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1. IEJIb, 3AJAYY 1 MECTO JUCHUIIVIMHBI / MOAY JIA
B CTPYKTYPE OIl BAKAJIABPUATA

Jenonpou3BoACTBO — 3T0 crieupUueckoe HanpaBieHHe JesTeIbHOCTH, KOTOPOE 3aKII0YaeTCsl B COCTaBIIe-
HUH, 0QOPMIICHIH JOKYMEHTOB, UX 00paboTKe 1 XpaHEHUH.

CeromHsi COBEpIICHCTBOBAHHME YIPABICHHUS MPOM3BOJACTBEHHO-XO35AHCTBEHHBIMU CHCTEMaMH, IIOBBIIICHHUE
YPOBHS OpraHu3aluy 1 3GPEKTUBHOCTH YIIPABICHYECKOTO TPYa BO MHOI'OM 3aBUCUT OT TOT'O, HACKOJIBKO Palio-
HaJIbHO TIOCTABJICHO B YUPESKACHUSX M Ha MPEANPUATHSX JETONPOU3BOACTBO. YMEHHE 00MIaThCsl MOCPEICTBOM Jie-
JIOBBIX OyMar, OCYILIECTBIIATh «IPABUIIBHOE» NEJIONPOM3BOACTBO — OIMH M3 (akTOpoB nesnoBoro ycmexa. I'pa-
MOTHO ¥ 3(()eKTUBHO OPraHU30BaHHOE JEJIONPOU3BOJACTBO, IOPUANYECKH IPAMOTHO COCTAaBJICHHBIM U 0(OpM-
JICHHBIH TOKyMEHT CIIOCOOCTBYIOT MOBBIILICHHIO CKOPOCTH M KayecTBa MPHHATHSI YIPABICHUECKUX PELICHUH, CHU-
JKEHHIO CTETNIEHN UX PUCKa, SKOHOMUU BPEMEHHU PYKOBOIUTENEH.

Ienbro u3ydeHns: JaHHOW AUCLUIUIMHBI SBJISETCSI IPHOOPETEHUE CTYAEHTAMU TEOPETUIECKUX U MPAKTHIECKUX
3HaHUN N0 OOPMIICHHIO U COCTABICHHUIO OPraHU3aIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB KaKk 0a30BOMY IPO-
LIECCY B pEAT3aLIN BCEX YIIPABICHYECKUX (QYHKIIUH.

3agaum:

— IIO3HAKOMMTh CTYAECHTOB C CUCTEMON COBPEMEHHOI'O rOCyIapCTBEHHOI'O PEryIMPOBAaHUS AEIONPOU3BOI-
CTBa;

— M3Yy4YHTH 0COOEHHOCTH O(hOPMITCHHS PA3INIHBIX BHIOB JOKYMEHTOB JIEJIOBOTO OOIIEHMUS.

— BBIpAa0OTATh NMPAKTUYECKUE HABBIKU U1 O(OPMIICHHS OPraHU3alMOHHO - PACTIOPSAUTENIBHBIX JOKYMEH-
TOB U HAIlMCaHUA ACJIOBBIX ITHCEM.

,Z[I/ICHI/IHJ'II/IHa «IICHOHPOI/ISBOILCTBO» OTHOCHUTCA K 00sI3aTeIbLHBIM y‘I€6HI)IM JUCHUITIIIMHaAM BapHaTHBHOﬁ
yactT pabodero y4eOHOTO IUIaHA IO HAmMpaBlIeHWIO MOATOTOBKM OakamaBpoB 38.03.01 «DxoHOMHKAY.
(b.1B.OJI.1).

I[HSI yCneurHoro OCBOCHMA JUCHUIUIMHBI CTYACHT JOJIKCH:

— 3HaTh U NIOHMMAaTh HOPMATHBHO-IIPABOBYIO 0a3y, perJaMeHTHPYIOLIYIO BOIPOCHI pabOThl C JOKYMEHTa-
MU B OpTaHHM3all{ IO 3aKOHOJaTenbCTBY Poccuiickoit denepannu; 00S3aHHOCTH YYaCTHHUKOB OTHOIIEHHM,
BO3HHKAIOIINX B MPOLIECCE OCYIIECTBICHUS JOKYMEHTOO00OPOTa; OCOOCHHOCTH 0OecTieueH s 3alluThl KOH(H-
JICHITMAJILHOM WH(pOPMAIIMH, COJICPIKAIICHCS B TOKYMEHTaX;

— YMETb OIpenesiTh IPaBOBOM cTaTyc 0OpadaThIBaeMbIX JOKYMEHTOB;

— MPUMEHSTH Ha MPAKTHKE OCHOBHI ITPABOBOTO 00ECIeUeHHs MpoLeayp JOKYMEHTO000pOTa;

— Ha OCHOBC ITOJTYYCHHBIX 3HAaHUU U HpI/IO6peTeHHI)IX HAaBBIKOB COCTaBJIATb OCHOBHLIC BU/JIbI TJOKYMCHTOB,
TpeOyeMBbIX B POLIECCE OCYILIECTBICHUS TOHDKHOCTHBIX 0053aHHOCTEH;

— YBEpEHHO NPUMEHSTH [IPaBUiIa BEACHUs pabOThI C JOKYMEHTAMH.

2. IEPEYEHDb NIVIAHUPYEMBIX PE3YJbTATOB OBYUYEHUS IO JUCOUITIJIMHE / MOAYJIIO,
COOTHECEHHBIX C INTAHUPYEMBIMH PE3YJbBTATAMU OCBOEHMUA OIl1

[porniecc M3ydeHus: TUCIMIUIMHBI HATIPaBJieH Ha (POPMHUPOBAHKE 0OWEKYIbMYPHOLU KOMAemeHyuu — CIo-
COOHOCTH K KOMMYHHMKAIIMU B YCTHOW M MUCBMEHHBIX (JOPMaxX HA PyCCKOM M MHOCTPAHHOM SI3bIKAX JUIS perie-
HUS 33/1a4 MEeXKJIMYHOCTHOTO ¥ MEXKYJIbTypHOTO B3anmMoenctus (OK-4).

B pesynbrare uzydeHus: TMCIMIUIMHBI 00YYarOIHIACS JIOJIKEH:

3HAMb:

— OCHOBHBIE 3aKOHOJIATENIbHBIE M HOPMATHBHO-METOINYECKHE TIOKYMEHTHI B 00JIaCTH TOKYMEHTAI[HOHHO-
ro o0ecrievueHusl yIpaBlieHHS;

— TEPMUHOJIOTHIO B 00JIACTH JIOKYMEHTAITMOHHOTO 00ECTICUeHH S YITPaBIICHUS;

— TpeOoBaHus K OJJaHKaM U COCTaBY PEKBH3UTOB JIEJIOBBIX JIOKYMEHTOB;

— OCHOBHBIC BHJIbI OPraHU3AIIMOHHO-PACIIOPSIUTENHHBIX JOKYMEHTOB U METOIMKY HMX COCTABJICHHS H
odopmeHus;

ymemy:

— 0OPMIISATH PEKBU3HTHI JICJIOBBIX IOKYMEHTOB;

— TPaBWJIBHO COCTaBIIATH M OGOPMIIATH HaWOOJiee BaXKHBIC TOKYMEHThI CHCTEMbI OpPTraHH3aI[HOHHO-
pacnopsiIuTeNIbHON U MHPOPMALMOHHO-CIIPABOYHON JOKYMEHTAIIMU B COOTBETCTBHH C HOPMaMH M NIPaBHJIAMH;

61a0ems.

— HaBBIKAMH BEJICHHS HEOOXOJMMON JTOKYMEHTAIlMH IO CO3JaHUI0 CHCTeMbI OOECIieueHHsl KavecTBa M
KOHTPOJIS €€ dPPEKTUBHOCTH;



— HaBBIKaMH O(l)OpMJ'ICHI/ISI Han0oJee BaXKHBIX JAOKYMCHTOB CUCTCMbI OpI‘aHI/I3a]_[I/IOHHO-paCHOpHI[HTeJ'II:HOfI
u HH(l)OpMaLIHOHHO-CHpaBO‘lHOfI AOKYMCHTAllMU B COOTBECTCTBUH C HOPMAMU U IIPpaBUIIAMH.

3. CTPYKTYPA U COAEPKAHUE JUCHUIIVIMHBI / MOOYJIA
O BUJAM YYEBHOM U CAMOCTOSATEJbHOM PABOTHI,
COOTHOIIEHHUE TEM U ®OPMHUPYEMBbIX KOMIIETEHIIUI

3.1. O0beM TUCHUNIMHBI / MOAYJISI B 32a4€THBHIX ¢IMHULAX ¢ YKA3aHHEM aAKAIeMUYEeCKHX YaCcOB
10 BUJIAM Y4eOHBIX 3aHATHI M CAMOCTOATEILHONH PadoThl 00yYaroImxcst

O0beM TMCHMILIHHBI

Buabl yueOHol padoThI O4YHOC 3a04YHO¢
OoTACJICHUE OTJACJICHHUE
B 3auyeTHBIX
O0mas TpyA0eMKOCTh 3 3
HCHHUTIIHHBI SAFHANAX
8 B uacax 108 108
KonrakTHas padora (B yacax): 54 12
Jlexrmu (JI) 18 2
[paktuyeckue 3anstus (113) 30 6
Kontpomupyemas camocrosirensHas padora (KCP) 6 4
Camocrositennnas pagora (CPC) (B uacax):* 18 87
IMoaroroBka k 3K3aMeHy 36 9
®opMBbI MPOMEKYTOYHOT0 KOHTPOJIS B Konmponsnas paboma
MO0 AMCHMIINHE
®DopMa UTOTOBOr0 KOHTPOJIS
IK3aMeH JK3aMeH

0 JMCIHHUIIHHE

* W3 TpyAOEeMKOCTH, OTBEJICHHOI Ha CaMOCTOATENBbHYI0 paboTy 00yYarolIuXCsl BBIIACISIOTCS aKaJeMHYeCKHUe Jachl IS
MPOBEIEHHUS TPYIIOBBIX W WHAMBHUIAYANbHBIX KOHCYNbTAIlMi Kak OXHOM M3 (opM KOHTakTHOW paboThl. KoHcympTanms
SBJISIETCS OJIHOM M3 ()OPM PYKOBOJCTBA CaMOCTOSTENBHON paboTOl 00ydYaroIUXCsl U OKa3aHHWsl MM HOMOIIM B OCBOCHUH
marepuaina. [ pynmnoBas KOHCYJIbTalUsl IPOBOANTCS MPEIoJaBaTeNieM Iepel 9K3aMEHOM/3a4eTOM M BBICTaBIISIETCSl B pac-
MHcaHue, B 00beMe He MeHee 2 aKaJeMHUYEeCKHX 4acoB Ha rpymiy. HANBHIyanbHOE KOHCYIBTHPOBAHUE MIPOBOAUTCS 110
OTJENFHOMY TpadUKy ¥ PErIaMEHTHPYETCS COOTBETCTBYIOIIUMHE JIOKATEHO-HOPMATHBHBIME JOKyMeHTaMu VHCTHTYTA.



3.2. Copep:xanue TUCHHMIIJIMHBI / MOAYJISl ¢ YKa3aHMEM aKaJeMHYeCKHX YacoB M0 BHAaM YUeOHBIX 3aHATHI M CaMOCTOATEJbLHONH padoThl 00yyarommxcs,
COOTHOLIEHUEe TeM U (OpMHPYeMbIX KOMIIEeTeH i

Brogxer yueOHOIr0 BpeMeHH, 4

Koapl

HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- Jransl GopMHPOBAHAS
Paznena/remsbl AHHOTAUNS paziena JeHust JeHust romnes KOMIeTeHIINT
J1 |3 KCP [ CPC | JI [ 13 | KCP | cpC | "“M™H

Tema 1. Beenenue B IIpenamer u 3agaun Kypca AeIONPOU3BOCTBO. 1 0,5 5 OK-4 | 3names:

JIENIONPOU3BO/ICTBO. [MoHsiTHe «1eNONPOU3BOACTBOY, TOKYMEHTALIMOHHOE — OCHOBHBIE 3aKOHO/IaTeIIbHbIC

OCHOBHBIC IOHATHS U obecneuenne aenomnpousBoacTeay (A0Y). 1 HOPMAaTHBHO-METOTUIECKUE

TEPMHUHBL. [onsarus «uHPOpPMAIIUL» U «ITOKyMEHT» MecTo 1 JIOKYMEHTEHI B 0071aCTH TOKYMEH-
POIb TOKYMEHTOB B YIIpaBJICHUH. 3HaUeHNE HHPOP- TaI[MOHHOTO 00eCIICUCHUS
MAIIH JJIs IPUHSTHS YIIPABICHUYSCKUX PEIICHUH. YIpaBJICHUS;
Buns! ynpaBneHuecKux J0KyMeHTOB. [loHsTHE — TEePMHHOIIOTHIO B 00J1acTh
«(QYHKIINH JOKYMEHTa, MOJA(YHKIIHOHATBHOCTD J[0- IOKYMEHTAIMOHHOTO o0ecreyde-
kymeHTOB. CBoiicTBa foKyMeHTOB. Kiaccuduxarus HUSI yIIPABJICHHUSL;
JIOKYMEHTOB. —  KJIacCU(HKAIHNIO CITYKEOHBIX
Opranuzanus ciay»O0bl enonpon3BoacTBa. OCHOBHBIE JIOKyMEHTOB;
3a7a4u ¥ QyHKIUH. J{enonpon3BoICTBO, KaK COCTaB-
Hasl 4YacTh yIPaBJICHUSL.

3adanue ons camocmosimenvHol pabomul:

—  mpopaboTKa JIEKIUH — BKIII0OYACT YTEHUE KOHCIIEKTa JICKIUH, TPO(pECCHOHATBHOMN TUTEPaTyphI, TEPHOIMUCCKIX U3JaHHN;

—  OTBETHI HA TEOPETHYCCKIE BOIIPOCHI IO Pa3Jieiy;

— [lepeuenv yuebHo-memoouuecko2o obecneyerus i CAMOCMOAMENbHOU pabomsl 00YYaAOWUXCA:

OcHoBHoii: 12-14

JonoaaurensHbiii: 15-19

Dopma konmpons (6 coomeemcmeuu ¢ PoOHOOM OYEHOUHBIX CPEOCmB):

1. CobecenoBanue (OC Ne 3 Tema 1) — 111 O4HOTO OT/EIICHUS;

2. Bonpocs! mis camokoHTpoutst (OC Ne 3 Tema 1) — 1u1s 3a04HOTO OTIENICHUS

Tema 2. Ucropus pa3- | Jlenonpou3BoJICTBO B APEBHEPYCCKOM TOCYIAPCTBE 1] 2 2 10 OK-4 |3namo:

BUTHA JCTIOIIPOU3BOI-
CTBa

(X=XI Beka). [Tpukaznoe memonpou3BoacTso. Ko-
JIEXKCKOE JIETI0NPON3BOICTBO. MUHHCTEPCKOE JE0-
MPOU3BOJICTBO.

Jlenonpou3BOACTBO B COBETCKUX YUPEXKICHHSIX.
I'ocynapcTBeHHOE NEI0IPOU3BOJICTBO B COBPEMEH-
HYIO 3II0XY.

— OCHOBHBIE JTallbl Pa3BUTHS TO-
CyIapCTBEHHOTO JAEJIONPON3BOJI-
CTBa;

— BUJIBI ¥ KaTETOPHUHU JOKYMEHTOB
Ha pas3HbIX JTamnax (opmuposa-
HUS,;

— HaMMEHOBaHME JIOJDKHOCTEH
paOOTHHMKOB  JICIONPOU3BOACTBA




Brogxer yueOHOTr0 BpeMeHH, 4
Konapl
HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- Jransl GopMHPOBAHAS
Paznena/remsbl AHHOTAaUNS paziena JeHust JeHust romnes KOMIeTeHIINH
1 [I3 [ KCP [ CPC | J1 |13 | KCP | cpC | "“MH
B pa3HbIe HUCTOPHYECKHE IEPHO-
Il
yMemb: PabOTATh C JINTEPATYPOii,
C IIETHIO TIOATOTOBKH K JTOKIIANY;
e1ademo:
— HABBIKOM YCTHOH W MHUCHMEH-
HOM peun;
— HaBBIKOM CaAMOKOHTPOJIS
Buo npaxmuueckozo 3anamus — ceMUuHap.
Cooeporcanue sanamus: VI3yueHue 3tanoB (OpMHUPOBaHUS FOCYIaPCTBEHHOTO JIEJIONPOM3BOACTBA
3adanua: cm. OC Ne 1 TeMsl T0oKIa10B 1O TeMe 2.
Ilepeuens pexomenoogannou 1umepamypui 015 HOO20MOBKU.
OcHoBHoii: 12-14
Jonoaaurensupiii: 15-19
3aoanue ons camocmosmenvHol pabomul:
—  mpopaboTKa JIEKIIUH BKIIOYAaeT YTeHHE KOHCIIEKTA JICKIUH, TPOo(peCCHOHANEHON JTUTEPaTypHhl, IIEPHOANICCKUX H3TAHUH;
—  OTBETHI HA TEOPETHYECCKIE BOIIPOCHI IO Pa3Jieiy;
— MOJTrOTOBKAa K MPAaKTUICCKUAM 3aHATHSM - BKIIFOYAET YTCHHE MPOPECCHOHATBHON JTUTEPATYPHI.
Iepeuenv yuebrno-memoouyeckoeo obecneuenus 0 CamoCmosmenbHoU pabomul 00YHaArOUWUXCA:
OcHoBHoii: 12-14
Jonoaaurensuprii: 15-19
Dopma konmpons (6 coomsemcmeuu ¢ PoHOOM OYEeHOUHbIX CPeICmB):
1. Ouenka pe3ynbTaToB MOATOTOBKH M paboTsl Ha cemuHape (OC Ne 1 TeMbl TOKIaI0B) — AJIE OUHOTO OTACIICHUS;
2 Bonpocs! st camokoHTposist (OC Ne 3 Tema 2) — my1st 3209HOTO OTJIEICHUS
Tema 3. CoBpeMeHHOE | 3aKOHOJATENBHOE PETYIUPOBAHKE JEIONPOU3BOICTEA | 2 0,5 10 OK-4 | 3uamo:

rOCy/IapCTBEHHOE pe-
T'YJIMPOBaHUE AEJI0-
MIPOMU3BOJICTBA

EI'CJl 1 oCHOBHBIE €€ HalpaBIEHHUS.
HopmaTuBHO-MeTOAMYECKOE PETYIMPOBAHUE JIENIO-
npou3BoJACTBa 'ocyqapcTBeHHBIE CTaHAAPTHI, UX POJIb
u 3HauyeHue (craHmaprusanms) [IpaBwiia nenmornpous-
BOJICTBA B (e/iepalbHBIX OpraHax HCIOJHHUTEIbHOM
BJIaCTH. MeToANYECKHEe PEKOMEHJalluH 110 pa3paboTke
MHCTPYKIUI 110 JIeJIONPOU3BOACTBY B (helepalibHbIX
OpraHax MCIHOJIHUTEIBHONH BJIACTH. YHU(HUIUPOBaH-
HBI€ CUCTEMBI JOKyMEHTAllUN.

HopmaTtuBHBIE JOKYMEHTBI 110 TPYAY M OXpaHE U TPY-

— HaIpaBJICHHS 3aKOHOIATEIIbHO-
IO PEeryJUpOBaHHS COBPEMEHHO-
IO TOCYHapCTBEHHOTO JIEINOIpPO-
H3BOJICTBA;

— OCHOBHBIE 3aKOHOJATEJbHEIE
u HOPMATHBHO-METOHICCKIE
JIOKYMEHTHI B 00JIaCTH JOKYMCH-
TalIOHHOT'O obecreueHus
YIOpaBJICHUS;

— TEpPMHHOJIOTHIO B oOjacTh




Brogxer yueOHOTr0 BpeMeHH, 4

HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- Koz Jransl GopMHPOBAHAS
Paznena/remsbl AHHOTAaUNS paziena JeHust JeHust romnes KOMIeTeHIINH
1 [I3 [ KCP [ CPC | J1 |13 | KCP | cpC | "“MH
Ja JIOKyMEHTaI[IOHHOTO ~ofecreue-

HUSI yIIPaBJICHHUS;
YMemb OPHUEHTHPOBATHCSA B HOP-
MaTUBHO -METOJMYECKOH JIOKY-
MCHTallid COBPEMEHHOTO JEJO0-
MIPOMU3BOJICTBA;
671a0emb HaBbIKAMU TIPUMECHEHHS
HOPMaTHBHO-METOMYECKUMHU
JIOKYMEHTaMH Ha NPaKTHKE

3adanue ons camocmosimenvHol pabomul:

— TpopadOTKa JIEKLUH — BKII0OYAET YTEeHUE KOHCIIEKTa JICKINH, Npo(ecCHOHaNbHOM TUTEpaTyphl, IEPHOIUUECKUX U3/IaHUl;

—  OTBETHI HA TEOPETUYECKUE BOIIPOCHI 0 Pa3zeiy;

—  O3HAKOMJICHHE C HOPMAaTHUBHO- METOJIUYECKOI JOKyMeHTaI1el Jr000ro npeanpHusTys;

Iepeuenv yuebrno-memoouyecko2o obecneuenus 0 camoCmosmenbHol pabomul 00YHaArOUWUXCAL:

OcHoBHoii: 12-14

JlomonauTenbHbIH: 15-19

@opma konmpoas (6 coomsemcmsuu ¢ PoHOOM OYEHOUHBIX CPeOCms):

1. CobecenoBanne (OC Ne 3 «IlepedeHs BOMpOCOB I cOOSCETOBAHMS», TeMa 3) — IUIT OYHOTO OTACIICHUS;

2 Bompocs! mist camokoHTpoiist (OC Ne 3 Tema 3) — 111 3209HOTO OTENCHUS

Tema 4. IIpaBuia co- ®opmatsl 6ymaru u noist. Hymepanus nuctos. @op- 4 | 4 2 4 1 10 OK-4 | 3uamo:

CTaBJICHUS U 0popMIIe-
HUA JOKYMCHTOB

Mysip-oopasen. TpeboBanus k 6JaHKaM JOKYMEHTOB.
XapakTepHuCTHKa TOCyJapCTBEHHOTO CTaHAapTa
«YHUDUIIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUU. Y HH-
(bunMpoBaHHas CHCTEMa OPraHU3alMOHHO-
pacnopsauTeNsHON qoKyMeHTanuu. TpeOoBaHus K
odopmiennro gokymentos» ['OCT P 6.30-2003.
[TpaBuna odopmiteHHs TOKYMEHTOB IIPH UCTIOIb30Ba-
HHUH TEXHUYECKHX CPEJICTB.

CocraB pexkBu3utoB JokymeHToB OP/] IIpaBuna
odopMIIeHHsI PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JOKY-
MEHTa: yrioBoe ((pJ1aroBoe U HEHTPUPOBAHHOE), TIPO-
nonpHOE (IeHTpupoBanHoe). OdopmieHue repba
Poccuiickoit @eneparuu, cyobekra PD, amOaemMsbl op-
TaHM3aIIH WM TOBapHOTO 3HaKka. Kox opranmsarmm —

— OCHOBHBIC 3aKOHOATEIIbHBIC
H  HOPMATHBHO-METOIHYCCKHUEC
JIOKYMEHTBI B 00JIaCTH JOKYMCH-
TAIIMOHHOTO obecrieueHust
YIOpaBJICHUS;

— TEPMHHOJOTHIO B 00JacTu
JIOKYMEHTAIMOHHOT'O ~ o0ecrede-
HUsI YIIPABJICHHS,

— TpeboBaHUs K ONaHKaM U Co-
CTaBy PEKBH3HTOB JEIIOBBIX I0-
KYMCHTOB;

— TpaBwiIa 0pOPMIICHHS PEKBH-
3UTOB CIY)KEeOHOTO JTOKYMEHTR;
ymemsb  OQOPMIISITH PEKBU3UTHI




HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-
JeHust

3aounas ¢opma 00y-
JeHust

JI

113

KCP

CPC

JI

113

KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

aBTOpa JOKyMeHTa. OCHOBHOM rOCyJapCTBEHHBIN pe-
THCTPALMOHHBIA HOMEp Iopuanueckoro nuua. aen-
TU(UKAIOHHBIN HOMEP HaJIOTOIUIATEIIBIINKA/ KO/
MIPUYHHEI TOcTaHOBKH Ha y4€T. Kox hopmer noky-
MeHTa. HanMeHOBaHUe OpraHn3alliy - aBTOPa JTO0KY-
MeHTa. CripaBOYHBIE TaHHBIE 00 OPTaHU3AINH — aBTO-
pe noxymenTta. Ha3Banne Buna mokymeHnTa. Jlara mo-
KyMeHTa. PeructpaninoHHbIil HOMEp OKyMEHTA.
CchlKa Ha perucTpallMOHHBIN HOMEp U JaTy JOKy-
MeHTa. [Topsaaok ohopMIIeHUs] pEKBU3UTA «aJ[pecar.
PekBU3UTHI cofiepaxKaTeNbHON YacTu: TpeOOBaHUS K
TeKcTaM JOKyMeHTOB. COKpaléHHbIE CI0Ba. YTIOT-
pebieHue sI3BIKOBBIX (hopmMyit. S3bIk TekcTa. DneMeH-
THI TEKCTa JJOKYMEHTA. 3arojIoBOK K TEKCTY JTOKyMEH-
Ta. OTMETKA O HATHINH TPUITOKCHUS.

PexBm3uter opopmurensckoif vactu. [lommicanue u
yTBepKIeHNe JOKyMeHTOB. CortacoBaHue TOKyMeH-
ToB. OTTHCK NeyaTH. BusupoBanue nokymeHToB. OT-
METKH Ha JIOKyMEHTE: OTMETKa O TIOCTYIUICHUH JOKY-
MEHTa B OPTaHU3aINIO, PE30JIONHs, OTMETKA O KOH-
TpOJIe, OTMETKA O 3aBEPEHHUHU KOMUH JJOKYMEHTA.
WnenTndukarop 31eKTPOHHON KOIIMU IOKYMEHTA.
Otmetka 00 ucronuuTene. OTMeTka 00 UCIIOTHEHUH
JOKYMEHTA M HalpaBJICHUH €0 B /IO
IOpuandeckast cuna nokymenta. FOpuanuecky 3Ha-
YUMBIE PEKBH3HTHI.

JIEJIOBBIX JOKYMEHTOB;
671a0emb HABBIKAMH PACIIOJIONKeE-
HUSI PEKBU3HTOB Ha OJIaHKE CIIy-
JKeOHOTO TOKyMEHTa




HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA

3aounas ¢opma 00y-
JeHust

Jl [ 13 | KCP | CPC

J | O3 [ KCP | CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

Buo npaxmuyeckozo 3anamus — NPakKTUKYM IO PELISHUIO 3aaHuil U 3a1ay.
Cooeporcanue 3ansamus: 3aKperieHUe 3HAHUH U 0TpabOTKa YMEHUS IPUMEHSTh IPaBUIia 0POPMIICHHS] PEKBU3UTOB Ha JOKyMEHTaX; pa3pa0doTKa OJIaHKOB CIIy)KEOHBIX JOKYMEHTOB

Ha I1K.

3aoanus: cm. OC Ne 4 «KoMIIIeKT 3ajaHui ¥ 381249 IJIs IPOBEICHUS PAKTUICCKAX 3aHATHITY, 3amanue Ne 1.

Ilepeuenv pexomen008anHow aumepamypol 01 NOO2OMOBKU.

OcHoBHoi: 12-14

JlonmonuauTtenbHbIi: 15-19

3adanue ons camocmosimenvHol pabomul:
— MpopaboOTKa JICKIUI — BKIFOYACT YTCHUE KOHCIIEKTA JICKIIUH, MPOGECCHOHATBHOM TUTePaTyPhl, ICPUOHMUCCKUX U3TaHHIA;
— OTBETHI HA TEOPETHYECKUE BOTIPOCHI TI0 pasJielny;
— MOJrOTOBKa K KOHTPOJIIO CAMOCTOSTEIBHOM paOOThlI BKIIOYAET YTCHUE MPO(ECCHOHANBLHOMN JIUTEpaTyphl, MPOPAOOTKY BOIPOCOB K COOECEOBAHUIO.
Ilepeuens yuebHo-memoouueckozo obecneuenus 0isi CAMOCMOAMENbHOU pabombl 00YUAIOWUXCSL:

OcHoBHoI: 12-14

JlomonuauTtenbHbI: 15-19

@opma konmpoas (6 coomsemcmsuu ¢ PoHOOM OYEHOUHBIX CPeOCms):
1. Onenka pe3ynbraToB npaktudeckux padot (OC Ne 4 «KommuiekT 3aiaHuii U 33189 TS IPOBEICHUS IPAKTUICCKUX 3aHATHIY, 3a1anue Ne 1 — 1J1s O4HOTO OTIIeIICHUS;
2. KoHTpOJb cCaMOCTOSATETFHON paOOTHI.

3. Cobecenopanme (OC Ne 3 «IlepedeHp BOIIPOCOB LIS coOeceIOBaHUA», TeMa 4) — ISl OYHOTO OT/ICIICHIS,

4. Bonpocsl st camokoHTpoutst (OC Ne 3 | tema 4) — U1 3a09HOTO OTHCIICHHS

Tema 5. Opranuzauu-
OHHO-
pacnopsIuTeNbHbIC
JIOKYMEHTBI

OpraHn3alOHHO-TIPaBOBBIC TOKYMEHTHI, UX Ha3HA-
4yeHue U cojiepxanue. O6mue TpeboBaHUS K OpraHu-
3allMOHHBIM JOKYMEHTAaM.

[IpaBuia cocraBneHus U 0POPMIICHHS OTACITHHBIX
BHUIOB OPraHMU3allMOHHO-TIPABOBBIX TOKYMCHTOB: yC-
TaB NPCANTPUATUA JOJIKHOCTHAA MHCTPYKIIUSA, I1OJI0-
KEHHe, IITaTHOE PaclHUCaHKue, CTPYKTYpa U LITaTHAS
YHUCIIEHHOCTb.

BaxHOCTb 1 3HaYEHHUE ITUX JTOKYMEHTOB B JIESITEIIb-
HOCTH TPEIPHUSTHSL.

Pacniopsiiutenbable TokyMeHTBl. OcOOEHHOCTH MO -
TOTOBKH

pacIopsAANTENBHBIX TOKYMEHTOB.

IToaroroBka n opopmitenne nmpuka3zoB. OcOOCHHOCTH
0o¢OpMIICHHS BBIITUCKHU U3 ITPHKAa3a.

Crienmrka HaIMCaHUs PacIOPsHKEHUN, PEIICHUH.

1

8

2

OK-4

3Hambv:

— OCHOBHBIE 3aKOHOJIaTeJIbHbIE U
HOPMaTHBHO-METOJMYECKUE 0~
KyMEHTBHI B 00JIaCTH JOKyMEHTa-
IIMOHHOTO O0ecIieYeHus] yIpaB-
JICHUS;

— TEPMHHOJIOTHMIO B 00JacTH
JIOKYMEHTAIMOHHOT'O ~ o0ecrede-
HUSI yIIPaBJICHHUS;

— TpeboBaHus K OJaHKaM M CO-
CTaBy PEKBU3UTOB JIEJIOBBIX IO-
KyMEHTOB;

— OCHOBHBIC BHJBI OpPraHU3aIM-
OHHO-PACIIOPSIAUTEIbHBIX JOKY-
MEHTOB U METOIUKY HX COCTaB-
JIeHUS! 1 0(hOPMIICHHUS;

10




HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA YCHUSA

3aounas ¢opma 00y-

JI

113

KCP | CPC | JI | II3 | KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

ymems:
— odopMIIsITH PEKBU3HUTHI €0~
BBIX JJOKyMEHTOB;

— TpaBWIBHO  COCTaBJIATH U
opopMIIATh Hamboliee BaXKHEIC
JIOKyMEHTBI CHCTEMBI OpTaHH3a-
IMOHHO-PACTIOPAAUTENIFHON |
nH(pOpMaLMOHHO-CIIPAaBOYHON
JIOKYMEHTAI[MH B COOTBETCTBUH C
HOpPMaMH U MPpaBUIIaMH;
enademny:

— HaBBIKAMH BEJCHHUA HEoOXo-
JUMOM JIOKYMEHTAallMM 1O CO37a-
HHUIO CHCTEMBI OOEcCTedyeHHs Ka-
4ecTBa M KOHTPONS ee dpdek-
THUBHOCTH;

— HaBBIKAMH OQOpPMIICHHS HaH-
Oosiee  BaXHBIX JIOKYMEHTOB
CHCTEMBI OpTaHM3aI[IOHHO-
pacropsauTeabHON 1 HHpOopMa-
LMOHHO-CIIPAaBOYHON JIOKYMEH-
Tallid B COOTBETCTBUHM C HOP-
MaMH M TpaBHJIaMHU

11




Brogxer yueOHOTr0 BpeMeHH, 4 Konbt
HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- O Jransl GopMHPOBAHAS
AHHOTAIUA pa3jgena KOMIIe-
Pa3gena/Temnl YeHHS YeHMS Tenmuii KOMIIeTeHIIUH
Jl [ 13 | KCP [ CPC | JI | 13 | KCP | CPC

Buo npaxmuueckoeo 3auamusi — IPaKTUKYM IO PEUICHUIO 3aJaHUN U 3a7au.

Cooeporcanue 3ansmusi: 3aKpeIUICHUE 3HAHUN CTICNM(UKN OPraHU3aIMOHHBIX U PACTIOPSIUTEIBHBIX TOKYMEHTOB U OTPA0OTKA YMCHHUS IPUMCHSTH TIpaBuiIa 0pOpMIICHUS PEKBU3H-
TOB Ha 3TUX JOKYMCHTaX.

3aoanus: cm. OC Ne 4 «KoMIDIeKT 3a1aHUi M 3334 IJIs IPOBEACHUS MPAaKTUICCKUX 3aHATHI», Tema 5, 6, 3amanue Ne 1 (pa3gen «[Ipukas3sl M0 OCHOBHOH AEATEIBHOCTIY, 3aIaHUS
Nel,2,3,4,5).

Tepeuenv pexomenoo8aHHOU TumMmepamypbl 0 HOO20MOBKIL:

OcHoBHoli: 12-14

Jonoaaurensuprii: 15-19

3adanue ons camocmosimenvHol pabomul:

— mpopaboTKa JICKIUI — BKIFOYACT YTEHUE KOHCIIEKTa JICKIUH, MPOECCHOHATBHOM TUTePaTyphl, ICPHUOIMUSCKUX H3TaHHHT;

— OTBETHI HA TEOPETHUYECKHE BOIIPOCHI IO Pa3JIEINy;

— MOJATOTOBKA K MPAKTUYECKUM 3aHSITHSAM — BKIIIOYAET YTCHHUE MPO(PECCUOHANBHOM JIUTEPATYPhI, PEIICHHUE 3a1a4 U 3aJaHHN

Iepeuenv yuebrno-memoouyecko2o obecneuenus 0 camoCmosmenbHol pabomul 00YHaArOUWUXCAL:

OcHosHoii: 12-14

JlomonuauTtenbHb: 15-19

@opma konmpoas (6 coomsemcmsuu ¢ PoOHOOM OYEHOUHBIX CPeOCms):

1. Ouenka pe3ynbraToB npakTudecknx padot (OC Ne 4 «KomruiekT 3agaHuil ¥ 3a71a4 U1 IPOBEACHUS MPAKTUIECKUX 3aHIATUN», TeMa 5, 6, 3amanue Ne 1, pazgen «[Ipuka3sl mo oc-
HOBHOH JICSITEILHOCTH») — JUISL OYHOTO ¥ 3209HOTO OTZEICHHH;

2. ITpoBepka camocTosaTenbHON paboThl (OC Ne 4, rema 5, 6 3aganue 2) — 17151 OYHOTO OT/ICIICHHS,

3.3amanue ans camonoarotoBku (OC Ne 4 3aganue 2) — A7 3209HOTO OT/IENEHUS

Tema 6. Cucrema un- Hasnauenne nH(OPMALOHHO-CIIPaBOYHOIM qokymen- | 1 | 8 2 4 2 1 8 OK-4 | 3uames:
(opmaumonso- TallKU B YNIPaBJICHUYECKOHN NeATeIbHOCTH. XapaKkTepu- — OCHOBHBIE 3aKOHOJATEIbHEIE
CHPAaBOYHOM JOKYMEH- | cTHKa OCHOBHBIX BHIOB CIIPABOYHO- 1 HOPMATUBHO-METOANIECKUE
TaIH. UH(OPMALMOHHBIX U CIPAaBOYHO-aHAIUTUYECKUX JIO- JIOKYMEHTBI B 00JIaCTH JOKyMCH-
KYMEHTOB. TAIlMOHHOTO 00eCTIeYeHUs
ITportoko:sl. TpeboBaHus kK cCOCTaBIEHHIO U 0HOPM- YUPaBJICHUS,
nenuto. [TonHbie ¥ kKpaTKre GOPMBI IPOTOKOJIOB. — TCPMHUHOJIOTHIO B 066HaCTH
Axtbl. TpeGoBaHus K 0)OPMIIEHHUIO AKTOB. HAOKYMEHTALIHOHHOTO ObeCIIe e~

HUSI yIIPaBJICHHUS;

— TpeboBaHus K OJIAHKAM U Co-
CTaBy PEKBH3UTOB JEJIOBBIX J0-
KyMEHTOB;

— OCHOBHBIC BUJIBI OpraHHU3AIIH-
OHHO-PACIIOPSIAUTEIBHBIX JIOKY-

[ponemypa MOATOTOBKH, COCTaBIICHHE U 0(OPMIICHHUE
JIOKJIATHBIX W OOBSICHUTEIBHBIX 3aIUCOK, CIIPABOK,
3asIBJICHUH, PEACTABICHUH, IPEIJIOKESHUN U JIp.

