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1. HEJIX OCBOEHUSA JUCHUIIJINHBI
Llenbto ocBOeHHS y4eOHOW AMCHUIUIMHBI «JlOKYMEHTAIIMOHHOE O0ECIICYCHHUE YIPABICHHUS
Ha NPEANPUATHIX CEPBUCA» SBISIOTCS (POPMUPOBAHHE Y CTYJICHTOB CUCTEMBI 3HAaHUW U YMEHUN
paboThl C JOKyMEHTaMH, HEOOXOMUMBIX i 3(G(EKTUBHOTO YNPaBICHUS MPEANPUITHEM
cepBuca.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII
Hucnunmuna b.1.627 «JlokyMeHTanmmoHHOE O0eCTieYeHUE YIPABJICHHS Ha MPEAIPHUATHIX
CEpBHCa» BXOJIUT B 00s13aTeNbHYIO 9acTh brok 1 {ucturums (Moymeit)
[lepeuenb mnpenmIECTBYIONMX UM TOCIEAYIOMIMX YYEOHBIX JUCHUIUIMH, IJIS KOTOPBIX
HE0OXOIMMBbI 3HAHUSI, YMEHUSI U HABBIKH, HOPMUPYEMbIE JAHHOH y4eOHOM AUCIUTUTHHOM:

[IpenmecTByromyie JUCUUIUIUHBI (KypCHI, [Tocnenyroume TUCHUIIIMHBI (KYypCHI,
MOJ1yJIU, IPAKTHKH) MOJ1yJIU, IPAKTHKH)

CepBucHas 1€ATEIBHOCTD Puck-MeHe)KMEHT U aHTUKPU3UCHOE
yImpaBiieHuE B cdepe cepBuca

MapxkeTusr B cepBuce Opranu3anys 1 IJIaHUPOBAHUE JIEATETLHOCTH
IPEANPUATHN CEpBHCA

MeHeKMEHT B CEpBHCE [TponsBoacTBenHas npaktrka (CepBUcHAs)
[Ipon3BoacTBEHHAs IIPAKTUKA
(OpranuzaimoHHO-yIIpaBJICHUECKAas )
[Ipon3BoacTBEHHAs IIPAKTUKA
(ITpenmumnmomuast)

3. INTAHUPYEMBIE PE3YJIbTATBI ObYYEHUA 110 JUCHUIIJIMHE

Kon n nammeHoBaHue Kon n magukaTop (MHIUKATOPEI PesynbraTel 00OyueHus
Yy y
KOMIIETEHILIUU IOCTHIKEHHS KOMIIETEHIINHU
OIIK-2. Cnocoben OIIK-2.1. Onpepensier eI U 3a1a9K 3HAET LEJIU Y 3a1a49u
OCYIIECTBIIAT CEPBUCHOM JIEATEILHOCTH OPraHU3aIlul CEPBHUCHOM JEATEILHOCTH
OCHOBHBIEC (DYHKITUT OpraHu3aInu
YIIPABIICHHS CEPBHCHOIM YMEET OIpPEACIISITh TN U

3aga4dyu CepBHCHOfI
ACATCIIbBHOCTH OpraHu3alun

JACATCIIBHOCTBIO

BJIAJIEET HABBIKAMU
OTIpEIICIICHIS TSI 1 3379
CEPBUCHOM JIEATEIHHOCTU

OpraHu3alun
OIIK-2.2. Ucmonb3yeT OCHOBHBIC 3HACT OCHOBHBIC METOBI U
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS, MPUEMBI TUITAHUPOBAHMS,

OpraHu3aIii, MOTUBAIMH, KOOPJMHAIIMK | OPraHU3alMy, MOTUBAI[HH,
W KOHTPOJIS ISATSILHOCTH OpPraHu3anuil | KOOpJAWHAIIMY ¥ KOHTPOJIS
cdepsl cepBUCa U HX MOJIPa3/eIICHIH JIeSITEIIBHOCTH OpTaHn3aIuii
cdepsl cepBUCca B UX
nojApasaeaecHui

yMEET HCTOIb30BaTh
OCHOBHBIE METOJIBI ¥ IIPUEMBI
TJTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAHN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIIBHOCTH
opraHu3anuii cepbl cepBuca u
WX TOJpa3JeICHU




BIIaJICET HABLIKAMU
HCII0JIb30BAaHMS OCHOBHBIX
METOJOB U MPUEMOB
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIBHOCTH
opraHu3anuii cepbl cepBuca u
UX TOJpa3JeICHU

4. OFBEM JUCHUILIMHBI U BUJIbI YYUEEHOM PABOTHI

OOuuii 00beM IUCIUILINHEBI COCTABIIIET3 3a4eTHERIC eAUHUIIBI, 108 aKaJgeMHYeCKUX Y4acoB.

Ounas ¢popma oOyueHUs

Bun yaeOHO# paboTh Bcero Tpumectp

4acoB 4

KonTtakTHas pabora (Bcero) 30,2 30,2

B TOM YHCJIE:

1) 3anarus nexuonnoro tuna (JIK) 10 10

U3 HUX

— JIEKITUHU 10 10

2) 3anstusa ceMunapckoro tumna (I13) 20 20

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P) 20 20

— naboparopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAUN

4) nHaMBUAYyadbHAs paboTa

5) npoMeXyTouHas aTTecTalus 0,2 0,2

CamocrosiTesbHas padora (Bcero) (CP) 77,8 77,8

B TOM YHCIIE:

Kypcogoii npoekt (pabora)

PacuerHo-rpaduyeckmne paboTh

KonTtponbHast pabota

Pedepar

CamMonoaroToBka (Ipo4re BUIbl CAMOCTOATEIBHON paOOTHI) 74 74

ITonroroBka K arrecTanuu 3.8 3,8

OOmuit 006eM, Jac 108 108

Dopma NPOMEKYTOUHON aTTECTAUH 3a4er 3a4er

3aounas hpopma oOydeHHS
Bun yuebHO# paboThI Bcero Tpumectp

4acoB 5

KonTakTHasi padora (Bcero) 12,2 12,2

B TOM YHCIIE:

1) 3ansTus nekuuonHoro tuna (JIK) 4 4

U3 HUX

— JIEKIIUH 4 4




2) 3ansTusa ceMmuHapckoro tuma (I13)

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P)

— naboparopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAlUU

4) uHaMBUAYyadbHAs paboTa

5) NpoMeKyTOUHAsI ATTECTALIMS

0,2 0,2

CamocrosiTesbHas padora (Bcero) (CP)

95,8 95,8

B TOM 4YMCJIC:

KypcoBoii mpoekt (pabora)

Pacuetno-rpaduueckne paboTs

KontponbHas pabora

Pedepar

CamoroaroToBka (Ipodvre BUIBI CAMOCTOSTEIBHOM paboTHI) 92 92

ITonroroBka K arrecTanuu

3,8 3,8

OOmuit 006eM, gac

108 108

dopma MPOMEKYTOUHOM aTTECTALNHI

3avyeT 3a4vyeT

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJINHbI

5.1. Coaep:xaHue TUCHHUILINHBI

No paznena | HammenoBanue pasaena (TeMbl)

(Temsr)

Coneprkanue pazjena (TeMbl)

1 JlokyMeHTallMOHHOE
o0ecrieyeHne yrpaBlieHUs KaK
OTpacIIb AEATEIBHOCTH

LICJ'II/I Hu 3aJa4u CepBHCHOﬁ ACATCIIBHOCTHU OpraHU3alnu.
OCHOBHBIE METOAbI n IIPUCMBbI IIJIaHUPOBAHUA,
opraHusanud, MOTHBallMHW, KOOpAWHAIIMK W KOHTPOJIA
ACATCIIbHOCTHU OpFaHI/I3aLII/Iﬁ C(I)epI:I cepBuCca U HUX
TO/Ipa3/ICIICHHUI. [TonsiTne JOKYMEHTAallMOHHOTO
o0ecrieueHus yIpaBIEHUS. Opranu3zalmoHHOE
MIOCTPOCHUE CIIY)KObI JIeJONMPOU3BOJICTBA. 3afauud U
¢ynkuun cnyx6s1 JIOY. Permamenranus ciry»Obl
JOYVY. 3aKOHOIaTEeNbHOE peryimpoBaHue
nenonpou3BocTBa. OCHOBHBIE (DYHKIIMHM YIpPaBICHHS
CEpPBHUCHOM AESATEIBbHOCTHIO

2 JloxkymenTupoBanue
yIIpPaBJIEHYECKOH 1€ TEIbHOCTH

[TonsTre 1 3HaYeHHE TOKYMEHTA B YIIPABICHUYECKOU
nesarenbHOCTH. COoCTaB ympaBiI€HYECKUX JTOKYMEHTOB.
OO61merocynapcTBeHHbIC HOPMATUBHBIC u
METOIUYECKHEe JOKYMEHTBhl. TpeOoBaHMS K TEKCTY
JOKYMEHTa. DIJIEMEHTBl TeKCTa JoKyMeHTa. dDopmaTsl
Oymarn u momsi. PekBusut moxymenTta. Dopmyisp-
obpazen. brnank mokymenta. Ilopsook angpecoBaHusl.
CormacoBanve,  NOANHMCAHUE U YTBEPKICHUSA
JokymeHTa. OTMETKa Ha JOKYMEHTE.

3 Opranu3anusi paboThl ¢
JOKYMEHTaMH

[TonsiTHE «IOKYMEHTOOOOPOT», €ro aHaliu3 |
OCHOBHBIC ATambl. [lpmem u mnepBuuyHass o0pabOTKa
JOKYMEHTOB. Pacnipenenenue HOCTYIHBIIINX
JOKYMEHTOB M pErucTpanus JOKYMEeHTOB. KOHTpoib
WCTIOJTHEHUS JTOKYMEHTOB. HNudopmanmonHo-
cripaBoyHasi paboTa U OTIpaBKa JOKyMeHTOB. [loHsTHE
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HOMEHKJIATypbl JIeJI, €€ Ha3HAauCHHEe U TMOPSIO0K
coctaBiieHus. DopMmupoBaHue U OQOPMIICHHE JIEl.
XpaHeHue Je.

4 TpeboBaHMsI 110 MOATOTOBKE PacniopsnurenbHble  JOKYMEHTBI (IIOCTAHOBIIEHUS,
paciopsSAUTENbHBIX 1 pelIeHUs, pacTopsKEeHUs, IpUKa3bl). AKT, TOPSAOK €ro
UH(POPMALIMOHHO-CITPABOYHBIX opopmnenus. CmyxeOHble 3amucku. [IpoTokod.
JIOKYMEHTOB CnpaBka.

5 JIOKyMEHTBI, YecraB M JIOKAIBbHBIE  HOPMATHUBHBIE  aKTHI.
periIaMeHTUPYIOIIUE [Tonoxxenue. UHCTpyKIUU.

JESTENIbHOCTh OPraHu3aluu

6 JlokyMeHTaIus 1o JMYHOMY Knaccudukanus 10KyMEHTOB 10 JUYHOMY COCTaBY,

COCTaBy UX y4eT M XpaHeHue. JJokyMeHTHpOoBaHME IIpHEMaA Ha
pabory. TpynoBoii moroBop. I[Ipuka3bl mo JAUYHOMY
COCTaBy M TpyAoBass KHMXKa. JIOKyMeHTalMOHHOE
obecrieueHrne TMepeBojia, TOOMIPEHUH ¥ B3BICKAHMIA.
Odopmiienne OTITYCKOB. JIOKyMeHTUpOBaHuE
KOMaHJIUPOBaHUsA  paboTHUKAa W 0GOpMIICHHE
yBOJIbHEHUS. JIMyHas KapTouKa U JUYHOE JIETIO.

7 JloxyMeHTa1us mo 10roBOpHoO- [Topsimok cocraBnenus koHTpakTa. [IpaBuna u hopmsl
IIPABOBBIM OTHOILIEHUSAM KOMMEPUYECKOH MEPENUCKU C I€JI0BBIMU APTHEPAMHU.
SKOHOMMYECKOH 1eATeIbHOCTH CrnyxxebHble TChbMa: Ki1accuduKalus, CTpykTypa,

CTaHJapTHBIE (pa3bl U BeIpakeHUs. Tenerpamma,
tenedoHorpamma, hakc.
5.2. CTpyKTypa QM CHUAIINHbBI
ouHast popma 00ydeHus
Ne HaumenoBanue pazzena (TeMbl) KonunuecTBo yacos
pasnmena Bcero JIK C np | Jip| ... | CP
(Tembl)
1 JlokyMeHTaIMoHHOE o0ecTeyeHrne 12 2 10
yIpaBJIeHUs KaK OTPaACib JIEATEIbHOCTH
2 JIOKyMEHTUPOBAaHUE YIIPABIECHYECKON 16 2 4 10
JESITEIIbBHOCTH
3 Opranuzanus paboThl ¢ TOKyMEHTaMU 16 2 2 12
4 TpeGoBaHms O MOATOTOBKE 18 2 4 12
pacropsaIuTeIbHbIX U HH(POPMAITHOHHO-
CIIPABOYHBIX TOKYMEHTOB
5 JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 16 2 4 10
JeSITeNIbHOCTh OpraHu3aluu
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 14 2 2 10
7 JloxyMeHTa1us o 10roBOPHO-MPABOBBIM 12 2 10
OTHOUIEHUSIM YKOHOMHYECKON
JESITEIIbBHOCTH
8 ATTecTranus 4
O0umii 00bem 108 10 20 74




3a04Hast popma 00ydeHHs

No HaunmenoBanue pazzaena (TeMbl) KomnuecTBo yacos
pasnena Bcero JIK C nmp | Jip| ... | CP
(TembI)
1 JlokyMeHTaIMoHHOE o0ecTeyeHrne 10 10
yIpaBJIEHUs KaK OTPACIb JESTEIbHOCTH
2 JIOKyMEHTUPOBAaHHUE YIIPABIECHYECKON 14 2 12
JeSITEbHOCTH
3 Opranuzanys paboThl ¢ JOKyMEHTaMU 18 2 2 14
4 TpebGoBanwus MO MOATOTOBKE 18 2 2 14

pacropsIuTeIbHbIX U HH()OPMAITHOHHO-
CIIPaBOYHBIX JOKYMEHTOB

5 JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 16 2 14
JeSITEIbHOCTh OPraHU3aLUuN
6 JlokyMeHTanus o JIMYHOMY COCTaBY 14 14
7 JlokymeHTanus 1o J0roBOpHO-IIPABOBBIM 14 14
OTHOILEHHSIM SKOHOMHUYECKOU
JESTEIIbHOCTH
8 ATtTecTanus 4
Ooumii 00bem 108 4 8 92

5.3. 3ansTHS CEMMHAPCKOrO THUIA
ouHas Gopma 0OydeHUs

Ne i/t Ne Bun Haumenosanue KonnuectBo
paszzena | 3aHATHS 4acoB
(TembI)

1 1 [P JlokyMeHTaImoOHHOE O0ecTieueHUe YITPABICHUS KaK 2
OTpaciib JesITeIbHOCTH

2 2 [P JIoKkyMEHTUpOBaHUE YIIPABJICHUYECKON EATEIIbHOCTH 4

3 3 I1P Opranuzanus paboThl ¢ JOKyMEHTaMU 2

4 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 4
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB

5 5 [P JIOKyMEHTBI, perIaMEeHTUPYIOIIUE AEATEIbHOCTh 4
OpraHu3aIu

6 6 ITP JloxyMeHTanus o JIMYHOMY COCTaBY 2

7 7 I1P JlokymeHnTanus 1o J0roBOpHO-IPABOBBIM OTHOILLICHUSIM 2
SKOHOMMYECKOH IeITeIbHOCTH

3ao4yHas hopma oOydeHHs

Ne /i Ne Bun HaumenoBanue KonuuecTBo
pazznena | 3aHATUSA 4acoB
(Temsr)
1 2 ITP JIokyMEeHTUpOBaHUE YIIPABJICHUYECKON EATCIIbHOCTH 2
2 3 I1P Opranuzanus paboThl ¢ TOKyMEHTaMU 2
3 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 2
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 [P JIOKyMEHTBI, perIaMEeHTUPYIOIIUE AEATEIbHOCTh 2
OpraHu3aIu




5.4. KypcoBoii npoekT (KypcoBasi padora, pacueTHo-rpaduueckas padora, pedepar,

KOHTPOJIbHAsA padoTa)
IIpumepHasi TeMaTuka pedepaToB:

1. HopmatuBHO — npaBOBBIC aKTHI B c(hepe TYpHCTCKOro Ou3Heca.
2. HopmaTuBHO — IpaBOBBIEC AKTHI B TOCTUHUYHOW UHIYCTPHUH.
3. HopmatuBHO — npaBOBBIC aKTHI B PECTOPAHHOM OM3HECE.
4. JlokymeHTanus mo oOECHEYeHHUI0 U TMOATBEPKIECHUIO KadecTBa YCIYr TYpUCTCKOTO
NpEeANPUITHS.
5. JlokymeHTanus mo oOecrneyeHuI0 U MOATBEPKIACHUIO KauecTBa YCIyr TOCTUHUYHOTO
NpEeANPUITHS.
6. JlokymeHTanus mo oOECHeUeHHUI0 U MOATBEP)KIECHUIO KauecTBa YCIYT MpPEANpHUSITHS
MUTAHUS.
7. Pa3paboTka JOKHOCTHOW HHCTPYKIIMHM MEHEKepa TYPUCTCKOTO MPEITPUSITHS.
8. Pa3paboTka TODKHOCTHON HHCTPYKIIMH MEHE)Kepa TOCTHHUYHOTO MPEAIPHUSTHS.
9. Pa3paboTka MOMKHOCTHON MHCTPYKIIMM MEHEKEpa NMPEANPUATHS TUTAHUS.
10. Pa3paboTka noroBopa o0 opraHu3aliy NepeBO30K TYPUCTOB.
11. CronbuoBoe (mpuKa3HOE) ACIOMPOU3BOICTRO.
12. Komnexckoe ea0mnpou3BoJICTBO.
13. McnonHuTenpHOE AeI0NpPOU3BOICTBO.
14. Poccuiickue TEXHOJIOTHH JEI0IPON3BOJCTBA B XX BEKE.
15. OcobenHoct 0(hOpMIICHHS IEITOBBIX IMUCEM B aHTJIOSI3BIYHBIX CTPaHAX.
16. Cneuunguka 1e10BOi KOPPECTIOHACHIINH HA (PPAHITY3CKOM SI3BIKE.
17. OcobernHoctr 0hOpMIICHHS TTUCEM HA HEMEIIKOM SI3bIKE.
18. CymHOCTh U 0COOCHHOCTH KOH(PUACHIIUATHHOTO JeOTPON3BOACTBA.
19. Omnpenenenne coctaBa KOHPUACHITUATHHBIX JOKYMEHTOB.
5.5. CamocTosiTesibHass pabora
Ne paznena Bun camocTositenpHOM pabOThI KonnuecTtBO yacoB
(TeMbr)
OYHas 3a04Has
1 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 10
2 IlonroroBka K NpakTUYECKOMY (CEMUHAPCKOMY) 3aHSATHUIO 10 12
3 PaboTa ¢ HAay4YHBIMH UCTOYHHUKAMU 12 14
4 IloaroTroBka K NpakTUYECKOMY (CEMUHAPCKOMY) 3aHSATHUIO 12 14
5 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 10 14
HMCTOYHHKOB
6 [ToaroroBka K MpakTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 14
7 CobecenoBanue Mo pe3ynbTaTaM aHAIM3a HAyYHBIX 10 14
HMCTOYHHKOB

6. OPA30OBATEJIBHBIE TEXHOJIOI'MHU

IIpu ocymectBiaeHnrn 00pa30BaTENBHOTO MpoIecca MO JTUCHHUILIMHE HCIOIB3YIOTCS
crenyromnye NHGpOpManOHHbIE TEXHOJIOTHH:

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

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

— IMOATOTOBKA, KOHCTPYHPOBAHUE U MIPE3CHTAIHMSI UTOTOB Y4eOHOM NesITeIbHOCTH;

— CaMOCTOSTENBHBIM TOMCK JOMOJHHUTENBPHOTO Y4€OHOTO M HAy4YHOTO MaTepHana, C
UCIIOJIb30BAaHUEM TIOMCKOBBIX CHCTEM U CaiiToB ceTH MHTEpHET, 3JIeKTpOHHBIX OMOIMOTEUHBIX
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pecypcoB u 0a3 JaHHBIX;
— HMCIIOJIb30BAHKE AIEKTPOHHON MOYTHI, COMAIBHBIX CETEH sl paCChUIKH, MEPENUCKN U
00CYX/IeHUS! BOSHUKIIUX y4EOHBIX MPo0IeM, KOHCYIbTALUH.

