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1. Lessb, 320241 M MeCTO AUCHUILINHBI / MoayJist B cTpykType OII 1uis 6akanaBpa

Jlenonpon3BoACTBO — 3TO CHEHU(PHUUSCKOS HAIMPaBICHUE JCATEIBHOCTH, KOTOPOE 3aKIII0YaeTcs B
coCTaBIeHNH, 0(pOpMIIEHIH JOKYMEHTOB, MX 00pabOTKe N XpaHCHHH.

CeromHsi COBEpIICHCTBOBAHME YIPABJIICHHUS MPOM3BOACTBEHHO-XO3SHCTBEHHBIMA CHCTEMaMHU, IOBBIIICHHAE
YpOBHS opraHuzaiuu U SPGEKTHBHOCTH YIPABICHYSCKOrO TPyAa BO MHOIOM 3aBHCHUT OT TOTO, HACKOJBKO
pallMOHANBHO TOCTABJIICHO B VUPSKIACHUSX W HAa NPSIIPHUITHIX JICJIONPOU3BOJICTBO. YMEHHUE O0OIIaThes
TIOCPEJICTBOM JIETIOBBIX OyMar, OCYIIECTBIIST «IIPABIIIHHOEY JIEIOIIPOM3BOICTBO — OAWH M3 (PAKTOPOB JEIIOBOTO
ycnexa. ['paMoTHO ¥ 3(h()EeKTUBHO OPraHU30BaHHOE JICIOMPOU3BOACTBO, FOPUINUECKU TPAMOTHO COCTaBICHHBII
U O(OPMIICHHBIN JOKYMEHT CHOCOOCTBYIOT TOBBIIICHUIO CKOPOCTH M KauyecTBa TMPHUHSITHUS YIPABICHYCCKUX
pEeIIeHNH, CHIDKEHHIO CTETICHH X PHUCKa, SKOHOMHH BPEMEHU PYKOBOTUTEIEH.

Henbro n3yyeHyst JAHHOW IUCLMILINHEI SBISIETCS:

*  TPUOOPETCHUE CTYJCHTAMH TCOPETUYECKHX W MPAKTHUYCCKUX 3HAHUWN MO O(OPMIICHUIO U COCTABJICHUIO
OPraHU3aIMOHHO-PACTIOPSAUTENBHBIX JIOKYMEHTOB KaKk 0a30BOMY TPOIIECCY B PEAIU3AIUU BCEX YIPABICHUSCKUX

(hyHKIHIA.
3agaum:
. MO3HAKOMHUTh CTYJCHTOB C CHCTEMOW COBPEMEHHOIO TOCYAApCTBEHHOI'O PEryJIUPOBAaHUSA
JICTTOTIPOU3BOJICTBA;
. U3YYUTH OCOOCHHOCTH O(hOPMIICHUS Pa3IMYHBIX BUIOB JOKYMEHTOB JICIIOBOTO OOIICHUSI.
. BBIPa0OTaTh MPAKTHUECKUE HABBIKU JUIS O(GOPMIICHHMS OPraHU3alMOHHO - PaCHOPSAUTEIBHBIX
JIOKYMECHTOB W HAITUCAHUS JICIIOBBIX TIHCEM.
Jucturnnuna  «/lenonpou3BoJICTBO» OTHOCUTCS K 00sI3aTeIbHBIM YUEOHBIM  JUCIUTLTAHAM

BapuatuBHoii 6a3oBoii yactu (51.B.O/1.1) pabouero yueOHoro rana nmo HampasieHuto noaroropku 40.03.01
«¥Opucnpynenuus». ducuuminaa uszydaetcss Ha 1 (1 cemecTp) mo ounoit popme oOyueHust u 1 xKypce 1o
3209HOH opme 00yIeHHsI.

I[HSI yCeurHoro OCBOCHMA JUCHHUIUIMHBI CTYACHT JOJIKCH:

- 3HaTh M [IOHAMAaTh HOPMATHBHO-TIPABOBYIO 0a3y, perlaMEHTHUPYIOUIYI0 BOIPOCH pabOThl ¢
JOKyMEHTAaMH B OpraHM3allii 10 3aKOHOJAATeIbCcTBY Poccuiickoit demepaiiin; OOS3aHHOCTH yYaCTHHKOB
OTHOIIICHWH, BO3HUKAIOUIMX B IPOIECCE OCYIIECCTBICHHUS JOKYMEHTOOOOpPOTa; OCOOCHHOCTH OO0CCIeUYeHHS
3aIIUThl KOH(UAECHIIHATBLHOW HH)OPMAITHH, COICPIKAIICHCS B JOKYMEHTAX;

. YMETh ONPEAEIISTh IPAaBOBOI cTaTyc 00pabaThIBAEMBIX JOKYMEHTOB;

. NPUMEHSTh Ha IPAKTUKE OCHOBBI IIPABOBOT0 00ECTIEYEHUS MPOIEyp TOKYMEHTO000pOTa;

. Ha OCHOBE TMOJYYEHHBIX 3HAHUH M TPUOOPETEHHBIX HABBIKOB COCTABIJISATh OCHOBHBIC BHJIBI
JOKYMEHTOB, TpeOyeMBbIX B IIPOLIECCE OCYIIECTBICHHS JOIKHOCTHBIX 00sI3aHHOCTEH;

. YBEPEHHO MTPUMEHSTH NIPaBUIIa BeJIeHUS Pa0OTHI C JOKYMEHTaMH.

2. IlepeyeHb MJIAHUPYEMBIX Pe3yJILTATOB 00y4eHHUs MO JUCHHUILINHE (MOIYJIIO),
COOTHECEHHBIX ¢ JIAHUPYEMbIMHM Pe3y/IbTATAMH 0CBOEHHs 00pa30BaTe/IbHOI NPOrpaMMbl

[Mpouecc u3y4eHus TUCIUIUIMHBI HAIIPaBJIeH Ha (JOPMHUPOBAHUE CIEAYIONIeH KOMIETCHIIHH:
OK-5: ciocoOHOCTBIO K KOMMYHHKALIMU B YCTHOM M MMCbMEHHON ()OpMax Ha PyCCKOM M MHOCTPaHHOM SI3bIKAaX
JUTSI pEIIEHUS] MEKITMYHOCTHOTO U MEXKYIBTYPHOTO B3aUMOICHCTBHS

B pesynbTaTe U3y4eHUs AUCIUTUIHHEI CTYIEHT JIOJIKCH:

3HAMDb:

—OCHOBHBIC  3aKOHOJATEJbHbIE W  HOPMATHBHO-METOJMYECKHE  JIOKYMEHTBI B  00JiacTH
JIOKYMEHTAIIOHHOT'O 00eCTIeUeHUs YIIpaBICHYS,

— TEepMHUHOJIOTHIO B 00JIACTH JOKYMEHTAIIMOHHOTO O0ECIICUeHYsI YIIPABIICHHS,

—TpeOoBaHus K OJJaHKaM M COCTaBYy PEKBH3HUTOB JICJIOBBIX JOKYMEHTOB;

—OCHOBHBIC BHJbl OPraHU3AIIMOHHO-PACTIOPAAMTEILHBIX JTOKYMEHTOB U METOIMKY HUX COCTaBJICHHUS H
odopmieHus;

ymemo:

—0(hOpPMIIATH PEKBU3UTHI JICIIOBBIX JOKYMEHTOB;

—TPaBWIBHO COCTaBIATh U O(OPMIIATH HawOoliee BaXKHBIC JTOKYMEHTHI CHCTEMbI OPTaHWU3alMOHHO-
pacnopsAuTENbHON 1 HH(OPMAITMOHHO-CITPABOYHON TOKYMEHTAIIUH B COOTBETCTBUH C HOPMaMH H MTPABIIIAMH;

e1a0emon:



—HaBbIKAMH BEIEHHsI HEOOXOOMMOM JOKYMEHTALMU 10 CO3JaHUI0 CUCTEMBI OOECIICUEeHHUs] KayecTBa H
KOHTPOJIA €€ 3P PEKTUBHOCTH;

—HaBpIKaMu  odopMiIeHHS ~ HambOollee  BaXKHBIX  JIOKYMEHTOB  CHCTEMBI  OpTaHW3allMOHHO-
paciopsANTENbHON 1 HHPOPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIMH B COOTBETCTBHH C HOPMAMH U TIPABUIIAMHU.

3. CTpykTypa U cofep:kaHue TUCHUILUIAHBI / MOTYJIA 10 BUAAM Y4eOHOH M CaMOCTOATEIbHOM
PadoThI, COOTHOLIEHHE TeM U (popMHUPyeMbIX KOMIIETEeHIUH

3.1. O0beM JUCHUNIMHBI / MOIYJISI B 32a4€THBIX ¢IMHULAX ¢ YKA3aHMEM aAKAJeMUYeCKHX YacOB M0 BUAaM
Y4eOHBIX 3aHATHIT U CAMOCTOATEILHON PadoThl 00yUaIOIMXCS

. O0beM THCHMILVIMHBI 10 (hopMaM 00ydeHus
Buet yuebuoii paboret Ounasn OuHo-3204HAast 3aounas
B
O0mas TpyA0eMKOCTh SAUCTHDIX 3 3 3
HCHUIIMHBI CAMHIIAX

8 B uacax 108 108 108
KonrakTHas padora (B yacax): 54 24 12
Jlexuuu (JI) 18 6 2
[pakTuyeckue 3anstus (113) 30 10 6
KonTponupyemas camocrositenbHas pabota 6 8 4
(KCP)
EaMOCTOHTeJ‘[LHaﬂ pa6ora (CPC) (B yacax) 18 48 87
IMoaroroBka k IK3amMeHy 36 36 9
DopMbI MPOMEKYTOYHOT0 KOHTPOJIS ) ) KoHTPombHas pabora
MO JUCUUIINHE P p
Popma HTOroBOro KOHTpOIS JK3aMeH JK3aMeH IK3aMeH
MO JUCUUIINHE

! U3 Tpyn0OeMKOCTH, OTBEJCHHOH Ha CAMOCTOSTENBHYI0 PafOTy OOYHAIONIMXCS BBIIETSIOTCS AKA/IEMHUYECKUE Yachl /Ul MPOBEICHUS PYMTIOBBIX M
WHIMBUYalbHBIX KOHCYJIBTAIMIl KaK OJHOHM M3 (GopM KOHTAKTHOW paboThl. KoHcymbTamus sBIseTcs OQHOH M3 ()OpM PyKOBOJACTBA CAMOCTOSATEIBHON
paboToii oOydarommXcs M OKasaHUs MM IOMOIIM B OCBOGHMM Marepuana. I'pynmoBas KOHCYIbTallMsl NMPOBOAMTCA MpENofaBaTeNieM — Hepel
9K3aMEHOM/3a4€TOM M BBICTAaBIISACTCS B PacIUcaHue, B oObeMe He MeHee 2 akaJeMHYECKUX 4acoB Ha rpymniy. HAuBHIyaqbHOE KOHCYIBTHPOBAHHE
TIPOBOIUTCS IO OTACTBHOMY IPauKy M PErIaMEHTHPYETCsS COOTBETCTBYIONIMMH JIOKAIbHO-HOPMAaTHBHEIMU TOKyMeHTaMu MHcTHTYTA.



3.2. Copep:xaHue TUCHHMIIJIMHBI / MOAYJISI ¢ YKa3aHMEM aKaleMH4YeCKHX YacoB 10 BHAAM YUeOHBIX 3aHATHI U CaMOCTOATEJbHONH PadoThl 00y4YarOIMXCsl,
COOTHOIIEHHE TeM M (OPMHUPYEMBbIX KOMIIEeTeHIHH

Broxker yueGHOro BpeMeHH, 4

Koabt

HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Jrtansl popMupoBaHus
Pazgena/rembl AHHOTaUNS pasena o0yuyeHust omne KOMIIETeHLHH
7T | I3 | KCP [CPC | JI | 13 | KCP | CPC | I M3 | KCP_| cpc | TemmwH
[peamer u  3amaum kxypea | 1 - - - 0,5 - 0,5 2 0,5 - - 5 3Hamep:
Tema 1. Benenue | nenonpou3BOACTBO. OK-5 — OCHOBHBIE
B Ilonsarue «EJIOIPOU3BOICTBOY, 3aKOHOJATEIIbHbIE 51
JIETIONPOU3BOJICTB | JOKyMEHTAIIMOHHOE oOecIieueHne HOPMAaTUBHO-METOINYECKHUE
0. OCHOBHBIE nenomnpousBoacTBay (A0Y). JIOKYMEHTBI B obnacti
MOHATHA U ITonsTus «uH(pOpMATTHSH 5 JOKYMEHTAILMOHHOT O
TEPMUHBL. «1OKyMeHT» Mecto U poib obecrieueHHs yIIPaBIICHIIS,
JIOKYMEHTOB B YIpaBICHUH. — TEPMUHOJIOTHIO B
3HaueHue wHpOpMAUN iuic:e 0o0acTH  HOKYMEHTAI[HOHHOTO
MIPUHATUSL YIpaBICHYECKUX obecrieueHHs yIIpaBIICHIS,
pELICHUH. — KIaccu(puKamuio
Bunst YIIPaBIECHYECKUX CITYy’K€OHBIX JOKYMEHTOB;

JTOKyMeHTOB. [loHsaTHEe «(DYHKIMH
JIOKYMCHTa,
o (D YHKITHOHATEHOCTh

JIOKYMEHTOB. CBoiicTBa
JIOKYMCHTOB. Knaccndukarus
JIOKYMEHTOB.

Opraauzanus CITYKOBI
JIEITOTIPON3BOICTBA. OCHOBHEBIE
3a7a49d u GyHKIHN.

Jlenonpon3BoACTBO, KaK COCTaBHas
4acTh YIPABICHUSL.

3aoanue ons camocmosmenvHou pabomul.

— npopaboTKa JEKLHH - BKIIIOYAeT YTeHUE KOHCIIEKTA JIEKIH, TPO(eCCHOHAIBHON JIUTEPATYPhI, IEPHOINUECKUX U3IaHNH;
—  OTBETHI HA TEOPETHYECKUE BOIPOCHI 110 Pa3/ey;

—  Ilepeuens yuebrno-memoouneckoeo obecneuenuss 0as camMoCmoamenbHol pabomsl 00YUAIOUUXCA:

OcHogHoii: 1-3

JomomaurtenbHbrii: 1-8

@opma kowmpoas (6 coomeememauu ¢ PoHOOM OYEHOUHBIX CPEOCMS):

1. CobecenoBanue (OC Ne 3 Tema 1) -au1st O4HOTO OTICICHHS

2. Bompockr mist camokoHTposist (OC Ne3 Tema 1)- 11t 3a09HOTO OTAETICHHS

JlenonpousBoacTBO 3Hamb:




Bropker yueGHOro BpeMeHH, 4

HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
7 | 13 [KCP [CPC | JI | T3 |KCP|CPC| I m3_ | Kcp | cpc | ‘Mt
Tema 2. Ucropus | apeBHepycckoM rocynapctee (X - OK-5 — OCHOBHBIE 3TaIlbl
pa3BuTHs XI) pa3BUTHSL ~ TOCYAApPCTBEHHOTO
JenonpousBoactB | [IpuxasHoe nenonpous3BoACTBO JIeNIOTIPOU3BOICTRA;
a Komnnesxxckoe 1e10nponu3BoACTBO — BUABL U KaTeropHuH
MuHHCTEPCKOE IETOMPOU3BOICTBO JOKYMEHTOB Ha Pa3HBIX dTamax
(hopmMupoBaHus;
Jlenornpon3BOACTBO B COBETCKUX — HauMCHOBaHHE
YUIPESKICHUAIX JOJDKHOCTEH paboTHHUKOB
JICIIOTIPOM3BOJICTBA B pa3HBIC
I'ocynapctBeHHoe UCTOpUYECKHE TIEPHOIbI;
JIeTIOTIPOM3BO/ICTBO B COBPEMEHHYIO ymemp:
3MOXY — paboTaTh C IUTEPATypOH,
C Lenbl0  IOATOTOBKH K
JIOKJIany;
enaoemsp:
- HaBBIKOM  YCTHOH W
MMUCHMEHHOU peyH;
- HAaBBIKOM CAMOKOHTPOJIS
Buo npaxmuyecxoeo 3anamus — CeMuHap
Coodeparcanue 3anamus: M3yuenue smanos opmuposanus 20cy0apcmeeHH020 0elonpou3go0Ccmsd
Baoanus: cMm. OC Nel TeMsl JOKIIamoOB 10 TEME 2
Iepeuenv pexomenoo8aHHoU Tumepamypsbi 07 HOO2OMOBKU.
OcHoBHoii: 1-3
JomonHuTtenbHbIi: 1-8
3aoanue ons camocmosmenvHou pabomul.
— npopaboTKa JEKLHH - BKIIFOYAEeT YTeHUEe KOHCIIEKTa JISKIUH, TPOeCCHOHANBHOMN JINTEPaTyphl, IIEPUOJHUECKUX U3aHNUI;
—  OTBETHI HAa TEOPETHUYECKHUE BOIIPOCHI 10 Pa3fieiy;
— TOATOTOBKA K MPAaKTUYECKUM 3aHATHSAM - BKIIOYAET YTEHUE MPOPECCHOHATBHOMN TUTEPaTyPHL.
Iepeuenv yuebHo-memoouyecko2o obecneuerus Ois CamoCmoamenbHou pabomol 00YUarOWUXCS:
OcHoBHoit: 1-3
JomomaurtenbHbrii: 1-8
@opma kowmpoas (6 coomeememauu ¢ PoHOOM OYEHOUHBIX CPEOCM8):
1. Ouenka pe3yabTaToB MOArOTOBKH U paboTsl Ha ceMuHape (OC Nel Tewmbl TOKIaI0B ) -l OYHOTO OTACICHHS
2 Bonpocst s camokonTpostst (OC Ne3 Tema 2) -1 3a09HOTO OT/IETICHUS
3aKoHOIaTEILHOE 2 - - 0,5 1 - - 2 0,5 - - 10 3HAMBb:
Tema 3. peryJiupoBaHue J1E€JONPOU3BOJICTBA OK-5 - HaIpaBJICHUS




Bropker yueGHOro BpeMeHH, 4

HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
7 | 13 | KCP [CPC | J_ | 13 | KCP | CPC | I m3_| KCp_| cpc | oM
CoBpeMeHHOe EI'C/] 1 ocHOBHBIE ee HalpaBJICHHUSI. 3aKOHO/ATEIBHOTO
rOCyapCTBEHHOE HopmaruBHO-MeToq4YecKOe peryjupoBaHusl COBPEMEHHOTO
peryiaupoBaHue peryjMpoBaHue JeJI0NpPOU3BOJICTBA rOCYAapCTBEHHOTO
JenonpousBoacTB | ['ocynapcTBeHHBIE CTaHIApPTHI, HX JIeTIONPON3BO/JICTBA,;
a pOTb M 3HAYEHHE (CTAaHAapPTH3AINA) — OCHOBHBIE
[IpaBuma  #ENMONMPOW3BOICTBA B 3aKOHOIaTEeIHHEIE u
(benepambHBIX oprasax HOPMaTHBHO-METOIMICCKIE
HCTIOTHATENFHON BIIACTH. JOKYMEHTHI B obracti
MeTtoandeckne PEeKOMEHIAIUN IO JIOKYMEHTaIIHOHHOTO
paspabotke WHCTPYKIHUH o obecrieueHns yIpaBIIeHNUS;
JIeTIONIPON3BOJICTBY B (herepanbHbIX — TEpMHHOJIOTHIO B
OopraHax HCIIOJHHUTEIBHON BIIACTH. o0JlacTH  TOKYMEHTAIlMOHHOTO
YHupuuupoBaHHbIe CHCTEMBI obecrieueHus yIpaBIIeHNUS;
JOKyMEHTAIHH. ymemp:
HopmaTuBHBIE JTOKYMEHTBHI — OpHUEHTUPOBATHCS B
10 TPYAY U OXpaHe U Tpya HOPMATHBHO  -METOIMYECKON
JOKYMEHTAIlMH  COBPEMEHHOTO
JIEITOTIPON3BO/ICTBA;
e1ademo:
— HaBBIKAMH TIPUMCHCHHS
HOPMaTHBHO-METOIMYECKUMH
JIOKyMEHTaMH Ha IPaKTHKE
3aoanue ons camocmosmenvHou pabomul.
— npopaboTKa JEKLHH - BKIIFOYAeT YTeHUEe KOHCIIEKTa JISKIUH, TPO(eCCHOHANIBbHOMN JINTEPaTyphl, IIEPUOJHUECKUX U3aHNUI;
—  OTBETHI HA TEOPETHYECKUE BOIIPOCHI 110 Pa3Jiely;
— O3HaKOMJIEHHE C HOPMAaTHBHO- METOJNYECKON TOKYMEHTAIMeH JI000ro npenpusTus;
Ilepeuens yuebno-memoouueckoeo obecnevenuss 0is CamMoOCmosmenbHol pabomvl 00YUAIOUUXCA:
OcHoBHoit: 1-3
JononautensHbIN: 1-8
@opma kowmpoas (6 coomsemcmsuu ¢ PoHOOM OYEHOUHBIX Cpedcms):
1. Cobecenmoanune (OC Ne3 «IlepedeHs BOIIPOCOB I cOOECETOBAHUS», TeMa 3) -1l OYHOTO OTIICICHUS
2 Bonpocst s camokoHTpoitst (OC Ne3 Tema 3)- 1151 3a09HOTO OT/IETICHUS
®opmarel Oymaru u mons. | 4 4 2 4 2 - 2 6 1 - - 10 3Hamb:
Tema 4. Ilpasuna | Hymepauusa mucros. Dopmymsp- OK-5 — OCHOBHBIE
COCTaBIICHUS U obpaszenr. TpeboBanus k OJaHKam 3aKOHOJATEIbHBIC u

o opMIICHHS

JOKYMCHTOB.

HOPMAaTUBHO-MCTOANYCCKHUEC




Bropker yueGHOro BpeMeHH, 4

HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
7 | 13 | KCP [CPC | J_ | 13 | KCP | CPC | I m3_| KCp_| cpc | oM
JIOKYMEHTOB XapakTepucTuka JOKYMEHTBI B obnactu

rocy1apCcTBEHHOIO craHjapra JOKYMEHTAallUOHHOI'O
«YHUDHUIIHPOBAHHBIE CHUCTEMBI o0eCrieueHHs yIIPaBIICHMS,
JOKYMEHTALUH. — TEPMHUHOJIOTUIO B
YaudunurpoBaHHas cucTeMa 001acTH  HOKYMEHTAI[HOHHOTO
OpraHU3alMOHHO- obecrieueHns yIIpaBIICHIS;

PacIIOpSIUTENBHON JOKYMEHTAIUH.
TpeboBanmst kK  0pOPMIICHHIO
nmokymento» OCT P 6.30 - 2003
IIpaBuna odopmieHus
JOKYMCHTOB IIpU HCIOJIB30BAHUUN
TCXHUYCCKUX CPCIACTB

CocraB PEKBU3UTOB
JIOKyMEHTOB OPl IIpaBuia
oopmienns PEKBHU3UTOB
3aroJIOBOYHOM YacTH AOKYMEHTAa:
YTIIOBOE (¢pmarosoe u
[EHTPUPOBAHHOE), MPOJOITBEHOE
(uenTpupoBanHOe). OdopmieHue

repba Poccwmiickoit Deneparyn,
cyOBeKTa PO, AMOJIEMBI
OpraHu3aIu WIK  TOBapHOIO

3Haka. KoJ opranmsanuu - aBTopa

JIOKYMEHTA. OcHOBHOM
roCyapCTBEHHbIN

pEerucTpaniOHHbINA HOMEDP
IOPUINYECKOTO Juua.
W nentnpukamoHHbII HOMED

HaJIOTOTUIATEJIBIINKA/KOJ] TIPHYHHBI
nocraHoBkH Ha yué€r. Kon ¢opmer

JIOKYMCHTA. HaumenoBanue
OpraHW3aIlH - aBTOpa JOKYMCHTA.
CnpaBouHbIe TaHHBIE 00

OpraHu3aIuy - aBTOpE ITOKYMEHTA.
Hazpanmne Buaa noxymenra. [larta
JIOKYMEHTA. Peructpannonssiit
HoMmep gokymeHTta. Ccplika Ha

— TpeOoBaHUS K OJaHKaM H
COCTaBy DPEKBHU3UTOB JIEJIOBBIX
JOKyMEHTOB;

— mpaBHia
PEKBH3HUTOB
JOKyMEHTa;

ymemp:

— 0pOpMIIATh  PEKBU3HTHI
JIETIOBBIX JIOKyMEHTOB;

e1ademo:

— HaBbIKAMHU
pacIioyoXeHus PEKBU3UTOB Ha
OmaHKe cIy)eOHOTO JOKYMEHTa

odopmiicHHS
CIIy’KeOHOTO




HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI 13 | KCP | CPC

JI 13 | KCP | CPC

JI 113 KCP CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

PETHCTPAllMOHHBI HOMEp M Jary
nokymeHra. Ilopsnok odopmieHus
pekBH3HTa «anpecar». PeKBU3NTHI
cojiepKaTeJbHOM JacTu:
TpeOoBaHMUS K TEKCTaM
JokyMeHTOB. COKpaIi€HHbIE CII0Ba.
YnorpebiieHue S3BIKOBBIX (POPMYIL.
SI3BIK  TEKCTa. ODJIEMEHTHI TEKCTa
JOKyMEHTa. 3arojoBOK K TEKCTy
nokymenta. OTMeTKa O HaJUYdU

MPUJIOKEHHS.

PexBu3urbl
oopmuTeNbCKOI YacTH.
[lognucanue u  yTBEpKIEHHE
JIOKYMEHTOB. CormnacoBaHue
JNOKyMeHTOB.  OTTHUCK  mEeYaTu.
Busuposanue JIOKyMEHTOB.
OTMETKU Ha TOKyMEHTE: OTMETKA O
MOCTYIUIEHUU JIOKyMEHTa B
OpraHu3aluIio, pe3onronus,

OTMETKa O KOHTpOJie, OTMETKa O
3aBCPCHUU KOIINHu JOKYMCHTa.
Wnentuduxarop 3JIEKTPOHHOU
Koy JokymeHTta. Otmerka 00
UCIIOJIHUTEIIE. OtMmeTKa 00
HUCIIOJTHEHU U JOKYMEHTa u
HaIpaBJIeHUH €ro B JIENI0

IOpunuueckas cuia
nokymeHTa. FOpunuaecku
3HAYMMBbIC PEKBH3UTHIL.
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Bropker yueGHOro BpeMeHH, 4
HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
A | I3 [ KCP [CPC| 71 | I3 [KCP|CPC| J | 13 | KCp | cpc | ‘o
Buo npaxmuuecxoeo 3ansmus — IpakTHKYM TIO PEIIICHUIO 3aJaHUN U 33134
Cooeporcanue 3anamus : 3aKperyicCHUE 3HAHUN ¥ 0TpabOTKa YMEHUS MPUMCHSTH NpaBmia 0(pOpMIICHNS PEKBU3UTOB HA IOKYMEHTAX; pa3paboTka OJaHKOB CITY:KEOHBIX
nokymeHToB Ha [TK
3aoanus: cm. OC Ne 4 «KommiekT 3a1aHuii ¥ 33124 JJIs TPOBECHUS [IPAKTHUECKHUX 3aHATHID 3aiaHue Ne 1.
Ilepeuensv pekomen008aHHOU TUMeEPAMypsbl 05 NOO2OMOBKU:
OcHoBHoii: 1-3
JlononuurtensHbIi: 1-8
3adanue ons camocmoamenvHoll pabomui:
—  MpopaboTKa JIEKIHUHi - BKIFOYAST YTCHHE KOHCIIEKTA JISKINH, MPO(eCCHOHATBHOM TUTePaTyphl, NEPHOIMYSCKUX U3TaHHIA;
—  OTBETHI HAa TEOPETHYECKHIE BOIIPOCHI IO pa3feiy;
Ilepeuens yuebno-memoouuecko2o obecnevenuss 0us CamMoOCmoamenbHol pabomol 00YYAIOUWUXCA:
OcHoBHoli: 1-3
JlomonHuTtenbHbIMH: 1-8
Dopma konmponsa (6 coomsememauu ¢ PoHOOM OYEHOUHBIX CPEOCMB):
1. Ornenka pe3ynbraToB npaktudeckux pabot (OC Ned «KoMIuteKT 3aaaHuil v 3a1a4 I TPOBEACHUS MPAKTHUYCCKUX 3aHATUI Y, 3aqanue Nl - IJIsl O4HOTO OTICIICHUS
2. Cobecenosanne (OC Ne3 «IlepedeHs BOIPOCOB A coOeceOBaHUA», TeMa 4) - ISl OYHOTO OTICIICHHS
3. Bompocsr! st camokoHTposist (OC Ne 3 | tema 4) - 17151 32309HOTO OTAETCHUS
OpraHu3anuoHHO- 1 8 - 2 - 2 1 6 - 2 1 8 3Hamo:
Tema 5. MIPaBOBbIE JTOKYMEHTEI, ux OK-5 — OCHOBHBIC
OpraHu3aniioOHHO- | Ha3HAYCHUE u 3aKOHOIaTeIIHHEIC u
pacnopsauTenbHbl | conepikanue. O0mue TpedoBaHus K HOPMaTUBHO-METOIMYECKHE
€ JIOKYMEHTBI OpraHU3aI[MOHHBIM JJOKyMEHTaM. JIOKYMEHTBI B obnacTtu
IIpaBuna COCTaBJICHHE u JIOKyMEHTaIIMOHHOT O
opopMiIeHHE OTAENBHBIX BHJOB obecrieueHus ynpaBlIeHUs;
OpraHU3aIMOHHO-TIPABOBBIX — TEPMUHOJIOTHIO B
JIOKyMEHTOB: YCTaB TMPEANPUATHS 00acTH  HOKYMEHTAI[MOHHOTO
JIOJDKHOCTHAS HHCTPYKITHS, oOecrieueHHs yIIpaBIICHIS,
MOJIOXKCHUE, MTATHOE PACIUCAHUE, — TpeOoBaHUS K OJTaHKAM H
CTPYKTypa u IITaTHas COCTaBy pPEKBHU3UTOB JIEIOBBIX
YUCJIEHHOCTb. JIOKYMCHTOB;
BaxxHocTh M 3Hau€HUE OITHUX — OCHOBHBIE BUJIBI
JIOKyMEHTOB B JCSITEIHbHOCTH OpraHU3aIIOHHO-
MPEIIPHUSITHS. pactopsSAnTEIbHBIX
PacniopsiiurenbHbie JIOKyMEHTOB W METOJUKY WX
JIOKYMEHTBL. OcobenHoctn cocCTaBIICHUS U 0(pOPMIICHNS;
MOJITOTOBKH ymemp:
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HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI 13 | KCP | CPC

JI 13 | KCP | CPC

JI 113 KCP CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

pacnopsaUTeNbHBIX TOKYMEHTOB.
IMoaroroBka u  odopmieHue

MPUKA30B. OcobeHHocTH
0 OpMIICHHS BBITUCKHU M3 MPHUKA3a.
Crnemmduka HaIlMCaHUsI

pacHopsKEHUM, peIeHU M.

— 0pOpMIIATH  PEKBHU3HTHI
JICIIOBBIX JOKYMEHTOB;

— MPaBHIBHO COCTABISTH H
oopmisATh HauboJice BaXKHBIC

JOKYMEHTEI CHCTEMBI
OpTaHM3aIOHHO-
pacnopsauTEIbHON u

HH(POPMAMOHHO-CIIPABOTHON

JOKYMEHTAIlHd B COOTBETCTBUH

C HOpMaMU U ITpaBUJIaMU;
enademsp:

— HaBBIKAMHU BEJICHUS
HEOOXOIMMOIM  JTOKYMEHTAlUU
1o CO3/IaHHI0 CHCTEMBI

obecrieueHus: ~ KadectBa U
KOHTpOJIA ee 3P PeKTUBHOCTH;

— HaBBIKAMH oopmireHHs
Han0oJee BaXKHBIX TOKYMEHTOB
CHCTEMBI OpraHU3aOHHO-
paciopsIuTeIbHON "
UH(POPMALMOHHO-CITPABOYHOM
JIOKyMEHTAI[H1 B COOTBETCTBUU
C HOPMaMH M TIPaBHJIAMH ;
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HaumeHoBanue
Pa3nena/Tembl

Bropker yueGHOro BpeMeHH, 4 K
Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus OBl Jrtansl popMupoBaHus
AHHOTanMsl pa3jena obyuenus KOMIIe- KOMITCTOHILHH
A | I3 [ KCP [CPC| 71 | I3 [KCP|CPC| J | 13 | KCp | cpc | ‘o

Buo npaxmuuecxoeo 3ansmus — IpakTHKYM TIO PEIIICHUIO 3aJaHUN U 33134

Cooepoicanue 3ansamus: 3aKpeIvieHne 3HAHUN CrielM(UKU OpraHU3alMOHHBIX U PACTIOPSINTEIBHBIX JOKYMEHTOB U 0TpabO0TKa yMEHHs IPUMEHSTh IpaBuiia opopMIileHHs
PEKBU3UTOB Ha ITUX JOKYMEHTAX;

3aoanusa: cm. OC Ne 4 «KoMmruiekT 3a1aHuid ¥ 33124 AJIs IPOBEICHHST IPAKTHYECKUX 3aHATHI», TeMa 5, 6 3amanue Nel (pasnen [Ipuka3ssl O OCHOBHOI IESITENBHOCTH 3aaHue-
Ne 1,2,3,4,5).

Ilepeuensv pexomeno08anHol IUmMepamypbl Oisi NOO2OMOBKU:

OcHosHo#: 1-3

JlononuurtensHbIi: 1-8

3adanue ons camocmosmenvHoll pabomol:

— 1popaboTKa JEKLHH - BKIIFOYAEeT YTeHUEe KOHCIIEKTa JICKIIUH, TPO(eCCHOHANBHOMN JIUTEPaTyphl, NEPHOJINIECKIX U3JaHNUI;

—  OTBETHI HAa TEOPETHUYECKHUE BOIIPOCHI 10 pa3zeiy;

— TOATOTOBKA K ITPaKTHYECKHUM 3aHSATHSM - BKIIOYAET YTCHUE NPO(ECCHOHAIBHOM JIUTepaTyphbl, pellieHue 3a/1a4 U 3a1aHHiH.