12




HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA YCHUSA

3aounas ¢opma 00y-

JI

113

KCP | CPC | JI | II3 | KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

MEHTOB ¥ METOJIMKY X COCTaB-
neHus 1 0ohOpMIICHUS;
ymems:
— 0(OPMIATH PEKBH3HTHI JIENIO-
BBIX JIOKyMEHTOB;
— TIPaBWJIBHO COCTABIATH U
opopMIIATh HanboJee BayKHBIC
JIOKYMEHTBI CHCTEMBI OpTraHHu3a-
LUOHHO-PACTIOPAIUTENBHON U
nH(pOpMaLMOHHO-CIIPAaBOYHON
JIOKYMEHTAII1 B COOTBETCTBUH C
HOpPMaMH U MTPpaBUIIaMH;
6na0emo:
— HaBBIKAMH BEJCHUS HE00XO-
JIMMOM JIOKYMEHTAIIMH I10 CO3/ia-
HHIO CHCTEMBI 00ECTICUeHHs Ka-
4ecTBa M KOHTPOIIS ee 3P dek-
THUBHOCTH;
— HaBBIKaMU 0(OPMIICHHS Han-
6oJee BaKHBIX JOKYMEHTOB
CHCTEMBI OPTraHU3aIIOHHO-
pacrnopsauTensHoi 1 nHpopma-
LIMOHHO-CIIPABOYHOM IOKYMEH-
TallMU B COOTBETCTBHH C HOP-
MaMH M IpaBUIaMHU
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Brogxer yueOHOTr0 BpeMeHH, 4 Konbt
HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- O Jransl GopMHPOBAHAS
AHHOTAIUA pa3jgena KOMIIe-
Pa3gena/Temnl YeHHS YeHMS Tenmuii KOMIIeTeHIIUH
Jl [ 13 | KCP [ CPC | JI | 13 | KCP | CPC

Buo npaxmuueckoeo 3auamusi — IPaKTUKYM IO PEUICHUIO 3aJaHUN U 3a7au.

Cooeporcanue 3ansmus: 3aKpEILICHAC 3HAHUN CIICNU(UKU CTIPABOYHO-HMH(OPMAIIMOHHBIX JOKYMEHTOB U OTPa0OTKa YMCHHS MPUMEHSITh NpaBuiia 0pOpMIICHUS PEKBH3UTOB HA ITHX
JIOKYMEHTaX;

3aoanus: cm. OC Ne 4 «KoMITIeKT 3a1aHuid ¥ 33134 TSI IPOBEACHUS IPAKTHIECKUX 3aHATHITY, TeMa 5,6 pa3znemnsl: «[IpoToKomb, «AKTE», «/{oKIIagHbIe U 00BSICHUTEIBHBIC 3aIIHC-
Kiy», 3agaans, 3aganue Ne 1 (Ne 2 — mo mpoTokoiy,4 — mo akTy ,3 ¥ 7 — 10 3aIHICKaM).

Iepeuenv pexomenooganoll iumepamypbl 011 HOO2OMOBKIL:

OcHoBHoli: 12-14

Jonoaaurensuprii: 15-19

3adanue ons camocmosimenvHol pabomul:

— MpopaboOTKa JICKIUI — BKIFOYACT YTCHUE KOHCIIEKTa JICKIUH, MTPOGECCHOHATBHOM TUTePaTyphl, ICPUOHMUCCKUX U3TaHHIA;

— MOJArOTOBKA K MPAaKTUYECKUM 3aHITHAM — BKIIIOYACT YTCHHUE MPO(PECCHOHATBLHOM JIUTEPATYPhI, PEIICHHE 3a7ay U 3aJaHUi.

Tlepeuens yuebno-memoouuecko2o obecnevenus 0is CamMoCmMosIMenbHOU pabomol 00YHaArOUUXCSL:

OcnosHoit: 12-14

JlomonuauTtenbHbI: 15-19

@opma konmpoas (6 coomsemcmsuu ¢ PoOHOOM OYEHOUHBIX CPeOCms):

1. Onenka pe3ynpraToB mpaktunaeckux padot (OC Ne 4 trema 5, 6 pazgensr: «[IpoTokom», «AKT», «JloKTagHbIe 1 0OBICHUTEIBHBIC 3aIICKN») — JIJIsl OYHOTO U 320YHOTO OTACICHUH;
2. 3amanus ains camokoHTpourst (OC Ned,rema 5, 6 3amanust 3, 4, 5) — U1 OYHOTO ¥ 3a09HOTO OT/ICIICHUHA

Tema 7. CiryxeOHas [IpaBuia u TpeboBaHus K AeI0BoMY cbMy. CoBO- 2 | 2 2 2 1 6 OK-4 | 3uamo:
nepernmncKa KYITHOCTBPEKBH3HUTOB O(UIMAIBEHOTO TMChMA U TIpa- — OCHOBHBIE 3aKOHO/ATEIIbHBIE 1
BuJIa X opopMIteHHs. SI3BIK M CTHIIB OUIHAIBHBIX HOPMAaTHBHO-METOINIECKHUE JI0-
nuceM. CTpyKTypa mmiucbMa. DTHKET B JEJI0BOH Iepe- KyMEHTBI B 00J1aCTH JIOKyMEHTa-
TIHCKE. IIMOHHOTO 00ECTIeYeHH s yIpaBIie-
OcHOBHBIE TPEOOBaHMA K TEKCTY CITy>KEOHOTO MHUCH- HUS,
Ma. — TEPMHHOJIOTHIO B 00J1aCTH J0-
OtaenbHbIe BUIIBI THceM (MHPOPMAITMOHHOE, TapaH- KYMEHTAIMOHHOTO 00EeCTIeUeHS
THITHOE, TMCHMO-0TBET, ITMChMO-3aIIPOC, COIPOBOJIHU- YIIPaBJICHHUS;
TEIBHOE MUCHMO). — TpeOoBaHUA K OJTaHKaM M COCTa-
MexnynapoHas nepernicka CTpyKTypa U CMBICIIO- BY PEKBU3HTOB JIEJIOBBIX JOKYMEH-
BbIe yacTu nucbMa. CTHIIb TEKCTOB U 0(OpPMIICHHUE TOB;
JIETIOBOTO TTHUCHMa. — OCHOBHBIE BHJIbI OpPTaHU3AI[HOH-
HO-PacIOpSIUTETBHBIX JTIOKyMEH-
TOB U METO/IMKY UX COCTABJICHUS 1
oopmiteHs;
ymems:
— 0(OPMIISIT PEKBU3HTHI JIEJI0-

14




HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA YCHUSA

3aounas ¢opma 00y-

JI

113

KCP | CPC | JI | II3 | KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

BBIX JIOKyMCHTOB;
— NMPaBHIBHO COCTABJIATH U
odopmIIATh HanboJee BayKHBIE
JIOKYMEHTBI CHCTEMEI OpraHn3a-
UOHHO-PACTIOPIIUTCILHON 1
HHPOPMAIMOHHO-CIIPABOYHON
JIOKYMEHTAIIUHN B COOTBETCTBUU C
HOpMaMI/I nu HpaBI/IHaMI/I;
e1ademn.
— HaBBIKAMHU BEJIEHHS HEOOXO-
JUMOM JOKYMEHTAIlUHU 10 Co3/a-
HHIO CUCTEMBI 00eCIIeYeHus Ka-
YeCcTBa U KOHTPOJIS e I dek-
THBHOCTH;
— HaBBIKaMU 0()OpMIICHHSI HaU-
OoJiee BaKHBIX JOKYMEHTOB
CUCTEMBI OPTaHU3AIHOHHO-
pacrnopsauTenpHOI 1 nHpopma-
MOHHO-CIIPAaBOYHOHN TOKYMEH-
Talluu B COOTBETCTBUU C HOp-
MaMHU U HpaBI/IHaMI/I
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HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-
JeHust

3aounas ¢opma 00y-
JeHust

Jl [ 13 | KCP | CPC

J | O3 [ KCP | CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

Buo npaxmuueckoeo 3ansimus — NPaKTUKyM IO PEUICHUIO 3aJ[aHUH U 3a]a4
CoOeporcanue 3ansmus: 3aKpEIICHAC 3HAHUN CTICHU(BUKH ICIIOBOU MEPEIUCKH U OTPaObOTKa YMCHHUS MPUMCHSITh TpaBmia 0(pOpMIICHUS pEKBU3UTOB Ha CITY)KEOHBIX MHCEMAaX;
3aoanua: cm. OC Ne 4 «KoMImwiekT 3a1aHui 1 33149 TS IPOBEICHIS IPaKTUIECKUX 3aHATHI), TeMa 7, 3aganue Nel (Ne 1, 2, 3)
Ilepeuens pexomend08anHO TUmMepamypol Oisi NOO2OMOBKU.!

OcHosHoi: 12-14

JlomonuuTtenbHbIi: 15-19

3adanue ons camocmosamenvHou pabomul.
— mpopaboTKa JeKIHUil — BKIFOYAeT YTCHUE KOHCIIEKTa JICKIIUH, MPO(eCCHOHANTBHON JINTEPATYPh, IEPUOJHYECKUX U3JaHNUI;

OTBETHI HA TEOPETUYECKHE BOIIPOCHI IO pa3ielny;

— TOATOTOBKA K MPAKTUYECKUM 3aHATHIM — BKJIIOYAET YTeHHE NpodeccHoHaNbHOI JIUTepaTyphl, pelieHUe 3a1a4 U 3a/1aHHH;
— MOJrOTOBKa K KOHTPOJIIO CAMOCTOSTEIBHOM paOOThlI BKIIOYAET YTCHUE MPO(ECCHOHANBLHOMN JIUTEpaTyphl, MPOPAOOTKY BOIPOCOB K COOECEOBAHUIO.
Ilepeuens yuebHo-memoouueckozo obecneuenuss 0isi CAMOCMOAMENbHOU pabombl 00YUAIOWUXCSL:

OcHoBHoI: 12-14

JlomonuauTtenbHbi: 15-19

Dopma konmpons (6 coomeemcmeuu ¢ PoHOOM OYEHOUHBIX CPEOCHB):

1. Onenka pe3ynpraToB npaktuaeckux padot (OC Ned KomrmiekT 3agaHuii v 3a7a4 IS POBECHUS IPAKTHUSCKUX 3aHATHIT», TeMa 7 )

2. KoHTpOJb cCaMOCTOSATETFHON paOOTHI.
3. Cobecenmopanne (OC Ne3 «IlepedeHs BOIIPOCOB ISt cobeceoBaHM», TeMa 4.1) -1t O4HOTO OTHEICHUL
4. 3aganus pyis camokoHTpoist (OC Ne 4, 3ananue 2)- it OYHOTO U 3209HOTO OTJENCHUN

Tema 8. JlokyMeHTHI
10 JTMYHOMY COCTaBY.
CocraBieHue JUYHBIX
JIOKYMEHTOB

CocraB 1 BUIBI JOKYMEHTAIMH 110 JITYHOMY COCTaBY.
YuanpunrpoBanHble HOPMBI TOKYMEHTOB.

IMpuka3. Odopmnenne npuéma Ha padotry. [lepeBox
Ha Jpyryto pabory. IlpemocraBieHue oOTIycKa.
VYBosbHEHHE € PabOTHI.

CocraBneHne JIMYHBIX JOKYMEHTOB (pe3lOMe, aBTO-
Ouorpadusi, XapakTepUCTHKa, aHKETa, JOBEPEHHOCTD,
pacricka)

2 | 4

OK-4

3HAMb!

—  OCHOBHBIE 3aKOHOIATEIIbHBIC U
HOPMaTHBHO-METOIHYECKHE JIOKY-
MEHTBI B 00J1aCTH TIOKyMEHTAITHOH-
HOTO 00eCeueHus YIIpaBIICHIS,

— TepMHHOJIOTHIO B 001acTH J10-
KyMEHTAIIMOHHOTO 00ecIieyeH st
YIIpaBIIeHHS;

— TpeboBaHMs K OJaHKaM U co-
CTaBY PEKBU3HTOB JIEJIOBBIX JIOKY-
MEHTOB;

— OCHOBHBIE BUJIbI OpTraHH3aIH-
OHHO-PAaCHOPSAUTENBHBIX JOKY-
MEHTOB 1 METOJIMIKY MX COCTaBJIC-
HUSI 1 O)OPMITCHHS,

ymems:
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HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA YCHUSA

3aounas ¢opma 00y-

JI

113

KCP | CPC | JI | II3 | KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

— odopMIIATH PEKBU3UTEI JETI0-
BBIX JIOKyMEHTOB;
— IIPaBWJIBHO COCTABISATH U
opopMIIATh HanboJee BayKHBIC
JIOKyMEHTBI CHCTEMBI OpTaHHU3a-
IIMOHHO-PACTIOPAAUTENILHON 1
nH(pOpMaIMOHHO-CIIPaBOYHON
JIOKYMEHTAI[I1 B COOTBETCTBUH C
HOpPMaMH U MTPpaBUIIaMH;
61ademu:
— HaBBIKAMH BEJICHHSA HEOOXO0-
JUMOM JOKYMEHTAIlUHU 10 Co3/a-
HHUIO CUCTEMBbI 00ecIieueHus Ka-
4ecTBa M KOHTPOIIS ee 3P dek-
THUBHOCTH;
— HaBBIKaMU 0(OPMIICHHS Han-
OoJiee BaXKHBIX JOKYMEHTOB
CHCTEMBI OPTaHU3AIIOHHO-
pacriopsituTenbHON 1 HHpopMa-
LIMOHHO-CIIPABOYHOH IOKYMEH-
TallMy B COOTBETCTBHH C HOP-
MaMH M TIpaBUIaMHU
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HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-
JeHust

3aounas ¢opma 00y-
JeHust

Jl [ 13 | KCP | CPC

J | O3 [ KCP | CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

Buo npaxmuueckoeo 3anamusa — IPaKTUKYM I10 PELICHUIO 3aJaHUM U 33134
Cooeporcanue 3ansamus: 3aKperyicHUe 3HAHUN crielinUKH opopMIIeHHST JJOKYMEHTOB I10 JIMYHOMY COCTaBY M OTpabOTKa YMEHUS MPUMEHSITH IIpaBuiia 0(OpMIIEHHS PEKBU3UTOB Ha

3TUX JoKyMeHTax Ha I1K;

3aoanua: cm. OC Ne 4 «KoMImieKT 3a1aHuil ¥ 331249 IS IPOBEICHAS MPAKTUICCKUX 3aHATHI, TeMa 8
Tepeyenv pexomenoo8anHOU Tumepamypbl 01 HOO20MOBKIL:

OcHoBHoi: 12-14

JlonmonuauTtenbHbi: 15-19

3adanue ons camocmosimenvHol pabomul:
—  mpopaboTKa JICKIUH - BKIIOYACT YTCHUE KOHCIICKTA JICKIUH, TPO(GECCHOHATIBHOM TUTEPaTyphl, IEPHOIMUCCKUX HU3JaHUN;
—  OTBETHI HA TEOPETUYECKUE BOIIPOCHI 10 Pa3zeiy;
— MOJrOTOBKA K MPAKTUYCCKUM 3aHITHSAM - BKIIFOYAET YTCHHE MPOGECCHOHATIBHOM TUTEpaTyphl, PEIICHUE 3a/1a4 U 3aJaHH;
— IOJrOTOBKa K KOHTPOJIIO CAMOCTOSTEIBHOM paOOThI BKIIOYAET YTCHUE MPO(ECCHOHANBHOMN JTUTEpaTyphl, MPOPaObOTKY BOIPOCOB K COOECEOBAHUIO.
Ilepeuens yuebHno-memoouneckoeo obecneywenuss Ons CamoCcmosamenbHol pabomol 00YUATOUWUXCA:

OcHoBHo: 12-14

JlomonauTtenbHbI: 15-19

@opma konmpons (8 coomeemcmauu ¢ POHOOM OYEHOUHBIX CPeOCmB):
1. Onenka pe3ymnbraToB mpaktuaeckux padot (OC Ne 4 «KomrurekT 3agaHuil 1 3a1a4 U IPOBEACHUS MPAKTHYCCKIX 3aHITAN», TeMa 8 — IUIT OYHOTO OTICICHHUS,
2. KoHTpOJIb cCaMOCTOSATETFHON paOOTHI.

3. CobecemoBanune (OC Ne 3, Tema 8 ) — 1J1st OYHOTO OT/ICIICHHS,
4. 3aganus qya camokoHTpoist (OC Ne 3, tema 8; OC Ne 4, Tema 8) — /11 3a04HOTO OTJEICHUS

Tema 9. Opranuzanus
paboThI ¢ JOKYMEHTA-
MU

[MonsTre «okymenToobopotay. [IpaBuiia opranusa-
UM JIOKYMEHTO00OpoTa. YdueT o0bemMa JOKYMEHTO-
o00opoTa. OCHOBHBIE ATalbl U NMPUHIMIIBI pabOTHI C
BXOJISIIIUMH, HCXOJSIIUMUA WM BHYTPEHHHMH JOKY-
MEHTaMH.

[IpaBuna perucrpanunm ¥ MHICKCAIMH JOKYMEHTOB.
@®opwmsl peructpanuu. KoHTposs UcONHEHN AOKY-
MEHTOB.

2 2 2

12

OK-4

3Hamsv.

— OCHOBHBIC 3aKOHOAATCIIbHBIC
u HOPMAaTUBHO-MCTOIANYECKUC
JOKYMEHTHI B obmactu JTOKYMCH-

TAI[MOHHOT'O oOecrieueHust
YIpaBJICHUS;
— TEPMHHOJOTHIO B 00IacTu

JIOKYMEHTAIMOHHOT'O ~ o0ecrede-
HUsI YIIPABJICHHS,

— TpaBWiIa OpPraHU3allu JIOKY-
MEHTOO000pPOTA;

ymemn.:

—  0(OPMIIATE PEKBU3HUTHI JEIIO-
BBIX JJOKYMEHTOB;

— TIPaBUJIBHO COCTaBJIATH n
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HaumeHnoBanue
Paszgena/Temsbl

AHHOTAIHUSA pa3aeia

Brogxer yueOHOTr0 BpeMeHH, 4

Ounas ¢opma 00y-

YCHUA YCHUSA

3aounas ¢opma 00y-

JI

113

KCP | CPC | JI | II3 | KCP

CPC

Konapl
KOMIIe-
TEeHIH

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

opopmiATh HauboJice Ba)KHBIC
JIOKYMEHTBI CHCTEMBI OpraHH3a-
LIHOHHO-PACTIOPSIUTEIbHOM u
nH(pOpPMALMOHHO-CIIPABOYHOM
JIOKYMEHTAI[H B COOTBETCTBUH C
HOPMaMH U MIPaBUIIAMH;
e1a0emsv.

— HaBBIKAMH BEJCHHUS HE00XO0-
JIAMOW JTOKYMEHTallMM IO CO37a-
HHIO CUCTEMBI OOECICUeHHUs Ka-
YecTBa M KOHTPOIS ee dddek-
THBHOCTH,

— HaBBIKaMU OGOPMIICHHS Hau-
Ooyiee  BaXHBIX JIOKYMEHTOB
CHUCTEMBI OpraHHU3aI[HOHHO-
pacropsituTeNbHONH U uHpOopMa-
[UOHHO-CIIPABOYHON JIOKYMEH-
Tallid B COOTBETCTBUHM C HOP-
MaMH ¥ [IPaBUIIAMU

3adanue ons camocmosmenvHoll pabomul.
— TpopabOTKa JIEKIUI — BKJIIOYAET YTEHUE KOHCIIEKTA JIEKIINH, Npo(ecCHOHaNbHOM JTUTepaTyphl, IEPUOMISCKUX U3IaHU;
—  OTBEThI HA TEOPETUYECKUE BOIIPOCHI 10 Pa3zey;
— MOJrOTOBKa K KOHTPOJIO CAMOCTOSITEIbHOM paO0Thl BKIIOUYAET YTCHUE MPO(ECCHOHANBHOMN JTUTEpaTyphl, MPOPAOOTKY BOIIPOCOB K COOECETOBAHUIO.
Ilepeuens yuebno-memoouueckoz2o obecneuenus 0isi CAMOCMOIMeNbHOU pabomvl 00YHaOWuxcs:

OcHoBHoI: 12-14

JonoaaurensHbiii: 15-19

Dopma konmpons (6 coomeemcmeuu ¢ PoHOOM OYEHOUHBIX CPEOCTB):
1. KoHTpoib caMOCTOSATENbHOM PabOTHI.

2. Co6ecenoBanue (OC Ne 3 «IlepedeHb BOMPOCOB [Uisi cOOECEI0BAHMs», TeMa 9) — ISl OUHOTO OT/EIICHUS;

3. Bomnpocs! gist camoxonTpostst (OC Ne 3 «[lepedeHs BonpocoB aiist codecetoBaHus», TeMa 9) — Juls 3204HOT0 OT/ICJICHHS

Tema 10. Cucremaru-
3alMs U XpaHEeHUe
yIpaBiIeHYECKUX J0-
KYMEHTOB

TTonsitue «HOMCHKJIaTypa AC€I», BUJAbl HOMCHKJIATY-
pel gen. TpeOGoBaHus, MPEeIbABIIEMBIE K COCTaBIIC-
HUIO HOMEHKJIATYPHI J1eJL.

dopmupoBaHue NIed B opraHu3anuu. TpeOoBaHUS K
(hopMHpOBaAHHIO JIETI.

2

2

2

12

OK-4

3HAmM»b.

— OCHOBHBIE 3aKOHOJIATENIbHbIE
Y HOPMAaTHBHO-METOIUYCCKUE
JIOKYMEHTHI B 00J1aCTH TOKYMEH-
TAlMOHHOTI'0 00ECIICYEHMS
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Brogxer yueOHOTr0 BpeMeHH, 4

Koas1
HaumenoBanue Ounas ¢opma 00y- 3aounas ¢opma 00y- O Jransl GopMHPOBAHAS
AHHOTAIUA pa3jgena KOMIIe-
Pa3gena/Temnl YeHHS YeHMS Tenmuii KOMIIeTeHIIUH
J |TI3 | KCP | CPC | J | II3 | KCP | CPC
OKkcrmepTr3a IIEHHOCTH TOKYMEHTOB. TpeOoBaHuS, YIIpaBJIICHUS,

TPEABABIIEMBIC K OPraHU3allii U IIPOBEACHUIO SKC-
NEPTU3bl HECHHOCTH JOKYMCHTOB.

— TEpMHHOJIOTHUIO B 001acTu
JIOKYMEHTAIMOHHOTO o0ecriede-
HUSI yIIPaBIICHHUS;
— TpeOoBaHMA K OJIAHKAM U CO-
CTaBY PEKBHU3UTOB JICJIOBBIX J10-
KyMEHTOB;
— OCHOBHBIE BH/IbI OpTaHU3allU-
OHHO-PaCTOPSTUTENbHBIX JOKY-
MEHTOB ¥ METOJIMKY MX COCTaB-
neHus 1 0oOopMIICHUS;
— IpaBuiia oOpMIICHHS HO-
MEHKJIATYpPBI JIeJT;
— TpaBmWiIa Nepeadu JOKyMeH-
TOB Ha XpaHEHHE;
ymems:
— odopMIIsITh PEKBU3UTEI JETI0-
BBIX JIOKyMEHTOB;
— TPaBWIBHO COCTABIIATH U
odopmIsITh HanboOIIee BaXKHbIE
JIOKYMEHTBI CHCTEMBI OpraHHu3a-
LIUOHHO-PACIIOPAIUTEIILHON U
nHPOPMAIMOHHO-CIIPAaBOYHON
JIOKYMEHTAI[1 B COOTBETCTBUH C
HOPMaMH U [IPaBUIIAMH;
enademy:
— HaBBIKaMH BEJCHUS HE00XO-
JIMMOM JIOKYMEHTAIIMH T10 CO3/1a-
HHIO CHCTEMBI 00ecTieueHH s Ka-
4ecTBa M KOHTPOJIIS ee 3P dek-
TUBHOCTH;
— HaBBIKaMU 0(OPMIICHHS HaH-
GoJiee BaXKHBIX JOKYMCHTOB
CHCTEMBI OPTaHU3AIIOHHO-
pacnopsaANTeILHON U HHpOpMa-
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Brogxer yueOHOTr0 BpeMeHH, 4

Koas1
HanmenoBanue Ounas popma 00y- 3aounas ¢opma 00y- A
AHHOTaLUA pa3aena KOMIIe-
Pasnena/Temsl YeHust YeHust .
TeHIU

J |TI3 | KCP | CPC | J | II3 | KCP | CPC

JTansl GOPMHPOBAHUS
KOMIIeTeHIIUH

I_[I/IOHHO-CHpaBO‘-IHOI\/'I JOKYMCH-
Talluu B COOTBETCTBUU C HOP-
MaMH U ITpaByJIaMu

Buo npakxmuueckoeo 3anamus — pemieHne TECTOBBIX 3aIaHU 10 BapHaHTaM

Cooeporcanue 3anamus: IPOBEpKa 3HAHUA U YMEHHH IO BCEMY MaTepHAaTy TUCIUTLIINHEL

Baoanus: cm. OC Ne 2 «KOMIIUIEKT TECTOBBIX 3aJaHUID)

Iepeuenv pexomenoo8anHOU TumMmepamypbl 01 HOO20MOBKIL:

OcHoBHoii: 12-14

Jonoaaurensuprii: 15-19

3adanue ons camocmosmenvHou pabomuol.

—  IpopaboTKa JICKIUi — BKIIIOYACT YTCHUE KOHCIEKTA JICKIIUH, MPOGECCUOHATIBHOM TUTEPATYPhI, TIEPHOAMYCCKUX H3JaHHN;
—  OTBETHI HA TEOPETHUYECKUE BOTPOCHI MO pas3feny;

— MOJTrOTOBKAa K MPAKTUYECKUM 3aHITHSAM — BKIIFOYAET YTCHHE MPO(eCcCHOHALHON INTEPATYPhI, PEIICHHUE 33124 U 3aJJaHUI TI0 BCEMY KypCY;
Iepeuenv yuebrno-memoouyecko2o obecneuenus 0 CamoCmosmenbHol pabomol 00YHaArOUWUXCAL:

OcHoBHoii: 12-14

Jonoaaurensupiii: 15-19

@opma konmpons (8 coomeemcmauu ¢ POHOOM OYEHOUHBIX CPeOCmB):

1. OneHka pe3ynbpTaToB penieHns TecToBbixX 3aganuii (OC Ne 2 mo 4 BapuanTam) —IJIsi O9YHOTO OT/ICIICHIS,

2. Cobecenoanue (OC Ne3, Tema 10) — 1j1s1 OYHOTO OTACICHHSI,

3. Bompocs! miis camokonTtpodist o Teme ( OC Ne 3, Tema 10) — a71st 3209HOTO OTAETEHUS.

WTOroBelil KOHTPOJIb 110 IUCLHUILIMHE:

1. Urorosas koHTposbHas pabota (OC NeS «Temsl a1t UTOTOBON KOHTPOJIBHOUM pabOThI») — JUIsl 3a0YHOTO OT/ICJICHUS;
2. TectupoBanue (OC Ne 2 o 4 BapuanToB «DOH] TECTOBBIX 33JaHUI») — JIJISl 320YHOTO OT/ACTICHHUS;

3. Ox3ameH (OC Ne 6 «Bonpocs! K 9K3aMEHY»).

JK3aMeH 36 9

Beero: [18 30| 6 | 18 [ 2 [ 6 [ 4 | 87
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4. OUEHOYHBIE U METOJJUYECKHUE MATEPUAJIbI (POH/] OHEHOYHBIX CPE/ICTB)
. JJIA ITPOBEJAEHUA
MNPOMEXYTOYHOU ATTECTAIMHU OBYYAIOIIUXCA ITO AUMCHUTIJIMHE / MOAYJIIO

®DOoH/T OLICHOYHBIX CPENICTB — KOMIUIEKT METOINYECKUX MaTepHaioB, HOPMHUPYIOIIKMX MPOLEAYPHI OLICHUBA-
HUS Pe3yNbTaTOB OOYYEHHS, T. €. YCTAHOBIEHHS COOTBETCTBHS YU€OHBIX JTOCTIKEHHH 3aIITaHUPOBAHHBIM pe-
3ynbTaTaM OOydeHus: W TpeOOBaHMAM 0O0pa30BaTENbHBIX MPOTpaMM, pabodrx MpOrpamMM AWCUHUIUIMH / MOIY-
Jen.

®OC kak cucTema OLICHUBAHUS COJCPHKUT:

— IlepeueHp KOMITETEHIHI C yKa3aHHUEM 3TaloB WX (OPMHUPOBAHHS B MPOIECCE OCBOEHHS 00pa3oBaTelb-
HOM MIPOTpaMMBbl;

— Iloka3aTenu u KpUTEpHUH OIIEHWBAaHWS KOMIETECHIIMI HA Pa3IMYHBIX dTanax ux gopmuposanns. [llkama
OIIEHWBaHUS C(HOPMUPOBAHHOCTH KOMITETEHIIHH;

— TumoBble KOHTPOJIbHBIE 3aJaHUsl WM WHBIE MaTepuaibl, HeOOXOAMMBIC Il OLUEHKH 3HAHWH, YMEHWH,
HaBBIKOB M (MJIM) OIBITA JIESATEIBHOCTH, XapaKTepU3yIOUINX 3Tanbl (OPMUPOBAHUS KOMIIETEHIIMA B Mpolecce
OCBOEHUS 00Pa30BaTEIBHON MTPOTPaMMBI;

— MeTtoandeckne MaTepuanbl, OMPENeNIonue MPOIeaypbl OLIEHUBAHUS 3HAHUI, YMEHHH, HaBBIKOB U
(n1n) ombITa AEATENBHOCTH, XapaKTEPU3YIOIINX ATAIbl (HOPMHUPOBAHUS KOMIIETCHITHH.

DOC odopmren kak [Ipunoxenne k paboueil mporpaMMe TUCIUIUTHHBL

5. METOAUYECKHUE PEKOMEHJAIIUU J1JISA OBYYAIOIUXCSA
IO OCBOEHHUIO JUCHUIIVIMHBI / MOAYJIsA

Memoouueckue pexomenoayuu npu pabome Ha0 KOHCHEKMOM 80 8PeMsL NPOGEOeHUs IeKYUuu

B xo71e JeKIMOHHBIX 3aHITHH HEOOXOIUMO BECTH KOHCIIEKTHpPOBaHHE yueOHOro MaTepuana. OOmwme u y1-
BEpAUBIINECS B ITPAKTHUKE MPABUIIA U TIPUEMBI KOHCTIEKTHPOBAHUS JICKIIHIA:

— KOHCTIEKTHPOBAHHE JIEKITUI BEIETCS B CIICIUANBHO OTBEJEHHOH JISI TOTO TETPAIH, KAXKIIBIH TUCT KOTO-
poil TOIKEH UMETH TOJIs, Ha KOTOPBIX NENAI0TCS MOMETKH M3 PEKOMEHIOBAHHOM JIUTEPATyPhl, JOTOTHSIIOIINE
MaTepual MPOCIYIIaHHOHN JIEKINHY, a TaKKe MOTYEPKUBAIOIINE 0COOYI0 BaXHOCTh T€X WM WHBIX TeopeThde-
CKHUX MOJOXKEHUH,

— HEOOXOVMO 3alHChIBaTh TEMY U IIJIaH JICKIHA, PEKOMEHIIyeMYIO TUTepaTypy K TeMe. 3alrch pa3IesioB
JIEKIINH JTOJDKHBI UMETh 3ar0JIOBKH, ITO3ar0JIOBKH, KPACHBIE CTPOKU. JIJI BRIIETICHUS Pa3/eioB, BEIBOJIOB, OTI-
peneneHuii, OCHOBHBIX U MOKHO HCITOJIb30BaTh IIBETHBIE KapaHAanii u (JIOMacTephl;

— Ha3BaHHBIC B JIEKIIMY CCHUTKY HA MIEPBOMCTOYHHUKHU HAJIO TIOMETUTH Ha TOJISAX, YTOOBI IPH CAMOCTOSITEIb-
HO# paboTe HAalTH U BIUCATH UX;

— B KOHCIIEKTE JIOCJIOBHO 3aITUCBHIBAIOTCS ONPEAEIICHUS MOHATHH, KaTeropuii M 3aKoHOB. OCTalbHOE JOJIK-
HO OBITh 3aITUCAHO CBOUMH CIIOBaMH;

— KaXJI0MY CTYIEHTY HeOOXOUMO BhIPabOTaTh U MCIOIB30BaTh JIOMYCTUMbBIE COKpAIlleH!s Hanbolee pac-
MPOCTPAHEHHBIX TEPMHUHOB U TTOHSITHIH;

— B KOHCIIEKT CIIEyeT 3aHOCUTH BCE, UYTO MPEIOIaBaTelb IMUIIET Ha JOCKE, a TaAK)Ke PEKOMEHTyeMbIe CXe-
MBI, TaOJIUIIBI, TUATPAMMBI H T. II.

Memoouueckue pexomenoayuu no n0020mosKe K NPAKMU4ecKUM 3aHAmusam

Lenpro NpaKTHYECKUX 3aHATUI ABISIETCS YIIIyOJIeHHE U 3aKPEIUIEHUE TEOPETHUECKUX 3HAHUH, TOJTyYEHHBIX
CTYACHTaMH{ Ha JICKLHSX U B IPOLECCE CAMOCTOSATENFHOI0 N3yUeHHs Y4eOHOTro MaTepuaa, a, ClIeJ0BaTelbHO,
(hopMHpOBaHUE y HUX OIPEIENICHHBIX YMEHUH U HABBIKOB.

B xoje MOArOTOBKH K MPAaKTUYECKOMY 3aHSATHIO HEOOXOJUMO MPOYUTATh KOHCIEKT JIEKIMH, U3YUHUTh OC-
HOBHYIO JIMTEPATYPY, O3HAKOMUTHCS C JIONOJHUTENBHON JINTEPATYPOU, BBIIOIHUTH BBIJAHHBIE MPENIOAABaTE-
JIeM TpaKkThdeckue 3aaanus. [lpru 3ToM ydecTs peKoMeHAany MpernoaBaTens u TpeboBanus nporpaMMsl. [lo-
palaTbIBaTh CBOM KOHCIIEKT JICKIMH, JIeas B HEM COOTBETCTBYIOIINE 3aIMCH U3 TUTeparypsl. JKenarenbHo mpu
MOATOTOBKE K IPAKTUYECKUM 3aHATHUAM 110 JUCLUIUIMHE OJHOBPEMEHHO UCIIOJIB30BATh HECKOIBKO HCTOYHMU-
KOB, PaCKPBIBAOIIUX 33{aHHBIE BOIPOCHL.

Memoouueckue pexomenoayuu no opeanu3ayuy CAmMoCmMoAmMenbHol pabomsl

CamocTosTenbHas padota (mmo B. 1. Jlanro «caMOCTOSTENbHBINA — YeTIOBEK, IMEIOIINI CBOM TBEP/AbIE YOeK-
JEHHSDY) OCYIIECTBIIACTCS MPU BcexX GpopMax 00ydeHus: OYHOH U 3a0YHOM.

CamocrosTensHast padoTa NPUBOAMUT CTYIEHTa K MOJTYUYEHHIO HOBOTO 3HAHHWS, YHOPSAOUEHHIO U YrityOiie-
HUIO UMEIOIINXCS 3HAaHUH, HOPMHUPOBAHUIO Y HET'O PodecCHOHATBHBIX HABBIKOB U YMEHHH.
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CaMocTosTeNnbHas PadoTa BBITOHSET Psi] PYHKIIUH:
Pa3BUBAIOIIYO;

WHPOPMALMOHHO-00YYaIOUIYIO;
OPHECHTHUPYIOIIYIO U CTUMYJIUPYIOIIYIO;

— BOCIHUTHIBAMOIIYIO;

— HCCIIEeI0BATENBCKYIO.

