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cepBHca.

1. HEJIX OCBOEHUSA JUCHUIIJINHBI

[lenbto ocBOeHHS y4eOHOW AMCIUIUIMHBI «JlOKYMEHTAIMOHHOE O0ECIICYCHHUE YIPABICHHS
Ha MPEANPHUATUAX TYpU3May» SBIAIOTCA (POPMUPOBAHHE Y CTYACHTOB CUCTEMBI 3HAHUIN M YMEHHUI
paboThl C JOKyMEHTaMH, HEOOXOMUMBIX i 3(G(EKTUBHOTO YNPaBICHUS MPEANPUITHEM

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OOII
Hucnunmuna b.1.627 «/lokyMeHTanimoHHOE Oo0ecriedeHue yrpaBieHUs Ha MPEIIPUSTUIX
TypHU3Ma» BXOAMT B 00s3aTeNbHYI0 YacTh biiok 1 Jucuurumn (Moayneit)
[lepeueHr mnpeauIECTBYIOMIMX W HOCHEIYIOIIMX Y4YeOHBIX AUCLMIUIMH, I KOTOPBIX
HEO0OXOIMMBbI 3HAHUSI, YMEHUSI U HABBIKH, HOPMUPYEMbIE JAaHHOH y4eOHOM AMCIUTUTHHOMN:

[IpeamiecTByromnye TUCUUILIAHBI (KYpCHI,
MOJyJIU, IPAKTHKH)

[Mocnenyromue TUCIUILTHHBI (KYPCHI,
MOJyJIH, IPAKTHKH)

Puck-MeHeKMEHT U aHTUKPU3HUCHOE
yIlpaBiieHUE B cdepe Typu3ma

Opranuzanys 1 IUIaHUPOBAHUE AESITEIBHOCTH
IPEANPUATHN TypU3Ma

3. INTAHUPYEMBIE PE3YJIbTATBI ObYYEHUA 110 JUCHUIIJIMHE

Kon n nammeHoBaHue
KOMIIETEHIINU

Kon n maaukaTop (MHAMKATOPHI)
JIOCTUKCHUS KOMIICTCHITUU

Pe3ynbratel 00ydeHus

OIIK-2. Criocobex
OCYILECTBIISITH OCHOBHBIC
(GyHKIMN yIpaBIeHUS
TYpPUCTCKOH
JeATeITbHOCTHIO

OIIK-2.1. OmpenenseT 1eu U 3a1a91
NESATSILHOCTH TYPUCTCKOTO
MPEIPUITHS

3HATh LEIN U 3a0a9H
JEATEIBLHOCTU TYPUCTCKOTO
TIPS ATPUATHS

YMETh OIPEAeATh LeJU U
3aJ1a4uM JAesITETbHOCTH
TYPUCTCKOTO MPEANPHUITHS

BJIaJETh HaBBIKAMU
OTIpEIICIICHIS TSI 1 3a7a9
JEATEIBHOCTU TYPUCTCKOTO
MPETPUSITUS

OIIK-2.2. Ucmonb3yeT OCHOBHBIC
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS,
OpraHH3aIliY, MOTUBAIIUH, KOOPAHHAIIUU
W KOHTPOJIS ISATEILHOCTH OpraHu3anui
cdepsl Typu3Ma U UX MopasielieHAN

3HATh OCHOBHBIE METO/IbI U
HPHEMBI [UIAHUPOBAHUS,
OpraHu3aliy, MOTHBAIHH,
KOOP/AMHAIIMU U KOHTPOJIS
JESATENEHOCTH OpraHu3alHil
cdepsl Typu3Ma u uxX
nojApasaeaeHui

YMETh UCIIOJIb30BaTh OCHOBHBIC
METOBI U TIPHEMBI
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAHN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIIBHOCTH
OpraHu3anuil cepsl Typu3Ma u
WX TOJpa3JeIeHU

BJIaICTh HAaBBIKaMU
HCIIOJIb30BaHNA OCHOBHBIX
MCTOJOB U IPUCMOB




[JIAHUPOBAHUS, OpPTaHU3ALINH,
MOTHBAIINU, KOOPIWHAIINH U
KOHTPOJIS AESTEIbHOCTH
OpraHu3anuii cepbl Typu3Ma u
UX TIOApa3IeIeHUN

4. OFBEM JUCHUILIMHBI U BUJIbI YYUEFHON PABOTHI

OOmuii 00beM AUCHMIIIMHBI COCTaBISAET 3 3adueTHhle eauHMIBI, 108 akameMHUUecKux

qaCoB.

Ounast popma o0ydeHus

Bun yaeOHO# paboTh Bcero TpumecTpsl
9acoB
010]0) 0]0]0)

4
KonTakTHasi padora (Bcero) 30,2 30,2
B TOM YHCIIE:
1) 3ansarus nexuonnoro tuma (JIK) 10 10
U3 HUX
— JICKIUU 10 10
2) 3anstusa ceMunapckoro tumna (I13) 20 20
U3 HUX
— cemuHapsl (C) 20 20
— npaktuueckue 3ausatus (I1P)
— maboparopHsie paboTsl (JIP)
3) rpynnoBbie KOHCYJIbTAUN
4) naauBUAyanbHas paboTa
5) npoMeXyTOUuHas aTTecTalus 0,2 0,2
CamocrosiTeabHas padora (Bcero) (CP) 74,8 74,8
B TOM YHCIIE:
Kypcosoii mpoexT (pabora)
PacuetHo-rpaduueckne paboTs
KontponbHas pabora
Pedepar
CamomnoaroroBka (caMOCTOSITEIbHOE U3YUEHUE PaA3JIETIOB, 74 74
npopaboTKa ¥ MOBTOPEHHUE JIEKIIMOHHOTO MaTepHaja U MaTepuana
y4eOHUKOB U YU€OHBIX TOCOOUH, MMOATOTOBKA K JTAOOPAaTOPHBIM U
MPAKTUYECKUM 3aHITHUSIM, KOJUIOKBUYMaMH T.]1.)
ITonroroBka K arrecTanuu 3.8 3.8
OOmuit 006eM, gac 108 108
dopma NpOMEKYTOUHON aTTECTALUN 3a4er 3a4er




3aounas popma oOydeHUs

Bun yaeOHO# paboTh Bcero | Tpumectpsr
9acoB
300 300

5
KonTakTHas paéora (Bcero) 12,2 12,2
B TOM YHUCJIE:
1) 3ansTus nekunonHoro tuna (JIK) 4 4
U3 HUX
— JIEKIIUH 4 4
2) 3ansTusa cemuHapckoro tumna (I113) 8 8
U3 HUX
— cemuHapsl (C) 8 8
— npaktuyeckue 3ausatus (I1P)
— nabopatopuslie padoTsI (JIP)
3) rpynnoBble KOHCYJIbTAUU
4) uaauBuAyanbpHas pabora
5) mpoMeKyTOYHAs aTTeCTaIUs 0,2 0,2
CamocrosiTesbHas padora (Bcero) (CP) 95,8 95,8
B TOM YHUCJIE:
Kypcogoii mpoekt (pabora)
Pacuetno-rpaduueckne paboTsl
KonTtposnbHas pabora
Pedepar
CaMonoaroToBka (caMOCTOATEIHLHOE U3YUCHUE Pa3AeioB, MPOopaboTKa U 92 92
MOBTOPEHHE JIEKLIMOHHOTO MaTepuaia U MaTepuaia yueOHUKOB U
y4eOHBIX TOCOOUH, MOATOTOBKA K TAOOPAaTOPHBIM U MPAKTUYECKUM
3aHATUSIM, KOJUIOKBUYMaMH T.]1.)
IToaroroBka K arTecTanuu 3.8 3.8
OOmuit 00BeM, Yac 108 108
dopMa MPOMEKYTOUHON aTTECTALUN 3a4er 3a4er

5. COAEP) KAHUE U CTPYKTYPA JUCHUIIJIMHBI
5.1. Coaep:xaHue TUCHHUILINHBI

Ne paznena HaumenoBanue pasnena
(Tembl) (Tembl)

Coneprkanue pasjena (TeMbl)

1 JlokyMeHTalmoHHOE
o0ecrieyeHre ynpaBaeHHs
KaK OTpacib ACATEIHbHOCTH

[ToHsITHE  TOKYMEHTAIlMOHHOTO  00ECICYCHHS
yIpaBIeHUSI. OpranuzannoHHOe MMOCTPOCHHE
CITY»KOBI JICIONIPOM3BOJICTBA. 3amauud W (PyHKIUH
cnyx0s1  JIOY. Permamentanus ciayx6sr J1OVY.

3aKOHOIaTEIbHOE peryaupoBaHue
JIEJI0NIPOU3BOJICTBA.

2 JlokyMeHTHUpOBaHuE ITonsTue u 3HAUYECHUE IIOKyMEHTa B
YIPaBICHYECKOU YIPaBJICHUYECKON JIEATEIIbHOCTH. CocraB
NEeSATEIbHOCTH YIPaBICHUYECKUX JIOKYMEHTOB.

O61erocynapcTBeHHbIE HOPMAaTHBHBIE u

METOAMYECKHE TOKYMEHTHI. TpeOOBaHUS K TEKCTY
JTIOKYMEHTA. DJIEMEHTHI TEKCTa TOKyMeHTa. DopmMaThl

5




Oymaru u mons. PexBu3ut noxkymenrta. dopmymsp-
obpazen. brnank moxymenta. Ilopsnok agpecoBaHus.
CornacoBanve, TOANHMCAHUE W YTBEPXKACHUSA
JoKkyMeHTa. OTMETKa Ha JOKYMEHTE.

3 Opranm3anus padoThl ¢ [TonsiTHe «IOKYMEHTOOOOPOT», €ro aHalIu3 |
JOKyMEHTaMU OCHOBHBIE dTamnbl. [lpueM u mepBuyHas oOpaboOTKa
JIOKYMEHTOB. Pacnipenenenue MOCTYTHBIIHNX
JIOKYMEHTOB U perucrpanus 10KyMeHTOB. KoHTpoib
VCIIOJTHEHUS JOKYMEHTOB. NudopmannonHo-
cpaBo4yHass paboTa W OTHOpaBKa JOKYMEHTOB.
[lonsiTHe HOMEHKIATyphl €1, €€ Ha3HA4YeHHe U
HOPSAI0K COCTaBJICHMSI. dopMupoBaHue u
odopmiieHue nen. XpaHeHue Jedl.

4 TpeboBanust mo PacnopsinutensHbie JOKYMEHTHI (IIOCTAHOBJICHUS,
MTOATOTOBKE pelIeHUs, PacTIOPsLKEHUs, MPUKa3bl). AKT, MOPSAIOK
pacnopsiAUTENbHBIX U ero opopmiieHus. CrnyxeOnsle 3anucku. [IpoTokon.
nH(pOpPMaIMOHHO- Cnpaska.

CIIPaBOYHBIX JIOKYMEHTOB

5 JIOKYMEHTHI, VYcraB W JOKaJbHBIE HOPMATHUBHBIE  AKTHI.
periaMeHTUPYIOIIUe ITonoxxenune. MHCTpYKLIUH.
JeSATEIbHOCTh OPraHU3aluN

6 JlokymeHTaIus no Knaccupukanuss TOKYMEHTOB IO  JINYHOMY
JIMYHOMY COCTaBYy COCTaBy, MX Y4eT M XpaHeHHe. J[oKkymMeHTHpoBaHUE

npuema Ha paboty. TpynoBoii norosop. IIpuka3ssl mo
JUYHOMY  COCTaBy W TpyAOBas  KHHUXKKa.
JlokyMeHTallMoOHHOE oOecrieueHue nepeBoja,
noompeHuit U B3bickanuii. OpopmiIeHHE OTITYCKOB.
JloKkyMeHTHpOBaHWE KOMaHIMPOBAaHUS PaOOTHHKA U
opopmieHne yBoJbHeHHUsA. JIMuHas KapTouka H
JUYHOE JIETIO.
7 JloxyMeHTanus mno ITopsimok cocraBienus KkoHTpakTa. [IpaBuia u

JIOTOBOPHO-ITPABOBBIM
OTHOIIICHUSIM
SKOHOMUYECKOM
JIeSITEILHOCTH

(hOopMBbI KOMMEPUYECKON MIEPETIUCKH C JEIIOBBIMU
naptHepamu. CiryxeOHbIe MUChMa: KIacCU(UKAITU,
CTPYKTYpa, CTaHAAPTHBIE (Ppa3bl U BBIPAKEHHUS.
Tenerpamma, Tenedororpamma, Gakc.

5.2. CTpykTypa QM CHUAIINHbBI

Ounas ¢popma 00yueHUs

No HaunmenoBanue pazzaena (TeMbl) KonnyecTBo yacoB
pas3znena Bcero JIK C np | Jp| ... | CP
(Tembl)
1 JlokymMeHTaImoHHOE 00eCTIeYeHNE 12 2 10
yIpaBICHUS KaK OTPaCIb
JESITEIIbHOCTH
2 JlokymenTupoBanue 16 2 4 10
yIpaBICHUYECKON JeSITeIbHOCTH
3 Opranuzanus paboTsl ¢ 18 2 4 12
JIOKyMEHTaMu
4 TpeGoBaHwMsI 10 TTOJTOTOBKE 18 2 4 12

pactopsSAUTENbHBIX 1

UH(POPMALIMOHHO-CITPABOYHBIX

JOKYMCHTOB




5 JIOKyMEHTBI, perjiaMeHTUPYIOIINE 16 2 4 10
JESATENIbHOCTh OPraHu3aluu
6 JloxyMeHTanus o JUYHOMY 16 2 4 10
COCTaBy
7 JloxyMeHTanus mo 10roBOpHoO- 14 2 2 10
MPaBOBBIM OTHOUIECHUSM
SKOHOMMYECKOH IeATeIbHOCTH
8 ATtTtecranus 4
O06umii 00bem 108 10 20 74
3aounast popma 00ydeHUs
Ne HaumenoBanue pazzaena (TeMbl) KonunuecTBo yacos
pazgena Bcero JIK C np | Jp | ... | CP
(Temsr)
1 JlokymMeHTaImoHHOE 00eCcTIeYeHNE 14 10
YIpaBJICHUS KaK OTPacib
JESITEIIbBHOCTH
2 JloxkymenTupoBanue 14 2 12
yIpaBJIeHUYECKON JesITeIbHOCTH
3 Opranuzanus paboTsl ¢ 16 2 2 14
JIOKyMEHTaMu
4 TpeGoBaHwMsI 10 TTOJTOTOBKE 16 2 2 14
pactopsSAUTENbHBIX 1
UH(POPMALIMOHHO-CITPABOYHBIX
JTOKYMEHTOB
5 JIOKyMEHTBI, periIaMEeHTUPYIOLIUE 16 2 14
JeSITeNIbHOCTh OpraHu3aluu
6 JlokymeHTanus 1o JIM4HOMY 14 14
COCTaBYy
7 JloxyMeHTanus no 10roBOpHoO- 14 14
MPaBOBBIM OTHOUIECHUSIM
SKOHOMMYECKOH 1eITeIbHOCTH
8 ATtTtecranus 4
O06umii 06bem 108 4 8 92
5.3. 3aHATHA CEMHUHAPCKOT0 THIIA
11 OYHOM (OPMBI O0YUEHUs
Ne i/t No Bun HaumenoBanue KonnuectBo
paszena | 3aHATHS 4acoB
(TembI)
1 1 I1P JIOKyMEHTAIIHOHHOE 00eCTIeYeHNE YITPABICHHS KaK 2
OTpaciib JAesITeIbHOCTH
2 2 I1P JIOKyMEHTUPOBAHUE YIIPABIECHYECKON ACATEIBHOCTH 4
3 3 1P Opranuzanus paboThl C TOKYMEHTaMHU 4
4 4 [P TpeboBanwms MO MOATOTOBKE PACTIOPSIIUTEIBHBIX U 4
WH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB
5 5 [P JIOKYMEHTBI, pErIaMEHTUPYIOIINE ACATEIbHOCTh 4
OpraHu3alu
6 6 ITP JlokyMeHTanus 1no JU4HOMY COCTaBY 4
7 7 I1P JlokymMeHTanus 1o 10roBOPHO-IIPaBOBBIM 2
OTHONICHUSIM SKOHOMHYECKOM NIeSATEeNbHOCTH




JUIs 3204HON (hOpMBI O0yUCHHS

Ne ni/m Ne Bun Haunmenosanue KonunuecTBo
pasznena | 3aHATHA 4acoB
(Tembl)
1 2 ITP JIokyMeHTUpOBaHUE YIIPABJICHYECKON IEATEIHbHOCTH 2
2 3 I1P Opranuzanus paboThl C TOKYMEHTaMHU 2
3 4 [P TpeboBanwms MO MOATOTOBKE PACTIOPSIIUTEIBHBIX U 2
nH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
4 5 [P JIOKYMEHTBI, perIaMEHTUPYIOIIUE ACSTEIbHOCTh 2
OopraHu3alu

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

KOHTPOJIbHasi padoTa)
IIpumepHas TemaTHKa pedepaToB:

