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Coaep:xkanue (pabouyasi nporpamma)

Mecto nucuuminHel B ctpykrype OIT

[Inanupyemble pe3ynbTaThl 00y4eHHsI 10 AUCLUILIMHE, 00€CIIeUNBAIOIINE JOCTHKEHHIE
IUIAHUPYEMBIX PE3YJIBTATOB 00YUYEHHMS 110 IpOrpamMme

O6beM u Bubl yaeOHON pabOThI
ConeprxaHue TUCIUILTAHBI
MatepuanbHO-TEXHUUYECKOE U YUeOHO-METOINYECKOe 00ecTIedyeHHE TUCITUTLINHBI

CDOHI[ OLCHOYHBIX CPCACTB 10 JUCHUIIIIMHE

Crp.



Lenpto w3ydeHUsT TUCHMIUIMHBI  SBIsieTcss  (OpPMUpOBAaHHE pe3ylbTaTOB  OOy4YeHHS,
o0ecreynBaroIuX JOCTIKEHUE TUIAHUPYEMBIX Pe3yJIbTaTOB OCBOEHHS 00pa30BaTEIbHOM MPOTPaMMEI.

1. MecTto nucuuniauebl B ctpykrype OII

Jucuuruivaa JleJoBble KOMMYHHKAIIMA U JOKYMEHTOOOOPOT BXOAMT B 00s3aTENbHYIO 4YacTb
6noka b1.uciumiuae (MOTyIIH)

[IpenumecTByromue TMCUUAILIMHEI 110 CBA3SIM KoMIleTeHUMN: MIHOCTpaHHBIH A3bIK, ITHOCTpaHHbBIN
S3BIK B c(epe IOpHUCIIPYACHIINH, PUTOpHKa M CTHIIMCTHKA THCBMEHHON peur, Pycckuil sS3bIK U KyJIbTypa
peun, Pycckuii a3bIk KaK HHOCTPaHHBIN

[Tocnenyromuye IUCHUILIMHBL IO CBS3SIM KOMIIETEHLUK: YTOJIOBHO-IIPOLIECCYATIbHOE IIPABO
(yrosoBHbI# Tiponiecc), I'paxaanckoe mpolieccyaabHOe MpaBo (FpaskIaHCKUI IIpoLiece)

2. HJIaHI/IpyeMbIe Pe3yJdbTaThl Oﬁy‘-lel-ll/lﬂ nmo JTMCIHMIIJIMHE, oﬁecnequnamume JOCTHIKCHUEC
IJIAHUPYEMBIX PE3YJILTATOB Oﬁy‘-lel-llflﬂ 1Mo mporpamme

N3yuenne mucuuruimabl J{enoBble KOMMYHHMKAIMM U JOKYMEHTOOOOPOT B 0Opa3oBaTeIbHOM
MporpaMMe HarpanJiieHO Ha (OPMUPOBAHUE Yy O0YUAOIIUXCS CIEAYIOMNX KOMITETCHITHI:

YuusepcaiabHble komnereHuun (YK):
YK-4 - CiocobeH MpuMEeHSTh COBPEMEHHbIE KOMMYHUKATUBHBIE TEXHOJIOTHUH, B TOM YHCJIE Ha
WHOCTpPaHHOM(BIX) s3bIKe(ax), I aKaJIeMHIECKOTO M MPO(eCCHOHATHFHOTO B3aUMOCHCTBUS

IInanupyemsle |[lanupyemble pe3yabTaThl 00y4eHHUs M0 TUCHUILINHE

pe3yabTaThl

00y4eHHS IO

IIPOrpaMMme

VK-4 VK-4.1: 3uats: VK-4.2: YMmeTs: YK-4.3: Bnagets (uMeTh

HAaBBIKH):

COBPEMEHHBIE IIPUMEHATH HA IIPAKTUKE  |METOJUKOW MEXIMYHOCTHOTO
KOMMYHHMKaTHBHBIE KOMMYHHKATHBHbBIE JIeJI0OBOTO OOIIEHUS Ha

TEXHOJIOTHH Ha
roCcy/lapCTBEHHOM U
WHOCTPAaHHOM $I3bIKAX;
3aKOHOMEPHOCTH JIeJI0BOM
YCTHOW U MUCbMEHHOM
KOMMYHHKAIIH.

TEXHOJIOTMH, METOIBI ¥
CIIOCOOBI IEI0BOTO
0oO1eHUS.

rOoCy/1apCTBEHHOM U
MHOCTPAHHOM $I3bIKaX, C
MPUMEHEHHEM
npodeccnoHamIbHBIX
A3BIKOBBIX (DOPM U CPEJICTB.

Ob6menpodeccnonanbubie komnerenuuu (OIIK):
OIIK-5 - CniocoOeH pa3pabatbiBaTh IpOIECCYalIbHbBIE U CITy)KEOHbIE JOKYMEHTHI B chepe cBOei
po(heCCHOHAILHOU JISATEIIbHOCTH

[Inanupyembie |[Lmanupyembie pe3yJbTaThl 00yUeHHSs 110 THCITHIITIHHE
pe3yibTaThI
oOyueHus o
IIPOrpaMme
OIIK-5 OIIK-5.1: 3HaTh: OIIK-5.2: YMmeTh: OIIK-5.3: Bnagets (umeTh
HABBIKH):
MOHATHE, TPUHIIUIIBI | CaMOCTOSITEIILHO IOPUANYECKON
CUCTEMY HOPMAaTHUBHO- pa3pabaThIBaTh MPOEKTHl  |TEPMUHOJIOTHEH,
MPOLIECCyaTbHBIX aKTOB, |HOPMATHBHBIX MPABOBBIX |HEOOXOIUMOM IS
CTaJIMU IOPUANYECKOTO aKTOB, BBICTPANBATh MPaBOTBOPYECKON

IIpOLECCa, OCHOBHBIE
MIPUEMBI FOPUINYECKOM
TEXHUKHU

CUCTEMY JICUCTBUM HA
OTHEIBHBIX CTAAUAX
MIPaBOTBOPUYECKOTO
npouecca, IpUMEHSTh
MIPUEMBI FOPUAUYECKOU
TEXHUKHU

JeSITeIIbHOCTH, HaBbIKAMU U
crioco0amu pa3zpaboTKu
HOPMATHUBHBIX MPABOBBIX
aKTOB B COOTBETCTBHH C
npodunem cpoeit
npodeccrnoHanbHO I
JCATEIILHOCTH




3. O0beM 1 BHIBI Y4eOHOH padoThI

Y4eOHbIM IIaHOM MPEAYCMaTPUBAIOTCS CIICAYIOIINE BUIBI YI€OHON PabOThI MO JUCHUTUINHE!

Ounas popma 00ydeHHs

Buabl yueoHoii padoThI

Bcero uac/ 3.e.

Cewm 4
KonrakTHas paboTa, B TOM YHUCIIC: 36.15/1
3aHATHUS JIGKHIMOHHOTO THUTIA 18/0.5
3aHATHS] CEMUHAPCKOTO TUTIA 18/0.5
WupuBuayansHas konTtaktHas padora (MKP) 0.15/0
CamocTosTesnbHas padoTa: 53.85/1.5
[TpomexyToyHas aTTecTanus 18/0.5
Bun npomexyrodHoil arrecTanuu:
3auer 3ay
O611as TpynoeMKocTh (00beM yacTu 00pa3oBaTebHOM
nporpammsl): Yacel 108
3adeTHbBIC €TUHUIIBI 3

04HO0-3204Has popma

Buabl yuedHoii padoThI

Bcero ygac/ 3.e.

Cem 5
KonrakTHas paboTa, B TOM yucIie: 4.15/0.12
3aHsATH JISKIIMOHHOTO TUTIA 2/0.06
3aHATHS CEMUHAPCKOTO TUTIA 2/0.06
NunuBunyanpHas koHtakTHas padota (MKP) 0.15/0
CamocrosiTenapHas pabora: 85.85/2.38
ITpomekyToUHas aTTeCTaIns 18/0.5
Bua npomexyTodHOM aTTecTanum:
3auer 3au
OO6mast Tpy10eMKOCTh (00beM YacTh 00pa3oBaTeIILHON
nporpamMmsl): Yacer 108
3aueTHbIC SIMHUIIBI 3

4. Conep:xanue TUCHUNIMHBI

4.1. Pazoenvt, membl OUCUUNTUHBL U BUObL 3AHAMUIL:
TemaTnueckuii TUIaH TUCHUILIMHBI JIeTOBbIE KOMMYHUKAIIMKA U JOKYMEHTOOOOPOT MpEeICTaBICH

B TaOJIHlLIE.
Pa3nenbl, TeMbl JMCHUILIMHBI M BUbI 3aHATHI
Ounas popma o0y4eHust
KonrTakTHasi padora = Ilnanupyembie
3ansaTus § pe3yabTaThl
CEeMHHapPCKOro é - Oﬁy‘leHI/Iﬂ B
Ne HanMeHoBaHHE TeMbI = LLLL a o E 5| coornomenun c
/1 (pa3gesia) IMCUMILTHHBI § § = = =z S 'S pe3yJbTaTamMu
= = = | =1g= 00y4enust mo
g3 = 00pazoBaTebHOI
=" © nporpamMmme
YK-4.1, YK-4.2, VK
1. |O0mas yacthb 8 8 35,85(-4.3, OIIK-5.1, OIIK
-5.2, OIIK-5.3
OcoOeHHas 4acTh VK-4.1, YK-4.2, YK
2 10 10 50 (-4.3, OIIK-5.1, OIIK
-5.2, OIIK-5.3