Buasl caMmocTosITenbHOM paboThI, BEIIONHAEMBIE B paMKaX Kypca:

1. KoHcniekTHpoBaHUe IEPBOMCTOUYHUKOB U JIPYTrol y4eOHOM JTUTEepaTyphl;

2. [IpopaboTka yueOHOro Matepuana (1o KOHCIIEKTaM, y4eOHOH 1 Hay4HOH JIUTepaType);

3. BrinmonHeHne pa3HOYpOBHEBBIX 33724 U 3aJJaHUH;

4. Pabota ¢ TecTaMH U BOIIPOCAMH JJII CAMOIIPOBEPKH;

5. BrimmonHeHNE HTOTOBOM KOHTPOIHHOU PabOTHI.

CryneHtaM peKOMEHJyeTCsl C CaMOro Hadalla OCBOCHUS Kypca paboTaTh ¢ IUTepaTypoi U IpeaiaraeMbIMH
3aJaHusAMHU B (JOpPME MOATOTOBKU K OUEPEIHOMY ayTUTOPHOMY 3aHATHIO. [IpH 3TOM aKTyaln3upyroTcs UMEI0-
HIMecs 3HaHus, a TaKKe co3aaercs 0a3a Ui yCBOSHUSI HOBOTO MaTepHaia, BOSHUKAIOT BOMPOCHI, OTBETHI Ha KO-
TOpBIE CTYJICHT MOJIYy4aeT B Ay JUTOPHUH.

MOXHO OTMETHTh, YTO HEKOTOPBIC 3aJlaHHS JJIi CAMOCTOSITEIIBHOW PabOThI MO KypCy UMEIOT ONpE/ICICH-
Hyto crieuduky. [Ipu 0CBOCHHU Kypca CTYJICHT MOXKET MOJIb30BaThCsl OMOIMOTEKON By3a, KOTOpas B MOTHOMN
Mepe obecrieueHa COOTBETCTBYIOIIEH TUTEpaTypoil. 3HAYUTENLHYIO TIOMOIIb B TIOATOTOBKE K OYEpPEIHOMY 3a-
HSTHIO MOYKET OKa3aTh UMEIOLINICS B Y4eOHO-METOJMYECKOM KOMIUIEKCE KPaTKUil KOHCIEKT JieKuui. OH xe
MOYKET UCIIOJIb30BAThCS M IS 3aKPETUICHUsI [TOJYYSHHOTO B ayIUTOPHH MaTepHana.

|

Memoouueckue pexomenoayuu no pabome ¢ 1umepamypou

Bcro nmutepatypy MOXKHO pa3JieiuTh Ha YICOHUKH U ydeOHbIC TOCOOUS, OPUTHHAILHBIC HAYYHbIC MOHOTPA-
(huveckre HCTOYHHUKH, HAyYHbIE MyOJIUKAIMU B IEPUOTUICCKOM nedaTy. M3 HUX MOXKHO BBIJICIUTH JTUTEPATYPY
OCHOBHYIO (PEKOMEHYEMYIO), JOTIOTHUTEIBHYIO U JINTEPATYPy JJIs YIITyOJCHHOTO U3YUCHUS TUCIUTUIMHEI.

N3ydeHne MUCHUILIMHBI CICIyeT HAYMHATH ¢ yUeOHMKA, MOCKOJIbKY YYCOHHUK — 3TO KHHIa, B KOTOPOU U3-
JIO)KEHBI OCHOBBI HAYYHBIX 3HAHHIA TI0 OMPEICICHHOMY MPEJAMETY B COOTBETCTBUU C IICJIIMHU M 3a7auaMu 00y-
YEHHs1, yCTAHOBIICHHBIMU TIPOTPaMMOH.

[Tpu paboTe ¢ IUTepaTypoi ClIeAyeT YUYUTHIBATh, YUTO UMEIOTCS Pa3IMYHbIC BUBI YTCHUS, U KQXKIBIA U3 HUX
UCTIONIB3YETCS Ha ONPEJICICHHBIX 3Tarax OCBOCHUSI MaTepHaa.

[IpenBaputenbHOE YTCHHUE HAIIPABICHO HA BBIABICHHUE B TEKCTE HE3HAKOMBIX TEPMHHOB U IMOUCK X 3HAYE-
HUS B CIIPABOYHOU JiMTEeparype. B 4acTHOCTH, pH YTCHUU YKa3aHHOH JIUTEPATYpPhl HEOOXOAUMO MOAPOOHEH-
MM 00pa30M aHATM3UPOBATH MTOHSITHSI.

CKBO3HOE UTEHHE TpeAIoiIaraeT IpouTeHNHe MaTepraia OT Havaja 70 KoHia. CKBO3HOE UTEHHE JIUTepaTy-
pBl U3 TPUBEICHHOTO CIUCKA JTAeT BO3MOXHOCTh CTYACHTY C(OPMHPOBATH CBOJ OCHOBHBIX MOHATHU U3 U3Y-
4aeMoii 001aCTH U CBOOOJIHO BIIAJICTh UMH.

BribopouHoe — Ha000pOT, UMEET LIENbI0 TTOUCK U 0TOOp MaTepuana. B pamkax 1aHHOTO Kypca BEIOOpOUYHOE
YTeHHE, KaK CIIOCO0 OCBOCHUS COJIEPIKAHUsS Kypca, JO/DKHO MCIOJIb30BAThCS MPH MOATOTOBKE K MIPAKTHUECKUM
3aHSATHSIM [0 COOTBETCTBYIOIINM pa3jieliaM.

AHanuTHYECKOe YTEHHE — 3TO KPUTUIECKHIA pa300op TeKCTa ¢ MOCIEIyIOIINM ero KoHcrekTupoBanueM. Oc-
BOCHHUE YKa3aHHBIX MOHATHI Oy/eT Hanbosee 3pPEKTUBHBIM B TOM Clly4ae, €CIIU MPU YTCHUH TEKCTOB CTYCHT
OyZeT 3a/1aBaTh K 3TUM TEKCTaM BOMPOCHL. YacTh U3 3THX BOMPOCOB chopmymrpoBana B mpuBegeHHOM B DOC
nepevHe BOMPOCOB s codecenoBanus. [lepedeHp 3THX BOMPOCOB OIpaHHUEH, MIO3TOMY BaXKHO HE TOJIBKO CO-
JIep’KaHUE BOIIPOCOB, HO CaM MPUHIIUIT OCBOCHUS JINTEPATYPhI C TIOMOIIBIO BOIIPOCOB K TEKCTaM.

Ienp1o U3yyaroero YTeHUs ABJISCTCS NIyOOKOE M BCECTOPOHHEE MOHUMaHKe yueOHOH nHpOopMaInu.

EcTh HECKOJIBKO IPUEMOB M3YYArOIIEr0 YTCHUS:

1. UreHne mo anroputMmy MpearoiaraeT pa3doueHrne MHPoOpMaluu Ha OJIOKU: Ha3BaHHUE, aBTOP; UCTOYHUK;
OCHOBHAsl ujes TeKCTa; (PaKTUYSCKUI MaTepHal; aHallu3 TEKCTa IYyTEM COIOCTABIICHHS MMEIOIIUXCS TOYEK
3peHus 10 paccMaTPHUBaEMbIM BOIIPOCAM; HOBH3HA.

2. [lpyremM OCTaHOBKH BOIIPOCOB K TEKCTY UMEET CJICAYIOIIHMM aIrOPUTM:

— MEJUICHHO MPOYMTATh TEKCT, CTAPAsACh MOHATH CMBICI U3JI0KEHHOT'O;
— BBLICTTUTH KIIFOUEBBIC CIIOBA B TEKCTE;
— IOCTapaThCs MOHITh OCHOBHBIC UCH, TIOJATEKCT U OOIIUI 3aMbICEJT aBTOPA.

3. [Ipuem Te3upoBaHwMs 3aKio4YaeTcs B (pOPMYITMPOBAHNN TE3UCOB B BUJE MOJIOKEHUH, YTBEPIKICHHMA, BbI-
BOJIOB.

K 3TOMy MOKHO 100aBHTh U MHBIC IPHEMBI: TIpUeM pedepUpOBaHHS, IPUEM KOMMEHTHPOBAHUS.
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BaxHoii cocTaBistomeli JF000T0 COMMIHOTO HAYYHOTO W3JaHWS SIBJISICTCS CITUCOK JIMTEPATyphl, HA KOTO-
pyto ccbutaeTcs aBTop. [IpM BO3HHKHOBEHHWU MHTEpeca K KaKOH-TO 00CyKIaeMol B TeKCcTe IpoliieMe Bcerna
€CTh BO3MOYKHOCTb OOpaTUTHCS K CIIMCKY OTHOCSIIEHCS K Hell muTeparypsl. B aToMm ciydae Bcst mpobiema Kak
OBl pa3dmBaeTCss Ha COCTABISIONINE YACTH, KaXaas W3 KOTOPBIX MOXKET M3Y4aThCs OTIAENBbHO OT Apyrux. llpm
3TOM Ba)KHO HE TEPSITh U3 BHUJIA OOIIWUH KOHTEKCT U HE MOTPYKATHCH YPE3MEPHO B JACTAIH, IIOTOMY YTO TaKHM
00pa3oM MOXKHO HE YBUJIETh IJIaBHOTO.

6. OIMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3BI,
HEOBXOJIUMOM JIJIsSI OCYIECTBJIEHUSI OBPA3OBATEJIBHOI'O ITPOIIECCA
o AMCIMIIJIMHE / MOAYJIIO, B TOM YUCJIE IJI1 HHBAJIMIOB
N il C OrPAHUMYEHHBIMUA BO3MOKHOCTSAMMU 310POBbSA

[Tpu n3yyeHnn AMCUUILTUHBI UCIIONB3YIOTCS Ay JUTOPUH, 000pyJOBaHHBIE MYIbTUMEIUNHBIMU CPEACTBAMH
00ydJeHus: MPOEKTOPOM, HOYTOYKOM, HHTEPAKTUBHON JOCKOM.

Hcnonp3oBaHNe MHTEPHET-PECYPCOB MPEANOIaracT MPOBEACHUE 3aHATUH B KOMIIBIOTEPHBIX Kiaccax ¢
BBIXOJIOM B MIHTepHET. B KOMIIBIOTEPHBIX KllaccaxX CTYACHTHI UMEIOT AOCTYI K HH(POPMAIMOHHBIM pecypcam, K
0a3e JaHHBIX OMONINOTEKH.

s cTyneHTOB € OTpaHUYE€HHBIMH BO3MOXXHOCTSMH 30POBbS HEOOXOANUMBI CIICLMAIbHbBIC YCIOBHUS IS
NOJy4eHUs] 00pa3oBaHusl. B meisix AOCTYMHOCTH TONydYeHHs BBICIIET0 oOpa30BaHHS MO0 0Opa3oBaTeNbHBIM
nporpaMMaM MHBAIMAAMU M JIMIIAMHU C OTPAaHUICHHBIMH BO3MOKHOCTSIMH 310poBbsi MHCTUTYTOM 0OeciieunBa-
eTcs:

1. Hannuue anbTepHaTHBHON Bepcuu opunmanbsHoro caiita MHctuTyTa B cetn «MHTepHET A cnaboBu-
JSIIIUX;

2. IlpucyTcTBUE aCCUCTEHTA, OKA3bIBAIOLIETO 00yYarOMEMyCsl HEOOXOIUMYIO TIOMOLIb;

3. 1051 MHBAJIMAOB U JIML C OTPAaHUYCHHBIMU BO3MOKHOCTSIMU 3IZ0POBBSI 10 CIIyXy — AyOJHMPOBAaHUE BCIyX
CIpaBOYHON MH(GOPMALIMHU O PaCIUCaHUH YUEOHBIX 3aHATHUI; oOecrieueHre HaIeXKaIMU 3BYKOBBIMH CPEJICT-
BaMH BOCIIPOM3BEACHUS HHPOPMALIUH;

4. lns MHBAIMIOB U JIUI] C OIPAaHMYCHHBIMU BO3MOXKHOCTSIMH 3[0POBBS, UMEIOIIMX HAPYLICHUS OIIOPHO-
JBUTATEIBHOTO ammapara, CO3JaHbl MaTepHATbHO-TEXHUYECKHUE YCIOBUS OO0ECHeunBaIOIInEe BO3MOKHOCTh
OecIpernsaTCTBEHHOTO JIOCTyMNa 00y4Jalouxcs B yueOHbIe TOMEIICHHS, O0bEKTY MUTAHUS, TyaleTHbIC U JPyTUe
noMeieHust MHCTUTYTa, a Takoke NpeObIBaHUS B YKa3aHHBIX MMOMEIICHUX (HAIMYME PACUIMPEHHBIX IBEPHBIX
NPOEMOB, MOPYYHEH U APYTHX MPUCIIOCOOICHUH).

7. IEPEYEHb OCHOBHOM 1 JIONOJIHUTEJIbHOM YYEBHON JTUTEPATYPHI,
HEOBXOJIUMOMH JI/I1 OCBOEHUA JUCIATIINHBI / MOYJISA

Hopmamueno-npasoevie 0oxymenmbl

1 ®enepanbhblil 3akoH «O0 HHpOpManWU, HHOOPMAIMOHHBIX TEXHOIOTHSAX H 3alUTe HHPOPMALUU» OT
20.07.2006 // Poccuiickas razera Ne165 2006 r.

2. TOCT P 6.30-2003. YHU(pUIHUPOBaHHBIE CUCTEMBI JOKYMEHTALUHU. Y HUPHULIMPOBaHHAS CHCTEMa OpraHu-
3aIMOHHO-PACTIOPSAUTEILHON JoKyMeHTauu. TpeboBanus k opopmieHuto JoKyMeHTOB. ( [IpHHAT 1 BBEJCH B
nericteue [loctanosnenueM ['occrangapra Poccuu ot 3 mapta 2003 1. Ne 65-cT.).

3. T'OCT P.7.0.8 — 2013. Hdenonpou3BoACTBO U apxuBHOe aeno. Tepmunsl u onpenenenus. M.: ['occran-
naprt, 2013.

4. TOCT 6.10.1-88. YuuduuupoBaHHble CUCTEMBbI JOKyMeHTanuu. OCHOBHBIC IMOJIOKEHHUA. M.:
T'occrannapt, 1988.

5. TOCT 6.10.5-87. YHudpuuupoBaHHbIe CUCTEMBI JOKyMeHTauK. TpeOoBaHus K MOCTPOECHUIO (popMyIis-
pa-o6pasma. M.: I'occrarmapt, 1987.

6. TOCT 6.10.4-84. YuuduimpoBaHHble CUCTEMbI JOKyMeHTaluu. [IpugaHue 0puIu4ecKor CHIIbI JOKY-
MEHTaM Ha MAIIMHHOM HOCHUTEJIE U MAIIMHOTPAMME, CO3JaHHBIM CPEACTBAMHU BBIYMCIUTENBHON TEXHUKH. M.:
T'occrannapt, 1984.

7. l'ocynmapcTBeHHasi cMCTeMa JOKYMEHTAI[MOHHOro obecriedeHus ymnpasieHus. OCHOBHBIE MOJIOKEHUS.
OO0ume TpeboBaHMs K JOKYMEHTaM H CIIy>KOaM JOKyMEHTallMOHHOTro obecniedueHus. M., 1991.

8. Eaunas cucrema TOKYMEHTALlHOHHOTO oOecrieueHus ynpasineHus. O0mue TpeboBanus K ciayx0am ao-
KyMEHTallMOHHOTO obecrieuenus ynpasieans. M. ['maBapxus CCCP, 1975.
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9. IlpaBuina 1enONPOU3BOACTBA B (eiepalbHBIX OpraHaxX UCIOJHUTEIBHON BiIacTH (YTB. MOCTAaHOBICHUEM
[IpaButensctBa PO o1 15.06.2009 Ned77 «O6 ytBepxaenun [IpaBun aenonpons3BoacTBa B ¢eaepaibHBIX Op-
raHax HCIOJHHUTENbHON BiacTi» // CoOpaHue 3akoHomaTenbcTBa Poccuiickoit ®enepamnmu 22.11.2009 Ne25
¢1.3060)

10. IIpaBuna okazaHus yCIyr mouToBoil cBsizu (yTBepxkaeHbl [loctaHoBienuem IlpaButennctBa Poccwmii-
ckoit @exneparim ot 15.04.2005 Ne221 «O6 yrBepxnenun [IpaBun okazaHus ycIyr mo4ToBoi cBszm» // Cob-
panue 3akoHogaTenbeTBa Poccniickoit @eneparun Nel7 ¢1.1556)

11. Meroauueckue peKOMEHJAIMHY 110 pa3paboTKe HHCTPYKIMH 1O JeTOMPOU3BOJACTBY B (eiepalbHbIX Op-
raHax MCIOJHHUTENbHOU BiacTH (yTBepkaeHs! [Ipukasom Pocapxusa ot 23.12.2009 Ne76) //Poccuiickas razera
Ne 4937, 24 urons 2009 r.

OcHnosHnot

12. JlokyMeHTaIMOHHOE obecrieueHre yrnpaBieHus [ DICKTPOHHbBIN pecypc] : yU4eOHUK JUIs CTY/ICHTOB BY-
30B, O0YYalOLIMXCs 10 HampaBlIeHUSIM «DKOHOMHKa» B «MEeHemKMeHT», crnennanbHocTsM «MHpopMaTikay,
«JlokyMeHTOBeIecHHE U JOKYMEHTAIMOHHOE 00eCTIeYeHNE YIPaBICHUs», « ABTOMATH3aLUs U yIIpaBlIeHue» / A.
C. I'punbepr, H. H. I'opbaués, H. H. 'op6aués, O. A. MyxameTmunHa. — DIEKTPOH. TEKCTOBBIE TaHHBIEC. —
M. : [OHUTU-JAHA, 2017. — 391 c¢. — 978-5-238-01770-9. — Pexumm nocryna:
http://www.iprbookshop.ru/71213.htm

13. Kysneyos, Y. H. Jlenonpon3BoacTBo [DIEKTPOHHBINA pecypc] : yuel.-crpaB. mocodue ais OakaiaBpoB /
W. H. Ky3HenoB. — D1eKTpOH. TEKCTOBbIE AaH. — 6-¢ u31., mepepabd. u gor. — Mocksa : [lamkos u K, 2014. —
460 c. — Pexxum goctyma : http://www.iprbookshop.ru/24781*

14. Cumonsy, P. . lokymMeHTanmoHHOE 00ecrieueHre CHCTEMBbI YIIPaBJICHHUS OpraHn3anuen [ DIeKTpOHHBIN
pecypc] : yuebHnoe nocodue / P. 5. CumoHsAH. — DneKkTpoH. TekcToBble AanHble. — Capatos : Aii [Iu Op Me-
mma, 2018. — 180 ¢. — 978-5-4486-0167-5. — Pexxum mocrtyma: http://www.iprbookshop.ru/72458.html

HononnumenvHuolil

15. Ky3nenosa, U. B. JlokymeHTannorHoe o0ecniedeHue yrpaBiIeHUs IePCOHAIOM [ DIEeKTPOHHBIA pecypc]
: yueOHOe nocobue ays OakanaBpo / M. B. Ky3nernosa, I'. A. XavarpsiH. — 2-¢ u3j. — DJIEKTPOH. TEKCTOBbBIC
nmauHble. — M. : JlamkoB u K, At Ilu Op Menua, 2019. — 220 ¢. — 978-5-394-03124-3. — Pexxum froctyma:
http://www.iprbookshop.ru/83142.htmi

16. Mupromkuna, F0. B. Jlenonpon3BoAcTBO U TOKYMEHTAITHOHHOE 00ecTiedeHre ToCyJapCTBEHHON U MYy-
HUIHATIAILHON cTyKObI [DnekTpoHHBIN pecypce] : mpaktukyM / FO. B. Muptonikuna. — DIEKTPOH. TEKCTOBBIE
nannele. — Crasponons : CeBepo-KaBkasckuil ¢peaepanbublii yausepcurer, 2016. — 116 ¢. — 2227-8397. —
Pexxum noctymna: http://www.iprbookshop.ru/66028.html

17. Hosukoga, E. C. Jleaonpou3BoacTBO: yuel.-MeTOI. IOCOOUE I CTYICHTOB 3KOHOM. U IOpuU/. QaKyib-
tetoB/ E. C. HoBukoga. - M. ; Apxanrensck: MH-T ynpasnenus, 2012. - 80 c.

18. PoxxusitoBekas, U. P. JlokymeHnTanmonnoe obecrniedenre [DIeKTpOHHBIN pecypc] : yueOHoe mocodue /
W. P. PoxusiToBCKas. — JJIEKTPOH. TEKCTOBBIE AaHHBbIE. — CHUMQpeponons : YHUBEPCUTET YKOHOMUKH U
ynpasnenus, 2016. — 104 ¢. — 2227-8397. — Pexwum gocryma: http://www.iprbookshop.ru/73265.html

19. CmupsoBa, E. I1. lenonponsBoacTBo st cekperaps. Pa3paborka, yueT u XpaHeHHe CIyKeOHOH JOKY-
MEHTaIH [ IJIeKTPOHHBIN pecypc] : npaktuueckoe nocodue / E. [1. CmupHOBa. — 2-€ M311. — DIEKTPOH. TEK-
ctoBble anHbie. — CapatoB : Al [Tu Op Meauna, 2019. — 210 c. — 978-5-4486-0465-2. — Pexum nocryma:
http://www.iprbookshop.ru/79622.html

8. HEPEYEHb YYEBHO-METOAUYECKOTI'O OBECIIEYEHUA
JJI1 CAMOCTOSITEJIBHOM PABOTHI OB YYAIOIMUXCS IO JUCIATIIMHE / MOJIYJIFO

1. Hosukosa, E. C. Jlenonpon3BoACTBO : y4e0.-METOA. mocodue IJisi CTYACHTOB 3KOHOM. U I0pH[. (aKyib-
tetoB / E. C. HoBukoBa. — Apxanrensck : UHcTUTYT ynpasinenus, 2012. — 80 ¢.*
Paznen packpeiBaercs 11.3.2 «Conep:kaHue IUCLHUIUIMHBI /MOIYJIS C YyKa3aHUEM aKaJeMHYECKHUX YacoB
1O BHJIAaM y4eOHBIX 3aHSATHH W CaMOCTOSTENFHON PabOThl 00YYAIONIUXCS, COOTHOIIEHHE TeM U (OPMHUPYEMBIX
KOMIIETEHIIUUY, [TOCTIe KaXXI0W TeMbl/pa3esnay.
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http://www.iprbookshop.ru/71213.htm
http://www.iprbookshop.ru/24781*
http://www.iprbookshop.ru/66028.html
http://www.iprbookshop.ru/79622.html

9. HEPEYEHDL PECYPCOB I/IH(I)OPMAIII/IOHHO-TEJIEKOMMYHI/IKAHI/IOHHOﬁ CETHU
«AHTEPHET»

1. PRO-Cexkpetapuat [DneKTpoHHBIH pecypc] — Pexxum moctyma: Www.Secretariat.ru

2. Caiit koHcanTHHTOBas rpynna «Tepmukay [DaekTpoHHbIi pecypc]| — Pexxum noctyma: www.termika.ru

3. Caiitr mo KaaApoBOMY AEIOMPOM3BOACTBY [DnekTpoHHBIN pecypc] — Pexxum moctyma: www.kadrovik-
praktik.ru

4. CaiiT cexpetapeit [DnekTpoHHBbIN pecypc] — Pexxum mocryma: www.sekretar-info.ru

5. IlpodeccronanbHOe 1eI0NPON3BOACTBO [DIEKTPOHHBIN pecypc]| — Pexum moctyma: www.profiz.ru

10. IEPEYEHb UH®OPMAIIUOHHBIX TEXHOJIOT U1, BKJIIOYAS IEPEYEHb
IMPOI'PAMMHOI'O OBECIIEYEHHUSA U THOOPMALIMOHHBIX CITIPABOYHBIX CUCTEM

1. Microsoft Internet Explorer (wmu mgpyroit 6paysep);
2. Microsoft Windows XP;
3. Microsoft Office 2007 u BbIE.
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Tpunooicenue

K paboueii mporpaMme TUCIUILIHHEI,

yrBepxxkaennoit HMC nHcTHTYTa
[Iporokon Ne 6 ot 29 mas 2019 1.

OLIEHOYHBIE U METOJIMYECKUE MATEPUAJIBI
(@OHJI OLUEHOYHBIX CPEJICTB)
10 YYEBHOM AUCLUTUIMHE
«IEJJOMPOU3BOJCTBO»

[10 HAITPABJIEHUIO ITOAI'OTOBKU
38.03.01 5 KOHOMUKA

[Tpoduns «DrUHAHCH U KPEAUT
KBAJIMOUKALUA (CTEIIEHD)

«bAKAJIABP»
(ouHas u 3a0uHast POPMBI OOYUCHUSI)
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COJEPKAHME

[NepeveHs KOMIIETEHIIUI TI0 JAUCIUILIMHE C YKa3aHUEM JTaroB MX (OPMHUPOBaHUsI B Tpolecce Oc-
BOCHUS O0PA30BATEIBEHOM TIPOTPAMMBL. . .. e e tentetenee ettt eae e e e e ettt e e et et et e e e e e e et aeaeeeneenes

Ilokasarenn M KpUTepHUH OLICHUBAHMS KOMIICTCHIMM Ha pPas3IM4HBIX 3Tamax HUX (OPMHUPOBAHUS.
[kana oneHNBaHUS CHOPMUPOBAHHOCTH KOMIICTEHIIHH. . .. e e eueeeeneneeneneeneneeneneeaeneenanenaenenenen

[TacmiopT OIEHOYHBIX CPEACTB IO AUCIUIUIHHE «J]eTTOTIPOM3ZBOICTBOM .. uvvt vt enreenreereaineenneannnnns
[TepedyeHs OLIEHOYHBIX CPEACTB MO JUCIUIUIMHE «J]eTOTPOUZBOICTBON ... uvvneeenreenneenneennennnennnss
TunoBble KOHTPOJIFHBIC 3a/IaHUSI WIM WHBIE MaTepHallbl, HEOOXOIUMBIE IS OLIEHKH 3HAHWH, yMe-
HUH, HABBIKOB U (WMJIM) OMBITA ACSITECIHHOCTH, XapaKTEPU3YIOUIUX 3TaIlbl ()OPMUPOBAHUS KOMIICTCH-

IIUH B TIPOIIECCE OCBOCHHUS 00PA30BATEIIBHON ITPOTPAMMBL. ... e et eeeeenenetenetaeeneneneneneenenenenennens

MeTtoaudeckre MaTepHalibl, ONpenesIolye IPoLeyphl OLIEHUBAHUS 3HAHUH, YMEHUI, HaBBIKOB U
(um) ombITa IESATEIBHOCTH, XapaKTePU3YIOUINX 3Tkl (OPMUPOBAHUS KOMIETCHIUMH. ... .. ..........

HNEPEYEHb KOMIETEHIIAM MO JUCHUAILJIMHE C YKASAHUEM J3TAIIOB UX
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®OPMHUPOBAHUS B TIPOILIECCE OCBOEHHS OEPA3OBATEJBLHOM ITPOI'PAMMBI

ouHasi popma o0ydeHust

OYHOE _IlepeyeHb KOMIETEHIMII ¢ yKa3aHMeM 3TanoB UX (POPMUPOBAHMS B NIpolecce 0CBOCHHUA 00pa3oBaTeIbHOM NMpo-

TPAMMBbI
Nen/n | Kon kon- HanmenoBanue koHTpoaupyemoii kom- | HaumeHoBaHue nucuuiuiiHel Ghop- CeMecTpsl
TpOJIHU- METCHITUH MUPYIOIIEH KOMICTCHITHIO 112(3[4/5|/6|7]|8
pyemoi
KOMIIe-
TEHIUH
4 CcrocoOHOCThIO K KOMMYHHUKAIINH B ycT- | IHOCTpaHHEIH S3BIK +|+| +| +
OK-4 HOW ¥ MUCBMEHHOM (hopMaxX Ha PyCCKOM
1 MTHOCTPAHHOM SI3bIKaX UL PELICHUS +
3a/1a4 MEXITMYHOCTHOTO U MEXKYJIBTYp- /lenonponsBoncTo
HOT'O B3aUMOJICHCTBHUS

3a04yHasi ¢popma o0yueHust

IlepeueHb KOMIIETEHUMII ¢ YKa3aHMeM 3TAN0B UX GopMHUPOBaHMs B Ipolecce 0CBOeHHUsI 00pa30BaTelbHONH NPOrpaMMbl

Ne | Konmxon- | HammenoBanme koHTponu- | HanmeHOBaHME NUCHMIUIMHBI (OPMHUPYIO- Orarsl GOpMUPOBAHUS KOMITE-
n/m | TpoiM- pyeMoi KOMITETEHIINT e KOMITETEHIIHIO TCHILINH
pyemoit 1 2 3 4 5
KOMIIe- Kyp | Kyp | Kypc | Kyp | Kyp
TEHLUH c c c c
4 CIOCOOHOCTBIO K KOMMYHH- | MTHOCTpaHHBIH A3bIK + +
OK-4 KallUM B yCTHOHN U MUCBMEH-
HOM (hopMax Ha PyCCKOM U
MHOCTPaHHOM $SI3bIKaX JIJIs +
penIeHust 3a71a4 MEKINIHO- Alenonponssoncrso
CTHOTO ¥ MEKKYJIBTYPHOTO
B3aUMO/ICHCTBUS
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IMOKA3ATEJIA U KPUTEPUU OLIEHUBAHUS KOMIIETEHIIAM
HA PA3JIMYHBIX DTAITAX UX ®OPMUPOBAHMUSI.
HKAJIA OHEHUBAHUA COOPMUPOBAHHOCTHU KOMIIETEHIIUN

OK-4: criocobHOCTh K KOMMYHUKAIIMH B YCTHOW M MHUCBMEHHBIX (hOpMax Ha PYCCKOM M MHOCTPAHHOM SI3BIKAX
IUIS PELICHUs 3a1a4 MEKIMIHOCTHOIO M MEXKYJIbTYPHOTO B3aUMO/IEHCTBUSI.

JucuMnianHa Kkak

YpoBHE (popMuUpOBaAHUSA KOMIIETEHIUI

KyMEHTBI B 00JIaCTH JDOKyMEHTa-
MOHHOro obecnedyeHus yrpas-
JICHHUS;

— TEpMHHOJIOTHIO B 00JaCTH J10-
KYMEHTAI[HOHHOTO  00ECIeUCHUsI
yIpaBIICHUS;

— TpeboBaHMs K OJaHKaM M CO-
CTaBy PEKBU3UTOB JCJIOBBIX [0-
KyMCHTOB;

— OCHOBHBIC BHIbBI OpraHH3aIlM-
OHHO-PACTIOPSAUTEIbHBIX  JOKY-
MEHTOB

METOIUYECKHE JTOKYMEHTBI
B 00JacTé JOKyMEHTalH-
OHHOTO oOecreyeHus
yIIpaBJICHNUS;

— TEpMHHOJIOTHIO B 00-
JTaCTH JOKYMEHTAI[MOHHO-
ro obOecrieueHus yrpasie-
HHS,

— TpeboBaHHsA K OJaHKaM
U COCTaBy PEKBH3HTOB Jic-
JIOBBIX JIOKyMEHTOB;

— OCHOBHBIE BHIBI Opra-
HHU3aLUOHHO-
PachopsIUTENLHBIX JIOKY-
MEHTOB, UX Kiaccuduka-
LIHIO;

— ocobeHHOCTH OdopmIIe-

Tan GopMHpoOBaHHS BaszoBblit ToBbILIEHHBIH Beoicokuii
KOMIECTCHITMH B paM- (COOTBETCTBYET OLIEHKE «yIOBJIE- (COOTBETCTBYET OLIEHKE (COOTBETCTBYET OLEHKE «OT-
kax OIl BO* TBOPUTETHHOY) «XOPOLI0») JIMYHOY)
Jlenonpon3BoACTBO 3HAmMb: 3Hamb: 3HaAMb:
— OCHOBHBIC 3aKOHOIATCJIbHBIC W | — OCHOBHBIE  3aKOHOIA- | — OCHOBHBIC 3aKOHO1a-
HOPMAaTHBHO-METOJMYECKUE JO- | TeIbHbIE M HOPMATHUBHO- | TeJIbHbIE W HOPMATHBHO-

METOANYECKHE OKYMEHTEI
B o0JIacTH JOKYMEHTAIHOH-
HOTO O0EcCIHe4YeHUs! ymnpas-
JICHUS M WX OCHOBHBIC Tpe-
OoBaHMS,

— TEpMHHOJIOTHIO B obiac-
TH JIOKYMEHTAI[HOHHOTO
obecrieueHns: ynpaBieHHs;
— TpeOoBaHMA K OJIaHKAM H
COCTaBy PEKBU3UTOB JEJIO-
BBIX JIOKYMCHTOB;

— OCHOBHBIC BHIBI OpraHu-
3aIIMOHHO-
PaCIOPSIUTENBHBIX  JTOKY-
MEHTOB, WX Kiaccuuka-
LMI0, METOJMKY HX COCTaB-
JeHus ¥ o(hopMIIeHUS;

HUS ~ JOKYMEHTOB  JUIs | — OCOOCHHOCTH OQopmiie-
BHEUIHE M BHYTPEHHEW | HUSI JOKYMEHTOB JJISl BHEIII-
KOMMYHHUKAIIAH; Hell W BHYTPEHHEH KOMMY-
HUKaIWH;
— COBpPEMEHHBIE TPOLECCHI
B 00JIaCTH TOCYIAPCTBEHHO-
0 JIEJIONPOU3BOICTBA
ymemp: ymemo: ymems:
— 0(hOPMIIATE PEKBH3UTHI JENO- | — OQOPMIIATE PEKBU3UTHI | — OQOPMIIATE  PEKBH3HUTHI

BbIX TOKYMEHTOB;

— COCTaBJATH U OOPMIIATH HaM-
Gonee BaKHbIE JOKYMEHTBHI CHC-
TEMBbI OpraHn3alfuoOHHO-
pacniopsiauTesibHOi U uHbOpMa-
HHOHHO-CHpaBO‘IHOﬁ JOKYMECHTA-
IINM B COOTBETCTBHUHU C HOPMaMH U
NpaBHJIaMH;

JCJIOBBIX TOKYMECHTOB,

— TMpaBUJIBHO COCTaBJIATH
n odopmisiTe Haubosee
BaXHBIC ITOKYMCHTBI CHC-
TEMBI OpraHnu3alMoOHHO-
pacrnopsiAUTEeNIbHOW U MH-
(hopMarmoHHO-
CIpPaBOYHOH  JIOKYMEHTa-
MM B COOTBETCTBUH C
HOpPMaMH U ITPaBUIIAMH;

JCIJIOBBIX JOKYMCHTOB;,

— TMpaBUJIBHO COCTaBJIATH U
obopMIsTh Hauboyiee Bax-
HbIE JOKYMCHTBI CUCTCMBI
OpraHU3aIMOHHO-
pacnopsiAUTEeIbHOW UM WH-
(hopMarmOHHO-CIIPaBOYHOM
JIOKyMEHTallMud B COOTBET-
CTBUU C HOpMaMH U IMpaBU-
Jlamu;

— aHANM3HPOBaTh  JIOKY- | — aHAJIU3UPOBATH JIOKY-
MEHTO000POT; MEHTOO00O0POT U PEKOMEH I0-
BaTh PEIIEHUs TI0 €ro OINTH-

MM3aLUN

e1ademn: 61a0emn: 6/1a0emb:
— OCHOBHBIMH HAaBBIKAMH BEJC- | — HABBIKAMH BEICHUS HE- | — YBEPEHHBIMH HAaBBIKAMH
HUST HEOOXOJMMOH JIOKyMEHTa- | OOXOJWMOW  JOKYMEHTa- | BEACHHS HEOOXOAMMOH J0-

MU 10 O0ECIIeYeHUI0 y4eTa, Ka-
YecTBa, KOHTPOJIS M XPaHCHUS B
cucreMe paboTHI ¢ JOKYMEHTaMH;

UM 110 CO3/aHHUIO CHCTe-
MBI 00ecIeYeHus] KauecTBa
U KOHTpOJIS ee 3PPEeKTHB-
HOCTH;

KyMEHTAIUU 110 CO3OaHUIO
CHUCTEMBI O0ECIICUYeHHUs Ka-
4ecTBa M KOHTPOJS ee 3(-
(DEKTHUBHOCTH;
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YBEpPEHHbBIM HaBBIKOM
odopmIeHHS Haubomee
BaXXHBIX JOKYMCHTOB CHC-
TEMBI OpraHU3aIMOHHO-
pacrnopsiAUTEeIbHOW W UH-
(hopMaIMOHHO-CIIPABOYHOM
JIOKYMEHTAIlMH B COOTBET-
CTBHM C HOPMaMH U MpaBU-
JaMu

* B COOTBETCTBHH C MTEPEYHEM KOMIETECHIIMH C YKa3aHHEM 3TaroB UX (OPMUPOBAHHUS B MPOIECCE OCBOCHUS
00pazoBaTeILHON MPOTPAMMBI.

