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1. EJIM OCBOEHUA JUCIUIIJIMHbI



[lenbto ocBoeHMs y4eOHOM TUCHUIUIMHBI «JlOKyMeHTallMOHHOE oOecredeHre yrpaBIeHUs
Ha NPEANPHUATHAX CEPBUCA» SIBISIOTCS (HOPMUPOBAHHE Yy CTYJCHTOB CHCTEMbl 3HAHUN U YMEHUI
paboThl C JOKyMEHTamMH, HEOOXOAMMBIX s 3()PEKTUBHOrO YIpaBICHUS NPEIIPUITHEM
cepBHuca.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII
Hucnurnmuna b.1.627 «JlokyMeHTalMoOHHOe OOECIICUeHHE YIPaBICHUS Ha MPEATPHATHIX
CepBHUCa» BXOJUT B 00s13aTenbHyI0 YyacTh biok 1 Jucuumivn (Moayseit)
[lepeueHbnpeIIeCTBYIOIIUX u MOCIEAYOMINXYI€OHBIX TUCLIUILIMH,
JUIIKOTOPBIXHEOOXOTMMBI3HAHHS, YMCHUSMHABLIKH, HOPMHUPYEMbICIaHHONYYeOHON T CITUTUTHHOM:

[IpeniecTByroue AUCUUIUIMHBI (KYPCHI, [Tocnenyronme AMCUUIIINHBI (KYPCBI,
MOJAYJIU, IPAKTUKH) MOAYJIU, TPAKTUKH)

CepBucHas 1eaTeIbHOCTh Puck-MeHeDKMEHT U aHTUKPU3UCHOE
ynpaBiieHue B cepe cepBrca

MapkeTHHr B cepBuce Opranu3zanys u miaHupOBaHUE JAEITeIbHOCTH
IIPEANPHUATHI CEpBHCA

MeHeKMEHT B cepBUCe [TpousBoacTBeHHas npaktuka (CepBucHasi)
[Tpon3BoICTBEHHAS MPAKTHKA
(Opranu3aioHHO-YIIpaBJIeHYeCcKasi)
[Tpon3BoICTBEHHAS MPAKTHKA
(ITpenmumnomHas)

3. INIAHUPYEMBIE PE3YJIbTATbBI OBYYEHMUS 11O JUCHUIIJINHE

Kox u HauMeHOBaHUE Koz u unaukaTop (MHAMKATOPHI) PesynbTaThl 00yueHUs
KOMIICTCHIINU JOCTHUKCHUSA KOMIICTCHIINHU
OIIK-2. CnocobeHn OIIK-2.1. Onpenensier Hein u 3a1a4u 3HAET LU U 3a1a4U
OCYIIECTBIIATH CEPBUCHOM JEATEILHOCTH OPraHU3allMi | CEPBUCHOM JEATEILHOCTH
OCHOBHbIE (PYHKIIMH OpraHu3anun
yIOpaBIeHUS] CEPBUCHOM YMEET ONPEIEIIAT HETH U

3agavn CepBHCHOfI
ACATCIIbHOCTHU OpraHrn3alinu

JACATCIIBHOCTBIO

BJIaACCT HaBbIKaMH
OIPEACIICHUS LICIIN U 3a/1a4
CepBHCHOfI ACATCIBHOCTHU

OpraHusalyu
OIIK-2.2. Ucmonb3yeT OCHOBHBIC 3HAET OCHOBHBIE METOJIBI U
METO/JIbI ¥ TIPUEMBI TIJIAHUPOBAHUS, [IPUEMbI IJIAHUPOBAHHUS,

OpraHu3aliy, MOTUBALlMU, KOOPAUHAIIMY | OpraHU3aluy, MOTHUBALUHY,
" KOHTPOJIA ACATCIbHOCTH opraHmauHﬁ KOOpAHAIIWKU U KOHTPOJIA
cdepbl cepBrCca M UX MOApa3ie/iCHUI JIeSITENIbHOCTH OpraHu3aiui
cepsl cepBUCa U UX
0JIpa3AeIeHUM

yMEeT HUCIOJIb30BaTh
OCHOBHBIE METOJIBI I TIPUEMBI
TUTAHUPOBAHUS, OpraHU3alHY,
MOTHBALIMH, KOOPIUHAIINN U
KOHTPOJIS AESITETbHOCTH
opranuszanuii cdepsl cepuca 1
HX MOApAa3eIeHUI

BJIaJICCT HAaBBIKaAMU




HCTIONBb30BaHMsI OCHOBHBIX
METOJIOB M IIPUEMOB
TUTAHUPOBAHUS, OPTaHU3aIHH,
MOTHBAIINH, KOOPAWHAIINN
KOHTPOJISI IESITETBHOCTH
opranusaimii cdepbl cepBuca 1
WX TOJpaseacHUI

4. OFBEM JJUCLUILIMHBI U BUIbl YYEBHOM PABOTHI
OO0t 00beM IUCIHUILIMHEI COCTABIAET3 3aUeTHEIC eAUHUIIBI, 108 aKkageMHUYeCKUX YacoB.

Ounast popma oOyueHUS

Bunx yuebnol paboThl Bcero Tpumectp

4acoB 4

KonrakTHasi paGora (Bcero) 30 30

B TOM YHCIIC:

1) 3anstus nekunonnoro tuna (JIK) 10 10

U3 HUX

— JIEKIIAU 10 10

2) 3ansTHs cemuHapckoro tuna (I13) 20 20

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3auarus (11P) 20 20

— nabopatopHsie padotsl (JIP)

3) rpynmnoBbie KOHCYJIbTAIIUH

4) uHaMBUAYaIbHAS PaboTa

5) npoMeKyTOUYHAsT aTTECTAIHSI

CamocrosiTesibHas pa6ota (Bcero) (CP) 78 78

B TOM YHCJIC:

KypcoBoii npoekt (paboTa)

Pacuerno-rpaduueckne paboThl

KonTponbhas pabota

Pedepar 20 20

CamMonoaroroBka (Ipo4ne BUABI CAMOCTOATEIHHON pabOTHI) 58 58

[ToAroToBKa K aTTeCTaINH

OO0t 00BeEM, Yac 108 108

dopma MPOMEKYTOUHOU aTTeCcTalluu 3auer 3auer

3aouHas Gpopma oOyueHHs
Bun yuebHo# paboThl Bcero Tpumectp

4acoB 5

KonrakTHasi paGora (Bcero) 12,3 12,3

B TOM YHCIIE:

1) 3ansTus gekiponHoro tuna (JIK) 4 4

U3 HUX

— JIEKIIUHU 4 4




2) 3ansitus cemunapckoro tumna (113) 8 8
U3 HUX

— cemuHapsl (C)

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

3) rpynmnoBbie KOHCYJIbTAIIUH

4) uHaMBUAyaJIbHAs paboTa

5) nmpoMeKyTOUYHAsE ATTECTAIHsI 0,3 0,3
CamocrosiTesibHas pa6ota (Bcero) (CP) 95,7 95,7
B TOM YHCJIE:

KypcoBoii npoekT (pabora)

PacuerHo-Tpadudeckne paboTh

KonTponbnas pabota

Pedepar 20 20
CamMonoaroroBka (Ipo4ne BUABI CAMOCTOATEIHHON pabOTHI) 72 72
IToaroroska K arrecTanyu 3,7 3,7
OO01mii 006eM, Yac 108 108
Popma NPOMEKYTOUHON ATTECTALUH 3a4er 3a4er

5. COAEP)KXAHUE U CTPYKTYPA JUCIUIIJINHBI

5.1. Coaep:xaHue TUCHMILIMHBI

Ne paznena
(Tembl)

HaumenoBanue pazzaena (Tembl)

Copnep:xanue paszaena (TeMbI)

1 JlokyMeHTanoHHOE
o0ecrieyeHne yrpaBleHHUs Kak
OTpacib JeATeIbHOCTH

Ienu u 3a0a4n CEPBUCHON EATEIBHOCTH OPraHU3ALMH.
OCHOBHBIC MCTOAbI n IIPUCMBI IJIaHUPOBAHUA,
opraHu3zanui, MOTHBAllUU, KOOpAWHALIUM W KOHTPOJIA
JEeSITeIbHOCTH  OpraHu3aiuii  cdepsl cepBHca H  HX
nonpasaenennit. I lonsTue JOKYMEHTAIHOHHOTO
o0ecrieueHus yIpaBieHus. OpraHuzanuoHHOe
MOCTPOEHUE CIYKObI JETOMPOU3BOJCTBA. 3amayul |
¢bynkuun ciyx6s1 JIOY. Permamentanus ciryx0bl
JOV. 3aKOoHOJAaTENbHOE peryinupoBaHue
nenornpon3BoAcTBa.OCHOBHBIE (YHKIMU YIIPABICHHS
CEPBUCHOM JIEATEIbHOCTBIO

2 JlokymeHTHupoBaHue
YIPaBJIEHYECKON 1€ATEIbHOCTH

ITonsATHE M 3HaUEHUE NOKYMEHTA B YIIPABICHYECKOU
nesarenbHOCTH. COoCTaB yINpaBIE€HYECKUX JOKYMEHTOB.
OOmerocynapcTBEHHbIE HOPMAaTHUBHBIE "
METOJIMYECKHE JOKYMEHTBl. TpeOoBaHHS K TEKCTY
JIOKyMEHTa. DJIEMEHTBI TEKCTa JOKyMeHTa. PopmaTsl
Oymarn u mons. PexkBusur noxymenrta. Dopmyisip-
oOpazen. brmank nokymenra. Ilopsaok anpecoBaHwMs.
CormacoBanve,  TOANHMCAHME W YTBEPKICHUSA
JoKyMeHTa. OTMeTKa Ha JOKYMEHTE.

3 Opranuzanus paboThI ¢
JOKyMEHTaMHU

[TonsiTe «IOKYMEHTOOOOPOT», €ro aHaau3 u
OCHOBHbIE HTambl. [lpmem u mnepBuuyHass oOpaboOTKa
JTOKYMEHTOB. Pacnipenenenue MOCTYIUBIINX
JIOKYMEHTOB U perucrpanusi AOKyMeHToB. KoHTpoib
UCTIOJIHEHUS JOKYMEHTOB. HNudpopmannonHo-
crpaBoyHasi paboTa U OTIpaBKa J0KyMeHToB. [loHsTue

5




HOMEHKJIaTypbl JI€JI, €€ Ha3HAauYeHUe U IOPAIOK
cocraBieHus. DopMmupoBaHue U OQOpPMIICHHE JIEl.
XpaHeHHue Je.

4 TpeboBaHmMsI 110 MOATOTOBKE PacniopsinutenbHble  JOKyMEHTHI (IIOCTaHOBJIECHUS,
pacropsAUTENbHBIX U peLIeHHs, PACHOPSHKEHUS, IPUKa3bl). AKT, OPSIOK €To
MH(POPMALIMOHHO-CITPABOYHBIX opopmuenus. CmyxeOHple 3anucku. [IporTokon.
JIOKYMEHTOB Crpaska.

5 JIOKyMEeHTHI, VYcraB M JIOKalbHble ~ HOPMAaTHBHBIE  AKThI.
perIaMEHTUPYIOLLINE [Tonoxenue. MHCTpyKUUH.

JeSITeIbHOCTh OpraHU3aLuu

6 JlokyMeHTaIus 1o JUIHOMY Knaccugukaius JOKyMEHTOB IO JUYHOMY COCTaBY,

COCTaBYy UX y4YeT U XpaHeHue. JJokyMeHTHpOBaHUE NpHEeMa Ha
paboty. TpymoBoii moroBop. Ilpukassl 1o JIHYHOMY
COCTaBy M TpyJAoBass KHIKKA. JIOKyMEHTalMOHHOE
o0OecriedeHUe MepeBoJa, IMOOIIPEHUH U B3bICKAHUU.
Odopmnenue OTITyCKOB. JIOKyMEHTUPOBaHHE
KOMaHIUPOBaHUS  pabOTHUKA ®  OQOopMIICHHE
yBOJIbHEHHUs. JIn4Has KapTouKa U JIMYHOE JeJIO.

7 JloxymeHnTanus 1o J0roBopHo- [Topsimok coctaBieHust KoHTpakrta. [IpaBuia u Gpopmer
[PaBOBBIM OTHOLIEHUSM KOMMEPUYECKO MepernucKy ¢ JeI0BbIMH MTapTHEPAMHU.
HYKOHOMHYECKOW JAESITEeTHHOCTH CayxeOHble THChMA: KITaCCU(PHUKAIHS, CTPYKTYpa,

CTaHJapTHBIE (pa3bl U BeIpakeHUs. Tenerpamma,
tenedoHorpamma, hakc.
5.2. CTpykTypa AU CHUNIHHBI
ouHast (opma oOydeHus
Ne HaumenoBanue pasnena (TeMbl) KonuyectBo yacoB
pasnena Bcero JIK C np | Jp | ... | CP
(Temsr)
1 JloKyMeHTaIlmoHHOE oOecreueHne 12 2 10
yIpaBJICHUS] KaK OTPACIb JESITEIbHOCTH
2 JIOKyMEHTHPOBAaHHE yNPABICHUYECKON 18 2 4 12
JIeSITeITbHOCTH
3 Opranuzanus paboThl ¢ JOKYMEHTaMU 16 2 2 12
4 TpebGoBanust MO MOATOTOBKE 18 2 4 12
pacropsaUTeIbHbIX U MHYOPMAIIMIOHHO-
CIPaBOYHBIX JOKYMEHTOB
5 JIOKyMEHTBI, periaMeHTUPYIOIINE 18 2 4 12
JeSITeTIbHOCTh OpTaHU3aluN
6 JloKyMeHTaus 1o JMYHOMY COCTaBy 14 2 2 10
7 JlokyMeHTaIus o JOroBOPHO-IIPABOBBIM 12 2 10
OTHOILIEHHUSIM YKOHOMHYECKON
JeSITeIIbHOCTH
OO6umii 06beM 108 10 20 78
3ao4yHas hopma oOydeHHs
Ne Haumenosanue pa3nena (Tembl) KosanuectBo yacos
pasnena Bcero JIK C Imp | JIP Cp

(TembI)




1 JlokyMeHTaImoHHOe o0ecreyeHre 10 10
yIpaBJIeHUs KaK OTPACib JeSITEIbHOCTH
2 JIoKyMEeHTHpPOBaHUE yIPABIECHUECKON 14 2 12
JeSITeIbHOCTH
3 Opranuzanus paboThl C TOKYMEHTaMU 18 2 2 14
4 TpeGoBaHwMs IO MOATOTOBKE 18 2 2 14
pacropsaUTeIbHBIX U HH)OPMAITHOHHO-
CIPAaBOYHBIX JOKYMEHTOB
3) JIOKyMEHTBI, periaMeHTUPYIoIINe 16 2 14
JeSITeIbHOCTh OpraHU3aLuu
6 JlokymeHTanus 1o JM4HOMY COCTaBy 14 14
7 JlokymeHTanus 1o J0roBOpHO-IIPaBOBBIM 14 14
OTHOILEHUSIM SKOHOMHYECKON
JeSITeITbHOCTH
8 Arrecranus 4
O6mumii 06bem 108 4 8 92
5.3. 3aHATHSA CEMHUHAPCKOT0 THIIA
ouHasi opma oOyueHus
Ne i/ No Bun HaumenoBaHue KonnuectBo
pasgena | 3aHATHUS 4acoB
(Tembl)
1 1 [P JlokyMeHTaImoOHHOE 00eCTICYeHHE YIIPaBICHUS KaK 2
0Tpacib 1 TeIbHOCTH
2 2 1P JIOKYMEHTUPOBaHUE YNIPABICHYECKOH 1€ TeIbHOCTH 4
3 3 1P Opraauzanus padoThI ¢ IOKYMEHTaMH 2
4 4 1P TpeboBaHMs 110 MOATOTOBKE PacTIOpSIUTEIbHBIX U 4
WH(OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
5 5 I1P JIOKYMEHTBI, perJIaMEHTUPYIOIINE JEATEIBHOCTD 4
OpraHu3aIu
6 6 I1P JloKyMeHTanus 1o JMYHOMY COCTaBy 2
7 7 I1P JloxymeHTanus 1o J0roBOPHO-IIPABOBBIM OTHOIIEHUSIM 2
HKOHOMHUECKON JesITeIbHOCTH
3a04Has popma 00ydeHust
Ne n/nt Ne Bun HanmenoBanue Konunuectso
pasgena | 3aHATHUS 9acoB
(TemMbr)
1 2 I1P JIOKyMEHTHpOBaHUE YIPABIECHYECKON AEATEIbHOCTH 2
2 3 1P Opranuzanus paboTsl C TOKYMEHTaMU 2
3 4 1P TpeboBaHUsI 110 MMOATOTOBKE PacIIOPSIUTEIbHBIX U 2
WH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
4 5 1P JIOKyMEHTBI, perjIaMeHTHPYIOIINE JEATEIBHOCTD 2
OpraHu3aIu

5.4. Kypcogoii npoekT (KypcoBasi pabora, pacueTHo-rpadpuyeckas padora, pedepar,

1.

KOHTpPOJIbHAsA padoTa)
IIpumepHasi TeMaTuka pedepaToB:

HopmatuBHO — paBOBBIE aKTHI B c(hepe TYPHUCTCKOTo On3Heca.
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2. HopmatuBHO — paBOBBIE aKThl B TOCTUHUYHON UHAYCTPHUU.

3. HopmaTtuBHO — IpaBOBBIE aKTHI B pECTOPAaHHOM OH3HECE.

4. JloxkymeHTalusi Mo OOECHEUEHUI0 M MOJTBEPXKICHUIO KauecTBa YCIYyr TYPHUCTCKOTO
TPEITPHUSITHSL.

5. JlokymeHTanusi 1o 0OECHEUEHUIO0 U TOJATBEPKICHUIO KauecTBa YCIyT TOCTUHUYHOTO
TPEITPHUSTHSL.

6. JloxymeHTanus 1no oOECHEUEHHUI0 U MOATBEP)KIECHUIO KauecTBa YCIYT MPEIIpUSITHS
MUTaHUS.

7. Pa3paboTka IOJKHOCTHON MHCTPYKIMH MEHEKepa TYPUCTCKOTO MPEANPUSITHSL.

8. Pa3paboTka TOMKHOCTHOM HHCTPYKIIMU MEHEHKEPA TOCTHHUYHOTO TIPEATIPHUSTHS.

9. Pa3paboTka HOMKHOCTHON MHCTPYKLHUHU MEHEKEepa IPEeANPUITUS MTUTAHUS.

10. Pa3pabotka q0oroBopa 00 OpraHu3aluy MepeBO30K TYPHCTOB.

11. CronbuoBoe (IpUKa3HOE) AETONPOU3BOACTRO.

12. Koiexckoe AeIonponu3BOICTBO.

13. UcnonHutenbHOE AETONPOU3BOICTBO.

14. Poccuiickue TeXHOJIOTHH JIETONMPOU3BOICTBA B XX BEKeE.

15. OcobenHocTu 0(hopMIICHHS I€TOBBIX [TMCEM B aHTJIOA3BIYHBIX CTpaHaX.

16. Crenuduka 1enoBol KOPPECHOHICHIINN Ha (YPAHITY3CKOM SI3BIKE.

17. Ocobennoctu ohopMIICHHS MHUCEM HAa HEMELIKOM SI3BIKE.

18. CymurHocTh U 0COOCHHOCTH KOH(DUISHITHAILHOTO JISTIOIPOU3BOICTRA.

19. Ompenenenue coctaBa KOHPHUACHIIUATIBHBIX TOKYMEHTOB.

5.5. CamocTosiTe/ibHasi paGoTa

Ne paznena Bun camocrositenbHOl paboTh KonnyectBo yacoB
(Tembr)
OYHas 3a04yHas
1 [ToaroToBKa K MpakTUYECKOMY (CEMHUHAPCKOMY) 3aHITHIO 10 10
2 [ToaroTroBka K NpakTUYECKOMY (CEMHUHAPCKOMY) 3aHSITHIO 12 12
3 PaboTa ¢ Hay4HbIMH HCTOYHUKAMHU 12 14
4 [ToaroTroBka K NpakTHYeCKOMY (CEMHUHAPCKOMY) 3aHSITHIO 12 14
5 CobecenioBaHue 1o pe3ysbTaTaM aHAJIN3a HayYHbIX 12 14
HMCTOYHHUKOB
6 [ToaroTroBka K NpakTUYeCKOMY (CEMHUHAPCKOMY) 3aHSITHIO 10 14
7 CobecennoBanue Mo pe3yibTaTaM aHAJIM3a HaAyYHbIX 10 14
HCTOYHHUKOB

6. OBPA3OBATEJIbHBIE TEXHOJIOTI'MHN

ITpu ocymecTBieHnn 00pa30BaTEIBHOrO IMpolecca MO JUCHUIUIMHE HCIOIb3YHTCA
cleayroure nHPOPMalMOHHbIE TEXHOIOTHH:

— cOop, cucTemaTu3alys 1 BblAaua yueOHON 1 Hay4HOH UHpOpMauy;

— 00paboTKa TeKCTOBOH, rpayuuecKoil 1 SMIMPUIECKON HH(pOpMAIIUH;

— NOATOTOBKA, KOHCTPYUPOBAHHUEC U IMPE3CHTALIUA UTOT'OB y‘IC6HOI\/’I JACATCIIBHOCTH,

— CaMOCTOSITENIbHBIA IMOMCK JIOTIOJIHUTENIFHOTO Y4eOHOro M HAy4YHOTro MarepHaia, ¢
HCII0JIb30BaHHUEM IIOMCKOBBIX CHUCTEM n CalTOB CETHu I/IHTepHeT, SJICKTPOHHBIX
OMOIMOTEYHBIXPECYPCOB U 0a3 TaHHBIX;

— HCIIOJIb30BAaHUE SHCKTpOHHOfI II04YTHhI, COIIMAJIBHBIX cereit AJig paCChUIKH, IMMEPECIIUCKUA U
00CYX/1IeHUS] BO3HUKIIUX Y4EOHBIX MPoOsIeM, KOHCYIbTAlIUH.




I/IHTepaKTI/IBHLIe H AaKTHUBHbIC 06pa30BaTeJ’ILHLIe TEXHOJOI'IHA

Ounas ¢opma o0yueHus

No Bun 3anstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIC KonnuectBo
TEMBI I13, C, JIP) 00pa3oBaTeNIbHbIC TEXHOJIOTHU 4acoB
1 I1P [Ipesenranumu 2
2 I1P [Ipesenranuu 4
3 I1P [IpesenTanumu 2
4 I1P [Ipe3enTaunu 4
5 1P [TpesenTauuu 4
6 I1P [Ipesenranuu 2
7 I1P [Ipesenranuu 2
3aounasi popma oOyueHust
Ne Bup 3ansarus (J1, Hcnonb3yeMble HHTEPAKTUBHBIC U aKTUBHBIE KonuuecTBo
TEMBbI 113, C, JIP) o0pa3oBaTeIbHbIE TEXHOJIOTUU 4acoB
2 [1P IIpesenTanuu 2
3 [1P IIpesenTanuu 2
4 I1P [Tpesenramuu 2
5 [1P IIpesenTanuu 2
IIpakTHyeckasi NOAroTOBKAa 00y4arOUIUXCSH
Ne paznena Bun 3ansarus Buner pabot KonnuectBo
(Tempr) (JIK, ITP, JIP) 4acoB
O0d0 | 390
2 I1P Pa3paboTtka ynpaBieHYecKOl TOKyMEHTAIUU 4 2
3 [P Pa3pabotka HOMeHKIaTyphl fen. dopMupoBaHue, 2 3
oopmieHHEe U XpaHEeHHE Jel
4 1P Pa3paboTka pacnopsiAMTEIbHBIX IOKYMEHTOB 2 1
4 I1P Pazpabotka UH(POPMALMOHHO-CITPABOYHBIX 2 1
JOKYMEHTOB
5 1P PazpaboTka JOKYMEHTOB, pErJIaMEHTUPYIOLIUX 4 2
JeSITeTbHOCTD OpraHu3aINH (;ToxanmpHBIE
HOPMAaTHBHBIE AKThl, OJ0XKEHHUs, THCTPYKIIIH)
6 [P Pa3paboTka JAOKYMEHTOB MO JIMYHOMY COCTaBY 2 -
(TpyZ10BO#1 1OTOBOP, TPY10Bast KHUXKKA U Ip.)
7 I1P Pa3paboTka [MOKyMeHTallMd TO  JIOTOBOPHO- 2 -
MIPaBOBBIM OTHOIICHHSIM YKOHOMHYECKOU
JesITeIbHOCTH (KOHTPAKT, JIeJI0Bas IepernucKa)

7. ®OHJ] OLEHOYHBIX CPEJICTB (OLIEHOYHBIE MATEPHAJIBI) IS
TEKYLLETO KOHTPOJISI YCHEBAEMOCTH, MPOMEKYTOUYHOI ATTECTALIMU

2. MeToauyeckne MaTepuaJIbl, ONpeaessioniue nNpoue1ypbl OeHUBAHUS

2.1. Meroanueckue MaTepuaJbl, ONpeae/siiolue Npoueaypbl OeHUBAHUSA B
PaMKax TeKyLIero KOHTPOJIsi yCleBaeMOCTH




ITponetypa olieHUBaHMsI IPOUCXOAUT € UCIIOIB30BAHUEM METOJ1a TECTUPOBAHUS, OLEHKU
IPAKTUYECKUX 3aJaHUi, YpOBHS IOJArOTOBKU CTYJEHTAa IPU OTBETE Ha BOIPOCHI IPU YCTHOM
orpoce.

