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cepBuca.

1. HEJIM OCBOEHMUSA M CHUIIJINHBI

Lenbto ocBoeHHs yueOHOM MUCHUIUIMHBI «/oKyMeHTalmoHHOe o0ecrieyeHne yrpaBaeHHs
Ha MPEINPHUATUAX TyPH3Ma» SBISIOTCA (OPMHUPOBAHHE y CTYICHTOB CHCTEMBI 3HAHUH M YMEHUH
paboThl C JOKyMEHTaMH, HEOOXOMUMBIX IS 3()(EKTUBHOrO YHpaBICHUS MPEANPUIATHEM

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII
Jucuummna b.1.527 «/lokymeHTannoHHoe o0ecrieueHne YIpaBIeHUsT Ha MPEANPHITUIX
TypHu3Ma» BXOJIUT B 00s13aTebHYI0 YacTh biok 1 Jlucuumima (Momyeit)
[lepeueHp TpeNIIECTBYIOUMX H MOCIEAYIONMX YUeOHBIX IUCIMIUIMH, IS KOTOPBIX
HEOOXOIMMBbI 3HAHUsI, YMEHUSI U HAaBBIKH, HOPMUPYEMbIE JAHHOH yueOHOM AUCIUILTMHOM:

[IpenmecTByrone TUCIUIIIMHBI (KYPCHI,
MOJ1yJIH, IPAKTHKH)

ITocnenyronme AUCUUIIINHBI (KYpCHI,
MOJ1yJIA, IPAKTHKH)

Puck-MeHe)KMEHT U aHTUKPU3HUCHOE
yhpaBieHue B cdepe Typusma

Opranuzanys 1 IUIaHUPOBAHUE AESITEIBHOCTH
IPEANPUATHI TypU3Ma

3. INTAHUPYEMBIE PE3YJ/IbTATBI OBYYEHHUA 110 JUCHUIIJIMHE

KOZ[ 1 HAUMCHOBAHUEC
KOMIICTCHII NN

Kon u naaukaTop (MHAUKATOPH)
JOCTHXKEHUST KOMIIETEHIINN

Pesynbrarsl 00yueHus

OIIK-2. Criocoben
OCYIIIECTBJISATh OCHOBHBIC
(YHKIMK YIIpaBICHUS
TYPUCTCKOMN
JIEATEILHOCTRIO

OIIK-2.1. OmpenenseT 1eMu U 3a1a9u
JESATSILHOCTH TYPUCTCKOTO
MPEIIPUITHS

3HATh LEIN U 3aJa91
JEATEIBHOCTU TYPUCTCKOTO
TIPS ATPUATHS

YMETb OIIpEAeATh LeJU U
3aJ1a4M JAesITeTbHOCTH
TYPUCTCKOTO MPEATIPHUSITHS

BJIaJETh HaBBIKAMU
OTIpEICIICHIS TSI 1 3a71a9
JeATEIBHOCTU TYPUCTCKOTO
MPETPUSITUS

OIIK-2.2. Ucmonb3yeT OCHOBHBIC
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS,
OpraHH3aIlUY, MOTUBAINH, KOOPAHHAIIUU
W KOHTPOIIS ISATEIFHOCTH OpraHu3anui
cdepsl TypH3Ma U UX MOJpa3ielicHHN

3HAaTh OCHOBHBIE METO/IbI U
HPHEMBI [UITAHUPOBAHUS,
OpraHu3allii, MOTHBAIHH,
KOOP/AMHAIIMU U KOHTPOJIS
JESATENbHOCTH OpraHH3alHil
cdepsl Typu3Ma 1 ux
noApasaeacHui

YMETh HCITOJIb30BaTh OCHOBHBIC
METOZBI U TIPHEMBI
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIBHOCTH
OpraHu3anuii cepbl Typu3Ma u
UX NOJpa3JeIeHU

BJIaACTh HAaBBIKaMH
HCIIOJIb30BaHNA OCHOBHBIX
MCTOJOB 1 ITPUCMOB




[JIAHUPOBAHUS, OpTaHU3ALINH,
MOTHBAIINH, KOOPIWHAIINA U
KOHTPOJIS JCSTEIbHOCTH
OpraHu3anuii cepbl TypusMa u
UX TIOApa3IeIeHUN

4. OFBEM JVCHUILIUHBI U BUAbI YYEEHOU PABOTHI

OO0 00beM IUCLMIUIMHBI COCTABIsSET 3 3adeTHble eauHMIbI, 108 akageMHUecKHX
9acoB.

Ounas hopma oOydeHHs

Bun yueGHoI paboThI Bcero TpumecTpbl
4acoB
0100 810]0)
4
KonTakTHas padora (Bcero) 36 36
B TOM YHCIIE:
1) 3anstus nekuuonHoro tuna (JIK) 12 12
U3 HUX
— JIEKIIUH 12 12
2) 3ansitus ceMunapckoro tumna (I13) 24 24
U3 HUX
— cemuHapsl (C) 24 24

— npaktuyeckue 3ansatus (I1P)
— nabopatopHsbie padotsl (JIP)
3) rpynmnoBble KOHCYJIbTALUU
4) nHAMBUAYaTbHAS padoTa

5) npoMeXyToUuHas aTTecTalus
CamocrosiTesbHas padora (Bcero) (CP) 72 72

B TOM YHCJIC:

Kypcogoii mpoekt (pabora)
PacuerHo-Tpaduueckue paboThl
KoHTtposibHas paboTa

Pedepar 20 20
CamomoaroroBka (caMOCTOSITEIFHOE H3YUYCHHUE Pa3JIeIIOB, 52 52
npopaboTKa U MOBTOPEHHUE JICKIIMOHHOTO MaTepraa u
MaTepuaia y4eOHHMKOB U y4eOHBIX TOCOOUIA, MTOATOTOBKA
K 7a00paTOPHBIM U MPAKTUICCKUM 3aHATHM,
KOJUIOKBUYMaMH T.J1.)

IloaroroBka x arrecTanuu

OOmmii 006eM, Yac 108 108
dopma MPOMEKYTOYHOU aTTeCTaAllUN 3a4yer 3a4yer




3aouHas hopma oOydeHHS

Bun yueGHoM paboThI Bcero TpumecTpbl
4acoB
300 300

5
KonTakTHas pabora (Bcero) 12 12
B TOM YHCJIE:
1) 3ansTus nekuuonHoro tuna (JIK) 4 4
U3 HUX
— JIEKIIUH 4 4
2) 3ansitusa ceMuHapckoro tumna (I13) 8 8
U3 HUX
— cemuHapsl (C) 8 8
— npaktuueckue 3ansatus (I1P)
— nabopatopHbie padotsl (JIP)
3) rpynmnoBble KOHCYJIbTALHUU
4) nHAMBUAYaTbHAS paboTa
5) npoMeKyTOUHas aTTecTalus 0,3 0,3
CamocrosiTesibHas padora (Bcero) (CP) 91,7 91,7
B TOM YHCIIE:
KypcoBoii npoekT (pabora)
PacuerHo-rpaduueckue paboTh
KoHnTtposbHas paboTa
Pedepar 20 20
CamomnoaroroBka (caMOCTOSITEIFHOE H3yUYCHHUE Pa3JIeIIOB, 68 68
npopaboTKa U MOBTOPEHHUE JICKIIMOHHOTO MaTepraa u
MaTepHuaia y4eOHHUKOB 1 yU4eOHBIX TOCOOUIA, MOATOTOBKA
K 7a00paTOPHBIM U MPAKTUICCKUM 3aHATHIM,
KOJUIOKBUYMaMH T.J1.)
IToaroroBka K arTecTalyu 3,7 3,7
OOmmii 006eM, Jac 108 108
dopma MPOMEKYTOUHOU aTTeCTAllUU 3a4yer 3a4yer

5. COOJEP KAHUE U CTPYKTYPA JUCIHUIIJINHbI
5.1. Copep:xanue TUCUMIIIHHBI

No paznena | HaumenoBanue pazaena (TeMbl) Conepxanue pa3zena (Tembl)
(Tembl)

1 JloKyMeHTalmoHHOE [lonsTtue JOKYMEHTAIl[MOHHOT O o0ecrieueHus
o0ecrnieyeHre yrnpaBIeHHs KakK ynpapieHusi. OpraHu3alliOHHOE TMOCTPOEHUE CIY>KObI
0Tpacilb JESTENBHOCTH JIeNIOTIPOU3BOCTBA. 3aaun U GyHKUUU cayxO0sl JJOVY.

Pernamenramus cmyx6sr  JIOY. 3akoHomaTenpHOE
perylIMpoBaHUe IEI0IPOU3BOICTBA.

2 JlokymeHnTupoBaHue IloHsATHE 1 3HaUYEHME TOKYMEHTA B YIIPABICHUYECKON

yIpaBIeHYECKON eI TeNIbHOCTH

nesarenbHOCTH. COoCTaB yNpaBIE€HYECKUX JOKYMEHTOB.
OO61merocynapcTBEHHBIC HOPMAaTHUBHBIC u
METOJIUYECKHE JOKYMEHThl. TpeOoBaHMS K TEKCTy
JOKYMEHTa. DJIEMEHTBI TEeKCTa JoKyMeHTa. Dopmarbl
Oymaru u moms. PekBu3ut moxymenta. Dopmyssp-
obpazen. brmank nokymenra. [lopsaok aapecoBaHMSL.
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CornacoBanue, MO CAHNE u
nokyMmeHTa. OTMeTKa Ha JJOKYMEHTE.

YTBEPXKICHUS

3 Opranuzanus paboTsl ¢ [lonatue «JOKYMEHTOOOOPOT», €ro aHalmu3 u
JIOKyMEHTaMU OCHOBHbIe JTanbl. [Ipuem u nepBuuHas oOpabOTKa
JIOKYMEHTOB. Pacnipenenenue MOCTYTHBIINX
JOKYMEHTOB U perucrpanus AoKyMeHToB. KoHTpoib
VCIIOJTHEHUS JOKYMEHTOB. WNudopmannonHo-
crpaBoYHasi paboTa u oTIpaBka 10KyMeHTOB. [loHsTHE
HOMEHKJIATypbl JIel, €€ Ha3HaueHue U MOpAJIoK
cocraBneHus. PopmupoBaHue U odopMIEHHE eIl
XpaHeHue Jen.

4 TpebGoBaHwms IO MOATOTOBKE PacriopsiauTenbabie  TOKYMEHTHI (TIOCTaHOBIICHHS,
pacnopsaIuTeIbHbIX U peLIeHUs, PaCTIOPSKEHNUs, IPUKa3bl). AKT, IOPSAO0K €ro
WH()OPMaAITMOHHO-CIIPABOYHBIX opopmienus. CiyxeOHble 3amucku. [IpoTokos.
JIOKYMEHTOB Crnpaska.

5 JIoKyMeHTHI, VYcraB W JOKajdbHBbIE  HOPMATHBHBIE  AKTHI.
pernaMeHTUupyroIue ITonoxxenune. MHCTpYKLIMH.

JeSITeNIbHOCTh OpraHu3aluu

6 JlokyMeHTanus 1o JM4HOMY Knaccudukanus 1oOKyMEHTOB 0 JTUYHOMY COCTaBY,

COCTaBy UX y4eT M XpaHeHue. JJokyMeHTHpoBaHHE MpHEeMa Ha
paboty. TpymoBoit morosop. Ilpukasel mo JIHYHOMY
COCTaBy M TpyJoBass KHMXKa. JlOKyMeHTalmoHHOE
o0ecrieyeHne TNepeBoJa, MOOIIPEHUH M B3BICKAHHI.
Odopmnenue OTIYCKOB. JlokyMeHTUpOBaHUE
KOMaHIUpOBaHUA  paboTHUKA U odopmieHue
yBoJIbHEHUs. JInyHas KapTouka U JUYHOE JIETIO.

7 JlokyMeHTanus 1o JoroBopHo- [opsimok cocraBieHust KOHTpakTa. [IpaBuna u Gopmel
MIPABOBBIM OTHOIIEHUSM KOMMEPUYECKOI MEepenucKy ¢ 1eJI0BBIMU MapTHEPAMHU.
IKOHOMUYECKOM 1EATENBHOCTH CnyxeOHble THCbMa: KIacCU(pUKAIM, CTPYKTYpa,

cTaHaapTHbIE (pa3bl U BeIpaxkeHus. Tenerpamma,
TesniepoHOrpamMma, Qakc.
5.2. CTpyKTypa IMCHUILIHHBI
Ounas hopma oOydeHHst
Ne HaumenoBanue paszena (TemMbl) KonunuecTBo yacos
pasnena Bcero JIK C nmp | Jip| ... | CP
(Tembl)
1 JlokyMeHTaImoHHOE 00ecTeyeHrne 16 2 10
yIpaBieHUs KaKk OTPacib JeSTEIbHOCTH
2 JIoKyMEeHTHpOBaHUE YIIPABICHYECKON 16 2 4 10
JESITEIbBHOCTH
3 Opranuzanus padoThl ¢ JIOKyMEHTaMH 16 2 4 12
4 TpebGoBaHwus IO MOATOTOBKE 16 2 4 10
pacropsIuTeIbHBIX U HH()OPMAITMOHHO-
CIIPABOYHBIX IOKYMEHTOB
5 JIOKyMEHTBI, perilaMeHTUPYIOLIUe 16 2 4 10
JeSITeNIbHOCTh OpPraHu3aluu
6 JlokymeHTanus 1o JM4HOMY COCTaBY 14 2 4 10
7 JlokymeHTanus 1o J0roBOpPHO-IPaBOBbIM 14 2 2 10
OTHOUIICHUSIM SKOHOMHYECKOI
JESITEIBHOCTH
Oo0mmii 00bem 108 12 24 72




3aouHas hopma 0OydeHHS

No HaunmenoBanue pazzaena (TeMbl) KonnuecTBo yacoB
pasnena Bcero JIK C Ip | JIP Cp
(TempI)
1 JlokyMeHTaImoHHOE 00ecTeyeHne 14 10
yIpaBJIeHUs KaK OTPacib IEATEIbHOCTH
2 JIoKyMeHTHpOBaHHUE YIIPABIECHYECKON 14 2 12
JESITEIbBHOCTH
3 Opranuzanus paboThl ¢ JIOKyMEHTaMH 16 2 2 14
4 TpebGoBaHwus IO MOATOTOBKE 16 2 2 14
pacropsIuTeabHbIX U HH()OPMAITHOHHO-
CIIPaBOYHBIX IOKYMEHTOB
5 JIOKyMEHTBI, perilaMeHTUPYIOLIHE 16 2 14
JeSITeNIbHOCTh OpPraHu3aluu
6 JlokymMeHTanus o JIMYHOMY COCTaBY 14 14
7 JlokymeHTanus 1o J0roBOpHO-IPaBOBBIM 14 14
OTHOHIICHUSIM SKOHOMHYECKOI
JESITEIBHOCTH
8 ATTecTranus 4
O0mmii 00bem 108 4 8 92
5.3. 3ansTHS CEMMHAPCKOIO THIIA
JUTs1 OYHOM (hOpMBI 0O0YICHUS
Ne /i Ne Bun HaumenoBanue KonuuecTBo
pasnena | 3aHATUS 4acoB
(Temsr)
1 1 [P JlokyMeHTaIlmOHHOE 00ECTICYCHHE YIIPABICHHUS KaK 2
OTpacilb JeSITEIbHOCTH
2 2 I1P JIOKyMEHTHUPOBaHUE YIIPABICHYECKON ACSITEIBHOCTH 4
3 3 I1P Opranu3anus padoThl C JOKYMEHTaMH 4
4 4 I1P TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 4
MH(}OPMalLlMOHHO-CIIPABOYHbIX JJOKYMEHTOB
5 5 I1P JIOKyMEHTBI, perilaMeHTUPYIOLIUE AEATEIbHOCTD 4
OpraHu3aIuu
6 6 I1P JloKkyMeHTaIus 1o JMYHOMY COCTaBYy 4
7 7 [P JloxymeHTanus o 10roBOPHO-IMPABOBBIM OTHOIICHUSM 2
SKOHOMMYECKOU IEATENBbHOCTH
JUIs 3204HON (hOpMBI O0yUCHHS
Ne /i Ne Bun HaumenoBanue KonunuecTBo
pasnena | 3aHATUS 4acoB
(Temsr)
1 2 I1P JIoKyMEeHTHpOBaHHE YIIPABJICHYECKON IEATEIIbHOCTH 2
2 3 I1P Opranuzanus paboThl ¢ TIOKyMEHTaMH 2
3 4 [P TpebGoBaHMsI IO MOATOTOBKE PACIIOPSIUTEIBHBIX U 2
UH(OPMALIOHHO-CIIPABOYHBIX JIOKYMEHTOB
4 5 [P JIOKyMEHTBI, perjIaMeHTUPYIOIIUE JeATeIbHOCTh 2
OpraHu3aluu




5.4. KypcoBoii npoekT (KypcoBasi padora, pacueTHo-rpaduueckasi padora, pedepar,
KOHTPOJIbHasA padoTa)
IIpumepHasi TeMaTuka pedpepaToB:

HopmatuBHO — ipaBoBBIE aKThI B cepe TypUCTCKOTO OM3HECA.
HopMaTuBHO — paBOBbI€ aKThl B TOCTUHUYHON HUHTyCTPUHU.
HopmaTtuBHO — IpaBOBBIE aKThI B PECTOPAHHOM OM3HECE.

4. JlokyMeHTanus mo oOECHEYeHHUI0 U TMOATBEPKIECHUIO KadecTBa YCIYT TYypPUCTCKOTO
NpEeANPUITHS.

5. JlokymeHTanus mo oOecrneyeHuI0 U MOATBEPKIACHUIO KauecTBa yCIyT TOCTUHUYHOTO
NpEANPUITHS.

6. JlokymeHTanus 1no oOECHEeUeHHUI0 U MOATBEP)KIECHUIO KauecTBa YCIYT MpPEANpHUSITHS
MUTAHUS.

7. Pa3paboTka JOKHOCTHOW HHCTPYKIIMH MEHEKepa TYPHUCTCKOTO MPETPUSITHS.

8. Pa3paboTka TODKHOCTHON HHCTPYKIIMH MEHE)Kepa TOCTHHIUYHOTO MPEAIPHUSTHS.

9. Pa3paboTka TOMKHOCTHON MHCTPYKIIMM MEHEKEpa MPEANPUATHS TUTAHUS.

10. Pa3paboTka goroBopa 06 opraHu3aIluu MePEeBO30K TYPUCTOB.

11. CronbmoBoe (MpuKa3HOE) AEIOMPOU3BOICTBO.

12. Komnexckoe 1eI0npou3BOJICTBO.

13. McnonHuTenpHOE AeI0NpPOU3BOICTBO.

14. Poccuiickue TEXHOJIOTHH JEI0IPOU3BOJCTBA B XX BEKE.

15. OcobernHoctn 0(hOpMIICHHS IETTOBBIX MTHCEM B aHTJIOSI3BIYHBIX CTPAHAX.

16. Cneuunduka 1e10BOM KOPPECTIOHICHIINH Ha (PPAHITy3CKOM SI3BIKE.

17. OcobenHoctr 0hOpMIICHHS TTUCEM HAa HEMEIIKOM SI3BIKE.

18. CymHOCTh U 0COOCHHOCTH KOH(PUACHIIUATHHOTO JeTOTPON3BOACTBA.

19. Omnpenenenne coctaBa KOHPUACHITUATHHBIX JOKYMEHTOB.

W=

5.5. CamocrosiTesibHasi padora

Ne paznena Buna camocTositenpHOM pabOThI KonnuecTtBO yacoB
(TeMbl)
ouHas 3a04Has
1 [ToaroToBka K MPakKTHIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 10
2 IloaroTroBka K NpakTUYECKOMY (CEMHHAPCKOMY) 3aHSATHUIO 10 12
3 PaboTa ¢ HAayYHBIMH UCTOYHUKAMHU 12 14
4 IToaroTroBka K NpakTUYECKOMY (CEMHHAPCKOMY) 3aHSATHUIO 10 14
5 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 10 14
HMCTOYHUKOB
6 [ToaroToBka K MPakTHIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 14
7 CobecenoBanue Mo pe3yibTaTaM aHAIM3a HAyYHBIX 10 14
HMCTOYHUKOB

6. OGPA30OBATEJIBHBIE TEXHOJIOI'MHU

IIpu ocymiecTBiaeHHH 00pa30BaTENBHOTO Mpolecca MO JTUCHHUILIMHE HCIOIB3YIOTCS
clieAyIonre HHPOPMAIIMOHHBIE TEXHOJIOTHH:

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

— 00paboTKa TEKCTOBOH, rpadyUueCKOr U SMIUPUIECKON HH(DOpMAITUH;

— MOATOTOBKA, KOHCTPYUPOBAHUE U MIPE3CHTAIHMSI UTOTOB yUEOHOM NesTETbHOCTH;

— CaMOCTOSITENIbHBIA TOWCK JIOTIOJHUTEIBHOTO YYeOHOTO M HAydyHOrO MaTepualia, C
UCIIOJIb30BAaHUEM  TIOMCKOBBIX CHCTEM U CalTOB ceTh MHTEpHEeT, DSIeKTPOHHBIX
OMOJIMOTEYHBIXPECYPCOB U 0a3 JaHHBIX;

— UCTIOJIb30BAHUE JICKTPOHHOM MOYTHI, COIMATIBHBIX CETEeH IS pACCBHUIKH, MEPETUCKU U

S




00CYXICHUS BOZHUKIITNX YICOHBIX MPOOJIEM, KOHCYIIbTAIUH.

