ABTOHOMHAA HEKOMMEPYECKAA OPT"AHU3ATITHUA
BBICHIEI'O OBPA3OBAHHWA
«CEBEPO-KABKA3CKHWH COIMUAJIEHBEIM UHCTHUTYT»

VTBEPKIAID .
Jlexan CI](h 5%

¥y A8 TiopTapekat

m’

PABOYAZ ITPOI'PAMMA JTUCITIIIHHBI

1

NG

I[OKyMeHTH.LIHOHHOG obecreueHne YIHPaBJICHITI Ha ITPEeUIIDHATHAX. CEPBUCA

Hampasnenne noaroropxu: 43.03.01 Cepenc

HanpagneHHOCTE (Tpodris) mporpaMMel: MeHeIKMEHT, MApKeTHHI I I3aiiH B

CEepRIICE
Kramndrkarmis BEITYCKHIKA — Gakanasp
@opma 00yICHIA: OUHAA, 330THAs

T'ox nauana nogrorosku — 2022

Pazpaborana
Crapumit mpetiofaBaTers Kadenpsr HAT
-~ O.E. Enceesa

-~

PexomeHmopaHa

Ha 3acemarmH kadenper UAT

oT «23» mag 2022 .

MTPOTOKOT Ne 10

3ae. xadenpoit 7 z_ 42 /TB Bepryn

OpoOpena
HAa 3aceJlaHHH yueGHO-MeTOoIHUecKo
KomuccHu CIID
oT «23» Mag 2022 .
mpoTokor No 9
TIpencenarem B'val;(
A4 T.B.Ilomrapera

Cragpormons 2022 1.

Cormacopata

SaB _BEITyCKaromieft kapenpoit HAT
o A7/ T.B. Bepryn

} /

V74



Conep:xkanue

1. Ilenu ocBOEHHS TUCITATLIMHEL. . i3
2. MecTo AUCIUTUIMHEI B CprKType OOH ORI |
3. [Inanupyembie pe3yIbTaThl OOYUCHUS TIO TUCTIATITHE . ...\ v esvrenssenneennsenneeenneenneennneanns 3
4. O0BbeM TUCIUTUTMHBI ¥ BHIBI YICOHOM PAOOTBL. .. .vuttntitt et ente et etaete et eie e eeenaene, 4
5. CoAepKaHUE U CTPYKTYPA JUCHIHTITIITHBL. ... e uttteenntee ettt e eteeeanaeeennaeeenneeeanneeennes 4
I B 00 (501> %0207 (S 14 (00200 0114151 SO 4
5.2. CTPYKTYPAQ THCIIUTIITHHDBL. . .« e vttt enntteeentteeentteeentteeeanaeeeenaeeennseerreeeennsreeesnnneeesannseeeeensd
5.3. 3aHATHS CEMUHAPCKOIO THUIIA. . OO UUURRPPPRUPPROON o3
5.4. KypcoBoii mpoexT (KprOBaﬂ pa60Ta pacueTHo-rpaduyeckas pabota, pedepar,
KOHTPOTBHAST PADOTA). .+ .t etttettentett et et et et et e et e et et e et e et et e e et e et et e et e nee e eaeenne 7
5.5.CaMOCTOATEIBHAST PADOTA. ...\ttt et ettt et ete et eateeeteeteeenaeeneaireesseeesseeessseeensaeeenns O
6. OOpazoBaTebHBIC TEXHOJIOTHUH. . . e O
7. ®OHJT OLIEHOYHBIX CPEJCTB (oueHqume MaTepI/IaJ'IH) TUISt TeKymero KOHTpOJ'ISI yCIeBaeMOCTH,
IPOMEKYTOUHOM aTTeCTaIlHH. . et e D
8. Y4yeOHO-MeTOqnYECKOE U I/IH(bOpMaI_[I/IOHHOC o6ecnequHe JTACIIATUTHHDBL. . . eeevveeeeeeeeeeeeeennnnn. 9
8.1. OCHOBHAS JIHTEPATYPA . v e euveenneeenteennteenteenteeante et e atte et enneeenteeneenteesnsaeessreesseeenssesD
8.2. JIOTIOTHUTEIIBHAS JTATEPATY P+« v vveeennteeennneeeanneeeennneeeennaeeennseerieeemmmsseeesssssseesssnsneees 10
8.3. [IpOTPAMMHOE OOCCTICUCHUEC. . ... .uveneeeeeneenteaneeneanneaneeneanneeneensnreenieassseesaesssessseessnesnes L0
8.4. IIpodhecCHOHATBHBIC 0A3BI JAHHBIX ..vuvvvenreeenrsenneenneeeneenneeenseenssnreemmsseesssseesssaeessneesns 10
8.5.THQOPMAITOHHBIE CITPABOYHBIC CHUCTEMBL. .. ... veeueenreneennenneeneennennereenineenaessuessseassnennes L0
oI O 02 NS o) (S5 1 016374 010 SO SOPPPRRRY I )
8.7. Metoanueckue yka3zaHusi 1 MaTEPUANIbl IO BUAAM 3AHATHM. ..........eeveeeerieeeiieesiieenieeennn. 10
9. MarepuaabHO-TEXHUUECKOE 00CCTICUCHUE TUCITATITIHBL. .. .''vveenreennsenniieeenneesseneensnneenenns 20
10. OcoOeHHOCTH OCBOCHHS NUCHUIUIMHBI JHIIAMH C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
31 (0] 070) 1.3 20
L0007 (0 3= 1. (SO 22



1. HEJIM OCBOEHMUSA M CHUIIJIMHBI
Lenbto ocBoeHHs yueOHOM MUCHUIUIMHBL «/oKyMeHTalmoHHOe o0ecrieyeHne yrpaBaeHHs
Ha TMPEeIIPUATHAX CEPBHUCA» ABISIOTCS (JOPMHUPOBAHKE y CTYJICHTOB CHCTEMBI 3HAHUH U YMEHUH
paboThl C JOKyMEHTaMH, HEOOXOOUMBIX IS 3()(EKTUBHOrO YHpaBICHUS MPERNPUIATHEM
cepBHuca.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII
Jucuummna b.1.627 «JlokymeHTaniMoHHOE oOecredeHre ynpaBlieHUs] Ha MPEANPHITUIX
CepBHUCa» BXOJIUT B 00s13aTebHYI0 YacTh biok 1 Jlucuumima (Momyeit)
[lepeueHp TpeNIIECTBYIONMX M MOCIEAYIONMX YUeOHBIX IUCIMIUIMH, IS KOTOPBIX
HEOOXOIMMBbI 3HAHUsI, YMEHUSI U HAaBBIKH, HOPMUPYEMbIE JAHHOH yueOHOM AUCLUIUTMHOMN:

[IpenmecTByrone TUCHUIIIUHBI (KYPCHI, [Tocnenyromue TUCIUIITHHBI (KYPCHI,
MOJYJIH, IPAKTUKH ) MOJYJIH, IPAKTUKH )

CepBucHas 1e4TeIbHOCTh Puck-MeHeKMEHT U aHTUKPU3HUCHOE
yrpaBiieHHe B cdepe cepBuca

MapKeTuHT B cepBUCe Opranuzanus ¥ IIaHUPOBAHUE JIEATEITBHOCTH
NPEANPUATHI CEPBUCA

MeHEeKMEHT B CEpBUCE [IpousBoacTBeHHast nmpaktuka (CepBucHas)
[TpousBoacTBEHHAs MpPaKTHUKa
(Opranu3aioHHO-yIIpaBIeHYECKas)
[TpousBoacTBEHHAs MpPaKTHUKA
(ITpepnunnomHuas)

3. INTAHUPYEMBIE PE3YJIbTATBI OBYYEHHUA 110 JUCHUIIJIMHE

Koa u HaumeHoBaHue Kon u unauKaTop (MHAUKATOPHI) Pe3ynbTathl 00yueHHs
KOMIIETEHIINH JOCTHKEHHSI KOMIIETEHIIMH
OIIK-2. Criocoben OIIK-2.1. Ompenenser 1eu U 3a1a9u 3HAET LEIN U 3aJa4u
OCYIIECTBIIATH CEPBHUCHOI1 ICSITEIHPHOCTH OPTaHU3aIlMA | CEPBUCHON MESITEIHHOCTH
OCHOBHBIC (DYHKITUHT OpraHu3aIuu
yIIPaBIEHUS CEPBUCHOMN YMECT OUPEACITH IETH 1

3aJa4du CepBHCHOfI
ACATCIIbHOCTH OpraHu3aluu

JACATCIIBHOCTBIO

BJIAJIEET HABBIKAMU
OTIpEICIICHIS TSI 1 3a71a9
CEPBUCHOM JIEATEIHHOCTU

OpraHu3aluu
OIIK-2.2. Ucmonb3yeT OCHOBHBIC 3HACT OCHOBHBIC METOBI U
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS, MPUEMBI TUITAHUPOBAHHS,

OpraHu3alii, MOTUBAIMH, KOOPJWHAIIMKA | OpraHU3alMy, MOTUBAIHH,
Y KOHTPOIIS ISATEILHOCTH OpPraHu3anuil | KOOpJAWHAIIMU ¥ KOHTPOJIS
cdepsl cepBUCa U HX MOJIPa3/eIICHIH JIeSITEIIBHOCTY OpTaHn3aIuii
cdepsl cepBUca B UX
noApasaeacHui

yMeeT HMCIOJL30BaTh
OCHOBHBIC METOJIBI ¥ IIPUEMBI
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIBHOCTH
opraHuzanuii cepbl cepBuca u
UX NOJpa3JeICHU




BIIaJICET HABLIKAMHM
HCII0JIb30BAaHMS OCHOBHBIX
METOJOB U MPUEMOB
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACATSIBHOCTH
opraHuzanuii cepsl cepBuca u
UX HOJpa3JeICHU

4. OPBEM /IUCHHUIIJIMHBI U BUJIbI YUYEBHOM PABOTHI
OOmwmii 00beM JUCLMITINHLI COCTABIIAET 3 3aUeTHRIE eAUHMIIE, 108 akageMHUYeCcKHX 4acoB.

Ounas dhopma oOydeHHst

Bun yueGHoM paboThI Bcero Tpumectp

4acoB 4

KonTakTHasi padora (Bcero) 30 30

B TOM YHCIIE:

1) 3ansTus nekuuonHoro tuna (JIK) 10 10

U3 HUX

— JIEKIIUH 10 10

2) 3aHsTusa ceMuHapckoro tuma (I13) 20 20

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P) 20 20

— nabopartopHsle paboTsl (JIP)

3) rpynmnoBble KOHCYJIbTALUU

4) uaauBUAyaIbHas paboTa

5) npomMeXyToUuHas aTTecTalus

CamocrosiTesbHas padora (Bcero) (CP) 78 78

B TOM YHCJIC:

KypcoBoi#i mpoekT (pabora)

PacuetHo-rpaduueckne paboThl

KonTtponbHast pabota

Pedepar 20 20
CamMonoaroToBka (Ipo4re BUIbl CAMOCTOATEIBHON paOOTHI) 58 58
IloaroroBka x arrecTanuu

OOmmii 006eM, Yac 108 108
dopma IPOMEKYTOUHOM aTTECTALNHI 3a4er 3a4er

3aounast popma oOyueHUs

Bun yuebnol paboThl Bcero Tpumectp
4acoB 5
KonTakTHas pabora (Bcero) 12,3 12,3
B TOM YHCJIE:
1) 3ansatus aeximonnoro tuna (JIK) 4 4
U3 HUX
— JIEKLIUH 4 4




2) 3ansitusa ceMuHapckoro tumna (I13) 8 8
U3 HUX

— cemuHapsl (C)

— npaktuyeckue 3ausatus (I1P) 8 8
— naboparopHsie paboTsl (JIP)

3) rpynnoBbie KOHCYNbTALUU

4) uaauBUAyaIbHas paboTa

5) IpOMEKYTOYHAsI ATTECTAIIHS 0,3 0,3
CamocrosiTesbHas padora (Bcero) (CP) 95,7 95,7
B TOM YHCJIE:

KypcoBoii mpoekT (pabora)

PacuerHo-rpaduueckne paboTh

KoHTtposbHas paboTa

Pedepar 20 20
CamMonoaroToBka (Ipo4re BUIbl CAMOCTOSATEIBHON paOOTHI) 72 72
IToaroroBka K arTecTalyu 3,7 3,7
OOmmii 006eM, Yac 108 108
dopma MPOMEKYTOUHON aTTeCTalluN 3auyeT 3auyet

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHbI

5.1. Copep:xanue TUCUMIIIHHBI

No paznena | HaumenoBanue pazaena (TeMbl)

(TEMBI)

Conepxanue pasena (TeMbl)

1 JloKkyMeHTalnoHHOE
o0ecreueHue ynpaBlIeHUs Kak
OoTpaciib ACATCIbHOCTH

LICJ'II/I Hu 3aJa4u CepBHCHOfI ACATCIIBHOCTHU OpraHU3alu.
OCHOBHBIE METOAbBI n IIPUCMBI IIJIaHUPOBAHUA,
opraHusanui, MOTHBallMMW, KOOpIAWHAIIUM W KOHTPOJIA
ACATCIIbHOCTHU OpFaHI/I3aLII/Iﬁ C(i)ep]:l CcpBUCa nu ux
TI0Ipas3/IeCHUA. [Monsitue JOKYMEHTAIlMOHHOTO
obecrieueHHs yTpaBJICHUSI. OpraHu3anmoHHOE
MOCTPOCHHUE CITY>KOBI JICIIONMPOU3BOACTBA. 3adaydl U
byakuuu  cinyx0s1 JIOY. Pernamenrtanus ciryx O
JOYVY. 3aKOHOJATEIBHOE peryinupoBaHue
nenonpousBoacTBa. OCHOBHBIE (DYHKIIUW YIpPaBIICHUS
CEPBHUCHOM AESTEIbHOCTHIO

2 JloxymeHTHpOBaHKEe
YIIPaBJICHYECKOU IEATEIBHOCTU

[ToHsiTHE M 3HAUEHUE JOKYMEHTA B yIIPaBICHYECKON
nestenbHOCTH. COoCTaB yNpaBIEHYECKUX JTOKYMEHTOB.
O61erocynapcTBeHHbIE HOPMaTUBHBIE "
METOJUYECKUE JOKYMEHTBL. TpeOoBaHHS K TEKCTY
JIOKYMEHTa. JJEMEHThl TEKCTa JTOKyMmMeHTa. DopmaThl
Oymaru u mons. PexBuszur nokymenta. Dopmyisp-
obpazen. brmank nmoxymenta. Ilopsimox ampecoBaHus.
CormnacoBanve,  NOAMHCAaHUE U YTBEPKICHUS
JokyMeHTa. OTMETKa Ha JOKYMEHTE.

3 Opranuzanus paboTsI ¢
JOKyMEHTaMHU

[ToHsiTHE «IOKYMEHTOOOOPOT», €ro aHalu3 W
ocHOBHBIE JTambl. [IpmeM u mepBuuHas oOpaboTka
JIOKYMEHTOB. Pacnipenencuue MOCTYIUBIINX
JOKYMEHTOB W pPErHcTpanus TOKyMeHTOB. KOHTpOIb
HCITOJIHEHUSA JIOKYMEHTOB. NudopmannoHHo-
crpaBoyHas paboTa M OTIpaBKa JOKyMeHTOB. [ToHsTHE
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HOMEHKJIATypbl JI€JI, €€ Ha3HA4YeHHEe U IOPSN0K
coctaBieHus. DopMmupoBaHue U OQOpPMIICHHE JIEl.
XpaHeHue Je.

4 TpebGoBaHms IO MOATOTOBKE PacriopsiauTenbable  TOKYMEHTHI (TIOCTaHOBIICHHS,
pacropsiANTENbHBIX U peuieHus1, pacinopsiKeHus, MPUKa3bl). AKT, MOPSIOK €ro
WH()OPMaAITMOHHO-CIIPABOYHBIX opopmienus. CiyxeOHbple  3amucku. [IpoTokos.
JIOKYMEHTOB Crnpaska.

5 JIoKyMeHTHI, VYcraB W JOKajdbHbIE  HOPMATHBHBIE  AKTHI.
pernaMeHTUpyrue ITonoxxenune. MHCTpYyKLIIMH.

JeSITeNIbHOCTh OpraHu3aluu

6 JloxyMeHTanus 1no JM4HOMY Knaccudukanus fTOKyMEHTOB 110 JTUYHOMY COCTaBY,

COCTaBy UX y4eT M XpaHeHue. JJokyMeHTHpoBaHHE MpHEeMa Ha
paboty. TpymoBoit morosop. IIpukassl 1o JIHYHOMY
COCTaBy M TpyJoBass KHHXKa. JlOKyMeHTalmoHHOE
o0ecrieyeHne TNepeBoja, MOOIMIPEHUH M B3BICKAHHIA.
Odopmnenue OTIYCKOB. JlokyMeHTUpOBaHUE
KOMaHIUPOBaHUA  pabOTHUKA U odopmieHue
yBoJIbHEHUs. JInyHas KapTouka U JUYHOE JIETIO.

7 JlokyMeHTaius no JoroBopHo- [Mopsimok cocraBnenust koHTpakTa. [IpaBuna u Gpopmbl
MIPABOBBIM OTHOIIEHUSM KOMMEPUYECKOI MEePEenucKy C 1eJI0BBIMU MapTHEPAMHU.
HIKOHOMUYECKOM 1EATENBHOCTH Crny>xeOHbIe TUChMA: KIaccuukamus, CTpyKkTypa,

cTaHaapTHbIE (pa3bl U BeIpaxkeHus. Tenerpamma,
TesneoHOorpamMma, Qakc.
5.2. CTpyKTypa IMCHUILIHHBI
oudHas popma 0OydeHUs
No HaunmenoBanue pazzaena (TeMbl) KomnuecTBo yacoB
pasnena Bcero JIK C nmp | Jip| ... | CP
(TembI)
1 JlokymMeHTaImoHHOE 00ecTieYeHNE 12 2 10
yIpaBJIeHUs] KaK OTPACHb IESITEIbHOCTU
2 JlokyMEeHTHpOBaHHE YIIPABICHYECKON 18 2 4 12
JESITEIBHOCTH
3 Oprann3anus paboThl C JOKYMEHTaMH 16 2 2 12
4 TpeGoBaHwMsI 10 TTOJTOTOBKE 18 2 4 12
pacnopsAUTENbHBIX U HHPOPMAIIHOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
5 JIOKyMEHTBI, perjIaMeHTUPYIOIIUE 18 2 4 12
JIeATEIbHOCTh OpraHU3alun
6 JlokymMeHTanus no JJMYHOMY COCTaBY 14 2 2 10
7 JlokymeHTanus 1o J0roBOpHO-IPaBOBBIM 12 2 10
OTHOUIICHUSIM SKOHOMHYECKOI
JESITEIIbBHOCTH
OO0mmii 00bem 108 10 20 78
3a04Hast popma o0ydeHHs
Ne HaumenoBanue pazzena (TeMbl) KonunuecTBo yacos
paznena Bcero JIK C P | JIP Cp

(Temnl)




1 JlokyMeHTaImoHHOEe o0ecTeyeHne 10 10
yIpaBJeHUs KaK OTPacib JeATEIbHOCTH
2 JIoKyMEeHTHpOBaHHUE YIIPABIECHYECKON 14 12
JESITEIbBHOCTH
3 Opranuzanus padoThl ¢ JIOKyMEHTaMH 18 2 14
4 TpebGoBaHms IO MOATOTOBKE 18 2 14
pacropsaIuTeabHbIX U HH(POPMAITHOHHO-
CIIPaBOYHBIX IOKYMEHTOB
5 JIOKyMEHTBI, perilaMeHTUPYIOLIHe 16 14
JeSITeNIbHOCTh OpraHu3aluu
6 JlokymeHTanus 1o JM4HOMY COCTaBy 14 14
7 JlokymeHTanus 1o J0roBOpHO-IPaBOBBIM 14 14
OTHOUICHUSIM SKOHOMHYECKOI
JESITEIBHOCTH
8 ATTecTranus 4
O0mmii 00bem 108 4 8 92
5.3. 3ansTHS CEMMHAPCKOrO THIIA
ouHas popma 0OydeHUs
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TEMBI)
1 1 [P JIoKyMeHTaIlMOHHOE 00eCTIeueHUE YIIPABICHUS KaK 2
OTpaciib JesITeIbHOCTH
2 2 I1P JIOKyMEHTHUPOBaHUE YIIPABICHYECKON ACSITEIBHOCTH 4
3 3 I1P Opranuzanus padoThl ¢ TIOKyMEHTaMH 2
4 4 [P TpeGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 4
UH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB
5 5 [P JIOKyMEHTBI, perjIaMeHTUPYIOIIUE JeATeIbHOCTh 4
OpraHu3aIu
6 6 I1P JlokymMeHTanus o JIMYHOMY COCTaBY 2
7 7 I1P JloxymeHTanus 1o 40roBOpHO-IPaBOBbIM OTHOILICHUSIM 2
SKOHOMMYECKOH eATeIbHOCTH
3ao4Has hopma oOydeHHs
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TEMBI)
1 2 I1P JIoKyMEeHTHpOBaHHE YIIPABJICHYECKON IEATEIIbHOCTH 2
2 3 I1P Opranuzanus paboThl ¢ TIOKyMEHTaMH 2
3 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBLHBIX U 2
UH(OPMALIOHHO-CIIPABOYHBIX JIOKYMEHTOB
4 5 [P JIOKyMEHTBI, perjIaMeHTUPYIOIIUE JeATeIbHOCTh 2
OpraHu3aIu

5.4. KypcoBoii npoekT (kypcoBasi padora, pacueTHo-rpadpuueckas padora, pedepar,

KOHTPOJIbHasi padoTa)
IIpumepHas TemaTHKa pedepaToB:

1. HopmatuBHO — ITpaBOBBIC aKThI B chepe TYPUCTCKOro OM3HEeca.
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2.

HopMaTuBHO — ipaBOBbI€ aKThl B TOCTUHUYHON HUHTyCTPUHU.

3. HopmatuBHO — npaBOBBIC aKTHI B PECTOPAHHOM OU3HECE.
4. JlokyMeHTanus mo oOECHEYeHHUIO U TMOATBEPKICHUIO KadecTBa YCIYT TYpPUCTCKOTO
NpeANPUITHS.
5. JlokymeHTauus mo oOecrneyeHuI0 U MOATBEPKIACHUIO KauecTBa yCIyTr TOCTUHUYHOTO
NpeANPUITHS.
6. JlokymeHTanus 1no oOECHeueHHUI0 U MOATBEP)KIECHUIO KauecTBa YCIYT MpPEANpHUSITHS
MUTAHUS.
7. Pa3paboTka JODKHOCTHOW HHCTPYKIIMH MEHEKepa TYPHUCTCKOTO MPEIITPUSITHS.
8. Pa3zpaboTka TODKHOCTHON HHCTPYKIIMH MEHE)Kepa TOCTHHIUYHOTO MPEATPHUSTHS.
9. Pa3paboTka TOMKHOCTHON HHCTPYKIIMM MEHEKEpa MPEANPUATHS TUTAHUS.
10. Pa3paboTka 1oroBopa 00 opraHu3aiiy NepeBo30K TYPUCTOB.
11. CronbGmoBoe (IMpuKa3HOE) AEITOMPOU3BOICTBO.
12. Komnexckoe 1eI0npou3BOJICTBO.
13. McnonHuTenpHOE AeI0NpPOU3BOICTBO.
14. Poccuiickue TEXHOJIOTHH JEI0IPOU3BOJCTBA B XX BEKE.
15. OcobernHoct 0(hOPMIICHHS IETTOBBIX MTHCEM B aHTJIOSI3BIYHBIX CTPaHAX.
16. Cneuunduka 1e10BOM KOPPECTIOHICHIINH HA (PPAHITy3CKOM SI3BIKE.
17. OcobernHoctr 0hOpMIICHHS TTUCEM HA HEMEIIKOM SI3BIKE.
18. CymHOCTh U 0COOCHHOCTH KOH(PUACHIIUATHHOTO JeIOTPON3BOACTBA.
19. Omnpenenenne coctaBa KOHPUACHITUATHHBIX JOKYMEHTOB.
5.5. CamocrosiTesibHasi padoTa
Ne paznena Buna camocTositenpHOM pabOThHI KonnuecTtBO yacoB
(TeMbl)
OYHas 3a04yHas
1 [ToaroToBka K MPakTHIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 10
2 IToaroTroBka K NpakTUYECKOMY (CEMHHAPCKOMY) 3aHSATHUIO 12 12
3 PaboTa ¢ HAay4YHBIMH UCTOYHUKAMU 12 14
4 IToaroTroBka K NpakTUYECKOMY (CEMHHAPCKOMY) 3aHSATHUIO 12 14
5 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 12 14
HMCTOYHUKOB
6 IloaroTroBKa K NpakTUYECKOMY (CEMHHAPCKOMY) 3aHSATHUIO 10 14
7 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 10 14
HMCTOYHUKOB

6. OGPA30OBATEJIBHBIE TEXHOJIOI'MHU

IIpu ocymiecTBiaeHHH 00pa30BaTENBHOTO MpoIlecca MO JTUCHHUILIMHE HCIOIB3YIOTCS
clieAyIonre HHPOPMAIIMOHHBIE TEXHOJIOTHH:

— cOop, cucTemMaTH3aIys U Bbljlaua yueOHOM U Hay4HOU HH(pOpMaIuu;

— 00paboTKa TEKCTOBOH, rpadyUueCcKOr U SMITUPUIECKON HH(DOpMAITUH;

— MOATOTOBKA, KOHCTPYUPOBAHUE U MIPE3CHTAIMSI HTOTOB yUeOHOM NesITeTbHOCTH;

— CaMOCTOSITENIbHBIA TOWCK JIOTIOJHUTEIBHOTO YYeOHOTO M HAydyHOro MaTepuala, C
UCIIOJIb30BAaHUEM TIOMCKOBBIX CHCTEM U CaiToB ceTH MHTEpHET, 3IeKTpOHHBIX OMOIMOTEUHBIX
pecypcoB u 0a3 JaHHBIX;

— UCTIOJIb30BAHUE JICKTPOHHOM MOYTHI, COIMATIBHBIX CETeH IS pACCBUIKH, MEPETUCKU U
00CYXICHUS BOZHUKIITNX YICOHBIX MPOOJIeM, KOHCYIIbTAIUH.




