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cepBHca.

1. HEJIX OCBOEHUSA JUCHUIIJINHBI

[lenbto ocBOeHHS y4eOHOW AUCIUIUIMHBI «JlOKYMEHTAIIMOHHOE O0ECIICYCHHE YIPABICHHS
Ha MPEANPHUATUAX TYpU3May» SBIAIOTCA (HOPMUPOBAHKE Y CTYACHTOB CUCTEMBI 3HAHUIN M YMEHHUI
paboThl C JOKyMEHTaMH, HEOOXOMUMBIX i 3(G(EKTUBHOTO YNPABICHUS MPEANPUITHEM

2. MECTO JUCHUMIIJIMHBI B CTPYKTYPE OOII
Hucnununa b.1.527 «/lokyMeHTanimoHHOE Oo0ecredeHue yrpaBieHus Ha MPEIIPUSTHIX
TypU3Ma» BXOAMT B 00s3aTeNbHYI0 YacTh biok 1 JAucuurumn (Moayineil)
[lepeyeHr mnpeaIECTBYIOIMIMX W HOCIHEIYIOIIMX Y4eOHBIX AUCLMIUIMH, I KOTOPBIX
HE0OXOIMMBbI 3HAHUSI, YMEHUSI U HABBIKH, HOPMUPYEMbIE JAaHHON y4eOHOM AUCIUTUTHHOM:

[IpeamiecTByromye TUCUUILIAHBI (KYPCHI,
MOJyJIU, IPAKTHKH)

[ocnenyromue TUCIUILTHHBI (KYPCHI,
MOJ1yJIN, IPAKTHKH)

Puck-MeHe)KMEHT U aHTUKPU3HUCHOE
yIpaBiieHUE 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

Pe3ynbrathl 00yueHus

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

OIIK-2.1. OnpenenseT 1eu U 3a1a9u
NESATSILHOCTH TYPUCTCKOTO
MPEIPUITHS

3HATh LEIN U 3a0a9H
JEATEIBHOCTU TYPUCTCKOTO
TIPS ATPUATHS

YMETh OIPEIeATh LeJU U
3aJ1a4uM JAesITETbHOCTH
TYPUCTCKOTO MPEANIPHUITHS

BJIaJETh HaBBIKAMU
OTIpEIICIICHIS TSI 1 3a7a9
JEATEIBHOCTU TYPUCTCKOTO
MIPETPHUSITUS

OIIK-2.2. Ucmonb3yeT OCHOBHBIC
METOJIBI ¥ IPUEMBI ITAHUPOBAHUS,
OpTraHM3aIlUY, MOTUBAIUH, KOOPAHHAIIUU
W KOHTPOIIS ISATEILHOCTH OpraHu3anui
cdepsl Typu3Ma U UX MopasielicHAN

3HATh OCHOBHBIE METO/IbI U
HPHEMBI [UITAHUPOBAHUS,
OpraHu3alliy, MOTHBAIHH,
KOOP/AMHAIIMU U KOHTPOJISI
JESATENEHOCTH OpraHu3aHil
cdepsl Typu3Ma 1 uxX
nojApasaeaeHui

YMETh UCIIOJIb30BaTh OCHOBHBIC
METOBI U TIPHEMBI
TUTAHUPOBAHUS, OPTaHU3AIUH,
MOTHUBAIIAN, KOOPIUHAITIH H
KOHTPOJIS ACSATSIBHOCTH
OpraHu3anuii cepbl Typu3Ma u
WX TOJpa3JeIeHUI

BJIaICTh HAaBBIKaMU
HCIIOJIb30BaHNA OCHOBHBIX
MCTOJOB U IPUCMOB




[JIAHUPOBAHUS, OpPTaHU3ALINY,
MOTHBAIINHU, KOOPIWHAIINA U
KOHTPOJIS JESTEIbHOCTH
OpraHu3anuii cepbl Typu3Ma u
UX TIOApa3IeICHUN

4. OFBEM JUCHUILIMHBI U BUJIbI YYUEFHON PABOTHI

OOmuii 00beM AUCHMIUIMHBI COCTaBISAET 3 3aueTHhle equHMIBI, 108 akameMHUuecKux
JacoB.

Ounas ¢popma 0OyueHus

Bun yaeOHO# paboThI Bcero TpumecTpsl
4acoB
00 0100
4
KonTakTHasi padora (Bcero) 36 36
B TOM YHCJIE:
1) 3ansatus nexuonnoro tuma (JIK) 12 12
U3 HUX
— JIEKLIUH 12 12
2) 3anstusa ceMunapckoro tumna (I13) 24 24
U3 HUX
— cemuHapsl (C) 24 24

— npaktuueckue 3ausatus (I1P)
— nnaboparopHsie paboTsl (JIP)
3) rpymnIoBbie KOHCYJIBTAINN
4) vaauBUAyanbHas paboTa

5) NpoMeKyTOUHAsI ATTECTALIMS
CamocrosiTesbHas padora (Bcero) (CP) 72 72

B TOM YHUCIIE:
Kypcosoit npoexT (pabora)
PacuetHo-rpaduueckne paboTsl
KontponbHas pabora

Pedepar 20 20
CamomnoaroroBka (caMOCTOSITEIbHOE U3YUEHUE PA3JIETIOB, 52 52
npopaboTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepuaia u
MatepHaia yaeOHHUKOB U Y4eOHBIX ITOCOOHIA, TOrOTOBKA
K JTa0OPaTOPHBIM U TIPAKTHYECKUM 3aHITHSM,
KOJUIOKBUYMaMH T.1.)

ITonroroBka K arrecTanyuu

OOmuit 006eM, gac 108 108
dopma NpOMEKYTOUHON aTTECTALUN 3a4eTr 3a4er




3aounas Gpopma oOyueHHs

Bun yaeOHO# paboThI Bcero TpumecTpsl
4acoB
300 300

5
KonTakTHasi padora (Bcero) 12 12
B TOM YHCIIE:
1) 3ansatus nexuonnoro tuma (JIK) 4 4
U3 HUX
— JIEKLIUH 4 4
2) 3ansTusa ceMmuHapckoro tuma (I13) 8 8
U3 HUX
— cemuHapsl (C) 8 8
— npaktuueckue 3ausatus (I1P)
— nmaboparopHbie paboTsl (JIP)
3) rpynnoBbie KOHCYJIbTAUN
4) unauBUAyanbHas paboTa
5) IpOMEKyTOYHAsI ATTECTAIIHS 0,3 0,3
CamocrosiTeabHas padora (Bcero) (CP) 91,7 91,7
B TOM YHCIIE:
Kypcogoii mpoekt (padora)
PacuetHo-rpaduueckne paboTs
KontponbHas pabora
Pedepar 20 20
CamomnoaroroBka (caMOCTOSITEIbHOE U3YUEHUE PA3JIETIOB, 68 68
npopaboTKa ¥ MOBTOPEHHUE JIEKIIMOHHOTO MaTepHraa 1
MarepHaia yaeOHHUKOB U Y4eOHBIX ITOCOOHIA, TOArOTOBKA
K JJa0OpaTOPHBIM U MPAKTUUECKUM 3aHATHIM,
KOJUIOKBUYMaMH T.11.)
ITonroroBka K arrecTanuu 3,7 3,7
OOmuit 006eM, Jac 108 108
Dopma NPOMEKYTOUHON aTTECTAUH 3a4eT 3a4er

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

No paznena | HammenoBanue pasaena (TeMbl) Coneprkanue pasjena (TeMbl)
(TeMbr)

1 JlokyMeHTallMOHHOE IMonstue JTOKYMEHTAIlMOHHOTO o0ecrieueHus
obecrnievueHne yrpaBIeHUS KaK yrpaBineHus. OpraHu3aliioHHOE TOCTPOSHUE CITYKOBI
0Tpacib ACSATEIbHOCTH JIETONPOU3BOICTBA. 3amauu U GyHKIHH cay)oe1 JIOY.

Pernamenrtamus  cnyx6s1  JIOY. 3akoHopmarenbHOe
perynupoBaHue JeJI0npOr3BOJICTRA.

2 JlokyMeHTupOBaHUE [ToHsiTHE M 3HAUEHUE JOKYMEHTA B YIIPaBICHUECKON

YIIPABJICHUYECKOU IEATEIbHOCTU

nestenbHOCTH. COoCTaB ympaBiIE€HUYECKUX JTOKYMEHTOB.
O61erocynapcTBeHHbIE HOPMaTUBHBIE u
METOJUYECKHE JOKYMEHTBHL. TpeOoBaHHS K TEKCTY
JIOKYMEHTa. JJEMEHThl TEKCTa JOKymMeHTa. dopmaTsl
Oymaru u monsi. PexBusur nokymenra. Dopmyisip-
obpasen. brmank nmoxymenra. [lopsimox ampecoBaHus.

5




CornacoBanue, MO CAaHUE u
I[OKyMeHTa. OTMGTKa Ha ,Z[OKYMGHTG.

YTBEPKACHUS

3 Opranu3anusi paboThl ¢ [TonsiTie «IOKYMEHTOOOOpPOT», €ro aHalu3 W
JOKyMEHTaMu OCHOBHBIE JTambl. [IpuemM u mepBuuHas oOpaboOTKa
JIOKYMEHTOB. Pacnipenenenue MOCTYHUBIINX
JIOKYMEHTOB U perucrpainusi I0okyMeHToB. KoHTpoib
UCTIOJTHEHUS JIOKYMEHTOB. HNudopmannonHo-
crpaBoYHasi paboTa u oTIpaBka TOKyMeHTOB. [loHsTHE
HOMEHKJIATypbl [IeJl, €€ Ha3HaueHue U MOPAIOK
cocraBneHusi. DopmupoBaHue U OGOpMIICHHE eIl
XpaHeHue Jed.

4 TpeGoBaHwMsI 10 TTOJTOTOBKE PacniopsinutensHbie JTOKYMEHTHI (ITOCTaHOBJICHHS,
paciopsSAUTENbHBIX 1 pelIeHUs, pacTiopsKEeHUs, IPUKa3bl). AKT, TOPSAOK €ro
UH(POPMALIMOHHO-CITPABOYHBIX opopmnenus. CmyxeOHple 3amucku. [IpoTokod.
JIOKYMEHTOB CnpaBka.

5 JIOKyMEHTBI, YeraB M JIOKAJIBHBIE  HOPMATUBHBIE — aAKTHI.
periIaMeHTUPYIOIIUE [Tonoxxenue. UHCTpyKIUU.

JIeATEIbHOCTh OpraHU3alun

6 JloxyMeHTanus o JUYHOMY Knaccudukamnmsi JOKyMEHTOB IO JIHNYHOMY COCTaBY,

COCTaBy UX Y4eT U XpaHeHue. JJokyMeHTHpoBaHUE IpHeMa Ha
pabory. TpynoBoii moroBop. [Ipuka3bl mo JAUYHOMY
COCTaBy M TPYyHOBas KHUXKKA. JloKyMeHTalmoOHHOE
obecrieueHne TMepeBojia, TOOMIPEHUH ¥ B3BICKAHHIA.
Odopmiienne OTITYCKOB. JlokyMeHTUpOBaHUE
KOMaHJIUPOBaHUA  paboTHUKAa W 0GOpPMIICHHE
yBoJIbHEHUS. JIMUHAsI KapTOUYKa U JJUYHOE JEJO.

7 JloxyMeHTanus mo 10roBOpHoO- [Topsimok cocraBnenus koHTpakTa. [IpaBuna u hopmsl
MPaBOBBIM OTHOUIECHUSM KOMMEPYECKON MEPENUCKU C JEIOBBIMU MMAPTHEPAMHU.
SKOHOMMYECKOH 1eATeIbHOCTU CrnyxebHble TChbMa: Ki1accuduKalus, CTpykTypa,

cTa”aapTHbIC (pa3sl U BeIpakeHus. Tenerpamma,
tenedoHorpamma, hakc.
5.2. CTpyKTypa QM CHUATINHbBI
Ounast popma o0ydeHus
Ne HaumenoBanue pazzaena (TeMbl) KonuuecTBo yacos
pasnena Bceero JIK C nmp | Jip| ... | CP
(Tembl)
1 JlokymMeHTaImoHHOE 00eCTIeYeHNE 16 2 10
YIPABJICHUS KaK OTPaCb IESITeIbHOCTU
2 JlokyMeHTUpOBaHHE YIIPABICHYECKOM 16 2 4 10
JESATEIbHOCTH
3 Opranu3anus paboThl C JTOKYMEHTAMH 16 2 4 12
4 TpeboBaHusI 110 MOATOTOBKE 16 2 4 10
pacnopsAUTENbHBIX U HHPOPMAIIHOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
5 JIOKyMEHTBI, perjiaMEHTUPYIOIINE 16 2 4 10
JIeSATEIbHOCTh OPraHU3aluu
6 JloxyMeHTanus o JIMYHOMY COCTaBY 14 2 4 10
7 JloxyMeHTanus o 10roBOPHO-MPABOBBIM 14 2 2 10
OTHOUIEHUSM YKOHOMHYECKON
JESITEIIbBHOCTH
O061wmii 00bemM 108 12 24 72




3aounast popma 0OyueHUs

Ne HaumenoBanue pazzaena (TeMbl) KonunuecTBo yacos
paznena Bcero JIK C P | JIP Cp
(Tembl)
1 JlokymMeHTaImoHHOE 00eCTieYeHNE 14 10
YIPaBJICHUS KaK OTPaCib AESITEIbHOCTU
2 JlokyMEeHTUpOBaHHE YIIPABICHYECKOM 14 2 12
JESTEIIbHOCTH
3 Opranu3anus paboThl C JTOKYMEHTAMH 16 2 2 14
4 TpeGoBaHwUsI 10 TOJTOTOBKE 16 2 2 14
pacnopsSAUTENbHBIX U HHPOPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
5 JIOKyMEHTBI, perjiaMEHTUPYIOIINE 16 2 14
JIeATEIbHOCTh OPraHU3alun
6 JlokymeHTanus 1o JIM4HOMY COCTaBy 14 14
7 JloxkyMeHTa1us o 10roBOPHO-MPABOBBIM 14 14
OTHOUIEHUSIM YIKOHOMHYECKOMN
JIESITEIIbBHOCTH
8 ATTtecranus 4
O06ummii 06bem 108 4 8 92
5.3. 3aHATUSA CEMHUHAPCKOT0 THIIA
U1 OYHOM (OPMBI O0YUEHUs
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TemBbI)
1 1 [P JlokyMeHTaIlMOHHOE O0eCTIeueHUe YIIPABICHUS KaK 2
OTpaciib JeSITeIbHOCTH
2 2 [P JIoKyMEHTUpOBaHUE YIIPABJICHUYECKON NEATEIIbHOCTH 4
3 3 I1P Opranuzanus paboThl ¢ TOKyMEHTaMU 4
4 4 [P TpeGoBaHMsI IO MOATOTOBKE PACIIOPSIUTEIBHBIX U 4
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB
5 5 [P JIOKyMEHTBI, perIaMEeHTUPYIOIIUE AEATEIbHOCTh 4
OpraHu3aIu
6 6 ITP JloxyMeHTanus o JIMYHOMY COCTaBY 4
7 7 I1P JloxymeHTanus 1o J0roBOpHO-IPABOBBIM OTHOILLICHUSAM 2
SKOHOMMYECKOH IeITeIbHOCTH
JUTS1 3209HON (DOPMBI 00yUeHUS
Ne i/t Ne Bun Haumenosanue KonnuectBo
paszena | 3aHATHS 4acoB
(TemBbI)
1 2 I1P JIOKyMEHTHPOBAaHUE YIIPABICHYECKON ACSITEIBHOCTH 2
2 3 ITP Opranu3anus padoThl C JTOKYMEHTAMH 2
3 4 I1P TpeboBaHMsI 110 MOATOTOBKE PACIIOPIIUTEIbHBIX U 2
MH(OPMaLlMOHHO-CIIPABOYHBIX TOKYMEHTOB
4 5 I1P JIOKyMEHTBI, pEriIaMEHTUPYIOLIUE ACSATENbHOCTD 2
OpraHu3aluu




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

KOHTPOJIbHasi padoTa)
IIpumepHas TemaTHKa pedepaToB:

1. HopmatuBHO — IpaBOBBIC aKThI B Chepe TYPUCTCKOTO OM3HEca.
2. HopmaTuBHO — 1paBOBbIE aKThl B TOCTUHUYHON UHAYCTPHH.
3. HopwmatuBHO — TpaBOBBIC aKThl B PECTOPAHHOM OH3HECE.
4. JloxymeHTauusi 1o OOECIIEYCHHIO M TOATBEP)KICHHIO KaueCTBa YCIYr TYPHCTCKOTO
PEITPUITHSL.
5. JlokyMeHTaius 1o OOEClEeUYEeHHUIO U MOATBEPKACHUIO KauyecTBa YCIYT TOCTUHHYHOTO
PEIITPUATHSL.
6. JlokyMeHTaius 1o OOEClEeYeHUI0 M TOATBEPXKICHHUIO KauecTBa YCIYyT MPEANPHITHS
MUTaHUS.
7. Pa3paboTka TOMKHOCTHOM MHCTPYKIIMU MEHEKepa TYPUCTCKOTO MPEATIPHUITHS.
8. PaspaboTka JOKHOCTHOW MHCTPYKIIMH MEHEKEPA TOCTHHUIHOTO MPETPHUITHS.
9. Pa3zpaboTka 10KHOCTHOM MHCTPYKLIMU MEHEIDKEpa MPEeaIpUATHS TUTAHUS.
10. Pa3zpaboTka moroBopa 00 opraHU3aIMK MEPEBO30K TYPUCTOB.
11. CronbmoBoe (mpuKa3HOe) IeTOMPOU3BOJICTBO.
12. Konnexckoe aenonpou3BOCTBO.
13. HcnonHuTeNnbHOE AEIOMPOU3BOJCTBO.
14. Pocculickue TEXHOJIOTUH IEJIONMPOU3BOACTBA B XX BEKE.
15. OcoGeHHOCTH OPOPMIICHHS JETOBBIX MTUCEM B QHIJIOSA3BIUHBIX CTPAHAX.
16. Cnemnuduka 1eI10BOM KOPPECTOHACHIINN Ha (PAHITY3CKOM SI3BIKE.
17. Ocobernoctu opopmIIEHUSI TUCEM HAa HEMEIIKOM SI3bIKE.
18. CymurHocTh M1 0COOEHHOCTH KOH(PHUICHIINATBLHOTO JASTONPON3BOICTRA.
19. Ompenenenue cocraBa KOH(PUIECHIMATBHBIX JOKYMEHTOB.
5.5. CamocTosiTesqbHast paboTa
Ne paznena Bun camocrositenbHOM paboThl KonnuectBo uacos
(Tembl)
ouHas 3a04Has
1 IloaroToBka K NpakTH4ECKOMY (CEMUHAPCKOMY) 3aHATHUIO 10 10
2 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 12
3 PaboTa ¢ HayYHBIMH UCTOYHUKAMU 12 14
4 [ToaroroBka K MpakKTUIECKOMY (CEMHHAPCKOMY) 3aHITHIO 10 14
5 CobecennoBanue Mo pe3ynbTaTaM aHaJIM3a HAyYHbIX 10 14
HMCTOYHUKOB
6 IloaroTroBka K NpakTUYECKOMY (CEMUHAPCKOMY) 3aHSATHUIO 10 14
7 CobecennoBanue Mo pe3ynbTaTaM aHaJIM3a HayYHbIX 10 14
HMCTOYHUKOB

6. ObPA30OBATEJIbBHBIE TEXHOJIOI'HHA

[Ipn ocymecTBieHHH 00pa30BaTENBHOTO MPOIECCa IO TUCHUIUIMHE HCIHONb3YIOTCS
clieAyIonre HHPOPMaLMOHHbIE TEXHOJIOTUH:

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

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

— MOJITOTOBKA, KOHCTPYHPOBAHHE ¥ MTPE3CHTALUS HTOTOB YI€OHOM AEATEIbHOCTH;

— CaMOCTOSITENIbHBIA TMOHMCK JIOTIOJIHUTENBHOTO Y4eOHOIO M HAy4yHOro MaTepuala, C
UCTIONIb30BAaHUEM  IIOWCKOBBIX CHCTEM M CalWTOB ceTh VIHTEpHET, 3IeKTPOHHBIX
OMOIMOTEYHBIXPECYPCOB U 0a3 TaHHBIX;

— HCIIOJIb30BAHHE AIEKTPOHHON MOYTHI, COMAIBHBIX CETEH sl paCChUIKH, MEPEIUCKH U




00CYX/IeHUS] BOSHUKIIUX y4EOHBIX MPo0IeM, KOHCYIbTALUH.

HNHTepakTUBHbIE H AKTHUBHBbIE 00pa30BaTe/bHbIE TEXHOJIOTHH
Ounas hopma oOydeHust

No Bun zanstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KonnuectBo
TEMBI 113, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
1 I1P IIpezenTannmn 2
2 I1P IIpesenranuu 4
3 I1P ITpezenTannmn 2
4 I1P IIpesenranuu 4
5 I1P ITpezenTannmn 4
6 I1P [TpezenTannmn 2
7 I1P IIpesenranuun 2
3aoynas ¢popma 00ydeHHsI
No Bun 3anstus (J1, Hcnonb3yeMble MHTEPAKTUBHBIE U AKTUBHbBIE KomnuectBo
TEMBI I13, C, JIP) o0pa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
2 I1P ITpezenTannmn 2
3 I1P [IpesenTanun 2
4 I1P [IpezenTannmn 2
5 I1P [TpezenTannmn 2

7. ®OHJI OHEHOYHBIX CPEJICTB (OHEHOYHBIE MATEPUAJIbBI) J1JIs1
TEKYIIEI'O KOHTPOJISI YCIEBAEMOCTH, TIPOMEXKYTOUYHOM ATTECTAIIIA
®oH/ OIECHOYHBIX CPEACTB (OIEHOYHBIC MaTepUalbl) JUIA TEKYIIETO KOHTPOJIS
YCIIE€BAEMOCTH, TPOMEKYTOUHON aTTECTAIlMHU MO AUCHUILIUHE IPUBOIUTCS B IPUIIOKEHUU.