1. HopmatuBHO — IpaBOBBIE aKThI B Chepe TYPUCTCKOTO OM3HEca.
2. HopmaTuBHO — NpaBOBbIE aKThl B TOCTUHUYHON UHAYCTPHH.
3. HopwmatuBHO — IpaBOBBIC aKThl B PECTOPAHHOM OM3HECE.
4. JloxkyMmeHTauusi 1Mo OOECIIEYEHHIO M TOATBEP)KICHHIO KaueCTBa YCIYr TYPHCTCKOTO
PEIITPUITHSL.
5. JlokyMeHTaius 1o OOECIeUYeHHUIO U MOATBEPKACHUIO KauyecTBa YCIYT TOCTUHHYHOTO
HPEITPUITHSL.
6. JlokyMeHTaius 1o OOECIEeYeHUI0 U TOATBEPXKICHHUIO KauecTBa YCIYyr MPEANPHITHS
MUTaHUS.
7. Pa3paboTka TOMKHOCTHOM HHCTPYKIIMU MEHEKepa TYPUCTCKOTO MPEATIPHATHS.
8. PaspaboTka JOMKHOCTHOW MHCTPYKIIMH MEHEKEPA TOCTHHUIHOTO MPEITPHUATHS.
9. Pa3paboTka 10KHOCTHOM MHCTPYKLIMU MEHEIDKEpa MPEIPUATHS TUTAHUS.
10. Pa3zpaboTka moroBopa 00 opraHU3aIMK MEPEBO30K TYPUCTOB.
11. CronbmoBoe (mpuKa3HOe) IETOMPOU3BOJICTBO.
12. Konnexckoe aenonpou3BOCTBO.
13. HcnonHuTenbHOE AENOMPOU3BOCTBO.
14. Pocculickue TEXHOJIOTHUH IEJIOMPOU3BOACTBA B XX BEKE.
15. OcoGeHHOCTH OPOPMIICHHS JIETOBBIX MTUCEM B aHIJIOSA3BIUHBIX CTPAHAX.
16. Cnemnuduka 1em10BOM KOPPECTOHACHIINN Ha (GPAHITY3CKOM SI3BIKE.
17. Ocobernoctu opopmIIEHUSI TUCEM HAa HEMEITKOM SI3bIKE.
18. CynrHocTh M1 0COOCHHOCTH KOH(PHUICHITNATBLHOTO JISTONPONU3BOICTRA.
19. Ompenenenue cocraBa KOH(PUICHINATBHBIX JOKYMEHTOB.
5.5. CamocTosiTesqbHast paboTa
Ne paznena Bun camocrositenbHO#M paboThI KonnuectBo uacos
(Tembl)
OuHas 3a04Hast
1 IloaroTroBka K NpakTUYECKOMY (CEMUHAPCKOMY) 3aHSATHUIO 10 10
2 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 12
3 PaboTa ¢ HayYHBIMH UCTOYHUKAMU 12 14
4 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 12 14
5 CobecennoBanue Mo pe3ybTaTaM aHaJIM3a HaAyYHbIX 10 14
HMCTOYHUKOB
6 IloaroroBka K NpakTHYeCKOMY (CEMUHAPCKOMY) 3aHSATHUIO 10 14
7 CobecenroBanue Mo pe3ybTaTaM aHaJIM3a HAyYHbIX 10 14
HMCTOYHUKOB




6. OPA30OBATEJIBHBIE TEXHOJIOI'MHU

IIpu ocymecTBiaeHnrn 00pa30BaTENBHOTO MpoIlecca MO JTUCHHUILIMHE HCIOIB3YIOTCS
CIIeAyIONIHe HHPOPMAIIMOHHBIE TEXHOJIOTHH:

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

— 00paboTKa TEKCTOBOH, rpadyUueCcKOr U IMITUPUIECKON HH(DOpMAITUH;

— MOATOTOBKA, KOHCTPYUPOBAHUE U MIPE3CHTAIHSI UTOTOB YU4eOHOM NesITeIbHOCTH;

— CaMOCTOSITENIbHBIA TOWCK JIOTIOJHHUTEIBHOTO Y4eOHOTO M HAy4yHOTO MaTepualia, C
UCIIOJIb30BAaHUEM TIOMCKOBBIX CHCTEM U CaiiToB ceTH MHTEpHET, 3JIeKTpOHHBIX OMOIMOTEUHBIX
pecypcoB u 6a3 JaHHBIX;

— UCTIOJIb30BAHUE JIEKTPOHHOM MOYTHI, COIIMATIBHBIX CETeH ISl pACCBHUIKH, MEPETUCKU U
00CYXICHHUST BOBHUKIITNX YICOHBIX MPOOJIeM, KOHCYJIbTAIHH.

HNHTepakTHBHBIE H AKTHBHBbIE 00pa30BaTe/IbHbIE TEXHOJIOTHH
Ounas ¢popma 0OyueHUs

Ne Bun 3ansarus (J1, Hcnons3yeMble THTEPAKTUBHBIC U AKTUBHBIC Konnuectso
TEMBI 113, C, JIP) o0pazoBaTebHbIC TEXHOJIOTUH 4acoB

4 I1P IIpesenranuu 4

6 I1P [TpezenTannun 2

3aounas popma 00ydeHHs

Ne Bun 3anstus (J1, Hcnons3yeMble HHTEPAKTUBHBIC U AKTUBHBIC Komnnuectso
TEMBI 113, C, JIP) o0pazoBarTebHbIC TEXHOJIOTUH 4acoB

4 I1P IIpesenranuu 2

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

2. MeToauyeckne MaTepHAaJIbl, ONIpeesiolue Mpoue1ypbl OlleHUBAHUS

2.1. MeToan4yeckue MaTepHuaJIibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B
paMKax TeKylero KOHTpoJsi yCrneBaeMoCTH

[Tporetypa olieHUBaHMSI MPOUCXOAMT C UCHOJIB30BAHNEM METO/a TECTHPOBAHUS, OLIEHKU
IPAaKTUYECKUX 3a/laHUil, YPOBHSA MOJATOTOBKM CTYAEHTA IPU OTBETE HA BOIPOCH! IPU YCTHOM
orpoce.

MeTtoanyeckoe onrcanne NOArOTOBKH H NPOBeIeHUS TECTHPOBAHUS

He meHee, uem 3a HeeNIO 10 TECTUPOBAHMS, MTPEIIOIaBATeNb ONpeIeNsieT 00yJaromuMCs
UCXOJIHBIE JIaHHBIE JUIsl TOATOTOBKM K TECTHUPOBAHUIO: pa3/ieiibl (TEMBbI, BOIPOCHI), 10 KOTOPHIM
OyayT 3a1aHus B TECTOBOU (opme, JIUTEpaTypy M UCTOYHHUKH (C TOUHBIM YKa3aHUEM pa3zieiioB,
TeM, CTaTei) Ui MO OTOBKH.

TecTpl BBIMOIHAIOTCS BO BpeMs ayJJUTOPHBIX 3aHATHI (IIPAaKTHYECKUX ).

KonnyecTBo BOIPOCOB B TECTOBOM 33/IaHUU OIPEEIAETCS MPENoiaBaTeNeM.

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

WupuBuyanbHOE TECTOBOE 3aaHUE BbIIAETCA 00ydaronieMycsi Ha OyMa)kHOM HOCHUTEIIE.
Taxke TeCTUpPOBAaHME MOXET MPOBOJIUTHCS C HCIOJNB30BAHUEM KOMIBIOTEPHBIX CPEICTB U
IPOTrpaMM B CIIELUAIBHO 000PYIOBAHHBIX ITOMEILEHUSIX.

[Tpu MpOXO0KIEHUN TECTHPOBAHUS MOJIb30BATHCS KOHCIEKTAMU JIEKLIUH, yueOHUKaMu He
pa3peLieHo.

[Tpumepbl TECTOBBIX 33/JaHUM, a TaK)Ke KPUTEPUU M IIKaJa OLEHKH MPHUBEICHBI B I1.3.
®oHJIa OIIEHOYHBIX CPEJICTB.

MeToanyeckoe onucanye NOAroOTOBKH M MPOBeIeHUs YCTHOIO ONpPoca




VYcTHBIE OIpPOCHl TMPOBOAATCS IpPENoJaBaTeieM BO BpeMs AayAUTOPHBIX 3aHATHH
(JIEKITMOHHBIX WJIH MPAKTHYECKUX ).

OcCHOBHBIE BONPOCHI JUIsI YCTHOTO OIpOca JOBOAATCA 1O CBEACHUS CTYACHTOB Ha
NpeIbIAYIIEM 3aHATHH.

KonnyectBo BOpoCOB omnpenensieTcs: mpenoaBaTeseM.

Bpewms nipoBenenus onpoca ot 10 MmuHyT 10 1 akageMuueckoro yaca.

YcTHBIE ONpOCH HEOOXOIUMO CTPOMTH TakK, YTOOBI BOBJIEYb B TEMY OOCYKICHHSA
MaKCHUMaJbHOE KOJHMYECTBO OOYYAIONIMXCS B TpYIINeE, TMPOBOAWTH Mapajuled C  yKe
MPONJICHHBIM y4eOHBIM MaTepuaioM JaHHOW IWCHMILIUHBI U CMEXHBIMU KypcaMH, HaXOAWUTh
yIa4HbIe TIPUMEpPhl W3 COBPEMEHHOW JCHCTBHTEIBHOCTH, YTO YBEIHUYMBACT IPPEKTHBHOCTDH
YCBOEHHSI MaTepualia Ha acCOIUAIINAX.

[lepevyeHb BOMPOCOB sl MPOBEICHHUS YCTHBIX OMPOCOB, a TAaK)KE KPUTEPUU M IIKajIa
OLIEHKHU TpuBeeHbI B 11.3. DoH1a OLIEHOYHBIX CPEICTB.

MeToanueckoe onucanne MOArOTOBKH U MPOBeIeHHUs MPAKTHYECKUX 3aJaHU

[IperonaBaTens 3apaHee MOATOTABIMBAaET BECh MH(OPMAITMOHHBIA KOMILIEKC, TOTOBUT
OnmaHKM C 3amaHusIMH. Bpemsi pemieHust 3afaHusi yka3aHo B camoMm OmaHke. CTymeHTHI
CaMOCTOSITENIFHO U3Y4al0T U MPOpabaThIBalOT TEOPETUYECKHUI U CIIPABOUHBIA MaTepHall IO TEMe.
3amaHus Ha YCMOTPEHHE TMPETOAaBaTeNss MOTYT OBITh MPEIUIOKEHBI ISl PEIICHHs Kak
VHAWBHUAYAJIHO, TaK U MOATPYIIE CTYACHTOB (10 3 4EIOBEK).

Conepxkanue 3aJjaHui, a TaKke KPUTEPUU M IIKaJIa OUEHKU mpuBeaeHbl B 1m.3. donnma
OLIGHOYHBIX CPEJICTB.

2.2. MeroanuecKkue MaTepuaJbl, onpeae/siiomme Npoueaypbl OeHUBAHUSA B paMKax
MPOMEKYTOYHOM aTTeCTAMHU

[IpomexxyTouHas arTectaius - 3a4eT

[TpomexxyTouHasi aTTecTalus MPOBOAUTCS B (popme 3auerTa.

3ader BBICTABIISIETCSA 110 PE3YJIbTATaM TEKYILEr0 KOHTPOJIS YCIIE€BAEMOCTH.

[To ouHolt Qopme o00ydeHHS 3a4eT BBICTABISETCS TIOCJIE IMOCIEIHEr0 3aHATHS
CEMHUHAPCKOI0 TUIIA B TPUMECTpE.

[To 3aouyHoii Qopme o00yyeHHs 3a4eT BBICTABISIETCS B CIELHUAIbLHO OTBEACHHOE
pacniucanuem ceccud Bpems. [lpu 3TOM BO Bpems 3auyera MpenojaBaTellb MPOBEPSIET
BBIMIOJTHEHHBIE CTYJIEHTAaMH 3aJaHus, a TakXKe 3a/aeT JOMOJHHUTEIbHbIE U YTOUYHSIOLIUE
Bompochkl. Ha arrecranuio kaxxaoro cryaeHra orBoautbes 0,3 akagemuueckux vaca (okojno 14

MUHYT).
3. TunoBble KOHTPOJIbLHBIE 32 TaHUS

TunoBble 3agaHus A5 TEKYIICro KOHTPOJIA YCIIEBACMOCTH

3.1. IlepeyeHb TUMOBBLIX MPUMEPHBIX MPAKTHYECKHUX 3aaHUIH

Bapuanrt 1

3ananme 1.

B mae 2018 r. 66110 cozpano OO0 «Duankay. PykoBoACTBOM OBLIIO IPEITIOKEHO CO3/1aTh
B cTpykrype OOO KaHLEISIpHUIO M BBECTU €€ B COCTaB aJAMHHHMCTPATUBHO-XO3SICTBEHHOI'O
otaena. [Ipotus 3TOrO penieHus BeICTyNMIA 3aBeAyromas kanuenspueit Opnosa A.Jl.

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

3ananme 2.

B aBrycte 2018 1. 6pu10 co3gano AO «ABuarop». Cinyx6a JIOY B Hem Obliia Ha3zBaHa
OOIINM OTACIIOM.

Kakumu noxkymeHTamMu JoJKHA OBITH pErjJaMeHTHpPOBaHa JEATEIbHOCTh CO3/JaHHOTO
otaena? Kak oHM coCTaBIsOTCS?

3aganue 3.
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Kakoif JOKYMEHT sIBISI€TCS OCHOBHBIM HOPMATHBHBIM aKTOM, 3aKPEIUISIONIUM CHCTEMY
JIOY B xoHKpeTHOHM opranu3anuu ¢ ydetom ee crenuduku? Kak oH cocraBisieTcs, oOperaer
IOPUAMYECKYIO CHITY?

3aganue 4.

C kakol menblo cosmaercs Talenb yHUDUIUpPOBAaHHBIX (opM mokymeHToB? Kakas
METOIMKa pa3pabOoTKH Tabesst UCIONb3YyeTCs?

3aganue 5.

Kak pazpaborate anp00M yHUDUIMPOBAHHBIX (OPM JOKYMEHTOB, CO3/1aBaMbIX B
opranuzanuu? Kakosa 11e5b €ro co3ianus?

BapuanT 2

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

3ananmue 2. AxunonepHoe oomectBo «Boctok» (114311, Mocksa, yin. Habepexnas, 1. 16,
kopr. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, MHH/KIIII
0000000000/000000000) siBsIeTcst KpymHOM opraHu3anuei. Ero opraHu3amnvoHHasi CTPyKTypa
BKJIIOYAET TPU JIeNapTaMeHTa (B COCTaBe KaX10To 00pa3oBaHO OT YEThIPEX /0 HIECTH OTICIIOB).
JupekTop Kaxaoro aemapraMmeHTta sBisercs wieHom CoBera aupektopoB OOmiectBa ¥ B
npezenax CBOEH KOMIIETEHLMHM HMEET MpPaBO MOANUCH JOKYMEHTOB, HCXOMISIIUX M3 €ro
nonpaszeneHus. B HacTosdiee BpeMs BcTal BONPOC O MOATOTOBKE M BHEIPEHUH B NMPAKTUKY
pabotbl, kpome Omanka AO «BocTok», eme M OJaHKOB JEMapTaMEHTOB 3TOT0 aKIMOHEPHOTO
oOmiecTna.

CrpoexTupyiite oOummii OnaHK opranm3aruu, oOmmMi OnaHk W OJaHK s TUChMa
Henapramenta mepeBo3ok AO «Bocrok», OmaHk mucbMa gupekTopa JlemaprameHnTta
npoussoactBa AO «BocTok».

3ananue 3. Buie-mpe3uIeHT akKIIMOHEPHOT0 KomMmepueckoro 6anka «Cupuyc» (321674, T.
C, yn. FOxmnas, 13/2, ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BBICKa3aJl HAYaIbHUKY KaHIEISPUU TOKEIIAHWE HMETh ONaHK ¢
yKa3aHHEM CBOEH JOJKHOCTH, MOTUBHUPYSI €r0 TEM OOCTOSTENLCTBOM, YTO OH BEIET OOLIMPHYIO
MEPETIUCKY.

[IpaBomoyHO Jin OXkenaHue Bule-npe3uaeHTa? Kak nomkeH BBITISACTh TaKol OaHK?

3ananue 4. Vcnonssys popmyisap obpaselr, CIpOSKTUPYHTE:

a) OmaHK mUCcbMa (C MPOIOJBHBIM PACIIONIOKEHUEM PEKBU3UTOB), €CIH HCIOIB3YIOTCS
caenyromue pekBusutsl: 03, 05, 08, 10, 11, 12, 15, 17;

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

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

3ananue 5. B uacnexkuuu denepanbHOM HAIOTOBOW CITyKObI 110 JICHUHCKOMY palioHY T.
CraBponossi BO3HHMKJIa HEOOXOAUMOCTh B pa3paboTKe OJlaHKA PAacHOpsDKEHHUS A OThena 1o
pabote ¢ HamoromiareabukamMu. CIpoeKTHPYHTE Takoi OJaHK (C YIJIOBBIM PacIoOIOKEHUEM
PEKBU3HUTOB), €CIIU B IAHHOM CJIy4ae UCIOJIb3YIOTCs chneaytonue pexksusutel: 01, 05, 06, 09, 13,
10, 11, 17.

KpuTtepuu u mkaJia olieHKU pelieHusi NPaKTHYeCKOro 3aJaHus
Ounenka Kpurepun
OTtianyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYeT 3amaHuto. OOydarouuiicsi, JTEMOHCTPUPYET BCECTOPOHHEE,
CHUCTEMaTH4Yeckoe MU TIyOOKoe 3HaHHe Y4eOHOro marepuaia, yMEHHE
cBOOOJHO BBITIOJIHATH MpakTUyeckoe 3afanue. [1oaHO ocBeniaer 3aJaHHyIo

11



TeMy, €€ aKTYaJIbHOCTh W HOBH3HY. Marepuain H3JI0)KEH B OINpeNeIeHHOU
JOTUYECKOW  TIOCIIENOBATEIBHOCTH,  JIUTEPATYPHBIM  SI3BIKOM, C
UCTIOIb30BaHUEM COBPEMEHHBIX HAyYHBIX TepMUHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAJ B TOJIHOM 00bEeME HEOOXOIUMBIC 3HAHHS U YMCHHS;
YMEHHE T0JIb30BAaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JHUTEPATypOii; 000CHOBAaHHOCTh PE3YJIbTATOB M BBIBOJOB, OPUTMHAIBHOCTD
UJICH; CIIOCOOHOCTD TPEACTABIATh PE3YJIbTaThl UCCIEAOBAHMS B TBOPUYECKOU
dopme; 000CHOBaHHE BO3MOXKHOCTH TMPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTYYCHHBIX JaHHBIX. [IpoIeMOHCTpHUPOBaH JIMYHBIN BKIIAJ 00YydYaIoerocs
B pabory. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpEOOBAHUSIM.