Kontpons 18
Htoro 18 | 18 | 0.15 | 153.85
04HO-3204HasA popma
KonTakTHas paGora = ILnanupyemble
3ausaTus § pe3yJbTarTsbl
CEeMHHAPCKOT0 = - 00yueHns B
Ne HaumeHoBaHMe TeMbI = LLLL a o E 5| coorHomenuu ¢
/1 (pa3neia) TMCHUNIUHBI a ; = E E e \§- pe3yJbTaTamMu
= z E § obyuenmsi no
23 8 o0pa3oBaTe/IbHOI
nporpaMme
YK-4.1, YK-4.2, YK
1. [OOmas yacts 1 1 3585 1 [-4.3, OIIK-5.1, OIIK
-5.2, OIIK-5.3
OcoOeHHas 4yacTb VK-4.1, YK-4.2, VK
2. 1 1 50 1 [-4.3, OIIK-5.1, OIIK
-5.2, OIIK-5.3
KonTpons 18
Hroro 2 | 2 [ 0.15 | | 85.85
4.2 Cooepicanue pazoenoe u mem
4.2.1 KonrakTHasi padora
TemaTnka 3aHATHI JIEKIIMOHHOI0 THIIA
Neni/m Haumenosanue rembl Bu sansitna TemaTnka 3aHATHSA JIEKIMOHHOI'O THIIA
(pa3nesia) IMCHUIUIMHDBI | JIEKIIMOHHOT0 THIA™
1 JICKIIHST JlenoBble KOMMYHUKAallMd Kak pealbHOE
ABJIEHUE, HAyKa U yueOHas AUCLIUILIINHA
JICKITHST JlenoBeie KOMMYHUKAIIUH, ux
0COOEHHOCTH, CTPYKTYpa, BUIBI U (POPMBI
JIEKIIHST JImuHocTth  Kak  CyOBEKT  JETOBBIX
KOMMYHUKAaIUH
JIEKIIHST Oco0OeHHOCTh [1elI0BbIX KOMMYHUKALIUNA B
IOPUIUYECKOH 1eATENbHOCTH
JIEKIIHST OcCHOBBI 3HAaHUN O JEIONPOU3BOJCTBE U
OO01as yacThb
TOKyMeHTooOopoTe. J[OKyMEHT: TOHSTHE,
UCTOpUSl BO3HUKHOBEHHS. YHU(DUKALUA U
CTaHJapTH3aIUs JOKYMEHTOB
JIEKIIHST HopmartuBHO-IpaBOBOE  pEryIHpOBaHUE
JIEIIONIPOU3BO/ICTBA M TOKyMEHTOO0OpOTa
JICKLHST CoBpeMeHHBIE  TEHACHLUU  Pa3BUTHUS
JIEIOBBIX KOMMYHUKaIUH u
JTIOKyMEHTO000pOoTa
JIEKIUSA IToustTve wu poas Legal Design B
IOPUINYECKON  AEITeTbHOCTH
2. JIeKIHS Opranu3anuoHHO-TIPABOBhIE  TIOKYMEHTHI:
OcobGeHHas 4acThb BUJbI, TpeOoBaHMs, NpaBwiIa paldoOTHI,
HOPMAaTUBHO-TIPABOBOE PETYIUPOBAHHE




JCKLIUA KanpoBsie JOKyMEHTHI: BUJIBI, TPEOOBAHMUS,
npaBuia paboOThl, HOPMATHUBHO-IIPABOBOE

peryaupoBaHue

JIEKIIAS JIOKyMEeHTBI M JIOKyMEHTOOOOpOT B
JIOTOBOPHOM paboTe

JIEKIH S JIOKyMeHTBI rpaXk 1aHCKOTO
CY/IOTIPOHM3BOJICTBA

JIEKIHS I[IponieccyanbHbIe JOKYMEHTEI 10 JIe7IaM 00

aMUHUCTPAaTUBHBIX  IPABOHAPYLICHUAX:
BU/JIbl, TPEOOBaHUS, HOPMATUBHO-IIPaBOBOE
perynupoBaHue

JeKIus [IpoueccyanbHble JOKYMEHTBI B YTOJIOBHOM
IIPOU3BOJICTBE:! BUJIbI, TpeboBaHus,
HOPMAaTUBHO-IIPABOBOE PETYIMPOBAHUE

JeK1us JIOKyMEHTOO0OPOT ¥ JEIONPOU3BOJICTBO
B aJIBOKAType

JeKIus Jlenonpou3BoICTBO B HOTapHaTe: BUJIHI,
TpeboBaHUs, MpaBuiIa paboTHI,
HOPMAaTHUBHO-TIPABOBOE PETYITHPOBAHUE

JICKIIAA KouduaeHmaapHOE 1EI0IPOU3BOICTBO

JICKIHA CynebHoe 1e10npon3B0ICTBO

*JIGKIIMM U MHBIC yUeOHbIC 3aHATHS, MPEIyCMaTPUBAIOIINE PEUMYIIICCTBEHHYIO Mepenady yueOHol nHbopMaluu
MeJarormIecKuMHU pabOTHUKAMU OpTaHW3aluy U (W) JTUIAMH, MPUBJIEKAEMBIMU OpraHU3alHeh K peann3aliin
00pa30oBaTENbHBIX MPOTPaMM Ha WHBIX YCIOBUSIX, OOYIArOIIIMCS

TemaTuka 3aHATHIH CEMUHAPCKOr0 THIA

Nen/n HanMeHoBaHMe TeMBbI Bun zanarus TemaTuka 3aHATHS CEMUHAPCKOI0
B (pa3nesa) IMCHUILIMHBI| CEMHMHAPCKOT0 THNA® ¥ THIIA
1. JlenoBple KOMMYHHKAIIMM KakK peajbHOE

MPAKTUYCCKOC 3aHATHC
SABJICHUE, HAYKa U yqe6Ha;1 JUCHUITIIIMHA

I[CJ'IOBBIG KOMMYHUKAIIUH, Hux

MIPAaKTUYCCKOEC 3aHATUC
0COOEHHOCTH, CTPYKTYpa, BUIBI U (POPMBI

JImdHOCTP  KaK  CYOBEKT  JEJIOBBIX
KOMMYHUKalUN

Oco0eHHOCTh JeIOBBIX KOMMYHHUKAIUI B
IOPUINIECKON ACATEIHPHOCTH

OCHOBBI 3HaHMIl O JAEJIONPOU3BOJCTBE U
OO6mas yactpb JOKyMEHT0O0OOopoTe. JJOKyMEHT: MOHSITHE,
UCTOpUSI BOSHUKHOBEHHMS. YHUDUKALIUS U
CTaHJapTU3alUs JOKYMEHTOB

HOpMaTI/IBHO'HpaBOBOC peryjaimpoBaHuc
ACJIOIIPONU3BOACTBA U ,Z[OKYMGHTOO60pOTa

CoBpeMeHHbIE  TEHACHUMU  Pa3BUTHS
MpakTHYECKOe 3aHdATHe |ACJIOBBIX KOMMYHHKAIIUH u
I[OKYMCHTOOGOPOT&

[Monstue wu pons Legal Design B

MPAKTUYECKOC 3aHATUC o
OPUIUYCCKON ACATCIBHOCTU




2. Opranu3anoOHHO-IPaBOBbIE JOKYMEHTBI:
IIpaKTUYECKOE 3aHdTe |BHIBI, Tpe6OBaHI/I$I, IpaBujia pa6OTBI,
HOPMAaTUBHO-IIPABOBOEC PETYIIUPOBAHUC

Kanposeie JOKYMEHTBI: BH/IBI,
TpeboBaHus, npaBuia paboThI,
HOPMAaTUBHO-TIPABOBOE PETYIUPOBAHKE

JIoKkyMeHTBl ¥  JOKYMEHTOOOOpOT B
JIOTOBOPHOM pabote

JIOKyMeHTBI TPaXXIAHCKOTO
CyZOIIPOU3BOJICTBA
IIponieccyanbHble JTOKYMEHTHI IO JEJIaM
00 aJMMUHHUCTPATUBHBIX
Oco0eHHadg 4acTh MpaBOHAPYIICHUSX: BHJBI, TpeOOBaHMUS,
HOPMAaTUBHO-IIPABOBOE PETYIMPOBAHUE
IIpoueccyanbHbie JIOKYMEHTBI B
YTOJIOBHOM IIPOU3BOJICTBE:! BH/IBI,
TpeOoBaHu, HOPMaTHUBHO-TIPABOBOE
peryiamupoBaHue

JIOKyMEHTOOOOPOT M JIEIIOTIPOU3BOJICTBO
IMPAKTUYCCKOEC 3aHATUC
B aJIBOKAType

JlenonpousBoOACTBO B HOTapHare:
NpakTUYecKoe 3aHATHE |BUIBI, TpeOOBaHHWsA, MNpaBWwia padoTHI,
HOPMAaTHBHO-TIPABOBOE PETYIMPOBAHHE

MIPaKTUYECKOE 3aHATHE KOH(l)I/II[eHHI/IaJ'IBHoe ACTIOIMPOU3BOACTBO

npaktuueckoe 3aatue |CyneOHOe 1eI0npOon3BOJICTBO

**  ceMHHapBl, TPAKTUUECKUE 3aHATHS, TNPAKTHKYMBI, JIabopaTopHbIE pabOThl, KOJJIOKBUYMBI W HHBIC

AHAJIOTNYHBIC 3aHATHUA
HNHasi koHTaKTHasA padora

[Ipu npoBenenun yueOHbIX 3aHaTuii CI' DY obecrnieunBaeT pa3BUTHE Y 0OYUYaAOIMIUXCS HABBIKOB
KOMaHJHOUW paboThl, MEXJIMYHOCTHOM KOMMYHUKAIIMM, HPUHATUS PELICHHUM, JIHIEPCKUX KadyecTB
(BKITIOYas MpU HEOOXOJMMOCTH MTPOBECHIE UHTEPAKTUBHBIX JICKIIHUH, IPYIIIOBBIX TUCKYCCHI, POJIEBBIX
UTp, TPEHUHTOB, aHAJIM3 CUTYallMi 1 UMUTALMOHHBIX MOJeNeH, MpernojaBaHue JUCLUILIUH (MOIyIei) B
(dbopMe KypcoOB, COCTaBICHHBIX Ha OCHOBE pE3YyJIbTaTOB HAYyYHBIX HCCIEIOBAHUMN, MPOBOJAUMBIX
OpraHu3aIkeil, B TOM YHCIIe C YUeTOM PEerHoHaIbHBIX 0cOOEHHOCTEN TPO(eCCHOHATBHON AesITeNbHOCTH
BBIITYCKHUKOB U MOTpeOHOCTEN paboToaareneii).

@opMBl U METOJBI MPOBEACHHUS HHOW KOHTAKTHOW pabOThl MpuBeNeHb B MeETOIUYEeCKHX
yKa3aHUSAX M0 OCHOBHOM MpodeccuoHaNbHON 00pa30BaTeIbHOM porpaMMme.

