5.5
VY1 MBICTH W OpOPMIIATH JOKYMEHTHI IO m.3

npodeCCHOHANBEHONW TEeMAaTHUKE Ha Tocy-

IMoprdonumo 5.4
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

OapCTBECHHOM S3BIKC

y2

CriocoOHOCTh ITOHMMAaTh TEKCTHI Ha 0a30-
BbIe MPO(EeCcCHOHATBHBIE TEMbI, y4acTBO-
BaTh B JIWAJOrax Ha 3HAKOMBIE OOIIHME U
PO eCCHOHATTLHBIE TEMBI

v4

CrocoOHOCTh TPUMEHSATh COBPEMEHHBIC
MH(OPMAIMOHHBIC TEXHOJIOTHH JUIS T10-
ncka u 00paboOTKH TpaBOBOM WH(MOpMa-
UK

¥5

CriocoGHOCTE COCTABIIATH PAa3JIMYHbIE
BHUJIbl OPUANYECKUX TOKYMEHTOB

Y6

CriocoOHOCTE ~ OTIEpUPOBaTh  IOPUAHYE-
CKHMMHU MOHATUAMU U KATCTOPHUAMMU,

yi

CriocoOHOCTh aHAM3UPOBATh IOPHUIHYE-
ckue (axkThl M BO3HUKAIOIINME B CBS3U C
HUMH PAaBOOTHOLIEHHS

Jlenosas urpa 5.6

Tema 1.6
OcobenHocTH
COCTaBJICHUS U
odopmIteHUs
JIOKyMEHTOB
10 INYHOMY
COCTaBy

CPC no Teme
1.6

31

CriocoOHOCTh co0Ir01aTh
0(hOpMIICHUSI TOKYMEHTOB;

MpaBuia

32

CrnocoOHOCTh TEPeYnCINTh TpaBUiIa MO-
CTPOCHUA TMPOCTBIX M CJIOKHBIX MPCAIO-
KEHUH Ha TPOPecCHOHATBHBIE TEMBI;
YCTHBIX COOOIIEHUH

33

CriocoOHOCTh 3HATH JIEKCHYECKUH MHUHU-
MyM, OTHOCSIHIHfICﬂ K OIIMCAaHHUKO HpeIlMe-
TOB, CPEICTB U TMPOIECCOB MPOhecCHO-
HaJbHOM NIeATEILHOCTH

34

CrnocoOHOCTh TMEPEedYUCIIUTh MpaBUiia Co-
CTaBJICHUS IOKYMEHTOB

36

CrniocoOHOCTE cOOMIOIaTh NpaBHIIA YTe-
HUS TEKCTOB NMPO(EeCCHOHATIBHOM Harpas-
JIEHHOCTH;

37

CrnocoOHOCTh 3HATH MOPSIOK 3aKII0Ye-
HUS, TIPEKpAIeHUs] U M3MEHEHUsS TPYJO-
BBIX JOTOBOPOB; BUABI TPYAOBBIX T0I'0OBO-
pOB;

Keiic-3aganne 5.5
n.4
[Moprdomnmo 5.4
Henosas urpa 5.6

v1

CrnocoOHOCTh TPaMOTHO H3Jarath CBOU
MbICTH ¥ O(OPMIISITH JIOKYMEHTBI 10
npoecCHOHANBEHONW TEeMaTHUKE Ha ToCy-
JIAPCTBEHHOM SI3BIKE

y2

CriocoGHOCTh IOHUMATh TEKCTHI Ha 0a30-
BbIe NMpo(ecCHOHATbHBIE TEMBbI, y4acTBO-
BaTh B JMajorax Ha 3HaKOMbIe OOIIHE U
npoeccuoHaIbHbIE TEMBI

V4

CriocoOHOCTh TPUMEHATh COBPEMEHHBIE
I/IHq)OpMaI_II/IOHHI)Ie TEXHOJIOTUU JIA IIO-
ncka u 00paboTKH TpaBOBOM WH(MOpMa-
UK

v5

CriocoOHOCTh COCTaBIIATH pPa3IMYHEIE
BHUBI OPUANYECKUX JOKYMEHTOB

Keiic-3ananue 5.5
m4
[Moprdomnmo 5.4
Jlenoas urpa 5.6

Kon-
TPOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

v7

CrocoOHOCTh aHANM3WPOBATh FOPHINYE-
ckue (GakThl ¥ BO3HUKAIOIIAE B CBS3U C
HUMU MPABOOTHOIICHHUS

Tema 1.7 Un-
dbopmarmoH-
HO-
CIPaBOYHbBIC
JIOKYMEHTBI
CPC no Teme
1.7

31

CrocoOHOCTh co0Iro1aTh
o opMIIEHUS TOKYMEHTOB,

npaBuia

32

CrocoOHOCTh MEePEUYHNCINTh MpaBHUiia II0-
CTPOCHUS TPOCTBIX M CIOXHBIX TMPEIJIO-
KEHUH Ha NpPOPECCHOHANBHBIE TEMBI;
YCTHBIX COOOIIEHUH

33

CriocoOHOCTh 3HATH JIEKCHYECKUH MHUHH-
MYyM, OTHOCSIIIIUICS K OMUCAHUIO TpeMe-
TOB, CPEICTB M IPOIECCOB Ipodeccro-
HaJbHOM NIeATEILHOCTH

34

CrnocoOHOCTh MEPEedYUCIIUTh MpaBUia Co-
CTaBJICHHUS IOKYMEHTOB

36

CriocoGHOCTE COOIIIO/IATh TIpaBWIJIA 4YTe-
HUSI TEKCTOB MPO(ECCHOHANBEHON Harlpas-
JICHHOCTH;

Koncnexr 5.3 n.3
[Moprdonmo 5.4
Jlenosas urpa 5.6

v1

CrnocoOHOCTh T'PaMOTHO H3JIaraTh CBOM
MbICTH ¥ O(OPMIISITH JOKYMEHTBI 10
npoecCHOHANBEHONW TeMaTHUKE Ha ToCy-
JIAPCTBCHHOM SI3BIKE

v2

CriocoOHOCTh ITIOHMMATh TEKCTHI Ha 0a30-
Bble TIpOo(ecCHOHANTBLHBIC TEMBI, y4acTBO-
BaTh B JUajorax Ha 3HAKOMBIE OOIIME U
podecCHoHaTbHBIC TEMBI

V4

CrocoOHOCTh TPHUMEHSTh COBPEMCHHBIC
WH()OPMAIHOHHBIE TEXHOJOTUU YIS T10-
HUCKa U 00paOOTKH IMPaBOBOU WH(pOpMa-
02001

v5

CriocoOHOCTh COCTABIJIATH Pa3JINYHbBIE
BHJIbI FOPUINYECKUX JTOKYMEHTOB

Y6

CriocoOHOCTE ~ OmEepUpOBaTh  IOpUANYE-
CKUMH MOHSITHSIMU ¥ KATETOPHSIMU;

Koncnekr 5.3 0.3
[Moprdonuo 5.4
Henosas urpa 5.6

Komn-
TPOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2

Tema 1.8 Jlo-
TOBOPHO-
paBoBas J0-
KyMeHTaI_[I/ISIZ
JIOBEpEHHOCTHU
CPC no Teme
1.8

31

CriocoOHOCTh ~ cOONMIOAATh  TpaBWIIa
o(hopMIIeHHUSI TOKYMEHTOB;

32

CriocoOHOCTh TIEPEUUCITUTh TIpaBHUia TO-
CTPOCHHUS TPOCTBIX U CIIOKHBIX IMPEIIIO-
JKEHU Ha Npo(ecCHOHANBHBIE TEMBI,
YCTHBIX COOOIIEHUIA

33

CrocoOHOCTh 3HAThH JICKCHYECKUI MUHU-
MYM, OTHOCHmHﬁCH K OIIMCAaHUIO ITpEIAME-
TOB, CPEJICTB M TPOIECCOB Mpodeccuo-
HAJBHOW JICATEILHOCTH

34

CriocoOHOCTh TEPEYHCIIUTh MpaBUIIa CO-
CTaBJICHUS IOKYMEHTOB

36

CriocoGHOCTE COONIO/IATh TIpaBWIJIa dYTe-
HUS TEKCTOB NMPO(eCCHOHATIBHOM Harpas-
JICHHOCTH;

Keiic-3amanue 5.5
.5
[Moprdomnmo 5.4
Jlenoas urpa 5.6

V1

CrocoOHOCTh TPaMOTHO W3JIaraTh CBOU
MBICITH U OpOPMIISTH JTOKYMEHTBI IO

Keiic-3amanne 5.5
n.5

Kon-
TPOJIbHAS
pabora
5.8 Nel
Tect 5.9
Ne2
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

npoeCCHOHANBEHOW TEeMaTHUKE Ha Tocy-
JTAPCTBCHHOM SI3bIKE

IToptdommo 5.4
Jlenosas urpa 5.6

y2

CnocoOHOCTE MOHMMAThL TEKCTHI Ha 0a30-
BbIe MPO(EeCCHOHATBHBIE TEMbI, y4acTBO-
BaTh B JUAJOTaxX Ha 3HAKOMBIE OOIIME U
podeccCHoHaTbHBIC TEMBI

v4

CrocoOHOCTh TMPUMEHSTh COBPEMEHHBIC
WHPOPMAIMOHHBIE TEXHOJIOTUH JUIS TO-
ncka u 00paboOTKH TpaBOBOM WH(MOpMa-
197071

¥5

CriocoGHOCTE COCTABIIATH Pa3JIMYHbIE
BHUJIbl OPUANUECKUX TOKYMEHTOB

Y6

CriocoOHOCTE ~ OTIEpUPOBaTh  IOPUAHYE-
CKHMH TIOHSATHSIMU M KaTETOPHUSIMHU;

yi

CriocoOHOCTh aHAM3UPOBATh IOPUIHYE-
ckue (akThl ¥ BO3HUKAIONINE B CBSI3U C
HUMHU PAaBOOTHOUIEHHS

Tema 1.9
Odopmiienne
OCHOBHBIX J10-
KYMEHTOB
yIpaBJIeHUs
CPC no Teme
1.9

31

Crioco0HOCTh co0ro1aTh
o opMIIEHUS] TOKYMEHTOB,

IpaBuiIa

32

CriocoOHOCTh TIEPEYUCTUTh MpaBUia TO-
CTPOCHUA TMPOCTBIX MU CJIIOKHBIX IMPECAIO-
KEHUH Ha TPOoPecCHOHATBHBIE TEMBI;
YCTHBIX COOOIIEHUH

33

CriocoOHOCTh 3HATH JIEKCUYECKUH MHUHU-
MYM, OTHOCSIIIIMICS K ONMUCAHUIO MpeaMe-
TOB, CPEICTB W TMPOIECCOB MPOecCcHo-
HaJILHOM JTeITeIbHOCTH

34

CrnocoOHOCTh TMEPEedYUCIIUTh MpaBUIa Co-
CTaBJICHUS IOKYMEHTOB

35

CriocoOHOCTh  YUMTBIBaTH OCOOCHHOCTHU
COLIMAJIHLHOTO M KYJIbTYPHOTO KOHTEKCTA;

36

CriocoOHOCTh cOOMIO/IaTh TpaBWIIA YTe-
HHSI TEKCTOB MPO(ECCHOHATLHON HAIpaB-
JICHHOCTH;

37

CrnocoOHOCTh 3HATH MOPSIOK 3aKIJIIOYe-
HUA, OPCKpaliCHUA U U3MCHCHHUA TPYyd0-
BBIX JIOTOBOPOB; BHIBI TPYJOBBIX JIOTOBO-
POB;

Keiic-3ananue 5.5
m1-5
[oprdomnmo 5.4
Jenoas urpa 5.6

v1

CriocoOHOCTh TPaMOTHO H3JIaraTh CBOH
MBICIM U OQOPMIATH JOKYMEHTBI IIO
npod)ecCHOHANBHOW TEeMaTHKE Ha Tocy-
JTAPCTBEHHOM $I3BIKE

y2

CrocoOHOCTE MOHMMATEL TEKCTHI Ha 0a30-
BbIe NMpo(decCHOHATBHBIE TEMBI, y4acTBO-
BaTh B JIMajorax Ha 3HAKOMbBIE OOIIHE U
npodeccuoHaIbHbIE TEMbI

Y4

CriocoGHOCTh TPUMEHSTh COBPEMEHHBIE
nH(OpPMAaLMOHHBIE TEXHOJOTUH YISl TI0-
HUcKa U 00pabOTKH IPaBOBOU HH(pOpMa-
07051

Keiic-3ananue 5.5
m.1-5
[Moprdomnmo 5.4
Jlenoas urpa 5.6

Kon-
TPOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

v5

CrocoOHOCTh COCTABJIATH Pa3JIMYHbIE
BHJIbl FOPUINYECKUX JOKYMEHTOB

Y6

CrocoOHOCTE  OTIEpUPOBATh  FOPHINUC-
CKUMH MOHSATHSIMU ¥ KATETOPHSIMU;

y7

CriocoOHOCTh aHAM3UPOBATh IOPUIHYE-
ckue (akThl ¥ BO3HUKAIOIIME B CBS3U C
HUMH IPABOOTHOIIECHUSI

Tema 2.1 Oc-
HOBHBIE IIpa-
BHJIa OpTaHU-
3auuu paboThl
C IOKyMEHTa-
MU

CPC no Teme
2.1

32

CrocoOHOCTh MEePEUYNCINT MpaBUiIa II0-
CTPOCHUS TPOCTBIX M CIOXKHBIX TMPEIJIO-
KEHUH Ha MNpOQPEecCHOHATBHBIE TEMBI;
YCTHBIX COOOIIEHUH

33

CriocoOHOCTh 3HATH JIEKCHYECKHUH MHUHH-
MYM, OTHOCSIHIHfICﬂ K OIIMCAaHHUKO HpeIlMe-
TOB, CPEICTB W TIPOIECCOB Mpodeccho-
HaJbHOM NIeATeIILHOCTH

35

CrocoOHOCTh  yYUTHIBATH OCOOEHHOCTH
COLMAITFHOTO M KYJIBTYPHOTO KOHTEKCTa,

36

CriocoOHOCTh cOOMIO/IaTh TpaBWIIa YTe-
HUSI TEKCTOB MPO(ECCHOHANTBLHON HalpaB-
JICHHOCTH;

Koncmoexr 5.3 n.4

Vi

CriocoOHOCTh I'PaMOTHO H3JIaraTh CBOH
MBICTH U O(QOPMIISITH JOKYMEHTBI IO
npod)ecCUOHANBHOW TEeMaTHKE Ha Tocy-
JAPCTBEHHOM SI3BIKE

y2

CriocoOHOCTh ITIOHMMATh TEKCTHI Ha 0a30-
Bble NMPOo(ecCHOHATIBHBIE TEMbI, y4acTBO-
BaTh B JUAJOraxX Ha 3HAKOMBIE OOIIME U
po(heCCHOHATBHBIC TEMBI

y3

CrocoOHOCTh TIHCATh MPOCTBIE CBS3HBIE
co001IeHUs Ha TPOGECCUOHATBHBIC TEMBI

v4

CriocoOHOCTh MPUMEHSTH COBPEMEHHBIE
nH(pOpPMaMOHHBIE TEXHOJIOTUH IS 10-
rcKa 1 00paboTKH MpaBoBOi HHMOpMa-
UK U 0(hOpMIICHHS IOPHITUECKHX JIOKY-
MEHTOB

Y6

CriocoOHOCTE ~ OTIEpUPOBaTh  IOpUAHYE-
CKHMH TIOHATHSMHU U KaTETOPHUSIMHU;

Koncnoexr 5.3 n.4

Komn-
TPOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2

Tema 2.3 Op-
raHu3aIus
OIIEpPAaTUBHOIO
XpaHEHUs J0-
KYMEHTOB
CPC no Teme
2.3

32

CriocoOHOCTh TEPEYUCTUTh MpaBUia IO-
CTPOCHHUS MPOCTBIX U CIOXKHBIX MPEAJIO-
KEHUH Ha MNpOPECCHOHATBHBIE TEMBI;
YCTHBIX COOOILICHNI

33

CrocoOHOCTh 3HAThH JIGKCHUECKUI MUHU-
MYM, OTHOCSIIMICS K OMUCAHUIO MPEaIMe-
TOB, CPEJICTB M TMPOIECCOB Mpodeccuo-
HAJLHOW JICATEILHOCTH

36

CrniocoOHOCTE cOOMIOIaTh TpaBWIIa YTe-
HUS TEKCTOB MPO(ECCHOHATBHON Harpas-
JICHHOCTH;

YcTHbIl onpoc
5.1m11-12
Koncnekr 5.3 .5

Kon-
TpOJIbHAs
pabora
5.8 Nel
Tect 5.9
Ne2
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Kpatkoe
HAaUMEHOBaHUE
pasnena (Mo-
Iynst) / TeMBbI
JTVCLIUATUTHHBI

Kon
pe3yiib-
TaTa
o0yue-
HUA

Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

V1

CrocoOHOCTh TPaMOTHO H3JIaraTb CBOH
MBICITH

y2

CriocoOHOCTH, MOHUMATH TEKCTHI Ha 0a30-
BBIC MPO(ECCUOHATBLHBIC TEMBI

YcTHBI onpoc
5.1m11-12
Koncmekr 5.3 1.5

V4

CrocoOHOCT MTPUMEHSTH COBPEMEHHBIE
WH(POPMAIMOHHBIE TEXHOJIOTHH JIJIS T10-
HCKa U 00paboTKH MPaBoBOi mHMOpMA-
12051

v7

CrocoOHOCTh aHANM3WPOBATh FOPHINYE-
ckre (DaKThl U BO3HUKAIONIUE B CBS3U C
HUMU MPABOOTHOIICHHUS

Koncmexr 5.3 .5

Tema 2.4 Pa-
6ota ¢ oOpa-
HEHUSIMU
rpakaaH

CPC no Teme
2.4

32

CrocoOHOCTh MEePEUYHNCINT MpaBUiia II0-
CTPOCHUS TPOCTBIX M CIOXHBIX MPEIIIO-
KEHUH Ha mNpodecCHOHANbHBIE TEMBI,
YCTHBIX COOOIICHHI

33

CriocoOHOCTh 3HATH JIEKCHYECKHUH MHUHH-
MyM, OTHOCSIIIUICS K OIMMCAHUIO TIPEIMe-
TOB, CPEJCTB U MPOIECCOB MPOdeccHo-
HaJbHOM JIeITeILHOCTH

35

CrocoOHOCTh yUUTHIBATH OCOOCHHOCTH
COITHATLHOTO M KYJIBTYPHOTO KOHTEKCTa,

36

CriocoGHOCTE COOIIIO/IATh TIpaBWIJIA 4YTe-
HUS TEKCTOB MPO(eCCHOHATBHON Harpas-
JICHHOCTH;

Keiic-3amanue 5.5
m.7
[Moprdonuo 5.4
Jenosas urpa 5.6

Vi

CrnocoOHOCTh TPAaMOTHO H3JIarath CBOH
MBICJIM H O(bOpMJ'IHTI) OOKYMCHTBEI 110
npodecCHOHANBEHON TEeMaTHUKE Ha Tocy-
JapCTBEHHOM SI3bIKE

y2

CriocoOHOCTh TOHMMATh TEKCTHI Ha 0a30-
Bble TpoecCHOHANBHBIE TEMBI, y4acTBO-
BaTh B JHAJOTaXx Ha 3HAKOMEIE OOIIWEe H
po¢ecCHOHANbHBIE TEMBI

v3

CrocoOHOCTh THCATh TPOCTBHIC CBS3HBIC
co00I1IeHHUs Ha TPOGECCHOHATBHBIC TEMBI

v4

CriocoOHOCTh MPUMEHSTH COBPEMEHHBIE
WH(POPMALIMOHHBIE TEXHOJIOTHH JIJIS T10-
rcKa 1 00paboTKH MpaBoBOi HH(OpMa-
1201

)

CriocoOHOCTE ~ OTIEpUPOBaTh  IOpUAHYE-
CKHMMHU MOHATUAMU U KATCTOPHUAMMU,

y7

CnocoOHOCTB AHAJIN3UPOBATL HOpUANYC-
CKHE (baKTBI W BO3HHUKAIOIIMKE B CBA3HU C
HUMU MTPABOOTHOUICHHU A

Keiic-3ananue 5.5
n.7
[Moprdomnmo 5.4
Henosas urpa 5.6

Kon-
TpOJIbHAS
pabota
5.8 Nel
Tect 5.9
Ne2

Tema 2.5 ITo-
PAIIOK TIepeia-
Y1 I0OKYMEH-
TOB B apXUB
WA HA YHU-
YTOKEHHE.