Ilepeuens yuebno-memoouuecko2o obecnevenus 0us CamoCmoamenbHol pabomsl 00YUAIOUUXCA:

OcHoBHol: 1-3

JlomonHuTtenbHbIMH: 1-8

@opma kowmpoasn (6 coomeemcemauu ¢ PoHOOM OYEHOUHBIX CPEOCM8):

1. Onenka pesynbraToB nmpaktuaeckux padot (OC Ned «KoMImiekT 3amaHuii ¥ 3a1a9 U IPOBENCHIS MPAKTHICCKUX 3aHATHI», Tema 5,6 3amanme Ne 1 pasmen [Ipukassl mo
OCHOBHOH JIESITEIFHOCTH) - JUISI OYHOTO ¥ 320YHOTO OTAEICHUH

2. IIposepka camocTosTenbHOM padoTel (OC Ne 4, Tema 5,6 3agaHue 2) - A7l OYHOTO OTIICICHUS

3.3amanue ansa camonoarotoBku (OC Ned 3amanue 2) - 171 3209HOTO OTAETICHUS

Haznauyenue 1 8 2 4 - 2 1 6 - 2 1 8 3Hamop:
Tema 6. Cucrema | WHGOPMAIMOHHO-CIPABOYHON OK-5 — OCHOBHBIE
MHQOPMAILMOHHO- | JOKYMEHTAllUd B YIPaBICHYECKON 3aKOHOJATEJIbHbIE u
CIIPaBOYHOMU JIESITETILHOCTH. XapaxkTepucTHKa HOPMAaTUBHO-METOINYECKHUE
JOKYMCHTalUU. OCHOBHBIX BUJIOB CIIpaBOYHO- JOKYMEHTBI B obmacTu
I/IH(bOpMaI_[I/IOHHI)IX n CIpaBOYHO- JOKYMEHTAalUOHHOT'O
AHATUTHYECKUX JTOKYMEHTOB. oOecrieueHHs yIIpaBIICHIS,
Iportokomner. TpeboBaHus K — TEPMHHOJIOTHIO B
COCTaBICHHUIO H  O(QOPMIICHHIO. 0o01acTH  HOKYMEHTAI[HOHHOTO
Ilonueile w  kpatkue  QOPMEI obecrieueHuns yIpaBJICHNUS;
MPOTOKOJIOB. — TpeboBaHUs K OJIaHKaM U
AKTHI. TpeboBanus K COCTaBY PEKBU3HUTOB JAEJIOBBIX
0(OPMIICHHIO aKTOB. JIOKyMEHTOB;
IIpouenypa MHOATOTOBKH, — OCHOBHBIC BHJIBI
COCTaBJICHHE u  odopmieHHe OpraHMU3aI[MOHHO-
JOKJIAIHBIX u OO0BSICHUTEIBHBIX pacunopsaanuTECIbHBIX

13




HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI

113

KCP

CPC

JI

113

KCP

CPC

JI

113

KCP

CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

3aMlHCOK, CIPaBOK,  3asBIICHUH,
NPEJICTABJICHUMN, NPEATIOKCHUN U
ap.

JOKYMEHTOB W METOIUKY HX
COCTaBJICHUS U O(OPMIICHHS;

ymemp:

— odopMIsITH  PEKBU3UTHI
JeJIOBBIX JOKYMEHTOB;

— TPaBWIBHO COCTAaBIIATH H
opopmiaTh Hamboliee Ba)KHBIC

JIOKYMEHTBI CUCTEMBI
OpraHU3alMOHHO-
pacnopsauTenbHOU u

MH()OPMALMOHHO-CIIPABOYHON

JOKYMEHTaIlUl B COOTBETCTBHH

C HOPMaMHU U MPaBUIIAMH;
enaoemp:

— HaBBIKAMH BeCHUS
HEOOXOJUMOH  JTOKyMEHTAaLlUH
o CO3IaHHIO CHCTEMBbI
obecrieyeHnsi  KadecTBa W
KOHTpOJIA ee 3P PeKTUBHOCTH;

— HaBBIKAMH oopmireHHs
Han0oJjee BaXKHBIX TIOKYMEHTOB
CUCTEMBI OpraHHU3alOHHO-
pacnopsiAuTeNIbHON u
nH(pOpMaLMOHHO-CIPABOYHOM
JIOKYMEHTAI[H1 B COOTBETCTBUU
C HOPMaMH M TIPaBHJIAMH ;
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Bropker yueGHOro BpeMeHH, 4
HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
A | I3 [ KCP [CPC| 71 | I3 [KCP|CPC| J | 13 | KCp | cpc | ‘o
Buo npaxmuuecxoeo 3ansmus — IpakTHKYM TIO PEIIICHUIO 3aJaHUN U 33134
Cooepoicanue 3ansamus : 3aKpenyieHue 3HaHWH cenu(pUKH CIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB U OTpabOTKa YMEHUs IPUMEHSTh NIPaBuiia 0pOPMIICHHST PEKBU3UTOB Ha
3THX TOKYMEHTaX;
3aoanusa: cm. OC Ne 4 «KoMIuieKkT 3ajaHuiil U 3a1a4 JUIsl IPOBEACHHS MPAKTHYECKUX 3aHATHI», TeMa 5,6 paszaenst: [IpoTokonsl, AKThI, JlokIaaHbIe U O0BICHUTEIBHBIC 3AIIUCKU
3amaHus , 3aganue Nel (Ne 2- mo mpoTokouny,4 -1o akTy ,3 U 7- 1Mo 3ammcKam).
Ilepeuensv pexomeno08anHol IUmMepamypbl Oisi NOO2OMOBKU:
OcHosHo#: 1-3
JlononuurtensHbIi: 1-8
3adanue ons camocmosmenvHoll pabomol:
— 1popaboTKa JEKLUH - BKIIFOYAeT YTeHUE KOHCIIEKTa JICKIUH, TPO(eCCHOHANBbHOMN JINTEPaTyphl, IIEPUOJHYECKUX U3JaHNUI;
— TOATOTOBKA K ITPAaKTHYECKUM 3aHATHSIM - BKJIFOYAET YTCHUE MPO(ECCHOHAIBLHOM JIUTEPaTyphl, pEIICHUE 3a1a4 U 3aJJaHnH.
Ilepeuens yuebno-memoouuecko2o obecnevenuss 0 CamoCmoamenbHol pabomsl 00YUAIOUUXCA:
OcHoBHoii: 1-3
JlomonHuTtenbHbIH: 1-8
Dopma konmpoas (8 coomgemcmeuu ¢ POHOOM OYEHOUHBIX CPEOCME):
1. Onenka pe3ynbraToB npaktuaeckux padot (OC Ned Tema 5,6 pazmensr: [Iporokon, AkT, JlokaagHble 1 00BSICHATENFHBIC 3aIMCKH) - IJIST OYHOTO W 3209HOTO OTACTICHUHN
2.3ananus qys caMmokoHTpouist (OC Ned,rema 5,6 3ananus 3,4,5)- 17151 OYHOTO U 320YHOTO OTACICHUI
IlpaBuna u TtpeboBanust Kk | 2 2 - 2 - 2 1 6 - 2 1 6 3HaAmMb:
Tema 7. JenoBoMy nucbMy. COBOKYIMHOCTB OK-5 — OCHOBHBIE
CuiyxeOHast PEKBH3UTOB O(UIIMATBEHOTO THCHMA 3aKOHO/ATEIIbHBIE "
nepenucka U npaBwia ux odopmiieHus. SI3bIk HOPMaTHBHO-METOANYECKHE
U CTWIb O(QUIHUAIBHBIX IHCEM. JIOKYMEHTHI B obnacti
CtpykTypa mTHCbMa. OTHKET B JIOKYMEHTallUOHHOTO
JIEIIOBO IIEpENUCKE. o0ecrieyeHns yIpaBIICHNS;
OcHOBHBIE TpeOOBaHUS K — TEPMUHOJIOTHUIO B
TEKCTY CIy>KeOHOTO MUChMA. obnmactT  JJOKYMEHTAI[MOHHOTO
OtnenbHbIE BUJIBI obecrieueHuns yrpaBIICHNUS;
mIceM (mH(bDOpMAaIIOHHOE, — TpeOoBaHUS K OJaHKaM H
rapaHTHHHOE, MTUCEMO-OTBET, COCTaBy PEKBHU3UTOB JICJIOBBIX
MUCHMO-3a1poCc, JIOKYMEHTOB;
COIIPOBO/INTEIHHOE TIHCHMO). — OCHOBHBIE BH/JIBI
MexayHapoaHas OpraHU3aIOHHO-
MepenrcKa CrpykTypa u pacropsauTeTbHBIX
CMBICIIOBBIE YacTh MucbMa. CTHIb JOKYMEHTOB M METOAMKY HX
TEKCTOB W O(QOpPMIICHHE IEIOBOTO cocCTaBIICHUS U 0(pOPMIICHNS;
MHCHMA. ymemb:
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HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI

113

KCP

CPC

JI

113

KCP

CPC

JI

113

KCP

CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

— 0pOpMIIATH  PEKBHU3HTHI
JICIIOBBIX JOKYMEHTOB;

— MPaBHIBHO COCTABISTH H
oopmisATh HauboJice BaXKHBIC

JOKYMEHTEI CHCTEMBI
OpTaHM3aIOHHO-
pacnopsauTEIbHON u

HH(POPMAMOHHO-CIIPABOTHON

JOKYMEHTAIlHd B COOTBETCTBUH

C HOPMaMHU U MPABUIIAMH;
enaoemp:

— HaBBIKAMHU BEJICHUS
HEOOXOIMMOIM  JTOKYMEHTAlUU
no CO3JIaHHUIO CHCTEMBI
obecrieueHus: ~ KadectBa U
KOHTpOJIA ee 3P PeKTUBHOCTH;

— HaBBIKAMH oopmireHHs
Han0oJee BaXKHBIX TOKYMEHTOB
CHCTEMBI OpraHU3aOHHO-
paciopsIuTeIbHON "
UH(POPMALMOHHO-CITPABOYHOM
JIOKyMEHTAI[H1 B COOTBETCTBUU
C HOPMaMH M TIPaBHJIAMH ;
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Bropker yueGHOro BpeMeHH, 4
HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
A | I3 [ KCP [CPC| 71 | I3 [KCP|CPC| J | 13 | KCp | cpc | ‘o

Buo npaxmuuecxoeo 3ansmus — IpakTHKYM TIO PEIIICHUIO 3aJaHUN U 33134

Coodeporcanue 3anamust : 3aKpeIyICHUE 3HAHUN CIICIU(UKH ICIIOBOY NEPENUCKH U 0TPabOTKa YMEHUS IIPUMCHSATH TpaBuiia 0(hOPMIICHHS PEKBH3UTOB HA CITY)KCOHBIX MTHChMAX;

3aoanus: cMm. OC Ne 4 «KoMITIEKT 3ajaHUi ¥ 3a]1a4 JJIs TIPOBEJICHUS IPAKTUYCCKUX 3aHATHIY, TeMa 7 3amanue Nel ( Nel, 2, 3)

Ilepeuenv pexomeno06anHol iumepamypbi Oisi NOO2OMOBKU:

OcHoBHoii: 1-3

JlononuurtensHbIi: 1-8

3adanue ons camocmoamenvHoll pabomul:

— mpopaboTKa JIEKIHUHT - BKIFOYAeT YTEHHE KOHCIIEKTa JISKIHH, MPOo(eCCHOHATBHOM TUTEePaTyphl, NEPHOIMYECKUX 3 TaHHIA;

—  OTBETHI Ha TEOPETHYCCKHE BOTIPOCHI IO Pa3Ieiy;

— MOJArOTOBKA K MPAaKTUYECKUM 3aHSATHSAM - BKIIIOYACT YTCHHE MPOGECCUOHATBHOM TUTEPATYPHI, PEIICHUE 3a/1a4 U 3aJaHHH .

Ilepeuens yuebno-memoouuecko2o obecneuenuss 0usi CamMoOCmoamenbHol pabomsl 00YUAIOUUXCA:

OcHoBHoit: 1-3

JlomonHuTtenbHbIMH: 1-8

Dopma konmponsa (6 coomsememauu ¢ PoHOOM OYEHOUHBIX CPEOCMB):

1. Ouenka pe3ynbraToB npakTudeckux pabot (OC Ned KommuiekT 3amaHuil M 3a/1a4 JJIs IPOBEACHUS IPAKTHYECKUX 3aHATHIIY, Tema 7 )

2. CobecenoBanne (OC Ne3 «IlepedeHs BOIIPOCOB ISt coOEceIOBaHIS», TeMa 4.1) -1t OYHOTO OTACICHHUS

3.3amanns mis camokoHTpost (OC Ne 4, 3amanue 2)- 1151 O9HOTO U 3209HOTO OTIEICHUI

CoctaB U BHIBI TOKYMEHTAILUH IO 2 4 - - - 2 1 4 - - 1 6 3HAmMBb:
Tema 8. JIUYHOMY COCTaBy. OK-5 — OCHOBHBIE
JIOKyMEHTHI 110 YHudunupoBaHHbIE hopMbr 3aKOHOIaTeIIHHEIC u
JUYHOMY COCTaBY. | JOKYMEHTOB. HOPMAaTUBHO-METOIMYECKIE
Cocrapienune ITpukas. Odopmienue mnpuéma Ha JIOKYMEHTBI B obnacTtu
JTUYHBIX paboty. IlepeBom Ha Apyryio JIOKyMEHTaIIMOHHOT O
JIOKyMEHTOB paborty. IlpenocraBneHue OTHmycKa. obecrieueHus ynpaBlIeHUs;

YBonbHEHHE C pabOTHI. — TEPMUHOJIOTHIO B

CocraBiieHHe JUYHBIX JOKYMEHTOB obnmactT  JJOKYMEHTAI[MOHHOTO

(pesrome,
XapaKTepUCTHUKa,
JOBEPEHHOCTb, PACIIHCKA)

aBToOHOTpadus,
aHKeTa,

o0ecIreueHH s yIpaBIeHNUS;

— TpeOoBaHUS K OJaHKaM H
COCTaBy PEKBU3HTOB JEJOBBIX
JOKYMEHTOB;

— OCHOBHBIE
OpTaHM3aIMOHHO-
pacnopsguTeNIbHBIX
JOKYMEHTOB W METOJAMKY HX
cocTaBIIeHUS U 0(pOPMIICHNS;

ymemp:

— 0hopMISITh

BUIBI

PEKBU3UTHI
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HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI

113

KCP

CPC

JI

113

KCP

CPC

JI

113

KCP

CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

JICIIOBBIX JOKYMEHTOB;
— MPaBHIBHO COCTABIATH H
oopmiIsATh HauboOJice BaXKHBIC

JIOKYMEHTBI CHCTEMBI
OpTaHM3aIOHHO-
pacnopsauTEIbLHON u

HHPOPMAMOHHO-CIIPABOTHOM

JOKYMEHTAIlHd B COOTBETCTBUH

C HOPMaMH U NPaBHIIAMH;
enaoemp:

— HaBbIKaMH BCCHUA
HEOOXOIMMOI  JTOKYMEHTalluu
1o CO3JIaHHUIO CHCTEMBI
obecrieueHusi ~ KadectBa U
KOHTPOJIS ee 3 PEKTUBHOCTH;

— HaBBIKAMH oopmireHHs
Han0oJee BaXKHBIX TOKYMEHTOB
CHCTEMBI OpraHU3alOHHO-
pacropsIuTeIbHON "
MH(POPMALMOHHO-CITPABOYHOM
JOKYMEHTALlMU B COOTBETCTBUH
C HOpMaMU U IpaBUJIAMH |
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Bropker yueGHOro BpeMeHH, 4
HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
A | I3 [ KCP [CPC| 71 | I3 [KCP|CPC| J | 13 | KCp | cpc | ‘o
Buo npaxmuuecxoeo 3ansmus — IpakTHKYM TIO PEIIICHUIO 3aJ]aHUN U 33134
Coodeporcanue 3anamust : 3aKperyicHUE 3HAHUN CIeU(PUKU 0QOPMIICHHsT JOKYMEHTOB IO JTHYHOMY COCTaBY U OTPabOTKa YMECHHUS MPUMCHSTH TpaBmia 0QOpMIICHUS PEKBU3UTOB
Ha 3THX JoKyMmeHTax Ha [1K;
3aoanus: cm. OC Ne 4 «KommekT 3aiaHuii ¥ 33124 JJIs TPOBEJICHUS TPAKTUYECKHUX 3aHATHI Y, TeMa §
Ilepeuensv pekomen008aHHOU TUMeEPAMypsbl 05 NOO2OMOBKU:
OcHoBHoii: 1-3
JlononuurtensHbIi: 1-8
3adanue ons camocmoamenvHoll pabomui:
—  MpopaboTKa JIEKIHUHi - BKIFOYAST YTCHHUE KOHCIIEKTA JISKINH, MPO(eCCHOHATBHOM TUTePaTyphl, NEPHOIMYSCKUX H3TaHHIA;
—  OTBETHI HAa TEOPETHUUECKHE BOMIPOCHI MO pa3JIeNy;
— MOJArOTOBKA K MPAKTUYECKUM 3aHSITHSAM - BKIIIOYACT YTCHHE MPOGECCUOHATBHO TUTEPATyPhI, PEIICHUE 3a/1a4 U 3aIaHHI.
Ilepeuens yuebno-memoouuecko2o obecnevenuss 0us CamMoCmosmenbHol pabomsl 00YUAIOUUXCA:
OcHoBHoli: 1-3
JlomonHuTtenbHbIH: 1-8
Dopma konmponsa (6 coomsememauu ¢ PoHOOM OYEHOUHBIX CPEOCMB):
1. Onenka pe3ynbraToB npakTudeckux padot (OC Ned «KoMrurekT 3agaHuil U 33134 U IPOBEACHUS MPAKTHICCKIX 3aHIATUN», TeMa 8 - IUII OYHOTO OTEIICHHS
2. Cobecenoranne (OC Ne 3, Tema8 )- 1j1st OYHOTO OTHCICHHS
3. 3apanus gy camokoHTpodist (OC Ne 3, tema 8; OC Ne 4, Tema 8)- 1151 3a04HOTO OTIETICHHS
[omsatne  «moOKyMeHTOOOOpOTaY. | 2 - 2 2 2 - 1 6 - - - 12 3Hamb:
Tema 9. IIpaBuna opraHu3alnuu OK-5 — OCHOBHBIE
Opraauzanus JIOKyMeHTOoOOopoTa. Yuer o0bemMa 3aKOHOJATEeNbHBIC u
paboThI ¢ JIOKyMeHTo000poTa.  OCHOBHBIE HOPMAaTUBHO-METOANYECKIE
JIOKYMEHTaMHU 3Talbl W TMPHHIUIOBL PabOTHl ¢ JIOKYMEHTBI B obnacTtu
BXOJSIIIUMK,  HUCXOAALIMMH W JIOKyMEHTaIIMOHHOT O
BHYTPEHHUMH JJOKYMECHTaMH. obecrieueHus ynpaBlIeHUs;
[TpaBuia perucTpanuu u — TEPMUHOJIOTHIO B
WHJICKCAIINH TOKYMEHTOB. DopMBI 00acTH  HOKYMEHTAI[HOHHOTO
peTUCTpaIHH. KonTpois oOecrieueHHs yIIpaBIICHIS,
UCIIOTHEHUS TOKYMECHTOB. — MpaBWiia  OpTaHU3AINH
JIOKyMEHTO0000pOTa;
ymembp:
— oopMIIATE  PEKBHU3UTHI
JIEIIOBBIX JJOKYMEHTOB;
— TPaBUIBHO COCTABJIATH U
opopMIISITh Hamboliee Ba)KHBIS
JIOKYMCHTBI CHCTEMBI
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Bropker yueGHOro BpeMeHH, 4
HaumeHnoBanue Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus Ko Jrtansl popMupoBaHus
Pazaena/rembl AnnOTAWM pazieda o0yuyeHust omne: KOMIIETeHLHH
7 | 13 | KCP [CPC | J_ | 13 | KCP | CPC | I m3_| KCp_| cpc | oM
OpraHU3aIMOHHO-
pacnopsauTEIbHON u
UH(POPMAIUOHHO-CIIPABOYHON
JIOKYMCHTAI[UK B COOTBETCTBUHU
C HOpMaMH U TIpaBUIIaMH;
en1ademo:
— HaBBIKAMH BEJICHUS
HEOOXOIUMOW  JTOKyMEHTAallu!
o CO3/IaHUI0 CUCTEMBI
oOecrmieyeHHuss ~ KayecTBa U
KOHTPOJIS e 3 PEKTUBHOCTH;
— HaBBIKAMHU odopmieHus
HanOoJee BaXKHBIX JOKYMEHTOB
CHUCTEMBI OpraHu3aI[HOHHO-
pacnopsiAUTEIbHON u
HHPOPMAINOHHO-CIIPaBOYHON
JIOKYMEHTAIIUN B COOTBETCTBUU
C HOpMaMH U IPaBHJIaMH
3adanue ons camocmosmenvHoll pabomol:
— MpopaboTKa JIEKIUH - BKIFOYAST YTCHHUE KOHCIIEKTA JeKIHH, MPO()eCCHOHATBFHON TUTePaTyphl, MEPUOTUIECKUX U3TaHHIA;
—  OTBETHI HA TEOPETHUYECKIE BOTIPOCHI IO Pa3/ieiy;
Ilepeuens yuebno-memoouueckoeo obecneuenus 0is CAaMOCmMoamenbHol pabomvl 00YUAIOUUXCA:
OcHoBHoii: 1-3
JomonHuTtenbHbIi: 1-8
Dopma konmpons (8 coomeemcmeuu ¢ PoHooOM OYeHOUHbIX CPeOCmB):
1. Cobecenopanne (OC Ne3 «IlepedeHb BOpOCOB JJIsl coOeceioBaHus», TeMa 9) - Uik OYHOTO OT/EeNICHUS
2. Bonpocsr mitst camokoHTpoutst ( OC Ne3 «IlepedeHs BOIIPOCOB ISt cOOECeTOBAHUS», TeMa 9) - I 3209HOTO OTICICHUS
[lonaTne «HOMEHKIATypa ey, 2 2 - 2 0,5 - 0,5 4 - - - 12 3HAMBb:
Tema 10. BUBI HOMEHKJIATYphI Oel. OK-5 — OCHOBHEIE
Cucremaruzars TpeboBanus, TUpeABABISICMBIE K 3aKOHOJIaTEIIHHEIC u
U XpaHEHHE COCTaBJICHUIO HOMCHKIIATYPHI JICIT. HOPMATHBHO-METOMYCCKUEC
YIPaBICHYECKAX ®dopmupoBaHUe Tt B JIOKYMCHTBI B obiacti
JIOKYMECHTOB opranuzanui.  TpeboBaHUS K JIOKYMEHTAIHOHHOTO
(hopmupoBaHHIO 7. o0eCreyYeHH s yIIPaBIICHHS,
DKcnepTusa [IEHHOCTH — TEPMHHOJIOTHIO B
JIOKYMCHTOB. TpeboBanws, 0o0nacTl  JJOKYMEHTAIlMOHHOTO
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HaumeHoBanue
Pa3nena/Tembl

AHHOTAUMA pasjaena

Bropker yueGHOro BpeMeHH, 4

Ounas ¢popma 00ydyeHus

Ou4Ho-3204Has ¢popma
o0ydeHust

3aounas ¢popma o0ydeHus

JI

113

KCP

CPC

JI

113

KCP

CPC

JI

113

KCP

CPC

Koabt
KoMIIe-
TeHUMH

Jrtansl popMupoBaHus
KOMIeTeHIIUU

MpCABABIIAEMBIC K OpraHU3alluu U
IMPOBEACHUIO OKCIICPTU3BL
HCHHOCTU JOKYMCHTOB.

obecrieueHuns yIpaBJIeHNUS;

— TpeOoBaHUs K OJaHKaM H
COCTaBy PEKBHU3UTOB JIEJIOBBIX
JOKYMEHTOB;

— OCHOBHBIC BUJIBI
OpraHU3aLHOHHO-
PaCIIOpSIUTENBHBIX
JOKYMEHTOB ¥ METOAUKY HX
COCTaBIICHUS ¥ 0)OPMIICHHS;

— mpaBuwia  ohOpMIICHUS
HOMEHKJIaTypBbI JIel;

— mpaBmiIa nepenavn
JOKyMEHTOB Ha XpaHEHHE;

ymems:

— 0pOpMIIATH  PEKBU3HTHI
JEJIOBBIX JOKYMEHTOB;

— TPaBUIBHO COCTABIIATH H
opopmisaTh Hamboliee Ba)KHBIC

JOKYMEHTEI CHCTEMBI
OpTaHM3aIIOHHO-
pacIopsIIuTeNbHON "

MH()OPMALIMOHHO-CIIPABOYHON

JOKYMEHTal[Ml B COOTBETCTBHH

C HOPMaMH U MPABUIIAMH;
enaoemp:

— HaBBIKAMH BeJICHHS
HEOOXOMUMON  JTOKYMEHTALluu
1o CO3JIaHHUIO CHCTEMBI
obecrieueHns ~ KadectBa W
KOHTpOJIA ee 3P PeKTHBHOCTH;

— HaBBIKAMHU odopmireHHs
HanOosee BaXKHBIX JOKYMEHTOB
CHCTEMBI OpraHHU3alIOHHO-
pacnopsiAuTeIbHON u
nHPOPMAIMOHHO-CIIPAaBOYHON
JIOKYMEHTAI[H B COOTBETCTBUU
C HOPMaMH U TIPaBUIIAMH
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HaumeHoBanue
Pa3nena/Tembl

Bropker yueGHOro BpeMeHH, 4
Koasl
Ounas ¢popma 00ydyeHus Ou4Ho-3204Has ¢popma 3aounas ¢popma o0ydeHus
AHHOTanMsl pa3jena obyuenus KOMIIe-
A [ 13 [ KCP [CPC| J1 | m3 [KCP]CPC| 7 | 13 | Kcp | cpc | ‘emu

Jrtansl popMupoBaHus
KOMIeTeHIIUU

Buo npaxmuuecxoeo 3ansmus — PellieHre TECTOBBIX 3aJJaHUI TI0 BApUAHTaM
Codeporcanue 3ansmusi: IPOBEPKa 3HAHUIN U YMEHHIA 10 BCEMY MAaTEPHATY TUCIIMILTHHBI
3aoanus: cm. OC Ne2 «KOMIUTEKT TECTOBBIX 3aaHUi

Iepeuenv pekomen008aHHOU Tumepamypbvl st HOOZOMOBKU .

OcHoBHoH: 1-3

JlononuurtensHbIi: 1-8

3adanue ons camocmoamenvHol pabomui:

— mpopaboTKa JIEKIHUHT - BKIFOYAeT YTEHHE KOHCIIEKTa JISKIHH, MPOo(eCCHOHATBHOM TUTEePaTyphl, NEPHOIMYECKUX 3 TaHHIA;

— OTBCTHI HAa TCOPCTUICCKUC BOIIPOCHI IO PA3ACITY,

— MOJATOTOBKA K MPAKTUYECKUM 3aHSITHSM - BKIIIOYACT YTCHHE MPOGECCUOHANBHOM TUTEPATy P, PEIICHUE 331a4 U 3aJaHHI 110 BCEMY KypCy.

Ilepeuens yuebno-memoouuecko2o obecneuenuss 0usi CamMoOCmoamenbHol pabomsl 00YUAIOUUXCA:
OcHoBHoit: 1-3

JlomonHuTtenbHbIMH: 1-8

Dopma konmponsa (6 coomsemcmeuu ¢ PoHOOM OYEHOUHBIX CPEOCMB):

1. OneHka pe3ynbTaToB pemieHus TecToBbix 3aaanuii (OC Ne 2 o 4BapuanTtam) -1 OYHOTO OTAENECHUS
2. CobecenoBanue (OC Ne3, tema 10) - 111 OYHOTO OTACTICHHS

3. Bonpocsr mist camokoHTpoirst o TeMe ( OC Ne 3, Tema 10) - 1t 3a09HOTO OTICTICHAS

HTOroBbIil KOHTPOJIB 10 AUCIUILINHE:

1. UtoroBas xouTponbsHast padbota (OC Ne5 «TeMbl Ui UTOTOBOM KOHTPOJIBHOM PaOOTHI») - IS 3209HOTO OTIICIICHUS
2. TectupoBarne (OCNe2 no 4 BapuaHTOB «DOH/I TECTOBBIX 3aJaHUIT») - IUTSI 3a09HOTO OTICIICHHUS

3. Ox3ameH (OC Ne6 «Bormpocs! k Ik3aMeHy»)

IMoaroroBKa K IK3aMeHy: 36 36 9
Bcero: | 18 ‘ 30 ‘ 6 ‘ 18 | 6 ‘ 10 ‘ 8 ‘ 48 2 ‘ 6 ‘ 4 ‘ 87
Hroro: 108 108 108
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4. ®oH/ OLIEHOYHBIX CPEACTB ISl MPOBEAeHUS MPOMEKYTOUHOM ATTeCTAUM 00yYAOIIUXCS
10 AUCHUILINHE / MOAYJII0

@DoH/ OLEHOYHBIX CPEACTB — KOMIUIEKT METOJUYECKHUX MaTepHaloB, HOPMHUPYIOUIMX MPOLETyPhI
OLICHMBAHUSI  pe3yNbTaTOB OOyuYeHHs, T.6. YCTAHOBJICHHMS COOTBETCTBUS Y4YEOHBIX JOCTHXKCHUH
3aITaHUPOBAHHBIM pe3ylibTaTaM O0ydeHusl U TpeOOBaHUAM O00Pa30BATEIBHBIX MPOTPaMM, PadOUUX MPOrpaMM
JUCLUIUINH / MOIYJEH.

®OC kak cucTeMa OLIEHUBAHUS COAEPKUT:

—IlepeyeHh KOMIIETEHIM C YKa3aHHMEM JTalnoB WX (OPMHUPOBAHHS B TIPOIECCE OCBOCHUS
00pa3oBaTeIbHOM MPOTPAMMBIL;

—Ilokazarenn W KpUTEPUM OLCHWBAHUS KOMIICTCHIIMA HA Pa3MYHBIX dTamax HX (OPMHUPOBAHHS.
[ITkana oneHrBaHUs cHOPMHUPOBAHHOCTH KOMIICTEHIINY;

—TunoBsie KOHTPOJIBHBIE 33AaHUS WU HHbIE MaTepHalibl, HEOOXOAUMBIE AJISl OLCHKH 3HAHUH, YMEHUH,
HaBBIKOB M (MJIM) OIBITA JIESATEIBHOCTH, XapaKTepU3yIOLINX 3Tanbl (OpPMUPOBaHMS KOMIIETEHIM B Mpolecce
OCBOCHUS 00pa30BaTEILHON TPOTPAMMBI;

—MeToandyeckue MaTepHaNbl, OMPEACISIONNE MPOIETypPhl OIICHUBAHUS 3HAHUM, YMECHUMN, HABBIKOB U
(uu) ombITa IEATETHHOCTH, XapaKTEPU3YIOMIHX 3Tarbl (OPMUPOBAHUS KOMITECTCHITHH.

DOC odopmiien kak [punoxkenne k paboueit mporpaMme TUCIUTUINHBL.

5. Meroauyeckue peKOMEHAANUHM 1JIs1 00Y4AIOLIMXCS 110 OCBOCHUIO AUCHMILIMHBI / MOLYJIsl

Memoouueckue pekomenoayuu npu pabome Ha0 KOHCHEKMOM 80 8peMsi NPOBEOeHUS 1eKYUU

B xo/ie 1eKIMOHHBIX 3aHATHH HEOOXOUMO BECTH KOHCIIEKTHPOBaHHE y4eOHOTo Marepuana. Oomuue u
YTBEpAMBIINECS B IPAKTUKE MPABHJIA U IPUEMbI KOHCIIEKTUPOBAHHS JICKITHA:
- KoHncnektupoBanue JeKIHN BEAETCS B CHENMAIBHO OTBEACHHOM IS ATOTO TETPaiy, KaKIbld JIUCT
KOTOPOH JIOJDKEH HMETh TIIOJIs, Ha KOTOPBIX MENAlOTCS IOMETKH W3 PEKOMEHJOBAaHHOW JIUTEPATYpHI,
JOTIONHSIFOIIUE MaTephall MPOCITYIIaHHOW JIEKIIMH, a TaKKe MOJYEPKHBAIONIME OCOOYI0 BaKHOCTH TEX WIIU
WHBIX TEOPETUUECKUX TIOJOKEHHIH.
- HeoGxomumo 3anuceiBaTh TeMy M IUIaH JIEKLWH, PEKOMEHIYEMYIO IUTEpaTypy K Teme. 3allucH
pa3aenoB JIEKIUH JO0JDKHBI UMETh 3aroJIOBKH, MO/A3aroJIOBKH, KpacHbIe CTPOKH. JIJIsi BBINENICHUS pa3ziesoB,
BBIBOJIOB, ONPE/IEIICHUI, OCHOBHBIX e MOKHO HCIIOJIB30BaTh LIBETHBIE KapaHIAIIH U (IIOMACTEPHI.
- HazBaHHble B JIeKIIMM CCBUIKM Ha TIEPBOMCTOYHUKMA HAJ0 IOMETUTh Ha TMOJNSAX, YTOOBI IpH
CaMOCTOSITENTLHOM paboTe HAWTH U BIUCATH UX.
- B koHcmekTe NOCIOBHO 3alMCHIBAIOTCS ONPEACTICHUS MOHATHH, KaTeropuii m 3axoHoB. OcrtanbHOe
JIOJDKHO OBITB 3aIMCaHO CBOMMU CJIOBaMHU.
- Kaxnomy cTyaeHTy HeoOXOIMMO BBIPa0OTaTh W HMCIHOJB30BATH JOMYCTHMbBIE COKpAlIeHUs HauOouee
pacnpoCTpaHEHHBIX TEPMHHOB M MOHSTHIA.
- B KkoHCHEKT ciefyeTr 3aHOCHTH BCE, YTO MperojaBaTelb MUIIET Ha JOCKE, a TaKKe PEeKOMEHIyeMble
CXEMBI, TAOJUIIBL, JHArpPaMMBI U T.]1.

Memoouueckue pexomenoayuu no n0O20MosKe K NPaKmuieckum 3aHamusim

Lenplo TpakTHUECKUX 3aHITHH SBISETCS YrIIyOJeHHWEe W 3aKpeIICHHE TEOPETUYECKUX 3HAaHHA,
MOJYYEHHBIX CTY/JICHTAMU Ha JISKIUSIX M B IMpOIecce CaMOCTOSTENFHOrO M3ydeHHs y4eOHOro marepuana, a,
ClIeZIoBaTeNbHO, HOPMUPOBAHUE Y HUX ONPEEIICHHBIX YMEHUN 1 HABBIKOB.

B xoze moaroToBku K MpakTHUECKOMY 3aHSATHIO HEOOXOAWMO MPOYUTATh KOHCHEKT JICKIUH, U3YUHTh
OCHOBHYIO JIUTEPATypy, O3HAKOMHUTbCS C JIOIIOJHUTEJIBHONW JIMTEPATYpPOH, BBINOJIHUTH BbIJAHHBIE
npenojaBareneM IMpakTHueckue 3amaHus. [Ipum 3ToM ydecTh peKOMEHIAlMU IpenojaBareis u TpeOOBaHUS
nporpaMMsl. JlopabaTbiBaTh CBOM KOHCIIEKT JIEKIHH, Jiefias B HEM COOTBETCTBYIOIIUE 3allUCH U3 JTUTEPATYPHI.
JKenaTenbHO NpU MOATOTOBKE K IMPAKTUYECKUM 3aHATUSAM I10 JUCLUUIUIMHE OJHOBPEMEHHO HCIOJb30BATH
HECKOJIbKO UCTOYHUKOB, PACKPBIBAOIINX 33/IaHHBIE BOIIPOCHI.

Memoouueckue pexomeHoayuu no OpeaHu3AYUU CamocmosamenbHoU pabomsi

CamocrostenbHas padora (mo B.M. Jamo «caMOCTOSTEIbHBIH — YeI0BEK, UMEIOIINNA CBOM TBEPbIC
YOCKACHUS») OCYIIECTBISACTCS MPH BeeX (PopMax OOyUCHHSI: OUHOH U 3a0YHOM.