MeTtoauyeckoe onucaHue NOATOTOBKH M NIPOBeeHNs TeCTUPOBAHUS

He meHee, uem 3a Hezento 10 TECTUPOBAHUSA, IIPENOJaBaTEb OIPEEIIeT 00ydaroIUMCs
VCXOJHBIE IaHHBIE Ul MTOATOTOBKH K TECTUPOBAHUIO: pa3zeiibl (TEMbI, BOIPOCHI), 10 KOTOPHIM
OyayT 3aaHus B TECTOBOU (opMe, JINTEpaTypy M UCTOUHHMKH (C TOUHBIM YKa3aHUEM pa3feiioB,
TEM, cTaTei) JUIsl IOATOTOBKH.

TecTbl BBINOIHAIOTCS BO BpeMs Ay JUTOPHBIX 3aHATUH (IIPAKTHUECKUX).

KoanuecTBo BOIIPOCOB B TECTOBOM 33JaHUU ONPEEIISAETCS IPENOAaBaTEIEM.

Ha Brimonaenune tectoB orBoauTcs 0,5-1 akameMudyecKnii yac.

WNuauBuayanbHOE TECTOBOE 33/1aHUE BBIIACTCS 00ydaroneMycst Ha O0yMaXXHOM HOCHUTEIE.
Taxke TecTUpOBaHME MOXET HPOBOJUTHCS C MCIIOJIB30BAHHMEM KOMIIBIOTEPHBIX CpPEACTB U
IIPOrpaMM B CHELUAIBHO 000PY/JOBAaHHbBIX TOMEILIECHUSX.

IIpu npoX0’KAEHUU TECTUPOBAHUS MOJIb30BATHCSI KOHCIIEKTaMU JICKIUH, yueOHUKaMu He
pa3pelieHo.

IIpuMepbl TECTOBBIX 3a/laHUil, a TaK)Ke KPUTEPUHM U ILIKaja OLIEHKU IPUBEACHHI B 1.3.
DoHJ1a OLIEHOYHBIX CPEJICTB.

MeToanyeckoe onucanue MOArOTOBKU U NPOBeJeHUs] YCTHOTO ONpoca

VYcTHBIE OIpOCHl  IPOBOAATCS IIpernojaBaTesieM BO BpEMsl ayJUTOPHBIX 3aHATUI
(JISKIIMOHHBIX UM MPAKTUYECKHX ).

OcHoOBHbIE BOIPOCHI JUIsl YCTHOTO OINpOCAa JOBOJATCA JO CBEIEHUS CTYJIEHTOB Ha
HpPEeIbIAYIIEM 3aHATHH.

KonnuecTBo BOIIpOCOB OIpeaenseTcs MpenoiaBaTeieM.

Bpewms mpoBeaenus ompoca ot 10 MuUHYT 10 1 akageMHyecKoro yaca.

VYcTHBIE ONpOCHl HEOOXOIMMO CTPOMTH TaK, 4YTOObI BOBJIE€Yb B TEMYy OOCYKICHHS
MaKCHUMaJbHOE KOJMYECTBO OOydaloUmMXCsl B TpyIIe, MPOBOAWTh Mapajuledd C  yxkKe
MPONJCHHBIM yYEOHBIM MaTepuaioM JaHHOW AMCLUUILUIMHBI U CMEXKHBIMH KypcaMH, HaXOJWUThb
ylayHble TpPUMEpPhl M3 COBPEMEHHOW JE€HCTBUTENBHOCTH, YTO YyBEIMUUBaeT 3()()EeKTHBHOCTH
YCBOEHHUS MaTepuasa Ha acCOLMALUAX.

[lepeueHp BOMPOCOB ISl MPOBEACHMSI YCTHBIX OINPOCOB, a TAK)KE KPUTEPUM M IIKaja
OLICHKH NpuBe/eHb! B 11.3. DoHAa OIIEHOYHBIX CPEACTB.

MeTtoauyeckoe onucanue NOArOTOBKH M NIPOBECHUS NPAKTHYCCKUX 3aJaHUH

[IpenogaBatens 3apaHee MOATOTABIMBAET BECh HWH(DOPMALMOHHBIA KOMILJIEKC, TOTOBUT
OnaHKM C 3a7aHusMH. Bpemst pemieHust 3ajaHusl yka3aHo B caMoM OnaHke. CTylIeHTbI
CaMOCTOSITENIbHO U3y4aloT U MpopadaThIBalOT TEOPETUUECKUN U CIIPAaBOYHBIA MaTepHal o TEME.
3amaHusg Ha YCMOTpEHME IMIpernojaBaresis MOTYT ObITh MpPEUIOKEHBI JUIsl PELIeHHs Kak
WHAUBUAYAJIbHO, TaK U MOATPYIIE CTYACHTOB (J10 3 4EJIOBEK).

CopnepxaHue 3aaHui, a TakKe KPUTEPUM M IIKaJa OLEHKU NpuBEAEHbI B 1.3. DoHaa
OILICHOYHBIX CPEJICTB.

2.2. Meroanueckue MaTepuaJbl, ONpeAe/IsioIMe MPouelypbl OLCHUBAHUS B PAMKaXx
NPOMEKYTOYHOM aTTecTAlNHU

IIpomexxyTouHast arTecTaus - 3a4eT

[TpomesxyTouHas arTecTanus IPOBOJUTCS B popMe 3ayera.

3ayeT BBICTABIISIETCS 10 Pe3ysIbTaTaM TEKYLIEro KOHTPOJIS yCIIEBAEMOCTH.

[To ounHoit ¢Qopme o0OyueHHs 3aueT BBICTABISIETCA TIIOCIE TIOCIEAHErO 3aHATHS
CEMHUHApPCKOI0 THIa B TPUMECTPE.

[To 3aouHoif ¢opme o0OydeHHs 3aueT BBICTABISAETCS B CHEIHMAIbHO OTBEACHHOE
pacnrcanueM ceccuu Bpems. Ilpu 3TOM BO Bpemsi 3auera mpenojaBaTeslb IMPOBEpsET
BBIMIOJTHEHHBIE CTYJIEHTAMHM 3aJaHMsl, a TaKXe 3aJacT JOINOJIHUTEIbHBIE U YTOYHSIOLIUE
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Bompochkl. Ha arrecranuio kaxmoro cryaeHTa otBoauthest 0,3 akagemMudeckux vaca (okojio 14
MUHYT).
3. TunoBbie KOHTPOJIbHBIE 3aJaHUS

Tunosbie 3alaHus 1JISl TEKYIHETro KOHTPOJIA YCIICBA€EMOCTH

3.1. IlepeyeHb THNOBBIX MPUMEPHBIX MPAKTUYECKUX 3aJaHUI

Bapuanrt 1

3aganue 1.

B mae 2018 r. 66110 co3mano OO0 «Duanka». PykoBoacTBOM OBLIO IPEIIOKEHO CO3/ATh
B crpyktype OOO KaHUENSpHUI0O M BBECTH €€ B COCTaB aJMHUHHCTPATHUBHO-XO3SHCTBEHHOI'O
otnena. [Ipotus aTOro pemenus BeICTynnIIa 3aBeytomias kanuensipueit Opnosa A /L.

Kto mpaB B cnoxuBmelics curyanuu? Kakum oOpazom Oprnoa A.Jl. mokaspiBana
PYKOBOJICTBY CBOIO TOUKY 3pEHUS?

3amanmue 2.

B asrycre 2018 r. 0buto co3gano AO «Auatopy. Ciyx6a JOY B Hem Oblia Ha3zBaHa
OOIIM OTIEJIOM.

KakuMu noxkymeHTamMu AOJDKHA OBITH pEriaMeHTHPOBAHA JESTEIBHOCTh CO3/aHHOTO
otxena? Kak onHu cocraBistroTest?

3aganue 3.

Kakoli TOKyMEHT sIBISIe€TCSI OCHOBHBIM HOPMATHUBHBIM aKTOM, 3aKPEILISIOLUIUM CHUCTEMY
JIOY B KOHKpeTHOW opraHu3amuu ¢ y4eroMm ee crnenuduku? Kak oH cocraBisercs, oOperaer
IOPUANYECKYIO CUITY?

3aganue 4.

C kakoil menpio co3maerca Tabenb yHUGUIMPOBaHHBIX ¢GopM gokymeHToB? Kakas
METOJIMKA pa3pabOTKu Tabesst UCIoJIb3yeTcs?

3aganue S.

Kak pazpaborate anpb0M yHUDUIMPOBAHHBIX (POPM JTOKYMEHTOB, CO3/1aBa€MbIX B
opranuzanuu? KakoBa 1ep ero co3ianus?

Bapuant 2

3aganue 1.AkmuonepHoe obOmectBo «CtTpena», pacmonoxeHHoe B ropojae Koctpoma
(ropummdeckuii anpec: yin. Jlecnas, 22, ten. 46-01-34, daxc (043) 46-01-37), umeer ¢umman
«Ctpena-ExarepunOypr» B ropojie ExatepunOypr (mo aapecy: yi. Bok3aneHnas, 34, Ten. 23-34-
56, dakc (032) 23-34-55). CrnpoektupyiiTe OJIaHK TUChMa IS TOJIOBHOTO O(rica aKIIMOHEPHOTO
oOmiecTBa U ero gunuana B ropojae ExkarepunOypr.

3ananmue 2. AxunonepHoe oo6mectBo «Boctok» (114311, Mocksa, yi. Habepexnas, 1. 16,
kopm. 1, Tem 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, WMHH/KIIII
0000000000/000000000) siBsieTcst kpymHOM opranu3anuei. Ero opraHuzanmnoHHas CTpyKTypa
BKIIIOUAET TPH JEMapTaMeHTa (B COCTaBe KaXXJI0TO 00pa30BaHO OT YETHIPEX JO IIECTH OTAETIOB).
Hupektop kaxaoro aemnapramenta spisercs wieHoM CoBera nupexTtopoB OOmectBa U B
npelenax CcBOeW KOMIETCHIIMM WMEET MpaBO MOAMHCH JOKYMEHTOB, HCXOISIIMX W3 €ro
noapasneneHusi. B HacTositee BpeMsi BCTall BOIIPOC O TMOATOTOBKE W BHEAPEHUH B MPAKTUKY
paboTsl, kpome Onanka AO «BocToky, emie u OJaHKOB JeNapTaMEHTOB 3TOTO aKI[MOHEPHOTO
oOuiecTna.

CrpoexTupyiite o0muii OnaHK opraHu3anuu, OO OJaHK W OJaHK [ THChMa
Henapramenta mnepeBo3ok AO «Boctok», OnaHk mnuchMa Aupekropa JlemaprameHTa
npousBoacTBa AO «BocTok».

3aganue 3. Bune-npe3ueHT akiimoHepHOro komMmepueckoro 6anka «Cupuyc» (321674, r.
C, yn. Oxmnas, 13/2, ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KTIIT
0000000000/000000000) BBICKa3am HaYadbHUKY KaHIEISIPUH TIOXKEIaHWEe HWMETh OJIaHK C
yKa3aHHEM CBOCH TOJDKHOCTH, MOTUBUPYS €r0 TEM OOCTOSTENILCTBOM, YTO OH BEJIET OOLIUPHYIO
MEPETHCKY.
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[TpaBomMouHO 1 MOXKenaHue Bulie-mpe3uienTa? Kak qomkeH BhITIAAeTh TaKOH OJTaHK?

3ananue 4. Vcnonb3ys hopmyssip oOpaser, CIpoeKTHPYITE:

a) OnaHkK muchbMa (C MPOJOJBHBIM PACHOJIOKEHUEM DPEKBU3UTOB), €CIH HCIIOIb3YHOTCS
cnenyromue pexsusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OmaHK mpuKasza (C MPOJOJBHBIM PACIOJIOKCHHUEM PEKBU3MTOB), €CIIM HCIOJIb3YOTCS
caenyromue pexksusutsl: 05, 09, 13, 10, 11, 17;

B) OnaHK 3asBJICHHS (C YIJIOBBIM DPACIOJIOKEHUEM PEKBU3UTOB) Ha HUMS T€HEPAJIHHOTO
nupexkropa OAO «Axcon» KocunueBa A.B. o mpenocraBieHUM MaTepUaqbHOM IMOMOIIM B
pazmepe 10 MPOT B cBsA3U € TSXKEIIBIM CEMEMHBIM MOJI0KECHUEM.

3ananue S. B uncnexkunn denepanbHO HAIOrOBOW CiIykObl 1o JIeHMHCKOMY palioHY T.
CraBpormnois BO3HUKIIA HEOOXOJUMOCTh B pa3paboTke OJaHKa paclopsbKeHUs ISl OTAeNa Io
pabote ¢ Hamoromuiatenbiukamu. CIpOEKTUPYHTE TakoW OJIaHK (C yIIOBBIM PACHOJIOKEHUEM
PEKBU3HUTOB), €CJIM B IAHHOM CITy4ae MCIOJb3YIOTCs cieayromue pekBu3uTel: 01, 05, 06, 09, 13,

10, 11, 17.

KpuTtepuu u mkajia oueHKH pelleHusl NPAKTHYEeCKOr0 3a/IaHusl

Onenka

Kpurepun

OTJn4HO

Omauyno  CTaBUTCS, €CIHH COJAEp)KaHHUE pabOTH/OTBETA MOJHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydaroluiicsi, NTEMOHCTPUPYET BCECTOPOHHEE,
CUCTEMATUYECKOE M TIyOOKOe 3HaHHME Y4YeOHOro Marepuana, YMEHHE
CBOOOZHO BBIMIOJIHATH MpakTUyeckoe 3afanue. [1oMHO ocBemaer 3aJaHHyI0
TEMy, €€ aKTyaJIbHOCTb M HOBHU3HY. Marepuan M3J0KEH B OIPENEICHHON
JIOTUYECKOU MOCJIEIOBATEIbHOCTH, JUTEpaTypHbIM SI3BIKOM, c
UCIIOJIb30BAHUEM COBPEMEHHBIX HAay4HbIX TepMHHOB. OOyudaromuiics
MIPOJIEMOHCTPUPOBANI B MOJHOM 00beMe HEOOXOIUMBIC 3HAHHS M YMEHUS;
YMEHHME TMOJIb30BATbCS HOPMATUMBHOM, CIPABOYHOM W  CIHEHHAIBHOMN
JUTEPaTypoil; 0O0CHOBAHHOCTh PE3YJIbTATOB U BHIBOJOB, OPUTMHAIBHOCTD
UJeH; CIOCOOHOCTh MPEACTABIATh PE3YJIbTAaThl UCCIIEOBAHNS B TBOPUECKOM
dopme; 00OCHOBaHHME BO3MOXKHOCTH IMPAKTUYECKOTO  HCIOJIb30BAHUS
MOJIy4YE€HHBIX AaHHBIX. [IpogeMoHCTpUpoBaH JTUYHBIN BKJIaJ 00ydaromierocs
B paboty. OdopmieHue paboThl B IEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBaHUSIM.

Xopomo

Xopowio  cTaBUTCS, €CIM COAep)KaHHEe paboTh/OTBETAa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYeT 3afaHuio. OOydaromuics JeMOHCTPUPYET
3HaHWe Y4yeOHOro Marepuana, yMEHHE YCIEUIHO BBIIOJIHUTH 3aJlaHHe,
YCBOCHME OCHOBHON JIUTEPATyphl, PEKOMEHIOBAaHHOW B IPOrpaMMe.
Matepuan H3JI0)KEH B OINPEAEIECHHOW JIOTMYECKOH IOCIIEN0BAaTEIbHOCTH,
IIPU 3TOM JONYILIEHBI JBE-TPU HECYIIECTBEHHbIE OIMOKU (MM OrOBOPKH),
UCTIpaBJIeHHble N0 TpeOoBaHUIO mpemnojaBatens. Hayunas TtepmMuHONOTHSA
UCIIONIb3YEeTCSl JOCTaTOYHO, OTpa)k€HAa HOBU3HA TMOJTYYEHHBIX JAHHBIX,
BBIBOJIBI  JOCTaTOYHO OOOCHOBaHBL. J[OCTaTOYHO MPOJAEMOHCTPHPOBAH
JUYHBIA BKJIaa oOyuaromierocst B padoty. OdopmieHne paboTsl OTBEYAOT
YCTaHOBJICHHBIM TPEOOBAHMSIM.

Ynosaersop
HUTEJbHO

[Ipu  yoosremeopumenvnom  OTBET€  cojepkaHWe  pabOTHI/OTBETA
HE/I0CTaTOYHO TOJHOCTHIO COOTBETCTBYET 3aJaHMIO. 3aJJaHHE BBIOJHEHO
gacTuyHOo. OOydaromuiicss IeMOHCTPUPYET HEAOCTaTOYHOE OCBEIICHUE
3aJJaHHOM TeMBI, JOMYIIEHb! MOTPEIIHOCTH U HETOYHOCTH, JOMYCKAET OJHY
CYIIECTBEHHYIO OMIMOKY, HO 0OJagaeT HEOOXOJAMMBIMU 3HAHHUSIMHU TSI UX
yCTpaHeHUs] TOJ PYKOBOJCTBOM IMpemnojaBatens. HayuHas TepMUHOIOTHS
UCTIONB3YETCSl HEJOCTATOYHO, BBIBOJABI HE OOOCHOBAaHBHL. JIMYHBINA BKIaI
oOyuatomerocss B paboty HenmocrtatoueH. OdopmiieHue paboTbl He
MOJIHOCTHIO OTBEYAIOT YCTAHOBJIEHHBIM TPEOOBAHUSIM.

Heynosiers

[Ipu HeydosnemsopumenbHomM OTBETE COJEpXKaHHE PpadOTHI/OTBETa HE
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OpMTEJIbHO | COOTBETCTBYET 3aJaHHi0. B paboTe mpoaeMOHCTPHUPOBAH HU3KHHA YpPOBEHb
3HaHUM M yMeHui#l, HaOIIOAAIOTCA 3HAYUTENIbHBIE HETOYHOCTH B
UCTIOJIb30BAaHUN HAYYHOM TEPMUHOJIOTHH, HET BBIBOJIOB, OTPAaHUYEH 0OBEM
COJIepKaHUs BBINOJHEHHOTO 3axaHus. OdopmieHue paboThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBaHUSIM.

3.2. llepeyeHb NpUMEPHBIX BONPOCOB /1JI YCTHOIO ONpoca

1. [enu u 3agaun CEpBUCHOM AEATEILHOCTH OPraHU3alHH.

2. OCHOBHEBIE MCTOJbl W IMPUCMbI IUIAHUPOBAHUWA, OpraHM3alliyd, MOTHUBALIMH, KOOpAWHAIWUU U
KOHTPOJIS ACSATEIIBHOCTH OpraHu3aIiiii chepsl CEpBUCa B UX TOApa3IeICHHH.

3. JloxymeHTannonHoe obecrnieuenue ynpasienus (JJOY).

4. 3naueHuenokyMeHTaBTypusme. Mecto JIOY B nesSTENbHOCTH MEHEKEPOB.

5. YpoBHM ympaBlieHUsS W MPOLECChl OpraHU3aluu. YPOBHU YIPaBICHUS B MaJloi
opraHu3anuu (PyKOBOISIIMK M ONEpPaTUBHBIN), B CPEAHUX M KPYIHBIX (PYyKOBOISIIHMA,
CTpaTEeruyecKuii, TAKTUYECKUM U ONepaTUBHBIN).

6. JlokyMeHTHpOBaHHbIE WMH(MOpMAlLMS W YIPABICHYECKHUE PEUICHHS COOTBETCTBYIOLINX
YPOBHEM.

7. JIOKyMEHTBI, UCIHOJIb3yeMbIe PYKOBOJUTEISAMU WU HCIOJHUTEISIMU TPU BBIMOIHEHUH
CBOMX TIPOIIECCOB (MPABOBBIC, OPTaHU3ALMOHHO- PACIOPSIIUTEIbHBIC, TUIAHOBO-(HHAHCOBEIE,
BHEIIHHE HOPMAaTHUBHbIE, BHYTPEHHUE HOPMATHBHBIC U TEXHUYECKHE).

8. 3akononarensHoe perynupoBanue 10V (dhenepanbHbIe 3aKOHBI).

9. HopmatuBHO-TIpaBOBOE ¥ HOPMAaTHUBHO-METOAHMYECKoe  perynupoBanue OV
(HaIMOHANBHBIE CTAHAAPTHI, TOCYAAPCTBEHHAs CHCTEMa JOKYMEHTAI[HOHHOTO OO0ecreyeHus
ynpasinenust u ee uen, ['OCT P 51141-98 «/lenonpous3BoacTBO U apXUBHOE A€70. TepMUHBI U
onpeaenenusi, [OCT 6.30-03 «YHauduimpoBaHHble CUCTEMBI JOKYMEHTAIun», O01epoCcCuiicKuit
KJaccu(UKaTop yrnpaBIeHUECKON JOKYMEHTAINH, TOCYdapCTBeHHbIe HHCTPYKImH Mo JI0Y).

10. OcHoBHbI€ QYHKIIUY YIIPABIIEHUS CEPBUCHOM 1E€ATEIbHOCTBIO.
11. [TonsTHE KIIacCUPUKALUU TOKYMEHTOB.
12. Knaccudukanust TOKyMEHTOB TO CHocoOy JTOKYMEHTUpPOBaHHUS, IO cdepe

UCIIOJIb30BaHUs, 110 MECTY COCTaBJICHUS, 110 TPUQY OrpaHUUEHUs 10cTyna (TpUQbl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, MO IOPUAWYECKOM 3HAYMMOCTH, MO (OpME H3JIOKEHUs, MO CpOKam
XpaHEeHHUS.

13. TloHsATHE DSJEKTPOHHOTO [OKYMEHTa. TpeOOoBaHUS K ODIIEKTPOHHOMY TOKYMEHTY.
[Tpenmy1iecTBa U HEAOCTATKHU DJIEKTPOHHOTO TOKYMEHTA.

14. DnekTpoHHBI ITOKYMEHTOOOOPOT M €ro peryJupoBaHHE HOPMATHUBHBIMH AKTaMH.
ObecneueHne XpaHeHHs HIEKTPOHHBIX TOKYMEHTOB.

15. VHuduuupoBaHHble CHUCTEMBbl JOKYMEHTAllMU: IOHSATHE, BUABI (OpraHU3aL[IOHHO-
pacropsaUTeNbHON JOKyMEHTAlMi; OAaHKOBCKOM JOKyMEHTaluu; (UHAHCOBOM, yUYETHOH H
OTYETHON OYXTaJITEPCKOW JOKYMEHTAIIMU OFOKETHBIX OPTaHU3aIlMi; OTYETHO-CTATUCTUUECKON
JOKYMEHTAlLlMU; YYETHOW M OTYETHOM JOKYMEHTALMU MPEeANpUsATHI; TOKYMEHTAIMK 1O TPYAY;
nokymeHnTanuu [lencuonnoro ¢onna PO).

16. HeobxomumocTh enuHBIX mpaBui odopmieHus A0KyMmMeHTOB. CocTaB pPEKBH3HTOB
noKyMeHTOB. [IpaBuina opopmiieHns peKBU3UTOB.

17. TlousATHE IOPUIMYECKOTO 3HAYEHHs JOKyMeHTa. HOpHuaudecku 3HaUYMMbIE PEKBU3UTHI
nokymenTa. KOpunndeckoe 3HaU€HUE FNEKTPOHHOTO TOKYMEHTA.

18. TlonsTue sA3bIKa CIIy’KE€OHBIX JOKYMEHTOB. (OCOOEHHOCTH s3bIKA  CITY>KEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YyO€AUTENbHOCTh; HEHUTpPalbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHWE YCTOWYMBBIX  CIOBOCOYETAHMH — CTaHJIApTHBIX  0OOpOTOB;
MCIOJIb30BaHNE OOMICTIPUHSATHIX COKPAITICHH ).

19. Tlonstne Onanka gokyMeHTa. Buasl OnankoB. PexkBu3uThl OmaHkoB. BapuaHThb
PACIIOIOKEHHS PEKBU3UTOB.
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20. OcHOBHbBIE TpyINIbl OPraHU3ALMOHHO-PACIOPSAUTENBHBIX JOKyMEHTOB. dopmysp-
o0pa3el] OpraHu3alOHHO-PACIOPSAUTEIBHOTO TOKYMEHTA.

21. OcHoBHble BubI ycTaBoB. [IpaBuia coctaBieHus.

22. Tlonarue xonTpakta. TpeGoBaHus K KOHTpakTy. OCHOBHBIE BHJBI MOJOXECHUH W
IpaBUjIa COCTABICHMSL.

23. OcHOBHBIE BUJIbI MHCTPYKLUI 1 TIPAaBHJIa COCTABJICHUSI.

24. TloHATue 1OMKHOCTHOM MHCTPYKIMU U NPAaBUJIa COCTABJICHHUS.

25. Tlonsarue npukasa. [IpaBuna coctaBieHusl.

26. Ilonsarue pacnopspkenus. [IpaBuna cocraBnenus.

27. Tlousarus pemenus u nporokoina. [IpaBuna cocraBnenus.

28. TlonsTHs MOKIaIHON M CiTy»)eOHOH 3amucok. [IpaBuia cocTaBieHusI.

29. Knaccudukanus nenosbix nuceM. Kommepueckue u aenoBble nmuchbma. OObIYHBIE U
LUPKYJISIpHBIE TMUChMA.

30. [lemoBoe MUCHMO B yCIOBHSX YHU(DHUKAIMHA. PEKBU3UTHI 1€TI0BOTO MUCHMA.

