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COAEPXAHUE TEOPETUYECKOI'O PA3AEJIA TUCIHUIIJINHBI

Pa3znea 1. lesionpou3BoacTso

Tema 1.1. JIokyMeHT U cucTeMa JOKYMEHTAUUH

[Tonstue nokymenrta. OyHkuum qoKyMeHTa. Buabl JOKYyMEHTOB, UX KJIaCCH-
¢dukanusa. CucteMbl JOKYMEHTALMU. Y HU(DUITUPOBaHHAS CUCTEMA OpraHu3a-
HHOHHO-PACTOPSIAUTEIBHON JOKyMeHTauuu. OpraHu3aloOHHbIE, PACops-
TUTENHHBIC U CIIPAaBOYHO-UH(OPMAITMOHHBIC JOKYMEHTHI. Mcronbp3oBanue
AIIEKTPOHHO-BBIYUCIUTEIHHON U APYTrOol TEXHUKHU MPU padboTe C TIOKYMEHTa-
MH.

Tema 1.2. OcHOBHBIEe TPpeOOBaHUs K 0GOPMIICHHIO YIIPABJIEHYECKHUX
(opraHu3alMOHHO-PACIIOPAAUTEIBHBIX) JTOKYMEHTOB

bnanku u popmatel 1okyMeHTOB. Dopmyiiap JokymeHTa. Dopmysp-
oOpasen. TpeOoBaHus K OJJaHKaM TOKYMEHTOB NpeAnpusaTus. PEKBU3UTHI 10-
KyMeHTOB. COCTaB U pacrnojoKeHne PeKBU3UTOB. BapuaHThl pa3MelieHus
PEKBU3UTOB Ha OJIaHKaX: YIJIOBOM M MPOAOTbHBIN. TpeboBaHus K TEKCTaM
JOKYMEHTOB. SI3bIK U CTHJIb CITyKEOHBIX TOKYMEHTOB. OCOOEHHOCTH OpuUIH-
aJIbHO-JIEJIOBOTO CTUJIS. YTOTpeOJIeHHE MPONUCHBIX U CTPOUYHbIX OykB. Hau-
Oonee ynorpeOiasiemble cokpatieHus ciioB. OpopmiieHne 1aT U Ynucenl B J10-
KYMEHTax.

Tema 1.3. JlokyMeHTHUPOBaHHUE
OPraHU3alMOHHO-PACTIOPSAUTEIbHO 1eATeJTbHOCTH

Cucrema OpraHu3aliOHHO-PACTIOPSANTENBHON foKyMeHTanuu. CocTasiie-
HUE U 0POpPMIIEHHE OCHOBHBIX BUAOB TIOKYMEHTOB. OpraHu3aloHHas T0KY-
MEHTAalMs: [ITATHOE PACIIMCAHUE, CTPYKTYpa U ITaTHAsl YUCIEHHOCTD, 10-
JIO’KEHHUE O IIEpCOHAIE, T0JPKHOCTHAs MHCTPYKLIKS, IPABUIIA, 10T OBOPHI,
KOHTPaKThl. PacniopsiniuTenbHble JOKYMEHTBI: IPUKa3bl, paCOpsLKEHUs, yKa-
3aHMSI, PELICHUS.

Tema 1.4. JlokyMeHTHPOBaHHUE
HH(OPMALMOHHO-CIIPABOYHBIX MATEPHAJIOB

CnpaBouHO-UH(POPMAITMOHHBIE TOKYMEHTBI: CITPaBKH, JOKJIAJHBIC U 00BsIC-
HUTEJIbHBIC 3alIUCKU. AKTBI, TPOTOKOJIBI. JIOKyMEHTBI JIMYHOTO IPOUCXOXK-
nenust. Tenerpammsl, TeaedoHOTpaMMBbl, (PAKCHI.
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Tema 1.5. TexHosiorus padoThbl ¢ JOKyMEHTAMM