CamocrosiTenibHas padoTa NMPUBOIUT CTYACHTA K IOJYYCHUIO HOBOTO 3HAHUS, YIOPSIOYCHUIO U
YIITyOJICHUI0 UMEIOIIMXCSI 3HAHUH, (POPMHUPOBAHHIO y HETO MPOPECCHOHANBHBIX HABBIKOB M YMEHHIA.
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CamocTrosiTenpHast padoTa BBIONHAET P PYHKIUIA:
- Pa3BHUBAOILYIO;
- HHPOPMALMOHHO-00YYaIOLIYIO;
- OPUEHTHPYIOIIYIO U CTUMYIHPYIOILYIO;
- BOCHHTHIBAIOLIYIO;
- HCCIIEI0BATEIBCKYIO.
Buasl camocrosTensHON paboThI, BEIOTHIEMBIE B paMKaXx Kypca:
KoncnextupoBanue mepBONCTOYHUKOB U APYTO yIeOHOH JINTEPATyPHI;
ITpopaboTka yueOHOro Matepuaia (o KOHCIEeKTaM, y4eOHOM 1 HaAyYHOH JuTeparype);
BrinonHenue pasHOypOBHEBBIX 3a/1a4 U 33JaHUI;
PaGora c Tectamu 1 BonpocaMu AJIsi CAMOTIPOBEPKH;
BrimmonHeHME HTOTOBOH KOHTPOIHHOU PabOTHI.
CryneHTaM pEeKOMEHIYeTCSl C CcaMOoro Hadaja OCBOGHMs Kypca paboTaTb C JIUTEpaTypoid u
npeasaraeMbpIMi  33JaHusIMH B (hopMe TOATOTOBKM K OYEpEeIHOMY ayAMTOpHOMY 3aHATHIO. llpm 3TOM
aKTyaJTM3UPYIOTCS UMEIOIINECS 3HAHUS, a TAKXKe co3/aeTcs 0asa /Ui YCBOGHHUS HOBOTO MaTepraia, BOZHUKAIOT
BOIIPOCHI, OTBETHI HA KOTOPBIC CTYJACHT I1OJIY4YacT B Ay AUTOPHU.

MOXHO OTMETUTh, YTO HEKOTOpbIC 3aJaHusl Ui CaMOCTOSITEIBHOW pabOThl MO KypCcy HMEIOT
ompezaeneHHyto cnenuduky. [Ipuy ocBoeHNM Kypca CTyIeHT MOXKET TOIh30BaThCs OMOIMOTEKON By3a, KOTOpas
B TIOJTHOW Mepe oOecliedeHa COOTBETCTBYIOIIEH JHUTEpaTypoil. 3HAYUTEIHHYIO TOMOINb B TIOATOTOBKE K
OUYEPEAHOMY 3aHSTHIO MOXKET OKa3aTh MMEIOLIMICS B Y4eOHO-METOJMUYECKOM KOMIUIEKCE KPaTKHH KOHCIIEKT
nexuii. OH )K€ MOXKET HCIIOJIb30BaThCS M TSI 3aKPEIUICHAS TTOTyYeHHOTO B Ay JUTOPHH MaTepraa.

agrwdE

Memoouueckue pexomenoayuu no pabome ¢ 1umepamypoul

Bcio nuTepaTypy MOXHO pa3feNuTh HAa Y4eOHMKHM M ydeOHbIe TOCOOMS, OpPHT'HMHAIBbHBIC HaydHBIC
MOHOTrpaU4eCKue MCTOUYHUKH, HaydHbIC IMyOJIMKAaLUU B MEPHOANYECKON meyatu. VM3 HUX MOXHO BBIIEJIUTH
JUTEPaTypy OCHOBHYIO (PEKOMEHAYEMYIO), AOMOJHUTEIbHYI M JHUTEpaTypy Ul yriIyOJISHHOrO H3y4YeHUs
JUCIUTITUHBL.

W3yuenne nUCHMIUIMHEL ClIEAyeT HAYMHATEH ¢ ydeOHHMKA, IOCKOJIbKY y4eOHHK — 3TO KHUIa, B KOTOPOH
M3JI0)KEHBI OCHOBBI HAYYHBIX 3HaHUHM MO ONpEAETICHHOMY HPEAMETY B COOTBETCTBHM C LEISIMH U 3aJaduaMH
00y4JeHus1, yCTAaHOBJIEHHBIMH IIPOTPaMMOii.

[Ipu pabote ¢ nmuTEpaTYpOil CIeyeT YIUTHIBATh, YTO UMEIOTCS Pa3INUHbIC BUIBI YTCHUS, U KAXK]IBIH 13
HHUX HCIIONb3YETCs HAa ONPEAETICHHBIX 3Tanax 0CBOCHUS MaTepuaa.

[IpenBaputensHOE UTEHHE HANpPaBICHO HA BBISBICHHE B TEKCTE€ HE3HAKOMBIX TEPMHHOB M TIOMCK HX
3HA4YEeHUs B CIIPABOYHOW JIMTepaType. B wacTHOCTH, NpW YTEHHM YKa3aHHOW IUTEpaTypbl HEOOXOIMMO
noapoOHeHIM 00pa3oM aHAIM3UPOBATh HOHATHS.

CkBO3HOE YTEHME MNpeArnoyaracT MPOYTEHUE MaTepHala OT Hadaida A0 KoHua. CKBO3HOE 4YTEeHHE
JUTEPATyphl U3 MPUBEACHHOTO CITUCKA AaeT BO3MOXHOCTH CTYJIEHTY C(HOPMHPOBATH CBOJI OCHOBHBIX TOHSITHH
U3 U3y4aeMoi 00J1acTH U CBOOOIHO BIIAaJETh UMH.

BribopouHoe — Hao0OpOT, MMEET LEIbI0 MOUCK M OTOOp MaTtepuaia. B pamkax mDaHHOro Kypca
BBIOOPOYHOE UYTCHHUE, KaK CIIOCO0 OCBOCHUS COJIEPKaHMsSI Kypca, JOJKHO MCIIOJIb30BATHCS TIPU MOATOTOBKE K
MIPAKTHYECKUM 3aHATHSIM 10 COOTBETCTBYIOIIMM pPa3/iesiaM.

AHanMTHYECKOE YTEHHE — 3TO KPUTUUECKUH pa300p TEKCTa ¢ MOCIEAYIOMINM €ro KOHCIIEKTUPOBAHUEM.
OcBoeHre yKa3aHHBIX TOHATHH OyzaerT HawOoiee d(P(GEKTHBHBIM B TOM CJly4Yae, €ClM MPH YTCHUU TEKCTOB
CTyJeHT OyJIeT 3aJaBaTh K 3TUM TEKCTaM BOMPOCHL. YacTh 13 3TUX BOIPOCOB CPOPMYIIMPOBAHA B IPUBEICHHOM
B ®OC nepeune BompocoB i cobecenoBanus. llepeyeHb 3THX BONPOCOB OrpaHUYEH, MOITOMY BaKHO He
TOJIBKO COJIEpKaHKNEe BOIPOCOB, HO CaM NMPHUHIIMIT OCBOEHHS IUTEPATYPBI C IIOMOLIBI0 BOIIPOCOB K TEKCTAM.

Lenbto U3yvaromero YTeHus SBIsIeTCs TITy0OKOe U BCECTOPOHHEE MOHUMaHue y4eOHOH HH(popMauu.

EcTbh HECKONBKO MPUEMOB U3YYarOIIETO YTEHHS:

1. Yrenue mo anroputMy mpeamnosnaraeT pazOueHue uHpoOpMaUUM Ha OJIOKH: Ha3BaHHUE;, aBTOD;
WCTOYHUK; OCHOBHAs HJiesl TeKCTa; (pakTHUeCKuii MaTeprall; aHaIH3 TEKCTa ITyTEeM COIIOCTABIICHUSI MMEIOLITIXCS
TOYEK 3pEHUs 110 pacCMaTPUBAEMBIM BOIIPOCAM; HOBH3HA.

2. Ilpuem mocTaHOBKH BONPOCOB K TEKCTY UMEET CICAYIOIINH aIroOpuT™:

— MEAJIEHHO MPOYUTATh TEKCT, CTAPAsICh MOHATH CMBICH U3JI0KEHHOTO;

—  BBIJICIIUTH KIIFOYEBHIE CIIOBA B TEKCTE;

— IIOCTapaThCsl IOHATh OCHOBHBIE UIIEH, IIOATEKCT U OOLIMIH 3aMBbICEII aBTOPA.
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3. Ilpuem Te3upoBaHus 3aKiroyaeTcs B (GOpMYyIMPOBAHUH TE3UCOB B BHJIE MOJIOKEHUH, YTBEPKICHUH,
BBIBOJIOB.

K sToMy MO>XHO 100aBUTh U MHBIE IPUEMBI: IpUEM pedepUpOBaHUsL, IPUEM KOMMEHTHPOBAHMUSL.

Baxnoil cocrapisiromieil J1000ro COMMOHOIO HAYYHOIO W3[JaHMA SBISIETCS CIHMCOK JIMTEpaTypbl, Ha
KOTOpYIO ccbutaeTcsi aBTop. [IpM BO3HMKHOBEHMH HHTEpeca K KakOi-TO 00CyxmaeMoi B TekcTe mpolieme
BCETJa €CThb BO3MOXHOCTb OOPaTUTbCA K CIIMCKY OTHOCSLIEHCS K HeW nurepaTypbl. B aTom ciydae Bcs
npobiema Kak Obl pa30MBaeTCs HA COCTaBJIAIOLINE YacTH, KaXIask U3 KOTOPBIX MOXKET U3y4aTbCs OTAEIBHO OT
npyrux. Ilpu 3TOM Ba)KHO HE TEpATh M3 BHAA OOLIMM KOHTEKCT M HE TOTPYXKaThCs Ype3MEpPHO B ACTaIH,
MOTOMY YTO TaKUM 00pa3oM MOKHO HE YBUAETH IJTaBHOTO.

6. Onucanue MaTepuAJIbLHO-TEXHUYECKOM 0a3bl, HEOOXOIUMOM JJIf1 OCYIIEeCTBJICHUS
00pa3oBaTeILHOIO NMpoIecca Mo JUCHUIIUHE / MOAYJII0, B TOM YHCJIe IJIs HHBAJIUI0B
U JINI C OTPAHMYEHHBIMHU BO3MOKHOCTSAMH 310POBbS

[lpy wu3ydeHMM JUCUWIUIMHBI HWCIONB3YIOTCS ayAWTOPHH, OOOPYAOBaHHbIC MYJIbTHMEAMHHBIMU
cpeacTBaMU 00yUeHHS: IPOEKTOPOM, HOYTOYKOM, HHTEPAKTUBHOHN TOCKOH.

Hcronp30BaHne HHTEPHET-PECYPCOB MPEIoaraeT IPOBEICHHE 3aHATHI B KOMIIBIOTEPHBIX KiIaccax ¢
BBIX0O/IOM B IHTEepHET. B KOMIBIOTEPHBIX KJIaccaX CTYISHTHI HIMEIOT JOCTYI K HH(OPMAIIHOHHBIM pecypcaM, K
0a3e JaHHBIX OMOINOTEKH.

JJis CTyIeHTOB ¢ OrpaHUYCHHBIMHA BO3MOXKHOCTSIMH 3[J0POBbSI HEOOXOAMMBI CHEUATBHBIC YCIOBHS
JUTSL TIONTy9eHHsT 00pa3oBaHMs. B 1ensX JoCTyImTHOCTH MMOTy4eH s BBICIIET0 00pa30oBaHMs 10 00pa30BaTeIbHBIM
nporpaMMaM MHBaJWJIaMH M JIMIAMH C OrPaHHYEHHBIMH BO3MOXKHOCTSMH 310pOBbs  HcTUTyTOM
obecrieunBaetcs: 1. Hamuume anbrepHatuBHON Bepcun oduumansHoro caiita Mucruryra B cetn «HTEpHET»
s cnaboBumsnmx; 2. [IpucyTcTBHE acCHCTEHTA, OKa3bIBAIOLIEr0 OO0YyYaromeMycs HEOOXOIMMYIO TTOMOIIb;
3./l MHBAIHMIOB M JIMI[ C OTPAaHMYCHHBIMH BO3MOXXHOCTSIMH 3I0pPOBBS IO CIyXy — IyOJMpOBaHHE BCIYX
CIpaBOYHON HWHQPOpPMAIMK O paclHUCaHWW YYEOHBIX 3aHATHH; oOeclieueHHe HaUIeKAIIMMU 3BYKOBBIMH
CpeICTBaMH BOCTIpOM3BeAeHUs HHpopMarmy; 4. [ WHBAIUIOB U JIUI] ¢ OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH
30pPOBBsI, MMEIONIMX HApyIICHUs ONMOPHO-ABUTATEIBHOTO amapara, CO3JaHbl MaTepHAIbHO-TEXHHYECKUE
yCIOBUSL O0ECTEYHBAIONINE BO3MOXKHOCTh OECHPENSITCTBEHHOTO JOCTyHa oOydaromuxcss B ydeOHbIe
MOMEIIEHHsI, OOBEKTY IMUTAaHWs, TyaJleTHbIE W JApyrue nomenieHus: VHCTuTyTa, a Takke NpeObIBaHHS B
yKa3aHHBIX MIOMEIICHHX (HATNYUE PACIIUPEHHBIX JABEPHBIX IPOEMOB, MOPYYHEH U APYTUX IPHCIIOCOOICHUI).

7. IlepeyeHb OCHOBHOW U 1ONOJIHUTEJbHOI yu4eOHOM JUTepaTyphl, He00X0AUMO¥ /IJIs1 OCBOCHUS
JMCUMILTHHBL / MOTyJIs”
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COAEPXXAHUE

[lepeuenp KOMNETEHIMH MO TUCIUIUIMHE ¢ YKAa3aHHEM 3TanoB MX (opmMupoBaHuS B
IporLecce OCBOCHUS 00pa30BaTEIBHON IIPOTPaMMBbI

1.1 I'pasxxnancko-npaBoBoii mpouib

1.2 YT010BHO-IIPABOBOM MPOdHIIH

[lokazaTenn W KpUTEpHM OICHUBAHUS KOMIICTEHIWI Ha PA3IMYHBIX JSTamax HX
¢dopmuposanust. [lIkana onennBanus chOPMHUPOBAHHOCTH KOMITETCHIIUH

ITacnopT OLEHOYHBIX CPEACTB MO AUCLUILIMHE «/{eT0npon3BOACTBOY

[lepedeHnb OIEHOYHBIX CPEACTB MO AUCITUILUIUHE «/]eI0mpon3BOACTBOY

TunoBble KOHTPOJIBHBIE 33aHUS WM WHBIE MAaTE€PHAaJbl, HEOOXOAUMEIE ISl OLEHKH
3HAaHWH, YMCHU, HABBIKOB U (MJIM) OMBITA JIEATSIHHOCTH, XapaKTePU3YIOIIUX dTaIlbl
(hOpMUPOBaHUS KOMITETEHIIHMI B IIPOIECCE OCBOCHUS 00Pa30BaTEIILHOM MPOrpaMMbI
Meroauueckue MaTepuaibl, OIpPEACISIONIMe TMPOIEAYPhl OIEHWBAHUS 3HAHUH,

YMEHMH, HaBBIKOB U (WJIM) OMNbITa JEATENbHOCTH, XapaKTepU3YIOLIUX 3TaIlbl
(bopMHUPOBaHUS KOMIIETCHIMI
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1. Ilepeuenb koMNeTeHUHH Mo JucHUIINHE «/lesonpouszBoacTBOY,
€ yKazaHueM 3TanoB ux ¢GopMupoBaHus B Npoliecce 0CBOeHHs 00pa3oBaTeJIbHON NMPOrPaMMbl

1.1. I'paxnaHcKo-NPaBOBOii M YroJIOBHO-NIPABOBOM Npoduib

ouHas ¢gopma o0yueHHs

[epedenp KOMIIETEHIMH ¢ YKa3aHHEM ITaNoB MX (GOpPMHUPOBAHHMS B IIPOLIECCE OCBOCHUs 00pa30BaTeIbHOI NPOrpaMMEI
Ne /n KOJl HaMMEHOBaHUE KOHTPOJIUPYEMOU HaMMEHOBAHUE JUCIUIUINHBI CEeMECTPBI
KOHTPOJIHN KOMIIETeHIIUU (dopmupyoLIel KOMIETSHIUIO 112(3[4]|5 7|8
pyemon
KOMITETEeH
LUK
5 CIOCOOHOCTBIO K KOMMYHHKALIMH B WHOCTPaHHBIH S3bIK B cepe +]+
YCTHOH M MMCbMEHHOH (hopmMax Ha IOPHUCTIPYCHINN
OK-5 PYCCKOM U HHOCTPAHHOM SI3BIKaX WHOCTPaHHBIN SI3BIK + 1t
JUISL pETLIEHNS] MEXKITMYHOCTHOTO H +
MEKKYJIbTYPHOTO B3aUMOAEHCTBHUS ACT0NPON3BOACTBO
04HO0-32049HAaA (opMa 00ydeHHA
nepedeHb KOMIETEHIUIT ¢ yKa3aHUEeM 3TanoB UX (JOPMUPOBAHU B IPOLIECCE OCBOSHUS 00pa30BaTeNbHOM IPOrpaMMEl
Ne n/n KOJl HaMMEHOBaHUE KOHTPOJIHPYEMOH HaUMEHOBaHUE CEeMeCTpBI
KOHTPOITU KOMIIETCHIMN JICIUTLTHHBI 112|3(4|5/6]7(8|9]10
pyemoit hopmupyromeit
KOMITETEH KOMITCTEHIIHIO
IIUH
5 CIIOCOOHOCTBIO K KOMMYHHKAIINH B WHOCTpaHHBIH A3BIK B +
OK-5 YCTHO U MIUCBMEHHO hopMax Ha cdepe IpUCTPYICHIIH
PYCCKOM U MHOCTPAaHHOM sI3bIKax A1 | VHOCTpaHHBIH A3BIK +
PELICHUs] MEXITNYHOCTHOTO U +
MEXXKYJIBTYPHOTO B3aUMO/ICHCTBUSI /lesonpoussoacTEo
3a04yHas ¢opma o0yueHust
niepeueHb KOMIETEHIUH ¢ YKa3aHHEM 3TanoB X (GOpMHUPOBaHHMS B ITPOIIECCE OCBOEHHS 00pa30BaTeNIbHOM MPOrpaMMbl
Ne KO HanMEHOBaHNE HaMMEHOBAaHUE JUCIUIUINHBI 3TaIbl POPMHUPOBAHUS
/11 | KOHTPO KOHTPOJIMPYEMOH (dopmupyroel KOMIETSHINIO KOMITETEHIINH
THpyeM KOMICTEHITHH 1 2 3 4 5
ofi Kyp | Kyp | Kypc | Kyp | Kyp
KOMIIET c c c c
SHIIUH
5 CMOCOOHOCTHIO K | MHOCTpPaHHBIN 3BIK B chepe +
KOMMYHHUKAIUU B | IOpUCIIPYACHIIMU
OK-5 | ycTHOM M TNHCBMEHHOH | MHOCTPAaHHBIN A3BIK +
(opMax Ha PYCCKOM H
WHOCTPaHHOM  SI3BIKaX +
JUIsSt pemeHuns
MESKJIMYHOCTHOTO u | ACTOMPON3BOACTEO
MEKKYJIbTYpPHOTO
B3aUMOJICHCTBUS
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2. Iloka3aTe/ M M KPUTEPUH OLIeHUBAHUS KOMIETEHIHIT HA PAa3JIMYHBIX ITanax ux (JOPMUPOBAHHUS.
IIkajbl oueHnBaHus C(POPMHUPOBAHHOCTH KOMIIETCHIMMA.

Ilacnopm__xomnemenyuu OK-5: ciocOOHOCTBIO K KOMMYHUKAIIMU B YCTHOH M HMHCbMEHHOH (opMax Ha

PYCCKOM U MHOCTPAHHOM A3BIKAX JJId PECIICHUA MCKIIMYHOCTHOT'O U MEKKYJIBTYPHOT'O B3aHMO):[CI>iCTBHSl

— TepMI/IHOHOFI/IIO B
obnactu

— TepMI/IHOHOFI/IIO B
obnactu

Ne Jucuuninga, Kak YpoBHE (popMuUpOBaAHUSA KOMIIETEHIUI
n/n 3T2:)$2£$:{‘:;B“ainﬂ Ba3zoBblii IloBbIIEHHBII Boicokuii
pamkax OIl BO*
JesionpousBoacTeo 3Hamb: 3Hamb: 3HAMb:
— OCHOBHEIE — OCHOBHEIE — OCHOBHEIE

3aKOHOJATEIbHEIE H | 3aKOHOJATEJIbHBIE M | 3aKOHOJATEJIbHBIE 51
HOPMAaTHBHO- HOPMAaTHBHO- HOPMaTHBHO-METOAUYECKHUE
METOANYECKHE METOANYECKHUE JIOKYMEHTEI B obmactu
JOKYMEHTHI B OOJNAaCTH | JOKYMEHTHI B 0O0JAacTH | JOKyMEHTAIIMOHHOTO
JOKYMEHTAIHOHHOTO JOKYMEHTAIHOHHOTO obecriedeHNsl yNIpaBICHUS U
obecrieueHUs obecrieueHUs WX OCHOBHBIC TPeOOBAHUS;
YIIpaBJICHUS; YIIpaBJICHUS; — TEPMHUHOJIOTUIO B

001acTH JTOKYMCHTAI[HOHHOTO
obecrieueHuns yIpaBIIeHNUS;

JIOKYMEHTaI[HOHHOTO JIOKYMEHTaI[HOHHOTO — TpeboBaHUs K OJlaHKaM
obecreyeHus obecreyeHus U COCTaBy PEKBU3HUTOB
YTIpaBIICHUS; YIIpaBIICHUS; JIETIOBBIX IOKyMEHTOB;

— TpeboBaHUA K — TpeboBaHUA K — OCHOBHBIE BUBI
OmaHkaM ©  cocTaBy | OlMaHKaM W COCTaBy | OpraHU3alMOHHO-
PEKBH3UTOB  JEJOBBIX | PEKBU3HTOB JETIOBBIX | PACTIOPSANTEIBHBIX
JOKyMEHTOB; JIOKyMEHTOB; JOKYMEHTOB, ux

— OCHOBHBIC BHJIBI — OCHOBHBIE  BHJBI | KNaCCH()UKALNIO, METOJHUKY
OpraHHU3aI[MOHHO- OpraHHU3al[IOHHO- ux COCTaBJICHUS u
pacnopsIUTeNIbHBIX pachopsIUTENbHBIX odopmienus;

JIOKYMEHTOB JIOKYMEHTOB, 179 — 0COOEHHOCTH
KJ1accu(UKaIHLIO; oopmileHHsT TOKYMEHTOB ISt
— 0COOEHHOCTH BHEIIHEH W  BHyTpEHHEH
odopmieHus KOMMYHHKAIINH;
JIOKyMEHTOB ULt — COBpEMEHHBIE
BHEITHEH M BHYTPEHHEH | Ipolecchl B obmacTn
KOMMYHHKAaINH; TOCYAapCTBEHHOTO
JIeTIONPON3BO/JICTBA;

ymembs: ymembs: ymembs:

— oopMIATh — oopMIATh — 0(pOpPMIIATh PEKBHU3UTEHI
PEKBHU3HTHI JICTIOBBIX | PEKBU3UTBHI JICTIOBBIX | JEJOBBIX JJOKYMEHTOB;
JIOKyMEHTOB; JIOKyMEHTOB; — TPaBHJIBHO COCTaBJIAThH

— COCTaBJIATh " — TIPaBHIIBHO U  odpopwiATe  Hambonee
odopmisaiTe  Haubosiee | cOCTaBIATh U OPOPMIIATH | BaXKHbIE JOKYMEHTBI CHCTEMBI
Ba)KHbIE JIOKYMEHTHI | Haubosee Ba)XKHBIE | OpraHU3alMOHHO-

CHCTEMBI JIOKYMEHTBI CHUCTEMBI | PacHoOpPSIUTENLHOM u
OpTaHM3aI[IOHHO- OpTaHHU3aI[IOHHO- nH(pOpPMaMOHHO-CIIPAaBOYHOM
pactopsguTeNIbHON M | pacropsiiuTeNbHON U | IOKYMEHTALH B
nH(popManMoHHO- nHpopManoHHO- COOTBETCTBHM C HOpPMaMH H
CIpaBOYHOM CIpaBOYHOMN MIpaBUIIAMH;

JIOKyMEHTaIN B | JOKYMEHTallUU B — aHAIM3UPOBATH
COOTBETCTBUH C | COOTBETCTBHUU ¢ | 1OKyMeHTO00OpOT u
HOpPMaMH W NPaBWJIaMK; | HOPMaMH U NIPaBWIaMH; | PEKOMEHIOBATh PELICHUs 110

— aHaJIM3UPOBATH €ro ONTHMU3AIINY;
JIOKYMEHTOO000POT;

enaoemo: enaoemn: enadems:

— OCHOBHBIMHU — HaBBIKAMU — YBEpEHHBIMH HaBbIKAMHU
HaBbIKAMHU BEICHUS | BEICHHUS HEOOXOOUMOW | BEICHUS HEOOXOANMOHN
HeoOXonMoit JIOKyMEHTaIN 10 | JOKYMEHTAllUU M0 CO3JaHHIO
JIOKyMEHTaIU{ 10 | CO3IaHUIO CHCTEMBI | CHCTEMBI obecrieueHust
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00€CIIEYUEHHIO yuera, | oOecrieuyeHus Ka4yecTBa M | Ka4eCTBA H  KOHTPOISI €€
Ka4yecTBa, KOHTPOJS H | KOHTPOJIS ee | apdexkruBHOCTH;

XpaHeHuss B cucteMe | 3(h(HEeKTUBHOCTH; YBEPCHHBIM HaBBIKOM
paboThI C TOKyMEHTAMHU; odopmicHUs HauboJiee
B2XXHBIX JOKYMCHTOB CHCTEMBI
OpraHu3aIMOHHO-
pacOpsSIUTEIbHOMN u
HHPOPMAMOHHO-CIIPABOYHOM
JOKyMEHTAIHN B
COOTBETCTBHHM C HOpPMamu H
MPaBUIIAMH;

* B COOTBETCTBUU C TIEPEYHEM KOMIICTCHIIMI C YKa3aHUEM 3TaroB HX (OPMUPOBAHUS B MPOIECCE OCBOCHUS
00pazoBaTeILHOM MPOTpaMMBbI

IIIkajga oueHUBAHUS C(l)OpMHpOBaHHOCTI/I KOMIIeTEeHIMH

«HeynoBaersopurteabHo» - Komnerenuus He pa3zsuta. CTyIEHT He BiaaeeT HEOOXOAMMBIMU 3HAHUSIMU
¥ HaBBIKAMU M HE CTapaeTcs UX NpuUMeH:ITh. He qocTurayT 6a30BbIi ypoBeHb (POPMUPOBAHUS KOMIICTCHIIUH.

«Y10BJIETBOPUTEIBbHO» - KoMneTeHIIns HetocTaTouHo pa3BuTa. CTyA€HT YaCTUYHO MPOSIBIIAET 3HAHUS U
HaBBIKU, BXOASIINE B COCTaB KoMIeTeHIMH. [IpITaeTcs, CTpeMHTCS IPOSIBIATH Hy>KHbIE HAaBBIKH, IOHUMAET UX
HEOOXOOUMOCTb, HO Y HEro He Bceraa moiy4yaercs. JOCTUTHYT ToiabKO 0a30BbI ypOBeHb (HOPMHPOBAHUS
KOMIIETEeHIINH.

«Xopomo» - CryneHT BiajeeT 3HAHUSAMH, MPOSBISET COOTBETCTBYIOIIME HABBIKM B IMPAKTHYECKUX
CUTyalusiX, HO HMEIOT MECTO HEKOTOpPbhleé HETOUHOCTH B JEMOHCTPALUMU OCBOEHHs MaTepuaia. JloCTUrHYT
MOBBIILICHHBIH yPOBEHb (POPMUPOBAHUST KOMIIETCHIIHH.

«OT1imuHo»- CTyIEeHT BCECTOPOHHE M TNIyOOKO BJajeeT 3HAaHUSIMHM, CIOKHBIMH HaBBIKAMH, CIOCOOCH
YBEPEHHO OPUEHTHUPOBATHCA B MPAKTHYECKUX CUTyalusx. J[OCTUIHYT BBICOKMH YPOBEHb (HOPMHUpPOBAHUS
KOMIIETCHIINH.

3. IlacnopT OLEHOYHBIX CPEACTB MO AHCHHUILInHE «/le10mpou3BoICTBO»

Ne KonTpoaupyembie pazaennl (TeMbl) Koa xonTpoaupyemoii komnerenuun | HaumeHoBaHHe 0LleHOYHOrO
n/n JHCHMILIMHBI* (WJIM ee 4acTH) cpeacTBa
1 Tema 1 Beenenue B 1eONpOU3BOACTBO. OK-5 CobecenoBanue,
OcCHOBHbIE IOHATHUS U TEPMUHBI 3aJaHus U 331a49H,
Tema 2 Vcropus pazBurus TECTUPOBAHUE
JIeTI0NPOU3BOICTBA

Tema 3 CoBpeMEHHOE roCyJapCTBEHHOE
peryaupoBaHue 1eNOIPOU3BO/ICTBA
Tema 4 [IpaBuna cocTaBieHue u

o opMIIeHHS TOKYMEHTOB

Tema 5 Opranu3auoHHO-
pacropsauTeNbHbIe JOKYMEHTHI

Tema 6 Cucrema nHpOpMAIIOHHO-
CIPaBOYHOU TOKyMEHTalUU

Tema 7 CiyxeOHast epenucka

Tema 8 JloKyMEHTBI 110 IUYHOMY
cocraBy. CocTaBlIeHUE THYHBIX
JIOKYMEHTOB

Tema 9 Opranuszanus paboTsI ¢
JIOKYMEHTaMHU

Tema 10 Cucrematuzanus U XpaHeHHE
YIpaBIEHYECKUX JOKYMEHTOB

2 Tema 2 OK-5 Jloxmnan, cooOnieHue

3 | Tems 1-10 OK-5 KonrponsHas padora
(3aounast hopma oOyueHHMs)

4 | Temsr 1-10 OK-5 Ok3aMeH
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4, Hepeqeﬂb OLCHOYHBIX CPEACTB 110 JTUCHUIIJINHE ((I[e.]'lOl'IpOI/BBO)_ICTBO»

N HaumenoBanme
- OLIEHOYHOT' TBA
_ LIEHOYHOI0 Cpec
(00)
1 2

1 Jloknaz, coobOiieHue

2 | TectupoBanue

Kparkas xapakTepHcTHKA OLIEHOYHOI0 CPEICTBA

3
IIponykT camocTosTeNpHOM paboThl 00ydJaroIerocs,
MPEICTABISIOMNI 000 MyOIMYHOE BRICTYIUICHHE IO
MPE/ICTABICHUIO MOTYYEHHBIX PE3YJIbTATOB PEIICHUS
oTIpeNieIeHHON y4eOHO-TIPaKTHIeCKOH, yueOHo-
HCCIIEIOBATEIbCKON WM HAYYHOU TEMBL.
Cucrema cTaHAAPTH3UPOBAHHBIX 3aJaHUH,
TIO3BOJISIOIIAsT aBTOMATHU3HPOBATh MPOLIEAYPY
W3MEpeHNs YPOBHS 3HAHUH W yMEHHUI 00yJaromerocs

IIpencraBienne
OLICHOYHOI'0 CPeCTBA B
donge
4

TeMpI TOKIaI0B,
COOOIIEHHI

KoMmieKT TecToBBIX
3aJaHuN

3 CobecenoBanne

[IponykTt camocTosTEIbHON pabOTHl 00y4YalOIIerocs,
NpEICTABISIONINT OO0 KPaTKOE H3I0KECHUE
HOJIYYCHHBIX PE3YIbTATOB TEOPETUUCCKOTO aHAIH3a
OIPE/ICIICHHON TEeMBI, TI¢ aBTOP PACKPBIBACT CYTh
HCCIIEAyeMOii MPOOIIEMBI, IPHBOIUT Pa3IHYHbIE TOUKH
3pEHUsL, @ TAKKE COOCTBEHHBIC B3TILLIBI Ha HEee

[epeuensb BOMPOCOB ISt
cobecenoBaHus

3amaun ¥ 3amaHus 10
TECMaM

PasnuyaroT 3ama4yu v 3a1aHus:

®  DCNPOAYKTHBHOTO  YPOBHS,  ITO3BOJIIOLINE
OLICHUBATh WM JUATHOCTHPOBATH 3HAHUE (DAKTHUECKOTO
MaTepuana (0a30BbIe TOHATHS, alTOPUTMEL, (PaKTHI) H
YMCHHE TPaBWIBHO  HCIONB30BaTh  CHCLHANbHbBIC
TEpMHHBI U MOHSITHUS, Y3HaBaHUE OOBEKTOB H3YUCHHUS B
paMKax ONpeAeNICHHOTO pa3zena JUCLHILIHHEL;

®  PEKOHCTPYKTHBHOTO YPOBHS, MO3BOJISIOLIHE
OLICHMBAaTh U AMArHOCTHPOBATh YMEHHsI CHHTE3UPOBATh,
aHAJIM3UPOBATh, 0000mare (baxkTruecKuii "
TEOpeTHYeCKHid  MaTtepuan ¢  (opMmynupoBaHUEeM
KOHKPETHBIX BBIBOJIOB, YCTAHOBJIEHHEM HPUYUHHO-
CIICJICTBEHHBIX CBSI3EH;

TBOPYECKOTO YPOBHsI, MO3BOJIAIOIINE OLICHUBATh
¥ JUarHOCTUPOBATh YMEHHs, HHTEIPUPOBATH 3HAHHUS
pa3IMYHBIX 00JacTeil, apryMEeHTHPOBATh COOCTBEHHYIO
TOYKY 3pEHHs

Kommexr 3agay u
3a/laHul IS IPOBEACHUS
MPaKTHUYECKUX 3aHATUN

Konrtponsnas pabora
5 | (3aouHas dopma
o0y4eHwHs)

CpencTBO MPOBEPKH yMEHUI MPUMEHSTH TONyYeHHBIE
3HAHUS U PEIIeHUs 3a4ad ONPENEICHHOr0 THIA IO
JUCLUIUINHE

Temartuka
pabot

KOHTPOJIBHBIX

6 DK3aMeH

CpencTBO IPOMEKYTOYHOTO KOHTPOJISL YCBOCHHUS
pa3zeNoB AUCIUIINHBI, OPTaHU30BaHHOE B BHJIE
cobecetoBaHus IPETOIaBaTeNs U CTY/ICHTA.

IlepeueHb BOpPOCOB K
9K3aMeEHY

5. TunoBblie KOHTPOJIbHBIC 3aIaHUA WM UHbIC MaTEpHUaAJIbI, H806XOHI/IMBIC OJIFd OICHKH 3HaHHﬁ,
yMel—[Hﬁ, HAaBBbIKOB U (I/I.]'ll/l) ONnbITA 1€ATC/IbHOCTH, XaPAKTCPU3YIOIIIUX ITAIIbI (l)OpMHpOBaHI/Iﬂ
KOMl'leTeHIll/Iﬁ B [Mpouecce 0CBOCHUS 06pa3OBaTean0ﬁ nmporpaMmmal

OC Nel: Jloknaabl

Tembl 10KJI210B, COOOLIEHUIT 10 TUCUUILINHE «/le10npPOUu3BOIACTBOY

Tema 2 HCTOPUS PABBUTHUSI CUCTEMBI JEJONMPOU3ZBOACTBA

Temsl nokIIaI0B

I

Jenonpoun3socTBo B qpeBHEpycckoM rocyaapctse (10-118BB.)
IIpukasHoe 1e10npoOU3BOACTRO.