31. Bapuantsl agpecoBaHus nuceM. SI3bIKOBOM cTaHIAPT S3bIKOBOIO MHCHMA.

32. CraHgapTHBI aCIEKT KOMITO3WIIMU [IEJIOBBIX THCEM. PeueBoil 3THUKET Iel0BOTO
nucbma. Gopmyiel oOpaieHus. MexayHapoIHble MHCbMa.

33. YcraBHBIE JOKYMEHTHI. ByXranTepckue M CTaTUCTHYECKUE JTOKYMEHTHI. J|OKyMEHTHI
BHYTPEHHETO PacHopsIKa.

34. JIOKyMEHTBI, periJaMeHTUPYIOIIME OTHOIICHUS C MOCTaBIIMKAMHU, C areHTaMH,
napTHepamH, TypUCTaMH.

35. OOmas xapakTepucTuka qoropopa. TpeOoBaHUS K COCTABICHHUIO JJOTOBOPOB.

36. /loroBopHbI€ OTHOLIEHHS MEX/y TYpOIIEPATOPOM U TYPareHTOM.

37. JloroBOpHBIE OTHOUICHHS MEXAYy TYPUCTCKHM TNPEANPHUSITHEM M TOTPEOUTEISIMU
TYPUCTCKHX YCIIYT.

38. JloroBopHBIE OTHOUICHHS MEXAY TYypOIEPaTOpOM M IOCTABIIMKAMHU TYPHCTCKUX
YCIIYT.

39. [loroBopHBIE OTHOMIEHHS MEX/y PEIIENTHBHBIM U HHUIIMATHBHBIM TypOTIEPaTOPaMHU.

40. JIoKyMEHTHI 110 OpraHu3aluy TYPUCTCKOTO My TEIeCTBUS.

41. 3asBKa Ha OPraHU3ALUIO TYPUCTCKON MOE3IKHU.

42. 3asBrneHue Ha Typ. AHKeTa TypHuCTa.

43. 3asBKa Ha OpOHHPOBAHUE TYPUCTCKHUX YCIyT. TypuCTCKas myTeBKa.

44. ]JloroBop 0 TYpUCTCKOM OOCITY>KMBaHUU U MPaBUJIA €TO COCTaBJICHUS.

45. ATreHTCKOEe COIJIalleHHe.

46. KoHTpakT o cOTpyJHHMYECTBE B 00JIACTH TypH3Ma ¢ HHOCTPAHHBIM APTHEPOM.

KpuTepun u mkana oeHKH 0TBETa IPH YCTHOM OIpoce

Onenka Kpurtepun
OT1iu4HO OmauyHo CTaBUTCS, €CITA O0YYAIOIIHIICS TEMOHCTPUPYET TITyOO0KOE, MOTHOE
pacKpbITHE BOMPOCOB. BhlIBUTraeMble UM MOJIOKEHUS apryMEHTUPOBAaHbI U
WUTIOCTPUPOBaHbl  MpUMepaMu. B ocBemieHuM cojepxaHus BOIpoca
UCTIONB3YETCSl AQHAIUTUYECKUH TOAX0J, OOOCHOBBIBAETCSI CBOSI TOYKa
3peHusi; JIeNaloTCsl CoJiep’KaTeNbHble BBIBOJABI. Marepuan H3JI0%KeH B
ONpEeIETICHHOM JIOTHYECKON MOCIe0BaTEIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HUCIIOJIL30BaHUE COBPEMEHHBIX HayYHBIX TEPMHUHOB; OTBET
CaMOCTOSTEIbHBIMN.
Xopouo Xopowo craBuTca, ecnu OOydYalOIMIMHCA JEMOHCTPUPYET JOCTATOYHO

MHOJIHBEII U HpaBHJ’IBHLIfI OTBECT, BBIIBUT'AaCMBIC TCOPECTHYCCKHUEC ITOJIOKCHHUA

MOJITBEPKICHBI IPUMEPAMH; B OTBETE MPEICTABICHBI PA3JIMYHBIC MTOJIXObI K

paccmaTpuBaeMoi mpoOiieMe, HO MX OOOCHOBaHWE HE apryMEHTHPOBAHO,

OTCYTCTBYET COOCTBEHHasl TOYKa 3PCHHUs; CJIIENaHbl KPAaTKHE BBIBOIbI;
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MaTepuai U3JI0KEH B ONPEIEIEHHON JJOTHYECKON MOCIe10BATENbHOCTH, IIPU
TOM JIOMYLIEHBl [BE-TPU HECYIIECTBEHHbIE OIIMOKU (WM OTrOBOPKH),
MCIIPABJICHHBIE 10 TPEOOBAHUIO ITPENOAaBaTeLs.

YaosaerBop | [Ipu yoosremeopumenvHom oOTBeTe O0OyYAIOIIMKCA JIOMYCKAeT OJHY
HUTECJIBbHO CYHICCTBCHHYIO OH_II/I6Ky, OTBCT HCAOCTATOYHO JIOTMYCCKH BBICTPOCH,
0a30Bble TOHATHUS  YHNOTpPEOJeHBl MPaBWIbHO, HO OOHApYKHUBAETCS
HCAOCTATOK PACKPBITHA TCOPHHU, BLIABUIACMBIC ITOJIOKCHHA HEAOCTATOYHO
apryMEHTUPOBaHbl W HE TMOATBEPXKACHBI MpPUMEpPaMH; OTBET HOCUT
MPEUMYILIECTBEHHO OIHUCATENbHbIA, & HE KOHLENTyalbHbIA XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIIOJIb3YETCs] HEJIOCTATOUHO.

HeynoBuers | [lpu neydosremsopumenvnom oTBeTe OOYYAIOMIUNACA JOMYCKAeT P
OPUTEJbHO | CYHIECTBEHHBIX OLIMOOK, KOTOPHIE OH HE MOKET UCIPABUTH IIPU HABOISAIINX
BOMpOCaxX TMpernojaBareis; He MOXeT JaThb HayyHoe OOOCHOBaHHE
po0JIeMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST IMOBEPXHOCTHBIM XapakTep;
npeobianaeT ObITOBAS JIEKCHKA; HAOIIONAIOTCS 3HAYUTEIbHBIE HETOYHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.3. [lepeyeHb NnpuMepHO TeMATHKHU pedepaToB
1 Yauduxanus 5 CTaHJapTU3aLus JIOKYMEHTOB: yYHUDUITUPOBAHHEIE
CHUCTEMBIJOKYMEHTALUU
2 Obmmepoccuiickuekaaccu(HhuKaTopbl:00IIepOCCUICKIIKIIACCH(PUKATOPYTIPABICHYECKOM

nokymentauu (OKY )

3 YHUPHUIIEPOBAHHBIE CUCTEMBI JIOKYMECHTAITUH: yHHDHUIIHPOBAHHAS
CHCTEeMaopraHu3aIMOHHO-pacnopsanTesbHoi qokymentanuu (Y COPJI)

4 YHUPHIIEPOBAHHBIE CUCTEMBI JIOKYMCHTAITUH: yHHPHUIHPOBAHHAS

cucremanokymentanuu [leacnonnoro ¢onna Poccuiickoit @enepannu

5 Benenue aenonpou3BOACTBa MO OOpallleHUsIM IrpakaH B opranuzanusxlleHcnoHHOro
donma

6 Benenue nenonpousBOACTBa ¢ OOpAILEHUSIMU TPakJaH B YIPaBIECHUSXCOLUAIbHON
3alUThl HACEJICHUS

7 Opranuzanust paboThl ¢ OOpALLEHUSIMU T'PaK]IaH B OPraHax BHYTPEHHUX /€]

8 DkcrnepTu3a IIEeHHOCTH IOKYMEHTOB U TOPSIIOK y4eTa 0c000 [IEHHBIX/JOKYMEHTOB

9 Opranusanus ornepaTMBHOIO XpaHEHUs JOKYMEHTOB M MOJATOTOBKA JieJla KApXHUBHOMY
XPaHEHUIO

10 Opranu3zanus paboTsl C TOKyMEHTaMU, UMEIOIIMMH IPU(BI OTPAHUUYEHUSIOCTYIIA

11 ITopsiiok paboThl ¢ KOHPHUAESHIIMATBHBIMU JOKYMEHTAMHU M MaTepualaMu

12 OcHOBHBIE XapaKTEPUCTUKU JOKYMEHTOOOOpOTa U IPaBUiIa €0 y4eTa

13 ITopsinok IBUKEHUS JOKYMEHTOB B OpraHU3aluu

14 HopMaTHBHO-ITPaBOBBIEOCHOBBIIOKYMEHTAIIMOHHOT000eCTIeUeH Uy TIPABICHUS

15 Posib 1OKYMEHTAalMOHHOTO 00eCTieYeHHs yIIpaBIeHUs B COBPEMEHHOHOPTraHU3aIlH

16 Homenkiatypa zien: mopsiok pa3padoTKu U opopMIIeHUS

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

18 Jlenompon3BoIcTBO B J[peBHEPYCCKOM TOCyIapCTBE

19 UcnonHuTenbHOE A€10MPOU3BOJICTBO

20 Cucrema KOJIJIEAKCKOTO AEIOMPOU3BOJCTBA

21 Cucrema MUHHCTEPCKOTO Aenonpous3BoacTsa B XIX — nauane XX B

22 VupasneHune U Aenonpou3BoAcTBO B 1917—1941 rr.

23 Pa3Butue Poccuiickoil rocy1apCTBEHHONW CUCTEMBI AEJIONPOU3BOICTBA

24 Ucropus ynpasiieHHs U Jenonpou3BoacTsa B 1945—1990 rr.

25 HcTopus pa3BUTHS MMCBMEHHOCTH U J€JI0NPOoU3BoACTBa B Poccun

Kpurtepun onenkn padoThbl CTyAeHTOB NPH BHINOJHEeHNHU pedeparta
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Pedepar sto omna u3 dopm ycTtHOM arrecranuu. Pedepar — 3T0 camoctosTenbHas
UcclieioBaTenbCckasi paboTa, B KOTOPOHM aBTOP PAaCKphIBA€T CYTh MCCIEIYyEMOW MHpPOOIEMBbI;
NPUBOJIUT pa3IUYHbIE TOYKH 3pEHHUs, a TakKe COOCTBeHHbIE B3MIsAnbl He Hee. CoaepxaHue
pedepara H0KHO OBITH JOTMYHBIM; M3JI0KEHHE MaTepHalia HOCHT HpOOJIeMHO-TEMaTHYECKH
xapakrep. Pedepar cTUMyIupyeT pacKphITHE HCCIENOBATEIbCKOIO MOTEHIMaNa YYallerocs
(BBIIIYCKHHUKA), CMOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYIHHYECTBY, CaMOPACKpPBITHIO M
MPOSIBIICHUIO BO3MOXKHOCTEH.

ABTOop  pedepara  JODKEH ~ IPOAEMOHCTPUPOBATH  JOCTIDKEHHE WM YPOBHS
MHUPOBO33PEHYECKOM, OOLIEKYJIbTYPHOH KOMIIETEHIIMH, T.€. MPOJAEMOHCTPUPOBATH 3HAHUA O
peaJbHOM MHpE, O CYIIECTBYIOUIMX B HEM CBS3SAX M 3aBHCHMOCTSX, MpOOJieMax, O BEIYILIHX
MHUPOBO33PEHYECKUX TECOPUSLX, YMEHUU MPOSBISATH OLIEHOYHbIE 3HAHUS, U3y4aTh TEOPETUUYECKUE
paboThI, UCIOIB30BATh PA3IMYHBIC METOJIBl UCCIICIOBAHMS, MPUMEHSITh PA3IUYHBIC MPUEMBI
TBOPYECKOI1 J1eATEIbHOCTH.

1. HeoOxomuMo mpaBWIBHO C(HOPMYIHPOBATH TEMY, OTOOpaTh MO HEH HEOOXOIUMBIMA
MaTepual.

2. Mcrionb30BaTh TONBKO TOT MaTepUal, KOTOPBIH OTpakaeT CyIIHOCTh TEMBI.

3. Bo BBeaenuu k pedepary He00X0AMMO 00OCHOBATH BHIOOP TEMBI.

4. TTocne muTaThl HEOOXOAMMO AENAaTh CCHUIKY Ha aBTOpa, Hampumep [Nempou3BeACHUs 10
CITUCKY, CTP.].

5. MWsnoxenue JAOKHO OBITH  MOCHENOBAaTeNbHbIM. HenomycTuMbl — HeEdeTKue
dbopMyIUpoBKH, pedeBbie U opdorpaduueckue OmnuoKu.

6. B moaroroBke pedepata HEOOXOIMMO UCIOJIB30BATh MaTEPHAIBl COBPEMEHHBIX
U3JIaHUM He cTapliie S5 JeT.

7. Odopmiienue pedepara (B TOM UYUCIIEC TUTYJIBHBIN JIMCT, JIUTEPATypa) MOJKHO OBITH
TPaMOTHBIM.

8. Cnucok nurepaTypbl 0hOpMIIIETCS C yKa3aHUEM aBTOpa, HAa3BaHUsA MCTOYHHKA, MECTa
U3JIaHus, TO/1a U3JIaHUs, Ha3BaHUS M3ATEeNbCTBA, UCIIOIb30BAHHBIX CTPAHMII.

Pedepar nomxeH ObITH BBIOJHEH MEYaTHBIM CHOCOOOM Ha OJHOW CTOpOHE Oymaru
dopmata A4 uepe3 montopa uHTepBana. l[Ber mpudTa M0MKEH OBITH YEepHBIM, MIPUEDT
TimesNewRoman, 14 nr.

TekcT crneayer mevarath, COONIOAas CASAYIONINE pa3Mephl MOJIel: BEpXHEe U HUKHEe —
20 mm, neBoe — 30 MM, mpaBoe — 15 MM. AO3aIHBIN OTCTYI JOJDKEH OBITh OJIMHAKOBBIM TI0
BCEMY TE€KCTY M COCTABIJIATH 1,25 cM.

BripaBHMBaHUE TEKCTA MO MIUPHHE.

Paspenraercs ncnonp30BaTh KOMIBIOTEPHBIE BOZMOXKHOCTH aKIIEHTUPOBAHUS BHUMAHUS Ha
OTIpE/ICNICHHBIX TEPMUHAX, (opMysax, TMPHUMEHSSI BBIICICHUE XUPHBIM IIPUPTOM, KYPCHB,
MOTYepKUBAHHE.

Bce crpanuisl 00s3aTebHO JOKHBI OBITH POHYMEpOBaHbl. Hymeparust JINCTOB TOJKHA
OBITh CKBO3HOH. Hymepanus JTUCTOB HAaYMHAETCS C TPETHETO JIMCTa (MOCNE CONIEpIKaHUs) U
3aKaH4YMBAETCs MociaeqHuM. Homep cTpaHuWIBl Ha TUTYIBFHOM JIHCTE HE MpocTaBisieTcs. Homepa
CTpaHUII IPOCTABIISIFOTCS B IIEHTPE HIDKHEH Y4acTH JincTa 6e3 TOUKH.

CIMCOK HCITONTb30BaHHOM JIUTEPATYPhl ¥ MPUIIOKEHUS BKIIFOYAIOTCS B OOIIYI0 HyMEpanuio
JUCTOB.

Odopmienue murepaTypsr:

Kaxaplit MCTOYHUK JOKEH COJEPKaTh CIEAYIONINe 00s3aTeIbHbIC PEKBU3UTHI:

- (hamMuITUsT M MHUIIAAJIBT ABTOPA;

- HANMEHOBAHWE;

- U3JIaTEIIHCTBO;

- MECTO W3/IaHUS;

- TOJ M3JIaHMUSL.

Kputepuu onenku pedeparos:

- AKTyallbHOCTb TEMBI
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- COOTBETCTBHE COZIEPKAHUS TEME

- I'my6Guna nmpopaboTku Marepuana

- [IpaBUIBHOCTD M MTOJTHOTA UCTIONB30BAHUS HCTOYHUKOB

- CootBerctBHe opopmieHus pedepara CTaHAAPTOM.

«OTIIMYHO»:

1. mpuCyTCTBHE BCEX BBIIICIIEPEUNCICHHBIX TPEOOBaHMIA;

2. 3HaHME Y4YaIIMMCSI H3JIOKEHHOro B pedepare MarTepuaiga, yMEHHE TIPaMOTHO U
apryMEHTHUPOBAHO U3JI0KUTH CYTh TPOOIIEMBI;

3. mpHUCYTCTBHE JTUYHOM 3aMHTEPECOBAHHOCTH B PACKPHIBAEMOM TeMe, COOCTBEHHYIO TOUKY
3pCHUA, aPTYMCHTBI U KOMMCHTApPUH, BBIBOIBI;

4. ymenue cBoOOmHO OecemoBaTh MO JIOOOMY ITyHKTY IUIaHAa, OTBEYaTh Ha BOIIPOCHI,
NIOCTABJICHHBIC YWICHAMU KOMUCCHH, IO TeMe pedepara;

5. yMmeHue aHanM3MpOBaTh (HAKTHYECKUH Marepual W CTAaTUCTUYECKHE JIaHHEIE,
WCIIOJIb30BaHHBIC ITPU HaNMCcaHuu pedepara,

6. HaTMYMe KAueCTBEHHO BBHIIIOJHEHHOTO MPE3EHTALMOHHOrO Marepuana win (1)
pa3IaToyHoro, He IyOJIMPYIONIETO OCHOBHOM TEKCT 3alMTHOTO CJIOBA, a SBIISIOIIETOCS €ro
WUTIOCTPATHBHBIM (POHOM.

«XOPOILIO»:

1. Menkue 3amMedanus 1o opopmieHuIo pedepara;

2. HE3HAYHUTEIIHLHBIE TPYAHOCTH IO OAHOMY M3 IICPCUNCICHHBIX BBIIIC TpeGOBaHHﬁ.

«yJIOBJICTBOPUTEIHHON!

1. Tema pedepara packpbiTa HEJOCTATOUHO MOJIHO;

2. HETIOJIHBIH CIMCOK JIUTEPaTyphl U HCTOYHUKOB;

3. 3aTpyJHEHMs B U3JI0KEHUU, apTyMEHTHPOBAHUU.

«HEYJIOBJIIETBOPHUTEIEHOY:

TeMa He PacKpbITa

3.4. [lepevyeHb MPUMEPHBIX TECTOBBIX 3aaHU
B Tectre He0O6X0 MO BBIOpATh MPaBUIIbHBINA OTBET (MX MOKET OBITh HECKOJIBKO) MITH YKa3aTh
N0CJIEI0BATENBHOCTh O0OBEKTOB.
1. lokyMeHT — 3T0:
1. 3admkcupoBaHHast HA MaTEPUATBHOM HOCHTENE HH(POPMAIIUS C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTHU(PHUIIUPOBATS.
. Hocurens mapOpMaIum, NCIOIp3yeMO B IEISX PETYIHMPOBAHUS COUATBHBIX OTHOIICHHUH.
. Unpopmanus, 3apukcrpoBaHHas JII0OBIM CIIOCOOOM Ha JTH000M HOCHUTEJE.
. TToAJMHHUK JOKYMEHTa — 3TO0:
. IlepBbIii MM €AMHCTBEHHBIHN SK3EMIUISIP TOKYMEHTA.
. DK3eMIUISIp JOKYMEHTA, C KOTOPOTO CHSATA KOMUSI.
. IOpuanyeckasi cujia 10KyMeHTa — 3TO:
. OcobeHHOCTH BHEUTHETO O(hOPMIIEHUS TOKYMEHTA.
. CBUIETENHCTBO HATTMYUS B IOKYMEHTE MOJIOKEHUI HOPMATUBHOTO XapakTepa.
. CnocoOHOCTh TOKyMEHTa MOPOKIaTh ONPeIeICHHbIE IPABOBBIE MTOCIEACTBHS.
. MeeT /1M I0PHAHYECKYIO CHJIY JIOKYMEHT, NOJTy4eHHBbIH 110 (aKCHMUJIBLHOM CBSA3U?
Ha.
. Jla, Mo cornameHuo CTOpoH HHPOPMAIIMOHHOTO 0OMEHa.
. Her.
. Kakoii n3 nepeync/ieHHbIX PeKBU3UTOB He OTHOCHTCH K PEKBHU3MTAM Y/10CTOBEPEeHHs?
. I'pud yrBepxnaenus.
. Ileuats.
. OT™eTKa 0 3aBepeHUH KOIHH.
. Bu3za cornacoBanus.
. Ilonmuce.

N PA WD, OTWND—,BRWN—=WND—=NWND
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6. B kakoii mocJjie0BaTeJIbHOCTH T0/LKHBI OBITH PACIIOJIOKEHbI HAMMEHOBAHMS B OJ1aHKe
nucbMa Guiiuaia opraHu3annu?

1. OTKpBITOE aKIIMOHEPHOE OOIIIECTBO.

2. (OAO «CubuedTtb»).

3. ®uwiman B ropojae XaHTbl-MaHcCHIICKe.

4. «Hedrsanas xomnanus “CubHedTs».

7. Kakue peKBU3UTHI BKJIIOYAKTCS B 0J1aHK mucbma?
1. Mecto cocTaBiieHHs WA U3AaHUS JOKYMEHTA.

2. 3aroioBOK K TEKCTY.

3. HaumeHoBaHUEe OpraHU3aLiy.

4. ToBapHbI# 3HAK (3HAK OOCITYKUBAHHUS ).

5. HanmeHnoBaHue Buja JOKYMEHTA.

6. Anpecar.

7. CripaBOouHbIE JaHHBIE 00 OpraHU3alUH.

8. Ha kakom 3K3eMILIsIpe [1eJI0BOT0 MUCbMA, MOATOTOBJIEHHOM /JIsl OTIIPABKH a/pecaTy 1o
1no4re, NPOCTABJIAIOTCH BU3bI?

1. Ha nopyuHHMKE, OTIPaBIsSEMOM afpecary.

2. Ha xonnu, noMeniaemMoil B €710 OpraHu3aiinui.

9. Kakoii pekBu3uT 0hopMIIeH HENMPABHIBHO?

1. HaumeHoBaHue opraHu3aliu-aBTOpa.

2. CripaBo4HbIe JaHHBIE 00 OpraHU3aIIH.

3. laTa 1OKyMeHTA.

4. PeructpalinOHHBIA HOMEP JOKYMEHTA.

5. 3aroy0BOK K TEKCTY.

HexoMmMepueckoe NapTHEPCTBO
«'NJAbAUSA MTPO®ECCUOHAJIBHBIX PUDJITEPOB»
HcnionHuTeNPHOMY JUPEKTOPY
Poccuiicko-
IBEUIIAPCKOTO
3aropoaHoe 11., 5, Mocksa, 118365 COBMECTHOTI'O
TIPETPUATHS
Ten. (495) 245-18-01; daxc (495) 245-30-00
«RussianTrust&TradelLtd.»
OI'PH 1127776500001;
WMHH/KIIIT 0112220000/011777000 r-ny [.II. CugopoBy
Bonokonamckoe
or., 10,
Mockga,
215080

10. Kakoii BapuaHT 0(popMIiIeHUS CIIPABOYHBIX JAHHBIX 00 OPraHU3AIUH U KOJ0B B
0/1aHKe OpPraHUu3alHuN SABJSAETCH NPABUJIbHBIM

1. OO011ecTBO € OrpaHUYECHHOM 2. OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, yin. @epcmana, 1. 5/1 VY. depcmana, a. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Ten. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001; OKIIO 2356447, OI'PH 1127776500001;
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MHH/KIIIT 0112220000/011777000 MHH/KIIIT 0112220000/011777000
Ne Ne

Ha Ne oT Ha Ne oT

11. Yro noJikeH caeiaTh paOOTHUK OPraHu3alui, BUSHPYIOIIHHA TOKYMEHT, €CJIM OH He
COIJIACEH C ero cojep:kaHuemM?

1. OTka3zarbcs OT BU3UPOBAHUS JOKYMEHTA.

2. 3aBU3MpPOBATh JOKYMEHT, BbIPAa3UB CBOE MHEHMUE.

12. Kakoii BApHAHT 3aroJioBKa K NUCbMY BbI CUYUTAETEe NMPABUJIbLHBIM?

1. O moroBope MOCTaBKH.

2. O HeBbINOTHEHUH A0roBopa mocTaBku oT 12.08.2005 Ne 45/67.

3. O HEBBIIOJIHEHUH JI0TOBOPA.

13. Kak no/ikHa ObITH 0(pOpMIIeHA MOANUCH, €CJIH 3aMeCTHTEIb PYKOBOIUTEJIsI
OpraHM3any MMeeT MPaBo MOANNCHIBATH JOKYMEHTHI BMECTO PYKOBOJUTEJIS B CJIy4yae ero
BPEMEHHOI0 OTCYTCTBUSA?

1. 'enepanbHbBIN JUPEKTOP [Toanuce JLU. Cagukos
2. 3aM. TeHepaIbHOTO AUPEKTOPa IToanuce O.I1. Pemusos
3. U.o0. renepanibHOTO TUpPEKTOpA [Toanuce O.I1. Pemuzon

14. Kak no/kHa ObITH 0popMIIeHA NOANNCH B MUCbMeE, €CJIM KOMMePUYeCKUil TMpPeKTop
¢pupmbl (H.U. CTapkoB) HaX0AMTCHA B OTIYCKE, 2 HCIIOJIHEHUE ero 00sI3aHHOCTel MPUKAa30M
BO3JI03KEHO HA 3aMecTUTe/Is1 KomMepueckoro nupexropa (E.Jl. Tabakosa)?