Xopowo

Xopowo craBuUTCS, eClIH coAepXaHWe padoOTh/OTBETa JOCTATOYHO
MOJIHOCTBIO COOTBETCTBYeT 3afaHuto. OOydamomuiics JIEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW MOCIIEN0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHbBIE OIMMOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO0 TpeOOBaHMIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTAaTOYHO, OTpakeHa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOyuwaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Ynosiaersop
HTEJILHO

[Ipu  yoosremeopumenvHom  OTBETE  coAep)kaHWe  pabOTHI/OTBETA
HEAOCTATOYHO IOJHOCTBIO COOTBCTCTBYCT 3adaHUIO. 3a;[aHHe BBITIOJTHEHO
gactuyHo. OOyyarommiicss IEMOHCTPUPYET HEIOCTAaTOYHOE OCBEUICHHE
SaﬂaHHOﬁ TCMbI, JOMYHICHBI NOTPCIIHOCTH WU HCTOYHOCTH, NOIMYCKACT OAHY
CYIIIECTBEHHYIO OIHMOKY, HO 00JjagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
YCTpaHEHHs II0J PYKOBOACTBOM mpenonaaBatrens. HaydHas TepMUHOIOTHS
UCTIONIB3YETCSI HEJAOCTAaTOYHO, BBIBOJBI HE OOOCHOBaHBI. JIMUHBIA BKIAn
oOyuyaromerocsi B paboty HenmocratoueH. Odopmiienue paboTel He
MIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosiers
OPHUTEJIBHO

[Ipu HeyoosnemsopumenvHom OTBETE CcoIEpKaHHE pPabOTHI/OTBETa HE
COOTBETCTBYET 3a/laHuio. B pabore mpoaeMOHCTPUPOBAH HU3KHUI YPOBEHb
3HAHMA W YMEHHWH, HaONIOMA0TCSI 3HAYUTENIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNN HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHYEH O0bEM
COJIepKaHUsl BBIOTHEHHOTO 3anaHus. OdopmieHne paboThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBAHUSIM.

3.2. [lepeyeHb NPUMEPHBIX BONPOCOB /IJIsl YCTHOI'O ONPoOCca
1. Ilemu u 3amaun CEpPBUCHOM NESTENBHOCTH OPTaHU3aIlHH.
2. OCHOBHBIC METOABI M MPHEMbI IUIAHUPOBAHHUS, OPraHH3AIMH, MOTHUBAIMH, KOOPAWHAIIMU U

KOHTPOJIA AESITETFHOCTH OpraHu3aliii chepsl cepBrca U UX MMOApa3aeeHi.

3. JlokymeHTaunoHHoe obecnieuenue ynpasienus (JJ0Y).
4. 3nauenue nokymeHTa B Typusme. Mecro JIOY B nesaTenbHOCTH MEHEIHKEPOB.
5. YpoBHU yIpaBJICHUS U IPOLECCHl OPraHU3alUU. YPOBHU YIPABICHUS B MaJIOH

opraHu3aiuy (pyKOBOASILIMM W ONEpaTHBHBIN), B CPEOHMX M KPYMHBIX (PYKOBOISALIMMA,
CTPaTEeruuecKuii, TAKTUIECKUI U ONIEpPaTUBHBIN).

6. JlokyMeHTHpOBaHHbIE MH(OpMAaLUS W YIPaBICHUECKHUE DPELICHUS COOTBETCTBYIOLIUX

YPOBHEM.

7. HOK}’MCHTH, HCIIOJIB3YEMBIC PYKOBOIHUTCIIIMH W HCIIOJTHUTCIIAIMU IIPU BBINTOJHCHHUU

CBOHX TMPOIECCOB (IIPABOBBIC, OPTAHH3AIMOHHO- PACIOPSIUTEIbHBIE, TUIAHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHbIE, BHYTPEHHHUE HOPMATHUBHBIE U TEXHUUYECKHE).
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8. 3akoHomarenbHOe perynupoBanue 10V (penepanbHble 3aKOHBI).

9. HopMaTtuBHO-IpaBOBOE W HOPMATHBHO-METOIWYECKOE  perynupoBanne  JIOY
(HaIMOHANBHBIE CTaHAAPTHI, TOCYAApPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO O0ecredeHus
yropasieHus u ee nend, [OCT P 7.0.8-2013 «/leronpou3BOACTBO U apXUBHOE J1€710. TepMUHBI U
ompenenenusi, ['OCT P 7.0.97-2016 «YHu(UIMPOBAHHBIE CHUCTEMBI JIOKYMEHTAIIUN»,
OO6mepoccuiickuii  Kaccu(UKATOp  YINPABJICHYECKOM  JIOKYMEHTAIlMHM, TOCYIapCTBEHHBIC
uHCcTpyKuuu 1o JJ0V).

10. OcHoBHbIE QYHKIIMH YIIPABICHUS CEPBUCHOM NESITEIBHOCTHIO.
11. [onsarue knaccupuKay JOKYMEHTOB.
12. Knaccudukanust MTOKyMEHTOB 1O CrocoOy JTOKYMEHTHpPOBaHHUs, IO cdepe

UCIIOJIb30BaHUS, 110 MECTY COCTaBJICHHUS, IO TpUQY OrpaHUYEHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, MO IOPUAWYECKOM 3HAYUMOCTH, MO (QOpME H3IIOKEHHUS, MO CpOKaM
XpaHEeHHUs.

13. IlonsiTHE SIEKTPOHHOTO JOKyMEHTa. TpeOOoBaHHS K DICKTPOHHOMY JOKYMEHTY.
[IpenmymiecTBa U HEAOCTATKU AIEKTPOHHOI'O JOKYMEHTA.

14. DneKTpOHHBIM JOKYMEHTOOOOPOT M €ro PeryJupoBaHWE HOPMATHUBHBIMH aKTaMH.
Obecnieuenne XpaHeHHsI AIEKTPOHHBIX TOKYMEHTOB.

15. YuuduuupoBaHHble CHUCTEMBbl IOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3alMOHHO-
pacropsaIuTeIbHON JOKYMEHTAllui; OaHKOBCKOM JTOKYMEHTaluu; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJKETHBIX OPraHU3aIlii; OTYECTHO-CTATUCTUUECKON
JOKYMEHTAIlMH; YYETHOW U OTYETHOM NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTainuu [lencuonnoro ponga PO).

16. HeoOxoaMMOCTh €AMHBIX NpaBmil OQopMIIeHHS TOKYyMEHTOB. CocTaB pPEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

17. TloHsATHe rOpUAUYECKOrO 3Ha4YeHUs AoKyMeHTa. Opuauuecku 3Ha4MMbIE PEKBU3UTHI
nokymeHTa. IOpruandeckoe 3HaueHUE 3JIEKTPOHHOTO JOKYMEHTA.

18. IloHsaTHE s3bIKA CIY)KEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTb U SCHOCTb; JIAKOHHYHOCTb; YOEAMTENbHOCTH, HEHUTPAIbHOCTh TOHA
U3JIOKEHHS; MCIOJb30BAaHUE  YCTOWYMBBIX  CIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIIOJIb30BaHNE OOIICTIPUHATHIX COKPAITICHH ).

19. Ionstue Onanka nokyMeHTa. Buapl OnaHkoB. PexBu3uThel OnaHkoB. BapuaHTs
PacIoNIOXKEHUS PEKBU3UTOB.

20. OcHOBHBIE TpyNIbl OPraHU3ALMOHHO-PACIOPAIUTENBHBIX IOKYMEHTOB. PDopmysp-
o0paszel opraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

21. OcHoBHbI€ BUbI YCTaBOB. [IpaBuiia coctaBieHusl.

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

23. OcHOBHbIE BUIbl MHCTPYKIHM U MPaBUIa COCTABICHUSI.

24. lloHATHE NOHKHOCTHOW MHCTPYKLMU U MpaBUja COCTABICHUS.

25. llonstue npuka3za. [IpaBuiia cocraBieHus.

26. Ilonsarue pacnopsokeHus. IlpaBuna cocraBieHus.

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

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

29. Knaccudukanus aenoBbix nucemM. Kommepueckue u aenoBble mucbMa. OOBIYHBIC U
HUPKYJISIPHBIE TUCHMA.

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

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

32. CTaHIapTHBIA aCMEKT KOMIIO3WMILIMM JIEJIOBBIX MHUCEM. PeueBOil ATHKET JEeI0BOTO
nucbma. Gopmynsl oOpanienus. MexayHapoJHbIe MHChMa.

33. VYcraBHble JOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKYyMEHTHI
BHYTPEHHETO paclopsIKa.
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34. JIOKyMEHTBI, pErIaMEHTUPYIOIIUE OTHOIIECHUS C TOCTABIIMKAMU, C AareHTaMHu,
napTHepamH, TYpUCTaMHu.

35. OOmias xapakTepucTuka qoropopa. TpeOGoBaHUS K COCTABICHUIO JOTOBOPOB.

36. JloroBopHbI€ OTHOLMIEHHS MEXIY TYPOIIEPATOPOM U TYPareHTOM.

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

38. JloroBopHBIE OTHOIIEHHSI MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX

YCIIYT.

39. JloroBopHbI€ OTHOLIEHUS MEXIY PEUENTUBHBIM U MHULIMATUBHBIM TYPOIIEPATOPAMH.
40. JIOKyMEHTHI 10 OpTaHU3alMU TYPUCTCKOTO MyTEIIECTBHUS.

41. 3asBKa Ha OPraHU3aLMIO TYPUCTCKOMN MOE3/IKH.

42. 3asBieHue HA Typ. AHKETa TypHUCTa.

43. 3asBka Ha OPOHHPOBAHUE TYPUCTCKUX ycuyr. TypHucTcKas myTeBKa.

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

45. AreHTCKO€ COrJaleHue.

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

Kpurepuu u mkasna olieHKH 0TBeTa MPU YCTHOM OIpoce

Onenka

Kpurepun

OTanuyno

Omauyno CTAaBUTCA, €CIIM 00YJArONTUICS TEMOHCTPUPYET TIyOOKOE, TOJTHOE
PacKpBITHE BOIIPOCOB. BBIABHraemMble MM IOJIOKEHUS apryMEHTUPOBAHbI U
WJUTIOCTPUPOBAHBl IIpUMEpaMu. B OCBelIeHUHM COAEp)KaHUs BOMpPOca
UCTIONB3YETCSl AHAIMTUYECKUH TMOAXO0JN, OOOCHOBBIBAETCS CBOSI TOYKa
3peHMs; JENaloTCs COJEpIKaTelIbHbIE BBIBOABL. Marepual H3JI0KEH B
ONPEAEICHHOM JJOTHYECKOH MMOCIEA0BATEIBHOCTH, JINTEPATYPHBIM SI3BIKOM, C
HCITOJIb30BaHIE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSITEIbHBIN.

Xopouo

Xopowio CTaBUTCS, €CIM OOYYalOUIMiCS JTEMOHCTPUPYET TOCTATOYHO
MOJIHBIA U HpaBHHBHBIﬁ OTBCT, BbBIABUT'ACMBIC TCOPCTHYCCKUC IOJIOKCHUA
MIOJTBEPKICHBI IPUMEPAaMH; B OTBETE MPEICTABICHBI PA3IMYHBIC MTOIXOIBI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasl TOYKa 3PCHHUS; CJEITaHbl KpPaTKUE BBIBOJIBL;
MaTepua U3JI0KEH B OMPEICIICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, IPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
HCITPABJICHHBIC 110 Tpe6OBaHI/IIO npenoaaBaTeiis.

Ynosiaersop
HTEJILHO

[lpu  yoosremeopumenvHom OTBEeTE OOYYAIOIIUHCS JOMYCKAeT OJHY
CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHbI TMpPaBUIBLHO, HO OOHAPYKHUBACTCS
HCAOCTATOK PACKPBITHA TCOPHHU, BLIABUTIACMBIC ITOJIOKCHHUSA HCAOCTATOYHO
apryMEHTHPOBaHbI W HE TMOJTBEPXKICHBI TPUMEPaMH; OTBET HOCHT
IIPEUMYILIECTBEHHO OIMCAaTEIbHbIM, a HE KOHLENTYAJIbHBIH XapakTep;
HayYHas TEPMUHOJIOTHSI UCTIOJIh3YETCsl HEJIOCTATOYHO.

Heynosiers
OPHUTEJIBLHO

[Ipu  wHeyoosniemeopumenvHom OTBETE OOYYAIOIIMICS JOMYCKAeT PsA
CYIIECTBEHHBIX OIMMOOK, KOTOPBHIE OH HE MOXKET MCIIPABUTh MPU HABOISIINX
BONpOCax TpenojaaBarensi; HE MOXKET JaTh HaydHoe OOOCHOBaHHE
POOJIEMBI; BBIBOJBI OTCYTCTBYIOT HJIM HOCST ITOBEPXHOCTHBIN XapakTep;
npeobiiagaeT ObITOBasE TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIIbHBIC HETOUHOCTH B
WCIOJIb30BAHNY HAyYHOW TEPMHHOJIOTHH.

3.3. [lepeyeHb npuMepHO TeMAaTHKHU pedepaToB
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1 Vaudukanus u craHgapTU3anus JAOKYMEHTOB: YHU(DUIIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAaIuU

2 Obmepoccuiickuekaaccu(huKaTopel:001IepOCCUCKUIKITaCCU(PUKATOPYIPABICHYECKON
nokymenTaiuu (OKVY J1)

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

4  VHuuIUpoBaHHBIE CHUCTEMBl JOKYMEHTAIMW: YHU(PUIMPOBAHHAS  CHCTEMa
nokymenTaiuu [lencuonnoro ¢ouna Poccuiickoit denepanun

5 Benenue aen0npou3BOICTBA MO O0OpaIIEHUsIM T'pakJaH B opranu3anusix IleHcnoHHoro
dboHga

6 Benenue nenonpou3BoACTBA C OOpalleHUSIMH T'PaXJaH B YIPABICHUSAX COLMAILHON
3alUThl HACEeJICHUS

7 Opranuzanus paboThl ¢ OOpaIIEHUSIMU TPaK/IaH B OpraHax BHYTPEHHUX ACI

8 DkcnepTusa HEHHOCTH JOKYMEHTOB U MOPAJOK Y4eTa 0C000 LIEHHBIX JOKYMEHTOB

9 Opranuzanus OomepaTUBHOTO XPaHEHUsS TOKYMEHTOB U MOATOTOBKA JIeia K apXUBHOMY
XPaHEHUIO

10 Opranuzarust paboThl C JOKYMEHTaMHU, UMEIOIIMMHU TPUQBI OTPAaHUYEHUS TOCTYTIa

11 [Mopsimok paGoThl ¢ KOH(PUACHIMATBHBIMUA JOKYMEHTAMHU U MaTEepHaTIaMH

12 OcHOBHBIE XapaKTEPUCTUKHU JTOKYMEHTOO00POTa U MpaBHIIA €T0 yyeTa

13 Tlopsinok ABMKEHUSI JOKYMEHTOB B OpraHU3aIuu

14 HopMaTHBHO-IIPaBOBBIE OCHOBBI JOKYMEHTALIMOHHOTO 00eCIIeUeH s YIpaBICHUs

15 Poab JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YITPABIICHUS B COBPEMEHHON OpraHU3aIiu

16 Homenkuatypa fein: nopsiiok pa3paboTku U opopMiieHus

17 Cron6moBoe (mpukazHoe) aenonpon3octso B X V—XVII Ba.

18 Ilenonpoun3BoacTBO B JIpeBHEPYCCKOM roCy1apcTBE

19 VcnonHuTenpHOE AE10NPOU3BOICTBO

20 CucremMa KOJIIEKCKOTO JEI0IPOU3BOJACTBA

21 Cucrema MUHUCTEPCKOTO Aenonpou3BojicTBa B XIX — Havane XX B

22 VYupaieHue 1 1e10npon3BoacTBO B 1917—1941 rr.

23 Pa3Butue Poccuiickoil Tocy1apCTBEHHON CUCTEMBI IETONMPOU3BOICTBA

24 WcTopus ynpasieHus U aenonpon3Boactsa B 1945—1990 rr.

25 Hcropus pa3BUTHsI MUCbMEHHOCTH U JEJI0MPOU3BOICTBa B Poccun

Kpurepun ouenku padoTbl CTYJAeHTOB NP BbINOJIHeHNH pedepaTa

Pedepar st0 omna u3 ¢dopm yctHOM arTtecranuu. Pedepar — 310 camocTosITenbHAs
uccienoBarenabckas paboTa, B KOTOpOH aBTOpP pacKphIBa€T CYTh HCCIEAYEeMOW MPOOJIEMBI;
NPUBOJIUT PA3UYHBIE TOYKH 3PEHHS, a TaKKe COOCTBEHHBIC B3rJsabl He Hee. ConepikaHue
pedepara AOKHO OBITH JIOTUYHBIM; H3JI0KEHUE MaTepHajia HOCUT MpPOoOJIEeMHO-TeMaTHUYECKHi
xapaktep. Pedepar CcTUMyIUpyeT pacKphITHE HCCIEIOBATENLCKOTO MOTEHIHMANA YYallerocs
(BBIITYCKHUKA), CIMOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYAHHMYECTBY, CaAMOPACKPBITUIO U
IIPOSIBIICHUIO BO3MOYKHOCTEM.

ABTOp pedepaTta  OOMKEH  NIPOAEMOHCTPUPOBATH  JOCTHKEHHME MM YPOBHS
MHUPOBO33PEHUYECKOMN, OOIIEKYIbTYPHON KOMIIETCHIIUU, T.€. MPOJAEMOHCTPHPOBATH 3HAHUS O
pEaIbHOM MHpE, O CYILECTBYIOIIMX B HEM CBS3SIX U 3aBUCHUMOCTAX, MpodiieMax, O BEoyLIUX
MHUPOBO33PEHUYECKUX TEOPUSX, YMEHHUH MPOSBIATH OLICHOUHBIE 3HAHUSA, U3y4aTh TEOPETUUECKUE
paboThl, KCIOJIB30BATh PA3IUYHBIE METOJbl HCCIEIOBAaHUS, NMPUMEHATH pa3jINyYHble MPUEMBI
TBOPYECKOM NEATEIBHOCTH.