I/IHTepaRTI/IBHBIe N AaKTHUBHBIC 06p330BaTeJIbHBIe TEXHOJO0IHHA

Ounas ¢popma o0ydeHHs

No Bun 3anstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnnuectBo
TEMBbI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTHU 4acoB

1 I1P IIpe3enTannmn 2

2 I1P [IpesenTanuu 4

3 I1P [Ipe3enTannmn 2

4 I1P [IpesenTanuu 4

5 I1P [Ipe3enranuu 4

6 I1P [Ipe3enTannun 2

7 I1P [Ipe3enranuu 2

3aounas ¢opma o0yuenust

No Bun 3anstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIC KonnuectBo
TEMBI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTHU 4acoB

2 I1P [Ipe3enTannun 2

3 I1P [Ipe3enTannun 2

4 I1P [IpesenTanuu 2

5 I1P [Ipe3enTannun 2

IIpakTH4yeckasi NOArOTOBKA 00y4arOIUXCS

Ne paznena Bun 3aparusa Buasr pabot KonnuectBo
(Tembl) (JIK, I1P, JIP) 4acoB
O0P0 | 390
2 I1P Pa3paboTka ynpaBiaeHYeCKON JOKYMEHTAIIMHI 4 2
3 I1P Pazpabotka HOMeHKIaTyphl Aen. dopMupoBanue, 2 3
oopMIIeHHE U XpaHECHHE JIETT
4 I1P Pa3paboTka pacniopsIuTeIbHBIX JOKYMEHTOB 2 1
4 I1P Pazpabotka WH(OPMAITMOHHO-CIIPABOYHBIX 2 1
JIOKYMEHTOB
5 [P Pa3paboTka MOKYMEHTOB, pErJIaMEHTHPYIOIINX 4 2
JeSITebHOCTD OpraHH3aINH (JToxanbHBIE
HOPMAaTHUBHBIE aKThl, MOJOKEHHSI, UHCTPYKIIUHN)
6 I1P PazpaboTka JOKyMEHTOB IO JMYHOMY COCTaBY 2 -
(Tpy0BO# TOTOBOP, TPYAOBAsi KHWXKKA U JIP.)
7 I1P Pa3paboTka JOKyMEeHTanmuu IO JOTOBOPHO- 2 -
MIPaBOBBIM OTHOUICHHSIM HKOHOMHYECKOU
JESTEILHOCTH (KOHTPAKT, JIEJI0Bas IEPETHCKa)

7. ®OHJI OHEHOYHBLIX CPEJICTB (OHEHOYHBIE MATEPUAJIbI) J1JIs1
TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTH, TIPOMEXKYTOUYHOM ATTECTAIIIH
@DoH/ OIECHOYHBIX CPEACTB (OIEHOYHBIC MaTepUabl) JUIA TEKYIIEr0 KOHTPOJIS
yCIIEBAEMOCTH, TPOMEKYTOUHON aTTECTAIlMU MO NUCLHMIUIUHE IPUBOAUTCS B IPUIIOKEHUU.

8. YYHEBHO-METOJANYECKOE U UTHOOPMAIIMOHHOE OBECIIEYEHUE
JAUCTIIAIIIMHBI
8.1 . OcHoBHas1 JIMTEpaTypa
1. Kysnenos, 1. H. JlokymeHTarmonHoe o0ecriedueHue yrpasiaeHus. JJokyMeHToo00poT u

JIeNTOTIPOU3BOICTBO : YUeOHUK U mpakTHkyM Juist By3oB / W. H. Ky3uenoB. — 3-e uzn., nepepad.
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u npon. — Mocksa : MznatensctBo [Opaiit, 2022. — 461 c. — (Bwicmee oOpa3zoBanue). —
ISBN 978-5-534-04275-7. — Texkcr : snektponHsiii // OOpa3oBarenbHas miardopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/488697

2. lllyBanoBa, H.H. Opranuzamuss u TEXHOJOTHsS JOKYMEHTAI[MOHHOTO OOeCTeueHUs
yrIpaBieHus . yueOHUK W mpakTukyM mis By3oB/ H. H. IllyBamoBa. — 2-¢ u3a., mepepab. u
norm. — Mocksa : WsnmarensctBo HOpaiit, 2022. — 265 c. — (Bwicmee obpa3oBanue). —
ISBN 978-5-534-12358-6. — Texkcr : anektponHbiit // OOpa3oBatenbHas miatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/489984

8.2. lonoHuTEIBHASI IUTEPATYPA
1. Ky3nenoB, MW.H. JlokymeHTalimoHHOEe oOOECMeYeHUEe YIpaBiICHUS TEPCOHAIIOM :

yueOHUMK M mpaktukyMm ais By3oB/ M. H. Kysneno. — 2-e u3n. — Mocksa : M3naTenscTBo
FOpaiit, 2022. — 393 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-14830-5. — Teker :
AIIEKTPOHHBIN /! Oo6pa3oBarenbHas iatdopma IOpaiit [calT]. —

URL.: https://urait.ru/bcode/489305

2. Hoponuna, JI. A. OpraHu3anusi ¥ TEXHOJOTHS JOKYMEHTAIIHOHHOTO OO0eCTeueHUs
yIpaBieHUs . y4eOHMK | mpakTukym Juisi By3oB/ JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatensctBo FOpaiit, 2022. — 233 c¢. — (Bricmee oOpazoBanue). — ISBN 978-5-
534-04568-0. — Texkcr : anektponHsid // OOpa3oBarenbHas miatdopma Opaidt [caliT]. —
URL: https://urait.ru/bcode/489555

8.3. IIporpammHoe oGecneueHue
Microsoft Windows, Microsoft Office, fAnnexc.bpayzep

8.4. IlpodeccnonanbHbie 0a3b1 TaHHBIX

1. http://file.prohotel.ru/- ba3a TOKyMEHTOB U HOPMATHUBHBIX aKTOB JIJIS TOCTUHMIIBI

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - ba3za
JAHHBIX 110 JACJIOMPOU3BOJICTBY M IOKYMEHTOOOOPOTY

8.5. UndopmanmonHbie cIPaAaBOYHbIE CHCTEMBI
1. http://www.consultant.ru/ - CipaBouno-nipaBoBasi cucrema «Koncynprantllmocy

8.6. UnTepHeT-pecypchbl
l.www.aup.ru - AAMUHHCTPATUBHO-YIIPABICHUYECKUM MOpTal

8.7. MeTonnueckne yka3aHusi 1 MaTepuajbl 10 BUIaM 3aHATHI

MeToanuyeckue yKa3aHus 10 BeleHUI0 KOHCIIEKTOB JIeKIUil

KOHCHGKTI/IpOBaHI/IG JICKIIUU — BaO)KHBIA IIar B 3alIOMUHAHUN MaTepI/IaHa, HOBTOMy
KOHCIIEKT JICKIIMA HEOOXOIMMO HMETh KaKIOMY CTYIEHTy. 3ajada CTyJCHTa Ha JICKIUH —
OJTHOBPEMEHHO CIIyIIaTh IPENoAaBaTelis, aHaIM3UPOBAaTh M KOHCIEKTHPOBATh HWH(OPMAIHIO.
[Ipu 3TOM KaKk CBUICTEIBCTBYET MpaKTHUKAa, HE HY)XHO CTPEMHTBCS BECTH JOCIOBHYIO 3aIlHCh.
Takum oOpa3oM, JEKIHIO TMPEToaBaTessi MOKXHO KOHCIIEKTUPOBATh, IIPH ATOM BaKHO HE TOJBKO
BHUMATCIIBHO CHYI_HaTI: HGKTOpa, HO U BBIACIATH HaH6onee Ba)I(HyIO I/IHq)OpMaI_II/IIO nu
COKpAIICHHO 3aliChiBaTh ee. [Ipu 3TOM 0JHO W TO ke conaepkaHue (PUKCUPYETCs B CO3HAHUU
I-IGTBIpe pa3a: BO-HepBBIX, HpI/I caMmOM CJ'IyH_IaHI/II/I; BO-BTOpBIX, Korga BBIIACIISICTCA TIJIaBHas
MBICJIb, B-TPETBUX, KOTJIa TOJBICKHBAETCS oOoOmIaromas ¢pas3a, W, HAKOHEI, NMPU 3aIHCH.
Marepuan 3anioMrHaeTcsi 60J1ee MOJIHO, TOYHO U MPOYHO.

XOopomuid KOHCIIEKT — 3aJIO YE€TKUX OTBETOB Ha 3aHATHUSAX, XOPOIIETO BBHITTOJHEHHS
YCTHBIX OHpOCOB, CaMOCTOSTCIIBHBIX U KOHTpOJ'H:HBIX pa60T. 3Ha‘II/IMOCTB KOHCHGKTI/IpOBaHI/IH Ha
JIEKIIMOHHBIX 3aHATUSAX HecOMHEHHa. [IpoBepeHo, uTo cocTtaBieHue 3P(HEKTUBHOTO KOHCIEKTA
HGKHI/Iﬁ MOXET COKpaTI/ITB B I-IGTBIpe pa3a BpeM}I, HGOGXOI[I/IMOG JJIA TTIOJIHOT'O BOCCTAHOBJICHUSL
Hy)kHOW wuHpopMmanuu. g SKOHOMHUM BpeMEHHU, Tepen KaKIOou JIeKIuerd HeoOXoauMo
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BHHUMATEJIbHO MPOYUTATh MaTepuan Npeablaylield JeKUWU, BHECTH HCIIPABICHUS, BBIJCIUTH
Ba)KHBIE aCTIEKThI M3y4aeMOro MaTepuana

KoHncnekT nmomoraer He TOJBKO JIydllle YCBaWBaTh MaTepuaj Ha JIEKLUWUU, OH OKa3bIBAETCS
HE3aMEHUM IPHU MOJATOTOBKE dk3aMeHy. Clie1oBaTeNbHO, CTYJACHTY B JadbHEHIIIEM BaKHO yMEET
0(QOPMUTH KOHCIIEKT TaK, YTOOBI Ba’KHbIE MOMEHTHI KYJIbTYPOJIOTUYECKON HeH ObUIN BbIIEICHBI
rpaduyuecku, a TIIaBHYI0 HH(OpPMAIMIO CIIEAyeT BBIACIATh B CAMOCTOSTEIbHBIC a03allbl,
bukcupys ee Oosiee KpymHbIMU OYKBaMH WJIM LBETHBIMH MapkepaMu. KOHCHEKT MOIKEeH UMETh
HOJIS JUISL 3aMETOK. JTO MOTYT ObITh OMOnMorpaduyeckue CCbUIKM M, HaKOHEI, COOCTBEHHBIE
KOMMEHTapUH.

MeToauyeckue yKa3aHus 10 OPraHU3alMU CAMOCTOSITEILHOH PadoThI CTy/IeHTa

Jns mHauBHIyanu3andd 00pa30BaTEIFHOTO Tpoliecca camocTosTenbHylo padoty (CP)
MOYKHO Pa3JIeNUTh Ha 6a30BYIO M JOTIOJHUTEIBHYIO.

bazoBas CP obecnieunBaeT MOArOTOBKY CTYAEHTa K TEKYIIUM ayJUTOPHBIM 3aHATUSAM U
KOHTPOJIBHBIM MEPONPHUATHSIM [UIsl BCeX MUCIUIUIMH ydeOHOro ImaHa. Pe3ympTaTsl ATOU
MOJTOTOBKU MPOSBISIOTCS B aKTUBHOCTH CTYJIEHTA Ha 3aHATHUSX M B KaueCTBE BBINOJHEHHBIX
KOHTPOJIBHBIX pPadOT, TECTOBBIX 3aJlaHWi, CAETAHHBIX JOKIAIOB M JPYrHUX (OpM TEKyIIero
koHTpoJisa. bazoBas CP moxker BkitouaTh cienytone GopMbl paboT: U3ydeHHE JIEKIIMOHHOTO
MaTepuana, MpeayCMaTPHBAIOIINE MPOPa0OTKY KOHCIEKTA JIEKIUHA W Y4eOHOW JIUTepaTyphl;
nouckKk (moadop) W 0030p JUTEpaTyphl M DIIEKTPOHHBIX HMCTOYHUKOB WH(MOpMAIUU 110
WHAUBUAYAITBHO 33JaHHON MpobieMe Kypca; BBIIOJIHEHUE JTOMAIITHETO 3aJaHus WU JTOMAaIlHen
KOHTPOJIbHOM paboThl, BbIABAEMbIX Ha NPAKTUUYECKUX 3aHATUAX; M3yYEHUE MaTepuaa,
BBIHECEHHOTO HA CaMOCTOSITEIbHOE U3YYCHHE; IMOATOTOBKA K MPAKTHYECKUM 3aHSATHSIM;
MOJrOTOBKA K KOHTPOJIbHOM padoTe WM KOJUIOKBUYMY; MOJTrOTOBKA K 3a4eTy, aTTeCTallUsIM;
HamucaHue pedepara (3cce) 1o 3aJaHHOH npoodieme.

Hononuurensuas CP HampaBieHa Ha yIUIyOJIeHHE W 3aKpeIlJIeHWE 3HAHWK CTYIEHTA,
pa3BUTHE aHATUTHYECKUX HABBIKOB 1O MpolieMaTuke yueOHol auciumiuHbl. K Heil oTHOCATCS:
MOJrOTOBKA K 3K3aMEHY; BBIMIOJIHEHUE KypCOBOM pabOThl WM MPOEKTa; HCCIeA0BaTEIbCKas
paboTa U yyacTHe B HAYYHBIX CTYJCHUYCCKHX KOH(DEPECHIHIX, CEMUHApAX M OJUMITNA/IAX; aHAIIN3
HAayyHOM myONMKalMU 10 3apaHee ONpENENICHHON TpernojaBaTeleM TeMe; aHaju3
CTATHCTUYECKUX W (PAKTUYECKMX MATEPUANOB IO 3aJaHHONW TeMe, IMPOBEICHHUE PacCUETOB,
COCTaBJICHHE CXEM M MOJeJiell Ha OCHOBE CTaTUCTHUECKUX MaTepUaloB U JIp.

B yueOHOM mporiecce BBIACNISIOT JBa BHAAa CaMOCTOSITENBHOW pabOTHI: ayIWTOpHAs W
BHEAy/IUTOpHAasA. AyAUTOpPHAs caMOCTOsITeNIbHAas paboTa MO JAWCUUIUIMHE BBIMOJHSIETCS Ha
y4eO0HBIX 3aHSTHUSIX MO/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM TIPETIOAABATENS U 110 €T0 3aaHUSIM.
OcHOBHBIMU (D OpMaMU CaMOCTOSITEJIBHOW pabOThl CTYJEHTOB C yYacTHEM IIperojiaBaTesiei
SIBIITFOTCS:  TEKYIIME KOHCYJbTAIlMH, KOJUIOKBUYM Kak ¢opMa KOHTPOJS OCBOCHHS
TEOPETUYECKOr0 COJAEpKAHMS NUCUUIUIMH, MpUEM U pa3dop IOoMallHUX 3aJaHuil (B 4achl
MPAKTUYECKUX 3aHSATHH); BBIOJIHEHHE KYpPCOBBIX pa0OT (TPOEKTOB) B paMKax TUCIUIUINH
(PyKOBOJCTBO, KOHCYJIBTHpPOBAHHE M 3allUTa KypCOBBIX pabOT (B dYachl, MPeryCMOTPEHHBIE
y4eOHBIM IIJIAHOM); TIPOXOXKICHNE U 0POPMIICHHE Pe3yIbTaTOB MPAKTUK (PyKOBOJICTBO M OI[EHKA
ypoBHS ¢cHhOPMUPOBAHHOCTH MPO(HECCUOHATBLHBIX YMEHUN U HABBIKOB); BBIMOJIHEHNE BBITYCKHON
KBATM(DUKAIIMOHHOW Pa0OTHl (PYKOBOJICTBO, KOHCYJIHTUPOBAaHHWE U 3alllUTa BBITYCKHBIX
KBTI (UKAIIMOHHBIX padOT) U Jp.

BreayautopHast caMocTOsiTelnbHas paboTa BBIMOIHICTCS CTYACHTOM 10 33JaHUI0
npenojaBatens, HO ©0e3 ero HemocpeacTBeHHOro ydvactus. OcCHOBHBIMH (dopMaMu
CaMOCTOSITENILHON pabOThI CTYACHTOB 0€3 ydacTHs MperoaaBareseil siBIsitoTcs: GOpMUPOBaHUE
U YCBOGHHE COJICpKaHHUsS KOHCIIEKTa JIGKIIMH Ha 0a3e pEeKOMEHJIOBAaHHOW JIEKTOPOM Y4eOHOM
JTUTEPaTyphl, BKIIOYast THPOPMAITMOHHBIE 00pa30BaTENbHBIC PECYPCHI (3JEKTPOHHBIC YUYCOHUKH,
3JICKTPOHHBIE OMOJMOTEKH W Jp.); HamucaHue pedeparos, dCCe; MOJATOTOBKA K MPAKTUYECKUM
3aHATHSIM (TIOJITOTOBKA COOOIEHUH, MOKIAOB, 3a/JaHUll); COCTaBICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeil M3 COOTBETCTBYIOLIUX JKYPHAJIOB IO OTpacisiM 3HaHUM (IeAarorundyeckux,
MICUXOJIOTHYECKUX, METOJAMYECKUX U Jp.); YIAYOJCHHBIH aHadu3 HAyYHO-METOINYECKON
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auTEpaTypsl (MOATOTOBKA PEICH3WM, aHHOTAlMA Ha CTaThl0, MOCOOME W JIp.); BBHINIOJHCHHE
3aJaHuii o cOOpy Marepuaia BO BpeMs NPAKTUKW; OBIAJECHUE CTYJCHTaMH KOHKPETHBIX
y4eOHBIX MOAYJIEH, BHIHECEHHBIX HA CAMOCTOSATENbHOE N3yUYEHHE; [T0I00p MaTepHasa, KOTOpPbIi
MOYET OBITh HCIIOJIb30BaH JJIsl HalMCcaHus pedepaTroB, KypCOBBIX M KBaTH(UKAIMOHHBIX paldoT;
IOJArOTOBKA IPE3CHTALMI; COCTaBJIEHHE TJOCCapusi, KPOCCBOpAA II0 KOHKPETHOH TeMe;
MOJTrOTOBKA K 3aHATHUSAM, IPOBOJUMBIM C HCIIOJIb30BaHHEM aKTUBHBIX (hOpM 00ydeHHUs (KpYTJIble
CTOJIBI, IUCIYThI, I€JIOBBIC UTPBI); AHAIN3 JIEIOBBIX CUTyalli (MUHU-KeHcoB). ['paHuLIBI MEXTY
TUMU BUIaMU paObOT OTHOCHUTENBHBI, & CAMU BUJIbI CAMOCTOSTEIBHOI paboThI IepeceKaroTcsl.
MeToanyeckne ykazaHusi 0 MOATOTOBKE K CEMUHAPCKHM 3aHATUSM

CeMuHapckue 3aHATUS SIBISIOTCS OJHMM U3 OCHOBHBIX 3BEHBEB IIpollecca HM3yuUeHUs
TUCHMIUIMHBL. Llenp 3aHsATHH 3aKiIrodaeTcs B YSACHEHHMM M YCBOGHUH CTYJEHTAMU Ba)KHEHIINX
NPaBOBBIX KAaTEropuil M TOHATUH, BbIPAOOTAHHBIX OPUCTIPYJICHIMEH ¢  HMEIOIIUX
NPUHIUNHMAIBHOE METOMO0JIOTUYECKOE M IPAKTHYECKOe 3HA4YeHUEe JJIs BCEro KOMIUIEKca
IIPaBOBBIX HayK.

B xone ceMuHapoB CTyAEHT 3aKpeIuisieT U yriIyOsseT 3HaHUsl, MOIy4YE€HHbIE Ha JEKIUAX U
B XOJI¢ CaMOCTOSITEIIHLHOMN MOATOTOBKH, IPUOOPETAaeT HaBBIKM HAYYHOTO MBIIUIEHUS, 00pabOTKH
o0mell W crneuuanbHOM MHQOpManuMu O TpaBe, YMEHHE MOCIEN0BaTEeIbHO, YETKO H
apryMEHTHPOBAHO M3JIaraTh CBOM MBICIH, OTCTauBaTh COOCTBEHHBIE MTO3UIIHH.

[Tnanpl ceMUHApCKUX 3aHATHH, UX TEMAaTHKa, PEKOMEHlyeMas JTUTeparypa, Lellb U 3a1a4u
€e M3Y4YCHHs COOOLIAlOTCS IPErojaBaTeNieM Ha BBOAHBIX 3aHATUSX WIM B METOJUYECKUX
yKa3aHUSX 0 JaHHOW AMCLUILINHE.

[Ipexxne 4yeM NPUCTYNUTh K HM3YyYEHHIO TEMBI, HEOOXOIUMO MPOCMOTPETh OCHOBHBIC
BONPOCHl IUIaHA ceMHHapa. HaunHas NOATOTOBKY K CEMMHApCKOMY 3aHATHIO, CTYAEHTaM
HE00X0IMMO, TIPEXKJIe BCETo, MOCMOTPETh KOHCIIEKTHI JIEKIHA, pa3/iesibl YIeOHUKOB U YUeOHBIX
nocoOui, 4ToObl MOJYYUTh OOIIEEe MPEACTaBICHUE O MECTe M 3HAYCHUM TEMbl B H3y4aeMOM
Kypce. 3areM cieayeT mnopadoTaTh C JOTOJHUTENBHOW JIMTEPaTypoOd, CleNaTh KOHCIIEKTHI
CEMHMHAPCKUX 3aHATHH IO PEKOMEHIOBAHHBIM HCTOYHHUKAM.

KoHcniekTl  ceMMHapCcKMX  3aHATUH  HMMEIOT  NEPBOCTENIEHHOE  3HA4Y€HWE A
CaMOCTOSITENIbHOW paboThl CTyAeHTOB. OHM MOMOIaloT MOHATh MOCTPOCHUE M3y4aeMOM KHHUIH,
BBIJICJIUTh OCHOBHBIC IOJIOKEHHS, MPOCIEAUTh UX JIOTUKY W TEM CaMbIM HPOHHKHYTH B
TBOPYECKYIO JIAOOPATOPHUIO aBTOPA.

Benenne koHCmekTa CHOCOOCTBYET NPEBpAlllEeHUIO YTEHUS B AaKTHBHBIM Mpoliecc,
MOOWIN3YET, Hapsly CO 3pUTEIbHOM, M MOTOpPHYIO namsaTh. CleqyeT NOMHUTh: y CTYJEHTA,
CHCTEMAaTHUYECKH BEAYILEro KOHCIEKTHI, CO3AaeTCsl CBOM WHAWBUIAYAIbHBIH (DOHA MOICOOHBIX
MaTepHagoB A OBICTPOrO MOBTOPEHHUS HPOYUTAHHOIO, IJIi MOOWIM3ALMM HAKOIUIEHHBIX
3HaHUM.

[lpy KOHCHEKTHMPOBAHMM MOXXHO HCIOJIb30BaTh cleayomue (opMbl 3alMCch: IUIaH
(IpocTOM M pa3BEepHYTHII1), BBIMTUCKHU, TE3UCHI.

[lpn BBeAeHMH KOHCIIEKTAa Ba)XXHO pa3BUBAaTh YMEHHE CONOCTaBIATb WCTOYHHKH,
IPOJYyMBIBAaTh H3y4YaeMblii MaTepuall, a TAK)KE COCTABIATh KOHCIIEKT C yUYE€TOM CBOETr0 OyAyIIero
YCTHOTO BBICTYIICHHUSL.

Ha cemunape kaxIplif €ero y4aCTHHK JOJDKEH OBITh TOTOBBIM K BBICTYIICHHIO MO BCEM
IIOCTaBJIEHHBIM B IUIaHE BOMNPOCAaM, MPOSBIATh MAKCHUMaJbHYI0 AaKTHBHOCTb IpPH UX
paccMoTpeHHH. BhICTymiieHHe JOKHO CTPOUTHCS CBOOOIHO, yOSAUTENBHO U apTyMEHTHUPOBAHO.
[IpenonaBatens cneauT, 4yTOOBI BBICTYIUIEHME HE CBOJWIOCH K PENPOAYKTUBHOMY YPOBHIO
(MpOCTOMY BOCHIPOM3BENEHHUIO TEKCTAa), HE JOIMYCKAEeTCs M IMPOCTOE UYTEHHE KOHCIIEKTa, TEM
Oosee yueOHmka. HeoOXxoaumMo, 4TOOBI BBICTYIAIOIINI MPOSIBISLT COOCTBEHHOE OTHOIICHHE K
TOMY, O YeM OH T'OBOPHUT, BBICKA3bIBaJl CBOE JIMYHOE MHEHHE, TOHUMaHKUE, 0OOCHOBBIBAJ €0 U
MOT' cJieNlaTh NpaBUJIbHBIE BBIBOJBI M3 CKa3aHHOro. Ilpu 3ToM cTyaeHT mMoxeT oOpamarbes K
3alMcsM KOHCIEKTA M JIEKLUMH, HEIOCPEACTBEHHO K IEPBOMCTOYHUKAM, MCIIOJIb30BaTh 3HAHHE
y4eOHO U JONOTHUTENBHOM IUTEpaTyphl, GaKThl U HAOIIOIEHUSI COBPEMEHHOM KU3HU U T. 1.
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Bokpyr Takoro BBICTYIUIEHMSI MOTYT pa3roOpeTbCsl CHOpBI, JUCKYCCHUHM, K YYacTHIO B
KOTOPBIX JIOJDKEH CTPEMUTHCS Kaxabli. [IpenonaBarensb, B CBOIO ouepeib, OyJIeT BHUMATEIHHO U
KPUTHYECKH CITyIIaTh, MOJIMEYaTh OCOOEHHOE B CY)KJIEHUSX CTYICHTOB, yJIaBIUBaTh HEAOCTATKU
U OIMOKHM, KOPPEKTUPOBATh WX 3HAHWS, U, B CIydae HEOOXOIUMOCTH Pa3peUIUTh CIIOPHYIO
CUTYaIUIO.