I/IHTepaRTI/IBHBIe N AaKTHUBHBIC 06p330BaTeJIBHBIe TEXHOJOI'nn

Ounas ¢popma o0ydeHHs

No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KommuecTBo
TEMBI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P [TpezenTanunmn 4
6 I1P [IpesenTanun 2
3aounas ¢opma o0yuenus
No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnuectBo
TEMbI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P IIpesenranuu 2
IIpakTHyeckasi NOArOTOBKA 00y4YarOMIUXCS
Ne paznena Bun 3anatusa Bunget pabot Komnuuectso
(Tempr) (JIK, TIP, JIP) 4acoB
O0P0O | 390
2 ITP Pa3zpaboTka ynpaBiaeHUeCKOI JTOKYMEHTAIIMHI 4 2
4 [P Pa3zpaboTka pacriopsiiuTeIbHBIX TOKYMEHTOB 2 1
4 I1P Pazpabotka UH(POPMALMOHHO-CITPABOYHBIX 2 1
JIOKYMEHTOB
5 I1P PazpaboTka JOKYMEHTOB, pErJIaMEHTHPYIOLINX 4 2
NEesATEIbHOCTh OpraHu3alHH (JroxanbHbBIE
HOPMAaTHUBHBIE AKThI, MOJOKEHHUS, UHCTPYKIUH)
6 [P Pa3paboTka JOKYyMEHTOB IO JHUYHOMY COCTaBY 2 -
(TpyAOBOI 1OTOBOP, TPYAOBAsI KHUXKKA U JIP.)

7. @OHJ OHEHOYHBIX CPEACTB (OHEHOYHBIE MATEPUAJIBI) 1JIAA
TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH, ITPOMEKYTOYHOU ATTECTALIUU

2. MeToauyeckne MaTepHAaJIbl, ONIPeesiolue Mpoue1ypbl OlleHUBAHUS

2.1. MeToan4yeckue MaTepHuaJibl, oNpeaessiionue nNpoueaypbl OeHMBAHUS B
paMKax TeKyuero KOHTpoJsi yCeBaeMoCTH

[Tporetypa onieHUBaHMsI MPOUCXOAMUT C UCIOIB30BAHNEM METO/a TECTUPOBAHUS, OLIEHKU
IPaKTUYECKUX 3a/1aHuil, YPOBHS MOJArOTOBKM CTYIEHTa IPU OTBETE HA BOIPOCHI IPU YCTHOM
orpoce.

MeTtoanyeckoe onucanne NOArOTOBKH H NMPOBeJeHUS TECTHPOBAHUS

He meHee, uem 3a HeZleNIO 10 TECTUPOBAHMS, MIPEIIOIaBATENb ONpeIeNsieT 00yJaromuMCs
UCXOJIHBIE JIaHHBIE JUIsl TOATOTOBKM K TECTHUPOBAHUIO: pa3fieiibl (TEMBbI, BOIPOCHI), 10 KOTOPHIM
OyayT 3amaHus B TECTOBOU (opMe, IUTEpaTypy M UCTOYHHUKH (C TOUHBIM YKa3aHUEM pa3zieiioB,
TeM, CTaTei) Ui MO OTOBKH.

TecTbl BBIMOIHAIOTCS BO BpeMs ayJJUTOPHBIX 3aHATHIA (IIPAKTHYECKUX).

KonnyecTBo BOIPOCOB B TECTOBOM 33/1aHUU OIPEEIAETCS MPENoiaBaTeNeM.

Ha BreImonaenne TectoB otBoauTcs 0,5-1 akageMudecKui Jac.




WuauBuayanbHOE TECTOBOE 33aHUE BhIAeTCs oOydaroniemMmycsi Ha OyMa>kHOM HOCHTEIIE.
Takke TecTUpOBaHME MOXKET MPOBOAUTHCS C HCIIOIB30BAHHEM KOMIBIOTEPHBIX CpPEIACTB U
porpaMM B CHEIHATEHO 000PYIOBAHHBIX TIOMEIICHUSX.

[Ipyu mpox0KaEeHUHN TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMHU JICKIMI, yUeOHHUKaMU He
pa3pelieHo.

[Ipumepsl TECTOBBIX 3aJaHWil, a TAKXKE€ KPUTEPUU U IIKAJIa OLUECHKUA MPUBEACHBI B I1.3.
DoHJ1a OLIEHOYHBIX CPEJICTB.

Meroan4yeckoe onucaHue MNOArOTOBKH U MPOBeIeHUs YCTHOIO ONpoca

VcerHBIE ONpOCHl  TPOBOJSATCA IMPENOJaBaTeieM BO BpeMs ayAUTOPHBIX 3aHITHI
(JIEKITMOHHBIX WJIH MPAKTHYECKUX ).

OcHOBHBIE BOIPOCHI ISl YCTHOTO OINpOCAa JOBOIATCA [0 CBENEHUS CTYAEHTOB Ha
MpEeAbIIYIIEM 3aHATUN.

KonunuecTBo BonpocoB onpezensercs IpernoaaBaTeiemM.

Bpewms npoBenenus onpoca ot 10 MmuHyT 10 1 akageMuueckoro yaca.

VYcTHBIE ONpOCHl HEOOXOIUMO CTPOMTH TaK, YTOOBI BOBJIEYb B TEMY OOCYKICHHS
MaKCHMajJbHOE KOJMYECTBO OOy4aloOlIUMXCsl B TpyMIe, NPOBOAUTh TMapasied ¢ yxKe
MPONJICHHBIM y4eOHBIM MaTepuaioM JaHHOW IWCIMILIUHBI U CMEXKHBIMH KypcaMH, HaXOAUTh
ylayHble MPUMEPbl U3 COBPEMEHHOW AEMCTBUTENBHOCTH, YTO YBeIMYUBaeT 3((PEeKTUBHOCTH
YCBOEHUSI MaTepuaia Ha acCOLUaLUIX.

[lepeyenr BONPOCOB Il MPOBEACHHUS YCTHBIX OMNPOCOB, @ TAK)KE€ KPUTEPUU M IIKaJIA
OLICHKH NpuBeeHb! B 11.3. DOoHIa OLIEHOYHBIX CPECTB.

Meroan4yeckoe onucaHue MOArOTOBKY U NPOBEICHHUS MPAKTHYECKUX 3a1aHUI

[IpenogaBaTens 3apaHee MOATOTABIMBAECT BECh HH(POPMAIIMOHHBIM KOMILUIEKC, TOTOBUT
Onanku c 3agaHusiMH. Bpems pemieHus 3agaHus yka3aHo B caMoM Omanke. CTyIneHTBHI
CaMOCTOSITENILHO U3Y4YaloT U MPopabaThIBAIOT TEOPETHUSCKUI U CITPABOYHBINA MaTepHal Mo TeMe.
3amaHusi Ha YCMOTPEHME TIpEerojAaBaTeisi MOTYT ObIThb MpPENOKeHbl I PEeUIeHHs Kak
MHAWBUAYAJIHO, TaK U MOATPYIIE CTYACHTOB (10 3 4EIOBEK).

Conepxanue 3aJjaHui, a TaKke KPUTEPUU M IIKala OUEHKU mpuBeaeHbl B 1m.3. donnma
OLICHOYHBIX CPEJNICTB.

2.2. MeroanuecKue MaTepuaJbl, onpeae/siiomme Npoueaypbl OeHUBAHUSA B paMKax
MPOMEKYTOYHOM aTTeCTALMHU

[IpomexxyTouHas arrectaius - 3a4eT

[TpomexxyTouHasi aTTecTalus MPOBOJUTCS B (popme 3aueTa.

3a4eT BBICTABIISIETCS 11O pe3yjibTaTaM TCKYIICTO KOHTPOJIA YCIICBACMOCTH.

[To ouHoli Qopme o00ydeHHS 3a4eT BBICTABISETCS [OCJIE MOCIEIHEr0 3aHATHS
CEMHUHAPCKOI0 TUIIA B TPUMECTpE.

[To 3aouyHoi Qopme o00y4yeHHS 3a4eT BBICTABISIETCS B CIELHUAIbLHO OTBEACHHOE
pacniucanueMm ceccud Bpems. [lpu 3TOM BO BpeMms 3auyera MpenojaBaTelb MPOBEPSIET
BBIMIOJIHEHHBIE CTYyJEHTAaMH 3aJaHus, a TakXKe 3a/aeT JOMOJHMUTEIbHbIE U YTOUYHSIOLIUE
Bompockl. Ha arrecranuio kaxx10ro ctyienTa oTBoauThes 0,2 akaieMUuecKuX yaca.

3. TunoBble KOHTPOJIbLHBIE 32 JAHNUS
TunoBble 3agaHus I TEKYLIEro KOHTPOJISl YCIIEBAeMOCTH

3.1. [lepeyeHb THMOBBIX NPUMEPHBIX NPAKTHYECKUX 3aJaHUI

Bapuanrt 1

3ananme 1.

B mae 2018 r. 66110 cozgano OO0 «Duankay. PykoBoaCTBOM OBLIIO TIPEITIOKEHO CO3/1aTh
B cTpykrype OOO KaHLENISIpHUIO M BBECTU €€ B COCTaB aJAMMHHCTPATUBHO-XO3SICTBEHHOI'O
otaena. [Ipotus 3TOrO penieHus BeICTyNMIA 3aBeAyromas kanuenspueit Opnosa A.Jl.
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Kro mpaB B cnoxuBmieiics cutyanuu? Kakum o6pazom OpnoBa A.Jl. noka3siBaia
PYKOBOJICTBY CBOIO TOUKY 3pEHHUSI?

3ananme 2.

B aBrycte 2018 1. 6bu10 co3gano AO «ABuarop». Cinyx6a JIOY B Hem Obliia Ha3zBaHa
OOIINM OTJEIIOM.

Kakumu noxkymeHTamMu JOJKHA OBITH pErjaMeHTHpOBaHa JEATEIbHOCTh CO3JaHHOTO
otnena? Kak oHM coCTaBIsOTCS?

3aganue 3.

Kakoif JOKyMEHT SIBISIETCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUISIONIUM CHCTEMY
JOVY B xoHKpeTHOHM opranu3anuu ¢ ydetom ee crenuduku? Kak oH cocraBisieTcs, oOperaer
IOpPUIUYECKYIO CUITY?

3aganue 4.

C kakoil menblo cozmaercs Talenb yHU(UIUpPOBAaHHBIX (opM mokymeHToB? Kakas
METO/IMKa pa3pabOoTKH Tabesst UCIONb3yeTCs?

3aganue 5.

Kak pazpaborate anp00M yHUDUIMPOBAHHBIX (GOPM JOKYMEHTOB, CO3/1aBacMbIX B
opranuzanuu? Kakosa 11e5b ero co3nanus?

BapuanT 2

3aganue 1.AkmmonepHoe obmectBo «Ctpenay, pacmoioxkeHHoe B ropoae Koctpoma
(ropuanueckuii aapec: yia. Jlecnas, 22, ten. 46-01-34, dakc (043) 46-01-37), umeer rman
«Crpena-ExarepunOypr» B ropoae ExatepunOypr (mo aapecy: yin. Bokzanenas, 34, Ten. 23-34-
56, daxc (032) 23-34-55). Cnpoektupyiite OJIaHK MUChMa JIJIsl TOJIOBHOTO O(rica aKIIMOHEPHOTO
oOmiecTBa u ero ¢gunuana B ropoae ExarepunOypr.

3ananmue 2. AxunonepHoe oomectBo «Boctok» (114311, Mocksa, yin. Habepexnas, 1. 16,
kopr. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, MHH/KIIII
0000000000/000000000) siBsieTcst KpymHOM opraHu3anuei. Ero opraHu3amvoHHasi CTPyKTypa
BKJIIOYAET TPU JIenapTaMeHTa (B COCTaBe KaX10To 00pa30oBaHO OT YEThIpEX /0 LIECTH OT/CIIOB).
Jupektop Kaxaoro aemapraMmeHTta sisercs wieHom CoBera maupektopoB OOmiectBa ¥ B
npeenax CBOEH KOMIIETEHLMHM HMEET MpPaBO TMOANUCH JOKYMEHTOB, HCXOMISIIUX M3 €ro
nonpaszeneHus. B HacTosiee BpeMs BcTal BONPOC O MOATOTOBKE M BHEIPEHUH B NMPAKTUKY
pabotbl, kpome Omanka AO «BocToky, eme M OIaHKOB JENapTaMEHTOB 3TOTO AKIMOHEPHOTO
oOmiecTna.

CrpoekTupyiite oOummii OnmaHK opranm3aruu, oOmmil OnaHk W OJaHK JIs TUChMa
Henapramenta mepeBo3ok AO «Bocrok», OmaHk mucbMa gupekTopa JlemaprameHTta
npoussoactBa AO «BocTok».

3ananmue 3. Buiie-nmpe3uIeHT akKIMOHEPHOT0 KomMmepueckoro 6anka «Cupuyc» (321674, 1.
C, yn. FOxnas, 13/2, ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KTIIT
0000000000/000000000) BBICKa3aJl HAYaIbHUKY KaHIEISPUU TOKEIIAHWE HMMETh ONaHK ¢
yKa3aHHEM CBOEH JOJKHOCTH, MOTUBHUPYS €r0 TeM OOCTOSTENLCTBOM, YTO OH BEIET OOLIMPHYIO
MEPETUCKY.

[IpaBomMoYHO Jin OXkenaHue Bule-npe3uaeHTa? Kak qomkeH BBITISACTh TaKol OaHK?

3ananue 4. Vicnonssys popmyisap obpaselr, CIpOSKTUPYHTE:

a) OmaHK mUcbMa (C MPOJOJBHBIM PACIONIOKEHUEM PEKBU3UTOB), €CIH HCIOIB3YIOTCS
caenyromue peksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OnaHk mpuKasza (C MPOJOJBHBIM PACHOIOKEHHEM PEKBU3UTOB), €CIHU HCIOJB3YIOTCS
caenyromue peksusutsl: 05, 09, 13, 10, 11, 17;

B) OnaHK 3asBICHHS (C YIJIOBBIM DPACIONIOXKCHHEM PEKBU3HTOB) HA UMS TE€HEPAIHLHOTO
nupektopa OAO «Akcon» KocunieBa A.B. o mpenocraBieHMHM MaTE€pUaTbHOW MOMOIIU B
pasmepe 10 MPOT B cBsA3U € TAXKENIBIM CEMEUHBIM MOJIOKEHUEM.

3ananue 5. B uacnekuun denepanpbHOi HAIOTOBOW CIyKObI 110 JICHUHCKOMY palioHY T.
CraBponossi BO3HHMKJIa HEOOXOAUMOCTh B pa3paboTKe OJlaHKa pacHOpsDKEHUS A OThena 1o
pabote ¢ HamoromiareabukamMu. CIpoeKTHPYHTe Takoi OjaHK (C YIJIOBBIM PacIoIOKEHUEM
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PEKBU3HUTOB), €CIIU B JAHHOM CJIy4ae UCIOJIb3YIOTCs cieaytoniue peksusutel: 01, 05, 06, 09, 13,

10, 11, 17.

Kpurtepnu u mkaJjia olieHKH pelieHus NPAKTHYeCKOro 3aJaHusl

Ouenka

Kputepun

OTn4yHo

Omauyno  CTaBHUTCS, €CIOM  COACp)KaHWE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYET 3ajaHuio. OOydarouuiics, AEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTH4YeCKoe M TJIyOOKOe 3HaHME Yy4eOHOTO Marepuanga, yMEHHUE
CBOOOJHO BBINIOJHATH MpakTHUecKoe 3aaaHue. [IonHO ocBemaeT 3aJaHHYyI0
TeMy, €€ aKTYaJIbHOCTh W HOBH3HY. Marepuain H3JI0)KEH B OINpeNeIeHHOU
JIOTHYECKOU NOCJIEI0BATENBHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCTIOIb30BAaHUEM COBPEMEHHBIX HAyYHBIX TepMUHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAT B IOJHOM 00beME HEOOXOOUMBIC 3HAHHS U YMEHUS;
YMEHHE T0JIb30BaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JUTEPATypOii; 000CHOBAHHOCTh PE3YJIBTATOB U BHIBOJIOB, OPUTHHAIBLHOCTH
UJICH; CIIOCOOHOCTD MPEACTABIATh PE3YJbTAThl UCCIEAOBAHMS B TBOPUYECKOU
dopme; 000CHOBaHME BO3MOXKHOCTH TMPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTYYCHHBIX JaHHBIX. [IpoieMOHCTpHUPOBaH JIMYHBIN BKIJIAJ 00YydYaIOIerocs
B pabory. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpEOOBAHUSIM.

Xopowo

Xopowo craBuUTCS, €ClIH coAepXaHWe padoOTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYET 3afaHuto. OOydaromuiics JEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JIHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW IMOCIIEN0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHBIE ONMTMOKUA (MM OTOBOPKH),
UCIIPaBIICHHBIC MO TpeOOBaHMIO TperoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTAaTOYHO, OTpakeHAa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOywaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHMSIM.

YnoBiaersop
HTEJILHO

[Ipu  yoosremeopumenvnHom  OTBETE  coiep)kaHWe  pabOTHI/OTBETA
HEAOCTATOYHO IOJHOCTBIO COOTBCTCTBYCT 3adaHUIO. 3a;[aHHe BBITIOJTHEHO
gactuyHo. OOyyarommiics IEMOHCTPUPYET HEIOCTaTOYHOE OCBEUICHHE
SaI[aHHOﬁ TCMbI, JOMYHICHBI MOTPCIIHOCTH U HCTOYHOCTH, NOIMYCKACT OAHY
CYIIECTBEHHYIO OIHMOKY, HO 00JagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
YCTpaHEHHs I0J PYKOBOACTBOM mpenoaaBarens. HaydHas TepMUHOJIOTHS
UCTIONIB3YETCSI HEJAOCTAaTOYHO, BBIBOJABI HE OOOCHOBaHBI. JIMUHBIA BKIAn
oOyuaromerocsi B paboty HenmocratoueH. Odopmiienue paboTel He
TIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosiers
OPHUTEJBHO

[Ipu HeyoosnemsopumenvHom OTBETE CcolepKaHHE pPabOTHI/OTBETa HE
COOTBETCTBYET 3a/laHuio. B pabore mpoaeMOHCTpUPOBAH HU3KHUI YpOBEHD
3HAHMM W YMEHHWH, HaONIOMAl0TCSI 3HAYUTENIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNN HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHUYEH O0bEM
COJIepKaHUsl BBIMOJHEHHOTO 3anaHus. OdopmieHne paboThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBAHMSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB /IJIsl YCTHOI'O ONPoOCca

1. Ilenu u 3a1auu CEPBUCHOM AESITEIBLHOCTHA OpPTraHU3ALINH.

2. OCHOBHBIE METOABI W IPUEMBbl IUIAHWPOBAHUS, OpPraHU3AlMHM, MOTHBALIMH,
KOOPJMHAIIMH U KOHTPOJIS JeSTEIIbHOCTH OpraHu3aiuii cepbl CepBrca U MX MOIpa3iesieHUH.

3. HoxymenTarmonHoe obecniedenue ynpasienus (JIOVY).

4. 3naueHue nqokymeHTa B cepBuce. Mecto JIOY B nesaTenbHOCTH MEHEIKEPOB.
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5. YpoBHU yIpaBJICHUS U IPOLECCHl OPraHU3alUU. YPOBHU YIPABICHUS B MaJIOH
opraHu3anuy (PyKOBOASIIMNA M ONEPATUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOSIIUMA,
CTpaTEeruuecKuii, TAKTUIECKUI U ONEPAaTUBHBIN).

6. JlIokyMeHTHpOBaHHbIE MH(OpMAaLUS W YIPaBICHUYECKHUE DPELICHUS COOTBETCTBYIOLIUX
YPOBHEM.

7. JIOKyMEHTBI, MCHOJb3yEeMbIE PYKOBOAMTEISAMH W HWCIOJHHUTEISIMU IPHU BBINOJIHEHUU
CBOMX TIPOIIECCOB (MPaBOBbIC, OPraHU3ALMOHHO- PACIOPAIUTEIbHBIC, MIAHOBO-(pPUHAHCOBEIE,
BHEIIHNE HOPMATHUBHbIC, BHYTPEHHNUE HOPMATHUBHBIE U TEXHUYECKHE).

