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1. IACIIOPT PABOYEM IMPOTPAMMBI YUEBHOM JJACHUILIAHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6aacTh NpUMEHEHH MPOTrPaAMMbI

PaGowas mporpamma  y4eOHOW  AMCHUIUIMHBI  SIBJISIETCS.  4YacTbl0  OCHOBHOM
npodeccrnoHabHOM 00pa3oBaTenbHOM porpamMmbl B cooTBeTcTBUU ¢ PI'OC 1o crienuansHOCTH
CIIO 40.02.011IpaBo 1 opraHu3alys colMaIbHOT0 00ecneYeH s

MecTo IUCHMIUIMHBI B CTPYKTYpe OCHOBHOW TpodeccHoHabHON 00pa3oBaTeIbHON
nporpammel: Obmenpodeccrnonanbhas auciumaraa OI1.13 JlokymeHTanmonHoe o0ecrieyeHne
VIIpaBJIeHUS BXOJUT B IpodeccHOHanbHbIN nuKiI. M3ydaercs B 4 cemectpe.

1.3 enu 1 3a7a49u TUCHUILUTAHBI — TPeOOBAHMS K Pe3yJbTaTaM OCBOEHUS AN CHHUILIMHBI:
Heas kypca - CdopMmupoBaTh MOHUMAaHHE METOJOB YIPaBJICHUS OpraHu3aluil u
MpeAnpUATHHA. V3ydeHrne pa3IndHbIX BUJOB JOKYMEHTOB, 0COOCHHOCTH M TIPaBUJIa COCTABIICHUS
nokymMeHTOB B cooTBeTcTBUU ¢ [[OCToMm.
3agaum JTUCHUNJIMHBI:
- 3HAKOMCTBO CTYJICHTOB C €IMHON TOCYAapCTBEHHON cuctemon aenomnpounsBoactBa(ET'ClI);
- OCBOCHHE CTY/ICHTaMH TIOHATUWHOTO arapara;
- YCBOCHHE CTyJCHTAMHU TpaBWI OQOPMIICHHS CIYy)KCOHOW JIOKYMEHTAallMd | MOPSJIKa
3aIOJHCHHS PEKBU3UTOB JTOKYMEHTOB;
- popMHpOBaHUE YMEHUM 110 0(DOPMIICHHUIO M XPAaHEHHUIO CITYKEOHOM TOKYMEHTAITUH.

B pe3ynbrare ocBOCHUS IUCIUTUIMHBI 00Yy4JaIOUTUICS T0KEH:
yMeTh:
- 0GopMIATH  OPraHU3alMOHHO-PACIOPSIUTENbHbIE JOKYMEHTHl B  COOTBETCTBHHM C
nerctpyromuMm ['OCTowm;
- OCYILECTBJISTH 00pabOTKY BXOSIINX, BHYTPEHHUX U UCXOISIINUX TOKYMEHTOB, KOHTPOJIb 33 UX
HCIIOJIHEHUEM;
- 0(hopMJIISATH TOKYMEHTHI JJIs1 [Iepe/iayy B apXUB OpraHu3aluu.
3HATh:
- IOHSTHE JOKYMEHTA, €r0 CBOICTBA, CHOCOOBI TIOKYyMEHTUPOBAHHUS;
- mpaBuiia coctaBieHus u opopmienus OP/I;
- CUCTEMY U TUINOBYIO TexHoJioruto 10V,
- OCOOCHHOCTH JENIONPOU3BOJCTBA IO OOpallleHUsAM TpakIaH U KOH(PUIECHIMAIHLHOTO
JIeIOTIPOU3BOICTBA.

