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1. HEJIX OCBOEHUSA JUCHUIIJINHBI
[lenbto ocBOCHHS y4eOHOW AMCHUIUIMHBI «JlOKYMEHTAIMOHHOE O0ECIICYCHHUE YIPABICHHS
Ha TPEANPUATHIX CEPBUCA» SABISIOTCS (POPMUPOBAHHE Y CTYJICHTOB CUCTEMBI 3HAHUW U YMEHUN
paboThl C JOKyMEHTaMH, HEOOXOMUMBIX s 3((EKTUBHOTO YIPaBICHUS MPEANPUITHEM
cepBuca.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII
Hucnunmuna b.1.b11«/lokymenTannonnoe obecrieueHrue ympaBiICHHUS Ha MPEIITPHUSTUIX
CEpBHCa» BXOJUT B 00s13aTeNbHYIO YacTh biok 1 Jlucturumn (Moymeit)
[TepeueHbNpeaIIECTBYIOMINX U MOCIIEAYIOMINXY4€OHBIX IUCLIUILINH,
JUITKOTOPBIXHEOOXOTMMBI3HAHHS, YMEHUSMHABBIKH, HOPMUPYEMbICIaHHONW y4eOHOM T CITUTITHHOM:

[IpenmecTByromye UCUUIUIUHBI (KypCHI, [Tocnenyroume TUCUUIIIMHBI (KypCHI,
MOJ1yJIU, IPAKTHKH) MOJ1yJIU, IPAKTHKH)

CepBuCHas 1€ATEIBHOCTD Puck-MeHeKMEHT U aHTUKPU3UCHOE
ynpaBieHue B cdepe cepBuca

MapxkeTusr B cepBuce Opranu3anys U MJIaHUPOBAHUE JIEATETBHOCTH
IPEANPUATHN CEpBHUCA

MeHeKMEHT B CEpBUCE [TponsBoacTBenHas npaktrka (CepBucHas)
[Ipon3BoacTBEHHAs IIPAKTUKA
(OpranuzaimoHHO-yIpaBJICHYECKAas )
[IponsBoacTBEHHAs IIPAKTUKA
(ITpenmumnmomuast)

3. INTAHUPYEMBIE PE3YJIbTATBI ObYYEHUA 110 JUCHUIIJIMHE

Kon n nammeHoBaHue Kon n nagukaTop (MHIUKATOPEI PesynbraTel 00yueHus
Yy M
KOMIIETEHILIUU IOCTHXKEHHS KOMITETEHIINHU
OIIK-2. Cnocoben OIIK-2.1. Onpepenser eI U 3a1a49u 3HAET LEJU U 3a1a49H
OCYIIECTBIATh CEPBUCHOM JIEATEILHOCTH OPraHU3aIul CEPBUCHOM JEATEILHOCTH
OCHOBHBIEC (DYHKITUHT OpraHu3aInu
YIIPABIICHHS CEPBHCHOM YMEET OIPEACIIITh TN U

3aJa4dyu CepBHCHOfI
ACATCIIbBHOCTH OpraHu3alun

JACATCIIBHOCTBIO

BJIAJICET HABBIKAMU
OTIpEIICIICHIS TSI 1 3a71a9
CEPBUCHOM JIEATEIHHOCTU

OpraHu3alnn
OIIK-2.2. Ucmonp3yeT OCHOBHBIC 3HACT OCHOBHBIC METOIBI U
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS, MPUEMBI TUTAHUPOBAHHS,

OpraHu3alii, MOTUBAIMH, KOOPJMHAIIMKA | OPraHU3alMy, MOTUBAIHH,
Y KOHTPOIIS ISATEIFHOCTH OpPraHu3anuil | KOOpJAWHAIIMU ¥ KOHTPOJIS
cdepsl cepBUCa U HX MOJPa3/CIICHIH JIeSITEIIBHOCTY OpTaHn3aIuii
cdepsl cepBUCca U UX
noApasaeacHui

yMEET HCTOIb30BaTh
OCHOBHBIC METOJIBI ¥ IIPUEMBI
TJTAHUPOBAHUS, OPTaHU3aAIUH,
MOTHBAIIAN, KOOPIUHAITIH K
KOHTPOJIS ACATSIBHOCTH
opraHu3anuii cepsl cepBuca u
UX TOJpa3JeIeHU




BIAACET
HaBBIKAMHUUCIIOJIb30BaHUSs
OCHOBHBIX METOJIOB U IPUEMOB
TJTAHUPOBAHUS, OPTaHU3AIUH,
MOTHBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIBHOCTH
opraHuzanuii cepbl cepBuca u
UX TOJpa3JeICHU

4. OFBEM JIJUCLIUIIJIMHBI U BUIbl YYEBHOMN PABOTbHI
OO0uuii 00beM IUCIUILINHEBI COCTABIIIECT3 3a4eTHERIC eAUHHUIIBI, 108 aKaJgeMHYeCKUX 4acoB.

Ounast popma 00yueHHS

Bun yaeOHO# paboThI Bcero Tpumectp
4acoB 3

KonTtakTHas pabora (Bcero) 20,2 20,2
B TOM YHCJIE:
1) 3anarus nexiuonnoro tuna (JIK) 10 10
U3 HUX
— JICKIUU 10 10
2) 3anstusa ceMunapckoro tumna (I13) 10 10
U3 HUX
— cemuHapsl (C)
— npaktuyeckue 3ausatus (I1P) 10 10

— nabopatopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTALUU

4) nHaMBUAYyadbHAs paboTa

5) NpoMeKyTOUHAsI ATTECTALIMS 0,2 0,2

CamocrosiTesbHas padora (Bcero) (CP) 87.8 87.8

B TOM 4YMCJIC:

Kypcogoii mpoekt (pabora)

PacuerHo-rpaduyeckue paboTh

KonTtponbHast pabota

Pedepar

CamMonoaroroBka (Ipo4re BUIbl CAMOCTOSATEIBHON paOOTHI) &4 &4
ITonroroBka K arrecTanuu 3.8 3,8
OOmuit 006eM, gac 108 108
Dopma NPOMEKYTOUHON aTTECTALUN 3a4er 3a4er

Ouyno-3a04Has Gopma 0OydeHUs

Bun yueGHOM paboThI Bcero Tpumectp
4acoB 3
KonTakTHasi padora (Bcero) 22,2 22,2
B TOM YHCIIE:
1) 3ansTus nekuuonHoro tumna (JIK) 10 10
U3 HUX
— JIEKIIUU 10 10




2) 3ansTusa ceMmuHapckoro tuma (I13)

10 10

U3 HUX

— cemuHapsl (C)

— npaktuyeckue 3ausatus (I1P)

10 10

— naboparopusie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAlUN

4) nHIMBUAYyadbHAs paboTa

5) NpoMeKyTOUHAsI ATTECTALMS

0,2 0,2

CamocrosiTesbHas padora (Bcero) (CP)

87,8 87,8

B TOM 4YHCJIC:

Kypcogoii npoekt (pabora)

PacuetHo-rpaduueckne paboTs

KontponbHas pabora

Pedepar

CamoroaroToBka (TIpovre BHIBI CAMOCTOSTEIHFHOM PabOThI) &4 &4

ITonroroBka K arrecTanuu

3,8 3,8

OOmuit 006eM, gac

108 108

dopma MPOMEKYTOUHOU aTTECTALNHI

3a4eT 3a4eT

5. COAEPKAHUE U CTPYKTYPA JTUCHUIIJIMHbI

5.1. Conep:xaHue TUCHMIIIHHBI

No paznena | HaumenoBanue pazaena (TeMbI)

(TembI)

Cogepxanue paszena (TeMbl)

1 JlokymMeHTalmoHHOE
o0ecrieueHue yrpaBlIeHUs Kak
0Tpacilb JESTENBHOCTH

Ilenu u 3a7a4n CEPBUCHOU JIEATEIBHOCTH OpraHU3aIUH.
OCHOBHBIC MCTOAbBI u IIPUCMBI MJIaHUPOBAHUAA,
opraHusanui, MOTHBAllMW, KOOpAWHALIMM W KOHTPOJIA
JICATCIIBHOCTH ~ OpraHuM3anuii  cdepbl CepBHCa H  HX
noxpasaencuuit.[lonsiTHE JIOKYMEHTAIMOHHOTO
obecrnieueHus YIpaBJIECHUS. OpranuzanmoHHoOE
MOCTPOCHUE CIYKOBI [IeTOMPOU3BOJICTBA. 3afaud U
byakuun  cryx0s1 JIOY. Permamenrtanmsi cCiryxObI
JOYVY. 3aKOHOJATEIbHOE perynupoBaHue
nenonpousBoacTBa.OCHOBHBIE (DYHKIIMH YIIPaBIICHUS
CEpPBHUCHOI AESATEIbHOCTHIO

2 JlokyMeHTupOBaHUE
YIIPABJICHYECKOU IEATEIbHOCTU

[ToHsTHE M 3HaUEHUE JOKYMEHTA B YIIPaBICHYECKON
nestenbHOCTH. CocTaB ympaBiIE€HUYECKUX JTOKYMEHTOB.
O61erocynapcTBeHHbIE HOPMaTUBHBIE "
METOJUYECKUE JOKYMEHTHL. TpeOoBaHHS K TEKCTY
JIOKYMEHTa. JJEMEHThl TEKCTa JOKymMeHTa. dopmaTsl
Oymaru u mons. PexBusur nokymenra. Dopmyisip-
obpazen. brmank nmoxymenra. Ilopsimox ampecoBaHus.
CormnacoBanuve,  NOAMHCAaHUE U YTBEPKICHUS
JokymeHTa. OTMETKa Ha JOKYMEHTE.

3 Opranuzanus paboTsl ¢
JOKYMEHTaMHU

[TonsiTHE «IOKYMEHTOOOOPOT», €ro aHalu3 W
ocHOBHBIe JTambl. [IpmeM u mepBuuHas oOpaboTka
JIOKYMEHTOB. Pacnpenenenue MOCTYIUBIINX
JOKYMEHTOB W pETHCTpanus TOKYMEHTOB. KOHTpOIb
HCITOJIHEHUS JIOKYMEHTOB. WNudopmannonHo-

5




crpaBoyHas paboTa U OTIIpaBKa JOKyMeHTOB. [loHsaTHE
HOMEHKJIaTypbl J€JI, €€ Ha3HA4YeHHEe U IOPSN0K
coctaBieHus. DopMmupoBaHue U OQOpPMIICHHE JIEl.
XpaHeHHue Jel.

4 TpebGoBaHwms IO MOATOTOBKE PacniopsiauTenbabpie  TOKYMEHTHI (TIOCTaHOBIICHUS,
pacropsiANTENbHBIX U pELIeHHUs, PACTIOPSKEHNUs, IPUKa3bl). AKT, IOPSAO0K €ro
WH(})OPMaAITMOHHO-CIIPABOYHBIX opopmienus. Ciyxebnsle 3amucku. [IpoTokos.
JOKYMEHTOB Crnpaska.

5 JIoKyMeHTHI, VYcraB W JOKanbHbIE  HOPMATHBHBIE  AKTHI.
pernaMeHTUupyronme ITonoxenne. MHCTpYKLIUH.

JeSITeNIbHOCTh OpraHu3aluu

6 JlokymeHTanus 1o JIMYHOMY Knaccudukanus 1oOKyMeHTOB 10 TUYHOMY COCTaBY,

COCTaBy UX y4eT M XpaHeHue. JJokyMeHTHpoBaHME MpHEMa Ha
paboty. TpymoBoii moromop. Ilpuka3el 1Mo JAHUYHOMY
COCTaBy M TpyHoBass KHMXKa. JloKyMeHTallMoHHOE
o0ecrieyeHne TNepeBoJa, MOOIMIPEHUH M B3BICKAHHIA.
Odopmnenue OTIYCKOB. JlokyMeHTHUpOBaHuUE
KOMaHIUpOBaHUA  pabOTHUKA U odopmieHue
yBoJIbHEHUS. JInyHas KapTouKa U JUYHOE JIETIO.

7 JloxymeHnTanus 1o J0roBOpHo- [Mopsimok cocraBieHust KOHTpakTa. [IpaBuna u Gopmer
MIPABOBBIM OTHOIIEHUSM KOMMEpPUYECKOI MEepenucKy ¢ IeJI0BBIMU MapTHEPAMHU.
HKOHOMUYECKON 1EATENBHOCTH Crny>xeOHbIe THChMA: KIaccuUKaIus, CTpyKTypa,

cTaHaapTHbIE (pa3bl U BeIpaxkeHus. Tenerpamma,
tesnehoHorpamMma, Qakc.
5.2. CTpyKTypa IMCHUILIHHBI
ouHas Gpopma 0OydeHUs
No HaunmenoBanue pazzaena (TeMbl) KonuuecTBo yacos
pasnena Bceero JIK C nmp | Jip| ... | CP
(TempI)
1 JlokymMeHTaImoHHOE 00eCTIieYeHIE 14 2 12
yIpaBJIEHUS KaK OTPACib JEATENbHOCTH
2 JIokyMEeHTUpOBaHHE YIIPABICHYECKOM 14 2 12
JESTEIIbHOCTH
3 Opranu3anus paboThl C JTOKYMEHTAMH 16 2 2 12
4 TpeGoBaHwMsI 110 TTOJTOTOBKE 16 2 2 12
pacnopsSAUTENbHBIX U HHPOPMAIIHOHHO-
CIIPABOYHBIX IOKYMEHTOB
5 JIOKYMEHTBI, perjiaMeHTUPYIOIINE 14 2 12
JESTENIbHOCTh OPraHu3aluu
6 JlokyMeHTanus mo JIMYHOMY COCTaBY 16 2 2 12
7 JlokymeHTanus 1o J0roBOpHO-IIPABOBBIM 14 2 12
OTHOUIICHUSIM SKOHOMHYECKOI
JESITEIIBHOCTH
8 ATtTtecranus 4
O06ummii 06bem 108 10 10 84




O04YHO-3a04Hast popma o0ydeHus

Ne
pazznena
(TembI)

HaunmenoBanue pazzaena (TeMbl)

KomnuectBo yacos

Bcero JIK C I1P

JIP CP

1

JloKkyMeHTaIlMoOHHOE 00ecTeueHue 14 2
yIpaBJIeHUS KaK OTPaACib JIEATEIbHOCTH

12

2

JIOKyMEHTUPOBaHHUE YIIPABIECHYECKON 14 2
JeSITEbHOCTH

12

W

Opranuzanus paboThl ¢ JOKyMEHTaMHU 16 2 2

12

TpebGoBaHwms IO MOATOTOBKE 16 2 2
pacropsIuTeabHbIX U HH()OPMAITHOHHO-
CIIPABOYHBIX JIOKYMCHTOB

12

JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 16 2 2
JeSITEIbHOCTh OPTaHU3aLUuN

12

JlokyMeHTanus mo JIMYHOMY COCTaBY 16 2 2

12

JlokymeHTanus 1o J0roBOpHO-IPaBOBBIM 12
OTHOILEHHUSIM SKOHOMHUYECKOU
JESTEIIbHOCTH

12

ATTecTranus

4

O01mmii 00Lem

108 10 10

84

5.3. 3aHATUA CEMUHAPCKOT0 THIIA

ouHast popma 00ydeHus

Ne /i1

Ne
paznena
(Tembl)

Bun
3aHATHS

HaunmenoBaunue

KomanuectBo
4acoB

2

1P

JIoKyMEHTUpOBaHUE YIIPABJICHUYECKON NEATEIIbHOCTH

2

3

1P

Opranuzanus paboTsl C TOKYMEHTaMU

2

4

I1P

TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U
MH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB

2

6

I1P

JlokymeHTanus 1o JIM4HOMY COCTaBy

\S}

7

1P

JlokyMeHTaIus o JOroBOPHO-IIPABOBBIM
OTHOILICHUSIM SKOHOMHUYECKON JeSATEIbHOCTH

O04YHO-3a04yHast popma oOydeHus

Ne i/t

Ne
pazzuena
(TeMbr)

Bun
3aHATHS

HaunmenoBanue

KomnnuectBo
4acoB

—

2

I1P

JIoKyMEHTUpOBaHUE YIIPABJICHUYECKON IEATEIIbHOCTH

2

3

I1P

Opranuzanus paboTsl C TOKYMEHTaMU

2

4

I1P

TpeboBaHUsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U
MH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB

2

I1P

JIOKyMEHTBI, pErflaMeHTUPYIOLIUE ACSITEIbHOCTD
OpraHu3aIu

I1P

JlokymeHTanus 1o JIM4HOMY COCTaBy




5.4. KypcoBoii npoexT (KypcoBasi padora, pacueTHO-rpadpuueckas padora, pedepar,
KOHTPOJIbHasi padoTa)
IIpumepHas TemaTHKa pedepaToB:
1. OcHOBHBIE IOHSTHSI U TEPMUHOJIOTHSI TOKYMEHTALMOHHOTO 00eCIeYeHHsl YIIPaBICHUSI.
2. CymHoCTh ¥ OCHOBHOE Ha3Hau€HHE JJOKYMEHTAIMOHHOTO 00ECTIeUeHHsI YIIpaBICHUSI.
3. 3akoHOHaTelnbHOE M HOPMATHUBHO-IIPABOBOE pErylIMpPOBaHHE JOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBJIeHUsI.
4. Uctopusi CTAaHOBJICHUS U PA3BUTHS JOKYMEHTAIIMOHHOTO 00eCIeYeH s YIPaBICHUS.
5. Opranun3zanust paboThl C JOKYMEHTaMHU.
6. Peructpanus u yuyer JOKyMEHTOB.
7. Opranuzanus JeJI0NPON3BOACTBA Ha MAJIBIX NIPEANPUATHSAX.
8. B0o3MOXHOCTH HWCIOJIB30BaHUS COBPEMEHHOW O(PUCHON TEXHUKH JJISI ONTHMH3AIUN
JOKYMEHTO000pOTa B OpraHU3alny.
9. U opManimoHHO-TIONCKOBAsI CUCTEMA.
10. Cneun¢uka JOKyMEHTAIIHOHHOTO 00ECTIEUEeHNUs YIIPABICHHS B KaJJPOBBIX CIykKO0ax.
11. TlepcrieKTUBHBIC HAMpPABJICHHUS B Pa3BUTHH JOKYMEHTAI[MOHHOTO OOCCTICUCHHS
YIPaBJICHHUS.
12. CoctaB ¥ TmpelHA3HAYCHHE BHYTPEHHHUX OPTaHU3AIMOHHO-PACTOPSIANTEIbHBIX
JIOKYMEHTOB B OpTaHU3alHUH.
13. TlpumeHeHHe TOCylapCTBEHHBIX CTAaHIAPTOB B OpPraHU3alMM JOKYMEHTAllMOHHOIO
o0ecrieyeHus yrpaBiIeHUsI.
14. Hcnonw3oBaHume 3apyOeKHOTO OIBITA B OpraHU3allid JOKyMEHTOOOOpOoTa Ha
POCCUNCKHX HMPEATIPUATHIX.
15. Opranu3zanust XpaHeHus TOKYMEHTOB.
16. Opranu3zanus KOHTPOJIS 32 UCIIOJHEHUEM IOKYMEHTOB. BBl KOHTPOIIS.
17. Homenkiarypa gen, ee npeaHazHadyeHue. CocTaBI€HHEe HOMEHKIATYPHI JEI.
18. ®opmuposanue aen. O6ume npasuia GOpMUPOBAHUS JIEII.
19. ®yHKUIUM U BUIBI JOKYMEHTOB.
20. IIpaBuna oopmiieHUs YIPaBICHUYECKONW JOKYMEHTAIUH.
21. PeKBU3UT IOKYMEHTA: MOHSATUE PEKBU3UTA, €T0 POJIb B TIOKyMeHTUpOoBaHuU. [IpaBuna
0 OpMIICHHS PEKBU3UTOB.
22. BHempeHue aBTOMATHU3UPOBAHHOW CHCTEMBI JOKYMEHTAIMOHHOTO OOCCTICUCHHS
YIpaBJICHHUS.
23. OcobeHHOCTH pabOTHI ¢ OOpAIICHUSIMHU TPaXK/IaH.
24. OmpeneneHue CTPYKTYphl W UYHUCICHHOTO COCTaBa CIIYXKObI TOKYMEHTAIIHOHHOTO
obecrieueHus ympaBicHUsI.