JoxymeHnTo000poT. Perucrpamnus u yuer Jo0KyMeHTOB. Opranu3anus KOH-
TPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB. CuctemaTu3anus 10KyMeHToB. Co-
CTaBJeHHEe HOMEHKNATyphl aei. opmupoBanue aen. [loaroroBka 1oKkymeH-
TOB K apXUBHOMY XpaHeHH10. COBpeMEHHbIE CIIOCOOBI U TEXHUKA CO3AaHUs
nokymeHToB. HayuHo-TexHuveckas u AesoBas KoHPUAeHIIMaIbHAs HHPOP-
Manus. Benenue nenonpoun3BocTBa, 00€CIeYnBaIOIIEe YUET U COXPAaHHOCTh
JOKYMEHTOB, COAECPKAUIUX KOMMEPUYECKYIO TalHY.

Paznen 2. KoppecnonaeHuus

Tema 2.1. JlesioBasi nepenucKa M CTPYKTYPA JAeJOBBIX M CEM

Knaccuduxanus nenossix nucem. MHPOpMalMOHHO-pEKIAMHbBIE TUCHMA.
IIncema-nanoMuHanus. ['apanTuiinbeie nucbMa. PekoMenarenbHble MUcbMa.
KomMmMmepueckne nucbMa. YacTu 1e710BOro nucbmMa 1 Ux pacnosiokenus. [1o-
CTPOEHHME OCHOBHOI'O TEKCTA JI€J10BOro nuchbma. CTaHapTHbIE (pasbl U BbI-
paXkeHUs B JICJIOBBIX ITUCHbMaXx.

Tema 2.2. IIpaBusa u GgopmMbl KOMMeEpPUYECKOH NMEPENUCKH
¢ 3apy0e:KHbIMHU MAPTHEPAMU

OCOOCHHOCTH KOMMEPUECKOW KOPPECTIOHICHIIUN Ha aHTTTMHCKOM SI3BIKE.
CTpyKTypa JIeJIOBOr0 MUChMa MEXTyHApOAHOTO 0oOpasia. JIekcuka a CTHITb
KOPPECIOH/ICHINH, OOLIECTIPUHSATHIC B MEKIYHAPOIHOM JIe]I0BOM Mupe. Tu-
noBbIe ()pa3bl U BBIPAKCHHSI, HEOOXOIMMBIC ITPH COCTABJIICHUN MTUChMa 3apy-
OEeXKHOMY TapTHEPY.

Tema 2.3. IIpouasi KoppecnoOHACHUMS

JIOKyMEHTBI TIMYHOTO POUCXOKIEHUS: 3asBJICHUS O TpUEME Ha padoTy,
aBToOHOrpadus, XapakTepucTiKa, oopalieHue 1o HaiMy Ha paboTy, pe3rome
JUTS TIOCTYIUIEHHS Ha paboTy 1O KOHKYPCY.

COIAEPKAHUE ITPAKTHYECKOI'O PA3JIEJIA JTUCHUIIJIMHbI

TeMaTHKa NPAKTHYECKUX 3aHATHHI

TeMbI TpaKTHYECKUX 3aHATUN YKa3bIBAIOTCS MPEIOAaBaTEIICM.

1. OTuKeTHBIC MUCHMA — 2 Jaca.

2. SI3pIK AEIOBOTO MMChMa - 2 Jaca.

3. OdopmieHne u conepkaHne XapaKTepUCTHUKU U aBToOnorpadun - 2
yaca.
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4. KoHTpakxr - 2 yaca.

5. Pe3toMe 1 mucbMo - 3asBIICHHE O TIpueMe Ha paboTy - 2 Jaca.
6. [lenoBoe nuceMo, dakc - 2 yaca.

7. IInCbMO MHOCTpAaHHOMY NApPTHEPY - 2 Yaca.

8. AHanu3 npaBUIBHOCTH O(hOpPMIIEHUS JOKYMEHTOB - 2 4aca.

YUYEEHO-METOAOAVYECKW 3AKPBITb
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