HHTepakTHBHBIE M AKTHBHbIE 00pa30BaTeIbHbIE TEXHOJIOTHH
Ounas ¢popma oOyueHust

Ne Bun 3anstus (J1, Hcnons3yeMble MHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) 00pazoBaTebHbIC TEXHOJOTUH JacoB

1 I1P [IpesenTanuu 2

2 I1P IIpe3enTannmn 4

3 1P [IpesenTanuu 2

4 I1P [Ipe3enTannun 4

5 I1P [Ipe3zenranuu 4

6 1P [IpesenTanuu 2

7 I1P [Ipe3enTannun 2

3aounas popma oOydeHHs

Ne Bun 3anstus (J1, Hcnons3yeMble MHTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) 00pa3oBaTebHbIC TEXHOJOTUH JacoB

2 I1P [IpesenTanuu 2

3 I1P [Ipe3enTannun 2

4 I1P [IpesenTanuu 2

5 I1P [Ipesenranuu 2

7. POHA OHEHOYHBIX CPEJACTB (OHEHOYHBIE MATEPUAJIBI) JIJIS
TEKYIIETO KOHTPOJISI YCIEBAEMOCTH, IPOMEXYTOUYHOM ATTECTAIIUMA
@OoHA OIEHOYHBIX CpeACTB (OLEHOYHBIE MaTepuaibl) Ui TEKYIIEro KOHTPOJI
YCIEBAEMOCTH, IPOMEKYTOYHOM aTTECTALMHU IO TUCLHUIUIMHE IPUBOJUTCS B IIPUIIOKCHHH.

8. YYHEBHO-METOJANYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE
JANCHUTIJIMHBbI

8.1 . OcHoBHas JuTEpaTypa

1. Kysuenos, U. H. JlokymMeHTalmoHHOE oOecrieueHue ynpasieHus. JJokyMeHTo000poT 1
JIETIOTIPOU3BOJICTBO : YUeOHUK W TpakTukyM it By3oB / M. H. Ky3nernos. — 3-e u3n., mepepad.
u gom. — Mocksa : M3garensctBo HOpaiit, 2020. — 461 c. — (Bricmiee oOpa3oBanue). —
ISBN 978-5-534-04275-7. — Texkct : snekrponnsii // DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/449769

2. llyanoBa, H.H. Opranmzanus ¥ TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOECIICUeHUs
yhpaBieHus . yueOHUK M mpaktukyMm s By3oB/ H. H. IlllyBanoBa. — 2-e u3na., mepepad. u
non. — Mocksa : HMznmarensctBo IOpaiit, 2020. — 265 c.— (Bricimee oOpazoBaHue). —
ISBN 978-5-534-12358-6. — Tekct : osnekrponssii // DBC Hpaiir [caiit]. — URL:
https://urait.ru/bcode/451066

8.2. lonotHuTEIBHAS IUTEPATYPA

1. Ky3nenoB, W.H. JlokyMeHTannoHHOE OOECIEYCHUE YIPABICHUS TEPCOHAIIOM :
yu4eOHMK M TpPaKTUKyM sl mpukiagHoro  OakamaBpuata/  W. H. KysnemoB. —
Mocksa :U3natensctBo  FOpaiit, 2019.— 520 c.— (bakamaBp.llpuknagnoii  kypc). —
ISBN 978-5-9916-4000-8. — Tekct : osnekrponssiii // DBC Hpaiir [caiit]. — URL:
https://urait.ru/bcode/426321

2. Hoponuna, JI. A. OpraHuzamus ¥ TEXHOJOTHS ITOKYMEHTAIIMOHHOTO OO0eCTeueHUs
yIpaBieHus . y4eOHMK | mpakTukym Juisi By3oB/ JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznatensctBo FOpaiit, 2020. — 233 c¢. — (Bricmiee oOpa3oBanue). — ISBN 978-5-
534-04568-0. — Tekcr : oanektponHei // OBC IOpaiit [caéit] — URL:
https://urait.ru/bcode/450483
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8.3. IIporpammHoe obecneueHue
MicrosoftOffice

8.4. [IpodeccuonanbHbie 0a3bl JAHHBIX

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

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - ba3za
JTAHHBIX 110 AETOMPOU3BOJICTBY B IOKYyMEHTOO0OPOTY

8.5. UndopManiuoHHbIE CTIPABOYHbIE CHCTEMBI
1. http://www.consultant.ru/ - CnpaBouno-npaBoBas cuctema «KoncynsrantlLimrocy

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

8.7. MeToanueckne yKasaHusi ¥ MAaTePUAJIbI 10 BUIAM 3aHATHI

MeToauyeckue peKOMeH/IAINHU 110 BeIeHUI0 KOHCIIEKTOB JIEKIHii

KoHcriektupoBaHue JEKIMM — BaKHBIM IIar B 3allOMUHAHWHM MaTepHalia, IO3TOMY
KOHCIIEKT JIEKIUH HEOOXOAMMO HMMETh KaXKIOMY CTYJEHTY. 3ajada CTyIeHTa Ha JIEKIHH —
OJIHOBPEMEHHO CIIyIIaTh MPENoJaBaresis, aHAIM3UPOBaTh M KOHCIEKTUPOBATH WH(MOPMAITHUIO.
[Ipu 5TOM Kak CBHIETENBCTBYET MPAKTHUKA, HE HYKHO CTPEMHTHCS BECTH JTOCIOBHYIO 3allHCh.
Takum oOpa3oM, JEKIHIO TPEToaBaTessi MOKHO KOHCIIEKTUPOBATh, TIPH ATOM BaKHO HE TOJBKO
BHHUMATEIBHO CIyIIaTh JIGKTOpPa, HO U BBUICNATh HauOoliee BaXHYHO HHPOPMAIUIO U
COKpAIICHHO 3aliChiBaTh e¢e. [Ipu 3TOM 0JHO M TO ke conaepkaHue (PUKCUPYETCs B CO3HAHUU
YeThIpe pa3a: BO-MEPBBIX, MPU CAMOM CIYIIAHWU; BO-BTOPHIX, KOTJA BBIACISCTCS TJIaBHAs
MBICJIb, B-TPETBUX, KOTJIa TOJBICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, NMPU 3aIHCH.
Marepuan 3anioMrHaeTcst 60J1ee MOJIHO, TOYHO U MPOYHO.

XOopomuid KOHCIIEKT — 3aJIOI YE€TKUX OTBETOB Ha 3aHATHUSAX, XOPOIIETO BBHITTOJHEHHS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pa0b0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JIEKIIMOHHBIX 3aHATUSAX HecOMHEHHa. [IpoBepeHo, uTo cocTtaBieHue 3P(HEKTUBHOTO KOHCIEKTA
JIEKIIUHA MOJKET COKPATUTh B YEThIpE pa3a BpeMs, HEOOXOJUMOE ISl TIOJTHOTO BOCCTAHOBIICHUS
Hy)kHOW wuHpopMmaruu. g SKOHOMHUM BpeMEHHU, Tepen KakI0ou JieKiuerd HeoOXoauMo
BHUMATEJIBHO TMPOYUTATh MaTepuan NpPeabIIylield JeKIUU, BHECTH HCIIPABJICHUS, BBIICIUTH
Ba)KHBIE aCTMEKTHI M3y4aeMOro MaTepuasa

KoHcriekT momoraer He TOJBKO JIyYIlle YCBaWBaTh MaTepHall Ha JIEKIIMH, OH OKa3bIBaeTCs
HE3aMEHUM TP MOJTOTOBKE dK3amMeHy. ClieoBaTeNIbHO, CTYJACHTY B JabHEHIIIEM BaXKHO YMETh
0(QOPMUTH KOHCTIEKT TaK, YTOOBI BAKHBIE MOMEHTBI KYJIbTYPOJIOTUIECKON HUeH ObLIN BBIICTICHBI
rpaguyeckd, a TJaBHYIO HHGOPMAIMIO CIEAyeT BBIICIATH B CaMOCTOSITEIbHBIC a03allbl,
bukcupys ee 0oyiee KPymHbIMH OYKBaMH WJIM [IBETHBIMH MapkepaMmu. KOHCIIEKT MOMKEH UMETh
MoJIsI 11 3aMETOK. DTO MOTYT OBbITh OuOiIMorpaduyecKue CChUIKH W, HaKOHEI, COOCTBEHHBIC
KOMMEHTapUH.

MeToanuyeckue peKOMEHIAIUM 110 OPraHU3aAIUN CAMOCTOSTEIbHOM PA0dOThI CTYI€HTA

Jns mHAMBHyanu3aluu o0pa3oBaTEeNbHOIO Mpoliecca camocTosTeNnbHyo padoty (CP)
MO>KHO pa3/IeJuTh Ha 0a30BYIO U JOMOJHUTEIHHYIO.

bazoBast CP o0ecrnieunBaeT MOATOTOBKY CTYACHTA K TEKYIIUM ayJIUTOPHBIM 3aHSTHUSM U
KOHTPOJIbHBIM MEPOTPHUITHAM JUIsl BCEX AWCIUIUIMH ydeOHOTO TiIaHa. PesynpTaThl 3TOU
MOJTOTOBKH TPOSBISIOTCS B aKTUBHOCTH CTYJIEHTA HA 3aHATUAX M B KAYECTBE BBIMOJHEHHBIX
KOHTPOJIBHBIX PAa0OT, TECTOBBIX 3a/JaHMH, CAEJIAHHBIX JOKJIAIOB U JAPYyrux (opM TeKyIero
koHTposi. basoBas CP moser BkIOYath cienyromme (GopMbl paboOT: H3ydeHUE JEKIMOHHOTO
MaTepuaia, MperycMaTpPUBAIOINUE TPOPA0OTKY KOHCIEKTA JICKIUH M y4eOHOW JHUTEepaTyphl;
nouck (mogbop) M 0030p JUTEpaTyphl M DICKTPOHHBIX HCTOYHHUKOB HWH(POPMALUU TIO
WHIUBUIyATBHO 3a/IaHHON TTPOoOJIeMe Kypca; BBITOTHEHUE JTOMAITHETO 3aJIaHus WU JIOMaITHEen
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KOHTPOJIbHOM paboThl, BbIABAEMbIX Ha NPAKTUUYECKHX 3aHATUAX; M3yYEHUE MaTepuala,
BBIHECEHHOTO HAa CaMOCTOSITEIIbHOE U3YYCHHE; IMOATOTOBKA K MPAKTHYECKUM 3aHSTHUSIM;
MOJrOTOBKA K KOHTPOJIbHOM padoTe WM KOJUIOKBUYMY; MOJTOTOBKAa K 3a4eTy, aTTeCTallUsM;
HamucaHue pedepara (3cce) 1o 3aJaHHOH npoodeme.

HononuurtensHas CP HampaBieHa Ha yIUIyOJIeHHE W 3aKpeIlJIeHWE 3HAHHWK CTYJIEHTA,
pa3BUTHE aHATUTHYECKUX HABBIKOB 10 MpobiemMaTuke yueOHol auciurminHbl. K Heil oTHOCATCS:
MOJrOTOBKA K 3K3aMEHY; BBIMIOJIHEHUE KypCOBOM pabOThl WM MPOEKTa; HCCIeA0BaTEIbCKas
paboTa U yyacTHe B HAyYHBIX CTYJCHUYECKHX KOH(EPECHIHIX, CEMUHApAX ¥ OJUMITNA/IAX; aHAIIN3
HAayyHOM MmyONMKalMU 10 3apaHee ONpENEeNICHHON TperojaBaTeieM TeMe; aHaju3
CTATHCTUYECKUX W (PAKTUUECKHMX MATEPUAIOB IO 3aJaHHONW TeMe, IMPOBEICHUE PaCUETOB,
COCTaBJICHHE CXEM M MOJeJiell Ha OCHOBE CTaTUCTHUUECKUX MaTepUaloB U JIp.

B yuebHOM mporecce BBIACTSAIOT JBa BUAA CAMOCTOATENBHOM paboTHI: ayAuTOpHAs H
BHEAy/IUTOpHAsA. AyAUTOpHAs CaMOCTOsITeNIbHAas paboTa MO JAWCUUIUIMHE BBHIMOJIHSIETCS Ha
y4eOHBIX 3aHSTHUSIX MO/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM IIPETIOAABATENS U 110 €T0 3aaHUSIM.
OcHOBHBIMU (D OpMaMU CaMOCTOSITEIBHOM padOThl CTYJEHTOB C yYacTHEM IIperojiaBaresneit
SIBIITFOTCS:  TEKYIIHE KOHCYJbTAIlMH;, KOJUIOKBUYM Kak ¢opMa KOHTPOJS OCBOCHHS
TEOPETUYECKOr0 COAEpKAHMS NUCUUIUIMH, NMpUEM U pa3dop IOMallHUX 3aJaHui (B Yachl
MPAKTUYECKUX 3aHSATHH); BBIOJIHEHHE KYpPCOBBIX padOT (TPOEKTOB) B paMKaxX TUCIUILUINH
(PyKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3allUTa KypCOBBIX pabOT (B 4Yachl, MPeryCMOTPEHHBIE
y4eOHBIM IIJIAHOM); TIPOXOXKICHNE U 0POPMIICHHE Pe3yIbTaTOB MPAKTUK (PyKOBOJICTBO M OI[EHKA
ypOoBHS ¢cHhOPMHUPOBAHHOCTH PO(HECCHOHATBLHBIX YMEHUN U HABBIKOB); BBINOJIHEHNE BBITYCKHON
KBATM(DUKAIIMOHHOW Pa0OTHl  (PYKOBOJICTBO, KOHCYJIHTUPOBAaHHWE U 3alllUTa BBITYCKHBIX
KBTI (UKAIIMOHHBIX padoOT) U Jp.

BreayautopHast caMocTosTenbHas paboTa BBIMOIHSICTCS CTYACHTOM 10 33JaHUI0
npenogaBarensi, HO ©0e3 ero HemocpeacTBeHHOro ydactus. OcCHOBHBIMH (dopMaMu
CaMOCTOSITENIbHOW pabOThI CTYJCHTOB 0€3 ydacTHsl MperoaaBaTesiel BisoTcs: (GOpMUpOBaHHE
U YCBOGHHE COJICpKaHHUS KOHCIIEKTa JICKIIMH Ha 0a3e pEeKOMEHJIOBAaHHOW JIEKTOPOM Y4eOHOMH
JTUTEpaTyphl, BKIIOYast THPOPMAITMOHHBIE 00pa30BaTeNbHBIC PECYpPCHI (3JEKTPOHHBIC YUYCOHUKH,
3JICKTPOHHBIE OMOJMOTEKH W Jp.); HamucaHue pedeparos, dCce; MOATOTOBKA K MPAKTUYECKUM
3aHATHSIM (TIOJITOTOBKA COOOIIEHUH, MOKJIA/OB, 3a/JaHUl); COCTaBJICHHE AHHOTHPOBAHHOTO
CIUCKa cTareil M3 COOTBETCTBYIOLIUX JKYPHAJIOB IO OTpacisiM 3HaHUI (IeAarorundyeckux,
MICUXOJOTHYECKUX, METOJAMYECKUX U Jp.); YIIAYOJCHHBI aHadu3 HAayYHO-METOINYECKON
auTepaTypsl (MOATOTOBKA PEICH3WM, aHHOTAMA Ha CTaThl0, TOCOOME W JIp.); BBHINOJHECHHE
3amaHuii o cOopy Marepualia BO BpeMsl TMPAKTUKH; OBIAJCHHE CTYJIEHTAMH KOHKPETHBIX
y4eOHBIX MOAYJIeH, BHIHECEHHBIX Ha CaMOCTOSITEIbHOE H3yUeHue; MoA00p MaTepuana, KOTOpbIi
MOYET OBbITh MCIIOJIb30BaH JJIsl HalMcaHus pedepaTroB, KypCOBBIX M KBaTH(UKAIMOHHBIX paldoT;
MOJrOTOBKA TMPE3CHTAllMi; COCTaBIIEHUE TIJIoccapus, KpOCCBOpAa IO KOHKPETHOH TeMe;
MOJTOTOBKA K 3aHATHUSM, TPOBOAMMBIM C UCIOJIL30BAaHNEM aKTUBHBIX (OpM 00y4eHUs (KPYyTIIbIe
CTOJIBbI, TUCIYTHI, AEOBBIE UTPbI); aHAIU3 JEJIOBBIX CUTyallMid (MUHU-KEUCOB). ['paHuLIBI MeX Iy
STUMH BUJIaMU PabOT OTHOCUTEINIBHEI, a CAMH BUJIBI CAMOCTOSTEIILHOU PabOThI IEPECEKAIOTCS.

MeTtoauyeckue peKOMeHAAIMH 110 MOATOTOBKE K CEMUHAPCKUM 3aHATHAM

CeMuHapckue 3aHATUSA SBISIIOTCA OJHHMM W3 OCHOBHBIX 3BEHBEB IIpOLECCa HU3yYEHUS
JucUUIInHbL. Llenb 3aHATUH 3aKIH04acTCs B YSCHEHUU U YCBOCHMM CTYIEHTAaMU BAa)KHEUIINX
NPaBOBBIX KAaTEropuid M TOHATUH, BbIPAOOTAHHBIX OPUCTIPYJICHIMEH ¢  HMEIOIIUX
INPUHUUIINAIBHOE METOAOJIOTMYECKOEe M IPAKTUYECKOE 3HA4YCHHE Ul BCEro KOMILIEKCA
IIPaBOBBIX HAYyK.

B xone ceMuHapoB CTyAEHT 3aKpeIuisieT U yriIyOssieT 3HaHUsl, MOJIy4E€HHbIE Ha JEKIUAX U
B XOJI€ CaMOCTOSITEIbHON MMOATOTOBKH, IPUOOPETACT HAaBBIKM HAYYHOT'O MBILIUIEHUS, 00pabOTKH
o0mell u crneuuanbHOM MHQOpManMM O TpaBe, YMEHHME MOCIEI0BaTEeIbHO, YETKO H
apryMEHTHPOBAHO U3JIaraTh CBOM MBICIIH, OTCTauBaTh COOCTBEHHBIE MTO3ULIHH.
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[1naHpl CEMUHAPCKUX 3aHATHN, UX TEMATUKA, pEKOMEHAYyeMas JIUTepaTypa, Ueiab U 3aJa4l
€e M3Y4YCHHs COOOLIAlOTCS IIPErojaBaTeNieM Ha BBOAHBIX 3aHATUSX WIM B METOJUYECKUX
YKa3aHMSX 10 JaHHOW AMCLUIIIMHE.

[Ipexxne 4yeM NPUCTYNUTh K HM3YyYEHHIO TEMBI, HEOOXOIUMO MPOCMOTPETh OCHOBHBIC
BOIIPOCHl IUIaHA CceMHMHapa. HauMHas NOArOTOBKY K CEMHHApCKOMY 3aHATHUIO, CTyACHTaM
HE00X0IUMO, MPEkKIE BCEro, MOCMOTPETh KOHCIEKTHI JIEKIIUNA, pa3aebl yUeOHUKOB M y4eOHBIX
nocoOuii, 4ToObl MOJYYUTH OOlIee MPEACTaBIEHWE O MECT€ M 3HAUEHWHU TEMbl B H3y4aeMOM
Kypce. 3areMm ciemyeT mopaboTaTh C JIOTOJHUTEIBLHON JHUTEPAaTypoOd, CIenaTh KOHCIIEKTHI
CEMUHAPCKHX 3aHATUH IO PEKOMEHI0BAHHBIM HCTOYHHKAM.

KoHcriekTl  ceMMHApCKMX  3aHATHH  HMMEIOT  NEPBOCTENIEHHOE  3HA4Y€HHE A
CaMOCTOSITENIbHONW paboThl CTyZeHTOB. OHM MOMOTaloT MOHATH MOCTPOCHUE U3Yy4aeMON KHHUTH,
BBIIEJIUTh OCHOBHBIE IIOJIOXKEHMSI, NPOCIEIUTh WX JIOTUKY M TEM CaMblM IPOHUKHYTh B
TBOPYECKYIO JIAOOPATOPHUIO aBTOPA.

Benenue KkoHcmekTa crnocoOCTBYeT MpEBpalleHUI0 YTEHUS B aKTHUBHBIN Ipoliecc,
MOOWJIN3YET, HApPSALY CO 3pUTEIbHOM, U MOTOpPHYIO mamsTh. CieayeT MOMHMTH: y CTYICHTA,
CUCTEMAaTUYECKU BEIYIIEro KOHCIEKTHI, CO3/1aeTCsl CBOM MHAMBHUIyaJbHBIM (OHJ MOJICOOHBIX
MaTepuaioB g OBICTPOrO TMOBTOPEHHUS MPOYUTAHHOTO, AJII MOOMIM3AIMM HAKOIUIEHHBIX
3HaHUM.

[Ipy KOHCIIEKTUPOBAaHMM MOXHO HCIOJB30BATh clexyromue (GopMbel 3amucH: IUIaH
(IpoCTOM M pa3BEepHYTHIIl), BBIMTUCKHU, TE3UCHI.

[Ipn BBegeHMM KOHCIIEKTa Ba)XKHO pAa3BUBAaTh YMEHHE CONOCTABIAThH HCTOYHUKH,
POAYMBIBAaTh U3y4aeMblil MaTepual, a Tak’Ke COCTABIATh KOHCIEKT C yU€TOM CBOEro OyayIiero
YCTHOTO BBICTYILICHHSI.

Ha cemunape kax/plil ero y4acTHUK JOJKEH OBITb FOTOBBIM K BBICTYIJICHHIO IO BCEM
MIOCTaBJI€HHBIM B IUIAaHE BOIIPOCAM, IMPOSBIATh MAKCUMAIbHYK) AaKTUBHOCTh IIPH HX
paccMoTpeHHH. BricTymiieHue J0IKHO CTPOUTBCS CBOOOIHO, YOSTUTENBHO U apTyMEHTHPOBAHO.
[IperonaBatens ciaenuT, 4ToOBl BBICTYIUICHHE HE CBOAMIIOCH K PENPOAYKTHBHOMY YPOBHIO
(MpOCTOMY BOCIIPOM3BENEHHUIO TEKCTa), HE JOIMYCKAeTCs M IMPOCTOE UYTEHHE KOHCIIEKTa, TEM
6onee yueObHnka. Heo6xoanMo, 4TOOBI BBICTYMAIOUINM MPOSBISI COOCTBEHHOE OTHOILICHHE K
TOMY, O Y€M OH T'OBOPHUT, BBICKA3bIBaJl CBOE JIMYHOE MHEHHE, IOHUMaHKUE, 0OOCHOBBIBAJ €r0 U
MOT C/eJiaTh MpaBUJIbHBIE BBIBOJBI M3 cKazaHHOTrO. [Ipu 3TOM cTyAeHT MoOKeT oOpamarhes K
3aMUCsAM KOHCIIEKTa W JIEKLIHM, HEIOCPEICTBEHHO K MEPBOMCTOYHMKAM, MCIOJIb30BaTh 3HAHUE
y4eOHOM 1 JOMOIHUTENBHOMN JINTEPATypPhl, (PaKThl U HAOIIOEHUSI COBPEMEHHOM KU3HH U T. JI.

