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JIucr akTyanusauuu padoyeii nporpaMmbl
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Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena s peanmmzanuu B 2024 - 2025
y4eOHOM roJly Ha 3acefaHuu Kadeapsl SI3bIKO3HAHUS U JIUTEPATypPOBEICHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.B. Pynakona

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzaruu B 2025 - 2026
y4eOHOM ToJly Ha 3acefaHuu Kapeapsl SI3bIKO3HAHUS U JIUTEPATYPOBEICHUS

[Iporokon or 20 1. Ne
3aB. kadeapoii C.B. PynakoBa
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[Iporokonm ot 20 r. Ne
3aB. kadeapoii C.B. PynakoBa




1 Lesiu ocBOCHUS TUCUMIIJIMHBI (MOTYJIA)

OBJIaJieHHe O0y4arouMMucs 0a30BbIMU HABbIKAMHU CO3JaHMS Ha OCHOBE CTAaHJAPTHBIX
METOJIUK U JCHCTBYIOIUX HOPMATHUBOB PA3IMYHBIX TUIIOB TEKCTOB;

dhopmupoBaHre 0a30BBIX HABBIKOB JTOPaOOTKH M 00pabOTKH (Hampumep, KOppeKTypa,
penakTHpOBaHUE, KOMMEHTUPOBAHUE, PEAAKTHPOBAHNE, NH()OPMAIIMOHHO-CIIOBAPHOE OMHUCAHUE)
pa3IMYHbIX TUIIOB TEKCTOB);

BOOPY)KEHHE OOYYAIOIIUXCS CHEIUATbHBIMA 3HAHUSAMH W HaBBIKAMH B 00JacTH
JIEJIONPOU3BOJICTBA C YUYETOM JCHCTBYIOIIMX 3aKOHOAATEIbHBIX M HOPMAaTUBHO-METOAMYECKUX
AKTOB;  3HAHUSAMH  CTaHAAPTOB  YHU(PHUIMPOBAHHOW  CHCTEMbl  OpPTaHHW3AI[MOHHO-
DPaCTOPSANTEILHON TOKYMEHTAIIUH

2 MecTo JUCUMIITIMHBI (MO1YJIs1) B CTPYKTYpPe 00pa30BaTeibHOI NPOrpaMMbl

Huctumumaa ®uionoruyeckass KyJbTypa HOPMAaTHUBHBIX TEKCTOB BXOAHMT B 4YacTb
y4eOHOro miaHa GopMUPYEMYI0 YYaCTHUKAMHU 00pa30BaTeIbHBIX OTHOIICHUN 00pa3oBaTebHOMN
IPOTPaMMBI.

Jisa  u3ydyeHus  AWCUMIUIMHBI  HEOOXOAMMBI  3HAHUS  (YMEHHs,  BJaJCHUSA),
chOpMHUPOBAHHBIC B PE3YIIBTATE U3YUCHHS AUCIUTUTNH/ IPAKTUK:

OUII0IOrMYECKU aHaTIN3 TeKCTa

Menuaxanposuorus

[IpousBoicTBEHHAS -pelaKTOPCKasi MPaKTUKa

[Tpou3BoaCcTBEHHAS - KOMMYHHUKAIIMOHHO-UH()OpMAIIMOHHAS TIPAKTHUKA

[cuxomoruueckre aceKThl MEAMaKOMMYHUKAIUI

Menuapednexcuu

3nanus (YMEHUsI, BIaJICHUs ), IOJYyYCHHbIC NPH M3YYCHUU TAHHOW TUCHUIUIMHBEI OyIIyT
HEOOXOIUMBI IJIS1 U3YUYCHUSI JUCIIUILITIH/TIPAKTHK:

[ToaroroBka K mpoiierype 3alluThl ¥ 3a11MTa BHITYCKHON KBATH(PUKAITUOHHOMN paboThl

[ToxroToBka K caadue u caaya rocyapCTBEHHOTO IK3aMeHa

JIutepaTtypHO€E MacTepCTBO

[IpodeccrnonanbHo-1€710Bast KOMMYHHUKAIIHS: TEOPUS U MPAKTUKA

CropuTesuiHr

3 Komnerenuuu ody4arouierocsi, popMupyemMbie B pe3yibTaTe 0CBOCHUS

AUCHUILUINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThl 00y4eHH s

B pesynprare ocBoeHuss gucHUIUIMHBL (Momyns) «®dunonormyeckas KyjiabTypa
HOPMAaTHBHBIX TEKCTOB» 00yUaroUNcs JOIDKEH 001a1aTh CISAYOIIMMU KOMIETEHIUAMU:

KO,[[ HHJUKATOpa I/IH,Z[I/IKaTOp JOCTHIXKXCHHA KOMIICTCHIIMH

[1K-4 CrocoGeH ocymIecTBISTh pabOTy HaJ COACp)KaHWEM M KadeCTBOM MeauamnmyOuKariuii,
TOTOBUTh K MyOJMKAIMU COOCTBEHHBIE MaTepuaibl, OTOMpaTh M PEJAKTUPOBATH ABTOPCKHUE
MaTepHaIIbI

11IK-4.1 BribupaeT u onieHnBaeT HHGOPMAITMOHHBIC TTOBOIBI

[1K-4.2 [Tonb3yercss aBTOPUTETHBIMU CIIOBApSIMH U CIPABOYHUKAMHU B M30paHHOU
chepe npobdeccHOHATLHON AEATEILHOCTH

I1K-4.3 Coznaer, KOMMEHTHPYET, PEIaKTUPYET, pedepupyer TeKCThl pa3IudHOI
HaIpaBJIEHHOCTH.




4. CTpyKTYypa, 00bEM U COEpKAHNE TUCHUILIUHBI (MOIYJIs1)
OO0mas TpyI0EeMKOCTh JUCIUIUIMHBI COCTAaBIsIET 3 3a4eTHBIX enuHuil 108 akaa. 4acoB, B TOM

YUCJIIC:

— KOHTakTHas padora — 50,9 akaj. 4acos:
— ayauTopHas — 48 akaJl. 4acoB;

— BHeayIuTopHas — 2,9 akaji. 4acoB;

— caMocTosTeNnbHas padora — 21,4 aka. 4yacos;
— B (hopme npakTraeckoit moaroToBku — 0 aka. yac;
— MOJrOTOBKA K AK3aMeHy — 35,7 akaj. yac

(DOpMa aTTeCcTaliuu - 3K3aMCH

AynutopHas 3 =
o | xonrakTHas pabora E 3 dopma TeKyIero
=
& B aKal. Jacax g Bun KOHTPOJISL
Paznen/ Tema 3 ( A ) g . P Kon
S g ©| camMoCTOATEeNnbHOM | ycneBaeMOCTH U
JUCLUTUINHBI 5 £ . | xomnerenun
@) g £ paboTsl MIPOMEKYTOYHOH
Tex. mal. | mpaKT. =g aTTeCTAlMH
3aH. 3aH. | U &
1. BBenenue B TUCLUILUINHY
1.1 TIlpeamer, uemr wu
3a/1a4n JUCLUTUIAHBI.
HUcropus pa3BUTHSA
roCyJJapCTBEHHOT'O
yaap CocraBnenue
JIeJIOTIPOU3BO/ICTBA B
KOHCIIEKTA JICKIIHU Onpoc Ha
Poccnn: 2) U 3ay4MBaHUE; MPaKTUIECKOM
JIEIOTIPOU3BOICTBO B Y > p I1K-4.1, TIK-
2 221 2 mo100p TEKCTOB | 3aHATHH; YTCHUE U
HpeBHepycckom 4.2
JUISL WIUTIOCTPAIMH | KOMMEHTHPOBaHHE
roCyJ1apCTBe;
TEOPETUYECKOTO TEKCTOB.
0) HPUKa3HOE
Marepuaia.
nenonpousBoacTeo  15-17
BB.;
B) KOJUTEKCKOE
JIEJIOTIPOU3BOJICTBO.
1.2 Hcropus pa3BuTus
TOCyJIapCTBEHHOT'O
JIENIOTIPOU3BOJICTBA B
Poccun: r) MuHHCTEpCcKOe 7 Koncnexktuposan
"ucnonHuTENHHOE" W€ U 3ay4uBaHUE Omnpoc Ha
JIeNIoNpou3BoACTBO 19 - JEKLUH; TTO100p MIPaKTUIECKOM
[1K-4.1, TIK-
Havana 20 BB.; 2 221 2 TEKCTOB JIJIS SAHATHH] MTEHHE U | ) 3 e 4
) OpraHu3anus WJUTFOCTPALIMH KOMMEHTUPOBAaHUE - ’
nenorpou3BoacTsa B 1917- TEOPETUYECKOTO TEKCTOB.
1941 rr.; e) wucropus MaTepuaia.
yIpaBJIeHUS u
Jienonpou3BoacTsa B 1945-
90 rr.
CocraBienue
cnoBaps
OCHOBHBIX .
o YcrHbIN U
1.3 CoBpemeHHas MOHSTUN U N
N nucbMeHHbIi onpoc | T1K-4.2, TIK-
CTPYKTypa YIPABICHUS 2/21 2 ONpeeNICHHI B
2 Ha MPaKTUYECKOM 43
JIokyMmeHranueit B Poccun obyacti
3aHATHH
JIEJIOTIPOU3BOJICTB
a, MOJIrOTOBKa
KOHCIIEKTa
Uroro no pazneny 4 6/611 6




2. CTUInMCTUYECKHE

X JOKYMCHTOB

0cobeHHOCTH oduraIbHO-
JIETIOBBIX JOKYMEHTOB.
CrunrcTryecKkas mpaBka
Cocrasienue
2.1 OduunanpHO-1€10BON KOHCIIEKTa
CTHIIb (bB KpYry IpyTHX JIEKLIUH; Onpoc Ha
. pyry - Apy > MIPaKTUIECKOM [1K-4.2, TIK-
CTWJIEH PYCCKOTO S3bIKA. 221 | 14 BBIIIOJTHEHHE
N 3aHATUM; npoBepka | 4.3, [1K-4.1
Jlexcuka odummransHo- yIpaXHEeHUH Ha .
yIpaKHEHHH
JIEIOBOTO CTHIIS MIPaKTUIECKOM
3aHATUH U IOMa
BeicTyIuieHue Ha
[Moaroroska MPaKTHIECKOM
2.2 Mopdonorus U KOHCIIEKTA, 3aHATUU IO K-4.2. TIK
CHUHTaKCUC  OQUIHMATIBHO- 221 2 BBITIOJIHEHHE Marepuagam 4 3’
JIEIOBOTO CTHJIS yIpaXxHEHUH Ha KOHCIICKTa, )
3aHATUH U I0OMa poBepKa
yIpasKkHEHUHI
Brictynnenune no
2.3 VYnorpebieHue Y
[ToaroroBka Marepuanam
HEKOTOPBIX bopm " KOHCIIEKTA, KOHCIIEKTa Ha
opdorpadpuieckre i IK-4.2, TIK-
2 BBITTOJTHEHUE MIPaKTUIECKOM
0COOEHHOCTH 4.3
MHIUBHAYAIbHBIX | 3aHATHH, POBEPKa
0UIHATTEHO-CIIOBOTO N
3a/laHuN WHMBUTYaTbHBIX
CTHIIS .
3agaHui
Brictynnenne Ha
MIPaKTUIECKOM
CocraBienue
3aHITUH 10
KOHCIIEKTa,
. MarepuazaMm
24  YHupUIUpOBAHHBIH co37aHHe U
KOHCIIEKTA,
TEKCT  YHPABJIEHYECKOTO PEAAKTUPOBAHUE [IK-4.1, TIK-
2 MpOBEpKa U
IIOKyMEeHTa u pabota ¢ yHHDUITUPOBAHH 4.2,11IK-4.3
obcyxaeHme
HUM. bIX TECKCTOB
OTPCAAKTHPOBAHHBIX
YIPaBIEHIECKHX
TEKCTOB
JIOKYMEHTOB
YHpaBJIEHYECKUX
JOKYMEHTOB
HWroro no pazneny 8/41 | 3,4
3. OcHoBHOM coCTaB
HOPMAaTHUBHO-ITPABOBBIX
JIOKyMEHTOB,
pErIaMEHTHPYIOLIUX
JIESITEIIbHOCTh OPTaHH3aluu
BeicTynnenue Ha
KoncnekrupoBan
MPAKTHIECKOM
3.1 JlokyMeHTBl H WuX He JICKIUH U
K1accuukanus. 3aKOHBI HAay4IHOH SATUTHI 11O
T'OCTw . 1/; 2 2 J'II/ITCy aTypbl Marepuaam TIK-4.1, TTK-
PaTypHl, KOHCTIEKTA, 4.2, TIK-4.3
KJIaCCU(PHUKATOPHI Ha MIOArOTOBKA
poBepKa
JOKYMEHTBI VHIUBHIYTBHBIX
o WHIANBUAYAJIbHBIX
3aJjaHui .
3aIaHui
Koncnextuposan Omnpoc Ha
He JICKIUHN IIPAKTHYCCKHUX
3.2 OprasmsaiuoxHo- €IaKTH o]faaﬂ;le u 3aH€m/mx aHam3
pacnopsiAuTENbHAS pea P ’ IK-4.1, TIK-
4 2 COCTaBJICHHE COCTaBJICHHBIX
JTOKYMEHTAIHs (obOmast 43
odunmansHoO- JIETIOBBIX
XapaKTepUCTHUKA).
JCIIOBBIX JOKYMEHTOB 1
JIOKYMEHTOB obcyxaeHne
Koncnekruposan
. BricTyruienne Ha
ue HayJHO
MPAaKTUIECKOM
JIUTEPATYPHI,
33 OpraHuzaioHHbIe 3aHATHU IO
JOKYMEHTBI: CTaBbI 2 o | NOMMEHTHPOBANH MaTepHaIam TIK-4.1, TIK-
Y : YETaBel, eu 4.2, TIK-4.3
TIOJIO>KCHUS], THCTPYKLIUH KOHCIIEKTa,
pelaKTUpOBaHHE
MIPOBEPKa JOMALTHUX
OpraHN3alOHHbI .
YIpaKHEHUH