Kounnexckoe 1e10npon3BoACTBO.

MunucTepckoe AeJI0NpOU3BOACTBO.

Jlenonpon3BOICTBO B COBETCKUX YUPEKIACHUAX
T'ocynapcTBeHHOE JENIONPOU3BOJICTBO B COBPEMEHHYIO JTIOXY.
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OC Ne2: TectupoBanme
KoMiuiekT TecTOBBIX 3aJaHUIl 0 JUcHUIIMHE «/leJonpon3BoacTBO»

Bapmanr 1.
Bbi6epuTte npaBUIIbLHBIN 0TBET

1. J1emompon3BOACTRO - TO:

A.JleATebHOCTh, OXBATHIBAOIIAS COCTABIICHUE JOKYMEHTOB M OPTaHU3aIMI0 Pa0OThI C HUMU
b.IIpaBuna co3ganus JOKYMEHTOB

B.Opraamzanus paboThl ¢ JTOKyMEHTaMHU

I'. JlokymeHTanpHOE O(OPMIICHHE PEIICHUS YIIPABICHUYECKOTO BOIIPOCca

J1. Cuctema xpaHeHHS JOKYMEHTOB

2. Kommiieke MeTofoB 1 IPOLECcCOB padoThI ¢ JOKYMEHTAMH, OCYIIIECTBIISIEMBIH MIPEATIPUATHEM IPU
BBITIOJIHEHUH UM CBOUX (PYHKIHH - 3TO ...

A. JlokyMEeHTOBEICHHE

b. lenonpousBoacTBO

B. Cucrema moxymeHTaImm

I'. JlTokymeHTHpOBaHKE

. HoxymeHTOo000pOT

3.Kakue BUIbI JOKYMEHTOB pa3iINyaroT II0 MECTY COCTaBICHUA?
A. BHellHuE U BHYTPEHHUE

b. anuBuayanpHbIE, TUTIOBEIE, TpadapeTHbIE

B. Opurunansl, KONUM U TOATUHHUKA

I'. OpranuzaniioHHbIe, pacOPSIUTENbHbIE, CIIPABOYHBIE

4.JI0KyMEHTBI [0 TUIHOMY COCTaBY OTHOCSITCS K TPYIITIE ...
A. Opranu3anroHHO-PaCHOPSIIUTENbHBIX TOKYMEHTOB

b. PacniopsinuTenbHBIX JOKYMEHTOB

B. CnpaBouHO-MH(DOPMAIIMOHHBIX TOKYMEHTOB

I'. ®uHaHCOBO-pacUYETHBIX JOKYMEHTOB

5. AKTHI, IiCEMa, (haKCBhI, TOKJIAJHBIE 3aITUCKH OTHOCATCS K...
A. OpranuszaliiOHHbIM JOKYMEHTaM

b. CnpaBouHo-uHGOPMAIIMOHHBIM JOKYMEHTaM

B. PacniopsiautenbHbIM 1OKYMEHTaM

I'. BHenmHuM JOKyMEHTaM

6. Kakune Buibl 6JTaHKOB PEKOMEHTYIOTCS JIJIsl IPUMEHEHUS! Ha TIPEATIPUSTHSIX ?
A. Jlnsa kaxmoro Buia JOKyMeHTa - CBOU OJIaHK

b. J171s1 BHyTpEHHUX TOKYMEHTOB H IS TUCEM

B. Jlnst TOKyMEHTOB BHYTPH CTPaHbI U 17151 3apYOEKHOH KOPPECTIOHICHIINU

I'. C yrioBbIM 1 € IPOIOITEHBIM PACTIONIOKEHIEM PEKBU3UTOB

7. Kakue BapuaHTBI PacIIOIOKECHHUS PEKBU3UTOB YCTAHOBJICHBI CTaHAApTOM?
A. JleBoe, TIpaBoe M IEHTPUPOBAHHOE PACTIOIOXKECHIE

b. YrnoBoe u npoosapHOE PACTIONOKEHHE

B. Her takoro crannapra

8. B uem ocobenHocTH 0hopMIIeHUS 3apyOeKHON KOPPECTIOHACHITNN?
A. PexBU3HUTHI 1yOIIMPYIOTCS] HA THOCTPAHHOM SI3bIKE

b. PexBU3UTHI MHIIYT HA AHIVIMKCKOM SI3bIKE

B. Anpec nuieTcs mo-pyccku, HO IO IIPaBUJIaM CTPaHbl - IOJydaTesIs
I'. Her ocoGenHoCTE M

9. KakoBbI pazMepsl Oymaru AJist H3rOTOBJICHUS TOKYMEHTOR?
A. Tonbko A4
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b.210 * 297

B. Bymara notpeOutensckux GpopmMaros

I Adu AS

J1 JItoObIe (hopMaThl, UMEIOIIHECS B TIPOIAXKE

10. Yepes nBa MEKCTPOUHBIX HHTEPBAJIA CIICYET NeYaTaTh JOKYMEHTBI, KOTOPBIC ...
A. Ucnons3ytot ¢popmar Oymaru AS

b. ToToBsTcs k u3aHuto THIOTPahCKUM CIIOCOO0M

B. Oco060 BaxHBI

I'. IlpenHazHadeHs! s OTIIPABKH 32 pyOexK

11. Kakue pekBU3UTHI NPUAAIOT TOKYMEHTY IOPUAUYECKYIO CUITY?
A. DTO0 3aBHCHUT OT BH/Ia IOKyMEHTa

b. Iloamnmce, naTta u ne4yaThb

B. I'pud yreepxaenus

I'. [loanuce, nata, neyars, rpud

12. 'ne pacmionararotcsi peKBU3UTHI «IOMOJIeMa MpeAnpusiTHs U «HanMeHoBaHUE TPEATIPUATHSD)?
A. B BepxHei yacTu JIMCTa - CJIEBA B YIIIy WIH B IICHTPE

b. B BepxHeil yactu aucrta

B. B uenTpe BepxHero mnosus

I'. B npaBoM BEpXHEM yIiIy

A. Apyr nox npyrom

13. B kakux TOKyMEHTax yKa3bIBalOT a/IpeCHbIE JaHHbIE TPEAIPUITHA?
A. B mo0bIx

b. Bo BHEmHUX

B. B nucemax, dakcax, Tenerpammax

I'. I'ne 310 HEOOXOAUMO

14. B xakue 10KyMeHTax HET pekBu3uTa «Ha3BaHue BUia JOKyMEHTa»?
A. Bo BHyTpeHHHX JOKYMEHTaxX

b. Bo BHEIIHUX AOKYMEHTAX

B. B mucemax, hakcax, renerpammax

15. Kakum criocobom crenyeT mpoctaBuTh Aaty «9 mas 2000 roga»?
A. 09.05.2000

b. 9 mas 2000 1.

B. 09/05/00

I'. 09-05-00

16. YcnoBHOE 0003HAUCHNE TOKYMEHTA, IIPUCBANBAEMOE €MY TIPH PETUCTPAITUH, HA3bIBACTCS ...
A. Nnpekc

b. IlopsiakoBslit HOMEp

B.YuerHblit nHIexc

I".PeructpauoHHbIi HOMEP

J.YderHsiit HOMep

17. Yka3aHus 110 UCTIOTHEHUIO IOKYMEHTA COJICPIKATCSl B PEKBU3UTE...
A. Pezomonus

b. Texcr nokymenra

B. I'pud yrBepxaenust

I'. 3aronoBok K TeKCTy

18. Kparkoe n3noxeHne cMbIciia TOKYMEHTa COJIEPKUTCS B PEKBUIUTE ...

A. Pezomonus
b. Texcr nokymenra
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B. OtmeTka o KkoHTpOTE
I'. 3aromoBok k TekcTy
J. 31ecs HeT IpaBUIIBHOTO OTBETA

19. B kakoMm cirydae nucnonb3yeTcs pekBU3NT «Buzax»?

A. Ilpy BHyTpEHHEM COTIACOBAaHUU JOKYMEHTA

b. ITpu cornacoBaHuy JOKYMEHTA ¢ BHEIIHEH OpraHu3alueil
B. [Ins ¢puHaHCOBBIX M 0COO0 OTBETCTBEHHBIX TOKYMEHTOB
I'. Bo Bcex ciryuasix

20. I'me cnexyeT mpocTaBUTh NE€YaTh HA TOKyMEHTE?
A. Ha noanucu 1 1OMKHOCTH MOAIUCABIIETO

b. Ha pexBusute «rpud yTBepKIeHUD)

B. Ha xonusix nokymeHra

I'. Ha pexBusure "nata

. Ha nuyHOM MoANMCH TOJKHOCTHOTO JIMIA

20. IlpaBoBo#i aKT, ONpEACIAIONINI MOPSIOK 00pa30BaHusl, paBa, 00A3aHHOCTH U OPraHU3aLHI0 PaOOTHI
YUPEXKICHUS Ha JJIMTENIBHBIN IEPUOJ BPEMEHH - 3TO ...

A. Ilpukas

b. ITonoxxenue

B. Jorosop

I'. Ycras

M. JomxHOCTHAs! HHCTPYKLHUS

21. HopmaTuBHBIN aKT, U3/1aBa€MBbIil JUPEKTOPOM MPEAIPHUATHS UITH YUPEXKAECHUS - 3TO ...
A. Ilpukas

b Ilonoxxenue

B. Pacniopsixkenue

I'. Pemienue

22. Bo Bpemst MPON3BOJCTBEHHOI'O COBEIAHMS y AUPEKTOPA CEKPETAPh 3aITUCHIBANI BBICTYIUICHUS U IPHUHATHIE
pemenust. Kakoit nokymeHT cienyet oopMUTh IO UTOraM 3acelaHus ?

A. IlpoTokon

b. Pemenne

B. Pacniopsixkenue

I'. IIpoTokomn, pemeHue 1 pacropsKeHNe

. Tlo ycMOTpeHHI0 HayallbCcTBa

23. Ilpu npueme Ha paboTy Bac 10mKHBI 03HAKOMUTB C BAaIIMMM IIPaBaMH, 00SI3aHHOCTSMH U ()YHKLIMSIMU.
Kakoit mokymeHT copepkuT 3Ty uHpopMarmio?

A.TpynoBoii KOHTPaKT

b. Tpynosoii 1oroeop

B. IIpuka3s o npueme Ha paboty

T". JomKHOCTHASL MHCTPYKLUS

. Ycras npeanpusitust

24. Komuccust 1o paccieoBaHuIo Mmoxapa, npousoreamiero Ha ckianae ¢pupmsl «KHUMYABO», ycranoBuna
psin pakToB, KOTOPBIE MOCITYKUITH MPUYMHOM Nokapa. Kakoii JOKyMEHT JO0JIKHA COCTAaBHTh KOMHUCCHS?

A. Akt

b. Cnpasky

B. JoknagHyro 3anucky

I'. UHCTpYKIMIO O TPOTHBOMIOXKAPHOH 0€301MacHOCTH

25. Bel cunraere, 4TO JUIS YIy4IICHHS JICIONPOU3BOICTBA Ha BaieM npenpusaTiy Hy>KHO 3aKyIHTh Ooiee

KOMITBIOTEP HOBOW MOJICNI ¥ COBpeMEHHBIE Iiporpammel Microsoft Office. B kakom moxymenTe Ber Mmokere
000CHOBAThH CBOM TPEIOKEHHS JJ1s1 PYKOBOJCTBA (DUPMBI?
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A B nuceme

b. B petenun

B.B akre

I".B cmipaBke

JI.B nokmnaaHo 3anucke

26. [InceMo, nMmerorree (GHHAHCOBBIE M FOPUAMYECKUE TIOCICICTBHS, JOIKHO OBITS ...
A. lloanucano AUPEKTOpOM, TII. OyXTraaTepoM, 3aBEPEHO MeYaThio

b. 3aBepeno nevatrio

B. Iloanucano riraBHBIM OyXTaaTepoM U AUPEKTOPOM

I'. CornacoBaHo ¢ IOpUCTOM

J1. Ha yrnoBom Gnanke

27. dakc OTIMYaeTCs OT MIChMa TT0 O(OPMIICHHUIO TEM, UTO...

A. SIBnseTcs He MOJUIMHHUKOM, a KOTHel JOKyMeHTa

b. ConmepxuT psin TONOTHUTENBHBIX pekBU3NTOB B. [leuaraercs Ha Tenedakce
I'. He MmoxeT OBITh 3aBEpeH MMeYaThio

28. Pazmepst noneit mo [OCT P. 6.30 — 2003, momkHBI OBITH HE MEHEE:
A. 35 —neBoe, 8 mpaBoe, 15 - Bepxnee, 20 HUXKHEE;

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

B. 20 — neBoe, HuwxHee, 8 - mpaBoe, 15 — BepxHee;

I'. 20 — neBoe, BepxHee, 20 — HmxHee, 10 mpasoe;

29. Kakoe yncno sBisieTcs MOPsIKOBBIM PErUCTPAIIMOHHBIM HOMEPOM JJOKYMEHTA B JaHHOM IIpUMepe:
371/04-13:

A. Her B npumepe;

b. 371;

B. 04;

I'.13.

30. B opranmuzanuio «X» MOCTYIWIN CIEAYIOIINE TOKYMEHTHI:

1) rapaHTHITHOE TICEMO;

2) npaiic-ucT;

3) MUCBMO C TIOMETKOM «JTMYHOY, aJIPECOBAHHOE IIIABHOMY OyXraiTepy;
4) no3apaBUTENHHOE MMUCHMO;

5) peKIaMHBIH MPOCTIEKT;

6) coolriieHre 0 COBEIIaHUN B MOPHH;

7) pexiIaMaIliuOHHOE MTUCHMO.

Kaxkue u3 stux JAOKYMCHTOB IOJJIC)KAT peFHCTpa]_II/II/I?
A.1);52),3),5);B. 1),7);T. 1), 60, 7).

BapunanT Ne. 2

3anayqa 1
Bri0epure npaBuIIbHBIA OTBET.

1. MaTepuanbHbIil HOCHTENTs HHPOPMAIINH, 3aKPETIICHHON CO3/ITAHHBIM YEJIOBEKOM CIIOCO0OM JIJIsl Tiepeiadn
€€ BO BPEMEHU U IIPOCTPAHCTBE - ITO...

A. JlokyMeHT

b ®opmynsp

B. Cucrema moxymeHTaImm

I'. brank fokymeHTa

J. Komnrotep
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1. Komrutekc METOI0B U MPOIIECCOB pabOThI ¢ TOKYMEHTAMH, OCYIIECTBIISCMBIN MIPEIPUITAEM ITPH
BBIMOJIHCHUN UM CBOMX (DYHKIIUH - 3TO ....
A.JIOKyMEHTOBECHHE
b./lenonpou3BoacTBO
B.Cucrema noxymeHranuu
I".JlokymeHTHUpOBaHUE
J.Joxymenroobopot

M. Kakoii n3 nepeunciieHHbIX PEKBU3UTOB NIPU 0(OPMIICHHH JIOJKSH COOTBETCTBOBATh HOPMaM,
3aKpETUICHHBIM B YUPEIUTEIEHOM TOKyMeHTE?

A. HanMmeHoBaHUE BHJIa TOKYMEHTA

b. HanmeHnoBanue opranuzanuu

B. Iloammice

I". IlegaTs

IV. Beienure, U3 Kakux pa3fesioB COCTOUT TEKCT MPUKa3a M0 OCHOBHOM I€ATEIbHOCTH:
A. KoHcTaTupyroniei u pacropsauTeabHOU;

b. Koncratupyroleit 1 mocTaHOBIISIONICH;

B. Koncrarupyroleit u nmpeiararomnieit

V. Beigenure, B KakoM 13 BUIOB JOKYMEHTOB HE MPOCTABIAETCS PEKBUZNT «HANMEHOBaHNE BUIA
JOKYMEHTa:
A. 3ASBJIEHUE

b. IITMCBMO

B. JOKJTAHAA 3ATIMCKA

I'. JOJLKHOCTHAA MHCTPYKIIWA

3agaqa 2

[MepeuricieHHbIe HIXKE JOKYMEHTHI paclpe/ielIiTe Ha TPU TPYIIBI @) OpraHU3alloOHHbIE )
pacropsiiUTeIbHbIE

B) HH(OPMAIIMOHHO-CIIPABOYHEIE:

1.3asBnenne 06 yBOJEHEHUH 7. JlokitamHas 3ammcKa
2. JlomKHOCTHASI UHCTPYKUUS 8. PacniopspkeHue nupexropa
3.CrpaBka 0 J0X0/ax 9. IlpoToko:n coBeranus
4.ITocTaHOBJIEHUE KOJJIETUN 10. UnCcTpyKLIMS 11O
JeTIONPOU3BOACTBY
4.ITomoxeHne 00 aTTecTanuu 11. [Ipuka3 o mpueme Ha paboTty
5.IIItaTHOE pacnucaHue 12. AXT 0 HapyIIeHHH
JUCLUIIINHBL.
A b B
3anaya 3

Bri0epure npaBuiibHBIN BapuaHT 0pOpMIICHUS! PEKBU3HUTOB.
[.Onpenenure, nmpaBUIHLHO HATMCAHHBIN PEKBU3UT aIpECar:
A.3A0 «kKOHTAKT»

I'enepanbHOMY TUPEKTOPY

ITerpoBy A.H.
1011118, Mockna,
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yi. Jlecnas, 20

B.Inupexropy OO0 «CITEKTP»
356759, r. bepesnsaku
[epmckoii 00m., yi. Peunas,3

B.HavaneHuky oTnena MapKkeTUHra
000 «ADPOCEPBUCY

r-uy M.N.Copokuny

Becennsis yn.,141,

r. Yenabunck, 352001

II. OnpenenuTe, MpaBUIIFHO HAMMCAHHBIA PEKBU3UT TPU( YTBEPKICHUSL:

A. «YTBEepxaato»

Hupekrop
HBanoB
17.03.2003.
b. «YTBEPXIAIO»
Hupekrop
MBanos N.I1
17.03.2003.

B. YTBEPXIAIO

Hupekrop
N.I1.1BaHOB
17.03.2003

3agaua 4

Jlaiite noHsATHE CIIy’KEOHOTO MHChMA, TIEPEUUCITUTE €0 OCHOBHBIE BU/IBI, TPEOOBAHUS K COCTABICHUIO U
o opMIIEHHIO.

3amaya 5

Ha ocHoBe mpeasnokeHHOH yIpaBIeHuecKOi CUTyalui COCTaBbTE CIIy>KeOHOE MTUCHEMO.
1.I'enepanshslii nupekrop OO0 «Kapat» M.K.MBaHOB 22 MIOHS TEKYILIETo rOAa HaNpaBHi MUCHMO Ne

04/43-57 na ums texunueckoro aupexkropa OO0 «/lemo» H.E.JIeBuenko (top.aapec 236500 Canxr-ITetepOypr

yi.K.Peuteesa, 156, ctp. 3)
B nmceMe roBopHTCSt 0 BO3MOXKHOCTH PEeaIn3alliid KOMITBIOTEPOB IO IOTOBOPHOM IIEHE i BO3MO>KHOCTH

MPUHATHS 3aKa30B HA COCTABJICHUE ITPOrpaMM. ABTOpP MHUChMa BhIpa3uil HAJIKIY Ha YCICIIHOE, TO0JIrOBPEMEHHOE
corpyauudectBo. [IpoekT nucema noarorormia MeHemkep A.A.Iletposa (ten. 123-56-78). [loanucano mucbMo
TeHEePaJIbHBIM JUpeKTOpoM. Hemocraromume peKBU3U T TOTIOTHUTE CAMOCTOSITETEHO.

Bapuant Ne 3

3amava 1
Bribepure npaBUIIBHBIN OTBET

I Kakum rocynapCcTBEHHBIM CTaHIAAPTOM YCTAHABIMBACTCS TPEOOBAHUS K O(OPMIICHHUIO PEKBH3UTOB
JIOKYMEHTOB, TpeOOBaHHs K OJTaHKaM JIOKYMEHTOB.

a .T'OCT P 6.30 — 2003
6.I'OCT 6.10.1 —88.
B.'OCT P 6.30 - 97
r.TOCT P 51141 —-98.
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II. T'ne Ha GraHKe MOKYMEHTA YKa3bIBaeTCS COKPAIIECHHOE HANMEHOBAHUE OpTaHU3aIUun?
a. BrlIilre momHOro HaMMEHOBAHMS, B CKOOKax

6. Hixe mmosnHOro HauMeHOBaHHsI, B CKOOKax

B.Hi>xe HanMeHOBaHHUA BBIIIECTOSIIIEH OpraHu3aluu

r.B 3aBUCHUMOCTH OT TPakTOBKE B YUPEAUTEIHHOM JIOTOBOPE.

III. Kaxkoif aneMeHT TOKyMeHTa He SBISETCS PEKBU3UTOM, HMEIOIINM FOPUANIECKYIO CHITY?
a. OTMeTka 00 UCIIOJIHUTENE

6. [Tonnuce

B. [lara

r. HaumeHoBaHue opranuszanuu

IV. TTouemy B opraHu3anusax 1 Ha IPEIIPHUITHIX pa3padaThIBalOTCS OPraHU3aIMOHHBIE JOKYMEHTHI?
a. D10 opMabHOE, TPATUIIMOHHOE TPeOOBaHNE, HE UMEIOIIee MTPAKTHUECKOTO 3HAUCHUS.

0.9T0 HEOOXOTUMO MPY BO3HUKHOBSHUN KOH()JIMKTHBIX CUTYAITHIA.

B.JTO CO3/1aeT HOPMATHBHYO 0a3y JJIsl OpraHU3aIluK TPYIOBBIX PABOOTHOIIICHHH.

r.OTO JIeNaeTcs pajiy MOBBIIICHHS MPECTHKA OPTraHNu3aIuu

V. B kakoM cityyae HCIOJIb3YyeTCsl pEKBU3HT «Buzan?

a. [Ipu BHyTpeHHEM COIIaCOBaHUU JOKYMEHTA

0. IIpu cormacoBanum JOKyMEHTa C BHEUTHEW OpraHu3annei
B. M1t prMHAHCOBBIX 1 0COO0 OTBETCTBEHHBIX JOKYMEHTOB
r. Bo Bcex ciyqasnx

3amaya 2
[lepeuncnennble pa3sHOBUIHOCTH JOKYMEHTOB pacIpelesiuTe Ha TPU TPYIIIbI a) OpraHM3alHUOHHbIE
0) pactiopsIUTEIbHBIE B) JOKYMEHTHI TI0 INYHOMY COCTaBY (JIMUHBIE TOKYMEHTBHI)

1.Pe3tome 7. Ycras
2. JIomKHOCTHAs! HHCTPYKLUA 8. PacniopspkeHue nupexropa
3.ABToOuorpadus 9. JloBepeHHOCTh
4.IlocTtaHoBNEHUE KOJIJIETHH 10. MHCTpYKITHS 110 JIEJIONIPOU3BOJICTBY
5.Ionoxenune 06 aTTecTaluu 11. IIpuka3 o mpremMe Ha paboOTy
6.l1ItaTHOE pacnucaHue 12. TpynoBoit 1oroBop

A b B

3anaya 3

BriOepure npaBuiibHBIN BapuaHT 0QOPMIICHHST PEKBH3HUTOB.

[.Beigenure npaBUiIbHBIN BapuaHT 0(pOPMIIEHHUS PEKBU3UTA «OTMETKA O 3aBEPEHHUHN KOITHI
1. Bepno

HauansHuk otnena kajapos JlnyHas noanuch A.B.IletpoB

09.12.2004

2.BEPHO:

HauansHuk oTnena kajapos

JIndnas noanuch B.A IletpoB

09.12.2004

3. «BepHo»
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Havanenuk otnena kagpoB JluyHasi moanuck A.B.IletpoB
09.12.2004

1I. Beimenwre npaBUIBHBINA BapHaHT O(DOPMIICHHS PEKBU3HUTA «OTMETKA O HAJTMYWHN TPUIOKCHHI,

1. ITpumosxenune Nel
K TIpHKa3y JUPEKTOpa
or 12.12.2004

2. [Mpunoxenue: 1 . Koarpakr ot 20.07.2004 Ne 4 5a 5 1. B 13K3.
2.AxT npuema pa6ot ot 12.12.2004 Nel2 Ha5m. B 2 3K3.

3. [IPUJIOXKEHME:Ne 2 B 1 ax3eMIuIsIpe.

3amaua 4
[aiiTe onpeecHUe MOHATHIO IIPUKA3y, IEPSUUCITUTE TPEOOBAHUS K €ro 0(hOpMIICHHIO.

3agada 5
Ha ocHOBe IIpeiI0KEHHOM YIIPABIEHYECKON CUTYallMA COCTABbTE IPUKA3.

1.B cooTBeTCTBUM C IIIAHOM Hay4HO-HCCIIEI0BATENBCKON PabOThl M HEOOXOAUMOCTHIO (POPMHUPOBAHHUS
HaY4HOM sKcTeuInu pekTop ToMcKoro rocyaapcTseHHoro yausepceureta M.A. benos 1 mMas Tekyiero roja
TIOJIIHCAN TIPUKa3 O Ha3HAYSHUH PyKOBOIUTENeM dKcreqununu noreHTa kadeaps! T.A. Kopenbckyro. CMeTy mist
OpraHM3alMY SKCIEAULINY 10 5 Masi JOJDKEH MOATOTOBUTH ceKpeTaph YueHoro coBetra A.C. KopaneHko.
KoHTpos1b 3a UCTIONIHEHUEM TIpHKa3a OCYILECTBIIAET IPOpeKTOop 1o BorpocaM Hayku A.1O. Tutos. [Ipoext
npukasza noarotosieH cekperapeMm .C. CyBopooii (Ten.: 21-20-20). OcranbHble peKBU3UTHI IOTIOTHHUTE
CaMOCTOSITETIBHO.

Bapuant Ne 4
Bribepure npaBUIIBHEIN OTBET

1.Ciy»xe0OHbIC MUChbMa COCTABJISIOTCSL:
A. B 4 —x sx3eMIuisapax

b. B 3-x sxzemmsipax

B. B 2-x sxzemruisipax

I'. B 1 ax3emMinisipe

2.I1o crioco0y JOKYMEHTHPOBAHUS JOKYMEHTHI KJIACCU(UIUPYIOTCS Ha:
A. CexpeTHbie

b. PykonmcHbIe (TEKCTOBBIE)

B. N300pazurensHpie

I'. OpunmansHere

. ®oTo-poHO- KHHO TOKYMEHTHI

E. I'padmueckue

K. HokymenTsl, co3nannble ipu nomornu [TK

3. JlokymeHT, afpecoBaHHBIN PYKOBOAUTENIO OPraHU3allY, COIEPKAIIUI 00CTOATETLHOE U3TI0KECHIE
KaKOT0-JTM00 BOITPOCA C BHIBOJIAMHU U MPEIOKEHUSMH COCTABHUTEIIST HA3bIBACTCS

A. AKT

b.Ilpencrasnenne

B. Jloknagnas 3anucka

4.PexBr3ATAMU TPYIOBOTO JOTOBOPA SBISICTCS
A. HanMmeHoBaHUe BHJIa TOKYMEHTA

b.I'pud yrBep>kmeHus

B. Tekcr

I".Pe3omonus
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J.Ioamucu
E. IleuaTs

5. IIpaBunpHAs IOCIEAOBATENFHOCTH O(pOpMIIEHHS Tprda COTIACOBAHMUS IOKYMEHTA TOJHKHOCTHBIM JIUTIOM
-JInuHag moanucy,
-PacimdpoBka moammcu
-JlaTta cornacoBaHms
-Cnoso COI'JTACOBAHO
-HanmeHnoBanue JOMHKHOCTHOTO JIMIA, HAUMEHOBAHUE  OpTaHU3AlUN

6. Llenpro cTanmapTH3AMU TOKYMEHTOB SIBIISICTCS

A. IOpuandeckoe 3akpericHue pe3ybTaToB YHU(UKAIUK — JOKYMEHTOB
b. Pa3paboTka HOMEHKIAaTypHI e

B. Cucremarun3zaryst JOKyMEHTOB B OpraHU3aiiu

I'. OGecrieueHre COXPaHHOCTH JOKYMEHTOB

J1. 3anura KoH(UACHIIMATBLHOCTH HH()OpMAIHK

7. B cocTaB IMYHOTO €A BXOAAT CIEAYIOIINE TOKYMEHTHI
A. 3asBnenue

b. JInyHbIi IUCTOK MO YUYETY KaAPOB

B. ABTobuorpadus

I" Komniu 1oKkyMeHTOB 00 00pa3oBaHuH

. I'paduk oTryckoB

E. Tabenp y4yera ucnonp30BaHus pabOYero BpeMeHH

8. JlaToii ciry>keOHOT0 MUChbMa SIBIISICTCS
A. Jlata cocTaBiieHUS

b. lara otnpasieHus

B. Jata noanucanus

I'. lata noiny4yenus

9. CiiCOK MPUCYTCTBYIOIIUX Ha 3aceiaHiu 0()hOPMIISETCS OTJCIIBHO M MPUIIAraeTcs K MPOTOKOJTY €CIIU
TaKOBBIX

A. boree 15

b. bonee 10

B. bornee 5

10. IToBTOpHBIH K3EMIUTAP MOJIMHHUKA JOKYMEHTA, HMEIOIIEH IOPUANIECKYIO CHITY Ha3bIBaeTCsI

A. Brimcka

b. JlybnukaTtoM mokymeHTa

B. Konneit nokymenTa

I'. lyOneTHpIM TOKYMEHTOM

11. 3anuch y4eTHBIX IAHHBIX O JJOKYMEHTE 0 YCTaHOBJIEHHOH (opme, hukcupyromas (hakT ero co3aanus.,
OTHPAaBJICHUS U TTOTYYECHHSI

A. KOHTpOJIb UCTIOTHEHHS JIOKYMEHTA

b. Peructparus 10KkyMEHTOB

B. CocraBnenne 10KyMEHTOB

12.IIpaBuiibHAs TIOCIIEAOBATEIHHOCTD HAMMCAHNS 3JIEMEHTOB TIOYTOBOT'O aJjpeca Ha MOCTOBBIX OTIPABICHUS
ITouTOBEIN HHACKC
HaumenoBanue anpecara
Howmep kBapTHpsl
Ha3paHue HaceneHHOro IMyHKTa
HasBanue obnacty, kpasi, pecyOnuku
Crpana
Homep noma
Hazpanue ynuist
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13. HomeHkmatypa Jien cocTaBisieTcst

A. Ciryxb6oit I0Y

b. PykoBoauTtenem opraHu3anuu

B. JIuiioM, oTBETCTBEHHBIM 3a IOKYMEHTALMOHHOE 00ECIICUCHUE

14. 3amaun u GyHKINU OpraHU3aIiH (CTPYKTYPHOTO MOIPA3/IEIICHIsI, COTPY/THIKA) YCTAHABIUBAIOT
A. OpranuzaiioHHbIC TOKYMEHTHI

b. CnpaBoYHO-aHAIMTHYECKHIE TOKYMEHTHI

B. PacniopsaurensHble TOKYMEHTBI

I'. CnpaBo4yHO-HH(OPMAIIMOHHBIC JJOKYMEHTHI

15. PexBu3nTamMu BHEITHEH CIIPaBKH SBIISICTCS
A. T'pud yrBepKIeHuS

b. Iloamuck

B. HaumenoBanue Buia JOKyMEHTA

I'. Anpecat

J.HanMmeHoBaHMEe OpraHu3alviu

E. Ccpuika Ha gaTy W perucTpaiMoOHHBINA HOMED

16. [porecc cozganus TOKYMEHTOB, COCTOSINN B (PUKCHPOBAHUY HAa MaT€PHAIBHBIX HOCUTEISIX
I/IH(i)OpMaHI/II/I C PCKBU3UTAMU, ITO3BOJIAIOIIINMU €€ I/IILCHTI/I(bI/I]_[I/IpOBaTI) Ha3bIBACTCs

A. 3amuTa uadopMarmm

b. Cucremarunzamus nvHpOpMauu

B. JokymeHTHpOBaHHS HHPOPMALN

I'. KonupoBanuem nHpopManum

17. OTMeTKa Ha TOKYMEHTE, COIeprKAIlasi pACIIOPSHKEHUE PYKOBOJUTENS 10 UCTIOTHEHUN TaHHOTO
JIOKyMEHTa Ha3bIBAETCS

A.I'pucpom

b. Iloamucero

B.Busoi

I'. Pe3omronueit

18. JlomKHOCTHAS! MHCTPYKIIMS YTBEPKAaeTCs

A. PykoBoa#TEs €M BEHIIIECTOSIIEH OPTaHu3aIlul
b. PykoBoautenem opraHu3anuu

B. PykoBoguteneM CTpyKTYpPHOIO HOApa3IeiIeHUs

19. PexBu3nuTaMu, NpUIAIOIIMMHI TOKYMEHTY IOPHIMUYECKYIO CHITY SIBJISIFOTCS
A. PeructpalinoOHHBII HOMED

b. MecTo cocTaBiieHUs WM U3/1aHUS JOKYMEHTA

B. Jlara

I'. 3aronoBok k TekcTy

J1. IToamuck

20. PexBr3nTamMu npuKasa siBiasieTcs
A. Anpecar

b. HaumeHoBaHue opraHu3anuu

B. HaumeHnoBaHue Buaa JOKyMEHTa
I'. 3aromnoBok K TEKCTY, TEKCT

. I'pud yrBepxxaenuns

E. Iloamuice

21. IledaTh Ha TOKYMEHTE 3aBEPsSICT

A. TIpaBuabHOCTD OhOpMIICHUS
b. IlpaBunsHOCTH agpecoBaHuA
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B. JTocToBepHOCTE HHpOPMALIUT
T". ITogmMHHOCTE MOAIIUCH

22. JIeWiCTBYIOIIMM TOCYAapCTBEHHBIM CTaHAPTOM, YCTaHABIIMBAIOIINM TPEOOBAaHUS K COCTABICHHUIO U
0 OPMIICHHUIO JIOKYMEHTOB SIBIISICTCS

A.TOCT P 6.30-2003

B.T'OCT P 6.30-1990

B.TTOCT P 6.30-1972

I'.TOCT P 6.30-1997

J.TOCT P 6.30-1983

23. OcHOBHOE HAa3HAYCHHUE CIIPABOYHO-UH(DOPMALMOHHBIX TOKYMEHTOB
A. YcTaHOBIICHHE OpPraHU3aIlMOHHO-TIPABOBOH (POPMBI OpraHU3AIINH

b. MadopmarmonHoe obecrieueHre AeITeNbHOCTH OpTaHH3aIiH

B. PerynupoBanue esiTeIbHOCTH OpraHu3aliu

I'. ITnaHupOBaHuE NEATENBHOCTH OPTaHU3ALAN

24. K opranu3aliiOHHbIM JOKYMEHTaM OTHOCSTCS
A. TIpoTtokon

b. Ycras

B. UncTpykuus

I'. IToctanoBiIEHUE

J1. ITonoxxenue

25. PekBU3UT «rpud YTBEPKASHUSD) pacroiaraercs
A. Ha 000poTHO# CTOPOHE JOKYMEHTa

b. B npaBoM BepxHEM yriay

I'. B neBoM HUXKHEM YTy

. B neBoM BepxHEM yIiIy

E. B npaBoM HM>KHEM YTy

26. JlaTol akTa sSBIIIETCS

A. Jlata yTBep>KaCHUS

b. Jlata noammcanus

B. Jlata coGpITHsI (peBU3H, TPOBEPKA)

27. Cuctema JIel0NpOU3BOACTBA, CIOKUBIIIASACSA B TOCYJAPCTBEHHBIX yupexaeHusx Poccun 19-navana 20 - x
BEKOB Ha3bIBACTCS:

A. MuHucrepckas

b. Komnexckas

B. Ilpuka3nas

28.IIpaBuiibHasE IOCIIEI0BATEIILHOCTh PACIIONOKEHHUS pa3iesioB JOJKHOCTHOW HHCTPYKIMK padoTtka JJOY
- -«IIpaBa»

- -«B3anMooTHOIIEHU

- -«O01He MONI0KCHUSDY

- -«Jl0IDKHOCTHBIE 00SI3aHHOCTHY

- - «OTBETCTBEHHOCTb)»

29. ®opMEBI pErUCTPAIAN MOTYT OBITH CICIYIOIINX BUIOB
A. XKypHanbHas

b. Kaprounas

B. Kumxnas

I". ABromaru3upoBaHHas

30. [TonsTHE «IETOIPOU3BOJCTBOY» CTAIO 0003HAYATHCS U TEPMHUHOM «IOKYMEHTAITHOHHOE 00ECIICUCHIE
yIIpaBJIeHUE» HAYMHAS C:
A. 1998
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b. 1988
B. 1978
I'. 1968

31. Kakue paciopsaurenbHble JOKYMEHTHI U3/Ial0TCS HA OCHOBE €MHOHAYAIMSA
A. Pemenns

b.IIpuka3bl

B.Pacnopsxenust

3amaua 2
BriOepute npaBUIbHBIN BapuaHT OQOPMIICHUS PEKBU3UTOB

1.ITman paboter nacTHTyTa HA 2007 y4eOHBIH TO YTBEP)KIIEH PEeIIeHHEM HayqYHO-METOJIMYECKOT0 COBeTa. B
KaKOM CJTydae MpaBHiIbHO oopmileH pekBI3HUT «I pud yTBepkaeHms»?