5.5. CamocTosiTesibHass padbora

Ne Buna camocrositensHOM paboTh KonnuecTtBO yacoB
paznena OuHas OYHO-
(TemsI) 3a04Has

1 [ToaroroBka K MPakKTUIECKOMY (CEMHHAPCKOMY) 12 12
3aHSTHIO
2 [TogroToBka K TPAKTUYECKOMY (CEMHHAPCKOMY) 12 12
3aHSTHIO

3 PaboTa ¢ HAayYHBIMH MCTOYHHUKAMU 12 12

4 IToaroroBka K MpakTUYECKOMY (CEMHHAPCKOMY) 12 12
3aHSTHIO

5 CobecentoBanue Mo pe3yibTaTaM aHaJIM3a HAyYHbIX 12 12
HMCTOYHUKOB




6 [ToaroroBka Kk MPakKTUIECKOMY (CEMHHAPCKOMY) 12 12
3aHATHUIO

7 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 12 12
NCTOYHUKOB

6. OPA30OBATEJIBHBIE TEXHOJIOI'MHU

[Ipu ocymectBiaeHnn 00pa30BaTENBHOTO MpoIlecca MO JTUCHHUILIMHE HCIOIB3YIOTCS
CIIeAYIONIHe HHPOPMAIIMOHHBIE TEXHOJIOTHH:

— cOop, cucTemMaTH3aIys 1 Bbljlaua yuyeOHOM U Hay4HOU HH(pOpManuu;

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

— ONOATOTOBKA, KOHCTPYUPOBAHHUC U IMMPE3CHTAIHUA UTOT'OB yqe6H0171 JACATCIIbHOCTH,

— CaMOCTOSITENIbHBIA TOWCK JIOTIOJHUTEIBHOTO Y4eOHOTO M HAy4yHOTO MaTepuala, C
HUCIIOJIB30BAHUEM IIONCKOBBIX CUCTEM u CauToOB CEeTn I/IHTepHeT, SJICKTPOHHBIX
OMOIMOTEYHBIXPECYPCOB U 0a3 JaHHBIX;

— HUCIIOJIB30BaHUC 3HeKTpOHHOﬁ IIO4YThI, COLIMAJIBHBIX ceren JId paCChUIKH, TICPCIUCKU U
00CYXICHUSI BOBHUKIITNX YICOHBIX MPOOJIEM, KOHCYJIbTAIHH.

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

Ounas ¢popma o0ydeHHs

No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnnuectBo
TEMBbI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P ITpezenTannmn 4
6 I1P ITpezenTannmn 2
3aounasi popma 00yueHust
Ne Bun 3anstus (J1, Hcnons3yeMble UHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) 00pazoBaTebHbIC TEXHOJIOTUH JacoB
4 I1P IIpesenranuu 2
OuHo-3204Hasi popMa 00yUeHHs
No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnuectBo
TEMbI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P [IpezenTaunu 2

IIpakTH4yeckasi NOArOTOBKA 00y4arOIUXCS

Ne Bupn 3ansrus Bunsl pabot Konunuectso
pasnena (JIK, TIP, JIP) 4acoB
(Tembl) OPO | O3D0

2 ITP Pa3zpaboTka ynpaBiaeHUeCKO JOKYMEHTAIIMHI 2 2

3 I1P Pa3paboTka pacniopsquTeIbHBIX JOKYMEHTOB 2 2

4 1P Pazpabotka MH(POPMALMOHHO-CITPABOYHBIX 2 2
JOKYMEHTOB

5 I1P PazpaboTka JOKYMEHTOB, pETJIaMEHTUPYIOLINX 2 2
JESTeIbHOCTb OpraHu3aIuu (J1oKampHBIE
HOPMAaTUBHBIE aKThl, IOJ0KEHHSI, UHCTPYKLIUN)

6 1P Pa3paboTka JOKYyMEHTOB IO JHUYHOMY COCTaBY 2 2
(TpyAOBOI 1OTOBOP, TPYAOBAsI KHUXKKA U JIP.)




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

7.1. MeToan4yeckue MaTepHuaJibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B
pPaMKax TeKyuero KOHTpPoJsi yCneBaeMoCTH

[Ipouienypa onleHUBaHUS TPOUCXOAUT C MCIIOIH30BAHHEM METOJa TECTUPOBAHMUS, OLICHKH
MPAKTUYECKUX 3aJaHui, ypOBHS MOJITOTOBKU CTYJEHTa MPHU OTBETE HA BOMPOCHI MPU YCTHOM
orpoce.

MeTtoauyeckoe onucanue NOArOTOBKM U NPOBeIeHNUs] TECTHPOBAHUS

He menee, ueM 3a HeZlenio 10 TECTUPOBAHUS, TIPETIOAABATEIh OMPEALIIsIeT 00yJIaroImuMCs
UCXOJHbIE JIaHHBIE JUIsl MOATOTOBKH K TECTUPOBAHUIO: pa3ebl (TEMbI, BOIPOCHI), 10 KOTOPHIM
OyayT 3amaHus B TECTOBOU (opMme, JIUTEpaTypy M UCTOYHHUKH (C TOUYHBIM YKa3aHUEM pa3zieiioB,
TeM, cTaTei) JIsl MOATOTOBKH.

TecThbl BBIOIHSIOTCS BO BPEMSI ayAUTOPHBIX 3aHATHH (MMPAKTUYECKUX ).

KomnnuecTBo BOIpocoB B TECTOBOM 3aJaHUH ONPEEIISIETCS IPEnogaBaTeieM.

Ha BeImonaenne TectoB otBoauTCA 0,5-1 akageMudecKui Jac.

NuauBuayanbHOE TECTOBOE 3a/laHUE BbIIAETCs 00ydaromeMycsi Ha O0yMa>kHOM HOCHUTEJNE.
Takxe TeCTUPOBaHHWE MOXKET NPOBOAUTHCS C HUCIHOIB30BAHHEM KOMIBIOTEPHBIX CPEACTB U
IpOrpaMM B CHEHATIbHO 000PYJOBAHHBIX TOMEIICHHUSX.

[Tpu mpOXOXKIECHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHKAMU HE
pa3pelieHo.

[Tpumepsl TECTOBBIX 3a/JaHUI, a TaKKe KPUTEPUU M IIKala OIEHKH MPHUBEACHHI B I1.3.
®DoHJIa OIIEHOYHBIX CPEJICTB.

MeTtoanyeckoe onucanne NOArOTOBKH U MPOBeIeHUs YCTHOIO OMpoca

VYcTHBIE OMpOCHl  MPOBOASTCS IMpernojaBaTelieM BO BpeMsl ayAUTOPHBIX 3aHATUN
(JIEKIIMOHHBIX WM PAKTHYECKHUX ).

OcHoOBHBIE BONPOCHI ISl YCTHOTO OINpOCa JOBOJATCA [0 CBEIEHUSA CTYAEHTOB Ha
MPEbIIYIIEM 3aHATHH.

KonnuecTBo BOIpocoB omnpeaenseTcs mpenoiaBaTeieMm.

Bpems npoenenus omnpoca ot 10 muHyT A0 1 akazeMudeckoro yaca.

VYcTHBIE ONPOCHI HEOOXOAMMO CTPOUTH TaK, YTOOBI BOBJEYh B TEMY OOCYKICHHS
MaKCHMaJdbHOE KOJMYECTBO OOYyYAIONUXCSl B TPYIIeE, NPOBOAUTH Tapalien C yxKe
MPONJCHHBIM y4EOHBIM MaTepuaioM JaHHOW JUCHUILIUHBI U CMEXHBIMH KypcaMu, HaXOAWUTh
ylayHble MPUMEPHl U3 COBPEMEHHOW JCHCTBUTENHHOCTH, YTO YBeNMHYUBaeT 3((HEKTHBHOCTH
YCBOGHHUS MaTepuaja Ha acCOLMALUSIX.

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

MeToauyeckoe onucaHue NOArOTOBKH M MPOBeIeHNS MPAKTUYECKUX 3 aHMii

[IpenogaBatens 3apaHee MOATOTABIMBAET BEChb MH(MOPMAIIMOHHBIM KOMIUIEKC, TOTOBUT
Onanku C 3agaHusMH. BpeMms pemieHus 3adaHus YKa3aHo B camoM Omanke. CTyIaeHTBHI
CaMOCTOSITENIbHO U3Yy4aloT U MpopabaThIBalOT TEOPETHUECKUN U CIIPABOYHBIA MaTepHal Mo TeMe.
3amaHusi Ha YCMOTPEHHE TIPEroAaBaTeNsi MOTYT OBbITh MPEAJOKEHBI I PEHICHHUS Kak
WHAUBHUAYAJIbHO, TaK U MOATPYIIE CTYACHTOB (10 3 4EIOBEeK).

CopepxaHuie 3aJaHWif, a TaKKe KPUTEPUHM M MIKaNa OIEHKU mpuBeAcHbl B 1.3. DoHma
OLICHOYHBIX CPEJICTB.

7.2. MeToan4yeckne MaTepHuaJIibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B PAMKAaX
NMPOMEKYTOYHOM aTTeCTAlluu

[TpomexxyTouHast aTTecTanus - 3a4eT

[IpomexyTouHas aTTecTamus MPOBOIUTCS B popMe 3adera.

3aueT BBICTABJISETCS 110 Pe3yabTaTaM TEKYIIETr0 KOHTPOJIS yCIIEBAEMOCTH.
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[To ouno#i ¢opMe oOyueHUs 3ad4eT BBICTABIACTCA TIOCIE TMOCIEIHEro 3aHSATHUS
CEMHHAPCKOT0 THUTIA B TPUMECTPE.

[To 3aounoit Qopme oOyueHHUs 3ayeT BBICTABISETCS B CHEIHAIBLHO OTBEICHHOE
pacriucanueM ceccuu Bpems. [Ilpm 3ToM BO BpemMs 3adeTa MpenojaBaTelb IPOBEPSIET
BBITIOJTHCHHBIC CTYI[eHTaMI/I 3aJaHusi, a TaKXKC 3aaacT JOIIOJHHUTCIIbHBIC U YTO‘-IHSIIOH_II/IG
Bompockl. Ha aTTecranuio kaxxaoro cryzeHTa oTBoauThes 0,2 akaJeMHUYecKUX Jaca.

Tunosbie KOHTPOJIbHBIC 3aIaHUA
Tunosbie 3alaHus JISl TEKYHIIEro KOHTPOJIA YCIIEBA€MOCTH

IlepeyeHb TUNOBBIX IPUMEPHBIX NPAKTHYECKUX 3aJaHUI

Bapuanr 1

3aganue 1.

B mae 2018 r. 6610 co3gano OO0 «Dwuanka». PykoBoaCTBOM 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 crnoxusmeiics curyanuu? Kakum o6pazom OprmoBa A.Jl. moka3wsiBayia
PYKOBOJCTBY CBOIO TOUKY 3pEHUS?

3aganue 2.

B aBrycre 2018 r. 6bpu10 co3gano AO «ABuarop». Cioyx6a JIOY B Hem ObUta Ha3BaHa
OOIIM OTIEJIOM.

Kakumu poxkyMmMeHTamMH JOJDKHA OBITh pPErJIaMeHTHPOBaHA JEATENBbHOCTh CO3aHHOTO
otzxena? Kak oHH cOCTaBIISIIOTCS?

3aganue 3.

Kakoli 1OKyMEeHT sIBISIeTCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUIAIOIIUM CHCTEMY
JIOY B KOHKpETHOH opraHuzanuu ¢ yueroM ee crneuupuku? Kak oH cocraBisercs, odperaer
IOPUINYECKYIO CHITY?

3ananue 4.

C xakoil menpr co3maeTcss Tabenb YHHUPUIMPOBAHHBIX (opM moxkymeHTOB? Kakas
METO/MKa pa3pabOTKU Tabelst UCTIONb3yeTCs?

3aganue 5.

Kak paspaborarp anb00M YHU(PHUIMPOBAHHBIX (OPM [TOKYMEHTOB, CO37aBAEMBIX B
opranuzanuu’? Kakosa 11em1b ero co3ganus’?

Bapuanr 2

3apnanue 1.AxumonepHoe obOmectBo «CTpema», pacmojoxkeHHoe B Topone Kocrpoma
(ropunnueckuii anpec: yi. Jlecnas, 22, ten. 46-01-34), umeer punmnan «Ctpena-ExarepuaOypr»
B ropoae ExarepunOypr (mo aapecy: yia. Bokzampnas, 34, ten. 23-34-56). CrpoekTupyite
ONaHK MUChbMa JAJsl TOJIOBHOTO o¢uca aKIMOHEPHOro OO0INecTBa M ero ¢uiamaiza B ToOpoje
ExarepunOypr.

3aganue 2. AxunonepHoe oomectBo «Boctox» (114311, Mocksa, yn. HaGepexnas, a. 16,
koprm. 1, Tenm. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, WMHH/KIIII
0000000000/000000000) siBnsieTcst KpyNMHOM opranuzanueil. Ero opraHuzanyoHHast CTPYKTypa
BKJIFOYAET TPH JenapTameHTa (B COCTaBe KaKIOTO 00pa30BaHO OT YETHIPEX JI0 IIECTH OTIEIOB).
JlupekTop Kaxaoro aemnaprameHTa sBiserca wieHoM CoBera aupexkrtopoB OOmiecTBa U B
npenenax CBOEW KOMIETEHIIMM HMEET MpaBO MOJNUCH JTOKYMEHTOB, MCXOJSAIIUX H3 €ro
noapasneneHusi. B Hactosiiee BpeMsi BCTall BOIPOC O MOATOTOBKE M BHEAPEHUHU B MPAKTHKY
pabotsl, kpome Omanka AO «Boctok», emie U OJaHKOB JEMapTaMEHTOB ATOTO aKIIMOHEPHOTO
o01iecTBa.

CnpoektupyiiTe oOmMi OJIaHK OpraHu3auy, OoOmmMi OjnaHk W OJaHK I THUChMa
Henapramenta mnepeBo3ok AO «Bocrok», OmaHk muchbMa Jupekropa JlemaprameHnra
npousBoAcTBa AO «BocTok».
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3ananue 3. Bune-npe3uieHT akiiMoHepHOro kKommepueckoro 0anka «Cupuyc» (321674, r.
C, yn. YOxmnas, 13/2, ten. 435-65-89, dakc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BbIcKa3an HaYaIbHUKY KaHIEISAPUU TOXKETaHHEe HMETh OJIaHK C
yYKa3aHUEM CBOEH JT0JKHOCTU, MOTUBUPYS €r0 TEM 00CTOSTENIbCTBOM, UTO OH BEJIET OOLIUPHYIO
HEepPENHCKY.

[TpaBomMouHO i MOXKenaHue Bulie-mpe3uienTa? Kak qomKeH BhITISAeTh TaKoH OJTaHK?

3ananmue 4. Vcnons3ys popmyssip oOpasel, CIpoeKTUPYITE:

a) OmaHk mUchMa (C TPOMOJBHBIM PACIOIOKEHUEM PEKBHU3UTOB), €CIU HCIOIB3YIOTCS
cnenytomue pexksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

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

B) OyaHK 3asBiIeHUS (C YIJIOBBIM DPACIOJIOKCHHUEM PEKBHU3UTOB) Ha WUMsS T€HEPATbHOTO
nupexkropa OAO «Axcon» KocunueBa A.B. o mpemocraBieHMHd MaTepHaIbHOW MOMOIIU B
pazmepe 10 MPOT B cBsI3H € TSKENBIM CEMEWHBIM MOJIOKEHHUEM.

3ananme S. B uncnekuun @enepaibHON HAJIOrOBOM ciyxObl o JIGHUHCKOMY paioHy T.
CraBporions BO3HHKJIA HEOOXOAMMOCTh B pa3paboTKe OJaHKa pacrlopsiKeHUs IS OTAeNa I10
pabote ¢ HanororareabiukamMu. CIPOSKTHPYHTE Takoi ONaHK (C YIJIOBBIM PACIIOIOKECHHEM
PEKBU3HUTOB), €CJIU B IAHHOM CJIy4ae UCIOJIB3YIOTCs cieayroniue pekBu3utol: 01, 05, 06, 09, 13,
10, 11, 17.

Kputepuu u mkaJia olileHKHU pelieHHs NPAKTHYEeCKOro 3aJaHusA

Ouenka Kpurepun

OTtianyHo Omauyno  CTaBUTCS, €CIM  CoJepXKaHMe  padOoThI/OTBETa  IOJIHOCTBHIO
COOTBETCTBYET 3ajaHui0. OOydYaroluiics, IEMOHCTPUPYET BCECTOPOHHEE,
cucTeMaThyeckoe M riy0okoe 3HaHHe y4eOHOro Marepuaia, yMeHue CBOOOIHO
BBINOJIHATE NpakTU4eckoe 3anaHue. [losHO ocBemaer 3ajaHHylO Temy, €€
aKTyaJIbHOCTb M HOBHM3HY. Marepuas U3JI0KEH B ONPEAEICHHOW JIOTUYECKON
[OCJIEIOBATENbHOCTH,  JINTEPAaTYpHBIM  SI3BIKOM, C  HCIOJb30BAaHUEM
COBPEMEHHBIX HAayYHBIX TepMHUHOB. OOydarouiuiics HpPOAEMOHCTPUPOBAT B
IIOJJHOM 00beMe HEeoOXOAMMBbIE 3HaHMsS U YMEHHUS; YMEHHE I0JIb30BaThCs
HOPMATHUBHOM, CHpPaBOYHOW M CIEIHAIbHON JIMTepaTypoil; 0OOCHOBAaHHOCTh
pe3yabTaTOB M BBIBOAOB, OPUTMHAIBHOCTh UIEH; CIIOCOOHOCTH IPENCTABIAThH
pe3yabTaThl HCCIEIOBaHUS B TBOPUECKOM (opme; 000CHOBAHHE BO3MOKHOCTH
IPAKTUYECKOIO MCIIOJIb30BaHMs MOJYYEHHBIX JaHHBIX. IIpomemoHcTpupoBaH
JUYHBIA BKJIaA oOydaromierocs B pabotry. OdopmiieHue paboThl B LIEIOM
OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSM.

Xopomo Xopowio cTaBUTCA, €CIM COJEpXKaHUE pabOTHI/OTBETA TOCTATOYHO IOJHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydarommics JEMOHCTPHUPYET 3HaHHE Y4eOHOTO
MaTepuaia, YMEHHE YCHEIIHO BBIMOJHUTH 3aJaHhe, YCBOCHHE OCHOBHOM
JUTEpaTyphl, PEKOMEHJOBAaHHOH B mporpamme. Marepuan H3JI0XKEH B
OIpEeJICIEHHON JIOTHYECKOW IMOCIEeN0BATEIbHOCTH, MPU 3TOM JIOMYIIEHBI JBE-
TPHU HECYIIIECTBEHHBIC OMTMOKY (MM OTOBOPKH ), UCIIPABICHHBIC 10 TPEOOBAHUIO
npernojasatens. Haydnas TepMHHOIOTHS MCIIONB3YETCSl JOCTATOYHO, OTpaskeHa
HOBH3HA TOJYYECHHBIX JaHHBIX, BBIBOJBI JOCTATOYHO 00OOCHOBAHHKI. J[ocTaTOYHO
MIPOJEMOHCTPUPOBAH JIMUHBIA BKJIaA oOydaromierocst B padory. Odopmienue
paboTHl OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTE CofepkaHue pabOTHI/OTBETa HEIOCTATOYHO
HTEJLHO MMOJTHOCTBIO  COOTBETCTBYET 3aJaHWI0. 3aJlaHWe  BBIIIOJTHEHO YaCTHYHO.
OOyuvaromuiics JEMOHCTPUPYET HEJOCTATOYHOE OCBEIIECHUE 3aJaHHOW TEMBI,
JOIYIIEHbI TOTPEIIHOCTH M HETOYHOCTH, JONMYCKAaeT OJHY CYIICCTBCHHYIO
omuOKy, HO 00JagaeT HEOOXOAMMBIMU 3HAHHMSIMH JJISi UX YCTPAHEHHS O]
PYKOBOJICTBOM  IpemojaBaTesis. HaydHas TEpPMHHOJOTHS — HCIOJIb3yeTCs
HEJOCTATOYHO, BBIBOJBI HE 000CHOBaHBI. JIMYHBIN BKiIan 00ydYaromierocs B
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paboty wHemoctaroueH. OdopmiieHre paOOThl HE TMOJHOCTHIO OTBEYAIOT
YCTaHOBJICHHBIM Tp660BaHI/I}IM.

Heynosaers | [Ipu neyoosremseopumenvnom OTBeTe conaep)kaHue paOOTHI/OTBETa HE
OpUTEJbHO | COOTBETCTBYET 3ajJaHuI0. B paboTe mNpoaeMOHCTPUPOBAH HU3KHH ypPOBEHB
3HaHUI ¥ YMEHHIA, HAOIIOAAI0TCS 3HAYNTEIbHBIC HETOYHOCTH B UCTIOJIh30BaHUHU
HAyYHOW TEPMUHOJIOTHH, HET BBIBOJOB, OTPAaHWYEH OO0BEM COJEpKaHUS
BBIMOJIHEHHOTO 3amanus. OdopmiieHue paboThl HE OTBEYAET YCTAHOBICHHBIM
TpeOOBAHUSIM.