4.2.2 CamocTosiTesibHasi padora

Neni/nn | HammeHnoBanue Tembl (pa3aea) pucimiuvinebl | Bua camocrosiTeqbHoi padoThr ***

- IIOJIrOTOBKA JIOKJIa[a
- IIOATOTOBKA DJIEKTPOHHOHN Mpe3eHTaI[UH
- TECTHPOBaHUE

1 OO01as yacThb

Oco0eHHas 4acThb - IIOJArOTOBKA JIOKJIa[a
2. - IIOATOTOBKA DJIEKTPOHHOMN Mpe3eHTaIUH
- TECTUPOBAHUE

*** caMOCTOSTCNIbHAS pa60Ta B CEMCCTPE, HAITMCAHUC KYPCOBBIX pa60T, JOKJIaJ0B, BBIITOJIHCHNUEC KOHTPOJIbHBIX

pabor
5. MaTepuajbHO-TeXHHYECKOE U YUeOHO-MeToIu4YecKoe odecneyeHne TUCIUINTHHbI

5.1 JIuteparypa:
OcHoBHasi InTeparypa




1. CnuBak, B. A. JlenoBble KOMMYyHUKaIui. Teopus U MpaKTUKa : yueOHUK JuId By30B / B. A.
CnuBak. — Mocksa : UznatensctBo FOpaiit, 2024. — 460 c. — (Briciiee oOpa3zoBanue). —
ISBN 978-5-534-15321-7. — Tekcr : anekrpoHHbIi // Ob6pa3oBarenbHas miatdopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/536170
2. JlonoJHMTebHAsA JIUTEpaTypa
1. XKepnakoBa, M. b. [lenoBble KOMMYHHKAlUK @ Y4eOHHK W MPAKTHKYM Ui By30B / M. b.
XKepnakona, 1. A. Pymsanesa. — 2-e uza., nepepad. u non. — Mocksa : U3natensctBo HOpaiit, 2024.
— 319 c. — (Bwicmee oOpazoBanme). — ISBN 978-5-534-16604-0. — TekcT : 31MeKTpOHHBIA //
OopazoBarenbhas wiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/535858
Jlutepatypa /sl CAMOCTOATEIbHOI0 M3yYeHUSs
1. 1. AnryxoBa Harames ®apumoBna. CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTOO0OOpoTa. I[IpakTukym.
(bakanaBpuar). Yuebnoe nocobue. KnoPyc, 2022, 201c.
2. [ludppoBuzanms: MpakTUIECKHE PEKOMEH AN 110 TIepeBO Iy On3Heca Ha nu(POBbIe TEXHOJIOTHH, IO
pen.Typko C.: Ansniuna [TaGnumep, :2019, 252¢

5.2. Hepeqem, JIMHCH3UOHHOI'0 MPOrpaMMHOIo o0ecmeueHus

1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word, Excel, Access,
PowerPoint)

5.3 CoBpemMeHHBIEe TPO(ecCHOHATBHBIE 0a3bI TaHHBIX, K KOTOPBHIM 00ecreunBaeTcs 10CTYN
00y4aroImuXxcs

1. TIIpodeccumonanphass 06a3a maHHbIX «MHpOpManMOHHBIE CHUCTEMBI MMHHCTEPCTBA
SKOHOMHUYECKOTro pa3BuTHs Poccuiickoit ®eneparuu B cetu Muteprer» (Ilopran «OdunnanbHas
Poccus» - http://www.gov.ru/)

2. TlpodeccuonanpHas 6a3a AaHHBIX «DHUHAHCOBO-PKOHOMHUYECKHE TOKazaTenn Poccuiickoi
Ddeneparuny (Odurmansabiii caiit Munuctepcera punancos P - https://www.minfin.ru/ru/)

3. IlpodeccuonanvHas 0Oaza maHHbBIX «OdunuanpHas craTucTukay (OdunuanbHBIA CalT
denepanbHOI CITY>KOBI TOCYAAPCTBEHHON CTaTUCTUKH

5.4. HNuH(popMallHOHHO-CIIPABOYHbIE CHUCTEMbl, K KOTOPbIM oO0ecleYyHBaeTcsi [J0CTYH
o0yuyarwmuxcst
1. 1. Undopmannonno-cupaBoynas cucrema «Koncynprant [Lmroc»
2. NuadopmarmonHo-cripaBounas cuctema «I'’APAHT-AHamuTuk»

5.5. CnenuajbHbIe MOMeEIeHU s

VYueOHble ayIUTOPUH VI TPOBEACHUS KommuiekTsl yueHndeckoit medenu
3aHATUH JICKIIUOHHOIO THUIIA MynbTUMEIUIHBINA IPOEKTOP
Jocka
OKpaH
VYueOHble ayIUTOPUH Uil TPOBEACHUS Kommuiektsl yuenndeckoir medenu
MPAKTUYECKUX 3aHATUH (3aHATUH MynbTUMEIUIHBINA IPOEKTOP
CEMHHApPCKOI0 TUIIA) Jlocka



http://www.gov.ru/)
http://www.minfin.ru/ru/)

OKkpaH

Komnbroteps! ¢ BeixonoM B cetb «MHTEpHET» 1 DUOC
CIoy

Y4eOHble ayIUTOPUH ISl TPYNIIOBBIX U Kommnnektsl yueHnueckoit medenu

VHJMBUyQJIbHBIX KOHCYJIbTALUN MynbTUMEIMIHBINA IPOEKTOP

Jocka

OKpaH

Komnbroteps! ¢ BeixonoM B ceTb «MHTepHET» 1 DUOC
CIoy

VY4eOHble ayTUTOPHH ISl TEKYIIETO KomrmutekTsl yueHnueckoit Mebemnu

KOHTPOJISI U IPOMEKYTOYHOM aTTeCTaluu MynbTUMEAMIHBIN IPOEKTOP

Jocka

OKpaH

KomnbroTeps! ¢ BeixoaoM B ceTh «HTEpHET 1 DNOC
CIoy

[Tomermenus mist camocToATebHOM paboThl  |KoMIUIEKTHI yueHH4uecKkoi Mmedenu

MynbTUMEMITHBIA IPOEKTOP

Jocka

OKpaH

Kommnsroreps! ¢ BbIxo1oM B ceTh «MHTEpHET» 1 DOC
CIDY

[Tomemienus nnsa xpaHeHus 1 KoMruiek sl criennanu3upoBaHHON MeOen JTst
MPOPUIAKTUYECKOTO 00CTyKUBAHUS XpaHeHUs: 000pyIOBaHUs
000pyIOBaHUS

5.6 JlabopaTopum u J1aboparopHoe 060py/10BaHNE

6. @OoHI OLEHOYHBIX CpeACTB MO AUCHMIUIMHe JleJloBble KOMMYHHKAIMH U
JOKYMEHTO0000pOT:

6.1. KoHTpOJIbHbIE MEPONIPUSITUSA MO TUCHHUIIINHE

®opma KOHTPOJISI OTmeTuTH
Bun konTpoJs Hy#&HOC
3HAKOM
«+>»
Tekymuii KOHTPOJIb OLeHKa JOKJIaI0B +
Y CTHBIN/TTUCHBMEHHBIN OTIPOC +
TectupoBanue +
[IpakTuueckue 3anaun +
OrneHka KOHTPOJIbHBIX paboT (1 3a0YHOU

dbopMbI 00ydeHHUsT) i
IIpoMexyTOUHBIN KOHTPOJIb  |3a4eT +

Ilopsaaok mnpoBeNeHHS MEPONPHUATHH TEKylero M MPOMEKYTOYHOIO0 KOHTPOJIA
onpeneasiercss MeTogn4ecKuMHU YKa3aHUSIMHU 110 OCHOBHOM npodeccnoHanbHO 00pa3oBaTe1bHOM
nporpamme Bbiciiero oopasosanms; IlosioxkeHuem 0 0a/NIBHO-PEHTHHIOBOM CHCTEMe OLICHKH
ycneBaeMoCTH OO0y4YaloIMXCsl 10 OCHOBHBIM 00pa30oBaTelbHBIM NPOrpaMMaM BbICHICTO
o0pazoBaHusi — mnporpaMMaM 0akajJaBpuaTa, MNPOrpaMMaM CHElHAJIHTETa, IPOrpaMMam
MArHCTPaTyphl B (peepaibHOM rocyJapCTBEHHOM ABTOHOMHOM 00pa30BaTelbHOM Y4pe:KIeHHHU
BbIcHIero oopazoBanusi «Camapckuii rocy1apCcTBeHHbIH YKOHOMHYECKHI YHUBEPCUTET).

6.2. [InaHupyemMble pe3yabTaThl 00y4eHUsl MO JUCHUILINHE, 00ecTeHHBAIOIINE TOCTUKEHN e
IUVIAHUPYEMBbIX Pe3yJbTATOB 00yUYeHHUsI M0 IporpaMmme
YuauBepcaabubie komnereHunu (YK):



YK-4 - CiocoGeH nIpuMeHSTh COBpeMEHHbIE KOMMYHUKATUBHBIC TEXHOJIOTHH, B TOM YHCIIE Ha
WHOCTPaHHOM(BIX) sI3bIKe(ax), JUIsl aKaJIEMUIECKOTO U TPO(ECCHOHATBLHOTO B3aUMOICHCTBUS

IInanupyemble |[lanupyemble pe3yabTaThbl 00y4eHHs N0 JUCHUILINHE

pe3ynbTaThl

0o0Oy4eHus 1o

IIporpaMmme
VYK-4.1: 3narsb: VYK-4.2: Ymers: VYK-4.3: Bnagets (umeTh

HAaBBIKH):

COBPEMEHHBIE IIPUMEHSATH HA IIPAKTUKE  |METOIAUKOMN
KOMMYHHMKaTHBHBIE KOMMYHUKATHUBHBIE MEKJIMYHOCTHOTO JIEJI0BOTO
TEXHOJIOTMH HA TEXHOJIOTMH, METO/bI U o01IeHus Ha
rOCylapCTBEHHOM U CIOCOOBI JIEI0BOTO rOCYAApCTBEHHOM U
MHOCTPAHHOM SI3bIKaXx; oOLIeHUS. WHOCTPaHHOM SI3bIKaXx, C
3aKOHOMEPHOCTH JEJI0BOM IIPUMEHEHNUEM
YCTHOU ¥ MUCbMEHHOU npodeccnoHaIbHBIX
KOMMYHHKAIUU. S3BIKOBBIX (DOPM U CPEJICTB.

[Toporossrit COBPEMEHHBIE IIPUMEHSATH HA IIPAKTUKE  |METOAUKOMN
KOMMYHHMKaTHBHBIE KOMMYHUKATHUBHBIE MEKJIMYHOCTHOTO JIEJI0BOTO

TEXHOJIOTMU Ha
TrOCYJapCTBEHHOM SI3BIKE;

TEXHOJIOTHH JEIOBOTO
0oO1IeHNS.