32

CriocoGHOCTh TIEPEYUCITUTh TpaBUjIa TO-
CTPOEHUSI TPOCTBIX M CIOXKHBIX TMPEIIIO-
KEHUH Ha MNpOoQPecCHOHANBHBIE TEMBI;
YCTHBIX COOOIIEHUI

33

Croco0OHOCTh 3HATH JIEKCUYECKHUH MUHHU-
MYyM, OTHOCSIIIUICS K OIMHUCAHUIO TPEaIMe-
TOB, CPEJCTB M MPOILECCOB NPOheCccCHo-

Koncmext 5.3 1.6
[Moprdomnmo 5.4

Kon-
TpOJIbHAs
pabora
5.8 Nel
Tect 5.9
Ne2
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Ka3aTeNb? OBJIAICHUS TBTATAMH
IMokazarens? oBIae e3 aTa
o0yueHus

Bup onenounoro cpeacraa

Texymmit
KOHTPOJIb

IIpome-
KYyTOU-
Has at-
TeCTalys

HAJILHOH NIEATEIILHOCTH

CriocoGHOCTh  yYHTHIBATH OCOOEHHOCTH
COLMAIIBHOTO M KYJIBTYPHOTO KOHTEKCTa,

CrniocoOHOCTE cOOMIONAaTh TpaBWIa YTe-
HHSI TEKCTOB MPO(ECCHOHATBHON Harpas-
JICHHOCTH;

CrocoOHOCTh TPaMOTHO U3JaraTh CBOU
MBICTTA ¥ OQOPMIIATH JTOKYMEHTHI IIO
mpo(hecCHOHaIbHON TEeMaThKe Ha TOCY-
JTAPCTBEHHOM SI3BIKE

CnocoOHOCTE MOHMMAThL TEKCTHI Ha 0a30-
Bble TIpOo(ecCHOHANTBLHBIC TEMBI, Y4acTBO-
BaTh B JUAJIOraX Ha 3HAKOMBIE OOIIME U
podecCHOoHaTbHBIC TEMbI

CriocoOHOCTh MPUMEHSTH COBPEMEHHEIC
WH()OPMAIHOHHBIE TEXHOJOTUU YIS TI0-
HUCcKa U 00pabOTKU IMpaBOBOi WH(pOpMa-
AU

CnocoOHOCTh COCTABJIATH PaA3JINYHbIE
BHJIbl FOPUIUYECKUX JOKYMEHTOB

CriocoOHOCTE ~ OTIEpUPOBaTh  IOPUAHYE-
CKHMH TIOHSATHSIMU M KaTETOPHUSIMHU;

Kpartkoe Kon
HauMeHOBaHue | PC3YJb-
pasnena (Mo- TaTa
Iynst) / TeMBbI 0byue-

JUCITUATLINHBI

HHUS

ApxuBHOE

XpaHEHHE J10-

KYMEHTOB. 35

CPC no Teme

2.5
36
Vi
v2
V4
V5
Vo6
V7

CriocoOHOCTh aHAM3UPOBATh IOPUIHYE-
ckue (GakThl ¥ BO3HUKAIONINE B CBSI3U C
HUMHM IPABOOTHOILIECHUSI

Koncnekr 5.3 n.6
[oprdommo 5.4

3.2 Cpe}ICTBa, NMpUMEHSAEMBIC 1JISI OCHKH YPOBHHA l'lpaKTI/I‘IeCKOﬁ NoAroTOBKH

Koz Bun onenounoro cpencrtsa
Kparkoe HaumeHo- pe-
BaHUe pasjelnia 3ynb- | [Tokasarenn? OBIageHUs pe3yIbTaTAMU TIpomesxcy-
MOJ1YJIs1) / TEMBI Tara 00yueHus Texymnii
(mozy) v ym TOYHAs aT-
JHMCIUTUTAHBI 00y- KOHTPOJIb TecTaims
YEeHHUs
CriocoOHOCTh TIEPEUUCITUTh IpaBUIIa
By NOCTPOCHUSI TPOCTBIX W CIOKHBIX
Npe/UIOKEeHNH Ha TpodecCHOHATIbHBIC
Tema 1.1 ITousgrue P . pod o
TEMBbI, YCTHBIX COOOIIEHUH . KonTtpons-
JOKYMEHTA U CIIO- 1 YcTHBIH onpoc
CrocoGHOCTh  BBIOpaTh JIEKCHYECKUI Has paborta
COOBI TOKYMEHTH- . 511m1-2
MUHUMYM, OTHOCSIIUMNCS K ONMUCAHMIO 5.8 Nel
pOoBaHUs 33 Pedepar 5.2
MPEeIMETOB, CpPEACTB W IPOIIECCOB Tect 5.9
IIpakTH4eckoe . Tect 5.7 Nel
npodecCHOHATLHON JIEATETHHOCTH Ne2
3ansaTue Ne 1
Croco0HOCTh yYUTHIBATH OCOOCHHO-
35 CTH COLMAJILHOTO U KYJIbTYPHOTO KOH-

TEKCTa;
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Kpatkoe HanmeHo-
BaHHUE pasjerna
(Momynst) / TeMbl
JHCIATUTAHB

Kon
pe-
3yIIb-
TaTa
00y-
YeHUs

Ka3aTeNb? OBJIAACHUSI TBTATAMH
IMokazarens? oBlaae e3 aTa
o0OyueHus

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Texkymmii
KOHTPOJIb

ITpomexy-
TOYHAs at-
TeCTaIus

36

CriocobHocTh  cOONMIOAATh  MpaBUIIa
YTEHHS TEKCTOB NPOGEeCCHOHATBHON
HaIPaBJICHHOCTH;

y2

Croco0HOCTh TOHMMATh TEKCTHl Ha
0a3oBble TPOPECCHOHAIBHBIC TEMEI,
y4acTBOBaTh B JIUAJIOrax Ha 3HAKOMbIC
obmue 1 mpodhecCHOHATHHBIEC TEMBI

V3

CrocoOHOCTh THCATh MPOCTHIE CBS3-
HBIC COOOIICHUS Ha MPOQECCHOHAIb-
HBIE TEMBI

Pedepar 5.2

Y4

CriocoOHOCTh TIPUMEHSITH COBpPEMEH-
Hble HMH(MOPMAIMOHHBIC TEXHOJIOTUH
JUTSE TIONCKa M 00pabOTKH TPaBOBOWM
HHPOpMaIIH

Y6

CriocoOHOCTh OTEepUPOBaTh IOPUIHUE-
CKMMH HOHATHSAMH H KaTErOPHUsIMH;

YcTHBIM onpoc
5.1m1-2
Pedepar 5.2

Tema 1.2 YHuou-
KaIus ¥ CTaHaap-
TU3aIUS JIOKYMEH-
ToB. CHCcTEMBI JO-
KYMEHTAIIUH.
IIpakTH4eckoe
3aHsaTHe Ne 2

32

CriocoOHOCTh TEPEYUCIUTh IPaBUIIA
MOCTPOEHUSI TPOCTBIX M  CIOMKHBIX
NpeNIoKeHNH Ha mpodeccroHaIbHbIC
TEMBbI, YCTHBIX COOOIECHUN

33

CriocoOHOCTh  BBIOpaTh JIGKCHYECKUH
MHUHUMYM, OTHOCHHIHﬁCH K OIIMCaHUIO
IPEIMETOB, CPEACTB M IIPOIECCOB
npodeccnoHaIbHOM AESTEIbHOCTH

35

Cnoco0HOCTh YUYUTHIBATH OCOOCHHO-
CTH COIIMAJIBLHOTO M KYJIBTYPHOTO KOH-
TEKCTa,

36

Croco0HOCTh  CcOOMOIaTh  MpaBHia
YTEHUS TEKCTOB MPO(EeCCHOHAIBHON
HAINpPaBJICHHOCTH;

VYcrHBI onpoc
5.11n.3
Koncnekr 5.3 0.1
[optdommo 5.4
Henosas urpa 5.6
Tect 5.7 Nel

V1

CrocoOHOCTh  TPaMOTHO — M3JIarath
CBOM MBICTH U 0O)DOPMIISITH JOKYMEHTBI
mo npodecCHoHaIbHOW TEMAaTHKE Ha
rOCY/IapCTBEHHOM SI3bIKE

V2

CrnocoOHOCTh TOHMMATh TEKCTHI Ha
0a3oBble TPOQPECCHOHAIBLHBIC TEMBI,
y4acTBOBaTh B JMAJIOrax Ha 3HAKOMEIC
obmrre u mpod)eCCHOHABHBIE TEMBI

V4

CriocoOHOCTh TIPUMEHSITH COBPEMEH-
Hble HHQPOPMAIMOHHBIE TEXHOJIOTUH
JUIL TIONCKa U 00pabOTKM TPaBOBOM
MHpOpPMaINH

V6

CriocoOHOCTE ONEepUPOBaTh IOPUIHYE-
CKUMH MTOHSATHSIMU M KATETOPUSIMH;

Koncnekr 5.3 n.1
[optdommo 5.4
Henosas urpa 5.6

KonTposns-
Has pabora
5.8 Nel
Tecr 5.9
Ne2

Tema 1.3 PexBuzu-
TbI ¥ OJTAHKH JOKY-
MEHTOB.
IIpakTH4eckoe
3aHsTHe Ne 3

31

CnocoGHOCTh  CcOOMIOgaTh  MpaBHia
o opMIICHHUS TOKYMEHTOB,

32

Croco0HOCTh TEPEeYUCIIUTh MPaBHiIa
IMOCTPOCHUA TMPOCTBIX W  CIOXHBIX
NpeIoKeHNH Ha npodeccroHaIbHbIE
TEMBI, YCTHBIX COOOIIEHHUH

VYeTHBI onpoc
5.1 m4-5
Koncnexr 5.3 m.2
[oprdonuo 5.4
[enoBas urpa 5.6
Tect 5.7 Nel

Kontpouis-
Has pabora
5.8 Nel
Tect 5.9
No2
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Kpatkoe HanmeHo-
BaHHUE pasjerna
(Momynst) / TeMbl
JHCIATUTAHB

Kon
pe-
3yIIb-
TaTa
00y-
YeHUs

Ka3aTeNb? OBJIAACHUSI TBTATAMH
IMokazarens? oBlaae e3 aTa
o0OyueHus

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Texkymmii
KOHTPOJIb

ITpomexy-
TOYHAs at-
TeCTaIus

33

Cnoco0OHOCTh 3HAThH JICKCUUECKUN MU-
HUMYM, OTHOCSIIMICS K OIUCAHHIO
MPEMETOB, CPEICTB W MPOIECCOB
npodecCHOHATLHON IEATEITHHOCTH

34

CriocoOHOCTh TIEPEUUCTUTh IPaBUIIa
COCTAaBJICHHsI JOKYMEHTOB

36

CnocobHOCTE  cOOMIOMATh  TpaBHIIA
YTEHUS TEKCTOB TPOhecCHOHATBHOM
HANpPaBJICHHOCTH,

V1

CriocoOHOCTF  TPaMOTHO  H3JIaraTh
CBOM MBICITH B O)OPMIISITH TOKYMEHTHI
mo mnpodeccCHoHaTbHOW TEMAaTUKE Ha
TrOCYJapCTBEHHOM SI3BIKE

y2

CrnocoOHOCTh MOHNUMATh TEKCTHI Ha
0a30BbIe TPOecCHOHATFHBIE TEMBI

V4

CriocoOHOCTh TIPUMEHSTH COBpPEMEH-
HbIC I/IH(I)OpMaHI/IOHHI)IC TEXHOJIOI'nu
JUTST TIONCKa M 00pabOTKH TPaBOBOM
nH(pOpMAITUN

Koncnekr 5.3 .2
[Moptdonuo 5.4
Henosas urpa 5.6

Tema 1.4
Opranu3anoHHO-
pacnopsiauTeabHas
JOKyMEHTAIHS.
OpraHu3aioHHbIE
JIOKYMEHTBI.
IIpakTH4eckoe
3anaTne Ne 4

31

CriocoOHOCTE  CcOOJIIOATE
o opMIICHHUS TOKYMEHTOB,

npaBuia

32

CriocoOHOCTh TEPEYUCIUTh IPaBUIIA
MOCTPOEHUSI TPOCTBIX M  CIOMKHBIX
NpeNIoKeHNH Ha mpodeccroHaIbHbIC
TEMBbI, YCTHBIX COOOILECHUN

33

CriocoOHOCTh 3HATh JIEKCHYECKUI MU-
HUMYM, OTHOCﬂIHHfICﬂ K OIIMCAHUKO
MPEAMETOB, CPEACTB H IMPOIIECCOB
po(hecCHOHATBHON IEATENbHOCTH

34

CnocoOHOCTB MEPEUNCINTL IIpaBUjia
COCTaBJICHUA TOKYMCHTOB

36

CriocobHOCTh  COOMIOAATh  TpaBUIIa
YTEHUS] TEKCTOB MPO(ECCHOHAIBHOM
HAIpaBJICHHOCTH;

VYeTHBII onpoc
511.6
Keiic-3apanue 5.5
m.1-2
IMoptdonuo 5.4
Henosas urpa 5.6
Tect 5.7 Nel

v1

Crnoco0HOCT,  TPaMOTHO  HW3JIarath
CBOM MBICTH U ODOPMIISITH JOKYMEHTBI
o MpoQecCHOHAIbHON TeMaTHKE Ha
TOCYIapCTBEHHOM SI3BIKE

y2

CrocoOHOCTh TMOHMMATL TEKCTHI Ha
6a3oBble  TPOGECCHOHATBHBIE TEMBI,
y4acTBOBAaTh B JIHAIOrax Ha 3HAKOMBIE
o011Me 1 MpoheCCHOHAIBHBIC TEMBI

V4

CrocoGHOCTh TPUMEHSTH COBPEMEH-
Hble HH(POPMALMOHHBIE TEXHOJIOTHU
JUI TIOWCKa W 00pabOTKHU IMpaBoOBOU
UHpOpMAaIH

v5

CnocoOHOCTh COCTaBIIATh Pa3JIMYHBIC
BUBI OPUINYICCKUX NJOKYMCHTOB

Vo6

CriocoGHOCTh ONEpHUPOBaTH OPUINYE-
CKHMMHU IMOHATUAMHU U KaTCTOPHUAMMU,

N

CriocoOHOCTh aHANM3UPOBATh IOPHUIU-

Keiic-3amanue 5.5
m1-2
[oprdonuo 5.4
Henosas urpa 5.6

KonTposns-
Has pabora
5.8 Nel
Tecr 5.9
Ne2
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Kon

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Kpatkoe HanmeHo- pe-
BaHME pazjelia 3ynb- | [lokasarens? oBlageHus pe3yibTaTamMu Tpomexcy-
MOJYyJIsT) / TEMBI TaT YCHUS Texymmuit
(monyns) / Te %a 0bye KOHYH(I)HB TOYHas aT-
WCIIUIUIMHBI 00y-
et y P TeCcTaLus
YEeHHUS
yeckrne (PaKkThl U BO3HUKAIOIIUE B CBSI-
31 C HUMH MTPaBOOTHOIICHHUSI
3] CnocobHOCTE  cOOMIONATh  TpaBHIIA
odopMIIeHHSI JOKYMEHTOB,
CriocoOHOCTh TEPEUUCTUTh IpaBUIIa
e MOCTPOCHUSI TPOCTBIX M CIIOKHBIX
NPEIOKEeHUH Ha mpodeccrOoHaIbHbIE
TEMbl, YCTHbIX COOOIECHUH
CriocoOHOCTh 3HATh JIEKCHYECKUN MU-
HUMYM, OTHOCSIIUICA K OIHCAHHIO .
33 M, Keiic-3aganue 5.5
IPEIMETOB, CPEICTB U IPOILECCOB 13
npodecCHOHAILHON eATeTbHOCTH '
pod [Toptdommo 5.4
CriocoOHOCTh TIEPEUUCTUTh IpaBUIIa
34 Jenosas urpa 5.6
COCTaBJICHHSI JOKYMEHTOB
Croco0HOCTh  CcOOMIOgaTh  IpaBHIIA
Temnb1 1.5, 1.6 o
36 YTEHUSI TEKCTOB MPO(ECCHOHATBHOM
Opranu3aoHHO- .
HanpaBJICHHOCTH;
pacnopsauTenbHas
CriocoOHOCTh 3HATH MOPSAIOK 3aKIIIO-
JOKYMEHTAIIHSI.
YEeHHS, MPEKPAaICHUs M H3MECHEHHS
PacnopsinurensHble 37 KonTposns-
TPYAOBBIX JOTOBOPOB; BUBI TPYIOBBIX
ToKyMeHTBI. Oco- Has pabora
JIOTOBOPOB;
OEHHOCTH COCTaB- 5.8 Nel
CriocoOHOCTP  I'PaMOTHO — M3JIaraTh
JIeHHs 1 opopmIie- Tecr 5.9
CBOM MBICTH U OQOPMIISITH IOKYMEHTBI
HHUA JOKYMEHTOB Vi . Ne2
Mo npo(ecCHoHaIbHOW TEMAaTHUKE Ha
10 JTUYHOMY COCTa-
By TrOCyJapCTBEHHOM SI3bIKE
CriocoOHOCT TOHMMATh TEKCThl Ha
Tpakriteckoe 0a3oBbIc odeccroHa e Te
BbIC I WOHANBHBIE TEMBI
3ansitue Ne 5 V2 P .
y4acTBOBaTh B JJMAJIOrax Ha 3HAKOMEIC
obmre u mpodeCCHOHATBHBIE TEMBI .
Keiic-3aganue 5.5
CriocoOHOCTh TIPUMEHSITh COBPEMEH- 13
Hble HHQPOPMAIMOHHBIE TEXHOJIOTUH ‘
V4 (op . | Toprdommo 5.4
JUI TIONCKa W 00pabOTKHU IMpaBoOBOU
Henosas urpa 5.6
nHpOpMaIUH
Vs CriocoOHOCTh COCTaBIISITh Pa3IHYHbBIE
BUJIBI FOPUJINYECKUX JOKYMEHTOB
V6 CriocoOHOCTE ONEpPUPOBATh IOPUIHYE-
CKUMH MOHATHSIMU M KaTETOPHUSIMH;
CriocoOHOCTh aHANM3UPOBATh IOPHIIU-
V7 | geckue (akThl U BO3HUKAIOIINE B CBS-
3M C HUIMH NIPAaBOOTHOUICHUSI
Temsr 1.6,1.7 31 CriocoOHOCTh  cOOMIOAATh  MpaBUIIa
OcobennocTH co- o opMIICHHUS TOKYMEHTOB,;
CTaBJICHUS U CnocobHocTh mepeuncnuth npasmia | Keiic-3amanme 5.5 KOHTDOS
odopmienus no- 0 MOCTPOCHUSI TPOCTBIX M CIIOKHBIX n.4 Hast 5 6014
KYMEHTOB 110 JIN4- npeasioxkeHnii Ha npogeccronanbubie | Koncnekr 5.3 m.3 5 g Nol
HOMY COCTaBy. TEMBI, YCTHBIX COOOIIEHUI [oprdonuo 5.4 TéCT 5_ 9
HNudopmarmonso- Crnioco6GHOCTE 3HATH JEeKcHuecKuid Mu- | Jlernosas urpa 5.6 No2 )
CTIpaBOYHBIE JIOKY- 33 HUMYM, OTHOCSIIUICA K OIMCAHHIO B