Cemunap siBisieTcsi BaKHeHmei popmoil ycBoeHus 3HAHUH.

Brnanenve mOHATHIHBIM ammapatoM — HEOOXOIWMOE YCIIOBHE YCBOCHHS MpeameTa. B
YCBOGHHH UX BechbMa 3()PEKTUBHO TMPOBEIECHUE TIMHMCHMEHHBIX M YCTHBIX MOHSITHIHBIX
KOHTPOJIbHBIX PabO0T, TEPMHUHOJIOTMYECKUX ITUKTAHTOB, TecTOB. Kpome Toro, ucmoib3yroTcs
pa3IUYHbIE BUBI YCTHOTO OIIPOCA: 3KCIPECC-0IIPOC, ONPOC-UHBEPCHSL.

Oxenpecc-onpoc — 3TO NPEJIOKEHNUE PACKPBITh Ha3BaHHbIE NOHATHS. Onpoc-uneepcus, B
OTJINYME OT 3aJlaHUs MOSICHUTHh 3HAYEHHWE TEPMUHA, MPEJI0KEHUE MOCTaBUThH BOIMPOCHL. Takoi
IIPUEM CIOCOOCTBYET HE MPOCTO «y3HABaHHUIO» TEPMHHA, HO U BBOJUT €r0 B aKTUBHBIN CIIOBaph
CTYyJEHTA.

CeMuHapcKue 3aHATHS 10 NMPEATIOKEHUIO MPernoaBaTesisi MOI'yT ObITh MPOBEICHBI B BUIE
CBOOOJHON AMCKYCCHM MO CYIIECTBY OOCYyXkIaeMol TeMbl, B (hopMe BBICTYIJICHUH C 3apaHee
MOJTOTOBJICHHBIMU JOKIaJAaMH (3CC€) MO PEKOMEHAYEMBIM BOIPOCaM M HX MOCIEIYIOIIEro
oOcyxaeHus. B xoe 3aHATHI CTy€HTHI MOTYT BBINOJHITH TUCHMEHHBIE 3a/IaHUS TI0 BOIIPOCAM
TEMbI, OTBEYAaThb HAa KOHTPOJIbHBIE TECThl. Takke MNPAKTHUKYETCS IPOBEICHHE CEMHHAPCKUX
3aHITHI B KOMITBIOTEPHOM KJIACCE B HHTEPAKTUBHOU (opme (00ydaromue Urphl, TECTUPOBAHUE).

[loaroToBka K CEMHMHApCKUM 3aHATUSM MPOXOJAT B HECKOJIBKO 3TallOB: BO-IIEPBBIX,
HEO0OXOJMMO BHUMATEIHHO M3yYUTh BOIPOCHI U JTUTEPATypPy, PEKOMEHIOBAHHYIO IS aHATN3a;
BO-BTOPBIX, CJIEAyEeT IPOU3BECTH TIOUCK JOMOJIHUTEIbHOM HMHQOpPMAIMM U3 HU3BECTHBIX
HUCTOYHUKOB (3TO MOTYT OBITh DJIEKTPOHHBIE PECypChI, JOMAIIHHE U BY30BCKHE OHOIHOTEKU;
KaOuHeT Koaupukauud U T.A.). B TpeTbux, CTyIEHT MOXET TOTOBUTHCS K CEMHHAapy Kak
CaMOCTOSITeNIbHO, TaKk W MpPU  y4YaCTHMM  HpemnojaBareliisi, y  KOTOPOr0  MOXKHO
IIPOKOHCYJIFTUPOBATBCA MO BONPOCAM CEMHUHAPCKOIO 3aHATHUs. B-ueTBepThIX, MOATOTOBKA K
CEMHUHApy MOXET OBITh KaK WHAMBHUAYAIBHOHN, TaK U KOJUICKTUBHOHN (COBMECTHOE OOCYXICHUE
BOIPOCOB CEMHHAapa, pellleHue KazycoB, 3ajaay). B-MAThIX, MOATOTOBKY K CEMHHApy MOXKHO
MPOBOJIUTH (KEJNATENbHO) B MUCbMEHHOM BHJI€, COCTABJISASl KOHCIIEKT JIMTEPATypPhl IO TEME HIIU
KOHCIIEKT OTBETa Ha BOMPOCHI CeMHHAapa. B-1ecThIX, Mpu MOArOTOBKE K CEMHHAPY HEOOXOIMMO
MPOBOJIUTH PEMETULIMH, €CIIM 3TO CBSI3aHa C JIEIOBBIMU UTPaMH, POJIEBbIMU UTpamMu. B-cenbMbIX,
IIPU MOATOTOBKE K MPAKTUYECKOMY 3aHSTHIO CTYACHTY HEOOXOAUMO 0c000€ BHUMaHue 00paTuTh
Ha COCTOSIHUE 3aKOHOJAATeNIbCTBA, KOTOPOE OYEHb JTUHAMHYHO U MOKET M3MEHUTHCS HAaKaHyHE
3aHATHUA. B-BOCBMBIX, CTYIEHT JOJDKEH oOOpaTuTh BHUMAaHHE Ha CTENEHb Hay4YHOH
pa3paboOTaHHOCTH TEMbI B CMEXKHBIX JUCHUILTUHAX: (UIOCO(HH, MOTUTOJIOTHH, COIMOJIOTHH,
HCTOPHH, KYJIBTYPOJIOTH U APYTHUX.

MeToanyeckue yKa3aHHus M0 NOATOTOBKE K NPAKTHYECKUM 3aHATHAM

OmHoit W3 BaXHBIX (GOPM CaMOCTOSITCIIBHOW pabOThl  SIBISETCS TMOJATOTOBKA K
MPaKTUYECKOMY 3aHSTHIO.

[Ipy 1DOArOTOBKE K NPAKTUYECKUM 3aHATHAM CTYNEHT JIOJDKEH MPUIIEPKUBATHCA
CIEAYIOLIEH TEXHOJIOTUU:

l. BHUMaTENbHO M3Yy4YUTh OCHOBHBIE BOIPOCHI TE€MBI U IUIaH NPAKTUYECKOrO 3aHATHS,
OTIPECITUTh MECTO TEMBI 3aHATHUS B OOIIEM COJCPKAHUH, €€ CBSI3b C JPYTHMU TEMaMHU;

2. HallTH ¥ TpopabOTaTh COOTBETCTBYIOLIUE pa3/eibl B PEKOMEHI0BaHHBIX HOPMATHUBHBIX
JTOKYMEHTaX, y4eOHUKAX U JOTIOTHUTEIHHOW JTUTEPaType;

3. mocie O3HAaKOMJIEHMSI C TEOPETHYECKMM MaTepHUalioM OTBETUTh Ha BOIPOCHI IS
CaMOMPOBEPKH;

4. mpoayMaTh CBOE NMOHUMAHUE CIIOXKHUBIIEHCS CUTyallMd B W3ydaeMoil cdepe, mytu u
CHOCOOBI pelIeHus: IPOOJIEMHBIX BOIIPOCOB;
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5. mpoaymath pa3BepHYTble OTBEThl HA MPEAJIOKEHHBIE BOIPOCHI TEMbI, OMHUPASCh Ha
JICKIIMOHHBIE MATEPHUAIIBbI, PACIIUPSS U JOMOIHSSA UX JTaHHBIMU U3 YYCOHUKOB, TOTOTHUTEIHLHON
JUTEPaATYypPHI.

MeTtoauyeckue yKa3aHus 10 MOAT0TOBKE KOMILITEPHOH Mpe3eHTAIHN

[Ipezentanus (OT aHT. «presemtation» — MpeacTaBlIeHHe) — 3TO HAOOp KapTHHOK-
CJIaliJIOB Ha ONpEICNCHHYIO TeMy, KOTOpbhIe XpaHATCS B (Qaiine cneumanbHoro ¢opmata. Ha
KOKIOM Claiileé MOXHO COJAEpKaTb IPOU3BOJIBHYIO TEKCTOBYIO, TpaduyecKyro HIn
BUJCOMH(DOpPMANINIO, AaHUMAIMIO, 3BYK M3 MOATOTOBJICHHOTO ayauodaiiia, a Tak ke u
3amucaHHbIi ¢ MuKpodoHa. [Ipe3eHTanuu Jerko cos3gaBaTh C IMOMOIIBIO MporpamMMbl MS
PowerPoint.

[Ipe3enTanuu npeaHa3HAuYEHBI JUIS:

* 0TOOpa)XeHMS HATJSITHOCTH Y4eOHOTO/JIEKIIMOHHOTO MaTepuasa,

* ympaBjieHHs y4eOHO-TTI03HABATEIbHON JAEeSITENbHOCThIO ay JUTOPHH,

* KOHTPOJISI ¥ TPOBEPKU YCBOCHUS MTOJIAHHOTO MaTepHara,

* 00001IEHNS U CHCTEMAaTU3alllMy 3HAHHM,

* pEKJIaMbl TOBApOB, yCIYT,

* co3nganus GpoTroanrO0MOB U T.JI.

[Ipe3eHTaMK MOKHO IEMOHCTPUPOBATH MO-PA3HOMY:

* Ha KOMIIbIOTEpE,

* Ha 9KpaHe C MOMOIIBI0 MYJIbTHMEIUHHOTO IPOCKTOPA,

* Ha TesnedKpaHe O60bIIoro Gpopmara.

CosznaHHbIC TPE3EHTAIIMA MOTYT COACPKATh:

* TEKCT,

* HM300paxeHus,

* JMarpammbl,

* PHUCYHKH,

* KOMIBIOTEPHYIO aHUMAIIUIO IPOLIECCOB U SIBJICHUI,

* 3BYKOBOE CONPOBOXKJIECHUE,

* aBTO(MUTYDHI,

* JMarpaMMbl

* TUINEPCCHUIKH;

*  BUICOPOIHUKHU.

[IpaBuna co3nanusi MyJIbTUMEAUINHBIX MPE3CHTALIMN

OCHOBHOE TPABUIIO MPE3ESHTAIHI:

[IpocToTa, TaKkOHUYHOCTh (MUHUMAJIM3M B Mojlade BU3yaiabHON mH(popMmaruu). KpaTkoe
U3II0KEHUE MaTepuaia, MakCuMaabHasi HHPOPMATHBHOCTh TEKCTA.

Crnenyroniye nmpaBuiia Mpe3eHTaIMMI:

* YuTabenbHOCTh (BUAMMOCTH U3 CAMBIX JAIBHUX YTOJKOB MOMEIICHUS U C PA3IMYHBIX
YCTPOMCTB);

* OTCyTCTBHE HAKOTUICHUS, YeTKHUA MOPSIOK BO BCEM.

* TmarenbHO CTPYKTypUpPOBaHHAS HH(OPMALIHSL.

* Hamuume KOPOTKUX W JIAKOHUYHBIX 3arOJIOBKOB, MAPKHPOBAHHBIX M HYMEPOBAHHBIX
CITUCKOB.

* Baxnyrwo uHdopmanuoo (HampuMmep, BBIBOJIBI, OMPEACICHHS, IPaBUIa U T.l.) HYKHO
1o/1aBaTh OOJIBIINM U BBIICJICHHBIM MIPUGTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy Claija.

* BropocTenenHnyo nHGOPMAIUIO KeNaTEIbHO pa3MenaTh BHU3Y cllaiia.

» Kaxnomy nonoxxenuto (uaee) HaJ0 OTBECTH OTACIbHBIN a03all.

+ ['maBHyI0 HJICI0 HAaJI0 BBUIOKUTH B MIEPBOI cTpoKe abd3ara.

* MHcnonws3zoBare TabmuuyHbie (QOpMBI TIpencTaBieHHs WHGOpPMAIUU  (IHarpaMMel,
CXEMBbI) HJIsl WUTIOCTPAIlMM BAXHEUIIUX (PAKTOB, YTO JACT BO3MOXKHOCTH MOJATh MaTepHal
KOMIIAKTHO U HAIJIATHO.

» I'paduka qomKHA OPTaHUYHO JTOTOIHSTH TEKCT.
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* OOpbsacHeHHEe HAJ0 pa3MelaTh Kak MOXHO OJMKe K WIUTIOCTpAIUil, ¢ KOTOPHIMH OHU
JTOJIKHBI TOSIBJISITHCSL HA YKPaHE OJIHOBPEMEHHO.

* MHCTpyKuuMM K BBINOJIHEHHMIO 3a4ad HEOOXOAMMO THIATEIBHO MPOAYyMaTh
OTHOCHUTEJIbHO UX YETKOCTH, TAKOHUYHOCTH, OJJTHO3HAYHOCTH.

* Hcnonp30BaTh HMOLMOHAIBHBIN (OH (XyA0XKECTBEHHAs MPOo3a 3alIOMUHAETCS JIyYIlE,
YeM CHeUaIbHbIe TEKCThI, & CTUXU — JIyYIlle, YEM IIP03a).

* Bcio TekcToBylo UHGOpMAIUI0O HYXHO TIIATEIbHO MPOBEPUTh HAa OTCYTCTBUE
opdorpapudeckux, rpaMMaTHIECKIX U CTHIMCTHYECKUX OLTHOOK.

* [Ipou3BoaUTENBHOCTh MOJABAEMOI0 MAaTEpHaja yBEIMUYUBAETCS, €CIIM OJHOBPEMEHHO
3a/IeCTBOBaHBl 3PUTENBHBI M CIyXOBOW KaHANbl BOCHPHATHS HHPOpManuu (3apyOexHbIe
MCTOYHUKHU 3TO HA3bIBAIOT MPUHIMIIOM MoAaibHOCTH). [loaTOMy pekomeHayercs TaM, Iie 3TO
BO3MO’KHO, HCIIOJTH30BATh JIUIsl TEKCTA U TpadUIeCKUX U300paKEHUI 3ByKOBOE COMPOBOKICHHE.

dusnonornyeckrue 0COOCHHOCTH BOCIIPHUATHS IIBETOB U (hopm

* Crumynupytouiie (Terible) IBeTa CHOCOOCTBYIOT BO30YXIECHUIO U JECHCTBYIOT Kak
pazapaxkuTtenu (B TMOpsAKe yObIBaHUS WHTEHCHUBHOCTH BO3JEWUCTBHUS: KpPAaCHBIM, OpaH>KEBBIi,
JKETTHIN).

« Jlesunterpupytonye (XOJIOAHbIE) 1BETa YCIIOKAaWBAIOT, BBI3BIBAIOT COHJIMBOE
COCTOSTHUE (B TOM K€ TopsiaKe: (PUOJIETOBBINA, CHHHIA, TOTY00ii, CHHE-3€JICHBIH, 3eTICHBIN).

* < HeitiTpanbHble IBETA: CBETIIO-PO30BbIM, KEITO-3€JIE€HBINA, KOPUYHEBBII.

» Coueranue IBYX IIBETOB — IIBETAa 3HAKa WM IBeTa ()OHA — CYIIECTBEHHO BIIMSCT Ha
3pUTENbHBIN KOM(OPT, IpUUEM HEKOTOpPbIE Maphbl I[BETOB HE TOJHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BATh CTpecc (HampuMep: 3eJICHbIE CHMBOJIBI HA KpacHOM (OHE).

» Jlyumee coderanue 1BeTOB mipudTa U (QoHa: OEIBIi HA TEMHO-CHHEM, YEPHBIA Ha
0eJIoM, JKeNTHI Ha CHHEM, OpPAaH)KEBbI HAa YEPHOM.

» IIBeroBas cxema qoJDKHA OBITH OJIMHAKOBOM JIJISI BCEX CIIAWJIOB.

» Jlio6oli pucyHOK (pOHA MOBBIIIAET YTOMIIIEMOCTH IJIa3 U CHUXKAET 3(PPEKTUBHOCTD
BOCTIpUATHUS UH(POPMALIUH.

* Yerkue, ipKU€ PUCYHKU, KOTOPbIE MEHSIIOTCS, JETKO «OXBaThIBAIOT» MOJICO3HAHUE, U
OHM JIy4Ill€ 3alIOMUHAOTCS.

» JlroOoii BTOPOCTENCHHBIN OOBEKT, YTO JBIXKETCS (AaHMMHPOBAHHBIN), CHIKACT
KaueCTBO BOCIIPUATHUS MaTepuaia, OTBJIEKAET BHUMAHUE, HAPYIIAET €€ TUHAMUKY.

» Tloka3 cnaiimoB ¢ (OHOBBIM COMPOBOXKIICHHWEM HEXKeIaTeNbHBIX 3BYKOB (TIE€CEH,
MEJOAMI) BBI3BIBAET OBICTPYIO YTOMIIIEMOCTb, CIIOCOOCTBYET pAcCCEMBAaHUIO BHHUMaHHUSA U
CHI)KAeT MPOU3BOIUTEIILHOCTh O0YUCHHSI.

* Ilomuure! YemoBek MOXKET OJHOBPEMEHHO 3allOMHWHATh HeE Oosiee Tpex (HakToB,
BBIBOJIOB, OITPEAECIECHUN.

»  Kaxnaplii cnaii JOJKEH OTPa)kaTh OJIHY MBICTb.

* TekcT TOJKEH COCTOSITh U3 KOPOTKUX CJIOB U IIPOCTHIX MPEIIOKEHUH.

* Crpoka omKkHa coaepkarh 6-8 CloB.

* Bcero Ha cnaiifie TOMKHO OBITH 6-8 CTPOK.

* OO1ee KOJIMYECTBO CJIOB HE IOJDKHO MPEBbIMATh S0,

» ['nmarosbl HOJKHBI OBITH B OJTHOM BpeMEHHOU (opme.

e 3arojloBKM JOJDKHBI TPUBJIEKaTh BHUMaHHE ayAUTOPUU U 0000LIaTh OCHOBHbBIE
MOJIOKEHUS CIIai/1a.

* B 3aronoBkax J0KHBI OBITH U OOJIBIIKE, U MaJIbIe OYKBHI.

» Cnaiiipl TOJDKHBI OBITH HE CIUIIKOM SIPKUMH — JIUIIHAE YKPAIICHUS JIUITH CO3/AI0T
Oapbep Ha yTH 3G GEKTUBHOM TIepenaun nHOopMaIuy.

» KomuuecTtBo 6;10Kk0B MH(OpPMAIIMK BO BpeMsi OTOOPaXKEHHUS CTATHCTUYECKUX JaHHBIX
Ha OJIHOM CJaii/ie TIOJDKHO OBITh HE 0oJiee YeThIpeX.

* Iloamucu x MIUTIOCTpALMK pa3MELIAOTCs MO HEM, a He HaJ| HEl.

* Bce cnaiipl mpe3eHTalu JOIKHBI OBbITH BBIIEP/KaHbI B OTHOM CTHIIE.

OOu1re mpaBuia UCHOIB30BAHUS MIPUPTOB
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1.Kaxnapiii mpudt (rapautypa[ 1] + HanmrcaHue) UMEET OJTHY CMBICTIOBYIO HAarpy3Ky.

JI1st yCTOMYMBOM rapHUTYPBI TPAIULUOHHBIMY, 110 MeHbIIEH Mepe, ¢ XIX B. ecTb Takue:

* TOJYXKUPHBIN MPUT HA3BaHUS CTPYKTYP JOKYMEHTA,

* KypCHB — JIOTUYECKOE yJapeHHe, B YaCTHOCTH, Ha (HOPMYJTUPOBAHMU OCHOBHBIX
MOJI0KEHUH, ONIPEACIICHUH U T. 1.,

*  (IPSMOI» OOBIYHBIN - OCHOBHOM MacCHB WH(OPMAIIUH.

2. TekcThl Tpe3eHTalUid, KOTOpPbIE MCHOJIB3YIOT B TCUXOJOTHYECKH HaAINPKEHHON
HECTaHAAPTHOM CUTyalluW, HAAO0 TOAaTh TApHUTYPOH C YIPOIIEHHBIM aJrOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudTom Arial. DT0 1EenecooOpa3HO BO BpeMs padbOTHI ¢
MHCTPYKLIMSAMHU IMPaBHI 0€30MacHOCTH, HOPMATUBHBIMU aKTaMH, COTJIAIIEHUSIMH C MPABOBBIMU
WM UMYIIECTBEHHBIMHU MOCIIECTBUSAMH, YCIOBUAMHU OJIMMITHAHBIX 331aHUN U T.I1.

3. UzOeraiite mcmnonb3oBaHus Oosiee TpeX pPa3NUYHBIX HIPUPTOB HAa OJHOM CcCraiine.
WNnaue uwurtatenb NOPEeXKIACBPEMEHHO YCTAHET, IIOCTOSHHO TBITAasACh BBIOpPATh aAITOPUTM
pacniozHaBanus mpu@Ta. VickiaroueHne cocTapisieT MHCTPYKIUS MO UCTIONIb30BaHUIO IPU(TOB.

Cosz0anue npezenmayuu Ha 3a0AHHYI0 MeMy NPOXOOUm yepe3 cledyioujue IMansi:

1) co3manue crenapus; 2) pa3padoTKa MPE3eHTAUN C UCIOIb30BAHUEM MPOTPAMMHBIX
CPEICTB.

3areM Hy)XHO BBIOpaThb Mporpammy pa3paboTku mpeseHTtauuu. Kaxmas u3
CYLIECTBYIOIIMX  MpOrpaMM  Takoro  Kkiacca  00Jagaer  CBOMMH  COOCTBEHHBIMHU
UH/IMBUYaIbHBIMUA BO3MOXKHOCTSIMH. TeM HEe MeHee, MeXy HUMH ecTh MHOro o0rero. Kaxas
Takas MMporpaMMa BKIIIOYaeT B ce0si BCTPOEHHBIE CPEJICTBA CO3/IaHUs aHUMAIIMH, TOOaBICHUS U
penaKkTUpOBaHUS 3ByKa, UMIIOPTUPOBAHUS M300paKEHUM, BUJECO, a TAK)KE CO3JIaHUSI PUCYHKOB.
[Iporpamma PowerPoint, Bxonasimas B mporpammubiii maketT MicrosoftOffice, nmpegHaznauena
Ui co3nanus npe3eHTanuii. C ee MOMOIIBIO MOJIB30BATENb MOXKET OBICTPO OOPMUTH AOKJIA B
€MHOM CTUJIE, TAKUM 00pa30M, 3HAUUTEIHHO MOBBICUB CTENIEHb BOCIPHUATHS MPEAOCTABISIEMON
uHpopmanuu ayauropueil. [Ipesenranus nmm «cnain-¢umism», noarorosieHHas B PowerPoint,
IpeJCTaBIsieT cOoOOM MOCIEeI0BaTENIbHOCTh CIIaJIOB, KOTOpble MOTYT COJEp)KaTh IUIaH U
OCHOBHBIC TIOJIOKCHHSI BBICTYIUICHHS, BCE€ HEOOXOJMMble TaOJIMIbI, AMArpaMMBI, CXEMBI,
PUCYHKH, BXOJSIIME B JEMOHCTPAlMOHHBIH MaTepuai. [Ipu HeoOXoIMMOCTH B MPE3EHTALUIO
MOYKHO BCTaBUTh BUACOI(P(PEKTHI U 3BYK.

Tabnuna - OCHOBHBIE IPUEMBI CO3/IaHUSI U 0ODOPMIIEHUS TPE3EHTALUN

ITocTaBnennas 3amaua TpeOyemble necTBUS
Co3znaTh HOBYIO 3amyctute PowerPoint.
Mpe3eHTaNuio 0e3 B oxne nuanora PowerPoint B rpyniie moseit Beioopa Coznanue
MIOMOIIIM MacTepa u npe3entanuussioepurcHoBasi npe3enTanus.
MIPUMEHEHHUS MadJIoHa
BriOpatb pasmerky B oxne nuanoraCo3aarth cjiaiix BbIOEpHUTE MBIIIBIO TPeOyeMBbIi
cnanja BapHaHT Pa3METKH.

ITocne BoiOopa HoBasi mpe3eHTanms okHO quanora Pasmerka
cJaaiaa nosieiseTcss apromatudecku. Ecinu Bel xotute cMEeHUTH
Pa3METKy UMCIOLICTOCA cnal?ma, TO BBIIIOJIHUTC KOMaHy
®opmat/Pazmerka cnaiijia Uiy BOCIOJIb3yHTECh MUKTOrPAMMOM,

o PazreTka
pa3MenIeHHoM B naneau @opmMaTupoBaHue .

[IpumMeHuThH madIoH B mento @opmar Beibepute koManay OdgopmiieHue ciaaiaa uim
Ju3aiiHa BOCIIOJIB3YHTECH TUKTOIPAMMOM, Pa3MEILLIEHHOM B ITaHEIU

K.oHCTpYKTO
(I)OpMaTI/IPOBaHPleE HETPORTER

BceraButh HOBBIN cinailn | OTKpONTE TOT Cllaiif, mocie KOTOporo Bel XOTUTE BCTaBUTh HOBBIM,
u BemostHATEe KoManay BeraBka/Co3aats ciaaiin (Ctrl + M) wim
BOCIIOJIB3YHTECH TUKTOIPAMMOM, Pa3MEILIEHHOM B ITaHEIU
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|”IEI Coznars cnaiéa

dopMaTHpOBaHUE

IlepemecTutbes MEXKIY
cllangaMu

Bocnonb3yiiTech 6€TyHKOM HIIM KHOITKaMHU BEPTHUKAIBHOM MOJIOCHI
NpOKpyTKHU WK kiasumamu PageDown, PageUp.