Bokpyr Takoro BBICTYIUIEHMSI MOTYT pa3roOpeTbCsl CHOpBI, JUCKYCCHUHM, K YYacTHIO B
KOTOPBIX JOJDKEH CTPeMUThCs Kakabli. [IpernonaBarens, B CBOIO ouepesb, OyAeT BHUMATEIBHO U
KPUTUYECKH CITyIIaTh, IOJMEYaTh 0COOEHHOE B CY)KJICHHUAX CTYACHTOB, YJIAaBIMBATh HEJOCTATKH
U OIMMOKH, KOPPEKTHPOBATh MX 3HAHUSA, U, B ClIydae HEOOXOAMMOCTH Pa3pelIuTh CIOPHYIO
CUTYaLUIO.

CemuHap sBISICTCS BaKHEHIIeH (hOpMO YCBOCHUS 3HAHU.

Brnanenve mMOHATHIHBIM ammapatoM — HEOOXOIWMOE YCIIOBHE YCBOCHHS TMpeameTa. B
YCBOGHHH UX BecbMa 3(PPEKTUBHO MPOBEIEHUE THCbMEHHBIX M YCTHBIX MOHSITHHHBIX
KOHTPOJIbHBIX PabOT, TEPMHUHOJIOTHMYECKUX ITUKTAHTOB, TecTOB. Kpome TOro, ucmoib3yrorcs
pa3IuYHbIE BUIBI YCTHOTO OIIPOCA: 3KCIPECC-0IIPOC, ONIPOC-UHBEPCHSL.

Ixcnpecc-onpoc — 3TO TIPENTIOKEHUE PACKPBITh Ha3BaHHbIE MOHATHUS. Onpoc-uneepcus, B
OTJIMYME OT 3a/laHusl MOSICHUTh 3HAYEHHE TEPMUHA, IIPEJIOKEHUE TIOCTaBUTh BOIPOCHL. Takoi
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npreM crocoOCTBYET HE MPOCTO Y3HABAHUIO» TEPMHUHA, HO U BBOJAMT €T0 B aKTHBHBIN CIIOBaph
CTYyJICHTA.

CCMI/IHapCKI/IC 3aHATUA IO MPCAIOKCHUIO TTPCTIOAAaBaTCIId MOT'YT GBITB MMPpOBCACHBI B BUIC
CBOOOMHON IMCKYCCHU TO CYIIECTBY OOCYKIaeMoil TeMbl, B (popMe BBICTYIUICHUH C 3apaHee
MOATOTOBJICHHBIMU JIOKJIAaMU (3CC€) MO PEKOMEHIYEeMbIM BOMPOCAM M HUX MOCIEIYIOLIEro
oOcyxeHusi. B xozie 3aHATHII CTYACHTHI MOTYT BBIITOJIHATH MUCHMEHHBIC 3aJIaHKS TI0 BOITPOCAM
TEMbI, OTBEYaTh HA KOHTPOJIGHBIC TECThL. TakKe MPAKTHKYETCs MPOBEACHUE CEMUHApPCKUX
3aHATUN B KOMITBIOTEPHOM KJIACCE€ B MHTEPAKTUBHOM (hopme (00yUaromue urpbl, TECTUPOBAHUE).

[ToaroToBka K CEMHWHApCKUM 3aHSTHSM IPOXOAST B HECKOJBKO 3TaloB: BO-TIEPBBIX,
HEOO0XOIMMO BHHUMATENbHO M3YYUTh BONPOCHI U JUTEPATYPY, PEKOMEHAOBAHHYIO Ul aHAIIN3A;
BO-BTOPLIX, CJICAYCT MNPOU3BCCTU TIOHCK I[OHOHHHTGHBHOﬁ I/IH(bOpMaI_[I/II/I N3 HU3BCCTHBIX
UCTOYHUKOB (3TO MOTYT OBITH 3JIGKTPOHHBIE PECYPCHI; AOMAIIHUE M BY30BCKHE OMOIMOTEKH;
KaOMHeT Kogu(uKamMu H T.1.). B TpeTbuX, CTYJEHT MOXET TOTOBUTHCSI K CEMUHApy Kak
CaMOCTOSITENIbHO, TaK W TPU  YYacTHM  MperojaBaTenisi, y  KOTOPOTO  MOYHO
IIPOKOHCYJIETUPOBATBCS IO BOMPOCAM CEMHHAPCKOTO 3aHATHS. B-4eTBEpTHIX, MOATOTOBKA K
CEeMHHApy MOXET OBITh KaK MHIMBHIYyaJTbHOW, TaK M KOJUICKTUBHOW (COBMECTHOE OOCYKICHHE
BOIIPOCOB CEMHUHApa, PEIIeHHE Ka3yCoB, 3a1ay). B-TATHIX, MOATOTOBKY K CEMHHAPY MOXHO
MMpOBOAUTDH ()I(eJIaTCJIBHO) B MMCBMCHHOM BHUAC, COCTABJIAA KOHCICKT JIMTCPATYPLI IO TCME HJIN
KOHCIIEKT OTBETa Ha BOMPOCHI CEMHHApA. B-IIecThIX, MpU MOATOTOBKE K CEMHHAPY HEOOXOIMMO
MMPOBOAUTD PCIICTULIUHN, CCIIN 3TO CBsA3dHA C ACIIOBLIMU UT'paMU, POJICBBIMU UTPAMMU. B-CGI[BMBIX,
IPY TOJATOTOBKE K MPAKTUYECKOMY 3aHATHUIO CTYACHTY HE00X0AUMO 0c000e BHUMAaHUE O0paTHTh
Ha COCTOSIHHE 3aKOHOJATeIbhCTBa, KOTOPOE OYCHb JMHAMUYHO M MOXET M3MEHUTHCS HAKaHyHE
3aHATHS. B-BOCBMBIX, CTYACHT JOJDKEH OOpaTUTh BHUMAHHE Ha CTENCHb HAYYHOU
pa3pabOTaHHOCTH TEMbI B CMEKHBIX JUCIUIUIMHAX: (puimocoduu, MOIUTOIIOTHUH, COIUOJIOTHH,
UCTOPUH, KYJIBTYPOJIOTH U JPYTHUX.

MeTtoauyeckue yKazaHus 10 NOATOTOBKeE K NPAKTHYECKUM 3aHATHAM

OnHOl M3 BaXHBIX (QOPM CaMOCTOATENbHOM paboOTHl SABISETCS TMOATOTOBKA K
MPAKTUYECKOMY 3aHSATHIO.

HpI/I MNOATOTOBKEC K TMPAKTUYCCKUM 3aHATUAM CTYACHT [JOJIKCH MPUACPKHUBATHCA
CIEAYIOIIEH TEXHOJIOTHU:

1. BHUMATEILHO HU3YYUTh OCHOBHBLIC BOIPOCHI TCMbI WU IIJIAH MPAKTHYCCKOI'O0 3aHATHA,
OTIpeIeNIUTh MECTO TEMBI 3aHATHS B 00IIEM COJEpKAHUH, €€ CBA3b C APYTUMU TEMaMH;

2. HalTU U TPOpPabOTaTh COOTBETCTBYIOIINE Pa3/elibl B PEKOMEHIOBAHHBIX HOPMAaTHBHBIX
JIOKYMEHTaX, yueOHUKaxX U JOTOJTHUTEIbHON JIUTEPaTypeE;

3. mOoci€ O3HAKOMIJIEHHUSA C TCOPCTUYCCKUM MATCprUuaJIOM OTBCTUTH Ha BOIIPOCHI IJIA
CaMOIIPOBEPKH;

4. mpoayMaTh CBOE NMOHMMAaHUE CIIOXKUBLICHCS CUTyallud B u3ydaeMoll cdepe, myTH u
CIocoObI pelieHus MPOOJIEMHBIX BOIIPOCOB;

5. npoayMaTrb pPasBCPHYTHIC OTBCTHI HA MPCAJIOKCHHBIC BOIIPOCHI TCMbI, OIMHUPAsICH Ha
JICKIIMOHHbIE MAaTEPUAJIbl, PACIIUPSS U JOMOJHSAS UX TaHHBIMU U3 YY€OHUKOB, JOTOITHUTEIHLHON

JUTEPATYPHI.
MeToanyeckne peKOMeHAAUMH 110 NOAT0TOBKEe KOMIIBIOTEPHON NMpe3eHTalnu
IIpe3enTanus (0T aHra. «presemtatiom» — MpeACTaBICHUE) — 3TO HAOOP KapTUHOK-

CJIAiIOB Ha OMNpEJCICHHYI0 TeMy, KOTOpble XpaHsaTcs B (Qaiine crenuanbHoro ¢opmara. Ha
KaXJIOM Claiific MOXHO COJepXaTh IPOU3BOJIBHYIO TEKCTOBYIO, TIpaduyeckyo WiIn
BUJCOUH(OpPMALIMIO, AaHUMAIMIO, 3BYK M3 IMOATOTOBJICHHOro ayauodaiina, a Tak XKe u
3anucaHHbll ¢ MHUKpodoHa. [Ipe3eHTanuu Jierko co3naBaTh € IOMOIIBIO TporpamMmbl MS
PowerPoint.

IIpe3enTanumn npegHa3sHaAYeHBI AJI5:

A3



e OTOOPKEHUSI HATJISTHOCTH YIEOHOT0/JICKITMOHHOTO MaTepuara,

e YIIPaBJICHUS y4€OHO-TI03HABATEIILHON IeATEIHbHOCTRIO Ay IUTOPHH,

e KOHTPOJISI U POBEPKHU YCBOCHHUSI MOJAHHOTO MaTepuana,

e 0000IIEHNS U CUCTEMAaTU3aI[uU 3HAHUH,

e peKJIaMbl TOBapOB, YCIYT,

e co3nianus GoToATHOOMOB U T.JI.

IIpe3eHTanUM MOKHO 1EMOHCTPHPOBATH MO-PA3HOMY:

e Ha KOMITBIOTEPE,

e Ha SKpaHE C MOMOIIBI0 MYJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJedKpaHe O0IbIIOro Gopmara.

Co3naHHbIe IPe3eHTAllUN MOTYT COAePKATh:

e TEKCT,

e U300paKEHUS,

e IUATPaAMMBI,

e PUCYHKH,

e KOMITBIOTEPHYIO aHIUMAIIHIO TIPOIIECCOB U SIBICHHUIA,

 3BYKOBOE COMPOBOKICHUE,

e aBTOQUTYPHI,

e IarpaMMBbI

e TUTIEPCCHUIKHY;

* BUJICOPOJIHKHU.

IIpaBuiia co3naHus MyJbTUMEAUUHBIX NPe3eHTAUNMI

OcHOBHOE MPAaBUJIO NMPe3eHTALMIN:

[IpocroTa, TaKOHMYHOCTh (MUHUMATIU3M B MOJade BU3yalnbHOW mHpopMarmn). KpaTkoe
U3JI0’KEHUE MaTepuaa, MakcuMaiabHasi HHPOPMaTUBHOCTh TEKCTA.

Caenywouiue npaBujia nmpe3eHTaAIUii:

e UnTabenbHOCTh (BUAMMOCTD M3 CaMbIX JaJbHUX YTOJKOB MOMELIEHUS U C Pa3IMYHBIX
YCTPOMCTB);

e OTCyTCTBHE HAKOTUIEHUSA, YETKUH MOPSAIOK BO BCEM.

e TmraTensHO CTPYKTYpUpPOBAHHAS HHPOPMAITHSI.

e Hanuune KOpPOTKMX M JAKOHHUYHBIX 3arojOBKOB, MapKHPOBAHHBIX U HYMEPOBAaHHBIX
CITUCKOB.

e Baxxnyio mHpopMaIuio (Hampumep, BBIBOJBI, OMPEISICHUs, MPaBWiia M T.A.) HYKHO
M0/1aBaTh OOJBIIMM U BBIICJICHHBIM MIPU(PTOM U Pa3MeIaTh B JICBOM BEPXHEM YTy ClIaija.

e Bropocrenennyto nHpOpMaIHIo KeIaTebHO pa3MeliaTh BHU3Y ciaiiia.

o Kaxxiomy monoskeHuto (uzee) HaJo OTBECTH OTIENIbHBIN ab3ail.

e [TaBHYIO HJIC10 HAJIO BBUIOKHUTH B TIEPBOM CTpOKE ab3aria.

e Mcnonp3oBarh TabiauuHble (GOpMBI TpeaCcTaBIeHUS HHPOPMALUU (JUarpaMMbl, CXEMBbI)
JUTSL WUTIOCTPALMY BaKHEHIINX (PAKTOB, UTO AACT BO3MOXHOCTH MOAATh MaTepHall KOMIIAKTHO U
HATJISITHO.

e ['paduika 10KHA OPraHUYHO JOTIOHSTH TEKCT.

e OOBsiICHEHUE HAJO pa3MeIlaTh Kak MOKHO ONIKe K WIUTIOCTpAlldid, ¢ KOTOPBIMUA OHU
JTOJI’KHBI TIOSIBIIATHCS HA DKPaHE OJTHOBPEMEHHO.

e IHCTPYKIIY K BBITIOJHEHUIO 33]1a4 HEOOXOAMMO TIIATEIHHO MPOTyMaTh OTHOCUTEIHHO
UX YETKOCTH, TAKOHUYHOCTHU, OJJHO3HAUYHOCTH.

e llcrionp30BaTh 3MOIMOHANBHBINA (POH (XyHOKECTBEHHAs MPO3a 3allOMHHACTCS JyYllle,
YeM clielnaibHble TEKCThI, @ CTUXU — JIy4lle, YeM Mpo3a).

e Bcio TekcToByr0 HWH(POpPMAMIO HYXHO TIIATEILHO TMPOBEPUTh HA OTCYTCTBUE
opdorpaduyeckux, rpaMMaTUYECKUX U CTUITMCTHYECKUX OITHOOK.

e [[pon3BOANTENHFHOCTh MMO/aBAEMOT0 MaTepHalia yBEIMYUBACTCS, €CIU OJHOBPEMEHHO
3aJIeiCTBOBAHbl 3PUTENIbHBIN M CIyXOBOW KaHalbl BOCHpUSTHS HHpOpManuu (3apyOexHbie
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MCTOYHUKHU 3TO HA3bIBAIOT MPUHIMUIIOM MoAanbHOCTH). [loaTOMy pekoMmeHayeTcs TaM, Iie 3TO
BO3MOJKHO, HCIIOJTH30BATh JIIsl TEKCTA U TpadUIECKUX U300paKEHUI 3ByKOBOE COMPOBOKICHHE.

DuU3H0JI0THYEeCKHE 0COOCHHOCTH BOCIIPUATHS LIBETOB U Gopm

o Crumynupyromme (TeIible) IIBeTa CIOCOOCTBYIOT BO30OYKICHUIO U JEHCTBYIOT Kak
paszapaxkuTtenu (B MOpsAKe yObIBAaHUS WHTEHCHUBHOCTH BO3JEWCTBHUS: KpPAaCHBIM, OpaH>KEBBIi,
JKETTHIN).

e JlesunTerpupytonye (XOJOAHbIE) IBETa YCIOKAWBAIOT, BBHI3bIBAIOT COHJIMBOE
COCTOSTHUE (B TOM K€ TopsiaKe: (PUOJICTOBBINA, CHHHIA, TOTY00id, CHHE-3EJICHBIH, 3eTICHBIN).

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

e CoueraHue BYyX IIBETOB — I[BETa 3HaKa W IBeTa ()OHA — CYIIECTBEHHO BIIMSCT Ha
3pUTENbHBII KOM(OPT, TpUYEM HEKOTOpPbIE Maphl I[BETOB HE TOJHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BATh CTpecc (HampuMep: 3eJICHBIE CHMBOJBI HAa KpacHOM (OHE).

e Jlyumee coveranue 1BeToB mpudTa u ¢GoHa: OCNBIH Ha TEMHO-CHHEM, YEpHBIA Ha
0eTIoM, JKeNTHI Ha CHHEM, OPAaH)KEBbI HAa YEPHOM.

e IIBeroBas cxeMa JIOHKHA OBITH OJTMHAKOBOM JIJIST BCEX CIIAMIOB.

o JIt000ii pHUCYHOK (pOHA TOBBIMIAET YTOMJISIEMOCTh IJ1a3 M CHMXKaeT 3()(eKTUBHOCTh
BOCTIpUATHS UH(POPMALIUH.

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

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

e Ilokasz cmaiioB ¢ (OHOBBIM CONMPOBOXKIACHUEM HEKEIATEIbHBIX 3BYKOB (TIECEH,
MEJOAMI) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTb, CIIOCOOCTBYET pAcCEeMBAaHUIO BHHUMaHHUSA U
CHI)KAeT MPOU3BOUTEIILHOCTh OOYUCHHSI.

e Ilomuute! YemoBek MOXET OJHOBPEMEHHO 3allOMHHATh He Oosiee Tpex (HakToB,
BBIBOJIOB, OITPEAECIEHUN.

o Kaxplii cnaiiJl JOJKEH OTPa)KaTh OJIHY MBICTb.

e TeKCT NOMKEH COCTOSTh U3 KOPOTKUX CJIOB U MPOCTHIX MPEI0KEHUM.

o Crpoka nomxHa comepxarhb 6-8 CloB.

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

o OO1mIee KOIMYECTBO CIIOB HE JOHKHO MpeBhIaTh S0.

e ['maronsl JOKHEI OBITH B OJHON BPEMEHHOH (opMe.

e 3aroyioBKM JOJKHBI MPUBIEKAaTh BHUMaHUE ayIUTOPUH U 00001IaTh OCHOBHBIE
MOJIOKEHUS CIllai/1a.

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

e Crnaiifpl JOKHBI OBITH HE CIUIIKOM SPKUMH — JIUITHUE YKPAIICHHUS JIUIIL CO3/1al0T
Oapbep Ha yTH 3G GEKTUBHOM TIepenaun nHGOpMaIuu.

o KonuuecTBo 010K0B MH(POPMALIUU BO BpeMsI OTOOpa)K€HHsI CTATUCTUYECKUX JaHHBIX
Ha OJTHOM CJIaiijie TIOJDKHO OBITh HE 0oJiee YeThIpeX.

o [loanucu k WILTIOCTpALUU pasMELIaloTC M0 HEM, a He HaJ| HEll.

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

OO0mme npaBuJIa NCNOJb30BaHus WIPUGTOB

1.Kaxnapiii mpudT (rapHUTypa + HAIMMCAHKUE) UMEET OAHY CMBICIIOBYIO Harpy3Ky.

JI1st yCTOMYMBOM IrapHUTYPBI TPAAULUOHHBIMY, 110 MeHbIIEH Mepe, ¢ XIX B. ecTb Takue:

e MOJTYXUPHBIN WIPUQPT Ha3BaHUS CTPYKTYP TOKYMEHTA,

e KypCUB — JIOTUYECKOE YyJapeHue, B YACTHOCTH, Ha (OPMYITUPOBAHUU OCHOBHBIX
MOJI0KEHUM, ONIPEACIICHUH U T. 1.,

e (IIPSIMOI» OOBIYHBIN - OCHOBHOW MacCHB MH(GOPMAITUH.

2. TexkcTbl mMpe3eHTalMi, KOTOPBIE HCIOJIB3YIOT B TICUXOJIOTMYECKH HaIPSKEHHON
HECTAaHJApPTHOW CHUTyallUM, HaA0 MOAaTh TApPHUTYPOM C YNPOUIEHHBIM aAJITOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudtom Arial. DT0 1EenecooOpasHO BO BpeMs pabOTHI ¢
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WHCTPYKIHSAMHU TMPAaBHI 0€30MacHOCTH, HOPMATUBHBIMU aKTaMH, COTJIAIICHUSIMH C MPABOBBIMU
NI UMYIICCTBCHHBIMU MOCJIICACTBUAMU, YCIIOBUAMU OJIUMMITMAIHBIX 3aI[aHHI>'I Hu T.II.

3. N36eraiite wucmonab30BaHus Oojiee Tpex pa3IMYHBIX IMPU(TOB HA OAHOM CIaie.
MNuaye uywurarenn MNPpCKACBPCMCHHO YCTAHCT, TIIOCTOAHHO IIbITAsACh BBIGpaTb AJIrOPpUTM
pacriozHaBaHus mpudTa. VIckiroueHne cocTaBisieT MHCTPYKIUS MO UCTIONB30BaHUIO IPH(TOB.

MeToauyeckue peKOMeH/IAIMHU 10 NMOATOTOBKE U MPOBEIEHMI0 3a4UeTa

3aueT BbICTaBiIsIETCST 0e€3 ompoca MO pe3yjpTaTaMm paboThl CTyJeHTa B TeEUEHHUE
TpUMecCTpa.

9. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJIMHbI

TPGGOBaHI/IH K MaTepI/IaHBHO-TGXHI/I‘-IGCKOMy O6€CH€‘I€HI/IIO JOUCHUIIJIMHBI 110 THUIIAaM
3aHATHI:

- JIA HpOBe,Z[eHI/I}I BaHHTI/Iﬁ JICKIIMOHHOI'O THUIIA.

crienMajbHOE TIOMEIIeHHE, yaeOHass MeOelb, TEXHHYECKOE OCHAITICHUE.

- JIA HpOBe,Z[eHI/I}I HpaKTI/I‘IeCKI/IX BaHHTI/Iﬁ THUIIA:

crienuagbHOE TIOMEIeHHE, yaeOHass MeOelb, TEXHHYECKOE OCHAITICHHE.