A. YTBEPXJIAIO
Perienre Hay9HO - METOMIECKOTO
cosera ot 30.05.2007 r. 312/08-45

b. YTBEPXIEH
Perienne Hay4HO - METOANYECKOTO
coseta ot 30.05.2007 312/08-45

B. VYTBEPXIEH
Pemenue Hay4yHO - METOIUYECKOTO
cosera ot 30.05.2007 1. 312/08-45

3agaga 3

BcrasbTe npolylieHHbIe Cl10Ba

1.B kpymHBIX OpraHu3anusax HOMEHKIATypa Jel KaXXI0ro CTPYKTYPHOTO HOApa3iesieHNsl 00beIUHSIOTCS
HOMEHKJIATYypy JIEJ:

A. HnuBHUyanpHYIO

b. Konkpertnyto

B. Tunosyro

B. Ceoanyrto.

2. MHCTpYKLMS TIO IEJIONIPOU3BOJICTBY ATO JOKyMEHT
A. PacniopsiiuTenbHbII

b. UndopmarimoHHO-CIIpaBOYHBIH

B. HopmaTuBHbIi

I'. UadopmarinoHHO-aHATTU THIECKUN

3. TpaXIaHWH THIIET B TOM CIydae, KOTJ[a OH 3HACT, 9TO HAJEIeH KOHKPETHBIMH TIPaBaMH U
XOYET UX pealln30BaTh

A. Ilpemioxxenne

b. XKano0y

B. 3asBnenne

T". IleTunmro

4. JIokyMEHTOOOOPOT - 3TO JIBMKECHUE IOKYMEHTOB B OPTaHU3AIMU C MOMEHTA MX CO3aHUs JI0:
A. Tlepenauun Ha UCTIOJTHEHHE

b. IlomgmuBku B geno

B. 3aBepiierne ux UCTIOTHEHUS WA OTIIPABKA

5.JIOKyMeHT MII COBOKYITHOCTH JJOKYMEHTOB, OTHOCSIIITUXCS K OTHOMY BOTIPOCY WIJIH yYacTKY JeSITeTbHOCTH,
MIOMEIIaeMBIX B OJJHY OOJIOXKKY
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6.CI/ICTGM3TPI3PIp0BaHHL1ﬁ MepeUYCHb HaMMCEHOBaHMI JCI, 3aBOI[HMLII>i B OpraHusaiiuyu, ¢ yKkazaHueM CpOKOB
UX XpaHCHUA, O(bOpMHCHHBIﬁ B YCTAHOBJICHHOM IIOPSAIKE

7. 3anmch y4eTHBIX JaHHBIX O IOKYMEHTE 10 YCTaHOBJICHHOW opMe, PUKCHPYIOMIas (GakT ero CO3AaHus,
OTITIPABJICHUS WJIH MOTYyYCHUS

OC Ne3: CodecenoBanue
IlepedyeHb BONPOCOB AJ1s codecenoBaHUSI O TUCHUTLIHHE «/leT0ompon3BoacTBOY

Tema 1.
Bonpocel 1 3agaHus 1J1s1 CaMOCTOSTEJILHOM PadoThl

. Uto BKITOYAET B ce0s IOHITHE «IEITOIIPOHU3BOICTBO»?

. C 4eM CBsI3aHO MOSIBIICHUE HOHATHA «JOKYMEHTAIlIMOHHOE 00ECIIEUCHUE YIPaBICHHUS»?

. Kakue crioco0Ob1 JokymeHTHpOoBaHU (3aneyaTieHus: HHGpOpMaIK) BaM U3BECTHBI?

. B ueM B3aMMOCBS3b OHIATUH «HHDOPMAHSI» U «TOKYMEHT»?

. 'me 3akpenuieHb! onpeaeneHus: OCHOBHBIX MPO(PECCHOHATBHBIX TEPMUHOB I10 IEJIONPOU3BOJICTBY?
. Kakoe nmonsitie «nHGOpMaLIMmy HCIOIB3yeTCs JOKYMEHTOBEIAMH | /i€ OHO 3aKperieHo?
. Kaxoe u3 onpenenenuii JokyMeHTa Bbl cCUUTaeTe HauOoJIee MOJIHBIM U ToueMy?

. UTo moHUMaeTCs NOoJ IPUANYECKON CUIION JOKYMeHTa?

. Uro Takoe «cucremMa JOKyMEHTALUN» U «YHU(PULIUPOBAHHAS CUCTEMA JOKYMEHTALIN»?
10. Kak BbI moOHMMaeTe MpoLecC CTaHAaPTU3ALUHU IOKyMEHTOB?

11. Kak BbI mOHMMaeTe mporecc YHUGUKAIUN TOKyMEHTOB?

O 01NN Wi —

Tema 2.
Bonpochl u 3a1aHus 1Jisl CAMOCTOSITEJILHOMH PadoThI

1. Kakue sTansl mpoIuio pa3BUTHE OTE€UECTBEHHOTO ACIONPOU3BOICTBA?

2. B ueM 0COOEHHOCTH MPUKA3HOTO JIIIONPOU3BOICTBA?

3. B 9em ocobeHHOCTH Komiexkckoro aenonponsBocTsa (X VIII B.)?

4. HazoBuTE OCHOBHBIE 3aKOHO/IATEIBHBIE aKThI, ONPECIISBIINE TOPAIOK COCTABICHUS ¥ 0(OPMIICHHUS
JIOKyMeHTOB B yupexaeHusx XVIII B.

5. B 94em ocobeHHOCTH OpraHHU3anuu Aenonpon3BocTea B XIX B.?

6. Kaknmu myTsMU 110 peryIupoBaHUe JEIONPON3BOJICTBA B TIEPBbIE TOJIBI COBETCKOH BIIACTH?

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

8. [Touemy apXxMBHOE BEJAOMCTBO OepeT Ha ceOsl MHUIIMATUBY 110 METOAMUYECKOMY PYKOBOJICTBY
JISIIONPON3BOJICTBOM B CTpaHe?

9. B uem 3nauenue EI'C1?

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

Tema 3.
Bomnpocsl u 3a1aHus 1JIA CAMOCTOSITEILHOI PadoThl

1. Kakue 3akoHOaTeNbHBIC aKTHI IPEANUCHIBAIOT 0053aTeIbHOCTD JOKYMEHTHPOBAaHHUS HHPOpMaLu?

2. Kakune TpeboBaHuUs K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIATEIILHBIX aKTax?

3. Kakue Bonpocsl paboTHI C JOKYMEHTAMH PErIaMEHTHPYIOTCSA 3aKOHOIATEIbHBIMHA aKTaMu ?

4. Ha xoro BO37105Kk€HO METOJUYECKOE PyKOBOJICTBO IOCTAHOBKOH JETIONPOU3BOJCTBA B CTpaHe?

5. KakoBo 3Hauenue I'CZIOY u 4to oHa pernamMeHTupyer?

6. UTo perisamMeHTHUpPYET TUIIOBAst HHCTPYKITUS 110 AETONPONU3BOACTBY?

7. Kakoe 3nauenue umeer 'OCT P 6.30—2003? TpebGoBaHus K 0QOPMICHUIO TOKYMEHTOB, €TO
coaepxaHue?

8. Jlms1 9ero cocTaBiIsSIFOTCS TEPEYHH IOKYMEHTOB C yKa3aHHUEM CPOKOB XpaHEHUS?

9. Kakrie HOpMaTHBHO-METOAMYECKHE aKThl MCTIONB3YIOT B Pa0OTE C TIOKyMEHTAaMH KaJPOBbIE CITYKOBbI?

10.Kto pa3pabarbiBaeT HOpMaTHBEI BpEMEHH Ha YIPABICHYECKHE BUIBI PA0OT U KaK OHU UCHONB3YIOTCS?

Tema 4.
Bonpocsl 1 3agaHus 1J1s1 CAaMOCTOSITEJILHOM PadoThI
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. Kakoii ¢hopmaT Oymaru pekoMeHI0BaH Jisi 0hOPMIICHUS CITY>KEOHBIX JOKYMEHTOB?
. HazoBuTe ocHOBHEIE BBl OJIAHKOB, IPUMEHSIEMBIE B YIPEKICHUSX.
. [lepeuncnure pekBU3UTHI, BXOAAIINE B COCTAB OJIAHKA JJIST TUCHMA.
. YeM otminuaercs o0l O1aHK OT OJIaHKa JUIs ITUcbMa?
. Kakue tpeOoBanms MpenbsIBISIIOTCS K 0()OPMIICHHIO PEKBU3UTA «HAUMEHOBAHUE OPTaHU3AIIIN»?
. UTo BXOAWT B COCTaB PEKBHU3MUTA «CIIPABOYHBIC JaHHBIE 00 OpraHU3aIum»?
. KakoBbI OpsIIOK TaTUPOBaHUS IOKYMEHTA U BUJIbI JaT?
. KakoBbI cocTaBHBIC YaCTH PErHCTPANMOHHOTO HOMEpPA JOKYMEHTA U TIOPSIOK €r0 MPOCTaBICHHUS?
. KaxoB mopsmok agpecoBanms JOKyMeHTa?
10. Kakumu ciocobamu ohopMITsieTCst yTBEPIKICHUE IOKYMEHTA?
11. Kakue TpeOOBaHUS TPEABSBISIOTCS K PE30IIOIHH, KAKOB TIOPSAI0K ee ohopMIIcHUs?
12. Kakune TpeboBaHuUs MPEABIBISIOTCS K 3aT0OJIOBKY?
13. KakoB mopsiox oopMIIeHHsI IPIITOKEHUH K TOKyMEHTY?
14. KakoB nopsiiok oOpMIICHHSI PEKBU3HTOB «IIOITUCHY U «OTMETKU O 3aBEPEHUH KON ?
15. Kak odopmiisiercst corinacoBanue TOKyMeHTa?
16. KakoB nopsiA0OK NPOCTABICHHS HA JOKYMEHTaX Mevarei?
17. Ilepeunciante OTMETKH, POCTABISEMbIE Ha BXOJAIIEM JOKYMEHTE, YKOKHUTE TIOPSIOK UX
odopmiteHusl.

O 0 1N L Wi —

Tema 4.1
Bonpocsl u 3a1aHus 1JIS1 CAMOCTOSITEILHOM PadoThI

1. B 9eM 0COOEHHOCTH SI3bIKA U CTHIIS CITY’KEOHBIX JJOKYMEHTOB?

2. Kakoe 3HaueHue nmeet 3Hanne opdorpaduu npu co3IaHUH CITy>KEOHBIX TOKYMEHTOB?
3. KakoB mopsi10K HCMOIb30BaHMsI COKPAIIEHHUH B CITYKEOHBIX JOKYMEHTax?

4. KakoB MOpsA0K CKJIIOHEHUSI CII0XKHBIX COCTABHBIX CJIOB U UUCIUTENbHBIX?

5. Kak cnenath TeKCT JOKYMEHTA MOHSATHBIM U yOeAUTEIbHBIM?

6. Kakoe 3HaueHne MMeeT MOPSII0K CJIOB B CITYKEOHBIX JJOKYMEHTax?

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

8. HazoBute 3Tamnsl pefakTHpOBaHUS.

9. KakoBbI IPUHIMIIBI PEAAKTOPCKOM MpaBKU?

10. HazoBuTe BUIBI pEAAKTOPCKON MPAaBKH.

Tema 5, 6,7.

Bomnpochl u 3a1aHust 1715 cCaMOCTOSATETbHOH PadoThI

1. Ha3oBuTe BuAbBI OpraHU3alMOHHbIX TOKYMEHTOB U YKa)KUTE€ OCOOCHHOCTH MX COCTABJICHUS U
odopmIteHus.

2. HazoBuTe BHJIBI paCTIOPSAUTENBHBIX JOKYMEHTOB U YKQXKUTE OCOOCHHOCTH WX COCTAaBIICHHUS U
odopmIteHus.

3. B uem ocobeHHOCTH cocTaBiieHHs U 0(OpMIIEHHSI IPOTOKOoJIa?

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

5. Kakue TpeGoBaHUsI MPEABSBISIOTCS K COCTABICHUIO H OOPMIICHUIO JIOKJIAIHBIX 3aIUCOK?

6. Kakue TpeGoBaHMsI MPEABABISIOTCSA K COCTaBICHUIO H 0OPMIIEHUIO OOBSCHUTEILHBIX 3aIIMCOK?

7. Kakue TpeOoBaHUsI MPEABSBISIOTCS K COCTABICHUIO H 0OPMIICHHUIO CITPABOK?

8. Kakue TpeOoBaHHS NPEABSIBISIOTCS K COCTABICHUIO H 0(popMIIEHUIO CiTy)KeOHBIX nrceM? KakoBb
Pa3HOBUAHOCTHU HCEM?

9. Kakue TpeboBaHMs MPEABSBISIIOTCSA K COCTABICHUIO U OQOPMIICHHUIO TeJIerpamMm?

10. KakoBbl 0cOOEHHOCTH COCTaBIIeHUs ¥ OQopMIIeHUS TenedoHorpaMm?

Tema 8.

Bonpochl 1 3a1aHus J1JIsl CAMOCTOSITEILHOM PadoThI

1.HazoBuTe BUABI JOKYMEHTOB TI0 THWIHOMY COCTaBY.

2. B uem 0coOeHHOCTH cOCTaBIEeHUS 1 OOPMIICHUS 3asBICHUN «TPaXKTaHUHAY, 3asSBICHHS «PA0OTHUKAY.
3.Hanwmmure 3asBiIeHHE ¢ TIPOCHO0#

A) 0 mpenocTaBIeHNH BaM aKaIeMHUYECKOTO OTITYCKa

B) o mpenocraBneHus 04epeTHOTO OTITYCKa
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B) o monyuenun MarepuanbHON OMOIIU OT (haKyJIbTeTa.

3. Kakue TpeOoBaHHs MPEIBIBIIOTCS K O(OPMIICHHUIO U BEICHUIO TPYIOBOM KHIKKU?
4. Kakne TpeOOBaHMSI MPEABSIBIBIIOTCS K 0(OPMIICHUIO U BEICHUIO JTUIHOTO Jema?

5.B 9eM 0c0OEHHOCTH COCTaBICHUS XapaKTEPUCTHKH?

6. .B yem ocobeHHOCTH cocTaBieHuUs1 aBToOnOrpaduu?

7. .B yeM 0COOECHHOCTH COCTABJICHHSI pe3foMe?

8. CoctaBpTe CBOE pe3toMe ISl TPEATIONIaraéMOi CHUTyallly KOTa BRIUIIETE padoTy.

Tema 9.

Bomnpocsl u 3a1aHus 1JIA CAMOCTOSITEILHOM PadoThI

1. YkaxkuTe BO3MOXKHBIE ()OPMBI OpraHn3allK PadOTHI C JOKYMEHTaMU. B uem JocToMHCTBA H
HEJO0CTaTKH KaKI0U U3 HUX?

2. VYKaXuTe TUIOBBIE OPraHU3alIOHHbBIE CTPYKTYPBI CIIy>KOBbI 1€IOIPON3BOACTBA.

3. KakoBbI nenu u 3a7a9u CITy>KOBI AETOTPOU3BOACTBA?

4. Kakue ocHOBHBIE (PYHKIIMY BBITIOJHSET CIyx0a 1eI0onpon3BoICTBa?

5. KakoB JOIKHOCTHO# M YMCIICHHBIH COCTaB CITY>KOBI IETONPOU3BOICTBA, KAK OH PACCUUTHIBACTCS?

6.KakrMu HOpMaTHBHBIMU JOKYMEHTAMH PETJIAMEHTUPYETCS JESITEIbHOCTh CIIYKObI JeIOMPON3BOACTBA?

7. Kakue tpeboBanus npeabsaBisioTcs k [Tomoxxenuto o ciyx0e aenonpouspojcTea? Kakosa cTpykrypa
tekcra [lonoxenus?

8. UTo 3aKperuisieTcsl B JOJDKHOCTHBIX HHCTPYKIUSAX paOOTHHKOB CITykObI enonpou3Boactea? Kakosa
CTPYKTypa TEKCTa JOJKHOCTHOU MHCTPYKLIUU?

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

10. Jlst gwero paszpabatsiBaercst Tabenb HopM JOKYMEHTOB, KAKOBA METO/INKA €r0 COCTABICHUS?

11.Kakoe 3HaueHnEe UMEET PETUCTPALIUS TOKYMEHTOB U KAKOE€ MECTO OHA 3aHMMACT B OPraHU3aLuN
JIeJIOTIPON3BOACTBA?

12. Kakue 3a7a4u BBITIOJIHACT PETUCTPAIUS JOKYMEHTOB?

13. Kakune TpeboBaHUS MPEABABISIOTCS K OPTaHU3alliU PETHCTPAINN JOKYMEHTOB?

14. Kakue naHHbple 0 JOKYMEHTE 3aIIUCHIBAIOTCS B IIPOIIECCE €TI0 PETUCTPAIIIH?

15. HazoBute GopMbI perucTpaniu JOKyMEHTOB.

16. B ueM 1OCTOWHCTBA M HEIOCTATKH KYPHAITLHOU (DOPMBI PETUCTPALIAN JTOKYMEHTOB?

17. B yeM AOCTOMHCTBA U HETOCTATKU KaPTOUYHON CUCTEMBI PETUCTPALIMU JTOKYMEHTOB?

18. B 4eM 0cOOEHHOCTH aBTOMAaTU3UPOBAHHOW CHCTEMBI PETUCTPAIINN TIOKYMEHTOB?

19. Kakue cBeneHHs 0 JOKYMEHTE IPY aBTOMAaTU3UPOBAHHON CHCTEME PErHCTPALIH BBOISATCS
ABTOMAaTHYECKH U KaKHe — M3 PACKPBIBAIOIINXCS CIIMCKOB?

20. B yeM nipenMyIiecTBa aBTOMAaTU3UPOBAHHOM CUCTEMBI PETHCTPAIH?

Tema 10.

Bomnpocel 1 3a1aHKus U1 CAMOCTOSITEIBLHOM PadoThI

1.YT0 Takoe HOMEHKJIaTypa aemn?

2. JIns 4ero ucnonb3yeTcs HOMEHKIIATypa 1en?

. KakoBrb! 00mue TpeboBanus K HOMEHKJIATYpe Aei?

. HazoBuTe BUIbI HOMEHKIIATYD €.

. KakoB mopsitok cocTaBiieHuss HOMEHKIATYp?

. Kakue TpeOoBanune npeapaBistoTCs K 3ar0JIOBKaM Jei?

. KakoB mopsa0x pactionoXeHust 3aroJI0BKOB /1€l B HOMEHKJIaType?
. Kak ompenensrorcst cpoku xpaneHus aen?

. Kak oopmitsiercst HomeHknatypa nen?

10. Yro nonnmaetcs nox GopMrpoBaHUEM /€17

11. Kak pacrionararorcst TOKyMEHTHI BHYTpH jaeiia?

12. KakoB nopsi1ok XpaHeHus aen?

13. KakoB nops1ok BelJa4u JOKYMEHTOB U JI€] BO BPEMEHHOE M0JIb30BaHKE?
14. Yto moHUMAaETCs TTO/T SKCIIEPTU30H IIEHHOCTH JOKYMEHTOB?

15. KakoBbI OCHOBHBIE KPUTEPHUH OIIEHKH IOKyMEHTOB?

16. KT0 mpoBOANT 3KCIEPTU3Y HEHHOCTH JOKYMEHTOB?

17. Yro BXOaUT B 3a7a9u U (YYHKIIUN SKCIIEPTHBIX KOMUCCHI?

18. KakoB nops0k IpoBeICHUS SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB?
19. Kak odopmiisieTcst akT Ha yHUYTOKEHHE JOKYMEHTOB?

O 0 3O L B~ W
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20. YTo BXOIUT B KOMIUIEKC paboT 1Mo 0(hOpMIICHHIO JeIT?

21. Kak opopmIIsIroTes Aeina BpeMEHHOTO CpOKa XpaHeHUs?

22 Kak opopMIISIOTCS JIeia MTOCTOSTHHOTO U JOJITOBPEMEHHOTO CPOKOB XPaHECHHS ?
23. Kak odopmiiseTcs TucT-3aBepuTeNh neia’?

24. Kak opopmisiercst 00moxKa nena?

25. KakoB mopsimok coctaBiieHUs 1 0pOpMIICHHS OImuceid aem?

26. KakoB mopsok nepeavn el B apXuB?

OC Ned4: 3anauv v 3a1aHuA IO TEMaM
KomiutekT 3amaHuii u 3a1a4 1J1sl NPAKTHYECKUX 3aHATHH MO0 TUCIUTLINHE «/le10mpon3BOaCTBOY
Tema 4

3agpanne Nel
1.1. laiiTe Ha3BaHUE PEKBU3UTA M ONPEICIIUTE MPABUIIBHO JIX OH O(hOpMIICH.

A. JlupexTop Cunopos (Cumopor M.I)
b. Cornacosano B. C.n.7 He coruacen
[Ipencenarens mpodroma IOpuckoncynbT
OAO «Camnrot» Iletpo  B.A.IletpoB
I'pomoB ILIL.I'pomoB
05.11.2004
I'. C mpuxazom oznakomuien: 1O.I'.ITaBnoB
Menemxep ITaByoB
08.01.2004
. BepHo:
Cekpetapp Cunoposa
E. Ucn. A.Tl.ViBaHOB XK. YTBEPXJIEH
123-675 [Ipukazom mupekropa
OAO «3aps»
JL.T.KpsuioBeiM

ot 23.08.2005
3. [punoxxeHus: akT npueMa-rnepenadd 9BM Ha 4 11.; mepedeHb IPOBEPEHHBIX 00HEKTOB Ha 4 II.

W. B neno
3axapoBa 06.01.2006

1.2. HaiiuTte ommOKY B IPUBEICHHBIX HA3BAaHHUAX PECKBU3UTOB JOKYMEHTOB. [IpuBeINTE MPUMEPHI HX
odopmIteHuUs

A. TOroTHN OpraHu3anuu

b.xon noxymeHTa

B.aznpecHble JaHHBIE OpraHU3aluN
I'. MecTo moArOTOBKM TOKyMEHTa
J1. meyaThb

E. ucrionauTens JOKyMeEHTa

JK. cornacoBanue 10KyMeHTa

1.3. BriOepuTe npaBUIIBHBIN BapuaHT OQOPMIICHUS! PEKBU3UTOB!

«Anpecar»
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A. 3AO «KonTakT»
I'enepanbHOMY TUPEKTOPY
[lerpoBy A.H.

123456, MockBa
yn.Jlecnas,34

b. dupexropy OOO «Crnektp»
324567, r.Kormac
ApxaHTenbcKoit 0011., yin.Peunas,6

B. HavansHuky otnena
MapxkeTtrHra
000 3Baps»
Maiickas yi., 345
. Acubii, 234357

I'. Jupexropy
A.A. IBaHOBY

. I'enepansHomy aupektopy 3AO «KoHTakT»
A.H.IlerpoBy

«OTMeTKa 0 3aBepeHHHU KON

A. Bepno

Hauanbauk otaena kagposJInuHas mognuch A.B.IlerpoB
09.12.2004

B.BEPHO:
Havanenuk otnena kagpos

JInynag noanuck B.A.IletpoB
09.12.2004

B.«BepHo»

Hauanbauk otaena kaaposJInunas mognuck A.B.Ilerpos
09.12.2004

I'. .Bepuo

Hauanbauk otaena kaaposJInunas mognuck A.B.Ilerpos
09.12.2004

. «OT™MeTKA 0 HAJTMYMHU NPUJIOKEHU D).

A. ITpunoxenne Nel

K IIpUKa3y IUPEKTOpa

ot 12.12.2004

b. IIpunoxenue: 1. Kontpakt ot 20.07.2004 Ne 4 ma 5 1. B 19K3.
2.AxT npuema pabot ot 12.12.2004 Nel2 na5xa. B 2 3K3.

B. ITPUJIOXKEHUME:Ne 2 B 1 sx3emIumsipe.
«I'pu¢ yrBepxkaenus»

A. «YTBepxaao»
Hupextop
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WBanos

17.03.20083.
b. «YTBEPX/AIO»
Hupexrop
HBanos N.I1
17.03.2003.
B. YTBEPXJIAIO
Jupexrop
N.I1.BaHOB
17.03.2003

. «[Togmucwb», ecmu [OKyMeHT oopMIIeH Ha OJaHKe MHChMa OpPTaHU3allnH.

A. KoMMepueckuit TUpEeKTop
000 Ipectux» JInunas nognuck B.A. Ilerpos

b. Kommepueckuii tupexTop
000 Ipectux» JInynas noanuce ITerpos B.A.

B. Kommepueckuit tupektop JInunas nognuce B.A. Iletpos
3.6. «OTMeTKa 00 HCHIOTHUTETIE):

A. AU. CunopoBa
29-35-18

B. Cunoposa A.1. 29-35-18

B.CugopoBa Anna IBaHoBHa
29-35-18

I'. Ucn. CunopoBa
29-35-18

1.4. Odopmute crenyromune peKBU3UTHI.

A. PexBmzur «Iloamucey. JJokymeHT noanuceiBaeT Ha Onanke aupekrop OAO «Buzut» Ceupuaos A.Il. u
qupektop OAO «Cas3p» Ilerpos A.IL

b. PexBuszut «I'pud yreepxaenus». Joxkyment yrepxxaaer nupexkrop OAO «Busur» Ceupunos A.Il.

B. PexkBU3UT «O0TMETKA O HAIMYHMH MpUI0KeHUi». [IpunararoTcs: 1oroBop mocTaBku Ha 5 1. B 1 3K3.,
MIPOTOKOJ PA3HOTIIACHU K IOTOBOPY Ha 2 1. B 1 3K3., IpeTeH3noHHOe TTUChMO Ha 10 1. B 4 9K3.

I'. PexBusut «lloanucey». JlokyMeHT noanuceiBaroT Ha Onanke gupexktop OAO «Ceszb» netpos AL u
Oyxranrep atoro npeanpustus Bopobrera A.M.

. PexBuzut «OT™MeETKa 0 3aBEpeHNHN KoM .JIOKYMEHT 3aBepseT HauyalbHUK OT/eNa KaapoB JMuTpruesa
AT.

E. PexBusut Anpecar

Hauanbnuky SIpocnaBckoro obnactaoro ynpasienus puaancos .M. Ocunnukosy. 160 000 Spocnasib
CoBerckas I,

1.5 Copoextupyiite 6anku Bamrero yueGHOTO 3aBEI€HNS C YTJIOBBIM U TMPOJIOJIEHBIM PACIIONOKEHUEM
MOCTOSTHHBIX PEKBU3HUTOB.

1.6 3amonHuTE TAOIUIY COOTBETCTBYIONIMMH CBEICHUSMU JUTS CICAYIONINX PEKBH3HUTOB: «a[pecary,
«CTIPaBOYHbBIC JaHHBIC 00 OPraHU3aLUNY, «IPU( YTBEPXKACHUA JOKYMEHTa», «IpU( coriacoBaHusm.
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HaumenoBanue Bupl 10kyMeHTOB, Pacnionoxxenue [Ipumep odopmiaeHus
peKBHU3UTA B KOTOPBIX peKBH3UTA (c ykazaHueM BapUaHTOB,
odopMIIsIeTCs ©CJTH TAKOBBIC HMEIOTCSI)
PEKBH3HT
Tema 5,6

1. 3apanme Ne 1

Ilpuxa3zel no 0CHOBHOU OesimenbHoCmuy

1. CocraBpTe TIpHKa3 MO OTKPHITOMY akmuoHepHoMy obOmecTBy «Kapar» (r. Camapa) 00 yTBep>KIACHHU
WHCTPYKIMHU MO JEIONPOU3BOACTBY. B KOHCTaTHpyrOHIEH 4acTH YKa)KHUTE€, YTO B COOTBETCTBUM C THUIOBOU
UHCTPYKLIMEM 10 JAEIONPOU3BOACTBY, YTBEPKICHHOM pacnopsbkeHueM IIpaBurensctBa Poccuiickont
Oenepanyu ot 24.06.1998 Ne 1118-p, u TOCT P 6.30-2003 otaenom kaapoB GupMbl pa3paboTaHbl CTaHAAPTHI
Ha OPraHU3allMOHHO-PACHOPSIAMTENbHYI0 NOKyMEHTauuoo. B pacnopsauTenbHOM dYacTH  yTBEpAWTE
MHCTPYKIUIO U MOPYYHUTE MEHEDKEPY OTJeNa KaApoB 00eCeunTh KOHTPOIIb U METOAMYECKOE PYKOBOZACTBO 32
coOsroieHreM TpeOoBanuidi MHCTpyKIuHM. [Ilpukas mnommuceiBaer aupekrop OO0 W.K. HBanor 12 mas
tekymero roga. IIpoekt mpukasa moarotoBien cekperapem A.C. Ilerposoit (ten.: 23-45-67). OcranbpHble
PEKBU3UTHI JOMIOJIHUTE CAMOCTOATEIIBHO.

2. Hanmmwmre npuka3z aupekropa OAO «Kapar» (1. Camapa) U.K. MBanoBa ot 17 ceHTsAOps TeKymero roaa
0 MPEMHUPOBAHUU PAOOTHUKOB IUIAHOBO-()MHAHCOBOIO OTZAENA 3a OCPOUHYIO pa3paboTKy mpoekrta. [Ipemus
ompenesneHa B pazmepe 60% exxeMecIqHoro JOKHOCTHOro oknazaa. [lopyuure Oyxranrepy A.K. 'aBpuioBoii
HAYUCIIUTh MPEeMUI0 u3 (GOHIa MaTepuanbHOro nooupeHus. [Ipoekt mpukasza moarotosieH cekperapem A.C.
[MerpoBoii (tem.: 23-45-67). OcrtanbHble PEKBU3UTHI (a TaKKe TEKCT IMPHKa3a) MOTYT OBITh JIOTIOJHEHEI
CaMOCTOSITEIIBHO.

3. 4 mapra Tekymiero roja reaepanbHeiM aupekTopoM pupmel 3A0 «KorturenTtans» C.H. CyBopoBsIM
ObUT W3JaH MpPHKa3 O BHECEHHHM W3MEHEHWH B INTATHOE pPACHKMCaHUE B CBA3M C HEOOXOAMMOCTBHIO pPeop-
raHM3aluy cIyKObl JeNONPON3BOACTBA. B mTaTHOE pacnucanue anmnapara yrnpasieHus 100aBIeHa JOJKHOCTh
cekperapsi-pedepeHTa ¢ JOIDKHOCTHBIM oOkimazoM B 8 500 py0. 0e3 mepcoHanmbHBIX Hamb0aBokK. B
pacmopsAUTENIbHON YacTH TaKKe yBelU4bTe MecsuHbld Gona 3./1. Ha 8 500 py6. KonTpons 3a ncnoinenuem
MpUKa3a BOJIOKUTE Ha 3aM. nupekropa A.A. OcokuHa. IIpoekt mpukasza moaroromieH cekperapem S.C.
Ky3znenoBotii (ten.: 23-45-67). OcTtabHble PeKBU3UTHI AOMIOITHUTE CAMOCTOSTEIHHO.

4. B cOOTBETCTBUM C IUTAHOM HAY4YHO-MCCIIEIOBATEIbCKOH paboThl W HEOOXOIUMOCTBIO (OpMUpPOBaHUS
Hay4yHOU 3Kcrnenuiuu pexkrop Tomckoro rocymapctBeHHoro ynuBepcuteta M.A. benos 1 mas tekymero roaa
NOJMNHCAN MPHKa3 O Ha3HAYEHUHM PyKOBOAMTENEeM 3Kcreauuuu poneHTta kagenpsl T.A. Kopenbckyro. Cmery
JUIS OpTaHU3alMU SKCIIEAULUHN 10 5 Mas JOJDKEH MOArOTOBUTH cekperaph YueHoro cosera A.C. Kopasenko.
KoHTponp 3a ucrnonHeHueM NMpHKaza OCYIIECTBISET mpopekTop mo Bompocam Haykd A.}O. Turos. IIpoext
npukasza noarorosneH cekperapem S.C. Cysoposoii (tem.: 21-20-20). OctanbHble PEKBU3UTHI JIOTIOTHHUTE
CaMOCTOSITEILHO.