B npouecce ocBoeHUs qUCHUIUIMHBI 00YYatOLIUics JOKEH OBIIAAETh CIeIYIOLUMHU
KOMIETEHIUSIMMU:
OK 1. [ToHuMaTh CyIIHOCTb U COLIMAIBbHYIO 3HAUMMOCTb CBOEH Oyayiieil npodeccuu, IposiBIsATh
K HEH yCTOWYMBBIN UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IESITEIbHOCTh, BHIOUPATh THUIIOBBIE METO/IbI U CLIOCOOBI
BBITMOJTHEHUS MPO(PECCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX 3(P(PEKTUBHOCTD U KaueCTBO.
OK 3. [IpuHuMaTh pemieHus B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTyallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymiecTBasATh MOMCK U UCTIOIb30BaHUE MH(OPMAIIUH, HEOOXO0JUMOH [T 3 PEKTUBHOTO
BBITNOJTHEHUS NPO(eCcCHOHANIBHBIX 3a/1a4, TPOPECCHOHATBHOTO U JMYHOCTHOTO Pa3BUTHSL.
OK 5. Ucnonp3oBaTh HHPOPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHATBHOM
JEeATeIbHOCTH.
OK 8. CamoCTOSTENEHO OIPEENATh 3a/1a4i MPO(PECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCsA caMo00pa30BaHNEM, OCO3HAHHO JIAHWPOBATh MOBBILICHNE KBATH(PUKALIUY.
OK 9. OpueHTHpOBAaTbCS B YCIOBUSAX MIOCTOSHHOTO U3MEHEHHUs IPaBOBOM 0a3bl.



IIK 1.1. OcymecTBasTh mpodheccHoHaTbHOE TOJIKOBAHWE HOPMATHUBHBIX MPABOBBIX aKTOB IS
peanu3aiyy Mpas rpakJad B cdepe MEeHCHOHHOTO 00ECTIEYeHUS U COLTUAIbHOM 3aIlUTHI

I[IK 1.2. OcymecTBisTh NpHEM TpakJaH MO BOMpOCaM IEHCHOHHOTO oOecreueHus |
COLMAIbHOM 3alUTHI.

[IK 1.3. PaccmaTpuBaTh NmakeT JHOKYMEHTOB JUIsl Ha3HAUEHUs TIEHCUM, TOCOOUH, KOMIICHCAIIHH,
JIPYTrUX BBIILIAT, @ TAaKK€ MEp COLUAIbHON MONIEPKKU OTIACIbHBIM KaTeropusM TIpa)/aH,
HYKJIAIOIIKUMCS B COLIMAIBHOW 3aluTe.

I[IK 1.4. OcymecTBiaTh ycTaHOBIICEHHE (HAa3HAUYE€HHE, MEpepacyder, MEepeBOJl), MHACKCAIUI0 U
KOPPEKTUPOBKY NEHCH, Ha3HaYeHHE MOCOOMM, KOMIEHCAUNA U JPYTUX COLUAIbHBIX BBIIIIAT,
UCTIOJB3Ysl HH(POPMAIIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoHCynbTHpOBaTh TPaKJaH M MPEACTABUTENCH IOPUINYECKUX JIMII IO BOIPOCAM
MIEHCUOHHOTO 00eCIIeUYeHNUsl U COLIMATIbHON 3allUThI.



2. CTPYKTYPA U COAEP)KAHUE YUYESHOM JUCIIUILIVHBI

2.1 O0beM yueOHO# TMCHUIJIMHBI U BBl Y4e0HOii padoThl

Buj yueOHnoit Oobvem
padoThI uacoe
MaxkcuMaJibHasi ydeOHasi HArpy3Ka (Bcero) 10
6
Oobs13aTesqbHAs ayAUTOPHAs y4eOHAasA HArpy3Ka (Bcero) 72
B TOM YHCJIE:
TEOPETUUECKOE 00yUeHNE 24
MPaKTUYECKUE 3aHATUS 48
CamocrosiTesibHas padoTa o0y4yaromerocs (Bcero) 34
Koncyabranuu 4
Ilpomesxcymounas ammecmayus 8 hopme Jugpgpepen
UUPOBAHHYL
u 3auem

TemaTnueckuil JIaH U COAEPKAHNE Y4eOHOM TMCHMIINHBI

Conep:xanue Jexkuui

Ne Ha3zBanue pa3zaena/remsl Texnonorus nposexeHus Tpya
oe M.
(uac.

e )