- IS IPOBEACHUS IIPOMEKYTOUHOM aTTECTAL[UU:

crienMagbHOE TIOMEIIeHHe, yaeOHass MeOelb, TEXHHYECKOE OCHAITICHUE.

10. OCOBEHHOCTH OCBOEHUA UCHOMIIJIMHBI JIMOAMHU C OI'PAHUYEHHBIMHA
BO3MOKHOCTAMMH 310POBbSI

OO0ydJaronMes ¢ OTpaHIICHHBIMA BO3MOKHOCTSIMH 30POBBS IPEIOCTABIISIOTCS CIIENHANBHBIE YICOHUKH,
y4eOHbIe TOCOOHS U TUIAKTHICCKIE MaTePHalIbl, CTICIIHAFHBIC TEXHIYECKUE CPENICTBA 00yIEHHS KOJUICKTUBHOTO 1
WHIWBUIYATBHOTO TOJIH30BAHUS, YCIYTH ACCUCTEHTa (THIOTOpA), OKA3bIBAIOMIETO OOYYArOMIMMCS HEOOXOIUMYIO
TEXHUYECKYIO ITOMOIIIb, & TAK)KE YCIYTH CYpAOIEPEBOTUHKOB U TH(IIOCYPAOIIEPEBOTUNKOB.

OcBOoeHHE AWCIHMIUIMHBI OOYYaIOIIMMHCS C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMU 3[I0POBBSI MOXXET OBITh
OpPTraHU30BAHO COBMECTHO C IPYTHMMHU OOYYAIOIIUMUCS, & TAKXKE B OTJICIILHBIX TPYIIMaXx.

OcBoeHHE TUCHUIUTUHBI 00YYaIOIMMHUCS ¢ OTPaHMYECHHBIME BO3MOKHOCTSIMU 37I0POBbSI OCYILECTBIISIETCS C
Y4eTOM 0COOCHHOCTEN MCUXO0(PHU3NIECKOT0 Pa3BUTHS, HHIUBHIYJIBHBIX BOBMOXXHOCTEH U COCTOSIHUS 37I0POBbSL.

B mensix JOCTYMHOCTH IOJIy4EHHs BBICIIETO0 OOpa3oBaHUs 10 00pa3oBaTEIbHOW IMpOrpaMMme JHLAMU C
OTPaHNYECHHBIMH BO3MOKHOCTSIMH 3/I0POBBSI IIPH OCBOCHHUH AUCIIUTUTHHBI 00€CIICINBaCTCS:

1) st mUI ¢ OTpaHUYEHHBIMHI BO3MOXKHOCTSIMH 3I0OPOBBSI IO 3PEHHIO:

— IPUCYTCTBHE THIOTOPA, OKA3BIBAIONIINH CTYyIEHTY HEOOXOAWMYI0O TEXHHYECKYI0 IOMOIIb C YYETOM
WHIWBUIYATBHBIX OCOOCHHOCTEH (TIOMOTaeT 3aHATh pabodyee MeCTO, MEePeIBUTATHCS, TMPOYHUTATh H OPOPMUTH
3a/aHre, B TOM YHCIIe, 3alUCHIBas TIOA JUKTOBKY),

— MMICBMEHHBIC 33aHUs, a TakKe WHCTPYKIMH O MOPSAKE WX BBITIONHEHUS O(QOPMIISIOTCS YBEIUICHHBIM
mpupTOM,

— crenuanbHble YYeOHHUKH, YIeOHBIC TIOCOOUS U TUAAKTUICCKHE MaTepHaibl (MMCIOINE KPYITHBIA MPUQT
WM ayioQaiinst),

— UHJIUBHyaJIbHOE paBHOMEpPHOE ocBeleHre He MeHee 300 mrokc,

—TpU HEOOXOMUMOCTH CTYACHTY JJis BBINOJIHCHHS 3aJaHUs IPEJOCTABISICTCS YBEIUYUBAIOIICE
YCTPOUCTBO;

2) 1St AT ¢ OTPaHUIEHHBIMHI BO3MOKHOCTSIMH 3I0POBBS 10 CITYXY:

— IPUCYTCTBHE ACCHUCTEHTA, OKA3bIBAIOUINHA CTYICHTY HEOOXOAWMYIO TEXHHYECKYIO IOMOIIb C YYETOM
WHIWBUIYATBHBIX OCOOCHHOCTEH (TIOMOTraeT 3aHATh pabodyee MeCTO, MEePeIBUTATHCS, TMPOYUTATh H OPOPMUTH
3a/laHre, B TOM YHCIIe, 3alUCHIBas IO JUKTOBKY),

— obecrieunBaeTCsT HAJMYUE 3BYKOYCIIMBAIOIICH ammapaTrypbl KOJUIEKTHBHOTO IIOJIB30BAHMA, IPH
HEOOXOMUMOCTH  OOydaromeMycss OpPEAOCTABISCTCS  3BYKOYCHIMBAKOIIAS — amapaTtypa WHIWBUAYAIbHOTO
MOJIb30BAHUS,;

— obecrieunBaeTCs HAAJICKAIIMMHI 3BYKOBBIMH CPEJCTBAMHU BOCIPOU3BEACHUS HH()OPMAIIHH;

3) Ans AWMLl ¢ OTPAaHUYCHHBIMUA BO3MOXKHOCTSIMHU 370POBBsI, UMCIOIIUX HAPYIICHHUS OMOPHO-IABUTATEIHLHOTO
amnmapara:

— MUCHMCHHBIC 3aJIaHUsI BBIMIOJNHSIOTCS HA KOMIIBIOTEPE CO CHCIHHMAIM3HPOBAHHBIM POTPAMMHBIM
o0ecrieyeHreM WM HAIUKTOBBIBAIOTCS THIOTOPY;

— TI0 JKeJIaHHUIO CTyIEHTA 3aJaHNs MOTYT BBITIOTHATHCS B YCTHOH (hopme.
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IIpusoxxkenue Kk padoueil nporpamMMe QM CUUNIAHBI
«JlokyMeHTaMOHHOE 00ecnedyeHHe YIPABJIEHUs] HA MPeINPUATHAX CEPBUCA)

®OH/I OHEHOYHbBIX CPEACTB (OHEHOYHBIE MATEPHUAJIBI) IS
IMPOBEJAEHUSA TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTHU "

1. OIMCAHME MOKA3ATEJIEH OLIEHUBAHUA KOMITIETEHIIAM,
®OPMHUPYEMBIX B ITPOHECCE OCBOEHUA JUCHHUITJIMHBI

Onuncanue IMoOKa3aTeliell OICHMBAHUS KOMIICTCHITHI,

MPOMEXYTOYHOM ATTECTAIIMA

dbopMHupyeMBIX B TIpoIecce

OCBOCHUA NUCLHUIIIINHBI (MO,Z[y.H}I), 1 UCIIOJIB3YCMBIC OLICHOYHBIC CPCACTBA MPHUBCICHLI B Ta6n1/1ue

1.

Ta6muma 1 — Iloka3zaTenu olleHUBAHUS U OIEHOYHBIE CPEJICTBA VISl OIICHUBAHUS PE3YIbTAaTOB
00y4YeHHs IO TUCITUILINHE

Kon n HammeHoBanue

ITporenypsl orleHUBaHUSA

Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNCTBA)
. [Nokazarenu oreHUBaHUS "
¢dbopmupyemoit JOCTHKECHHS 6 TEKYIIUi
KOMITETSHIIIH (opMHpyeMoii (pe3ynpTaThl 00yUYeHN) KOHTPOT MIPOMEKYTOUHAS
aTTecTanus
KOMIIETCHIINU YCIIEBaEMOCTH
OIIK-2.1. Ompenenser | 3HATH IENH U 3a1a91 YCTHBIN YCTHBIH OTTpoc
LIEJH U 331291 JESITeTbHOCTH OIIpOC;
JeSITeNbHOCTH TYPUCTCKOTO pedepar;
TYpPUCTCKOTO PEIIPUATHS TECTUPOBAHHE
MPEITPUITUS YMETh ONPEACTATh NEeN | MPAaKTUYECKUE | TPAKTHUECKHUE
W 33/1a49U JICATEIIEHOCTH 3aJTaHus 3aJTaHus
TYPHUCTCKOTO
MPEIIPUATHS
BJIQ/ICTh HABBIKAMH MPAKTHYECKUE | TMPAKTUICCKUE
OTIpeICIICHHS LIENN 1 3a/laHus; 3aJTaHus
3a/1a4 e TeNbHOCTH MIpe3eHTalus
TYPHUCTCKOTO
MPEITPUATHS
OIIK-2. Cnocoben OIIK-2.2. Ucnionp3yeT | 3HaTh OCHOBHBIE YCTHBIN YCTHBIH OIIpPOC
OCYIIECTBIIATDH OCHOBHBIE METOIBI U METO/IbI U TIPUEMBI oT1poC;
OCHOBHBIE QDYHKIIMH | IIPHEMBI TUTAHUPOBAHUS, pedepar;
yIpaBJICHUS TUTAHUPOBAHUS, OpraHH3aIlvH, TECTHPOBaHHE
TYpHCTCKOii OpTraHM3aINH, MOTHBAIIUH,
eATEBHOCTBIO MOTHBAIIWH, KOOPAMHALIUHU U
KOOpJIMHAIINY U KOHTPOJIS AEATEILHOCTH
KOHTPOJIS opra"u3aruii chepbl
JEeSITeTbHOCTH TypU3Ma U UX
opranuszanuii cepsl noJpasaeneHui
TypU3Ma U UX YMETh UCIOJIb30BaTh MPAKTHYECKUE | TMPAKTUICCKUEC
oipa3aeNIeHIH OCHOBHBIC METOJIbI U 3a/TaHus 3a/TaHus

IpUEMBbI IIJIAHUPOBAaHMUS,
OpraHu3alyy,
MOTHBAIINHY,
KOOpJIMHALUYU U
KOHTPOJIA AESITETbHOCTH
opranuzanuii cepsl
TypHU3Ma U X
N0JIpa3AeIeHUH
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KOZ[ 1 HAMMCHOBAHHC

[Ipoueaypsl oLieHUBaHUS

Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNCTBa)
. [Nokazarenu oreHUBaHUS .
dbopmupyemoit TOCTIDKEHHS TEKYIIHH
N (pe3ynpTaThl 00yUYeHN) TIPOMEKYTOUHAS
KOMIICTCHITUU (hopmupyemoii KOHTPOJIb
aTTecTalus
KOMIIETECHIINT YCIIeBaEMOCTH
BJIa/IETh HABBIKAMH MPaKTHYECKHE | TMPAKTUIECKUE
UCTIOTh30BAHHS 3a/laHus; 3aJIaHus
OCHOBHBIX METO/IOB U Mpe3eHTaNuUs
MIPUEMOB
TUTAaHUPOBAHUA,
OpraHH3aIlvH,
MOTHBAIIUH,
KOOPAMHALIUHU U
KOHTPOJIA JCSITETLHOCTH
opranm3aruii cepbl
TypU3Ma U UX
noJpa3/ieIeHuM
3auer

2. Metoguyeckue MaTepHaJibl, ONpeae/siioliue Npoue ypbl OeHUBAHUSA

2.1. MeToanyeckne MaTepHaJibl, ONpeaesiioIne NpoueAypbl OlleHUBAHNS B

paMKax TeKYIIero KOHTPOJIsl yCreBaeMoCTH

[Tponienypa orieHUBaHMS TPOUCXOANUT C UCIIOJIB30BAHUEM METO/Ia TECTUPOBAHUS, OIICHKH
MpPaKTUYECKUX 3a/JaHHM, YPOBHS MOATOTOBKU CTYAEHTA MPU OTBETE HA BOMPOCHI IMPHU YCTHOM

orpoce.

MeToan4yeckoe onucaHue MOAroTOBKY U MPOBeIeHUs TECTUPOBAHMS
He menee, ueM 3a Henento 40 TECTUPOBAHUS, IPETIOAABATENb ONpeAessieT 00yqaomuMes
MCXOJIHbIE JTAHHBIE JJIS MOJATOTOBKH K TECTUPOBAHMIO: Pa3/eibl (TEMbI, BOIIPOCHI), IO KOTOPHIM
OyIyT 3aJaHusl B TECTOBOU (hopme, IUTepaTypy U UCTOUHUKH (C TOUHBIM YKa3aHHEM pa3[elioB,
TEM, CTaTel) AJisl MOATOTOBKH.
TecTbl BBIMOMHSIOTCS BO BpEMS ay JUTOPHBIX 3aHATUH (MIPAKTUYECKUX).
KonuyecTBO BOMpOCOB B TECTOBOM 33JJaHUU OMPEEISAETCS IPENO1aBATEIEM.

Ha BrmonmaeHne tectoB orBoauTces 0,5-1 akagmeMudecKnii yac.

NuauBuayaapHOE TECTOBOE 3a/laHUE BBIIACTCS 00yJaronieMycsi Ha 0yMa>KHOM HOCHUTEJIE.
Takxe TecTUpOBaHHE MOMKET NPOBOAUTHCA C HUCIOJIB30BAaHHEM KOMIBIOTEPHBIX CPEICTB U
pPOrpaMM B CHEIHATEHO 000PYIOBAaHHBIX TOMEIICHHUSX.

[Ipyu mpox0oXKIeHUHN TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMHU JICKIMI, yueOHHUKaMU He

paspeleHo.

[Ipumepsl TECTOBBIX 3aJaHWl, a TAKXKE KPUTEPUU W IIKAJIa OLUECHKUA MPUBEACHBI B I1.3.
DoHJ1a OLIEHOYHBIX CPEJICTB.
Meroanuyeckoe onucaHue NOArOTOBKH U MPOBEJIeHUs YCTHOIO OMpoca

YcTHBIE  ONPOCHI

(JIEKIIMOHHBIX WIIM TPAKTHYECKHUX ).
OCHOBHBIE BOMPOCHl [JI1 YCTHOTO OMNpOca JAOBOMASTCS N0 CBEICHHUS CTYJICHTOB Ha

MPEABbIIYILIEM 3aHITHH.

KonnuecTBo BOIpocoB omnpeaenseTcs npenoiaBaTeieM.
Bpewms nposenenus omnpoca ot 10 muHyT 10 1 akazeMudeckoro yaca.
YcTHBIE OMPOCHI HEOOXOAMMO CTPOUTH TaK, YTOOBI BOBJIEYh B TEMY OOCYKICHHS

MAaKCHUMAaJIbHOC KOJIMYCCTBO 06yqa}0mnx051 B rIpynrme,

MPOBOAATCS IMpernojaBaTelieM BO BpeMsl ayAUTOPHBIX 3aHATUN

IIPOBOJUTH MapaJlleId C yXKe

MPOUICHHBIM y4Y€OHBIM MaTEpPHAJIOM JTAaHHOW AUCIUIUIMHBI U CMEKHBIMH KypcaMH, HaXOJUTh
yJAayHble TMPUMEPHl U3 COBPEMEHHOW JCHCTBUTENHHOCTH, YTO yBeNHUMBaeT 3((HEeKTHBHOCTH
YCBOCHHSI MaTepralia Ha aCCOLMAIIUSIX.
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[lepedyerr BOMPOCOB [JIsi TIPOBEACHHS YCTHBIX OMPOCOB, a TAKXKE KPUTEPUU M IIKaIa

OIICHKHU MpHUBEIeHbI B 11.3. DOH/1a OLEHOYHBIX CPEJICTB.
MeToanuyeckoe onucanue MOAroTOBKY U MPOBeIeHHUsI MPAKTHYECKUX 3a1aHUI

[IpenogaBaTens 3apaHee MOATOTABIMBAECT BECh HH(POPMAIIMOHHBIA KOMIUIEKC, TOTOBUT
OJlaHKW ¢ 3aJaHusMH. Bpems perieHust 3agaHus yka3aHo B camoM Omanke. CTyAeHTBHI
CaMOCTOSITENILHO U3y4YaloT U MPOopadaThIBAIOT TEOPETHUSCKUI U CITPABOYHBINA MaTepHal Mo TeMe.
3amaHus Ha YCMOTPEHHE TMpEernoAaBaTesi MOTYT OBITh MPEIOKEHBI JJIs PEIICHUs Kak
UH/IMBUYaIbHO, TaK U MOATPYIIIE CTYACHTOB (10 3 YeIOBEK).

Conepkanue 3aJjaHul, a TaKke KPUTEPUU M IIKaJIa OUEHKU mpuBeneHbl B 1m.3. donnma
OIICHOYHBIX CPE/CTB.

2.2. MeToanueckne MaTepHaJibl, ONpeaesIloIne NpoueAypbl OlleHUBAHUS B paMKax
MPOMEKYTOYHOM aTTeCTAMH

[IpomexyTouHas aTTecTanus - 3a4eT

[TpomerkyTouHas arTecTanus IpOBOJUTCA B GOpMe 3aUeTa.

3aueT BBICTABIISETCS 110 Pe3yJIbTaTaM TEKYLIEr0 KOHTPOJIS yCIIEBAEMOCTH.

[To ounoit QopMe o00ydeHus 3aueT BBICTABISAECTCA IOCJIE IOCIEIHETO 3aHATHS
CEMHHApPCKOI0 TUIA B TPUMECTPE.

[To 3aouHoif (¢opme 00ydeHUs 3a4eT BBICTABJIAETCS B CIEIHAIBHO OTBEJCHHOE
pacnucanueM ceccud BpeMda. [lpm 3TOM BO BpeMs 3adera IPENoJaBaTeNlb IPOBEPSET
BBIIIOJIHEHHBIE CTYACHTAaMM 3a/laHus, a TakKe 3aJaeT JOIOJHUTENIbHbIE M YTOUYHSIOIINE
Bompockl. Ha arrectanmio kaxxaoro cryieHta orBoauthes 0,3 akamemuueckux yaca (okoio 14
MUHYT).

3. TunoBble KOHTPOJIbHbIC 32JAHUS

TunoBble 3aaHus A5 TEKYIIEro KOHTPOJIisA YCIIEBaAaeMOCTH

3.1. IlepeyeHb TUMOBBIX MPUMEPHBIX MPAKTHYECKHUX 3aaHUI

BapwuanT 1

3ananme 1.

B mae 2018 r. 66110 cozpano OO0 «Duankay. PykoBoACTBOM OBLIIO IPEITIOKEHO CO3/1aTh
B cTpykrype OOO KaHLEISIpHUIO U BBECTU €€ B COCTaB aJAMHHHMCTPATUBHO-XO3SHICTBEHHOI'O
otaena. [Ipotus 3TOrO penieHrs BeICTyNuIa 3aBeaytoias kanmemsipuein Opnosa A.Jl.

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

3ananme 2.

B aBrycte 2018 1. 6but0 co3gano AO «ABuarop». Cimyx6a JIOY B Hem Oblia Ha3zBaHa
OOIINM OTJIETIOM.

Kakumu noxkymeHTamMu JOJKHA OBITH pErjaMeHTHpOBaHa JEATEIbHOCTh CO3JaHHOTO
otnaena? Kak oHM cOCTaBIsIOTCS?

3aganue 3.

Kakoil JOKYMEHT SIBJISIETCSI OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUISIIOIINM CUCTEMY
JIOVY B xoHKpeTHOHM opranu3anuu ¢ ydyetom ee crenuduku? Kak oH cocraBisieTcs, oOperaer
IOPUANYECKYIO CUITY?

3aganue 4.

C kakoll menbio cosmaercs Talenb yHHUUUpPOBaHHBIX (opM moxkymeHnToB? Kakas
METOMKa pa3pabOTKu Tabesst NCIoab3yeTcs?

3ananme 5.

Kak pazpaborate anp00M yHUDHUIMPOBAHHBIX (GOPM JOKYMEHTOB, CO3/1aBaCMbIX B
opranuzaiuu? Kakosa 11e51b €ro co3aanusi?

Bapuant 2
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3ananue 1.AxnmonepHoe obmectBo «CTpena», pacronokeHHoe B ropone Kocrpoma
(ropunnueckuii anpec: yi. JlecHas, 22, ten. 46-01-34, daxc (043) 46-01-37), umeer dunman
«Crpena-ExarepunOypr» B ropoae ExarepunOypr (1o anpecy: yn. Bok3ansHas, 34, ten. 23-34-
56, dakc (032) 23-34-55). CnpoektupyiiTe O1aHK MUChMAa ISl TOJIOBHOTO OQuca aKIIMOHEPHOTO
obmectBa u ero rmana B ropojae ExarepunOypr.

3aganue 2. AximonepHoe obmectBo «Boctok» (114311, Mocksa, yin. HabGepexnas, 1. 16,
koprm. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, WMHH/KIIII
0000000000/000000000) siBnsieTcst KpyMHOM opranu3anuei. Ero opranusanvoHHas CTpyKTypa
BKJIFOYAET TPH JenapTameHTa (B COCTaBe KaKIOTO 00pa30BaHO OT YETHIPEX JI0 MIECTH OTICIIOB).
JlupekTop Kaxaoro aemapramenta sBisercs wieHoM CoBera aupekTopoB OOmiectBa U B
npenenax CBOEW KOMIETEHIIMM HMEET MpaBO MOJNUCH JOKYMEHTOB, HMCXOIALIUX U3 €ro
nonpasjeneHus. B HacTosiiee BpeMs BCTal BOMPOC O MOATOTOBKE M BHEIPEHHH B MPAKTUKY
pabotsl, kpome Omanka AO «BocTtok», emie U OJaHKOB JEMapTaMEHTOB ATOTO aKIIMOHEPHOTO
o01iecTBa.

Cnpoektupyiite oOmuii OJIaHK OpraHu3auM, OOmMi OjJaHk W OJaHK I THUChMa
Henapramenta mnepeBo3zok AO «Bocrok», OnmaHk mnuchbMma Jupekropa JlemaprameHnra
npousBoAcTBa AO «BocTok».

