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

Jlenmonmpon3BOACTBO — 3TO CHENM(pUYSCKOE HAMPABICHUE ACSITEILHOCTH, KOTOPOES 3aKIF0YASTCsl B COCTaBJIC-
HUM, 0(OPMIICHUU IOKYMEHTOB, UX 00pa00TKE U XpaHECHUH.

CeromHst COBEpPIICHCTBOBAHME YIPABJICHUS MPOM3BOACTBEHHO-XO3SMICTBEHHBIMUA CHUCTEMaMHU, ITOBBIIICHAE
YPOBHSI OpTaHU3aluy u YXPPEKTUBHOCTH YIPABICHYSCKOTO TPYIa BO MHOTOM 3aBUCHT OT TOTO, HACKOJIBKO PaIfo-
HAJILHO TIOCTABJICHO B YUPSKICHUSX U Ha MPEANPUSATUAX JACIOIPOU3BOACTBO. YMEHHE O0IIAThCS MTOCPEACTBOM JIe-
JIOBBIX OyMar, OCYIIECTBIISITh «IIPABUIIbHOE» JENONPOU3BOJICTBO — OJWH W3 (pakTopoB menmoBoro ycmexa. I'pa-
MOTHO ¥ 3((EeKTHBHO OpPTaHN30BaHHOE JEIONPOU3BOJCTBO, IOPUINIECKH IPAMOTHO COCTAaBJICHHBIH U 0(opM-
JICHHBIN TOKYMEHT CIIOCOOCTBYIOT TIOBBIIICHHIO CKOPOCTH U KauecTBa MPUHSTUS YIPABICHUYSCKUX PEIICHUMN, CHU-
JKESHHIO CTETICHN UX PUCKa, SKOHOMUU BPEMEHHU PYKOBOIUTEICH.

Heabio u3y4yeHus JaHHOH TUCIUIDIMHBI SBISIETCS MPUOOPETEHNE CTYAEHTAMH TEOPETHUECKUX F TIPAKTUIECKHX
3HAHWH 10 O(DOPMIICHHUIO ¥ COCTABIICHUIO OPTaHMU3aIMOHHO-PACIIOPSANTENBHBIX JOKYMEHTOB Kak 0a30BOMY IpO-
IECCY B PeIN3allii BCEX YIPABICHYCCKUX (DYHKIINH.

3agaumn:

— MMO3HAKOMHTD CTYIEHTOB C CHCTEMOW COBPEMEHHOTO rOCYAAPCTBEHHOTO PETYIUPOBAHUS AEIOMPOU3BO/I-
CTBa;

— U3YYUTH 0COOCHHOCTH O(OPMIICHUSI Pa3IMIHBIX BUJIOB JOKYMEHTOB JICJIOBOTO OOIICHUSI.

— BBIPa0OTATh NMPAKTUYECKUE HABBIKU JUIS OQOPMIICHHS OPTaHU3aIMOHHO - PACTIOPSIUTENLHBIX JIOKYMEH-
TOB M HAITUCAHHS JICIIOBBIX ITHACEM.

JuctumnuHa «/]e1onpon3BoACTBO» OTHOCUTCS K O0sI3aTCILHBIM yYUEOHBIM JUCIUILUIMHAM BapUaTUBHOU
gacTH pabodero ydeOHOTO INIaHA II0 HAIpPaBICHHIO IMOATOTOBKM OakamaBpoB 38.03.01 «OkoHOMEKA»
(b.1B.O/1.1).

Jl1st yerenrHoro 0CBOSHUS TUCITUILTUHBI CTYJICHT JIOJDKEH:

— 3HaTh U TIOHUMaTh HOPMaTHUBHO-TIPABOBYIO 0a3y, peTJIaMEeHTHPYIOUIYI0 BOIPOCH paOOTHI C TOKyMEHTa-
MH B OpraHHW3allid I0 3aKOHOAATeNbCTBY Poccuiickoit @enepammm; 00sS3aHHOCTH YYaCTHHKOB OTHOIIICHHM,
BO3HUKAIOIIUX B MPOIECCE OCYMIECTBICHUS JOKYMEHTOO000pOTa; OCOOCHHOCTH OOCCIICUCHHS 3aIUThl KOH(U-
JICHITMATLHOM WH(OPMAIINH, COJICPKAIICHCS B TOKYMEHTaX;

— YMETh OIPEENTh MIPaBOBOM cTaTyCc 00padaThIBAEMBIX TOKYMEHTOB;

— IPUMEHSATH Ha IPAKTUKE OCHOBHI PABOBOTO 00ECTICUSHHUS IPOLIEAYP TOKYMEHTOO00POTA;

— Ha OCHOBE TOJYYCHHBIX 3HAHHN M MPUOOPETCHHBIX HABBLIKOB COCTABISATh OCHOBHBIC BHIIBI JOKYMCHTOB,
TpeOyeMbIX B MPOIECCE OCYIIECTBICHHS JOHKHOCTHBIX 00S3aHHOCTEH;

— YBEPEHHO IPUMEHSTH MpaBUIa BeJCHUS pabOTHI C TOKYMEHTaMH.

2. IEPEYEHDb IVIAHUPYEMBIX PE3YJIbTATOB OBYUYEHUS IO JUCHUIIJIMHE / MOAYJIIO,
COOTHECEHHBIX C IINTAHUPYEMBIMU PE3YJIBTATAMHA OCBOEHUA OI1

[Iponecc M3ydeHus: TMCIMIUIMHBI HATpaBlieH Ha (JOPMHUPOBAHHE 0OWeK)IbIMYPHOU KOMnemeHyuy — CIo-
COOHOCTH K KOMMYHHUKAIIMU B YCTHOW M MHUCBMEHHBIX ()OPMax HA PyCCKOM M MHOCTPAHHOM SI3bIKaX JUISl pellle-
HHS 33124 MEXKJIMYHOCTHOTO ¥ MEXKYIbTypHOTO B3aumMozeicteus (OK-4).

B pesynbrare u3yyeHus: AUCHUILIMHBL 00yYarOIUiCs JOJIKEH:

3HAMb:

— OCHOBHBIC 3aKOHOJATENIbHbIE 1 HOPMAaTHBHO-METOIMYECKHE TOKYMEHTHI B 00J1aCTH JOKyMEHTAI[HOHHO-
ro o0ecrieueHus! ynpaBieHHs;

— TEPMHUHOJIOTHIO B 00JIACTH TOKYMEHTALMOHHOTO 00ecreueHHs yIpaBIeHHUS;

— TpeOOBaHUs K OJIAHKAM M COCTaBY PEKBU3UTOB JICTIOBBIX JJOKYMEHTOB;

— OCHOBHBIE BHbl OPraHU3aLMOHHO-PACIIOPAJUTENBHBIX NOKYMEHTOB W METOOUKY MX COCTABJICHHS H
odopmienus;

ymems:

— 0 OpMIISITh PEKBU3UTHI JICIOBBIX JIOKYMEHTOB;

— MpPaBWIBHO COCTAaBIAATH M OQOPMITH Hauboiee BaXKHbIC JAOKYMEHTHI CHUCTEMBbl OpraHM3aLlHUOHHO-
pacropsAUTeNsHON 1 HHPOPMAIIHOHHO-CIIPABOYHOH IOKYMEHTAI[MHA B COOTBETCTBUU C HOPMAaMH U MTPaBUIIAMH;

enademy:

— HaBBIKAMH BEJICHHUS HEOOXOAWMOHM JOKYMEHTALMH IO CO3JIaHHI0 CHCTEMBI OOecleYeHHs KadecTBa U
KOHTpOIIA ee ) (HeKTHBHOCTH;



— HaBBIKaMH O(l)OpMJ'ICHI/ISI Han0oJee BAXKHBIX JOKYMCHTOB CHUCTCMBbI OpFaHI/IBaHI/IOHHO-paCHOp}I,I[I/ITGJII:HOﬁ
u HH(i)OpMaLIHOHHO-CHpaBO‘lHOfI AOKYMCHTAallMU B COOTBETCTBUU C HOPMAMU U IIpaBUJIaMU.

3. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI / MOAYJIA
O BUJIAM YYEBHOM U CAMOCTOSTEJBbHOM PABOTHI,
COOTHOIIEHUE TEM U ®OPMUAPYEMBIX KOMIIETEHIIUIA

3.1. O0beM AUCHUNIMHBI / MOAYJISI B 324€THBIX ¢IMHULAX ¢ YKA3aHHEM aAKAIeMHUYEeCKHX YaCOB
10 BHJAM Y4eOHBIX 3aHATHI U CAMOCTOATEIbLHONH PadoThI 00y4al0HXCS

O0beM JMCUMILUIMHBI
Buabl yueoHol padoThI O4YHO€ 3a04YHO¢C
oTae/IeHne oTae/IeHne
B 3a4eTHBIX
3 3
Oman e
jmen B uacax 108 108
KonrakTHasi padora (B yacax): 54 12
Jlexuuu (JI) 18 2
[pakrryeckue 3anstus (113) 30 6
KonTponupyemas camocrositensHas padora (KCP) 6 4
CamocrosiTesabHasi padora (CPC) (B wacax):* 18 87
IloaroroBka Kk 3K3aMeHy 36 9
DopMbI MPOMEKYTOYHOTO KOHTPOJIS B Konmponsnas paboma
10 THCIUIIJIHHE
®opMa UTOTOBOI0 KOHTPOJIS
IK3aMeH IK3aMeH
Mo TUCHHIIUHE

* U3 TpyAOEMKOCTH, OTBEIEHHOH Ha CaMOCTOATENBHYIO paboTy 00yYaromnuXcs BBIIEIAIOTCS aKaAeMUYEeCKHE Yachl IS
MIPOBEACHHUS TPYIMIIOBBIX M MHAUBUAYATbHBIX KOHCYIBTAMH KaK OTHON M3 (GOpM KOHTaKTHOH paboTsl. KoHCymbTarms
SABIISICTCA ONHOW M3 (POPM PYKOBOJCTBA CAMOCTOSITEIBHOIN pabOTOH 00YyJarONmIMXCs M OKa3aHUs UM IOMOIIM B OCBOCHUH
MaTepuana. [ pymnmoBas KOHCYIbTAIWsI TIPOBOIMUTCS MPEMOIaBaTeNieM Mepe]] IK3aMEeHOM/3a4eTOM U BBICTABIIICTCS B pac-
micanue, B 00beMe He MCHee 2 aKaJeMHUYSCKUX YacOB Ha rpynimny. MHIUBUIyaTbHOE KOHCYJIETUPOBAHHUE MTPOBOTUTCS T10
OTJCIFHOMY Ipad)uKy U PErIaMEHTHPYETCS COOTBETCTBYIOMIMMHU JIOKaJbHO-HOPMATHBHBIME JOKYMeHTaMu VHCTHTYTA.



3.2. Copep:xaHue TUCHMIIIMHBI / MOAYJISl ¢ YKa3aHMEM aKaJeMH4YeCKHX YacoB 10 BHAAM YUeOHBIX 3aHATHI U CaMOCTOATEJIbHOIH padoThl 00y4alOIMXCs,
COOTHOLIeHHe TeM U (OPMHPYEMBbIX KOMIIETEHLMIT

BrogkeT y1e0HOT0 BpeMeHH, 4

HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- Koz Irtansl GOpMUPOBAHUS
Pasnena/remsl AHHOTAINS pa3iena YeHHs YeHHs KOMHe: KOMITeTCHIMHU
7 |13 [ KCP [ CPC | J1 | 13 | KCP [ cpC | "ot

Tema 1. Benenue B [Ipeamer u 3agaun Kypca AeI0NPOU3BOICTBO. 1 0,5 5 OK-4 | snamp:

JIEJIOTIPOU3BOICTBO. [oHsTHE «IETOMPOU3BOJICTBOY, TOKYMEHTAI[HOHHOS — OCHOBHBIC 3aKOHO/IATEIILHBIC

OCHOBHBIC TIOHATHS U obecrieuenue nenonpousBoacTBay (JJOY). 1 HOPMaTHUBHO-METOINICCKUE

TEPMUHBIL. [Mousitus «uHbGOpMALIUSI» U «IOKyMEHT» MecTo u JIOKYMEHTHI B 00J1aCTH TOKYMEH-
POJIb IOKYMEHTOB B yIIpaBlIeHUHU. 3HAYCHUE HHPOP- TaIMOHHOTO 00eCTICUCHHUS
MAIIH IS IPUHSITHS YIIPaBICHUYECKUX PEIICHUH. yIpaBIICHUS;
Buns! ynpaBneHueckux foKyMeHTOB. [loHsATHE — TEepPMHHOJIOTHIO B 00J1acTH
«(OYHKIINH JOKYMEHTA, TONA(YHKIIHOHAIFHOCTH J10- JOKYMEHTAIIMOHHOTO o0ecrede-
kyMeHTOB. CBOlCTBa JOKyMeHTOB. Kitaccudukarus HUS YIPABJICHUS;
JIOKYMEHTOB. —  KJaccU(UKAIHIO CITyKEOHBIX
Opranuzanys ciry:k0bl 1enonpon3BoacTsa. OCHOBHBIC JIOKYMCHTOB,
3amaun u GyHKIMH. Jenonpou3BoACTBO, KAK COCTaB-
HAasl YacTh yNPaBIICHHUSL.

3adanue ons camocmosmenvHou pabomol.

— TpopaboTKa JEKINH — BKIIIOYAET YTEHHE KOHCTIEKTA JIEKIUH, IPOPECCHOHATBLHON JTUTEPaTyPhl, IEPUOIHIECKUX H3TaHHML;

—  OTBETHI HA TEOPETHUYECKHIE BOTIPOCHI IO pa3Aeiy;

—  Ilepeuens yuebno-memoouneckoeo obecneuenuss 0ns CAMOCMOIMENbHOU pabomuvl 00YUAIOUWUXCA:

OcHoBHoIf: 1-3

JlomoHuTeNnbHbIN: 4-8

Dopma kouwmpos (6 coomeemcmeuu ¢ PoHOOM OYEHOUHBIX CPEICMB):

1. Cobecenoanue (OC Ne 3 Tema 1) — 1t O4HOTO OTAEIEHHUS;

2. Bonpocs! ans camokouTpostst (OC Ne 3 Tema 1) — 111 3a04HOTO OTJENICHUS

Tema 2. Ucropus pa3- | JleI0npOU3BOACTBO B APCBHEPYCCKOM IOCYIapCTBE 1] 2 2 10 OK-4 |snamob:

(X=XI Beka). ITpukasznoe genonponssoictso. Koi-
JIKCKOE JIeTIOIPOU3BOICTBO. MHUHHCTEPCKOE [1eJ10-
MPOU3BOJICTBO.

J1enonpou3BOJICTBO B COBETCKHUX YUPEKICHHUSIX.
I'ocymapcTBeHHOE eI0NPOU3BOICTBO B COBPEMEH-
HYIO 3II0XY.

BUTHA JCTIOIIPOU3BOI-
CTBa

— OCHOBHBIE JTallbl Pa3BUTHS TO-
CYAapCTBEHHOTO JIETIONPOU3BO/I-
CTBa;

— BUJIBI U KaTeropuu JOKYMEHTOB
Ha pasHBIX dTamax (GopMupoBa-
HUSL,

— HAWMCHOBaHUC JIOJKHOCTEH
pabOTHUKOB JICJIONPOU3BOICTBA




BrogkeT y4e0HOT0 BpeMeHH, 4
Koapl
HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- Irtansl GOpMUPOBAHUS
Pa3gena/Temnl AHHOTaUMS pasiena YeHus YeHus Komme” KOMIIeTeHIIUH
J1 [ 13 | KCP [ CPC | JI | I3 [ KCP [ CcpC | "ot
B pa3HbIE UCTOPUYECKHE IEpPHO-
JUbI;
ymemsb: pabOTATh C IUTEPATYPOH,
C LIETIBIO TIOITOTOBKY K JTOKJIAY;
enademo:
— HABBIKOM YCTHOH U NHCBMEH-
HOH peun;
— HAaBBIKOM CaAMOKOHTPOJISI
Buo npaxmuueckoeo 3anamus — ceMuHap.
Cooeporcanue 3anamus: VI3yuenue stanoB (GOpMHUPOBaHUS rOCYJapCTBEHHOTO AEJIONPOU3BOJICTBA
3aoanus: cm. OC Ne 1 Temsl 1oknanoB no teme 2.
Ilepeuenv pexomenodo6anHol aumepamypboli 05t NOO2OMOBKU.
OcHoBHoii: 1-3
JlomomHuTebHbIH: 4-8
3adanue ona camocmosamenvHol pabomaol.
— mpopaboTKa JIEKIHI BKIIIOYAeT YTEHNE KOHCIIEKTa JISKINH, PO eCCHOHATIBHOMN TNTEepaTyphl, IEPUOINIECKUX U3TaHUH;
—  OTBETHI Ha TEOPETHYECKHE BOIIPOCHI TI0 Pa3IeIy;
— IOATOTOBKA K MPAaKTHYECKUM 3aHATHSM - BKIIIOYAeT YTCHHE MPO(ECCHOHAIBHOM JINTEpaTypBhI.
Iepeuens yuebno-memoouyecko2o obecnedenus 0 CamoCmosmenbHoOU pabomol 00yUarWUXCs:
OcHosHo: 1-3
JlomonuutesbHbi: 4-8
Dopma konmpons (6 coomeemcmeuu ¢ POHOOM OYEHOUHBIX CPEOCMB):
1. OueHka pe3ysibTaToB NOArOTOBKU M paboThl Ha ceMuHape (OC Ne 1 TeMbl 10KIIa/I0B) — Il OYHOTO OT/AEIICHHS;
2 Bonpocs! ainst camokoHTpodst (OC Ne 3 Tema 2) — 11t 3a04HOTO OTJIENECHUS
Tema 3. CoBpeMeHHOE | 3aKOHOIATENBHOE PETYIMPOBAHKUE IEIONPOM3BOACTBA | 2 0,5 10 OK-4 | sname:

rocyIapcTBeHHOE pe-
T'yIHPOBaHUE JeJI0-
HPOU3BOACTBA

EI'C/l u ocHOBHEIE €€ HalpaBJICHUSI.
HopmaTtuBHO-MeTOAMYECKOE PETYIMPOBAaHUE JIEJIO0-
mpou3BocTBa ['0CyIapCcTBEHHbBIE CTAHAAPTHI, HX POJIH
" 3HaueHue (craHmaptusanms) [IpaBwima menomnpowns-
BOJICTBa B (heepaNbHBIX OpraHax HCIIOJHUTEIHHON
BJIAaCTH. MeTouueckne peKOMEHIAINH 110 pa3paboTKe
WHCTPYKIMH IO [EJIOIPOM3BOACTBY B (heaeparbHBIX
opraHax WCIIOJTHUTEIbHOW BIACTU. YHHU(DUIIUPOBAH-
HBIE CHCTEMBI JOKYMEHTAIIHH.

HopmaTuBHBIC TOKYMEHTHI IO TPYAY U OXPaHE U TPY-

— HAaIpPaBJICHHUS 3aKOHOAATEIBHO-
IO PeryJupoBaHUsl COBPEMEHHO-
ro rocyJapCTBEHHOTO JAEJIONpO-
HU3BOJCTBA;

— OCHOBHBLIE 3aKOHOJATEIbHEIE
u HOPMAaTHBHO-METOJHYECKHE
JIOKyMEHTHI B 00JIaCTH JIOKYMECH-
TaIlMOHHOTO obOecrieueHus
yIpaBJICHUS;

— TEpMHHOJIOTHIO B 00JlacTH




BrogkeT y4e0HOT0 BpeMeHH, 4

HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- Koz Irtansl GOpMUPOBAHUS
Pasnena/remsl AHHOTAINS pa3iena YeHHs YeHHs KOMHe: KOMITETCHIMHU
7 |13 [ KCP [ CPC | J1 | 13 | KCP [ cpC | "ot
Ja JIOKYMEHTAIMOHHOTO  obecrieyue-

HUS YOPABJICHUS;
yMenmb OPUEHTHUPOBATHCS B HOP-
MaTUBHO -METOJMYECKOH JIOKY-
MEHTAIlMd COBPEMEHHOTO JIeJI0-
MPOU3BOJICTBA;
671a0emb HABBIKAMHU TIPUMEHEHHS
HOPMATHUBHO-METOAMYCCKIUMHU
JIOKYMCHTaMH Ha TIPAKTHKE

3adanue ons camocmosmenvHou pabomol.

—  IpopabOTKa JICKIUI — BKIIIOYACT YTEHUE KOHCIICKTa JICKIUH, MPO(ECCHOHALHOMN TUTEPATYPhI, ICPUOTUUCCKUX U3IaHUN;

—  OTBETHI HA TEOPETHYCCKHIE BOTIPOCHI IO pa3ieiy;

—  03HAKOMJICHHE C HOPMATHUBHO- METOUYCCKOM JOKYMEHTAIMEH JIF0O0T0 TPEANPHUSITHS;

Tepeuenv yuebrno-memoouueckoeo obecneuenus st CAMOCMOSMENbHOU pabompl 00yYaAWUXCSL:

OcHoBHoif: 1-3

JlomoHuTeNbHbIN: 4-8

@opma konmpoas (6 coomeemcmsuu ¢ DoOHOOM OYEHOUHBIX CPEOCMB):

1. CobecenoBanne (OC Ne 3 «IlepedeHs BOIPOCOB s cOOECeTOBaHI», TeMa 3) — IUIsT OYHOTO OTACICHUS;

2 Bompocs! aist camokoHTpodist (OC Ne 3 Tema 3) — 171t 3209HOTO OTHEICHUS

Tema 4. [IpaBuna co- ®opmartsl Oymaru u oinsi. Hymeparus aucros. @op- 4 | 4 2 4 1 10 OK-4 | 3namo:

CTaBJICHUS U 0popMIIe-
HUS TOKYMEHTOB

MyJsip-oopasen. TpeboBanns k 6JaHKaM JOKYMEHTOB.
XapakTepuCcTUKa TOCYAapCTBEHHOI'O CTaHIapTa
«YHUGUIPOBAHHBIC CHCTEMBI JJOKYMCHTAIIUU. Y HU-
(UIMPOBAaHHAS CUCTEMAa OPraHU3AIOHHO-
pacrnopsauTeIbHOM NoKyMeHTauu. TpeboBaHus K
odpopmiennto gokymentos» 'OCT P 6.30-2003.
[paBuia opopmiicHHS JOKYMEHTOB MPH UCIIOJIb30Ba-
HHUH TEXHUYECKUX CPECTB.

CocraB pexu3uToB nokymeHToB OP/] IIpaBuma
odopMIIeHHs] PEKBU3UTOB 3ar0JIOBOYHOM YaCTH JIOKY-
MeHTa: yrioBoe ((iaroBoe u MeHTPUPOBAHHOE), ITPO-
nosbHOE (meHTpupoBaHHoe). OdopmiieHne repdba
Poccutiickoii @eneparum, cyopekra PO, smOineMsr op-
TaHW3alUHU WK TOBapHOTO 3Haka. Kox opranusammu —
aBTopa nokyMeHTa. OCHOBHOI rocynapCTBEHHEIHN pe-

— OCHOBHBIC 3aKOHOOATCJIbHBIC
u HOPMAaTUBHO-METOANYCCKUC
JAOKYMCHTHI B obmactu JOKYMCH-

TaI[IOHHOTO obecreueHus
yIIpaBJICHUS,;
— TEpMHHOJIOTHIO B 00JIacTH

JOKYMEHTAI[LOHHOro obecrede-
HUS yIPaBJICHHUS;

— TpebOoBaHMs K OJaHKaM H CO-
CTaBY PEKBU3UTOB JIEJIOBBIX JO-
KYMEHTOB;

— upaBwia oopMIICHHS PEKBH-
3HUTOB CIIy)KEOHOTO JOKYMEHTA;
ymems  OQOPMIIATH PEKBU3UTHI
JICJIOBBIX JOKYMEHTOB;




HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-
YCHUA

3aounas ¢opma 00y-

YCHUA

JI

113

KCP

CPC

JI

I13 | KCP

CPC

Koapl
KOMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

TUCTPALMOHHBIN HOMEp Iopuaudeckoro juma. Uaen-
TU(PUKAMOHHBIA HOMEP HAJOTOIUIATEIIBIIINKA/ KO
TIPUYHHEI TOCTaHOBKH Ha y4€T. Kox popmer noky-
MeHTa. HanMeHOBaHUe OpraHn3alliy - aBTOPa JT0KY-
MeHTa. CripaBoYHbIE JaHHBIE 00 OpTaHU3alliuy — aBTO-
pe nokymeHnTa. HazBanue Buna gokymenta. [lata no-
KyMeHTa. PeructpanirnoHHblii HOMEp TOKYMEHTA.
CchlTKa Ha PETUCTPAIIMOHHBII HOMEP U IaTy JIOKY-
MeHTa. [Topsiiok ohopMIICHHS PEKBU3UTA «apecaTy.
PekBHU3UTHI conepkaTeIbHOM YacTh: TPeOOBaHHUS K
TeKcTaM JOKyMeHTOB. COKpallEHHbIE C10Ba. YIOT-
pebreHue sI3BIKOBBIX popmMyit. S3bIK TekcTa. DaeMeH-
ThI TEKCTA JOKYMEHTA. 3arojlOBOK K TEKCTY JOKYMEH-
Ta. OTMETKa 0 HAJTHINH MPUI0KCHUS.

PexBuznuthl opopmutenpekont yactu. [loanucanue u
yTBepKIeHIE JOKyMeHTOB. CoriacoBaHue TOKyMEH-
ToB. OTTHCK TeyaTH. BusupoBanne nokymeHToB. OT-
METKH Ha JTOKyMEHTE: OTMETKa O OCTYIUIEHUH JOKY-
MEHTa B OPTaHU3AIIHIO, PE30JTIONHS, OTMETKA O KOH-
TpoJie, OTMETKA O 3aBEPEHUHU KOTHH JOKYMEHTA.

W neHTuduKaTop 3JIEKTPOHHOMN KOITUH JOKYMCHTA.
Otmetka 00 ucnonuurene. OTMeTka 00 UCIIOTHCHUA
JIOKyMEHTa U HalpaBJICHUH €ro B JIEJI0
IOpunnueckas cuna nokymenta. KOpuanuecku 3Ha-
YHMBIC PCKBU3UTHI.

61a0emsb HABBIKAMU PACIIOJIONKE-
HUSL PCKBU3UTOB Ha OJaHKE CITy-
JKeOHOTO JOKYMEHTa




HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-
YCHUA

3aounas ¢opma 00y-
YeHHusl

JI | 13 | KCP [ CPC

JI | 113 | KCP | CPC

Koapl
KOMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

Buo npakmu4deckoco 3ansimus — MPpakTUuKyM 1o peueHuro 3aaaH1/1171 " 3a7a4.
CanprCClHl/le 3ansamus. 3aKperjICHUeC 3HAHUU U 0Tpa60T1<a YMCHUA NPUMCHSATD IIpaBujia O(I)OpMJ'IeHI/ISI PEKBU3UTOB HAa JOKYMCHTAX; pa3p360TKa 0J1aHKOB CJ'Iy)K€6HLIX JAOKYMCHTOB

Ha I1K.

3aoanusn: cm. OC Ne 4 «KoMITIIeKT 3aJaHuid 1 33719 JTs IPOBEACHUS IPAKTHUECKHUX 3aHATHIY, 3amanue No 1.

Iepeyenv pexomenoo8anHoIl aumepamypbl 0Jis NOO2OMOBKI:

OcHoBHO#: 1-3

JlomonHuTeNbHBIN: 4-8

3adanue ons camocmosimenvHou pabomol.
— MpopabOTKa JICKIUI — BKIIFOYACT YTCHUE KOHCIICKTA JICKIUH, MPO()ECCHOHATBLHON TINTEPaTyPhI, MEPUOTUICCKUAX U3JAHHN;
— OTBETHI HA TEOPETHYCCKHUE BOTIPOCHI IO pa3ieiy.

MOATOTOBKA K KOHTPOJIO CAMOCTOSATENHFHOW PaOOThI BKIIFOUAET YTCHUE MTPO(ECCHOHATIBHON INTEPATYPhI, TPOPAOOTKY BOIIPOCOB K COOECETOBAHHIO

Iepeuens yuebro-memoouyecko2o obecnedenus 0 CamoCmosmenbHoOU pabomol 00yYarWUXCcs:

OcnosHoi: 1-3

JlomoyHuTeNbHbIN: 4-8

Dopma konmpoas (6 coomeemcmsuu ¢ PoOHOOM OYEHOUHBIX CPEOCmB):
1. Onenka pe3ynbraToB mpakTrndeckux padot (OC Ne 4 «KommumekT 3aiaHuii 1 3a1a4 I IPOBEACHUS MPAKTHYECKUX 3aHATHID), 3aganne No 1 — 11 OYHOTO OTIEeNeHUS;

2. Konrponb camoctostensHOI paboTel. CobecenoBanme (OC Ne 3 «IlepedeHs BOIpOCOB ISt coOeceJOBaHUMY, TeMa 4) — IJIsl O9HOTO OTICIICHHS,

3. Bonpockr miist camokonTpouist (OC Ne 3 | tema 4) — 11 3209HOTO OTACICHUS

Tema S. Opranu3zanu-
OHHO-
pacropsIuTeNbHbIE
JIOKYMEHTBI

OpraHu3alnoOHHO-TIPABOBBIE JOKYMEHTHI, MX Ha3Ha-
4yeHue u cojeprkanue. Oouire TpeboBaHMs K OpraHu-
3aI[IOHHBIM JIOKYMEHTaM.

[MpaBuna cocraBineHus: 1 0OPMIICHUS OTJEIBHBIX
BUJIOB OPraHM3aLMOHHO-TIPABOBBIX JIOKYMEHTOB: YyC-
TaB NMPEANPHUSATHS JOJDKHOCTHAS MHCTPYKLMSL, TIOJI0-
XKEHHE, IITATHOE PACIICAaHNUE, CTPYKTypa U IITaTHAs
YHCIIEHHOCTb.

BaxHOCTh 1 3HaUCHUE ITUX JOKYMCHTOB B JIESITENb-
HOCTH IPEIIPHUSITHUSL.

Pacniopsinutenbabie TOKyMeHTHl. OCOOEHHOCTH MO~
TOTOBKH

PpacIopsIIUTENbHBIX TIOKYMEHTOB.

[Moaroroska u opopmiienne npukazo. OcoOEHHOCTH
odopMIIeHHs BBIIIUCKU U3 NIPUKa3a.

Crneun¢uka HanvcaHus paclopsDKEHUH, peIIeHHH.

118 2

2 1 8

OK-4

3HaAMb!
— OCHOBHBIE 3aKOHO/ATEJIbHBIC U
HOPMaTHBHO-METOJMYECKUE [0~
KYMEHTHI B 00J1aCTH JOKyMEHTa-
LIMOHHOTO O00ecHe4YeHust yIpas-
JICHUSL;

— TEpPMHHOJIOTHIO B o00jactu
JOKYMEHTAIIHOHHOTO obecrede-
HUS yIpaBJICHHUS;

— TpeboBaHHsA K OJaHKaM H CO-
CTaBY PEKBU3UTOB JIEJIOBBIX JO-
KYMEHTOB;

— OCHOBHBIC BUJblI OpraHU3aln-
OHHO-PACIOPSAUTENBHBIX TOKY-
MCHTOB W METOAWKY HX COCTaB-
JeHust 1 0oOpMIICHHUS;

10




HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-

YCHUA YCHUA

3aounas ¢opma 00y-

JI

I3 | KCP | CPC | JI | I3 | KCP

CPC

Koapl
KoMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

yMemb.

— 0o(hopMIIATH PEKBU3UTHI JEIIO-
BBIX JIOKyMEHTOB;

— MpaBWIBHO  COCTaBJISITH U
opopMIIATh HanOoJiee BaKHbBIE
JIOKyMEHTbI CHUCTEMbI OpraHH3a-
HOHHO-PACTIOPSAUTEIBHON |
UH(POPMAIUOHHO-CIIPABOYHOU
JIOKYMCHTAITUH B COOTBETCTBUU C
HOpMaMH U MPaBUIIAMH;
enaoems:

— HaBbIKAMHU BEACHUSI HEO00XO-
JIMMON JTOKYMEHTalluM 10 co3ja-
HHUIO CHCTEMbI OOECIICYCHHUS Ka-
yecTBa M KOHTpousi ee 3¢ dek-
THUBHOCTH;

— HaBbIKaMU O(OpMIICHHS HaH-
Oomee  BaKHBIX JOKYMEHTOB
CHCTEMBI OpraHU3aluOHHO-
pacropsauTeIbHON U UHpOpMa-
IUOHHO-CIIPABOYHON JTIOKyMEH-
Talli B COOTBETCTBUU C HOP-
MaMH ¥ paBUJIaMU

11




BrogkeT y4e0HOT0 BpeMeHH, 4 K
HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- OB Irtansl GOpMUPOBAHUS
AHHOTanus pasgesa KOMIIe-
Pa3gena/Temnl YeHus YeHus — KOMIIeTeHIIUH
71 [ 13 [ KCP | CPC | J1 | 113 | KCP | CPC !

Buo npaxmuueckoeo 3ansmus — NPaKTUKYM IO PELHICHUIO 3aJJaHUN U 33a]1a4.

Cooeporcanue 3anamusi: 3aKpeIUICHUE 3HAHUHA CTICHU(UKYA OPTaHM3AIIMOHHBIX U PACTIOPSAUTEIBHBIX TOKYMEHTOB U OTPA0OTKA YMEHHS PUMEHSIT MPaBUia OPOPMIICHHS PEKBH3H-
TOB Ha ATUX JOKyMEHTaX.

3aoanus: cm. OC Ne 4 «KoMIUIeKT 3ajaHuil 1 3a/1a4 JUTIsS TPOBECHUS TIPAKTHUECKUX 3aHATHIY, TeMa 5, 6, 3amanune Ne 1 (paszmen «[Ipukaspl 10 OCHOBHOH JESTSILHOCTHY, 3aIaHUS
Ne 1,2,3,4,5).

Ilepeuenv pexomeHd08anHO Tumepamypbl st NOO2OMOBKU.

OcHoBHoIA: 1-3

JlomonmuuTenbHbIH: 4-8

3adanue ons camocmosimenvHou pabomol.

— MpopaboOTKa JICKIUH — BKIFOYACT YTCHUE KOHCIICKTA JICKIUH, MPO()ECCHOHATBLHON INTEPATYPhI, IEPUOTUICCKUAX U3TaHHN;

— OTBETHI HA TEOPETHUYCCKUE BOTIPOCHI IO Pa3feiy;

— MOJTrOTOBKA K MPAKTUYECKUM 3aHSATHIM — BKIFOYAET YTCHHUE MPO(ECCUOHANBHOM TUTEPATYPHI, PEIICHUE 3a]1a4 U 3aTaHHIA.

- HOATOTOBKA K KOHTPOJIIO CAMOCTOSTENIbHOM pabOThl BKIIOYAET YTCHUE NPO(ECCHOHANBHON IUTEpaTyphl, MPOPaObOTKY BOIPOCOB K COOECEI0BAHHIO

Tepeyenv yuebno-memoouyeckozo obecneuenus 01 CamoCmosamenbHOU pabomol 00yYaAUWUXCA:

OcHosHoii: 1-3

JlonoHuTenbHbIN: 4-8

@opma konmpoas (6 coomeemcmsuu ¢ POHOOM OYEHOUHBIX CPEOCMB):

1. Onenka pe3ynbTaToB npaktiudeckux pador (OC Ne 4 «Komrekr 3aqaHuil v 3aa4 AJ1sl TPOBEACHUS MIPAKTHYECKHUX 3aHATHI», TeMa 5, 6, 3ananue Ne 1, pasnen «[Ipuka3ssl mo oc-
HOBHOI! €STEIbHOCTU») — JUI OYHOTO ¥ 3a04HOT'O OTJICJICHHI;

2. Iposepka camoctosTensHON padoTsl (OC Ne 4 | Tema 5, 6 3aganue 2) — IUIsE OYHOTO OTHCICHHUS,

3.3ananue nust camononrotoBku (OC Ne 4 3ananue 2) — Juist 3304HOTO OT/ACJICHHS

4. KOHTpOJIb CaMOCTOSITENILHOM PabOTHI.

Tema 6. Cuctema un- | Hasnauenue nHPOPMAMOHHO-CIIPABOYHON nokymen- | 1 | 8 2 4 2 1 8 OK-4 | suamy:
¢opmanmonno- TalWU B yNIPaBICHYECKOHN AEATEIbHOCTU. XapaKTepu- — OCHOBHBIC 3aKOHOJATC/IbHbIC
CHpaBOqHOﬁ JOKYMEH- CTHKa OCHOBHBIX BHUJIOB CITPABOYHO- 1 HOpPMAaTUBHO-METOAUYCCKUEC
TaluH. MH()OPMANMOHHBIX U CIIPABOYHO-aHAIUTHIECKUX J0- JIOKYMEHTBI B 00IIACTH IOKYMEH-
KYMEHTOB. TAIIMOHHOT'0 00ECTICUEHUS
ITporoxkomnel. TpeboBaHMs K COCTaBICHUIO 1 0)OPM- YHPaBIICHHA,
senmto. [TonHble 1 KpaTkue GOPMBI IPOTOKOIIOB. ~ TEPMHUHOJIOTHIO B 001acTH

JOKYMEHTAI[MOHHOT0 obecrede-
HUS yTIPaBJICHUS;

— TpeOoBaHHUA K OJIaHKAM U CO-
CTaBy PCKBU3UTOB ACJIOBBIX 10~
KYMEHTOB;

Axtbl. TpebGoBaHus K 0OPMIICHHIO aKTOB.
[Iporerypa MoATOTOBKH, COCTaBIEHUE U O(hOpMIICHIE
JTOKJIAZHBIX ¥ OOBSICHUTENBHBIX 3aIHCOK, CIIPABOK,
3asiBJICHUH, TIPEICTABICHUH, PEATIOKEHUH U TIp.