IlepeyeHb NpuMepHBIX BONPOCOB ISl YCTHOIO OIIpoca

1. Ilenu u 3a1a4n CEpBUCHOM JIEATEIIbHOCTH OpraHU3alluH.

2. OCHOBHBIE METOABl W TMPHUEMBbl IUIAHUPOBAHUS, OpraHU3ALMH, MOTHUBALINH,
KOOpJMHAIIMK U KOHTPOJIS JeSTEIIbHOCTH OpraHu3aiuii cepbl cepBrca U UX Moipa3iesieHui.

3. JlokymeHTaunoHHoe obecnieuenue ynpasienus (JJ0Y).

4. 3naueHuenokymeHntaB cepBuce. Mecto JIOY B neATeIbHOCTH MEHEIKEPOB.

5. YpoBHU yIpaBIECHUS U IPOLECCHl OPraHU3alUU. YPOBHU YIPABICHUS B MaJIOH
opraHu3anuy (PyKOBOASILMNA M ONEPATUBHBIN), B CpPEeAHUX M KPYHHBIX (PYKOBOISIIUMA,
CTpaTEeruuecKuii, TAKTUIECKUI U ONEpaTUBHBIN).

6. JlokyMeHTHpOBaHHbIE MH(GOpMAaLUS W YIPaBICHUECKHUE PELICHUS COOTBETCTBYIOLIUX
YPOBHEM.

7. JIOKyMEHTBI, MCHOJb3yeMbIE PYKOBOAMTEISAMH W HCIIOJHHUTENISIMH IPHU BBINOJIHEHUU
CBOMX TNPOIIECCOB (MPaBOBbIC, OPraHU3ALMOHHO- PACIOpPAIUTEIbHBIC, TIAHOBO-(pUHAHCOBEIE,
BHEIIHNE HOPMATHBHbIE, BHYTPEHHUE HOPMATHUBHBIE U TEXHUYECKHE).

8. 3akononarenpHOe perynupoBanue 10V (denepanbHble 3aKOHBI).

9. HopMmaruBHO-TIpaBOBOE W  HOPMAaTUBHO-METOAMYECKOEe  peryaupoBanue JJOY
(HaIMOHANBHBIE CTAHAAPTHI, TOCYAAPCTBEHHAs CHCTEMa JOKYMEHTAI[HOHHOTO O0ecreyeHus
ynpaenenuss u ee nenmu, ['OCT P 7.0.8-2025 «Cucrema crangaptoB 1o HH(pOpMAaIIWH,
OUOIMOTEYHOMY U H3/aTeIbCKOMY Jeily. JleTonpou3BOACTBO M apXWBHOE Je€n0. TepMHHBI U
onpezaeneHus», O0IepoCCHCKui KJ1acCU(pUKaTOp YIPaBJICHUYECKOMN JIOKYMEHTAIUH,
rocyaapcTBeHHble HHCTpyKIuH 1o JI0Y).

10. OcHoBHbIE GYHKIIMH YIIPABICHUS CEPBUCHOM NESITEIBHOCTHIO.

11. TonsTue KnaccupuKaIy JOKYMEHTOB.

12. Knaccudukanust JTOKYMEHTOB IO CIOCO0y JOKYMEHTHPOBaHHS, TO cdepe
UCTIOJIb30BaHUS, 110 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYeHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TIO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3IIOKEHHUS, MO CpOKaMm
XpaHEeHHUs.

13. IlonsiTHE SIEKTPOHHOTO IOKyMEHTa. TpeOOoBaHHWS K DICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa U HEAOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

14. DneKTpOHHBIN JOKYMEHTOOOOPOT M €ro PeryJupoBaHWE HOPMATHUBHBIMH aKTaMH.
Obecnieuenne XpaHEHHsI AIEKTPOHHBIX TOKYMEHTOB.

15. YuuduuupoBaHHble CHUCTEMbl TOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3aluOHHO-
pacropsaIuTeIbHON JOKYMEHTAllMH; OaHKOBCKOM JTOKYMEHTaluH; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OpTaHU3aIlui; OTYETHO-CTATUCTUUECKON
JOKYMEHTAIMW; YYETHOU U OTYETHOM NOKYMEHTAlMU MPEANPUSITUN; TOKYMEHTALUH 110 TPYLY;
nokymenTainuu [leacuonnoro ¢ponga PO).

16. HeoOxoauMOCTh €AMHBIX NpaBuiI OQOpMIICHHS TOKYMEHTOB. COCTaB pPEKBH3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

17. TloHsATHE HOPUAUYECKOTO 3HAa4YeHUs AoKyMeHTa. Opuauuecku 3HaYMMBbIE PEKBU3UTHI
nokymeHTa. IOpruandeckoe 3Hau€HUE 3JIEKTPOHHOTO JOKYMEHTA.

18. TloHsATHE s3bIKA CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTh; HEHUTPAJIbHOCTh TOHA
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U3JIOKEHHS; MCIOJb30BAaHUE  YCTOWYMBBIX  CJIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHHH ).

19. lonsatue Onanka noKyMeHTa. Buabl OnaHkoB. PexBusnThel OnaHkoB. BapuanTs
PacIoIOKEHUS PEKBU3UTOB.

20. OcHOBHBIE TpYINIBl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX TOKYMEHTOB. DopMyisip-
o0pazell opraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

21. OcHoBHbIe BUbI YCTaBOB. [IpaBuiia cocTaBiaeHusl.

22. llonsatue koHTpakTa. TpeOGoBaHUs K KOHTPaKTy. OCHOBHBIC BHUABI TOJIOKCHUH H
IIpaBUJIa COCTABJICHHUS.

23. OcHOBHBIE BUJIbl MHCTPYKIHI U MPAaBUIa COCTABICHUSI.

24. lloHATHE NOMHKHOCTHOW MHCTPYKLMU U NIpaBUila COCTABICHUS.

25. Ilonstue npuka3za. [IpaBuiia cocraBineHusl.

26. llonsarue pacnopsokenus. IlpaBuna cocraBieHus.

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

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

29. Knaccudukanus aenoBbix mucemM. Kommepueckue u aenoBble mrucbMa. OOBIYHBIC U
HUPKYJISIPHBIE TUCHMA.

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

31. BapuanTsl agpecoBaHus nuceM. S3bIKOBOM CTaHAAPT A3BIKOBOI'O MUCHMA.

32. CTaHIapTHBIA aCMEeKT KOMIIO3UILIMM JIeJIOBBIX MHUCEM. PeueBOil ATHUKET JEeI0BOTO
nucbma. Gopmynel oOpamienus. MexayHapoJHble MHChMa.

33. VYcraBHble JOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKyMEHTHI
BHYTPEHHETO paclopsIKa.

34. JIoOKyMEHTBI, pErJIaMEHTUPYIOIIME OTHOIICHUS C IOCTaBIIMKAMH, C AareHTaMu,
napTHEpaMu, TYpUCTaAMHU.

35. OO6mas xapakTepucTuka 1oropopa. TpeOoBaHUS K COCTABICHUIO IOTOBOPOB.

36. JloroBopHbIE OTHOLIEHHS MEXAY TypOIIEPaTOPOM U TypareHTOM.

37. JloroBopHBIE OTHOIICHHUS MEXAY TYPUCTCKMM MPEANPUSATHEM U TMOTPeOUTEIIMU
TYPUCTCKUX YCIIYT.

38. JloroBopHbIE OTHOUIEHUS MEXIY TYpPONEpPAaTOPOM M TMOCTaBIIUKAMH TYPUCTCKUX
YCIIYT.

39. JloroBOpHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIIMATUBHBIM TYPOIIEpaTOPAMH.

40. JIoKyMeHTBI IO OpraHU3alUU TYPUCTCKOTO MyTEIIECTBUS.

41. 3asBKa Ha OPraHU3AIMIO TYPUCTCKON MOE3IKH.

42. 3asBieHue Ha Typ. AHKETa TypuCTa.

43. 3asBKa HAa OpOHUPOBAHUE TYPUCTCKHUX YCIyT. TypUCTCKas MyTeBKa.

44. ]JIoroBOp O TYpPUCTCKOM OOCIYKHBaHUU U MPABUJIA €TO COCTABJICHUSI.

45. AreHTCKOE cOrJaleHue.

46. KOHTpaKT 0 COTpYIHUYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM NapTHEPOM.

KpuTepun u mxkaJia olieHKH 0TBeTa IPH YCTHOM OIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCSA, €CIIM 00y4JaroUIUiicsa 1EeMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BI:II[BI/II‘aeMBIe UM IIOJIOKCHUSA apryYMCHTUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMeEpaMu. B ocBeleHun cojepxaHus BoIpoca
HCIIOJIB3YCTCA aHATUTHYECKU I moaxon, 00OCHOBBIBAETCSI CBOS TOYKaA
3peHMs; JIeNalTCA COJACpXkKATelbHbIE BBIBOABI. Marepuan H3JI0KEH B
OIIPEEIEHHOM JIOTHYECKOM OCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCIOJIL30BaHUE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEbLHBIM.
Xopoio Xopowo cTaBUTCS, €cli OOYYAIOIIUNCS JEMOHCTPUPYET JOCTATOYHO
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MOJIHBIM M TMPaBWIbHBIMA OTBET; BBIJIBUTAEMble TEOPETUUYECKUE IMOJIOKECHUS
MOJITBEPKICHBI IPUMEPAMU; B OTBETE MPEACTABICHBI PA3TUYHBIE TIOXOBI K
paccmarpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHS; CIENaHbl KPAaTKUE BBIBOIbL;
MaTepuai U3JI0KEH B OMPEEICHHOMN JOrM4ecKOl MOCIeA0BaTeNbHOCTH, TPH
TOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHBIC OIIUOKK (WM OTOBOPKH),
MCIIPaBJIEHHBIE IO TPEOOBAHUIO MTPenoaBaTes.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe O0OydaroOUIMiics OMYCKAaeT OJAHY
HTEJbHO CYLIECTBEHHYIO OIIMOKY; OTBET HEJOCTaTOYHO JIOTUYECKHU BBICTPOEH;
0a30Bble TMOHATHS  YNOTPEeOJEHb MPaBHIBHO, HO OOHapyXHBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPHH; BBIABUTAEMbIE MOJOKEHUS HEJOCTATOYHO
apryMEHTUPOBAHBI W HE TMOATBEPXKACHBI MPUMEpPaMH; OTBET HOCHT
IPEUMYIIECTBEHHO OIMCATeNbHbI, a HEe KOHIENTYaJlbHbI XapakTep;
Hay4YHas TEPMUHOJIOTHS UCTIOJIL3YETCS HEIOCTATOYHO.

Heynosuers | llpu neyodosremseopumensnom otBere oOydalOmUMHCA JOMYCKAaeT Ppsil
OpHUTEJIbHO | CYLIECTBEHHBIX OIIMOOK, KOTOPBIE OH HE MOKET UCIPABUTH IPU HABOJSIINX
BOMpOCax IpernojaBaTessi; HE MOXET JaTh HaydyHoe O0O0OOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HIIM HOCST IMOBEPXHOCTHBIN XapakTep;
npeobiiazaeT ObITOBas JIEKCUKA; HAOIIOAAI0TCS 3HAUUTEIbHbIE HETOUHOCTH B
WCTOJIb30BaHUY HAYYHOU TEPMHUHOJIOTHH.

Ilepeyenb npuMepHoOil TeMaTHKH pedepaToB

1. OcHOBHBIE OHSTHSI U TEPMUHOJIOTHSI TOKYMEHTALMOHHOTO 00eCIIeYeHHsI YIIPaBICHUSI.

2. CymHoCTh ¥ OCHOBHOE Ha3Hau€HHE JJOKYMEHTAIMOHHOTO 00ECTIeUeHHsI YIIPaBICHUSI.

3. 3akoHOHaTenbHOE M HOPMATHUBHO-IIPABOBOE PEryIMpPOBaHHE JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrpaBiIeHUsI.

4. Uctopusi CTAaHOBIIEHUS U PA3BUTHS JOKYMEHTAIIMOHHOTO 00ECIIeYeH s YIIPaBICHUS.

5. Opranun3zanust paboThl C JOKYMEHTaMHU.

6. Peructpanus u y4yer JOKyMEHTOB.

7. Opranuzanus JeJ0NPON3BOACTBA Ha MANIBIX NIPEANIPUATHSAX.

8. B0o3MOXHOCTH HWCIOJIB30BaHUS COBPEMEHHOW O(PUCHON TEXHUKH JJISI ONTHMH3AIUN
JIOKYMEHTO000pOTa B OpraHU3alny.

9. U opManimoHHO-TIONCKOBAsI CUCTEMA.

10. Cneun¢uka JOKyMEHTAIIMOHHOTO 00ECTIEUEeHNUs YIIPABICHHS B KaJJPOBBIX CIykKO0ax.

11. TlepcrieKTUBHBIC HAMpPABJICHHUS B PAa3BUTHH JOKYMEHTAI[MOHHOTO OOCCTICUCHMS
YIpaBJICHHUS.

12. CoctaB ¥ TmpelHA3HAYCHHE BHYTPEHHHUX OPTaHU3AIMOHHO-PACTOPSIANTEIbHBIX
JIOKYMEHTOB B OpTaHU3alHH.

13. TlpumeHeHMe TOCylapCTBEHHBIX CTAaHIAPTOB B OpPraHHU3alMU JOKYMEHTAllMOHHOTO
o0ecrieyeHus yrpaBiIeHUsI.

14. HUcnonw3oBaHume 3apyO0eKHOTO OIBITA B OpraHU3allid JOKyMEHTOOOOpOoTa Ha
POCCUNCKHX HMPEATIPUATHIX.

15. Opranu3zanusi XpaHeHus TOKYMEHTOB.

16. Opranu3zanust KOHTPOJIS 32 UCIIOJHEHUEM TIOKYMEHTOB. BUbI KOHTPOIIS.

17. Homenkiarypa gen, ee npeaHazHadyeHue. CocTaBI€HUEe HOMEHKIATYPHI JEI.

18. ®opmuposanue aen. Odume npasuia GopMUPOBAHUS JIEII.

19. ®yHKUIUH U BUIBI JOKYMEHTOB.

20. IIpaBuna oopmiIeHUs YIPAaBICHUYECKONW JOKYMEHTAIUH.

21. PeKBU3UT IOKYMEHTA: MOHATHUE PEKBU3UTA, €T0 POJIb B IOKyMeHTUpOoBaHuU. [IpaBuna
o OopMIICHHS PEKBU3UTOB.

22. BHempeHue aBTOMATHU3MPOBAHHON CHCTEMBI JOKYMEHTAIMOHHOTO OOCCTICUCHHS
YIpaBJICHUS.
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23. OcoOeHHOCTH pabOTHI ¢ OOPALICHUSIMH TPAXKIAH.
24. OmpepaeneHre CTPYKTYpbl M YHUCIEHHOTO COCTaBa CIIYXObI JOKYMEHTAITMOHHOTO
o0ecrieyeHus yrpaBJIeHUsI.

Kpurtepuu oneHKH paGoThl CTY€HTOB NIPH BbINOJHEeHUH pedepaTa

Pedepar sto omna m3 ¢dopm ycTtHOM arrectanuu. Pedepar — 3T0 camocTosTenbHas
UccreioBaTenbckasi paboTa, B KOTOPOM aBTOpP PpacKphIBAaeT CyTh HCCIENYyeMOMl MpoOJieMbl;
OPUBOJIUT pa3IUYHbIE TOUKH 3PEHHUS, a TakKe COOCTBEHHBbIe B3rJsabl He Hee. ConepikaHue
pedepara HOKHO OBITh JIOTUYHBIM; U3JI0KEHUE Marepralia HOCUT MPOOIEeMHO-TEeMaTHIECKHIA
xapaktep. Pedepar cTUMyIMpyeT pacKpbhITHE HCCIIENOBATENbCKOrO MOTEHIIMANA YdYallerocs
(BBIMYCKHUKA), CIIOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYIHUYECTBY, CaMOPACKPBITHIO U
MPOSIBIICHUIO BO3MOYKHOCTEH.

ABTOop pedepara  JOKEH  IPOJEMOHCTPUPOBATH  JOCTHXKEHHME UM  YpPOBHA
MHUPOBO33PEHYECKOM, OOLIEKYIbTYpPHOI KOMMETEHLUH, T.€. MPOIAEMOHCTPUPOBATh 3HAHUSI O
peaTbHOM MHpE, O CYIIECTBYIOUIMX B HEM CBS3AX M 3aBUCHUMOCTSX, MpoOieMax, O BeAyIIUX
MHUPOBO33PEHYECKUX TEOPHUSAX, YMEHUH MPOSBISATH OLIEHOYHbIE 3HAHUS, U3y4aTh TEOPETUUECKUE
paboThI, WCIOJIB30BATh PA3IUYHBIE METOJbl WCCICIOBAHUS, MPUMEHSATH Pa3INYHbIC MMPUEMBI
TBOPYECKOU JAEATEIbHOCTH.

1. Heob6xoauMo mpaBuiibHO CPOPMYIUpOBATH TEMY, OTOOpaTh MO HEH HEOOXOAWMBIN
MaTepua.

2. Mcrionb30BaTh TOJNBKO TOT MaTepral, KOTOPbIM OTpaskaeT CyIIHOCTh TEMBI.

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

4. ITocne uTaThl HEOOXOAMMO AENaTh CChUIKY Ha aBTOpa, Hanmpumep [Nempou3BeaeHus Mo
CIIUCKY, CTp.].

5. MWznoxeHue JOKHO OBITH  IOCHENOBaTelIbHBIM. HenmomycTuMel — HedeTKHe
bopMyIUPOBKH, peueBbie U opdorpaduieckre ommoOKy.

6. B moaroroBke pedepara HEOOXOJUMO UCIHOIB30BAaTh MaTE€pHAlIbl COBPEMEHHBIX
W3JaHU HE cTaple S JeT.

7. Odopmiienne pedepata (B TOM UYHUCIE THUTYIBHBIA JIHCT, JIUTEpATypa) JOKHO OBITH
rPaMOTHBIM.

8. Cnucok suTepaTypbl 0QOpMIISIETCA ¢ YKa3aHHUEM aBTOpa, Ha3BaHUS UCTOYHHKA, MECTa
U3JIaHus, T0/1a U3/IaHusl, Ha3BaHUS U3aTeNIbCTBA, UCIIOIb30BAaHHBIX CTPAHMUII.

Pedepar nmomxen OBITH BBINOJHEH IMEYaTHBIM CHOCOOOM Ha OAHOM cTopoHe Oymaru
dbopmara A4 depe3 monTopa uHTepBana. L[Ber mpudTa AOMKEH OBITH YEpPHBIM, MIPUQPT
TimesNewRoman, 14 mr.

Tekct cneayer nmevararb, COOMIOAas CIASAYIOMNE pa3MeEPHI MMOJICH: 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 MIUPUHE.

Paspenraercs ncnosb30BaTh KOMIBIOTEPHBIE BOZMOKHOCTH aKIIEHTUPOBAHUS BHUMaHUS Ha
OTIpEICNIEHHBIX TEPMHHAX, (QOpMynax, MPUMEHsSI BBIICICHHUE XUPHBIM MIPU(TOM, KypPCHB,
MOTYepKUBAHHUE.

Bce crpanuisl 06s13aTeIbHO TOIDKHBI OBITH POHYMEpOBaHbl. Hymeparus 11cToB J0KHA
OBITh CKBO3HOW. Hymeparusi JTHCTOB HauMHAETCS C TPEThero Jjucra (Tociie COAepKaHus) U
3aKaH4YMBaeTcs rnocieaHuM. Homep cTpaHuiibl Ha TUTYJIBRHOM JIUCTE HE mpocTasisgercs. Homepa
CTpaHUL IPOCTABIISIIOTCS B LICHTPE HUXKHEHN Y4acTH JincTa 6e3 TOUKH.

CIucoK HCIONIb30BaHHOM JINTEpaTyphbl M MPUIIOKEHUS BKIIFOYAIOTCS B OOIIYI0 HyMepaluio
JIUCTOB.

Odopmiienne TUTEpaTyphl:

Kaxxaplit MCTOYHUK AOMKEH COAEPKaTh CIEAYIoINe 003aTeNbHbIE PEKBU3HUTHI:

- hamMuTMsL ¥ MTHUIHAITBI aBTOPA;

- HAUMEHOBAHHUE;
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- U3J1aTeNCTBO;

- MECTO U3/1aHUS;

- TOJ] U3/1aHusl.