8. YYUEBHO-METOJANYECKOE U THOOPMAIIMOHHOE OBECIIEYEHUE
JAUCIUIIINHBI

8.1 . OcHoBHas1 JIMTEpaTypa

1. Ky3unenos, 1. H. JlokymenTanmonHoe obecrieueHre ymnpasieHus. JJokyMeHToo00poT u
JIeNTOTIPOU3BOICTBO : YUeOHUK U MpakTHKyM Juist By3oB / U. H. Ky3nenos. — 3-e uzn., nepepad.
u nom. — Mocksa : MznarensctBo [Opaiit, 2020. — 461 c. — (Bwicmee oOpa3zoBanme). —
ISBN 978-5-534-04275-7. — Texct : osnekrponssiii // DBC Hpaiir [caiir]. — URL:
https://urait.ru/bcode/449769

2. lllyBanoBa, H.H. Opranuzanus ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOeCTeueHUs
yrOpaBieHus : ydeOHUK W mpakTukym mis By3oB/ H. H. IllyBamoBa. — 2-¢ u3a., mepepab. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2020. — 265 c. — (Bricumiee obOpa3zoBanue). —
ISBN 978-5-534-12358-6. — Texkct : snekrponusii // DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/451066

8.2. lonoiHMTEILHAS JIUTEPATYPa

1. KyzuenoB, W.H. JlokyMeHTalMOHHOE OOECIICUCHUE YIMPABICHUS MEPCOHAIOM :
y4eOHMK ®W  TpakTUKyM Juisi  npukiagHoro — OakamaBpmara/  W. H. Ky3HemoB. —
Mocksa :U3natensctBo  FOpaiit, 2019.— 520 c. — (bakanasp.llpuknagHoii  Kypc). —
ISBN 978-5-9916-4000-8. — Tekct : snekrponnsii / DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

2. Jloponuna, JI. A. OpraHuzanus M TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOeCTIeUeHUs
ylpaBieHus : y4eOHUK u mpakTukym s By3oB/ JI. A. Jloponuna, B. C.HpuruxoBa. —
Mocksa : M3natensctBo FOpaiit, 2020. — 233 c¢. — (Bricmiee obpazoBanue). — ISBN 978-5-
534-04568-0. — Tekcr : oanekrponHsii // OBC Hpaiit [caiir]. — URL:
https://urait.ru/bcode/450483




8.3. [IporpammHoOe obecnieyeHue
MicrosoftOffice

8.4. IlpodeccnonanbHbie 0a3b1 JTaHHBIX

1. http://file.prohotel.ru/- ba3a TOKyMEHTOB U HOPMATHUBHBIX aKTOB JIJISi TOCTUHHIIBI

2. https://clubtk.ru/osnovy-deloproizvodstva-i-dokumentooborota-dlya-novichkov - ba3za
JAHHBIX 10 JACJIOMPOU3BOJICTBY H IOKYMEHTOO0OPOTY

8.5. UndopmanmoHHbIe CIPABOYHbIE CHCTEMbI
1. http://www.consultant.ru/ - CripaBouno-npaBoBas cucrema «KoncynbrantlLiocy

8.6. UnTepHeT-pecypchl
l.www.aup.ru - AAMUHHCTPATUBHO-YIPABICHYECKUI MOpTal

8.7. MeTonnueckne yKa3aHusi 1 MaTepuajbl 10 BUIAM 3aHATHIA

MeToanuyeckne peKOMEHIAIUM 10 BeIeHNI0 KOHCIIEKTOB JIEKIUii

KoHcriekTupoBaHue INEeKIMW — BaXKHBIA IIar B 3allOMUHAHWW MaTepuasa, MOITOMY
KOHCIEKT JEeKIUH HEoOXOAMMO HMETh KaKJOMYy CTYyIEHTY. 3ajaya CTyACHTa Ha JIEKIHH —
OJTHOBPEMEHHO CIyIIaTh MPENoJaBaTeNsi, aHAIM3UPOBATh U KOHCIEKTUPOBATH MH(POPMAIHIO.
[Tpu >TOM Kak CBUIETENILCTBYET MPAKTHKA, HE HYKHO CTPEMUTHCS BECTH JOCIOBHYIO 3aIHCh.
TakuMm 00pa3om, JIEKIHIO MPENo1aBaTeNsl MOXKHO KOHCIIEKTHUPOBATh, IPU ITOM BaKHO HE TOJIEKO
BHHUMATEJIbHO CJylIaTh JIGKTOpa, HO U BBLACNATh HauOojiee BaXHY0 HHQOpMAIUIO U
COKpAILIEHHO 3amuchiBaTh ee. IIpu 3TOM 0HO M TO K€ cojaep)kaHhe (PUKCHPYETCS B CO3HAHHUU
YeThIpe pas3a: BO-MEPBBIX, NPU CAMOM CIyIIAHWHU; BO-BTOPHIX, KOIJa BBIAENSETCA TIJIaBHAs
MBICTTb; B-TPETHUX, KOTJAa MOABICKHBAaeTCs oOoOmaromas ¢pasa, u, HAKOHEN, MPH 3alHCH.
Martepuan 3anoMuHaeTcsi 60see MoJIHO, TOYHO U IMIPOYHO.

Xopommii KOHCIEKT — 3aJloT YEeTKMX OTBETOB Ha 3aHATHSAX, XOPOIIETO BBITOJIHEHUS
YCTHBIX OMPOCOB, CAMOCTOSITENILHBIX U KOHTPOJIbHBIX pa0d0T. 3HAYMMOCTh KOHCIIEKTUPOBAHUS HA
JIEKIIMOHHBIX 3aHATHSIX HEeCOMHEHHA. [IpoBepeHo, uTo cocTaBiieHHE 3(PPEKTUBHOIO KOHCIEKTa
JEKIUHA MOKET COKPAaTUTh B YEThIpE pa3a BpeMs, HE0OXOJUMOE sl TIOJTHOTO BOCCTAHOBIICHUS
HYXHOH wuH(popMarmu. [l1g SKOHOMHM BpEeMEHM, Iepel KaKIOW JeKIUel HeoOX0IuMo
BHHUMATEJIbHO MPOYUTATh MaTepuan Npeaplaylield JeKUWU, BHECTH MHCIPABICHUS, BBIICIUTH
Ba)XHBIC aCTIEKThI U3y4aeMOr0 MaTepuana

KoHncnekt nmomoraer He TOJBKO JIydllle YCBaWBaTh MaTepuajl Ha JIEKUUU, OH OKa3bIBAETCS
HE3aMEHUM IIpU NOJAr0TOBKE dk3aMeHy. Clie0BaTeIbHO, CTYIEHTY B JAJIBHENUIIIEM BaXXHO YMETh
0(QOpPMUTH KOHCIIEKT TaK, YTOOBI Ba’KHbIE MOMEHTHI KYJIbTYPOJIOTHUYECKON HeH ObUIN BbIIEICHBI
rpaduyuecku, a TIIaBHYI0 HH(OpPMAIMIO CIIEAyeT BBIACIATh B CAMOCTOSTEIbHBIC a03allbl,
bukcupys ee 6osiee KpynmHbIMU OYKBaMH WJIM LIBETHBIMH MapkepaMmu. KOHCHIEKT MOIKEeH UMETh
HOJIS JUISL 3aMETOK. JTO MOTYT ObITh OMOnuorpaduyeckue CChbUIKM U, HaKOHEI, COOCTBEHHBIE
KOMMEHTapUH.

MeTtoauyeckue peKOMeHAANH 110 OPraHU3ali CAMOCTOATEJIbLHOM padoThI CTyAeHTA

Jns mHauBHIyaM3aiid  00pa30BaTEIbHOTO Tpoliecca camocTosTenbHylo padoty (CP)
MOYKHO Pa3JIeNUTh Ha 6a30BYIO U JOMIOJHUTEIBHYIO.

bazoBas CP obecrnieunBaeT MOArOTOBKY CTYIEHTa K TEKYLIUM ayAUTOPHBIM 3aHATUSAM U
KOHTPOJBHBIM MEPONPHUATHSIM JUIsl BCEX MUCIUIUIMH y4eOHOro IiaHa. Pe3ynpTaTtel 3TOMH
MOJATOTOBKU MPOSBISIOTCS B aKTUBHOCTH CTYJIEHTA Ha 3aHSTHUSX M B KaueCTBE BBINOJHEHHBIX
KOHTPOJIBHBIX pPabOT, TECTOBBIX 3aJlaHWM, CACNAHHBIX AOKIAZOB M JPYTUX (GOpM TEKYIIETro
koHTpoJia. bazoBas CP moxker BkitouaTh cienytone GopMbl pabOT: U3yUYeHHUE JEKIIMOHHOTO
MaTepuana, MpeAyCMaTPHUBAIOIINE MPOPa0OTKY KOHCIEKTa JIEKIUA U Y4eOHOW JIUTepaTyphl;
mouck (mogdop) W 0030p JNHUTEPAaTypbl M DJIEKTPOHHBIX HMCTOYHUKOB WH(MOpPMAIUU 110
WHAWBUIYAILHO 33JaHHON MpobieMe Kypca; BBIIIOJIHEHUE JTOMAIITHETO 3aJaHus WU JOMAaIlHen
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KOHTPOJIBHON pa0oThl, BBIABACMBIX Ha MPAKTUYECKUX 3aHATUSAX; HM3yYeHUE Marepuaa,
BBIHECEHHOTO Ha CaMOCTOSITEIbHOE U3yYeHHE; IMOATOTOBKA K MPAKTUUYECKUM 3aHSATHUSIM;
MOJTOTOBKA K KOHTPOJIBHOM paboTe WM KOJIOKBUYMY; MOATOTOBKA K 3a4eTy, aTTECTAIlHsIM;
Harnrcanue pedepara (3cce) 1Mo 3a7aHHoi mpodieme.

HononuurensHas CP HampaBneHa Ha yriayOleHHWE M 3aKpelUyieHHE 3HAHWM CTY/ACHTa,
pa3BUTHE aHAJTUTHYECKUX HABBIKOB MO MpoliemMaTuke ydeOHol aucuurmiuHbl. K Hell oTHOcATCA:
MOJTOTOBKA K 9K3aMEHY; BBIMIOJIHEHUE KYpCOBOW pabOThI WM MPOEKTA; HCCIEAOBATEIhCKAs
paboTa U yyacTHe B HAyYHBIX CTYJCHUECKHX KOH(EpEeHIMIX, CEMUHApax M OJUMIINA/axX; aHAJIN3
HAyYyHOW MyONWKAlMM 10 3apaHee ONpENCIICHHON TperojaBaTeleM TeMe;, aHaju3
CTaTHUCTUYECKUX W (PAKTUYECKHMX MAaTepUaloB IO 3aJaHHONW TeMe, IMPOBEJCHHUE PpacCUETOB,
COCTaBIICHUE CXEM M MOJelieil Ha OCHOBE CTATUCTHYECKHUX MaTepUaIOB U Jp.

B yueGHOM mporiecce BBIAENSAIOT J1Ba BHJA CAMOCTOSITENIbHON paboThI: ayauTOpHas M
BHEAyUTOpHAsl. AYAMTOpPHAas CaMOCTOSITeNIbHAs pabdoTa MO MUCHUIUIMHE BBIMOIHICTCS Ha
y4eOHBIX 3aHATUSIX O/ HETIOCPEICTBEHHBIM PYKOBOJICTBOM IIPENOAABATENS U 110 €r0 3aJaHUSIM.
OcHoBHBIMU (hOpPMaMHU CaMOCTOSITENILHON pabOThl CTYIEHTOB C YYacTHEM IpernojaBareneit
ABIIAIOTCA: TEKyIIME KOHCYNbTALMK; KOJJIOKBUYM Kak (opmMa KOHTPOJSI OCBOEHUS
TEOPETUYECKOTO COJACPKAHMS NUCHUIUIMH, MPUEM U pa3dop IOoMamHuX 3adaHuii (B 4achl
MPaKTUYECKUX 3aHSATHH); BBIMIOJHEHHE KYPCOBBIX padbOT (IIPOEKTOB) B paMKaxX IUCIUILIAH
(PYKOBOJCTBO, KOHCYJIBTHPOBAHHE M 3alllUTa KypCOBBIX paboOT (B Yachl, MPEIyCMOTPECHHBIE
y4eOHBIM TIJIAHOM); TIPOXOXKIEHUE U 0OPMIICHHE PE3YIIHTATOB MPAKTUK (PYKOBOJICTBO U OIIEHKA
yYpOBHS C(HOPMUPOBAHHOCTH MPO(HECCUOHATHLHBIX YMEHUN U HABBIKOB); BBIMIOJIHEHNE BBITYCKHON
KBJIM(UKAIIMOHHOM paboThl (PYKOBOJCTBO, KOHCYJIbTUPOBAaHHWE U 3alIMTa BBITYCKHBIX
KBaJTM(HUKAIIMOHHBIX PadoT) U Ap.

Bueaynutopnas camocTosTenbHas paboTa BBIMOJHSIETCS CTYAEHTOM [0 3aJaHUI0
npenojaBarens, HO ©0€3 €ero HemocpenCTBEHHOro ydacTus. OCHOBHBIMH  (opMaMu
CaMOCTOSITEIbHOW pabOTHI CTYJIGHTOB 0€3 yJacTHs MpernoaaBaTesield SBISIFOTCA: (OpMUpPOBaHUE
U YCBOCHME COJIEpKaHMs KOHCIIEKTa JIEKIMHA Ha 0a3e PEeKOMEHJIOBAHHOM JIEKTOPOM Y4eOHOMH
JUTEPATYpPHI, BKItoUas HHHOPMAITHOHHBIC 00pa30BaTEIbHBIE PECYPCHI (3JEKTPOHHBIC YUCOHUKH,
DJIEKTPOHHBIE OMOIMOTEKU | Jp.); HamuMcaHue pedeparoB, ICCe; MOATOTOBKA K MPAKTUYECKUM
3aHATUSAM (TIOATOTOBKA COOOIICHHWH, JOKJIAIOB, 3aJaHWi); COCTABJICHHE AHHOTHPOBAHHOTO
CIUCKa cTaTeii M3 COOTBETCTBYIOUIMX JKYPHAJIOB IO OTpacisM 3HAHUHN (MeAarorn4ecKux,
MICUXOJIOTHYECKUX, METOJAWYECKUX U Jp.); VYIAYOJICHHBI aHalu3 Hay4HO-METOANYECKON
auTepaTypsl (MOATOTOBKA pEIEH3UN, aHHOTAlWKA Ha CTaThlo, MOCOOWE W JIp.); BBINOJHECHUE
3aJaHuil Mo cOOpy Marepuajia BO BpeMs MPaKTUKH;, OBJAJCHHUE CTYJECHTAaMH KOHKPETHBIX
y4eOHBIX MOJYJIeH, BRIHECEHHBIX HA CAMOCTOSTEIbHOE H3yUeHHE; MOA00p MaTepuana, KOTOPbIi
MOXXET OBITH MUCITOJIB30BaH JIJIsl HaMMMCaHUs pedepaToB, KypCOBBIX M KBATU(UKAITMOHHBIX PadoT;
IOJATOTOBKA TMPE3CHTALMii; COCTaBlIEHHE TJOCCapus, KPOCCBOpAA IO KOHKPETHOH TeMme;
MOJMOTOBKA K 3aHATHUSAM, TPOBOAUMBIM C UCIIOJIb30BAaHWEM aKTUBHBIX (OopM 00ydeHHUs (Kpyrible
CTOJIBI, TUCIYTHI, JICTIOBBIC UTPHI); aHAIHU3 JCIIOBBIX CUTyallUi (MUHU-KEUCOB). [ paHUIIBI MEXK Y
STUMU BUAAMU pabOT OTHOCUTENbHBI, @ CAMU BUIbI CAMOCTOSITENIbHOM pabOThI IepeceKaroTCsl.

MeTtoauyeckue peKoOMeHAAIMH 110 MOATOTOBKE K CEMUHAPCKUM 3aHATHAM

CeMuHapckue 3aHATUS SBISIOTCA OJHHMM M3 OCHOBHBIX 3BEHBEB IIPOLECCA H3YYCHUS
JucuuIIuHbL. Llenb 3aHATUR 3aKIH04acTCs B ySCHEHUU U YCBOCHHMM CTYIAEHTAaMU BAa)KHEUIIUX
NPaBOBBIX KAaTErOpuidl M TOHATUH, BbIPAOOTAHHBIX OPUCTIPYJACHIMEH M  HMEIOIIUX
IIPUHIUIINAIBHOE METOAOJIOTMYECKOe M IIPAKTUYECKOE 3HA4YCHHE Ul BCEro KOMILIEKCA
IIPaBOBBIX HAYK.

B xone ceMuHapoB CTYAEHT 3aKpeIuisieT U yrilyOsseT 3HaHUsl, MOJy4eHHbIE Ha JEKIUAX U
B X0JI€ CaMOCTOSITEIbHOMN MMOATOTOBKH, IPUOOPETAET HaBbIKM HAYYHOTO MBILIUIEHUS, 00pabOTKH
o0mell u crneuuanbHOM MHQOpManMM O TNpaBe, YMEHHME MOCIENOBaTEeIbHO, YETKO H
apryMEHTHPOBAHO U3JIaraTh CBOM MBICIIH, OTCTauBaTh COOCTBEHHBIE MTO3ULIMH.
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[Tnanbl ceMUHApCKUX 3aHATUH, UX TeMaTHKa, PeKOMEHyeMas JINTeparypa, elb U 3a7auu
€e M3Y4YCHHs COOOILIAIOTCS IPErojaBaTeNieM Ha BBOJHBIX 3aHATUSX WIM B METOJUYECKUX
YKa3aHUsX MO0 JaHHON AUCIUIUIMHE.

[Ipexxne 4yeM NPUCTYNUTh K HM3YYCHHIO TEMBI, HEOOXOAUMO MPOCMOTPETh OCHOBHBIC
BOINIPOCHl TUIAaHA ceMHUHapa. HauwHas MNOArOTOBKY K CEMHHApCKOMY 3aHSTHIO, CTYJEHTaM
HE00XO0IUMO, MIPEKIE BCEro, IOCMOTPETh KOHCIIEKTHI JIEKIUM, pa3aesbl Y4eOHUKOB U y4eOHbIX
MoCcoOMiA, 4TOOBI MOJTYYUTh OOIIEe MPEICTABICHHE O MECTE W 3HAYCHHH TEMbl B M3y4aeMOM
Kypce. 3areMm cienyeT mopaboTaTh C TOTOJHUTEIBLHON JUTEPAaTypor, cIenaTh KOHCIIEKTHI
CEMHUHAPCKUX 3aHATUN MO PEKOMEHI0BAaHHBIM HCTOYHUKAM.

KoHcriekTl  ceMMHapCKMX — 3aHATUH  HMMEIOT  NEPBOCTENIEHHOE  3HA4Y€HHE A
CaMOCTOSITENNbHONW paboThl CTyAeHTOB. OHM MOMOTalOT MOHATH MOCTPOCHUE U3y4yaeMON KHHUTH,
BBIJICIUTh OCHOBHBIE IMOJIOKEHUS, MPOCIEAUTh HMX JIOTUKY M TEM CaMbIM IMPOHUKHYTH B
TBOPYECKYIO JIAOOPATOPHUIO aBTOPA.

Benenne koHcmekTa crnocoOCTBYeT NpEBpalleHUI0 YTEHUS B aKTHUBHBIN Ipoliecc,
MOOWJIN3YeT, HApSAY CO 3pUTENbHOM, U MOTOpPHYIO HamsTh. CieayeT MOMHMTBH: y CTY/AEHTA,
CHUCTEMAaTUYECKU BEIYIIEr0 KOHCIEKTHI, CO3/1ae€TCsl CBOM MHAMBHUAYaJIbHBIM (DOHI MOACOOHBIX
MaTepuaioB g OBICTPOrO MOBTOPEHHUS MPOYUTAHHOTO, I MOOWIM3AIMH HAKOIJIEHHBIX
3HaHUM.

[Ipn KOHCIEKTUPOBAHMHM MOKHO HCIIOJIb30BaTh ClIEAYyIOmure (GOpPMBI 3alUCU: TUIaH
(TpoCTOM M pa3BEpHYTHIil), BBITUCKHU, TE3UCHI.

[Ipy BBegeHUMM KOHCHIEKTAa BaXXHO pa3BUBAThb YMEHHE COINOCTaBIATh HCTOYHHKH,
POJYMBIBaTh U3y4aeMblil MaTepual, a Tak’Ke COCTABIATh KOHCIEKT C y4E€TOM CBOEro OyayIero
YCTHOTO BBICTYIUICHHUS.

Ha cemunape kax/plil €ero y4acTHUK JOJIKEH OBITb FOTOBBIM K BBICTYIIJICHHIO TIO BCEM
MOCTAaBJIEHHBIM B TIUIaHE BOINpOCAaM, TMPOSBIATH MaKCUMaJIbHYI0 aKTHUBHOCTh TNpU MX
paccMoTpeHHH. BricTymieHue A0KHO CTPOUTBCS CBOOOTHO, YOSTUTEIBHO U apTyMEHTHPOBAHO.
[IperonaBatens ciaenuT, 4ToOBI BBICTYIUICHHE HE CBOAMIIOCH K PENPOAYKTUBHOMY YPOBHIO
(TPOCTOMY BOCTIPOM3BENEHHUIO TEKCTAa), HE JOIMYCKAeTCs M IMPOCTOE UYTEHHE KOHCIIEKTa, TEM
6onee yueOHnka. Heo6xoanmMo, 4TOOBI BBICTYIAIOUINM MPOSBISI COOCTBEHHOE OTHOILICHHE K
TOMY, O Y€M OH T'OBOPHUT, BBICKA3bIBaJl CBOE JIMYHOE MHEHHE, TOHUMaHKUE, 0OOCHOBBIBAJ €r0 U
MOT C/eNaTh MpaBUJIbHBIE BBIBOJBI M3 cKazaHHOTrO. [Ipu 3TOM cTyneHT MoKeT oOpamarhes K
3anucsaM KOHCIEKTa M JIEKIUH, HEMOCPEACTBEHHO K MEPBOMCTOYHHKAM, HUCIIOJIb30BAaTh 3HAHUE
yueOHOM U JOMOIHUTENBHOMN JINTEPATyphl, (PaKThl U HAOIIOEHUSI COBPEMEHHOM KU3HH U T. JI.

