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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 JIJUCLIUILJIMHBI U BUIbl YYEBHOMN PABOTbHI
OOuuii 00beM IUCIUILINHEBI COCTABIIIET3 3a4eTHERIC eAUHUIIBI, 108 aKaJgeMHYeCKUX Y4acoB.

Ounas ¢popma oOyueHUs

Bun yaeOHO# paboTh Bcero Tpumectp

4acoB 4

KonTtakTHas pabora (Bcero) 30 30

B TOM YHCJIE:

1) 3anarus nexuonnoro tuna (JIK) 10 10

U3 HUX

— JICKIUU 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) NpoMeKyTOUHAsI ATTECTALIMS

CamocrosiTesbHas padora (Bcero) (CP) 78 78

B TOM 4YMCJIC:

Kypcogoii npoekt (pabora)

PacuerHo-rpaduyeckmne paboTh

KonTtponbHast pabota

Pedepar 20 20
CamMonoaroToBka (Ipo4re BUIbl CAMOCTOATEIBHON paOOTHI) 58 58
ITonroroBka K arrecTanuu

OOmuit 006eM, Jac 108 108
Dopma NPOMEKYTOUHON aTTECTAUH 3a4er 3a4er

3aounas hpopma oOydeHHS

Bun yueGHOM paboThI Bcero Tpumectp
4acoB 5
KonTakTHasi padora (Bcero) 12,3 12,3
B TOM YHCIIE:
1) 3ansTus nekuuonHoro tuna (JIK) 4 4
U3 HUX
— JIEKIIUH 4 4




2) 3ansTusa ceMmuHapckoro tuma (I13) 8 8
U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P) 8 8
— naboparopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAlUU

4) uHaMBUAYyadbHAs paboTa

5) npoMeXyTouHas aTTecTalus 0,3 0,3
CamocrosiTesbHas padora (Bcero) (CP) 95,7 95,7
B TOM YHCIIE:

KypcoBoii mpoekt (pabora)

Pacuetno-rpaduueckne paboTs

KontponbHas pabora

Pedepar 20 20
CamMonoaroToBka (Ipo4re BUIbl CAMOCTOSATEIBHON paOOTHI) 72 72
ITonroroBka K arrecTanuu 3,7 3,7
OOmuit 006eM, gac 108 108
dopma NPOMEKYTOUHON aTTECTALUN 3a4er 3a4er

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,

cTa”aapTHbIC (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 18 2 4 12
JESITEIIbBHOCTH
3 Opranuzanus paboThl ¢ TOKyMEHTaMU 16 2 2 12
4 TpeGoBaHms O MOATOTOBKE 18 2 4 12
pacnopsANTENbHBIX U HHPOPMAIIHOHHO-
CIIPABOYHBIX TOKYMEHTOB
5 JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 18 2 4 12
JeSITeNIbHOCTh OpraHu3aluu
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 14 2 2 10
7 JloxyMeHTa1us o 10roBOPHO-MPABOBBIM 12 2 10
OTHOUIEHUSIM YKOHOMHYECKON
JESITEIIbBHOCTH
O06umii 06bem 108 10 20 78
3ao4Has hopma oOydeHHs
No HaunmenoBanue pazzaena (TeMbl) KonnuecTBo yacos
pasnena Bcero JIK C P | JIP CpP

(TembI)




1 JlokymMeHTaImoHHOE 00eCTieYeHNE 10 10
YIPABJICHUS KaK OTPaCb AESITEIbHOCTU
2 JlokyMEeHTUpOBaHHE YIIPABICHYECKOU 14 2 12
JESATEIbHOCTH
3 Oprann3anus paboThl C JTOKYMEHTAMH 18 2 2 14
4 TpeGoBaHwMs 10 TTOTOTOBKE 18 2 2 14
pactopsAUTENbHBIX 1 HHPOPMAIIHOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
5 JIOKyMEHTBI, perjiaMeHTUPYIOIINE 16 2 14
JIeSATEIbHOCTh OPraHU3alun
6 JloxyMeHTanus mo JIMYHOMY COCTaBY 14 14
7 JloxkyMeHTa1us o 10roBOPHO-MPABOBBIM 14 14
OTHOUIEHUSIM YIKOHOMHYECKOMN
JIEATEIbHOCTH
8 ATtTtecranus 4
OO0umii 00bem 108 4 8 92
5.3. 3aHATUA CEMHUHAPCKOT0 THIIA
ouHasi hopMa oOyueHus
Ne i/m Ne Bun HaumenoBanue KonuuecTBo
pazznena | 3aHATUSA 4acoB
(TeMbr)
1 1 [P JlokyMeHTaImOHHOE 00ECTIEYeHHE YITPaBICHUS KaK 2
OTpacilb JESITEIbHOCTH
2 2 [P JIokyMEHTUpOBaHUE YIIPABJICHUYECKON EATEIIbHOCTH 4
3 3 [P Opranu3anus paboThl C JTOKYMEHTAMH 2
4 4 I1P TpeboBaHMs 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 4
MH(OPMaLMOHHO-CIIPABOYHBIX TOKYMEHTOB
5 5 I1P JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE ACSATENbHOCTD 4
OpraHu3aIu
6 6 I1P JlokymeHTanus 1o JIM4HOMY COCTaBy 2
7 7 [P JloxyMeHTanus no I0roBOPHO-IMPABOBBIM OTHOIICHUSM 2
DKOHOMHMYECKOU JIEATEIBHOCTH
3a04Hast popma o0ydeHHs
Ne /i Ne Bun HaumenoBanue KonuuecTBo
pazznena | 3aHATUSA 4acoB
(TeMbr)
1 2 I1P JIOKyMEHTHPOBAaHUE YIIPABICHYECKON ACSITEIBHOCTH 2
2 3 ITP Oprann3anus paboThl C JTOKYMEHTaMH 2
3 4 I1P TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 2
MH(OPMaLMOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 I1P JIOKyMEHTBI, pEriIaMEHTUPYIOLUE ACSATENbHOCTD 2
OpraHu3aIu

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

1.

KOHTPOJIbHAsA padoTa)
IIpumepHasi TeMaTuka pedepaToB:

HopmatuBHO — paBOBBIE aKThI B c(hepe TypHUCTCKOTro On3Heca.
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2.

HopmaTuBHO — 1paBoOBbIE aKThl B TOCTUHUYHON UHIYCTPUHU.

3. HopwmatuBHO — TpaBOBBIC aKThI B PECTOPAHHOM OM3HECE.
4. JloxymeHTauusi 1o OOECIIEYCHHIO M TOATBEP)KICHHIO KayeCTBa YCIYr TYPHCTCKOTO
PEIITPUSITHSL.
5. JlokyMeHTaius 1o OOECleUYeHHUIO U MOATBEPKACHUIO KauyecTBa YCIYT TOCTUHHYHOTO
HPEIIPUITHSL.
6. JlokyMeHTanus 1o OOEClEeYeHUI0 U TOATBEPXKICHHUIO KauecTBa YCIYTr MPEANPHITHS
MUTaHUS.
7. Pa3paboTka TOMKHOCTHOM MHCTPYKIIMU MEHEKepa TYPUCTCKOTO MPEATIPHATHS.
8. PaspaboTka JOMKHOCTHOW MHCTPYKIIMHA MEHEKEPA TOCTHHUIHOTO MPEITPHUSITHSI.
9. Pa3paboTka JOKHOCTHON MHCTPYKIIMU MEHEKepa MPeANPUITHS TUTAHUS.
10. Pa3zpaboTka moroBopa 00 opraHU3aIMH TEPEBO30K TYPUCTOB.
11. CronbmoBoe (mpuKa3HOe) ETOMPOU3BOJICTBO.
12. Konnexckoe aenonpou3BOICTBO.
13. HcnonHuTenbHOE AEIOMPOU3BOICTBO.
14. Poccuiickue TEXHOJIOTUH IEJIOMPOU3BOACTBA B XX BEKE.
15. OcoGeHHOCTH OPOPMIICHHS JIETOBBIX MTUCEM B aHIJIOSA3BIUHBIX CTPAHAX.
16. Cnemnuduka 1eI10BOM KOPPECTOHACHITNN Ha (GPAHITY3CKOM SI3BIKE.
17. Ocobernoctu opopmIIEHUSI TUCEM HAa HEMEITKOM SI3bIKE.
18. CynrHocTh M1 0COOEHHOCTH KOH(PHUICHIINATBLHOTO JACTOTPON3BOICTRA.
19. Ompenenenue cocraBa KOH(PUICHINATBHBIX JOKYMEHTOB.
5.5. CamocTosiTesqbHasi paboTa
Ne paznena Bun camocrositenbHOM paboThl KonunuectBo yacos
(Tembl)
ouHas 3a04Has
1 IlonroToBka K NpakTUYeCKOMY (CEMUHAPCKOMY) 3aHSATHUIO 10 10
2 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 12 12
3 PaboTa ¢ HayYHBIMH UCTOYHUKAMU 12 14
4 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 12 14
5 CobecennoBanue Mo pe3ynbTaTaM aHaJIM3a HAyYHbIX 12 14
HMCTOYHUKOB
6 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 14
7 CobecennoBanue Mo pe3ybTaTaM aHaJIM3a HAyYHbIX 10 14
HMCTOYHUKOB

6. ObPA3OBATEJIbBHBIE TEXHOJIOI'HHA

[Ipn ocymecTBieHHH 00pa30BaTENBHOTO MPOIECCa IO TUCHUIUIMHE HCIHONb3YIOTCS
clieAyIonye HHPOPMaLMOHHbIE TEXHOJIOTHH:

— cOop, cucTemMaTH3alKs 1 Bblj1ada yueOHOM 1 HaydYHON HH(POpPMAIIHH;

— 00paboTKa TeKCTOBOH, rpauuecKoil 1 SMIUPHUUECKON HH(POPMALINH;

— MOJITOTOBKA, KOHCTPYHPOBAHHE U MTPE3CHTALUS HTOTOB YUeOHOM AEATEIbHOCTH;

— CaMOCTOSITENIbHBIA TMOHMCK JIOTIOJIHUTENBHOTO Y4eOHOIO M HAy4yHOrO MaTepuala, C
UCTIOJIb30BAaHUEM ITOMCKOBBIX CUCTEM M CalTOB ceTH VIHTepHET, SEeKTPOHHBIX OMOIMOTEYHBIX
pecypcoB u 0a3 JaHHBIX;

— HCIIOJIb30BAHHE IEKTPOHHON MOYTHI, COLMAIBHBIX CETEH sl pACChUIKH, MEPEIUCKH U
00CyX/1eHUS] BOSHUKIIUX y4EOHBIX MPo0IeM, KOHCYIbTALUH.




I/IHTepaKTI/IBHbIe U aKTUBHbIC 06p330B3TeJIbeIe TEXHOJIOI'UM

Ounas ¢popma o0yueHust

Ne Bun 3anstus (J1, Hcnons3yeMble THTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) 00pazoBaTebHbIC TEXHOJIOTUH JacoB
4 I1P IIpesenTanuu 4
6 I1P [TpezenTanunmn 2
3aounas popma 00yueHust
Ne Bun 3anstus (J1, Hcnons3yeMble UHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) o0pazoBaTebHbIC TEXHOJIOTUH 4acoB
4 I1P ITpezenTannmn 2
IIpakTHyeckas NOArOTOBKA 00y4aIOIINXCH
Ne paznena Bup 3ansaTus Bunsr pabot KommaectBo
(Temsl) (JIK, I1P, JIP) 4acoB
O0D0 | 300
2 I1P Pa3paboTka ynpaBieH4ecKOl TOKyMEHTalluu 4 2
4 I1P PazpaboTka pacniopsguTeIbHBIX JOKYMEHTOB 2 1
4 I1P Pazpabotka WH(OPMAITMOHHO-CIIPABOYHBIX 2 1
JOKYMEHTOB
5 [P Pa3paboTka MOKYMEHTOB, pErJIaMEHTHPYIOUIUX 4 2
JESITEIbHOCTD OpraHH3aliH (JloxanbHbIE
HOPMAaTUBHBIE aKThl, MOJOKEHHS], HHCTPYKIIUN)
6 I1P PazpaboTka JOKYMEHTOB IO JHYHOMY COCTaBY 2 -
(TpyaoBoO# 1OTOBOP, TPYAOBAst KHWKKA U JIP.)

7. POHA OHEHOYHBIX CPEJICTB (OHEHOYHBIE MATEPHUAJIBI) J1JIA

TEKYIIETO KOHTPO.JISA YCOIEBAEMOCTH, TIPOMEKYTOUYHOM ATTECTAIIAU

2. MeToanveckue MaTepHaJibl, ONpeae/siioue Npoue ypbl OeHUBAHUSA

2.1. MeToanyecKkue MaTepuaJbl, onpeaesiomue Npoueaypbl OeHUBAHUS B
PaMKaxX TeKyLIero KOHTPOJIsl ycreBaeMoCTH

[Tponienypa orieHUBaHUS TPOUCXOIUT C UCIIOJIB30BAHUEM METO/Ia TECTUPOBAHUS, OIICHKH

MPAKTUYCCKUX BaHaHHﬁ, YpPOBHA MOATOTOBKH CTYACHTA HIpPU OTBCTC HA BOIPOCHI IIPU YCTHOM

orpoce.

MeToanuyeckoe ONMcaHue MOATOTOBKH U NpoBE¢ICHUA TECTUPOBAHUSA

He menee, uem 3a Henemmo 10 TECTUPOBAHMS, TIPETIOIABATEIb OMPEACIIACT 00yJatOIIMMCS

MCXOJIHbIE JTAHHbIE JJIS MOJATOTOBKH K TECTUPOBAHMIO: Pa3/eibl (TEMbI, BOIIPOCHI), 0 KOTOPHIM
OyayT 3a7aHus B TECTOBOU (hopme, IUTEepaTypy U UCTOUHUKH (C TOUHBIM YKa3aHHEM pa3felioB,
TEM, CTaTel) IJisl MOATOTOBKH.

TecThl BBITOTHSIOTCS] BO BpeMsI ayJIUTOPHBIX 3aHATHN (TPAKTUYECKHX ).
KO.HI/I‘-IGCTBO BOHpOCOB B TCCTOBOM 3aJIaHUU OHpCI[CJBICTCH npenoz[aBaTeneM.
Ha BrimmonmaeHnune tectoB orBoauTces 0,5-1 akameMudecKnii Jac.
I/IH,Z[I/IBI/I,Z[ya.HBHoe TECTOBOC 3aIaHUEC BHIIACTCS 06yqa101ueMyCS{ Ha GYMa)KHOM HOCHUTCIIC.

Taxoke TECTUPOBAHHUEC MOXKCET IIPOBOAUTHCA C HCIOJB30BAHUEM KOMIIBIOTCPHBIX CPCIACTB U
nmporpaMm B CIICUAJIBHO O60py,Z[OBaHHBIX INOMCIICHUAX.




[Tpu mpOXO0XKIECHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHUKaMU HE
pa3pelieHo.
[Tpumepsl TECTOBBIX 3aJaHUI, a TaKKe KPUTEPUU U IIKaJa OIEHKHU MPHUBEACHHI B I1.3.
®DoHJ1a OIIEHOYHBIX CPEJICTB.
MeTtoauyeckoe onucanue NOArOTOBKH U MPOBeIEHNsI YCTHOT0 OMpoca

VYcTHBIE OMpOCHl  MPOBOASTCS IMpernojaBaTelieM BO BpeMsl ayAUTOPHBIX 3aHATUN
(JIEKIIMOHHBIX WIIM MPAKTHYECKHUX ).

OcHOBHBIE BONPOCHI IS YCTHOTO OINpOCa JOBOIATCA [0 CBEIEHUS CTYAECHTOB Ha
MPEIbIIYIIEM 3aHATHH.

KonnuecTBo BOIpocoB omnpeaenseTcs mpenoiaBaTeieM.

Bpems npoenenus omnpoca ot 10 muHyT A0 1 akazeMuyeckoro yaca.

VYcTHBIE ONPOCHI HEOOXOAMMO CTPOUTH TaK, YTOOBI BOBJEYh B TEMY OOCYKICHHS
MaKCHMaJdbHOE KOJMYECTBO OOYYAIONIUXCSl B TPYIIE, TNPOBOAUTH Tapasien C YyxKe
NPONJCHHBIM y4EOHBIM MaTepuaioM JaHHOW AUCHUILIMHBI U CMEXHBIMH KypcaMu, HaXOAWUTh
ylayHble MPUMEPHl U3 COBPEMEHHOW ACHCTBUTENHHOCTH, YTO YBENIHUUBaeT 3((HEeKTHBHOCTH
YCBOEHHUS MaTepuaja Ha acCOLMALIUSIX.

[Tepeuenb BOMPOCOB /il MPOBEACHUS YCTHBIX OMPOCOB, a TaKXKE KPUTEPUU M IIKala
OIICHKH TIpuBeAeHBI B 11.3. DOH/1a OLIEHOYHBIX CPEACTB.

MeTtoauyeckoe onucanue NOArOTOBKH M MPOBeIeHNs MPAKTHYECKUX 3 aHMii

[IpenogaBatens 3apaHee MOATOTABIMBAET BEChb MH(MOPMAIIMOHHBIM KOMIUIEKC, TOTOBUT
OnaHku C 3agaHusMH. BpeMms pemieHus 3adaHus YKa3aHo B camoM Omanke. CTyneHTHI
CaMOCTOSITENIbHO U3Y4YaloT U MpopabaThIBalOT TEOPETHUECKUN U CITPABOYHBIA MaTepHal Mo TeMe.
3amaHuss Ha YCMOTPEHHE TIPEroAaBaTelsi MOTYT OBbITh MPEAJOKEHBI I PEHICHHUS Kak
WHAMBUAYAJIbHO, TaK U MOATPYIIE CTYACHTOB (10 3 4ETI0BEeK).

CopepxaHue 3aJaHWil, a TaKKe KPUTEPUH W IIKANa OIEHKU mpuBeAcHbl B 1.3. DoHaa
OLICHOYHBIX CPEJICTB.

2.2. MeToan4yeckne MaTepHuaJIibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B PAMKAaX
NMPOMEKYTOYHOM aTTecTaAlluu

[IpomexxyTodHast aTTecTarus - 3a4eT

[IpomexyTouHas aTTecTalus MPOBOIUTCS B popMe 3adeTa.

3adeT BBICTABIISCTCS 110 PE3YJIbTaTaM TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH.

[To ounoii ¢opMe oOyueHUs 3a4eT BBICTABIACTCS TIOCIE TIOCIEIHEro 3aHSATHUs
CEMHHAPCKOT0 THUTIA B TPUMECTPE.

[To 3aounoii Qopme oOyueHHUs 3a4eT BBICTABISETCS B CHEIHAIBLHO OTBEICHHOE
pacriucanneM ceccuu Bpems. [lpm 3ToM BO BpeMms 3auyeTa MpenojaBaTelb IPOBEPSIET
BBIITOJTHCHHBIC CTYI[eHTaMI/I 3aJaHusi, a TaKXKC 3aaacT JOIIOJHHUTCIIbHBIC U YTO‘-IHSIIOH_II/IG
Bompockl. Ha arrecranuio kaxmoro cryaeHTta orBoauthbes 0,3 akagemudeckux vaca (okojo 14

MUHYT).
3. TunoBble KOHTPOJbHBbIE 3aaAHUS

Tunosble 3alaHus 1JISl TEKYIIEro KOHTPOJIA YCIIEBA€MOCTH

3.1. IlepeyeHb TUNOBBIX MPUMEPHBIX MPAKTHYECKUX 3aTaAHUI

Bapuanr 1

3aganue 1.

B mae 2018 r. 66110 co3gano OO0 «Dwuanka». PykoBoaCcTBOM OBUIO MPEAIOKEHO CO3/1aTh
B cTpykTtype OOO KaHIENSIpUI0O U BBECTH €€ B COCTAB aJMUHUCTPATHBHO-XO3SMCTBEHHOTO
otnena. [IpoTus aTOro pemenus BeICTyNMIIA 3aBeytomas kanuensipueit Opnosa A /L.

Kto mpaB B cnoxusmeiics curyanuu? Kakum o6pazom OprmoBa A.Jl. mokaswsiBaia
PYKOBOJCTBY CBOIO TOUKY 3pEHUS?

3aganue 2.
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B aBrycre 2018 r. 6su10 co3gano AO «ABuarop». Cioyx6a JIOY B Hem ObUta Ha3BaHa
OOIIM OTIEJIOM.

Kakumu mokymeHTamMu JOJDKHA OBITh periiaMeHTHUPOBaHA JAESITEIbHOCTh CO3JaHHOTO
otxena? Kak oHH cOCTaBIISIIOTCS?

3aganue 3.

Kakoli 1OKyMeHT sIBISIeTCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUIAIOIIUM CHCTEMY
JIOY B KOHKpETHOH opraHuzamuu ¢ yuetroM ee crneuupuku? Kak oH cocraBisercs, odperaer
IOPUINYECKYIO CHITY?

3ananue 4.

C xakoil menpro co3maeTcss Tabenb yHHUPUIMPOBAHHBIX (opM mgoxkymeHTOB? Kakas
METOMKa Pa3pabOTKU Tabels UCTIONb3yeTCs?

3aganue 5.

Kak paspaborarp anb00M YHU(PHUIMPOBAHHBIX (OPM [TOKYMEHTOB, CO37aBAEMBIX B
opranu3anuu’? Kakosa 1enb ero cozpanus?

Bapuanr 2

3ananue 1.AxnumonepHoe obmectBo «CTpena», pacronokeHHoe B ropone Kocrpoma
(ropunnueckuii anpec: yi. JlecHas, 22, ten. 46-01-34, daxc (043) 46-01-37), umeer dunman
«Ctpena-ExarepunOypr» B ropojae ExarepunOypr (1o anpecy: yin. Bok3anbHas, 34, ten. 23-34-
56, daxc (032) 23-34-55). Cnpoektupyiite O1aHK MHCbMa JUIS TOJIOBHOTO Oo(prica akIIMOHEPHOTO
obmectBa u ero prmana B ropojae ExarepunOypr.