M

bl

1 OCHOBHEBIE IOJIOYKEHUS BBonHas nekius, 0030pHas 4

0 nekiusa MynbTuMeIuiHoe
JOKYMEHTAIIMOHHOM 000pyI0BaHNE

obecneueHun YIIpaBJICHUA

2 JlokyMeHTHUpOBaHUE O0630pHas nexus 4
YIPABIECHYECKOU
JIeSATeIbHOCTH

3 Cucrema Jleknus-Busyanuzanus 4

MynbTumeauitHoe 060py0BaHue

OpraHu3alMOHHO-
pacropsIUTeIbHON TOKYMEHTaluU

4 Opranuzanus paboThI WNHdopmaTuBHas NeKuus 6
JOKYMEHTaMH B YUPEKJICHUU MynbsTrMeauitHoe 000pya0BaHNEe

5 Oco0eHHOCTH JIeNONIPOU3BOICTBA JleKuMs-KOHCYIIbTaIHsI 6
o MynbTuMeanitHoe 000py0BaHue

O6paH_[eHI/I$IM T'paXxJ1aH

Memoouueckue PA3BACHEHUA NO UCNOTIB3YEMbIM MEXHOIO0CUAM.

Bunp! neximia:

BBoanas — HH(bOpMI/IpyeT O NMpeaAMCTC U CO34aCT MECPBOHAYAJIbBHYIO OPUCHTAIIUIO O IMPUHIOUIIAX
pa6OTBI 110 y‘-IeGHOMy KypcCy. Baﬂaqa JICKTOpa 3aKJI4YacTCd B O3HAKOMIICHUU CTYIACHTOB C
3aa4yaMi TpeaAMETa, 3HAYCHHECM W 3dHUMACMOM TIIOJIOKCHUH CpCeau AUCHUIIINH. KpaTKO
n3jaaracrcsa O630p Kypca, 10CTUXKCHUA B 3TOH cq)epe, MEPCICKTUBHBIC HAIIPABJICHUA PAa3BUTUA U




Ha3bIBAOTCA MMCHA YUCHBIX, KOTOPBLIC CACIAIIN OTKPLITHA B JAHHOM HAIIPABJICHUU. Ota JICKIIUA
MOBECTBYET 00 OCOOCHHOCTSAX PabOTHI MO 33JaHHOMY Kypcy, HEOOXOIUMOW JHTEpaTyphl Uis
UCIIOJIb30BAHUS NIPU HOJTOTOBKE K 3a4eTy WIM JK3aMCHY,6 MOM HuUcle C NPUMEHeHuem
1EKMPOHHO20 00YUeHUA U OUCIAHUUOHHBIX 00PA306aMEIbHBIX MEXHOI02UIL.

I/IH(l)OpMaTHBHaH — MpeAroIaract M3JIOKCHUEC MaTcpHalla CTYACHTAM, KOTOpas H€06XOI[I/IM3.
IJIL KOHCIICKTHUPOBAHUA W 3allOMUHAHUSA,6 MIOM HUCIEe C RPUMEHEHUEM IJIeKMPOHHO20



00yYeHuUsa u OUCMAHWUOHHBIX 00pazoeamenvHblx mexHoao2uit. Kiaccuueckuil BapuaHT
JIEKUMA, IPUMEHSIEMBIN B BBICILIECH IIKOJIE.

OO630pHasi — mpeamonaraeT CHCTEMHBIM TIOIXOA B MpeAocTaBicHWM uWH(popManuu 0e3
netanu3anuyd - JaHHbIX.  OCHOBY  TeopeTWyeckod 0a3bl  COCTaBJISIET  KOHIENTYyajbHas
COCTaBIISIOMIAsl Kypca WIM OCHOBHBIX €r0 paslielioB,8 MmMOM HUCAEe C NPUMEHEHUEM
INEKMPOHHO20 00YUeHUS U OUCHAHUUOHHBIX 00PA308AM ENIbHBIX MEXHOI0ZUI.