Bokpyr Takoro BBICTYIUIEHHS MOTYT pa3ropeThCsi CHOPBI, TUCKYCCHM, K YYacTHUIO B
KOTOPBIX JOJDKEH CTPEMUTHCS Kaxablid. [IpenonaBarensb, B CBOIO ouepeib, OyJAeT BHUMATEIHHO U
KPUTHYECKH CITYIIATh, IOJIMEYaTh OCOOCHHOE B CYXKJEHUSIX CTYACHTOB, YIIaBIUBATh HEAOCTATKU
U OMMUOKH, KOPPEKTHPOBATh MX 3HAHUSA, U, B Cllydae HEOOXOAMMOCTH Pa3pelIuTh CIHOPHYIO
CUTYALHIO.

CemuHap sBISIETCS BaKHEHIIeH (hOpMO YCBOCHUS 3HAHUIA.

Brnanenne MOHATHIHBIM ammapatoM — HEOOXOIWMOE YCIIOBHE YCBOCHHS TMpeameTa. B
YCBOGHHH UX BecbMa 3(PPEKTUBHO TMPOBEIECHUE TMHUCHMEHHBIX M YCTHBIX MOHSITHMHBIX
KOHTPOJIbHBIX PabOT, TEPMHHOJIOTMYECKHX TUKTAHTOB, TecTOB. Kpome TOro, ucmosb3yrorcs
pa3IUYHbIE BUBI YCTHOTO OIIPOCA: 3KCIPECC-0IIPOC, ONPOC-UHBEPCHSL.

IKcnpecc-onpoc — 3TO TIPENTIOKEHUE PACKPBITh Ha3BaHHbIE MOHATHUS. Onpoc-uneepcus, B
OTJINYME OT 3aJlaHUs MOSICHUTHh 3HAYEHHWE TEPMUHA, MPEJI0KEHUE MOCTaBUThH BOIPOCHL. Takoi
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npreM crocoOCTBYET HE MPOCTO «y3HABaHUIO» TEPMHHA, HO U BBOJIMT €T0 B aKTHBHBIN CIIOBaph
CTY/ICHTA.

CemuHapcKkue 3aHATHUS 10 MPEIIOKEHUIO MPENOaBaTeNsi MOT'YT ObITh MPOBEACHBI B BUIC
CBOOOJHOW AMCKYCCHM MO CYIIECTBY OOCYXIaeMoW TeMbl, B (hopMe BBICTYIJICHHH C 3apaHee
MOJATOTOBJICHHBIMU JOKJIaJaMHu (3CCe) MO PEKOMEHIYEMBIM BONPOCaM U HUX IOCIEAYIOIIEro
oOcyxneHusi. B xoJie 3aHATHII CTYICHTHI MOTYT BBIITOJIHATH MUCHMEHHBIC 3aJIaHHS TI0 BOITPOCAM
TEMbI, OTBEUaTh HA KOHTPOJIGHBIC TECThL. TakKe IMPAKTHKYeTCs IMPOBEIACHUE CEMHUHApPCKUX
3aHATUI B KOMITBIOTEPHOM KJIACCE€ B HHTEPAKTUBHOM (hopme (00yUaromue Urpbl, TECTUPOBAHUE).

[ToaroToBka K CEMHWHApCKUM 3aHSTHSM IPOXOAST B HECKOJIBKO 3TaloB: BO-TIEPBBIX,
HEO0X0IMMO BHUMATEIbHO M3YYUTh BOMPOCHI M JUTEPATYpPy, PEKOMEHAOBAHHYIO Ui aHAIIN3a;
BO-BTOPBIX, CJIEAYET NPOM3BECTH TIOUCK JOMOJHUTENbHOH HH(GOPMAIMM M3 HW3BECTHBIX
UCTOYHUKOB (3TO MOTYT OBITH 3JIGKTPOHHBIE PECYPCHI; AOMAIIHUE M BY30BCKHE OMOINOTEKH;
KaOMHET KoAu(HKAIMU U T.1.). B TpeTbuX, CTYJEHT MOXET TOTOBUTHCSI K CEMUHApy Kak
CaMOCTOSITENIbHO, TaK W TIPM  YYacTHM  [perojaBaTeNisi, Yy  KOTOPOTO  MOYHO
IIPOKOHCYJIBTHUPOBATHCS IO BOMPOCAM CEMHHAPCKOTO 3aHATHS. B-ueTBepTHIX, MOATOTOBKA K
CEeMHHApy MOXET OBITh KaK MHIMBHIYaJbHOH, TaK M KOJUICKTUBHOW (COBMECTHOE OOCYKICHHE
BOIPOCOB CEMHUHAapa, PElIeHHe Ka3yCoB, 3a1ay). B-TMATHIX, MOATOTOBKY K CEMHHAPY MOXHO
IPOBOJIUTH (’KEJaTelbHO) B MUCHMEHHOM BHUJIE, COCTABIISAA KOHCIIEKT JUTEPATYPHI MO TEME WIH
KOHCIIEKT OTBETa Ha BOIPOCH CEMHHApa. B-1ecThIX, MpHU MOATOTOBKE K CEMUHApY HEOOXOIMMO
IPOBOJUTH PENIETULINH, €CIIH 3TO CBA3aHA C JCOBBIMU UTPAMHU, POJIEBBIMU UTpaMu. B-cebMbIX,
IPY TOJATOTOBKE K MPAKTUYECKOMY 3aHSATHIO CTYICHTY HEOOX0IUMO 0c000€ BHUMAaHUE O0paTHTh
Ha COCTOSIHHE 3aKOHOJATeIbhCTBA, KOTOPOE OYCHb JUHAMHYHO M MOXKET WU3MEHUTHCS HAKaHYHE
3aHATHS. B-BOCBMBIX, CTYIEHT JOJDKEH OOpaTuTh BHUMAaHHE Ha CTENCHb HAyYHOU
pa3pabOTaHHOCTH TEMbI B CMEKHBIX JMCHUIUIMHAX: (puiaocoduu, MOIUTOIIOTHUH, COIUOJIOTHH,
UCTOPUH, KYITBTYPOJIOTH B JIPYTHUX.

MeToauyeckue yKa3aHHA MO NOATOTOBKE K MPAKTHYECKUM 3aHATUAM

OmHoit w3 BaXHBIX (OPM CaAMOCTOSITCIIBHOW pabOThl  SIBISETCS IMOJATOTOBKA K
MPaKTUYECKOMY 3aHSTHIO.

[Ipy DOArOTOBKE K NPAKTUYECKUM 3aHATHAM CTYAEHT JIOJDKEH MPUIIEPKUBATHCA
CIEAYIOLIEW TEXHOJIOTHU:

l. BHUMaTENbHO HM3YYUTh OCHOBHBIE BOIPOCHI TE€MBbl U IUIAH IPAKTUYECKOrO 3aHATHS,
OTIPEACIIUTh MECTO TEMBI 3aHATHUS B OOIIEM COJICpKAHUH, €€ CBS3b C PYTUMU TEMaMHU;

2. HallTH ¥ TPOpabOTaTh COOTBETCTBYIOLIUE pa3/eibl B PEKOMEHI0BAaHHBIX HOPMATHUBHBIX
JOKYMEHTaX, YAeOHUKAX U JOTIOTHUTEIHHON JTUTEPaTypE;

3. mocie O3HAaKOMJIEHMSI C TEOPETUYECKMM MaTepHUalioM OTBETUTh Ha BOIPOCHI IS
CaMONPOBEPKH;

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

5. mpoayMarh pa3BEpPHYTHIE OTBEThl Ha IPEJIOKEHHBIE BONPOCHI TEMBI, ONHUPAsCh HA
JICKIIMOHHBIE MATEPHUAIIbI, PACIIUPSIS U JOMOIHSSA UX JTaHHBIMU U3 YI€OHUKOB, JOTOTHUTEIHLHON
JUTEPATYPBHI.

MeToanyeckue peKOMeHIALMUH M0 MOAT0TOBKE KOMIIbIOTEPHOI NMpe3eHTAlNH

IIpe3enTanus (OT aHrj. «presemtatiom» — MpeacTaBlIeHne) — 3TO Ha0Op KapTHHOK-
CJIaliJIOB Ha ONpEICNCHHYI0 TEeMY, KOTOpbIE XpaHATCS B (Qaiine cneuuanbHoro ¢opmara. Ha
KOKIOM Claiileé MOXHO COJAEpKaTb IPOU3BOJIBHYIO TEKCTOBYIO, TIpaduyecKyio WIu
BUJCOUH(DOpPMALINIO, AaHUMAIMIO, 3BYK W3 IMOATOTOBICHHOrO ayauodaiina, a Tak Ke |
3amucaHHbIi ¢ MuKpodoHa. [Ipe3eHTanmuu Jerko co3gaBaTh € IMOMOIIBIO TMporpamMMbl MS
PowerPoint.

IIpe3enTanuu npexHa3HA4YeHbI AJI5:
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* OTOOpaXEHUS HATJIATHOCTH Y4eOHOT0/IEKIIMOHHOTO MaTepuaiia,

e YIIpaBJIeHUsI y4eOHO-TI03HABATENIbHOM 1€ATEIbHOCTHIO ayIUTOPUH,

e KOHTPOJISI ¥ TIPOBEPKHU YCBOCHMSI IOJAHHOTO MaTepuana,

e 00OOIICHHS U CUCTEMATH3aLMY 3HAHUH,

e peKJIaMbl TOBApOB, YCIYT,

e co3aanus (OTOATHOOMOB H T.I.

IIpe3eHTalUM MOKHO TEMOHCTPUPOBATH MO-PA3HOMY:

e Ha KOMITBIOTEPE,

e Ha DKPAHE C MOMOIILI0 MyJIbTUMEIUITHOTO TPOEKTOPA,

e Ha TeJIedKpaHe 0obmoro Gopmara.

Co3naHHbIe MPe3eHTAIUN MOTYT COA€EPHKATh:

e TEKCT,

e U300pakeHus,

e IAarpPaMMBl,

e PUCYHKH,

e KOMITBIOTEPHYIO aHUMAIIHIO MPOIIECCOB U SIBICHUIA,

* 3ByKOBOE COIIPOBOXKJICHHE,

e aBTOUTYPHI,

e TATPaMMBI

e TUTIEPCCHUIKY;

e BUJICOPOJTHKH.

IIpaBuiia co3naHus MyJbTUMEIUHHBIX MPe3eHTANM I

OcHOBHOE NPaBUJIO MPe3eHTALMIA:

[IpoctoTa, TakOHWYHOCTH (MUHUMAJIU3M B TOojadye BU3yanbHOW mHMOpmarun). KpaTkoe
U3II0KEHUE MaTepuaia, MakCuMaabHasi HHPOPMATHBHOCTh TEKCTA.

Caenyroniue npaBuJia npe3eHTaumia:

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

e OTCyTCTBHE HAKOIUJICHHSI, YETKUH TIOPSIOK BO BCEM.

e TratenbHO CTPYKTYpHpPOBaHHAS HHPOPMAITHSI.

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

e Baxxnyo mHpOpMaIuio (HampuMmep, BBIBOJBI, OMpPENCICHHs, MpaBuia U T.1.) HYXHO
10/1aBaTh OOJIBIIMM U BBIJIEJICHHBIM HMIPU(GTOM U pa3MeIlaTh B JIEBOM BEPXHEM YTy claija.

e Bropocrenennyro nHPpOpMAIIHIO KeTaTelIbHO pa3MenaTh BHU3Y claiiia.

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

e [1aBHYIO H7I€I0 HAJI0 BBUIOKHUTD B IEPBOM CTpOKE ab3ara.

e lcnionb3oBaTthe TabnuuHbie GOpMBI peacTaBaeHUs WHPOpMAIIUK (AHarpaMMBbl, CXEMBI)
JUTSL WULTIOCTPAIMY BOXKHEHINX (PAKTOB, YTO AACT BO3MOXKHOCTH MOAATh MaTepHall KOMIIAKTHO U
HaTJISHO.

e ['paduika m0KHA OPraHUYHO JOTIOTHSTH TEKCT.

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

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

e lcnionb30oBaTh 3MOIMOHATIBHBIA (POH (XyI0KECTBEHHAs Mpo3a 3allOMHHAETCS JIydllle,
YeM CIelhaIbHbIe TEKCThI, @ CTUXU — JIyUIIle, YeM Mpo3a).

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

e [Ipon3BOAUTENHLHOCTD O/IABAEMOI0 MaTepHalia yBEJIUYUBACTCS, €CIU OJHOBPEMEHHO
3a[eiICTBOBaHbl 3PUTENBHBIM W CIIyXOBOH KaHalbl BOCIPHATHA HHPOpMaLuu (3apyOeKHbIE
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HMCTOYHHMKHU 3TO HA3bIBAIOT MPUHIIMIIOM MOAANBbHOCTH). [loaTOMYy pekoMmeHmyeTcs Tam, Ilie 3TO
BO3MO>KHO, HCIIOJIb30BATh JIsl TEKCTA U TpaduyecKuX U300paKeHUI 3BYKOBOE COPOBOXKICHHE.
dusnojoruyeckne 0COOEHHOCTH BOCIPUSATHS LIBETOB U GopM

e Crumynupyromniue (Teribie) IBETa CIOCOOCTBYIOT BO30YKICHUIO M JIEUCTBYIOT Kak
paszapaxkuTtenu (B TOpsAKe yObIBAaHUS WHTEHCHUBHOCTH BO3JCHUCTBUS: KpPACHBIM, OpaH)KEBBIH,
JKETHIN).

e JlesunTerpupytonpe (XOJIOJHBIC) IIBETa YCIIOKAWBAIOT, BHI3BIBAIOT COHJIMBOC
COCTOSIHHE (B TOM K€ MOpsaKe: (PUOJICTOBBIN, CHHHI, TOJTyOOU, CHHE-3€JICHBIH, 3€JICHBIN ).

o * HeliTpanbHble LIBETA: CBETIO-PO30BBIi, JKEITO-3€JICHbINA, KOPUYHEBBIM.

o CouyeraHue ByX LIBETOB — I[BeTa 3HaKa W IBeTa (OHAa — CYHIECTBEHHO BIIUSAET Ha
3pUTENBHBI KOM(OPT, MPHUUYEM HEKOTOPHIE Maphl I[BETOB HE TOJIHKO YTOMIISIOT 3pEHHE, HO U
MOTYT BBI3BaTh CTpecc (HarpuMep: 3eJeHbIe CHMBOJIBI HAa KpacHOM (hOHE).

e Jlyumee coueranue 1BeTOB IpudTa U (HoHA: OCNblii HA TEMHO-CHHEM, YEpHBIA Ha
0eJIoM, JKENIThIN Ha CHHEM, OPAHKEBBII Ha YEPHOM.

o [IIBeToBas cxema JOKHA OBITH OJITMHAKOBOM JIJISL BCEX CJIAMJIOB.

e JltoOo# pucyHOK (pOoHa TOBBIMIAET YTOMIISIEMOCTh TJIa3 U CHIKAET 3(P(HEKTHBHOCTH
BOCTIpUATHUS UH(POPMAITUH.

e Yerkue, ipKue PUCYHKH, KOTOPbIE MEHSIIOTCS, JIETKO «OXBaThIBAIOT» MOJICO3HAHUE, U
OHM JIy4llle 3alIOMUHAIOTCSI.

e JltoOoli BTOpOCTENEHHBIM OOBEKT, YTO JBIXKETCS (AaHUMHUPOBAHHBIN), CHHXKACT
KaueCTBO BOCIIPUSITHS MaTepHala, OTBICKACT BHUMAHKE, HAPYIIIAET €€ TUHAMUKY.

e Iloka3 cnmaiioB ¢ ()OHOBBIM COMPOBOXKACHUEM HEXKENATEIbHBIX 3BYKOB (TIECEH,
MEJIOAMI) BBI3BIBAET OBICTPYIO YTOMIISIEMOCTh, CIIOCOOCTBYET pACCEHBAHUIO BHHUMAaHUSA U
CHU)KAET MPOU3BOIUTENILHOCTh O0YUEeHHUS.

e Ilomaute! YenoBek MOXKET OJHOBPEMEHHO 3allOMUHAThL HEe Oosee Tpex (HaKToB,
BBIBOJIOB, OIPEIEICHUMN.

o Kaxaplii cnaila 10JKEeH OTpakaTh OAHY MBICIb.

e TeKcT AOKEH COCTOSATh U3 KOPOTKUX CJIOB U MPOCTHIX MPEITOKECHHIH.

o Crpoka noiKHa coaepxkaTh 6-8 cioB.

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

o OOmiee KOJINYECTBO CIOB HE JTOJHKHO MpeBbIIATh 50.

e ['maronsl JOKHBI OBITH B OJTHON BpEMEHHOU (hopMme.

e 3aroyloBKM JOJKHBI TPUBIEKATh BHUMAaHUE ayAUTOPHH U 0000IIaTh OCHOBHBIC
MOJIOXKEHUS ClIaia.

e B 3aronoBkax J0KHBI OBITH U OOJIBINNE, M MAJTIbIe OYKBBI.

e Crnaiifipl JOKHBI OBITh HE CIUIIKOM SPKUMU — JIMITHUE YKPAIllEHUs JIUIIb CO3/1al0T
6apnep Ha myTH 3P PeKTUBHON nepenaun HHPOpPMaLUH.

o KonnuectBo 610K0B MHGOpMAIMU BO BpeMsl OTOOpPaXEHHsS] CTATUCTUYECKUX JaHHBIX
Ha OJTHOM CJIaii/ie JOKHO OBITh HE 0OoJiee YeThIpEX.

e [loanucu K WUTIOCTpALUK pa3MELIAIOTCS MO HEW, a HE HaJl HEil.

o Bce cmaiipl mpe3eHTaIuy T0JDKHBI OBITh BBIIEPKAHBI B OJJHOM CTHIIC.

O01mme npaBuJIa UCNOJIb30BAHUA IPUGPTOB

1.Kaxnprii mpudt (rapauTypa + HalMcaHue) UMeeT OJIHY CMBICIIOBYIO Harpy3Ky.

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

e MIOJTYXKUPHBIN MIPUQPT HA3BAaHUSI CTPYKTYP TOKYMEHTA,

e KYpCUB — JIOTUYECKOE YAapeHUe, B YAaCTHOCTH, HAa (POPMYIHPOBAHUU OCHOBHBIX
IIOJIOXKEHUH, ONPEIEIICHUM U T. 1.,

e (IIPSIMOM» OOBIYHBIN - OCHOBHOW MacCHUB HH(OPMAIIUH.

2. TexcTel mpe3eHTaluil, KOTOpPbIE HCIHOJB3YIOT B IICUXOJOIMYECKH HaNpsHKEHHOU
HECTaHJApTHOM CHUTyalldd, HaA0 TNOJaTh TapHUTYPOH C YIPOIIEHHBIM aJrOPUTMOM
pacrio3HaBaHus, Hampumep, wmpudrom Arial. OT0 mETecooOpasHO BO BpeMs pabOTHI C
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UHCTPYKLHUSMHU IMPaBUI 0€30MacHOCTH, HOPMATUBHBIMU aKTaMH, COTJIAIIEHUSMH C MPABOBBIMU
WM UMYIIECTBEHHBIMH TTOCJIECTBUSMH, YCIOBHSAMH OJIMMITMAIHBIX 3aJaHAH H T.II.

3. M36eraiite ucnosnb30BaHus Oojiee TpeX pa3IMYHbIX IIPUQPTOB HA OJHOM craiine.
WNuage uywuTaTenh NPEKAEBPEMEHHO YCTAHET, MOCTOSHHO TIBITAsACh BBIOPATh AITOPUTM
pacniozHaBanus mpudTa. VIckiaroueHne cocTapisieT MHCTPYKIUS MO UCTIOIb30BaHUIO IPU(TOB.

MeToanyecKkue peKOMeH/IaluM 110 MOAT0TOBKE U NMPOBeIeHHIO 3a4eTa

3aueT BbICTaBiIsIETCSl 0e€3 ompoca MO pe3yiabTaTaM pabOThl CTyIAeHTa B TeEUEHUE
TpUMecCTpa.

9. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITJIMHbI

TpeboBanusi K MaTepuUaIbHO-TEXHUYECKOMY OOCCIICUCHHIO IUCIUIUIMHBI TI0 THUIIAM
3aHITHIA:

- IJIs1 IPOBEICHUS 3aHITHH JICKITMOHHOTO THTIA:

CIeIMallbHOE MIOMENIeHHe, yaeOHas MeOellb, TEXHUYECKOE OCHAIIICHHUE.

- 711 IPOBEICHUS TPAKTUYCCKUX 3aHITHI THIIA:

CHelralbHOE MOMENIeHNe, yueOHass MeOelb, TEXHUYECKOE OCHAIIICHHUE.

- 1711 IPOBEICHUS TPOMEKYTOUHOM aTTeCTAINH:

CHeIMallbHOE MIOMENIeHNe, yaeOHass MeOellb, TEXHUYECKOE OCHAIIICHHUE.