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

9. HopMaruBHO-TIpaBOBOE W  HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue JIOY
(HaIMOHANBHBIE CTAHAAPTHI, TOCYJAPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO O0ecreyeHus
yrnpasieHus u ee nend, [OCT P 7.0.8-2013 «/leronpou3BoACTBO U apXUBHOE J1€710. TepMUHBI U
ompenenenusi, ['OCT P 7.0.97-2016 «YHu(UIMPOBAaHHBIE CHUCTEMBI JIOKYMEHTAIMN»,
OO6mepoccuiickuii  Kaccu(UKATOp  YIPABJICHYECKOM  JTOKYMEHTAIlMHM, TOCYIapCTBEHHBIC
uHCcTpyKuuu 1o JJ0V).

10. OcHoBHbIE GYHKIIMH YIIPABICHUS CEPBUCHOM NESITEIBHOCTHIO.

11. TonsTue KnaccupuKaIy JOKYMEHTOB.

12. Knaccudukanusi JTOKYMEHTOB 1O CIOCO0y JOKYMEHTHPOBaHHS, TO cdepe
UCIIOJIb30BaHUS, 110 MECTY COCTABJICHHUS, IO TpUQY OrpaHUYEHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3IIOKEHHUS, MO CpOKaMm
XpaHEHUS.

13. TlonsiTHEe SIEKTPOHHOTO JOKyMEHTa. TpeOOBaHHMS K AICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa 1 HEJOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

14. DneKTpOHHBIM JOKYMEHTOOOOPOT M €ro peryJupoBaHWE HOPMATHUBHBIMU aKTaMH.
Obecnieuenne XpaHEHHsI AIEKTPOHHBIX TOKYMEHTOB.

15. YuuduuupoBaHHble CHCTEMbl IOKYMEHTALlMM: TOHATHE, BUIbI (OpraHU3alMOHHO-
pacnopsaIuTeIbHON JOKYMEHTAllMH; OaHKOBCKOM MOKYMEHTAluH; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OpTraHU3aIlii; OTYETHO-CTATUCTUUYECKON
JOKYMEHTAIlMHU; YYETHOW U OTYETHOM NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTanuu [lencuonnoro ¢ponga PO).

16. HeoOxoaMMoCTh €AMHBIX NpaBuil OQOopMIIeHHS TOKYyMEeHTOB. (CocTaB pEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

17. IloHsATHe rOpUANYECKOTrO 3HAa4eHUs AoKyMeHTa. Opuauuecku 3Ha4MMbIE PEKBU3HUTHI
nokymeHTa. IOpuandeckoe 3Hau€HUE IIEKTPOHHOTO JIOKYMEHTA.

18. TloHsaTHE s3bIKA CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CIYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YOEAMTENIbHOCTH, HEHUTPaIbHOCTh TOHA
U3JIOKEHHS; MCIOJb30BAaHWE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHATHIX COKPAITICHH ).

19. Ionsrue Onanka noKyMeHTa. Buabl OnankoB. PexBusnThel OnaHkoB. BapuaHTs
pacIoNIOXKEHUST PEKBU3UTOB.

20. OcHOBHBIE TpyNIBl OPraHU3ALMOHHO-PACIOPAIUTENBHBIX ITOKYMEHTOB. Dopmyrsp-
o0pazel] OpraHu3alMOHHO-PACTIOPSIIUTENHHOIO JOKYMEHTA.

21. OcHoBHbI€ BUBI YCTaBOB. [IpaBuiia cocTaBiaeHusl.

22. llonsatue koHTpakTta. TpeOoBaHUs K KOHTPaKTy. OCHOBHBIC BHUIBI TOJOKCHHH H
IIPaBUJIa COCTABJICHHUS.

23. OcHOBHBIE BUIbl MHCTPYKLIHI U MPaBUIa COCTABICHUSI.

24. lloHATHE NOMHKHOCTHOW MHCTPYKLMU U NpaBUila COCTABICHUS.

25. Ilonstue npuka3za. [IpaBuiia cocraBieHusl.

26. Ilonsarue pacnopsokenus. IlpaBuna cocraBieHus.

27. llonsiTua peuieHus: U npotokoia. [IpaBuna cocraBieHus.

28. TlonsaTus nOKIaaHON U coyxeOHOit 3anmucok. [IpaBuia cocraBieHus..
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29. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE U
HUPKYJISIPHBIE TUCHMA.

30. denoBoe MUCHMO B YCIOBUAX YHU(DHUKAIMUA. PEKBU3UTHI 1€70BOT0 MUCHMA.

31. BapuaHTbl agpecoBaHus MUCEM. S3bIKOBOM CTaHAAPT SI3IKOBOTO MUCHMA.

32. CraHpapTHBI acCleKT KOMIO3UIUMU JENOBBIX NuceM. PedeBoil ITHKET JAEI0BOTO
nrucbMa. Dopmysiel oOpameHus. MexayHapoaHbIe THChMa.

33. YcraBHblE TOKYMEHTHI. byXxraiatepckue M CTaTUCTUYECKHE TOKYMEHTHI. [IOKYMEHTBI
BHYTPEHHETO paclopsiKa.

34. JIokyMeHTbI, pPErIaMEHTUPYIOIIME OTHOLIEHUS C IIOCTAaBUIMKAMHU, C areHTamH,
MapTHEPAMH, TYPUCTAMM.

35. OOmas xapakTepucTuka 10roBopa. TpeboBaHUs K COCTABICHUIO JJOTOBOPOB.

36. JloroBopHbI€ OTHOUIEHHS MEXIY TYPOIIEPATOPOM U TYPareHTOM.

37. JIoroBOpHBIE OTHOIICHUS MEXIYy TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTEISIMU
TYPUCTCKUX YCIYT.

38. JloroBopHBIE OTHOIIEHHUSI MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

39. JloroBopHbIE OTHOLIEHHS MEXAY PELIEITUBHBIM U HHULIMATUBHBIM TypOI€paTOpaMHu.

40. JIOKyMEHTBI IO OpTaHU3alNU TYPUCTCKOTO MyTEIIECTBHUS.

41. 3asBKa Ha OPraHU3ALMIO TYPUCTCKOMN MOE3/KH.

42. 3asBieHue Ha Typ. AHKETa TypHUCTa.

43. 3asBka Ha OPOHHPOBAHUE TYPUCTCKUX ycayr. TypHucTckas myTeBKa.

44. ]JloroBOp O TYpPUCTCKOM OOCITY)KHBAHHH M MPABHJIA €T0 COCTABICHUS.

45. AreHTCKO€ COrJaleHue.

46. KoHTpaKT 0 COTpYAHUYECTBE B 00JACTH TypU3Ma C HHOCTPAHHBIM MTApPTHEPOM.

Kpurepuu u mkajna onieHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kpurepun
OT1auvHo Omauuno CTaBUTCS, €CIIU 00yYaIOUINIiCs JEMOHCTPUPYET II1yO0KOoe, MOTHOE
PACKPBITUC BOIIPOCOB. BI:II[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTUPOBAHBI U
WUTIOCTPUPOBAHbl MpUMepaMu. B ocBemieHuM cojepxaHus BOIpoca
HCIIOJIB3YCTCA aHAJIUTUYECKUU moaxona, O6OCHOBBIBaeTC$I CBOsA TOYKa
3peHus; JIeNaloTCsl CoJepKaTelbHbIE BBIBOJBI. Marepuan H3JI0KeH B
OIIPEEICHHOM JIOTHYECKOM MOCIEN0BATEIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCIIOJIb30BaHUE COBPEMEHHBIX HayYHBIX TEPMHUHOB; OTBET
CaMOCTOSITEIILHEIMN.
Xopoio Xopouto CTaBUTCS, €CIW OOydYaIOIMMICS JEMOHCTPUPYET TOCTATOYHO

MOJIHBIA U HpaBHHBHBIﬁ OTBCT, BbIABUT'ACMBIC TCOPCTHYCCKUC ITOJIOKCHUA
MOJTBEPK/IEHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI Pa3TUYHbIE MOIXObI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3PEHMs; CIIElNaHbl KpaTKUE BBIBOIbI;
MaTepuai U3JI0KEH B OMPEIEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, TIPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC 110 Tpe6OBaHI/IIO npenoaaBaTeiis.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydalOIIUKCA OMYCKAeT OJHY
HUTEeJIbHO CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTAaTOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI TMpPaBUIBLHO, HO OOHAPYKHUBACTCS
HCAOCTATOK PACKPBITHA TCOPHHU, BLIABUTIACMBIC ITOJIOKCHUA HCAOCTATOYHO
apryMEHTUPOBaHbl W HE TMOATBEPXKACHBI MpPUMEpPaMH; OTBET HOCHT
IIPEUMYIIECTBEHHO OIMCATEIbHbIM, a HE KOHLENTYAJIbHBIH XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBaerB | [Ipu neyoosniemsopumenvrnom oTBeTe OOYYaIOMIMUACSA JOMYCKAeT psif
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OPUTEJBbHO | CYIIECTBEHHBIX OLIMOOK, KOTOPbIE OH HE MOKET UCIIPaBUTh MPHU HABOISALINX
BONPOCax TpenojaaBarensi; HE MOXET JaTh HaydHOoe OOOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST ITOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasK TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOYHOCTH B
WCIOJIb30BAHNY HAyYHOW TEPMHHOJIOTHH.

3.3. [lepeuyeHb npuMepHO TeMAaTHKHU pedepaToB

1 Vaudukanus u craHgapTU3alus JAOKYMEHTOB: YHU(DUIIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTaIu!

2 Obuepoccuiickuekaaccu(HuKaTopel:001IepoCCUCKUIKIIacCHPUKATOPYIPABICHYECKON
nokymenTaiuu (OKVY J1)

3  VHudunupoBaHHBIE CHUCTEMBl JOKYMEHTAIlMU: YHU(DHUIMpPOBAHHAs  CHCTEMa
OpraHu3aIMoOHHO-pactopsaauTeasHoi nokymenTanun (Y COPJI)

4  VHuUIHUpOBaHHBIE CHUCTEMbl JOKYMEHTAlMW: YHU(DUIMPOBAHHAS  CHCTEMa
nokymenTaiuu [lencuonnoro ¢ouna Poccuiickoit denepanun

5 Benenue aenonpou3BoICTBa MO O0OpaIIeHUsIM TpakJaH B opranu3anusix IleHcnoHnHoro
dbonga

6 Benenue nenonpou3BoACTBa ¢ OOpaleHUSIMH T'PaXJIaH B YIPABICHUSAX COLMAILHON
3alIUThl HACEeJICHUS

7 Opranuzanusi paboThI ¢ OOpaIEHUSIMU TPaK/IaH B OpraHax BHYTPEHHUX ACI

8 DkcnepTusa HEHHOCTH JOKYMEHTOB U MOPAJOK Y4eTa 0C000 LIEHHBIX JOKYMEHTOB

9 Opranu3zanusi onepaTUBHOTO XPaHEHUs JOKYMEHTOB M MOATOTOBKA JIeJIa K apXUBHOMY
XPaHEHUIO

10 Opranuzanust paboThl C JOKYMEHTaMHU, UMEIOIIMMHU TPUQBI OTPaHUYEHUS JTOCTYTIa

11 [Mopsimok paGoThl ¢ KOH(PUACHIMATBHBIMUA JJOKYMEHTAMHU U MaTEepHaTIaMH

12 OcHOBHBIE XapaKTEPUCTUKHU JTOKYMEHTOO00pOTa U MpaBHIIa €T0 yyeTa

13 Tlopsimok ABMKEHUSI JOKYMEHTOB B OpTraHU3aluu

14 HopMaTUBHO-TIPAaBOBBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABIICHUS

15 Poab JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABIICHUS B COBPEMEHHON OpraHU3aIiu

16 Homenkuatypa fein: nopsiiok pa3paboTku U opopMiIeHus

17 Cron61oBoe (mmpukasHoe) aenonpon3Boactso B XV-XVII Ba.

18 Ilenonpoun3BocTBO B I peBHEPYCCKOM roCy1apcTBE

19 cnonHuTEnpHOE AET0MPOU3BOICTBO

20 CucremMa KOJIIEKCKOTO JEI0IPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpon3BoacTBa B XIX -Hauane XX B

22 YupaBieHue U Aesonpou3BoAcTBO B 1917-1941 rr.

23 Pa3Butue Poccuiickoil rocy1apcTBEHHON CUCTEMBI AEIONPOU3BOACTBA

24 Vctopus ynpaiaeHus U aenonpous3Boactsa B 1945-1990 rr.

25 Ucrtopus pa3BUTHs MUCBbMEHHOCTH U I€IONPOU3BoACcTBa B Poccun

Kputepun oneHkn paéoThl CTY1€HTOB NPH BbINOJIHeHHHU pedepaTa

Pedepar sto omna u3 ¢dopm ycTtHOM arrectanuu. Pedepar — 3T0 camocTosTenbHas
UCClIeIoBaTeNbCKass paboTa, B KOTOPOH aBTOP PAaCKPBIBACT CYTh HCCIEAYEMOW MPOOJIEMEI;
NPUBOJIUT pa3IUYHbIE TOUYKH 3PEHHUS, a TaKKe COOCTBEHHBbIe B3rjsabl He Hee. ConepikaHue
pedepara HOKHO OBITh JIOTUYHBIM; U3JI0KEHUE MarepHalia HOCUT MPOOIEeMHO-TEeMaTHIECKHIA
xapaktep. Pedepar cTuMynupyeT pacKpbhITHE HCCIIENOBATENbCKOrO MOTEHIMANA YdYallerocs
(BBITYCKHUKA), CIIOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYAHHUYECTBY, CAMOPACKPBITUIO U
MPOSIBIICHUIO BO3MOYKHOCTEH.

ABTOp pedepaTta  HJOMKEH  TPOAEMOHCTPUPOBATH  JOCTHIKCHHE WM  YPOBHS
MHUPOBO33PEHYECKOM, OOLIEKYIbTYpPHON KOMIETEHLUH, T.€. MPOIAEMOHCTPUPOBATh 3HAHUS O
pEaTbHOM MHpE, O CYIIECTBYIOIIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpoOIeMax, O BEAYyIIUX
MHUPOBO33PEHYECKUX TEOPHUSAX, YMEHUH MPOSBIATH OLIEHOYHbIE 3HAHUS, U3y4aTh TEOPETUUECKUE
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paboTbl, UCIONB30BaTh Pa3IMYHBIE METONBI HCCIEOBAHUS, NMPUMEHATH DPA3IUYHbIC MPHEMBI
TBOPYECKOU JAEATETbHOCTH.

1. Heo6xoauMo mpaBuiibHO CPOPMYIUPOBATH TEMY, OTOOpaTh MO HEH HEOOXOAWMBIN
MaTepual.

2. Mcrionb30BaTh TONBKO TOT MaTepral, KOTOPbIH OTpaskaeT CyIIHOCTh TEMBI.

3. Bo BBeaeHuu k pedepary He0OX0UMO 00OCHOBATH BHIOOD TEMBI.

4. TTocne uTaThl HEOOXOAMMO JETaTh CChUIKY Ha aBTOpa, Hanpumep [Nempou3BeaeHuUs 1Mo
CIIUCKY, CTP.].

5. MWznoxeHue JOKHO OBITH  MOCHENOBaTeldbHBIM. HemomycTuMel — HedeTKHe
bopMyIUPOBKH, peueBbie U opdorpaduieckre ommoOKy.

6. B moaroroBke pedepara HEOOXOJUMO UCIHOIB30BAaTh MaTE€pHANIBl COBPEMEHHBIX
W3JaHUl HE cTaplie S JeT.

7. Odopmiienne pedepata (B TOM YHUCIIE THUTYIbHBIA JIHCT, JUTEpATypa) JOKHO OBITH
rPaMOTHBIM.

8. Criucok nuteparypbl oopmisieTcss ¢ yKazaHHEM aBTOpa, Ha3BaHHMs MCTOYHUKA, MecTa
U3JIaHus, T0/1a U3/IaHusl, Ha3BaHUS U3/]aTeNIbCTBA, UCIOIb30BAaHHBIX CTPAHMUII.

Pedepar nmomxeH OBITH BBINOJHEH IMEYaTHBIM CHOCOOOM Ha OAHOM cTopoHe Oymaru
dbopmara A4 yepe3 monTopa mHTepBana. [[Ber mpudra gomxen ObITh yepHBIM, mpUDT Times
NewRoman, 14 nr.

Tekcr cneayer nmevararb, COOMIOAas CISAYIOMNUE pa3MeEpPHI MOJIeH: BepxHee U HiKHee — 20
MM, jeBoe — 30 MM, ipaBoe — 15 MM. AO3anHBIA OTCTYN JOMKEH ObITh OJUHAKOBBIM IO BCEMY
TEKCTY ¥ COCTaBIATH 1,25 cM.

BripaBHUBaHHME TEKCTA M0 MIMPUHE.

Pa3penraercs ncnosnb30BaTh KOMIBIOTEPHBIE BOZMOKHOCTH aKIIEHTUPOBAHUS BHUMAHUS Ha
OTIpeNIeICHHBIX TEePMHHAX, (hopMynax, HPUMEHsSI BBLACICHHUE JKUPHBIM IIPHUPTOM, KYPCHUB,
MOTYepKUBaAHHUE.

Bce crpanuisl 06s13aTeIbHO JOIDKHBI OBITh POHYMEpOBaHbl. Hymeparus 11cToB J0KHA
OBITh CKBO3HOW. Hymeparusi THCTOB HAuMHAETCS C TPEThero Jjucra (Tociie CoAepKaHus) U
3aKaH4yMBaeTcs rnocieaHuM. Homep cTpaHuiibl Ha TUTYJIBHOM JIUCTE HE mpocTaBinsgercs. Homepa
CTpaHUL IPOCTABJISIIOTCS B LICHTPE HMXKHEHN Y4acTH JincTa 06e3 TOUKH.

CIucoK HCIONIb30BaHHOM JINTEpaTyphbl ¥ MPUIIOKEHUS BKIIIOYAIOTCS B OOIIYI0 HyMEepaluio
JIUCTOB.

Odopmiienne TuTEepaTypsl:

Kaxxaplit MCTOYHUK AOIKEH COAEPKaTh ClEAYIoIne 00a3aTeNbHbIE PEKBU3HUTHI:

- hamMuMsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3/1aTeNbCTBO;

- MECTO U3/IaHUS;

- TOJ] U3/1aHusl.

Kpurepuu onenku pedepatosn:

- AKTyalbHOCTb TEMBI

- COoOTBETCTBUE COEPKAHUS TEME

- 'myOuna npopaboTku mMaTepuana

- [IpaBubHOCTH M MOJHOTA UCHIOIB30BAHUS UCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpucyTCTBHE BCEX BBIIICNICPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHMWE Yy4YallUMCs W3JI0KEHHOro B pedepare marepuala, yMEHHE TIpPamMOTHO U
apryMEHTHPOBAHO U3JIOKUTH CYTh IPOOIEMBI;

3. MIPUCYTCTBUE JTUYHON 3aMHTEPECOBAHHOCTH B PACKPHIBAEMOM TeMe, COOCTBEHHYIO TOUKY
3peHHsl, apTyMEHTHl 1 KOMMEHTapHUH, BBIBOJIBI,
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4. ymeHue cBoOOJHO OecenoBaTh MO JIOOOMY IMYHKTY IUIaHAa, OTBEYaThb HAa BOIPOCHI,
[IOCTaBJIEHHBIE YJIEHaMU KOMUCCHH, IO TeMe pedepara;

5. yMeHue aHanM3upoBaTh (PAKTHYECKH MaTepuad W CTaTHUCTUYECKUE JaHHBIE,
UCIIOJIb30BaHHbIE IPU HAIIMCAaHUU pedepara;

6. HalIM4yMe KAauyeCTBEHHO BBINOJHEHHOIO NIPE3EHTALIMOHHOIO MaTepuana Ui (M)
pa3gaToyHoOro, He TyOJIMPYIOIIET0 OCHOBHOM TEKCT 3alIUTHOTO CJIOBA, a SABISIOLIErOCS €ro
WILTIOCTPATUBHBIM (DOHOM.

«XOpOLIO»:

1. Menkue 3ameuyanust Mo opopmIIeHHUIO pedepaTa;

2. HE3HAUUTENbHbIE TPYJHOCTH 110 OAHOMY M3 IIEPEUUCICHHBIX BbIIIE TPEOOBAHUH.

«yJIOBJIETBOPUTEIHHOY:

1. Tema pedepara packpbITa HEAOCTATOUHO MOJIHO;

2. HETIOJIHBIA CHUCOK JIUTEPATyPhl U HCTOYHHUKOB;

3. 3aTpyaHEHUS B U3JI0KEHUHU, APTYMEHTUPOBAHHH.