Ixana oueHuBaHus chopMUPOBAHHOCTH KOMIIETEHIM i

«HeynoB1eTBOPUTEILHO» — KOMIIETCHIMA He pa3BuTa. CTyJeHT HE BIajeeT HeOOXOIMMBIMU 3HAHUSIMH U
HaBBIKAMH U HE CTapaeTCs X MPUMEHATh. He mocTUrHyT 6a30BBIi ypOBEHb ()OPMUPOBAHHS KOMIIETCHIIUH.

«Y10BJIETBOPHUTEIBbHO» — KOMIIETCHIMSI HEOCTATOUHO pa3BuTa. CTyIEHT YaCTHYHO MPOSBIISIET 3HAHUS U
HaBBIKM, BXOASIINE B COCTaB KOMIeTeHIMH. [IpITaeTcsi, CTpeMHTCS IPOSIBIISATH HY)KHbIE HAaBBIKH, IOHUMAET UX
HEOOXOUMOCTb, HO Y HETO He BCeTAa mojy4yaercs. JJocTUTHYT TONBKO 0a30BbIl ypOBEHb (DOPMHUPOBAHUS KOM-
METEHIIH.

«Xopouo» — CTYJCHT BIIa/ICET 3HAHUSIMH, MIPOSBISIET COOTBETCTBYIOLINE HABBIKM B MPAKTHYECKUX CHUTYa-
USIX, HO UMEIOT MECTO HEKOTOPbIC HETOYHOCTH B JIEMOHCTPAIIA OCBOSHHS MaTepuaia. JJoCTUTHYT MOBBILICH-
HBIH YpOBEHb ()OPMHUPOBaHUS KOMIIETECHIIHH.

«OTANYHO» — CTYACHT BCECTOPOHHE M TIyOOKO BIIaJieeT 3HAHUSAMH, CIOKHBIMHA HAaBBIKAMH, CIIOCOOCH
YBEPEHHO OPHEHTHPOBATHCS B NMPAKTUYECKUX CUTYAIHsX. JJOCTHTHYT BBICOKHI YypOBEHb (hOPMHUPOBAHUS KOM-
HETCHIIUH.

IMACIIOPT OHEHOYHbBIX CPEJACTB
o AMCIMIIJIMHE «IEJIOITPOU3BOJACTBO»

Koa xkoHTpoIuU-
Ne KonTtposupyemsle pa3iebl (TeMbl) JHCHHIINHBI* pyemoii komme- Haumenosanue oneno:uo-
n/n p Py pasi Aucn TeHIUM (UM ee Io cpeAcTBa
4acTH)
1 | Tema 1. Beenenue B nenonpou3BoacTBo. OCHOBHBIE TTOHSI- OK-4 CobecemoBanue, 3aqaHus
TSI 1 TEPMUHBI U 3a]a4H, TECT
Tewma 2. VicTopus pa3BUTHS 1eIONPOU3BOJCTBA
Tema 3. CoBpeMeHHOE rocy1apCTBEHHOE PEeTyIUpOBaHNE
JIeTTOTIPOM3BO/ICTBA
Tema 4. [IpaBuiia cocraBienue u 0pOpMIICHHUS JOKYMEHTOB
Tema 5. Opranu3amOHHO-PACIOPSAUTENBHBIE TOKYMEHTHI
Tema 6. Cuctema HH(GOPMAITMOHHO-CIIPAaBOYHOH TOKYyMEH-
Talnuu
Tema 7. CnyxeOHas mepernucka
Tema 8. JlokyMeHTBI IO JTMYHOMY cocTaBy. CocTaBieHue
JIMYHBIX TOKYMEHTOB
Tema 9. Opraruzanus paboTHl ¢ JOKYMEHTaMH
Tema 10. Cucremarusanusi 1 XpaHeHUE YIPaBIEHYECKUX
JOKYMEHTOB
2 | Tema?2 OK-4 Joknan, coobuieHue
3 | Temsr 1-10 OK-4 CobeceoBanue,
3aJlaHMs U 3aJ1a4H, TeCT
4 | Temsr 1-10 OK-4 CobecemoBanue,
3aJlaHus U 3aJ1a9H, TeCT
5 | Temn 1-10 OK-4 CobecenoBanue,
3aJlaHMs U 33J]a4H, TECT
6 | Tems 1-10 OK-4 OKk3aMeH
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o AMCIMIIVIMHE «IEJIOITPOU3BOJACTBO»

HaumenoBanue oue-
HOYHOI'0 CpeacTBa
(00)
Jokman, cooOIieHue

NEPEYEHb OIIEHOYHBIX CPEACTB

Kparkasi xapakTepucTHKA OLIEHOYHOI'0 CPe/ICTBA

[IpoxykT camocTosITeNEHOM paboTHl 0Oydaromerocs,
MIPECTABIIOMII co00i MyOIMIHOE BRICTYIUICHHE IO
MPE/ICTABIICHUIO MOJTYYEHHBIX PE3YJIbTAaTOB PELICHUS
orpezielIeHHOl yueOHO-IPaKTHIeCcKoH, yueOHo-
HCCIIEIOBATENIbCKON WM HAYYHOU TEMBL.

IpeacraBienue oneHo4-
HOT'0 cpecTBa B GoHIe

TeMbI TOKIag0B, COO0-
IICHUN

Tect

Cucrtema CTaHJapTU3UPOBAHHBIX 3alaHUH, I03BO-
JISIIOINAsl aBTOMATU3UPOBATh MPOLEAYPY U3MEPEHUs
YpOBHSI 3HaHUI U yMEHUI 00ydaromerocs

®doHj TeCTOBBIX 3aJaHUN

CobecenoBanne

[MponykT camocTosTENEHON paboThl 00yUaromerocs,
MPEICTABILIIONINN cOO0H KpaTKOe H3TI0KEHHE TTOITy-
YEHHBIX PE3yJIbTAaTOB TEOPETUUECKOTO aHAIN3a OIpe-
JIEIIEHHOH TEMBL, TI€ aBTOP PaCKpPBIBAET CYTh HCCIIE-
JyeMoi mpoOJIeMbl, IPUBOIANUT pa3IndHbIE TOYKH 3pe-
HHA, a TAKXKC COOCTBEHHEIE B3IJIAabl HA HEC

Bomnpocs! muist cobeceno-
BaHUs

3amaun 1 3aaHHAS 110
TEMaM

PaznmuuaroT 3a1a4u 1 3a1aHUs:

— PENPOIYKTUBHOTO YPOBHS, IIO3BOJISFOLINE OLICHHU-
BaTh U JUAarHOCTUPOBATh 3HAHHE (PAKTUUECKOTO MaTe-
puana (6a30BbIe MOHATHS, A ITOPUTMBI, (DAKTHI) U yMe-
HHE NPaBHIBHO UCIIOJIB30BaTh CHEIUAIbHbIE TEPMUHBI
U TOHATHS, Y3HAaBaHUE 00BEKTOB U3Y4YEHHS B paMKax
OIPEJIeNICHHOT0 pa3/iesia AUCIUILIHNHEI;

— PEKOHCTPYKTHBHOTO YPOBHS, TO3BOJISIIOIINE OLICHU-
BaTh M IUarHOCTHPOBATh YMECHUS CHHTE3UPOBATH,
aHATM3UPOBATh, 0000MAaTh (PaKTHIECKUN U TEOPETH-
YecKui MaTepuai ¢ GOpMyIHPOBaHHEM KOHKPETHBIX
BBIBOJIOB, YCTAHOBJICHHEM MPUYHHHO-CIICACTBEHHBIX
CBsI3€il; TBOPYECKOTO YPOBHSI, TIO3BOJIIOLIHE OLICHHU-
BaTh M IUarHOCTHPOBATh YMEHUS, HHTETPUPOBATh
3HAHMS Pa3IMYHBIX 00JIacTel, apryMeHTHPOBATh CO0-
CTBEHHYIO TOYKY 3pEHHMs

Kommnexr 3axay u 3aaa-
HUH A7 IPOBEACHUS
MPaKTUYECKUX 3aHATUN

HrtoroBast KOHTPOJIb-
Has paboTa

CpencTBo NpoBEpPKH YMEHUH MPUMEHSTH MOJTy4YEHHbIE
3HAHMSA JUIS PEIICHMS 3a/1a9 ONPEIICHHOTO THIIA I10
JWICLIUIIIIMHE

TemaTuka KOHTPOJIBHBIX
pabot

DKk3amMeH

CpencTBo NpOMEeXXyTOYHOTO KOHTPOJISI YCBOSHUS pas3-
JIeTIOB TMCIUIUTHBL, OPraHN30BaHHOE B BHUJIE codece-
JIOBAaHUS MPETIOAABATEINS U CTYICHTA.

ITepeuens BOIIPOCOB K K-
3aMeHy
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THUMOBBIE KOHTPOJILHBIE 3AJAHUS WJIM UHBIE MATEPHAJIBI,
HEOBXOJMMBIE JJ151 OUEHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) ONBITA
JNESITEJLHOCTHU, XAPAKTEPU3YIOIIUX DTATIBI ®OPMUPOBAHUSI KOMITETEHIIMIA
B IIPOLIECCE OCBOEHHUSI OBPA30BATEJIbHOI IPOTPAMMBI

OC Ne 1. TembI 10KJ1210B, COOOILIEHH I
o TUCHUILTHHE «/{e10mpon3BoaCTBOY

Tema 2. McTropusi pa3BUTHS CHCTEMBbI J1€JI0NPOU3BOICTBA

TeMbl TOKIa10B:

1. Jlemompon3BoACTBO B ipeBHEpYCcCcKOM TocynapcTe (X—XI BB.)
2. Ilpuka3Hoe AeI0mpor3BOICTBO.

3. Konnesxckoe 1e10mnpon3BoACTRO.

4. MuHHCTEPCKOE AETOMPOU3BOICTRO.

5. Jlenonpou3BOCTBO B COBETCKUX YUPEKICHUIX

6. l'ocynapcTBeHHOE ICTONPOU3BOACTBO B COBPEMEHHYIO 3II0XY.

OC Ne 2. ®ouja TeCTOBBIX 3aJaHUI
no qucHuuinHe «/leonpon3BoacTeoy

Bapuanr 1.
BobiGepuTte npaBUIbHBINA OTBET.

1. Jlenonpouzsoocmeo — smo:

A. JeATeIbHOCTD, OXBATHIBAIOIIAS COCTABICHHE TOKYMEHTOB U OPTaHH3aIlHI0 PA0OTHI ¢ HUMH;
B. npaBuiia co3aaHus JOKyMEHTOB;

B. opranusaiust paboThI C JOKYMEHTAMH,;

I'. nokymMeHTalIbHOE OQOPMIICHIE PELICHHS YIIPABICHYSCKOTrO BOIPOCa;

JI. cucteMa XpaHEeHUs JIOKYMEHTOB.

2. Komnnexc memooos u npoyeccos pabomvl ¢ OOKYMEHMAaMU, OCYUWeCMEISIeMblll RPEOnpUsSmuem npu GulnoJ-
HeHUU UM C0UX YHKYUL — IMO:

A. TOKYMEHTOBE/ICHHE,;

b. nenmonpownsBoacTBO;

B. cucrema goKyMeHTalMH;

I'. moxymeHTHpOBaHWE;

. nokymeHT0o000pOT.

3. Kaxue 6u0bt 00KyMEeHmos paziudarom no Mecmy cOCmaeieHus?
A. BHEIITHUE U BHYTPCHHHE;

b. uHMBHyabHBIC, TUTIOBBIC, TpaghapeTHHIC;

B. opuruHabl, KOMUU U NOUTMHHUKH,

I'. opranu3anuoHHbIe, pacTOPSAUTEILHBIC, CIIPABOYHBIE.

4. JlokymeHmbl nO TUYHOMY COCMABY OMHOCAMCA K 2pynne:
A. OpraHn3alOHHO-PacTIOPAAUTENBHBIX JOKYMEHTOB;

b. pacniopsauTenbHBIX TOKYMEHTOB;

B. cipaBo4yHO-MH(OPMAIIMOHHBIX TOKYMEHTOB;

I'. puHAHCOBO-PACUETHBIX JOKYMEHTOB.

5. Axmwi, nucoma, gpakcol, 0okIaOHbIE 3ANUCKU OMHOCIMCSL.
A. K OpraHu3aIMOHHBIM JJOKYMEHTaM;

B. x onpaBouHO-MH(POPMAITIOHHBIM JOKYMEHTaM;

B. x pacniopsiuTenbHbIM JOKYMEHTaM,;

I'. Kk BHEIIIHUM TOKyMEHTaM.
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6. Kakue 6udvt O1aHK08 pEeKOMEHOVIOMCSL OJist RPUMEHEHUS. HA NPEOnPUSMUsX?
A. Jlns kaxoro Buia TOKyMeHTa — CBOH OJIaHK;

b. JIns BHyTpEHHUX IOKYMEHTOB U JIJIs TICEM,;

B. /st tOKyMEeHTOB BHYTPH CTpPaHBI U IS 3apyOeKHON KOPPECTIOHICHITHH,

I'. C yrioBeIM U C IPOJIOIBLHBIM PACTIONOKEHUEM PEKBU3UTOB.

7. Kakue sapuanmul pacnonoxcerHus pekeusumos yCmaHoeieHbl CMaHoapmom?
A. JleBoe, mpaBoe M LIEGHTPUPOBAHHOE PACIIOI0KEHHUE;

b. YrioBoe 1 npooiapHOE paciooxKeHue;

B. Her Takoro crangapra.

8. B uem ocobennocmu opopmaerus 3apyoexcrHol KoppechoHoeHyuu?
A. PekBH3UTH AyOMMPYIOTCS HA MHOCTPAHHOM SI3BIKE;

b. PexBU3UTHI IUIIYT HA aHIJINHCKOM SI3BIKE;

B. Anpec numiercst Ho-pyccKH, HO TIO MPAaBUJIAM CTPaHbI-IIOTyYaTes,
I'. Her ocobenHocreii.

9. Kaxoevl pazmepul Oymazu 0151 U320MoGaAeHUsL OOKYMEHMO8?
A. Tonpko A4,

B. 210 x 297;

B. bymara notpeburensckux (GopMartos;

I'. Adu AS;

J1 JTroOb1e hopMaThl, UMEIOLIUECS B MPOJIAXKE.

10. Yepes 06a medsccmpounbix unmepeana ciedyem nevamams 00KYMeHmbl, KOMopble...
A. ucnionp3yroT popmat Oymaru AS;

b. roToBsiTCs K M3AaHUIO THITOTPAQCKUM CIIOCOOOM;

B. 0c000 BaxkHEI,

I". npetHa3HAYEHBI I OTIIPABKH 32 PyOeiK.

11. Kakue pexguzumsi npuoaiom 00KyMeHmy i0puouUteckyio cumy?
A. DT0 3aBUCHT OT BUAA JOKYMEHTA;

b. Iloammce, 7aTa v neyaTh;

B. I'pu¢ yrBepxaenus;

I'. Ilopmuce, narta, neyars, rpud.

12. I'oe pacnonazaiomcsa pexsusumul «Omonema npeonpusamusny u «Haumenosanue npeonpusmusy?
A. B BepxHeil yacTu J1McTa — CJIeBa B YIIIy WIK B LICHTPE;

b. B BepxHeii yactu jucrTa,;

B. B neHrpe BepxHero mnois;

I'. B npaBoM BEpXHEM yTILy;

A. Apyr nox nipyrom.

13. B kaxux 00KyMeHmax yKazuleaion aopecHble OaHHbLE NPeonpusimus?
A. B nmro0bIX;

b. Bo BHemHUX;

B. B mucemax, (hakcax, Tenerpammax;

I'. I'me 310 HEOOXOAMMO.

14. B xaxue doxymenmax nem pexeuzuma «Hazeanue suoa ooxymenmay?
A. Bo BHYTpEHHHX JOKYMEHTAX;

b. Bo BHemIHUX JOKYMEHTAaX;

B. B mucemax, ¢axcax, TenerpaMmax.

15. Kaxum cnocobom credyem npocmasums damy «9 mas 2000 cooay?

A. 09.05.2000;
b. 9 maa 2000 r.;
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B. 09/05/00;
I'. 09-05-00.

16. Vcnosnoe obosnauenue dokymenma, npuceaudaemoe emy npu pecucmpayuu, Hazbl8aemcsi. ..
A. uHnekc

b. nopsinkoBbIii HOMED;

B.yueTHbIi HHAEKC;

I'. peructpanoHHbIi HOMED;

Jl.y4eTHsIi HOMED.

17. Vkazanus no ucnonnenuro OOKYMEHmMa cOOePAHCAMCsL 8 peKeu3ume...
A. pe3omronus;

b. TekcT noKyMeHTa;

B. rpud yrBepxaenus;

I'. 3aronoBOK K TEKCTY.

18. Kpamxoe uznodxcerue cmblCia OOKYMEHmMa COOePHCUMCSL 8 PEKGUUMNE...
A. pe3osrorus;

b. Tekct nokymeHTa;

B. ormeTka 0 KOHTpoJIE;

I'. 3aroJI0BOK K TEKCTY;

J. HeT npaBUIILHOIO OTBETA.

19. B kaxom ciyyae uchonv3yemcs pekeusum eusa?

A. Ilpu BHyTpEeHHEM COTJIACOBAaHMH JOKYMEHTA,

b. Ilpu cornacoBaHuy JOKYMEHTA C BHEIIHEH OpraHu3aluei;
B. [Ins ¢punaHCOBBIX 1 0COO0 OTBETCTBEHHBIX TOKYMEHTOB,;
I'. Bo Bcex citydasix.

20. I 0e cnedyem npocmasume neuams Ha OOKyMeHme?
A. Ha noanucu ¥ JOKHOCTH ITOAIIMCABIIIETO;

b. Ha pexBusute «rpud yTBepKacHUS;

B. Ha xonusx noxymeHra;

I'. Ha pexBu3ure gara,;

JI. Ha nuyHO# moanucu JOKHOCTHOTO JIUIIA.

20. Ilpasosoii akm, onpedensowuii NOpOOK 00PA308aHUsL, NPABA, 0OA3AHHOCMU U OP2AHUZAYUIO PAOOMbL
VupestcOeHus: Ha ONUMENbHbI NEPUOO BPEMEHU, — MO ...

A. ipukas;

b. monoxxenue;

B. norosop;

I'. ycras,;

. TOJKHOCTHAS. HHCTPYKLUSI.

21. HopmaTuBHBIN aKT, H3/1aBa€MbIil JUPEKTOPOM MPEAIPHUATHS HITH YUPEXKACHUS, — ITO ...
A. ipukas,;

b. nonoxenue;

B. pacniopsixenue;

T'. pewenue.

22. Bo épemsi npousso0CmeeHH020 CO8EanUs y OUPEKMopa CeKkpemaps 3anUchbl8an blCHyNACHUsL U NPUHS-
mule peuwtenus. Kaxoti doxymenm crnedyem ogopmums no umozam 3acedanus’?

A. IlpoTokon;

b. Pemenue;

B. Pacniopsixenue;

I'. ITpoTOKOI, peLIEeHUE U PACIIOPSIKEHUE;

. ITo ycMOTpeHHI0 HaYallbCTBA.
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23. Ilpu npueme na pabomy Bac 00dCHbI O3HAKOMUMb C 8AUUUMU NPABAMU, OOS3AHHOCHAMU U DYHKYUSMU.
Kaxou ookymenm codeporcum smy ungopmayuio?

A.TpyioBOI1 KOHTPAKT;

b. TpynoBoii norosop;

B. Ilpuka3s o npueme Ha padoTy;

T". JomKHOCTHAs HHCTPYKLMS;

J. YcraB npeanpusitusi.

24. Komuccusi no pacciedoganuio nodicapa, npousouteouiezo na ckaade gupmol «HUUIABOy, ycmanosuna
A0 paxmos, Komopwvle ROCIYHCUNU NPUMUHOL nodcapa. Kakoii 0okymenm dondicha cocmagump xomuccust?

A. AxT;

b. Cnpagky;

B. oknagHyro 3amucky;

I'. MUHCTpYKINIO O TPOTHBOTIOKAPHON 0€30ITacHOCTH.

25. Bol cuumaeme, wmo 0/l YayyueHUs. Oel0nPoOU300CmMEa Ha 8aulem npeonpusimuu HysiCHO 3aKyNUums KOM-
nvlomep HOBOU Moodenu u coepemernvle npocpammsl Microsoft Office. B kakom doxymenme Buvl mosiceme 000cHO-
8amb c80U NPEONONCEHUSL 0TI PYKOBOOCMEA hupmbl?

A B nuceme;

b. B pemenuy;

B.B akrte;

I'.B cnpaske;

JI.B mokmamgHOM 3aIicKe.

26. ITucvmo, umerougee punancosvie u pUOULecKue NOCIeOCMEUs, OOANCHO OblMb...
A. TIOIIHCAaHO TUPEKTOPOM, TIIaBHBIM OYXIalTepoM, 3aBEPEHO IEeUaThIO

b. 3aBepeHo neyaToio;

B. noanucaHo riaBHbIM OyXTaiTepoM U TUPEKTOPOM;

I'. cormacoBaHo C FOPUCTOM;

J1. Ha yrimoBoM OnaHKe.

27. Daxc omauyaemest om RUCLMA RO OQOPMACHUIO THEM, YMO...

A. sBIsIeTCS HE MOATMHHUKOM, a KOTIUEH TOKYMEHTa,;

b. comepxuT psin momonHUTENBHBIX peKBU3NTOB B. [ledartaercs Ha Tenedakce;
I'. He MOXxeT OBbITh 3aBEpEH MeYaThIO.

28. Pasmeput noneii no I'OCT P. 6.30 — 2003 oonorcHbl Obims He menee:
A. 35 —neBoe, 8 mpaBoe, 15 — Bepxnee, 20 HUKHEE;

b. 20 — neBoe, HmxHee, 10 — mpaBoe, 15 — BepxHee;

B. 20 — neBoe, HuxHee, 8 — npaBoe, 15 — BepxHee;

I'. 20 — neBoe, BepxHee, 20 — HuxHee, 10 — npasoe.

29. Kakoe uucno a6151emcs nopsaoKosbiM pecucmpayuoHHbIM HOMEPOM OOKYMeHMA 8 0aHHOM npumepe:
371/04-13?

A. Her B mpumepe;

b. 371;

B. 04;

I.13.

30. B opeanuzayuio «X» nocmynunu cieoyrouue 00KyMeHmbl.

1) eapanmuiinoe nucomo;

2) npatic-nucm,

3) nucbMo ¢ NOMemKoU «IUYHOY, A0PEeCOBAHHOE 2NABHOMY Oyxeanmepy,
4) nosdpasumenvroe nUCbMO,

5) pexnamHulil npocnexm,

6) coobuyeniie 0 cogewyanull 8 MIPUU;

7) PEKNAMAYUOHHOE NUCLMO.
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Kaxkue uz amux ooxymenmog noonexcam pecucmpayuu?
A.1);

52),3), 5);

B. 1), 7);

I.1),60,7).

Bapuant 2

3aoaua 1.
Bbi6epuTte npaBUIIbLHBIN OTBeT.

|. Mamepuanvhwiii Hocumens ungopmayuu, 3aKpenieHHOU CO30AHHBIM YeL08eKOM CROCOOOM OISl nepedayil ee
80 8peMeHU U NPOCTPAHCIMEBe, — dMO...

A. IOKyMEHT;

b. popmysip;

B. cucrema noxymeHTanmuy,

I'. 61aHK TOKYMEHTa;

. koMmbroTEp.

Il. Komnnexc memooos u npoyeccos pabomsi ¢ 00OKYMeHMAMU, OCYUeCMENAeMblll NpeOnpusmuem npu ebi-
NOJHEHUU UM CBOUX PYHKYUIL, — IMO...

A. TOKyMEHTOBEICHHUE;

b. nenonpousBoacTBO;

B. cucrema goKyMeHTAaLMH;

I'. nOKyMEHTHpOBAHHE;

. noxkymeHTO000pOT.

1. Kakoti uz nepeuuciennvix pexeusumog npu opopmieHuu 00axicer COOmeemcmeos8ams HOPMAM, 3aKpen-
JIEHHbIM 8 YUpeOUmenbHOM OOKyMenme?

A. HanmeHoBaHue BUIa TOKYMEHTA,

b. HaumeHnoBaHue opraHuzanui ;

B. Iloammce;

I'. Ileyarts.

IV. Buloeaume, u3 kakux pazoeios cocmoum mekCcm npuKaszd no OCHOBHOU 0esimeibHOCU.
A. KoHcTatupyronieil 1 paciopsuTenbHOM;

b. KoncTatupyromieit 1 mocTaHOBISIOMIEH;

B. Koncratupyroieit u mpeiararomei.

V. Beiienure, B KaKOM U3 BUJOB JOKYMEHTOB HE TIPOCTABIISIETCS PEKBU3UT HAMMEHOBAHUE BH/IA JOKYMEHTA.
A. 3asBnenue;

b. Ilucemo;

B. JloxmagHas 3anmmcka;

I'. lomKHOCTHAS HHCTPYKIIHS.

3aoaua 2.
IlepeunciieHHBIe HUMKe JOKYMEHTBI pacnipe/ieJiuTe HA TPM TPYNIbI: a) OPraHU3allMoOHHbIE, 0) pacno-
pAaMTeNbHBIE, B) MH(POPMAIMOHHO-CITPABOYHbIE:

1.3asBneHne 00 yBOJEHEHUH 7. JloknaaHas 3amucka

2. J10IDKHOCTHAST MHCTPYKITHS 8. Pacnopsixenne aupexropa
3.CrpaBka 0 70X0aax 9. IlpoToko:n coBeranus

4 IloctaHOBJIEHHE KOJIETHN 10. UHCTpYKIIMSA 1O JIEIONPOU3BOICTBY
5.Ilonoxenne 06 aTrecTaun 11. Ilpukas o mpueme Ha paboTy
6.11ItaTHOE pacmucanue 12. AKXT 0 HapyIIEHUH AUCITUTITHHBI
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3aoaua 3.
Bobi6epuTe npaBuIbHBII BApUaHT 0()OPMIIEHHSI PEKBU3UTOB.

I. Onpedenume npasuibro HanucanHbwlil pekeusum aopecama.

A.3AO «KOHTAKT»
T'enepanbHOMY AMpPEKTOPY
IlerpoBy A. H.

1011118, Mockaa,

yi. JlecHas, 20

b. Mupexropy OOO «CIIEKTP»
356759, r. bepesusku
[epmckoit 061, yi. Peunas, 3

B. HauanpHuky otaena MapKeTUHTa
000 «ADPOCEPBUC»

r-uy M.M.Copokuny

Becennsis yn.,141,

r. Uensounck, 352001

Il. Onpedenume npasunvHo HanucauHvll pekeUUM 2pugh YmeepHcOeHus.:

A. «YTBepxaa»

Hupekrop
HBanos
17.03.2003.
b.  «YTBEPX/IAIO»
Hupekrop
Wpanos U. I1.
17.03.2003.

B. VTBEPXJAIO
Hupekrop
N. I1. UsaHoB
17.03.2003

3aoaua 4.
JaiiTe noHsiTHE CJIY?KeOHOT0 MUCHMA, IIePEeYUCINTEe €r0 OCHOBHbIE BU/IbL, TPeOOBAHUS K COCTABJICHUIO
H 0(hOpMJIEHHUIO.

3aoaua §.
Ha ocHoBe npen1oKeHHOH ynpaBJieHYeCKOil CUTYallii COCTABbTe CIyske0HOe MICHMO.

I'enepasnebiii mupekrop OO0 «Kapar» U. K. VBaHoB 22 uroHs TeKyIero roja Hanpasui mickMo Ne 04/43-57
Ha uMs TexHudeckoro aupekropa OO0 «/leno» H. E. JleBuenko (rop. agpec: 236500, Cankt-IleTepOypr, yiu.
K. Poureesa, 1. 56, ctp. 3).

B mmceme roBOpUTCS 0 BO3MOXXHOCTH Peaji3alii KOMITBIOTEPOB 110 JOTOBOPHOM IIeHE M BO3MOKHOCTH TPH-
HATHA 3aKa30B Ha COCTABJICHHUE IIPOrpaMM. ABTOpP MHChMa BBIPA3WJI HA/IEXK Ly Ha YCIIELIHOE, JJOITOBPEMEHHOE CO-
Tpyaaudectso. [Ipoekt mucema noarotoBuna menemxkep A. A. Ilerposa (ten. 123-56-78). [lognucano mucbMo
TeHepaJIbHBIM JUpeKTOpoM. HemocTaromme pekBU3NTHI TOTIOTHUTE CAMOCTOSTENBHO.
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Bapuant 3

3aoaua 1.
Broi0epuTe npaBUILHBII OTBET.

|. Kaxum eocyoapcmeentbim cmanoapmom YyCmanasnuearomes mpebosanus K 0ghopmMaeHUuI0 pekeusumos 0o-
KYMeHmos, mpeboeanus Kk OIaHKam 0OKYMeHmos?

A.TOCT P 6.30 — 2003;

b.TOCT 6.10.1 —88;

B.TOCT P 6.30 - 97;

ITOCT P 51141 —98.

Il. I'0e na branke 0oKymeHma yKazvleaemcs COKPAuJeHHOe HAUMEHOBAHUE OPSaHU3AYUU?
A. BplIllie 0THOT0 HAaMMEHOBAHUS, B CKOOKAX;

b. Hmwxe momHOro HaMMEHOBaHUs, B CKOOKax;

B.Huxe HaMeHOBaHUs BBILLIECTOSIIEN OpraHu3aliiy;

I".B 3aBUCUMOCTH OT TPAaKTOBKH B YUPEAUTEIBHOM JOIOBOPE.

1. Kaxotl snemenm 0okymenma ne A611emcst pekeU3Umom, UMeOWUM I0PUOUYECKVIO CULY?
A. OrMmeTKa 00 UCIIOJHUTEIE,

b. Iloamwce;

B. Jlara;

I'. HaumeHoBaHuE OpraHu3anum.

V. Ilouemy 6 opeanuzayusx u Ha npeonpusmMuUAX paspadamvleaiomcst OpeaHu3AyUOHHvLe OOKyMeHmbl?
A. D10 PopManbHOE, TPAJUIIMOHHOE TPEOOBaHKE, HE UMEIOIIee MPAKTHYECKOTO 3HAYCHUS;

b.3T0 HE0OX0AMMO IPH BOBHUKHOBEHUH KOH(INKTHBIX CUTYalUH;

B.3T10 co3maer HopMaTHBHYIO 06a3y AJIsl OpPraHU3alMy TPYIOBBIX TPaBOOTHOIICHHI,

I".Ot0 nenaercs paiu MOBBIIEHUS IPECTHXKA OPTaHU3aLIH

V. B kakoM cirydae UCIoib3yeTcsl peKBU3UT Br3a?

A. Ilpu BHyTpEHHEM COTIACOBAaHUU JOKYMEHTA,;

b. Ilpu cornacoBaHuu JOKYMEHTA C BHEIIHEN OpraHu3aluei;
B. [lns ¢punaHCOBBIX M 0COO0 OTBETCTBEHHBIX IOKYMEHTOB,;
I'. Bo Bcex ciyuasix.

3aoaua 2.
Ilepeuunc/ieHHbIE PA3HOBUIHOCTH JOKYMEHTOB pacnpe/ejnTe HA TPU TPYNNbI: a) OPraHu3aluOHHbIE;
0) pacnopsiguTeIbHbIE; B) JOKYMEHTBI M0 JJUYHOMY COCTABY (JIMYHbIE JOKYMEHTDI):

1.Pe3tome 1. Yemas

2. Honoscnocmuas uncmpyxkyus 8. Pacnopsiicenue oupexmopa
3.Aemobuocpagpus 9. /losepernocmu

4.Ilocmanosnenue xoinecuu 10. Hnempyryus no 0en1onpouzeo0cmey
S.Ionoosicenue 06 ammecmayuu 11. Ilpukas o npueme Ha pabomy
6.1lImammnoe pacnucanue 12. Tpyoosotii 0o2060p

3aoaua 3.

Bui6epuTte npaBUIILHBIN BApUAHT 0(pOPMJICHUS] PEKBU3HTOB.
|. Bvidenume npasuivubviil 6apuam 0QopmMaeHUs PeKGUIUMA «OMMEMKA O 3A6EPeHUU KONULY

1. Bepno
HauansHuk otnena kaapos JlnuHas noanuch A. B. Ilerpos
09.12.2004

2. BEPHO:

HavanpHuk otniena kaapos

JInuHast noamnucs B. A. Iletpos
09.12.2004
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3. «BepHo»
Havanehuk otnena kagpoB JluyHasi moAnuck A. B. IletpoB
09.12.2004

1I. Bvioenume npaguibHbili 6apUaHm 0pOopMIeHUs PEKGUIUMA OMMEMKA O HATUYUU NPUTONCEHULI

1. ITpumoskenue Ne 1
K TIPUKa3y JUPEKTOpa
or 12.12.2004

2. Ilpunoxenue: 1.Konrpakr ot 20.07.2004 Ne 4 Ha 5 1. B 13K3.
2.AxT npuema padotT ot 12.12.2004 Nel2 Ha5:m. B 2 3K3.

3. [TIPMJIOXKEHUME:Ne 2 B 1 ax3eMIuIsIpe.

3aoaua 4
JaiiTe onpenejieHue NOHATHIO KIPUKA3», IePeYUCcJIUTe TPeOOBAHUS K ero 0(popMIIeHHUIO.

3aoaua 5
Ha ocHoBe npeasio:keHHOil ynpaBJIeHYeCKOil CUTYallul COCTABbTE NPUKA3.

B cooTBeTcTBHY C MJIaHOM HAay4YHO-HCCIIEIOBATENbLCKONH paboThl 1 HEOOXOIMMOCTBIO ()OPMHUPOBAHMS HAyY-
HOM 3kcniequiuu pekrop ToMmckoro rocynapcrseHHoro ynusepcurera M. A. benos 1 mas Tekymiero rona moamnu-
caJl TIprKa3 0 Ha3HAYCHWH PYKOBOAMTEIEM dKcrenuimu nomeHTa kadenpsl T.A. Kopensckyro. CMeTy st opra-
HU3AIUU SKCIICAUIIMH 0 5 Masl TOJDKEH TOJATrO0TOBUTE cekperaph YueHoro coBeta A.C. Kopanenko. Kontpois 3a
WCTIOJIHEHHEM TPHKa3a OCYIIECTBIISIET MPOpeKTop Mo BorpocaM Hayku A.FO. Turos. [IpoekT npukasa noaroTos-
nen cekperapeMm S1.C. CyBopoBoii (ten.: 21-20-20). OcTanbHbIe pEeKBH3HUTHI JOTIOIHATE CAMOCTOSTEIHHO.

Bapmuanr 4
Bri0epure npaBUIbLHBII OTBET.

1. Cayorcebnvie nucoma cocmagusitomcs:
A. B 4-X 3K3eMIUISIpax;

b. B 3-x sk3emIuspax;

B. B 2-x sx3emusipax;

I'. B 1 ’x3emMIusipe.

2. I1o cnocoby dokymenmuposanus 0OKyMeHmbl KIACCUDUYUPYIOMCA HA!
A. CekpeTHbIe

b. pykonucHbIe (TEKCTOBBIE);

B. m3o6pazutennHeble;

I'. opunmanbHeie;

. doto-, poHO-, KHHOJOKYMEHTHI,

E. rpaduueckue;

K. noxymenTsl, co3nannblie ipu nomornu [TK.

3. lokymenm, adpecosanHulii pyKo8OOUMEN0 OP2anU3ayul, COOEPICAUl 0OCMOSMENbHOE U3N0NCEHUE Ka-
K020-11b0 80NPOCA C 8bI800AMU U NPEOTIONCEHUSIMU COCMABUMENS, HA3bIBAEHICAL.

A. axr;

b.npencrasnenue;

B. moxmagnas 3ammcka.

4. Pexsusumamu mpyooeoco 002080pa s61AEnIC.
A. HAaMMEHOBaHUE BHJIA JIOKYMEHTA;

b. rpud yreepxaenus;

B. Tekcr;
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T'. pesomonus;
J1. moamucy;
E. neuarts.

5. Ilpasunvras nociedoeamenvbHocms oghopmierus pugha coenaco8anusi OOKYMeHmMa OO0NHCHOCTIHBIM JULOM:
A. JInunast noamnuce.

b. PacuudpoBka mommcH.

B. JlaTa cornmacoBanmsI.

I'. CioBo COT'JTACOBAHO.

J1. HanmeHoBaHHe TOJDKHOCTHOTO JIWIA, HANMEHOBaHKE OpraHU3aIUH.

Omeem:

6. [envro cmandapmuzayuu 0OKYMeHMO8 AGIAEMCSL.

A. 1opuIYecKoe 3aKperieHHe Pe3y IbTaToB YHU(HKAIMU JOKYMEHTOB;
b. pa3paboTka HOMEHKIATYPBI JIET;

B. cuctemarusaiiys IOKyMEHTOB B OpraHH3aINH;

I". obecrieueHne COXPaHHOCTH JOKYMEHTOB;

J1. 3ammTa KoHGUAESHIIMATHPHOCTH HH(OPMAIIHH.