12




HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-

YCHUA YCHUA

3aounas ¢opma 00y-

JI

I3 | KCP | CPC | JI | I3 | KCP

CPC

Koapl
KOMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

— OCHOBHBIC BHJIbI OpraHH3allH-
OHHO-PaCMOPSITUTENbHBIX JIOKY-
MEHTOB U METOJ/IMKY UX COCTaB-
JIeHUS ¥ 0(OPMIICHHS,
yMemy.
—  0OpPMIIATH PEKBU3UTHI [IEJI0-
BBIX JIOKyMEHTOB;
— TPaBWIBHO COCTABIIATH U
oopmIIsTh HanboJIee BaXKHBIC
JIOKyMEHTBI CHCTEMbI OpraHH3a-
IIHOHHO-PACTIOPAAUTEIHHON 1
MH(OPMALMOHHO-CIIPAaBOYHON
JIOKyMEHTaI[H1 B COOTBETCTBUU C
HOpPMAaMHU U MPaBUIIAMH;
enadems:
— HaBBIKAMHU BEJICHUS HEOOXO-
JIMMOM JIOKYMEHTAIIUH 110 CO3/a-
HHIO CHCTEMbI 00ECIICUeHHS Ka-
4yecTBa M KOHTPOIIS ee dPdek-
TUBHOCTH;
— HaBBIKaMU 0(OPMIICHUS HAU-
OoJtee BaXKHBIX JOKyMEHTOB
CUCTEMBI OpraHU3alMOHHO-
pacrnopsauTeapHoi U nHpopma-
LIMOHHO-CIIPAaBOYHON JIOKYMEH-
TallMX B COOTBETCTBUH C HOP-
MaMH ¥ IpaBUJIAMU

13




BrogkeT y4e0HOT0 BpeMeHH, 4 K
HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- OB Irtansl GOpMUPOBAHUS
AHHOTanus pasgesa KOMIIe-
Pa3gena/Temnl YeHus YeHus — KOMIIeTeHIIUH
71 [ 13 [ KCP | CPC | J1 | 113 | KCP | CPC !

Buo npaxmuueckoeo 3ansmus — NPaKTUKYM IO PELHICHUIO 3aJJaHUN U 33a]1a4.

Cooeporcanue 3anamusi: 3aKPEILICHAC 3HAHUN CIICHU(MUKU CIIPABOYHO-HH(OPMAIIMOHHBIX JOKYMEHTOB U OTPa0OTKa YMEHHUSI IPUMEHSTh MIPaBUiIa OPOPMIICHHUS PEKBH3UTOB HA ITUX
JIOKYMEHTAX;

3aoanusn: cm. OC Ne 4 «KoMImieKkT 3aqaHuil ¥ 3a1a4 JJ1s1 IPOBEICHUS MIPAKTHUESCKHUX 3aHATHIY, TeMa 5,6 pa3aensl: «IIpoTokoIb», «AKTBI», «JloKIaaHbIe U O0BICHUTEIbHBIC 3aITHC-
Kn», 3agaans, 3aganue Ne 1 (Ne 2 — o mpoTokoiy,4 — 1o akTy ,3 ¥ 7 — 10 3aIHCKaM).

Ilepeuenv pexomend08anHol iumepamypbl 0isi NOO2OMOBKU.!

OcHoBHoif: 1-3

JlomomuuTebHbIH: 4-8

3adanue ons camocmosmenvHou pabomol.

— MpopabOTKa JICKIUH — BKIFOYACT YTCHUE KOHCIICKTA JICKIUH, MPO()ECCHOHATBLHON INTEPATYPhI, IEPUOTUICCKUAX U3TaHUN;

— MOJTrOTOBKA K MPAKTUYECKUM 3aHATHIM — BKIFOYAET YTCHHE MPO(PECCUOHATBHON JIUTEPATyPHI, PEIICHUE 3a/1a9 U 3aIaHUA.

- HOATOTOBKA K KOHTPOJIIO CAMOCTOSTENIbHOM pabOThl BKIIOUYAET YTCHUE NPO(ECCHOHANBHON IUTEpaTyphl, MPOPaObOTKY BOIPOCOB K COOECEIO0BAHHIO

Iepeuens yuebno-memoouyecko2o obecnedenus 0 CamoCmoAmenbHOU pabomol 00yYarWUxcs:

OcHosHoi: 1-3

JlomoyHuTenbHbIN: 4-8

@opma kormpoas (6 coomeemcmsuu ¢ PoOHOOM OYEHOUHBIX CPEOCMB):

1. Onenka pe3ynbraToB mpaktrnaeckux padot (OC Ne 4 Tema 5, 6 paznmensr: «I[IpoTokomny, «AKTY, «JloknamHbie 1 00BICHUTENBHBIC 3aMTUCKI») — JUISI OYHOTO U 3209HOTO OT/ICIICHUH;
2. 3aganus 1ia camokoHTpolist (OC Ned,rema 5, 6 3aganust 3, 4, 5) — y11 OYHOTO ¥ 320YHOTO OTACIEHUI

3. KoHTpOJIb cCaMOCTOSATENHHOM PabOTHI.

Tema 7. CnyxeOnas [MpaBuna u TpeboBanus K JesioBoMy nucbMy. CoBo- 2| 2 2 2 1 6 OK-4 | suams:
nepernucka KYITHOCTbPEKBH3UTOB O(UIMAIBHOTO MMChbMA M TIpa- — OCHOBHBIE 3aKOHOIATEJILHBIE 1
BUJIa UX OQOpMIIEHHS. SI3BIK M CTHIIb O(UIHATBHBIX HOPMAaTHBHO-METOANYECKHE JI0-
nceM. CTpyKTypa nmiucbMa. JTHKET B IJIOBOH Tepe- KyMEHTBI B 00J1aCTH JIOKYMEHTa-
TIHCKE. IIMOHHOTO 00eCTIeYeHH s yrpaBJie-
OcHOBHBIE TPeOOBaHMS K TEKCTY CITy>KEOHOTO MTHCH- HUS,
Ma. — TEPMHUHOJIOTHIO B 00JIaCTH JI0-
OrtaenbHBIC BUIBI THceM (MHGOPMAIMOHHOE, TapaH- KYMEHTaIlMOHHOTO 00eCIeyeHIS
THUITHOE, MMCHMO-0TBET, ITMCHMO-3aI1POC, COIPOBOJIHU- yIIpaBJICHHUS;
TEJIBHOE MUCHMO). — TpeOoBaHUA K OJTaHKaM M COCTa-
MexnynapoHas nepenucka CTpyKTypa U CMBICIIO- BY PEKBU3UTOB JIEJIOBBIX JIOKyMEH-
BbIe yacTu nucbMa. CTHIIb TEKCTOB M 0(hOpMIICHUE TOB,
JIEJIOBOTO TIHChMa. — OCHOBHBIE BHJIbI OpPraHU3aIHOH-
HO-pacnopsaAUTEIbHbIX TOKYMEH-
TOB 1 METOJIMKY UX COCTABJICHUSA U

14




BrogkeT y4e0HOT0 BpeMeHH, 4

HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- Koz Irtansl GOpMUPOBAHUS
AHHOTanus pasgesa KoMIIe-
Pasnena/remsl YeHHs YeHHs — KOMITETCHIMHU
J [ 113 [ KCP | CPC | J1 | I3 | KCP | CPC "
oopmeHus;

ymemby:
— 0(hopMIIATH PEKBU3HTHI JEII0-
BBIX JTOKYMEHTOB;
— IPaBHJIBHO COCTABIIATH U
odopmiaTh HarboJee BayKHBIE
JOKYMEHTBI CHCTEMBI OpraHu3a-
IIHOHHO-PACTIOPSAANTEIHHON U
MH()OPMaLMOHHO-CIIPAaBOYHON
JOKyMEHTaI[H B COOTBETCTBUH C
HOPMaMH U IIPpaBUIIaMH;
enadems:
— HaBBIKAMH BeJIeHHs He00X0-
JMMO¥ JOKYMEHTAIIMH [0 co31a-
HHIO CHCTEMBI 00ECTICUeHHUS Ka-
YyecTBa M KOHTPOIS ee dPdek-
THBHOCTH;
— HaBBIKaM¥ 0()OPMIICHUS HaH-
OoJiee BaXKHBIX JTOKYMEHTOB
CHCTEMBI OpTaHU3aIOHHO-
pacrops,IuTeNsHON 1 HHpopMa-
LHOHHO-CIIPAaBOYHON JIOKYMEH-
TallMU B COOTBETCTBUH C HOP-
MaMH U MPaBHIAMH

15




BrogkeT y4e0HOT0 BpeMeHH, 4 K
HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- OB Irtansl GOpMUPOBAHUS
AHHOTanus pasgesa KOMIIe-
Pa3gena/Temnl YeHus YeHus — KOMIIeTeHIIUH
71 [ 13 [ KCP | CPC | J1 | 113 | KCP | CPC !

Buo npaxmuueckozo sanamus — NPaKTUKYM TI0 PEILICHUIO 3aJlaHUH U 3a/1a4

Cooeporcanue 3ansmusi: 3aKpPEILICHAC 3HAHUN CIICHU(MUKHU ICTOBOM NEPEIUCKH U OTPa0OTKA YMEHHS IPUMEHSATH MPaBUia 0(POPMIICHHS PEKBH3UTOB Ha CITY)KCOHBIX MHCEMAaX;
3adanus: cm. OC Ne 4 «KoMIIJIEKT 3aJaHAN W 33729 JUIS TPOBEIEHUS IPAKTHUECKUX 3aHATHI, Tema 7, 3aganue Nel (Ne 1, 2, 3)

Tlepeuens pexomendosanHou aumepamypol 015 HOO2OMOBKIU.:

OcHoBHoIf: 1-3

JlomoHUTENbHbIN: 4-8

3adanue ona camocmosamenvHou pabomaol.

— MpopabOTKa JICKIUH — BKIFOYACT YTCHUE KOHCTICKTA JICKIUH, MPO()ECCHOHATBLHON INTEPaTyPhI, IEPUOTUICCKUAX U3JAHHN;

— OTBETHI HA TEOPETUYECKUE BOMPOCHI 110 PA3JIENy;

— MOJTrOTOBKA K MPAKTUYECKUM 3aHATHIM — BKIIIOYAET YTCHHE MPO(PECCUOHATBHON JIUTEPATy P, PEIICHUE 3314 U 3aIaHUMA.

- HOATOTOBKA K KOHTPOJIIO CAMOCTOSTEbHOM pabOThI BKJIFOYAET YTCHUE MPO(ECCHOHANBHON IUTEpaTyphl, MPOPaObOTKY BOIPOCOB K COOECEIOBAHHIO

Iepeuenv yuebno-memoouyecko2o obecneuenus 0as CamoCmMOAMenbHOU pabomsl 00yYaAWUXCA:

OcHosHoi: 1-3

JlomoHuTeNbHbIN: 4-8

@opma konmpoasn (8 coomeemcmauu ¢ PoHOOM OYEHOYHBIX cpedCcms):

1. Onenka pe3ynbraToB npaktraeckux padot (OC Ned KomrmekT 3amaHuii v 3aad IS POBEICHUS NPAKTHIECKUX 3aHATHID, TeMa 7 )
2. CobecenoBanne (OC Ne3 «IlepedeHp BOpoOCcoB it cobeceoBaHUsY, TeMa 4.1) -1t O9HOTO OTAETICHHUS

3.3ananus qst camokoHTpouis (OC Ne 4, 3aganue 2)- AJi1 OYHOTO M 320YHOTO OTIETICHUMA

4. KoHTpOJIb CaMOCTOSTENLHOM PaboTBhI.

Tema 8. JlokyMeHTEI CocraB ¥ BUIbI JOKyMEHTALMK [0 JIMYHOMY cocTaBy. | 2 | 4 1 6 OK-4 | 3uamo:

110 JIMYHOMY COCTaBy. YHI/ICI)I/ILII/IpOBaHHBIe (I)QpMH JOKYMCHTOB. — OCHOBHbIC 3aKOHOJATCIIbHbIC U

COCTaBHeHI/Ie JIMYHBIX HpI/IKaS. O(l)OpMHeHI/Ie HpI/IéMa Ha pa60Ty_ HepeBoz[ HOPMAaTUBHO-METOAUYCCKHE NOKY-

JOKYMEHTOB Ha Jpyrylo paGory. IIpeocTaBieHne —OTIycKa. MEHTEI B 00JIACTH JOKYMEHTALIMOH-
YBoJbHEHHE C pabOTHI. HOTO 00eCIIeYeHUs YIIPABIICHHUS,
CocTaBleHHe JHYHBIX JOKYMEHTOB (pe3loMe, aBTO- —  TEPMHUHOJIOTHIO B 001IACTH JI0-
ororpadus, XapakTepUCTHKA, aHKETa, JOBEPEHHOCTD, KyMEHTAIMOHHOTO O0ecrieqeHHs
pacrmcka) YHpaBIICHH,

— TpeOOBaHMA K OJTaHKaM H CO-
CTaBY PEKBH3UTOB JICTIOBBIX JIOKY-
MEHTOB;

— OCHOBHBIE BHJIbI OpraHU3aIy-
OHHO-PACIOPAAUTENBHBIX TOKY-
MCHTOB U METOAUKY UX COCTaBJIC-
HUs1 ¥ opopMIIeHHST;
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HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-

YCHUA YCHUA

3aounas ¢opma 00y-

JI

I3 | KCP | CPC | JI | I3 | KCP

CPC

Koapl
KoMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

yMemb.
—  0(hopMIIATH PEKBU3HTHI JAEIIO-
BBIX JIOKYMEHTOB;
— PaBUIBHO COCTABISTH U
0popMIIAITh HanboJIee BaXKHbBIE
JIOKYMEHTBI CHCTEMBbI OpraHm13a-
LHUOHHO-PACTIOPSAUTELHOMN U
UH(POPMAIUOHHO-CIIPABOYHON
JIOKYMCHTAITUH B COOTBETCTBUH C
HOpMaMH U MPaBUIIAMH;
enadems.
— HaBBIKAMU BeJIeHUS HE00XO0-
JIUMOM JJOKYMEHTAIIMHU IO co3/a-
HHIO CHCTEMbI 00ECIICUeHHS Ka-
4yecTBa M KOHTPOIS ee dPdek-
THUBHOCTH;
— HaBbIKaMU 0(OpMIICHHS HaH-
Oosiee BaXKHBIX JJOKYMEHTOB
CHCTEMbI OpraHU3aI[HOHHO-
pacnopsauTeapHOi 1 nHpopma-
IIUOHHO-CIIPABOYHOM JIOKYMEH-
TaIU¥ B COOTBETCTBUH C HOP-
MaMH ¥ IpaBUJIaMU
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HaunmeHnoBanmue
Paszgena/Tembl

AHHOTAUMA pa3aea

BrogkeT y4e0HOT0 BpeMeHH, 4

Ounas dopma 00y-
YCHUA

3aounas ¢opma 00y-
YeHHusl

JI | 13 | KCP [ CPC

JI | 113 | KCP | CPC

Koapl
KOMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

Buo npaxmuueckozo sanamus — NPaKTUKYM TI0 PELLICHUIO 3aJJaHUi U 3a1a4
Cooeporcanue 3ansamus: 3aKpeIyieHue 3HAHUN crielin(PUKN 0POPMIICHHST JOKYMEHTOB I10 JUYHOMY COCTaBY M OTpaOOTKa YMEHUS IPUMEHATH NTPpaBuiia 0(OPMIICHUS PEKBU3UTOB Ha

3TUX JoKyMeHTax Ha IIK;

3aoanusn: cm. OC Ne 4 «KoMImieKT 3aqaHui U 3a]1a9 JIJIsl POBEACHUS TPAKTUIESCKUX 3aHATHI, TeMa 8
Ilepeuensv pexomendo8annoll aumepamypol 0jist NOO20MOBKU.

OcHoBHoI: 1-3

JlomoHKUTENbHBIN: 4-8

3adanue ons camocmosimenvHou pabomol.
— IpopaboOTKa JICKIUH - BKIFOYACT YTCHUE KOHCIICKTA JICKIUH, MPO(eCCHOHATBLHON TINTEPATYPhI, IEPUOINICCKUX U3 TaHHIA;
—  OTBETHI HA TEOPETHYCCKHIE BOTIPOCHI IO pa3ieiy;
— MOJTrOTOBKAa K MPAaKTUYCCKUM 3aHITHSM - BKIIFOYAET YTCHHE MPOPECCUOHATBHOM TUTEPaTypPhl, PEIICHUE 3a1a4 U 3aIaHUi.
- HOATOTOBKA K KOHTPOJIIO CAMOCTOSTENbHOM pabOThI BKIIOYAET YTCHUE MPO(eCCHOHANBHON TUTEpaTyphl, MPOPaObOTKY BOIPOCOB K COOECEIOBAHHIO

Iepeuens yuebno-memoouyecko2o obecneuenus 0 CamoCmosmenbHoOU pabomol 00yYarWUXCcs:

OcnosHoi: 1-3

JlononHuTenbHbIN: 4-8

@opma konmpoasn (6 coomeemcmauu ¢ PoHOOM OYEHOYHBIX cpedcms):
1. Onenka pe3ymnbraToB mpakTrndeckux padot (OC Ne 4 «KommuiekT 3aiaHuii 1 33124 I IPOBEACHUS MPAKTHUYECKUX 3aHATHID), TeMa 8 — [T OYHOTO OTHEIICHUS;
2. KoHTponb camocTosTebHON paboTHI.

3.Cobecenonanre (OC Ne 3, rema 8 ) — 111 OYHOTO OT/ICIICHUS;
4. 3ananus s camokoHTpoutst (OC Ne 3, rema 8; OC Ne 4, tema 8) — 11t 3a09HOTO OTICIICHHUS

Tema 9. Opranuzanus
paboTHI ¢ JOKYMEHTA-
MU

[Tonsatue «mokymeHTOoOO0pOTaY. [IpaBmia opranuza-
UN JOKYMEHTO00OpoTa. YdueT o0bemMa JOKYMEHTO-
o6opora. OCHOBHBIE dTanbl U NMPHHIUIE PaOOTHI C
BXOJSIIIUMH, HCXONIIINMH W BHYTPEHHHMH JIOKY-
MEHTaMHU.

[IpaBuia perucTpanuu ¥ WHIACKCAUN JTOKYMEHTOB.
®opmsbl peructpauuy. KoHTpoab UCIIONHEHUS JOKY-
MEHTOB.

2 2 2

12

OK-4

3HAMDb.
— OCHOBHEIC 3aKOHOJATEILHEIC
u HOPMATHUBHO-METOIMICCKHE
JIOKYMEHTHI B 00JIACTH JOKYMCH-
TAIIOHHOT'O obecrieueHus
yIPaBJICHUSI;

— TEpPMHHOJIOTHIO B o0jactu
JOKYMEHTAIIHOHHOTO o0ecrede-
HUSI YIIPaBJICHUS,

— TmpaBWia OpraHU3alHd JOKY-
MEHTO000pOTA;

ymemsp.

—  0QOpPMIIITH PEKBU3UTHI JIEJIO-
BbIX Z[OKyMeHTOB;
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BrogkeT y4e0HOT0 BpeMeHH, 4

HaunmeHoBanue Ounas ¢popma 00y- 3aounas ¢opma 00y-
AHHOTAUMA pa3aea
Pa3nena/Tembl YeHHus YeHHus

J |II3 | KCP | CPC | JI | II3 | KCP | CPC

Koapl
KOMIIe-
TEeHIN I

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

— MpPaBWIBHO  COCTaBJIAITH U
opopmisiTh HauboJiee BaXKHBIC
JIOKyMEHTbI CHUCTEMbl OpraHu3a-
HOHHO-PACTIOPSAUTEIBHON |
MHPOPMAITMOHHO-CTIPABOTHON
JIOKyMEHTAI[MH B COOTBETCTBUH C
HOPMaMH U [IPaBUIIAMH;
anademn:

— HaBBIKAMH BEJCHHS HEO0XO-
JIUMOM JIOKyMEHTAIIMU IO CO37a-
HUIO CHUCTEMBbI OOCCIICUCHHS Ka-
4ecTBA M KOHTPOIs ee dddek-
TUBHOCTH;

— HaBbIKaMU O(OpMIICHHS Hau-
Ooiee  BaXHBIX JIOKYMEHTOB
CHCTEMBI OpraHU3aluOHHO-
pacropsauTeIbHON 1 MHpOpMa-
LHOHHO-CIIPABOYHON JJOKYMEH-
Tallid B COOTBETCTBHU C HOP-
MaMH U TIPaBUIAMH

3adanue ons camocmosmenvHou pabomol.
— 1popaboTKa JEKIHi — BKIII0YAeT YTEeHUE KOHCIIEKTa JICKIUI, MPO(eCCHOHATBHON JTUTEPATYPhI, IEPUOIUUSCKUX U3IaHUIA;
—  OTBETHI HA TEOPETUIECKUE BOMPOCHI M0 PA3/LIY;

- MOJITOTOBKA K KOHTPOJIIO CAaMOCTOSITETEHON pabOTHI BKIIFOYAET YTEHHE PO EeCCHOHATBHOM IUTEpaTyphl, MPopaboTKy BOIIPOCOB K cOOECEIOBAHUIO

Ilepeuens yuebno-memoouneckoeo obecneyenuss 0 CAMoCmMoIMenbHOU pabomul 00YYAIOUWUXCA:
OcHoBHoii: 1-3
Jonoaaurensupii: 4-8

Dopma xoumpoas (6 coomsemcmeuu ¢ PoHOOM OYEHOUHBIX CPEOCmB):

1. KoHTposb CaMOCTOSTENILHOM pabOTHI.

2. Coobecenosanne (OC Ne 3 «IlepeueHb BOIPOCOB IS COOSCEIOBAHMY, TEMa 9) — ISl OYHOTO OT/CIICHHS,

3. Bonpockr miist camokxonTposist (OC Ne 3 «IlepedeHsb BOPOCOB it cOOECEAOBAHUY, TeMa 9) — UTsl 3a09HOTO OTJCIICHHUS

Tema 10. Cuctemaru- IonsTHe «HOMEHKIATYpa IEN», BUABI HOMEHKIATy- | 2 | 2 2 12
3alus U XpaHCHUC pet nen. TpeOoBaHus, MPEABABISIEMBIC K COCTaBIIC-
YHOpaBJICHYCCKUX N0~ HUI0 HOMEHKJIATYpHhI Ael.

OK-4

3HAMb.!
— OCHOBHBIC 3aKOHOAATCJIbHBIC
U HOpMAaTUBHO-METOANYCCKUEC
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BrogkeT y4e0HOT0 BpeMeHH, 4

Koawbl
HaumenoBanue Ounas dopma 00y- 3aounas ¢opma 00y- A Irtansl GOpMUPOBAHUS
AHHOTanus pasgesa KOMIIe-
Pasnena/remsl YeHHs YeHHs Termuii KOMITETCHIMHU
J |TI3 | KCP | CPC | JT | II3 | KCP | CPC
KyMEHTOB dopmupoBaHHe A€l B OpraHu3anud. TpeOdoBaHUs K JIOKYMEHTBI B 00J1aCTH JIOKYMEH-

(hopMHEpOBaHHIO ST

DKcrepTu3a IEHHOCTH JOKYMEHTOB. TpeboBaHus,
MPEABSBISIEMbIC K OPraHU3alui U NPOBEACHUIO JKC-
MepPTHU3bI LIEHHOCTH JOKYMEHTOB.

TaIlMOHHOTO O0eCTIeYeHUs
yIpaBIICHUS;

— TEPMHHOJIOTHIO B 00JIacTH
JIOKYMEHTAIIMOHHOTO o0ecrede-
HUS YIIPaBIICHUS,

— TpeOoBaHMsI K OJTaHKaM U CO-
CTaBY PEKBHU3HTOB JICIIOBBIX J[0-
KYMCHTOB;

— OCHOBHBIE BHIbI OpraHH3allH-
OHHO-PACTIOPSUTEIBHBIX TOKY-
MEHTOB M METOJIUKY MX COCTaB-
JeHust 1 0o(OPMIICHUS;

— TmpaBuia 0(OPMIICHHS HO-
MEHKJIATypPHI /e,

— TIpaBHIIA IEepenadu JOKyMeH-
TOB Ha XpaHEHHUE,;
yMmems.

—  0(hopMIIATH PEKBU3HTHI AETIO-
BBIX JIOKYMCHTOB;

— IPaBWJIBHO COCTABIISITh U
oopmIIsITh HarbOJICe BayKHBIC
JIOKYMEHTBI CHCTEMBbI OpraHH13a-
LMOHHO-PACIOPSAUTENbHON U
HH(POPMALMOHHO-CIIPAaBOYHON
JOKYMCHTAITUH B COOTBETCTBUH C
HOpMaMH U TIPaBHIIIAMH;
enaoems:

— HaBBIKAMH BEICHUSA HEOOXO0-
JUMOM TOKYMEHTAIIUH 10 CO3/a-
HHIO CHCTEMbI 00€CTIeUeHH s Ka-
4ecTBa M KOHTPOJI ee dhdek-
TUBHOCTH,;

— HaBbIKaMU 0(OPMIICHUS HAU-

0oJiee BAKHBIX TJOKYMCHTOB
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BrogkeT y4e0HOT0 BpeMeHH, 4

Koawbl
HaunmeHoBanue Ounas ¢popma 00y- 3aounas ¢opma 00y- A
AHHOTanus pasgesa KOMIIe-
Pasnena/remsl YeHHs YeHHs .
TeHUU

J |II3 | KCP | CPC | JI | II3 | KCP | CPC

Irtansl GOpMUPOBAHUS
KOMIIeTeHIIUH

CUCTEMBI OPraHU3aIOHHO-
pacropsiIuTeNbHON U HHpopMa-
LIUOHHO-CIIPaBOYHOM JOKYMEH-
Tallly B COOTBETCTBUH C HOP-
MaMH ¥ IpaBHJIaMu

Buo npaxmuueckozo sanamus — pelieHne TECTOBBIX 3alaHUH 110 BapuaHTaM

Cooeporcanue 3anamus: IPOBEPKA 3HAHUI U YMEHHUH M0 BCEMY MaTepHally AUCIUATUINHEI

3aoanusa: cMm. OC Ne 2 «KOMIUIEKT TECTOBBIX 3alaHAN»

Ilepeuenv pexomend06an ol aumepamypboi 0isi NHOO2OMOBKU.

OcHoBHoii: 1-3

JlomomHuTebHBIH: 4-8

3adanue ons camocmosimenvHou pabomol.

— TpopadoTKa JIEKIUH — BKIII0OYAaeT YTEeHHUE KOHCIEKTa JICKIIMH, MPpodecCHOHaNBHON TNTEpaTyphl, TIEPUOINYECKUX N3AaHUIH;
—  OTBETHI HA TEOPETUYECKUE BOMPOCHI 110 Pa3JIeiy;

— TIOATOTOBKA K MPAKTHYECKUM 3aHATHSIM — BKIIIOYAET YTEHHE PO(ECCHOHATILHOM INTepaTyphl, pelieHe 33/1a4 U 3aJJaHuil 110 BCeMy Kypcy.
Iepeuens yuebno-memoouyecko2o obecnedenus 0 CAMOCMOAMeNbHOU pabombl 00yYaAWUXCA:

OcHoBHoii: 1-3

JlomomHuTebHbIH: 4-8

@opma konmpoas (8 coomeemcmauu ¢ PoHOOM OYEHOUHBIX Cpedcms):

1. Onenka pe3yibpTaToB pemenns TecToBbix 3agaanii (OC Ne 2 o 4 BapuaHTaMm) —IIsI OYHOTO OTICIICHIS,

2. CobecenoBanue (OC Ne3, rema 10) — 1711 OYHOTO OTACICHUS;

3. Bompocsr miist camokxoHTpoirst o Teme ( OC Ne 3, tema 10) — it 3a09HOTO OTAETICHHUS.

HTOroBsIit KOHTPOJIb MO JUCHUATIIIUHE:

1. Urorosas koHTposibHas padota (OC Ne5 «TeMsbl ai1st NTOroBOi KOHTPOJILHOM paboThI») — IUIsl 3a04HOTO OT/IEIICHUS;
2. Tectuposanue (OC Ne 2 mo 4 BapuantoB «DOH]T TECTOBBIX 3aJ[aHUN») — ISl 320YHOTO OT/ICIICHUS;

3. Ok3ameH (OC Ne 6 «Bompochl K 9K3aMeHY»).

IK3aMeH 36 9

Beero: (1830 ] 6 | 18 [ 2 [ 6 | 4 | 87

21




4. OHEHOYHBIE U METOANYECKHUE MATEPHUAJIbI (POH/J] OHEHOYHBIX CPE/ICTB)
. JJIA ITPOBEJAEHUA
MMPOMEXYTOYHOU ATTECTAIHUHN OBYYAIOIIIUXCA ITO JTUCHUIIJIMHE / MOAYJIIO

DOH/I OLICHOYHBIX CPENCTB — KOMIUIEKT METOIMYECKUX MaTepHajioB, HOPMHUPYIOIIMX MPOLEAYPHI OLICHUBA-
HUS Pe3yNbTaTOB OOYYEHHS, T. €. YCTAHOBJIEHHSI COOTBETCTBHS YI€OHBIX TOCTIKEHHI 3aIIaHMPOBAHHBIM pe-
3yJabTaTaM OOYYeHHUS W TpeOOBaHUSAM OOpPa30BATEIBHBIX MPOTPaMM, pabOUnX MPOrpaMM IUCITUILUIMH / MOIY-
Jen.

®OC kak cucTeMa OLECHUBAHUS COJCPIKHUT:

— Ilepeuens KOMIETEHINI ¢ yKa3aHWEM 3TAIlOB MX (OPMUPOBAHUS B MPOIIECCE OCBOSHUS 00pa30BaTeb-
HOM MIPOTpaMMBbl;

— Ilokazarenn n KpUTepUH OIEHMBAHHUS KOMITETEHIIMHA HA Pa3MYHBIX dTamax ux ¢opmupoBanus. [lkama
OIIEHWBaHUS C(HOPMUPOBAHHOCTH KOMITETEHIIHH;

— TunoBble KOHTPOJNBHBIE 3alaHKUSI WM WHBIE MaTepHajibl, HEOOXOIUMBIE JJISl OLIGHKU 3HAHUH, YMEHHH,
HaBBIKOB M (MJIM) OTBITA IESTEIHLHOCTH, XapaKTEePU3YIOMUX 3Tanbl (OPMHUPOBAHHUS KOMIIETEHLIMH B Mpolecce
OCBOEHUS 00pa30BaTENBHON MTPOTPaMMBIL;

— Meroaudeckne MaTepuaibl, ONPEASISIONINe IMPOLEAYPhl OIICHWBAaHWS 3HAHWH, YMEHUWI, HaBBHIKOB WU
(vm) orbITa NEATETHPHOCTH, XapaKTEPU3YIONIHUX 3Talbl (OPMUPOBAHUS KOMITCTCHITHH.

DOC odopmren kak [Ipunoxenne k padodeil mporpaMMe IUCIUILIHHBL

5. METOAUYECKHUE PEKOMEHJAIIUU JJIS1 OBYYAIOIUXCA
IO OCBOEHHUIO JUCHUIIVIMHBI / MOAYJIA

Memoouueckue pexomenoayuu npu pabome Ha0 KOHCHEKMOM 80 8PEMsL NPOBEOEHUs! TeKYUuU

B xone NeKITMOHHBIX 3aHATHIT HEOOXOIUMO BECTH KOHCIIEKTHpPOBaHUE yueOHOTO MaTteprana. OO0mue u yT-
BEPAMBIIHECS B ITPAKTHKE MPABUIIA U TIPUEMBI KOHCTIEKTUPOBAHUS JICKIIHIA:

— KOHCHEKTHPOBaHHE JIEKIIUH BEJETCS B CIENHAIbHO OTBEIEHHOW ISl 3TOTO TeTPaad, KaXKABIN JHCT KOTO-
PO¥i JOKEH MMETh TOJIsI, Ha KOTOPBIX JCNAIOTCS MOMETKH U3 PEKOMEHJIOBAHHOW JIUTEPATYPBI, OTOTHSIOIINE
MaTepual MPOCIYIIaHHOHN JIEKINY, a TakKe MMOJYEPKUBAIOIINE 0COOYI0 BXHOCTh TeX WIJIM MHBIX TEOpETHUe-
CKHUX MOJOKEHUH,

— He0oOXOJMUMO 3aM¥CHIBAaTh TEMY W TUIAH JIEKIHH, PEKOMEHAYEMYIO JINTEPATYpPy K TeMe. 3aliCH Pa3/ieioB
JICKIIUU JOJDKHBI UIMETh 3ar0JIOBKH, ITO/I3ar0JIOBKH, KpacHbBIE CTPOKH. J{Jisl BBIICTICHUS pa3/eNioB, BEIBOJIOB, OII-
peneneHnii, OCHOBHBIX UEH MOXKHO HCIIONIb30BaTh IIBETHBIE KapaHAanIi U (hJIOMacTephl;

— Ha3BaHHBIE B JIEKIIMH CCHUIKH HA MIEPBOMCTOYHUKY HAJ0 MOMETUTH Ha MOJISX, YTOOBI IPH CAMOCTOSATENb-
HOl paboTe HAlTH U BIUCATH UX;

— B KOHCIIEKTE JIOCJIOBHO 3alACHIBAIOTCS ONPEACICHUS MOHATHIA, KaTeropuil U 3akoHOB. OcTalbHOE JIOMIK-
HO OBITH 3aITMCAHO CBOWMH CIIOBAMH;

— KaXJIOMY CTYACHTY HEOOXOANMO BRIPAOOTATh M MCIIOJIb30BATh JOITyCTUMbIE COKpAIIEHUsT Hanboee pac-
IMPOCTPAaHCHHBIX TCPMUHOB 1 HOHHTHf/'I;

— B KOHCIIEKT CIIeZ[yeT 3aHOCHUTbH BCE, UTO MPETOAaBaTeNNb MHUIIET Ha OCKE, a TAK)KEe PEKOMEHIyeMbIE CXe-
MEI, Ta6HI/IHbI, AuarpaMMbl U T. O.

Memoouueckue pexomeHoayuu no NOO20MOEKe K NPAKMUYECKUM 3AHAMUIM

Llenpio MpakKTHYECKHUX 3aHATHH SIBISETCS YTIIIYOJICHUE U 3aKPEILICHHE TEOPETHUCCKUX 3HAHHM, TOJTyIeHHBIX
CTyICHTaMH Ha JIEKIHSIX M B IIPOIIECCE CAaMOCTOSATEIBHOTO U3YICHHS YIeOHOTO MaTepuraia, a, ClIeA0BaTeIbHO,
(hopMUpPOBaHUE Y HUX OMPEACICHHBIX YMEHUN U HABBIKOB.

B xo/1e MOATOTOBKM K MPAKTUYECKOMY 3aHATHIO HEOOXOIUMO MPOYUTATH KOHCIEKT JICKIUH, U3YYUTh OC-
HOBHYIO JIUTEPATYPY, O3HAKOMUTHCS C JOMOJHUTEIHHOU JIUTEPATypOU, BHINOIHUTH BBIJAHHBIC MpenofaBaTe-
JIeM TipakTU4ecKkue 3aaanus. [Ipu 3ToM ydecTh peKOMEHAINK MperoaBaTeis U TpeOoBaHus mporpaMmsl. Jlo-
pabaTeIBaTh CBOM KOHCHEKT JICKIUH, Jciasi B HEM COOTBETCTBYIOIIME 3aIMCH U3 JINTepaTyphl. JKenaTenpbHo IpH
MMOATOTOBKE K MPAKTHYSCKUM 3aHATHSIM IO TUCITUIUTMHE OJHOBPEMEHHO HCIIOJIE30BaTh HECKOJIHKO MCTOYHH-
KOB, PaCKPBIBAIOIINX 33IaHHBIC BOTIPOCHI.

Memoouueckue pexomenoayuu no OpeaHuU3ayUU CamoCcmosmenbHou pabomul

CamocTositenbHas padora (o B. U. Jlanro «caMoCTOSTENbHBIN — YeJI0BEK, HMEIOIIUI CBOU TBEPAbIC YOSK-
JIEHUsD») OCYIIECTBIISICTCS TP BceX (popmMax oOydeHUs: OUHOM U 3a09HOM.