Kpurtepuu onenku pedepatosn:

- AKTyajbHOCTb TEMBI

- CoOTBETCTBUE COZEPKAHUS TEME

- 'myOuna npopaboTku MaTepuana

- [IpaBuIbHOCTH M MOJHOTA UCTIOIB30BAHUS UCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpuCyTCTBHE BCEX BBIIICNIEPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHMWE Yy4YallUMCs MW3JI0KEHHOro B pedepare marepuala, yMEHHE TIpPamMOTHO U
apryMEHTUPOBAHO U3JIOKUTH CYTh POOIIEMBI;

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

4. ymeHue cBOOOIHO OecemoBaTh IO JOOOMY IMYHKTY IUIaHa, OTBEYaTh HAa BOMPOCHI,
[IOCTaBJICHHBIC YJICHAMU KOMUCCHH, IO TeMe pedepara;

5. yMeHue aHanu3UpoBaTh (HAKTUUECKUH MaTepual U CTATUCTHUYECKHE JaHHBIE,
UCIIONIb30BaHHBIC MTPH HANMCaHUU pedepara;

6. HalM4yhe KauyeCTBEHHO BBIMOJHEHHOIO MPE3EHTAlMOHHOTO MaTepuaia Wi (u)
pa3fgaTroyHoro, He IyOJIMPYIOIIET0O OCHOBHOW TEKCT 3al[UTHOTO CJIOBA, a SBISIOMIETOCS €ro
WUTIOCTPATUBHBIM (DOHOM.

«XOPOLIO»:

1. Mmenkue 3amedanus mo opopmieHuto pedepara;

2. He3HAUUTENbHBIC TPYJHOCTH 110 OJHOMY M3 IEPEUUCICHHBIX BbIIIE TPEOOBAHUH.

«YAOBIETBOPUTEIHHON:

1. Tema pedepara pacKkpbiTa HEAOCTATOUHO IMOJHO;

2. HENOJIHBIN CIUCOK JINTEPATYPhl U HCTOYHUKOB;

3. 3aTpyAHCHHSI B U3JI0KCHUH, aPTyMEHTUPOBAHUU.

«HEYAOBJIETBOPUTEIILHO»:

TeMa He pacKphITa

IlepeyeHb NPUMEPHBIX TECTOBLIX 3aJaHUH
B tecte HeoOxoauMo BRIOpaTh IPABUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MM YKa3aTh
MOCJIEI0BATENBHOCTh 00BEKTOB.
1. lokyMeHT — 3T0:
1. 3adukcupoBaHHas HA MATEPUAILHOM HOCUTENE WH(OPMALIUS C PEKBU3UTAMH,
MO3BOJIIOIIMMU €€ UIEHTU(UIIUPOBATS.
2. Hocurens nHbOpMaIum, UCIOJIb3yeMOU B ENSAX PEryIUPOBAHMS COIUATBHBIX OTHOIICHHA.
3. Uudopmanus, 3admkcrupoBaHHast TIOOBIM CITOCOOOM Ha JIFOOOM HOCHTEJIE.
2. oA IMHHMK JOKYMEHTA — 3TO:
1. TlepBbIit MM €QUHCTBEHHBIN SK3EMIUISP TOKYMEHTA.
2. DK3eMIUISIP T0KYMEHTa, C KOTOPOTO CHSATA KOIHS.
3. IOpuanyeckasi cujia J0KyMeHTa — 3TO:
1. OcobennocTy BHEIIHET0 0OPMIICHHS TOKYMEHTA.
2. CBUAETENBCTBO HAIMYHS B JOKYMEHTE MOJIOKEHHIT HOPMAaTUBHOTO XapaKTepa.
3. CriocoOHOCTh JOKYMEHTA MOPOKIAATh ONPE/IEIICHHBIE TPABOBBIC TTOCTIEICTBHSI.
4. Umeer M OPUAUYECKYIO CHJIY JOKYMEHT, NOJYYEHHbIH M0 (paKCUMUIbHOMI CBSI3H?
1. Ja.
2. [la, mo cornamieHuto CTOpOH HHPOPMAITMOHHOTO OOMEHa.
3. Her.
5. Kakoii u3 nepeync/ieHHbIX PEKBU3UTOB He OTHOCHUTCS K PEKBU3UTAM y10CTOBEepeHusi?
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1. I'pud yrBepxaeHuUs.

2. Ileuars.

3. OT™MeTKa O 3aBEpEHUH KOIIHH.

4. Bu3sa coryacoBanusl.

5. Iloamnwuce.

6. B kakoii moc/jie10BaTeJIbHOCTH J0/KHBI ObITH PACII0JI0KEHbI HAUMEHOBAHUA B OJIaHKe
nucbMa Guiinaia opraHu3annu?

1. OTKpBITOE aKIIMOHEPHOE OOIIIECTBO.

2. (OAO «Cubuedts»).

3. @uiman B ropoae XaHTbl-MaHcHIICKe.

4. «Hedrsanas xomnanus “CuOHePTH ».

7. Kakue peKBU3UTHI BKJIKYAKTCA B 0JIaHK MUCbMa?
1. Mecto cocTaBiieHHs W U3AaHUS JOKYMEHTA.

2. 3aroyoBOK K TEKCTY.

3. HaumeHnoBaHue opranu3aiuu.

4. ToBapHBIil 3HaK (3HAK OOCITY)KHBAHUS).

5. HanmeHnoBaHue Buja 1OKYMEHTA.

6. Anpecar.

7. CripaBOUYHBIEC JaHHBIE 00 OPTaHU3AIIHH.

8. Ha kakoM 3k3eMILIsipe 1€JI0BOro0 NUCbMa, MOATOTOBJICHHOM JIsl OTIIPABKH aJapecary 1o
Nno4re, MPOCTABJISIOTCH BU3bI?

1. Ha noayinHHUKE, OTIPABIISIEMOM aJipecary.

2. Ha xonuu, noMeniaeMoi B AeJi0 OpraHu3alnH.

9. Kakoii pekBu3uT 0pOpMJIeH HEMMPABUJILHO?

1. HaumeHnoBanue opranu3aiumn-aBTopa.

2. CipaBOYHBIE JaHHBIE 00 OPraHU3aIIUH.

3. JlaTa 1OKyMEHTA.

4. PeructpaiimOHHBIN HOMEP TOKYMEHTA.

5. 3aroy0BOK K TEKCTY.

HexoMmMepueckoe NnapTHEPCTBO
«CAJIBJAUSA TIPOPECCUOHAJIBHBIX
PUDJITEPOB» HcnomHuTenbHOMY TUPEKTOPY
Poccuiicko-
LIBENLAPCKOrO
3aropogHoe 1., 5, Mocksa, 118365 COBMECTHOTO
NpEeANPUITHS
Temn. (495) 245-18-01; dakc (495) 245-30-
00 «RussianTrust&TradeLtd.»
OI'PH 1127776500001
WHH/KIIIT 0112220000/011777000 r-ny ['.Il. CugopoBy
Bonokonamckoe
1., 10,
Mockaa,
215080

10. Kakoii BapyaHT 0(p)OpMJIEHHS CIIPABOYHBIX JAHHBIX 00 OPraHM3alUM U KO/I0B B
0JIaHKe OPraHM3aliHU ABJsAeTC NPAaBHIBHBIM

1. OO0111eCTBO ¢ OTpaHUYCHHON 2. OO611ecTBO ¢ OTpaHUYEHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
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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, OKIIO 2356447; OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000

Ne Ne
Ha Ne oT Ha Ne OT

11. YTo no/KeH caeaTh pa00OTHUK OPraHU3aliH, BUSHPYIOLIUI JOKYMEHT, eC/Id OH He
COIJIACEH C ero cojep:kanuem?

1. OTka3arbcst OT BUBUPOBAHUS JOKYMEHTA.

2. 3aBU3MPOBATh TOKYMEHT, BEIPA3UB CBOE MHEHUE.

12. Kakoii BapuaHT 3aro/10BKa K NUCbMY Bbl CUMTAeTe NPABHJIbHbIM?

1. O noroBope MoCTaBKH.

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

3. O HEBBINIOJHEHUH JIOTOBOPA.

13. Kak noJzkHa ObITH 0(pOpMIIEHA MOANNCH, €CJIM 3aMeCTHTEJIb PYKOBOIUTEJIsI
OpraHM3ali UMeeT NPaBo MOANUCHIBATH JOKYMEHThl BMECTO PYKOBOIMTEIS B cJIy4ae ero
BPEMEHHOI0 OTCYTCTBHUS?

1. T'eHepanbHbIil TUPEKTOP IMonamuce JI.A. Canukos
2. 3aM. TeHepaIbHOT0 AUPEKTOpa [Hoanuce O.I1. Pemu3zos
3. W.o. reHepaibHOro TUPEKTOpA [Toanuce O.I1. Pemu3zoB

14. Kak no/xHa ObITH 0)OpMIIeHA TOANKUCH B MACbMeE, €CJIM KOMMeP4YeCKHUil JTUPEeKTOop
¢pupmbr (H.U. CtapkoB) HaX0AUTCHA B OTIIyCKe, 2 HCIIOJTHEHHE ero 00sI3aHHOCTel NPUKA30M
BO3JI07KE€HO HA 3aMecTUTeN st KomMmepueckoro nupekropa (E./. TabakoBa)?

1. Kommepueckuii aupexkTop [Hoanuce E.JI. TabakoB
2. 3aM. KOMMEpPUYECKOTO JTUPEKTOpA [Toanuce E.JI. TabakoB
3. N.0. koMmmepuecKoro AMpeKTopa [Moanuck E.JI. TabakoB
15. Hy:xHO Ji1 3aBepSTh NEeYaThI0 OPraHU3alMU IPUKA3bI PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo 3aBepsieTcst ne4aTbio?

1. T'apanTHitHOE TUCHMO.

2. KoMmMmepueckoe npeioKeHue.

3. [Tucemo-tipocrOa.

17. Kakoii BapuaHT 0(pOpMJICHHSA Pe30JIOLNH PYKOBOIUTEJIS SIBJISICTCS NPABUJIbHBIM?

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

18. Kakoii BapyuaHT 0popMJIeHUS OTMETKHU O HAJIUYUYU NPUJIOKEHHUS B
CONMPOBOAUTEIBLHOM NMHUCbMeE SIBJISAETCH NPABHIbHBIM?
1. Ilpunosxkenue: ynomsinytoe Ha 3 J1. B 1 3K3.
2. IlpunoxkeHue: o TekcTy Ha 3 1. B 1 7K3.
3. Ilpunoxenue: Ha 3 1. B 1 7K3.
19. JloakeH M MCMOJHUTEIb, IOATOTOBMBIIMH TEKCT MUCbMA, BUBMPOBATH JOKYMEHT?

1. Jla.
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2. Her.
20. Kakue HOpMbI NIPUMEHAIOTCS IS Ppac4eTa YMCJAEHHOCTH eJI0NPOU3BOICTBEHHOI0
nepconaja?
1. Hopmbl BeIpabOTKH.
2. HopMmsl BpeMeHu.
3. HopMmbl ynipaBisieMOCTH.
4. Hopmbl 00CITy>)KUBaHHUSL.
21. Kaxkoii BapuaHT (OpMYJIHPOBKH MYHKTA PACNIOPSAAUTEIbHON YaCTH NMPUKA3a SIBJISIETCS
NpaBHIbHbIM?
1. 'maBHOMY OyXrairepy NOArOTOBUTH U MPEICTABUTh HAa YTBEPKACHHUE CMETY PacXo/0B Ha
KOMaHANPOBKH
B 2007 r. B cpok 10 20.01.2007.
2. I'naBaomy Oyxrantepy JAmurpueny I1.JI. moArOTOBUTH U MPEICTABUTh HA YTBEPKICHHE CMETY
pacxonoB Ha komaHaupoBKHU B 2007 1. B cpok 10 20.01.2007.
3. I'maBHOMY Oyxrantepy OOO «Arat» I1.JI. JIMuTpueBy NOArOTOBUTH U MPEACTABUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
4. Ilopyuuts rnaBHomy Oyxrantepy JAmutpueBy [1.JI. moAroTOBUTH M MpeaCTaBUTh HA
yTrBepxaAcHHE B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
22. JIoKyMeHTO0000pOT — 3TO:
1. Tlepenava noKkymMeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IPOIIECCE €r0 PACCMOTPEHUS.
2. JIBM>KEHHE JOKYMEHTOB B OPraHU3allMd ¢ MOMEHTA UX CO3JaHMsl WU TOJIYy4YEHUS 10
3aBEPILICHHUS UCIIOJHEHUS WU OTIIPABKHU.
3. JIBuKeHre KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, MPUHATHUS M UCIIOTHEHUS
pELICHUH.
23. SBasiercs 4 3a4a4a COBepUICHCTBOBAHHUA (OPM U MeTO0B PadoThl C JOKYMEHTAMH
3apavei cayxon1 JOY?
1. Ja.
2. Her.
24. Kakoii JOKyMEHT OTHOCHTCSI K HeperucTpupyemMbiM?
1. ITucemo-3ampoc.
2. XanoGa rpaxmaHuHa.
3. ConpoBOAUTEIBLHOE MTUCHMO.
4. PexyiaMHOE TUCHMO.
25. JoJkeH jid pa0oTHHUK c1y:k0b1 JLOY, ocymecTB/ISIIOIIUIA KOHTPOJIb 32 UCIIOJTHEHHEM
AOKYMEHTOB, HATIOMHMHATH HCIOJHUTEISM O NPHOJIMAKEHHN CPOKOB MCIOJTHEHHS
HAXOAAIIUXCH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MakCMMAJIbHBIN CPOK HCIIOJIHEHHS O0pallieHuil rpakaan?
1. 15 nueit.
2. 30 nHei.
3. 45 nueit.
4. 60 nueit.
27. B KakuX JHAX YCTAHABJIUBAKTCH CPOKHM UCIOJHEHUSA TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B paGounx gHsX.
28. K10 MO:KeT nepeHecTH CPOK HUCIOJHEHHS NOPYYeHHs], TOJTYYeHHOr0 U3 BbIIIECTOS IIeH
opraHusauum?
1. PykoBoauTenb opraHu3aliuy, UCIIOIHSIOIEH TOpyUEHUE.
2. PykoBOIUTENb BBIIECTOSIIEH OpPraHU3AINY.
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3. Cyx6a J10Y opranusanuu, UCTIOTHSIONIECH TOpYYEHHE.

29. Kakoii u3 kjiaccugpukaTopoB MOkKeT HCIOJIb30BATHCS MPHU PerucTPpanum
NOCTYNAMINX JOKYMEHTOB?

1. Kimaccugukarop H10KHOCTHBIX JIUII.

2. Knaccugukatop BHIOB MPOAYKLIUH.

3. Knaccudukarop eauHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO IETICHHUSL.

30. Kakoif JOKyMeHT cocTaBJisieTcsl IPH He00X0AMMOCTH 3a(PMKCHPOBATH CJI0KHBIIYIOCS
CUTYAlUIO UM O0HAPYKeHHbIe (PaKThI?

1. ITpoToxou.

2. CnpaBka.

3. AKT.

31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHUsl PYKOBOJAWTE/eM OpraHu3anum?

1. [TonmokeHue o OyxranTepuu.

2. CnpaBka 0 3a10JKEHHOCTH MPEANPUSITHA.

3. IInceMo-3a1poc 0 MpeAOCTaBICHUH HHPOPMALIUH.

4. ITpoToko 3acelaHusi COBETa JUPEKTOPOB.

32. KakuM 00pa3oM B OPraHM3aluM PacpelesIIoTCs 00513aHHOCTH MKy PYKOBOACTBOM,
B TOM 4HcJIe TPAaBO NOANUCHIBATH JOKYMEHTHbI?

1. YcranaBnuBaroTCs B COOTBETCTBUM C YCTHBIMH PACIIOPSDKEHUSIMU PYKOBOIUTETIS.

2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIMUTES.

3. YcraHaBIuBarOTCsA B MHCTPYKLUU 110 JEJIONPOU3BOICTBY.

33. Cko0JIbKO 3K3eMILIAPOB MPHUKAa3a NOANNCHIBACT PYKOBOAUTEIb?

1. Heckomnbko.

2. JIBa.

3. OnuH.

34. Ha xoro MOXeT ObITh BO3JIOKEH KOHTPOJIh 33 UCIIOJITHEHUEM B TIOCIIEIHEM ITyHKTE TIpUKa3a?
1. Ha pykoBoauTeNst CTpYKTYPHOI'O OIpa3AeJICHNUS.

2. Ha 3amecTutens pyKOBOJMUTENS] OpraHU3allUH.

35. Kakoe yTBep:k1eHue siBJISIE€TCA NPABUIbHBIM?

1. B kaxxnoii opranu3anuu 10JKHA OBITH CBOJIHAS HOMEHKJIATypa /1€ U HOMEHKJIATyphI 1€
CTPYKTYPHBIX MOAPA3ACIICHUM.

2. B xaxoii opraHu3aiuu J0JKHA OBITh CBOJIHAS HOMEHKJIATYpa Jel.

3. B kaxa0o¥i opraHu3auy J0JDKHBI OBITh TOJEKO HOMEHKIIATYPHI JIEN CTPYKTYPHBIX
MoJpa3IeICHHM.

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

1. KoppecnoH1eHTCKuI.

2. HoMuHaNIBbHBIN.

3. ABTOpCKHUH.

4. IIpeaMeTHO-BOTIPOCHBIN.

37. Kaxoii 3aroJioBOK JeJia Bbl CUMTaeTe NPABUWJIBHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.

2. PacueTsl, cMeTHI, IJIaHbI paboT, EPENUCKa U JPyrue JOKYMEHTHI O CTPOUTEILCTBE TOPTOBOTO
LEHTpA.

3. JIOKyMEHTBI O CTPOUTENIBCTBE TOPTOBOTO IIEHTPA (pacueTsl, CMETHI, IIaHbI paboT, MepenucKa
u ap.).

38. JlonmycTumo Jiu (popMHPOBATH NEPeNnuCKY B Jesa mo npuHuuny: «Bxoasimas
KoppecnoHaeHus», « Ucxoasmas KoppecnoHaeHuus» ?

1. Jla.

2. Her.

39. MoKHO JI1 IOMeaTh B O/THO €10 JOKYMEHTbI BpeMEHHOI'0 M IOCTOSTHHOTO CPOKOB
XpaHeHusi?
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1. Ja.
2. Her.
40. B kakoe 1e/10 noMemaeTcsi BHyTPeHHsIsI ONUCH?
1. JInmuHnoe neno.
2. IIpuka3bl opraHu3alyy 1Mo JMYHOMY COCTaBY.
3. Ilepenucka c opraHaMu BJIAaCTU U YIIPABIICHUS.
41. B KaKoM roay Mo:XKHO YHMYTOKUTH JOKYMEHThI, co3faHHble B 2000 r. n umeromue
cpok xpanenus 10 jger?
1. B 2010 ronay.
2.B 2011 rony.
3.B 2012 rony.
42. Ha xakoM 3Tamne o00padoTKHM /1eJ1a MPOBOJAUTCS HyMepauus JUCTOB?
1. Ilpu 06paboTke nena s mepead Ha apXUBHOE XpaHEHHE.
2. I1o 3aBepiieHNH AEI0NPOU3BOJICTBEHHOTO rO/Ia.
3. [Ipu nomenieHn UCIOTHEHHBIX IOKYMEHTOB B JEJIO.
43. Kakue Tpu BHJa onucei eJ1 COCTABJISIOTCH B OPraHU3AlUM NPU MOATOTOBKeE JeJI IJIs
nepeaavn Ha ApXUBHOE XpaHeHue?
1. Onuch NpUIIOKEHUN K JOKYMEHTaM.
2. Onuce Aen NOCTOSITHHOTO XPaHEHUS.
3. Onuck nen BpemeHHoro 10 10 met xpaHneHus.
4. Onuck Aen 1o JMYHOMY COCTaBY.
5. Onuck ien BpeMeHHOTo cBbiiie 10 JIeT XpaHeHusl.
6. Onuce e, NoJIeKAIUX YHUUYTOKEHUIO.
44. Ha xakoM 3Tane yTBepKIaK0TCH AKThHI 0 BbIJeJEeHNH JOKYMEHTOB ¢ HCTEKIIIUMH
CPOKaMHU XPAHEHUN K YHHYTOKEHUI0?
1. 1o yTBepx’aeHUs OMKCEN Ael.
2. Ilocne yTBep:KI€HUS OMMCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JeII.
45. KTo yTBep:xIaeT HOMEHKJIATYPY JieJ1 OPraHu3aluu, ONUCH JOKYMEHTOB U AKThI 0
BbIJIeJICHUU JOKYMEHTOB K YHUYTOKECHUIO?
1. DxcniepTHas KOMUCCHS OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alyi.
3. ApXuB, IPUHUMAIOLIUN JOKYMEHThI JAHHON OpraHU3alliyi Ha XpaHEHHE.
Kpurepum oueHku TecTOB:

Tect - cucreMa cTaHJapTU3UPOBAHHBIX 3aJaHUi, MO3BOJISIONIAs TPOLELYPY U3MEPEHUS
YpOBHsSI 3HAaHWW W YMEHHH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HalpaBJ€HHAsT Ha MPOBEPKY BIAJECHUS TEPMUHOJIOTMYECKUM aIllapaToM, COBPEMEHHBIMU
MH(OPMAaLMOHHBIMU TEXHOJIOTHSIMU U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAIBHBIX U
MPUKIAIHBIX JUCHUIUIMH. TeCT COCTOMT M3 HEOOJBIIOTO KOJMUYECTBA AJIEMEHTApHBIX 3a/1ay;
MOJKET MPEAOCTABISATh BOZMOKHOCTh BBHIOOpa M3 MEpPEYHsI OTBETOB; 3aHUMAET 4acTh y4eOHOTO
3aHATus (10-30 MuUHYT); NMpaBUIbHBIE PEIICHUS Pa30OMparOTCs HA TOM XK€ WM CIETyIoLIeM
3aHATUM; YaCTOTA TECTUPOBAHUS OMPEIEIAETCS MPENOo1aBaTesieM

IxaJsa oueHoOK TecTa

Menee 50% - «HEyIOBIETBOPUTEIBHOY

51-60% — «yn0BIETBOPUTEILHO»
61-80% — «xopouio»
81-100% — «oTIUYHO»

TunoBble 3aaHNA JJIS IPOMEKYTOYHON aTTEeCTAIIUN

IlepeyeHb NpUMEPHBIX BOMPOCOB JJIsl YCTHOTO OIpoca
1. JoxymenTtanmonHnoe obecniedenue ynpasienus (JJOVY).
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2. 3naueHuenokyMeHTaB cepsuce. Mecto JIOY B AeATENbHOCTH MEHEKEPOB.