3ananue 3. Buie-npe3uaeHT akiIMOHEPHOTro KomMMepueckoro 6anka «Cupuyc» (321674, r.
C, yn. FOxmnas, 13/2, Ten. 435-65-89, dakc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BbIcKa3an HaYaIbHUKY KaHIEISAPUU TOXKETaHHEe HMETh OJIaHK C
yKa3aHHUEM CBOEH JT0JDKHOCTU, MOTUBUPYS €r0 TeM 00CTOSITENICTBOM, YTO OH BEJAET OOUIMPHYIO
HEPENHCKY.

[IpaBomMouHO i MOXKenaHue Buile-mpe3uienTa? Kak qomKeH BhITISAeTh TaKoH OJTaHK?

3ananmue 4. Vcnons3ys popmyisap oOpasel, CIPOSKTUPYITE:

a) OmaHkK muchMa (C TPOJMOJBHBIM PACIOJIOKEHUEM PEKBHU3UTOB), €CIU HCIOIB3YIOTCS
cnenytomue pexksusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

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

B) OylaHK 3asBJIeHUs (C YTJIOBBIM DPACIOJIOKCHHUEM PEKBHU3UTOB) Ha WUMsS T€HEPATbHOTO
nupexkropa OAO «Axcon» Kocunuesa A.B. o mpemocraBieHMHM MaTepHaIbHOW MOMOIIU B
pazmepe 10 MPOT B cBsI3H € TSKENBIM CEMEWHBIM MOJIOKEHHUEM.

3ananme S. B uncnekunn denepanbHOil HAJIOTOBOM CiykObl 110 JIGHUHCKOMY paifoHy T.
CraBporions BO3HHKJIA HEOOXOAMMOCTh B pa3palboTKe OJaHKa paclopsiKeHUs IS OTAeNa I10
pabote ¢ HanororiarenabiukamMu. CIpOeKTHPYHTE Takoil OMaHK (C YIIIOBBIM PACIONIOKEHHUEM
PEKBU3HUTOB), €CJIU B ITAHHOM CJIy4ae UCIOJIB3YIOTCs cieayroniue pexkBu3uthl: 01, 05, 06, 09, 13,
10, 11, 17.

Kputepuu u mKajia oueHKHU pelieHusl NPAKTHYEeCKOro 3aJaHus

Ouenka Kpurtepun

OtanvHo Omauuyno  CTaBUTCS, €CIU COAEpKaHHE pabOThI/OTBETa MOJIHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydaromuiics, NEMOHCTPUPYET BCECTOPOHHEE,
CUCTeMaTH4YeCcKoe M TiyOOKoe 3HaHUE Yy4yeOHOro Marepuaia, yMEHHE
CBOOOIHO BBITIOJIHATH MpaKkTU4YecKoe 3amaHue. [1odHO ocBemaeT 3aJaHHYIO
TeMy, €€ aKTyaJlbHOCTh U HOBH3HY. MarTepuan H3J10XKeH B OMNpeesIeHHOM
JIOTUYECKOU MOCIIEI0BATEIHLHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAaHUEM COBPEMEHHBIX HAay4YHbIX TepMHHOB. OOyuarommiics
MPOJEMOHCTPHUPOBAN B TIOJTHOM 00beMe HEeO0OXOIWMbIC 3HAHUS U YMEHUS,
YMEHHME TMOJIb30BAThCS HOPMATUBHOM, CHPAaBOYHOW W  CHEHHATBHOMN
JUTEPATypOil; 000OCHOBAHHOCTh PE3YJIbTATOB U BHIBOJIOB, OPUTHHAIBLHOCTH
UJIeH; CIOCOOHOCTh MPEACTABIATH PE3yIbTaThl UCCIEIOBAHNS B TBOPUECKOM
dopme; 000CHOBaHME BO3MOXKHOCTH TMPAKTHUYECKOTO HCIOJIb30BAHUS
MOJIy4YEeHHBIX AaHHBIX. [IpogeMoHCTpUpOBaH JTUYHBIN BKJIAJ 00y4aromerocs
B paboty. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJICHHBIM

20



TpeOOBaHUSIM.

Xopoio Xopowo  cTaBUTCS, €CIM COAep)KaHWEe pabOTh/OTBETAa  JTOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYET 3ajaHuio. OOydaroumuiics JIeMOHCTPUPYET
3HaHWe Y4YeOHOrOo Marepuana, yYMEHHE YCIICIIHO BBITIOJIHUTH 3aJlaHue,
YCBOCHHE OCHOBHOW JHTEpaTyphl, PEKOMEHIIOBAaHHOW B TpOTrpamme.
Marepuann H370KEH B ONPEIACICHHOW JIOTMYECKOW MOCIEI0BATEIbHOCTH,
IPU 3TOM JOMYIIEHBI JBE-TPU HECYIIECTBEHHBIC OIMMUOKU (MM OTOBOPKH),
UCTIpaBJIICHHBIE TI0 TPeOOBaHWIO TpernonaBarens. HaydHas TepMHHOIOTHS
UCTIONB3YETCSl JOCTAaTOYHO, OTpakK€HAa HOBU3HA TOJTYYCHHBIX JTAHHBIX,
BBIBOZBI JIOCTATOYHO OOOCHOBaHBL. J[OCTaTOYHO MPOACMOHCTPHPOBAH
JUYHBIA BKJIaJ oOydaromierocs B padboty. OdopmieHne paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Ynosaersop | [Ipu  yoosremseopumenvnom  oTBeTe  couepkaHue  pabOTHI/OTBETa
UTEJBHO HEIOCTaTOYHO TIOJHOCTHIO COOTBETCTBYET 3aJaHHI0. 3aJaHHE BBHITOJHEHO
gactuyHo. OOyuarommiicss JIEeMOHCTPUPYET HEIO0CTAaTOYHOE OCBELICHHE
3aJJaHHOM TEMBI, JOMYIIEHBI TIOTPEIIHOCTA U HETOYHOCTH, JAOMYCKAET OJHY
CYIIECTBEHHYIO OIIUOKY, HO 00JaaeT HEOOXOAUMBIMH 3HAHUSMHU TSI UX
yCTpaHEHUs TOJ PYKOBOJCTBOM TpernojaBareins. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl HEIOCTAaTOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMYHBIN BKIAA
obOyuaromierocss B paboty HemoctatroueH. OdopmieHue paboTel He
MOJIHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

HeynoBaerB | [Ipu neyoosremeopumenvhom OTBETE€ COJACpKaHUE paOOTHI/OTBETa HE
OPUTEJBHO | COOTBETCTBYET 3aaHuI0. B paboTe mpoAeMOHCTpPUPOBAH HU3KHIL YPOBEHBb
3HaHW W yMEHWH, HAOMIOAIOTCS 3HAYHMTENBbHBIE HETOYHOCTH B
UCIIOJIb30BAaHNY HAYYHOW TEPMUHOJIOTHUH, HET BBIBOJOB, OTPAHHUYEH O0BEM
COJIepKaHUsl BBIMTOJHEHHOTO 3anmaHus. OgopmiieHre paboThl HE OTBEYAeT
YCTaHOBJICHHBIM TPEOOBAHHMSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. Ilenu v 3amaun CEpPBUCHOM NESITENBHOCTH OPTaHU3aIlHH.

2. OcCHOBHEBIE MCTOJAblI U TMPUCMbI IUIAHUPOBAHHWA, OpraHrU3alliv, MOTUBALIUU, KOOPpAWHAIIUU U
KOHTPOJIS ACATSIIBHOCTH OpPTaHu3aIiiii chephl CEPBUCA M UX TOJIPA3ICIICHHIM.

3. HoxymenTanmonHoe obecniedenue ynpasienus (JIOVY).

4. 3nauenue nqokymeHTa B Typusme. Mecto IOV B gesTenbHOCTH MEHEIKEPOB.

5. YpoBHU yIpaBiieHUST W TPOIECCHl OpPraHu3aliyd. YPOBHM VYIPABICHHS B Mallol
opranm3any (PyKOBOISIIWKA ¥ ONEPATUBHBIN), B CPEAHUX U KPYMHBIX (PYKOBOISIIHIA,
CTpaTeTUYECKHUM, TAKTHIECKUN U OTIEPATUBHBIN ).

6. JlokyMeHTHpOBaHHbIE MH(pOpPMALKsS U YHPABICHYECKHE PEUICHHUS COOTBETCTBYIOIIUX
YPOBHEH.

7. JIOKYMEHTBI, MCHOJIb3yE€Mble PYKOBOJUTENSIMU WU HCIOJHUTEISIMU TPU BBINOJIHEHUU
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPraHU3AIMOHHO- PACIOPAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIIHUE HOPMATUBHbIE, BHYyTPEHHUE HOPMATUBHBIE U TEXHUYECKHE).

8. 3akonomarensHOe perymmpoBanue [0V (penepanbHbie 3aK0HBI).

9. HopmaTuBHO-IpaBOBOE ¥ HOPMAaTHUBHO-METOAWYECKOE€  peryinupoBanue IOV
(HalMOHANbHBIE CTaHAAPTHI, TOCYAAapPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO o0ecredeHus
ynpasinenus u ee nenu, 'OCT P 51141-98 «/lenonpous3BoacTBO M apXUBHOE A€i0. TepMuHBI 1
onpexaenenust, [OCT 6.30-03 «YHauduimpoBaHHbIe CHCTEMbI JOKYMEHTAIUN», O01mepoccuiicKuii
KJIaccH(pUKaTOp yNpaBIeHUECKOI JOKyMEHTALUH, TOCYy1apCTBEHHbIe HHCTPYKIMHU 110 JIOY).

10. OcHoBHbIE HYHKIIMH YIIPABICHUS CEPBUCHOM NESITEIBHOCTHIO.
11. [onsaTue xnaccupuKau JOKYMEHTOB.
12. Knaccudukanust TOKyMEHTOB TO0 crocoOy JTOKYMEHTHpPOBaHMs, 10 cdepe

UCIIOJIb30BaHUs, 110 MECTY COCTABJICHUS, 110 TPUQY OrpaHUdeHus goctyna (rpudsl JOKYMEHTOB),
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[0 MPOUCXOXKACHUIO, TIO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3JIOKEHHUS, MO CpOKaMm
XpaHEeHHUS.

13. IlonsiTHEe SIEKTPOHHOTO JOKyMeHTa. TpeOoBaHHS K DJIGKTPOHHOMY JOKYMEHTY.
[IpenmyniecTBa U HEJOCTATKU ANEKTPOHHOI'O JOKYMEHTA.

14. DneKTpOHHBIM JOKYMEHTOOOOPOT M €ro peryJMpoBaHWE HOPMATHUBHBIMH aKTaMH.
Obecneuenne XpaHeHHS HIEKTPOHHBIX TOKYMEHTOB.

15. YuuduuupoBaHHble CHUCTEMbl TOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3aluOHHO-
pacropsaIuTeNbHON JOKYMEHTAlMU; OaHKOBCKOM JOKyMEHTaUWH; (PUHAHCOBOW, YYEeTHOW H
OTYETHON OYXTaJITEPCKOW JOKYMEHTAIIMU OIOJIKETHBIX OpTaHU3aIlui; OTYETHO-CTATUCTUUECKON
JOKYMEHTAIlUW; YYETHOU U OTYETHOM JNOKYMEHTAlMU MPEANPUSITUN; TOKYMEHTALUH 110 TPYAY;
nokymeHnTanuu [lencuonnoro ¢ponga PO).

16. Heo0xoauMoCTh €AMHBIX NpaBuil OQopMIIeHHS TOKyMeHTOB. (CocTaB pEKBHU3UTOB
noKyMeHTOB. [IpaBuna opopmiieHust peKBU3UTOB.

17. IloHsATHE FOPUAUYECKOTO 3HA4YeHUs AOKyMeHTa. Opuauuecku 3HaYMMbIE PEKBU3MTHI
nokymeHTa. IOpuandeckoe 3HaueHUE 3JEKTPOHHOTO JOKYMEHTA.

18. IloHsATHE s3bIKA CIY’)KEOHBIX JOKYMEHTOB. (COOCHHOCTH S3bIKa  CIYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTbH; YyO€AMTENIbHOCTH, HEHUTPaIbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHUE YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOPOTOB;
HCIIOJIb30BaHNE OOIICTIPUHATHIX COKPAITICHH ).

19. Ionsatue Onanka nOoKyMeHTa. Buzapl OnaHkoB. PexBu3uThel OnaHkoB. BapuaHTs
PacCIOIOKEHUS PEKBU3UTOB.

20. OcHOBHBIE TpYIIBl OPraHU3ALMOHHO-PACIOPAIUTENBHBIX IOKYMEHTOB. DopmyIsip-
o0pazell OpraHu3alMOHHO-PACTIOPSIIUTENHHOTO JJOKYMEHTA.

21. OcHoBHbI€ BUbI ycTaBOB. [IpaBuiia coctaBiaeHusl.

22. llonsatue koHTpakTta. TpeOoBaHWs K KOHTPAaKTy. OCHOBHBIC BHUABI TOJOXKCHHA H
npaBuja COCTaBJICHUSI.

23. OcHOBHbIE BUJIbl MHCTPYKIHI U MPaBUIa COCTABICHUSI.

24. TlonsATHE MOJKHOCTHOM MHCTPYKLMH U MPABUJIA COCTABIICHUS.

25. lTlonstue npuka3za. [IpaBuia cocraBieHusl.

26. Ilonsarue pacnopsokeHus. IlpaBuna cocraBieHus.

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

28. TlonsaTus nokiIagHON U cyx)eOHOit 3anmucok. [IpaBuia cocraBieHus..

29. Knaccudukanus aenoBbix mucem. Kommepueckue u aenoBble mrucbMma. OOBIYHBIC U
HUPKYJISPHBIC TUCHMA.

30. JlemoBoe MUCHMO B yCIOBUSIX YHU(DUKAIIMN. PEKBU3UTHI IETOBOTO MHUCHMA.

31. Bapuantsl agpecoBaHus nuceM. S3bIKOBOM CTaHAAPT A3BIKOBOI'O MUChMA.

32. CTaHIapTHBIA aCMEeKT KOMIIO3WILIMM JIEJIOBBIX MHUCEM. PeueBOil ATHUKET JeI0BOTO
nucbma. Gopmyiel oOpanienus. MexayHapoIHbIe MHChMA.

33. VYcraBHble JOKYMEHTHI. ByXranTtepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKyMEHTBI
BHYTPEHHETO PaCIOpsIKa.

34. JIoKyMEHTBI, pErJIaMEHTHUPYIOIIME OTHOIIEHUS C IIOCTaBIIMKAMH, C AareHTaMu,
napTHEpPaMH, TypUCTaMHU.

35. OO6mas xapakTepucTrka noropopa. TpeOoBaHUS K COCTABICHUIO IOTOBOPOB.

36. JloroBopHbIE OTHOLIEHUS MEXAY TYypOIEpaTOPOM U TyparcHTOM.

37. JloroBOopHBIE OTHOIICHHUS MEXAYy TYPUCTCKMM MpPEANPUSATHEM U MOTPeOUTEIIMU
TYPUCTCKUX YCIYT.

38. JloroBopHbIE OTHOUIEHUS MEXIY TYpONEpaTOPOM M TMOCTaBIIUKAMH TYPUCTCKHUX
YCIIYT.

39. JloroBOopHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEpPAaTOPAMH.

40. JIoKyMeHTBI 10 OpraHU3aluy TYPUCTCKOTO My TEIIECTBUS.

41. 3asBKa Ha OPraHU3AIMIO TYPUCTCKOM MOE3IKH.

42. 3asBieHue Ha Typ. AHKETa TypuCTa.
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43. 3asBKa HA OpOHUPOBAHUE TYPUCTCKUX yCIyT. TypuCTCKas myTeBKa.

44. ]JloroBOp O TYpUCTCKOM OOCITY>KUBAHHH U MPABUJIA €TO COCTABJICHUSI.

45. AreHTCKOE cOrJaleHue.

46. KOHTpaKT 0 COTpYIHHYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM apTHEPOM.

Kpurtepun u mkajia oiieHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kpurepun
OT1aunyHo Omauuno CTaBUTCS, €CIIA 00YUYAIOUTUIICS JEMOHCTPHUPYET TIy00KOe, TTOTHOE
pacKpbITHE BOMPOCOB. BpIIBUraeMble UM IMOJIOKEHHUS] apryMEHTHPOBAHbI U
WUTIOCTPUPOBAHbl IIpUMEpaMH. B ocBelieHuu cojaepKaHus BoIpoca
UCIIONIb3YETCSl AHAIUTUYECKHUH TMOAXO0J, OOOCHOBBIBAETCS CBOSI TOYKa
3pCHUA; ACIAKTCA COACPIKATCIIbHBIC BbIBOJBI. MaTepHan HU3JI0KEH B
OTpeieNIEHHOM JTIOTHYEeCKON MOCIeI0BATEIbHOCTH, JINTEPATYPHBIM SI3BIKOM, C

HCIIOJIB30BaHNUC COBpeMeHHBIX Hay‘IHI:IX TepMI/IHOB; OTBCT
CaMOCTOSITEIILHEIN.
Xopomo Xopowo ctaBUTCS, e€clu OOyYarOIIUWCS JIEMOHCTPUPYET JOCTATOYHO

MOJIHBIM M MPaBWIbHBIMA OTBET; BBIIIBUTAEMble TEOPETUUYECKUE IMOJIOKECHUS
MOJITBEPKICHBI IPUMEPAMU; B OTBETE MPEACTABICHBI PA3TUYHBIE TIOXOBI K
paccmaTtpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHs; CIETaHbl KPATKUE BBIBOIBL;
MaTepuai U3JI0KEH B OMPEEICHHOMN JOrM4ecKOl MOCIe0BaTeNbHOCTH, IPH
TOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHbIC OIIMOKK (WM OTOBOPKH),
MCIPAaBJIEHHBIE 1O TPEOOBAHUIO MTPENoaBaTes.

YnosaerBop | [lpu yoosremeopumenvHom OTBETE OOYYAIOINIUKCA OMYCKAeT OJHY
UTEeJIbHO CYLIECTBEHHYIO OHIMOKY; OTBET HEIOCTATOYHO JIOTUYECKH BBICTPOEH;
0a30Bble TMOHATHS  YNOTPEOJEHbI MPaBHIBHO, HO OOHapy>KUBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPHH; BBIABUTAEMbIE IOJOKEHUS HEJOCTaTOYHO
apryMEHTUPOBAaHBI W HE TMOATBEPXKACHBI MPUMEpPaMH; OTBET HOCHT
IPEUMYIIECTBEHHO OIUCATeNbHbI, a HE KOHIIENTYalbHbII XapakTep;
HAy4YHasi TEPMUHOJIOTHS UCIIOJIb3YETCSl HEIOCTATOYHO.

Heynosuaers | Ilpu neyoosremsopumensnom otBere OOydalOIUMNCA JOMYCKAaeT Pl
OPUTEJBbHO | CYIICCTBEHHBIX OIIMOOK, KOTOPHIE OH HE MOXKET UCIPABUTH IIPU HABOSIIINX
BOMpOCax TMpernojaBaressi; HE MOXET JaTh HaydyHoe O0O0OOCHOBaHHE
pOoOJIEMBI; BBIBOJBI OTCYTCTBYIOT WIIM HOCST MOBEPXHOCTHBIN XapakTep;
npeobiiaaet ObITOBas JEKCUKA; HAOIIOAAI0TCS 3HAUUTEIbHbIE HETOUHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.3. IlepeyeHb NpUMEpPHOH TeMaTHKH pedepaToB

1 Vaudukanus u craHgapTh3alus JAOKYMEHTOB: YHU(DHUIIMPOBAHHBIE CHUCTEMBI
JIOKyMEHTaIU!

2 ObmepoccuiickueknaccupruKaTopbl:00EePOCCUCKUIKIIACCH (DUKATOPYITPABICHIECKOM
nokymenTanuu (OKY J1)

3  VHuduuupoBaHHBIE CHUCTEMbl JOKYMEHTAllMU: YyHU(QHUIMpPOBaHHAs  CcHCTEMa
OpraHM3alMOHHO-pacnopsaauTensHoi nokymenrauuu (Y COP/I)

4  YauuuupoBaHHBIE CHUCTEMbl JOKYMEHTAllMU: YHHU(PHUIMpPOBAHHAs  CHCTEMaA
nokymenrtanuu [lencuonnoro ¢ponna Poccuiickoit denepannn

5 Benenue aenonpou3BOACTBA MO OOpaIIeHUsIM Tpak/iaH B opranu3anusx [[eHCHoHHOTOo
donma

6 Benenue nemonpou3BOACTBA ¢ OOpalleHUsSIMH TPaXJAaH B YMPABICHHUSIX COIUATBLHOMN
3allUThl HACETICHUS

7 Opranuzanusi paboThl ¢ OOpallleHUsIMU Tpak/laH B OpraHax BHYTPEHHUX el
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8 DkcnepTusa HEHHOCTH JOKYMEHTOB U MOPSIOK YUeTa 0CO00 LIEHHBIX JOKYMEHTOB

9 Opranu3zanusi onepaTUBHOTO XPAaHEHHUs JOKYMEHTOB M MOJArOTOBKA Jiela K apXUBHOMY
XpaHEHUIO0

10 Opranu3anust paboThl C JOKYMEHTaMHU, UMEIOIIMMHU TPUQBI OTPAaHUYEHUS TOCTYTIA

11 IMopsimox paGoThl ¢ KOH(PUACHIMATBHBIMUA JJOKYMEHTAMHU U MaTepHaTIaMH

12 OcHOBHBIE XapaKTEPUCTUKHU JTOKYMEHTO000pOTa U MpaBHIIa €To yueTa

13 Tlopsinok ABMKEHUSI JOKYMEHTOB B OpraHU3aLMU

14 HopMaTHBHO-IIPaBOBBIE OCHOBBI JOKYMEHTALIMOHHOTO 00eCIeueH s yIpaBICHUs

15 Poabp 7OKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABICHUS B COBPEMEHHON OpraHU3aIiu

16 Homenkuatypa fein: nopsiiok pa3paboTku U opopMiIeHus

17 Cron6moBoe (npukazHoe) aenonpoun3poactso B X V—XVII Ba.

18 Ilenornpoun3BoacTBO B JIpeBHEPYCCKOM roCy1apcTBE

19 VcnonHuTenpHOE AEI0NPOU3BOICTBO

20 CucremMa KOJIJIEKCKOTO JEI0NPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpon3BojicTBa B XIX — Havane XX B

22 VYupaieHue 1 1e10nponu3BoacTBO B 1917—1941 rr.

23 Pa3Butue Poccuiickoil Tocy1JapCTBEHHOM CUCTEMBI IETOMPOU3BOICTBA

24 WcTopus ynpasieHus U aenonpon3Boactsa B 1945—1990 rr.

25 HWcropus pa3BuTHsI MUCbMEHHOCTH U JEJI0MPOU3BOICTBa B Poccun

Kpurepun oueHku padoThl CTYI€eHTOB NIPH BbINOJIHEHNH pedepaTa

Pedepar s10 omna u3 ¢dopm yctHOW arTecranuu. Pedepar — 310 camocTosITenbHAs
uccienoBarenbckas padoTa, B KOTOpOH aBTOpP pacKphIBaeT CyTh HCCIEAYEMOW MPOOJIEMBI;
MPUBOJIUT Pa3UYHBIE TOYKH 3PEHHS, a TaKKe COOCTBEHHBIC B3TJsAbl He Hee. ConepikaHue
pedepara AOKHO OBITH JIOTUYHBIM; H3JI0KEHUE MaTepHajia HOCUT MpPOoOJIEeMHO-TeMaTHUYeCKHi
xapaktep. Pedepar cTUMyITupyeT pacKpbhITHE HCCIEIOBATENLCKOrO MOTEHIMANA YYallerocs
(BBIITYCKHUKA), CIIOCOOHOCTh K TBOPYECKOMY IIOHCKY, COTPYAHHUYECTBY, CAMOPACKPBITUIO U
IIPOSIBIICHUIO BO3MOKHOCTEM.