CamocTosiTenbpHas padoTa IPUBOAMT CTYJEHTA K MONYYEHHUIO HOBOTO 3HAHWS, YIIOPSJOUYEHHUIO M YTiyOie-
HUIO UMEIOIIHUXCS 3HAHUH, POPMHUPOBAHHIO Y HETO MPO(heCCHOHATHHBIX HABBIKOB U YMEHUH.
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CamocrosiTensHast padoTa BBITOIHACT PSIIT PYHKIIHHA:
Pa3BHBAIOILYIO;

WH(POPMALMOHHO-00YYaIOLIYIO;
OPHEHTHPYIOLIYIO ¥ CTUMYJIHPYIOIIYIO;

— BOCTIMTHIBAOLIYIO;

— HUCCIIeIOBATENBCKYIO.

Bunbl camocTosTenbHOM pabOTHI, BEITTOTHAEMBIE B paMKax Kypca:

1. KoHcnektupoBaHre MepBOMCTOYHUKOB U IPYroil ydeOHOH TUTepaTyphl;

2. [IpopaboTka yueOHOro Matepuana (1o KOHCIIeKTaM, Y4eOHOW 1 Hay4HOM JuTeparype);

3. BrinmonHeHne pa3HOYpOBHEBBIX 33724 U 3aJJaHUH;

4. Pabota c TecTaMH 1 BOIPOCAMH JJISI CAMOITPOBEPKH;

5. BeimoiHeHne UTOroBoil KOHTPOJIBHOHN pabOTHI.

CryzneHTaM peKOMEH/yeTCsl C CaMOro Havaia OCBOSHHS Kypca padoTaTh C TUTEpaTypoi U Mpe/laraeMbIMH
3aJaHusAMH B (popMe MOJITOTOBKH K OYEPEAHOMY ayJUTOPHOMY 3aHATHIO. [IpH 3TOM akTyalu3upyroTcs HMeEro-
muecs 3HaHUs, a TakKe co3/1aeTcsl 0as3a IJIsl yCBOCHUsSI HOBOI'O MaTepyaia, BOSHUKAIOT BOIIPOCHI, OTBETHI Ha KO-
TOPBIC CTYACHT IMOJIY4Ya€T B Ay AUTOPHUHU.

MOKHO OTMETHUTB, YTO HEKOTOPBIC 33aJaHUs U CAMOCTOSTEIBEHON pabOoThl MO KypCy UMEIOT ONpeleieH-
Hyto cnenuduky. [Ipun ocBoeHHH Kypca CTYIEHT MOKET II0JIb30BaThCsl OMOINOTEKOH By3a, KOTOpas B IOJIHOM
Mepe oOecriedeHa COOTBETCTBYIOIICH JTNTepaTypoi. 3HAYUTENHHYIO IOMOIIb B IOATOTOBKE K OYEPEIHOMY 3a-
HSTHIO MOYKET OKa3aTh UMEIOIIHUICS B Y4eOHO-METOMUECKOM KOMIUIEKCE KPaTKUil KOHCTEKT JeKuui. OH ke
MOXXET UCIIOJIB30BATHCA U IJIA 3aKPCIIJICHUA MMOJTYYEHHOT'O B ayAUTOPHUHN MaTCpUaia.

Memooduueckue pexomendayuu no pabome c iumepamypou

Bcro nutepatypy MOKHO pa3ieiuTh Ha YUEOHUKH U yueOHbIe TOCOOUs, OpUTHHANbHBIE HAyYHbIE MOHOTPa-
(uyeckue NCTOYHHUKH, HAyYHBIE MyOJIMKAUU B IEPHOANYECKOH nedaTH. M3 HUX MOXKHO BBIIEIUTH JTUTEPATYPY
OCHOBHYIO (PEKOMEH/IyEMYI0), JOTIOTHUTENBHYIO U JIUTEPATyPy IUIsl yTITyOJICHHOTO U3YyUCHHUS TUCIUIUTUHBL.

W3yyeHne MUCIMILIMHBI CIEAYEeT HAYWHATH C YYeOHMKA, MMOCKONBKY YYeOHHK — 3TO KHHTa, B KOTOPOW W3-
JIO’KEHbI OCHOBBI HAYYHBIX 3HAHHH 110 ONPEIEIEHHOMY MPEIMETY B COOTBETCTBUU C LEISIMHU U 3a/1a4aMu 00y-
YeHUS], yCTAaHOBJICHHBIMHU NIPOrPaMMOIi.

ITpu paboTte ¢ IUTEpaTypoil CIEAYEeT YUUTHIBATD, YTO UMEIOTCS PA3TMYHBIC BUBI YTCHHS, 1 KaXKAbIH U3 HUX
WCIIOJIb3YETCs Ha ONpPEJICIEHHBIX 3TAallax OCBOCHUS MaTepHara.

[IpenBapuTensHOE YTEHHE HANIPABIECHO HA BBHISBICHHE B TEKCTE HE3HAKOMBIX TEPMHUHOB U MOUCK WX 3HAYE-
HUS B CIIPAaBOYHOH JIMTEpaType. B 4acTHOCTH, MpH YTCHHUH YKa3aHHOM JTUTEPATYphl HEOOXOIUMO MOIPOOHEH-
M 00pa30M aHAITH3UPOBATH MTOHITHS.

CKBO3HOE UTeHHE MpPEAINoaraeT NpoYTeHUE MaTepruaia OT Hayaua 0 KoHIa. CKBO3HOE UTEHUE JIUTEpaTy-
PBl U3 TPUBEIEHHOIO CIIHMCKA JAeT BO3MOXHOCTH CTYJEHTY C()OPMHPOBATH CBOJ OCHOBHBIX MOHSATHH U3 U3Y-
yaeMoil 00JIaCTH ¥ CBOOOJTHO BIIAZIETh UMH.

Bri6opouyroe — Ha000pOT, UMEET LETHI0 TIOUCK U 0TOOp MaTepHrana. B paMkax maHHOTO Kypca BRIOOPOYHOE
YTeHHe, KaK CrIoco0 OCBOCHUS COAEPIKaHUs Kypca, JOIDKHO MCTIONh30BATHCA MPH MOATOTOBKE K MPAKTHIECKUM
3aHSTHSAM IO COOTBETCTBYIOLINM pa3zeliaM.

AHaIMTHYECKOE YTCHHE — 9TO KPUTHUECKUI pa3dop TeKcTa ¢ MOCIEAYIOIUM ero KOHCIeKTHpoBaHueM. Oc-
BOCHHUE YKa3aHHBIX MMOHATHH OyaeT Hanbomnee 3 GEKTUBHBIM B TOM Cllydyae, €ClId IPH YTCHUU TEKCTOB CTYACHT
Oyzer 3a7aBaTh K 9THUM TE€KCTaM BOIPOCHl. YacTh U3 3TUX BONPOCOB chopMynupoBaHa B npuBeaeHHoM B DOC
TepeyHe BOMPOCOB sl cobecemoBanus. [lepederp 3THX BONMPOCOB OIpaHWYEH, MOATOMY Ba)XKHO HE TOJIBKO CO-
Jiep>KaHue BOMIPOCOB, HO CaM MPUHITUIT OCBOCHUS JINTEPATYPHI C TIOMOIIIBI0 BOIIPOCOB K TEKCTaM.

Lenpro M3yYaromIero YTeHus SBISIETCS TITyO0KOe U BCECTOPOHHEE MMOHMMaHNe Y4eOHOW HH(BOPMAITHHL.

EcTh HECKOJIBKO MPHEMOB U3YYAIOIIEro YTCHUS:

1. Yrenue mo anroputMy mpeAroyaraeT pazoueHnue nHPOpMalul Ha OJOKHU: Ha3BaHHE; aBTOP; MCTOYHUK;
OCHOBHAsI Wjiesl TeKcTa; (aKTHUECKH MaTepHal, aHaIW3 TEKCTa MyTEeM COMOCTABICHUS MMEIOLIMXCS TOUEK
3peHus 0 paccMaTprUBaeMbIM BOTIPOCAM; HOBU3HA.

2. IlpreM OCTaHOBKH BOIIPOCOB K TEKCTY UMEET CIEAYIOIIHA aIrOpUTM:

— MEJUICHHO MIPOYHTATh TEKCT, CTAPasCh TOHATH CMBICI U3JI0KEHHOTO;
— BBIJICJIUTH KITIOUEBBIE CIIOBA B TEKCTE;
— TOCTapaThCs MOHITH OCHOBHBIC UAEH, TIOJTEKCT U OOIINK 3aMBICET aBTOPA.

3. [Ipuem Te3upoBaHUsI 3aKII0YaeTCs B (POPMYJIMPOBAHUN TE3UCOB B BUJIC TOJIOKEHUH, YTBEPKICHUH, BbI-
BOJIOB.

K sToMy MOXHO 100aBUTH U MHBIE IPHEMBL: IPUEM pedeprpoBaHusl, IpUeM KOMMEHTHPOBAHHUSL.
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BaxHoii cocTaBsroieli JTIF000T0 COMUIHOTO HAYYHOTO W3JIaHUS SBISICTCS CIMCOK JIMTEPATypPhl, HA KOTO-
pyto cceutaercsi aBTop. [Ipy BOSHHKHOBEHHH MHTEpeca K KaKoH-To 00CykIaeMoil B TeKCTe mpobiieMe Bceraa
€CTh BO3MOYKHOCTb OOpaTUTHCS K CIIMCKY OTHOCSIIEWCS K Hel JuTepaTypsl. B aTom ciydae Bcst mpobiema Kak
OBl pa3dmBaeTCsl Ha COCTABIISIONINE YACTH, KKIas M3 KOTOPBIX MOXKET M3y4aThCsl OTAEIBHO OT Apyrux. [lpu
3TOM Ba)KHO HE TEPSTh U3 BHUJIA OOINMUN KOHTEKCT U HE MOTPYKATHCS YPE3MEPHO B JETAIU, IOTOMY UTO TaAKUM
00pa3oM MOXKHO HE YBUJIETh IJIaBHOTO.

6. OIIMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3BbI,
HEOBXO/IMMOM JIJIs1 OCYIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOIIECCA
MO JUCIUMIIJIMHE / MOAYJIIO, B TOM YUCJIE JJIs1 THBAJINJ1OB
N M C OrPAHMYEHHBIMUA BO3MOKHOCTSAMMU 310POBbS

[Ipu n3yueHNH TUCUMIUIMHBI UCTIONIB3YIOTCSA ayTUTOPUH, 000PYIOBaHHBIE MYJIbTUMEAUHHBIMEI CPEICTBAMHU
00y4eHHS: IPOSKTOPOM, HOYTOYKOM, HHTEPAKTUBHON JOCKOM.

Hcnone3oBaHne MHTEPHET-PECYPCOB MPEAIIOIAracT MIPOBEACHNUE 3aHATUN B KOMIIBIOTEPHBIX KJIaccax C BbI-
xo70M B MHTepHEeT. B KOMIBIOTEPHBIX KJIacCax CTYASHTHI UMEIOT JOCTYN K MH()OPMAIMOHHBIM pecypcam, K
0a3e JaHHBIX OMOIHOTEKH.

JUis cTyIeHTOB C OrpaHUYEHHBIMH BO3MOXKHOCTSAMH 3J0POBbsi HEOOXOAUMBI CIIELHAJIbHbIE YCIOBUS AJIS
NoJdy4eHus: oOpa3oBaHus. B mensix AOCTYMHOCTM TOJy4Y€HHs BBICIIET0 0Opa3oBaHHs MO0 0Opa3oBaTENbHBIM
porpaMmMaM MHBAJIMAAMH U JIMIIAMU C OTPAaHMYEHHBIMI BO3MOXXHOCTSIMH 3710pOBbs IHCTUTYTOM obecrieunBa-
eTcst:

1. Hannuue anpTepHaTHBHON Bepcuu opuumanbHOro caita MHctutyTta B cetn «MHTepHEeT» 111 cnaboBu-
IAIINX;

2. IlpucyTcTBrE acCUCTEHTA, OKA3hIBAIOIIETO 00yUaromeMycsi He0OOX0IUMYIO TIOMOIIb;

3./J1nst MHBAIMJIOB U JIMII C OTPAaHUYEHHBIMHA BO3MOXKHOCTSIMHU 37I0POBbS IO CIIyXy — AyOJHUpOBaHHE BCIYX
CHpaBOYHOH MH(GOpPMALMU O PACIIUCAHUH YUEOHBIX 3aHITUH; oOecrieueHNe HaaIeKallluMH 3BYKOBBIMH CPEICT-
BaMH BOCTIPOM3BEICHUS HH(POPMAIIUHY;

4. JInst UHBaMMIOB M JIUI] C OTPAHUYEHHBIMUA BO3MOXKHOCTSIMHU 37I0POBbSI, UMEIOIINX HAPYIIECHHUS OMOPHO-
JBUTaTeNLHOTO ammapara, CO3JaHbl MaTepHalbHO-TEXHUYECKHUE YCIOBHS 0O0ECIeuMBAIOIINE BO3MOXHOCTD
OecIpernsITCTBEHHOI O 10CTyMa 00y4JalouXcst B yueOHbIe IOMEIIEHHS, OOBbEKTY MUTAHUS, TyaleTHbIE U IPyTUe
noMenieHust MTHCTUTYTa, a Takke NMpeObIBaHUS B yKa3aHHBIX MOMEUICHUX (HAIUYKME PACIIUPEHHBIX JBEPHBIX
NPOEMOB, OPYYHEH U APYTHX MPUCIIOCOOICHUN).

7. NEPEYEHb OCHOBHOM 1 JIONTOJHUTEJIbHON YUEFHOM JINTEPATYPBI,
HEOBXO/JUMOM JIJIsI OCBOEHMS IUCITATIIIMHBI / MOJY.JISI

Hopmamueno-npagogvie 0oKymenmul

1 ®enepanphblil 3ak0H «O0 nHbOpMannU, HHOOPMALMOHHBIX TEXHOJOTUSAX H 3allUTe MHGOOpMALUN» OT
20.07.2006 // Poccuiickas razera Nel165 2006 r.

2. TOCT P 6.30-2003. YHu(pUIMpoBaHHBIE CUCTEMbI JOKYMEHTAIIMU. Y HU(DUIIMPOBAHHAS CUCTEMa OpraHH-
3aLIMOHHO-PACTIOPAOUTENBHON JOKyMeHTauuu. TpeboBaHus K opopmieHHIO JOKyMeHTOB. ( [IpuHsT 1 BBeneH B
nericteue [locranosienuem ["occranmapra Poccun ot 3 mapta 2003 1. Ne 65-ct.).

3. TOCT P.7.0.8 — 2013. [lenonpou3BoACTBO M apXMBHOE Aes10. TepMuHbI U onpeneiacHus. M.: 'occran-
nmapt, 2013.

4. TOCT 6.10.1-88. YaudumupoBaHHble CHCTEMBI HOKyMeHTaMH. OCHOBHBIE MOJIOKEHHA. M.:
T'occranmapt, 1988.

5. TOCT 6.10.5-87. YHu(puUIIMpOBaHHBIE CUCTEMbI TOKyMEHTAIMK. TpeOoBaHHUs K IMOCTPOCHUIO (HOpMYIIs-
pa-obpasua. M.: I'occrangapt, 1987.

6. TOCT 6.10.4-84. YHu(UUUpPOBaHHBIE CUCTEMBI JOKyMeHTalmu. [lpuaanue 1opuandecKol CHIIBI JOKY-
MEHTaM Ha MaIlMHHOM HOCHTEJIe ¥ MAaIIMHOTPaMME, CO3/IaHHBIM CPEICTBAMH BBIYUCINTENBHON TEXHUKH. M.:
T'occranmapt, 1984.

7. FocymapcTBeHHas cucTeMa IOKYMEHTAllMOHHOTO oOecrieueHus! ynpaBieHus. OCHOBHBIC MOJO0XKEHHUSL.
OO6mume TpeOoBaHMS K JOKYMEHTaM U CITyK0aM TOKyMEHTAITMOHHOTO obecrieueHus. M., 1991.

8. Enunast cucreMa JOKYMEHTAIIMOHHOIO oOecreueHus yrpapieHus. OOmue TpeOoBaHusA K CiIy)x0am 10-
KyMEHTalMOHHOTo oOecrieyenus ynpasnenus. M. ['masapxus CCCP, 1975.
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9. IlpaBuina enonpon3BOACTBa B (eepalbHbIX OpraHax MCIOJHUTEIbHOM BIacTH (YTB. MOCTAaHOBICHHUEM
[IpaButensctBa PO ot 15.06.2009 Ned77 «O06 yrBepxkaenun [IpaBun aenonponsBoacTBa B GeaepaabHBIX Op-
raHax HCIOJHHUTENbHON Biactu» // CoOpaHue 3akoHomaTenbcTBa Poccuiickoit ®@epeparmu 22.11.2009 Ne25
c1.3060)

10. IlpaBuna okazaHus yciayr moutoBoil cBsizu (yrBepxaeHbl I[locraHoBnenuem IlpaButensctBa Poccuii-
ckoit deaeparuu ot 15.04.2005 Ne221 «O0 yrBepxkaenuu [IpaBuir okazaHUs yCIyr MOYTOBOM cBsizuy» // Co0-
panue 3akoHogaTenbcTBa Poccuiickoit @eneparnuu Nel7 cT.1556)

11. Meroanueckue peKOMEHIAIMHU 0 pa3padoTKe MHCTPYKIMI MO JeIONPOU3BOJICTBY B (eaepaibHbIX Op-
rasax MCIIOJHUTENIbHON BiacTH (yrBepkaeHsl [Ipukasom Pocapxusa ot 23.12.2009 Ne76) //Poccuiickas razera
Ne 4937, 24 urons 2009 r.

OcnoeHnolul

1. JlokyMEHTalMOHHOE O0ECIICYCHHE YIIpaBIeHUs [DIEKTPOHHBIA pecypc] | yueOHUK IS CTYICHTOB BY-
30B, 00Y4YaOIIUXCS 10 HAMPABICHUAM «DKOHOMUKa» H «MeEHEeHKMEHT», crennanbHocTsaM «MHpopmaTrkay,
«JlokyMeHTOBeIeHHE 1 JOKYMEHTallMOHHOE 00ecTieYeHne YIpaBiIeHus», « ABTOMATH3aLUs U yIIpaBleHue» / A.
C. I'punbepr, H. H. I'op6aués, H. H. I'op6auér, O. A. MyxameTmuHa. — DJIEKTPOH. TEKCTOBBIE JTaHHBIC. —
M. . [IOHUTU-IJAHA, 2017. — 391 c¢. — 978-5-238-01770-9. — Pexum gocrymna:
http://www.iprbookshop.ru/71213.htm

2. Kysneyos, Y. H. JlenonpousBoACTBO [DIEKTPOHHBIHN pecypc] : yuel.-crpaB. ocodue it GaKaaaBpoB /
H. H. Ky3HernoB. — DJIeKTPOH. TEKCTOBbIE AaH. — 6-¢ u3m., mepepad. u gom. — Mocksa : Jlamkos u K, 2014. —
460 c. — Pexxum noctymna : http://www.iprbookshop.ru/24781*

3. Cumonss, P. f. JlokyMeHTalIMOHHOE OOECTIEYeHNE CHCTEMBI YIIPABICHUSI OpraHu3aluell [DneKTpoH-
HbIH pecypc] : yueOHoe nmocodue / P. 5. CuMoHsH. — DJIeKTPOH. TEKCTOBbIe naHHble. — CapaToB : At [Iu Op
Menwua, 2018. — 180 ¢. — 978-5-4486-0167-5. — Pexxum nocryna: http://www.iprbookshop.ru/72458.html

Jlononnumenvuuolil

4. Kysnenosa, U. B. JlokymeHTarmmonHoe odecreueHne ypapieHUs IepCOHAIOM [DJIEKTPOHHBIN pecypc]
: yueOHOe ocobue ais 6akanaspoB / U. B. Kysnenosa, I'. A. XagarpsiH. — 2-¢ u3a. — DJIEKTPOH. TEKCTOBBIE
nmanable. — M. : JlamkoB u K, At [Tu Op Menua, 2019. — 220 ¢. — 978-5-394-03124-3. — PexxuMm goctymna:
http://www.iprbookshop.ru/83142.html

5. MupromkuHa, }O. B. Jlenonpon3BoAcTBO U JOKYMEHTALIHOHHOE O00eclieueHIe roCcyJapCTBEHHOW U My-
HULUNAIBHON cyKObl [DneKTpoHHBIN pecypce] : npakTukyM / FO. B. Mupromkuia. — DJIEKTPOH. TEKCTOBBIE
nanHble. — CraBpornois : CeBepo-KaBkasckuii henepanbubiii yausepcurert, 2016, — 116 ¢. — 2227-8397. —
Pexxum noctyma: http://www.iprbookshop.ru/66028.html

6. Hosukoga, E. C. Jlenonpon3BoacTBo: yued.-MeTo1. mocodre AJsl CTyJCHTOB 3KOHOM. U I0pH[. (pakyiib-
tetos/ E. C. HoBukoga. - M. ; Apxanrenbck: Mu-T ynpasnenus, 2012. - 80 c.

7. Poxusrosckas, U. P. JlokyMmeHTanmoHHOe obecreueHre [DIeKTPOHHBIN pecypc] : yueOHOe mocodue /
W. P. PoxusiTOBcKas. — DIIEKTPOH. TEKCTOBBIE NaHHbIE. — CuMQepononas : YHUBEPCUTET SKOHOMHKH U
ynpasnenus, 2016. — 104 ¢. — 2227-8397. — Pexwum noctyna: http://www.iprbookshop.ru/73265.html

8. Cwmmupnoera, E. I1. JlenonpousBoacTBo it cekperaps. PaspaboTka, yueT U XpaHeHHE CIyKEOHOH T0KY-
MEHTalH [ DJIEKTPOHHBIN pecypce] : npaktuueckoe nmocodue / E. [1. CmupHOBa. — 2-€ n3a. — DIIEKTPOH. TeK-
cToBble JanHble. — CapatoB : Al [Iu Op Meaua, 2019. — 210 c. — 978-5-4486-0465-2. — Pexum nocryna:
http://www.iprbookshop.ru/79622.html

8. IEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA
JJIsA CAMOCTOSATEJIBHOU PABOTbBI OBYUYAIOIIUXCA 11O AUCHUIIVIMHE / MOAYJIIO

1. Hosukosa, E. C. [1enonpou3BoJICTBO : y4e0.-METOI. MOCOOUE ISl CTY/ICHTOB 3KOHOM. U IOpUJ. (paKyib-
tetoB / E. C. HoBukoBa. — Apxanrenbck : UHCTUTYT ynpasnenus, 2012. — 80 ¢.*
Pa3nen packpeiBaercs 11.3.2 «ConepkaHue JUCHHUIUIMHBI /MOAYIS C YKa3aHHEM aKaIeMHUYECKHX JacoB
1O BHJAM y4eOHBIX 3aHATHH U CaMOCTOSATENBFHOM paboThl 00Y4YaIOMIUXCS, COOTHOILIEHHE TeM U (pOpMUPYEMBIX
KOMIIETECHIIUNY, TTOCTIe KaXKI0H TeMbl/pazaesnay.
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9. HIEPEYEHDL PECYPCOB I/IH(I)OPMAIII/IOHHO-TEHEKOMMYHHKAHHOHHOfI CETHN
«AHTEPHET»

1. PRO-Cexkperapuat [DneKkTpoHHBIH pecypc] — Pexxum moctyma: Www.Secretariat.ru

2. Caiit xoHcanTuHroBas rpymmna «Tepmukay [DaekTpoHHBIN pecypc]| — Peskxum noctyma: www.termika.ru

3. CaliT mo KaIpoBOMY JEIONPOHM3BOACTBY [DIeKTpoHHBIN pecypc] — Pexum moctyma: www.kadrovik-
praktik.ru

4. Caiit cexperapeil [DnekTpoHHBIH pecypc] — Pexxum moctyna: www.sekretar-info.ru

5. IlpodeccronanbHOe ENONPOU3BOACTBO [DNEKTPOHHBIN pecypc] — Pexxum moctyma: www.profiz.ru

10. IEPEYEHb UH®OPMAIIUOHHLIX TEXHOJIOT U1, BKJIIOYAS NIEPEYEHb
INPOI'PAMMHOI'O OBECIIEYEHUS © THOOPMALMOHHbBIX CIIPABOYHbLIX CUCTEM

1. Microsoft Internet Explorer (unm npyroi 6paysep);
2. Microsoft Windows XP;
3. Microsoft Office 2007 u Bblwe.
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Ipunooicenue

K paboueli mporpaMme JTUCIUILINHEL,
yrBepknernoit HMC nHcTHTYyTA
[Ipotokon Ne 6 ot 29 mas 2019 T.

OLIEHOYHBIE U METOJJUYECKUE MATEPHUAJIbI
(®OHJI ONEHOYHBIX CPEACTB)
10 YYEBHOM JUCLIMITJIMHE
«JTEJJOMPOU3BOACTBO»

110 HAITPABJIEHUIO ITOAI'OTOBKU
38.03.01 S5 KOHOMHKA

[Ipoduns «DUHAHCH U KPEAUT
KBAJIM®UKAILIMA (CTEIIEHD)

«bAKAJIABP»
(ounast 1 3a0uHast POPMBI OOYIEHHS)
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COJEPKAHME

[epeveHs KOMITETEHIIMI IO AMCIUILTHHE C YKa3aHWEM 3TaroB WX (OpMUpOBaHHUS B Ipolecce oc-
BOCHUS O0PA30BATCITEHOM TIPOTPAMMDBIL. . . e« et es e eaaes ea e s et e et e s e et e e ee e eea e e e e aas

[lokazaTrenn W KpuUTEpHUH OLEHUBAHHS KOMIETCHIIMHA Ha Pa3NMYHBIX dTamax uX (OPMHPOBAHMS.
[Ixana orieHUBaHUSA CHOPMHUPOBAHHOCTH KOMIICTCHIIHI .. « e« e v eeneeneaeeeeeeneeneaneaaeaaneneeeeeens

[TaciopT OLIEHOUHBIX CPEICTB IO AUCLUIIIMHE «LETOIPOU3BOICTBOM ... vu ietreeinserieninane e eanns
[lepeueHb OLIEHOYHBIX CPENICTB MO AUCHUIUIMHE «JIETOTPOUBBOMICTBON . v vvevnvenvennannannennannannns
Tunosbsle KOHTPOJIbHBIE 33JaHUsl WIK UHBbIE MaTepHaibl, HEOOXOAUMBIE I OLIEHKU 3HaHWUH, yMme-
HUH, HABBIKOB U (MJIM) OIBITA AESATEIBHOCTH, XapaKTEPHU3YIOIIMX ATaIbl (OPMUPOBAHUS KOMIICTEH-

LU B IPOLIECCE OCBOCHUS 00PA30BATCIBHOM HPOTPAMMDBIL. ..« e vt s e enteneneenssennennneeneenenennenneenns

MCTOI[I/I‘lCCKI/IC MaTcpuajibl, OMPCACIAIOMINC MTPOUCAYPhl OLICHUBAHUA 3HaHHfI, yMCHHﬁ, HaBBIKOB U
(I/IJ'II/I) OIIbITa ACATCIIBHOCTHU, XapPaAKTCPUSYIOIINUX ITAIlbI (bOpMHpOBaHI/ISI KOMHCTCHLII/IfI ..................

HNEPEYEHb KOMIETEHIUHI MO JUCIHUAIIJIMHE C YKASAHUEM J3TAIIOB UX
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®OPMUPOBAHUSA B IPOLIECCE OCBOEHHUS OGPA30OBATEJBHOM ITPOI'PAMMBI

o4Has ¢opma 00ydeHHsI

OYHOE IlepeyeHb KOMIETEHIMI ¢ yKa3aHHEM 3TaloOB UX ()OPMHPOBAHMSA B Npolecce OCBOCHHs 00pa30BaTeJbLHOIl mMpo-

TPaMMBbI
Nen/n | Koxkon- | HammeHoBanue koHTponupyemoii koM- | HaumeHoBaHue qucHuIIMHbI Gop- CemecTphl
TPOJIH- MEeTeHIUH MHUpYIOLIEH KOMIIETEHIIUIO 11213(4|5|6(7|8
pyemoi
KOMIIe-
TEHIUHU
4 CITOCOOHOCTHIO K KOMMYHUKAIIMHU B yCcT- | MIHOCTpaHHBIN S3BIK +| +| +| +
OK-4 HOH M MMChMEHHOU (popMax Ha pyCCKOM
1 MHOCTPAHHOM SI3BIKAX JJISI PELICHHS +
3a[a4 MEKITMYHOCTHOTO U MEXKYJIBTYp- AlenonponssoncTo
HOTO B3auMOJIeHcTBUS

3a04uHasi opma 00yUeHuUs

IlepeyeHb KOMIETEHIUI € YKa3aHHeM 3TanoB uX (opMHPOBaHHUs B Npoliecce 0CBOEHHs 00pa30BaTeJbHOI MPOrpaMMbl

No | Kon kon- | HaumeHoBaHue KOHTpOJIHU- HanMeHnoBaHve TUCTTUTUIMHBI POPMUPYIO- Orarsl GopMUPOBAHUSI KOMIIE-
n/m TPOJIH- pyemMoi KOMITeTCHIINT el KOMITETeHIINIO TEHINH
pyemoin 1 2 3 4 5
Komre- Kyp | Kyp | Kypc | Kyp | Kyp
TEHLUHU c c c c
4 CHOCOOHOCTBIO K KOMMYHH- | MTHOCTpaHHBIH S3BIK + +
OK-4 Kallul B yCTHOW U MHUCbMEH-
HOW (hopMax Ha PYCCKOM U
WHOCTPaHHOM SI3bIKaxX JIJIs +
pemeHns 3aa9 MeKIHIHO- /lenonponssoncTso
CTHOTO B MEXKYJIBTYpHOTO
B3aNUMOIEUCTBHUS
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MMOKA3ATEJIA U KPUTEPUU OLIEHUBAHUS KOMIIETEHIIAM
HA PA3JIMYHBIX OTAITAX UX ®OPMUPOBAHMUSI.
HKAJIA OHEHUBAHUA COOPMUPOBAHHOCTHU KOMIIETEHIIUU

OK-4: criocoOHOCTh K KOMMYHUKAIIMH B YCTHOW M MUCHMEHHBIX (JOpMax Ha pyCCKOM M MHOCTPAHHOM SI3bIKAX
JUIS PELIEHUs 3a/1a4 MEKIMYHOCTHOTO U MEXKYJIBTYPHOI'O B3aUMOAEHCTBHUSI.

JlucuuninHa Kak YpoBHE (popMUpPOBAHUSA KOMIIETEHIINI
JTan popMHpoOBaHNS BasoBblit ToBbINIEHHBIIH Beicokuii
KOMIETEHIIMH B pam- (COOTBETCTBYET OLIEHKE «YIOBJIe- (COOTBETCTBYET OLIEHKE (COOTBETCTBYET OLEHKE «OT-
kax Ol BO* TBOPHTEJIBHOY) «XO0po1o») JINYHOY)
Jlemonpon3BoacTBO 3HaAMb: 3Hamb: 3Hamo:
— OCHOBHBIC 3aKOHOJATENBHBIC U | — OCHOBHBIE  3aKOHOJA- | — OCHOBHBIE 3aKOHO/Ia-

HOPMAaTUBHO-MCTOOANYECKUEC J10- | TCIBHBIC W HOPMATHUBHO- | TCIBHBIE W HOPMATHBHO-
KYMCHTHI B obnactu AOKYMEHTA- | METOANYCCKUE MOKYMEHTBI | METOAUYECKHUE TOKYMEHTBI
IOHUOHHOT'O obecrnieueHus ymupas- | B obyactu AOKYMEHTalu- | B obyactu AOKYMEHTAlUOH-

JICHUSL; OHHOTO obecrieueHnst | HOTO oOecHeyeHnsl ynpas-
— TEpMHHOJIOTHIO B 00JAaCTH JI0- | yIpaBJCHUs; JICHUSI U UX OCHOBHBIE Tpe-
KyMEHTAI[IOHHOTO O0ECIe4YeHus! | — TEPMHUHOJIOTHIO B 00- | OoBaHUS;
yIIpaBJICHUS,; JacTH JIOKYMEHTAllMOHHO- | — TEPMUHOJIOTHIO B oOJiac-
— TpeOoBaHUsl K OJlaHKaM W CO- | rO oOecrevyeHus ymnpasie- | TH JIOKYMEHTaI[HOHHOTO
CTaBy PEKBU3UTOB JIENOBBIX JIO- | HHUS; obecrieueHns ypaBJIeHHUS;
KYMEHTOB; — TpeOoBaHUs K OnaHKaM | — TpeOoBaHHA K OJaHKAM U
— OCHOBHBIE BHJBI OpraHH3all- | U COCTABY PEKBU3UTOB Jie- | COCTaBy PEKBU3HTOB JEJIO-
OHHO-PACIOPSAUTEIbHBIX  JOKY- | JIOBBIX JTOKYMCHTOB; BBIX IOKYMCHTOB,;
MEHTOB — OCHOBHBIE BHIBI Opra- | — OCHOBHBIC BHJBI OpraHH-
HHU3aLHOHHO- 3aIJHOHHO-

PACIIOPSIIUTENBHBIX JIOKY- | PACIOPSIUTENbHBIX  JTOKY-
MEHTOB, HX Kiaccu(uKa- | MEHTOB, HX KJlacCU(HKa-

IHIO, UK, METOAUKY HUX COCTaB-

— ocobeHHOCTH OodopmIie- | JIeHHS U OOPMIICHHS;

HUSL  JIOKYMEHTOB  JUIS | — OCOOCHHOCTH odopmIe-

BHEUIHEM M BHYTPEHHEW | HUs JOKYMEHTOB JJISl BHEII-

KOMMYHUKAIIWH; Hell W BHYTpPEHHEU KOMMY-
HUKAIUH;

— COBpPEMEHHBIC MPOLECCHI
B 00JIACTH TOCYJIapCTBEHHO-
'O JICJIONPOM3BOICTBA

ymemp: ymemp: ymemp:

— 0hOpMIIATE PEKBH3HUTHI ICIIO- | — O(QOPMIISATh PEKBH3HUTHI | — O(QOPMIIATH  PEKBU3UTHI
BBIX JIOKYMEHTOB; JICIIOBBIX JJOKYMEHTOB; JICIIOBBIX JJOKYMEHTOB;

— COCTaBJATH U OQOPMIISTh HaW- | — HPAaBWIBHO COCTABISATH | — IMPABHIBHO COCTABIIATH H
Ooyee BaKHBIC JOKYMEHTHI cHC- | B O(QopMIsITE Hambosee | opopMIIsTh HAUOONee BaK-
TEMBI OPTraHU3aI[MOHHO- | BaXKHBIC IOKYMEHTBI CHC- | HBIC JIOKYMEHTHI CHCTEMBI

paCHOpﬂﬂHTeHLHOﬁ u I/IH(l)OpMa- TCMBI OpraHU3allUOHHO- | OPraHU3allMOHHO-
III/IOHHO-CHpaBOLIHOI‘/II JOKYMCHTaA- paCHOpﬂﬂHTeHLHOﬁ n HWH- paCHOpﬂﬂHTeHLHOﬁ n HUH-

LUK B COOTBETCTBHU C HOPMaMu U | (hopMalmoHHO- (hopMaIHOHHO-CTIPABOYHON
MPaBUIIAMH; CIPaBOYHON  JOKYMEHTa- | JIOKYMEHTAllMd B COOTBET-
UMM B COOTBETCTBUM C | CTBUM C HOPMaMH U TPaBH-
HOPMaMH U [TPaBUIIAMH; JIaMu;
— aHaJM3MpOBaTh  JIOKY- | — AHAIN3UPOBATH JIOKY-
MEHTO000POT; MEHTOO00O0POT U PEKOMEHI0-
BaTb pCUICHUA MO €ro OITU-
MU3aIUU
enademo: enademo: enadems:
— OCHOBHBIMH HAaBBIKAMH BEJIc- | — HABBIKAMHU BEJICHUS HE- | — YBEPCHHBIMH HABBIKAMH

HUS HEOOXOJUMOW JOKyMeHTa- | 00XOJMMOW  JOKYMEHTa- | BelleHHs HeoOXOIUMOil Io-
UM 10 00ECHEYECHUIO yueTa, Ka- | MM 10 CO3JaHHI0 CHCTe- | KyMEHTAllMM 10 CO3JaHUI0
4YecTBa, KOHTPOJIS M XpaHEHHSA B | Mbl oOecledeHHs] KayecTBa | CHCTEMbl OOecliedeHus Ka-
cucteMe paboTHl ¢ JOKYMEHTaMH; | M KOHTPOJIS ee d(P(PEeKTHB- | YecTBA M KOHTPOIA ee d¢-
HOCTH; (heKTUBHOCTH;
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YBEPEHHBIM HaBBIKOM
odopmitenus Haunboee
BOXHBIX JOKYMEHTOB CHC-
TEMBI OpraHU3aIMOHHO-
pacropsitUTeNbHOW M MH-
(hopMaIOHHO-CTIPaBOYHON
JOKyMEHTallil B COOTBET-
CTBHH C HOpMaMH M IpaBHU-
JaMH

* B COOTBETCTBHH C MEPEIYHEM KOMIIETEHIIMI C YKa3aHHEM 3TaroB MX (OPMUPOBAHHS B IPOLIECCE OCBOCHUS
00pazoBaTeILHON MPOTPAMMBL.