7. B cocmas nuunoeo oena 6xo0sm ciredyioujue OOKyMeHnbl.
A. 3asiBNeHUE;

b. nMuHBI IMCTOK MO YYETYy KaJIpOB;

B. aBTOOUMOTpadus;

I'. xormmu TOKyMEHTOB 00 00pa30BaHUH;

J1. TpaduK OTITYCKOB;

E. Tabenp ydera ucmonb3oBaHus pabovyero BpeMeHH.

8. lamoii crysicebHo20 nucbma sa615emcs.
A. nara cocTaBJIECHUS,

b. nara ornpaBienus;

B. nata moamnucanus,

I'. nara nonyuenwsl.

9. Cnucok npucymcmesyowux Ha 3ace0anuu oghopmasemcs OmoeIbHO U NPULA2aemcs K nPOmMoKoLY, ecii
MAaKoBbIX.

A. 6oiee 15;

b. 6onee 10;

B. Oonee 5.

10. IHosmopHrbiii 3K3eMNAAD NOOTUHHUKA OOKYMEHMA, UMerowell IOPUOUYECKYI0 CUTLY HA3bIBACMCSL.
A. BBLIITHCKA;

b. nybnukaTom TOKyMeHTa,

B. xonueit nokymeHTa,

I'. myGeTHBIM JOKYMEHTOM.

11. 3anuce yuemnwix dannvix 0 OOKyMeHme no YCmaHoeleHHou gopme, guxcupyiowasn gaxm e2o co3oanus,
OMNPABIEHUs U NOJYYEHUS, — MO

A. KOHTPOJIb UCTIOJTHEHHSI JOKYMEHTA;

b. perucrpanusi JOKyMEHTOB;

B. cocraBnenne JOKyMEHTOB.

12. Ilpasunvras nocie008amenbHOCHb HANUCAHUSL JIeMEHMO08 NOYMOB020 Aopecd Ha NOCMOBbIX OMNpasiie-
HUSX:

A. [loumossiii unoexc

b. Haumenoeanue aopecama
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B. Homep xeapmupul

I Hazeanue nacenennoeo nynkma

. Hazeanue obracmu, kpast, pecnyoiuxu
E. Cmpana

K. Homep doma

3. Hazeanue ynuywi

Omeem:

LI I]

13. Homenxknamypa 0en cocmasisiemcsi:

A. ciryx6oii J1OY,

B. pykoBomuTeIeM OpraHu3aIiiy;

B. JM110M, OTBETCTBEHHBIM 32 JOKYMEHTAI[HOHHOE 00ECIICUCHHE.

14. 3a0auu u pynxyuu opeanuzayuu (CmpyKmypHoeo noopazoeieHus, COmpyoOHUKa) yCmaHasiuearm.
A. opraHu3aIMOHHBIC TOKYMEHTSI;

b. cripaBoYHO-aHATUTHYIECKHE JOKYMEHTHI,

B. pacriopsimutenbHbIC JOKYMEHTHI;

I". cipaBoYHO-MH(OPMAIIMOHHBIE JIOKYMCHTHI.

15. Pexeusumamu 6HeutHell CnpasKku 6s1emcsi:
A. rpud yTBEpKICHUS;

b. moanuce;

B. HaumeHOBaHUE BUIa JOKYMEHTA;

I'. angpecar;

/. HauMeHOBaHUE OpraHu3aluy;

E. cchuika Ha naTy U perucTpaiMoHHBINA HOMED.

16. Ilpoyecc coz0anusi OOKyMeHmOo8, COCMOSIUL 8 PUKCUPOBAHUU HA MANEPUATLHBIX HOCUMESX UHDOPMA-
YUU ¢ PeKGUUMAaMU, NO3GOJSIOUUMU €€ UOEHMUPUYUPOBATND, HA3LIBAENICSL.

A. 3amuTa uHbOpMAIHY,

b. cucremaruzanus nHdopmanuu;

B. moxymeHTHpOBaHMs HH()OPMAITHH,

I'. kopupoBaHreM HHPOPMAIIHH.

17. Ommemxa na ooxymenme, codepaoicawas pacnopsaxicenue pyKkogooumes no UCHOIHEHUI0 OAHHO20 OOK)-
MeHma, Ha3vl8aAemcs.

A. rpudom;

b. moapnucelo;

B.Bu3oii;

I'. pe3omtonueit.

18. J[onxcHocmuasn uncmpyKyus ymeepicoaemcsi.
A. pyKOBOJHMTEIIEM BBILIECTOAIICH OpraHU3aliy;
b. pykoBosuTENnEM Opranu3aluy,

B. pykoBoauTENEM CTPYKTYPHOTO MOPA3ICIICHHSI.

19. Pexeusumamu, npuoarowgumiu OOKYMeHNY 10pUOULECKVIO CUTLY, AGISIOMCSL.
A. perucTpanroHHbIA HOMED;

B. MecTo cocTaBieHus WM W3AaHUS JOKYMEHTA,

B. nara;

T". 3aron0BOK K TEKCTY;

J1. moamuch

20. Pexgusumamu npuxasa AGAemcsi.

A. anpecar;
b. HanmeHOBaHME OpraHU3aINH;
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B. HaumeHoBaHuE BUIa JOKYMEHTA;
T". 3aroi0BOK K TEKCTY, TEKCT;

J1. rpud yTBEpIKICHNUS;

E. noamuce.

21. Ileuams na doKymenme 3a8epsiem.
A. IpaBUIIBHOCTD O(OPMIICHUS;

b. npaBuiIbHOCTH aipecoBaHus;

B. nocroBepHOCTH HHpOPMALHHY,

I'. MOUTMHHOCTH TIOATIUCH.

22. Jleticmayrowum 20cy0apCmeeHHbIM CMaHOApmoM, YCMAaHA8IUBarouwum mpebosanus K COCMaeienuo u
0hopMAEHUIO OOKYMEHTNOS, ABNIAEeMCA:

A.TOCT P 6.30-2003;

b.TOCT P 6.30-1990;

B.TOCT P 6.30-1972;

I'.TOCT P 6.30-1997,

. TOCT P 6.30-1983.

23. OcHo8HOe HazHaueHUe CRPABOYHO-UHPOPMAYUOHHBIX OOKYMEHMOS.
A. yCTaHOBJIEHHE OPTraHN3alMOHHO-TIPAaBOBOH (DOPMBI OpraHHU3aAINH;

b. naopmarnmorHoe obecrieueHne e TeIbHOCTH OpraHu3aIliig;

B. perynupoBanue nesTeIbHOCTH OPraHU3aIiH,

I'. mnanupoBaHue NeITENTFHOCTH OpTraHU3aIlHH.

24. K opeanu3ayuoHHbIM OOKYMEHMAM OMHOCSMCSL.
A. ipoToKoI;

b. ycras;

B. uncTpykims;

I'. mocTaHoBIEHUE;

J1. monoxeHue.

25. Pexgusum «epugh ymeepaicoenusn» pacnonazaemcs.
A. Ha 00OPOTHO CTOPOHE JOKYMEHTA;

b. B npaBoM BepxHEM yriy;

I'. B 1€BOM HMKHEM YTy,

J1. B 1eBOM BepXHEM YTy,

E. B mpaBoM HW>KHEM YTIiLy.

26. [lamoil akma sensnemcs.

A. mara yTBEpKICHHUS;

b. nara monnucanus;

B. nata coGwITHs (peBu3Ms, IPOBEPKA).

27. Cucmema 0enonpou3Bo0Cmed, CIONCUBUAACA & 20CY0apcmaentbix yupecoenusx Poccuu XIX — nauana
XX 68., HazvlBaemcA:

A. MUHHUCTEPCKOI];

B. xomnexckoit;

B. npukaszHoii.

28. Ilpasunvras nocied08amenbHOCb PACHOIONICEHUSL PA3OEI08 OONINCHOCHOU UHCIPYKYUU PADOMHUKA
HOY:

A. «[IpaBay

b. «B3anMOOTHOIICHHS»

B. «O01mue nonosxeHus»

I". «JlomKHOCTHBIE 00S3aHHOCTHY

J1. «OTBETCTBEHHOCTBHY

Omeem:

LI T T[]
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29. @opmul pecucmpayuu mozym 6vims CAeOVIOUUX BUOOE.
A. )XypHabHas;

b. kaprounas;

B. kHmKHAA,

I'. aBTOMaTHU3MPOBAHHAS.

30. Ilonamue «0eronpouzeo0Ccmeoy cmaio 0003HAYAMbCI U MEPMUHOM «OOKYMEHMAYUoHHoe obecneyenue
VIPAGIEHUE» HAYUHAS C:

A. 1998 r,;

b. 1988 r.;

B.1978r.;

I'. 1968 .

31. Kaxue pacnopsioumenvhvle O0KYMeHMbl U30AIOMCS HA OCHO8E eOUHOHAYATUS?
A. Pemenng,

b.Ilpuka3ssr;

B.Pacnopsixenus.

3adaua 2.
Ilnan padotel uHcTUTYTa HA 2007 YueOHbIii 1o yTBep:KIeH pelieHneM HAYyYHO-MeTOANYeCKOro coBeTa.
B xakoMm ciydae npaBWIBLHO 0()OPMJIEH PEKBU3HUT Ipu( yTBEpP:KIeHus?

A. YTBEPXIAIO
Pemenre Hay9HO-METOMIECKOTO
cosera ot 30.05.2007 r. 312/08-45

b. VTBEPXJIEH
Pemenue HayyHO-METOUYECKOTO
cosera ot 30.05.2007 312/08-45

B. YTBEPXIEH
Pemenue Hay4YHO-METOUYECKOTO
coseta ot 30.05.2007 r. 312/08-45

3aoaua 3.
BcraBbTe nponynieHHbIE CJIOBA.

1. B kpynHuix opeanu3ayusx HOMEHKIAmMypa 0eil Kaxico02o CIMpYKmMypHo20 noopazoenenus 00beOUuHAmcs 8
HOMEHKIamypy oel.

A. MHIUBUYaTbHYIO

b. xoHKpeTHYIO

B. Tunosyto

B. cBogHyt0

2. Uucmpyxyust no 0enonpousso0cmesy — 5mo OOKYMeHM.
A. pacTiopsANTENbHBIN

b. uadopmManoHHO-CIIpaBOYHBIH

B. HOpMaTHBHBII

I'. urdopMaIMOHHO-aHAIUTHYECKHUI

3. IpaXJaHWH THIIET B TOM CITy4dae, KOTJIa OH 3HAET, YTO HA/ICJICH KOHKPETHBIMU MPaBaMH U
X04YeT UX pea.HI/ISOBaTB.

A. ipeqioxxeHue

b. xxano0y

B. 3asBnenne

I'. meTumuto
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4. JIokyMEeHTOO0OPOT — 3TO ABHXKCHHE IOKYMEHTOB B OPraHU3aIMM ¢ MOMEHTA UX CO3JIaHUS JI0
A. mepeaauu Ha UCTIOJTHEHUE

b. noxmuBKky B neso

B. 3aBepnieHre MX UCTIOMHEHUS WA OTIIPABKH

5. JIOKyMEHT WM COBOKYITHOCTh JOKYMEHTOB, OTHOCSIIIUXCS K OMHOMY BOIIPOCY MJIM YYacTKy JESTEIbHOCTH,
MIOMEIIAEMBIX B OIHY 00JI0XKKY, —

6. CucreMaTu3UpOBaHHEIN MTEPCYCHh HANMEHOBAHMI JIEJ, 3aBOJIUMBIN B OPraHU3aIllH, C YKa3aHUEM CPOKOB
WX XpaHeHusl, 0(OPMIIEHHBIN B YCTAHOBIEHHOM TIOPSIKE, —

7. 3anmch YU4ETHBIX JAaHHBIX O TIOKYMEHTE TI0 YCTaHOBJIEHHOH (hopme, pukcupyromias GakT ero co3Janusi, OT-
NPaBJICHUS WIH TOTyIEHUs], —

OC Ne 3. Bonipocsl 1151 codeceoBaHus
o AucHuIIuHe «/leJijonponu3BoacTBO»

Tema 1.
Bonpocsl M 3aiaHus ISl CAMOCTOSITEILHOI PadoThI.

. Uro BKITFOUAET B ce0s TIOHATHE «IEJIOMPONU3BOACTBON?

. C 4ueM cBsI3aHO MOSIBIICHUE TIOHSTHS «IOKYMEHTAMOHHOE 00eCIICUeHUE YIIPaBICHU»?

. Kakue criocoOw1 jokymeHnTHpOBaHUS (3aneyaTieHus HHGopMaIun) BaM U3BECTHBI?

. B ueMm B3anMoCBs3b MOHATHI «HHDOPMALIHS» U «TOKYMEHT»?

. 'me 3akpemnieHsl onpeneneHusi OCHOBHBIX PO(ECCHOHATBHBIX TEPMHHOB I10 JEIONPOU3BOICTBY?
. Kakoe nonsitie «nHGpOpMAaLIum» HCIOIB3YeTCs JOKYMEHTOBEAAMH H TJIe OHO 3aKperieHo?
. Kakoe u3 onpenenennii 1oKkyMeHTa Bbl CUUTaETe HanOoJIee MOJTHBIM U TToUYeMy?

. UTo noHUMaeTcs NoJ FOPUINYECKON CUIION JOKYMEHTa?

. UTo Takoe «cuctemMa JOKyMEHTALUN» U «YHH(PHUIUPOBaHHAS CUCTEMA JOKYMEHTALIN»?
10. Kak BbI MOHMMaeTe MPOoLECC CTaHJapTU3ALUU TOKyMEHTOB?

11. Kak BbI moHMMaeTe nporecc YHU(UKAIUN TOKYMEHTOB?

O 0 1N LN KW —

Tema 2.
Bonpocek! 1 3a1aHus U1 CAMOCTOSITEILHOM PadoThI.

1. Kakue 3Tansl mpomuio pa3BUTHE OTEYECTBEHHOTO JIEIONPON3BOICTBA?

2. B ueM 0cOOEHHOCTH MPHUKA3HOTO JEJIONPOU3BOJICTBA?

3. B 9em ocobeHHOCTH KOsuiexkckoro aenonpon3BoacTa (X VIII B.)?

4. HazoBHTe OCHOBHBIE 3aKOHO/IATENILHBIE aKThI, ONPE/IEIISBIINE TOPSIIOK COCTABICHUS M O(OPMIICHHS J0-
KyMEHTOB B yupexaeHusx X VIII B.

5. B 94em ocobeHHOCTH OpraHHM3anuu Aenonpon3pocTea B XIX B.?

6. Kaknmu myTSMU IIJI0 peryaupoBaHUe JEIONPON3BOICTBA B TIEPBbIE I'O/IbI COBETCKOM BIACTH?

7. Yem 3anumancs Mactutyt Texuuku ynpasnenus (MTY) B obmacTu nenonpon3BoicTBa?

8. ITouemy apxuBHOE BEIOMCTBO OepeT Ha ce0sl MHUIMATHBY 110 METOJMYECKOMY PYKOBOJCTBY JIEIOIPO-
W3BOJICTBOM B CTpaHe?

9. B uem 3nauenune EI'C/1?

10. Korna naunnaercs paspaborka ['OCT na OP1?

Tema 3.
Bonpocs! 1 3agaHns 1J1s1 CAMOCTOSITEJILHOM PadoThI.

1. Kakue 3akOHO/IaTENbHBIE aKThI MPEANMCHIBAIOT 0053aTEIHHOCT TOKYMEHTUPOBaHMS HH(popMannn?
2. Kakune TpeGoBaHus K JOKYMEHTaM M3JI0KEHBI B 3aKOHOIATENIbHBIX aKTax?

3. Kakue Bonpocsl paboThI C JOKYMEHTaMH PErIaMEHTHPYIOTCSA 3aKOHOIATEIbHBIMHA aKTaMu ?

4. Ha Koro B0O3710’K€HO METOANYECKOE PYKOBOJICTBO [1I0CTAaHOBKOH JI€JI0IIPOU3BOJCTBA B CTpaHe?

5. KakoBo 31auenue I'CZIOY u 4To oHa pernamMeHTupyer?

6. Uto pernaMeHTUpPYET TUIIOBAst HHCTPYKIUS 10 AETONPOU3BOACTBY?
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7. Kakoe 3nauenue umeer ['OCT P 6.30-2003? TpeGoBaHus K 0OPMIICHHIO IOKYMEHTOB, €r0 COIepKaHue?
8. Jlnst 9ero CoCTaBIISIFOTCSI TEPEYHHU TOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS?

9. Kakre HOpMaTHBHO-METOIUYECKHIE aKThl UCIIOB3YIOT B padoTe ¢ JOKYMEHTAMU KaIPOBBIC CITYKOBI?
10.KTo pa3pabaTsiBaeT HOpMaTHBEI BpEMEHH Ha YIIPABIEHYECKHE BUBI PA0OT U KaK OHH UCTIOIB3YIOTCS?

Tema 4.
Bonpocs! 1 3aganns A9 CaMOCTOSATEJbHON padoThI.

. Kakoii ¢opmat Oymaru pekomMeH10BaH st 0pOPMIIEHUS CITy>KEOHBIX TOKYMEHTOB?

. HazoBute ocHOBHBIE BH/BI OJaHKOB, TPUMEHSIEMBIC B YUPEKACHUSIX.

. [lepeuncnure peKBU3UTHI, BXOAALINE B COCTaB OJaHKa IJIsl THChMA.

. Uem oTnmuaercs oOmuii 6;1aHK OT GaHKa U1 mucbMa?

. Kakue TpeOoBanus npenpsBisioTcs K 0pOPMIIEHUIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3aLUI»?
. UTo BXOAUT B COCTAB PEKBU3UTA «CIIPaBOUHBIE NaHHBIE 00 OpraHu3anum»?

. KakoBbI OpsiI0K gaTupoBaHusi JOKyMEHTa U BUIbI 1aT?

. KakoBrbI cocTaBHBIE 4acTH PErHCTPALMOHHOIO HOMEPA JOKYMEHTA U MOPAIOK €r0 IIPOCTABICHUS?
. KakoB nopsijiok agpecoBanus JOKyMeHTa?

10. Kakumu ciocobamu oopMITsieTCst yTBEPIKICHUE IOKYMEHTA?

11. Kakue TpeboBaHUS IPEABSIBISIOTCS K PE30TIOIIH, KAKOB TIOPSA0K ee ohopMieHns?

12. Kakue TpeOoBaHuUs IPEIBSBISIOTCS K 3aTr0OJIOBKY?

13. KakoB nopsaok oopMireHus MPUI0KEHUH K JOKYMEHTY?

14. KakoB nopsimox oopMIIeHusI pEKBU3UTOB «IIOINCHY U «OTMETKH O 3aBEPEHUH KOITHN?

15. Kak odopmisieTcs cormacoBanue T0KyMeHTa?

16. KakoB nops10k mpocTaBiIeHMs Ha JOKYMEHTax rneyaren?

17. Ilepeuncnure OTMETKH, IPOCTABIISIEMBIC HA BXOAALIEM JOKYMEHTE, YKaXHUTE MOPAIOK UX O()OPMIICHUSL.

O 031N LN B~ W —

Tema 4.1.
Bonpocskl M 3ajaHus /151 CAMOCTOSITEILHOM PadoThI

1. B ueM 0COOEHHOCTH SI3bIKA M CTHJIS CITYKEOHBIX JOKYMEHTOB?

2. Kakoe 3HaueHue nmeer 3Hanne opdorpaduu npu co3IaHUH CITy>KEOHBIX TOKYMEHTOB?
3. KakoB mops10K MCIOIb30BAHMSI COKPAILIEHUH B CITyKeOHBIX JOKYMEHTaxX ?

4. KaxkoB MopsaI0K CKJIIOHEHHUS CJI0KHBIX COCTABHBIX CJIOB U YHCITUTENbHBIX?

5. Kak cnenath TEKCT JOKyMEHTa MOHSITHBIM U yOeqUTEIbHBIM?

6. Kakoe 3HaueHre UMeET MOPSAAOK CIIOB B CIIy>KEOHBIX JOKyMEHTax?

7. Kakue TpeOoBaHMs NPEABSABISIOTCS K KOMIIO3ULIUH CITY>KEOHBIX TOKYMEHTOB?

8. HazoBuTe 3TaIibl peJakTHPOBAHHUS.
9. KakoBbI NpUHLHUIIBI pEJAKTOPCKON MPaBKU?
10. HazoBuTe BUIBI pEAAKTOPCKON MPABKH.

Tema 5, 6, 7.
Bonpocs! 1 3a1aHus I CAMOCTOSITEILHOM PadoThI.

1. HazoBuTe BUIBI OPraHU3aNMOHHBIX JIOKYMEHTOB M YKAXKUTE OCOOCHHOCTH MX COCTABICHUS W OhopmIie-
HUSL.

2. HazoBuTe BHIBI paCTIOPSIUTENBHBIX IOKYMEHTOB U YKa)XHTE OCOOCHHOCTH HX COCTaBJICHHs U 0(OpM-
JICHUSL.

3. B uem ocobeHHOCTH cocTaBiieHHsI U 0(hOpMIIEHHSI IPOTOKoJa?

4. B ueM 0COOEHHOCTH COCTaBJICHHUS M O(OPMIICHHUS aKTa?

5. Kakue TpeGoBaHUsI MPEABSBISIOTCS K COCTABICHUIO U OQOPMIICHUIO JIOKJIQ/IHBIX 3aMUCOK?

6. Kakne TpeOoBaHHS MPEIBSIBISAIOTCS K COCTABIICHUIO U OOPMIICHUIO OOBSICHUTEBHBIX 3aITUCOK?

7. Kakue TpeOoBaHMs MPEIBSBISAIOTCS K COCTABICHHUIO K OQOPMIICHHUIO CIIPABOK?

8. Kakue TpeOoBaHUS MPEIbABISIOTCS K COCTABICHHUIO U O(hOPMIICHHIO CiIyXeOHbIX muceM? KakoBsl pas-
HOBUJHOCTHU muceM?

9. Kakue TpeboBaHMs MPEABSBISIIOTCS K COCTABICHUIO U OQOPMIICHHUIO Telerpamm?

10. KakoBbl 0cOOCHHOCTH cOCTaBjCHHs U oopmiieHHS TerneoHorpaMm?
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Tema 8.
Bonpocel 1 3agaHus IJIsl CAMOCTOATEJIBHONH padoThl

1.Ha3oBuTe BUIBI JOKYMEHTOB 11O JTUYHOMY COCTAaBY.
2. B ueM 0coOEHHOCTH COCTaBIICHUS M OOPMIICHUS 3asBICHUN «TPAXKIAHUHAY, 3asBICHUS «PaOOTHUKAY.
3.Hanmmwrre 3asiBIeHHE ¢ TPOCHOOi:
A) 0 Ipe0CTaBICHUN BaM aKaIeMUYECKOT0 OTITyCKa,
B) o nmpenocraBieHun ouepeaHOro OTITYCKa;
B) o momryuenun marepuanbHON TOMOIIHU OT (haKyIbTeTa.
3. Kakue TpeGoBaHHS MPEIBIBIAIOTCA K O(OPMIICHHIO U BEICHUIO TPYIOBOW KHIKKN?
4. Kakue TpeOoBaHUs MPEIBIBISAIOTCA K 0(OPMIICHUIO U BEISHHUIO TMYHOTO Jeia?
5.B 4eM 0cOOEHHOCTH COCTaBICHUS XapaKTePUCTUKHU?
6. .B yeM ocobeHHOCTH COCTaBJICHHS aBTOOHOTpahun?
7. .B yeM 0coOEHHOCTH COCTaBJICHUS pe3toMe?
8. CocTaBbTe CBOE pe3toMe IS IpeArogaracMoil CUTyalru KOria BEIUILETE PadoTy.

Tema 9.
Bonpocsl M 3a1aHus )i CAMOCTOATEIbHOM Pa0doThI.

1. YkaxxuTe BO3MOXHbIE (GOPMBI OpraHU3alru paboThl ¢ JOKYMEHTaMH. B ueM T0CTOMHCTBA W HEJOCTATKH
KOKIO0U U3 HUX?

2. YKaXuTe TUIOBBIC OPraHU3aLOHHbBIE CTPYKTYPBI CIIY>KOBI I€IONPON3BOCTBA.

3. KakoBbI ienu 1 3a7a9u CITy>KOBI AETOTPOU3BOACTBA?

4. Kakne ocHOBHbBIE (DYHKIIMHU BBITIOJHSIET CIy»x)0a 1eI0npon3BoICTBa?

5. KakoB JOIKHOCTHO# M YMCIIEHHBIH COCTaB CITY>KOBI ICTONPOU3BOACTBA, KAK OH PACCUUTHIBACTCS?

6.KakruMu HOpMATUBHBIMHU JJOKYMEHTAMH PETJIAMEHTHUPYETCS IESITETLHOCTD CITYKOBI IeTOPOU3BOICTBA?

7. Kakue TpeboBaHus mpenbsaBisitoTcs kK [lomoxkenuro o cimyx0e menornponsBoactBa? Kakosa cTpykrypa
tekcTa [lonoxenus?

8. Uro 3akperuisiercs B JODKHOCTHBIX WHCTPYKIUSAX PaOOTHHUKOB CiykObl nemompou3BonactBa? Kakosa
CTPYKTypa TeKCTa JOIKHOCTHON HHCTPYKIIUU?

9. KakoBbl TpeOOBaHUS K HHCTPYKIIUH IO AETOMPOU3BOACTBY U CTPYKTYypa ee TeKcTa?

10. dnst gero pazpabarsiBacTcs Tabenb GOpM JOKYMEHTOB, KAKOBAa METOJIMKA €0 COCTABIICHNUS?

11.Kakoe 3HadeHne UMeeT perucTpauusi JOKYMEHTOB M KaKOe MECTO OHA 3aHMMAaeT B OpraHU3aluy JeJo-
MPOU3BOACTBA?

12. Kakue 3a7a4u BBIIOJIHAET PErUCTPaLUs JOKYMEHTOB?

13. Kakue TpeOoBaHuUs NPEABSIBIAIOTCSA K OPraHU3allii PErHCTPALUU JOKYMEHTOB?

14. Kakue naHHpie 0 JOKYMEHTE 3alUCHIBAIOTCS B TIPOIIECCE €TI0 PETUCTPAIIHH ?

15. HazoBute GopMbI perucTpaniu JOKyMEHTOB.

16. B ueM 1OCTOWHCTBA U HEJOCTATKH KYPHAITLHOW (DOPMBI PETUCTPALIUN JTOKYMEHTOB?

17. B yeM AOCTOMHCTBA U HETOCTATKU KAPTOUYHOM CUCTEMBI PETUCTPALIUU TOKYMEHTOB?

18. B ueM 0coOeHHOCTH aBTOMATH3NPOBAHHOW CUCTEMbI PETHCTPALINN JTOKYMEHTOB?

19. Kakue cBeneHUsI 0 JOKYMEHTE MPH aBTOMAaTH3WPOBAHHOW CHUCTEME PEerHCTpaluy BBOAATCS aBTOMAaTH-
YECKHU M KaKUe — U3 PacKpPhIBAIOIIMXCS CTIUCKOB?

20. B uem mpenMy1iecTBa aBTOMaTU3UPOBAHHOMN CHUCTEMBI PETUCTPAIIH?

Tema 10.
Bonpocs! 1 3aganns A5 CaMOCTOSITEJIbHOI PaGoThI

1.YT0 Takoe HOMEHKIaTypa aen?

. s dero ucnonb3yercst HOMEHKIATypa JAen?

. KakoBb1 o6muie TpeGoBaHusS K HOMEHKIIATYPE e ?

. HazoBuTe BUIbI HOMEHKIIATYD €T

. KakoB mopsitok coctaBiieHuss HOMEHKIIATYp?

. Kakue TpeboBaHue MpeIbIBISIFOTCS K 3ar0JIOBKaM Jen?
. KakoB mopsiiok pacnookeHus 3aroJoBKOB JIeJ B HOMEHKIAType?
. Kak onpenensitorcss cpoku XpaHeHUs aen?

. Kak oopmitsiercst HomeHknatypa nen?

10. YUto nonumaetcs moja GopMUPOBAHUEM JIeT?

11. Kak pacrionararorcs TOKyMEHTHI BHYTpH jaeiia?

O 01N N Wi
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12. KakoB nops1ok XpaHeHus aAen?

13. KakoB mopsi1ox BeIJa4y JOKYMEHTOB H JI€ BO BPEMEHHOE MOJIb30BaHHe?
14. Yto moHHMaETCS MO SKCIIEPTHU30M IIEHHOCTH TOKYMEHTOB?

15. KakoBBI OCHOBHBIE KPUTEPUH OIIEHKH IOKyMEHTOB?

16. KTo mpoBOAUT 3KCHEPTU3Y IIEHHOCTH JOKYMEHTOB?

17. UTo BXOAWT B 337244 U (PYHKIIUU IKCTIEPTHBIX KOMUCCHIA?

18. KakoB nopsiA0K NpOBEACHUS SKCIIEPTU3BI LICHHOCTH TOKYMEHTOB?

19. Kak odopmiisieTcst akT Ha YHUYTOXKEHHE TOKYMEHTOB?

20. Yto BXOIUT B KOMIUIEKC pabOT 1Mo opopMIICHHUIO AeiT?

21. Kak oopMistoTes nemma BpeMEHHOTO CpOKa XPaHECHUS ?

22 Kak ohopMIISIFOTCS Jieia TIOCTOSIHHOTO H JIOJTOBPEMEHHOTO CPOKOB XpaHCHHUS?
23. Kak opopmisieTcst TMCT-3aBEpUTENb ena’?

24. Kak opopmisiercst o0moxka nena?

25. KakoB mopsimok cocTaBiieHUs 1 0pOpMIICHHUS OIHCeH ae?

26. KakoB opsiok nepeavn el B apXuB?

OC Ne 4, KoMnuieKT 3aJaHuii ¥ 32124 VI NPAKTHYECKUX 3aHATHI
o AucuuIiuHe «/lemxonponzsoacTeo»

Tema 4
3aganue Ne 1
1.1. laiiTe Ha3BaHUE PEKBU3UTA M ONPEEIUTE, IPABUILHO JTH OH O(hOpMIICH.

A. JlupekTop Cunopos (Cumopo M. T.)

b. CornacoBano
[pencenarens npodroma

OAO «Canror»
I'pomoB II. IT. I'pomoB
05.11.2004

B. C. n.7 ue cornacen
IOpuckoncynbT
ITerpoe B. A. Iletpos

I'. C mpuxazom oznakomiien: lO. I'. [TaBnos

Menemxep [1aBioB
08.01.2004
. Bepno:
Cexkperapb CunopoBa

E. Ucn. A. I1.IBanoB
123-675

XK. YTBEPXKXAEH
TIpukazom aupexTopa
OAO «3aps»

JI. T. KpbutoBeIM
JI. T. KpbpuioBeiM

3. [lpunoxxenus: akt npueMa-nepenadd 9BM Ha 4 11.; nepedeHb IPOBEPEHHBIX 00BEKTOB Ha 4 I1.

N. B neno
3axapoBa 06.01.2006
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1.2. Hatioume owubKu 8 npuseOeHHbiX HA36AHUSIX DPEKSU3UmMo8 0okymenmos. Ilpusedume npumepvt ux
ogopmaenus.

A. Jlorotumn opraHu3aiuu

b. Kon nokymeHra

B. AnpecHbie TaHHBIE OpPraHU3ANN
I'. MecTo noAroToBKH TOKyMEHTa
M. IlegaTp

E. UcnionHutens JOKyMeHTa

XK. CornacoBanue JoKyMeHTa

1.3. Bwibepume npasuibHulii 8apuarm ohopMIeHUS PEKSUIUMOE.

Anpecart

A. 3A0 «KonTakt»
['enepanbHOMY TUPEKTOPY
[Terpoy A. H.
123456, MockBa
yi. Jlecnas, 34

b. Jupextopy OO0 «Cnextp»
324567, r. Kotnac
ApxaHrenbckoit 00i1., yi. Peunas, 6

B. HauansHuky otaena
MapketuHra
000 «3aps»
Maiickas yiu., 345
. Slcupii, 234357

I'. Jupexropy
A. A. lIBanoBy

. I'enepanbHOMy nupekTopy 3A0 «KoHTakT»
A. H. IlerpoBy

OTMeTKa 0 3aBepeHNH KONHH

A. Bepno
Hauanbauk otaena kagpoB JInuHas moanuch A.B.Iletpos
09.12.2004

b. BEPHO:
Hauanbauk oTaena kajapoB

JInynas noanuck B. A. Iletpos
09.12.2004

B. «BepHo»
HavanbHuk otnena kaapos JImuHas moanuce A.B.IletpoB
09.12.2004

I'. Bepuo
Hauanbauk oTaena kajapoB JInuHas moanuce A.B.ITetpoB
09.12.2004
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OTMeTKa 0 HAJIMYHH NPHIIOKEHHI

A. ITpunoxenne Nel
K MPUKa3y TUPEKTOpa
ot 12.12.2004

b. Ilpunoxenue: 1.Korrpakt ot 20.07.2004 Ne 4 5a 5 1. B 1 2K3.
2. Akt ipuema pabot ot 12.12.2004 Ne 12 na 51. B 2 9K3.

B. ITPUJIOXXEHME: Ne 2 B 1 sx3emIumspe.
«I'pu¢ yrBep:raeHus»

A. «YTBEpxaAIO»

HupexTop
HBaHoB
17.03.2003.

b. «YTBEPXIAIO»

Hupexrop
HBanos U. I1.
17.03.2003.

B. YTBEPXJIAIO

Hupexrop
N. I1. IBanoB
17.03.2003

Hoanucek, ecnu OKyMeHT oGopMIIeH Ha OJIaHKE MMChbMa OpraHU3alun

A. KommMepueckuii AupeKTop
00O «IIpectmx» Jlnunas noanuce  B. A. [letpos

b. Kommepueckuii tupexTop
000 «IIpectmx» Jlnunas nognucs  Ilerpos B. A.

B. Kommepueckuit nupextop JInunas noanuce B. A. Ilerpos
OTMeTKa 00 HCIIOJIHUTEJIE

A. A. U. Cunoposa
29-35-18

b. Cuyoposa A. 1. 29-35-18

B. CunopoBa Anna BanoBHa
29-35-18

I'. Ucn. Cunoposa
29-35-18

1.4. Ogpopmume crnedyrowue pexgusumol.

A. PexBusut noanuce. JJokymenT moanuceiBaeT Ha Omanke aupektop OAO «Busut»y Ceupunos A. I1. u
qupextop OAO «Cas3p» Iletpos A. I1.

b. PexBusut rpud yreepxaenus. JJokyment yreepxknaet aupekrop OAO «Busut» Cupugos A. I1.

B. PexBusuT orMeTka 0 Hanmu4yuu npuiiokeHui. [Ipunaratorcs: 7oroBop mocTaBku Ha 5 1. B 1 9K3., IpOTO-
KOJI pa3HOTJIachi K I0TOBOPY Ha 2 1. B 1 9K3., mpeTeH3uoHHoe nmuchkMo Ha 10 1. B 4 3K3.
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I'. PexBuzut noanucek. JlokymeHT noanuceiBaioT Ha Onanke aupektop OAO «Casi3b» [letpos A. I1. u Oyx-
ranTep 3Toro npeanpusatus Bopodsesa A. M.

J1. PekBU3UT OTMETKA O 3aBEpPEeHUH KOMHMU.J[OKYMEHT 3aBepsieT HadaIbHUK OT/ena KaapoB Jmurpresa A. I

E. PexBusur anpecar

Havansuuky SIpocnasckoro o6mactHoro ynpaeineHus punancos U. Y. OcurnukoBy. 160 000 fApocnasib
Coserckast I,

1.5. Cnpoexmupytime 6nanxu sawezo yuebH020 3a8e0eHUsl C YeN08bIM U NPOOOJLHbIM PACNOIONCEHUEM NO-
CMOSIHHBIX PEKGUSUMOB.

1.6. 3anornume mabauyy coomeemcmeyrOWUMU CEEOCHUAMU ONS CAEOVIOUUX DEKSU3UMO8: aopecam,
CHPABoUHbIE OaHHbIE 00 Opeanu3ayuu, 2pug) ymeepiucoeHuss 0OKyMeHma, 2pugh coenacosanus.