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

2. Mcnonp30BaTh TOJIBKO TOT MAaT€pUall, KOTOPBIA OTPAXKAEeT CYIIIHOCTh TEMBI.

3. Bo BBeaeHnu k pedepary HeoOXoAMMO 000CHOBATH BHIOOP TEMBI.
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4. ITocne uTaThl HEOOXOAMMO JETaTh CChUIKY Ha aBTOpa, Hanpumep [Nempou3BeaeHus 1Mo
CIIUCKY, CTp.].

5. MW3znoxeHue JOKHO OBITH  MOCHENOBaTelIbHBIM. HenomycTuMel — HedeTKHe
(bopMyITUPOBKH, peueBbie U opdorpadudeckre ommoOKy.

6. B moaroroBke pedepara HEOOXOJUMO UCHOIB30BAaTh MaTepHANIbl COBPEMEHHBIX
W3JaHU HE cTaple S JeT.

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

8. Crmcok nmutepatypbl oopMIIIeTCs ¢ YKa3aHHEeM aBTOpa, Ha3BaHUs MCTOYHHUKA, MECTa
U3JIaHus, T0/1a U3/IaHusl, Ha3BaHUS U3aTeNIbCTBA, UCIIOIb30BAaHHBIX CTPAHMUII.

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

TekcT crnenyer nevararb, coOMOAas CIEAYIONUIUE pa3Mephl MOJei: BepxHee U HIKHEe —
20 MM, teBoe — 30 MM, mpaBoe — 15 MM. AG3amHBIN OTCTYN MOJKEH OBITh OJMHAKOBHIM TIO
BCEMY TEKCTY U COCTaBJIATH 1,25 cMm.

BripaBHUBaHUE TEKCTA O MIUPHUHE.

Paspenraercs ncnosb30BaTh KOMIBIOTEPHBbIE BOZMOKHOCTH aKIIEHTUPOBAHUS BHUMAaHUS Ha
OTIpeICNIEHHBIX TEPMHUHAX, (QOopMynaxX, MPUMEHsSI BBIICICHHUE XUPHBIM MIPU(TOM, KypPCHB,
MoTYepKUBaHHE.

Bce crpanuiisr 00s3aTeIbHO TOKHBI OBITH MPOHYMEPOBaHbl. HymMeparius TiCcTOB T0JDKHA
OBITh CKBO3HOW. Hymeparusi TUCTOB HauMHAETCS C TPEThero Jjucra (Tociie CoAepKaHus) U
3aKaHYMBAETCA MOCciaenHUM. Homep cTpaHUIbl Ha TUTYIHHOM JIMCTE HE mpocTaBisercs. Homepa
CTpaHUL IPOCTABJISIIOTCS B LIGHTPE HMXKHEHN YacTH JincTa 6€3 TOUKH.

CHHCcOK HUCIOJIb30BAHHOM JIMTEPATYPHI U MIPHUIIOKEHUS BKIIOYAIOTCS B OOIIYI0 HYMEPAIIUIO
JIUCTOB.

Odopmiienne TuTepaTypsl:

Kaxxaplit HCTOYHMK AOIKEH COAEpKaTh ClEAYIoIne 00s3aTeNbHbIe PEKBU3HUTHI:

- (hamuUsL ¥ MTHUIHAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3/1aTeNBCTBO;

- MECTO U3/IaHUS;

- TOJ] U3/1aHUsl.

Kpurepuu onenku pedepatosn:

- AKTyalbHOCTb TEMBI

- CoOTBETCTBUE COZEPKAHUS TEME

- 'myOuna npopaboTku maTepuana

- [IpaBuIbHOCTD U MOJHOTA UCTIOIB30BAHUS UCTOYHUKOB

- CootBercTBHE OQOpMIICHHS pedepaTa CTaHIAPTOM.

COTJIIMYHOM:

1. mpucyTCTBHE BCEX BBIIICNIEPEUHCICHHBIX TPEOOBaHUIA;

2. 3HaHMWE Yy4YallUMCs MH3JI0KEHHOro B pedepare marepuala, yMEHHE TIpPamMOTHO U
apryMEHTUPOBAHO U3JIOKUTH CYTh POOJIEMBI;

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

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

5. yMeHue aHanu3UpoBaTh (HAKTUUECKUH MaTrepual U CTAaTUCTUYECKHE JaHHBIE,
UCIIONIb30BaHHBIC MTPH HANMCaHUU pedepara;

6. HalM4yhe KauyeCTBEHHO BBIMOJHEHHOIO MPE3eHTAlMOHHOTO MaTepuaia Wi (u)
pa3gaTroyHoro, He IyOJIMPYIOIIETO OCHOBHOW TEKCT 3al[UTHOTO CJIOBA, a SBISIOMIETOCS €ro
WUTIOCTPATUBHBIM (DOHOM.
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«XOPOIIIO»:
1. Mmenkue 3amedanus mo opopmiieHuto pedepara;

2. He3HAUUTENbHbIC TPYJHOCTH 110 OJHOMY M3 IEPEUUCIICHHBIX BbIIIE TPEOOBAHUH.
«YAOBIIETBOPUTEIHHON:

1. Tema pedepara packpbiTa HEIOCTATOYHO TOTHO;

2. HENOJIHBIM CIUCOK JINTEPATYPhl U HCTOYHUKOB;

3. 3aTpyAHEHUSI B U3JI0KEHUH, apTyMEHTHPOBAHUH.

«HEYOBJIETBOPUTEIILHO»:

TeMa He pacKphITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3a/1aHUI
B tecre HeoOxoauMo BEIOpaTh IPABUIIBHBIN OTBET (MX MOXKET OBITh HECKOJIBKO) MM YKa3aTh
MOCIIE0BATEIHHOCTh OOBEKTOB.
1. lokyMeHT — 3T0:
1. 3adukcupoBaHHas HA MATEPUAILHOM HOCUTENE HH(OPMAIIUS C PEKBU3UTAMH,
MO3BOJIIOIIMMU €€ UIEHTU(UIINPOBATS.
2. Hocurens nHbOpMaIum, UCIOJIb3yeMOH B ENSAX PErYIUPOBAHMS COIUATBHBIX OTHOIICHHA.
3. Undopmanus, 3admkcrupoBaHHast TIOOBIM CITOCOOOM Ha JIFOOOM HOCHTEJE.
2. MoaIMHHMK JOKYMEHTA — 3TO:
1. TlepBbIit MM €QUHCTBEHHBIN SK3EMIUISP TOKYMEHTA.
2. DK3eMIUISIp T0KYMEHTa, C KOTOPOTO CHSATA KOIHS.
3. IOpuanyeckasi cujia J0KyMEHTAa — 3TO:
1. OcobennocTy BHEIIHET0 0OPMIICHHS TOKYMEHTA.
2. CBUAETENBCTBO HAIMYHS B JOKYMEHTE MOJIOKEHHIT HOPMAaTUBHOTO XapaKTepa.
3. CriocoOHOCTh JOKYMEHTA TOPOKAATh ONPE/IEIICHHBIE TPABOBBIC TTOCTIEICTBHSI.
4. UmeeT M OPUAUYECKYIO CHJIY JOKYMEHT, NOJYYEHHbIH M0 (paKCUMMIbHOMN CBSI3H?
1. Jla.
2. [a, mo cornamieHuto CTOPOH HHPOPMAITMOHHOTO OOMEHa.
3. Her.
5. Kakoii u3 nepe4nc/ieHHbIX PEKBU3UTOB He OTHOCHUTCS K PeKBU3UTAM y10CTOBepeHunsi?
1. I'pud yrBepxaeHus.
2. Ileuars.
3. OT™MeTKa O 3aBEpEHUH KOIHH.
4. Bu3sa coryiacoBaHusl.
5. Iloanwuce.
6. B kakoii moc/jie10BaTeJIbHOCTH A0/KHBI ObITH PACIOJI0KEHbI HAUMEHOBAHUA B 0JIaHKe
nucbMa GuiInaaa opraHu3anum?
1. OTKpBITOE aKIIMOHEPHOE OOIIIECTBO.
2. (OAO «Cubuedts»).
3. ®uiman B ropojae XaHTbl-MaHcHIICKe.
4. «Hedrsanas xomnanus “CuOHePTH ».
7. Kakue peKBU3UTHI BKJIKYAKTCA B 0JIAaHK MUCbMa?
1. Mecto cocTaBiieHHs WA U3AaHUS JOKYMEHTA.
2. 3aroyioBOK K TEKCTY.
3. HaumeHnoBaHue opranu3aiuu.
4. ToBapHBIi 3HaK (3HAK OOCITY)KUBAHUS).
5. HanmeHnoBaHue Buja TOKYMEHTA.
6. Anpecar.
7. CripaBOUYHBIC JaHHBIE 00 OPTaHU3AIIHH.
8. Ha xakoM 3k3emMILIsipe /1€JI0BOT0 MHCbMA, NOATOTOBJIEHHOM /ISl OTIIPABKHU aJpecaTy Mo
Nno4re, MPOCTABJISIOTCH BU3bI?
1. Ha noayiMHHUKE, OTIPABIISIEMOM aJipecary.
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2. Ha xonuu, nmoMeniaeMoi B AeJi0 OpraHu3aiuH.
9. Kakoii pekBu3uT 0)opMJIeH HENMPABUJILHO?
1. HaumeHnoBanue opranu3aiumn-aBTopa.

2. CipaBOYHBIE JaHHBIE 00 OPraHU3aIIUH.

3. laTa 1OKyMEHTA.

4. PeructpaiimOHHBII HOMEP TOKYMEHTA.

5. 3aroy0BOK K TEKCTY.

HexoMmMepueckoe NnapTHEPCTBO
«C'NJIBJAUSA TIPOPECCUOHAJIBHBIX PUDJITEPOB»
HcnonnutenbsHOMY AUPEKTOPY
Poccuiicko-
LIBENLAPCKOr0
3aropogHoe 1., 5, Mocksa, 118365 COBMECTHOTO
NpEeANPUSITHS
Ten. (495) 245-18-01; dakc (495) 245-30-00
«RussianTrust&Tradeltd.»
OI'PH 1127776500001
WHH/KIIIT 0112220000/011777000 r-ny ['.Il. CugopoBy
Bomnokonamckoe
1., 10,
Mockaa,
215080

10. Kakoii BapyaHT 0(p)OpMIJIEHHS CIIPABOYHBIX JAHHBIX 00 OPraHM3alUM U KOJI0B B
0JIaHKe OPraHM3aliHU ABJIsAeTCH NPAaBHIbHBIM

1. OO0I111eCTBO ¢ OTpaHUYECHHON 2. OO611ecTBO ¢ OTpaHUYEHHOM
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mockasa, yin. @epcMmana, 1. 5/1 V. @epemana, n. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 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/KITIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. Yto no:keH caenaTh pA0OTHUK OPraHU3aNMH, BUSHPYIOLIMA IOKYMEHT, €CJIM OH He
COIJIACEH C ero cojaep:kaHuem?

1. OTka3aTbCcst OT BUBUPOBAHUS TOKYMEHTA.

2. 3aBU3MPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHHUE.

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

1. O noroBope MoOCTaBKHU.

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

3. O HEBBINIOJIHEHUH 10TOBOPA.

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

1. 'enepanbHbIil JUPEKTOP [Hoanuce JLN. Cagukos
2. 3aM. reHepaJIbHOTO JUPEKTOPA [Toanuce O.I1. Pemu3zoB
3. N.o0. renepanbHOrO 1UpEKTOpa [Hoanuce O.I1. Pemu3zos
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14. Kak no/xHa 0bITh 0pOpMIIeHA MOANKUCH B MAChMeE, €CJIM KOMMeP4YeCKHUil JUPEeKTOop
¢pupmbr (H.U. CtapkoB) HaX0AUTCHA B OTIyCKe, 2 HCIIOJTHEHHE ero 00sI3aHHOCTel NPUKA30M
BO3JI07KE€HO HA 3aMecTUTeN st KomMmepueckoro nupekropa (E./l. TabakoBa)?

1. Kommepueckuii aupeKkTop [Hoanuce E.JI. TabakoB
2. 3aM. KOMMEpPUYECKOTO JTUPEKTOpA [Toanuce E.JI. TabakoB
3. N.0. koMmmepuecKoro AMpeKTopa [Moanuck E.JI. TabakoB
15. Hy:xHO Ji1 3aBepATh NeYaThI0 OPraHU3alMU IPUKA3bI PYKOBOAUTEIA?
1. Jla.

2. Her.

16. Kakoe nucbMo 3aBepsieTcst ne4aTbio?

1. T'apanTHitHOE TUCHEMO.

2. KoMmMepueckoe npeioxKeHue.

3. [Tucemo-mipocrOa.

17. Kakoii BapuaHT 0(pOpMJIEHHS Pe30JIONNH PYKOBOIUTEJIS SIBJISICTCS NPABUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpouty noocomosums 3aKarOyeHuUe IIpowty paccmompeme.
k18.04.2007. Iloonucws pykosooumens
Iloonucs pykosooumes 10.04.2007
10.04.2007

18. Kakoii BapuaHT 0popMJIeHUS OTMETKHU O HAJIUYUYU NPUJIOKEHHUS B
CONPOBOAUTEIbHOM MMCbMeE ABJISCTCS NPABUIbHBIM?
1. Ilpunosxxenue: ynomsinytoe Ha 3 1. B 1 3K3.
2. IlpunoxkeHue: o TekcTy Ha 3 1. B 1 7K3.
3. Ilpunoxenue: Ha 3 11. B 1 7K3.
19. Jlo/zKeH 1M HCIOJIHUTE/Ib, IOATOTOBUBIIMI TEKCT MMCbMA, BUBHPOBATH JOKYMEHT?
1. Jla.
2. Her.
20. Kakue HOpMbI NIPUMEHAIOTCS IS Pac4YeTa YMCJAEHHOCTH 1eJI0NPOU3BOICTBEHHOI 0
nepconaja?
1. Hopmsl BeIpabOTKH.
2. HopMsI BpeMeHu.
3. HopMmbl ynipaBisieMOCTH.
4. Hopmbl 00CITy>)KUBaHMUSL.
21. Kaxkoii BapuaHT (OpMYJIHMPOBKH MYHKTA PACIIOPSAAUTENbHON YaCTH NMPUKA3a SABJISIETCS
NpaBHIbHbIM?
1. 'maBHOMY OyXraiarepy NOArOTOBUTH U MPEICTABUTH HAa YTBEPKACHHUE CMETY PacXo/10B Ha
KOMaHJIUPOBKH
B 2007 r. B cpok 10 20.01.2007.
2. I'naaomy Oyxrantepy AmurpueBy I1.JI. moArOTOBUTH U MPEICTaBUTh HA YTBEPKICHHE CMETY
pacxonoB Ha komaHaupoBKHU B 2007 r. B cpok 10 20.01.2007.
3. I'maBHOMY Oyxrantepy OOO «Arat» I1.JI. JIMuTpueBy HOArOTOBUTH U MPEACTABUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKHU
B 2007 1.
4. Ilopyuuts rnaBHomy Oyxrantepy JAmutpueBy [1.JI. moAroTOBUTH M MpeaCTaBUTh HA
yrBepxacHHuE B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 r.
22. JIoKyMeHTO0000pOT — 3TO:
1. Tlepenava noKymMeHTa U3 OAHOW MHCTAHIIMU B IPYTYIO B IPOIIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHME JOKYMEHTOB B OPraHU3allMi ¢ MOMEHTA UX CO3JaHMs WU TOJIy4YEHUS 10
3aBEPILICHUS UCIIOJIHEHUS WU OTIIPABKHU.
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3. JIBuKeHre KOMITJIEKCa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, IPUHATHUS M UCIIOTHEHUS
pelIeHUH.
23. SBasiercs 4 3a1a4a COBepUICHCTBOBAHHUA (OPM U MeTOI0B PadoThl C JOKYMEHTAMH
3apavei cayxonr JOY?
1. Ja.
2. Her.
24. Kakoii JOKyMEHT OTHOCHTCSI K HeperucTpupyemMbiM?
1. ITucemo-3ampoc.
2. Xano0Ga rpaxmaHuHa.
3. ConpoBOAUTEIBLHOE MTUCHMO.
4. PexiaMHOE TUCHMO.
25. JoJkeH id pa0oTHHUK c1y:k0b1 JLOY, ocymiecTBISIOIIUNA KOHTPOJIb 32 UCIIOJTHEHHEM
AOKYMEHTOB, HATIOMHMHATH HCIOJHUTEISM O NPHOJIMAKEHUN CPOKOB MCIOJTHECHHS
HAXOAAIIUXCH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MakCMMAJIbHBIN CPOK HCIIOJHEHHs O0pallieHuil rpakaan?
1. 15 nueit.
2. 30 nuei.
3. 45 nueit.
4. 60 nuei.
27. B KakuX JHAX YCTAHABJIUBAKOTCH CPOKHM UCIOJHEHUSA TOKYMEHTOB?
1. B xaneHaapHbIX THSX.
2. B paGounx gHsX.
28. K10 MO:KeT nepeHecTH CPOK HCIOJHEHHUS NOPYYEHHs], OJTY4eHHOr0 U3 BbIIIECTOS IIeH
opranusanum?
1. PykoBoauTenb opraHu3aluy, UCIIOIHSIOIEH TOpyUEHUE.
2. PykoBOIUTENb BBIIECTOSIIEH OpPraHU3AINY.
3. Cnyx6a J10Y opranusanuu, UCTIOTHSIOMIEH TOpYYEHHE.
29. Kakoii u3 kjiaccupukaTopoB MOKeT HCIOJIb30BATHCS MPHU PerucTPpanumn
NOCTYNAIOMINX JOKYMEHTOB?
1. Kimaccugukarop H10KHOCTHBIX JIUII.
2. Knaccugukatop BHIOB POAYKILIUH.
3. Knaccudukarop eauHULl aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO IETICHHUSL.
30. Kakoii JOKyMeHT cocTaBJisieTcsl IPH He00X0AMMOCTH 3a(PMKCHPOBATH CJI0KHBIIYIOCS
CUTYAlUIO UM O0HApYKeHHbIe (PaKThI?
1. ITpoToxou.
2. CnpaBka.
3. AKT.
31. Kakoii 10KyMeHT TpedyeT yTBep:KIeHHUsl PYKOBOAUTE/eM OPraHu3anum?
1. [TonmoxxeHue o OyxranTepuu.
2. CnpaBka 0 3a10JKEHHOCTH MPEANPUSITHUSA.
3. IInceMo-3a11poc O MPeAOCTaBICHUH HHPOPMALIUH.
4. ITpoToko 3acelaHusi COBETa TUPEKTOPOB.
32. KakuM 00pa3oM B OPraHM3aluM PACHPeesIIOTCs 00513aHHOCTH MKy PYKOBOACTBOM,
B TOM YHCJIe IPABO MOANMUCHIBATH JOKYMEHTbI?
1. YcTanaBinBarTCs B COOTBETCTBUU C YCTHBIMH PaCHOPSHKEHUSIMU PYKOBOIUTENS.
2. YcTaHaBIMBAIOTCS MPUKA30M PYKOBOIMUTES.
3. YcraHaBIMBaIOTCSA B MHCTPYKLUU 110 JEIONPOU3BOICTBY.
33. Cko0JIbKO 3K3eMILIAPOB MPHUKAa3a NOANNCHIBACT PYKOBOAUTEIb?
1. Heckoubko.
2. JIBa.
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3. OnuH.