Ikana oueHuBanus chopMUPOBAHHOCTH KOMIIETEHIM i

«HeynoBieTBOpPUTEILHO» — KOMIIETEHITHS He pa3BuTa. CTY/ICHT HE BlIafieeT HEOOXOJUMBIMU 3HAHUSMU U
HaBBIKAMU H HE CTapacTCs UX MPUMEHITh. He JocTHTHYT 0a30BbIi ypoBeHb (OPMUPOBAHUS KOMIIETCHITHH.

«YI0BJIETBOPUTEJIBbHO» — KOMIIETEHIIUA HEOCTATOUYHO pa3BUTA. CTYJEHT YaCTHYHO MPOSBISET 3HAHUS U
HABBIKH, BXOJSIIUE B COCTAB KOMIIETCHUUH. [IbITaeTCs, CTpEMHUTCS MPOSIBIATH HYXKHbIC HABBIKH, IIOHUMAET MX
HEOOXOIUMOCTb, HO Y HETO He Bceraa moyryyaercs. JJocTUrHyT TOJIBKO 0a30BbIi ypoBEeHb HOPMUPOBAHHUS KOM-
METEHIINH.

«Xopo1mo» — CTYAEHT BlaJieeT 3HAHUAMH, MPOSIBIIIET COOTBETCTBYIOINE HABBIKH B MPAKTUYECKUX CUTYya-
LUSAX, HO UMEIOT MECTO HEKOTOpPbIE HETOUHOCTH B IEMOHCTPALIUM OCBOEHHUS MaTepuana. JIOCTUTHYT MOBBIILIEH-
HBIH YpOBEHb ()OPMHUPOBAHUS KOMIIETEHIIHH.

«OTAMYHO» — CTYJIEHT BCECTOPOHHE M TIIyOOKO BIIaJeeT 3HAHWSIMH, CIOXHBIMH HaBBIKaMH, CIIOCOOEH
YBEPEHHO OPHUEHTHUPOBATHCS B MPAKTHUECKUX CUTYyalusX. JJOCTUTHYT BBICOKAN YPOBEHb (DOPMUPOBAHUS KOM-
TIETeHIIHH.

ITACIIOPT OINEHOYHBIX CPEJICTB
O JUCIUMIIIMHE «IEJOITPOU3BOJCTBO»

Koa xoHTpOJIM-
Ne " pyemoii Komie- HaumeHoOBaHMe OLIEHOYHO-
i KonTtposupyemsie paszieiibl (TeMbl) JMCHHILTHHBI TeHUHH (HIH ee ro cpecTea
4acTH)
1 | Tema 1. Beenenue B qeaonpon3BoacTBo. OCHOBHBIE TIOHS- OK-4 CobecegoBanue, 3aJaHHs
THS ¥ TSPMUHBI W 3a/1a4H, TeCT
Tewma 2. McTopus pa3BUTUs 1€I0NPOU3BOJCTBA
Tema 3. CoBpeMeHHOE rocy1apcTBEHHOE peryIupoBaHue
JIeNIONPOU3BOJICTBA
Tema 4. [IpaBmia cocrarieHue u 0pOpPMIICHUS TOKYMECHTOB
Tema 5. OpraHu3anOHHO-PACTIOPSAUTEILHBIC TOKYMEHTHI
Tema 6. Cucrema nudopMannoHHO-CIIPABOYHON JOKYMEH-
TaIux
Tema 7. CnyxeOHas IepenucKa
Tema 8. JlokyMeHTHI TIO TUYHOMY cocTaBy. CocTaBiieHue
JNYHBIX TOKYMEHTOB
Tema 9. Opranuszaiust paboThl C TOKyMEHTaMHU
Tema 10. CucremMaruzanus U XpaHEeHUE YIPABICHICCKUX
JIOKYMEHTOB
2 | Tema?2 OK-4 Jloxmaz, coobmeHne
3 | Temnr 1-10 OK-4 CobecenoBanue,
3aJaHMsA U 3aJa4H, TeCT
4 | Temsr 1-10 OK-4 CobecenoBanue,
3aJlaHMs U 33J]a9H, TECT
5 | Temsn! 1-10 OK-4 CobecenoBanue,
3aJaHMs U 33Ja4H, TeCT
6 | Temsr 1-10 OK-4 DK3aMeH
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MO JUCHUIIMHE «/IEJOITPON3BOICTBO»

HEPEYEHDb OHEHOYHBIX CPEJACTB

HaumeHoBaHHe ome-
HOYHOIO0 Cpe/ICTBa
(0C)

Kparkas xapakTepucTHKA OLIEHOYHOI'0 CPeCTBA

IIpencraBienue oneHou-
HOI'0 cpeAcTBa B hoH/C

Jloknaz, cooOiieHne

IIpoxykT camocTosITeNHEHOM PabOTHI 00YJAIOIIETOCs,
MPEACTABISIONNI 000 MyOIMIHOE BRICTYIUICHHE IO
MPEJICTABJICHUIO NIOJIYYCHHBIX PE3yIbTATOB PCIICHUS
OMpeIeIICHHON Y4eOHO-TIPAaKTUIECKO, yueOHO-
HCCIIEIOBATENIbCKON WIX HAyYHOU TEMBI.

Temsbl mOKIam0B, COO0-
MIEHUHA

Tect

CucreMa CTaHIapTU3UPOBAHHBIX 3aJJaHU, TO3BO-
JISIoUIasl aBTOMaTU3UPOBATh MPOLEYPY U3MEPEHUS
YPpOBHSI 3HaHUI 1 yMeHUH oOydarormerocs

DoHa TeCcTOBBIX 3aJaHUN

CobecenoBanue

IIpoaykT caMoCTOSATENHHOM pabOTHl 00YYAIOLIETOCS,
MIPEICTABIIIOMNI cO00H KpaTKOe M3II0KEHHUE MOy
YEHHBIX Pe3yJIbTATOB TEOPETHIECKOTO aHaJIM3a Ompe-
JICICHHOM TEMBI, TIe aBTOP PaCKpPbIBAET CYTh HCCIIe-
JIyeMoW TpoOIeMbl, PUBOAUT Pa3IMIHBIC TOUKH 3pe-
HUS, & TAK)KE COOCTBEHHBIC B3TJIS/IbI HA HEe

Bomnpocs! s cobeceno-
BaHUsI

3amayu ¥ 3aaHAS 110
TeMaMm

PaznuuaroT 3a1auu U 3a1aHUA:

— PENPOIYKTUBHOTO YPOBHS, IIO3BOJISIONINE OLICHHU-
BaTh U JUAarHOCTUPOBATh 3HAHHE (PAKTUUECKOTO MaTe-
puana (6a30BbIE MOHATHS, aJITOPUTMBI, (PaKThI) U yMe-
HHE NPaBUIIBHO HCIIOJIBb30BATh CHEIUaIbHBIE TEPMUHBI
U MOHATHS, Y3HaBaHUE 00BEKTOB U3YUYEHUs B paMKax
OIIPEJICTICHHOT O pa3/ielia JUCLUITIIHHBL;

— PEKOHCTPYKTHBHOT'O YPOBHS, TO3BOJISIIOIINE OLIEHH-
BaTh M IUarHOCTHPOBATh YMEHUS CHHTE3UPOBATh,
aHATM3UPOBATH, 0000IIaTh (PAKTUIESCKHUIA U TEOPETH-
YecKHi MaTepuai ¢ GOPMYIHPOBAHHEM KOHKPETHBIX
BBIBOJIOB, YCTAHOBJICHHEM IIPUYHUHHO-CIICACTBEHHBIX
CBsI3el; TBOPYECKOTO YPOBHS, O3BOJIAIOIINE OLICHH-
BaTh M IUArHOCTHPOBATh YMEHUS, HHTET PUPOBATh
3HAHMS Pa3IMYHBIX 00JIacTel, apryMeHTHPOBaTh CO0-
CTBEHHYIO TOUKY 3PCHUS

Kommnnexr 3aga4d u 3aga-
HUW JJ151 IPOBEICHUS
MPAKTUUECKHUX 3aHATUI

Hrorosast KOHTPOJIb-
Has pabota

CpencTBO IpOBEpKH YMEHHUH MIPUMEHSATH OIyICHHBIC
3HAHUS TSI PEIICHHS 3a7a4 ONPEeIICHHOTO THIIA 110
JUCTIUTUINHE

Temarnka KOHTPOJIBHBIX
pabor

DK3aMeH

CpencTBo mpOMEKyTOYHOTO KOHTPOJIS YCBOCHHSA Pa3-
JIEJIOB JUCIMILINHBI, OPTAaHU30BAHHOE B BUJIE cobece-
JIOBaHUsI MPENOJIABATENs U CTYICHTA.

Ilepeuenpb BONPOCOB K IK-
3aMEHy
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THUMOBBIE KOHTPOJILHBIE 3AIAHUS WJIW UHBIE MATEPUAJIBI,
HEOBXOJMMBIE JJ151 OUEHKH 3HAHUI, YMEHUI, HABBIKOB U (MJIM) OMBITA
JNESITEJJbHOCTHU, XAPAKTEPU3YIOILUX DTATIBI ®OPMUPOBAHUSI KOMIETEHIMI
B IMIPOLIECCE OCBOEHUSI OBPA30BATEJILHOI IPOTPAMMBI

OC Ne 1. Tembl 10KJI2/10B, COOOILIEHH I
Mo THCHUTLINHE «/|e10mpon3BoACTBO»

Tema 2. I/ICTOPI/IH Pa3BUTUA CUCTEMBI A€JI0IIPOU3BOACTBA

TeMsbl TOKIa10B:

1. JTemonpon3BOICTBO B ApeBHEpYcCcKoM rocynapcTre (X—XI BB.)
2. [Tpuka3Hoe AeI0NpPOU3BOJICTRO.

3. Konnesxxckoe 1emompon3BoACTBO.

4. MUHHUCTEPCKOE JEIOIPON3BOICTBO.

5. Jlenonpou3BOICTBO B COBETCKHUX YUPEKICHUIX

6. 'ocynapcTBEeHHOE IETOMPOU3BOICTBO B COBPEMEHHYIO 3I10XY.

OC Ne 2. ®oHj TECTOBBIX 3aaHNI
o JucHuILInHe «/le10npon3BoacTBO»

Bapuanr 1.
Bei0epuTe npaBUJIbLHBIN OTBeT.

1. Jlenonpouzsoocmeo — smo:

A. IesITenbHOCTD, OXBATHIBAIOIIAS COCTABJICHHE TOKYMEHTOB U OPTaHU3ALMIO pabOTHI C HUMH;
b. mpaBuna co3anus JOKyMEHTOB;

B. opranmuzamus paboThI ¢ IOKYMEHTAMH,

I'. nokymMeHTalIbHOE O(OPMIICHUE PELICHHS YIIPABICHYECKOTO BOIPOCa,;

. cucrema XxpaHeHuUs! TOKyMEHTOB.

2. Komnnexc memo0os u npoyeccos pabomwl ¢ OOKYMEHMAMU, OCYWECMEISIeMblil NPeOnpusmuem npu 6binoJi-
HeHUU UM CBOUX (DYHKYULL — IO

A. TOKyMEHTOBEJICHUE,;

b. nenonpousBoacTBO;

B. cucrema gokymeHTanuy,

I". noKyMeHTHpOBaHUE;

. MoKyMeHTOO0O0pOT.

3. Kakue 6u0bi 00KyMenmos pa3iuiarom no Mecmy CoOCmasienus?
A. BHEIIIHWE W BHYTPEHHHUE;

b. urMBHTyaIbHEIE, TUTIOBEIE, TpadapeTHEIE,;

B. opurunaiel, KONUA U MOUTHHHUKHY;

I'. opranmnzanoHHbIe, PaCHOPSIIUTENBHEIC, CIIPABOYHEIE.

4. JlokymeHmbl nO IUYHOMY COCIMABY OMHOCAMCS K 2pYnne:
A. opraHn3alIOHHO-PaCcTIOPSAUTENbHBIX JOKYMEHTOB;

b. pacniopsauTenbHBIX TOKYMEHTOB;

B. cripaBouHO-MH()OPMALIOHHBIX JOKYMEHTOB,;

I'. punaHCOBO-pacUETHBIX JOKYMEHTOB.

5. Axkmol, nucoma, ghaxcei, OOKIAOHBIE 3ANUCKU OMHOCAMNCA
A. K OpraHu3alMOHHBIM JOKYMECHTAM,;

B. x onpaBouHO-MH(DOPMAIIMOHHBIM JJOKYMEHTaM;

B. x pacniopsiuTenbHbIM JOKyMEHTAM,;

I'. K BHEITHUM JIOKYMEHTAaM.
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6. Kakue 6udvl 61aHK08 peKOMeHOVIOMCsL 01 RPUMEHEHUS. Ha NPeOnpusimusx?
A. ]l kaxoro BUia TIOKyMEHTa — CBOH OJIaHK;

b. [l BHYTpEHHUX TOKYMEHTOB U JJIS TICEM;

B. Jy11 10KyMEHTOB BHYTPH CTPaHBI U IS 3apyO0SKHON KOPPECITOH ICHITHH;

I'. C yrioBeIM U ¢ IPOIOITBHBIM PACTIONIOKEHHEM PEKBU3UTOB.

7. Kaxue sapuanmvi pacnonodicenus pekeu3umos yCmano61eHbl CIanoapmom?
A. JleBoe, mpaBoe M LIEGHTPUPOBAHHOE PACIION0KEHHE;

b. YrnoBoe 1 npooapHOE pactoioKeHE;

B. Her takoro crannapra.

8. B uem ocobennocmu oghopmnenus 3apybexcroli KoppechonoeHyuu?
A. PexBU3UTHI TyOIUPYIOTCS] HA UHOCTPAHHOM SI3BIKE;

b. PexkBU3UTHI MUIIYT HA aHTJIMHCKOM SI3BIKE;

B. Anpec numiercst Ho-pyccKH, HO IO MPAaBWJIaM CTPaHbI-TIOJTy4yaTes,
I'. Het ocoGennocTei.

9. Kakosvl pazmepwl Oymacu 0115 u320moGieHusi 00OKYMeHmMos?
A. Tonbko A4;

b. 210 x 297;

B. Bymara notpeburensckux Gpopmaros;

I'. A4 u AS;

J1 JIroOp1e hopMaThl, UMEFOIITHECS B IPOJAKE.

10. Yepes 06a mesrccmpounvix unmepsana ciedyem neuamams OOKYMeHMbl, KOMOPbIe...
A. uctions3ytoT opmat Oymaru AS;

b. roToBsTCA K M3MaHNIO TUTIOTPAdCKUM CITOCOOOM,;

B. 0c000 BaxXHEL;

I'. npenHazHaueHBI AJIs1 OTIPABKH 32 PyOeK.

11. Kakue pexeusumoi npudarom OOKYMeHM) I0PUOUYECKVIO CULY?
A. DTO 3aBUCHUT OT BU/Ia JOKYMEHTA;

b. Iloammce, naTa u neyaTh;

B. I'pud yrBepxkaenus;

I'. [Tonnuce, nata, mevyatsb, rpud.

12. I'0e pacnonazaromes pexsuzumul « Imbaema npeonpusmusy u «Haumenosanue npeonpusimusi»?
A. B BepxHeii yacTH JIMcTa — CJI€Ba B YIJIy WU B IICHTPE;

b. B BepxHel yacTu JucTa,

B. B nieatpe BepxHero nosis;

T'. B mpaBoM BEpXHEM yTI1y;

. Jpyr nox npyrom.

13. B kaxux 00KyMeHmax yKazvléaion adpecHvle OaHHble npeonpusimus?
A. B nmro0BbIX;

b. Bo BHemHUX;

B. B mucemax, dakcax, Tenerpammax;

I'. T'ne 3T0 HEOOXOAUMO.

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

b. Bo BHEIIHUX AOKYMEHTAX;

B. B nucemax, dakcax, Tenerpammax.

15. Kaxum cnocobom credyem npocmasums 0amy «9 mas 2000 2ooay?

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

16. Vcnosnoe obo3nauenue 0okymenma, npuceausaemoe emy npu pecucmpayuil, Hazvlaemcs. ..
A. MHAEKC

b. nopsinkoBbIi HOMED;

B.yueTHblii HHJEKC;

I'. perucrpanioHHsIil HOMED;

J1.y4eTHbIi HoMeD.

17. Vxasanus no ucnoanenuro 0oKkymenma cooepicamcs 8 pekgusume...
A. pe3omonus;

b. Tekct nokymeHTa;

B. rpud yrBepxneHus,;

I'. 3aroioBOK K TEKCTY.

18. Kpamxoe uznoocenue cmvicia OOKYMEHmMa COOePACUMCIL 8 PEKGUUNE...
A. pe3omronus;

b. TexcT nokymeHra,;

B. oTmeTKa 0 KOHTpOIJIE;

I'. 3aroyioBOK K TEKCTY;

. HeT npaBUIIBHOTO OTBETA.

19. B kakom cnyuae ucnonvsyemcs pekeusum eusa?

A. Ilpu BHyTpEHHEM COTIACOBAaHUM JOKYMEHTA;

b. Ilpu corinacoBaHuM JOKYMEHTA C BHEIIHEW OpraHU3alueH;
B. Jlnst huHAHCOBBIX U 0CO0O0 OTBETCTBEHHBIX IOKYMCHTOBR;
I'. Bo Bcex ciyyasix.

20. I'0e cnedyem npocmasume neuams Ha OOKyMeHme?
A. Ha nmoamnucu 1 TOMKHOCTH MOAIUCABIIETO;

b. Ha pexBusute «rpud yTBep:KIeHUN,

B. Ha xonusix qokymeHTa;

I'. Ha pexBusure nara;

JI. Ha muaHO# moanmucy JODKHOCTHOTO JIAIIA.

20. Ilpasosoii akm, onpedensiowuil NOpsiOOK 00PA308aHUsL, NPABA, 0OA3AHHOCMU U OP2AHUZAYUIO PAOOmbl
VUpEdHcOeHUst Ha ONUMETbHBIN NEPUOO BPEMEHU, — MO ...

A. ipukas;

b. nonoxenue;

B. norosop;

I'. ycras,;

J1. TOKHOCTHAS. MHCTPYKIIUS.

21. HopMaTHBHEIH aKT, M31aBaCMBIi TUPEKTOPOM HPEATIPUATHS WIIH YIPSKICHUS, — 3TO ...
A. ipukas;

b. monoxenue;

B. pacnopstxenue;

I'. pemenue.

22. Bo epemsi npousso0CmeeHH020 COBCWanUs y OUPEKMopa CeKpemaps 3anucbl8an blCHYNACHUSL U NPUHS-
mote pewenus. Kaxou 0okymenm credyem oopmums no umoeam saceoanus?

A. IlpoToxkon;

b. Pemienue;

B. Pacniopsixenue;

I'. ITpoToKO, pelIEeHUE U PACIIOPSIKEHUE;

. Ilo ycMOTpeHHIO HaYallbCTBA.
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23. Ilpu npueme nHa pabomy Bac 00CHbI O3HAKOMUMb C AUUUMU NPABAMU, 0OSA3AHHOCMAMU U DYHKYUSMU.
Kaxou ookymenm codeporcum smy ungopmayuio?

A.TpyioBOI KOHTPAKT;

b. TpynoBoii 10roBop;

B. IIpuka3s o mpueme Ha paboTy;

T". JlomxHOCTHAS! MHCTPYKIIMS;

. Ycras npeanpusitust.

24. Komuccus no paccnedosanuro noxcapa, npouzoweouie2o Ha ckiade gupmor «HUHYABOy, ycmanosuna
Ps0 (haxmos, Komopule NOCAYAHCULU NPULUHOU noxcapa. Kaxoil dokymenm 0onicha cocmasums KOMUCCUsL?

A. AxT;

b. Crpagky;

B. JoknagHyro 3anucky;

I'. UHCTpYKIMIO O MPOTHUBOIIOXKAPHOH 0€30IMacHOCTH.

25. Bol cuumaeme, umo 071 YIyYuieHUs. Oelonpou3so0Cmaed Ha 8auem Nnpeonpusimul HyJiCHO 3aKyNums KOM-
nvlomep HOBoOU Mooenu u cogpemennsie npoepammul Microsoft Office. B kakom 0okymenme Bul modceme 060cHO-
6amb C8OU NPEONOANCEHUS OISt PYKOBOOCTEA upmbl?

A B mnceMme;

b. B pemenuy;

B.B axkre;

I'.B cmpagke;

JI.B mokmamHoM 3amucke.

26. [Tucbmo, umerougee punancosvie u pududecKue NOCIeOCMEUs, OOIHCHO ObImb...
A. IOJIMUCAHO TUPEKTOPOM, TJIABHBIM OYXTaJITEPOM, 3aBEPEHO MEYAThIO

b. 3aBepeno nevarbto;

B. moanucano riaBHBIM OyXTanTepoM U TUPEKTOPOM;

I'. cornmacoBaHoO C OPUCTOM;

J1. Ha yrioBoM OJaHKe.

27. @akc omauuaemcs om NUCbMA NO OPOPMAEHUIO MeM, YMO...

A. sBnsieTcs He OVIMHHUKOM, a KOITUEeH JOKYMEHTAa;

b. comepxuT psaa qononHUTENBHBIX pekBH3UTOB B. [leyaraercs Ha Tenedakce;
I'. He Mo’KeT OBbITh 3aBEpEH IIEYaThIO.

28. Pasmepuwl noaeti no FOCT P. 6.30 — 2003 donorchbt Obimsb He MeHee:
A. 35 — neBoe, 8 mpaBoe, 15 — Bepxuee, 20 HUKHEE;

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

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

I'. 20 — neBoe, Bepxuee, 20 — HikHee, 10 — mpasoe.

29. Kakoe yucno sensemcs nopsiokO8biM PecUucmpaylOHHbIM HOMEPOM OOKYMEHMA 6 OAHHOM NpumMepe:
371/04-13?

A. Her B pumepe;

B.371;

B. 04;

I. 13.

30. B opeanuzayuio «X» nocmynunu cieoyroujue 00KyMeHmMbl.

1) eapanmutinoe nucvmo,

2) npaiic-nucm,

3) nucemo ¢ nomemrol «IUYHOY, AOPECOBAHHOE 2NIABHOM) OyxXeanmepy;
4) nozopasumenvbroe NUCbMO;

5) pexnamuulil npocnekm,

6) coobuenue o cogewyanuu 8 MIPUU,

7) PEKIamMayuOHHOE NUCbMO.
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Kaxue uz smux 0okymenmos noonexcam pecucmpayuu?
A.1);

52),3),5);

B. 1), 7);

I.1),60,7).

Bapuant 2

3aoaua 1.
Bri0epuTe npaBUJIbLHBIN OTBeT.

|. Mamepuanvbhbiii Hocumens uHpopmayuu, 3aKPEnieHHO CO30AHHBIM YeI08EKOM CROCOOOM O/ nepedayl ee
80 8peMeHU U NPOCTPAHCmEe, — dMO...

A. IOKyMEHT;

b. popmymsp;

B. cucrema noxymenTanuuy,

I'. 6bmank MOKyMeHTa;

. koMmbroTEp.

Il. Komnnexc memoooe u npoyeccos pabomsi ¢ 00KYMeHMAMU, OCYUECMEIAeMblll RpeOnpusmuem npu ebi-
NOJHEHUU UM CEOUX (DYHKYUIL, — IMO...

A. TOKyMEHTOBECHNUE,

b. nenonpousBoaCTBO;

B. cucrema nokymeHTaIu;

I'. nokyMeHTHpOBaHUE;

J. 1oKyMeHTOO00pOT.

1. Kaxoti uz nepeuuciennvix pexeusunos npu oghopmaeHuu 00JAHCeH COOMBEEMCME08amMb HOPMAM, 3AKPeN-
JIEHHbIM 8 YUPeOUmenibHOM OOKYyMeHme?

A. HaumeHOBaHUE BH/Ia IOKYMEHTA,

b. HauMeHoBaHuEe OpraHu3allvy ;

B. Iloammucs;

I'. Ileuarts.

IV. Buioenume, u3 kaxux pazoeios cocmoum mexkcm npuKaza no OCHOBHOU O0esimebHOCHIU.
A. KoHcTaTupytoliei 1 pacopsuTeNIbHOM;

b. KoHcratupyronieil 1 mocTaHOBJISIONICH;

B. KoxcTatupyromeit 1 npeanararomei.

V. Beigenure, B KakOM W3 BUIOB TJOKYMEHTOB HE MPOCTABISAETCS pEKBU3UT HAMMEHOBAHNE BH/IA TOKYMEHTA.
A. 3asBienue;

b. IIucemo;

B. Jloxnagnas 3anmcka;

I'. JomkHOCTHAst UHCTPYKLIHSL.

3aoaua 2.
IlepeunciieHHBbIe HUMKe JOKYMEHTBI paciipe/ieJiiTe HA TPM TPYNIbI: a) OPraHU3ANHMOHHbIE, §) pacmo-
psiAuTeNIbHbIE, B) HH(POPMALMOHHO-CIIPABOYHbIE:

1.3asBeHNe 00 YBOJIEHEHUH 7. JlokmamHas 3ammcKa
2.J10JKHOCTHAS! HHCTPYKIMS 8. PacniopsoxeHne mupexropa
3.CnpaBka 0 1oxo11ax 9. [IpoTOKOa COBEIIAHMUS
4.TlocTaHOBJIEHUE KOJJIETHI 10. UHCTpYKIIHMS TI0 IEITOTIPON3BOICTBY
5.Ilonoxenue 06 aTTecTauu 11. [puka3 o mpueme Ha paboTy
6.11ItaTHOE pacnucanue 12. AKT 0 HapyIIEHUHU JUCLUIUINHBI
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3aoaua 3.
Bobi0epuTe npaBUIbHBII BApUAHT 0()OPMIIEHUSI PEKBH3UTOB.

|. Onpedenume npasuibHo HaANUCAHHBLIL PeKBUUM AOpPeCama.

A.3AO «KOHTAKT»
T'enepasibHOMy TUPEKTOPY
ITerpoBy A. H.

1011118, Mocksa,

yi. Jlecnas, 20

b. Hupexropy OOO «CIIEKTP»
356759, r. bepesusiku
ITepmckoit 00:1., yi1. Peunas, 3

B. HavaneHuKy oT/A€na MapKeTHHTa
000 «ADPOCEPBHUCY

r-uy M.U.Copokuny

Becennss yi.,141,

r. Yensonuck, 352001

Il. Onpeoenume npasunvro HanucanHvlll peKeU3UM 2PUGh YMEEPICOCHUsL:

A. «YTBepxKOaO»

Hupekrop
HBanHoB
17.03.2003.
b.  «YTBEPXIAIO»
Hupekrop
Hgranos W. I1.
17.03.2003.

B.  YTBEPXJIAIO
Hupekrop
. I1. UanoB
17.03.2003

3aoaua 4.
JlaiiTe moHATHE CIIyKeOHOT0 MACHMA, NEPEeYNCINTE er0 OCHOBHBIE BHABI, TPeOOBAHUS K COCTABJICHHIO
H 0(pOpMIICHHUIO.

3aoaua 5.
Ha ocHoBe npe10keHHOH yIpaBJjieHYeCKOil CUTYallii COCTaBbTe CJIysKeOHOe MMICBMO.

I'enepanpreiii mupextop OO0 «Kapat» U. K. VBanos 22 wroHs Tekymero roga Hanpabmi mrckMo Ne 04/43-57
Ha umMst Texandeckoro qupekropa OO0 «/leno» H. E. JleBuenko (rop. aapec: 236500, Cankt-IleTepOypr, yiu.
K. Prineesa, 1. 56, ctp. 3).

B mceMe ToBOpHTCS 0 BO3MOKHOCTH peaTn3alii KOMIBIOTEPOB 10 JIOTOBOPHOH II€HE M BO3MOXKHOCTH TPH-
HSTHS 3aKa30B HA COCTAaBJICHUE MPOrpaMM. ABTOp MUChMa BhIPa3Hil HAIEKIY Ha YCIEIIHOE, JONTOBPEMEHHOE CO-
TpyaaudectBo. [Ipoekt mucema moarotoBuna Menemkep A. A. Ilerposa (ten. 123-56-78). [lognucano mucbMo
reHepaIbHBIM TUpekTopoM. Henocraromnme pekBH3UTHI JOTIOTHUTE CAMOCTOSTETBHO.
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Bapuant 3

3aoaua 1.
Bri0epuTte npaBUIbHBIN OTBET.

|. Kakum eocyoapcmeennvim Cmanoapmom yCmanasiusaiomes mpeboeanus K oghopmieHuIo pekeu3umos 0o-
KYMEHMO8, mpebosanus Kk O1aHKam 0OKyMeHmos?

A.TOCT P 6.30 — 2003;

Bb.TOCT 6.10.1 - 88;

B.TOCT P 6.30 - 97;

I"TOCT P 51141 - 98.

Il. I'0e na branke doxymenma yKkasvwleaemcs COKpAujeHHOe HAUMEHOBAHUE OP2AHU3AYUU?
A. Bpiliie OJTHOTO HAMMEHOBAHKS, B CKOOKaX;

B. Hmke mosHOT0 HANMEHOBAHHUSI, B CKOOKAX;

B.Hmxke HanMEHOBAHUS BBIICCTOSIICH OpraHU3aIHH;

I'.B 3aBUCUMOCTH OT TPaKTOBKH B YUPEIUTEIBHOM JI0TOBOPE.

1. Kaxoti snemenm 0okymenma He A6715€mcst PeKUUMOM, UMEIOWUM IOPUOUYECKYIO CUTLY?
A. OtmeTKka 00 HCTIOJTHHTEITE;

b. ITonnucs;

B. Jlara;

I". HaumeHOBaHMe OpraHu3aiiuu.

V. Ilouemy 6 opeanuzayusx u na npeonpuamusax paspadamvléaomcst OpeaHu3AyUoOHHble OOKYMeHMbl?
A. Ot0 QopManbHOE, TPAAULIHOHHOE TPEOOBaHKE, HE UMEIOIIee MPAaKTHYECKOro 3HAYCHUS;

B.310 HE0OX0AMMO TIPH BOSHUKHOBEHMH KOH(IMKTHBIX CUTYaLlUii;

B.310 co3naer HopMaTHBHYIO 0a3y AJ1s1 OpraHU3allK TPYAOBBIX MPABOOTHOLICHUIA,

[".3T0 nemaercst paay MOBBILICHNS IPECTHKA OPraHU3auN

V. B xakoM ciydae UCIOIb3yeTCsl PeKBU3UT BU3a?

A. Ilpu BHYTpEHHEM COIIACOBAaHUM JOKYMEHTA,;

b. Ilpu cornacoBaHuM JOKYMEHTA C BHEIIHEW OpraHU3alKeH;
B. [l puHAHCOBBIX M 0COOO0 OTBETCTBEHHBIX IOKYMEHTOB,;
I'. Bo Bcex ciyyasix.

3aoaua 2.
IlepeuncieHHblie pa3HOBUAHOCTH JOKYMEHTOB pacipee/iuTe HA TPH TPYNIbI: a) OPraHU3allMOHHbIE;
0) pacniopsiguTe/IbHbIE; B) JIOKYMEHTHI 110 JIHYHOMY COCTABY (JIMYHBbIE JOKYMEHTHI):

1.Pesome 7. Yemas

2. Hdonoscnocmuas uncmpyKyus 8. Pacnopsicenue oupexmopa
3.Aemobuocpagpus 9. Jlosepernnocmu

4.Ilocmanosnenue xoinecuu 10. Hnempyxyus no 0e1onpouzeo0cmaey
S.1lonooicenue 06 ammecmayuu 11. Ilpuxa3z o npueme na pabomy
6.LlImamnoe pacnucanue 12. Tpyoosoti 0o2060p

3aoaua 3.

Bri0epuTte npaBuIbHbINA BapuaHT 0GOpMJICeHHS PEKBU3UTOB.
|. Buidenume npasunvbubiil 6apuanm 0QopmMaAeHUs peKGUIUMA «OMMEMKA O 3a6EPeHUU KONUUY

1. BepHao
HauanbHuk otnena kagpos JlnuHas noanuch A. B. Ilerpos
09.12.2004

2. BEPHO:

HavanbHuk otnena kagpos

JInynas noanuck B. A. Iletpos
09.12.2004
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3. «BepnHo»
HauvansHuk otaena kagpos JlnuHas nmoanuck A. B. Iletpos
09.12.2004

1I. Bvioenume npaguibHbiti 6apUaHm opopmieHUss peKGU3UMa OmMemKa 0 HaAUudul NPUIONCEeHUL

1. ITpumoskenue Ne 1
K [IPUKa3y JUPEKTOpa
ot 12.12.2004

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

3. [TIPUJIOXKEHME:Ne 2 B 1 ax3eMIumspe.

3aoaua 4
JaiiTe onpeejieHue MOHATHIO «IPUKA3», MEPEUHCINTe TPEOOBAHHUS K ero 0(hopMJIIEHHUIO.

3aoaua 5
Ha ocHoBe npeas1o:KeHHoil ynpaBJIeHYeCKOil CUTYallii COCTaBbTe NPUKA3.

B cooTBeTcTBUM C ITAHOM HAayYHO-HCCIIEIO0BATEIHLCKONH PabOTHl U HEOOXOIUMOCTEIO (POPMUpPOBAHUS HAy4-
HOM dKcIIeuIu pekTop ToMckoro rocynapctBeHHoro yausepcureta M. A. bemos 1 mas Tekyiiero roma moImm-
caJl TIprKa3 0 Ha3HAYeHWH PYKOBOAMTENEM dKcrenuimn noneHTa kadpenpsl T.A. Kopensckyro. CMeTy s opra-
HU3aIUHU SKCIEAUIUHU A0 5 Masl TOJDKEH MOArOTOBUTE cekperaph YueHoro coBeta A.C. Kopanenko. Kontpons 3a
HCIIOJTHEHUEM TIPUKa3a OCYIIECTBISIET MpopekTop no BorpocaMm Hayku A.JO. Turos. [IpoekT mpukaza moaroTos-
nen cekperapeMm S1.C. CyBopoBoii (tei.: 21-20-20). OcTanbHble PEKBU3HUTHI JOMOIHUTE CAMOCTOSATEIBHO.

Bapuant 4
Bri0epuTte npaBUIbHBIN OTBET.

1. Cnyoicebuvie nucbma cocmasisiomcsi:
A. B 4-X 3K3eMIUIsIpax;

b. B 3-x sxzemMIuispax;

B. B 2-x 3x3emuIsipax;

I'. B 1 sx3emImsipe.

2. Ilo cnocoby ooxymenmuposanusi 0OKyMeHmbl K1acCUGUyupyromes na.
A. CekpeTHbIe

b. pykonucHbIe (TEKCTOBBIE);

B. n300pasutenbHbie;

I'. opurmaneHele;

. hoto-, poHO-, KHHOJOKYMEHTHI;

E. rpaduueckue;

K. noxymeHTsl, coznanHsle npu momomu [1K.

3. okymenm, aopecosannbiii pyKoSOOUMeNI0 Op2aHu3ayu, co0eprcayuii 06cmoamenbroe usnodceHue Ka-
KO20-TUO0 80NPOCA C 8bI8OOAMYU U NPEOTONHCEHUAMY COCMABGUMES, HAZLIBACTNCAL

A. axr;

b.npencrasnenue;

B. noxnagHas 3anmcka.

4. Pexsusumamu mpyoo6020 002060pa AGIIAEMCs.
A. HaMMEHOBaHME BUJA JOKYMCHTa;

b. rpud yrBepxkaeHus;

B. tekcr;
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T'. pezomonus;
J1. moamucy;
E. neuarts.

5. Ilpasunvras nociedosamenvbHocms oghopmieHUs epuha co2naco8anusi OOKYMeHmMa OONACHOCHHbIM JUYOM:
A. JInunast noamnuce.

B. PacumgpoBka moamucH.

B. Jlara cornacoBanms.

I'. CoBo COT'JTACOBAHO.

J1. HanmeHoBaHMeE TOJDKHOCTHOTO JIMIA, HANMEHOBAHHE OPTaHU3AIUH.

Omeem.

6. Lenvio cmandapmuzayuu OOKYMEHMO8 S8 L.

A. Topu4YecKoe 3aKperuieHHe pe3ysIbTaToB YHU(HKAIMY JOKYMEHTOB,;
b. pa3paboTka HOMEHKIIATypBbI €T,

B. cucTemarusaiiys TOKyMEHTOB B OpraHH3aINH;

I'. obecnieyeHre COXPaHHOCTH TOKYMEHTOB;

J1. 3ammTa KoH(GUIESHITMATHPHOCTH HH(POPMAIINH.

