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

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

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

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

MapxkeTusr B cepBuce Opranu3anys 1 IJIaHUPOBAHUE JIEATETLHOCTH
IPEANPUATHN CEpBHCA

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

3. INTAHUPYEMBIE PE3YJIbTATBI ObYYEHUA 110 JUCHUIIJIMHE

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

3aga4dyu CepBHCHOfI
ACATCIIbBHOCTH OpraHu3alun

JACATCIIBHOCTBIO

BJIAJIEET HABBIKAMU
OTIpEIICIICHIS TSI 1 3379
CEPBUCHOM JIEATEIHHOCTU

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

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

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




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

4. OFBEM JUCHUILIMHBI U BUJIbI YYUEEHOM PABOTHI

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

Ounas ¢popma oOyueHUs

Bun yaeOHO# paboTh Bcero Tpumectp

4acoB 4

KonTtakTHas pabora (Bcero) 30,2 30,2

B TOM YHCJIE:

1) 3anarus nexuonnoro tuna (JIK) 10 10

U3 HUX

— JIEKITUHU 10 10

2) 3anstusa ceMunapckoro tumna (I13) 20 20

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P) 20 20

— naboparopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAUN

4) nHaMBUAYyadbHAs paboTa

5) npoMeXyTouHas aTTecTalus 0,2 0,2

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

B TOM YHCIIE:

Kypcogoii npoekt (pabora)

PacuerHo-rpaduyeckmne paboTh

KonTtponbHast pabota

Pedepar

CamMonoaroToBka (Ipo4re BUIbl CAMOCTOATEIBHON paOOTHI) 74 74

ITonroroBka K arrecTanuu 3.8 3,8

OOmuit 006eM, Jac 108 108

Dopma NPOMEKYTOUHON aTTECTAUH 3a4er 3a4er

3aounas hpopma oOydeHHS
Bun yuebHO# paboThI Bcero Tpumectp

4acoB 5

KonTakTHasi padora (Bcero) 12,2 12,2

B TOM YHCIIE:

1) 3ansTus nekuuonHoro tuna (JIK) 4 4

U3 HUX

— JIEKIIUH 4 4




2) 3ansTusa ceMmuHapckoro tuma (I13) 8 8

U3 HUX

— cemuHapsl (C)

— npaktuueckue 3ausatus (I1P) 8 8

— naboparopusbie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAlUU

4) uHaMBUAYyadbHAs paboTa

5) npoMeXyTouHas aTTecTalus 0,2 0,2

CamocrosiTesbHas padora (Bcero) (CP) 95,8 95,8

B TOM YHCIIE:

KypcoBoii mpoekt (pabora)

Pacuetno-rpaduueckne paboTs

KontponbHas pabora

Pedepar

CamMonoaroToBka (Ipo4re BUIbl CAMOCTOSATEIBHON paOOTHI) 92 92

ITonroroBka K arrecTanuu 3.8 3,8

OOmuit 006eM, gac 108 108

dopma NPOMEKYTOUHON aTTECTALUN 3a4er 3a4er

OuHo-3a04Has popma 00yUEHHSI
Bun yaeOHO# paboThI Bcero Tpumectp

4acoB 3

KonTakTHasi padora (Bcero) 20,2 20,2

B TOM YHCIIE:

1) 3ansTus nekuuonHoro tumna (JIK) 10 10

U3 HUX

— JICKIUU 10 10

2) 3anstusa ceMunapckoro tumna (I13) 10 10

U3 HUX

— cemuHapsl (C)

— npaktuyeckue 3ansatus (I1P) 10 10

— nabopatopusie padotsl (JIP)

3) rpynnoBbie KOHCYJIbTAUU

4) unauBUAyanbHas paboTa

5) MpOMEKyTOUHAsI ATTECTAIIHS 0,2 0,2

CamocrositeabHas padora (Bcero) (CP) 87.8 87,8

B TOM YHCIIE:

Kypcogoii npoekt (pabora)

PacuerHo-rpadudeckme paboTh

KonTtposbHas padota

Pedepar

CamoroaroToBka (Mpovre BUIbI CAMOCTOSITEIBHON PabOTHI) 84 84

ITonroroBka K arrecTanuu 3.8 3,8

OOmuit 006eM, gac 108 108

DopmMa NPOMEKYTOUHON aTTECTAUH 3a4er 3a4er




5. COAEPKAHUE U CTPYKTYPA JTUCIUIIJINHbI

5.1. Coaep:xaHue TUCHHUILINHBI

Ne paznena
(Tembl)

HaumenoBanue paszena (TeMbl)

Conepxanue paszena (TeMbl)

1

JlokymMeHTalmoHHOE
o0ecrieueHue yrpaBlIeHUs KaK
OTpacib ACATEIbHOCTH

Ilenu u 3a7aun CEPBUCHOU JIEATEIBHOCTH OpraHU3AIUH.
OCHOBHBIE MCTOAbI n IIPUCMBI MJIaHUPOBAHUA,
opraHnusanui, MOTHBAllUW, KOOpAWHALIUM W KOHTPOJIA
JCATCIIBHOCTH ~ OpraHu3anuii  cdepbl CepBHCa H  HX
NOJpa3JIeTICHUH. [Tonsarue JIOKYMEHTAalIHOHHOT'O
obecrnieueHus YIPaBJICHUS. OpranuzanmoHHOE
MOCTPOEHUE CIYXKOBI JIEJOMPOU3BOJCTBA. 3a7aud H
¢ynkuun cnyx6s1 JIOY. Permamenranus cirykObl
JOY. 3aKOHOIaTEebHOE peryimpoBaHue
nenonpousBoacTBa. OCHOBHBIE (DYHKIIUU YIpPaBIICHUS
CEpPBHUCHOI AESATEIbHOCTHIO

JlokyMeHTUpOBaHUE
YIIPABJICHUYECKOU IEATEIbHOCTU

[ToHsiTHE M 3HaAYEHUE JOKYMEHTA B YIIPaBICHYECKON
nestenbHOCTH. CocTaB yIpaBlIEHYECKUX JTOKYMEHTOB.
OOmerocynapcTBeHHBIE HOpPMaTUBHbIE u
METOJIUYECKHE JOKYMEHTBhL. TpeOoBaHMS K TEKCTY
JOKYMEHTa. DJIEMEHTBI TeKCcTa JokymeHTa. dopmarsl
Oymaru u moms. PekBu3ut moxymenTta. Dopmyisp-
obpazeu. brmank nokymenra. I[lopsaok anpecoBaHuMS.
CormacoBanve,  NOANMCAaHUE U YTBEPKICHUSA
JoKkyMeHTa. OTMETKa Ha JOKYMEHTE.

Opranuzanus paboTsl ¢
JOKYMEHTaMHU

[lonaTtne «IOKYMEHTOOOOPOT», €ro aHalu3 u
ocHOBHBIC JTambl. [IpmeM u mepBuuHas oOpaboTka
JIOKYMEHTOB. Pacnpenenenue MOCTYIUBIIIIX
JOKYMEHTOB W perucrpanus AokymeHToB. KoHTpoib
UCTIOJTHEHUS JTOKYMEHTOB. WNudopmannonHo-
crpaBoYHasi paboTa U oTIpaBka 10KyMeHTOB. [loHsTHE
HOMEHKJIATYpHl I, €€ Ha3HaueHHue U MOPSAIOK
cocraBneHus. PopmupoBaHue u odpopMIEHHE JeIl.
XpaHeHHue Jel.

TpebGoBanwus O MOATOTOBKE
paclopsAIUTENBHBIX U
UH(OPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB

PacnopsinutenpHble  JOKyMEHTHI (IIOCTaHOBIIEHUS,
peLIeHUs, PacTIOPSKEHNUs, IPUKa3bl). AKT, IOPSAAO0K €ro
opopmienus. Ciyxebnsle 3amucku. [IpoTokos.
Crnpaska.

JIOKyMeHTHI,
periiaMeHTHPYIOLIUE
JIeSITeNIbHOCTh OpraHu3aluu

YecraB W JIOKaJIbHBIE  HOPMATHUBHBIE  aKTHI.
[Tonoxenune. UHCTpYKUIHH.

I[OKYMGHTaHI/IH 110 INYHOMY
COCTaBy

Knaccudukanus 1oOKyMeHTOB 0 TUYHOMY COCTaBY,
UX y4eT M XpaHeHHe. /JJOKyMEeHTHpOBaHHME IIpHEMa Ha
paboty. TpynoBoii noroBop. Ilpukassl mo JMYHOMY
COCTaBy M TpyHoBas KHWXKa. JIOKyMEHTalMOHHOE
o0ecrieyeHne TNepeBoJa, MOOIMIPEHUH M B3BICKAHHIA.
Odopmnenue OTIYCKOB. JlokyMeHTHUpOBaHUE
KOMaHIUpOBaHUA  paboTHUKA U odopmieHue
yBOJIbHEHUS. JIMYHas KapTO4Ka U JUYHOE JIETIO.

JloxymMeHTanus no 10roBOpHoO-
MPABOBBIM OTHOILICHUSIM
YKOHOMUYECKOU JIEeATEIbHOCTH

[Mopsimok cocraBieHust KOHTpakTa. [IpaBuna u popmer
KOMMEPUYECKOH MEPENUCKHU C I€JI0BBIMU MAPTHEPAMH.
CnyxeOHble THChbMa: KIacCU(UKAIUS, CTPYKTYpa,
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crannapTHbie (Gpasbl U BeIpaxeHus. Tenerpamma,
tesiehoHOrpamMma, Qakc.

5.2. CTpyKTypa IMCHUILIHHBI
ouHas popma 00ydeHUs

Ne HaumenoBanue pazzena (TeMbl) KonuuecTBo yacos
paznena Bcero JIK C np | JpP | ... | CP
(Tembl)
1 JlokymMeHTaImoHHOE 00eCTIeYeHIE 12 2 10
yIpaBIEHUS KaK OTPACib JEATEIbHOCTH
2 JlokyMEeHTUpOBaHHE YIIPABICHYECKOU 16 2 4 10
JESTEIIbHOCTH
3 Opranu3anus paboThl C JTOKYMEHTAMH 16 2 2 12
4 TpebGoBaHwus IO MOATOTOBKE 18 2 4 12
pacropsIuTeIbHbIX U HH()OPMAITHOHHO-
CIIPABOYHBIX TOKYMEHTOB
5 JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 16 2 4 10
JIeSITeNIbHOCTh OpraHu3alun
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 14 2 2 10
7 JloxyMeHTa1us mo 10roBOPHO-MPABOBBIM 12 2 10
OTHOUIEHUSIM YIKOHOMHYECKOMN
JIESITEIIbBHOCTH
8 ATTtecranus 4
O06mmii 06bem 108 10 20 74
3ao4yHas hopma 0OydeHHs
No HaunmenoBanue pazzaena (TeMbl) KonnuecTBo yacos
paszena Bcero JIK C nmp | Jip| ... | CP
(TembI)
1 JlokyMeHTaIMoHHOE o0ecTieyeHne 10 10
yIpaBJIeHUs KaK OTPaCib EATEIbHOCTH
2 JIOKyMEHTUPOBAaHHUE YIIPABIECHYECKON 14 2 12
JIESITEIIbBHOCTH
3 Opranuzanus paboThl ¢ JOKyMEHTaMU 18 2 2 14
4 TpebGoBaHwus O MOATOTOBKE 18 2 2 14
pacropsaIuTeIbHbIX U HH()OPMAITHOHHO-
CIIPABOYHBIX TOKYMEHTOB
5 JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE 16 2 14
JIeSITeNIbHOCTh OpraHu3aluu
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 14 14
7 JlokymeHTanus 1o J0roBOPHO-IIPABOBBIM 14 14
OTHOUIICHUSIM SKOHOMHYECKOI
JESTEIIbHOCTH
8 ATTecTanus 4
O0umii 00bem 108 4 8 92




O04YHO-3a04Hast (popma o0ydeHus

Ne HaumenoBanue pazzena (TeMbl) KonunuecTBo yacos
paznena Bcero JIK C np | JP | ... | CP
(Tembl)
1 JlokymMeHTaImoHHOE 00eCTieYeHNE 14 2 12
YIPaBJICHUS KaK OTPaCb AESITEIbHOCTU
2 JlokyMEeHTUpOBaHHE YIIPABICHYECKOU 14 2 12
JESATEIbHOCTH
3 Oprann3anus paboThl C JTOKYMEHTAMH 16 2 2 12
4 TpeGoBaHwMsI 10 TTOJTOTOBKE 16 2 2 12
pacnopsAUTENbHBIX U HHPOPMAIIHOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
5 JIOKyMEHTBI, perjiaMeHTUPYIOIINE 16 2 2 12
JIeATEIbHOCTh OPraHU3alun
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 16 2 2 12
7 JloxkyMeHTanus mo 10roBOPHO-MPABOBBIM 12 12
OTHOUIEHUSIM YIKOHOMHYECKOMN
JIESITEIIbBHOCTH
8 ATTtecranus 4
O06ummii 06bem 108 10 10 84
5.3. 3aHATUSA CEMHUHAPCKOT0 THIIA
ouHasi hopMa oOyueHus
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TembI)
1 1 [P JlokyMeHTaIlMOHHOE O0ecTIeueHUe YIIPABICHUS KaK 2
OTpaciib JeSITeIbHOCTH
2 2 [P JIoKkyMEHTUpOBaHUE YIIPABJICHUYECKON NEATEIIbHOCTH 4
3 3 I1P Opranuzanus paboThl ¢ JOKyMEHTaMU 2
4 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 4
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB
5 5 [P JIOKyMEHTBI, perIaMEeHTUPYIOIIUE AEATEIbHOCTh 4
OpraHu3aIu
6 6 ITP JloxyMeHTanus mo JIMYHOMY COCTaBY 2
7 7 I1P JlokymeHnTanus 1o J0roBOpPHO-IPABOBBIM OTHOILICHUSAM 2
SKOHOMMUYECKOH 1eATeIbHOCTH
3ao4yHas hopma 0OydeHHs
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TembI)
1 2 I1P JIOKyMEHTHPOBAaHUE YIIPABICHYECKON ACSITEIBHOCTH 2
2 3 ITP Opranu3anus paboThl C JTOKYMEHTAMH 2
3 4 I1P TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 2
MH(OPMaLOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 I1P JIOKyMEHTBI, pErIIaMEHTUPYIOLIUE ACATENbHOCTD 2
OpraHu3aluu




04YHO-3a04Hast (popma o0ydeHus

Ne /i Ne Bun HaumenoBanue KonunuectBo
pazznena | 3aHATUSA 4acoB
(TeMbr)
1 2 ITP JIoKyMEHTUpOBaHUE YIIPABJICHUYECKON NEATCIIbHOCTH 2
2 3 I1P Opranuzanys paboThl ¢ JOKyMEHTaMU 2
3 4 [P TpebGoBaHMsI IO MOATOTOBKE PACTIOPSIUTEIBHBIX U 2
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 [P JIOKyMEHTBI, periaMeHTUPYIOIIUE AEATEIbHOCTh 2
OpraHu3aIn
5 6 [P JloxyMeHTanus mo JIMYHOMY COCTaBY 2

5.4. KypcoBoii npoexT (KypcoBasi padora, pacueTHo-rpadpuueckas padora, pedepar,

KOHTPOJIbHasi padoTa)
IIpumepHas TemaTHKa pedepaToB:

1. HopmatuBHO — ITpaBOBBIC aKThI B chepe TYPUCTCKOTO OM3HEca.
2. HopmaTuBHO — npaBOBbIE aKThl B TOCTUHUYHON UHAYCTPHH.
3. HopwmatuBHO — IpaBOBBIC aKThl B PECTOPAHHOM OM3HECE.
4. JlokymeHTanusi mo oOECHEUYEeHHUI0 U TMOATBEPKICHUIO KadecTBa YCIYr TYpPUCTCKOTO
PEITPUSITHSL.
5. JlokymeHTanus mo oOecrneyeHuI0 U MOATBEPKIACHUIO KauyecTBa YCIyT TOCTUHUYHOTO
PEIITPUSITHSL.
6. JlokymeHTanus Mo oOECHEeUeHHUI0 U MOATBEP)KICHUIO KauecTBa YCIYT MPEANpHUSITHS
MUTAHUS.
7. Pa3paboTka 10DKHOCTHOW HHCTPYKIIMHM MEHEKepa TYPUCTCKOTO MPEITPHUSITHS.
8. Pa3paboTka TOMKHOCTHOM MHCTPYKIIMK MEHEKEpPa TOCTHHUYHOTO TPEATIPHSTHS.
9. Pa3paboTka TOMKHOCTHON MHCTPYKIIMM MEHEKEpa NMPEANPUATHS TUTAHUS.
10. Pa3paboTka 1oroBopa o0 opraHu3aliy NepeBO30K TYPUCTOB.
11. CronbmoBoe (mpuKa3HOE) ACIOMPOU3BOICTRO.
12. Komnexckoe ea0mnpou3BoJICTBO.
13. McnonHuTenpHOE AeI0NpPOU3BOICTBO.
14. Poccuiickue TEXHOJIOTHH JEI0IPOU3BOJCTBA B XX BEKE.
15. OcobenHocT 0(hOPMIICHHS IEITOBBIX MUCEM B aHTJIOSI3BIYHBIX CTPaHAX.
16. Cneuunguka 1e10BOi KOPPECTIOHACHIINH HA (PPAHITY3CKOM SI3BIKE.
17. OcobernHoctr 0hOpMIICHHS TTUCEM HAa HEMEIIKOM SI3BIKE.
18. CymHOCTh U 0COOCHHOCTH KOH(PUACHIIUATHHOTO JeOTPON3BOACTBA.
19. Omnpenenenne coctaBa KOHPUACHITUATHHBIX JOKYMEHTOB.
5.5. CamocTosiTesibHast pabora
Ne Bun camocrositenbHOM paboThI KonunuecTBo yacos
paznena
(Tembl)
OuHas 3a04yHasi | OYHO-
3a04Has
1 [TonroroBka K MpakTUYECKOMY (CEMHHAPCKOMY) 10 10 12
3aHATHIO
2 [loaroroBka K NnpakTUYeCKOMY (CEMHHApPCKOMY) 10 12 12
3aHATHIO
3 PaboTa ¢ HayYHbIMH HCTOYHUKAMHU 12 14 12
4 [ToaroToBKa K MPaKTHIECKOMY (CEMUHAPCKOMY) 12 14 12
3aHSTHUIO




5 CobecenoBaHue 1o pe3ybTaTaM aHaIu3a 10 14 12
HAaYYHBIX UICTOYHUKOB

6 [ToaroToBKa K MpakTHIECKOMY (CEMUHAPCKOMY) 10 14 12
3aHATUIO

7 ColecenoBanue 1o pe3yabTaTaM aHaIu3a 10 14 12
HAaYYHBIX UICTOYHUKOB

6. OPA30OBATEJIBHBIE TEXHOJIOI'MHU

[Ipu ocymecTBieHnH 00pa30BaTENBHOIO TMPOIEcCca IO TUCHUIUITHHE WCIIOIb3YIOTCS
crnenyomuye nHGOpMaluOHHbIE TEXHOJIOTHHU:

— cOop, cucTemMaTH3aIys U Bbllaya yueOHOM U Hay4HOU HH(pOpManuu;
— 00paboTKa TEKCTOBOH, rpadyUueCcKOr U SMITUPUIECKON HH(DOpMAITUH;

— MOATOTOBKA, KOHCTPYUPOBAHUE U MIPE3CHTAIMSI UTOTOB YU4eOHOM eI TeIbHOCTH;

— CaMOCTOSITENIbHBIA TOWCK JIOTIOJHUTEIBHOTO Y4eOHOTO M HAy4yHOTO MaTepuala, C
HUCIOJIL30BAHUEM ITOUCKOBEIX CUCTEM U CAUTOB CETU I/IHTepHeT, SJICKTPOHHBIX 6H6JII/IOT€‘-IHBIX
pecypcoB u 0a3 JaHHBIX;
— HUCIIOJIB30BaHUC 3HeKTpOHHOﬁ IIO4YThI, COLIMAJIBHBIX ceren IJid paCChUIKH, ICPCIUCKU U
00CYX/ICHUSI BOSHUKIITNX YI€OHBIX TIPOOJIEM, KOHCYIbTAIUH.

