VYBaxaeMble CTYJECHTHI!

Bam HeobxoaMMo BbINOAHUTL NpakTUyeckyto paboty [Ipopaboraiite BOmpocCsh Ak KOHTPOJISL.

PaboTh!I mpuckUIaiiTe HAa IOUTY: iri Na-ovsyann I kOV81959@ mail.ru

I[To Bompocam 3BonuTe: 072-105-72-11

Tema: OTpaboTKa HABBIKOB IO COCTABJICHHIO JIEJIOBBIX Oymar, aHHOTAIuH U
pedepara.

Heab: mnpuoOpeTeHHe TMNPAKTUYCCKUX HABBIKOB COCTABJICHUS JEIOBBIX
JIOKYMEHTOB; U3y4eHHE 0COOCHHOCTEN kKaHpa 0(UIIMATIBHO-AEIIOBOTO CTUIISI PEYH;

O0opynoBaHme: CIIpaBOYHUKH, CIIOBApH.

Kommekr 3aHaHHﬁ AJIA TIPAKTHYECCKOI'0 3aHATHSA

3ananue 1.

Hanumwure pe3tome Ha OAHY W3 CIHEAYIOIIUX JOJDKHOCTEH: YUuTenb
(bU3KYIBTYpBI, TPEHEP-TIPENoAaBaTeib, MPOJaBell-KacCHp, IOPUCT, MEHEIKEp IO
MpOIaXKaM, IPYTHUE 10 JKEJIaHHUIO.

Bce neobxomumpie (akThl it pe3tome (KpoMme AOHKHOCTH) MpUIyMaiTe
CaMOCTOSITETIbHO. Y KOKUTE HE MEHEe IBYX MECT padOThI.

3ananue 2.

Hanumure 3asBnenue o nprueme Ha paboTy; JTOKIAJAHYIO 3alUCKYy TPEHEPY O
HeoOxomumocTh  Bamero  ywyacTuss B COpPEBHOBAHUSX  (POCCHMCKHX,
MEKIyHAPOIHBIX U T.1I.).

3ananue 3.

B npusedennom mexcme, npeocmasnaouem cobou 0enosoe NuUcbMo,
U3MEHEeHa noc1ed08amenbHOCmb npednodceHull. Boccmanogume ucxoomwlii mexcm
u cocmagbme npasuIbHbIU YUPPOBOL P10 U3 NPOHYMEPOBAHHBIX NPEONONCEHU.

1) OmHoBpeMeHHO cooOmat0 Bam, 9To BRIOOpP KOMIAHWW IO OKa3aHUIO
IOPUIUYECKAX W KOHCYJIBTAIIMOHHBIX  YCIYT OCYIICCTBISICTCS HAMH  TI0
pesyibTrataMm KoHkypca. 2) C Haunydmumu noxenaHusiMu 3) B Hacrosmuid
MOMEHT MBI YK€ 3aKJIIOUWJIM JIOTOBOp HA AaHAJIOTWYHBIC YCIYTH C Jpyrou
komnanuei. 4) Ypaxaembii Hukonait [TerpoBuu! 5) Ilo uctedenun cpoka 3Toro
noroBopa (uepe3 6 MecsleB) B COOTBETCTBUM C YCTAHOBJIIEHHBIM MOPSAJIKOM OyneT
0O0BSIBJICH KOHKYPC Ha OKa3aHHE IOPUINIECKUX YCiIyT. 6) Bricokas kBanmuduxarms
CHEIUAINCTOB KOMIIAHUHA ¥ ONTUMAJbHBIE Tapu(bl, HECOMHEHHO, TIPEICTABIISIOT
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J1s Hac Oosbiiod wHTepec. 7) Ilpurmamaem Bary koMmanwio Takke MPUHSTH
ydactre B HeM. 8) MHdbopmarus o mpoBeAeHUN KOHKypCca M YCIOBHUSX YYacTHS B
HEeM OyJIeT pa3MelleHa Ha HallleM HHTepHeT-caite. 9) brnaromapro Bac 3a mucbemo
or 20 nekalOps T.r., B KOTopoM Bbl mpeqnaraere BOCHOJB30BATHCS YCIyraMu
IOPUJIMYECKOTO COMPOBOK/ICHHS HAIEH AEATEIbHOCTH.



3aganue 4.