7. B cocmas nuunoeo oena 6xoosm credyouue OOKyMeHnbl.
A. 3asBneHHE;

b. AM4HBIA TUCTOK MO YYETY KaapOB;

B. aBToOunorpadus;

I'. xormu TOKyMeHTOB 00 00pa3oBaHUHY;

. rpaduk oTITyCcKOB;

E. Tabenp ydera ucrnonb3oBaHus pabovdero BpeMeHH.

8. Jlamoii crysicebHO020 nucbma a615emcs.
A. nara coCTaBJICHUS,

b. nara otnpaBnenus;

B. mara noanmmcanus,

I'. nata nomyuyenus.

9. Cnucox npucymcmeayiowux Ha 3ace0anuu 0QPOPMIAeMcs OMOEIbHO U NPULALAEMCsl K NPOMOKOILY, eci
maKoebvix.

A. Oonee 15;

b. 6onee 10;

B. 6onee 5.

10. IHosmopHuvlii SK3eMIIAD NOOTUHHUKA OOKYMEHMA, UMeroWell IOPUOUYECKYIO CUTLY HA3bIBACMCSL.
A. BEITIHCKA,

B. ny06muKaToM TOKYMEHTA;

B. xonueit tokymeHTa,

I'. myGneTHBIM TOKYMEHTOM.

11. 3anuce yuemmvix 0auHbIX 0 OOKyMeHme N0 YCHMAHOBIEHHOU (hopme, purcupyowas hakm e2o co30anus,
OMNPABNIEHUs. U NOJYYEHUS, — IMO:

A. KOHTPOJTb UCTIOHEHHSI JIOKYMCHTA;

b. perucrpanust 1OKyMEHTOB;

B. coctaBnenne JOKYMEHTOB.

12. IIpasunvhas nocredosamenbHOCMb HANUCAHUSA ITIEMEHMNOE NOYMOBO20 aopeca Ha NOCMOGbIX OMnpaesie-
HUAX

A. Tloumoswiil undexc

b. Haumenosanue aopecama
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B. Homep xeapmupbl

I'. Hazsanue nacenennozo nyHkma

. Hazsanue obracmu, kpas, pecnyoauku
E. Cmpana

K. Homep doma

3. Hazsanue ynuywi

Omeem:

13. Homenknamypa 0en cocmasisiemcsi:

A. ciryx6oii J1OY,

B. pykoBouTeIeM OpraHu3aIiy;

B. JH110M, OTBETCTBEHHBIM 32 JOKYMEHTAIIMOHHOE 00eCTIeueHHE.

14. 3a0auu u pynxyuu opeanuzayuu (CMpyKmypHo2o noopazoeietus, COmpyOHUKa) YCmMaHasIuearon.
A. opraHU3aIMOHHBIC TOKYMEHTHI;

B. cripaBOYHO-aHATUTHYIECKUE JOKYMCHTHI,

B. pacriopsiqutesnbHbIe JOKYMEHTHI,

I'. cripaBOYHO-MH(POPMAIIMOHHBIE JIOKYMEHTHI.

15. Pexeusumamu énewineli cnpagku A61s1emcs.
. Tpu( yTBEp)KICHHUS,

. TIOZITIHCH;

. HAIMCHOBAHUE BHU/A JIOKYMEHTA;

. aJpecar,

. HAIMEHOBAHUE OpraHU3alHY;

. CChIIKA Ha JIaTy M PErUCTPAIMOHHBIA HOMED.

esl)=awlvelivs B =

16. IIpoyecc coz0anusa dokymenmos, cocmoauwuil 8 PukCUPOBaHUU Ha MAMEPUATIbHBIX HOCUMENAX UHPOpMA-
Yuu ¢ peKeUUMamil, NO380AOUUMU ee UOSHMUDUYUPOBATb, HAZbIBACTCSL

A. 3amuTa uHpOpMAaIHY,

b. cucremaruszanus uadopmann;

B. nokymentupoBanus nadopmanu;

I'. kogupoBaHuEeM HHPOPMAIHH.

17. Ommemxka na 0oxymenme, cooepacaujast pacnopadiceHue pyKogooumelis no UCHOIHEHUIO OaHHO20 O0K)-
MeHMa, Ha3blBAeMCsi:

A. rpucom;

b. noanucsto;

B.Bu3oij;

I'. pezontonuei.

18. J{onoichocmuas uncmpyxkyus ymeepicoaemcsi.
A. PYKOBOJHUTENIEM BBIIICCTOSIICH OpraHU3aInH;
B. pykoBoauTEIeM OpraHu3aIliy;

B. pykoBOaUTEIEM CTPYKTYPHOT'O TOIPA3/ICIICHHSL.

19. Pexeusumamu, npudaroumumu OOKYMeHmY 10PUOULECKVIO CUTLY, SGISIOMCSL
A. perucTpanroHHbIA HOMED;

B. MecTo coCTaBIeHNS MM W3IaHKS TOKYMEHTA,

B. nmara;

I'. 3aronoBOK K TEKCTY;

J. moammce

20. Pexeusumamu npuxasa seusiemcs:

A. anmpecar;
b. HauMeHOBaHUE OpraHHU3aIIH,
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B. HaumeHoBaHuE BUIa JOKYMEHTA;
T". 3aron0BOK K TEKCTY, TEKCT;

M. rpud yrBepkneHus,

E. noanuce.

21, [leuamp nHa OoKymenme 3a6epsiem.
A. ipaBUIBHOCTH OOpMIICHNS;

b. mpaBuibHOCTH a7pecoBaHus;

B. nocroBepHOCTh MHpOPMAITUHY;

I'. HOATMHHOCTH TIOATUCH.

22. Jleticmsyiowum 20cy0apCmeeHHbIM CMAHOAPMOM, YCIMAHAGIUBAIOWUM MPeDO8ANUs K COCMABIEHUIO U
ohopMmaeHUI0 OOKYMEHNO8, ABNAEMCA!

A.TOCT P 6.30-2003;

B.TOCT P 6.30-1990;

B.TOCT P 6.30-1972;

I'. TOCT P 6.30-1997,

J.TOCT P 6.30-1983.

23. OcHognoe HazHauerue CnPABOYHO-UHPOPMAYUOHHBIX OOKYMEHMOE.
A. yCTaHOBJICHUE OPTaHU3aI[MOHHO-TIPABOBO# (hOPMBI OpraHHU3aIlHy;

b. nadopmarmonHoe obecreueHre NeITEIEHOCTH OpTaHU3aIINY,

B. perynupoBanue AesTeIbHOCTH OPTraHn3allvy;

I'. nmanupoBaHue ACATEIILHOCTH OpraHU3aIHH.

24. K opeanu3ayuioHHbIM OOKYMEHMAM OMHOCSMCSL.
A. IpoToKOI,;

b. ycras;

B. uncrpyxuus;

I'. mocranoBeHue;

J1. monoxeHue.

25. Pexsu3zum «2pugh ymeepoicoenus» pacnoiacaemcsi.
A. Ha 000POTHOM CTOPOHE JOKYMEHTA;

b. B npaBoM BepxHEM yTIIy;

I'. B 1€eBOM HWKHEM YIIIy;

1. B 1€BOM BEpPXHEM YIIIY;

E. B mpaBoM HIKHEM YTITy.

26. /lamoil akma sie/isiemcsi.

A. nara yTBEp>KICHUS;

b. nara moanucanus,

B. nara coObITHS (pEBU3HSL, TIPOBEPKA).

27. Cucmema 0enonpouzso0Ccmed, CLOACUBUASCS 8 20CY0apCcmEeHnbIX yupedicoenusx Poccuu XIX — nauwana
XX 68., HazvleaemcA:

A. MUHHUCTEPCKOU;

b. xomexcKol;

B. mpuka3zHo.

28. Ilpasunvhas nocie008ameIbHOCHb PACRONOICEHUSL PA3OETI08 QONNCHOCIMHOU UHCTNPYKYUU PADOMHUKA
OV

A. «IIpaBa»

b. «B3zaumMooTHOIIEHUSD)

B. «O01mue 1monoxeHus

I'. «/lomkHOCTHBIE 00S3aHHOCTIDY

J. «OTBETCTBEHHOCTBHY

Omeem.
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29. @opmul pecucmpayuu mozym 6vims C1eOYIOUWUX BUOOE:
A. )XypHabHas,;

b. kaprounas;

B. xamxHas;

I'. aBTOMaTU3UpOBaHHAS.

30. Housmue «0enonpouze00cmeoy cmaio 0003HAYAMbC U MEPMUHOM «OOKYMEHMAYUOHHOe obecneyetue
ynpaeﬂeﬂue» HAa4UuHaA C.

A. 1998 T.;

b. 1988 r.;

B. 1978 r.;

I. 1968 .

31. Kakue pacnopsioumeinvhbie OOKYMEHMbL U30AIONCSL HA OCHOBE eOUHOHAYANUA?
A. Pemenns,

b.Ilpukassr,

B.Pacniopsbxenust.

3aoaua 2.
IInan padoTsl mHCTHTYTA Ha 2007 y4eOHBIN roJ yTBep K/IeH pelieHHeM HAYYHO-MeTOAMYeCKOI0 COBeTa.
B kakom ciyuae npaBWIbHO 0(hOpMIIEH PEKBU3UT IrPUQ YTBepP:KIeHUsI?

A. YTBEPXIAIO
Pemenvie Hay4YHO-METOAUYECKOTO
coseta ot 30.05.2007 r. 312/08-45

b. YTBEPXJEH
Pemenne Hay4HO-METOANIECKOTO
cosera ot 30.05.2007 312/08-45

B. VYTBEPXJEH
Pemenre Hay9HO-METOIMIECKOTO
cosera ot 30.05.2007 r. 312/08-45

3aoaua 3.
BceTaBbTe nponyieHHbIe CI0BA.

1. B KpynHuIX opeanu3ayusix HOMEHKIAmMypa 0eil Kaxnco02o0 CIMpPYKIMypHO20 Noopaszoeienus 00beOUuHsIomcs 8
HOMEHKAAmypy Oeil.

A. MHAMBUYaJbHYIO

b. koHKpeTHYIO

B. Tunosyro

B. cBonHytO

2. Unempyryust no 0enonpouzsoo0cmay — 9mo OOKYMeHM.
A. pacniopsiuTeIbHBINA

b. napopMaMoHHO-CIIPaBOYHBIH

B. HOpMaTUBHBII

I'". nadOpMaITHOHHO-aHATTUTHICCKUI

3. TpaXXIaHUH MHILIET B TOM CIy4ae, KOrJla OH 3HAET, YTO HAJEIeH KOHKPETHBIMU MIPaBaMUu U
XOYET UX Pealn30BaTh.

A. ipennioxxeHue

b. xxano0y

B. 3asBnenne

I". metmuro
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4. JIokyMEHTOOO0OPOT — 3TO ABHXKCHUE IOKYMEHTOB B OPTaHU3AIMM ¢ MOMEHTA UX CO3J[aHUS JI0
A. mepeaayuu Ha UCTIOJTHCHHE

b. noxmmBKky B neso

B. 3aBepuieHre X UCTIOTHEHUS WA OTIIPABKH

5. JIOKyMEHT WJIM COBOKYITHOCTh JJOKYMEHTOB, OTHOCSIIIMXCS K OJHOMY BOIIPOCY WU YUACTKY JIESITEILHOCTH,
MOMEIIAEMBIX B OJJHY O0JIOKKY, —

6. CucreMaTu3MpOBaHHBIN TepedeHb HAMMEHOBAHUH e, 3aBOAUMBII B OpraHU3ally, C yKa3aHHEM CPOKOB
MX XpaHeHus, O()OPMIIEHHBIN B YCTAHOBICHHOM TIOPSIIIKE, —

7. 3anMCh YUETHBIX JAaHHBIX O IOKYMEHTE TI0 YCTaHOBJICHHOH (hopme, pukcupyromas GakT ero co3ganus, otT-
TIPaBJICHUS WIH TOJTYYEHUS, —

OC Ne 3. BonipochbI 1151 codece10BaHUsI
no AucHuIIuHe «/[eJJonpon3BoacTBO»

Tema 1.
Bomnpocsl 1 3a1aHus I CAMOCTOATEIbHOI PadoThI.

. Uto BKIIIOYAET B CE0s TIOHATHE «JIEITOTIPONU3BOICTBO»?

. C yeMm cBsI3aHO TIOABIICHHE MTOHITHA «TOKyMEHTAI[HOHHOE 00eCTeueHre YIpaBIeHUs»?

. Kakue criocoOb1 ToKyMEeHTHpOBaHUS (3areyaTiieHus HH(pOpMAaIui) BaM U3BECTHBI?

. B yem B3aMOCBSI3b MOHATHI «MHOOPMALIU» U «TOKYMEHT»?

. ['ne 3akperieHbl onpeieneHus] OCHOBHBIX MPO(ECCHOHALHBIX TEPMHHOB I10 JIEIOTPOU3BOJICTBY?
. Kakoe nonsiTHe «MHpOpMAII HCIIOIB3YETCS TOKYMEHTOBEITAMH H T/Ie OHO 3aKPEILICHO?
. Kakoe u3 ornpeneneHuii JOKyMEHTa BBl CUUTACTE HAUMOOJIEE ITOJHBIM U TToYeMy?

. Uto moHMMaeTCs O] FOPUANYECKON CHIION JOKyMeHTa?

. Uro Takoe «cucteMa JOKYMEHTAIlNN» U «yHU(PHUIIMPOBAHHAS CUCTEMA JOKYMEHTAITUN?
10. Kax BbI mOHUMAaeTe MPOLECC CTaHAAPTUALMH JOKYMEHTOB?

11. Kak BbI moHUMAaETE TPOIeCC YHU(PUKAIINNA JOKYMEHTOB?

O 00 31N LN W —

Tema 2.
Bomnpocsl 1 3a1aHus I CAMOCTOATEIbLHOI PadoThI.

1. Kakue sTamsl mpouuio pa3BUTHE OTEYECTBEHHOTO JACTONPOU3BOACTBA?

2. B 9emM 0c0OEHHOCTH IPHUKA3HOTO JACIIONPON3BOICTBA?

3. B ueM ocoGeHHOCTH KOJIIeKCKOTo nenonpon3BoacTa (XVIII B.)?

4. Ha3zoBuTe OCHOBHBIE 3aKOHO/ATEILHBIE aKThI, ONPECIISBIINE MOPSIOK COCTABICHUS U 0(OPMIICHHS J0-
KyMeHTOB B yupexaeHusx X VIII B.

5. B ueM ocoGeHHOCTH Opranu3anu Jeiaonpon3BoacTsa B XIX B.?

6. Kakumu myTsIMH 1IJT0 PEryIMpoBaHKE ACIONPOU3BOACTBA B IEPBBIE TOABI COBETCKOM BIacTH?

7. Uem 3anumancst UactutyT Texuuku ynpasinenus (UTY) B oOnactu aenonpounsBoacTsa’?

8. Ilouemy apxwBHOE BeIOMCTBO OepeT Ha ce0s MHHIMATHBY MO0 METOJUYECKOMY PYKOBOJICTBY IEIIOTPO-
M3BOJICTBOM B CTpaHe?

9. B yem 3nauenue EI'C/1?

10. Korna naunnaetcs pazpadorka 'OCT na OP/]?

Tema 3.
Bonpochl 1 3a1aHust 1JIs1 CAMOCTOSITEIbHOI padoThl.

1. Kakuie 3akOHOIaTENBHBIC aKTHI MPEANMCHIBAIOT 0053aTeILHOCTh TIOKYMEHTUPOBAaHUS HH(pOpManuu?
2. Kakue Tpeb6oBaHMsI K TOKYMEHTaM H3JI0’KCHBI B 3aKOHOIATEILHBIX aKTax?

3. Kakue Bonpochl paboOThI C IOKYMEHTAMH PETIIAMEHTHPYIOTCS 3aKOHOIaTEIbHBIMH aKTaMu?

4. Ha xoro BO3JI0’)KEHO METOIUYECKOE PYKOBOJICTBO TOCTAHOBKOM JCTIONPOU3BOJICTBA B CTpaHe?

5. Kakoso 3nauenune I'C/IOY u 4ro oHa permaMeHTHPYET?

6. UTo perinaMeHTHPYET TUIIOBask HHCTPYKIIUS 110 JIEIOPOU3BOJICTBY?
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7. Kakoe 3nauenue umeer 'OCT P 6.30-2003? TpeboBanus K 0OpMIICHHIO IOKYMEHTOB, €0 COfiepKaHue?
8. Jlmst 9ero cocTaBIISIFOTCS IEPEYHU IOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS?

9. Kakre HOpMaTHBHO-METOIMYECKHE aKThl UCIIOJB3YIOT B padoTe ¢ JOKYMEHTAMHU KaIPOBBIC CITYKOBI?
10.Kto pa3pabaTbiBacT HOpMaTUBEI BPEMEHH HA YIIPABJICHUSCKHIE BUIBI pa0OT W KaK OHH HUCIIOJIB3YIOTCS?

Tema 4.
Bonpocel 1 3agaHust 1JIsl CAMOCTOSITEJILHOM PadoThI.

1. Kakoit ¢popmat Oymaru peKOMEHIOBAH IS 0(hOPMIICHHUS CITYKEOHBIX TOKYMEHTOB?

. HazoBute ocHOBHBIE BUBI OJaHKOB, IPUMEHSIEMBIC B YUPESKACHUSX.

. [lepeuncnure peKBU3UTHI, BXOAALINE B COCTAaB OJIaHKa ISl IHChMA.

. Uem oTnmuaetcs oOmuii 6y1aHK OT OnaHKa JyIst mucbMa?

. Kakue TpeOoBanus npeabsBIsioTCs K 0pOPMIIEHUIO PEKBU3UTA «HAUMEHOBAHUE OpraHU3alum»?
. UTo BXOAUT B COCTaB PEKBU3UTA «CIIPABOYHBIC JaHHBIE 00 OpraHU3alun»?

. KakoBbl opsZIoK AaTUPOBaHUS TOKYMEHTA U BUABI JaT?

. KakoBbI cocTaBHbIE 4acTH PErMCTPALMOHHOIO HOMEpa JOKYMEHTA U IIOPAJOK €ro POCTABICHU ?
9. KakoB nopsa0k agpecoBaHus JOKyMeHTa?

10. Kakumu criocobamut opopmIsieTcst yTBep KIeHHE TOKyMeHTa?

11. Kakue TpeGoBaHUS IPEIBIBIAIOTCS K PE30JIIONNN, KAKOB MOPSAA0K €€ 0hOopMIICHUS?

12. Kakue TpeOoBaHus IPENBIBISIOTCS K 3ar0OJIOBKY?

13. KakoB nopsaaok oopMieHus MpUI0KEHUH K JOKYMEHTY?

14. KakoB nops10k opopMICHNSI pEKBH3UTOB IIOIIHCHY) M «OTMETKH O 3aBEPEHUH KOTTUI»?

15. Kak oopmiiseTcs corjiacoBaHue J0KyMeHTa?

16. KakoB nops1o0k mpocTaBiIeHNs HA JOKYMEHTAaxX revaTei?

17. IlepeuncnnTe OTMETKH, IIPOCTABIIIEMbIE Ha BXOIAIIEM JOKYMEHTE, YKOKUTE TOPSAI0K X 0)OPMIICHUSL.

0O ~NON N W

Tema 4.1.
Bonpocel 1 3agaHus IJIsI CAMOCTOSATEJILHOH padoThl

1. B 4eM 0COOCHHOCTH SI3bIKA U CTHJIS CITY:KEOHBIX JOKYMEHTOB?

2. Kakoe 3HaueHHe uMeeT 3HaHue opdorpaduu Npu CO3MaHUH CITYKEOHBIX JOKYMEHTOB?
3. KakoB mops10K UCIIOIE30BaHMSI COKPAITICHUH B CITY)KEOHBIX TOKyMEHTax?

4. KakoB MOpSI0K CKIIOHCHHUS CJIOKHBIX COCTABHBIX CIIOB M YHCIUTEIBHBIX ?

5. Kak cnenath TEKCT JOKYMEHTA MTOHSITHBIM B yOSIUTEIHHBIM?

6. Kakoe 3naducHIEe IMEET MOPSIIOK CJIOB B CIIY)KEOHBIX TOKyMEHTaxX?

7. Kakne TpeOoBaHUS MPEABIBISIOTCS K KOMITO3UIIUA CITYKEOHBIX TOKYMEHTOB?

8. HazoBuTe 3TaIbl pefakTHPOBAHUSI.
9. KakoBbI MPUHIIATIEI PEAKTOPCKOH ITPaBKH?
10. HazoBuTE BHIIBI pEAAKTOPCKOM MTPABKH.

Tema 5, 6, 7.
Bonpochl ¥ 3a1aHusI I CAMOCTOSITEIbHOI PadoThI.

1. HazoBuTe BWIBI OPraHU3aNMOHHBIX JIOKYMEHTOB U YKKUTE OCOOCHHOCTH MX COCTAaBIICHHUS H OpopMmIIe-
HUSL.

2. HazoBuTe BUABI pacHOPSIAUTENBHBIX JOKYMEHTOB U YKOKUTE OCOOCHHOCTH MX COCTAaBJICHUS U 0(OpM-
JICHMUSL.

3. B 4yeM 0COOCHHOCTH COCTaBACHHS U O(POPMIICHHUS MPOTOKOJIa?

4. B ueM 0COOEHHOCTH COCTaBICHUS U O(hOpMIICHUS aKTa?

5. Kakue TpeOoBaHus MPEIBABISIOTCS K COCTABICHUIO i O(OPMIICHHUIO JOKJIAHBIX 3aITUCOK?

6. Kakuie TpeOoBaHMS MPEIBIBISIOTCS K COCTABICHHIO U OPOPMIICHUIO O0BSICHUTEIBHBIX 3aIUCOK?

7. Kakue TpeOoBaHHS MPEIBIBISIOTCS K COCTABICHUIO U O(POPMIICHUIO CIIPABOK?

8. Kakue tpeOGoBaHUS MPEIbIBISIOTCS K COCTABICHHUIO U O(DOPMIICHHIO CTy»)eOHBIX mrceM? KakoBwl pas-
HOBHIHOCTHU TIHICEM?

9. Kakue TpeboBaHMs MPEIBSIBISIOTCS K COCTABICHUIO M O(OPMIICHHUIO TeJIerpaMm?

10. KakoBbl 0cOOCHHOCTH cOcTaBiIeHHS U opopmiieHHUs TeneoHorpamMm?
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Tema 8.
Bonpocel 1 3agaHus IJIsI CAMOCTOSATEJILHOH padoThl

1.Ha3zoBuTE BUIIBI TOKYMEHTOB IO INYHOMY COCTaBYy.
2. B ueM 0coOeHHOCTH COCTaBIIEHUS 1 O(OPMIICHUS 3asBICHUN «TPAXKIAHUHAY, 3asBICHUS «PaOOTHUKAY.
3.Hanwmmure 3asiBiIeHME ¢ TPOCHOOit:
A) 0 IpeoCcTaBICHUH BaM aKaJIeMHIECKOTO OTITYCKa,
B) o mpenocraBneHN# 04epPEeIHOTO OTITYCKA,;
B) o nonmyuennn MaTepraibHON TTOMOIITH OT (haKyIbTEeTa.
3. Kakue TpeOoBaHUS MPEABIBIAIOTCS K OOPMIICHHIO ¥ BEACHUIO TPYIOBOM KHIDKKHU?
4. Kakue TpeOoBaHUS MPEIBABISIFOTCS K 0()OPMIICHHIO U BEJICHUIO JIMYHOTO Jieia?
5.B uem 0cOOECHHOCTH COCTABIICHUS XapAKTCPUCTHKH?
6. .B ueM ocobeHHOCTH COCTaBICHHSI aBTOOHOTpahun?
7. .B yeM 0cOOEHHOCTH COCTaBJICHUS pe3toMe?
8. CocTaBbTEe CBOE PE3IOME JIJIS MPEATONIAracMON CUTYaIUY KOT/a BHIMIIETE PadoTy.

Tema 9.
Bonpochl ¥ 3a1aHusI JIsl CAMOCTOSITEJILHOM PadoThI.

1. YkaxuTe BO3MOKHBIC JOPMBI OPTaHU3alUU pabOThI C JOKYMEHTaMH. B ueM TOCTOMHCTBA U HEAOCTATKH
KaXI0H U3 HUX?

2. YKaXXuTe TUTIOBBIE OPraHU3aIIOHHBIE CTPYKTYPHI CITYKOBI IEIOTPOU3BOJICTBA.

3. KakoBbI nieny 1 3aa4u CTy>KOBI IEJI0OTPON3BOACTBA?

4. Kakue oCHOBHEIC (DYHKITUH BBITIOHSET CITY>K0a JIEIOMPOU3BOICTBRA?

5. KakoB JOKHOCTHOM M YHCIICHHBIN COCTaB CIYXOBI ISIOMPON3BOACTBA, KAK OH PACCUUTHIBACTCS?

6.Kakumu HOpMaTUBHBIMU JIOKYMEHTAMHU PETJIAMEHTHPYETCS ACSITSILHOCTh CITYKOBI JACTIONPOU3BOICTBA?

7. Kakue TpeOoBaHus NpeabsBisitoTes K [lonoxenuio o ciayx0Oe aemonponsBosicTea? KakoBa cTpyKkTypa
tekcra lomoxenns?

8. Uro 3akperuisieTcsi B JODKHOCTHBIX MHCTPYKIMSIX paOOTHUKOB CIYXOBI jaeionponsBojicTBa? Kakosa
CTPYKTypa TeKCTa JOKHOCTHON MHCTPYKIIUU?

9. KakoBbI TpeOOBaHUS K HHCTPYKIIUU 110 JCIONPOU3BOJICTBY U CTPYKTYpa €€ TeKcTa?

10. JIns gero paszpabarsiBaercs Tabenb GOpM JOKYMEHTOB, KAKOBA METO/IMKA €TI0 COCTABICHUS?

11.Kakoe 3HaueHre UMEET PEerUCTpaIysl JOKYMEHTOB M KaKO€ MECTO OHAa 3aHMMAeT B OPTaHM3alluU JIEN0-
MIPOU3BOJICTBA?

12. Kakue 3a7a4u BBITIOJHACT PETHCTPAIUSI JOKYMEHTOB?

13. Kakue TpeOoBaHUs IPEABSIBISIOTCS K OPraHU3alluU PETHCTPAIMU JOKYMEHTOB?

14. Kakue naHHbIC 0 JOKYMEHTE 3aIUCHIBAIOTCS B IMIPOIECCE €0 PeTUCTpaIin?

15. HazoBute GopMBI perucTpaniu JOKyMEHTOB.

16. B ueM TOCTOMHCTBA M HEAOCTATKH KYPHAIBHON (DOPMBI pErHCTPALUU JOKYMEHTOB?

17. B 4eM TOCTOMHCTBA M HETOCTATKH KaPTOUHON CHCTEMBI PETUCTPAITIH TOKYMEHTOB?

18. B yeM 0cOOEHHOCTH aBTOMATH3UPOBAHHOW CHCTEMBI PETUCTPAIINH TOKYMEHTOB?

19. Kakue cBeeHUS 0 TOKYMEHTE IPU aBTOMATU3HPOBAHHON CHCTEME PETUCTPAIIUK BBOISTCS aBTOMATH-
YECKHU M KaKUE — U3 PACKPBIBAIOIIMXCS CIIUCKOB?

20. B yeM mpeumyIiecTBa aBTOMaTU3UPOBAHHON CUCTEMBI PErUCTpaLlin?

Tema 10.
Bonpochl ¥ 3a1aHusI JIsI CAMOCTOSITEIbLHOI padoThI

1.UT0 Takoe HOMEHKJIaTypa aein?

. Jl71s 4ero UCHonb3yeTcss HOMEHKIIaTypa aen?

. KakoBrb! 00mue TpeboBaHus K HOMEHKIATYpE Aen?

. HazoBuTe BUIBI HOMEHKIIATYP JE.

. KakoB nopsaaok coctaBneHuss HoMeHKIaTyp?

. Kakne TpeboBaHMe IPEABSBISIOTCS K 3ar0JIOBKaM JIe7?
. KakoB nopsok pacnosnoxeHus 3arojJoBKOB JIeJl B HOMEHKJIaType?
. Kak onpenenstorcst cpoku XxpaHeHus aen?

. Kak oopmisiercst HomeHknatypa nen?

10. Yro nmonumaetcs nox GopMUpOBaHHEM Jen?

11. Kak pacronararotcs JOKyMEHTHI BHYTpH Aena’?

Nelie BEN I e SV, IF SNVS TN \S ]
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12. KakoB nops1ok XpaHeHus aAen?

13. KakoB mops1oKx BeIJa4y JOKYMEHTOB H JI€] BO BPEMEHHOE MOJIb30BaHue?
14. Yto moHUMaETCS MO DKCTIEPTU30M IIEHHOCTH IOKYMEHTOB?

15. KakoBBI OCHOBHBIC KPUTEPHH OIEHKH TOKYMEHTOB?

16. KT0 mpoBOAUT 3KCIEPTU3Y HEHHOCTH TOKYMEHTOB?

17. Yro BXoAMT B 3a1a4u ¥ (PYHKIUHU SKCIIEPTHBIX KOMUCCHI?

18. KakoB nopsiA0K NpOBEACHUS SKCIIEPTU3bI LICHHOCTH TOKYMEHTOB?

19. Kak oopmiisieTcst akT Ha YHHYTOXKEHUE JTOKYMEHTOB?

20. Yto BXOIUT B KOMIUICKC pabOT Mo o(popMIICHHUIO AeiT?

21. Kak opopmiistoTes fejia BpeMEHHOTO CPOKa XpaHSHHs?

22 Kax o¢opMIISIIOTCS iefia TOCTOSTHHOTO U IOJATOBPEMEHHOT'O CPOKOB XpaHEHHS?
23. Kak odopmiisercs IMCT-3aBepUTEIb feiia’?

24. Kak opopmisiercst 00610xKa gena?

25. KakoB mopsiiok coctaBiieHus 1 0pOpMIICHHUS OIHUCeH Je?

26. KakoB opsiiok nepeiaqn el B apxXuB?

OC Ne 4. KoMnuieKT 3aJaHuii M 32124 JJIS1 IPAKTUYECKUX 3aHATHIA
10 AUcHuILIuHe «/lesionpon3BoacTeo»

Tema 4
3aganme Ne 1
1.1. TaiiTe Ha3BaHHE PEKBU3NUTA M ONPEIACIIUTE, IPABHILHO JIH OH 0(OPMIICH.

A. Tupexrop Cunopos (Cumopo M. T".)

b. Cornacosano
[Ipencenarens npodroma
OAO «Canror»

I'pomos I1. TI. I'pomoB
05.11.2004

B. C. n.7 ue cornacen
IOpuckoncynst

ITetpoe B. A. Ilerpos

I'. C npukazom o3nakomier: lO. I'. [lasnoB

Menemxep ITaBnoB
08.01.2004
. BepHo:
Cexkperapb CunopoBa

E. Ucn. A. I1.1IBanoB
123-675

XK. YTBEPXXIEH
[Ipukazom nupexTopa
OAO 3aps»

JI. T. KpbuioBbIM
JI. T. Kpbu1oBeIM

3. [IpunoxxeHus: akT nmpueMa-tiepenadn IBM Ha 4 11.; mepedeHb MPOBEPEHHBIX 00HEKTOB Ha 4 II.

H. B neno
3axapoBa 06.01.2006
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1.2. Hatioume owiubKu 8 npuseOeHHbIX HA36AHUAX DEKSUUMOE8 O00KymeHmos. [lpusedoume npumepwvl ux
ogopmaenus.

A. JloroTun opraHu3amuu

b. Kon noxymeHnTa

B. AnpecHbie faHHBIC OpraHU3AINN
I'. MecTo noAroTOBKH JOKYMEHTA
M. Ilegatpb

E. cnonuutens 1oKyMeHTa

K. CornacoBanue JOKyMeHTa

1.3. Buibepume npaguibHblii 6apuaHm oghopMIeHUS PEKSUUTNOE.

Anpecart

A. 3AO «KonTakT»
TI'enepanbHOMY AUPEKTOPY
IletpoBy A. H.
123456, Mocksa
yi. Jlecnas, 34

b. qupexropy OO0 «Crextp»
324567, r. Kotiac
ApxaHresbcKoi o0., yi. Peunas, 6

B. HauansHuky otnena
MapxkeTtunra
000 «3aps»
Maiickas yi., 345
1. ScHbiid, 234357

I'. Iupexropy
A. A. lBanoBy

. I'enepansaoMy mupexTopy 3A0 «KoHTaKT»
A. H. ITetpoBy

OTMeTKa 0 3aBEePEeHNH KOMUH

A. Bepuo
Havanbsauk otnena xaapos JInyHas NOAIHNCH A.B.IletpoB
09.12.2004

b. BEPHO:
Havanenuk otnena kaapos

JInanas noamuck B. A. IletpoB
09.12.2004

B. «Bepuo»
HauanbHuk oTAena kajapoB JInuHast noanuch A.B.Iletpos
09.12.2004

I'. Bepno
Havanbsauk otnena xaapos JInyHas NOAIHNCH A.B.IletpoB
09.12.2004
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OTMeTKa 0 HAJIMYHMH NPHIIOKEHHI

A. ITpunoxxerne Nel
K MIPUKa3y TUPEKTOpa
ot 12.12.2004

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

B. ITPUJIOXXEHME: Ne 2 B 1 ax3emruispe.
«I'pud yrBepxaenus

A. «YTBepxkaao»

HupexTop
HBaHoB
17.03.2003.

b. «YTBEPXJIAIO»
Hupekrop
Hsanos U. I1.
17.03.2003.

B. YTBEPXJAIO

Hupekrop
. I1. IBanoB
17.03.2003

Hoanucek, eciu T0KyMEHT opOpMIICH Ha OJIaHKE ITMChbMa OpraHU3aliy

A. Kommepueckuii ZupekTop
00O «lIpectmwx» Jlmunas moamuch  B. A. IletpoB

b. Kommepueckuii tupexTop
000 «IIpectux» JImanas nognmucs  Ilerpos B. A.

B. Kommepueckuit nupextop JInunas noanuce B. A. Tlerpos
OTtmeTKa 00 HcTIOJIHUTEIE

A. A. 1. Cugoposa
29-35-18

b. Cunopona A. U. 29-35-18

B. Cunoposa Anna MBanoBHa
29-35-18

I'. Ucn. CunmopoBa
29-35-18

1.4. Ogopmume credyrowue pexsuzumut.

A. PexBusut nognuck. JlokymeHT moanuceiBaeT Ha Onanke aupektop OAO «Busut» Cupunos A. I1. u
nupextop OAO «Casi3by» [letpos A. 11.

b. PexBu3ut rpud yrepxacHus. JlokymenT yreepxaaet nupexrop OAO «Busur»y Ceupumon A. I1.

B. PexBu3uT oTMeTKa 0 HAIMYMK NpWIOKEeHUH. [IpunaratoTcs: JoroBop NOCTaBKy Ha 5 1. B 1 3K3., IPOTO-
KOJI pa3HOIIacuH K AOTOBOpY Ha 2 1. B 1 3K3., IpeTeH3noHHOE MUChMO Ha 10 1. B 4 3K3.
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I'. PexBuzut noanucek. JlokymeHT noanuckiBaioT Ha Onanke aupekrop OAO «Cassb» [letpos A. I1. u Oyx-
rantep 3Toro npeanpusatus Bopodsesa A. M.

JI. PexBU3UT OTMETKA O 3aBepEeHUHU KOIMU.JIOKYMEHT 3aBepsieT HaYaIbHUK OT/iea KaapoB Imutpuena A. I'.

E. PexBusur anpecar

Hauansnuky SpocnaBckoro obnactaoro ynpasnenus ¢unancoB M. M. OcunaaukoBy. 160 000 Spocnaib
Coserckas I,

1.5. Cnpoexmupytime bnanxu sauezo yuebH020 3a8e0eHust C Yel08biM U NPOOOIbHBIM PACHONIONCEHUEM HO-
CMOSIHHBIX PEKGUSUMOB.

1.6. 3anornume mabauyy coomeemcmseyrOWUMU CEeOCHUAMU OIS CLeOYIOUWUX DEeKSUUMOo8: adpecam,
CHpAgoUuHble OaHHble 00 Opeanu3ayul, spug) ymeepiucoeHus 0OKyMeHma, 2pugd) co2naco8anusl.