Bu3ya.1m3auuﬂ JAHHBIX — OJTHA U3 (bOpM nmoaauu Marcpurajia, Koraa UCIoJIb3yrOTCA BU3YaJIbHBIC
(bOpMI)I BOCHpHUATUA C HCIIOJB30BAHHUEM ayAWO TCEXHUKHW HWIH  BHUACOBOCHPOU3IBCIACHUA
Marcpuaia. .HCKHI/UI CBOJUTCA K KOMMCHTUPOBAHHUIO MAaTCPUAJIOB, KOTOPBIC BOCIIPONU3BOAATCS HaA
OKpaHC,6 mom uucie ¢ HPUMEHECHUEM IIEKMPOHHO20 06yuenuﬂ u 0ucmanuu0HHblx
06pa306amwzbnblx mexHo02Uil.

KoncyabTauus — MOXXeT OBITH TPE/ICTABIIEHA B HECKOJIBKUX BapuaHTax. [lepBblii mpeamnoiaraet
JUAJIOT B BUJIE «BOIIPOC-OTBET». lIpn 3TOM OTBE4aeT Ha BONPOCHI CTYACHTOB JIEKTOP IO BCEMY
Kypcy, JIn00 1O BBIOpaHHOM TeMe WU pasjieny. BTopoll BapuaHT 3akio4yaeTcs B CXEMY
«BOIIPOC-OTBET-TUCKYCCUS» U COYETaeT B cede M3JI0KEHHWE HOBOrO MarepHalia, MOCTaHOBKY
BOIIPOCOB M IIOMCK OTBETOB HA HHTEPECYIOIIUE BOIPOCHLE MOM HUCe C HPUMEHEHUEeM
IIEKMPOHHO20 00yYeHUs U OUCIAHYUOHHBIX 00PA306AM eNbHBIX MEXHOI02UN.

Tema 1. OcHOBHBIE 110J10KEHUS 0 JOKYMEHTALIMOHHOM o0ecrieyeHUuH yNpaBJieHus
3HaueHue u cojaepxkanue aucuuiuinebl JJOY, ee cBsA3p ¢ ApYyruMH AUCUHUIUIMHAMUA
po(ecCHOHATIBHOTO U CHEIMAIbHOTO HUKIIOB. [IoHITHE TEPMUHOB «IOKYMEHTY,
«TOKyMEHTHPOBAaHHE», «IOKYMEHTAIlMOHHOE oO0ecrieueHue ympasieHus». CoBpeMeHHoe
COCTOSIHUE JOKYMEHTAallMOHHOTO obecrieueHus ympasieHus. HopmatuBHO — mpaBoBas 0aza
opranuzanuu JIOY kak 0CHOBa TEXHOJIOTUH MPOIECCOB YIPaBJICHHUS.

Tema 2. JlIokyMeHTHpPOBaHME YIIPABJIEeHYECKOM 1eATeIbHOCTH
lNocynapcTBeHHast cucremMa JIOKYMEHTAllMOHHOTO oOecrnedeHus ymnpasieHus. [loHsTue
CUCTEM JIOKyMEHTAalluu, JIOKyMEHTa, CBOICTBa [IOKyMEHTa, CIOCOObI JIOKYMEHTHPOBAHMS.
OyHKIMOHANBHBIE U OTpacieBble CUCTeMbl JokyMeHTanuu. CocTaB  ylnpaBiIeHUYECKHX
JOKYMEHTOB. YHU(UKALUAg U CTaHAApTU3alUs YIPaBIEHYECKUX JOKYMEHTOB. PeKBU3UTHI
nokymeHToB. CocTaB peKBU3UTOB JOKyMeHTOB. bnank pokymenrta. IlpaBuna odopmieHus
PEKBU3UTOB JIOKYMEHTOB.

