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4

1. IlepeyeHb NJIaHUPYEeMBbIX Pe3y/IbTATOB 00y4eHHUSI 10 AUCHMILIMHE, COOTHECEHHBIX €
IUVIAHUPYEMbIMU pe3yJbTATaAMH OCBOEHHMS 00Pa30BaTeILHOI MPOrpaMMbl

1.1, JducummiuHa

b1.B.08.1B.02.02

denonpousBoacrso,

AI3BIK cnymeﬁnblx

JOKYMECHTOB o0ecreunBaeT OBJIAJICHUE CJTEeAYIOINIMMHA KOMIIETEHIIUAMU € YUYE€TOM 3Tamna.

Kon HaumenoBanue Kox »Tama Haumenosanue »tama
KOMIIETEHIIUH KOMIIETEHIUN OCBOCHHS OCBOEHHS KOMIIETEHIUN
KOMITIETCHI[UU

[1K-2 Biagenue T1IK-2.2 CIIOCOOHOCTH OOBSICHATH U
OpraHU3aIlOHHBIMH dbopmynHupoBaTh COOCTBEHHOE
CIIOCOOHOCTSIMH, YMEHHE MHEHHE O CYIIECTBYIOIIEH
HaxXOIUTh W TPUHUMATH cHUCTEME YIPaBICHYIECKOTO
OpraHU3aIlMOHHbBIC ydera B OpraHu3aIlNH;
YIpaBICHYCCKUE dbopMupoBaTh OTYETHYIO
pelieHus, B TOM YUCIIe U nHpopmaIuio IS
B KPU3HUCHBIX CUTYaITUsIX VIIPaBICHYECKOTO IepCOoHaja

OopraHu3aIu

[1IK-4 Biagenue T1IK-4.2 CIIOCOOHOCTh K  NPUHSATHIO
CIIOCOOHOCTBIO K pelIeHUH ¥ TUIAHUPOBAHHIO B
aHaJIn3y u chepe TOCYNapCTBEHHOTO U
TUTAHUPOBAHUIO B MYHHIIHITAIEHOTO YITPABIICHHUS
obactu
TOCYIapCTBEHHOTO u
MYHHIIMITATEHOTO
yIIpaBICHUS

[1K-20 Bnanenne wmertomamu wu | I1K-20.3 CIIOCOOHOCTH pacKpbIBaTh
WHCTPYMCHTAJbHBIMH COOCTBEHHYIO  TIO3WITUIO  TIO
CpeICTBaMH, BOIIPOCaM pa3BUTHSA
CIOCOOCTBYIOITUMU OromkeTHOM cuctembl Poccun
WHTEHCUPUKAITUU
IMO03HABaTSIHLHOM
JIEeATEIbHOCTH

1.2. B pe3yabrare OCBOGHHMS JAUCHUILUIMHBI Y CTYA€HTOB [JOJKHbI OBITH

copmupoBaHbI:

OTO/TO Kon JTana Pesynbrarel 00yueHHs

(mpu Haymmuuu npodcerangapra)/ OCBOCHUS

TPYAOBBIC WU KOMITIETCHIUU

npodecCuoHaTbHBIC IEHCTBH

IIPUMEHATH COBPEMEHHBIE [1K-2.2 Ha YpOBHE 3HAHMI: 3HaTb HMCTOPUYECKHE

WH(OPMAITMOHHO-aHATTUTHYECKHE
TEXHOJIOTHUHN U TCXHUYCCKUC
CPEICTBa ISl peIICHHUS
Pa3IMYHBIX UCCIICOBATEIILCKUX U
aJIMUHUCTPATUBHBIX 33/1a4 B
chepe rocyrapCTBEHHOTO H
MYHULIUIIAJIBHOIO YIIPABICHUS;
NPOBOANTH aHATN3

aCTeKThl BO3HHUKHOBEHHMS KOH(DIMKTOB B
chepe TOCYIapCTBEHHOTO u
MYHHIIMITAEHOTO YIIPABIICHHS

HAa  ypOBHE  YMEHHUH:  HCIIOJIb30BaTh
apryMEHTBhl, OCHOBaHHbIE Ha Hay4YHBIX
MOAXO0AAX U KOHUEMIUAX, BBIPAOOTaHHBIX B
pamMKax TEOPUH YpEryaupOBaHUs
KOH()JIMKTHBIX CUTYaIHH




yIpaBJIeHUYeCKON WHpopmaIuu Ha YpOBHE HaBBIKOB: MPUBOAUTH
COOCTBEHHBIC  BBIBOJABI,  IPEIOKECHUS,
apryMEHTBI,  OLEHKHU  YpEryJIupoBaHUs
KOH(DITUKTOB B CHCTEME rOCYIapCTBEHHOU H
MYHUITUTIAIEHOMN CITY>KObI
opranu3oBbIBaTh U obecrnieunBary | I[1K-4.2 Ha YpOBHE 3HAaHMI: 3HaTb HMCTOPUYECKHUE
METOANYECKOE COMTPOBOXKICHUE 110 aCIEKThl BO3HUKHOBEHHsI KOH(JIMKTOB B
pa3paboTKe U peaau3aluu cthepe rOCyIapCTBEHHOTO u
KaJIpOBOM MOJUTHUKU OpTraHU3alniu MYHUIIMTIAJIBHOTO YIIPaBICHUS
Y KaJIpOBOIO ayAuTa; CO3/1aBaTh Ha  ypOBHE YMEHHII: BBICKAa3bIBATh
3JIEKTPOHHBIE 0a3bl, BECTH IMOUCK COOCTBEHHYIO TO3UIMIO [0  BOMpPOCaM
BOCTpeOOBaHHON HH(pOPMALHU pa3BUTHS OFOKETHOM cucTeMbl Poccun
pr OCYICCTBICHUU Ha YPOBHE HaBBIKOB: MIPUBOAUTH
npodeccuoHanbHOMI COOCTBCHHBIC  BBIBOJBI,  IPEIJIOKEHUS,
ACATCIBHOCTH B CUCTCMC apryMEHTEI, OLECHKHU  YypEeryIupOBaHUS
roCynapCTBEHHOIO " KOH(JIUKTOB B CHCTEME rOCyAapCTBEHHOM U
MYHUIHUINIAJIBHOT'O YIIPABJIICHUSA MYHHHHHaHBHOﬁ CJIy7K6I)I
MIPUMEHSATH JesoBoi nHocTpanubid | I1K-20.3 Ha YpPOBHE 3HAHUM: 3HATb TEHJCHUUU
SI3BIK JUIS TTIOMCKA U aHAJIU3a pa3BUTHS OIOIKETHOM CHUCTEMBI
MEXTYHAPOIHBIX JOKYMEHTOB; Poccutickoit denepanuu; GopmMbl 1 METOIBI
AHAJIU3UPOBATH U OIOIDKETHOTO PETYJIMPOBAHUSI COLIUAIBHO-
CHCTEMaTU3UPOBATh CBS3H B SKOHOMHUYECKHUX Ipo1ieccoB B PO
Pa3TUIHBIX MOJIUTHYSCKHUX Ha YpPOBHE YMEHHUW: MPOBOJUTH aHAIIU3
CHCTEMax CTPYKTYphl M  JTUHAMHKH JIOXOIOB U
pacxonoB OHOMKETOB OIOMKETHON CHUCTEMBI
Poccuiickoit @enepanyn
Ha YpPOBHE HaBBIKOB: pacKpbIBaTh
COOCTBEHHYIO TO3UIIMIO IO  BOMpPOCaM
pa3BUTHA OIOIKETHOM cucteMbl Poccuu

2. O0beM U MecTO JUCHHUILINHBI B cTpyKkType OI1 BO

O0beM TUCHUIIIMHBI

Obmas Ttpynoemrocts b1.B.08./IB.02.02 [lenonpou3BOJACTBO, S3bIK CIIY>KEOHBIX
JOKYMEHTOB cocTaBiisieT 3 3a4€THBIX enuHuIbl, 108 yacoB. KomndecTBo akajieMHUYecKuX 4acos,
BBIJICJIEHHBIX HAa KOHTAKTHYIO paboTy ¢ mpemnojaBareieM, cocTaBiser 16 vaco: nmekuuu — 4
yaca, TpakTH4eckue 3aHsATHS — 12 gacoB. CamocTosiTenbHas paborta cocraBisier 88 wacos,
KOHTpOJIb — 4 Jaca.

Mecto nucuumiunebl B ctpykrype OII BO

b1.B.08.1B.02.02 [1enonpou3BOACTBO, A3bIK CIYKEOHBIX TOKYMEHTOB IpPEIyCMOTPEHA
Ha 3 Kypce B 5 ceMecTpe.

Hucuumnuaa b1.B.08.11B.02.02 [lenonpou3BOICTBO, S3BIK CIIYKEOHBIX JTOKYMEHTOB
OTHOCHUTCS K IUCUUIUIMHAM 0 BbIOOPY BapuatuBHOW 4yacTu brioka 1 «/{ucuuniannsl (MOILyH)»
b1.B.08. Monynb «OGecnieyeHre MeXIapiIaMeHTCKOTO COTPYIHHUECTBAY.

Hucrunmmaa b1.B.08.71B.02.02 Jlenonpou3BOACTBO, S3BIK CIY>KEOHBIX JTOKYMEHTOB
OonupaeTcs Ha CIeIylollue JUCHUIUIMHBL, H3ydeHHble Maructpantamu panee b1.5.03
NupopMaimoHHO-aHAIMTUYECKHUE  TEXHOJIOTMH  TOCYJApCTBEHHOTO U MYHHULHUIAIHHOTO
ynpasienus (2, 3 cemecrpsl); b1.B.JIB.02.01 IIpodeccuonansHas 3THKa TOCYIapCTBEHHOTO
ciyxariero. OcoOeHHOCTH MPOXOXKIECHUS TOCYIapCTBEHHOMN CITY)KOBI B TIapyiaMeHTe (2 cemMecTp);
b1.B./1B.02.02 T'ocynapcTBenHOE yIpaBJ€HUE MEXKOH(eCCHOHATbHBIMU U
STHOHAIMOHANBHBIMK oTHOmeHusIMA (2 cemectp); b1.B.06.J]IB.02.01 TIpodeccuonanbuas




HapJIaMEHTCKasl ICATEIbHOCTh M 00CCIICUeHHE ISSITEIbHOCTH BBIOOPHBIX TODKHOCTHBIX JHIL (3,
4 cemectpsl), 51.B.06.J1B.02.02 MexmnapiaMeHTCKUE CBSI3U B cOTpyAHUYECTBO (3, 4 cemecTp).
dopma MPOMEKYTOUHOM aTTECTAI[MH B COOTBETCTBHH C YUCOHBIM IJIAHOM — 3a4eT.