[Tepemenast 6eTyHOK MOYKHO IO BCILIBIBAIOIICH MOJICKA3Ke
ONPEJIEINTh, HA KAKOM CJIali[Ie OCTAaHOBUTHCSI.

AKTHUBU3UPOBATH
rnasesns Pucopanue

Brimonnute komanay Buna /Ilanesnn uacrpymenToB/PucoBanue

BBecTtu TekcT B
MIPOU3BOJIBLHOE MECTO
cllanma

Bri6epute Ha manenu PucoBanue nucrpyment Haanucebuch
U YCTAaHOBHUTE TEKCTOBBIM KypCOp B HY’KHOE MECTO MJIH MEHIO
BceraBka/Haanuce.

OTtpenakTupoBarhb
HMEIOITUICS TEKCT

[IlenkHUTE IO TEKCTY, YCTAHOBUTE TEKCTOBBIN KYpPCOP B HY>KHOE
MECTO U BHECUTE MCIIPABJICHUSI UITH 100aBJICHUS.

VY 1ajauThs TEKCT BMECTE
C paMKOM

[[{enkHUTE MO TEKCTY, 3aTE€M ILLIEIKHUTE HETIOCPEACTBEHHO 10 PaMKe
1 HauxkmuTe Kiasuiny Delete.

W3meHuTh mpudT Uiau
pasmep mpudTa

Bocnons3yiitecs komannoit @opmat/IlIpudT nmm
PACKPBIBAIOIIUMCSI CITCKOM MIPpU(TOB/pa3MepoB MaHEIH
Times Mew Roman |1r| 18 -

WHCTPYMEHTOB

3meBUTHL LIBET
mpudTa

Brimonnute komanny @opmat/LpudT mnu BHIOEpUTE KHOIKY

IIBeT TekcTa naHesy @opmarupoBanue (Pucosanme).

BriGpath cTrIb
oopmienus mpudra

Bocnonb3yiitech komanaoi @opmat/LIpudT nnmm kHonkamu

® E g =

ITaHEJIX UHCTPYMEHTOB . IIOJLYKUPHBIN, KYPCUB,

IIOAYEPKHYTHIN, TCHb.

BripoBHSATH HaOpaHHBIHA
TEKCT OTHOCUTECIIBHO
paMKu

Bocnonb3yiitecs komanaoii @opmat/BeipaBauBanue/Ilo geBomy
kpat (Ctrl + L); ITo nentpy (Ctrl + E); Ilo npaBomy kparo (Ctrl
+ R); Ilo mupuHe Wiy KHONKaMU TaHEJIH HHCTPYMEHTOB

= @OopMaTHpOBaHMHE.

BriOpats 11BeT 1 THII
JIUHUY JIJIST PAMKH,
no100paTh 3aIUBKY

Brienure pamky (MM yCTaHOBUTE KYpPCOp B TEKCT, BBEACHHBIH B

| &

paMKy) U BBITIOJHUTE KoMaH1y Dopmat/ ... B mosiBUBIIEMCS
ANAJIOTOBOM OKHE YCTaHOBI/ITe OBCT SaJII/IBKI/I, THUII IMHUU U €€ 1IBCT.
TaK}Ke MOKXHO BOCIIOJIB30BAaThCA KHOIIKaMH ITaHCIIN PI/ICOBaHI/IeZ

‘&’ r 'ﬁ - ]

—3aJIMBKa; ™™ — [BET JIMHUU, — THII JINHUU.

AKTHBU3UPOBATH
MaHeslb ABTO(UTYPBI

Bribepure komanay BeraBka/Pucynok/ABToduryps! wiu

o o AETOPMIYPE ™
BOCIIOJIb3YNUTECHh KHONIKOW naHenu PucoBanue

HapucoBaTth 00beKT

AKTUBM3UpYHTE TaHe s PrcoBaHue, BHIOEPUTE COOTBETCTBYIOIINMA
MHCTPYMEHT (JIMHMS, OBAJI, IPSIMOYTOJIBHUK U T.J.) U «PACTIHUTEN
burypy Ha ciaiijie, IpoTacKuBasi Kypcop.

3meHUTHL LIBET
00BeKTa

)
BrigenuTe 00bEKT U BRIIOTHUTE KOMaHy Dopmat/ | 4 1501051

BOCIIOJIB3YHTECH KHONIKOU ITanenu Pucosanmue:

-
=== — LIBET JIMHHU.

Hactpouts TeHb
o0BeKTa

BrigennTe 00BEKT U BOCIIONIB3YHTECh KHOMIKOW TTaHeTu PucoBaHue:
= CTHJIb TEHH.

Hactpouts 06beM
00BbeKTa

BrigenuTe 00BEKT B BOCMONBL3YHTECH KHOMKOM naHenu PucoBanue:

@ - — O0neM.
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[ToBepHYTH OOBEKT Ha
KaKo-1100 yromu

BrinennTe 00BEKT U BOCTIONIB3YHTECh KHOMKOW TTaHe I PucoBanue
HeiictBusi/IloBepryTh/0Tpa3uTh/CB0O00AHOE BpallleHHE, a 3aTEM
MIEPEMECTUTE MBIIIBIO YTOJI 00HEKTA B HANIPABJICHUN BpaICHUSI.

Crpynnuposatb Beinenure Bce 00BEKTHI, MOANIEKAIINE TPYIITUPOBKE U BBITOIHUTE

00BEKTHI koManay I'pynnupoBka/I'pynnupoBaTh KOHTEKCTHOTO MEHIO
BBIJICJIEHHBIX OOBEKTOB.

XynoxxecTBeHHas Bocnons3yiitecs kHonkoM nanenu Pucosanue:

HAJTNCh

4 _ JlobaBuTH 00HEKT WordArt.

BcTraBuTth 3ByK

Bri6epute xomanay merio Berapka/®@uibMbl M 3BYK/3BYK U3
KOJUICKIIMM KAPTHHOK; 3BYK M3 (haiisa.

Hactpouts anumariuto

B pexume ciaiiioB meaKHUTE 00BEKT, KOTOPHIN XOTHUTE
AHUMUPOBATD.
B mento IMoka3 ciaiiioB BEIOEpUTE KOMaHTY

; HacTpolika SHHFAL M. ..
|a P = | WM COOTBETCTBYIOUIYIO

KOMaH]ly KOHTEKCTHOTO MEHIO BBIOpaHHOTO 00bekTa. Bribepute
HYKHbIE 71eMeHThI TaHenn HacTpoiika anumanum.

YcraHoBUThE MaciITad
pabouero ciaiga B
cpene PowerPoint

Ha nanenu Crannapthas cpensl PowerPoint ycraHOBUTB
HEOOXOIMMBIN MacIITad MPOCMOTpPa U3 PACKPBIBAIOIIETOCS CITHCKA
46% -

Crnioco6 mpencraBiaeHus
JIOKyMeHTa (T.€.
MPE3CHTAINH .ppt) B
OKHE MPUITOKCHUS

JlokymeHT PowerPoint MoeT 0TOOpakaThCsi B OKHE TTPHIIOKEHUS
Tpems crioco0aMu: B BUJE CIAIOB, B PEKUME CTPYKTYPHI, B PEKUME
COPTUPOBIIMKA CJIANI0B.

J17is u3MEeHeHHUs crioco0a MpeACTaBIeHUs TO0CTAaTOYHO BLIOPATh

JIEeMOHCTPAIINIO, HE
3amyckas PowerPoint

PowerPoint COOTBETCTBYIOILIYIO KOMaH/ly B MEHIO BU WM IIETKHYTH IO OJTHOU
13 TPEX KHOMOK B JIEBOM YaCTU TOPU30HTAIILHON MOJIOCHI POKPYTKHU:
T _ nokas ciaiiioB (c Texymero cnaia);
— OOBIYHBINA PEKUM;
58 — PEKUM COPTHPOBILMKA CIIANIOB.
[Iposectn Breimonuute komanny Bua/Iloka3s ciaaiigos (F5) wim
JEMOHCTPALINIO BOCIIONIb3YHTECH KHOMKON = .
[Tepeiitu Bocnonb3yiTech meJa4KoM MBIIIIH,
cienyoomeMy cinainay B | kinasumamu Enter, IIpo6e;
npouecce PageDown, PageUp niu xiiaBuim HaBUrauu Kypcopa:
JEMOHCTPALIMHI nepexo/1 BIIepe /Ha3al 1o rajiepee CIaiiioB;
Home — nepexop kK caMmoMy MepBOMY ClIaiiay;
End — nepexon k caMmoMy MOCJIETHEMY CIANAY.
IIposecTn Haiinute cBoii paiis, BbIenHUTE U BEI30OBUTE KOHTEKCTHOE MEHIO

Ha)KaTUEM IIPABOM KHOIKU MBIIINA. B KOHTEKCTHOM MEHIO BbIOEpUTE
koMmaHyllokasars.

CoxpansieTcs mpe3eHTaius B aitie ¢ pacimmpeHuem .ppt.
IIpy noAroTOBKE KOMIIBIOTEPHOU NPE3EHTALIMHU CTYIEHT JOJIKEH:

e U3YYHTH

MaTepuaibl

TeMbl  (BOmpoca), KOTOpoHl  (KOTOpoMy) TIOCBSIIECHA

KOMIIBIOTEpHAsI PE3EHTALS, BBIJEISS [TIaBHOE U BTOPOCTEIIEHHOE;
e YCTaHOBUTH JIOTHUECKYIO CBSI3b MEXKAY AJIEMEHTaMH TeMbI (BOIIPOCa);
e TIPEACTABUTH XapaKTEPUCTUKY IEMEHTOB B KPaTKoi Gopme;

e BbIOpaTh OMNOPHBIE CHUTHAJIBI

JUISL  aKIEHTUPOBAHUS TJaBHOW WHPOpMAIMK U

0TOOpa3uTh B CTPYKTYpE MPE3CHTALHH;
e 0pOpPMUTH MPE3EHTALHUIO U TPEIOCTABUTH K YCTAHOBJICHHOMY CPOKY.
MeTtoauyeckue yKazaHusl 10 OATOTOBKe K YCTHOMY ONPoOCy
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CamocTtosTenbHas paboTa CTYJIEHTOB BKJIIOYAeT IOATOTOBKY K YCTHOMY OIpOCYy Ha
CEeMMHAPCKHX 3aHATUAX. J{JIs1 3TOTO CTyNEHT M3ydyaeT JICKIHUH, OCHOBHYIO U JOTIOJHUTEIbHYIO
auTepatypy, nyonukanuu, nHpopmanuio u3z MlatepueT-pecypcos.

Tema 1 BOMPOCHI K CEMMHAPCKUM 3aHSTHSM, BOIIPOCHI Ui CAMOKOHTPOJISL COAEpKATCs B
paboueli yueOHOM TTporpamMme U TIOBOJSTCS 10 CTYJAEHTOB 3apaHee. D(HPEeKTUBHOCTh MOATOTOBKH
CTYACHTOB K YCTHOMY OIIPOCY 3aBHCHT OT KauecTBa O3HAKOMJICHHS C PEKOMEHJOBAHHOU
auTepaTypoil. [l MOATOTOBKM K YCTHOMY OIpOCY, OJIML-OMPOCY CTYIEHTY HEOO0XOAMMO
O3HAKOMUTBCSI C MaTEpUaloM, MOCBALICHHBIM TEME CEMHHapa, B YYEOHUKE WJIM Jpyrou
PEKOMEH/I0BaHHOM JHUTEpaType, 3aluciX C JIEKIMOHHOTO 3aHATHsS, OOpaTUTh BHHMaHUE Ha
YCBOEHHE OCHOBHBIX TOHSATHH JHCUUIUIMHBI, BBIIBUTH HESACHBIE BONPOCHI U TMOA0OpaTh
JOTIOTHUTEIBbHYIO JIUTEpPAaTypy [UIsl UX OCBELICHHS, COCTAaBUTh TE3MCHI BBICTYIUIGHHS TIO
OTJENbHBIM NPOOJIEMHBIM acleKkTaM. B cpenHem, MOArOTOBKa K YCTHOMY OINPOCY IO OJHOMY
CEMHHApPCKOMY 3aHATHIO 3aHUMAeT OT 2 10 4 4acoB B 3aBHCHMOCTH OT CJIOKHOCTH TE€Mbl U
0COOCHHOCTEH OpraHu3aluu CTYIEHTOM CBOEH CaMOCTOSTEIHHON PabOTHI.

MeTtoauyeckue ykazaHusl 10 NOATOTOBKE K TECTHPOBAHMIO

Kak u mo0ast npyras ¢opMa MOArOTOBKM K KOHTPOJIO 3HAHUHN, TECTUPOBAHUE MUMEET PSij
0COOEHHOCTEH, 3HaHHE KOTOPHIX TOMOTAa€T YCIEIIHO BBITOJIHUTH TECT.

— IIpexne Bcero, ciaenyeT BHUMATEIbHO H3YYHTh CTPYKTYpy TECTa, OLEHUTh O0bEM
BpPEMEHH, BBIJICIIIEMOTO Ha JAHHBIM TECT, YBHJETh, KAKOTO TUIA 33aJJaHHUsS B HEM COJEPXKaTCA.
3TO MOMOKET HACTPOUTHCS Ha PadoTy.

— Jlyuymie HayMHATH OTBEYATh HA T€ BONPOCHI, B MPABUJIHLHOCTU PEUICHHUS KOTOPBIX HET
COMHEHHUM, MOKa HE OCTAHABIMBAsACh HAa TEX, KOTOPbIE MOTYT BBI3BaTh JOJTHE Pa3AyMbs. DTO
MIO3BOJIMT YCIIOKOUTHCS M COCPEIOTOUNTHCS Ha BBITIOJIHEHUH 00JIee TPYAHBIX BOIIPOCOB.

— OueHb BaXHO BCETJa BHUMATEIHHO YMTATh 3aJaHUS 10 KOHIIA, HE MbITAsACh MOHSITH
YCIIOBUSL «II0 TIEPBBIM CJIOBaM» WJIM BBIMOJIHUB TOMOOHBIE 3aJaHUs B MPEABLAYIINX
TECTUPOBaHUAX. Takas CHEIIKa HEepPeIKO MPUBOAMUT K JOCAJHBIM OIMIMOKAM B CaMBIX JIETKUX
BOIpOCaXx.

— Ecnu BBl He 3HaeTe OTBETa Ha BOIPOC WM HE YBEPEHbI B MPAaBUIBLHOCTHU, CIETYET
IPOMYCTHTh €r0 U OTMETHTb, YTOOBI TOTOM K HEMY BEPHYThHCH.

—Jlyume nymaTh TONBKO O TeKylleM 3afgaHuu. Kak mpaBuio, 3aaHusi B TecTax He
CBSI3aHBI JIPYT C JAPYrOM HEMOCPEJCTBEHHO, MOATOMY HEOOXOIMMO KOHLIEHTPUPOBATHCS Ha
JAHHOM BONPOCE M HAXOAWUTh pEIICHUs, MOIXOA’IIMe HMEHHO K Hemy. Kpome Toro,
BBIMIOJTHEHUE 3TOW pPEKOMEHIAIMKM JacT €lle OJWH ICUXOJOrHMYecKui 3P¢PeKkT — MO3BOJIUT
3a0BITh O HEyJlaue B OTBETE Ha MPEIbI YN BOIPOC, €CIIM TAKOBask MMEIa MECTO.

— MHorue 3amaHusi MOXKHO OBICTpee pPElINTb, €CIM HE HCKaTh cpa3y NpaBHIbHBINA
BapHaHT OTBETa, a IOCJEAOBAaTENIbHO MCKIIOYATh T€, KOTOpbIE SIBHO HE MOAXO0IAT. Merton
UCKJIIOUEHHS TI03BOJIIET B HMTOTE€ CKOHIICHTPUPOBAaTh BHHUMAHUE Ha OJHOM-IBYX BEPOSITHBIX
BapHaHTaX.

—PaccunThiBaTh BBINOJIHEHHUE 3a/laHUN HYKHO BCErja TakK, YTOObI OCTalOCh BpeMs Ha
poBEpKY U 1opaboTky (mpumepHo 1/3-1/4 3amiaHupoBaHHOTO BpeMeHH). Toraa BepoOsSTHOCTb
OMKCOK CBOJUTCS K HYJIIO U MMeEETCs BpeMs, uyToObl HabpaTh MakCHUMyM OallJIoB Ha JETKHX
3aJaHUsIX U COCPEIOTOUYMTHCA Ha pELICHWH OoJiee TPYAHBIX, KOTOpbIE BHAYaje MPUILIOCH
MPOIMYCTHUTb.

— IlIpouecc yraapiBaHus MpaBUIIbHBIX OTBETOB JKEJIATEILHO CBECTH K MUHHUMYMY, TaK
KaK 3TO YpeBaTO TEM, YTO CTYICHT 3a0yJeT O TJaBHOM: YMEHHUH HCIIOJIb30BaTh MMEIOLIHECs
HAKOIUICHHbIE B yueOHOM Mpolecce 3HaHus, U OyaeT HaJaesThCcs Ha yaady. Eciu yBepeHHOCTH B
NPaBUWIBHOCTH OTBETAa HET, HO HWHTYUTHBHO TMOSBIISIETCS TPEANOYTEHHE, TO TIICHUXOJIOTH
PEKOMEHAYIOT OBEPSTh MHTYUIUHU, KOTOpas CUMTAETCS MPOSIBICHUEM TIyOMHHBIX 3HAHUU H
OTIbITA, HAXOSAIINXCS HA YPOBHE MO/ICO3HAHMUS.
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—IIpu moAroToBKE K TECTY WM AK€ SK3aMEHY HE CIIEQyeT MPOCTO 3ay4yHBaTh pazfel
y4eOHHKa, HE00X0AMMO MOHSTH JOTUKY U3JI0KEHHOT0 MaTepuaia. OTOMy HEMaJIo CIIOCOOCTBYET
COCTaBJICHHE PA3BEPHYTOTO IJIaHA, TAOJINI, CXeM, BHUMATEIFHOE H3YUYEeHHE HCTOPHYECKHUX KapT.

Bonbuiyto momomns OKa3bplBalOT pa3zHOOOpa3HbIe OMYyOJMKOBaHHbIE COOPHUKU TECTOB,
HHTepHeT-TpeHaXEePHl, TO3BOJISAIONINE, BO-IIEPBBIX, 3aKPEIUTh 3HAHHS, BO-BTOPBIX, PHOOPECTH
COOTBETCTBYIOIIUE TICUXOJOTHUECKUE HABBIKA CAMOPETYJISIIUN U CAMOKOHTPOJIS. VIMEHHO Takue
HaBBIKM HE TOJBKO MOBBIIIAIOT 3((EKTUBHOCTH NOATOTOBKH, ITO3BOJISIIOT 00OJI€E YCIIEIIHO BECTH
ce0si BO BpeMsi 9K3aMEHa, HO W BOOOIIE CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIHHON
paboTHI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCLHUITJIMHBbI

Jlis  mpoBeleHUS 3aHATHH JIGKIIMOHHOTO M CEMHHAPCKOTO THMA HWCIOIB3YIOTCS
ayIuTOpUH, OOOpPYIOBaHHbIE MYJIbTUMEIUNWHBIMU  CPEICTBAMH  OOYYEHHs: OKpaHOM,
IPOEKTOPOM, HOYTOYKOM (IIpY OTCYTCTBUH SKpaHa, HOyTOYKa U MPOEKTOpa — yueOHas 10CKa).

Jlns  mpoBeneHHs MPOMEXYTOUHON aTTecTallid MO JUCHUIUIMHE HCHOJB3YIOTCS
ayqUTOpUs, OCHAIEHHass Yy4eOHOH MeOenblo, 3KpaHoM, HOYTOYKOM U MpPOeKTop (TpH
OTCYTCTBHH dKpaHa, HOyTOyKa M MPOeKTOopa — yueOHas TOCKa).

Jist caMOCTOATENbHOM paboThl 00yYaromUXCs HMCIONB3YeTCs ayIUTOPHs, OCHAIICHHAs
KOMIBIOTEPHON TEXHUKOW C BO3MOXXHOCTBIO TOJKITIOUEHHS K ceTH MHTepHeT u o0ecrieueHnemM
JOCTYyTa B 3JICKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alllu.

JIist IpakTUYeCcKOl MOATOTOBKH OOYYArOIIUXCSl UCTIOIB3YIOTCS Ay JUTOPUS, OCHAIIICHHAS
y4eOHON MeOenblo, SKpaHOM, HOYTOYKOM U MPOEKTOp (IIPH OTCYTCTBUHU dKpaHa, HOYTOyKa H
pOEeKTOpa — yueOHas J0CKa).

Hcnonp30BaHWe  WHTEPHET-PECYpCOB  NpEAIojiaraeT  MpOBEJEHUE  3aHATUH B
KOMIBIOTEPHBIX KJIaccaX ¢ BhIX0A0M B MHTepHeT. B KOoMIBIOTEpHBIX Kilaccax 0oOydaromuecs
UMEIOT JOCTYINl K MH(GOPMAIMOHHBIM pecypcaMm, K 0aze JaHHBIX OMOIHMOTEKH (DJIEKTPOHHO-
oubnuoreuynas cucrema http:// www.iprbookshop.ru).

10. OCOBEHHOCTH  OCBOEHHMsA  JUCHUIIIMHBI JIMODAMHA C
OI'PAHUYEHHBIMHU BO3MOXKHOCTSIMHU 3I0POBbS

OOyuarommMcess ¢ OTPaHMYCHHBIMH BO3MOXKHOCTSIMU  3JI0POBBSI  TIPEAOCTABISIOTCS
CrHielMalbHble yYeOHWKH, YYeOHBIE MOCOOMS WM AMJAKTHYECKHE MaTepHAIIbl, CIICIUAIbHBIC
TEXHUYECKHE CPEJCTBA OOYyYEHUsS KOJJICKTMBHOTO M HHIMBUAYAJIHHOTO IMOJB30BaHMS, YCIYTH
accucTeHTa (ThI0TOpA), OKa3bIBAIOIIETO 00YUYAIOIUMCS HEOOXOIUMYI0 TEXHUYECKYIO TTIOMOIIb, a
TaKXe YCIYTH CypJONEepPEeBOAYMKOB U TH(IIOCYPIOTIEPEBOTUHKOB.

OcBoeHME MUCIUIUTUHBI 00YYArOIIUMUCS C OTPaHMYECHHBIMU BO3MOXXHOCTSIMH 3/I0POBBSI
MOXET OBITh OPraHW30BAaHO COBMECTHO C APYTUMH OOYHYAIOUIMMHCS, a TaKKe B OTAEIbHBIX
rpyImax.

OcBoeHMe NUCIUILTUHBI 00YYarOIIUMUCS C OTPaHUYECHHBIMH BO3MOXHOCTSIMU 3/10POBBSI
OCYIIECTBIISICTCSI C yYETOM OCOOEHHOCTEH ICUXO(PU3NIECKOTO Pa3BUTHS, WHIMBHIYaTbHBIX
BO3MOXKHOCTEH U COCTOSIHUS 3710POBBSI.

B memsix JOCTYMHOCTH TIOJIYYEHHs BBICIIETO OOpa3oBaHHsS 10 00pa3oBaTEIbHOU
porpaMMe JUIaMHU C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU 370POBbSI P OCBOSHUH JAHCLUTUINHBI
obecrieunBaeTcs:

1) st U1 ¢ OTpaHUYEHHBIMU BO3MOXKHOCTSIMHU 37I0POBBS IO 3PEHHUIO:

— NMPUCYTCTBHE THIOTOPA, OKA3BIBAIOIINIA CTYACHTY HEOOXOAUMYIO TEXHHUYECKYIO TOMOIIIb
C YYETOM MHAMBHUIYaJIbHBIX OCOOCHHOCTEH (IIOMOraeTr 3aHsTh pabouyee MECTO, MePeABUIaThCs,
IPOYUTATh U 0QOPMUTH 3a/IaHKE, B TOM YHUCIIEC, 3AIMCHIBAS TIO]] TUKTOBKY ),

— MUCHMEHHBIC 33/IaHUS, a TAKXKE HHCTPYKLHUH O MOPSAKE MX BBIMOJIHEHHUS 0()OPMIIIOTCS
YBEIUYCHHBIM IIPHPTOM,

— clieryagbHble YYeOHUKH, YUeOHbIC MTOCOOMS U AMJAKTHUECKUE MaTepuaibl (MMEIoIIne
KpYIHBIA mpudT Uiau ay1nodanss),
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— MHJIUBUyaIbHOE paBHOMEpHOE ocBenieHue He meHee 300 mrokc,

—IpU  HEOOXOAWMOCTH CTYIEHTY JUIs BBINOJHEHHS 3aJaHus TMPEIOCTaBISACTCS
YBEJIMYUBAIOIIIEE YCTPOMCTBO;

2) A U1 ¢ OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3[JOPOBbS IO CIIyXY:

— IIPUCYTCTBHE ACCHCTEHTA, OKA3bIBAIOIIMN CTYAEHTY HEOOXOAMMYIO TEXHHUYECKYIO
IOMOIIlb C YYEeTOM HHIMBHIYaJbHBIX OCOOCHHOCTEW (ITOMOTaeT 3aHATh paboyee MecTo,
HepeIBUTAThCS, IPOYUTATh M OPOPMHUTH 33aHUE, B TOM YHCIIE, 3aMIUCHIBAs MO]] TUKTOBKY),

—obecrieunBaeTcss  HaNUMYME  3BYKOYCHJIMBAIOUICH  ammapaTypbl  KOJUIEKTUBHOTO
HOJTb30BaHMSA, TNPH HEOOXOANMOCTH OOYYaIOIMIEeMyCsl IPEIOCTAaBISETCS 3BYKOYCHIIMBAIOIIAS
annaparypa MHIMBUAYaJIbHOTO MOJb30BaHHUS;

—obecrieunBaeTcss  HAUICKAIIUMH ~ 3BYKOBBIMH  CPEICTBAaMH  BOCIIPOM3BEICHHS
uHpOpMaLNK;

3) g W ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMH  3[IOPOBBS,, MMEIOLIMX HApyIICHUS
OTIOPHO-JIBUTATEIILHOTO amnrapara:

— MUCbMEHHBIC 3a/IaHMs BBINONHAIOTCS HAa KOMIIBIOTEPE CO CIEHHaTN3UPOBAHHBIM
IPOTpaMMHBIM 00€CTIeYeHHEM WIIM HaIMKTOBBIBAIOTCS THIOTOPY;

— I10 KEJIAHUIO CTYJICHTA 3aJIJaHHS MOTYT BBIITOJHSATHCS B yCTHOH (opMe.
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IIpusoxxkenue Kk padoueil nporpamMMe QM CUUNIAHBI
«JlokyMeHTaMOHHOE 00ecnedyeHHe YIPABJIEHUs] HA MPeINPUATHAX CEPBUCA)

®OH/I OHEHOYHbBIX CPEACTB (OHEHOYHBIE MATEPHAJIBI) IS
IMPOBEJAEHUSA TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHU "

1. OIMCAHME MOKA3ATEJIEH OLIEHUBAHUA KOMITIETEHIIAM,
®OPMHUPYEMBIX B ITPOHECCE OCBOEHUA JUCHHUITJIMHBI

Onuncanue IMoOKa3aTeliell OICHMBAHUS KOMIICTCHITHI,

MPOMEXYTOYHOM ATTECTAIIMA

dbopMHupyeMBIX B TIpoIecce

OCBOCHUA NUCLHUIIIINHBI (MO,Z[y.H}I), 1 UCIIOJIB3YCMBIC OLICHOYHBIC CPCACTBA MPHUBCICHLI B Ta6n1/1ue

1.