5. MMoxaroroBeTe BhIMUCKK U3 TpuKazoB Ne 3 u Ne 4 1o ogHOMY U3 JIOOBIX MYHKTOB PACTIOPSIUTEIbHON
YacTH.

IIpomoxonvl

1. CocTaBpTe MONHBIA MPOTOKON 3acelaHusi peKropara TOMCKOTO TOCYZapCTBEHHOTO YHHUBEPCHTETA,
KOTOpOE COCTOSIOCH 22 ampessi TeKymero roja. Ha 3acemaHnu ctaBuiics BOTIPOC O CO3JIaHMH HOBOTO (a-
KyneTera. [IpucyrcrBoBanu: pextop, npodeccop M.A. benos, npopekTop mo yuedbnoit padbore M.J. XKaposa,
nekanbl (akynbreroB — A.K. Macnos, H.H. JleBun; 3aB. xadempamu — IL.H. I'ne6o, C.C. ABepkuna C
000CHOBaHHWEM  HEOOXOJUMOCTH TOJTrOTOBKH CTYJIEHTOB II0 JIAaHHOW CIICIUANIM3alN, BBICTYITHI JIeKaH
texHoyorunueckoro dakynprera H.H. Jleun. B pa3Butre 3TOl Hjaeu U ¢ ¢ MOJIHOH MOIJEPKKON BRICTYIHIA
npopekTop mo yuebnoir padore M.J. XKapoma. Ona oOpaTuia BHMMaHHE Ha BO3POCIIME MOTPEOHOCTH B
CTENUAINCTAX JTAHHOTO NMpOQHIS HAa OTCUECTBEHHOM pBIHKE TpyAa. PekropaT mojjiepikall BBICTYHAOIUX H
3a(UKCUPOBAI B CBOEM pEUICHWH HAYaTh ITOATOTOBKY JOKYMEHTOB IO JTOW CHENHaIN3alfH, OPYyYHB
JIeKaHaTy B 3-X MECSYHbII CpOK mpeacTaBuTh yueOHbIe TuiaHbl. OTBercTBeHHBIH — H.H. JleBun. Bropoii myHkT
MOBECTKH JIHA — BOIIPOC O HayaJle dK3aMEHAIMOHHOM ceccuM. [IeKaHbl TyMaHHUTapHOTO M TEXHOJIOTHYECKOTO
(dakynpreToB mosiokuian o roroBuoctu IIIIC k mporenenuio ceccun. 3aB. kadempoirr I1.H. I'meGoB BHec
npeanoxenne 06 obecriedenun [I1C xaHuensIpcKUMHM TOBapaMHU Ha MEPHOJA NPOBEINCHHS ceccuu. Pextopar
noctanoBus cuutath [II1IC roToBeIM K MpoOBEeNEHHIO cecCHU U paccMoTpeTh mpemioxkenue [1.H. I'mebosa B
HenenbHBIN cpok. [Ipencenarens — pekrop M.A. benos, cexkpetaps — T.A. Kopenbckas. OcTanbHbIe pEKBU3UTHI
JIOIIOJTHUTE CaMOCTOSATEIIBHO.
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2. CocTaBbTe MOJHBII MPOTOKOI 00IIero codpanus pabounx MPOU3BOACTBEHHOTO KOOMEPaTHBa «3aIyCcK,
Ha KOTOPOM INPHCYTCTBOBaIo 56 yenoBek. Ha coOpannn o0cyxnancs BOIpoc O CO3JaHHUU 11eXa CTPOUTEIILHBIX
MaTepuaioB ISl TMOCTPOWKH >KHIBIX IOMOB. bputa 3acmymana wuHbopMmarus mpopada E.T. OpmoBa o
BO3MOYKHOCTH CO3J[aHHS TaKOTO IleXa W TepcreKkThBax ero padotel. [locme obcyxmenust (Mexanwk A.A.
Bopo6beB Obin kaTeropuuecku He cornaceH ¢ E.T. OpnoBbiM) ObIIO TPUHATO peLIeHre MOPYyYUTh popaldy u
ero 3amecturenio [LI1. CuannbiHy B Tedenne 6 Mec. pa3BepHYTh padOTy M BBIAENUTH U STHX menen 3151
Teic. py0. llpencemarenms — mpencemarens koomepatwBa B.B. Ileryxos, cekperapsr — E.C. Casenbesa.
OcTanbHble PEKBU3UTHI JOMOJHUTE CAMOCTOSTENBHO.

3. Odopmute kpatkuii mpotokon 3acemanust aupekimn OAO «Kapat». Ha 3acemanuu mpucyTCTBOBAH:
MeHemkep 1o pekiame A.IL. Boctpsikos, punancoBsiid qupektop K.I'. TumodeeB, HavanbHUK OTAENa KaapoB
A.A. Anronos, Oyxranrep A./l. CtynoBa B noBecTke AHSA yKa)XuTe BOIPOCHI O XOJ€ PEKIAMHON KOMIIAaHUHU B
Il xBaprane 200 __r. u 0 mepexojie Ha HOBYIO cucTeMy pemupoBaHus. [lo mepBomy Bompocy BeicTynun A.I1.
Boctpsixos. K.I'. TumodeeB ogobpui yBenmndeHne pacxoJoB Ha HApYXHYI0 pekiamy. [lo Bropomy Bompocy
Beictynmia A.Jl. CtynoBa. A.A. AHTOHOB TIPEUIOKII JOpaboTaTh HOBYIO CHCTEMY BBHITUIATHI IPEMHUABHBIX U
paccMoTpeTh ee Ha 0o0IIeM coOpaHWK TPYAOBOTO KoylekTuBa. [lpeacemarens — TeHepalbHBIA IJUPEKTOP
Pymsunes O.A. Cekperapp — cekperapb-pedepent bemosa H.JI. Hemocraromiue peKBU3UTBI U PEIICHHUS
3aCeaHus YKOKUTE CAMOCTOSITEIIBHO.

4. Odopmure BbIIHCKH U3 TPOTOKOIOB Ne 1 1 Ne 2 o BTOpoMy BoOIpocy.

Axmuol

1. CocraBbre akT peBu3uu kKaccel OOO «Kapat», koTopas mnpoBoauiack 10 HIOHA TEKyLIero roaa
KOMUCCHEH CIIEAYIONIero cocTaBa — 3aM. TimaBHoro Oyxrantepa M.Jl. AHTOHOB (TIpeacenaTens), CT. Oyxranrep
M.K. Hdypos, oyxrantep O.A. Jlykuna. [Ipu cocraBnennn npucyrctBoBanu: ri. Oyxraarep H.M. Kyapun,
kaccup A.Jl. Aaapeesa. 10 Mast KoMuUccHUs POBENA PEBU3UIO KACChI MPEANPUITHS MO cOCTosiHUIO Ha 10 mas. B
pe3ynbpTaTe ObUIO YCTAHOBJICHO, YTO OCTATOK HAJMUYHBIX JCHET B Kacce, COIJIacHO KaCCOBOW KHUIE U JAaHHBIM
OyX. ydera, TOJbDKEH COCTaBIATh 22 238 py0. DakTHUECKUI OCTATOK HAMYHBIX JieHer coctaBui 12 220 pyo6.
Henocraua HayM4HBIX JieHer 1Mo BHHE Kaccupa coctaBwia 10 018 py0. AKT coctaBiieH B 3 9K3. (U IeH.
MUpEKTOopa, TIaBHOro Oyxrantepa u B geno Ne 05-16).OcHoBaHHEM I IPOBOIUMON MTPOBEPKH CTall IPHUKA3
nupektopa OO0 «Kapat» «O peBusun npennpuatus» Ne 32 ot 5 mast Tekymiero roga. AKT YTBEpXKICH I'eH.
nupektopoM ML.K. BanoBbIM 12 mas Tekymiero roja. Hemocraromme peKBU3UTE 0POPMHTE CAMOCTOSTEIBHO.

2. 12 nmekaOpsi TeKymero rojma KOMHCCHEW B COCTaBe 3aM. TJIaBHOTo Oyxranrepa M.J[. AHTOHOBa
(npencenarens), ct. MmeHemkepa C.M. EdumoBa, HavanbHMKa oT/Aena xo3. yactu E.W. JlucuHol npoBoauimch
npueM u nepefada [I9BM uz ornena cHabxkenus OOO «Kapat» B otnen peknambl. Kommuccueit Obuio
ycraHoBjeHO, uTo [I9BM nepenaercs B otaen cHaOXXeHHUsI Ha CPOK BBIMOMHEHUS padoT mo KoHTpakty Ne 22 /
47. OcHOBaHUEM SBIIAETCA NOKJIAAHAsI 3alIMCKa HaYaJlbHUKA oTaena pexiamel [IpaBoBa U.C. AKT cocTaBieH B 2
9K3. (IUIs1 HA4YaJIbHUKA X03. oT/ena, B nesio Ne 09-12). Akt nmoanucan reH. aupextop W.K. MBanos 15 nexabps
Tekyero roga. OcTaabHble PEKBU3UTHI JOMOTHUTE CAMOCTOSITEIHHO.

3. CocraBbTe aKT O MpOBEpKe paboThl ¢ JOKyMeHTaMu B oTaene mapkeruHra OO0 «Kapar». [IpoBepky
npoBoAuia 22 HOSOpS TEKYyILEero roja KoMuccus B cocrase riI. Oyxrairepa M.Jl. AHToHOBa (IIpeacenarens),
3aB. kannenspued JI.JI. Lllykunoii, HauansHuka otaena mapkerunra K.E. Tarmposa. Komuccus mposepumia
OpPraHU3alMI0 U YCJIOBHS XPAaHEHHS YNPABICHYECKHX NOKYMEHTOB. DaKkTOB yTpaTbl, MOPYM U HE3aKOHHOTO
YHUYTOXKEHHUsSI JIOKYMEHTOB He YCTaHOBIeHO. OnHako KOMHCCHS OOHapyXuia ps CyLIeCTBEHHbIX
HEJIOCTATKOB: HECBOCBPEMEHHO (OPMHPYIOTCS B Jiella MCTIONHEHHbBIE JOKYMEHTHI, 3arOJIOBKH JIeNl HE Bcerja
COOTBETCTBYIOT HOMEHKJAaType. AKT COCTaBleH B 3 JKk3. (AN HadalbHHKAa OTHENa MapKeTHHIa, 3aB.
KaHuenspueit, B geno Ne 15-06). OcHoBaHHeM sIBIETCS MpHKa3 Aupekropa oT 20 Hoa0ps Tekyiero roga Ne 23
«O  COBEpUICHCTBOBAHWH JOKYMEHTAIIMOHHOTO OOECTeUeHHs] JEATENIbHOCTH». AKT YTBEPXKACH TeH.
nupexkropom OO0 «Kapat» U.K. BanoBsiM 23 HOs6ps Tekymiero roga. OcTanbHble PEKBU3UTHI JOMIOIHUTE
CaMOCTOSITEIBHO.

4. CoctaButs u opopmutb akT OAO «IIporpecc» no pesynpraraMm NpoBepKU Mep 0€30IacCHOCTH Ha CKIIaje
rotoBo# mpoaykmuu. OCHOBaHUEM SBIIIETCS MIPHUKA3 TeHepaiapbHOro AupekTopa Ne 48 ot 1 Mas TekyImiero roja
«O Mepax no NpeaynpekKIeHUI0 XUILEHUI». B pemennn komuccns ykasana: MOJEPHU3HMPOBATh UMEIOLIYIOCS
CHCTEMY OXpaHHOW CHUTHAJIM3ALMM, YCTAaHOBUTH BHIECOKAMEPHl HAPYXKHOTO HaOMoJeHMsA. TeKkcT akrta u
HEJOCTAIOIINE PEKBU3UTHI IONOJTHUTE U 0YOPMHUTE CAMOCTOSTENBHO.

Hoxnaonvie u 00viAcHUmenbHble 3aNUCKY

1. Hawanmpnuk otgena pexknamel OOO «Kapar» M.U. bopucoB 2 Masg Tekymero roga MOJArOTOBHI
JOKJIaHYI0 3allUCKy IeH. nupekropy npeanpustus M.K. BaHoBy o nonojgHUTENIbHOM (PMHAHCHUPOBAHUM
3aKasza 324 Ha W3TOTOBIICHHE PEKJIAMHBIX ITPOCIIEKTOB B CBS3H C POCTOM IIeH Ha MONHTpadUIeCKUue YCIYTH BO
BTOPOM KBapTajle U U3MEHEHHUEM CMETHI 3aTpaT. B MoKmagHON 3amKcKe yKa3blBaJIOCh, YTO BBIITOJHEHHUE 3aKa3a
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BO3MOXKHO TOJIBKO TpH JomnoiHuTeNbHOM BhiaeneHnd 5000 py6. Ha noknamHo# 3amucke uMeeTcs: pe3osromus
reH. JUPEKTOpa ¢ MOpy4YeHueM TiaBHoMY Oyxrantepy M.Jl. AHTOHOBY H3BICKaTb BO3MOKHOCTH BBIICIHTH
JOIIOJTHUTENbHBIE CPEICTBA U1 BHIIOJIHEHUS 3aKa3a. OcTanbHble PEKBU3UTHI YKAXKHUTE CAMOCTOATEIIEHO

2. CocraBbTe NOKIAIHYIO 3alUCKy OT 15 ¢eBpans Tekymiero roga cekperaps-pedepenra A.I1. Tlerposoit
red. pupektopy OOO «Kapat» 00 yrepe pabotHukoMm CremanoBsiM ['.M. muchma-3amnpoca, MOCTYHHBIIETO B
azipec OpeanpusITus 1Ba Mecsa Hazaa. OcTalbHble PeKBU3UTHI YKKUTE CAMOCTOSTEIIBHO.

3. CocTaBbTe JOKJIAIHYIO 3alMCKy HAaYaJIbHWKA IUIAHOBO-3KOHOMHYeckoro otaerna M.U. KapasaeBa rem.
mupektopy OOO «Kapar» 00 oOecrmedeHu# oTHena YeTBHIpbMSI KoMIbloTepamu. OcTalbHble PEKBH3HUTHI
YKa)XHUTE CaMOCTOSITENBHO.

4. Hamummre MOKIAIHYIO 3alHCKy HadajdbHHKA TUIAHOBO-PKOHOMHYECKOTO Ha MMsA pykoBoautens 3A0
«Bemvnem» M .M. Tumkosa 0 KOMaHIAUPOBaHUU B T. besropos crapmero HHxeHepa IIaHOBO-3)KOHOMHYECKOIO
otnena Jlooponrobosa [1.B. ¢ 15 aBrycra Tekymuiero roja CpokoM Ha 5 JTHEH i BRICTYIUICHUS C TOKJIAJIOM Ha
cemuHape «COBEpIIEHCTBOBAHUE CHCTEMbI 3aKJIFOUEHUS XO3SHCTBEHHBIX OTOBOPOB». OCTaIbHBIE PEKBU3HUTHI
YKaXHUTE CaAMOCTOSITEIBHO.

5. CoctaBbTe OOBACHUTENBHYIO 3alMCKy COTPYIHHKa OXpaHHOro mpeanpusatus «Owmera» N.N. dponosa,
HanMCaHHYI0 Ha uMs HadaibHuka B.B. CenuBanosa. .M. ®ponoB 2 mMas TEKyIIero roja ono3aail Ha paboTy
Ha 2 Yaca B CBSI3W C HapylleHHeM rpaduka ABmKeHHS aBToOycoB MapmpyTa Ne 3. OObscHUTENbHAS 3alHCKa
ObLTa COCTaBJICHA B TOT K€ JICHB, B 3alTUCKE yKa3aH Tee()OH AUCTICTIYEPCKON CITyKOBbI aBTOBOK3aJIa.

6. CocraBbTe OOBSICHUTENBHYIO 3aIIMCKY Mpenonasarens A.A. BinacoBoit mupekropy nentpa «Kaapsr» H.U.
WBaHOBY 0 cphIBe 3aHATHI B rpymnne cekperapei-pedepertoB 10 ceHTsOps Texymero roxa. llpuumnaa —
MPUCYTCTBUE TOJIBKO 3 ciymarened u3 19 demoBek coctaBa rpynnbl. OCTallbHbIE PEKBU3HUTHI YKAXKHUTE
CaMOCTOSITEIBHO.

7. CocTaBbTe OOBSICHUTENBHYIO 3alMCKy HadaidbHHKa oTAena pexmambl A.Il. Kapumosoit ot 15 uroHs Ha
umsi red. mupektopa OOO «Kapat» W.K. VBanoBa o HeBbimomHeHwn 3akaza Ne 174 / 45. Ilpuumna —
HapylIeHWE CPOKOB BBIMOJHEHUS 3asBKMA Ha IeYaTh HOBBIX OJIAHKOB JOKYMEHTOB. OcTalbHbIe PEKBU3UTHI
YKaXHUTE CaMOCTOSITENHHO.

8. CocTaBpTe OOBSICHUTENBHYIO 3aIMCKY TJ1. WHXKeHepa otaena cHadkenus JI.M. XuTpoBa reH. JupexkTopy
00O «Kapar» M.K. lBaHoBy 0 mpuynHax HapylleHHs rpaduka MOCTaBKA HOBBIX OJaHKOB JOKYMEHTOB B
cBsizu Oonesnbio menemkepa C.T. [NaxomoBa. Ykaxkwure, 4yTo TpaduK MOCTaBKM HallakKe€H, CPOKU TMOCTAaBKH
OyAyT MakCUMaJbHO COKpalieHbl. OcTalbHbIE PEKBU3UTHI JOIIOJTHUTE CAMOCTOSATENBHO.

3ananne Ne2 k Teme 5

2.1.CocraBbTe mpukas 00 urorax padotsl ¢ fokymeHTamu B 2006 r. B OAO «3Be3na». B koHcTaTupyomeit
YacTH YKaXKUTE HA HU3KYIO TPpeOOBaTEIbHOCTh PYKOBOJUTENIEH NOAPa3AEIeHNil K KaueCTBY IOATOTOBKH
JIOKYMEHTOB W KOHTPOJIS 32 X UCTIOJIHEHHEM. B pacropsiutensHON YacT 00paTHTE BHIMAaHHE
pYKOBOJUTEJICH Ha MOBBINIEHHE TPEOOBATEIEHOCTH K pa0OTHHKAM B YaCTH PadOTHI € JOKyMeHTaMu. [laiite
3aJaHne pabOTHHKY, OTBEYAIOLIEMY 3a AEJIONPOU3BOACTBO, Pa3paboTaTh MEPHI 110 YIYUIICHUIO 3TOH padoTHI.
[pyrue naHHbie B TEKCTE U PEKBU3UTHI YKAXKHUTE CAMOCTOSTEIIBHO.

2.2 [Ipoananu3upyiTe NpeAokKEHHBIE TEKCThI, 00paTUTe BHUMaHNE Ha JIONYIICHHBIE OITMOKH, CBSI3aHHBIC
KaK C HEIIPaBUIbHBIM PACIIOJIOKEHHEM MaTepuala, Tak ¥ Coco0amMu U3NoKeHus. McripaBbTe 3TH TEKCTHI HIIH
Hanuumute HoBble. OdopMHUTE TOKYMEHT.

Teker 1
[NTPUKA3BIBAIO:
1.I'maBuomy wumkenepy I[1.U.EpemeeBy HY»X)HO CpOYHO C(HOPMHPOBATH KOMHCCHUIO IS YCTaHOBIICHHUS
MIPUYUH aBapuH.
2.1 ne nozxe yeM 10 30.05.2005 ycTaHOBUTB 3TH caMble IPUYHHEI.

Teker 2
S TIPUKA3BIBAIO:
1.ITaBen HwukomaeBuy, OyapTe MOOpHI, MOATOTOBHTE BCE HEOOXOMUMBIC JIOKYMEHTBI O COCTOSIHUH
CTPOSIIETOCs 3IaHMsI, TOJIBKO, TTOXKATyICTa, CKOpee.

Teker 3

B cBs13u, co cnokuBIIeiics CBUCTOILUISICKOM Ha CTPOKE MPUKa3bIBAIO
P.I1.MBa"OBY CpouHO ¢ 3TUM pazobpaTrcs!!!
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2.3.CocraBbTe MpuKa3 Mo OCHOBHOU JEATEILHOCTH O Tpaduke padoTHI B Mpa3AHUYHbIC JTHU (HaYaIbHUK
OXpaHBbI JIOJKEH ONeYaTaTh MPOU3BOACTBCHHBIC TIOMEIICHYS U 00ECTICUUTh OXPaHy; JUPEKTOP IO MEPCOHATY
JIOJDKEH 00ECTIeUHTh JICKYPCTBO Ha Tesie()OHE TTaBHOTO oduca I ONIEPaTUBHOTO PEUICHHUS BOIIPOCOB;
TJIaBHBIN OyXTantep JOJDKEH OIUTATUTH JCKYPCTBO B ABOHHOM pazmepe)

3aganue Ne3 Kk Teme 6

3.1 OTpeaakTupyiite TEKCTHI PEATIaracMbIX JTOKJIAIHbIX 3amucoK. COCTaBbTe MPABUIILHBIC BAPUAHT
odopMIIeHUs TOKYMEHTOB. J[pyrue naHHble B TEKCTE U PEKBU3HUTHL, IPH HEOOXOJAUMOCTH, YKaXKHTE
CaMOCTOSATENBHO.

Teker 1
JoxaaHas 3anucka Jupektopy 300Marasuna
OTen mocTaBok Msykaiay
No54 12.06.2012 ITerpoBoii A.A.

r.C-ITerepOypr
O npeBbIIEHUH KOJIMYECTBa TOBapa

VYBaxkaemast AuHa AnekcanapoBHa!
JloBOKy 710 BallleTo CBEACHUS, YTO BUEpa HAIll OTJeN IOIyYrl Tpy3 U3 bpasunun — nukux o6espsiH. Ho
BMECTO 2 SK3EMIUISIPOB, YKA3aHHBIX B HAKIAIHOH, B KIETKE pe3BUIIOCH LenblX —4!!! Yto HaM Teneps aenats?

Menemxep Kykypy3una P.P.
Teker 2

HykHO cpoYHO ¥ HEMEUIEHHO 00J1aropoIuTh YCIOBHUS COJICpIKaHMS MPOIYKTOB Ha CKJIaJiec Mara3uHa.

CtpallrHo CMOTPETH, KOTIa COCUCKH JISXKAT MPSIMO Ha IOy, IO KOTOPOMY XOJIAT JIFOJIA B KHP3OBBIX
canorax. TeMrieparypa Ha CKJIaJie HE COOTBETCTBYET JCHCTBUTEIILHOCTH, YTO OOBIYHBIN ChIP CTAHOBUTHCS
TJIaBJICHBIM, @ OCTATBHBIC MPOTYKTHI MIOPTSITCS

3.2. Bol paboTtaere MEHEIKEPOM B TypHucTHUYecKor dupme «Bu3ut». B cBsA3M ¢ HaCTyIIJIeHHEM JIETHETO
CE€30Ha YBEJINYeH 00beM padoT C KIIMEHTAMH-TYPUCTaMHU, TPEOYIOTCS JIOTIOTHUTEIbHBIE BpEeMEHHBIS
paboTHuKamu. [ pemeHus 3Toro Bonpoca Heo0XouM0O 0(POPMUTD JOKIAJIHYIO 3aITUCKY HA UM TUPEKTOpa
3TON UPMEL.

3.3.CocraBbTe OOBSICHUTENBHYIO 3aITUCKY OT CBOETO NMEHHU O MPUYUHAX MPOIYCKOB 3aHATHH 110 TEXHUKE
0e30macHOCTH, KOTOpPhIE OBUTH OpTraHU30BaHbI s BeeX coTpyauukoB OAO «Meura» Hepocraromue
PEKBU3HUTHI YKOKHUTE CAMOCTOATEIIHHO.

3.4.CocraBbTe OOBSICHUTENBHYIO 3aITUCKY I cienyromei curyamun: 12.03.2010 B qupekmmto
CTYJTOpOJAKa POCCUHCKOTO rOCYAapCTBEHHOIO TYMaHUTAPHOTO YHUBEPCHUTETA ITOCTYIIHIIA jKajlo0a OT CTy/IeHTa
ITerpoBa A.A., B KOTOPO# TOBOPHIIOCH O HEJOIMYCTUMOM TMOBeIeHnN oxpaHHnKa CemenoBa M.B. (xamcTBO,
PYKOIIPHUKIIACTBO, HEIIEH3ypHast OpaHb W.T.11.) HadanpHUK 0XpaHbl BBI3BA TPOBUHUBIIETOCS COTPYIHHUKA H
MIOTIPOCHJI €T0 HAINCATh OOBSICHUTEIHHYIO 3aITUCKY.

3.5. OrpenakTupyiTe NpeaIoKESHHBIN HIKE TEKCT 00BICHUTEIbHON 3anmucKku. CocTaBbTe MPaBUIIbHbIC
BapuaHT oPOpPMIICHHUS TOKyMeHTa. JIpyrue 1aHHbIC B TEKCTE M PEKBU3UTBI, IIPU HEOOXOAUMOCTH, YKaXKUTE
CaMOCTOSTEIIBHO.

I'pynma Ne41 [1.0.KapnaToBy
Hexany dakynpTera
JIETaTEeNbHBIX aNIapaToB

OOBsICHUTENBHAS 3aITUCKA.
A, Tumoxuna Mapus FOpreBHa, He OblIa Ha SK3aMEHE 110 HHXCHEPHOH rpaduKe HEe TOTOMY, TO HE
BEIYYIJIA TIPEAMET U 0O0SITach €0 3aBAIUTh, KaK TOBOPST, a TOTOMY, YTO HAKaHyHE CHJIBHO yIayia U TIOBpeauia

PYKY, TIpaByro. A 6e3 mpaBoi pyKH Ha SK3aMeHe 10 HHKEHepHOU rpaduke nenath Hedero. [loatoMy s pemma,
YTO JIy4IlIE ClIaM ero, Korja Oyaer mepecaada.
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C yBaxxeHueM,

Crynentka rpynmsl Ne4 1

Tumoxuna M.IO. 15.03.2010

3.6. [Ipoananusupyiite nokymeHT u3 npoussenenus C.Jlosnarosa «30Hay. OnpenenuTe ero BUI 1
OCHOBHBIE OTIIMYUTENbHBIC CBOHCTBA. Kak 0ObIrpbIBaeTCs TaHHBIM JOKYMEHT B IPOU3BEACHUN ?

Buepa, cero rona, st 310ymnoTpedsT anKoroabHbINH HamuToK. [lociie 4ero ypoHus B rps3hb
COJIJIATCKOE JIOCTOMHCTBO. Biipens obemaro. Psaosoit [Taxamnms.
[Mocne HEKOTOPOTO pa3ayMbs OH Beerna g00apisit: «[Ipoiry He oTka3aThy.

3aganue Ne 4 k Teme 6

4.3.CocrtaBbTe aKT I clieaytonien cutyaruu. Jlupexkropy npennpustus «OMCKHii OCKOHY» MMOCTYIAIOT
XKamoObl OTpeOUTENEH, HETOBOJBHBIX KAYECTBOM MEUSHOYHOTo namTera. [1o mprukasy qupexropa
IIPOBOIUTHCS IPOBEPKA COOIOACHUS CAHUTAPHBIX HOPM B II€XE 110 H3TOTOBJICHHIO IMAIITETa.

4.4. OtpenakTupyiite MpeyIoKeHHbIE TOKYMEHThI. OCTANIBHON TEKCT ¥ PEKBU3UTHI JIOTIOTHHUTE
CaMOCTOSITEILHO.

Teket 1
3aBog BA3-Mocksa YTBepaun
Hupektop 3aBoga
A.C.JleoHos
AKT
23.05.2010 Ne23
r.Mocksa

O TexHuKe O6e30MacHOCTH B aBTOMOOWIAX BA3

OcHoBan#e: xanoda noTpeduTens Ha HecpadOTaBIINE TOPMO3a

CocraBieH KOMUCCHEH:

[Mpencenarens — HAYANBHUK SKCTIEAUTOPCKON CITYKOBI

C.II.IIapanos

Cexkperaps - crapmmii cnennanuct C.I1.bpexnes

Usnensl komuccnu: 1.3aM.HavanbHUKA SKCIICAUTOPCKOM CITyKOBI

JLB. Xpycranes

2. Okcnenutop A.M.JleBun

3.Cexkperaps C.A.MupoHoBa

23.05.10 r.xomuccus mpoBepuIIa, CIESIAT U Ha 3aBOJIC 32 KAUECTBOM BBIITYCKAEMbIX aBTOMOOHMIICH.

B pesynbraTe NpoBepKH YCTaHOBIICHO:

24.05.10 r. mpu cxoze c KoHBekepa maptun apromodmeit BA3 3a Ne 3-12-39 rimaBHBIM MEXaHUKOM
C.T.IleTpoBbIM He OblIa BHIMOJHEHA IIPOBEPKA MEXaHU3MOB.

CocTaBilieH B 2 3K3.

1 #i3k. — B gemmo 01-13

2 1 3k. — C.T.IletpoBy

IIpencenarens C.I1.IIapamoB
Cekperapb C.IL.bpexues
UJieHbl KOMUCCHUU: JLB. Xpycranes
A .M.JleBun
C.A.Muponosa

Texer 2
®upma «MopenpoyKT»

AKT

«O BBISIBIIEHNHA IIPUYUH HECUCTIPABHOCTHU XOJIOAMNIIbHBIX YCTAHOBOK B KPEBETOYHOM LIEXE)
OcHoBanue: npuka3 reHepaisHoro aupekropa ot 30.01.2010
CocTaBieH KOMUCCHEN B COCTaBE:

Winensl komuccuu:  1.CTapimiii MeXaHUK ®emotoB E.O
2.Macrep Kenpos N.I"
3.Crnecapb Crenun U.E.

56



IIpencenarens I'maBHBII HHXEHED Kontyn 1.0.

CocTagiieH B 2-X dK3eMITIIpax:
1-if — reHepabHOMY TUPEKTOPY
2 1 — OT/IeNy TEXHUYECKOMY OOCTYKHBaHUS

Ha HpOH.IJ'IOﬁ HEACIIC HU C TOT'O, HH C CET'0 U3 CTPO BBIILIO 3 XOJIOAWJIBHBIC YCTAHOBKH.

ITocne MMPOBEACHUA TEXHUYCCKOI0 OCMOTpPA INIaBHbIX MECXaHUKOM, WICHbBI KOMHCCHUH BO I'JIaBE C
npeaceaaTeyicM YCTaHOBUIIN, YTO IMOJIOMKA XOJOAUJIBHUKOB MTPOU30IILIA B PE3YJILTATC MONaJaHUA B arperaThbl
BOJIbI, KOTOpas rpocadyrBajiaChb € IMOTOJIKA IIOMEIICHMA.

UJIeHBI KOMHCCUHT ®enoroB E.O
Kenpos N.I"
Crenun UE.
IIpencenarens Konryn U.O.

3aganue Ne 5 k Teme 6
5.1Haiigure ommOKy B TEKCTE JOKYMEHTOB, OXapaKTepU3yHTe U UcTpaBbTe UX. OCTaNbHON TEKCT U
PEKBH3UTHI, IPU HEOOXOAUMOCTH, JOTOJIHUTE CAMOCTOSTENBHO.

Teker 1
[TPOTOKOJI
YYPEJIMTEJILHOI'O COBPAHNS OBILECTBA C OTPAHMYEHHOV OTBETCBEHHOCTbIO
OAPMA-JIT/
IIpucyrcTBOBaIM:
1.3aiines H.C.
2 Kponbepr B.A.

3.OcraibHble

YTBepauau NOBECTKY AHS COOpaHHMS:

06 yupexneann OO0 «Dapma-JITo»

o Bompocam noBecty JHs: BeicTynun 3atitiee Hukonal, KOTopbIid Ipeaioxmt yupeauTs OOIIEecTBO ¢
OrpanndenHoi OtBeTcTBeHHOCTBIO «Dapma-JITmy.

PEIINJIN:

1.Yupenuts OOmmectBo ¢ OrpannyuerHoit OTBeTcTBEHHOCTHIO «Dapma-JIToy.

2. Uto Hy>KHO CPOYHO 3aHSTHCS Pa3pabOTKOMN JOIKHOCTHBIX HHCTPYKIHH.

3.91y Ho1ry Ha ceOst TOJKeH B3STh He KTO MHOH, kKak I1.P.IlokynuH.

Tekcer 2

[MTPOTOKOJI
05.09.2010 Nell

['maBb1 anMUHMCTpALK yIpaBlieHHs! 00pa30BaHusl, 3aceaaHe

Cekperappb — CuBkuHa H.A.

IIpencenarens — I'pomoB E.H.

[IpucyrcTBoBanu: I'naBbl ynpaB MyHHLIMIIAIBHBIX OKPYTOB, TUPEKTOpaA U 3aBY4H KO LleHTpanisHOro
paiiona. Becero npucyrcrBoBao 17 uenoBek. PernctpaiioHHbI CIMCOK MPUIaracTcs.

IToBecTka mHA

1. O npoBenennu pedopmbl 06pa3oBaHUsL.

2.IlpaBa npenonaBaTeneit

1. BBICTYIIWJIN:

CJIIYHIAJIN:

[NOCTAHOBUWJIN

2. BBICTYIIMJIN:

CJIIYHIAJIN:

PEINWIIN:
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[Ipencenarens E.H.I'pomoB
Cekpetapb H.A.CuBkoBa

5.2.CocTaBbTe IPOTOKOJI, KPATKHiA TPOTOKOJI, BBIIMCKY W3 MMPOTOKOJA I Clieytoulell cutyauun. B
opranax MB/] Poccuu cocTostiock 00CyKI€HIe OTMEHBI JIBTOT JJIs1 BOSHHBIX, MITUITHOHEPOB, TIOKapHBIX. Ha
3acemaHuy BeICTymH ¢ nokinaaamu AB. Kysrenos, monkoBark M.O. Onsrranckuii, maiop K. /1. Ilerpos. Beero
npucytcTBoBanu 174 uenoseka. [Ipencenarenem 3acenanus 6bu1 monkoBHUK P.H.CepeOpsikoB.

5.3.CocTaBbTe IPOTOKOJ COOpaHMs Ballel yueOHOM IpYIIEI [0 TOBOAY MOCEIIACMOCTH 3aHSTHH.

5.4.0¢opmuTe IPOTOKOI IPOQPCOIO3HOTO COOpaHHS COTPYTHIKOB, Ha KOTOPOM OOCYKTAJTMCH BOIPOCKHI 00
OpraHM3aliy BBIBO3a JETEH COTPYIHUKOB Ha IOT B JISTHHI mepro, 00 0TOope JeTeil U NX COMPOBOXKICHUU.

Odopmute Ha OCHOBE MOTHOTO MPOTOKOJIA KPATKUIl MPOTOKOIT.

5.5.CocraBbTe KpaTKuii IPOTOKOI MTPON3BOACTBEHHOTO COBEIAHNS PA0OTHHKOB TIAHOBO-2)KOHOMHYECKOTO
oTAena 3aBoja «3Be3a», Ha KOTOPOM ObUT pacCCMOTPEH BOIPOC O IOCPOYHOM BBIIIOJIHEHHH IIJIaHa MO
NpOU3BOJCTBY HOBeWMX Aertaneid. [locne oOcyxneHns Mpor3BOACTBEHHOE COBEIIAHNE MTPUHSIIO PEILICHUE
BBINOJIHUTD TUIaH HA TPU JAHS PaHbIlIEe YCTAHOBIECHHOTO CpoKa. OCTaIbHOM TEKCT U pEKBU3UTHI YKaXKUTE
CaMOCTOSITEIIBHO.