3. Coep:xaHue U CTPYKTYPA AU CHUILIHHBI
3aounas ¢popma o0yueHust

Ne n/mm HaumeHoBaHue TeM 1/WJIH O0beM IMCHUIIMHBL, Yac. ®opma
pa3aeJion Bcero KonraktHas padora CpP TeKyLero
o0yyarommxcs ¢ KOHTPOJIst
npenojaBarejieM ycneBaeMocTH®,
110 BUJAAM y4eOHBIX 3aHATHH MPOMEKYTOUHOM
J JIP 13 [KCP arrecramuu™*

Tema 1. AKTyaJbHBIE TTPOOIEMBI O
JIOKYMEHTAIIIOHHOTO 00ecreyeHHs 13 1 ) 1 ) 1
YIpaBICHUS

Tewma 2. HopmaruBHo-MeToMu€ECKOE O
o0ecriecucHre IETOTIPON3BO/ICTBA B
TroCyJapCTBEHHOU U 13 1 B 1 B 11
MYHUIUIATBHON ClTyxk0e

Tewma 3. CoBpeMeHHas CTaHJapTU3ALUSA O
mpolecca J0KYMEHTHPOBAHHSI 13 1 - 1 - 11

Tewma 4. Kynerypa nenoBoit muceMeHHON O
peun 1 npodecCHoHaIN3M rocynap-

CTBEHHOI'O ¥ MYHULIUITAJIBHOTO 13 1 B 1 B 1
CITy’KaIlero

Tema 5. OKCTPaJMHI'BUCTUIECKHE o
TpeboBaHUs, MPEABSABISEMBIC K 13 ) 1
CIIyeOHOMY TOKYMEHTY ) ) )

Tema 6. Crangapruzanus s3bIKa O
CITy>keOHOTO JOKyMEHTa 13 } . 2 . 11

Tewma 7. Tunu4yHbIEC TOTUKO-CMBICIIOBBIC U O
CTHJINCTUYECKUE ONTUOKH, CITOCOOBI 13 } . 2 . 11
UX yCTpPaHEHUS.

Tema 8. CocrasneHne U opopMIICHHE O
OpTraHU3AIOHHO- 13 5 11
PachopsIUTEIbHON TOKYMEHTAIIMN B B B

IIpomexyTouHas artecrauus 4 3ad.
Bcero: 108 ‘ 4 ‘ - ’ 12 ‘ - 88

Ipumeuanue:
* — (hopma mekywezo koumpons ycneeaemocmu. onpoc (O).
** _ hopmer npomedicymouno ammecmayuu: 3auem (3au.).

Conepsxkanue 1M CHUININHbBI

Tema 1. AKkTyasibHbI€ PO0JIEMbI JOKYMEHTAIIHOHHOT0 00ecneYyeHus1 ynpaBJjaeHusl

[IpemMer w  Ha3HaueHWe  Kypca.  AKTyalbHble  MPOOJIEMBI  COBPEMEHHOTO
nenonpou3BoAcTBa. OCHOBHBIE — HANpAaBIEHUsS  COBEPIICHCTBOBAHMS  JIE€JIONPOU3BOACTBA.
DNEeKTPOHHOE  JIEJONPOU3BOACTBO W JIIEKTPOHHBIA  JOKYMEHTOOOOPOT:  MPOOIEMBbI
dbopMupoBaHus HOHATUHHOTO arnapara, NepcrneKTUBbI PA3BUTH.



KitoueBble TMOHATHS JOKYMEHTAIIMOHHOTO —oOecredeHus ympaBieHus. Hocutensb
uHpopmarmu. Knaccudukamnus Hocuteneit nHdopManuu mo crnocody ¢pukcanuu HHGOpPMAIIUU.
CpenctBa nokymeHTHpoBaHUs. CrocoObl JOKYMEHTHPOBaHHWSA. JIOKYMEHT Kak HHCTPYMEHT
OpPTaHM3AIMOHHBIX METOJOB yIpaBieHus. DYHKIUU YIPABICHUYECKHX JTOKYMEHTOB. Bumbl
yIpaBJICHYECKUX JOKyMeHTOB. Kitaccuukamnmsi yrnpaBieHYECKHMX JOKyMeHTOB. Cucrema
JOKyMEHTAIH. YHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.

Tema 2. HopmaTuBHO-MeToAUYecKOe olecrevyeHHe eJIONMPOU3BOACTBA B TroCylap-
CTBEHHOI U MYHUIIUTIAJIbHOM CJIyxK0e

CocraB, XapakTepUCTHKA U aHAJIM3 HOPMAaTUBHO-METOINYECKON 0a3bl 1€JI0MPOU3BOICTBA.
Knaccudukanus u cogepxaHue MpaBOBbIX aKTOB, PETYIUPYIOUINX BOIMPOCHI TOKYMEHTUPOBAHUS,
opranusaii  paboTel €  JOKyMeHTamMH. HopmaTtuBHOE  peryiMpoBaHHE  BOIPOCOB
CTaHAapTH3aluu ¥ YHU(UKAIUKU JOKyMEHTOB. HopmaruBHOE peryiupoBaHHE BOIPOCOB
ABTOMATHU3AIMHU TPAJAULIUOHHOTO U 3JIEKTPOHHOTO JIETIONPONU3BOACTBA.

Tema 3. CoBpeMeHHas1 CTaHAAPTU3ALUS NPOLECCA TOKYMEHTHPOBAHUS

Ponp crampmapruzanmu W yHUQHKAMM B COBPEMEHHOM JIEJIONPOHM3BOACTBEHHOM
nporuecce.

HopmaruBHO-TIpaBoBasi OCHOBA CTaHAAPTU3AIMHU B JEIIONPOU3BOICTBE.

OO6nacTb NpUMEHEHMSI CTaHJapTa B AEIONPOU3BOJCTBE

OOmue TpeOOBaHMS K COCTABICHHIO U OQOPMIICHHUIO CIY)KEOHOTro JOKyMeHTa. biaHku
JOKYMCHTOB, UX BU/Ibl, PCKBU3UTHI. Tpe6OBaHI/I$I K COCTAaBJICHHUIO 3JICKTPOHHBIX JOKYMCHTOB.

Tema 4. KysabTypa 1e/10B0il IMCbMEHHOH pe4yn M NPodeccHoHATN3M rocy/1apcTBEHHOT0
W MYHHIHIIAJIBHOTIO CJIyKAlero

KynpTypa peunm kak dacTh OOILIEH KyJabTyphl TOCYJAQpCTBEHHOIO M MyHHULMIAIBHOTO
CITY’KalIlero U KOMIIOHEHT ero npoeccnoHaaIbHOW KOMIETEHTHOCTH. OCHOBHBIE aCMEKThI KYJIbTYpHBI
peun: HOpPMAaTHBHBIM, KOMMYHUKATHUBHBIA, J3THYEeCKHHA. HOpPMBI COBPEMEHHOIO pyCCKOro
JIMTEPATYPHOrO s3bIka. OYHKIMOHAIBHBIE CTHIIM peul. OnpeieieHue MOHITUS «CTWIb pedn». Buibl
CTUJIEH: SI3BIK XYA0)KECTBEHHOM JINTEpaTyphl — MIPO3bl, I033UH, IpaMaTyprun; yCTHast popma pedn —
Pa3roBOpHas peub; (PYHKIHMOHATbHBIE CTHIM KHU)KHO-MCBMEHHOTO sI3bIKa (IMyOIHMIMCTHYECKUM,
Hay4yHbIM M oduIManbHO-1enoBol). PyHKIMK, chepa ynoTpeOsieHHss U S3bIKOBbIE OCOOEHHOCTH
(GyHKIMOHATBHBIX cTHiel peun. OQuIManbHO-AEI0BON CTHIIbL PEYH U €r0 B3aUMOCBSI3b C JPYTrUMU
CTWJISIMU PEYH.

Tema 5. DkcrpaamHrBuUcTHYecKHe Tpe0OBaHHs, NpeabsiBisieMble K CIy:keOHOMY
JAOKYMEHTY

ToyHOCTP M  MOHATHOCTb, KOJUIETMAJIBHOCTb, TOYHAs aJpecHOCTb, TEMaTHUECKas
OIrpaHUYCHHOCTD, ITOBTOPSAEMOCTDH CHTyaHHfI, CBOCBPEMCHHOCTb U aKTYaJIbHOCTb, JOCTOBEPHOCTb U
OOBEKTUBHOCTb, YOEIUTEIBHOCTh, JIOTHYHOCTh, apryMEHTUPOBAHHOCTh  (PE3yJIbTaTHBHOCTD
}IOKYMGHTa), IIOJIHOTA M3JIOKEHUSI W OOOCHOBAHHOCTH MNPUHATUA PCHICHUA, CXKATOCTh H
JIAKOHUYHOCTb, KPATKOCTh, HEUTPAJIbHOCTD U3JI0KEHMS.

Tema 6. CrangapTu3anus si3bIKa CJIy:KeOHOI0 TOKYMEHTa

SI3pIKOBOM CTaHIAPT, CTAaHJAPTU3ALUS HA YPOBHE CIIOBA, CTAHJAPTU3ALIUS CIIOBOCOYETAHUH,
CTaHAApTU3alMs NPEAJIOKEHUM, CTaHAapTU3alMsa TEKCTOB, CTaHAapTU3alMs AeloBoi peun. Bee
YPOBHH SI3bIKa: JIEKCUKA, MOP(OJIOTHs, CHHTAKCHC. Y CTONYMBBINA peueBOl CTEPEOTHII.

TpyaHoCTH JEKCHMUECKOro M TpaMMAaTHUYecKOoro xapakrepa. Jlekcudeckue u rpaduueckue
cokparienus. Jlekcudeckne ommoOku.  Mopdomorunueckue ommOkd. CHUHTAKCUYECKHE OIIMOKH.
OOmmue npaBuia COKpaIieHui B S3bIKE JOKYMEHTA. BUIIbI COKpaIieHHii B CITyKeOHbBIX JOKYMEHTAX.
Oco0eHHOCTH TTPABONKCAHUS TPAPUUECKUX COKPAIICHUH.



Tema 7. TUNMYHBIE JOTHKO-CMbICJIOBbIe H CTHJIHCTHYECKHE OIIII/I6KI/I, cnoco0bl HX

yCTpaHeHHus
JIOTMKO-CMBICIIOBBIE OIIMOKH TMpH TEPBHYHOM BOCHPHUATHHM TeKcTa. OmmbouHas
CMBICJIOBast CBA3b  CJIOB. IIpomyck JOTrMY4ECKOro 3BEHA B CTPYKType IPENIOKCHUS.

Hcnonb3oBanue JUIIHUX CJIOB. CBS3HOCTh TeKcTa M Jioruka. CTUIMCTHYECKHE OUIMOKH.
Crpyktypa u 00BEM MpensioxKeHHs, MOPSAJOK CIOB B MpeuiokeHUu. PyOpunupoBaHue Kak
OCHOBA JIOTHYECKU TPAMOTHOT'O MOCTPOCHHUS TeKCcTa. AD3all Kak mpocTeiias pyopuKka TeKcTa.

Tema 8. CocraBiienne U odopMieHHe OPraHU3aALMOHHO-PACIIOPSIUTEIbHON 10-
KYMEHTALUH

AHanu3 cocTaBa U COJEpPXaHUS OCHOBHBIX OPIaHU3ALMOHHO-PACHOPSAAUTENBHBIX U
CIPAaBOYHO-UH(DOPMAIIMOHHBIX JOKYMEHTOB OpraHMU3allMU: TIOJIOKEHUs 00 OpraHu3aiui,
LITATHOTO  pacHuCaHus, IMpaBW  BHYTPEHHErO0  TPyAOBOro  pacnopsaka, IlpaBun
JIeJIOTIPOU3BOICTBA B (peliepabHbIX OpraHax MCIOJHUTEIbHOM BIACTH, NPUKA30B MO OCHOBHOM
JeSITENIbHOCTH, ClIy>KeOHbIX nuceM. CocTaB U colepKaHUE KaApOBOW TIOKyMEHTaluuu. TUnuyHbie
oMOKH B paboTe ¢ KaApOBBIMHU JOKyMeHTaMu. Opranu3zaius paboThl ¢ JOKyMEHTaMHU.