3. YpoBHU yIpaBieHUSI W TPOIECCHl OpPraHu3alMyd. YPOBHM YOPaBICHHS B MaJlol
opranuzanuy (PyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTpaTeTUYECKHM, TAKTUIECCKUN U OTIEPATUBHBIN ).

4. JIokyMEeHTUpOBaHHbIE HMH(MOpPMAIMS W YIPABICHUECKUE PEIICHHSI COOTBETCTBYIOIUX
YPOBHEM.

5. JIOKyMEHTBI, UCHOJb3yEMbIE PYKOBOIUTENIAMHU WU HCIOJHUTEISIMU TPU BBINOIHEHUU
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPTaHU3AIMOHHO- PACIOPAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKUE).

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

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HaMOHANIbHBIE CTaHAAPTHI, TOCYJAapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO o00ecredeHus
yrnpaenenuss u ee uenu, 'OCT P 7.0.8-2025 «Cucrema cranmapTtoB 1o HH(popMaLuy,
OMOIMOTEYHOMY M H3JaTeNbCKOMY Jeny. JleIompou3BOACTBO U apXUBHOE Jeno. TepMUHBI U
ompezeneHus»,  OOmEpocCHCKUil  KiacCU(UKATOp  YNPaBICHYECKOH  JOKyMEHTAIUH,
rocyaapcTBeHHbIe HHCTpyKImu 1o JJ0VY).

8. OcHOBHBIE (DYHKITUH YIIPABJICHUS CEPBUCHOM JIEATEIBHOCTBIO.

9. TlonsTue knaccupuKaIuy JOKyMEHTOB.

10. Knaccudpukanuss JOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUS, MO cdepe
WCITOJIH30BaHUS, 10 MECTY COCTaBIJICHHSI, IO TPUdy OrpaHUYeHHS A0cTyna (Tpudbl JOKYMEHTOB),
[0 TIPOUCXOXJIEHHUIO, O IOPUIMYECKOW 3HAUYUMOCTH, MO (OpMe H3JI0KEHUs, MO CpOKaMm
XpaHEHHUS.

11. ToHsiTHe HIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DSJICKTPOHHOMY JOKYMEHTY.
[IpeumyiiecTBa 1 HELOCTATKH 3JIEKTPOHHOIO TOKYMEHTA.

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

13. YHupUIMpOBaHHBIE CHUCTEMbI ITOKYMEHTAIMU: MOHITHE, BUAbI (OpraHU3alMOHHO-
pactopsIANTEIbHOW JOKYMEHTAIMK; OaHKOBCKOM JTOKyMEHTAIluu;, (UHAHCOBOW, yYETHOH M
OTYETHOM OyXrantepckoi TOKyMEHTAallMK OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAIMW; YYETHOU U OTYETHOM NOKYMEHTALUU MPEANPUATUI; JOKYMEHTALUH 110 TPYLY;
nokymeHnTaiuu [leacuonnoro gonna P®).

14. HeobxoauMoCTh €AMHBIX TpaBuil odopmiieHHus HTOKyMeHTOB. COCTaB pPEKBHU3HTOB
noKyMeHTOB. [IpaBuiia opopmiieHHsI pEeKBU3HUTOB.

15. TloHsTHEe OPUIAMYECKOTO 3HA4YEHUS! JOKyMeHTa. HOpuauyecku 3HaYMMble PEKBU3UTHI
nokyMeHTa. FOpunndeckoe 3Ha4eHUE ANEKTPOHHOTO IOKYMEHTA.

16. TlonsTre s3bIKa CIYyKEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKAa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SICHOCTb; JIAKOHMYHOCTh, YOEAMUTENBbHOCTh; HEUTPaIbHOCTh TOHA
U3JI0KEHUS; HCIIOJIb30BaHHE  yCTOWYMBBIX  CIOBOCOYETAaHHWM — CTaHJAPTHBIX  0OOpPOTOB;
UCTIONIb30BaHUE OOIIEIPUHSTHIX COKPAILICHUN).

17. Tlonsitne OnaHka mokyMeHTa. Buasl OnaHkoB. PexBu3uThl OsaHkoB. BapuaHThI
PacroJI0KEeHUsI PEKBU3UTOB.

18. OcHOBHBIE TPyMIbl OPraHU3ALUOHHO-PACTIOPSATUTEIBHBIX JTOKYMEHTOB. DOpMyIsip-
o0pa3el] OpraHu3alOHHO-PACTIOPSIUTEIBHOTO JOKYMEHTA.

19. OcHoBHbIe BUBI ycTaBOB. [IpaBuia cocTaBiaeHus.

20. Ilonsatue xoHTpakTa. TpeOoBaHMs K KOHTpakTy. OCHOBHbBIE BUJIBI TOJIOKECHUHA H
IpaBUjIa COCTaBJIECHUS.

21. OcHOBHbIE BUJbl MHCTPYKIHI U IPABUJIA COCTABIICHUSI.

22. lloHsiTHE TOTKHOCTHOM MHCTPYKIIMHU U MPaBUIa COCTABICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspbkeHus. [IpaBuiia cocraBieHus.

25. Ilonsatus pewenus u nporokosa. [IpaBuna cocraBieHus.

26. [lonsTHs MOKIaIHOMN M CIy)KeOHOM 3anmucok. [IpaBuia cocTaBieHHs.
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27. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE H
HUPKYJISIPHBIE TUCHMA.

28. JlenmoBoe MUCHMO B YCIOBUAX YHU(DHUKAIMU. PEKBU3UTHI 1€70BOT0 MUChMA.

29. BapuaHTbl aipecoBaHus MUCEM. S3bIKOBOM CTaHAAPT S3BIKOBOTO MUCHMA.

30. CranmapTHBI acleKT KOMIO3UIUMU JIENOBBIX NHuceM. PedeBoil ITHKET JelI0BOTO
nrucbMa. @opmysiel oOpameHus. MexayHapoaHbIe THChMa.

31. YcraBHble TOKyMEHTHI. byXxraiaTepckue M CTaTUCTUYECKHE TOKYMEHTHI. [|OKYMEHTBI
BHYTPEHHETO paclopsiIKa.

32. JIOKyMEHTbI, PErIaMEHTUPYIOIME OTHOLIEHUS C IIOCTAaBUIMKAMHU, C areHTamH,
NapTHEPAMH, TYPUCTAMM.

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

34. JloroBopHbIE OTHOUIECHHS MEXIY TYPOIIEPATOPOM U TYPareHTOM.

35. JIoroBOpHBIE OTHOIICHUS MEXIYy TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTEIIMU
TYPUCTCKHUX YCIYT.

36. JloroBopHbBIE OTHOIIEHHUSI MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

37. JloroBopHbIE OTHOLIEHUS MEXAY PELIEITUBHBIM U HHULIMATUBHBIM TypOI€paTOpaMHu.

38. JlokyMeHTBI MO OpraHu3aluyi TYPUCTCKOTO MyTEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUI0 TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTa.

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

42. JloroBOp O TYpUCTCKOM OOCITY>KHBAaHHH M MPABHJIA €T0 COCTABICHUS.

43. AreHTCKO€ COrJalieHue.

44. KoHTpaKT 0 COTPYAHUYECTBE B 00JACTH TypHU3Ma C HHOCTPAHHBIM MTapTHEPOM.

Kpurepuu u mkajia oneHKH 0TBeTa MPU YCTHOM OIpoce

Ounenka Kpurepun
OT1auvHo Omauuno CTaBUTCS, €CIIM 00yYaIOUINIiCs JEMOHCTPUPYET II1y00KOe, MOITHOE
PACKPBITUC BOIIPOCOB. BI:II[BI/II‘aeMBIe UM IIOJIOKCHUSA apryYMCHTUPOBAHBI U
WUTIOCTPUPOBaHbBl MpuMepaMu. B ocBemieHuM cojepxaHus BOIpoca
HCIIOJIB3YCTCA aHAJIUTUYECKUU moaxon, O6OCHOBBIBaeTC$I CBOsA TOYKa
3peHusi; JIeNaloTCsl CoJepKaTelbHbIE BbIBOJBI. Marepuan H3JI0KeH B
OIIPEEIECHHOM JIOTHYECKOM OCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCIIOJIb30BaHUE COBPEMEHHBIX HayYHBIX TEPMHUHOB; OTBET
CaMOCTOSITEIILHEIN.
Xopoiio Xopouwto CTaBUTCS, €CIW OOy4YaIOIMICS JEMOHCTPUPYET TOCTATOYHO

MOJIHBIA U HpaBI/IJIBHblﬁ OTBCT, BbIABUTACMBIC TCOPCTHYCCKUC ITOJOKCHUA
MOJTBEP>K/ICHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3TUYHbIE MOIXOAbI K
paccmatpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CIIElNaHbl KpaTKUE BBIBOIbI;
MaTepuai U3JI0KEH B ONMPEEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
STOM JOMYIIEHBbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC I10 Tpe6OBaHI/IIO npenoaaBaTeiis.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydHalOIIUKCA JOMYCKAeT OJHY
HUTEeJIbHO CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI MpPaBUIBLHO, HO OOHAPYKHUBACTCS
HCAOCTATOK PACKPBITHA TCOPHU, BLIABUTIACMBIC ITOJIOKCHUSA HCAOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPKACHBI IpPUMEpPaMH; OTBET HOCHT
[IPEUMYILECTBEHHO OIUCAaTEIbHbIM, a HE KOHLENTYAJIbHBIA XapakTep;
Hay4yHas TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBaers | [Ipu neyoosniemsopumenvrnom oTBeTe OOYYAIOMIMUACSA JOMYCKAET psif
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OPUTEJBHO | CYIIECTBEHHBIX OIIUOOK, KOTOPbIE OH HE MOKET UCIIPaBUTh MPHU HABOJISALINX
BONIpOCax TpenojaaBarensi; HE MOXKET JaTh HaydHOoe OOOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST ITOBEPXHOCTHBIH XapakTep;
npeobiiagaet ObITOBasK TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOYHOCTH B
WCIOJIb30BAHNY HAyYHOW TEPMHHOJIOTHH.

IlepeyeHb NPUMEPHBIX NPAKTUYECKUX 3aJAHUI

3ananme 1

CocraButh popMy yueTa MOCETUTEICH.

3ananue 2

CocTaBUTh CXE€My OPTraHHM3allMOHHOW M WH(OPMAIMOHHOW TMOAJMEPKKH OTNEPATHBHOMN
JEATETbHOCTH PYKOBOIUTES.

3aganue 3

[Ipoananu3upoBaTh HHCTPYKILIMIO MO IE€TONPOU3BOJICTBY HA IPEANPUATHH.

3aganue 4

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT ILTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MPABOBBIX U HOPMAaTUBHO-METOIUYECKUX IOKYMEHTOB, PETJIAMEHTUPYIOLIUX JOKYMEHTUPOBAHNE
YIIPaBICHYECKON JEATENHHOCTH, OpraHU3aluio paboThl ¢ OPUIMAIBLHBIMA JTOKYMEHTaMU U
apXMBHOE XpaHEHHE JOKyMEeHTOB. HopmaTuBHbIE JOKYMEHTHI pACHOJIOKUTE IO MX
IOpUINYECKOH CUIIE.

3aganue 5

[Mpoananuzupyiite 'OCT P 7.0.97-2016. TpeGoBanuss k 0GOpPMIICHUIO JTOKYMEHTOB,
OTBETHTE Ha CIICAYIOLIUE BOMPOCHI:

1. KakoBa 06s1acTh prMeHEeHHs JaHHOTO TOCYIapCTBEHHOTrO CTaHaapTa?

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

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

4. Kakue TpeOoBaHMS B COOTBETCTBUU C JAHHBIM HOPMATHUBHBIM JOKYMEHTOM
JOJIKHBI IPEIBSABISTHCS K OJTaHKaM JTOKYMEHTOB?

5. Kakue nmpunoxkeHus: cogepxarcsi B JaHHOM JOKYMEHTE?

3apanne 6

Oco0oe BHUMaHHE B JEJIONPOU3BOJCTBE YIENseTcS XpaHEHHIO JOKyMeHTOoB. Hrinke
MEePEUYNCICHBl OCHOBHBIE HOPMATUBHBIE aKThl, KOTOPbIE PETYIUPYIOT OPraHU3ALUI0 APXUBHOU
paboTHI C JOKYMEHTaMH, ClIeJIaiiTe MTMChMEHHBINH KPAaTKUil 0030p TaHHBIX TOKYMEHTOB:

— 006 apxuBHOM pene B Poccuiickoit @enepanuu: OenepanbHbiii 3aKoH oT 22.10.2004 1.
Ne 125-@3 (13.12.2024 Ne 469-D3);

— Ilpuka3 PocapxmBa ot 31.07.2023 N 77 «O6 yrBepxknenuu [IpaBun opranuzanuu
XpaHEHUs, KOMIUICKTOBAHUS, Y4e€Ta M WCIOIBb30BAHUS JOKYMEHTOB ApxuBHOro (oHma
Poccuiickoit ®enepauui U APYrUX ApXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYIPaBIIEHUs U opraHmu3anusaxy» (3aperucrtpupoBano B MuHntocte Poccun
06.09.2023 N 75119);

— Ipuxa3 PocapxuBa ot 20.12.2019 N 236 «O06 yrBepxnaenuu IlepedHs THUIIOBBIX
YIPaBICHUYECKUX apPXMBHBIX JOKYMEHTOB, OO0pa3yloluxcsi B TMpolecce AesITeNbHOCTH
rOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS W OpraHu3ali, C yKa3aHUEeM
CPOKOB MX xpaHeHus» (3apeructpupoano B Munrocte Poccuu 06.02.2020 N 57449).

3amanne 7

Pemmmre cnenyronme 3anauu:

1. I'paxxnanka HecrepoBa ycTpomnach Ha paboTy B MMHHCTEPCTBO OOIIEro u
npodecCHoHAIBHOTO 00pa3oBaHus CBEpAJIOBCKOM 00JIACTH M TOJy4YWia TEPBOE 3aJaHUE OT
CBOETO HETMOCPEICTBEHHOTO HavadbHUKA: pa3paboTaTh HOMEHKIATYPY AeN it GOopMUpPOBAHUS
JOKYMEHTalIbHOrO (OHJAa TOCyAapCcTBEHHOro opraHa. KakuM JOKyMEHTOM JOJKHA
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pyKOBOACTBOBaThCs Tpaxkaanka Hecreposa? Kakue mosoxeHus 3TOro AJOKyMEHTa OHa JOJDKHA
Yy4€CTh IIPU BHITIOJHEHUH 3aJaHUS?

2. Axuunoneproe obmectBo «llapyc» co3mano B 2003 r. Hosbril mupekrop, U. U.
MBaHOB, TPHUCTYNMUBIIMA K BBHINOJHEHHIO CBOMX oOOs3aHHOCTeW B 2016 1., pacmopsamics
YHUUYTOXXUTb BCE JOKYMEHTBHI MPEIIECTBYIOIIET0 IMEpUOJa CYIIECTBOBAHUS OpraHHU3alUH.
Hackonpko mpaBomepHO ero pacnopspkenune? Kakue TpeOoBaHWS HOPMAaTUBHBIX JIOKYMEHTOB
HapyIlIeHbl B pe3ylbTaTe€ pacloOpsDKEHUs HOBOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTHU
MOXET OBITh IpenycMoTpeHa st aupexktopa U. Y. iBanosa?

3. 00O «MoTbuUIEK» B XO0/1€ TIPOBEPKHU €r0 AESATEIBHOCTH HE NMPEAOCTaBUIIO NIPUKA3
JUPEKTOpa O Ha3HAYEHHHU JIMIA, OTBETCTBEHHOI'O 32 apXUB. BBISCHUIIOCH, UTO JIMYHBIE /€A U
IpHUKa3bl [0 JIMYHOMY COCTaBy XpaHWJIUCh B HeymnopsaoueHHoM Buzae. Kro Hecer
OTBETCTBEHHOCTbH 32 BBIABIIEHHBbIE HapylieHus? Ha3oBuTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
IIPEyCMOTPEHA OTBETCTBEHHOCTD 32 JAHHBIE HAPYLIEHHUS U BO3MOXHBIE BADUAHTHI HAKA3aHUH.

4. B xonme mnaHoOBOM TPOBEPKH TOCYAAPCTBEHHOTO YHHUTApHOTO MPEANPUSTHS
BBISICHWIOCH, YTO JTOKYMEHTHI 10 JMYHOMY COCTaBY XPaHWIMCh B IOJBAJIbHOM IOMELICHHH,
KOTOPBI 3aTOMWJIO HaKaHyHE MpHUe3[a KOMHCCHH, JOKYMEHTHI MPUILIM B HErOJHOCTh: TEKCT
pa3MbIT, HHPOpMaLus crana HeunTaeMoil. Kakue npaBuia paboTsl ¢ JOKYMEHTaMH 1O TUYHOMY
coctaBy Obumn HapyuieHbl? KTO HeceT OTBETCTBEHHOCTh 3a HENpPaBUIBHOE XpaHEHUE
nokyMeHToB? Kakas Mepa HakazaHusl MOXKET ObITh IpUMeHeHa?

3aganue 8

BrimonnuTe 3a1anus, B cirydae HEOOXOJUMOCTH JOOaBbTE HETOCTAIOUTYI0 HH(POPMALIHIO:

1. Ucnonp3ys nonoxenns PeaepanbHOro KOHCTUTYIIMOHHOTO 3akoHa oT 25.12.2000
N 2-®K3 (pen. or 29.12.2025) «O T'ocynmapctBeHHoM repbe Poccuiickoit ®Peneparumny,
YKaXHUTe, KaKhe OpraHbl yIpaBieHHs HMEIOT IMpaBO HCIOJIb30BaTh Ha OJaHKaX CBOMX
JOKYMEHTOB m300paxeHus [ocymapctBeHHoro repba. Kakue BapuaHThl U300paKeHHS
['ocymapcTBeHHOTO repba yCTaHOBJICHBI B 3aKOHE?

2. Ha mucre Gymaru opmara A4 ykakuTe TOUHOE MECTOPACIIONIOKECHHE dMOIEMbI
VI TOBAPHOTO 3HAKa OPraHU3alHN.
3. Wcnonp3ys «Ob1mepoccuiickuit Kiaccudukarop yIIpaBIEHYECKON

JOKYMEHTAIlMU», OTIpeieNInTe KO (hOPMBI CIEAYIOMUX TOKYMEHTOB:

— IIPUKa3 O CO3JaHUM OpPraHU3aLNN;

— yCTaB;

— Y4pEIUTENbHBIN 10I0OBOD;

— MPUKa3 O paclpeesieHnn 00s3aHHOCTEN MEKIy PYKOBOJACTBOM OpraHHU3aliy;

— 3asBieHHE 00 YBOJIbHEHUH.