Tema 7

3aganue Nel

Cnyorcebnvie nucoma

1. T'enepanbhubiii aupekrop OO0 «Kapar» UK. MBanoB 22 uroHs TeKyliero roga Hanpasuil nucbMo Ne 04
/ 43-57 na ums Texanueckoro qupekropa OO0 «/leno» H.E. JleBuenko (rop. aapec: 236500 Cankr-IletepOypr,
yin. K. PeuteeBa, n. 56, ctp. 3). B muceme roBopurcs O BO3MOXKHOCTH peajH3allil KOMIIBIOTEPOB II0
JOTOBOPHOH IIEHE M BO3MOXKHOCTU NPHHATHUS 3aKa30B Ha COCTaBJIEHHE MPOTpaMM. ABTOP IUCbMa BBIPa3lil
HaJEKAy Ha yCIIeUIHOe, JOJITOBPEMEHHOE COTpyAHMYecTBO. IIpoekT muchbMma MOATOTOBMIA MeHemkep A.A.
[TerpoBa (tenm. 123-56-78). Ilucebmo moamucaHo TreHepalbHBIM AHPEKTOpoM. HemocTtaromme peKBU3UTHI
JOIOJTHUTE CaMOCTOSTEINIBHO.

2. CocTaBbTe MUCHMO-3aMPOC U MIUCHMO-0TBET ClIeyroriero conepxkannsi. Kommepueckuii qupextop OO0
«BuzuTy, cenuanu3upyronierocs B 001acTH U3y4eHHs CIpoca Ha TypPUCTHUYECKUE YCIYTH, 5 anpens TeKyIIero
rojia oOpaTHIICS C 3alIPOCOM K T€HEpaIbHOMY JUPEKTOPY TypUCTHYECKOTo areHTcTBa «Ckazounsiii mup» K./
Ourenze 0 BO3MOXKHOCTH OpraHU3alMi TYPOB B CKaHIMHABCKHE CTpaHbl. B mucbMe OBUIH 3aTPOHYTH BOIPOCHI
CTOUMOCTH W TIPOJODKUTEIBHOCTH CPOKOB TYPHUCTHUECKHX TIO€37I0K, BKIIOYasi TpaHcdep, OpraHu3aIfio
NUTaHUs, MPOBEACHUE SKCKYpCHH M Apyrue yciayrd. OZHOBPEMEHHO B NHChME COAEp)KaIach Hpockda o
PaccMOTPEHUH BOIIpOCAa OPraHM3alUM HMHIUBHIYalbHBIX TypoB B ABcrpanmuio (Cugnei - 3omnotoit beper).
IIpoekt mpukaza Ne 45 / 34-04 noxaroroemwia B.M. Cepoa (ten. 123-56-78), a moamucan B TOT K€ JIeHb
kommepueckuii tupekrop OO0 C.I1. MapkwuH.

2.1. B otBet Ha 3ampoc C.II. MapkuHa reHepalbHbIM JUPEKTOP TYPUCTHUECKOW KOMIAaHUN «CKa304HBIN
MHUP» HOATBEPAMI BO3MOXKHOCTh OPraHM3aluM TYPHUCTHUECKHX MOE3I0K B Ha3BaHHBIE CTpaHbl. B oTBeTHOM
nuceMe 15 anpenst Ne 34 / 11-06 conepxkanachk npockba k OOO «Bus3nuT» NpesocTaBUTh TOUHBIE CBEICHHS C
yKa3aHMEM KOJIMYeCTBa TIPYIIN, Cpoka mnpeObiBaHus B cTpaHe. Ilo BceM HHTepecyrOmMM BOIpPOCaM
pEKOMEHI0BAIOCh 00paTuThes K omeparopy ¢upmber A.Jl. Jlorunosoii. IluceMo-oTBeT moaroroBmma A.A.
WBanogra (ten. 123-76-45), noanucai reHepayibHbIA qupekTop. Hemocraromniye pekBU3UTHI TUCEM JIOTIOJIHUTE
CaMOCTOSITEIHHO.

3. 3amecturens nupektopa 3aBoja «M3omur» B.JI. YepHoB 10 mas Tekymero roga nmoAroTOBHII MPOEKT
MUChMa JIeKaHy OSKOHOMHYecKoro ¢akynereta [ocymapctBenHoro ynuBepcurera ympasienuss C.C. I'as-
puioBoii. B miceMe copeprkanach mpock0a peKOMEHI0BATh CTIEIUAIMCTOB M3 YHCIIA BBITYCKHUKOB MTOCIEIHAX
JIeT BEUYEPHETO W 3a0YHOr0 OTHENEHHH (aKynbTeTa, MMEIOIIMX HEKOTOPBIH OMBIT paboTel B 00JIACTH
9KOHOMHKH TIPOMBIIIICHHBIX TNPEANPHUATHA Ha JOJDKHOCTSX 3KOHOMHUCTOB M CTapIIMX 3KOHOMHCTOB
ynpasienus. Taxke ObUTO BBICKa3aHO TOXKENaHHWE K MPETEHJEHTaM Ha BAKaHTHBIE JOJDKHOCTH TOATOTOBUTH
pe3oMe U IpuciaTh UX 1O (Qakcy B 3aBOAOYNpAaBICHHE. ABTOP MUCbMa BBIPA3HUJ HAAEKIY, YTO YHUBEPCUTET
paccMOTpHUT BOMPOC 00 OpraHU3allH MPOM3BOJCTBEHHON NMPAKTHKH CTYACHTOB SKOHOMUYECKOTo (aKyibTeTa
Ha 3aBOJIE C TOCJEAYIONMM HX TpyAOoycTpoiicTBoM. IIlnceMo momammcano 3am. aumpekrtopa. lIpoexT mumcbpma
nonrorosyieH H.M. Ecunoii (Ten. 123-45-67). OctanpHble peKBU3UTHI TOTIOJTHUTE CAMOCTOSATENBHO.

3ananue Ne2
2.1 CocTaBbTe ENOBbIC THCHMA TSI CIICTYIOIIMX CUTYAI[HIA:
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Poccwuiickas pupma «Mentsl u Ko npurnamiena smoHckoi Gupmoit «SIkyn3a» 1 aMepuKaHCKOH KOMITaHHEH
The Best Cops Ha 03HAKOMHUTENILHYIO BBICTABKY OPYKHS M aMyHULIMHU JUIS TIOJTUIICHCKHX.

[locne mocemienust BEICTaBKU poccuiickast (hupMa OTIpaBuiia MMChMa:

A. SImonckoit pupme ¢ mpocrboii 0 TocTaBKe MPOOHOM MAPTHH HYHYAKOB. Pe3NHOBBIX MeTaTeIbHBIX
3BE3/I0YEK M HOBBIX apMHUPOBAHHBIX HICTKOBBIX MOJUIEHCKUX KyPTOK, CIIOCOOHBIX BBLACPKATH YAAp HOKOM.

b. Amepukanckoii hupme ¢ mpocb00i BBICIATH MAPTHIO TUTAHOBBIX HAPYYHHKOB.

SAnoHckast hupMa OTIpaBIIIa 3aKa3aHHYIO TAPTHIO, POCCHHCKAs (prpMa BeIpasmlia YAOBIETBOPEHHUE 10
MOBOJIy KauecTBa TOBapa.

AmepukaHcKas ¢prpMa OTIPaBUIIa HAPYYHHUKH, HO POCCHICKasi KOMITAHUS OcTallach HEJJOBOJIbHA, TIOCKOIBKY
BMECTO TUTAHOBBIX HAPYYHHKOB aMEPHUKAHIIBI TIOCTABHJIH ATFOMUHHUEBEIE.

2.2 Oopmure nenoBbIe MUCEMa IS CISAYIOMNX cuTyauuit. OnpeaenuTe >kaHpOBble pa3HOBHIHOCTH ITHX
TIHCEM.

A. 13.12.2010 B oprice MOCKOBCKO# TOproBOit KOMITAaHUH «MUIJITOHY TPOM30IIENT CKaYOK HAITPSDKCHUS, B
pe3yibTaTe KOTOPOTO BHINIUIA M3 CTPOsI BCs oducHas TexHuKa (12 KoMmmbioTepoB, 3 mprHTEpa, 2 KOMUPOBATEHBIX
anmnapaTta, | XoIoJuIbHUK). BeI3BaHHBIE TEXHUKH CYyMEJH IIOYHHUTH TONBKO XOJIOJUIBHUK, OCTaJIbHOE
00opyI0BaHKe HEOOXOUMO 3aKa3biBaTh. COCTABHTE MHUCHMO.

b. Bl kommepueckuii aupekTop GhupMel «BajgeHTHHa» M0 Mpogaxe KOCMETUIECKOW U mapproMepHOi
npoaykiuy. Bam He0OX0AMMO POBECTH PEeKIaMHYI0 KoMIaHHi0. O(opMHTE TMCHMO IS IEJIOBBIX TAPTHEPOB.

B. BbI siBiIsieTech BEyIUM CHELMAIUCTOM KHI)KHOHM SIpPMapKH. COCTaBbTE MMCHbMO K YYaCTHUKAM SIPMapKHU.
YyacTre B 3Tol sipMapKe MO3BOJIUT MIHPOKO MPEICTABUTH KHIDKHYIO TIPOYKIIAIO TAPTHEPOB, IIPOAATH
SKCTIOHATHI CO CTEHIOB, U3Y4YUTh OCOOCHHOCTH PHIHKA U 3aKTFOUUTH BHITOTHBIE CICIKH.

2.3 OTpenakTupyiTe CaeIyroNIue TEKCThI ICIOBBIX MHCEM, COCTABBTE 3TH IMMChMa B COOTBETCTBUU C
MIPaBUJIAMH COCTABIICHHS CITYy>KEOHBIX TOKYMEHTOB.

Texcer 1

00 «Meb6emprpom» I'eHepanibHOMY IUPEKTOPY
Vi.Cas3uctos, 34

Capatos, 432764,Poccust

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

daxc (489-3) 39-78-89

19.03.10r. Ne87/07-03
O nocTymieHny NpoIyKILHH.

YBaxxaemslit BuxTop I'eopruesuu!

Coobmraem Bam o Tom, 4To Ha ckiial Hamreil (GupMbl MOCTYTHIIa HOBas IAPTHSI COBPEMEHHOW MeOeln 13
SAnonunn. Kak nmocTossHHOMY KJIMEHTY Haiiel pupMsl ocbuiaeM Bam katanor ¢ HaMMEHOBaHHUSMH ¥ CTOMMOCTBIO
nponaykuuy. Hageemcs Ha epcreKTHBHOE COTPYAHUYECTBO.

C yBakKeHUEM,

Hupexrtop M.B.JIebeneB
Teker 2

®upma «CoTen-Tenekom» PA «<MUPTOPO/I»
OTtaen MapkeTHHTa Comoii A.I.

r. C.-Ilerepbypr
r. C.-IlerepOypr, 654356 yi.Jlocroesckoro, 34
Hescxkwuii mpocniekr, 75 oduc 45
oduc 16
Ten. 1-45-67

Pexnamusiii nmt «Coten» Ha JIBopiioBoi Tuiomam

Hoporas Anna Iletposna!

Hanomunaem Bawm, uro 01.03.2010 muT ¢ pexiaMoii Hamei (UpMbl JOIKEH OBITh YyCTAHOBJICH HA
OTOBOpPEHHOM MecTe (/{BopiioBast momas). JleHbry Mbl IIepeBeny eIe HeJemio Ha3a [ 1 HaJieeMcs B OmKaiinme
JHU YBUJIETb JIOITOXKIaHHYIO peKIaMy.

C yBakeHUEM,
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MeHe).DKCp OTAC/Ia MAPKCTHUHTa «Coten-Tenckom»

Mepunos A.O. MOANNCH

Texker 3
00 «ODPUCY I'enepanpHOMY TUPEKTOPY
Kpacusrii tip, 41 tdbupmer «['PAD-CUby
rop.Hura, 123456, Poccus I1.B.Cepreesy

dakc: (456) 951-00-11

Temn.: (456) 951-00-15

02.02.2010 .

IIpo BricTaBKy «COBpeMeHHbIH oducy

VYBaxaemsiii 1-H [letp BnaguvupoBmd!

IIpurnamraem Bac nocetuts BoicTaBKy «CoBpeMEeHHBIN 0(rCy, KOTOpast MPOBOAUTHCS KoMmanneir OO0
«ODUCy. Brictaka coctoutcs 5 despans B Jome Kynstypsl nm.Ukanosa ([Ipocnext JI3eoxkunckoro,34 Ha
nepBoM 3Taxe). Hauaso BeictaBku B 10.00, mpeamnonoxuTtensHas IpoI0KUTEIBHOCTE — 6 4acoB.

Ha BricTaBKe OyzeT mpencTaBieHa cCoBpeMeHHast o(hucHas TEXHHUKA, MEOEIb It odrica M pa3HOOOpa3HbIE
KaHIIESIPCKUE TOBaphl. B nanbHeiieM Bbl cMOXKeTe 3aka3aTh ceOe TOHpaBUBIIMECS TOBAPHL. IpockM Bac
MOATBEPAUTH y4acTHe B BhICTaBKe 10 4 eBpaiist cero rona. 3asBKy HEOOXOIMMO BICIATH MO (akcy.

[Tpunoxenue: 1. [Iporpamma BricTaBku «CoBpeMeHHBIH 0(hUC) Ha

1m. B 1 3K3.
2. xaranor «TexHu4ecKre CpecTBa COBPEMEHHOTO AETIONPOU3BOACTBa» Ha S11. B 1 9K3.

I'.B.Kopnes I'enepanbhblil qupexkrop OO0 «ODPUCH

[Hactuna Bepa KoncrantnHoBHa

965-234

Ucnonneno: gakc Nel123-18 ot 03.02.2010

B nenmo Ne 78/ 05

Texcer 4
000 «MAKPO+» Hupexropy dpupmbr «MCT»
Poccus, r.Mocksa -92 I'puropresy I'.11.
Yn.xkocmudeckas, 12-0¢.35
Ten./ pakc: 8-345-4563
[MMCBMO ITPUT'JIAILIEHUE

ot 12.03.03. 3A Ne 23

O mpurianieHny Ha MPE3eHTAUI0 HOBBIX Pa3padOTOK HalieH GUpMBbI

Jlto6e3nsrii ['eopruit [TetpoBuu!

[purnamaem Bamry ¢pupmy (1 Bac B yacTHOCTH) OCETUTH NPE3EHTALINIO HOBEHIINX pa3paboTOK Halen
(bupmbl. YBepeHsl, 4To TpeIIoKeHHbIe BameMy BHUIMaHWIO SKCTIOHATHI PHUBJIEKYT Baille BHUMaHWE W CTaHyT
00BEKTOM JANTbHEHNIIET0 B3aMMOBBITOIHOTO cOTpyIHIYecTBa. [locie npe3eHTanun npeanonaraeTcst 0aHKeT, Tak
YTO HEMHOT'O €HIbTE TEPE]] IPUXOIOM.

C yBakeHHEM
Cexkperaps Kinnuko M.C HMOJIUCH
IIEYATD

2.4 .OdopmuTe ciry>keOHbIC MTUCHMA JIJIS CIICAYIONIMX CUTYAIHH.

CocraBbTe ICEMO-3aIPOC Ha UMSI KOHKPETHOW (UPMBI Ha IPUOOpETEHNE HEOOXOAUMOTO YHCIIa
KOMITBIOTEPOB I10 U3BECTHOH IIeHe. 3aTeM NOATBEPANTE MOTYICHHUE, B IPYTOM ITUChME BBICKAXKHUTE MPETCH3UM.
[Tocne pemienus Bompoca modJiaroaapure pyKoBoauTest (PUPMBbI IOCTABIIHKA KOMITBIOTEPOB. B ciemyromem
MUCHME MPHUIITACUTE PYKOBOAUTEIIS (PUPMBI Ha TIPE3CHTAIIMI0 HOBSHIIIMX Pa3pab0TOK Balied GupMbl 1
MIPEIIOKUTE EMY JTAITbHEHIIIEe B3aUMOBBITOTHOE COTPY/THHYECTBO

Ha ocHOBe npeaioKeHHBIX CUTYallui HEOOX0IUMO COCTaBUTh PA3INYHbBIC TOKYMEHTHI YIIPaBICHUS.
Tema 8
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IIpakTH4eckoe 3aHsITHE
Mo nucuuniaune «/lesonpon3BoacTBo»

Tema: lokyMeHTBbI 10 TUYHOMY cocTaBy. OpopmiieHre TUYHBIX JOKYMEHTOB.

Heas padoTbl: IpHOOpPETEHUE 3JIEMEHTAPHBIX HABBIKOB, CBA3aHHBIX C BBOJAOM M pelaKTHPOBAHUEM
TekcToB HoKyMeHTOB Ha 1K, Ha npumepe odopmieHns JOKYMEHTOB 110 IMYHOMY cocTaBy. B npouecce paboTsl
HaJ HEOOJIBIIMM OJHOCTPAaHWYHBIM JOKYMEHTOM, COCTOSALIMM M3 HECKOJbKUX ab3aleB TeKCTa W palboThl C
KOJIOHTUTYJIaMH, 3aKpelUIeHHe 3HaHWi TpeOoBaHWMU JeicTByOlmed HOPMATHBHOM JOKYMEHTAalUHd K
0 OpMIICHHUIO CITYKEOHBIX JOKYMEHTOB.

O6opynoBaHue: epcoOHaNbHBIN KOMITbIOTED, Tporpamma Word.

1. 3amyck ¥ HacTpoiiKa pegakTopa

1.1 3anyck Microsoft Word

Yrobsr 3amyctuth Word, BeiGepure Ha ocHOBHOM 3kpane Windows komanmy: Ilyck - mporpamma
Microsoft Word

Cpasy nocne 3amycka WOrd aBTOMaTHYeCKd CO3/1aeT HOBBIA IOKyMEHT. [Ipexie dem HauaTh BBOJ H
oopmIIeHHE TEKCTa, PACCMOTPUM BOIIPOC 0 HacTpoiike okra Word.

1.2 HacTpoiika oxHa perakTopa

B okne Word n10BosbHO MHOTO Pa3iiMYHBIX JICMEHTOB yIPaBJICHHS.

BonbImMHCTBO U3 HUX MOXHO BKJIIOUaTh/BBIKIIOUYATh. J{J1s1 y0OHOM paboThl ¢ JOKYMEHTOM JOJKHBI ObITh
BKJIFOUEHBI YaCTO UCIIOJIb3yEMbIe KHOIIKH, TIOJIOCHI, TPOKPYTKH M JHHeika. HacTpoeHHble onuH pa3 napameTpsl
OKHa OYyIyT 3allOMHEHBI, TIOTOMY KaXKIbli pa3 BaM HE NPHUAETCS MX HACTpauBaTh. BBl JODKHBI yYMETh
BKJIFOYATh 3TH 3JEMEHTHI YIPABJICHHUS HA TOT Cly4ai, €Cld KTO-HHOYAb, HOpadOTaB Ha BallleM KOMIIBIOTEPE,
MU3MEHHUT HACTPOMKY OKHA pelaKTopa.

Brinosinute crenyromue IelcTBus:

[J [ Beioepure komangyKnonka Office[] [Flapamerpst Word[-Hacrtpoiika.

[losiBUTCS IMamOroBO€ OKHO CO CITUCKOM JIOCTYITHBIX KoMaH[. Beibepute n

N00aBbTE YaCTO MCIOIBb3YEMbIE KHONIKH HA MaHellb OICTPOTo JOCTYyIA.

[] [J BrirounTe/OTKIIIOYMTE JIMHEHKY kKoMaHnoBuy - [1 [Uluneiika.

[J [ BKiIIOUUTE ¥ OTKJIFOYMTE T10 MOPSAKY MOJIOCHI MPOKPYTKH KOMaHI0H

Knonka Office- [ [TIlapamerpsl Word- [] [ JlonoJHUTEJBHO- [ | [ DKpaH.

Terneps HaI0 YCTAaHOBHUTH NMApaMETPhbI, BIUSIIONIME Ha 0TOOpaxkeHue 1okymenTa B okue Word. YcranoBum
UX B pacuere Ha paboTy ¢ OOBIYHBIM JTOKYMEHTOM,TakK, 4YTOOBI JOKYMEHT Ha KpaHe ObUl MAaKCUMAaJIbHO MOX0XK
Ha MeYaTHBII pe3yJibTar.

IIponenaiite cnenyroniee:

[J [ BrirouuTe pexkuM 0TOOpaKeHUs!, TPUOIMKEHHBIHN K ITe4aTHON KOIHUH,

BEIOpaB kKoMaH Ty Bunll-Pa3mMeTka cTpaHUIIBI.

[0 [0 B okadMacmrta6 sientsl Bua ycranosure macmrad oroopaxenus Ilo

IIMPHHE CTPAHUIBI.

[J [0 Y6enutech, 4TO KHOIIKA OTOOpa)KEHUsI HENleYyaTaeMbIX CUMBOJIOB B

rpynmne A63an sieHTsl ['1aBHAas HaXoouTCA B HaXaToM cocTosiHMM. Eciam Her, Haxkmute ee. Bo Bpems
paboThl ¢ JIOKYMEHTOM BBI JIOJDKHBI BHJIETh MapKepbl a03aleB M Jpyrue CIEICHMBOIBI — TaK yJoOHee
0OPMIISITH IOKYMEHT.

1.3 Hacrpoiika noJjieii cTpaHHIbI

1) Ipuctynum x opopmiteHHro (POPMaTHPOBAHUIO) JTOKYMEHTa. Bo-niepBhIX,

HaJI0 yCTAaHOBHTH pa3Mep moJjei crpanuilsl. [loms — 3to Oesple obnacTtu ¢

YETBIPEX CTOPOH CTPAHMLIBI, HA KOTOPBIX HET TEKCTAa. TEKCT pacnoaraeTcs

MEX1y MOJISIMH.

Jiist HacTpo¥ikK ToJiel BeIOepuTe KoMaH1y Pa3merka crpaHuibl- [

MMapamertpsl crpanunsl- | [Tlons- [] [HacrpauBaemble mossi. B quanoroBoM okHe cienaite dyeTsipe
nonsi — JleBoe — paBHoe 1 cM, Hu:xknee, Bepxnee u IlpaBoe — paBHBIMH 2 CM M pacCTOSHHE OT Kpas 10
BEpPXHEro KOJIOHTUTYJA — 1cM (JUIsl N3MEHEHHUsS pa3Mepa IoJII MOKHO HAaKMMAaTh MBIIIBI0 MaJICHbKUE KHOMKH
CO CTpEJIKaMHu).
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MapaMeTpbl CTPAHHLLbI ﬂil

ACTOYHHE Byrark I

Mana

Pazmep Dymart:
AS =l
LLHpHHa: m r
BhicoTa: |21 CH 5‘

Mogada byvrark

MepEan CTRaHMLA! JCTankHBIE CTPAHHLEL

YMOMHEHKHED (Tl0AaTHHE
Mo AaTHHE Py NOHHOA GyMar MoAaTHHE Py NOHHOR ByMar

[~ [

CApazeL

MPHMEHHTE

K TEKYLWLEMY Pasaeny j

MapaMeTpel NEYHATH. .. I

Mo ¥MONYaHKK, ., | Ok I OTHEHS

Pucynok 1 — 3aganue pazmepa CTpaHHIIBI

2) [lepeiinute Ha BkIanky Pa3zmep 6ymaru (puc. 1.) u 3apaiite pazmep AS

vy Hupuna 14,8 cm, Beicora 21 cm.

2. Beoa Tekcra

2.1 3apanue ¢popmaron

Kora BbI mpuoOpeTeTe, HEKOTOPbIH ombIT paboTel ¢ WOrd, To cmokere

BBITTOJIHSATH OTEPalliU BBOIA M OOPMIICHHUS TEKCTa B IPOU3BOIBHOM MOPSIIKE.

Ceituac, paboTasi HaJl IEPBBIM JIOKYMEHTOM, 3TH JACHCTBHUS BBl OyneTe

BBITIOJHATH 110 ouepeny. CHadana HabepeTe TeKCT JOKyMEHTa COTJIACHO

HWKENPUBEJICHHOMY 00pasily, a 3aTeM — O(pOPMHTE TEKCT.

B rpynne Hlpugpm nentol I nagnas ycranosute pazmep 12.

B TekcTe noKyMeHTa, KOTOPBIH BBl OyieTe HaOUpaTh, IOMEUEHBI MECTa

Hakatus kinasuin [Enter] u [Tab] (3tu MmeTku, KoHeUHO, HAOKPATh HE HYKHO).

Knasuma [Enter] orme4aeT HOBBIN a03all, mo3TOMY HE B KoeM ciydae HE

HaxxnMaiiTe Enter mocie Kasknoil CTpPOKH — TOJIBKO B OTMEYEHHBIX MECTaX.

C oxHotii ctpoku Ha apyryo Word OyaeT nepeHOCHTh TeKCT BTOMATHYECKH.

HabepuTe cnemyrommii TekcT (0OpaTuTe BHUMaHHE, 9TO ITOCIIE 3HAKOB

MpenuHaHus MPoOes CTaBUTh HAJ0, a 10 3HAKOB NPENUHAHMS — HE HAJ0).

Jiist pacmonokeHusi B BEpXHEM MOJie PEKBH3UTOB CIIpaBa W clieBa HEOOXOIWMO BCaBHTh TaOnumiyy. Ha
TUHEHKEe WHCTPYMEHTOB BBIOEpHTE BeraBka — BeraBuTh Tadaumy. YKaXHTe KOJIHMYECTBO CTPOK -1,
KOJINYECTBO CTONIONOB -2. CeTKy TaOnuIsl HEOOXOAMMO CKPBITH B pasjeiie Ad3al — «HeT TPaHuID).

[IpaBoe mose TabaHLIbI 3aMOTHIEM CIEAYIOIUMHA PEKBU3UTAMU

HawumenoBanue ctpykrypHoro noapasnenenus (Otaen npoextupoBanust Enter Enter)

HaumenoBanue Buna nokymenta (IIPEJJCTABJIEHUE Enter Enter)

Hara noxymenra (24.11.2013) nomep noxkymenTa (Ne 32 Enter Enter)

Mecro cocraBnenus fokymeHTa (1. Bemsck Enter Enter)

3aromnosok (O moompernu A.C.CmupHoBa Enter Enter)
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JleBoe mone 3anonHsIoT peksu3uToM aapecat (Jupexropy OOO «Crpoitnpoext» Enter
B.B. PatnukoBy Enter)

[Tocne Tabnump! opopMiIsieM peKBU3HT TEKCT:

CvupHoB Anekcanap CemeHoBud Enter

1974 rona poxxaenust Enter

O6pazoBanue - Beiciiee Enter

HomxHocTh - nHxkeHep Enter

Crax paboTsl B obmiectse - 12 net Enter

OneHka NpOU3BOACTBEHHOH JESITENBHOCTH - BbICOKas Enter

MoTuB TIOOIIPEeHMS - TOCpOUHast pa3paboTka mpoekra Enter

OcHoBaHue - yTBepKIeHHBIH poekT « ComoMbanbckast cinobona»Enter

Bun noompenus - aenesxxHoe Bo3Harpaxaenue Enter Enter

[Tocme TexcTa pacmonararoTcst peKBU3HUTHI ITOAIUCH U (€CIIHA ATO HEOOXOIMMO ) BU3BI COTIIACOBAHUI.
IToamuce (Hagansauk oTaena, mecto mist aumaHoi noanucu, M.H.Kimvos Enter Enter)

2.2 UcnpasJjienne opdorpadpuyeckux ommudox

Word aBromatndecku uiiet B HabupaeMoM TeKcTe opdorpaduaeckne

omnOku. CroBa ¢ OIMOKaMH MOAYEPKUBAIOTCS KPACHOW BOJTHUCTON YepTon

(910 City’)kebHOE 0003HAYCHHUE, P TTeYaTH Ha MPUHTEPE 3Ta YepTa He

BBIBOAMTCS). BBl H0JDKHBI 0OpamaTe BHUIMaHUE Ha BCE MOAYEPKHYTHIE CJIOBA.

B TeopernueckoM marepuase BaM HEOOXOIUMO MPOYUTATH PO 3TO

nospobHee.

[Ipexne yem nepelTH K ciieayromeMy pasaeny, yoenurecs, 4To B BalleM

TEKCTE HE OCTAJIOCH CJIOB, NOJUYEPKHYTHIX KaK OIIMOOYHBIX.

2.3 CoxpaneHue J0KyMeHTa B (paiiie

Teneps, koraa TEKCT HAOpaH U TOTOB K 0(hOPMIICHHIO, LIETIECO00Pa3HO

coxpaHuTh ero B (haiiie. Beibepute Knonka Officel] - Coxpanumsp. Bor

JIOJDKHBI TIOMECTHTH CBOM (paiiin TOKyMeHTa B MaNKy, 3aBeJICHHYIO sl Bamel rpynmbl. Mms daiina Oyaer
— O¢unnanbHplii nokymenT-Oamuaus, Hanpumep, Opunnanbublii 1okymeHT-IleTpoB. UT0OB COXpaHUTh
JOKYMEHT, BHUMATEJIbHO BBIIIOJIHUTE CIIEAYIOIINE NEHCTBUS:

1) Boiigure B mamky cBoeidl rpymmbl. st 3TOro JBaKIbl IIEIKHUTE Ha MMEHU IalKd B CIHCKE C
COJIEP’)KUMBIM TEKyIlIel manku. Eciu Bbl HE BHJIWTE MalKH CBOEW TPYMIIbI, MPOKPYTUTE COJIEPKUMOE CITMCKa
TOPU30HTAIBHOM Mostocoi npokpyTkH. [locie Toro, Kak Bl BoWJeTe B HAIKy, yOeOUTECh, YTO €€ UM I10Majio B
CIHMCOK HaBepXy OKHa BMecTO MOH JOKYMEHTBI.

2) lllenkHuTE OJUH pa3 B CTPOKY ¢ UMeHEM (aiina 1 HabepuTe Hy»)HOe uMs ¢aiina, Hanpumep (haMumio
HAIUIITUTE CBOIO):

O¢unnansueiii 1okymeHT-IleTpoB

3) Haxxmure kHONKy COXpaHUTD.

4) Yoenutech, uTo Baile uMs ¢aiiia mossBUIOCH B CTpoke 3arosioska Word.

3. OdopMmiteHHE TOKYMEHTA

3.1 OdopmieHne TeKCTA JOKyMEHTA

1) Ilpugpmosoe oghopmnenue.

Brigenute TekcT, BeimoaauTe koMauay IaasHas-Ipudr- Times new Roman

2). 3adanue unmepsana mMexcoy CUMBOIAMU.

Breinenure Texer, BeinoaHuTe koManay I'imapHas- [ [IIpugT 0TKpOHTE ¢ MOMOIIBIO CTPEJIKH B HUKHEM
NpaBoOM YTJy JHaJlOrOBOE€ OKHO 3aJIaHUs TapameTpoB HipudTa, nepeiante Ha BKiaiaky Mumepean. 3anaiite
MHTEpBaJ pa3peKeHHbIN Ha 1 1T .
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MacwTah;

MHTEpEAN: IPa3pEH{BHHbIﬁ j Ha: IlnT ﬂ

=
CHElEHHE: IHET vl Ha: I j
[ KepHnHr AnA sHakos pasmepan: I E‘ O¥HETOE W Gonee

QApazel

IIpe gmose HHe M0 He ABHEHMocTH B 2006 1.

WpkdT TrueType, OH HENGAEIYETCA ONA BLIEGLA KAK HA 3KPAH, TAK M HA NPKHTEP,

Mo yman4aHme, .. | Ok I OTMeHA

Pucynok 2 - 3aganue uHTEpBaIa MEXy CHMBOJIAMU

3) Buipasnusanue abzayes.

[locraBpTe Kypcop B crpoky ¢ ®HO u cooTBercTByIOlIe KHOMKON B rpynmne I'maBuas - [| [AG3an
BBIPOBHANTE €€ 10 MPaBOMY Kparo.

BriaenuTe TEKCT U BEIPOBHSIMTE 110 BCEH MIMPUHE MOJIS JIUCTA.

4) Hacmpoiika omcmynos nocie abzayes.

B moxyMeHTax BBl MOXETE 3aMETUTh, UTO MEXIY HEKOTOPHIMH a03allaMy €CcTh ITyCTOe MPOCTPAHCTBO. DTH
POMEKYTKH MOXHO OBUIO CIesaTh MPU IMTOMOIIH MyCThIX CTPOK — HaxkuMast JdinHuid pa3 [Enter] npu BBOIC
TEKCTa. DTOT CHOCO0 HEeynoOeH TeM, YTO pa3Mep NMPOMEXYTKA, €Clii HoTpedyercs, OyleT TOBOJBHO CIOXKHO
U3MEHHTh — KaXAbIH TPUAETCS MEHATh IO OTAEIbHOCTU. Ya0OHee c/enaTb OTCTYIBl C TOMOUIBIO
CIICIMAILHOIO CBOMCTBA a03aiia — MHTepBas mocie win UuTepBan mepen.

Alsau W_-

OTCTYN= W HTEpEan I NoNoADEN HA CTRBaLE |
orcryn

cneaa; O M . : o

2L e e Ilm:-v': ;I [ B
WHTapean

nepes onT P TR

mnena) onT & QelTEs e =] :I l _;ﬂ
Ofparey

e vma yoes, ¢

Taliynaua. . O I OrMesa

Pucynok 3 — OkHo cBOHCTB a03ara.

Bri6epute komanny I'maBHasi- [ [JAG3an. OTKpoOHTEe TUAIOTOBOE OKHO C TIOMOIIBIO CTpenku. [losBuTCS
OKHO CO CBOMCTBaMH BBIZICIICHHBIX a03armeB (puc. 3). YcraHoBuTe cBolicTBO MHTepBaJ mocJe paBHBEIM ONT U
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HUnTepBan nepen paBHbiM 6mT. /)i 1ByX OonpImx ab3areB HEOOXOIUMO YCTAaHOBUThH OTCTYII JUTISl KPACHOM
cTpoku. [l 3roro craBuM Kypcop B ab3am u B auanmoroBoMm okHe I['maBuas[) [FAG3am ycTaHaBIMBacM
IlepBas cTpoka Ha 1,25 cMm.

[IpoBepsTe, moMerIaeTcst M Tenepb BeCh JOKYMEHT Ha OJHY CTpaHUITy. Eciu HeT, TO yganuTe OJHY WIH
HECKOJIBKO IYCTBIX CTPOK B BEpXHEH YacTh TEKCTa.

5) Ogopmnenue cnucka

Ecnu B TekcTe OyneT yka3aH CIIHCOK, TO BBIACTUTE TEPEUHCICHHBIE 3JIEMEHTHI, KOTOPhIe HaI0 0(OPMUTH
B BUe criicka. [locne BeineneHust 3Tux adb3aneB BeiOepuTe koManay ['naBuas- [1AG3an, MENKHUTE HA KHOIIKE
Mapxkepbt 11 BBIOEpUTE MOIXOAALINN TUT CIIMCKA MM KOMaHAoW OmnpeaesinTh HOBBIN THI MapKepa 3aaaiTe
Ipyroe ohopMIIeHHE CIIICKA.

6) IIposepka pezyrvmama

CpaBHMBaTh CBOW JTOKYMEHT C 00pa3loM YIOOHO B PEXHUME HPEOSAPUMENbHO20 NPOCMOMPA nepeo
neyamoio. BeIOTHUTE NEUCTBUA:

[J [0 Betbepute komanmyKuonka Office- [JIleuars[] [] [+ IIpenBapuTeabHbIil MpocMoTp.

[J O B rpynndlacmrad KHOTKOM ycTaHOBUTEe MaciuTad OmHa cTpanuua.

[J [ Illem4koM NIeBOI KHOIIKM MBIIITH HA CTPAaHUIIE BBl MOXKETE TIEPEKII0YATh

Macmrad MeXAy YBEITHMYEeHHBIM W HOPMalbHBIM BapwaHTamMu. l[locMoTpuTe Ha pasiudHBIE MeECTa
nokyMmeHTta. O0paTuTe BHUMaHUE, YTO HelleuaTaeMble CHMBOJIBI HE BUIHBL.