«HEYJIOBIICTBOPUTEIHHON:

TeMa He pacKpbITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3aJaHUI
B Tecte HeoOx01uMO BBIOpATh MPaBUIIBHBIN OTBET (MX MOXKET ObITh HECKOJIBKO) MIIN yKa3aTh
MOCIIe0BATEIHHOCTh O0BEKTOB.
1. lokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepUAILHOM HOCUTENE HH(OPMALIKS ¢ PEKBU3UTAMU,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATS.
2. Hocurens nndopmaiuu, UCIOIb3yeMOM B LIETSAX PEryJIUpPOBaHUS COITUATBHBIX OTHOIIIEHUH.
3. Uudopmarus, 3apukcupoBaHHas J00BIM CIIOCOOOM Ha JTI000M HOCHUTEIE.
2. IlopJIMHHUK JOKYMEHTA — 3TO:
1. [TepBblit MM €IUHCTBEHHBIN 3K3EMILIAP JOKYMEHTA.
2. DK3eMIUISIp JOKYMEHTA, C KOTOPOIO CHSITAa KOMHUSI.
3. IOpuaunyeckas cujia J0KyMeHTa — 3TO:
1. OcobeHHOCTH BHEITHETO OPOPMIICHHUS JOKYMEHTA.
2. CBUJIETENBCTBO HAIMYKSA B IOKYMEHTE MOJIOKEHUN HOPMATUBHOTO XapaKTepa.
3. CriocoOHOCTh JOKYMEHTA MOPOKAaTh ONPEEICHHbIE TPABOBbIEC MOCIEACTBHSL.
4. UmeeT JIM IOPUIMYECKYIO CHIIY IOKYMEHT, NOJy4eHHBbIH 10 GaKCHUMUJIBLHOMI CBA3U?
1. Jla.
2. Jla, o coriameHnio CTOpOH HHPOPMALIMOHHOTO OOMEHa.
3. Her.
5. Kakoii n3 nepe4ucjJIeHHbIX PeKBU3UTOB He OTHOCHTCS K PEKBU3MTAM yI0CTOBePeHHA?
1. I'pud yrBep)aeHUs.
2. Ileuars.
3. OTMeTKa 0 3aBEepEHUU KOIHH.
4. Bu3a coriacoBanusl.
5. Iloanuce.
6. B kakoii mocy1e10BaTeIbHOCTH J0JIKHBI ObITH PACIOJIOKEHbl HAUMEHOBAHNS B 0J1aHKe
nucbma Gpuianana opranm3anuu?
1. OTKpbITOE aKIIMOHEPHOE OOIIECTBO.
2. (OAO «CubuedTtn»).
3. @uinan B roposae XaHTel-MaHcHIICKe.
4. «Hedtsnas kommanus “Cubduedts”».
7. Kakne peKBU3UTHI BKJIOYAIOTCA B OJIAHK NUCbMa?
1. MecTo cocTaBieHuUs WK U3IaHUS JOKYMEHTA.
2. 3aroJoBOK K TEKCTY.
3. HaumMeHOBaHWE OpraHu3aluu.
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4. ToBapHBIi 3HAK (3HAK OOCTYKUBAHUS).

5. HaumeHoBaHue BUJa JOKYMEHTA.

6. Anpecar.

7. CuipaBOYHBIE TaHHBIC 00 OpPraHU3aIUH.

8. Ha kakoM 3k3eMILIsipe 1eJI0BOr0 NUCbMA, MOATOTOBJICHHOM /JIsl OTIIPABKH aJpecaTty 1no
1Mo4Te, NPOCTABJISIOTCH BU3bI?

1. Ha mogyinHHMKE, OTIIPABIsieMOM ajpecary.

2. Ha xonuu, mnomeniaeMom B 1€J10 OpraHu3allku.
9. Kakoii pekBH3HT 0)OpMJIEH HENNPAaBHJIBHO?
1. HaumMeHOBaHWEe OpraHu3anyu-aBTopa.

2. CripaBo4HEbIE TJaHHBIE 00 OpraHU3aIUH.

3. lara nokymeHTa.

4. PeructpalinoHHbIN HOMEP JOKYMEHTA.

5. 3aroyioBoK K TEKCTY.

HexoMmMepueckoe napTHEPCTBO
«'AJAbANSA MPOPECCHUOHAJIBHBIX PUDJITEPOB»
HcriomHUTENPHOMY TUPEKTOPY
Poccuiicko-
IBENIIAPCKOTO
3aropoaHoe 1., 5, Mocksa, 118365 COBMECTHOTO
MPEANPUITHS
Ten. (495) 245-18-01; daxc (495) 245-30-00
«RussianTrust&TradelLtd.»
OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 r-ny I['.Il. CugopoBy
Bonokonamckoe
mr., 10,
Mockaa,
215080

10. Kakoii BapuaHT 0(popMJIeHUS CIPABOYHBIX JAHHBIX 00 OPraHU3aluu U KOJA0B B
0/1aHKe OPraHU3alHU SBJIAETCH NPABUIbHBIM

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

11. YTo no/KeH caeaTh pa00OTHHK OPraHU3aliy, BUSHPYIOLINI JOKYMEHT, eC/Id OH He
COIJIACEH C ero cojep:kanuem?
1. OTka3arbcst OT BUBUPOBAHUS JOKYMEHTA.
2. 3aBU3MPOBATh TOKYMEHT, BEIPA3UB CBOEC MHEHUE.
12. Kakoii BapuaHT 3aro/10BKa K NUCbMY Bbl CUMTAaeTe NPABHJIbHbIM?
1. O noroBope NoCTaBKH.
2. O HeBbINONHEHUH JoroBOpa nocTaBk oT 12.08.2005 Ne 45/67.
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3. O HEBBINIOJIHEHUH 10TOBOPA.

13. Kak no/xHa ObITh 0)OpMIIeHA OANUCH, €CJIM 3aMeCTHTE b PYKOBOIUTEJIA
OpPraHM3aliy MMeeT MPABO MOANNCHIBATH JOKYMEHTHI BMECTO PYKOBOJAUTE/ISI B CJIy4ae ero
BPEMEHHOI0 OTCYTCTBHUS?

1. 'enepanbHbIil TUPEKTOP [Honnuce JLN. Cagukos
2. 3aM. reHepallbHOTO AUPEKTOPA [Tonnuce O.I1. Pemu3zoB
3. N.o0. renepanbHOTO IUpPEKTOpa [Honnuce O.I1. Pemu3zon

14. Kak no/kHa ObITH 0popMIIeHA NOANNCH B MUCbMeE, €CJIM KOMMePYeCKUil TMPeKTop
¢upmbl (H.U. CtapkoB) HAXOAUTCH B OTILYCKe, 2 MCIIOJHEHHE ero 00A3aHHOCTell MPUKA30M
BO3JI0’KEHO Ha 3aMecTHTe sl koMMepueckoro nupekropa (E./I. Tabakosa)?

1. KomMmepueckuii TUpeKkTop [Toanuce E.JI. TabakoB
2. 3aM. KOMMEPYECKOT0 JUPEKTOpa [Hoanuce E.JI. TabakoB
3. N.0. KOMMEpPYECKOT0o AUPEKTOPA [Toanuce E.JI. TabakoB
15. HyxHo Ji1 3aBepATh NeYaThI0 OPraHU3AIUN NPUKA3bl PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo0 3aBepsieTcs nNe4aTbo?

1. 'apaHTHIIHOE THCHMO.

2. KoMmMmepueckoe mpeioKeHue.

3. IIuceMo-1ipocsoa.

17. Kakoii BapuaHT opopMJIeHUS Pe30JI0UUMN PYKOBOIUTEJIS ABJISIETCS MPAaBUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowy noocomogums 3axaoueHue Ipowy paccmompeme.
k18.04.2007. Iloonucwe pykosooumens
Iloonucs pykosooumerns 10.04.2007
10.04.2007

18. Kakoii BapuanT 0popMJICHUS] OTMETKH 0 HAJMYHUM NPHIIOKEHHUS B
CONPOBOJUTEILHOM NHCbMe SIBJISICTCS NPABUIbHbIM?
1. ITpunokenue: ynomsHyToe Ha 3 J1. B 1 9K3.
2. [Ipunoxxenue: o TeKcTy Ha 3 . B 1 3K3.
3. Ilpunosxxenue: Ha 3 1. B 1 3K3.
19. JloyskeH JiM UCIOJIHUTEIb, IOATOTOBUBIINI TEKCT MUCHMA, BUBMPOBATH JOKYMEHT?
1. Ja.
2. Her.
20. Kakue HOpMBbI IPUMEHSIIOTCS AJIS1 pacyeTa YMCJICHHOCTH AeJI0NPON3BOACTBEHHOI0
nepconaJa?
1. HopmbI BEIpaOOTKH.
2. Hopmbl BpemMeHH.
3. HopMBI ynpaBisieMOCTH.
4. HopMmbl 00CTyKUBaHMS.
21. Kakoii BapuaHT (P OPMYJHPOBKH MYHKTA PACIIOPSAAUTEIbHON YaCTH IPUKA32a SIBJISIETCS
NMpPaBUJIbHbIM?
1. 'maBHOMY OyXranTepy MoAroTOBUTH U NMPEICTABUTh HA YTBEPKJIEHUE CMETY pacXo0B Ha
KOMaHIUPOBKU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBaomy Oyxranrepy JmutpueBy [1.JI. moaroToBUTH U MpeACTaBUTH HA YTBEPKICHUE CMETY
pacxonoB Ha komaHaupoBku B 2007 r. B cpok 10 20.01.2007.
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3. I'maBHOMY Oyxrantepy OOO «Arat» [1.JI. JIMuTpueBy NOArOTOBUTH U MPEACTABUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
4. Ilopyuuts rnaBHomy Oyxrantepy JAmutpuery [1.JI. moAroTOBUTH M MpeaCTaBUTh HA
yrBepxacHueE B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
22. JIoKyMeHTO0000pOT — 3TO:
1. Tlepenava noKkymMeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IPOIIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHU3allMd ¢ MOMEHTA UX CO3JaHMs WU TIOJIy4YEHUS 10
3aBEpIICHUSI UCIIOJIHEHUS WM OTIPABKH.
3. JIBuKeHHEe KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, MPUHATHUS M UCIIOTHEHUS
peLIECHUH.
23. sBasiercs 4 3a4a4a cCOBepLICHCTBOBAHHUA (OPM U MeTOI0B PadoThl C JOKYMEHTAMH
3apavei cayxon1 J0OY?
1. Jla.
2. Her.
24. Kakoii JOKyMEHT OTHOCHTCSI K HeperucTpupyemMbiM?
1. ITucemo-3ampoc.
2. Xano0Ga rpaxmaHuHa.
3. ConpoBOAUTEIBLHOE MTUCHMO.
4. PexiaMHOE TUCHMO.
25. JoJkeH jid pa0oTHHUK cy:k0b1 JLIOY, ocymecTB/ISIIOIIUNA KOHTPOJIb 32 UCIIOJTHEHHEM
AOKYMEHTOB, HATIOMHMHATH HCIOJHUTEISIM O NPHOJIMAKEHHN CPOKOB MCIOJTHEHHS
HAXOASAIIUXCSA Y HUX JOKYMEHTOB?
1. Ja.
2. Her.
26. KakoB MakcMMAJIbHBIN CPOK HCIIOJHEHHs O0paleHuil rpakaan?
1. 15 nueit.
2. 30 nuei.
3. 45 nueit.
4. 60 nueit.
27. B Kakux JHAX YCTAHABJIUBAKOTCH CPOKHM UCIOJHEHUSA TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B paGounx gHsX.
28. K10 MO:KeT nepeHecTH CPOK HUCIOJHEHHS NOPYYEHHs], TOJTY4eHHOr0 M3 BbIIIECTOS IIeH
opranusauum?
1. PykoBoauTenb opraHu3aluy, UCIIOIHSIOIEH TOpyUEHUE.
2. PykoBOIUTENb BBILIECTOSIIEH OpraHU3aINY.
3. Cnyx6a J10Y opranusanuu, UCTIOTHSIOMIECH TOpYYEHHE.
29. Kakoii u3 kjiaccugukaTopoB MOkKeT UCIOJIb30BATHCS MPHU PerucTPpanumn
NOCTYNAIOMUX JOKYMEHTOB?
1. Kimaccugukarop H10KHOCTHBIX JIUII.
2. Knaccugukatop BHIOB IPOAYKLIUH.
3. Knaccudukarop eauHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO IETICHHUSL.
30. Kakoif JOKyMeHT cocTaBJisieTcsl IPH He00X0AMMOCTH 3a(PMKCHPOBATH CJI0KHBIIYIOCS
CUTYAIUIO UM O0HAPYKeHHbIe (PaKThI?
1. ITpoToxou.
2. CnpaBka.
3. AKT.
31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHUsl PYKOBOAUTE/eM OPraHu3anum?
1. [TonmoxxeHue o OyxranTepuu.
2. CnpaBka 0 3a10JKEHHOCTH MPEANPUSITHSA.
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3. IInceMo-3a1poc O MPeAOCTaBICHUH HHPOPMALIUH.

4. ITpoTokoJ 3acelaHusi COBETa TUPEKTOPOB.

32. KakuM 00pa3oM B OPraHM3aluM PACHpeesII0TCS 00513aHHOCTH MeK1Y PYKOBOACTBOM,
B TOM 4HcJIe TPaBO NOANUCHIBATH JOKYMEHTbI?

1. YcTanaBinBarTCs B COOTBETCTBUU C YCTHBIMH PacOPSKEHUSIMH PYKOBOIUTENS.

2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIMUTES.

3. YcraHaBIuBarOTCSA B MHCTPYKLUU 110 JEIONPOU3BOICTBY.

33. Cko0JIbKO 3K3eMILIAPOB MPUKAa3a NOANNCHIBACT PYKOBOAUTEIb?

1. Heckoubko.

2. JlBa.

3. OnuH.

34. Ha xoro MOKeT ObITh BO3JIOKEH KOHTPOJIb 33 UCIIOJITHEHUEM B TOCIIEIHEM ITyHKTE TIpUKa3a?
1. Ha pykoBoauTenst CTpyKTYpPHOI'O IOIpa3AeJICHNU.

2. Ha 3amecTtutens pyKOBOJMUTENS] OpraHU3allUH.

35. Kakoe yTBep:k1eHue sIBJISIETCA NPABUIbHBIM?

1. B kaxxnoii opranu3anuy 10JKHA OBITH CBOJHAS HOMEHKJIATypa /1€ U HOMEHKJIATyphI 1€
CTPYKTYPHBIX IOJIpa3eICHUH.

2. B xaxmoii opraHu3aiuu J0JKHA OBITh CBOJIHASI HOMEHKJIATYpa Jel.

3. B kaxxao¥i opranu3auy J0JDKHBI OBITH TOJEKO HOMEHKIIATYPHI JIENT CTPYKTYPHBIX
MoJpa3ieICHHM.

36. Kakue npu3HaKu oTpakeHbl B 3arosoBke geja: «IIporokoas 3acenannii Copera
JMPEKTOPOB 001eCTBA»?

1. KoppecnoH1eHTCKuU.

2. HoMuHaNIbHBIN.

3. ABTOpCKHUH.

4. IIpeaMeTHO-BOTIPOCHBIM.

37. Kaxoii 3aroJi0BOK JeJia Bbl CUMTaeTe NPABUWIBHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOrO LIEHTPA.

2. PacueTsl, cMeTHI, IJIaHbI paboT, EPENUCKa U JPyriue JOKYMEHTHI O CTPOUTENIBCTBE TOPIOBOTO
LEHTPA.

3. JIOKyMEHTBI O CTPOUTENIBCTBE TOPTrOBOT'O IIEHTPA (pacueTsl, CMETHI, IIaHbI padoT, MepenucKa
u ap.).

38. JlonmycTtumo i (popMHUPOBATH MEPeNuCcKy B Aej1a 10 NpuHuuny: «Bxoasmas
KoppecnoHaeHus», « Acxoasmas KoppecnoHaeHuus» ?

1. Jla.

2. Her.

39. MoKHO JI1 IOMeaTh B O/THO 1eJ10 JOKYMEHTbI BpEMEHHOI'0 M TOCTOSTHHOTO CPOKOB
XpaHeHusi?

1. Ja.

2. Her.

40. B kakoe 1e/10 noMemaeTcsi BHyTPeHHsIsI ONUCH?

1. JInmunoe neno.

2. Ilpukasbl OpraHu3anuy 1o JUYHOMY COCTaBY.

3. Ilepenucka c opraHamMu BJIAaCTU U YIIPABIICHUS.

41. B KaKoM roay Mo:XKHO YHHYTOKUTH JOKYMEHThI, co3faHHbIie B 2000 r. n umeromue
cpok xpanenus 10 jger?

1. B 2010 ronay.

2.B 2011 rony.

3.B 2012 rony.

42. Ha xakoM 3Tamne o00padoTKH /1e/1a MPOBOJAUTCS HyMepauusi JUCTOB?

1. Ilpu o6paboTke nena i mepeiay Ha apXUBHOE XpaHEHHE.

2. I1o 3aBepiieHNH AEIONMPOU3BOJCTBEHHOTO rO/Ia.
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3. [Ipu nomenieHn UCIOTHEHHBIX IOKYMEHTOB B JEJIO.
43. Kakue Tpu BuJa onucei JeJ1 COCTABJISIOTCS B OPraHU3aANUM NPU MOATOTOBKeE JeJI IS
nepeaavn Ha ApXUBHOE XpPaHeHue?
1. Onuch NpUIIOKEHHUN K TOKYMEHTaM.
2. Onuce Aen NOCTOSIHHOTO XpaHEHUS.
3. Onuck nen BpemeHHoro 10 10 met xpaHneHus.
4. Onuck Aen 1o JMYHOMY COCTaBYy.
5. Onuck ien BpeMeHHOTo cBbiiie 10 JIeT XpaHeHusl.
6. Onuce Jien, NoJISKAIUX YHUUYTOKEHUIO.
44. Ha xakoM 3Tane yTBepIaK0TCH AKThI 0 BbIJeJEeHNH JOKYMEHTOB ¢ HCTEKIIIUMH
CPOKaMHU XPAHEHUS K YHHUYTOKEHUI0?
1. 1o yTBepx’aeHUs ONKCEN Ae.
2. Ilocne yTBep:KI€HUS OMUCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JEII.
45. KTo yTBep:xIaeT HOMEHKJIATYPY JieJ1 OPraHu3aluu, ONUCH JOKYMEHTOB U AKThI 0
BbIJIeJICHUH JOKYMEHTOB K YHUYTOKEHUIO?
1. DKcniepTHast KOMUCCHS OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alui.
3. ApXuB, IPUHUMAIOLIUN JOKYMEHThI JAHHON OpraHU3alliyi Ha XpaHEHHE.
Kpurepum oueHku TecToB:

Tect - cuctema cTaHIApPTU3UPOBAHHBIX 33JaHUM, MO3BOJIAIONIAS MPOLEIYPY U3MEPEHUS
YpOBHsI 3HAaHUW W YMEHHH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HalpaBJ€HHAsT Ha MPOBEPKY BIAJEHUA TEPMUHOJIOTMYECKUM aIllapaToM, COBPEMEHHBIMU
MH(OPMALMOHHBIMU TEXHOJIOTHSIMH U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTATBHBIX U
MPUKIATHBIX JUCHUIUIMH. TeCT COCTOMT M3 HEOOJBIIOTO KOJUYECTBA AJIEMEHTAPHBIX 3a/1ay;
MOJKET MPEAOCTAaBISTh BOZMOKHOCTh BBHIOOpa M3 MEpEUHsI OTBETOB; 3aHUMAET 4acTh y4eOHOTO
3aHATus (1030 MUHYT); MpaBUIbHBIC PEIICHUS Pa30OMpAIOTCS HA TOM XK€ WM CIETYIoLIeM
3aHATUH; YaCTOTA TECTUPOBAHUS ONPENEIAETCS MPENOo1aBaTesieM

IxaJia oueHoOK TecTa

Menee 50% - «HEyIOBIETBOPUTEIBHOY

51-60% — «yn0BIETBOPUTEIBHO»
61-80% — «xopouio»
81-100% — «oTIUYHO»

TunoBble 3aaHNA 1S IPOMEKYTOYHON aTTEeCTAIIUN

3.5. IlepeyeHb NPpUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. JoxymenTtammonHnoe obecniedenue ynpasienus (JJOVY).

2. 3naueHue noKymeHTa B cepBuce. Mecro IOV B nedarenbHOCTH MEHEIKEPOB.