4. [IpaBunsHO odopmuTe pekBU3UTHI «HanMeHOBaHME oOpraHu3alMd — aBTOpPaA
JNOKyMeHTa», «HauMeHOBaHHE CTPYKTypHOTO TOJpasfelieHuss — aBToOpa JOKYMEHTay,
«HaunmeHoBaHNE NOJKHOCTH JIMIA — aBTOPA TOKYMEHTa», UCIIOJb3Ys CIAEAYIOIINE TaHHbIE!

a) mupextop BHUMAJL, PocapxuB 6) 3amaupektop, Oyxrantep OAO «Pomarika»

B) nupekTop MHCTUTYTA SKOHOMUKH, Y PaTbCKUN MEearOTHISCKUA YHUBEPCUTET

5. OdopmuTe HECKOIBKO BUIOB PEKBU3UTA «AapecaT». JJokyMeHT aapecyercs:

— OpraHu3aluy;

— CTPYKTYpPHOMY IOJIpa3J€JIEHNUI0 OPraHu3aluu;

— JIOJKHOCTHOMY JIMILy OPTaHHM3aLUN;

— buznyecKoMy JIHILY.

6. CocraBbTe U TIPaBUIBLHO 0GOPMHUTE PEKBU3HUT «I pud yTBEPKICHUS TOKYMEHTay.
JIOKyMEHT yTBEpPKIEH:

— JOJPKHOCTHBIM JIULIOM:

- reHepanbHbIM aupekTopoM AO «Pomamka» C. A. BacunbKoBbIM;
- nupektopoM MAOY rumuazuu Ne 125 B. I1. KomapoBeim;

— U3JIaHUEM PACIOPSAIUTENIBHOTO JOKYMEHTA:

- npuka3om aupektopa [TAO «Coeptpect» ot 05.09.2025 1. Ne 37;
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- npuKa3oM MHUHHCTEPCTBA HAYKH U BhICIIEro oOpa3oBaHusi POot
18.10.2024 r. Ne 145;
— pELIEHUEM KOJUIETHaJIbHOTO OpraHa:
— pelIeHneM CoBETa TUPEKTOPOB;
— pelIeHHEeM YYeHOTO COBeTa 00pa3oBaTeIbHOI OpraHu3aluu.
7. VkaxuTe, dTO SABISECTCS 3ar0JIOBKOM:
— JOJKHOCTHAs! MHCTPYKIUS A€JIOTPOU3BOIUTENS;
— ycTaB 00I1eCTBa ¢ OTPaHUYEHHON OTBETCTBEHHOCTHIO «CTPOMUHBECTIIPOMY;
— IpUKa3 o mpueMe Ha padory;
— 3asiBJICHUE 00 YBOJILHCHHH;
— rpaduK OTIYCKOB;
— akT 00 YHUYTOXKEHUH JIOKYMEHTOB C UCTEKIIMM CPOKOM XPaHEHHUSI.
8. OdopmuTe HECKOIBKO BUIOB PEKBU3UTA «OTMETKA O MPUIIOKESHUN:
— MIPUJIOKEHUE HA3BAaHO B TEKCTE;
— IIPUJIO’KEHUE HE Ha3BaHO B TEKCTE;
— MPUJIOKEHUN B TOKYMEHTE HECKOJIBKO;
— MPUIIOKEHHE COPOIIIOPOBAHO;
— JOKYMEHT, SABJISIFOLIMNCSA TPWIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSATEIbHOMN
HyMEpaLKe CTPaHHULL;
— MPUIIOKEHUEM SIBIIIETCS 000COOIEHHBIN 3JIEKTPOHHBIN HOCUTENh (KOMIAKT-/AMCK,
USB-¢uiem-HakonuTensb).
9. OdopmuTe HECKOIBKO BUIOB TTOAIHUCEH:
— noanuchk aupekropa AO «Pomamika» Ha pUpMEHHOM OJIaHKe;
— noanuck aupekTopa AO «Pomamikay Ha ToKymMeHTe, OpOpMICHHOM HE Ha OJaHKe
— HOJIMCH AUPEKTOpa U raaBHOro Oyxranrepa AO «Pomarikay;
— MOJIMUCH 3aMECTUTENEH TUPEKTOpa IO OCHOBHOM JIeATENbHOCTH U (PUHAHCOBBIM
— BOIIpOCaM;
— noanucu nupekropa AO «Pomamka» u nupekropa AO «Bacumneky;
— HNOJAINUCH JOKYMEHTA, COCTABJIEHHOIO KOMMCCHUEH IO CHHCAHWIO0 MaTepUaIbHBIX

IIEHHOCTEI;

— MOJIUCH HCIIOJIHSAIOLIETO 00sI3aHHOCTH TeHepaabHOoro Aupekropa AO
«Pomarkay.

Omnpenenure, B 4eM 3aKJIFOYAIOTCS O0IUE TIPaBUIa PETHCTPAIIUN TOKYMEHTOB.

3aganue 9

Jlis Kakux JOKYMEHTOB YCTaHABIUBAIOTCA CPOKM wHcmonHeHus? Kto ycranaBmuBaer
UHAUBUAYalIbHbIE CPOKU HcroyiHeHusi? C Kakoro MOMEHTa MCUHCISETCS] CPOK HCIIOJIIHEHUS U
KOHTPOJIb 32 HCIIOJIHEHHUEM JO0KyMeHTOB? KakoB MOpSIOK MPONAJICHHS] CPOKa HCIIOJHEHUS
JTIOKyMeHTa?

3ananue 10

Onpenenute BUAOBOM COCTaB KapOBOMl JOKYMEHTAIUH.

3ananme 11

N3 «Ob6mepoccuiickoro kiaccuukaropa yrnpaBJIeHUYECKOW TOKyMEHTAIUW» (CUCTEMBI
nokymentanuu kiacca 0200000 u 0300000) BbIIUIINTE JOKYMEHTBI, KOTOpBIE OTPaXaroT
JBUKEHHE MepCOHaja B OpraHu3allnu.

3ananue 12

Hcnonp3ys mpaBoByto 6a3y «KOHCYJIbTaHT IUIIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MPABOBBIX JOKYMEHTOB, CBSI3aHHBIX C IBW)KCHHEM IIEpCOHANla B oOpraHu3anuu. J[OKyMEHTBI
PACHOJIOKHUTE MO UX IOPUANYECKOM CHJIe.

3ananue 13

[To3nakomMbTeCh € yHUPHUIMPOBAHHBIMU (POpMaMU TMPHUKA30B MO JUYHOMY COCTaBy,
IITATHBIM pPAclUCaHueM, T'paUKOM OTITYCKOB, OMPEACTUTE OCOOCHHOCTH 3arlOJHEHHS ITHX
JIOKYMEHTOB.
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3ananue 14

CocraBbTe UTOTOBYIO CIIpaBKy 0 paccMoTpeHuu nucbMa (OO aBTopa, Bua oOpamieHus
YKKUTE CAMOCTOSITENIBHO).

CocraBbTe 1 0(hopMuUTE CITYKEOHBIC (ICIOBBIE) MIChMA, B CITydae HEOOXOAMMOCTH

3ananue 15

1. n00aBbTE HEAOCTAOIIYIO HH(POPMAIIHIO:

1.1. Ilucemo oOpa3oBaTeIbHONW OpPTraHU3ANMU O MPOBEICHWH KOHKYpca Ha JYYIIYIO
HCCIIEIOBATENIbCKYIO paboTy mo Teme «lcropust ponHoro kpas». Cpoku NpoBeAeHUs KOHKypca —
¢ (eBpanst Mo Mail TEKyIIero Troja, MOJABEIECHHWE WTOTOB M HArpakJaeHUe mobOeauTeneii — B
utoHe. B npunnoxxennn — [lonoxenre o KOHKypce.

1.2.  IIucemo-0TBeT U3AATENLCTBY «COKpaT» OT U31aTENbCTBA «ATPUYM» C COTJIaCHEM
O COTpyIHUYECTBE [0 Y4YaCTHUIO B BBICTABKE H3/1aBa€MOIl JUTEpaTyphl, KoTopas Oynaer
IPOXOJUTH B OKTSAOpE TEKYILEro roja.

1.3. TIuceMoO-cOmpOBOXKIEHHWE  3alpaliBaeMoil ~ WH(POpPMAIMM  BBIIMIECTOSIIEH
OpraHU3aIHU O €XKEMECAYHBIX JI0X0JaX C MPOJaKh TOBAPOB.

1.4.  TIucemo-3ampoc OO0 «Mup auBanoB» ot OO0 «Mebenb» ¢ MpockOOoi BHICIATh
KOMMEPUYECKOE NMPEJIOKEHNE C TIPalicoM LIEH Ha TOBApBHI.

3aganue 16

Kakue tpeOoBanus cienyer coOmonath npu ¢opmupoBanun nen? [louemy He
pexkomeHayeTcsi pOpMUPOBAHUE U XPAaHEHUE el Y UCTIOTHUTENS?

3ananue 17

Kak pacnonioxeH JOKyMEeHT BHYTpH A€’

3ananue 18

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

3ananue 19

[Tepeunciure yacTo BCTpeyaromuecs: abOpeBUaTyphl CIOB.

Kpurepnu u mkaJjia olleHKH pelieHusi MPaKTHYeCKOro 3a1aHusl

Ouenka Kpurepun

OTtinyHo Omauyno  CTaBUTCS, €CIM  cojaep)KaHHe paldoThI/OTBETa  MOJIHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydYaloluiics, IEMOHCTPHUPYET BCECTOPOHHEE,
cUCTeMaTH4Yeckoe M TIJIyOOKOoe 3HaHHe Y4YeOHOro Marepuana, YyMEHHE
CBOOOJHO BBIMIOJHATH MpaKTHYeCKoe 3amaHue. [10JHO ocBemaeT 3agaHHYIO
TeMy, €€ aKTyaJbHOCTb M HOBU3HY. Marepuan H3JI0KEH B OIPEIEICHHOU
JIOTHYECKOM MOCJICIOBATEIBHOCTH, JUTEPATyPHBIM SI3BIKOM, C
UCTIOJb30BAHUEM  COBPEMEHHBIX HAayYHBIX TepMHHOB. OOyuarommiics
MPOJAEMOHCTPUPOBAT B MOJHOM 00OBeME HEOOXOAMMBbIC 3HAHHUA U YMEHHS;
YMEHHME TMOJb30BAaTbCS HOPMATHUBHOW, CHOPAaBOYHOM ©  CHEUHAIBHOMN
JIUTEPaTypoil; 0OOCHOBAaHHOCTH PE3YyJIbTaTOB W BBIBOJOB, OPUTHHAJIBHOCTD
UJICH; CIIOCOOHOCTH TMPEJCTABIIATh PE3YJIbTAThl MCCICIOBAHUS B TBOPUYECKOM
dbopme; 000CHOBaHME BO3MOXXHOCTH  MIPAKTHYECKOTO  HCIIOJIb30BAHUS
MOJTyYCHHBIX JaHHBIX. [IpOIEeMOHCTPUPOBAH JTMYHBIA BKJIAJ 00YyYaromIerocs B
pabory. OdopmneHnne pabOTHI B 1EJIOM OTBEYAIOT YCTAHOBJICHHBIM
TpeOOBAHUSIM.

Xopowo Xopouto cTaBUTCA, €CIM COACPAKAHUE pabOTHI/OTBETA JOCTATOYHO MOJIHOCTBIO
COOTBETCTBYET 3anaHuio. OOydarouuiics AEMOHCTPUPYET 3HAHUE Y4eOHOro
MaTepuaga, yMEHHME YCIEIIHO BBIIOJIHATh 33JaHUE, YCBOCHHE OCHOBHOM
JUTEpaTyphl, PEKOMEHIOBAHHOW B Iporpamme. Marepuan H3JI0KEH B
OIIPEACICHHON JIOTUYECKOU IOCIEI0BATEIBHOCTH, IIPH 3TOM JOIIYILEHBI ABE-
TPU HECYIIECTBEHHbIE OIIMOKK (MJIM OTOBOPKHM), HCIIPaBICHHBIE II0
TpeboBaHuIO mpenogasarend. HayuHas TEpMUHOJOTHS — UCIOJB3YeTCs
JOCTATOYHO, OTPA)KEHAa HOBU3HA ITOJIYYEHHBIX JAHHBIX, BBIBOABI JOCTATOYHO
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obocHOBaHbl.  JIOCTATOYHO  MPOJEMOHCTPUPOBAH  JIMYHBIA  BKJIA[
oOyuatomerocsi B paboty. Odopmiienne paboThl OTBEYAIOT YCTAHOBIECHHBIM

TpeOOBAHUSIM.
Ynosaersop | Ilpu  yoosremeopumenvrnom OTBETE cojepkanue  paboThl/OTBETa
HTEeJIbHO HEJOCTAaTOYHO TIOJHOCTHIO COOTBETCTBYET 3aJaHMIO. 3a/laHuE€ BBIIOJIHEHO

gactuyHo. OOydJaromuiics JEMOHCTPUPYET HEIOCTATOYHOE OCBEIICHHE
3aJJaHHON TEMBI, JTOMYIIEHBI MMOTPEITHOCTH M HETOYHOCTH, JOMYCKAET OJHY
CYIIECTBEHHYIO OIMUOKY, HO O0JIaJaeT HEOOXOJUMBIMHU 3HAHUSMHU ISl UX
YCTpaHEHUs] TOJ PYKOBOJACTBOM TipernojaBareis. HaydHas TepMUHOIOTHS
UCIIONIb3YETCSl HEJOCTAaTOYHO, BBIBOJABI HE O0O0OCHOBaHBI. JIMYHBIN BKIA]
oOyuaromierocs B paboty HemoctatoueH. OdgopmieHne paboThl He TOTHOCTHIO
OTBEUAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynomaers | [Ipu wueyoosniemeopumenvHom OTBeTE colepkaHue pabOTh/OTBETAa HE
OpHUTEJbHO | COOTBETCTBYET 33/JaHui0. B paboTe MponeMOHCTpUPOBAH HU3KHH YPOBEHb
3HaHUH W  yYMEHWIA, HAONIOJAIOTCSd  3HAYUTEIbHBIE HETOYHOCTH B
HUCITOJIB30BaAHUN Hay‘{HOﬁ TCPMHUHOJIOTMHU, HET BBIBOAOB, OI'PAHUYCH O6I>CM
COZICp)KaHUsl BBIMOJNHEHHOTO 3amaHus. OdopmieHne padOThI HE OTBEYACT
YCTaHOBJICHHBIM Tp660BaHI/I}IM.

Kpurepun n mkaJja oneHKH NPOMeKYTOYHOM ATTECTAMH - 3a4eTa
OneHKka «3a4TE€HO» CTABUTCS, €CIM CTYAEHT TOJY4WI OLEHKH «OTIUYHOM,
«XOpOIIO», «yIOBJIECTBOPUTEIHHO» /MK «3auTeHo» 3a 80% wu Oonee ceMHHApPOB U
MPaKTHYECKUX padoT.
OneHka  «HE  3a4T€HO»  CTABUTCS, €CIM  CTYAEHT  IOJy4WuJ  OLIEHKHU
«HEYJIOBJIETBOPUTEIBHO» H/WIIN «3auTe€HO» 3a MeHee 4eM 80% CeMHHApOB M IMPAKTUYECKUX
pabor.

8. YYUEBHO-METOJINYECKOE U THO®OPMAIIMOHHOE OBECIIEYHEHUE
JAUCIUIIINHBI

8.1 . OcHoBHasi JuTEpaTypa

1. Hoponuna, JI. A. Opranm3anys U TEXHOJOTHS TOKYMEHTAIIMOHHOTO O0OeCTeueHUs
yIpaBleHUs : Y4eOHUK U mpakTukyMm s By30B / JI. A. [loponmna, B. C. UputukoBa. — 2-¢
u3a., nepepad. u gom. — MockBa : M3marensctBo IOpaiit, 2025. — 270 c¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : anexTpoHHbIH // OOpa3zoBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116

8.2. lonotHUTEILHAS JIUTEPATypa

1. KazakeBuu, T. A. JlokymeHnToBeneHue. J[OKyMEHTAIIMOHHBIM CEPBUC : YYCOHHK H
npakTukym aist By3oB / T. A. KazakeBuu, A. W. Tkanuu. — 2-e u3n., ucnp. u gom. — Mocksa :
NznarensctBo FOpaiit, 2025. — 167 ¢. — (Boicmee o6pazoanue). — ISBN 978-5-534-06273-
1. — Tekcr : snexkrtponHblli // OOpa3oBarenbHas minardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/562369

2. JlokyMeHTOBeIeHHE : Y4eOHWK W TPaKTUKyM s By30B / mojn pemakiueit JI. A.
JoponuHnoii. — 4-e¢ u3a., nepepad. u gon. — Mocksa : U3garensctBo FOpaiit, 2025. — 336 c.
— (Bricmiee obpazoBanue). — ISBN 978-5-534-19110-3. — TekcT : SIEKTPOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560108

3. Ky3uenoB, 1. H. JlokyMeHTaIlMOHHOE oOecreueHne YIpaBieHHUs EepCOHAIOM
y4aeOHMK ¥ TpakTuKyM 15 By30B / U. H. Ky3nenoB. — 3-e u3n., mepepad. u mon. — Mocksa :
WznarensctBo FOpaiit, 2025. — 397 ¢. — (Bsicmiee obpa3oBanue). — ISBN 978-5-534-16692-
7. — Tekcr : snektpoHHbld // OOpazoBatenbHas twuiatrgopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/560482
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8.3. [IporpammHoeoOecnieyeHue
MicrosoftWindows, MicrosoftOffice, Aunexc.bpaysep

8.4. [IpodeccuonanbHbie 0a3bl JAHHBIX

1. http://file.prohotel.ru/- baza JOKyMEHTOB 1 HOPMAaTHUBHBIX aKTOB JJISi TOCTUHUIIBI

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - ba3za
JTAHHBIX 110 ACIOMPOU3BOICTBY U JOKYMEHTOOOOPOTY

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

8.6. UnTepHeT-pecypchbl
l.www.aup.ru - AAMMHHCTPaTUBHO-YIIPABICHUYECKHM 1TOpTa

8.7. MeToanyeckne yKazaHusi ¥ MaTePUAJIbI 10 BUIAM 3aHATHI

MeToauyeckue yKa3aHus 10 BeIeHUI0 KOHCTIEKTOB JIeKIHii

KoncnektupoBanue JeKIUU — BaXKHBI IIar B 3allOMHHAHUU MaTepuana, [03TOMY
KOHCIIEKT JIEKIIM HE0O0XOAMMO HMMETh KaXXJIOMy CTYAEHTY. 3ajaua CTyAEHTa Ha JICKIUH —
OJIHOBPEMEHHO CIylIaTh IMpEnoJiaBaTesi, aHAIU3UPOBaTh U KOHCHEKTUPOBATH MH(POPMAIUIO.
IIpu 3TOM Kak CBUIETENBCTBYET IPAKTUKA, HE HY)KHO CTPEMHUTBLCS BECTU JOCIOBHYIO 3aIIUCh.
TakuMm 00pa3om, JIEKIHIO MPENnoiaBaTeNsi MOKHO KOHCIIEKTUPOBATh, IPH 3TOM BaXKHO HE TOJIBKO
BHUMATCJIIbHO CJIYyHIAaTh JICKTOpd, HO W BBIACIATH HaH6onee BaXXHYIO I/IH(bOpMaI_[I/IIO n
COKpAIIIEHHO 3amuchiBaTh ee. [Ipu 3TOM OJHO U TO e cojep)kaHue (QPUKCUPYETCsl B COZHAHUU
YCTBIPC pasa: BO-IICPBLIX, IMPU CaAMOM CIYIIAaHHWHU, BO-BTOPLIX, KOrJa BBIACIIACTCA TJIaBHAA
MBICJIb, B-TPETBUX, KOTJIa TOJBICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, MPU 3aIHCH.
Marepuan 3anioMHHaeTCsi 60J1e€ MOJIHO, TOYHO U MPOYHO.