Buasl 10KyMeHTOB IIpumep odopmiaenus
HaumeHoBanue /BT I0KY > Pacnosoxenue p p o¢op
B KOTOPBIX odopmiisieTcs (c ykazaHneM BapHAHTOB,
PeKBHU3MTA PeKBHU3MTA
PEKBH3UT eCJIM TAKOBbIE NMEKTCH)
Tema 5, 6

3aganme Ne 1

HpuKa3bl 10 OCHOBHOI OesIMeNbHOCU

1. CocraBbTe npUKa3 MO OTKPHITOMY aKIMOHEpHOMY ob0miecTBy «Kapat» (r. Camapa) 00 yTBep KIeHUN UH-
CTPYKLIMHU IO JIeJIONPOU3BOJICTBY. B KOHCTaTUPYIONIEH YacTH YKaXKUTE, YTO B COOTBETCTBUU ¢ THUIIOBOU MHCT-
PYKIIMEN Mo JAeI0Npor3BOACTBY, YTBEpKISHHON pacnopsbkeHueM IIpaButennbctBa Poccuiickoit denepainin ot
24.06.1998 Ne 1118-p, u 'OCT P 6.30-2003 otaenom kaapoB (GupMbl pa3paboTaHbl cTaHAAPTHI HA OpraHU3a-
IOHHO-PACTIOPSAUTENBHYIO TOKYMEHTALHMIO. B pacnopsauTensHOi 4acTH yTBEpAUTE UHCTPYKIHUIO U OPYYH-
T€ MEHeJKepy OTAesa KaJpoB 00eCeYUTh KOHTPOJIb U METOIUYECKOE PYKOBOJACTBO 3a COOJIIOAEHHEM TpeOo-
BaHu# uHCTpyKMH. [Ipuka3 noanuceisaer qupexkrop OO0 UK. MBanos 12 mas Texymero roga. [Ipoekt npu-
ka3a noarorosiieH cekperapeM A.C. IlerpoBoii (Ten.: 23-45-67). OcTanbHble PEKBU3HUTHI JOMOTHUTE CAMOCTOS-
TEJIBHO.

2. Hanmmmmre mpuka3 agupektopa OAO «Kapat» (1. Camapa) U. K. iBaHOBa 0T 17 ceHTAOPS TEKyIIEro ro-
Jla 0 IPEeMUPOBaHUN PAOOTHHUKOB IIAHOBO-(PMHAHCOBOTO OTJIEJIA 332 JOCPOUHYIO pa3padoTKy mpoekTa. [Ipemus
ompezeneHa B pasmepe 60% exemecauyHOro nomKHOCTHOTO okiana. [lopyante Oyxranrepy A. K. 'aBpunoBoii
HAYUCIIUTh IIpeMUIo U3 (oHAa MaTepuaibHOro nooupenus. Ilpoext npukasa noarorosieH cekperapem A. C.
[etpoBoii (Ten.: 23-45-67). OcTanbHble PEKBU3UTHI (a TaKKe TEKCT MPHKa3a) MOTYT OBITH JOMOIHEHBI CaMo-
CTOSITENIBHO.

3. 4 MapTta TeKyIero rojaa reaepaibHeiM gupexkropoM pupmer 3A0 «Koutunentans» C. H. CyBopoBbIM
ObUI M3JaH IMpHKa3 O BHECEHHMM W3MEHEHHWH B IUTATHOE PACIUCAHWE B CBSI3M C HEOOXOOMMOCTBIO PEop-
TraHW3aluK CIyKOBI JeTONPON3BOACTBA. B mTaTHOE pacnycanue anmapara ynpasieHus 100aBiIeHa JOJHKHOCTh
cekperapsa-pedepeHTa ¢ IOKHOCTHRIM okjanoM B 8 500 py6. Oe3 mepcoHalbHbIX Haa0aBoK. B pacmopsimu-
TEJIBHON YaCTH TaKXKE YBEJIMYbTE MeCsSuHblid (GoHn 3./m1. Ha 8§ 500 py0. KoHTposib 3a MCIONIHEHHEM HpHKa3a
BO3JI0KHUTE Ha 3aM. qupekropa A. A. OcokuHa. IIpoekt npukasa noarorosieH cekperapeM . C. Ky3nenosoit
(ten.: 23-45-67). OcTanbHbIE PEKBU3HUTHI JIOMIOJIHATE CAMOCTOSTEIHHO.

4. B COOTBETCTBHU C IUTAHOM HAyYHO-HCCIEAOBATEIHLCKOW pabOTHI U HEOOXOIUMOCTHIO (DOPMHUPOBAHUS
HAYYHOM 3KcIeANLIUH pekTop ToMckoro rocynapctBeHHOro ynusepcurera M. A. benos 1 mas Tekymero rona
NOJNHCAN MIPUKa3 O Ha3HAYCHUHM PYKOBOJHUTEIEM dKCrIeaunuu aonenta kadenpsl T. A. Kopensckyro. Cmety
JUIS OpraHU3aluy SKCIEeTUIMU 10 5 Masl JOJDKEH MOJATrOTOBUTH cekpeTapb YueHoro cosera A. C. KoBaneHko.
KonTposp 3a ucnonHeHHWeM MpHKa3a OCYIIECTBISET MPOPEeKTop mo Bompocam Hayku A. 0. Turos. IIpoekt
npukasa noarotosieH cekperapem S. C. CyBopoBoii (ten.: 21-20-20). OctanbHble PEKBU3UTHI TOTIOTHUTE Ca-
MOCTOSTEJIBHO.

5. IloaroroBbTe BBHIMUCKH U3 MPUKa30B Ne 3 1 Ne 4 o ogHOMY M3 JIOOBIX ITyHKTOB PacIOpSIATEIHHON
4acTu.

ITlpomoxonwvi

1. CoctaBbTe MOJHBIN MPOTOKOI 3aceanus pekropara TOMCKOTO TocyIapcTBEHHOTO YHHUBEPCHTETA, KOTO-
poe cocrositock 22 ampenst TeKymiero rojaa. Ha 3aceganuu cTaBuics BOIIPOC O CO3JaHUU HOBOTO (DaKyJbTETa.
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[IpucyrctBoBanu: pexrop, npodeccop M. A. Benos, mpopekrop no ydeOHoH padote M. JI. XKaposa, nekanbt
¢dakynsreroB — A. K. Macnos, H. H. Jlesun; 3aB. kadenpamu — I[1. H. I'me6os, C. C. ABepkuna C o6ocHOBaHU-
eM HEeOoOXOAWMOCTH MOATOTOBKH CTYACHTOB IO JaHHOH CHEIHalu3allii, BEICTYIIHI JeKaH TEXHOJIOTHYECKOTO
(dakynprera H. H. JIleBun. B pasputre 3Toi UaeH U ¢ €€ MOJHOU MOAACPKKOM BRICTYITHIA IPOPEKTOP IO yueo-
Holt pabdote M. JI. XKapoBa. Ona oOpaTuia BHUMaHHE Ha BO3POCLIME MOTPEOHOCTH B CHEIHMAINCTaX AaHHOTO
npo¢uiIsl Ha OTEYeCTBEHHOM pPBIHKE Tpynda. PexTopar moamep:kai BBICTYMAIONMX U 3a(UKCHPOBAT B CBOEM
pEIIeHNH HavaTh MMOATOTOBKY JOKYMEHTOB IO 3TOM CHeIHaIN3aIii, IIOPYINB A€KaHATy B 3-X MECSUHBIA CPOK
MpeJICTaBUTh yaeOHbIe Tuianbl. OTBeTcTBeHHBIN — H. H. JleBuH. BTOpO#i MyHKT MOBECTKU JHS — BOMPOC O HaYa-
Jie 9K3aMEHAIlMOHHOM ceccru. JlekaHbl TyMaHUTapHOTO M TEXHOJOTHYECKOTO (haKyIbTETOB JOJIOKUIH O TOTOB-
HoctH [IIIC x mpoBenenmio ceccun. 3aB. kadenpoit I1. H. ['meboB BHeC mpemnoxkenne 06 obecmeuenun 1T11C
KaHLEISIPCKUMHU TOBapaMH Ha NEepUoJ NpoBeJeHusl ceccuu. PexropaTt moctanoBun cuurtath [II1C rotoBeM K
NPOBENICHHUIO CecCHU U paccMoTpeTh npeanoxenue I1. H. I'meboBa B HeaenbHbIH cpok. [Ipencenarens — pekrop
. A. benog, cekperaps — T. A. Kopenbckas. OcraabHbIe pEKBH3UTHI JOTIOTHUTE CAMOCTOSTEIIBHO.

2. CocraBbTe HOJIHBIN IPOTOKOJ 00IEro codpanus pado4Yrux MPOU3BOICTBEHHOIO KOOIEpaTHRa «3ammycK»,
Ha KOTOPOM NPHCYTCTBOBajO 56 yenoBek. Ha coOpanmnu o6cyskaasicst BOPOC O CO3IaHUH LIeXa CTPOUTEIBHBIX
MaTepHajoB Ul MOCTPOUKH KUJIBIX TOMOB. brina 3aciymana uadopmanus npopada E. T. OpioBa o Bo3MOX-
HOCTH CO3JIaHUs TAKOTO IIeXa U MepCcreKTuBax ero padotrl. [locne oocyxmenus (Mmexanuk A. A. BopoObeB ObLT
kateropuuecku He coryiaceH ¢ E. T. OpnoBbiM) ObUIO MPHUHATO PEUICHUE MOPYYUTH MPOpady U €ro 3aMecTu-
temo ILII. CununpiHy B TeueHne 6 Mec. pa3BepHYTh paOdOTy M BBIACTHUTH Ul ATuUX weneit 3151 Teic. pyo.
IIpencenarens — npencenarens kooneparuBa B. B. Ileryxos, cexperaps — E. C. CaBenbeBa. OcTalbHBIE pEKBH-
3UTHI IOTIOJTHUTE CAMOCTOSATEIHHO.

3. Odopmure kpatkuii mpotokon 3acemanus aupekimu OAO «Kapar». Ha 3acemanum mpucyTCTBOBANM:
MeHemkep 1o pekname A. I1. Boctpsikos, punancossiit aupextop K. I'. Tumodeen, HadyaabHUK OTIENIa KaJpoB
A. A. Arronos, Oyxranrep A. JI. CtymoBa B moBecTke THS YKaKHUTE BOIIPOCHI O XOA€ PEKIIAMHON KOMITAHWH B
Il xBaprane 200__r. u 0 mepexojic Ha HOBYIO cucTeMy npemupoBaHus. [1o mepBomy Bompocy BeicTymuia A. I1.
Boctpskos. K. I'. TumodeeB oqo0pun yBennueHne pacxoAoB Ha Hapy>KHYIO pekiamy. [lo BTopomy Bompocy
BeicTyriiia A. J[. CtymoBa. A. A. AHTOHOB IIPEIJIOKIII JOPA0OTaTh HOBYIO CUCTEMY BBITIIATHI TPEMHAIBHBIX U
paccMoTpeTh ee Ha o0mieM coOpaHHM TPYAOBOTO KoJulekTHBa. [Ipencenarens — reHepaibHBIN AupeKkTop Py-
msHIeB O. A. Cekperapb — cekperapb-pedepent benosa H. . HegocTaromnie peKBU3UTHI U peLICHUs 3acea-
HUS YKQKUTE CAaMOCTOSTENBHO.

4. OdopmuTe BEITUCKH U3 TPOTOKOIOB Ne 1 1 Ne 2 110 BTOpOMY BOTIPOCY.

Axmuwi

1. CocraBbre akT peBu3un kaccel OO0 «Kapaty, koTopas npoBoauaack 10 HIOHS TEKYLIEro rojia KOMHUC-
cHel CIeAyIoNero cocTaBa — 3aM. TilaBHOTO Oyxranrepa M. JI. AHTOHOB (TIpeacenarens), ct. Oyxrainrep M. K.
Hypos, Oyxrantep O. A. Jlykuna. [Ipu cocraBnennn npucytctBoBanu: ri. Oyxranrep H. M. Kynpun, kaccup
A. JI. Auapeesa. 10 mast KoMHCCHS TIPOBENA PEBU3UIO KACCHI MPEANIPUATHS MO cocTossHAIO Ha 10 Mas. B pe-
3yJibTaTe OBUIO YCTAHOBIIEHO, YTO OCTATOK HAIMYHBIX JIEHET B Kacce, COTJIAaCHO KaCCOBOM KHUTE M TaHHBIM OyX.
y4eTa, TOJDKEH COCTABIITh 22 238 py0. DakTHIeCKHi 0CTaTOK HATMYHBIX AeHer cocTaBmi 12 220 py6. Hemoc-
Taya HAIWYHBIX JEHET N0 BHHE Kaccupa coctaBmia 10 018 py0. AKT coctaBieH B 3 9K3. (Ui TeH. TUPEKTOPA,
rnaBHOTO Oyxranrepa u B aeno Ne 05-16).OcHoBanueM IS IPOBOAMMON MPOBEPKU CTaJl MPHUKa3 AUPEKTOpa
000 «Kapar» «O peusun npeanpusatus» Ne 32 oT 5 Mas TEKymIero roga. AKT YTBEPKICH T€H. TUPEKTOPOM
N.K. UBaHoBEIM 12 Mas Tekymiero roaa. Hemocraromue pekBU3UTH 0()OPMUTE CAMOCTOSTEIIEHO.

2. 12 nekaOpsi TEKyIIETo rojia KOMUCCHEH B cocTaBe 3aM. TiaBHoro Oyxrantepa M. /. AHTOHOBa (TIpece-
natens), cT. MmeHemkepa C. M. EdumoBa, HawansHUKa oTnena xo3. yactu E. W. JIucuHO#N MpOBOIUINCH TTPHEM
u nepegaya [I19BM u3 otnena cHaGxenuss OO0 «Kapar» B otaen pexnamsl. Komuccuei Ob1o yCTaHOBIICHO,
yro [I1DBM mnepenaercs B 0TAen CHAOKEHUS Ha CPOK BBIMOTHEHUS paboT 1o KoHTpakTy Ne 22 / 47. OcHoBaHU-
eM SBIIICTCS NOKJIAIHas 3alMcka HavdaabHUKa oTaena pekiambl [IpaBoa M. C. AT coctaBieH B 2 3K3. (s
HadaJIbHHUKA X03. OTAena, B memo Ne 09-12). Akt nmoamucan red. aupektop U. K. UBanoB 15 mexabps Tekymero
roja. OcranbHble pEKBU3HUTHI JOTIOJIHUTE CAMOCTOSITENBHO.

3. CocTaBbTe aKT O MPOBEPKE paboOTHI ¢ JoKyMeHTamu B oTaenie Mapkermara OOO «Kapary. IIpoBepky
MpoBOIMIa 22 HOSOps TEKYIIETo rojia KOMUCCHS B cocTaBe TUI. Oyxrantepa M. [I. AHTOHOBA (TIpeacenarTenn),
3aB. kaHnenspuen JI. JI. llykuHol, HayansHMKa otaena MapketuHra K. E. Taruposa. Komuccus nposepuia
OpraHM3allMI0O W YCIIOBUS XpaHEHHs YNPABICHUECKHUX TOKyMEHTOB. (AaKTOB yTpaThbl, MOPYH M HE3AKOHHOTO
YHHUYTOXKEHUS] JOKYMEHTOB HE YCTaHOBJIEHO. OMHAKO KOMHUCCHUS OOHApY)KWJia Psii CYIIECTBEHHBIX HEIOCTaT-
KOB: HECBOEBPEMEHHO (hOPMHPYIOTCS B JieJIa HCIIOJTHEHHbBIE JJOKYMEHTBI, 3aTOJIOBKH JIeTl HE BCETJ[a COOTBETCT-
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BYIOT HOMEHKJIaType. AKT COCTaBIIeH B 3 3K3. (/151 HaYaJbHHUKA OT/IeJIa MApKETHHTa, 3aB. KaHLIESIPUEH, B IEJI0
Ne 15-06). OcHoBanueM siBusieTcsi mpuKa3 gupextopa ot 20 HosOps Texymiero roxa Ne 23 «O coBepuieHCTBO-
BaHWH JTOKYMEHTAIIMOHHOTO OOECIIeUeHUs NMeATEeILHOCTH». AKT yTBepXkAceH reH. aupekropom OO0 «Kapat»
N.K. VBanoBeIM 23 HOs0ps Tekymero roga. OcraabHble peKBU3HUTHI IOTIOTHATE CAMOCTOSTEIIBHO.

4. CoctaButh 1 opopmutsb akT OAO «lIporpeccy» mo pesynpTaTaMm NPOBEPKH Mep OE30aCHOCTH Ha CKIAZe
roToBoi mpoayknuu. OCHOBaHHEM SBIIIETCS MPHUKaA3 TeHepaabHOro AupekTopa Ne 48 oT 1 Mas Tekymiero roja
«O Mepax 10 NpenynpeKACHUI0 XUILEHUI». B peleHnn koMuccus ykasajia: MOAEPHU3UPOBATh UMEIOLIYIOCS
CHCTEMY OXpaHHOW CHTHaJM3allli, YCTAHOBUTH BUACOKaMEphl HApy>KHOrO HaOmoaeHus. TekcT akra u Hexoc-
TaloIIKe PEKBU3UTHI JOTIOTHUTE U OPOPMHUTE CAMOCTOSITEIBHO.

Hoknaonvie u 006vACHUMENbHBLE 3ANUCKU

1. Hagansauk otaena peximambl OO0 «Kapat» M. U. bopucos 2 mMast TEKyIIero roja moaroTOBMIT TOKIIaI-
HYIO 3alUCKy TeH. aupektopy npeanpusatus M. K. IBaHOBY 0 JOMOTHUTEIEHOM (pMHAHCUPOBAHUH 3aKa3a 324
Ha W3TOTOBJICHHWE PEKJIAMHBIX MPOCIEKTOB B CBA3M C POCTOM LIEH Ha MONUrpaduieckue ycIyrd BO BTOPOM
KBapTaJie ¥ W3MEHEHHEM CMETHI 3aTpaT. B JokmagHO# 3ammcke yKa3bIBaJlOCh, YTO BBHITIOJHEHHE 3aKaza BO3-
MO>KHO TOJIBKO TIPH TOTOHATETRHOM BhiieneHnn 5000 py6. Ha moxmamHo# 3ammucke NMeeTCs pe30JIIOITHs TeH.
JUpEKTOpa ¢ Mopy4yeHueM riaaBHomy Oyxrantepy M. JI. AHTOHOBY HM3bICKaTh BO3MOXKHOCTB BBIIEIUTH JOMOJ-
HUTEJBbHBIE CPEACTBA ISl BRIMOTHEHUS 3aKa3a. OCTabHbIC PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO

2. CocraBbTe JOKIIAIHYIO 3alIUCKY OT 15 (eBpaiis Tekyiiero roaa cekperaps-pedepenta A. I1. Ilerporoit
red. aupekropy OOO «Kapat» 06 yrepe pabotHukoM CrenaHoBeiM I'. . mucema-3anpoca, MOCTYHMBLIETO B
azipec MpeAnpusITUs 1Ba Mecsa Ha3zaa. OcTalbHble pEKBU3UTHI YKAKHUTE CAMOCTOSTENBHO.

3. CocTaBbTe JOKIAAHYIO 3aMMUCKy HadaJlbHUKA TUIAHOBO-3KOHOMHYEecKoro oTaena M. WM. Kapasaesa ren.
nupekropy OO0 «Kapat» 00 obecriedeHIH OT/Iena YeTIPbMsI KoMIbloTepaMu. OCTaIbHBIE PEKBU3HUTHI YKAXKH-
T€ CaMOCTOSATENBHO.

4. Hanmmvre AOKJIATHYIO 3alMMCKy HaYaJlbHUKA TUIAHOBO-dKOHOMHYECKOTO Ha MMs pykoBomutenas 3A0
«BeiMnien» M. U. TuiikoBa 0 KoMaHAUPOBaHUU B I'. belaropoa crapiiiero nHxeHepa MmiaHoOBO-3KOHOMUYECKOT0
otnena Jlooponrobosa I1. B. ¢ 15 aBrycra Tekymiero roja cpokoM Ha 5 JTHEH 11 BRICTYIUICHUS C JOKJIAJI0M Ha
cemuHape «COBEpIICHCTBOBAaHUE CHCTEMBI 3aKJIFOYCHHUS XO3SIMCTBEHHBIX JOTOBOPOB». OCTalbHBIE PEKBU3UTHI
YKaXHUTE CAMOCTOSITEIHHO.

5. CocTaBbTe OOBSCHUTENBHYIO 3alMCKY COTPYAHUKA oXpaHHoro npennpusatus «Omeray . U. ®ponosa,
HANMCaHHYIO Ha uMs HadanbHuka B.B. CenuBanora. Y. . ®posioB 2 Mast TEKyIIero roja omo3aai Ha padoTy
Ha 2 Jaca B CBs3M C HapyllIeHHEM rpaduka ABMKEHUS aBToOycoB MapmipyTa Ne 3. OObsCHUTENIbHAS 3alKCKa
ObLITa COCTABIICHA B TOT K€ JICHb, B 3aITUCKE YKa3aH TeJe()OH JUCTIETIYCPCKON CITyKObI aBTOBOK3aJIa.

6. CoctaBbTe OOBSICHUTENBHYIO 3aMMCKY MpernogaBatens A. A. Biacooii aupextopy nentpa «Kanpe» H. 1.
WBaHOBY 0 cpbIBe 3aHATHI B Tpymine cekperapeii-pedepentoB 10 ceHTsiOps Texkymero rona. [Ipuunna — npu-
CyTCTBHE TONBKO 3 ciymiarenei u3 19 genoBek cocraBa rpymibl. OCTambHBIE PEKBU3UTH YKAKUTE CaMOCTOSI-
TEJIBHO.

7. CocraBbTe OOBSICHUTENBHYIO 3aMCKy HavajdbHUKa otaena pexinambl A.Il. Kapumosoii ot 15 uioHs Ha
ums red. aupekropa OO0 «Kapat» U. K. FlBaHoBa 0 HeBbImonHeHHH 3aka3a Ne 174 / 45, IIpuunHa — Hapyie-
HUE CPOKOB BBITIOJIHEHHS 3a4BKH Ha TIeYaTh HOBBIX OJaHKOB TOKyMEHTOB. OCTalbHbIE PEKBU3UTHl YKAKHUTE Ca-
MOCTOSITENIBHO.

8. CocTaBbTe OOBSCHUTENBHYIO 3aIIUCKY TJI. MHXKeHEpa oTaena caadxkenus JI. 1. Xurposa reH. TupeKTopy
000 «Kapar» U. K. FiBaHoBy 0 mpuYnHAax HapyIIeHUsS Tpadrka MOCTaBKA HOBBIX OJIAHKOB JOKYMEHTOB B CBsI-
3u Oone3nbio MeHemkepa C. T. [laxomoBa. YkaxkuTe, 9T0O Tpad K MOCTaBKH HallaKeH, CPOKH ITOCTaBKH OyayT
MaKCHUMaJbHO COKpalieHbl. OCTalbHbIC PEKBU3UTHI JOMOIHUTE CAMOCTOSATENBHO.

3aganune Ne 2 k Teme 5

2.1.CocraBbTe mpuka3 00 urorax padotsl ¢ fokymentamu B 2006 r. B OAO «3Be3na». B koncraTupyromei
YacTH YKaKUTE Ha HU3KYIO TpeOOBAaTEIbHOCTh PYKOBOAUTENEH NMOAPA3ACICHUN K KayeCTBY MMOJATOTOBKH JOKY-
MEHTOB M KOHTPOJIS 33 UX MCIOJIHEHUEeM. B pacnopsaurensHol yacTy oOpaTUTe BHUMaHUE PYKOBOIUTENEH Ha
MOBBINIICHUE TPeOOBAaTEIHLHOCTH K paOOTHHKAM B YacTH pabOTHI C JHokyMeHTamu. JlaiiTe 3amanne paboTHUKY,
OTBEYAIOIIEMY 3a JEJIONPOU3BOJICTBO, pa3padoTaTh MEpHI MO yAYUIICHHIO 3TOH paboThl. Jlpyrue qaHHbIE B TEK-
CTE U PEKBU3UTHI YKAXKHUTE CaMOCTOSTEILHO.

2.2. Ilpoananu3upyiTe NMpeyIoKEHHBIE TEKCThI, 00paTUTe BHUMAHNE HA JOINYLICHHBIC OIINOKH, CBS3aH-
HBbIE KaK C HEMPaBHJILHBIM PACTIONOKEHHEM MaTepualia, Tak U CIIoco0aMu M3JI0KeHHs. McnpaBbTe 3TH TEKCTHI
WIN HanmuiuTe HoBble. OPOpPMUTE JTOKYMEHT.
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Tekcer 1

IMPUKA3LBIBAIO:
1. I'maBaomy umxenepy I1. Y. EpeMeeBy Hy»*)HO Cpo4HO C(HOPMHUPOBATH KOMHUCCHUIO JIIS YCTAHOBJICHUS
MIPUYUH aBapuu.
2. U ne moz:xe uem 10 30.05.2005 yCTaHOBUTH 3TH CaMbIC IPUYMHBI.

Teker 2

SI TTIPUKA3BIBAIO:
1.ITaBen Hukomaepwud, OyapTe JOOPHI, TOATOTOBRTE BCE HEOOXOIUMBIC TOKYMEHTHI O COCTOSTHHH CTPOSIIIE-
rocs 37aHus, TOJIBKO, MMOXKATyHCTa, CKOpee.

Teker 3

B cBsi3u co coXUBIIEICS CBUCTOILISICKON Ha CTPOUKE MPUKA3BIBAIO
P. I1. iBaHOBY cpO4HO C 3TUM pa3zodpartbes!!!

2.3. CocraBbTe MPUKa3 MO0 OCHOBHOMW JIEATENILHOCTH O Ipaduke paboThl B Npa3HUYHbIC JHU (HAYaIbHUK
OXpaHbI JIOJDKEH OIleYaTaTh MPON3BOJICTBEHHBIE MTOMEIICHHSI U 00ECIIEYNTh OXPaHy; AUPEKTOP IO MEPCOHAITY
JOJDKeH 00ecneynTh AeKYPCTBO Ha TeneoHe II1aBHOTo oduca i ONEepaTUBHOTO PELICHHs BOIIPOCOB; TJ1aB-
HBII OyXTanTep AOJDKEH OIUIaTUTh JeKYPCTBO B IBOWHOM pa3mepe)

3amanue Ne 3 k Teme 6

3.1. OTpenakTUpyiTe TEKCTBI IpemjiaracMbIX IOKJIaJHbIX 3amucoK. CocTaBbTe IPaBHIbHBIC BapUaHT
odopmIIeHUST TOKYMEHTOB. [Ipyrue JaHHbIC B TEKCTE M PEKBU3HUTHI, IPU HEOOXOIUMOCTH, YKaKHTE CaMOCTOSI-
TCIBHO.

Texer 1
JoxkianHas 3anucka HupekTopy 300marazuHa
OTten mocTaBoK «Msykamay
Ne54 12.06.2012 [TerpoBoii A. A.

r. C-IletepOypr
O mpeBBIICHUN KOIUYECTBa TOBapa

YBaxkaemast AHHa AnekcadnpoBHa!
JloBOXKY /10 Bamero CBEJEHUS, YTO BUE€pa HAI OTACI MOIyduyl Tpy3 3 bpasmmmn — nukux 06e3nsH. Ho
BMECTO 2 SK3EMIUISIPOB, YKA3aHHBIX B HAKIAJHOH, B KJIETKE pe3BUiIOCh Lenbix 4!!! Uto HaMm Teneps aenats?

Menemxep Kykypysuna P. P.

Tekcer 2

HyxHO cpoyHO U HEMEIEHHO 00JIarOpONTh YCIOBHS COJISPIKAHUS MPOTYKTOB HA CKIJIaJle Mara3uHa.

CrtpamHo cMOTpeTh, KOTJa COCUCKHU JISKAT NPSAMO Ha MOJY, [0 KOTOPOMY XOJAT JIFOAW B KUP30BBIX CaIlo-
rax. Temmeparypa Ha cKJiaJie He COOTBETCTBYET JICHCTBUTEILHOCTH, YTO OOBIYHBIN CHIP CTAHOBHUTHCS ILJIaBIic-
HBIM, @ OCTAJILHBIC TPOAYKTHI TOPTATCS.

3.2. Brl paboTaere MEHEIKEPOM B TYpUCTHUECKOH (pupMe «Busut». B ¢Bs3M ¢ HACTYIJICHHEM JICTHEIO Ce-
30Ha YBEIMYCH 00beM paboT ¢ KIMEHTAMH-TYPHUCTaMH, TPEOYIOTCS JOTOTHUTEIbHEIC BPEMEHHBIC PaOOTHHKA-
Mu. JIJig pereHns 3Toro Bonpoca HeoOXoAuMo 0(OPMUTH JOKIAAHYIO 3aIHCKy Ha UMS TUPEKTOpa 3TOH (up-
MBI,
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3.3. CocraBbTe O6’BHCHI/ITCHBHYIO 3alMUCKYy OT CBOCTO MMCHHU O NPUYMHAX MTPOITYCKOB 3aHATUH 10 TCXHUKE
663OH3CHOCTI/I, KOTOPBIC ObLIH OpTraHU30BaHbI IJIA BCEX COTPYAHUKOB OAO «Meutay He;[ocm}oume PCKBU3U-
ThI YKaXKUTE CaMOCTOATEIIBHO.

3.4. CocraBbTe OOBSCHUTENBHYIO 3aIUCKY IS cienytomieit curyarum: 12.03.2010 B AUPEKIUIO CTYITO-
POJIKa POCCHUICKOTO TOCYAapCTBEHHOTO TYMaHUTApHOTO YHHBEPCUTETA MOCTyNHIA amoba ot cryneHTa ller-
poBa A. A., B KOTOpOi#l TOBOPHIIOCH O HEIOITYCTUMOM TToBeAeHIH oxpaHHuka CemeHoBa M. B. (xamcTBO, pyko-
MIPUKIIAJICTBO, HEIICH3ypHast OpaHb U T. I1.) HauanpHUK OXpaHbI BHI3BAJ MPOBUHUBIIETOCS COTPYIHUKA U TIO-
MIPOCHUII €r0 HAIMKMCATh OOBSICHUTEIBHYIO 3aITUCKY.

3.5. OtpenakTupyHTe NPEIOKCHHBIN HIKE TEKCT 00BsICHUTEIbHON 3anmucku. CoCTaBbTe IPaBUIbHBIC Ba-
puaHT oopMIICHHS TOKYMEHTa. [[pyrue JaHHbIE B TEKCTE W PEKBU3UTHI, TPH HEOOXOIUMOCTH, YKaXKHUTE CaMO-
CTOSITENIBHO.

I'pymma Ne 41 I1. O. KapnatoBy
Jlexany ¢dakynprera
JICTaTeIbHBIX aIlapaToB

OOBACHUTEIbHAS 3aIIUCKA.

A, Tumoxuna Mapus FOpreBHa, He Oblila Ha dK3aMEHE 110 MHXKEHEPHOH rpaduke HE IMOTOMY, YTO HE BBI-
yduia mpeaMeT U 0osutach ero 3aBaiiTh, KaK TOBOPAT, a MOTOMY, YTO HaKaHyHE CHJIBHO yIalia W TOBpeaniIa
PYKy, IpaByto. A 0€3 paBoil pyKHU Ha 3K3aMEHE 110 MHXKEHEPHOH rpaduke nenats Hedero. [loaTomy s pemmna,
YTO JIy4IlIE C/IaM ero, Korna OyaeTr nepecaada.

C yBaxeHueMm,
Crynentka rpynmsl Ne 41
Tumoxuna M. 1O. 15.03.2010

3.6. [Ipoananusupyiite gokymeHT u3 npousseneHus C./JoenaroBa «3oHa». Onpenennte ero BUI U OCHOB-
Hbl€ OTJINYUTEINIbHBIE cBOMcTBa. Kak 0ObIrppIBaeTCs JAHHBINA TOKYMEHT B IIPOU3BEICHUN?

Buepa, cero rofa, s 3;10ymoTpe0IIs1 aKOTONIBHBIN HamUTOK. [lociie 4ero ypoHWI B rpsi3b COMAATCKOE J0C-
TOMHCTBO. Bripenps obemato. PsmoBoit [Taxammis.
[Tocne HEKOTOpPOTO pa3ayMbs OH Beerna g06asisit: «lIpomry He oTKa3aThy.

3aganme Ne 4 k reme 6

4.3. CocTaBbTe akT A cieayromei curyauuu. Jupextopy npeanpustusi «OMCKuil 0EKOH» MOCTyHaroT
XKaJoObl MOTpeOuTENeH, HEJOBOJIFHBIX KaueCTBOM MEeYeHOYHOro namTera. [1o npuka3y aupexkropa mpoBOIUTH-
Cs1 IpOBEpKa COOJIIOJICHNSI CAHUTAPHBIX HOPM B II€X€ 10 U3rOTOBJICHUIO MAIITETA.

4.4. OTpenakTupyiite NpeIOKeHHBIE JOKYMEHTBl. OCTabHOM TEKCT U PEKBU3UTHI JAOTOIHHUTE CaAMOCTOS-
TEJIBHO.

Teker 1
3aBog BA3-Mocksa YTBepaut
Jupexrop 3aBojia
A. C. JleonoB
AKT
23.05.2010 Ne 23
r. MockBa

O TexHHKe 0€30MaCHOCTH B aBTOMOOMIIIX BA3
OcHoBanue: )xanoda morpeduTes Ha HecpabOTaBIIHE TOPMO3a
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CocTaBneH KOMHCCHEN:

[Ipencenarens — HAYATBHHUK DKCIIEAUTOPCKOM CITYKOBI

C. II. llIapanos

Cexkperaps — crapumii ciienuanuct C. I1. bpexxnes

Uiensl komuccuu: 1. 3aM.HavaIbHUKA DKCTIETUTOPCKON CITYIKOBI
JI. B. Xpycranes
2. Oxcnenutop A. M.JIeBun
3.Cexkperaps C. A.MuponoBa

23.05.10 r. koMHuCCHS TIPOBEPHIIA, CICISIT U HA 3aBOJIE 332 KAYECTBOM BBIITYCKACMBIX aBTOMOOHIICH.

B pesynbTaTe mpoBepKH yCTaHOBIIEHO:

24.05.10 r. mpu cxoxe ¢ KoHBeliepa maptuu aBTomobmneir BA3 3a Ne 3-12-39 riaBabiM mexanukom C. T.
ITerpoBbIM He ObLITA BHITIOTHEHA TIPOBEPKA MEXaHU3MOB.

CocTaBieH B 2 3K3.

1 #13k. — B geno 01-13

2 1 3k. — C. T. TlerpoBy

[Ipeacenarens C. I1.ITapanoB

Cekpertapnb C. IL.bpexuen

YseHbl KOMUCCHH: JI. B. Xpycranes
A. M.JIeBun

C. A.MupoHoBa

Teker 2

®upma «MopenpoIyKT»
AKT

«O BBIIBICHUY NMPUYMH HEUCIPABHOCTH XOJIOJUIIBHBIX YCTAHOBOK B KPEBETOUHOM LIEXE)
OcHoBanue: npuka3 reHepanpHoro aupexropa ot 30.01.2010
CocraBiieH KOMHCCHEH B COCTaBe:

UiIeHbI KOMUCCHH: 1. Craprmmii MexaHHuK ®enotoB E. O
2. Macrep Kenpos U. T’
3. Cnecapb Crenun U. E.

[Ipencenarens I'naBHBINA HHXKEHED Konryn U. O.

CocraBieH B 2-X 9K3eMITIIpax:
1-i1 — reHepaTLHOMY TUPEKTOPY
2 i — OT/IeTy TEXHUYECKOMY O0CTYKUBAHHS

Ha npomoii Henesne HU € TOTO HU € CETO U3 CTPOS BBIILIO 3 XOJIOAUIBHBIE YCTAHOBKH.

[Tocne mpoBeeHNsT TEXHUYECKOTO OCMOTpa IIaBHBIX MEXaHUKOM, WICHBI KOMHUCCHUU BO TJIaBe C Ipeaceaa-
TEJIEM YCTAaHOBUIIU, YTO MOJOMKA XOJIOAWIBHUKOB MPOU30IILIA B pE3yIbTaTe MOMaJaHus B arperaThl BOJbI, KO-
TOpas MpocadnBajIach C TOTOJIKA TOMEIICHHS.

YneHbl KOMUCCUHU ®enortoB E. O.
Kenpos U. T
Crenun U. E.

[Ipencenarens Kontyn U. O.

3aganme Ne 5 k reme 6

5.1. Haiimute ommOKM B TEKCTE JOKYMEHTOB, OXapaKTepU3YHTE U HCTIPaBbTe UX. OCTAIBHON TEKCT U PEK-
BU3UTHI, TPH HEOOXOJUMOCTH, JIOTIOTHATE CAMOCTOSTEIBHO.
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Teker 1

ITPOTOKOJI
YYPEJIUTEJILHOI'O COBPAHHMS OBIIECTBA C OTPAHMYEHHOU OTBETCBEHHOCThBIO
OAPMA-JIT/],
IIpucyrcrTBoBaNu:
1. 3aiine H. C.

2. KponOepr B. A.

3. OcTanbHbIC

YTBepauIu MOBECTKY THS COOpAaHHUS:

06 yupexaennn OO0 «Dapma-JIToy

ITo Bompocam moBectu aHsi: Beictynmun 3aiiueB Hukonail, kotopeiii npemioxun yupenuTs OOIecTBo ¢
OrpannuenHoit OTBeTcTBEHHOCTBIO «Dapma-JITay.