3aganue 2. AxkimonepHoe obmectBo «Boctok» (114311, Mocksa, yn. HaGepexnas, 1. 16,
koprm. 1, Tenm. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, WMHH/KIIII
0000000000/000000000) siBnsieTcst KpyNMHOM opranuzanueil. Ero opraHuzaiyioHHasi CTPYKTypa
BKJIFOYAET TPH JenapTamMeHTa (B COCTaBe KaKIOTO 00pa30BaHO OT YETHIPEX JI0 IIECTH OTIEIOB).
JlupekTop Kaxaoro nemnaprameHTa sBiserca wieHoM CoBera aupekropoB OOmiecTBa U B
npenenax CBOEW KOMIETEHIIMM HMEET MpaBO MOJANUCH JOKYMEHTOB, HMCXOMSAIIUX H3 €ro
noapasneneHusi. B Hacrosiiee BpeMsi BCTall BOIPOC O MOATOTOBKE M BHEAPEHUHM B MPAKTHKY
pabotsl, kpome Omanka AO «Boctok», emie U OJaHKOB JEMapTaMEHTOB ATOTO aKIIMOHEPHOTO
o01iecTBa.

CnpoektupyiiTe oOmmMi OJIaHK OpraHu3anuu, OoOmMi OnaHk W OJaHK I THUChMa
Henapramenta mnepeBo3ok AO «Bocrok», OmaHk mnuchbMa Jupekropa JlemaprameHnrta
npousBoAcTBa AO «BocTok».

3ananue 3. Buie-npe3uaeHT akiIMOHEPHOTro KoMMepueckoro 0anka «Cupuyc» (321674, .
C, yn. YOxmnas, 13/2, ten. 435-65-89, dakc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BbIcKa3an HayaIbHUKY KaHLEISAPUU TOXKETaHHE HMETh OJIaHK C
yYKa3aHHUEM CBOEH JIOJDKHOCTHU, MOTUBUPYS €r0 TEM 00CTOSTENIbCTBOM, UTO OH BEJIET OOLIUPHYIO
HEepPENHCKY.

[IpaBomMouHO 1 MOXKenaHue Bulle-mpe3uienTa? Kak qomKeH BBITISAETh TaKOH OJTaHK?

3ananmue 4. Vcnons3ys popmyssip oOpasel, CIpOeKTUPYITE:

a) OmaHkK mUchMa (C TPOMOJBHBIM PACIOIOKEHUEM PEKBU3UTOB), €CIU HCIOJIB3YIOTCS
cnenyromue pexksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OmaHkK mpuKasza (C MPOJOIBHBIM PACIOJIOKEHUEM PEKBU3UTOB), €CIIH HCIIOIB3YIOTCS
cnenytomue pexksusutsl: 05, 09, 13, 10, 11, 17;

B) OylaHK 3asBJIeHUS (C YIJIOBBIM DPAcCIOJIOKCHHUEM PEKBHU3UTOB) HAa UMsS T€HEPATbHOTO
nupexkropa OAO «Axcon» KocunueBa A.B. o mpemocraBieHuHM MaTepHaIbHOW MOMOIIU B
pazmepe 10 MPOT B cBsI3H € TSKENBIM CEMEWHBIM MOJIOKEHHUEM.

3ananme S. B uncnekunn denepanbHOil HAJIOTOBOM ciaykObl 1o JIEHMHCKOMY paiioHy T.
CraBporions BO3HHKJIA HEOOXOAMMOCTh B pa3paboTKe OJjaHKa paclopsiKEHUs I OTAeNa IO
pabote ¢ HamoromnarenabiiukaMu. CrpoeKTUpyiTe Takoi ONaHK (C YIJIOBBIM pacloyiOKEHUEM
PEKBU3HUTOB), €CJIU B ITAHHOM CJIy4ae UCIOJB3YIOTCs cheayroniue pekBu3utol: 01, 05, 06, 09, 13,
10, 11, 17.

Kputepun u mxkaJia oieHKHU pelieH!s NPAKTHYEeCKOro 3aJaHusA
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Ounenka Kpurepun

OTtinyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYeT 3amaHuto. OOydarouuiicsi, JEMOHCTPUPYET BCECTOPOHHEE,
CHUCTEMaTHYeckoe MU TIyOOKoe 3HaHHEe Y4eOHOro marepuaia, YMEHHE
cBOOOJHO BBIMOJIHATH MpakTUyeckoe 3afaHue. [1oaHO ocBemaer 3aJaHHYIO
TEMY, €€ aKTyaJIbHOCTb M HOBU3HY. Marepuan U3JI0KEH B ONpPEACIICHHOU
JIOTUYECKON MOCIIeI0BATEIbHOCTH, JUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAHUEM COBPEMEHHBIX HAayuHBIX TepMUHOB. OOyuarommiics
MPOJEMOHCTPUPOBAII B MOJHOM 00beMe HeoOXOIMMbIe 3HAHUS U yYMEHUS;
yYMEHHUE II0Jb30BaTbCsl HOPMATUBHOM, CIIPaBOYHOM U  CIIELUAIIBHOU
JUTEpPaTypoil; 000CHOBAHHOCTh PE3YJIbTaTOB U BHIBOJIOB, OPUTHMHAIBHOCTD
UJIeU; CIIOCOOHOCTD MPEACTABIATh PE3yJIbTaThl UCCIEAOBAHMS B TBOPUYECKON
dopme; o00OCHOBaHME BO3MOKHOCTH IPAKTHUYECKOTO HCIOJIb30BAHUSA
MOJYYCHHBIX JaHHBIX. [IpoeMOHCTpUPOBaH JIMYHBIN BKIIaJ 00ydYaroerocs
B paboty. OdopmieHrne pabOThl B II€JIOM OTBEYAIOT YCTAHOBJIECHHBIM
TpeOOBaHUSM.

Xopouio Xopowio ~ cTaBUTCA, €CIM COAEp)KaHUE paboTh/OTBETA JIOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYET 3agaHuio. OOydaroumuiics JIeMOHCTPUPYET
3HaHHWE Y4YeOHOTO Marepuajia, YMEHHE YCIEUIHO BBIMOJIHUTH 3aJaHue,
YCBOCHUE OCHOBHOM JIUTEPAaTypbl, PEKOMEHIOBAHHOW B IIpOrpaMMe.
Marepuasi HU370K€H B ONPEACICHHOW JIOTMYECKOW MOCIEI0BATEIIbHOCTH,
IpU 3TOM JOMYIICHBI JABE-TPU HECYILECTBEHHbIE OMIMOKH (MJIM OTOBOPKH),
UCIpaBJIEHHBIE MO TpeboBaHMIO TpernoaaBarens. HaydHas TepMuHOIOTHSA
UCIIOJIB3YETCSI JOCTATOYHO, OTpPa)k€HAa HOBU3HA IOJIYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTAaTOYHO OOOCHOBaHBL. JlocTaTOYHO MPOAEMOHCTPUPOBAH
JUYHBIA BKJIa[ oOydaromierocs B padboty. OdopmieHne paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Ynosiaersop | [Ipu  yoosremeopumenvnom  oTBeTe  couepkaHue  pabOThI/OTBETa
UTeJIbHO HEI0CTaTOYHO IOJHOCTbIO COOTBETCTBYET 3aJaHMIO. 3aJaHHE BBIOJIHEHO
gactuyHo. OOyuarommiics JIEeMOHCTPUPYET HEIO0CTaTOYHOE OCBELICHHE
3aJJaHHOW TEMbI, TOMYUIEHbI MOTPEIIHOCTH U HETOYHOCTH, AOMYCKAET OJHY
CYIIECTBEHHYIO OIIMOKY, HO 00JIaaeT HEOOXOAWMBIMH 3HAHUSMHU JUISI UX
yCTpaHEHUs O] PYKOBOJICTBOM MpenonaBarens. HayuHas TepMmuHONOTHS
UCTIOJIBb3YeTCsI HEAOCTaTOYHO, BBIBOJABI HE OO0OCHOBaHBI. JIMUHBIA BKIan
obOyuvaromerocss B paboty HemocrtaroueH. OdopmieHue paboThl He
MOJTHOCTBIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosuers | Ilpu neydoeremsopumenvnom oTBeTe coaep:xkaHue pabOThI/OTBETa HeE
OpHUTEJIbHO | COOTBETCTBYET 3aJaHuio. B paboTe mpoJeMOHCTPUPOBAH HU3KUH YpOBEHb
3HAHUW W yMEHMH, HaONIoJaloTCs 3HAUYUTEIbHBIE HETOYHOCTH B
UCITIOJIb30BAaHUU HAyYHON TEPMHUHOJIOTHH, HET BBIBOJIOB, OTPAHUYECH 00BEM
coJlep’kaHusl BbIMOJIHEHHOro 3amaHus. OdopmieHue paboThl HE OTBEYAeT
YCTAHOBJICHHBIM TPEOOBAHMSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. ]_ICJ'II/I H 3aa4u CepBI/ICHOﬁ ACATCIIBHOCTH OpTraHU3alvuu.

2. OcHoBHBIE MCTOJbI W IPUEMbI IUIAHUPOBAHHWA, OpraHu3alv, MOTUBAIUH, KOOpAWHAIWU H
KOHTPOJIAA ACATCIbHOCTHU OpFaHI/I3aLII/If/’I C(l)epbl CCpBHUCA U UX HOI[pa3I[€J'IeHHfI.

3. HoxymenTanmonHoe obecniedenue ynpasienus (JJOVY).

4. 3naueHue nokymeHTa B cepBuce. Mecto IOV B nesaTenbHOCTH MEHEIKEPOB.

5. YpoBHU ymIpaBieHUSI W TPOIECCHl OpPraHu3aliy. YPOBHM YIOPaBICHHS B Mallol
opranu3anuy (PyKOBOASIIUN W ONEPAaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTPaTeTUYECKHM, TAKTUIECKUN U OTIEPATUBHBIN ).
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6. JlokyMeHTHpOBaHHbIE MH(POpPMALKsS U YIPABICHYECKHE DPELICHUS COOTBETCTBYIOLIMX
YPOBHEH.

7. JIOKYMEHTBI, HCIHOJIb3YEMBIE PYKOBOJUTENIAMH WU HCIOJHUTEISIMU TPU BBINOJIHEHUH
CBOMX IIPOILIECCOB (MIPaBOBbIE, OPraHU3ALMOHHO- PAaCIOpPAIUTEIbHBIE, IJIAHOBO-(PHMHAHCOBBIE,
BHEIIHNE HOPMATHUBHBIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKHE).

8. 3akonomarenvHOe perymupoBanue [0V (denepanbHbie 3aK0HBI).

9. HopmaTuBHO-IpaBOBOE ¥ HOPMAaTUBHO-METOAWYECKOE€  peryinupoBanue OV
(HalMOHANBHBIE CTAaHAAPTBI, TOCYJApPCTBEHHAs CHCTEMAa JOKYMEHTAI[MOHHOIO O00ecreyeHus
ynpasinenus u ee nenu, 'OCT P 51141-98 «/lenonpous3BoaCcTBO M apXUBHOE A€i0. TepMuHBI 1
onpexaenenust, [OCT 6.30-03 «YHuduimpoBaHHbIe CHCTEMbI JOKYMEHTaIuny», O0mepocCuiicKuii
KJIacCH(pUKATOpP yIpaBIeHUECKON JOKYMEHTALUH, TOCYAapCTBEHHbIE HHCTPYKIMU 110 JIOY).

10. OcHoBHbIE QYHKIIMH YIIPABICHHUS CEPBUCHOM NESITEIBHOCTHIO.
11. [onsatue knaccupuKay J0KYMEHTOB.
12. Knaccudukanust MTOKyMEHTOB 1O CIocoOy JTOKYMEHTHpPOBaHUs, IO cdepe

UCTIOJIb30BaHUS, 110 MECTY COCTABJICHHUS, IO TpUdY OrpaHUYEHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TIO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3JIOXKEHHUS, MO CpOKaMm
XpaHEHUS.

13. TlonsiTHE SIEKTPOHHOTO JOKyMEHTa. TpeOOoBaHHWS K DICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa U HEJOCTATKU AIEKTPOHHOIO JOKYMEHTA.

14. DneKTpOHHBI JOKYMEHTOOOOPOT M €ro peryJupoBaHWE HOPMATHUBHBIMHU aKTaMH.
Obecneuenne XpaHeHHsI AIEKTPOHHBIX TOKYMEHTOB.

15. YuuduuupoBaHHble CHUCTEMBbl IOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3alMOHHO-
pacropsaIuTeIbHON JOKYMEHTAllMH; OaHKOBCKOM JMOKYMEHTaluH; (pUHAHCOBOW, YYETHOW H
OTYETHOW OYXTaJITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OPTraHU3aIlii; OTYECTHO-CTATUCTUUECKON
JOKYMEHTAIlMH; YYETHOW U OTYETHOM NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTanuu [lencuonnoro ¢ponna PO).

16. HeoOxoauMoCTh €AMHBIX NpaBuil OQOopMIIeHHS JOKYMEHTOB. (CoCTaB pPEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmiieHust peKBU3UTOB.

17. IloHsATHe rOpUAUMYECKOrO 3HadeHUs AoKyMeHTa. KOpuauuecku 3HaUMMBbIE PEKBU3HUTHI
nokymeHTa. IOpruaudeckoe 3Hau€HUE IIEKTPOHHOTO JIOKYMEHTA.

18. IloHsaTHE s3bIKA CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTb U SICHOCTb; JIAKOHHYHOCTbH; YOEAMTEIbHOCTH; HEHUTPAIbHOCTh TOHA
U3JIOKEHHS; MCIOJb30BAaHME  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  O0OOpOTOB;
HCIIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHH ).

19. Monstue Onanka nokyMeHTa. Buabl OnankoB. PexBusuTel OnaHkoB. BapuanTs
PacIoNIOXKEHUsT PEKBU3UTOB.

20. OcHOBHBIE TpyNIBl OPraHU3ALMOHHO-PACIOPAIUTENBHBIX IOKYMEHTOB. PDopmyrsp-
o0paszel opraHu3alMOHHO-PACTIOPSIIUTEIHHOTO JOKYMEHTA.

21. OcHoBHbI€ BUBI YCTaBOB. [IpaBuiia coctaBiaeHusl.

22. llonsatue koHTpakTa. TpeOoBaHMs K KOHTPakTy. OCHOBHBIC BHUIBI TOJOKCHHA H
IIPaBUJIa COCTABJICHHUS.

23. OcHOBHBIE BUIbl MHCTPYKLIHI U MPaBUIa COCTABICHUSI.

24. lloHATHE NOHKHOCTHON MHCTPYKLMU U NpaBUila COCTABICHUS.

25. Ilonstue npuka3za. [IpaBuiia cocraBieHus.

26. Ilonsarue pacnopsokenus. IlpaBuna coctaBieHus.

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

28. TlonsaTus nOKIaaHON U coyxeOHOit 3anmucok. [IpaBuia cocraBieHus..

29. Knaccudukanus aenoBbix nucem. Kommepueckue u aenoBble mrucbMma. OOBIYHBIC U
LUPKYJISpHBIE TUCbMA.

30. JlenmoBoe MUCHMO B YCIOBUSIX YHU(DUKAIIMN. PEKBU3UTHI ETOBOTO MHUCHMA.

31. BapuanTsl agpecoBaHus nuceM. SA3bIKOBOM CTaHAAPT SA3bIKOBOI'O TUChMA.
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32. CraHpapTHbI acleKT KOMIO3UIMU JENOBhIX NuceM. PedeBoil ITHKET JAEIOBOTO
nrucbMa. @opmysiel oOpameHus. MexayHapoaHbIe THChMa.

33. YcraBHblE TOKYMEHTHI. byxraiarepckue M CTaTUCTUYECKHE TOKYMEHTHI. [IOKYMEHTBI
BHYTPEHHETO pacnopsiKa.

34. JIOKyMEHTBI, pErIaMEHTUPYIOIIME OTHOIIEHUS C TOCTABIIMKAMU, C AareHTaMu,
NapTHEPAMH, TYPUCTAMM.

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

36. JloroBopHbI€ OTHOLIECHHS MEXIY TYPOIIEPATOPOM U TypPareHTOM.

37. JloroBOpHBIE OTHOIICHHUS MEXKIY TYPUCTCKHM MPEANPUATHEM W TOTPeOUTEISIMH
TYPUCTCKUX YCIYT.

38. JloroBopHbIE OTHOIICHUS MEXAY TYypONEepaTopoM M MOCTAaBUIMKAMH TYPUCTCKHUX
YCIIYT.

39. JloroBopHbI€ OTHOUIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.

40. JIOKyMEHTBI IO OpTraHU3alNU TYPUCTCKOTO MyTEIIECTBHUS.

41. 3asBKa Ha OPraHU3aLMIO TYPUCTCKOMN MOE3/KH.

42. 3asBieHue Ha Typ. AHKETa TypHUCTa.

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

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

45. AreHTCKO€ COrJaleHue.

46. KoHTpaKT 0 COTpYAHHUYECTBE B 00JACTH TypU3Ma C HHOCTPAHHBIM MTapTHEPOM.

Kpurepuu u mkajia onieHKH 0TBeTa MPU YCTHOM OIpoce

Ounenka Kpurepun
OT1auvHo Omauuno CTaBUTCS, €CIIM 00y4aIOUINIiCs JEMOHCTPUPYET II1y00KOoe, MOIHOE
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTUPOBAHBI U
WUTIOCTPUPOBaHbl MpHMepaMu. B ocBemieHuM cojepxaHusi BOIpoca
HCIIOJIB3YCTCA aHAJIUTUYECKUU moaxona, O6OCHOBBIBaeTC$I CBOsA TOYKa
3peHus; JIeNaloTCsl CoJepKaTelbHbIE BBIBOJIBI. Marepuan H3JI0KeH B
OIIPEIEICHHOM JIOTHYECKOM OCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCHOJIL30BaHUE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEbLHBIMN.
Xopouo Xopouto CTaBUTCS, €CIW OOydYaIOIMMICS JEMOHCTPUPYET TOCTAaTOYHO

MOJIHBIN U HpaBHHBHBIﬁ OTBCT, BbBIABUTACMBIC TCOPCTHYCCKUC ITOJIOKCHUA
MOJITBEPKJICHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3IUYHbIE MOIXOAbI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3PEHHs; CJIIeTaHbl KpaTKUE BBIBOIbL;
MaTepuai U3JI0KEH B ONMPEIEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC 110 Tpe6OBaHI/IIO npenoaaBaTeiis.

Ynosaersop | [Ipu yoosremeopumenvrnom oTBeTe 0OydHalOIIUKCA JOMYCKAeT OJHY
HUTEeJIbHO CYIIECTBEHHYIO OIMHMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHbI MpPaBUIBLHO, HO OOHAPYKHUBACTCS
HCAOCTATOK PACKPBITHA TCOPHU, BLIABUTIACMBIC ITOJIOKCHHUSA HCAOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPKACHBI MpPHUMEpPaMH; OTBET HOCHT
IIPEUMYIIECTBEHHO OIMCAaTEIbHbIM, a HE KOHLENTYAJIbHBIA XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBners | [Ipu neyoosniemsopumenvrnom oTBeTe OOYyYaIOMIMUACA JOMYyCKAaeT psif
OPUTEJBHO | CYIIECTBEHHBIX OIIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJISALINX
BONpOCax TpenojaBarelsi; HE MOXKET JaTh HaydHOoe OOOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST ITOBEPXHOCTHBIN XapakTep;
npeobiiaaet ObITOBasI TEKCHKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOYHOCTH B
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‘ ‘ HCIIOJIb30BaHNU HaquOﬁ TCPMHUHOJIOTUH.