IToaroroBka

Brictynnenne Ha

KOHCIIEKTa, MIPaKTUIECKOM
€IaKTHPOBaHHE 3aHATHH 10
3.4 PacnopsautenbHble U ped P
pacHopsiAUTENbH MaTepuazam [1K-4.2, TIK-
UHPOPMAIHOHHO- 4/41 4
BIX U KOHCIICKTa, 4.3
CIPaBOYHBIE JOKYMEHTBI
“HGOPMALMOHHO- o0cyxeHue
CNIPaBOYHBIX  |OTPEJaKTUPOBAHHBIX
JIOKYMEHTOB JIOKYMEHTOB
Brictynnienue Ha
MPAKTHIECKOM
[Moaroroska
3aHATHH T10
KOHCIIEKTa,
3.5 OcHoBHBIE mpaBHUia MaTepuazam
peaaKTHpOBaHHE U [IK-4.1, TIK-
COCTaBIICHUS JIEJIOBBIX 2 KOHCIIEKTa,
COCTaBJICHUE 4.2,T1IK-4.3
MICeM o0cyxIeHHe
Pa3IMYHBIX BUIOB
COCTaBJICHHBIX U
JIEJIOBBIX MTHCEM
OTpelaKTHPOBAaHHBIX
JIETIOBBIX MTHCEM
Hroro no pazaeny 6 14/411 | 10
4. JlokymeHTupOBaHE
TPYAOBBIX IPABOOTHOUICHUH
[Hoaroroska
[IpoBepka
WHIMBUTY aTbHBIX
4.1 TpynoBble IOTOBOPEI . WHJIMBULY ATTbHBIX
3aIaHuH, o
(vouTtpaktser). [Ipukassr mo 3alaHui 1 [1K-4.2, TIK-
7 2 KOMMEHTHPOBAHU
JUYHOMY cocTaBy. JInuHas en o0cyxneHue 43
Kaprouka. JImaHoe nero. OTpEIaKTHPOBaHHBIX
penakTupoBaHue
JIOKYMEHTOB
JIOKYMEHTOB
HWroro no pazneny 2
5. JlokyMeHTupoBaHNE
KOMMEPUYECKOH  JeATeTbHOCTH
MPENPHSITUS
BricTyuienne Ha
MPaKTUIECKOM
IMoaroToBka 3aHATUH 10
5.1 Kommepueckue
KOHCIIEKTA, MaTepHanam I1K-4.2, TIK-
[IACHMA. HorosopsL.| 7 2 2
peaKTHpOBaHUE KOHCIIEKTa, 43
IIperensus.
JIOKYMEHTOB o0cyxneHue
OTPEIaKTHPOBAHHBIX
JIOKYMEHTOB
Hroro no pazneny 2 2
6. IlpaBoBoe peryanpoBaHue
YIPaBIEHUECKOTO IMpolecca
BricTynnienue Ha
. MPAKTHIECKOM
6.1 IlpaBoBoif akT Kak CocraBnenue p
3aHSATHH T10
JIOKYMEHT. Bunet KOHCIIEKTa
N Marepuanam
MIPaBOBBIX aKTOB: HAyJHOU [IK-4.1, TIK-
7 2 KOHCIICKTA,
HOPMaTHBHBIE U JIUTEPATYPHI, HDOBEDKA 4.2, 11K-4.3
HEHOpPMaTHBHBIE, BBITIOJTHEHHE popepia
o YIpaXHEHUH
MIEPBUYHBIC U BTOPUYHBIC. YHpaKHEHUH
o0cyxeHue
Pe3yNIbTaTOB
Hroro mo pasaery 2
7. Oprannzanus
JTOKYMEHT0000pOTa
7.1  OcHOBHBIE  3Tarbl BICTVILICHIC ¢
JTOKyMEHTO000pOTA. IlogroroBka y I1IK-4.1, TIK-
7 2 pedepatamu 1 ux
Howmenknarypa Je. pedepatoB 4.2,11K-4.3
obcyxaeHme
Pabora ¢ nemamu
Uroro no pazneny 2
Uroro 3a cemectp 12 36/1411| 21,4 9K3aMEH
HTtoro no aucumiuinHe 12 36/141 | 21,4 9K3aMeH




5 Obpa3oBare/ibHbIE TEXHOJIOTHH

B mponecc oOyuyenus ans (GopMHpOBaHUS KOMIETEHLUMH Ha 3asiBICHHOM YPOBHE
UCTIOJB3YIOTCSL pa3inyHble 00pazoBaTelbHblE W WH(POPMALMOHHBIE TEXHOJOTMH B IPOLECCE
OpraHu3aluy y4eOHO-II03HABaTEIbHOM, HAy4YHO-MCCIEJ0BATENbCKON, YacCTUYHO-IIOMCKOBOIA,
PEnpOLyKTUBHON, TBOPYECKOM IEATEIBHOCTH CTYACHTOB.

OOyueHue HauMHaeTcsd C IPUMEHEHMs] TEXHOJOIMM IelienojaraHusi, B YacTHOCTH,
OOBSICHAETCS, YTO BBINYCKHUKH JAHHOTO HANpaBJIEHUS MOTYT B Iporecce Oymymieil paboThl
o0ecrieunBaTh JOKYMEHTHPOBAHUE HE TOJBKO YIPABICHUYECKOW JESATEIbHOCTH, HO U OCHOBHBIX
BUJIOB JICATEIBHOCTH, CUCTEMAaTU3UPOBATh JOKYMEHTANbHBIH (oHz opraHuzanuid. [1ocKoiabKy
JaHHas npodeccHOHalbHAs 3ajaya CHEelMaIMCTaMM Ha MECTax peIlaeTcss € I[OMOIIbBIO
IIOMCKOBOI'O U HAYYHO-UCCIIE0BATEIBCKOTO METOA, TO JaHHAsI TEXHOJIOTUS UCIOIb3YETCs U JJIs
o0yueHust cTyeHToB. CTyeHTaM Ipe/ylaraeTcsi MoJieab JOKYMEHTAIbHOIo (JOHAA Ha MpUMEpe
JNOKYMEHTAJIbHBIX (OHAOB opranuzanuii. Ilo 3amaHHBIM TapameTrpaM CTYACHTHI JOJDKHBI
CIPOEKTUPOBATh  JOKYMEHTAJIbHBIM  (OHJI  OpraHuzaluu, HUCXoAsi U3  0COOEHHOCTEH
OpraHU3aIMOHHO-TIPABOBON (DOPMBI OpraHM3ALUH, CIIEHUPHKHA €€ HOPMATHBHO-METOIUYECKOM
0a3bl, TpaAULUN JOKYMEHTUPOBAHUS JESITEIbHOCTH OpraHu3anuii BeiopaHHoit OP®.

[TonckoBoii MeTo/1 OCylIeCTBIIsIETCS ¢ IpUuMeHeHneM MHTepHera, paboToil ¢ MpaBOBBIM
noptanoM «Koncynsrant Ilmocy, «l"apant», odunmansHbiM caiitoM dDenepanbHOM ciaykKObI
roCyJJapCTBEHHOM CTaTUCTUKH U JIP.

Pe3ynbraThl CBOMX IOMCKOB CTyAEHTHl OGOpMIIIIOT B BuAe pedepara Mo Teme
U3y4aeMoro pasjiena IUCIHILINHBI, TPEACTABIAIOT Pe3yJbTaThl B MHTEPAKTHBHOH (opme —
JIOKJIa/1a 1o TeMe pedepara, COCTaBIAIOT KOHCHEKT JIOKJIajia B BUJE OCHOBHBIX T€3UCOB, KOTOPbIE
JTAOTCS M0/ 3aIIUCh CTYACHTaM I'PYIIIIbI.

PecdeparuBHas pabota no3Bossier 6osee yriay0JeHHO U3yYUTh IPOoOIeMy UCCIeI0BaHMs,
paclIMpuTh MOHMMaHHE W 00JIaCTh CBOMX 3HAHMHU. JTO (opMa CaMOCTOATEIBHOM pPaloOTHI,
(bopmupyroIas HABBIKK K CAMOCTOSATEIbHOMY TIOMCKY HOBBIX 3HAHUN U M3JI0KEHUE MaTepuana ¢
OMOpOi Ha NEPBOMCTOYHUK BKJIIOYAET B ce0s1 pepeprupoBanus MOHOTrpaduil U cTaTel B Hay4YHbIX
U Hay4HO-TIPaKTHUYECKHUX KypHaiax. Pedepar, npeacrapisieMblil Ha POBEPKY, AOJKEH OTBEUYaTh
IPEbABISIEMBIM TPEOOBAHUSM.

JUIs KOHTPOJs PENpOLyKTUBHOM NEATENBHOCTH CTYACHTOB HCIOJB3YETCS IMHUCbMEHHAS
poBepoyHas padoTa.

6 YueOHO-MeTOAMYeCKOE 00ecTieueHHe CAMOCTOSITeIbHOM padoThl 00y4YaroIuXcs
IIpencraBneHo B NpUIIOKEHUH 1.

7 OneHOYHBIE CPeACTBA AJIsl IPOBEACHHS POMEKYTOYHOM aTTeCTAMI
[IpencraBneHsl B IPUITOKEHUH 2.

8 Y4ueOHO-MeTOAMUYecKOe U HHGOPMALIMOHHOE 00ecTieYeHre U CIUIJINHBI (MOYJIs)

a) OcHoBHas1 IMTEpPaTypa:

1. Anoxuna, C. A. COOpHUK KOHTPOJBHBIX 33JaHUN MO JIOKYMEHTHOH JMHTBUCTHKE :
npakTukyMm / C. A. Anoxuna ; MI'TY. - Marauroropck: MI'TY, 2016. - 1 351eKTpoH. ONT. TUCK
(CD-ROM). - 3arJ1 c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?’name=2361.pdf&show=dcatalogues/1/1130
008/2361.pdf&view=true (mara oOpamenus: 04.10.2019). - Makpooobekr. - Tekcr
ANEKTPOHHBIN. - CBeneHus nocTynHbl Takxke Ha CD-ROM.

2. Anoxuna, C. A. [lyHkTyanus B 1e0BoM Tekcte : mpakTukyM / C. A. Anoxuna ; MI'TVY.
- MarauTtoropck : MI'TVY, 2017. - 1 anextpos. ont. nuck (CD-ROM). - 3ary. ¢ TuTyI1. 3KpaHa. -
URL:



https://magtu.informsystema.ru/uploader/fileUpload?’name=3179.pdf&show=dcatalogues/1/1136
602/3179.pdt&view=true (mara oOpamenus: 04.10.2019). - Maxkpoodsekr. - Tekct
3JIEKTPOHHBIN. - CBeneHus noctynHbl Takke Ha CD-ROM.

3. bypxuesa, T. II. JlokymMeHTHpOBaHHE YIIPABJIECHYECKON JEATEIBHOCTU: COCTaB,
npaBuiIa ¥ IpUMEPBI 0POPMIICHHS PEKBH3UTOB TOKYMEHTOB : yueOHoe nocodue / T. L. Bypxuesa,
H. 1. Bynaesa. - Ynau-Yn» : bypsarckas '[CXA um. B. P. ®ununmnosa, 2013. - 49 c. - Tekcr :
anextponHsid // Jlanp : OBC. - URL : https://e.lanbook.com/book/138732 (mara oOpamieHus :
16.05.2021). - Pexxum poctyna : Ui aBTOPU30BAHHBIX 110JIb30BATEIEH.

4. Jleonosa, C. B. JIokyMeHTUpOBaHUE YNPABICHYECKOU NEATCIBHOCTH : MPAKTUKYM :
yuebnoe nocobue / C. B. JleonoBa. - Mocksa : PTY MUPDA, 2021. - 46 c. - Tekcr : 37eKTpOHHBIH
// Jlanp : OBC. - URL : https://e.lanbook.com/book/171535 (nara o6pamenus : 16.05.2021). -
Pexxum noctyna : 17151 aBTOpHU30BAHHBIX 0JIb30BaTENEH.

0) JlomostHMTEIbHAS JIATEPATYpA:

1. Anoxuna, C. A. KypcoBasg paboTra 1o JOKYMEHTOBEIECHMIO, apXUBOBEACHHUIO,
OpraHM3allil M TEXHOJOTMH JOKYMEHTAI[MOHHOTO OO0EcreueHusl YIpaBieHUs: Y4eOHO-
metoaudeckoe mocodbue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TV. -
Marnurtoropck: MI'TVY, 2016. - 1 snektpon. ont. aguck (CD-ROM). - 3arn. ¢ TUTy’. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdt&view=true (mata oOpamenus: 04.10.2019). - MakpooObekr. - Tekcr:
AIIEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

2. Canazkuna, JI. I1. JlIokyMeHTHpOBaHUE YIIpaBICHUYECKOU AesTeIbHOCTH. KpoccBop/ bt :
yuebHoe nocooue / JI. I1. Canazkuna. - 2-e u3na. - Kemeposo : KemI'Y, 2009. - 286 c. - ISBN 978-
5-8353-0687-9. - Tekcr : anexrponnsiii // Jlaub : OBC. - URI : https://e.lanbook.com/book/30170
(mata obpamenus : 16.05.2021). - Pexxum toctymna : 115 aBTOPU30BAHHBIX MOJIb30BATENEH.