IIpouumaiime mexcm u 8blNOIHUME 3A0AHUS.

Pykomuch mpousBeneHHMs TPEACTABISCTCS AaBTOPOM HW3AATEIbCTBY B
KOJIMYECTBE JBYX JK3EMIUIPOB, pacliedyaTaHHBIX MAIIMHOMUCHBIM MIPUPTOM C
KPYIIHBIM OYKOM JIUTEp, Yepe3 JABa WHTepBaia, 1o 28 — 30 cTpok Ha OJHOU
CTOpPOHE cTaHAapTHOro Jucta popmara A-4, 10 60-Tu MEYATHBIX 3HAKOB B CTPOKE
(BKJTIIOUYAs MPOMYCKHM MEXKY CJIOBaMH, 3HAKW TMpENUHAHUs, MPoOenbl U IMpouee)
a100 HA MCKETE C OJHUM SK3EMIUISIPOM paclieyaTk, HaOpaHHON KOMITbIOTEPHBIM
ciocobom B pemakTopax MS DOS Word 5.0. — 6.0., Word for Windows 2.0. — 6.0.
B TOM ke o0beMe U mapameTpax. Kakaplii TeKCTOBBIN (ailin B ciiydae pyKOIHCH,
HAaOpaHHOW KOMITBIOTEPHBIM CIIOCOOOM, JOJHKEH COJEPKATh HE MEHEE 3 aBTOPCKUX
JUCTOB U He Ooisiee 25 aBTopckux JUCTOB. [lpu Hanmuuuu daiiaoB Gosiee 0HOTO
dainpl TODKHBI MMETh YETKYH0 CKBO3HYIO HyMeEpaluio, MOCIeA0BaTeIbHOCTh
KOTOPO# COOTBETCTBYET IMOCJIEIOBATEIHLHOCTH CTPAHUIL IO PYKOTMCH (U3 JOrOBOpa
00 M3/1aHUU KHUTH).

Omeembme Ha 80NPOCHL:

1. K kaxomy noocmunio oguyuaibHo-0en08020 CMUisi MOMCHO OMHeCmu
oauHblli mekcm?

a)  3akoHoOamenvuvlil,  0)  AOMUHUCIPAMUBHO-KAHYETAPCKUU,  8)
OUNIOMAMUYECKUU.

2. K kaxomy srcanpy omuocumcsi OanHulll mexcm?

3. Kaxomy enasnomy mpebosanuio, npeovasisieMomy K oOQuyuaibHoOMy
0oKymMeHmy, He omeeuaem Oanuwli mexkcm? [Ipueedoume npumepwvl us mexkcma.

@) MOYHOCMb, UCKTIIOYAIOWASI B03MONCHOCHb UHOMOIKOBAHUU

6) cmanoapmu308aHHOCHb, CIEPEeoOmMUnHOCHb,

8) KOHKPEmHOCMb, 0eMAbHOCHb U3N0HCEHUSL.

4. Vkaowcume s3vikogvle ocobeHHOCmU, Xapakmepuvie Ons NUCLMEHHOLU
0e10801 peyu.

3axanmue 5.
Iloobepume Kk OaHHbIM CYWECMBUMENTbHLIM 21A20Jbl, C KOMOPbIMU OHU
couemaromcsi 8 0ej10801U peyl.

npHUKa3 IPEIBIBUTH
BBITOBOP OCYIIECTBUTH

CITy»Ke0HO€ MUCHMO HaIpaBUTh
cder COCTaBUTh
OKJIaJ yCTaHaBIIMBATh
MOpHUIIAaHUE BO3JIOKUTH
KOHTPOJIb OOBSIBUTH




aKT BBIHCCTH

0JIarogapHOCTh U3/1aTh

AllICIIJIAI A IHogaTb

3aganue 6.

Haiioume 6 oannvix npeonoscenusx «nanusvieanue» naoexceil. Qbvsacuume,
yem Bbl36AHO MO S3bIK0Boe seleHue. Tpanchopmupyiime ux 011 YCMHO20
BbICKA3bIBAHUA.