0oOIIIEeHNS HA
TOCY/IapCTBEHHOM SI3BIKE

CrangapTHblii (B
JIONIOJIHEHHE K

COBpPEMEHHBIE
KOMMYHUKaTUBHBIE

IMPUMCHATH Ha ITPAKTHUKE
KOMMYHUKAaTUBHBIC

METOIUKOM
MEKIIMIHOCTHOT'O JIEJIOBOTO

MTOPOTOBOMY) TEXHOJIOTUU Ha TEXHOJIOTUU U METOBI 001IeHHs HA
rocy/lapCTBEHHOM U JIEJIOBOTO OOIIEHHUS. rOCyJapCTBEHHOM U
HWHOCTPAHHOM SA3BIKaX; HHOCTPAaHHOM A3BIKaX, C
3aKOHOMEPHOCTH JIeJI0BOM MPUMEHEHHEM
YCTHON KOMMYHUKAaLIUU npodeccrnoHalbHBIX
SI3BIKOBBIX (popM
[ToBBIlIEHHBIN  |[COBpEMEHHBIE MIPUMEHSTh HA MIPAKTUKE  [METOIUKOU
(B momoJyiHEeHHE K|KOMMYHHKATHBHBIC KOMMYHUKAaTUBHbBIE MEXJIMYHOCTHOTO JI€JIOBOTO
IIOPOTOBOMY, TEXHOJIOTHH Ha TEXHOJIOTUH, METOJIbI U oO1eHus Ha
CTaHJIaPTHOMY) [rOCYyIapCTBEHHOM U CIOCOOBI JII0OBOTO roCyJlapcTBEHHOM U

WHOCTPAaHHOM $I3bIKAX;
3aKOHOMEPHOCTH JIeJI0BOM
YCTHOW M MUCbMEHHOM
KOMMYHHKAIIH

0oO1eHUS.

WHOCTPAHHOM $I3bIKaX, C
MPUMEHEHHEM
npodeccnoHaIbHBIX
S3BIKOBBIX (DOPM U CPENICTB

Ob6menpodeccnonanbubie komnerennun (OIIK):
OIIK-5 - CriocoOeH pa3pabaTbiBaTh IpOIECCYAIbHbBIE U CITy)KEOHbIE JOKYMEHTHI B chepe cBOoei
po(heCCHOHAILHON JICATEIILHOCTH

[Limanupyemsle
pe3yabTaThl
oOyueHus 1o
IIpOrpaMme

IInanupyemsle pe3yJibTaThl 00yUeHHSs 110 JHCHMILIHHE

OIIK-5.1: 35ath:

OIIK-5.2: YMeTh:

OIIK-5.3: Bnagets (umMeTh
HABBIKN):

MOHATHUE, IPUHIUIIBI U
CUCTEMY HOPMAaTHUBHO-
IIPOLIECCYaIbHBIX AKTOB,
CTaluu IOPUANYECKOTO
IIPOLECCa, OCHOBHBIE
MIPUEMBI FOPUINYECKOM
TEXHUKHU

CaMOCTOSITEIIBHO
pa3pabaThIBaTh MPOEKTHI
HOPMAaTHUBHBIX PABOBBIX
aKTOB, BBICTpanBaTh
CUCTEMY JIEUCTBUN HA
OTHEIBHBIX CTAAUAX
MIPAaBOTBOPUYECKOTO
npouecca, IpUMEHSTh
MIPUEMBI FOPUANYECKOU
TEXHUKHU

FOPUINYECKON
TEPMHUHOJIOTUEN,
HE00X0IUMOM A1t
IIPaBOTBOPUYECKOU
JeSITeIbHOCTH, HaBBIKAMU U
crioco0amu pa3zpaboTKu
HOPMAaTUBHBIX MPABOBBIX
aKTOB B COOTBETCTBHUHU C
npodunem cpoeit
npodeccrnoHanbHO I
JIeSITeIbHOCTH




IToporossrit MOHATUE, IPUHLIUIIBL U CaMOCTOSITEIBbHO IOPUINYECKON
CUCTEMY HOPMAaTUBHO- pa3pabarbiBaTh NPOEKThl  |TEPMHUHOJIOTHEH,
IIPOLIECCYaIbHBIX AKTOB ~ |HOPMAaTHBHBIX IIPABOBBIX |HEOOXOAUMOM JUIst
aKTOB IIPaBOTBOPYECKOU
JIESITENIBHOCTH
CranaapTHbIN (B [[TOHATHE, IPUHLIMIIBI U CaMOCTOSITEILHO IOPUANYECKON
JIOTIOJIHEHHUE K [cHcTeMy HOpMaTHBHO- pa3pabaTrbiBaTh NPOEKThl  |TEPMHUHOJIOTHEH,
IIOPOTOBOMY) IIpPOLIECCYaIbHBIX AKTOB, |HOPMAaTHBHBIX IPABOBBIX |HEOOXOIUMOM IS
CTaJluu IOPUANYECKOTO aKTOB, BBICTpaUBaTh IIPaBOTBOPYECKOM
mpouecca CUCTEMY JECUCTBUI Ha JeSITENIbHOCTH, HaBbIKaMU
OTJIEIbHBIX CTAIUIX pa3pabOTKH HOPMATUBHBIX
IIPaBOTBOPUECKOTO IIPABOBBIX AKTOB B
nporecca COOTBETCTBUU C MPOhuiIeM
CBOEH MpoQeCcCHOHATTEHON
JIESITEIBHOCTH
[ToBBIlIEHHBIH  |MOHSATHE, TPUHIUIBI U CaMOCTOSITEIbHO IOPUANYECKON
(B AONOJIHEHHE K|CHCTEMY HOPMATHUBHO- pa3pabaTrbeIBaTh MPOEKTHl  |TEPMHUHOJIOTHEH,
IIOPOTOBOMY, MpOLIECCyaIbHBIX AKTOB, |HOPMATUBHBIX IPABOBBIX |HEOOXOIUMOM IS
CTaHJIapTHOMY) |[CTaauH IOPUIUYECKOTO aKTOB, BBICTpauBaTh IIPaBOTBOPYECKOM

ponecca, OCHOBHBIE
MIPUEMBI FOPUANYECKOMN
TEXHUKH

CHUCTEMY JICUCTBUI Ha
OT/AEJBHBIX CTAINAX
IIPaBOTBOPUYECKOTO
mporecca, IPUMEHATh
IIPUEMBI FOPUIAYECKON
TEXHUKH

JACATCIIbHOCTH, HABBIKAMHU U
crocobamu pazpaboTKu
HOPMATUBHBIX ITPABOBBIX
aKTOB B COOTBETCTBHHU C
npoduiemM cBoei
npodecCuoOHATBHOU
JeSITeIIbHOCTH

6.3. [lacnopT OLIEeHOYHBIX MAaTEPHAJIOB

HanMeHoBaHMe TeMBbI

n/n

(pa3nesia) QM CHUNINHbBI

KonTpoaupyembie
IUIAaHWpYyeMble
pe3yJbTaThbl 00y4eHusI
B COOTHOIIIEHUH C

Bun koHTpoJIsi/UcONIb3YyeMble
OlleHOYHbIE CpeCcTBa

pe3yJbTaTamMmu Texyummii IIpoMe:xxyTOYHBII
00y4eHus Mo
nporpamMme
1. OO01as yacThb VK-4.1, YK-4.2, YK- O1leHKa JOKJIAA0B [3a4eT
4.3, OIIK-5.1, OIIK-5.2, |TectupoBanue
OIIK-5.3
2. Oco0OeHHast 4acThb VK-4.1, YK-4.2, YK- O1leHKa JOKIAA0B [3a4eT

4.3, OIIK-5.1, OIIK-5.2,
OIIK-5.3

TectupoBanue

6.4.0neHoYHbIe MaTEepHAJbI VIS TEKYLIEro KOHTPOJIs

IIpuMepHasi TeMATHKA I0KJIA/I0B

Paznen pucuunaunnl (Tembl
OOmas yacth 1. KommyHwukaius, ee 3HaueHUE, BUJIbI U (DYHKITHH.
2. Y4YacTHHKH JIeJI0OBOY KOMMYHUKAIIUHU, €€ IIeNieBas ayTUTOPHs.
3. OCHOBHBIE MOJIENT U CTHIIU JIEJIOBBIX KOMMYHHKAITUH.
4. Crparerusi ¥ TaKTHKa HHPOPMAITMOHHOTO BO3/ICHCTBUS HA

oo

Y4aCTHHUKOB B IIPOICCCC KOMMYHUKAIINH.
KOMMYHI/IKaTI/IBHLIC KaHaJIbl U CPCACTBA JIeI0OBOM KOMMYHUKAIIUU.

CMEICIIOBBIC U AMOIIMOHAJIbHBIE ACTIEKTHI IEJI0BOM KOMMYHUKAIIUU.
CHUMBOJIEI ¥ 3HAKHU B nponecce B KOMMYHHUKAIIUU, UX UHTCPIIPETALIUA

" BOCIHIPUATHUC.

BepOanbHble 1 HeBepOaJIbHBIE CPENICTBA IEIOBOH KOMMYHHKAIIUH.




10.
11.

12.
13.
14.
15.
16.

17.

18.
19.

20.

21.

AHanu3 noBeJIeHUs] Y4aCTHUKOB IIpOliecca KOMMYHUKAIUU
(MHTOHALMI, BBIPAYKEHUS JINLIA, )KECTOB, MOJI0KEHUS Tea, HOXOAKH U
T.IL.).

OtpakeHue 1 BOCIPUITHE B JEIOBOM KOMMYHHUKALUU.

OTHKA YCTHOTO, MIMCbMEHHOTO U BUPTYAIBHOTO JICIIOBOTO OOIICHUS:
CXOJCTBA U pa3INyHsL.

KommyHnukaTuBHbIe Oapbepbl (TOMEXH), TPUYUHBI KX
BO3HUKHOBEHUS U CIIOCOOBI MPE0/I0JICHNUS.

KomMmmyHMKamonHbie 0apbepbl B 3aBUCUMOCTH OT COLIMATIBHBIX,
KYJIbTYPHBIX U STHUYECKUX aCIIEKTOB.

Oco0eHHOCTH AeT0BOI KOMMYHHUKAIHH 110 Tenedony u MHTepHery.
CyImHOCTh TIporiecca CITyIIaHus, ero BUJbI U crienuduka.
YcranoBienue KOHTakTa 1 ekt nepBoro BreyaTaeHus B
polecce KOMMYHHUKAIUH, BIUSHUE CTEPEOTUIIOB Ha MIEPBOE
BII€YATJICHUE.

CpenctBa maccoBoit nnpopmaruu (CMU) u 00111eCTBEHHOCTD, UX
BJIUSTHUE HA JIEJIOBYIO KOMMYHUKALIUIO.

WMy v penyranust B mpoiiecce KOMMYHUKAIIUH.

Nmumx v BHEITHUM 00JIMK IETTOBOTO YeNloBeKa (MOJIUTHIECKOTO
aujepa v T.II.).