B) MeToan4yeckue yKazaHusi:

1. AmnmpeeBa, C. JI. JIOKyMEHTHpOBaHHE JEATEILHOCTH HETOCYIapCTBEHHBIX
opranuzaiuii: yuebHo-meroguueckoe nocodue / C. JI. AngpeeBa; MI'TY. - Marnuroropck:
MI'TY, 2018. - 1 osmekrpon. ont. auck (CD-ROM). - 3arn. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload7name=3591.pdf&show=dcatalogues/1/1515
260/3591.pdf&view=true (mara oOpamenus: 04.10.2019). - MakpooOsekr. - Tekcr
1eKTpoHHBIN. - [SBN 978-5-9967-1157-4. - CBenenus noctynssl Taxke Ha CD-ROM.

2. JlepeBckoBa, E. H. HopmatuBHOCTH yCTHOW M NHMCbMEHHON peud. [IpakThkym 1o
pycckomy si3bIky : mpaktukym / E. H. JlepeBckosa, E. I1. Cokonoa ; MI'TY. - Marauroropck :
MI'TY, 2019. - 1 snektpon. ont. muck (CD-ROM). - 3arn. ¢ tutyn skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload7name=3808.pdf&show=dcatalogues/1/1529
975/3808.pdf&view=true (mata oOpamenus: 30.08.2020). - MaxkpooOobekT. - TekcT
ANIEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

3. MenbHuk, M. A. DTHKa npodeccuoHanbHOro 00IIeHUs : paboyas teTrpaap / M. A.
Menbhuk ; MI'TY. - Marautoropck : MI'TY, 2015. - 1 sanektpon. ont. auck (CD-ROM). - 3arin. ¢
TUTYIJL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload7name=1472.pdf&show=dcatalogues/1/1123
997/1472.pdf&view=true (mata oOpamenus: 30.08.2020). - MaxkpooObekT. - TekcT
ANIEKTPOHHBIN. - CBeIeHUS



noctynHbl Takke Ha CD-ROM.

r) [Iporpammuoe odecnneuenne u UHTEepHeT-pecypcebl:

IIporpammHoe o0ecnieueHue

Haumenosanue I10 Ne norosopa Cpok neicTBuUA JIUIEH3UN
MS Office 2007y, 135 01 17.09.2007 GeccpouHo
Professional

77ip cB0001HO pacnpocTpangemoe 110 0ecCpoYHO

MS Office 2003 |y 135 1. 17.09.2007 GeccpoUHO
Professional

LibreOffice cB00OOAHO pacrpocTpansemoe 10 OECCPOUHO

IIpodeccnonanbHbie 0a3bl JAHHBIX U HHGPOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI

HazBauue kypca

CchUIKa

Hanuonanenas MHGOPMALMOHHO-aHAIUTUYECKAs
cucreMa — Poccuiickuii MHAEKC Hay4YHOrO0 HUTHPOBAHUS
(PUHII)

URL:
https://elibrary.ru/project_risc.asp

ITouckosas cucrema Axkagemus Google (Google Scholar)

URL.: https://scholar.google.ru/

9 MaTepua/IbHO-TeXHHYECKOe o0ecnevyeHne JUCIUILTHHBI (MOIYJIs1)

MaTepHaano-TeXHqucxoe o0OecIieucHue JUCHHUIIIMHBI BKJIIFOYACT:

VYueOHbIe ayJuTopun IJid  MPOBCACHUSA 3aHATHH  JICGKIIMOHHOTO THIIA.

Jlocka,

My.]'[LTHMe,I[HfIHHe CpeacCTBa XpaHCHUA, [ICPCAaAYn U IPCACTABICHUA I/IHCI)OpMaI_II/II/I.

VY4eOHble ayauTOpUU Ui TPOBEACHMS MPAKTUUECKUX 3aHATHM,

IPYIIIOBBIX U

WHAUBUYAJIbHBIX KOHCYHLT&HHﬁ, TCKYIICTO KOHTPOJIAA U HpOMeXCYTOqHOﬁ aTTeCTaluu. I[ocxa,

MYJIbTUMEAUNHBIN IPOEKTOP, KPAH.
[Tomemenuss 11 CaMOCTOSATENIBHOW — pabOTHI

obyuaromuxcs. IlepcoHanbHble

KoMrbioTepsl ¢ makeroM MS Office, Beixogom B MHTEpHET U C JOCTYNIOM B 3JIEKTPOHHYIO

I/IHq)OpMaI_II/IOHHO—O6p330BaTeJ'ILHYIO Cpeay YHUBCPCUTCTA.

[lomemenne pans  XpaHeHuss U OPOPUIAKTHYECKOTO OOCITY>KMBaHUS  y4eOHOTO
oOopynoBanus. CTemIaKu sl XpaHeHUs! y4eOHO-HarJISTHBIX TOCOOMH U yueOHO-MEeTOANYECKON

JOKYMCHTAIHU.




Hpuaoxenne 1

Y4ueOHO-MeTOAMYECKOE O0ecTIeYeHre CAMOCTOSITEIbHO PadoThl 00y4ar0oIIUXCs

[lo mucuMIUIMHE NPEAYCMOTpPEHA AayJUTOpHAs W BHEAYJAMTOPHAS CaMOCTOSTEIbHAs
pabora.

AynuTopHas caMOCTOsATEIbHAas paboTa CTYJACHTOB Ha MPAKTUYECKUX 3aHATHIX
OCYILECTBIISICTCS TOJI KOHTPOJIEM TIPENOJaBaTeisi B BUJC PEIICHUS MHIWBHIYaTbHBIX 3a7ad |
BBITIOJTHEHHSI IPOBEPOYHBIX TUChMEHHBIX padoT.

BHeayautopHas camocTosTenbHas padoTa CTyIEHTOB OCYIIECTBIISIETCS B BUJIE U3yUCHHUS
JUTEPATyphl 1O COOTBETCTBYIOIIEMY pa3Jiely C MpopadOTKOW MaTepuana W BBINOJTHCHUS
JIOMAIITHUX 3aJIJaHHi C KOHCYJIbTAIUSMU MPETIOAaBaATEIIS.

1.Pa3zoen «Bsedenue 6 oucyuniumy».

ITo pa3neny npenycmoTpeHa 1 npoBepoyHas nucbMeHHas padbota. Llesb: npoBepuTh CTENEHb
chopmupoBanHocT komrnereHuui 11K- 4.1, [1K- 4.2 u TIK -4.3 Ha HauanbHOM YPOBHE U3YUYEHMUSI
JUCLUIUINHBI.

Bapuanr 1. 1. Kakue Bupl TOKyMEHTOB UCIIOJIb30BAINCH B KeBCKkOM rocyaapcree?
2. OxapaktepusyiTe BakHenme 3anaun u Gpynkuuu ['ocynapctBenHoro komurera Poccuiickoit
®denepanuu Mo CTaHIAPTH3AIMNA U METPOJIOTHH.

Bapuant 2. 1. JlaiiTe onpeneneHue NOHATUI «I€TONPOU3BOACTBO», «IOKYMEHTUPOBAHUEY,
«ITIOKYMEHTO000POT», «TOKYMEHT», «O(pUIINAIBHBINA JOKYMEHT, «JIMYHBINA JOKYMEHTY,
«pekBU3UTY. 2. OxapakTepu3yite TpeOOBaHUS K J1€JI0BOMY TIOKYMEHTY B MOCKOBCKOM
roCyJ1apCTBe.

BapuanT 3. 1. Oxapakrepusyiite ocHOBHbIE 3a1auu DenepaabHON apXUBHOM cityx0bl Poccun.
2. KakoBbl ObLTH BaKHEHIIIHE 0COOCHHOCTH (POPMBI IOKYMEHTOB B IETPOBCKYIO AIOXY?

Bapuant 4. 1. Oxapakrepusyiite IpUHLHUIT AEMCTBUS MUHUCTEPCKOTO JEJI0NPOU3BOJICTRA. 2.
[Tepeuncnure BaxHeime ocobeHHOCTH GopMbl JOKyMeHTOB B Poccun 19-nauane 20 BB.

BapuanT 5. 1. Oxapakrepusyiite pepopmy nenonpousBoacTsa nociae OKTIOpbCKOI peBOIIOLIH
1917 r. 2. Yro noHuMaeTcs moJi yHu(puKauen u cranaapTusanueii?

3anmanue 3 KO BCEM BapUaHTaM: BHIMIOJIHUTE aHAIU3 POCCHIICKOTO cTaHAapTa « TpeboBaHus K
odopmienuto nokymentoB». [OCT P 6.30-2003.

2.Paznen « Cmunucmuueckue ocobenHocmu 0puyuanbHo-0e106blX O0KYMEHMO8.
Cmunucmuueckas npaskay.

I[To pazneny npenycmoTpena 1 mpoBepouHasi muchbMeHHas padota. Llenb: mpoBepuTh CTENeHb
chopmupoBarnHoctu komnereHui [1K-4.1, I[1K- 4.2 u [1K- 4.3. B xaxxqom BapraHTe 1Ba
3aJJaHus: IEPBOE — TEOPETUUECKOE, BTOPOE — MPAKTUUYECKOE, BHIMOIHIETCS Ha MaTepuae
pa3HbIX TEKCTOB.

Bapuanrt 1. 1. Jlaiite onpenenenne GpyHKIHOHAIBHOTO cTUiA. 2. Onpenenure, K KAKOMy CTHITIO
OTHOCHUTCS TEKCT. JIOKa)KuTe CBOIO TOUKY 3pEHUSs, IPOAHATU3UPOBAB €T0 JIEKCUYECKUE,
MOP(OJIOTHUECKHE M CHHTAKCUYECKHE OCOOCHHOCTH.

Bapuanr 2. 1. [IpuBeaute Haubonee 00IENPUHATYIO KIaCCU()UKALUIO CTUIICH COBPEMEHHOTO
pycckoro si3bIka. 2. OnpenennTe, K KAKOMY CTHIIIO OTHOCUTCS TEKCT. JJoKaKuTe CBOIO TOUKY



3peHUs, MPOAHATU3NPOBAB €TI0 JCKCUIECKHE, MOP(OITOTHICCKIE U CHHTAKCUICCKHE
0COOEHHOCTH.

BapuanT 3. 1. UTo Takoe CTUIMCTHYECKH OKpallleHHas jiekcuka? 2. Onpenenure, K KakoMy
CTHJIIO OTHOCUTCS TEKCT. JloKkakuTe CBOIO TOUKY 3pEHHUSI, IPOAHAIU3UPOBAB €T0 JIEKCUUECKUE,
MOp(hoIOrHuecKre U CHHTaKCHYECKHe 0COOCHHOCTH.

Llens 3amanus: mpoBepuTh cTeneHb chopmupoBanHoctu komneteHui 11K 4.2 u I1K 4.3.

Bapuanr 4. 1. Oxapaktepu3yiiTe BaxXHEHIIHE BUAB YHUDUIIMPOBAHHBIX TOKYMEHTOB: Tpadaper,
aHkera, Tabnuua. 2. Onpenenure, K KAKOMY CTHIIFO OTHOCUTCS TEKCT. JlokakuTe CBOIO TOUKY
3peHusl, MPOAHATM3UPOBAB €T0 JIEKCUIECKUE, MOP(POTOTUICCKUE U CHHTAKCUIECKHE
OCOOEHHOCTH.

Bapwuanr 5. 1. Pacckaxute 00 0coOeHHOCTSIX yrnoTpeOiaenus abopeBuaTyp U IPOMHUCHBIX OYKB B
TEKCTax OQUIHATEHO-IEIOBBIX JOKYMECHTOB.

3. Paznen «OcHosHou cocmas HOpMamueHo-npagosvix 0OKYMEeHmMOo8, pe2lamMeHmupyrouux
0essmeNbHOCMb OP2AHUZAYULY.

[To pa3zneny mpemxycMOTpeHBI 3 TPOBEPOYHBIX MUCbMEHHBIX padoThl. Llenb Becex paborT:
pOBEPUTH cTeneHb chopmupoBanHocTr komnereHmmii [TK-4.1, I1K -4.2 u T1K- 4.3.

IIposepounas paboma Ne 1. BeinonHsieTcs IOCe U3YUYSHUS TeMBbI «/JOKyMeHmbl U UX
knaccuguxayus. 3axonvt, I OCTol u knaccugpuxamopvi Ha OOKyMenmbl».

Bapuanrt 1. 1. Oxapakrepusyiite BUAbl JOKYMEHTOB 110 BUAAM JEATEIBHOCTH, IPOUCXOXKICHHUIO,
MECTY BO3HUKHOBEHUS U cogepxkanuto. 2. Yro ycranasiusaer I'OCT P 6.30-2003?

BapuanT 2. 1. Oxapakrepusyiite BUJbl JOKYMEHTOB 110 CPOUHOCTH, INIACHOCTH, (hOpME U CpOKaM
xpanenus. 2. Uro takoe OKY J]? JlaiiTe eMy BCECTOPOHHIOIO XapaKTEPUCTHUKY.

BapuanT 3. 1. OxapakrepusyiTe BUbl JOKyMEHTOB 10 CIIOCOOY BOCIPOU3BEIEHUS, CTAAUIM
CO3JIaHUsl, FOPUINYECKOH cuile u cTeneHu odsa3arenbHocTu. 2. Uro yecranasnuBaer I'OCT 6.10.5-
877

Bapuant 4. 1. Oxapakrepusyiite cTaauu pa3pabOoTKH pacopsIUTENIbHOTO TOKyMEHTA. 2.
[Tepeuncnure BO3MOKHbIE OOpaIleHNs] U KOHLIOBKY B JIEIOBOM MHUChME U OXapaKTepu3yiiTe
CUTYallUU UX UCIOJIb30BaHUS.

BapuanT 5. 1. OxapakrepusyiiTe BaxkKHEHIIMe YepThl MUChMa-NPUTIAlIeHHs, TUCbMa-IIPOChObI U
nucbMa-otBeTa. 2. [lepeuncnure Baxxkueimue TpeboBaHus K OJIaHKaM TOKYMEHTOB.