1. KomMmepueckuid TupeKkTop [Toanuck E.JI. TabGakoB
2. 3aM. KOMMEpPUYECKOI0 JUPEKTOpa [Tonnuce E.Jl. TabakoB
3. .0. KOMMEPYECKOT0 TUPEKTOPA IToamuce E.Jl. TaGakoB
15. HyskHo Jiu 3aBepsITh NeYaThI0 OPraHU3alluy NPUKa3bl pyKOBoAUTEIS?
1. Jla.

2. Her.

16. Kakoe nucbpmo 3aBepsieTcs ne4yaTbio?

1. 'apanTuiinoe NUCbHMO.

2. KoMMepueckoe npeioKeHue.

3. [Tucemo-mipocrOa.

17. Kakoii BapuaHT 0(popMJIEHHS Pe30JII0IUH PYKOBOIUTEIA SIBJSIETCS NPABUJIbHbIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
Ipouty noocomosums 3aKiroueHuUe Ipowy paccmompems.
k18.04.2007. Iloonucwv pykosooumerns
Iloonucs pykogooumens 10.04.2007
10.04.2007

18. Kakoii BapuaHT 0(popMJIEHHSI OTMETKH 0 HAJHYNHU NPHJIOKEHUS B
CONPOBOAUTEIbHOM NHCbME ABJISAETCS NPABHIbHBIM?
1. IIpunoxenue: ynomsiHyToe Ha 3 JI. B 1 3K3.
2. Ilpunoxxenue: o Tekcry Ha 3 J1. B 1 9K3.
3. Ilpunoxenue: Ha 3 1. B 1 3K3.
19. Jlos:keH Jin MCNOJIHUTEJIb, TOATOTOBUBIIMI TEKCT MMCbMa, BU3BMPOBATH JOKYMEHT?
1. Jla.
2. Her.
20. Kakue HOpMBI IPUMEHSIOTCS VISl pacyeTa YHCJIEeHHOCTH J1eJI0NMPON3BOCTBEHHOT0
nepconaja?
1. Hopmbl BeIpaOOTKH.
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2. Hopmbl BpemMeHH.
3. Hopwmsl ynpasisiemocTH.
4. HopMmbl 00CTy>KUBaHMS.
21. Kakoii BapuaHT GOpMYJTHPOBKH MYHKTA PACTIOPSAUTEIbHOI YACTH MPUKA3a SABJISIETCS
NpaBUJIbHbIM?
1. 'maBHOMY OyXTanTepy MOATOTOBUTH U MPEJCTABUTH HA YTBEPKIACHUE CMETY PACXOJIOB HA
KOMaHAUPOBKHU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBaomy Oyxrantepy Jmutpuey I1.JI. moaroToBUTh U MPEACTaBUTH HA YTBEPIKICHUE CMETY
pacxo0B Ha KomaHaupoBKkU B 2007 r. B cpok 10 20.01.2007.
3. 'maBHOMY Oyxrantepy OOO «Arar» [1.JI. IMuTprieBy MOATOTOBUTD U MPEACTABUTH Ha
yTBepxkaenue B cpok 710 20.01.2007 cmeTy pacxooB Ha KOMaHAUPOBKHU
B 2007 1.
4. Ilopyunts rnaBHomy Oyxranrepy Amurtpueny [1.JI. HoAroTOBUTH U IPEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmety pacxoqoB Ha KOMaHIUPOBKU
B 2007 1.
22. JIOKyMeHT0000pOT — 3TO:
1. Ilepenaya OKyMEHTa U3 OJIHOM MHCTAHIIUU B IPYTYIO B IPOLIECCE €I0 PACCMOTPEHUS.
2. JIBmKeHHEe JOKYMEHTOB B OPraHU3alluy ¢ MOMEHTA X CO3JaHUS UITH MOTYYESHHUS 10
3aBEPIICHHS UCTIOJIHEHUS U OTIPABKU.
3. JIBM>keHrEe KOMIUIEKCa TOKYMEHTOB B IIPOIECCE BHIPAOOTKH, MPUHATHUS U UCIIOIHEHUS
peLeHui.
23. SIBasieTcs Jiu 3a/1a4a COBEpPUIEHCTBOBaHUS (GOPM U METO10B PadOThI C JOKYMEHTAMU
3agaveit cay:xon JOY?
1. Jla.
2. Her.
24. Kakoii JOKYMEHT OTHOCHTCS K HeperucTpupyeMbim?
1. ITucemo-3anpoc.
2. XKanoba rpaxxaaHuHa.
3. ConpoBOAUTEILHOE TTUCHMO.
4. PexnnaMHOE TUCBMO.
25. JloskeH Ju padoTHUK cay:k0bl JJOY, ocylecTBIASIONIAI KOHTPOJIb 32 HCIOJHEHHEM
AOKYMEHTOB, HAIIOMHHATH MCIIOJIHUTEJISIM 0 NPHOJINKEHUN CPOKOB HCIOJTHEHHUSA
HAXOASIIIUXCSH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MaKkcMMAJIbHBIA CPOK UCIIOJTHEHHS] 00pallleHuii rpakaan?
1. 15 gnen.
2. 30 nueil.
3. 45 nnen.
4. 60 nHeil.
27. B kaKkuX THAX YCTAHABJIMBAIOTCS CPOKH MCIOJTHEHUSI IOKYMEHTOB?
1. B xanenaapHbIX THAX.
2. B pabounx qHSX.
28. K10 MO:KeT nmepeHecTH CPOK MCIOJTHEHUsI OPYYeHHs, MOJYYEHHOI0 U3 BbILIEeCTOsIIeil
opranusauum?
1. PykoBouTens opraHu3alvu, UCTIOIHSIONIEH TOPYyUYCHHE.
2. PykoBOJIUTEIb BBIIIECTOSIIIENH OpraHU3alHH.
3. Cyx06a JIOY opranusanuu, UCTIOTHSIOIIEH TOpyYEHHE.
29. Kakoii u3 kiaccupukaTopoB MOKeT MCIOJIB30BATHCS IPH PerucTpanuu
MOCTYNAKIIUX JOKYMEHTOB?
1. Kimaccugukarop H0IKHOCTHBIX JIUII.
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2. Knaccudukarop BUIOB IPOIYKITUH.

3. KimaccudukaTop eAuHUL aIMUHICTPATUBHO-TEPPUTOPUAIBHOTO JICTICHHS.

30. Kakoii JOKyMeHT COCTaBJISIETCS MPH HEOOXOAMMOCTH 3a()MKCHPOBATH CJIOKHBIILYIOCS
CUTYAIUI0 WU O0HApYy:KeHHbIe (PaKThI?

1. ITpotokou.

2. Cnpaska.

3. AKT.

31. Kakoii 1oKyMeHT TpedyeT YTBEpP:KIeHHUs PYKOBOAUTEIEM OpraHu3anumn’?

1. [Tonoxxenue o OyxranTepum.

2. CnpaBka 0 33J0J>KEHHOCTH MTPEANIPUATHSL.

3. ITucemo-3anpoc o npeaocTaBiIeHUH HH(OPMALIUH.

4. IIpoTokou 3aceaHus COBETA IUPEKTOPOB.

32. KakuM 06pa3oM B OpraHu3amuy pacnpeaejsiioTcs 00si3aHHOCTH MKy PYKOBOIACTBOM,
B TOM YHCJIe IPaBO NOANMCHIBATH IOKYMEHTbI?

1. YcTaHaBIMBAalOTCS B COOTBETCTBUU C YCTHBIMH PACTIOPSKEHUSAMU PYKOBOAUTETIS.

2. YCTaHaBIMBAIOTCS MPUKA30M PYKOBOIHTEIIS.

3. YcTaHaBIMBAIOTCS B UHCTPYKIIMHU IO JIETOMPOU3BOJICTRY.

33. CkoJbKO IK3eMILJISIPOB MPHUKAa3a MOANNCHIBAeT PYKOBOAUTEb?

1. Heckombko.

2. JIpa.

3. OguH.

34. Ha xoro MOXeT ObITh BO3JIOKEH KOHTPOJIb 32 HCIIOJTHEHUEM B TIOCJICHEM ITYHKTE TpuKa3a’?
1. Ha pykoBoauTenst CTpyKTYPHOTO MOAPA3/ICIICHUS.

2. Ha 3amecTuTens pyKOBOAMUTENS OpraHU3aluH.

35. Kakoe yTBep:k1eHue ABJIASIETCS NPABUIbHBIM?

1. B kax0ii opraHu3anuu J10JKHA ObITh CBOJHAS HOMEHKJIATYypa /1€ U HOMEHKJIATYPbI J1e]1
CTPYKTYPHBIX NOAPA3ACICHUM.

2. B xaxoit opranu3aiuu J0JKHa ObITh CBOJHAS HOMEHKJIATypa Jel.

3. B kaxx0ii opraHu3auu J0JDKHBI ObITh TOJTEKO HOMEHKIIATYPHBI JEN CTPYKTYPHBIX
MIOAPAa3/ACIICHAN.

36. Kakue npusHaku oTpaskeHsbl B 3aroJioBke aeja: «IIporokoJnbl 3acenanuii CoBera
JAUPEKTOPOB 0011eCcTBa»?

1. KoppecnoH1eHTCKuUH.

2. HomMuHaIbHBIN.

3. ABTOpCKHH.

4. IIpeAMETHO-BOIIPOCHBIH.

37. Kakoii 3arojioBoK /Jejia Bbl CHUTaeTe NPABUJIBLHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LEHTPA.

2. Pacyetsl, cMeTHI, IJ1aHBI pa0OT, IEPENUCKA U APYTHE JOKYMEHTBI O CTPOUTEIHCTBE TOPTOBOTO
LEHTpA.

3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTOBOTO IIEHTPa (pacyeThl, CMETHI, TUTaHBI PadoT, TeperucKa
u ap.).

38. lonycTtuMo 11 (popMHPOBATH MepPenucKy B jejia o npuHuuny: «Bxoasmas
KOppecnoHaeHuus», «Mcxoasimas KoppecnoHIeHIus»?

1. Jla.

2. Her.

39. Mo:kHO Ji MOMEIIATH B 0/JTHO /1eJI0 IOKYMEHTHI BpeMEHHOI0 U MOCTOSIHHOT0 CPOKOB
XpaHeHus?

1. Jla.

2. Her.

40. B kakoe 1eJ10 moMelaeTcsi BHyTPeHHsIsI OMUCH?

1. JInunoe neno.
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2. [Tpuka3zbl opraHu3aluu Mo JUYHOMY COCTaBYy.
3. Ilepenncka ¢ opraHaMy BJIACTH U YIIPaBJICHUS.
41. B kaKoM roay MoKHO YHHYTOKHTH JOKYMEHTbI, co31aHHbie B 2000 r. 1 umMeromme
cpok xpanenus 10 jer?
1. B 2010 rony.
2.B 2011 rony.
3.B 2012 rony.
42. Ha xakoM 3Tane o0padoTKH /1eJia NPOBOIUTCS HyMepalusi JUCTOB?
1. Ilpu 06paboTke nena A nepeayd Ha apXUBHOE XpaHEHHUE.
2. Ilo 3aBepuIeHNH AETONPOU3BOICTBEHHOTO IOJa.
3. Ilpu nomeneH1y UCIIOIHEHHBIX JOKYMEHTOB B JIEJIO.
43. Kakue Tpu BU/a omMceil JeJ1 COCTABJIAIOTCH B OPraHM3aluM MPH NOATOTOBKe J1eJ1 JIA
nepeayu HA apXHUBHOe XpaHeHHue?
1. Onuce NpuIoKeHUi K T0KyMEHTaM.
2. Onuch Aen MOCTOSHHOTO XPaHEHUs.
3. Onucek nen BpeMeHHoro 10 10 neT xpaHeHus.
4. Onuck Aei 1o JMYHOMY COCTaBy.
5. Onucek nen BpeMeHHoro cbiie 10 jgeT xpaHeHus.
6. Onucek aei, noJyuIeXkKalux yHUYTOKEHUIO.
44. Ha kakoM 3Talne yTBep:KIAKTCHA AKThI 0 BbIIEJeHHH JOKYMEHTOB € HCTeKIIHMH
CPOKaMM XpaHeHUs] K YHHYTOKEHUI0?
1. 1o yTBEepkK/A€HUS OIUCEN JEII.
2. Ilocne yTBepKIaeHUs: OUCEN Aell.
3. OIHOBPEMEHHO C YTBEPKICHUEM OMHCEH JIeTI.
45. Kro yTBepkaaeT HOMEHKJIATYPY AeJ OPraHu3aluM, ONUCH IOKYMEHTOB H aKThI 0
BblJIeJICHUH JOKYMEHTOB K YHHUYTOKEHUIO?
1. DkcnepTHast KOMUCCHS OpTaHU3AIIH.
2. PykoBoauTenb opraHu3aluy.
3. ApxuB, IpUHUMAIOIIUHI TOKYMEHTHI JAHHON OpPraHU3allii Ha XpaHEHHUE.
Kpurepun oneHkn TecToB:

Tecr - cuctema craHIapTU3MPOBAHHBIX 3aJaHNMN, TO3BOJIIONIAS IPOLEAYPY U3MEPEHUS
YpOBHS 3HaHUN U YMEHUM oOydwaromierocs, SBISIOTCA MpocTelmell ¢opma KOHTpoOI,
HanpaBJICHHasT Ha IMPOBEPKY BIJIAJCHUS TEPMHHOJOTHYECKMM allllapaToM, COBPEMEHHBIMHU
MH(OPMALMOHHBIMU TEXHOJIOTUSIMU U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAJIbHBIX U
NOPUKIAJHBIX JUCHMIUIMH. TeCT COCTOMT M3 HEOOJBIIOro KOJIMYECTBAa AJIEMEHTApHBIX 3a7ay;
MOJKET MPEAOCTAaBIATh BO3MOKHOCTh BBIOOpA M3 MEPEUHs OTBETOB; 3aHMMAET YacTh y4eOHOTrO
3aHATUSA (10-30 MUHYT); MpaBUJIbHBIE pEIIEHHUS Pa30OMparOTCs HAa TOM K€ WM CIETYIOLIEM
3aHSTHM; YACTOTA TECTUPOBAHUS ONPEEIIIETCs IpenoaaBaTeieM

IlIxana oueHok recra

Menee 50% - «HEyIOBIETBOPUTEIHHOY

51-60% — «yZ0BIETBOPUTEIHHO
61-80% — «xoportro»
81-100% — «oTnuyHO»

TunoBble 3agaHNA IS IPOMEKVTOYHOU aTTECTAIIHN

3.5. IlepevyeHb NPUMEPHBIX BONPOCOB JIsl YCTHOIO ONPOCa

1. NoxymenTarmonHoe obecnieuenue ympasierus (JJOY).

2. 3nauenuenokymenTaBTypusme. Mecro IOV B 1eATeNbHOCTH MEHEKEPOB.

3. YpoBHH ympaBiIeHHs M TPOLECCHl OpraHW3alMd. YPOBHH YIPABICHUS B MaJoH
OopraHu3aiuu (PyKOBOASIIMNA M ONEPAaTUBHBIN), B CPEAHUX M KPYHHBIX (PYKOBOASILUH,
CTPaTeTUYECKHM, TAKTUIECKUN U OTIEPATUBHBIN ).
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4. JIoKyMEeHTUpOBaHHbIe MH(OpPMaLMs U YNPaBICHUYECKUE PELIEHUS COOTBETCTBYIOIIUX
YPOBHEM.

5. JIOKyMEHTBI, HUCIOJIb3yeMble PYKOBOJIUTEISIMH M HCIOJIHUTEISIMU TIPU BBITOJTHEHUU
CBOMX NPOIIECCOB (MPaBOBbIC, OPraHU3ALMOHHO- PACIOPSIUTENbHBIC, TIAHOBO-(HHAHCOBEIE,
BHEIIHHE HOPMAaTHUBHbIC, BHYTPEHHHUE HOPMATHUBHBIE U TEXHUYECKHE).

6. 3akoHomarensHOE perynupoBanue 1OV (denepanbHbie 3aKOHBI).

7. HopmaTtuBHO-TIpaBOBOE W HOPMAaTHBHO-METOJIWYECKOoe  peryinupoBanue  JIOY
(HaIMOHANBHBIE CTAHAAPTHI, TOCYAAPCTBEHHAS CHCTEMa JOKYMEHTAI[MOHHOTO O0OecreYeHus
yrpasieHust u ee ueinr, OCT P 51141-98 «/lenonpousBoacTBo v apXuBHOE n1€0. TepMUHBI U
onpenenenusi, [OCT 6.30-03 «YHupUIUpOBaHHBIE CUCTEMBI JOKYMEHTAIUN», O0IIepOCCHiCKuii
KJ1accu(UKaTop yIpaBIeHUECKON JOKYMEHTAIMH, TOCYdapcTBeHHbIe HHCTPYKIHH o JI0Y).

8. OcHOBHBIE (PYHKLIMHU YIPABJICHUSI CEPBUCHOMN JEATEIBHOCTHIO.

9. INonsTue knaccupuKauu JOKYMEHTOB.

10. Knaccudukanus JTOKyMEHTOB TIO Crmoco0y JTOKyMEHTHpPOBaHHs, IO cdepe
MCIIOJIb30BaHUs, TI0O MECTY COCTaBIICHUS, IO TpUdy orpaHrueHus: AocTymna (rpudbl T0KyMEHTOB),
[0 MPOUCXOXKACHUIO, O IOPUAWYECKOM 3HAYUMOCTH, MO (QOopMe H3I0KEHUs, IO CpOKaM
XpaHEHHUS.

11. TloHsiTHE BIEKTPOHHOrO JAOKYMEHTAa. TpeOoBaHUA K DIEKTPOHHOMY JOKYMEHTY.
[IpeumyiiecTBa 1 HEAOCTATKU 3JIEKTPOHHOT'O IOKYMEHTA.

12. DAEeKTpOHHBI JOKYMEHTOOOOPOT W €ro peryJupoBaHHE HOPMATUBHBIMH AaKTaMHU.
ObecnieueHne XpaHeHUs HNEKTPOHHBIX JTOKYMEHTOB.

13. YauduuupoBaHHBIE CHCTEMBl JOKYMEHTAllMU: TOHSATHE, BHUIBI (OPraHU3alMOHHO-
pacmlopsiANTEIbHOW JOKyMEHTAIMK; OaHKOBCKON [OKyMeHTauuu; (UHAHCOBOM, yYeTHOW U
OTYETHOW OYXTaJITEPCKOM JOKYMEHTAIIUU OIOKETHBIX OpraHU3aIlui; OTYETHO-CTATUCTUUECKON
JOKYMEHTAlMW; YYETHOU U OTYETHOM NOKYMEHTAIMU NPEANPUITHI; JOKYMEHTAUU 10 TPYAY;
nokymenTanuu [lencuonnoro ponga PO).

14. Heo6xonuMocTh enuHBIX IpaBuil odopmieHus AoKymMeHToB. CocTaB pPEKBH3HTOB
ToKyMeHTOB. [IpaBuina opopmiieHnst peKBU3UTOB.

15. TloHsATHE IOPUIMYECKOTO 3HAYEHHs JOKyMeHTa. HOpuaudecku 3HaUYMMbIE PEKBU3UTHI
nokymenTa. KOpunndeckoe 3Ha4eHUE FNEKTPOHHOTO IOKYMEHTA.

16. IlonsTue sA3bIKa CIIy’)K€OHBIX JOKYMEHTOB. (OCOOEHHOCTH s3bIKa  CITy>KEOHBIX
JOKYMEHTOB (TOYHOCTb U SICHOCTb; JIAKOHHYHOCTb; YO€AMTENbHOCTH, HEHUTPalIbHOCTH TOHA
U3JI0KEHHs; MCIOJb30BaHME YCTOWYMBBIX  CIOBOCOYETAHMH — CTaHJIApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHSATHIX COKPAIICHHI ).

17. Tlonsitue Onanka JokyMeHTa. Buasl OnankoB. PexkBu3uThl OmankoB. BapuaHTb
PacroJI0KEeHUsI PEKBU3UTOB.

18. OcHOBHBIE TpyIIBl OPraHU3ALMOHHO-PACHIOPSAUTENbHBIX JTOKYMEHTOB. MDopmyisip-
o0paszel OpraHu3alMOHHO-PACTIOPSIIUTENBHOIO JJOKYMEHTA.

19. OcHoBuble BubI ycTaBoB. [IpaBuia cocTaBiieHusl.

20. Tonarne koHTpakTa. TpeOoBaHWS K KOHTpAaKkTy. OCHOBHBIC BHUJBI MOJOXCHUH W
IIPaBWJIa COCTABJICHHUS.

21. OcHOBHBIC BUJIBI MHCTPYKIIUI 1 TIPAaBHIIA COCTABJICHUSI.

22. TloHATue MOMKHOCTHON MHCTPYKIIMU U MPABUJIa COCTABJICHHUS.

23. Tlonsarue npukasa. [IpaBuia cocTaBieHusI.

24. Tlonsarue pacnopspkenus. [IpaBuna cocraBneHusl.

25. TloHsATHs penieHus U MpoTokoia. [IpaBuia cocTaBieHHUS.

26. TlonsaTHs DOKIagHOM U cayxkeOHoi 3anmucok. [IpaBuina cocraBieHus!.

27. Knaccudukanus nenoBbix muceM. Kommepdeckne u jaenoBbie muchbma. OOBIUHBIE U
HUPKYJISIPHBIE TUCHhMA.

28. JlenoBoe MUCHMO B YCIOBUSAX YHU(PHKAINN. PEKBH3UTHI 1€IOBOTO MTUCHMA.

29. BapuanTsl agpecoBaHus nuceM. SI3bIKOBON CTaHIAPT SI3bIKOBOTO MHCHMA.
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30. CranmapTHBI acMEeKT KOMIIO3UIIMU JIEJIOBBIX THCeM. PedeBoil ATHKET JeI0BOTO
nucbma. Gopmyier oOpamienns. MexayHapoIHbIE MHChMa.

31. VYcraBHble JOKYMEHTHI. byxrantepckue M CTaTUCTHUECKUE JOKYMEHTBHI. JIOKyMEHTBI
BHYTPEHHETO PacIopsIKa.

32. JIOKyMEHTbI, periJaMeHTUPYIOUIME OTHOIIEHUS C MOCTaBIIMKAMHU, C areHTaMH,
napTHEpamH, TypUCTaMHU.

33. OO1mas xapakTepucTuKa A0roopa. TpedoBaHuUs K COCTABICHUIO JOTOBOPOB.

34. JloroBOpHBIE OTHOIICHHS MEX/y TypOIIEPATOPOM U TYPAareHTOM.

35. JloroBopHbl€ OTHOUIEHHS MEXAY TYPUCTCKMM NPEANPHUSITHEM U NOTPEOUTETIMU
TYPUCTCKUX YCIYT.

36. /loroBopHbIE€ OTHOLIEHHS MEXAY TYypOIEepaTopoM M IOCTaBLIMKAMU TYPHUCTCKUX
YCIIYT.

37. JloroBopHbIE OTHOLIEHUS MEXy PELIENTUBHBIM U HHULIMATUBHBIM TypOIIEpaToOpaMH.

38. JIOKyMEHTHI 110 OpraHU3alHuy TYPUCTCKOTO My TEHIIECTBUS.

39. 3asBKa Ha OPraHU3ALUIO TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTa.

41. 3asBka Ha OPOHMPOBAHUE TYPUCTCKUX yCiIyT. TypucTckas myTeBka.

42. J1oroBOp O TYPUCTCKOM OOCIY)KMBAaHHH U MPABHUJIA €TO COCTABICHUSI.

43. ATreHTCKOEe COIJIalleHHe.

44. KOoHTpaKT 0 COTpYAHHYECTBE B 00JIACTH TypH3Ma ¢ HHOCTPAHHBIM ITAPTHEPOM.

KpnTepml U HIKaJa OHCHKH 0TBETA IIPU YCTHOM 0OIIpocCe

Ouenka Kpurepun
Ot1inyno Omauuno CTaBUTCS, €CJIn 00yJarONIMICs JEMOHCTPUPYET IITyOOKOe, MOJITHOEe
pPacKpbITHE BOIPOCOB. BhlaBUTacMble UM IOJIOKEHHS apryMEHTHPOBAaHbI U
WUTIOCTPUPOBaHbl MpUMepaMu. B ocBelieHUM cojepxaHus BOIpoca
UCTONb3YeTCsl aHAIMTUYECKUH MOJX0A, OOOCHOBBIBAETCSI CBOS TOYKA
3peHusi; JIeNaloTCsl CoJep)KaTeNlbHble BBIBOJABI. Marepuan H3JI0%KeH B
OIPEAEIIEHHON JIOTHYECKON MTOCIIE0BATEIBHOCTH, JINTEPATYPHBIM S3BIKOM, C

HCIIOJIb30BaHUE COBPEMEHHBIX Hay4YHBIX TEPMUHOB; OTBET
CaMOCTOSTEIIbHBIN.
Xopowo Xopowo craBuTCd, €cau OOydYaloIUHCA JEMOHCTPUPYET JOCTATOYHO

MOJIHBIA M TPABUJIBHBIN OTBET; BBIIIBUTA€MbIE TEOPETHUYECKUE IOJOKEHUS
MOJITBEPK/IEHBI IPUMEPAMU; B OTBETE MPEACTABICHbI pa3IUYHbIE OIXObI K
paccmaTpuBaeMoil mpoOieMe, HO MX OOOCHOBAaHHE HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHAasi TOYKa 3pEHMS; ClieJaHbl KpaTKUe BBIBOBL;
MaTepuai U3JI0KEH B ONPEIEICHHON JIOTMYECKOHN NIOCIEN0BaTENbHOCTH, IIPH
TOM JIOMYLIEHbl JBE-TPU HECYIIECTBEHHbIE OIIMOKU (WM OTrOBOPKH),
UCIIPABJICHHBIE TI0 TPEOOBAHMIO MPETOIaBATEIS.