3.3. [lepeuyeHb npuMepHO TeMAaTHKHU pedepaToB

1 Vaudukanus u craHgapTU3anus JAOKYMEHTOB: YHU(DHUIIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTaIu1

2 Obmepoccuiickuekaaccu(ruKaTopel:001epOCCUCKUIKITacCU(PUKATOPYPABICHYECKON
nokymenTaiuu (OKVY J1)

3  VHudunupoBaHHBIE CHUCTEMBl JOKYMEHTAIlMU: YHU(DHUIMPOBAHHAs  CHCTEMa
OpraHu3aIMoHHO-pacnopsaauTeabHoi nokymenTanuu (Y COPJI)

4  VHuUIUpOBaHHBIE CHUCTEMbl JOKYMEHTAlMU: YHU(DUIMPOBAHHAS  CHCTEMa
nokymenTaiuu [lencuonnoro ¢ouna Poccuiickoit denepanun

5 Benenue aen0npou3BoICTBA MO O0OpaIIEHUsIM TpakJaH B opranu3anusix IleHcnonHoro
dbonga

6 Benenue nenonpou3BoACTBA C OOpalleHUSIMH TPaXJaH B YIPABICHUSAX COLMAIHHON
3alUThl HACeJICHUS

7 Opranuzanusi paboThl ¢ OOpaIEHUsIMU TPaK/IaH B OpraHax BHYTPEHHUX AeI

8 DkcnepTusa HEHHOCTH JOKYMEHTOB U MOPAJOK Y4eTa 0C000 LIEHHBIX JOKYMEHTOB

9 Opranu3zanusi onepaTUBHOTO XPaHEHUs JOKYMEHTOB M MOATOTOBKA JleJIa K apXUBHOMY
XPaHEHUIO

10 Opranuzarust paboThl C JOKYMEHTaMHU, UMEIOIIMMHU TPUQBI OTPAaHUYEHUS TOCTYTIa

11 IMopsimok paGoThl ¢ KOH(PUACHINAIBHBIMUA JJOKYMEHTAMHU U MaTEepHaIaMH

12 OcHOBHBIE XapaKTEPUCTUKHU JTOKYMEHTOO00OPOTa U MPaBHIIA €TO yyeTa

13 Tlopsinok ABMKEHUSI JOKYMEHTOB B OpTraHU3aINu

14 HopMaTUBHO-TIPAaBOBBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YIIPABICHUS

15 Ponb JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABIICHUS B COBPEMEHHON OpraHU3aIiu

16 Homenkuatypa fein: nopsiiok pa3paboTku u opopmiIeHus

17 Cron61moBoe (mmpukasHoe) aenonpon3Boactso B XV-XVII Ba.

18 Ilenornpoun3BoacTBO B JIpeBHEPYCCKOM roCy1apcTBE

19 VcnonHuTenpHOE AE10NPOU3BOICTBO

20 CucreMa KOJIIEKCKOTO JEI0IPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpon3BoacTa B XIX -Hauane XX B

22 VupasieHue 1 1enonpou3BoacTso B 1917-1941 rr.

23 Pa3Butue Poccuiickoil Tocy1apCTBEHHON CUCTEMBI IETIONPOU3BOICTBA

24 WcTopus ynpasieHus u aenonpounsBoactsa B 1945-1990 rr.

25 HWcropus pa3BuUTHsI MUCbMEHHOCTH U JI€JI0MPOU3BOICTBa B Poccun

Kputepun oneHkn paéoThl CTY1€HTOB NPH BbINOJIHeHHHU pedepaTa

Pedepar sro omna u3 ¢dopm ycTHOM arrectanuu. Pedepar — 3TO camocTosTenbHas
ucclieoBaTenabckas paboTa, B KOTOPOM aBTOpP PACKphIBAaeT CYTh HCCIEAYeMOM IpoOJieMbl;
NPUBOJUT pa3jIMYHbIE TOYKH 3PCHHS, a TaKKe COOCTBEHHBbIC B3IIsiAbl He Hee. ComepaHue
pedepara HODKHO OBITH JIOTUYHBIM; H3JI0XKEHHE MaTepuaia HOCUT MPOOIeMHO-TEMATHUECKUN
xapaktep. Pedepar cTUMyNMHpyeT pacKphITHE HCCIEIOBATEIBCKOTO MOTEHIHANA YYallerocs
(BBIIYCKHUKA), CIIOCOOHOCTh K TBOPYECKOMY IIOHCKY, COTPYIHHUYECTBY, CaMOPACKPBITHIO U
MPOSIBIICHUIO BO3MOYKHOCTEH.

ABTOp pedepaTta HOMKEH  TPOACMOHCTPUPOBATH  JOCTHIKCHHE MM  YPOBHS
MHUPOBO33PEHYECKOH, OOLICKYJIbTYPHOW KOMIETEHIUH, T.€. MPOJEMOHCTPUPOBATH 3HAHUS O
pEaTbHOM MHpE, O CYIIECTBYIOIIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpoOIeMax, O BEAyIIUX
MHUPOBO33PEHYECKHX TEOPHUSIX, YMEHHHU TPOSIBIISATH OICHOYHBIC 3HAHMS, U3y4aTh TEOPETUICCKHE
paboThI, WCIOJIB30BATh PA3UYHBIE METOJbl WCCICIOBAHUS, MPUMEHSATH Pa3IHYHbIC MPUEMBI
TBOPYECKOU JAEATEILHOCTH.

1. Heob6xoauMo mpaBuiibHO CPOPMYIUpOBATH TEMY, OTOOpaTh MO HEH HEOOXOAWMBIN
MarepHal.
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2. Mcrionb30BaTh TONBKO TOT MaTepual, KOTOPbIM OTpakaeT CyIIHOCTh TEMBI.

3. Bo BBeaeHuu x pedepary He0OX0UMO 00OCHOBAThH BHIOOD TEMBI.

4. ITocne uTaThl HEOOXOAMMO AETaTh CChUIKY Ha aBTOpa, Hanmpumep [Nempou3BeaeHuUs 1Mo
CIIUCKY, CTP.].

5. MWznoxeHue JOKHO OBITH  IOCHENOBaTelIbHBIM. HemomycTuMbel — HeYeTKHe
(bopMyIUPOBKH, peueBbie U opdorpadudeckre ommoOKy.

6. B moaroroBke pedepara HEOOXOJUMO UCHOIB30BAaTh MaTE€pHAIbl COBPEMEHHBIX
W3JaHU HE cTaple S JeT.

7. Odopmiienne pedepata (B TOM UYUCIIE THUTYIBHBIA JIHCT, JIUTEpATypa) JOKHO OBITH
FPaMOTHBIM.

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

Pedepar momxeH OBITH BBINOJHEH IEYaTHBIM CHOCOOOM Ha OAHOM cTopoHe Oymaru
dbopmara A4 depe3 monTopa WHTepBana. L[Ber mpudTa AOMKEH OBITH YEpPHBIM, MPUQPT
TimesNewRoman, 14 mr.

Tekcr cneayer nmevararb, COOMIOAAs CIASAYIOMNUE pa3MeEPHI MOJICH: BepxHee U HKHee — 20
MM, jeBoe — 30 MM, ipaBoe — 15 MM. AO3anHBIA OTCTYN JOKEH ObITh OJUHAKOBBIM IO BCEMY
TEKCTY ¥ COCTaBIATH 1,25 cM.

BripaBHUBaHUE TEKCTA IO MTUPHUHE.

Paspenraercs ncnosb30BaTh KOMIIBIOTEPHBIE BOZMOKHOCTH aKIIEHTUPOBAHUS BHUMaHUS Ha
OTIpe/ICIEHHBIX TEPMHHAX, (QOopMynaxX, MPUMEHsSI BBIICICHHUE >XUPHBIM MIPU(TOM, KYpPCHB,
MOTYepKUBaHHUE.

Bce crpanuisl 06s13aTeIbHO TOIDKHBI OBITh POHYMEpOBaHbl. Hymeparus 11cToB J0KHA
OBITh CKBO3HOW. Hymeparusi TUCTOB HauMHAETCS C TPEThero Jjucra (Mociie CoAepKaHus) U
3aKaH4YMBaeTcs rnocieaHuM. Homep cTpaHuiibl Ha TUTYJIBHOM JIUCTE HE mpocTaBnsgercs. Homepa
CTpaHUL IPOCTABIISIIOTCS B LICHTPE HMXKHEHN Y4acTH JincTa 6€3 TOUKH.

Crucok HCIOJIb30BaHHOM JINTEpaTyphbl ¥ MPUIIOKEHUS BKIIIOYAIOTCS B OOIIYI0 HyMEpaluio
JINCTOB.

Odopmiienne TuTEepaTypsl:

Kaxxaplit MCTOYHUK AOIKEH COAEpKaTh ClEAYIoIne 00a3aTeNbHbIE PEKBU3HUTHI:

- (hamuMsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3/1aTeNbCTBO;

- MECTO U3/IaHUS;

- TOJ] U3/1aHusl.

Kpurepuu onienku pedepatosn:

- AKTyalbHOCTb TEMBI

- CoOTBETCTBUE COIEpKAHUS TEME

- 'myOuna npopaboTku maTepuana

- [IpaBubHOCTH M MOJHOTA UCTIOIB30BAHUS HUCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpucCyTCTBHE BCEX BBIIICNIEPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHMWE Yy4YalllUMCs H3JI0KEHHOro B pedepare marepualia, yMEHHE TIpPamMOTHO U
apryMEHTHPOBAHO U3JIOKUTH CYTh IPOOIIEMBI;

3. MIPUCYTCTBUE JTUYHON 3aMHTEPECOBAHHOCTH B PACKPHIBAEMOM TeMe, COOCTBEHHYIO TOUKY
3peHusl, apTyMEHThI U KOMMEHTApUH, BBIBOJIBL;

4. ymeHue cBOOOIHO OecenoBaTh IO JOOOMY IMYHKTY IUIaHa, OTBEYaTh HAa BOMPOCHI,
MIOCTaBJICHHBIE YJICHAMU KOMUCCHH, IO TeMe pedepara;

5. yMeHue aHanu3upoBaTh (HAKTUYECKUH MaTepual U CTATUCTUYECKHE JaHHBIE,
UCIIOJIb30BaHHbIE IPU HAITMCAaHUU pedepara;
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6. HajgM4he KayeCTBEHHO BBIMOJHEHHOTO MPE3EHTALUMOHHOTO MaTephaia uiau (M)
pa3maToyHoOro, HE AYOJMPYIONIErO OCHOBHOM TEKCT 3aIlMTHOTO CJIOBA, a SIBJISIONIETOCS €Tro
WUTIOCTPATHBHBIM (DOHOM.

«XOPOIIO:

1. Menkue 3ameuyanus Mo opopmIICHHIO pedepaTa;

2. HE3HAYUTEJIbHBIC TPYJHOCTH TI0 OJHOMY U3 ITEPEUYHCIICHHBIX BBIIIC TPEOOBAHMIA.

«YIOBJIETBOPUTEILHOY:

1. Tema pedepaTa packpbiTa HEJOCTATOYHO MTOJTHO;

2. HEMOJIHBIN CIUCOK JINTEPATYPHI K HCTOYHUKOB;

3. 3aTpyAHECHUS B U3JIOKCHUH, ApTyMEHTHPOBAHHH.

«HEYJIOBJIETBOPUTEILHOY:

TeMa HE PacKphITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3aJaHUI
B tecte HEOOX0OAMMO BHIOpATh MPABUIBHBINA OTBET (MX MOKET OBITh HECKOJIBKO) UITH YKa3aTh
MOCIIe0BATEIHHOCTh OOBEKTOB.
1. lokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepUAIbHOM HOCUTENE HH(OPMALIUS ¢ PEKBU3UTAMU,
MO3BOJISTIOIINMU €€ HICHTU(DUITNPOBATS.
2. Hocurens nndopmaruu, UCHOIb3yeMOM B LIETSAX PETyIUPOBAHUS COITUATBHBIX OTHOIIIEHUH.
3. Uadopmarus, 3apuxcupoBaHHasi J00BIM CIIOCOOOM Ha JTI000M HOCHUTEIIE.
2. IlopJIMHHUK JOKYMEHTA — 3TO:
1. [TepBblit WM €IUHCTBEHHBIN 3K3EMILIAP JOKYMEHTA.
2. DK3eMIUISIp JOKYMEHTA, C KOTOPOI'O CHSITAa KOMHUSI.
3. IOpuaunyeckas cujia J0KyMeHTa — 3TO:
1. OcobeHHOCTH BHEITHETO OPOPMIICHHUS TOKYMEHTA.
2. CBUJIETENBCTBO HAIMYKSA B IOKYMEHTE MOJIOKEHUNH HOPMATUBHOTO XapaKTepa.
3. CriocoGHOCTh JOKYMEHTA MOPOKAaTh ONPEEICHHbIE TPABOBbIEC OCIEACTBHSL.
4. UmeeT JIM IOPUIMYECKYIO CHIIY IOKYMEHT, NOJy4eHHBbIH 10 GaKCUMUJIBLHOMI CBSA3U?
1. Jla.
2. Jla, o coriameHuio CTOpOH HHPOPMALIMOHHOTO OOMEHa.
3. Her.
5. Kakoii n3 nepe4nc/ieHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBH3UTAM YA0CTOBEPEHUs?
1. I'pud yrBep)KaeHUS.
2. Ileuars.
3. OTMeTKa 0 3aBEepEHUU KOIHH.
4. Bu3a coriacoBanusl.
5. Iloamuce.
6. B kakoii moc/1e10BaTeIbHOCTH J0JKHBI ObITH PACIOJIOKEHbl HAUMEHOBAHNS B 0J1aHKe
nucbmMa Gpuianana opranu3anuu?
1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.
2. (OAO «CubuedTtn»).
3. @uinan B roposae XaHTel-MaHcHIICKe.
4. «Hedtsnas kommanus “Cuduedts”».
7. Kakne peKBU3UTHI BKJIYAIOTCA B OJIAHK NUCbMa?
1. MecTo cocTaBieHUs WIK U3IaHUS JOKYMEHTA.
2. 3aroJoBOK K TEKCTY.
3. HaumeHOBaHuE OpraHu3aiuu.
4. ToBapHBIi 3HAK (3HAK OOCTYKUBAHUS).
5. HaumeHoBaHue BUJa JOKYMEHTA.
6. Anpecar.
7. CipaBoYHBIE TaHHBIC 00 OpraHU3aIUH.
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8. Ha kakoM 3k3eMILIsipe 1eJI0BOr0 NUCbMA, MOATOTOBJICHHOM /JIsl OTIPABKH aJpecaTty 1no
1o4Te, MPOCTABJIAIOTCH BU3bI?

1. Ha mogyinHHMKE, OTIIPABIIsieMOM ajpecary.

2. Ha xonuu, nomeniaeMom B 1€J10 OpraHU3allvHu.

9. Kakoii pekBH3HUT 0)OpMJIEH HENNPABHJIBbHO?

1. HaumMeHoOBaHuEe opraHu3anuu-aBTopa.

2. CripaBo4HbIE TJaHHBIE 00 OpraHU3aIUH.

3. lara nokymeHTa.

4. PeructpalinoHHbI HOMEP TOKYMEHTA.

5. 3aroyioBoK K TEKCTY.

HexoMmMepueckoe NnapTHEPCTBO
«'NJAbANSA MPO®PECCHUOHAJIBHBIX PUDJITEPOB»
HcriomHUTENPHOMY TUPEKTOPY
Poccuiicko-
IBEUIIAPCKOTO
3aropoaHoe 1., 5, Mocksa, 118365 COBMECTHOTO
MPEANPUSITHS
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 BapyaHT 0(poOpMJIeHUS CIPABOYHBIX JAHHBIX 00 OPraHU3aluu U KOJA0B B
0/1aHKe OPraHU3alHU SABJAETCH NPABUIbHBIM

l. OO011ecTBO ¢ OTpaHUYECHHOM 2. OO11ecTBO ¢ OrpaHUUYEHHON
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTbHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, 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, OKITIO 2356447; OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 WHH/KTIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. YTo no/KeH caeaTh pa00OTHHK OPraHU3aliH, BUSHPYIOLIUI JOKYMEHT, eC/Id OH He
COIJIACEH C ero cojep:kanuem?
1. OTka3arbcst OT BUBUPOBAHUS JOKYMEHTA.
2. 3aBU3UPOBATh TOKYMEHT, BEIPA3UB CBOEC MHEHUE.
12. Kakoii BapuaHT 3aro/10BKa K NUCbMY Bbl CUMTAeTe NPABHJIbHbIM?
1. O noroBope NoCTaBKH.
2. O HeBbINONHEHUH JoroBOpa nmocTaBku oT 12.08.2005 Ne 45/67.
3. O HEBBINIOJHEHUH JIOTOBOPA.
13. Kak noJzkHa 0bITH 0(pOpMIIEHA MOANNCH, €CJIM 3aMeCTHTEJIb PYKOBOIUTEJIsI
OpraHM3aliy UMeeT NPaBo MOANUCHIBATH JOKYMEHThl BMECTO PYKOBOIMTEIS B CIy4ae ero
BPEMEHHOI0 OTCYTCTBHUS?
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1. 'enepanbHbIil JUPEKTOP [Honnuce JLN. Cagukos
2. 3aM. reHepalIbHOTO AUPEKTOPA [Toanuce O.I1. Pemu3zoB
3. N.o0. renepanbHOTO IUpPEKTOpa [Honnuce O.I1. Pemu3zon

14. Kak no/kHa ObITH 0popMIleHA MOANNCH B MUCbMeE, €CJIM KOMMePYeCKUil TMPeKTop
¢upmbl (H.U. CtapkoB) HAXOAUTCH B OTILYCKe, 2 MCIIOJHEHHE ero 003aHHOCTell 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. KOMMEpYECKOr0o AUPEKTOPA [Toanuce E.JI. TabakoB
15. HyxHo Ji1 3aBepATh NeYaThI0 OPraHU3AIUN NPUKA3bl PYKOBOAUTEJIA?
1. Jla.

2. Her.

16. Kakoe nucbMo0 3aBepsieTcs nNe4aTbio?

1. 'apaHTHIIHOE THCHMO.

2. KoMmMmepueckoe npeioKeHue.

3. IIuceMo-tipockoa.

17. Kakoii BapuaHT 0popMJIeHUS Pe30JI0UUMN PYKOBOIUTEJIS AIBJISIETCS MPABUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowy noocomogums 3axaoueHue Ipowy paccmompeme.
k18.04.2007. Iloonucwe pykosooumens
Iloonucs pykosooumens 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 MHCHMA, BUBMPOBATH JOKYMEHT?
1. Ja.
2. Her.
20. Kakue HOpMBbI IPUMEHSIIOTCS AJIS1 pacyeTa YMCJICHHOCTH AeJ0NPON3BOACTBEHHOI 0
nepconaJa?
1. HopmbI BEIpaOOTKH.
2. Hopmbl BpemMeHH.
3. HopMBI ynipaBisieMOCTH.
4. HopMmbl 00CTy>KUBaHMS.
21. Kakoii BapuaHT () OPMYJHPOBKH MYHKTA PACIIOPSAAUTEIbHON YaCTH IPUKA32a SIBJISIETCS
NMpPaBUJIbHbIM?
1. 'maBHOMY OyXranTepy MOArOTOBUTH U NMPEICTAaBUTh HA YTBEPKJIEHUE CMETY PacXoJ0B Ha
KOMaHIUPOBKU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBromy Oyxrantepy JmutpueBy I1.JI. moaroToBUTh U NMpeACTaBUTH HA YTBEPKICHNUE CMETY
pacxonoB Ha komaHaupoBku B 2007 r. B cpok 10 20.01.2007.
3. 'maBHOMY Oyxrantepy OOO «Arary» [1.JI. IMuTpreBy MOATOTOBUTH U NMPEACTABUTH HA
yTrBepxacHHuE B cpok 110 20.01.2007 cMeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
4. ITopyunts rnaBHOMY Oyxranrepy Amutpueny [1.JI. OArOTOBUTH U PEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
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22. JIoKyMeHTO0000pOT — 3TO:
1. Ilepenava nokymMeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IPOIIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHU3allMd ¢ MOMEHTA UX CO3JaHMs WU TIOJIy4YEHUS 10
3aBEPILICHUS UCTIOJHEHUS WU OTIIPABKHU.
3. JIBuKeHHEe KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, IPUHATHUS M UCIIOTHEHUS
pELICHUH.
23. sBasiercs 4 3aAa4a COBepUICHCTBOBAHHUA (OPM U MeTOI0B PadoThl C JOKYMEHTAMH
3apavei cayxon1 JOY?
1. Ja.
2. Her.
24. Kakoii JOKyMeHT OTHOCHTCSI K HeperucTpupyemMbiM?
1. ITucemo-3ampoc.
2. Xano0Ga rpaxmaHuHa.
3. ConpoBOAUTEIBLHOE MTUCHMO.
4. PexiaMHOE TUCHMO.
25. JoJkeH id pa0oTHHUK c1y:k0b1 JLOY, ocymecTB/ISIIOINIHUIA KOHTPOJIb 32 UCIIOJTHEHHEM
AOKYMEHTOB, HATIOMHMHATH HCIOJTHUTEISIM O NPHOJIMAKEHHN CPOKOB MCIOJTHEHHS
HAXOASAIIUXCH Y HUX JOKYMEHTOB?
1. Ja.
2. Her.
26. KakoB MakCMMAJIbHBIN CPOK HCIIOJIHEHHs O0paleHuil rpakaan?
1. 15 nueit.
2. 30 nuei.
3. 45 nueit.
4. 60 nueit.
27. B KakuX JHAX YCTAHABJIUBAKOTCH CPOKHM UCIOJHEHUS TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B paGounx gHsX.
28. K10 MO:KeT nepeHecTH CPOK HUCIOJHEHHS NOPYYEHHs], OJTYYeHHOr0 U3 BbIIIECTOS IIeH
opranusauum?
1. PykoBoauTenb opraHu3aluy, UCIIOIHSIOIEH TOpyUEHUE.
2. PykoBOIUTENb BBIIECTOSIIEH OpraHU3AINY.
3. Cyx6a J10Y opranusanuu, UCTIOTHSIONIECH TOPYYEHHE.
29. Kakoii u3 kjiaccugukaTopoB MOkKeT UCIOJIb30BATHCS MPHU PerucTPpanumn
NOCTYNAIOMINX JOKYMEHTOB?
1. Kimaccugukarop H10KHOCTHBIX JIUII.
2. Knaccugukatop BHIOB IPOAYKLIUH.
3. Knaccudukarop eauHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO IETICHHUSL.
30. Kakoif JOKyMeHT cocTaBJisieTcsl IPH He00X0AMMOCTH 3a(PMKCHPOBATH CJI0KHBIIYIOCS
CUTYAlUI0O UM O0HAPYKeHHbIe (PaKThI?
1. ITpoToxou.
2. CnpaBka.
3. AKT.
31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHUsl PYKOBOANTE/eM OPpraHu3anum?
1. [TonmokeHue o OyxranTepuu.
2. CrpaBka 0 3aI0JKEHHOCTH MPEANPUSITHUSA.
3. IInceMo-3a11poc O MPeAOCTaBICHUH HHPOPMALIUH.
4. ITpoToko 3acelaHusi COBETa TUPEKTOPOB.
32. KakuM 00pa3oM B OPraHM3aluM PACHpeesIIOTCs 00513aHHOCTH MeK1Y PYKOBOACTBOM,
B TOM YHCJIe IPABO MOANMUCHIBATH JOKYMEHTbI?
1. YcranaBinBarTCs B COOTBETCTBUU C YCTHBIMH PacOPSHKEHUSIME PYKOBOIUTENS.
2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIMUTES.
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3. YcTaHaBIMBAIOTCS B MHCTPYKIUU IO JICIOIPOU3BOICTBY.