MCHTHI.
IIpakTH4eckoe

OpPEIMETOB, CPEACTB ¥  TMPOIECCOB
po(heCCHOHATIBHOM IESTENbHOCTH

30



Kpatkoe HanmeHo-
BaHHUE pasjerna
(Momynst) / TeMbl
JHCIATUTAHB

3ansaTae Ne 6

Kon
pe-
3yIIb-
TaTa
00y-
YeHUs

Ka3aTeNb? OBJIAACHUSI TBTATAMH
IMokazarens? oBlaae e3 aTa
o0OyueHus

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Texkymmii
KOHTPOJIb

ITpomexy-
TOYHAs at-
TeCTaIus

34

CriocoOHOCTh TIEPEUUCTUTh IpaBUIIa
COCTAaBJICHHsI JOKYMEHTOB

36

CnocobHOCTE  cOOMIONATh  TpaBHIIA
YTEHUS TEKCTOB TPOheCCHOHATBHOM
HANPaBJICHHOCTH;

37

Croco0HOCTh 3HATh TMOPSIOK 3aKIIHO-
YeHWs, NPEKpaIleHus W HN3MCHEHUS
TPYAOBBIX JJOTOBOPOB; BUBI TPYAOBBIX
JIOTOBOPOB;

V1

CriocoOHOCTF  TPaMOTHO  H3JIaraTh
CBOM MBICITH B O)OPMIISITH TOKYMEHTHI
Mo npodeccCHoHaTbHOW TEMAaTUKE Ha
TrOCYJapCTBEHHOM SI3BIKE

V2

CnocoOHOCTh TOHMMATh TEKCTHI Ha
0a3oBble TpOQecCHOHATBHBIE TEMEI,
Y4aCTBOBATh B JHUAJIOTaX HA 3HAKOMBIC
o011Me 1 MpPoheCCHOHAIBHBIC TEMBI

V4

CrnocoOHOCTh TPUMEHSTH COBPEMEH-
Hble HMH(MOPMAIMOHHBIC TEXHOJOTUU
JUIL TIOMCKa U 00pabOTKM MPaBOBOM
nHpOpMaITUN

¥5

Cr10coOHOCTh COCTABIATH Pa3IMYHbIC
BUJIBI IOPUINYECKUX JOKYMEHTOB

V6

CriocoOHOCTh OTEepUPOBaTh IOPUIHUE-
CKMMH HOHATHSMH H KaTETOPHUsIMH;

yi

CriocoOHOCTh aHANM3UPOBATh IOPHUIU-
yeckue (PaKkThl U BO3HUKAIOIINE B CBS-
34 C HUIMH ITPABOOTHOIIIEHUS

Keiic-3apanue 5.5
.4
[optdommo 5.4
Henosas urpa 5.6

Tema 1.7, 1.8
HNudopmarmonHo-
CTIpaBOYHEIE JIOKY-
MeHTHI. [JoroBop-
HO-TIPaBOBas J10-
KyMEHTAIHs: 10Be-
PEHHOCTH
IIpakTH4eckoe
3ansaTue Ne 7

31

CrocoOHOCTE  cOOJIFOIaTh
0 OpPMJIICHHUS TOKYMEHTOB,

npaBuiia

32

CriocoOHOCTh TIEPEUUCITUTh IpaBUIIa
IMOCTPOCHHA TMPOCTBIX W  CIOXHBIX
HpeUIOKEHUI Ha MPo(decCHOHATbHBIC
TEMBI; YCTHBIX COOOIIEHUI

33

CriocoOHOCTh 3HATH JEKCUYECKUH MU-
HUMYM, OTHOCSIIMACS K ONHCAHHIO
IpPEJIMETOB, CPEACTB M TPOIECCOB
po(heCCHOHAIBHOM IeITEIbHOCTH

34

CriocoOHOCTh TIEPEUUCITUTh IpaBUIIa
COCTaBJICHHSI JIOKYMEHTOB

36

Croco0HOCTh  CcOOMOIaTh  MpaBHiIa
YTeHHS TEKCTOB MpodeccnonaabHON
HANpaBJICHHOCTH;

Koncmext 5.3 1.3
Ketic-3amanue 5.5
m5
[optdommo 5.4
Henosas urpa 5.6

V1

CrocoOHOCTh  TPaMOTHO — M3JIarath
CBOU MBICTH U OOPMJISITH TOKYMEHTBI
mo npodeccCHoHaabHOW TEMAaTHKE Ha
TrOCYJIAPCTBCHHOM SI3bIKE

V2

CrocoOHOCTh TOHHUMATh TEKCThI Ha
0a3zoBble TIPO(ECCHOHANBHBIE TEMBI,
Y4aCTBOBATh B AHUAJIOTaX Ha 3HAKOMBIC
o0mme 1 mpod)eCCHOHAIBEHBIC TEMBI

Koncnexr 5.3 .3
Keiic-3amanue 5.5
m5
[oprdonuo 5.4
[enoBas urpa 5.6

KonTposns-
Has pabora
5.8 Nel
Tect 5.9
No2
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Kpatkoe HanmeHo-
BaHHUE pasjerna
(Momynst) / TeMbl
JHCIATUTAHB

Kon
pe-
3yIIb-
TaTa
00y-
YeHUs

Ka3aTeNb? OBJIAACHUSI TBTATAMH
IMokazarens? oBlaae e3 aTa
o0OyueHus

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Texkymmii
KOHTPOJIb

ITpomexy-
TOYHAs at-
TeCTaIus

V4

Croco0HOCTh TPUMEHSTh COBPEMEH-
HbIC WH(POPMAIMOHHBIE TEXHOJIOTHH
IUI TIOMCKa W OO0pabOTKH TpaBOBOM
nH)OopMaIu

V5

CriocoOHOCTh COCTABISTh Pa3IMYHbBIE
BUJIBI IOPUINYECKUX JOKYMEHTOB

Vo6

CrocoOHOCTh OMEepHUPOBATh IOPUIUIC-
CKHUMH MTOHSATHSIMH M KATETOPUSIMH;

N

CriocoOHOCTh aHANM3UPOBATh IOPHUIU-
yeckrne (PaKkThl U BO3HUKAIOIIUE B CBSI-
3H C HIMH NIPAaBOOTHOUICHUS

Tema 1.8, 1.9 [lo-
TOBOPHO-TIPaBOBAast
JIOKYMEHTAaIHA:
JIOBEPEHHOCTH.
Odopmrnenue oc-
HOBHBIX JOKYMEH-
TOB YIIPaBIEHUS
IIpakTH4eckoe
3ansaTue Ne 8

31

CrocobHOCTE  cOOIIIOIaTh
o opMIICHHUS TOKYMEHTOB,

TpaBwiia

32

CriocoOHOCTh TEPEYUCIUTh IPaBUIIA
MOCTPOEHUSI TPOCTBIX M  CIOMKHBIX
NpeNIoKeHNH Ha mpodeccroHaIbHbIC
TEMBI, YCTHBIX COOOIIECHHUH

33

CriocoOHOCTh 3HATh JIEKCHYECKHI MU-
HUMYM, OTHOCSIIHMIACA K OIUCAHHIO
MPEAMETOB, CPEACTB U IPOIIECCOB
po(heCCHOHATIBHOMN IeSATENbHOCTH

34

CriocoOHOCTh TEPEYUCIUTh IPaBUIIA
COCTAaBJICHHSI TOKYMEHTOB

35

Cnoco0HOCTh YUYUTHIBATH OCOOCHHO-
CTH COI[HATILHOTO U KYJBTYPHOTO KOH-
TEKCTa,

36

CriocobHOCTh  COONMIOAATh  MpaBUIIa
YTEHHUS TEKCTOB TMPOGeCCHOHATBHON
HaIpPaBJICHHOCTH;

37

CnocoOHOCTh 3HATH MOpAAOK 3aKJIH0-
YCHHA, NOPCKpaliCHUA W HN3MCHCHUA
TPYAOBBIX JOTOBOPOB; BUABI TPYAOBBIX
JAO0T0OBOPOB;

Keiic-3amanue 5.5
m.1-5
[Moptdonuo 5.4
Henosas urpa 5.6

V1

CriocoOHOCTP  I'PaMOTHO — M3JIaraTh
CBOM MBICTH U OQOPMIISITH IOKYMEHTBI
no npodeccHoHaNbHONH TEeMaTUKE Ha
rOCyJIapCTBEHHOM SI3BIKE

V2

CriocoOHOCTP TIOHUMATh TEKCTHI Ha
0a3oBble TPOPECCHOHABLHBIC TEMBI,
y4acTBOBAaTh B JIMAJIOTaX HAa 3HAKOMBIE
obmre u mpodeCCHOHATBHBIE TEMBI

V4

CrocoGHOCTh TPUMEHSTH COBPEMEH-
Hble WHQPOPMAIMOHHBIE TEXHOJIOTHU
Ul TIOMCKa W 00paOOTKM IMpaBOBOH
UHPOpMAITUH

V5

CrocoGHOCTh COCTaBIATh PA3IUIHBIE
BUJIBI OPUINYECKUX JOKYMEHTOB

Yo

CriocoOHOCTE ONEepUPOBaTh IOPUIHYE-
CKHMH MTOHSATHSIMU M KATETOPUSIMH;

N

CriocoGHOCTh aHATM3UPOBATH IOPHIHU-
yeckrue (PaKkThl ¥ BO3HUKAIOIIUE B CBS-

Keiic-3amanue 5.5
m.1-5
[oprdonuo 5.4
[enoBas urpa 5.6

KonTposns-
Has pabora
5.8 Nel
Tect 5.9
No2
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Kon

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Kpatkoe HanmeHo- pe-
BaHUE pazjena 3ynb- | [okasarenn? OBaJeHNs pe3yIbTaTaMK Tpomexcy-
MOJ1yJIs1) / TEMBI Tar YEHHS Texymnii
(monyns) / Te %a 0bye KOHYH(I)HB TOYHas aT-
VCITUTUTAHBI 00y-
fucn y ™ TeCTaIus
YeHHS
31 C HUMH MTPaBOOTHOIICHHUS
3] CriocobHoCTh  cOONMIOAATh  MpaBUIIa
odopMIIeHUS JOKYMEHTOB,
CrocoOHOCTh TIEPEUYUCITHTh TIPaBHIIA
0 MOCTPOCHUSI TPOCTBIX M CIIOKHBIX
MpeIOKEeHN Ha MpodecCHOHATbHBIE
TEMBI; YCTHBIX COOOIIEHUH
CriocoOHOCT 3HATh JIEKCHYECKUN MU- .
N VYcTHBI onpoc
33 HUMYM, OTHOCSIIUICA K OIHCAHHIO 51 1.7-8
MIPEOIMETOB, CPENCTB M IPOLIECCOB L
P > CPee P Keiic-3aganue 5.5
pohecCHOHATPHON IEATENbHOCTH 11-6
CriocoOHOCTh TIEPEUUCTUTh IpaBUIIa ’
34 p p Toprdommo 5.4
COCTaBJICHHsI JOKYMEHTOB
Henosas urpa 5.6
Croco0HOCTh  CcOOMOIaTh  IpaBHiIa
36 YTeHHs TEKCTOB TMpodeccnonaabHON
HaNpaBJICHHOCTH;
Tema 1.9, 2.1 P :
CriocoOHOCTh 3HATH MOPSAOK 3aKIIO-
Odopmienue oc-
YeHUs, TPEKpaIlleHns W W3MEHEHUS
HOBHBIX JIOKyMEH- 37 KonTtpons-
TPYAOBBIX JOTOBOPOB; BUJIBI TPYIOBBIX
TOB YIIpaBICHUS. Has pabora
JIOTOBOPOB;
OcCHOBHBIE NTpaBUiIa 5.8 Nel
Croco0HOCT,  TPaMOTHO  W3Jarath
opraHuszanuu pabdo- Tecr 5.9
CBOM MBICTH B O()OPMIISTH TOKYMEHTHI
TBI C JOKYMEHTaMU Vi . Ne2
Mo npo(ecCHOHATBLHOW TEMAaTHUKE Ha
IIpakTH4eckoe
rOCYJapCTBEHHOM SI3BIKE
3ansaTHe Ne 9
CrocoOHOCTh TOHMMATh TEKCTHl Ha
V2 0a3oBble TpOdecCHOHATBHBIE TEMEI,
y4acTBOBaTh B JMAJIOrax Ha 3HAKOMEIC
o0mre u mpodeCCHOHABHBIE TEMBI .
Keiic-3aganue 5.5
CrocoOHOCTh TPUMEHSTH COBPEMEH- 11-6
Hble WHQPOPMAIMOHHBIE TEXHOJIOTUH '
V4 (op . | Toprdommo 5.4
JUI TIONCKa W 00pabOTKHU IMpaBoOBOU
Henosas urpa 5.6
nHpOpMaITUN
Vs CrocoOHOCTh COCTaBIISATh PA3IAIHBIE
BUJIBI FOPUJINYECKUX JOKYMEHTOB
V6 Croco0HOCTh OTNEPUPOBAThH FOPUIHYC-
CKMMU TIOHATUSMH M KaTeTOPHIMY,
CriocoOHOCTh aHAM3UPOBATH IOPHUIIHU-
V7 | geckue (akThl U BO3HUKAIOIINE B CBS-
31 C HUMH MTPaBOOTHOIICHHUSI
Tembr 2.2,2.3 CriocoOHOCTh TEPEYUCTUTh IPaBUIIA
Opranuzanus pe- 0 MOCTPOCHUSI TIPOCTBIX M CIOXKHBIX
THCTPAIUH JIOKY- npeIoKeHnid Ha mpodeccHOoHa bHbIC .
. o VYerHbIi onpoc
MEHTOB M KOHTPOJIb TEMBI, YCTHBIX COOOIIEHUN 5119 11 KonTtpons-
HX WCIIOJIHEHHS. CrocoOHOCTh 3HATH JEKCUYECKUN MU- KOHC‘HeK:F 35 34 | HAT paborta
Opranuzanus orme- 33 HUMYM, OTHOCSIIMICA K OIHUCAHHIO HopT (bonn'o 5'4 5.8 Nel
paTUBHOTO XpaHe- MpEMETOB, CpPEJICTB M IIPOILIECCOB Z[enlcj)BasI S 5 6 Tect 5.9
HHUS JOKYMEHTOB npodecCHOHAIBHON e TebHOCTH pa . Ne2
IMpakTnyeckoe CriocobHOCTh  cOONMIOAATh  MpaBUIIa
3ansaTue Ne 10 36 YTEHUSI TEKCTOB IMpodeccrnoHaIpHOMI

HaIpaBJICHHOCTH;
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Kpatkoe HanmeHo-
BaHHUE pasjerna
(Momynst) / TeMbl
JHCIATUTAHB

Kon
pe-
3yIIb-
TaTa
00y-
YeHUs

Ka3aTeNb? OBJIAACHUSI TBTATAMH
IMokazarens? oBlaae e3 aTa
o0OyueHus

BI/I,Z[ OIICHOYHOT'O CpCACTBa

Texkymmii
KOHTPOJIb

ITpomexy-
TOYHAs at-
TeCTaIus

V1

CriocoOHOCTF  TPaMOTHO  H3JIaraTh
CBOM MBICITH B O(DOPMIISTH JTOKYMEHTHI
mo mpodeccnoHaaTbHOW TEeMaTHKe Ha
TOCYIapCTBEHHOM SI3bIKE

v2

CrocoOHOCTh TOHHMATh TEKCThI Ha
0a3oBble TPOQPECCHOHAILHBIC TEMEI,
y4acTBOBAaTh B JMAIOraX Ha 3HAKOMBIC
o01re 1 mpoheCCHOHAITEHBIC TEMBI

V3

CrocoOHOCTh MHUCATh TPOCTHIC CBS3-
HBIC COOOIICHUS Ha MPOQPECCHOHAID-
HbBIC TEMBI

V4

CrocoO0HOCTh TIPUMEHSATH COBPEMEH-
Hble WH(POPMAIMOHHBIE TEXHOJOTHU
JUI TIONCKa W 00pabOTKHU MpaBOBOU
UHpOpMaIIH

¥5

Cr10coOHOCTh COCTABIATH Pa3IMYHbIE
BUJBI OPUANYECKUX JOKYMEHTOB

\

CriocoOHOCTh aHAIM3UPOBATh IOPHIU-
YECKHUEC q)aKTLI 1 BO3HHUKAIOIIUEC B CBs-
34 C HUMHU NTPABOOTHOLICHHS

Koncnexr 5.3 m.4
[Moptdomuo 5.4
Henosas urpa 5.6

Tema 2.4, 2.5 Pa-
6ota ¢ obpaieHu-
simu rpaxknad. [lo-
PSAIOK TIepeiaun
JIOKyMEHTOB B ap-
XUB WJIM HA YHU-
YTOXKEHHE. ApXUB-
HOE XpaHEHHUE JI0-
KYMEHTOB
IIpakTH4eckoe
3ansaTue Ne 11

31

CrocobHOCTE  cOOIIFOIaTh
o opMIICHHUS TOKYMEHTOB,

npaBuiIa

32

CriocoOHOCTh TIEPEUUCTUTh IPaBUIIA
HOCTPOCHHSI TPOCTBIX W CIOXKHBIX
NpeIoKeHUH Ha TpodecCHOHATIbHBIC
TEMBI; YCTHBIX COOOIICHHI

33

CriocoOHOCTh 3HATh JIEKCHYECKHI MU-
HUMYM, OTHOCSIIMIACA K OIUCAHHIO
MPEAMETOB, CPEACTB M IMPOIIECCOB
po(heCCHOHATIBHOM JIeITENbHOCTH

34

CnocoOHOCTB NEPpEUHCINTL MpaBUjia
COCTAaBJICHUS JOKYMCHTOB

35

CriocoOHOCTh YYHTHIBATH OCOOCHHO-
CTU COLUAJIBHOTO U KYyJIbTYPHOI'O KOH-
TEKCTa;

36

Croco0HOCTh  CcOOMOIaTh  MpaBHiIa
YTEHUS TEKCTOB MPO(EeCCHOHAIBHON
HaMpPaBJICHHOCTH;

VYeTHBII onpoc
5.1m10, 12
Koncnexkr 5.3
m.5-6
Ketic-3amanue 5.5
n7, 8
[oprdonuo 5.4
Henosas urpa 5.6