I/IHTepaRTI/IBHLIe N AaKTHUBHBIC 06p330B3T€J’[LHLIe TEXHOJOI'nn

Ounas ¢popma o0ydeHHs

No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KonnuectBo
TEMBI I13, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P IIpesenranuu 4
6 I1P ITpezenTannmn 2
3aounast popma 00yueHust
Ne Bun 3anstus (J1, Hcnons3yeMble UHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) o0pazoBarTebHbIC TEXHOJIOTUH JacoB
4 I1P IIpesenranuu 2
OuHo-3204Hasi popMa 00yUeHHs
No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KonnuectBo
TEMBI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
4 I1P IIpesenranuu 2
IIpakTHyeckasi NOArOTOBKA 00y4YarOMIUXCS
Ne Bupn 3ansrus Bunast pador KonnuectBo yacos
pasgcia (.HK, HP, .HP) 0ODdO 300 | O3D0
(Tembl)
2 1P Pazpabotka YIpaBJICHUYECKOU 4 2 2
JIOKYMEHTAIUU
4 [P Pazpabotka pacnopsaIUTENbHBIX 2 1 4
JTOKYMEHTOB
4 1P Pazpabotka wuH(pOpPMAIIOHHO-CIIPAaBOYHBIX 2 1 2
JIOKYMEHTOB
5 1P Pazpabotka JIOKYMEHTOB, 4 2 2
perlaMeHTUPYIOLIUX NEeSATEIbHOCTh
opranm3anyu  (JIOKaJbHbIE HOPMATHBHBIE
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aKTBbl, TOJIOKEHU S, THCTPYKIIH)

6 1P PazpaboTka JTOKyMEHTOB IO JIMYHOMY 2 - 2
cocraBy (TpyIOBOW JOTOBOp, TpYAOBas
KHIKKA U Ap.)

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

7.1. MeToan4yeckne MaTepHuaJibl, ONpeaessiionue npoueaypbl OieHMBAHUS B
paMKax TeKyuero KOHTpoJsi yCneBaeMoCTH

[Tpouienypa onleHUBaHUS TIPOUCXOAUT C MCIIOIH30BAHIEM METOJa TECTUPOBAHMUS, OLICHKH
MPAKTUYECKUX 3aJaHui, ypOBHS MOJITOTOBKU CTYJEHTa MPHU OTBETE HA BOMPOCHI MPU YCTHOM
orpoce.

MeTtoauyeckoe onucaHue NOArOTOBKH U NPOBeIeHNs] TECTHPOBAHUS

He menee, ueM 3a HeZlenio 10 TECTUPOBAHUS, TIPETIOAABATEIh OMPEAeIsIeT 00yqIaroImuMCs
UCXOJHBIE JTaHHBIE JUIsl MOATOTOBKH K TECTUPOBAHUIO: pa3febl (TEMbl, BOIPOCHI), 10 KOTOPHIM
OyayT 3a1aHus B TECTOBOU (opMe, JIUTEpaTypy M UCTOYHHUKH (C TOUYHBIM YKa3aHUEM pa3zieiioB,
TeM, cTaTei) JIsl MOATOTOBKH.

TecThbl BBIOIHSIOTCS BO BPEMSI ayUTOPHBIX 3aHATHH (MMPAKTUIECKUX ).

KomnruecTBo BOIpoCcoB B TECTOBOM 33JaHUH ONPEEIISIETCS IPEnoaaBaTesieM.

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

NuauBuayanbHOE TECTOBOE 3a/laHuE BbIIAeTCs 00ydaromeMycsi Ha O0yMa>KHOM HOCHUTEJNE.
Takxe TeCTUPOBAaHHE MOXKET NPOBOAUTHCS C HUCIOIB30BAHWEM KOMIBIOTEPHBIX CPEACTB U
IpOrpaMM B CHEHAIbHO 000PYJOBAHHBIX TOMEIICHHUSX.

[Tpu pOXOXKIECHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHUKAMU HE
pa3pelieHo.

[Tpumepsbl TECTOBBIX 3a/JaHUI, a TaKKe KPUTEPUU U IIKaJa OIEHKHU MPHUBEACHHI B I1.3.
®DoHJ1a OIIEHOYHBIX CPEJICTB.

MeTtoanyeckoe onucanne NOArOTOBKH U MPOBeIeHUs YCTHOIO OMpoca

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

OcHOBHBIE BONPOCHI IS YCTHOTO OINpOCa JOBOJATCA [0 CBENEHUS CTYAEHTOB Ha
MPEbIIYIIEM 3aHATHH.

KonuuecTBo BOpocoB omnpeaenseTcs mpenoiaBaTeieM.

Bpems npoenenus onpoca ot 10 muHyT A0 1 akageMudeckoro yaca.

VYcTHBIE ONPOCHI HEOOXOAMMO CTPOUTH TaK, YTOOBI BOBJEYh B TEMY OOCYKICHHS
MaKCHMaJdbHOE KOJMYECTBO OOYYAIONIUXCSl B TPYIIE, TMPOBOAUTH Tapaliend C YyxKe
MPONJCHHBIM y4EOHBIM MaTepuaioM JaHHOW AUCHUIUIMHBI U CMEXHBIMU KypcaMu, HaXOAWUTh
ylayHble MPUMEPHl U3 COBPEMEHHOW JCHCTBUTEIHHOCTH, YTO YBENIHYUBaeT 3((HEeKTHBHOCTH
YCBOEHHUS MaTepHaja Ha acCOLMALIUSIX.

[Tepeuenb BOMPOCOB /sl MPOBEACHUS YCTHBIX OMPOCOB, a TaKXKE KPUTCPUU M IIKala
OIICHKH TTpuBeAeHBI B 11.3. DOH/1a OLIEHOYHBIX CPEACTB.

MeToauyeckoe onucaHue MOATOTOBKH M MPOBeIeHNS MPAKTUYECKUX 3 aHMii

[IpenogaBatens 3apaHee MOATOTABIMBAET BEChb MH(MOPMAIIMOHHBIM KOMIUIEKC, TOTOBUT
Onanku C 3agaHusMH. BpeMms pemieHus 3adaHus YKa3aHoO B camoM Omanke. CTyIneHTHI
CaMOCTOSITENIbHO U3y4aloT U MpopabaThIBalOT TEOPETHUECKUN U CITPABOYHBIA MaTepHal Mo TeMe.
3amaHuss Ha YCMOTPEHHE TIPEroAaBaTelsi MOTYT OBbITh MPEAJIOKEHBI I PEHIeHHUS Kak
WHAUBUAYAJIbHO, TaK U MOATPYIIE CTYACHTOB (10 3 4ETIOBEK).

CopgepxaHuie 3aJaHWil, a TaKKe KPUTEPUH M MIKaNa OIEHKU mpuBeAcHbl B 1.3. DoHma
OLICHOYHBIX CPEJICTB.
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7.2. MeToanuecKkue MaTepuaJbl, onpeae/siiomme Npoueaypbl OeHUBAHUSA B paMKax
MPOMEKYTOYHOM aTTeCTAlMHU

[IpomexxyTouHas arTectaius - 3a4eT

[TpomexxyTouHasi aTTecTalus MPOBOAUTCS B (popme 3auerTa.

3a4eT BBICTABIISIETCS 11O pe3yjibTaTaM TCKYIICTO KOHTPOJIA YCIICBACMOCTH.

[To ouHoli Qopme o00ydeHHs 3a4eT BBICTABISETCS [OCJIE IMOCIEIHEro 3aHATHS
CEMHUHAPCKOI0 TUIIA B TPUMECTpE.

[To 3aouHoifi Qopme o0O0y4yeHHs 3a4eT BBICTABISIETCS B CIELHUAIbLHO OTBEACHHOE
pacniucanueMm ceccud Bpems. [lpm 3TOM BO BpeMms 3ayeta MpenojaBaTelb MPOBEPSIET
BBIMIOJTHEHHBIE CTYyJEHTAaMH 3aJaHus, a TakXKe 3a/laeT JOMOJHHUTEIbHbIE U YTOUYHSIOLIUE
Bompockl. Ha arrecranuio kaxx10ro ctyienTa oTBoauThes 0,2 akaieMUuecKuX yaca.

TunoBbie KOHTPOJIbHBIC 3aJaHUA
TunoBble 3agaHus A5 TEKYIICro KOHTPOJIA YCIIEBACMOCTH

IlepeyeHb TUNOBBIX IPUMEPHBIX MPAKTHYECKUX 3aaHMIT

Bapuanr 1

3ananme 1.

B mae 2018 r. 66110 cozmano OO0 «Duankay. PykoBoaCTBOM OBLIIO IPEITIOKEHO CO3/1aTh
B crpyktype OOO KaHLENsApUI0O M BBECTH €€ B COCTaB aJMUHUCTPATUBHO-XO3SIHCTBEHHOTO
otaena. [Ipotus 3TOrO penieHus BeICTyNWIA 3aBeAyromas kanuenspueit Opnosa A.Jl.

Kro mpaB B cnoxuBmieiics cutyanun? Kakum o6pazom OpnoBa A.Jl. noka3biBana
PYKOBOJICTBY CBOIO TOUKY 3pEHHUSI?

3ananmue 2.

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

Kakumu noxkymeHTamMu JOJKHA OBITH pErjJaMeHTHpOBaHa JEATEIbHOCTh CO3/JaHHOTO
otnena? Kak oHM cOCTaBIsAIOTCS?

3aganue 3.

Kakoif JOKYMEHT sIBISIeTCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUISIONIUM CHCTEMY
JIOVY B xoHKpeTHOUM opranu3anuu ¢ ydetom ee crenuduku? Kak oH cocraBisieTcs, oOperaer
IOPUANYECKYIO CHITY?

3aganue 4.

C kakoil menblo cosgaercs Talenb yHUDUUIUpPOBAaHHBIX (opM mokymeHnToB? Kakas
METO/IMKa pa3pabOoTKH Tabesst NCIONb3YyeTCs?

3ananmue 5.

Kak pazpaborate anp00M yHUDUIMPOBAHHBIX (OPM JOKYMEHTOB, CO3/1aBaCMbIX B
opranuzaiuu? Kakosa 11e5b ero co3nanus?

BapuanT 2

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

3ananmue 2. AxunonepHoe oomectBo «Boctok» (114311, Mocksa, yin. Habepexnas, 1. 16,
kopr. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, MHH/KIIII
0000000000/000000000) siBsieTcst KpynmHOM opraHu3anuei. Ero opraHu3amvoHHasi CTpyKTypa
BKIIIOUAET TPH JCMapTaMeHTa (B COCTaBE KaXJIOTO 0Opa30BaHO OT YETHIPEX JIO IIECTH OT/AEIIOB).
Jlupektop Kaxaoro aemapraMmeHTta sBisercs wieHom CoBera aupektopoB OOmiectBa ¥ B
mpelenax CBOCH KOMIETSHIIMM HMEET MPaBO TMOINUCH OKYMEHTOB, HCXOMSAIIUX U3 €ro
nonpaszzeneHus. B HacTosiee BpeMs BcTald BOMNPOC O MOATOTOBKE M BHEIPEHUH B NMPAKTUKY
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pabotel, kpome Omanka AO «BocTok», eme U OJaHKOB JIEMapTaMEHTOB 3TOTO aKIMOHEPHOTO
oOmiecTna.

CrpoekTupyiite oOmmii OnaHK opraHm3aruu, oOmmMi OnaHk W OJaHK s TUChMa
Henapramenta mepeBo3ok AO «Bocrok», OnaHk mucbMa gupekTopa JlemaprameHTta
npoussoactBa AO «BocTok».

3ananue 3. Buie-mpe3uIeHT akKIIMOHEPHOT0 KoMmMmepueckoro 6anka «Cupuyc» (321674, T.
C, yn. FOxnas, 13/2, ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BBICKa3aJl HAYadbHUKY KaHIEISIPUH TIOKEIIAHWE HMMETh ONaHK ¢
yKa3aHUEM CBOCU JIOJDKHOCTH, MOTUBUPYS €T0 TEM 0OCTOSTENLCTBOM, UTO OH BEIET OOIIUPHYIO
MEPETUCKY.

[IpaBomMoYHO Jin OXkenaHue Bule-npe3uaeHTa? Kak nomkeH BRITISACTh Takol OaHK?

3ananue 4. Vicnonssys popmyisap obpaserr, CIpOSKTUPYHTE:

a) OmaHK mUcbMa (C MPOJIOJBHBIM PACIIONIOKEHUEM PEKBU3UTOB), €CIH HCIOIB3YIOTCS
caenyromue peksusuthl: 03, 05, 08, 10, 11, 12, 15, 17;

0) OnaHk mpukasza (C MPOJOJBHBIM PACHOJIOKEHHEM PEKBU3UTOB), €CIHU HCIIOJB3YIOTCS
caenyromue peksusutsl: 05, 09, 13, 10, 11, 17;

B) OnaHK 3asBICHHS (C YIJIOBBIM DPACIONIOKCHHEM PEKBU3UTOB) HA UMS TE€HEPAIHLHOTO
nupektopa OAO «Akcon» KocunieBa A.B. o mpenocraBieHMHM MaTE€pUaTbHOW MOMOIIU B
pasmepe 10 MPOT B cBsA3U € TSXKENBIM CEMEUHBIM MOJIOKEHUEM.

3ananue 5. B uacnexkuuu denepanbHOM HAIOTOBOW CITyKObI 110 JICHUHCKOMY paliOHY T.
CraBponossi BO3HHMKJIa HEOOXOAUMOCTh B pa3paboTKe OJlaHKa pacHOpsDKEHHUS A OThena 1o
pabote ¢ HamoromiareabukamMu. CIpoeKTHPYHTE Takoi OJaHK (C YIJIOBBIM PacIOIOKEHHUEM
PEKBU3HUTOB), €CIIU B IAHHOM CJIy4ae UCIOJb3YIOTCs chenaytonie pexksusutel: 01, 05, 06, 09, 13,
10, 11, 17.

KpuTepuu u mkaJia olieHKU pelieHusi NPaKTHYeCKOro 3aJaHus
Ouenka Kpurepun
OT1au4yHo Omauuyno  CTaBUTCS, €CIU COAepKaHHE pabOThI/OTBETa IMOJIHOCTHIO
COOTBETCTBYET 3ajaHuio. OOydarouuiics, JAEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTH4YeCKOoe M TIyOOKOe 3HaHME Yy4eOHOTO Marepuanga, yMEHHUE
CBOOOJHO BBITIONIHATH MpaKTU4YeCKoe 3ajaHue. [[odHO ocBemaer 3aJaHHYIO
TeMy, €€ aKTyaJlbHOCTh U HOBU3HY. Marepuan H3J0XKEeH B OMNpeIesIeHHOM
JIOTUYECKOU MOCIIE0BATEIHLHOCTH, JTUTEPATyPHBIM  SI3BIKOM, C
HCIIOJIb30BAaHUEM COBPEMEHHBIX HAay4YHbIX TepMHHOB. OOydarommiics
MPOJEMOHCTPHUPOBAN B TOJTHOM 00beMe HEeO0OXOIWMbIC 3HAHUS U yYMEHUS,
YMEHHE T0JIb30BAaThCSl HOPMATUBHOM, CHPAaBOYHOM U  CHEHHATBHOMN
JUTEpaTypoil; 000CHOBAHHOCTh PE3YJIbTaTOB U BBIBOJIOB, OPUTHMHAIBHOCTD
UJICH; CIOCOOHOCTh MPEACTABISATh PE3YNIbTAThl UCCIECIOBAHNS B TBOPUECKOM
dopme; o00OCHOBaHME BO3MOKHOCTH IPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTyYEHHBIX JaHHBIX. [IpogeMOHCTpUpOBaH JTUYHBINA BKIIAJ 00YJarOMIETOCs
B paboty. OdopmieHrne pabOThl B II€JIOM OTBEYAIOT YCTAHOBJIECHHBIM
TpeOOBaHUSM.
Xopomuro Xopowo craBuUTCS, €ClIH coAepXaHWe padoOTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYET 3afaHuto. OOydamomuiics IEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JIMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW IMOCIIEN0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHbIE ONMMOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO TpeOOBaHWIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTAaTOYHO, OTpakeHAa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPUPOBAH
JUYHBIA BKJIaa oOywaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.
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Ynosaersop | [lpu  yoosremeopumenvnom  oTBeTe  coaepkaHMe  pabOTHI/OTBETa
UTEeJIbHO HEJOCTAaTOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUIO. 3aJaHHe BBIIOIHEHO
gactuyHo. OOyyarommiicss IEMOHCTPUPYET HEIOCTaTOYHOE OCBEIICHHE
SaI[aHHOﬁ TCEMbI, JOMYHICHBI NOTPCIIHOCTH U HECTOYHOCTH, JOIMYCKACT OAHY
CYIIIECTBEHHYIO OIHMOKY, HO 00JagacT HEOOXOAMMBIMH 3HAHHMSMHU IS WX
YCTpPAaHEHMsS IOJ PYKOBOACTBOM Ipenogasareins. HaydHas tepMuHOIOrUs
UCTIONB3YETCSI HEAOCTAaTOYHO, BBIBOJBI HE OOOCHOBaHBI. JIMUHBIA BKIAn
oOyuyaromerocss B paboty HenmocratoueH. Odopmiienue paboTel He
TIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

HeynoBnaers | [Ipu Heyoosremeopumenvhom OTBETE€ coAep:kaHUE paOOTHI/OTBETa He
OpHUTEJIbHO | COOTBETCTBYET 3alaHHi0. B paboTe MpoJeMOHCTPUPOBAH HHU3KUH YPOBECHb
3HAHUU n YMCHHﬁ, Ha6J’IIOI[aIOTC5I 3HAYUTCIbHBIC HETOYHOCTH B
UCTIOJIP30BaHUU HAYYHOW TEPMHHOJIOTHH, HET BBIBOJIOB, OTPAHUYCH 00BEM
COJIepKaHUsl BBIOTHEHHOTO 3anaHus. OdopmieHne paboThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBAHHSIM.

IlepeyeHb NpUMEPHBIX BOIPOCOB /LISl YCTHOI'O OIIPOCca

1. Ilenu u 3a1auu CEPBUCHOM AESITEIBHOCTHA OpPTraHU3aALINH.

2. OCHOBHBIE METOABI W IPUEMBbl IUIAHUPOBAHUS, OpPraHU3AlMHM, MOTHUBALIMH,
KOOPJAMHAIMU U KOHTPOJIS ACATEIbHOCTH OpraHu3aIiil chepbl cepBrca U UX MOAPA3/ICTICHHA.

3. HoxymenTanmonHoe obecniedenue ynpasienus (JJOVY).

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

5. YpoBHU yIpaBlIeHUSI W TPOIECCHl OPraHu3alMi. YPOBHM YIOPaBICHHS B MaJlod
opranuzanuy (pPyKOBOASIIUN W ONEPAaTHBHBIN), B CPEOHMX U KPYMHBIX (PYKOBOISIIMIA,
CTPAaTeTUUYECKHM, TAKTUICCKUN U OTIEPATUBHBIN ).

6. JlokyMeHTHpOBaHHbIE MH(POpPMALUs U YIPABICHYECKHE DPELICHUS COOTBETCTBYIOLIMX
YPOBHEHM.

7. JIOKyMEHTBI, HCHOJIb3YEMBIE PYKOBOJUTENIAMHU WU HCIOJHUTEISIMU TPU BBIIOIHEHUU
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPraHU3AIMOHHO- PACIOPAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHUE HOPMATUBHBIE U TEXHUYECKHE).