[J [0 HaxxmuTe KBIIKY 3aKPbITH OKHO MPeIBAPUTEIBLHOr0 MPOCMOTPA HA JICHTE AJIS BBIXO/A U3 PeKUMa
MPeIBAPUTEITHHOTO IPOCMOTDA.

3.2 PaGora ¢ KOJIOHTHUTYJIOM

Co3paiiTe Ha cTpaHUIIE KOJOHTUTYJ B TOYHOM COOTBETCTBUH C 00Pa3LIOM,

MpEACTABICHHBIM Ha puC. 4.

1 NaBopaTopHBIA NpaHTHEYM
oMo
Nata co3naHma

Pucynok 4. O6pa3zer; BepxHEro KOJIOHTUTYIIA

s sToro BeiOepute komanay BeraBka [ T+ KononTuryasl [ [FBepxuuii

KOJIOHTHTYJ. Bribepure odopmiieHre. B 3TOT KOMOHTHTY MOXHO BCTaBUTH M3 (hailla PUCYHOK H C
MOMOII[bI0 ABTOTEKCTA 3aHECHTE HOMEp CTPaHUIIBI, UMsI Ballero JIOKYMEHTa, JaTy ero CO3JaHus, a TaKKe
BITUIIIUTE CBOIO (aMHIIMIO, UMS M OTYECTBO. BHeEceHHYI0 WHQOpPMaIUi0 OTPOPMATHUPYHUTE CIEIYFOIIM
00pa3oM: HyMepaluio CTPaHHULI - 110 LEHTPY; UM JOKYMEHTa, AaTy ¥ (aMHUIIMIO — IO MPaBOMY Kparo; Ha BCIO
UHGOPMAIMIO YCTAHOBUThH HauepTaHue MpudTa U [IBETa COIIACHO 00pas3ily Ha puc. 4.

CamocTrosiTesIbHOE 3a/1aHHE

1. Cozpaiite TekcroBbiii AokymeHT (Ilpumka3 mo JMYHOMY COCTaBy O IIOOLIPEHMH, HA OCHOBE
BBIIIEYKA3aHHOTO MPEICTABICHUS).

2. 3apaiite pasMep nucta A 4. Ilons: BepxHee, HIDKHEE, JeBoe — 2,3 cM, paBoe —1 cM.

3. OrdopmaTupyiiTe TEKCT TaK, YTOOBI HOKA3aTh U3Y4YEHHBIE BAMHU CIIOCOOBI

dhopmaTtupoBanus ab3areB 1 mpudToB.

4. CozpaiiTe HWOKHMKA KOJIOHTUTYJ HAa CTPaHUIE, B KOTOPBI BCTaBbTE M3 aBTOTEKCTa KOJIOHTHUTYIA
HOMeEpa CTpaHMI, JaTy CO3JIaHus TOKYMEHTA U PUCYHOK, BBIPE3aHHBIN U3 NaHEIN HHCTPYMEHTOB KOJIOHTHUTYA.
[Mpoussectn GpopmaTupoBaHUe BCTaBIEHHONH MH(GOPMALIMU B COOTBETCTBHU C 00pa3IoM, MPECTABICHHBIM Ha
puc. S.

1 NaBopaTopHBIA NDEKTHHEYM
DO
faTaco3gadma

Pucynox 5 - O0Opa3zelr HKHETO KOJIOHTUTYJIA
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OC Ne 5 KontpoJsbHas padoTa
(nJ1s1 32049HOI (popMBI 00yUEHHS)

TemaTnka KOHTPOJBHBIX Pa0doT Mo qucuumiInHe «/leonpon3BoacTBo»

1. braHKM TOKYMEHTOB MPeANpUITAN (001N, MICchMa, KOHKPETHOTO BUAA JOKYMEHTA, IPOAOIBHEIH,
YTIIOBOH, cIierualibHbIH). DopMysap-obpazell JOKyMeHTa.

2. CTpyKTypa ¥ IITaTHAsI YUCICHHOCTb, IITATHOE paclicaHue, IPUKa3 O BHECEHUH N3MEHEHUH B IITaTHOE
pacmucanue.

3. Iopsimok opopMIICHHUS MPUKA30B 0 JIMYHOMY cocTaBy. O0pa3ibl GopMyTHPOBOK MPHUKA30B IO
JMYHOMY COCTaBY.

4. TpynoBas kHwKKa: ohopmiieHre u Beaerne. O0pasisl GOpMYINPOBOK 3allUCEl B TPYAOBYIO KHHXKKY.

5. JlucTok Mo y4uery KaapoB, pe3foMe, aHKeTa.

6. I[IpoTokoj1. @OpPMBI IOJHOIO U KPATKOI'O IPOTOKOJIA.

7. BHemstst nepenucka. GakcuMuiIbHBIE COOOLICHUSI.

8. Cnpaska. PaznoBunnocTr cipaBok. Oco6eHHOCTH 0QOPMIICHHS CIIPABOK: C MeCTa pabOThI, O HAIMYNN
MaTepuajoB Ha CKJaje, O IPOICIaHHON padoTe.

9. OdopmIieHne TpyAOBBIX JOTOBOPOB.

10. OdopmiieHre JOrOBOPOB O TBOPYECKOM COTPYJHHUYECTBE.

11. OdopmieHre TOTOBOPOB KYIUTH-TTPOAAKH.

12. HomeHnkiatypa J1el, MOpsIOK €€ COTTacOBaHMS M yTBEp)KACHUS. [IpOeKT HOMEHKIATYpPhI Je.

13. Perucrpamnus JOKYMEHTOB, (OPMBI PETUCTPALIMOHHBIX KYPHAJIOB U KapTouek. [lepeueHs TOKYMEHTOB
HE TOJISKAIINX PETUCTPALIIH.

14. Axr. PaznoBuaHOCTH aKTOB. OOpa3Ibl aKTOB C YIIIOBBIM M IPOJOIBEHBIM PACTIOIOKEHUEM
PEKBU3UTAM.

15. O06paboTka MOCTYMAIOIIUX JOKYMEHTOB. BiIoK-cXeMa paboThl ¢ BXOISIIUMHU JTOKYMEHTaMHU.

16. O6paboTka OTIPaBIAEMBIX TOKyMEHTOB. biiok-cxema paboThl C HCXOISIIUMHU JOKYMEHTaAMHU.

17. Jleno, mOpsIOK €ro 3aBEACHUS B JICIONPOU3BOACTBE opraHu3aruu. O0moxkka aena. DopmupoBaHue u
XpaHEHUE JIeN B TeKyIeH padoTe.

18. dopmmupoBaHue 1€ U MOAr0TOBKA JIEN K cJjade B BEJOMCTBECHHBIN apXHB.

19. AromaTH3upoBaHHas 3JEKTPOHHAs ()OPMa PETUCTPAIMU JOKYMEHTOB.

20. ABTOMAaTH3UpPOBAHHBIH KOHTPOIb HCIIOJHEHUS JOKYMEHTOB.

21. Tlopsnok mepeaayn JOKYMEHTOB B BEIOMCTBEHHBIH apXuB. ONHUCH el

22. TpeOoBaHUs, IPEABABIAEMbIE K TEKCTaM JIOKYMEHTOB.

23. JIoKyMEHTHI 110 JIMYHOMY COCTaBy: aBTOOHOTpadusi, XapaKTepUCTHKA, 3asIBIICHHUE H JIP.

24. Ocobennoctu ohopmiteHus 3asBienuii. CryxeOHas1, TOKJIaaHas U O0BSICHUTENbHAS 3aHCKH.

25. TpeGoanus k opopmienuio YcraBoB U [lonoxennii opranuzanuii.

26. Ilpuka3 o OCHOBHOMH JeATeIbHOCTH. BhInrcka U3 mprKas3a 1o OCHOBHOW /IS TEINEHOCTH.

27. PacrnopspkeHMst, TOPSIOK WX 0popMITeHUS.

28. Odopmnenue [loctanoBnenuii n Pemennii.

29. Ciyxebnble nrucbMa. OcoOeHHOCTH 0(OPMIICHHUS CONPOBOIUTENBHBIX ITHCEM M THUCEM-
MIPUTJIALICHUM.

30. Ciyxxebnbie iicbkMa. OcoOeHHOCTH 0pOpMIICHHST HHPOPMAITMOHHBIX U PEKIIAMHBIX TTHCEM.

31. Cuyxebnsie niucbMa. OcoOeHHOCTH 0OPMIICHUS TUCEM- U3BEILICHUN 1 TMCEM-TIOATBEPKACHUI.

32. Ciyxe0OHbie iricbkMa. OcOOEHHOCTH 0QOPMIICHHUS THCEM-HAIIOMHHAHWH U TUCEM-TIPETCH3HH.

33. Tlopsinok KOMaHAMPOBaHUS COTPYAHUKOB. OdopMIIeHHE TOKYMEHTAITUH 110 KOMaHIUPOBAHHIO.

34. TlonmroroBka u 00CIyXKUBaHHE COBEIAHUHN, COOpaHHii, KOHPEPEHITHIA.

35. Opranuzanus 1 JOKYMEHTUPOBaHUE pabOTHI C OOpAILCHUSIMH IPaX/IaH.

36. Twunosasi, mprMepHasi, MHAWBUIYallbHAS U CBO/IHAS HOMEHKJIATYPHI JIeI.

37. Ommucwu Jen 1o JTUYHOMY COCTaBY, J€JI BpeMEHHOTO XpaHEeHUs, el JUTUTEILHOTO XPaHEHHsI, Ae
MOCTOSIHHOTO XpaHEHHS.

38. DkcnepTH3a EHHOCTH JIOKYMEHTOB. PaboTa 3KcriepTHON KOMUCCHH OpTraHU3aIlny.

39. KoHTpoib HCIIOTHEHUS JOKYMEHTOB, €r0 BUBI H CIIOCOOBI OpraHU3aIHH.

40. Tlopsook opopmieHuUs TaOIUIL B CITy>KEOHBIX TOKYMEHTaX.
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OC Ne 6: Dx3amen
IlepeyeHn BONMPOCOB K 3K3aMeHY MO TUCHUILINHE «J[eJonpou3BoacTBO»

[Monstne noxymenra. Buasl u kinaccudukanys ynpaBieHIeCKUX TOKYMEHTOB.
3agaun v GYHKLIUH CIYXO 1ETONpOU3BOACTBA
Vcropust pa3BUTHS CHCTEMBI IETIONPONU3BOICTBA.

4. OcHOBHBIE  3aKOHOJATEIIbHEIE, HOPMAaTHBHO-METOIHICCKHEC JIOKYMEHTBI B chepe
JOKyMEHTallMOHHOTo obOecnieyenus ynpasienus. ( Xapakrepuctuka ['OCT P 6.30 - 2003 «YaudunupoBanHbie
CHCTEMBl TOKYMEHTAIMH. YHU(DHUIUPOBAHHAS CUCTEMa OpPraHU3allMOHHO-PACHIOPIINTEILHON AOKYMEHTALNH.
TpeboBanusa kK 0POPMIIEHUIO TOKYMEHTOBY).

5. VHudukanus u crannapTU3anus J0KyMEHTaLUH.

6. OcHoBHBIE TpeOOBaHUs K cocTaBieHHI0 U opopmiernto qokymMeHToB. (I'OCT P 6.30 - 2003).Kpatkas
XapaKTepUCTHUKA.

7. TlomsTne pekBu3nTa TOKyMeHTa. TpeboBaHus, IpeIbIBIIeMble K 0)OPMIICHUIO PEKBU3UTOB

8. TpeboBaHue Kk GiaHKaM JOKYMEHTOB

9. TpeboBaHHUE K CTUITIO IENOBBIX JOKYMEHTOB.

10. .Ocobennoctr ohopMIIeHHS PEKBU3UTOB: OTMETKA O HaNWMYWW TPUIOKEHWH, HAUMEHOBaHUE
OpraHu3alluy - aBTOpa JJOKYMEHTa, rpu() COrfiacoBaHMsI JOKYMEHTA.

11. OcobenHoctr ohopMIICHHS PEKBU3UTOB: IMOJIeMa OpraHnu3alie, TOANUCH, OTTUCK IT€YaTH.

12. OcoberHOCTH OOPMIIEHUSI PEKBU3UTOB: Ha3BaHHE BHUIA JOKYMEHTA, JaTa, PETHCTPAIlMOHHBIA HOMED
JOKyMEHTa

13. Ocobennoctn ohopMIIeHHS PEKBU3UTOB: CCHUIKA HA PETMCTPAIIMOHHBIM HOMEP W JaTy JOKYMEHTa,
3aroJIOBOK K TEKCTY, TEKCT, MECTO COCTABJICHUE U M3aHHE JTOKYMEHTA.

14. OcobeHHOCTH O(QOPMIIEHUS PEKBU3HUTOB: aapecaT, PEe3OJIONHs, OTMETKA O HAIWYUH TPUIOKEHUM,
CIpaBOYHBIE JJAHHBIE 00 OpraHU3aIHH.

15. Ha3naueHue ¥ cOCTaB OpraHU3alMOHHO-TIPABOBON JOKYMEHTAIIUU

16. UHCcTpyKIIMK: BUIBI, COCTaB COACPKATEIHHON 9acTH, 0(OPMIICHHE PEKBH3HUTOB.

17.YcraB, NOJOXKEHHE: COCTAB COJIEPIKATEILHOM YacTh, 0(h)OPMIICHHE
PEKBU3UTOB.

18. OcoGeHHOCTH TOJATOTOBKM W HANMCAaHUS PACHOPSIUTEIbHBIX JOKYMEHTOB (odopmiieHHe Iro00ro
JIOKYMEHTA 10 BBIOOPY CTY/IEHTA)

19.Ilpuka3, BbIIUCKA U3 IMpHKa3a: OCOOCHHOCTU IOJArOTOBKH, O(OPMIICHHS PEKBU3UTOB (IPUMED
odopmIIeHHS)

20.Cneunduka opopmiIeHHs PaCIOPSKEHNUH, pellieHnH (IIpuMep
odopmIiieHus)

21. XapakTepucTuka HWHQOPMAIMOHHO-CIIPABOYHBIX  JOKyMEHTOB. TpeOoBanus K odopmieHuIo
(opopmrnenue 10600 JOKYyMEHTa IO BEIOOPY CTYIEHTA).

22. TIpoTOKOI: BUIIBI, COCTAB COACPKATEIBHON YaCTH, PEKBU3UTHI (TIpHEMEP 0(OPMIICHHS IIPOTOKOIIA)

23. AKT: cocTaB co/iepKaTelbHOW YaCTH, PEKBU3UTOB (TIpUMep 0POpMIICHHS)

24. CnpaBka: 0COOEHHOCTH COCTaBJICHUs, 0OPMIICHHUS PEKBU3UTOB.

25. OOBsiCHUTENbHAS, MIOKJIAJHAs 3alUCKH: OCOOCHHOCTH COCTaBJICHHSA, O(QOPMICHHS PEKBH3UTOB
(mpumepsl o opMITCHHS).

26. Cocta ® Ha3Ha4YeHUE CiyXeOHOU (memoBoi) mepenucku. Kiaccudukamuss JOKYMEHTOB,
COCTABIISIIOIINX MEPEIHCKY.

27. TlpaBuna u TpeOOBaHUS K JEIOBOMY NMUChMY. Bunbl mucem. Crienudrika HanMcaHs BCTYITUTEIHLHON 1
3aKJTIOYUTENBHOM YyacTh (IpuMep 0pOPMIIEHHS TI0 BEIOOPY CTYIEHTA).

28. [lucemo (MHHIIMATUBHOE, MHQOPMAIIMOHHOE): OCOOCHHOCTH COCTAaBJICHUS, O(OPMIICHUS PEKBU3UTOB
(mpumep opopmieHus).

29. OcoOeHHOCTH MOATOTOBKH JJOKYMEHTOB TI0 JINYHOMY COCTaBY MPEATPHUSITHSI.

30. TpynoBoii JOroBOp: COCTAB COAEPIKATENBLHON YacTH, OPOPMIICHUE PEKBU3UTOB.

31. Ipukasbl 0 IMYHOMY COCTaBY: OCOOEHHOCTH MOATOTOBKH, OOPMIIEHHE PEKBU3UTOB.

32. JInunbie nokyMeHThl. OCOOCHHOCTH HAITUCAHUS 3asIBJICHHUS

wN e
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6.MeToauyeckne MaTepHaJbl, ONpeaesIONIHe MPOIeyPy OlleHHBasi 3HAHUI, yMeHU i, HABHIKOB U
(1JIM) ONBITA AEATEJBbHOCTH, XaPaKTEePU3YOIIHX 3TaNbl GOPMUPOBAHUS KOMIIETEHIUIA

PC3yJ’II)TaTOM IMPOBCPKU KOMHGTCHHI/Iﬁ Ha pa3HbIX JTalax (bOpMI/IpOBaHI/IH, MOJIYYCHHBIX CTYACHTOM B
X0J€ OCBOCHHA I[aHHOﬁ JUCHUILTIMHBI, SABJIACTCA OILICHKA, BBICTABISICMAs IIO0 5-ti  OamnaLHOM IIKalle B
COOTBETCTBHH CO CICAYIOIIUMHU KPDUTCPUIMM .

6.1. 1JIs1 YCTHOI'O WJIM TIUCBMEHHOI'O OTBETA HA TU®PEPEHIIUPOBAHHOM
3AYETE/SK3AMEHE

1. [ommHOTA ¥ IPABUIIBHOCTH OTBETA
2. CrernieHb OCO3HAHHOCTH Y IOHUMaHHS U3yYCHHOTO MaTepHaa
3. S3pIKOBOC O(hOpPMIIEHHE OTBETA

Illkana oueHUBAHUSA Iloxka3aTean

5 («OTIUYHOY) 1. Marepuan H3JO0XEH IOJHO, JaHbl MpPaBUIbHBIC OIpeICICHUS
OCHOBHBIX MTOHATHUH;
2.00HapyeHO IMOHMMaHWE Marepuaia, CTYJICHT OOOCHOBBIBAET
CBOM CYXICHHSA, IPHUMEHSET 3HAHHUA HA TMPAaKTHKE, IPUBOAUT
IpUMEpbl HE TOJBKO U3 Yy4uyeOHHMKAa, HO M CaMOCTOSATENIBHO
chopMyIHpOBaHHEIC;
3.Marepuan M3J0XKEH IMOCIEAOBATENILHO M TIPaMOTHO C TOYKH
3pEHUs] HOPM JINTEPATYPHOTO SI3bIKA
4 («xopomIo») OTBeT yIOBIETBOPSACT TEM K€ TPeOOBAHUAM, UTO M JJIS OTMETKH 5
(«oTnMYHO»), HO CTYHEHT Jomyckaer 1-2 ommOKd, KOTOpEIC
CIOCOOCH WCIpaBUTh, W 1-2 Hemodera B MOCICAOBATCIHHOCTH H
SI3BIKOBOM O0()OPMIICHHUH H3JIaraeMoro MaTepraja
3 («yIOBIICTBOPHUTEIHLHOY) CrymeHT oOHapyXWBaeT 3HaHHE H TIOHUMAaHHE OCHOBHBIX
MOJIOKCHUH JaHHOM TEMBI, HO:
1. Marepuas W3JOXKEH HEIOJHO, JOMYyIIEHBl HETOYHOCTH B
OIIpE/ICIICHNH TIOHSITUI WK B (DOPMYITUPOBKAX MPABHIL;
2. HE yMEEeT JIOCTaTOYHO TIyOOKO U JIOKa3aTeIbHO 000CHOBATH CBOU
CYXKJICHUSI ¥ TPUBOJIUTH TIPUMEPHI;
3. M3/MaraeT Marepuan HerocleI0BaTeIbHO U JOIMYCKACT OIIHOKH B
SI3BIKOBOM 0()OPMIICHHH OTBETA

2 («HEeyIOBIETBOPUTEIIEHOY) CryneHT oOHapyXHBaeT He3HaHHWEe OOJbIIEH YacTH OTBETa
COOTBETCTBYIOIIETO BOMPOCA, JAOIYCKAET OMIMOKH B (JOPMYIHPOBKE
ONpeAeNeHN ¥  TpaBWi,  HMCKaXalolMe WX  CMBICIH,

HEMNOCJICAOBATCIbHO W HCYBCPCHHO MU3JIaracT MaTepuall

6.2. 1JIs1 YCTHOI'O WJIU TIICBMEHHOI'O OTBETA HA 3AYETE

1. [TonHOTa M IPABUIBHOCTH OTBETA
2. CteneHb OCO3HAHHOCTH ¥ IOHUMAHUS U3YIEHHOTO MaTepuaia
3. sI3pIKOBOE OhOpMIIEHNE OTBETA

IlIkaja oneHMBaHUsI Iloka3zarenu
«3a4YTECHO» OTBET COOTBETCTBYET IIOKA3aTeNIIM M KPUTEPUSIM OLEHUBAHUS
3K3aMEHa M0 LIKAJIE «yAOBICTBOPUTEIIHLHO» U BhIIIE
«HE 3aYTCHO» OTBeT COOTBETCTBYET IIOKa3aTeNIIM M KPUTEPUSIM OLEHUBAHUS
3K3aMEHa M0 LIKAJIE «HEYOBIECTBOPUTEILHO

Topaodok nposedenus IK3aMeHO8 U 3a4emos

1. Ywucino 3K3aMEHOB M 3a4€TOB, BBIHOCUMBIX Ha KaXKIYIO CECCHIO, OIPEACIIICTCS YUSOHBIM IIAHOM.

2. DK3aMeHbl U 3a4eThl NMPUHUMAIOTCS IPEMOAaBaATEIIMA, KOTOPHIM Pa3peiieH0 B COOTBETCTBHU C
JICUCTBYIOIIMMH MOJIOXKEHUSMU YTCHHUE JICKITUMN.

3. 3adeTh ¥ 3K3aMEHBI MPUHUMAIOTCS MIPETOAaBaTEIIMHU, MPOBOAUBIINMU MPAKTHYCCKUE (CEMUHAPCKUE,
nabopaToOpHBIC) 3aHATHS B JAHHOHN TPYIITIE WU YUTAFOIIMMU JICKIIHH 0 JAHHOMY KYpCY.
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4. 3a4eThl MO MPAKTUYECKUM M JTa0OpaTOpHBIM paboTaM MPHHUMAIOTCA O Mepe WX BbImosgHeHus. [lo
OTJICNBHBIM JIUCIUIUIMHAM 33a4€Thl MOTYT MPOBOJMTHCA B BHJE KOHTPOJBHBIX pPa0OT HA MPAKTHYECKUX
3aHATHSIX.

5. Ilpu  sBKe Ha PK3aMEHBI M 3a4eThl CTY/EHTHl OO0SM3aHBI MMETh NpU cebe CTYIeHUECKHd OWieT u
3aUETHYIO0 KHIXKKY, KOTOPBIC OHU TIPEIBSIBIIIOT SK3aMEHATOPY B Havaje dK3aMCHa.

6. ®opma npoBeneHHs SK3aMeHa (YCTHO, MTUCEMEHHO, TECTHPOBAHUE U T.I1.) U MOPSJIOK €r0 OpraHu3aiuu
(mporpamMma SK3aMeHa, DK3aMCHAIIMOHHBIC BONPOCHI M OWIIETHI M T.II.) YCTAHABJIMBACTCS COOTBETCTBYIOIICH
Kadeapol 1o MpeIoKEHUIO SK3aMeHaTopa.

7. DK3aMeHATOp UMEET MPaBO 3a/1aBaTh CTYJCHTaM JIOTIOJHHUTEIbHBIC BOIPOCHI, a TAKKE JIaBaTh 334U U
NpUMEPHI B TIpeienax yueOHOM MporpaMMbl TaHHOW TUCIIUTUTAHBI.

8. Bo Bpems 3Kk3aMeHa CTYAEHTHI MOTYT C pa3pelleHUs 3K3aMeHATOpa I0JIb30BAThCS HATJISIHBIMH
MOCOOMSIMH Y CTIPABOYHOM JIUTEPATYPOH, a TAKXKE YUSOHBIMHU MPOTrPaMMaMHU.

9. YcmeBaeMOCTh CTYJICHTOB OMPEICTSAETCS OLICHKAMH «OTIIMYHOY», «XOPOIIOY», «YIOBICTBOPHUTEIHHOM,
«HEYJIOBJICTBOPUTEIHHO». [100XKUTENbHBIC OICHKHA 3aHOCATCS B DK3aMCHAIMOHHYIO BEJIOMOCTh U 3aYETHYIO
KHWXKKY, HEYIOBICTBOPUTEIBHBIC OILCHKUA IPOCTABIAIOTCS TOJIBKO B SK3aMCHAIIMOHHOW BeJOMOCTH. B
3a4ETHOM KHIKKE TaK)KE YKA3bIBACTCS TPYIOEMKOCTh CJIaBA€MOM TUCIUILINHEL.

10. HesBka Ha SK3aMeH OTMEYACTCSI B 9K3aMEHAIIMOHHON BEIOMOCTH CIIOBAMH «HE SIBHJICS» M 3aBEPSICTCS
MOJIUCHI0 dK3aMeHaTopa. HesBka Ha 3k3aMeH 0e3 yBaKUTENBHON NMPUYMHBI 3aCUMTHIBACTCS CTYACHTY Kak
HEYAOBJICTBOPUTEIbHAS OLICHKA.

11. PesynmbTaThl cJadd 3a4eTOB OICHHBAIOTCS OTMETKOM «3aUTCHO», «HE 3aYTCHO». 3aueThl C
mud dhepeHIPOBaHHBIMA OLIEHKaMH («3a4TeHO (5)», «3auTeHo (4)», «3auTeHo (3)», «HE 3aUTCHO).

3. I TECTUPOBAHUA

OHCHKa BBITIOJTHCHUS TCCTOBBIX 33H3HI/II71 PACCUUTHIBACTCA B CICAYIOUIEM MMPOLUCHTHOM COOTHOUICHHU :

IlIkasa oueHNBAHUSA Iloxka3aTean

5 («OTIHYHOY) 90% -100%
4 («xopoI1oy) 75%-89%
3 («yIOBICTBOPUTEIHHOY) 60%-74%
2 («HEeYIOBJIETBOPUTEIHHOY) MeHee 59%

Topsook nposedenus mecmuposanusl

Tect — 3T0 mpocredmas ¢opmMa NHCBMEHHOTO KOHTPOJISA, HAIIPaBJICHHAs HA IPOBEPKY BIIAZCHUS
TEPMUHOJIOTUYECKUM alIapaToM, COBPEMEHHBIMH WH(POPMALMOHHBIMH TEXHOJIOTHUSIMH M KOHKPETHBIMU
3HAaHUSMH B 00J1aCTH QyHAaMEHTaIbHBIX M MPUKIATHBIX JUCIUILIIHH.

Lenbto TecTHpOBaHMs SBISIETCS OlEHKA KadecTBa OOYYEHHWs Ha  Pa3lUYHBIX JTarax OCBOCHHS
00pa3oBaTeIbHON MporpaMMbl M YPOBHS TOATOTOBKH 00y4aromuxcsi Ha COOTBETCTBHE TPEOOBAHUIM
(eneparbHOrO  TOCYJapCTBEHHOT'O 00pa30BaTeNbHOrO CTaHAApTa M 00pa30BaTENbHOH HPOrpaMMBI.
TectupoBaHWe HE WCKIOYaeT W HE 3aMeHsieT Jpyrue (QOpMbl OIEHKH KadecTBa OOYYEHHs U YPOBHS
NOATOTOBKM  OOydwaromuxcs.  TecTUpoBaHME, HapsAy € JApYrMMH (opMamMHM TEKYLIEro KOHTPOJsS
YCIEBAEMOCTH M MTPOMEXKYTOUHOM aTTECTALMU, MOKET MCIIOJIb30BAThCA: - KAK MHCTPYMEHT BHYTPHUBY30BCKOTO
MOHHTOPWHTA KOHTPOJII KadecTBa  MOATOTOBKHM OOYYalOmMXCS MPU OCBOEHHMH HMH OOpPa30BaTENbHBIX
porpamm.

Tekymee M omnepaTMBHOE TECTHPOBAHUE MOYKET TMPOBOJUTHCS IMPENONABATENIEM IPH AyAUTOPHOU H
BHEayJIUTOPHOH paboTe, B TOM YHCJIE HA CEMHHApax, MPAKTHUECKUX 3aHATUSX/ JIAOOPATOPHBIX MPAKTHKyMax
JUTSL BBISIBJICHHSI YPOBHSI OCBOCHHS y4eOHOTO MaTepraita 00yJaroImyMcs M €r0 TOTOBHOCTH K JalibHEHIIeMy
00y4YeHHIO, MPOBEPKH KadecTBa OCBOEHHS 3HAHWH, YMEHMH MO ONpeAe]ICHHBIM TeMaM, MOIYISAM, pa3lesiaMm
JUCIIMTUIMHBI ¥ BBITTOJTHEHUS BHEAYIUTOPHON CAMOCTOSATEIILHON pabOTHI.

PybexxHoe TecTHpoBaHHWE MPOBOIUTCS IO MOAYIIO AUCHUIUIMHBI  (KOHTPOJIBHOW TOYKE), IHUKIAM
JUCLUIUIMH, B COOTBETCTBHUHM C JIUCTOM KOHTPOJBHBIX Meponpustuil. Llenpto pyOexHOro TecTUpOBaHUS
ABJSIETCSL  ONpENENIEHUE CTENEeHH OCBOSHHMA OOyYaroIMMHCS  0o0JacTd 3HaHMM W yMeHMH  (YpOBHS
KOMIIETEHTHOCTH) B COOTBETCTBHH C NMPOTPAMMOI ITUCIUIUIMHBL. Pe3ynbTaTel TECTUPOBAHUS HCIIONB3YIOTCS
npenojaBareneM Ui (OPMUPOBaHHMS KOMIUIEKCHOW OIIGHKM IO JUCHMIUIMHE. PyOexxHoe TecTHpoBaHUE
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MOXET TIPOBOJUTHCS TPU AyJUTOPHOH M BHEAyAHTOPHOH pabore TecTHpoBaHUE MOMKET MPOBOTUTHCS B
MUCHMEHHOH ¥ (WJIM) KOMITBIOTEPHOH popmax.

4. 1JIS1 MUCbMEHHBIX PABOT (KYPCOBASI PABOTA (IIPOEKT), KOHTPOJIbHASI PABOTA,
ICCE, PEGEPAT, JOKJIAJ, COOBLLEHUE, TPE3EHTALMSI )

1. neaTndukaius KIrodeBhIX MpooiIeMm;

2.AHanm3 KIIOYEBBIX MPOOIeM;

3.ApryMeHTanus npejiaraeMbIX BapuanToB 3(Q(QEKTHBHOTO pa3pellieHuUs BBISBICHHBIX ITPOOIIeM;
4.BrImionHeHNE 3a/1aHUS C OTIOPOH HAa M3YYIEHHBIA MaTepHal U JONOTHUTEIHHBIE HCTOUHUKH;

5. OdopMieHHE TUCHMEHHOMN PabOTHI;

6. [Ipencrapiienne pabOThI, €CIIH IO paObOTE MPEAINOIAraeTCs BBICTYILICHHUE (3al1Ta)

[Ipu pabote c ycTaHoBieHHOHN AuQdepeHITnpOBaHHOMN OLIEHKOH HEOOXOIUMO PYKOBOICTBOBATHCS
CIHEAYIOLIEH MIKaIOM:

Ilkajia oeHUBaAHUSA Iloxa3zartenn
5 («OTIUYHOY) BoIsIBIIEHO 90% -100% KpuTepueB K JaHHOU paboTe
4 («xopouioy) BbISIBICHO 75%-89% KpuTepueB K JaHHOH padoTe
3 (KyIIOBJICTBOPUTEIHHOY) BbIsABJIEHO 60%-74% KpuTepHUEeB K JaHHOH padboTe
2 («HEyIOBICTBOPHUTEIHHOY) BBIABIICHO 0 MeHee 59% KpHUTepueB K JaHHOH paboTe

[Ipu paboTe ¢ yCTaHOBIEHHOH OIEHKOW «3a4TEHO /HE 3a4TEHOY» HEOOXOIUMO PYKOBOJICTBOBATHCS
CIEAYIOLIEH IKAJIOM:

llIkana oneHuBanus IToka3aTenu
«3a4TECHO» Pabota cooTBEeTCTBYeT MOKa3aTelsiM U KPUTEPUSM OIICHUBAHHS IO
LIKAJIE «YIOBJIECTBOPUTEILHOY U BBIIIIEC
«HE 3a4YTEHO» Pabota cooTBEeTCTBYeT MOKa3aTelsiM U KPUTEPUSM OIICHUBAHHS IO
LIIKAJIE «HEYIOBJIETBOPUTEIILHO»

Obwue mpeboganus K HANUCAHUIO U OPOPMIEHUIO NUCLMEHHBIX padom

[MucemenHast paboTa BBHIMONHSETCS HAa CTaHAAPTHHIX Jucrax Oymaru ¢opmara A-4 B me4aTHOM
BapuaHTe, MO0 B PYKOIMCHOM Buie (B mHopsake HckitodeHus). Tekct paborel HaOupaercs uepes 1,5
MEXKCTPOUYHBIX MHTepBana, mpudt — 14. Ha crpanuiie He JOKHO OBITH MeHee 27-29 cTpoK, BKIFOYasi CHOCKH.
[lona crpanun ycranasnuBatotcs: jeBoe — 30 MM, npaBoe -10mMm, BepxHee u HikHee — 20MM. BeipaBHUBaHuE
0 HIMPHHE.

O0veM W CTpyKTypa NHCbMEHHON pa0OThl yCTaHABIMBAETCS OTHACIBHBIMH METOAWYECKUMHU
PeKOMEHIAIUSAMHE 10 TUCITUTUINHE.

CrpaHuLbl IODKHBI OBITH MPOHYMEPOBAHBI CBEPXY B cepelduHe cTpaHuibl. Hymepanus HaunmHaercst co 2
mucta «CopepxaHue». Bce ocTanpHBIE CTpaHHMIBI HYMEpYIOTCA CKBO3HOM HyMepalued 10 mociexHeil
CTPaHUIIBI, BKIFOYAs IPHIIOKEHUSI.

[Ipexxpe dYeM TPUCTYNUTh K  HamUCaHWIO paboOTHI, CTYJEHTYy HE0O0XOJWMO  IMoJ00paTh
COOTBETCTBYIOLIYIO JIUTEPaTypy, NEpBOUCTOYHHKH. OOs3aT€IbHO HM3YYUTh COBPEMEHHBIE HCTOYHUKH, « HE
crapiie» 5 Jer.
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VYyebOHoe u3manue

PaGoyas nporpamMma QM CUUNJINHBI
«/lesionpou3BOIACTBO»
10 HANPABJIECHUIO MOATOTOBKH
40.03.01 FOpucnpyaeHuus
IIpo¢pnib: rpaxkaancko-npaBoBoii, yroJ0OBHO-IIPABOBOMH
KBanupukauus (cTemneHn)
«bakanaBp»
(ouHasi, 0O4YHO-3204YHAS U 3204HAsA (POPMBI 00yUEHMS)

CocraBurensb:
BousiooyeBa TatbsiHa EBrenneBHa

VRN
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