IIposepounas paboma Ne 2. BeIOIHSETCS 1OCIE U3YYeHUS TeMbl « Opeanu3ayuoHHo-
pacnopsaoumenbHas 00OKyMenmayus (00was xapaxmepucmura).

Bapuant 1. JlaliTe onpeneneHue NOHATHS «OpraHU3alMOHHO-PACIOPSAAUTENIbHAS
nokyMeHTausy. 2. Haliqure ommmOku B opopMIIeHUN PEKBU3UTOB U OTPEIaKTUPYITE
NPeUIOKEHHBIN 0(UIATBHO-1EI0BOM JOKYMEHT.

Bapuanr 2. 1. Jlaiite onpenenenue noHATHs «TekcT». 2. HaiinuTte ommOku B opopMiIeHHH
PEKBU3UTOB U OTPEJAKTUPYNUTE MPEATIOKEHHBIN OPHUIIMATbHO-1€TI0BON JOKYMEHT.

Bapwuant 3. 1. [laliTe onpenenenne NoHsITUs «<HAaMMEHOBAaHHWE opraHu3anum». 2. Halnure
omMOKH Tpu 0OPMIICHHH PEKBU3UTOB U OTPEIAKTUPYUTE MPEAIOKEHHBIN 0(DUITHATIBHO-
JIETTOBOM TOKYMEHT.



IIposepounas paboma Ne 3. BeIoTHSAETCS TTOCIE U3yYeHUSI TeMbl « OpeaHu3ayuorHbvle
OOKYMEHmbl: YCMAagbl, NOJONCEHUS, UHCMPYKYUUY.

Bapuant 1.1 [laiite onpenenenne NOHATHS «HOPpMAaTUBHBIN TeKCT». 2. [IpounTaiite paszaen I
«YcraBa MI'TY nm. I''1. HocoBa» u npoaHanu3upyuTe €ro s3bIK, BHIIEIUB B HEM 4E€PThI
O(pUIATIEHO-/IETIOBOTO CTHJIS.

Bapuant 2. 1./laiite onpenenenue noHsatus «ycrab». 2. Ipounraiite paznen Il «Ycraa MI'TY
uM. [.1. HocoBa» u npoananuzupyirte ero si3bIK, BbIACIUB B HEM YepThl 0(UIIHATBHO-1ET0BOIO
CTHJIS.

Bapuant 3. 1. [alite onpenenenue noHsaTus «mnosioxenuey. 2. [Ipountaiite pazaen Il «YcraBa
MI'TY um. I'.1. HocoBa» u nmpoaHaau3upyinTe €ro sA3bIK, BHIACIUB B HEM YepThl OPHUITHaTBHO-
JI€JI0BOTO CTHJIS.

Bapuant 4. 1. [alite onpeneneHre NOHITUA «MHCTPYKIUW». 2. [IpounTaiite pazgen IV «YcraBa
MI'TY um. I'.1. HocoBa» u npoaHaau3upyuTe ero si3blK, BBIICIUB B HEM Y€PThl OPUITHAIBHO-
JI€JI0BOTO CTHJIS.

4. Paznen «/[okymenmuposanue mpyooswix npagoomHOULeHUL».

ITo paznmeny nmpexycmoTpeHa 1 mpoBepoyHasi MMCbMEHHAs paboTa.
Llenb: mpoBepuTh cTenens chopmupoBanHocTr KomrereHnui 11K-4.2 u [TK-4.3.

Bapuanrt 1. 1. Ilepeuncnute He0OX0AUMBIE XapaKTEPUCTUKU TPyAOBOTO A0roBopa (KOHTPAKTA).
2. CocraBbte TpynoBoii 1OroBop ¢ yuuTenaem cpeaHeit 0omeo0pa3zoBaTebHOM MIKOJIBL.

Bapuant 2. 1. [lepeuncinre He0OX0AMMbIE XapaKTEPUCTUKH JINUHON KapTOUKU COTPYIHHKA. 2.
CocraBbte TpynoBoii 10roBOp ¢ BOCIUTATENEM JETCKOTO Caja.

Bapuant 3. 1. [lepeuncnute HeoOX0AUMBIE XapaKTepUCTUKN JINYHOTO J1e1a COTpyAHUKA. 2.
Cocraspre Tpy10BOM JOTOBOP C COTPYAHUKOM KOMMEPUYECKOTO IIPEIITPUSITHS.

5. Paznen «/{oxymenmuposanue kommepueckot 0eamenbHoCmuy npeonpusimusiy.

ITo pa3neny npeaycmoTpeHa 1 mpoBepoyHas MUCbMEHHas paboTa.
Ilenb: mpoBepuTh crenens chopmupoBaHHocTr KoMieTeHui 11K-4.2 u [1K-4.3.

Bapuanrt 1. 1. Oxapakrepusyiite Buapl KOMMeEpUYECKUX nuceM. 2. [Ipounraiite nucemo-
IIPETEH3UIO U OTPEJAKTUPYITE €TO0.

Bapuant 2. 1. Oxapakrepusyiite Buapl 1oroBopos. 2. [IpounTaiite nckoBoe 3asBJICHNE B
apOUTpaXxX U OTPEeaKTUPYUTE €Tro.

Bapuanr 3. 1. OxapakrepusyiiTe OCHOBHbIE IPUHIIUIIEI Pa0OTHI ¢ JOKYMEHTaMH, COJCPKAIIMHU
KOH(pHIeHIIMATbHBIE cBeJieHH. 2. [IpounTaiiTe MMCbMO-TIPENIOKEHUE U OTPEIaKTUPYITE €ero.

6. Paznien «llpasosoe pezynuposanue ynpasaenueckozo npoyecca». 110 pasneiry npeaycMoTpeHo
COCTaBJICHUE KOHCIIEKTA HAYYHOW JIMTEPATYPHI U BBIIIOJIHEHUE yIIpaKHEeHNH. [{enb: mpoBepuTs
creneHb cpopmupoBanHocTu kKomnetenuuii [1K-4.1, T1K-4.2 u [1K-4.3.

VYupaxuenue 1. 3aiigute Ha nopran «Koncynerant [Imrocy», Haliqure n npounraiite 4.3, cT.15
Konctutynuu P® 0 HopMaTUBHO-ITPABOBBIX aKTaX U PACCKAXUTE, B KAKOM CIy4ae HOPMAaTHBHO-
IIPABOBBIE AKTBI HE MOTYT IPUMEHSTHC. OXapaKTpU3yHTe BaKHEHIINE A3BIKOBBIE YEPTHI 3TOTO
JIOKYMEHTA.

VYnpaxnenue 2. 3aitaute Ha noptan «Koncynsrant [Lmrocy, HallquTe U npounTanTe ctathi 21 u
22 yqactu | pazaena I TpyngoBoro kojnekca PO u pacckakute 0 BaXXKHEUIINUX MpaBax U



00s13aHHOCTAX paboTHUKA U paboToaarens. OxapakTepu3ynuTe S3bIKOBbIE YEPThI IPOUYUTAHHOTO
JIOKYMEHTA.

VYupaxuenue 3. 3aiiqute Ha opran «l'apanT», HaliUTE U IPOYUTANTE BaXKHbIE U3MEHEHUS B
TPYIOBOM 3akoHo iaTeabcTBe B 2021. Pacckaxkute, 4em 3J€KTpOHHAsS TPYI0Bast KHUKKA
OTIIMYAETCs OT OYMaXKHOM U oXapakTepusyiuTe ocobeHHOCTH e€ ucnoib3oBanus. Kakas
uH(popMalrs 00s3aTeNIbHO JOJIKHA IPUCYTCTBOBAThH B TPYI0OBOM KHIKKE?

7. Paznen «Opeanuzayust 0oKymeHmoobopomay.

Ilo pa3geny nperycMOTpeHO Hanucanue pedeparos.
Llenb: mpoBepuTh crenensb chopmupoBanHocTu kKomrnereHnui 11K-4.1, T1K-4.2 u TTK-4.3.

Temsbl peeparos.

1. Tlonsitue o 'ocymapcTBEHHOM CUCTEME JOKYMEHTAIIMOHHOTO OOECIICYCHUS YIIPABIICHHUS.
2. lokyMeHTupoBaHue AedareabHocTu. CriocoObl JOKYMEHTUPOBAHUS, PE3YJIbTaThl U
OTBETCTBEHHOCTb.

3. BenoMcTBEeHHbIE HOPMATHUBHBIE aKThl (aKThI, 3aTparuBaoIlye Ipasa, CBOOOIbI,
3aKOHHbIE UHTEPECHI IpaxiaH PD).
4. IlonsTHEe 10KyMEHTOOOOpOTA.

5. Ilpuem u nepBuuHast 00pabOTKa JOKYMEHTOB.

6. Pacnipenienenre nocTyIuBIINX JOKYMEHTOB U UX PETUCTPALIUSL.
7. KOHTpOIIb 32 UCTIOJTHEHUEM JJOKYMEHTOB.

8. MudopmarmonHo-cipaBoyHas padora.

9. OTnpaBka IOKyMEHTOB.

10. Homenknatypa aen: kinaccupuKaloHHas CXeMa, COCTaB
uHpopmManuu, TpeOoBaHus K 0(hOpMIIEHHUIO.

11. ®opmupoBanue nen.

12. IlpaBuna cucreMaTU3aluy JOKYMEHTOB IIPU UX TEKYIEM XPaHEHHH.
13. O6paboTKa e i HOCIEYIOEro XpaHeHHs.

14. Cnaua nen B BeIOMCTBEHHBIN apXuB. OCOOEHHOCTH XpaHEHUs IOKYMEHTOB B HACTOSIIEE
BpEMsL.

15. JlomxHOCTHOI cocTaB 1 00s13aHHOCTH PAOOTHHUKOB JI€IOMPOU3BO/ICTBA.

16. CornacoBanue TeKCTa paCOPSAUTENLHOTO IOKYyMEHTa, 0OPMIIEHHE U MOIIICAHUE.

17. CoctaB u cojiep:kaHue JOKYMEHTOB, HEOOXOIUMBIX JJIsl TocynapcTBeHHON peructpauuu AO.
18. OcoGeHHOCTH cocTaBiIeHUs U 0(OPMIIEHHS yCTaBa - yupeauTeabHoro Jokymenrta AQO.
19.I1paBKa pyKoIuceil ¢ TOMOIIBI0 KOPPEKTYPHBIX 3HAKOB.

20. OcoGennoctu aenenus tekcra nokyMmenta no 'OCTy. TpeboBanus k odpopmiieHuto ab3aies
B Tekcte (P® u CIIA, BenukoOpuranus).

21. CocTaBnenue JOKYMEHTOB C TpUMEHEHHEM TpadapeTHBIX TEKCTOB.

TpeodoBanus Kk opopMieHuIo pedepara
CrtpykTypa pedepara: TUTYIbHBIN JHCT; OTJIaBJICHNUE; BBEIEHUE, OCHOBHASI YacThb, C
paszzeneHuemM



Ha MyHKTHI (C 3arjaBUsMH ), 3aKITI0UYEHUE, CTUCOK JIMTEPATYPHI, TPIIIOKEHUE (HE
00s13aTeIbHO).

O6mwem pedepata — He MeHee 15 crp. (¢ 3aKiIoYeHreM — JI0 CIIHCKa JuTeparypsl). Pabora
BhInosiHseTcs 14 mpudrom uepes 1,5 unrepsana). J{ys BbleneHus CIOB U 3arJaBUi
UCTIOJIb30BaTh

pas3InYHbIe TIPUQTHL

[luTupoBaHue OCYIIECTBISIETCS IO MPaBUIIaM, H3JI0KEHHBIM B CHCTeMe CTaHAapTOB:
1.I'OCT P 7.0.5 — 2008. Cucrema cranaapToB 10 HHPOPMALIUHU, OMOIHOTEUHOMY U
U37aTEIHCKOMY JIEITy.

bubmuorpaduueckas ccpiika. O6mue TpeGoBaHNS U PABUIIA COCTABICHHUS.

2.I'OCT 3 7.1 -2003. Cucrema ctanaapToB 1o HHpOpMaIun, OHOIMOTEUHOMY U
U3JIaTEIbCKOMY JIETy.

bubnuorpaduueckas 3anucek. bubnuorpadpuueckoe onucanue. OOue TpebOBaHUS U
npaBuIia

COCTaBIICHHUSI.

3.I'OCT 3 7.82 -2001 Cucrema crangaptoB 1o uHhpopManuu, OuGIMOTEUHOMY U
U3JIaTEIIbCKOMY JIETy.

bubnuorpaduueckas 3anucek. bubnuorpaduueckoe onucanue 3MEKTPOHHBIX PECYPCOB.
O6mmue

TpeOOBaHUS U MpPaBUJIa COCTABIICHUS.

I[To yxazanubiM CrcTemMaM CTaHIAPTOB CTYACHTY HEOOXOIMMO BBISICHUTH, KaK O(pOpPMIIAIOTCS
CCBUJIKU:

3arekcToBas OnbmuorpaduyuecKas CChIIKa, MOACTPOYHAST KOMIICKCHASI CCBIJIKA,
BHYTPHTEKCTOBAS

oubnmorpaduueckast CChlJIKa, CChUIKA HA DJIEKTPOHHBIE PECYPCHI.

[IpumepHBbIe TeMbl UHANBUYAJIbHBIX 3aJaHUI

1.HopmaTuBHO-MeTOAMUECKHE JOKYMEHTBI, PETIAMEHTUPYIONINE 0pOpMIIEHUE Pa3TUIHBIX
BUJIOB IOKyMEHTOB.

2.0co0eHHOCTH COCTaBICHUS U OOPMIICHHUS yCcTaBa - yupeauTenbHoro gokymenta AO. Coctas
uH(pOpMaIlUU yCcTaBa.