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

9. HopmartuBHO-IpaBOBOE ¥  HOPMaTHBHO-METOAMYECKOE  peryiaupoBanue OV
(HalMOHANbHBIE CTaHAAPTHI, TOCYJAapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasinenus u ee uenu, 'OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXuBHOE A€0. TepMHUHBI U
onpeaenenuss, ['OCT P 7.0.97-2016 «YHudumnmpoBaHHbIE CHUCTEMBl JOKYMEHTAITUN,
OOmepoccuiickuil  Knaccu(UKaTop  yNpaBiIEHYECKOW  JOKYMEHTAallud, TOCYAapCTBEHHBIC
uHcTpyKuuu 1o JI0VY).

10. OcHoBHbIEe (DYHKIIMH YIIPABICHUS CEPBUCHOM IEATEIHHOCTBHIO.

11. ITonsThe knaccuduKauu JOKYMEHTOB.

12. Knaccudukamuss HOKYMEHTOB IO Crmoco0y JTOKyMEHTHpOBaHHs, 10 cdepe
WCITOJIH30BaHUS, 10 MECTY COCTaBJICHHS, IO TPUdy OrpaHUYeHHs AocTyna (Tpudbl JOKYMEHTOB),
[0 TIPOUCXOXKJIEHHUIO, O IOPUIMYECKOW 3HAUYMMOCTH, MO (OpMe H3II0KEHUs, MO CpOKaM
XpaHEHHUS.

13. TloHsiTHE »BIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DSICKTPOHHOMY JOKYMEHTY.
[IpeumyiiecTBa 1 HELOCTATKH 3JIEKTPOHHOIO TOKYMEHTA.

14. DnexTpoHHBII JOKYMEHTOOOOPOT M €ro PperyJMupoBaHHE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHeHUsI FTEKTPOHHBIX TOKYMEHTOB.

15. YHuuumupoBaHHble CHUCTEMbI IOKYMEHTAIMU: IOHITHE, BUAbI (OpraHU3alMOHHO-
pactopsIANTEIbHON JOKYMEHTAIMH; OaHKOBCKOM JTOKyMEHTAIlMu;, (UHAHCOBOW, yYETHOH M
OTYETHOM OyXrantepckoi TOKyMEHTAllMH OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAlMN; YYETHOU U OTYETHOM NOKYMEHTALUU MPEANPUATUI; JOKYMEHTALHUH 110 TPYLY;
nokymeHnTaiuu [leacuonnoro gonna PD).
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16. HeoOxoauMoCTh €AMHBIX NpaBuil OQopMIIeHHS TOKYyMEeHTOB. (CocTaB pEKBHU3UTOB
nokyMeHTOB. [IpaBuna opopmieHust peKBU3UTOB.

17. IloHsATHE FOPUAUYECKOTO 3HAa4YeHUs AoKyMeHTa. Opuauuecku 3Ha4MMBbIE PEKBU3UTHI
nokymeHTa. IOpuandeckoe 3Hau€HUE 3JIEKTPOHHOTO JOKYMEHTA.

18. TloHsaTHE s3bIKA CIY)KEOHBIX JOKYMEHTOB. (COOCHHOCTH S3bIKa CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTh U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTH, HEHUTPaJIbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHWE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHHH ).

19. Ionsatue Onanka noKyMeHTa. Buapl OnaHkoB. PexBu3nuThl OnaHKoB. BapuaHTh
PacIOIOXKEHUS PEKBU3UTOB.

20. OcHOBHBIE TpyNIBl OPraHU3ALMOHHO-PACHOPAIUTENBHBIX TOKYMEHTOB. Dopmyrsp-
o0paszell OpraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

21. OcHoBHbI€ BUbI YcTaBOB. [IpaBuiia cocTaBiaeHusl.

22. llonsatue koHTpakTta. TpeOoBaHUs K KOHTPaKTy. OCHOBHBIC BHUABI TOJOXKCHHA H
IIpaBUJIa COCTABJICHHUS.

23. OcHOBHbIE BUIbl MHCTPYKLIHI U MPaBUIa COCTABICHUSI.

24. lloHATHE NOMHKHOCTHON MHCTPYKLMU U NpaBUila COCTABICHUS.

25. lTlonstue npuka3za. [IpaBuiia cocraBieHusl.

26. Ilonsarue pacnopsokeHus. IlpaBuna cocraBieHus.

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

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

29. Knaccudukanus aenoBbix mucem. Kommepueckue u aenoBble mucbMma. OOBIYHBIC U
LHUPKYJISpHBIE TUCbMA.

30. JlenmoBoe MUCHMO B YCIOBUSIX YHU(UKAIIMU. PEKBU3HUTHI ETOBOTO MHUCHMA.

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

32. CTaHIapTHBIA aCMEeKT KOMIIO3WUILIMM JIEJIOBBIX MHUCEM. PeueBOil ATHUKET JEI0BOTO
nucbma. Gopmynsl oOpamienns. MexayHapoJHble MHChMa.

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

34. JIOKyMEHTBI, pErIaMEHTUPYIOIIME OTHOIICHUS C IIOCTaBIIMKAMH, C AareHTaMu,
napTHEpamH, TypUCTaMH.

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

36. JloroBopHbIE OTHOLIEHHS MEXAY TypOIIEPaTOPOM U TypareHTOM.

37. JloroBOpHBIE OTHOIICHHUS MEXKAY TYPUCTCKMM MpPEANPUSATHEM U MOTPeOUTEISIMU
TYPUCTCKUX YCIIYT.

38. JloroBopHbIE€ OTHOUIEHUS MEXIY TYpPONEpPaTOPOM M TMOCTaBIIUKAMH TYPUCTCKUX
YCIIYT.

39. JloroBOpHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U HHULIMATUBHBIM 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. ]JloroBOp O TYpUCTCKOM OOCITYKHBAaHUU U MPABUJIA €TO COCTABJICHUS.

45. AreHTCKOE cOrJaleHue.

46. KOHTpAaKT 0 COTpYIHUYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM apTHEPOM.

KpuTepun u mxkaJia olieHKH 0TBeTa IMPH YCTHOM OIpoce

Ouenka Kputepun
OTtanyHoO Omauyno CTaBUTCSA, €CIIM 00y4JaroUIUiicsa 1EeMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUA aprYMCHTUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMepaMu. B ocBemeHun cojepxaHus Bolpoca
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UCIIONIb3YETCSl aHAIUTUYECKUH MOAX0J, OOOCHOBBIBAETCS CBOSI TOYKa
3peHMs; JIeNAl0TCsS COJepXkKaTellbHble BBIBOABL. Marepuan H3JI0KEH B
OTpeieIEHHOM JTIOTHYEeCKO! MOCIeI0BATEIbHOCTH, JINTEPATYPHBIM SI3BIKOM, C

HCIIOJIB30BaAHHUC COBpeMeHHBIX HaY‘-IHBIX TepMI/IHOB; OTBCT
CaMOCTOSITEIILHEIMN.
Xopomo Xopowo ctaBUTCS, €clu OOYyYaOIIUNCA JEMOHCTPUPYET JOCTATOYHO

MOJIHBIM M TMPaBWIbHBIN OTBET; BBIIIBUTAEMble TEOPETUUYECKUE IMOJIOKECHUS
MOJITBEPKICHBI IPUMEPAMU; B OTBETE MPEACTABICHBI PA3TUYHBIE TIOIXOBI K
paccmaTtpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHS; CIENaHbl KPATKUE BBIBOIBL;
MaTepuai U3JI0KEH B ONPEEICHHOMN JOrM4ecKOl MOCIeA0BaTeNbHOCTH, IPH
OTOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHbIC OIIMOKK (WM OTOBOPKH),
MCIIPaBJIEHHBIE IO TPEOOBAHUIO MTpenoaBaTes.

Ynosiaersop | [Ipu  yoosremsopumenvnom oTBeTe O0OydarOUIMiics JOMYCKAaeT OJAHY
HTEJbHO CYLIECTBEHHYIO OIIMOKY; OTBET HEJOCTaTOYHO JIOTUYECKHU BBICTPOEH;
0a30Bble TMOHATHS  YNOTPEeOJEHbI MPaBHJIBHO, HO OOHAapyXHBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIABUTAEMbIE IOJOKEHUS HEJOCTaTOYHO
apryMEHTUPOBAHBI W HE TMOATBEPKACHBI MPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIMCATeNbHbI, a HEe KOHIENTYalbHbI XapakTep;
Hay4YHasl TEPMUHOJIOTHS UCTIOJIL3YETCS HEIOCTATOYHO.

Heynosuers | Ilpu neyodosremseopumensnom otBere oOydalOmUMNCA JNOMYCKAaeT psil
OpPHUTEJIbHO | CYLIECTBEHHBIX OIIMOOK, KOTOPBIE OH HE MOKET UCIPABUTH IPU HABOJAIINX
BOIpOCax MpernojaBaTessi; HE MOXET JaTh HaydyHoe O0O0OOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HIIM HOCST IMOBEPXHOCTHBIN XapakTep;
npeobiiagaet ObITOBas JEKCUKA; HAOIIOAAIOTCS 3HAUUTEIbHbIE HETOUHOCTHU B
WCIOJIb30BAaHUY HAYYHOU TEPMHUHOJIOTHH.

Ilepeyenb npuMepHoOil TeMaTHKH pedepaToB

1 Vaudukanus u craHgapTU3alus JAOKYMEHTOB: YHU(UIMPOBAHHBIE CHUCTEMBI
JIOKyMEHTAIUU

2 OobmepoccuiickueknaccupruKaTopbl:00IEPOCCUUCKUIKIIACCH (PUKATOPYITPABICHIECKOM
nokymenTauu (OKY J1)

3  VHuduuupoBaHHBIE CHUCTEMbl JOKYMEHTAllMU: YHUDUIMpPOBAHHAs  CHCTEMaA
OpraHM3alMOHHO-pacnopsaauTenbHoi nokymentanuu (Y COP/I)

4  YauuuupoBaHHBIE CUCTEMbl JOKYMEHTAllMU: YHUQUIMpPOBAHHAs  CcCHCTEMa
nokymeHnTaruu [leacuonnoro gouna Poccuiickoit deneparuu

5 Benenue aenonpou3BOACTBA IO OOpaIIeHUsIM Tpak/iaH B opraHu3anusx [[eHCHOHHOTO
donma

6 Benenue aenompoun3BOACTBA ¢ OOpalleHUSIMH TPaXJAaH B YIPABICHUIX COLUATBLHOMN
3allUThl HACETICHUS

7 Opranuzanus paboThl ¢ OOpallleHUusIMU Tpak/laH B OpraHax BHYTPEHHUX el

8 DkcnepTusa EHHOCTH JOKYMEHTOB U MOPSAIOK Y4eTa 0CO00 EHHBIX JOKYMEHTOB

9 Opranuzanus ornepaTUBHOTO XpaHEHUs TOKYMEHTOB U MOATOTOBKA Jie/la K apXUBHOMY
XPaHEHUIO

10 Opranu3zanus paboThl C TOKYMEHTaMU, UMEIOUIUMH TPUQBI OTpaHUUEHUS TO0CTYIIa

11 IMopsimok paboThl ¢ KOH(MUISHITMATEHBIME TOKYyMEHTAMU U MaTepUaIaMU

12 OcHOBHBIE XapaKTEPUCTUKH JOKYMEHTOOOOPOTA U MPaBHJIa €r0 y4eTa

13 ITopsnok IBUKEHUS JOKYMEHTOB B OpraHU3aluu

14 HopmaTHBHO-TIPaBOBBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTICUEeHUS YITPaBICHUS

15 Poap TOKYMEHTAMOHHOTO 00ECTIeUueHH s YIIPABJICHUSI B COBPEMEHHON OpTraHU3aIiH

16 Homenkiatypa fie: mopsiJiok pa3padoTKu U opopMIICHUS

17 CronbioBoe (mpukazHoe) aenonpou3Boactso B XV-XVII Ba.
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18 Ilenonpoun3BoacTBO B JIpeBHEPYCCKOM roCy1apcTBE

19 VcnonHuTEnpHOE AEI0NPOU3BOICTBO

20 CucreMa KOJIIEKCKOTO JEI0IPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpon3BoacTBa B XIX -Hauane XX B

22 VupasieHue 1 1en0nponu3BoacTso B 1917-1941 rr.

23 Pa3Butue Poccuiickoil Tocy1apCTBEHHOM CUCTEMBI IETIONPOU3BOICTBA
24 WcTopus ynpasieHus u aenonpounssoactsa B 1945-1990 rr.

25 HWcTtopus pa3BuTHsI MUCbMEHHOCTH U JEJI0MPOU3BOICTBa B Poccun

Kpurepun ouenku padoTbl CTYJAeHTOB NP BbINOJHeHNH pedepaTa

Pedepar a10 omna u3 ¢dopm ycrtHO# arTtecranuu. Pedepar — 3TO camocTosITeNnbHAs
uccienoBarenabckas padoTa, B KOTOpOH aBTOpP pacKpbIBaeT CYTh HCCIEAYEeMOW MPOOJIEMBI;
MPUBOJIUT PA3UYHBIE TOYKH 3PEHHS, a TaKKe COOCTBEHHBIC B3rJsAbl He Hee. ConepikaHue
pedepara AOTKHO OBITH JIOTUYHBIM; H3JI0KEHHE MaTepHalia HOCUT MpPOoOJIeMHO-TeMaTHUYeCKHi
xapaktep. Pedepar CcTUMyIUpyeT pacKpbhITHE HCCIEIOBATENLCKOrO MOTEHIHMANA YYallerocs
(BBIITYCKHUKA), CIMOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYAHHMYECTBY, CAMOPACKPBITUIO U
IIPOSIBIICHUIO BO3MOYKHOCTEM.

ABTOp  pedepaTta  OOMKEH  NPOAEMOHCTPUPOBATH  JOCTHKEHHME MM YpOBHS
MHUPOBO33PEHYECKOM, OOIIEKYIbTYPHOH KOMIETCHIIUU, T.€. MPOJAEMOHCTPHPOBATH 3HAHUSI O
peaIbHOM MHpE, O CYILECTBYIOIIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpodiemMax, O BEIyLIUX
MHUPOBO33PEHUYECKUX TEOPHUAX, YMEHHH MPOSBISATH OLICHOYHBIC 3HAHUS, U3y4aTh TEOPETHUECKUE
paboThl, KCIOJIb30BATh PA3IUYHBIE METOJbl HCCIENOBAaHUS, MPUMEHATH pa3jINyYHbIe MPUEMBI
TBOPYECKOM NEATEIBHOCTH.

1. HeoOxomumo mpaBuiIbHO CHOPMYIUPOBATH TEMY, OTOOpaTh MO HEW HEOOXOIMMBIHA
MaTepual.

2. Mcnonb30BaTh TOJIBKO TOT MAaTepUall, KOTOPBIA OTPAXKAEeT CYIIIHOCTh TEMBI.

3. Bo BBeaeHnu K pedepary HeoOXoANMO 000CHOBATH BHIOOP TEMBI.

4. ITocne muTaThl HEOOXOIUMO JIeJIaTh CCHUIKY Ha aBTOpa, Hampumep [ NermpousBeaeHHs 110
CITUCKY, CTP.].

5. HWznoxeHue MODKHO OBITh  TOCIIENOBATENbHBIM. HemomycTumbl  HEYETKHE
(bopMynupoBKH, peyeBbie 1 opdorpaduueckre OmuoKH.

6. B moaroroBke pedepara HEOOXOJUMO UCHOIB30BAaTh MaTepHallbl COBPEMEHHBIX
W3JaHUI HE CTaple S JIeT.

7. Odopmienue pedepara (B TOM UYHCIE TUTYJIBHBIA JIUCT, JUTEpATypa) JAOHKHO OBITH
PaMOTHBIM.

8. Cnucok nutepatypbl opopMIIIeTCs ¢ YKa3aHHEM aBTOpa, Ha3BaHUs MCTOYHHKA, MECTa
U3JIaHUs, TO/Ia U3JIaHUs, Ha3BAaHUS U3aTEeNIbCTBA, HCIIOIH30BAaHHBIX CTPAHMUII.

Pedepar momkeH OBITH BBIMOJTHEH TEYATHBIM CIIOCOOOM Ha OJHOW CTOpOHE Oymaru
dopmara A4 depe3 monTopa uHTepBaia. L{Ber mpudra nomkeH ObITh YepHbIM, mpudT Times
NewRoman, 14 nit.

TekcT cienyer nevyararb, cOOI0Ias CIEIYIONINE pa3Mephl MoJIel: BepxHee u HibkHee — 20
MM, JieBoe — 30 MM, mpaBoe — 15 MM. AG3aIHBIA OTCTYI JOJKEH OBITh OJIMHAKOBBIM 10 BCEMY
TEKCTY U COCTaBIATH 1,25 cM.

BripaBHMBaHME TEKCTa MO MIUPUHE.

Pa3peraercs ucmnosib30BaTh KOMIBIOTEPHBIE BO3MOXXHOCTH aKIICHTUPOBAHUS BHUMAHUS Ha
OTpe/IeNIeHHBIX TEpPMHHAX, (QopMyiax, MPUMEHsSl BBIICICHHUE XUPHBIM MIPU(TOM, KYpCHB,
MOTYCPKUBAHHUE.

Bce ctpanuiisl 00s3aTenbHO T0KHBL OBITH IPOHYMEpOBaHbl. HyMeparliusi 1UCTOB 10JKHA
OBITh CKBO3HOW. Hymepammusi TUCTOB HadyMHAETCS C TPEThEro Jmcra (Mocie COACpkKaHWS) U
3aKaH4YMBaeTCs nociegHuM. Homep cTpaHuIlbl Ha TUTYJIBHOM JIUCTE He mpocTtaisercs. Homepa
CTpaHUIl IPOCTABIISIFOTCS B IICHTPE HIDKHEH 9acTH JincTa 6€3 TOUKH.
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CIucoK HCIOJIb30BaHHOM JINTEpaTyphbl U MPUIIOKEHUS BKIIFOYAIOTCS B OOIIYI0 HyMepaluio
JINCTOB.

Odopmiienne TuTEepaTypsl:

Kaxxaplit MCTOYHUK AOKEH COAEpKaTh CleAyIomne 00a3aTeNbHbIe PEKBU3HUTHI:

- (hamMuMsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3/1aTeNbCTBO;

- MECTO U3/1aHUS;

- TOJ] U3/1aHUsl.

Kpurepuu onenku pedepatosn:

- AKTyalbHOCTb TEMBI

- CoOTBETCTBUE COEPKAHUS TEME

- 'myOuna npopaboTku MaTepuana

- [IpaBuIbHOCTD M MOJHOTA UCTIOIB30BAHUS UCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpucyTCTBHE BCEX BBIIICNIEPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHME Yy4YalllUMCs W3JI0KEHHOro B pedepare marepuala, yMEHHE TpPamMOTHO U
apryMEHTHPOBAHO U3JIOKUTH CYTh IPOOIEMBI;

3. IPUCYTCTBUE JTUYHON 3aMHTEPECOBAHHOCTH B PACKPBIBAEMOM TeME, COOCTBEHHYIO TOUKY
3peHusl, apTyMEHThI U KOMMEHTApUH, BBIBOJIBL;

4. ymenue cBOOOMHO OecenoBaTh IO JOOOMY IMYHKTY IUIaHa, OTBEYaTh HAa BOMPOCHI,
MIOCTaBJICHHBIE YICHAMU KOMUCCHH, IO TeMe pedepara;

5. yMeHue aHanu3UpoBaTh (HAKTUYECKUH MaTepual U CTATUCTHUYECKHE JaHHBIE,
UCIIONIb30BaHHBIC MTPH HaNMCaHUU pedepara;

6. HalM4yhe KauyeCTBEHHO BBIMOJHEHHOIO MPE3eHTAlMOHHOTO MaTepuana uin (u)
pa3gaTroyHoro, He IyOJIMPYIOIIETO OCHOBHOW TEKCT 3al[UTHOTO CJIOBA, a SBISIOMIETOCS €ro
WUTIOCTPATUBHBIM (DOHOM.