4. MaTtepuaJjbl TeKyIero KOHTPOJISl yCIeBaeMOCTH 00y4aromuxcs U (poH/ 01leHOUHBIX
CpeACTB MPOMEKYTOYHOM aTTeCTAMU M0 AUCIHUNINHE
4.1. ®opMbl U MeETOABbI TEKYHIEr0 KOHTPOJISI YCIEeBAEMOCTH W MPOMEKYTOYHOI
arTecTaluu.
4.1.1. B xone peaauzauuu gucuunianubl 51.B.08.1(B.02.02 /lesionpou3BoacTBO, I3LIK
CIYyKeOHbIX JOKYMEHTOB HCHOJb3YHOTCS CJeIylolMe MeTOAbl TeKYyllero KOHTPOJIs
ycneBaeMoCTH 00y4al0IIUXCs:

Tema u/unu pasznen Metob! TEKyIIEro
KOHTPOJIS
yCIIEBaEMOCTH
Tema 1. | AkTyasnbHble IpoOIEMbl JOKYMEHTALMOHHOTO 00ecreueHus Omnpoc
yIpaBIeHUs
Tema 2. | HopmaTuBHO-MeTOAMUECKOE OOECTIEUeHIE Omnpoc
JIeJIOTIPOU3BOJICTBA B TOCYJaPCTBEHHON U MyHUIIUTIIAIbHON
ciryx0e
Tema 3. | CoBpeMeHHas cTaHAapTH3alMs Ipolecca Omnpoc
AOKYMCHTHUPOBAaHUA
Tema 4. | KynpTypa nemoBoit muCbMEHHOHN peur U podeCcCHoHAIN3M Onpoc

roCyAapCTBCHHOTO U MYHUIIUITIAJIBHOT'O CIIY?KallCro

Tema 5. | DKCTpanuHIBUCTUYECKHUE TPeOOBaHUS, IPEABSBISEMbIE K Omnpoc
CITy’KeOHOMY TOKYMEHTY

Tema 6. | CrangapTu3anus s3bIKa CIy)KeOHOTro TOKYMEeHTa Omnpoc

Tema 7. | TunuyHBIE TIOTUKO-CMBICIIOBBIE U CTHIIUCTUYECKUE OINOKH, Omnpoc

CHOCOOBI UX YCTPaHEHUS.

Tema 8. | CocraBieHue u opopmieHrEe OpraHu3aluOHHO- Onpoc
pacIopsAIUTEIbHON JOKYMEHTALUU




4.1.2. 3a4eT NMPOBOAMTCS C MPUMEHEHHEM CJIEIYIOIIMX METOA0B (CPEACTB): B YCTHOI
(hopMme 1o BonmpocaM, TeCTUPOBAHUS.

4.2. MarepuaJjibl TeKyIero KOHTPOJIsl yCIIeBAeMOCTH.

[IpenonaBarenb OLIEHUBAET YPOBEHb MOATOTOBICHHOCTH OOYYAIOUIMXCS K 3aHSATHIO T10
CIIEYIOIMM ITOKAa3aTeIsAM:

- YCTHBIE OTBETHI Ha BOIPOCHI MPENOAABATENA [10 TEME 3aHATHS,

- BBICTYIUIEHHE C JOKJIaJaMHU 10 BOIIpOCaM K OIIpOcaM,

- ydqactue B 0OOCYXJACHUHU JOKJIAJIOB.

Kpurepuu onieHuBanus 1okinana:

- CTEIIEHb YCBOCHHUS IOHATUM U KaTETOPHil MO TEME;

- yMeHHue paboTaTh ¢ TOKYMEHTAJIbHBIMHU U JIUTEPATYPHBIMU HCTOUHUKAMH;

- TPaMOTHOCTb U3JI0KEHHUS MaTepuaa;

- CaMOCTOSITEIHbHOCTh Pa0OThI, HAJTMYKUE COOCTBEHHOM 0OOCHOBAHHOM MO3HIIMH.

OneHka 3HaHWNA, YMEHWH, HABBIKOB IPOBOAMUTCS HAa OCHOBE OaNIbHO-PEHTHHTOBOM
cuctembl 70% u3 100% (70 Gamwtor u3 100) - BKIag Mo pe3ysibraTaM IMOCEHMIAEMOCTH 3aHATHH,
AKTUBHOCTH Ha 3aHATHAX, BBICTYIUICHHS C JOKJIAJaMH, y4acTHS B OOCYKICHHSX JOKJIAJI0B
JIpYTux o0y4YaroluXxcs, OTBETOB HA BOMPOCHI IPEMOAaBaTeNsl B XO€ 3aHATHS.

Heranu3zauust OauioB M KPUTEPUU OLEHKM TEKYLIEro KOHTPOJIS YCIEBAaeMOCTHU
yTBEpXKAAeTCs Ha 3aCeAaHUH KadeIphl.

Bonpocet membt 0na noocomosku k onpocam (memvi 00K1a008).

Tema 1. AKTyabHBIE P00JIeMbI JOKYMEHTAMOHHOT0 00eceYyeHusl YIPaBJICHUS

1. IIpoGnembl HOpMATUBHOTO OOECIIEUEHMSI IEIOIIPOU3BOICTBA.

2. Ilpobnembl HECOTNIaCOBAaHHOCTM HOPMATHBHBIX JOKYMEHTOB B COBPEMEHHOM
JIEJIONPOU3BO/ICTBE.

3. IIpobnemsl popMHpOBaHUs TOHATHIHOTO anmnapaTa Jel0NpOrU3BOCTBA.

4. IIpobnembl mepexoaa K JIEKTPOHHOMY JEIONPON3BOICTBY.

5. SI3bIKOBBIE IPOOIEMBI 1EIONPOU3BO/ICTBA.

Tema 2 HopmaTruBHO-MeToAMYecKOoe oOecnedeHHe /1eJONPOU3BOACTBA B
rocyJAapcTBeHHON U MYHUIUIIAJILHOM Ci1yxK0e.

1. HopmartuBHOe peryaupoBaHUe BOIIPOCOB OOPMIICHHS JOKYMEHTOB.

2. HopmatuBHOe perynmupoBaHHs BOTIPOCOB SI3BIKOBOTO OPOPMIICHHS TOKYMEHTOB.

3. TpeboBanus k O1aHKaM JOKYMEHTOB.

Tema 3. CoppeMeHHas1 cTanAapTH3anus TPeOOBaHMI B CHCTEMe JeJI0NPOU3BOACTBA
1. Ponb crangapTu3anuy B COBpPEMEHHOM JI€JIONPOU3BOICTBEHHOM IPOLIECCE.

2. OO6nacTb MpUMEHEHHsI CTaHIapTa B JIEJIONPOU3BO/ICTBE.

3. OOmue TpeboBaHUS K COCTABICHUIO U 0(DOPMIICHHUIO CITYKEOHOTO JIOKYMEHTA.

3agaHus 4719 CaMOCTOSITEIFHON pabOTHI CTY/IEHTOB
IIpoBectu cpaBHuTENbHBIN aHanu3 conepkanus ['OCT P 6.30-2003 n BegOMCTBEHHOM
MHCTPYKIHUU O JEJIONPON3BOACTBY HJIM HHOTO JIOKATHbHOIO HOPMAaTUBHOTO aKTa.

Tema 5. DkcTpajuHrBHCTHYeCKMe TpeOOBaHMs, NMpeabsiBJsieMble K CIy:KeOHOMY
AOKYMeHTY. SI3bIK0BbIe 0c00eHHOCTH 0OpPMJICHUSI PEKBU3HUTOB.

1. TouHOCTP W TOHATHOCTh KaK OJHO3HAYHOCTh IOHUMAaHHS  COJEp)KaHUS,
M3JI0’KEHHOT'O B IOKYMEHTE.

2. KomnernaapHOCTh Kak OMNpENestomuid (HakTop CTHIIEBBIX OCOOEHHOCTEH TEKCTa
JIOKYMEHTA.



3.
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TouHast anApecHOCTh JOKYMEHTa Kak 00Imas OCOOCHHOCTh O(HUIIMATHHO-/IETIOBOTO

CTHUJISl peUH, OTJIMYAIOIIAsl €0 OT APYTUX CTUIICH.

4.
5.

Temarndeckast OrpaHH4EHHOCTD, TOBTOPSIEMOCTh CUTYallUil.
CBOEBpPEMEHHOCTh M aKTyallbHOCTh  KaK  MoOKazaTredb  3(P(EKTUBHOCTH

ynpaBnqueCKoﬁ JACATCIIBHOCTH B CUCTEME FOCY,I[&pCTBGHHOfI BJIaCTH.

6.

JlocToBepHOCTh M OOBEKTHBHOCTH Kak TpeOoBaHHE, oOTpakaromiee (hakTuyeckoe

COCTOAHHEC ICII.

7.
8.
9.

Y6eauTenbHOCTh, TOTMYHOCTh, aPTyMEHTHPOBAHHOCTD JOKYMEHTA.
[TonHOTa M3M105KEHMSI 1 OOOCHOBAHHOCTb IPUHATHS PELLICHHUS.
CxaTocTh U JTAKOHUYHOCTh, KPAaTKOCTh JJOKYMEHTA.

10. HeliTpanbHOCTb U3JI0KEHUS TEKCTA JOKYMEHTA.

3agaHus 1719 CaMOCTOSTEILHON pabOThI CTY/ICHTOB
[ToAroTOBUTH MPUMEPHI TEKCTa JOKYMEHTOB, OTBEYAIOMIETO TPEOOBAaHUSAM JIOKYMCHTA,
MPEIbSBISEMBIM K A3BIKY CIIY)KEOHOTO TOKYMEHTA.

Tema 6. CtannapTusanms s3bIKa CJIY:KeOHOI0 JOKYMEHTA

agkrownE

SI3BIKOBOM CTaHIAPT TOKYMEHTA.

CranpapTu3anus Ha ypoBHE CJIOBA.

CranpapTusanus CIOBOCOYETaHUM.

Cranpaprusanys NpeaaoKeHu.

CranjapTu3anys TEKCTOB; CTaHIapTU3ALMS I€JI0OBOM PEUU U BCE YPOBHU SI3bIKA.

3aﬂaHI/I${ JJIA CaMOCTOSITEIbHOM pa6OTBI CTYACHTOB.
HOILFOTOBI/ITB IMPpUMCPbI TCKCTAa JOKYMCHTOB, OTBCYAIOLICTO Tp€6OBaHI/I$[M AOKYMCHTA,
MNPEABABISACMBIM K SA3BIKY CJ'Iy>K€6HOFO AOKYMCHTA.

Tema 7. TunuUHbIE JTOTHKO-CMbBICJIOBbIE H CTHJIMCTHYECKHE OIIMOKHU B cnymeﬁnblx
AOKYMECHTAX, Cnoco0bl UX YCTpaHCHUA.

1.
2.

JIoruKo-CMBICTIOBEIC OIIMOKH IIpU NIEPBUIHOM BOCIIPHUATHUH TCKCTA.
Ommboynas CMBICJIOBast CBA3b CJIOB: MOPAa0K CJIOB B MNpeaAI0KCHUU,

B3aUMOCHCTBHUE CJIOB, CIIOCOOBI HCIIPAaBJICHUA CMbICIIOBBIX OIINOOK.

3.

4.
S.
6
7

[Ipomyck 10rMuecKoro 3B€Ha B CTPYKTYpPE MPETIOKEHHUS.

Hcnionn3oBaHue JUIIHAX CIOB.

CBSsI3HOCTB TEKCTA U JIOTHKA.

CTHUINCTHYECKHUE OLIHOKH.

PyOpurupoBanue Kkak OCHOBA JJOTHUYECKH IPAMOTHOTO MTOCTPOCHHUSI TEKCTA.

Tema 8. CocraBienne u o¢popMiIeHHEe OPraHU3aAlMOHHO-PACHOPAINTEILHOIM,
CNIPABOYHO-UH(POPMALMOHHOM ¥ KAAPOBOIl JOKYMEHTAIlUU

orwdPE

BJIACTH.

© N

[Tonoxenue 06 opraHU3aIMH.

IITaTHOE PaclMCaHue.