33. Cko0JbKO 3K3eMILIAPOB MPUKAa3a MOANNCHIBACT PYKOBOAUTEIb?

1. Heckomnbko.

2. JIBa.

3. OnuH.

34. Ha xoro MOXeT ObITh BO3JIOKEH KOHTPOJIh 33 UCIIOJITHEHHEM B TOCIIEIHEM ITyHKTE TIpUKa3a?
1. Ha pykoBoauTensi CTpYKTYpHOT'O MOAPA3ACIICHUS.

2. Ha 3amecTtutens pyKOBOJMUTENS] OpraHU3alluH.

35. Kakoe yTBep:k1eHue sIBJISIETCA NPABUIbHBIM?

1. B kaxxnoii opranu3anuu 10JKHA OBITH CBOJHAS HOMEHKJIATypa /1€ U HOMEHKJIATyphI €7
CTPYKTYPHBIX MOAPA3ACICHUM.

2. B xaxoii opraHu3aiuu J0JKHA OBITh CBOJIHASI HOMEHKJIATYpa Jel.

3. B kaxa0¥i opraHu3aum J0JDKHBI OBITh TOJIEKO HOMEHKIIATYPHI JIEN CTPYKTYPHBIX
Moapa3IeICHHM.

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

1. KoppecnioH1eHTCKUI.

2. HomuHanbHbIM.

3. ABTOpCKHUH.

4. IIpeaMeTHO-BOTIPOCHBIM.

37. Kaxoii 3aroJi0BOK /JeJia Bbl CUMTaeTe NPABUWJIBHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.

2. Pacyetsl, cMeTHI, IJ1aHBI PA0OT, IEPENHUCKA U JPYTUe JOKYMEHTBI O CTPOUTEILCTBE TOPTOBOTO
LEHTPA.

3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTOBOTO IEHTpPA (PacyeThl, CMETHI, IIJIaHbl PA0OT, IEpEnrcKa
u ap.).

38. lomycTumo Jiu (popMHPOBATH NEPeNnuCcKy B Jesa mo npuHuuny: «Bxoasimasn
KoppecnoHaeHus», « cxoasmas KoppecnoHaeHuus» ?

1. Jla.

2. Her.

39. Mo:KHO J14 MOMemaTh B 0JJHO J1€JI0 IOKYMEHThI BpEMEHHOI0 U MOCTOSIHHOTO0 CPOKOB
XpaHeHusi?

1. Ja.

2. Her.

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

1. JInmunoe neno.

2. Ilpuka3zbl opraHu3aluy 1Mo JUYHOMY COCTaBY.

3. Ilepenucka ¢ opraHamMu BJIAaCTU U YIIPABIICHUS.

41. B KaKoM roay Mo:XKHO YHHYTOKUTH JOKYMEHThI, co3faHHble B 2000 r. u umeromue
cpok xpanenus 10 jger?

1. B 2010 ronay.

2.B 2011 rony.

3.B 2012 rony.

42. Ha xakoM 3Tamne 00padoTKHM /1eJ1a MPOBOJAUTCS HyMepauus JUCTOB?

1. Ilpu o6paboTke nena AJisl mepeiay Ha apXUBHOE XpaHEHHE.

2. I1o 3aBepiieHNH AEI0NPOU3BOJCTBEHHOTO rO/Ia.

3. [Ipu nomenieHn UCIOTHEHHBIX IOKYMEHTOB B JEJIO.

43. Kakue Tpu BuJa onucei JeJ COCTABJISIOTCA B OPraHU3ANUM NPU MOATOTOBKeE JeJI IJIs
nepeaavn Ha ApXUBHOE XpaHeHue?

1. Onuch NpUIIOKEHHUN K JOKYMEHTaM.

2. Onuce aen NOCTOSITHHOTO XPaHEHUS.

3. Onuck nen BpemeHHoro 10 10 mer xpaHneHus.
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4. Onuck Aen 1o JMYHOMY COCTaBYy.
5. Onuck ien BpeMeHHOTo cBbiiie 10 JIeT XpaHeHusl.
6. Onuce e, NoJISKAIUX YHUUYTOKEHUIO.
44. Ha xakoM 3Tane yTBepIA0TCHA AKThI 0 BbIJ€JEeHNH JOKYMEHTOB ¢ HCTEKIITUMH
CPOKaMHU XPAHEHUS K YHHYTOKEHUI0?
1. 1o yTBepx’aeH s ONKCEN Ael.
2. Ilocne yTBep:KI€HUS OMUCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JeII.
45. KTo yTBep:x1aeT HOMEHKJIATYPY JieJ1 OPraHu3alu, ONUCH JOKYMEHTOB U AKThI 0
BbIJIeJICHUH JOKYMEHTOB K YHUYTOKECHUIO?
1. DxcnepTHas KOMUCCHS OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alui.
3. ApXuB, IPUHUMAIOIIUN JOKYMEHThI JAHHON OpraHU3alliyi Ha XpaHEHHE.
Kpurepum oueHku TecToB:

Tect - cuctema cTaHIApPTU3UPOBAHHBIX 33JaHUM, MO3BOJIAIONIAS MPOLENYPY U3MEPEHUS
YpOBHSI 3HAaHUW W YMEHHH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HalpaBJ€HHAsT Ha MPOBEPKY BIAJEHUS TEPMUHOJIOTMYECKUM aIllapaToM, COBPEMEHHBIMU
MH(OPMALMOHHBIMU TEXHOJIOTHSIMU U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAIbHBIX U
MPUKIAIHBIX JUCHUIUIMH. TeCT COCTOMT M3 HEOOJBIIOTO KOJIUYECTBA AJIEMEHTAPHBIX 3a/1ay;
MOJKET MPEAOCTaBISTh BOZMOKHOCTh BBHIOOpa M3 MEpPEYHsI OTBETOB; 3aHUMAET 4acTh y4eOHOTO
3aHATus (10-30 MuHYT); NMpaBUIbHBIC PEIICHUS Pa30MparOTCs HA TOM XK€ WM CIEAYIoLIeM
3aHATUM; YaCTOTA TECTUPOBAHUS ONPEEIAETCS PENO1aBaTesieM

IkaJia oueHoOK TecTa

Menee 50% - «HEyIOBIETBOPUTEIBHOY

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

TunoBble 3aaHNA IS IPOMEKYTOYHOM aTTEeCTAIIUN

3.5. IlepeyeHb NpUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. JoxymenTtarmonHoe obecniedenue ynpasienus (JJOVY).

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

3. YpoBHU ympaBieHUSI W TPOIECCHl OpPraHu3alMyd. YPOBHU YIOPaBICHHS B MaJllol
opranuzanuy (PyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTPaTeTUUECKHUM, TAKTUIECCKUN U OTIEPATUBHBIN ).

4. JlokyMEeHTUpOBaHHbIC HH(GOpPMAIMS U YIPABICHUECKUE PEIICHHsS] COOTBETCTBYIOIUX
YPOBHEHM.

5. JIOKyMEHTBI, HCHOJIb3YEMBIE PYKOBOJUTENIAMH WU HCIOJHUTEISIMU TPU BBIIOIHEHUH
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPraHU3AIMOHHO- PACIOPSATUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATUBHbIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKHE).

6. 3akoHomatenbHOe perynmupoBanue IOV (penepanbHbie 3aKOHBI).

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HalMOHANbHBIE CTaHAAPTHI, TOCYJAapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasnenus u ee ueiau, I'OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXuBHOE A€n0. TepMHUHBI U
onpeaenenus, ['OCT P 7.097-2016 «YHudumupoBaHHblE CHCTEMBl JIOKYMEHTAIIHH.
YHudumpoBaHHas cucreMa OpraHu3allMOHHO-PACIOPSIIUTENbHON JOKyMeHTauuu. TpeboBaHus K
oOpMIICHHIO TOKYMEHTOBY, O0IIepoCCUiiCKrii Kitaccu(uKkaTop yrpaBIeHUECKON TOKyYMEHTAIIHH,
rocyaapcTBeHHble HHCTpYKImH 1o JI0Y).

8. OcHOBHbIE (YHKIIMH YITPABJICHUS CEPBUCHOM JESITEIBHOCTHIO.

9. IlonsATHe KIaccuPpUKAINU JOKYMEHTOB.
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10. Knaccudpukanuss AOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUs, 10 cdepe
WCITOJIH30BaHUS, 10 MECTY COCTaBIJICHHSI, IO TPUQYy OrpaHUYCHHS AocTyna (Tpudbl JOKYMEHTOB),
[0 TIPOUCXOXJIEHUIO, O IOPUIMYECKOW 3HAUYMMOCTH, MO (OpMe H3II0KEHHUs, MO CpOKaMm
XpaHEHUS.

11. ToHsiTHE »BIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DSJICKTPOHHOMY JIOKYMEHTY.
[Tpeumy1iecTBa U HEAOCTATKHU 3JIEKTPOHHOTO TOKYMEHTA.

12. DneKTpoHHBII JOKYMEHTOOOOPOT M €ro PperyJupoBaHHE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHeHUsI ATEKTPOHHBIX JTOKYMEHTOB.

13. VaudunupoBaHHBIE CHUCTEMBI ITOKYMEHTAIIMM: TOHATHE, BUIBI (OpraHU3alMOHHO-
pactopsiANTEIbHOW JOKYMEHTAIMH; OaHKOBCKOM JOKyMEHTAIluu;, (UHAHCOBOW, YYETHOH M
OTYETHOM OyXrantepckoi TOKyMEHTAIlMK OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAIlMHU; YYETHOW U OTYETHOM MOKYMEHTAIMH MPEANPUATUN; JOKYMEHTAlUU MO TPYLY;
nokymeHnTaiuu [leacuonnoro gonnga PD).

14. HeoO6xoauMoCTh €AMHBIX TMpaBuil ohopmiieHHs HTOKyMeHTOB. COCTaB pPEKBHU3HUTOB
nokyMeHTOB. [IpaBuiia opopmiieHHsI pEKBU3HUTOB.

15. TloHsTHEe OPUIAMYECKOTO 3HA4YEHHUSI JOKyMeHTa. HOpuauyecku 3HaYMMble PEKBU3HUTHI
nokyMeHTa. FOpunndeckoe 3Ha4eHUE AINEKTPOHHOTO IOKYMEHTA.

16. TlonsTre s3bIKa CIYKEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTb W SICHOCTb; JIAKOHMYHOCTB, YOEIMUTENBHOCTh; HEUTPaIbHOCTh TOHA
U3JI0KEHUS; HCIOJIb30BAaHHE  yCTOWYMBBIX  CJIOBOCOYETAaHHWM — CTaHIApTHBIX  0OOpPOTOB;
UCIIOJIb30BaHUE OOIIECHPUHSITHIX COKPAILCHHH).

17. Tlonstne OnaHka mokyMeHTa. Buapl OnaHkoB. PexBu3uThl OsaHkoB. BapuaHThI
PacroJI0KEeHUsI PEKBU3UTOB.

18. OcHOBHBIE TpYMIbl OPraHU3ALUOHHO-PACTIOPSIUTEIBHBIX JHOKYMEHTOB. DopMyJsip-
o0pa3el] OpraHu3aluOHHO-PACTIOPSAUTEIBEHOTO JOKYMEHTA.

19. OcHoBHbIe BUIBI ycTaBOB. [IpaBuia cocTaBiaeHus.

20. Tlonsatue xoHTpakTa. TpeOoBaHus K KOHTpakTy. OCHOBHbBIE BUABI IOJOKEHUH H
MpaBHUJIa COCTABJICHHUS.

21. OcHOBHbIE BUJbI MHCTPYKIHI U IPABUJIA COCTABIICHUS.

22. lloHsiTHE NOTKHOCTHOM MHCTPYKIIMHU U MPaBUJIa COCTABJICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspbkeHus. [IpaBuiia cocraBieHus.

25. Ilonsatus pewenus U nporokosa. [IpaBuna cocraBieHus.

26. IlonsTHs MOKIaMHOM M CTy)KeOHOM 3anmucok. [IpaBuia coctaBieHHs.

27. Knaccudukanus nenoBbix nuceM. Kommepueckue u aenoBble nmucbMa. OObIYHBIE H
HUPKYJSPHBIE THChMA.

28. JlenmoBoe MUCHMO B YCIOBUAX YHU(DHUKAIMU. PEKBU3UTHI 1€70BOTO MUCHMA.

29. BapuaHTbl aipecoBaHus MUCEM. S3bIKOBOM CTaHIAPT S3BIKOBOTO MUCHMA.

30. CraHpapTHBIM acleKT KOMIO3UIUMU JENOBBIX NuceM. PedeBoil ITHKET JAelI0BOTO
nrucbMa. @opmyiel oOpameHus. MexayHapoaHbIe THChMa.

31. YcraBHble TOKyMEHTHI. byxraiaTepckue M CTaTUCTUYECKHE TOKYMEHTHI. [IOKYMEHTBI
BHYTPEHHETO pacropsaka.

32. JIOKyMEHTBI, pErIaMEHTUPYIOIIME OTHOIIECHUS C TIOCTABIIMKAMU, C AareHTaMu,
napTHepamH, TYpUCTaMHu.

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

34. JloroBopHbIE OTHOLIECHHS MEXIY TYPOIIEPATOPOM U TYPareHTOM.

35. JIoroBOpHBIE OTHOIICHUS MEXAYy TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTETSIMU
TYPUCTCKUX YCIIYT.

36. JloroBopHbBIE OTHOIIEHHUS MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

37. JloroBOpHbIE OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.

38. JloKkyMeHTBI MO OpraHu3aluyi TYPUCTCKOTO MyTEIIECTBUA.

23



39. 3asBKa Ha OpraHU3aLUIO TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTa.

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

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

43. AreHTCKO€ COrJalieHue.

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

Kpurtepuu u mkajia onieHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka

Kputepun

OTanuyHo

Omauyno CTAaBUTCA, €CIIM 00YJArONTUICS TEMOHCTPUPYET TIyOOKOE, TOJTHOE
PacKpBITHE BOIIPOCOB. BBIABHraemMble MM MOJIOKEHUS apryMEHTUPOBAHbI U
WJUTIOCTPUPOBAHBl IIpUMEpaMu. B OCBeNIeHUHM COJAEp)KaHUs BOMpOca
UCTIONB3YETCSl aHAIMTUYECKUH TOAXO0JM, OOOCHOBBIBAETCS CBOSI TOYKaA
3peHMs; JEJal0TCs COJEpIKaTeNIbHbIE BBIBOABL. Marepual H3JI0KEH B
ONPEAECIEHHOMN JJOTHYECKOM MOCIEA0BATEIbHOCTH, JINTEPATYPHBIM SI3BIKOM, C
HCITOJIb30BaHIE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSITEIbHBIN.

Xopouo

Xopowio CTaBUTCS, €CIM OOYYalOUIMICS JEMOHCTPUPYET TOCTATOYHO
MOJIHBIA U HpaBHHBHBIﬁ OTBCT, BbBIABUTACMBIC TCOPCTHYCCKUC ITOJIOKCHUA
MIOJTBEPKICHBI IPUMEPAaMH; B OTBETE MPEICTABICHBI PA3IMYHBIC MTOIXOIBI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasl TOYKa 3PCHHUS; CJETaHbl KpPaTKUE BBIBOJIBI;
MaTepuai U3J0KEH B ONMPEIEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC 110 Tpe6OBaHI/IIO npenoaaBaTeiis.

Ynosiaersop
HTEJILHO

[lpu  yoosremeopumenvHom OTBETE OOYYAIOIIUHCS JOMYCKAeT OJHY
CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI TMpPaBUIBLHO, HO OOHAPYKHUBACTCS
HCAOCTATOK PACKPBITHA TCOPHHU, BLIABUTIACMBIC ITOJIOKCHUSA HCAOCTATOYHO
apryMEHTHPOBaHbI W HE TMOJTBEPXKICHBI TPUMEPaMHU; OTBET HOCHT
IIPEUMYIIECTBEHHO OIMCAaTEIbHbIM, a HE KOHLENTYAJIbHBIA XapakTep;
HayYHas TEPMUHOJIOTHSI UCTIOJIh3YETCsl HEJOCTATOYHO.

Heynosiers
OPHUTEJBHO

[Ipu  wHeyoosniemeopumenvHom OTBETE OOYYAIOIIMICS JOMYCKAeT PsiA
CYIIECTBEHHBIX OIMMOOK, KOTOPBIE OH HE MOXKET MCIPABUTH IMPU HABOISIINX
BONIpOCax TpenojaaBarensi; HE MOXKET JaTh HaydHoe OOOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST ITOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOUHOCTH B
WCIOJIb30BAHNY HAyYHOW TEPMHHOJIOTHH.

3.6. IlepeyeHb NpUMEPHBIX NMPAKTHYECKUX 3aJaHUM

3aganue 1

CocraButh GopMy yueTa MOCETUTEICH.

3aganue 2

CocTaBUTh CXE€My OPTraHHM3allMOHHOW M WH(OPMAIMOHHOW TMOAJECPKKH OTNEPATHBHOMN
ACATCIIbHOCTH PYKOBOAUTCIIA.

3aganue 3

[Ipoananu3upoBaTh MHCTPYKLMIO 110 JAEIONPOU3BOICTBY Ha IIPEANPUATHH.

3aganue 4

Hcnonb3ys mpaBoByio 0a3y «KOHCYJIBTaHT IUIIOC», COCTAaBbTE IEpeuYeHb HOPMATHUBHO-
IIPaBOBBIX U HOPMAaTUBHO-METOJUYECKUX JOKYMEHTOB, PErJIAMEHTUPYIOIIUX JTOKYMEHTHPOBAHUE
YIPaBJIEHYECKON JEATENIbHOCTH, OpraHu3aluio padoThl ¢ OPHUIMATBHBIMU JOKYMEHTAMHU H
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apXMBHOE€ XpaHEHHME JOKYMEHTOB. HopMaruBHBIE JOKYMEHTBI pACIOIOXKHUTE IO HX
IOPUANYECKON CHIIE.

3ananme 5

[Mpoanamm3upyiite 'OCT P 7.0.97-2016. Cucrema cranmapToB 1o HWH(pOpMaIuu,
OMOIMOTEeYHOMY M M3/aTeNIbcKOMY Jeny. OpraHu3anoHHO-PACIOPSAUTENIbHAS JOKYMEHTAIHS.
TpeboBanust k 0popMIIEHUIO JOKYMEHTOB, OTBETHTE Ha CIEIYIOIINE BOIPOCHI:

1. KakoBa 06s1acTh NprMeHEeHHs JaHHOTO TOCYIapCTBEHHOrO CTaHaapTa?

2. N3 kakux pasiesioB COCTOUT JAaHHBIN TOKYMEHT? ONUILINUTE KPATKOE COJIEpKAHUE
KaXJIOTO pa3jena.

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

4. Kakue TpeOoBaHMS B COOTBETCTBUU C JAHHBIM HOPMAaTHUBHBIM JOKYMEHTOM
JOJIKHBI IPEIBSABISATHCS K OJTaHKaM JTOKYMEHTOB?

5. Kakue nmpunoxxeHus: cogepkarcsi B JaHHOM JOKYMEHTE?

3ananue 6

Oco0oe BHUMaHHE B JEJIONPOM3BOJCTBE YIENsETCS XpaHEHHIO JOKYMeHTOB. Hinke
MEepPEYNCIICHbl OCHOBHBIE HOPMATUBHBIE aKThl, KOTOPbIE PETYIUPYIOT OPraHU3ALUI0 APXUBHOU
paboTHI C TOKYMEHTaMH, ClIeJIaiiTe MTUChMEHHBIN KPAaTKUil 0030p TaHHBIX TOKYMEHTOB:

— 006 apxuBHOM zene B Poccuiickoit @enepaunn: @enepanbublil 3akoH otT 22.10.2004 r.
Ne 125-@3 (pen. ot 25.12.2023 Ne 635-D3);

— OO0 yTBepKIEHWU TPaBUJI OpraHU3alMd XPAHCHHsS, KOMIUIGKTOBAaHHUS, Yy4eTa |
WCIIONIh30BaHUs JOKyMEeHTOB ApxuBHoro ¢ouaa Poccuiickori denepanum u Apyrux apXuBHBIX
JIOKYMEHTOB B OpraHax TOCYAapCTBEHHOM BJIAcCTH, OpraHax MECTHOIO CaMOYIpaBJiCHUS H
opranu3anusx: npukas Munucrepcra KyiabTypsl PO ot 31.03.2015 r. Ne 526;

— OO0 yrBepxaeHun IlepeuHss THUIOBBIX YIPABICHYECKUX aAPXUBHBIX JIOKYMEHTOB,
oOpa3yromuxcsi B Ipolecce AeSITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYTIPaBJICHUSI M OpPraHU3alUid, ¢ yKa3aHHUEM CPOKOB UX XpaHeHus: npuka3z denepaibHOro
apxuBHOro areHrcrna ot 20.12.2019 Ne 236.

3ananme 7

Pemmmre cnenyronue 3agauu:

1. I'paxxnanka HecrepoBa ycTpoumnach Ha paboTy B MMHHCTEPCTBO OOIIEro u
npodecCHoHAIbHOTO 00pa3oBaHus CBEpAJIOBCKOM 00JIACTH M TOJy4YWia TEPBOE 3aJaHUE OT
CBOETO HEMOCPEJCTBEHHOI0 HayallbHUKA: pa3paboTaTh HOMEHKIIATYPY AeN A (OPMUPOBAHUS
JOKYMEHTalIbHOrO (OHJAa TOCyAapCTBEHHOro opraHa. KakuM JTOKyMEHTOM  JOJKHA
pYKOBOACTBOBaThCs Tpaxkaanka Hecreposa? Kakue mosoxeHus 3TOro AJOKyMEHTa OHa JOJDKHA
y4eCThb IIPU BHITIOJHEHUH 3aJaHUS?