V1

CrocoOHOCTh  TPaMOTHO  M3JIarath
CBOM MBICITH U OQOPMIISITH IOKYMEHTBI
mo npodeccCHoHaIbHOW TEMAaTHKE Ha
TrOCYJIAPCTBCHHOM SI3bIKE

V2

CrocoOHOCTh TOHHUMATh TEKCThI Ha
0a3zoBble TIPO(ECCHOHANBHBIE TEMBI,
Y4aCTBOBAaTh B AHUAJIOTaX HAa 3HAKOMBIC
o0mre 1 mpod)eCCHOHATEHBIC TEMBI

y3

CrocoGHOCTh THCATh TMPOCTHIE CBS3-
Hble COOOIIeHHs Ha TPOodecCHOHATb-
HBbIC TEMBbI

V4

CrocoGHOCTh TPUMEHSTH COBPEMEH-
Hble MH(GOPMALMOHHBIE TEXHOJOTHU

KoncnekT 5.3
m.5-6
Keiic-3amanue 5.5
n7, 8
[oprdonuo 5.4
Henosas urpa 5.6

KonTposns-
Has pabora
5.8 Nel
Tect 5.9
No2
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Koz Bug onieHouHOTO CpeacTBa
Kpatkoe HanmeHo- pe-
BaHHUE pasjerna 3ynb- | [lokasarens? oBlageHus pe3yibTaTamMu Tpomenxcy-
(Momynst) / TeMbl Tara o0yueHus Texymmit E—
JTUCIIATUINHBL 00y- KOHTPOJIb TecTawms
YEHUS
Ul TIONCKa W 00pabOTKHU IMpaBOBOU
UHpOpMaINH
Vs CrocoOHOCTh COCTaBIIATH Pa3IMYHBIC
BUJIBI IOPUINYECKUX JOKYMEHTOB
V6 CriocoOHOCTE ONEepUPOBaThH IOPUINYE-
CKUMHU MOHSATHAMH U KaTCTOPUSIMH;
CrocoOHOCTh aHATU3UPOBATH IOPHIH-
V7 | ueckue GakThl U BOSHUKAIOIINE B CBS-
31 C HUMH MTPaBOOTHOIICHHUSI
3] CriocobHoCTh  cOONMIOAATh  MpaBUIIa
odopMIIeHHUS JOKYMEHTOB,
CnocoOHOCTh TEPEUYUCIIHTh TIPaBHIIA
0 MOCTPOCHUSI TPOCTBIX M CIIOKHBIX
NpeUIOKEHUH Ha Tpo(decCHOHATBHBIC
TEMBI; YCTHBIX COOOIIEHUH Koucnekr 5.3 .7
CrocoOHOCTh 3HATH JieKcuueckuid Mu- | Iloprdonuno 5.4
3 HUMYM, OTHOCsIuiics K omnucanuto | Jlemosas urpa 5.6
IPEMETOB, CPEACTB M IIPOIECCOB
npodeccnoHaIbHOM AESTEIbHOCTH
34 CriocoOHOCTh TIEPEUUCTUTh IpaBUIIa
COCTaBJICHHsI JOKYMEHTOB
Croco0HOCTh  CcOOMIOgaTh  MpaBHIIA
Tema 2.6 Kowmribto- 36 YTEHUS! TEKCTOB MNPO(eCcCHOHATbHOM
tepuzauus JOVY. HAIpPaBIEHHOCTH; Kountpous-
Aunbdepenuupo- CrocoGHOCTh ~ TPaMOTHO  M3/IaraTh Hast paboTa
BaHHBIH 3a4eT vl CBOM MBICTH B O(DOPMIISTH JOKYMEHTHI 5.8 Nel
IIpakTHyeckoe no npodeccHoHaNIbHON TeMaTHKe Ha Tecr 5.9
3ansiTHe Ne 12 rOCY/IAPCTBEHHOM SI3bIKE No2
CrnocoOHOCTh TOHMMATh TEKCTHI Ha
V2 0a3oBble TPOPECCHOHATBHBIE TEMBI,
y4acTBOBaTh B JMAJIOrax Ha 3HAKOMEIC
o0rme 1 mpodecCHOHATBLHBIE TEMBI Komcmext 5.3 1.7
CrnocoOHOCTh THCATh MPOCTHIE CBS3- TMoprdonmo 5.4
v3 HbIE COOOIIEHHs] Ha NpodeccHoHalb- JlenoBast urpa 5.6
HBIE TEMBI
CrnocoOHOCTh TPUMEHSTH COBPEMEH-
ya | HP€ WHPOPMAIMOHHBIE TEXHOJIOTUH
JUTsE TIONCKa M 00pabOTKH TPaBOBOM
nH(pOpMaITUI
Vs CriocoOHOCTh COCTaBISITh Pa3IHYHbBIE
BUJIBI FOPUINYECKUX JOKYMEHTOB

4 Onuncanue npoueaAypbl OCHNBAHUSA

Pe3ynbrarsl 00y4eHHs 1O TUCLMIUIMHE, YPOBEHb CHOPMUPOBAHHOCTH KOMIIETCHIINH OLICHU-
BAIOTCSI 110 4YeTHIPEX OANbHOM IIKAJe OLEHKAMHU: «OTIMYHO», «XOPOIIOY», «YIOBICTBOPUTEIBHOY,
«HEYJIOBICTBOPUTEIILHOY.

TeKymaﬂ arreéctanusd 1Mo AWUCHUILNIMHE HPOBOAUTCA C LCIIBIO CHUCTEMATHUECKOH IMPOBEPKHU
JocTKeHHH oOyuaromuxcs. OObeKTaMH OLCHHBAHUS SIBISIFOTCS: CTEIICHb YCBOCHUS TEOpeTHYe-
CKUX 3HaHI/II\/'I, YPOBCHB OBJIAJACHHA MPAKTUYCCKUMU YMCHHAMHU W HAaBbIKaMU 110 BCEM BUIaM y‘-Ie6-
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HOM paboThI, yueOHast TUCIUIUINHA (AKTUBHOCTh Ha 3aHATUSX, CBOCBPEMEHHOCTD BBHIMIOJHEHUS pas3-
JUYHBIX BUJIOB 33JIaHUM, TTOCEIIAEMOCTh BCEX BUJIOB 3aHATUHN MO aTTECTYEMOMN AUCIUIUIMHE).

[Ipu mpoBeneHNM MPOMEKYTOYHOM aTTECTAlUHU OIEHWBAETCS JTOCTHIKEHHE CTYJIECHTOM 3a-
MJIAHUPOBAHHBIX O AUCIUIUIMHE PE3yJIbTaTOB 00yUeHUsI, 00ECIIEUMBAIOIINX PE3YIbTaThl OCBOCHUS
0o0pa3oBarenbHON MporpaMMbl B 11ejoM. O1ieHKa Ha 3a4€Te BBICTABIISETCS C yU4€TOM OIEHOK, IMOJY-
YEHHBIX MPU MPOXOKICHUM TeKyllel arrectauuu. [Ipu BbIBEIGHMM UTOTOBOM OIIEHKU «BEC)» TEKY-
IIMX OLIEHOK cOCTaBUT He MeHee 80% B UTOTOBOM, T.€. pe3yJIbTaT IOCTHXKEHUI ydallerocs mo Juc-
[IUTUTMHE 3aBUCHUT OT 3(h(HEKTHUBHOCTHU €ro padOThI B TEYECHUE YIEOHOTO ceMecTpa.

Kpurtepnu oneHuBaHus YCTHOTO OTBETA

(orieHOYHBIE CpeaCTBa: coOece10BaHKE)

S 6an10B - OTBET MOKAa3bIBAE€T MPOUYHbIC 3HAHHUS OCHOBHBIX IPOLIECCOB M3y4yaeMOH Ipej-
METHOH 00JIaCTH, OTJIMYACTCS TITyOUHOM U MOJIHOTOW PAaCKPBITHS TEMBbI; BIIaJICHUE TEPMHHOJIOTHYE-
CKHUM allapaTtoM; yMeHHe OOBSICHSITh CYLHOCTb, SBICHHUH, IPOLIECCOB, COOBITUH, 1eaTh BHIBOJIBI U
000011eHus, 1aBaTh apryMEHTHPOBAHHBIE OTBETHI, IPUBOIUTH MPUMEPHI; OTIMYHOE BIIAJICHUE TIPH-
emMaMu o(opMIIEHHS PA3IUYHBIX BUIOB JJOKYMEHTOB; 3HAaHHE AJITOPUTMa OpPraHU3alMM JOKYMEHTa
Ha MPeINPUATHH; YMEHHUE TIPUBOIUTH IPUMEPHI COBPEMEHHBIX MPOOIJIEM H3ydaeMoil 00IacTH.

4 f6anya - oTBeT, OOHAPY)KMUBAIOLIMI MPOYHbIE 3HAHUS OCHOBHBIX IPOLIECCOB M3y4aeMOil
IpeIMETHOM 001aCTH, OTIIMYAETCS TIIYOMHOM U TOJIHOTOM PAaCKPBITHS TEMBI; BIaICHHE TEPMUHOIIO-
THUYECKUM aIlllapaToOM; YMEHUE OOBSCHATh CYIIHOCTb, SIBJICHUH, MPOLIECCOB, COOBITUM, A€1aTh BbI-
BOJIBI M 00OOIIEHMSI, 1aBaTh apryMEHTHPOBAHHBIEC OTBETHI, IPUBOANUTE MPUMEPHI; XOPOIIee BIlajie-
HUe npueMaMy o(hOpMIICHHUS pa3IMYHbIX BUIOB JOKYMEHTOB; 3HaHUE aITOPUTMa OpraHu3aluu J10-
KyMEHTa Ha MPeIIpUIATHH; YMEHHE MPUBOJUTH IPUMEPHI COBPEMEHHBIX MPOOIeM u3ydaeMoi o0ma-
cti. OJIHaKO JOIMyCKaeTcs OHA - JIB€ OLIMOKH B OTBETE/0()OPMIICHUHU TOKYMEHTA.

3 0aJ1a — OTBET, CBUICTEIBCTBYIONINH B OCHOBHOM O 3HAHUU IPOIECCOB M3Y4aeMOi mpe-
METHOI 00J1aCTH, OTIIMYAIOIIUNCS HEJOCTATOYHOM MTyOUHOM 1 MOJHOTON PACKPBITUS TEMBbI;, 3HAHH-
€M OCHOBHBIX BOIIPOCOB T€OpUH; c1ab0 cOPMHUPOBAHHBIMI HABBIKAMH aHAJM3a SBJICHUHN, IPOIIEC-
COB, HEJIOCTaTOYHBIM YMEHHEM JaBaTh apryMEHTUPOBAHHbIE OTBETHl M MPUBOJUTH IPUMEPHI; cia-
00e BitageHne nmpueMamMu o(hoOpMIICHHUS Pa3InYHBIX BUOB IOKYMEHTOB; HEAOCTATOUHOE 3HAHUE aJI-
rOpUTMa OpraHu3aluy JOKYMEHTa Ha NPEANPUATHH; HEYMEHUE IPUBOJUTH IPUMEPhI COBPEMEHHBIX
npobsieM u3ydaeMoit obnactu. Jlomyckaercss HECKOIbKO OMMOOK B COJEP)KaHUU OTBETA; B BhIOOpE
CTPYKTYPBI UM 0()OPMIIEHUH TEKCTa JJOKYMEHTa, HEYMEHUU MPOBECTH CBS3b C IPYTUMH acleKTaMu
u3y4aeMoil obsacTu.

2 das1a — oTBeT, OOHAPYKUBAIOIIMKA HE3HAHHE MPOLECCOB M3yyaeMoil mpeaMeTHol olna-
CTH, OTIMYAIOUIMIACS HETITYOOKHM PACKPHITHEM TEMbI; HE3HAHWEM OCHOBHBIX BOIPOCOB TEOPHH,
Hec(OpMHUPOBAHHBIMU HaBBIKAMU aHAJIN3a SBJICHUH, POLIECCOB; HEYMEHUEM J1aBaTh apryMEHTHPO-
BaHHbIE OTBETHI, HEC(POPMHUPOBAHHOCTHIO HABBIKOB pabOTHI C JOKyMEHTaMu. JloMmycKaroTcsl cepbes-
Hbl€ OIMOKHU B COZIEp)KaHUU OTBETA; HEYMEHHE CO3/1aTh YIPABICHYECKUI JOKYMEHT.

Kpurtepun oneHuBanns NUCbMEHHOH padoThI

(omleHOYHBIE CpencTBa: pedepar, KOHCIEKT, MOPTQPOINO0, JOKIAA B BUE MPE3CHTAINH, JIE-
J0Basi UTpa, KOHTPOJIbHAs paboTa).

5 6aanoB — B nuceMeHHBIX paboTax (pedepar, KOHCHEKT, MOPTHOIHO, TPE3EHTAIUS, J1EeTI0-
Basi Urpa) MPUBEJCHBI JaHHbIE OTEYECTBEHHON JINTepaTyphl, HHPOPMAalLMs HOPMATUBHO-IIPABOBOTO
xapakrtepa. CTyIeHT BJIaJieeT HaBBIKOM CaMOCTOSITEIIbHON padOTHI IO 33/IaHHOW TeMe; METOAAMHU U
NpueMaMH aHAJIN3a TEOPETHUECKUX M MPAKTUYECKUX aCIIEKTOB M3y4aeMoil oomactu (HaBbIKaMH CO-
CTaBJICHUS U OQOPMIICHHS YIpPaBICHYECKON MOKyMeHTanuu). OOpa3sipl JOKYMEHTOB O(pOPMIICHBI
BepHO. DaKTHUECKUX OLIMOOK, CBA3AHHBIX C NMOHUMaHHEM NpPOOJIEeMbl, HEeT; rpaduuecKu padoThI
0 opMIIEHBI TIPABMIIHHO.

4 6an1a - CTYACHT BJaJieeT HaBbIKaMH COCTABICHHS M O(OPMIICHUS YIIPABIECHUECKON JTOKY-
MEHTAIlMH, METOJIaMU U TIPUEMaMH aHaJIi3a TEOPETUICCKUX W/HITM MPAKTUIECKUX ACTIEKTOB M3yYa-
emoit obsactu. O6pa3ibl JOKyMEHTOB odopmiieHsl BepHO. JlonmyckaeTcs 1-2 ommlku B odopmie-
HUH JOKYMEHTOB.

36



3 6aJu1a — cTyZIeHT caabo BiaJeeT HaBBIKAMH COCTaBIICHUS 1 O(DOPMIICHHS yIIPaBIEHYECKON
JOKYMEHTAIIUM, METOAaMU M MpPHUEMaMH aHalu3a TEOPETHUECKUX W/WIM MPAKTHUYECKUX aCHEKTOB
n3ydaemoit oomactu. OOpa3isl JOKYMEHTOB 0()OPMIICHBI C HAPYIIEHUEM CTPYKTYPHI U OIIHOKaMH B
UCTIOJIb30BaHUM PEKBU3UTOB. Jlomyckaercs He Ooree 3 omuOoK B 0(OPMICHHH JJOKYMEHTOB.

2 fajua - CTyJIEHT HE BJaJieeT HaBbIKAMHM COCTaBJIEHUS U O(GOPMIICHHS YIpaBlIeHYECKOU
JOKYMEHTAIlUM, METOJaMU M MpHUEMaMH aHaJn3a TEOPETHUECKUX W/WIM MPAKTHUYECKUX aCHEKTOB
u3zydaeMoii obiactu. OOpa3isl JTOKYMEHTOB 0()OPMIIEHBI CO 3HAYUTEIIbHBIM HapYIICHHEM CTPYKTY-
pBI JOKyMeHTa  ommbKkamu (Oosee 4) B HCIIOJIB30BAaHUN PEKBU3UTOB. BO3MOXKHA CUTYaIHs, KOTIa
13-32 OTCYTCTBHS HABBIKOB JOKYMEHTHUPOBAHUS CTYJIEHT HE CMOT COCTaBUTh JJOKYMEHT.

KpnTeplm OICHUBAHUA TECTOBOI'O 3aIaHUA

HpI/I IIPUMEHCHUHN TCCTAa B KAYECTBC OLICHOYHOI'O CPEACTBA JIA IMPOBCACHUA ITPOMEKYTOY-
HOI aTTecTaluu HCIIOJIB3YCTCA IIKaJla HHTCPBAJIbHBIX 6aJIJIOB, COOTBCTCTBYIOIIIAsA HUTOT'OBOM OIICH-
K€, a TAK)XXE€ KPUTEPpHUU e€ BBICTABJICHUS B IIPUBA3KE K YETBIPEX OaJIIBHOM cHucTEME:

Onenka OTiinyHO Xopouo Y nosnerBopurensHo | HeynoiieTBOpUTENnbHO
KonunuectBo
0 ot 81% 1o o o
MIPABHIIbHBIX 91 % u> 909 % He meree 70% menee 70%
OTBETOB '

Kputepuu BpicTaB/1eHHSs] OLIEHKHU CTYAeHTY Ha Tu(depeHIIPOBAHHOM 3a4eTe
(OlICHOYHBIC CPE/ICTBA: MMChbMEHHAsE KOHTPOJIbHASL pab0Ta, TECTOBOE 3a/IaHHE)

OreHka 110
MIPOMEKYTOUHOU XapakTepHucTHKa KauecTBa CPOPMUPOBAHHOCTH KOMITCTCHIIHIHA

arrecraguun
CTyneHT IEeMOHCTPUPYET CPOPMHUPOBAHHOCTH AUCHUIUIMHAPHBIX KOMIIE-
TEHIIMI Ha MPOJBUHYTOM YPOBHE: OOHAPYKMBAET BCECTOPOHHEE, CHCTE-
MaTHYECKOE M TIyOOKOEe 3HaHHWE Y4eOHOTrO MaTepuaia, yMeeT TECHO yBs-
3BIBaTh TEOPHUIO C MPAKTHUKOW, CBOOOTHO CIpaBISICTCS C 3aJadyaMH, BO-

«OTIINYHO)

[IpOCaMH U IPYTrUMHU BUAAMU IIPUMEHEHHUs 3HAHWUN, IIPUYEM HE 3aTpyIHS-
€TCsl C OTBETOM IIPU BHJIOM3MEHEHUH 3aJjaHHii, IPaBUIbHO 0OOCHOBBIBAET
IIPUHATOE PEILLIECHUE, BJIAJEET PA3HOCTOPOHHUMHU HAaBBIKAMU U IIPUEMAMHU
BBITIOJTHEHUS MPAKTUYECKUX 3a/1a4 (0(OopMIICHHE TOKYMEHTOB).

CTYI[CHT ACMOHCTPUPYCT C(I)OpMI/IpOBaHHOCTB JAUCHUIITIMHAPHBIX KOMIIC-
TGHIII/II\/'I Ha 0a30BOM YPOBHEC: OCHOBHBIC 3HAHHA, YMCHUA OCBOCHBI, HO 10-
«XOopomo» IMyCKAaroTCA HCE3HAYUTCIILHBIC OIJ_II/I6I(I/I, HCETOYHOCTHU, 3aTPYAHCHUS IIPpU
AHAIIMTUYCCKUX OINEpanurdax, INCPEHOCC 3HAHWUHN U YMGHI/Iﬁ Ha HOBBIC, HEC-
CTAHJAAPTHBIC CUTYyallUH.