1) Jnst BeImodHEHUS TpeOOBaHUS YCTPAHECHHSI OTCTABaHMS IPOU3BOJICTBA
JieTaneil HaMe4eHbl KOHKPETHble Meponpusatud. 2) Hampasisiem akT mpoBepKd
IPUYHMHBI MPOTEKAHUS IOJIOB JYIICBBIX MOMECIICHHH OBITOBOK 3arOTOBHUTEIBLHOTO
1exa 3aBoja sl MPUHATHS KOHKPETHBIX MEp IO JUKBUJAIMK JAehEKTOB U Cllauu
KOPITyCOB B 3KCIUTyaTaluio. 3) Mbl JOJDKHBI MOCTaBUTH BOIIPOC O BOCIHMTaHUU
HAceJCHUs B JIeJie YIYYIICHHS OTHOIICHHUS K MPOBEACHUIO MEPONPUATHH TIO
03€JICHCHHIO TOPO/Ia.

3ananue 7.

Cmyodenmui pazoensromces Ha epynnsl no 3-4 yenogexa 0ns co30anus Mooenu
KAKoU-1ub0o opeanu3ayuu 8 COOmeemcmeuu ¢ npoghuiem 6yoyweu cneyuaibHoCcmu
¢ pacnpeoeneruem poiell.

[lens — oTpa®OTKa HABBIKOB BEACHHS BCEX BHUJOB JECJIOBOM IEPEIUCKH,
KOTOpasi OOBIYHO OCYIIECTBIISCTCS OpraHU3AIUSIMHU.

CryneHT, Ha3HAYEHHBIM «PYKOBOAMUTEIEM» OpraHU3alUU, PaCIpENENseT
MEXIY APYTUMHU CTYIECHTAMHU BUIbI TOKYMEHTOB M IHCEM, KOTOPHIC OHH JIOJDKHBI
MOATOTOBHUTH. B 1€IOM CTYIIEHTHI OJHOW «OpraHU3AIMKI» JOJKHBI MOATOTOBUTH
BCE BHUJIBI JOKYMEHTOB M THMceM. B o0s3aTrenbHble JKaHPHI BKIFOYAOTCS:
BHYTPEHHSISI JOKyMeHTauusi (IpuKa3, pachopspKeHue, MPOTOKOJ, 3asBKa,
JOKJIa/IHasl 3amucKa, OOBSCHUTENbHAs 3allKCKa, OTYET, CIPaBKa, 3asBJICHHE,
XOJIaTaliCTBO,  JOJDKHOCTHAS ~ HWHCTPYKIMS) W BHEIIHSS  TEperucKa
(pekoMeHaaTeIbHOEe TMUCHhMO, TMPUTJAIICHHEe, H3BEIIEHUE, 3ampoc, Mpochoa,
HAllOMUHAaHUE, COIPOBOAUTEIHHOE MTUCHMO, rapaHTUHHOE ITUCHMO,
0JaroJapCTBEHHOE MUCHMO, MUCHMO-KOMMEPYECKOE MPEeaoKEHUE, MHUChMO —
OTKa3 Ha KOMMEPYECKOE MPENIOKECHUE, TPETCH3Us U T..1.) BHemnmHss mepenucka
JTOJDKHA OCYIIECTBISTHCSA MEXKIY TPyIIaMu (MOCIISIMU OPTaHU3AIUi ).

Ilo umoecam 6vlnonHeHus Keuca Kaxicovlll CMyOeHm OO0aMCeH co30amb 3
OOKYMEHMA 8 PA3IUYHBIX HCAHPAX OPUYUATLHO-0eN08020 CmUis (2 6HYMPEHHUX
doxymenma u I nucomo).

Kpurepuu oueHkn (K Ka:kIoMy 3aaHHUI0):



- 5 BBICTABIISICTCS CTYACHTY, €CJIU IMPHU BBIMOJTHCHUH 3aJIaHUK JomyIieHa |
OIINOKA;

- 4 BBICTABIISICTCS CTYJICHTY, €CJIM TIPH BBITIOJTHEHUH 3aIaHUNA JTOMYIIEHO 2-3
OIIINOKHU;

- 3 BBICTABIIACTCS CTYACHTY, CCJIM IIPH BBIOJTHCHUH 3aJaHUI JTOMYIIEHO OT
4 1o 6 omuooK;

- 2 BBICTABJISICTCS CTYICHTY, - CCJIM IIPH BBITIOJIHCHUH 3aJIaHUN JIOMYIICHO
0oJstee 7 ommoOoK