3.CocTaB BHYTPEHHHUX OpraHU3allMOHHBIX TOKYMEHTOB AQ, UX pOjb B AEATEIBHOCTH arapara
yIpaBJieHUsI.

4.Ilopsaok pa3paboTKH MOJOKEHUIM 00 opranax ynpaBleHUs, X COTJIACOBAaHUE, MOAMKUCAHUE,
YTBEPKICHHUE.

5.J10KyMEHTUPOBAaHUE PACTIOPAIUTENBHON AesaTenbHOCTH. COCTaB pacOpsANTEIbHBIX
JTOKYMEHTOB.

6.TpebGoBaHMs K COCTAaBICHHUIO U 0(OPMIICHUIO IPUKA30B 110 OCHOBHOM JIEATENbHOCTH U
an4HoMy coctaBy AO.

7.11paBuiia cucTeMaTr3anuy JOKYMEHTOB IIPH UX TEKYIIEM XPAHEHUU.

8.Homenkiatypa 1e;1 KoMMEpUeCKOTO PEANPUATHS: KIacCu(DUKAITMOHHAS CXeMa, COCTaB
uH(popMalnu, TpeboBaHUs K 0OPMIICHHIO.

9.ITopsimok XpaHeHUs TOKYMEHTAIlUK aKITMOHEPHOTO 00IIeCTBA.



Ipuio:xxkenue 2

OueHovHbIe CPeACTBA J1JIsl MPOBeIEeHUs MPOMEKYTOUHOM aTTeCTAIMI

A. Ilnanupyembie pe3yJbTaThbl 00yUEeHUS U OLEHOYHbIE CPEACTBA NIPOMEKYTOYHOM

aTrecTauuu

Crpykrypssiil | [Inmanupyembie OneHOYHbIE CpEeACTBA
DIIEMEHT pe3yIbTaThI

KOMIETEHIMH | 00y4YeHHUsI

ITK-4. Cnnioco6eH ocymiecTBJIATH padoTy Haj coAepKaHUEeM H Ka4eCTBOM
Meauanmy0JuKaunid, rOTOBUTH K My0JUKANMH COOCTBEHHbIE MAaTePHAJIbl, OTOMPATh U
PeAaKTHPOBATH ABTOPCKHE MaTepHaJbl.

ITK-4.1

BbiOoupaer "
OLICHUBAET
HH(POPMAIIHOHHBbIE
MOBO/bI

Ilepeuenvy meopemuueckux 60npocos
1. TIlpeamer, uenp 1 3a1a4u AUCITUTUIHHBI.
2. Jlenonpou3BoACTBO B J[peBHEpyCCKOM
roCyJ1apCTBeE.
[Ipukasznoe aenonpous3BoacTBo 15-17 BB.
Koinexckoe nenonpousBoacTBoO.
5. MUHHUCTEPCKOE «UCTIOJIHUTEIHHOEY
Jelonou3BoacTBo 19 — Hauama 20 BB.
6. Opranuzanus aenonpousBoacTBa B 1917 — 1941
IT.
7. Wcropus ynpaBieHHUs U A€IONPOU3BOACTBA B
CCCP B 1945-1990 rr.
8. CoBpemeHHas CTPYKTypa yIpaBieHUS
JIoKkymeHTanueit B Poccun.
2. llpaBoBoe  peryaupoBaHUE  YIPaBICHYECKOTO
npouecca.
3.IlonsaTue o I'ocynapcTBeHHOM cucTtemMe
JIOKYMEHTAIIMOHHOTO 00eCIieueHUsl yIIPABICHHS.
4.JloxkyMeHTHpOBaHUE JesTeNbHOCTH. CIOCOOBI
JIOKYMEHTHUPOBAHUS, PE3YJIbTAThHl U OTBETCTBEHHOCTD.
5.HopmMaTuBHO-METOIMYECKHUE TOKYMEHTHI,
periiaMeHTupytoime opopMIiieHHe Pa3TUuIHbIX BUOB
JTOKYMEHTOB.
6. JlokyMeHTHpOBaHUE PACTIOPSAUTEIHHON
nesarenbHOCTH. COocTaB pacopsAUTENbHBIX
JIOKYMEHTOB.
7. BenoMcTBeHHbIE HOPMATUBHBIE aKThI (AKThI,
3aTparuBaroIIKe MpaBa, CBOOO b, 3aKOHHBIE HHTEPECHI
rpaxnaH PO).
8.CocTaB 1 cojiep>)kaHue TOKYMEHTOB, HEOOXOTUMBIX
JUISl JOKYMEHTHUPOBAHUSI KOMMEPUECKOM JIeATETbHOCTH
MIPEATPUSITHSL.

halhe

Tecm

Buiopamov 0oun omeem

1.0Onpenenute, B KAKOM JOKYMEHTE 1Aa€TCs
orpeziesieHue TOHATUS «HOPMATUBHO-IIPABOBOM aKT:
«TIpaBHJIa TTOBEICHUS, PACIIPOCTPAHSIOIINECS HA
HeolpeAeNeHHBIA KPYT JINII, U3JaHHbIE HA OCHOBaHUH U
Bo ucnoysHerne O3 (deaepanbHOro 3aK0HOIaTELCTBRA),




00s13aTeNbHbIC 1J1s1 UCTIOJIHEHUS OpraHaMu
roCyJJapCTBEHHOM BJIaCTHU, MECTHOT'O CaMOYIIpaBJICHUs,
UX JTOJKHOCTHBIMM JIMLIAMH, FOPUANUYECKUMU JIMLIAMU U
rpaxaaHaMm»?

1) B TunoBoM periiaMeHTe B3auMOAECHCTBHUS
(benepanbHbIX OPraHOB MCIIOJHUTEIbHOM BIIACTH,
YTBEPKACHHOM IoctaHoBiIeHueM IIpaBurensctea PO ot
19 suBapsa 2005 r.;

2) B Kommepueckom j1oroBope (KOHTPAKTE).

3) B IIpaBOBBIX aKTax, JEMCTBYIOIIUX HA YPOBHE
cyOnekToB PO — kpaeB, obiacTeil, ropo1oB
peciyOiarkaHcKkoro 3HaueHust Mocksbl U CaHKT-
[TerepOypra, aBTOHOMHBIX 00JIACTEH U OKPYTOB, a
TaKXe UX TePPUTOPUATIBbHBIX 00pa30BaHUIA.

2. O0bsicHHUTE, TOUEMY Mepel U3ITaHuEM
PacToOpSANTEIHLHOTO IOKYMEHTA BAXKHO U3YYHTh
3aKOHOJATEIbHBIC aKThl U PEIICHUS TPABUTEIHCTRA,
BEJIOMCTBCHHBIC HOPMATHUBHBIC aKThI TI0 JAHHOMY H
aHAJIOTUYHBIM BoOTpocam?

1) u31aBaeMblii pacOPSAUTENBHBIN JOKYMEHT HE
JIOJIKCH IMPOTUBOPEUUTH YCTAaHOBIICHHBIM HOpMaM. Bee
MIPABOBBIC AKTHI JIOJKHBI CTPOT'O COOTBETCTBOBAThH
3aKOHY, HE COJICPIKATh MOJIOKEHUH, IIPOTHBOPEUALITUX
3aKOHOJIATEIIbHBIM aKTaM;

2) 3aKOHOJATENbHbIE aKThI U PEIICHUS TPaBUTENLCTBA,
BEJIOMCTBEHHBIE HOPMAaTUBHBIE AKThI I10 JTAHHOMY U
AHAJIOTMYHBIM BOIIPOCAM MOKHO HCITOJIB30BaTh B
Ka4yeCcTBE OCHOBBI - KaK TEKCT C YHU(PHUIIMPOBAHHON
MOCTOSIHHOM MH(pOopManyel U NponycKaMu JUIst
3aIl0JIHEHUS NIEpEeMEHHOI HH(pOpMaIiei;

3) 3aKOHOAATCJIbHBIC aKThI U PCIICHU ITPAaBUTCIILCTBA,
BCAOMCTBCHHBIC HOPMATUBHBIC AKThI 10 JAHHOMY U
AHAJIOTUYHBIM BOIIPpOCaM CICAYCT U3YUYHUTh, 4 3aTEM
OTMCHUTH KaK yYCTapCBIINC.

3.Kt0 00s3aTenbHO BKIIOUAETCs B pabouyro rpymnmy
(KOMHCCHIO) TIO BBIPAOOTKE MPOEKTa CIOKHOTO
pacrnopsaUTEIbHOIO T0KyMeHTa?

1) yueHsle, KBaTM(PpUIHPOBAHHBIE CIICIIUATTUCTHI U3
YHCJIa TPAKTUYECKUX PaOOTHUKOB;

2) BCe 3aMECTUTEIN PYKOBOAUTEIS OpraHU3aIiH;

3) Bce useHsl paboueil TPYyNIbl MPEIbIIYIIEro IPoeKTa.

4. Ha3zoBuTe nepBUYHBIE IPABOBHIE AKTHI.
1) 3akoH, YyKa3, TIOCTaHOBJIEHHE, paCIOpPKEHHE,
penieHue, npuKas;

2) N0JI0’KEHHUS, IPABUJIA, UHCTPYKIIUH;

3) periameHT, yKa3aHue, pyKOBOJCTBO, pa3bsICHEHUS,
pPEKOMEH1alluu, Iporpamma, NopsiI0K, CTaHAapT,




NpencKypaHT, Kiaccudukarop.

5. Ha3oBuTe BTOpUYHBIE IIPABOBBIC AKTHI.

1) nonoxeHus, npaBuia, UHCTPYKLMH; PETJIAMEHT,
yKa3aHue, pyKOBOJCTBO, pa3bsICHEHUs], PEKOMEH1aluH,
IIporpaMMa, Mopsii0K, CTaHAAPT, IPEHCKYPaHT,
Kyaccudukarop.

2) 3aKkOH, YyKa3, IIOCTAaHOBIIEHHE, pacCIOpPsLKEHUE,
pelieHue, npuKas.

3) aKThl, IEHCTBYIOIINE TOJIBKO HA YPOBHE CyOBEKTOB
P® — xpaeB, obnacTeit, ropoI0B peCIryOIMKaHCKOTO
3HaueHust Mocksbl U CankT-IleTepOypra, aBTOHOMHBIX
obJacTeil 1 OKPYToOB, a TaKKe UX TePPUTOPUATHHBIX
o0pazoBaHUH.

6. Eciu TEKCT MOATOTOBIIEH HA OCHOBAHUU TEKCTOB
JIPYTUX OpraHU3alH{ WU IPEAIIECTBYOMNX
JIOKYMEHTOB JaHHOW OpraHHU3aluu, TO...

1) B TeKcTe TOKyMEHTA YKa3bIBalOT UX PEKBU3UTHI:
HaMMEHOBAHUE JIOKyMEHTa, HANMEHOBAHNE
OpraHu3aluy — aBTOpa JOKYMEHTA, JaTy JIOKyMEHTa,
PErUCTpallMOHHBIA HOMEP TOKYMEHTA, 3aroJIOBOK K
TEKCTY;

2) cnefyeT U3MEHUTD JaThl MPEIIECTBYOITNX
JIOKYMEHTOB;

3) PEKBU3UTHI IOKyMEHTOB APYTUX OpPraHu3alui He
YKa3bIBaTh.

7.Kak npaBUIBHO IPOBECTU coenacosanue?

1) cormacoBaHue pacrnopsIUTEIbHOIO T0KyMEHTa
HE00X0IMMO MTPOBOJIUTH C 3aUNHTEPECOBAHHBIMU
YUpEKACHUSAMU (BHEIIHEE COTIacoBaHue, opopmisieMoe
rpu¢OM COIJIACOBAaHUS), & TAKIKE CO CTPYKTYPHBIMU
MO/Ipa3/IeJIEHUMHU WIH JOJKHOCTHBIMU JIUIIAMU,
KOTOPBIX OH (JIOKyMEHT) KacaeTcs (BHyTpEeHHee
COIVIaCOBaHUE, 0(OPMIIIEMOE BU3aMH COTIACOBAHMS);
2) cornacoBaHUe IMPOBOAUTCS MOCIIE MTOANMCAHUS
JIOKYMEHTa PyKOBOJIUTEJIEM;

3) B HCTpYyKIIMH 1O JEIONPOU3BOICTBY COTIaCOBaHHE
HE OroBapuBaEeTCs, IOATOMY OHO MPOBOJIUTCS
IIPOU3BOJIBHO.

[MpakTuyeckue 3agaHus

1. Hanumwure oumansHoOe MIACBMO
3aMECTUTENI0O MUHHUCTPA MPOMBIIIEHHOCTU U
ToproBau PP or wumMeHH aupekTopa
TPAKTOPHOT'O 3aBOJIa € MPOCHOOH YBEIHUUTH
CPOK BBIIIOJIHEHHsI TOCYNAPCTBEHHOIO 3aKas3a




Ha Tpakropa MK-300.

2. Harmmmmre
3asBJICHUE JUPEKTOPY HNucturyra
T'YMaHUTApHOTO OOpa3oBaHMs C MPOCHOOI
MPEIOCTaBUTH Bam VHIUBUyaIbHbIN

rpaduk caauv 3UMHEH HK3aMEHallMOHHOM
CECCHH B CBSI3H C 00JIC3HBIO.

3. Hanummmure xomaTtaiicTBO NpeacenaTesnto
npodxoma cryaenroB MI'TY um. I'. W
HocoBa o BbIzieieHMN BaM ITyTEBKH B
JIETCKUI 03I0POBUTENIBHBIN LIEHTP HA JIETO
JUISL Balero peOeHka.