«XOPOLIO»:

1. Mmenkue 3amedanus mo opopmieHuto pedepara;

2. He3HAUUTENbHbIC TPYJHOCTH 110 OJHOMY M3 IEPEUUCIICHHBIX BbIIIE TPEOOBAaHUH.

«YAOBIIETBOPUTEIHHON:

1. Tema pedepara pacKkpbiTa HEAOCTATOUHO IMOJHO;

2. HENOJIHBIN CIUCOK JINTEPATYPhl © HCTOYHUKOB;

3. 3aTpyaHEHUS B U3JI0KEHUHU, apTYMEHTUPOBAHHH.

«HEYOBJIECTBOPUTEIILHO»:

TeMa He pacKphITa

IlepeyeHb NPUMEPHBIX TECTOBLIX 3aJaHUH
B tecre HeoOxoauMo BEIOpaTh IPABUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MM YKa3aTh
M0CJIEI0BATENBHOCTh 00BEKTOB.
1. lokyMeHT — 3T0:
1. 3adukcupoBaHHas HA MAaTEPUAILHOM HOCUTENE HH(OPMALIUS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UIEHTU(UIIUPOBATb.
2. Hocurens nHbOpMaIum, UCIOJIb3yEeMOH B ENSX PErYIUPOBAHUS COIUATBHBIX OTHOIICHHH.
3. Uudopmanus, 3admkcrupoBaHHast TIOOBIM CITOCOOOM Ha JIIOOOM HOCHTEJE.
2. ToANTUHHMK JOKYMEHTA — ITO:
1. TlepBbIit MM €UHCTBEHHBIN SK3EMIUISP TOKYMEHTA.
2. DK3eMIUISp T0KYMEHTa, C KOTOPOTO CHSATA KOIHS.
3. IOpuanyeckasi cujia J0KyMeHTa — 3TO:
1. OcobennocTy BHEIHET0 0OPMIICHHS TOKYMEHTA.
2. CBUAETENBCTBO HAIMYHS B JOKYMEHTE MOJIOKEHHIT HOPMAaTUBHOT'O XapaKTepa.
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3
4
1
2
3
5
1
2
3
4
5
6

. CtocoOHOCTh TOKyMEHTa MOPOKIATh OMPEICICHHBIE MPABOBBIC MOCIIEICTBUSI.

. Umeer i OPUANYECKYIO CHJIY JOKYMEHT, NOJYYEHHbIH M0 (PaKCUMUIbHOMN CBSA3H?

. Ja.

. Ha, mo cornamieHuto cTOpoH HHPOPMaIMOHHOTO OOMEHa.

. Her.

. Kakoii u3 nepeunc/ieHHbIX PEKBU3UTOB He OTHOCHUTCS K PEKBU3UTAaM y10CTOBEepeHusi?
. I'pud yrBepxaeHus.

. [Teuars.

. OT™MeTKa 0 3aBEpEHUU KOIIHUH.

. Buza cornmacoBanusl.

. [lloanwuce.

. B kakoii moc/jie10BaTeJIbHOCTH A0/KHBI ObITH PACII0JI0KEHbI HAUMEHOBAHUA B OJIaHKe

nucsMa (puiInaia opranusanun’?

1
2
3
4
7
1
2.
3
4
5
6
7
8

. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

. (OAO «CubuedTb»).

. ®unman B ropoae XaHTbl-MaHcHIICKe.

. «Hedrsanas xomnanus “CubHepTs ».

. Kakue pekBU3UTHI BKJIKYAKTCA B 0JIAaHK MUCbMa?
. Mecro cocTaBieHus Wi U3AaHUS JOKYMEHTA.
3aroJIoBOK K TEKCTY.

. HaumenoBanue opranusanuu.

. ToBapHbIii 3HaK (3HAK 0OCTYKUBaHUA).

. HaumenoBanue Buja 10KyMeHTA.

. Anpecar.

. CripaBo4HbIe TaHHBIE 00 OpraHU3aIUH.

. Ha xaxoM 3x3eMiisipe 1e;10BOro nucbMa, NOAroTOBJIEHHOM /Il OTIIPABKHU aJpecaTy Mo

mo4rTe, MpoCcTaBJAAIOTCA BH3bI?

1
2
9
1
2
3
4
5

. Ha momyinHHMKeE, OTIIpaBIsieMOM agpecary.

. Ha xorum, momemiaeMom B J1€J10 OpraHU3alyu.
. Kakoii pekBu3uT ogopmiieH HempaBUJIbLHO?
. HaumenoBanue oprannzanun-aBropa.

. CripaBouHbIe JaHHBIE 00 OpraHU3aIUH.

. Jara nokymenra.

. PeructpanuoHHblii HOMEp JOKYMEHTA.

. 3aroJIoBOK K TEKCTY.

HexoMMmepueckoe mapTHEPCTBO

«I'NIAbANA MTPOPECCUOHAJIBHBIX PUDJITEPOB»
HcnonHuTenbHOMY TUPEKTOPY

Poccuiicko-
LIBENLIAPCKOrO
3aropognoe 1., 5, Mocksa, 118365 COBMECTHOTO
NpeANPUITHUS

Ten. (495) 245-18-01; dakc (495) 245-30-00
«RussianTrust&TradeLtd.»

OI'PH 1127776500001;
WHH/KIIIT 0112220000/011777000 r-uy I'.Il. CunopoBy

Bonokonamckoe
1., 10,

Mockaa,
215080
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10. Kakoii BapyaHT 0(pOpMIIeHHS CIIPABOYHBIX JAHHBIX 00 OPraHM3alUM U KOJ0B B
0JIaHKe OPraHM3aliHU ABJIsAeTCH NPAaBHIBHBIM

1. OO0111eCTBO ¢ OTpaHUYECHHON 2. OO611ecTBO ¢ OTpaHUYEHHOM
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mocksa, yin. ®epcMmana, 1. 5/1 VYn. @epemana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; daxc 721-19-00; Ten. (495) 721-33-33; dakc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKIIO 2356447, OT'PH 1127776500001 ;
MHH/KIIIT 0112220000/011777000 WHH/KTIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. YTo nokeH caenaTh pA0OTHUK OPraHU3aNMH, BUSHPYIOIIMA TOKYMEHT, €CJIM OH He
COIJIACEH C ero coaep:kaHuem?

1. OTka3aTbCs OT BUBUPOBAHUS TOKYMEHTA.

2. 3aBU3MPOBATh JOKYMEHT, BbIPa3UB CBOE MHEHHUE.

12. Kakoii BApMAHT 3aroJiIOBKa K NUCbMY Bbl CUMTaeTe NPABUJIbHbIM?

1. O noroBope MOCTaBKH.

2. O HeBBINIOTHEHUH AoroBopa mocTaBku oT 12.08.2005 Ne 45/67.

3. O HEBBINIOJIHEHUH 10TOBOPA.

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

1. 'enepanbHbIil TUPEKTOP IHonnuce JLNA. Cagukos
2. 3aM. reHepalIbHOTO AUPEKTOPA [Toanuce O.I1. Pemu3zoB
3. N.o0. renepanbHOro 1UpEKTOpa [Honnuce O.I1. Pemu3zon

14. Kak no/kHa ObITH 0popMIleHA MOANNCH B MUCbMeE, €CJIM KOMMePYeCKUil TMPeKTop
¢upmbl (H.U. CtapkoB) HAXOAUTCH B OTILYCKe, 2 MCIIOJHEHHE ero 0013aHHOCTell MPUKA30M
BO3JIO:KEHO HA 3aMeCcTHTeJIs1 KomMep4ueckoro nupexropa (E.JI. Tabakosa)?

1. Kommepueckuii TUpeKTop [Tonnuce E.JI. TabakoB
2. 3aM. KOMMEPYECKOT0 JUPEKTOpa [Honnuce E.JI. TabakoB
3. N.0. KOMMEpYECKOT0 AUPEKTOPA [Tonnuce E.JI. TabakoB
15. HyxHo Ji1 3aBepATh NeYaThI0 OPraHU3AIUN NPUKA3bl PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo0 3aBepsieTcs Ne4aTbo?

1. 'apaHTHIIHOE THCHMO.

2. KoMmMmepueckoe npeioKeHue.

3. IIuceMo-1ipockoa.

17. Kakoii BapuaHT opopMJIeHUS Pe30JI0UUMN PYKOBOIUTEJISI AIBJISIETCS MPABUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowty noocomosumu 3aKiroyeHue IIpowty paccmompeme.
k18.04.2007. Iloonucws pykosooumens
Tloonucv pykosooumeis 10.04.2007
10.04.2007

18. Kakoii BapuanT 0popMJICHUS] OTMETKH 0 HAJMYHUM NPUIIOKEHHUS B
CONPOBOJAUTEIBLHOM NHCbMe SIBJISICTCH NPABUIbHbIM?
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1. ITpunoxeHue: ynomsiHytoe Ha 3 J1. B 1 9K3.
2. [Ipunoxenue: o TeKCTy Ha 3 7. B 1 3K3.
3. Ilpunosxxenue: Ha 3 1. B 1 3K3.
19. JloyskeH JiM UCIIOJIHUTEIb, IOATOTOBUBIINI TEKCT MUCHMA, BUBMPOBATH JOKYMEHT?
1. Jla.
2. Her.
20. Kakune HOpMBbI IPUMEHSIIOTCS AJIS1 pacyeTa YMCJICHHOCTH AeJI0NPON3BOACTBEHHOI0
nepconasa?
1. HopmbI BEIpaOOTKH.
2. Hopmbl BpemMeHH.
3. HopMBI ynpaBisieMOCTH.
4. HopMmbl 00CTy>KUBaHMS.
21. Kakoii BapuaHT () OPMYJMPOBKH MYHKTA PACIIOPSAUTEIbHON YaCTH IPUKA32a SIBJISIETCS
NMPaBUJIbHbIM?
1. 'maBHOMY OyXTanTepy MOArOTOBUTH U MPEJICTABUTH HA YTBEPKACHHUE CMETY PAacX0/0B Ha
KOMaHJAUPOBKU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBromy Oyxranrepy JmutpueBy [1.JI. moaroToBUTH U MpEACTaBUTH HA YTBEPKICHNUE CMETY
pacxonoB Ha komaHaupoBku B 2007 r. B cpok 10 20.01.2007.
3. 'maBHOMY Oyxrantepy OOO «Arary» I[1.JI. IMuTpreBy MOATOTOBUTH U MPEACTABUTH Ha
yrBepxaAcHuE B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
4. Ilopyuuts rnaBHOMY Oyxrantepy JAmutpueny [1.JI. HOArOTOBUTH U PEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
22. IokyMeHT0000pOT — 3TO:
1. Ilepenaya OKyMeHTa U3 OJHON MHCTAHLIMU B APYTYIO B MIPOLIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHM3allMi ¢ MOMEHTA UX CO3JaHUsl WU TIOJIyUYEHUS 10
3aBEPILICHUS UCTIOJIHEHUS UM OTIPABKHU.
3. JIBM>keHre KOMIUIEKCca TOKYMEHTOB B IIpoIiecce BHIPAOOTKH, MPUHATUS U UCTIOTHEHUS
peLeHui.
23. SBasiercs i 3a/1a4a COBepPIICHCTBOBAHUS (GOPM U MeTOI0B PAdOThI ¢ JOKYMEHTAMH
3agaveit cay:x0b1 JOY?
1. Ja.
2. Her.
24. Kakoi 10KyMEHT OTHOCUTCS K HEperucTpupyeMbiM?
1. [Tucemo-3anpoc.
2. XKamoba rpaknaHuHa.
3. ConpoBOAUTEIBHOE MTUCHMO.
4. PexmaMHOE TUCBMO.
25. JloyxeH i pa6oTHHK ciay:k0b1 JJOY, ocymecTBAsIIOMINE KOHTPOJIb 32 HCIOJHEHHEM
AOKYMEHTOB, HATIOMHHATH HCIOJIHUTEISM O NPHOJIMKEHUH CPOKOB MCIOJTHEHH S
HAXOASIIUXCH Y HUX JOKYMEHTOB?
1. Ja.
2. Her.
26. KakoB MakCcMMAJIbHBIN CPOK MCTIOJTHEHUS 00pallleHU i rpaxaan?
1. 15 nuei.
2. 30 nued.
3. 45 nuei.
4. 60 guen.
27. B KaKkuX JHAX YCTAHABJIMBAIOTCA CPOKM HCIIOJTHEHUS] JOKYMEHTOB?
1. B xasieHaapHbIX THSX.
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2. B pabouux IHSX.

28. K10 MokeT nepeHecTH CPOK UCIOJHEHUS MOPYYEHHsI, MOJYYEHHOI0 U3 BbILIECTOSIIIeH
opranmu3anum?

1. PykoBoauTenb OpraHu3aluu, UCTIOJHAOIEH TOPYyUYCHHE.

2. PykoBoJuTENb BBIIECTOSIIEH OpraHU3aIuu.

3. Ciiyx6a J1I0Y opranuzaiuu, HCIIOJHSIONICH MTOpyUYEHHE.

29. Kakoii u3 kj1accuGpuKaToOpoB MOKeT HCIO0JIb30BATHCS NPH PerHCTPAlUA
NMOCTYNAKIIHUX JOKYMEHTOB?

1. KnaccudukaTop 10HKHOCTHBIX JIUL.

2. Knaccudukarop BUIOB IPOIYKITUH.

3. KimaccugukaTop eJMHALl aIMUHUCTPATUBHO-TEPPUTOPUATBHOTO JICIICHUS.

30. Kakoii 10KyMEHT cOCTaBJIsieTCsl IPH HEO0X0AMMOCTH 3a(PMKCUPOBATH CJI0KUBIIYOCS
CUTYALMIO WIN O0OHApY:KeHHbIE (PaAKThI?

1. IIpotokou.

2. Cnpaska.

3. AKT.

31. Kakoii 1okymMeHT Tpe0yeT yTBep:KIeHHsI PyKOBOANTeJIeM OpraHu3anuu?

1. [Tonoxxenue o OyxranTepum.

2. CnpaBka 0 33J0J>KEHHOCTH MTPEANIPUATHS.

3. [Tucemo-3ampoc o nmpeaocTaBIeHUH HHHOPMALIHH.

4. IIpoTokou 3aceaHus COBETA TUPEKTOPOB.

32. Kakum 00pa3oM B OpraHu3alMu pacnpeaesasiioTcsi 00I3aHHOCTH MeKI1y PYKOBOJACTBOM,
B TOM YHCJI€e PAaBO NOANMCHIBATH IOKYMEHTHbI?

1. YcranaBiuBaroTCs B COOTBETCTBUM C YCTHBIMH PACIOPSDKEHUSMU PYKOBOIUTEIIS.

2. YcTaHaBIMBAIOTCA IPUKAa30M PYKOBOJIUTEISL.

3. YcTaHaBIMBAKOTCSA B MHCTPYKLUU IO AEJIONPOU3BOICTBY.

33. CKoJBbKO 3K3eMILISIPOB MPUKA3a NOANKMCHIBACT PYKOBOAUTEb?

1. Heckomnbko.

2. JIpa.

3. OnuH.

34. Ha Koro MoXeT ObITh BO3JIOKEH KOHTPOJIb 32 UCIIOJTHEHHUEM B IOCIIEAHEM ITYHKTE MpHKa3a?
1. Ha pykoBoAMTENSI CTPYKTYPHOTO MOIPA3ACIICHUS.

2. Ha 3amecTuTens pykOBOAMUTENS OpraHU3alUH.

35. Kakoe yTBep:KIeHHe ABJIAETCA NPABUIbHBIM?

1. B kaxx10ii opranu3aiuu J0JbKHA OBITH CBOHAS HOMEHKIIATYpa 1€ U HOMEHKJIATYPHI IeT
CTPYKTYPHBIX MOAPA3ACIICHUMN.

2. B kax0ii opraHu3anuu J0KHA OBITH CBOJIHASL HOMEHKIIATYpa JIeT.

3. B kaxxaoi opranu3auy 10JKHBI OBITh TOJIKO HOMEHKJIATYPHI JIe]l CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

36. Kakue npu3sHaku oTpakeHbl B 3arojioBKe jaesa: «IIporokoJinbl 3acenanuii Cosera
AHPEKTOPOB 001IecTBA»?

1. KoppecnoHAEHTCKUH.

2. HomuHanbHbBIN.

3. ABTOpPCKHIA.

4. IIpenMETHO-BOIIPOCHBI.

37. Kakoii 3aroJioBOK /1eJia Bbl CUMTAaeTe NPAaBUJIbHbIM?

1. JIOKyMEHTBI O CTPOUTENBCTBE TOPTOBOTO LIEHTPA.

2. Pacuersl, cMeThI, IJ1aHBI Pa0OT, EpPENUcKa U Jpyrue JOKYMEHThI O CTPOUTEILCTBE TOPTOBOTO
LIEHTPA.

3. JIOKyMEHTBI O CTPOUTEIHCTBE TOPTrOBOIO LIEHTPa (pacyeThl, CMETHI, IIJIaHbl Pa0OT, EepenucKa

u ap.).
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38. JlonmycTumo Jiu (popMHPOBATH NEPeNnuCKY B Jesa mo npuHuuny: «Bxoasimas
KoppecnoHaeHus», « cxoasmas KoppecnoHaeHuus» ?
1. Ja.
2. Her.
39. Mo:KHO J14 IOMelaTh B OJJHO J1€JI0 IOKYMEHThl BpEMEHHOI0 U MOCTOSIHHOT0 CPOKOB
XpaHeHusi?
1. Ja.
2. Her.
40. B kakoe 1e/10 noMeaeTcsi BHyTPeHHsIsI ONUCH?
1. JInunoe neno.
2. Ilpuka3bl opraHu3aluy 1Mo JMYHOMY COCTaBY.
3. Ilepenucka ¢ opraHamMu BJIACTU U YIIPABIICHUS.
41. B KaKoM roay Mo:XKHO YHMYTOKUTH JOKYMEHThI, co3gaHHble B 2000 r. u umeromue
cpok xpanenus 10 jger?
1. B 2010 ronay.
2.B 2011 rony.
3.B 2012 rony.
42. Ha xakoM 3Tamne 00padoTKH /1eJ1a MPOBOJAUTCS HyMepauus JUCTOB?
1. Ilpu 06paboTke nena s mepeiay Ha apXUBHOE XpaHEHHE.
2. I1o 3aBepiieHNH AEI0MPOU3BOICTBEHHOTO rO/Ia.
3. [Ipu nomenieHn KCIOTHEHHBIX IOKYMEHTOB B JIEJIO.
43. Kakue Tpu BuJa onucei 1eJ1 COCTABJISIOTCS B OPraHU3aAlUM NPU MOATOTOBKe JeJI IJIs
nepeaavn Ha ApXUBHOE XpaHeHue?
1. Onuch NpUIIOKEHHUN K JOKYMEHTaM.
2. Onuce A€ NOCTOSITHHOTO XPaHEHUS.
3. Onuck nen BpemeHHoro 10 10 met xpaHneHus.
4. Onuck Aein 1o JMYHOMY COCTaBY.
5. Onuck e BpeMeHHOTo cBbiie 10 JIeT XpaHeHusl.
6. Onuce J1en, NoJISKAIUX YHUUYTOXKEHUIO.
44. Ha xakoM 3Tane yTBepIAaK0TCH AKThI 0 BbIJeJEeHNH JOKYMEHTOB ¢ HCTEKIIIUMH
CPOKaMHU XPAHEHUS K YHUYTOKEHUI0?
1. 1o yTBepx’aeHUs ONKCEN Ael.
2. Ilocne yTBep:KI€HUS OMUCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JeII.
45. KTo yTBep:xIaeT HOMEHKJIATYPY JieJ1 OPraHu3aluu, ONUCH JOKYMEHTOB U AKThI 0
BbIJIeJICHMU JOKYMEHTOB K YHUYTOKEHUIO?
1. DxcnepTHas KOMUCCHS OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alyi.
3. ApXuB, IPUHUMAIOIIUN JOKYMEHTHI JAHHON OpraHU3aliyi Ha XpaHEHHE.
Kpurepum oueHku TecToB:

Tect - cucrtema cTaHIAPTU3UPOBAHHBIX 33JaHUM, MO3BOJIAIONIAS MPOLEIYPY U3MEPEHUS
YpOBHsSI 3HAaHUW W YMEHHMH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HarpaBj€HHAsT Ha MPOBEPKY BIAJECHUA TEPMUHOJIOTMYECKUM alllapaToM, COBPEMEHHBIMU
MH(OPMALMOHHBIMU TEXHOJIOTHSIMH U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHJaMEHTAIBHBIX U
MPUKIAHBIX JUCHUIUIMH. TeCT COCTOMT M3 HEOOJBIIOTO KOJIUYECTBA AJIEMEHTAPHBIX 3a/1ay;
MOJKET MPEAOCTABISATh BO3MOXKHOCTh BBHIOOpa M3 MEpPEYHsI OTBETOB; 3aHUMAET 4acTh y4eOHOTO
3aHATus (10-30 MUHYT); MpaBUIbHBIE PEIICHUS Pa30MpAIOTCS HA TOM XK€ WM CIEAYIoLIeM
3aHATUM; YaCTOTA TECTUPOBAHUS OMPEIEIAETCS MPENOo1aBaTesieM

IkaJsa oueHoOK TecTa

Menee 50% - «HEyIOBIETBOPUTEIBHOY

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

TunoBble 3aaHNA IS IPOMEKYTOYHOM aTTEeCTAIIUN

ITepeyeHb NprMMepHBIX BONPOCOB ISl YCTHOIO OIIpoca

1. JoxymenTtanmonHnoe obecnedenue ynpasienus (JIOY).

2. 3HaueHue noKymeHTa B cepBuce. Mecro IOV B nedarenbHOCTH MEHEKEPOB.