3. YpoBHU ympaBieHUSI W TPOIECCHl OPraHu3alMyd. YPOBHM YIOPaBICHHS B MaJlol
opranuzanu (PyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIHIA,
CTPaTeTUUECKHUM, TAKTUIECKUN U OTIEPATUBHBIN ).

4. JlokyMEeHTUpOBaHHbIE HMH(MOpPMAIMS U YIPABICHUECKUE PEIICHHSI COOTBETCTBYIOIUX
YPOBHEHM.

5. JIOKyMEHTBI, MCHOJIb3YEMBIE PYKOBOIUTENIAMU WU HCIOJHUTEISIMU TPU BBINOJIHEHUU
CBOMX IIPOILIECCOB (IIPaBOBbIE, OPraHU3ALMOHHO- PaCIOpPAIUTEIbHBIE, MJIAHOBO-(PHHAHCOBEBIE,
BHEIIHNE HOPMATHUBHBIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKHUE).

6. 3akoHomatenbHOe perynmupoBanue OV (penepaibHbie 3aKOHBI).

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HalMOHANbHBIE CTAaHAAPTBI, TOCYJApPCTBEHHAs CHCTEMAa JOKYMEHTAI[MOHHOIO O0ecreyeHus
ynpasnenus u ee ueiau, 'OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXuBHOE A€n0. TepMHUHBI 1
onpeaenenus, ['OCT P 7.097-2016 «YHudumupoBaHHblE CHCTEMBl JIOKYMEHTAIIHH.
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YHudumpoBaHHas cucreMa OpraHu3alMOHHO-PACIOPSIIUTENbHON JOKyMeHTauuu. TpeboBaHus K
oOopMIICHHIO TOKYMEHTOBY, O0IIepoCCUiCKHi Kitaccu(uKkaTop yrpaBiIeHUECKON TOKyMEHTAIIHH,
rocyaapcTBeHHble HHCTpyKImH 1o JI0Y).

8. OcHOBHbIE (YHKIIMH YITPABICHUS CEPBUCHOM JESITEIIBHOCTHIO.

9. IlonsaTHe KIaccuPpUKAINU JOKYMEHTOB.

10. Knaccudukanust MTOKyMEHTOB TO CrocoOy JTOKYMEHTHpOBaHUs, IO cdepe
UCIIOJIb30BaHUs, 10 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYEHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3JIOKEHHUS, MO CpOKaMm
XpaHEeHHUs.

11. ITonsATHE SIEKTPOHHOTO JOKyMEHTa. TpeOoBaHHS K HICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa U HEJOCTATKU AIEKTPOHHOIO JOKYMEHTA.

12. DneKTpOHHBI JOKYMEHTOOOOPOT M €ro PperyJupoBaHWE HOPMATHUBHBIMU aKTaMH.
Obecneuenne XpaHeHHsI AIEKTPOHHBIX TOKYMEHTOB.

13. YauduuupoBaHHbIE CHUCTEMbl IOKYMEHTALIMM: TOHATHE, BUJIbI (OpraHU3aluOHHO-
pacropsaaIuTeNbHON JOKYMEHTAllMH; OaHKOBCKOM JTOKYMEHTaluu; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJKETHBIX OpraHU3aIlii; OTYECTHO-CTATUCTUUECKON
JOKYMEHTAIlMHU; YYETHOW U OTYETHOW NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTanuu [lencuonnoro ¢ponga PO).

14. HeoOxoauMOCTh €AMHBIX NpaBuil OQOopMIIeHHS TOKYyMEeHTOB. CocTaB pEKBH3UTOB
nokyMeHTOB. [IpaBuna opopmieHust peKBU3UTOB.

15. IloHsATHe ropuaUYECKOro 3HadeHus AokyMmeHTa. Opuauuecku 3Ha4MMbIE PEKBU3HUTHI
nokymeHTa. IOpuandeckoe 3HaueHUE 3JEKTPOHHOTO JOKYMEHTA.

16. TloHsaTHe s3bIKa CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa CIYKEOHBIX
JOKYMEHTOB (TOYHOCTh U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTH, HEHUTPAIbHOCTh TOHA
U3JIOKEHHS; MCIOJb30BAaHWE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
HCIIOJIb30BaHNE OOIICTIPUHATHIX COKPAITICHH ).

17. lonsatue Onanka noKyMeHTa. Buabl OnaHkoB. PexBu3uThl OnaHkoB. BapuaHTsl
PacIoNIOKEHUS PEKBU3UTOB.

18. OcHOBHBIE TpyNIbl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX ITOKYMEHTOB. Dopmyrsp-
o0paszel opraHu3aMOHHO-PACIIOPSIUTENBHOTO JOKYMEHTA.

19. OcHoBHbl€ BUIBI ycTaBOB. [IpaBuia cocraBieHus.

20. ITonsatue koHTpakTa. TpeOGoBaHWs K KOHTPaKTy. OCHOBHBIC BHUIBI TOJOKCHHA H
IIPaBUJIa COCTABJICHHUS.

21. OcHOBHBIE BUJIbl MHCTPYKIHI U MPaBUIa COCTABICHUSI.

22. lloHATHE NOMKHOCTHON MHCTPYKLMU U NpaBUila COCTABICHUS.

23. Ilonstue npuka3za. [IpaBuiia cocraBieHusl.

24. llonsarue pacnopsokeHus. IlpaBuna cocraBieHus.

25. IlousiTusa peuieHus: U npotokoia. [IpaBuna cocraBieHus.

26. TlonsaTtus NOKIaaHON U coyxeOHOit 3anmucok. [IpaBuia cocraBieHus!.

27. Knaccudukanus aenoBbix mucemM. Kommepueckue u aenoBble mrucbMma. OOBIYHBIC U
HUPKYJISIPHBIEC TUCHMA.

28. JlenoBoe MUCHMO B YCJIOBHSX YHU(DHKAUUA. PEKBU3UTHI 1€10BOTO MHUCHhMA.

29. BapuaHThI aipecoBaHus MUCEM. SI3bIKOBOM CTaHAAPT SI3bIKOBOTO NMHUCHMA.

30. CtaHmapTHBIA aCMEeKT KOMIIO3WUILIMM JIeJIOBBIX MHUCEM. PeueBOil ATHKET JEeI0BOTO
nucbma. opmynsl oOpamnienus. MexayHapoJHble MHChMa.

31. YcraBHble NTOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKyMEHTBI
BHYTPEHHETO paclopsIKa.

32. JIoKyMEHTBI, pErJIaMEHTUPYIOIIME OTHOIIEHUS C IIOCTaBIIMKAMHU, C areHTaMu,
napTHEpaMH, TYPUCTaAMHU.

33. OO6mas xapakTepucTuka goropopa. TpeGoBaHUS K COCTABICHUIO JIOTOBOPOB.

34. JloroBopHbIE OTHOUIEHMS MEXAY TypOIIEpaTOPOM U TypareHTOM.
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35. JIoroBOpHBIE OTHOIICHUS MEXAYy TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTEISIMU
TYPUCTCKUX YCIIYT.

36. JloroBopHBIE OTHOIIEHHSI MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

37. JloroBOpHbIE OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.

38. JloKkyMeHTBI MO OpraHu3aluyl TYPUCTCKOTO MyTEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUIO0 TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTA.

41. 3asgBka Ha OPOHHPOBAHUE TYPUCTCKUX ycuyr. TypHucTckas myTeBKa.

42. JloroBOp O TYpUCTCKOM OOCITY)KHBAHHH M MPABHJIA €T0 COCTABICHUS.

43. AreHTCKOE COrJalieHue.

44. KoHTpaKT 0 COTPYAHUYECTBE B 00JACTH TypU3Ma C HHOCTPAHHBIM MTapTHEPOM.

Kpurepuu u mkajna onieHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kputepun
OtanyHo Omauyno CTaBUTCSA, €CIIM 00yYaroUIUiicsa 1EeMOHCTPUPYET IITy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMeEpaMu. B ocBeleHun conepxaHus BoIpoca
HCIIOJIB3YCTCA aHATUTHYECKU I moaxon, 00OCHOBBIBAETCSI CBOS TOYKa
3pEHMs; JIeNalTCsA COJACpXKATelbHbIE BBIBOABI. Marepuan H3JI0KEH B
OIIPEEIECHHOM JIOTHYECKOU OCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCHOJIL30BaHNE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEILHBIM.
Xopouo Xopouwto CTaBUTCS, €CIW OOyYaIOIMMICS JEMOHCTPUPYET TOCTATOYHO

MOJIHBI M TIPABWIBHBIA OTBET; BBIIIBUTAEMBIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJITBEPK/IEHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3IUYHbIE MOIXOIbI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CIIElaHbl KpaTKUE BBIBOIbI;
MaTepuai U3JI0KEH B OMPEICICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
9TOM JOMYIIEHBbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
WCIIPABIICHHBIC IO TPEOOBAHUIO MIPETOIaBaTes.

Ynosaersop | [Ipu yoosremeopumenvrnom oTBeTe 0OydaOIIUKCA OMYCKAeT OJHY
HUTEeJIbHO CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHbI TpPaBUIBLHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIIBUTAEMbIC TOJOKEHUS HEIOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPKACHBI MpPHUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIUCATEeNbHBIN, a HE KOHIENTYAIbHBI XapakTep;
Hay4yHas TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBnaers | [Ipu neyoosniemsopumenvrnom oTBeTe OOYyYalOIIMUACA JOMYyCKAaeT psif
OPUTEJBbHO | CYIIECTBEHHBIX OIIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJISALINX
BONPOCax TperojaaBarelsi; HE MOXET JaTh HaydHOoe OOOCHOBaHHE
po0JIeMbl; BBIBOJBI OTCYTCTBYIOT MJIM HOCSAT IOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIbHBIC HETOUHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.6. IlepeyeHb NpUMEPHBIX MPAKTHYECKUX 3aJaHUM
3ananme 1
CocraButh GopMy yueTa MOCETUTEICH.
3ananue 2
CocraBUTh CXE€My OPTraHHM3allMOHHOW M WH(OPMAIMOHHOW TMOAJECPKKH OTNEPATHBHOMN
ACATCIIbHOCTH PYKOBOAUTCIIA.
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3aganmne 3

[Ipoananu3upoBaTh HHCTPYKIHUIO MO JIEIOMPOU3BOJACTBY Ha MPEANPUITHH.

3ananmne 4

Hcnone3ys mpaBoByto 0a3y «KOHCYIbTaHT IUIIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
IMMPpaBOBbIX U HOPMATHUBHO-MCTOJUUCCKUX JOKYMCHTOB, PCTIIAMCHTUPYIOIHUX JOKYMCHTHPOBAHUC
yIpaBICHUYECKON JESATENIbHOCTH, OpraHu3aluio paboThl ¢ OQUIMAIBLHBIMU JTOKYMEHTaMU U
apXMBHOE€ XpaHEHHME JOKYMEHTOB. HopMaruBHBIE JOKYMEHTBI pACIOJIOXKHUTE IO HX
IOPUANYECKON CHIIE.

3ananme 5

[Mpoanamm3upyiite 'OCT P 7.0.97-2016. Cucrema cranmapToB 1o HWH(poOpManuu,
OMOIMOTEeYHOMY M M3/aTeNIbcKOMY Jeny. OpraHu3aloHHO-PaCIOPSAUTENIbHAS JOKYMEHTAIHS.
TpeboBanus k 0popMIIEHUIO JOKYMEHTOB, OTBETHTE Ha CJIEIYIOIINE BOIPOCHI:

1. KakoBa 06s1acTh NprMeHEHHs JaHHOTO TOCYIapCTBEHHOrO CTaHaapTa?

2. N3 kakux pasaesioB COCTOUT JAAHHBIN TOKYMEHT? ONUIINTE KPATKOE COJIEpKAHUE
KaXXJIOTO pa3jena.

3. Jaiite onpeneneHne MOHATUIO «PEKBU3UTY. CKOJIBKO PEKBU3UTOB CYIIECTBYET Y
JOKYMEHTA (110 JaHHOMY I'OCy1apCTBEHHOMY CTaHJapTy)?

4. Kakue TpeOoBaHMS B COOTBETCTBUU C JAHHBIM HOPMATHUBHBIM JOKYMEHTOM
JOJIKHBI IPEIBABIATHCS K OJTaHKaM TOKYMEHTOB?

5. Kakue nmpunoxkeHus: cogepxarcsi B JaHHOM JOKYMEHTE?

3ananmne 6

Oco0oe BHUMaHHME B JEJIONPOM3BOJCTBE yIENseTcs XpaHEHHIO JOKYMeHToB. Hinke
MEepPEYNCIICHBl OCHOBHBIE HOPMATUBHBIE aKThl, KOTOPbIE PETYIUPYIOT OPraHU3aLUI0 APXUBHOU
paboTHI C TOKYMEHTAMH, ClIeJIaiiTe MTMChMEHHBIN KPAaTKUil 0030p TaHHBIX TOKYMEHTOB:

— 006 apxuBHOM zene B Poccuiickoii @enepaunnu: @enepanbblil 3akoH oT 22.10.2004 r.
Ne 125-@3 (pen. ot 25.12.2023 Ne 635-D3);

— OO0 yTBepKIEHWU TPaBUJI OpraHU3alMd XPAHCHHS, KOMIUIGKTOBAaHHUS, y4eTa |
WCIIOJIh30BaHUs JOKYMEeHTOB ApxuBHoro ¢ouaa Poccuiickori denepanum u Apyrux apxXuBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BJIAacTH, OpraHaXx MECTHOIO CaMOYIpaBJIEHUS U
opranu3anusx: npukas Munucrepcra KyiabTypbl PO ot 31.03.2015 r. Ne 526;

— O6 yrBepxkaeHuu IlepeuHss THUIOBBIX YIPABICHYECKUX aAPXUBHBIX JTOKYMEHTOB,
oOpa3yromuxcsi B Ipolecce NeSTeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIPABJIEHUSI M OpraHM3allNii, ¢ yKa3aHUEM CPOKOB MX XpaHEHHud: npukaz denepaibHOro
apxuBHOro areHrcrna ot 20.12.2019 Ne 236.

3ananme 7

Pemmmre cnenyronme 3agauu:

1. I'paxxnanka HecrepoBa ycTpouwnach Ha paboTy B MMHHCTEPCTBO OOIIEro
npodecCHOHAIBHOTO 00pa3oBaHus CBEpAJIOBCKOM 0O0JIACTH M TOJy4YWia TEPBOE 3aJaHUE OT
CBOETO HEMOCPEJCTBEHHOI0 HayallbHUKA: pa3paboTaTh HOMEHKIATYPY AeN Ais (OpMUPOBAHUS
JOKYMEHTalIbHOrO (OHJAa TOCyJapCcTBEHHOro opraHa. KakuM JTOKyMEHTOM  JOJKHA
pyKOBOACTBOBaThCsl Tpaxkaanka Hecreposa? Kakue mosoxeHus 3TOro AJOKyMEHTa OHa JOJDKHA
Yy4€CTh IIPU BHITIOJHEHUH 3aJaHUS?

2. Axunoneproe obmectBo «llapyc» co3mano B 2003 r. Hosbril aupekrop, U. U.
MBaHOB, TPHUCTYNMUBIIMKA K BBHINOJHEHHIO CBOMX oO0s3aHHOCTeW B 2016 1., pacmopsamics
YHUUYTOXXKUTb BCE JOKYMEHTBHI MPEIIECTBYIOIIET0 IMEPUOJa CYIIECTBOBAHUS OpraHM3alUU.
Hackonpko mpaBomepHO ero pacnopspkenune? Kakue TpeGoBaHWS HOPMATUBHBIX JIOKYMEHTOB
HapylIeHbl B pe3ylbTaTe paclopsDKEHUs HOBOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTH
MOXET OBITh IpemycMoTpeHa st aupexkropa U. Y. iBanosa?

3. 00O «MoTbuUIEK» B X0/1€ TIPOBEPKU €r0 AESATEIBHOCTH HE NMPEAOCTaBUIIO NIPUKA3
JUPEKTOpa O Ha3HAYEHMH JIMIA, OTBETCTBEHHOI'O 3a apXUB. BBIACHUIIOCH, UTO JIMYHBIEC /€A U
IpUKa3bl MO JIMYHOMY COCTaBy XpaHWJIUCh B HeynopsaoueHHOM Buzae. Kro Hecer
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OTBETCTBEHHOCTb 3a BBIABIIEHHbIE HapylleHUs? Ha30oBUTe HOpMaTUBHBIM JOKYMEHT, B KOTOPOM
IIpelyCMOTPEHa OTBETCTBEHHOCTh 3 JJAHHbIC HAPYUICHHUS U BO3MOXHbIE BapHAHTHI HAKa3aHUH.

4. B xome mnnaHOBOW MpPOBEPKU TOCYNAPCTBEHHOIO YHUTAPHOIO MPEATPUITHUL
BBISICHHJIOCH, YTO JIOKYMEHTHI MO JMYHOMY COCTaBY XPaHWJIMCh B TMOJBAIHHOM MOMEHICHHUH,
KOTOPBIN 3aTONMJIO HAaKaHyHE IIpUE3/la KOMHUCCUH, JOKYMEHTHI IPUIUIA B HETOJHOCTb: TEKCT
pa3MbIT, HHpopMaIus ctana HeunTaemol. Kakue mpasuiia paboThl ¢ JOKYMEHTaMH 10 JIMYHOMY
cocraBy Obun HapymieHbl? KTO HeceT OTBETCTBEHHOCTh 3a HEMPAaBHIBLHOE XPAaHECHUE
nokymeHToB? Kakast Mepa Haka3aHUs MOXKET ObITh TPUMEHEHa?

3ananne 8
BrimonauTe 3a1aHus, B ciiydae HE0OX0AMMOCTH T00aBhTE HEAOCTAOIIYIO0 HH(POPMAIIHIO:
1. Ucnonb3yss monoxenust DenepanbHOT0  KOHCTHTYIIMOHHOTO 3akoHa  «O

I'ocymapctBerHoMm repbe Poccuiickoit ®eneparuu» ot 25.12.2000 1. Ne 2-®K3 (pen. ot
30.12.2021), ykaxuTte, Kakue OpraHbl YIpaBICHHUS HMMEIOT MPaBO MCIOIb30BaTh Ha OJaHKax
CBOMX JIOKYMEHTOB H300pakeHusi ['ocymapctBeHHoro rep6a. Kakwe BapuaHTBl M300paKeHUS
l'ocynapcTBeHHOTO repba ycTaHOBIIEHBI B 3aKOHE?

2. Ha nucte 6ymaru ¢popmara A4 yKaKUTE€ TOYHOE MECTOPACIIONIOKEHNUE dMOIEMBI
WM TOBAPHOTO 3HAKa OpraHu3aliu.
3. Hcnonb3ys «O01mepoccuiickuin KJIacCU(PUKaTOp YIpaBICHUYECKOM

JOKYMEHTAIIUN, ONpeeuTe Ko GOpMbI CIeTyIOMUX JOKYMEHTOB:

- MIPUKa3 O CO3JaHUH OpPraHu3allNN;

— yCTaB;

— YUpEAUTENBHBIN JOTOBOP;

— IPUKa3 O pacripeie’eHun 00s3aHHOCTEeH MEX Ty PYKOBOJICTBOM OpraHU3alIiH;

— 3asiBJIcHUE 00 YBOJIbHCHHH.

4. [IpaBunbHO OdopmMuTe pekBu3UTH «HamMeHOBaHHWE OpraHu3zalud — aBTOpa
IoKyMeHTa», «HanmeHOBaHHE CTPYKTYpHOTO TOJpa3fefieHuss — aBTopa JOKYMEHTay,
«HanmeHoBaHUE JOKHOCTH JIMIIA — aBTOPA IOKYMEHTa», UCTIOIb3Ys CIAEAYIOIINE TaHHbIE:

a) nupexkrop BHUMJIA/L, PocapxuB 6) 3ammupektop, Oyxraarep OAO «Pomamikay

B) nupekTop MHCTUTYTa SKOHOMUKH, Y PaIbCKUN NEAATOTHYECKUI YHUBEPCUTET

5. OdopmuTe HECKOTBKO BUIOB PEKBH3UTA «AnpecaTy. JJoKkyMeHT aapecyeTcs:

— OpraHu3aluy;

— CTPYKTYPHOMY MOJIpa3JIeI€HUI0 OpraHu3aluu;

— JOJKHOCTHOMY JIMIY OpTaHHU3alluu;

— bu3IIEeCKOMY JTHUITY.