CryaeHT neMOHCTpUpPYET CHOPMUPOBAHHOCTD JAUCITUTUIMHAPHBIX KOMIIE-
TEHLUHA Ha MOPOrOBOM YpPOBHE: UMEET 3HaHUA TOJIBKO OCHOBHOI'O Mare-
puana, HO He yCBOWJI €ro JAETalled, B XOA€ KOHTPOJIbHBIX MEpPONPUATUN
«yJIOBJIETBOPUTENb- | IOMYCKAIOTCS 3HAUUTENIbHBIE OMIMOKHM, HEOCTaTOYHO MpPaBUIIbHBIE (OP-

HO» MYJIMPOBKH, HapyIIECHHs] JJOTUYECKON MOCIEA0BATEIIBHOCTH B U3JI0KECHUU
IIPOrPaMMHOI0 MaTepuaja, UCIBITBIBACT 3aTPYIHEHUS IIPU BBIITOJIHECHUU
MPaKTUYECKUX paboT, MpU OMEPUPOBAHNN 3HAHUSIMU U YMEHUSMU MIPH UX
IIEPEHOCE HA HOBBIE CUTYALIUH.

CryneHT neMOHCTpUpPYeT cOPMUPOBAHHOCTH AUCHMILIMHAPHBIX KOMIIE-
TEHLIUA HA YPOBHE HUXKE IIOPOrOBOTO: BBIABIAETCA IOJHOE WIM IPAKTHU-
«HEYIOBJIETBOPH- YECKH ITOJIHOE OTCYTCTBHE 3HAHMM 3HAUUTENIBHOM YAaCTH MPOTPAMMHOIO

TEIILHO» MaTepHuaa, CTyIEeHT JOMYCKaeT CYIIECTBEHHbIE OLIMOKH, HEYBEPEHHO, C
OO0JIBIIMMHU 3aTPYIHEHUSIMU BBIIOIHSIET MPAKTUYECKUE pabOThl, YMEHUS U
HaBBIKM HE C(POPMUPOBAHBI.
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5. HpI/IMepLI OLICHOYHBIX CPEACTB AJId IPOBCACHUSA TeKymei'l arrecranuu

5.1 Bonpocs! s yCTHOrO onpoca:
1 Knaccuduxaius 10KyMEHTOB
2 DBomouus JOKYMEHTa KaK HOCHTENs MHPopMauuu. Bo3HUKHOBEHHE W pa3BUTHE JIEIO-
npousBojcTBa B Poccun
3 Buasl crangaptoB B PO, nx xapakTepucTHKA.
PexBHU3UTHI OCHOBHBIX YIPaBIEHYECKUX TOKYMEHTOB
Buzpl 071aHKOB KOMMEPUYECKOM OpraHu3aluu
[Topsimok perucrpanuy p.JIMLa 1 UHAUBUYaIbHOTO PEAIIPUHUMATENS
Hcropust co3anus CpecTB OPrTeXHUKY (TenedoHa, pakca, mpuHTEpa U Ip.).
OcHOBHBIE IIPaBUJIa OPraHU3aLUK JOKYMEHTOO00pOTa Ha IPEANPUATUN
Oco0eHHOCTH )KYPHAJIBHOM U 3JIEKTPOHHOM CUCTEMBI pETUCTPALIM JOKYMEHTOB
10 Dramel BefieHUs AETIONPOU3BO/ICTBA 110 OOPAIIEHUSAM IPaXkK/IaH.
11 IlonsTHE ONEpPaTUBHOIO XpaHEHUs JOKYMEHTOB, TpeOOBaHUs K OpraHU3alMU OIepaTHB-
HOT'O XpaHEHUs JOKYMEHTOB Ha MPEANPUATHH.
12 ®opmuposanue aen. CucremMaru3anus JOKYMEHTOB B JeJie

© 00 N O O~

5.2 Tema pedepara

1. Hamucats u opopmuts pedepat Ha TeMy: «IBONIOLHMS JOKYMEHTa Kak HOcUTels uHGOp-
Maluu. Bo3HukHOBeHNE U Pa3sBUTHC ACTIONPOU3BOACTBA B Poccuny

2. CTpyKTypHBIE 3JI€MEHTHI pedepara: cojaepkaHue; BBEJACHNUE; OCHOBHAsI YaCTh; 3aKJIHOYC-
HUE; CITUCOK UCTIOIh30BAHHBIX HCTOYHUKOB; MPHUIIOKEHUS (TIPH HEOOXOJMMOCTH).

PexomeHryeMblii 00beM CTPYKTYPHBIX 3JIEMEHTOB pedepara.

HaumenoBanue vacteil pedepara KommaectBo cTpanui
TuTYBHBII JIHCT 1
Copep:xanue (C ykazaHHEM CTPAHMIL) 1
Beenenue 1-2
OcCHOBHasl 4acTh 15-18
3aKI0ueHne 1-2
CIUCOK UCTIOIh30BAHHBIX HCTOYHUKOB 1
[Ipunoxenns be3 orpannuenui

B conepxanum mpuBOIATCS HaUMEHOBAHMS CTPYKTYPHBIX 4yacTel pedeparta, riaB U mapa-
rpad)0B €ro OCHOBHOW YacTH C yKa3aHHEM HOMEpa CTPAHHUIbL, C KOTOPOW HAYMHAETCS COOTBET-
CTBYIOIIIasA YacTh, IJ1aBa, maparpad.

Bo BBenmenun naercs oOmras xapaktepucTuka pedeparta: 0O0OCHOBBIBAETCS aKTyaJIbHOCTH
BBIODaHHOW TeMbl; ompeaessercs Ieab paboThl M 3aJaud, MOAJEKAIlWe pelIeHuto Uil eé
JOCTMDKEHUS; OMUCHIBAIOTCS OOBEKT W TpEeAMEeT WCCIeNoBaHus, HWHPOpManuoHHas 0aza
UCCIIEIOBaHMSL; KPATKO XapaKTepU3yeTcsi CTPYKTypa pedepara 1o riiaBaM.

OcHOBHas 4acTh JOJDKHA COJEp)KaTh MaTephall, HEOOXOMUMBIN IS JOCTHIKEHHS MOCTaB-
JICHHOM LleNM U 3a/1ad4, pelaeMbIX B Ipoliecce BbIoNHeHUs pedepara. OHa BKIo4aeT 2-3 riiaBbl,
KaXKaasi U3 KOTOPBIX, B CBOIO odepe/ib, AennuTces Ha 2-3 maparpada. CoaepkaHre OCHOBHOM 4acTu
JIOJDKHO TOYHO COOTBETCTBOBATH TEME MPOEKTa M MOJHOCTHIO €€ pacKpbIBaTh. | 1aBbl U nmaparpadsl
pedepaTta TOHKHBI PACKPHIBATh OMMCAHUE PENICHUsS MOCTABJICHHBIX BO BBEJACHHUH 3anad. [loaTomy
3aroJIOBKM TJIaB U naparpadoB, Kak MpaBUIIo, JOJDKHBI COOTBETCTBOBATH MO CBOEH CyTH (POpPMYIIH-
poBKaMm 3aaa4 pedepata. 3arosoBka «OCHOBHAs 4aCcThb» B CojIepKaHuU pedepaTa ObITh HE JOHKHO.

OO0s3arenbHBIM A1 pedepaTa sBISAETCS JOrMUYEcKas CBA3b MEXIY IJIaBaMU U TOCIIEA0Ba-
TEJIHOE Pa3BUTHE OCHOBHOW TEMBI Ha MPOTSHKCHWU BCEW pabOTHI, CAaMOCTOSITEIHHOE M3IIOKEHHE
MarepHala, apryMeHTUPOBAaHHOCTb BBIBOJIOB. Taxke 00s3aTebHBIM SBISETCS HAINYHE B OCHOBHON
gacTu pedeparta CChUTOK Ha UCTIONh30BaHHBIC HICTOUHUKH.
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N3noxenne HEOOXOIUMO BECTH OT TPEThEro Juia («ABTOpP MOJIAraeT...») 00 HUCIOIb30-
BaTh OE3NUYHBIE KOHCTPYKIUU W HEOIpeAeTIeHHO-THYHbIe TpemioxeHus («Ha BTopom srtare wmc-
CIIEyIOTCS CIEeNyIoUIe MOAXOobl...», «I[IpoBeneHHOE HucclieoBaHUE MO3BOJIWIO J0Ka3aThb...» U
T.IL.).

B 3axiroueHun JIOTMYECKH IOCJIEOBATEILHO H3JIAraloTCs BBIBOJBI, K KOTOPBIM IPUILEI
CTYACHT B pe3yJbTaTe BBINOJHEHHs pedepara. 3akIroueHue JOHKHO KPAaTKO XapaKTepU30BaTh pe-
IIEHHE BCEX IMOCTaBJICHHBIX BO BBEACHHUHU 3a/1a4 U JJOCTHKEHHE LIeH pedepara.

CHucoK HCHOJh30BAHHBIX MCTOYHHKOB SBISICTCS COCTAaBHOW YacThIO PabOTBI U OTpaXkaeT
CTeNeHb M3yYEHHOCTH paccMaTpuBaeMoil mpobiieMbl. PekoMeHayeMoe KOJUYeCTBO HCTOYHHKOB
cocrapisieT 8-12 HaumeHnoBaHuil. [Ipu sToM B criucke 00s13aTeNIbHO JOKHBI IPUCYTCTBOBAThH HC-
TOYHHMKH, U3JJAHHBIE B MOCIEAHUE 5 JIeT, a TaKKe HBbIHE JHCTBYIOIINE HOPMAaTHBHO-TIPABOBBIE aK-
ThI, PETyJIMPYIOIIUE OTHOILIEHHUS, paccMaTpuBaeMble B pedeparte.

B npunoxxenus ciaenyer OTHOCUTh BCIIOMOTATEIbHBIA MaTepuall, KOTOPBHIA MPH BKIIOYSHUU
B OCHOBHYIO 4acTh pa0OThI 3arpOMOKIAeT TEKCT (TaOJIMLbI BCIOMOTaTeIbHBIX JAHHBIX, HHCTPYK-
[IUU, METOUKH, (POPMBI JOKYMEHTOB U T.I1.).

OcHoBHbIe TpeOoBaHuUs K opopmiieHHIO pedepara:

— TEKCT BBITIOJIHAETCS Ha OJTHOM CTOpOHE JincTa Oenoi 6ymaru popmara A-4

— pasmep mpudra-14; Times New Roman, iser — 4epHblii;

— MEXAYCTPOUYHBII MHTEPBAJ — IIOJIYTOPHBI;

— TIOJISL HA CTPAHUIIE — Pa3Mep JIEBOTO TOJS — 3 €M, IpaBoro- 1 cM, BEpXHEro-2cM, HIKHE-

— 0oTGOPMATUPOBAHO 11O IIUPHUHE JIUCTA;

— HyMepalus CTPaHHI[ TEKCTa — CIIpaBa BBEPXY.

CHHCOK MCIOJIb30BAaHHBIX HCTOYHUKOB JOJDKCH (DOPMUPOBATHCS 110 MEPE TOSABJICHHS Ha HUX
CCBIIOK B TekcTe pedepara. [Ipunoxenus cienyetr ohopMIIsaTh Kak MPoIoJKeHHE pedepara Ha ero
HOCJICAYIONMX CTpaHuax. Ha Bce mpuiioskeHus B TEKCTE pabOThI TOJUKHBI OBITH CChUTKU. Pacmona-
TaThb IMPUITIOKCHUA CICAYCT B MMOPAAKE ITOABJICHUS CCBIJIOK Ha HUX B TCKCTC.

5.3 Temwt Koncnekmos

1. Obmas xapakTepucTUKa CUCTEM JAOKyMeHTauu B PO

2. OtnenbHbIe 0COOCHHOCTH OGOPMIICHUS TEKCTa JOKyMEHTa (uucen, Tabnuil, UMeH u ¢a-
MUJTU)

3. Oco0eHHOCTH TOATOTOBKM U O(OPMIICHHUSI JOKYMEHTOB JEJOBOI NMEPENUCKH OpraHu3a-
MU (JOKIJIAI-TIPE3EeHTALINs )

4. Ilopsaok HampaBieHUsI TOKyMEHTa Ha UCTIOJIHEHHE. Buabl 1 popMbl KOHTPOIISE UCTIOTHE-
HUS, CPOKOBAs KapTOTEKa

5. U3yuuts «I'OCT P 7.0.8-2013 Cucrema cranmapToB 1o uHpopmaiuu, OMOIMOTEYHOMY U
U3JaTeIbCKOMY Jieny. J[enonpous3BOJCTBO U apXMBHOE Aei0. TepMHUHBI U onpeneneHus» u odop-
MHTb KPAaTKHUii CIOBaph TepMHHOB (15-20 TepMUHOB).

6. Cpoku XpaHeHHs TOKyMEHTOB

7. OcOOEHHOCTH OpPTaHHU3aIlMU IEKTPOHHOTO IOKYMEHTO0O00pOTa

5.4 Ilopmdghonuo:

[ToaroroButs 1 0HOPMHUTE CIIETyIOUIHE 00pa3Ibl TOKYMEHTOB!

- IMYHOE 3asIBJICHUEC

- IPUKa3 PyKOBOJUTEINSI OPTaHU3ALUH [0 OCHOBHOU JICSTEIHBHOCTH

- PaCTOPSHKEHUE 3aMECTUTENS] PYKOBOIMTEISI OpPraHU3aI[iK

- IITaTHOE PACIHCAaHHE OPTraHU3aALUH

- pe3tome, JTMYHOE 3asBICHUE

- JIeNIOBOE€ MHUCHMO (MMCHMO —3alpoc, TapaHTHHHOE —IIHMChMO, MUCHMO-TIOJTBEPIKICHUE;
MHCEMO-TIPETEH3H)

- ciry)keOHast CIpaBKa;
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- cITy>)keOHasi TOBEPEHHOCTh;

- perucTpanoHHble (POPMBI I BXOAIIUX U UCXOJAIINX JOKYMEHTOB,;

- HOMEHKJIaTypa JieJl OpraHu3aIuy;

- TUTYJBHBIA JUCT OOJIOKKH JieJla OpraHu3alliu.

Conepxanue, CTpyKTypa U oopMiieHHE HOKYMEHTOB NOJDKHO cooTBercTBoBaTh I'OCT P
7.0.97- 2016 «Hammonanbublii crannapt Poccuiickoit @enepanun. CuctemMa CTaHIApTOB IO WH-
dbopmaruu, 6MO6IMOTEYHOMY U M3JAaTeNbCKOMY Aeny. OpraHu3almOHHO-pacopsIAUTENbHAs JOKY-
MmeHTaius. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOBY.

5.5 Keiic-3aganus

Keiic- 3aganue Nel

CkauaTp U3 UHTEpPHET PECYpPCOB 3asiBJICHHE HAa PErucTpaluio Iopuandeckoro gumna (popma P
11001). 3amomHATH JOKYMEHT, BBIOpaB mpou3BoiibHbIe Koael OKBJI-2 mist opranu3anmu OusHeca.

Keiic- 3aganue Ne?

OdopMuUTh MITATHOE PACTIMCAHUE JJIS JIOTHCTUYSCKOW MM TOProBoi opranu3zamuu. CTpyk-
TYPHBIX MOJIpa3ielIieHUui T0JKHO OBITH HE MEHee 5.

Keiic- 3ananue Ne3

[IpoBecTu ananu3 ocobeHHOCTEH 0hopMIIEHUS PACTIOPSIAUTEIBHBIX JOKYMEHTOB Pa3IM4HbIX
opuanYeckux Jul (M3ydutsh 7-10 06pasnos). CaMOCTOATENBHO CMOJIEINPOBATh YIIPaBICHUYECKYIO
CUTYaIUIO U AJis Hee 0hopMUTh 00pa3el] pacopsHKEHUS 3aM.IMPEKTOpa OpraHU3aIiH

Keiic- 3ananne Ned

Odopmuts pesrome Ha no3unui0 «I[IoMOITHUK IOpUCTa» B IOPUIUYECKYIO KOMIIAHHIO, HAIH-
caTh 3asiBJICHHUE O IpueMe Ha padoTy.

Keiic- 3aganne Ne5

OdopMuth CiTy))keOHYIO JOBEPSCHHOCTh Ha IMOTYICHHUE YKCIISIUTOPOM TOBapa CO CKIIAIA.

Keiic- 3aganne Neb

N3yunth ocobeHHOCTH O(GOPMIICHUS KYPHAIBLHON M AJIEKTPOHHON (hOPM PETHCTpaIMH J10-
KyMeHTOB. OpopMuUTh 00pasiibl KypHAIbHBIX PETUCTPALMOHHBIX (POPM AJI pEerUCTpalluU BXOJS-
IIUX, UCXOASIINX U BHYTPEHHUX TOKYMEHTOB. JlJIs PEeIJI0’)KEHHOT0 MperogaBaTesieM akeTa roTo-
BBIX YIPaBJICHUYECKUX JOKYMEHTOB HEOOXOJIMMO BBIOPATh MPABHIIBHYIO PETUCTPALMOHHYIO (HOpMY
Y BBITIOJIHUTH Omepaluio «Perucrpanms 10KyMeHTay.

Keiic- 3aganue Ne7

CocTraBUTh CXeMy IOKYMEHTO0OO0pOTa OpraHU3aIluy IPH padoTe ¢ 0OpAIIEHUSIMHU TPAXKIaH.

Keiic- 3aganne Ne8

OdopMuUTh TUTYIBHBIN JIMCT JIeJ1a JIs CA4YM €T0 B apXUB OpPTaHU3aAIUN

5.6 flenosaa uzpa «Ocnognwle 00KyMeHnmul ynpasieHusy.

Konnenuus 1enoBoit urpsl Mo AUCHUIUIMHE COCTOUT B cienyromeM. CTyqeHTbl pa30uBaroT-
CSl Ha TPYIIIbI, KaX/aas U3 KOTOPBIX MPEJCTaBIsIeT cO00OW OJHO M3 CTPYKTYPHBIX MOJpa3zesieHui
npennpusatus. Ha3Banue npeanpusatus, ero BUA IEATEIBHOCTH W OPraHU3alMOHHO-IIPABOBYIO
(GbopMy CTYAEHTHI BbIOMPAIOT CaMOCTOSITENIbHO. PaOOTHUKM yKa3aHHBIX MOJApa3JeNeHUN (TPYMIIbI
CTYZICHTOB) TOTOBST MaKeT 0Opa3lOB JOKYMEHTOB B COOTBETCTBHUH C BBINOJIHAEMBIMH (PYHKIIHO-
HaJIbHBIMU 00s3aHHOCTSAMHU. Ha mpakTHuecKux 3aHATUSAX CTYACHTHI OQOPMIISIIOT IpPEIJIOKEHHbIE
npernojiaBaTesneM o0pasiibl JOKYMEHTOB, YTO MIOMOTAaeT CTYJ€HTaM OCBOUTh TEOPETUUYECKHE 3HAHUS
U MPaKTUYECKHE HaBBIKK pabOThI C JOKyMeHTaMH. Takas MOAroTOBKa 00JIerdaeT caMOCTOSATEIbHOE
cocTaBlieHHE U opopmIIeHHE 00Pa3LIoB TOKYMEHTOB IS I€JIOBOM UTPHI.