Tema 3. CucreMa OpraHu3allMOHHO-PACIIOPS/ANTEIbHON JOKYMEHTalUU
[ToHsiTHE OpraHU3aMOHHO - IPABOBOIO JOKYMEHTA. Buabl opraHu3aliiOHHO -IIPaBOBBIX
JOKYMEHTOB: yCTaB, MOJIO)KEHUE 00 OpraHu3alyy, CTpyKTypa U IITaTHAs YUCIEHHOCTb, IITaTHOE
pacrucaHue, TIOJIO)KEHHE O CTPYKTYPHOM TOJApa3lei]eHUH OpraHu3aluM, J0JDKHOCTHAs
uHCTpyKuus. [loHsATHE pacniopsaUTENbHBIN TOKyMEHT. Buabl pacnopsauTeNbHbIX JOKYMEHTOB.
IIpuka3. Pactiopsxenue.
YuauduuupoBannas cuctema OPJl. TOCT P 6,30-2003. TpebGoBanus k odopmieHuto
JOKYMEHTOB.

Tema 4. Opranuzanust paéoTbl ¢ JIOKYMEHTAMHU B YUpe:KIeHUH

Crpyktypa ¥ (QyHKUMH CIOyX0 JOKYMEHTAllMOHHOIO OOECle4eHUsl yIpaBJICHUs.
Wuctpykuus mno JIOY. CoctaB u y4yer oObeMa JIOKYMEHTOOOOpOTa MpEeaNpusTHd U
OopraHuzaiuii. DJIEeKTPOHHBIH JOKyMEHTO000poT. Opranuszanus paboThl € JOKyMEHTauuen
BHyTpu  opranuzaimuu. KoHTponbp  ucnonHeHuss  nokymeHtoB.  Cucrema  ACKU/]
(aBTOMaTU3MPOBAHHBIA ~KOHTPOJIb HCIIOJHEHHs JOKyMeHToB). PabGora ¢ gokymeHTamu
KOH(UAEHIIMATBHOTO XapakTepa. Cucremarusanus JOKyMEHTOB M UX XpaHeHue. Homenkiarypa
Je7: BUABI U TpeOoBaHUS K 0POpMIICHHIO. XpaHEHUE HCIIOJHEHHBIX JOKYMEHTOB B



opraHu3anuy. OKCIEpPTU3a LIEHHOCTU JOKYMEHTOB IIOPSJIOK COCTABICHMs OIHNCEH Jell.
IToaroroBka zen K caade B apXus.

Tema 5. Oco0eHHOCTH 1eJIONPOU3BOACTBA M0 00PALIEHUSIM IPAKIAH
[Tpuem rpaxxaan. OcoOeHHOCTH TpUEMa U TIEPBUYHON 00paOOTKH TUCHbMEHHBIX
oOpamenuid. Perucrpanus oopamennii. HanpasneHune oOparieHmii Ha pacCMOTPEHUE.
YBemoMIIeHUE 3asiBUTENSI O HAIIPABICHUH OOPAIICHHUS B IPYTHE YUPEKICHHS. Y BEIOMIICHUE
3asBHUTEIS O JITUTEILHOM pacciieIoBaHUM oOpaiieHus. V3Benienne 3asBUTENS O BBIHECEHHBIX
pelIeHMsIX C OHOBPEMEHHBIM, B CIIydae HEOOXOJMMOCTH, HAIPaBICHUEM PEILICHUN IS
WCTIOJIHEHHUS B COOTBETCTBYIOIINE OPTaHbl. AHAJIN3 MMOCTYIMUBIINX OOpaIIeHUH.