6. CocraBbTe U IPABHILHO OPOPMUTE PEKBU3UT «I'pHd YTBEPKICHUS TOKYMEHTa.
JIOKyMEHT yTBEpK/ICH:

— JOJKHOCTHBIM JIULIOM:

- reHepaibHbIM qupekTopoM AO «Pomamka» C. A. BacuiabKoBbIM;
- mupekropoM MAOY rumuazuu Ne 125 B. I1. Komapossivm;
— U3JIaHUEM PaCIOPSAIUTENILHOTO JOKYMEHTA:
— npukazoM aupektopa [TAO «Coeptpect» ot 05.09.2018 r. Ne 37;
- puKa3oM MUHHUCTEPCTBA HAYKH M BBICIIIET0 00pa3oBanus PO OT
18.10.2018 r. Ne 145;
— pelIeHreM KOJUIErHallbHOTO OpraHa:
— pELIEHNEM COBETA JUPEKTOPOB;
— pEelIeHrEeM y4eHOro coBeTa 00pa30oBaTeIbHOM OpraHu3aluy.
7. VKaxuTte, 4TO SBISAETCS 3aT0JIOBKOM:
— JOJIKHOCTHAS! MHCTPYKIIUS A€TIOTIPOU3BOIUTENS;
— ycTaB 00IIECTBA C OTPAHUYCHHOM OTBETCTBEHHOCTHIO «CTPOMMHBECTIIPOMY;
— MpHUKa3 o pueMe Ha paboTy;
— 3asiBJIeHHE 00 yBOJIHHEHUH;
— rpaduK OTITYCKOB;
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— aKT 00 YHUUYTOXXECHUU JOKYMEHTOB C HCTEKIINM CPOKOM XPaHEHHS.

8. OdopmuTe HECKOTBKO BUIOB PeKBH3UTA «OTMETKA O TIPUIIOKCHUI):

— NPUJIOKEHNE Ha3BaHO B TEKCTE;

— MPUJIOKEHUE HE Ha3BaHO B TEKCTE;

— NPUIIOKEHUH B IOKyMEHTE HECKOJIBKO;

— MPUIOKEHHE COPOIIIOPOBAHO;

— JOKYMEHT, SBISIONIMNACS MPUIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSTEIbHON
HyMEpalueil CTpaHulL;

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

0. OdopmMuTe HECKOIBKO BUOB IMOAITHCEH:

— noanuck aupektopa AO «Pomamka» Ha pupMeHHOM OJaHKE,

— noanuchk aupekropa AO «Pomamika» Ha TOKyMeHTe, 0pOPMIICHHOM HE Ha OJaHKe

— MOAMKCH TUPEKTOpa U riaaBHoro Oyxranrepa AO «Pomarkay;

— HOJIKICH 3aMECTUTENEH TUPEKTOPa IO OCHOBHOM JIEATENFHOCTH U (PUHAHCOBBIM

— BOMpOCaM;

— noanucu aupekropa AO «Pomaika» u nupexkropa AO «Bacunek»;

— MOJMUCH JOKYMEHTA, COCTABJIEHHOTO0 KOMHCCHUEW IO CHHCAHHWIO MaTepUalbHBIX

IICHHOCTEI;

— MO IIINCH HCITOJTHSIOIIETO 00s13aHHOCTH TEHepaabHOTO nupekTopa AO
«Pomarkay.

Ompenenure, B YeM 3aKJIFOYAIOTCS OOIIHME MPaBUJIa PETUCTPAIIMN JOKYMEHTOB.

3amanne 9

JInst Kakux JOKYMEHTOB YCTaHABIMBAIOTCA CpOKHM ucrnonHeHuss? Krto ycranaBnuBaer
WHJUBUlyalIbHbIE CPOKU HcrnojHEeHUA? C Kakoro MOMEHTa HUCUYHUCISETCS CPOK HCIIOIHEHUs U
KOHTpOJIb 33 MHCIOJHEHUEM JOKYMEHTOB? KakoB MOpPSAOK MNPOJJIEHUS CpPOKAa HCIHOJHEHUs
JIOKymMeHTa?

3aganue 10

Omnpenenure BUJOBON COCTaB KaJIpOBOM JOKYMEHTALIUH.

3ananme 11

N3 «O6mepoccuiickoro KiacCupUKaTopa YIpaBICHYECKOW TOKYMEHTAIIUN» (CHCTEMBI
nokymentanuu kiacca 0200000 u 0300000) BBITUIIUTE JOKYMEHTBI, KOTOPBIC OTPa)KaroT
JIBUKEHUE MEpCOHAIa B OpraHU3aluu.

3aganue 12

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT ILIIOC», COCTaBbTE IMEpeueHb HOPMATHUBHO-
IIPaBOBBIX JOKYMEHTOB, CBA3aHHBIX C JIBM)KCHHEM I€pCOHAJIa B OpraHu3anuu. JlOKyMeHTBI
PaCIOIOKHUTE IO UX IOPUTUUYECKOMN CHUIIE.

3aganue 13

[To3nakoMbTeCh ¢ yHHUPHUIMPOBAHHBIMU (POpMaMH TMPUKA30B MO JTUYHOMY COCTaBY,
HITATHBIM paclucaHueM, rpauKoM OTIIYCKOB, OMpEAeNUTe OCOOEHHOCTH 3alOJHEHHUS 3THX
JIOKYMEHTOB.

3aganue 14

CocTaBbTe UTOTOBYIO CIIpaBKY O paccMoTpenuu nucbma (OO aBTopa, Bua obparieHus
YKQKUTE CAMOCTOSITEIIHHO).

CoctaBbTe 1 0OpMUTE CITy:KeOHBIC (IETIOBBIE) MHChMA, B CIIy4ae HEOOXOIUMOCTH

3aganue 15

I. n00aBbTE HEJOCTAIONIYIO HH(DOPMAIIHIO:

1.1. TIucemo oOpa3zoBaTeNbHOW OpraHU3allMd O MPOBEACHHHM KOHKypCa Ha JIyUIIyIO
HCCIIEIOBATEILCKYIO paboTy 1o TeMe «lcropust pomHoro kpas». Cpoku MpoBeACHUS KOHKYpca —
¢ (deBpans mo Mail TeKyllero roja, MOJBEIEHHWE WTOTOB U HarpaxxJaeHue mobOeauTeneit — B
utoHe. B npuoxxenun — Ilonoxenue o KOHKypce.
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1.2.  IIucemo-0TBeT U3AATENLCTBY «COKpaT» OT U3/1aTENbCTBA «ATPUYM» C COTJIaCHEM
O COTpyIHUYECTBE [0 Y4YaCTHUI0O B BBICTABKE W3/1aBa€MOIl JUTEpaTyphl, KoTopas Oynaer
IPOXOJUTH B OKTSAOpE TEKYILEro roja.

1.3. TIucemMoO-cOmpOBOXKIEHHWE  3alpaliuBaeMoil ~ WH(POPMAlMM  BBIIMIECTOSIIEH
OpraHM3alH O eKEMECAYHBIX J0X0JaX ¢ IPOAAKU TOBAPOB.

1.4. TIucemo-3ampoc OO0 «Mup auBanoB» ot OO0 «Mebenby» ¢ MpockOOi BHICIATh
KOMMEPUYECKOE NMPEIOKEHNE C TIPalicoM LIEH Ha TOBApBHI.

3aganue 16

Kakue tpeOoBanus ciaexyer coOmonath npu ¢opmupoBanuu nen? [louemy He
pexomeHnayeTcsi pOpMUPOBAaHUE U XPAaHEHUE Tl Y UCTIOTHUTEN?

3aganmue 17

Kak pacnonoxeH JOKyMEeHT BHYTpH Aen?

3aganue 18

VYkaxute, B 4eM OTJIHYME OPUIHATIEHO-EI0BOTO CTUIISL OT JPYTHUX.

3aganue 19

[Tepeuncnure yacTo BCcTpeyaromuecs: abOpeBUaTypsl CIOB.

Kputepuu u mKaJjia OlleHKH PelleHHs NPAKTHYEeCKOro 3a1aHusA
Ouenka Kputepun
OTtinyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYET 3ajaHuio. OOydaroluiics, AEMOHCTPUPYET BCECTOPOHHEE,
CHUCTEMaTHYeckoe MU TIyOOKoe 3HaHHe Y4eOHOro marepuaiga, yMEHHE
CBOOOJHO BBINOJHATH MpakTHUecKoe 3aaaHue. [IonHo ocBemaer 3aJaHHYIO
TEMY, €€ aKTyaJIbHOCTb M HOBU3HY. Marepuan U3JI0KEH B OIpPEACIICHHOU
JIOTUYECKOU IIOCJIEI0BATEIBHOCTH, JUTEPAaTypHBIM  SI3BIKOM, C
UCTIOJIb30BAaHUEM COBPEMEHHBIX HAayuHBIX TepMUHOB. OOyuarommiics
IPOJEMOHCTPUPOBAI B IOJHOM 00beME HEOOXOOUMBbIE 3HAHMS U YMEHUS;
yYMEHUE II0Jb30BaTbCsi HOPMATUBHOM, CIIPaBOYHOM U  CIIELUAJIBHOU
JUTEPATYypOi; 0OOCHOBAHHOCTh PE3YJIbTATOB U BBIBOJOB, OPUTMHAIBHOCTH
UJIeU; CIIOCOOHOCTD MPEACTABIATh PE3yJIbTaThl UCCIEAOBAHMS B TBOPUYECKON
dopme; 000CHOBaHHE BO3MOKHOCTH IPAKTHYECKOI'O  HCIOJIb30BAHUSA
MOJYYECHHBIX JaHHBIX. [IpoieMOHCTpUPOBaH JIMYHBIN BKIIaJ 00ydaronerocs
B paboty. OdopmieHnrue pabOThl B II€JIOM OTBEYAIOT YCTAHOBJIECHHBIM
TpeOOBaHUSIM.
Xopouro Xopowio  cTaBUTCA, €CIM COAEp)KaHUE paboTh/OTBETA  JIOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYET 3agaHuio. OOydaroumuiics JIeMOHCTPHUPYET
3HaHWe Yy4eOHOro Marepuana, YMEHHE YCIELIHO BBINOJIHUTE 3aJlaHHe,
YCBOCHUE OCHOBHOM JIUTEPATypbl, PEKOMEHJOBAHHOW B IpOrpaMMe.
Marepuasl HU370K€H B ONPEACICHHOW JIOTMYECKOW IMOCIEI0BATEIbHOCTH,
IpU 3TOM JOMYIICHBI JABE-TPU HECYILECTBEHHbIE OMIMOKH (MJIM OTOBOPKH),
UCIIpaBJIEHHbIE IO TpeOoBaHUIO mIpernojaBatens. Hayunas tepmuHosOrns
UCIIOJIB3YETCSl JOCTATOYHO, OTpPak€HAa HOBU3HA IOJIYYEHHBIX JaHHBIX,
BBIBOJBI  JOCTATOYHO OOOCHOBaHBL. J[OCTaTOYHO MPOAEMOHCTPUPOBAH
JUYHBIA BKJIa[ oOydaromierocs B padboty. OdopmieHne paboThl OTBEYAIOT
YCTQHOBJICHHBIM TPEOOBAHMSIM.
Ynosaersop | [Ipu  yooeremseopumenvnom  OTBETE  colepKaHHE  PabOTHI/OTBETA
UTeJIbHO HEJOCTAaTOYHO IOJIHOCTBIO COOTBETCTBYET 3aJaHMIO. 3aJaHHE BBIIIOJIHEHO
yactuyHo. OOyuarommiicss JIEeMOHCTPUPYET HEIO0CTaTOYHOE OCBELICHHE
3aJJaHHOW TEMBI, TOIYLIEHBI ITOTPEIIHOCTH U HETOYHOCTH, AOIYCKAeT OJHY
CYIIECTBEHHYIO OIIMOKY, HO 00JaaeT HEOOXOAUMBIMHM 3HAHUSMHU JUISI UX
yCTpaHEHHUs IOJ PYKOBOACTBOM mpenonasarens. Haydnas TepmuHONOrus
UCITIOJIb3YeTCsl HEAOCTAaTOYHO, BBIBOJABI HE 00OCHOBaHBI. JIMYHBIA BKIan
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obOyuwaromerocss B pabotry HemocrtaroueH. OdopmieHue paboTel He
IMOJIHOCTHIO OTBCHUAIOT YCTAHOBJICHHBIM Tpe6OBaHI/I}IM.

Heynosuers | llpu neydoeremsopumenvnom oTBeTe coaep:xkaHue pabOThI/OTBETa HeE
OpHUTEJIbHO | COOTBETCTBYET 3aJaHuio. B paboTe mpoJeMOHCTPUPOBAH HU3KUH YpOBEHb
3HaHWH W yMEHWH, HAOMIOAAIOTCS 3HAYHMTENBbHBIE HETOYHOCTH B
HUCITIOJIB30BaHUU HayLIHOI\/'I TCPMHUHOJIOTHH, HCT BBIBOJOB, OI'PaHUYCH 06’beM
COJIepKaHUsl BBIMTOJHEHHOTO 3amaHus. OgopmiieHre pabdoThl HE OTBEYAeT
YCTaHOBJICHHBIM Tpe6OBaHI/I$IM.

Kputepun n mkaJja oneHKH NPOMeKYTOYHOM ATTECTAIMH - 3a4eTa
OneHka «3auT€HO» CTABUTCS, €CIM CTYAEHT TOJY4WI OLEHKH «OTIUYHOM,
«XOpOIIO», «yIOBJIECTBOPUTEIHHO» /MK <«3auTeHo» 3a 80% wu Oosee CEeMHHApPOB U
MPaKTHYECKUX padoT.
OneHka  «HE  3a4T€HO»  CTABUTCS, €CIM  CTYAEHT  IOJy4WuJ  OLIEHKHU
«HEYJIOBJIETBOPUTEIBHO» W/WIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHApOB M IMPAaKTUYECKUX
pabor.

8. YYUEBHO-METOJANYECKOE U THO®OPMAIIMOHHOE OBECIIEYEHUE
JAUCIUIIINHBI

8.1 . OcHoBHasi JIuTEpaTypa

1. Hoponuna, JI. A. Opranm3anys U TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOeCTeueHUs
yIpaBiIeHUs : Y4eOHUK U mpakTukyMm s By30B / JI. A. [loponmna, B. C. UputukoBa. — 2-¢
u3a., nepepad. u gom. — MockBa : M3marensctBo IOpaiit, 2025. — 270 c¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : anexTpoHHbIH // OOpa3zoBarenbHas
mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116

2. Psbosa, C. B. JlokyMeHTaIlMOHHOE OOECIEYCHHE YIPABICHUYECKON ACATENLHOCTH :
yaeObnoe mocobue / C. B. PsboBa. — VYIbIHOBCK : YJIbSHOBCKHI TOCYIapCTBEHHBIN
TexHudyeckul ynuBepcuter, 2021. — 341 c. — ISBN 978-5-9795-2106-0. — Tekcr :
anexktporHed // IludpoBoii obOpazoBarenbubli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/121268.html

8.2. JlonmoaHuTeILHAS JIATEpPATypa

1. KazakeBuu, T. A. JlokymeHTOoBencHHE. [|OKyMEHTAIlMOHHBIA CEPBHUC : y4EOHHK U
npaktukym aiis By30B / T. A. KazakeBuu, A. U. Tkanuy. — 2-e u3a., ucnp. u aomn. — Mocksa :
WznparensctBo FOpaiit, 2025. — 167 ¢. — (Bsicmiee obpa3oBanue). — ISBN 978-5-534-06273-
1. — Tekcr : anektpoHsbld // OO6pazoBatenbHas tuiatrdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/562369

2. JlokymeHTOBe/ieHHE : y4eOHWK M TPAKTUKyM Uil BY30B / moj pemakmueidn JI. A.
JoponuHoii. — 4-¢ u3a., nepepad. u gon. — Mocksa : M3garensctBo FOpaiit, 2025. — 336 c.
— (Bwicmiee o6pazoBanme). — ISBN 978-5-534-19110-3. — TekcT : 3JEKTpOHHBIA //
O6pazoBarenpHas mwatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560108

3. Kysuenos, M. H. [lokymeHTanimoHHOe OOECIICUCHUE YINPaBICHUS TIEPCOHATIOM :
yueOHUK U npakTukyM g By3oB / U. H. Ky3nenos. — 3-e u3n., nepepab. u gorn. — MockBa :
NznarensctBo FOpaiit, 2025. — 397 ¢. — (Boicmee o6pazoanue). — ISBN 978-5-534-16692-
7. — Teker : snextpoHHbI // OOpasoBarenbHas miaardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/560482 Comepeo-Koms ¥

BUB/TAOTEYHO-UHOOPMALIAOHHDIA
LIEHTP

2024-2025 yyeGHoMron,

8.3. [IporpammHoOe obecniedeHue
Microsoft Windows, Microsoft Office, Auaexc.bpayzep

8.4. IlpodeccnonanbHbie 0a3b1 TaHHBIX
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1. http://file.prohotel.ru/- ba3za 10KyMeHTOB U HOPMAaTUBHBIX AKTOB JJIsl TOCTHHUIIBI
2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - baza
JTAHHBIX 110 AEIOMPOU3BOICTBY U JOKYMEHTOOOOPOTY

8.5. UndopMannoHHble CIPAaBOYHbIE CHCTEMBI
1. http://www.consultant.ru/ - CnpaBouno-npaBoBas cuctema «Koncynprantllirocy

8.6. UnTepHeT-pecypchbl
l.www.aup.ru - AAMMHHCTPaTUBHO-YIIPABIEHUYECKHUM ITOpTa

8.7. MeToanyeckne yKasaHusi 1 MaTepPUAJIbI 10 BUIAM 3aHATHI

MeToauyeckue yKa3aHus 10 BeleHUI0 KOHCTIEKTOB JIeKIHii

KoncnektupoBanue JeKIUU — BaXKHBI IIar B 3allOMUHAHUU MaTepuana, I[03TOMY
KOHCIIEKT JIEKIIUH HEOOXOIMMO HMETh KaKIOMY CTYIASHTY. 3ajada CTYACHTa HA JIEKIHH —
OJIHOBPEMEHHO CIylIaTh MpEenojiaBaTeisi, aHAIU3UPOBaTh U KOHCIEKTUPOBATH MH(POPMAIHIO.
[Ipu 5TOM Kak CBHIETENBCTBYET MPAKTUKA, HE HYKHO CTPEMUTHCS BECTH JOCIOBHYIO 3aIHCh.
Takum 00pa3om, JIEKIHIO MPEnoiaBaTeNsi MOXKHO KOHCIIEKTUPOBATh, IPH 3TOM BaXKHO HE TOJIHKO
BHUMATEIBHO CIYIIAaTh JIGKTOpPa, HO U BBUICNATh HauOoliee BaXHYIO HHPOpPMAIUIO U
COKpAIIIEHHO 3amuchiBaTh ee. [Ipu 3TOM OJHO U TO e colep)kaHue (QPUKCUPYETCs] B COZHAHUU
YeThIpe pa3a: BO-MEPBBIX, NMPU CAMOM CIYIIAHWU; BO-BTOPHIX, KOTJA BBIACISCTCS TJIaBHAs
MBICJIb, B-TPETHUX, KOTJIa TOJABICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, MPU 3aIHCH.
Marepuan 3anioMrHaeTcst 60J1ee MOJIHO, TOYHO U MPOYHO.

Xopomuii KOHCHEKT — 3aJlof YEeTKMX OTBETOB Ha 3aHATHSIX, XOPOIIETrO BBIOJIHEHUS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pa0d0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JICKIMOHHBIX 3aHATHUAX HEeCOMHEHHA. [IpoBepeHo, 4To cocTaBieHue 3PGEKTUBHOIO KOHCIEKTA
JEKIIUHA MOKET COKPATUTh B YEThIpE pa3a BpeMs, HEOOXOIUMOE ISl TIOJTHOTO BOCCTAHOBIICHUS
Hy)kHOW wuHpopMmanuu. g SKOHOMHUM BpeMEHHU, Tepen KaKI0ou JIeKiuerd HeoO0X0oauMo
BHUMATEJIBHO MPOYUTATh MaTepuan NpPeabIIyIield JEKIUU, BHECTH HCIPABJICHUS, BBIICIUTH
Ba)KHbIE aCMEKThI H3y4aeMOro MaTepuania

KoHcriekT momoraer He TOJBKO JIY4YIlle YyCBaWBAaTh MaTepHall Ha JIEKIIMH, OH OKa3bIBACTCS
HE3aMEHUM IIpHU MOJAr0oTOBKE 3k3aMeHy. Ciie1oBaTeNbHO, CTYACHTY B JajbHEHIIeM Ba)KHO yMEeT
0(QOPMUTH KOHCTIEKT TaK, YTOOBI BAKHBIE MOMEHTBI KYIbTYPOJIOTUIECKON HeH ObLIN BBIICTICHBI
rpadguyecky, a TJIaBHYI0 HH(OpPMalMIO ClIeQyeT BBIACNATh B CAMOCTOSTEIbHBIE a03allbl,
bukcupys ee Ooiiee KpymHbIMH OYKBaMH WJIM [IBETHBIMH MapkepaMmu. KOHCIIEKT TOMKEH UMETh
MoJIsI i1l 3aMETOK. DTO MOTYT OBITh OuOIMorpaduyecKue CChUIKHM W, HAKOHEI, COOCTBEHHBIC
KOMMEHTapUH.