PEIINIIN:

1.Yuapenuts O6mecTBo ¢ OrpanmdenHoit OTBeTCTBEHHOCTHIO «Dapma-JITmy.

2. YTo Hy’>KHO CPOYHO 3aHATHCA Pa3pabOTKOMN JOKHOCTHBIX HHCTPYKIHH.

3.01y Homry Ha ce0s TOJIKEH B3sITh He KTo nHOM, Kak [1. P. [TokynuH.

Teker 2

ITPOTOKOJI
Ne 11

['maBbI agMUHIICTpaK yIIpaBIEeHUs 00pa30BaHus, 3aceIaHne

Cekpetapp — CuBkuHa H. A.

[Ipencenarens — I'pomos E. H.

[IpucyTcTBOBaNM: THaBHl YIIpaB MYHHIMIAIBHBIX OKPYTOB, IWPEKTOpa M 3aBy4H IIKoJa LleHTpambHOTO
paiioHa. Bcero npucyrctBoBasio 17 yenoBek. PerucTpallmOHHBIN CIIMCOK MpHUJIaraeTcsl.

[ToBecTka nHs

1. O mpoBenenun pedopmbl 00pazoBaHusl.

2.I1paBa mpernogaBaTenei

1. BBICTYIIWJIN:

CIYIIAJIN:

INOCTAHOBUWJIN

2. BBICTYIIWJIA:

CIIYIIAJIN:

PEIINJIA:

I'pomoB
CuBkoBa

IIpencenarens E. H.
Cekpertapnb H. A.

5.2. CocTaBbTe MPOTOKOJI, KPATKUI MPOTOKOJ, BEITMCKY U3 MPOTOKOJA AN cieAylomel cutyanuu. B op-
ranax MBJI Poccun cocTosutoch o0CykKIeHHEe OTMEHBI JIBTOT I BOCHHBIX, MAJIUITHOHEPOB, MTOXKapHBIX. Ha 3a-
cemaHuu BRICTYmIIN ¢ fokimanamu A. B. Kysneros, monkoBHuK M. O. Onwrmanckuii, matiop K. JI. Iletpos.
Bcero npucyrcrBoBanu 174 yenoseka. [Ipencenarenem 3acenanust 66u1 nonkoBHUK P. H.CepeOpsikos.

5.3. CocraBbTe MPOTOKOJ cOOpaHus Ballel y4eOHON TPy O TOBOAY MOCEIIAEMOCTH 3aHATHH.

5.4. OopmuTe IPOTOKOI MPO(HCOI3HOTO COOPAaHUsS COTPYAHUKOB, Ha KOTOPOM 00CYKIaJIUCh BOIIPOCHI 00
OpraHu3aliy BbIBO3a JIETEH COTPYTHUKOB Ha IOT B JICTHHI TIEpHOJ, 00 0TOOpE JieTel 1 X COMPOBOXKICHHH.

OdopmuTe Ha OCHOBE MOJIHOTO MPOTOKOJIA KPATKUHA MPOTOKOJL.

5.5. CocraBpTe KpaTKuii NPOTOKOJ IPOU3BOJCTBEHHOI'O COBEIIAHHS pPaOOTHUKOB  IUIAHOBO-
SKOHOMHYECKOTO OTJeNa 3aBoja «3Be3/a», Ha KOTOPOM OBLI PACCMOTPEH BOMPOC O JOCPOYHOM BBITTOJTHEHUH
TUTaHa 0 TPOM3BOJCTBY HOBeHmux nertaneil. Ilocie obcykIeHUs] MPOU3BOJICTBEHHOE COBEIAHHE MPUHSIIO
pelIeHre BBIMOIHUTG IJIaH HA TPU JHS PaHbBIIE YCTAaHOBICHHOTO cpoka. OCTanbHOM TEKCT M PEeKBH3HUTHI yKa-
JKUTE CAMOCTOSITENBHO.
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Tema 7
3aganme Ne 1

Cryorcebnbvie nucoma

1. T'enepanshsbiil nupektop OOO «Kapar» U. K. VBaHoB 22 HIOHS TEKYIIETO rojla HapaBmI MHCbMO
Ne 04/43-57 na ums texumueckoro aupekropa OO0 «/emo» H.E. JleBuenko (rop. aapec: 236500 CaHkr-
ITerepOypr, yiu. K. PeuteeBa, 1. 56, ctp. 3). B muckMe TOBOPUTCS O BO3MOXHOCTH PEATH3AIIUH KOMITBIOTEPOB
M0 IOTOBOPHOM LIEHE W BO3MOXXHOCTH MPHUHATHUS 3aKa30B HAa COCTaBJIEHUE MPOrpaMM. ABTOP MHCHhMa BBIpa-
3WJ1 HaZe)Kly Ha yCIEUIHOE, NOJITOBPEMEHHOE COTPYAHMYECTBO. IIpOeKT muchMa MOATrOTOBUIA MEHEIKED
A. A. Ilerposa (ten. 123-56-78). [TuceMo moanucaHo TeHepaabHbIM AUpeKTOpoM. HemocTarome peKBU3UThI
JIOTIOJTHUTE CAMOCTOSITENBHO.

2. CocTaBbTe MHCHMO-3AMPOC U MUCEMO-0TBET CIeAyIoNIero coaepkanus. Kommepueckuit nupextop OO0
«Bu3uTy, cenuanu3npyIomerocs B 001acTi U3ydeHus CIpoca Ha TypUCTHUECKHE YCIYTH, 5 anpess TeKyIIero
rojia oOpaTuICs C 3alpPOCOM K T€HEpaIbHOMY AUPEKTOpPY TyprcThdeckoro areHTcTBa «Ckazounsrit mup» K. .
Orerze 0 BO3MOXKHOCTH OpraHU3allMM TYPOB B CKaHIMHABCKHE CTPaHbl. B muchMe OBUTM 3aTPOHYTHI BOIIPOCHI
CTOMMOCTH ¥ TIPOJOJDKUTENEHOCTA CPOKOB TYPHCTUYIECKUX MOE3/I0K, BKIIFOUast TpaHc(ep, OpraHu3aIuio mura-
HUS, TIPOBEICHNE SKCKypcuil 1 apyrue ycimyru. OMHOBPEMEHHO B IIUChbME COAEpIKallach Mpockba 0 paccMoTpe-
HHUH BOIIPOCA OpraHU3alui HHANBUAYAIBHBIX TypoB B ABcTpanuto (Cugneii — 3omnotoit beper). [IpoexT npuka-
3a Ne 45 / 34-04 noaroroBuna B. . Cepona (ten. 123-56-78), a moamucan B TOT K€ ACHb KOMMEPYECKHIA JTH-
pektop OOO C. I1. MapkuH.

2.1. B otBet Ha 3anpoc C. Il. MapkuHa reHepaibHbIil TUPEKTOP TYPUCTHUECKON KoMnaHuH «CKa304HBIN
MUP» TOATBEPAWT BO3MOKHOCTH OpraHM3allid TYPHUCTUYECKUX IOE3[0K B Ha3BaHHBIE CTpaHbl. B oTBeTHOM
nuceMe 15 anpens Ne 34/11-06 coneprkanack npockba k OO0 «Busut» npeaocTaBUTh TOYHBIE CBEACHHUS C
yKazaHHeM KOJHMYEecTBa TPYII, CPOKa MpedbIBaHus B cTpaHe. [lo BceM MHTEpecyomuM BOIIpocaM PeKOMEHI0-
BaJIOCh 00paTUThCs K oneparopy pupmsl A. JI. JloruHosoii. [Tucemo-otBeT moarorosmna A. A. MiBanosa (ted.
123-76-45), moamucan reHepanbHbIil aupekTop. Hemocraromie peKBU3UTHI TUCEM IOIOJIHUTE CaMOCTOSTEh-
HO.

3. 3amectutens aupekropa 3aBoga «Mzomut» B. JI. YUepHoB 10 mas Tekyiiero roga moAroTOBUI HPOEKT
nuchMa JieKaHy 3KoHOMHuUeckoro (akynerera ['ocymapcTBeHHoro ynuBepcurera ympasienusi C. C. I'as-
pmioBoii. B miceMe comeprkanachk mpoch0a peKOMEHI0BATh CTIEUAINCTOB U3 YHCIA BBITYCKHUKOB MTOCIEIHUX
JIeT BEYEPHETo M 3a0YHOTO OTAEJCHUH (aKyabTeTa, MIMEIOLINX HEKOTOPBIN OMBIT pabOThl B 00JIACTH 3KOHOMHU-
KW MPOMBILIUICHHBIX MPEINPUSATHNA Ha TOHKHOCTSX SKOHOMHUCTOB M CTApIIMX 3KOHOMHUCTOB ympaBiieHHs. Tak-
ke OBUTO BRICKA3aHO TIOXKEJIaHWE K MIPETEHACHTaM Ha BaKaHTHBIE JOJDKHOCTH TOJATOTOBUTE PE3IOME U MPHUCIATh
ux 1o (akcy B 3aBOJIOYyINpaBlicHHE. ABTOpP THChMa BBIPA3WII HAJICKY, YTO YHUBEPCUTET PACCMOTPUT BOIPOC
00 opraHuzanyMy NPOM3BOACTBEHHOHN NMPAKTHKH CTYJEHTOB SKOHOMHUYECKOrO (haKyiabTeTa Ha 3aBOAE C MOCie-
IYIOIUM HUX TpyAoycTporcTBoM. IIucemo moamucano 3aMm. qupekropa. IIpoekt mucbma moarorosied H. U.
Ecunoit (ten. 123-45-67). OcTaibHBIE PEKBU3UTHI JOMTOJIHATE CAMOCTOSTEIIHHO.

3aganue Ne 2

2.1. CocraBbTe JeNOBbIC MMCbMA IS CACAYIOIINX CUTYaIHH:

Poccwuiickas pupma «Mentsl 1 Ko npurnamieHa smoHckoi Gpupmoit «Skya3a» u aMeprkaHCKOH KOMITaHUEH
The Best Cops Ha 03HAKOMHUTEIBHYIO BRICTABKY OPY)KUS M aMYHHUIIMHU [T IOJMIICHCKHUX.

INocrne mocemmenys BEICTaBKH poccuiickas prpmMa oTmpaBuiia miuckMa:

A. Smonckoii pupme ¢ mpoch0o# 0 mocTaBke MPOOHOH MapTHH HYHYaKOB. Pe3WHOBBIX MeTaTeIbHBIX 3BE3/0-
YEK U HOBBIX aPMHUPOBAHHBIX LIEJIKOBBIX MOIUIEHCKUX KYPTOK, CHOCOOHBIX BBIZICPIKATh YAAp HOXKOM.

b. Amepukanckoii pupMe ¢ Mpoch00i BEICIATh MMAPTHIO TUTAHOBBIX HAPYIHHUKOB.

SnoHckas ¢upMma oTmpaBHiIa 3aKa3aHHYIO MApTHIO, POCCHICKas (UpMa BhIpa3wiia YAOBIETBOPEHHUE IO TO-
BOJly Ka4ecTBa TOBapa.

AmepukaHckas (upMa OTIIpaBUIa HAPYUYHUKH, HO POCCUICKasi KOMIIAHUSI OCTaJIach HEOBOJIbHA, TIOCKOJIBKY
BMECTO TUTAHOBBIX HAPYYHUKOB aMEPUKAHIIBI TOCTABIIIN AJIFOMHUHHUEBEIE.

2.2. Odopmure AenoBbIe THCHMa VTS CISAYIOIUX CUTYyaluid. Onpenenure KaHpOBbIe Pa3HOBHIHOCTH 3THUX
IHCEM.

A. 13.12.2010 B oduce MOCKOBCKOM TOProBoii KOMImaHuu «MHITOH» MPOHU3OIIE] CKAYOK HANPSHKCHUS, B
pe3ysbTaTe KOTOPOTro BHILIUIA U3 CTPOsI Besl ohucHAs TexHUKaA (12 KOMIBIOTEPOB, 3 MPUHTEPA, 2 KOMHUPOBATBHBIX

57



anmapaTta, | XonoAWIbHUK). BeI3BaHHBIE TEXHUKU CYMEJH [TOYMHHUTD TONBKO XOJIOAWIBHHK, OCTaJIbHOE 000pyI0-
BaHME HEOOXOANMO 3aKa3biBaTh. COCTaBbTE MUCHEMO.

b. Ber kommepueckuii nupextop pupmel «BajeHTrHa» 1O Mpogake KOCMETHYECKON | map(oMepHO# mpo-
Oykuud. Bam HeoOX0AMMO POBECTH peKIaMHYI0 KoMIanuio. OgopMuTe MHCHMO IS AENOBBIX MAPTHEPOB.

B. Bl sBnseTech BeAYIIMM CIIEUATNCTOM KHHKHOM SPMapKH. COCTaBbTE MUCHMO K YJaCTHHKAM SIpPMApKH.
VYyacTtre B 3TOM sipMapKe MO3BOJUT MIUPOKO MPENCTABUTh KHIKHYIO MIPOAYKIMIO TAPTHEPOB, IPOJATh 3KCIIOHA-
TBI CO CTEHOB, H3Y4YUTh OCOOCHHOCTH PBIHKA W 3aKJIIOUUTD BBHITOJHBIC CIICJIKH.

2.3. OtpepakTupyiiTe cleayIonye TEKCThI JeJOBBIX MTUCEM, COCTaBbTE 3TU MHChMa B COOTBETCTBUU C IIPABH-
JIaMU COCTABJICHHS CITY>KEOHBIX JOKyMEHTOB.

Teker 1

00 «Mebempripom» ['enepambHOMY TUPEKTOPY

V1. CBs3ucTos, 34

Capartos, 432764, Poccus

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

dakc (489-3) 39-78-89

19.03.10 . Ne87/07-03
O moCTyIUICHUY POAYKIIUH.

YBaxaemslii Bukrop I'eopruesnu!

Coobmaem Bam o ToM, uTo Ha ckiiag Hameid (UPMBI TOCTYIHIa HOBas NapTHs COBPEMEHHON MeOenH u3
SAnonnn. Kak MoCTOSHHOMY KJIHMEHTY Hamield ¢upMbl OCklIaeM Bam Katanor ¢ HAMMEHOBAHUSIMH U CTOMMO-
CThIO poayKuuu. Hageemcsa Ha mepceKTUBHOE COTPYAHUYECTBO.

C yBaxeHueMm,

Hupektop M. B. Jlebener
Texer 2

®upma «CoTen-TeneKom» PA «<MUPTOPO/»

OTtaen MapKeTHUHTa Comoit A. TI.

r. C.-IletepOypr

r. C.-IletepOypr, 654356 yi. locroeBckoro, 34

Hesckuii mpocnekT, 75 oduc 45

odmuc 16

Ten. 1-45-67

Pexnmamusrii mut «CoTenm» Ha J[BOPITOBOH IITOMIATH

Hoporast Arna IlerposHa!l
Hanmomuuaem Bam, uto 01.03.2010 mut ¢ pexaamoii Haiiei hUpMbI JO/DKEH ObITh YCTAHOBJICH Ha OTOBO-
perHoM Mecte (JBoprioBasi Turomaas). JIeHbIM MBI TIEpEeBEH ellle HEeIeI0 Ha3aj W HajeeMcs B Orkaifime
JTHH YBHUJIETD JOJITOXKIAHHYIO pEKIIaMy.

C yBaxxeHueM,
Menemkep otaena MapkeTuHra «CoTeNn-TeIeKoM

Mepunos A. O. TTOATIHICH

Texer 3
00 «ODPUCH I'enepansHOMY AHpEKTOPY
Kpacusrii nip., 41 ¢upmer «I'PAD-CUB»
rop. YUura, 123456, Poccus I1. B. Cepreesy

daxkc: (456) 951-00-11

Ten.: (456) 951-00-15

02.02.2010r.

IIpo BeicTaBKy «CoBpeMEeHHBIN OhuUCH

YBaxaewmslii r-H [letp Bnagumuposny!
[Mpurnamaem Bac nocetuts BricTaBKy «CoBpeMEHHBIH OQHC», KOTOpas MpoBoauThea komnanueir OO0
«ODHUC». BrictaBka coctoutcs 5 deBpans B Jome Kynbrypsl um.UkanoBa (npocnekt J[3epkuHcKoro,34 Ha
nepBoM staxe). Hadano BeictaBku B 10.00, npennonoxuTenbHas IpoA0KUTENRHOCT — 6 4acoB.
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Ha BricTaBke OyneT mpencTaBlicHa COBpeMEHHas OpUCHAs TeXHUKA, MeOenb i odrca u pa3HOOOpa3HbBIE
KaHIIEISIPCKUE TOBAphl. B manbHENIIeM BBl CMOXKETE 3aKa3aTh ceOe MOHPaBUBIIMECS TOBaphI. mpocuM Bac moj-
TBEPAUTH y4acTHE B BbICTAaBKE 10 4 (peBpais cero rojaa. 3asBKy HEOOXOAUMO BBICIATH 110 (aKcy.

Ipunoxenue: 1. [Iporpamma BeicTaBku «COBpeMeHHBINH 0rC» Ha

1. B 1 9K3.

2. karanor «TexHu4eckne CpeacTBa COBPEMEHHOTO JEIOPOU3BOACTBAY Ha Si. B 1 9K3.

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

[Ilactuna Bepa KoncTanTHHOBHA

965-234

Hcnonneno: gaxc Ne123-18 ot 03.02.2010
B neno Ne 78/ 05

Tekct 4

000 «MAKPO+» Hupexropy ¢pupmer «MCT»
Poccus, r. Mockga -92 I'puropsesy I'. I1.
Yn.kocmuueckas, 12-0¢.35

Ten./ dakc: 8-345-4563

[MNCbMO MPUTJTAIIEHUE

ot 12.03.03. 3A Ne 23

O mpurianieHuy Ha MPE3CHTAIMIO HOBBIX pa3paboToK Hatel Gupmbl

Jlro6e3nsrii I'eopruii [letpoBuy!

[purnamaem Bamy ¢upmy (1 Bac B yacTHOCTH) MOCETHTH MPE3ECHTALUIO HOBEHUIIMX pa3padOTOK Halei
(bupMBI. YBEpeHsl, 4TO NMpeaIoKeHHbIe BarieMy BHIMaHNIO SKCTIOHATHI IPUBJIEKYT Barle BHUMaHNUE U CTaHYT
00BEKTOM JAJILHEHIIET0 B3aWMOBBITOJHOTO COTpyIHHUYecTBa. llocie mpe3eHTanuu mpearnonaraeTcsi OaHKeT,
TaK 4TO HEMHOTO ELIbTE Mepe]] MPUXOI0M.

C yBaxxeHueM
Cexpetapps Knnuko M. C. MOJIUCH
I[NEYATH

2.4. OdopmuTe ciry>keOHbIE TUCbMA ISl CIEAYIOMINX CUTYalni.

CocraBpTe MUCHMO-3aMIPOC Ha UMsI KOHKPETHOH (UPMBI Ha IPHOOpETEeHHE HEOOXOAUMOTO YHCIa KOMIIBIO-
TEpOB 110 W3BECTHOH IIeHE. 3aTeM MOATBEPANTE TOIydYeHHe, B APYTOM IHChbME BBICKaXHTE npeTeH3uH. [locie
pelIeHus Bompoca nodaarogapuTe pyKoBoAUTeNs (UPMBI TOCTABIIMKA KOMITBIOTEPOB. B ciexyromem nuceme
NPUTTIACUTE PYKOBOJIUTENS (GUPMBI HA TIPE3CHTALMIO HOBEHIINX pa3paboTOK Baleil pUPMBI U MPEITIOKUTE EMY
JanbHEHIIee B3aMMOBBIIOTHOE COTPYAHNYECTBO

Ha ocnose MPCAIOKCHHBIX chyauHﬁ H€06XOI[I/IMO COCTAaBUTH PA3INYHBIC JOKYMCHTHI YIIPABJICHUA.

Tema 8
IIpakTHYecKoe 3aHsITHE
o qucHuminHe «/lexonpon3BoacTeo»

Tema: JlokymeHTHI 0 TUYHOMY cocTaBy. OdopmiieHne JNYHBIX JOKYMEHTOB.

Heap pa6oThl: NpHOOPETEHUE AIIEMECHTAPHBIX HABHIKOB, CBA3aHHBIX C BBOJOM M PEAAKTHPOBAHHEM TEK-
ctoB nokymeHnToB Ha I[IK, Ha mpumepe odopmieHns TOKyMEHTOB TI0 JIMYHOMY cocTaBy. B mpomecce paboTsr
HaJl HeOOJIBIITUM OJHOCTPAHUYHBIM JOKYMEHTOM, COCTOSIIIMM M3 HECKOJBKHX a03alleB TeKCTa H pabOThI C KO-
JIOHTUTYJIaMH, 3aKpeTICHHe 3HaHUN TpeOOBaHUM NEHCTBYIONIEH HOPMATHUBHON JOKYMEHTANUU K 0(hOpPMIICHUIO

CJ'Iy>Ke6HBIX JOKYMCHTOB.

O0OopynoBaHme: epCOHAIBHBINA KOMITBIOTEp, iporpamma \Word.
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1. 3amyck 1 HACTpONKA peIaKTopa

1.1. 3anyck Microsoft Word

UtoOm1 3amyctuth Word, BeiOepuTe Ha OCHOBHOM 3KpaHe Windows komanmy: Ilyck - mporpamma
Microsoft Word

Cpasy mnocne 3amycka Word aBTOMaTn4eckd cO34aeT HOBBIM JOKyMeHT. [Ipexnae ueM HauaThb BBOX U
oopMIIeHHE TEKCTA, PACCMOTPUM BOIIPOC O HacTpoiike okHa Word.

1.2. HacTpoiika 0KHa pegaKkTopa

B oxne Word 1oBOIBEHO MHOTO Pa3IMYHBIX SJIEMEHTOB YIPaBICHHUSL.

BoJIBIIMHCTBO M3 HUX MOKHO BKJIIOUYATH/BBIKIIOYATE. J[J1s1 yJIO0HO# paOoThl ¢ JOKYMEHTOM JOJDKHBI OBITH
BKJIFOUEHBI YaCTO HMCIIOJIb3yeMble KHOIIKH, TIOJIOCHL, IPOKPYTKH U THMHEHKa. HacTpoeHHbIe ofuH pa3 mapaMeTpsl
OKHa OyJIyT 3allOMHEHBI, [TO3TOMY KaXIbIil pa3 BaM HE NMPUJCTCS WX HACTPanBaTh. BBl JOKHBI yMETh BKIIIO-
YaTh 3TH AJIEMEHTHI YIIPABJICHUS HA TOT CITydai, €ClIM KTO-HUOY/b, TOpabOTaB Ha BallleM KOMITBIOTEpE, H3Me-
HUT HACTPOUKY OKHA peJaKTopa.

BrinosiHute crienyromme 1ecTBus:

1. Boi6epure komanny Kromka Office — ITapamerpsr Word — Hacrpoiika. ToSBHTCS IHATOTOBOE OKHO CO
CITUCKOM JIOCTYITHBIX KOMaH/I. BriOepute u 100aBhTE 4acTO MCHOIh3yeMbIe KHONIKK Ha MaHeNb OBICTPOTO J0C-
Tyma.

2. BximtounTe/oTKII0UYMTE JIMHEHKY KoMaHaoi Bua — Junetika.

3. Bxi1rounTe 1 OTKJIFOUUTE 10 TOPSIKY MOJI0CKI IpOoKpyTKH koMaHaoi Kxonka Office — ITapamerpsr Word —
JIOTIOHUTEIBHO — DKpPaH.

Teneprb HaO YCTAaHOBUTH MAPaMETPhI, BIUSIONINE HA OTOOpaXKeHNEe JJOKyMeHTa B okHe Word. YcTaHoBuM
WX B pacdeTe Ha paboTy ¢ OOBIYHBEIM JOKYMEHTOM, TaK, 9TOOBI JOKYMEHT Ha dKpaHe OblII MAaKCHUMAJILHO TTOXO0XK
Ha MeYaTHbIA Pe3yiIbTarT.

[Iponenaiite cnenyromiee:

1. BKITIOYHTE PEKUM O0TOOPAKEHNS, IPUOTHKEHHBIN K MEYaTHOM KOIHH, BHIOPaB KoMaHTy Bu — Pasumer-
Ka CTPaHHUIIBL.

2. B okne «Macita0 jgeHTsl — Bua» ycranoBute maciintabd orodpaskeHus [1o MIMpHHE CTPAHHUIIBL.

3. Yb6emuTech, UYTO KHOIMKA OTOOpaXCHHsI HEMEYaTaeMbIX CHMBOJIOB B TpyIine AO3ai neHThl [ 1aBHas Ha-
XOJIUTCS B HAXKATOM cocTossHUU. Eciiu HeT, HakMuTe ee. Bo BpeMst pabOTHI ¢ JOKYMEHTOM BBI JIOJDKHBI BHJIETh
MapKepbl a03alleB U IPYTHE CIIECIICHMBOIIBI — TaK YI00Hee OPOPMIISTh JOKYMEHT.

MNapaMeTpbl CTPaHHLLLE 2=l

1.3. HacTtpoiika noJeii cTpaHHIbI

iz | veroum Symarn | i 1) [puctynum k odpopmienuro (popmarupo-

Pazmep Gymarn: | BaHMWIO) JTOKyMEHTAa. Bo-TIepBBIX, HAJ0 yCTaHO-

A = BHUTH pa3Mep mojyielt ctpanumbl. [loms — aTo Oe-

LLMpHHa: m [ JIbIe 00JIacTH C YETHIPEX CTOPOH CTPAHUIILI, HA

F— rom = [ KOTOPBIX HET TeKCTa. TeKCT pacronaraercs Mex-
Iy TIOJISIMHU.

Moaaqa GyMark o o
I[JI}I HACTPOUKHU II0JICH BLI6epI/ITe KOMaHy

MNepEan CTpaHHLA: CICTanEHEIE CTRAHHLEL:
. —————— _Pasmerka crpanuupl — ITapamerpsl cTpaHuipl —
MoAaTHHE Py NoHHORA ByMar MoAaTHHE Py AIOHHDA ByMar . TTons —HaCTpaI/IBaeMI:,Ie noiia. B ANaJIOTOBOM OK-
HE chelainTe YETBIPEC NOJIA: JICBOC — PaBHOE 1 CM,
i E HIDKHEE, BEPXHEE W TPaBOC — PaBHBIMH 2 CM U
pacCTOsIHUE OT Kpasi 10 BEPXHETO KOJIOHTUTYJIA —
Sopssan | 1 cM (1 u3MeHeHus pasMepa Mojsi MOKHO Ha-
IpHHEHHTE! == [ JKMMaTh MBIIIBIO MAJEHBKME KHOMKH CO CTpE-
K TEKYLLEMY PazAeny LI —_— I(aMI/I).

= 2) IlepetimuTe Ha BKIanky Pasmep Oymarm
= [ (puc. 1.) u 3apaiite pasmep AS wu mupuny 14,8
CM, BbICOTY 21 cM.

MapaveTpel NEYaTH. .. |

Mo ywrMonyaHye. .. | [5].% I OTMEHS I

Puc. 1. 3ananue pa3smepa cTpaHHULIBI
2. Beoa Tekcra.
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2.1. 3aganue popmaToB.

Korma Bl mprobpeTeTe HEKOTOPHIit onbIT padotsl ¢ WOrd, To cMoXkeTe BBITIONHAITH ONEpaIiiid BBOJA H
odopMIIeHHUs TEKCTa B MPOU3BOILHOM Topsike. Celfvac, paboTas Haj TIepBbIM JOKYMEHTOM, 3TH JICHCTBHS BBI
OyzeTe BBIIONMHATH 10 ouepenu. CHavyana HabepeTe TeKCT JOKYMEHTa COIIacHO HIKENpUBEACHHOMY 00pasiy,
a 3ateM — 0(hOpMHUTE TEKCT.

B rpynme Hlpudt nentel ['MaBHas yctaHoBuTe pasmep 12. B TekcTe MOKyMeHTa, KOTOPBIM BBl OyIeTe Ha-
Oupath, MOMeYeHBI MecTa HakaTus kiapuil [Enter] u [Tab] (st meTku, koHeuHO, HaOUpaTh HE HYXHO). Kia-
Buma [Enter] ormedaer HOBBIN a03all, mosTomy HE B Koem ciaydae HE na:kumaiite Enter mocie xaxmoi
CTPOKH — TOJIbKO B OTMEYEHHBIX MecTax. C oHO# cTpoku Ha apyryio Word Oyaer nepeHOCHTh TeKCT aBTOMa-
tuaecku. HabGepute crnepyromuii Tekct (oOpatuTe BHUMaHKE, YTO MIOCJE 3HAKOB NMPEMHHAHHS POOEN CTaBUTh
HaJ0, a 10 3HAKOB MIPEMMHAHUS — HE HAJlO).

J1a pacnionoxeHusI B BEpXHEM T0JI€ PEKBU3UTOB CIIpaBa M cieBa HEOOXOAWMO BCTaBHUTH Tabnwuiy. Ha mu-
Hellke MHCTPYMEHTOB BeIOepUTe BceTaBka — BeTaBuTh Tabmuiry. YKaKUTe KOJIWYECTBO CTPOK —1, KOTUIECTBO
cTo6noB —2. CeTKy TalOiHIBl HEOOXOAMMO CKPBITH B pasnene AO3al — HeT rpaHHuIl.

[IpaBoe mose TabaHLIBI 3aMOTHIEM CIEAYIOIIUMHA PEKBHU3UTAMH:

HammenoBanue crpykTypHoro noapasaenenus (Oraen npoekruposanus Enter Enter)

Haumenoanue Buna nokymenra (IIPEJJCTABJIEHUE Enter Enter)

Hata noxymenTa (24.11.2013) nomep goxymenTa (Ne 32 Enter Enter)

Mecro cocraBnenus fokyMmenra (. Bemsck Enter Enter)

3aromnosok (O moompernn A.C.CmupHoBa Enter Enter)

JleBoe mone 3amonHstOT pekBu3uToM aapecat (dupexropy OOO «Crpoitnpoext» Enter B. B. PatHukoBy
Enter)

[Tocne Tabmump! opopMIIsieM PeKBUZHT TEKCT:

CwmupHoB Anekcannp Cemenosuu Enter

1974 rona poxnaenus Enter

O6pazoBanue — Beiciiee Enter

JomxHocTh — nHxkeHep Enter

Crax paboTs! B obmiectse — 12 et Enter

OreHka MPON3BOACTBEHHON JIEATEILHOCTH — BRICOKasi Enter

MoTuB ToompeHust — JocpodHas pazpadboTka mpoekra Enter

OcHoBanue — yTBepkIeHHbIH mpoekT «Conombanbckas cinodoga» Enter

Bunx nmoompenus — nenexxHoe Bo3Harpaxkaenue Enter Enter

[Mocie TekcTa pacnonaratoTcsi pEKBU3UTHI IMOAIUCH U (€CJIM 3TO HEOOXOIMMO ) BU3BI COTJIACOBAHHH.

Honmuck (Havaneauk otnena, mecro st nuanoi moamucu, Y. H.Kmumos Enter Enter)

2.2. Ucnpagienue opdorpaduuecKux OUIHO0K

Word aBToMaTnyecku umieT B HabupaeMoM TekcTe opdorpaduaeckue ommbku. CioBa ¢ ommOKaMH O-
YEPKUBAIOTCSI KPACHON BOJIHUCTOW 4epToil (3TO City’)keOHOE 0003HAUCHHE, TP MIEYaTH HA MPUHTEPE dTa YepTa
He BBIBOIUTCS). BBl OMKHBI 0OpamaTh BHUIMaHKUE Ha BCe MOAYEPKHYTHIE cloBa. B TeopeTnyeckoM Martepuaie
BaM HEOOXOJIMMO MPOYHTATH MPO 3TO MojpodHee. [Ipexke yemM mepeiT K ciaemyromeMy pa3ieny, yoeauTech,
YTO B BaIlleM TEKCTE HE OCTANIOCH CJIOB, MOYEPKHYTHIX KaK ONIMOOYHBIC.

2.3. CoxpaHeHHe 10KyMeHTa B daiie.

Teneps, korga TekcT HaOpaH U TOTOB K 0(hOpMIICHHIO, LIeIeco0Opa3Ho COXpaHUTh ero B Qaiiie. Beibepute
Kuonka Office — CoxpaHHTb. BbI JOIDKHBI HOMECTHTE CBOiT (haiil JOKyMEHTA B MAIKY, 3aBEICHHYIO JUIsl BallIeil
rpynnbel. Ums daitna oyner «OdunmansHeiii okyMeHT-Pamunus», HanpuMmep, «OQUIIHaNbHBINA TOKYMEHT-
[TeTpos». YT0oOB! COXpaHUTh JOKYMEHT, BHUMATEIbHO BBIIOJIHUTE CIEAYIOIINE JEHCTBU:

1) Boiigute B mamky cBoei rpymmbl. J[1s 3TOro ABakIpl MIEJIKHUTE Ha MMEHHU TAllKW B CIIHCKE C CO-
JEepKUMBIM TeKylled nanku. Ecnu Bel He BUIUTE HalKU CBOEH IPYIIBI, NPOKPYTUTE COAEPIKUMOE CIIHCKA
TOPU30HTATIBLHOMN 110JI0COi MPOKpYTKH. [lociie Toro, Kak Bbl BOMAETE B MAIKy, YOSIUTECh, YTO €€ UMS IIOIaJI0 B
CIHCOK HaBepXy OKHa BMeCTO «MoOH JOKYMEHTBI».

2) llenkHuTe OOMH pa3 B CTPOKY C UIMEHeM (aiiia u HabepuTe HyXHOe uMs (ailia, Harpumep (pamMuiInio
HaIUIIUTE CBOI0): OPuImanbHpIid JoOKyMeHT-I1eTpoB.

3) Haxxmure kHOnKy COXpaHHTB.

4) Y6enureck, yto Baie uMmsl (aiiiia mosBIIOCH B CTpoke 3arosioBka \Word.
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MHTEpEaN: IPaBpe}KBHHbIﬁ

CHELWLEHHE! IHET
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I 5 OVHKTOE K Bones

™ KepHHHT ANA 3HAKOE paskHEpoH:

Qbpazey

IIpeamosEe e mo He IBHEHMocTH B 2006 1.

WpkchT TrueType. OH HENGAEZYETCA ANA ELEOLA KAK Ha 3KPAH, TaK H Ha NPHHTEP.

Mo yMondaHMED, . | 0.4 I

QTHEHE |

Puc. 2. 3ananne uHTEpBaIa MEXKAY CUMBOJIAMH

Afbizay H

OTCTYME W UHTEPEAME] | [ONOKEHME Ha CTHEHMUE |

BEIpaEHMEAHME:

IOCHDBHDH TEKCT vl

MNEpEaA CTROKS Ha:

I {HeT) j I

¥POEEHs !

oTeTyn
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ViHTEpEaN
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[ o ]

Puc. 3. Oxno cBoiicTB ab3ara

CTMEHA |

Tafynauma... |

3. OdopmiieHne TOKYMEHTA.

3.1. OopMiieHHE TEKCTA JOKYMEHTA

1) IlIpugpmosoe ogpopmnenue.

BreigenuTe TekcT, BIoaHUTE KoMaHAy [ naBHas-
pudt — Times new Roman

2). 3aoanue unmepsana mesxicdy CuMBOIAMU.

BrigenuTe TekcT, BRIMONHATE KOMaHy | 1aBHast —

_LIpudT oTKpoiiTe ¢ MOMOLIBIO CTPENKH B HIKHEM

MPaBOM YTJy IHAJIOTOBOE OKHO 33/IaHUS MapamMeTpoOB
mpudra, nepeiante Ha BKiIaaky MurepBan. 3amaiite
MHTEpBaJl pa3pekeHHbId Ha 1 1T (puc. 2).

3) Buipasnusanue abzayes.

IToctaBbTe Kypcop B cTpoky ¢ MO u cooTBeTCT-
ByIOIIEH KHOMKOII B rpymnme [aBHas — AG3al] BHIPOB-
HANTE €€ Mo MPaBOMY Kparo.

Brigenure TEKCT M BBIPOBHSNTE MO BCEU HMIMPUHE
TOJISL JIUCTA.
4) Hacmpoiixa omcmynos nocie abzayes.

B mokymeHTax BBl MOXKETE 3aMETUTh, YTO MEXKIY
HEKOTOPBIMHU ab3allaMu €CTh ITyCTOe MPOCTPAHCTRO.
OTH NPOMEXKYTKH MOKHO OBLIO CAENaTh MPH MOMOIIN
MYCTBIX CTPOK — Ha)khMmas JTuImHui pa3 [Enter] mpwm
BBOJIE TEKCTa. DTOT CIOCOO HEYHOOEH TeM, YTO pas-
Mep IPOMEXKYTKa, €ClTi moTpedyeTcsi, OyAeT 10BOIBEHO
CJIO’KHO M3MEHHTD — KaXKABIH MPHUIETCS MEHSTD O OT-
JIENBHOCTH. Y00HEee CAeNaTh OTCTYIMHI C ITOMOIIBIO
CIENUANBHOIO CBOWCTBa a03ama — MHTepBanm mocie
nin Matepsan nepen. Beibepute kxomauay I maBHas —

_AG3ai. OTKpoiiTe IMANOroBOe OKHO C MOMOIIBIO
cTpeiiku. [I0ABUTCSI OKHO CO CBOWCTBAMM BBIIEIEHHBIX
abzameB (puc. 3). Ycranosure cBoicTBO HHTepBan
nociie paBHbIM 6 NT U MHTEpBan nepex paBHBIM 6 IIT.
s nByx Oonpliux a03aieB HEOOXOIUMO YCTAaHOBUTH
OTCTYH JJIsl KpaCHOM CTPOKHU. [[J1s1 3TOTO CTaBUM Kyp-
cop B a03al U B AMAIOroBoM okHe I'maBHag —A63an
ycranaBnuBaeM [lepBas ctpoka Ha 1,25 cm.