YnosaerBop | [Ipu yoosremeopumenvnom oOTBeTe OOYyYAIOMUMUCA JOMYCKAeT OAHY
HUTEeJIbHO CYLIECTBEHHYIO OIIMOKY; OTBET HEJOCTAaTOYHO JIOTHUECKH BBICTPOECH;
0a30Bble TOHSATHUS  YHNOTpPeOJieHbl MpaBWIbHO, HO OOHApYy>KHMBaeTcs
HEZOCTAaTOK PACKPBITHSI TEOPHH; BBIIBUTAEMBIE IOJIOXKEHUS HEAOCTATOYHO
apryMEHTUpPOBaHbl M HE TMOATBEPXACHbI INpPUMEpaMH; OTBET HOCUT
MPEUMYIIECTBEHHO OINUCATEIbHbIM, a HEe KOHUENTyalbHBbIM XapakTep;
Hay4yHasi TEPMUHOJIOTHS MCIIOJIb3YETCsl HEJIOCTATOUHO.

HeynoBuers | [lpu neyodosremsopumenvnom oTBeTe OOYYAIOMIMKCA JOMYCKAaeT P
OPUTEJbHO | CYHIECTBEHHBIX OLIMOOK, KOTOPHIE OH HE MOKET UCIPABUTh IIPU HABOJAIINX
BOMpOCax MpernojaBareis; HE MOXeT JaThb HayyHoe OOOCHOBaHME
po0JIeMbl; BBIBOJBI OTCYTCTBYIOT HJIM HOCST IMOBEPXHOCTHBIM XapakTep;
npeobiagaeT ObITOBAs JICKCUKA; HAOIIOMAIOTCS 3HAUUTEIbHBIE HETOYHOCTH B
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‘ ‘ UCIIOJIb30BAHUH HAYYHOU TEPMHUHOJIOTHH.

3.6. [lepeyeHb NPUMEPHBIX MPAKTUYECKHUX 3aJaHU I

3aganue 1

CoctaBuTh POpMY ydeTa OCETUTEICH.

3aganue 2

CocTaBUTh CXEMy OpraHM3AIMOHHOW M HMH()POPMAIIMOHHOW TOAJICPKKH OIEPATUBHOM
JEATETbHOCTH PYKOBOIUTES.

3ananmne 3

[Ipoananu3upoBaTh HHCTPYKLMIO IO I€JIONPOU3BOJCTBY Ha IPEANPUATHH.

3ananmue 4

Ucnone3ysa npaBoByro 6a3y «KOHCYIbTaHT IUIIOC», COCTaBbTE IEpeueHb HOPMATHBHO-
MPaBOBBIX U HOPMATUBHO-METOUYECKUX JOKYMEHTOB, PErJIAMEHTUPYIOIIUX JIOKYMEHTUPOBAHUE
YOpaBIEHYECKONW JEATENbHOCTH, OpraHu3anuio paboThl ¢ OQUIMATBHBIMH JIOKYMEHTaMU U
apXMBHOE XpaHEHHE JIOKyMEHTOB. HopmaTuBHbIE JOKYMEHTBHI pacHoOJOXKUTE IO HX
IOpUINYECKOH CUIIE.

3aganue 5

[Mpoanammzupyiite I'OCT P 7.0.97-2016. Cucrema crangapToB 1o HH(pOpMAIUH,
OMOIMOTEYHOMY WM HM3/aTelIbcKoMy Jeny. OpraHu3aloHHO-PACHOPSAUTENbHAS JOKYMEHTAIHS.
TpeGoBanust kK 0HOPMIICHUIO JOKYMEHTOB, OTBETHTE Ha CIICAYIOIINE BOMPOCHL:

1. KaxoBa o0nacTs mpuMeHEeHUs JaHHOTO TOCYAapCTBEHHOTO CTaHaapTa’?

2. W3 xakux pa3aenoB COCTOUT JAaHHBIA TOKyMeHT? ONUIIUTE KpaTKoe COoAepKaHHe
Ka)KJ0ro paszena.

3. Jaiite ompeneneHne MOHATUIO «PEKBU3UT». CKOIBKO PEKBU3UTOB CYIIECTBYET Y
JTIOKyMeHTa (110 JaHHOMY T'OCYJIJapCTBEHHOMY CTaHAApTY)?

4. Kakune TpeOoBaHMS B COOTBETCTBHUM C JIaHHBIM HOPMATHUBHBIM JOKYMEHTOM
JIOJKHBI TIPEIBABIISTHCS K OJJaHKaM JIOKYMEHTOB?

5. Kakue npunoxenus coaepxarcs B JaHHOM JOKYMeHTe?

3aganue 6

Ocoboe BHUMaHHE B JENONPOU3BOJCTBE YAEIIETCS XPaHEHHIO JOKyMeHTOB. Hinke
NEPEYUCIIEHbl OCHOBHBIE HOPMAaTUBHBIE AKThl, KOTOPBIE PETYIUPYIOT OPraHU3aLUI0 apXUBHON
paboThI ¢ JOKyMEHTaMH, C/ieaiTe MMCbMEHHBIN KpaTKuii 0030p TaHHBIX JJOKYMEHTOB:

— 006 apxusHoM pene B Poccuiickoit ®eneparnun: denepanbsiii 3akon ot 22.10.2004 r.
Ne 125-@3 (pen. ot 28.12.2017 r.);

— OO0 yTBEep)KICHMM TMpaBWJl OpraHU3allUMd XpaHEHHs, KOMIUIEKTOBaHMs, ydera u
HCIIOJIb30BaHUsl TOKYMEHTOB ApxuBHOro (onaa Poccuiickoit @enepani U APyTrux apXUBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BJIAacTH, OpraHaXx MECTHOIO CaMOYIpPAaBJIEHUS U
opranu3anusax: npukas Munucrtepcrsa KyabTypbl PO ot 31.03.2015 r. Ne 526;

— OO0 yTBEep)KICHUM TIEpeUHsl THUIIOBBIX YIPABICHUYECKUX AapPXHMBHBIX JIOKYMEHTOB,
oOpa3yronmxcsi B Ipolecce AESTeNbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIPABJIEHUS M OpraHu3allii, C YKa3aHUEM CpPOKOB XpaHEHHUs: INpHuKa3 MuUHHUCTEpCTBa
KyapTypbl PO 25.08.2010 r. Ne 558.

3amanme 7

Pemmmre cnenyronme 3agaun:

1. I'paxxnanka HectepoBa ycTpounach Ha paboTy B MUHHCTEPCTBO OOIIEro M
npodeCcCHOHAIBHOTO 00pa3oBaHuss CBEpJIOBCKOW 00JIACTH M TOJy4YWsIa TIEPBOE 3aJaHuE OT
CBOET0 HEMOCPEJCTBEHHOI0 HayallbHUKA: pa3paboTaTh HOMEHKIATYpy Aed s (GOpMHPOBAHUS
JOKYMEHTaJIbHOrO (OHJAa TOCyJapCTBEHHOro opraHa. Kakum JOKyMEHTOM  JOJDKHA
PYKOBOACTBOBaThcA rpaxkaanka Hecreposa? Kakue mososkeHus: 3Toro 10KyMeHTa OHa JOJDKHA
Yy4eCTh IIPU BHITIOJHEHUH 3a1aHUS?

2. Axunoneproe obmectBo «llapye» cosmano B 2003 r. Hosbrit mupexrop, U. 1.
WBaHOB, MPHUCTYNMUBIIMKA K BBHIMOJHEHUIO CBOWMX oOs3anHOCTe B 2016 1., pacmopsauics
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YHUYTOXXUTh BCE JOKYMEHTHI MPEAIIECTBYIONIETO IEpHOoJia CYIIECTBOBAHUS OpraHU3allHU.
Hackonbko mpaBomepHo ero pacrnopspkenue? Kakue TpeOoBaHUS HOPMATUBHBIX JIOKYMEHTOB
HapylLIeHbl B pe3yjbTaTe paclopsbkeHus HoBoro aupekTtopa? Kakas mepa OTBETCTBEHHOCTH
MOXeET OBITh IpeaycMoTpeHa i aupexropa . Y. MiBanosa?

3. 00O «MoTtbuiek» B X0/1€ TIPOBEPKHU €ro ACSITEIbHOCTU HE MPEAOCTaBUIIO MPUKA3
JUPEKTOpa O Ha3HAYEHMHU JIMLA, OTBETCTBEHHOI'O 3a apXuB. BBIACHUIIOCH, YTO JINYHBIE JieNa U
OpUKa3bl IO JIMYHOMY COCTaBy XpaHWJIUCh B HeymopsaoueHHoOM Buzae. Kro Hecer
OTBETCTBEHHOCTb 32 BBIABIICHHbIE HapylleHus? Ha3oBUTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
MpelyCMOTPEHA OTBETCTBEHHOCTh 32 JIaHHbIC HAPYILICHHUS U BO3MOXHbIE BApUAHThI HaKa3aHUIl.

4. B xone mnnaHOBOM IMPOBEPKM TOCYJAPCTBEHHOI'O YHUTApHOTO MPEANPUATHS
BBISICHIJIOCH, YTO JIOKYMEHTBI 110 JIMYHOMY COCTaBY XPaHWIUCH B IOJ- BaJbHOM IMOMELICHHH,
KOTOpBIM 3aTONMJIO HAaKaHYHE INpUe3[ja KOMHCCUM, JOKYMEHTHI NPUILIM B HETOAHOCTh: TEKCT
pa3MbIT, UHQOpMalHs cTajna HeunTaeMoil. Kakue npaBusia paboThl ¢ JOKYMEHTaMU I10 JTUYHOMY
coctaBy Obuin HapyueHbl? KTo HeceT OTBETCTBEHHOCTh 3a HENPAaBUIBHOE XpaHEHUE
nokymeHToB? Kakas Mepa Haka3zaHUsI MOXKET ObITh MpUMeHeHa?

3ananue 8
BrinonHuTe 3a1anus, B cirydae He0OOXOAMMOCTH J00aBbTE HEIOCTAIOIIY0 HHPOPMAIIUIO:
1. Ucnone3ys nonoxenus DenepaibHOro KOHCTUTYLMOHHOro 3akoHa «O

['ocynapctBennom repoe Poccuiickoit @eneparum» ot 21.12.2000 r. Ne 2-OK3, ykaxkute, Kakue
OpraHbl YIPABJICHHUS UMEIOT MPaBO MCIIOIB30BaTh HA OJIAHKAX CBOUX JOKYMEHTOB M300paKeHUs
['ocynapctBennoro repba. Kakue Bapuantel wu3o0paxkenus [ocymapcTBeHHOro repba
YCTaHOBJIEHBI B 3aKOHE?

2. Ha mucre 6ymaru dopmata A4 ykaxuTe TOYHOE MECTOPACIHOTIOKEHUE IMOIEMbI
WJIM TOBApHOT'O 3HaKa OpraHu3aIliu.
3. Hcnonw3ys «O0mepoccuiickuit KJ1accupuKaTop yIpaBlIeHYeCKON

JIOKYMEHTALMU», ONPEAenTe Ko (POPMbI CIEAYIOIUX TOKYMEHTOB:

— IIPUKa3 O CO3JaHUM OPraHU3aLnu;

— yCTaB;

— YUpEAUTEIBHBIA JOTOBOP;

— IIPUKa3 O pacHpeesIeHnH 00s3aHHOCTEN MEX Iy PyKOBOJACTBOM OpraHU3alUy;

- 3asBlIeHHE 00 YBOJIbHEHUH.

4. [TpaBuibHO odopmute pexkBu3uTH «HanmeHoBaHUE opraHu3aluu — aBTOpa
JNOKyMeHTa», «HaumeHOBaHHE CTPYKTypHOrO TOJpa3AcieHUuss — aBTOpa JOKYMEHTay,
«HanmeHoBaHUE TOIKHOCTH JIMIIa — aBTOPa IOKYMEHTay», UCIIONIb3Ysl CIeAYIOUINE JaHHbIE:

a) nupextop BHUMJIAJL, Pocapxus 6) 3amaupexrop, Oyxrantep OAO «Pomaika»

B) aupektop MHCTUTYTa 5KOHOMUKH, Y paabCKU Me1arorn4ecKuii yHUBEPCUTET

S. OdopmuTe HECKOIBKO BUIOB PEKBU3HUTA «Anpecar». [JoOKyMeHT aapecyeTcs:

— OpraHu3aluy;

— CTPYKTYpPHOMY NOAPA3JEIICHNIO OPraHU3alluu;

- JOJIKHOCTHOMY JIMILY OpraHU3allnu;

— bu3nUecKkoMy JIUILY.

6. CoctaBbTe U IPaBUIBHO OPOPMUTE PEKBUZUT «I'pU] yTBEPKIACHUS JOKYMEHTa.
JIOKYMEHT yTBEpKIEH:

- JOJIKHOCTHBIM JTUIIOM:

- reHepanbHbIM aupekTopoM AO «Pomamka» C. A. BacuibKoBbIM;
- mupektropoM MAOY rumuazuu Ne 125 B. I1. KomapoBsivm;
— W3JIaHUEM PACIOPSAAUTEIBHOTO TOKyMEHTA:
— npuka3om aupektopa [TAO «Coeptpect» ot 05.09.2018 1. Ne 37;
— puKa3oM MHUHUCTEPCTBA HAYKH U BBICIIEro oOpa3oBaHus PO oT
18.10.2018 r. Ne 145;
- pEILIEHNEM KOJIJIETHAIbHOTO OpraHa:
- PEILIECHUEM COBETA JUPEKTOPOB;
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- pellIeHrEeM YUYEHOT0 COBeTa 00pa30BaTeIbHOM OpraHu3aluy.

1. VkaxuTte, 4To SBJISACTCS 3aT0JIOBKOM:

- JOJDKHOCTHAS! MHCTPYKIMS 1€JI0NPOU3BOUTEIS;

- yCTaB 00ILIeCTBA C OIPAaHUYEHHON OTBETCTBEHHOCTHIO « CTPOMMHBECTIIPOMY;

- IpUKa3 0 IpueMe Ha padorTy;

- 3asBieHHE 00 YBOJIbHEHHH;

- rpauK OTIIyCKOB;

— aKT 00 YHHUTOXXEHUU JOKYMEHTOB C UCTEKIITUM CPOKOM XPaHEHHUSI.

8. OdopmuTe HECKOIBKO BUIOB PEKBU3UTA «OTMETKA O MPUIIOKEHUI:

— IIPUJIO’KEHNE HA3BaHO B TEKCTE;

- IPUJIOKEHNE HE HA3BaHO B TEKCTE;

- IIPUJIOKEHUN B JOKYMEHTE HECKOJIBKO;

- IpUIIOKEHNE COPOIIIOPOBAHO;

— JOKYMEHT, SIBJISIOIIUNCS MPUTIOKEHUEM, UMEET IIPUIIOKEHHUS C CAMOCTOSITENIbHOMN
HyMepalueil cTpaHuly;

— IIPUJIOKEHUEM SIBJIIETCS 000COOJEHHBIN 3JIEKTPOHHBIN HOCUTENh (KOMIAKT-INCK,
USB-durem-nakonures ).

9. Od¢opmute HECKOJIBKO BUJIOB MOAHCEN:

— noanuck aupexropa AO «Pomaiikay Ha pupMeHHOM OJlaHKe;

— noanuchk aupekropa AO «Pomamikay Ha ToKyMeHTe, 0pOpPMIICHHOM He Ha OJiaHkKe

— HOJIKMCH AUPEKTOpa U riaaBHOro Oyxraiarepa AO «Pomarikay;

— HOJIKUCHU 3aMECTUTEINEH TUPEKTOPA IO OCHOBHOM J1€ATENbHOCTH U (PUHAHCOBBIM

— BOIIpOCaM;

— noanucu aupexkropa AO «Pomamka» u aupexkropa AO «Bacuneky;

— HOJNKNCh JOKYMEHTa, COCTaBJIEHHOIO KOMHCCHEH IO CIUCAHHIO MaTepUalIbHBIX

IICHHOCTEIA;

- MMOAITNCH HCITOJIHSIOIIETO 00s13aHHOCTH TeHepanbHOro Aupekropa AO
«Pomarikay.

Omnpenenure, B 4eM 3aKIIIOYAIOTCS OOIIUE MpaBUiIa PETUCTPAIH JOKYMEHTOB.

3aganue 9

s Kakux JOKYMEHTOB YCTaHaBIMBAIOTCA CpPOKW wucrnonHeHus? KTo ycraHaBnuBaer
WHIUBUIyaIbHBIE CPOKU HUCTOTHEHUsA? C KaKoro MOMEHTA MCYHUCISIETCS CPOK MCIIOTHEHUS U
KOHTPOJIb 32 HCIOJNHEHHEM JOKyMeHTOB? KakoB MOpsIOK MpOJJICHHS CpPOKa HCIOJHEHUS
JIOKyMeHTa?

3ananue 10

Omnpenenure BUIOBOM COCTAB KaIPOBOW JOKYMEHTAIUH.

3ananue 11

N3 «O6mepoccuiickoro kiaccuukaropa ynpaBIeHUECKOW JOKyMEHTAIMK» (CHCTEMBI
nokymentauuu kiacca 0200000 u 0300000) BbIIMIIMTE JOKYMEHTBI, KOTOPBIE OTpa)karoT
JIBIDKEHUE TIEPCOHANIa B OpPTaHU3aIiH.

3ananue 12

Ucnons3ys mpaBoByto 0a3y «KOHCYJbTaHT IUTIOC», COCTaBbTE MEpPEYeHbh HOPMATHBHO-
MPABOBBIX JIOKYMEHTOB, CBSI3aHHBIX C JBI)KCHHEM IE€pCOHaja B OpraHu3anuu. J[OKyMeHTHI
PaCIOJIOKHUTE TI0 UX IOPUANIECKON CHIIE.

3ananue 13

[To3nakombTech ¢ YHHUPHUIIUPOBAHHBIMH (OpPMAMH TPHUKA30B IO JHYHOMY COCTaRBy,
IITAaTHBIM paclucaHueM, IpaUKOM OTITYCKOB, OMPEAETUTE OCOOCHHOCTH 3amOTHEHHS ITHX
JIOKYMEHTOB.

3ananue 14

CocraBbTe UTOTOBYIO CIIpaBKy 0 paccMmorpeHun nucbMa (OO aBTopa, Bua oOpalieHus
YKaXHUTE CAMOCTOSITEIHHO).

CocraBbTe 1 0(hopMuUTE CITyKEOHBIC (ACIOBBIE) MIChMA, B CIIydae HEOOXOIMMOCTH
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3aganue 15

1. N100aBbTE HEITOCTAIOUTYIO0 HH(POPMALIHIO:

1.1. TIucemo 00pa3zoBaTeNbHON OpraHU3alUU O MPOBEJCHUM KOHKypca Ha JIYYIIYIO
HCCIIEIOBATEIbCKYI0 paboTy no Teme «lcropus pogHoro kpas». Cpoku MpoBeaeHUS KOHKypca —
¢ (deBpans mo Mail TeKyllero roja, MOJBEIECHUE HWTOTOB U HarpaxiaeHue nodeaurtesncii — B
utoHe. B npunioxennn — [lonoxenrne o KOHKypce.

1.2. TIucemo-oTBeT u3narenbcTBy «COKpaT» OT U3JATEeNIbCTBA ATPUYM» C COTJIACUEM
O COTPYIHHYECTBE II0 Yy4YaCTUIO B BBICTABKE W3/1aBa€MOIl JMUTEpaTyphl, KoTopas Oyner
MPOXOJIUTH B OKTSIOpE TEKYIIEero roja.

1.3. IIucbMO-COMpOBOXKIEHHE  3alpallMBaeMoil  WHGOpPMAIMU  BBIIIECTOSIICH
OpraHHU3aIH O eXKEMECIYHBIX JI0X0aX C MPOJIaXKu TOBAPOB.

1.4.  IIucemo-3anpoc OO0 «Mup nuBano» ot OO0 «Mebenb» ¢ MpocsO0il BHICIATH
KOMMEpPUYECKOEe MPEeJIOKEHHE C MPaificoM LIeH Ha TOBapBhl.

3aganue 16

Kakue TtpebOoBanus cruenyer coOmoaate npu (opmupoBanuu gen? I[louemy He
pexkomeHayeTcsi pOpMUPOBAHUE U XPAHEHUE J€J1 Y UCIIOJIHUTENS?

3aganme 17

Kaxk pacnonosxeH 10KyMeHT BHYTpH €77

3aganme 18

VYkaxwure, B 4eM OTINYNE 0(QUITHATEHO-IETIOBOTO CTUIISL OT JPYTHUX.

3aganmne 19

[Tepeunciure yacTo BCcTpeuaromuecst ab0OpeBUaTyphl CIOB.

KpuTtepun u mKkajia oueHKH pelieH!s NPAKTHYeCKOro 3aJaHus
Ouenka Kpurepun
Ot1imyHo Omauuyno  CTaBUTCS, €CIAM COJAEp)KaHUE pabOTHI/OTBETA MOJHOCTHIO
COOTBETCTBYET 3agaHuto. OOyuaroluiicsi, JTEMOHCTPUPYET BCECTOPOHHEE,
cUcTeMaTHyeckoe WU Tiy0oKoe 3HaHMEe Yy4eOHOro marepuaia, yMeHHE
CBOOOJHO BBIMOJIHATH MpakTUyeckoe 3afaHue. [1oMHO ocBemaer 3aJaHHyIO
TeMy, €€ aKTyaJbHOCTh M HOBHU3HY. MaTepuan H3J10XKEH B ONPEICICHHOU
JIOTUYECKOU MOCJI€I0BATEIbHOCTH, JUTEPATYpHbIM  SI3BIKOM, c
UCMOJIb30BAHUEM COBPEMEHHBIX HAayuyHBIX TepMHUHOB. OOyuarommuiics
MPOJIEMOHCTPUPOBAJI B TIOJIHOM 00bEMe HEOOXOJUMbIe 3HAHUS U YMEHWS;
YMEHHME TOJb30BaTbC HOPMATHUBHOM, CIPAaBOYHOM M  CHEIUAIBHOU
JUTEPaTypoil; 0OOCHOBAHHOCTh PE3YJbTATOB U BHIBOJOB, OPUTMHAIBHOCTD
UJeH; CIOCOOHOCTh MPEACTABIATh PE3YJIbTAThl UCCIIEOBAHNS B TBOPUECKOM
dopme; 00OCHOBaHHME BO3MOXKHOCTH IMPAKTUYECKOTO  HCIOJIb30BAHUS
MOJIy4YE€HHBIX AaHHBIX. [IpogeMoHCTpupoBaH JTWYHBINA BKJIAJ 00y4aromerocs
B paboty. OdopmieHue paboThl B IEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBaHUSIM.
Xopomuo Xopowo craBUTCS, €cClId cojaepKaHHE pabOThl/OTBETa JIOCTAaTOYHO
MOJTHOCTBIO  COOTBETCTBYET 3ajgaHuio. OOydarouuiics JIeMOHCTPHPYET
3HaHHWE Y4YeOHOTro Marepuaja, yYMEHHME YCIEIIHO BBIMOJIHUTH 3aJaHue,
YCBOGHHE OCHOBHOM JIMTEpaTypbl, PEKOMEHJOBAaHHOW B IpOrpamMe.
Marepuasl HU370)KEH B ONPEACICHHOM JIOTMYECKOM IMOCIEA0BATEIbHOCTH,
IpU 3TOM JOMYILIEHbI JBE-TPU HECYIECTBEHHbIE OLUIMOKH (MJIM OTOBOPKH),
HCIpaBIIEHHBIE M0 TpeboBaHMIO Tpernojaasarens. HayuHas TepMuHoOTHS
UCMOJB3YeTCsl JI0CTaTOYHO, OTpakeHa HOBM3HA IIOJNyYEHHBIX JIAHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO MPOAEMOHCTPUPOBAH
JUYHBIA BKJIaJ oOydaromierocs B padboty. Odopmienne paboTsl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHUSIM.
YnosaerBop | [Ipu  yoosremsopumenvnom  OTBETE€  cojepKaHHe  paboThl/OoTBETa
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UTEJbHO HEJIOCTATOYHO IOJIHOCTHIO COOTBETCTBYET 3aJaHHIO. 3aJlaHHE BBITIOJHEHO
qacTU4HO. OOy4Yaromuiicsi JIEMOHCTPHPYET HEJOCTaTOYHOE OCBELICHHE
3aIIaHHOfI TEMBbI, JOMMYHICHBI NOTPCIIHOCTH U HECTOYHOCTHU, OOIIYCKACT OAHY
CYILECTBEHHYIO OMIMOKY, HO 00JiazaeT HeOOXOJUMBIMH 3HAHUSIMU JJIS WX
YCTpaHEHUS MOJ PYKOBOACTBOM Mpenonasatresns. HayuHas TepmuHOIOrHs
UCIIOJIB3YETCsl HEJOCTATOYHO, BBIBOJBI HE 00OCHOBaHBL JIMYHBIA BKIIAX
oOyuaromerocsi B paboty HemocratoueH. Odopmiienue paboTel He
HOJIHOCTBIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

HeynoBaets | Ilpu wueyoosiemsopumenvnom OTBETE COJCp)KaHWE paOOTHI/OTBETA HE
OPUTEIBbHO | COOTBETCTBYET 3aJaHHi0. B paboTe mpoJeMOHCTPUPOBAH HU3KUI ypPOBCHb
3HAaHUH n yMeHHﬁ, HaGJIIO[[aIOTCH 3HAYUTCIBbHBIC HETOYHOCTHU B
UCIIOJIb30BAHUH HAYYHOW TEPMUHOJIOTHH, HET BHIBOJIOB, OFPAaHUYEH 00BEM
COJIepKaHUs BBIOJHEHHOTO 3amaHus. OdopmieHne paboOThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Kpurtepun u mkaja oeHKH NPOMEKYTOYHOM ATTECTAllUM - 3a4eTa
OneHka «3a4T€HO» CTAaBUTCS, €CIM CTYIEHT TONYYMI OLCHKH «OTIMYHOY,
«XOpOLIOY», «yJOBJIETBOPUTEIbHO» W/MIN «3auTeHo» 3a 80% u Oojee cCeMHUHApOB H
MIPaKTUYECKUX PadoT.
OneHka  «HE  3a4T€HO»  CTAaBUTCHA,  €CIM  CTYJEHT  IOJYyYWJ  OLEHKH
«HEYIIOBJIETBOPUTEIHHO» W/HIIM «3a4TeHO» 32 MeHee 4eM 80% CeMHHApOB M MPAaKTUYECKUX
pabor.