34. Ha xoro MOXeT ObITh BO3JIOKEH KOHTPOJIb 33 UCIIOJITHEHUEM B TIOCIIEIHEM ITyHKTE TIpUKa3a?
1. Ha pykoBoauTensi CTpyKTYpHOTO MOAPA3ACIICHHUS.

2. Ha 3amecTtutens pyKOBOJMUTENS] OpraHU3alluH.

35. Kakoe yTBep:k1eHue siBJISIETCA NPABUIbHBIM?

1. B kaxxnoii opranu3anuu 10JKHA OBITH CBOJIHAS HOMEHKJIATypa /1€ U HOMEHKJIATyphl e
CTPYKTYPHBIX MOAPA3ACICHUM.

2. B xaxoii opraHu3aiuu J0JKHA OBITh CBOJIHAS HOMEHKJIATypa Jel.

3. B kax 0¥ opraHu3aium J0JDKHBI OBITH TOJEKO HOMEHKIIATYPHI JIENT CTPYKTYPHBIX
MoJpa3IeICHHM.

36. Kakue npu3Haku oTpakeHbl B 3arosoBke geja: «IIporokoasl 3acenannii Copera
JMPEKTOPOB 001eCTBA»?

1. KoppecnoH1eHTCKUI.

2. HomMuHanbHbIM.

3. ABTOpCKHUH.

4. IIpeaMeTHO-BOTIPOCHBIN.

37. Kaxkoii 3aroJioBOK JeJia Bbl CUMTaeTe NPABUWJIBHbIM?

1. JIOKyMEHTBI O CTPOUTEIBCTBE TOPTOBOTO LIEHTPA.

2. Pacyetsl, cMeTHI, I1aHBI PA0OT, IEPENHUCKA U JPYTUe JOKYMEHTBI O CTPOUTEIHCTBE TOPTOBOTO
LEHTPA.

3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTOBOTO IEHTPA (PacyeThl, CMETHI, IIJIaHBl PA0OT, IEpenucKa
u ap.).

38. JlomycTumo Jiu (popMHPOBATH NePeNnucKy B Jesia mo npuHuuny: «Bxoasimas
KoppecnoHaeHus», « Ucxoasmas KoppecnoHaeHuus» ?

1. Jla.

2. Her.

39. MoKHO JI1 IOMelaTh B O/THO €10 JOKYMEHTbI BpEMEHHOI'0 ¥ TOCTOSIHHOTO CPOKOB
XpaHeHusi?

1. Jla.

2. Her.

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

1. JInunoe neno.

2. Ilpuka3bl opraHu3aluy 1o JMYHOMY COCTaBY.

3. Ilepenucka ¢ opraHamMu BJIAaCTU U YIIPABIICHUS.

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

1. B 2010 ronay.

2.B 2011 rony.

3.B 2012 rony.

42. Ha xakoM 3Tamne 00padoTKH /1eJ1a MPOBOJAUTCS HyMepauusi JUCTOB?

1. Ilpu 06paboTke nena s mepeiay Ha apXUBHOE XpaHEHHE.

2. I1o 3aBepiieHNH AEI0NPOU3BOJCTBEHHOTO rO/Ia.

3. [Ipu nomenieHn UCIOTHEHHBIX IOKYMEHTOB B JEJIO.

43. Kakue Tpu Bua onucei eJ1 COCTABJISIOTCA B OPraHU3aANUM NPU MOATOTOBKeE JeJI IJIs
nepeaavn Ha ApXUBHOE XpaHeHue?

1. Onuch NpUIIOKEHUN K JOKYMEHTaM.

2. Onuce Aen NOCTOSIHHOTO XpaHEHUS.

3. Onuck nen BpemeHHoro 110 10 met xpaHneHus.

4. Onuck Aen 1o JMYHOMY COCTaBYy.

5. Onuck en BpeMeHHOTo cBbiiie 10 JIeT XpaHeHusl.

6. Onuce nen, noasiexalux YHUUTOKEHHIO.
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44. Ha xakoMm 3Tane yTBepP:KIAKTCH AKThI O Bbl/IeJIEHNH JOKYMEHTOB ¢ HCTEeKIIMMHU
CPOKaMH XpaHEeHMs K YHUUYTOKeHUI0?
1. JTo yTBEepkKAE€HUS OIUCEN JEII.
2. ITocne yTBepKI€HUS ONUCEN AEI.
3. OIHOBPEMEHHO C YTBEPKIACHUEM OMUCEH /eIl
45. K10 yTBep:KIaeT HOMEHKJIATYPY AeJI OPraHu3aluu, ONMUCH JOKYMEHTOB U AKThI 0
Bbl/ICJICHNH JOKYMEHTOB K YHUYTOKEHUIO?
1. DkcnepTHas KOMUCCHSI OpTaHU3ALIH.
2. PyxoBoauTenb opraHu3aluy.
3. ApXuB, TPUHUMAIOIIMNA TOKYMEHTHI TAHHOW OpraHU3allii Ha XpaHEHUE.
Kpurepun onieHKkn TeCTOB:

TecT - cuctema craHIapTU3MPOBAHHBIX 3aJaHU, MO3BOJIAIONIAs IPOLEAYPY U3MEpPEHUs
YPOBHS 3HAaHMM M yMEHUH oOydJaromerocs, SBIAIOTCA MpocTeimeil ¢opma KOHTPOJ,
HalpaBJieHHAss Ha TMPOBEPKY BIIAJEHUS TEPMUHOJOTUYECKUM alIapaToM, COBPEMEHHBIMU
WH(OPMAIIMOHHBIMU TEXHOJOTHSIMU i KOHKPETHBIMH 3HAHUSMU B 00JIaCTH (yHIaMEHTAIBHBIX U
NPUKIAJHBIX JAUCHUIUIMH. TE€CT COCTOMT M3 HEOONBIIOTr0 KOJUYECTBA AJIEMEHTAapHBIX 3a/ay;
MOXET TPEJIOCTABIATh BO3MOXKHOCTh BbIOOpa M3 MEPEYHsl OTBETOB; 3aHMMAET 4YacTh Y4eOHOTO
3aasaTUs (10-30 MUHYT); MpaBWIbHBIE PEIICHHS Pa30MPAIOTCS HA TOM JK€ WM CIEIYIOIIEM
3aHSATUU; YaCTOTA TECTUPOBAHUS OPENIEIAETCS MPENoiaBaTesieM

[Ixkana oueHok TecTa

Menee 50% - «HEeyAOBIETBOPUTEIBHO»

51-60% — «ynOBIETBOPUTETBLHO
61-80% — «xopo1io»
81-100% — «oTInuHO»

Tunosble 3a1aHus IS NPOMEKYTOYHOM ATTECTAIINN

3.5. IlepeyeHb NpUMEPHBIX BONPOCOB /IJIsl YCTHOI'O OIPoca

1. okymeHnTanuonHoe obecrneuenue ynpasienus (J{OY).

2. 3naveHue qokyMeHTa B Typusme. Mecto JIOY B nesTenbHOCTH MEHEIHKEPOB.

3. YpoBHU ympaBiaeHUS M TMPOLECCHl OpraHU3alMU. YPOBHM YIPABIEHUS B MaJoH
opraHu3anuy (PyKOBOASIIMNA M ONEPATHUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOISIIUMA,
CTpaTEeruuecKuii, TAKTUIECKUI U ONEPAaTUBHBIN).

4. JlokyMeHTHpOBaHHbIE MH(pOpPMAIUS M YHOPaBIEHYECKHE PEIICHHUS] COOTBETCTBYIOIIMX
YPOBHEM.

5. JIOKyMEHTBI, MCHOJb3yEeMbIE PYKOBOAMTEIAMH W HWCIOJHHUTENISIMH IPHU BBINOJIHEHUU
CBOMX TNPOIIECCOB (MPaBOBbIC, OPraHU3ALMOHHO- PACIOpPAIUTEIbHBIC, TJIAHOBO-(pPUHAHCOBEIE,
BHEIIHNE HOPMATHBHbIE, BHYTPEHHHUE HOPMATHUBHBIE U TEXHUUYECKHE).

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

7. HopMaTtuBHO-TIpaBOBOE ¥ HOPMATUBHO-METOAWYEeCKoe  peryaupoBanue IOV
(HaIMOHANBHBIE CTAHAAPTHI, TOCYJAPCTBEHHAs CHCTEMa JOKYMEHTAI[HOHHOTO O0ecreyeHus
yrnpasieHus u ee nenu, [OCT P 7.0.8-2013 «/leonpou3BoACTBO U apXUBHOE J1€710. T€pMUHBI U
ompenenenusi, ['OCT P 7.0.97-2016 «YHupuuUpOBaHHBIE CHUCTEMBl JOKYMEHTALIUH.
YHuduimpoanHas ciucreMa opraHu3alliOHHO-PACTIOPSAUTENBHON TOKyMeHTaluu. TpeboBaHus K
oopmiteHHIO TOKYMEHTOBY, OOLIEpOCCUICKUI KiTacCU(UKATOP YIIPABICHYECKON JOKYMEHTAIUH,
rocyaapcTBeHHbIe HHCTpyKImu 1o JJ0VY).

8. OcHOBHBIE (DYHKITUH YIIPABICHUS CEPBUCHOM NI TEIBbHOCTBIO.

9. TlonsTue knaccupuKaIuy JOKyMEHTOB.

10. Knaccudpukanuss JOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUS, 1O chepe
WCITOJIB30BaHUS, 10 MECTY COCTaBJICHHSI, IO TPUdy OrpaHUYCHHS A0cTyna (Tpudbl JOKYMEHTOB),
[0 TIPOUCXOXJIEHHUIO, O IOPUIMYECKOW 3HAUYMMOCTH, TO (OpMe H3II0KEHHUs, MO CpOKaMm
XpaHEHHUS.
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11. ToHsTHE »BIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DJICKTPOHHOMY JOKYMEHTY.
[IpeumyiiecTBa 1 HEAOCTATKH 3JIEKTPOHHOIO TOKYMEHTA.

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

13. YHupUIMpoBaHHBIE CUCTEMbI ITOKYMEHTAIMU: MOHITHE, BUAbI (OpraHU3alMOHHO-
pactopsIANTEIbHON JOKYMEHTAIMH; OaHKOBCKOM JTOKyMEHTAIluu; (UHAHCOBOW, y4YETHOH M
OTYETHOM OyXrantepckoi TOKyMEHTAIlMK OIOJKETHBIX OpraHU3alluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAlMW; YYETHOU U OTYETHOM NOKYMEHTAUWU MPEANPUATUI; JOKYMEHTALHUH 110 TPYLY;
nokymeHTaiuu [leacuonnoro gonna PD).

14. HeoO6xoauMoCTh €AMHBIX TpaBuil odopmiileHus HOKyMeHTOB. (COCTaB pPEKBHU3HTOB
nokyMeHTOB. [IpaBuiia opopmiieHHsI pEeKBU3HUTOB.

15. TloHsiTHE OPUIAMYECKOTO 3HA4YEHUSI JOKyMeHTa. HOpuauyecku 3HaYMMble PEKBU3UTHI
nokyMeHTa. FOpunndeckoe 3Ha4eHUE IMEKTPOHHOTO IOKYMEHTA.

16. Tlonstre s3bIKa CIYKEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTb U SICHOCTb; JIAKOHMYHOCTh, YOEAMUTENBLHOCTh; HEUTPaIbHOCTh TOHA
U3JI0KEHUS; HCIOJIb30BaHHE  YCTOWYMBBIX  CIOBOCOYETAHHMM — CTaHIAPTHBIX  0OOpPOTOB;
UCTIOJIb30BaHUE OOIICHPUHSITHIX COKPAILCHHH).

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

18. OcHOBHBIE TpyMIbl OPraHU3ALUOHHO-PACTIOPSIUTEIBHBIX JIOKYMEHTOB. DopMyJsip-
o0pa3el] OpraHN3alOHHO-PACTIOPSAUTEIIEHOTO JOKYMEHTA.

19. OcHoBHbIe BUIBI ycTaBOB. [IpaBuia cocTaBieHus.

20. Tlonsatue xoHTpakTa. TpeOoBaHus K KOHTpakTy. OCHOBHbBIE BUABI IOJOXKEHUH H
IpaBUjIa COCTaBJICHUS.

21. OcHOBHbIE BUJbl MHCTPYKLHI U IPABUJIA COCTABIICHUSI.

22. lloHsiTHE NOTKHOCTHOM MHCTPYKIIMHU U MPaBUIa COCTABJICHUS.

23. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

24. Ilonsitue pacnopspbkeHus. [IpaBuiia cocraBieHus.

25. Ilonatus pewmwenus U nporokosna. [IpaBuna cocraBieHus.

26. IlonsTHs MOKIaMHOM M CTy)XKeOHOM 3anmucok. [IpaBuia coctTaBieHHs.

27. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE H
LUPKYJISIPHBIE TUCHMA.

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

29. BapuaHThl aipecoBaHus MUCEM. A3bIKOBOM CTaHIAPT S3BIKOBOTO MUCHMA.

30. CraHpapTHbIM acleKT KOMIO3UIUMU JENOBBIX NuceM. PedeBoil ITHKET JAEIOBOTO
nrucbMa. @opmyiel oOpameHus. MexayHapoaHbIe THChMa.

31. YcraBHble TOKyMEHTHI. byXxraatepckue M CTaTUCTUYECKHE TOKYMEHTHI. [IOKYMEHTBI
BHYTPEHHETO PaciopsiIKa.

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

33. OOmas xapakTepucTuKa 10roBopa. TpeboBaHUs K COCTABICHUIO JJOTOBOPOB.

34. JloroBopHbIE OTHOLIECHHS MEXIY TYPONIEPATOPOM U TYPareHTOM.

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

36. JloroBopHbBIE OTHOIIEHHS MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

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

38. JlokyMeHTBI MO OpraHu3aluyi TYPUCTCKOTO MyTEIIECTBUA.

39. 3asBKa Ha OpraHU3aLUI0 TYPUCTCKOM MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypHUCTA.

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

42. JloroBOp O TYpHUCTCKOM OOCITY)KHBAHHMH M MPABHJIA €T0 COCTABICHUS.
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43. AreHTCKOE COrJalleHue.
44. KoHTpaKT 0 COTPYAHUYECTBE B 00JACTH TypU3Ma C HHOCTPAHHBIM MTapTHEPOM.

Kpurtepuu u mkajia oneHKH 0TBeTa MPUH YCTHOM OIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCSA, €CIIM 00yYarOUIUiicsa 1EMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTHUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMeEpaMu. B ocBeleHun cojepxaHus BoIpoca
HCIIOJIB3YCTCA aHATUTHYECKU I moaxona, 00OCHOBBIBAETCSI CBOSL TOYKa
3pEHMs; JIeNalTCsA COJAEepXKATelbHbIE BBIBOABIL. Marepuan H3JI0KEH B
OIIPEEICHHOM JIOTHYECKOM OCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCIOJIL30BaHUE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEILHBIMN.
Xopouo Xopouto CTaBUTCS, €CIW OOYydYaIOIMIACS JEMOHCTPUPYET TOCTAaTOYHO

MOJIHBI M TIPABWIBHBIA OTBET; BBIIIBUTAEMbIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJITBEP>K/IEHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3TUYHbIE MOIXOIbI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CJIIelNaHbl KpaTKUE BBIBOIbL;
MaTepuai U3JI0KEH B OMPEIEICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, TIPH
9TOM JOMYIIEHBbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
WCIIPABIICHHBIC 1T0 TPEOOBAHUIO MTPETOIaBaTENs.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydalOIIUWCA OMYCKAeT OJHY
HUTEeJIbHO CYIIECTBEHHYIO OIMMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI MpPaBUILHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIIBUTAEMbIC TOJIOKEHUS HEJOCTATOYHO
apryMEHTUPOBaHbl W HE TMOATBEPXKACHBI IPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIUCATEeNbHbIN, a HE KOHIENTYAIbHBI XapakTep;
Hay4yHas TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBaers | [Ipu neyoosniemsopumenvrnom oTBeTe OOYy4YalOMIMUACA JOMYyCKAaeT psif
OPUTEJBHO | CYIIECTBEHHBIX OIIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJISALINX
BONpOCax TpenojaaBarensi; HE MOXET JaTh HaydHoe OOOCHOBaHHE
po0JIeMbl; BBIBOJbI OTCYTCTBYIOT MJIM HOCSAT IMOBEPXHOCTHBIN XapakTep;
npeobiiagaet ObITOBasE TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIbHBIC HETOUHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.6. IlepeyeHb NpUMEPHBIX NPAKTHYECKUX 3aJaHUM

3ananme 1

CocraButh GopMy yuera MOCETUTEICH.