3. YpoBHU yIpaBieHUSI W TPOIECCHl OPraHu3alMyd. YPOBHU YIOPaBICHHS B MaJlod
opranu3anuy (pPyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIHIA,
CTPaTeTUUYECKHUM, TAKTUICCKUN U OTIEPATUBHBIN ).

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

5. JIOKyMEHTBI, UCHOJb3YEMBIE PYKOBOJUTENIAMH WU HCIOJHUTEISIMU TPU BBINOJIHEHUH
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPraHU3AIMOHHO- PACHOPSAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHBIE, BHYTPEHHNUE HOPMATUBHBIE U TEXHUYECKUE).

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

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue OV
(HaMOHANbHBIE CTaHAAPTHI, TOCYJAapPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasinenus u ee ueiau, 'OCT P 7.0.8-2013 «/lenonpon3BoacTBO U apXuBHOE A€0. TepMHUHBI U
onpeaenenuss, ['OCT P 7.097-2016 «YHudumupoBaHHblE CHCTEMBl JOKYMEHTAIIHWH.
YHaudumpoBaHHas cucreMa OpraHu3alMOHHO-PACIOPSIIUTENbHON JOKyMeHTauuu. TpeboBaHus K
o(OpMIICHHIO TOKYMEHTOBY, O0IIepOCCUiCKH KiTaccu(uKaTop yrpaBIeHUYECKON TOKYMEHTAIIHH,
rocyaapcTBeHHble HHCTpyKImH 1o JI0Y).

8. OcHOBHbIE (YHKIIMH YITPABJICHUS CEPBUCHOM JESITEIIBHOCTHIO.

9. IlonsTHe KIacCUPUKAINU JOKYMEHTOB.

10. Knaccudukanust TOKyMEHTOB 1O CIocoOy JTOKYMEHTHpPOBaHHUS, IO cdepe
UCIIOJIb30BaHUS, 110 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYEHUs AOCTyNa (Ipu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, TIO IOPUAWYECKON 3HAYUMOCTH, MO (QOpME H3JIOKEHHUS, MO CpOKaMm
XpaHEHUS.

11. TTonsiTHEe SIEKTPOHHOTO JOKyMEHTa. TpeOOBaHHWS K DICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa U HEJOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

12. DIeKTpOHHBI JOKYMEHTOOOOPOT M €ro peryJupoBaHWE HOPMATHUBHBIMHU aKTaMH.
Obecnieuenne XpaHeHHsI AIEKTPOHHBIX TOKYMEHTOB.

13. YauduuupoBaHHble CHCTEMbl IOKYMEHTALIMM: TOHATHE, BUJIbI (OpraHM3aluOHHO-
pacropsAUTENbHON JOKYMEHTAIlMH; OaHKOBCKOH JOKyMEHTaluu; (pUHAHCOBOW, YYETHOW H
OTYETHOW OYXTaJITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OPTraHU3aIlii; OTYCTHO-CTATUCTUUECKON
JOKYMEHTAIlMU; YYETHOW U OTUETHOM NOKYMEHTALMM NMPEANPUATUIN; JOKYMEHTALUU 1O TPYLY;
nokymenTanuu [lencuonnoro ¢ponna PO).

14. HeoOxoauMOCTh €AMHBIX NpaBuil OQpopMIIeHHS TOKyMEeHTOB. (CocTaB pEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

15. IlonsaTne ropuau4ecKkoro 3HadeHus AokyMmeHTa. KOpuauuecku 3HaUMMbIE PEKBU3HUTHI
nokyMmenTa. KOpunndeckoe 3Ha4eHUE AIEKTPOHHOTO IOKYMEHTA.

16. TloHsaTHe s3bIKA CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTh U SCHOCTb; JIAKOHHYHOCTb; YOEAMTEIbHOCTH, HEHUTPAIbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHUE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHATHIX COKPAITICHH ).

17. Tlonsatue OnaHka nOKyMeHTa. Buapl OnankoB. PexBu3uThel OnaHkoB. BapuaHTs
PacmoJIOKEHUsI PEKBU3UTOB.

18. OcHoOBHBIE TpyNIbl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX ITOKYMEHTOB. dDopmyrsp-
o0pazell OpraHu3alMOHHO-PACTIOPSIIUTENHHOIO JOKYMEHTA.

19. OcHoBHbl€ BUIBI ycTaBOB. [IpaBuina cocraBieHus.
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20. Tonsatue xoHTpakTa. TpeOoBaHMs K KOHTpakTy. OCHOBHbBIE BUABI TOJOKEHUN H
IpaBUjIa COCTaBJICHUS.

21. OcHOBHbIE BUJbl MHCTPYKIHI U IPABUIIA COCTABIICHUS.

22. llonsiTHe NOMKHOCTHOM MHCTPYKIIMHU U MPaBUIa COCTABICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspkeHus. [IpaBuiia cocraBieHus.

25. Ilonsatus pewenus U nporokosa. [IpaBuna cocraBieHus.

26. IlonsTHs MOKIaIHOM M CTy)KeOHOM 3anmucok. [IpaBuia cocTaBieHUs.

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. A3bIKOBOM CTaHIAPT S3BIKOBOTO MUCHMA.

30. CraHpapTHbIM acleKT KOMIO3UIMU JENOBhIX NuceM. PedeBoil ITHKET JAelI0BOTO
nrucbMa. @opmysel oOpameHus. MexayHapoaHbIe THChMa.

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

32. JIoOKyMEHTBI, pPErIaMEHTUPYIOIME OTHOLIEHUS C IIOCTAaBUIMKAMHU, C areHTamH,
MapTHEPAMH, TYPUCTAMM.

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

34. JloroBopHbIE OTHOLIECHHS MEXIY TYPOIIEPATOPOM U TYPareHTOM.

35. JIoroBOpHBIE OTHOIICHUS MEXIY TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTEIIMU
TYPUCTCKUX YCIYT.

36. JloroBopHbBIE OTHOIIEHHS MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

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

38. JlokyMeHThI MO OpraHu3aluyi TYPUCTCKOTO MyTEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUIO0 TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTa.

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

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

43. AreHTCKO€ COorJaleHue.

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

Kpurtepuu u mkajia oneHKH 0TBeTa MPU YCTHOM OIpoce

Ounenka Kpurepun
OTtianyHo OmauyHo CTaBUTCS, €CIIM 00YYaIOUIHICSA IEMOHCTPUPYET TIyOOKOe, OJTHOE
pacKpbITHE BONPOCOB. BBIABHTaeMble UM IOJIOKEHUSI apTyMEHTHUPOBAHBI U
WITIOCTPUPOBAHbl NpUMEpaMu. B ocBemieHHM cojepaHHus BOIpoOca
UCTIONB3YeTCS AHAJMTUYECKUH TOAX0A, OOOCHOBBIBACTCS CBOSI TOYKA
3peHHs; JeNaloTCA COoJep)KaTelbHbIe BBIBOABI. Marepuan H3JI0XKEH B
OIpeIeTICHHON JIOTUYECKOH TTOCIIeI0BATEIbHOCTH, INTEPATYPHBIM S3BIKOM, C

HCIIOJIB30BaHNUC COBpeMeHHBIX HaY‘-IHBIX TepMI/IHOB; OTBCT
CaMOCTOSITEIILHEIMN.
Xopoio Xopouto CTaBUTCS, €CIW OOydYalOIMMICS JEMOHCTPUPYET TOCTATOYHO

MOJIHBIN U HpaBHJ’IBHBIfI OTBCT, BbIABUTACMBIC TCOPCTHYCCKUC ITOJIOKCHUA
MIOJTBEPKICHBI IPUMEPAaMU; B OTBETE MPEICTABICHBI PA3IMYHBIC MTOIXOIBI K
paccmatpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasl TOYKa 3PCHHUS; CJEITaHbl KpPAaTKUE BBIBOJIBI;
MaTepuai U3JI0KEH B OMPEEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, TIPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC 110 Tpe6OBaHI/IIO npenoaaBaTeiis.
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Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydalOIIUica OMYCKAeT OJHY
UTEeJIbHO CYIIECTBEHHYIO OIMHMOKY; OTBET HEJOCTAaTOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHbI TpPaBUIBLHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPHITHS TEOPUH; BBIIBUTAEMbIC TOJOKEHUS HEIOCTATOYHO
apryMEHTUPOBaHbl W HE TMOATBEPXKACHBI IPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIUCATEeNbHbIN, a HE KOHIENTYAIbHBI XapakTep;
Hay4yHas TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBaers | [Ipu neyoosniemsopumenvrnom oTBeTe OOYy4YalOIIMUACA JOMYyCKAaeT psif
OPUTEJBHO | CYIIECTBEHHBIX OIIMOOK, KOTOPbIE OH HE MOKET UCIIPaBUTh MPHU HABOJISALINX
BONpOCax TpenojaaBarensi; HE MOXKET JaTh HaydHoe OOOCHOBaHHE
po0JIeMbl; BBIBOJbI OTCYTCTBYIOT WMJIM HOCSAT IMOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOUHOCTH B
MCIOJIb30BaHWU HAYYHOU TEPMHUHOJIOTHH.

IlepeyeHb NPUMEPHBIX NPAKTUYECKUX 3aJAHUI

3ananme 1

CocraButh popMy yuera MOCETUTEICH.

3ananue 2

CocTaBUTh CXEMy OPTraHHM3allMOHHOW M WH(OPMAIMOHHOW TMOAJEPKKH OTNEPATHBHOMN
JEATETbHOCTH PYKOBOIUTENS.

3aganue 3

[Ipoananu3upoBaTh HHCTPYKIIMIO MO I€TOMPOU3BOJICTBY HA IPEANPUATHH.

3aganue 4

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

3aganue 5

[Mpoanamuzupyiite 'OCT P 7.0.97-2016. Cucrema crangapToB Mo HH(OPMAIUH,
OMOIMOTEYHOMY M M3JaTeNbckoMy Aeny. OpraHu3almOHHO-PACIOPAIUTENIbHAS TOKYMEHTALINS.
TpeboBanust K 0pOPMIIEHUIO JOKYMEHTOB, OTBETHTE Ha CIIEIYIOIINE BOIPOCHL:

1. KaxoBa o6macTs mpuMeHEHHUs JaHHOTO TOCYIapCTBEHHOTO CTaHapTa’?

2. W3 kakux pa3zenoB COCTOMT JAHHBIM AOKyMEHT? ONULINTE KPaTKOe COAEpKaHUE
KaXKI0ro paszzena.

3. Jaiite omnpeneneHue MOHATUIO «PEKBU3UT». CKOIBKO PEKBU3UTOB CYLIECTBYET Y
JIOKyMeHTa (110 JaHHOMY TOCYJapCTBEHHOMY CTaHIapTy)?

4. Kakne TtpeOoBaHMS B COOTBETCTBMM C JaHHBIM HOPMATHUBHBIM JIOKYMEHTOM
JOJIKHBI IPEIBABIATHCS K OJJaHKaM JTOKYMEHTOB?

S. Kaxue npunoxenus cogepxarcsi B JaHHOM JOKyMEHTe?

3aganue 6

Ocoboe BHUMaHHE B JENONPOU3BOJCTBE YIENISIECTCS XpAaHEHHIO TOKYMEHTOB. Hripke
IIEPEYUCIICHBl OCHOBHBIE HOPMATUBHBIC AKTBI, KOTOPBIE PETYIUPYIOT OPraHU3ALUI0 APXUBHOU
paboThI ¢ JOKYMEHTaMHU, CAeaiTe MUCbMEHHBIA KpaTKUii 0030p JaHHBIX IOKYMEHTOB:

— 006 apxuBHOM pene B Poccuiickoit @enepanuu: OenepanbHbiii 3aKoH oT 22.10.2004 1.
No 125-®3 (pen. ot 25.12.2023 Ne 635-D3);

— OO0 yTBEepXKXICHMM MpaBW OpraHU3allud XpPAaHEHUs, KOMILICKTOBAaHUS, ydeTa H
UCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOTo ¢onnaa Poccuiickoit @enepanuu U APYrux apXUBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BJIACTH, OpraHaXx MECTHOIO CaMOYIPAaBIEHUS U
opraHuszanusx: npukas Munucrepcrsa KyabTypbl PO ot 31.03.2015 r. Ne 526;

— OO0 yrBepxkaeHun IlepeyHs THUNOBBIX YIPABICHUECKUX ApPXMUBHBIX JOKYMEHTOB,
00pa3yIoIMXCsl B TPOLECCE NEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
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CaMOYIPAaBJIEHUSI U OpraHM3allvii, ¢ yKa3aHUEM CPOKOB MX XpaHEHud: npukaz denepaibHOro
apxuBHOro areHrcrna ot 20.12.2019 Ne 236.

3amanme 7

Pemmmre cnenyronue 3agauu:

1. I'paxxnanka HecrepoBa ycTpomnach Ha paboTy B MMHHCTEPCTBO OOIIETO H
npodecCHoHAIBHOTO 00pa3oBaHus CBEpAIOBCKOM 00JIACTH M TOJy4YWsa TEPBOE 3aJaHUE OT
CBOETO HEMOCPEJCTBEHHOI0 HayallbHUKA: pa3paboTaTh HOMEHKIATYPY AeN A (OpMUPOBAHUS
JOKYMEHTalIbHOrO (OHJAa TOCyJapCcTBEHHOro opraHa. KakuM JOKyMEHTOM JOJKHA
pyKOBOACTBOBaThCs Tpaxkaanka Hecreposa? Kakue mosoxeHus 3TOro AJOKyMEHTa OHa JOJDKHA
y4eCTh IIPU BHITIOJHEHUH 3aJaHUS?

2. Axuunonepnoe obmectBo «llapyc» co3mano B 2003 r. Hosblil aupexrop, U. W.
MBaHOB, TPHUCTYNMUBIIMK K BBHINOJHEHHIO CBOMX oO0s3aHHOCTeW B 2016 1., pacmopsiamics
YHUUYTOXXKUTb BCE JOKYMEHTBHI MPEIIIECTBYIOIIET0 MEPUOJa CYIIECTBOBAHUS OpraHM3alUHU.
Hackonpko mpaBomepHO ero pacnopspkenune? Kakue TpeOoBaHWS HOPMAaTUBHBIX JIOKYMEHTOB
HapylIeHbl B pe3ylbTaTe€ pacloOpsDKEHUs HOBOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTH
MOKET OBITh IpenycMoTpeHa st aupexktopa U. Y. iBanosa?

3. 00O «MoTbuIEK» B X0/1€ TIPOBEPKU €T0 AEATEIBHOCTH HE NMPEAOCTaBUIIO NPUKA3
JUPEKTOpa O Ha3HAYEHMHU JIMIA, OTBETCTBEHHOIO 32 apXUB. BBISCHUIIOCH, UTO JIMYHBIEC /€A U
IpUKa3bl MO JIMYHOMY COCTaBy XpaHWJIUCh B HeymnopsgoueHHoM Buzae. Kro Hecer
OTBETCTBEHHOCTbH 32 BBIABIICHHBbIC HapylieHus? Ha3oBuTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
IIPEyCMOTPEHA OTBETCTBEHHOCTD 3a JAHHBIE HAPYUIEHHUS U BO3MOXHBIE BADUAHTHI HAKA3aHUM.

4. B xonme mnaHoOBOM TPOBEPKH TOCYAAPCTBEHHOTO YHHUTApHOTO MPEAIPHUATHS
BBISICHWIOCH, YTO JIOKYMEHTHI 10 JMYHOMY COCTaBY XPaHWIMCh B IOJBAJIbHOM IOMELICHHH,
KOTOPBI 3aTOMWJIO HaKaHyHE IMpHUe3[ja KOMHCCHM, JOKYMEHTHI MPUILIM B HErOAHOCTh: TEKCT
pa3MbIT, HHPOpMaLus crana HeunTaeMoil. Kakue npaBuia paboTsl ¢ JOKYMEHTaMH 1O TUYHOMY
coctaBy Obuin HapyuieHbl? KTO HeceT OTBETCTBEHHOCTh 3a HENPaBUIBHOE XpaHEHUE
nokymMeHToB? Kakas Mepa HakazaHusi MOXKeET ObITh TpUMeHeHa?

3aganue 8
BrimonHuTe 3a1anus, B Cry4ae He0OOX0IMMOCTH J0OAaBbTE HEJIOCTAIONIYI0 HH(DOPMAIIHIO:
1. Ucnonp3ys mnonoxenus DenepaibHOTO  KOHCTHUTYHMOHHOTO  3akoHa  «O

Tl'ocynapctBennom rep6e Poccuiickoit ®@epepamun» ot 25.12.2000 1. Ne 2-OK3 (pen. or
30.12.2021), ykaxuTe, Kakhue OpraHbl YIpPaBJICHUS HMEIOT MPABO HCIIOIBH30BaTh Ha OJlaHKax
CBOMX JOKYMEHTOB u300paxkeHus ['ocymapctBeHHoro rep6a. Kakue BapmanThl M300pakeHHS
['ocymapcTBeHHOTO repba yCTaHOBJICHBI B 3aKOHE?

2. Ha mucre 6ymaru ¢opmara A4 ykakuTe TOUHOE MECTOPACIIONIOKECHHE dMOIEMbI
WIIM TOBAPHOTO 3HAKa OPraHU3alHN.
3. Hcnonp3ys «Obmmepoccuiickuit Kiaccudukarop yIpaBIEHYECKON

JOKYMEHTAIMU», OTIpeieNInTe KOA (GOPMBI CIEAYIOMUX TOKYMEHTOB:

— IIPUKA3 O CO3JaHUM OpPTraHU3aLNN;

- yCTaB;

— Y4pEIUTENbHBIN 10I0OBOD;

- MPHUKa3 O pacHpeesieHuu 00I3aHHOCTEN MEKIy PYKOBOJACTBOM OpraHHU3alUy;

— 3asBiIeHHE 00 YBOJIbHEHUH.