Kaxxnas rpymnmna cTyZeHTOB BbIOMpAET ce6e COOTBETCTBYIOIIUE POJIU:

—  Jlupexuus (IUpEKTOp M €ro 3aMecTUuTeNu -4 yel.). ['0ToBAT 00pa3ibl OpraHu3aliOHHbBIX
U PAaCHOPSIUTENBHBIX JOKYMEHTOB (yCTaB, IITATHOE pacHUCaHUE, PUKA3 [0 OCHOBHOM JIeSATEIbHO-
CTH, pacIOpsKEHHE 3aMECTUTENS JUPEKTOPA OpraHu3alliy, peuieHne yupeauTenei, ciyxeoHas 10-
BEPEHHOCTH);

— cayx6a JIOY (4-5 dgen.) T'oToBsAT 00pasmpl OpraHU3AIMOHHBIX W WHOOPMAIMOHHO-
CIIPABOYHBIX JIOKYMEHTOB (JIOJDKHOCTHAs MHCTPYKIUS crienuainucta ciyxosl JJOY, nporokon, akt

40



CIIUCaHMs IOKYMEHTOB, CIpaBka 00 00beMe JOKYMEHTOO00pOTa OpraHU3alluy 3a MECHI], TOKIa Has
3ammcka, 00pasibl 001Iero 0yiaHka U OJIaHKa MUCEM OpPTaHU3AIHHN);

—  KoMmMepueckas ciyx0a (4-5 gen.) ['oToBaT 00pa3isl HHGOPMAIIHOHHO-CITPABOYHBIX J10-
KYMEHTOB (TapaHTUHHOE MHCbMa, MUCHMO-TIOATBEPKIACHHE (2 BUIa), cioyKeOHasl 3amucKa, akT,
CIpaBKa, CIIy>KeOHasi JOBEPEHHOCTH ).

—  Kazapoas ciyxk0a (4-5 gen.) ['oToBaT 06pa3iibl JOKYMEHTOB 10 JUYHOMY COCTaBY (IpH-
Ka3 M0 JINYHOMY cocTaBy (3 Buza), pe3roMe, 00bICHUTENbHAS 3alIMCKa, TUYHAs KapTouka pabOTHH-
ka opma T-2, cpaBka 0 KOJTUYECTBE BAKAHTHBIX MECT Ha MPEANPUATHN HA ONPEACICHHYIO ATy
(unu crpaBKa O CTa)Ke COTPYIHHUKA);

— cayx0a noructuku (4-5 yen.) I'otoBsaT 00pasisl HHOOPMAITMOHHO-CIIPABOYHBIX JIOKY-
MEHTOB (ITUCHMO-3aAMPOC, MUCHMO-TIpeIoKeHue (odepTa), akT mpuema-nepesadyd MaTepUuatbHbIX
[IEHHOCTEH, crpaBka 00 o0bemax npojax 3a 1 kBaprai, ciy:ke0Hasi JOBEpEHHOCTh, TPOTOKOI 3ace-
JIAaHUS CITY>KOBI JIOTUCTHUKH ).

—  KJIHMEHTCKas ciyxo0a (4-5 ven). ['oToBIT 00pa3iibl HHPOPMAIIMOHHO-CIIPABOYHBIX JTOKY-
MEHTOB (MMMCbMO —IpeTeH3Us], HHPOPMAIIMOHHOE MUCbMO, aKT MOJYYEHHs] MaTepuaibHBIX HEHHO-
CTEM, JOJDKHOCTHASI MHCTPYKIHS CIICIUAUCTA KIMEHTCKOM CyKObl, JOKIaJHas 3alUCKa, JTNYHAs
JIOBEPEHHOCTb ).

O:xujgaemble pe3yJabTaThl:

1) 3akperuieHre TEOPETUIECKUX 3HAHUN B 00JACTH COCTABICHUSA U 00PabOTKH TOKYMEHTOB
yIIpaBIICHUS;

2) oBaJieHUE HaBbIKAMU PAOOTHI C TEXHUYECKUMU CPEACTBAMH CO3[JaHUS TIOKYMEHTOB;

3) oBnaseHHE HaBbIKaMM PAOOTHI B KOMaHAE M YMEHME OLIEHHWBATH PE3YNbTaThl PabOTHI
Ka)KJOr0 y4aCTHUKA TPYTIIIHL.

Conepxanne, CTpyKTypa U oOpMIICHHE TOKYMEHTOB JOJDKHO coorBercTBoBaTh I'OCT P
7.0.97- 2016 «HanuonanwsHbiii cranmapt Poccuiickoii @eneparnuu. CrucremMa CTaHIapTOB IO HWH-
dbopMmaruu, OUOIMOTEYHOMY M M3JAaTelbCKOMY aeny. OpraHu3alnoHHO-PACIIOPSIIUTEIbHAS JTOKY-
MeHTanus. TpeboBaHus K 0QOPMICHUIO JOKYMEHTOBY. Pe3ynbTaThl AeMOBOM UIPHI MPEACTABUTH B
BUJIC TIPE3CHTAIIHH.

5.7 Tecmoegoe 3a0anue Nel

Bapuanm 1

1. JIokyMEHTOM Ha3bIBaETCS

1) COBOKYIHOCTB CBEIeHUI O mpenMeTax, (pakTax, COOBITUAX U Mpolieccax He3aBUCHUMO OT
(bOopMBbI UX MpPEACTABICHUS

2) 3auKcHpOBaHHasE Ha MaTepUaIbHOM HOCHUTENe MH(pOopMalUs ¢ PeKBU3UTAMHU, MO3BOJIS-
IOLUMH €€ UICHTU(PUIIMPOBATD

3) nepeueHsb (CHMCOK) KaKUX-TH0O0 JaHHBIX, PACTIOJIOKEHHBIX B ONPEIEICHHOM MOPSAKE

4) 3anuch yU4ETHBIX JAHHBIX [0 YCTAHOBJIEHHOU (opMme

2. B KakoM M3 NEPEUUCIIEHHBIX HOPMAaTUBHBIX JIOKYMEHTOB COJEPIKATCS ONPENEICHUS Tep-
MHUHOB «JIOKYMEHT» U «UH(QOpMaIHs»

1) TOCT P 7.0.8-2013. HanmonansHbiii cranmapT Poccuiickoit ®emepamun. «Cuctema
CTaHJapTOB MO HHGOpPMALMK, OMOTUOTEUHOMY M M3AaTeNIbCKOMY Jieny. Jlemonponus3BoacTBO U ap-
XUBHOE J1€510. TepMUHBI U ONIpEAETIEHUS .

2) T'OCT P51141-98 «/lenonpons3BoicTBO U apXHUBHOE J1€710. TepMUHBI U ONpeeIEHUs»

3) denepanbHblii 3ak0H «O0 MHopManuy, MHGOPMATHU3AMK U 3allUTe HHPOPMALIUN»
Ne24-®3

4) TOCT P 7.0.97-2016. Hamnuonanensiii crannapt Poccuiickoit ®@enepanuu. «Cucrema
CTaHJapTOB MO wWHpOpMaNUKH, OUOIMOTEUHOMY W U3JIaTeIbCKOMYy feny. OpraHu3anuoHHO-
pacriopsiauTenbHas JOKyMeHTalus. TpeOoBaHus K 0(OPMIIEHUIO TOKYMEHTOBY.

3. IocTOBEpHOCTH yNpaBlIeHUYECKOW WHPOpMAIIUHU:

1) ompenensieTcst CTENeHbI0 COOTBETCTBHUS €€ COJIePKaHHsI OObEKTUBHOMY COCTOSIHHIO JIEIT;

2) xapakTepu3yeT ee 00beM. KOTOPbIi 10JKEH ObITh TIOCTATOUYHBIM JIJISl IPUHSATHUS PELLECHU;

3) ompexenseTcs BpeMEHeM ee Tepeadn U 00paboTKu;
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4) Bce BEpHO

4. JlokyMeHTHpOBaHUE - 3TO MPOLIECC:

1) ABWKEHMsI JOKYMEHTOB B OpraHM3alluid ¢ MOMEHTA MX CO3JIaHMs WIM MOJydeHHs JI0 3a-
BEPILEHUS UCIIOJHEHUS UM OTIIPABJICHUS;

2) NpUCBOEHUS JOKYMEHTaM MOPAAKOBBIX HOMEPOB M YCIOBHBIX O003HAYEHUH;

3) 3amMcu y4eTHBIX JaHHBIX O IOKYMEHTE TI0 YCTaHOBJICHHOW (opme, pukcupyomas (akr
€ro CO37aHus, OTIPABJICHUS WIN IOTY4YEHUS;

4) 3anucu nHGOPMALUY Ha PA3IMYHBIX HOCUTENSX M0 YCTAaHOBJICHHBIM IIPaBHIIaM

5. Ilpu knaccudukanuy JOKyMEHTOB 110 CIOCO0Y (UKCALUU, KAaKUEe U3 ePEUUCIICHHbIX BU-
JIOB IOKYMEHTOB HE OTHOCATCS K JaHHOM TpyIIe

1) BHyTpEeHHUE

2) MUChbMEHHBIE

3) rpaduueckue

4) aKycTHUYECKHE

6. Opranuzanuei paboThHI C TOKYMEHTAMU HA3BIBACTCS

1) oOecnieueHue IBUXKEHUS JOKYMEHTOB, UX XpPAaHEHUs U UCIOJIb30BAHUS B TEKYyILIEH paboTe
OpraHu3aluu

2) npoliecc MPUCBOEHUS TOKYMEHTaM HMOPSAKOBBIX HOMEPOB U YCIOBHBIX 0003HAUEHUH

3) 3ammch YYETHBIX JAaHHBIX O JOKYMEHTE 10 YCTaHOBJIEHHOW (opme, puKcupyromas Gpaxt
€ro CO37aHus, OTIPABJICHUS WIN HOTY4YEHUS

4) 3anuch nH(GOPMAIMY Ha PA3IMYHBIX HOCUTEISX M0 YCTAaHOBJICHHBIM ITPaBHIIaM

7. OcHOBOM JUIsl HPUHATHS ONTUMAJIBHOTO YIIPABJIEHYECKOTO peleHUs sABisieTcss uHdopMma-
. HazoBuTe, Kakoi M3 MEepeunCIeHHBIX KPUTEPUEB HE SIBIISIETCS 00S3aTENbHBIM Il HH(pOpMa-
LIUH, KOTOPYIO MOJIy4aeT yIpaBisioIas cucTema:

a) MOJHOTA;

0) COITOCTaBUMOCTb;

B) JIOCTOBEPHOCTb;

I') OIIEPATUBHOCTh

8. OnHUM U3 HaNpaBJIEHUN COBEPILIEHCTBOBAHUS JOKYMEHTAIUH SIBJISIETCS CTaHAapTU3aLus,
KOTOPOH Ha3bIBaeTCs

1) mporecc ycTaHOBJIEHUS! M IPUMEHEHUS CTaHJapTOB

2) ynopsiioueHHas paboTa Mo ONTUMU3ALUU CTPYKTYpPBI, COEPKAHMs, CTUIIS CO3AaBAEMBIX
JIOKYMEHTOB U CO3/JaHUS Ha 3TOM OCHOBE TUIIOBBIX BAPUAHTOB UX TEKCTOB

3) COBOKYITHOCTb JIEHCTBHI, 00ECTIEUMBAIOIINX CBOEBPEMEHHOE UCIIOJIHEHNE IOKYMEHTOB

4) pazpaboTka eaAuHBIX (HOPM JIOKYMEHTOB U TIPABUJI UX COCTaBJICHUS U 0OpMIICHUS

9. K kakoMy nepruoay BpEMEHH OTHOCUTCS YUPEKIACHHE KAHLEIAPUH U JOJDKHOCTH CEKpe-
Taps

1) nepuoy npukasHoro jenonpousBojcTsa (16-178B.)

2) KOJIIEKCKOTO Aenornpon3BoacTa (17-18BB.)

3) MUHHCTEpCKOro fenonpou3BocTaa (18-198B.)

4) nepuonay cranosnenuss CCCP (1920-1930rr.)

10. OCHOBHBIM JOKYMEHTOM, PEryJUPYIOIIUM OTHOLIEHHUS, BOSHUKAIOLINE NIPU CO3JJaHUU U
MCIIOJIb30BaHUU OpPraHU3alMsIMU UH()OPMAIIMOHHBIX TEXHOJIOTUH, SIBIISIETCA

1) I'paxxnanckuii kogexc PO

2) N'ocynapcTBeHHast cucteMa J0KyMEHTAIIMOHHOTO 00ecTIeueH s YIpaBJIeHUs

3) TOCT P 7.0.97-2016. HaumonaneHblii crannapt Poccuiickoit @enepanuu. «Cucrema
CTaHJApTOB MO WHpOpMaNUK, OUOIMOTEUHOMY W U3JIaTEIbCKOMYy feny. OpraHu3anuoHHO-
pacriopsiauTenbHas JOKyMeHTalus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOB).

4) ®enepanbHblii 3akoH «O0 uMHpOpmanuu, MHPOPMATH3ALUU M 3alIUTE HHPOPMAIU)
Ne24-03

11. Obmee opraHU3aIMOHHO-METOIMYECKOE PYKOBOJICTBO MTOCTAHOBKOM JIEIOMIPON3BO/ICTBA
B P® ocymecTBIsoT

1) dbenepanbHble TOCYIaPCTBEHHBIE APXUBBI
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2) denepaibHOE apXUBHOE areHTCTBO PD

3) [IpaBurensctBo PO

4) Beepoccuiickuii HAyYHO-HCCIICIOBATEIHCKUM HHCTUTYT TOKYMEHTOBEJCHUS U apXUBHOTO
nena

12. brankoM npeanpusiTus siBIsSETCS

1) nuct Gymaru ¢ 3apaHee BOCIIPOU3BEACHHBIMU PEKBU3UTAMH 00 OpraHu3aluu

2) opuIMAIbHBIN TIOKYyMEHT, OTIIPaBICHHBIN IPYTrUM OpraHu3alusIM

3) MoJens TOCTPOCHHS JOKYMEHTa, yCTaHaBIMBatoas (popMaTsl, pa3Mepsl HOJIEH U ero oc-
HOBHbBIE PEKBU3UTHI

4) >xypHaj, COCTaBJICHHBIN MO OIpeneTIeHHONH GopMe U coAepKalllui CBeIeHUs O TOKyMEH-
Tax U oepanusx ¢ HUMU

13. Ykaxure, Kakue U3 Ha3BaHHBIX PEKBU3UTOB HE yKa3bIBaeTCs Ha OJIaHKe MMHUChMa

1) smbnema opranuzanuu

2) HaMMEHOBaHME BUJIA TOKYMEHTA

3) cupaBOYHBIE TaHHBIE 00 OpraHU3aluu

4) nata ¥ perucTparmOHHBIA HOMEP

14. IIpu yrioBoM LIEHTPOBAHHOM PACIIOJIOKEHUH PEKBU3UTOB

1) Bce cTpoku OJlaHKa HAUMHAIOTCS OT TPAHUIIBI JIEBOTO IOJISA, MPaBbIi Kpail He BhIpaBHUBA-
eTcst

2) BCe PEKBU3UTHI PACIIONIAaratOTCs Ha JIEBOM IOJ€ JOKYMEHTAa M BBIPABHHUBAIOTCS OTHOCH-
TEJIbHO CEPEUHBI JTUCTA JOKYMEHTA;

3) peKBHU3UTHI pacroiararoTcs MO BCEH IMIUPUHE JIMCTA C PABHBIM yJIaJICHUEM KaxI0u CTpo-
KU OT JIEBOT'O U IIPaBOro I0JIS;

4) peKBU3HTHI PACIIONIaratoTCsl HA CBOOOJHOM BEPXHEM I10JIE JINCTA

15. HammenoBanue (uimana, mpeicTaBUTEIbCTBA UM CTPYKTYPHOTO TOAPA3ACICHHS Opra-
HU3ALMU YKA3bIBAIOT B TOM CJIy4ae, €CIIM OHO SBJISETCS

1) oTipaBuTENEM JOKYMEHTA

2) moJsrydaTteneMm JOKyMEHTa

3) UCIIOJTHUTEIIEM IOKYMEHTA

4) aBTOpOM JTIOKyMEHTa

16. PexBu3ut HaumeHnoBaHue Buja TOKyMEHTa IMUIIETCS 3arylaBHBIMU OyKBaMU U MPOCTaB-
JseTCs

1) Ha Bcex JOKyMEHTax

2) Ha MpHKa3ax ¥ pacHopsHKEHHUSIX

3) Ha Bcex JOKYMEHTaX, KpoMe IHuceM

4) TOABKO HA OPraHU3alMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTAX

17. Kakue u3 NpuBEIEHHBIX TOKYMEHTOB HE NOJJIEKAT YTBEPKIACHHUIO

1) pacniopsikeHUs! pyKOBOAUTEINS MPEAIPUATHS

2) aKkTbl IPOBEPOK U PEBU3HM

3) nonoxeHue 0 CTPYKTYPHOM IOJIpa3/ieIeHuN

4) oTueThl 0 KOMaHIUPOBKAX COTPYIHUKOB

18. PEKBU3UT «pe30I0LUS» PACIOIaraeTcs

1) Ha moceHeM JIMcTe JOKYMEHTA MO/ PEKBU3UTOM «aJpecar»

2) Ha MepPBOM JIUCTE JOKYMEHTA HaJl pEKBU3UTOM «aJpecaTy»

3) Ha mocieIHeM JIUCTE JOKYMEHTA M0/] PEKBU3UTOM «HAaWMEHOBAaHHUE BU/IAa JOKYMEHTA

4) Ha IEpPBOM JIUCTE JOKYMEHTA MO/ PEKBU3UTOM «aJpecary»

19. Ilpu u3noxxeHnu UUPPOBON WM CIOBECHOW MHPOpMAUU 00 OJTHOM O0BEKTE, KOTOPHI
XapakTepu3yeTcs Mo Py IPU3HAKOB, TEKCT JJOKYMEHTa 0(OpMIISIOT B BUJIE

1) cBs3HOrO TEKCTA

2) aHKEThI

3) TabauIBI

4) koMOMHaI¥K 3TUX (HOPM.

20. PexBu3uT «PerucTpanioOHHbIII HOMEDP JTOKYMEHTa» MPOCTaBISAETCS:
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1) Hmke pexBu3nTa «JlaTa TOKymMeHTaY,

2) BblllIE pEKBU3UTA «/laTa noKymMeEHTa»;

3) Ha OJTHOM YPOBHE C PEKBU3UTOM «JlaTta qoKymeHTaY;

4) Huxe pexBusuTa «TEKCT TOKyMEHTa»

Bapuanm 2

1. B xakoM U3 NEpEeYUCIIEHHBIX HOPMATUBHBIX TOKYMEHTOB COZIEPXKATCS OIPENEICHUs Tep-
MHUHOB «JOKYMEHT» U «HH(}OpMaIus»

1) TOCT P 7.0.8-2013. Hamwmonaneubiii ctanmapt Poccuiickoit ®enepanuu. «Cucrema
CTaHJApTOB 10 MHPOpMaLUHU, ONOINOTEYHOMY M M3JaTelbCKOMY Jeily. Jlenonpous3BoacTBO U ap-
XHUBHOE J1e510. TepMUHBI ¥ ONPEACTICHUSY.

2) T'OCT P51141-98 «/lenonpous3BoacTBO U apXUBHOE /1€710. TepMUHBI U ONPEIEIICHUS»

3) ®enepanbhbiii 3ak0H «O0 wHbOpMauu, MHGOPMATH3AMKA W 3alIUTe WH(OpMAIUN»
Ne24-03

4) TOCT P 7.0.97-2016. HamumonanpHbli ctanaapT Poccuiickoit deneparnuu. «Cuctema
CTaHJApTOB MO HH(pOpMAMK, OUOIMOTEYHOMY M H3AaTeNbCcKoMy Jeny. OpraHu3annoHHO-
pacriopsauTenbHas JOKyMeHTalus. TpeOoBaHus K 0(pOPMIICHUIO TOKYMEHTOBY.