3ananue 2

CocTaBUTh CXE€My OPTraHHM3allMOHHOW M WH(OPMAIMOHHOW TMOAJECPKKH OTEPATHBHOMN
ACATCIIbBHOCTH PYKOBOAUTCIIA.

3aganue 3

IIpoananu3upoBaTh MHCTPYKLMIO 110 JAEIONPOU3BOICTBY Ha IIPEANPUATHH.

3aganue 4

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT ILIIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MIPABOBBIX U HOPMAaTHUBHO-METOIUYECKUX IOKYMEHTOB, PETJIAMEHTUPYIOLIUX JOKYMEHTUPOBAHNE
YIPaBJIEHYECKON JEATENIbHOCTH, OPraHu3aluio padoThl ¢ O(PHUIMATBHBIMU JOKYMEHTAMHU H
apXMBHOE XpaHEHHE JOKyMEeHTOB. HopmaTuBHbIE JOKYMEHTHI pACHOJIOKUTE IO MX
IOpUINYECKOH CUIIE.

3aganue 5
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[Mpoanamuzupyiite 'OCT P 7.0.97-2016. Cucrema crangapToB Mo HH(OpMAIH,
O6uOIMOTEYHOMY M M3/aTelIbCKoMY Jeny. OpraHu3aloOHHO-PAaCIOPSANTENIbHAS JOKYMEHTAIHS.
TpeboBanust k 0(OPMIICHUIO TOKYMEHTOB, OTBETHTE Ha CJIEIYIOIIUE BOIPOCHL:

1. KaxoBa 06macTs mpuMeHEHHUs JaHHOTO TOCYIapCTBEHHOTO CTaHapTa’?

2. W3 kakux pa3zenoB COCTOMUT JAAHHBIM AOKYMEHT? ONUIINTE KPaTKOE COAEpKaHUE
KaXKI0ro paszzena.

3. Jaiite ompeneneHue MOHATUIO «PEKBU3UT». CKOIBKO PEKBU3UTOB CYLIECTBYET Y
JTOKyMeHTa (110 JaHHOMY TOCYJapCTBEHHOMY CTaHIapTYy)?

4. Kakue TtpeOoBaHMS B COOTBETCTBUM C JAaHHBIM HOPMATHUBHBIM JIOKYMEHTOM
JOJIKHBI IPEBABIATHCS K OJJaHKaM JTOKYMEHTOB?

S. Kaxue npunoxenus cogepxarcsi B JaHHOM JOKyMEHTe?

3aganue 6

Ocoboe BHUMaHHE B JENONPOU3BOJCTBE YIENISIETCS XpAaHEHHIO TOKYMEHTOB. Hripke
MIEPEYHCICHBl OCHOBHBIE HOPMATUBHBIE AKThl, KOTOPbIE PETYIUPYIOT OPraHU3ALMI0 apXUBHOU
paboThI ¢ JOKYMEHTaMU, CAeaiiTe MUCbMEHHBINH KpaTKUii 0030p JaHHBIX IOKYMEHTOB:

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

— OO0 yTBepXKIE€HMU TMpaBUJ OpraHU3allMUd XpaHEHMs, KOMIUIEKTOBaHUS, YydeTa U
UCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanuu U APyrux apXUBHBIX
JIOKYMEHTOB B OpraHax TIOCYAapCTBEHHOM BJIACTH, OpPraHax MECTHOI'O CAaMOYIpaBJICHUS H
opraHusanusx: npukas Munucrepcrsa KyabTypbl PO ot 31.03.2015 r. Ne 526;

— OO0 yrBepxkaeHun IlepeuHss THUMOBBIX YHPABIEHYECKUX AaPXUBHBIX JIOKYMEHTOB,
00pa3yIoNMXCcsl B TPOLECCE NEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPABIICHUsI M OpPraHU3alHl, ¢ yKa3aHUEM CPOKOB UX XpaHeHus: npuka3z denepasbHOro
apxuBHOTro areHTcTBa ot 20.12.2019 Ne 236.

3aganue 7

Pewmnre cnenyromue 3anaun:

1. I'paxxnanka HectepoBa ycrpownach Ha padory B MUHHCTEPCTBO 0OIIEro u
npodeccuoHaabHOro obpazoBanus CBEpAIOBCKOM 00JIACTH W TMOJNydYWiIa MEpBOE 3aJaHUe OT
CBOET0 HEMOCPE/ICTBEHHOTO HavajJbHUKA: pa3paboTaTh HOMEHKIATYPY JAeN g GOpMHUpPOBaHUS
JOKYMEHTAIbHOTO (OHJAa TOCYAapCTBEHHOro opraHa. KakuMm JOKYMEHTOM JOJDKHA
PYKOBOJICTBOBAThCS rpaxkaanka HectepoBa? Kakue moyioKeHHs] 3TOro JOKYMEHTa OHA JOJKHA
Y4€CThb IIPU BBIIIOJHEHUH 3a4aHUS?

2. Axmmonepnoe obmectBo «Ilapyc» cozmano B 2003 r. Hossiii mgupexrop, U. U.
VBaHOB, MpHUCTYNMBLIMKA K BBINOJHEHUIO CBOMX oOs3aHHOcTe B 2016 1., pacnopsauics
YHUYTOXKUTh BCE JOKYMEHTHI MNPEIUIECTBYIOUIErO IEeprUoAa CYIIECTBOBAHUS OpraHU3aluu.
Hackonpko mpaBomepHO ero pacnopsbkenue? Kaxue TpeOGoBaHHMS HOPMAaTHUBHBIX JOKYMEHTOB
HapyleHbl B PE3yJbTaTe pacHopsbDKEHUs HOBOro aupekropa? Kakas mepa OTBETCTBEHHOCTH
MOXeT OBITh IpeaycMoTpeHa i aupekropa M. Y. iBanosa?

3. 00O «MoTbIIEK» B XOA€ MPOBEPKU €ro NEITEILHOCTH HE MPEAOCTAaBUIIO MPHUKA3
JUpPEKTOpa O Ha3HAYEHMHU JIMLA, OTBETCTBEHHOI'O 3@ apXMB. BBIACHUIIOCH, UTO JIMUHBIE J€Ta U
NpUKa3bl MO0 JUYHOMY COCTaBy XpaHWJIUCh B HeynopsaodyeHHoM Buue. Kto Hecer
OTBETCTBEHHOCTb 3a BBIABIICHHbIE HapylleHUs? Ha30BUTe HOpMaTUBHBIM JOKYMEHT, B KOTOPOM
IIPEAYCMOTPEHA OTBETCTBEHHOCTh 34 JaHHBIE HAPYIICHUSI U BO3MOKHBIE BAPUAHTHI HAKa3aHUM.

4. B xone mniaHOBOM IPOBEPKH TOCYJApPCTBEHHOI'O YHUTAPHOTO IPEANPHUATHS
BBISICHAJIOCh, YTO JOKYMEHTHI 10 JINYHOMY COCTaBY XPaHWIHMCh B IOJ- BAJIbHOM IOMEIICHHH,
KOTOpBIM 3aTONWJIO HAaKaHyHE NpUE3Ja KOMHCCHM, JOKYMEHTHI NPUILIM B HETOAHOCTBH: TEKCT
pa3MbIT, HHpopMaIus ctana HeunTaemol. Kakue mpasuiia paboThl ¢ JOKYMEHTaMH 110 JIMYHOMY
coctaBy Obuin HapymeHbl? KTo HeceT OTBETCTBEHHOCTh 3a HEINpPaBUIBHOE XpaHEHHUE
nokymeHToB? Kakast Mepa Haka3aHUs MOXKET ObITh TPUMEHEHa?

3ananne 8

BrimonauTe 3312015, B ciiydae HE0OOXO0AMMOCTH T00aBbTE HEAOCTAIOIIYIO0 HH(POPMAIIHIO:
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1. Ucnons3ys monoxenuss DexepanbHOr0 KOHCTUTYLHMOHHOTO 3akoHa «O
I'ocymapctBerHoMm repbe Poccuiickoit ®eneparuu» ot 25.12.2000 1. No 2-OK3 (pen. ot
30.12.2021), ykaxuTte, Kakhe OpraHbl YIpaBICHHUS HMMEIOT MPaBO MCIOIb30BaTh Ha OJaHKax
CBOMX JIOKYMEHTOB H300pakeHusi ['ocymapctBeHHoro rep6a. Kakwe BapuaHTBl M300paKeHUS
l'ocynapcTBeHHOTO repba ycTaHOBIIEHBI B 3aKOHE?

2. Ha nucte 6ymaru ¢popmara A4 yKaKUTE€ TOYHOE MECTOPACIIONOKEHNUE dMOIEMBI
WM TOBAPHOTO 3HAKa OpraHu3aliu.
3. Hcnonb3ys «O0b1mepoccuiickuin KJIacCU(PUKATOP YIPaBICHUYECKOU

JOKYMEHTAIIUN, ONpeesuTe Ko GOpMbI CIeTyIOMUX JOKYMEHTOB:

— MPHUKa3 O CO3JaHUH OpPraHU3alNN;

— yCTaB;

— YUpEeAUTENBHBIN JOTOBOP;

— IPUKa3 O pacrlpeae’eHnn 00s3aHHOCTEeH MEX Ty PYKOBOJICTBOM OpraHU3alIiH;

— 3asiBJIeHUE 00 YBOJIbHCHHH.

4. [IpaBunbHO OdopmMuTe pekBu3uThH «HamMmMeHOBaHHWE oOpraHu3zalnud — aBTOpa
IOoKyMeHTa», «HanmeHOBaHHE CTPYKTYpHOTO TOJpa3fefieHuss — aBTopa JOKYMEHTay,
«HanmeHoBaHUE JOJKHOCTH JIMIIA — aBTOPA IOKYMEHTa», UCTIOIb3Ys CIAEAYIOIINE TaHHbIE:

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

B) nupekTop MHCTUTYTa SKOHOMUKH, Y PaIbCKUN NEAArOTNYECKUI YHUBEPCUTET

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

— OpraHu3aluy;

- CTPYKTYPHOMY MOJIpa3JIeICHUI0 OpraHu3aluu;

— JIOJKHOCTHOMY JIMIY OpTaHHU3allUu;

— bU3IIEeCKOMY JTHUITY.

6. CocraBbTe U IPABHILHO OPOPMUTE PEKBU3UT «I pHd YTBEPKICHUS TOKYMEHTa.
JIOKyMEHT yTBEp>K/ICH:

— JOJKHOCTHBIM JIULIOM:

- reHepaibHbIM qupekTopoM AO «Pomamka» C. A. BacuiabKoBbIM;
- aupekropoM MAOY rumuazuu Ne 125 B. I1. Komapossivm;
- U3JIaHUEM PaCIOPSAIUTENILHOTO JOKYMEHTA:
— npukazoM aupektopa [TAO «Coeptpect» ot 05.09.2018 r. Ne 37;
- puKa3zoM MUHHUCTEPCTBA HAYKH M BBICIIIET0 00pa3oBaHus PO OT
18.10.2018 r. Ne 145;
- pelIeHreM KOJUIErHallbHOTO OpraHa:
— pELIEHNEM COBETA JUPEKTOPOB;
— pelIeHreM y4eHOro coBeTa 00pa3oBaTeIbHOM OpraHu3aluy.

7. VKaxuTte, 4To SBISAETCS 3aT0JIOBKOM:

- JOJIKHOCTHAS! MHCTPYKIIUS A€TIOTPOU3BOIUTENS;

— ycTaB 00IIECTBA C OTPAHUYCHHOM OTBETCTBEHHOCTHIO «CTPOMMHBECTIIPOMY;

— MpUKa3 o pueMe Ha padoTy;

— 3asBieHHE 00 YBOJIbHEHUH;

— rpaduK OTITYCKOB;

— aKT 00 YHUUYTOXKECHUU JTOKYMEHTOB C HCTEKIINM CPOKOM XPaHEHHS.

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

— IPUJIOKEHNE HAa3BaHO B TEKCTE;

- MPUJIOKEHUE HE Ha3BaHO B TEKCTE;

— IPWIOKEHUH B JOKYMEHTE HECKOJIBKO;

- MPUJIOKEHHE COPOLIIOPOBAHO;

— JOKYMEHT, ABJISIOIIUNCS NPUIOKEHUEM, UMEET IPUIIOKEHUS C CAMOCTOSITEIbHOM
HyMepalueil CTpaHulL;

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

26



0. OdopmMuTe HECKOIBKO BUOB IMOAIHCEH:

— noanuck aupekTopa AO «Pomamka» Ha pupMeHHOM OJIaHKE,

— noanuchk aupexropa AO «Pomamika» Ha TOKyMeHTe, 0pOPMIICHHOM He Ha OJaHKe
— MOAMKCH TUPEKTOpa U riaaBHoro Oyxranrepa AO «Pomarkay;

— MOJIKMCH 3aMECTUTENEH TUPEKTOPa IO OCHOBHOM JIEATENFHOCTH U (PMHAHCOBBIM

— BOIpOCaM;

— noanucu aupexropa AO «Pomaiuka» u nupexkropa AO «Bacunek»;

— MOJMUCH TOKYMEHTA, COCTABJIEHHOIO0 KOMHCCHEH IO CHHCAHHWIO MaTepUalbHBIX

IICHHOCTEIH;

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

Ompenenure, B YeM 3aKJIFOYAIOTCS OOIIME MPAaBUJIa PETUCTPAIIUN JOKYMEHTOB.

3ananue 9

Jlig Kakux JOKYMEHTOB YCTaHaBIMBalOTCA Cpoku wucnonHeHus? Kto ycraHaBiuBaer
WHJUBUlyalIbHbIE CPOKU HcmofHEeHUA? C Kakoro MOMEHTa HUCUYHUCISETCS CPOK HCIIOIHEHUs U
KOHTPOJIb 32 HCIIOJIHEHHEM JO0KyMeHToB? KakoB MOpsIOK MNpOJAJeHHs CpOKa HCIOJHEHUs
JOKymMeHTa?

3aganue 10

Omnpenenure BUJOBON COCTaB KaJIpOBOM JOKYMEHTALIUH.

3ananue 11

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

3aganue 12

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT ILTIOC», COCTaBbTE IMEpeueHb HOPMATHUBHO-
MPABOBBIX JOKYMEHTOB, CBSI3aHHBIX C JBH)KEHHMEM IIepCcOHajla B opraHu3anuu. JlOKyMeHTHI
PaCIIOIOKUTE IO UX IOPUTUYECKOMN CHUIIE.

3aganue 13

[To3nakomMbTech ¢ yHHUPHUIMPOBAHHBIMU (POpMAMH MPUKA30B MO JTUYHOMY COCTaBY,
HITATHBIM pacluCaHueM, rpauKoM OTIIYCKOB, OMpEIeNUTe OCOOEHHOCTH 3alOJHEHHUS 3THX
JIOKYMEHTOB.

3aganue 14

CocTaBbTe UTOTOBYIO CIIpaBKy O paccMoTpenuu nucbma (OO aBTopa, Bua obpamieHus
YKQKUTE CAMOCTOSITEIIHHO).

CocrtaBbTe 1 0OpMUTE CITy’KeOHBIC (IeTIOBBIE) MHChMA, B CIIy4ae HEOOXOIUMOCTH

3aganue 15

I. n00aBbTE HEJOCTAIONIYIO HH(DOPMAIIHIO:

1.1. TIucemo oOpa3zoBaTeNbHOW OpraHU3allMd O MPOBEACHHHM KOHKypCa Ha JIyUIIyIO
HCCIIEIOBATENLCKYIO paboTy 1o Teme «lcropust pomHoro kpas». Cpoku mpoBeACHUS KOHKYpca —
¢ (deBpans mo Mail TeKyllero roja, IMOJBEIEHUE WTOTOB U HarpaxJaeHue modOeauTeneii — B
utoHe. B npuitoxxenun — Ilonoxenue o KOHKypce.

1.2.  TluceMo-oTBeT u3aarenbcTBy «COKpaT» OT U3AATENbCTBA «ATPUYM» C COTJIACUEM
O COTPYIHUYECTBE II0 YYaCTHUI0O B BBICTABKE W3/1aBa€MOIl IUTEpaTyphl, KOoTopas Oynuer
MPOXOJIUTH B OKTSIOpE TEKYIIETo roja.

1.3.  Ilucpmo-cOnpoBOXAEHHE  3ampaiiuBacMod  HH()OpPMAIMM  BBIIECTOSIICH
OpraHMU3aIMH O €KEMECAYHBIX J0X0JaX ¢ MPOAaKu TOBAPOB.

1.4. TTucemo-3anpoc OO0 «Mup auBanoB» o OOO «Mebenb» ¢ mpocb0oil BEICIATH
KOMMEpPUYECKOe MPEeJIOKEHHE ¢ TPaiicoM 1IeH Ha TOBaphI.

3ananue 16

Kakue TtpebGoBanus criemyer coOmogateh mnpu dopmupoBanun nen? I[lodemy He
pexomMeHayeTcss JOPpMUPOBAHUE M XPAHEHUE TN Y UCTIOTHUTEINS?

3aganue 17
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Kak pacnosiosxeH JOKYMEHT BHYTpH €77

3aganue 18

VYkaxure, B YeM OTINYNE O(UITHATEHO-AETI0OBOTO CTUIISA OT JAPYTHX.
3aganue 19

[lepeuncnure 4acTo BCTpeyarompecs abOpeBUaTyphl CIOB.