[TpaBuiia BHyTPEHHETO TPYLOBOIO pPacHopsIKa.

[TpaBuiia genonpon3BoACTBa B (peiepaaIbHBIX OpraHax UCIOIHUTEIbHONW BIACTH.
WMHCTpyKIMs 1O AETONPOU3BOJACTBY B T'OCYAAPCTBEHHOM OPraHE HCIOJHUTENIBHOM

[Tpuka3bl MO OCHOBHOM JIESTEILHOCTH.

CnyxeOHbBIE TTHChMA.

OcHoBHbIe TpeOOBaHUS K 0HOPMIIEHUIO KaPOBBIX JOKYMEHTOB.
TunuyHpIe OMMOKU B COCTABICHUU KAJPOBOH IOKYMEHTAIINH.

4.3. OneHoYHbIE CPeICTBA AJISA POMEKYTOYHOM aTTeCTALMH.
4.3.1. IlepeuyeHb KOMINETEHIUI ¢ YKa3aHHEM 3TANOB UX (OPMHUPOBAHHUS B Mpolecce



0CBOeHHsI 00pa30BaTe/IbHON NPOrpaMMbl.
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KOMIIETEHIUH € y4eTOoM 3Tana ux popmMupoBanus

Iloka3zarem W KpUTEPUM OLEHMBAHUS

Kon HaumenoBanue Kox »Tama Haumenosanue »tama
KOMIIETEHIIUH KOMIIETEHIUN OCBOCHHS OCBOEHHS KOMIIETEHIUN
KOMIIETEHIIUH

[1K-2 Bianenue T1IK-2.2 CIIOCOOHOCTH OOBSICHATH U
OpraHU3aIlOHHBIMH dbopMynHpoBaTh COOCTBEHHOE
CIIOCOOHOCTIMH, MHEHHE O CYIIECTBYIOIIEH
YMEHHEM HAaXOAWTh U cHUCTEME YIPaBICHYECKOTO
MPUHUMATh ydera B OpraHu3aIlNH;
OpraHHU3aIOHHBIC dbopmMupoBaTh OTYETHYIO
YIIPaBJICHUYECCKHE nHpopmaIuio IUIS
pElICHUs, B TOM YHCIIC U VIIPaBICHYECKOTO IepCOoHaja
B KPU3HCHBIX CUTYaIUsIX opraHu3aIu

I1IK-4 Bnanenue T1K-4.2 CIIOCOOHOCTh K  NPUHATHIO
CIIOCOOHOCTBIO K pEeIICHUN ¥ IJIAaHWPOBAHHUIO B
aHaIU3y u chepe TOCYTapCTBEHHOTO U
TJIAHUPOBAHHIO B MYHUIIMIIAIBHOTO YIIPABICHHUS
obactu
rOCyAapCTBEHHOTO u
MYHHIIHITAIEHOTO
yIpaBICHUS

[TK-20 Bnageane wmeromamu wu | [1K-20.3 CIIOCOOHOCTH pacKpbIBaTh
WHCTPYMEHTAJIbHBIMH COOCTBEHHYIO  TIO3UIIUIO  TIO
CpeICTBaMH, BOIIPOCaM pa3BUTHS
CHOCOOCTBYIOIIMMHU OIOKETHOM crucTeMbl Poccru
WHTEHCU(PUKALIUU
MMO3HAaBaTEIbLHOMN
JIEATEIbHOCTH

JTan ocBOeHus! IToka3areinn Kpurepuii oueHnBanus
KOMIIETCHIIUH OLICHMBAHMS
[1K-2.2 Bnaneer 3HaHusMu 00 | Mcnonb3yeT B Xoze OTBETa apryMEHTHI,
CrocoOHOCTh OOBSICHATH U | HICTOPUYECKUX AaCIeKTax | OCHOBaHHbIE Ha HAyYHBIX MOAXOAaxX M
bopmynupoBarh BO3HUKHOBEHUS KOHLIENIIHSIX, BEIpAaOOTaHHBIX B paMKax
COOCTBEHHOE€ MHEHHE O | KOHQIUKTOB B  cdepe | TEOpUH YperyarupoBaHUs KOH(IMKTHBIX
CYLIECTBYIOLLIEH ~ CHUCTEME | FOCYAAPCTBEHHOTO U | CUTyaui.
YIPaBIECHYECKOTO y4yeTa B | MyHULUIAJIHHOTO B  xome  guckyccum  NPUBOIUT
OpraHM3aluy; yIpaBJICHHUS. COOCTBEHHBIE BBIBOJIbI, IPEIOKEHHUS,
¢dbopmupoBath  otdeTHyto | [Ipumensier apryMeHThI, OILIEHKH YperyJInpOBaHUS
uH(pOpMaLINIO JUI | METOZIOJIOTUUYECKHE KOH(JIMKTOB B CUCTEME
YIPaBIEHYECKOTO MOJXO/bl K JMAarHOCTHKE | TOCYIapCTBEHHOW M MYHUIIMIIAJIbHOU
IIepCOHaa OpraHu3aluu u YPETYIUPOBAHUIO | CITY>KOBI.
KOH(QJIMKTOB B CHCTEME
roCyapCTBEHHOMN

CITYXOBI.
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JTan oCBOeHUs IHoka3arennb Kpurepuii oueHuBanust
KOMIIETEeHIINH OLlCHUBAHUA
[1K-4.2 Bricka3biBaer BoisiBieHa COOCTBEHHAsi IIO3UIUS 10
CnocoOHOCTh K NMPHUHATHIO | COOCTBEHHYIO  TO3HIIMIO | YITPABICHUIO OIOMKETHBIMH pECypcamMH B
pElIeHNH U TUTAHWPOBAHUIO | IO  BOMPOCAM  PAa3BUTHS | COBPEMEHHBIX YCIIOBHSIX
B c(hepe rocynapCTBEHHOTO | OFOIKETHOM CHCTEMBI
u MyHHULUIIAILHOTO | Poccun.
YIPaBJICHUS
I1K-20.3 Bnaneer METOAAMH | YMEET BBISBISATh CMBICI W MPAKTHKY
CrocoOHOCTh  pacKpbIBaTh | OFOKETHOTO peanu3anvy  KOHIEMIUHA  «Xopolee
COOCTBEHHYIO TO3HUIMIO TIO | PETYIUPOBAHUS ynpasinenue (Good Governance») wu
BOIIpOCaM pa3BUTHS | COITUATILHO- «HOBOE»  IMYOJIMYHOE  YIIpaBJICHUE
OIOIKETHOMN CHUCTEMBI | SKOHOMUYECKUX (mapagurMa JIeTEpMHUHAHT); PACKPHIBATh
Poccun npoiieccoB B PO. dbopMbl W METOABI  OIOKETHOTO
peryIupoBaHus COI[MAJIBHO-

SKOHOMHUYECKHUX Mpo1eccoB B PO,

4.3.2 TunoBbie OlEHOYHbIE CPEACTBA
Bonpocsl k 3auery

1. TlonsTus OeI0NPOU3BOICTBO, JIEKTPOHHOE JETONPOU3BOJICTBO, TOKYyMEHTHPOBAHUE,
I[OKYMGHT, peKBI/ISI/IT, IOpI/IIlI/I‘-IeCKaSI culia IIOKYMGHTa, opraHmaum{ pa6OTI)I C IIOKYMCHTaMI/I,
JIOKYMEHTOOOOPOT, 3JEKTPOHHBIN JOKYMEHTOOO0POT, 00beM JOKYMEHTOO00pOTA.

2. YcnoBus, 00eCIeunBaOIINE IOPUIHYECKYIO CHITY O(DHUIIMATBLHOTO JOKYMEHTA.

3. Buabpl yHuuuupoBaHHBIX CUCTEM JIOKYMEHTAIUH.

4. CocrtaB  yHU(UUHUPOBAHHOM  CHUCTEMBI  OpPraHU3ALMOHHO-PACHIOPSAUTEIBHON
JIOKYMEHTAIINH.
5. HopmaruBHble =~ AOKYMEHTBI,  YCTaHaBJIMBAIOIIWE  MOPSAAOK  OpOpMIICHUS

OpraHU3alMOHHO-PACHIOPSAUTENbHBIX TOKYMEHTOB (YTOUHUTh COOTHOIIEHUE MEX]ly HUMH).
6. KommuecTBo pekBu3uTOB, ycTanasimBaemoe ['OCTom.

7. IlpaBoBoit

aKT,

YCTaH aBJIMBAIOIINI MOpAIO0K

HCIIOJIb30BaHUA I/I306pa)KeHI/I$I

I'ocynapctBenHoro rep6a Poccuiickoit @enepannn Ha 61aHKaX OQUIMAIBHBIX JOKYMEHTOB.
8. OpraHuzanuu U JOKHOCTHBIE JIUIA, UMEIOIIME MPABO HCIOJIb30BaTh Ha OJaHKax
JIOKYMEHTOB MHOTOIIBETHOE n300pakenue ['ocynapcrsennoro repoa Poccuiickoit deneparium.

9. Opranuzamnuy,

HCIOJIb3YIOIIHEC Ha

TocynapcTBennoro rep6a Poccuiickoit denepanum.
10. OpraHuzanuu, HCIONB3YIONIME HAa CBOMX OJaHKaX HW300pa)KeHHE IEHTPAIbHON
burypsl 6e3 repanpanueckoro mmTa ['ocynaperserHoro repbda Poccutickoit deneparum
11. Ha3oBure cocTaB peKBH3UTA «CIPABOYHBIEC TAHHBIE 00 OpraHU3AIUN.

12. HopmaruBHbIE

O(I)I/ILII/IaJ'ILHBIX JOKYMCHTAX.

aKTEHI,

OaHKax

YCTaHaBJIMBAOUINEC

OJHOIIBCTHOC I/I306pa)KGHI/Ie

nopsAIoK  odopMiIeHHs]  JaThl B

13. OdopmieHne gaThl CIIOBECHO-IIM(PPOBBIM CITOCOOOM.

14. Tlapex npu oOpPMIICHUHN JOJKHOCTHOMY JIUILY, KOTOPOMY HAaIlpaBisieTCs JOKYMEHT.
15. KonmuecTBo ampecaTtoB BO3MOKHBIX JJISl PACTIOIOKEHHS Ha JTUCTE JOKyMEHTA

16. IlpaBoBBIe aKThl, yCTaHABIMBAIOLINE MOPSAOK oopMIIeHUS aapecara B peKBU3UTAX

0pHUIINATEHOTO JTOKYMEHTA.

17. HOp}IIIOK PpacCroJIOKCHUA  3JICMCHTOB  aApcca B PCKBU3UTAX O(I)I/II_II/IaJ]LHOl"O

JIOKYMEHTA.

18. Odopmnenue rpuda Juist yTBep>KICHHUS JOKYMEHTA.

19. Odopmienue rpuda A CorTacoBaHMs TOKYMEHTA.

20. Pacmm¢poska ad66peBuarypst OKVY/I.

21. OdopmiieHHEe pPEKBHU3UTA «IOIIKCH», €CIW Ha JOKYMEHTE 3aroTOBJICHA IOJIHUCH
PYKOBOIUTEIIS MOPA3/IEICHUs, a TOANUCHIBAET JOKYMEHT €0 3aMECTHTENb.
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22. PekBU3HT COIIaCOBaHME 3aroJIOBKa K TEKCTY.