Buabl J0KYMEHTOB, MMpumep odpopmireHus
HaumeHoBanue JBT 10Ky > Pacnonoxenue p p ogop
B KOTOPBIX odopmiisiercs (c ykazaHueM BapHAHTOB,
PeKBHU3MTA PEeKBU3HTA
PEKBU3UT €CJI TAKOBbIE€ HMEKTCSH)
Tema 5, 6

3aganme Ne 1

HpuKa3bl 110 OCHOBHOIU OesIMeNbHOCMU

1. CocraBbTe pUKa3 MO OTKPBITOMY aklMoHepHOMY obmiecTBy «Kapat» (r. Camapa) 00 yTBep:KICHUN HH-
CTPYKILIMH IO JEIOMPOU3BOACTBY. B KOHCTaTUPYIOIIEH YacTH yKa)XUTe, YTO B COOTBETCTBUU C THUIIOBOM MHCT-
pyKUUEHR Mo AeTONpPOU3BOJCTBY, YTBEPKACHHOM pacnopsikeHueM IIpaButenbctBa Poccuiickoit denepanuu ot
24.06.1998 Ne 1118-p, u TOCT P 6.30-2003 otaenom KajapoB GupMbl pa3paboTaHbl CTAHIAPTHI HA OpraHu3a-
IIUOHHO-PACTIOPSIUTENIbHYIO JOKYMEHTalNI0. B pacniopsaauTensHoi 4acTi yTBepAUTE UHCTPYKLIHIO U OPYUH-
T€ MEHeKepy OTAea KaApoB 00ECIEeUUTh KOHTPOJIb U METOIUYECKOE PYKOBOACTBO 3a COOIIOAEHHEM TpeDo-
BaHui uHCcTpykimu. [Ipuka3 noanuceiBaer qupexkrop OO0 UK. MBanos 12 mas Texymero roaa. [Ipoekt npu-
ka3a noarorosiieH cekperapeM A.C. IlerpoBoii (Ten.: 23-45-67). OctanbHble PEKBH3HUTHI JOMOTHUTE CAMOCTOS-
TEJIBHO.

2. Hannmmre npukas aupekropa OAO «Kapar» (r. Camapa) . K. MBanoBa ot 17 ceHTA0ps TeKy1iero ro-
Jla 0 IPEeMUPOBAHUN PAOOTHHUKOB IIAHOBO-(PHHAHCOBOTO OTJIENA 33 JOCPOUHYIO pa3paboTKy mpoekTa. [Ipemus
ompeneseHa B pazmepe 60% exemecs4HOro 1omKHOCTHOro oknazaa. [lopyunre Oyxrantepy A. K. I'aBpunosoit
HAYUCIIUTh NPEMUIO U3 (OHAA MaTepuanbHOro nooupenus. [Ipoekt npukasa noarorosieH cexperapem A. C.
[etposoii (Temn.: 23-45-67). OcTanbHbIe PEKBU3HUTHI (2 TaKKe TEKCT MPHKa3a) MOTYT OBITh JIOTIOJIHEHBI camMo-
CTOATENBHO.

3. 4 mapTa Tekyuiero rojga reaepaibHbM gupekTopoM ¢pupmel 3AO «Kontunenrtans» C. H. CyBopoBeIM
ObUI W3JlaH TpPHKa3 O BHECEHHHM W3MEHEHWH B INTATHOE pPAacHKCaHUe B CBS3M C HEOOXOAMMOCTBHIO pPeop-
raHU3aIK CIy>XObI JeTONPOU3BOJICTBA. B mTaTHOE pacnincanue amnmapara ynpasieHHs 100aBiIeHa TOIKHOCTh
cekpeTapsi-pedepeHTa ¢ JODKHOCTHBIM okiazoM B 8 500 py0. 6e3 mepcoHanbHbBIX HanbaBok. B pacropsan-
TENPHON YaCTH TaKXKe yBENWYbTe MecsuHbld QoHJ 3./m. Ha § 500 py6. KoHTponp 3a mcrmonHeHHeM IpuKasza
BO3JIOKHTE Ha 3aMm. aupekTopa A. A. Ocokuna. [Ipoekt npukaza moarorosiex cekperapem f. C. Ky3nernooif
(temn.: 23-45-67). OcTanbHble PEKBU3UTHI AOMOIHUTE CAMOCTOSITEIHHO.

4. B COOTBETCTBUU C IJIAHOM HAay4HO-MCCIIEI0BATEIbCKON PabOThI M HEOOXOOUMOCTHIO (POPMHUPOBAHUS
Hay4YHOU 3KcTequIu pekTop ToMckoro rocynapcrseHHoro yaueepcurera M. A. benos 1 mas Texymiero roga
MOJIIHCAN TTPUKa3 O Ha3HAYeHUM PYKOBOJMTENEM JKcreaunuu noueHTa kadeapsr T. A. Kopenbckyro. Cmety
JUTsL OpTraHM3alMK SKCIEIUIUN 10 5 Mas TOJKEH MOATOTOBUTH cekpeTapb YueHoro coeta A. C. KoBasieHKo.
KoHTponp 3a ucmonHeHneM MpHKa3a OCYIIECTBIISET MPOpeKTop mo BompocaMm Hayku A. FO. Tutos. IIpoext
npukasa noaroroeieH cekperapem S. C. CyBopoBoii (ten.: 21-20-20). OcrajbHble PEKBU3UTHI JIOTIOJIHUTE Ca-
MOCTOSITENIBHO.

5. IloaroroBbTe BhIMHMCKU U3 NpuKka3oB Ne 3 u Ne 4 o omHOMY M3 JIOOBIX MyHKTOB PacOPSIUTENbHON
YaCTH.

Ilpomoxonwl

1. CocraBbTe IOIHBIN IIPOTOKOJI 3aC€aHus PECKTOpaTa Tomckoro TOCyAapCTBCHHOT'O YHUBEPCUTECTA, KOTO-
PoOC COCTOAIIOCH 22 arped TCKYLICro roaa. Ha 34CCAaHUHN CTAaBUJICA BOIIPOC O CO3JaHUU HOBOTO (baKy.]'H:TeTa.

50



[IpucyrctBoBanu: pexrop, npodeccop M. A. benos, mpopekrop no ydeOHol padore M. JI. XKaposa, nekanst
¢dakynsTeroB — A. K. Macnos, H. H. Jlesun; 3aB. xadenpamu — I1. H. ['ne6os, C. C. ABepkuna C o60cHOBaHHU-
eM He0O0XOIMMOCTH MOATOTOBKH CTYJCHTOB MO JAHHOW CIENUAIN3aIiH, BBICTYIIMI JeKaH TEXHOJIOTHYECKOTO
(hakymnprera H. H. JleBun. B passutne 3T0# uaen v ¢ ee IOTHON MOIAECPKKON BBICTYITHIIA TPOPEKTOP 1O y4ueo-
Holi pabdote M. [I. XKapoBa. Ona oOpaTuia BHUMaHHE Ha BO3POCHIME MOTPEOHOCTH B CHEIHMATUCTaX AAHHOTO
npoduias Ha OTEYECTBEHHOM DPBIHKE Tpyaa. Pekropar mopzepxain BBICTYNAIOUIMX U 3a(UKCHPOBAI B CBOEM
PELICHUN HayaTh MOATOTOBKY AOKYMEHTOB IO 3TOH CHELUaIN3aliH, IOPYUIHB IEKaHATy B 3-X MECSYHBIA CPOK
npeAcTaBuTh yueOHble Tanbl. OtBercTBeHHbIH — H. H. JleBuH. BTOpoii myHKT MOBECTKH JHS — BOIIPOC O Ha4a-
Jie 9K3aMEHAIlMOHHON ceccru. JleKkaHbl TyMaHUTapHOTO U TEXHOJIOTHYECKOTO (PaKyIbTETOB JOJIOKUIN O TOTOB-
HoctH IIIIC x mpoBenennto ceccun. 3aB. kadenpoii I1. H. I'meboB BHec mpemnoxkenne 06 obecreuenuu [111C
KaHLESIPCKUMHU TOBapaMH Ha MEpHoJ MpoBeaeHus ceccuu. PekropaTt noctaHoBui cuutath [ITIC roToBBIM K
NPOBENICHHUIO CecCHU U paccMoTpeTh npeanoxenue [1. H. I'meboBa B HeaenbHbIi cpok. [Ipencenatens — pekrop
. A. benog, cekperaps — T. A. Kopenbckas. OctaabHbIe PEKBH3UTHI JOTIOTHUTE CAMOCTOSTEIBHO.

2. CocTaBbTe MOJHBIA TPOTOKOJ 00IIEero coOpaHusi pabounx MPOU3BOJICTBEHHOTO KOOIIEPATHBA «3aIyCK,
Ha KOTOPOM INPHCYTCTBOBao 56 yenoBek. Ha coOpanun o0Cyxnancs BONpoc O CO3JaHHUHU 11eXa CTPOUTEILHBIX
MaTepHajoB [yl MOCTPOUKH KUJIBIX TOMOB. brina 3acimymana nadopmanust npopada E. T. OpnoBa o Bo3MOX-
HOCTH CO3JIaHUS TAKOTO I[eXa U MepcreKTuBax ero padotsl. [locne oocyxnenus (Mexanuk A. A. BopoObeB ObLT
kareropuuecku He cornaceH ¢ E. T. OpnoBbIM) OBUIO MPHUHATO pPeUICHUE MOPYYUTh MPOPady U ero 3aMecTH-
temo ILI1. CunuupiHy B TeyeHue 6 Mec. pa3BepHYTh pa0dOTy M BBIACTUTH IJsl 3TUX Heneit 3151 Teic. pyo.
IIpencenarens — npeacenarens kooneparusa B. B. Iletyxos, cexperaps — E. C. CaBenbeBa. OcTallbHbIE pEKBU-
3UTHI JONOJIHUTE CAMOCTOSATEILHO.

3. Odopmure kpatkuii mpoTokon 3acemanus qupeknun OAO «Kapar». Ha 3acemanuu mpuCyTCTBOBAIH:
MeHemkep o pexname A. [1. Boctpskos, dunancossril aupekrop K. I'. Tumodees, HagaabHUK OT/IENa KaJpOB
A. A. Artonos, Oyxrantep A. . CtynoBa B noBecTke qHS yKa)KHUTe BOMIPOCHI O XOJe PeKJIaMHON KOMIIAaHHUH B
Il xBaprane 200__r. u 0 mepexojic Ha HOBYIO crcTeMy IpemupoBanus. [1o mepBomy Bomnpocy BeicTymmi A. I1.
Boctpsikos. K. I'. Tumodeer oq00pui yBearueHUE pacXoJ0B Ha HapyXHYyI0 pekiamy. [Io BTOpoMy Bompocy
BeicTynmna A. JI. CrymoBa. A. A. AHTOHOB TIPEIOKIIT AOPA0OTAaTh HOBYIO CHCTEMY BBITUIATHI MPEMHUATBHBIX H
paccMoTpeTh ee Ha o0IIeM coOpaHMM TPYAOBOrO KoJulekTHBa. [Ipencenarens — reHepaibHbBIN AupekTop Py-
msiHIEeB O. A. Cekperapb — cekperapb-pedepent benosa H. /. Henocraromyie peKBU3UTHI U PELICHUS 3acea-
HUSI YKQKUTE CAMOCTOSITEIIBHO.

4. Odopmure BoIIMCKH U3 TPOTOKOJIOB Ne 1 1 Ne 2 o BTOpoMy BoIIpocy.

Axmul

1. CocraBbTe akT peBu3un kaccsl OO0 «Kapat», koTopas mpoBoauiaack 10 HIOHS TEKYIIETro rojga KOMUC-
CHeil CIIeyIoNero cocTaBa — 3aM. riaaBHoro Oyxranrepa M. /I. AHTOHOB (TIpencenarens), cT. Oyxranrep M. K.
Hypos, oyxrantep O. A. Jlykuna. [Ipu cocraBiennn npucytcrBoBanu: rii. Oyxranrep H. M. Kynpun, kaccup
A. 1. Auapeea. 10 mas KOMUCCHS TIPOBENIa PEBU3HUIO KACCHl MPEANPHUATHS 10 cocTosHuio Ha 10 mas. B pe-
3yJIbTaTe OBUIO YCTAHOBJIEHO, YTO OCTATOK HAJIMYHBIX JCHET B Kacce, COrJIACHO KaCCOBOM KHHI'€ U JaHHBIM OyX.
ydera, JIOJDKEH COCTaBiATh 22 238 py0. dakTHuecKknii 0CTaTOK HAMYHEIX JeHer coctaBmi 12 220 py6. Hegoc-
Taya HaTMIHBIX JIEHET 10 BUHE Kaccupa coctaBmia 10 018 py6. AKT coctaBiieH B 3 9Kk3. (U1l TeH. AUPEKTOpa,
riaBHOro Oyxrantepa u B zneno Ne 05-16).OcHoBaHueM [1j1si TPOBOAMMOM HPOBEPKHU CTajl NMPHKa3 AUPEKTOpa
000 «Kapar» «O peuzun npeanpuarus» Ne 32 oT 5 Mast TEKyIero roja. AKT YTBEP)KIEH I'eH. TUPEKTOPOM
W .K. UBaHoBbIM 12 Mas Tekyiero roaa. Hemocraromue pekBU3UTH 0OPMHUTE CaAMOCTOSTENIBHO.

2. 12 nexaOps TEKyIIEeTo rojia KOMHUCCHEH B COCTaBe 3aM. TiaBHoro oyxrainrepa M. [I. AHTOHOBa (TIpesce-
natens), ct. meHemkepa C. M. Edumosa, HauanpHuKa oT/ena xo03. yacTi E. W. JIlucuHol mpoBoAUINCH IpHUeEM
u nepenada [I9BM u3 otnena caabxkenus OO0 «Kapar» B oTaen pexiambl. KoMmuccneli ObII10 yCTaHOBIICHO,
yro [I1DBM mnepenaercsi B 0TIen CHa0XKEHHsI Ha CPOK BBIMTOJTHEHHUST paboT 10 KOHTpakTy Ne 22 / 47. OcHoBaHU-
eM sIBIIsieTCA JOKJaaHas 3alicKka HadajdbHUKa oTaena pexnamsbl [IpaBosa U. C. Akt cocrtaBiieH B 2 3K3. (s
HavaJgbHUKA X03. oTaena, B geso Ne 09-12). Akt nmoamucan red. qupekrop U. K. Banos 15 nekaOpst Tekyriero
rojia. OcTanbHbIe PEKBU3UTHI JOTIOJIHUTE CAMOCTOSITENHEHO.

3. CoctaBbTe aKkT 0 MpoBepKe paboThl ¢ JokyMeHTamu B oTnene mapkerunra OOO «Kapary». [IpoBepky
npoBoAuia 22 HOSIOpA TEeKyIIEero roga KOMUccHs B coctase 1. Oyxrantepa M. JI. AHTOHOBa (TIpeacenaTesn),
3aB. kaHueasapuen JI. JI. Illykunoi, HavansHuka otaena mapkerudra K. E. Taruposa. Komuccus nposepuna
OpPraHM3AIMI0 W YCIIOBHUS XPAHEHHS YNPABICHYECKHUX TOKYMEHTOB. PaKTOB yTpaThl, MOPYH U HE3aKOHHOTO
YHUYTOXKEHHsI TOKYMEHTOB HE ycTaHOBJeHO. OJHaKO KOMHUCCHsl OOHAapy>Kuila paj CYIIECTBEHHBIX HEIOCTaT-
KOB: HECBOEBPEMEHHO (YOPMHPYIOTCS B JieJIa HCIOIHEHHbIE JOKYMEHTHI, 3ar0JIOBKH e HE BCErAa COOTBETCT-
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BYIOT HOMEHKJIAaType. AKT COCTaBJIeH B 3 9K3. (7151 HaYaJ bHUKA OTAeNla MapKETHUHTa, 3aB. KaHUENspUeH, B 1610
Ne 15-06). OcHoBanueM siBusieTcst mpuka3 gupekTopa oT 20 HosOps Tekymiero roga Ne 23 «O coBepiieHCTBO-
BaHWH JTOKYMEHTAITMOHHOTO OOECIICUCHHS IEATEIHHOCTH». AKT yTBepkaeH TeH. mupekropoM OO0 «Kapary»
N.K. BanoBEIM 23 HOsI0ps TeKyIero roja. OcranbHble PEKBU3HUTHI JOTIOJHUTE CAMOCTOSATENBHO.

4. CoctaButh 1 opopmuthb akT OAO «IIporpecc» mo pezynbTaraM NpOBEPKH Mep 0€30IaCHOCTH Ha CKJIaje
rotoBoi mpoxykiuu. OCHOBaHHEM SIBISETCA MPUKa3 TeHepansHoro nupekTopa Ne 48 ot 1 mas Tekymero roga
«O Mepax 1Mo IpenaynpeKIeHAI0 XUIIEeHU». B permennn koMuccus ykasaiga: MOJACPHU3UPOBATh HMEIOITYIOCS
CHCTEMY OXpPaHHOW CHTHAJIN3alll{, YCTAHOBUTH BUACOKaMEphl HApY>KHOTO HaOmoAeHus. TeKcT akTa 1 Heloc-
TaloIIMe PEKBU3UTHI JOMIOIHUTE U 0(POPMHUTE CAMOCTOSITENBHO.

Jloknaouvie u 00vACHUMENbHbIE 3ANUCKU

1. Haganenuk otnena pexinambl OO0 «Kapat» M. W. boprcoB 2 mas Tekymiero rojga mHoaroToOBUI TOKIa -
HYIO 3aIliCKy TeH. aupextopy npeanpustus . K. iBaHoBY o momonHUTENpHOM (PMHAHCHUPOBaHUH 3aKasza 324
Ha W3TOTOBJICHWE PEKJIAMHBIX MPOCHEKTOB B CBS3M C POCTOM IIEH Ha MOJUrpadUuecKue yCIyr'd BO BTOPOM
KBapTaje M U3MEHEHHUEM CMEThI 3aTpaT. B JOKIamHOM 3alMcKe yKa3blBaloOCh, YTO BBIIOJIHEHHE 3aKa3a BO3-
MOJKHO TOJBKO MpH JAononHuTeasHOM Bhienernn 5000 py0. Ha moknamHo# 3amiicke UMeeTcs pe30Iionus TeH.
JUPEKTOpa ¢ Mopy4yeHueM riaasHomy Oyxranrepy M. J[. AHTOHOBY M3bICKaTh BO3MOKHOCTh BBIIEIUTH JOMOJ-
HUTCIIbHBIC CPCACTBA JI BBIIIOJIHCHHS 3aKa3a. OcranbHbie PCKBU3UTHI YKAKHUTE CAMOCTOATCIIBHO

2. CocraBbTe MOKIAIHYIO 3aITUCKy OT 15 deBpans Tekymero roga cekperaps-pedepenta A. I1. [lerposoit
red. qupekropy OO0 «Kapar» 00 yrepe pabotaukom CrenanoBsiM I'. M. nucema-3amnpoca, IOCTYNUBIIETO B
aapecC NpCaAnpuiaATUsa ABa MECAlla Ha3al. OcrtalpHbIe PCKBU3UTHI YKAKHUTE CaMOCTOATCIIbHO.

3. CocTaBbTe NOKJIAJHYIO 3alMCKY HAayaJlbHUKA IJJAHOBO-PKOHOMHUeckoro otaena M. . KapaBaesa reH.
mupekropy OO0 «Kapar» 00 obecniedeHuH OT/eNa YeTHPhMs KoMIbIoTepaMu. OcTaabHbIE PEKBU3UTHI YKAKH-
T€ CaMOCTOSTENBHO.

4. Hanumvre AOKJIAJHYIO 3alMCKY HAaYalbHUKA IJIAHOBO-3KOHOMHYECKOrO Ha MMsA pykoBogautens 3A0
«Bemvnem» M. U. TuiikoBa 0 KOMaHIUPOBaHUM B T. benropoa crapiiero nHxeHepa miaHOBO-?)KOHOMHYECKOTO
otnena JJooponrodosa I1. B. ¢ 15 aBrycra TekyImiero roga CpokoM Ha 5 JTHEH i BRICTYIUICHUS C JIOKJIaJ0M Ha
CCMHUHApEC ((COBCpIHCHCTBOBaHI/Ie CHUCTEMBI 3aKJIIOUSHHUS XO3IHCTBEHHBIX JOTOBOPOB». OcranpHble PEKBU3UTELI
YKa)KUTE CAMOCTOSTENBHO.

5. CocTaBbTe OOBSCHUTENBHYIO 3aMMCKY COTPYAHUKA oXpaHHoro mpennpusatus «Omera» U. Y. @ponosa,
HalMcaHHyio Ha uMs HadanbHuka B.B. CenuBanoa. 1. Y. ®ponos 2 mas Tekyiero roga omno3aai Ha paboTy
Ha 2 Yaca B CBSI3U C HapylleHHeM rpaduka ABmWKeHUs aBroOycoB Mapupyta Ne 3. OObsCHUTENbHAS 3alIMCKa
ObUIa COCTaBJICHA B TOT )K€ JICHb, B 3allCKE yKa3aH TeJle(OH AUCIIETYEPCKOH CIIy>KObl aBTOBOK3aJIa.

6. CoctaBbTe OOBSICHUTENBHYIO 3aMUCKY MperofaBatens A. A. Binacooii aupekropy nentpa «Kanpe» H. 1.
WBaHOBY 0 cpbIBe 3aHATHI B rpynie cekpetapeii-pedepentoB 10 ceHTsiOps Tekymiero rona. [Ipuanna — npu-
CYTCTBHE TOJIbKO 3 ciymaTeneil u3 19 denoBek cocrtaBa rpynmbl. OcTanbHbIe PEKBU3UTHI YKAXKHUTE CAMOCTOS-
TEJIBHO.

7. CocraBbTe OOBSICHUTEIBHYIO 3aMMCKy HavanbHUKa oTaena pekiambl A.Il. Kapumosoii ot 15 uioHs Ha
ums red. aupexropa OO0 «Kapat» Y. K. MBanosa o HeBbInoaHeHuH 3akaza Ne 174 / 45. [lpuunna — Hapyie-
HHE CPOKOB BBITIOJHEHUS 3a5IBKM Ha I€4YaTh HOBBIX OJAaHKOB JOKYMEHTOB. OcTalbHbIE PEKBU3HUTHI YKAKUTE Ca-
MOCTOSITENIBHO.

8. CocraBbTe O0BSICHUTENBHYIO 3AMCKY 1. MH)KeHepa oTxaena cHatkeHus JI. M. Xurposa reH. nupexTopy
000 «Kapat» U. K. lBaHoBY 0 npr4MHaX HapyLeHUs TpaduKa MOCTaBKM HOBBIX OJIAHKOB TOKYMEHTOB B CBf-
3u Oone3nbio MeHemkepa C. T. [TlaxomoBa. YkakuTe, 4To TpaduK NOCTABKH HaJlaKeH, CPOKU MOCTABKU OYIyT
MAaKCHUMAJIbHO COKpaAIll€HBI. OcranbHble PEKBU3UTHI TOITOJIHUTE CAMOCTOATEIIBHO.

3aganue Ne 2 K Teme 5

2.1.CocraBbte npuka3 06 urorax pabotsi ¢ nokymenramu B 2006 r. B OAO «3Be3na». B koHcTaTupyromniei
YacTH YKaXHUTE HA HU3KYIO TPeOOBATEIHHOCTh PYKOBOJMTEINICH TIOpa3ielieHnii K Ka4eCTBY MOJTrOTOBKH JIOKY-
MEHTOB M KOHTPOJIS 32 X UCHOJHEeHHeM. B pacnopsauTensHol 4acTH oOpaTuTe BHUMaHHE PYKOBOJUTEIECH Ha
MOBBIIICHHE TPeOOBATEIBHOCTH K Pa0OTHUKAaM B YacTh paboThl C JoKyMeHTamH. [laiite 3ananne paOOTHHKY,
OTBEUAIOLIEMY 32 JICJIONPOU3BOICTBO, Pa3padOTaTh MEPHI MO YITyUYIICHHIO 3TOH paboThl. [lpyrue 1aHHbIE B TEK-
CTE U PEKBU3UTHI YKOKHUTE CAMOCTOSTEIBHO.

2.2. TlpoananusupyiTe NpeajgokeHHbIE TEKCThI, 00paTuTe BHUMaHHE Ha JONMYIIEHHBbIE OIIMOKH, CBSI3aH-
HBIE KaK C HEMPaBHJIBHBIM PACIIOJIOKEHHEM MaTepHaia, Tak U criocobamMu U3NoKeHHs. VcpaBbTe 3TH TEKCTHI
WK HanumuTe HoBble. OhopMuUTE TOKYMEHT.
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Tekcr 1

IMTPUKA3BIBAIO:
1. I'maBHomMy mmxenepy [1. U. EpemeeBy Hy:KHO cpo4yHO c(OPMHPOBATH KOMHCCHIO ISl YCTaHOBIICHHUS
NPUYMH aBapHH.
2. 1 ve mozxe yeM 110 30.05.2005 ycTaHOBHUTH 3TH CaMble IPUYHHEI.

Teker 2

SI TIPUKA3BIBAIO:
1.ITaBen HuxomnaeBud, 6yapTe 10OPHI, IOATOTOBETE BCE HEOOXOIUMBIE JOKYMEHTHI O COCTOSTHUM CTPOSIIe-
rocs 3/IaHus, TOJBKO, IOXKAITYHCTa, CKOpee.

Teker 3

B cBs3U €O ClOKUBIIEHCA CBUCTOILUISICKOW HAa CTPOMKE MPUKA3bIBAIO
P. I1. UBaHOBY CpoYHO C 5TUM pazobpaThest!!!

2.3. CocraBbTe MpHUKa3 MO0 OCHOBHOW JESATENHFHOCTH O Tpaduke padOTHl B Mpa3gHUYHBIE JHU (HAYaIIbHUK
OXpaHbI JOJDKEH OIedaraTh MPOU3BOACTBEHHBIC MOMEIICHUS H 00ECIEYUTh OXpaHy; AUPEKTOp MO IEePCOHAITY
JOJDKeH 00ecneynTh JAeKYPCTBO Ha Tele()OoHe TIIaBHOTO oduca Ui ONEpaTHBHOTO PEUICHUS! BOMPOCOB; IIIaB-
HBIN OyXrajrep IOJKEH OIUIATUTh JIS)KYPCTBO B JIBOMHOM pa3Mepe)

3aganue Ne 3 k Teme 6

3.1. OTpemakTupyiiTe TEKCTHI MpeIaraeMbIX JOKIAIHBIX 3amucoK. CocTaBbTe NpaBUIIbHBIE BapUAHT
odopmIIeHUST TOKYMEHTOB. [[pyrue maHHbIE B TEKCTE M PEKBH3UTHI, IPU HEOOXOJUMOCTH, YKaKHATE CaMOCTOS-
TCJIBHO.

Tekcer 1
JloktamHas 3ammcka Jupektopy 300Marasuna
OTea NocTaBoK «Msykana»
Ne5412.06.2012 [TerpoBoii A. A.

r. C-IlerepOypr
O TpeBbIIIEHNH KOJIMYECTBa TOBapa

VYBaxkaemas AHHa AJeKcaHIpOBHa!
JloBOXYy 70 Bamiero CBEACHUs, YTO BUEpa HAII OT/EN MOTyUYlI Tpy3 u3 bpasumuu — aukux 00e3psH. Ho
BMECTO 2 DK3EMIUISIPOB, YKA3aHHBIX B HAKJIATHOHN, B KJIETKE PEe3BUIIOCH 1enbix 4!!! Uto HaM Teneps nenaTs?

Menemxep Kykypysuna P. P.

Texkcer 2

HY)KHO CPOYHO U HEMEAJICHHO 06HaFOpOlII/ITB YCJIOBUA COACPIKAHUA IMTPOAYKTOB Ha CKJIaJ€ Mara3suHa.

CTpaIHHO CMOTPETH, KOrga COCHUCKH JICKAT IPAMO Ha I10J1y, IO KOTOPOMY XOJAT JIFOJJU B KUP30BBIX Callo-
rax. TeMnepaTypa Ha CKJIaa€ HE COOTBCTCTBYCT HeﬁCTBHTCHLHOCTI/I, YTO OOBIYHBIH ChbIp CTAHOBUTHLCA IJIABJIC-
HBIM, @ OCTaJIbHBIC ITPOAYKThI IIOPTATCH.

3.2. Bel paboTaeTe MEHEKEPOM B TypHCTHUECKOH pupme «Buznut». B CBsI3M ¢ HaCTymIeHHEM JIETHETO Ce-
30Ha yBeJIH4YeH 00BbeM PadoT ¢ KIMEHTaMHU-TypUCTaMH, TPEOYIOTCS JOTOIHUTEIbHbIE BpEMEHHbIE Pa0OTHHKA-
MU. J{J1s1 pelrieHus 3Toro Borpoca HeoOX0 MO 0QOPMUTH JIOKIAHYIO 3aIIUCKY Ha MMs TUPEKTOpa 3TOH Gup-
MBI
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3.3. CocraBbTe O6’BHCHI/IT€J’IBHYIO 3alUCKYy OT CBOCIO MMCHU O MPUYIMHAX IMPOITYCKOB 3aHITUN 10 TCXHUKE
6C3OH3CHOCTI/I, KOTOpPBIC OBLIH OpraHuv30BaHbI JJIs1 BCCX COTPYAHHUKOB OAO «Meuray HC,Z[OCTaIOH_II/IC PCKBU3U-
ThI YKaXKUTEC CaMOCTOATEIIBHO.

3.4. CocraBbTe OOBACHUTEIBHYIO 3alUCKY JUIs ciieAyromeit curyarum: 12.03.2010 B AUPEKIUIO CTYATO-
POJIKa POCCUICKOTO TOCYAapCTBEHHOTO TYMaHHTAPHOTO YHHBEPCHUTETA MOCTYyMUia jkajnoba oT cryneHrta [let-
poBa A. A., B KOTOPOI TOBOPHIIOCH O HEJIOIYCTUMOM TOBeieHnU oxpaHHuka CemeHnoa M. B. (xamcTBO, pyKo-
MIPUKJIAJICTBO, HEIICH3YpHasi OpaHb U T. 1.) HauanbHHMK OXpaHbI BhI3BAJ MMPOBUHUBIIETOCS COTPYIHUKA U TIO-
MIPOCHII €r0 HAIMKMCATh OOBSICHUTEIIBHYIO 3aITUCKY.

3.5. OTpeaakTupyiTe NPeANIOKEHHBIA HIKE TEKCT OOBSICHUTENLHON 3anmicki. COCTaBbTe MPaBUIIbHBIC Ba-
puaHT oopMIICHHS JOKYMeHTa. [lpyrue JaHHbIe B TEKCTE U PEKBU3UTHI, IPU HEOOXOAMMOCTH, YKaXKHUTE CaMO-
CTOSITENIBHO.

I'pymma Ne 41 I1. O. KapnaroBy
Hexany dakynprera
JieTaTeNbHBIX allapaToB

OO0ObsAcCHATEBbHAS 3aIIUCKA.

A, Tumoxuna Mapus FOpreBHa, He OblIa Ha DK3aMEHe 10 HHXEHEPHOU Tpaduke He MOTOMY, YTO HE BBI-
yumiIa IpeaMeT U 00sutach €ro 3aBaJINTh, KaK TOBOPST, a IOTOMY, YTO HaKaHyHE CHJIBHO ylaja M HOBpeIuia
PYKY, paByto. A 6e3 paBOi pyKH Ha dK3aMEHE N0 MHXKEHEepHOH rpaduke aenats Hedero. [losTomy s perimna,
YTO JIy4llle caM ero, Koraa Oyzer nepecaaya.

C yBaxxeHuem,
Crynentka rpynmsl Ne 41
Tumoxuna M. 0. 15.03.2010

3.6. IIpoananusupyiite AokyMeHT u3 npousseneHus C.JloBnaToBa «30Hay. Onpenenure ero BUI U OCHOB-
HBIE OTIIMYNTENbHEIE CBOCTBA. Kak 0OBITphIBaeTCS TaHHBIA JOKYMEHT B TPOU3BEICHUH?

Buepa, cero roza, st 310ynoTpe0Jisil aJIKOTOJIbHBIN HAUTOK. [lociie yero ypoHu B rpsi3b COJAATCKOE J0C-
TOMHCTBO. Bripenp obemaro. Psmosoii [1axammnb.
[Tocne HEKOTOpPOTO pa3ayMbs OH Beerna nodasisut: «lIpoury He oTka3aThy.

3ananue Ne 4 k Teme 6

4.3. CocraBbTe aKkT A cieayromeii curyanuu. Jdupextopy npeanpuarus «OMCKH 0€KOH» HMOCTYHaroT
XKanoObl MoTpeOuTeNe, HeJJOBOJILHBIX KaueCTBOM MEeYeHOYHOTo namrera. [lo mpuka3y qupekTopa mpoBOIUTh-
Cs IPOBEPKa COOJIIOJICHNSI CAHUTAPHBIX HOPM B II€X€ [0 U3rOTOBJICHUIO MAIITETA.

4.4. OtpenakTupyiTe TpeAsIOKEHHBbIE TOKYMEHThL. OCTaTbHON TEKCT M PEKBHU3UTHI JIOTIOIHUTE CaMOCTOS-
TEJIBHO.

Teker 1
3aBoxg BA3-Mocksa YTBepaun
HupexTop 3aBoza
A. C. Jleonos
AKT
23.05.2010 Ne 23
r. Mocksa

O TexHHKe 0€30I1acHOCTH B aBTOMOOMIIsSIX BA3
OcHoBaHue: xanoba moTpeduTess Ha HecpaOOTaBIIHE TOPMO3a
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CocTtaBneH KoMHCCHEH:

[Ipencenarens — HAYATBHUK YKCIIEAUTOPCKOM CITYKOBI

C. II. llIapanos

Cekperapsb — crapmii crienuanuct C. I1. bpexxnes

Unensl komuccnu: 1. 3aM.Ha9aTbHUKA SKCTIETUTOPCKON CITYKOBI
JI. B. Xpycranes
2. Oxcnenutop A. M.JleBun
3.Cexkperaps C. A.MupoHoBa

23.05.10 r. xomMuCcCcHus IPOBEPHIIA, CIIEAST U Ha 3aBOJIE 32 KAYECTBOM BBITyCKA€MBIX aBTOMOOHIIEH.

B pesynbTaTe mpoBepKH yCTaHOBIICHO:

24.05.10 r. mpu cxone ¢ koHBeliepa maptuu apromobwmielr BA3 3a Ne 3-12-39 rimaBabiM mexanukom C. T.
ITerpoBbIM He ObLTa BHITIOTHEHA TTPOBEPKA MEXaHU3MOB.

CocTaBieH B 2 3K3.

1 ¥ k. — B meno 01-13

2 13k, — C. T. IlerpoBy

[Ipencenarens C. Il.Il1apanos

Cekperapp C. I1.bpexHeB

UiieHbl KOMUCCHHU: JI. B. XpycraneB
A. M.JIeBun

C. A.MupoHoBa

Tekcer 2

Dupma «MopenpoayKT»
AKT

«O BBISIBJICHUHU MPUYUH HEUCIIPABHOCTH XOJIOMIBHBIX YCTAHOBOK B KPEBETOUHOM IIEXE»
OcHoBaHue: iprKa3 reHepaibHoro aupexropa ot 30.01.2010
CocraBlieH KOMUCCHEHN B COCTABE:

YjieHbI KOMUCCHU: 1. Crapmuii MexaHUK degotoB E. O
2. Macrep Kenpos U. T’
3. Cnecapb Crenun U. E.

IIpencenarens I'maBHBII HHKEHED Konrtyn U. O.

CocraBieH B 2-X 9K3eMILIsIpax:
1-i1 — reHepanbHOMY TUPEKTOPY
2 i — OT/Iely TEXHUYECKOMY O0CTyKHUBAHHS

Ha HpO]J.UIOﬁ HEACJIC HU C TOI'O HU C CETrO U3 CTPOA BBIIILIO 3 XOJIOAUJIBHBIC YCTAHOBKH.

ITocme IMPOBCACHUA TEXHUYCCKOI'0 OCMOTPA I'NTaBHBIX MCXaHUKOM, YJICHBI KOMUCCUH BO I'JIaBE C MMpeaceaa-
TCJIEM YCTAaHOBHUJIU, YTO ITOJIOMKA XOJIOJUJIBHHUKOB ITPOU30IJIa B PE3YJIbTATC NOMaJaHus B arperaTtbl BOJbI, KO-
TOpas MpocavnBaiaCh C MOTOJIKA ITOMCIICHUS.

YeHbl KOMUCCHU denotoB E. O.
Kenpos 1. T
Crenun U. E.

[Ipeacenarens Konryn U. O.

3aganue Ne 5 k Teme 6

5.1. HafinuTte ommOKM B TEKCTE JOKYMEHTOB, OXapaKTepu3ylTe 1 ucipaBbTe UX. OCTanbHOM TEKCT U PeK-
BU3UTHI, IPU HEOOXOJUMOCTH, JOMIOJTHUTE CAMOCTOATEIBHO.

55



Texcr 1

IMTPOTOKOJI
YYPEJIUTEJILHOI'O COBPAHMS OBIIECTBA C OTPAHUYEHHOUW OTBETCBEHHOCTBIO
OAPMA-JITA
IIpucyrcrBoBanu:
1. 3aiiues H. C.

2. Kponbepr B. A.

3. OcranbHble

VY TBepANIM NOBECTKY AHS COOpaHUS:

06 yuapexxaennn OO0 «Papma-JITo»

ITo Bompocam moBectu aust: Beictynmun 3aiiueB Hukonail, kotopsiii mpemioxun yapeauts OOmecTBo ¢
OrpanudenHoil OTBeTcTBEeHHOCTHIO «Dapma-JITmy.

PEIINIIN:

1.Yapenuts O6mecTBo ¢ OrpanndenHoi OTBEeTCTBEHHOCTRIO «Dapma-JIToy.