ABTOp pedepaTta  OOMKEH  NPOAEMOHCTPUPOBATH  JOCTHIKEHHME MM  ypOBHS
MHUPOBO33PEHYECKOM, OOIIEKYIBTYPHOH KOMIIETCHIIUU, T.€. MPOJEMOHCTPHPOBATH 3HAHUS O
peaIbHOM MHpE, O CYIIECTBYIOUIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpodiemMax, O BEIyLIUX
MHUPOBO33PEHUYECKUX TEOPHUSAX, YMEHHUH MPOSBISATH OLIEHOYHBIC 3HAHUS, U3y4aTh TEOPETHUCCKUE
paboThl, KCIOJIb30BATh PA3IUYHBIE METOJbl HCCIENOBAaHUS, NMPUMEHATH pa3jNyYHble MPUEMBI
TBOPYECKOM NEATEIBHOCTH.

1. HeoOxomumo mpaBmiibHO CHOPMYIUPOBATH TEMY, OTOOpaTh MO HEW HEOOXOIMMBIHA
MaTepHual.

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

3. Bo BBeaeHnu k pedepary He0OX0AMMO 000CHOBATH BHIOOP TEMBI.

4. ITocne muTaThl HEOOXOIUMO JIeJaTh CCHUIKY Ha aBTOpa, Hampumep [NermpousBeaeHHs 110
CIIUCKY, CTP.].

5. HW3noxeHue MODKHO OBITh  TOCIIENOBATENbHBIM. HemomycTumbl  HEYETKHE
(bopMyHpOBKH, peueBbie 1 opdorpaduueckre OmuoKH.

6. B mnoaroroBke pecdepara HEOOXOAMMO HCIOIB30BAaTh MaTepHallbl COBPEMEHHBIX
W3JaHUI HE CTaple S JIeT.

7. Odopmienue pedepara (B TOM UYUCIE TUTYJIBHBIA JIUCT, JUTEpATypa) JAOHKHO OBITH
TPaMOTHBIM.

8. Cnucok nutepatypbl opopmIIIeTcs ¢ yKa3aHHEM aBTOpa, Ha3BaHUs MCTOYHHKA, MECTa
U3JIaHUsl, TO/Ia U3JIaHUs, Ha3BAaHUS U3aTeNIbCTBA, HCIIOIH30BAaHHBIX CTPAHMUII.

Pedepar momkeH OBITH BBIMOJTHEH NEYATHBIM CIIOCOOOM Ha OJHOW CTOpOHE Oymaru
¢dopmara A4 depe3 monTopa uHTepBaia. L{Ber mpudra nomkeH ObITh YepHbIM, mpUdT Times
NewRoman, 14 nt.

24



TekcT crnenyer nevararb, coOMOAas CIEAYIOLUIUE pa3Mephl MOJei: BepxHee U HUKHEe —
20 MM, neBoe — 30 MM, mpaBoe — 15 MM. AG3amHBIN OTCTYN JOJDKEH OBITh OJMHAKOBBIM TIO
BCEMY TEKCTY U COCTaBJIATH 1,25 cMm.

BripaBHUBaHUE TEKCTA O MIUPHUHE.

Paspenraercs ncnosb30BaTh KOMIBIOTEPHBIE BOZMOKHOCTH aKIIEHTUPOBAHUS BHUMAHUS Ha
OTIpeICNIEHHBIX TEPMUHAX, (GOopMylax, MPUMEHsSI BBIICICHHUE >XUPHBIM MIPU(TOM, KYpPCHB,
MOTYepKUBaHHUE.

Bce crpanuiisr 00s3aTeIbHO TODKHBI OBITH MPOHYMEPOBaHbl. HyMeparius JiCTOB T0JDKHA
OBITh CKBO3HOW. Hymeparusi JHCTOB HauMHAETCS C TPEThero Jjucra (Mociie CoAepKaHus) U
3aKaH4YMBAETCA MOciaenHUM. Homep cTpaHuUIsl Ha TUTYJIHLHOM JIUCTE HE mpocTaBisercs. Homepa
CTpaHUL IPOCTABIISIIOTCS B LICHTPE HMXKHEHN Y4acTH JincTa 6€3 TOUKH.

CnHcoK UCIOJIb30BAHHOM JIMTEPATY Pl U MIPHUIIOKEHUS BKIIOYAIOTCS B OOIIYI0 HYMEpaIHio
JIUCTOB.

Odopmiienne auTepaTypsl:

Kaxxaplit MCTOYHUK AOTKEH COAEpKaTh CleAyIoIne 00a3aTeNbHbIe PEKBU3UTHI:

- (hamuMsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHUE;

- U3aTEILCTRO;

- MECTO U3/IaHUS;

- TOJT U3JIaHUSI.

Kpurepuu onenku pedepatosn:

- AKTyaJabHOCTb TEMBI

- CoOTBETCTBUE COEPKAHUS TEME

- 'myOuna npopaboTku maTepuana

- [IpaBuIbHOCTH M MOJHOTA UCTIOIB30BAHUS UCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHON:

1. mpUCYTCTBHUE BCEX BBINICTIEPEUNCICHHBIX TPEOOBAHUI;

2. 3HaHMWE Yy4YallUMCA H3JI0KEHHOro B pedepare marepualia, yMEHHE TIpaMOTHO U
apryMEHTUPOBAHO U3JIOKUTH CYTh IPOOJIEMBI,

3. MPUCYTCTBUE JTUIHOU 3aMHTEPECOBAHHOCTH B PACKPHIBAEMOM TeMe, COOCTBEHHYIO TOUKY
3peHusl, apTYMEHTHI U KOMMEHTApUH, BBIBOJIBL;

4. ymenue cBOOOmHO OecenoBaTh IO JOOOMY IYHKTY TUIaHa, OTBEYaTh Ha BOMPOCHI,
MOCTaBJICHHBIC WICHAMHU KOMHCCHH, TI0 TeMe pedepara;

5. yMeHue aHanu3UpoBaTh (HAKTUUECKUH MaTrepual U CTAaTUCTHUYECKHE JaHHBIE,
UCIIONIb30BaHHBIC MTPH HaNMCaHUU pedepara;

6. Halu4yhe KauyeCTBEHHO BBIMOJHEHHOIO MPE3eHTAlMOHHOTO MaTepuaia Wi (u)
pa3gaTroyHoro, He IyONMPYIOUIETO OCHOBHOW TEKCT 3al[UTHOTO CJIOBA, a SBISIOMIETOCS €ro
WUTIOCTPATUBHBIM (DOHOM.

«XOPOIIION»:

1. Mmenkue 3amedanus mo opopmieHuto pedepara;

2. He3HAYUTENbHBIE TPYTHOCTHU IO OJTHOMY U3 MEPEUMCIICHHBIX BHIIIEC TPEOOBAHUI.

«YIOBJIETBOPUTEIHHO»:

1. Tema pedepara packpbiTa HETOCTATOYHO TOJTHO;

2. HEMOJIHBIN CIIUCOK JINTEPATYPhl 1 HCTOYHUKOB;

3. 3aTpyqHEHHS B U3JI0KCHUH, apTyMEHTHUPOBAHUU.

«HEYAOBIETBOPUTEILHON:

TeMa He pacKphITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3aJaHUH

B tecte HeoOXoauMo BRIOpaTh IPABUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MJIH YKa3aTh
IIOCJICA0BATCIIbHOCTD OG’LCKTOB.
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1. JlokyMeHT — 3TO:

1. 3adukcupoBaHHas HA MATEPUAILHOM HOCUTENE HH(OPMALIUS C PEKBU3UTAMH,
MO3BOJIIOIIMMU €€ UIEHTU(UIINPOBATS.

2. Hocurens nHbOpMaIum, UCIOIb3yeMOH B EISX PETYIHPOBAHUS COIUATBHBIX OTHOIICHHH.
3. Uudopmanus, 3admkcrupoBaHHast TIOOBIM CITOCOOOM Ha JIFOOOM HOCHTEJE.

2. o IMHHMK JOKYMEHTA — 3TO0:

1. TlepBbIit MM €MUHCTBEHHBIN SK3EMIUISP TOKYMEHTA.

2. DK3eMIUISIp TI0KYMEHTa, C KOTOPOTO CHSATA KOIHUS.

3. IOpuanyeckasi cujia J0KyMeHTa — 3TO:

1. OcobennocTy BHEHET0 0OPMIICHHS TOKYMEHTA.

2. CBUAETENBCTBO HAIMYHS B JOKYMEHTE MOJIOKEHHIT HOPMAaTUBHOT'O XapaKTepa.

3. CriocoOHOCTh JOKYMEHTA TOPOKAATh ONPE/IEIICHHBIE TPAaBOBBIC TTOCTIEICTBHSI.

4. Umeet i1 OPUIAUYECKYIO CHJIY JOKYMEHT, NOJYYEeHHbIH M0 (PpaKCUMMIbHOMI CBSI3H?
1. Jla.

2. [la, mo cornamieHuto CTOpOH HHPOPMAITMOHHOTO OOMEHa.

3. Her.

5. Kakoii u3 nepeync/ieHHbIX PEKBU3UTOB He OTHOCHUTCS K PEKBU3MTAM y10CTOBepeHus1?
1. 'pud yrBepxaeHus.

2. Ileuars.

3. OT™MeTKa O 3aBEpEHUH KOIHUH.

4. Bu3sa cornacoBaHusl.

5. Iloanwuce.

6. B kakoii moc/jie10BaTeJIbHOCTH J0JKHBI ObITH PACII0JI0KEHbI HAUMEHOBAHUA B 0JIaHKe
nucbMa GuiIuaia opraHu3annu?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

2. (OAO «Cubuedtby).

3. @uwiman B ropoae XaHTbl-MaHcHIICKe.

4. «Hedrsanas xkomnanus “CubHedTh ).

7. Kakue peKBU3UTHI BKJIKYAKTCA B 0JIAHK MUCbMa?

1. Mecto cocTaBiieHHs WK U3AaHUS JOKYMEHTA.

2. 3arojoBOK K TEKCTY.

3. HaumeHnoBaHue opranu3aiuu.

4. ToBapHbIi 3HAK (3HAK OOCITYKUBAHMS).

5. HanmeHnoBanue Buja JOKYMEHTA.

6. Anpecar.

7. CripaBOUYHBIEC JaHHBIE 00 OPTaHU3AIIHH.

8. Ha xakoM 3k3eMILIsipe /1€JI0BOT0 NI CbMA, MOATOTOBJIEHHOM /IJIsl OTIIPABKHU aJpecaTy Mo
Nno4re, NPOCTABJISKTCH BU3bI?

1. Ha noayinHHUKE, OTIPABIISIEMOM aJipecary.

2. Ha xonuu, noMeniaeMoi B AeJI0 OpraHu3alnH.

9. Kakoii pekBu3uT 0)OpMJIEH HEMMPABUJILHO?

1. HaumeHnoBanue opranu3ainmn-aBTopa.

2. CipaBOYHBIE JaHHBIE 00 OPraHU3aIIUH.

3. laTa 1OKyMeEHTA.

4. PeructpaiimOHHBIN HOMEP TOKYMEHTA.

5. 3aros0BOK K TEKCTY.

HexoMmMepueckoe NapTHEPCTBO
«'"MJIbAUA NIPOPECCUOHAJIBHBIX PUDJITEPOB»
HcnonautensHOMY JUPEKTOPY
Poccuiicko-
LIBEULIAPCKOTO
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3aropognoe 1., 5, Mocksa, 118365 COBMECTHOTO
NpeANPUSITHUS
Temn. (495) 245-18-01; dakc (495) 245-30-00

«RussianTrust&TradelLtd.»

OI'PH 1127776500001
WHH/KIIIT 0112220000/011777000 r-ny [".Il. CugopoBy
Bomoxomamckoe
1., 10,
Mockaa,
215080

10. Kakoii BapuaHT 0(pOpMJIEHHS CIIPABOYHBIX JAHHBIX 00 OPraHM3alUM U KO/I0B B
0JIaHKe OPraHM3alUHU SIBJIseTCH NPABHJIbHBIM

1. OO0111eCTBO ¢ OTpaHUYECHHOMN 2. OO6mIecTBO ¢ OTpaHUYEHHOMN
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mocksa, yi. @epcMmana, 1. 5/1 VYn. @epemana, n. 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 no/KeH caenaTh pA0OTHUK OPraHU3ANMH, BUSHPYIOIIMH TOKYMEHT, €CJIM OH He
COIJIACeH C ero cojaep:kaHuem?

1. OTka3aTbCcsl OT BUSUPOBAHUSI TOKYMEHTA.

2. 3aBU3MPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHHUE.

12. Kakoii BApMAHT 3aroJiOBKa K NUCbMY Bbl CUMTaeTe MPABUJIbLHbIM?

1. O noroBope MoOCTaBKH.

2. O HeBBINIOTHEHUH A0oToBOpa mocTaBku oT 12.08.2005 Ne 45/67.

3. O HEBBINIOJIIHEHUH 10TOBOPA.

13. Kak no/xHa ObITH 0)OpMIIeHA 0NN CH, €CJIM 3aMeCTUTE b PYKOBOIUTEJIA
OpPraHM3aliy MMeeT MPAaBo MOANNCHIBATH JOKYMEHTHI BMECTO PYKOBOJAUTE/ISI B CJIy4ae ero
BPEMEHHOI0 OTCYTCTBUSI?

1. 'enepanbHbIil TUPEKTOP [Hoanuce JLN. Cagukos
2. 3aM. reHepalIbHOTO AUPEKTOPA [Toanuce O.I1. PemuzoB
3. N.o0. renepanibHOTO IUpPEKTOpA [Hoamuce O.I1. Pemu3zos

14. Kak no/kHa ObITH 0popMIIeHA NOANNCH B MUCbMeE, €CJIM KOMMePYeCKUil TMPeKTop
¢upmbl (H.U. CTapkoB) HAXOAUTCH B OTIIYCKeE, 2 HCIIOJIHEHHE ero 0013aHHOCTell MPUKA30M
BO3JIO3KEHO HA 3aMecTUTe/Is1 KomMepueckoro nupexropa (E.JI. Tabakosa)?

1. KomMmepueckuii TUpeKTop [Tonnuce E.JI. TabakoB
2. 3aM. KOMMEPYECKOT0 JUPEKTOpa [Honnuce E.JI. TabakoB
3. N.0. KOMMEpPYECKOT0 AUPEKTOPA [Tonnuce E.JI. TabakoB
15. HyxHo Jin 3aBepATh NeYaTh) OPraHU3aluM NPUKA3bl PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo0 3aBepsieTcs Me4aTbio?
1. 'apaHTHIIHOE THCHMO.
2. KoMmMmepueckoe mpeioKeHue.
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3. [Tucemo-mipocroa.
17. Kakoii BapuaHT 0(pOpMJIeHHSA Pe30JIONNH PYKOBOIUTES SABJISCTCH NPABUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowty noocomosumu 3aKar0ueHue IIpowty paccmompeme.
k18.04.2007. Iloonucws pykosooumens
Iloonucv pykosooumers 10.04.2007
10.04.2007