10. OCOBEHHOCTHU OCBOEHUA JUCIHUIIJIMHBI JIUMOHAMU C OI'PAHUYEHHBIMU
BO3MOXHOCTSAMHA 3I0POBbS

OO0y4JarommMes ¢ OrpaHMICHHBIMHA BO3MOKHOCTSIMHE 3J0POBBS MPEIOCTABIISIOTCS CICIUANBHBIC YICOHHUKH,
y4eOHBIC MOCOOUS U TUIAKTHYCCKIE MAaTePHAIIBI, CIICIIUALHBIC TEXHIUCCKUE CPEIICTBA O0YUCHHS KOJUICKTUBHOTO U
WHIUBUAYAILHOTO TONB30BaHUsS, YCIAYTH aCCHCTCHTa (THIOTOPA), OKA3bIBAIOUICTO OOYYAIOIIUMCS HEOOXOIUMYIO
TEXHUYECKYIO TIOMOIIIb, & TAKXKE YCIIYTH CYPIOIIEPEBOTIUKOB U THHIOCYPAONICPEBOTIUKOB.

OcBoeHHE IUCHUIUIMHBI OOYYaIONIMMHUCS C OTPAHWYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBS MOXKET OBITH
OpPTaHMU30BAHO COBMECTHO C IPYTHMMH O0YJAIOIIUMICH, a TAKXKE B OTJCIBHBIX IPYIIIaXx.

OcBOeHHE TUCIUILINHEI O0YYAIOIIUMICS C OTPAHWNICHHBIMU BO3MOXKHOCTSIMA 3/I0POBBSI OCYIIIECTBISIETCS C
y4eToM 0cOOEHHOCTEH CHXO0(U3NIECKOTO pa3BUTH, HHANBAIYATBHBIX BO3MO)KHOCTEH W COCTOSIHUS 30POBBSI.

B mensx DOCTYMHOCTH HOJYYEHHS BBICIIET0 OOpa3oBaHMSA 1O 00pa30BaTEIBHON IMpoTrpaMMe JHIaMHU C
OTPaHNYECHHBIMU BO3MOKHOCTSIMH 3/I0POBBSI IIPH OCBOCHUH AUCIIUTUTNHBI 00€CIICYNBaCTCS:

1) asst AT ¢ OTPaHUYCHHBIMHU BO3MOXKHOCTSIMH 3JI0POBbSI IO 3PCHUIO:

— IPUCYTCTBHE THIOTOPA, OKA3BIBAIONIUI CTYICHTY HCEOOXOIUMYK0 TEXHHYECKYIO IOMOIIb C YYETOM
WHIUBUAYAIGHBIX OCOOCHHOCTEH (IIOMOTaeT 3aHATh pabouyee MECTO, MEePEeIBUTATHCS, MPOYUTATh U O(OPMUTH
3aJlaHKe, B TOM YHUCIIC, 3alTUCHIBas IO JUKTOBKY),

— MHCHMCHHBIC 3a/IaHUs, a TAKKE WHCTPYKIMH O MOPSAKE WX BBHITOJHEHUS O(QOPMIIFOTCS YBEIMYCHHBIM
mpupTOoM,

— CHelralibHbIe YYeOHUKH, YIeOHbIC TOCOOUS M TUAAKTHICCKHE MaTepHalbl (MMEIOIINE KPYITHBIN MPUQT
Wim ayauoaie),

— MHAUBHIyaJIbHOE paBHOMEpHOE ocBenienne He MmeHee 300 ok,

—TpH HEOOXOMMMOCTH CTYHEHTY [IJs BBINOJHCHHWS 3aaHUS IPEJOCTABIACTCS yBEIMYMBAIOIIEE
YCTPOUCTBO;

2) 1JIst AT ¢ OTPaHUYCHHBIMHI BO3MOXKHOCTSIMH 3JIOPOBBS IO CITYXY:

— IIPUCYTCTBHE ACCHUCTCHTA, OKA3bIBAIOUIMIA CTYIACHTY HCOOXOIUMYIO TEXHUYCCKYH) MOMOIIb C YY4ETOM
WHIUBUAYAIGHBIX OCOOCHHOCTEH (ITOMOTaeT 3aHATh pabouyee MECTO, TEPEIBUTATHCS, MPOYUTATh U O(OPMUTH
3a/laHKe, B TOM YHUCIIC, 3alTUCHIBas IO JUKTOBKY),

— obecrieunBacTCsl HAJTHMYUE 3BYKOYCHJIMBAIOIICH —amiapaTypbl KOJUICKTUBHOTO IOJIb30BAHHSA, MPH
HEOOXOMUMOCTH  OOydaromeMycs TPEAOCTABISACTCS  3BYKOYCHIIMBAKOIIAS — amapaTypa HWHIWBUAYAILHOTO
MIOJIH30BaHUS;

— obecrieunBaeTCs HaAJISKAIIUMHU 3BYKOBBIMH CPECTBAMHU BOCIIPOM3BEACHUS HH(OPMAIIHH;

3) A OWII C OTPAHWYCHHBIMHA BO3MOXKHOCTSIMHU 370POBBS, HMEIOIINX HAPYIICHHUS OTIOPHO-ABUTATEIHLHOTO
ammapara:

— MMCBMCHHBIC 3a/IaHUsl BBIIIONHIIOTCS Ha KOMIIBIOTEPE CO CHEIHAIM3MPOBAHHBIM IPOTPAMMHBIM
o0ecTieyeHreM TN HaINKTOBBIBAIOTCS THIOTOPY;

— TI0 JKEJIAaHUIO CTYNICHTA 3aJ]aHUsI MOTYT BBITIOJHSATHCS B YCTHOH hopMe.
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IIpuioxkenue k padoveil nporpaMmme IMCHUIITTHHBI
«JlokyMeHTallHOHHOE o0ecleYyeHrue YIPaBJIeHHs HA NPeINPUATHAX CEPBHCA»

®OH/ OHEHOYHbIX CPEACTB (OHEHOYHBIE MATEPHAJIBI) JJIsA
INPOBEJAEHUA TEKYHIET'O KOHTPOJIA YCIIEBAEMOCTH U
IMPOMEXYTOYHOU ATTECTALLUU

1. OMMCAHUE MOKA3ATEJIEN OHIEHUBAHHUS KOMIIETEHIIU,
®OPMUPYEMBIX B ITPOLHECCE OCBOEHUA JUCHUIIJIMHBI

Onucanue TIoOKa3aTeliell OlLlEHMBAaHUS KOMIICTECHIIMH,

dbopmMHupyeMBIX B Tpolecce

OCBOCHHUS JUCITUTUTHMHBI (MOIYJIS), U UCIIOIb3YEMbIE OLICHOYHBIE CPEACTBA MTPUBECHBI B TAOIHUIIES

1.

Tabnuna 1 — [Tokazarenu oleHUBaHUS U OLIEHOYHBIC CPEICTBA JIJIsl OLICHUBAHUS PE3YIbTATOB
00y4eHHS IO TUCIIUILTAHE

Kon n naumeHoBaHue [Ipouenyps! oueHUBaHUS
Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNICTBA)
N [Nokazarenu oreHUBaHUS "
tdhopmupyemoit JOCTHKEHHS 6 TEKYIIUIA
KOMITETSHIIIH (bopMHpyeMOii (pe3ynbTaThl 00y4YeHH) KOHTPOT MIPOMEKYTOUHAS
aTTecTanus
KOMIIETCHIINU YCIIeBaEMOCTH
OIIK-2.1. Ompenenser | 3HATH IENH U 3a1a91 YCTHBIN YCTHBIH OIIPOC
LIENH U 3a]1a91 JeSITeTbHOCTH OIIpOC;
JesITeNbHOCTH TYPHCTCKOTO pedepar;
TYpPUCTCKOTO MPEIIPUATHS TECTUPOBAHHE
MPETPUITUS YMETb OTPEACIATh el | MPaKTU4YeCKHe | MPaKTHYECKUE
W 33/1a4U JICATEIIBEHOCTH 3aJTaHus 3aJTaHus
TYpPHUCTCKOTO
MPEIIPUATHS
BJIQ/ICTh HABBIKAMH MPAKTHYECKUE | TMPAKTUICCKUE
OTIpeIeIICHHS LENN 1 3a/laHus; 3aJTaHus
3a/1a4 e TeNbHOCTH MIpe3eHTaluns
TYpPUCTCKOTO
PEITPUITHUS
OIIK-2. Cocoben OIIK-2.2. Ucnions3yeT | 3HaTh OCHOBHBIE YCTHBIN YCTHBIN OIIpoC
OCYICCTBIIATh OCHOBHBIE METO/IBI 1 METO/IbI U TIPHEMBI OIIpOC;
OCHOBHBIE DYHKIMH | IIpHEMBI TUTAHUPOBAHUS, pedepar;
yIIPaBICHUS TUTAHUPOBAHUS, OpraHH3aIlvH, TECTHPOBaHHE
TYPHCTCKOA OpTraHH3aINH, MOTHBAIINH,
NESTENEHOCTEIO MOTHBAIIWH, KOOPAMHALIUHU U
KOOpJIMHAIINY U KOHTPOJIS ACATEILHOCTH
KOHTPOJIS opra"u3aruii chepbl
JeSITeTbHOCTH Typu3Ma M UX
opraHuszanuii cepsl noJpasaeeHui
TypU3Ma U UX YMETh HUCIOJB30BaTh MPAKTHYECKUE | TMPAKTUICCKUE
oipa3aeyIeHIH OCHOBHBIC METOJIbI U 3a/IaHus 3a/IaHus
MIPUEMBI TJIAHUPOBAHUA,
OpraHH3aIlvH,
MOTHBAILIUH,
KOOPAMHALIUHU U
KOHTPOJIS AEATEILHOCTH
opranuzanuii cepsl
Typu3Ma U UX
0JIpa3AeIeHUH
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KOZ[ 1 HAMMCHOBAHHC

[Ipoueayps! olieHUBaHUS

Kon v HaumeHoBaHue WHAWKATOpa (o1IeHOUHBIE CpeNICTBA)
. [Nokazarenu oreHUBaHUS >
(hopmupyemoit TOCTIDKEHHS TEKYIIIH
N (pe3ynbTaTsl 00y4YeHN) MIPOMEKYTOUHAS
KOMIICTCHIIUU hopmupyemoii KOHTPOJIb
aTTecTalus
KOMIIETCHIINT YCIIeBaEMOCTH
BJIa/IETh HABBIKAMH MPaKTHYECKUE | TPAKTUIECKHE
UCTIOTb30BAHHS 3a/laHus; 3aJIaHus
OCHOBHBIX METOJ/IOB U Mpe3eHTaNuUs
MIPUEMOB
TUTAaHUPOBAHUA,
OpraHH3aIlvH,
MOTHBAIIUH,
KOOPAMHALIUHU U
KOHTPOJIA JCSITEeTLHOCTH
opranm3aruii cepsl
Typu3Ma M UX
NoJipa3/ieIeHUM
3auer

2. MeToauveckne MaTepHAaJIbl, ONIpeesiolue Mpouea1ypbl OlleHUBAHUS

2.1. MeToan4yeckue MaTepHaJibl, ONpeaessilonue nNpoueaypbl OieHMBAHUS B

PaMKax TeKylero KOHTPOJIsl yCIeBaeMOCTH

[Ipouienypa olieHUBaHUSI TPOUCXOAUT C UCIOJIB30BAHUEM METO/Ia TECTUPOBAHUS, OLIEHKHU
MPAKTUYECKUX 3aJaHui, YpOBHS MOJITOTOBKU CTYJEHTa MPU OTBETE€ HA BOMPOCHI IPHU YCTHOM

orpoce.

MeToauueckoe onucaHue MOJAroTOBKU U NMPOBeIeHUsI TECTHPOBAHUS
He meHnee, uem 3a HeZENIO 10 TECTUPOBAHMS, MIPEIIOIaBATENb ONpeeNsieT 00yJaromuMCs
WCXOJIHbIC JIaHHBIEC JJIS TOJTOTOBKM K TECTUPOBAHUIO: Pa3/ieNbl (TEMBI, BOIPOCH), IO KOTOPHIM
OyayT 3a1aHus B TECTOBOU (opMme, JIUTEpaTypy M UCTOYHHUKH (C TOUYHBIM YKa3aHUEM pa3ziesioB,
TEeM, CTaTe) JUIs TIOATOTOBKH.
TecTpl BBIMOIHAIOTCS BO BpeMs ayJUTOPHBIX 3aHATHH (IIPAKTHYECKUX ).
KonmaecTBo BOMpoCcoB B TECTOBOM 33/1aHUH OTIPEEIISIETCS IPETIOIaBaTEIIEM.

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

NuauBuayanbHOE TECTOBOE 3a/laHuE BbIIAeTCs 00ydaromeMycsi Ha O0yMa>kHOM HOCUTEJNE.
Takke TeCTUpOBaAaHUE MOXKET MPOBOAUTHCS C HCIOJIB30BAHUEM KOMIBIOTEPHBIX CPEICTB U
IPOrpaMM B CHEHATIbHO 000PYJOBAHHBIX TOMEIICHHUSX.

[Tpy pOXOXKIECHUH TECTUPOBAHUS MOJIH30BATHCS KOHCIIEKTAMH JICKINH, yUeOHHKaMU HE

pa3pemieHo.

IIpumepsl TECTOBBIX 3aJaHUN, a TAK)KE€ KPUTEPUU M IIKajJa OLEHKHU IPUBENEHBI B I1.3.
®oHJ1a OIIEHOYHBIX CPEJICTB.
MeToan4yeckoe onucaHne NOArOTOBKH U MPOBeIeHUs YCTHOIO OMpoca

YcTrHBIE  ONPOCHI

(JIEKITMOHHBIX WM MPAKTHYECKUX ).
OcHOBHBIE BONPOCHI [UJISI yYCTHOTO OIMPOCAa JOBOMATCS 1O CBEICHUS CTYACHTOB Ha

MPEABITYIIEM 3aHATHH.

KonnyecTtBo BOPOCOB ompenensieTcs MpenoaBaTeeM.
Bpewms npoBenenus onpoca ot 10 MmuHyT 10 1 akageMuueckoro yaca.
YcTHBIE ONpOCHl HEOOXOIUMO CTPOMTH TakK, UYTOOBI BOBJIEYb B TEMY OOCYKICHHS

MaKCHMaJbHOE KOJMYECTBO OOy4aloOlUXCsi B TpYIIIE,

MPOBOASTCS IMpernojaBaTelieM BO BpeMsl ayAUTOPHBIX 3aHATUN

IPOBOAMWTH TMapajuleld C  YyKe

MPONJICHHBIM y4EOHBIM MaTepuaioM JaHHOW IWCIMILIUHBI U CMEXHBIMU KypcaMu, HaXOJWUTh
ylayHble MPUMEPHl U3 COBPEMEHHOM AEMCTBUTENBHOCTH, YTO YBeIMYUBaeT 3(()EeKTUBHOCTH
YCBOEHUSI MaTepuaia Ha acCCOLUaLIUIX.
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[Iepeyenr BOIPOCOB MAJisi MPOBEAECHUS YCTHBIX OMPOCOB, a TAaKXKE KPUTEPUM M IIKaja

OIICHKH TIpuBeAeHBI B 11.3. DOH/1a OLIEHOYHBIX CPEACTB.
MeTtoan4yeckoe onucanue MOArOTOBKY U MPOBeIeHUs MPAKTHYECKUX 3a1aHUI

[IpenonaBarens 3apaHee MOJATOTABIMBACT BEeCh WH(MOPMAIMOHHBIA KOMIUJIEKC, TOTOBHUT
OnmaHku C 3a7aHusIMH. Bpemst pemieHus 3amaHusi yka3aHo B camoM OmaHke. CTyaeHTHI
CaMOCTOSITEJIbHO U3y4aloT ¥ POpadaThIBAIOT TEOPETUUECKUIN M CIIPABOYHBIN MaTepHal 1Mo TEME.
3amaHusg Ha YCMOTpPEHME TMpernoaBareNs MOTYT OBITh MpPEUIOKEHBI s PelIeHHs Kak
WHIUBHUIYAJIbHO, TaK U MOATPYIINE CTYJAECHTOB (10 3 4eI0BeK).

Conepxanue 3alaHuid, a TakKe KPUTEpUM M IIKaja OLEHKU IpuBeAeHbl B 1.3. DoHma
OIICHOYHBIX CPEJICTB.

2.2. MeToan4yeckne MaTepHUaJibl, ONpeaessiionue nNpoueaypbl OeHMBAHUS B PAMKAaX
NMPOMEKYTOYHOM aTTecTalluu

[IpomexxyTodHast aTTecTarus - 3a4eT

[IpomexyTouHas aTTecTarus MPOBOIUTCS B popMe 3adera.

3adeT BBICTABIISETCS 110 PE3YJIbTaTaM TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH.

[To ounoii ¢opMe oOyueHUs 3a4eT BBHICTABIACTCS TIOCIE TIOCIEIHEro 3aHSATHUs
CEMHUHAPCKOT0 THUTIA B TPUMECTPE.

[lo 3aounoifi ¢opme o0OydeHHs 3adeT BBICTABIACTCS B CIEIHAIBHO OTBEJICHHOE
pacriucanueM ceccuu Bpems. [lpm 3ToM BO BpemMs 3auyeTa MpenojaBaTelb IMPOBEPSET
BBIITOJTHCHHBIC CTYI[GHTaMI/I 3aJaHus, a TaKXKC 3aaacT JOIOJHHUTCIIBHBIC U YTO‘-IH}IIOH_II/IG
Bompockl. Ha arrecranuio kaxmoro cryaeHTta orBoautbes 0,3 akagemudeckux vaca (okojo 14

MUHYT).
3. TunoBble KOHTPOJbHbIE 3aaAHUS

Tunosbie 3alaHusA 1JIfl TEKYHIIEro KOHTPOJIA YCIIEBA€MOCTH

3.1. [lepeyeHb TUNOBBIX MPUMEPHBIX MPAKTHYECKUX 3aTaAHUI

Bapuanr 1

3aganue 1.

B mae 2018 r. 6610 co3gano OO0 «Dwuanka». PykoBoaCTBOM OBUIO MPEANIOKEHO CO3/1aTh
B cTpykType OOO KaHIENSIpUI0O U BBECTH €€ B COCTAB aJIMUHUCTPATHBHO-XO3SMCTBEHHOTO
otnena. [IpoTus aTOrO pemenus BICTyNMIIA 3aBeytomias kaHuensipueit Opnosa A /L.

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

3aganue 2.

B asrycre 2018 r. 6su10 co3gano AO «ABuarop». Cioyx6a JIOY B Hem Obuta Ha3BaHa
OOIIIM OTIEJIOM.

Kakumu poxkymMeHTamMH JOJDKHA OBITh pPErJIaMEeHTHPOBaHA JIEATENBHOCTh CO3JaHHOTO
otzxena? Kak oHH cOCTaBIISIIOTCS?

3aganue 3.

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

3amanue 4.

C xakoi menpro co3maeTcss Tabenb yHHUPUIMPOBaHHBIX (opM moxkymeHTOB? Kakas
METO/MKa pa3pabdOTKU Tabelst UCTIONb3yeTCs?

3aganue 5.

Kak paspaborarp anb00M YHU(PHUIHMPOBAHHBIX (OPM JTOKYMEHTOB, CO37aBAEMBIX B
opranu3anuu’? Kakosa 11enb ero cozpanus?

Bapuanr 2
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3aganue 1.AxmmonepHoe obmectBo «Ctpenay, pacmojoxkeHHoe B ropoae Koctpoma
(ropuamueckuii aapec: yia. Jlecnas, 22, ten. 46-01-34, dakc (043) 46-01-37), umeer rman
«Crpena-ExarepunOypr» B ropoae ExatepunOypr (mo agpecy: yin. Bokzansnas, 34, ten. 23-34-
56, daxc (032) 23-34-55). Cnpoektupyiite OJIaHK MUChbMa JIJIsl TOJIOBHOTO O(rica aKITMOHEPHOTO
oOmiecTBa u ero ¢guiauana B ropoae ExarepunOypr.

3ananue 2. AxunonepHoe oomectBo «Boctok» (114311, Mocksa, yin. Habepexnas, 1. 16,
kopr. 1, Tem. 345-56-57, daxc (095) 345-56-57, OI'PH 0000000000000, MHH/KIIII
0000000000/000000000) siBsieTcst KpynmHOM opraHu3anuei. Ero opraHu3amnvoHHasi CTPyKTypa
BKJIIOYAET TPU JIemapTaMeHTa (B COCTaBe KaX10To 00pa3oBaHO OT YEThIpEX /0 HIECTH OTICIIOB).
JupekTop Kaxaoro aemapraMmeHTta siBisercss wieHom CoBera maupektopoB OOmiectBa ¥ B
npelenax CBOEH KOMIETEHIIMM HMEET MpaBO MOJANUCH JOKYMEHTOB, MCXOIAIIUX H3 €ro
nonpaszeneHus. B Hacrosdiee BpeMs BcTaad BONPOC O MOATOTOBKE M BHEIPEHUM B NMPAKTUKY
pabotbl, kpome Omanka AO «BocToky, eme M OJaHKOB JENapTaMEHTOB 3TOTO aKIMOHEPHOTO
oOmiecTna.

CnpoekTupyiite oOummii OnaHK opraHm3aruu, oOmmil OnaHk W OJaHK JiIs TUChMa
Henapramenta mepeBo3ok AO «Bocrok», OmaHk mmMcbMa gupekTopa JlemaprameHnTta
npoussoacTBa AO «BocTok».

3ananue 3. Buie-nmpe3uIeHT akKIMOHEPHOT0 KoMmMmepueckoro 6anka «Cupuyc» (321674, T.
C, yn. FOxnas, 13/2, Ten. 435-65-89, daxc (054) 435-65-87, OI'PH 0000000000000, MTHH/KIIIT
0000000000/000000000) BBICKa3aJl HAYaIbHUKY KaHIEISPUU TIOKEIIAHWE HMMETh ONaHK ¢
yKa3aHHEM CBOEH JOJKHOCTH, MOTUBHUPYSI €r0 TEM 0OCTOSTENLCTBOM, YTO OH BEIET OOLIMPHYIO
MEPETUCKY.