2. [TonHOTa ynpaBieHYecKOH HHPOPMALIUU

1) onpenenseTcs CTENEHbI0 COOTBETCTBUS €€ CoJepKaHUs 00BEKTUBHOMY COCTOSIHUIO A€

2) xapakTepHu3yeTcsi ee 00beMOM, KOTOPBIN JOJDKEH OBITh TOCTATOYHBIM ISl TIPUHATHS pe-
LIEHUU

3) onpenensieTcss BpEMEHEM €€ Tepeauu U 00padoTKu

4) xapakTepu3yeTcs BO3MOKHOCTBIO COIOCTABIATh CBEIEHUS, OTHOCSIINECS K Pa3IMYHbIM
BpPEMEHHBIM MHTEpBaJIaM

3. Ha3oBure, Kakue U3 HUXKE MEPEUUCICHHBIX JOKYMEHTOB OTHOCSTCA K MH(OPMAIMOHHO-
CIPaBOYHBIM JIOKYMEHTaM

1) mpukassl

2) NOJKHOCTHBIE HHCTPYKLIUU

3) MPOTOKOJIBI

4) aKkTbI

4. K aKycTH4eCKHUM JIOKyMEHTaM OTHOCSTCS:

1) yeprexu;

2) rpacdukuy;

3) cxeMmbl,

4) cTeHOrpaMMBl

5. BHentHuM Ha3bIBaeTCs OQUIMANIBHBIN TOKYMEHT

1) He BBIXOALIMIA 32 TIpeesbl MOATOTOBUBIIEH €ro OpraHu3aluu

2) NOJTYYECHHBIN OT APYTHX OPTaHU3AIMIA WIIH BBIIIECTOSIIIUX OPTaHOB

3) co3aHHBIHM JUIIOM BHE CEephl ero ciaykeOHOH AesTelbHOCTH

4) IpOEKT TOKYMEHTa, HEe TIOJIHCAHHBIA PYKOBOJAUTEIEM TPEATPUATHS

6. Llenbo k1accupuKayy JOKYMEHTOB SBISETCS:

1) OBICTPBII X OUCK;

2) NOBBIIIEHHE ONEPATUBHOCTU 00PaOOTKU TOKYMEHTOB;

3) yno0CTBO apXHUBHOTO XpaHEHUS;

4) npuaaHue J0KyMEHTaM IOpUANYECKON CUIIbI

7. ITo mpoucx 0o aeHnEe TOKYMEHTHI KITaCCH(PUITUPYIOTCS Ha!

1) ciy>xebHbIe U 0OUIIHATIEHO-THYHBIE;

2) BHyTpEHHHUE U BHEILIHUE;

3) mpocThIE U CIOXKHBIE,

4) NOATMHHUKY (OPUTHUHAIIBI) U KOITUU

8. ITox yHu(pUIMpPOBAaHHOHN CUCTEMOM TOKyMEHTAIUN TTOHUMAETCs

1) opraHu3anMOHHO YNOPSAJOYEHHAsl CUCTEMa JOKYMEHTOB M MH(OPMAIIMOHHBIX TEXHOJIO-
Ui
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2) nndopmalMoHHas cUCTeMa, peann3yeMas ¢ UCIOJIb30BaHUEM CPEJCTB BBIYUCIUTEIHHON
TEXHUKU U CBS3H

3) cucrema, co3gaHHas MO €IWHBIM TPAaBWJIAaM U TPEOOBAHHAM M cojepkamas uHpopma-
110, HEOOXOAUMYIO JUIS YIIPaBJICHUS B ONPEACTICHHON chepe AesTenbHOCTH

4) makeT JOKYMEHTOB, COJIEPKAIUX YHU(PUIIUPOBAHHBIE TEKCTHI

9. Ilepssiit 'OCT Ha opraHM3alMOHHO-PACIOPSAAUTENbHbBIE JOKYMEHTHI ObLII BBE/ICH B

1) 1840r.

2) 1922r.

3) 1972r.

4) 1983r.

10. B HacTosiiee BpeMsl perjlaMeHTalusl JTOKyMEHTUPOBAaHUS U OpraHU3alllU JOKyMEHTa-
[IMOHHOTO 00ECIIeUeHHs YIIPaBICHUS BEJIETCS B CJIEAYIONIUX HAMPABICHUSIX

1) 3akoHO/AATENIbHOE PETYIUPOBAHUE

2) cranaapTu3anus U yHu(UKaKs JOKyMEHTOB

3) pa3paboTka HOPMATUBHO-METOJUYECKHUX JOKYMEHTOB OOIIEroCy1apcTBEHHOTO JEHCTBUS

4) Bce BEPHO

11. TocynapcTBeHHas cuctemMa JOKyMEHTAIMOHHOTO oOecrieuenus ynpasnenus ([CHOY) -
3TO

1) opranu3anoHHO YHOPSAOYEHHAs! COBOKYITHOCTh JIOKYMEHTOB U MH()OPMAIIMOHHBIX TEX-
HOJIOT Ui

2) uHpOpPMALIMOHHAS CHCTEMA, Pean3yeMasi C UCTIOIb30BAHNEM TEXHUYECKHUX CPEJICTB

3) cuctema MoJIoKeHUM, cofieprKaIiasi CBeIeHUsI O TOKYMEHTaxX U ONepalusix ¢ HUMU

4) COBOKYIMHOCTb MPUHIMUIIOB U IMPaBWJl, YCTaHABIMBAIOIIUX €JUHbIE TPEOOBaHUS K JOKY-
MEHTHPOBAHUIO U OpPraHU3aluu paboThl C TOKYMEHTaMU

12. biankoM MpeanpusiTUs SBISIETCA

1) nuct 6Gymaru ¢ 3apaHee BOCIIPOU3BEACHHBIMHI PEKBU3UTAMH 00 OpraHu3aluu

2) opunmanbHbIA JOKYMEHT, OTHPABICHHBINA APYTHM OPraHU3aLUsIM

3) Mozenb OCTPOCHHUS JOKYMEHTA, yCTaHaBIMBatoas (opMaThl, pa3Mepsl MoJiel U ero oc-
HOBHBIE PEKBU3UTHI

4) >KxypHaj, COCTAaBIICHHBIH MO OIpeaeTIeHHONH GopMe U coAepKallui CBEIEHUS O TOKyMEH-
TaxX W ONepaIusIX ¢ HUIMU

13. IIpu yrioBoMm (haroBoM pacroiokKeHU! peKBU3UTOB

1) Bce cTpoku O1aHKa HAUMHAIOTCA OT FPAHULIBI JIEBOTO IOJISL, MPaBbIi Kpail HE BbIPABHHUBA-
ercst

2) Bce PEKBU3UTHI BBIPABHUBAIOTCS OTHOCUTENIBHO CEPEIUHBI JINCTA IOKYMEHTA;

3) peKBU3UTHI pacroyiaraloTcs 1Mo Bcel HIMpPUHE JIMCTAa C PAaBHBIM yAaJlCeHUEM KaKJOU CTpo-
KM OT JIEBOT'O U MTPaBOTO IMOJIS;

4) peKBU3UTHI pacroyiaraloTcs Ha CBOOOIHOM BEPXHEM I10JI€ JINCTa

14. Vxaxute, kakoi u3 pekBu3utoB, cormacHo ['OCT P 7.0.97-2016, umeetr mopsIKOBBIA
Homep 01

1) uzobpaxenue I'ocynapctsennoro repba PO

2) nzo0OpakeHre IMOIEMbI TPEIPUATUSL

3) uzobpaxkenue repdba cyonrexra PO

4) HauMEHOBaHHE TIPEATIPUATHS

15. JInst 60IBITMHCTBA TOKYMEHTOB PEKBH3UT "PerucrpanmoHHbiii HOMEP JOKyMEHTa" TIpo-
CTaBIIsI€TCS B 3ar0JIOBOYHOM YacTu

1) Huxe pexBu3UTa «JlaTta JOKyMEHTa» OT IpaHULbI JIEBOTO MO

2) BbIIIIe PEeKBU3HTA «/]aTa TOKyMEHTa» OT TPaHUIIBI JIEBOTO MOJIS

3) HIKe peKBU3HTA «/laTa TOKyMEHTa» OT I'pPaHUIbI IPABOTO MO

4) Ha O/THOM YPOBHE C PEKBU3UTOM «JlaTa TOKyMeHTa»

16. PEekBU3HUT «pe30JIIOLUSI» PACIIOIaraeTcs

1) Ha mocneiHeM JUCTe JOKYMEHTA I0/1 PEKBU3UTOM «aJpecar

2) Ha TIEpPBOM JIMCTE JIOKYMEHTA HaJl PEKBU3UTOM «aJipecary
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3) Ha nocjeIHEeM JMCTe JOKYMEHTA 110/l PEKBU3UTOM «HAaMMEHOBaHME BUAA JOKYMEHTa
4) Ha IEpBOM JIMCTE JOKYMEHTA 1101 PEKBU3UTOM «aJpecar»
17. B pacniopsAuTeIbHBIX JOKYMEHTAX, a TAKXKe JOKYMEHTaX, aJjpeCOBAHHBIX PYKOBOJCTBY,

H3JI0KCHUE TCKCTa JOJI2)KHO UATH OT

JJaM

1) mepBoro Juia eTUHCTBEHHOTO I

2) TpeTbEero Jaula €AMHCTBEHHOTO YUCIIa

3) mepBoOro JKila MHO)KECTBEHHOT'O Yncia

4) TpeTbero auIia MHOXKECTBEHHOIO YHCiIa

18. TekcToM ynpaBiI€eHUECKOTO JOKYMEHTA SIBJISICTCS

1) nepeueHs (CMUCOK) KAaKUX-JINOO JTaHHBIX, PACTIONIOKEHHBIX B OMPEICTICHHOM MOPSIKE

2) 3adukcupoBaHHAs HA MaTEPUATBHOM HOCUTENE HH(POPMALIUS MO0 YCTaHOBICHHBIM MTPABH-

3) BbIpaXXEHHOE CPECTBAMU JIEJIOBOIO S3bIKA COJIEP)KAHNE YIIPABICHUECKUX JAEHCTBUN
4) npou3BOJCTBEHHAs, yIIpaBJIeHUYECKas WM MHas MHPOpMaLUs, UCHIOb3yeMast AJIs JOCTH-

JKEHUsI KOMMEPUYECKHX LeIen

13.

14.
15.
16.

19. PekBU3UT «3arojloBOK K TEKCTY» JIOJKEH COTJIaCOBBIBATHCS
1) c HauMeHOBaHUEM BUA JOKYMEHTa

2) c TEKCTOM JOKyMEHTa

3) ¢ pyKOBOIUTENEM TIPEATPUSITHS

4) c conepkaHUEeM MPUIIOKEHUN

20. Kakue 13 yKa3aHHbIX JJOKYMEHTOB IOJIEXKAT YTBEPKICHUIO
1) pacniopsbkeHus

2) 3agaHus

3) aKkThI peBU3HI

4) cupaBku

Bpewms BeimonHenus — 30 MUHYT

le/lMepr OLCHOYHBIX CPEACTB VISl IPOBCACHUA l'lpOMe)KyTO‘{HOﬁ arTrecCranuu

5.8 Konrposnbnasi padora Nel

[TpoBenuTe KiIacCUPUKAIMIO TPEITIOKESHHOTO TPETOAaBaTeIieM MaKeTa TOKYMEHTOB, OIH-
[INTE€ WX OCHOBHBIE KIacCU(UKAIIMOHHBIE TPU3HAKH.

CocraBpTe (PopMyIsip-0Opaszer] pPEeKBU3UTOB 3arojOBOYHOM YaCTH JOKYMEHTa COTJIACHO
I'OCT P 7.0.97-2016

CocraBbTe (opMyIsIp-00paszer] PeKBU3UTOB OQPOPMIISIONICH YacTH JOKYMEHTA COTJIACHO
I'OCT P 7.0.97-2016

Odopmute 06pazerr npukaza pyKOBOJAUTEIS OPraHU3AIMK IO BOIIPOCAM U3MEHEHHS PeXrMa
paboThI

Odopmute oOpaszerr nprkaza Mo OCHOBHOM JESATEIHHOCTH OPTaHU3aAIuN

Odopmure oOpazel] pacopsKEHHS 3aMECTUTENST PYKOBOIUTEINSI OpraHU3alluu

Odopmure oOpaser] pereHns KOJUIETHAIBHOTO OpraHa yrpaBIeHHsl OpraHu3aluu

Odopmure oOpasert CipaBKU 0 pocTe 00BEMOB IPOIaX KOMIIAHUM 32 Mecs1l/KBapTall
Odopmute oOpaszerr cripaBku 0 cTake pabOThI COTPYTHUKA KOMITAHUU

. Odopmure obpazer cipaBku 00 06beMe JOKYMEHTOO00pOTa OpraHU3alMy 3a MeCSL
. Odopmute oOpa3zen AOKJIATHON 3aMUCKH 00 YBETWYEHUH YHCICHHOCTH OT/AeNa IPOoAaK KOM-

IMMaHUHA B CBA3H C pOCTOM YUCJIa KIIMCHTOB

. Obopmute obOpazern MOKIATHON 3aNTUCKH O BBITOJIHEHUH OTEJIOM KOMIIAHUU MTPOMEKYTOY-

HOTO 3Tara MpoeKTa
Odopmure ob6paser JOKJIAJHONW 3aMMCKU O HAPYIIEHUU COTPYIHUKOM TPYAOBOM IHCLUILIHU-
HBI

Odopmure oOpaser] 00bSICHUTETLHON 3aMUCKH O IPUYMHAX HEBBIIIOJIHEHUS pPa0OTHI B CPOK
Odopmure o6paser; 00bICHUTENIBHON 3aTUCKU O MPUYMHAX HEBBIIOJIHEHUSI pabOThI B CPOK
3aperucTpupyiTe IpeaoKeHHbIC TPENOo1aBaTesieM BXOAIINE/ UCXOSIINE TOKYMEHTHI
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17. OdopmuTe 0Opazer; muckMa-3anpoca KOMIaHUN

18. Odopmure oOpa3zer rapaHTHITHOTO TUChMa KOMITAHUN

19. Odopmute obpazer nHGOPMAITMOHHOTO MUChMa KOMITAHUH

20. OdopmuTte oOpasel MuchkMa-HAIOMUHAHUS KOMIIAaHHH

21. OdopmuTte oOpa3zel MUChbMa-MPUTIIANICHUS] KOMIIAHUN

22. Opopmute oOpaser muchbMa-peKkiaMaii KOMIIaHUU
Bpewms Bbinonnenus — 30 MUHYT

5.9 Tecmoesoe 3a0anue Ne2

Bapuanm 1.

1. B nporecce opraHn3alimOHHON EATEILHOCTH NPEANPUATHS (OPMHUPYETCS] KOMILIEKC Op-
TraHU3aLMOHHO-TIPABOBBIX IOKYMEHTOB, K KOTOPBIM OTHOCSTCS

1)10J1KHOCTHBIE MHCTPYKLUU COTPYJHUKOB IPEIIPUITHS

2)aKThl peBU3UI U TIPOBEPOK

3)mporoxoiibl 3acenanuii CoBeTa TUPEKTOPOB

4)pacriopsKeHUs: AUPEKTOPA NPEAIPUATHS

2. OCHOBHBIM Ha3HAYCHHUEM PACTIOPSIUTEILHBIX IOKYMEHTOB SIBJISETCS

1)ompenenenue craryca opraHu3allid, €€ CTPYKTYpHl, IpaB M 00s3aHHOCTEH paOOTHHKOB
TPEIIPUSTHS

2)cool11eHne CBeleHUH, No0YyXIANMX NPUHUMATh ONpECICHHbIE YIpaBIeHUYECKUE pe-
HICHUS

3)perynupoBaHue U KOOpJAMHALUSA JIESTEIbHOCTH, TO3BOJISIIONIAs OpraHy ylpaBieHus odec-
NeYrBaTh peajin3alMio MOCTaBICHHbIX [Iepe]l HUM 3a7a4

4)peanu3zanus HHGOPMALIMOHHBIX CBSI3€H MEX/1y OpraHu3alusiIMU

3. PykoBoauTenu npeanpusTUA U OpraHu3aluid U3/1al0T CIEAYIOLIUE BUbl pACIOPSAIUTENb-
HBIX JIOKYMEHTOB

1)ripukasbl, pacopsKEHHUsI, IPOTOKOJIbI

2)npuKassbl, paCOpsDKEHUs, yKa3aHUs

3)mpuKasbl, IPOTOKOJIbI, HHCTPYKLIUN

4)pacriopsiKeHuUs1, PeIIEHUs], OT3bIBbI

4. TIpuka3zoM Ha3bIBAETCA

1)I0KyMEHT, COCTaBIsieMbIi HECKOJbKUMH JIUIAMU W MOJATBEPXKJIAIOIIMN yCTaHOBJICHHBIE
MU (aKThl LU COOBITUS

2) npaBOBOM aKT, M3/IaBa€MbIii [l pa3pelieHus ONepaTUBHBIX BOIPOCOB

3) mpaBOBOIl aKT, U3/IaBa€Mblii PYKOBOJMUTEIEM B LIEISX Pa3pelIeHHs] MPOU3BOJICTBEHHBIX
3aja4;

4)IOKyMEHT, aIpeCOBAHHBIN PYKOBOJIUTEIIO MPEANPUATHS, COAEPKAIIMN H3T0XKEHHE KaKo-
ro-Jnbo BOMpoca ¢ BEIBOJAMHU U NMPEATIOKEHUSIMU COCTABUTEIS