Kpurtepuu u mkaJjia olieHKH pelieHus NPaKTHYeCKOro 3aJaHusl

Ouenka

Kputepun

OTanuyno

Omauyno  CTaBHUTCS, €CIOM  COACp)KaHWE pPadOTHI/OTBETa  IMOIHOCTHIO
COOTBETCTBYET 3ajaHuio. OOydarouuiics, AEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTH4YeCKOoe M TIyOOKOe 3HaHHME Yy4eOHOTO Marepuaiga, yMEHHUE
CBOOOJHO BBITIOJHATH MpakTHUecKoe 3aaaHue. [IonHo ocBemaeT 3aJaHHYIO
TeMy, €€ aKTYaJIbHOCTh W HOBH3HY. Marepuain H3JI0)KEH B OINpeNeeHHOU
JIOTHYECKOU NOCJIEI0BATENBHOCTH, JTUTEPATypHBIM  SI3BIKOM, C
UCTIOIb30BAHUEM COBPEMEHHBIX HAyYHBIX TepMUHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAT B TOJHOM O0beME HEOOXOOUMBIC 3HAHHS U YMEHUS;
YMEHHE T0JIb30BAaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JUTEPATypOii; 000CHOBAHHOCTh PE3YJIBTaTOB W BHIBOJIOB, OPUTHHAIBLHOCTH
UJICH; CIIOCOOHOCTD TPEACTABIATh PE3YJbTaThl UCCIIEAOBAHMS B TBOPUYECKOU
dopme; 000CHOBaHME BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTYYCHHBIX JaHHBIX. [IpoieMOHCTpUPOBaH JIMYHBIN BKIJIAJ 00ydYaroerocs
B pabory. OdopmieHue paboThl B IIEJIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBAHUSIM.

Xopowo

Xopowo craBuUTCs, €ClIH coAepXaHWe padoTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYET 3afaHuto. OOydamomuiics IEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEIEICHHOW JIOTMYECKOW IMOCIIEI0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHBIE OIMMOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC MO TpeOOBaHMIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTATOYHO, OTpakeéHa HOBU3HA TMOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaa oOydwaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHMSIM.

Ynosiaersop
HTEJILHO

[Ipu  yoosremeopumenvnom  OTBETE  coAep)KaHWe  pabOTHI/OTBETA
HEAOCTATOYHO IMOJHOCTBIO COOTBCTCTBYCT 3adaHUIO. 3a;[aHHe BBITIOJTHEHO
gactuyHo. OOyyarommiics IEMOHCTPUPYET HEIOCTAaTOYHOE OCBEUICHHE
SaI[aHHOﬁ TCMbI, JOMMYHICHBI NOTPCIIHOCTH U HECTOYHOCTH, NOIMYCKACT OAHY
CYIIIECTBEHHYIO OIHMOKY, HO 00JaacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
YCTpaHEHHs I0J PYKOBOACTBOM mpenoaasarens. HaydHas TepMUHOIOTHUS
UCTIONIB3YETCSI HEJAOCTAaTOYHO, BBIBOJBI HE OOOCHOBaHBI. JIMUHBIA BKIAn
oOyuaromerocsi B paboty HenmocratoueH. Odopmiienue paboTel He
MIOJTHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBAHUSIM.

Heynosiers
OPHUTEJIBLHO

[Ipu HeyoosnemsopumenvHom OTBETE conepKaHHE pPadOTHI/OTBETa HE
COOTBETCTBYET 3a/laHuio. B pabore mpoaeMOHCTPUPOBAH HU3KHUI YPOBEHD
3HAHWMA W YMEHHH, HaONIOMAI0TCSI 3HAYUTEIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNU HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHUYEH O0BEM
COJiepKaHUsl BBIOTHEHHOTO 3anaHus. OdopmieHne paboThl HE OTBEYAET
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Kpurepun u mkajna oueHK NPOMeKYTOYHOI aTTeCTAlMH - 3a4eTa
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OneHka «3a4T€HO» CTAaBUTCS, €CIM CTYJEHT IOJIy4W OLIEHKH «OTJIINYHOY,
«XOpOIIO», «YyIOBJIETBOPUTEIBHO» W/WIK <«3auTeHo» 3a 80% wu Oosee ceMHHapOB M
MPAKTUYECKUX padoT.

OmeHka  «HE  3a4TE€HO»  CTABUTCSA, €CIM  CTYJEHT  IOJy4WJ  OLECHKH
«HEYIIOBIICTBOPUTEIBHO» H/HIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHApOB M MPAKTUYECKHX
pabor.

8. YYUEBHO-METOJANYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE
JUCIUIIINHBI

8.1 . OcHoBHas JUTEpaTypa

1. Joponuna, JI. A. OpraHu3anys W TEXHOJOTHS JOKYMEHTAI[MOHHOTO 00eCIIeUCHUS
YIOpaBJICHUS : y4eOHUK U mpakTukym st By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u3l., mepepab. u mon. — MockBa : MzmarenbctBo FOpaiir, 2025. — 270 c. — (Bsicmee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : asnektpoHHbiii // OOGpa3oBareiabHas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116

2. PsboBa, C. B. JlokyMeHTanmMOHHOE OOEeCreYeHUEe YIPaBICHUYCCKON MEATCTbHOCTH :

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

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

8.2. JlonmosHuTeILHAS JJATEpPATypa
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N3narensctBo FOpaiit, 2025. — 397 ¢. — (Bricmee o6pazoanue). — ISBN 978-5-534-16692-
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MeToanyecKkue peKOMeH/IAHM 10 BeleHHI0 KOHCIEKTOB JIEKI Ui

KoncnektupoBanvue JeKIUMU — BaXKHBI IIar B 3allOMUHAHUU MaTepuana, I[03TOMY
KOHCIIEKT JIEKIUH HEOOXOIMMO HMMETh KaXKIOMYy CTYIASHTY. 3ajada CTYACHTa HA JIEKIHH —
OJIHOBPEMEHHO CIylIaTh IMpenojiaBaTesi, aHAIU3UPOBaTh U KOHCHEKTUPOBATH MH(POPMAIHIO.
[Ipu 5TOM Kak CBHIIETENBCTBYET MPAKTUKA, HE HYKHO CTPEMUTHCS BECTH JOCIOBHYIO 3aIlHCh.
Takum 00pa3om, JIEKIHIO MPEnoiaBaTeisi MOKHO KOHCIIEKTUPOBATh, IPH 3TOM BaXKHO HE TOJIHKO
BHUMATEBHO CIYIIaTh JIGKTOpPa, HO W BBUICNATh HauOoliee BaXHYI0 HHPOpPMAIUIO U
COKpAIIIEHHO 3amuchiBaTh ee. [Ipu 3TOM OJHO U TO e cojep)kaHue (PUKCUPYETCsl B COZHAHUU
YeThIpe pa3a: BO-MEPBBIX, NMPU CAMOM CIYIIAHWHU; BO-BTOPHIX, KOTJA BBIACISICTCS TJIaBHAs
MBICJIb, B-TPETBUX, KOTJIa TOJBICKHBAETCs oOoOmIaromas ¢pasa, W, HAKOHEI, MPU 3aIHCH.
Marepuan 3anioMuHaeTcsi 6oJiee MoJIHO, TOYHO U MTPOYHO.

Xopomuii KOHCHEKT — 3aJlof YEeTKMX OTBETOB Ha 3aHATHSIX, XOPOIIETO BBIMOJHEHUS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIBHBIX pa0d0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JICKIMOHHBIX 3aHATHUAX HeCOMHEHHA. [IpoBepeHo, 4To cocTaBieHue 3PGEKTUBHOIO KOHCIIEKTA
JEKIIUHA MOKET COKPATUTh B YETHIpE pa3a BpeMs, HEOOXOIUMOE ISl TIOJTHOTO BOCCTAHOBIICHUS
Hy)kHOW wuH(popMmanuu. g SKOHOMHUM BpeMEHHU, Tepen KaKIou JeKiuerd HeoO0XoauMo
BHUMATEJIBHO MPOYUTATh MaTepuan NpPeAbIIyIIeld JEKIHUU, BHECTH HCIPABJICHUS, BBIICIUTH
Ba)KHBIE aCMEKThl H3y4aeMOro MaTepuania

KoHcrekT momoraet He TOJBKO JIy4Ille YyCBaWBaTh MaTepHall Ha JIEKIIMH, OH OKa3bIBAeTCS
HE3aMEHUM IIPH MOJr0TOBKE dk3amMeHy. CrieoBaTeIbHO, CTYIEHTY B JAJIbHENUIIEM BaXXHO YMETh
0(QOPMUTH KOHCTIEKT TaK, YTOOBI BAKHBIE MOMEHTBI KYIbTYPOJIOTHIECKON HUeH ObLIN BBIICTICHBI
rpadguyecky, a TJIaBHYI0 HH(OpPMalMIO CleQyeT BBIACNATh B CAMOCTOSTEIbHBIE a03allbl,
bukcupys ee Ooiiee KpymHbIMH OYKBaMH WJIM LIBETHBIMH MapkepaMu. KOHCIIEKT MOMKEH UMETh
MoJIsI 11 3aMETOK. DTO MOTYT OBITh OuOIMorpaduyecKue CChUIKHM W, HAKOHEI, COOCTBEHHBIC
KOMMEHTapUH.

MeToanuyeckne peKOMEH AN 110 OPTraHU3aAIUN CAMOCTOSATEIbHOI PadO0ThI CTyIeHTa

Jnis MHAMBHyanu3aluu 00pa3oBaTEeNbHOIO Mpolecca camocTosTeNbHyo padoty (CP)
MO’KHO pa3JIeIUTh Ha 6a30BYIO U JOMOIHUTEIBHYIO.

BbazoBass CP o0ecrnieunBaeT MOJATOTOBKY CTYACHTA K TEKYIIUM ayJUTOPHBIM 3aHSTHUSIM U
KOHTPOJIbHBIM MEPONPUATHUSM [UIsl BCeX IUCIHUIUIMH ydeOHOoro ImaHa. Pe3ynabTaTtsl 3TOM
MOJTOTOBKU TPOSIBIISIOTCS B aKTUBHOCTH CTY/IEHTA HA 3aHITHUSX M B KAUECTBE BBIMOJHEHHBIX
KOHTPOJIbHBIX pabOT, TECTOBBIX 3a/JaHUM, CAENAHHBIX AOKIAZAOB U JPYTUX (POpPM TEKYILIETro
KoHTpoJs. bazoBas CP moxer BKIOYaTh cienyromue (GpopMbl paboT: U3ydeHUE JEKIIHOHHOTO
MaTepuaia, MpeaycMaTpHUBAlOIIMe MPOpadOTKY KOHCIEKTa JIeKUUH U Y4eOHOM JUTepaTypsl;
nouck (mogbop) M 0030p JUTEpaTypbl M DICKTPOHHBIX HCTOYHHUKOB HWH(POPMALUU TIO
MHAMBUAYAJIbHO 33JJaHHOM MpobiieMe Kypca; BBIIIOJIHEHUE JIOMAIIHEro 3aJaHus WU JoMalllHen
KOHTPOJIBHON pa0oThl, BBIABACMBIX Ha MPAKTUYECKUX 3aHATUAX; HM3yYEeHHE Marepuana,
BBIHECEHHOTO HAa CaMOCTOSITEIbHOE U3yY€HHE; IMOATOTOBKA K MPAKTHUYECKUM 3aHSATHUSM;
MOJTOTOBKA K KOHTPOJIbHOM pab0Te WM KOJUIOKBUYMY; MOATOTOBKA K 3a4eTy, aTTECTAIlHsIM;
Harnucanue pedepara (3cce) 1Mo 3a7aHHoi mpodieme.

HononuurensHas CP HampaBineHa Ha yriayOleHHWE M 3aKpelUieHHE 3HAHWM CTY/ACHTa,
pa3BUTHE aHAJUTHUECKUX HABBIKOB MO MpoliemMaTuke ydeOHol aucuumiuHbl. K Heil oTHOcATCSA:
MOJTOTOBKA K 9K3aMEHY; BBIMIOJIHEHUE KYpCOBOW pabOThI WM MPOEKTA; HCCIEAOBATEIbCKAs
paboTa u yyacTHe B HAyYHBIX CTYJCHUECKHX KOH(EpEeHIMIX, CEMUHApax U OJUMIINA/axX; aHaAIIN3
HAyYyHOW MyONWKAllMM TI0 3apaHee ONpENCIICHHON TperojaBaTeleM TeMe;, aHau3
CTaTHUCTUYECKUX U (PAKTUYECKHMX MAaTepHaloB MO 3aJaHHONW TeMe, IMPOBEJCHHUE pacCUETOB,
COCTaBJIEHUE CXEM U MOJelieii Ha OCHOBE CTATUCTHUUECKUX MAaTEPUAIIOB U JIp.

B yueGHOM mporiecce BBIAENSAIOT J1Ba BHUJA CAMOCTOSITENIbHON paboThI: ayauTOpHas M
BHEAyIUTOpHAsl. AYAMTOPHAs CaMOCTOSITeNIbHAs pabdoTa MO JIUCHUIUIMHE BBIMOIHSICTCS Ha
y4eOHBIX 3aHATUSIX MO/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATENS U 110 €r0 3aJaHUSIM.
OcHoBHBIMU (hOpMaMHU CaMOCTOSITENILHON pabOThl CTYIEHTOB C YyYacTHEeM IpernojaBaTeneit
ABIIAIOTCA: TEKyIIMe KOHCYNbTALMK; KOJJIOKBUYM Kak (opmMa KOHTPOJSI OCBOEHUS
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TEOPETUYECKOTO COJACPKAHMS NUCHUIUIMH, MPUEM U pa3dop IoMamHuX 3adaHuii (B 4achl
MPaKTUYECKUX 3aHSATHH); BBIMOJHEHHWE KYPCOBBIX padbOT (IIPOEKTOB) B paMKaxX IUCIUILIAH
(PYKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3alllUTa KypCOBBIX paboOT (B dYachl, MPeIyCMOTPECHHBIE
y4eOHBIM TIJIAHOM); TIPOXOXKIEHUE U 0OPMIICHHE PE3YIIHTATOB MPAKTUK (PYKOBOJICTBO U OIIEHKA
yYpOBHS C(HOPMUPOBAHHOCTH NPO(HECCUOHATHLHBIX YMEHUN U HABBIKOB); BBIMOJTHEHNE BBITYCKHON
KBJIM(UKAIIMOHHOM paboThl (PYKOBOJICTBO, KOHCYJIbTUPOBAaHHWE U 3aIIUTa BBITYCKHBIX
KBaJTM(HUKAIIMOHHBIX PadoT) U Ap.

Bueaynutopnas camocTosTenbHas paboTa BBIMOJHSIETCS CTYAEHTOM 10 3aJaHUI0
mpernojaBarenisi, HO 03 €ero HemocpeacTBeHHOro ydactus. OCHOBHBIMH  (opMaMu
CaMOCTOSITEIbHOW pabOTHI CTYJICHTOB 0€3 yJacTHs MpernoaaBaTesield SBIsIFoTCA: (OpMUpPOBaHUE
U YCBOCHHME COJIEpKaHMs KOHCIIEKTAa JIEKIMHA Ha 0a3e PEKOMEHJIOBAHHOM JIEKTOPOM Y4eOHOMH
JTUTEPATYpPHI, BKITI0Uas HHHOPMAIITHOHHBIC 00pa30BaTEIbHBIC PECYPCHI (3JEKTPOHHBIC YUCOHUKH,
DJIEKTPOHHBIE OMOIMOTEKU | Jp.); HamuMcaHue pedeparoB, ICCe; MOATOTOBKA K MPAKTUYECKUM
3aHATUSAM (TIOATOTOBKA COOOIICHHWH, JOKJIAIOB, 3aJaHWi); COCTABJICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeid W3 COOTBETCTBYIOUIMX JKYPHAJIOB IO OTpacisM 3HAHUHN (MeAarorndecKux,
MICUXOJIOTHYECKUX, METOJAWYECKUX U Jp.); VYIAYOJICHHBI aHaliu3 Hay4HO-METOANYECKON
auTepaTypsl (MOATOTOBKA pEIEH3UN, aHHOTAlUA Ha CTaThlo, MOCOOWE W JIp.); BBINOJHEHUE
3aJaHuil Mo cOOpy Marepuajia BO BpeMs MPAaKTUKH;, OBJAQJCHUE CTYJECHTAaMH KOHKPETHBIX
y4eOHBIX MOJYyJIeH, BHIHECEHHBIX HA CAMOCTOSTEIbHOE H3yUeHHE; MOA00p MaTepuana, KOTOPbIi
MOKET OBITh UCITOJIB30BaH JIJIsl HaMMCaHUs pedepaToB, KypCOBBIX M KBATU(UKAITMOHHBIX PadoT;
MOJATOTOBKA TPE3CHTAIlM; COCTAaBIIEHUE TJIOCCApHUs, KpPOCCBOpAA MO KOHKPETHOH TeMe;
MOJFOTOBKA K 3aHATUSAM, TPOBOAUMBIM C UCIIOJIb30BAaHUEM aKTUBHBIX (OpM 00ydeHHUs (Kpyrible
CTOJIBI, TUCIYTHI, ICTIOBBIC UTPHI); AHAIHU3 JCIIOBBIX CUTYyallUid (MUHU-KEUCOB). ['paHUIIBI MEX Ty
STUMU BUAAMU pabOT OTHOCUTENbHBI, @ CAMU BUIbI CAMOCTOSITENIbHOM pabOThI IEpeCceKaroTCsl.

MeTtoauyeckue yKa3aHus 10 MOATOTOBKE K MPAKTHYECKUM 3aHATHAM

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

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

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

2. HallTH ¥ TpopabOTaTh COOTBETCTBYIOLIUE pa3/ieibl B PEKOMEHI0BaHHBIX HOPMATHUBHBIX
JTOKYMEHTaX, YAeOHUKAX U JOTIOTHUTEIHHOU JTUTEPaType;

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

4. mpoxyMaTh CBOE MOHWMAHUE CIIOXKHUBIIEHCS CUTyallMM B W3ydaemMou cdepe, myTtd u
CHOCOOBI pelIeHUs: TPOOJIEMHBIX BOIIPOCOB;

5. mpoayMaTrh pa3BepHYTble OTBEThl HA MPEAJIOKEHHBIE BOIPOCHI TEMbI, OMMPASCh Ha
JICKIIMOHHBIE MAaTEPHUAIIBI, PACIIUPSIS U JOMOHSS UX JaHHBIMUA U3 YI€OHUKOB, TOTOTHUTEIHLHON
JUTEPaATYPHI.