[IpaBomMoYHO Jin OXkenaHue Bule-npe3uaeHTa? Kak qomkeH BRI ACTh Takol OaHk?

3ananue 4. Vcnonssys popmyisap obpaserr, CIpOESKTUPYHTE:

a) OiaHK mUCbMa (C MPOJOJBHBIM PACIIONIOKEHUEM PEKBU3UTOB), €CIH HCIOIB3YIOTCA
caenyromue peksusuthl: 03, 05, 08, 10, 11, 12, 15, 17;

6) OnaHk mpukasza (C MPOJOJBHBIM PACHOJIOKEHHEM PEKBU3UTOB), €CIHU HCIOJIB3YIOTCS
caenyromue peksusutsl: 05, 09, 13, 10, 11, 17;

B) OnaHK 3asBICHHS (C YIJIOBBIM DPACIONIOKCHHEM PEKBU3HTOB) HA UMS TE€HEPAIHLHOTO
nupektopa OAO «Akcon» KocunieBa A.B. o mpenocraBieHMHM MaTE€pUaTIbHOW MOMOIIU B
pasmepe 10 MPOT B cBsA3U ¢ TSXKENBIM CEMEUHBIM MOJIOKEHUEM.

3ananue 5. B uacnekuuu denepanbHOM HAIOTOBOW CITyKObI 110 JICHUHCKOMY palioHY T.
CraBponossi BO3HHMKJIa HEOOXOAUMOCTh B pa3paboTKe OJlaHKa PAacHOpsDKEHHUS A OThena IO
pabote ¢ HamoromiareabukamMu. CIpoeKTHPYHTe Takoi OjaHK (C YIJIOBBIM PacIoOIOKEHUEM
PEKBU3HUTOB), €CIIU B IAHHOM CJIy4ae UCIOJIb3YIOTCs chenaytoniue pexksusutel: 01, 05, 06, 09, 13,
10, 11, 17.

KpuTtepuu u mkaJia olieHKH pelieHusi NPaKTHYeCKOro 3aJaHus

Ouenka Kpurepun

OTtinyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYeT 3amaHuio. OOydarouuiicsi, JEMOHCTPUPYET BCECTOPOHHEE,
CHUCTEMaTH4Yeckoe MU TIyOOKoe 3HaHHe Y4eOHOro marepuaia, yMEHHE
cBOOOJHO BBIMOJIHATH MpakTUyeckoe 3afaHue. [1oaHO ocBemaer 3aJaHHYIO
TEMY, €€ aKTyaJIbHOCTb M HOBU3HY. Marepuan U3JI0KEH B OIpPEACIICHHOU
JIOTUYECKOU MOCJIeI0BATEIHHOCTH, JUTEPATypHBIM  SI3BIKOM, C
UCIIOJIb30BAHUEM COBPEMEHHBIX HAayudHBIX TepMUHOB. OOyuarommiics
MPOJEMOHCTPUPOBANI B MOJHOM 00beMe HeoOXOJIMMbIe 3HAHUS U yYMEHUS;
yYMEHUE II0Jb30BaTbCsi HOPMATUBHOM, CIIPaBOYHOM U  CIIELUAJIBHOU
JUTEpPaTypoil; 000CHOBAHHOCTh PE3YJIbTaTOB U BHIBOJOB, OPUTHMHAIBHOCTD
UJIeU; CIIOCOOHOCTD MPEACTABIATh PE3yJIbTaThl UCCIEAOBAHMS B TBOPUYECKON
dopme; o000CHOBaHME BO3MOKHOCTH IPAKTHUYECKOTO HCIOJIb30BAHUS
NOJYYeHHBIX JaHHBIX. [IpogeMOHCTpUpOBaH JIMYHBIN BKIIaJ 00ydaronerocs
B paboty. OdopmieHne pabOThl B I€JIOM OTBEYAIOT YCTAHOBJIECHHBIM
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TpEOOBAHUSIM.

Xopouio Xopowo craBuUTCS, €ClIH coAepXkaHWe padoTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYET 3afaHuio. OOydaromuiics JEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEICICHHOW JIOTMYECKOW IMOCIIEN0BATEIBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHBIE ONMMOKH (MM OTOBOPKH),
UCIIPaBIIEHHBIC M0 TpeOOBaHHMIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTAaTOYHO, OTpakeHAa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JloCTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaA oOywaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Ynosaersop | [lpu  yoosremeopumenvnom  OTBeTe  coaepkaHMe  pabOTHI/OTBETa
HUTEeJIbHO HEJOCTAaTOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUIO. 3aJaHHE BBIIIOIHEHO
yactuyHo. OOydaromuiics AEMOHCTPUPYET HEIOCTaTOYHOE OCBEUICHHE
3a/IaHHOM TEeMBbI, JOMYIIEHBI MOTPEITHOCTH U HETOYHOCTH, JOITYCKAeT OJIHY
CYIIIECTBEHHYIO OIMHMOKY, HO 00JagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
yCTpaHEHUs TOJ] PYKOBOJICTBOM IMpemnonaBarens. HaydHas TepMHHOIOTHS
UCIIOJIb3YETCSl HEIOCTaTOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMUHBIN BKIaA
oOydaromerocss B pabory HemocraroueH. OdopmieHue paboThl He
MOJIHOCTHIO OTBEYAIOT YCTAHOBJICHHBIM TPEOOBaHUSIM.

HeynoBners | [Ipu Heyoosremeopumenvhom OTBETE€ coOAep:KaHUE paOOTHI/OTBETa He
OPUTEJBHO | COOTBETCTBYET 3aJaHuio. B pabore mpoaeMOHCTpUpOBaH HHU3KHI YpOBEHb
3HAHMA W YMEHHWH, HaONIOMAl0TCSI 3HAYUTENIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNN HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHUYEH O0bEM
CoJlep>KaHusl BBIMOJTHEHHOTO 3amaHus. OdopmieHue paboOThl HE OTBEYACT
YCTaHOBJICHHBIM TPEOOBAHUSIM.

3.2. IlepeyeHb NPUMEPHBIX BONPOCOB /IJIsl YCTHOI'O ONPoOCca

1. Ilemu u 3amaun CEpPBUCHOM NESTENHHOCTH OPTaHU3aIlHH.

2. OcCHOBHEBIE MCTOJblI U TMPUCMbI IUIAHUPOBAHHWA, OpraHnu3aliv, MOTUBALIUU, KOOPpAWHAIUU U
KOHTPOJIS ACATSIIBHOCTH OpTaHu3aIiiii cheprl CEPBUCA B UX TOIPa3ICIICHIN.

3. JlokymeHTaunoHHoe obecnieuenue ynpasienus (JJ0Y).

4. 3nauenue nokymeHTa B Typusme. Mecro JIOY B nesaTenbHOCTH MEHEIHKEPOB.

5. YpoBHU yIpaBJIECHUS U IPOLECCHl OPraHU3alUU. YPOBHU YIPABICHUS B MaJIOH
opraHu3anuu (PyKOBOASILIMKA M ONEPATUBHBIN), B CpPEAHUX M KPYHHBIX (PYKOBOISIIUM,
CTPaTErnuecKuii, TAKTUIECKUI U ONEPAaTUBHBIN).

6. JlokyMeHTHpOBaHHbIE MH(OpMAaLUS W YIPaBICHUYECKHUE DPELICHUS COOTBETCTBYIOLIUX
YPOBHEM.

7. JIOKyMEHTBI, MCHOJb3yeMbIE PYKOBOJMTEISAMH W HWCIOJHHUTEISIMH IPHU BBINOJIHEHUU
CBOHMX TMPOIECCOB (IIPABOBBIC, OPTaHH3AIMOHHO- PACIOPSIUTENIbHBIE, TUIAHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHBHbIE, BHYTPEHHHUE HOPMATHUBHBIE U TEXHUYECKHE).

8. 3akoHomarenpHOe perynupoanue 10V (penepanbHble 3aKOHBI).

9. HopMaTuBHO-IpaBOBOE W HOPMATHBHO-METOIWYECKOE  perynupoBanne  JJOY
(HalMOHANBHBIE CTaHAAPTHI, TOCYAApPCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO O0ecredeHus
yropasieHust u ee uenr, OCT P 51141-98 «/lenonpousBoacTBo U apXuBHOE n€0. TepMUHBI 1
onpenenenus, [OCT 6.30-03 «YHuduupoBaHHbIE CUCTEMBI JOKYMEHTAIIUNY, OOMEepOCCHiCKU
KJIaCCHU(PUKATOP YIPaBICHYECCKON JOKYMEHTAINH, TOCYAapCTBEHHBIC HHCTPYKIMHU 110 JJOVY).

10. OcHoBHBIE (PYHKIINHU YIIPABICHUS CEPBUCHON ACATEIBHOCTHIO.
11. [TonsiTe knaccuuKanuu JOKYMEHTOB.
12. Knaccudpukanuss AOKYMEHTOB IO CHOCOOY JOKYMEHTHpOBaHUS, M0 chepe

WCITOJIB30BaHUS, 10 MECTY COCTaBJICHHSI, TI0 TPUdy OrpaHUYCHHS AocTyna (Tpudbl JOKYMEHTOB),
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[0 TPOUCXOXKJICHHUIO, O IOPUIMYECKOW 3HAUYMMOCTH, TO (OpMe H3II0KEHHUs, MO CpOKaM
XpaHEHHUS.

13. TloHsiTHE »BIEKTPOHHOTO JOKyMEHTa. TpeOoBaHMA K DJICKTPOHHOMY JIOKYMEHTY.
[IpeumyiiecTBa 1 HELOCTATKH 3JIEKTPOHHOIO TOKYMEHTA.

14. DnexTpoHHBII JOKYMEHTOOOOPOT M €ro PperyJMpoBaHHE HOPMATHBHBIMH AKTaMH.
ObecrnieueHne XpaHeHUsI ATEKTPOHHBIX JTOKYMEHTOB.

15. YHupuuMpoBaHHble CHUCTEMbI TOKYMEHTAIMU: MOHSTHE, BUAbI (OpraHU3alMOHHO-
pactopsIANTEIbHON JOKYMEHTAIMK; OaHKOBCKOM JOKyMEHTAIluu;, (UHAHCOBOW, yYETHOH M
OTYETHOM OyXrantepckoil TOKyMEHTAllMK OIOJKETHBIX OpraHU3aluil; OTYETHO-CTATUCTHYECKON
JOKYMEHTAlMW; YYETHOU U OTYETHOM NOKYMEHTAlWU MPEANPUATUI; TOKYMEHTALHUH 110 TPYLY;
nokymeHnTaiuu [leacuonnoro gonnga PD).

16. HeobxoguMoCTh eAuHBIX MpaBuil odopmiieHHs HTOKyMeHTOB. (COCTaB pPEKBHU3HUTOB
NokyMeHTOB. [IpaBuiia opopmiieHHsI pEeKBU3HUTOB.

17. TloHsiTue OPUIAMYECKOTO 3HAYEHUS! JOKyMeHTa. HOpuauyecku 3HaYMMble PEKBU3HUTHI
nokyMeHTa. FOpunndeckoe 3Ha4eHUE AINEKTPOHHOTO IOKYMEHTA.

18. TlonsTre s3bIKa CIYKEOHBIX JOKYMEHTOB. (OCOOCHHOCTH S3bIKAa  CITYKEOHBIX
JOKYMEHTOB (TOYHOCTb W SICHOCTb; JIAKOHMYHOCTB, YOEAMUTENBHOCTh; HEUTPaIbHOCTh TOHA
U3JI0KEHUS; HCIIOJIb30BAaHHE  yCTOWYMBBIX  CIOBOCOYETAaHHMM — CTaHJAPTHBIX  0OOpPOTOB;
UCTIOJIb30BaHUE OOIIECHPUHSITHIX COKPAILCHUN).

19. Ilonsitne Onanka mokyMeHTa. Buasl OnaHkoB. PexBu3uThl OnaHkoB. BapuaHThI
PacroJI0KEHUsI PEKBU3UTOB.

20. OcHOBHBIE TpyMIbl OPraHU3ALUOHHO-PACTIOPSAIUTEIbHBIX JOKYMEHTOB. DopmMyJsip-
o0pa3el] OpraHN3alOHHO-PACTIOPSAUTEIIEHOTO JOKYMEHTA.

21. OcHoBHbIE BUABI yCTaBOB. [IpaBumna cocraBieHus.

22. Tlonsatue koHTpakTa. TpeOoBaHMs K KOHTpakTy. OCHOBHbBIE BUABI TOJOXKEHUH H
IpaBuja COCTaBJICHUS.

23. OCHOBHbIE BU/Ibl MHCTPYKLUI U IIPaBUJIAa COCTABIICHUSI.

24. TloHsiTHE NOTKHOCTHOM MHCTPYKIIMHU U MPaBUiIa COCTABJICHUS.

25. Ilonsarue npukasa. [IpaBuna cocraBieHusl.

26. Ilonstue pacnopspkeHus. [IpaBuiia cocraBieHus.

27. Ilonatus pewenus U nporokosa. [IpaBuna cocraBieHus.

28. IlonsTHs MOKIAMHOM M CTy)eOHOM 3anmucok. [IpaBuia coctaBieHUs.

29. Knaccuduxanus nenoBbix nuceM. Kommepueckue u aenoBble mucbMa. OObIYHBIE U
UUPKYJISIPHBIE TUCHMA.

30. HdenoBoe MUCHMO B YCIOBUAX YHU(DHUKAIMUA. PEKBU3UTHI 1€70BOTO MUCHMA.

31. BapuaHTbl agpecoBaHus MUCEM. SI3bIKOBOM CTaHAAPT SI3IKOBOTO MUCHMA.

32. CraHpapTHBI acleKT KOMIO3UIMU JENOBbIX NuceM. PedeBoil ITHKET AEIOBOTO
nrucbMa. @opmysel oOpameHus. MexayHapoaHbIe THChMa.

33. YcraBHblE TOKYMEHTHI. byXraiaTepckue M CTaTUCTUYECKHE TOKYMEHTHI. [IOKYMEHTBI
BHYTPEHHETO pacnopsiIKa.

34. JIoKkyMEHTbI, pPErIaMEHTUPYIOIME OTHOLIEHUS C IIOCTAaBUIMKAMHU, C areHTamH,
NapTHEPAMH, TYPUCTAMM.

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

36. JloroBopHbI€ OTHOUIEHHS MEXIY TYPONIEPATOPOM U TYPareHTOM.

37. JIoroBOpHBIE OTHOIICHUS MEXIY TYPUCTCKUM TPEANPHUITHEM U TOTPEOUTEIIMU
TYPUCTCKHUX YCIYT.

38. JloroBopHBIE OTHOIIEHHUS MEXAY TYpPOIEPATOPOM M IOCTABIIMKAMU TYPUCTCKUX
YCIIYT.

39. JloroBopHbIE OTHOLIEHHS MEXKAY PELIEITUBHBIM U HHULIMATUBHBIM TypOI€paTOpaMHu.

40. JIOKyMEHTHI 10 OpTaHU3alNU TYPUCTCKOTO MyTEIIECTBHUS.

41. 3asBKa Ha OPraHU3aLMIO TYPUCTCKOMN MOE3/KHU.

42. 3asBieHue Ha Typ. AHKETa TypHUCTa.
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43. 3asBka Ha OPOHHPOBAHUE TYPUCTCKUX ycuyr. TypHucTckas myTeBKa.

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

45. AreHTCKO€ COrJallieHue.

46. KoHTpaKT 0 COTpYAHUYECTBE B 00JIACTH TypU3Ma C HHOCTPAHHBIM MTApTHEPOM.

Kpurepuu u mkajia oneHKH 0TBeTa MPU YCTHOM OIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCSA, €CIIM 00yYaroUIUiicsa 1EMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUA aprYMCHTHUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMepaMu. B ocBelleHHMM cojepxaHus BoOIpoca
HCIIOJIB3YCTCA aHATUTHYECKU I moaxon, 00OCHOBBIBAETCSI CBOS TOYKa
3pEHMs; JIeNalTCsA COJAEepXkKATelbHbIE BBIBOABIL. Marepuan H3JI0KEH B
OIIPEETICHHOM JIOTHYECKOM MOCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C

HCIOJIL30BaHNE COBPEMEHHBIX Hay4YHBIX TEPMHHOB; OTBET
CaMOCTOSTEIbLHBIMN.
Xopouo Xopouto CTaBUTCS, €CIW OOYyYaIOIMMIACS JEMOHCTPUPYET TOCTATOYHO

MOJIHBI M TIPABWJIBHBIN OTBET; BBIIIBUTAEMBIE TEOPETUUYCCKUE IMOJIOKCHHUS
MOJTBEPKJICHBI IPUMEPAMU; B OTBETE MPEACTABIEHbI pa3TUYHbIE MOIXOAbI K
paccmarpuBaeMoil mpobieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHasi TOYKA 3pEHHs; CJIIEeNaHbl KpaTKUE BBIBOIbL;
MaTepua U3JI0KEH B ONMPEIEIICHHON JTOrMYeCKON MOCIeA0BaTeIbHOCTH, TIPH
9TOM JOMYIIEHbI JBE-TPH HECYIICCTBEHHBIC OIMMOKH (WJIU OTOBOPKH),
WCIIPABIICHHBIC IO TPEOOBAHUIO MTPETOIaBaTeNs.

Ynosaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydalOIIUWcA JOMYCKAeT OJHY
UTEeJIbHO CYIIECTBEHHYIO OIMHMOKY; OTBET HEJOCTATOYHO JIOTUYECKH BBICTPOCH;
0a30BbIE TOHATHSA  YNOTPEOJEHBI MpPaBUILHO, HO OOHAPYKHUBACTCS
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIIBUTAEMbIC TOJOKEHUS HEIOCTATOYHO
apryMEHTUPOBaHbl M HE TMOATBEPXKACHBI MpPHUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIUCATEeNbHbIM, a HE KOHICNTYAIbHBI XapakTep;
Hay4yHas TEPMUHOJIOTHS UCIOJIb3YETCS] HEIOCTATOUHO.

HeynoBners | [Ipu neyoosniemsopumenvrnom oTBeTe OOYyYalOMIMUACA JOMYyCKAaeT psif
OPUTEJBbHO | CYIIECTBEHHBIX OLIMOOK, KOTOPbIE OH HE MOKET UCIPaBUTh MPHU HABOJSALINX
BONPOCax TpenojaaBarelsi; HE MOXKET JaTh HaydHOoe OOOCHOBaHHE
po0JIeMbl; BBIBOJBI OTCYTCTBYIOT MJIM HOCST IMOBEPXHOCTHBIN XapakTep;
npeobiiagaet ObITOBasK TEKCUKA; HAOTIOAAIOTCS 3HAYUTEIbHBIC HETOUHOCTH B
MCIOJIb30BaHUU HAYYHOU TEPMHUHOJIOTHH.

3.3. IlepeyeHb npuMepHO TeMAaTHKHU pedepaToB

1 Vaudukanus u craHgapTA3anus JAOKYMEHTOB: YHU(DUIIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTAIuU

2 Obmepoccuiickuekaaccu(HhruKaTopel:001epOCCUCKUITKITaCCH(PUKATOPYIPABICHYECKON
nokymenTaiuu (OKY J1)

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

4  VHuunupoBaHHBIE CHUCTEMbl JOKYMEHTAIlMW: YHU(DUIMPOBAHHAS  CHCTEMa
nokymenTaiuu [lencuonnoro ¢ouna Poccuiickoit denepanun

5 Benenwue Aenompon3BOICTBA O OOPAICHHSIM TpaXKIaH B opraHu3anusix [leHcCHoHHOTO
dbonga

6 Benenue menompou3BOACTBAa ¢ OOpallleHUSMH TPAXKIAAH B YIPABICHUSX COLMATHHOU
3alUThl HACEeJICHUS

7 Opranuzanus paboThl ¢ OOpaIIEHUsIMU TPaK/IaH B OpraHax BHYTPEHHUX eI
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8 DKcrepTr3a IEHHOCTH JOKYMEHTOB U HOPSIOK Y4eTa 0co00 EHHBIX JOKYMEHTOB

9 Opranuzanust OnepaTUBHOTO XPaHEHUs JOKYMEHTOB M MOATOTOBKA JENIa K apXUBHOMY
XPaHEHUIO

10 Opranu3zanus paboThl C TOKYMEHTaMU, UMEIOUTUMU IPUQBI OTpaHUUEHUS JOCTYIIa

11 Iopsimok paboThl ¢ KOH(MUISHITMATBHBIME TOKYMEHTAMU U MaTepUaIaMU

12 OcHOBHBIE XapaKTEPUCTUKH JOKYMEHTOOOOPOTA U MPaBHJIa €ro yueTa

13 Iopsinok IBUKEHUS JOKYMEHTOB B OpraHU3aluu

14 HopmaTHUBHO-TIPaBOBBIE OCHOBBI IOKYMEHTAIIMOHHOTO 00€CTICUCHUS YITPaBICHUS

15 Poab TOKYMEHTAalMOHHOTO 00ECTIeueH s YIIPABJICHUSI B COBPEMEHHON OpTraHU3aIiH

16 Homenkiatypa J1e: mopsiok pa3padoTKu U opopMIICHUS

17 CronbioBoe (mpukazHoe) aenonpou3Boactso B XV—XVII BB.

18 lemonpoun3BoacTBO B [[peBHEPYCCKOM TOCy1apCTBE

19 UcnonnuTenbHOE IEI0MPOU3BOICTBO

20 Cucrema KOJIJIEAKCKOr0 AEJIOMPOU3BOICTBA

21 Cucrema MUHHUCTEPCKOTO Aenonpous3BoacTsa B XIX — Hauane XX B

22 YnupaBieHue U AeIoNpou3BoACTBO B 1917—1941 rr.

23 Pa3utue Poccuiickoil rocy1apcTBEHHON CUCTEMBI AEIONPOU3BOACTBA

24 Vcrtopus ynpaBieHuUs U Aenonpou3BoacTBa B 1945—1990 rr.

25 Uctopus pa3BUTHs MUCbMEHHOCTH M IEIONPOU3BOACTBa B Poccun

Kputepun oneHkn padoThl CTY1€HTOB NP BbINOJIHeHUHU pedepaTa

Pedepar sto omna m3 ¢dopm ycTtHOM arrectanuu. Pedepar — 3T0 camocTosTenbHas
UccleioBaTenbckasi paboTa, B KOTOPOM aBTOpP PAcKphIBAaeT CyTh HCCIENAYEeMOM IMpoOJieMbl;
NPUBOJIUT pa3IUYHbIE TOUKH 3PEHHUS, a TaKKe COOCTBEHHBbIe B3rjsAbl He Hee. ConepikaHue
pedepara HOKHO OBITh JIOTUYHBIM; U3JI0KEHUE MaTepHalia HOCUT MPOOIEMHO-TEeMaTHIECKHIA
xapaktep. Pedepar cTuMynupyeT pacKpbhITHE HCCIIEIOBATENbCKOrO MOTEHIMANA YdYallerocs
(BBIITYCKHUKA), CIIOCOOHOCTh K TBOPYECKOMY IIOMCKY, COTPYIHUYECTBY, CaMOPACKPBITHIO U
MPOSIBIICHUIO BO3MOYKHOCTEH.