[TocTpoenne nMuka opraHu3au (UMUK B OU3HECE, TOproBast
MapKa, JIOTOTHII, CJIOTaH, KoprnopaTuBHbI MHTepHEeT-CallT U T.11.).
OcHoBHbIE TIpaBHJIa AETOBOIO B3aMMOJICHCTBHS B OpraHax
VCTIOJIHUTENBHOM U Cy/1e0HON BJIACTH.

OcoOeHHas yacTh

22.

23.

24.

25.

26.

217.

28.
29.

30.

31.

Opranu3anMoOHHO-TIPaBOBbIE JOKYMEHTHI: MOHATHE, GYHKIIUU U
ocobeHHOCTH. Posb oprann3alnoHHO-MIPaBOBBIX JOKYMEHTOB B
KU3ZHEJEATEIIbHOCTH OpraHu3alnu.

Bunel oprannzannoHHO-TIPaBOBBIX JOKyMeHTOB. [IpaBuia
cocCTaBlieHUs U 0(OPMIICHUS OPraHNU3alHOHHO-TIPABOBBIX
JIOKYMEHTOB. Y cTaB opranu3zanui. [looxeHrne o CTpyKTypHOM
nojpasnenenun opranuzanuu. [lltatHoe pacniucanue. [IpaBuna
BHYTPEHHETO TPYIOBOT0 pacropsaaka. MHCTpyKIMU MO OTAEIbHBIM
BUJIAM JIEATEIbHOCTH. JJOMKHOCTHBIE HHCTPYKIUH.
HopMmaTtuBHO-TIpaBOBBIE aKThI, COIepKallie TPEOOBAHUS K KaJPOBBIM
JTOKyMeHTaM. Bujpl JOKYMEHTOB 110 JINYHOMY cocTaBy. TpebGoBaHue
K 0(OopMIICHHIO TPYI0BOTO JToroBopa. OdopmiieHue nmpruema Ha
paboty. JIoKkyMeHTHI, IpeIbsABIsEMble IPH IIpHeMe Ha paldoTy.
TpeGoBanusi, MpeabABISAEMBI K IOKyMEHTaM U MIpUeMe Ha padoTy B
IPaBOOXpaHUTENbHBIE, Cy/IeOHbIE, TOCYIAPCTBEHHBIE OPTaHbI.
JInunas kapTouka paboTHuKa. TpynoBas kHkKa. [IpaBuna
odopMIIeHHS U BECHUS TPYIAOBBIX KHIDKEK.

[Tonsitne koHpuaeHMaNBHON HHPOpMali. HopmaTHBHO-TIpaBOBOE
perynupoBaHue. Bunpl KoHpUIECHIINAIBHBIX JOKYMEHTOB.
JIoKyMeHTBI, co/ieprKalue rocyIapCTBEHHYIO, CY>)KeOHYI0 TalHy,
NEepCOHANbHBIE TaHHbIE U OCOOCHHOCTH OpPraHu3aluu padoThI C
HUMHU.

JIoKyMeHTBI, coiep)Kallie KOMMEpPYECKYIo TaifHy U paboTa ¢ HUMHU.
Opranuzanus paboTsl N0 3alIUTe KOHPHUIESHITUATBHBIX JOKYMEHTOB
OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIAa. XpaHEHUE, apXUBUPOBAHUE U
YHUUTOKEHHE KOHPUACHIIUATHHBIX TOKYMEHTOB. OTBETCTBEHHOCTh
3a pasriaiieHne KoH(puIeHITnaIbHON HH(pOopMaIHH.

ObecrieyeHre 3aUTHI OT HECAHKITMOHUPOBAHHOTO JIOCTYIA MPU
JIEKTPOHHOM JOKYMEHTO000POTE.

[Tonstue nporeccyanbHOTO JOKyMeHTa. [Iponieccyanbhbie
JOKYMEHTHI B TPaKIAHCKOM CyIOTIpon3BoCTBE TpeboBaHus K




32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

MPOIECCYaAThbHBIM JJOKYMEHTaM B COOTBETCTBHUH C JACHCTBYIOIIIM
3aKOHOJaTEILCTBOM.
JIOKyMEHTBI, MHUITUUPYIOIIHE CYIe0HOE Pa30NpaTeIbCTBO B
rpaxaaHckoM mnpouecce.  MckoBoe 3asBienue. Ilpotokon
CynieOHOTO 3aceaHusl.
Cynebunbie nocranosienus. TpeboBanue k opopmieruo. Cocras
PEKBH3UTOB.
JIOKyMEHTBI 110 JiejiaM 00 aIMUHUCTPATUBHOM IPABOHAPYIICHUH.
Bunbl TOKyMEHTOB, HOPMaTHUBHO-TIPABOBBIC TPEOOBAHUS K
0(OPMIICHHIO.
Jloka3aTenbCTBEHHOE 3HAYCHUE JOKYMCHTOB B aIMHHUCTPATHBHOM
IIPOU3BO/ICTBE.
JIOKyMEHTBI B YTOJIOBHOM TIPOIIECCE: BHJIbI, HOPMATUBHO-TIPABOBHIC
TpeboBaHus K 0(hOPMIICHHIO, 0COOCHHOCTH 0(OPMIICHHUS B
3aBUCHUMOCTH OT CTa/IMU YrOJIOBHOTO MpoLiecca.
TpeOGoBaHus K HOTAPHATBHBIM JJOKyMeHTaM. HopMaTuBHO-IIpaBoBOE
perynupoBaHue. SI3bIK HOTAPHAILHOTO JISIONPOU3BOCTBA. JInaHAs
TIeYaTh, IITAMITHI ¥ OJIAHKH HOTapuyca.
TpeOGoBaHus K JOKYMEHTaM, IIPEICTABISICMBIM JJIsi COBEPIICHUS
HOTapHaIbHBIX 1eUCcTBUI. DOPMBI pEECTPOB PErUCTPALIUN
HOTapHAJIbHBIX JICHCTBUH, HOTApUATBHBIX CBHUJICTEIILCTB,
YIOCTOBEPUTENBHBIX HAAMKUCEH. BpIgaua qy0IrMKaToB HOTAPUAIBHO
YIOCTOBEPEHHBIX IOKYMEHTOB. Y IOCTOBEPEHHUE CACTIOK.
[Topsimok oOecniedyeHns JOKa3aTeIbCTB, HEOOXOIUMBIX B ClTydae
oOpallleHHsT B CyJl WUIH aJMUHUCTPATHBHBIC OPTaHBbI.
JlokyMeHTBI, TMOATBEp)KAarolue cTaTyc agBokara. CorjameHue Ha
OKa3aHHEe I0pUInYecKoil momolu. JIoBepeHHOCTh Ha BEACHUE
cyneOHOTO Jiena.

AnBokarckoe npocke. Opranmuzaius padoThl ¢ TOKyMEHTaMH,
COJIepKalIUMU aJIBOKaTCKYIO TaliHYy.
HopmaTuBHO-TIpaBOBBIE TpeOOBaHUS K CyneOHOMY
JIEJIONPOU3BO/ICTBY, YCTAHOBIJICHHBIE JUISl CYI0B OOLIEH IOpUCIUKIINN
U apOUTPaXKHBIX CYAOB. DIEKTPOHHBIH TOKYMEHTOOOOPOT.
Bubl 10KyMEHTOB B OpraHax MCIOJIHUTEIbHOW BJIACTH,
HOPMAaTHUBHO-TIPABOBOE PEryIUPOBAHHE B 3aBUCUMOCTH OT YPOBHS
opraHa MCIIOJIHUTEIbHON BJIACTH.

JIOKYMEHTBI B UCIIOJIHUTEIIBHOM MPOU3BOACTBE: BUJIbI, HOPMAaTUBHO-
npaBoBble TpeOoBaHUs. JIOKyMEHTBHI, 00eCreunBalOIIe 3aIIUTy
YYaCTHUKOB HUCIOJHUTEILHOTO MPOU3BOCTBA.

Bomnpocsl 11 yecTHOro/m

HCHbMCHHOI'O OIIPOCa

Pasznes nucuunJanHbI

Bomnpocsl

OO01as yacThb

45.
46.
47.
48.

49.
50.
51.
52.
53.

54.

KommyHuKaIus, ee 3HaueHUe, BUIbI U QYHKIIUH.

VY4YacTHHUKH JIEIOBOM KOMMYHHKAIIUH, €€ TeJIeBasi Ay AUTOPHSI.
OCHOBHBIEC MOJICITH ¥ CTHJIN JISJIOBBIX KOMMYHUKAITUH.

Crparerus u TakTHKa UHPOPMAIIMOHHOTO BO3CHCTBUS Ha
YYaCTHHUKOB B TIPOIIECCE KOMMYHUKAITUH.

KoMMyHUKaTHBHBIE KaHAJIBI M CPEJICTBA JICJIOBOM KOMMYHHKAIIUH.
CMBICTIOBBIE U IMOIIMOHAIBHBIC ACTIEKThI JISJIOBO KOMMYHHKAIIUH.
CHUMBOJIBI ¥ 3HAKH B MPOIECCEe B KOMMYHUKAIIUU, MX HHTEPIIPETAIUS
U BOCIIPHSTHE.

BepOanbHbie 1 HeBepOaIbHbBIE CPEIICTBA JICTIOBON KOMMYHHUKAIIUH.
AHau3 OBEICHHS YYaCTHUKOB TIpoIlecca KOMMYHHUKAITUU
(MHTOHALIMH, BEIPAYKCHUS JIUIA, YKECTOB, MOJIOKEHHUS Tella, MOXOIKU U
T.IL.).

OTtpakeHue 1 BOCIPUAITHE B IEJI0BOI KOMMYHHMKAIUH.




55.
56.
57.
58.
59.
60.
61.

62.
63.

64.

65.

DTHKA YCTHOTO, MIMCbMEHHOTO U BUPTYAIBHOTO JICIIOBOTO OOIICHUS:
CXOJCTBA U pa3INyHsL.

KommyHnukaTuBHbIe Oapbepbl (MOMEXH), TPUUYUHBI KX
BO3HUKHOBEHUS U CLIOCOOBI IPEOI0JICHUSL.

KommyHuKanoHnHsie 6apbepsl B 3aBUCHIMOCTH OT COITUANIBHBIX,
KYJIbTYPHBIX U THUUYECKUX aCIEKTOB.

OcoGeHHOCTH AeT0BOI KOMMYHHUKAIMHK 110 Tenedony u MHaTepHeTy.
CyImHOCTB TIporiecca CITyIIaHus, ero BUJBI U crienuduka.
YcranoBnenue KOHTakTa u ekt nepBoro BreyataeHus B
IpoLecce KOMMYHHUKAIUH, BIUSHUE CTEPEOTUIIOB Ha IIEPBOE
BII€YATJICHUE.