8. YHEBHO-METOAUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHHUE
JUCHUIIJINHDbI

8.1 . OcHoBHas1 IUTepaTypa

1. Kysnenos, . H. JlokymeHTannmoHHoe obecrnieueHue ynpasieHus. JJokyMeHTO000pOT U
JIeNIOTIPOU3BOICTBO : YUeOHUK U MpakTukyM Juis By3oB / U. H. Ky3nenos. — 3-e u3zf., nepepad.
u gorm. — Mocksa : M3narensctBo HOpaiit, 2022. — 461 c. — (Bwicmee oOpa3oBaHue). —
ISBN 978-5-534-04275-7. — Tekct : snekrponHbli // OOpa3oBarenbHas miargopma FOpait
[caitT]. — URL.: https://urait.ru/bcode/488697

2. llysanoBa, H.H. Opranuzamuss u TEXHOJIOTUS JOKYMEHTALMOHHOTO OOecredyeHus
yTpaBiieHus . y4eOHUK M mpakTukyMm mis By3oB/ H. H. lllyBanoBa. — 2-e m3nm., mepepad. u
norn. — Mocksa : WsnarensctBo [Opaiit, 2022. — 265c. — (Bricmee obOpazoBanue). —
ISBN 978-5-534-12358-6. — Tekcr : snekrponHsiii // OOpa3oBarenbHas miardpopma FOpait
[caiiT]. — URL.: https://urait.ru/bcode/489984

8.2. JlonoTHUTeIbHAS JIUTEpaTypa
1. Ky3nemno, MU. H. JlokyMeHTanMOHHOE OOECIICYCHHE YMPABICHUS TEPCOHAIIOM :

yueOHUMK M mpakTukym st By3oB/ WM. H. Ky3nenos. — 2-e u3n. — Mocksa : M3aarenseTBo
[Opaiir, 2022. — 393 c. — (Beicmiee obpazoBanue). — ISBN 978-5-534-14830-5. — Tekcr
AIIEKTPOHHBIN / O6pa3oBarenbHas miatdopma FOpaiit [caiiT]. —

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

2. Jloponuna, JI. A. Opranuzanuss W TEXHOJOTHS JOKYMEHTAI[MOHHOIO oOOecreyeHus
yOpaBieHus : y4eOHUK M mpakTukyMm i By3oB/ JI. A. loponuna, B. C. Uputukona. —
Mocksa : UznatensctBo FOpaiit, 2022. — 233 c. — (Bricmee ob6pazoBanue). — ISBN 978-5-

534-04568-0. — Texkcr : amektpoHHBIH // OOpa3oBarenpHas miatdopma FOpait [cait]. —
URL.: https://urait.ru/bcode/489555

8.3. IIporpamMHoeo0ecnieyeHue
MicrosoftWindows, MicrosoftOffice, Siugexc.bpaysep
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8.4. IlpodeccuoHanbHbIe 0a3bl JTAHHBIX

1. http://file.prohotel.ru/- ba3a OKyMEHTOB 1 HOPMATHBHBIX AKTOB JIJIsi TOCTUHUIIBI

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - Baza
JAQHHBIX 110 JAEIOMPOU3BOJICTBY H JOKYyMEHTOOOOPOTY

8.5. UndopManiuoHHbIE CTIPABOYHbIE CHCTEMBI
1. http://www.consultant.ru/ - CrnpaBouno-mipaBoBas cuctema «KoncynprantlIroc»

8.6. UnTepHeT-pecypchbl
1.www.aup.ru - AIMHUHUCTPATUBHO-YIIPaBICHUECKUN TOPTaI

8.7. MeToauyeckne yKa3aHusi H MaTepPUAaJIbl 10 BUIAM 3aHSITHIA

MeTtonnyeckune yKazaHusi 110 BeJIeHUI0 KOHCIIEKTOB JeKIMii

KoHcnekTupoBaHnue JEeKIUMM — BaKHBIM LIar B 3allOMMHAaHUM MaTepuasa, MO3TOMY
KOHCIIEKT JIEKIIMHA HEOO0XOJMMO HMMETh KaKJOMYy CTyIEHTY. 3ajada CTyACHTa Ha JICKIHH —
OJIHOBPEMEHHO CIIyIlIaTh IPENojAaBaTelis, aHAIU3UPOBATh U KOHCIIEKTUPOBATh HMH(POPMALUIO.
[Ipu 3TOM Kak CBHJAETEIBCTBYET MPAKTHKA, HE HYKHO CTPEMHUTHCS BECTH JOCIOBHYIO 3aITUCh.
Taxum 06pa3oMm, JEKIMIO MPENOAaBaTeNIsl MOKHO KOHCIIEKTUPOBATh, IPH 3TOM BaXKHO HE TOJIBKO
BHUMATEJIBHO CIyIIaTh JIEKTOPa, HO M BBICIATH HambOoyee BAXHYIO HHPOPMALUIO U
COKpAILIEHHO 3amnuchiBath ee. IIpu 3ToM 01HO M TO ke colepkaHue (pUKcUpyeTcsl B CO3HAHUU
YeThlpe pas3a: BO-TIEPBBIX, IPU CAMOM CIYIIAHUH, BO-BTOPBIX, KOTJa BBIACISACTCS TJIaBHAsS
MBIC]Ib; B-TPETbHUX, KOTJa MNOJbICKMBaeTcs oOoOmiaromas ¢pasa, M, HaKOHEL, NpPHU 3aIMCH.
Marepuan 3anioMuHaeTcsi 60s1€€ MOJIHO, TOYHO U IIPOYHO.

Xopowuii KOHCHIEKT — 3aJ0I YeTKMX OTBETOB Ha 3aHATHSIX, XOPOIIErO BBITOJHEHUS
YCTHBIX OIPOCOB, CAMOCTOSTENBHBIX U KOHTPOJIBHBIX Pa0OT. 3HAUMMOCTh KOHCTIEKTUPOBAHHS HA
JEKIIMOHHBIX 3aHATHSX HecOMHEeHHa. [IpoBepeHo, uTo cocTaBiieHHEe YPPEKTUBHOIO KOHCIEKTa
JIEKIMHA MOKET COKPAaTUTh B YEThIpE pa3a BpeMs, HEOOXOJUMOE JUIsl TIOJTHOTO BOCCTAHOBJICHUS
HY)KHOH wuH(popMmarmu. [l1g SKOHOMHH BpeMEHHM, Mepel KakAOoH JeKIued HeoOXoaumMo
BHUMATEIBHO MPOYNTATh MaTepUan TMPEAbIIYIIeH JIEKIWH, BHECTH WCIPABICHHUS, BBIICIUTH
Ba)XKHbIE aCIEKThl M3y4yaeMoro MaTepuaa

KoHcriekT moMoraeT He TOJIBKO JIydIlle yCBauBaTh MAaTepHall Ha JIGKIIUU, OH OKa3bIBACTCS
HE3aMEHUM IIpH MOATOTOBKE 3K3aMeHy. CieioBaTeabHO, CTYACHTY B JAajbHENIIEM BaXXHO yMeEeT
0(pOpPMHUTH KOHCIIEKT TaK, YTOOBI BAKHBIE MOMEHTHI KYJIbTYPOJIOTHIECKOM HJIeH ObLTH BBIICIICHBI
rpa¢uyecky, a TIJaBHYI HH(POPMALUIO CIEAyeT BBIJACNATh B CaMOCTOSTENbHBIE a03allbl,
dukcupys ee 6ojee KpynmHBIMH OyKBaMHU HJTH IBETHHIMH Mapkepamu. KOHCIEKT TOHKEeH UMETh
HOJIS JUIsl 3aMETOK. DTO MOTYT ObITh OuOIMorpaduyeckue CCbUIKM M, HAaKOHEL, COOCTBEHHbIE
KOMMEHTapH1H.

MeToanyeckne yKa3aHusi 10 OPraHU3alUHM CAMOCTOSATEIbHON padoThl CTyIeHTa

Jns mHauBHIyanu3andu 00pa3oBaTEIBHOTO Tpollecca caMmocTosTenbHylo padoty (CP)
MOYKHO Pa3JIeIUTh Ha 6a30BYIO U JOMIOJHUTEIbHYIO.

bazoBas CP obecrieunBaeT MOATrOTOBKY CTYJI€HTa K TEKYILIUM ayAUTOPHBIM 3aHATHSAM U
KOHTPOJIBHBIM MEPONPUATUSAM JUIsI BCEX IUCHMIUIMH y4yeOHoro IuiaHa. Pesynbrarel 3TOM
MOJITOTOBKH TIPOSIBIISIIOTCS B aKTUBHOCTH CTYJIEHTAa Ha 3aHATUSX M B Ka4eCTBE BBITIOJHEHHBIX
KOHTPOJIHBIX palOoT, TECTOBBIX 3a/laHUM, CAETAHHBIX IOKIAJ0B M JPYrHx (GOpM TEKyILEero
koHTposs. bazoBas CP moser Bitodats cienyromue ¢GopMbl paboT: W3ydeHHE JIEKIMOHHOTO
MmarepHaia, NpelycMaTpUBalole NpopabOTKy KOHCIEKTa JEeKIMH W yueOHOH JuTepaTypshl;
nouck (mogdbop) U 0030p JUTEpaTyphl M DIEKTPOHHBIX HCTOYHHUKOB HH(pOpManuu 1o
WHIMBUIYAIbHO 33JJaHHOM MpobiieMe Kypca; BBIIIOJHEHUE JTOMAIIHErO 33/1aHusl MM JJOMAIlIHEeH
KOHTPOJILHOM paOoThI, BBHIABAEMBIX Ha MPAKTHYECKUX 3aHATHAX; W3YYCHHE MaTepuaa,
BBIHECEHHOTO Ha CaMOCTOSATENbHOE M3Y4YEHHE; IOJATrOTOBKAa K MPAKTUYECKUM 3aHATHSAM;
HOJrOTOBKA K KOHTPOJIbHOW pa®oTe MM KOJUIOKBUYMY; MOATOTOBKA K 3a4eTy, aTTeCTalUsM;
HanucaHue pedepara (3cce) 1o 3aJaHHoH npodiieme.
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HononuurtensHass CP HampaBiieHa Ha yrilyOJIeHHME W 3aKpeIUICHHE 3HAHWUW CTYJ/ICHTA,
pa3sBUTHE aHAIUTUYECKUX HABBIKOB 110 IpoliemMaTuke yueOHoi nuctuminnbl. K Hell oTHOCSTCS:
MOJArOTOBKA K 9K3aMEHY; BBIIIOJHEHHE KYpCOBOW pabOThl MM IPOEKTA; HCCIeI0BaTEIbCKAas
paboTa u yyacTue B HAy4YHbIX CTYJACHUYECKHX KOH(PEPEHIMAX, CEMUHApaX U OJUMIIHAJaX; aHATIN3
HAyyHOM MyONMKalMKM [0 3apaHee ONpEIeNIeHHOM MpernojaBaTelieM TeMe;, aHaju3
CTaTUCTHUYECKUX M (PAaKTHUECKUX MATEPHUAIOB [0 33aJaHHOH TeMe, IMPOBEICHHUE pPacyeToB,
COCTaBJICHHE CXEM M MOJieJiell Ha OCHOBE CTATUCTHUECKUX MAaTepUaIOB U JIp.

B yueOHOM mporecce BBIACTSAIOT JBa BUIA CAMOCTOSATENBHOM paboTHI: ayAUTOpHAs H
BHEAy/IUTOpHAsA. AyIUTOpPHAas CaMOCTOsITeNIbHasg paboTa MO [AUCUUIUIMHE BBHIMOJHIETCS Ha
y4€OHBIX 3aHATUSX I10J] HETTOCPECTBEHHBIM PYKOBOJCTBOM IPEIOIABATENS U 110 €r0 3alaHUSM.
OcHoBHBIMU (OpMaMu CaMOCTOSITENILHOM pabOThl CTYJIEHTOB C ydacTHEM IpernojaBaresiei
SBIISIOTCS: TEKYLIME KOHCYJbTAllMM; KOJUIOKBUYM Kak (opmMa KOHTPOJS OCBOCHHSA
TEOPETUYECKOr0 COJACpkKaHMs NUCUUIUIMH, MpPUEM M pa3dop IOMallHUX 3aJaHuil (B Yachl
IPAKTUYECKUX 3aHSATUI); BBIIOJHEHUE KYpCOBBIX pabOT (MPOEKTOB) B paMKaxX JAUCLMILIUH
(PyKOBOJICTBO, KOHCYJIBTHUPOBAHHE M 3allUTa KypCOBBIX PabOT (B dYachl, MPeILyCMOTPEHHBIE
y4eOHBIM IIJIAHOM ); TPOXOXKICHHE U 0(hOpMIICHNE Pe3yJIbTaTOB MPAKTUK (PyKOBOJACTBO M OLIEHKA
ypOBHs ¢c(HOPMHUPOBAHHOCTH NPO(HECCUOHATHFHBIX YMEHUN U HABBIKOB); BBIIOJIHEHUE BHITYCKHON
KBAJTM(HKAIIMOHHONH pPabOThl  (PYKOBOJCTBO, KOHCYJBTUPOBAHME W 3allUTa BBITYCKHBIX
KB (UKAIIMOHHBIX padoT) U Jp.

BaeaymutopHass camoctosiTenbHas paboTa BBIMOJNHSAETCS CTYIACHTOM IO 33JaHHIO
npenojaBarensi, HO ©0e3 ero HemocpelICTBEHHOro ydactus. OcHOBHBIMH — (popmamu
CaMOCTOSITENIbHOW PabOTHI CTYJEHTOB 0€3 y4acTHsl MPEeroaaBaTeieii sBI0TCsA: (OpMUPOBAHHE
U YCBOGHHE COJEpX aHHs KOHCIEKTa JeKIUH Ha 0a3e pEeKOMEHJIO0BAaHHOW JIGKTOPOM Y4eOHOI
JUTEpaTyphl, BKIItoYask HHPOpPMAIMOHHBIE 00pa30BaTEIIbHBIC PECYPCHI (AIEKTPOHHBIC YUCOHUKH,
JJIEKTPOHHBbIE OMOIMOTEKU M 1p.); HamucaHue pedeparos, 3cce; MOArOTOBKA K MPAKTUYECKUM
3aHATUAM (MTOATOTOBKA COOOIICHUM, JOKIJIAIOB, 3aJaHUN); COCTABJICHHE AHHOTHUPOBAHHOTO
CIHMCKa CTaTell W3 COOTBETCTBYIOLIMX JKYypHAJIOB IO OTPacisiM 3HAHWM (Megaroruuyeckux,
NICUXOJIOTMYECKUX, METOJWYECKUX U JIp.); YIIYOJIGHHBI aHaiu3 Hay4YHO-METOJUYECKON
auTepatypsl (MOArOTOBKA pEleH3UH, aHHOTAllMH Ha CTaThlo, MOCOOME M [p.); BBIOJHEHHE
3a7aHuil o cOopy Marepualia BO BpeMs IMPAKTUKH; OBJAJCHHUE CTYJEHTaAaMH KOHKPETHBIX
y4eOHBIX MOAYJIEH, BHIHECEHHBIX Ha CaMOCTOSATENIbHOE U3yUYeHHe; MoJ00p MaTepuaa, KOTOpbIi
MOJKET OBITh MCHOIb30BaH JJIs HanucaHus pedepaToB, KypCOBBIX U KBATU(DUKAIIMOHHBIX padoT;
MOArOTOBKA IPE3EHTAlMi; COCTABJIEHUE IJIOCCapus, KpOCCBOpAAa IO KOHKPETHOH TEME;
MOJrOTOBKA K 3aHATHUSAM, IPOBOJAMMBIM C UCIOJIB30BAaHUEM aKTUBHBIX OpM 00yueHus (Kpyribie
CTOJIBI, IUCIYTHI, ICJIOBBIC UTPBI); AHAJIU3 JIETOBBIX CUTYyali (MUHU-KecoB). ['paHUIIBI MEX Ty
TUMH BUJIaMU paOOT OTHOCUTEINIbHBI, a CAMU BUIbI CAMOCTOSTEIbHON paboThl IEPECEKAIOTCS.

MeTtoauyeckue yKa3aHus 10 NOATOTOBKE K CECMUHAPCKUM 3aHATHAM

CeMuHapckue 3aHATUS SIBJISIOTCS OJHUM U3 OCHOBHBIX 3BEHBEB IMpOIECCa H3YUCHUS
JUCcIUIUIMHEL. Llenb 3aHsATHH 3aKiII04aeTcss B YSACHEHUM M YCBOCHHMM CTYJEHTaMHM Ba)KHEHIIMX
MIPABOBBIX KAaTeroOpud M TOHATUH, BBHIPAOOTAHHBIX IOPUCHPYACHIMEH U  HMEIONINX
IPUHLMIIAAIBHOE METOJOJIOTMUECKOE M IPAKTHYECKOE 3HA4YEHHE JJIs BCEro KOMILIEKCa
MIPABOBBIX HayK.

B xoze ceMuHapoB CTYAEHT 3aKperIsieT U yriIyosseT 3HaHUs, TOTy4YeHHbIE Ha JICKIUAX U
B XOJ/IE CAMOCTOSITEJIbHOM MOATOTOBKH, MPUOOPETAET HABbIKM HAYYHOI'O MBILUIEHUS, 00pabOTKU
o0mell u crneuuanbHOW HWHGpOpPMAIMU O TpaBe, YMEHHE TIOCIEJOBATENbHO, 4YETKO U
apryMEeHTHPOBAHO U3JIaraTh CBOM MBICIIU, OTCTAaUBAaTh COOCTBEHHBIE TTO3UIIUH.

[TnaHbl ceMUHApCKUX 3aHATHI, UX TEMAaTHKA, pEKOMEHAYyeEMas JTUTepaTypa, Lelb U 3a1a4u
€€ M3yYeHHs COOOIIAIOTCS MpEenojaBareleM Ha BBOJIHBIX 3aHITUSIX WIM B METOAMYECKHX
YKa3aHMSX 10 JaHHOM AMCLHUIIIMHE.

[Ipexxne yeM MNPUCTYNUTh K H3YUYEHHIO TEeMbl, HEOOXOJUMO MPOCMOTPETH OCHOBHbBIE
BOIIPOCHI IUIaHA CceMHMHapa. HauumHas NOArOTOBKY K CEMHHApPCKOMY 3aHATHUIO, CTyAECHTaM
HE00X0IMMO, MIPEKIE BCETr0, MOCMOTPETh KOHCIEKTHI JIEKIIMNA, pa3/iebl yUeOHUKOB M Y4eOHBIX
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nocoOui, 4ToObl MOJYYUTh OOLIEEe MPEACTaBIEHUE O MECT€ W 3HAYEHHUU TEMBbl B M3y4aeMOM
Kypce. 3aTeM clenyeT mopaboTaTh C JOMOJHUTEIbHONW JIUTEpaTypod, CIENIaTh KOHCIEKTHI
CEMHUHAPCKUX 3aHATUN 110 PEKOMEHIOBaHHBIM HCTOYHUKAM.

KOHCIIEKTBI ~ CEMHMHApCKUX  3aHATHA  MMEKT  IEPBOCTEIICHHOE  3HAYEHUE  JUIA
CaMOCTOSTeNIbHOW paboThl CTyAeHTOB. OHM NTOMOTalOT MOHATh MOCTPOCHUE U3y4aeMOM KHHUIH,
BBIZICIINTh OCHOBHBIC IIOJIOKEHHUs, IPOCIEAUTh HMX JIOTUKY M TE€M CaMbIM IPOHUKHYTH B
TBOPYECKYIO JIAOOPATOPHUIO aBTOPA.

Benenne KoHCHeKkTa CIOCOOCTBYET NPEBPALICHHIO YTEHUS B AaKTHUBHBIA IPOILECC,
MOOWIN3YET, Hapsly CO 3pUTEIbHOH, U MOTOPHYIO NamsaTh. CieayeT NOMHUTb: y CTYJEHTa,
CHCTEMaTHUYECKH BEIYIIEro KOHCIEKTHI, CO3/1aeTCsl CBOM MHIMBUAYAIbHBIA (DOHI MOJCOOHBIX
MaTepHagoB A OBICTPOrO MHOBTOPEHHS IPOYUTAHHOIO, A MOOMIM3ALMU HAKOIUICHHBIX
3HAHWM.

[Ipy KOHCHEKTHMPOBAHMM MOXKHO HCIIOJIB30BaTh CleAyole (GOpMbl 3alMCH: ILUIaH
(mpocToil ¥ pa3BEpHYTHI), BBIMUCKH, TE3HCHI.

IIpy BBeaeHMM KOHCIIEKTa Ba)KHO pa3BUBaTh YMEHHE COINOCTAaBJIATh HCTOYHMKH,
IPOIYMBIBAaTh H3y4YaeMbIii MaTepHall, @ TAK)KE COCTABIIATH KOHCIIEKT C YYETOM CBOETO OyIyIiero
YCTHOI'O BBICTYIUJICHHMS.

Ha cemunape kaxIplii €ro y4aCTHHK JOJDKEH OBITh TOTOBBIM K BBICTYIJICHHIO IO BCEM
IIOCTABJIEHHBIM B IUIAHE BOIIPOCaM, MPOSBISATH MAaKCHUMaJIbHYH) aKTHBHOCTb IIpU HX
paccMoTpeHuH. BricTymieHne 10KHO CTPOUTHCS CBOOOJHO, YOSTUTENIBHO U apIryMEHTHPOBAHO.
[IpenonaBatens cieauT, YTOOBI BBICTYIUIGHHE HE CBOJWJIOCH K PEHPOAYKTUBHOMY YPOBHIO
(mpocToMy BOCHPOM3BEJIEHUIO TEKCTAa), HE JOIYCKACTCSI U IMPOCTOE UYTEHHE KOHCIIEKTa, TEM
6onee yueOHuka. HeoO6xonnumo, 4ToObI BBICTYNAIOLIMNA MPOSBISUT COOCTBEHHOE OTHOLICHUE K
TOMY, O Y€M OH TFOBOPUT, BBICKA3bIBAJl CBOE JINYHOE MHEHUE, IOHUMaHUE, 00OCHOBBIBAI €r0 U
MOT' cieslaTh MpaBUJIbHBIE BBIBOJBI M3 CKa3aHHOro. IIpum 3TOM CTyZEeHT MOXeT oOpaiiarbes K
3aIUCSAM KOHCIIEKTa M JICKIIMM, HEIOCPEICTBEHHO K IEPBOMCTOYHHMKAM, MCIIOJIb30BaTh 3HAHUE
y4eOHOI U JONOTHUTENBHOM IUTepaTyphl, akThl U HAOIIOACHUS COBPEMEHHOM KU3HU U T. 1.

Bokpyr Takoro BBICTYIUIEHHMS MOTYT pa3roperbCsl CHOPBI, JAMCKYCCHUHM, K YYacTHIO B
KOTOPBIX JOJKEH CTpeMUThCs Kaxkaplil. [IpernonaBatens, B cBOO odyepeib, OyAeT BHUMATEIbHO U
KPUTHYECKH CITyIIATh, IOJIMEYaTh OCOOEHHOE B CYKJIEHUSIX CTY/ACHTOB, YJIaBIMBaTh HEJOCTATKU
U OIMOKH, KOPPEKTUPOBAaTh MX 3HAHUS, U, B Cllyyae HEOOXOAMMOCTH pa3pelllTh CIOPHYIO
CUTYaLHIO.

Cemunap siBisieTcst BaxkHeimeil popmoil ycBoeHus 3HaHUH.

Brnanenue mNOHATUHHBIM anmapaToM — HEOOXOJIMMOE YCJIOBHME YCBOEHHs mIpeamera. B
YCBOEHMM HX BecbMa 3((EKTUBHO TPOBEIEHUE NHCbMEHHBIX M YCTHBIX MOHATHUIHBIX
KOHTPOJIbHBIX PabOT, TEPMHUHOJIOIMYECKUX IUKTAHTOB, TecTOB. Kpome Toro, mcmosb3yroTcs
pa3iIMyYHBIE BUBI YCTHOTO OIIPOCA: DKCIIPECC-0IIPOC, OIIPOC-UHBEPCHUS.