ABTop pedepara  HOKEH  NIPOJEMOHCTPUPOBATH  JOCTHXKEHHME UM  YpPOBHSA
MHUPOBO33PEHYECKOM, OOLIEKYIbTYpPHOI KOMIETEHLUH, T.€. MPOIAEMOHCTPUPOBATh 3HAHUS O
peaTbHOM MHUpE, O CYIIECTBYIOUIMX B HEM CBS3AX M 3aBUCHUMOCTSX, MpoOieMax, O BeAyIIUX
MHUPOBO33PEHYECKUX TEOPHUSAX, YMEHUH MPOSBIATH OLIEHOYHbIE 3HAHUS, U3y4aTh TEOPETUUECKUE
paboThI, WCIONIB30BATh PA3IUYHBIE METOJbl WCCICIOBAHUS, NMPUMEHSATH Pa3IHYHbIC MPUEMBI
TBOPYECKOU JAEATEIbHOCTH.

1. Heo6xoauMo mpaBuiibHO CPOPMYIUPOBATH TEMY, OTOOpaTh MO HEH HEOOXOAWMBIN
MaTepua.

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

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

4. ITocne uTaThl HEOOXOAMMO AENaTh CChUIKY Ha aBTOpa, Hanpumep [Nempou3BeaeHuUs Mo
CIIUCKY, CTP.].

5. MWznoxeHue JOKHO OBITh  MOCHENOBaTeldbHBIM. HemomycTuMel — HedeTKHe
bopMyIUPOBKH, peueBbie U opdorpaduieckre ommoOKy.

6. B moaroroBke pedepara HEOOXOJUMO UCHOIB30BAaTh MaTe€pHAlIbl COBPEMEHHBIX
W3JaHU HE cTaple S JeT.

7. Odopmiienne pedepata (B TOM UYUCIE THUTYIBHBIA JIHCT, JIUTEpATypa) JOKHO OBITH
PaMOTHBIM.

8. Cnucok suTepaTypbl oQOpMIISIETCA ¢ YKa3aHUEM aBTOpa, Ha3BaHUS UCTOYHHKA, MECTa
U3JIaHus, TO/1a U3/IaHusl, Ha3BaHUS U3/aTeNIbCTBA, UCIIOIb30BAaHHBIX CTPAHMUII.

Pedepar nmomxen OBITH BBINOJHEH MEYaTHBIM CHOCOOOM Ha OAHOM cTopoHe Oymaru
dbopmara A4 yepe3 monTopa mHTepBana. [[Ber mpudra gomxen ObiTh yepHBIM, mpUDT Times
NewRoman, 14 nr.
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TekcT creayer mevararh, COOMIOAAs CASAYIOUINE pa3Mephl MOJICH: BEpXHEe U HUKHEE —
20 mm, neBoe — 30 MM, mpaBoe — 15 MM. AG3aIHBIA OTCTYN JOJKEH OBITh OJUHAKOBBIM II0
BCEMY TEKCTY M COCTaBIIATH 1,25 cM.

BripaBHMBaHME TEKCTa MO MIUPUHE.

Pa3permaercs ucmnoib30BaTh KOMIBIOTEPHBIE BO3MOXXHOCTH aKIIEHTUPOBAHUS BHUMAHUS Ha
OTpe/IeNIeHHBIX TEpPMHUHAX, (QopMyiax, MPUMEHsSl BBIICICHHUE XUPHBIM MIPpU(TOM, KYpCHB,
MOTYCPKUBAHHE.

Bce ctpanuiisl 00s3aTenbHO TOKHBL OBITH IPOHYMEpOBaHbl. HyMepartius T1CTOB 10JKHA
OBITh CKBO3HOH. Hymepamusi TUCTOB HadyMHAETCS C TPEThEro Jmcra (Mocie COACpNKaHHS) U
3aKaH4MBaeTcs nociegHuM. Homep cTpaHuIlbl HA TUTYJIBHOM JIUCTE He mpocTtasisercs. Homepa
CTpaHUII IPOCTABIISIFOTCS B IICHTPE HIDKHEH Y4acTH JincTa 6€3 TOUKH.

Cnucok KUCIOoJIb30BAHHOM IUTEPaTyphl U MPHIIOKEHUS BKIIOYAIOTCS B OOIIYI0 HYMEpPALUIO
JUCTOB.

Odopmenue murepaTypsr:

Kasxp1ii MCTOYHUK JOIKEH COIEPIKATh CIEIYIONINE 00s13aTEIbHBIC PEKBU3UTHI:

- (pamMuMs ¥ MTHULMAIIBI aBTOPA;

- HAUMEHOBAHHUE;

- U3aTEIbCTBO;

- MECTO WU3/IaHUS;

- TOJ1 U3JIaHUSI.

Kpurepuu onenku pedeparos:

- AKTYyaJIbHOCTbh TEMBI

- CoOTBETCTBUE COJIEPKAHUS TEME

- 'nmyGuHa nmpopaboTKu MaTepuaia

- [IpaBuIBHOCTH ¥ OJTHOTA UCTIOIB30BAHUS UCTOYHHKOB

- CootBetcTBUE OopMIIeHUs pedepaTa CTAaHIAPTOM.

COTJIIMYHOM:

1. mpucCyTCTBUE BCEX BBINICTICPEUNCICHHBIX TPEOOBAHUIA;

2. 3HaHHWE Yy4YallUMCs H3JI0KECHHOTO B pedepare marepualia, yMEHHE TPaMOTHO U
apryMEHTHUPOBAHO U3JIOKUTh CYTh IPOOJIEMBI;

3. IPUCYTCTBUE INYHOW 3aMHTEPECOBAHHOCTH B PACKPHIBAEMON TeME, COOCTBEHHYIO TOUKY
3peHusi, apryMeHThl U KOMMEHTAapUH, BBIBOJIBL;

4. ymeHue cBoOOJHO OecenoBaTh MO JOOOMY IMYHKTY IUIaHa, OTBeYaThb HAa BOMIPOCHI,
MOCTaBJICHHBIE WIEHAMHU KOMHCCHHU, IO TeMe pedepara;

5. yMeHue aHanU3UpOBaTh (HAaKTHMUECKUW MaTepual W CTAaTUCTUYECKHE JaHHEBIE,
UCIIOJIb30BaHHBIE MTPH HallMcaHuu pedepara;

6. HajaM4he KayeCTBEHHO BBIMOJHEHHOIO MPE3EHTALUMOHHOTO MaTephaia uiau (M)
pa3gaToOyHOro, HE AYOJIMPYIOIIEr0 OCHOBHOM TEKCT 3aIIMTHOIO CJIOBA, a SIBJISIOIIETOCS €ro
WLTIOCTPATHBHBIM (DOHOM.

«XOPOILIO»:

1. Menkue 3ameuyanus Mo opopMIICHHIO pedepaTa;

2. He3HAYUTEINIbHbIE TPYAHOCTHU MO OJHOMY U3 MIEPEUNCIICHHBIX BbIIIE TPeOOBaHUH.

«YAOBIETBOPUTEITHHOY:

1. Tema pedepara packpbiTa HEIOCTATOUHO MOJTHO;

2. HEMOJIHBIN CITUCOK JINTEPATYPHI K HCTOYHUKOB;

3. 3aTpyAHEHUSI B U3JI0KEHUH, apTyMEHTHPOBAHUU.

«HEYIOBIECTBOPUTEIILHO:

TeMa He pacKpbITa

3.4. IlepeyeHb NPUMEPHBIX TECTOBBIX 3aJaHUI

B Tecte HeoOx01uMo BBIOpATh MPaBUIIBHBIN OTBET (MX MOXKET ObITh HECKOJIBKO) MIIN yKa3aTh
IIOCJIEIOBATEIEHOCTh OOBEKTOB.
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1. lokymeHT — 3T0:

1. 3adukcupoBaHHas Ha MaTepUAILHOM HOCUTENE HH(OPMALIKS ¢ PeKBU3UTAMU,
MO3BOJISIOIIMMU €€ HICHTU(UITNPOBATS.

2. Hocurens nndopmaruu, UCIOIb3yeMOM B LIETSAX PETyIUPOBAHUS COITUATBHBIX OTHOIIEHUH.
3. Uudopmarus, 3apuxcupoBaHHasi J00BIM CIIOCOOOM Ha JTI000M HOCHUTEIE.

2. IlopJIMHHUK JOKYMEHTA — 3TO:

1. [lepBbIit MM €IUHCTBEHHBIN 3K3EMILIAP JOKYMEHTA.

2. DK3eMIUISIp JOKYMEHTA, C KOTOPOI'O CHSITA KOMHUSI.

3. IOpuaunyeckas cujia J0KyMeHTa — 3TO:

1. OcobeHHOCTH BHEITHETO OPOPMIICHHUS JOKYMEHTA.

2. CBUJIETENBCTBO HAIMYKSA B IOKYMEHTE MOJIOKEHUN HOPMATUBHOTO XapaKTepa.

3. CriocoGHOCTh JOKYMEHTA MOPOKAaTh ONPEEIICHHbIE TPAaBOBbIE OCIEACTBHSL.

4. UmeeT 1M IOPUIAMYECKYIO CHIIY IOKYMEHT, NNOJY4eHHBbIH 10 GaKCHUMHUJIBLHOMI CBA3U?
1. Jla.

2. Jla, o cornameHuio CTOpOH HHPOPMALIMOHHOTO OOMEHa.

3. Her.

5. Kakoii n3 nepe4ncjieHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBHU3UTAM YA0CTOBEPEHUs?
1. I'pud yrBep)aeHUsI.

2. Ileuars.

3. OT™MeTKa 0 3aBEpEHUU KOIHH.

4. Bu3a coriacoBanusi.

5. Iloamuce.

6. B kakoii mocy1e10BaTeIbHOCTH J0JIKHBI ObITH PACIIOJIOKEHbl HAUMEHOBAHNS B 0J1aHKe
nucbma Gpuianana opranu3anuu?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

2. (OAO «Cubuedtn»).

3. @uinan B roposae XaHTel-MaHCHIICKeE.

4. «Hedtsnas kommanus “Cuduedts”».

7. Kakne peKBU3UTHI BKJIYAIOTCA B OJIAHK NUCbMa?

1. MecTo cocTaBieHuUs WIK U3JIaHUS JOKYMEHTA.

2. 3aroJ0BOK K TEKCTY.

3. HaumMeHOBaHuWE OpraHu3aiuu.

4. ToBapHBIii 3HaK (3HAK OOCTYKUBAHUS).

5. HaumeHoBaHue BUJa JOKYMEHTA.

6. Anpecar.

7. CipaBOYHBIE TaHHBIC 00 OpPraHU3aIUH.

8. Ha kakoM 3k3eMILIsipe 1eJI0BOr0 NUCbMA, MOATOTOBJICHHOM /JIsl OTIPABKH aJpecarty 1no
1o4Te, MPOCTABJIAIOTCH BU3bI?

1. Ha mogyinHHMKE, OTIIPABIsiEMOM ajpecary.

2. Ha xonuu, nomeniaeMom B 1€J10 OpraHU3alyHu.

9. Kakoii pekBH3HUT 0)OpMJIEH HENPABHJIBHO?

1. HaumMeHOBaHWE OpraHu3anuu-aBTopa.

2. CripaBo4HbIE TJaHHBIE 00 OpraHU3aIUH.

3. Jara nokymeHTa.

4. PeructpalilnoHHbIN HOMEP JOKYMEHTA.

5. 3aroyioBoK K TEKCTY.

HexoMmMepueckoe NnapTHEPCTBO
«'NIBbAUA TIPOPECCUOHAJIBHBIX PUDJITEPOB»
HcriomHUTENPHOMY TUPEKTOPY
Poccuiicko-
IBENIIAPCKOTO
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3aropoaHoe 1., 5, Mocksa, 118365 COBMECTHOTO
MPEANPUSITHS
Ten. (495) 245-18-01; daxc (495) 245-30-00

«RussianTrust&TradelLtd.»

OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 r-ny I['.Il. CugopoBy
Bonokonamckoe
mr., 10,
Mockaa,
215080

10. Kakoii BapuaHT 0(popMJIeHUS CIPABOYHBIX JAHHBIX 00 OPraHU3aluu U KOJA0B B
0/1aHKe OPraHU3alHU SABJIAETCS NPABUIbHBIM

l. O011ecTBO ¢ OTpaHUYCHHOM 2. OO11ecTBO ¢ OrpaHUUYEHHON
OTBETCTBEHHOCTbHIO OTBETCTBEHHOCTbHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, yi. ®epcmana, 1. 5/1 V. depcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Temn. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKITIO 2356447; OI'PH 1127776500001,
WHH/KTIIT 0112220000/011777000 WHH/KTIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

11. YTo no/KeH caeaTh pa00OTHHK OPraHU3aliy, BUSHPYIOLIUI JOKYMEHT, eC/Id OH He
COIJIACEH C ero cojep:kanuem?

1. OTka3arbcst OT BUBUPOBAHUS JOKYMEHTA.

2. 3aBU3UPOBATh TOKYMEHT, BEIPA3UB CBOE MHEHUE.

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

1. O noroBope NoCTaBKH.

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

3. O HEBBINIOJHEHUH JIOTOBOPA.

13. Kak noJzkHa ObITH 0(pOpMIIEHA MOANNCH, €CJIM 3aMeCTHTEJIb PYKOBOIUTEJIsI
OpraHM3aliy UMeeT NPaBo MOANUCHIBATH JOKYMEHThl BMECTO PYKOBOIMTEIS B CIy4ae ero
BPEMEHHOI0 OTCYTCTBHUS?

1. T'eHepanbHbIiA TUPEKTOP IMonamuce JI.A. Canukos
2. 3aM. TeHepaIbHOT0 AUPEKTOpa [Hoanuce O.I1. Pemu3zos
3. W.o. reHepaibHOro TUPEKTOpA [Tonnuce O.I1. PemuzoB

14. Kak no/xHa 0bITH 0)OpMIIeHA MOANKUCH B MAChMeE, €CJIM KOMMeP4YeCKHUil JUPEeKTOop
¢pupmbr (H.U. CtapkoB) HaXoAUTCA B OTIIyCKe, 2 HCIIOJTHEHHE ero 00sI3aHHOCTel NPUKA30M
BO3JI07KE€HO HA 3aMecTUTeN st KomMmepueckoro nupekropa (E./l. TabakoBa)?

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

2. Her.

16. Kakoe nucbMo 3aBepsieTcst ne4aTbio?
1. T'apanTHitHOE TUCHMO.
2. KoMmMepueckoe npeioKeHue.
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3. IluceMo-tipock0a.
17. Kakoii BapuaHT opopMJIeHUS Pe30JI0UUMN PYKOBOIUTEJIS AIBJISIETCH MPAaBUJIbHBIM?

1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowty noocomoeums 3akaoyeHue Ipowy paccmompeme.
k18.04.2007. Iloonucwe pykosooumens
Iloonucs pykosooumens 10.04.2007
10.04.2007