4. [IpaBunsHO odopmuTe pekBU3UTHI «HanMeHOBaHME oOpraHu3aluud — aBTOpPA
JNOKyMeHTa», «HauMeHOBaHHE CTPYKTypHOTO TOJpa3felieHuss — aBToOpa JOKYMEHTay,
«HanmeHoBaHHE NOJKHOCTH JIMIA — aBTOPA IOKYMEHTa», UCIOJb3Ys CIAEAYIOIINE TaHHbIE:

a) mupextop BHUMAJL, Pocapxus 6) 3amaupextop, Oyxrantep OAO «Pomarmika»

B) mupekTop MHCTUTYTA SKOHOMUKH, Y PaTbCKUN MEearOrHIeCKU YHUBEPCUTET

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

— OpraHu3aluy;

— CTPYKTYpPHOMY IOJIpa3JEJIEHUI0 OPraHu3alluu;

— JIOJPKHOCTHOMY JIMIly OPTaHHM3aLUu;
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— buznyecKoMy JIHILY.
6. CocraBbTe U TIPaBUILHO 0(hOpPMHUTE PEKBU3HUT «I prud yTBEPKICHUS TOKYMEHTa.
JIOKyMEHT yTBEpPKIEH:
— JIOJKHOCTHBIM JIULIOM:
- reHepanbHbIM aupekTopoM AO «Pomamka» C. A. BacunbKoBbIM;
- nupektopoM MAOY rumuazuu Ne 125 B. I1. KomapoBeim;
— U3JIaHUEM PACIOPSIUTENIBHOTO JOKYMEHTA:
- npuka3om aupektopa [TAO «Coeptpect» ot 05.09.2018 1. Ne 37;
- npuKa3oM MHUHHUCTEPCTBA HAYKH U BBICIIEr0 oOpa3oBaHus PO 0T
18.10.2018 r. Ne 145;
— pELIEHUEM KOJUIETHaJIbHOTO OpraHa:
— pelIeHneM CoBeTa TUPEKTOPOB;
— pelIeHHEeM YYEeHOTO COBeTa 00pa3oBaTeIbHOI OpraHu3aluy.
7. VkaxuTe, dTO SBISETCS 3ar0JIOBKOM:
— JOJKHOCTHAs! MHCTPYKIUS A€JI0NPOU3BOIUTENS;
— ycTaB 00I1eCTBa C OTPaHUYEHHON OTBETCTBEHHOCTHI0 «CTPOHUHBECTIIPOMY;
— IpUKa3 o mpueMe Ha padory;
— 3asiBJICHUE 00 YBOJILHCHHH;
— rpaduK OTIYCKOB;
- aKT 00 YHUYTOKEHUH JIOKYMEHTOB C UCTEKIIMM CPOKOM XPaHEHHUSI.
8. OdopmuTe HECKOIBKO BUIOB PEKBU3UTA «OTMETKA O MPUIIOKESHUN:
- MIPUJIOKEHUE HA3BAaHO B TEKCTE;
— IIPUJIO’KEHUE HE HAa3BaHO B TEKCTE;
- MIPUJIOKEHUN B TOKYMEHTE HECKOJIBKO;
— MPHUIIOKEHHE COPOIIIOPOBAHO;
- JOKYMEHT, SABJISIFOLIMNCSA TPWIOKEHUEM, UMEET MPUIIOKEHNS C CAMOCTOSATENbHOMN
HyMEpaLue CTpaHuLL;
- MPUIIOKEHUEM SIBIIIETCS 000COOIEHHBIN 3JIEKTPOHHBIN HOCUTENh (KOMIAKT-AMCK,
USB-¢uemm-HakonuTensb).
9. OdopmuTe HECKOIBKO BUIOB TTOAMHUCEH:
— noanuchk aupexropa AO «Pomamika» Ha pUpMEHHOM OJIaHKe;
— noanuck aupekTopa AO «Pomatikay Ha qoKymMeHTe, OOpMICHHOM HE Ha OJaHKe
— NOJIMCH AUPEKTOpa U raaBHOro Oyxranrepa AO «Pomarikay;
- MOJIMUCH 3aMEeCTUTENEH TUPEKTOpa IO OCHOBHOM JIeATENbHOCTH U (PUHAHCOBBIM
— BOIIpOCaM;
— noanucu nupekropa AO «Pomamka» u nupekropa AO «Bacumeky;
— HNOJAINUCH JOKYMEHTA, COCTABJIEHHOIO KOMMCCHUEH IO CHHCAHWI0 MaTepHUaIbHBIX

IIEHHOCTE;

— MOJIUCH HCIIOJIHSAIOLIETO 00s13aHHOCTH TeHepaabHOro Aupekropa AO
«Pomarkay.

Omnpenenure, B 4eM 3aKJIIOYAIOTCS O0IIME TPaBUiia PErHCTPAIIUN TOKYMEHTOB.

3aganue 9

Jlis Kakux JOKYMEHTOB YCTaHABIUBAIOTCA CPOKM HcmonHeHus? Kto ycraHaBmuBaer
WHAMBUAYalIbHbIE CPOKU HcroyiHeHus? C Kakoro MOMEHTa MCUUCISETCS] CPOK HCIIOJIIHEHUS U
KOHTPOJIb 32 HCIIOJIHEHUEM JOKyMeHTOB? KakoB MOpPSIOK MPONAJICHHS] CpPOKa HCIIOJHEHUS
JTIOKyMeHTa?

3ananue 10

Onpenenute BUAOBOM COCTaB KapOBOM JOKYMEHTAIUH.

3ananme 11

N3 «Ob6mepoccuiickoro kiaccuukaropa ynpaBIeHUYECKOW TOKyMEHTAIUW» (CHUCTEMBI
nokymentanuu kiacca 0200000 u 0300000) BbIIUIINTE JOKYMEHTBI, KOTOPBIE OTPaXaroT
JBUKEHHE MepCoHasa B OpraHu3allnu.
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3ananue 12

Hcnonb3ys mpaBoByto 0a3y «KOHCYJIbTaHT IUIIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MPABOBBIX JOKYMEHTOB, CBSI3aHHBIX C IBW)KCHHEM IIEpCOHANla B oOpraHu3anuu. JlOKyMEHTHI
PaCIOJIOKHUTE MO UX IOPUANYECKOM CHJIE.

3ananue 13

[To3nakombpTeCh € yHUPHUIMPOBAHHBIMU (OpMAMHU TMPUKA30B MO JUYHOMY COCTaBy,
IITATHBIM PAclUCaHueM, T'paUKOM OTITYCKOB, OMPEACTUTE OCOOCHHOCTH 3arOJHEHHS ITHX
JIOKYMEHTOB.

3ananue 14

CocraBbpTe UTOTOBYIO CIIpaBKy 0 paccMoTpeHuu nuchMa (OO aBTopa, Bua oOparmieHus
YKKUTE CAMOCTOSITENIBHO).

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

3ananue 15

1. 100aBbTE HEAOCTAOIIYIO0 HH(POPMAIIHIO:

1.1. TIImcemo 0Opa3oBaTeIbHOW OpPTraHU3ANMU O MPOBEICHWH KOHKypca Ha JYYIIYIO
HCCIIEIOBATENIbCKYIO paboTy mo TeMe «lcropust ponnoro kpas». Cpoku NpoBeeHHUs KOHKypca —
¢ (eBpanst mo Mail TEKyIIero Troja, MOJABEICHHWE WTOTOB M HArpakJeHUEe mobOeauTeneii — B
utoHe. B npuinoxxennn — [lonoxeHnne o KOHKypce.

1.2.  IIucemo-oTBeT U3AaTENbCTBY «COKpaT» OT M3aTENbCTBA «ATPUYM» C COTJIACHEM
O COTpyIHUYECTBE [0 Y4YaCTHUIO B BBICTABKE WH3/1aBaeMOIl JUTEpaTyphl, KoTopas Oynaer
IPOXOJUTH B OKTSAOpE TEKYILEro roja.

1.3. TIucemMoO-cOmpOBOXKIEHHWE  3alpaliBaeMoil ~ HWH(POpPMAlMM  BBIIIECTOSIIEH
OpraHU3aIHU O €XKEMECAYHBIX JI0X0JaX C MPOIaKu TOBAPOB.

1.4.  TIucemo-3ampoc OO0 «Mup nuBanoB» ot OO0 «Mebenby» ¢ MpockOOoi BHICIATh
KOMMEPUECKOE MPEJIOKEHNUE C TIPalicoM LIEH Ha TOBApBHI.

3aganue 16

Kakue tpeOoBanus craenyer coOmonath npu ¢opmupoBanun nen? [louemy He
pexomeHayeTcsi pOpMUPOBAHUE U XPAaHEHUE A€l Y UCTIOTHUTEN?

3ananue 17

Kak pacnonioxeH JOKyMEeHT BHYTpH A€’

3ananue 18

VYkaxuTe, B 4eM OTJIHYME OPUIIHATIEHO-EI0BOTO CTUIISL OT APYTHUX.

3ananue 19

[Tepeunciure yacTo BCTpeyaromuecst abOpeBUaTyphl CIOB.

Kpurepnu u mkaJjia olieHKH pelnieHus NPaKTHYeCKOro 3a1aHusl

Ouenka Kputepun

OT1au4yHo Omauyno  CTaBHUTCS, €CIM  COACp)KaHWE pPadOTHI/OTBETa  IMOIHOCTHIO
COOTBETCTBYET 3ajaHuio. OOydarouuiics, JAEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTH4YeCKOe M TJIyOOKOe 3HaHME Yy4eOHOTO Marepuanga, yMEHHUe
CBOOOJHO BBINIOJHATH MpakTHUecKoe 3aaaHue. [IonHo ocBemaer 3aJaHHYIO
TeMy, €€ aKTYaJIbHOCTh W HOBH3HY. Marepuain H3JI0)KE€H B OINpeNeIeHHOU
JIOTHYECKOU MOCJIEI0BATENBHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCTIOIb30BAaHUEM COBPEMEHHBIX HAyYHBIX TepMUHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAT B TOJHOM O0beME HEOOXOTUMBIC 3HAHMS U YMEHUS;
YMEHHE T0JIb30BAaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JUTEPaTypoii; 0OOCHOBAHHOCTh PE3YJIbTATOB U BHIBOJOB, OPUTMHAIBHOCTD
UJICH; CIIOCOOHOCTD TPEACTABIATh PE3YJIbTaThl UCCIEAOBAHMS B TBOPUYECKOU
dopme; 000CHOBaHME BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTYYCHHBIX JaHHBIX. [IpoIeMOHCTpUPOBaH JIMYHBIN BKIJIAJ 00YydYaroIIerocs
B pabory. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBAHUSIM.
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Xopoio Xopowo cTaBUTCS, €cClIU COAepKaHHE pabOTh/OTBETa JAOCTAaTOYHO
MOJTHOCTBIO  COOTBETCTBYET 3agaHuio. OOydaromuiics JIeMOHCTPHUPYET
3HaHHWE Y4YeOHOTO MaTrepuajia, YMEHHE YCIEIIHO BBIMOJIHUTH 3aJaHue,
YCBOCHHUE OCHOBHOM JIUTEPAaTypbl, PEKOMEHJOBAHHOW B IIpOrpaMMe.
Marepuasi HU370K€H B ONPEICICHHOW JIOTMYECKOW IMOCIEI0BATEIbHOCTH,
IpU 3TOM JOMYIICHBI JABE-TPU HECYILECTBEHHbIE OMIMOKH (MIIM OTOBOPKH),
UCIpaBJIEHHBIE MO TpeboBaHMIO TpernoaaBarens. Haydnas TepMuHOIOTHSA
UCTIONB3YETCSl  JOCTATOYHO, OTpak€HAa HOBU3HA TIOJTYYCHHBIX JaHHBIX,
BBIBOJIBI  JIOCTAaTOYHO O0OOCHOBaHBL. JlocTaTOUYHO MPOAEMOHCTPUPOBAH
JUYHBIA BKJIa[ oOydaromierocs B padboty. OdopmieHne paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Ynosiaersop | [Ipu  yoosremseopumenvnom  oTBeTe  couepkaHue  pabOThI/OTBETa
UTEJIBHO HEJOCTAaTOYHO MOJIHOCThIO COOTBETCTBYET 3aJaHHIO. 3aJaHHE BBIIOJIHEHO
gactuyHo. OOyuarommiics JIEeMOHCTPUPYET HEIO0CTaTOYHOE OCBELICHHE
3aJJaHHOW TEMbI, TOMYUIEHbI MOTPEIIHOCTH U HETOYHOCTH, AOMYCKAEeT OJHY
CYIIECTBEHHYIO OIIMOKY, HO 00JIaaeT HEOOXOAUMBIMH 3HAHUSMHU JUISI MX
yCTpaHEHUs TOJ| PYKOBOJCTBOM MpenonaBarens. HayuHas TepMuHONOTHS
UCTIONIB3YETCSl HEIOCTATOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMYHBIN BKIAA
obOyuvaromerocss B paboty HemocrtaroueH. OdopmueHue paboTel He
MOJTHOCTHIO OTBEYAIOT YCTAHOBICHHBIM TPEOOBAHUSIM.

Heynosuers | Ilpu neydoeremsopumenvnom oTBeTe coaepxkaHue pabOThI/OTBETa HeE
OpHUTEJIbHO | COOTBETCTBYET 3aJaHuio. B paboTe mpoJeMOHCTPUPOBAH HU3KUH YpOBEHb
3HAHUH W yMEHMH, HaONIoJaloTCs 3HAUYUTEIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNY HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPAHHYEH O0BEM
coJlep)KaHusl BbIMOJIHEHHOro 3amaHus. OdopmieHune paboThl HE OTBEYAeT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Kputepun n mkaJja oneHKH NPOMeKYTOYHOM ATTECTAMH - 3a4eTa
OmeHka «3au4Te€HO» CTABUTCS, €CIM CTYAEHT TOJNY4WI OLEHKH «OTIUYHOM,
«XOpOIIO», «yIOBJIETBOPUTEIBHO» /MK «3auTeHo» 3a 80% wu Oosee CEeMHHApPOB M
MPaKTHYECKUX padoT.
OneHka  «HE  3a4T€HO»  CTABUTCS, €CIM  CTYAEHT  IOJy4WuJ  OLIEHKHU
«HEYJIOBJIETBOPUTEIBHO» H/WIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHAapOB M IMPAaKTUYECKUX
pabor.

8. YYUEBHO-METOJANYECKOE U THO®OPMAIIMOHHOE OBECIIEYHEHUE
JAUCIAIIINHBI

8.1 . OcHoBHasi JuTEpaTypa

1. Hoponuna, JI. A. Opranm3anys W TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOeCTeueHUs
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 : anmexTpoHHbIH // OOpa3zoBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116

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

8.2. lonotHUTEILHAS JIUTEPATypa
1. KazakeBuu, T. A. JlokymeHnToBeneHue. J[OKyMEHTAIIMOHHBIM CEPBUC : YYCOHHK H
npaktukyMm ais By3oB / T. A. Kazakesuu, A. W. Tkanuu. — 2-e u3na., ucnp. u gon. — MOCKBa :

30



WznparensctBo FOpaiit, 2025. — 167 ¢. — (Bsicmiee obpa3oBanue). — ISBN 978-5-534-06273-
1. — Tekcr : snektponHsld // OOpa3oBatenbHas tuiardopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/562369

2. JlokymeHTOBe/leHHE : y4eOHWK W TPaKTUKyM Uil BY30B / moj pemakmuedn JI. A.
JloponuHoii. — 4-¢ u3a., nepepad. u gon. — Mocksa : M3aarensctBo FOpaiit, 2025. — 336 c.
— (Bwicmiee o6pazoBanme). — ISBN 978-5-534-19110-3. — TekcT : 3JEKTPOHHBIA //
Oo6pazoBarenpHast mwatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560108

3. Kysuenos, M. H. [lokymeHTanimoHHOE OOECIICUCHHUE YIPABICHUS TEPCOHATIOM
yueOHUK U npakTukyM uis By3oB / U. H. Ky3nenos. — 3-e u3n., nepepab. u gorn. — MockBa :
NznarensctBo FOpaiit, 2025. — 397 ¢. — (Boicmee oo6pazoanue). — ISBN 978-5-534-16692-
7. — Teker : snextpoHHBI // OOpasoBarenbHas miaardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/560482 S

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

8.4. [IpodeccuonanbHbie 6a3bl JAHHBIX

1. http://file.prohotel.ru/- baza TOKyMEHTOB 1 HOPMAaTHUBHBIX aKTOB JJISI TOCTUHUIIBI

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - ba3za
JTAHHBIX 110 AEIOMPOU3BOICTBY H JOKYMEHTOOOOPOTY

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

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

8.7. MeToan4eckne yKasaHusi ¥ MaTepPUAJIbI 10 BUIAM 3aHATHI

MeTtoanyeckue yKa3aHus M0 BeleHUI0 KOHCIIEKTOB JIEKIM i

KoHcriekTupoBaHue JEKIIMM — BaXKHBIA IIar B 3allOMHHAHUHM MaTepHalia, IOATOMY
KOHCIIEKT JIEKIUH HEOOXOIMMO HMMETh KaXKIOMY CTYASHTY. 3ajada CTYACHTa Ha JIEKIHH —
OJIHOBPEMEHHO CIIyIIaTh MPENoJiaBaresis, aHATU3UPOBaTh M KOHCIEKTUPOBATH WH(OOPMAIIHUIO.
[Ipu 3TOM Kak CBUIETENLCTBYET MPAKTUKA, HE HY>KHO CTPEMHUTHCS BECTU JOCIOBHYIO 3aIUCh.
Takum oOpa3oM, JEKIUIO TMPEToaBaTessi MOKXHO KOHCIIEKTUPOBATh, TIPH ATOM BaKHO HE TOJBKO
BHUMATEIBHO CHYIIaTh JIGKTOpa, HO U BBUICNATh HauOoliee BaXHYIO HHPOpPMAIUIO U
COKpAIIICHHO 3alUChiBaTh e€e. [Ipu 3TOM OJHO M TO ke comepkaHue (PUKCUPYeTCs B CO3HAHUU
YEeThIpE pas3a: BO-NEPBBIX, MPU CAMOM CIYIIAHWU, BO-BTOPBIX, KOTJIa BBIACIAETCS TIJIaBHAs
MBICJIb, B-TPETHUX, KOTJIa TOJBICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, NMPU 3aIHCH.
Marepuan 3anioMHHaeTCsi 60J1e€ MOJIHO, TOYHO U MPOYHO.

XOopomunid KOHCIIEKT — 3aJIOI YEeTKUX OTBETOB Ha 3aHATHUSAX, XOPOIIETO BBITTOJHEHHS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pa0d0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JIEKIIMOHHBIX 3aHATUSAX HecOMHEHHA. [IpoBepeHo, uTo cocTtaBieHue 3P(HEKTUBHOTO KOHCIEKTA
JIEKIIMA MOKET COKPATHTh B UETHIPE paza BpeMs, HEOOXOIUMOE ISl TIOJIHOTO BOCCTAHOBIICHUS
HYXHOH wuH(popMarmu. [lng SKOHOMHM BpEMEHHM, Iepel KaKIOW JeKIUel HeoOX0IuMo
BHUMATEIIBHO MPOYUTATh MaTepuan MPEeAbIAyIIeH JICKIIMA, BHECTH HCIPABICHUS, BBIICITUTH
Ba)KHBIE aCMEKThl U3y4aeMOro MaTepuana

KoHcmekT momoraer He TOJIbKO JIydIlle yCBAaWBaTh MaTepuall Ha JICKIIMUA, OH OKa3bIBAeTCS
HE3aMEHUM IpU MOJArOTOBKE dK3aMeHy. CieaoBaTellbHO, CTYACHTY B JadbHEHIIIEM BaXKHO YMEET
0OPMHTH KOHCIIEKT TaK, YTOOBI BAKHBIE MOMEHTHI KYJIbTYPOJOTUUECKON HUJIeH OBLITN BBIJEICHBI
rpaduuecku, a TIIaBHYI0 HH(OpPMAIHMIO CIIEAyeT BBIACIATh B CAMOCTOSTEIbHBIC a03allbl,
bukcupys ee 0osiee KpyImHBIMHA OyYKBaMHU WJIM LIBETHBIMH MapkepaMu. KOHCIIEKT TOJDKEH UMETh
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HOJIS JUISL 3aMETOK. JTO MOTYT ObITh OMOnMorpaduyeckue CChbUIKM M, HaKOHEI, COOCTBEHHBIE
KOMMEHTapUH.