Ta6muma 1 — Iloka3zaTenu olleHUBAHUS U OIEHOYHBIE CPEJICTBA VISl OIICHUBAHUS PE3YIbTAaTOB
00y4YeHHs IO TUCITUILINHE

Kon n HammeHoBanue

ITporenypsl orleHUBaHUSA

Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNCTBA)
. [TokazaTenu olieHUBaHUS >
(hopmupyemoii JOCTHKCHUS TEKYILIUI
N (pe3ynpTaThl 00yUYeHN) MIPOMEKYTOUHAS
KOMIICTEHIIUU (hopmupyemoii KOHTPOJIb
aTTecTalus
KOMIIETCHIINU YCIIEBaEMOCTH
3HaeT ey U 3a71a9u YCTHBIN YCTHBIH OIIPOC
CEpBUCHOI OTIpocC;
JIeATEIbHOCTH pedepar;
OpraHHU3alyn TECTUPOBAHHE
OIIK-2.1. Onpenensier | YMECT ONPEIEISATh MPAaKTHYECKUE | TPAKTUIECKUE
LeJIH U 3aJ1a4n OeJau U 3aga4n 3adaHusA 3adaHus
CEpBHCHOM CEpPBUCHOI
ACATCIIBbHOCTH ACATCIIBHOCTHU
OpraHu3aniu OpraHusaluu
BIIQJICET HaBBIKAMU MpaKkTUYECKUE | MPAKTUYCCKUE
oTpeAeNeHIs eI U 3a/1aHus; 3a/TaHus
3a/1a4 CepBUCHOMN MIpe3eHTalus
JIEeATEIbHOCTH
OIIK-2. Criocoben OpraHu3anuu
OCYIIECTBIATH 3HaeT OCHOBHEIE YCTHBIN YCTHBIH OIIPOC
OCHOBHbIE (DYHKIIUH METO/bI U IPUEMBI OTIpoC;
yIpaBJIEHUs CEPBUCHOM IIaHUPOBAHUA, pedepar;
ACATEIBHOCTBIO OpraHu3aru, TECTUPOBAHUE
MOTHBAIIUH,
OIIK-2.2. Ucnonb3yet KOOPJVHAIINN U
OCHOBHBIE METOIBI U KOHTPOJIS AEATEIBHOCTH
IMpUEMBI IIJTAaHUPOBAHUA, OpFaHI/I?)aHI/II\/II C(i)epbl
OpraHu3anuu, CepBI/Ica U UX
MOTHUBALIUU, o
MoApa3ieacHui
KOOpJIWHALA 1
KoHTpOMs fesTenbrocTn | YMEET MCTIONb30BaTh MPaKTHYECKUE | TMPAKTUIECKUE
OCHOBHBIE METOIBI U 3aJTaHus 3a/TaHus

opraHu3anuii cepbt
CepBHCa U UX
nojipa3iesieHui

NPUEMBI TJIAHUPOBAHUS,
OpraHu3alvy,
MOTHBAIIHH,
KOOPJHHAIINHU U
KOHTPOJIS JICATEIbHOCTH
opra"u3aruii chepbl
CepBHCa U UX




Kon n HanmeHoBaHME [Ipornemyps! olieHUBaHUS
Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNCTBa)
. [Nokazarenu oreHUBaHUS "
dbopmupyemoit TOCTIDKEHHS TEKYIIHH
N (pe3ynpTaThl 00yUYeHN) TIPOMEKYTOUHAS
KOMIICTCHITUU (hopmupyemoii KOHTPOJIb
aTTecTalus
KOMIIETECHIINT YCIIeBaEMOCTH
noJpa3/ieIeHuM
BJIa/iceT HaBBIKAMHU MPaKTHYECKUE | TMPAKTUIECKUE
UCTIOJh30BAHHS 3a/laHus; 3aJTaHus
OCHOBHBIX METO/IOB U MIpe3eHTalus
MIPUEMOB
TUTAHUPOBAHUS,
OpraHH3aIlvH,
MOTHBAIIUH,
KOOPJVHAIINN U
KOHTPOJIA JCSITETLHOCTH
opra"u3aruii chepbl
CepBHCa U UX
0JIpa3AeIeHUH
3auer

2. Metoauyeckue MaTepuaJibl, ONpe/e/siioliue Mpoue1ypbl OlleHUBAHUSA

2.1. MeToan4yeckne MaTepHuaJibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B
paMKax TeKylero KOHTpPoJisi yCreBaeMoCTH

[Tpouienypa onieHUBaHMS POUCXOANUT C HCIIOIH30BAHIEM METOJa TECTUPOBAHMUS, OLICHKH
MPAKTUYECKUX 3aJaHui, ypOBHS MOJITOTOBKU CTYJIEHTA MPU OTBETE€ HA BOMPOCHI IMPU YCTHOM
orpoce.

MeTtoauyeckoe onucaHue NOATOTOBKM U NPOBeIeHNUs] TECTHPOBAHUS

He menee, ueM 3a HeZlenio 10 TECTUPOBAHUS, TIPETIOAABATEIh OMPEAeIIsieT 00yIaroImuMCs
UCXOJHBIE TaHHbIE JUIsSl MOATOTOBKH K TECTUPOBAHUIO: pa3ebl (TEMbI, BOIPOCHI), 10 KOTOPHIM
OyIyT 3aJaHusl B TECTOBOU (hopMe, JINTepaTypy M UCTOUYHUKH (C TOYHBIM YKa3aHHUEM Pa3JelioB,
TeM, cTaTei) JIsl MOATOTOBKH.

TecThbl BBIONHSIOTCS BO BPEMSI Ay JUTOPHBIX 3aHATHH (MMPAKTUIECKUX).

KomnnuecTBo BOIpocoB B TECTOBOM 3aJaHUH ONPEEIISIETCS IPEnogaBaTesieM.

Ha BeImonuaenue TectoB otBoauTCA 0,5-1 akageMudecKuii Jac.

NuauBuayanbHOE TECTOBOE 3a/laHuE BbIIAETCs 00ydaroneMycsi Ha O0yMa>kHOM HOCUTEJNE.
Takxe TeCTUpPOBaHHE MOXKET MPOBOAUTHCS C HUCIOIB30BAHHEM KOMIBIOTEPHBIX CPEICTB U
IpPOrpaMM B CHEIHAIBHO 000PY/IOBaHHBIX TOMEIICHHUSX.

[Tpy POXOKICHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHUKaMU HE
pa3pelieHo.

[Tpumepsbl TECTOBBIX 3a/laHUI, a TaKKe KPUTEPUU U IIKala OIEHKH MPHUBEACHHI B I1.3.
®oHJ1a OIIEHOYHBIX CPEJICTB.

MeTtoauyeckoe onucanue NOArOTOBKH U MPOBeIEHNsI YCTHOT0 OMpoca

VYcTHBIE OMpOCHl  MPOBOASTCS IpernojaBaTelieM BO BpeMsl ayAUTOPHBIX 3aHATUN
(JIEKIIMOHHBIX WITA IPAKTHYECKUX ).

OcHOBHBIE BONPOCHI ISl YCTHOTO OINpOCa JOBOJSATCS JO CBEIEHHUS CTYJIEHTOB Ha
MPEbIIYIIeM 3aHIATHH.

KonnuecTBo BOIpocoB omnpeaenseTcs npenoiaBaTeieM.

Bpewms nposenenus omnpoca ot 10 muHyT 10 1 akazeMuyeckoro yaca.

VYceTHBIE OMPOCHT HEOOXOAMMO CTPOUTH TaK, YTOOBI BOBJEYh B TEMY OOCYKICHHS
MaKCUMaJdbHOE KOJMYECTBO OOydaIOmUXCs B TPyMNe, NPOBOAUTH Tapalien C YxKe
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MPOMICHHBIM yY€OHBIM MaTEpPHAJIOM JAaHHOW IAUCIUIUIMHBI U CMEKHBIMH KypcaMu, HaXOJUTh
yla4yHble TPUMEpPhl M3 COBPEMEHHOM JAEHCTBHTEIBHOCTH, YTO YBENUYMUBACT 3(PPEKTHUBHOCTDH
YCBOEGHUS MaTepHuaa Ha acCOIUaInsIX.

[Iepeyenr BOIPOCOB MAJisi MPOBEACHUS YCTHBIX OMPOCOB, a TAaKXKE KPUTEPUM M IIKaja
OIICHKH TIpuBeAeHBI B 11.3. DOH/1a OLIEHOYHBIX CPEACTB.

Metoanueckoe onucanne MOArOTOBKY U MPOBeIeHUs MPAKTHYECKUX 3a1aHUI

[IpenonaBarens 3apaHee MOJATOTABIMBACT BEeCh WH(MOPMAIMOHHBIA KOMIUIEKC, TOTOBHUT
OnmaHKu C 3a7aHusMH. Bpems pemieHus 3amgaHus yka3zaHo B camoMm OmaHke. CTyAEHTHI
CaMOCTOSITEJIbHO U3y4YaloT ¥ POpadaThIBaIOT TEOPETUUECKUIN M CIIPABOYHBIN MaTepHal 1Mo TEME.
3aI[aHI/I$I Ha yCMOTpeHI/Ie Hpeno;[aBaTen;I MOFYT GBITB Hpe,Z[.HO)KeHBI JJI peH_IeHI/I}I KaK
WHIUBUIyATbHO, TaK U MOATPYTIE CTYICHTOB (10 3 4eloBeK).

Copnepxkanue 3alaHuid, a Tak)Ke KPUTEpUM M IIKaja OLEHKU npuBeAeHbl B 1.3. DoHaa
OIICHOYHBIX CPEJICTB.

2.2. MeToan4yeckne MaTepHUaJIibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B PAMKAaX
NMPOMEKYTOYHOM aTTecTAlUMN

[IpomexxyTouHast aTTecTarus - 3a4eT

[IpomesxyTouHas arTecTanus MpoBOIUTCS B (hopMe 3aueTa.

3adeT BBICTABIISCTCS 110 PE3yJIbTaTaM TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH.

[To ounoii ¢opMe o0OyueHUs 3a4eT BBHICTABIACTCS TIOCIE TMOCIEIHEr0 3aHSATHUs
CEMHHAPCKOT0 THUTIA B TPUMECTPE.

[lo 3aounoifi ¢opme o0OydeHHsT 3a4eT BBICTABIAETCS B CIEIHUAIBHO OTBEJICHHOE
pacriucanueM ceccuu Bpems. [lpm 3TOM BO BpemMs 3auyeTa MpenojaBaTelb IPOBEPSET
BBIITOJTHCHHBIC CTy,Z[GHTaMI/I 3aJaHusi, a TaKXKC 3aaacT JOIIOJHHUTCIIBHBIC U yTO‘IHHIOH_II/Ie
Bompockl. Ha arrecranmio kaxxmoro cryzeHTta oTBoauthes 0,3 akagemudeckux vaca (okoiso 14
MUHYT).

3. TunoBble KOHTPOJbHBbIE 3aaAHUS

Tunosbie 3alaHusA 1JISl TEKYIIETro KOHTPOJIA YCIIEBA€MOCTH

3.1. [lepeyeHb TUNIOBBIX MPUMEPHBIX MPAKTHYECKUX 3aTaAHUI

Bapuanr 1

3aganue 1.

B mae 2018 r. 66110 co3gano OO0 «Dwuanka». PykoBoIcTBOM OBUIO MPEAIOKEHO CO3/1aTh
B cTpykTtype OOO KaHLENSIpPUI0O U BBECTH €€ B COCTAB AJMUHUCTPATHBHO-XO3SMCTBEHHOTO
otnena. [Ipotus aTOro pemeHus BeICTynMIa 3aBeaytonias kanuensapueit Opnosa A /L.

Kto mpaB B crnoxusmeiics curyanun? Kakumm o6pazom OprmoBa A.Jl. mokaswsiBayia
PYKOBOJICTBY CBOIO TOUKY 3peHUs?

3aganue 2.

B asrycre 2018 r. 6su10 co3gano AO «ABuatop». Cinyx6a JIOY B Hem ObUta Ha3zBaHa
OOIIM OTIEJIOM.

Kakumu mokymMeHTamMu [OJDKHA OBITh periiaMeHTHPOBaHA JAESITEIbHOCTh CO3JaHHOTO
otxena? Kak oHu coctaBistroTest?

3aganue 3.

Kakoli 1OKyMEeHT sBISI€TCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUIAIOIIUM CHCTEMY
JIOY B KOHKpeTHOH opraHuzamuu ¢ yderoM ee crneuudpuku? Kak oH cocraBisercs, oOperaer
IOPUANYECKYIO CUITY?

3ananue 4.

C xakoil menpro co3maeTcss Tabenb yHUPUIUPOBAHHBIX (opM moxkymeHTOB? Kakas
METOAMKA Pa3padOTKU Tabells UCTIONb3yeTCs?

3aganue 5.
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Kak pazpaborate anp00M yHUDHUIMPOBAHHBIX (GOPM JOKYMEHTOB, CO3/1aBaCMbIX B
opranuzaiuu? KakoBa 11e51b €ro co3aanusi?

Bapuant 2

3aganue 1.AkmmonepHoe obmectBo «CtTpena», pacmojoxkeHHoe B ropoae Koctpoma
(ropuamueckuii aapec: yia. Jlecnas, 22, ten. 46-01-34, dakc (043) 46-01-37), umeer rman
«Ctpena-ExarepunOypr» B ropone ExatepunOypr (mo agpecy: yi. Bok3anenas, 34, ten. 23-34-
56, daxc (032) 23-34-55). CnpoektupyiiTe 61aHK MUChMa JIJIsl TOJIOBHOTO O(prica aKIIMOHEPHOTO
oOmiecTBa u ero ¢gunuana B ropoae ExarepunOypr.

3ananmue 2. AxunonepHoe oomectBo «Boctok» (114311, MockBa, yi. Habepexnas, 1. 16,
kopr. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, MHH/KIIII
0000000000/000000000) siBsieTcst KpymHOM opraHu3amueit. Ero opranusamioHHas CTpyKTypa
BKJIIOYAET TPU JIemapTaMeHTa (B COCTaBe KaX10To 00pa3oBaHO OT YEThIpEX JI0 IMIECTH OTIEIIOB).
JupexTop Kaxaoro aemapraMmeHnTta siBisercss wieHom CoBera mupektopoB OOmiectBa ¥ B
npelenax CBOEH KOMIETEHIIMM HMEET MpaBO MOJANUCH JOKYMEHTOB, MCXOIALIUX U3 €ro
nonpaszeneHus. B HacTosmiee BpeMs BCTald BOMPOC O MOATOTOBKE M BHEIPEHHM B MPAKTUKY
pabotbl, kpome Omanka AO «BocToky», eme ¥ OlMaHKOB JENapTaMEHTOB 3TOTO AKIIMOHEPHOTO
oOmiecTna.

CrpoekTupyiite o0muii OnaHK opraHm3aruu, oOmmMi OnaHk W OJaHK s TUChMa
Henapramenta mepeBo3ok AO «Bocrok», Omank mmceMma gupekTopa JlemaprameHTta
npousBoacTBa AO «BocTok».

3ananue 3. Buie-nmpe3uIeHT aKIIMOHEPHOT0 KoMMepueckoro 6anka «Cupuycy (321674, .
C, yn. Oxmnas, 13/2, ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BeICKa3al HAYadbHUKY KaHLEISAPUH TIOKEIIAHWE HMMETh ONaHK ¢
yKa3aHHUEM CBOEH JOJDKHOCTH, MOTUBUPYS €ro TEM OOCTOSATENLCTBOM, YTO OH BEAET OOUIMPHYIO
MEPETIHCKY.

[IpaBomo4HO Jin oXkenaHue Bule-npe3uaeHTa? Kak qomkeH BHIISACTh TaKol OaHK?

3ananue 4. Vcnonwssys popmyisip odpaserr, CipoeKTUPYITE:

a) OymaHKk mUcbMa (C MPOJOJBHBIM PACIIONOKEHUEM PEKBU3UTOB), €CIH HCIOJIB3YIOTCS
caenyromue peksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OmaHk mpuKasza (C MPOJOJBHBIM PACHOJIOKEHHEM PEKBU3UTOB), €CIHM HCIIOJB3YIOTCS
caenyromue peksusutsl: 05, 09, 13, 10, 11, 17;

B) ONaHK 3asBICHHS (C YIJIOBBIM DPACIONIOXKCHHEM PEKBU3WTOB) HA UMS TE€HEPAIbHOTO
nupektopa OAO «Axcon» KocunieBa A.B. o mpenoctaBieHMHM MaTE€pUaTbHOW MOMOIIM B
pasmepe 10 MPOT B cBs3U C TSXKENIBIM CEMEUHBIM MOJIOKEHUEM.

3ananue 5. B nacnexkuun denepanpHO HAIOTOBOW CyXKObI 110 JICHHHCKOMY paiiOHY T.
CraBponossi BO3HHMKJIa HEOOXOIUMOCTh B pa3paboTKe OJlaHKa PacHOpsDKEHHUS A oThena 1o
pabote ¢ HamoromiareabukamMu. CIpoeKTHPYHTE Takoi OJaHK (C YIVIOBBIM PAacIOI0KEHUEM
PEKBU3HUTOB), €CIIU B IAHHOM CJIy4ae UCIOJb3YIoTCs chnenaytonue peksusutel: 01, 05, 06, 09, 13,
10, 11, 17.

Kputepuu u mKaia oueHKH pelieHusi MPaKTHYEeCKOro 3aJaHus

Ouenka Kpurepun

OT1aunyHo Omauuyno  CTaBUTCS, €CIU COAEpKAHWE PabOTH/OTBETa IMOJIHOCTHIO
COOTBETCTBYeT 3afmaHuio. OOydaroluiicsi, NTEMOHCTPUPYET BCECTOPOHHEE,
cHUCTeMaTHYeckoe MU TiyO0oKoe 3HaHHEe Y4eOHOro marepuaia, yMEHHE
cBOOOJHO BBIMOJIHATH MpakTUyeckoe 3amaHue. [1oaHo ocBemaer 3aJaHHYIO
TEMy, €€ aKTyaJIbHOCTb M HOBU3HY. Marepuan U3JI0KEH B ONpPEACIICHHOU
JIOTUYECKOU MOCIIeI0BATEIHHOCTH, JUTEPATYpHbIM  SI3BIKOM, C
UCIIOJIb30BAaHMEM COBPEMEHHBIX HAYYHBIX TepMHHOB. OOydarommiics
MPOJEMOHCTPUPOBANI B MOJHOM 00beMe HeOoOXOJIMMBbIe 3HAHUS U YMEHHS;
YMEHUE TIO0Jb30BaTbCs HOPMAaTUBHOM, CIIPaBOYHOM U  CIIELUAIBHOU
JUTEpaTypoil; 000CHOBAaHHOCTh PE3yJIbTATOB W BHIBOJIOB, OPUTHMHAIBHOCTD
UJIeU; CIOCOOHOCTD MPEACTABIATh PE3yJIbTAThl HCCIEAOBAHMS B TBOPUYECKOU
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dopme; 000CHOBaHME BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MIOJTYYCHHBIX JaHHBIX. [IpoieMOHCTpHUPOBaH JIMYHBIN BKIJIAJ 00y4aromierocs
B paboty. Odopmienue paboThl B IIEIOM OTBEYAIOT YCTaHOBJICHHBIM
TpeOOBAHUSIM.

Xopouo Xopowio  craBUTCS, €cCIUM  COJepKaHue pabOThI/OTBETa JIOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYET 3amaHuio. (OOydYaromuiics JIeMOHCTPHUPYET
3HaHME Y4YeOHOro Mmarepualia, yMEHHE YCICIIHO BHIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JIMTEPATyphl, PEKOMEHIOBAaHHOH B IpOrpaMMme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW MOCIIEN0BATEIBHOCTH,
MIPU 3TOM JOIYIIEHBI JBE-TPH HECYIICCTBEHHbIE ONMTUOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO TpeOOBaHHIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCTIONIB3YETCSl JIOCTaTOYHO, OTpPakKeHAa HOBHM3HA IIOJIyYCHHBIX JIaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOyuwaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHMSIM.

YnosaerBop | [Ipu  yooeremeopumenvHom  OTBETE  coJepkaHWEe  pabOTHI/OTBETA
UTEJbHO HEJOCTATOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUIO. 3aJaHHE BBIIIOIHEHO
gactuyHo. OOydarommiicss IEMOHCTPUPYET HEIOCTAaTOYHOE OCBEUICHHE
3aJIaHHOM TEeMBI, JOMYIIEHBI MOTPEITHOCTH U HETOYHOCTH, JOIYCKAET OIHY
CYIIECTBEHHYIO OMIMOKY, HO 00OJjagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
yCTpaHEHUs] TOJ] PYKOBOJICTBOM IMpemnojaBarens. HaydHas TepMHHOIOTHS
UCTIONIB3YETCSl HEJOCTATOYHO, BBIBOJABI HE OOOCHOBAaHBI. JIMUHBIA BKIAn
oOyuaromerocsi B paboty HemocratoueH. Odopmiienue paboTel He
TIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

HeynoBaers | [Ipu Heyoosremeopumenvhom OTBETE€ coAep)KaHUE paOOTHI/OTBETa He
OpHUTEJIbHO | COOTBETCTBYET 3allaHHi0. B paboTe MpoJeMOHCTPUPOBAH HHU3KUH YPOBEHb
3HAHWA W yYMEHUWH, HaONIOMAI0TCSI 3HAYUTENIbHBIE HETOYHOCTH B
UCTIOJIP30BaHUU HAYYHOW TEPMHHOJIOTHH, HET BBIBOJIOB, OTPAHUYCH 00BEM
CoJlep’KaHusl BBIMOJTHEHHOTO 3amaHus. OdopmieHue paboOThl HE OTBEYACT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB /IJIsl YCTHOI'O OIPoca

1. HCJ'II/I H 3aa4u CepBI/ICHOﬁ ACATCIIBHOCTH OpTraHU3aluu.

2. OcHoBHBIE MCTOJIbI W IIPUEMbI IUIAHUPOBAaHHWA, OpraHu3alv, MOTHUBAIUH, KOOpAWMHAIWU H
KOHTPOJIAA ACATCIbHOCTHU OpFaHI/I3aLII/If/’I C(l)epbl CCpBHUCA U UX noapau[eneﬂm?l.

3. JlokymenTannoHHoe obecneuenue ynpasienus (JJ0Y).

4. 3nauenue nokymeHTa B Typusme. Mecro JIOY B nesaTenbHOCTA MEHEIHKEPOB.

5. YpoBHU yIpaBi€HUS U IPOLECCHl OPraHU3alUU. YPOBHU YIPABICHUS B MaJIOH
opraHu3anuy (PyKOBOISIIMNA M ONEPATUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOISIIMIA,
CTPaTEernuecKuii, TAKTUIECKUI U ONEPaTUBHBIN).

6. JlokyMeHTUpOBaHHbIe HMH(OpMalLUg W YNPaBICHUYECKHUE DPELICHUS COOTBETCTBYIOLIUX
YPOBHEM.

7. JIOKyMEHTBI, MCHOJb3yEeMble PYKOBOJMUTEISIMH W HWCIIOJHHUTENISAMU IPHU BBINOJIHEHUU
CBOMX TIPOIIECCOB (MPaBOBbIC, OPraHU3ALMOHHO- PACIOPAIUTEIbHBIC, MJIAHOBO-(pPUHAHCOBEIE,
BHEIIHNE HOPMATHBHbIE, BHYTPEHHNE HOPMATHUBHBIE U TEXHUUYECKHE).

8. 3akoHomarenpHOE perynupoBanue 10V (penepanbHble 3aKOHBI).