18. Kakoii BapuaHT 0popMJIeHUS OTMETKH O HAJIUYUYU NPUJIOKEHHUS B
CONMPOBOAUTEIBLHOM NMHUCbMeE SIBJISAETCH NPABHIbHBIM?
1. Ilpunosxxenue: ynomsinytoe Ha 3 J1. B 1 3K3.
2. IlpunoxxeHue: o TekcTy Ha 3 1. B 1 7K3.
3. Ilpunoxenue: Ha 3 1. B 1 7K3.
19. JloaskeH M MCMOJHUTEIb, IOATOTOBUBIIMH TEKCT MHCbMA, BUBMPOBATH JOKYMEHT?
1. Jla.
2. Her.
20. Kakue HOpMbI NIPUMEHSIOTCS JIS Pac4YeTa YMCJAEHHOCTH 1eJI0NPOU3BOICTBEHHOI 0
nepconaja?
1. Hopmbl BeIpabOTKH.
2. Hopmbl BpemMeHH.
3. HopMBI ynipaBisieMOCTH.
4. HopMmbI 00CTy>KUBaHHUS.
21. Kakoii BapuaHT () OPMYJHPOBKH MYHKTA PACIIOPSAUTEIbHON YaCTH IPUKA32a SIBJISIETCS
NMPaBUJIbHbIM?
1. 'maBHOMY OyXTanTepy MOArOTOBUTH U MPEJICTABUTH HA YTBEPKACHHUE CMETY PAcX0/0B Ha
KOMaHAUPOBKU
B 2007 r. B cpok 10 20.01.2007.
2. I'maBHomy Oyxrantepy JmutpueBy I1.JI. moaAroToBUTH U MPEACTAaBUTh HA YTBEPKIECHNUE CMETY
pacxonoB Ha komaHaupoBku B 2007 r. B cpok 10 20.01.2007.
3. 'maBHOMY Oyxrantepy OOO «Arary» [1.JI. IMuTpreBy MOATOTOBUTH U MPEACTABUTH Ha
yrBepxacHue B cpok 110 20.01.2007 cmeTy pacxoaoB Ha KOMaHAUPOBKU
B 2007 .
4. IMopyunts rnaBHOMY Oyxrantepy JAmutpueny [1.JI. OAroTOBUTH U PEACTaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/ioB Ha KOMaHIUPOBKH
B 2007 1.
22. IokyMeHT0000pOT — 3TO:
1. Ilepenaya fOKyMeHTa U3 OJHON MHCTAHLIMU B APYTYIO B MIPOLIECCE €r0 PACCMOTPEHUS.
2. JIBM>KeHHE JOKYMEHTOB B OPraHM3allMi ¢ MOMEHTA UX CO3JaHUs WU TOJIy4YEHUS 10
3aBEPILICHUS UCTIOJIHEHUS U OTIPABKHU.
3. JIBM>keHre KOMIUIEKCca TOKYMEHTOB B IIpOIecce BHIPAOOTKH, MPUHSATUS U UCTIOTHEHUS
peLeHui.
23. SBasiercs Jid 3a/1a4a COBePIICHCTBOBAHUS GOPM U MeTOI0B PAdOThHI ¢ JOKYMEHTAMHU
3agavei cay:x0b1 J1OY?
1. Jla.
2. Her.
24. Kakoi 10KyMEHT OTHOCUTCS K HeperucTpupyeMbiM?
1. [Tucemo-3ampoc.
2. XKamoba rpakaHuHa.
3. ConpoBOAUTEIBHOE MUCHMO.
4. PexmaMHOE TUCBMO.
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25. JlosxeH i padoTHHK ciay:k0b1 JJIOY, ocymecTBASIIOIINI KOHTPOJIb 32 HCIOJHEHHEM
AOKYMEHTOB, HAIIOMMHATDH MCIIOJHUTEISAM O NPUOJIUKEHUN CPOKOB MCIIOJTHEHHS
HAXOASAIIUXCSH Y HUX JOKYMEHTOB?
1. Jla.
2. Her.
26. KakoB MakCcMMAJIbHBIN CPOK MCTIOJTHEHHUS 00pallleHU il rpaxaan?
1. 15 nuei.
2. 30 nuei.
3. 45 nuei.
4. 60 guemn.
27. B KaKHX JHAX YCTAHABJIUBAKTCHA CPOKH HCIIOJHEHUs] JOKYMEHTOB?
1. B xasieHAapHBIX THSX.
2. B pabouux IHSX.
28. K10 Mo:keT nepeHecTH CPOK UCIOJHEHUS MOPYYeHHsl, MOJYYEHHOTr0 U3 BbILIECTOSIIIel
opranu3anum?
1. PykoBoguTens OpraHu3aiiuu, UCTIOJHAIOMIEH TOPYyYCHHE.
2. PykoBoauTeNb BBIIIECTOSALIEN OpraHU3aLUu.
3. Ciiyx6a J10Y opranuzaiuu, UCIIOJHSIONICH MMOpyUYeHHE.
29. Kakoii u3 kj1accuGpuKaTopoB MOKET HCI0JIb30BATHCS NPH PerHCTPAluA
NMOCTYNAKIIHUX JOKYMEHTOB?
1. KnaccudukaTop 10HKHOCTHBIX JIULI.
2. Knaccudukatop BUIOB TPOIYKITUH.
3. KimaccugukaTop eJMHUALl aIMUHIUCTPATUBHO-TEPPUTOPUATBHOTO JICJICHUSL.
30. Kakoii 1OKyMEHT cOCTaBJIsIeTCsl IPH HEOOXOAMMOCTH 3a(PMKCUPOBATH CJI0KUBIIYIOCS
CUTYAlMIO WIN O0HAPY:KeHHbIE (PAKThI?
1. ITpotokou.
2. Cnpaska.
3. AKT.
31. Kaxkoii 1okymMeHT TpelyeT yTBep:KIeHHsl PyKOBOANTeJIeM Opranu3anuu?
1. [Tonoxxenue o OyxraaTepum.
2. CnpaBka 0 33J0/DKEHHOCTH ITPEANIPUATHS.
3. [Tucemo-3anpoc o nmpeaocTaBIeHUH HHHOPMALIHIH.
4. IIpoTokou 3aceaHus COBETA TUPEKTOPOB.
32. Kakum 00pa3oM B OpraHu3alMu pacnpeaesasiioTcsi 00I3aHHOCTH MeKIAy PYKOBOJACTBOM,
B TOM 4HCJIe IPABO MOANUCHIBATH JOKYMEHTbI?
1. YcranaBiuBaroTCs B COOTBETCTBUM C YCTHBIMH PACIIOPSDKEHUSMU PYKOBOIUTEIIS.
2. YcTaHaBIMBAIOTCA IPUKA30M PYKOBOJIUTEISL.
3. YcTaHaBIMBAIOTCS B MHCTPYKLUU IO IETONPOU3BOICTBY.
33. CKo0JBbKO 3K3eMILISIPOB IPUKA3a NOANKMCHIBACT PYKOBOAUTEIb?
1. Heckomnbko.
2. JIpa.
3. OnuH.
34. Ha Koro MOXeT ObITh BO3JIOKEH KOHTPOJIb 32 UCIIOJTHEHUEM B IOCIICAHEM ITYHKTE MpHKa3a?
1. Ha pykoBoAMTENSI CTPYKTYPHOTO MOPA3ACIICHUS.
2. Ha 3amecTuTens pykOBOAMTENS OpraHU3alHH.
35. Kakoe yTBep:KIeHHe ABJIAETCSA NPABUIbHBIM?
1. B kaxx10ii opranu3aiuu J0JbKHA OBITH CBOIHAS HOMEHKIIATYpa 1€ U HOMEHKJIATYPHI 1eT
CTPYKTYPHBIX MOAPA3ACIICHUMN.
2. B kax0ii opraHu3ayu J0JKHA OBITH CBOJIHASL HOMEHKIIATYpa JIeT.
3. B kaxxaoii opranu3aiuy 10JKHBI OBITh TOJIKO HOMEHKJIATYPHI Je]T CTPYKTYPHBIX
MIOAPA3ACIICHUN.
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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. Pacuetsl, cMeTHI, I1aHBI PA0OT, IEPENHUCKA U JPYTUe JOKYMEHTBI O CTPOUTEILCTBE TOPTOBOTO
LEHTpA.
3. JIOKyMEHTBI O CTPOUTENHCTBE TOPTOBOIO IIEHTPA (PacyeThl, CMETHI, IIJIaHbl PA0OT, IEpenucKa
u ap.).
38. lomycTumo Jiu (popMHPOBATH NEPeNnuCKY B Jesa mo npuHuuny: «Bxoasimasn
KoppecnoHaeHus», « Acxoasmas KoppecnoHaeHuus» ?
1. Jla.
2. Her.
39. MoKHO JI1 IOMeaTh B O/IHO 1eJ10 JOKYMEHTbI BpeMEHHOI'0 ¥ TOCTOSTHHOTO CPOKOB
XpaHeHusi?
1. Ja.
2. Her.
40. B xakoe 1e/10 noMeaeTcsi BHyTPeHHsIsI ONUCH?
1. JInunoe neno.
2. Ilpuka3bl opraHu3aluy 1o JMYHOMY COCTaBY.
3. Ilepenucka c opraHamMu BJIAaCTU U YIIPABIICHUS.
41. B KaKoM roay Mo:XKHO YHMYTOKUTH 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 o00padoTKH /1e/1a MPOBOJAUTCS HyMepauus 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 BuJa onucei JeJ1 COCTABJISIOTCS B OPraHU3aAUM NPU MOATOTOBKeE JeJI IJIs
nepeaavn Ha ApXUBHOE XpaHeHue?
1. Onuch NpUIIOKEHUN K JOKYMEHTaM.
2. Onuce A€ NOCTOSTHHOTO XpaHEHUS.
3. Onuck nen BpemeHHoro 10 10 met xpaHneHus.
4. Onuck Aen 1o JMYHOMY COCTaBYy.
5. Onuck en BpeMeHHOTo cBbiiie 10 JIeT XpaHeHusl.
6. Onuce e, NoJISKAIUX YHUUTOKEHUIO.
44. Ha xakoM 3Tane yTBepIaK0TCH AKThI 0 BbIJeJEeHNH JOKYMEHTOB ¢ HCTEKIIIUMH
CPOKaMHU XPAHEHUN K YHHYTOKEHUI0?
1. 1o yTBepx’aeHUs ONKCEN Ael.
2. Ilocne yTBepKI€HUS OMUCEN JEIl.
3. OIHOBPEMEHHO C YTBEPKICHUEM OIMUCEH JEII.
45. KTo yTBep:xIaeT HOMEHKJIATYPY J1eJ1 OPraHu3aluu, ONUCH JOKYMEHTOB U AKThI 0
BblIeJIeHNHU JOKYMEHTOB K YHHUYTOKEHUIO?
1. DKcnepTHas KOMUCCHSI OPTaHU3ALUU.
2. PykoBoauTeNb OpraHu3alui.
3. ApXuB, IPUHUMAIOIIUN JOKYMEHThI JAHHON OpraHU3alluyi Ha XpaHEHHE.
Kpurepum oueHku TecTOB:
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TecT - cuctema craHIapTU3MPOBAHHBIX 33JaHUN, O3BOJIAIOIIAS IPOLEAYPY U3MEPEHUS
YpOBHsI 3HAaHUW W YMEHHH OOydYaromerocs, SsBISIOTCA TpocTedmeld ¢dopma KOHTPOJIS,
HaIpaBJIEHHAs Ha IIPOBEPKY BIJIAJEHUS TEPMHUHOJOTMYECKUM aIIapaToOM, COBPEMEHHBIMU
MH(OPMALMOHHBIMU TEXHOJIOTHSIMH U KOHKPETHBIMH 3HAHUSIMU B 00J1aCTH (yHIaMEHTAIBHBIX U
NPUKIAJHBIX JUCHUIUIMH. TeCcT COCTOMT M3 HEOOJIBIIOro KOJMYECTBAa IJIEMEHTApPHBIX 3ajad;
MOJKET MPEAOCTABISITh BOZMOKHOCTh BBHIOOpa M3 MEpPEUHsI OTBETOB; 3aHUMAET 4acTh y4eOHOTO
3aHATus (10-30 MUHYT); MpaBUIbHBIC PEIICHUS Pa30MpAIOTCS HA TOM XK€ WM CIETYIoLIeM
3aHATUH; YaCTOTA TECTUPOBAHUS OMPEEIAETCS MPENOo1aBaTesieM

IlIkana oneHok Tecra

Menee 50% - «HEyIOBIETBOPUTENBHOY

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

TunoBble 3aaHNA 118 IPOMEKYTOYHOM aTTEeCTAIIUN

3.5. IlepevyeHb NpUMEPHBIX BONPOCOB JIs1 YCTHOI'O ONpoca

1. JoxymenTtammonHnoe obecnedenue ynpasienus (JJOVY).

2. 3HaueHue nokymeHTa B Typusme. Mecto JIOY B neATENbHOCTH MEHEKEPOB.

3. YpoBHU ymIpaBleHUSI W TPOIECCHl OPraHu3alMyd. YPOBHM YIOPaBICHHS B Mallod
opranuzanuy (pPyKOBOASIIUN W ONEpaTHBHBIN), B CPEOHMX W KPYMHBIX (PYKOBOISIIMIA,
CTpaTeTUUECKHUM, TAKTUIECCKUN U OTIEPATUBHBIN ).

4. JIokyMEeHTUpOBaHHbIE MH(OpPMAIMS U YIPABICHUECKUE PEIICHHsSI COOTBETCTBYIOIUX
YPOBHEM.

5. JIOKyMEHTBI, HCHOJb3YEMBIE PYKOBOIUTENISAMHU WU HCIOJHUTEISIMU TPU BBIIOJIHEHUH
CBOHMX TMpOIIECCOB (IIPaBOBbIE, OPraHU3ALMOHHO- PACIOPSAIUTENbHbBIE, TUIaHOBO-(DMHAHCOBBIE,
BHEIIHNE HOPMATHUBHBIE, BHYTPEHHUE HOPMATUBHBIE U TEXHUYECKHE).

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

7. HopmaTuBHO-IIpaBOBOE M HOPMAaTUBHO-METOAMYECKOE  peryaupoBanue IOV
(HalMOHANbHBIE CTaHAAPTHI, TOCYJAapCTBEHHAs CHCTEMa JOKYMEHTAI[MOHHOTO obOecredeHus
ynpasinenus u ee nemu, 'OCT P 51141-98 «/lenonpou3BoacTBO U apXUBHOE A€0. TepMuHBI 1
onpexaenenust, [OCT 6.30-03 «YuHuduimpoBaHHbIe CUCTEMbI JOKYMEHTaIuny», O0mepocCcuiicKuii
KJIacCH(UKATOpP YIpaBIeHYECKON JOKYMEHTALMH, TOCYAapCTBEHHbIE HHCTPYKIMU 110 JIOY).

8. OcHOBHbIE QYHKIIMH YITPABICHUS CEPBUCHOM JESITEIBHOCTHIO.

9. IlonsaTHe KIacCUPUKAINU JOKYMEHTOB.

10. Knaccudukanust TOKyMEHTOB 1O CrocoOy JTOKYMEHTHpPOBaHHUs, IO cdepe
UCIIOJIb30BaHUS, 110 MECTY COCTABJICHHUS, IO TpUQY OrpaHUYeHUs AOCTyNa (rpu(bl JOKYMEHTOB),
[0 MPOUCXOXKACHUIO, MO IOPUAWYECKON 3HAYUMOCTH, MO (QOpME H3JIOKEHHUS, MO CpOKaM
XpaHEHUS.

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

12. DIeKTpOHHBI JOKYMEHTOOOOPOT M €ro peryJupoBaHWE HOPMATHUBHBIMU aKTaMH.
Obecneuenne XpaHEHHs AIEKTPOHHBIX TOKYMEHTOB.

13. YuuduuupoBaHHble CHCTEMbl TOKYMEHTALIMM: TOHATHE, BUIbI (OpraHU3aluOHHO-
pacropsaaIuTeIbHON JOKYMEHTAllMH; OaHKOBCKOM JTOKYMEHTaluu; (PUHAHCOBOW, YYETHOW H
OTYETHON OYXTaJITEPCKON JOKYMEHTAIIMU OIOJIKETHBIX OPTraHU3aIlii; OTYECTHO-CTATUCTUUECKON
JOKYMEHTAIlMU; YYETHOW U OTYETHOW NOKYMEHTALMM NMPEANPUATUN; JOKYMEHTALUU 1O TPYLY;
nokymenTaiuu [lencuonnoro ponga PO).

14. HeoOxoaMMOCTh €AMHBIX NpaBui OQOopMIIeHHS TOKYyMEeHTOB. CocTaB pPEKBHU3UTOB
nokyMeHTOB. [IpaBuina opopmieHust peKBU3UTOB.

15. IlonsaTne ropuau4eckoro 3HadeHus AokyMmeHTa. Opuauueckum 3Ha4MMbIE PEKBU3HUTHI
nokymeHTa. IOpuandeckoe 3Hau€HUE IIEKTPOHHOTO IOKYMEHTA.
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16. TloHsaTHe s3bIKA CIY)KEOHBIX JTOKYMEHTOB. (COOCHHOCTH S3bIKa  CIYXKEOHBIX
JOKYMEHTOB (TOYHOCTh U SCHOCTb; JIAKOHHYHOCTbH; YOEAMTEIbHOCTH, HEHUTPAIbHOCTh TOHA
U3JI0KEHHS; MCIOJb30BAaHWE  YCTOWYMBBIX  CJIOBOCOYETAHHMH — CTaHJApTHBIX  0OOpOTOB;
MCIOJIb30BaHNE OOIICTIPUHSATHIX COKPAITICHH ).

17. Tonsatue Onanka noKyMeHTa. Buabl OnankoB. PexBu3uThel OnaHkoB. BapuanTs
PacIOIOKEHUS PEKBU3UTOB.

18. OcHoOBHbBIE TpyHNbl OPraHU3ALUOHHO-PACHOPAIUTENBHBIX ITOKYMEHTOB. PDopMmyrsp-
o0pazel opraHu3aMOHHO-PACIIOPSIUTENHHOTO JOKYMEHTA.

19. OcHoBHbl€ BUIBI ycTaBOB. [IpaBuia cocraBieHus.

20. ITonsatue xoHTpakTta. TpeOoBaHWs K KOHTPaKTy. OCHOBHBIC BHUIBI TOJOKCHHA H
IIPaBUJIa COCTABJICHHUS.

21. OcHOBHBIE BUIbl MHCTPYKIHI U MPaBUIa COCTABICHUSI.

22. lloHATHE NOMKHOCTHON MHCTPYKLMU U NpaBUjla COCTABICHUS.

23. Ilonstue npuka3za. [IpaBuiia cocraBineHus.

24. llousarue pacnopsokeHus. IlpaBuna cocraBieHus.

25. IlonsiTua peumieHus: U npotokoia. [IpaBuna cocraBieHus.

26. TlonsaTtus nOKIaaHON U coyxeOHOit 3anmucok. [IpaBuia cocraBieHus..

27. Knaccudukanus aenoBbix muceM. Kommepueckue u aenoBble mucbMa. OOBIYHBIC U
HUPKYJISIPHBIE TUCHMA.

28. JlenoBoe MUCHMO B YCJIOBHSX YHU(DHKaUU. PEeKBU3UTHI 1€10BOTO MHUCHhMA.

29. BapuaHThI aipecoBaHus MUCEM. SI3bIKOBOM CTaHAAPT SI3bIKOBOTO NMHCHMA.

30. CtaHmapTHBIA aCMEeKT KOMIO3WILIMM JIEJIOBBIX MHUCEM. PeueBOil ATHUKET JEeI0BOTO
nucbma. Gopmynsl oOpamienus. MexayHapoJHbIe MHChMa.

31. YcraBHble NJOKYMEHTHI. byXrantepckue m CTaTUCTUYECKHE JTOKYMEHTHI. JIOKyMEHTHI
BHYTPEHHETO paclopsaKa.

32. JIoKyMEHTBI, pErJIaMEHTUPYIOIIME OTHOIICHUS C IIOCTaBIIMKAMH, C AareHTaMHu,
napTHEpamH, TypUCTaMH.

33. OO6mras xapakTepucTuka goropopa. TpeOoBaHUS K COCTABICHUIO IOTOBOPOB.

34. JloroBopHbIE OTHOUIEHHS MEXAY TypOIIEPaTOPOM U TypareHTOM.

35. JloroBopHBIE OTHOIICHHUS MEXAY TYPUCTCKMM MpPEANPUSATHEM U TMOTPeOUTEISIMU
TYPUCTCKUX YCIIYT.

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

37. JIoroBOpHBIE OTHOLIEHUS MEXIY PEUENTUBHBIM U HHULIMATUBHBIM TYPOIIEpaTOPAMH.

38. JloKyMEHTHI IO OpraHU3aIMU TYPUCTCKOTIO IIyTEUIECTBUS.

39. 3asgBKa Ha OpraHU3aLMIO0 TYPUCTCKON MOE3IKH.

40. 3asBieHue Ha Typ. AHKETa TypuUCTa.

41. 3asBKa HA OpOHUPOBAHUE TYPUCTCKHUX YCIyT. TypUCTCKas IMyTeBKa.

42. ]JloroBOp 0 TYpUCTCKOM OOCITYKHBaHUU U MPABUJIA €TO COCTABJICHUSI.

43. AreHTCKOE COrJaleHue.

44. KOHTpPAaKT 0 COTPYIHUYECTBE B OOJIACTH TypU3Ma C HHOCTPAHHBIM apTHEPOM.

KpuTepun u mxkaJia olieHKH 0TBeTa IIPH YCTHOM OIIpoce

Ouenka Kputepun
OTtanyHo Omauyno CTaBUTCSA, €CIIM 00yYaroUIUiicsa 1eMOHCTPUPYET IIy0oKoe, IOJTHOe
PACKPBITUC BOIIPOCOB. BBII[BI/II‘aeMBIe UM IIOJIOKCHUSA aprYMCHTUPOBAHBI U
WIIIOCTPUPOBaHbl NpUMeEpaMu. B ocBeleHun cojepxaHus BoOIpoca
HCIIOJIB3YCTCA aHATUTHYECKUI moaxona, 00OCHOBBIBAETCSI CBOSL TOYKa
3peHMs; JIeNalTCA COJACpXKATelbHbIE BBIBOABL. Marepuan H3JI0KEH B
OIIPEETICHHOM JIOTHYECKOU MOCIEN0BATEIIbHOCTH, TUTEPATYPHBIM SI3BIKOM, C
UCIIOJIb30BaHUE COBPEMEHHBIX Hay4HbIX TE€PMUHOB; OTBET
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CaMOCTOSITEJIbHBIN.

Xopomo Xopowo craBUTCS, e€clu OOYyYaOIIUNCA JEMOHCTPUPYET JOCTATOYHO
MOJIHBIM M MpPaBWIbHBIMA OTBET; BBIJIBUTAEMble TEOPETUYECKUE IMOJIOKECHUS
MOJITBEPKICHBI IPUMEPAMU; B OTBETE MPEACTABICHBI PA3TUYHBIE TIOXOBI K
paccmatpuBaeMoil mpoOieme, HO MX OOOCHOBaHHME HE apryMEHTHPOBAHO,
OTCYTCTBYET COOCTBEHHas TOYKA 3PCHHs; CIENaHbl KPATKUE BBIBOIbL;
MaTepuai U3JI0KEeH B OMPEEICHHOHN JOrM4ecKOl MOCIe0BaTeNbHOCTH, IPH
TOM JIOMYIICHBI JBE-TPU HECYIIECTBEHHbIC OIMMOKK (WM OTOBOPKH),
MCIIPaBJIEHHBIE IO TPEOOBAHUIO MTPenoaBaTes.

Ynosiaersop | [Ipu yoosremeopumenvnom oTBeTe 0OydarOUIMiics JOMYCKAaeT OJAHY
HTEJbHO CYLIECTBEHHYIO OIIMOKY; OTBET HEJOCTaTOYHO JIOTUYECKU BBICTPOEH;
0a30Bble MOHATHS  YNOTPEOJEHbI MPaBHIBHO, HO OOHApyXHBaeTcs
HEJOCTAaTOK PACKPBITHS TEOPUH; BBIABUTAEMbI€ MOJOKEHUS HEJOCTATOYHO
apryMEHTUPOBAHBI W HE TMOATBEPXKACHBI MPUMEpPaMH; OTBET HOCHT
MPEUMYIIECTBEHHO OIMCATeNbHbI, a HE KOHIENTYaJlbHbI XapakTep;
Hay4YHasl TEPMUHOJIOTHS UCTIOJIb3YETCS HEIOCTATOYHO.

Heynosuers | Ilpu neyooeremseopumensnom otBete oOydalomUNCA JOMYCKAaeT psil
OpHUTEJIbHO | CYLIECTBEHHBIX OIIMOOK, KOTOPBIE OH HE MOKET UCTIPABUTH IPU HABOJAIINX
BOIpOCax MpenojaBaTessi; HE MOXET JaTh HaydyHoe O0OOCHOBaHME
pOOJIEMBI; BBIBOJBI OTCYTCTBYIOT HIIM HOCST IMOBEPXHOCTHBIN XapakTep;
npeobiiagaet ObITOBas JEKCUKA; HAOMIOAAIOTCS 3HAUUTEIbHbIE HETOUHOCTH B
WCIOJIb30BAaHUY HAYYHOU TEPMHUHOJIOTHH.

3.6. IlepeyeHb NpUMEPHBIX NPAKTHYECKUX 3aJaHUI

3aganue 1

CoctaBuTh OpMY yueTa MOCETUTENEH.

3aganue 2

CocTaBUTh CXEMy OpraHHM3AaLUMOHHOW M WH(POPMALMOHHOM MOJAEPKKU ONEpaTUBHON
JEATEIIBHOCTH PYKOBOIUTEIIS.

3aganmne 3

IIpoananu3upoBaTh HHCTPYKLUIO IO JEIONPOU3BOACTBY Ha MPEAIPUATHH.

3ananmne 4

Hcnonb3ys mpaBoByro 0a3y «KOHCYJIBTaHT IUIIOC», COCTAaBbTE IEPEUYE€Hb HOPMATHUBHO-
IIPABOBBIX U HOPMaTUBHO-METOIUYECKUX TOKYMEHTOB, PEIVIAMEHTUPYIOLIUX JOKYMEHTUPOBAHNE
YNpaBJIEHYECKON NEATEIIBHOCTH, OpraHu3aluio padoThl ¢ O(QUUIMANBHBIMU JOKYMEHTAMH U
apXMBHOE XpaHEHUE JOKyMEHTOB. HopMaTuBHBIE JOKYMEHTBl pacHOJOXKUTE IO HX
IOPUINYECKON CHIIE.