5. O06s13aTeNnbHBIMU PEKBU3UTAMU MPUKA3a 10 OCHOBHOW JIESTENIbHOCTH SABJISIOTCA

1)HanMeHOBaHME BU/1a JOKYMEHTA, HOMEp, JaTa, MOAINUCH, 1e4aTh

2)HOMEp, JaTa, 3ar0JI0BOK K TEKCTY, TEKCT, TIOANKCH, IT€YaTh

3)HanMeHOBaHUE BU/IA IOKYMEHTa, JaTa, MOAINUCH, 1e4aTh, BU3a

4)HarMeHOBaHME BHJIa JOKYMEHTA, JaTa, HOMEp, 3ar0JI0BOK K TEKCTY, MOAMNKCH. BU3a

6. B pacniopsiauTenbHON 4acTH TEKCTA MPUKa3a COAEPKUTCS

1)ccplika Ha HOPMATUBHBINM TPABOBOM aKT BBIIIECTOSIIETO OpraHa

2)opMynupoBKa 1eIeH U 3a7a4, CTOAIINX Iepesl OpraHn3alueit

3)nopy4eHre pyKOBOJUTEINS U CPOK €TI0 BBIITOTHEHHSI

4)onncanue HpakToB MM COOBITUM, MOCTYKUBIINX IPUYUHON M3/1aHUS PUKa3a

7.1locneqHuil MyHKT pacropsIMTENbHON YacTH MpUKa3a BKIOYAeT

1 )HanMeHOBaHME TOJDKHOCTH, (PaMHUIIUU UCTIOTHUTEIIS

2)coep:KkaHNe MOPYUEHUsI PYKOBOAUTENS

3)CpOK BBIMIOJHEHUS TOPYUECHHUS
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4)HaMEeHOBaHME JOKHOCTH JIMLA, OTBETCTBEHHOIO 33 MCIOJHEHHUE JOKYMEHTA, €r0 MHHU-
[UATBI ¥ (PaMIITUIO
8. [IpoTokosioM 3aceqanus Ha3bIBACTCS
1)ripenBapuTENbHBIN BapUaHT JOKYMEHTA, IPEIHA3HAYEHHBIN JJI1 PACCMOTPEHUS
2)I0KyMEHT, GUKCUPYIOIIUN X04 00CYKIEHHUs BOIPOCOB U MPUHATHUS pelIeHU Ha cobpa-
HUSIX, 3aCEJaHUAX KOJUIETMaJIbHBIX OPraHOB
3)A0KYMEHT, IPUHUMAEMbIM KOJUIETHAIbHBIM OPraHOM B LEJIAX PELIEHUs MPOU3BOJICTBEH-
HBIX BOIIPOCOB, 33Ja4
4)10KyMEeHT, coaeprkaluii 0000IIeHHbIE CBEIEHUS 110 OAHOMY BOIIPOCY
9. Vkaxure, kak OyAeT yKa3blBaTbCs JaTa B IPOTOKOJIE 3aCEHAaHUs, €CIIM OHO MPOJOJIKa-
JIOCh HECKOJIBKO JTHEU
1)yka3biBaeTcs JaTa Havaja 3acedaHus
2)yKka3bIBaeTCs JaTa OKOHYAHUS 3aceqaHust
3)aaroii mpoTOKOIa Oy/ET SABJIATHCS JlaTa €ro NOANMCaHUs MpeiceiaTeNIeM
4)yka3bIBalOTCs 1aThl HA4YaJla U OKOHYAHUS 3aCeaHus
10. O6s3aTenbHBIMU PEKBU3UTAMHU AKTa SBISIOTCS
1)Ha3BaHue BUJIa JOKYMEHTA, aTa, 3ar0JIOBOK K TEKCTY, IOJIUCH, 1€YaTh
2)Ha3BaHUE OpraHu3allly, Ha3BaHHE BMJA JOKYMEHTa, JaTa U PErUCTPallMOHHBIN HOMep,
MOJIUCH
3)Ha3BaHME OpraHM3aLMK, HA3BaHUE BHUJIA JIOKYMEHTa, PErUCTPallMOHHbII HOMEp, aapecar
4)Ha3zBaHue BHJA IOKYMEHTA, 3aTOJIOBOK K TEKCTY, PE30JIONHS, TPH(] YTBEPKIACHHS
11. AKT cuuTaeTcss IpUHATHIM U BCTYIAET B IEHCTBHE
1)rociie ero nognucaHusi BCEMH WIEHaMU KOMUCCUH
2)c MOMEHTa Hayasa COOBITUS, OIIMCHIBAEMOTO B aKTe
3)c MOMEHTa OJNMCAaHUS aKTa PyKOBOJUTEIEM
4)c MOMEHTa 03HAKOMJICHHsSI C COJIEpKaHUEM aKTa BCEX 3aMHTEPECOBAHHBIX JOJDKHOCTHBIX
JIHIT
12. CnpaBku, OTpakaroliye OCHOBHYIO (IIPOM3BOJICTBEHHYIO) AEATEIBHOCTD MPEIIPUSATHS,
MOTYT OBITh
1)BXOASIIIUMH U UCXOAILUMU
2)IPOCTHIMH U CIOKHBIMU
3)BHYTPEHHUMH U BHEIIHUMHU
4)rpadapeTHBIMH U UHIUBUAYAIbHBIMU
13. 3akiroueHre KOMMEPYECKOIo KOHTPAaKTa OOBIYHO HAUMHAETCs C HAIPaBICHUS OQepTHl,
KOTOpas MpeJCTaBIIseT co00i:
1)10KyMeHT, (PUKCUPYIOIIUN COTJIalleHne CTOPOH 00 YCTAHOBJICHMM KaKUX-TMOO OTHOIIE-
HUH U UX PEryIUpOBaHUU
2)I0KYMEHT, COAEPKALNIA ONMUCAaHNE NI NOATBEPKICHHE KAKUX-INO0 COOBITHIA
3)I0KYMEHT O HapyLIeHUSIX, JOMYLUIEHHBIX MPU TPaHCIOPTUPOBKE Ipy3a
4) nMCbMEHHOE NPEJIOKEHHUE O 3aKJIFOUYEHUN KOHTPAKTA Ha ONPEAETICHHbBIX YCIOBUAX
14. Cny>xeOHast mepernucka opraHu3aiu 00ecrnednBaeT
1)coobuieHne cBeneHHU, NOOYXIAIOMMX NMPUHUMATh ONpECICHHbIE YIpaBIeHUYECKUE pe-
HICHUS
2)onpeneneHne craTyca OpraHu3allu, ee CTPYKTYpbI, IPaB U OO0s3aHHOCTEH PaOOTHUKOB
TPEIPUSTHS
3)omnepaTuBHBIA HHPOPMALMOHHBIA OOMEH MEX]Ty OpraHU3aLUsIMHU
4)10OKyMEHTUPOBAHHUE U OPTaHU3AIMIO PadOThI ¢ OPUIMATBHBIMH IOKYMEHTaMU
15. PekBU3UT «ApecaTy IpU YriIOBOM PacHoIOkKEeHUH PEKBU3UTOB OJaHKa pacroaraeTcs
1) B mpaBOM BEpXHEM YTy
2)B JIEBOM BEpXHEM YTy
3)Ha cBOOOIHOM MECTE B 3ar0JIOBOYHOM YacTH IOKyMEHTa
4)B HU)KHEM JIEBOM YTy
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16.Ykaxure, Kakoi BHJ MUChbMa OYJET COCTABISITH MPEANPUITHE C IEIBIO MOTYICHHUS Ka-

KHUX-JIN0O0 OUITMAILHBIX CBEACHHUN UITH IOKYMEHTOB

HUA

1)muchrMO-ipoCcKOy

2)nucbMo-TpedoBaHNE

3)nucbMO-TIpeI0KEHNE

4)n1cprMO-3aIpoc

17. Pexmamariueit Ha3pIBaeTCs Cy>KeOHOE TUCHMO

1)KOTOpBIM aBTOp MHPOPMHUPYET aJpecaTa 0 KAKUX-IU00 COOBITHIX MU (paKTax
2)conepxariee 0043aTeabCTBO WU NTOATBEPKACHUE

3)no noBoay 0OHapYKEHHBIX 1€()EKTOB B MTOJYYECHHOH MPOSYKLIUU
4)HarpaBiisieMO€ OTEHIMAIbHOM

18. IIpenBapuTenbHOE pacCMOTPEHHUE BXOASIIUX JOKYMEHTOB ITPOBOAUTCS C LEIIBIO
l)perucrpanuy BXOAAIIETO JOKYMEHTA

2)IIpOBEPKH KOJIMYECTBA JIUCTOB MOCTYNUBLIETO JOKYMEHTA

3)IOAIIMBKY JOKYMEHTA B 1EJI0

4)pacripesiesieHUN TOKYMEHTOB Ha PETUCTPUPYEMbIE U HEPETUCTPUPYEMBIE

19. Perucrpanuust 1TOKyMEHTOB

l)npocraBieHne HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX MPAaBUJIAMH JJOKYMEHTHPOBa-

2)3anKch YYETHBIX JAaHHBIX O JOKYMEHTE MO YCTaHOBJIEHHOW (opme, puxcupyromas ¢axt

€T0 CO3aaHu UIJIN ITOJTYUCHUA

3)yka3zaHue moiy4yaTelsis JOKyMEHTa IyTeM MPOCTaBICHUs PEKBU3UTA «AipecaTy
4)paccMOTpEeHHUE TIOCTYUBIINUX JOKYMEHTOB PYKOBOJAUTEIIEM
20. YkaxuTte, Kakyto (hopMy perucTpaluu JOKYMEHTOB yJ00HEee MPUMEHATh Ha HEOOBIINX

IPEANPUATHIX

1 )ueHTpanu30BaHHYIO
2)1eeHTpaIu30BaHHYIO
3)cMenIaHHyIo
4)UHIUBUYaTbHYIO

Bapuanm 2.

1. Kakue u3 nepeuucieHHbIX JOKYMEHTOB He NOJyIeXaT perucTpaiun

1)mpaiic-nucTbl

2)KoMMepUeCcKHe KOHTPAKThI

3)buHaHCOBas OTYETHOCTH OTACIECHUN U (PUITNATIOB IPEATPUITUS

4)3arpochl BBIIECTOSIIUX OpraHu3alui

2. J1ns UCTIOTHEHUS TIEPHONYECKH CO3/IaBaeMbIX TOKYMEHTOB (HAaIpUMep, CTaTUCTUYECKON

u (I)HHaHCOBOﬁ OT‘ICTHOCTI/I) YCTAaHABJIMBAKOTCA

HEM

1 )uHAMBUyaTbHBIE CPOKU

2)yCIOBHbIE CPOKU

3)TUnoBbIE CPOKU

4)(ukcupoBaHHBIE CPOKU

3. HomeHnkumarypa zien nmpecTaBiisieT co0oit

1)COBOKYMHOCTH JOKYMEHTOB, C(HOPMUPOBAHHBIX IO KAKOMY-THOO0 MPU3HAKY
2)cucTeMaTH3UPOBAHHBIN MTEPEYCHB 3ar0J0OBKOB JIEN ¢ YKa3aHUEM CPOKOB UX XpaHECHUS
3)COBOKYIHOCTb ACHCTBUI, 00€CIEeUNBAIOIINX CBOEBPEMEHHOE HCIIOJIHEHHE JOKYMEHTA

4) COBOKYITHOCTh JIaHHBIX, 3aIICAHHBIX HA MAallTHHHOM HOCHUTEJIE O] ONpeIeSICHHBIM HMe-

4. JIokyMEeHTBI BHYTpH Ji€J1a MOT'YT PacroJiaraTbCs
1)B XpOHOJIOTHYECKOH MOCIe10BaTEIBLHOCTH

2)B anipaBUTHOM TOCIIEIOBATEIHHOCTH

3)no nopsAKOBBIM HOMEpaM

4)Bce BEpHO
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5. YTBepkaeHHas HOMEHKJIaTypa JeJl OpraHu3aluu IeUCTBYET

1)onun rox

2)Tpu rona

3)nsthb et

4)necAaTpb JeT

6. naexc nena npocTaBiisieTcsi B COOTBETCTBUU

1)c HOMEHKJIaTypOH Je

2)c MHAEKCOM IIEPBOro JOKyMEHTA B Jelie

3)c MHIEKCOM MOCIEIHEro JOKYMEHTa, [IOMENaeMOro B JieNe

4)co cnenuagbHbIM PaclopsKEHUEM PYKOBOAMUTEIS ITOAPa3/AeICHUs

7. Ha3oBuTe, Kakue WX MEPEYUCICHHBIX JOKYMEHTOB MOTYT OBbITh MOJIIIUTHI B OJTHO AEJIO0

1)10KyMEHTBI, IOJUIeXKAIe BO3BPATY

2)4epHOBUKH TOKYMEHTOB

3)A0KyMEHTBI, paboTa 110 KOTOPhIM 3aBepIleHa

4)1OKYMEHTBI pa3HbIX CPOKOB XpaHEHUS

8. IlmaHbl ¥ OTUYETHI IPEANIPUATUS XPAHATCA B J1€1aX

1)Toro roxa, B KOTOPOM JaHHBIE TUIAHBI U OTYETHI OBUIA COCTABIICHBI

2)Toro roaa, B KOTOPOM JJaHHBIE IJIaHbI U OTYETHI YTBEPKAAIUCH

3)roro nepuojia, KOTOPbIA ONPEAETUT PYKOBOJCTBO

4) Toro nepuoja, K KOTOPOMY OHU OTHOCSATCS 110 CO/AEPIKAHUIO

9. DkcnepTHas KOMUCCHSI IPEANIPUATHH COCTOUT U3

1)aByx 4enoBex

2)Tpex 4elloBeK

3)ueThIpex uenoBeK

4)naty 4enoBex

10. K nokymMeHTaM J10JIrOBPEMEHHOTO XpaHEeHHUs, IepelaBaeMbIM B apXUB, HE OTHOCSATCS

1)OyxranTepckasi OTUETHOCTh MIPEATPUSITHS

2)IOKYMEHTHI 110 IMYHOMY COCTaBY

3)nenoBas IepenucKa npearnpusaTHs

4)rof0BbI€ IIaHBl U OTYETHI IPEAIPUATHS

11. Onpenenenue CpoKoB XpaHEHHs JOKYMEHTOB OPraHU3aIMH [TPOU3BOIUTCS

1)B coorBercTBUM ¢ "[lonoxeHnem 00 ApxuBHoM ¢onzae PO"

2)B COOTBETCTBUU C TPEOOBAHUSIMU U ITpaBHIIaMU pabOTHI BEIOMCTBEHHBIX apXUBOB

3)IOCTOSHHO AEMCTBYIOIEH AKCIEPTHON KOMHUCCHEH, CO3/1aBaeMOil PYKOBOAMUTENEM Mpe-
NPUATHSL

4)eAMHOIMYHO PYKOBOJUTEIEM MPEANPHUITHS B CIIEHUAIBHO M31aBa€MOM JUIsl 3TOTO IpUKa-
3e

12. ApxuBHas cnpaBka - 3TO

1)10KyMEHT, cofiepaliui OIMCaHUE WM MTOATBEP)KICHUE TEX WM UHBIX (aKTOB, COOBITUI

2)opuunanbHO 3aBEpEHHBIN JTOKYMEHT, COJEepKAalliil MOATBEPKACHUE CBEJCHHUH, OTHOCS-
HIMXCS K MIPEeIMETY 3arpoca ¢ yKa3aHUEM IMOUCKOBBIX JaHHbBIX

3)A0KYMEHT, NOJHOCTHIO BOCIIPOU3BOAIINI MHPOPMALIMIO MOATMHHOTO JOKYMEHTa U BCE
€ro BHEIIHHUE TPU3HAKU

4)yueTHbII JOKYMEHT, COJIepKalluil epedeHb TOKYMEHTOB C YKa3aHUEM UX MOPSIKOBBIX
HOMEpOB, UH/IEKCOB, HA3BAHU I

13. JIokyMeHTOOOOPOTOM Ha3bIBAETCS

1)aBuxKeHHe JOKYMEHTOB B OpraHH3allMi ¢ MOMEHTA MX CO3JaHHs WIM MOJy4yeHHUs 10 3a-
BEPILEHUS UCIIOJHEHUS WU OTIIPaBICHUS

2)cBOJ MpaBUi, B COOTBETCTBUM C KOTOPHIMH MPOUCXOJUT ABMKEHHE JOKYMEHTOB B Opra-
HU3aLNN

3)COBOKYITHOCTb JIEHCTBUH, 00ECTIEYNBAIOLINX CBOEBPEMEHHOE 0(hOpMIIEHHE TOKYMEHTa

4)pocTaBieHre HEOOXOAUMBIX PEKBU3MTOB, YCTAHOBJIEHHBIX MpaBHJIaMH JIOKYMEHTHPOBA-
HUS
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14. K kauecTBEHHBIM XapaKTepUCTUKAM JOKYMEHTOOOOPOTa OTHOCSTCS

1)cnoco0 nepenaun u 00pabOTKU TOKYMEHTOB

2)BpeMsl UCIIOJHEHUS TOKYMEHTOB

3)UHTEHCUBHOCTh TPYAA COTPYAHUKOB, 3aHATHIX MOATOTOBKOW M 00pabOTKON KOppEeCcmoH-

JNEHIINN

4)IepUOUYHOCTD U HANPABICHHOCTH JABUKEHUS JOKYMEHTOB

15. ITocTymaromue B OpraHu3aiuio JOKYMEHTBl 00pa3yroT

1)11oTOKM BHYTpEHHEH JOKYMEHTALUU

2)IOTOKH BXOJSIICH TOKYMEHTAIIUN

3)[MOTOKM UCXONAIIEH JOKYMEHTAIIMH

4)BepTUKaJIbHbIE NOTOKU JOKYMEHTAIUU

16. O6paboTka mocTymnaromiel B OpraHU3alui0 KOPPECHOHICHIIMN BKJIIOYAET CIIECAYyIOIINe

orepanuu

1)BU3MpOBaHUE TOKYMEHTA U TIOANKUCAHKIE €r0 PyKOBOJAUTEIEM

2)HCTIOJIHEHNE U 00eCTIeueHIEe KOHTPOJISl UCTIOTHEHHSI TOKyMEHTa

3)o0ecrieyeHre NPaBUIBHOTO XPAHEHHSI TOCTYIUBIIETO JTOKYMEHTA

4)paccCMOTPEHHE TaHHOW KOPPECIIOHICHIINH PYKOBOIUTEIIEM U OpraHU3aIusl 03HAKOMIICHHS

HUCIIOJTHUTEICH C JOKYMCHTaMU

HOBC

17. [IpeaBapuTeIbHOE PACCMOTPEHUE BXOISAIINX TOKYMEHTOB IIPOBOIUTCS
1)pykoBoaUTEIEM NPEATIPUATHUS

2)COTPYIHUKOM CITYKOBI JIOKYMEHTAIIHOHHOTO 00CCIICUCHHSI PEATPUSATHUS HIIA CEKPETaApEM
3)ucnonHUTENEM JAHHOTO JOKYMEHTa

4)oTrpaBUTENEM JAHHOTO JIOKYMEHTA

18. Ilpu xknaccudukanuu T0KyMEHTONOTOKOB IO HAMIPABIICHUIO BBIACISIOT

1)BXomsmue JT0KyMEHTOITOTOKH

2)ucxo e JTOKyMEHTOTIOTOKU

3)ropu3oHTANIbHBIE JOKYMEHTOIIOTOKHU

4)BHYTpEHHUE JOKYMEHTOIIOTOKH

19. YcnoBHBI 00beM JOKYMEHTUPOBAHHON MH(OPMAIIMKM MOXET IOJACYUTHIBATECS HA OC-

1)co3maHHBIX B OpPraHNU3aUH JOKYMEHTOB M X KOITUH

2)3aperucTpupOBaHHbBIX JOKYMEHTOB B PETUCTPAIIMOHHBIX 0a3ax MpeAnpHsTUs

3)moscyera HeperuCTPUPYEMbIX JTOKYMEHTOB B JI€ax

4)Bce BepHO

20. ITox xoHQUAEHIIMATBHBIM JOKYMEHTOM [TOHUMAETCS

1)3aukcupoBanHast Ha MaTepUaIbHOM HOCHUTENe WH(OpMalKs, MO3BOJISIONIAs €€ HUICHTH-

dbunupoBaTh

2)Heo0X0AUMBIM cIIOcOOOM O(OPMIIEHHBI HOCUTEIb JTOKYMEHTHPOBAHHOW HMH(pOpMaluy,

coz[epmanmﬁ CBCACHUA OTPAHUYCHHOTO JOCTYIIAa NI UCIIOJIb30BaAHUA

3)oduunanbHbIi JOKYMEHT, HE BBIXOAIINI 3a MpeieNbl OATOTOBHUBILEH ero opraHu3aim
4)1paBOBOW aKT, W3/1aBa€MbIl €AMHOIMYHO PYKOBOAMUTEIEM MpPENNPHUATHS B LENsAX pas3pe-

IEHUA OpraHU3alluOHHBIX, q)HHaHCOBBIX " UHBIX BOIIPOCOB

Bpewms BeimonHenust — 30 MUHYT.
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