JKcnpecc-onpoc — 3TO NPEUIOKEHUE PACKPBITh Ha3BaHHbIE MOHATUS. Onpoc-uneepcus, B
OTJIMYME OT 3aJaHMs IOSCHUTH 3HAYEHUE TEPMHUHA, NPEUIOKEHUE IIOCTaBUTh BOIPOCHI. Takou
IIPUEM CIIOCOOCTBYET HE MPOCTO «y3HABAHMIO» TEPMUHA, HO M BBOJUT €r0 B aKTUBHBIN CIIOBaph
CTYyJICHTA.

CeMuHapckue 3aHATHS 110 MPEAJIOKEHUIO IPENoAaBaTesss MOT'yT ObITh TPOBEJIEHBI B BUJIE
CBOOOJHON JMCKYCCHM MO CYIIECTBY OOCYXIaeMoil TeMbl, B (hopMe BBICTYIUIEHUH C 3apaHee
MOJTOTOBJICHHBIMU JOKIAJaMU (3CCE) MO PEKOMEHyEeMbIM BOIPOCAM M HX MOCIEAYIOLIETO
oOcyxeHusi. B xo/ie 3aHATHI CTYI€HTHI MOTYT BBIIIOJIHATH MHUCbMEHHBIE 33JJaHUS 110 BOIPOCAM
TE€MBI, OTBEYAaTh HAa KOHTPOJIBHBIE TECThL. TaKKe IPAKTUKYETCS NPOBEIECHHE CEMHUHAPCKHUX
3aHATUI B KOMIIBIOTEPHOM KJlacce B MHTEPAaKTUBHOM (hopMe (0OyuaroIiye urpbl, TECTUPOBAHUE).

IToaroToBKa K CEMHMHApCKUM 3aHATUSAM IPOXOAAT B HECKOJIBKO JTAloOB: BO-TIEPBBIX,
HE00X0IMMO BHUMATENIbHO M3YYUTh BOMPOCHI M JUTEPATypy, PEKOMEHIOBAHHYIO Ul aHAIIN3a;
BO-BTOPBIX, CJIEAyeT IPOU3BECTH TIOUCK JOMOJHUTEIbHOW HMHQOPMAIMM W3 HU3BECTHBIX
UCTOYHUKOB (3TO MOTYT OBITH 3JIEKTPOHHBIE PECYpCHI; AOMAIIHUE M BY30BCKHE OMOIMOTEKH;
KaOMHeT Kogudukanmuu U T.0.). B TpeTbuX, CTYIEHT MOXET TOTOBUTbCS K CEMHUHAapy Kak
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CaMOCTOSITENIbHO, TaK M TpPH  Y4yaCTHMM  TMpenojaBaTesii, Yy  KOTOPOIO  MOXHO
MIPOKOHCYJITUPOBATHCSA MO BOMPOCAM CEMHUHAPCKOTO 3aHATHS. B-ueTBEepThIX, MOJArOTOBKA K
CEMHUHApy MOXET ObITh KaK MHAWBHUIYyalIbHOM, TaK U KOJUIEKTUBHOW (COBMECTHOE OOCYKIECHUE
BOIIPOCOB CEMHHAapa, PEIICHHE Ka3yCoB, 3ajiay). B-IAThIX, MOATOTOBKY K CEMHHApy MOXHO
MPOBOAUTH (KENaTeNIbHO) B MHUCbMEHHOM BHJIE, COCTABJISAS KOHCIEKT JIMTEPATYPhI 110 TEME WU
KOHCIIEKT OTBETa Ha BOMPOCHI CEMHHApA. B-IIECThIX, MPU MOATOTOBKE K CEMHHAPY HEOOXOAMMO
MPOBOAMTDH PENETHUIINH, €CIH 3TO CBA3aHa C JIEJIOBBIMU UTPAMU, POJIEBBIMU UTpaMu. B-cenbMbIX,
IIPH MMOATOTOBKE K MPAKTUYECKOMY 3aHATHIO CTYACHTY HEOOXOAUMO 0c000€ BHUMAHUE 00paTUTh
Ha COCTOSTHUE 3aKOHOAATEIhCTBA, KOTOPOE OYEHb JMHAMUYHO M MOXKET U3MEHUTHCS HaKaHyHE
3aHATHS. B-BOCBMBIX, CTYJIEHT JOJDKCH OOpaTHTh BHHMAaHUE Ha CTENCHb HAyYHOU
pa3pabOTaHHOCTH TEMbl B CMEXHBIX NUCUUIUIMHAX: (pustocoduu, MOIUTOIOTUHU, COLIMOJIOTHH,
HCTOPUH, KYJIBTYPOJIOTH U APYTHUX.
MeTtoauyeckue yKazaHus 10 NOATOTOBKeE K MPAKTHYECKUM 3aHATUIM

Omnoit w3 BaxkHBIX (OPM CaMOCTOATEIBHOM pabOTHl SBISIETCS TOATOTOBKA K
MPAKTUYECKOMY 3aHSITHIO.

[Ipy mOATrOTOBKE K MPAKTUYECKUM 3aHATUSM CTYIEHT JOJDKEH MPHUIACPKUBATHCS
CIIEYIOIIEeH TEXHOIOTHH:

1. BHUMATEIBHO HM3YYHTh OCHOBHBIE BOMPOCHI TE€Mbl M IUIAH MPAKTHYECKOTO 3aHSITHS,
OTpPEACIIUTh MECTO TEMBI 3aHATHS B O0IIEM COACPKAHHH, €€ CBSI3b C APYTUMHU TEMaMH;

2. HaWTU ¥ TPOopadboTaTh COOTBETCTBYIOIINE Pa3/eibl B PEKOMEHIOBAaHHBIX HOPMATUBHBIX
JOKYMEHTaX, y4eOHUKaX U JOTOJIHUTEIbHON JIUTEPATypE;

3. mocie O3HAaKOMJICHHSI C TEOPETHYECKMM MaTepuajoM OTBETUTh Ha BOIPOCH IS
CaMOIIPOBEPKH;

4. mpoayMaTh CBOE NOHHUMAHHE CIIOKHBIICHCS CHUTyallMM B HM3ydaeMmMou cdepe, mMyTH U
CIoco0bl petieH s MPoOIEMHBIX BOIIPOCOB;

5. mpoayMarhb pa3BEepHYThIE OTBETHI Ha MPEAJIOKEHHBIC BOIMPOCHI TEMbI, ONMUPAsICh Ha
JICKIIMOHHBIE MAaTEPUAIIbl, PACIIUPSS U JOMONHAS UX JaHHBIMU U3 YYEOHUKOB, TOTOTHUTEIHLHON
JTUTEPATYPHI.

MeToan4yeckue yKa3aHHus M0 NOATOTOBKE KOMIILIOTEPHOM NMpe3eHTAlUT

[Ipesentamus (OT aHri. «presemtation» — TMpENCTaBI€HHE) — 3TO HAOOp KapTHUHOK-
CIaliIOB Ha OMpENeJICHHYI0 TeMy, KOTOpble XpaHATCsA B (aiine crnenuanbHoro dopmarta. Ha
KOKJIOM Claifjie MOXHO CoJepkaTh MPOU3BOJIBHYI0 TEKCTOBYIO, TpapUUYECKyl0 WU
BUJICOUH(OPMAIINIO, aHUMAIMIO, 3BYK M3 TOJATOTOBIEHHOTO ayauodaiima, a Tak ke |
3amucaHHbli ¢ MukpodoHa. IIpeseHTanuu nerko co3gaBaTh C TMOMOIINBIO TporpamMmbl MS
PowerPoint.

[IpesenTanuu npeagHa3HAUYCHBI /IS

* 0TOOpa)XKeHHsI HATJISTHOCTH y4eOHOT0/IEeKIIMOHHOTO MaTepuarna,

* yOpaBJICHHUS Y4eOHO-TI03HABATEIHLHOM JIEATEIbHOCTHIO ayAUTOPUH,

* KOHTpOJISI U MPOBEPKU YCBOCHUS MIOJIAHHOT'O MaTepuaia,

* 0000IIEHN U CUCTEMATH3AIMN 3HAHHUA,

* pEeKJIaMbl TOBApOB, yCIIYT,

* co3nganus poToaTbO0MOB U T.JI.

[Ipe3eHTanuu MOKHO IEMOHCTPUPOBATH MO-PA3HOMY:

* Ha KOMITBIOTEPE,

* Ha ’KpaHe C NOMOIIbIO MYJIbTUMEIUUHOTO TPOEKTOPA,

* Ha TesedKpaHe O60ibIIoro Gpopmara.

Co3naHHble TPE3eHTALUNA MOTYT CO/IEPKaTh:

* TEKCT,

* H300paxeHus,

* JUarpaMmebl,

* PHUCYHKH,

* KOMIIBIOTEPHYIO aHUMAIUIO TPOLIECCOB U SIBJICHUH,
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* 3BYKOBOE COIIPOBOXKJICHUE,

* aBTOQUTYDHI,

* JMarpaMMbl

* TUIEPCCHUIKH;

* BUJCOPOJIHKHU.

IIpaBuna co3gaHuss MyJIbTUMEAUMHBIX IIPE3ECHTALUN

OCHOBHOE IIPaBUJIO TTPE3CHTAIUN:

[Ipocrora, TakOHUYHOCTH (MUHUMAIIM3M B TI0J[a4e BU3yaiabHOU nH(popmanuun). Kpatkoe
U3JI0KEHNEe MaTepuaia, MaKkCUMasbHasi UH(POPMATUBHOCTb TEKCTA.

Crnenyrolue npaBuia Npe3eHTaui:

* UurabenbHOCTh (BUAUMOCTD U3 CaMbIX JAIbHUX YIOJKOB IIOMEIIEHUS U C Pa3InYHbIX
YCTPOMCTB);

* OTtCcyTcTBHE HAKOIUIEHUS, YETKHI MTOPAJIOK BO BCEM.

* TmarenbHO CTPYKTypHUpPOBAaHHAsA HH(OPMALIHS.

* Hajnuue KOpOTKUX M JIAKOHUYHBIX 3aroJIOBKOB, MAPKMPOBAaHHBIX U HYMEPOBaHHBIX
CIIMCKOB.

* Baxnyro nHpopmanuoo (HampuMep, BbIBOJIbI, ONPEAEICHUs, NMpaBWia U T.J.) HYXHO
1oJaBaTh OOJBIINM U BBIJICJIEHHBIM IIPH(TOM B pa3MenaTh B JIEBOM BEpXHEM YTITy ClIanja.

* BropocTenennyo nHpopMaluo KeaaTeabHO pa3MellaTh BHU3Y ciaiiaa.

»  KaxaoMy mosioskeHuro (Maee) HaJo OTBECTH OTIEIbHBIN a03ail.

* ['naBHy!0 MJIEI0 HAJI0 BBUIOKUTH B IIEPBOM CTpoKe ab3ana.

* Hcnonp3oBaTh TabmMuHbBIe (OPMBI TpencTaBieHUs HHpOpManuu (Auarpamel,
CXEMbl) AN WIIIOCTPAlMM BaKHEWIIMX (PaKTOB, YTO AACT BO3MOXHOCTb IOAATh MaTepHall
KOMIIAKTHO U HarJIAHO.

* I'paduka gomKHa OpraHUYHO JOMOIHATH TEKCT.

* OOpbscHEHHE HAJ0 pa3MeIlaTh KaK MOXHO OJNMKe K WIUIIOCTpalUil, ¢ KOTOPBIMH OHU
JIOJIKHBI TIOSIBJIATHCS HA DKPAHE OJTHOBPEMEHHO.

* MHCTpyKuMHM K BBIIOJIHEHHMIO 3aJad HEOOXOAMMO  THIATEIBbHO MPOAYyMaTh
OTHOCHUTEJIBHO MX YE€TKOCTH, JAKOHUYHOCTH, OJTHO3HAYHOCTH.

* Hcnonp3oBaTh AMOLMOHANBHBIN (OH (XyH0KECTBEHHAs MpO3a 3allOMUHAETCS JIydlle,
4yeM ClelUalbHbIe TEKCThI, @ CTUXU — JIy4Ille, YeM I1P03a).

* Bclo TekcToByr0 HH(GOpMaIlMI0 HYXHO TIIATEIbHO IPOBEPUTh HA OTCYTCTBUE
opdorpaduyeckux, rpaMMaTHYECKUX U CTHIINCTHYECKUX OLIHOOK.

* IIpou3BoauTENBLHOCTH MOABAEMOI0 MaTepuasa yBEIUUYUBAETCS, €CIIM OJTHOBPEMEHHO
3aJ1eiICTBOBaHbl 3PUTENbHBIM W CIyXOBOW KaHalbl BOCIPHUATHA HHpOpMauuu (3apyOexHble
MCTOYHUKHU 3TO Ha3bIBAIOT MPHUHLMIIOM MojainbHOCTH). [To3ToMy pekomeHayeTcst Tam, IZie 3TO
BO3MOYHO, MCIIOJIb30BaTh I TEKCTA U rpapuyeckux n300paxeHUi 3ByKOBOE COIPOBOXKICHHE.

duznonornyeckue 0COOEHHOCTH BOCHIPUSITUS LIBETOB U (GOpM

* Crumynupytouye (Terjble) 1BeTa CHOCOOCTBYIOT BO30YXKIEHHIO M JIEHCTBYIOT Kak
pa3apaxuTenu (B mopsiike yObIBaHMSI MHTEHCHBHOCTH BO3ICHCTBHSI: KpacHbBIN, OpaH)KEBBIH,
JKETTHIN).

« Jlesunterpupytonye (XOJIOAHbIE) 1BETa YCIIOKAaWBalOT, BBI3BIBAIOT COHJIMBOE
coCTOsTHUE (B TOM >Ke TopsiaKe: (MOJIETOBBINA, CHHUIA, TOTYOO!, CHHE-3€JICHBIH, 3eTICHBIN).

» e« HeliTpasibHbI€ IBETA: CBETJIO-PO30BBIN, KENTO-3E€JI€HbIN, KOPUYHEBBIN.

* Coueranue AByX IIBETOB — I[BeTa 3HaKa M IBeTa (JOHAa — CYIIECTBEHHO BJIMSET Ha
3pUTENBHBIN KOM(OPT, IpUYEM HEKOTOpbIE Maphl I[BETOB HE TOJBKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HampuMep: 3eJIeHble CUMBOJIBI Ha KpacHOM (hoHe).

* Jlyumee coderanue 1BeTOB mipudTa W (PoHa: Oenblii HA TEMHO-CHHEM, YEPHBIA Ha
0eJIoM, JKENTHI Ha CHHEM, OPAH)KEBbIM HA UEPHOM.

» IIBeroBas cxema qoJDKHA OBITH OJIMHAKOBOM JIJIST BCEX CIIAMJIOB.

+ JlioOolf pucyHOK (poHA MOBBIIIAET YTOMIIIEMOCTH IJIa3 U CHUXKAET 3(PPEKTHBHOCTD
BOCIIPHUATHS UHPOPMALIUH.
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* Yerkue, ipKHe PUCYHKH, KOTOPbIE MEHSIOTCS, JIETKO «OXBaThIBAIOT» MOACO3HAHUE, U
OHM JIyYlll€ 3alIOMUHAIOTCS.

* Jlro0oit BTOPOCTENECHHBIH OOBEKT, YTO JIBIKETCS (QaHUMHUPOBAHHBIN), CHHXKACT
KauyeCTBO BOCIPUATHS MaTepHala, OTBIEKAeT BHUMAHNUE, HAPYIIAET €€ TUHAMUKY .

» Jloka3 cnaiiioB ¢ (OHOBBIM COIPOBOXKIECHUEM HEXKEIATEIbHbIX 3BYKOB (I€CEH,
MEJIO/INi) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTb, CIOCOOCTBYET pACCEMBAHUIO BHUMAHUA U
CHMIKAET IIPOU3BOANUTEIIEHOCTh O0YUYEHHUS.

* Ilomuure! YenoBek MOXXET OJHOBPEMEHHO 3allOMHHATh HE Oosiee Tpex (HakToB,
BBIBOZIOB, OIIPE/IETICHUH.

*  Kaxaplil cnaiiJ JOJKEH OTPaXaThb OJIHY MBICIIb.

* Tekcr nosmkeH cOCTOSTh U3 KOPOTKHUX CJIOB U IPOCTBIX MPEAIOKCHHH.

* Crpoka JI0JKHA cofepKaTh 6-8 CIoB.

* Bcero Ha cmaiine 10mKHO OBITE 6-8 CTPOK.

* OO1Iee KOJIMYECTBO CJIOB HE JIOJDKHO MpeBbImath S0.

+ ['marossl 10JKHBI OBITH B OJJHON BPEMEHHOH (GopMme.

e 3arojiloOBKM JOJDKHBI IPUBJIEKAaTh BHUMAHUE ayAUTOpUM U 0000LIaTh OCHOBHbBIE
HOJIOKEHHUS Cllaia.

* B 3aroyioBKax JOKHBI OBITH U OOJBIINE, U MaJIble OyKBBI.

* Cnaiiapl 10KHBI OBITH HE CIUIIKOM SIPKUMHU — JIMIIHUE YKPAICHUs JIUIIb CO3JAl0T
Oapnep Ha myTH YPPEKTHBHOH nepenadn HHPOpMaIum.

» KomunuecTtBo 6;10k0B MH(OPMAIMK BO BpeMs OTOOpPaXKEHUsI CTATUCTUYECKUX JIAaHHBIX
Ha OJTHOM cJIaii/ie JOKHO ObITh HE 00Jiee YeThIpeX.

+ Tloanucu K WUTIOCTPALIMU pa3MEIaloTCs MO Hell, a He Ha/l Heil.

* Bce cnaiifpl npe3eHTalu JOJKHBI ObITh BbIJIEPKAaHbI B OTHOM CTHUJIE.

OOu11e mpaBuia UCHOIb30BAHUS IPU(PTOB

1.Kaxnprii mpudT (rapaurypal 1] + Hanmucanne) MeeT OJIHy CMBICIIOBYIO HAarpys3Ky.

Jl1s yCTOMYMBOM rapHUTYPBI TPAIULIUOHHBIMY, 110 MeHbLIEN Mepe, ¢ XIX B. eCTh Takue:

* TOJYKUPHBIN MIPUQT HA3BaHUS CTPYKTYP JOKYMEHTA,

* KypCHB — JIOTUYECKOE yJapeHue, B YaCTHOCTHU, Ha (OPMYJIMPOBAHUU OCHOBHBIX
MOJI0KEHU M, ONIPEACIICHUH U T. 1.,

*  «IPSMOil» OOBIYHBIHN - OCHOBHOI MacCHB MH(OpPMAIIIH.

2. TekcTbl mpe3eHTalUil, KOTOpPbIE HCIONb3YIOT B IICHUXOJOTUYECKH HAaNpsKEeHHOU
HECTAaHJApPTHOM CHUTyallud, HaAO0 T[OJaThb TapHUTYpPOH C YNPOLIEHHBIM aJrOpPUTMOM
pacrio3HaBaHusi, Hampumep, mmpudrom Arial. Ito 1enecoobpasHo BO Bpemsi pabOTHI ¢
UHCTPYKLMSAMHU MPaBUI O€30M1aCHOCTH, HOPMATUBHBIMU AaKTaMH, COTJIAIIEHUSIMH C IPaBOBBIMHU
WM UMYIIECTBEHHBIMU MTOCIIEACTBUSAMU, YCIOBUSMHU OJMMITMATAHBIX 3a/1aHUuM U T.I1.

3. U30eraiite ucnosnb3oBaHus Ooyiee TpeX Ppa3IMUHBIX IMIPUPTOB HA OJHOM ciaife.
WNnaue uwuraTenb NPEXKACBPEMEHHO YCTAHET, IIOCTOSHHO TBITAsACh BBIOPATH AITOPUTM
pacrio3HaBaHus mpudTa. MckitoueHne cocTaBiseT MHCTPYKIHS 110 UCIIOIB30BaHUIO HIPUQTOB.

Co3zoanue npesenmayuu Ha 3a0AHHYI0 MeMy NPOXOOUM yepe3 ciedyloujue Smanbi.

1) co3nanue creHapus; 2) pa3paboTKa MPE3eHTAUN C UCIOIb30BAaHUEM MPOTPAMMHBIX
CpPEJICTB.

3areM Hy)XHO BBIOpaTb MporpamMmy pa3paboTku mnpeseHTauuu. Kaxpas wu3
CYLIECTBYIOIIUX  MporpamMM  Takoro  kimacca  oOjajaeT  CBOMMH  COOCTBEHHBIMHU
UH/IMBUYalbHBIMA BO3MOXKHOCTSIMH. TeM He MeHee, MeXly HUMH ecTh MHoro o0rero. Kaxnas
Takas MMporpaMMa BKJIIOYAeT B ce0si BCTPOEHHBIE CPEJICTBA CO3/IaHUs aHUMAIIMH, TOOABICHUS U
pelaKTUPOBaHMS 3BYKa, UMIOPTUPOBAHUS M300paKeHUH, BUIE0, a TAKXKE CO3JAaHUS PUCYHKOB.
[Tporpamma PowerPoint, Bxozsmas B nporpammubiii maker MicrosoftOffice, nmpennasHauena
Ui co3naHus npe3eHtanuii. C ee MoMoIIbI0 MOJIb30BATENb MOXKET OBICTPO O(OPMUTH AOKIAI B
€MHOM CTHUJIE, TAKUM 00pa30M, 3HAUUTEIHHO MOBBICUB CTENEHb BOCHIPUSITUS ITPEIOCTABIISAEMOM
uHpopmanuu ayauropueil. [Ipesentanus nim «cnaia-¢pumibm», noarorosieHHas B PowerPoint,
IpeACTaBIsieT COOOH IOCIENOBAaTEIBHOCTh CIIAHI0B, KOTOpbIE MOTYT COAEp)KaTh IUIaH H
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OCHOBHBIC IIOJIOKCHMs BBICTYIUIEHUS, BCE€ HEOOXOAMMBbIE TaONUIbl, IUArpaMMbl, CXEMBI,
PHUCYHKH, BXOJALIME B JEMOHCTpAIMOHHBIN Marepuai. [Ipy HEOOXOIMMOCTH B NPE3EHTALUIO
MOYKHO BCTaBUTb BUAECO3(P(PEKTHI U 3BYK.

Tabnuua - OCHOBHBIEC IPUEMBI CO3JaHMSI U 0(hOpMIIEHNUS IPE3EHTAIINN

ITocraBnennaga 3agaua

TpeOyemble nercTBuUs

Co3naTh HOBYIO
npe3eHTanuio 0e3
IIOMOILIM MacTepa u
NpUMEHEHHS 1a0JI0HA

3anycture PowerPoint.
B oxne nuanora PowerPoint B rpymnme mosneii Beioopa Co3nanue
npe3enTanuussioepureHoBast npe3enTanus.

BriOpats pazmeTky
cllanma

B okne nuanoraCo3aarth ciaiig BEIOEpUTE MBIIIBIO TPeOyeMbIit
BAapUAHT Pa3METKHU.

[Tocne BeiOopa HoBasi mpe3enTanmsi okHO auaiora Pazmerka
cjaaiija rmosBisgeTcsa aBTomatuueck. Ecion Bel XoTUTE CMEHHTH
Pa3METKy UMEIOLIErocs cilaiiia, TO BHIIIOJIHUTE KOMAaHly
®opmat/Pa3merka cnaiia niaM BOCIOJIb3YHTECh TUKTOTPAMMOH,

o PazreTrka
PasSMCIICHHOU B ITaHCJIN (DOpMaTI/IPOBaHI/Ie .

[Ipumenuts 1madbaoH
nu3aiHa

B mento ®@opmar Beibepute koManay OdgopmiieHue ciaaiaa uim
BOCHOJIB3YHTECHh MUKTOIPAMMOM, pa3MEIIeHHOH B TaHEeT!

F.oHCcTpyKTO
tl)opMaTﬂpOBam/IeIz SETRTR,

BcraBuTh HOBEIN Cl1aiin

OTkpoiiTe TOT ciaiij, nocie KOToporo Bl XoTuTE BCTaBUTH HOBBIH,
u BbINONIHUTE KoMaH1y BeraBka/Co3aats ciaaiia (Ctrl + M) wiu
BOCIIOJIB3YHTECH TUKTOIPAMMOM, Pa3MEILIEHHOHN B ITAHEIN

") Cozgare cnal
DopmaTupoBaHne FD _

[IepemecTuthbes Mex Ty
clafigaMu

Bocnonb3yiiTech 6€ryHKOM WM KHOTIKAMU BEPTUKAIIBHON TTOJIOCHI
MIPOKPYTKU WM Kinasumamu PageDown, PageUp.

[Tepemerniast 6eTyHOK MOXHO 10 BCIUTBIBAIOIIEH TTOICKA3KE
OIPEJEIUTh, HA KAKOM CIIaie OCTAHOBUTHCS.

AKTHUBH3UPOBATH
naHenb PucoBanue

Brimonnute xomanay Bua /Ilanean uncrpymentoB/PucoBanne

BBectu TekcT B
MPOU3BOJIBHOE MECTO
ciaiga

Bribepure Ha nanenu PucoBanme nactpyment Hagnucsucn
Y YCTAaHOBUTE TEKCTOBBIN KypCOp B HY’)KHOE MECTO UJIU MEHIO
Bceraska/Hannucs.