2. Axuunoneproe obmectBo «llapyc» co3mano B 2003 r. Hosbril aupekrop, U. U.
MBaHOB, TPHUCTYNMUBIIMA K BBHINOJHEHHIO CBOMX oOs3aHHOCTeW B 2016 1., pacmopsamics
YHUUTOXXKUTh BCE JOKYMEHTBHI MPEIIECTBYIOIIET0 IMEPUOJa CYLIECTBOBAHUS OpraHM3alUU.
Hackonpko mpaBomepHO ero pacnopspkenune? Kakue TpeOoBaHWS HOPMATUBHBIX JIOKYMEHTOB
HapylIeHbl B pe3ylbTaTe paclopsDKEHUs HOBOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTH
MOXET OBITh IpenycMoTpeHa st aupextopa U. Y. iBanosa?

3. 00O «MoTbuIEK» B X0/1€ TIPOBEPKU €T0 AESATEIBHOCTH HE NMPEAOCTaBUIIO NIPUKA3
JUPEKTOpa O Ha3HAYEHMHU JIMIA, OTBETCTBEHHOI'O 3a apXUB. BBISCHUIIOCH, UTO JIMYHBIEC /€A U
IpUKa3bl [0 JIMYHOMY COCTaBy XpaHWJIUCh B HeynopsaoueHHoM Buzae. Kro Hecer
OTBETCTBEHHOCTbH 32 BBIABIIEHHBbIC HapylieHus? Ha3oBuTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
MpeayCMOTPEHA OTBETCTBEHHOCTh 3a JaHHBIC HAPYIICHUSI K BO3MOXKHbIE BAPUAHTHI HAKa3aHUM.

4. B xone mnaHoBOM TPOBEpPKH TOCYAApPCTBEHHOTO YHHUTApPHOTO MPEAIPHUSTHS
BBISICHUJIOCh, YTO JOKYMEHTHI MO JUYHOMY COCTAaBY XPAaHWIMCh B MOJBAJbHOM MOMEIICHHH,
KOTOPBI 3aTOMWJIO HaKaHyHE MpHUe3[ja KOMHCCHM, JOKYMEHTHI MPUILIM B HErOJHOCTh: TEKCT
pa3MeIT, HHpOpMaIus cTaia Heuntaemo. Kakue npasuiia paboThl ¢ TOKYMEHTaAMH TI0 THYHOMY
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cocraBy Obutn HapymieHbl? KTO HeceT OTBETCTBEHHOCTh 3a HENMPAaBHIBLHOE XPAaHECHUE
nokymeHToB? Kakast Mepa Haka3aHUs MOXKET ObITh TPUMEHEHa?

3ananne 8
BrimonauTe 3a1aHus, B ciiydae HE0OX0AMMOCTH T00aBbTE HEAOCTAIOIIYI0 HH(POPMAIIHIO:
1. Ucnonb3yss monoxenust DenepanbHOr0  KOHCTHTYIMOHHOTO 3akoHa  «O

I'ocymapctBerHoMm repbe Poccuiickort ®eneparmum» ot 25.12.2000 1. No 2-OK3 (pen. ot
30.12.2021), ykaxuTte, Kakhe OpraHbl YIpaBICHHUS HMMEIOT MPaBO MCIOJIb30BaTh Ha OJaHKax
CBOMX JIOKYMEHTOB H300pakeHusi ['ocymapctBeHHoro rep6a. Kakwe BapuaHTBl M300paKeHUS
l'ocynapcTBeHHOTO repba ycTaHOBIIEHBI B 3aKOHE?

2. Ha nucrte 6ymaru ¢popmara A4 yKaKUTE€ TOYHOE MECTOPACIIONIOKEHNUE dMOJIEMBI
WM TOBAPHOTO 3HAKa OpraHU3aliu.
3. Hcnonb3ys «O0b1mepoccuiickuii KJIacCU(PUKATOP yIpaBICHUYECKOU

JOKYMEHTAI[UW», OTIPEACIIUTE KOA (POPMBI CISAYIOMUX TOKYMEHTOB:

— MIPHUKa3 O CO3JaHUH OpPraHU3alNN;

— yCTaB;

— YUpEeAUTENBHBIN JOTOBOP;

— MIPHUKA3 O PaCIpEICICHUN 003aHHOCTEH MEKIY PYKOBOJACTBOM OpTaHHU3AIUH;

— 3asiBJIeHUE 00 YBOJIbHCHHH.

4. [IpaBunbHO OdopmMuTe pekBU3UTH «HammMeHOBaHHWE OpraHu3alud — aBTOpa
TOoKyMeHTa», «HanmeHOBaHHE CTPYKTYpHOTO TOJpa3fefieHuss — aBTopa JOKYMEHTay,
«HanmeHnoBaHU€ JOKHOCTH JIMIA — aBTOPA IOKYMEHTa», UCTIOJb3Ys CIAEAYIOIINE TaHHbIE:

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

B) nupekTop MHCTUTYTa SKOHOMUKH, Y PaIbCKUN NEAArOTNYECKUI YHUBEPCUTET

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

— OpraHu3aluy;

— CTPYKTYPHOMY MOJIpa3JIeI€HUI0 OpraHu3aluu;

— JIOJKHOCTHOMY JIMIY OpTaHHU3allUu;

— bU3MYIECKOMY JTHUITY.

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

— JOJKHOCTHBIM JIULIOM:

- reHepaibHbIM qupekTopoM AO «Pomamka» C. A. BacuiabKoBbIM;
- nupekropoM MAOY rumuazun Ne 125 B. I1. KomapoBsim;
— U3JIaHUEM PaCIOPSAIUTENILHOTO JOKYMEHTA:
— npukazoM aupektopa [TAO «Coeptpect» ot 05.09.2018 r. Ne 37;
- npuka3zoM MUHHUCTEPCTBA HAYKH M BBICIIET0 00pa3oBanus PO OT
18.10.2018 r. Ne 145;
— pelIeHreM KOJIErHallbHOTO OpraHa:
— pELIEHNEM COBETA JUPEKTOPOB;
— pelIeHreM y4eHOro coBeTa 00pa3oBaTeIbHON OpraHu3aluy.
7. VKaxxute, 4To SBJISAETCS 3aT0JIOBKOM:
— JOJIKHOCTHAS! MHCTPYKIIUS €TOTPOU3BOIUTENS;
— ycTaB 00IIEeCTBA C OTPaHUYCHHON OTBETCTBEHHOCTHIO «CTPOMMHBECTIIPOM;
— MpUKa3 o pueMe Ha pabdoTy;
— 3asiBJIeHHE 00 YBOJIBHEHUH;
— rpaduK OTITYCKOB;
— aKT 00 YHHUYTOKEHUU JIOKYMEHTOB C UCTEKIIIMM CPOKOM XPaHEHHUSI.
8. OdopmuTe HECKOTBKO BUIOB PeKBH3UTA «OTMETKA O PUIIOKCHUI):
— MPUJIOKEHUE HA3BAHO B TEKCTE;
— MPUJIOKEHUE HE Ha3BaHO B TEKCTE;
— MPUIOKEHUN B TJOKYMEHTE HECKOJIBKO;
— MPUJIOKEHHE COPOILIIOPOBAHO;
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— JOKYMEHT, SBISIONIMICS MPUIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSTEIbHON
HyMepalueil CTpaHulL;

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

0. OdopmMuTe HECKOIBKO BUOB IMOAIHCEH:

— noanuck aupekropa AO «Pomamka» Ha pupmMeHHOM OJaHKE,

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

— MOAMKCH TUPEKTOpa U riaaBHoro Oyxranrepa AO «Pomarkay;

— HOJIKMCH 3aMECTUTENIEH TUPEKTOPa IO OCHOBHOM JIEATENFHOCTH U (PUHAHCOBBIM

— BOMpOCaM;

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

— MOJMUCH TOKYMEHTA, COCTABJIEHHOTO0 KOMHMCCHEH IO CHHCAHHWIO MaTepUalbHBIX

IICHHOCTEIH;

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

Ompenenure, B YeM 3aKJIFOYAIOTCS OOIIHE MPaBUJIa PETUCTPAIIMN JOKYMEHTOB.

3ananne 9

JInsi Kakux JOKYMEHTOB YCTaHABIMBAIOTCA CpOKHM ucrnonHeHuss? Krto ycranaBnuBaer
WHJUBUlyalIbHbIE CPOKU HcmojHEeHUA? C Kakoro MOMEHTa HUCUHUCISETCS CPOK HCIIOIHEHUs U
KOHTpOJIb 33 MWCIOJHEHUEM JOKYMEHTOB? KakoB MOpPSAOK NPOJJIECHUS CpPOKAa HCIHOJHEHUs
JIOKymMeHTa?

3aganue 10

Omnpenenure BUJOBON COCTaB KaJpOBOM JOKYMEHTALIUH.

3ananme 11

N3 «O6mepoccuiickoro KiacCupUKaTopa YIpaBICHYECKOW AOKYMEHTAIUN» (CHCTEMBI
nokymentaruu kiacca 0200000 u 0300000) BBITUIIUTE JOKYMEHTBI, KOTOPBIC OTPa)KaroT
JBUKEHUE MEpCOHAIa B OpraHu3aluu.

3aganue 12

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT ILIIOC», COCTaBbTE IMEpeueHb HOPMATHUBHO-
IIPaBOBBIX JOKYMEHTOB, CBA3aHHBIX C JIBM)KEHHEM IE€pCOHAJIa B OpraHu3anuu. JlOKyMeHTBI
PaCIOJIOKHUTE MO UX IOPUANYECKOHN CHIIE.

3aganue 13

[To3nakoMbTeCh ¢ yHHUDHUIMPOBAHHBIMU (POpMAMH MPUKA30B MO JTUYHOMY COCTaBY,
HITATHBIM paclucaHueM, rpauKoM OTIIYCKOB, ONpEIeNUTe OCOOEHHOCTH 3alOJHEHHUS 3THX
JIOKYMEHTOB.

3aganue 14

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

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

3aganue 15

I. n00aBbTE HEJIOCTAIONIYIO HH(DOPMAIIHIO:

1.1. Tlucemo oOpa3zoBaTeNbHOW OpraHW3allMd O MPOBEACHHHM KOHKypCa Ha JYUIIyIO
HCCIIEIOBATENLCKYIO paboTy 1o Teme «cropust pomHoro kpas». Cpoku MpoBeAeHHUS KOHKYpca —
¢ (deBpans mo Mail TeKyllero roja, MOJBEIECHUE WTOTOB U HarpaxJaeHue nodeauteneit — B
utoHe. B npuitoxxenun — Ilonoxenue o KOHKypce.

1.2. TIuceMo-oTBeT u3aarenbcTBy «CoKpaT» OT U3AATENbCTBA «ATPUYM» C COTJIACUEM
O COTpYIHUYECTBE IO YYaCTHUI0O B BBICTABKE W3/1aBaeMOI IUTEpaTyphl, KOoTopas Oymaer
MPOXOJIUTH B OKTSIOpE TEKYIIETo roja.

1.3.  IlucpmMoO-COnpoOBOXAEHUE  3ampaiinBacMoid  HMH()OpPMAIMM  BBILIECTOSIICH
OpraHU3aIMH O €KEMECAYHBIX T0X0JaX C MPOJaKU TOBAPOB.

1.4. IIucemo-3anpoc OO0 «Mup auBanoB» o OOO «Mebenb» ¢ mpocb0oil BEICIATH
KOMMEPYECKOE IPEI0KEHHUE C NMPANCOM IIEH Ha TOBApPHI.
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3aganmue 16

Kakue TtpebOoBanus ciemyer coOmogateh mnpu dopmupoBanun nen? Ilouemy He
pexoMeHayeTcs GOpMUPOBAHHUE U XPAHEHUE JIE]T Y UCTIOIHUTEISA?

3aganue 17

Kak pacnosioskeH JOKYMEHT BHYTpH €77

3aganue 18

VYkaxure, B YeM OTINYNE O(QUIIHATEHO-AETI0OBOTO CTUIISA OT JAPYTHX.

3aganue 19

[lepeuncnure yacTo BCTpevarolrecs ab0peBUaTyphbl CIIOB.

Kputepuu u mkaJia oiieHKU pelieHusi NPaAaKTHYECKOro 3aJaHus
Ouenka Kputepun
OTanyHo Omauuyno  CTaBUTCS, €CIU COAEpKaHHE pabOThI/OTBETa IMOJIHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydaromuiics, JTEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTH4YeCKOoe M TJIyOOKOe 3HaHME Yy4eOHOTO Marepuanga, yMEHHUe
CBOOOJHO BBITIONIHATH MpaKTU4YecKoe 3amaHue. [[odHO ocBemaer 3agaHHYIo
TeMy, €€ aKTyaJlbHOCTh U HOBU3HY. Marepuan H3J0XKEeH B OMNpeIesIeHHOM
JIOTUYECKOU MOCIIEI0BATEIHLHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAaHUEM COBPEMEHHBIX HAay4HbIX TepMHHOB. OOydarommuiics
MPOJEMOHCTPHUPOBAN B TOJHOM 00BbeMe HEeO0OXOIUMbIC 3HAHUS U yYMEHUS,
YMEHHE T0JIb30BaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JTUTEPATypoOii; 000CHOBAHHOCTh PE3YJIBTaTOB M BHIBOJIOB, OPUTHHAIBLHOCTH
UJeH; CIOCOOHOCTh MPEACTABIATH PE3yNbTaThl UCCIEOBAHNS B TBOPUECKOM
dopme; 000CHOBaHME BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MOJIyYEHHBIX AaHHBIX. [IpogeMoHCTprpoBaH JTUYHBINA BKJIAJ 00Yy4aromerocs
B pabory. OdopmieHue paboThl B IIEIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBAHUSIM.
Xopouio Xopowo craBuUTCS, €ClIH coAepXaHWe padOTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYeT 3afaHuto. OOydaromuiics IEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUThL 3a/laHue,
YCBOGHHE OCHOBHOW JHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTUYECKOW IMOCIIEI0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHbIE ONMMOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO TpeOOBaHMIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTATOYHO, OTpakeéHa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOywaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHMSIM.
Ynosaersop | [lpu  yoosremeopumenvnom  oTBeTEe  coaepkaHHe  pabOTHI/OTBETa
HUTEeJIbHO HEJOCTATOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUI0. 3aJaHKE BBITOIHEHO
yactuyHo. OOydaromuiics AEMOHCTPUPYET HEIOCTaTOYHOE OCBEUICHHE
3aJIaHHOM TEeMBbI, JOMYIIEHBI MOTPEITHOCTH U HETOYHOCTH, JOITYCKAET OJIHY
CYIIIECTBEHHYIO OIHMOKY, HO 00JjaacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
yCTpaHEHUs TOJ] PYKOBOJCTBOM MpemnojaBarens. HaydHas TepMHHOIOTHS
UCIIOJIb3YETCSl HEIOCTaTOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMUHBIN BKIaA
oOyuyaromerocss B paboty HenmocratoyeH. Odopmiienue paboTel He
MOJIHOCTBIO OTBEYAIOT YCTAHOBJIEHHBIM TPEOOBaHUSIM.
HeynoBners | [Ipu Hneyoosremeopumenvhom OTBETE coAep)kaHUE paOOTHI/OTBETa He
OPUTEJBHO | COOTBETCTBYET 3ajaHuio. B pabore mpoaeMOHCTpUpOBaH HHU3KHI YpOBEHb
3HAHMA W YMEHHWH, HaONIOMAl0TCSI 3HAYUTEIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNN HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHUYEH O0bEM
CoJlep>KaHusl BHIMOJTHEHHOTro 3amanus. OdopmieHne paboThl HE OTBEYAET
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| | ycTaHOBIIEHHBIM TPEGOBAHMSM.

Kpurepun u mkana oueHK NPOMeKYTOYHOI aTTeCTAlMH - 3a4eTa
OneHka «3a4T€HO» CTAaBUTCS, €CIM CTYJEHT IOJIy4MJ OLEHKH «OTJIINYHOY,
«XOpOILIO», «YyIOBJIETBOPUTEIbHO» W/WIK <«3auTeHo» 3a 80% wu Oosee ceMHHApOB M
MPAKTUYECKUX PadoT.
OmeHka  «HE  3a4TE€HO»  CTABUTCSA, €CIM  CTYJEHT  IOJy4WJ  OLECHKH
«HEYIIOBIICTBOPUTEIBHO» H/HIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHApOB M MPAKTUYECKHX
pabor.

8. YHUEBHO-METOJANYECKOE U THO®OPMALIMOHHOE OBECIIEYHEHUE
JUCIUAIIINHBI

8.1 . OcHoBHas JTEpaTypa

1. Joponuna, JI. A. OpraHu3anys W TEXHOJOTHS JOKYMEHTAIIMOHHOTO 00eCIIeUCHUS
YIOpaBJICHUS : y4eOHUK U mpakTukym st By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u3., mepepab. u mon. — Mocksa : MznmarenbctBo FOpaiir, 2023. — 270 c¢. — (Bsicmee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : asnektpoHHbiii // OOGpa3oBareiabHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530251

2. PsboBa, C. B. JlokyMeHTanmMOHHOE OOECIeYeHUEe YIPaBICHUYCCKON EATCTbHOCTH :

yueOHOe mocobme / C. B. PsboBa. — VYnbsHOBCK : VYIBSHOBCKHI TOCYIapCTBEHHBIN
TexHuuyeckui ynusepcuter, 2021. — 341 c. — ISBN 978-5-9795-2106-0. — Tekcr :
anektpoHHblt // Lludposoit obpazoBatenbubiii pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/121268.html

8.2. JlonoaHuTeIbHAS JJATEpPATypa

1. KazakeBuu, T. A. JlokymeHTOoBencHHE. [|OKyMEHTAIlMOHHBIA CEPBHUC : y4EOHHK U
npaktukym aiisa By30B / T. A. KazakeBuu, A. U. Tkanuy. — 2-e u3a., ucnp. u gomn. — Mocksa :
WznparensctBo FOpaiit, 2023. — 167 ¢. — (Bsicmiee obpa3oBanue). — ISBN 978-5-534-06273-
1. — Tekcr : snektponsHsld // OOpa3oBatenbHas tuiardopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/513649

2. JlokymeHTOBeIeHUE | YUeOHUK M TTPaKTUKyM 1jis By3oB / JI. A. JloponuHa [u np.] ; mox
penaknueit JI. A. JloponuHoi. — 3-e u3j., nmepepad. u gorn. — Mocksa : M3narensctBo FOpaiir,
2023. — 336 c. — (Bwicmiee obpaszoBanue). — ISBN 978-5-534-15753-6. — TekcT
NeKTpoHHBIH  //  OOpaszoBarenpHass — miatdpopma  HOpaiit  [caiit] —  URL:
https://urait.ru/bcode/511341

3. Ky3nenoB, M. H. JloxymeHTanimoHHOE OOCCIICUCHHE YIPABJICHHUS TEPCOHATIOM :
yueOHUK U npakTukym 1uist By30B / U. H. Ky3nernos. — 3-e uzn., nepepad. u mon. — Mocksa :
NznarensctBo FOpaiit, 2023. — 397 ¢. — (Bricmee o6pazoanue). — ISBN 978-5-534-16692-
7. — Teker : snextpoHHBI // OOpasoBarenbHas miaardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/531538

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

8.4. [IpodeccuonanbHbie 0a3bl JAHHBIX

1. ba3za 10KyMEHTOB U HOPMAaTUBHBIX aKTOB JJIs rocTUHUIBI — http://file.prohotel.ru/

2. - ba3a maHHBIX MO ACIONMPOU3BOACTBY U TIOKYMEHTO000pOTY — https://clubtk.ru/osnovy-
deloproizvodstva-i-dokumentooborota-dlya-novichkov

8.5. UudopmanmoHHbie CIPABOYHbIE CHCTEMbI

1. CinpaBouno-mpaBoBas cucrema «Koncynprantllmtocy — http://www.consultant.ru/
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8.6. UnTepHeT-pecypchbl
1. AIMUHUCTPAaTUBHO-YIPABIEHYECKUI TIOPTAl — WWW.aup.ru

8.7. MeTonnueckne yKa3aHusl 1 MaTeprajbl 10 BUAaM 3aHATHI

MeToanuyeckne yKa3aHus 10 BeJleHUI0 KOHCIIEKTOB JIEKIUil

KoHcriekTupoBaHue INEKIMW — BaXKHBIA IIar B 3allOMUHAHWW MaTepuasa, MOITOMY
KOHCIEKT JEeKIUH HEoOXOAMMO HMETh KaKIOMYy CTYyIeHTY. 3ajaya CTYACHTa Ha JIEKIHH —
OJTHOBPEMEHHO CIIyIIaTh IPENoAaBaTelis, aHaIM3HPOBATh M KOHCIEKTHPOBATh HWH(OPMAIHIO.
[Tpu 3TOM Kak CBUIETENILCTBYET MPAKTHKA, HE HYKHO CTPEMUTHCS BECTH JOCIOBHYIO 3aIHCh.
Taxkum 06pa3zom, JEKIHIO MPETOAaBATENS MOKHO KOHCIIEKTUPOBATH, IIPH 3TOM BayKHO HE TOJIBKO
BHHUMATENIbHO CIylIaTh JIGKTOpa, HO U BBLACNATh HauOojiee BaXHY0 HHQOpMAIUIO U
COKpAILIEHHO 3amuchiBaTh ee. IIpu 3TOM 0HO M TO K€ coaep)kaHhe (PUKCHPYETCS B CO3HAHHUU
YeThIpe pas3a: BO-MEPBBIX, NPU CAMOM CIyIIAHWU; BO-BTOPHIX, KOIJa BBIAENSETCA TIJIaBHAs
MBICTTb; B-TPETHUX, KOTJAa MOABICKHBAaeTCs oOoOmaromas ¢pasa, u, HAKOHEN, MPH 3allHCH.
Martepuan 3anoMuHaeTcsi 60see MoJIHO, TOYHO U IMIPOYHO.