IIpuMep KOMIJIEKCHOTO 32/1aHUSA

Ha noprane «Koncynprant [1nroc» HaitauTe
JIOJKHOCTHYIO MHCTPYKIMIO HHKEHEpa MO KaueCTBY U
BBITIOJIHUTE €T0 KOMIUICKCHBIN aHAJIU3: IEPEUUCINTE
MMEIOIIHECs] B HEM He0OX0IMMbIe TPU3HAKU BUA
JIOKYMEHTa, IPOaHAIM3UPYHUTE S3bIK (JIEKCUYECKHE,
MOP(}OIOTHYECKHE U CHHTAKCHYECKHE OCOOCHHOCTH) U
YKaXHUTE 4YepThl O(ULIHUATHHO-AETIOBOTO CTUIISI B JAHHOM
JIOKYMEHTE.

I1K-4.2

Moab3yercs
aBTOPUTETHBIMH
CJIOBapSIMU U
CIIPABOYHUKAMM B
u30paHHoili chepe
npogeccHoHAIbLHOU
AesiTeIbHOCTH

Teopemuuecxue 60NPOCHL K IK3AMEH) .

10.

11.

12.

13.

14.

15.

16.

HOpMaTI/IBHO-MCTOI[I/ILIeCKI/IG JOKYMCHTEI,
periiaMCeHTHUpYyOnue O(I)OpMJ'IeHI/IC Ppa3INYHBIX
BUJI0B TOKYMCHTOB.

I'OCT P 6.30-2003 «YHupuuupoBaHHble
CUCTeMBl JOKYMEHTAluu. YHHUPHUIMPOBaAHHASL
CHUCTEMa  OpPraHMU3aLMOHHO-PACIOPSAUTEIBHON
JMOKyMeHTaluu. TpebGoBaHus K OGOPMICHHUIO
JIOKYMEHTOB.

[TonsitTue o nokymenrte. Buapl 1OKyMEHTOB U UX
KIaccUpUKaIus.

®opmyiisip AokyMeHTa. llepedeHbp peKBU3HTOB
JIOKYMEHTOB o I'OCT P 6.30-2003
«YHU(DULIMPOBaHHBIE CUCTEMBI JOKYMEHTAI[UH.
YHudumupoBanHas cucTeMa OpraHU3allMOHHO-
pactopsiIUTENIbHON JOKYMEHTauu. TpedoBaHus
K OOPMIICHHUIO TOKYMEHTOB.

PexBusutel NeNe 01-04: ux XxapakTEepUCTHKH W
mpaBuiia OPOPMIICHHUS.

PexBusutel NeNe 05-09: ux xapakTEepUCTHKH WU
npaBuiia OPOPMIICHHUS.

PexBusutel NeNe 10-14: ux xapakTepuCTHUKH U
mpaBuiia OPOPMIICHHUS.

PexBusutel NoNoe 15-19: ux XapakTepuCTHKHU U
npaBuiIa OPOPMICHHS.

PexBuzutel NoNoe 20-25: ux XapakTepUCTHKU U
npaBuia OPOPMIICHHSL.




17. PexBusutsl NeNe 26-30: ux XapakTepUCTHKU U
npaBuiIa OPOPMIICHHSL.

Tecr
Heobxo0umo evlopams 00un omeem

1. B kaKkOM HCTOYHUKE U3II0KEHBI TPEOOBAHUS K
ohopMIICHHIO TIPOEKTOB yKa30B [Ipe3unnenrta PO,
HOPMATUBHBIX TIPABOBBIX aKTOB ()eACPATbHBIX OPTraHOB
WCIIOJIHUTEJIBHON BJIACTU?

1) MeTtoanueckue peKkoMeH1aluu 110 pa3paboTke
MHCTPYKLHUN 1O IEJIONPOU3BOJICTBY B (he/iepaibHbIX
opraHax MCHOJHUTEIbHOMN BIACTH, YTBEPKICHHBIX
[Tpuxazom Pocapxusa ot 23 nexabpst 2009 r. Ne 76.;

2) Konctutynuus Poccuiickoit @enepanuu.

3) IlocranoBnenue koeruu MuHUCTEpCTBA
counanpHoro odecneuenuss PCOCP ot 26 urons 1980 r.
"O COCTOSTHUM CITPABOYHO-KOAM(PHUKAIIMOHHON paboTHI B
opranax conuaigbHoro ooecrneuenuss PCOCP"y.

2. .Kakwue 3Tarnbl IOATOTOBKH MPEANICCTBYIOT
COCTaBJICHUIO TIPOEKTA PACHIOPSAUTEIBHOTO TOKYMEHTa?
1) c6op u u3zyueHue HHPOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB: OTYETOB, CIIPABOK, JOKJIATHBIX,
OOBSICHUTENIBHBIX 3AIMCOK, aKTOB, CIYKeOHOM
MEPETHCKH;
2) oOs3arenbHast OTMEHA MPEANIECTBYOIINX
pacTOpSIUTEIBHBIX JIOKYMCHTOB;
3) oTMeHa MpPaBOBBIX aKTOB, IEHCTBYIOIIUX B
npezenax OTPacyH.

3. B xakoM J0KyMeHTe peKOMEHAYETCsI IPONHCcaTh
MOCIEA0BATEIHHOCTh PA0OT HAJ MPOSKTOM
JIOKyMEeHTa U TpeOoBaHUs, COOTIOACHIE
KOTOPBIX 00ECIIEUYNBAET IOPUANUECKYIO
MTOJTHOLIEHHOCTh JJOKyMeHTa?

1) B MHCTPYKIIUU MO ACTOMPOU3BOACTBY;
2) B aKTe MEXBEJOMCTBEHHOTO XapaKTepa,
3) B BEIOMCTBEHHOM HOPMAaTUBHOM aKTe.

4. BepHo 1 crenyromiee yrBepxaeHue: «[maBHoe
yCJIOBUE Ka4eCTBa JOKyMEHTA — J0CTaTOYHAS
KOMITETEHTHOCTB JIUI], €r0 TOTOBSIINX»?

1) BepHO; YeM BBIIIIE YPOBEHb COCTABIISIEMOTO
JOKYMEHTa, TEM BBIIIE TPEOOBAHHUS, IPEIBSIBISIEMbIC K
ero COCTABUTEIISIM;

2) HeBepHO; CeKpeTapb JI0O0r0 ypoBHS CIIOCOOEH
CO311aTh JJOKYMEHT BBICOKOTO YPOBHS;

3) HEBEpPHO; IOKYMEHT BBICOKOTO YPOBHSI CIIOCOOEH
COCTaBUTbH PSIIOBOH YETIOBEK, OOPATUBIIHUCH K
NutepnHer-pecypey.

5. .B uem nposiBisieTcst pUIoIorHUecKas KyJIbTypa




P COCTABIIEHUW HOPMATHBHOTO TeKcTa?
1) B mpodeccuonanusme, o01eM KyJIbTypHOM YPOBHE
COCTaBUTENs, IITyOUHE 3HAHUS BOIIPOCA, YMEHUU
U3JIaraTth MbICIH;
2) B TOYHOCTH B UCMOJIB30BAHUH PEKBU3UTOB
JIOKYMEHTa;
3) B 3HAHUU MaKCHUMaJIbHOTO Ha0Opa PEKBU3UTOB
JIOKYMEHTA.

6. YKaxuTe HEOOXOAMMBIC IEHCTBHS B AITOPUTME
COCTaBJICHUS IIPOEKTA JOKyMEHTA:

1) cpopmynnpoBaTh Ha Y4EPHOBUKE OCHOBHBIE
10JIO’KEHUSI KOHKPETHOTO PELLEHUS; IPOAOIKUTh
pellakTUPOBaHHE U YTOUYHEHUE YacTel B OPsIKE
coriacoBaHus; c(hOpMyIMpOBaTh 3ar0JI0BOK, YKa3aTh
BO3MOYKHBIE CPOKH UCIIOJHEHUS U KOHTPOJIUPYIOIINE
MHCTaHINH;
2) ucmonb30BaTh Tpadaper: TeKCT ¢ yHU(PUIUPOBAHHOK
HOCTOSIHHOM nH(popManueil 1 NpomycKaMu JUIst
3aIOJTHEHHS TIEPEMEHHOI HH(OpMAITHEH;
3) CIIOXKHBIN TEKCT, U3JIaraouil HECKOJIBKO
CaMOCTOSITENIbHBIX BOIIPOCOB, CBOAUTCS IIPOCTOMY
BapHUaHTY — K OJIHOMY BOIIpOCy (JUIs1 y100CTBa pelieHus
pOo0JIEMBI O TOMELIEHUH TaKOIr'o JJOKYMEHTA B JIETIO).

7. B KakOM MCTOYHMKE ONPEIEIECH MOPAI0K
UCITOJIb30BAaHUS S3bIKOB B O(hUIIMAIbHON nepenucke?
1) crarbs 17 3akona Poccuiickoit denepannu «O
A3bIKax HaponoB Poccuiickon denepanun»;

2) snexkTpoHHas 0a3a JaHHBIX, [TOIEPKUBAOILAs
MOJTHOTEKCTOBBIM HA0Op 3aKOHOAATENbHBIX
HOPMAaTUBHBIX aKTOB;

3) Bounb1110#i SHIUKIIONETUIYECKHI CIOBaph.

8. B xakom 'OCTe ycTanaBiuBaeTcsi COCTaB
PEKBU3UTOB JJOKYMEHTOB?

1) TOCT P 6.30-2003;

2) I'OCT 6.01.1-87;

3) 'OCT 6.10.5-87.

9. s vero ucnonsizyercs OKY J1?

1) ang yHU(pUKAUU BHEIIHETOPTOBOM JOKYMEHTAIIHH;
2) nns peructpauu GopM J0KyMEHTOB;

3) ans yHupUKAUU GOPMBbI ApXUBHBIX JJOKYMEHTOB.
10. Kakoil HICTOYHUK HE COAEPKUT JOCTOBEPHYIO
MH(pOpMAaLIKIO 0 HOPMax U MpaBUjIaX COBPEMEHHOTO
pyccKoro si3bika?

1) mopran «I'pamoTa.py»;

2) Axanemuueckuit opgorpaduueckuii cioBaph;

3) CnoBapb CHHOHHMOB PYCCKOTO SI3bIKa.

11. B kakoM UCTOYHHKE U3JI0KCHBI TPEOOBAHMS K
odopmiieHHIO MPoeKToB yka3oB [Ipe3nnenra PD,
HOPMAaTUBHBIX IIPABOBBIX aKTOB (eZiepanbHbIX OPraHOB
UCIIOJIHUTEJIbHOU BJIacTU?




1) MeToaudeckre peKOMEeHIauU 10 pa3paboTke
MHCTPYKLHUHN 1O JEJIONPOU3BOJICTBY B (heiepaabHbIX
opraHax MCHOJHUTEIbHOMN BIACTH, YTBEPKACHHBIX
ITpukazom Pocapxusa ot 23 nexadbpst 2009 r. Ne 76.;

2) Koncrutyuus Poccuiickoii @enepanuu.

3) [TocTanoBneHue KoJIerud MUHUCTEPCTBA
counanpHoro ooecrneuenuss PCOCP ot 26 urons 1980 r.
"O cOCTOSIHUM CIIPAaBOYHO-KOAU(DUKAITMOHHON PabOThI B
opranax couuaibHoro odecriedcaust PCOCP"y.

IIpakTuyeckue 3agaHust
1. Hcnonb3ys AxameMuuecKui
opdorpaduyeckuii  ciIoBaph, yCTAHOBUTE
MPaBUJIBLHOE HAMKCAHUE CJIOB C IIEPBBIM
KOPHEM «HUHTECPHET»-.
2. 3aiiaute Ha moprtan «['pamoTa.py» U, UCHOIB3YS €ro
peCypchl, IPOBEPHTE

1) nanmcanue CIIOB «m...m(?)kapTay,
«df...HTUQ...JUpOBaThY;
2) Kak TMpaBWIbHO - «K3LD» MM  «KeID,

«PUEITOPY» U «PUIIITOP»?

4. IlpouurtaiiTe OT4ET CTyAeHTa 00 Yy4eOHOI
IIPaKTHKE. IIpoananu3upyiite ero
JIEKCUYECKHE u IrpaMMaTH4YECKHUE
ocobeHHocTu. Haiinute B TeEkcTe oT4eTa
OTCTYIJIEHHS  OT  O(HIMAIBHO-JIEIOBOTO
CTUJISL U UCIIPABBTE UX.

5. IIpouuraiite 3asdBICHHE CTyACHTAa HA WM
JIUpEKTOpa WHCTUTYTA. Onenure
NPaBUIBHOCTh €ro OQOpPMIIEHUS, S3bIK H
CTHIb. BhisBIIEeHHBIE OIIMOKHU U OTCTYTIIICHUS
0T O(pMIIMATBHO-JIEIOBOTO CTUJISI UCIIPABbTE.

6. IlpouuTaiiTe = MPOTOKON  MPOQPCOIO3HOTO
cobpanus. OrneHuTe NPAaBUIBHOCTh €TI0
COCTABJICHUS M MCIOJIb30BAHHBIE S3BIKOBBIE
cpeacrBa.  Hanpgure — oTcTrymuieHus — OT
OpUIMATIBHO-/IEJIOBOTO CTUJII U HCIPaBbTE
UXx.

IIpumep KOMIIEKCHOTO 3aJaHUA

[Ipounraiite TpPyAOBOW JOrOBOp KOMMEPUYECKOTO
npennpusaTs ¢ corpyaHukom. IIposenure  ero
DKCIEPTU3Y: NMPOBEPHTE €r0 COOTBETCTBUE TPYIOBOMY
3aKOHOJATEIbCTBY,  IPAMOTHOCTb  (HOPMYJIUPOBOK,
coOMoIeHne TpaB  COTPYJIHHKA W  paboTomaTess.
HaiinuTe orcTyrieHus oT opuIManbHO-IEI0BOIO CTUIIS
H UCIIPABBTEC UX.