MeToanuyeckne yKa3aHusl 0 OPraHU3alUuu CAMOCTOSTEIbHOI PadoThI CTyIeHTa

Jns uHAMBHyanu3aluu 00pa3oBaTENBbHOIO Mpollecca camMocTosTeNbHylo padoty (CP)
MO’KHO pa3JIeUTh Ha 6a30BYIO U JOMOJIHUTEIBHYIO.

bazoBast CP o0ecrnieunBaeT MOATOTOBKY CTYACHTA K TEKYIIUM ayJUTOPHBIM 3aHSTHUSIM U
KOHTPOJIbHBIM MEPONPUATHUSM JUIsl BCeX IUCIHHUIUIMH ydeOHOro IiaHa. PesynabTaTtsl 3TOM
MOJTOTOBKU TPOSIBIISIOTCS B aKTUBHOCTH CTYJIEHTA HA 3aHITHUSX M B KAUECTBE BBIMOJHEHHBIX
KOHTPOJIbHBIX pabOT, TECTOBBIX 3a/JaHUM, CAENAHHBIX JOKIAZAOB U JPYTHUX (POpPM TEKYILIEro
koHTpossi. basoBas CP moxer BkIOYaTh cienyromme (GopMbl paboOT: HM3ydeHHE JEKIIMOHHOTO
MaTepuaia, MpeaycMaTpHUBalOIIMe MPOpadOTKY KOHCIEKTa JIeKUWH U y4eOHOM JUTepaTypsl;
nouck (mogbop) M 0030p JUTEpaTypbl M DJICKTPOHHBIX HCTOYHHUKOB HWH(POPMALUU TIO
MHAMBUAYAJIbHO 33JJaHHOM MpobiieMe Kypca; BBIIIOJIHEHUE JIOMAIIIHEro 3aJaHusl WU JIoMalllHen
KOHTPOJIBHON pa0oOThl, BBIABAEMBIX Ha MPAKTUYECKUX 3aHATUSAX; HM3yYeHUE Marepuana,
BBIHECEHHOTO HAa CaMOCTOSITEIbHOE U3yY€HHE; IMOATOTOBKA K MPAKTUUYECKUM 3aHSATHUSM;
MOJTOTOBKA K KOHTPOJIBHON paboTe WM KOJUIOKBUYMY; MOATOTOBKA K 3a4eTy, aTTECTAIlHsIM;
Harnrcanue pedepara (3cce) 1o 3a7aHHoi mpodieme.
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HononuurensHas CP HampaBneHa Ha yriayOlieHWe M 3aKpelUyieHHE 3HAHWM CTY/ACHTa,
pa3BUTHE aHAJTUTHYECKUX HABBIKOB MO npoliemMaTtuke ydeOHol aucuurmiuHbl. K Heil oTHOCATCA:
MOJATOTOBKA K 9K3aMEHY; BBIMIOJIHEHUE KYpCOBOW pabOThI MM MPOEKTA; HCCIEAOBATEIhCKAs
paboTa u yyacTHe B HAyYHBIX CTYJCHUECKHX KOH(EpEeHIHIX, CEMUHApax M OJUMIINANaxX; aHaAIIN3
HAyYyHOW MyONWKAlMM 110 3apaHee ONpENCIICHHON TperojaBaTeleM TeMe;, aHalu3
CTaTHUCTUYECKUX U (PAKTUYECKHMX MAaTepualioB MO 3aJaHHONW TeMe, IMPOBEJCHHUE PpaCUETOB,
COCTaBIICHHE CXEM M MOJelieil Ha OCHOBE CTATUCTHYECKUX MaTepUAIOB U Jp.

B yueGHOM mporiecce BBIAENSAIOT J1Ba BHUJA CAMOCTOSITENIbHON paboThl: ayauTOpHas M
BHEAyIUTOpHAsl. AYAMTOPHAs CaMOCTOSITeNIbHAs pabdoTa MO JMUCHUIUIMHE BBIMOIHSICTCS Ha
y4eOHBIX 3aHATUSIX MO/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATENS U 110 €r0 3aJaHUSIM.
OcHoBHBIMU (hOpPMaMHU CaMOCTOSITENILHON pabOThl CTYIEHTOB C YYacTHEM IpernojaBaTelneit
ABIIAIOTCA: TEKyIIME KOHCYNbTALMK; KOJJIOKBUYM Kak (opmMa KOHTPOJSI OCBOEHUS
TEOPETUYECKOTO COJACPKAHMS NUCHUIUIMH, MPUEM U pa3dop IoMamHuX 3adaHuii (B 4achl
MPaKTUYECKUX 3aHSATHH); BBIMIOJHEHHWE KYPCOBBIX padbOT (IIPOEKTOB) B paMKaxX IUCIUILIAH
(PYKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3alllUTa KypCOBBIX paboOT (B dYachl, MPEIyCMOTPECHHBIE
y4eOHBIM TIJIAHOM); TIPOXOXKIEHUE U 0OPMIICHHE PE3YIIHTATOB MPAKTUK (PYKOBOJICTBO U OIIEHKA
yYpOBHS C(HOPMUPOBAHHOCTH MPO(HECCUOHATLHBIX YMEHUN U HABBIKOB); BBIMIOJIHEHNE BBITYCKHON
KBIM(UKAIIMOHHOM paboThl (PYKOBOJICTBO, KOHCYJIbTUPOBAaHHWE U 3alIUTa BBITYCKHBIX
KBaJTHM(HUKAIIMOHHBIX PadoT) U Ap.

Bueaynutopnas camocTosTenbHas paboTa BBIMOJHSIETCS CTYAEHTOM 10 3aJaHUI0
npenojaBarens, HO ©0€3 €ero HemocpenCTBEHHOro ydacTus. OCHOBHBIMH  (opMaMu
CaMOCTOSITEIbHOW pabOTHI CTYJIGHTOB 0€3 yJacTHs MpernoaaBaTelield SBISIIOTCA: (OpMUpPOBAHUE
U YCBOCHME COJIEp)KaHMs KOHCIIEKTAa JIEKIMHA Ha 0a3e PEeKOMEHJIOBAHHOM JIEKTOPOM Y4eOHOM
JUTEPATYpPHI, BKITI0Uas HHGHOPMAITHOHHBIC 00pa30BaTEIbHBIE PECYPCHI (3JEKTPOHHBIC YUCOHUKH,
DIIEKTPOHHBIE OMOIMOTEKU | Jp.); HamuMcaHue pedeparoB, ICCe; MOATOTOBKA K MPAKTUYECKUM
3aHATUSAM (TIOATOTOBKA COOOIICHHWH, JOKJIAIOB, 3aJaHWii); COCTABJICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeii W3 COOTBETCTBYIOUIMX JKYPHAJIOB IO OTpacisM 3HAHUHN (MeAaroru4ecKux,
MICUXOJIOTHYECKUX, METOJAMYECKUX U Jp.); VYIAYOJCHHBI aHaliu3 Hay4HO-METOANYECKON
auTepaTypsl (MOATOTOBKA pEIEH3UN, aHHOTAlUKd Ha CTaThlo, MOCOOWE W JIp.); BBINOJHECHUE
3aJaHuil Mo cOOpy Marepuajia BO BpeMs MPAaKTUKH; OBJAJCHHUE CTYJEHTaMH KOHKPETHBIX
y4eOHBIX MOJYJIeH, BRIHECEHHBIX HA CAMOCTOSTEIbHOE H3yUeHHE; MOA00p MaTepuana, KOTOPbIi
MOXET OBITh MCITOJIB30BaH JIJIsl HaMMMCaHUs pedepaToB, KypCOBBIX M KBATU(UKAITMOHHBIX PadoT;
MOJATOTOBKA TPE3CHTAIlMN; COCTAaBIIEHUE TJIOCCApHUs, KpPOCCBOpAA MO KOHKPETHOH TeMe;
MOJTOTOBKA K 3aHATUSAM, TPOBOAUMBIM C UCIIOJIb30BAaHUEM aKTUBHBIX (OopM 00ydeHHUs (Kpyrible
CTOJIBI, TUCIYTHI, ICTIOBBIC UTPHI); aHAIHU3 JCIIOBBIX CUTyallUi (MUHU-KEWCOB). ['paHUIIBI MEX Ty
STUMU BUAAMU pabOT OTHOCUTENbHBI, @ CAMU BUIbI CAMOCTOSITENIbHOI pabOThI IEpeCceKaroTCsl.

MeTtoauyeckue yKa3aHus 10 MOATOTOBKE K MPAKTHYECKUM 3aHATHAM

OmHoit W3 BaXHBIX (OPM CaAMOCTOSITCIIBHOW PpabOThl  SIBISETCS TMOJATOTOBKA K
MPAKTUIECKOMY 3aHITHIO.

[Ipy mnoAroToBKE K MPAKTHYECKUM 3aHATHSIM CTYACHT JOJDKEH MPUACPKUBATHCS
CIEAYIOLIEH TEXHOJIOTHU:

1. BHUMaTelIbHO W3YYUTh OCHOBHBIE BONPOCHI TEMbl W IUIAH MPAKTUYECKOTO 3aHATHS,
OTIPECIIUTh MECTO TEMBI 3aHATHUS B OOIIEM COJICPKAHUH, €€ CBSI3b C IPYTUMU TEMaMHU;

2. HallTH ¥ TPopabOTaTh COOTBETCTBYIOLIUE pa3eibl B PEKOMEHI0BaHHBIX HOPMATHUBHBIX
JOKYMEHTaX, YAeOHUKAX U JOTIOTHUTEIHHOU JTUTEPaType;

3. mocie O3HAKOMJICHHSI C TEOPETHUYECKUM MaTepHalioM OTBETHTh Ha BOINPOCHI IS
CaMOIIPOBEPKH;

4. mpoxyMaTh CBOE MOHUMAHUE CIIOKHUBIIEHCS CUTyallMM B W3ydaemMou cdepe, myTtd u
CHOCOOBI pelIeHus: TPOOJIEMHBIX BOIIPOCOB;

5. mpoayMmaTrh pa3BepHYTble OTBEThl HA MPEAJIOKEHHBIE BOIPOCHI TEMbI, OMHUPASCh Ha
JICKIIMOHHBIE MATEPUAIIBbI, PACIIUPSIS U JTOMOIHSS UX JTaHHBIMUA M3 YI€OHUKOB, JOTOTHUTEIHLHON
JIUTEPaATYPHI.
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MeToanyeckue ykazaHusi 0 MOATOTOBKE K YCTHOMY ONPOCY
CamocTtosTenbHass paboTa CTYIEHTOB BKJIIOYAaeT IOATOTOBKY K YCTHOMY OIpOCYy Ha
CEeMMHAPCKHX 3aHATUAX. JJIs1 3TOrO CTYAEHT M3y4aeT JIEKLIWH, OCHOBHYIO U JOMOJHUTEIbHYIO
auTepatypy, nyonukanuu, nHpopmanuio u3z MlaTepueT-pecypcos.

Tema 1 BOMPOCH K CEMHMHAPCKUM 3aHSTHUSM, BOIIPOCHI Ui CAMOKOHTPOJISL COAEpKATCs B
paboueli yaeOHOM TTporpamMme U JTIOBOJSTCS 10 CTYACHTOB 3apaHee. I(HPEKTUBHOCTh MOATOTOBKH
CTYACHTOB K YCTHOMY OIIPOCY 3aBHCHUT OT KauecTBa O3HAKOMJICHHS C PEKOMEHJOBAHHOU
auTepaTypoil. J[ias MOATOTOBKM K YCTHOMY OIpOCY, OJIML-OMPOCY CTYIEHTY HEOO0XOAMMO
O3HAKOMUTBCSI C MaTEpUaloM, MOCBALICHHBIM TEME CEMHHapa, B Y4YEOHUKE WJIHM Jpyrou
PEKOMEH/I0BaHHOM JHUTEpaType, 3aluciX C JIEKIMOHHOTO 3aHATHs, OOpaTUTh BHHMaHUE Ha
YCBOEHHE OCHOBHBIX MOHSATHH JUCHUUIUIMHBI, BBIIBUTH HESACHBIE BONPOCHI U TOA0OpaTh
JOTIONTHUTEIBHYIO JIUTEpaTypy JUIsi MX OCBELICHHS, COCTAaBUTh TE3MCHI BBICTYIUIEHHUS IO
OTJENBHBIM NPOOJIEMHBIM acleKkTaM. B cpenHem, MOArOTOBKa K YCTHOMY ONPOCY IO OJHOMY
CEMHUHApPCKOMY 3aHSATHIO 3aHUMAEeT OT 2 10 4 4acoB B 3aBHCHMOCTH OT CJIOKHOCTH TE€Mbl U
O0COOCHHOCTEH OpraHu3aluu CTyJEHTOM CBOCH CaMOCTOSTEIHHON PabOTHI.

MeTtoauyeckue ykazaHusl 10 NOATOTOBKE K TECTUPOBAHUIO

Kak u mo0ast npyras ¢opMa MoAroToBKM K KOHTPOJIIO 3HAHUHN, TECTUPOBAHUE MUMEET Psij
0COOEHHOCTEH, 3HaHHE KOTOPHIX TOMOTA€T YCIEIIHO BBITOJIHUTH TECT.

— Ilpexne Bcero, cieayer BHUMATEIbHO HM3YYUTh CTPYKTYpPY TECTa, OLEHHUTH O0BEM
BpPEMEHH, BBIJICIIIEMOTO Ha JAHHBIM TECT, YBHJETh, KAKOIO TUIA 33JjaHHUs B HEM COJEP)KaTCA.
3TO MOMOKET HACTPOUTHCS Ha PadoTy.

— Jlydmie HaYMHATH OTBEYATh HAa T€ BOMPOCHI, B MPABUIBHOCTH PEIICHHUSI KOTOPBHIX HET
COMHEHHUH, MOKa HE OCTAHABIUBAsACh HAa TEX, KOTOPbIE MOTYT BBI3BAaTh JOJTHE Pa3AyMbsi. DTO
MO3BOJIMT YCIIOKOUTHCS U COCPEIOTOUNTHCS HA BHIITOJIHEHUH 00JIee TPYIHBIX BOIIPOCOB.

— OueHb Ba)XXHO BCErJa BHUMATEIbHO YWUTATh 33JaHUS J0 KOHIIA, HE MbITasACh MOHSTH
YCIIOBUSL «IIO0 TIEPBBIM CJIOBaM» WJIM BBIMOJHUB TMOJMOOHbIE 3aJaHUS B MPEABLIYIINX
TECTUPOBaHUAX. Takas CHEIIKa HEepPeIKO MPUBOAMUT K JOCAJHBIM OIIMOKAM B CaMBIX JIETKUX
BOIMpOCaXx.

— Ecnu BBl He 3HaeTe OTBETa HA BOIPOC HJIM HE YBEPEHBI B MPABHIIBHOCTH, CIEIYET
HPOMYCTUTh €r0 U OTMETHUTb, YTOOBI TIOTOM K HEMY BEPHYTHCH.

—Jlydme gymaTh TOJNBKO O TeKylleM 3anaHuu. Kak mpaBuio, 3alaHus B TecTax He
CBSI3aHBI JIPYI C JPYrOM HEMOCPEJACTBEHHO, MOATOMY HEOOXOIHMMO KOHLIEHTPUPOBATHCS Ha
JAHHOM BONPOCE M HAXOAMWTh pEIICHUs, MOIXOA’AIIMe HMEHHO K Hemy. Kpome Toro,
BBIMIOJTHEHHE 3TOW pPEKOMEHJAIMHM JacT €€ OJWH ICUXOJOTMYecKui 3P¢PeKkT — MO3BOJIUT
3a0BITh O HEY/Iaue B OTBETE Ha MPEIbIIyLIHA BOIPOC, €CIU TAKOBask MMEIa MECTO.

— MpHorue 3agaHusi MOXHO ObICTpee pelIMTb, €CIM HE HCKaTh Cpa3y MpPaBHIIbHBIMN
BapHaHT OTBETa, a IOCJIEAOBAaTENIbHO MCKIIOYATh T€, KOTOpbIE SIBHO HE MOAX0IAT. Merton
UCKJTIOUEHHS TI03BOJIIET B HMTOTE CKOHIICHTPUPOBAaTh BHHUMAHUE HAa OJHOM-IBYX BEpPOSITHBIX
BapHaHTaX.

—PaccunThIBaTh BBHINONHEHUE 33JaHUN HY)KHO BCerJa Tak, 4TOObI OCTajJoCh BpeMs Ha
NpoBEepKY U nopaboTKy (mpumepHo 1/3-1/4 3amnaHupoBaHHOTO BpeMeHH). Toraa BepoOsSTHOCTb
OMMCOK CBOJUTCS K HYJIIO U MMEETCs BpeMs, 4yToObl HaOpaTh MakCHUMyM OallJIoB Ha JETKHX
3aJaHUSIX U COCPEIOTOYMTHCA Ha pELICHWH OoJiee TPYAHBIX, KOTOpBIE BHAyaje MPUILIOCH
MPOIYCTHUTb.

— Ilponecc yranpiBaHus MPaBUIBHBIX OTBETOB JKEIATEIBHO CBECTH K MHUHUMYMY, TaK
KaK 3TO YpeBaTO TEM, YTO CTYACHT 3a0yJeT O TJaBHOM: YMEHHUH HCIIOJIb30BaTh MMEIOLIHECS
HAKOIUICHHbIE B yueOHOM Ipolecce 3HaHus, U OyleT HaJesThCcs Ha yaady. Ecnu yBepeHHOCTH B
NPaBUWIBHOCTH OTBETAa HET, HO HWHTYUTHBHO TMIOSBIISIETCS MPEANOYTEHHE, TO TIICHUXOJIOTH
PEKOMEHAYIOT OBEPATh MHTYUIMU, KOTOpash CUMTAETCS MPOSIBICHUEM TIIYOMHHBIX 3HAHUN U
OTIbITA, HAXOISAIINXCS HA YPOBHE MO/ICO3HAHMUS.
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—Ilpu MOATOTOBKE K TECTy WIM JaKe DK3aMEHY HE CIAYeT MPOCTO 3ay4hBaTh pasJien
yueOHUKa, HE0OXO0JMMO MOHSATH JIOTUKY M3JI0KEHHOTO MaTepuaia. ToMy HeMajo CocOOCTBYET
COCTaBIICHUE Pa3BEPHYTOIO TIaHA, TAOIUI], CXEM, BHUMATEIbHOE U3YYCHHE UCTOPUICCKUX KapT.

Bosnbiyro moMomis OKa3bIBAIOT pPa3HOOOpas3HbIE OIMYOJIMKOBAaHHBIE COOPHHKH TECTOB,
HHTepHeT-TpeHaXePhl, TO3BOJISIOIINE, BO-TIEPBBIX, 3aKPEIUTh 3HAHUS, BO-BTOPBIX, IPHOOPECTH
COOTBETCTBYIOIIME IICUXOJOTUYECKUE HABBIKM CAMOPETYJISIIUU U CaMOKOHTpoJid. VIMEHHO Takue
HABBIKM HE TOJHKO MOBBIIAIOT 3()PEKTUBHOCTH TOJATOTOBKH, MTO3BOJISIFOT 0OJIEe YCIEITHO BECTH
ce0s BO BpeMsl 9K3aMEHa, HO M BOOOIIE CIMOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIBHON
paboThI.

MeTtoauyeckue peKoMeHAAMHU 110 MOATOTOBKE KOMIILIOTEPHOM NMpe3eHTalun

IIpe3enTanus (0T aHrI. «presemtatiom» — TMPEACTaBICHUE) — 3TO HA0OpP KapTHUHOK-
CJIAiIOB Ha OMNpENCICHHYIO TEeMY, KOTOpbIe XpaHsaTcs B (Qaiine crenuambHoro ¢opmara. Ha
KOKIOM Clalilc MOXHO COJAEpKaTh MPOU3BOJIBHYIO TEKCTOBYIO, TpadUUYecCKyr WU
BUJCOUH(OpPMALIMIO, AaHUMAIUIO, 3BYK W3 IMOATOTOBJICHHOro ayauodaiina, a Tak ke u
3anvcaHHblii ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € IOMOIIBIO TporpamMmbl MS
PowerPoint.