23. DneMeHTHl, BKIIoYaroImue B ce0st peKkBU3UT «OTMETKa 00 HCTIONHUTETIE).

24. HaumeHoBaHMM (peepalbHOrO oOpraHa BIAacTH (BO3MOXKHO JIM HCIOJIb30BaHUE
ab0peBuarypy P®D).

25. Oc¢opmiieHHe 3aroloBOK K TEKCTY, €CJIM OH COCTOUT U3 HECKOJIBKUX CTPOK.

26. JIOKyMEHT, He UMCIOIUI B CBOCH CTPYKTYpe Ha3BaHHs BUJA JOKYMEHTA.

27. Jlenoas Oymara, HaYMHAOLIA’CS ¢ MECTOMMEHUS 1-T0 Juua.

28. PexBM3HT JOKyMEHTa, B KOTOPOM CHauasa yKa3blBaeTcs (haMuIIns, 3aTeM HHULIUAIIBI.

29. Anpecat, HaUMEHOBAaHHE KOTOPOTO OCYIIECTBIISIETCS B MMEHUTEILHOM MaJIeXKe.

30. Cnyyau koneOaHMI B HAIIMCAHUH CTPOYHON U MPOMUCHOM OYKBBI B IOKYMEHTE.

31. ®amunauu, KOTOpbIE TOIMYCTUMO HE CKJIOHSTH B JEJIOBOM peyH.

32. 3akmounTenbHbIe (OPMYIBI BEXKIMBOCTH, KOTOPHIE HCIOIB3YIOTCS B JIEJIOBOM
HUCbME.

33. IIpumMepsl CTHIUCTUYECKH HEOIIPABIAHHOM JIEKCUKH (YHOTpeOieHHEe KaHIIESIPUTa) B
Pa3roBOPHOIL peun.

34. OTHOUICHHE JCIIOBOM PEUYH K YIOTPEOICHUIO TPO(heCCHOHAIBHOMN JICKCHUKH.

35. OTHoOUIEHHUE J1eTI0BOH Peur K yIoTpeOIeHNI0 HHOCTPAHHBIX CJIOB.

36. OTHOUICHKE ICTOBOM PEYH K YIIOTPEOICHNIO CHHOHUMOB.

37. Bupapl cokpaliieHHii, KOTOpbIE UCHOIB3YIOTCS B SI3bIKE TOKYMEHTA.

38. Pa3BépHyTOM mpennoKeHWH TEKCTa JOKyMEHTa cieayeT H30erarb MEeCTOMMEHUH.
Ha3zoBute npu4nHBL

39. JIMHrBUCTHYECKHE MPUMEPHI, KOTOPBIE JOKA3bIBAIOT HEOOXOAUMOCTh CyOOpAMHAINH
B JIEJIOBOM MEpEnuCKe.

40. Buasl yCTOMYMBBIX CJIOBOCOYCTAHUH, HCITOJIB3YIONTUXCS B S3BIKE JIOKYMEHTA.

41. TlopsnoK CJIOB B IOKyMEHTHBIX TEKCTaX.

42. Cneun¢uka ynorpeOieHus IeelpruIacTHOro 000poTa B TEKCTE JOKYMEHTA.

43. «PacuiennéHHble» cKka3yeMble U UX MECTO B JIEJIOBOM TEKCTE.

44. Tekcre noKyMeHTa 0e3 II€OHa3Ma.

45. O6o3HaueHue B JIOKYMEHTE JOJKHOCTH, NMpodeccuu MM 3BaHMs, OTHOCALIMECS K
YKCHIIIHE.

46. Jlornuecku yapHO€ CJIOBO B IPEIJIOKEHUN TMCbMEHHOTO TEKCTA.

47. OCHOBHbIE THIBI CMBICJIOBBIX M TpaMMaTUYeCKUX OLIMOOK, BCTPEUAIOUIMXCS B
JIETTOBBIX TEKCTaX.

48. Metonuka peAakTHpOBaHHs TEKCTa JOKYMEHTA.

49. OCHOBHBIE TPYJTHOCTH TPABOIUCAHMS, KACAIOIINECS JICIIOBOU PEUH.

50. IIpumeps! HapyIlIEHUs! peUYEBOrO ATUKETA B JIEJIOBON MUCHbMEHHON PEYH.

TecToBbIC 3a1aHUA
PexBusurt, Tpedyromuii npu opopMJICeHHH COOTBETCTBHS HOPMAaM, 3aKpeIVICHHBIM B
Y4peauTECJIbHOM JOKYMEHTE —
HaVMEHOBAaHME BUJA TOKyMEHTa
HAaNMMCHOBAHUEC OpraHU3alnun
IIOJIHCH
Ieuarb

IIpaBuibHBI BapuaHT odopmiieHUsI peKBHU3UTA ''moamuch' Ha O/1aHKe MHUCBMA
OpraHu3anuy —

Kommepueckuit qupexrop OOO "lIpectmk"  JInunas nonnuce _ B.A. Iletpos

Kommepueckuii nupexrop OOO "lIpectnx"  Jlnunas noanuce _ Ilerpos B.A

Kommepueckuii nupekrop  JInunas noanuce  B.A. IleTpoB

Kommepueckuiil nupexrop  JInunas noanuck  Ilerpos B.A.
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IIpaBuibHbBII BapuaHT 0(popMIIeHUs] peKBU3UTA ""0oTMeTKa 00 McnoiHuTe e —
A.N. Cunoposa 29-35-18

Cunoposa A.1. 29-35-18

CupnopoBa Anna MBanosHa 29-35-18

29-35-18 Cunopona A.W.

Pe3osirouus numiercss Ha JOKYMeHTe COOTBETCTBYIOIIMM JOJKHOCTHBIM JIMLOM H
BKJIIOYAET:

cofiepaHue MOPyUCHUs

CPOK MCTIOJTHEHUS

(baMuIMK UCTIOTHUTENEH

MOJINUCH

nary

PexBu3nuT '""HauMeHOBaHMe BUIA JOKYMEHTA' He MPOCTABJISETCH B ...
3asBJICHUU

MMHCbME

JTOKJIATHOM 3aITHCKe

JOJHKHOCTHOM MHCTPYKLIUU

ITopsimox odopmiieHNs IPUIIOKEHUSI, €CJIM B TEKCTE MUCbMA, 0(pOPMJIEHHOM HA
0JIaHKe OPpraHUu3aluM, YKa3aHO NPUWJIOKEeHUe — ...

odopmiiseTcss B IpOU3BOIbHON opme

odopmitsercs ¢ yuerom tpedosanuii [OCT P 6.30-2003

pa3mMelnaercs TOJIbKO B TEKCTE MUChbMa

OTIIPABJIACTCA OTACIBHO OT IMHMCbMa

PexBusut "rpu¢ cornacoBanus 1oKkyMeHTa" pazMeniaeTcs Ha JOKYMEHTE B ...
JIEBOM BEPXHEM YIIIy IOKYMEHTa

HI>KHEN 4acCTU JOKYMEHTA

IIPaBOM BEPXHEM YTy JOKYMEHTa

BEpXHEH 4acTu TOKyMEHTa M0 LEHTPY

PexBu3ur '"ormMerka 0 KOHTpOJe' He CTaBUTCA B MpPHKa3e 10 OCHOBHOM
NAeATeJIbHOCTH, TAK KaK 3TO ...

zanpemeno ['OCT P 6.30-2003

HOCJIGI[HI/Iﬁ IIYHKT IIpHUKa3a 1o OCHOBHOM ACATCIBbHOCTHU COACPKUT CBECACHUA O
JOJKHOCTHOM JIMIIE, OCYLIECTBIIAIOIIEM KOHTPOJIb UCTIIOJIHEHUS 3TOrO JOKYMEHTa

B KaXIOM MYHKTE MIPHUKa3a ONpeeeHO JOKHOCTHOE JIHUI0, KOHTPOIHpYIOIlee
MCIIOJTHEHNE KOHKPETHOTO MOPYYEHUs

OCYIIECTBIISET CHEIHATIbHO CO3JaHHOE /Il KOHTPOJIS JOKYMEHTO000pOoTa
NOJpPA3/EICHHE

Hau6os1ee moJiHblii NepeyeHb PEKBU3UTOB NMPEINPUSITHS 1A€TCHA B ...
OJlaHKe MHChMa

o01Iem OJaHKe

OnaHKe TeJerpamMmmbl

(UHAHCOBBIX TOKyMEHTaX

TekceT npukasa 1Mo 0CHOBHOM AeAITE€ILHOCTH COCTOUT U3 YacTei:
KOHCTAaTUPYIOILEH
pacnops.AUTEIbHON
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OCTAHOBJISIONIEH
npeyiararonen

CioBo, ncnosib3yeMoe VISl COeIMHEeHNsI KOHCTATHPYIOLIei U pacnopsAnTeIbHOI
YaCTH TEKCTA MPUKA3a — ...

[TOCTAHOBJIAIO

[TPEJIJIATAIO

I[MTPUKA3BIBAIO

PACIIOPAXKAIOCH

TeKCT aKTa COCTOMT M3 YacTei:
BBOJHOU

KOHCTAaTUPYIOILIEH
pacnopsaIuTENbHON
IMOCTaHaBJINBAIOIICH

JoxyagHasi 3alIUCKAa — 3TO JOKYMEHT, ...

MepeIaroNINi CBEICHHS, HEOOXOIUMBIE BBIIIECTOSIIEMY PYKOBOAUTEIIO

a/IpECOBAHHBIN BBIIIECTOALIEMY PYKOBOAUTEIIO, COACPKAIINN 0053aTEIbHOE U3T0KEHHE
BOIIPOCA C BHIBOAAMH U MPEIOKEHUSIMU COCTABUTEIIS

a/IpECOBAHHBIN BBIIIECTOAIEMY PYKOBOAUTEIIO C MH(pOpMAIIHE

JIMYHOCTHOTO XapakKTepa, aJpeCOBAaHHBIN PYKOBOIUTEIIIO

Tepmun "10KyMeHTO000pPOT' ompenensieTcs Kak ...

¢bukcanus ¢akra cozganus (MOCTYIUICHHsI) JOKYMEHTa IyTeM IPOCTABICHHSI HA HEM
MHJIEKCA C TTOCIIEIYIOIIEH 3aMChi0 HEOOXOIUMBIX CBEICHUH O JIOKYMEHTE B PErHCTPAIMOHHOM
KypHaje

ABWKCHUEC NOKYMCHTOB B OpraHHU3alli ¢ MOMCHTA UX CO3JaHUsA (HOJ'IyLIeHI/IfI) a0
3aBepILEHHs UCIIOTHEHUS (OTIIPaBICHUS)

COBOKYITHOCTB JJOKYMEHTOB, COJIEpIKAIIMX HauOoJIee MoJIHbIe CBECHHUS O paOOTHUKE H
€ro TPyAOBOH AeATETbHOCTH

COBOKYITHOCTb JOKYMEHTOB, XPaHSIIUXCS B MOJPA3IeICHUH B COOTBETCTBUH C
HOMEHKJIaTypoil el

Perucrpanus nocTynamuero J0KyMeHTa OCyleCTBJISACTC B A€Hb ...
MOCTYTIJICHUS

MOJNUCAHUS PyKOBOJIUTEIEM

OTIPaBKH OTBETA

WCIIOJTHEHUS IOKYMEHTa

Oos13aTe1bHast 1JI51 KasKA0M OPraHM3alii HOMEHKJIATYpa JieJl HMeeT ... BUJ
TUIIOBOM

MIPUMEPHBIN

KOHKPETHBIN

TOYHBII

JKCNepPTH3a EHHOCTH JOKYMEHTOB NPOBOIMTCS € HEJbIO ...

ydeTa JOKyMEHTOB B OpraHU3aluu

0oT0Opa TOKyMEHTOB Ha apXMBHOE XpaHEHHE U YCTAHOBJICHUS CPOKOB UX XpaHEHUS
KOHTPOJIS IpH paboTe ¢ JOKYMEHTaMH B OpraHU3alluu

KOHTPOJISI UCTIOJTHEHUSI TJOKYMEHTOB
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Ikana oneHUuBaHUs.