Xopomuii KOHCHEKT — 3aJlor YEeTKHMX OTBETOB Ha 3aHATHSIX, XOPOIIETO BBIOJIHEHUS
YCTHBIX OIIPOCOB, CAMOCTOATCIIbHBIX U KOHTPOJIbHBIX pa60T. 3HAYUMOCTD KOHCIICKTUPOBAHUA HaA
JICKIMOHHBIX 3aHATHUAX HEeCOMHEHHA. [IpoBepeHo, 4To cocTaBieHue 3PGEKTUBHOIO KOHCIIEKTA
HGKHI/Iﬁ MOKCT COKPATHUTH B YCTBIPC pa3a BpCMi, HCOGXOZ[I/IMOG JJ11 IIOJIHOI'O BOCCTAHOBJICHUA
Hy)kHOW wuH(popMmanuu. g SKOHOMHUM BpeMEHHU, Tepen KaKIOoW JieKiuerd HeoOX0oauMo
BHUMATCIIbHO HNPOYUTATE MATCPUAIT HpGI[BII[yH.ICfI JICKIIUW, BHCCTU HUCIHPABJICHUA, BBIICIUTH
Ba)KHbIE aCMEKThI H3y4aeMOro MaTepuaia

Koncmekt noMoraer He TOIBKO JIydlI€ yCBaMBaTh MAaTCpUAJl Ha JICKIITMU, OH OKAa3bIBACTCA
HE3aMEHUM TP MOJr0TOBKE 3k3aMeHy. Clie1oBaTeNbHO, CTYACHTY B JajbHEHIIeM BaKHO yMEeT
O(bOpMI/ITb KOHCIICKT TakK, ‘ITOGBI Ba>XHbIC MOMCHTBI Ky.HBTypOJ'IOFH‘-IGCKOfI naeu 6I>IJ'II/I BBIJICJICHBI
rpadguyecky, a TJIaBHYI0 HH(OpPMalMIO CleqyeT BBIACNATh B CAMOCTOSITEIbHBIE a03allbl,
bukcupys ee 6o1ee KpynmHbIMH OyKBaMHU HJIM LIBETHBIMH Mapkepamu. KOHCIIEKT TOJI’KEH UMETh
MoJIsI 11 3aMETOK. DTO MOTYT OBITh OuOIMorpaduyecKue CChUIKHM W, HaKOHEI, COOCTBEHHBIC
KOMMEHTapUu.

MeToanuyeckne yKa3aHusl 10 OPraHU3alUuu CAMOCTOSITEIbHOI PadoThI CTyIeHTa

Jns mHaOuBHIyaM3aiid  00pa30BaTEIPHOTO TIpoliecca camocTosTenbHylo padoty (CP)
MOKHO pas3aC/INTb Ha 63.30BYIO " JONOJHUTCIIBHYIO.

bazoBas CP obecrneunBaeT MOJArOTOBKY CTYIEHTa K TEKYLIUM ayAUTOPHBIM 3aHATUSAM U
KOHTPOJIbHBIM MCPOIPUATUAM JIA BCCX JUCHUIIINH y‘-I€6HOFO I1JIaHa. Pe3y.HBTaTBI 9TOU
MOJTOTOBKU MPOSBISIOTCS B aKTUBHOCTH CTYJEHTA HA 3aHATHUSX M B KaueCTBE BBIMOJHEHHBIX
KOHTPOJIBHBIX pabOT, TECTOBBIX 3a/JlaHWM, CACNAHHBIX JOKIAZOB M JPYrUX (GOpM TEKYIIETro
koHTpoJisa. bazoBas CP Moxker BkitouaTh cienytone GopMbl pabOT: U3ydeHHUE JEKIIMOHHOTO
MaTepuana, MpeayCMaTPHUBAIOIINE MPOPa0OTKY KOHCIIEKTA JIEKIUA W Y4eOHOW JIUTepaTyphl;
nouck (mogdbop) W 0030p JUTEPAaTypbl M DIIEKTPOHHBIX HMCTOYHUKOB WH(MOpMAIUU 110
WHAUBUYAJIIBHO BaHaHHOﬁ np06neMe KypcCa; BBIITOJIHCHUC AOMAIIHCTO 3aJaHUs WUJIU ,Z[OMaHJHeﬁ
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KOHTPOJIBHON pa0oThl, BBIABAEMBIX Ha MPAKTUYECKUX 3aHATUAX; HM3yYeHUE Marepuana,
BBIHECEHHOTO HAa CaMOCTOSITEIbHOE U3YyYeHHE; IMOATOTOBKA K MPAKTUUYECKUM 3aHSATHUSIM;
MOJTOTOBKA K KOHTPOJIGHON paboTe WM KOJUIOKBUYMY; MOATOTOBKA K 3a4eTy, aTTECTAIlHsIM;
Harnrcanue pedepara (3cce) 1o 3aJaHHoi mpoodieme.

Hononuurensuas CP HampaBneHa Ha yriayOleHHWe M 3akpelyieHHE 3HAHMM CTY/ACHTa,
pa3BUTHE aHAJUTHUYECKUX HABBIKOB MO MpoliemMaTuke ydeOHol aucuumiuHbl. K Heil oTHOCATCA:
MOJITOTOBKA K 9K3aMEHY; BBIMIOJIHEHUE KYpCOBOW pabOThI WM MPOEKTA; HCCIEAOBATEIhCKAs
paboTa U yyacTHe B HAyYHBIX CTYJCHUECKHX KOH(EpeHIHIX, CEMUHApax M OJUMIINA/axX; aHaJIN3
HAyYyHOW MyONWKAlMM 10 3apaHee ONpENCIICHHON TperojaBaTeleM TEeMe;, aHaju3
CTaTHUCTUYECKUX W (PAKTUUYECKMX MAaTepualioB IO 3aJaHHONW TeMe, IMPOBEJCHHE PpacCUeToB,
COCTaBJICHUE CXEM M MOJelieil Ha OCHOBE CTATUCTHYECKHUX MaTepUaIOB U Jp.

B yueGHOM mporiecce BBIAENSAIOT JIBa BHJA CAMOCTOSITENIbHON paboThI: ayauTOpHas
BHEAyJIMTOpHAsl. AYAMTOpPHAas CaMOCTOSITeNIbHAs paboTa MO MUCHUIUIMHE BBIMOIHSICTCS Ha
y4eOHBIX 3aHATUSIX O/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATENS U 110 €r0 3aJaHUSIM.
OcHoBHBIMU (hOpMaMHU CaMOCTOSITENILHON pabOThl CTYIEHTOB C Yy4acTHEM IpernojaBaTeneit
ABIIAIOTCA: TEKyIIMe KOHCYNbTALMK; KOJJIOKBUYM Kak (opmMa KOHTPOJSI OCBOEHUS
TEOPETUYECKOTO COJACPIKAHMS NUCHUIUIMH, MPUEM U pa3dop IOoMamHuX 3adaHuii (B 4achl
MPaKTUYECKUX 3aHSATHH); BBIMIOJHEHHWE KYPCOBBIX pabOT (IIPOEKTOB) B paMKaxX IUCIUILIAH
(PYKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3allUTa KypCOBBIX paboT (B dYachl, MPEIyCMOTPECHHBIE
y4eOHBIM TIJIAHOM); TIPOXOXKAEHUE U 0OPMIICHHE PE3YIHTATOB MPAKTUK (PYKOBOJICTBO U OIIEHKA
yYpOBHS C(HOPMUPOBAHHOCTH NPO(HECCUOHATFHBIX YMEHUN U HABBIKOB); BBIMIOJTHEHNE BBITYCKHON
KBaJIM(UKALIMOHHOM pPaboThl (PYKOBOJCTBO, KOHCYJIbTUPOBAaHHWE U 3aIIUTa BBITYCKHBIX
KBaJTM(HUKAIIMOHHBIX PadoT) U Ap.

Bueaynutopnas camocTosTenbHas paboTa BBIMOIHSIETCS CTYAEHTOM 10 3aJaHUI0
npernojaBarens, HO ©0€3 €ero HemocpenCTBEHHOro ydacTus. OCHOBHBIMH  (opMaMu
CaMOCTOSITEIbHOW pabOTHI CTY/IGHTOB 0€3 yJacTHs MpernoaaBaTesield SBISIFOTCA: (OpMUpPOBaHUE
U YCBOCHME COJIEpKaHMs KOHCIIEKTAa JIEKIMHA Ha 0a3e PEeKOMEHJIOBAHHOM JIEKTOPOM Y4eOHOM
JUTEPATYpPHI, BKIIt0Uas HHHOPMAITHOHHBIC 00pa30BaTEIbHBIE PECYPCHI (IJEKTPOHHBIC YUCOHUKH,
DJIEKTPOHHBIE OMOIMOTEKU | Jp.); HamucaHue pedeparoB, ICCe; MOATOTOBKA K MPAKTUYECKUM
3aHATUSAM (TIOATOTOBKA COOOIICHHWH, JOKJIAIOB, 3aJaHWii); COCTABJICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeii W3 COOTBETCTBYIOUIMX JKYPHAJIOB IO OTpacisM 3HAHUHN (MeAarorndecKux,
MICUXOJIOTHYECKUX, METOJAMYECKUX U Jp.); VYIIYOJICHHBI aHaiu3 Hay4HO-METOANYECKON
auTepaTyphl (MMOATOTOBKA pEIEH3UN, aHHOTAlUKA Ha CTaThlo, MOCOOWE W Jp.); BBINOJHECHUE
3aJaHuil Mo cOOpy Marepuajia BO BpeMs MPaKTUKH;, OBJAJCHHUE CTYJEHTaAaMH KOHKPETHBIX
y4eOHBIX MOJYJIeH, BRIHECEHHBIX HA CAMOCTOSTEIbHOE H3yUeHHE; MoAO0p MaTepuana, KOTOPbIid
MOXKET OBITh UCITOJIB30BaH JIJIsl HaMmMCaHUs pedepaToB, KypCOBBIX M KBATU(UKAITMOHHBIX PadoT;
MOJATOTOBKA TPE3CHTAIlM; COCTAaBIIEHUE TJIOCCApHUs, KpPOCCBOpAA IO KOHKPETHOH TeMe;
MOJTOTOBKA K 3aHATUSAM, TPOBOAUMBIM C UCIIOJIb30BAaHWEM aKTUBHBIX (OopM 00ydeHHUs (Kpyrible
CTOJIBI, TUCIYTHI, IETIOBBIC UTPHI); AHAIHU3 JCIIOBBIX CUTyallUid (MUHU-KEWCOB). [ paHUIIBI MEX Ty
STUMU BUAAMU pabOT OTHOCUTENbHBI, @ CAMU BUIbI CAMOCTOSITENIbHOM pabOThI ITEpeceKaroTCsl.

MeTtoauyeckue yKa3aHUs 10 MOATOTOBKE K MPAKTHYECKUM 3aHATHAM

OmHoit w3 BaXHBIX (OPM CaMOCTOSITCIIBHOW pabOThl SIBISETCS IMOJATOTOBKA K
MPAKTUYIECKOMY 3aHITHIO.

[Ipy mnoAroTOBKE K MPAKTUYECKUM 3aHATHSIM CTYACHT JOJDKEH MPUACPKUBATHCS
CIEAYIOLIEH TEXHOJIOTHU:

1. BHUMaTelIbHO M3YYUTh OCHOBHBIE BONPOCHI TEMbl W IUIAH MPAKTUYECKOTO 3aHATHS,
OTIPEICITUTh MECTO TEMBI 3aHATHUS B OOIIEM COJCPKAHUH, €€ CBS3b C IPYTUMU TEMaMHU;

2. HallTH ¥ TpopabOTaTh COOTBETCTBYIOLIUE pa3/ieibl B PEKOMEHI0BAHHBIX HOPMATHUBHBIX
JTOKYMEHTaX, YaeOHUKAaX U JOTIOTHUTEIHHOU JTUTEPaType;

3. mocie O3HAKOMJICHHSI C TEOPETHUYECKUM MaTepHalioM OTBETHTh Ha BOINPOCHI IS
CaMOIIPOBEPKH;
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4. mpoayMaTh CBOE NMOHMMAHUE CIIOXKMBLICHCS CUTyallud B H3ydaeMol cdepe, mytu u
CIocoO0bI pelieHus MPOOJIEMHBIX BOIPOCOB;

5. mpoxymath pa3BepHYThIE OTBETHl HAa MPEMJIOKCHHBIE BOIMPOCHI TEMbI, OMHPAsCh Ha
JIEKIIMOHHBIC MAaTEPUAIIBI, PACIINPSSA U TOMOIHSS X JaHHBIMH U3 YI€OHHUKOB, TOTIOJHUTEIEHON
JUTEPATYPHL.

MeToanyeckune yKa3aHusl 0 MOAr0TOBKe K YCTHOMY ONpocy
CamocrosTenbHas paboTa CTYIEHTOB BKIIOYAaeT MOATOTOBKY K YCTHOMY OIpPOCY Ha
CEeMUHAPCKHUX 3aHATHX. J[IS 3TOTrO CTYJEeHT M3ydaeT JICKIMH, OCHOBHYIO M JIOMOJIHUTEIHHYIO
auTeparypy, nyonukanuu, nHpopmanuio u3 HTepHeT-pecypcos.

Tema 1 BOIpOCHl K CEMHHAPCKUM 3aHATHUSM, BOIIPOCH! JJIsI CAMOKOHTPOJISL COJIEPIKaTCs B
paboueil yueOHOI porpaMMe 1 JOBOAATCS 10 CTYAEHTOB 3apaHee. D(PPEeKTUBHOCTH MOATOTOBKH
CTYICHTOB K YCTHOMY OIIPOCY 3aBHCHUT OT KauecTBa O3HAKOMJICHHS C PEKOMEHJOBAaHHOM
autepatypoil. JlJis MOATOTOBKM K YCTHOMY OIPOCY, OJMI-OMPOCY CTYIEHTY HE0O0XOAUMO
O3HAaKOMHTBHCSI C MaTepHalioM, IOCBALICHHBIM TEME CEMHHapa, B Yy4YeOHHMKE WM APYroi
PEKOMEHZOBAaHHOW JUTEpaType, 3alucsiX C JEKIHMOHHOIO 3aHATHSA, OOpaTUTh BHMMaHUE Ha
YCBOCHHE OCHOBHBIX MOHSATHH TUCHUIUIMHBL, BBIIBUTH HESCHBIE BONPOCHI M TOROOpaTh
JIOTIOJTHUTEIBHYIO JIUTEPATypy JUISI HMX OCBELICHHS, COCTAaBUTh TE3HCHl BBICTYIUICHUS I10
OTAETBHBIM TMPOOJIEMHBIM aclekTaM. B cpeaHem, mOATrOTOBKa K YCTHOMY ONPOCY IO OJHOMY
CEMHMHAPCKOMY 3aHATHIO 3aHMMaeT OT 2 /10 4 4acoB B 3aBHCHMOCTH OT CJOXHOCTH TE€MBI U
0COOEHHOCTEHN OpraHU3alMK CTYIACHTOM CBOCH CaMOCTOSTEIHLHON pabOTHI.

MeToanyeckue yKa3aHusi 10 MOAT0TOBKe K TeCTUPOBAHMIO

Kax u mro0ast npyras ¢oopma NOATOTOBKH K KOHTPOJIIO 3HAHWH, TECTUPOBAHUE UMEET Pl
0Cc00EHHOCTEH, 3HaHNE KOTOPBIX TOMOTAET YCIIEUTHO BBIITOJIHUTH TECT.

— Ilpexxne Bcero, ciieayeT BHHMATEIbHO H3YYHTh CTPYKTYpPY TECTa, OLECHHUTh 00BEM
BPEMEHH, BBIJCISEMOr0 Ha JAaHHBI TECT, YBUIETh, KAKOTO THIIA 3aJaHHUS B HEM COJEPIKATCS.
3TO MOMOXKET HACTPOUTHCA Ha paboTy.

— Jlyume HaYMHATH OTBEYATh HA TE€ BONPOCHI, B MPABIIIBHOCTH PELICHUS KOTOPHIX HET
COMHEHHMI, 1OKa HE OCTAHABJIMBAACH HA TEX, KOTOPbIE MOTYT BbI3BaTh JOJITHE Pa3IAyMbs. IDTO
II03BOJIUT YCIIOKOUTHCS M COCPEAOTOUNTHCS Ha BHITTOJHEHNH 00JIee TPYAHBIX BOIPOCOB.

— OueHb Ba)XHO BCerJa BHUMATEIBHO YUTAThH 3a/aHUS JIO KOHIA, HE MBITASICh MOHSTH
YCIOBHUS «IIO TEPBBIM CIIOBaM» WJIM BBIIOJHMB MOJOOHBIE 3aaHUs B TMPEABLIYIIUX
TECTUPOBaHUAX. Takas cmemka HEpeaKo NMPHBOAWUT K JOCAJHBIM OIIMOKAM B CAMBIX JIETKHX
BOIIPOCAX.

— Ecnm BBl He 3HaeTe OTBeTa HA BOIPOC WIIM HE YBEPEHBI B NMPABUIBHOCTH, CIEAYET
HPOITYCTUTB €T0 U OTMETHTB, YTOOBI TOTOM K HEMY BEPHYThCHL.

—Jlyumie nymaTh TONBKO O TeKymleM 3agaHuu. Kak mpaBuio, 3aaHusi B TecTax He
CBSI3aHBl JIPYI C JPYrOM HEMOCPEIACTBEHHO, MO3TOMY HEOOXOIMMO KOHIICHTPHPOBATHCS Ha
JTAHHOM BOIPOCE W HAXOAWTh pEIHICHUs, IMOAXOAANIMEe HMEHHO K HeMmy. Kpome Toro,
BBITIOJIHEHHE ATOH PEKOMEHJAIMU JacT elle OJAWH IICHUXOJOTWYECKHH >PQPEeKT — MO3BOJIMT
3a0BITh O HEey/aue B OTBETE Ha MPEIbIAYIINI BOIPOC, €CIIN TaKOBas MMEIa MECTO.

— MHorue 3amaHusi MOXKHO OBICTpee pPElINTb, €CIM HE HCKaTh cpa3y MpaBUIbHBINA
BapUaHT OTBETAa, a MOCJIENOBATEIbHO HCKJIIOYATh TE€, KOTOPHIE SBHO HE MOAXOIAT. Merton
UCKIIIOYEHUS TO3BOJISIET B MTOT€ CKOHIIEHTPHPOBATh BHUMAaHHE HA OJHOM-ABYX BEPOSTHBIX
BapUaHTaXx.

—PaccunTpIBaTh BBHIOJIHEHWE 3aJaHUl HY)KHO BCETa TaK, YTOOBI OCTaJOCh BpeMs Ha
MPOBEPKY U N0paboTKy (mpumepHo 1/3-1/4 3ammanupoBaHHOTO BpeMeHH). Torja BEpOSTHOCTh
OINHCOK CBOJUTCA K HYJIIO U UMEETCs Bpems, yToObl HaOpaTb MAakCUMyM OaJsIOB Ha JIETKHX
3aJaHUSIX W COCPEJOTOYHMTHCS Ha pelleHHH Oojiee TPYAHBIX, KOTOpBHIC BHA4Yalle MPUIIIOCH
IPOIYCTHTb.

— Ilpouecc yragslBaHHsS NPaBIIIBHBIX OTBETOB JKENATEIHHO CBECTH K MHHHUMYMY, TaK
Kak 3TO 4YpeBaTo TEM, YTO CTYJCHT 3a0yAeT O TJIaBHOM: YMEHHH HCIIOJIb30BAaTh MMEIOIINECS
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HAKOIUICHHBIC B Y4€OHOM TIpoIlecce 3HaHUs, U OyJeT HaAesIThCcs Ha yaady. Eciau yBepeHHOCTH B
INPaBWJIBHOCTH OTBETa HET, HO HWHTYUTUBHO TOSABISAETCS NPEANOYTEHUE, TO IICUXOJIOTH
PEKOMEHAYIOT OBEPATH MHTYUIIUU, KOTOpasi CUMTACTCS MPOSBICHHEM TIYOMHHBIX 3HAHUU H
OTIbITa, HAXOIAUINXCS HA YPOBHE MOJICO3HAHUSI.

—Ilpu MOATOTOBKE K TECTy WIM JaKe DK3aMEHY HE CIEAYeT MPOCTO 3ay4hBaTh pasJien
yueOHUKa, He0OXO0JMMO MOHSATH JIOTUKY M3JI0KEHHOT0 MaTepuana. IToMy HEMajlo COCOOCTBYET
COCTaBIICHUE Pa3BEPHYTOIO TIaHA, TAOIUI], CXEM, BHUMATEIbHOE U3YYCHHE NCTOPUICCKUX KapT.

Bonbiyro moMomis OKa3bIBAIOT Pa3HOOOpas3HbIE OIMYOJIMKOBAaHHBIE COOPHHKH TECTOB,
HHTepHeT-TpeHaXePhl, MTO3BOJISIOIINE, BO-TIEPBBIX, 3aKPEIIUTh 3HAHUS, BO-BTOPBIX, IPHOOPECTH
COOTBETCTBYIOIIME IICUXOJOTUYECKUE HABBIKU CAMOPETYJISIIUU U CaMOKOHTpouid. VIMEHHO Takue
HABBIKM HE TOJHKO MOBBIIAIOT 3()PEKTUBHOCTH TOJATOTOBKH, MTO3BOJISIFOT 0OJIEe YCIEITHO BECTH
ce0s BO BpeMsi 9K3aMEHa, HO M BOOOIIE CIMOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIbHON
paboThI.