MeToanyecKkue yKa3aHusl 10 OPraHU3alul CAMOCTOSITeJIbHOIH padoThI CTyIeHTa

Jns wmHauBHIyaM3aliid  00pa30BaTEIPHOTO Tpoliecca camocTosTenbHylo padoty (CP)
MOYKHO Pa3JIeNUTh Ha 0a30BYIO M JOTIOJHUTEIHHYIO.

bazoBas CP obecneunBaeT MOArOTOBKY CTYIEHTa K TEKYLIUM ayAUTOPHBIM 3aHATUSAM U
KOHTPOJIbHBIM MEPOIPUATUSAM JUIsl BCEX JUCHMIUIMH Y4eOHOro ImaHa. Pe3ynbTarhl 3TOH
MOJTOTOBKU MPOSBISIOTCS B aKTUBHOCTH CTYJEHTA Ha 3aHSATHUSX M B KaueCTBE BBINOJIHEHHBIX
KOHTPOJIBHBIX paldOoT, TECTOBBIX 3a/JaHUi, CIACTAHHBIX JOKIAJ0B M JIPYrux (OpM TEKYILEro
koHTpoJisa. bazoBas CP moxker BkitouaTh cienytone GopMbl pabOT: U3ydeHHUE JIEKIIMOHHOTO
Marepuaia, MpelycMaTpUBAIONIEe MPOpPabOTKy KOHCHEKTa JIEKIUH M Y4eOHOW JIMTepaTyphl;
nouck (moadop) W 0030p JNUTEPAaTypbl M DJIEKTPOHHBIX HMCTOYHUKOB WH(MOpMAIUU 110
WH/IMBUYAJIbHO 33JJaHHOM Mpo0JyieMe Kypca; BBIIIOJHEHHUE JIOMAIIHETo 3afaHus WM JTIOMalTHen
KOHTPOJIbHOM paboThl, BbIABAEMbIX Ha MPAKTUUYECKUX 3aHATUAX; M3y4EHHE Marepuaa,
BBIHECEHHOTO Ha CaMOCTOSITEIbHOE M3y4YCHHE; IOJArOTOBKA K TPAKTHUECKUM 3aHATHUAM;
MOJrOTOBKA K KOHTPOJIbHOM padoTe WM KOJUIOKBUYMY; MOATOTOBKAa K 3a4eTy, aTTeCTallUsIM;
HamucaHue pedepara (3cce) 1o 3aJaHHOH npoodieme.

HononuurensHass CP HampaBieHa Ha yriyOJICHHE W 3aKpeIjieHHe 3HaHWM CTY/ACHTA,
pa3BUTHE aHATUTUYECKUX HABBIKOB 1O MpobiaemMaTuke yueOHoi nuciuminsel. K Heil oTHOCSTCA:
MOJArOTOBKA K 3K3aMEHY; BBIMIOJIHEHUE KYpCOBOM pabOThl WM MPOEKTa; HCCIeA0BaTEIbCKas
paboTta u yyacTre B HAyYHBIX CTYJCHUECKUX KOH(EPEHIUIX, CeMUHAPaX U OJIMMITHA/IAX; aHAJIN3
HAayyHOM MyONMKAaMM [0 3apaHee ONpENECNICHHON TpernojaBaTeieM TeMe; aHaju3
CTaTUCTHUYECKUX M (PAKTUUECKUX MAaTepHajoB IO 3aJaHHOH TeMme, MPOBEJICHHE pPacyeTOB,
COCTaBJICHHE CXEM M MOJeJiell Ha OCHOBE CTaTUCTHUECKUX MaTepuasoB U Jp.

B yuebHOM mporiecce BBIACTSAIOT JIBa BUAA CAMOCTOATENBHOM paboTHI: ayAWTOpHas H
BHEAyJUTOpHAs. AYAMTOpHAs caMOCTOsITeNIbHas paboTa MO JAWCUUIUIMHE BBHIMOJHSIETCS Ha
y4eOHBIX 3aHATHUAX MO/ HETTOCPEICTBEHHBIM PYKOBOJCTBOM IPENOJaBaTess U MO €ro 3a/laHusIM.
OcHOBHBIMU (D OpMaMH CaMOCTOSITEIBHOW pabdOThl CTYJIEHTOB C YYacTHEM IIperojiaBaTesiei
SABIISIOTCS:  TEKyI[MEe KOHCYJNbTAllUM; KOJUIOKBUYM Kak (opmMa KOHTPOJS OCBOCHHS
TEOPETUYECKOr0 COJAEpKAHMS NUCUUIUIMH, MpUEM U pa3dop IOoMallHUX 3aJdaHuil (B 4achl
NPAaKTUYECKUX 3aHATUI); BBIMOJIHEHHE KYPCOBBIX paboT (MPOEKTOB) B paMKax TUCIMIUIMH
(PyKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3allUTa KypCOBBIX paboT (B dYachl, MPeIlyCMOTPEHHBIE
y4eOHBIM IIJIAHOM); MIPOXOXKICHHE U 0O(hOpMIICHNE PE3yNbTaTOB MPAKTUK (PYKOBOJCTBO U OLIEHKA
ypOoBHS c(HhOPMUPOBAHHOCTH MPO(HECCUOHATLHBIX YMEHUN 1 HABBIKOB); BBIMOJIHEHNE BBITYCKHON
KBAJTM(HUKAIIMOHHONH pPabOThl (PYKOBOJCTBO, KOHCYJIBTUPOBAaHME M 3allldTa BBITYCKHBIX
KB (UKAIIMOHHBIX padoOT) U Jp.

BueaynutopHass caMmoctosiTenbHas paboTa BBINOJHSAETCS CTYJCHTOM 110 3aJaHHUI0
npenojaBarensi, HO 0e3 ero HemocpeacTBeHHOro ydactus. OcCHOBHBIMH (dopMaMu
CaMOCTOSITENIbHOW pabOThI CTYJECHTOB 0€3 ydacTHsl MperoaaBaTeseil BidoTcs: (GopMUpOBaHHE
M YCBOGHHE COJIEp)KaHHSI KOHCIEKTa JICKIMH Ha 0a3e pEeKOMEHJIOBAHHOW JIEKTOPOM Y4eOHOM
JUTEpaTyphl, BKIItOYast HHPOPMALIMOHHBIE 00pa30BaTeIbHbBIE PECYPCHI (IJIEKTPOHHBIE YUEOHHUKH,
3JICKTPOHHBIE OMOJIMOTEKH W Ap.); HamucaHue pedeparos, 3cce; MOATOTOBKA K MPAKTUYECKUM
3aHATUAM (IOATOTOBKA COOOIICHWH, JOKIAJ0B, 3aJaHMii); COCTAaBICHHE AHHOTHPOBAHHOTO
CIMCKa cTaTeil M3 COOTBETCTBYIOUIMX JKYPHAJIOB IO OTpacisiM 3HaHUI (IeAarornyeckux,
IICUXOJIOTUYECKUX, METOIMYECKUX U [p.); YIIYOJCHHbIM aHalu3 Hay4YHO-METOAMYECKOU
aUTEpaTyphl (IMOATOTOBKA PEICH3UM, aHHOTAlMA Ha CTaThl0, TOCOOME W JIp.); BBHINOJHECHHE
3agaHuii o cOOpy Marepuaiga BO BpeMsl NPAKTUKU; OBIAJACHUE CTYIEHTAMHU KOHKPETHBIX
yueOHBIX MOJYJel, BHIHECEHHBIX Ha CaMOCTOSITEIbHOE H3yYeHHEe; MoA00p MaTepuana, KOTOPbIi
MOYET OBbITh MCIIOJIb30BaH JJIsl HalMcaHus pedepaTroB, KypCOBBIX M KBaTH(UKAIMOHHBIX padoT;
MOJrOTOBKA TMPE3CHTAllMi; COCTaBIIEHUE TIJIoccapus, KpOCCBOpAa IO KOHKPETHOH TeMe;
MOJATrOTOBKA K 3aHATHUSAM, IPOBOJUMBIM C HCIIOJIb30BAaHHEM aKTUBHBIX (hOpM 00ydeHus (Kpyriibie
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CTOJIBI, TUCIYTHI, AEJIOBBIE UIPbI); AHAINU3 JEJIOBBIX CUTyallui (MUHU-KENUCOB). I'paHuLIBI MEX Y
STUMU BUAAMU pabOT OTHOCUTENbHBI, @ CAMU BUIbI CAMOCTOSITENIbHOM pabOThI IEpeCceKaroTCsl.
MeToaunyeckue yKazaHHs MO NOATOTOBKE K NPAKTHYECKUM 3aHATUAM

OmHoit W3 BaXHBIX (GOPM  CaAMOCTOSITCIIBHOW pabOThl  SIBISETCS TMOJATOTOBKA K
HNPaKTUYECKOMY 3aHATHIO.

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

1. BHUMaTelIbHO W3YYUTh OCHOBHBIE BONPOCHI TEMbl W IUIAH MPAKTUYECKOTO 3aHATHS,
ONpeCaACIMTL MCCTO TCMbI 3aHATHA B O6H_IGM COACPpIKaHNU, €€ CBA3b C APYTUMH TCMaMU;

2. HallTH ¥ TpopabOTaTh COOTBETCTBYIOLIUE pa3eibl B PEKOMEHI0BaHHBIX HOPMATHUBHBIX
JTOKYMEHTaX, YaeOHUKAaX U JOTIOTHUTEIHHOU JTUTEPaType;

3. mocie O3HAKOMJICHHSI C TEOPETHUYECKUM MaTepHalioM OTBETHTh Ha BOINPOCHI IUIA
CaMONPOBEPKH;

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

5. mpoayMaTrh pa3BepHYTble OTBEThl HA MPEAJIOKEHHBIE BOIPOCHI TEMbI, OMHPASCh Ha
JICKOHMOHHBIC MATCPUAJIbI, paClIupAd U AOMOJHAA UX JaHHBIMU U3 y‘I€6HI/IKOB, I[OHOHHHTGHBHOﬁ
JUTEPaATYPHI.

MeToanyeckue yKa3aHus M0 NOATOTOBKE K YCTHOMY ONPOCY
CamocTtosTenbHass paboTa CTYJEHTOB BKJIIOYAaeT IOATOTOBKY K YCTHOMY OIpOCYy Ha
CCMHUHAPCKUX 3aHATHAX. I[.HSI 9TOro CTYACHT MU3Yy4YacCT JICKIIMU, OCHOBHYIO H JOIOJIHUTCIILHYIO
auTepatypy, nyonukanuu, nHpopmanuio u3z MlaTepueT-pecypcos.

Tema U BOMPOCH K CEMHUHAPCKUM 3aHSITUSAM, BOIPOCHI JJii CAMOKOHTPOJIS COJIEPKATCs B
paboueli yueOHOM TTporpamMme U TIOBOJSTCS JI0 CTYACHTOB 3apaHee. I(HPEKTUBHOCTH MOATOTOBKH
CTYJIGHTOB K YCTHOMY OIPOCY 3aBUCUT OT KadyecTBa O3HAKOMIICHHMS C PEKOMEHJIOBAHHOMU
auTepaTypoil. J[ias MOATOTOBKM K YCTHOMY OIpPOCY, OJIML-OMPOCY CTYIEHTY HEOO0XOAMMO
O3HAKOMUTBCSI C MAaTEpUaloM, MOCBALICHHBIM TEME CEMHHapa, B Y4YeOHUKE WM Jpyrou
PEKOMEH/I0BaHHOM JHUTEepaType, 3aluciX C JEKIMOHHOTO 3aHATHs, OOpaTHUTh BHHMaHUE Ha
YCBOCHHUC OCHOBHBIX MOHATHUH AUCHUIUIMHLBI, BBIABUTH HCSACHBIC BOIIPOCHI U HO,Z[O6paTb
JOTIONTHUTEIBHYIO JIUTEpaTypy Ul MX OCBELICHHS, COCTAaBUTh TE3MCHI BBICTYIUIEHHUS IO
OTJICTHbHBIM TIPOOJIEMHBIM acmekTaM. B cpegHem, MOATOTOBKA K YCTHOMY OIPOCY MO OJHOMY
CEMUHApPCKOMY 3aHSATHIO 3aHUMAEeT OT 2 10 4 4acoB B 3aBHCHMOCTH OT CJIOKHOCTH TE€Mbl U
0COOCHHOCTEH OpraHu3aluu CTyJEHTOM CBOCH CaMOCTOSTEIHHON PabOTHI.

MeTtoauyeckue ykazaHusl 10 NOATOTOBKE K TeCTUPOBAHUIO

Kak u mobas apyras ¢hopma MOATOTOBKH K KOHTPOIO 3HAHUMA, TECTHPOBAHUE UMEET PSiJT
0COOEHHOCTEH, 3HaHHE KOTOPHIX TOMOTAa€T YCIEIIHO BBIOJIHUTH TECT.

— Ilpexne Bcero, cieayer BHUMATEIbHO HM3YYUTh CTPYKTYpPY TECTa, OLEHHUTH O0BEM
BPCMCHH, BBIACIACMOIO Ha I[aHHblﬁ TCCT, YBUACTH, KAKOIr'0 TUIIA 3alaHUA B HCM COACPIKATCA.
3TO MOMOKET HACTPOUTHCS Ha PadoTy.

- qume HAaYMHATh OTBCYATH HA TC BOIPOCHI, B NPABUJIILHOCTH PCUICHUSA KOTOPBIX HET
COMHCHHﬁ, IMOKa HC OCTAaHAaBJIMBAACH HAa TCX, KOTOPBIC MOT'YT BbI3BATH HOJIUC pa3ayMbs. 910
MO3BOJIUT YCIIOKOUTHCS U COCPEIOTOUNUTHCS Ha BBIMIOJIHEHUH 00Jiee TPYIHBIX BOIPOCOB.

— OueHb BaXXHO BCCraa BHUMATCIBHO YMTATh 3aJaHUs A0 KOHIA, HC IIBITasACh IIOHATH
YCIOBUSL «IIO TIEPBBIM CJIOBaM» WJIM BBIMOJHUB TMOJNOOHbIE 3aJaHUS B MPEABLIYIINX
TCCTUPOBAHUAX. Takasg coemka HCPCAKO MPUBOAUT K AOCATHBIM OIJ_II/I6KaM B CaMbIX JICTKUX
BOMpOCaXx.

— Eciu BB He 3HaeTe OoTBeTa Ha BOIIPOC WJIM HC YBCPCHBI B MNPABUIIBHOCTH, CICAYCT
MMPOMYyCTUTHb €TI0 U OTMCTUTD, ‘ITOGBI IMOTOM K HCMY BCPHYTbCA.

—Jlydme gymaTh TOJNBKO O TeKylleM 3anaHuu. Kak mpaBuiio, 3alaHusi B TecTax He
CBSI3aHBI JIPYr C JPYrOM HEMOCPEJCTBEHHO, MOATOMY HEOOXOIMMO KOHLIEHTPUPOBATHCS Ha
JaHHOM BOIPOCC W HAXOAUTL PCIICHHA, MNOAXOAAIINEC HUMCHHO K HCMY. KpOMe TOrOo,
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BBITIOJTHEHUE STOW PEKOMEHIAIMKM JacT eIle OJWH TCUXOJOTHYeCKUd 3PQPEeKT — MO3BOJIUT
3a0BITh O HEY/aue B OTBETE Ha MPEIbIAYLINI BOIIPOC, €CIIM TAaKOBasi UMela MECTO.

— MHorue 3agaHus MOXHO OBICTpee pelInTh, €CIM HE HCKATh Cpa3y MPaBHIbHBIA
BapHaHT OTBETa, a IOCJEAOBAaTENIbHO MCKIIOYATh T€, KOTOpbIE SIBHO HE MOAXO0IAT. Merton
UCKJTIOYCHHS TIO3BOJISIET B UTOTe CKOHIEHTPUPOBATH BHUMAHHE HAa OJHOM-IBYX BEPOSTHBIX
BapHaHTaX.

—PaccunThiBaTh BBIOJIHEHHE 33/IaHUN HYKHO BCErJla TakK, YTOOBI OCTAOCh BpEeMs Ha
IpOBEpKY U 1opaboTKy (mpumepHo 1/3-1/4 3amiaHupoBaHHOTO BpeMeHH). Toraa BeposSTHOCTb
OMKCOK CBOJUTCS K HYJIIO U MMeEETCs BpeMs, uyToObl HabpaTh MakCHUMyM OallJIoB Ha JETKHX
3aIaHUSAX WU COCPENOTOUYUTHCS HA PEIICHUH OoJiee TPYIHBIX, KOTOPbIE BHAuaje MPHIILIIOCH
MPOIYCTHUTb.

— IlIpouecc yraapiBaHus MPaBUIBHBIX OTBETOB JKENIATENbHO CBECTH K MHHHMYMY, TaK
KaK 3TO YpeBaTO TE€M, YTO CTYACHT 3a0yAeT O TJIABHOM: YMEHHUU HCIIOJIb30BATh MMEIOIIHUECS
HAKOIUICHHbIE B y4eOHOM Ipolecce 3HaHus, U OyleT HaJesThCcs Ha yaady. Ecnu yBepeHHOCTH B
MPAaBUJIBHOCTH OTBETa HET, HO WHTYUTHUBHO TIOSBISACTCS NPEANOYTEHUE, TO IICHXOJIOTH
PEKOMEHAYIOT TOBEPATHh MHTYUIMH, KOTOpas CUMTAETCS MPOSBICHUEM TIyOMHHBIX 3HAHUN U
OTIBITa, HAXOISAIINXCS HA YPOBHE TIOJICO3HAHUSI.

—Ilpu moaroToBKe K TECTy WIM Jake dK3aMEHY He CleAyeT MPOCTO 3ay4hBaTh pazjien
yueOHUKa, HE0OXO0JMMO MOHSATH JIOTUKY M3JI0KEHHOT0 MaTepuaia. ToMy HEMajo COCOOCTBYET
COCTaBIICHUE PAa3BEPHYTOIO TIaHA, TAOIUI], CXEM, BHUMATEIbHOE U3YYCHHE NCTOPUICCKUX KapT.

Bosnbiyro moMomb OKa3bIBAIOT pPa3HOOOpasHbIE OIMYOJIMKOBAaHHBIE COOPHHKH TECTOB,
HNHTepHeT-TpeHaXephl, MTO3BOJISIOIINE, BO-TIEPBBIX, 3aKPEIUTh 3HAHUS, BO-BTOPBIX, IPHOOPECTH
COOTBETCTBYIOIIME IICUXOJOTUYECKUE HABBIKM CAMOPETYJISIIUU U CaMOKOHTpoJid. VIMEHHO Takue
HABBIKM HE TOJBHKO MOBBIIAIOT 3()PEKTUBHOCTH TOATOTOBKH, MTO3BOJISIFOT 0OJIEe YCIEITHO BECTH
ce0s BO BpeMsl 9K3aMEHa, HO M BOOOIIE CIMOCOOCTBYIOT Pa3BUTHIO HABBIKOB MBICIUTEIBHON
paboThI.