IIpoBeprTe, momemiaeTcsl U Temeph BeCh JOKY-
MEHT Ha OJHy cTpanully. Ecnu Her, To ynanute onHy
WIN HECKOJBKO IMYCTHIX CTPOK B BEPXHEH 4acTH TEK-
cTa.

5) Ogopmnenue cnucka
Ecnu B TekcTe OyneT ykazaH CHHCOK, TO BBIJIEIHUTE

MIEPEYUCIICHHBIC JIEMEHTHI, KOTOPBIC HaI0 O(DOPMHUTH B BHJIE CITHCKA.
ITocne BeImeneHns dTHX ab3areB BeIOepuTe KoMaHTy [ maBHas — AG3all, METKHATe Ha KHOMIKE MapKepsl U
BEIOCPUTE IMOAXOISAIIMIA THIT CITUCKA WM KOMaHo0i OnpeeNnTh HOBBIM THUI MapKepa 3ajaiite npyroe opopm-

JICHUE CITUCKA.
6) IIposepka pezyromama

CpaBHHBaTh CBOHM JHOKYMEHT ¢ 00pasioM yIoOHO B PEIKUME npedsapumenbHo20 RpocmMompa nepeo neua-

moio. BeImoaHuTe HeﬁCTBﬂﬂl

1, Bri6epure komanay Kuomnka Office — ITeuats — [IpeiBapuTe/bHbIil POCMOTP.

2, B rpynrie Macuitad kHONKoOM ycTaHoBUTe Maciutad OHa cTpaHHIIa.

3. llenukom JIeBOM KHOMKK MBILIN HAa CTPAHUIIE BBl MOXKETE MEPEKIIOYaTh MacIuTad MEKAY yBEITHUYCHHBIM
¥ HOpMaJIbHBIM BapuaHTamu. [locMOTpHUTe Ha pa3nuuHble MecTa AoKyMeHTa. OOpaTuTe BHUMaHUE, YTO Helle-

qaTacMbIC CUMBOJIBI HC BUIHBI.

62



4.. Haxxmvure KHOIIKY 3aKpI>ITB OKHO MPEABAPUTCIBHOTO MNPOCMOTpPA Ha JICHTC MAJId BbIXOAAa M3 PCKUMaA
MpeABAPUTCIBHOTO IPOCMOTPA.

3.2. PaGoTa ¢ KOJIOHTUTYJIOM
Co3naiiTe Ha CTPAHUIIE KOJOHTHUTYJ B TOYUHOM COOTBETCTBHH C 00PA3IiOM, MPEICTABICHHBIM Ha puc. 4.

1 NabBopaTopHBIA NPaKTHURYM
PO
Aata cozaaHua

Puc. 4. O6pazen; BepXHETr0 KOJOHTHUTYIIA

Jlnst sToro BeIGepuTe KoMmaHay Bceraka — KomouTuTyis, — Bepxuuii kononturyn. BeiGepute odopmie-
HHE. B 3TOT KOJNOHTHTYJ MOKHO BCTaBHTh M3 (haiia pUCYHOK M C MOMOIIbI0 ABTOTEKCTa 3aHECHTE HOMEp
CTpaHMILIbl, UMs BALIEro JOKYMEHTa, JaTy €ro CO3/aHMsl, a TAK)KEe BIUIINUTE CBOIO (aMUIIMIO, UM U OTYECTBO.
Brecennyro nndopmManuio oThpopMaTupyiTe cieqyomuM o0pa3oM: HyMEpaluio CTPaHML - O LEHTPY; UMs
JOKyMEHTa, 1aTy ¥ (GaMIIHIO — 110 TIPaBOMY Kparo; Ha BCIO MH(OPMAIMIO YCTAaHOBUTH HauepTaHUe mpudTa u
I[BETa COTIIACHO 00pa3Ily Ha puc. 4.

CamocTosiTeIbHOE 3a/1aHUE

1. Cozmatite TekcToBEIN mokyMmeHT (IIprka3 mo TUIHOMY COCTaBy O TOOIIPESHUH, HA OCHOBE BBINICYKA3aH-
HOTO TIPEICTABIICHU).

2. 3anaiite pa3Mep nucta A4. [Tons: BepxHee, HUKHEE, IeBoe — 2,3 cM, npaBoe —1 cMm.

3. OrdopmaTupyiTe TEKCT Tak, YTOOBI IOKa3aTh U3YUYCHHbIC BaMU CIIOCOOBI (hOpMaTHUPOBaHMS a03aleB U
mpuTOB.

4. Co3naiiTe HIXKHUI KOJIOHTUTYJ Ha CTPAHUIIE, B KOTOPBIA BCTABHTE M3 aBTOTEKCTA KOJIOHTUTYJIA HOMEpa
CTpaHUII, ATy CO3JaHHs IOKYMEHTAa U PUCYHOK, BRIPE3aHHBIN W3 MaHEIH HHCTPYMEHTOB KOJIOHTHTYIA. [Ipons3-
BeCTH ()OPMATUPOBAHUE BCTABICHHON HH(OPMAIIUU B COOTBETCTBHH C 00pa3IOM, MPE/ICTABICHHBIM Ha puc. 3.

1 NafopaTopHBIA NPaKTURYM
PO
faTa cozgadna

Puc. 5. O6pazer HIKHETO KOJIOHTHTYJIA

OC Ne 5. TemaTuka 11 MTOrOBOW KOHTPOJIbHOI padoThI
o JMcHUILINHEe «/lesjonpou3BoacTBO»

1. bnanku KOKyMEHTOB MpeanpusaTuil (00K, THMCbMa, KOHKPETHOTO BUAA TOKYMEHTA, IPOIOJIbHBIH, YT-
JIOBOM, CITeIINAIBHEIN). DopMyIsIp-o0pa3el] JOKyMEeHTa.

2. CTpyKTypa | MTAaTHAs YUCIICHHOCTb, ITATHOE pPaCHHCaHKe, TPUKa3 O BHECCHUH M3MCHEHHI B IITATHOES
pacnucaHue.

3. [lopsimok odopmiieHHsI IPUKA30B M0 JIUYHOMY cocTaBy. OOpa3ipl GOpMYITHUPOBOK MIPHUKA30B IO JIUYHO-
My COCTaBY.

4. TpynoBas kHIKKa: oopmiieHre U BeaeHrne. O0pa3isl GOpMyIHPOBOK 3aMUCEH B TPYAOBYIO KHUXKKY.

5. JIucTok 1o y4ery KaapoB, pe3ioMe, aHKETa.

6. [TpoTokos. @OpMBI IIOJHOI'O U KPAaTKOI'O IPOTOKOJIA.

7. Baemnsisa nepernvcka. @akCUMIUTBHBIE COOOTIICHHUS.

8. Cnpaska. PasnoBugHocTH cripaBok. OcobeHHOCTH 0(hOpMIIEHHSI CIIPABOK: C MeCTa PadOThl, O HAJTHYHH
MaTepraloB Ha CKIIafie, O MPOJelaHHON padoTe.

9. OdopmiieHHE TPYIOBBIX TOTOBOPOB.

10. Odopmienne 10rOBOPOB O TBOPUECKOM COTPYIHUYECTBE.

11. Odopmienre 10roBOpOB KyIUTU-TIPOAAKH.

12. HomeHKkIaTypa Jies1, OpsI0K e¢ COTIaCOBAaHUs M yTBEpxkKaeHUs. [IpoeKT HOMEHKIIATYphI Jedl.
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13. Peructpauusi 1oKyMeHTOB, (GOPMBI PETUCTPALIMOHHBIX )KYPHAJIOB U KapTouek. [lepeueHb JOKyMEHTOB
HE MOJUIeXAINX PEerucTpaLyy.

14. Axt. PazHoBHIHOCTH akTOB. OOpa3Ilbl aKTOB C YIIIOBBIM H IPOIOIHHBIM PACTIOI0KEHUEM PEKBH3UTAM.

15. O6paboTka MOCTYMAIOMINX JOKYMEHTOB. bilok-cxema paboThI ¢ BXOASIINMHE JOKyMEHTaMH.

16. O6paboTka OTHpaBIAEMBIX JOKYMEHTOB. BIoK-cxema paboThl ¢ UCXOIAIINME JOKYMEHTaMH.

17. Jlemo, IOPSIIOK €T0 3aBEIEHUS B JCIONPON3BOICTBE opranu3anun. Oo6moxka neina. PopMupoBaHue U
XpaHEeHHE JIe] B TEKyIIel padoTe.

18. ®opmupoBanue e ¥ MOATOTOBKA SN K C/1ade B BEIOMCTBCHHBIH apXHB.

19. ABroMaTH3UPOBAaHHAS AIICKTPOHHAS (hopMa PETHCTPALUN JOKYMEHTOB.

20. ABTOMaTH3UPOBAHHBII KOHTPOJIb UCTIOJIHEHHS JOKYMEHTOB.

21. Tlopsimok mepenadu TOKYMEHTOB B BEIOMCTBEHHBIH apxuB. ONHCH JIe.

22. TpeboBaHus, NPeabIBISIEMBIC K TEKCTAM JOKYMEHTOB.

23. JIOKyMEeHTBHI 110 IMYHOMY COCTaBYy: aBTOOMOTpadus, XapaKTepUCTHKA, 3asBJICHUE H JIP.

24. Ocobennoctu opopmieHus 3aspinenuii. CirysxkeOHasi, TOKJIa Has U 00bICHUTEIbHAS 3aMUCKH.

25. TpeboBanus k ohopmieHnio Y ctaBoB u [lonokeHuil oprannu3anuii.

26. [Iprka3 mo OCHOBHOM AeATENILHOCTH. BrIlncka U3 mprKasa o OCHOBHOU JEATEILHOCTH.

27. PacniopspkeHus, MOPSA0K UX 0(hOPMIICHHSL.

28. Odopmnenue [Tocranorienuit u PemeHwid.

29. CnyxeOHble mucbMa. OcobeHHOCTH 0(hOpMIIEHUS COTPOBOIUTEIBHBIX ITHCEM U TUCEM-TIPUTIIAIICHHUH.

30. Cnyxebubie mucbma. OcoOeHHOCTH 0hopMIIeHHsT HH()OPMALIMOHHBIX U PEKJIAMHBIX ITHCEM.

31. Cnyxebuble mucbMa. OCoOeHHOCTH 0(OPMIICHHS ITUCEM- U3BEIIICHUN U MHUCEM-TIOATBEP K ICHUI.

32. CnyxeOHble nucbmMa. OcobeHHOCTH 0(hOpMIICHUS TUCEeM-HAIOMUHAHUHN U IHCEM-TIPETEH3HU.

33. Topstox KOMaHIUPOBaHUS COTPYTHHKOB. OdopMileHHE JOKYMEHTAIIMY 110 KOMaHJUPOBAHUIO.

34. TloarotoBka u 00CITy)KHBaHUE COBEIAHUH, COOpaHHii, KOH(BEPEHIIUH.

35. Opranuzanus 1 JOKyMEHTHPOBaHHE PaOOTHI ¢ 00PAIEHUSIMH TPasKIaH.

36. TuroBas, mpuMepHasi, UHANBHUIyalIbHAS ¥ CBOJHAS HOMEHKIIATYPHI JCII.

37. OmucH Jen 1o JIMYHOMY COCTAaBY, JIell BpeMEHHOTO XpaHEeHHS, e JUITENLHOTO XPaHEHHUsI, JIeT TIOCTO-
SIHHOTO XpaHEHHSI.

38. DkcnepTu3a HEeHHOCTH JOKYMEHTOB. PaboTa sSKcrepTHOI KOMUCCHU OpraHU3aliH.

39. KoHTpoIb UCTIONHEHHS JJOKYMEHTOB, €TI0 BUJIBI U CITIOCOOBI OpraHU3aIHH.

40. IMopsgox oopmiIeHUS TaOJIHUIL B CITYKEOHBIX JOKYMEHTAX.

OC Ne 6. [IepeyeHb BOMPOCOB K IK3aMeHY
no aucuumuinne «/lesonpousBoacTeo»

1. IlonsTue noxkymeHnTta. Bunbl u knaccudukariys yupaBieHIECKUX TOKYMEHTOB.

2. 3amaun U GYHKIMH CITYKO AEJIONPOU3BOACTRA.

3. cropust pa3BUTHSI CHCTEMBI JICIIOPOU3BOJICTBA.

4. OCHOBHBIE 3aKOHOJIATEIIbHbIC, HOPMATUBHO-METOIUICCKIE JOKYMEHTHI B cepe JTOKYMEHTAIMOHHOTO
obecnieuenus ynpasieHus (Xapakrepuctuka [OCT P 6.30 - 2003 «YHubuupoBaHHbIe CUCTEMBI TOKyMEHTa-
Ui, YHUQUIMPOBAaHHAS CHCTEMa OPraHW3alMOHHO-PACTIOPSIUTEIBHON JIOKyMEHTaluu. TpeOoBaHus K
0(OPMIICHHUIO JOKYMEHTOB)).

5. YHuU(UKaIms 1 cTaHIapTU3anus JOKYMEHTAIUH.

6. OcHoBHBIC TpeOoOBaHus K cocraBicHuio U opopmicHuio gokyMeHToB. (TOCT P 6.30 - 2003).Kpatkas
XapaKTePUCTHKA.

7. [lonarue pekBU3uTa JOKyMeHTa. TpeOoBaHuUs, IPEAbIBIIEMbIC K OOPMIICHUIO PEKBU3UTOB.

8. TpeboBaHue K OJlaHKaM TOKYMEHTOB.

9. TpeboBaHHUE K CTUITIO JICTOBBIX JOKYMEHTOB.

10. OcobennOoCTH O0(POpPMIICHHSI PEKBU3UTOB: OTMETKA O HAJIMYHMH MPUWIOKCHUN, HAMMCHOBAHUE OpTaHH3a-
[[UH - aBTOpa JJOKYMEHTA, TPU(Q COrIacOBaHUS JOKYMCHTA.

11. OcobennocTr 0hOpPMIICHUS PEKBU3UTOB: 3MOJIeMa OpraHU3aIlid, TIOIIHACh, OTTUCK ITEYaTH.

12. Ocobennoctn oopmiicHHSI PEKBU3UTOB: Ha3BaHUE BHJA JOKYMCHTA, JIaTa, PETUCTPAIMOHHBIN HOMED
JIOKYMEHTA.

13. OcobeHHOCTH ODOPMIICHHST PEKBU3UTOB: CCHIJIKA HAa PETHCTPAIIOHHBI HOMEp U JaTy JOKyMEHTa, 3a-
TOJIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHHE U M3/aHUE JIOKYMCHTA.

14. OcobenHoCcTH OGOPMIICHUS PEKBH3UTOB: aJIpecar, PE30JIIONUs, OTMETKAa O HAIMYUHM IPIIIOKEHUH,
CTIPaBOYHBIC JJAHHBIC 00 OPraHU3AIHH.

64



15. Ha3HaueHue 1 COCTaB OPraHU3aIMOHHO-TIPABOBOM JOKYMCHTAIIHH.

16. MHCTpYKIMHK: BUBI, COCTAB COJIEPKATEIBHON YacTH, 0hOpMIICHIE PEKBH3HTOB.

17. YcraB, oo eHne: cocTaB CoAepIKaTeILHON YacTh, 0OpPMIICHUEPEKBU3UTOB.

18. OcoOeHHOCTH MOATOTOBKH M HAMKMCAHHUS PACHOPSAAMTEIBHBIX JOKYMEHTOB (0opMIleHHE JII00O0ro [10-
KyMEHTa 110 BEIOOPY CTyZEHTa).

19 Ilpuka3s, BeITUCKA U3 MpPUKa3a: OCOOCHHOCTH MOATOTOBKH, O(OPMIICHHS PEKBU3UTOB (TIpUMEp OPOpM-
JICHNUS).

20. Cnenudurika ohopMIICHUS PACTIOPSHKEHUM, PelleHHH (IpuMepohOpMITCHN).

21. XapakTepucTHKa HHGOPMAIMOHHO-CIIPABOYHBIX TOKyMeHTOB. TpeOoBaHus k odopmieHuio (opopm-
JIEHUE JIF000T0 JOKYMEHTA 110 BEIOOPY CTYIEHTA).

22. TIpoTokom: BUIIBI, COCTAB COACPIKATENBHON YacTH, PEKBU3UTHI (IpuMep oopMIICHHS IPOTOKOJIA).

23. AKT: coCTaB COAEP)KaTeILHOM YacTh, PpeKBU3UTOB (IpuMep 0hOpMIICHHS).

24. CnpaBka: 0COOSHHOCTH COCTaBIICHUS, 0(OPMIICHHUS PEKBU3UTOB.

25. OObsicHUTENIbHAS, JOKJIaIHAS 3aMCKH: 0COOEHHOCTH COCTaBICHHMS, 0(OPMIICHUS PEKBU3UTOB (MpUMeE-
pBI ohopMITCHHS ).

26. CocTaB 1 Ha3Ha4YeHHE CIyKeOHOH (menoBoii) nepenucku. Kimaccuukanus J0KYMEHTOB, COCTaBJISIO-
HIUX [IEPEHUCKY.

27. TlpaBwmia u TpeOOBaHUSA K EIOBOMY MUChMY. Busl mucem. Crieludrika HAMUCAHUS BCTYIUTEILHOU U
3aKIIIOYUTENILHON YacTH (IpuMep 0QOPMIICHHUS 1O BEIOOPY CTYACHTA).

28. TlucbMoO (MHHUIMATHBHOE, WHGOPMAIIMOHHOE): 0COOEHHOCTH COCTaBJICHHUSA, 0OPMIICHUS PEKBHU3UTOB
(pumep oopmIteHuUs).

29. OcoOEHHOCTH MOJITOTOBKU JIOKYMEHTOB I10 THYHOMY COCTABY MPEIIPUSTHS.

30. TpynoBoii JOrOBOp: COCTaB COAEPIKATENBFHON YacTh, OPOPMIICHUE PEKBU3UTOB.

31. Ipukasbl M0 TMYHOMY COCTaBY: OCOOCHHOCTH MOATOTOBKHU, 0OPMIICHUE PEKBU3UTOB.

32. JInunbie mokyMeHThI. OCOOCHHOCTH HAITUCAHHUS 3asIBIICHUSL.

METOAUYECKHUE MATEPUAJIBI, ONNPEAE/IAIOIIUAE ITPOUEAYPY OUEHUBAHUSI
3HAHUH, YMEHUU, HABBIKOB U (UJIN) OIIBITA JESITEJIBHOCTH,
XAPAKTEPU3YIOHIUX 3TAIIbI ®OPMUPOBAHUA KOMIIETEHLHUU

PCBYJ'IBTS.TOM IMPOBCPKU KOMHCTCHL{I/Iﬁ Ha pa3HbIX 3Tarax @OpMHpOBaHI/IH, IMOJTYYCHHBIX CTYACHTOM B XO/I€
OCBOCHUA ,I[aHHOﬁ JUCHUIIIMHBI, ABJISACTCA OLCHKA, BBICTABJIACMas 110 5-TH OaIILHOM IIKAJIe B COOTBETCTBUU CO

CICOYIOIIUMU KPUTCPUAMMU.:

1. JIsist ycTHOr0 WJIM MUCbMEHHOT0 0TBETA HA IK3aMeHe

1. IToiHOTa ¥ MPaBWIBHOCTH OTBETA,

2. CtenieHb OCO3HAHHOCTH M IOHWMAaHMs U3yYEHHOTO MaTepuania;
3. SI3pikOBOE OpOpMIIEHHE OTBETA.

IlIkana oneHMBaHUsI IToxa3zaTenu

5 («OTIMYHOY) 1. Matepuan W3J0KEH MOJHO, JaHbl MPAaBWIbHBIE OMPEACIIEHUS OCHOBHBIX
MOHATHH;

2.00HapyKeHO MOHMMAHUE MaTepHaia, CTyJICHT 0OOCHOBBIBACT CBOU CYK-
JIeHUs1, IPUMEHSET 3HAHU Ha TMPAKTHKE, IPUBOIUT IPUMEPHI HE TOJIBKO U3 y4deo-
HUKA, HO U CAMOCTOSITEIILHO C(POPMYIIMPOBAHHEIC;,

3.Marepuall U3JI0KeH TOCIEeI0BATEEHO U TPAMOTHO C TOYKH 3PEHHSI HOPM
JIMTEPATYPHOTO SI3bIKA

4 («xoporioy) OTBET yAOBIECTBOPSAET TEM XKe TPEOOBAHMSIM, UYTO U JUISI OTMETKH 5 («OTIHY-
HOY»), HO CTYJACHT JIOMycKaeT 1-2 OmuOKH, KOTOphIe CLIOCOOCH UCIPABUTh, U 1-2
Helo4era B IOCIEI0BATEIbHOCTH U SI3bIKOBOM O(OPMIICHHH H3JIaraeMoro Mate-
puaia

3 («yIIOBJICTBOPHUTEIBHOY) CryneHT 0OOHapyKHMBaeT 3HAHUE W [TOHMMAHHE OCHOBHBIX TIOJIOKCHUH JaH-
HO# TE€MBI, HO:

1. MaTepua U3JI0KECH HEMOJIHO, JONMYIICHb HETOYHOCTH B ONIPEICIICHUH T10-
HATHHA WK B QOPMYIHPOBKAX MPABHI,

2. HE yMeEeT JAOCTATOYHO IIIyOOKO M JJOKA3aTeIbHO 00OCHOBATH CBOU CYXKJE-
HUS ¥ IPUBOJUTE TIPUMEPEHI;

3. W3maraeT mMarepuai HEmoCIeI0BaTeIbHO U JAOMYCKACT OMIMOKU B SI3BIKO-
BOM O()OpPMIICHHUHU OTBETA
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IlIkasa oneHMBaAHUS IToxa3zaTenu

2 («HEYIOBIETBOPUTEIIBEHO)) CrynenTt oOHapyXuBaeT He3HaHHE OOJbIIEH YacTH OTBETAa COOTBETCTBYIO-
LIIEro BOIPOCA, JOMYCKaeT OUIMOKM B (DOPMYJIMPOBKE OINpENENCHUI M NpaBui,
HCKAXAaIOIIUE UX CMBICH, HEMOCJIEA0BATEIbHO U HEYBEPEHHO M3JaraeT MaTepua

IMopsiiok NpoBeaeHns IK3AMEHOB U 324€TOB

1. Yucio 3k3aMEHOB U 3a4€TOB, BEIHOCUMBIX Ha KXKIYIO CECCHIO, OTIPEACISACTCS YISOHBIM TUTAHOM.

2. DK3aMEHBI W 3a4Y€Thl MPUHUMAIOTCS TPENOAaBATEIIIMHU, KOTOPBIM Pa3pelieHO B COOTBETCTBUU C JICHCT-
BYIOIIMMU TIOJIOKEHUSMH YTCHUE JICKIIHIA.

3. 3a4eThl M DK3aMEHbI MPHHUMAIOTCS TPETIOIaBaTeNsIMK, IIPOBOIMBIINMH MTPAKTHYECKUE (CEMHHAPCKUE,
nabopaTtopHbIe) 3aHATHSI B JAHHOW TPYIIIE WK YUTAIONIMMH JIEKITUH 10 JAHHOMY KYPCY.

4. 3adeTHl 10 NPAKTUYECKUM M JIaOOpaTOPHBEIM padoTaM MPHHUMAKOTCS 0 Mepe MX BhImojaHeHus. [lo oT-
JISITBHBIM TUCITUILTAHAM 3a4€Thl MOTYT IPOBOJIUTHCS B BUJIE KOHTPOJIBHBIX PAOOT HA MPAKTUYCCKUX 3aHSATHUSX.

5. IIpu siBKe Ha 3K3aMEHBI U 3a4€THI CTYACHTHI 00s13aHBI UMETh TIPU ce0e CTYJICHUYSCKHUN OUIIET U 3a4ETHYIO
KHIKKY, KOTOPBIC OHU TIPEIBSIBIIAIOT SK3aMEHATOPY B Havaje dK3aMeHa.

6. ®opma mpoBesicHUs SK3aMeHa (YCTHO, MUCHbMEHHO, TECTUPOBAHUE U T. 11.) U MOPSJIOK €r0 OpraHu3aliu
(mporpamMma 3K3aMeHa, dK3aMCHAI[MOHHBIC BOMPOCHI M OWJIETHI M T. II.) YCTAHABIHMBACTCS COOTBETCTBYIOIICH
kadeapol TI0 MPeUIOKEHUIO SK3aMeHaTopa.

7. DK3aMEeHATOp MMEET MPaBo 3aJaBaTh CTYJCHTAM JONOJHUTEIbHBIC BOMPOCHI, a TAKXKE JaBaTh 3aJa4d
MPUMEPHI B TIpefiesiaX yaeOHOW IpoTrpaMMbl JJAHHOW JUCIIUILIHHEIL.

8. Bo Bpems nKk3aMeHa CTYACHTHI MOTYT C Pa3pelICHUs dK3aMEHATOpa MOJh30BAThCS HATIISTHBIMU MOCO-
OWSIMU ¥ CTIPABOYHOM JTUTEPATYPOH, a TAKKe YICOHBIMH IPOTPaMMaMH.

9. YcneBaeMoCTh CTYACHTOB OMPECTSACTCS OIEHKAMH «OTIHUYHOY», «XOPOIIO», «yIOBIECTBOPUTEILHOY,
«HEYJIOBJIETBOPUTEIHLHO». [10N0XKHUTENbHBIE OICHKH 3aHOCSTCS B SK3aMCHAIIMOHHYIO BEJIOMOCTb M 3aYETHYIO
KHIKKY, HEYJIOBJICTBOPUTEIBHBIC OIICHKH MPOCTABISIFOTCS TOJBKO B 9K3aMCHAIIMOHHON BeoMocTH. B 3auer-
HOW KHIKKE TaKK€ YKa3bIBACTCS TPYJAOEMKOCTD CIaBaeMOM TUCITUILTHHBL

10. HesiBka Ha 9K3aMEH OTMEYASTCsl B DK3aMCHAI[MOHHOW BEJIOMOCTHU CIIOBAMH «HE SIBUJICS» U 3aBEPACTCS
MOJIIHCKIO dK3aMeHaTopa. HesBka Ha 3k3aMeH 0e3 yBaKUTEIbHOM MPUYMHBI 3aCUUTHIBACTCS CTYJICHTY KakK He-
YIIOBICTBOPHUTENIbHAS OTICHKA.

11. Pe3ynbTaThl caaun 3a4€TOB OICHUBAIOTCS OTMETKOM «3a4TEHOY, «HE 3auTeHO». 3aueThl ¢ nuddepeH-
[IUPOBAHHBIMU OLIEHKAMU («3a4TeHO (5)», «3auTeHO (4)», «3auTeHO (3)», «HE 3aUTCHO).

2. Jlast TecTUpOBaHUS

OLICHKEI BBITIOJTHCHHS TCCTOBBIX 3aﬂaHHﬁ PACCUYMUTHIBACTCS B CICAYIOIIEM IIPOLICHTHOM COOTHOIICHUH!

Illkana oueHMBAHUA Iloxa3aTean
5 («OTJIHYHOY) 90-100 %
4 («x0porIoy) 75-89 %
3 («yIOBJICTBOPUTEIHHOY) 60-74 %
2 («HEYJOBIETBOPUTEITHHO) MeHee 59 %

IMopsinok npoBexeHUs1 TeCTUPOBAHUS

Tect — aT0 mpocTeiinias GopMa MUCEMEHHOTO KOHTPOJIS, HATIPABJICHHAS HA MMPOBEPKY BIIAJICHUS TEPMHHO-
JIOTUYECKHM aIllapaToM, COBPEMEHHBIMH WH()OPMAIMOHHBIMA TEXHOJOTHSIMU W KOHKPETHBIMH 3HAHUSIMH B
obnactu (yHIAMEHTATBHBIX U IPUKIIATHBIX JTUCIIUILINH.,

Lenpro TecTHpOBaHUS SBISIETCS OIIEHKA KadecTBa OOyUEHHUS Ha Pa3NWYHBIX 3Talax OCBOSHHs 00pa3oBa-
TEIHHOMN MPOTPaMMBbI U YPOBHS MOATOTOBKHA OOYYAIOIIMXCSl HA COOTBETCTBUE TPEOOBaHMSIM (heAepaibHOTO TO-
CyJapCTBEHHOT0 00pa30BaTEIbHOrO CTaHIapTa M 00pa3oBaTeIbHON MporpaMmbl. TecTUpoBaHUE HE UCKIIIOYAET
U HE 3aMeHsIeT Ipyrue (OpMbI OIICHKH KayeCcTBa OOYUYCHHS M YPOBHSI TIOJITOTOBKU oOydatonmxcs. TecTupoBa-
HUE, HApAAY C IpYTUMHU (pOpMaMu TEKYIIETO KOHTPOJIS YCIEBAEMOCTH U MPOMEXKYTOYHON aTTECTAlUU, MOKET
WCTIONB30BaThCS: — KaK MHCTPYMEHT BHYTPHBY30BCKOTO MOHHTOPHMHIA KOHTPOJS KadecTBa MOATOTOBKHU 00Yy-
YaIOMIMXCS MPU OCBOCHUH UMH 00pa30BaTENbHBIX TPOTPAMM.

Texymiee u orepaTuBHOE TECTUPOBAHUE MOXKET TMPOBOAMTHCS IMPETOAaBaTeseM MpH ayAUTOPHOM 1 BHEay-
JTUTOPHON paboTe, B TOM YHCIIe Ha CEMUHApaxX, MPAKTUYCCKUX 3aHATUSAX/ JTa00PATOPHBIX MPAKTUKyMaX s
BBISIBJICHHSI YPOBHSI OCBOCHHS YU4e€OHOr0 MaTepraia 00y4aroliMCs U €ro TOTOBHOCTHU K JallbHeHeMy o0yde-
HUIO, MPOBEPKU KAYeCTBA OCBOCHMSI 3HAHUW, YMEHUH IO ONPECICHHBIM TeMaM, MOIYJISIM, pa3fenaM JUCIH-
TUTMHBI U BBITIOJTHEHUS BHEAYUTOPHON CaMOCTOSATENIbHON PaboThI.
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PybexHoe TecTrpoBaHHUE MPOBOIUTCS 110 MOJYJIO AUCIUIUIHHEI (KOHTPOJIEHOW TOYKE), IMKJIaM JMCIIUII-
JIVH, B COOTBETCTBUU C JIICTOM KOHTPOJBHBIX MeponpusTHid. Llenbio pyOe:KHOTO TeCTUPOBAHHUS SBISIETCS OII-
peeNeHne CTETICHN OCBOCHHSI 00YJIArONTUMUCS 00J1acTH 3HAHUN M YMEHHM (YPOBHS KOMIIETCHTHOCTH) B COOT-
BETCTBUU C MPOTPAMMOMN JTUCIUIUINHBI. Pe3yabTaThl TECTUPOBAHHS HCIIOIB3YIOTCS TpernoaaBareneM st Gop-
MUPOBaHUS KOMIUICKCHOH OIEHKHU IO AUCHUILIHHE. PyOekHOE TeCTUpPOBaHUE MOXKET TPOBOIUTHCS TP Ay -
TOPHOW M BHEAyUTOPHON paboTte TecTupoBaHME MOXKET MPOBOAUTHCS B MUCHMEHHON U (MJIHM) KOMITBIOTEPHOMN
¢dhopmax.

3. Jliisi nucbMEeHHBIX padoT (KypcoBasi pa6oTa (IpoeKT), KOHTPOJIbHas padoTa, 3cce, pedepar, 10K-
JIaji, coo0IIeHne, Mpe3eHTAusl)

1. nenTudukanus KIo4eBbIX TpooIiem;

2.AHanu3 KII0YeBBIX MpolieM,;

3.AprymMeHTanus npeiaraeMbelx BapuanToB 3()(EKTUBHOTO Pa3pelIeHNs BBISBICHHBIX MIPOOIEM;

4.BrInonHeHNe 3aaHus ¢ ONIOPON HAa U3YyUYEHHBIH MaTepUal U IONOIHUTEIbHbIE HCTOUHUKH;

5. OdopmieHre MICBMEHHON PabOTHI;

6. [IpencraBnenne paboTHI, €ciy MO paboTe NpeAroaaraeTcs BEICTYIUICHHE (3aIUTa).

[Ipu pabote ¢ ycraHoBneHHOH AuddEepeHIMPOBAHHON OLIEHKOW HEO0OXOIMMO PYKOBOACTBOBATHCS Clie-
JIyIOIIEH IIKaIOH:

Ilxana oueHMBAHUA Iloxa3aTean
5 («OTIIYHOY) BoisiBIeHO 90-100 % kpuTepueB K aHHO# padoTe
4 («xopouioy) BhIsIBIICHO 75—-89 % kpuTepues K TaHHON padoTe
3 (KyIIOBJICTBOPHUTEIHHOY) BbIsIBIICHO 60—74 % KpuTepueB K TaHHOH pabote
2 («HEYIOBICTBOPHUTEIHHO) BBISIBJICHO 0 MeHee 59 % KpuTepHeB K JaHHOH pabote

[Ipu paboTe ¢ yCTaHOBJICHHOW OIICHKOW «3auTEHO /HE 3a4TCHO» HEOOXOJMMO PYKOBOJCTBOBATHCS ClIC-
JIyIOIIEH IIKaIOM:

IlIxaja oneHHBaHUSI Tloka3zaTenn
«3a4yTeHO» PaboTa cooTBETCTBYET MOKa3aTeasiM M KPUTEPHSIM OIEHUBAHUS TIO
LIKAJIE «YIOBIECTBOPUTEIBLHO» U BBIIIE
«He 3auTeHO» PaboTa coOTBETCTBYET MOKa3aTeasiM M KPUTEPHSIM OIEHUBAHUS TIO
LIKAJIE «HEYIOBJICTBOPUTEIILHOY

Oo0mme TpeGoBaHNS K HANMCAHUIO H 0(hOPMIIEHHMIO MUCbMEHHBIX padoT

IMuceMeHHast paboTa BBITIONHACTCS HA CTAHTAPTHBIX JIUCTax Oymaru ¢opmara A4 B MMe4aTHOM BapHAHTE,
1100 B PYKOTMCHOM BH/E (B MOPsAKe HUCKIOYCHNUs). TekcT paboTel HabUpaeTcs yepe3 1,5 MEeKCTPOUHBIX HH-
tepBana, mpudt — 14. Ha cTpanuie He MODKHO OBITH MeHee 27—29 cTpok, BKIO4Yas CHOCKHU. Iloys ctpaHuiy
ycTaHaBiauBaroTcs: Jieoe — 30 MM, nipaBoe — 10 MM, BepxHee u HibkHee — 20 MM, BeipaBHHBaHUE 110 IIHPHHE.

OOBeM U CTPYKTypa MUCHbMEHHOW pabOTHl YCTaHABIMBACTCS OT/ACIBHBIMA METOJUYECCKUMH PEKOMEH[Ia-
[USIMA TI0 TUCIUITIINHE.

CTpaHHIIBI TOTDKHBI OBITH IPOHYMEPOBAHBI CBEPXY B CepeAnHe CTpaHuIlbl. HyMepariiis HaunHaeTcst co 2 TUCTa
«Conepxanue». Bce ocTanbHbIC CTpPaHHUIIBI HYMEPYIOTCS CKBO3HOM Hymepanueil 10 TMOCIeAHEH CTpaHWUIH,
BKITIOYAsl IPUIIOKEHHUS.

[pexme 4eM MPUCTYNHUTh K HAMMCAHUIO PabOThI, CTYACHTY HEOOXOJUMO MOI00paTh COOTBETCTBYIOIIYIO
JUTEPATYPY, MEPBOUCTOUHHKH. OOS3aTEIEHO H3YYHTh COBPEMEHHBIC NCTOYHUKHU, KHE CTApIIe» 5 JIeT.
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Yy4eOHOE n3ganue

Pabouas nporpamma qucuMIuIinHbI «/le10npon3BoacTBO»
110 HANIPABJIEHHIO MOATOTOBKH
38.03.01 SdKOHOMMUKA
KBanudpukauus (cTeneHn)
«baxajnaBp»
(ouHas1 1 3a04Hasi (GOpMbI 00yYeHHUA)

CocraBurenp —
BoJsio0yeBa Tatbsina EBrenneBHa
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