Cpencrea maccoBoit naopmarmu (CMI) 1 0011eCTBEHHOCTD, X
BJIMSIHUE HA JICJIOBYIO KOMMYHUKALIUIO.

WMy v penmyranust B mpoiiecce KOMMYHUKAIIUH.

WMy v BHEITHUN 00JIMK I€TTOBOTO YeNloBeKa (MOJTUTHIECKOTO
aujepa v T.I1.).

[HocTpoenne nmuxa opraHu3anuu (UMUK B OU3Hece, TOpropas
Mapka, JIOTOTHII, CJIOTaH, KOPIOPATUBHbIN MHTepHET-CaliT U T.11.).
OcHoBHbIE TIpaBUJIA IETIOBOTO B3aMMOJIEHCTBUSI B OpraHax
VICTIOJIHUTENIBHOM U Cy/1e0HON BJIACTH.

OcoOeHHas yacTh
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Opranu3anMOHHO-TIPaBOBbIE JOKYMEHTHI: MOHATHE, GYHKINU U
ocobeHHOCTH. Posib oprann3alnoHHO-MIPaBOBBIX JOKYMEHTOB B
KU3ZHEJEATEIIbHOCTH OpraHu3alnu.

Buapl oprann3anoHHO-IIPaBOBBIX JOKYMEHTOB. [IpaBuiia
COCTaBJIeHUs M 0(hOPMIICHUS OPraHNU3alOHHO-TIPABOBBIX
JIOKYMEHTOB. Y cTaB opranuzanui. [looxeHnrne o CTpyKTypHOM
nojpasnenenun opranuzanu. [lltatnoe pacniucanue. [IpaBuna
BHYTPEHHETO TPYAOBOro pacnopsiaka. MHCTpyKIMHU 1O OTAEIbHBIM
BHJIaM JIEATEIbHOCTH. J[0OJPKHOCTHBIE HHCTPYKIUU.
HopmatuBHO-1IpaBOBBIE aKThI, COAEpKallre TPeOOBAHUS K KaJAPOBBIM
JTOKyMeHTaM. Bupl JOKyMEHTOB 10 JINYHOMY cocTaBy. TpebGoBaHue
K 0(OopMIICHHIO TPYI0BOTO JToroBopa. OdopmiieHue mpruema Ha
paboty. JIokyMeHTHI, IpeIbABIsiEMble IPH IIpHEeMe Ha paldoTy.
TpeGoBanusi, MpeabsABIsSEMBI K JOKyMEHTaM U MIpUeMe Ha padoTy B
IIPaBOOXpaHUTENbHBIE, Cy/IeOHbIE, TOCYIapPCTBEHHbBIE OPTraHbl.
JInunas kapTouka paboTHuka. Tpynosas kHkka. [IpaBuna
odopMIIeHHS U BEICHUS TPYIAOBBIX KHIDKEK.

[Tonsitne xoHpuneHMaNbHON HHPOpMalu. HopmaTHBHO-TIpaBOBOE
perynupoBaHue. Bunpl KoHpUIECHIINAIBHBIX JOKYMEHTOB.
JIoKyMeHTBI, coieprKalue rocyJapCTBEHHYIO, CIY>KeOHYI0 TalHy,
NEePCOHANbHBIE IaHHbIE U OCOOCHHOCTH OpPraHu3aluu padoThI C
HUMHU.

JIoKyMeHTBI, Coiep)Kallue KOMMEpPYECKYIo TallHy U paboTa ¢ HUMHU.
Opranuzanus paboTsl TO 3alUTe KOHPHUIESHIIUATBHBIX JOKYMEHTOB
OT HECAaHKLIMOHUPOBAHHOTO JOCTYIAa. XpaHEHUE, apXUBUPOBaHUE U
YHUYTOKEHHE KOH(DUICHIUAIBHBIX JOKyMEHTOB. OTBETCTBEHHOCTD
3a pasriaiieHne KoH(puIeHInaIbHON HHpOpMaIHH.

ObecnieueHne 3alUIUTH OT HECAHKIIMOHUPOBAHHOTO JJOCTYIA MPU
JIEKTPOHHOM JOKYMEHTO000POTE.

[TonsaTne npoueccyanpHOro nokymeHra. Ilponeccyanbubie
JOKYMEHTBI B IPaX/IaHCKOM CYA0Ipou3BoAcTBe TpeboBaHus K
IIPOLIECCYAIbHBIM JJOKYMEHTaM B COOTBETCTBHH C ACUCTBYIOLIUM
3aKOHOJATEILCTBOM.

JIOKyMEHTBI, MHULIUUPYIOIIUE CyAeOHOe pa30npaTebCTBO B
rpaxxaaHckoM npouecce.  Mckosoe 3asBienue. IpoTokon
cynieOHOTO 3acenaHusl.
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Cynebunbie nocranosienus. TpeboBanue k opopmieruo. Cocras
PEKBU3UTOB.
JIOKyMEHTHI 110 JiesiaM 00 aJMHUHUCTPATHBHOM IPAaBOHAPYILICHUH.
Buapl 70KyMEHTOB, HOPMAaTUBHO-TIPABOBBIE TPEOOBAHUS K
0(OPMIICHHIO.
JlokazarenbCTBEHHOE 3HAY€HUE IOKYMEHTOB B aIMHHUCTPATUBHOM
IPOM3BOJICTBE.
JIOKyMEHTBI B YTOJIOBHOM IIPOIECCE: BUIbI, HOPMATHBHO-TIPABOBBIE
TpeOoBaHUs K 0POPMIICHHUIO, 0COOCHHOCTH O(OpMIICHUS B
3aBUCUMOCTH OT CTaJIMU YrOJIOBHOTO MpoLiecca.
TpeboBanus K HOTapHAIBHBIM JTOKyMeHTaM. HopMaTHBHO-IIpaBOBOE
perynupoBaHue. SI3bIK HOTapUAIBLHOTO AETIONPOU3BOACTBA. JIMuHas
neyaTh, IITaMITbl U OJTaHKKA HOTapuyca.
TpeboBaHus K TOKYMEHTaM, IPEICTABISIEMBIM JJISI COBEPIICHHS
HOTapHAJIBHBIX 1eHCTBUI. DOPMBI pEECTPOB PErUCTPALIUH
HOTapHaJbHBIX JICHCTBHIA, HOTAPUAIBHBIX CBHIETEIHCTB,
yJIOCTOBEPUTENIbHBIX HaAmucel. Bprgada qy0onuKkaToB HOTapUATEHO
yJIOCTOBEPEHHBIX TOKYMEHTOB. Y JOCTOBEPEHHUE CIIENOK.
[Mopsinok obGecrieyeHns JOKa3aTeNbCTB, HEOOXOMMBIX B ClTydae
oOpamieHuss B CyJ WIH aJMHUHUACTPATHBHBIE OPTaHBbI.
JIOKyMEHTBI, TIOJITBEPKIAIOIINE CTaTyc ajBokaTta. CornameHne Ha
OKa3aHHe I0pUINnYecKoil momoIu. JJoBepeHHOCTh Ha BEACHUE
cyneGHOTO Jiena.

AnBokarckoe jgocke. Opranmsanus padoThl ¢ TOKyMEHTaMH,
COJIepXKAIIUMU aJBOKATCKYIO TaliHY.
HopmaTuBHO-TIpaBOBBIE TpeOOBaHUS K CyneOHOMY
JIeJIONPOU3BOJICTBY, YCTAHOBJICHHBIE JUISl CYZI0B OOLIEH IOpUCIUKIINN
1 apOUTPAXKHBIX CY/IOB. DIIEKTPOHHBIN JOKYMEHTOOOOPOT.
Bunpl 10KyMEHTOB B OpraHax MCIOJIHUTEIbHOW BJIACTH,
HOPMAaTHUBHO-TIPABOBOE PETyIUPOBAHME B 3aBUCUMOCTH OT YPOBHS
opraHa MCIOJIHUTEIbHON BIACTH.

JIOKYMEHTBI B UCIIOJIHUTEIILHOM IPOU3BOACTBE: BUJIbI, HOPMAaTUBHO-
npaBoBble TpeOoBaHUs. JIOKyMEHTBHI, 0OecreurnBaroIe 3aluTy
YYaCTHUKOB MCIOJHUTEILHOTO MPOU3BOJCTBA.

IIpakTHyeckue 3axaHust

Pa3nesn nucounaInHbI

3aganusa

OOmas yactb, ocoOeHHas
4acTh

TAA1l

Brimonnsercs mo TeMaM CoriacoOBaHHBIM C IMPCroaBaTCIICM.

TAA2

Brimonnsercs mo TeMaM CoriacoOBaHHBIM C IPCroaaBaTcjicM

TAA3

1. BeInmosiHseTcs 1o TeMaM COTJIACOBAHHBIM C IMperoaaBaTciICM

3aganusi JJ1s TECTHPOBAHHUS 110 TUCIMILTHHE /151 OLIEHKH c()OPMHPOBAHHOCTH KoMIeTeHnui (Min
20, max 50 + cebliky Ha DUOC ¢ Tectamn)

YKAKUTC 3aaHUA

https://Ims2.sseu.ru/course/index.php?categoryid=1008
OcHoBHas [EJIb KOMMYHUKAITMOHHOI'O ITIPOIECCa - 3TO:
oOecrieyeHre NOHUMaHUA UHPOPMALIUU




npeaoCTaBJICHUC HCOGXOIII/IMBIX JaHHBIX
HU3MCHCHUC MMOBCACHUS MMOJIYIaTCIIA

JIoKyMeHTOO00pOT — 3TO:

JBUKEHHE JOKYMEHTOB B OpraHM3allid C MOMEHTa UX CO3JaHMsI WIM IOJIYYEHHUs 10 3aBEpLICHUS
HCIIOJIHEHUS WIN OTIIPABKU

BHJI FTOCYAAPCTBEHHOM, MYHULIMIIAJIbHOM, HAYYHOU, KOMMEPYECKOW U HEKOMMEPUYECKON JeATEIbHOCTH
3TO CHUCTEMa CTaHAapTOB M0 MHGOPMAIIUH, OMOIMOTEYHOMY U U3AATEIbCKOMY JETy

MOOWIIBHOE MPHUJIOKEHHE bUTprkc24 MOXKHO HCIIOIB30BaTh B YCTPOHCTBAX:
iPhone

iPad

Android

KommyHuKanmst Ha muoniagke Zoom OTHOCSATCS K KOMMYHUKAITUH:
Ha UPpoBoil mIaTpopme
Ha 0a3oBoi miatdopme
He MOJUIeKUT Ki1accupuKauuu