MeTtoauyeckue peKoMeHAAMHU 110 MOATOTOBKE KOMIILIOTEPHOM NMpe3eHTalun

IIpe3enTanus (0T aHra. «presemtatiom» — TMPEACTaBICHUE) — 3TO HA0OpP KapTHHOK-
CJIAiIOB Ha OMNpEJCICHHYIO TEeMY, KOTOpbIe XpaHsaTcs B (Qaiine crenuanbHoro ¢opmara. Ha
KOKIOM Clalilc MOXHO COJAEpKaTh MPOU3BOJIBHYIO TEKCTOBYIO, TpadUUYecKyr WU
BUJCOUH(OpPMAILIMIO, AaHUMAIMIO, 3BYK W3 IMOATOTOBJICHHOro ayauodaiina, a Tak xe u
3anucaHHbll ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € HOMOIIBIO TporpamMmbl MS
PowerPoint.

IIpe3enTanuu npeaHa3HAYEHBI AJIs:

e OTOOPKEHUSI HATJISTHOCTH Y4eOHOT0/JIEKITMOHHOTO MaTepuara,

e YIIPaBIICHHUs y4eOHO-TI03HABATEIILHOM IEATEIHHOCTRIO Ay IUTOPHH,

e KOHTPOJISI U POBEPKHU YCBOCHHUSI MOJAHHOTO MaTepuania,

e 0000IIECHHS U CUCTEMAaTU3aI[uU 3HAHU,

e peKJIaMbl TOBapOB, YCIYT,

e coznianus (oToATHOOMOB U T.JI.

IIpe3eHTalUM MOKHO I€MOHCTPHPOBATH MO-PA3HOMY:

e Ha KOMITBIOTEPE,

e Ha SKpaHE C MMOMOIIBI0 MYJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJedKpaHe O0IbIIOro Gopmara.

Co3naHHbIe IPe3eHTAIUN MOTYT COAePKATh:

e TEKCT,

e U300paKeHNUS,

e TUATPaAMMBI,

e PUCYHKH,

e KOMITBIOTEPHYIO AaHIUMAIIHIO TIPOIIECCOB U SIBICHHUIA,

 3BYKOBOE COIPOBOKICHHE,

e aBTO(UTYPHI,
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e TATPaMMBI

e TUTIEPCCHUIKY;

 BUJICOPOJIHKHU.

IIpaBuiia co3naHust MyJbTUMEIUHHBIX MPe3eHTANM I

OcHOBHOE PaBHJIO NMPE3CHTALMI:

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

Caenyroniue npaBuJia npe3eHTaumia:

e UnTtabenpbHOCTh (BUAUMOCTh M3 CaMBIX JATbHUX YTOJKOB TOMEIIECHUS U C Pa3IMYHBIX
YCTPOKCTB);

e OTCyTCTBHE HAKOIUICHUS, YETKUM MOPSIIOK BO BCEM.

e TmraTenbHO CTPYKTYpHpOBaHHAS HHPOPMAIUSI.

e Hannure KOpPOTKHMX M JIAKOHMYHBIX 3aroJ0OBKOB, MapKHPOBAaHHBIX U HYMEPOBAHHBIX
CITUCKOB.

e Baxxnyto mH(pOpManuio (HanmpuMmep, BBIBOJBI, OMpPENCICHHs, MpaBuia U T.1.) HYXHO
1o/1aBaTh OOJIBIINM U BBIICJICHHBIM HIPUGTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy Cllaija.

e Bropocrenennyro nHPpOpMAIIHIO KeTaTelIbHO pa3MenaTh BHU3Y claiiia.

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

e [1aBHYIO H7I€10 HAJI0 BBUJIOXKHUTDH B IEPBOM CTpOKE ab3ara.

e lcnonb3oBaTte TabnuuHbie GOpMBI peacTaBaeHUs HHPOpMAIUK (AHarpaMMBbl, CXEMBI)
JUTSL WULTIOCTPAIMY BaXKHEHINX (PAKTOB, YTO AACT BO3MOXKHOCTH MOAATh MaTepHall KOMIIAKTHO U
HaTJISHO.

e ['paduika 10KHA OPraHUYHO JOTIOTHSTH TEKCT.

e OObsicHEeHHE HAJO pa3MellaTh Kak MOKHO OMIKe K WUTIOCTpalui, ¢ KOTOPHIMU OHU
JTOJIKHBI TIOSIBJISITHCSL HA YKPaHE OJIHOBPEMEHHO.

e IHCTpYKIMH K BBIMOJHEHUIO 33/1a4 HEOOXOAUMO TIIATEIbHO MPOyMaTh OTHOCUTEIHHO
UX YETKOCTH, JAKOHUYHOCTH, OAHO3HAYHOCTH.

e lcnionb3oBaTh 3MOIMOHATIBHBIA (POH (XyI0KECTBEHHAs Mpo3a 3allOMHHAETCS JIydllle,
YeM CHelUaIbHbIe TEKCThI, & CTUXU — JIYYIlle, YEM IP03a).

e Bcio TekcTroBylo uHOpMaLMIO HYXHO TIHIATEIbHO MPOBEPUTh HA OTCYTCTBUE
ophorpapudeckux, rpaMMaTHIECKUX U CTHIMCTHYECKUX OIITHUOOK.

e [Ipon3BOAUTENHLHOCTD O/IABAEMOI0 MaTepHalia yBEJIUYUBACTCS, €CIU OJAHOBPEMEHHO
3a[eiICTBOBaHbl 3PUTENBHBIM W CIIyXOBOH KaHalbl BOCIPHATHA HHPOpMaLuu (3apyOeKHbIE
MCTOYHUKHU 3TO HA3bIBAIOT MPUHIMIIOM MoAanbHOCTH). [loaTOMy pekoMeHayeTcsi TaM, I/ie 3TO
BO3MOXHO, HCIIOJIb30BaTh ISl TEKCTA U rpauuecKux N300paKeHUH 3BYKOBOE COMIPOBOXKICHHE.

DuU3H0JI0THYeCKHE 0COOCHHOCTH BOCTIPUATHS IIBETOB U (hopM

e Crumynupytouie (TEemible) IBeTa CIOCOOCTBYIOT BO3OYXIECHHUIO U JCHCTBYIOT Kak
pazapaxkuTtenu (B MopsAKe yObIBaHUS WHTEHCHUBHOCTH BO3JIEHUCTBHUS: KpPAaCHBIM, OpaH>KEBBIi,
JKETTHIN).

e JlesunTerpupytoniye (XOJ0JHBIE) 1IBETa YCIOKAWBAIOT, BBHI3bIBAIOT COHJIMBOE
cocTosTHUE (B TOM K€ TopsiaKe: (PUOJIETOBBIN, CHHHIA, TOTYOOU, CHHE-3€JICHBIH, 3eTICHBIN).

e  HeliTpanbHbIe LIBETA: CBETJIO-PO30BbI, KEITO-3€JE€HBINA, KOPUUHEBBII.

e CoueraHue BYX IIBETOB — I[BETa 3HaKa W IBeTa ()OHA — CYIICCTBEHHO BIIMSET Ha
3pUTENbHBII KOM(OPT, IpUUEM HEKOTOpPbIE Maphbl I[BETOB HE TOJHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BAaTh CTpecc (HampuMep: 3eJICHbIE CHMBOJBI HAa KpacHOM (OHE).

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

e IIBeroBas cxeMa JIOHKHA OBITH OJTMHAKOBOM JIJIS BCEX CIIAMIOB.

o JIt000ii pUCYHOK (pOHA MOBBIMIACT YTOMIISIEMOCTb IJ1a3 M CHMXKaeT 3((eKTUBHOCTh
BOCTIpUATHS UH(OPMALIUH.

e Uerkue, sipkue pUCYHKH, KOTOPbIE MEHSAIOTCS, JIETKO «OXBAaThIBAIOT» MOJCO3HAHUE, U
OHH JIy4Ill€ 3aTIOMUHAIOTCSI.
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e JlroOoli BTOpPOCTENEHHBIH OOBEKT, UYTO JBIDKETCS (AaHUMHPOBAHHBIN), CHHUXKACT
KAaueCTBO BOCIIPUATHUS MaTepuaia, OTBJIEKAET BHUMAHUE, HAPYLIAET €€ TUHAMUKY.

e Iloka3z cmaifoB ¢ (OHOBBIM COMPOBOXKIACHUEM HEKEIATEIbHBIX 3BYKOB (TIECEH,
MEJIOAMI) BBI3BIBAET OBICTPYIO YTOMJISIEMOCTb, CIIOCOOCTBYET pAacCeMBAaHUIO BHHUMaHUSA U
CHI)KAeT MPOU3BOIUTEIILHOCTh OOYUCHHUS.

o Ilomuute! YemoBek MOXKET OJHOBPEMEHHO 3allOMHUHATh He Oosiee Tpex (DaKToB,
BBIBOJIOB, OITPEAECICHUN.

o Kaxplii cnaiil JOJDKEH OTPa)KaTh OJIHY MBICITb.

e TeKCT NOMKEH COCTOSTh U3 KOPOTKUX CJIOB U MPOCTHIX MPEITIOKEHUM.

e Crpoka nomxHa comepxarhb 6-8 CIoB.

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

o OO1mIee KOIMIEeCTBO CJIOB HE AOHKHO MpeBhIaTh S0.

e ['maronsl JOKHEI OBITH B OTHON BPEMEHHOU (opMe.

e 3aroyioBKM JOJKHBI TPUBIEKAaTh BHUMAaHUE ayAUTOpUM U 00001IaTh OCHOBHBIE
MOJIOKEHUS CIIai/1a.

e B 3aromoBkax J0JDKHBI OBITH U OOJIBIITNE, M MAJIbIE OYKBBI.

e Crnaiifpl JOKHBI OBITh HE CIUIIKOM SPKUMH — JIUITHUE YKPAIICHUS JIUIIL CO3/1al0T
Oapbep Ha yTH 3P dEeKTUBHOM TIepenaun nHOpMaIuu.

o KonuuecTBo 0;10K0B MHPOPMALIMU BO BpeMsi OTOOPa)KEHHsI CTAaTUCTUYECKUX JTaHHBIX
Ha OJIHOM CJaiijie TIOJDKHO OBITh HE 0oJiee YeThIpeX.

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

o Bce cnaiinpl nmpe3eHTaum 10JKHBL ObITh BBIIEPKAHbI B OJJTHOM CTHIIE.

OO0mme npaBuJa NCNOJb30BaHUA MIPUGTOB

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

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

e TMOJTYXUPHBIN WIPUPT Ha3BaHUS CTPYKTYpP TOKYMEHTA,

e KypCUB — JIOTUYECKOE YAapeHUe, B YACTHOCTH, HAa (OPMYIHPOBAHUU OCHOBHBIX
MOJI0KEHUH, ONIPEACIICHUH U T. 1.,

e «IIPSIMOI» OOBIYHBIN - OCHOBHOW MacCHB MHPOPMAIUH.

2. TexkcTbl mNpe3eHTAlMi, KOTOPBIE HCIOJIB3YIOT B TICUXOJOTHYECKH HaIMPSHKEHHOM
HECTAHJAPTHOW CHUTyalluM, HaJA0 MOAaTh TApPHUTYPOH C YNPOIIEHHBIM aJITOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudtom Arial. DT0 1EenecooOpasHO BO BpeMs pabOTHI C
WHCTPYKIUSMU TPaBUI 0€30MaCHOCTH, HOPMATUBHBIMH aKTaMH, COTJANICHUSMH C MPaBOBBIMHU
WJIU UMYILECTBEHHBIMHU ITOCJIEICTBUSAMU, YCIOBUSAMH OJUMITAAIHBIX 3aJaHUM U T.II.

3. M36eraiite ucmosnb30BaHus Oojiee TpeX pa3IMYHbIX IIPU(PTOB HA OJHOM craiine.
WNuaue uwuraTenb NPEeXKACBPEMEHHO YCTAHET, IIOCTOSHHO TBITasACh BBIOpPATh aAITOPUTM
pacnio3HaBaHus mpudTa. UckitoueHNe COCTaBISIeT MHCTPYKIUS [0 HCIIOIH30BAHHIO IIPHUQPTOB.

Metoan4yeckue peKOMeHIAHUHU 10 MOATOTOBKE M NMPOBEIEHUIO 3a4eTa
3aueT BBICTABIsIETCST 0€3 ompoca MO pe3yiabTaTam paboThl CTyIAEHTa B TEUCHUE

TpPUMeECTpa.

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHbBI

Jns  mpoBeneHUs 3aHATHHA JIGKIIMOHHOTO M CEMHUHApCKOTO THIIA HCIIOJb3YIOTCS
ayAUTOpPHH, OOOPYNOBAHHBIC MYJIBTUMEAMHHBIMH  CPEACTBAMH  OOYUCHHS: OSKPAaHOM,
IPOEKTOPOM, HOYTOYKOM (IIpY OTCYTCTBUH SKpaHa, HOyTOYKa U MPOEKTOpa — yueOHas 10CKa).

Jns  mpoBeneHHS TPOMEKYTOYHOM aTTeCTallMd 10 AWCLUIUIMHE HCIIONB3YIOTCS
ayaquToOpus, OCHAIlleHHass Yy4eOHOHl MeOenpio, 3KpaHoM, HOYTOYKOM U MpOeKTop (mpH
OTCYTCTBHH 3KpaHa, HOyTOYyKa M MPOEKTOpa — yueOHas TOCKa).

Jist caMOCTOATENbHOM paboThl 00yYaromUXCsl MCIONB3YETCsl ayJUTOPHs, OCHAIICHHAs
KOMITBIOTEPHOI TEXHUKOM C BO3MOKHOCTBIO TOJAKIIOUEHHS K ceTn VIHTepHeT u obecneueHnemM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEAy OPraHU3aIIH.
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JUis IpakTH4eCcKOil MOATOTOBKH O0YYaOLINXCSl UCTIONIB3YIOTCSI ayAUTOPHS, OCHAIIICHHAS
yaeOHON MeOenblo, SKpaHOM, HOYTOYKOM W MPOEKTOp (IIPH OTCYTCTBHH dKpaHa, HOYTOyKa U
MPOEKTOpa — yueOHas TOCKa).

Hcmnonp30BaHue  MHTEPHET-PECYPCOB  MPENIoJaraeT  MPOBEACHUWE  3aHITHHA B
KOMITBIOTEPHBIX KJIaccax € BBIXOJOM B MHTepHEeT. B KOMIBIOTEpHBIX Ki1accax 0Oydarouiuecs
UMEIOT JIOCTYI K MH(GOPMAITMOHHBIM pecypcaM, K 0a3e TaHHBIX OMOIHOTEK.

10. OCOBEHHOCTH OCBOEHUMS  JUCHUIIJIMHBI JIMOAMMU C
OI'PAHUYEHHBIMHA BO3MOXKHOCTSAMU 310POBbS

OOyuaronmmMcss ¢ OTPaHHMYCHHBIMH BO3MOXKHOCTSIMH  3JIOPOBBSI  TIPEAOCTABIISIOTCS
CHelalbHbIe Y4eOHUKH, y4eOHbIE MOCOOMS W JTUAAKTHYECKHE MaTepuaibl, ClenuaIbHbIe
TEXHUYECKHE CPEJCTBa OOYYCHHUsS KOJUICKTHBHOTO M WHIMBUAYAJHHOTO IMOJIB30BAHHS, YCIYTH
ACCHCTEHTA (THIOTOPA), OKA3bIBAIOMIETO 00YUYAIOIUMCSI HEOOXOIUMYIO TEXHHUYECKYIO MTOMOIIIb, a
TaKXe YCIYTH CYpAONEPEBOTYNKOB U TH(IOCYPAOTIEPEBOTIHKOB.

OcBoeHHE MUCIUIUTHHBI 00YYaIOMIMMUCS ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0OPOBBSI
MOXET OBITh OPraHW30BAaHO COBMECTHO C APYTUMH OOYYAIONIMMHUCS, a TaKKe B OTACITBHBIX
rpymmnax.

OcBoeHME MUCIUIUTUHBI 00YYarOIIUMUCS C OTPaHMYECHHBIMU BO3MOXHOCTSIMH 3/I0POBBSI
OCYIIECTBIISIETCS C y4YETOM OCOOEHHOCTEW MCUXO(U3MUECKOTO Pa3BUTHUS, WHAWBHIYAITbHBIX
BO3MOXXHOCTEH U COCTOSIHUS 37I0POBBSI.

B menmsx JOCTYMHOCTH TONyYeHHUs BBICHIET0 OOpa3oBaHHs MO 0OOpa30BaTEIbHOM
porpaMMe JIMIaMH C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU 37I0POBbSI TIPH OCBOSHUH JHCIUTUIAHBI
obecrieunBaeTcs:

1) st U1 ¢ OTPaHUYEHHBIMU BO3MOYKHOCTSIMU 37I0POBBSI TIO 3PEHHUIO:

— MPUCYTCTBHUE THIOTOPA, OKA3BIBAIOIIMH CTYICHTY HEOOXOAUMYIO TEXHUUYECKYIO TIOMOIIIb
C y4ETOM WHAMBHIYaTbHBIX OCOOCHHOCTEH (IIOMOTaeT 3aHiTh pabovyee MECTO, MePeABUTaThCs,
MPOYUTATh U OPOPMUTH 3a/IaHKE, B TOM YHCIIE, 3aUChIBas MOl JUKTOBKY),

— MACHMEHHBIC 33/IaHUS, a TAKIKE HHCTPYKIIUHU O MOPSAKE WX BBIMOJHEHUS 0()OPMIIIOTCS
YBEJIMUEHHBIM IpUPTOM,

— crHenuagbHble YYeOHUKH, yaeOHbIE TTOCOOUS U TUIAKTUUECKHE MaTepHabl (MMEIONe
KPYIHBIN WpU(T mim ayauodaitier),

— MHJIUBUyAJIbHOE paBHOMEpPHOE ocBelnieHue He meree 300 mrokc,

—TpU HEOOXOAUMOCTH CTYACHTY [UIS BBIIOJIHCHUS 3aJaHUS TMPEAOCTaBISCTCS
YBEJIMYMBAIOIIIEE YCTPOMCTBO;

2) Uit AT ¢ OTPAaHUYEHHBIMH BO3MOXHOCTSIMU 3JIOPOBBS TIO CIYXY:

— MPUCYTCTBHE AaCCUCTEHTA, OKA3bIBAIOUIMIA CTYIEHTY HEOOXOIUMYI TEXHHYECKYIO
[OMOIIlb C YYETOM WHIMBHUAYaJbHBIX OCOOCHHOCTEW (ITOMOTaeT 3aHATh pabouee MecTo,
NIepeABUTAThCS, IPOYUTATh U ODOPMUTH 3aJaHKE, B TOM YHCIIE, 3aIUCHIBAS MO TUKTOBKY),

— o0ecrieunBaeTCsl  HAMYKME  3BYKOYCHUJIMBAIONIEH  ammaparypbl  KOJUIGKTHBHOTO
MOJIb30BAHUSA, TIPH HEOOXOIMMOCTH OOy4aromeMycss MpPeJOCTAaBISCTCS 3BYKOYCHIIMBAIOIIAS
anmnaparypa UHAUBUIYAIBHOTO TIOJIb30BaHUS;

— obecrieunBaeTCsT  HAJUICKANIMMH ~ 3BYKOBBIMH  CPEACTBAMH  BOCIIPOW3BEICHHUS
uHpOpMaLnu;

3) s TUI ¢ OTPaHWYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbBSl, WMEIOIINX HapYIICHUS
OTIOPHO-ABUTATEIHHOTO alnapara:

— MAChMEHHBIC 3aJ]aHHs BBIOJTHSIOTCS HAa KOMIIBIOTEPE CO CIECHHAIN3HPOBAHHBIM
MPOrPaMMHBIM 00€CTICYEHUEM HITH HAIUKTOBBIBAIOTCATHIOTOPY;

— T10 JKEJTaHUIO CTY/ICHTA 3a/IaHUsI MOTYT BBITIOIHATHCS B YCTHOH opme.
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