9. HopMaThBHO-IpaBOBOE W HOPMATHBHO-METOIWYECKOE  perynupoBanne  JIOY
(HaIMOHANBHBIE CTAHAAPTBHI, TOCYAAPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO O0ecreyeHus
yrnpasieHust u ee uenr, 'OCT P 51141-98 «/lenonpou3BoacTtBo u apxuBHOE n€0. TepMUHBI 1
onpenenenus, [OCT 6.30-03 «YHuduIupoBaHHbIE CUCTEMBI JOKyMEHTAIIUN», O0IEepOCCHicKuii
KJIaCCU(UKATOP yNPaBICHYCCKON JOKYMEHTAIH, TOCYyIapCTBEHHBIC HHCTPYKIMH 110 JIOVY).

10. OcHoBHBIE (DYHKIUU YIIPABICHHUS CEPBUCHON ACATEIBHOCTHIO.
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11. [TonsiTue knaccuurauu TOKYMEHTOB.

12. Knaccudpukanuss JOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUs, MO cdepe
WCITOJIB30BaHUS, 10 MECTY COCTaBJICHHS, TI0 TPUQy OrpaHUYCHHS AocTyna (Tpudbl JOKYyMEHTOR),
[0 TPOUCXOXKIEHHUIO, O IOPUIMYECKONW 3HAUYUMOCTH, MO (OpMe H3JI0KEHHUs, MO CpOKaM
XpaHEHUS.

13. [loHsATHE HIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DJICKTPOHHOMY JOKYMEHTY.
[TpeumyriecTBa ¥ HEAOCTATKHU AJIEKTPOHHOTO TOKYMEHTA.

14. DnexTpoHHBII JOKYMEHTOOOOPOT M €ro peryJupoBaHHE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHeHUs AMEKTPOHHBIX TOKYMEHTOB.

15. VaudunupoBaHHBIE CHUCTEMBI NOKYMEHTAIIMM: TIOHATHE, BUIBI (OpraHU3allMOHHO-
pactopsiANTENIbHON  JOKYMEHTAIlMU; OaHKOBCKOM JOKyMEHTAluu;, (UHAHCOBOW, Y4YETHOH M
OTYETHOM OyXranTepcKoi TOKyMEHTAIlMU OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAIlMU; YYETHOW W OTYETHOM MOKYMEHTAlMH MPEANPUATUN; JOKYMEHTAUUU MO TPYLY;
nokymeHTaiuu [leacuonnoro gounga PD).

16. HeobxogmmocTh eAuHBIX MpaBuil odopmiieHus HTOKyMeHTOB. (COCTaB pPEKBHU3HTOB
MOoKyMeHTOB. [IpaBuna opopmiieHHs peKBU3UTOB.

17. TloHsTHE IOPUIMYECKOTO 3HA4YEHUSI JOKyMeHTa. HOpuauyecku 3HauYMMble PEKBU3HUTHI
nokyMeHTa. FOpunndeckoe 3Ha4eHUE AINEKTPOHHOTO IOKYMEHTA.

18. TlonsTre s3bIKa CIYy)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CITyKEOHBIX
JOKYMEHTOB (TOYHOCTh M SICHOCTB; JIAKOHUYHOCTh; YyOEAMTENhHOCTH, HEHTPAIbHOCTH TOHA
U3JI0KEHUS; MCIOJIb30BaHHE  YCTOWYMBBIX  CIOBOCOYETAaHHM — CTaHJAPTHBIX  00OpPOTOB;
WCTIOJIb30BaHUE OOLIETTPUHATHIX COKPAIICHUH ).

19. Ilonstue Onanka mokyMeHTa. Buaesl OnaHkoB. PexBu3uThl OsaHKOB. BapuaHThI
PacroJI0KEHUsI PEKBU3UTOB.

20. OcHOBHBIE TPYyMIbl OPraHU3aALUOHHO-PACTIOPSAIUTEIBbHBIX JOKYMEHTOB. DopmyJsip-
o0pa3el] OpraHu3alOHHO-PACIOPSAUTEIBHOTO JOKYMEHTA.

21. OcHoBHbIE BUABI ycTaBOB. [IpaBumna cocraBieHus.

22. Tlonsatue koHTpakTa. TpeOoBaHMs K KOHTpakTy. OCHOBHbBIE BUIBI TOJOKEHUN H
MpaBUJIa COCTABJICHHUS.

23. OCHOBHbIE BU/Ibl UHCTPYKIHI U IIPABUJIA COCTABIICHUSI.

24. TloHsiTHE NOTKHOCTHOM MHCTPYKIIMU U MPaBUIa COCTABJICHUS.

25. llonsarue npukasa. [IpaBuna cocraBieHusl.

26. Ilonstue pacnopspkeHus. [IpaBuiia cocraBieHus.

27. Ilonatus peweHus U nporokosna. [IpaBuna cocraBieHus.

28. IlonsTHs MOKIaMHOM U CTyKeOHOM 3anmucok. [IpaBuiia cocTaBieHUs.

29. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE U
HUPKYJISpHBIE THChMA.

30. HdenoBoe NMUCHMO B YCIOBUAX YHU(DHUKAIMUA. PEKBU3UTHI 1€70BOT0 MUCHMA.

31. BapuaHTbl afpecoBaHus MUCEM. S3bIKOBOM CTaHAAPT SI3IKOBOTO MUCHMA.

32. CraHpapTHBIM acleKT KOMIO3UIMU JENOBBIX NuceM. PeueBoil ITHKET JAEIOBOTO
nrucbMa. @opmyiel oOpameHus. MexayHapoaHbIe THChMa.

33. VYcraBHbIE NOKYMEHTHI. byXraiaTepckue M CTaTUCTHYECKUE AOKYMEHTHI. JIOKYMEHTBI
BHYTPEHHET0 PacropsIKa.

34. JIOKyMEHTBI, PErJIaMEHTUPYIOIIME OTHOIICHUS C TOCTABIIMKAMU, C AareHTaMu,
napTHepamH, TypUCTaMU.

35. OOmas xapakTepucTuka 10roBopa. TpeboBaHMs K COCTaBICHUIO JJOTOBOPOB.

36. JloroBopHbI€ OTHOLIECHHS MEXIY TYPOIIEPATOPOM U TypareHTOM.

37. JloroBOpHBIE OTHOIICHHUS MEXKIYy TYPUCTCKHM MPEANPUSATHEM W TOTPeOUTEISIMH
TYPUCTCKUX YCIYT.

38. JloroBOopHbIE OTHOIIEHUS MEXAY TYypONepaTopoM M MOCTAaBIIMKAMHU TYPUCTCKHUX
YCIIYT.

39. JloroBopHbIE€ OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.
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40. JIOKyMEHTBI [0 OpraHU3alU TYPUCTCKOTO MyTEIIECTBHUS.

41. 3asBKa Ha OPraHU3aLMIO TYPUCTCKON MOE3/IKH.

42. 3asBieHHE HA Typ. AHKETA TYpUCTA.

43. 3asgBka Ha OPOHHPOBAHUE TYPUCTCKUX yCIyr. TypHcTCKas MyTeBKa.

44. JloroBOp O TYpPUCTCKOM OOCITY>KHBAHHUH M MPABHUJIA €T0 COCTABICHUS.

45. AreHTCKO€ COrJalieHue.

46. KoHTpaKT 0 COTpyTHUYECTBE B 00JACTH TypHU3Ma C HHOCTPAHHBIM MTApPTHEPOM.

Kpurtepuu u mkaja oueHKH 0TBeTa MPU YCTHOM ONpoce

Ouenka Kpurtepun
OT1au4HO Omauyno CTAaBUTCA, €CIIM 00YyYarONTUHCS JEMOHCTPUPYET TITyOOKOE, TIOJTHOE
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUSA apryMCHTUPOBAHBI U
WUTIOCTPUPOBaHbl MpuMepamMu. B ocBemieHun cojepxaHus BOIpoca
HCIIOJIB3YCTCA aHAJIMTUYCCKUM moaxona, O6OCHOBBIBaeTC$I CBOdA TOYKa
3peHus; JIeNaloTCsl CoJepKaTelbHbIE BBIBOJBI. Marepuan H3JI0KeH B
OIIPEIETICHHOM JIOTUYECKOM OCIEN0BATEIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

UCIIOJIb30BaHUE COBPEMEHHBIX Hay4HBIX TEPMUHOB; OTBET
CaMOCTOATEJIbHBIM.
Xopomo Xopouto CcTaBUTCS, €CIW OOyYaIOMIMICSA JEMOHCTPUPYET JTOCTATOYHO

MOJIHBI ¥ TIPABWIBHBIA OTBET; BBIIIBUTAEMBIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJITBEPK/IEHBI IPUMEPAMU; B OTBETE MPEACTABICHbI PAa3IUUHbIE MOIXOAbI K
paccmatpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CIIElNaHbl KpaTKUE BBIBOIbI;
MaTepuai U3JI0KEH B ONMPEEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, TIPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WMJIU OTOBOPKH),
WCIPABIICHHBIC IO TPEOOBAHUIO MTPETOIaBaTEs.

YnosaerBop | [Ipu  yoosremeopumenvnom oOTBeTe OOyYAIOMUUACA JOMYCKACT OAHY
HUTEJTbHO CYIIECTBEHHYIO OIMIMOKY; OTBET HEIOCTaTOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI TpPaBUIBLHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIIBHUTAEMbIC IOJOKEHUS HEIOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPXKACHBI IpPUMEpPaMH; OTBET HOCHT
MPEUMYIIIECTBEHHO OIUCATEeNbHBIM, a HE KOHIICNTYAIbHBI XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIIOJIb3YETCsl HEIOCTATOUHO.

HeynoBuers | [Ipu neyodosremsopumenvnom oTBeTe OOYYAIOMIUHCSA JOMYCKAaeT P
OPUTEJbHO | CYHIECTBEHHBIX OLIMOOK, KOTOPbIE OH HE MOKET UCIIPaBUTh MPHU HABOJISALINX
BONpOCax TMpenojaBaress; HE MOXKET JaTh HaydYHOe OOOCHOBaHHE
po0JIeMbl; BBIBOJBI OTCYTCTBYIOT HJIM HOCST MOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOYHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.3. [lepeyeHs npuMepHO TeMAaTUKHU pedepaToB

1 Vaudukanus u craHgapTA3anus JAOKYMEHTOB: YHH(DHIIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTaIluu

2 Obepoccuiickuekaaccu(huKaTopel:001IepOCCUCKUITKIIaCCU(PUKATOPYIPABICHYECKON
nokymenTaruu (OKY J1)

3  VHudunupoBaHHBIE CHUCTEMBl JOKYMEHTAIlMU: yHHU(DHUIMPOBAHHAs  CHCTEMa
OpraHu3aIMoHHO-pacnopsaauTeasrHoi nokymentanuu (Y COPJI)

4  VHuuIupoBaHHBIE CHUCTEMBl JOKYMEHTAIlMU: YHH(PHUIMPOBAHHAS  CHCTEMa
nokymenTaiuu [lencuonnoro ¢ouna Poccuiickoit denepanun

5 Benenue Aenompon3BOICTBA O OOpAICHHSIM TpaXKIaH B opraHu3anusx [leHcHoHHOTO
dbonga
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6 Benenue nenonpou3BOACTBA ¢ OOpalleHUsSIMH TPaXJAaH B YMPABICHUSIX COIUATBLHOMN
3allUThl HACETICHUS

7 Opranuzanusi paboThl ¢ 0OpallleHUsIMU Tpak/laH B OpraHax BHYTPEHHUX el

8 DkcnepTusa EHHOCTH JOKYMEHTOB U MOPSIOK Y4eTa 0C000 EHHBIX JOKYMEHTOB

9 Opranuzanys onepaTUBHOTO XpaHEHUs JOKYMEHTOB M MOATOTOBKA JENIa K apXUBHOMY
XPaHEHUIO

10 Opranu3zanus paboThl C TOKyMEHTaMU, UMEIOUTUMH TPUQBI OTpaHUUEHUS JOCTYIIa

11 Iopsimok paboThl ¢ KOH(MUISHITMATBHBIME TOKYMEHTAMU U MaTepUalaMU

12 OcHOBHBIE XapaKTEPUCTUKH JOKYMEHTOOOOpOTA U MPaBHJIA €r0 y4eTa

13 Iopsinok 1BUKEHUS JOKYMEHTOB B OpraHU3aluu

14 HopmaTHBHO-TIPaBOBBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTICUEeHUS YIIpaBICHUS

15 Poab TOKYMEHTalMOHHOTO 00eCTIeueH s YIPABJICHUSI B COBPEMEHHON OpTraHU3aIiH

16 Homenkiatypa zien: mopsiok pa3padoTKu U opopMIIeHUS

17 CronbioBoe (mpukazHoe) aenonpou3Boactso B XV—XVII BB.

18 lemonpoun3BoacTBO B [[peBHEPYCCKOM TOCy1apCTBE

19 UcnonHuTenbHOE IEI0MPOU3BOICTBO

20 Cucrema KOJIJIEAKCKOT0 AEJIOMPOU3BOICTBA

21 Cucrema MUHHUCTEPCKOTO Aenonpous3BoacTsa B XIX — Havanne XX B

22 YnupaBieHHe U AeIONpou3BOACTBO B 1917—1941 rr.

23 Pa3utue Poccuiickoil rocyapcTBEHHON CUCTEMBI AEIONPOU3BOACTBA

24 Vcropus ynpaBiaeHuUs U Aeonpou3BoAcTBa B 1945—1990 rr.

25 Uctopus pa3BUTHs MUCbMEHHOCTH U IEIONPOU3BOICcTBa B Poccun

Kputepun oneHkn padoThbl CTYI€HTOB NP BbINOJIHEeHHHU pedeparTa

Pedepar sto omna u3 ¢dopm ycTtHOW arrecranuu. Pedepar — 3T0 camocTosTenbHas
ucclieioBaTenabckas paboTa, B KOTOPOM aBTOpP PpACKphIBAaeT CYTh HCCIEIyeMOMl IMpoOJieMbl;
NPUBOJIUT pa3jMYHBbIE TOYKH 3PCHHS, a TaKKe COOCTBEHHBbIC B3IIsiAbl He Hee. ComepxaHue
pedepara AOKHO OBITh JIOTUYHBIM; U3JI0KEHUE Marepralia HOCUT MPOOIEeMHO-TeMaTHIEeCKHIA
xapakrtep. Pedepar cTUMynHpyeT pacKphITHE HCCIEIOBATEIBCKOTO MOTEHIHANA YYallerocs
(BBIMYCKHHUKA), CIOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYIHHYECTBY, CaMOPACKpPBITHIO U
MPOSIBIICHUIO BO3MOYKHOCTEH.

ABTOp pedepaTta  HOMKEH  TPOACMOHCTPUPOBATH  JOCTHIKCHHE MM  ypPOBHS
MHUPOBO33PEHYECKOH, OOMICKYJIbTYPHOH KOMIETEHIMH, T.€. MPOJEMOHCTPUPOBATH 3HAHUS O
peaTbHOM MHpE, O CYIIECTBYIOIIMX B HEM CBS3AX M 3aBUCHMOCTSX, MpoOieMax, O BEAyIIUX
MHUPOBO33PEHYECKHX TEOPHUSIX, YMEHHHU TPOSIBIISATH OICHOYHBIC 3HAHUS, U3y4aTh TEOPCTUICCKHE
paboThI, WCIOJIB30BATh PA3IUYHBIE METOJbl WCCICIOBAHUS, MPUMEHSATH Pa3INYHbIC MPUEMBI
TBOPYECKOU JAEATETbHOCTH.

1. Heob6xonuMo mpaBWIIbHO CPOPMYIHPOBATH TEMy, OTOOpaTh MO HEH HEOOXOAWMBIN
MarepHal.

2. Mcnonb30Bath TOJIBKO TOT MaTeprai, KOTOPBIH OTpaXaeT CyIIHOCTh TEMBI.

3. Bo BBeaeHuu k pedepaty HEOOX0UMO 00OCHOBATH BHIOOD TEMBI.

4. Tlocne uTaThl HEOOXOIUMO JIeTIaTh CCHUIKY Ha aBTOpa, Hampumep [NerpousBeACHUS 110
CIIUCKY, CTP.].

5. MWznoxenue JOKHO OBITh  MOCHENOBaTelIbHBIM. HenomycTuMel — HedeTKHe
bopMyTUPOBKH, peueBbie U opdorpaduieckre ommoOKy.

6. B moaroroBke pedepara HEOOXOAMMO UCIOIB30BAaTh MaTE€pHANIbl COBPEMEHHBIX
W3JaHUl HE cTaple S JeT.

7. Odopmiienne pedepata (B TOM UYHUCIIE THUTYJIbHBIA JIHCT, JUTEpaTypa) JOKHO OBITH
TPaMOTHBIM.

8. Crnucok ynureparypbl 0popMIsIeTCs C YKa3aHUEM aBTOpa, HA3BaHWS MCTOYHHKA, MECTa
W3JIaHKs, TO/1a U3IaHUs1, Ha3BaHUS U3aTeIbCTBA, HCIIOJI30BAaHHBIX CTPAHMII.
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Pedepar momkeH OBITH BBIMOJIHEH NEYaTHBIM CIIOCOOOM Ha OJHOW CTOpOHE Oymaru
dopmara A4 depe3 monTopa uHTepBaia. L{Ber mpudra nomkeH ObITh yepHBIM, mWpUdT Times
NewRoman, 14 nt.

TekcT creayer mevararb, COOMIOAAs CISAYIONIUE pa3Mephl MOJei: BepXHEe W HIDKHEE —
20 mm, neBoe — 30 MM, mpaBoe — 15 MM. AG3aIHBIA OTCTYN JOJKEH OBITh OJWHAKOBBIM I10
BCEMY TEKCTY M COCTaBIIATH 1,25 cMm.

BripaBHHBaHME TEKCTa MO MIUPUHE.

Pazpermaercs ucmnosib30BaTh KOMIBIOTEPHBIE BO3MOXKXHOCTH aKIIEHTUPOBAHUS BHUMAHUS Ha
OTlpe/ieNIeHHBIX TEpMUHAX, (GopMyiax, MPUMEHsSI BBIIEICHHUE XUPHBIM MIPpU(TOM, KYpCHB,
MOTYCPKUBAHHE.

Bce ctpanuiisl 00s3aTenbHO TOKHBL OBITH IPOHYMEpOBaHbl. HyMepatius TUCTOB J10JKHA
OBITh CKBO3HOH. Hymepamusi TUCTOB HadyMHAETCS C TPEThEro Jmcra (Mocie COACpXKaHHS) U
3aKaH4MBaeTcs nociegHuM. Homep cTpaHuIlbl Ha TUTYJIBHOM JIMCTE He mpocTtaisercs. Homepa
CTpaHUII TPOCTABJISIFOTCS B IICHTPE HIDKHEH Y4acTH JincTa 6€3 TOUKH.

Cnucok KUCIOJIb30BAHHOM JIUTEPaTyphl U MPHIIOKEHUS BKIIOYAIOTCS B OOIIYI0 HyMEpaluio
JUCTOB.

Odopmnenue murepaTypsr:

Kasxap1ii MCTOYHUK JOJKEH COMIEPIKATh CIEIYIOIINE 00s13aTEIbHBIC PEKBU3UTHI:

- (pamuus ¥ MHULHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3aTEIbCTBO;

- MECTO WU3/IaHUS;

- TOJ1 U3JIaHUSI.

Kpurepunu onenku pedepatos:

- AKTyaJIbHOCTbh TE€MBbI

- COOTBETCTBUE COZCPKAHUS TEME

- 'myOuna npopaboTKu MaTepuaia

- [IpaBuIBHOCTH ¥ IOJTHOTA UCTIOIB30BAaHUS UCTOYHIKOB

- CootBetcTBHE OopMIIeHU pedepaTa CTAaHIAPTOM.

COTIIHYHON:

1. mpUCyTCTBHUE BCEX BBIIIETIEPEUNCICHHBIX TPEOOBaHUI;

2. 3HaHWE YYallUMCSA W3JIOKCHHOTO B pedepare marepualia, yMEHHE TPaMOTHO U
apryMEHTHPOBAHO U3JIOKUTH CYTh IPOOJIEMBI;

3. IPUCYTCTBUE JIMYHOW 3aMHTEPECOBAHHOCTH B PACKPHIBAEMON TEME, COOCTBEHHYIO TOUKY
3peHusl, apryMEHThl U KOMMEHTApUH, BBIBOJIBL;

4. ymenue cBOOOAHO OecemoBaTh MO JIFOOOMY IMYHKTY IUIaHA, OTBEYaTh Ha BOMPOCHI,
MOCTaBJICHHBIE WIEHAMHU KOMHCCHH, IO TeMe pedepara;

5. yMeHuWe aHanU3UpoBaTh (HAKTHMUECKUW MaTepual U CTATUCTUYECKHE JaHHEBIE,
UCIIOJIb30BaHHBIE MTPH HallMcaHuu pedepara;

6. HajgM4he KayeCTBEHHO BBIMOJHEHHOTO MPE3EHTALMOHHOTO MaTepuaia Wi (H)
pa3gaToyHOro, He AYONHPYIOIIEr0 OCHOBHOM TEKCT 3aIIMTHOIO CJIOBA, a SIBJISIOIIETOCS €ro
WLUTIOCTPATHBHBIM (DOHOM.

«XOPOILIO»:

1. Menkue 3ameuyanus Mo opopmIIeHHUIO pedepaTa;

2. He3HAYUTEINIbHbIE TPYTHOCTHU MO OJHOMY U3 NEPEUNCIICHHBIX BbIIIE TPEOOBaHUH.

«YIOBIIETBOPUTEIHHO:

1. Tema pedepara packpbiTa HEIOCTATOUHO MOJHO;

2. HEMOJIHBIN CITUCOK JINTEPATYPHI K HCTOYHUKOB;

3. 3aTpyaHEHUS B U3JI0KEHUH, apTyMEHTUPOBAHUU.

«HEYIOBIETBOPUTEILHO:

TeMa He pacKpbITa
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3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3aJaHUI
B Tecte HeoOXx01uMO BBIOpATh MPaBUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MIIM YKa3aTh
MOCIIe0BATEIHHOCTh O0BEKTOB.
1. lokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepUAILHOM HOCUTENE HH(OPMALIUS ¢ PEKBU3UTAMU,
MO3BOJIIOIIMMU €€ HICHTU(UITNPOBATS.
2. Hocurens nndopmaruu, UCIOIb3yeMON B LEISAX PEryJIUPOBAHUS COIUATBHBIX OTHOIIECHUH.
3. Uudopmarus, 3apuxkcupoBaHHas J00BIM CIIOCOO0M Ha JTI000M HOCHUTEIIE.
2. IlopJIMHHUK JOKYMEHTA — 3TO:
1. ITepBblii WM €AMHCTBEHHBIN K3EMILISAP JOKYMEHTA.
2. DK3eMIUISIp JOKYMEHTa, C KOTOPOI'O CHSITAa KOMHUSI.
3. IOpuaunyeckas cujia JOKyMeHTa — 3T0:
1. OcobeHHOCTH BHEITHETO OPOPMIICHHUS JOKYMEHTA.
2. CBUJIETENBCTBO HAIMYKSA B IOKYMEHTE MOJIOKEHUI HOPMATUBHOTO XapaKTepa.
3. CriocoOHOCTh JOKYMEHTA MOPOKAaTh ONPEIEIICHHbIE TPABOBbIE OCIEACTBHSL.
4. UmeeT 1M IOPHIAMYECKYIO CHIIY IOKYMEHT, NOJy4eHHBbIH 10 GaKCHMUJILHOMI CBSA3U?
1. Jla.
2. Jla, o coriameHnio CTOpOH HHPOPMALIMOHHOTO OOMEHa.
3. Her.
5. Kakoii n3 nepe4nc/ieHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBHU3UTAM YA0CTOBEpeHUs?
1. I'pud yrBepx)acHUS.
2. Ileuarts.
3. OTMeTKa 0 3aBEpEHUU KOIHH.
4. Bu3a coriacoBaHusl.
5. Iloamuce.
6. B kakoii mocy1e10BaTeIbHOCTH J0JKHBI ObITH PACIOJIOKEHbl HAUMEHOBAHNS B 0J1aHKe
nucbma Gpuamnana opranm3anuu?
1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.
2. (OAO «CubuedTb»).
3. @uinan B roposae XaHTel-MaHCHIICKeE.
4. «<Hedrsanas kommanus “Cuduets”».
7. Kakne peKBU3UTHI BKJIYAIOTCA B OJIAHK NUCbMa?
1. MecTo cocTaBieHuUs WIK U3[IaHKUS JOKYMEHTA.
2. 3arojoBOK K TEKCTY.
3. HauMeHOBaHuWE OpraHu3aluu.
4. ToBapHBbIi 3HAK (3HAK OOCTY)KUBAHU).
5. HaumeHoBaHue BUAa JOKYMEHTA.
6. Anpecar.
7. CipaBoYHBIE TaHHBIC 00 OpraHU3aIuy.
8. Ha kakoM 3k3eMILIsipe 1eJI0BOr0 NUCbMA, MOATOTOBJIEHHOM /JIsl OTIPABKH aJpecaTty no
1o4Te, MPOCTABJIATCH BU3bI?
1. Ha mogyinHHMKE, OTIIPABIsiEMOM ajpecary.
2. Ha xonuu, nomeniaeMom B 1€J10 OpraHU3alyu.
9. Kakoii pekBH3HT 0OpMJIEH HENPABHJIBbHO?
1. HauMeHOBaHuEe opraHu3anuu-aBTopa.
2. CripaBo4HEbIE TJaHHBIE 00 OpraHU3aIUH.
3. lara nokymeHTa.
4. PeructpalilnoOHHbIN HOMEpP TOKYMEHTA.
5. 3aroJioBOK K TEKCTY.
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HexoMmMepueckoe NapTHEPCTBO
«'AJAbANSA MPOPECCUOHAJIBHBIX PUDJITEPOB»
HcniomHUTENPHOMY JUPEKTOPY
Poccuiicko-
IBEUIIAPCKOTO
3aropoaHoe 1., 5, Mocksa, 118365 COBMECTHOTO
MPEATPUSITHS
Ten. (495) 245-18-01; daxc (495) 245-30-00
«RussianTrust&TradelLtd.»
OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 r-ny [".I1. CunopoBy
Bonokonamckoe
mr., 10,
Mockaa,
215080

10. Kakoii BapyaHT 0(popMJIeHUS CIPABOYHBIX JAHHBIX 00 OPraHU3aluu U KOJA0B B
0/1aHKe OPraHU3alHU SBJIAETCS MPABUWIbHBIM

l. OO011ecTBO ¢ OTpaHUYECHHOM 2. OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTbHIO OTBETCTBEHHOCTbHIO
«ABTOKAP» «ABTOKAP»
117312, Mockaa, yin. ®epcmana, 1. 5/1 V. depcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Temn. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKITIO 2356447; OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. YTo n0JI7KeH caeaTh pa00OTHUK OPraHU3aliy, BUSHPYIOLIHI JOKYMEHT, eCJIU OH He
COIJIACEH C ero cojep:kanuem?