MeTtoauyeckue peKoMeHAAlMH 110 MOATOTOBKE KOMIILIOTEPHOM NMpe3eHTalun

IIpe3enTanus (0T aHTI. «presemtatiom» — TMPEACTaBICHUE) — 3TO HA0OpP KapTHUHOK-
CIAiIOB Ha OMNpEJCICHHYIO TEeMY, KOTOpbIe XpaHsaTcs B (Qaiiie crenuambHoro ¢opmara. Ha
KOKIOM Clalilc MOXHO COJAEpKaTh MPOU3BOJIBHYIO TEKCTOBYIO, TpadUUecKyr WU
BUJCOUH(OpPMALIMIO, aHUMAIMIO, 3BYK M3 TMOATOTOBIEHHOro aynuodailna, arak xe u
3anucaHHblii ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € IOMOIIBIO TporpamMmbl MS
PowerPoint.

IIpe3eHTanum npegHa3HaAYeHbI AJIS:

* OTOOpaXKEHUS HATJIATHOCTH Y4€OHOT0/IEKIIMOHHOTO MaTepuaiia,

e YIIpaBJIeHUSI y4eOHO-TI03HABATENIbHOM 1€ATEIbHOCTHIO ayIUTOPHUH,

e KOHTPOJISI ¥ TIPOBEPKHU YCBOCHMSI IOJAHHOTO MaTepuana,

e 00OOIICHHS U CUCTEMATH3aLMY 3HAHUH,

e peKJIaMBbl TOBApOB, YCIYT,

e co3aanus (OTOATHOOMOB H T.I.

IIpe3eHTalUM MOKHO TEMOHCTPUPOBATH MO-PA3HOMY:

e Ha KOMITBIOTEPE,

e Ha DKPaAHE C MOMOIIBI0 MyJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJIedKpaHe 0oJbmoro hopmara.

Co31aHHbIe MPe3eHTAIUH MOTYT COA€EPKATh:

e TEKCT,

e U300paxkeHus,

e IArpaMMBl,

e PUCYHKH,

e KOMITBIOTEPHYIO aHUMAIIMIO MPOIIECCOB U SIBICHUIA,

* 3ByKOBOE COIIPOBOXKJICHHE,

e aBTOUTYPHI,

e TATPaMMBI

e TUTIEPCCHUIKHY;

e BUJICOPOJIHKH.

IIpaBuiia co3naHus MyJbTUMEIUHHBIX MPe3eHTANM I

OCHOBHO€E MPAaBUJIO MPeE3eHTAIUIA:

[IpocToTa, TakKOHUYHOCTH (MUHUMAJIU3M B TOojade BU3yanbHOW mHMOpmarun). KpaTkoe
U3II0KEHUE MaTepuaia, MakCUuMaabHasi HHPOPMATHBHOCTh TEKCTA.

Caenyroniue npaBuJia npe3eHTaumia:

e UntabenpbHOCTh (BUAUMOCTh M3 CaMBIX JAaTbHUX YTOJKOB TOMEUICHUS U C Pa3IMYHBIX
YCTPOKCTB);

e OTCyTCTBHE HAKOIUJICHHSI, YETKUH TIOPSIOK BO BCEM.

e TmratenbHO CTPYKTYpHpOBaHHAS HHPOPMAITHSI.
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e Hannune KOpPOTKHMX M JIAKOHMYHBIX 3arojOBKOB, MapKHPOBAaHHBIX U HYMEPOBAHHBIX
CIIMCKOB.

e Baxxnyio mHpOpMaIuio (HampuMmep, BBIBOJBI, OMpPEACICHHs, MpaBuia U T.1.) HYXHO
1o/1aBaTh OOJIBIINM U BBIJICJICHHBIM IPUGTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy claija.

» Bropocrenennyro nHPOpMAIIHIO KeTaTelIbHO pa3MenaTh BHU3Y claiiia.

o Kaxxiomy mostoxeHuto (Maee) Haio OTBECTH OT/ICIbHBIN a03arl.

o [1aBHYIO H7I€10 HAJI0 BBUIOKHUTD B IEPBOM CTpOKE ab3ara.

e lcnionb3oBathe TabnuuHbie GOpPMBI peacTaBIeHUs HHPOpMAIIUK (AHarpaMMBbl, CXEMBbI)
JUTSL WULTIOCTPAIMY BaXKHEHIHX (PAKTOB, UTO AACT BO3MOXKHOCTH MOAATh MaTepHall KOMIIAKTHO U
HaIJISITHO.

e ['paduika 10KHA OPraHUYHO JOTIOTHSTH TEKCT.

e OOBsicHEeHHE HAJO pa3MellaTh Kak MOKHO OMKe K WUTIOCTpalui, ¢ KOTOPHIMU OHU
JIOJIKHBI TIOSIBJISITHCSL HA AKPaHE OJIHOBPEMEHHO.

e IHCTpYKIMH K BBITOJHEHUIO 33/1a4 HEOOXOAUMO TIIATEIBHO MPOIyMaTh OTHOCUTEIHHO
UX YETKOCTH, JAKOHUYHOCTH, OJHO3HAYHOCTH.

e llcnionb3oBaTh 3MOLMOHATIBHBIA (POH (XyI0KECTBEHHAs Mpo3a 3allOMHHAETCS JIy4llle,
YeM CHeIUaIbHbIE TEKCThI, & CTUXU — JIYYIlle, YEM IIP03a).

e Bcio TekcTroByto uH(OpMaLMIO HYXHO TIHIATEIbHO MPOBEPUTH HA OTCYTCTBUE
ophorpapudeckux, rpaMMaTHIECKUX U CTHIMCTHYECKHUX OITHUOOK.

o [Ipon3BOANTENBHOCTD MMOJABAEMOI0 MaTEpHUalia YBEJINYUBAETCS, €CJIA OJHOBPEMEHHO
3a[1eiICTBOBaHbl 3PUTENBHBIM W CIyXOBOM KaHalbl BOCIPHATHA HHPOpMaLuu (3apyOeKHbIC
MCTOYHUKHU 3TO HA3bIBAIOT MPUHIMIIOM ModanbHOCTH). [loaTOMy pekoMeHayeTcsi TaM, I/ie 3TO
BO3MO’KHO, HCIIOJTH30BATh JIIsl TEKCTA U TpadUIECKUX U300paKEHUI 3BYKOBOE COMPOBOKICHHE.

DuU3H0JI0THYEeCKHE 0COOCHHOCTH BOCTIPUATHS LIBETOB U (hopM

e Crumynupytouie (TEmible) IBeTa CIOCOOCTBYIOT BO30YXIECHUIO U JCHCTBYIOT Kak
paszapaxkuTtenu (B MoOpsAKe yObIBaHUS WHTEHCHUBHOCTH BO3JEWUCTBHUS: KpPAaCHBIM, OpaH>KEBBIi,
JKETTHIN).

e JlesunTerpupytoniye (XOJOJHBIE) IIBETa YCIOKAWBAIOT, BBHI3bIBAIOT COHJIMBOE
COCTOSTHUE (B TOM K€ TopsiaKe: (PUOJIETOBBINA, CHHHIA, TOTYOOU, CHHE-3€JICHBIH, 3eTICHBIN).

e  HeliTpanbHble LIBETA: CBETIIO-PO30BbI, KEITO-3€JIE€HBINA, KOPUUHEBBII.

e CoueraHue IBYX IIBETOB — I[BETa 3HaKa W IBeTa ()OHA — CYIICCTBEHHO BIIMSET Ha
3pUTENbHBIN KOM(OPT, TpUUEM HEKOTOpPHIE Maphbl I[BETOB HE TOJHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HampuMep: 3eJIeHbIE CHMBOJIBI HAa KpacHOM (OHE).

e Jlyumee coderanue 1BeToB mpudTa u ¢GoHa: OCNBIH Ha TEMHO-CHHEM, YEpPHBIA Ha
0eTIoM, JKeNTHI Ha CHHEM, OpPAaH)KEBbI HAa YEPHOM.

e IIBeroBas cxeMa JIOKHA OBITH OJMHAKOBOM JIJIST BCEX CIIAMIOB.

e JIt000ii pHUCYHOK (pOHA TOBBIMIAET YTOMIISIEMOCTb IJ1a3 M CHMXKaeT 3()(HeKTUBHOCTh
BOCTIpUATHS UH(POPMALIUH.

e Uerkue, sipKue pUCYHKH, KOTOPbIE MEHSAIOTCS, JIETKO «OXBAaThIBAIOT» MOJCO3HAHUE, U
OHM JIy4IlI€ 3alIOMUHAOTCS.

e JlroOol BTOpPOCTENEHHBIH OOBEKT, UYTO JBIDKETCS (AaHUMHPOBAHHBIN), CHHUXKACT
KAaueCTBO BOCIIPUATHUS MaTepuaia, OTBJIEKAET BHUMAHUE, HAPYLIAEeT €€ INHAMUKY.

e [Iloka3z cmaiitoB ¢ (HOHOBBIM CONMPOBOXKIACHUEM HEKEIATEIBHBIX 3BYKOB (TIECEH,
MEJOAMI) BBI3BIBAET OBICTPYIO YTOMJISIEMOCTb, CIIOCOOCTBYET pAacCEeMBAaHUIO BHHUMaHUSA U
CHI)KAeT MPOU3BOIUTEIILHOCTh OOYUCHHUS.

o [Ilomuute! YemoBek MOXKET OJHOBPEMEHHO 3allOMHWHATh HE Oosiee Tpex (aKToB,
BBIBOJIOB, OITPEAECIEHUN.

o Kaxplii cnaiil JOJDKEH OTPa)KaTh OJIHY MBICITb.

e TeKCT NOMKEH COCTOSATh U3 KOPOTKUX CJIOB U MPOCTHIX MPEITIOKEHUM.

e Crpoka nomxHa comepxarhb 6-8 CIoB.

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

o OO1mIee KOIMIECTBO CJIOB HE AOHKHO MpeBhIaTh S0.
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e ['maronsl JOKHEI OBITH B OJHON BPEMEHHOU (opMe.

e 3aroyioBKM JOJKHBI TMPUBIEKAaTh BHUMaHUE ayAUTOPHUM U 00001IaTh OCHOBHBIE
MOJIOKEHUS CIIai/1a.

e B 3aromoBkax q0JDKHBI OBITH U OOJIBIITNE, M MAJIbIE OYKBBI.

e Crnaiifpl TOKHBI OBITh HE CIUIIKOM SPKUMH — JIUITHUE YKPAIICHUS JIUIIb CO3/1al0T
Oapbep Ha yTH 3P hEeKTUBHOM NIepenaun nHHOpMaIUH.

o KonuuecTBo 0;10Kk0B MHPOPMALIUU BO BpeMsi OTOOPa)KEHHsI CTAaTUCTUYECKUX JTaHHBIX
Ha OJTHOM CJaiijie TIOJDKHO OBITh He 0oJiee YeThIpeX.

o [loanucu K WIDTIOCTpALUU pa3sMELIalOTCA M0 HEM, a He HaJ| HEll.

o Bce cnaiinpl mpe3eHTaum 10JKHBI ObITh BBIIEPKAHbBI B OJJTHOM CTHIIE.

OO0mme npaBuJia NCNOJb30BaHUA IPUGTOB

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

JU1st yCTOMYMBOM rapHUTYpPBI TPAJULIMOHHBIMY, 110 MeHbIIEH Mepe, ¢ XIX B. ecTb Takue:

e TMOJTYXUPHBIN WIPUPT Ha3BaHUS CTPYKTYpP TOKYMEHTA,

e KYpCUB — JIOTHYECKOE yJapeHHe, B YACTHOCTHU, Ha (OPMYIMPOBAHUH OCHOBHBIX
MOJI0KEHUH, ONIPEACIICHUH U T. 1.,

e «IIPSIMOI» OOBIYHBIN - OCHOBHOW MacCUB MHGOPMAIUH.

2. TexkcTbl mNpe3eHTAlMi, KOTOPBIE HCIOJIB3YIOT B TICUXOJOTHYECKH HANPSKEHHON
HECTAaHIAPTHOW CHUTyalldd, HaJA0 TOJaTh TapHUTYPOH C YIOPOIIEHHBIM aNTOPHUTMOM
pacrio3HaBaHus, Hampumep, ImpudtTom Arial. DT0 1EenecooOpa3HO BO BpeMs pabOTHI ¢
WHCTPYKIUSMU TPaBUI 0€30MaCHOCTH, HOPMATUBHBIMH aKTaMH, COTJANICHUSMH C MPABOBBIMHU
WJIM UMYILECTBEHHBIMHU MOCIIECTBUSAMH, YCIOBUSAMHU OJIMMITHAHBIX 331aHUN U T.I1.

3. M36eraiite ucnosnb30BaHus Oojiee TpeX pa3IMYHbIX IIPU(PTOB HA OJHOM craiine.
WNnaue uwuraTenb NOPEeXKIACBPEMEHHO YCTAHET, IIOCTOSHHO TBITAasACh BBIOpPATh aAITOPUTM
pacniozHaBanus mpudTa. VickiaroueHne cocTapisieT MHCTPYKIUS MO UCTIOIb30BaHUIO IPU(TOB.

MeTtoauyeckue peKOMeHAalMHU 110 NOATOTOBKE H NIPOBEICHMIO 3a4YeTa
3ayer BBICTaBIIICTCS 0€3 ompoca MO pe3yiabTaraM paboThl CTyAeHTa B TEUYEHHUE

TpPUMeECTpa.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHbBI

Jns  mpoBeneHUs 3aHATHHA JIGKIIMOHHOTO M CEMHUHApCKOTO THIIA HCIIOJIb3YIOTCS
ayAUTOpHH, OOOPYNOBAaHHBIC MYJIBTUMEAMHHBIMH  CPEICTBAaMH  OOYUCHHS: OSKPAaHOM,
IPOEKTOPOM, HOYTOYKOM (IIpY OTCYTCTBUH SKpaHa, HOyTOYKa U MPOEKTOpa — yyeOHas 10CKa).

Jns  mpoBeneHHS TPOMEXKYTOYHOM —aTTeCTalMU 10 AWCLUIUIMHE HCIIONB3YIOTCS
ayaIuToOpus, OCHAIlleHHass Yy4eOHOHl MmeOenpio, 3KpaHoM, HOYTOYKOM M MpOeKTop (mpH
OTCYTCTBHH 3KpaHa, HOyTOYKa M MPOEKTOpa — yueOHas TOCKa).

Jist caMOCTOATENBbHOM paboThl 00yYaromUXCsl MCIONB3YETCsl ayJUTOPHs, OCHAIIEHHAs
KOMITBIOTEPHOI TEXHUKOH C BO3MOKHOCTBIO TOJKIIIOUEHHS K ceTr VIHTepHeT U obecrieueHrneM
JIOCTYTIA B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEAy OPraHU3aIIH.

JInst TpakTH4ecKOW MOATOTOBKH OOYYAIOMIMXCS MCIIONB3YIOTCS ayTUTOPHS, OCHAILICHHAS
yueOHOIl Mebenbio, SKpaHOM, HOYTOYKOM M TPOEKTOp (IpH OTCYTCTBUM SKpaHa, HOYTOyKa U
MIPOEKTOpa — yueOHas J0CKa).

Hcnonp3oBaHne  MHTEPHET-PECYpPCOB  MpENIojiaraeT  MPOBEACHHUE  3aHATHUH B
KOMITBIOTEPHBIX KJlaccax ¢ BBIX0J0oM B MHTepHeT. B KoMmbIoTepHBIX Kiaccax oOydaromiuecs
UMEIOT JJOCTYM K MHPOPMALMOHHBIM pecypcam, K 0a3e TaHHBIX OHMOIMOTEK.

10. OCOBEHHOCTHA OCBOEHMUMSA JAACHUITIINHBI JJUIIAMHA C
OI'PAHUYEHHBIMUA BO3MOXHOCTSAMMUA 310POBbSI

OOyvarommMcss C OTpaHUYCHHBIMH BO3MOXKHOCTSIMH  3JI0POBbSI  TIPEIOCTABIISIOTCS
CrielMagbHble YYEeOHMKH, ydeOHBbIE IMOCOOMS M NUIAKTHYECKHUE MaTepHalibl, CIICIHAIbHBIC
TEXHUYECKHUE CPEICTBAa OOYYCHHS KOJUICKTUBHOTO W WHAMBHUAYAJIBHOTO MOJIb30BAHUS, YCIYTU
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ACCHCTEHTa (THIOTOPA), OKA3bIBAIOMIETO 00YUYAIOIUMCSI HEOOXOIMMYI0O TEXHHUYECKYIO TTOMOIITb, a
TaK)Ke YCIYTH CYpIONepEeBOAUYNKOB U TU(DIOCYPAOTIEPEBOTINKOB.

OcBoeHHE MUCIUIUTHHBI 00YYaIOMIUMHUCS ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0POBBS
MOKET OBITh OPraHM30BaHO COBMECTHO C JAPYTUMH OOYYaIOUIUMUCS, a TakKe B OTAENbHBIX
rpymmnax.

OcBoeHME NUCHUIUTMHBI 00YyYalOIMMUCS ¢ OrPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3]I0POBBS
OCYIIECTBIISIETCS C y4ETOM OCOOEHHOCTEW MCHUXO(DU3HUECKOTO pPAa3BUTHUS, WHAUBHIYAITbHBIX
BO3MOXXHOCTEH M COCTOSIHUS 3/I0POBBS.

B menmsx JOCTYMHOCTH TONyYeHHUs BBICHIETO OOpa3oBaHWs MO 0Opa30BaTEIbHOM
nporpaMMme JIMIaMu ¢ OTPaHUYEHHBIMH BO3MOYKHOCTSIMU 370POBbsI TP OCBOCHUU AMCLMILTUHBI
o0ecrieunBaeTcs:

1) anig AuL ¢ orpaHUYEHHBIMUA BO3MOKHOCTSIMU 37I0POBbSI 10 3PEHUIO:

— MPUCYTCTBHE THIOTOPA, OKA3bIBAIOIINH CTYICHTY HEOOXOAUMYIO TEXHHUUYECKYIO TTIOMOIIIb
C Y4E€TOM UHAMBHUAYAIbHBIX OCOOCHHOCTEH (IOMOraeT 3aHATh pabouee MECTO, MepeABUraThCs,
MPOYUTATh U OPOPMUTH 33/IaHKE, B TOM YHCIIE, 3aMChIBas IOl JUKTOBKY),

— MUCbMEHHbIE 33aJJaHMs, a TAK)KE MHCTPYKIIMH O MOPSAIKE UX BBIIOTHEHUS 0(pOopMIIAIOTCS
YBEJIMYEHHBIM HIpUPTOM,

— crnenuagbHble YYeOHUKH, yaeOHbIE TTOCOOUS U TUIAKTUUECKHE MaTepHaIbl (MMEIOIne
KpYIHBIN WpudT min ayauodaitier),

— MHJIUBUyAIbHOE paBHOMEpPHOE ocBelieHue He menee 300 mrokc,

—Tpu  HEOOXOAUMOCTH CTYACHTY [UUIS BBIIOJIHGHUS 33JaHUSl TPEAOCTaBISCTCS
YBEJIMUUBAIOIIIEE YCTPOMCTBO;

2) Uit IUIT ¢ OTPAaHUYCHHBIMH BO3MOXHOCTSIMU 3JIOPOBBS TIO CTYXY:

— MPUCYTCTBUE AaCCHCTEHTAa, OKAa3bIBAIOIIUN CTYACHTY HEOOXOAUMYI0 TEXHUYECKYIO
IOMOIIlb C YYETOM WHIMBHUAYaJbHBIX OCOOEHHOCTEW (ITOMOTaeT 3aHATh paboyee MecTo,
NepeIBUTaThCs, MPOYUTATh U OPOPMUTH 33JaHHE, B TOM YHCIIE, 3aIUChIBas MO/ JUKTOBKY),

— o0ecrieunBaeTCsl  HAMYKME  3BYKOYCHUJIMBAIONIEH  ammaparypbl  KOJUIGKTHBHOTO
MOJIb30BAaHUSA, MpPHU HEOOXOIMMOCTH O00ydaroIIeMycsl MpPeJOCTaBIsSeTCs 3BYKOYCHUIMBAIOIIAS
anmaparypa UHAUBUIYaIbHOTO TOJE30BAHUS;

—obecrieunBaeTcsl  HaJUIeKAIIMMHU  3BYKOBBIMU  CPEACTBAMHM  BOCIIPOM3BEACHHUS
uHpOpMaLnu;

3) AN UL C OrPaHUYEHHBIMH BO3MOXKHOCTSIMHM 37I0POBbSl, HMMEIOIIMX HapyIIEHUs
OTIOPHO-ABUTATEIHHOTO alnapara:

— MUCbMEHHbIE 3a/IaHUs BBIMOJHSIIOTCS HAa KOMIBIOTEPE CO CIEHUATU3UPOBAHHBIM
POrPaMMHBIM 00€CTICYCHUEM HITH HAIUKTOBBIBAIOTCATHIOTODY;

— 110 XEeJIaHUIO CTYJEHTAa 3aJJaHUsI MOTYT BBIMIOJIHATHCSA B YCTHOH (opMe.
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