OTpenakTupoBaTh
UMEIOIIUNCST TEKCT

[IenKkHUTE 1O TEKCTY, YCTAHOBUTE TEKCTOBBIN KYypCOp B HY>KHOE
MECTO M BHECUTE MCIIPABJICHUSI UITH J100aBJICHUSI.

VY ajauTe TEKCT BMECTE
C pPaMKOM

[I{enkHUTE 1O TEKCTY, 3aT€M LIEIKHUTE HEITOCPEICTBEHHO 110 PAMKE
u HaxMuTe Kiasuiry Delete.

W3menuts mpudt wim
pasmep mpudra

Bocnonbsyiitecs komannoit @opmat/IlpudT nim
PaCKpBIBAIOIIUMCS CIUCKOM HIPU(TOB/pa3MepOB MaHeIn
|Times Meww Foman |v| 18 -

WHCTPYMEHTOB

smenuts nBet
mpudra

Boinonnute komany @opmat/IpudgT nim Beidepute KHOMKY

IIBeT TekcTa nanenu @opmatupoBanue (PucoBanue).

BriOpatb cTuib
odopmiienus mpudra

Bocnonb3yiitecs komanoii @opmat/IIpudr nimu kHONKamMu

HE Y =

MTaHEJIM UHCTPYMEHTOB ® ! IOJIy>KMPHBIH, KYPCHB,

MIOIYEPKHYTHIN, TEHD.

BripoBHTH HaOpaHHBIH
TEKCT OTHOCUTEIIBHO
pamMKu

Bocnonb3yiitecs komannoit @opmat/BeipaBauBanue/Ilo neBomy
kpaio (Ctrl + L); ITo uentpy (Ctrl + E); ITo mpaBomy kpaio (Ctrl
+ R); Ilo mmpuHe Wiy KHONKaMU TTaHEI HHCTPYMEHTOB
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dopmaTHpoBaHue.

Bri6pats 1Bet u tum
JIMHUU JUTSl PAMKH,
mo100paTh 3aJIUBKY

Boigenure paMky (WM yCTaHOBUTE KYpPCOpP B TEKCT, BBEJICHHBIH B

%%

paMKy) U BBIIOJIHUTE KoMaHy Dopmat/ ... B nosBuBmemcs
JIMaJI0OTOBOM OKHE YCTaHOBHUTE LIBET 3aJIMBKH, TUII IMHUU U €€ LIBET.
Taxke MOKHO BOCIIOJIB30BaThCS KHONKaMU NaHenu Pucosanme:

& - o2 - =

— 3aJIMBKa; ™= — [BET JIMHUU, ~— — THII JIAHUU.

AKTUBH3UPOBATH
MaHeslb ABTO(UTYPbI

BOCIIOJIb3YHTECH KHOIKOM NaHenu PucoBanme

Bribepure xomanay BeraBka/PucyHok/ABTodurypsl wiu

ABETORHIYPEI ™

HapucoBats 00BeKT

AKTUBH3UpYHTE IaHeh PucoBaHMe, BRIOEPUTE COOTBETCTBYIOIINMA
WHCTPYMEHT (JIMHUSA, OB, IPSIMOYTOJIbHUK U T.J.) U «PACTIHUTE)
burypy Ha ciaiijie, IpoTacKuBasi Kypcop.

N3menuTs 11IBET
o0BeKTa

&
Boiienure 00beKT U BHIOIHUTE KOMaHy ®Popmar/ | & wm
BOCIIOJIb3YHTECh KHOIIKOW nanenu PucoBanme:

L -
== — LIBET JIMHUU.

Hactpouts TeHb
o0beKTa

BrinennTte 00BEKT U BOCMONIB3YyHTECh KHONKOM NTaHenu PucoBanme:

L CTHjab TeHu.

Hactpouts 00beM
00BeKTa

Brigenute 00BEKT U BOCHOHBSyﬁTeCB KHONKOH mmanenu PucoBanme:

& . — O0BeM.

[ToBepHYTh OOBEKT Ha
KaKou-1m00 yrou

Beinenure 00beKT M BOCHONIB3YHTECh KHONKOM naHenn PucoBanme
JeiictBusi/IIoBepuyTh/0Tpasuth/CB000IHOE BpalleHHe, a 3aTEM
NEPEMECTHTE MBILIBIO YT0Jl OOBEKTA B HAIIPABJICHUH BPALICHUSL.

CrpynnupoBaTh Briennre Bce 00BEKTHI, MOAJIEKAIINE TPYIIITUPOBKE M BBHITIOJTHUTE

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

XyH0KeCTBEHHAast Bocnone3yiitecs kHONKoM nanenu Pucosanue:

HaJIIINCh

Al — JlobaBuTh 00BbEeKT WoOrdArt.

BcraButsh 3ByK

Bri6epute komany MeHio Berapka/®@uibMbl U 3BYyK/3BYK U3
KOJUICKIIMM KADTHHOK; 3BYK M3 (haiiia.

Hacrpouts anumanuo

B pexxume cnaii1oB mEIKHUTE OOBEKT, KOTOPBII XOTUTE
aHUMHUPOBATh.
B mento Iloka3s ciaiiioB BeIOEpUTE KOMaHIY

|@ HacTpofika aHMURALMH. .

| WM COOTBETCTBYIOLIYIO

KOMaH]ly KOHTEKCTHOTO MEHIO BBIOpaHHOTO 00bekTa. Bribepute
HY>HbIE 371eMeHThI na"ean HacTpoiika aHumManmu.

YcraHoBUTH MacIiTad
pabouero ciaiina B
cpene PowerPoint

Ha manenu Crannapthasi cpensl PowerPoint ycranoBuTh
HE0OXOIUMBI MacIITad MpPOCMOTPa U3 PACKPBIBAIOIIETOCS CITUCKA

6% -

Crnioco6 mpencraBieHus
JIOKyMEHTa (T.€.
Mpe3eHTaluu .ppt) B
OKHE MPUITOKECHHS
PowerPoint

HoxymenT PowerPoint MoxeT 0ToOpa)kaThCsl B OKHE MPUIIOKEHUS
TpeMsi Cloco0aMH: B BUE CIIAlI0B, B PEXKUME CTPYKTYPBI, B PEXKUME
COPTUPOBIIIMKA CJIANI0B.

Jlnist M3MEHeHus crnocoba MpeICTaBIeHHs JOCTaTOYHO BHIOpAThH
COOTBETCTBYIOIIYIO KOMaH/ly B MEHI0O BuI WIIM IIETKHYTH IO OJTHOU
13 TPEX KHOIOK B JIEBOM YaCTH TOPU30HTAIBHOM MOJI0CHI IPOKPYTKU:

¥ _ moka3 c1aifioB (c TeKyIero ciaiina);

— OOBIYHBIA PEXKUM;

88 — PEKUM COPTHPOBILMUKA CIIAMI0B.
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[TpoBecTn Beimonaute komanay Bua/Ilokas ciaiigos (F5) mmm

JIEMOHCTPALMIO BOCIIOJIB3YHTECh KHOKOH = .

[Tepeiitu Bocnonb3yiiTech meJ14K0M MBIIIIH,

cienyrolieMy ciaiiny B | kinaBumamu Enter, Ilpooeu;

rpoiiecce PageDown, PageUp unu kiaBuIlM HaBUTAIMKA Kypcopa:
JIeMOHCTpALUN nepexo/1 BIiepe/Ha3a 1 1o rajepee ciaiios;

Home — nepexoj k camoMy nepBoMy Claiy;
End — nepexo kK caMoOMy MOCJICTHEMY ClIAiTy.

IIposecTn Haiinure cBoii (paiin, BbIennUTe ¥ BEI30OBUTE KOHTEKCTHOE MEHIO
JEMOHCTPALIMIO, HE Ha)kKaTUeM IIPaBOM KHOIKU MBIIINA. B KOHTEKCTHOM MEHIO BbIOepuTe
3anyckasi PowerPoint | komannylloka3ats.

Coxpansiercs npezeHTanus B ¢aiiie ¢ pacuimpenueM .ppt.

IIpy noAroTOBKE KOMIIBIOTEPHOU MIPE3EHTALMU CTYICHT JIOJKEH:

e U3YYHTh MaTepHalbl TeMbl (Bompoca), KOTOpoil (KOTOpOMY) TOCBSIIIEHA
KOMIIBIOTEpHAsl PE3E€HTALS, BBIIEISISI [T1aBHOE U BTOPOCTEIIEHHOE;

e YCTaHOBUTH JIOTHUECKYIO CBSI3b MEXKIY AJIEMEHTaMU TeMbl (BOIIPOCa);

e TIPEACTAaBUTH XapaKTEPUCTUKY FIEMEHTOB B KPaTKOi popme;

e BHIOpaTh OMNOpHBIC CHUTHAIBI S AaKIEHTUPOBAHWUS TJaBHOW HMHPOpMAIUU U
0TOOpa3uTh B CTPYKTYpE MIPE3CHTALINH;

e 0pOpPMUTH MPE3CHTALIMIO U IPEIOCTABUTH K YCTAHOBICHHOMY CPOKY.

MeTtoauyeckue yKazaHus 10 OATOTOBKe K YCTHOMY OIIPOCY
CamocTtosTenbHas paboTa CTYJIEHTOB BKJIIOYAeT IMOATOTOBKY K YCTHOMY OIpOCy Ha
CEMHUHApPCKMUX 3aHATUAX. IS 3TOro CTyAEHT M3ydyaeT JIEKLUWH, OCHOBHYIO U JIOIOJHHUTEJbHYIO
auTepatypy, myomukanuu, nnpopmanuio u3 MIHTepHET-pecypcos.

Tema 1 Bompochl K CEMMHAPCKUM 3aHSTHUSIM, BOIIPOCHI JJIi CAMOKOHTPOJISL COJIEPIKATCS B
paboueil yueOHOI nporpamme U AOBOJSATCS JI0 CTYJICHTOB 3apaHee. D()PEeKTUBHOCTh NOATOTOBKU
CTYJEHTOB K YCTHOMY OIPOCY 3aBHUCHUT OT KauecTBa O3HAKOMJIEHHMsS C PEKOMEHJOBaHHOM
autepatypoil. [lis MOATOTOBKM K YCTHOMY OIpPOCY, OJHMI-ONPOCY CTYJIEHTY HE0O0XOAUMO
O3HAKOMHUTBCSI C MAaTepuajoM, IOCBSIIEHHBIM TE€ME CEMHHapa, B y4eOHUKE WIM Jpyroi
PEKOMEH/IOBAaHHOM JHMTEpaType, 3alucsX C JIEKIMOHHOTO 3aHATHUS, OOpaTUTh BHUMaHHME Ha
YCBOGHHE OCHOBHBIX TIOHATUH JMCLUMIUIMHBI, BBIIBUTH HESCHBIE BOMNPOCHl M MOA00paTh
JIOTIOJIHUTEIBbHYIO JIUTEpaTypy JUIsli UX OCBELIEHHUS, COCTABUTh TE3MChl BBICTYIUIEHUS IO
OTJIENIbHBIM IIPOOJIEMHBIM acnekTtaM. B cpeqHem, MOAroToBka K YCTHOMY OIPOCY IO OJHOMY
CEMHHApCKOMY 3aHATUIO 3aHUMAET OT 2 10 4 4acoB B 3aBHUCHMOCTH OT CJIOXKHOCTH TEMBI U
0COOEHHOCTEHN OpraHU3alMK CTYJEHTOM CBOEH CaMOCTOSITEILHON paboTHI.

MeTtoauyeckue yKa3aHus 10 NOATOTOBKE K TECTHPOBAHMIO

Kax u nrobast apyrast ¢popma MOArOTOBKH K KOHTPOJIIO 3HAHWUN, TECTUPOBAHUE HUMEET PSJT
0Cc0OEHHOCTEH, 3HaHNE KOTOPHIX TOMOTAET YCIEUTHO BBIITOJHUTD TECT.

— Ilpexne Bcero, cieayer BHUMATEIbHO M3YUHTh CTPYKTYpPY TE€CTa, OLEHUTH O0bEM
BPEMEHHM, BBIIEISIEMOr0 Ha JIAHHBIM TECT, YBUJETh, KAKOTO THIIA 33JaHHUS B HEM COJEPIKATCA.
3TO0 MOMOXKET HACTPOUTHCA Ha paboTy.

— Jlydiie HauYMHATH OTBEYATh HA T€ BOIPOCHI, B MPABUIBHOCTU PEIICHUS KOTOPHIX HET
COMHEHHUH, MOKa He OCTAHABIMBAsCh HA TE€X, KOTOPbIE MOTYT BbI3BATh JOJTUE pa3ayMbs. ITO
MO3BOJIMT YCIIOKOUTHCS M COCPEIOTOUNTHCS Ha BBITOJIHEHUH 00JIee TPYIHBIX BOIIPOCOB.

— OueHb BaXXHO BCET/Ia BHUMATEJIbHO YUTAaTh 3aJaHUS /10 KOHIIA, HE MBITAsICh MOHSTH
YCIIOBUSL «II0 TIEPBBIM CJIOBaM» MWJIM BBINOJIHUB TOJOOHBIE 3aJaHus B MPEABLAYIINX
TEeCTUPOBaHUAX. Takas CHemka HepeIKo MPUBOAUT K JTOCAJHBIM OIIMOKAM B CaMbIX JIETKHX
BOITPOCAX.

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

38



—Jlydme gyMaTh TONBKO O TEKymleM 3anaHuu. Kak mpaBuio, 3agaHus B TeCTax He
CBSI3aHBI JIPYT C JPYrOM HEMOCPEJICTBEHHO, MOATOMY HEOOXOJMMO KOHIEHTPHPOBATHCSA Ha
JAHHOM BONPOCE M HAXOJUTh pEIHICHUs, MNOAXOIAIMe HMEHHO K HeMy. Kpome Toro,
BBITIOJIHEHHE ATOM PEKOMEHJAIMM JacT elle OJWH ICHUXOJIOTHYeCKui 3¢ddexkr — mo3Boaut
3a0BITh O HEyAaue B OTBETE Ha MPEAbIAYIIUI BOMPOC, €CIIM TAKOBasi UMEIIa MECTO.

— MHuorue 3agaHus MOXXKHO ObICTpee pPEIIUTh, €CIM HE HCKaTh Cpa3y MpaBUIIbHBIN
BapHaHT OTBETAa, a IOCJEIOBATEIbHO HCKIIOYaTh TE, KOTOpPbIE SIBHO HE MOAXOIAT. Meron
UCKJIIOYCHHS TIO3BOJISIET B UTOre CKOHIICHTPUPOBATH BHHMaHHWE HA OJIHOM-JBYX BEPOSTHBIX
BapUaHTaXx.

—PaccunThIBaTh BBHINOJHEHUE 33JaHUH HY)XKHO BCErJa TakK, 4TOOBI OCTaJOCh BpeMs Ha
MPOBEPKY W J10paboTKy (mpumepHo 1/3-1/4 3amimaHupoBaHHOTO BpeMeHH). Torma BEpOSATHOCTH
OINHCOK CBOJUTCA K HYJIIO M MMEETCS BpeMms, 4ToObl HaOpaTh MakCMMyM OaylJIOB Ha JIETKHUX
3aJJaHUSIX U COCPENOTOUYMTHCS Ha pEeHIeHUH Oosiee TPYAHBIX, KOTOpble BHAYaje MPHUILIOCH
POy CTHUTb.

— Ilponecc yranpiBanus NMPaBUIBHBIX OTBETOB JKEJIATEIHHO CBECTH K MUHHUMYMY, TaK
KaK 3TO YpeBaTO TE€M, YTO CTYJAEHT 3a0y/eT O TJaBHOM: YMEHUHU HCIOJb30BaTh HMMEIOLIUECS
HaKOIJICHHbIE B y4eOHOM IIpoliecce 3HaHUs, U Oy/IeT HalesThCs Ha yaady. Eciu yBepeHHOCTH B
MPaBUJIBHOCTH OTBETa HET, HO HWHTYUTUBHO TMOSBISETCS MPEANOYTEHHE, TO ICUXOJIOTH
PEKOMEHAYIOT TOBEPSTh MHTYHIIMH, KOTOpas CUUTACTCS MPOSIBICHHEM TIIyOWHHBIX 3HAHUHA H
OTIbITa, HAXOISAIINXCS HA YPOBHE MOJICO3HAHUSI.

—Ilpu moaroToBKe K TECTy WM AaKe dK3aMEHYy He CIeAyeT MPOCTO 3ay4yuBaTh pas3fel
y4eOHHKa, HE0OXOIMMO MOHATH JIOTUKY M3JI0)KEHHOTO MaTepraia. DTOMY HEMAaJo ClocoOCTByeT
COCTaBIICHUE Pa3BEPHYTOrO IUIaHa, TAOJIHI], CXeM, BHUMATEIbHOE U3YUYE€HHUE UCTOPHUUECKUX KapT.

Bonbiryro moMoms OKa3bIBAIOT Pa3HOOOpPAa3HBIE OMYOIMKOBAaHHBIE COOPHUKU TECTOB,
HuTepHeT-TpeHaxepbl, O3BOJIAIONINE, BO-TIEPBBIX, 3aKPEMUTh 3HAHUS, BO-BTOPBIX, IPHOOPECTH
COOTBETCTBYIOIIUE TICHXOJIOTHUECKUE HABBIKMA CAMOPETYJISIINHA ¥ CAMOKOHTpOJISL. IMEHHO Takue
HaBBIKM HE TOJBKO MOBBIIIAIOT 3PPEKTUBHOCTH MOATOTOBKH, MO3BOJISAIOT O0JIee YCIENIHO BECTH
cebst BO BpeMs 3K3aMEHa, HO M BOOOIIE CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTENILHOMN
paboTHI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUITIMHBI

Jns npoBeneHHs 3aHATHM JIGKIMOHHOTO M CEMHHApCKOIO THUIA HCHOJB3YIOTCS
ayIUTOpUH, OOOpYJIOBaHHBIE MYJBTUMEIUHHBIMU  CPEACTBAMU  OOYYEHHUS: HIKpaHOM,
IIPOEKTOPOM, HOYTOYKOM (IIpH OTCYTCTBUHU IKpaHa, HOyTOyKa U MpOoeKTopa — yueOHas J0CKa).

JUis  mpoBeneHUs TNPOMEXYTOYHOH arTecTalluy 1O JUCIHMIIMHE HCIOJIb3YIOTCS
ayJIuTOpus, OCHAIEHHas Y4eOHOH MeOenbplo, HIKpaHOM, HOYTOyYKOM U HpoekTop (mpu
OTCYTCTBHUH 3KpaHa, HOyTOyKa U MPOEKTOpa — yueOHas JOCKa).

s camocToATenbHOM pabOThl OO0YYArOMIMXCS HCIIOJIb3YETCS aylIUTOpHUs, OCHAILEHHAs
KOMITBIOTEPHOM TEXHUKOM C BO3MOXHOCTBIO MOJIKIIOUEHUS K ceTH VIHTepHeT u obecneueHueM
JIOCTYIIA B 2JIEKTPOHHYIO HH()OPMAIIIOHHO-00Pa30BaTEIbHYIO CPEY OPraHU3aLIH.

JUis IpakTH4ecKoil MOArOTOBKM OOYYaIOUIMXCS HCIIONB3YIOTCS ay TUTOPHs, OCHAIlEHHAs
y4ueOHOM MeOenbIo, 3KpaHOM, HOYTOYKOM U MPOEKTOp (IIpU OTCYTCTBMM 3KpaHa, HOYTOyKa U
IPOEKTOpa — yueOHas JOCKa).

Hcnonp30BaHWe  MHTEPHET-PECYpCOB  NpEANojaraeT  MpOBEJEHHE  3aHATHH B
KOMITBIOTEPHBIX KJIaccaxX € BBIXOJ0M B MHTepHeT. B KOMIBIOTEpHBIX Kiaccax oOydarouiuecs
UMEIOT JIOCTYN K MH(OpMAalMOHHBIM pecypcam, K 0a3e JAaHHBIX OUOIHOTEKU (3IEKTPOHHO-
oubnuoteunas cucrema http://www.iprbookshop.ru).

10. OCOBEHHOCTH OCBOEHHMsA  JUCHUIIVIMHBI JIMITAMM C
OI'PAHUYEHHBIMHA BO3MOKHOCTSAMMH 310POBbSA
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OOyuaromuMcess ¢ OTpaHMYEHHBIMM BO3MOXKHOCTSIMH ~ 3/I0pPOBbSI  IIPEAOCTABIISAIOTCS
crienuanbHble y4yeOHUKH, ydeOHble MOCOOMsS M AUIAKTHYECKHE MAaTepHajbl, CIHEIHaIbHbIC
TEXHUYECKHUE CPEJCTBA OOYy4EHUS KOJUIEKTMBHOTO M MHIMBMJYaJbHOI'O IOJb30BAHUSA, YCIYyId
ACCHCTEHTA (ThIOTOPA), OKA3bIBAIOIIETO 00YUYAIONUMCS HEOOXOIUMYIO TEXHUUYECKYIO TOMOIIb, a
TaKXe yCIYTH CypJOlepeBOAYMKOB U TH(IOCYPAONEPEBOTUNKOB.

OcBoeHye MUCIHHUILIMHBI 00YYarOIUMUCS C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMHU 3]I0OPOBbSI
MOXET OBbITh OPraHW30BAaHO COBMECTHO C JAPYIMMM OOYy4yaroIIMMUCS, a TakKKe B OTICNIBHBIX
rpymmax.

OcBoeHMe NUCHUILIMHBI O0YYarOIMMUCS C ONPAaHMYEHHBIMU BO3MOXHOCTSIMHU 3/10POBbS
OCYILIECTBIISICTCSI C y4YETOM OCOOEHHOCTEH ICUXO(PHU3NUECKOT0 Pa3BUTHS, WHAWBUIYATbHBIX
BO3MOXKHOCTEH U COCTOSHUS 3/10POBbSI.

B memsx JOCTYMHOCTM TOJMyYeHHsS BBICHIETO 00pa3oBaHUs 10 00pa3oBaTEIbHOMN
porpaMMe JUIaMHu ¢ OTPAaHUYEHHBIMUA BO3MOXHOCTSIMU 37J0POBbsl P OCBOEHUM JAMCLUIUINHBI
oOecrnieunBaeTcs:

1) anst ML ¢ OrpaHUYCHHBIMU BO3MOXKHOCTSIMHE 3/I0POBBS 110 3PCHHIO:

— MPUCYTCTBHE THIOTOPA, OKA3BIBAIOIINIA CTYACHTY HEOOXOAUMYIO TEXHHUYECKYIO TOMOIIb
C YY€TOM MHAMBHUIYalbHbIX OCOOCHHOCTEH (IOMOraer 3aHATh pabodyee MecCTO, IepeABUraThcs,
IPOYUTATh U O)POPMUTH 33aJaHKE, B TOM YHUCIIE, 3aMACHIBAs TIO]] TUKTOBKY),

— MNUCbMEHHBIC 33/1aHUS, a TAKXKE MHCTPYKLUH O MOPSAKE UX BBINOJIHEHHUS 0(OpMIIIOTCS
YBEITMYECHHBIM IIPHPTOM,

— crieryaibHble Y4eOHUKH, y4eOHbIe TOCOOUs U AUJAKTHUECKUEe MaTepuaibl (MMEroIue
KPYIHBINA WPHQT WK ayauoaiiisr),

— UHJMBHlyaJIbHOE paBHOMEpHOE ocBelieHre He MeHee 300 mokc,

—TNpH  HEOOXOJAWMOCTH CTYINCHTY Ui BBIOJHEHHS 33JaHUS  TPEIOCTABISIETCS
YBEJIMYUBAIOLIEE YCTPOHCTBO;

2) JUIsl JIUI] ¢ OTPAaHUYCHHBIMH BO3MOYKHOCTSIMH 37I0POBbSI IO CITYXY:

— IPUCYTCTBHE ACCUCTEHTA, OKAa3bIBAIOUIMHA CTYIEHTY HEOOXOAMMYI TEXHUYECKYIO
NOMOIIb C YYETOM WHIUBUAYaJbHBIX OCOOEHHOCTEH (moMmoraer 3aHsATh pabodee MecTo,
nepeABUraThCs, IpOUnTaTh U 0HOPMUTH 33JaHKE, B TOM YHCIIE, 3alIUChIBask O] TUKTOBKY),

—obecrieunBaeTCsl  HAJMYME  3BYKOYCWJIMBAIONIEH  ammaparypsl  KOJUIEKTUBHOTO
NOJIb30BaHUsA, NMPH HEOOXOAMMOCTH oOOydyaroleMycs HpeAOoCTaBIsAeTCs 3BYKOYCHIMBAIOIIAS
anmaparypa MHIUBUAYaIbHOTO TTOJB30BAHNUS;

—obecrieunBaeTcsl  HaJUIeKALIMMHM  3BYKOBBIMH  CPEACTBAMH  BOCIIPOM3BEICHUS
uH(pOopMaLnu;

3) I Ml ¢ OrpaHMYCHHBIMH BO3MOXKHOCTSMH 37I0POBbsl, HMEIOIINX HApPYIICHHS
OTIOPHO-JIBUTATEIILHOTO amIapara:

— MUCbMEHHBIE 3aJ]aHMs BBIOJHSAIOTCS HAa KOMIBIOTEPE CO CIELUAIN3UPOBAHHBIM
POTPaMMHBIM 00ECTICYeHHEM WIIN HaTUKTOBBIBAIOTCATHIOTOPY)

— I10 JKEJIaHUIO CTY/EHTA 3a/IaHMsI MOTYT BBITOJIHATHCS B YCTHOH (opme.
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