1. OTka3arbcs OT BU3UPOBaHUS JOKYMEHTA.

2. 3aBU3MPOBATh TOKYMEHT, BEIPA3UB CBOEC MHEHUE.

12. Kakoii BapuaHT 3aro/10BKa K NUCbMY Bbl CUMTAaeTe NPABUWIBHbIM?

1. O noroBope NoCTaBKH.

2. O HeBbINONHEHUH J0roBOpa nocTaBk oT 12.08.2005 Ne 45/67.

3. O HEBBINIOJIHEHUH JIOTOBOPA.

13. Kak no/kHa ObITH 0(pOpMIIEHA MOANHUCH, €CJIM 3aMeCTHTEJIb PYKOBOIUTEJISI
OpraHM3aliy UMeeT NPaBo MOANUCHIBATH JOKYMEHThl BMECTO PYKOBOJMTEIS B cIy4ae ero
BPEMEHHOI0 OTCYTCTBHS?

1. 'eHepanbHbI TUPEKTOP IMonamuce JI.A. Canukos
2. 3aM. TeHepaIbHOT0 AUPEKTOpa [Hoanuce O.I1. Pemu3zos
3. W.o. reHepaibHOro TUPEKTOpA [Tonnuce O.I1. Pemu3zoB

14. Kak no/xHa 0bITH 0)OpMIIeHA OANMCH B MACbMeE, €CJIM KOMMeP4YeCKHUil JUPEeKTOP
¢pupmer (H.U. CrapkoB) HaxoauTCA B OTIIyCKe, 2 HCIIOJTHEHHE ero 00sI3aHHOCTel NPUKA30M
BO3JI07KE€HO HA 3aMecTUuTe s KomMmepueckoro nupekropa (E./I. TabakoBa)?

1. Kommepueckuii aupexkTop [Honnuce E.JI. TabakoB
2. 3aM. KOMMEpPUYECKOTO JTUPEKTOpA [Tonnuce E.JI. TabakoB
3. N.0. koMmmepuecKoro AMpeKTopa [Toanuck E.JI. TabakoB
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15. Hy:XHO Jiu 3aBepATh NEeYaThI0 OPraHUu3alMU NPUKA3bl PYKOBOAUTEIA?

1. Ja.

2. Her.

16. Kakoe nucbMo 3aBepsieTcs ne4aTbio?

1. T'apanTHitHOE TUCHEMO.

2. KoMmMmepueckoe npeyioxKeHue.

3. [Tucemo-mipocroa.

17. Kakoii BapuaHT 0(pOpMIIeHHS Pe30JIONNH PYKOBOIUTES SABJISCTCH NPABUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpouty noocomosumu 3aKiroueHue IIpowty paccmompeme.
k18.04.2007. Iloonucws pykosooumens
Iloonucv pykosooumes 10.04.2007
10.04.2007

18. Kakoii BapuanT 0popMJIeHUSI OTMETKH 0 HAJMYHUH NPHIIOKEHUS B
CONPOBOAUTEIBLHOM NHCbMeE SIBJISAETCH NPABUIbHBIM?
1. ITpunokeHue: ynoMsHyToe Ha 3 1. B 1 3K3.
2. [Tpunoxenue: o TekcTy Ha 3 1. B 1 3Kk3.
3. Ilpunoxenue: Ha 3 1. B 1 7K3.
19. Jlo/zKeH 1M HCIOJIHUTEb, HOATOTOBHBIIMI TEKCT NMCbMAa, BUSHPOBATH 1OKYMEHT?
1. Jla.
2. Her.
20. Kakue HOpMbI NIPUMEHAIOTCS IJIS PacYeTa YUCICHHOCTH J1eJI0NPOU3BOACTBEHHOI0
nepconaja?
1. Hopmsl BeIpabOTKH.
2. HopMbI BpeMeHu.
3. HopMmbl ynipaBisieMOCTH.
4. Hopmbl 00CITy>)KUBaHMUSL.
21. Kaxkoii BapuaHT (OpMYJIHMPOBKH MYHKTA PACNIOPAAUTENbHON YaCTH NMPUKA3a SABJISIETCS
NpaBHIbHbIM?
1. 'maBHOMY OyXTanTepy MOATOTOBUTH U MPEJICTABUTH HA YTBEPKACHHUE CMETY PacXo/i0B Ha
KOMaHAUPOBKH
B 2007 r. B cpok 10 20.01.2007.
2. I'naBaomy Oyxrantepy Amurpueny I1.JI. moArOTOBUTH U MPEICTaBUTH HAa YTBEPXKICHUE CMETY
pacxonoB Ha komaHaupoBKHU B 2007 r. B cpok 10 20.01.2007.
3. I'maBHOMy Oyxrantepy OOO «Arat» I1.JI. JIMuTpueBy NoAroTOBUTH U MPEACTABUTH HA
yTBepkeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
4. Ilopyuuts rinaBaomy Oyxrantepy JAmutpueBy [1.JI. moAroTOBUTH M MpeaCTaBUTh HA
yTBepkaeHHue B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
22. JIOKyMeHT0000pOT — 3TO:
1. Ilepenava noKymMeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IMIPOIIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHM3allMi ¢ MOMEHTA UX CO3JaHMs WU TOJIYUYEHUS 10
3aBEPIICHUS UCTIOJIHEHUS WU OTIIPABKHU.
3. JIBuKeHHEe KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, MPUHATHUS M UCIIOTHEHUS
pElICHUH.
23. SBasiercs M 3a1a4a cOBepIICHCTBOBaHUS (GOPM H MeTO0B PadoThl C JOKYMEHTAMHU
3apavei cayxob1 JOY?
1. Ja.
2. Her.
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24. Kakoi 10KyMEHT OTHOCHTCS K HeperucTpupyeMbim?
1. [Tucemo-3anpoc.
2. XKamoba rpaknaHuHa.
3. ConpoBOAUTEIBHOE MUCHMO.
4. PexmaMHOE TUCBMO.
25. JlosxeH Jim pa6oTHHK ciay:k0b1 JJOY, ocyliecTBASIIOMNE KOHTPOJIb 32 HCIOJTHEHHEM
AOKYMEHTOB, HATIOMHHATH UCIOJIHUTEISAM O NPHOJIMKEHUN CPOKOB UCIOJTHEHH S
HAXOASAIIUXCH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MakCMMAJIbHBIN CPOK MCIIOJTHEHHUS 00pallleHuil rpaxaan?
1. 15 nuei.
2. 30 nued.
3. 45 nuei.
4. 60 guen.
27. B KaKHX JHAX YCTAHABJINBAKTCH CPOKH MCIIOJHEHUs] JOKYMEHTOB?
1. B kanengapHbIX JHSX.
2. B pabounx IHSX.
28. K10 Mo:xeT nmepeHecTH CPOK UCIOJHEHUS MOPYYeHHsl, MOJYYEHHOTr0 U3 BbILIeCTOsIIIeil
opranm3anum?
1. PykoBoauTenb opraHu3aiyuu, UCTIOJHAIOEH TOPYyUYCHHE.
2. PykoBoauTENb BBILIECTOSALIEN OpraHU3aLUN.
3. Ciiyx6a JIOY opranuzaiuu, HCIIOJHSIONICH MTOpYyUYEHHE.
29. Kakoii u3 kjaccuGpuKaTopoB MOKET HCI0JIb30BATHCS IPH PerHCTPALUA
NOCTYNAIIIMNX JOKYMEHTOB?
1. KnaccudukaTop 10HKHOCTHBIX JIULI.
2. Knaccudukatop BUIOB IPOIYKITUH.
3. KimaccugukaTop eJMHALl aIMUHICTPATUBHO-TEPPUTOPUATBHOTO JICIICHUS.
30. Kakoii 10OKyMEHT COCTABJISIeTCS MPH HEOOXOAMMOCTH 3a(PMKCHPOBATH CJI0KUBIIYIOCS
CUTYALMIO WIN O0HAPY:KeHHbIE (PAKTHI?
1. ITpotokou.
2. Cnpaska.
3. AKT.
31. Kaxkoii nokymMeHT Tpe0yeT yTBep:KIeHHs PyKOBOANTEIeM OpraHu3anuu?
1. [Tonoxxenue o OyxranTepum.
2. CnpaBka 0 33J0JDKEHHOCTH MTPEANIPUATHS.
3. [Tucemo-3ampoc o nmpeaocTaBICHUH HHGOPMAIIHIH.
4. IIpoTokou 3aceaHus COBETA TUPEKTOPOB.
32. Kakum o0pa3oM B OpraHM3alMu pacnpenesasiioTcss 003aHHOCTH MeXKAY PYKOBOJACTBOM,
B TOM YHCJIe PaBO NOANMCHIBATH IOKYMEHTHbI?
1. YcTanaBnuBaOTCSI B COOTBETCTBUU C YCTHBIMH PACHOPSHKEHUSIMA PYKOBOIUTEIIS.
2. YcTaHaBIMBAIOTCS NIPUKAa30M PYKOBOAMTEIS.
3. YcraHaBIMBaIOTCSA B MHCTPYKLHUU IO JEIOIPOU3BOICTBY.
33. CKoJBKO 3K3eMILISIPOB PUKA3a NOANKMCHIBACT PYKOBOAUTEb?
1. Heckomnbko.
2. JIpa.
3. OnuH.
34. Ha koro MoXxeT ObITh BO3JIOKEH KOHTPOJIb 32 UCIIOJTHEHUEM B ITOCIICAHEM ITYHKTE MpuKa3a’?
1. Ha pykoBOAUTENSI CTPYKTYPHOTO MOJIPA3ACICHUS.
2. Ha 3amecTuTens pyKOBOAMTENS OpraHU3aliH.
35. Kakoe yTBep:KIeHHe ABJIAETCSA NPABUIbHBIM?
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1. B kaxx0ii opraHu3anuu 10JKHA OBITH CBOJIHAS HOMEHKJIATypa J1eJ U HOMEHKJIATyphl e
CTPYKTYPHBIX MOJPA3ACIICHUM.

2. B xaxoi opraHu3aiuu J0JKHA OBITh CBOJIHAS HOMEHKJIIATYpa Je.

3. B kax 0¥ opraHu3aiuy T0JDKHBI OBITh TOJFKO HOMEHKIIATYPHI Je]T CTPYKTYPHBIX
Moapa3IeICHH.

36. Kakue npu3Haku oTpa:keHbl B 3arojoBke geja: «IIporokoasl 3acenannii Copera
JMPEKTOPOB 001eCTBA»?

1. KoppecnioH1eHTCKUI.

2. HomMuHanbHbIM.

3. ABTOpCKHUH.

4. IIpeaMeTHO-BOTIPOCHBIM.

37. Kaxkoii 3aroJioBOK JeJia BbI CUMTaeTe NPABUWJIbHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.

2. Pacyetsl, cMeTHI, IJ1aHBI PA0OT, IEPENHUCKA U JPYTHE JOKYMEHTHI O CTPOUTEILCTBE TOPTOBOTO
LEHTpA.

3. JIOKyMEHTBI O CTPOUTEIHCTBE TOPTOBOTO IEHTPA (PacyeThl, CMETHI, IIJIaHbl PA0OT, IEpEnrcKa
u ap.).

38. lonmyctumo ju (pOpMHPOBATH NEPENHUCKY B JeJia 0 NpUHINIY: «Bxoasimas
KoppecnoHaeHus», « cxoasmas KoppecnoHaeHuus» ?

1. Jla.

2. Her.

39. Mo:KHO J14 TOMeaTh B OJJHO /1€JI0 IOKYMEHThl BpEMEHHOI0 U MOCTOSIHHOTO0 CPOKOB
XpaHeHusi?

1. Jla.

2. Her.

40. B kakoe 1e/10 noMemaercss BHyTPeHHsISI ONUCH?

1. JImuHnoe neno.

2. Ilpuka3bl opraHu3alyy 1Mo JUMYHOMY COCTaBY.

3. Ilepenucka ¢ opraHaMu BJIACTHU U YIIPABJICHUA.

41. B KaKoM roay Mo:XKHO YHMYTOKHUTb JOKYMEHThI, co3faHHblie B 2000 r. u umeromue
cpok xpanenus 10 jgetr?

1. B 2010 roxy.

2.B 2011 rony.

3.B 2012 rony.

42. Ha xakoM 3Tamne o00padoTKH /1eJ1a MPOBOJAUTCH HyMepauusi JJUCTOB?

1. Ilpu 0O6paboTke nena A mepeayu Ha apXUBHOE XpaHEHHUE.

2. I1o 3aBepiieHnH AEI0NPOU3BOJCTBEHHOTO rO/Ia.

3. [Ipu nomenieHn UCIOTHEHHBIX IOKYMEHTOB B JIEJIO.

43. Kakue Tpu Bua onucei eJ1 COCTABJISIOTCSH B OPraHU3ANMH NPU MOATOTOBKE /1eJI J1JIA
nepeaavn Ha ApXUBHOE XpaHeHue?

1. Onuch NpUIIOKEHHUN K JOKYMEHTaM.

2. Onuce A€ NOCTOSIHHOTO XpaHEHUS.

3. Onuck nen BpemeHHoro 10 10 mer xpaHneHus.

4. Onuck Aen 1o JMYHOMY COCTaBY.

5. Onuck ien BpeMeHHOTo cBbiie 10 JIeT XpaHeHusl.

6. Onuce J1en, NoJISKAIUX YHUUYTOXKEHUIO.

44. Ha xakoM 3Tane yTBepKIAATCH AKThI 0 BbIJeJeHNH JOKYMEHTOB ¢ HCTEKIIUMH
CPOKaMHU XPAHEHUN K YHHUYTOKEHUI0?

1. 1o yTBepx’aeHUS ONKCEN Ae.

2. Ilocne yTBep:KI€HUS OMUCEN JEIl.

3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JIEII.
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45. Kto yTBepKIaeT HOMEHKJIATYPY AeJl OPraHu3aiuu, ONUCH JOKYMEHTOB U aKThI 0
BbI/ICJICHUH JOKYMEHTOB K YHHYTOKEHUI0?
1. DkcnepTHasg KOMUCCHSI OpTaHU3aLIHH.
2. PykoBouTens OpraHu3aliyi.
3. ApXuB, IPUHUMAIOIIUNA TOKYMEHTHI TaHHOW OpraHU3alii Ha XpaHEHUE.
Kpurepun onieHKH T€CTOB:

TecT - cuctema cTaHIapTU3UPOBAHHBIX 3aJaHU, MO3BOJIAIONIAS IPOLEAYPY U3MEpPEHUs
YPOBHS 3HaHMM M yMEHHH oOydwaromerocsi, SBIAIOTCA MpocTeimeil ¢opma KOHTPOJ,
HalpaBJieHHAss Ha TMPOBEPKY BIAJEHUS TEPMUHOJOTUYECKUM alIapaToM, COBPEMEHHBIMU
WH(OPMAIIMOHHBIMU TEXHOJIOTHSIMU ¥ KOHKPETHBIMH 3HAHUSMU B 00J1aCTH (yHIaMEHTAIBHBIX U
INPUKIAJHBIX JAUCHUIUIMH. TeCT COCTOMT M3 HEOONBIIOr0 KOJUYECTBAa AJIEMEHTapHBIX 3a/1ad;
MOXET MPEAOCTABIATh BO3MOXXHOCTh BbIOOpa M3 MEPEYHs] OTBETOB; 3aHMMAET 4YacTh Yy4eOHOTO
3aasaTUs (10-30 MUHYT), MpaBWIbHBIC PEIICHHS Pa30MPAIOTCS HA TOM JK€ WJIU CIEAYIOIEeM
3aHSATUU; YACTOTA TECTUPOBAHUS OMPENIEIAETCS MPENoiaBaTesieM

IIxkana oueHok Tecra

Menee 50% - «HEyA0BIETBOPUTEIBHO»

51-60% — «y1OBIETBOPUTEIBHO
61-80% — «xopo1o»
81-100% — «oTIMYHO»

Tunosble 3a1aHus IS NPOMEKYTOYHOM aTTECTAINH

3.5. IlepeyeHb NpUMEPHBIX BONPOCOB /IJIsl YCTHOI'O ONPoOca

1. dokymenTtammonHnoe obecrneuenue ympasienus (J{OY).

2. 3naveHue qokyMeHTa B Typusme. Mecro JIOY B nesdTenbHOCTH MEHEIHKEPOB.

3. YpoBHU ympaBieHUs M TMPOLECCHl OpraHM3alMU. YPOBHM YIIPAaBJIECHUS B MaJol
opraHu3anu (PyKOBOISIIMNA M ONEPATUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOISIIMIA,
CTPaTEruueCcKuil, TAKTUIECKUI U ONEPaTUBHBIN).

4. JlokyMeHTHpOBaHHbIE MH(POpPMAIUS M YIPaBIEHYECKHE PEIICHHUS COOTBETCTBYIOIIMX
YPOBHEM.

5. JIOKyMEHTBI, MCHOJb3yEeMblE PYKOBOJMUTEISIMH W HCIOJHHUTENSIMU IPHU BBINOJIHEHUU
CBOHX TMPOIECCOB (ITPABOBBIE, OPTAHH3AIMOHHO- PACIOPSIUTENbHBIE, TUIAHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHNE HOPMATHUBHBIE U TEXHUUYECKHE).

6. 3akoHonarenbHOE perynupoBanue 10V (denepanbHbie 3aKOHBI).

7. HopMaTtuBHO-TIpaBOBOE M HOPMATUBHO-METOAMYecKoe  peryiupoBanue IOV
(HaIMOHANBHBIE CTaHAAPTHI, TOCYAApPCTBEHHAS CHCTEMa JOKYMEHTAI[MOHHOTO O0ecredeHus
yrmpasieHust u ee uenr, OCT P 51141-98 «/lenonpou3BoacTBo u apxuBHOE nem0. TepMUHBI 1
onpenenenus, [OCT 6.30-03 «YHuduIupoBaHHBIE CUCTEMBI JOKyMEHTAIUN», O0IEepOCCHicKuii
KJIaCCU(UKATOP yNPaBICHYCCKON JOKYMEHTAINH, TOCYyIapCTBEHHBIC HHCTPYKIMH 110 JIOVY).

8. OcHoOBHBIE (DYHKITUH YIIPABJICHUS CEPBUCHOM JIESTEIBHOCTBIO.

9. TlonsTue knaccupuKaIuy JOKYMEHTOB.

10. Knaccudpukanuss JOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUs, 10 cdepe
WCITOJIB30BaHUS, 10 MECTY COCTaBJICHHS, TI0 TPUQy OrpaHUYCHHS AocTyna (Tpudbl JOKYyMEHTOR),
[0 TPOUCXOXKJICHHUIO, O IOPUIMYECKOW 3HAUYUMOCTH, MO (OpMe H3JI0KEHHUs, MO CpOKaM
XpaHEHHUS.

11. ToHsATHE HIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DJICKTPOHHOMY JOKYMEHTY.
[IpeumyiecTBa 1 HEAOCTATKU 3JIEKTPOHHOTO JOKYMEHTA.

12. DneKTpoHHBII JOKYMEHTOOOOPOT M €ro PperyJupoBaHUE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHEeHUs ANEKTPOHHBIX TOKYMEHTOB.

13. VaudunupoBaHHBIE CHUCTEMBbI ITOKYMEHTAIIMH: TOHATHE, BUIBI (OpraHU3allMOHHO-
pactopsiANTEIbHON JOKYMEHTAI[UU; OaHKOBCKOM JOKyMEHTalluu;, (UHAHCOBOW, YYETHOW M
OTYETHOM OyXranTepcKoi JTOKyMEHTAIlMU OIOJKETHBIX OpraHU3aluil; OTYETHO-CTATUCTHYECKON
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JOKYMEHTAIlMU; YYETHOW U OTYETHOM MOKYMEHTAIMH MPEANPUATUN; JOKYMEHTAlUUU MO TPYLY;
nokymenTaiuu [leacrnonnoro gonna PD).

14. HeobxogmmMoCTh €AMHBIX TMpaBuil OohopmIIeHHs HTOKyMeHTOB. (COCTaB pPEKBU3HTOB
TOKyMeHTOB. [IpaBuna opopmiieHHs peKBU3UTOB.

15. TloHsTHEe OPUIAMYECKOTO 3HA4YEHUS! JOKyMeHTa. FOpuanyecku 3HaYMMble PEKBU3UTHI
nokyMmeHTa. FOpunndeckoe 3Ha4eHUE AIMEKTPOHHOTO IOKYMEHTA.

16. Tlonstre s3bIKa CIYyKEOHBIX JAOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTh M SICHOCTB; JIAKOHUYHOCTh; YyOEAMTENbHOCTH, HEHUTPAIbHOCTH TOHA
U3JI0KEHUS; HCIIOJIb30BAaHHE  YCTOWYMBBIX  CIOBOCOYETAaHHWM — CTaHJAPTHBIX  00OpPOTOB;
WCTIOJIb30BaHUE OOLIETTPUHATHIX COKPAIICHUH ).

17. Tlonsitne OnaHka mokyMeHTa. Buaesl OnaHkoB. PexBu3uThl OsaHkoB. BapuaHThI
pacCIoIOKEHUSI PEKBU3UTOB.

18. OcHOBHBIE TpyHIbl OPraHU3ALMOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTOB. DopMyJsip-
o0pa3el] OpraHu3alOHHO-PACIOPSAUTEIBHOTO TOKYMEHTA.

19. OcnoBHbIe BUBI ycTaBOB. [IpaBuia cocTaBiaeHus.

20. Ilonsatue xoHTpakTa. TpeOoBaHMs K KOHTpakTy. OCHOBHbBIE BUABI TOJOXKEHUN H
MpaBHJia COCTABICHHUS.

21. OcHOBHbIE BUJbI MHCTPYKIUI U IPABUIIA COCTABIICHUSI.

22. lloHsiTHE NOTKHOCTHOM MHCTPYKIIUU U MPaBUIa COCTABJICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspkeHus. [IpaBuiia cocraBieHus.

25. Ilonsatus peweHus U nporokosna. [IpaBuna cocraBieHus.

26. IlonsTHs MOKIaIHOM U CTy>KeOHOM 3anmucok. [IpaBuiia cocTaBieHHs.

27. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE U
HUPKYJISpHbIE THChMA.

28. JlenoBoe MUCHMO B yCIOBUSAX YHU(DUKAIMHA. PEKBU3UTHI AETOBOTO MHUCHMA.

29. BapuaHThl aipecoBaHus MUCEM. A3bIKOBOM CTaHIAAPT S3BIKOBOTO MUCHMA.

30. CraHmapTHBIM acleKT KOMIO3UIMU JENOBbIX NuceM. PedeBoil ITHKET JAEIOBOTO
nrucbMa. @opmyel oOpameHus. MexayHapoaHbIe THChMa.

31. VYcraBHble NOKYMEHTHI. byXxraiaTepckue M CTaTUCTHYECKUE AOKYMEHTHI. JIOKYMEHTBI
BHYTPEHHET0 pacropsIKa.

32. JIOKyMEHTBI, pErJIaMEHTUPYIOIIME OTHOIICHUS C TOCTABIIMKAMU, C AareHTaMu,
napTHepamH, TypUCTaMHU.

33. OOmas xapakTepucTuKa 10roBopa. TpeboBaHMs K COCTABICHUIO JJOTOBOPOB.

34. JloroBopHbIE OTHOLIECHHS MEXIY TYPOIIEPATOPOM U TypareHTOM.

35. JloroBOpHBIE OTHOIICHHUS MEXKIY TYPUCTCKHM MPEANPUSATHEM W TOTPeOUTEISIMU
TYPUCTCKUX YCIYT.

36. JloroBopHbIE OTHOIICHUSI MEXAY TYypONepaTopoM M MOCTaBIIUKAMHU TYPUCTCKHUX
YCIIYT.

37. JloroBOpHbIE OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.

38. JloKyMeHThI O OpraHu3alui TYPUCTCKOTO My TEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUI0 TYPUCTCKOM MOE3IKH.

40. 3asBineHue HA Typ. AHKETA TYpHUCTA.

41. 3asgBka Ha OPOHHPOBAHUE TYPUCTCKUX yCIyr. TypHcTCKas MyTeBKa.