Onenka 3HaHWNA, YMEHUH, HAaBBIKOB IPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOU
cuctembl: 30% u3 100% (uwnu 30 6amioB u3 100) - BkiIaJg B UTOTOBYIO OLEHKY 10 pe3ysbTaTaM
MIPOMEXYTOUYHOU ATTECTALIUH.

[Ipn oneHuBaHuM OTBETa OOYYAIOLIETOCS B XOJAE MPOMEXKYTOUHON aTTeCTallMd MOKHO
ONMPATHCS Ha CIEAYIOIINE KPUTEPHUHU:

bauer Kputepuii onenku

26-30 OOyyarmuiicss TOKa3bIBa€T BBICOKMH  YpPOBEHb KOMIIETEHTHOCTH, 3HAaHHS
OpOTPaMMHOTO  Marepuajia, Y4eOHOW, MEepUOAWYECKOH U  MOHOTrpadUUecKOM
JUTEPATyphl, 3aKOHOJNATEIbCTBA M IPAKTUKU €ro IPHUMEHEHMs, PACKpbhIBaeT He
TOJIbKO OCHOBHBIE IOHSATHSA, HO M AQHAIU3UPYET UX C TOYKU 3PEHUS PA3IUYHBIX
aBTOpOB. OO0yyarolHiics MOKa3bIBa€T HE TOJbKO BBICOKMH YPOBEHb TEOPETHUECKUX
3HaHUH, HO W BUAWT MEXIUCIHMILIMHAPHBIE CBs3U. IIpodeccnonanbHO, TpamMoOTHO,
[I0CJIEI0BATENIBHO, XOPOLIMM SI3bIKOM YETKO U3JaraeT MaTepuall, apryMEeHTHPOBAHHO
¢dopMynupyeT BBHIBOJBL. 3HAET B paMKax TPeOOBaHMU K HAIPABICHUIO M MPOQHITIO
HOJArOTOBKM 3aKOHOJATEIbHO-HOPMATUBHYIO M IpakTHuYecKyro 6a3y. Ha Bompockl
OTBEYAET KPATKO, apr'yMEHTUPOBAHO, YBEPEHHO, IO CYLIECTBY.

16-25 OOyyaromuiicss IOKa3bIBaeT JIOCTATOYHBI YPOBEHb KOMIIETEHTHOCTH, 3HAHMUS
MaTepuasoB 3aHATUH, yYeOHOH U METOJIMYECKOU JINTEPATYphl, 3aKOHOIATEIbCTBA U
IPAaKTUKUA €ro NMpPUMEHEHHs. YBEpPEeHHO M NMpo(hecCHOHAIbHO, TPAMOTHBIM SI3BIKOM,
SCHO, YETKO M IOHSATHO M3JaraeT COCTOSHUE U CYTh BOINpPOCA. 3HAET HOPMATHBHO-
3aKOHOJATEIbHYI0 M  IpaKkTUYeCKyro 0a3y, HO TpU OTBETE€ JIOIMYCKaeT
HECYUIECTBEHHbIE MOTPeIIHOCTH. OOy4aromuiics MoKa3bIBaeT JOCTaTOUHbIN YPOBEHb
npodeCCHOHATBHBIX 3HAHUM, CBOOOJHO ONEpUPYET MOHATUSAMH, METO/aMHU OLCHKH
NPUHATHS PEIICHHWH, HWMEeT TMpPEICTaBlIeHHe: O MEXIUCIHUIUIMHAPHBIX CBS3AX,
YBSI3bIBAET 3HAHMS, MOJYyYEHHBbIE NMPH H3YYEHUH pPa3IUYHBIX JAUCLUUIUIMH, yMEeT
AQHAJIM3UPOBATh NMPAKTUYECKUE CUTYallUU, HO JIOMYCKAET HEKOTOPbIE MOTIPEIIHOCTH.
OTBeT MOCTPOEH JIOTHYHO, MaTepuall U3JIaraeTcsl XOPOIIUM SI3bIKOM, MPHBIIEKACTCS
MH(OPMATUBHBI U WJUIIOCTPUPOBAHHBIM MaTepuan, HO IMpPU OTBETE JOINYCKAaeT
HEKOTOpbIe MOTPENIHOCTH. BOIpockl HE BBI3BIBAIOT CYIECTBEHHBIX 3aTPyIHECHHH.
6-15 OOyyaromuiicss MOKa3bIBa€T JOCTATOYHBIE 3HAHWSA MATE€PUAIOB 3aHATHHA, HO MpH
OTBETE OTCYTCTBYET JOJIKHAS CBSI3b MEXJly aHAJIM30M, apryMeHTaluell ¥ BbIBOIaMHU.
Ha nocraBneHHble WwieHaMHd KOMHCCHUU BOIIPOCHI OTBEYAET HEYBEPEHHO, JOIMYCKAEeT
norpemHocTd. OOydaroluiics BiafeeT MPAKTUYECKMMU HaBbIKAMM, IPHUBIIEKAET
WUTIOCTPaTUBHBIA MaTepuall, HO UyBCTBYeT ceOs HEYBEpEeHHO IIpU aHalu3e
MEXIUCIMIUIMHAPHBIX CBsi3ell. B oTBeTe He Bcerja MNPHUCYTCTBYET JIOTHKA,
apryMeHTbl TPUBJIEKAIOTCS HEAOCTAaTOYHO Beckue. Ha mocTaBieHHbIE BOIPOCH
3aTPYAHSETCS C OTBETAMU, TOKA3bIBAET HEJIOCTATOYHO IITYOOKHE 3HAHMSL.

0-5 OOyvaromuiicss MoOKa3bpIBaeT cia0ble 3HAHUS MaTepuaioB 3aHATHH, y4eOHOI
JUTEPATyphl, 3aKOHOJATENBCTBA M NPAKTUKUA €ro MPUMEHEHHs, HU3KUH YpOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3J0XKeHHe Borpoca. OOydaromuics MOKa3bIBaeT
ciabblii  ypoBeHb MNPO(ECCHOHANBHBIX 3HAaHUM, 3aTpyAHAETCS TpU AaHaJIU3e
IIpaKTHYECKNX cuTyauui. He MoxeT mpuBecTH NMpHUMeEpbl U3 peaJbHON IPaKTHUKH.
HeyBepeHHO M JIOTMYECKH HEMOCIEIOBATENIbHO M3JlaraeT marepuan. HempaBuibHO
OTBEYAET Ha BOIIPOCHI UJIU 3aTPYAHSETCS C OTBETOM.

[[Ikana nmepeBoaa N3 MHOTOOAUIBHONW CHCTEMBI B TPAJUIIMOHHYIO:
- oOydarouieMycsi BBICTABIISICTCSI OIICHKA «HE 3auTeHO», ecnu oOyuarommiics HaOpai
MeHee 50 6aioB,
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- OIICHKA «3a4TE€HO» BBICTABJISAETCS MPH YCIOBUH, €CiiM oOydaromuiicss Habpan ot 50 1o
100 6amnos.

100 GanoB BBICTaBISIETCS MPHU YCIOBUU BBIMIOJIHEHUSI BCeX TpeOOBaHMIA, a Takke Mpu
00s3aTeIbHOM MMPOABJICHUHW TBOPUYCCKOrO OTHOIICHHUA K HOpCAMETY, YMCHUHU HaAXOAUTh
OpUTHHAJIbHBIE, HE coJepKaluecss B Y4eOHUKAaX OTBETHI, YMEHUU pabOTaTh C MCTOYHHKAMH,
KOTOpBIE COJEP>KATCs B JIONOJHUTEIBHON JIMTEPAaType K KypCy, YMEHUU COCIHUHSTH 3HAHUSA,
MOJIy4YEHHBIE B JAHHOM Kypce CO 3HAHUSIMH JIPYTUX JUCLMILINH.

4.4. MeToauuyecKkue MaTepuaJibl

VYCTHBIA Oonpoc SBISETCS OJHUM M3 OCHOBHBIX CIIOCOOOB MPOBEPKH YCBOCHHS 3HAHUUN
oOyuaromiuMucsi. Pa3BepHyTbIi OTBET CTyJIeHTa [JOJDKEH IIPEICTaBIATh COOOH CBS3HOE,
JIOTHYECKH TIOCIIEOBATEIbHOE COOOIICHHE Ha OMNPEACICHHYIO TEMY, MOKa3bIBaTh €r0 YMEHHE
IIPUMEHATh ONPEICIICHUs, IPaBWJIa B KOHKPETHBIX Cily4asx. OCHOBHBIE KPHUTEPUHM OLEHKU
YCTHOTO OTBETA: MPAaBUJIBHOCTb OTBETA IO COJEP’KAHUIO; MOJHOTAa U INIyOMHA OTBETA; JIOTMKA
U3JI0KEHUsl Marepuana (y4yUThIBA€TCS YMEHHE CTPOUTh LEJIOCTHBIM, IOCIe10BaTeIbHbIN
paccka3, TIpaMOTHO  IIOJIb30BaTbCs  CHEIUAJbHONM  TEPMHUHOJIOTHEH);  HCIIOJb30BaHUE
JIOTIOJIHUTEIBHOTO MaTepHaa.

5. MeToauyeckue ykazaHusi JIsi 00y4aomMXxcs 10 OCBOCHUIO AU CHHIIIUHBI

Memoouueckue ykazanus no camocmosmenbHol NOO20MOBKe K 3aHAMUAM JIeKYUOHHOZ0,
NPAKMU4ecKo2o (CeMuHapcKo2o) muna:

[loaroroBka K 3aHATUSAM JIOJKHA HOCUTH CHUCTEMAaTUYECKUN XapakTep. DTO IO3BOJIUT
o0y4arolemMycsi B OJIHOM 00beMe BBIIIOJHUTH Bce TpeboBaHMs npenoaasatesns. OOyyaromumcs
pEKOMEHIYeTCsl M3ydaThb KaK OCHOBHYIO, TaK M JIONOJHHUTEIbHYIO JIUTEpAarypy, a TaKxke
3HAaKOMUTbCA ¢ VIHTepHeT-UCTOUHMKaMM (CHHMCOK IIpUBEJEH B paboueil mnporpamme 1o
TUCITUTIIIUHE).

Bonpocsl 1151 caMOCTOATENBHON TOATOTOBKH (CaMOIIPOBEPKH ):

1. TlonsATHS NEIONPOU3BOICTBO, JAEKTPOHHOE AETIONPOU3BOJCTBO, TOKYMEHTHPOBAHUE,
JIOKYMEHT, PEKBHU3UT, IOpUIMYECKasi CUiIa JIOKYMEHTa, OpraHu3anus paboThl C JOKyMEHTaMH,
JIOKYMEHTOO0OO0POT, MEKTPOHHBIN JOKYMEHTOOOOPOT, 00BEM JOKYMEHTOO00POTA.

2. YcnoBus, oOecreunBarolie PUINIECKYI0 CUITy OQHUIMaIbHOTO JOKYMEHTA.

3.  Buasl yHuGUIMPOBAHHBIX CHCTEM JJOKYMEHTAIHH.

4. CocraB  yHM(UUUPOBAHHOH  CHCTEMBl  OpPraHM3allMOHHO-PACTIOPSIUTELHON
JIOKYMEHTAIINH.

5. HopmaruBHble =~ JOKYMEHTBI,  yCTaHaBIMBAIOIIME  MOPAIOK  OGOpMIICHHS
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB (YTOYHUTH COOTHOILLIEHUE MEXKIAY HUMHU).