18. Kakoii BapuanT 0popMJIeHUSI OTMETKH 0 HAJMYHUM NPHIIOKEHHUS B
CONPOBOAUTEIBLHOM NHCbMeE SIBJISACTCH NPABUIbHBIM?
1. ITpunokeHue: ynoMsiHyToe Ha 3 1. B 1 3K3.
2. [Tpunoxenue: o TekcTy Ha 3 1. B 1 3Kk3.
3. Ilpunosxxenue: Ha 3 1. B 1 3K3.
19. JloyskeH JiM UCIOJIHUTEIb, OATOTOBUBIINI TEKCT MUCHbMA, BUBMPOBATH JOKYMEHT?
1. Jla.
2. Her.
20. Kakune HOpMBbI NIPUMEHSIIOTCS VISl PAcYeTa YMCJICHHOCTH 1eJ10IPON3BOACTBEHHOI 0
nepconasa?
1. Hopmbl BeIpabOTKH.
2. HopMsI BpeMeHu.
3. HopMmbl ynipaBisieMOCTH.
4. Hopmbl 00CITy>)KUBaHHUSL.
21. Kaxkoii BapuaHT () OpMYJIHPOBKH MYHKTA PACNIOPSAAUTENbHON YaCTH NMPUKA3a SABJISIETCS
NpaBHIbHbIM?
1. 'maBHOMY OyXxTanTepy MOATOTOBUTH U MPEICTABUTH HAa YTBEPKIACHUE CMETY PacXo/10B Ha
KOMaHAUPOBKH
B 2007 r. B cpok 10 20.01.2007.
2. I'naBaomy Oyxrantepy murpueny I1.JI. moArOTOBUTH U MPEICTABUTH HAa YTBEPXKICHUE CMETY
pacxonoB Ha komaHaupoBKHU B 2007 r. B cpok 10 20.01.2007.
3. I'maBHOMy Oyxrantepy OOO «Arat» I1.JI. JIMuTpueBy NoAroTOBUTH U MPEACTABUTH HA
yTBepxkeHue B cpok 10 20.01.2007 cmeTy pacxo/10B Ha KOMaHIUPOBKH
B 2007 1.
4. Ilopyuuts rinaBaomy Oyxrantepy JAmutpueBy [1.JI. moAroTOBUTH M MpeaCTaBUTh HA
yTBepkaeHHe B cpok 110 20.01.2007 cmeTy pacxoa0B Ha KOMaHAUPOBKU
B 2007 .
22. JIOKyMeHT0000pOT — 3TO:
1. Ilepenava noKkymeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IIPOIIECCE €r0 pACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHM3allMd ¢ MOMEHTA UX CO3JaHMsl WU TIOJIYUYEHUS 10
3aBEPILICHUS UCTIOJHEHUS WU OTIIPABKHU.
3. JIBmKeHHEe KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, MIPUHATHUS M UCIIOTHEHUS
pElICHUH.
23. SBasiercs 4 3aAa4a cOBepIICHCTBOBaHUS (GOPM H MeTO0B PadoThl C JOKYMEHTaMHU
3apavei cayxon1 JOY?
1. Jla.
2. Her.
24. Kakoii JOKyMeHT OTHOCHTCSI K HEperuncTpupyemMbiM?
1. ITucemo-3ampoc.
2. Xano0Ga rpaxmaHuHa.
3. ConpoBOAUTEIBHOE MTUCHMO.
4. PexiaMHOE TUCHMO.
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25. Jo/keH jid pa0oTHHK c1y:k0b1 [{OY, ocymecTBISIIONIUIA KOHTPOJIb 32 UCIIOJTHEHHEM
JOKYMEHTOB, HAIOMMHATDH UCTIOJHUTEISAM O NPUOJTUKEHUU CPOKOB UCIIOJTHEHU S
HAXOASALIUXCH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MakcMMAJIbHBIN CPOK HCIIOJTHEHHS O0paleHuil rpakaan?
1. 15 nueit.
2. 30 nuei.
3. 45 nueit.
4. 60 nueit.
27. B KakuXx JHAX YCTAHABJIUBAKOTCH CPOKHM UCIOJHEHUSA TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B pabounx qHsX.
28. K10 MOsKeT nepeHecTH CPOK HUCIOJHEHHS NOPYYEHHs], TOJTY4eHHOr0 U3 BbIIIECTOSIeH
opranusauum?
1. PykoBoauTeNb OpraHu3aluy, UCIIOIHSIOIEH TOpyYEHUE.
2. PykoBOIUTEIb BBIIECTOSIIEH OpraHU3aINY.
3. Ciyx06a JIOY opranusanuu, UCTIOTHSIOMIECH TOPyYEHHE.
29. Kakoii u3 kjiaccugpukaTopoB MOKeT HCIOJIb30BATHCS NMPH PerucTPpanumn
NOCTYNAIINX JOKYMEHTOB?
1. Kimaccugukarop H10KHOCTHBIX JIUII.
2. Knaccugukatop BHIOB MPOAYKIINH.
3. Knaccudukarop eauHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO JI€TICHHUSL.
30. Kakoif JOKyMeHT cOCTaBJIsIeTCHA IPH HE00X0AMMOCTH 3a()MKCHPOBATH CJI0KMBIIYIOCS
CUTYALUIO UM O0HAPYKEeHHbIe (PaKThI?
1. ITpoToxou.
2. CnpaBka.
3. AKT.
31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHus PYKOBOANTE/eM OPraHu3anum?
1. [TonmokeHue o OyXranTepuu.
2. CnpaBka 0 3a10JKEHHOCTH MPEANPUSITHUSA.
3. IInceMo-3a1poc O MPeAOCTaBICHUH HHPOPMALIUH.
4. ITpoToko 3acelaHusi COBETa JUPEKTOPOB.
32. KakuM 00pa3oM B OPraHM3aluM PacpenesiioTcst 00s13aHHOCTH MKy PYKOBOACTBOM,
B TOM YHCJIe IPABO NOANUCHIBATH JOKYMEHThI?
1. YcranaBnuBaroTCs B COOTBETCTBUM C YCTHBIMH PACIIOPSDKEHUSIMU PYKOBOIUTETIS.
2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIUTENS.
3. YcraHaBIuBarOTCsA B MHCTPYKLUU IO JEJIOIPOU3BOICTBY.
33. Cko0JIbKO 3K3eMILIIPOB MPHUKAa3a NOANNCHIBACT PYKOBOAUTEIb?
1. Heckomnbko.
2. JIBa.
3. OnuH.
34. Ha xoro MOKeT ObITh BO3JI0’KEH KOHTPOJIb 3a UCTIOJIHEHUEM B MOCIEAHEM MYHKTE TIpHKa3a?
1. Ha pykoBoauTenst CTpyKTYpPHOTO ITOAPA3AEIIECHNUS.
2. Ha 3amecTutens pyKOBOJMUTENS] OpraHU3alluH.
35. Kakoe yTBep:k1eHue sIBJISIETCA NPABUIbHBIM?
1. B kaxx0ii opraHu3anuu 10JKHA OBITH CBOJHAS HOMEHKJIATYypa J1eJ U HOMEHKJIATyphbl A€
CTPYKTYPHBIX MOJPA3ACIICHUM.
2. B xaxoii opraHu3aiuu 10 KHA OBITh CBOJTHASI HOMEHKJIATYpa Je.
3. B kax 01 opraHu3aIuy T0JDKHBI OBITh TOJFKO HOMEHKIIATYPHI Je]T CTPYKTYPHBIX
Moapa3IeICHHM.
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36. Kakue npu3sHaku oTpa:keHbl B 3arojioBKe jaesa: «IIporokossl 3acenanuii Cosera
AHPEKTOPOB 001IecTBA»?
1. KoppecnoHAEHTCKUH.
2. HomMuHanbHbBIN.
3. ABTOpPCKHIA.
4. IIpenMETHO-BOIIPOCHBI.
37. Kakoii 3aroJioBOK /1eJia Bbl CUMTAaEeTe NPABUJIbHbBIM?
1. IoKkyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.
2. Pacyetsl, cMeThI, IJ1aHBI Pa0OT, EPENUCcKa U JPyTue JOKYMEHThI O CTPOUTEILCTBE TOPTOBOTO
LEHTpa.
3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTrOBOIO LIEHTPa (pacyeThl, CMETHI, IJIaHbl PadOT, EepenucKa
u ap.).
38. JomycTtumo jid (pOopMHPOBATH NMEPENUCKY B JeJia o npuHuuny: «Bxoasimas
KoppecnoHaeHuns», « Acxoasmasi koppecnoHaeHuus» ?
1. Jla.
2. Her.
39. Mo’HO 1M IOMeATh B OJAHO /1eJ10 IOKYMEHTbl BpEMEHHOT0 M MOCTOSIHHOT0 CPOKOB
XpaHeHus1?
1. Jla.
2. Her.
40. B xaxoe 1es10 noMemaeTcsi BHyTPEHHSSI ONUCH?
1. JImynoe neno.
2. [Tpuka3bl opraHu3aiyu Mo JUYHOMY COCTaBY.
3. [lepenucka ¢ opranaMu BJIACTH U YIIPaBICHUSI.
41. B kakoM roay Mo:KHO YHUYTOKHUTH TOKYMEHTbI, co3AaHHbIe B 2000 r. 1 umeronue
cpok xpanenus 10 jer?
1. B 2010 rony.
2.B 2011 rony.
3.B 2012 rony.
42. Ha xakom 3Tane 00padoTkH Jejia IPOBOAUTCH HyMepalus JIUCTOB?
1. ITpu oOpaboTke aena i mepeayr Ha apXUBHOE XpaHEHHE.
2. Ilo 3aBepiiieHUN JETOMPOU3BOICTBEHHOIO Ir0/1a.
3. Ilpu momenieHny UCTIOTHEHHBIX TOKYMEHTOB B JEJIO.
43. Kakue Tpu BH/IA ONHUCEH [1eJ1 COCTABJISIOTCH B OPraHU3alluM NPHU MOAr0TOBKE JAeJI AJIs
nepeaavyu HA apXMBHOE XpaHeHHe?
1. Onuce npunoKeHui K JOKyMEHTaM.
2. Onuch el MOCTOSHHOTO XPAHEHUS.
3. Onucek nen BpeMeHHoro 1o 10 net xpaneHus.
4. Onucek Aen no JMYHOMY COCTaBY.
5. Onucek nen BpeMeHHoro cBbliie 10 1eT XxpaHeHus.
6. Onuck zien, NoIeKaIIuX YHUYTOKEHHIO.
44. Ha xakoMm 3Tamne yTBepP:KAAKTCH AKTHI O BbI/IeJIEHNH JOKYMEHTOB ¢ HCTEKIIMMH
CPOKAMH XpaHEeHHMS K YHUUYTOKEHUI0?
1. To yTBEepkKI€HUS OIUCEN JEII.
2. ITocne yTBepKA€HUS ONUCEHN AEI.
3. OIHOBPEMEHHO C YTBEPKIACHUEM OMUCEH /eIl
45. K10 yTBepKIaeT HOMEHKJIATYPY AeJl OPraHu3aluu, ONUCH JTOKYMEHTOB U aKThI 0
BbI/ICJICHNH JOKYMEHTOB K YHHYTOKEHUI0?
1. DkcnepTHas KOMUCCHSI OpTaHU3alIH.
2. PykoBonuTeNnb OpraHu3aliii.
3. ApXuB, IPUHUMAIOIIUNA TOKYMEHTHI TAHHOW OpraHU3allii Ha XpaHEHUE.
Kpurtepun onieHKH T€CTOB:
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Tect - cuctema craHIapTU3MPOBAHHBIX 3aJaHM, MTO3BOJIAIONIAs IPOLEAYPY U3MEpPEHUs
YPOBHS 3HaHMM ¥ yMEHHH oOydwaromierocsi, SBIAIOTCA TMpocTeimeil ¢opma KOHTPOJI,
HalpaBJieHHAsi Ha TMPOBEPKY BIAJECHUS TEPMUHOJOTHYECKUM almapaToM, COBPEMEHHBIMU
WH(OPMAIIMOHHBIMU TEXHOJIOTHSIMU ¥ KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAIbHBIX U
NPUKIAIHBIX JAUCHUIUIMH. TecT COCTOMT M3 HEOONBIIOr0 KOJUYECTBAa AJIEMEHTAapHBIX 3a/1ad;
MOXET MPEAOCTABIATh BO3MOXXHOCTh BbIOOpa M3 MEPEYHs] OTBETOB; 3aHMMAET 4acTh Y4eOHOTO
3aasaTUs (10-30 MUHYT), MpaBWIbHBIC PEIICHHS Pa30MPAIOTCS HA TOM JK€ WJIU CIEAYIOIEM
3aHITHH; YaCTOTA TECTUPOBAHUSI OIIPEIENSIETCS IIPENnoaBaTesieM

IIxkana oueHok TecTa

Menee 50% - «HEyAOBIETBOPUTEIBHO»

51-60% — «y10BIETBOPUTEIBHO
61-80% — «xopor1o»
81-100% — «oTIMYHO»

Tunosble 3a1aHNs IS NPOMEKYTOYHOM aTTECTAINH

3.5. IlepeyeHb NpUMEPHBIX BONPOCOB /IJIsl YCTHOI'O ONPoOca

1. dokymeHnTtammonHnoe obecrneuenue ympasienus (J{OY).

2. 3naveHue qokyMmeHTa B Typusme. Mecro JIOY B nesTenbHOCTH MEHEIHKEPOB.

3. YpoBHU ympaBieHUs M TMPOLECCHl OpraHU3alMM. YPOBHM YIIpaBJICHUS B MaJol
opraHu3anuy (PyKOBOISIIMNA M ONEPATHUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOISIIMIA,
CTpaTEruuecKuii, TAKTUYECKUI U ONEPAaTUBHBIN).

4. JlokyMeHTUpOBaHHbIE MH(POpPMAIUS M YIPABIEHYECKHE PEIICHHUS] COOTBETCTBYIOIIMX
YPOBHEM.

5. JIOKyMEHTBI, MCHOJb3yEeMbIE PYKOBOJMUTEISIMH W HWCIOJHHUTENSIMH IPHU BBINOJIHEHUU
CBOHX TMPOIECCOB (IIPABOBBIC, OPTAaHH3AIMOHHO- PACIOPSIUTENbHBIE, TUIAHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHNUE HOPMATHUBHBIE U TEXHUUYECKHE).

6. 3akoHonarenbHOE perynupoBanue 10V (denepanbHbie 3aKOHBI).

7. HopMaTtuBHO-TIpaBOBOE ¥ HOPMATUBHO-METOAWYEeCKoe  peryiupoBanue IOV
(HaIMOHANBHBIE CTaHAAPTHI, TOCYAApPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO O0ecredeHus
ympasieHust u ee uenr, OCT P 51141-98 «/lenonpousBoactBo u apxuBHOE n€m0. TepMUHBI 1
onpenenenus, [OCT 6.30-03 «YHuduIupoBaHHbBIE CUCTEMBI JOKyMEHTAIUN», O0IEepOCCHicCKuii
KJIAaCCU(PUKATOP yNPaBICHYSCKON JOKYMEHTAIH, TOCYyIapCTBEHHBIC HHCTPYKIMH 110 JIOVY).

8. OcHOBHBIE ()YHKIIMH YIPABICHUS CEPBUCHOM JIEATEIHHOCTHIO.

9. Tlonstue knaccupuKauy J0KYMEHTOB.

10. Knaccudpukanuss JOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUs, 10 chepe
WCITOJIH30BaHUS, TI0 MECTY COCTaBJICHHS, TI0 TPUQy OrpaHUYCHHS AocTyna (Tpudbl JOKYyMEHTOR),
[0 TPOUCXOXKJIEHHUIO, O IOPUIMYECKOW 3HAUYMMOCTH, MO (OpMe H3II0KEHUs, MO CpOKaM
XpaHEHHUS.

11. TloHaTHe OSIEKTPOHHOTO [OKyMeHTa. TpeOoBaHUS K OSIEKTPOHHOMY JOKYMEHTY.
[IpeumyiecTBa 1 HEAOCTATKU 3JIEKTPOHHOTO JOKYMEHTA.

12. DneKTpoHHBII JOKYMEHTOOOOPOT M €ro peryJupoBaHHE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHEeHUs ANEKTPOHHBIX TOKYMEHTOB.

13. VaudunupoBaHHbIE CHUCTEMBI ITOKYMEHTAIIMM: TIOHATHE, BUIBI (OpraHU3alMOHHO-
pactopsiANTEIbHON JOKYMEHTAIIMU; OaHKOBCKOM JTOKyMEHTalluu;, (UHAHCOBOW, Y4YETHOH M
OTYETHOM OyXranTepcKoi JOKYMEHTAIlMU OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAllUN; YYETHOU U OTYETHOM JNOKYMEHTAUUU MPEANPUATUI; JOKYMEHTALUH 110 TPYLY;
nokymenTaiuu [leacuonnoro gonna PD).

14. HeobxogmmMoCTh €AMHBIX MpaBuil ohopmiieHHs HTOKyMeHTOB. (COCTaB pPEKBHU3HTOB
TOKyMeHTOB. [IpaBuna opopmiieHHs] peKBU3UTOB.

15. TloHsTHEe OPUIAMYECKOTO 3HAYEHUS! JOKyMeHTa. HOpuauyecku 3HaYMMble PEKBU3UTHI
nokyMmeHTa. FOpunndeckoe 3Ha4eHUE AINEKTPOHHOTO IOKYMEHTA.
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16. TlonstTre s3bIKa CIYyKEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTh M SICHOCTB; JIAKOHUYHOCTh; YyOEAMTENbHOCTH, HEHUTPAIbHOCTH TOHA
U3JI0KEHUS; MCIIOJIb30BaHHE  YCTOWYMBBIX  CIOBOCOYETAaHHWM — CTaHJAPTHBIX  00OpOTOB;
UCTIONIb30BaHUE OOIIECHPUHSITHIX COKPAILCHHH).

17. Tlonsitne OnaHka mokyMeHTa. Buaesl OnaHkoB. PexBu3uThl OsaHkoB. BapuaHThI
PacroJIOKEHUsI PEKBU3UTOB.

18. OcHOBHBIE TpyHMbl OPraHU3ALUOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTOB. DopMyJsip-
o0pa3el] OpraHu3allOHHO-PACTIOPSAUTEIBHOTO TOKYMEHTA.

19. OcHoBHbIe BUBI ycTaBOB. [IpaBuia cocTaBieHus.

20. Tlonsatue xoHtpakTa. TpeOoBaHus K KOHTpakTy. OCHOBHbBIE BUABI TOJOXKEHUN H
IpaBUJia COCTABICHHUS.

21. OcHOBHbIE BUJbI MHCTPYKIHI U IPAaBUJIA COCTABJICHUSI.

22. lloHsiTHE NOMKHOCTHOM MHCTPYKIIMU U MPaBUJIa COCTABJICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspbkeHus. [IpaBuiia cocraBieHus.

25. Ilonsatus pewenus U nporokosa. [IpaBuna cocraBieHus.

26. IlonsTHs MOKIaMHOM M CTy)KeOHOM 3anmucok. [IpaBuiia cocTaBieHHs.

27. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE U
HUPKYJISpHbIE THChMA.

28. JlenoBoe MUCHMO B yCIOBUSAX YHU(DUKAIMUA. PEKBU3UTHI AETOBOTO MHUCHMA.

29. BapuaHTsl aipecoBaHus MUCEM. S3bIKOBOM CTaHAAPT S3BIKOBOTO MUCHMA.

30. CraHmapTHBI acleKT KOMIO3UIMU JENOBbIX NuceM. PedeBoil ITHKET JAEIOBOTO
nrucbMa. @opmyel oOpamieHus. MexayHapoaHbIe THChMa.

31. VYcraBHble NOKYMEHTHI. byXxraiaTepckue M CTaTUCTUYECKUE AOKYMEHTHI. JIOKYMEHTBI
BHYTPEHHET0 PacropsIKa.

32. JIOKyMEHTBI, PErJIaMEHTUPYIOIIME OTHOIIECHUS C TOCTABIIMKAMU, C AareHTaMu,
napTHepamH, TypUCTaMHU.

33. OOmas xapakTepucTuKa 10roBopa. TpeboBaHMs K COCTABICHUIO JJIOTOBOPOB.

34. JloroBopHbIE OTHOLICHHS MEXIY TYPOIIEPATOPOM U TypareHTOM.

35. JloroBOpHBIE OTHOIICHHUS MEXKIY TYPUCTCKHM MPEANPUSATHEM W TOTPeOUTEISIMU
TYPUCTCKUX YCIYT.

36. JloroBOpHBIE OTHOIIEHMSI MEXAy TYpOIEpPaTOPOM M IOCTABIIMKAMHU TYPUCTCKUX
YCIIYT.

37. JloroBOpHbIE OTHOLIECHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.

38. JlokyMeHThI O OpraHu3allyl TYPUCTCKOTO My TEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUIO0 TYPUCTCKOM MOE3IKH.

40. 3asBneHue HaA Typ. AHKETA TYpHUCTA.

41. 3asgBka Ha OPOHHPOBAHUE TYPUCTCKUX yCIyr. TypHcTCKas MyTeBKa.

42. JloroBop O TYpHUCTCKOM OOCITY>KHBAHHUH M MPABHJIA €T0 COCTABICHUS.

43. AreHTCKOE COrJalieHue.

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

Kpurtepuu u mkaja oieHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kpurepun
OT1aunyHo Omauuno CTaBUTCS, €CIIA 00YUYAIOUIUIICS JEMOHCTPHUPYET TIyO0KOe, TTOTHOE
pacKpbITHE BOMPOCOB. BhiIBUraeMble MM IMOJIOKEHHUS apryMEHTHPOBAHbI U
WUTIOCTPUPOBAaHBl IpUMEpaMHu. B  ocBelieHuu cojaepKaHus BoIpoca
UCIIONIb3YETCSl AHAIUTUYECKUH TMOAXO0J, OOOCHOBBIBAETCS CBOSI TOYKa
3pCHUA; ACIAOTCA COACPIKATCIIbHBIC BBIBOJBI. MaTepHan HU3JI0KEH B
OTpeieNIEHHOM JTIOTHYEeCKON MOCIeI0BATEIbHOCTH, JINTEPATYPHBIM S3BIKOM, C
HUCITIOJIB30BaHUC COBPCMCHHBIX HAay4YHBbIX TCPMUHOB; OTBET
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CaMOCTOSATEJIbHBIM.

Xopomo Xopouto CTaBUTCS, €CIW OOyYAIOIIMICSA JEMOHCTPUPYET JTOCTATOYHO
MOJIHBI ¥ TIPABWIBHBIA OTBET; BBIIIBUTAEMbBIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJTBEPK/ICHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI PAa3IUYHbIE MOIXOAbI K
paccmaTtpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CIIElNaHbl KpaTKUE BBIBOIbL;
MaTepHual U3JI0KEH B ONPEIEICHHON JOTUYECKOHN MOCIe10BATENbHOCTH, IPU
9TOM JOMYIIEHBI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
WCIPABICHHBIC IO TPEOOBAHUIO MTPETOIaBaTEs.

YaosaerBop | [Ipu yoosremeopumenvnom oOTBeTe OOYYAIOMUKCA JOMYCKACT OAHY
HUTEJBHO CYIIECTBEHHYIO OIIMOKY; OTBET HEIOCTaTOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI TMpPaBUIBLHO, HO OOHAPYKHUBACTCS
HEJOCTATOK PACKPBITUSI TEOPUM; BBIABUTAEMBIC IOJIOKEHUSI HEIOCTATOUYHO
apryMEHTUPOBaHbl M HE TMOATBEPXKACHBI IpPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIUCATEeNbHBIN, a HE KOHIICNTYAIbHBI XapakTep;
Hay4yHasi TEPMUHOJIOTHS UCIIOJIb3YETCsl HEIOCTATOUHO.

HeynoBuers | [lpu neyodosremsopumenvnom oTBeTe OOYYAIOMIMNACSA JOMYCKAeT P
OPUTEJbHO | CYHIECTBEHHBIX OLUIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJISALINX
BONIpOCaxX TperNojaBarels; HE MOXKET JaTh HaydHOe OOOCHOBaHHE
po0JIeMbl; BBIBOJBI OTCYTCTBYIOT HJIM HOCSIT MOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasI TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOYHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.6. IlepeyeHb NPUMEPHBIX NMPAKTHYECKUX 3aJaHUM

3ananme 1

CocraButh popMy ydeTa MOCETUTEICH.

3ananue 2

CocraBUTh CXE€My OPTaHHM3AIMOHHOW M WH(OPMAIMOHHOW TMOAJEPKKH OTEPATHBHOMN
JEATETbHOCTH PYKOBOIUTES.

3aganue 3

[Ipoananu3upoBaTh HHCTPYKIHIO MO I€TONPOU3BOJICTBY HA IPEANPUITHUH.

3aganue 4

Hcnone3ys mpaBoByro 6a3y «KOHCYIbTaHT IUTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MIPABOBBIX 1 HOPMAaTUBHO-METOINYECKUX TOKYMEHTOB, pErilaMEHTUPYIOUINX JOKYMEHTHPOBAaHKE
YOpPaBIEHYECKONW JEATEILHOCTH, OPraHU3aliio paboThl ¢ OQPUIMAIBHBIMH JTOKYMEHTAMH H
apXMBHOE XpaHEHHe JOKyMEeHTOB. HopMmaTuBHBIE JOKYMEHTBHI pacHOJOXKUTE IO HX
IOpUINYECKOH CUIIE.

3aganue 5

[Mpoanamuzupyiite 'OCT P 7.0.97-2016. Cucrema crangapToB Mo HH(OpMAIH,
OMOIMOTEYHOMY U H3JaTeNbckoMy Aeny. OpraHu3aluoOHHO-PACIOPAIUTENIbHAS TOKYMEHTALINS.
TpeGoBanust kK 0pOpPMIIEHUIO JOKYMEHTOB, OTBETHTE Ha CIIETYIOIINE BOIIPOCHL:

1. KaxoBa o6macTs mpuMeHEHHUs JTaHHOTO TOCYJapCTBEHHOTO CTaHaapTa?

2. W3 kakux pa3zenoB COCTOMT JAAaHHBIM AJOKYMeHT? ONUIINTE KPaTKOe COAEpKaHUE
KaXJI0T0 paszzena.

3. JlaiiTe ompeneneHue MOHATUIO «PEKBU3UT». CKONBKO PEKBU3UTOB CYILIECTBYET Y
JOKyMeHTa (110 JTaHHOMY I'OCyJapCTBEHHOMY CTaHIapTy)?