AlcTparupoBaHue, uaealu3alys COLUAIbHBIX CHUCTEM M UX NPUMEHEHHE B KOMIUJIEKCE C JAPYrUMU
JTUCHUIUIMHAMU - 3TO:

MIPOTrHO3UPOBAHUE

MO/IETUPOBAHUE

MIPOEKTUPOBAHHE

[Tomexwu mpu OTIIPaBKe UM ITPHEME COOOIICHUS - ITO:
MPETIITCTBUS

OGapbephl

0COOEHHOCTH KOMMYHUKAITHH

Bapwepsbl, cBsi3aHHBIE € IOJIOM, BO3PACTOM, PA3IMYMEM B COLUAIBHBIX POJISX U OTHOIICHHUSX - 3TO:
MICUXOJIOTHYECKHEe Oapbephl

TEXHUYECKUEe 6apbepbl

collMaNibHbIE Oapbephl

Uto U3 mepevyucIeHHOro HUXKE HE OTHOCUTCS K mpaBuiaM 3()(eKTUBHOW KOMMYHUKAIUU:+TOBOPUTH
HY>KHO O4Y€Hb OBICTPO

co00IIIeHre BBICTPaUBaTh B JIOTUYECKOM MOCIIEI0BATEIHLHOCTH

HeBepOaIbHbIe CUTHAIIBI JOJDKHBI MOJ1aBaThCs KOHTPOIIIO

Kakoii u3 KOH(IUKTOB BO3HMKAaET B pe3yiabTaTe MNPEAbSBICHUS TPeOOBaHHM, MPOTUBOpPEUAIIUX
MIPUHIIUIIAM U )KU3HEHHBIM IIEHHOCTSIM YeJIOBEeKa

BHYTPUIIMYHOCTHBIM KOHPIUKT

MEXJIMYHOCTHBIA KOH(PIUKT

JMYHOCTHO-TPYIIOBON KOH(IUKT

MEXTPYIIOBOM KOHPIUKT

W3ydeHne 3anpocoB U OKUIAHUNM yHaCTHUKOB KOMMYHUKAIIMOHHOIO ITPOLecca IPOUCXOIUT:
Ha JIOKOMMYHUKaTUBHOM (haze

KOMMYHHUKaTUBHOH (aze

MOCIEKOMMYHUKAaTUBHOH (haze

WNudopmanusi, 3akoupoBaHHas C TIOMOIIBI0 CHMBOJIOB - 3TO:
KaHaJl

coo0ieHue

oOpaTHas CBsI3b



B 06bpemMe ToKyMeHTO000pOTa CIeyeT YINThIBATH:

BCE BXOJAIIME M HUCXOIAIIME JIOKYMEHTBI 3a OIPEICIICHHBIM IIEpUOJ BPEMEHU BCE BHYTPEHHHE
JOKYMEHTBI U BCE KOIIMU 32 ONPECIICHHBIN I1E€pUOJI BPEMEHU

BCE BXOAIUE U UCXOISAIINE JOKYMEHTHI 3a OIPEIEIICHHBIN IIEPUOJ BPEMEHHU

BCE BXOJALINE, UCXOMAIINE U BHYTPEHHHUE JOKYMEHTBI, a TAK)KE BCE KOIIUU 3a OIPEIEICHHBIN I1epUOL]
BPEMEHU

['maBHOE TpaBUIIO OpraHU3anry JOKYMEHTO000pOTa — ITO:

CTaOMJIBHBIA MapIIPyT ABFOKEHHS, KOTOPBIM 3aBHUCHT OT COCTaBa W COJACP)KaHHUS JOKYMEHTOB M OT
MPUHATON B OpraHU3alMy TEXHOJIOTHH paboT C TOKyMEHTaMuU

OTIEPaTUBHOE TPOXOXKACHUE JOKYMEHTa 10 Hambojiee KOPOTKOMY H TPSMOMY Mapuipyry ¢
HauMEHBIIMMHU 3aTpaTaMi BpEMEHU

CTEpEOTHUITHbIE MAapIIPYThl JABM)KEHHUS CBOMCTBEHHbIE BXOJSALIMM JOKYMEHTaM C HaWMEHbUIMMU
3aTpaTaMH BPEMEHHU

UTo HE BXOAUT B MOATOTOBKY K ITEPErOBOPaM:
aHaJIn3 MpoOIeMbl

IUTAHUPOBAHUE MIEPErOBOPOB

(hopMupOBaHHE SMOIMOHATHLHOTO HAMPSKEHHS

DTHUKET TeIePOHHBIX pa3TOBOPOB Oa3UPYETCsl HA OCHOBE:!
MPaBOBBIX HOPM

COIMATBHO-TICUXOJIOTHYECKUX TPEOOBaHUI

TpaauLi

JlenoBoii TenedOHHBIN pa3roBOP UMEET YPOBHHU:
BepOaTbHBIN
HeBepOATbHBIN

Uem BHEIIHE OTIMYAETCS MPOEKT JOKYMEHTa OT €ro OKOHYATeIbHOTO BapraHTa?

HAJMKUCHIO «IIPOEKT» B BEPXHEM IIOJIE CIIpaBa

MIPOEKT He 00s13aTesIbHO 0(OPMIIATH B Takoil ke (opme, Kak OyAylIuid JOKYMEHT, JOCTATOYHO CaMOro
TeKcTa

MPOEKT 0(opMIISieTCS Ha CIIeUaAIbHOM OJaHKe

HpI/I IIpOBCACHUU HpCSCHTaHI/Iﬁ OCHOBHOC€ BHUMAaHHC H606XOI[I/IMO YACIUTD:
MpOLECCY YrolCHUsS U CO3AaHNA XOPOIICTIO HACTPOCHUA

TOMY, 4TOOBI pa3Mep NOMCHICHUA COOTBECTCTBOBAJI YUCITY TPHUTJIAILICHHBIX
TOMY, 4TOOBI HajldaauTb JUAJI0T C IIOTCHIOMUMAJIbHBIMHU KIIMCHTaAMHU
MY3bIKaJIbHOMY COIIPOBOKACHUIO IMTPE3CHTANN

Jlnzaiinepckue npueMbl (GOPMHPOBAHHMS MMH/PKA, BKIIIOYAIOIIUE CO3/IaHHE YIIAKOBKH, O(pOpMIICHHUE
BUTpPHUH, pa3pabOTKy MaKeTOB OOBSBICHHUIA COCTaBIISIOT:

BepOallbHbIE CPEJICTBA CO3/IaHUS UMUKA

PR-meponpusitus

BU3YaJIbHBIE CPEICTBA CO3/IaHUS UMUKA

HO6y,[[I/ITB K BBITIOJIHCHUTO HOPM U IIPpaBUJI U Pa3aCJICHHUIO LIECHHOCTEH MOKHO MOCTAaBUB:
JIMYHYIO 1ICJIb KOMMYHUKAIIUU

OpraHru3allMOHHYIO [IEJIb KOMMYHUKAITUN

COBMCCTHYIO IICJIb KOMMYHUKaIIUA

HpI/IO6peTeHI/IC HaBBIKOB JIJI1 B3aMOICHCTBHS B O6I.I.ICCTB€ PCAIN3YCT:
JIM4Has 0ejib KOMMYHUKAIUU

opraHru3anvoHHad 1CJib KOMMYHUKAITUN

COBMCCTHAas L CJIb



Yro u3 MNEPCUUCIICHHOTO HUKC HEC OTHOCUTCA K OCOGCHHOCTﬂM MECKINYHOCTHBIX KOMMYHI/IKaI_II/If/'I:
BBICOKAsi CKOPOCTb Mepeiaun

OTrpaHMuEHUs IPU BBIOOPE KaHaja

OombIIast cB060 1 MpU GOPMYTUPOBAHUN COOOIIICHUS

OcHoBoit HU3MCPCHUA MEKIIMNIHOCTHOM KOMMYHUKAIIUU ABJISACTCA:
OTKPBITOCTb B KOMMYHHKAIIUN U aICKBATHOCTDH O6paTHOfI CBA3U
OTKPBITOCTb B KOMMYHHKAIIUN U YPOBCHDb SMOITHOHAJIBHOT'O MHTCIIJICKTA
OTpaHNUYCHHOCTb B KOMMYHHKAIIUN U aJICKBATHOCTDH O6paTHOI\/1 CBsA3HU

Yto sBaAETCA 0COOCHHOCTBIO MMPUMCHCHHU S KOMMYHUKAIITMOHHOT'O CTUJIA:
CUTYallTUOHHOC NPUMCHCHUC, OTCYTCTBHUC CAMHCTBCHHOI'O HACAJIBHOI'O CTUIIA
IMOCTOSIHHOC MPUMCHCHHUEC, HAITNYINE CAMHCTBECHHOTO NCAJIbHOIO0 CTHUIIA
IMOCTOSIHHOC MMPUMCHCHUEC, TTIOBEACHUYCCKAsA BAPUATUBHOCTD

[To3uTuBHYIO OOpAaTHYIO CBS3b CIEAYET UCIIOIb30BATh:
JUISL BBIPa)KEHUS IMOLIUI

JUIS U3MEHEHMSI HEeXKeJIaTeIbHOTO IOBEICHUS

JUIS IPU3HAHUS JOCTHXKEHUS

Crtunp "3aMmpikaHue B ceOe" moapa3zyMeBaeT:

BBICOKYIO OTKPBITOCTh KOMMYHUKAIIMH, HU3KYIO aJIeKBATHOCTh OOpaTHOM CBS3U
HU3KYIO OTKPBITOCTh KOMMYHHKAI[UH, BBICOKYIO aIeKBaTHOCTh 0OpaTHO CBSI3U
CPEIHIOI0 OTKPBITOCTh KOMMYHUKAIIMH, CPETHIOIO aJIEKBATHOCTh OOPATHOM CBS3U

B stan "yrouHeHue" TEXHUKH aKTUBHOTO CIIYIIAHUSI BXOJIUT:
nojJiep>kaHnue KOHTaKTa ria3

MOOUIpeHre co0eceTHNKA BbICKA3aThCs

OTpaKEHHE YYBCTB coOeceTHNKA

HO3I/ITI/IBHyIO O6paTHYIO CBA3b CIICAYCT UCIIOJIb30BaTh:
JJI1 BBIPpAKCHU S SMOIIHI

JJI1 U3MEHCHHA HEXKEIAaTCIIbHOTO ITOBCACHU A
JJIA IIPU3HAHUSA JOCTHIKCHUSA

6.5. OneHo4YHble MaTEePHAJIBI 1JIS IPOMEKYTOYHOM aTTeCTAMH

@DoH/1 BOIPOCOB /IS MPOBeleHHs] POMEKYTOYHOT0 KOHTPOJIs1 B (hopme 3auera

Paznen nucuunimmabl  (Bonpocst

OOast yacTb Teopus kommyHukanuu J1. Makkseitna

Huddysnas moaens kommyHukaruii 3. Pomxepca
Oranbel KOMMYHHUKAIIMOHHOTO IIpoLecca

OneMeHTHl KOMMYHUKALMOHHOTO Ipoliecca

CyliHocTs ¥ Ha3HaYeHue HeBepOaIbHOM KOMMYHHMKAIIUN
[ToHATHE KOMMYHHUKAIMOHHOTO CTHJIA

Mertozap! GOpMHPOBAHUS KOMMYHUKAITMOHHBIX CETEH
KoMMmyHMKamoHHas ceTh

JIn4HOCTHBIE aCIIEKTHI JEJIOBBIX KOMMYHHUKAIUN

0. MexKynbTypHbIE J1el0OBble KOMMYHUKALIUU

RBRBoOo~NoO~WNE

JOKYMCHTA.