XopommMii KOHCHEKT — 3aJor YE€TKMX OTBETOB Ha 3aHATHAX, XOPOLIETO BBIITOJHEHUS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pab0oT. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JIEKIIMOHHBIX 3aHATHSIX HEeCOMHEHHA. [IpoBepeHo, uTo cocTaBiieHHE 3(PPEKTUBHOIO KOHCIEKTA
JIEKIUHA MOKET COKPAaTUTh B YEThIpe pa3a BpeMs, HEOOXOIUMOE ISl TIOJTHOTO BOCCTAHOBIICHUS
HYXHOH wuH(popMarmu. [lng SKOHOMHM BpEeMEHHM, Iepel KakIOW JeKIUeH HeoOX0IuMo
BHHUMATEJIbHO MPOYUTATh MaTepuan Npeablaylield JeKUWU, BHECTH HCIPABICHUS, BBIICIUTH
Ba)KHBIE aCMEKThl U3y4aeMOro MaTepuana

KoHncnekt nomoraer He TOJBKO JIydllle YCBaWBaTh MaTepuaj Ha JIEKLIHU, OH OKa3bIBAETCS
HE3aMEHUM IIpU NMOAr0TOBKE 3k3aMeHy. Clle10BaTeNbHO, CTYACHTY B JajbHENIIEM Ba)KHO yMEET
0(QOPMUTH KOHCIIEKT TaK, YTOOBI Ba’KHbIE MOMEHTHI KYJIbTYPOJIOTHUYECKON HeH ObUIN BbIAEICHBI
rpadpuyeckd, a TJIaBHYI0 HH(POPMALHUIO CIIEAyeT BBIACIATH B CAMOCTOSTENbHBIE a03allbl,
bukcupys ee 6osiee KpynmHbIMU OYKBaMH WJIM LIBETHBIMH MapkepaMu. KOHCHEKT MOIKEeH UMETh
HOJIS JUISL 3aMETOK. JTO MOTYT ObITh OMOnMorpaduyeckue CChbUIKM M, HaKOHEI, COOCTBEHHBIE
KOMMEHTapUH.

MeTtoauyeckue yKkazaHusl 110 OPraHu3alii CaMOCTOATEJIbLHOM padoThI CTyAeHTa

Jns mHauBHIyaM3aiid  00pa30BaTEIPHOTO Tpoliecca camocTosTenbHylo padoty (CP)
MOYKHO Pa3JIeNUTh Ha 6a30BYIO M JOMIOJHUTEIBHYIO.

bazoBas CP obecnieunBaeT MOArOTOBKY CTYIEHTa K TEKYLIUM ayAUTOPHBIM 3aHATUSAM U
KOHTPOJBHBIM MEPONPHUATHSIM JUIsl BCEX ITUCIUIUIMH y4eOHOro IiaHa. Pe3ynpTaTtel 3TOMH
MOJTOTOBKU MPOSBISIOTCS B aKTUBHOCTH CTYJIEHTA Ha 3aHATHUSX M B KaueCTBE BBIMOJHEHHBIX
KOHTPOJIBHBIX pPabOT, TECTOBBIX 3aJlaHWM, CAENAHHBIX JOKIAZOB M JPYrHUX (GOpM TEKYIIETro
koHTpoJisa. bazoBass CP Moxker BkitouaTh cienytone GopMbl pabOT: U3ydeHHUE JEKIIMOHHOTO
MatepHaia, MpelycMaTpUBAIONIUEe MPOpPAaOOTKy KOHCHEKTa JIEKIUH M Y4eOHOW JIHMTepaTyphl;
mouck (mogdop) W 0030p JHUTEPAaTypbl M DJIEKTPOHHBIX HMCTOYHUKOB WHMOpMAIUU 110
WHAUBUIYAILHO 33JJaHHOM MpobieMe Kypca; BBIIIOJIHEHUE JTOMAIITHETO 3aJaHus WU JTOMAaIlHen
KOHTPOJIbHOM paboThl, BbIABAEMbIX Ha MPAKTUUYECKHX 3aHATUAX; M3ydeHHE Marepuara,
BBIHECEHHOTO HA CaMOCTOSITEIbBHOE U3YyYEHHUE; IOATOTOBKA K IPAKTUUYECKUM 3aHATHUSAM;
MOJTOTOBKA K KOHTPOJIbHOM paboTe WM KOJUIOKBUYMY; MOATOTOBKAa K 3a4eTy, aTTeCTallUsIM;
HanucaHue pedepara (3cce) 1o 3aJaHHOH nmpoodieme.

HononuutensHass CP HampaBieHa Ha yriyOJICHHE W 3aKperyieHHE 3HaHWKM CTY/ACHTA,
pa3BUTHE aHAIUTUYECKUX HABBIKOB IO MpobiemMaTuke yueOHoi nucrumiansel. K Heil oTHOCSTCA:
MOJrOTOBKA K 9K3aMEHY; BBINIOJIHEHUE KYpCOBOM pabOThl WM MPOEKTa; HCCIeA0BaTEIbCKas
paboTa U yyacTHe B HAyYHBIX CTYJCHUYECKHX KOH()EPECHIHMIX, CEMUHApaX M OJUMITNA/IAX; aHAIIN3
HAayyHOM MyONMKAaMM [0 3apaHee ONpENEeNICHHON TpernojaBaTeieM TeMe; aHaju3
CTaTUCTHUYECKUX M (DAKTUUYECKUX MAaTepHajoB IO 3aJaHHOH TeMme, MPOBEJICHHE pPacdeToB,
COCTaBJICHHE CXEM M MOJieJiell Ha OCHOBE CTaTUCTHUECKUX MaTepuasoB U Jp.
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B yuebHOM mporecce BBIACTSAIOT J1Ba BUAA CAMOCTOATENBHOM paboTHI: ayAWTOpHas H
BHEAyJMTOpHAasl. AYAMTOpHAs caMOCTOsITeNIbHas paboTa MO JAWCUUIUIMHE BBHIMOJHSIETCS Ha
y4eOHBIX 3aHATHUAX MO HETTOCPEICTBEHHBIM PYKOBOJCTBOM IPENOaBaTeNs U MO €ro 3a/laHusIM.
OcHOBHBIMU (D OpMaMH CaMOCTOSITEIBHOM pabOThl CTYIEHTOB C YYacTHEM IIperojiaBatesei
SBIISIOTCS: TEKyLIHMEe KOHCYJIbTAllUM; KOJUIOKBUYM Kak (opmMa KOHTPOJS OCBOCHHS
TEOPETUYECKOr0 COJAEpKAHMS NUCUUIUIMH, MpUEM U pa3dop IoMallHuX 3aJdaHuil (B 4achl
NPAaKTUYECKUX 3aHATUI); BBINOJIHEHHE KYPCOBBIX paboT (MPOEKTOB) B paMKax TUCIMIUIMH
(PyKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3allUTa KypCOBBIX paboT (B dYachl, MPeIlyCMOTPEHHBIE
y4eOHBIM IIJIAHOM); TPOXOXKICHHE U O(hOpMIICHHE Pe3yIbTaTOB MPAKTUK (PYKOBOJCTBO U OLIEHKA
ypOBHS ¢(hOPMUPOBAHHOCTH MPO(HECCUOHATBHBIX YMEHUN 1 HABBIKOB); BBINOJIHEHNE BBITYCKHON
KBAJTM(HUKAIIMOHHONH pPabOThl  (PYKOBOJCTBO, KOHCYJIBTUPOBAaHME M 3allldTa BBITYCKHBIX
KBATH(UKAIIMOHHBIX paldoOT) U Jp.

BueaynutopHass caMmocTosiTenpHash pa®oTa BBIMOJHSAETCS CTYJCHTOM 110 3aJaHUI0
npenogaBarens, HO ©0e3 ero HemocpeacTBeHHOro ydactus. OcCHOBHBIMH (dopMaMu
CaMOCTOSITENIbHONW pabOThI CTYJCHTOB 0€3 ydacTHsl MperoaaBaTeseil BisoTcs: (GopMUpOBaHHE
W YCBOGHHE COJIEp)KaHHSI KOHCIEKTa JICKIMH Ha 0a3e pEeKOMEHJIOBAHHOW JIEKTOPOM Y4eOHOM
JUTEpATyphl, BKIItOYast HHPOPMALIMOHHBIE 00pa30BaTeIbHbBIE PECYPCHI (IJIEKTPOHHBIE YUEOHHUKH,
3JICKTPOHHBIE OMOJMOTEKH W Ap.); HamucaHue pedeparos, dCCe; MOATOTOBKA K MPAKTUYECKUM
3aHATUAM (IIOATOTOBKA COOOIICHWH, JOKIAJ0B, 3aJaHHii); COCTAaBICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeil M3 COOTBETCTBYIOUIMX JKYPHAJOB IO OTpacisiM 3HaHUI (IeAarornyeckux,
IICUXOJIOTUYECKUX, METOIMYECKUX U [p.); YIIYOJCHHbIM aHamu3 Hay4YHO-METOAMYECKOU
auTEpaTypsl (MOATOTOBKA PEICH3WM, aHHOTAlMA Ha CTaThl0, TOCOOME W JIp.); BBHINOJHCHHE
3aJaHuii o cOOpy Marepuaiga BO BpeMsl NPAKTUKU; OBIAJACHUE CTYIEHTAMHU KOHKPETHBIX
yueOHBIX MOJYJel, BHIHECEHHBIX Ha CaMOCTOSITEIbHOE H3yUeHHe; MoA00p MaTepuana, KOTOPbIi
MOYET OBbITh MCIIOJIb30BaH JJIsl HalMcaHus pedepaTroB, KypCOBBIX M KBATH(UKAIMOHHBIX padoT;
MOJTOTOBKA TMPE3CHTAllMi; COCTaBIIEHUE TIJIoccapus, KpOCCBOpAa IO KOHKPETHOH TeMe;
MOJTrOTOBKA K 3aHATHUSAM, IPOBOJUMBIM C HCIIOJIb30BaHHEM aKTUBHBIX (hopM 00ydeHus (Kpyribie
CTOJIbL, TUCIYTHI, AEJIOBBIE UTPbI); AHAIU3 JEJIOBBIX CUTyallui (MUHU-KEWCOB). I'paHUIIbI MEXKIY
TUMU BUIaMU pabOT OTHOCHTENBHBI, & CAMU BUJIbI CAMOCTOSTEIBHOIN paboThI epeceKaroTcs.

MeTtoauyeckue ykazaHus 1o NOAT0TOBKE K CEMUHAPCKUM 3aHATHAM

CemuHapckue 3aHATHSA SBISIIOTCS OJHUM M3 OCHOBHBIX 3BEHBEB IIpOIECCa H3YUCHHS
quctumuinHel. Lenb 3aHsaTHil 3aKkiiodaeTcss B YACHEHUU M YCBOCHHMM CTYIEHTAaMHU Ba)KHEHUIIMX
NPaBOBBIX KAaTErOpuidl H TOHATUH, BbIPAOOTAHHBIX OPUCTIPYJACHIMEH M  HMEIOIIUX
NPUHLMIIAAIBHOE METOJOJIOTMYECKOe M MPAaKTHUYEeCKOe 3HAa4YeHHe JJisi BCEro KOMILIeKca
IIPaBOBBIX HaYK.

B xone cemMuHapoB CTYAEHT 3aKpervisieT U yriyOJseT 3HaHUs, NOJydYeHHbIe Ha JIEKIUAX U
B XO0JI€ CaMOCTOSITEJIbHOMN MOATOTOBKH, IPUOOPETAaeT HaBBIKM HAYYHOTO MBILIUIEHUS, 00paboTKH
olOmieil u coenuanbHOM MHGOPMAMUM O TMpaBe, YMEHHE IOCIEI0BaTeIbHO, YETKO U
apryMEHTHPOBAHO M3JIaraTh CBOM MBICIH, OTCTauBaTh COOCTBEHHBIE MO3UIIHH.

[1nanbl ceMUHApCKUX 3aHATUHN, UX TeMaTHKa, peKOMEHyeMas JINTeparypa, Lelb U 3a7auu
€e M3Y4YCHHs COOOLIAIOTCS IPErojaBaTeNieM Ha BBOAHBIX 3aHATUSX WIM B METOJUYECKUX
YKa3aHUAX MO0 JaHHOW AMCLHUILIMHE.

[Ipexxne 4yeM OPUCTYNUTh K H3YYCHHIO TEMBI, HEOOXOAMMO MPOCMOTPETh OCHOBHBIC
BONPOCHl TUIaHAa ceMHHapa. HaunHas NOATOTOBKY K CEMHUHApCKOMY 3aHSTHIO, CTYAEHTaM
HE00X0IMMO, TPEXKJIe BCETo, MOCMOTPETh KOHCIIEKTHI JIEKIIHA, pa3/iesibl YIeOHUKOB U Y4eOHBIX
MocoOuid, 4TOOBI MOJTYYUTH OOIIEe MPEICTABICHHE O MECTE W 3HAYCHHH TEMbl B H3y4aeMOM
Kypce. 3areM cieayeT mnopadoTaTh C JOTOJHUTENBHOW JIMTEPaTypod, CleNaTh KOHCIEKTHI
CEMHUHAPCKUX 3aHATUN MO PEKOMEHI0BAaHHBIM HCTOYHUKAM.

KoHcrekThl  ceMHUHApCKUX — 3aHATUH  MMEIOT  IEPBOCTENIEHHOE  3HAYE€HUE  JIJIs
CaMOCTOSITENbHOM paboThl cTyneHTOB. OHU MMOMOTaloT MOHATH MOCTPOCHUE M3y4aeMOW KHUTH,
BBIJICIUTh OCHOBHBIC IMOJIOKEHHS, MPOCIEIUTh UX JIOTUKY M TEM CaMbIM HPOHUKHYTh B
TBOPYECKYIO JIAOOpATOPHUIO aBTOpA.
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Benenue KoHCIEKTa CHOCOOCTBYET MPEBPAILIEHUIO YTEHUS B aKTHBHBIA MpoIlece,
MOOWJIN3YeT, HApSAYy CO 3pUTENbHOM, U MOTOpPHYIO HamsTh. CieayeT MOMHMTBH: y CTY/AEHTA,
CUCTEeMAaTUYECKH BEIYIIEr0 KOHCIEKTHI, CO3/IaeTCs CBOW WHAWBHIYAIbHBIM (OHJ MOICOOHBIX
MaTepuaioB g OBICTPOrO MOBTOPEHHUS MPOYUTAHHOTO, I MOOWIM3AIMM HAKOIJIEHHbIX
3HaHUM.

[Ipy KOHCHEKTUPOBAHMM MOXKHO HCIIOJIb30BaTh CclieAyromue (QOpMbl 3aluCh: TUIaH
(IpoCTOM M pa3BEPHYTHIi1), BBITUCKHU, TE3UCHL.

[Ipy BBeAeHMM KOHCIIEKTa Ba)KHO pa3BUBaTh YMEHHUE COMOCTABJISATh HUCTOYHHKH,
MPOIYMBIBATh U3y4aeMbIil MAaTepUall, a TAKXKE COCTABISATH KOHCIEKT C yUYETOM CBOETro OyayIIero
YCTHOTO BBICTYIUICHHUS.

Ha cemunape kaxaplii ero Y4acTHHUK JIOJDKEH OBITh TOTOBBIM K BBICTYILJICHHIO IO BCEM
MOCTAaBJIEHHBIM B TIUIaHE BOINpOCAaM, TMPOSBIATH MaKCUMaJbHYIO aKTHUBHOCTh TpU MX
paccMOTpeHHH. BrICTyIIeHUe JOKHO CTPOUTHCS CBOOOTHO, YOSTUTEIBHO U apTyMEHTHPOBAHO.
[IpenogaBatens ciaeauT, 4TOOBI BBICTYIJIEHUE HE CBOJWIOCH K PENPOAYKTHUBHOMY YpPOBHIO
(mpocToMy BOCHPOHM3BENCHUIO TEKCTa), HE IOIMYCKAeTCS M IMPOCTOE UYTEHHWE KOHCIEKTa, TeM
Oosee yueOHmka. HeoOXxoaumMo, 4TOOBI BBICTYIAIOIINI MPOSIBISUT COOCTBEHHOE OTHOIICHHE K
TOMY, O Y€M OH TOBOPHUT, BBICKA3bIBAJl CBOE JINYHOEC MHEHHWE, TTOHUMaHHe, 0OOCHOBBIBAII €r0 U
MOT C/eNiaTh MpaBUJIbHBIE BBIBOJBI M3 cKazaHHOTrO. [Ipu 3TOM cTyAeHT MoKeT oOpamarhes K
3amucsiM KOHCIEKTa M JICKIUH, HETOCPEICTBEHHO K MEPBOMCTOYHUKAM, HCIIOIH30BaTh 3HAHHE
yueOHOM 1 JOMOIHUTENBHOM JINTEPATyphl, (PaKThl U HAOIIOEHUSI COBPEMEHHOM KU3HH U T. JI.

Bokpyr Takoro BBICTYIUICHHSI MOTYT pPa3TOpETbCs CIOPBI, JUCKYCCHH, K Yy4YacTHIO B
KOTOPBIX JOJKEH CTPEMUThCS Kaxabli. [IpenonaBarensb, B CBOIO ouepe/ib, OyJAeT BHUMATEIbHO U
KPUTHYECKH CIYIIATh, TOIMEYaTh 0COOCHHOE B CYXKJEHUSIX CTYACHTOB, YIIaBIUBATh HEAOCTATKU
U OUIMOKHM, KOPPEKTUPOBATh WX 3HAHMS, U, B ClIy4ae HEOOXOIMMOCTH DPa3pEUINTh CIIOPHYIO
CUTYAIHIO.

CemuHap sBISICTCS BaxKHEHIIeH (OpMOi YCBOCHUS 3HAHUI.

Brnagenne MOHATUHHBIM ammapaToM — HEOOXOIMMOE YCIOBHE YCBOCHHS mpenmera. B
YCBOGHHHM UX BecbMa 3(PPEKTUBHO TMPOBEIEHUE MHUCHMEHHBIX M YCTHBIX MOHSITHHHBIX
KOHTPOJBHBIX Pa0OT, TEPMHHOJIOTHYECKHX TUKTAHTOB, TECTOB. Kpome TOro, HCHONB3YIOTCS
pa3IUYHbIE BUABI YCTHOTO OIPOCa: 3KCIPECC-0MpPOC, ONMPOC-UHBEPCHSL.

Dkcnpecc-onpoc — 3TO TIPEIUIOKEHUE PACKPBITh HA3BaHHBIC MOHATUSA. Onpoc-uneepcusl, B
OTJIMYME OT 3a/laHus MOSICHUTH 3HaYCHHE TepPMHUHA, MPEJIOKEHHE MOCTaBUTh BOMpPOCHl. Takoit
MIPHEM CTIIOCOOCTBYET HE MPOCTO «Y3HABAHHIO» TEPMHHA, HO U BBOJUT €r0 B aKTHBHBIN CIIOBaph
CTyJEHTA.

CeMuHapCKue 3aHATHS 10 MPEATOKESHUIO MIPETOoaBaTelisi MOT'yT OBITh MPOBEICHHI B BUE
CBOOOJIHOM JTUCKYCCHHU TI0 CYIIECTBY OOCYXKIaeMoil TeMbl, B (OpMe BBICTYIJICHUU C 3apaHee
MOJTOTOBJICHHBIMHU JOKIaAaMH (ICCE) MO PEKOMEHAYEMBIM BOIPOCAM U HMX MOCIEAYIOLIETO
oOcyxneHus. B xone 3aHATHI CTYyIEHTHI MOTYT BBINOIHITH TUCHbMEHHBIE 3a/1aHUs 110 BOIIPOCaM
TEMBI, OTBEUaTh HAa KOHTPOJBbHBIC TECTHl. TakKe MPAKTHKYeTCs MPOBEIACHHE CEMHUHAPCKUX
3aHATUH B KOMITBIOTEPHOM KJIACCE€ B MHTEPAKTUBHOM (hopme (00ydaromue urpbl, TECTUPOBAHUE).