2. YTo HY’)KHO CPOYHO 3aHATHCS Pa3pabOTKON MOKHOCTHBIX HHCTPYKIHA.

3.0t1y Holly Ha ce0sl IOJKEH B3SITh He KTo WHOM, Kak I1. P. [Tokymun.

Tekcer 2

ITPOTOKOJI
Ne 11

['maBbl afMUHHUCTpALMK YIIPABICHUS 00pa30BaHusl, 3aceaHue

Cexperaps — CuBkuna H. A.

IIpencenarens — I'pomos E. H.

[IpucyTcTBOBaNN: IJIaBBl yNpaB MYHHUIMIIAIBHBIX OKPYI'OB, AMPEKTOpa M 3aByud IKoia LleHTpanbHOTrO
paiiona. Bcero npucyrctBoBaio 17 yenoBek. PeructpalinoHHbIN CIHCOK MPUIIAraeTCsl.

IToBecTka gHs

1. O nporenenuun pehopMbl 0Opa3OBaHMUSL.

2.IlpaBa npenopaBatene

1. BBICTYITIWJIA:

CIIYIIAJIN:

[NOCTAHOBUWJIN

2. BBICTVYIIWJIA:

CIYIIAJIN:

PEIINJIA:

[Ipeacenarens E. H. I'pomoB
Cekpetapp H. A. CuBkoBa

5.2. CocTaBbT€ IPOTOKOJ, KPAaTKHI IPOTOKOJ, BRITUCKY W3 MPOTOKOJIA JJIs CISAYIOIIeH curyaruu. B op-
ranax MBJl Poccuu cocrosiiock 00CyXeHHE OTMEHBI JIbIOT AJIs1 BOCHHBIX, MIIMIIMOHEPOB, NOXapHbIX. Ha 3a-
celaHuu BeICTYnWIM ¢ nokianamu A. B. Kysnenos, nmonkoBauk M. O. Onsmanckuii, maiiop K. /1. Iletpos.
Bcero mpucyrcrBoBanu 174 uenoseka. Ilpencenarenem 3acenanus Obut nonkoBHUK P. H.CepeOpsikos.

5.3. CocraBbTe IPOTOKOJ cOOpaHus Baliel y4eOHO!H rPyIITbl IO TIOBOTY MOCEIIAEMOCTH 3aHITHH.

5.4. OdopmuTe NPOTOKOJI IPOPCOIO3HOTO COOpaHHS COTPYAHUKOB, HA KOTOPOM O0CYKIATUCh BOIPOCHI 00
OpraHu3aliy BbIBO3a JETE€H COTPYIHHUKOB Ha IOT B JICTHUI IIEpHOA, 00 0TOOpE AeTell U X COMPOBOKACHHH.

OdopmuTe Ha OCHOBE MOJTHOTO MPOTOKOJIA KPATKUH TPOTOKOI.

5.5. CocraBpTe KpaTKWif MPOTOKOJ MPOW3BOJCTBEHHOTO COBEIMIAHWA PaOOTHUKOB  IIJIAHOBO-
9KOHOMHMYECKOI'0 OTeNia 3aBoja «3Be3Aa», Ha KOTOPOM ObLT pacCMOTPEH BOIPOC O JTOCPOYHOM BBHIIOIHEHHN
IUIaHa 10 MPOM3BOJCTBY HOBeimux aeraneil. [lociae oOcyxaeHUs] MPOU3BOJICTBEHHOE COBEIIAHUE IMPHUHSIIO
pellleHre BBIOJIHUTE MJIaH Ha TPU JIHS paHblIe YCTAaHOBJIEHHOTO cpoka. OCTalbHON TEKCT M PEKBH3HUTHI yKa-
JKUTE CaMOCTOSITENBHO.

56



Tema 7
3aganme Ne 1

Cnyorcebubie nucbma

1. T'enepanshbiil nupexktop OO0 «Kapat» U. K. IBaHOB 22 HIOHS TEKYyIIEro rojia HampaBWI MHCbMO
Ne 04/43-57 na ums texamueckoro aupekropa OO0 «Jemo» H.E. Jlepuenko (rop. ampec: 236500 Cankr-
ITerepOypr, yn. K. Peuteesa, n. 56, ctp. 3). B mucbMe TOBOPUTCS 0 BO3MOXKHOCTH PeaTH3aIid KOMIIBIOTEPOB
M0 IOTOBOPHOH LIEHE W BO3MOKHOCTH MPUHSATHUS 3aKa30B Ha COCTABJICHHE MPOrpamMM. ABTOp MUCbMa BBIpa-
31 HAJEXy Ha YCIENIHOE, JOITOBPEMEHHOE COTPYIHUYECTBO. [IpOEKT muchMa MOArOTOBHIIA MEHEKEP
A. A. Ilerposa (ten. 123-56-78). [TuceMo moanucaHo reHepaabHbIM AUPeKTOpoM. Hemocraromnue peKBU3UThI
JIOTIOJTHUTE CAMOCTOSITENBHO.

2. CocraBbTe MUCHMO-3AIPOC M MHCHMO-OTBET cleayromero coaepxanus. Kommepueckuit aupexrop OO0
«Buzury, cnennann3upyromerocsi B 00JacTu U3y4eHUs CIIpoca Ha TypUCTUYECKUE YCIIYTH, S5 anpeis TeKyIIero
rofia ooparuics ¢ 3alpocoM K F'eHepaJbHOMY AUPEKTOPY TypuUcTHUYecKoro areHTcTBa «Ckazounslii Mup» K. 1.
Orenze 0 BO3MOXKHOCTH OpraHU3allMy TYPOB B CKaHIMHABCKHUE CTpaHBL. B mucbMe OBUTH 3aTPOHYTHI BOIPOCHI
CTOMMOCTH M MPOJOKUTEIBHOCTH CPOKOB TYPUCTHUECKUX MOE3I0K, BKIIOYasi TpaHC(ep, OpraHu3aluio MuTa-
HUSI, IPOBEICHUE SKCKYpCUH 1 apyrue yciyrd. OQHOBpEMEHHO B MHCbME CoJiepKajach Mpock0a 0 paccMoTpe-
HUH BOIIPOCA OPTaHU3aLMU MHINBUAYaIbHBIX TypoB B ABcTpanuio (Cunneit — 3onotoii beper). IIpoexT npuka-
3a Ne 45 / 34-04 noarorosuna B. U. Cepora (ten. 123-56-78), a moanucai B TOT ke JIeHb KOMMEPUYECKUH -
pexrop OO0 C. II. MapkuH.

2.1. B otBer Ha 3anpoc C. II. MapkuHa reHepaibHbIil TUPEKTOP TypUCTHUECKOH KoMnaHuu «CKa304HBIH
MUP» TOATBEPANT BO3MOKHOCTh OPraHM3allii TYPHCTHYECKUX TOE3JI0K B Ha3BaHHBIC CTpaHbl. B oTBeTHOM
nuckMe 15 ampens Ne 34/11-06 conepxanack mpockba k OO0 «Bu3uT» NpenocTaBUTh TOYHBIE CBEICHUS C
yKa3aHHEM KOJINYECTBa TPYIIL, CpoKa MpedbiBaHus B cTpaHe. [1o BceM MHTEpeCyOLUM BOIPOCaM PEKOMEHI0-
BaJIOCh 00paTHUThCs K oneparopy gupmsl A. JI. JlornHoBoii. [Tucemo-oTBeT moarorosmia A. A. MBanosa (Tei.
123-76-45), moanuican reHepanbHBIN AupeKTop. Hemocraroniie peKBU3UTHI MHCEM JOMOIHUTE CaMOCTOSTENb-
HO.

3. 3amectuTenp aupektopa 3aBoaa «Mzomut» B. JI. Uepnor 10 mas TekyIiero roga moArOTOBUI MPOEKT
nUchMa JIeKaHy 3KoHoMHueckoro ¢akynerera ['ocymapctBeHHOro yHuBepcutera ympasienusi C. C. I'a-
puioBoil. B muceMe copeprkaiach Ipock0a peKOMEHI0BAaTh CIELUATMCTOB U3 YHMCIIA BBITYCKHUKOB ITOCIIEIHUX
JICT BEYEPHErO W 3a04YHOI0 OTIEICHUN (PaKy/IbTeTa, UMEIOIIMX HEKOTOPBIN OIBIT paOdOThl B 001aCTH SKOHOMU-
KU TPOMBIIICHHBIX MPEIPUSTHN Ha JTOJDKHOCTSAX YKOHOMHCTOB M CTApIIMX 3KOHOMHUCTOB yrpasieHus. Tak-
e OBIIO BBICKA3aHO MOXeJIaHWE K NPETeHCHTaM Ha BaKaHTHBIE JOJDKHOCTH HOATOTOBUTH PE3IOME U MPHUCIIaTh
uX 1o (akcy B 3aBOJOYINpaBIeHHE. ABTOpP MHChMa BBIPA3WJI HAJIEKIY, YTO YHUBEPCUTET PACCMOTPHUT BOIIPOC
00 opraHuzanuy NPOM3BOACTBEHHON MPAKTHKH CTYJCHTOB SKOHOMHYECKOTO (haKylnbTeTa Ha 3aBOjE C MOCie-
JYIOIIUM HUX TpyaoycTtporcTtBoM. [InuceMo noamnucanHo 3am. aupekrtopa. [Ipoext nmucbma noarorosied H. U.
Ecunoii (ten. 123-45-67). OcTanbHble PEKBU3UTHI JOMOTHUTE CAMOCTOSITEIHHO.

3aganue Ne 2

2.1. CocraBbTe JICIIOBBIC MUChMA IS CJCAYIOIINX CUTYaIlnii:

Poccwuiickas pupma «MenTsl 1 Ko npurnanieHa smoHcKo# pupmoit «SKky/a3a» 1 aMepukaHCKOH KOMITaHHEH
The Best Cops Ha 03HAKOMHTENIBHYIO BBICTABKY OPYXXHS M aMyHULIMHU JUIS TIOJTUIIEHCKHX.

[Moce moceieHus BEICTAaBKH poccuiickas prpMa oTIpaBuiia michMa:

A. SInoHckol ¢pupme ¢ mpock00ii 0 mocTaBke MpoOHOW MapTHHA HyHYaKOB. PE3MHOBBIX METATENbHBIX 3BE370-
YeK U HOBBIX aPMHPOBAHHBIX IIEJIKOBBIX MOJIUIEHCKUX KYPTOK, CIOCOOHBIX BHIAEPKATh yIAap HOXKOM.

b. Amepukanckoit ¢pupme ¢ mpocb00i BbICIAaTh NAPTUIO TUTAHOBBIX HAPYYHUKOB.

SnoHckast pupma oTmpaBmiTa 3aKa3aHHYIO TApTHIO, POCCUHCKAs (pHpMa BBIpa3uiia yIAOBIETBOPEHHE TIO TIO-
BOJly Ka4ecTBa TOBapa.

AwmepukaHckas pupmMa OTIpaBuiIia HAPYYHUKH, HO POCCHICKasi KOMIIAHUS OCTAJIaCh HEIOBOJIBHA, TIOCKOJIBKY
BMECTO TUTAHOBBIX HAPYYHHKOB aMEPHKAHIIBI TIOCTABUJIIN ATIOMUHHUEBEIE.

2.2. Odopmute JenoBbIE TIHCHMa JUTS CIEAYIOIUX cUTyaruid. Onpenenure )KaHpOBbIe PA3HOBHIHOCTH 3THUX
MTHCEM.

A. 13.12.2010 B oduce MockoBckoil ToproBoii komnanuu «MHITOH» MPOHU30ILIEN CKAYOK HAPSDKEHHUS, B
pe3yibTaTe KOTOpOTo BBIILIA U3 CTPOS BCSl O(UCHAs TeXHUKA (12 KOMIBIOTEPOB, 3 MPUHTEPA, 2 KOMHUPOBATHHBIX
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anmapaTta, | XoIoAWIbHUK). BeI3BaHHbBIE TEXHUKU CYMEJH MOYMHHUTH TONBKO XOJIOAWIBHHK, OCTaJIbHOE 000pyI0-
BaHME HEOOXOANMO 3aKa3biBaTh. COCTaBbTE MUCHMO.

b. Ber kommepueckuii nupextop pupmel «BajxeHTrHa» 1O MpoJake KOCMETHUECKOH | map(IOMEpHOM mpo-
aykuud. Bam HeoOX0AMMO POBECTH peKIIaMHYI0 KoMIanuio. OgopMuTe MUCHMO IS AETOBBIX MAPTHEPOB.

B. Bl sBnsieTech BeAyIIMM CTIEUATMCTOM KHHKHOM SpPMapKH. COCTaBbTE NMUCHMO K YYaCTHHKAM sIpMapKu.
VYyacTtre B 3TOM sipMapKe MO3BOJIUT IIUPOKO MPEICTABUTh KHIKHYIO MPOIYKIIMIO TAPTHEPOB, MPOJATh 3KCIIOHA-
TBI CO CTEH/IOB, M3Y4YUTh OCOOCHHOCTH PBIHKA W 3aKJIIOUUTD BBITOJTHBIC CIICJIKH.

2.3. OtpepakTupyiiTe crenyIonye TEKCThI JeOBBIX MUCEM, COCTaBbTE 3TH MHChMa B COOTBETCTBUU C MPABU-
JIaMU COCTaBIJICHHS CITY>KEOHBIX JOKyMEHTOB.

Tekcr 1

00 «MebempripoM» ['enepanbHOMY TUPEKTOPY

V. Ceszucros, 34

Capartos, 432764, Poccus

Ten. (489-3) 39-87-98

dakc (489-3) 39-78-89

19.03.10 . Ne87/07-03
O nocTyIuieHny IpoAyKLUH.

YBaxaemslit Buktop I'eopruesny!

Coobmaem Bam o ToM, uTo Ha CKiIaa Hamed (GUPMBI TOCTYIIIIA HOBas NapTHs COBPEMEHHON MeOenH u3
SInonnu. Kax MMOCTOAHHOMY KIIMCHTY Halen (bI/IpMI)I noceutaeM Bam katajor ¢ HAMMEHOBAHUSIMH U CTOHMMO-
CTBIO NpoayKIMK. HaneeMcst Ha IEpCIEKTUBHOE COTPYAHUYECTBO.

C yBaxxeHuem,

Hupektop M. B. Jlebener
Tekcr 2

®dupma «CoTen-TeaeKom» PA «MUPI"OPO/I»

OTtaen MapKkeTHHTa Cowmoii A. I1.

r. C.-IleTepOypr

r. C.-Ilerepbypr, 654356 yi. JloctoeBckoro, 34

Hesckwii mpocnexT, 75 oduc 45

oduc 16

Ten. 1-45-67

Pexnamusiii mut «Cotem» Ha JBOpLOBOM MIo1agu

Hoporas Aunna IlerpoBHa!l
Hanmomuuaem Bam, uto 01.03.2010 muT ¢ pexiamoii Hamiel GUpMbI JOIDKEH OBITH YCTAHOBJIEH HA OTOBO-
perHoM Mecte ([{BopuoBas miomans). JleHbI' MBI IEPEBENHN €Ie HEeNeN0 Ha3aa U HajeeMmcs B Ommxaiiime
JHU YBUIETDH AOJITOXKIAHHYIO PEKIIaMy.

C yBaxkeHueM,
Menemxep ornena MmapkeTHHra « CoTen-TelneKkoM»

Mepunos A. O. MOAITNCH

Texer 3
00 «ODUC» ['enepansHOMY TUPEKTOPY
KpacHsiii mip., 41 ¢upmel «'PAD-CUB»
rop. YUwura, 123456, Poccus I1. B. Cepreesy

daxc: (456) 951-00-11

Ten.: (456) 951-00-15

02.02.2010r.

Ipo BeicTaBKy «COoBpeMEHHBIN OhHUCH

YBaxaewmsriii r-H [letp Bnagumuposny!
[Mpurnamaem Bac nocetuts BoicTaBKy «CoBpeMeHHBIH oQHC», KOTOpas MpoBoauThes komnanuein OO0
«ODUCY. BricraBka coctoutcs 5 deBpans B Jome KynpTyps um.Ukanosa (mpocnekt J[3epxkuHckoro,34 Ha
nepBoM 3taxe). Hagano BeictaBku B 10.00, npeanonoxxuTenbHas Ipoa0DKUTENbHOCTD — 6 4acoB.
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Ha BricTaBke OyneT mpencTaBiieHa COBpeMeHHas oUCHas TeXHUKA, MeOeb i odurca U pa3HOOOpa3HbIe
KaHIEISIPCKUAE TOBAphI. B manbHEHIIIeM BB CMOXETE 3aKa3aTh ceOe MOHPaBUBIIIMECS TOBAPHL. MPocuM Bac mo-
TBEPIUTH YUaCTHE B BBICTaBKE 10 4 eBpaiis cero ronaa. 3asiBKy HEOOX0IUMO BBICTIATh 10 (DaKcy.

[Ipunoxenue: 1. [Iporpamma BeicTaBku «COBpeMEHHBIN 0QHC) Ha

1. B 1 9K3.

2. katanor «TexHumgeckue cpeacTBa COBPEMEHHOTO JACITOIPON3BOCTBA» Ha S11. B 1 2K3.

I'. B. Kopues I'enepanbhsiii qupexrop OO0 «ODUCY

[Ilactuna Bepa KoHcTaHTHHOBHA

965-234

Ucnonneno: paxc Ne123-18 ot 03.02.2010
B nemo Ne 78/ 05

Tekct 4

000 «MAKPO+» Hupextopy ¢upmer «MCT»
Poccus, r. Mockga -92 I'puropweny I'. I1.
Yn.kocmudeckas, 12-0¢.35

Temn./ dpakc: 8-345-4563

[MNCbMO [TPUT'JTAIHEHUE

ot 12.03.03. 3A Ne 23

O mpurnameHny Ha MPE3eHTAlNI0 HOBBIX pa3padoToK Hameil GupMel

JIro6e3nsiii I'eopruii [letpoBuy!

[Mpurnamaem Bamy ¢upmy (u Bac B 4acTHOCTH) MOCETUTH MPE3CHTAMIO HOBEUIINX Pa3pa0dOTOK Hallei
(¢bupMbl. YBepeHsl, 4TO NMpeIoKeHHbIe BameMy BHUMaHUIO SKCIIOHAThI IPUBJIEKYT Balle BHUMaHUe U CTaHyT
00BEKTOM JalbHEHIIEro B3aMMOBBIMOAHOIO cOTpyaHHuecTBa. Ilocie mpeseHTanuu npenmnosaraercst OaHKeT,
TaK YTO HEMHOT'O €IIbTE Mepes1 MPUXOI0M.

C yBaxxeHuEM
Cexkpetaps Kinnuako M. C. MTO/IMTHCH
[IEYATH

2.4. Oopmure ciry:xeOHbIE MTUCbMA JJIS CIICAYIOUIUX CUTYaI[H.

CocTaBbTe MUCHMO-3aMPOC HA UMsI KOHKPETHON (PUPMBI Ha IPUOOpPETeHNE HEOOXOAMMOT0 YKCIa KOMIIbO-
TEpOB TI0 W3BECTHOM IIeHe. 3aTeM MOATBEPANTE MOMyUYeHHe, B IPYroM MTUChMe BBICKakuTe npeteH3un. [locne
pelleHHs BOIpoca MobIarojapuTe pyKoBOAUTENsT (GPUPMBI OCTABIUKA KOMIIBIOTEPOB. B cieayromieM nucbme
MIPUIJIACUTE PYKOBOJIUTENS (PUPMbI HA TIPE3CHTAIMIO HOBEHIIIMX pa3paO0TOK Balieii PUPMBbI U IPEUIOKUTE EMY
JANbHEIIee B3aUMOBBITOJJHOE COTPYAHUYIECTRBO

Ha ocHoBe mpe10’KeHHBIX CUTYaI[ii HEOOXOIUMO COCTABUTh Pa3JINYHbIC JOKYMEHTHI YIIPaBIICHHS.
Tema 8
IIpakTH4yeckoe 3aHsTHE
no aucuumInHe «/leaonponsBoacTeo»
nJg HanpasjaeHust noarorosku 09.03.03 Ilpukinagnas nagopmaTuka

Tema: JlokymeHTBI 10 THYHOMY cocTaBy. OdopmiieHHe JINYHBIX JOKYMEHTOB.

Heas padoThl: NpuoOpETEeHNE AIIEMEHTAPHBIX HABBIKOB, CBA3aHHBIX C BBOJAOM M PEIAKTHPOBAaHHEM TEK-
cToB gokymeHToB Ha [IK, Ha mpumMepe oQopMiIeHHS TOKYMEHTOB IO JIMYHOMY cOocTaBy. B mpouecce paboTh
HaJT HeOOJIBIITNM OJJHOCTPAHUYHBIM JOKYMEHTOM, COCTOSIIIMM M3 HECKOJBKHMX a03aleB TeKcTa u paboThI ¢ KO-
JOHTHUTYJIAMH, 3aKpelJIeHne 3HaHUH TpeOOBaHHH JCHCTBYIONIEH HOPMATUBHOHN JIOKYMEHTAIIUN K 0(pOpMIICHUIO

CJ'Iy>Ke6HBIX AOKYMCHTOB.

O0opynoBaHue: NepCOHAIBHBINA KOMITBIOTED, iporpamma Word.
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1. 3amyck ¥ HaCTpoOliKa peqaKTopa

1.1. 3amyck Microsoft Word

Urob6sr 3amyctuth Word, BbiOepuTe Ha ocHOBHOM dkpaHe Windows komannmy: Ilyck - mporpamma
Microsoft Word

Cpazy mocne 3amycka Word aBTOMarW4eckd co34aeT HOBBIM JOKyMeHT. [Ipexkne yeM HadaThb BBOI U
odopmMIIeHHE TEKCTa, pACCMOTPUM BOIIPOC O HacTpoiike okHa Word.

1.2. HacTpoiika oKHa peaaKkTopa

B oxne Word 10BOJIEHO MHOTO Pa3IMYHBIX 3JI€MEHTOB YIPaBICHHUS.

BonbmMHCTBO M3 HUX MOXKHO BKJIIOYATH/BBIKIIIOYATE. J{J1s1 yI0OHOH paboThI C JOKYMEHTOM JIOJIKHBI OBITH
BKJIIOUEHBI YaCTO UCTIOJIb3yEeMble KHOIIKH, TIOJIOCHI, MPOKPYTKH U JHHEHKa. HacTpoeHHbIE 0AMH pa3 mapaMeTphl
OKHa OyZIyT 3allOMHEHbI, IOATOMY KaKIbIil pa3 BaM HE NPUAETCS UX HacTpauBaThb. Bbl HOJDKHBI yMETh BKIIIO-
YaTh 3TH JIEMEHTHI YIIPABICHUS HA TOT CiIydyail, eciu KTo-HUOyab, HOpadOTaB Ha BallleM KOMIIBIOTEpE, U3Me-
HUT HaCTPOMKY OKHa PEJaKTopa.

Beinonnure cneayomue qeicTBUS:

1. Bribepure komanny Knonka Office — ITapamerpsr Word — Hacrpoiika. TToSBHTCS IHATOrOBOE OKHO CO
CIHMCKOM JOCTYIHBIX KOMaH[. Bribepure 1 106aBbTe YacTo MCIOIb3yeMble KHOIIKM Ha IMaHesb OBICTPOro 10C-
TyIa.

2. BrirounTe/oTKII0YMTE JIMHEHKY KOMaHaou Bua — Jluneiika.

3. BximrounTe 1 OTKIIFOUMTE TI0 TIOPSIIKY MOJIOCKH POKpyTKH KoMaHaoi Kaomka Office — [Tapamerpsr Word —
JIOTIOTHATEIBHO — DKpaH.

Tenepb HaZO yCTaHOBUTH MapaMeTphI, BIUSIIONINE Ha OTOOpakeHHe ToKyMeHTa B okHe Word. YcTaHnoBuM
UX B pacueTe Ha paboTy ¢ OOBIYHBIM JOKYMEHTOM, TakK, YTOOBI JOKyMEHT Ha dKpaHe ObUT MaKCHMaIbHO TTOXO0XK
Ha NEYaTHBIN Pe3yJIbTaT.

[Iponenaiite cnenyromee:

1. BKIIIOUHTE PEKUM OTOOPAXKEHHUS, MPUOTIKEHHBII K TIeUaTHOI KOMUH, BHIOpaB KoMaHxy Bug — Pasmer-
Ka CTPaHUIBIL.

2. B oxne «Macmtab j1eHTsl — Bua» ycranoBute macmTabd orodpakeHus Lo mmpuHe cTpaHUIIb.

3. Yb6emutech, 4YTO KHOMIKA OTOOpaKeHHS HENedaTaeMbIX CHMBOJIOB B Tpyrmie AO3ar neHTsHl | 1aBHas Ha-
XOAUTCS B HA’)KATOM COCTOSSHUH. Ecmm HCT, HAXKMUTEC €€. Bo BpEMs paGOTI)I C TOKYMCHTOM BbI JOJ’KHBI BUJICTH
MapKepbl a03alleB U IPYTHe CIIEIICUMBOIIBI — TaK YA00Hee OPOPMIISITh JOKYMEHT.

MNapaMeTpbl CTPpaHHLb 7=

Mana

1.3. HacTpoiika moJjeii cTpaHUIIBI
1) Mpuctynum k opopmiieruto (popmMaTupo-

Pazmep Gymark: BaHUIO) JIOKyMeHTa. Bo-mepBhIX, Hag0 yCTaHO-
A5 | BHUTH pa3Mmep monei ctpanutpl. [loms — ato Oe-
LWMpkHa: [t48m = Jble 00JIACTH € YeThIpeX CTOPOH CTPaHUIbI, Ha

= KOTOPBIX HET TeKCTa. TEeKCT pacnoiaraeTcst Mex-
BricoTa: 21 cm
Ly TIOJISIMMU.

Moaaqa Gymark o o
Jnst HacTpoiiku moselt BHIOEpUTE KOMaHIy

MepEad CTpaH L a: OCTaneHBIE CTRAHHUE!:
. At e et _Pasmetka crpanuipl — IlapameTpsr cTtpanuipl —
MoaaTHHE pynoHHOA ByMar MoAaTHHE pyIoHHOA GyMar . Tlonsa —HaCTpaI/IBaeMLIQ nois. B JAUAJIOTOBOM OK-
HE cJieaiiTe YeThIpe MO JIEBOe — paBHOE 1 CM,
E i HW)KHEE, BEpXHEe W NPaBOE — PaBHBIMH 2 CM H
paccTosiHue OT Kpast 10 BEpPXHETO KOJOHTHTYJIA —
Dpasew 1 cm (g M3MeHeHus: pa3Mepa IMoJisi MOXKHO Ha-
TIpHNMEHH Th: == JKUMaTh MBIIIBI0 MaJIeHbKHE KHOIIKH CO CTpedl-

[ Texyweny pazasny | ———— KaMH)

= 2) Ilepeiinute Ha Briagky Pasmep Oymaru
= (puc. 1.) n 3anaiite pasmep AS wiu mwmpuny 14,8
cM, BbIcOTy 21 cm.

MapameTpel NEYaTH. . . |

MNa yMongaHnH. . . I (], I OTHMEHAa I

Puc. 1. 3ananue pa3mepa cTpaHHUIIbI
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2. BBoa Tekcra.

2.1. 3ananue gopmaToB.

Korna BbI mpuoOperere HEKOTOPBIH onbIT padotsl ¢ WOrd, To cMoKeTe BBINOJHATH ONEpaliid BBOAA U
odopMIIeHHs TEKCTa B MPOU3BOILHOM Topsinke. Ceiuac, paboTas HaJ MEPBBIM JOKYMEHTOM, 3TH ACHCTBHS BB
Oyzete BBITONHATE 10 odepean. CHadana HabepeTe TEKCT JOKYMEHTa COTIIACHO HIKETPUBEACHHOMY 00pasiry,
a 3aTeM — 0o(pOpMUTE TEKCT.

B rpynne pudt nentsl [maBuas ycranoBute pasmep 12. B TekcTe noKyMeHTa, KOTOpBIN BBl OyaeTe Ha-
Oupath, MOMeUeHbI MecTa HakaTus kiapuii [Enter] u [Tab] (3t meTku, koHeuHO, HaOUpaTh HE HYXHO). Kia-
suma [Enter] ormedaer HOBbIN ab3all, mosToMy HH B Koem ciaydyae HE naxkumaiite Enter mocie kaxmaoi
CTPOKH — TOJIbKO B OTMEYEHHbIX MecTax. C oHO# cTpoku Ha apyryto Word Oynet nepeHOCUTh TeKCT aBTOMa-
tuaecku. HabGepute crnepyromuii Tekct (0OpaTuTe BHUMaHHE, YTO MOCIE 3HAKOB MPENUHAHKS TPOOeN CTaBUTh
HaJo0, a 10 3HAKOB IIPEIIMHAHUS — HE HAJIO).

Ji1st pacnosoKeHusl B BEPXHEM I10JI€ PEKBU3UTOB CIpaBa U ClieBa HEOOXOAMMO BCTaBUTH Tabnuiyy. Ha nu-
HeliKe MHCTPYMEHTOB BbIOepuTe BcTaBka — BeraBuTh Tabimily. YKakUTe KOJIMYECTBO CTPOK —l, KOJTMUYECTBO
cTob1oB —2. CeTKy TabnuIbl HEOOXOAMMO CKPBITH B pasene A03al — HeT rpaHHuIl.

IIpaBoe mosne TabauLbI 3aMIOTHIEM CIACAYIOIUMH PEKBU3UTAMHU:

HaumenoBanue cTpykTypHOro noapasaenetus (Otaen npoektuposanus Enter Enter)

Haumenoanue Buna nokymenra (IIPEJJCTABJIEHUE Enter Enter)

Hara nokymenTa (24.11.2013) Homep moxymenTa (Ne 32 Enter Enter)

Mecto cocraBienus nokymenTa (T. Benbck Enter Enter)

3aronoBok (O noompennu A.C.CmuproBa Enter Enter)

JleBoe momne 3anonHsrOT pekBu3uTOM anpecat (Jupekropy OOO «Crpoiinpoext» Enter B. B. PaTtHukoy
Enter)

[Mocne Tabnuiel opopmitsieM peKBU3ZUT TEKCT:

CwmupHoB Anekcannp Cemenosuu Enter

1974 rona poxnenust Enter

Oo0pa3oBanue — Briciiee Enter

JoixHocTh — nHxeHep Enter

Crax paboTs! B obmectse — 12 et Enter

OneHka NpOU3BOACTBEHHOM JEeSITENbHOCTH — BbICOKask Enter

MoTuB nootpenus — JocpovHas pazpadorka npoekra Enter

OcHoBanue — yTBepxIeHHbIH mpoekT «Conombanbckas ciodona» Enter

Bun noompenus — neHesxHoe BozHarpakaenue Enter Enter

[Tocne Texcra pacnonararoTcs peKBU3UTHI MOAINUCH U (€CIIN 3TO HEOOXOUMO ) BU3BI COTIIACOBAHMIA.

[Moanucey (HauansHuk oTnena, mecto mis auanoi noanucu, M. H. Kimvos Enter Enter)

2.2. UcnpaBieHue opporpaguueckux OMIHdoK

Word aBTOMaTH4ecku HieT B HaOupaemoM Tekcre opdorpaduueckue omuoOku. CoBa ¢ OmMMUOKaMH MOJI-
YEPKUBAIOTCS KPACHON BOIHHUCTOW 4epToi (3TO ciiy:keOHOe 0003HAUCHHE, IPU MEYaTH Ha MPUHTEPE dTa YepTra
HE BBIBOJUTCS). BbI TOIDKHBI 00paliaTh BHUMaHUE Ha BCE MOTUEPKHYTHIE clioBa. B TeopeTnyeckoM marepuale
BaM HEOOXOJMMO MPOYUTAThH MPO 3TO moapobHee. [Ipex e YeM mepeiT K CleayoieMy pas3ieny, yoeauTech,
YTO B BalI€EM TCKCTE HE OCTAJIOCH CJIOB, ITOJYEPKHYTBIX KaK OIINOOYHEIE.

2.3. CoxpaHeHHe 10KyMeHTa B (aiise.

Tenepsp, korga TeKCT HaOpaH U FOTOB K 0(OPMIICHHUIO, 11EIeCO00pa3HO COXPaHUTh ero B (aiine. Bribepure
Kuonka Office — CoxpaHuTb. BbI IOJKHBI IOMECTHT CBOIT (haiill JOKyMEHTA B NATIKY, 3aBEICHHYIO JUIsl Balleil
rpynmsl. Umst daiina Oyzer «Odunmansubiii JokymeHT-Pamumusi», Hanpumep, «OQUIHanbHbIA JOKYMEHT-
ITerpoBy». UTOOBI COXpaHHUTh JOKYMEHT, BHUMATEIHHO BIITOJHNATE CIEAYIONINE JeHCTBH:

1) Boiinute B manky cBoei rpymmnsl. J{jst 3TOro JBaskAbl MIEIKHUTE HA UMEHHU HAallKy B CIIUCKE C COACPKH-
MBIM TEKyIlled nanku. Eciu Bel HE BUIUTE MANKK CBOEH TPYIIIBL, IPOKPYTUTE COAEPKUMOE CIHCKa FOPU30H-
TaJbHOMN MOJI0COM MPOKpyTKH. [1ocie Toro, Kak Bl BOWIETE B HANKYy, yOSIUTECh, YTO €€ UM IOMAjI0 B CIIUCOK
HaBepxy OKHa BMecTO «Mou JOKYMEHTBI».

2) lllenkHuTe OOMH pa3 B CTPOKY C MMeHeM (aiiia u Habepute HykHOe uMs (aiina, Hanpumep (paMHUIHIO
HanumuTe cBoro): OpunuansHeIil JoKkymMeHT-11eTpos.

3) Haxxmure kHOnKy COXpaHHUTB.

4) Y6enureck, yTo Baie ums (aiisia mosBIUIOCH B CTpoke 3arosioBka \Word.
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Macwret: [T -] 3. OdopmiieHHE TOKYyMEHTA.

Mitepean:  [Paspexeri M T - 3.1. OdopmiieHHE TEKCTA JOKYMEHTA
_ 1) HIpugpmosoe oghopmnenue.
Crgwenve;  |Her ] e = Beiienure TEKCT, BBIMOAHUTE KOMaHay I iaBHas-
Mpudr — Times new Roman
™ KepHHHT ANA 3HIKOB pastepom: I E‘ O¥HIETOE K Gonee 2) 3adanue unmepeana Me.?fC()y CUMBONAMLUL

Briaenure TekCT, BBINOIHUTE KOMaHAy ['1aBHas —
_LIpudT oTKpOiiTe ¢ MOMOLIBIO CTPENKH B HIKHEM
MIPaBOM YTIIy IHAJOrOBOE€ OKHO 3aJaHHUS MapaMeTpOB
mpudTa, nepeiante Ha BKIaaky WMHtepBan. 3amaiite
UHTEpBaJI pa3pexeHHbId Ha 1 0T (puc. 2).
3) Buipasnusanue abzayes.
IToctaBeTe Kypcop B cTpoky ¢ ®HO u cooTBEeTCT-
BYIOILIEH KHOIKOU B rpymme 1 naBHas — AG3an BBIPOB-
T T e, 0 AT e i AR (T ) el T ) G e HSWTE ee 110 NPaBOMYy Kparo.

BrigenuTe TEKCT U BBIPOBHANTE MO BCEU MIMPUHE
M YMONYaHKKD. .. | O I DTMEHA |

TOJISL JIUCTA.
Puc. 2. 3aianue HHTEpBaIa MEX/Ty CUMBOJIAMH 4) Hacmpoiika omcmynos nociie abzayes.

B nmokymeHTax BBl MOXKETE 3aMETHUTb, YTO MEXIY
Afsan 21X} HekoTOpBIMH a03amamu €CTh IyCTOE IPOCTPAHCTBO.
DTH MPOMEKYTKA MOXKHO OBLJIO C/ICNATh MPH MOMOIIN
MyCTBIX CTPOK — HakuMmas juiinuii pas [Enter] npu

e IOEHDBHDIJI TekcT v BBOJIE TEKCTa. DTOT croco0d HEyZoOeH TeM, 4TO pas-
Mep IPOMEXKYTKa, eCli MoTpedyeTcs, OyAeT TOBOIBHO

Ofipazew,

IIpe gmosEenne mo HegFwEumocTH B 2006 1.

OTCTYTel M MHTEPBANE! | MONCXEHME HA CTREHULE |

BEIPSEHMESHME:

orcryn

. 6 Y CJIOKHO MU3MEHUTh — KayKAbIH MPUAETCS MEHSTh O OT-
Cheea: o MepEaA CTpoka; Ha:
JEeIbHOCTH. Y10o0Hee caenaTb OTCTYIBI C IOMOILBIO
Y Y o
epzea: Sl |(HET) j | 2 CIELUATIbHOrO cBOMcTBa ab3ama — VHTepBanm mocie

nin UnTtepBan nepen. Beibepure xomanay ['maBHas —
.A6zan. OTKpoHTEe IUATOrOBOE OKHO C MOMOIIBIO

VHTEpEEN

MEpER: oo VEXAYCTODUHEIT:  3HANBHHE: crpenku. [1oaBUTCS OKHO CO CBOMCTBAMU BBIIEICHHBIX
Mocre: om A IOAMHaprM j | & a03aneB (puc. 3). YcraHoBuTe CBOWCTBO HMHTepBan
nocyie paBHbIM 6 T U MHTEpBaN nepen paBHbIM 6 TT.