4. Kakue TtpeOoBaHMS B COOTBETCTBUM C JaHHBIM HOPMATHUBHBIM JIOKYMEHTOM
JIOJKHBI IPEBSIBIATHCS K OlaHKaM JOKYMEHTOB?

S. Kaxue npunoxenus cogepxarcsi B JaHHOM JOKyMEHTe?

3aganue 6
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Oco0oe BHUMaHHE B JEJIONPOU3BOJCTBE yHEIseTCS XpaHEHWIO JOKyMeHToB. Hinke
NIEPEYUCIIEHBl OCHOBHBIE HOPMATUBHBIE AKThI, KOTOPBIE PETYJIHUPYIOT OPraHU3ALNI0 APXUBHOMN
paboThI ¢ JOKYMEHTaMH, ceslaiiTe MUCbMEHHBIN KpaTKuil 0030p JaHHBIX JOKYMEHTOB:

— 006 apxuBHOM zene B Poccuiickoii @enepanunu: Oenepanbublil 3akoH oT 22.10.2004 r.
Ne 125-@3 (pen. ot 28.12.2017 r.);

— OO0 yTBepKIEHWU TPaBUJI OpraHU3alMd XPAHCHHS, KOMIUIGKTOBAaHHUS, yd4eTra |
WCIIOJIB30BaHUs JOKYMEHTOB ApxuBHoro (¢ouna Poccuiickoit denepanuu u Apyrux apXuBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BJIAacTH, OpraHaXx MECTHOIO CaMOYIpPAaBJIEHUS U
opranuzanusx: npukas Munucrepcra KyabTypsl PO ot 31.03.2015 r. Ne 526;

— OO0 yTBep)KICHHM NEpEYHs THUIIOBBIX YIMPABICHYECKUX aPXUBHBIX JIOKYMEHTOB,
oOpa3yromuxcsi B Ipolecce AeSTeIbHOCTH T'OCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYIPaBJIEHUS M OpraHu3alMi, C YKa3aHHUEM CpPOKOB XpaHEHHs: INpuKa3 MuHuCTEpcTBa
KyJbTypbl P® 25.08.2010 r. No 558.

3ananme 7

Pemmmre cnenyronme 3agaun:

1. I'paxxnanka HecrepoBa yctpomnach Ha pabory B MHMHHCTEPCTBO OOIIEro u
npodecCuoHaIbHOTO 00pa3oBaHus CBEpAIOBCKOM 00JIACTH M TOJydYWjia TEPBOE 3aJaHUE OT
CBOETO HEMOCPECTBEHHOI0 HayallbHUKA: pa3paboTaTh HOMEHKIJIATYPY Jel As (OpMUPOBAHUS
JOKYMEHTaJdbHOro (OHIAa TOCyAapcTBEHHOro opraHa. KakuM JOKyMEHTOM  JOJDKHA
pyKoOBOJCTBOBaThCs TpaxkaaHka Hecreposa? Kakue mosoxeHus 3TOro AJOKyMEHTa OHa JOJKHA
y4ecTh IIPU BHITIOJTHEHUH 3a/1aHuA?

2. Axuunonepnoe obmectBo «llapyc» co3mano B 2003 r. Hosbril aupexrop, U. W.
MBaHOB, TPHUCTYNMUBIIMK K BBHINOJHEHHIO CBOMX o0s3aHHOCTeW B 2016 1., pacmopsamics
YHUUYTOXXKUTHh BCE JOKYMEHTBHI MPEIIECTBYIOLIET0 IMEpUOJa CYyIIECTBOBAHUS OpraHHU3alUU.
Hackonpko mpaBomepHO ero pacnopspkenune? Kakue TpeOoBaHWS HOPMATUBHBIX JIOKYMEHTOB
HapylIeHbl B pe3yjbTaTe paclopsDKEHHUs HOBoOro aupekrtopa? Kakas Mepa OTBETCTBEHHOCTH
MOXET OBITh IpemycMoTpeHa st aupextopa . Y. iBanosa?

3. 00O «MoTbuIeK» B X0/1€ TIPOBEPKH €T0 AESATEIBHOCTH HE MPEAOCTaBUIIO NIPUKA3
JUPEKTOpa O Ha3HAYEHHHU JIMIA, OTBETCTBEHHOI'O 32 apXWB. BBIACHUIIOCH, UTO JIMYHBIEC /€A U
IpUKa3bl [0 JIMYHOMY COCTaBy XpaHWJIUCh B HeEynopsjaoueHHoM Buzae. Kro Hecer
OTBETCTBEHHOCTbH 3a BBIABIIEHHBbIC HapyuleHus? Ha3oBuTe HOpMaTUBHBIN JOKYMEHT, B KOTOPOM
IIPEyCMOTPEHA OTBETCTBEHHOCTD 3 JAHHBIE HAPYILLIEHUS U BO3MOYKHBIE BApHUAHTHI HAKA3aHUM.

4. B xone mniaHoOBOM TPOBEpPKH TOCYAApCTBEHHOTO YHUTAPHOTO MPEANPUSTHS
BBISICHWJIOCH, YTO JIOKYMEHTHI 110 JIMYHOMY COCTaBY XPaHWINCH B IMOJ- BAJIbHOM IOMELICHHH,
KOTOpPBI 3aTOMWJIO HaKaHyHE MpHUe3a KOMHCCHM, JOKYMEHTHI NMPUIUIM B HErOJHOCTh: TEKCT
pa3MeIT, HHGopMaIus crana Heuntaemon. Kakue mpasuiia paboThl ¢ JOKYMEHTaMH TI0 JINYHOMY
coctaBy Obuin HapymeHbl? KTO HeceT OTBETCTBEHHOCTh 3a HENpPaBUIBHOE XpaHEHUE
nokymeHToB? Kakast Mepa Haka3aHusl MOXKET ObITh IpUMeHeHa?

3aganue 8
BrimonuuTe 3a1anus, B Cry4ae He0OX0IMMOCTH J0OABbTE HEJIOCTAIONIYI0 HH(DOPMAIIHIO:
1. Ucnonp3yss nonoxkenuss DeaepaibHOTO  KOHCTHUTYIIMOHHOTO  3akoHa  «O

locynapcrBernoMm rep6e Poccuiickoit @eaeparum» ot 21.12.2000 1. Ne 2-DK3, ykaxkute, Kakue
OpraHbl yIpaBJieHUsI UMEIOT MPaBO MCIOJIb30BaTh HAa OJJaHKaX CBOMX JIOKYMEHTOB M300paskeHuUs
l'ocynapctBennoro rep6a. Kakue Bapuantsl wu3o0Opaxenus ['ocynapcTBeHHoro repba
YCTaHOBJICHBI B 3aKOHE?

2. Ha snucte Oymaru gopmara A4 ykakuTe TOUHOE MECTOPACIIOIOKEHUE SMOJIEMbI
WIIM TOBAPHOTO 3HAKa OPraHU3alHN.
3. Hcnonb3ys «O6mepoccuiickuii Kiaccudukarop YIPaBJIEHYECKON

JTIOKYMEHTAITUN», OTIPEACIIUTE KOJI (DOPMBI CIEAYIOMINX JOKYMEHTOB:
— MPUKAa3 O CO3[JaHUU OpraHU3allIH;
— yCTaB;
- yUpeauTENbHBIN 10r0BOD;
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— MPUKa3 O pacHpeesieHuu 00s3aHHOCTEN MEXKIY PYKOBOACTBOM OpraHHU3aIUy;

— 3asBieHHE 00 YBOJIbHEHUH.

4. [IpaBunsHO odopmuTe pekBU3UTHI «HanmeHOBaHME oOpraHu3aluu — aBTOpPA
noKkyMeHTa», «HanmeHoBaHME CTPYKTYpHOTO TMOAPA3ACICHHUS — aBTOpa JOKYMEHTa»,
«HaumeHoBaHNE OJKHOCTH JIMIA — aBTOPA TOKYMEHTa», UCIOJb3Ysl CIEAYIOIINE TaHHbIE:

a) mupextop BHUMJIAJL, Pocapxus 6) 3amaupexrop, Oyxrantep OAO «Pomarmka»

B) qupekTop MHCTUTYTa SKOHOMUKH, Y PaTbCKUN MEeJarOTHISCKUNA YHUBEPCUTET

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

— OpraHu3aluy;

— CTPYKTYpPHOMY NOAPA3JEIECHNIO OPraHU3aluu;

— JIOJKHOCTHOMY JIMILy OPTaHHM3aLlnu;

— buznYeCKOMY JHILY.

6. CocraBbTe U IPaBUWILHO 0OpMUTE PEKBU3UT «I'prd yTBEpKIACHUS TOKYMEHTay.
JIOKyMEHT yTBEpPKIEH:

— JOJKHOCTHBIM JIULIOM:

- reHepanbHbIM aupekTopoM AO «Pomamka» C. A. BacuiIbKOBBIM;
- nupektopoM MAOY rumuazuu Ne 125 B. 1. KomapoBeim;
— U3JIaHUEM PaCIOPSAAUTENBHOTO T0KyMEHTA:
- npuka3om aupektopa [TAO «Coeptpect» ot 05.09.2018 1. Ne 37;
- npuKa3oM MHUHHCTEPCTBA HAYKH U BBICIIEro oOpa3oBaHus PD 0T
18.10.2018 r. Ne 145;
— pELIEHUEM KOJUIETMaJIbHOTO OpraHa:
— pelieHneM CoBeTa JUPEKTOPOB;
— pelIeHHEeM YYEHOTO COBeTa 00pa3oBaTeIbHOI OpraHu3aluy.

7. VYkaxuTe, dTO SBISETCS 3ar0JIOBKOM:

— JOJKHOCTHAs! MHCTPYKIUS 1€JIONPOU3BOIUTENS;

— ycTaB 00I1eCTBa ¢ OTPAaHUYEHHON OTBETCTBEHHOCTHIO « CTPOMMHBECTIIPOM;

— IpUKa3 o pueMe Ha padory;

— 3asBlieHUE 00 YBOJIbHEHHH;

— rpaduK OTITyCKOB;

— aKT 00 YHHUUYTOKEHUU JOKYMEHTOB C UCTEKIINM CPOKOM XPaHEHHUSI.

8. OdopmuTe HECKOIBKO BUIOB PEKBU3UTA «OTMETKA O TPUIIOKECHUN:

— MIPUJIOKEHUE HA3BAaHO B TEKCTE;

— IIPUJIO’KEHUE HE HAa3BaHO B TEKCTE;

— MIPUJIOKEHUHN B TOKYMEHTE HECKOJIBKO;

— MPUIIOKEHHE COPOIIIOPOBAHO;

— JOKYMEHT, SIBJISIIOIIMNCSA TPWIOKEHUEM, UMEET MPUIIOKEHUS C CAMOCTOSATENbHOMN
HyMEpPaLKEl CTPaHHULL;

— MPUIIOKEHUEM SIBIIIETCS 000COOIEHHBIN 3JIEKTPOHHBIN HOCUTENh (KOMIAKT-AHCK,
USB-uieni-HakonuTens).

9. OdopmuTe HECKOIBKO BUIOB TTOAIHUCEH:

— noanuchk aupekropa AO «Pomamkay Ha GupMEHHOM OJIaHKeE;

— noanuck aupekTopa AO «Pomarikay Ha 1oKymMeHTe, 0pOpMICHHOM HE Ha OJlaHKe

— NOJIKCH AUPEKTOpa U TaaBHOro Oyxranrepa AO «Pomarkay;

— MOJIMUCH 3aMEeCTUTENEH TUPEKTOpa IO OCHOBHOM JIeATENbHOCTH U (PUHAHCOBBIM

— BOIIpOCaM;

— noanucu nupekropa AO «Pomamka» u gupexkropa AO «Bacuneky;

— HNOJAINUCH JOKYMEHTa, COCTABJIEHHOIO KOMMCCHUEH 110 CHHCAHWIO0 MaTepUaIbHBIX
IIEHHOCTE;

— MOJIUCH HCIIOJIHSAIOLIETO 00s13aHHOCTH TeHepaabHOoro Aupekropa AO
«Pomarmikay.

Omnpexpenure, B 4eM 3aKJIIOYAIOTCS 0OLIME MTpaBUiIa PETUCTPALIMH JOKYMEHTOB.
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3aganue 9

Jlis Kakux JOKYMEHTOB YCTAHABIMBAIOTCA CPOKM wucmonHeHus? KTo ycraHaBimmuBaer
UHAUBUAYaIbHbIE CPOKU HcroyiHeHus1? C Kakoro MOMEHTa HCUHCISETCS] CPOK HCIIOJIIHEHUS U
KOHTPOJIb 32 HCIIOJIHEHHUEM JOKyMeHTOB? KakoB MOpPSIOK MPOJAJICHHS] CpPOKa HCIIOJHEHUS
JTIOKyMeHTa?

3ananue 10

Onpenenure BUAOBOM COCTaB KapOBOMl JOKYMEHTAIIUH.

3ananme 11

N3 «O6mepoccuiickoro kiaccuukaropa ympaBIeHUYECKOW TOKyMEHTAIIUW» (CHCTEMBI
nokymeHrtanuu kiaacca 0200000 m 0300000) BBIMMIIMTE AOKYMEHTBI, KOTOpBIE OTPAXKaIOT
JBUKEHHE MepCoHaja B OpraHu3allnu.

3ananue 12

Hcnone3ysa npaBoByio 6a3y «KOHCYIbTaHT IUTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MPABOBBIX JIOKYMEHTOB, CBSI3aHHBIX C ABM)KCHHEM IIEpCOHANla B OpraHm3anuu. J[OKyMeHTHI
PaCIOJIOKHUTE MO UX IOPUANYECKOM CHIIe.

3ananue 13

[To3nakomMbTeCh € YHUPHUIMPOBAHHBIMU (OpMaMHU TMPUKA30B MO JUYHOMY COCTaBy,
MITATHBIM pPAclUCaHueM, T'paUKOM OTITYCKOB, OMPEACTUTE OCOOCHHOCTH 3arlOJHEHHS ITHX
JIOKYMEHTOB.

3ananue 14

CocraBbpTe UTOTOBYIO CIIpaBKy 0 paccMoTpeHuu nuchMa (OO aBTopa, Bua oOpamieHus
YKaXHUTE CAMOCTOSITEIHHO).

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

3ananue 15

1. n00aBbTE HEAOCTAOIIYIO0 HH(POPMAIIHIO:

1.1. Ilucemo oOpa3oBaTeIbHOW OpPTraHU3ANMU O MPOBEICHWU KOHKypca Ha JYUIIYIO
HCCJIEIOBATENbCKYIO padoTy mo Teme «lcropus ponHoro kpas». Cpoku IpoBeAeHHsI KOHKypca —
¢ (deBpanst mo Mail TEKyIIero roja, MOJBEICHHWE WTOTOB M HArpakJaeHUe mobOeauTeneii — B
utoHe. B npunnoxxennn — [lonoxenne o KOHKypce.

1.2.  IIucemo-oTBeT U3AarenscTBy «COKpaT» OT M3aTENbCTBA KATPUYM» C COTJIaCHEM
O COTpPYJIHHYECTBE II0 Y4YaCTHUIO B BBICTAaBKE H3/1aBa€MOIl JUTepaTyphl, KoTopas Oyner
IPOXOJIUTH B OKTSAOpE TEKYILEro roja.

1.3. TIucemMoO-cOMpOBOXIEHHWE  3ampaliBaeMoil ~ HWH(POpPMAlMKM  BBIIMIECTOSIIEH
OpTaHM3AINH O ©KEMECSYHBIX JI0X0aX C MPOJIaKU TOBAPOB.

1.4.  TIucemo-3ampoc OO0 «Mup auBanoB» ot OO0 «Mebenb» ¢ MpockOoi BHICIATh
KOMMEpYECKOE MPEATI0KEHHE C MPaicoM II€H Ha TOBaphI.

3aganue 16

Kakue tpeOoBanus craenyer coOmonath npu ¢opmupoBanuun nen? [louemy He
pexkomenayeTcsi pOpMUPOBAHUE U XPAHEHUE €T Y UCTIOTHUTENS?

3ananue 17

Kak pacnonioxeHn 10KkyMeHT BHYTpH J€1?

3ananue 18

VYkaxute, B 4eM OTJIHYME OPUIIHATIEHO-EI0BOTO CTUIIS OT JPYTHX.

3ananue 19

[Tepeunciure yacTo BCTpeyaromuecs: abOpeBUaTyphbl CIOB.

Kputepuu u mKajia oueHKHU pelieHusl NPAaKTHYEeCKOro 3aJaHus
Ouenka Kpurtepun
OtaunvHo Omauuyno  CTaBUTCS, €CIU COAEpKaHHE pabOThI/OTBETa IMOJIHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydaromuiics, NTEMOHCTPUPYET BCECTOPOHHEE,
CUCTEeMaTU4YeCKoe M TiyOOKOoe 3HaHUE Yy4yeOHOro marepuaia, yMEHHE
CBOOOJHO BBINOJHSTH MpakTHUecKoe 3aaaHue. IlonHo ocBelaer 3aJaHHYIO
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TEMy, €€ aKTyaJIbHOCTb M HOBU3HY. Marepuan U3JI0KEH B OIpPEACIICHHON
JIOTUYECKOU IIOCJIEI0BATEIBHOCTH, JIUTEPATyPHBIM A3BIKOM, C
UCIIOJIb30BAaHUEM COBPEMEHHBIX HAay4HBIX TepMUHOB. OOyuarommiics
IIPOJEMOHCTPUPOBAI B IOJHOM 00beME HEOOXOOUMBbIE 3HAHWSI U YMEHUS;
YMEHUE I0Jb30BaTbCsi HOPMATUBHOM, CIIPaBOYHOM U  CIIELUAIBHOU
JUTEPATYypOi; 0OOCHOBAHHOCTh PE3YJIbTATOB U BHIBOJOB, OPUTMHAIBHOCTD
UJIeU; CIIOCOOHOCTD MPEACTABIATh PE3yJIbTaThl UCCIEAOBAHMS B TBOPUYECKON
dopme; 000OCHOBaHHME BO3MOKHOCTH IPAKTHYECKOI'O  HCIOJIb30BAHUSA
NOJYYeHHBIX JaHHBIX. [IpoeMoHCTpUpOBaH JIMYHBIN BKIIaJ 00ydarouierocs
B paboty. OdopmieHne pabOThl B II€JIOM OTBEYAIOT YCTAHOBJIECHHBIM
TpeOOBaHUSIM.

Xopomio Xopouwto  CTaBUTCS, €CIM COJAEpXaHWE pabOTHI/OTBETa JIOCTATOYHO
MOJTHOCTBIO  COOTBETCTBYeT 3amaHuio. OOydaromuiics JTEeMOHCTPHPYET
3HaHWE YYEOHOro Marepuana, yMEHHE YCICIIHO BBIMOJHUTH 3aJaHue,
YCBOEGHUE OCHOBHOM JUTEpaTyphl, PEKOMEHJOBAHHOW B MpOTrpaMMe.
Marepuas H370K€H B OMNPEIACICHHOW JIOTMYECKOW MOCIEI0BATEIIbHOCTH,
IPH TOM JOMYIIEHBI JBE-TPU HECYIIECTBEHHBIC OIMMUOKU (MM OTOBOPKH),
WCIIpaBJeHHbIE IO TpeOOBaHWIO TpemnojaBareiss. HaydHas TepMuHOIOTHS
UCIIOJIB3YETCS  JIOCTATOYHO, OTPaK€HA HOBU3HA IMOJYYEHHBIX JaHHBIX,
BBIBOJBI JIOCTATOYHO OOOCHOBaHBL. J[OCTAaTOYHO MPOAECMOHCTPUPOBAH
JUYHBIA BKJIaJ oOydaromierocs B padboty. OdopmieHne paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Ynosaersop | [Ipu  yoosremseopumenvnom  oTBeTe  couepkaHue  pabOTHI/OTBETa
UTEJBHO HEIOCTaTOYHO TIOJHOCTHIO COOTBETCTBYET 3aJaHHIO. 3aJaHHE BBITOJHEHO
gactuyHo. OOydJaromuiics AEMOHCTPUPYET HEIOCTATOYHOE OCBEIICHUE
3aJJaHHOM TEMBI, JOMYIIEHBI TIOTPENIHOCTA U HETOYHOCTH, JAOMYCKAET OIHY
CYIIECTBEHHYIO OIMUOKY, HO 00JIaaeT HEOOXOAWMBIMHM 3HAHUSMHU JUISI MX
yCTpaHEHUs TOJ PYKOBOJCTBOM Tipernojasareins. Haydnas TepMUHOIOTHS
UCIIONIB3YETCSl HEIOCTAaTOYHO, BHIBOJBI HE OOOCHOBaHBL. JIMYHBIN BKIAA
obOyuaromerocss B paboty HemoctatoueH. OdopmieHue paboTel He
MOJIHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosuers | Ilpu neydoeremsopumenvrom oTBeTe coaep:xkaHue pabOThI/OTBETa HeE
OpHMTEJIbHO | COOTBETCTBYET 3aJaHuio. B paboTe NmpoJeMOHCTPUPOBAH HU3KUH YPOBEHb
3HAHUW W yMEHHWH, HaONIoJaloTCs 3HAUYUTEIbHBIE HETOYHOCTH B
UCTIOJIb30BaHUU HAYyYHOW TEPMHUHOJIOTHH, HET BBIBOJIOB, OTPAHUYECH 00bEM
coJlep’kaHusl BBIMOJIHEHHOro 3amaHus. OdopmiieHne paboThl HE OTBEYAeT
YCTaHOBJICHHBIM TPEOOBAHMSIM.

Kpurtepun n mkaJja oneHKH NPOMe;KYTOYHOMH ATTeCTAIllUM - 3a4eTa
OneHKka «3a4T€HO» CTAaBUTCS, €CIM CTYAEHT TMOJyYHJ OLECHKH «OTIMYHOM,
«XOPOIIO», «YyJOBJIECTBOPUTEIBHO» W/Min «3auTeHo» 3a 80% wu Oonee ceMHHApPOB U
MPaKTHYECKUX padoT.
OneHka  «HE  3a4T€HO»  CTAaBUTCS,  €CIM  CTYOEHT  IOJYyYWJ  OLIEHKHU
«HEYJIOBJIETBOPUTEIBHO» H/WIIN «3a4TeHO» 3a MeHee 4eM 80% CeMHHAapOB M IMPAaKTUYECKUX
pabor.
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