[ToaroTroBka K CEMUHAPCKUM 3aHSATHUSM MPOXOJSAT B HECKOJIBKO 3TallOB: BO-TIEPBBIX,
HEO0OXOUMO BHUMATEIHHO H3YyYUTh BOIPOCHI U JUTEPATypy, PEKOMEHIOBAaHHYIO JJIsl aHAIN3a;
BO-BTOPBIX, CJIEIyeT NPOU3BECTH TIOUCK JOMOJHUTEIHHOW HH(POPMAIIMM U3 WU3BECTHBIX
HUCTOYHHKOB (3TO MOTYT OBITH 3JIEKTPOHHBIC PECYPCHI, JOMAITHUE W BY30BCKHE OMOIMOTEKH;
KaOuMHET KoaupUKaud W T.A.). B TpPeTbHX, CTYIEHT MOXET TOTOBHUTHCS K CEMHUHApPy Kak
CaMOCTOSITENIbHO, TaK M TpU  y4yaCTHUM  MpemojaBareis, Yy  KOTOPOTrO  MOXKHO
MPOKOHCYIBTUPOBATECS O BOMPOCAM CEMUHAPCKOTO 3aHATHS. B-4eTBepThIX, MOATOTOBKA K
CEMHUHapy MOXET ObITh KaK MHAMBHUAYaAJIbHOM, TaK M KOJJIEKTUBHOHN (COBMECTHOE 00CYXIEeHUE
BOIIPOCOB CEMHHApa, peIleHHEe Ka3ycoB, 3a/ay). B-MATHIX, MOATOTOBKY K CEMHHApy MOXKHO
POBOAUTH (KE€NaTeNIbHO) B MUCbMEHHOM BHJIE, COCTaBIISIsl KOHCIEKT JINTEPATyphl MO TEME WU
KOHCIIEKT OTBETa Ha BOMPOCHI CEMHUHApA. B-IIeCcThIX, MpU MOATOTOBKE K CEMHHAPY HEOOXOIMMO
MPOBOAMUTH PENETHUIINH, €CIIH 3TO CBA3aHa C JIEJIOBBIMUA UTPAMHU, POJIEBBIMHU UTpamMu. B-cenbMbIX,
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IPH MOATOTOBKE K MPAKTUYECKOMY 3aHATHIO CTYICHTY HEOOXOAMMO 0c000€ BHUMaHUE 00paTUTh
Ha COCTOSIHUE 3aKOHOJAATENIbCTBA, KOTOPOE OYEHb TUHAMHYHO U MOYKET M3MEHUTHCS HAaKaHyHE
3aHATHS. B-BOCBMBIX, CTYOEHT [OJDKEH OOpaTHTh BHHUMAaHHWE Ha CTCEHb HAyYHOM
pa3paboTaHHOCTU TEMbI B CMEXHBIX AUCHMILIUHAX: (UIOCO(PHH, TOIUTOIOTHH, COLMOJIOTHH,
UCTOPUH, KYJIBTYPOJIOTH U APYTHX.

MeToanyeckue yKa3aHHUs MO MOATOTOBKE K NPAKTHYECKUM 3aHATUAM

OpHoli W3 BaXHBIX (OPM CAMOCTOSITENBHONH pPabOTHl  SBISETCS MOATOTOBKA K
MPaKTUYECKOMY 3aHSTHIO.

[Ipy mnoaroroBke K MPAKTHUYECKUM 3aHSATHUSM CTYACHT JOJDKEH MPHUACPKUBATHCS
CIEAYIOLENH TEXHOJOTHU:

1. BHUMATEIbHO HM3YYUTh OCHOBHBIE BOIPOCHI TE€Mbl U IUJIAH NPAKTUYECKOrO 3aHSATHUS,
OTIpEeIeNIUTh MECTO TEMBI 3aHATHS B 00IIEM COJEpKaHUH, €€ CBSA3b C APYTUMU TEMaMHU;

2. HAlTH ¥ TPOpPadOTaTh COOTBETCTBYIOIIUE Pa3/eibl B PEKOMEHIOBAHHBIX HOPMATHBHBIX
JOKYMEHTaX, yueOHUKaxX U JOTOJTHUTEIbHON JIUTEPaTypeE;

3. mocne O3HAaKOMJICHHS C TEOPETHYECKMM MaTepuajioM OTBETUTb Ha BOIPOCHI s
CaMONPOBEPKH;

4. mpoayMaTh CBO€ MOHUMAaHHE CIIOXHBIICHCS CHTyallMd B HW3ydaeMoul cdepe, MyTH U
CrocoObI pelieHus MPOOJIEMHBIX BOIPOCOB;

5. mpoayMaTth pa3BEpPHYTHIE OTBEThI Ha MPEHJIOKEHHBIE BOMPOCHI TEMbI, OMUPAsCh HA
JICKIIMOHHBIE MAaTEPUAJIbl, PACIIUPSSA U JOMOJHSAS UX JaHHBIMU U3 YU€OHUKOB, JOTOTHUTEIHLHON
JTUTEPATYPBHI.

MeToanyeckue yKa3aHHs 0 MOATOTOBKE KOMIIBIOTEPHOM MpPe3eHTAUMHU

[TpesenTamus (0T aHTI. «presemtation» — MpeACTaBlIeHHe) — 3TO HaOOp KapTHHOK-
CIAiIOB Ha OMNpEJCICHHYIO TEeMY, KOTOpbIe XpaHsaTcs B (aine crnenuanbHoro ¢opmara. Ha
KOKIOM Clalilec MOXHO COJAEpKaTh IPOU3BOJIBHYIO TEKCTOBYIO, TpadUUYecKyl0 WU
BUJCOUH(OpPMAIIMIO, AHUMALMIO, 3BYK M3 IOJATOTOBJICHHOrO ayauodailia, a Tak Xe u
3anvcaHHbll ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € IOMOIIBIO HporpamMmbl MS
PowerPoint.

[Ipe3entanuu npeagHa3HAUYEHbI JIA:

*  0TOOpaXKeHUS HATJISTHOCTH y4eOHOTO/JIEKIIMOHHOTO MaTepHaa,

* yIpaBieHHs Y4eOHO-TI03HABATEIHHOU JACSITEILHOCTHIO Ay AUTOPHH,

* KOHTpOJIS U IPOBEPKH YCBOEHUS MTOJAHHOTO MaTepuraa,

* 0000IICHUS U CUCTEMATH3aLINU 3HAHUI,

* pEeKJaMbl TOBAPOB, YCIIYT,

* co3aanus GpoToansOOMOB U T.1.

[Ipe3eHTani MOKHO IEMOHCTPUPOBATH MO-PA3HOMY:

* Ha KOMIIbIOTEPE,

* Ha JKpaHe C NOMOIIBIO MYJIbTUMEIUUHOIO MPOEKTOPA,

* Ha TeNedKpaHe OoIbIIoro hopmara.

Co3naHHbIe TPE3EHTALMA MOTYT COIEPHKATh:

* TEKCT,

*  n300pakeHwus,

* JUarpaMmbl,

* PHUCYHKH,

* KOMIIBIOTEPHYIO aHUMAIMIO MPOLECCOB U SIBICHUH,

* 3BYKOBOE COIPOBOXKJICHHUE,

* aBTOQUTYpHI,

* JMarpaMMbl

* THUIEPCCHUIKY;

*  BHJICOPOJIUKH.

[IpaBuna co3panust MyJIbTUMEIUNHBIX IPE3CHTALIUI

OCHOBHOE MTPaBUJIO MTPE3CHTALIUN:
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[Tpocrora, TakOHUYHOCTh (MUHUMAIIU3M B TOJja4ue BU3yaiabHOU mHpopmanun). Kparkoe
U3JI0KEHUE MaTepuaa, MakcuMaibHasi HHPOPMAaTUBHOCTh TEKCTA.

Crnenyronye npaBuia Mpe3eHTaIUi:

* YuTtabenbHOCTh (BUAUMOCTD U3 CaMbIX JAJIBHUX YTOJIKOB MOMELIEHUS U C PA3IUYHBIX
YCTPOUCTB);

*  OTCyTCTBHE HAKOIJICHUS, YETKUM MOPSIOK BO BCEM.

» TmarenbHO CTPYKTypUpPOBaHHAS WH(DOPMAIIHS.

* Hanuume KOPOTKUX W JIAKOHUYHBIX 3arOJIOBKOB, MAapKHPOBAaHHBIX M HYMEpPOBaHHBIX
CIIHCKOB.

* Baxnyro nHpopManumo (HarmpuMmep, BBIBOJBI, ONPEASICHUS, MPaBWia U T.1.) HY)KHO
M0/1aBaTh OOJBIIMM U BBIICJICHHBIM MIPU(PTOM U Pa3MeEIIaTh B JICBOM BEPXHEM YTy ClIaija.

* Bropoctenennyto nH(MOpMaIUIO KeJIaTeIbHO pa3MelllaTh BHU3Y cllaiija.

» KaxaoMy nonoxeHuro (uaee) HaJo OTBECTH OTACTIbHBIN ad3ail.

» ['nmaBHYIO MCIO HAZO0 BBIJIOKUTH B MIEPBOM CTPOKE ab3aria.

* Hcnonp3oBaTh TabnuuHble (OPMBI TMpEACTaBIeHUs HH(pOpManuu (AUarpamMel,
CXEeMBbI) JIsl WUIIOCTpPAlMM BaKHEWIIUX (AKTOB, UYTO JACT BO3MOXKHOCTH MMOJATh MaTepuai
KOMIIAKTHO M HATJISTHO.

* I'paduka nomkHa OPraHUYHO JTOMOJHATH TEKCT.

* OObscHeHHE HANO Pa3MEINIaTh KaK MOXHO OJFKe K WIUTFOCTPAIUil, ¢ KOTOPHIMH OHU
JOJI’KHBI TIOSIBIIATHCS HA DKPaHE OJTHOBPEMEHHO.

* WHCTpYKIIMM K BBINOJHEHHWIO 33aJa4 HEOOXOAWMMO  TIHIATENbHO MPOAYMATh
OTHOCHUTEINIbHO MX YE€TKOCTH, TJAKOHUYHOCTH, OJTHO3HAYHOCTH.

* Hcnons30BaTh AMOLMOHAIBHBIN (OH (XyI0KECTBEHHAS MPO3a 3alIOMHHACTCS JTYYIIIE,
YeM clieliaibHble TEKCThI, @ CTUXU — JIy4llle, YeM Mpo3a).

* Bcio TekcToByr0 HWHGOPMAIMIO HYKHO TIIATEIHHO MPOBEPUTh HA OTCYTCTBUE
opdorpadpuyeckux, rpaMMaTHYECKUX U CTUITMCTHYECKUX OITHOOK.

* IIpou3BOaUTENHLHOCTH MMOABAEMOT0 MaTepuaja YBEIMYUBACTCS, €CIIM OTHOBPEMEHHO
3aJIeiCTBOBAHbl 3PUTENIbHBIM M CIyXOBOW KaHaibl BOCHpUSTHS HHOpManuu (3apyOexHbIe
WCTOYHUKHU 3TO HA3bIBAIOT MPHUHIIMIIOM MoAanbHOCTH). [T03TOMYy pekoMeHIyeTcsi TaM, T/ie 3TO
BO3MO>KHO, HCIIOJIb30BATh JIsl TEKCTA U TpaduuecKuX U300paKeHUI 3ByKOBOE COTPOBOXKICHHE.

du3nonornyecKkrue 0COOCHHOCTH BOCIIPHUSITHSI LIBETOB U GOpM

* Crumynupyoomue (Teruible) I[BeTa CIOCOOCTBYIOT BO30YXICHUIO M JEHCTBYIOT Kak
pazapaxkuTtenu (B MOpsAKe yObIBAaHUS WHTEHCHUBHOCTH BO3JCUCTBUS: KpPACHBIM, OpaH>KEBHIH,
JKEITHIN).

o JlesuHTerpupymoomue (XOJOAHBIE) I1IBETa YCIIOKAWBAIOT, BBI3BIBAIOT COHJIMBOE
COCTOSIHHE (B TOM K€ MOpsIKe: (PUOJICTOBBIN, CHHHI, TOJIyOOU, CHHE-3€JICHBIH, 3€JICHBIN ).

* e« HeliTpasibHbIE IBETA: CBETJIO-PO30BBIN, KEITO-3€JIEHBIN, KOPUUHEBBIN.

* CoueraHue OBYX LIBETOB — IIBETa 3HaKa M IBeTa ()OHA — CYLIECTBEHHO BIIMSAET Ha
3pUTENBHBI KOM(OPT, MPHUUYEM HEKOTOPHIE Maphl I[BETOB HE TOJIHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HarpuMep: 3eJIeHbIE CHMBOJIBI HAa KpacHOM (OHE).

» Jlyumee coyeranue 1BeToB mpU(Ta U (oHA: OENblii Ha TEMHO-CHHEM, YEpHBIA Ha
0eJIoM, JKENITBIN Ha CHHEM, OPaHKEBBII Ha YEPHOM.

» IIBeroBas cxema JI0OJDKHA OBITh OJJMHAKOBOM JUISl BCEX CIIAl0B.

» Jlro6oit pucyHOK (hOHA TMOBBIIIACT YTOMJISIEMOCTh TJla3 M CHIKaeT 3(PPEeKTUBHOCTD
BOCTIpUATHUS UH(POPMAITUH.

* Yerkue, IpKUE PUCYHKH, KOTOPbIE MEHSIOTCS, JIETKO «OXBATHIBAIOT» MOACO3HAHUE, U
OHH JTy4YIIll€ 3alIOMUHAIOTCSI.

» Jlro0oit BTOPOCTENECHHBIM OOBEKT, YTO JBIKETCS (AaHUMHUPOBAHHBIN), CHHXKACT
KaueCTBO BOCIPUSTHS MaTepHala, OTBICKACT BHUMAHHE, HAPYIIAET €€ THHAMUKY.

* Iloka3 cnaiiioB ¢ (OHOBBIM CONPOBOXKJIEHUEM HEXKeJIaTeNbHbIX 3BYKOB (TIE€CEH,
MEJIOAM) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTh, CIIOCOOCTBYET pACCEHBAHUIO BHHUMAaHUSA U
CHI)KAET MPOU3BOIUTENILHOCTh O0YUECHHUS.
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* ITlomuute! YenoBek MOXKET OJHOBPEMEHHO 3alOMUHAThL He Ooyee Tpex (HakToB,
BBIBOJIOB, ONPEEICHUMN.

» Kaxnplil cnaiin 1oKeH oTpaXkaTh OJHY MBICIIb.

* TekcT N0oKEH COCTOSITh U3 KOPOTKUX CJIOB U MIPOCTBIX MPEAJIOKEHUH.

* Crpoka 1oykHa cofepxarh 6-8 cloB.

* Bcero na cmaiine 1omKHO OBITH 6-8 CTPOK.

+ OOr11ee KOJIUYECTBO CIOB HE JJOJKHO MpeBbImaTh S0.

» ['nmarosibl 1OKHBI OBITH B OJTHOM BpeMEHHOU (opMe.

e 3arofioBKM JOJDKHBI TPUBJICKATh BHUMAaHHE ayJIUTOpUM U 0000IIaTh OCHOBHBIE
MOJIOXKEHMS ClIana.

* B 3aronoBkax JOJDKHBI OBITH U OOJBINNE, B MaJbie OYKBBI.

* Cnaiiapl 1OJKHBI OBITH HE CIUIIKOM SIPKUMHU — JIMIIHUE YKPALIEHUS JIMIIb CO3JAI0T
Oapnep Ha myTH 3P PeKTUBHOH nepenaun HHPOpPMaLUH.

» KomnnuectBo 070KOB HHPOpPMAIMK BO BPeMs OTOOPaKEHUSI CTATUCTUUYECKUX JTAHHBIX
Ha OJTHOM CJIaii/ie JOKHO OBITh HEe 0oJiee YeThIpEX.

e Tloanucu Kk WILTIOCTpAMU pa3MENIaloTCs Mo HEH, a He HaJl Hel.

* Bce crnaiipl pe3eHTaINH JOJKHBI OBITH BBIIEPKAHBI B OJTHOM CTHIIC.

OO6mme mpaBwIIa UCIOIB30BaHMs MPU(TOB

1.Kaxnprii mpudt (rapautypa[ 1] + Hanucanue) uMeeT 0JIHY CMBICIIOBYIO HArPY3KY.

st ycTOMYMBOM TapHUTYPbI TPAAULIMOHHBIMU, IO MeHbIIEH Mepe, ¢ XIX B. ecTh Takue:

* TONY>KUPHBIN MPUGT HA3BaHUS CTPYKTYP JOKYMEHTA,

* KypCHB — JIOTHYECKOE YyAapeHHe, B YacCTHOCTH, Ha (OPMYJIHPOBAHUM OCHOBHBIX
IIOJIOXKEHUH, ONPEIEIICHUM U T. 1.,

*  «IPSIMOI» OOBIYHBIN - OCHOBHOM MacCHB MH(OPMAITHH.

2. TekcTbl mpe3eHTalUi, KOTOPHIE MCHOJIB3YIOT B IICHUXOJIOTMUECKU HANpPSKEHHOU
HECTaHIApPTHOM CHUTyalldd, HaJA0 TOJaTh TapHUTYPOH C YIPOUIEHHBIM aJrOPUTMOM
pacnio3HaBaHus, Hampumep, wmpudrom Arial. OT0 mETecooOpasHO BO BpeMs pabOTHI C
MHCTPYKUHUSMU MpaBUil 0€30MaCHOCTH, HOPMAaTUBHBIMH aKTaMH, COTJIAIICHUSIMU C MPaBOBBIMU
WJIH UMYIIECTBEHHBIMH MTOCIICJCTBUSIMU, YCIOBUSIMHU OJIMMITUATHBIX 3a/IaHAN U T.I1.

3. Hz0beraiiTe WCMOAB30BaHMSA 00Jie€ TPEX PA3IMYHBIX IIPUPTOB HAa OJHOM CIalE.
WNuaye wuwrarenh MPEKISBPEMEHHO YCTaHET, TIIOCTOSIHHO IIBITasiCh BBIOpaTh alTOpPUTM
pacnio3HaBaHus mpudTa. VckitoueHne cocTaBisieT MHCTPYKLIUS [0 UCIIOIb30BAHUIO IIPHU(TOB.

Co30anue npezeHmayuu Ha 3a0aHHYI0 MeMy NPOXOOUm yepe3 ciedyroujue Smansl.

1) co3ganue cueHapus; 2) pa3paboTka MPE3CHTAIMH C MCTOIb30BAHUEM MPOTPAMMHBIX
CPEICTB.

3areM HY)XHO BbIOpaTh mporpamMmy paspaboTku npeseHTanuu. Kaxnmas u3
CYIIECTBYIOIIUX  TIpOrpaMM  TaKOro  Kiacca  0o0lagaer  CBOMMH  COOCTBEHHBIMU
VHAUBUAYaIbHBIMH BO3MOKHOCTSIMH. TeM He MeHee, MEeKy HUMHU ecTh MHOro obmero. Kaxnas
Takas MporpaMMa BKIIIOUAeT B ce0si BCTPOSHHBIC CPEJICTBA CO3/IaHUs aHUMAIINH, TOOABICHUS U
peAaKTUPOBaHUS 3BYKa, UMIIOPTUPOBAHMS M300paKeHUMN, BUICO, a TAKXKE CO3JaHMSI PUCYHKOB.
[Iporpamma PowerPoint, Bxoasmas B mporpammubsiii maker MicrosoftOffice, npeanasnauena
Ut co3aanus npe3eHTauuid. C ee MoMoIIbI0 OJIb30BaTENIb MOXKET OBICTPO OPOPMUTH AOKIIAM B
€MHOM CTHJIE, TAKUM O00pa30M, 3HAUUTEIHLHO TIOBBHICUB CTEIIEHb BOCIIPUSATHUS MPEAOCTABISIEMON
uHpopmanuu aynuropueit. [lpesentanus nim «ciaia-¢guiabMy», noarorosieHnas B PowerPoint,
MpeNCTaBIsieT CcOOOM TOCIEeNOBAaTENBHOCTh CIIAWI0B, KOTOpPbIE MOTYT COJEpKaTh IUIAaH U
OCHOBHbIE TIOJIO)KEHUS BBICTYIUIEHHUS, BCE HEOOXOAMMBbIe TaONUIbl, AMATPAMMBI, CXEMBbI,
PUCYHKH, BXOJSIINE B JEMOHCTPAIMOHHBIN MaTepuai. [Ipu HE0OXOIUMOCTH B MPE3CHTALIUIO
MO>XHO BCTaBUTH BU1C03((DEKTHI U 3BYK.

Tabmuia - OCHOBHBIE PUEMBI CO3JaHMS ¥ 0(OPMIICHHSI PE3CHTAIIUN

ITocTaBnennas 3amaua TpeOyemble necTBUS
Co3naTth HOBYIO 3anycture PowerPoint.
npe3eHTanmio 6e3 B oxne guanora PowerPoint B rpynme mozneit Betoopa Co3nanue
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MTOMOIIN MacTepa u
MIPUMEHEHHUS MadJIoHa

npe3entanuussioepuTecHoBasi npe3enTanus.

Bri6pats pazmeTky
cllanma

B okne nuanmoraCo3aarth ciaiij BeIOEpUTE MBIIIBIO TPeOyeMbIit
BAapUAHT Pa3METKHU.

[Tocne BeiOopa HoBasi mpe3enTanms okHO nuanora Pazmerka
cjaaiia nosBisgeTcsa aBTomaruueck. Eciau Bel XoTUTE CMEHHUTH
pa3METKy UMEIOIIETOCs Cllaiiia, TO BHIMOJHUTE KOMaHy
®opmat/Pa3merka cnaiifa niM BOCIOJIB3yHTECH TUKTOTPAMMOH,

o FPazmeTra
pa3MelIeHHo B maneny MopMaTupoBaHue .

[IpumeHuTh madaoH
nu3alHa

B mento @opmart BeiOepute koManay Odopmienue ciaaiaa uim
BOCIIOJIB3YMTECh TUKTOIPAMMOM, Pa3MEILIEHHOM B ITaHEIU

KoneTpykTo
(I)OpMaTI/IPOBaHHeE SETRTER

BcTaBuTh HOBEIN Cllain

OTKpoiiTe TOT Claiij, mociae KOToporo Bel XOTHTE BCTaBUTh HOBBIH,
u BeinosiHuTe komanay Beraska/Co3aars caaiia (Ctrl + M) win
BOCIOJIb3YIUTECh MUKTOrPaMMOM, pa3MEIICHHON B MaHEIU

|”IEI Coznars cnaiéa

dopMaTHpOBaHUE

IIepemecTutTbes MEXIY
cllangaMu

Bocnonb3yiiTech 6eryHKOM HIIM KHOITKaMHU BEPTHUKAIBHOM MOJIOCH
NpOKpYTKH WK kiasumamu PageDown, PageUp.