3ananme 5

[Mpoanamm3upyiite 'OCT P 7.0.97-2016. Cucrema cranmapToB 1o HWH(pOpManuu,
OMOIMOTEeYHOMY M M3JaTeNIbcKoMy Jieny. OpraHu3anoHHO-PaCIOPSAUTENbHAS JOKYMEHTAIHS.
TpeboBaHus K 0POPMIIEHUIO TOKYMEHTOB, OTBETHTE Ha CIIEIYIOIIUE BOIPOCHI:

1. KakoBa 06s1acTh nprMeHEeHHs JaHHOTO TOCYIapCTBEHHOTO CTaHaapTa?

2. N3 kakux pasaesioB COCTOUT JAaHHBIN TOKYMEHT? ONUIINTE KPATKOE COJIEPKAHUE
KaXXJIOTO pas3jena.

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

4. Kakue TpeOoBaHMS B COOTBETCTBUU C JAaHHBIM HOPMAaTHUBHBIM JOKYMEHTOM
JOJIKHBI IPEIBABISTHCS K OJTaHKaM JTOKYMEHTOB?

5. Kakue npunoxxeHus: cogepkarcsi B JaHHOM JOKYMEHTE?

3ananne 6
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Ocoboe BHUMaHHE B JENONPOU3BOJCTBE YIENISIETCS XpAaHEHHWI0 TOKYMEHTOB. Hripke
MIEPEYHCIICHBl OCHOBHBIE HOPMATUBHBIE aKThl, KOTOPBIE PETYIUPYIOT OPraHU3ALMI0 apXUBHOU
paboThI ¢ JOKYMEHTaMU, CAeaiTe MUCbMEHHBINA KpaTKUii 0030p JaHHBIX JOKYMEHTOB:

— 006 apxuBHOM pene B Poccuiickoit @enepanuu: OenepanbHblii 3aKoH oT 22.10.2004 1.
No 125-®3 (pen. ot 28.12.2017 1.);

— OO0 yTBepXKIE€HMU TMpaBUJI OpraHU3allMd XpaHEHMs, KOMIUIEKTOBaHUS, YydeTa |
UCIIOJIb30BaHUsl JOKYMEHTOB ApxuBHOro ¢onnaa Poccuiickoit @enepanuu U APyrux apXUBHBIX
JOKYMEHTOB B OpraHax TOCYAapCTBEHHOM BJIACTH, OpPraHax MECTHOI'O CAaMOYIpPaBJICHUS H
opraHus3anusax: npukas Munucrepcrsa KyabTypbl PO ot 31.03.2015 r. Ne 526;

— OO0 yTBepXIE€HHWU TEpeyHs] TUIIOBBIX YIPABICHUYECKUX AapXHUBHBIX JIOKYMEHTOB,
00pa3yIoIMXCcsi B TPOLECCe NEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIPaBJICHWs] W OPraHW3aluid, ¢ YKa3aHUMEM CPOKOB XpaHEHHWs: Npuka3 MuHHCTEpCTBa
KynbTypbl PO 25.08.2010 r. Ne 558.

3aganue 7

Pemnre cnenyromue 3anaun:

1. I'paxxnanka HectepoBa ycrpomnach Ha paboTy B MUHHCTEPCTBO 0OIIEro u
npodeccuoHaabHOro obpazoBanus CBEpATOBCKOM 00JIACTH M TMONydYWsIa MEpBOE 3aJaHHe OT
CBOET0 HEMOCPE/ICTBEHHOTO HavajJbHUKA: pa3paboTaTh HOMEHKIATYpY JAeN g GOpMHUpPOBaHUS
JOKYMEHTAIbHOTO (OHJAa TOCYAapCTBEHHOro opraHa. KakuMm JOKYMEHTOM JIOJDKHA
PYKOBOJICTBOBAThCS rpaxkaanka HectepoBa? Kakue moyioyKeHHsSI 3TOro JOKYMEHTa OHA JOJKHA
Y4€CThb IIPU BBIIIOJHEHUH 3a4aHUS?

2. Axmmonepnoe obmectBo «Ilapyc» cozmano B 2003 r. Hossiii gupexrop, U. U.
VBaHOB, MpHCTYNMBLIMA K BBINOJHEHUIO CBOMX oOs3aHHOcTe B 2016 1., pacnopsauics
YHUYTOXUTh BCE JOKYMEHTHI MNPEIUIECTBYIOUIErO IE€pUoAa CYIIECTBOBAHUS OpraHU3aliu.
Hackonpko mpaBomepHO ero pacnopspkenue? Kakue TpeOGoBaHHMS HOPMAaTHUBHBIX JOKYMEHTOB
HapylIEeHbl B PE3yJIbTaTe€ PacCHOpsLDKEHUs HOBOro aupekropa? Kakas mepa OTBETCTBEHHOCTH
MOXeT OBITh peaycMoTpeHa i aupekropa . Y. iBanosa?

3. OO0 «MoOTbIIEK» B XOA€ MPOBEPKU €ro NESITEILHOCTH HE MPEAOCTABUIIO MPHUKA3
JUPEKTOpa O Ha3HAYEHMHU JIMLA, OTBETCTBEHHOI'O 3@ apXMB. BBIACHUIIOCH, UTO JIMUHBIE J€Na U
NpUKa3pl IO JUYHOMY COCTaBy XpaHWJIUCh B HeynopsaodyeHHoM Buue. Krto Hecer
OTBETCTBEHHOCTb 3a BBIABIICHHbIE HapylleHUs? Ha3oBUTe HOpMaTUBHBIM JOKYMEHT, B KOTOPOM
IIPEAYCMOTPEHA OTBETCTBEHHOCTb 34 JaHHbIE HAPYIICHUSI U BO3MO>KHBIC BAPUAHTHI HAKa3aHUM.

4. B xone mnnaHOBOM INPOBEPKH TOCYJApPCTBEHHOI'O YHUTAPHOTO MPEANPHUATHS
BBISICHAJIOCh, YTO JOKYMEHTHI 10 JINYHOMY COCTaBY XPAaHWIHMCh B IOJ- BAJIbHOM IOMEIICHHH,
KOTOpBIM 3aTONWJIO HAaKaHyHE NpUE3Ja KOMHCCHM, JOKYMEHTHI NPUILUIM B HETOAHOCThH: TEKCT
pa3MbIT, HHpopMaIus ctana HeunTaemol. Kakue mpasuiia paboThl ¢ JOKYMEHTaMH 1O JIMYHOMY
coctaBy Obuin HapymeHbl? KTo HeceT OTBETCTBEHHOCTh 3a HENpPaBUJIbHOE XpaHEHHUE
nokymeHToB? Kakast Mepa Haka3aHUs MOXKET ObITh TPUMEHEHa?

3ananne 8
BrimonauTe 3a1aHus, B ciiydae HE0OX0AMMOCTH T00aBbTE HEAOCTAOIIYI0 HH(POPMAIIHIO:
1. Ucnonb3yss monoxenust dDenepanbHOr0  KOHCTHTYIMOHHOTO 3akoHa  «O

['ocymapctBerHoMm repoe Poccuiickoit deneparum» ot 21.12.2000 1. Ne 2-DK3, ykaxuTe, Kakue
OpraHbl YIPaBIECHUSI UMEIOT MPABO MCIOJIF30BaTh HAa OJaHKAaX CBOMX JIOKYMEHTOB M300paskeHUs
l'ocymapctBenHoro rtep6a. Kakue BapumanTel wu300paxkeHuss [ocymapcTBeHHOTO repba
YCTaHOBJIEHBI B 3aKOHE?

2. Ha nmucrte 6ymaru ¢popmara A4 yKaKUTE€ TOYHOE MECTOPACIIONIOKEHUE dMOIEMBI
WM TOBAPHOTO 3HAKa OpraHu3aliu.
3. Hcnonb3ys «O0bmepoccuiickuin KJIacCu(puKaTop YIpaBICHUYECKOU

JOKYMEHTAI[UW», OTIPEAeIIUTE KOA (POPMBI CISAYIOMUX TOKYMEHTOB:
— MPUKa3 O CO3JaHUH OpPraHU3allNu;
— yCTaB;
— YUpEAUTENBHBIN JOTOBOP;
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— IPUKa3 O pacrlpepe’eHun 00s3aHHOCTEeH MEX Ty PYKOBOJCTBOM OpraHU3aIiH;

— 3asiBJIcHUE 00 YBOJIbHCHHH.

4. [IpaBunbHO OdopmMuTe pekBu3uTh «HammMeHOBaHHWE oOpraHu3zalud — aBTOpa
IoKyMeHTa», «HaumeHOBaHHE CTPYKTYpHOTO TOJpa3fefieHuss — aBTopa JOKYMEHTay,
«HanmeHoBaHUE JOJKHOCTH JIMIIA — ABTOPA IOKYMEHTa», UCTIOIb3Ys CIAEAYIOIINE TaHHbIE:

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

B) nupekTop MHCTUTYTa SKOHOMUKH, Y PaIbCKUN EAArOTNYECKUI YHUBEPCUTET

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

— OpTraHH3aIny;

— CTPYKTYpHOMY MOJIpa3JIeICHUI0 OpraHu3aluu;

— JIOJKHOCTHOMY JIMIY OpTaHHU3alluu;

— bu3IIEeCKOMY JTHUITY.

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

— JOJKHOCTHBIM JIULIOM:

- reHepaibHbIM qupekTopoM AO «Pomamka» C. A. BacuiabKoBbIM;
- nupekropoM MAOY rumuazuu Ne 125 B. I1. KomapoBsivm;
— U3JIaHUEM PaCIOPSAIUTENILHOTO JOKYMEHTA:
— npukazoM aupektopa [TAO «Coeptpect» ot 05.09.2018 r. Ne 37;
- puKa3zoM MUHHUCTEPCTBA HAYKH M BBICIIET0 00pa3oBanus PO OT
18.10.2018 r. Ne 145;
— pelIeHreM KOJUIErHalbHOTO OpraHa:
— pELIEHNEM COBETA JUPEKTOPOB;
— pelIeHreM y4eHOro coBeTa 00pa3oBaTeIbHOM OpraHu3aluy.

7. VKaxxute, 4To SABJISAETCS 3aT0JIOBKOM:

— JOJIKHOCTHAS! MHCTPYKITUS A€TIOTIPOU3BOIUTENS;

— ycTaB 00IIECTBA C OTPAHUYCHHON OTBETCTBEHHOCTHIO «CTPOMMHBECTIIPOMY;

— MpUKa3 o pueMe Ha padoTy;

— 3asBieHHE 00 YBOJIbHEHUH;

— rpaduK OTITYCKOB;

— aKT 00 YHUUYTOXXEHUHU JTOKYMEHTOB C HCTEKIINM CPOKOM XPaHEHHS.

8. OdopmuTe HECKOTBKO BUIOB PeKBH3UTA «OTMETKA O TPHUIIOKCHUI:

— IPUJIOKEHNE HA3BaHO B TEKCTE;

— MPUJIOKEHUE HE Ha3BaHO B TEKCTE;

— IPWIOKEHUHN B JOKYMEHTE HECKOJIBKO;

— MPUJIOKEHHE COPOLIIOPOBAHO;

— JOKYMEHT, SBIJISIIOUIUNCS TPUIOKEHUEM, UMEET MPUIIOKEHHUS C CAMOCTOSTENbHOMN
HyMepaluei CTpaHulL;

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

9. OdopmMuTe HECKOIBKO BUOB MOATHCEH:

— noanuck aupektopa AO «Pomamka» Ha pupmMeHHOM OJaHKE;

— noanuck aupexkropa AO «Pomarikay Ha JOKyMeHTe, 0(hOpMICHHOM He Ha OJaHKe

— MOAMKCH TUPEKTOpa U riaaBHOTo Oyxranrepa AO «Pomarkay;

— HOJIKICH 3aMECTUTENIEH TUPEKTOPa IO OCHOBHOM JIEATENFHOCTH U (PUHAHCOBBIM

— BOMpOCaM;

- noanucu aupexkropa AO «Pomamka» u nupexkropa AO «Bacunek»;

— MOJMUCH JOKYMEHTA, COCTABJICHHOIO0 KOMHCCHEH IO CHUCAHHUIO MaTepUalbHBIX
IICHHOCTCIH;

— MOJIHUCH HCIIOJTHSIOLLETO 00s13aHHOCTH TeHepaabHOoro Aupekropa AO
«Pomarmkay.

Omnpenenure, B 4eM 3aKJII0YAIOTCS 001ME MpaBUiIa pErucTpalii J0KyMEHTOB.
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3ananne 9

Jlig Kakux JOKYMEHTOB YCTaHaBIMBalOTCA Cpoku wucnonHeHus? Kto ycranaBiuBaer
WHJUBUlyalIbHbIE CPOKU HcmofdHEeHUA? C Kakoro MOMEHTa HUCUYHUCISETCS CPOK HCIIOIHEHUs U
KOHTPOJIb 32 HCIIOJIHEHHEM JO0KyMeHToB? KakoB MOpsJOK MNpOJAJeHHs] CpOKa HCIOJHEHUs
JOKymMeHTa?

3aganue 10

Omnpenenure BUJOBON COCTaB KaJIpOBOM JOKYMEHTALIUH.

3ananme 11

N3 «O6mepoccuiickoro KiacCupUKaTopa YIpaBJICHYECKOW TOKYMEHTAIIUN» (CHCTEMBI
nokymentaruu kiacca 0200000 u 0300000) BBIMUIIUTE JOKYMEHTBI, KOTOPBIC OTPa)KaroT
JBUKEHUE MEpCOHAIa B OpraHu3aluu.

3aganue 12

Hcnone3ys mpaBoByto 6a3y «KOHCYIbTaHT IUTIOC», COCTaBbTE IMEpeueHb HOPMATHBHO-
MIPABOBBIX JOKYMEHTOB, CBSI3aHHBIX C JBW)KEHHEM IepcoHajla B opraHu3anuu. JlOKyMeHTHI
PaCIIOJIOKHUTE IO UX IOPUTUYECKOM CHUIIE.

3aganue 13

[To3nakoMbTeCh ¢ yHHUDHUIMPOBAHHBIMU (POpMAaMH TMPUKA30B MO JTUYHOMY COCTaBY,
HITATHBIM paclucaHueM, rpauKkoM OTIYCKOB, OMpEIeNUTEe OCOOEHHOCTH 3alOJHEHHUS 3THX
JIOKYMEHTOB.

3aganue 14

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

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

3aganue 15

I. n00aBbTE HEJOCTAIONIYIO HH(DOPMAIIHIO:

1.1. Tlucemo oOpa3oBaTeNbHOW OpPraHU3allMd O MPOBEACHHH KOHKypCa Ha JyUIIyIO
HCCIIEIOBATENLCKYIO paboTy 1o Teme «lcropust pomHoro kpas». Cpoku MpoBeACHUS KOHKYpca —
¢ (deBpans mo Mail TeKyllero roja, IMOJBEIEHHWE WTOTOB U HarpaxxJaeHue nmodOeauTeneii — B
utoHe. B npuiioxxenun — Ilonoxenue o KOHKypce.

1.2. TIuceMo-oTBeT n3aarenbcTBy «CoKpaT» OT U3AATEIbCTBA «ATPUYM» C COTJIACUEM
O COTpYIHUYECTBE II0 YYaCTHUI0O B BBICTABKE W3/1aBa€MOIl IUTEpaTyphl, KOoTopas Oynaer
MPOXOJIUTH B OKTSIOpE TEKYIIETo roja.

1.3.  Ilucpmo-cOonmpoBOXAEHHE  3ampaiinBaeMoid  HMH(GOpPMAIMM  BBILIECTOSIICH
OpraHMU3aIlH O eKEMECAYHBIX J0X0JaX ¢ MPOAaKu TOBAPOB.

1.4. TIucemo-3ampoc OO0 «Mup auBano» ot OOO «Mebenb» ¢ mpocb0oil BEICIATH
KOMMEpPUYECKOe MPEeJIOKEHHE ¢ TPaiicoM 1IeH Ha TOBaphI.

3ananue 16

Kakue TtpebOoBanus crnemyer coOmogath mnpu dopmupoBannn nen? Ilodemy He
pexomMeHayeTcsi JOpMUPOBAHUE U XPAHCHUE TN Y UCTIOTHUTEINS?

3aganue 17

Kak pacrnoyioskeH JOKYMEHT BHYTpH €717

3aganue 18

YKaxuTe, B 4eM OTIHYMEe OPHUIIHATEHO-EIOBOTO CTHIISL OT JPYTHUX.

3aganue 19

[lepeuncnure 4acTo BCTpeyaromyecs abOpeBUaTyphl CIOB.

KpuTtepnu u mkaJjia olieHKH pelieHus NPaKTHYeCKOro 3aJaHusl
Ounenka Kpurepun
OTtianyHo Omauyno  CTaBUTCS, €CIOM  COAEp)KaHUE pPabOTHI/OTBETa  IMOJHOCTHIO
COOTBETCTBYeT 3amaHuio. OOygaromuiicsi, IEMOHCTPUPYET BCECTOPOHHEE,
CHCTEMaTHYeckoe MU TIyO0OKoe 3HaHHe Y4eOHOro marepuaia, yMEHHE
CBOOOHO BBINOJNHATH MpakTHUYecKoe 3amanue. IlomHo ocBeniaeT 3agaHHYIO
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TeMy, €€ aKTYaJIbHOCTh W HOBH3HY. Marepuan H3JI0)KEH B OINpeNelIeHHOU
JOTUYECKOW  TIOCIIENOBATEIBHOCTH,  JIMUTEPATYPHBIM  SI3BIKOM, C
UCTIOIb30BaHUEM COBPEMEHHBIX HAyYHBIX TepMUHOB. OOyuarommiics
IPOJIEMOHCTPUPOBAJ B TOJIHOM 00bEME HEOOXOIUMBIC 3HAHHS U YMCHHS;
YMEHHE T0JIb30BAaThCSl HOPMATUBHOM, CHPAaBOYHOW U  CHEHHATBHOMN
JHUTEPATypOii; 000CHOBAaHHOCTh PE3YJIbTATOB M BBIBOJOB, OPUTMHAIBHOCTD
UJICH; CIIOCOOHOCTD TPEACTABIATh PE3YJIbTaThl UCCIIEAOBAHMS B TBOPUYECKON
dopme; 000CHOBaHHE BO3MOXKHOCTH MPAKTHUYECKOTO HCIOJIb30BAHUS
MOJTYYCHHBIX JaHHBIX. [IpoieMOHCTpHUPOBaH JIMYHBIN BKIJIAJ 00YydYaIOIerocs
B pabory. OdopmieHue paboThl B IIEIOM OTBEYAIOT YCTAHOBJIEHHBIM
TpeOOBAHUSIM.

Xopouuio Xopowo craBuUTCS, eClIH coAepXaHWe padoTh/OTBETa JOCTATOYHO
MOJIHOCTBIO  COOTBETCTBYET 3afaHuto. OOydaromuiics IEeMOHCTPUPYET
3HaHME Y4eOHOro Marepualia, YMEHHE YCICIIHO BHIIOJHUTH 3a/laHue,
YCBOGHHE OCHOBHOW JHMTEpaTypbl, PEKOMEHJIOBAaHHOW B Mporpamme.
Marepuan H3JI0KEH B OINPEICICHHOW JIOTUMYECKOW IMOCIIEN0BATENBHOCTH,
MIPU 3TOM JOIYIICHBI JABE-TPH HECYIICCTBEHHbBIE ONMMOKUA (MM OTOBOPKH),
UCIIPaBIIEHHBIC M0 TpeOOBaHWIO TpernoaaBarens. HaydHas TepMUHOIOTHS
UCIIONIB3YETCSl JOCTAaTOYHO, OTpakeéHAa HOBU3HA TOJYYEHHBIX JaHHBIX,
BBIBOJIBI  JIOCTATOYHO OOOCHOBaHBL. JlocTaTOYHO TPOAEMOHCTPHUPOBAH
JUYHBIA BKJIaA oOyuwaromerocs B padoty. OdopmieHue paboThl OTBEYAIOT
YCTaHOBJICHHBIM TPEOOBAHHSIM.

Ynoaersop | [Ipu  yoosremeopumenvnom  oTBeTe  coaepkaHHe  pabOTHI/OTBETa
UTEeJIbHO HEJOCTATOYHO TMOJIHOCTHIO COOTBETCTBYET 3aJaHUIO. 3aJaHHE BBIIOIHEHO
yactuyHo. OOydaromuiics AEMOHCTPUPYET HEIOCTaTOYHOE OCBEUICHHE
3aJIaHHOM TEeMBbI, JOMYIIEHBI MOTPEITHOCTH U HETOYHOCTH, JOITYCKAeT OJIHY
CYIIIECTBEHHYIO OIMHMOKY, HO 0OJagacT HEOOXOAMMBIMH 3HAHHMSMHU IS UX
yCTpaHEHUs TIOJ] PYKOBOJICTBOM MpemnojaBarens. HaydHas TepMHHOIOTHS
UCIIONIb3YETCSl HEIOCTaTOYHO, BBIBOJBI HE OOOCHOBaHBL. JIMUHBIN BKIaA
oOyuaromerocsi B paboty HenocratoueH. Odopmiienue paboTel He
MOJIHOCTHIO OTBEYAIOT YCTAHOBJIEHHBIM TPEOOBaHUSIM.

HeynoBaers | [Ipu Heyoosremeopumenvhom OTBETE€ coOAep)KaHUE paOOTHI/OTBETa He
OPUTEJBHO | COOTBETCTBYET 3aJaHuio. B pabore mpoaeMOHCTpUpOBaH HU3KHI YpOBEHb
3HAHMA W YMEHHWH, HaONIOMA0TCSI 3HAYUTEIbHBIE HETOYHOCTH B
UCIIOJIb30BaHNN HAYYHOW TEPMHUHOJIOTHUH, HET BBIBOJOB, OTPaHHUYEH O0BEM
CoJlepKaHusl BBHIMOJTHEHHOTO 3amaHus. OdopmieHue paboOThl HE OTBEYACT
YCTaHOBJICHHBIM TPEOOBAHUSIM.

Kpurepun u mkajna oneHK NPOMeKYTOYHOI aTTeCTAlMH - 3a4eTa
OneHka «3a4T€HO» CTAaBUTCS, €CIM CTYIEHT IOJIy4WI OLEHKH «OTJIINYHOY,
«XOpOILIO», «YyIOBJIETBOPUTENbHO» /WK «3auTeHo» 3a 80% wu Oosee ceMHHApOB U
MPAKTUYECKUX padoT.
OmeHka  «HE  3a4TE€HO»  CTABUTCSA, €CIM  CTYJEHT  IOJy4WJ  OLCHKH
«HEYJIOBIICTBOPUTEIBHO» H/HIIN «3auTeHO» 3a MeHee 4eM 80% CeMHHApOB M MPAKTUYECKHX
pabor.
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