MeTtoauyeckue peKoOMeHAAINH 10 MOATOTOBKE KOMIBIOTEPHOM Mpe3eHTaAlul

IIpe3enTanus (OT aHrj. «presemtation» — MpeacTaBlIeHne) — 3TO Ha0Op KapTHHOK-
CJIaliJIOB Ha ONpEICNCHHYI0 TEeMY, KOTOpbIe XpaHATCS B (Qaiine cneuuanbHoro ¢opmara. Ha
KOKIOM Claiileé MOXHO COJAEpKaTb IPOU3BOJIBHYIO TEKCTOBYIO, TIpaduyecKyio WIu
BUJCOMH(DOpPMALINIO, AaHUMAIMIO, 3BYK W3 IMOATOTOBICHHOrO ayauodaiina, a Tak ke |
3amucaHHbIi ¢ MHUKpodoHa. [Ipe3eHTanmuu Jerko co3maBaTh C IMOMOIIBIO TMporpaMMbl MS
PowerPoint.

IIpe3eHTanuu npegHa3sHaAYeHbI AJS:

* OTOOpaKEHUs HATJIATHOCTH Y4eOHOT0/IEKIIMOHHOTO MaTepuaiia,

e YIIpaBJIEHUS y4eOHO-TI03HABATENbHOM 1€ATEIbHOCTHIO ayIUTOPHUH,

e KOHTPOJISI ¥ TIPOBEPKHU YCBOCHHSI MIOJAHHOTO MaTepuana,

e 00OOIICHHS U CUCTEMATH3aLMU 3HAHUH,
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e pEKJIaMbl TOBApOB, YCIYT,

e co3aanus (OTOAUTHOOMOB H T.I.

IIpe3eHTalUM MOKHO T€MOHCTPUPOBATH MO-PA3HOMY:

e Ha KOMIIBIOTEPE,

e Ha DKPaAHE C MOMOIILI0 MYJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJIedKpaHe 0oJbmoro Gopmara.

Co31aHHbIe MPe3eHTAIUN MOTYT COAEPKATh:

e TEKCT,

e U300pakeHus,

e IAarpaMMBl,

e PUCYHKH,

e KOMITBIOTEPHYIO aHUMAIIMIO MPOIIECCOB U SIBICHUIA,

* 3BYKOBOE COIPOBOKIECHHE,

e aBTOUTYPHI,

e TATPaMMBI

e TUTIEPCCHUIKHY;

e BUJICOPOJTHKH.

IIpaBuiia co3naHust MyJIbTUMEIUHHBIX MPe3eHTANM I

OCHOBHO€E MPABUJIO MPeE3eHTAIUI:

[IpocToTa, TakOHUYHOCTH (MUHUMAJIU3M B TOojjadye BU3yanbHOW mHMOpmarun). KpaTkoe
U3JI0KEHUE MaTepuaia, MakCuMaabHasi HHPOPMATHBHOCTh TEKCTA.

Caenyroniue npaBuiia npe3eHTaumia:

e UnTabenpbHOCTh (BUAUMOCTh M3 CaMbIX JATbHUX YTOJKOB MOMEUIECHUS U C Pa3IMYHBIX
YCTPOKCTB);

e OTCyTCTBHE HAKOIUJICHHS, YETKUI TIOPSIOK BO BCEM.

e TmraTenbHO CTPYKTYpHpOBaHHAS HHPOPMAIHSI.

e Hanuure KOpPOTKHX M JAKOHWYHBIX 3arojIOBKOB, MapKHPOBAHHBIX U HYMEPOBAaHHBIX
CITUCKOB.

e Baxxnyo uH(pOpMaIuio (HanmpuMmep, BBIBOJBI, OMpPENCICHHs, MpaBuia U T.1.) HYXHO
10/1aBaTh OOJIBIINM U BBIJIEJICHHBIM MIPUGTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy Claija.

e Bropocrenennyro nHPpOpMAIIHIO KeTaTelIbHO pa3MenaTh BHU3Y claiiia.

o Kaxxiomy mostoxxeHuto (Maee) Haio OTBECTH OT/ICIbHBIN ab3arl.

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

e lcnionb3oBathk TabnuuHbie GOpMBI peacTaBaeHUs WHPOpMaAIIUK (AHarpaMMBbl, CXEMBbI)
JUTSL ULTIOCTPAIMY BaXKHEHIHX (PAKTOB, YTO AACT BO3MOXKHOCTH MOAATh MaTepHall KOMIIAKTHO U
HaTJISHO.

e ['paduika 10KHA OPraHUYHO JOTIOTHSTH TEKCT.

e OOBsicHEeHHE HAJO pa3MellaTh Kak MOKHO OMIKe K WUTIOCTpalui, ¢ KOTOPHIMU OHU
JOJIKHBI TIOSIBJIATHCS HA YKPaHE OJTHOBPEMEHHO.

e IHCTpYKIIMH K BBIMOJHEHUIO 33/1a4 HEOOXOAUMO TIIATEIbHO MPOyMaTh OTHOCUTEIHHO
WX YETKOCTH, TAKOHUYHOCTH, OJJHO3HAYHOCTH.

e cnionb3oBaTh 3MOIMOHATIBHBIA (POH (XyI0KECTBEHHAs Mpo3a 3allOMHHAETCS JIydllle,
YeM CIelhaIbHbIe TEKCThI, @ CTUXU — JIyUIIle, YeM Mpo3a).

e Bcio TekcTroBylo uHOpMaLMIO HYXHO TIIATEIbHO MPOBEPUTH HA OTCYTCTBUE
opdorpapudeckux, rpaMMaTHIECKUX U CTHIMCTHYECKHUX OITHUOOK.

e [Ipon3BOAUTENHLHOCTD O/IABAEMOI0 MaTepHalia yBEJIUYUBAETCS, €CIU OJHOBPEMEHHO
3aJeiICTBOBaHbl 3PUTENBHBIM W CIyXOBOM KaHalbl BOCIPHATHA HHPOpMaLuu (3apyOeKHbIE
MCTOYHUKHU 3TO HA3bIBAIOT MPUHIMIIOM MoAanbHOCTH). [loaTOMy pekoMeHayeTcsi TaM, I/ie 3TO
BO3MO>KHO, HCIIOTB30BATh JIIsl TEKCTA U TpadUIeCKUX U300paKEHUI 3BYKOBOE COMPOBOKICHHE.

DuU3H0JI0THYeCKHE 0COOCHHOCTH BOCTIPUATHS IIBETOB U (hopM
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e Crumynupytoue (Temible) IBeTa CIOCOOCTBYIOT BO30YXIECHUIO U JCHCTBYIOT Kak
paszapaxuTtenu (B MopsAKe yObIBaHUS WHTEHCHUBHOCTH BO3JEWUCTBHUS: KpPAaCHBIM, OpaH>KEBBIi,
JKETTHIN).

o JlesunTerpupytoniye (XOJ0JHBbIE) IIBETa YCIOKAWBAIOT, BBHI3bIBAIOT COHJIMBOE
COCTOSTHUE (B TOM K€ TopsiaKe: (PUOJICTOBBIN, CHHHIA, TOTYOOU, CHHE-3€JICHBIH, 3eJICHBIN).

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

e CoueraHue IBYX IIBETOB — I[BETa 3HaKa W IBeTa ()OHA — CYIICCTBEHHO BIIMSET HA
3pUTENbHBII KOM(OPT, IpUYEeM HEKOTOpPbIE Maphbl I[BETOB HE TOJHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HampuMep: 3eJICHbIE CHMBOJIBI HA KpacHOM (OHE).

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

o IIBeroBas cxeMa JIOKHA OBITH OJMHAKOBOM JIJI BCEX CIIAMIOB.

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

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

e JlroOol BTOpPOCTENEHHBIH OOBEKT, YTO JBIDKETCS (AaHUMHPOBAHHBIN), CHHUXKACT
KAaueCTBO BOCIIPUATHUS MaTepuaia, OTBJIEKAET BHUMaHUE, HAPYIIAET €€ INHAMUKY.

e [Iloka3z cmaiioB ¢ (HOHOBBIM COMPOBOXKIACHUEM HEXKEIATEIbHBIX 3BYKOB (TIECEH,
MEJOAMI) BBI3BIBAET OBICTPYIO YTOMJISIEMOCTb, CIIOCOOCTBYET pAacCeMBaHUIO BHHUMaHUSA U
CHI)KAeT MPOU3BOIUTEIILHOCTh OOYUCHHUS.

e [Ilomuute! YemoBek MOXKET OJHOBPEMEHHO 3allOMHWHATh He Oosee Tpex (aKToB,
BBIBOJIOB, OITPEAECIEHUN.

o Kaxplii cnaiiJl JOJDKEH OTPa)KaTh OJIHY MBICITb.

e TeKCT NOMKEH COCTOSTh U3 KOPOTKUX CJIOB U MPOCTHIX MPEITIOKEHUM.

e Crpoka nomxHa comepxarhb 6-8 CloB.

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

o OO1mIee KOIMYEeCTBO CJIOB HE AOHKHO MpeBhIaTh S0.

e ['maronsel 1OKHEI OBITH B OTHON BPEMEHHOH (opMe.

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

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

e Crnaiiapl TOKHBI OBITh HE CIUIIKOM SPKUMH — JIUITHUE YKPAIIEHUS JIUIIL CO3/1al0T
Oapbep Ha yTH 3P hEeKTUBHON NIepenaun nHOpMaIUH.

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

o [loanucu k WILTIOCTpALUU pa3sMELIalOTCA MO0 HEM, a He HaJ| HEll.

o Bce cnaiipl mpe3eHTaum 10JKHBL ObITh BBIIEPKAHbI B OJJTHOM CTHIIE.

OO0mme npaBuJa NCNOJb30BaHUA IPUGTOB

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

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

e MOJTYXUPHBIN WIPUQPT Ha3BaHUS CTPYKTYpP TOKYMEHTA,

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

o «IIPSIMOI» OOBIYHBIN - OCHOBHOW MacCHB MH(GOPMAITUH.

2. TexkcTbl mNpe3eHTalMi, KOTOPBhIE HCIHOJIB3YIOT B TICUXOJOTHYECKH HaIMPSKEHHOMN
HECTAHJApPTHOW CHUTyalluM, HaA0 MOAaTh TApPHUTYPOH C YNPOUICHHBIM aJITOPUTMOM
pacrio3HaBaHus, Hampumep, mmpudtom Arial. DT0 1EenecooOpasHO BO BpeMs padbOTHI ¢
WHCTPYKIUSMU TPaBUI 0€30MaCHOCTH, HOPMATUBHBIMH aKTaMH, COTJANICHUSMH C MPaBOBBIMHU
WM UMYILECTBEHHBIMHU MTOCIEACTBUSAMU, YCIOBUSAMH OJUMITHAIHBIX 3aJaHUM U T.II.
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3. M36eraiite ucnosnb30BaHus Oojiee TpeX pa3IMYHbIX IIPUQPTOB HA OJHOM craiine.
WNuage uyurTaTenb NPEKAEBPEMEHHO YCTAHET, MOCTOSHHO TIBITAsACh BBIOPATh AITOPUTM
pacniozHaBanus mpu@Ta. VIckiaroueHne cocTapisieT MHCTPYKIUS MO UCTIOIb30BaHUIO IPU(TOB.

MeToanyecKkue peKOMeH/IalUM 110 MOAT0TOBKE U NMPOBeICHHIO 3a4eTa

3aueT BbICTaBiIsIETCSl 0e€3 ompoca MO pe3yiabTaTam paboThl CTyIAeHTa B TEUEHUE
TpUMecCTpa.

9. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITJIMHbI

TPGGOBaHI/IH K MaTepI/IaHBHO-TGXHI/I‘-IeCKOMy O6€CH€‘I€HI/IIO JOUCHUIIJIMHBI 110 THUIIAM
3aHITHIA:

- IJIs1 TIPOBEICHUS 3aHITHH JICKITMOHHOTO THTIA:

CHeIMallbHOE MIOMENIeHNe, yueOHass MeOellb, TEXHUYECKOE OCHAIIICHHUE.

- 1711 TIPOBEICHUS TPAKTUYCCKUX 3aHIATHI THIIA:

CHeIMallbHOE MIOMENIeHNe, yaeOHass MeOellb, TEXHUYECKOE OCHAIIICHHUE.

- I7Is1 TIPOBEICHUS TPOMEKYTOUHOM aTTeCTAINU:

CHeIMallbHOE MOMENIeHNe, yueOHas MeOellb, TEXHUYECKOE OCHAIIICHHUE.

10. OCOBEHHOCTHU OCBOEHUA JUCIUIIJIMHBI JIUOHAMU C OI'PAHUYEHHBIMU
BO3MOXHOCTSAMHA 3I0POBbS

OO0y4JaromMes ¢ OrpaHMICHHBIMHA BO3MOKHOCTSIMH 3J0POBBS MPEIOCTABIISIOTCS CICIUANBHBIC YICOHHUKH,
y4eOHBIC MOCOOUS U TUIAKTHYCCKIE MaTePHAIIbl, CIICIIUALHBIC TEXHIUCCKUE CPEIICTBA O0YUCHUS KOJUICKTUBHOTO U
WHIUBUAYAIGHOTO TONB30BaHUsS, YCIAYTH aCCHCTCHTa (THIOTOPA), OKA3bIBAIOUICTO OOYYAIOIIUMCS HEOOXOIUMYIO
TEXHUYECKYIO TIOMOIIIb, & TAKXKE YCIIYTH CYPIOIIEPEBOTIUKOB U THHIOCYPAONICPEBOTINKOB.

OcBoeHHE IUCHUIUIMHBI OOYYaIONIMMHUCS C OTPAHWYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBS MOXKET OBITH
OpPTaHMU30BAHO COBMECTHO C IPYTHMH O0YJAIONIUMICH, a TAKXKE B OTJCIBHBIX IPYyIIIaXx.

OcBOeHHE TUCIUILINHEI O0YYAIOIIUMICS C OTPAHWNICHHBIMU BO3MOKHOCTSIMA 3/I0POBBSI OCYIIIECTBISIETCS C
y4eToM 0coOEHHOCTEH CHXO0()U3NIECKOTO pa3BUTH, HHANBHAIYATBHBIX BO3MO)KHOCTEH W COCTOSIHUS 30POBBSI.

B menmsx DOCTYNMHOCTH HOJYYEeHHS BBICHIET0 OOpa3oBaHHSA IO 00pa30BaTEIBHON MpoTrpaMMe JHIaMHU C
OTPaHNYECHHBIMH BO3MOKHOCTSIMH 3/I0POBBSI IIPH OCBOCHUH AUCIIUTUTHHBI 00€CIICYnBaCTC:

1) aust AT ¢ OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0POBbSI IO 3PCHUIO:

— IPUCYTCTBHE THIOTOPA, OKA3BIBAIONIUI CTYICHTY HCOOXOIUMYK TEXHHYECCKYIO IOMOIIb C YYETOM
WHIUBUAYAIGHBIX OCOOCHHOCTEH (IIOMOTaeT 3aHATh pabouyee MECTO, MEePEIBUTATHCS, MPOYUTATh U O(OPMUTH
3a/laHue, B TOM YHUCIIC, 3alUCHIBas IO JUKTOBKY),

— IMHUCHMCHHBIC 3a/IaHUs, a TAKKE WHCTPYKIMH O MOPSAKE WX BBHITIONHEHUS O(QOPMIIFOTCS YBEIUYCHHBIM
mpupTOM,

— CHelMalibHbIe YUeOHUKH, YIeOHbIe TOCOOUS M TUAAKTHICCKHE MaTepHalbl (MMEIOIINE KPYITHBIN MPUQT
WM ayauoaie),

— MHAUBHIyaIbHOE paBHOMEpHOE ocBenieHne He MmeHee 300 Jrokc,

—TpH HEOOXOIUMOCTH CTYHCGHTY [IJs BBINOJHCHHWS 3aaHUS IPEJOCTABIACTCS yBEJIMYMBAIOIIEEe
YCTPOMCTBO;

2) IJIs AT ¢ OTPaHUYCHHBIMHI BO3MOXKHOCTSIMH 3JIOPOBBS IO CITYXY:

— IIPUCYTCTBHE ACCHUCTCHTA, OKA3bIBAIOUINIA CTYIACHTY HCOOXOIUMYKO TEXHUYCCKYI) MOMOIIb C YY4ETOM
WHIUBUAYAIGHBIX OCOOCHHOCTEH (IIOMOTaeT 3aHATh pabouce MECTO, TEePEeIBUTATHCS, MPOYUTATh U O(OPMUTH
3aJlaHKe, B TOM YHUCIIC, 3alUCHIBas IO JUKTOBKY),

— obecrieunBacTCsl HAJTHMYUEC 3BYKOYCHJIMBAIOIICH —AamiapaTypbl KOJUICKTUBHOTO IOJIb30BAHHSA, MPH
HEOOXOMUMOCTH  OOydaromeMycs TPEAOCTABISCTCS  3BYKOYCHIIMBAKOIIAS — amapaTypa HWHIWBUAYAILHOTO
MIOJIH30BAHUS;

— obecrieunBaeTCs HaAJISKAIIUMHU 3BYKOBBIMH CPECTBAMHU BOCIIPOM3BEICHUS HH(OPMAIIHH;

3) At IWII C OTPAHWYCHHBIMHA BO3MOYKHOCTSIMHU 30POBBS, HMEIOIINX HAPYIICHHUS OTIOPHO-ABUTATEIHLHOTO
ammapara:

— MMCHPMCHHBIC 3a/IaHUsl BBIIIONHSIOTCS Ha KOMIIBIOTEPE CO CHEIHAIM3MPOBAHHBIM IPOTPAMMHBIM
o0ecTieyeHreM TN HaINKTOBBIBAIOTCS THIOTOPY;

— TI0 JKEJIAHUIO CTYNICHTA 3aJ]aHUsI MOTYT BBITIOJHSATHCS B YCTHOH hopMe.
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