[Tepemernias 6eTYHOK MOXHO 1O BCIUTBIBAIOIICH MTOACKA3Ke
ONpEeJIeINTh, HA KAKOM CJIaii/le OCTAaHOBUTHCS.

AKTHBU3UPOBATH
nanens Pucopanue

Bemonnute komany Bua /Ilanesnm nactpymenros/Pucosanue

BBecTu TEKCT B
MPOU3BOJILHOE MECTO
cllanma

Bribepure Ha nanenu PucoBanme nuctpyment Hagnucsuco .
Y YCTaHOBMTE TEKCTOBBIM KYypCOP B HY’>KHOE€ MECTO MJIM MEHIO
BceraBka/Haanuce.

OtpenakTupoBaTh
MMEIOINICS TEKCT

[IlenkHUTE MO TEKCTY, YCTAHOBUTE TEKCTOBBIM KypCOp B HY)KHOE
MCCTO M BHCCUTC UCITPABJICHUS NI I[OGaBJIeHI/IH.

VY najguTe TEKCT BMECTE
C paMKO#

[I[enkHUTE 1O TEKCTY, 3aTEM IIEIKHUTE HETIOCPEICTBEHHO 110 PaMKe
u Haxxmure kiasuiny Delete.

WN3menuTh mpudT wim
pasmep mpudra

Bocnonb3yiitech koManaoi @opmat/Ipudr nim
PaCKPBIBAIOIIUMCS CTUCKOM HIPU(TOB/pa3MepOB MaHEIN

Times Mew Roman |1r| 18 -
WHCTPYMEHTOB

3menuts nBet
mpudra

Bremonaute komanay ®@opmat/IpudT wim BeiOepuTe KHOMKY

IBeT TekcTa nanenu @opmatupoBanue (PucoBanmue).

BriOpate cTuinb
odpopmieHus mpudTa

Bocnonesyiitecs komanoit @opmat/IlIpudT nim kHONKamMu

® E g =

[IaHEJIX UHCTPYMEHTOB “ : IIOJIy’)KUPHBIN, KypCUB,

MOTYEPKHYTHIN, TEHD.

BoipoBHSTH HaOpaHHBIH
TEKCT OTHOCHUTEIHHO
paMKu

Bocnone3yiitecs komanoit @opmat/BeipaBauBanue/Ilo neBomy
kpaw (Ctrl + L); ITo uentpy (Ctrl + E); 1o npaBomy kparo (Ctrl
+ R); Ilo mmpuHe WM KHONKaMU IaHEIU UHCTPYMEHTOB

= OopMaTHpOBaHME.

Bri6pats et u THI
JIMHUHU JJIS1 PaMKH,
nmoao0paTh 3aJIUBKY

Brigenute pamMKky (UM yCTaHOBUTE KYypCOp B TEKCT, BBEICHHBIH B

b

paMKy) ¥ BBITIOJIHUTE KOMaHy Popmat/ | # ... B mosiBUBIIEMCS
JINAJIOTOBOM OKHE YCTAaHOBUTE LIBET 3AJIUBKH, TUII JINHUU U €€ LIBET.
Tax>xe MOKHO BOCIIOJIL30BaThCA KHONNKaMHU MaHeaIu PucoBaHue:

‘&’ T 'ﬁ - — =

— 3aJIMBKa; ™= — 1BCT JUHUU, = — THUII TUHUH.
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AKTHBU3UPOBATH
MaHeslb ABTO(UTYPBI

Bribepure xomanay BeraBka/Pucynoxk/ABToduryps! win

o o AETOPUIYPE ™
BOCIIOJIB3YUTCChb KHOIIKOU IMaHCIN PucoBanue

HapucoBaTts 00beKT

AKTUBH3UpYHTE TaHEeh PHcoBaHMe, BHIOEPUTE COOTBETCTBYIOIIHMA
MHCTPYMEHT (JIMHUS, OB, IPSIMOYTOJIBHUK U T.J.) U «PACTSIHUTE
¢burypy Ha cnaiiie, TpoTacKHUBas Kypcop.

M3menuts nBet
00BEKTA

Brigenute 00bEKT U BHITIOTHUTE KOMaHy @opmat/ | %’ ... UIm
BOCIIOJIB3YMTECh KHONIKOU nanenu Pucosanmue:
oA -
|

— IOBCT JIMHUU.

Hactpouts TeHb
o0BeKTa

Brinenute 00BEKT U BOCIIONIB3YHTECh KHOMIKOW TTaHe T PrucoBaHue:
& _ Cruas Tenn.

Hactpouts 00beM
00BbeKTa

Brigenute 00bEKT B BOCIIONB3YHTECH KHOMKOM MaHenu PucoBanmue:

i — O0neM.

[ToBepHYTH OOBEKT Ha
KaKoU-1100 yromu

Brinenute 00BEKT U BOCIIONB3YHTECh KHOIIKOM NaHenu PucoBanue
HeticrBusi/IIoBepHyTh/0Tpasuth/CB0o00IHOE BpallleHHe, A 3aTEM
TIEPEMECTUTE MBIIIBIO YTOJI 00HEKTA B HAIIPABJICHUN BPAIICHUSI.

Crpynnuposatb Beinenure Bce 00BEKTHI, MOANIEKAIINE TPYIITUPOBKE U BBITOIHUTE

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

XynoxxecTBeHHas Bocnons3yittecs kHonkou nanenu Pucosanue:

HAJINCh

4l _ Jlo6aBuTH 00bEKT WordArt.

BcTaButh 3ByK

Bri6epute komanay Mmenio Berapka/®@uibMbl M 3BYK/3BYK U3
KOJUICKIIMM KAPTHHOK; 3BYK U3 (aiiJa.

Hactpouts anumariuto

B pexume ciaiiioB meIKHUTE 00BEKT, KOTOPHIH XOTHUTE
AHUMUPOBATD.
B menro Iloka3 ciaiiioB BEIOEpUTE KOMAHTY

|$ Hactpoiika aHurauA. . | WJTH COOTBETCTBYIONIYIO

KOMaH]ly KOHTEKCTHOTO MEHIO BBIOpaHHOTO 00bekTa. Bribepute
HYXHBIE AJIeMeHThI TaHenn HacTpoiika anumanum.

YcraHoBUTE MaciITad
pabouero ciaiga B
cpene PowerPoint

Ha nmanenu CranpaptHas cpensl PowerPoint yctaHOBUTB
HEOOXOMMBIN MacIITad MPOCMOTpPa U3 PACKPBIBAIOIIETOCS CITHCKA
4B% -

Crnioco6 mpencraBiaeHus
JOKyMeHTa (T.e.
MPE3CeHTAINH .ppt) B
OKHE MPUITOKCHUS

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

J1is U3BMEHEeHHUs crocoda MpeACTaBIeHUS TO0CTAaTOYHO BLIOPATh

PowerPoint COOTBETCTBYIONIYIO KOMaHly B MEHIO BH WM IIETKHYTH MO OJTHOM
U3 TpeX KHOMOK B JIEBOH YaCTH TOPU30HTATBHOMN MOJIOCH MMPOKPYTKU:
T — mokas c1aiioB (C TEKyIIEero ciaiina);
— OOBIYHBINA PEKUM;
@8 — PEKMM COPTHPOBIIHKA CIIAM/IOB.
[TpoBecTn Bremonaute komanay Bua/Ilokas caaiinos (FS) nimn
JIEMOHCTPAIIHIO BOCIOJIL3YHTECh KHOIKOH = .
[Tepeiitu Bocnonb3yiTech meJ4KoM MBIIIIH,

CJIENYIOLEMY CIIAlly B
mpouecce
JEMOHCTPALIU

kiasuinamu Enter, Ilpo6e;

PageDown, PageUp wiu ki1aBuiy HaBUranuu Kypcopa:
nepexo/1 BIiepei/Ha3a 1 Mo rajiepee CIaiiios;

Home — niepexoj kK caMmoMy MepBOMY CJIaiiay;
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End — nepexon k camomy NnociieIHEMY CIIAiaY.

IIposectn Haiinute cBoii paiin, BbIenHUTE U BEI30OBUTE KOHTEKCTHOE MEHIO
JNEMOHCTPALIHIO, HE Ha)kKaTHUEM IIPABOI KHOIKU MBIIINA. B KOHTEKCTHOM MEHIO BbIOEpUTe
3aryckass PowerPoint | komannylloka3ats.

CoxpansieTcst mpe3eHTalus B (aityie ¢ pacmmpenuem .ppt.

IIpy noAroTOBKE KOMIIBIOTEPHOU MPE3EHTALMU CTYICHT JOJKCH:

e M3y4UTh MaTepualibl TeMbl (Bompoca), KOTOpoi (KOTOpOMY)  IOCBsSIICHA
KOMITbIOTEpHAs IPE3EHTALMS, BBIJEISIS TJIABHOE U BTOPOCTEIIEHHOE;

e YCTaHOBUTH JIOTUYECKYIO CBSI3b MEXKAY 3JIEMEHTaMH TeMbI (BOIIPOCa);

e TPEICTAaBUThH XaPaKTEPUCTUKY DIIEMEHTOB B KpaTKou (hopme;

e BbIOpaTh OMOpHBIE CHUTHAJIBI JJI1 AaKIEHTHUPOBaHMs TJIaBHOM uHpoOpManuu u
0TOOPa3UTh B CTPYKTYpPE MPE3CHTALHNH;

e 0(pOpPMUTH MPE3CHTALUIO U TPEIOCTABUTH K YCTAHOBJICHHOMY CPOKY.

MeTtoauyeckue ykazaHus 10 NOATOTOBKE K YCTHOMY ONpPoOCy
CamocTtosTenbHass paboTa CTYJEHTOB BKJIIOYAaeT IOATOTOBKY K YCTHOMY OIpOCYy Ha
CEMUHAPCKUX 3aHATUSAX. ISl 3TOTO CTYIEHT M3ydaeT JIEKIHH, OCHOBHYIO U JIOMOJHHUTEIbHYIO
auTepatypy, nyonukanuu, nHpopmanuio u3z MlaTepueT-pecypcos.

Tema 1 BOMPOCH K CEMHHAPCKUM 3aHSITHIM, BOIIPOCHI JJIi CAMOKOHTPOIISL COEPIKATCS B
paboueli yueOHOM TTporpamMme U TIOBOJSITCS 10 CTYACHTOB 3apaHee. IHPEKTUBHOCTH MOATOTOBKH
CTYJEHTOB K YCTHOMY OIpPOCY 3aBHUCUT OT KauecTBa O3HAKOMJIEHHMS C PEKOMEH]IOBaHHOM
auTepaTypoil. [l MOATOTOBKM K YCTHOMY OIpPOCY, OJIML-OMPOCY CTYIEHTY HEOO0XOAMMO
O03HAKOMUTHCS C MaTEpHaJOM, TOCBSIIEHHBIM TEeME CeMHHapa, B Y4YeOHHKE WU JPYyrou
PEKOMEH/I0BaHHOM JHUTEepaType, 3aluciX C JEKIMOHHOTO 3aHATHs, OOpaTUTh BHHMaHUE Ha
YCBOCHHE OCHOBHBIX TIOHATHW JHCUUIUIMHBI, BBISBHTH HESCHBIE BOMIPOCHI M IMOA00OpPATh
JOTIONTHUTEIBHYIO JIUTEpaTypy IUIsi MX OCBELICHHS, COCTAaBUTh TE3MCHI BBICTYIUIEHUS IO
OTJENbHBIM NPOOJIEMHBIM acleKkTaM. B cpenHem, MOArOTOBKa K YCTHOMY OHPOCY IO OJHOMY
CEMHHApPCKOMY 3aHSATHIO 3aHUMAeT OT 2 10 4 4acoB B 3aBHCHMOCTH OT CJIOKHOCTH T€Mbl U
0COOCHHOCTEH OpraHu3aluu CTyJJEHTOM CBOCH CaMOCTOSTEIHbHON PabOTHI.

MeTtoauyeckue ykazaHusi 10 NOATOTOBKE K TECTUPOBAHUIO

Kak u mobas apyras ¢hopma MOATOTOBKH K KOHTPOIO 3HAHWA, TECTHPOBAHUE UMEET Pl
0COOEHHOCTEH, 3HaHHE KOTOPHIX TOMOTA€T YCIEIIHO BBIOJIHUTH TECT.

— Ilpexnme Bcero, ciemayeT BHHUMATENBHO W3YYHTh CTPYKTYPY TECTa, OIEHUTh O0BEM
BPEMEHH, BBIIEISEMOr0 HAa JIAaHHBIA TECT, YBHUJIETh, KAKOTO THIIA 3aJaHHS B HEM COJEPIKATCA.
3TO MOMOKET HACTPOUTHCS Ha PadoTy.

— Jlyumie HaYMHATH OTBEYATHh HA T€ BOMPOCHI, B MPABUJIHBHOCTU PEUICHUS KOTOPHIX HET
COMHEHHUH, 1MOKAa HE OCTAHABIMBAsCh HA TEX, KOTOPHIE MOTYT BBI3BATh JOJTHE Pa3AyMbsi. DTO
MO3BOJIUT YCIIOKOUTHCS U COCPEIOTOUNUTHCS Ha BBIMOJIHEHUH 00Jiee TPYIHBIX BOIPOCOB.

— OueHb BaXHO BCETJa BHUMATENHHO YWTATh 3aJaHUS 10 KOHIIA, HE MbITAsACh MOHSITH
YCIIOBUSL «IO TIEPBBIM CJIOBaM» WJIM BBHIMOJHUB TOMOOHBIE 3aJaHUs B MPEABLAYIIHX
TECTUpOBaHUAX. Takas cHemka HepeIKo MPUBOAMUT K JIOCAIHBIM OIIMOKAaM B CaMbIX JETKHX
BOIIpOCaXx.

— Ecnu BBl He 3HaeTe OoTBETa Ha BONPOC WM HE YBEPEHbI B MPABHIBHOCTH, CJIEIyeT
MPOMYCTUTh €r0 U OTMETUTH, YTOOBI TOTOM K HEMY BEPHYTHCA.

—Jlydmie gymaTh TONBKO O TeKymleM 3anaHuu. Kak mpaBuio, 3alaHus B TecTax HE
CBSI3aHBI JIPYr C JPYrOM HEMOCPEICTBEHHO, MOATOMY HEOOXOIHMMO KOHLIEHTPUPOBATHCS Ha
JAHHOM BOINPOCE U HAXOAWTH pEIIEHHUS, MOAXOAAIIMEe HMEHHO K HeMy. Kpome Toro,
BBIMIOJTHEHUE 3TOW pPEKOMEHIAIMHM JacT €lle OJWH ICUXOJOTHMYecKui 3P¢PeKkT — MO3BOJIUT
3a0BbITh O HEYZlaue B OTBETE Ha MPEIBIIYIINI BOTIPOC, €CITH TAaKOBas UMEIa MECTO.

— MpHuorue 3agaHusi MOXHO ObICTpee pelIMTb, €CIM HE HCKaTh Cpa3y MpPaBHIIbHBIMN
BapHaHT OTBETa, a IOCJIEAOBAaTENIbHO MCKIIOYATh T€, KOTOpbIE SIBHO HE MOAX0IAT. Merton
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UCKJTIOUEHHS TO3BOJIIET B HMTOTE€ CKOHIICHTPUPOBAaTh BHUMAHUE Ha OJHOM-IBYX BEpPOSTHBIX
BapUaHTaXx.

—PaccunThIBaTh BBHINOJHEHUE 33JaHUN HY)KHO BCerJa Tak, 4TOObI OCTajJoCh BpeMs Ha
MPOBEPKY U N0paboTKy (mpumepHo 1/3-1/4 3ammanupoBaHHOTO BpeMeHH). Torja BEpOSATHOCTH
ONKCOK CBOJUTCA K HYJIIO M UMEETCs Bpems, yToObl HabpaTb MAaKCUMyM OaJJIOB Ha JIETKHX
3aJaHUSIX U COCPEJOTOUYHMTHCS Ha peIleHHH Oojiee TPYAHBIX, KOTOpBHIC BHAdalle MPUILIOCH
HPOMYCTHTb.

— Ilpouecc yragsiBaHHsS NPaBIIIBHBIX OTBETOB JKENATEIBHO CBECTH K MHHHUMYMY, TaK
Kak 3TO 4YpeBaTo TEM, YTO CTYJICHT 3a0yAeT O TJIaBHOM: YMEHHH HCIIOJIb30BAaTh MMEIOIINECS
HaKOIJICHHbIE B y4eOHOM Ipoliecce 3HaHUs, 1 OyaeT HajlesThes Ha yhaudy. Ecnu yBepeHHoCTH B
NPaBMJIBHOCTH OTBETa HET, HO HWHTYHTHUBHO TMOSIBISCTCS TPEAIOYTCHHE, TO IICUXOJIOTH
PEKOMEHAYIOT JOBEPSTh MHTYWULUHU, KOTOpas CUMTACTCS MPOSIBICHHEM TIIIyOWHHBIX 3HAHUH H
OITIBITA, HAXOISAIIUXCS HAa YPOBHE TTOICO3HAHUSL.

—IIpu moAroTOBKE K TECTY MIIM Ja)Ke SK3aMEHY HE CIIeQyeT MPOCTO 3aydMBaTh pazfell
y4eOHHKa, HE0OXOAMMO MOHSTH JOTUKY M3JI0KEHHOT0 MaTepuasa. OTOMY HEMaJIo CIIOCOOCTBYET
COCTaBJICHHE PA3BEPHYTOTO IJIaHA, TAOJINI, CXeM, BHUMATEIFHOE H3YUYCHHE HCTOPHUYECKHUX KapT.

Bonbuiyio momouis OKa3bpIBalOT pa3zHOOOpa3HbIe OMYOJUKOBaHHbIE COOPHUKH TECTOB,
HHTepHEeT-TpeHaXePHl, TO3BOJIAIONINE, BO-IIEPBBIX, 3aKPEIHUTh 3HAHHS, BO-BTOPBIX, IIPHOOPECTH
COOTBETCTBYIOIIME TICUXOJIOTHUECKUE HABBIKA CAMOPETYIISIIUN U CAMOKOHTPOJIS. VIMEHHO Takue
HaBBIKM HE TOJIFKO MOBBIIIAIOT 3((EKTHBHOCTH NOATOTOBKH, ITO3BOJISIIOT 0OJI€E YCIICIIHO BECTH
ce0si BO BpeMsi 9K3aMEHa, HO W BOOOIIE CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIHLHON
paboTHI.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHbBI

Jns  mpoBeneHUs 3aHATHHA JIGKIIMOHHOTO M CEMHUHApCKOTO THIA HCIIOJIb3YIOTCS
ayAUTOpPHH, OOOPYNOBAHHBIC MYJIBTUMEAMHHBIMH  CPEICTBaMH  OOYUCHHS: OSKPAaHOM,
IPOEKTOPOM, HOYTOYKOM (IIpY OTCYTCTBHH SKpaHa, HOyTOYKa U MPOEKTOpa — yuyeOHas 10CKa).

Jns  mpoBeneHHS TPOMEKYTOYHOM aTTeCTalMd 10 AWCLUIUIMHE HCIIONB3YIOTCS
ayaquToOpus, OCHAIlleHHass Yy4eOHOHl MeOenplo, 3KpaHoM, HOYTOYKOM U MpPOeKTop (MpH
OTCYTCTBHH 3KpaHa, HOyTOYKa M MPOEKTOpa — yueOHas TOCKa).

Jist caMOCTOATENbHOM paboThl 00yYaromUXCsl MCIONB3YETCsl ayJUTOPHs, OCHAIICHHAs
KOMITBIOTEPHOI TEXHUKOM C BO3MOKHOCTBIO MOJKIIOUCHHS K ceTn VIHTepHeT u obecneueHnemM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEAy OpraHU3aIIH.

JInst TpakTH4ecKOW MOATOTOBKH OOYYAIOMINXCS MCIIONB3YIOTCS ayTUTOPHS, OCHAILICHHAS
yueOHO#l Mebenbio, IKpaHOM, HOYTOYKOM M TPOEKTOp (MpH OTCYTCTBUM IKpaHa, HOyTOyKa U
MIPOEKTOpa — yueOHas J0CKa).

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

10. OCOBEHHOCTHU  OCBOEHUHA  JUCOMIIJIMHBI JIMIHAMU C
OI'PAHUYEHHBIMHA BO3MOXKXHOCTSIMHU 3I0POBbS

OGyLIaIOH_[I/IMCH C OrpaHW4YCHHBIMH BO3MOXHOCTAMU 3O0POBbA IMPCAOCTABIAIOTCA
CrielMaibHble y4eOHUKH, ydeOHbIe MOCOOMS WM JAMJAKTHYECKHUE MaTepHaIIbl, CIICIUAIbHBIC
TCXHUYCCKHUEC CPCACTBA O6y‘-ICHI/I$I KOJUICKTUBHOTI'O W HWHAWBUAYAJIIBHOT'O IIOJIB30BaHUA, YCIIYI'
accucTeHTa (ThIOTOpA), OKa3bIBAIOIIETO 00YUYAIOIIUMCS HEOOXOIUMYIO TEXHUYECKYIO TIOMOIITh, a
TaK)Ke YCIYTH CYPIOTEPEBOAUYNKOB U TU(DIOCYPAOTIEPEBOTINKOB.

OcBoeHME MUCIUIUTUHBI 00YYAOIIUMUCS C OTPaHMYECHHBIMU BO3MOXHOCTSIMH 3/I0POBBSI
MOXKET GBITB OpTraHnu30BaHO COBMCCTHO C ApYTUMH O6y‘-IaIOH_II/IMI/IC5I, a TakKX€ B OTIACIbHBIX
rpyImax.
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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 OTPAHUYCHHBIMU BO3MOXXHOCTSIMU 37I0POBbSI IIPH OCBOCHUH JIHCLUTUINHBI
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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