ITK-4.3

Co3snaer,
KOMMEHTHPYET,

Teopemuueckue 6onpocwt K IK3ameHy
1. OcHOBHbIC MOHITHS W ONpENEICHUsT B 00JacTu




peaaKTHUpyer,
pedepupyer
TEKCThI Pa3JMYHOI
HANIPABJIEHHOCTH
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13.

14.

15.
16.
17.

18.

19.

20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

30.
31.

JIEJI0NIPOU3BO/ICTBA.

Buasl nenoBeix nucem.

Opranu3zaiioOHHbIE IOKYMEHTHI.
PacniopsqurenbHble JOKYMEHTHI.
NudopmaninoHHO-CIIPAaBOYHBIC TOKYMEHTHI.
JloroBopbl.

Kommepueckue nucopma.

[IpeTensus (pexnaManmsi).

HckoBble 3asBIICHUS.

. Kaccanmonnas »xamo0a.
. FOpunnueckass cuna  oQUIMATBEHO-IEI0BOTO

JOKYMCHTA.

. OcobenHocT  cocTaBieHUsT H  OQOPMIICHUS

pacropsauTeIbHOro JIOKyMEHTa!
KOHCTaTUPYIOIIAsl 4acTh.

OcobeHHOCTH  COCTaBIEHUSI M O(QOPMIICHUS
pacropsanTeIHLHOTO JTOKYMEHTA!
pacropsiAuTeNbHAs YaCTh.

JIOKyMEHTBI, UCIIOJIB3YIOIINECS] B KOMMEPUYECKOM
NESITeTPHOCTH — MPEANPUATHS:  KOMMEPUYECKHe
IUCbMA, IOTOBOPBI, IPETEH3UU.

CtpyKTypa J1eJI0BOTO MUCHhMA.

Bunsl 1e10BbIX nHceM.

[Tucemo-mipuriamenne, MUCBMO-TIpock0a U
MUCbMO-OTBET.

bnaronmapcTBeHHOE MTUCHMO, MTUCHMO-
IpeUI0KEHNE, MUCbMO-3alpoC U TapaHTUIHOE
MTUCHMO.

OcoOeHHOCTH JleNeHus] TeKCTa JOKyMEHTa I10
I'OCTy. TpebGoBanus k odopmiieHHIO ab3aleB B
texcte (PO u CLIA, BenukoOpuranus).
CocraBieHne JIOKYyMEHTOB C IPHUMEHEHHEM
TpadapeTHBIX TEKCTOB.

YHU(UUUPOBAHHBI TEKCT YNPaBICHUECKOIO
JOKyMeHTa (TpadapeT, aHKeTa, Tabauia).
OdunuanbHO-1€I0BON CTHIIb B KpPYTy JApPYTUX
CTHJIEH PyCCKOTO SA3BIKA.

Jlexcuka opUIHaTHHO-IEIOBOTO CTHIIS.
Mopdornorus opunnatbHO-IeT0BOTO CTUJIS.
CuHTakcuc o(pUINATEHO-JIETTOBOTO CTHIISL.
[IpaBka pykonucei ¢ MoMOIIbI0 KOPPEKTYPHBIX
3HAKOB.

Oco6eHHOCTH peAaKTUPOBAHUS HOPMATUBHOTO
TEKCTA.

CokpamieHuss M a0OpeBHAaTypbl B JIEJIOBBIX
JOKYMEHTaX.

Bo3MoskHbIe 00paleHust 1 KOHIIOBKU B JIEJIOBOM
MUCHME.

OCcoOEeHHOCTH CKJIIOHEHHUSI HEKOTOPBIX (paMUITHA.
YacTto  BeTpevaromuecs — JIEKCMYECKHe U
rpaMMaTH4eCcKue OLINOKH B JICJIOBBIX
JIOKYMEHTax.




Tecm

1. ®opmynsp 1OKyMEHTa — 3TO
a) YMTaTeNbCKUI Onier B Onbimoreke;
0) MOVIMHHKK JOKYMEHTA,
B) Ha0Op pEKBU3UTOB OQUIMATIHHOTO JOKYMEHTa,
PacMoI0KEHHBIX B onpeaenéHHoM
MOCJIEIOBATEIbHOCTH;
) TyOJuKaT TOKYMEHTA.

2. JloKyMeHT — 3TO
a) MaTepHaIbHBIA HOCUTENb HH(OPMAIIHH;
0) 3aduKkcHpOBaHHAas Ha MaTEPHAIBHOM HOCHUTEIEC
uHpopMaMsg C PEKBU3UTAMH, MO3BOJSIOMIUMHU €€
UICHTU(PHUIIPOBATH;
B) TEKCT, UCHOJB3YIOIIUICS Ui YJOCTOBEPEHUS KaKHUX-
aub0  OopUIMATBHBIX  JEWCTBUM WM  COCTOSIHHI
(mpomyck, macmopT, CBUIETENHCTBO O POXKICHUU U T.
IL);
r) opuimanpHas oOymara.

3. PexkBusur 03 «DOmOiema opraHu3zaluud WA
TOBApHBIN 3HAK» PACIOJIaraeTcs B JOKYMEHTE
a) TOJIbKO BBEPXY IO LEHTPY;
0) BBEpXy MO LIEHTPY WJIU CJIEBA;
B) BBEpPXY CIIPaBa;
T') BHU3Y TI0J1 TOAMKUCHIO PYKOBOJAUTEIISI OPTaHU3aIUH.

4. Kakoe yTBepXKICHHWE W3 MPHUBSACHHBIX HIDKE
SIBIISIETCS] HEBEPHBIM:

a) HAMMCHOBAHHUE OPTAHM3AINH, SBISIOMICHCS aBTOPOM
JIOKYMEHTa, JOJDKHO COOTBETCTBOBATh HAMMEHOBAHHUIO,
3aKpEIIEHHOMY B €€ yUpEeIUTEIbHBIX IOKYMECHTAX;
0) aBTOpPOM JOKYMEHTa MOXET OBITh JIOJDKHOCTHOE
JIUTIO0, TIPEJICTABJISFOIICE OPTaHU3aIUIO;
B) YaCTHBIE OPTraHU3AlINH, SIBISIFOIINECS IOPUANYECKUMU
JULAMH, HE 00s13aHbI MMETh (bupmeHHbIE
HAUMEHOBAaHMS, B  KOTOPBIX  YKa3blBaeTCsi  UX
opranuzaronHo-mpasoBas (opma (000, OAO, ITAO
UT. 1),
r) I'OCT P 6.30-2003 He orpaHu4yMBaeT COCTaB
CBEJICHH, BKJIIOYA€MBIX B CIPABOYHBIE JaHHBIE 00
OpraHu3aIuy -?

5. Kakoil W3 npuBEIEHHBIX HUXKE JIOKYMEHTOB HE
OTHOCHUTCS K pacnopsIuTeNbHON
JIOKYMEHTALINH ?

a) MOCTaHOBJICHUE;
0) mpukas;

B) IIPOTOKOJI;

T') pelIcHHeE.




6. Kaxkoe odhopmieHue 1aTel SBISETCS HEBEPHBIM:
7. 20.12.2020;

8. 20 nmexabps 2020 rona;

9. 2020.12.20;

10.20.12.20 -?

7. B xakom ciydae B cocraBe pexBusura «llonmnuce» He
YKa3bIBaIOT JOJKHOCTH JIMLA, TTOIUCABIIEr0 JOKYMEHT:
1) ecu 3TO 3aMeCTHUTEINb PYKOBOAUTEIISI OPraHU3aAIUU;
2) ecnu 3TO 6J1aroJapCcTBEHHOE MUCHMO;

3) ecnu TOKYMEHT COCTaBJICH Ha OJaHKE TOJDKHOCTHOTO
1A,

4) ecu 3TO OTBET HA MPEAbIAYIIEe TUCHMO -?

8. Kakoe oOpamicHre B JCIOBOM ITUCHME SIBIISICTCS
yCTapeBILIUM:

1) rmyOokoyBaxkaemslii ViBan MiBaHoBuY;

2) yBaxkaeMblil rocniofiuH VBaHOB;

3) mHoroyBaxkaembiii iBan MBanoBuY;

4) noporoii Usan MBanoBuy -?

9. Kakoe ciioBocodeTaHue HE SBISETCS IIEOHA3MOM:
1) komnera o npodeccuu;

2) dbopcupoBaTh YCKOPEHHBIMU TEMIIAMH;

3) nmrobumMoe yBIeUEHUE;

4) nonrox1aHHOE MPUBETCTBUE -7

10. Haiinute ommbOKy B CKJIIOHEHUH (haMUIIHI:
1) UBany [ly0sro;

2) ctyneHTy XMeb;

3) crynenTke XMeb;

4) Beponuke Tenumu.

11. Kakoii cTwIb U3 HWKENEPEUUCICHHBIX HE
BBIJICJIIETCS] B COBPEMEHHOM PYCCKOM SI3BIKE:

1) KHUKHBIIH;

2) ounmanbHO-1eN0BOM;

3) Hay4HBIH;

4) myOonuuucTuyeckuii -?

12. Kakas uepra He CBONCTBEHHa O(QUIMAIBHO-
JIEIIOBOMY CTHIIIO:

1) cxkaTOCTh, KOMIAKTHOCTD U3JI0KEHHUS;

2) cTaHAApTU30BAaHHOCTb W3JIOKEHUS U PACIOJIOKEHHS
MarepHaa,

3) mpeoOnagaHue TIAroj0B HaJ CYIIECTBUTEIBLHBIMU;

4) LIMPOKOE HCIIOJIb30BAHNE TEPMHUHOJIOTHH,
HOMEHKJIATYPHBIX HAaUMEHOBAHU,
CJI0’)KHOCOKpAILIEHHBIX CIIOB U ab0peBuaTyp -?

[IpakTuyeckue 3agaHus
1. Hanummure
MpUKA3 JIUPEKTOpa MOJOYHOrO 3aBoja O




npeMupoBaHUM padounx 1exa Ne 1 B cBs3u C
JIOCPOYHBIM BBHITIOJIHEHHEM IIaHa U ¢ HoBbIM
TOJOM.

2. Hamumure 61arogapcTBEHHOE TUCHMO apTUCTaM
npamaTtudeckoro teatpa umenu A. C. Ilymkuna
3a MPOBEJACHUE HOBOT'OJHErO Mpa3zaHuka B MOY
COMI Ne 32 oT uM€HHU JUPEKTOPA.

3. CocraBbTe MPOTOKOJ  OTYETHO-BBIOOPHOTO
npodcorozHoro cobpanus paborHukoB OAO
«Metu3Ho-KanmuOpoBoUHbId  3aBoax  «MMK-
METU3».

IIpumep KOMILIEKCHOTO 3aaHUSA
Ha odwummansaom caiite MI'TY um. I'. Y. Hocoa
HalauTe YCTaB YHHUBEPCUTETA, MpodUTaiTe paszuen I u

BBITIOJTHUTE ero KOMIUTEKCHBIN aHau3:
[IPOAHAIU3UPYHTE €ro CoAep)KaHue, HaluTe MpU3HAKU
OpraHU3aMOHHO-PACIOPAIUTEILHOTO JIOKYMEHTA;

HCCJI ez[yﬁTe €ro u SA3BIK, BBIIINCAB IMPUMCTDI
0(1)I/IIIPI3.JII)HO-I[CJIOBOF0 CTHUJIA.

b. Ilopaaok npoBeaeHUs MPOMEKYTOYHOM aTTEeCTAllUH, IOKA3aTEIH U KPUTEPHH
OLlCHUBAHUSA

HpOMe)KYTO‘IHaH aTTecTalus 10 JUCHUIIINHE « Dunonocuyeckas Kyniemypa HOpmMamueHbvblx
mexkcmoey BKIII0YACT TCOPCTUUCCKHUE BOIIPOCHI, ITO3BOJIAOIINEC OLCHUTE YPOBCHDb YCBOCHU A
06yqa}01u1/1M1/105{ 3HaHHI>i, U MPAKTUYCCKUC 3a/IaHUA, BBIABIIAIOIINE CTCIICHD C(l)OpMI/IpOBaHHOCTI/I
y'MeHI/Iﬁ )51 BJ'Ia)IeHPIfI, IIPOBOAUTCA B (bopMe OK3aMcCHa.

DK3aMeH N0 JaHHOW TUCIUIUIMHE MPOBOAUTCA B YCTHOM (opMe IO 3K3aMEHAIIMOHHBIM
OuneraM, KaAblil U3 KOTOPBIX BKJIIOYAET 2 TEOPETHYECKHUX BOMPOCA U OAHO MPAKTUYECKOE
3a/laHue.

ITonroToBKa K 9K3aMeHy 3aKJII0YAaeTCsl B U3YUSHUH U TIIATEIbHOM MpopaboTke

CTYJICHTOM y4e€0HOTO MaTepuasia IUCIHUILUIMHBI C YYETOM YICOHHKOB, JICKITMOHHBIX U
CEMHHAPCKHX 3aHATHHI, U BBIITOJTHEHUH BCEX MPAKTUYECKUX 3aJlaHUM, KOTOPBIE MPENO01aBaTENb
BBIZIaBaJl B TEUEHHE BCETO CEMECTpA.

Ha sk3ameH 1o Kypcy CTyIeHT 00s13aH MPEeJCTaBUTh:

— HOJIHBIN KOHCHEKT JIEKIUH (1aXe B CiIydasx pa3peiieHus CBOOOIHOTO MOCEIIEHUs
y4eOHBIX 3aHATHI);

— TMOJIHBIM KOHCIIEKT CEMUHAPCKUX 3aHATUH (Jlaxke B CIydyasx pa3pelieHus CBOOOIHOTO
MOCEIIEHUS YUYEOHBIX 3aHATHIA);

— KOHCIIEKTHI JOMOJIHUTEIbHOMN JIUTEPATYPHI IO KypCy.