6. KommuecTtBo pekBu3UTOB, ycTanaBinuaemoe ['OCTom.

7. IlpaBoBoil aKT, YyCTaHaBIMBAIOIIMM TMOPSAOK HCIOJNb30BAHUA HM300paKEHUS
T'ocynapctBenHnoro rep6a Poccuiickoit deneparyn Ha GaHKax opUIMATBHBIX TOKYMEHTOB.

8. OpraHm3anuy W JOHKHOCTHBIE JIUIA, UMEIOIINE TPABO MCIONB30BaTh Ha OJaHKax
JIOKYMEHTOB MHOTOIIBETHOE M300paxkenue ['ocynapcrBennoro repba Poccuiickoii @eneparui.

9. OpraHm3anuy, WCIONB3YIONME Ha  OJlaHKaX  OJHOIBETHOE  HW300pakeHWE
[ocymapcTBenHoro rep6a Poccuiickoit @enepanmu.

10. Opranm3anuy, HCIONB3YIONIME HA CBOMX OJIaHKaX HW300pakeHHE IEHTPATBHOM
¢duryps1 6e3 repanbauueckoro mura 'ocynapcrsennoro repda Poccuiickoit @eneparumn

11. Ha3oBure cocTtaB peKBH3UTa «CIPABOYHbIE JTaHHbBIE 00 OpraHU3alun.

12. HopmaTuBHBIE aKThl, YCTaHABIMBAIOIIME TOPSIIOK O(GOpPMIECHUS Jarbl B
OQUIMAIBHBIX JOKYMEHTAaX.

13. Odopmienue AaThl CIIOBECHO-IIU(PPOBBIM CITOCOOOM.

14. Tlapex npu oopMIICHUHN JOHKHOCTHOMY JIUITY, KOTOPOMY HAaIIPaBJISETCS JOKYMEHT.

15. KonnuecTBO aapecaTtoB BOSMOXKHBIX Ul PaCOIOKEHUS Ha JINCTE JOKYMEHTA



16.

18

[IpaBoBbIE aKThI, yCTaHABIMBAIOUINE MOPSIOK OPOPMIIEHUS aipecaTa B pEKBU3UTAX

o(pHIMaNTBHOTO JOKYMEHTA.

17.
JIOKYMEHTA.
18.
19.
20.
21.

HOpHI[OK pacIioJIOKEHUA DJJIEMCHTOB aJAp€ca B  PEKBU3HUTAX O(l)I/IHI/IaJ'IBHOI‘O

Odopmiienne rpuda JUist yTBepKICHHS JOKYMEHTA.

Odopmrnenne rpuda 11t cormacoBaHus TOKYMEHTA.

Pacmdposka ad66peBuarypsr OKVY/I.

OdopmiieHHEe PEKBU3UTA «IIOAIMKCH», €CIU Ha JOKYMEHTE 3aroTOBJICHA IOIIHCH

PYKOBOAUTEIA IMOAPA3ACIICHMS, a IIOAIMUMCBIBACT TOKYMCHT €TI0 3aMECTUTCIIb.

22.
23.
24,

PexBU3UT cornacoBaHKE 3ar0JI0BKA K TEKCTY.
OneMeHTHl, BKIIoYaroue B ce0st pekBU3UT «OTMETKa 00 UCIIOIHUTENE).
HaumenoBanuu QenepanbHOr0 opraHa BiacTH (BO3MOXKHO JIM HCIIOJIb30BAHUE

abOpeBuarypy PO).

25.
26.
27.
28.
29.
30.
31.
32.

IHUCbMCE.

33

Od¢opmienue 3arojoBOK K TEKCTY, €CIM OH COCTOUT U3 HECKOJIBKUX CTPOK.
JIoKyMeHT, He UMEIOLINI B CBOEH CTPYKTYpe Ha3BaHUS BUIA TOKYMEHTA.

Henoast Oymara, HaUMHAIOIIASICS C MECTOMMEHUS 1-ro nuIa.

PexkBU3UT NOKyMEHTa, B KOTOPOM CHayasa yKa3bIBaeTcs pamuiius, 3aTeM UHULIAATIBL.
AnpecaT, HAaMMCHOBAHUEC KOTOPOI0 OCYHICCTBIACTCA B UMCHUTCIIBHOM ITaJICIKE.
Crnyuau xoneOaHull B HAMUCAHUU CTPOYHOM U MPOMUCHOM OYKBBI B JOKYMEHTE.
CDaMI/IJ'II/II/I, KOTOPBIC JOITYCTUMO HE CKIIOHATH B I[C.HOBOﬁ peuun.

3aKimouuTeNnbHble  (OPMYIIbl BEKJIMBOCTH, KOTOPBIE HCIIONB3YIOTCS B JICJIOBOM

[TprMepsl CTUTUCTHUYECKH HEONPABAAHHOMN JEKCUKU (YIOTpebleHre KaHIeIsIprTa) B

Pa3rOBOPHOM pEUHN.

34.
35.
36.
37.
38.

OTHo1IEeHUE J1eI0BOM pedn K ynoTpeOseHuIo NpodecCnoHaIbHOM JIEKCHKH.
OTHolIEeHUE 1€710BOM peur K ynoTpeOIeHUI0 MHOCTPAHHbIX CJIOB.

OTHo1IeHUE J1eI0BOM peun K ynoTpeOIeHUI0 CHHOHUMOB.

Bunpl cokpaiienuii, KOTOpble UCHOIb3YIOTCS B SA3bIKE JOKYMEHTA.

Pa3BépHyTOM mNpeIoKeHUN TEKCTa JIOKYMEHTa cieayeT H30erarb MeCTOMMEHHH.

HasoBute npuunHsL.

39.

JIMHrBUCTHYECKHE MMPUMCPLI, KOTOPBIC JOKA3bIBAIOT HCO6XOJII/IMOCTL CY60pI[I/IHaI_[I/II/I

B JE€JI0BOI MEepeInCKe.

40.
41.
42.
43.
44,
45,

JKEHIIIHE.

46
47

Buapl ycTOWYMBBIX CTOBOCOYETAHUI, HCTIOJIB3YIOIIUXCS B SI3bIKE JIOKYMEHTA.
[TopsiIoK CIIOB B TOKYMEHTHBIX TEKCTaX.

Crneuunduka ynorpeOieHus 1eenpuyacTHOro 000poTa B TEKCTE TOKYMEHTA.
«Pacienn€énnble) cka3yeMble U UX MECTO B JIEJIOBOM TEKCTE.

Tekcre fokymeHTa 6e3 rieoHa3Ma.

O6o3HaueHne B JJOKYMEHTE JIOJKHOCTH, MPO(GECcCHM WIM 3BaHUS, OTHOCSIIMECS K

Jlorngecku YAapHOC€ CJIOBO B MPECIJIOKCHU U ITMCBMCHHOTI'O TCKCTA.
OCHOBHBIE THIIBI CMBICIOBBIX U TpaMMaTud€CKUX OIHI/I6OK, BCTPCHAIOIUXCA B

JACJIOBBIX TCKCTAXx.

48.
49,
50.

MeTonuka perakTUpOBAaHUSI TEKCTA TOKYMEHTA.
OcHOBHBIE TPYAHOCTH IIPABOIIMCAHUS, KAaCAIOIIMECS I€JI0BOM PEUH.
[Ipumeps! HapyIIEHHs pE4EeBOTO STUKETA B JI€JTOBOM MMCbMEHHOM PEYH.

Memoouueckue ykazanus no no020moske 00Kia008:

[TogroroBka oOydYarOmMXCsl K ONPOCY TMpEAroiaraeT W3y4eHHe B COOTBETCTBUHU
TEMaTHUKON JUCHIUIUIMHBI OCHOBHO#/ JOMOJHUTEIBHOM JINTEPATyphbl, HOPMATUBHBIX JOKYMEHTOB,
UHTEPHET-PECYPCOB.

OOyuaromnuiicss TOTOBUT IOKJIaA B (hOpME YCTHOTO COOOIICHHSI 10 TEME JTUCITUTUINHBI.

[Ipennaraercs cnemyromas CTpyKTypa TOKJIaza:
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1. Beenenue:

— YKa3bIBaeTCS TEMA U IeJh JOKIIAa;

— o0o3HauaeTcs MpobIeMHOE T0JIe, TeMAaTUYECKUE pa3iesbl JOKIIaa.

2. OCHOBHOE cojep>KaHue JOKIaaa:

— MOCJeI0BaTEeNIbHO PACKPBIBAIOTCS TEMATUYECKUE pa3iesibl JOKIIaa.

3. 3akioueHue:

— IPUBOJISITCS OCHOBHBIE PE3YNIbTATHI U CYKJEHUS aBTOpa MO MOBOAY MyTel BO3MOXKHOIO
pELICHHUs PACCMOTPEHHOM MPOOIEMBI, KOTOPBIE MOT'YT OBITH O(pOPMIICHBI B BUJIE PEKOMEH AN .

6. YueOHas quTepaTypa U pecypchbl HHPOPMAIHOHHO-TEJIEKOMMYHUKANIMOHHOI ceTH
"UHTepHeT", BK/IIOYASA NepeYyeHb YUeOH0-MeTOAUYeCKOro odecnevyeHus JAJs
CaMOCTOSITe/ILHOI PadoThl 00y4aIOIMXCH M0 JMCUMUILIHHE

6.1. OcHoBHasi IMTEpaTypa

1. Jlemompou3BOACTBO: 00pa3ibl, JOKYMEHTHI, OpPraHU3aIMsd U TEXHOJOTHS pabOTHI: C
yaetoM HoBoro ['OCT P 6.30-2003 «YHUUIMPOBAHHBIE CHUCTEMBI JIOKYMEHTAIUH.
VHu(UIMpOBaHHAs CUCTEMa OPraHU3alOHHO-PACIIOPSANTEIBHON JOKyMeHTalu. TpedoBanus
K odopmicHHIO TOKyMeHTOB»/ B.B. T'amaxoB [m ap.]. - 3-¢ u3manue, mepepaboTaHHOE W
nonojiHeHHoe. - M.: IIpocnekr, 2011. - 479 c.

2. Pazmopoxnsiii A. A. JIokyMeHTHpOBaHHE YIPABICHYECKOH NEATEIBHOCTH: YIeOHOE
nocobue: nomymeHo Coserom YMO By30B Poccum... mo cnenuanbHOCTH «MeEHEIHKMEHT
opranuzanumny/ Paznopoxxssiid, Anaronuii Anexceesud. - M.: UTHOPA-M, 2011. - 302, [2] c.

6.2. JlonmostHUTEIbHAS JIUTEPATypPAa

1. Bsenenckas JILA. Pycckuii s3bIK U KyabTypa peud: yuyeOHoe mocobue Juist By30B /
JILA. Beenenckas, JI.I'. ITaBnoBa, E.1O. Kamaesa. — Poctos u//1: ®enukc, 2013. — 539 ¢. — 221

2. T'ymwmna W.A. JlokyMeHTallMOHHOE oOecleueHue YIpaBlIeHUs B COLHUAJIBHO-
KYJIBTYPHOM CEpBHCE U Typu3Me: yueOHoe mocobue ijs By30B: pekoMeHJ0BaHO YMO P® s
CTYAEHTOB O0yUaIOIIMXCA MO crienualbHOCTH «COLUaIbHO-KYABTYPHBIN CEPBUC U TYpU3M». - M.
: Anppa-M: UH®PA-M, 2010. - 240 c.

3. 3eepesa E.H. Pycckuii s3bIk U KynbTypa peud B Mpo(hecCHOHANbHON KOMMYHHUKAIIUK
[Dnexrponnsiii pecypc]: yuebHoe mocooume/ 3Bepea E.H., Xpomo C.C.— DiekTpoH.
TEKCTOBbIe JaHHble. — M.: EBpasuiickuil oTkpbIThIi HHCTHUTYT, 2012. — 432 ¢. — Pexum
noctyma: http://www.iprbookshop.ru/14648.