1. [TousiTue AOKYMCHTA U ACJIOIIPOU3BOACTBA. I/ICTOpI/ISI CO3aaHusA
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[TonsiTue COBPEMEHHOIO JOKYMEHTUPOBAHUS YIIPABIEHYECKOMN
JESITENIbHOCTBI0. 3HAYEHHUE U POJIb JOKYMEHTAIL[MOHHOTO
obecrieueHHs yIpaBlIeHUYECKOH IEATETHHOCTHIO.

[Nonsitne naGOpMaIH, JOKYMEHTHPOBAHHOM HH(OPMAITIH.
3HaueHUe TOKyMEHTa U OpraHu3aluy paboThl C JOKYMEHTAaMU B
pa3IMYHBIX 00JaCTAX IOPUCTIPYICHINH.

YHaudukanus u cranaapTusanus J0KkymeHToB. [IpaBuna
odopmIieHHs JOKYMEHTOB. TpeboBaHus K 0(hopMIICHUIO
nokyMeHTOB. CocTaB peKBU3UTOB JOKYMEHTOB. bianku
JIOKYMEHTOB.

HcTOuHMKN TPAaBOBOTO PEryIMPOBAHHUS JEIONPOU3BOACTBA H
JIOKYMEHT0000poTa.

HopmaTtuBHo-nipaBoBas 6a3a, periiaMeHTHpYoIas padoTy ¢
nokymeHTaMu. OCOGEHHOCTH JOKYMEHTOB, MTPEIbsIBIIEMbIE B
3aBUCUMOCTH OT OTPACIIEBON NPUHAMIESKHOCTH JOKYMEHTA. Buibl
JIOKyMEHTOB. J/l0Ka3aTelIbCTBEHHOE 3HaYeHHE JOKyMEHTOB

OcoOenHas yacTh

©

10.

11.

12.

13.

14.

OpraHn3aioHHO-TIPABOBbIE JIOKYMEHTBI: IOHSTHE, QYHKIIMHA U
0co0eHHOCTH. Poib opraHu3annoHHO-PAaBOBBIX JOKYMEHTOB B
KUBHEACATCIIBHOCTU OpraHu3aln.

Buab! oprannzaliioHHO-IIPaBOBBIX JOKYMEHTOB. IIpaBuiia coctaBiieHus
1 0OpMIICHHSI OPTaHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB
opranuszanuu. [TonoxxeHue o CTPYKTYpHOM NOJpa3/ieIeHUN
OpraHu3allvy.

TarHoe paciiucanve. [IpaBuiia BHyTpEHHET0 TPYIOBOTO PACIIOPSIKA.
MHCTpyKIUU 10 OTAETBbHBIM BUAAM JAESITENbHOCTH. JIOJIKHOCTHBIE
UHCTPYKLUH.

HopmaTuBHO-TIpaBOBbIE aKThI, COJlEpKaIe TPeOOBaHUS K KaJPOBBIM
JOKyMEHTaM. Buzibl TOKyMEHTOB 10 IMYHOMY cocTaBy. TpeboBaHue K
oopmiteHHIo TpyaoBoro goropopa. OdbopmiieHue nmprueMa Ha paboTy.
JIOKyMeHTBI, IpebsBIsieMble IIPU IIpHUEME Ha paboTy.

TpeOoBaHus, NpeabABIsieMbl K JOKYMEHTaM IIpU IIpueMe Ha paboTy B
[IPaBOOXPAHUTENbHBIE, CyeOHbIE, TOCYAaPCTBEHHBIE OPTaHBbl.

Jlmanas kapTouka pabotauka. TpymoBas kHmkKa. [IpaBmma
0(hOpMIIEHUS U BEIEHUSI TPYLOBBIX KHIDKEK.

ITonstre xoHbUAEHITHATHHOW HHDOpMarui. HopMaTHBHO-IIpaBOBOE
perynupoBaHue. Buapl KOHQUAGHINAIBHBIX JOKYMEHTOB. JJOKYMEHTHI,
coJieprKalllye rocyIapCTBEHHY0, CIIy>KeOHYIO TailHy, IepCOHaIbHbIE
JAHHBIE ¥ OCOOCHHOCTH OpPTaHM3AINH paOOThHI C HUMH.

JloKyMeHTBI, coliepkaniye KOMMEpPUECKyIo TallHy U padoTa ¢ HUMH.
Opranun3zanus padoTs 1O 3aIuTe KOHQUICHIUATBHBIX JOKYMEHTOB OT
HECaHKLMOHUPOBAHHOIO 10CTyIa. XpaHEHHEe, apXUBUPOBAHUE U
YHUYTOXKEHHE KOH(UACHINATBHBIX JOKYMEHTOB. OTBETCTBEHHOCTh 3a
pasriarienue KoH(QHUIeHIHaTFHOW HHPOPMAIIHH.

ObecnieyeHne 3aIUTH OT HECAHKLMOHUPOBAHHOTO 1OCTYIIA IPH
3JIEKTPOHHOM JOKYMEHTO00OPOTE.

[TonsTue npoueccyansHoro nfokymenra. I[IponeccyanbHsie
JOKYMEHTHI B TPaKIaHCKOM CyI0oTIpon3BocTBe TpeboBaHus K
IIPOLECCYAIIbHBIM TOKYMEHTAaM B COOTBETCTBUM C JIEUCTBYIOLLUM
3aKOHOATEIbLCTBOM.

JIOKyMEHTBI, MHUITUUPYIOIINE CyIe0HOe pa30NpaTenbCTBO B
rpaxzaanckom npouecce.  HMckoBoe 3asBienue. [Iporokon
CyneOHOTO 3acenaHusl.

CyneGnbie mocTanoBneHus. TpebGoBaHue K 0POPMIICHUIO.
CocTaB peKBU3UTOB.

JIOKyMeHTBI 110 ie7aM 00 aIMUHUCTPATUBHOM MPAaBOHAPYIIICHUH.
Bunel 1okyMeHTOB, HOpMaTHUBHO-TIPABOBBIE TPEOOBAHUS K
0(OPMIICHHIO.




15. Jloka3aTenbCTBEHHOE 3HaUEHUE JOKYMEHTOB B
aJMMHHMCTPATUBHOM IIPOU3BOJICTBE.

16. JlokyMeHTHI B YrOJIOBHOM ITpoIiecce: BUbI, HOPMATUBHO-
paBOBBIE TPEOOBaHMS K 0(OPMIICHHIO, 0COOCHHOCTH
o(opMIICHHS B 3aBUCUMOCTH OT CTa/IMU YTOJIOBHOT'O IIpoIIecca.

17. TpeboBaHust K HOTApHATIBHBIM JJOKyMeHTaM. HopMaTHBHO-
IIPAaBOBOE PETYIMPOBAaHUE. SI3bIK HOTApUAIBHOTO
JIeNIonpou3BoIcTBa. JIMuHas nevarp, TaMIibl U OJIaHKU
HOTapuyca.

18. TpeboBaHusI K TOKYMEHTaM, MPEICTABIISIEMBIM JJISI COBEPIICHHS
HOTapHUAJIBHBIX eHCTBUI. POPMBI PEECTPOB PErUCTPALIUU
HOTAapUaJbHBIX JEMCTBUM, HOTaApHUAJIbHBIX CBUJETEILCTB,
yIIOCTOBEPUTENbHBIX HaANUCceH. Bpraaua ny0iaukaToB
HOTApUAJIbHO YAOCTOBEPEHHBIX JOKYMEHTOB. Y JOCTOBEPEHNE
C/IETIOK.

19. IMopsimok obecniedyeHns JOKa3aTebCTB, HEOOXOIUMBIX B CITydae
oOpallleHHs B CyJl WIM aIMUHUCTPATUBHBIE OPraHbl.

20. JIokyMeHTBI, TIOATBEPXkAAMOIINE CTAaTyC ajiBokara. CoranieHue
Ha OKa3aHHUE I0pUINYECKON NOMOIIH. JJOBEpEHHOCTh HA BEACHUE
cyneOHOTO Jena.

21. AnBokatckoe Jocke. Opranu3zaius paboThl ¢ TOKYMEHTaMH,
COJIepXKaIIUMU aJBOKATCKYIO TaliHY.

22. HopmaTHBHO-TIpaBOBEIE TpeOOBaHUS K CyIeOHOMY
JIeJIONPOU3BOJICTBY, YCTAaHOBJIEHHBIE JUIS CY/I0B 00LIei
FOPUCAUKIINHN U apOUTPAKHBIX CYJI0B. DIEKTPOHHBIN
JTOKYMEHTOOOOPOT.

23. Buspl 1OKyMEHTOB B OpraHax UCHOJHUTEIbHON BIACTH,
HOPMAaTHUBHO-TIPAaBOBOE PETyIUPOBAHUE B 3aBUCUMOCTH OT
YPOBHS OpraHa UCIOJIHUTEIBHOM BIIACTH.

6.6. llIkaJpl 1 KPUTEPHUHU OLIEHUBAHMSI 110 (P)OPMAM TEeKYIero KOHTPOJISI H MPOMEKYTOYHO#
aTTecTaluu
Il kaJsia u KpuTEpPUU OLIEHUBAHUS

Ounenka Kpurepun oueHuBanus 1J151 MEPONIPUATHIA KOHTPOJIS €
NpUMeHEeHHeM 2-X 0aJJIbHOM CHCTEeMbI
«3aYTEHO» VYK-4, OIIK-5
«He 32YTEeHO0» Pesynbrarel 00y4yenus He chopMUpOBaHbI HA IOPOTOBOM YPOBHE