IIpe3enTanuu npegHa3HAYEHBI AJIs:

e OTOOPKEHUSI HATJISTHOCTH Y4eOHOT0/JIEKITMOHHOTO MaTepuara,

e YIIPaBIICHUsI y4eOHO-TI03HABATEIILHOM IeATEeIHbHOCTRIO ayIUTOPHH,

e KOHTPOJISI ¥ TIPOBEPKHU YCBOCHHSI MOJAHHOTO MaTepuana,

e 00OOIICHHS U CUCTEMATH3aIMU 3HAHUMH,

e peKJIaMbl TOBApOB, YCIYT,

e co3aanus (HOTOATHOOMOB H T.I.

IIpe3eHTaUM MOKHO T€MOHCTPUPOBATH MO-PA3HOMY:

e Ha KOMITBIOTEPE,

e Ha DKPaAHE C MOMOIILI0 MyJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJIedKpaHe 0obmoro Gopmara.

Co31aHHbIe MPe3eHTAIUN MOTYT COAEPHKATh:

e TEKCT,

e U300pakeHus,

e IAarpaMMBl,

e PUCYHKH,

e KOMITBIOTEPHYIO aHUMAIIHIO MPOIIECCOB U SIBICHUIA,

* 3ByKOBOE COIIPOBOXKJICHHE,

e aBTOUTYPHI,

e IATPaMMBI

e TUTIEPCCHUIKY;

e BUJICOPOJTHKH.

IIpaBuiia co3naHust MyJIbTUMEIUHHBIX MPe3eHTANM I

OCHOBHO€E MPABUJIO MPeE3eHTAIUI:

[IpocToTa, TakOHUYHOCTH (MUHUMAJIU3M B TOjadye BU3yanbHOW mHMOpmarun). KpaTkoe
U3II0KEHUE MaTepuaia, MakCuMaabHasi HHPOPMATHBHOCTh TEKCTA.

Caenymoniue npaBuJia npe3eHTaumia:

e UntabenpbHOCTh (BUAUMOCTh M3 CaMbIX JaTbHUX YTOJIKOB TOMEUIECHUS U C Pa3IMYHBIX
YCTPOKCTB);

e OTCyTCTBHE HAKOIUJICHHSI, YETKUH TIOPSIOK BO BCEM.

e TmratenbHO CTPYKTYpHpPOBaHHAS HHPOPMAIHSI.

e Hannure KOpPOTKHX M JTAKOHWYHBIX 3arojIOBKOB, MapKHPOBAHHBIX U HYMEPOBAaHHBIX
CITUCKOB.

e Baxxnyio mH(pOpManuio (HampuMmep, BBIBOJBI, OMpPENeICHHs, MpaBuia U T.1.) HYXHO
10/1aBaTh OOJIBIINM U BBIIEJICHHBIM MIPU(GTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy Cllaija.

» Bropocrenennyro nHPOpMAIIHIO KeTaTelIbHO pa3MenaTh BHU3Y claiiia.
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o Kaxxiomy mosnoskeHuto (uzee) HaJo OTBECTH OTIENbHBIN ab3ail.

e [TaBHYIO H/ICI0 HAJIO BBUIOKHUTH B TIEPBOM CTpOKE ab3aria.

e Mcnonp3oBarh TabiauuHble (GOpMBI IpeACTaBICHUS HHPOPMALUU (JUArpaMMbl, CXEMBbI)
JUTSL WULTIOCTPALMK BaKHEHIINX (PAKTOB, UTO AACT BO3MOXHOCTH MOAATh MaTepHall KOMIIAKTHO U
HATJISITHO.

e ['paduika 10KHA OPraHUYHO JOTIOHSTH TEKCT.

e OOBsiICHEHUE HAJO pa3MeIaTh Kak MOKHO ONIKe K WIUTIOCTpAalnid, ¢ KOTOPBIMUA OHU
JTOJI’KHBI TIOSIBIIATHCS HA DKPaHE OJTHOBPEMEHHO.

e IHCTpYKIIMH K BBITIOJTHEHUIO 33]1a4 HEOOXOAMMO TIIATEIHHO MPOyMaTh OTHOCUTEIHHO
UX YETKOCTH, TAKOHUYHOCTHU, OJJHO3HAUYHOCTH.

e llcrionp30BaTh 3MOIMOHANBHBIA (POH (XYH0KECTBEHHAs MPO3a 3allOMHHAETCS Jy4Ille,
YeM clielhaibHble TEKCThI, @ CTUXU — JIy4llle, YeM Mpo3a).

e Bcio TekcToBy0 WH(pOpPMANMIO HYXHO TIIATETHLHO TMPOBEPUTh HA OTCYTCTBUE
opdorpadpuyeckux, rpaMMaTHYECKUX U CTUITMCTHYECKUX OITHOOK.

e [[pon3BOANTENHFHOCTh MO/aBAEMOT0 MaTepHalia yBEIMYUBACTCS, €CIU OJHOBPEMEHHO
3aJIeiCTBOBAHbl 3PUTENIbHBIM M CIyXOBOW KaHaibl BOCHpUATHS HH(OpManuu (3apyOexHbIe
MCTOYHUKHU 3TO HA3bIBAIOT MPHUHIIMIIOM MoAanbHOCTH). [To3TOMYy pekoMeHIyeTcsi TaM, T/ie 3TO
BO3MO>KHO, HCIIOJIb30BATh JIsl TEKCTA U TpaduyecKuX U300paKeHUI 3BYKOBOE COTIPOBOXKICHHE.

dusnojoruyeckne 0COOEHHOCTH BOCIPUSATHS LIBETOB U GopM

e Crumynupyroniye (Teribie) IBETa CIOCOOCTBYIOT BO30YKICHUIO W JIEUCTBYIOT Kak
pazapaxkutenu (B TOpsAKE yObIBAaHUS WHTEHCHUBHOCTH BO3JCWUCTBUS: KpPACHBIM, OpaH>KEBBIH,
JKEITHIN).

e JlesunTerpupytonyie (XOJOQHBIC) IIBETa YCIIOKAWBAIOT, BHI3BIBAIOT COHJIMBOC
COCTOSIHHE (B TOM K€ MOpsIKe: (PUOJICTOBBIN, CHHHI, TOJIyOOH, CHHE-3€JICHBIH, 3€JICHBIN ).

o * HeliTpanbHble LIBETa: CBETIO-PO30BBIi, JKEITO-3€JICHbINA, KOPUYHEBBIM.

e CoueraHue ByX LIBETOB — I[BeTa 3HaKa W IBeTa (OHAa — CYHIECTBEHHO BIIMSAET Ha
3pUTENBHBI KOM(OPT, MPHUEM HEKOTOPHIE Maphl I[BETOB HE TOJIHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HarpuMmep: 3eJeHbIe CHMBOJIBI HAa KpacHOM (OHE).

o Jlyumee coueranue 1BeTOB IpudTa U (HoHa: OCyblii HA TEMHO-CUHEM, YEpHBIA Ha
0eJIoM, JKENIThIN Ha CHHEM, OPAHKEBBIN Ha YEPHOM.

o [IIBeToBas cxema JOKHA OBITH OJIMHAKOBOM JIJISL BCEX CJIAMJIOB.

e Jlto0Ool pucyHOK (pOoHa TOBBIMIAET YTOMIIIEMOCTH TJIa3 U CHIKAET 3(P(HEKTUBHOCTH
BOCTIpUATHUS UH(POPMAITUH.

o Yerkue, ipKue pUCYHKH, KOTOPbIE MEHSIIOTCS, JIETKO «OXBaThIBAIOT» MOJICO3HAHUE, U
OHHM JTy4YIIle 3alIOMUHAIOTCSI.

e JltoOoli BTOpOCTENEHHBIM OOBEKT, YTO JBIXKETCS (AaHUMHUPOBAHHBIN), CHHXKACT
KaueCTBO BOCIPUSITHS MaTepHala, OTBICKACT BHUMAHHE, HAPYIIAET €€ TUHAMUKY.

e Iloka3z cnaiioB ¢ ()OHOBBIM COIMPOBOXKACHUEM HEXKENaTENbHBIX 3BYKOB (TIECEH,
MEJIOAMI) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTh, CIIOCOOCTBYET pACCEHBAHUIO BHHUMAaHUS U
CHU)KAeT MPOU3BOIUTENILHOCTh OOYUECHHUS.

e Ilomaute! YenoBek MOXKET OJHOBPEMEHHO 3allOMUHAThL HEe Oosee Tpex (aKToB,
BBIBOJIOB, OIPEEICHUMN.

o Kaxaplii cnaiia 10JKEeH OTpakaTh OAHY MBICIb.

e TeKcT AOKEH COCTOSATh U3 KOPOTKUX CJIOB U MPOCTHIX MPEITOKECHHH.

o Crpoka noiKHa cofepxkaTh 6-8 cloB.

e Bcero Ha cnaiine 10KHO OBITH 6-8 CTPOK.

e OO0I1Iee KOJIMYECTBO CIOB HE JOJKHO MpeBhImaTh 50.

e ['maronsl JOMKHBI OBITH B OJTHON BpeMEHHOU (hopMme.

e 3aroyloBKM JOJKHBI TPUBIEKATh BHUMAaHUE ayAUTOPHH U 0000IIaTh OCHOBHBIC
MOJIOXKEHUS ClIana.

e B 3aronoBkax J0KHBI OBITH U OOJIBINNE, M MAJIbIe OYKBBI.
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o Cnaiiapl 10JKHBI OBITH HE CIMIIKOM SIPKUMM — JIMIIHUE YKPAIICHUS JIUIIb CO3/1al0T
Oapbep Ha yTH 3P dEeKTUBHOM NIepenaun nHOpMaIuy.

o KonuuecTBo 0;10Kk0B MHPOPMALIUU BO BpeMsi OTOOpa)KEHHsI CTaTUCTUYECKHX JTaHHBIX
Ha OJTHOM CJaiijie IOJDKHO OBITh HE 0oJiee YeThIpeX.

o [loanucu k WILTIOCTpALUU pa3sMELIaloTCA MO HEM, a He HaJ| HEll.

o Bce cnaiinpl mpe3eHTaum 10JKHBL ObITh BBIIEPKAHbI B OJJHOM CTHIIE.

OO0mme npaBuJa HCNOJb30BaHUA LIPUGTOB

1.Kaxnapiii mpudT (rapHUTYpa + HAIMMCAHKUE) UMEET OJHY CMBICIIOBYIO Harpy3Ky.

JI1st yCTOMYMBOM rapHUTYpPBI TPAJULIMOHHBIMY, 110 MeHbIIEH Mepe, ¢ XIX B. ecTb Takue:

e TOJTYXUPHBIN WIPUQPT Ha3BaHUS CTPYKTYpP TOKYMEHTA,

e KYypCUB — JIOTHYECKOE yJapeHHe, B YACTHOCTH, Ha (OPMYIMPOBAHUH OCHOBHBIX
MOJIOKEHUH, ONIPEACIICHUH U T. 1.,

o «IIPSIMOI» OOBIYHBIN - OCHOBHOW MacCUB MHGOPMAITUH.

2. TexkcTbl mNpe3eHTAlMi, KOTOPBIE HCIOJIB3YIOT B TICUXOJOTHYECKH HaNPSHKEHHON
HECTAaHAAPTHOM CUTyallud, HaJ0 TOAaTh TApHUTYPOH C YHOPOIIEHHBIM aJrOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudtTom Arial. DT0 1EenecooOpasHO BO BpeMs pabOTHI ¢
UHCTPYKLHUSMHU TpaBUI 0€30MacHOCTH, HOPMATUBHBIMU aKTaMH, COTJIAIIEHUSMH C MPABOBBIMU
WJIM UMYILECTBEHHBIMHU MOCIIECTBUSIMH, YCIOBUSAMHU OJIMMITUAHBIX 331aHUN U T.I1.

3. M30eraiite ucmosnb30BaHus Oojiee TpeX pa3IMYHbIX IIPU(PTOB HA OJHOM craiine.
WNnaue uwurtaTenb NOPEeXKIACBPEMEHHO YCTAHET, IIOCTOSHHO TBITAasACh BBIOpATh aAITOPUTM
pacniozHaBanus mpudTa. VickiaroueHne cocTapisieT MHCTPYKIUS MO UCTIONb30BaHUIO IPU(TOB.

MeTtoauyeckue peKOMEeHAAlMHU 110 OATOTOBKE H NIPOBEICHMIO 3a4eTa

3aueT BbICTaBiIsIETCST 0e€3 ompoca MO pe3yiabTaTaM pabOThl CTyJAeHTa B TEUEHUE
TpUMecCTpa.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHbBI

Jns  mpoBeneHUs 3aHATHHA JIGKIIMOHHOTO M CEMHUHApCKOTO THIIA HCIOJb3YIOTCS
ayAUTOpPHH, OOOPYNOBAHHBIC MYJIBTUMEAMHHBIMH  CPEICTBAMH  OOYUCHHS: OSKPAaHOM,
IPOEKTOPOM, HOYTOYKOM (IIpY OTCYTCTBUH SKpaHa, HOyTOYKa U MPOEKTOpa — yueOHas 10CKa).

Jns mpoBeneHHS TPOMEXKYTOYHOM aTTECTalMU 10 AWCLUIUIMHE HCIIONB3YIOTCS
ayaquToOpus, OCHAIlleHHass Yy4eOHOH MmeOenpio, 3KpaHoM, HOYTOYKOM U MpPOeKTop (mpH
OTCYTCTBHH 3KpaHa, HOyTOYKa M MPOEKTOpa — yueOHas TOCKa).

s caMOCTOATENbHOM paboThl 00yYaromUXCsl MCIONB3YETCsl ayJUTOPHs, OCHAIICHHAs
KOMITBIOTEPHOI TEXHUKOHM C BO3MOKHOCTBIO MOJKIIOUEHHS K ceTn VIHTepHeT u obecneueHnemM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAITMOHHO-00pa30BaTEIbHYIO CPEAy OpraHU3aIIH.

JInst TpakTU4ecKOW MOATOTOBKH OOYYAIOMINXCS MCIIONB3YIOTCS ayTUTOPHS, OCHAIICHHAS
yueOHO#l Mebenbio, SKpaHOM, HOYTOYKOM M TPOEKTOp (MpH OTCYTCTBUM SKpaHa, HOYTOyKa U
MIPOEKTOpa — yueOHas J0CKa).

Hcnonp3oBaHue  MHTEPHET-PECYpCOB  IpENIojiaraeT  MPOBEACHHUE  3aHATHUH B
KOMITBIOTEPHBIX KJlaccax ¢ BBIXOJOM B VHTepHeT. B KOMITBIOTEpHBIX Kiaccax oOydaromiuecs
UMEIOT JJOCTYI K MHPOPMALMOHHBIM pecypcam, K 0a3e TaHHBIX OMOIMOTEK.

10. OCOBEHHOCTHU  OCBOEHUHA  JUCOMIIJIMHBI JIMOHAMU C
OI'PAHUYEHHBIMHA BO3MOXKXHOCTSIMU 3I0POBbS

OGyLIaIOH_[I/IMCH C OrpaHM4YCHHBIMH BO3MOXHOCTAMU 3O0POBbA IMPCAOCTABIAIOTCA
CrienMaibHble y4eOHUKH, ydeOHble MOCOOMS M JAMJAKTHYECKHE MaTepHalIbl, CIICIUAIbHBIC
TCXHUYCCKHUEC CPCACTBA O6y‘-ICHI/I$I KOJUICKTUBHOTI'O W HMHAWBUAYAJIIBHOT'O IIOJIB30BAaHUA, YCIIYI'
accucTeHTa (ThIOTOpA), OKa3bIBAIOIIETO 00YUYAIOIMIUMCS HEOOXOIUMYIO TEXHUYECKYIO TIOMOIITh, a
TaK)Ke YCIYTH CYPIONEPEBOAUYNKOB U TU(DIOCYPAOTIEPEBOTINKOB.

OcBoeHME MUCIUIUTUHBI 00YYAOIIUMUCS C OTPaHMYECHHBIMU BO3MOXXHOCTSIMH 3/I0POBBSI
MOXKET GBITB OpTraHnu30BaHO COBMCCTHO C JApYTUMH O6y‘-IaIOH_II/IMI/IC5I, a TakKX€ B OTIACIbHBIX
rpyIax.
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OcBoeHne NUCIUILTUHBI 00YYarOIUMUCS C OTPaHMUYECHHBIMH BO3MOXHOCTSIMU 3/10POBBSI
OCYIIIECTBIISIETCS C Y4YETOM OCOOEHHOCTEH MCUXO(U3UUECKOro pa3BUTHUS, HHAWBHIYaTbHBIX
BO3MOKHOCTEH U COCTOSIHUS 3710POBBSI.

B mensx JOCTYmHOCTM TONydeHHUs BbICHIET0 OOpa3oBaHHs IO 00pa30BaTEIbHOM
porpaMMe JUIaMHU C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMU 37I0POBbSI IIPH OCBOSHUH JAMCLUTUINHBI
obecrieunBaeTcs:

1) st U1 ¢ OrpaHUYEHHBIMU BO3MOYKHOCTSIMHU 37I0POBbSI IO 3PEHHUIO:

— MPUCYTCTBUE THIOTOPA, OKA3bIBAIOIIHI CTYIEHTY HEOOXOAUMYIO TEXHUYECKYIO TTIOMOIIIb
C y4ETOM WHAMBHUIYAIbHBIX OCOOCHHOCTEH (IIOMOraeTr 3aHsTh pabouyee MECTO, MePeABUraThCs,
IPOYUTATh U OPOPMUTH 3a/1aHKE, B TOM YHCIIE, 3alHChIBas MO AUKTOBKY),

— MUCHhMEHHBIC 33/IaHUS, a TAKKE HHCTPYKIIUH O MOPSAKE MX BBIMOJHEHHUS 0()OPMIIIOTCS
YBEJIMYEHHBIM HIpUPTOM,

— clieraabHble Y4eOHUKH, Y4eOHbIe MOCOOHS U AMJAKTHUECKUE MaTepuaibl (MMEIoIIne
KPYIHBIA PpUGT WK ay1nodans),

— UH/IMBUIyaJIbHOE paBHOMEpPHOE ocBeleHne He meHee 300 mrokc,

—Npyu HEOOXOAUMOCTH CTYACHTY [UIsl BBIIIOJIHEHUS 3aJaHUSl TMPEAOCTaBISETCS
YBEJIMUMBAIOILIEE YCTPOMCTBO;

2) Ui UL C OTPAaHUYEHHBIMH BO3MOXHOCTSMU 3[I0POBBS IO CIYXY:

— IPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOUIMHA CTYIEHTY HEOOXOIUMYI0 TEXHHYECKYIO
MOMOIIb C YYETOM WHIWBHAYAIbHBIX OCOOEHHOCTEH (ITOMOTaeT 3aHATh padouee MecCTo,
HepeABUraThCs, IPOUUTATh U OQOPMUTH 3aJaHKE, B TOM YHCIIE, 3alUCHIBAs O] IUKTOBKY),

—obecrieunBaeTcsi  HaNWM4M€  3BYKOYCHUJIMBAIOLIEH  ammaparypbl  KOJUIEKTUBHOTO
NOJIb30BaHUsA, TPU HEOOXOAUMOCTH OOy4aromeMycs MpPeJOCTaBISETCS 3BYKOYCHUIIMBAIOIIAS
anmnaparypa MHAUBHIYaIbHOTO MOJb30BaHUS;

—obecrieunBaeTcss  HAJUICKALUIMMHM ~ 3BYKOBBIMH  CPEACTBAMH  BOCIIPOM3BEICHHUS
nHpopmanuu;

3) s OUI ¢ OTPaHWYEHHBIMH BO3MOXHOCTSIMHM 3/I0POBbBSl, HMMEIOIIMX HapYIICHUS
OIIOPHO-ABUTaTEIHHOIO annapara:

— MICbMEHHBIC 3aJ]aHMs  BBIONHSIOTCS HAa KOMIBIOTEPE CO CIECHUAIU3UPOBAHHBIM
POrpaMMHBIM 00€CTIeYeHUEM WM HAIUKTOBBIBAIOTCATHIOTODY;

— I10 JKEJIAaHUIO CTY/ICHTA 3a/IaHUsI MOTYT BBIMIOJHATHCS B YCTHOH (opme.
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