4. KabamoB C.JO. VYperymupoBaHue KOH(IMKTa HMHTEPECOB M MPOTHBOJEHCTBHE
KOPPYIIMM Ha TPaKJAHCKOW M MYyHHMIMIAIBHOM ciyxk0Oe: Teopus M MpakTUKa @ ydeOHOe
nocobue: jomymeHo Coserom VYMO... mno cnenuambHocTH — «lOoCcygapcTBeHHOE U
MmyHununansHoe yrnpasienue» / C. 0. Kabamos. - M.: UHOPA-M, 2011. - 191, [1] c. 5

5. Pycckuil s3bIK M KynbTypa peud [DIeKTpOHHBIM pecypc]: MeToauueckue yKazaHUs
[0 PYCCKOMY SI3bIKY JJISi HHOCTPAHHBIX TpaxkiaH/ — DIEKTPOH. TEKCTOBbIE NaHHble.— HinkHuit
Hosropon: Hukeropoackuil rocynapCTBEHHBIM apXUTEKTYPHO-CTPOMTENBHBIN YHHUBEPCHUTET,
3BC ACB, 2014.— 52 ¢ - Pexxum nocryna: http://www.iprbookshop.ru/30822 .

6. Illysamosa H.H., MBanoBa A.KO. OCHOBBI JeNONPOU3BOACTBA U S3bIK CITY)KEOHOTO
JTIOKyMEHTa. YUYeOHUK M MPaKTHKyM JUIsl akaJeMu4eckoro OakamaBpuara. — M.: FOpaiit, 2015.
376 c.

6.3. YueOHo-MeTOANYECKOE 00ecTIedeHHEe CAMOCTOATEIbLHOH PadoThI
1. Bgegenckas JI.LA. KynbTypa peds TOCYZapCTBEHHOTO CIy)Kallero: y4eOHo-
npakTudeckoe mocobue / Bpenmenckas, Jlronmuna AnekceeBHa, [laBmoBa, Jlroammia
I'puropreBna, Kamaesa, Enena IOpseBHa. - PoctoB H//1: ®enukc, 2011. - 474, [2] c.


http://www.iprbookshop.ru/30822
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2. Kab6amoB C.IO. Opranuzamnusi MYHUIUITAIBHOW CIYKOBI: Y4e€OHUWK: JOITYIIECHO
CoBetom YMO By30B Poccum mno cnenuanbHocTH «l'OCynapCTBEHHOE M MYHULMIIAIbHOE
ynpasineruey/ C. FO. Kabamos. - M.: UTH®PA-M, 2010. - 478 c.

3. Pozenrans /[.O. CripaBOYHUK MO PYCCKOMY SI3BIKY: MPABOMUCAHUE, MPOU3HOILICHHE,
nuteparypHoe penaktupoBanue/ J1.9. Pozenrtanb, E.B. Ixamxkakosa, H.II. KaGanosa. — M.:
Alipuc-tipecc, 2015. 496 c.

6.4. HopmaTuBHbBIE IPABOBbIE JOKYMEHTHI
Koncrurynust Poccuiickoit @enepaunu. M.: FOpunndeckas nsureparypa 2009.
Tpynosoii konekc Poccuiickoit @eaepannu. M.: KOpunuueckas nureparypa 2009.
3. Ipaxnmanckuii komekc Poccuiickoit ®epepanmu. M.: IOpuamueckas murteparypa

N

2009.

4. «O cucreme rocymapcTBeHHOU ciykObl Poccuiickoit ®@enepanmm»: DenepanbHbIi
3akoH P® or 27 mas 2003 1. Ne 58- @3 (pen. Ot 13.07. 2015)/ Cobpanue 3akoHOmaTEIBCTBA PD.
2003. - Ne 22. - Ct. 2063.

5. «O rocymapCTBeHHOW  TrpaxkmaHckoW  ciayxOe  Poccuiickoit ~ ®Depepanumn»:
Oenepanbhblil 3ak0H PO ot 27 utonsg 2004 . Ne 79 — @3 (c nmocneayomuMu U3MEHEHUSIMU U
nomnonHenusimMu )/ Cobpanue 3akononarensctsa PD. 2004. - Ne 31. -Cr. 3215.

6. «O denepanbHoii mporpamme «PedopmupoBaHre U pa3BUTHE  CHCTEMBI
rocyaapcTBeHHO# ciny»)0b1 Poccuiickoit @eneparuu (2009-2013 ronsr)»»: Yka3 IIpesunenta PO
ot 10 mapra 2009 1. Ne 261/ Cobpanue 3akononarensctsa PO. 2009. - Ne 11. - Ct. 1277.

7. «O [ONOJHUTEIBLHOM MPOPECCHOHATBLHOM  OOPa30BaHUU  TOCYJAPCTBEHHBIX
rpaxkJIaHckux ciyxamux Poccuiickoit @enepauun»: Yka3 Ilpesunenta Poccuiickoin denepanuu
ot 28 nekabps 2006 . Ne 1474 (pen. Ot 08.03.2015)/ Cobpanue 3akononarenbcrsa PD. 2007. -
Ne1(14.).-Cr 203.

8. «Bompockl  B3aUMOACWCTBUST W KOODIWHAIIMK  JIEATEIBHOCTH  OpPTaHOB
UCTIOJIHUTENIBHON BiacTu cyOobekToB Poccuiickoit Denepanuu ¥ TeppUTOPUATBHBIX OpPraHOB
(denepanbHBIX OpPraHOB MCIIOJIHUTENbHON BiacTuy: Yka3 IIpesunenta PO ot 2 urons 2005t Ne
773 (pen. Ot 19.12.2015)/ Cobpanue 3akononarensctBa PD. 2005. - Ne 27. - Ct. 2730.

9. «O rocynapctBeHHOM si3bike Poccuiickoii Denepanumny: @enepanbublil 3akoH ot 01.06
Ne 53-@3 (pen. Ot 05.05.2014)// Cobpanue 3akononarenabctsa PD. 2005. - Ne 23. Ct. 2199.

10. TocynmapcTBeHHas cHcTeMa JIOKYMEHTALMOHHOTO OOECIeYeHUs YIpaBlICHUS.
OcHoBHble nonoxkeHus. OOuMe TpeOoBaHUSA K JOKYMEHTAM U CIyXk0aM JTOKyMEHTallMOHHOIO
obecnieuenus (I'CJI0OY). M., 1991.

11. «O6 yrBepxknenun IlpaBui nenonpousBoAcTBa B (efepanbHbIX OpraHax
ucnonHuTensHoi Biaactu»: [locranosnenue IIpaBurenscrea PO ot 15.06.2009 N 477 (pen. ot
26.04.2016)/ CoOpanue 3akoHonarensctBa PD. 2009. - Ne 25. Cr. 3060.

12. «'OCT P 7.0.8-2013. Haumonanweubiii crtangapt Poccuiickoir ®eneparum.
Cucrema crangaproB 1o uHbopManuy, OUOIMOTEUHOMY M H3/aTEIbCKOMY  JIEIy.
Jlenonpoun3BoACTBO U apXMBHOE Aen0. TepMuHsbl U onpeaeneHus»: yrB. [Ipukasom Poccrannapra
ot 17.10.2013 Ne 1185-cr.

6.5. UnTepHeT-pecypcebl

Hayunas 6u6nuorexka PAHXul'C. URL: http://lib.ranepa.ru/
Hayunas snekrponnas oudimoreka eLibrary.ru. URL: http://elibrary.ru/defaultx.asp
Cepsep opranoB rocygapctBeHHoM Binactu P®. - http://www.gov.ru/
ITpaButenscTBO Poccuiickoit @enepanuu - http://government.ru
IIpesunent PO. - http://www.kremlin.ru
[Tocnanmst Ilpesunmenta Poccuiickoit @enepanuu  DeaepansHomy CoOpaHuio
Poccuiickont @enepannn - http://www.kremlin.ru/events

7. HanuonanwsHas snekTpoHHas oubmorteka. URL: www.nns.ru

8. Poccuiickas rocynapcrBenHas oubnnoreka. URL: www.rsl.ru

oakrwndE
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9. Pocculickag HannoHaimpHasa oubmuoreka. URL: www.nnir.ru
10. «tOpunuyeckas snexkTpoHHas 6nbnmuorekay - http://pravo.eup.ru
11. «lOpuamndeckas snmeKTpoHHas OMOIMOTEKay - http://pravo.eup.ru
12. Tlopran oOpa3zoBaTeNbHBIX pecypcoB: http://www.edu.ru

13. Poccranpapt PO - http://gost.ru/

6.6. UHBbIEe HCTOYHUKH

1. Hemun KO.M. [enonpousBojactBo. IloaroroBka ciyxeOHBIX AokymMeHTOB/ 0. M.
HemuH. - 3-¢ u3A., gom. u nepepad. - CII6.: [Tutep, 2010. - 256 ¢. — 5

2. Ka6amos C.JO. Opranuzanus paboTsl ¢ 00palieHusIMH TpaKJIaH B UCTOpuU Poccun:
yueOHOe mocoOue: pekomeHgoBaHo YMO  By3oB Poccum... 10  cHenMambHOCTH
«/loxymeHTOBeZieHHEe U JOKYMEHTAalMOHHOE oOecrneueHue yrpasineHus»/ KaGamos, Cepreit
OpbeBuu. - M.: ®nunra: Hayka, 2010. - 310, [2] c.

3. HammBounukoBa B.H. Ilomnbplii cnpaBouHuK KanpoBuka/ HammBounukoBa, Bepa
Hukonaesna. - M.; CII6. [u np.] : ITutep, 2010. - 399 ¢. + CD ROM - 3.

Cmamvu
1. boGemea M.  VYmpaBieHue  JOKyMEHTaJIbHBIMA  KOMMYHUKALUAMH U
WH(OPMAITMOHHBIMH peCypcaMu OpTaHHM3aIK: KOHIENTyalbHbIe moaxonbl// [Ipobnemsl Teopuun
U npakTuku ynpasienus. - 2011. - Ne 5. - C. 116-126.

7. MaTepuanbHO-TexHHYecKas 0a3a, MHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
obecreyenue U UH(POPMAIIMOHHBIE CIPABOYHbIE CHCTEMbI

Jns mpoBeleHUs 3aHATUM MO JUCHUIUIMHE HEOOXOAMMO CIIEAYIOIIee MaTrepuaIbHO-
TEXHUYECKOE oOecrieueHue: ydeOHbIe aylTuTOPUHU Ui MPOBEACHUS 3aHITHH JIEKIIMOHHOTO H
CEMUHApPCKOro THWIIA, TPYNIOBBIX M HMHIWBUIYaJIbHBIX KOHCYJIBTAIMM, TEKYIIEro KOHTPOJIS U
IPOMEXYTOUYHOM aTTecTaluy, MOMEIIEHUS JJIs1 CAMOCTOSTEIbHON paboThI.

[Mporpammuoe obGecneuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WUndpopmanmonnsle crnpaBouHble cuctembl: Hayunas Oubnmnoreka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS onbanoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Haumonanbhas siekrpoHHas OubOamorexka. URL: www.nns.ru;
Poccwuiickast rocymapcrBenHas OuOmmoreka. URL: www.rsl.ru; Poccuiickas HammoHabHas
oubmoreka. URL: www.nnirru; Onekrponnas  Oumbmuoreka  Grebennikon.  URL:
http://grebennikon.ru/; DnextponHo-6ubaMoTeUHast cucrema WM3marensctBa «Jlans». URL:
http://e.lanbook.com; Dnexrporno-GubmuoTeunas cuctema FOPAUT. URL: http://www.biblio-
online.ru/.
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