(OBpazey Jst nByx Gonpiux ab3ameB HeOOXOIUMO YCTaHOBUTH

OTCTYI JUI1 KPACHOHM CTpOKH. [l 9TOro craBuM Kyp-
cop B a03all ¥ B JUAIOrOBOM OKHe [1aBHag —A03alg
yctanaBnuBaeM [lepBas ctpoka Ha 1,25 cm.
IMpoBepbTe, MOMEIAETCS JIM Tenepb BeCh JIOKY-
MEHT Ha OJIHy cTpaHully. Ecinu Her, To ynamure olHy
WJIM HECKOJIBKO ITYCTBIX CTPOK B BEPXHEUW 4acTH TEK-

TabynAauma. . | Ok | OTMEHa | cTa.

Puc. 3. OxHoO cBoiicTB ab3ana 5) Ogpopmnenue cnucka
Ecmu B TekcTe OyneT ykazaH CIHCOK, TO BBIJCIUTE
NepevrCIICHHBIE AIEMEHTBI, KOTOpPBIE HaJJ0 0(DOPMUTD B BHJIE CITUCKA.

Ilocne BbIIENeHHs STHX ab3aues BeiOepuTe KOMaHIy I naBHas — AG3all, MEIKHUTE Ha KHOIKe Mapkepsl i
BBIOEPUTE MOAXOASIIMA TUIT CITUCKA MM KoMaH10i OnpeeinTh HOBBIH THIT MapKepa 3aaiiTe qpyroe oQopm-
JIEHHE CIIMCKA.

6) IIposepka pe3ynomama

CpaBHHBATbh CBOM JJOKYMEHT ¢ 00pa3loM yIOOHO B PEXHUME HpedsapumensHo20 npocmMompa nepeo neua-
moio. BBITTOIHATE TEWCTBUS:

1, Beibepure komanay Kuomnka Office — ITeuats — I[TpeiBapHTe IbHBI TPOCMOTP.

2. B rpynne Macmrab kHONKo# ycraHoBUTe MaciuTad OHa cTpaHua.

3. llenukom JIeBOH KHOIIKY MBIIITH HA CTPAHHIIE BB MOXKETE TIEPEKIIFOYaTh MaciiTad MeX/y yBeIHUeHHBIM
¥ HOpMaJbHBIM BapuaHTamu. [locMoTpuTe Ha pa3nuyHble MecTa nokymeHTa. OOpaTtuTe BHUMAaHWE, YTO HEle-
yaTaeMble CHMBOJIbI HE BUIHBIL.

0 TRE 3t
YT,
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4.. Haxxmure KHOIIKY 3aKpI>ITI> OKHO MNPEABAPUTCIBHOTO MPOCMOTpPA Ha JICHTC MJid BbIXOAAa M3 PCKUMaA
MpEABAPUTCIBLHOTO IPOCMOTPA.

3.2. PaGoTa ¢ KOJOHTUTYJIOM
Co3pnaiiTe Ha CTpaHUIIE KOJOHTUTYJ B TOYHOM COOTBETCTBUH C 00Pa3LIOM, MPEACTABICHHBIM Ha puc. 4.

1 NabopaTopHBIA NPaKTHEY M
MO
faTacoznaHua

Puc. 4. OGpazer; BepxXHET0 KOJIOHTHUTYJIA

Jlnst sToro BeIGepuTe KoMaHay Bceraka — KomouTuTyiisl — Bepxuuii konontutyn. BeiGepute odopmie-
HUE. B 3TOT KONOHTHUTYN MOXXKHO BCTaBHTH M3 (aiila pUCYHOK M C TIOMOIINBI0O ABTOTEKCTa 3aHECHTE HOMEP
CTPaHUIIBI, MM BaIIeTO JOKYMEHTa, ATy er0 CO3[aHMUsA, a TaKKe BIUIINTE CBOIO (DaMIIIHAIO, IMSI M OTYECTBO.
Brecennyro nHdpopManuo oThopMaTUpYHTe CIEAYIOMNUM 00pa3oM: HyMEpalHio CTPaHUI] - O LEHTPY; UMs
JIOKYMEHTa, 1aTy W (paMUIIHIO — IO MIPaBOMY Kparo; Ha BCIO MH(OPMAIUIO YCTAHOBUTH HAUEpPTaHHE IMIPUQPTA U
I[BETa COTJIACHO 00pa3Ily Ha puc. 4.

CamocTosiTeJIbHOE 3a1aHNe

1. Co3paiite TexcToBbIi HokyMeHT ([Iprka3 mo TMYHOMY COCTaBy O IMOOUIPEHUH, HA OCHOBE BHINIIEYKa3aH-
HOTO TIPE/ICTABICHNUS).

2. 3anaiite pasmep aucta A4. [lomns: BepxHee, HIXKHEE, IeBoe — 2,3 ¢M, ITpaBoe —1 cM.

3. OrdopmartupyiTe TEKCT Tak, YTOOBI IOKA3aTh U3YYEHHBIE BaMU CTIIOCOOBI (DOpMATHPOBaHUS a03aIeB U
mpu(TOB.

4. Co3naiiTe HKHUM KOJOHTUTYI HA CTPAaHUIlE, B KOTOPBIN BCTaBbTE U3 aBTOTEKCTA KOJIOHTHUTYJIa HOMEpa
CTpaHML, 1aTy CO3/1aHMsI JOKYMEHTA U PUCYHOK, BBIPE3aHHBIM U3 ITAHEIN UHCTPYMEHTOB KOJIOHTUTYJIA. [Ipouns-
BeCTH ()OPMATUPOBAHNE BCTABICHHON MH(OPMALIUU B COOTBETCTBHU C 00pa3LoM, IPEACTABICHHBIM Ha puc. 3.

1 NabopaTopHBIA MPaHTHEY M
DHUO
MaTacozgaHya

Puc. 5. O6pa3zen HIKHETO KOJIOHTUTYIIA

OC Ne 5. TemaTruka J1 HTOrOBOM KOHTPOJIbHOM padoThI
1o AMCIHILINHE «/le10npou3BoOACTBO»

1. bnanku JOKyMEHTOB MpeanpusTHid (00K, THCbMa, KOHKPETHOTO BUIa IOKYMEHTA, IPOIOJIbHBIH, Y-
JIOBOH, crienuaibHbIi). @opMyisap-obpasel JoKyMeHTa.

2. CTpyKTypa M IITaTHAsl YUCIEHHOCTb, ITATHOE PACIMCAHKE, IPUKA3 O BHECCHUH U3MEHEHHUH B ILTATHOE
pacnmcaHue.

3. [opsmok odopmileHHsT TPUKA30B IO JIMYHOMY cocTaBy. O0pasiipl GOpMYIHPOBOK MPHUKA30B IO JIMYHO-
My COCTaBYy.

4. TpynoBas kHmxKa: ohopmiieHre U Bejenne. O0pasisl GOpMYIMPOBOK 3allUceld B TPYIOBYIO KHHUKKY.

5. JIuCTOK 1O y4eTy KaJpoB, pe3toMe, aHKeTa.

6. [Iporokoi. @OpMbI OIHOTO U KPATKOTO MPOTOKOJIA.

7. BHewnsist nepenucka. GakcuMunbHble COOOLICHUSI.

8. Cnpagka. PasHoBugHOCTH cripaBok. OcoOeHHOCTH 0(OpMIIEHHSI CIIPABOK: C MeCTa PabOThI, O HATHYNH
MaTepHajoB Ha CKIaje, O IpoJieslaHHOM padore.

9. Odopmienne TpyAOBBIX JOTOBOPOB.

10. OdopmiieHHE JOTOBOPOB O TBOPUYECKOM COTPYIHHUYESCTBE.

11. OdopmieHne TOrOBOPOB KYILTH-TIPOIAKH.

12. HomeHknaTypa e, NOPsIOK e COrIacoBaHus U yTBepxkaAeHus. [IpoekT HOMEHKIIATypbI Jell.
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13. Peructpauusi 1OKyMeHTOB, (GOPMBI PETUCTPALMOHHBIX KYPHAJIOB U KapToueK. [lepeyeHb TOKyMEHTOB
HE TOJUIeXAINX PErucTpalyy.

14. Axt. Pa3zHOBHIHOCTH akTOB. OOpPAa3Ilhl aKTOB C YTIIOBBIM U MTPOIOJIEHBIM PACIIONOKEHHEM PEKBH3UTAM.

15. O6paboTKa MOCTYMAINX JOKYMEHTOB. biok-cxema paboThI ¢ BXOIAIINMHA JOKYMEHTAMHU.

16. O6paboTka OTHpaBIIEMBIX JOKYMEHTOB. biioK-cxema paboThl ¢ HCXOIAMINME JOKYMEHTaMH.

17. Jlemo, IOPSIIOK €T0 3aBEIEeHUS B ACIONPON3BOICTBE opranu3anuu. Oo0moxka neina. PopMupoBaHue U
XpaHEHUe JIeN B TeKyIeH padboTe.

18. ®opmupoBanue ey ¥ MOATOTOBKA JIEN K C/1a4ye B BEIOMCTBEHHBIH apXHUB.

19. ABTOMaTH3MpOBaHHAs SJIEKTPOHHAs (hopMa perucTpanuy T0KyMEHTOB.

20. ABTOMaTH3MPOBAHHBIH KOHTPOJIb UCTIOTHEHHS TOKYMEHTOB.

21. Topsimok mepenadu TOKYMEHTOB B BEIOMCTBEHHBIH apxuB. ONHCH 1.

22. TpeboBaHus, NPEABIBIAEMBIC K TEKCTAM JOKYMEHTOB.

23. JIOKyMEeHTBHI 10 JITYHOMY COCTaBY: aBTOOHMOTpadus, XapaKTepUCTHKA, 3asBICHUE U IP.

24. Ocobennoctu opopmienus 3asBieHnin. Ciry>keOHas1, MOKIaIHas U 00bSICHUTEIbHAS 3AIMACKH.

25. TpeboBanus k oopmicHuo YcraBo u [lomoxkeHuit opraHu3aIyii.

26. [Iprka3 mo OCHOBHOM AeATeNLHOCTH. BhINuCKa U3 MprKasa 10 OCHOBHOM JESATEILHOCTH.

27. PactiopspkeHUs, TOPAIOK UX 0(hOPMIICHHS.

28. Odopmiienue [Tocranorienuii u Pernenuii.

29. Cnyxe0Hbie ucbMa. OCOOSHHOCTH 0(OPMIICHHUS CONTPOBOAMTEIBHBIX MTUCEM U MTUCEM-TIPUTIIAIICHUM,

30. Ciryxe0HbIe TIcEMa. OcoOeHHOCTH 0hopMIIeHNsT HH()POPMAIIMOHHBIX U PEKIIAMHBIX ITHCEM.

31. Ciyxe0HbIe TIchMa. OcOOEHHOCTH 0(OPMIICHHUS TIICEM- H3BEIICHNH U MHCEM-TIOATBEP K ICHUH.

32. CnyxeOHble nuchbma. OcobeHHOCTH 0(hOpMIICHUSI TUCEM-HATIOMUHAHNN W THCEeM-TIPETCH3UH.

33. Ilopsmox KOMaHANPOBAHKS COTPYAHNUKOB. OhopMiIeHHE JOKYMEHTAUH IO KOMaHINPOBAHUIO.

34. IloarotoBka 1 00OCITy’)KWBaHUE COBEIIAHUN, COOpaHMiA, KOH(pEPEHITHI.

35. Opranuzanus 1 JOKyMEHTHPOBaHKE PaOOTHI ¢ OOPALICHUSIME TPaKIaH.

36. Tunosast, npuMepHast, THIUBHyalbHasl H CBOJHAS HOMEHKIATYPHI JICII.

37. Onucu Jen 1Mo ITMYHOMY COCTaBY, € BPEMEHHOTO XPaHEeHUS, JeJ JUTUTEIBHOTO XpaHEeHHs, e OCTO-
STHHOI'O XpaHCHU.

38. DkcnepTu3a HeHHOCTH JOKYMEHTOB. PaboTa SKCcrepTHOM KOMHCCHU OpraHU3allHH.

39. KoHTpoah HCTIOTTHEHMS JOKYMEHTOB, €TI0 BUIBI H CIIOCOOBI OpraHU3aIii.

40. Iopsgok opopmiteHUs TaOJIHUIL B CITYy)KEOHBIX JOKYMEHTAaX.

OC Ne 6. IlepeyeHb BONIPOCOB K IK3aMeHY
10 AUCHHUILINHE «/e10npon3BoACTBOY

1. [Tonsitne nokymenta. Bujpl u knaccubukanms yrnpabieHYECKHX JOKYMEHTOB.

2. 3aymaun 1 GYHKIHMHA CITYKO JETOIPOU3BOICTBRA.

3. Ucropust pa3BUTHS CUCTEMBI JEIONPOU3BOICTBA.

4. OcHOBHBIE 3aKOHOJATENbHBIE, HOPMATHBHO-METOINYECKHE JOKYMEHTH B cepe JOKYMEHTAIIHOHHOTO
obecnieuenus ynpasnenus (Xapakrepuctuka I'OCT P 6.30 - 2003 «YHupUUUPOBaHHBIE CUCTEMbI JOKYMEHTa-
mud. YHUGHUIUPOBAaHHAs CHCTEMa OpraHU3alMOHHO-PACTIOPAOUTEIbHON JOKyMeHTauuu. TpeOoBaHus K
0(OPMIICHHUIO JOKYMEHTOBY).

5. YHu(UKaMs ¥ cTaHIapTH3AMNS JOKYMEHTAIIUH.

6. OcHoBHbIe TpeOOBaHUs K cocTaBieHNIO U oopmiieHnio fokymenToB. (I'OCT P 6.30 - 2003).Kparkas
XapaKTepUCTHKA.

7. IonsiTue pexBu3nTa JoKyMeHTa. TpeboBaHus, MpebsBIsieMble K 0(OPMIICHUIO PEKBU3UTOB.

8. TpeboBanue k O1aHKaM JOKYMEHTOB.

9. TpeOoBaHue K CTUITIO IEIOBBIX JJOKYMEHTOB.

10. OcobeHHOCTH OQOPMIICHUSI PEKBH3UTOB: OTMETKA O HAJMYWH TPUIOKEHHH, HAMEHOBaHUE OpraHu3a-
UM - aBTOpa JJOKYMEHTa, TPU{} COrIacoBaHUs JOKYMEHTA.

11. OcobennocT 0popMIICHHUS PEKBU3UTOB: 3MOJIeMa OpraHU3aluu, TOAMUCh, OTTUCK MEYaTH.

12. OcobGenHoCcTH OQOPMIICHHUSI PEKBU3UTOB: Ha3BaHME BHJIA IOKYMEHTA, J]aTa, PETUCTPAIIMOHHBIA HOMED
JIOKYMEHTA.

13. OcobennocTr 0pOpMIIEHHSI PEKBU3UTOB: CChUIKA HA PETUCTPALIMOHHBIA HOMEP U JaTy JAOKYMEHTa, 3a-
TOJIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHHE U H3JIaHHUE JIOKYMEHTA.

14. OcobenHocTH OGOpPMIICHHS PEKBH3UTOB: aJpecar, Pe30JIIOLMs, OTMETKa O HAJIMYUM MPHIIOKSHHIH,
CIpaBOYHBIE JaHHBIE 00 OpraHU3alHH.
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15. Ha3zHaueHue 1 cOCTaB OpraHU3alIOHHO-TIPABOBON JOKYMEHTALIMH.

16. MHCTpYKIMHK: BUBI, COCTAB COJIEPKATEIEHON YacTH, 0()OpMIICHHE PEKBU3UTOB.

17. YcraB, MoJ0XKeHUE: COCTAB COACPKATEITHHON YacTH, 0(OPMIICHUEPEKBU3UTOB.

18. OcoOeHHOCTH MOATOTOBKY U HAMUCAHUS PACTIOPSUTENBHBIX TOKYMEHTOB (0OopMIICHHE JTHOO0TO J10-
KyMEHTa [0 BHIOOPY CTyZEHTa).

19 IIpuka3z, BeIUCKA U3 NPUKa3a: OCOOCHHOCTH MOATOTOBKH, 0OPMIICHHSI PEKBU3UTOB (IpUMep 0popM-
JICHUS).

20. Cnenudurika ohopMIICHUS PACIIOPSHKCHUM, peleHuH (IpuMepohOopMIIeHH).

21. XapakTepuctuka WHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. TpeboBanus k ohopmiieHUIO (0popm-
JIeHHe JF000T0 JOKyMEHTa 10 BEIOOpPY CTYIEHTA).

22. TIpoTokom: BUIIBI, COCTAB COAEP)KATEIBHOMN YacTh, PeKBU3UTHI (IpuMep opOpPMIICHHUS TIPOTOKOIA).

23. AKT: cocTaB COAEPKaTEIBHOMN YacTH, PEKBU3UTOB (puMep 0QOpMIICHHS).

24. CnpaBka: 0COOCHHOCTH COCTaBIICHUS, O(OPMIICHHUS PEKBU3UTOB.

25. OOBsIcHUTENIbHAS, JOK/IAIHAS 3aUCKH: 0COOEHHOCTH COCTaBJICHHUS, O(OPMIICHUS PEKBU3UTOB (pUMe-
pBI ohopMITCHHS ).

26. CocTaB W Ha3Ha4YeHUE CIy»)eOHOU (NestoBoM) mepenvicku. Kiaccudukanus JOKyMEHTOB, COCTABIISIO-
HIUX [IEPENHCKY.

27. IlpaBuna u TpeOOBaHUS K JIENIOBOMY MUChbMY. Bunel mucem. Crienuduka HanmicaHusl BCTYIHTEIBHON 1
3aKIIIOYUTENFHON YacTu (mpuMep oopMIIeHus 10 BEIOOPY CTYACHTA).

28. IluceMo (MHUIMATHBHOE, WHPOPMAIIOHHOE): OCOOEHHOCTH COCTaBIIEHUS, OPOPMIICHUSI PEKBU3UTOB
(mpumep odopmiteHus).

29. OcoO6eHHOCTH TOTOTOBKH JOKYMEHTOB I10 INYHOMY COCTaBY MPEITPHUATHS.

30. TpynoBoO#i TOTOBOP: COCTaB COACPKATEIBLHON YacTH, 0()OPMIICHHUE PEKBU3UTOB.

31. [pukasbl M0 TMYHOMY COCTaBY: OCOOCHHOCTH MO OTOBKH, OPOPMIICHE PEKBU3UTOB.

32. JInunbie mokyMeHThl. OCOOCHHOCTH HAIIMCAHUS 3asBICHHUS.

METOAUYECKHUE MATEPUAJIBI, ONNPEAEIAIOIIAE TPOUEAYPY OHEHUBAHUS
3HAHUH, YMEHUU, HABBIKOB 1 (1JI1N) OIIbITA JEATEJIBHOCTH,
XAPAKTEPU3YIOHIUX OTAIIBI ®OPMUPOBAHUA KOMIIETEHLIUU

Pesynbrarom npoBepku KOMIIECTSHIIMN Ha Pa3HBIX 3Tanax (OpMHUPOBAHUS, TIOJYYCHHBIX CTYICHTOM B XOJIE
OCBOCHHMS TaHHON TUMCIUIIINHEI, SIBJISETCS OLIEHKA, BEICTABIISIEMAs 110 5-TH OQJILHOMN IIKAJIE B COOTBETCTBHH CO

CIEIYIOIMMU KPUTEPUIMHU:

1. JInst yCTHOTO WJIM MECHMEHHOT0 0TBETA HA IK3aMeHe

1. [TonHOTa ¥ IPABUIBHOCTH OTBETA;

2. CTenieHb OCO3HAHHOCTHY M IOHWMAaHUS U3YYEHHOTO MaTepuara,
3. SI3pikOBOE OpopMITEHHE OTBETA.

IlIkasia oneHUBaHHUSs IToxa3zaTenu

5 («OTIIMYHOY) 1. Matepuan W3M0KeH TOJHO, JIaHbl MPaBUIbHBIC OMPEACIEHUS OCHOBHBIX
TIOHSITHI;

2.00Hapy»eHO MMOHMMaHUE MaTepHhaia, CTYAEHT OOOCHOBBIBAET CBOU CYXK-
JICHUSI, IPUMEHSIECT 3HaHUS Ha TPaKTHUKE, IPUBOINUT MIPUMEPHI HE TOJIBKO U3 y4ueo-
HHKA, HO U CAMOCTOSITEIBHO CPOPMYIUPOBAHHEIC,

3.Matepuan H3JI0KEH TOCIEAOBATEIFHO U TPAMOTHO C TOYKH 3PEHUS HOPM
JINTEPATYPHOTO sI3bIKA

4 («xopomioy) OTBET YIOBJIETBOPSET TEM K& TPEOOBAHUSIM, YTO U JJIT OTMETKHU 5 («OTJINY-
HOY»), HO CTYAEHT IomycKaeT 1-2 OmuOKH, KOTOphIe CIIOCOOCH MCIPABUTh, U 1-2
HeJo4YeTa B MOCIIEOBATEIIFHOCTH U SI3bIKOBOM O(OPMIICHUH H3JIaracMOro MaTe-
puana

3 («yIOBIIETBOPUTENHHOY) CryzaeHT oOHapyKMBaeT 3HAHWE W TIOHUMAHUE OCHOBHBIX IOJIOKCHHUH JTaH-
HOH TEMBI, HO:

1. MaTepual U3J0KEeH HEMOJHO, AOMYIICHB HETOYHOCTH B ONPEACICHHUN M0~
HATHHA WK B QOPMYJIUPOBKAX MTPABHI,

2. HE yMeeT JO0CTAaTOYHO TIyOOKO M JI0Ka3aTelbHO 00OCHOBATH CBOU CYXKIIEe-
HUS ¥ IPUBOJUTH TPHUMEPEI;

3. W3maraeT mMarepuas HemoCIeIOBATEIbHO U JOIMYCKACT ONIMOKH B SI3BIKO-
BOM 0()OpMIICHHH OTBETA
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IIxana oueHuBaHusi Iloxa3zaTenu

2 («HEYIOBIETBOPUTEIHEHOY) CrynenTt oOHapyXuBaeT He3HaHHE OOJbLIEH YacTH OTBETa COOTBETCTBYIO-
LIEro BOIpOCa, JONMYCKaeT OUIMOKH B (DOPMYJIMPOBKE OIPEICICHUH W NpaBHII,
HCKaXAIOIINe UX CMBICII, HETIOCIEI0BATEIbHO U HEYBEPEHHO H3JIaraeT MaTepual

Iopsaok mpoBeaeHHUsT IK3AMEHOB U 324€TOB

1. YUncno 3K3aMEHOB U 3a4€TOB, BHIHOCHMBIX Ha K&XKIYIO CECCUIO, ONPEACISIETCS] YIeOHBIM ITaHOM.

2. DK3aMEHBl M 3a4€Thl IPUHUMAIOTCS MIPENOJaBaTeNIIMU, KOTOPHIM Pa3pelIeH0 B COOTBETCTBUH C JACHCT-
BYIOIIUMH TIOJIOKEHUSIMH YTEHHE JCKLIUH.

3. 3a4eTsl M 3K3aMEHBI MPUHUMAIOTCS PENOIABATEIISIMH, ITPOBOANBIINMH IIPAKTHYECKHE (CEMUHAPCKHUE,
nabopaTopHbIe) 3aHATHS B JAHHOU IPYIIE WIK YUTAIOLMIMMU JICKIIUH [0 JaHHOMY KypCy.

4. 3adeThl IO NPAKTUYCCKUM M JTA0OPaTOPHBEIM pabd0TaM MPUHMMAIOTCS 0 Mepe UX BEIMONHEHUs. 1o oT-
JENBHBIM TUCHUTUIMHAM 3a4€Thl MOTYT IPOBOJUTHCS B BUJIE KOHTPOJIBHBIX paOOT Ha MPAKTUYECKUX 3aHATHSIX.

5. Ilpu siBKe Ha SK3aMeHbI M 3a4€Thl CTYICHTHI 003aHbI UMETh IIPU ce0e CTyIeHUECKUi OUIIET U 3a4ETHYIO
KHW)KKY, KOTOPBIE OHH TIPEABSBISIOT 3K3aMEHATOPY B Hadaje IK3aMeHa.

6. ®opma mpoBeneHNs IK3aMeHa (YCTHO, MMCBbMEHHO, TECTUPOBAHKE U T. I1.) M TOPSIOK €0 OpraHU3aIiN
(mporpamma 3K3aMeHa, K3aMEHAILIMOHHbBIE BOMPOCHI U OMJIETHI U T. I.) YCTaHABIMBAETCS COOTBETCTBYIOILEH
Kadeapol IO MPeUIOKEHHUIO FK3aMeHaTopa.

7. 9K3aMCHaTOp HUMECT IpaBO 3aJaBaTh CTYACHTaAM OOIOJHUTCIIBHBIC BOIIPOCHI, @ TAKIKE JaBaTh 3aJa4u U
MIPUMEPHI B IIpefieiaX yueOHOU IporpaMMbl TaHHOH JUCIUILIMHEIL.

8. Bo Bpems 3K3aMeHa CTYACHTHI MOTYT C Pa3pelIeHUs] dK3aMEHATOpa M0JIb30BaThCs HATJISAIHBIMU TIOCO-
OMsAMU M CPAaBOYHOM JIUTEPATYPOH, a TAKKE YUEOHBIMH IPOTrPaMMaMH.

9. YcneBaeMoCTh CTYAECHTOB ONPEACISCTCS OLEHKAMH «OTIMYHO», «XOPOLIO», «yIOBIETBOPUTEIHHO,
«HEYIOBJIETBOPUTEILHO». [10JI0XKHUTENbHBIE OLICHKH 3aHOCATCSI B 9K3aMEHALMOHHYIO BEJOMOCTh U 3a4ETHYIO
KHW)KKY, HEYJIOBICTBOPUTEIBHBIE OLEHKH MPOCTABISIOTCS TOJIBKO B SK3aMEHAIIMOHHOW BegoMocTH. B 3adet-
HOM KHIDKKE TaKXKE YKa3bIBACTCS TPYAOSMKOCTh CaBacMOM TUCITUILIMHEL.

10. HesiBka Ha 3K3aMEH OTMEYaeTcs B 9K3aMEHAIIMOHHOW BEIOMOCTHU CJIOBAMH «HE SIBUJICS» M 3aBEPSIETCS
NOJMNMCHIO 9K3aMeHaTopa. HesBka Ha sk3aMeH 0e3 yBaKUTEIbHOM MPUYUHBI 3aCUUTHIBACTCS CTYJCHTY KaK He-
YIIOBJIETBOPUTEIIbHAS OLICHKA.

11. Pe3ynbpTaThl cjaun 3a4€TOB OIEHUBAIOTCS OTMETKON «3aUTEHO», «HE 3a4TeHO». 3a4eThl ¢ nuddepeH-
UPOBAHHBIMU OIICHKaMU («3a4TeHo (5)», «3auTeHo (4)», «3a4TeHo (3)», «He 3a4TCHOY).

2. Jlast TecTUpOBaHUSI

OHeHKa BBITIOJTHCHUS TECTOBBIX 3aHaHHﬁ PACCUYMTHIBACTCS B CICAYIOIIEM IIPOLICHTHOM COOTHOIICHMM

IIkajia oeHUBaHHSA Iloxa3zatean
5 («OTJIMIHOY) 90-100 %
4 («xopomioy) 75-89 %
3 («yIOBJICTBOPUTEIHHOY) 60-74 %
2 («HEYOBICTBOPHUTEIHEHO) MeHee 59 %

HOpﬂZ]OK NMpPpOBEACHUSA TECTUPOBAHUS

Tect — 310 MpocTeiimas Gopma TUCEMEHHOTO KOHTPOJIsI, HAIIPABJICHHAs Ha IPOBEPKY BIIAJCHUS TEPMHUHO-
JIOTHYECKUM aNIapaToM, COBPEMEHHBIMH HH(OPMAIMOHHBIMH TEXHOJIOTHSIMA W KOHKPETHBIMH 3HAHHSMHU B
obmacty (hyHJaMEHTAIILHBIX M MPUKIAIHBIX JUCITUTLTUH.

Lenpto TecTupoBaHMs ABJSIETCS OLIEHKA KAaueCcTBa OOyUEHHs Ha Pa3IMYHBIX ATarax OCBOSHHs 0Opa3oBa-
TEJILHOW MPOrpaMMbl U YPOBHS IMOATOTOBKH OO0YYAaOLIMXCSl HA COOTBETCTBHE TPeOOBaHUIM (eiepaibHOro ro-
CYAapCTBEHHOT0 00pa30BaTEIbHOTO CTaHAApTa M 00pa30BaTeIbHON MporpaMMsel. TecTHpoBaHUE HE HCKITIOYAeT
U HE 3aMeHsIeT Jpyrue GOopMbI OIIEHKH KauecTBa 00yUeHHS M YPOBHsI TIOATOTOBKH oOy4aromuxcs. Tectupopa-
HUE, HapsAAy ¢ ApyTUMHU (hopMaMy TEKYIIEro KOHTPOJS YCIEBaeMOCTH M MPOMEXYTOYHON aTTeCTAlllH, MOXKET
UCIIOJIB30BAaThCS: — KAK MHCTPYMEHT BHYTPHBY30BCKOI'O MOHHUTOPHHIA KOHTPOJISI KauecTBa HMOATOTOBKH 00Y-
YarOIIUXCS MPH OCBOCHUN UMU 00pa30BaTENbHBIX IPOTPAMM.

Texyliee u onepaTiBHOE TECTUPOBAHUE MOXKET IMPOBOAUTHCA MPENOAABATEIEM IIPH AYAUTOPHOM U BHEAY-
JTUTOpHOU paboTe, B TOM YHCIIE HA CEMHHApaX, MPAaKTUYECKUX 3aHATHUIX/ Ja0OPATOPHBIX MPAKTHKyMax JUIs
BBISIBIICHUS YPOBHS OCBOEHHS y4eOHOTO MaTeprana 00yJalonuMcs ¥ €ro TOTOBHOCTH K JallbHEHIIeMy oO0yde-
HUIO, TPOBEPKU KadecTBAa OCBOCHWS 3HAHWW, YMEHHH IO OINPENEICHHBIM TeMaM, MOyJIsIM, pa3ielaM IWCIHU-
TUIMHBI ¥ BBIMIOJIHEHHS BHEAYIUTOPHOM CaMOCTOSITENIbHOM padoTHI.
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PyGeskHOE TeCTHpOBAHUE MPOBOAUTCS MO MOJIYJIIO TUCHUIUTHHBI (KOHTPOJIBHON TOUKE), IUKIIAM TUCIIUTI-
JIMH, B COOTBETCTBHH C JINCTOM KOHTPOJIBHBIX MeponpusaTuii. [1enpio pyOeHOTO TECTHPOBAHMUS SBIISETCS OII-
peleTeHHe CTENEHH OCBOCHHUS 00YYAIOIIUMUCS 00JaCTH 3HAHUI U yMEHUH (YPOBHS KOMIIETEHTHOCTH) B COOT-
BETCTBHHU C MPOrPaAMMOM IHUCIMIUIMHBL. Pe3yabTaThl TECTHPOBAHUS HCIIOIB3YIOTCS TperoaaBarenem s (op-
MHUPOBaHUS KOMILICKCHOM OIEHKHU IO JUCHHUIUTHHE. PyOe:kHOE TECTUPOBAHUE MOXKET MPOBOIUTHCS HPH ayau-
TOPHOM W BHeayAUTOPHOI pabote TecTHpOBaHHE MOXKET MPOBOIUTHCSA B MUCHMEHHOW M (MJIH) KOMITHIOTEPHOM
(hopmax.

3. 11 nHcbMEHHBIX padoT (KypcoBasi padora (IIpoeKT), KOHTPOJIbHast padoTa, 3cce, pedepar, T0K-
Jiaji, coo0IIeHne, Mpe3eHTamsl)

1. nenTudukanys KIo4eBbIX mpodiiem;

2.AHanu3 KII0YeBBIX poliieM,;

3.AprymeHTaIus npeiaraeMbIX BapuanToB 3()(peKTHBHOTO pa3penieHus BBIABIECHHBIX IIPOOIEM;

4.BeImoHEHHE 3aJaHUS ¢ OMIOPOH Ha M3YUSHHBIN MaTepHaIl M JOTIOIHUTEILHBIE HCTOYHUKH;

5. OdopmieHre MUCBMEHHON PabOTHI;

6. [IpencraBnenue paboOTHI, €ciy MO paboTe MpeAnoIaracTcs BICTYIUICHHE (3aIUTa).

[Ipu paborte ¢ ycranoBneHHOH auddepeHIpOBaHHON OLIEHKONW HEOOXOIUMO PYKOBOACTBOBATHCS Clie-
JIYIOILIEH MIKaIO0M:

IlIkajia o eHUBaHUSA Iloxa3zaTtean
5 («OTIYHOY) BeIsABIeHO 90—100 % KpuTepHueB K JaHHOH padboTe
4 («xopouioy) BbIsIBIEHO 75—89 % KkpuTepues K 1aHHOW padoTe
3 (KYZOBIICTBOPUTEIEHOY) BbIsABIEHO 60—74 % KpuTepueB K JaHHOU paboTte
2 («HEyIOBIETBOPHUTEIBEHOY) BBIABJIEHO 0 MeHee 59 % kpuTepueB K 1aHHOH paboTte

[Ipu paboTe ¢ yCTaHOBICHHOM OIIGHKOHW «3aYTCHO /HE 3aUTEHO» HEOOXOIMMO PYKOBOJCTBOBATHCS Clie-
JIYIOLLIEH MIKAIO0M:

IlIxana oneHnBaHus IMoxa3zaTenu
«3a4TeHO» PaboTa coOTBeTCTBYeT MOKa3aTelsiM M KPUTEPHSIM OIICHHUBAHHSA IO
LIKAJIE «YJIOBIECTBOPUTEIBLHO» U BBIIIE
«He 3auTeHO» PaboTa cooTBeTCTBYeT MOKa3aTelsiM M KPUTEPHUSIM OIICHUBAHHS IO
LIIKaJIE «HEYAOBJIETBOPUTEIHHOY

Oo0mme TpeGoBaHNA K HAMMCAHUIO M 0(hOPMIIEHHIO MUCHLMEHHBIX padoT

[MucemenHast paboTa BBITIONHSETCS HA CTAaHIAPTHBIX JMCTax Oymaru ¢opmara A4 B re4aTHOM BapHaHTe,
00 B PYKONMCHOM BHJE (B MOPSIKE MUCKIIOUYEHUs). TeKcT paboThl Habupaercs yepe3 1,5 MeKCTpOUHBIX WH-
tepBana, mpudT — 14. Ha crpanuiie He M0MKHO OBITH MeHee 27—29 cTpok, BKiIro4Yas cHocku. [loms cTpanuig
ycraHaBnuBaroTcs: eBoe — 30 M, nipaBoe — 10 MM, BepxHee u HkHee — 20 MM. BeipaBHUBaHUE 110 HIMPHUHE.

OOBbeM U CTpyKTypa MUCHMEHHOM pabOoThl yCTAaHABIMBAETCS OTAEIBbHBIMH METOJUUYECKUMH PEKOMEHIa-
[USMU 110 TUCHUIUINHE.

CTpaHUIIBI TOJKHBI OBITH IPOHYMEPOBAHEI CBEPXY B CepeiMHe CTpaHuIlbl. Hymepaiust HaunHaeTcst co 2 ucTa
«Conepxanuey. Bce ocTanbpHBIE CTpaHUIBI HYMEPYIOTCS CKBO3HON HyMeEpalMeu 0 MOCIEeIHEH CTPaHUIIBI,
BKJIIOYasi IPHIIOKEHHS.

[Ipexne yeM MPUCTYNHUTH K HAIMCAHUIO PaOOTHI, CTYAEHTY HEOOXOIUMO MOA00paTh COOTBETCTBYIOLIYIO
JUTEPATYPY, NEPBOUCTOUHUKH. O0S3aTENbHO U3YYUTh COBPEMEHHBIE HCTOYHUKH, «HE CTapIle» S5 JIeT.
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VYyebHoe n3nanue

PabGouas nporpamma qucuMiuidHbl «/{e10npon3BoacTBO»
110 HANPABJIECHUIO MOATOTOBKH
38.03.01 9OdKOHOMMUKA
KBanudpukauus (cTeneHn)
«bakanasp»
(ouyHast u 3a04yHasi (GOpMbI 00yUeHHU)

CocraBuTeNb —
Bousio0yeBa Tarbsina EBrenneBHa
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