42. JloroBOp O TYpHUCTCKOM OOCITY>KHBAHHUH M MPABHJIA €T0 COCTABICHUS.

43. AreHTCKO€ cOrJalieHue.

44. KoHTpaKT 0 COTPYTHUYECTBE B 00JACTH TypHU3Ma C HHOCTPAHHBIM MTApTHEPOM.

Kpurtepuu u mkaja oueHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kpurepun
OT1aun4Ho Omauyno CTaBUTCS, €ClIi 00YUYAIOUIUIICS JEMOHCTPHUPYET TIyO0KOe, TTOTHOE
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pacKpbITHE BOIPOCOB. BplIBUracMble UM IOJIOKEHHUSI apryMEHTHUPOBAHbI U
WUIIOCTPUPOBaHbl IpuMepamMu. B ocBemeHun coiepKaHus —BOIPOca
UCTIONB3YETCSl aHATMTUYECKUHA TMOJIXOJ, OOOCHOBBIBAETCS CBOSI TOYKa
3peHus; JEeNaloTCs COIEpP/KaTEeNIbHBIC BBIBOABI. Marepuan H3I0KeH B
OIIPEAEIIEHHON JIOTHYECKON MTOCIIEI0BATEIBbHOCTH, JINTEPATYPHBIM SI3BIKOM, C

HCIIOJIb30BaHUE COBPEMEHHBIX Hay4HbIX TEPMUHOB; OTBET
CaMOCTOSATEJIbHBIM.
Xopomo Xopouto CTaBUTCS, €CIW OOyYaIOMIMICSA JEMOHCTPUPYET JTOCTATOYHO

MOJIHBI M TIPABWIBHBIA OTBET; BBIIIBUTAEMbBIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJTBEPK/ICHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3IUYHbIE MOIXOAbI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CIIElNaHbl KpaTKUE BBIBOIbI;
MaTepuai U3JI0KEH B OMPEICICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
WCIPABIICHHBIC IO TPEOOBAHUIO MTPETOIaBaTEs.

YaosaerBop | [Ipu yoosremeopumenvnom oOTBeTe O0OyYaIOMUKACA JOMYCKAeT OAHY
HUTEJIbHO CYIIECTBEHHYIO OIMIMOKY; OTBET HEIOCTaTOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI TMpPaBUIBLHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIIBUTAEMbIC TOJOKEHUS HEIOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPXKACHBI IPUMEpPaMH; OTBET HOCHT
MPEUMYIIIECTBEHHO OIUCATEeNbHbIN, a HE KOHIENTYAIbHBII XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIIOJIb3YETCsl HEIOCTATOUHO.

HeynoBuers | [Ipu neydosremseopumenvnom oTBeTe OOYYAIOMIMHACSA JOMYCKAeT P
OPUTEJbHO | CYHIECTBEHHBIX OLUIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJISALINX
BONpOCax TpenojaBaress; HE MOXET JaTh HaydHOe OOOCHOBaHHE
po0JIeMbl; BBIBOABI OTCYTCTBYIOT HJIM HOCST MOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOUHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.6. IlepeyeHb NPUMEPHBIX NPAKTHYECKUX 3aJaHUM

3ananmne 1

CocraButh GopMy ydeTa MOCETUTEICH.

3ananue 2

CocraBUTh CXEMy OPTaHHM3aIMOHHOW M WH(OPMAIMOHHOW TMOAJNEPKKH OTNEPATHBHOMN
JeATETbHOCTH PYKOBOIUTENS.

3aganue 3

[Ipoananu3upoBaTh HHCTPYKIIHIO MO I€TONPOU3BOJICTBY HA IPEANPUITHUH.

3aganue 4

Hcnone3ys mpaBoByro 6a3y «KOHCYIbTaHT IUTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MIPABOBBIX 1 HOPMAaTUBHO-METOINYECKUX TOKYMEHTOB, pErilaMEHTUPYIOUINX JOKYMEHTHPOBaHUE
YOpPaBIEHYECKONW JEATEILHOCTH, OPraHU3aliio paboThl ¢ OQPUIMAIBHBIMH JTOKYMEHTAMH H
apXMBHOE XpaHEHHE JOKyMEHTOB. HopMmaTuBHBIE JOKYMEHTBHI pacHOJOXKUTE IO HX
IOpUINYECKOH CUIIE.

3aganue 5

[Mpoanamuzupyiite 'OCT P 7.0.97-2016. Cucrema crangapToB Mo HH(OpMAIH,
OMOIMOTEYHOMY U H3JaTeNbckoMy Aeny. OpraHu3aluoOHHO-PACIOPAIUTENIbHAS TOKYMEHTALINS.
TpeGoBanust kK 0pOPMIIEHUIO JOKYMEHTOB, OTBETHTE Ha CIIEIYIOIINE BOIIPOCHI:

1. KaxoBa o6macTs mpuMeHEHHUs TaHHOTO TOCYJapCTBEHHOTO CTaHaapTa?

2. W3 kakux pa3zenoB COCTOMT JAAHHBIM AOKYMeHT? ONUIINTE KPaTKOe COAEpKaHUE
KaXJI0T0 paszzena.

3. JlaiiTe ompeneneHue MOHATUIO «PEKBU3UT». CKONBKO PEKBU3UTOB CYILIECTBYET y

JOKYyMeHTa (110 JAHHOMY I'OCyapCTBEHHOMY CTaHIapTy)?
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4. Kakue TpeOoBaHMS B COOTBETCTBUU C JAHHBIM HOPMAaTHUBHBIM JOKYMEHTOM
JOJKHBI IPEIBSABIATHCS K OJTaHKaM JOKYMEHTOB?

5. Kakue nmpunoxkeHus: cogep>xarcsi B JaHHOM JOKyMEHTE?

3ananne 6

Oco0oe BHUMaHHE B JEJIONPOU3BOJCTBE YHEIs€TCS XpaHEHHIO JOKyMeHToB. Hinke
MEpPEYNCIICHbl OCHOBHBIE HOPMATUBHBIE AKThl, KOTOPHIE PETYIUPYIOT OpPraHU3alUI0 APXUBHOU
paboThI ¢ JOKYMEHTaMHU, cleslaiiTe MUCbMEHHBIN KpaTKuil 0030p JaHHBIX JOKYMEHTOB:

— 006 apxuBHOM zene B Poccuiickoit @enepannn: @enepanbhblil 3akoH ot 22.10.2004 r.
Ne 125-@3 (pen. ot 28.12.2017 r.);

— OO0 yTBepKIEHWU TPaBUJI OpraHU3alMUd XPAHCHHS, KOMIUIGKTOBAaHHUS, yd4eTra |
WCITOJIB30BaHUs JOKYMEHTOB ApxuBHoro (ouna Poccuiickoit denepanuu u Apyrux apXuBHBIX
JIOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BJIAcCTH, OpraHax MECTHOIO CaMOYIpaBJiCHUS H
opranu3anusix: npukas Munucrepcra KyabTypsl PO ot 31.03.2015 r. Ne 526;

— OO0 yTBepXICHWM TIEPEYHS THUIIOBHIX YIPABICHUECKUX AaPXHUBHBIX JOKYMEHTOB,
oOpa3yromuxcsi B Ipolecce IesTeIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYTIPaBJICHUsI M OpTraHU3alui, C yKa3aHUEM CPOKOB XpaHEHHus: mnpuka3 MuHHCTEpcTBa
KyJbTypbl P® 25.08.2010 r. No 558.

3ananme 7

Pemmmre cnenyronme 3agaun:

1. I'paxxnanka HecrepoBa yctpomnach Ha pabory B MHMHHCTEPCTBO OOIIEro u
npodecCHOHAIBHOTO 00pa3oBaHus CBEpAJIOBCKOM 00JIACTM M TOJydYWjIa TIEPBOE 3aJaHUE OT
CBOETO HEMOCPECTBEHHOT0 HayallbHUKA: pa3paboTaTh HOMEHKIIATYPY Jen A (OpMUPOBAHUS
JOKYMEHTaJdbHOro (OHJAa TOCyAapcTBEHHOro opraHa. KakuM JTOKyMEHTOM  JOJDKHA
pyKoBOACTBOBaThCs Tpaxkaanka Hecreposa? Kakue mosoxeHus 3T0ro AJOKyMEHTa OHa JOJDKHA
y4ecTh IPU BHITIOJTHEHUH 3a/1aHusA?

2. Axuunoneproe obmectBo «llapyc» co3mano B 2003 r. Hosblil aupexrop, U. U.
MBaHOB, TPHUCTYNMUBIIMK K BBHINOJHEHHIO CBOMX o0s3aHHOCTeW B 2016 1., pacmopsawics
YHUUYTOXKUTh BCE JOKYMEHTBHI MPEIIECTBYIOUIET0 IMEPUOJa CYIIECTBOBAHUS OpraHM3alUU.
Hackonpko mpaBomepHO ero pacnopspkeHune? Kakue TpeOGoBaHWS HOPMAaTUBHBIX JIOKYMEHTOB
HapylIeHbl B pe3yjbTaTe paclopsDKEHUs HOBOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTH
MOXXET OBITh IpemycMoTpeHa st aupexktopa . Y. iBanosa?

3. 00O «MoTbuIEK» B X0/1€ TIPOBEPKU €r0 AESATEIBHOCTH HE NMPEAOCTaBUIIO NPUKA3
JUPEKTOpa O Ha3HAYEHHHU JIMIA, OTBETCTBEHHOI'O 32 apXWB. BBISCHUIIOCH, UTO JMYHBIEC /€A U
IpUKa3bl [0 JIMYHOMY COCTaBy XpaHWJIUCh B HeEynopsjaoueHHoM Buzae. Kro Hecer
OTBETCTBEHHOCTbH 3a BBIABIIEHHBbIC HapyuleHus? Ha3oBuTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
MpeIyCMOTPEHA OTBETCTBEHHOCTh 3a JaHHbIC HAPYIICHHS U BO3MOKHBIE BAPUAHTHI HAKa3aHUM.

4. B xone mnaHoOBOM TPOBEPKH TOCYAApCTBEHHOTO YHUTAPHOTO MPEAIPHUSTHS
BBISICHUJIOCH, YTO JIOKYMEHTHI O JINYHOMY COCTaBY XPaHWIHCh B MOJ- BaJIbHOM MOMEIICHHH,
KOTOPBIA 3aTOMWJIO HaKaHyHE MpHUe3a KOMHCCHM, JOKYMEHTHI NMPUIIM B HErOAHOCTh: TEKCT
pa3MeIT, HHGopMaIus ctana Heuntaemon. Kakue mpasuiia paboThl ¢ JOKYMEHTaMH TI0 JINYHOMY
coctaBy Obumn HapymeHbl? KTO HeceT OTBETCTBEHHOCTh 3a HENPaBUIBHOE XpaHEHUE
nokymeHToB? Kakast Mepa Haka3aHusi MOXKET ObITh IpUMeHeHa?

3aganue 8
BrimonnuTe 3a1anus, B Cry4ae He0OX0IUMOCTH J0OABbTE HEJIOCTAIONIYI0 HH(DOPMAIIHIO:
1. Ucnonp3yss monoxkenuss DeaepaibHOTO  KOHCTHUTYIIMOHHOTO  3akoHa  «O

lNocynapcrBernoMm rep6e Poccuiickoii @eaeparum» ot 21.12.2000 1. Ne 2-DK3, ykaxkute, Kakue
OpraHbl YIpPaBJICHHUs UMEIOT NIPaBO UCIOJb30BAaTh Ha OJIaHKAX CBOMX JOKYMEHTOB U300paKeHUs
l'ocynapctBennoro rep6a. Kakue Bapuantsl wu3o0paxenus ['ocymapcTBeHHOro repba
YCTaHOBJICHBI B 3aKOHE?

2. Ha nucte Oymaru gopmara A4 yka)kuTe TOUHOE MECTOPACIIONIOKEHUE SMOJIEMbI
WA TOBApHOI'O 3HaKa OpraHHU3aluu.
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3. Ucnonb3ys «Obmepoccuiickuii KJ1accupuKaTop yIpaBICHYECKOMN
JOKYMEHTALUN», ONpeaenuTe Koz (OpMBI CIeIyIONIX JOKYMEHTOB:

— MIPUKa3 O CO3JaHUH OpPraHU3allNN;

— yCTaB;

— y4peAUTETbHBINA JOTOBOP;

— IPUKa3 O pacrpee’eHnu 00s3aHHOCTEeH MEX Ty PyKOBOJCTBOM OpraHU3aIiH;

— 3asBlIeHUE 00 YBOJbHEHHH.

4. [IpaBunbHO OdopmMuTe pekBU3UTH «HamMeHOBaHHWE oOpraHu3zalud — aBTOpa
IoKyMeHTa», «HaumeHOBaHHME CTPYKTypHOrO TOJpa3felieHuss — aBTOpa JOKYMEHTay,
«HanmeHoBaHME TOJDKHOCTH JIUIA — aBTOPA JTIOKYMEHTAy, HCIIONIB3Ysl CIEAYIONIUE TaHHbIC:

a) nupekrop BHUMUJIAJL, Pocapxus 6) 3ammupexrop, Oyxrantep OAO «Pomarmikay»

B) nupekTop MHCTUTYTa SKOHOMUKH, Y PaIbCKUN NEAArOTNYECKUI YHUBEPCUTET

5. OdopmuTe HECKOTBKO BUIOB PeKBH3UTA «Anpecary. JJokyMeHT aapecyeTcs:

— OpTraHH3aIy;

— CTPYKTYPHOMY MOAPA3JEICHUI0 OpraHU3allnu;

— JOJKHOCTHOMY JIMITY OpTaHU3aIHH;

— bu3HIeCKOMY JTHUILY.

6. CocraBbTe U IPABUILHO 0POPMUTE PEKBU3UT «I'pud yTBEpKICHUS TOKYMEHTaY.
JIOKyMEHT yTBEpKACH:

— JOJKHOCTHBIM JIULIOM:

- reHepaibHbIM qupekTopoM AO «Pomamkay C. A. BacunbKkoBbIM;
- aupekropoM MAOY rumuazuu Ne 125 B. I1. Komapossivm;
— U3JIaHUEM PACHOPSAIUTENLHOTO TI0KyMEHTA:
— npukazoM aupektopa [TAO «Coeptpect» ot 05.09.2018 r. Ne 37;
- puKa3zoM MUHHUCTEPCTBA HAYKHU U BhICIIETO 00pa3oBanus PO OT
18.10.2018 r. Ne 145;
— pelIeHreM KOJUIErHallbHOTO OpraHa:
— pELIEHNEM COBETA JUPEKTOPOB;
— pelIeHreM yUYeHOro coBeTa 00pa3oBaTeIbHOM OpraHu3aluy.

7. VKaxxute, 4To SBISAETCS 3aT0JIOBKOM:

— JOJIKHOCTHAS! MHCTPYKIUS 1€TIOTPOU3BOIUTENS;

— ycTaB O0IIECTBAa C OTPAHUYCHHOM OTBETCTBEHHOCTHIO « CTPOMMHBECTIIPOMY;

— MpHUKa3 o mpuemMe Ha padoTy;

— 3asBieHHE 00 YBOJIbLHEHHH;

— rpaduK OTITYCKOB;

— aKT 00 YHHUTOXXEHUU JOKYMEHTOB C MCTEKIINM CPOKOM XPaHEHHS.

8. OdopmuTe HECKOTBKO BUIOB PeKBH3UTA «OTMETKA O TIPHIIOKCHUN:

— IPUJIO’KEHNE HA3BaHO B TEKCTE;

— MPUJIOKEHUE HE Ha3BaHO B TEKCTE;

— IPWIOKEHUH B JOKYMEHTE HECKOJIBKO;

— MPUJIOKEHHE COPOLIIOPOBAHO;

— JOKYMEHT, SIBIISIOLUIMICS MPUIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSTEIbHON
HyMepalueil CTpaHulL;

— NPUIIOKEHUEM SIBIISIETCS. 000COOIEHHBIN 3JEKTPOHHBI HOCUTENb (KOMITAKT-IUCK,
USB-¢memn-HakonuTens ).

0. OdopmMuTe HECKOIBKO BUIOB IMOATHCEH:

— noanuck aupektopa AO «Pomamikay Ha pupMeHHOM OJIaHKE,

— noanuck aupekropa AO «Pomarikay Ha JOKyMeHTe, 0hOpMICHHOM He Ha OJaHKe

— MOAMKCH TUPEKTOpa U raaBHoro Oyxranrepa AO «Pomarikay;

— MOJIKMCH 3aMECTUTENICH TUPEKTOPA IO OCHOBHOM JIEATENFHOCTH U (PUHAHCOBBIM

— BOIpOCaM;

— noanucu aupexropa AO «Pomamka» u nupexropa AO «Bacuneky;
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- noAnucCh OJOKYMCHTA, COCTABJICHHOTIO KOMMCCHEH TI0 CIIHMCAHHIO MaTCpHAJIbHBIX

IICHHOCTCI;

- MO IIINCH HCITOJTHSOIIETO 00s13aHHOCTH TEHepaabHOTO nupekTopa AO
«Pomarkay.

Ompenenure, B YeM 3aKJIFOYAIOTCS OOIIHE MPaBUJIa PETUCTPAIIUN JOKYMEHTOB.

3ananue 9

Jlng Kakux JOKYMEHTOB YCTaHaBIMBalOTCA Cpoku wucnonHeHus? Kto ycraHaBnuBaer
WHJUBUIyalIbHbIE CPOKU HCTHONHEHUA? C Kakoro MOMEHTa HUCUHUCISETCS CPOK HCIIOJIHEHUs U
KOHTPOJIb 32 HCIIOJIHEHHEM JOKyMeHToB? KakoB MOpsJIOK MNpOJAJeHHs] CpOKa HCIIOJHEHUS
JIOKyMeHTa?

3aganue 10

Omnpenenure BUJOBON COCTaB KaJIpOBOM JOKYMEHTALIUH.

3ananme 11

N3 «O06mepoccuiickoro KiacCupUKaTopa YIPaBICHYSCKOW TOKYMEHTAIIUN» (CHCTEMBI
nokymenTtanuu kiacca 0200000 u 0300000) BBIIUIIUTE JOKYMEHTBI, KOTOPBIC OTPa)KaroT
JBUKEHUE MEpCOHAIa B OpraHU3aluu.

3aganue 12

Hcnone3ys mpaBoByro 6a3y «KOHCYIbTaHT IUTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
IPABOBBIX JOKYMEHTOB, CBSI3aHHBIX C JABM)KCHHEM I€pCOHajia B OpraHuszanuu. J(oKyMeHTHI
PaCIOIOKHUTE IO UX IOPUTUUECKOMN CHUIIE.

3aganue 13

[To3nakomMbTeCh ¢ yHHPHUIMPOBAHHBIMU (POpMAMH TMPUKA30B MO JTUYHOMY COCTaBY,
HITATHBIM paclucaHueM, IpaUKoM OTITYCKOB, ONpEAETUTE OCOOCHHOCTH 3arOJHEHHs ITHX
JIOKYMEHTOB.

3aganue 14

CocTaBbTe UTOTOBYIO CIIpaBKy O paccMoTpenuu nucbma (OO aBTopa, Bua obparieHus
YKOKUTE CAMOCTOSITEIIHHO).

CocrtaBbTe 1 0OpMUTE CITy)KeOHBIC (IETIOBBIC) MHChMA, B CIIy4ae HEOOXOIUMOCTH

3aganue 15

1. n00aBbTE HEJOCTAIONIYIO0 HH(DOPMAIIHIO:

1.1. Tlucemo oOpa3oBaTeNbHOW OpPraHU3allMd O MPOBEACHHHM KOHKypca Ha JIYUIIyrO
HCCIIEIOBATENLCKYIO paboTy 1o Teme «lcropus pomgHoro kpas». Cpoku IpoBEACHHUS] KOHKYpca —
¢ (deBpans mo Mail TeKyllero roja, MOJBEIEHUE WTOTOB U HarpaxJaeHue nodeauteneit — B
uroHe. B npuioxxennn — [lonoxeHnne o KOHKypce.

1.2. IIuceMo-oTBeT M3aaTenbCcTBY «COKpaT» OT U3AATENbCTBA «ATPUYM» C COTJIACUEM
O COTpPYIHHYECTBE IO YYaCTHUIO B BBICTABKE H3/1aBaeMOUl JHUTEpaTyphl, KoTopas Oyner
MPOXOJIUTH B OKTSIOpE TEKYLIEero roja.

1.3.  IlucpmMo-cOnmpoOBOXAEHUE  3ampaiinBacMoOd  HH(GOpPMAIMM  BBIIECTOSIICH
OpraHM3aIlH O ©KEMECAYHBIX 10X0aX C MPOAaKu TOBAPOB.

1.4. TIucemo-3anpoc OO0 «Mup auBanoB» ot OO0 «Mebenb» ¢ mpocb0oil BEICIATH
KOMMEpPUECKOe MPEeJIOKEHNE ¢ TPaificoM LIeH Ha TOBaphI.

3ananue 16

Kakue TtpebGoBanus ciemyer coOmogateh mnpu dopmupoBanun nen? Ilouemy He
pexomeHayeTcs: JOpMUPOBAHUE M XPAHEHUE T Y UCTIOTHUTEINS?

3aganue 17

Kak pacnoniosxeH JOKyMEHT BHYTpH J1€1?

3aganue 18

YKaxuTe, B 4eM OTIHYMEe OPHUIIHATEHO-EIOBOTO CTHIISL OT JPYTHX.

3aganue 19

[lepeuncnure 4acTo BCTpeyarompecs abOpeBUaTyphl CIOB.

KpuTtepnu u mkaja oueHKH pelieHHsl IPAKTHYECKOI0 3aJaHusl
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Ouenka Kpurtepun

OtauvHo Omauuyno  CTaBUTCS, €CIU COAEpKaHHE pPabOThI/OTBETa IMOJIHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydaromuiics, NEMOHCTPUPYET BCECTOPOHHEE,
CUCTEeMaTH4YecKoe M TiyOOKoe 3HaHUWE Yy4yeOHOro Marepuaia, yMEHHE
CBOOOJTHO BBINIOJHATH MpakTHUecKoe 3aaaHue. [IonHO ocBemaeT 3aJaHHYyIO
TeMy, €€ aKTyaJlbHOCTh U HOBU3HY. Martepuan H3J10XKeH B OMNpeIesIeHHOM
JIOTHYECKOU MOCJIEI0BATEIBHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAaHUEM COBPEMEHHBIX Hay4YHbIX TepMHHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAJT B TOJHOM O0beME HEOOXOTUMBIC 3HAHHS U YMEHUS;
YMEHHME TMOJIb30BAThCS HOPMATUBHOM, CHPAaBOYHOM U  CHEHHATBHOMN
JUTEPATypOil; 000OCHOBAHHOCTh PE3YJIbTATOB W BHIBOJIOB, OPUTHHAIBLHOCTH
U7ieu; CIOCOOHOCTh MPEACTABIATh PE3ybTaThl UCCIEIOBAHUS B TBOPUECKOM
dopme; 000CHOBaHHE BO3MOXKHOCTH TMPAKTHUYECKOTO HCIOJIb30BAHUS
MOJIy4YEeHHBIX AaHHBIX. [IpogeMoHCTpupoBaH JTUYHBINA BKJIAJ 00yYaromerocs
B pabory. Odopmienue paboThl B IIEJIOM OTBEYAIOT YCTaHOBJIEHHBIM
TpeOOBAHUSIM.

Xopomo Xopowo craBUTCA, eClIH coAepXaHWe padoTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYeT 3amaHuto. OOydaromuiics JEeMOHCTPHUPYET
3HaHME Y4YeOHOro Mmarepualia, yMEHHE YCIEIIHO BHIOJHUThL 3a/laHue,
YCBOGHHE OCHOBHOW JHTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW IMOCIIEN0BATENBHOCTH,
MIPU 3TOM JOIYIIEHBI JBE-TPH HECYIICCTBEHHbIE ONMMOKHA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO TpeOOBaHMIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIb3YETCSl JOCTaTOYHO, OTpa)keHAa HOBU3HA TMOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOyudaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHMSIM.

YnosaerBop | [Ipu  yoosremeopumenvHom  OTBETE  CoJepkaHWEe  pabOTHI/OTBETA
HUTEJTbHO HEJOCTAaTOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUI0. 3aJaHWE BBIIOIHEHO
gactuyHo. OOydarommiicss IEMOHCTPUPYET HEIOCTAaTOYHOE OCBEUICHHE
3aI[aHHOﬁ TEMBbI, JOIMYHICHBI NOTPCIIHOCTH U HCTOYHOCTH, NOIYCKACT OJHY
CYIIECTBEHHYIO OMIMOKY, HO 00JjagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
YCTpaHCHHUA 110 PYKOBOJACTBOM IIPCIIOAAaBaTCIIA. Haqua;I TCPMHUHOJIOTUA
UCTIONIB3YETCSl HEJOCTATOYHO, BBIBOJBI HE OOOCHOBaHBI. JIMYHBIA BKIan
oOyuaromerocss B paboty HemocratoueH. Odopmiienue paboTbel He
TIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

HeynoBaers | [Ipu Heyoosremeopumenvhom OTBETE€ coOAep:KaHUE paOOTHI/OTBETa He
OPUTEIBHO | COOTBETCTBYET 3aJaHHi0. B paboTe mpoJeMOHCTPHPOBAH HHU3KHI YpOBEHb
3HAHUMN n yMeHHﬁ, Ha6HIOI[aIOTC§I 3HAYUTCJIIBHBIC HETOYHOCTHU B
VICTIOJIb30BaHUH HAYYHOW TEPMHHOJIOTHH, HET BBIBOJIOB, OTPAaHUYEH 00BEM
COJIepKaHUsl BBIMOJHEHHOTO 3anaHus. OdopmieHne paboThl HE OTBEYAeT
YCTaHOBJICHHBIM TPEOOBAHHUSIM.

Kpurepun u mkana oueHKr NPpOMeKYTOYHOM aTTeCTAIMH - 3a4eTa
OneHka «3a4T€HO» CTAaBUTCS, €CIOM CTYJIEHT IOJy4YWJ OLEHKH «OTINYHOR,
«XOpOUIOY», «yIOBJIETBOPUTEIBHO» W/MIK <«3auTeHo» 3a 80% u Oosee ceMHHaApOB M
MPAKTUYECKUX padoT.
OmeHka  «HE  3a4T€HO»  CTABUTCA, €CIM  CTYJGHT  MOJIy4YWI  OLECHKH
«HEYJIOBJIETBOPUTEIHHO» H/HIIN «3auTeHO» 3a MeHee 4eM 80% ceMHMHAapOB M MPAKTUYECKHX
pabor.
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