Ilokazamenu u Kpumepuu oyeHUBAHUA IK3AMEHA:

— HA OYEeHKY «OmAUYHO» (5 6a1108) — 00yuaAIOWULICS OeMOHCMPUPYEN BbICOKULL YPOBEHb
chopmuposannocmu  KoMnemeHyutl, 8CeCmopoHHee, cucmemamuyeckoe u 2nybokoe 3HaHue
YueOHo2o mamepuan; c80000HO BbINOIHAEM NpAKMuyeckue 3a0auus, c80000HO onepupyem
SHAHUAMU, YMEHUAMU, NPUMEHSEM UX 8 CUMYAYUSAX NOBbIUEHHOU CILONCHOCMU.

OOyvaromuiicss JIEMOHCTPUPYET CIHEIHalbHblE 3HAHWS © HABBIKK B  00JacTH
JIeNTOTIPOU3BOICTBA, C YUYETOM JICHCTBYIOUIMX 3aKOHOJATEIbHBIX M HOPMATHBHO-METOIUYECKUX
aKTOB; 3HAET CTAHIAPTHl YHU(DUIIMPOBAHHON CHCTEMBI OPTraHU3AIMOHHO-PACHIOPSAUTEIBHOM
JOKYMEHTAIlMH; BlIajieeT 0a30BHIMH HAaBBIKAMH CO3JIaHHS HA OCHOBE CTAaHJAPTHBIX METOJUK H
NEHCTBYIOIINX HOPMATHBOB pAa3jMYHBIX THIIOB TEKCTOB; BIIAJIeeT 0a30BBIMH HAaBBIKAMH
nopabotkn u 00paboTkM (Hampumep, KOPPEKTypa, pPEJaKTHPOBAHWE, KOMMEHTHPOBAHUE,
pelaKTUpoBaHKue, HHPOPMAITMOHHO-CIIOBAPHOE OMHUCAHKE) Pa3IMYHBIX TUIIOB TEKCTOB);

— Ha OYeHKy «xopouwioy (4 6anna) — odoyuarowuiicss 0eMoHCmpupyem cpeonull ypoeehsb
cpopmuposannocmu KOMnemMeHYuu: OCHOBHbIE 3HAHUS, YMEHUS OC80€HbL, HO OONYCKAIOMCS
He3HauumenbHvle OWUOKU, HeMOYHOCMU, 3aMPYOHEeHUs NPU AHATUMUYECKUX ONePaYUsIX,
nepeHoce 3HaHUU U yMeHull Ha HOBble, HECMAHOAPMHbBLE CUMYAYUU.

OOyuarouuiics JEMOHCTpUpPYET CIelUajibHble 3HAaHUS M HaBbIKK B  00jacTu
JIeJIONIPOU3BOJICTBA, C YUETOM JIEHCTBYIOLIMX 3aKOHOJATENbHBIX U HOPMATHBHO-METOIUYECKUX
aKTOB; 3HAET CTAHJAPThl YHU(DUIUPOBAHHON CHUCTEMBbl OPraHU3ALMOHHO-PACHOPSAUTEIBHOM
JOKYMEHTAIlMH; BIIaJieeT 0a30BHIMH HAaBBIKAMH CO3JIaHHSI HA OCHOBE CTAaHJAPTHBIX METOIUK H
NEHCTBYIOIINX HOPMAaTHBOB pAa3jIMYHBIX THUIIOB TEKCTOB; BIaJeeT Oa30BbIMH HAaBBIKAMH
I0paboTKU UM 00paboTKM (HampuMmep, KOpPpeKTypa, pedaKkTUpOBaHUE, KOMMEHTHpPOBAaHHE,
peaakTUpoBaHue, UHPOPMALIMOHHO-CJIOBAPHOE OMMCAHNE) PA3INYHBIX TUIIOB TEKCTOB);

— Ha OYeHKY «y0oenemeopumenvuoy (3 6Oanna) — obyuarowuiici OemMoHCmpupyem
nOpPO206blil YPOGEHb CHOPMUPOBAHHOCU KOMNEMEHYUL: 8 X00€ KOHMPOTbHbIX MEPONPUAMULL
00NyCKaomes owuOKY, NPOAGNAEMCcs OMCYMCMeUe OMmMOeNbHbIX 3HAHUL, YMEHUl, HABbIKOG,
00yYaIOWUICA UCNLIMbIBAEM 3HAYUMENbHbIE 3AMPYOHEHUs. NPU ONepupoOBaHUU 3HAHUAMU U
VMEHUAMU NPU UX NepeHOCce HA HOBble CUMYAYUU.

OOyyaromuiics 1eMOHCTPUPYET 3HAHHUS OCHOB M HABBIKM B O0JIACTH J€JIIONPOU3BOCTBA, C
Y4ETOM JIEHCTBYIOIIMX 3aKOHO/IAaTEIbHBIX U1 HOPMAaTUBHO-METOANYECKHUX aKTOB; 3HAE€T OCHOBHbBIE
CTaHAapThl YHU(PUIIMPOBAHHON CHCTEMbI OPraHU3aLMOHHO-PACIOPSIUTENbHON TOKYMEHTALUH;
BiajieeT 0a30BHIMH HaBBIKAMU CO3/IaHUS HA OCHOBE CTAHAAPTHBIX METOJIUK U JEHCTBYIOIIUX
HOPMAaTHBOB Pa3JIMYHBIX TUIIOB TEKCTOB; BiIaJieeT 0a30BbIMU HABBIKAMU JJOPAOOTKHU U 00pabOTKU
(HanpumMmep, KOPPEKTYypa, pENaKTUPOBaHUE, KOMMEHTUPOBAHHUE, PEAAKTUPOBAHUE,
UH(POPMALIMOHHO-CJIOBAPHOE ONHMCAHUE) PA3JIMYHBIX THIIOB TEKCTOB). Bianeer TeXHUKaMu H
HaBbIKaMU O(OPMIIEHUS OPraHU3allMOHHO-PACTIOPSAUTEIbHBIX JTOKYMEHTOB - COCTaBIISIE€T
JIOKYMEHTBI C HEKOTOPBIMU 3aMEYaHUSIMH.

— HAa OYEeHKY «Hey006/1emeopumenvHo» (2 oanna) — 00yuanwuiics 0eMOHCMpupyem
3Hanusi He bonee 20% meopemuuecko2o mamepuana, OONycKaem cyujecmeeHHvle OuuOKuU, He
MOJICem NOKA3amb UHMENLeKMYalbHble HA8bIKU PeuleHUss NPOCMbIX 3a0ad.

— Ha OYeHKy «HeydosiemeopumensvHoy (1 6ann) — obyuaowuiics He Modcem NOKA3AMb
3HAHUSL HA YPOBHE BOCNPOU3BEOCHUs U OOBACHEHUs UH@OOpMAyul, He MOodcem NoKa3amo
UHMENLEKMY AIbHble HABIKU PeUuleHUsl NPOCMbIX 3a0ad.



Ilepeyensb BONPOCOB K IK3aMEHY

[Tpenmer, uenb ¥ 3a1a4U IUCHUTUIHHBI.

Jenonpon3BoacTBo B JpeBHEPYCCKOM rOCyJapCTBeE.

IIpukasznoe nenonpousBoacTBo 15-17 BB.

Konnexckoe nenonpon3BoiCTBO.

MuHncTepcKOe «MCIOIHUTEIBLHOE» NEN0NPON3BOACTBO 19 — Havana 20 BB.
Opranuzanus nenonpousBojictea B CCCP B 1917 — 1941 rr.

Uctopus ynpasnenus u aenonpouspojactsa B CCCP B 1945-1990 rr.

CoBpemeHHast CTpYKTypa yIpasiieHus JoKyMeHTauuei B Poccuu.

2. [IpaBoBoe perynupoBaHue yIpaBiIeHUYECKOT 0 Ipolecca.

3.IlonsTue o I'ocynapcTBEHHOH crcTEME JOKYMEHTAMOHHOTO 00ECTIeUeH sl YIPaBICHUSI.

4. JlokymeHTUpoBaHue  JesATeNbHOCTH. CrnocoObl  JTOKyMEHTHPOBAHMS,  pE3yJbTaThl U
OTBETCTBEHHOCTb.

5.HopmaTuBHO-MeTOAMYECKHE JOKYMEHTHI, pErjaMeHTUpYIoIue OQGOpMICHHE pPa3IMYHbIX
BUJIOB JIOKYMEHTOB.

6. JIOKyMEHTHUpOBaHUE paCHOpPATUTENbHON nesrenbHOocTH. (CocTaB  pacmopsAMTEIbHBIX
JIOKYMEHTOB.

7. BenoMcTBeHHbIE HOpPMATUBHBIE aKThl (AKThI, 3aTparvBaoIlye MpaBa, CBOOOJbI, 3aKOHHBIE
uHTepeckl rpaxaad Pd).

8.CoctaB u cojaep:kaHHe JOKYMEHTOB, HEOOXOIUMBIX JJisi JOKYMEHTHPOBAHUS KOMMEpPUYECKOM
JESTEIbHOCTH MPEATIPUATHSL.

10. TOCT P 6.30-2003 «YHuGUIUPOBAHHBIE CHCTEMbI JOKYMEHTAIUU. YHUDHUIMPOBAHHASL
cHCTeMa OpraHU3alOHHO-PACTIOPSIIUTENIEHOW JAOKyMEHTAMu. TpeboBaHus K 0O(OopMIICHHIO
JIOKYMEHTOBY.

18. TlonsiTHe 0 JOKYyMeHTe. Buabl JOKyMEHTOB U UX Kilaccu(UKaLus.

19. ®opmynsp nokymenta. llepeuenp pexBuzutoB nokymeHtoB nmo ['OCT P 6.30-2003
«YHUQUUUPOBAHHBIE  CHUCTEMbl  JIOKyMEHTallMM.  YHU(QUIUPOBAHHAs  CHCTEMa
OpTraHU3aIMOHHO-PACTIOPSAAUTENILHON JOKyMeHTaluu. TpeboBaHus K OGOPMICHHIO
JIOKYMEHTOBY.

20. PexBuszutbl NeNe 01-04: nx xapakTepUCTHKHU U IpaBUiIa 0(pOpMIICHHUS.

21. PexBusutsl NeNe 05-09: ux XxapakTepuCTUKH U MPaBUiia 0POPMIICHHUS.

22. PexBu3utbl NeNe 10-14: nx xapakTepUCTHKHU U TIpaBUiIa 0(pOpPMIICHHUS.

23. PexBusuthl NeNe 15-19: ux xapakTepuCTUKH U MpaBuiia 0POpMIICHHUS.

24. PexBu3utbl NeNe 20-25: nxX XapakTEpUCTHKHU U IPaBUIa 0(POPMIICHHUS.

25. PexBusuthl NeNe 26-30: ux XapakTepuUCTUKH U MpaBuiia 0hOPMIICHHUS.

26. OcHOBHbIE MTOHATHUS U ONpeIeTIeHNs B 00JIaCTH J€JIONPOU3BO/ICTBA.

27. Bunpl 1eJIOBBIX TTHMCEM.

28. OpraHu3alMOHHbIE JOKYMEHTHI.

29. PacnopsiauTenbHble JOKYMEHTBHI.

30. MudpopmannoHHO-CIIPaBOYHbIE JOKYMEHTBI.

31. JloroBopsl.

32. KomMepueckue nucbma.

33. Ilpetensus (pexaamarius).

34. lckoBble 3asBICHHUS.

35. KaccaunonHas xano0a.

36. FOpunnyeckas cuiia opUIIuaIbHO-IEI0BOTO TOKYMEHTA.

37. OcoOeHHOCTH  COCTaBIICHHSI W OQOPMIICHHUS  PACIOPSAUTEIBHOTO  JOKyMEHTa!
KOHCTaTUPYIOIIas 4acThb.

38. OcobenHocT  cocTaBiieHHST ©  OQOPMIICHUS  PACTIOPSATUTEIHLHOTO  JTOKYMEHTA!
pacnopsiIUTENbHAS YaCTh.

39. IoOKyMEHTBI, HCHOJIb3YIOIMIMECS B KOMMEPYECKOM NIESITEIBbHOCTH MPEANPUATHS:
KOMMEPUYECKHUE TUCbMA, TOTOBOPBI, IPETEH3HH.
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40.
41.
42.
43.

44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.

CtpyKTypa [1e70BOTr0 MUChMa.

Buasl ne10BBIX IHCEM.

[TuceMmo-nipuriamienye, NMCbMO-IIPOCkda U MUCBMO-OTBET.

brnarogapcTBeHHOE MHUCHMO, MHCHMO-TIPEUIOKCHHUE, MUCHhMO-3aIPOC W TapaHTHITHOE
MUCHMO.

CocraBieHue T0KyMEHTOB C IPUMEHEHUEM Tpa(apeTHbIX TEKCTOB.

YHupUIMpOBaHHBIA TEKCT yIPABICHYECKOTO JOKYMeHTa (TpadapeT, aHKeTa, TabJInIa).
OdunmanpbHO-AETOBOM CTUIIb B KPYTY IPYTUX CTUIICH PYCCKOTO SI3BIKA.

Jlexcuka opuIMaIbHO-/1€70BOTO CTHIIS.

Mopdonorust opUIHaIBHO-IEIOBOTO CTHIIS.

Cunrakcuc opUIHaTbHO-/1EI0BOTO CTHJIS.

Oco0eHHOCTH peJaKTUPOBAHUS HOPMATUBHOTO TEKCTA.

Coxkparienus u abOpeBUaTypbl B ACNOBBIX TOKyMEHTAX.

Bo3moxHbIe 00palieHus ¥ KOHIIOBKH B JISJIOBOM ITHCHME.

Oco0eHHOCTH CKIIOHEHUS HEKOTOPBIX (haMUITHH.

Yacto BcTpewaromuecs JEKCHYECKME M IpaMMaTH4YecKHMe OMMOKM B JIEJIOBBIX
JIOKYMEHTaX.