IpakTnyeckue (ceMUHAPCKHE) 3aHATUSA

3.3. IIpakTuueckue (cemuHapckue) 3aHaTudA 11090l popmbl

o0yueHust
Ne TemaTuka npakTHYecKHX U/ MU TexHoJ10rMs NIpOBeICHUSA Tp
CEMHHAPCKHUX 3aHATHI ya
T oe
e M.
M (uac.
bl )
1 OcHOBHBIE MTOJIOKEHHUSIO [Tpo6nemMHubIit CEMHUHAp,
JOKYMEHTAIlMOHHOM 00ecredeHnH ceMUHap-
yIPaBJICHHS KOH(EpeHIHs.
OO6cyxieHne mpeioKEeHHbIX 12
BonpocoB. CTpyKTypupOBaHHAs U
yhpasisiemast
JIICKYCCHS. CooOuienue B
peKHMe BUIICOKOH(DEPEHIICBS3H c
MCIIOJIh30BaHNEM IU(POBO TITATHOPMBL.
2 JIOKyMEHTHUpPOBaHUE Cemunap-0ecena c
yIpaBJIeHUYECKOH AIIeMEHTaMU
NeSITeNIbHOCTH JTICKYCCHUU.
O6CyXK IeHHE TTPEIIOKEHHBIX 12
BOIIPOCOB. DJIEMEHTHI JUCKYCCUU 110
POOJIEMHBIM BOIIPOCAM.
TectupoBanue B
peKuMe BHIICOKOH(DEPEHIICBI3H C
HCIIOJIB30BAHNEM
u(poBOA MIATHOPMEL.
3 Cucrema Cemunap-6ecena.
O6cyxaeHue
OpraHu3aIHOHHO- IPEIOKEHHBIX BOIPOCOB. 12
pacnopsAuTeIbHOM KoHTponbpHOE MpakTUYecKoe 3aJaHue.
JOKYMCHTaIUHU TectupoBanue B pexuMe
BI/I,Z[GOKOH(bepeHLICBHBI/I
C UCTIONB30BaHUEM LU(POBOI MI1aTHOPMBEI.
4 Opranuzanus paboThI q Cemunap-0ecena c pelieHrneM 3a/1au. 12
JOKYMEHTaMH B YUPEKICHUU OO0cyx1eHre mpeI0KEHHBIX
BonpocoB TBopueckoe 3aaHue C




Tema 1. OcHOBHBIE 10JIOKEHHSI O JOKYMEHTALIHOHHOM 0o0ecrieYeHUH YIpaBJeHus!
(mpobJyieMHBIH ceMUHAP)

IIpoGsieMHBbIE BONPOCHI

1. HazoBuTe HCTOPHUYECKHE ITAIBI PA3BUTHS JEIONIPOU3BO/ICTBA;

2. KaxkxoBa poJib IeT0mpon3B0OICTBA B pabOTE FOPUCTA;

3. Brzenure knaccuuKkanuio JOKYMEHTOB MO Pa3IMYHBIM IPU3HAKAM, B TOM YHCJIE T10
HA3HAYEHUIO: TOJTMHHUKH, TyOJIUKATHI, KOMTUH; TI0 IOPUANYECKUN CHJIE: TIOUTMHHBIN
JOKYMEHT, TOJIOXKHBIN TOKYMeHT ((anbcuduiupoBaHHbIil);

4. KakoBa HOpPMATHBHO-TIPAaBOBYIO  0azy

J1O; 3aganue:

[loarotoButh cooOmenne Ha onaHy u3 TeM «lIpukazHoe 1enONPOU3BOACTBOY,

Komnnexckoe nenonpousBoiacTBo», «McrnonHurenbHOe AENONnpou3BoaAcTBO», «Knaccuduxanms
JOKYMEHTOB.

Tema 2. [lokyMeHTHPOBaHHE YIIPABJICHYECKOH 1esITeJbHOCTH (ceMuHap-0ecena)

Bonpocs! 1151 00cyskneHus:
1. monsTHE 0 6IaHKAX TOKYMEHTOB;
2. Bujabl O01aHKOB (00mMIA O6JaHK, OJJAHK KOHKPETHOTO BUA JOKYMEHTA, OJIaHK JIst
MHCEM);
TpeboBanus k 61ankam o 'OCTy P 6.30-2003;
4. mnpaBwia opopMIICHUS PEKBU3UTOB IOKYMEHTA B COOTBETCTBUH C TPEOOBAHUSMU
I'OCT P 6.30-2003;
5. mpaBwiia 0OpMIICHUS PEKBU3UTOB JJOKYMEHTA B COOTBETCTBHHU C TPEOOBAHUSIMHU
I'OCT P 6.30-2003;

w

3ananuel. Co3narh cxemy KiIaccupUKAIMKU JOKYMEHTOB I10 TTPU3HAKaM.
3ananue 2. [ToaroToBbTE MMCHMEHHO OTBETHI MO CICAYIOIINM BOTIPOCAM:

bnank 17151 mrceM He COIEPKUT PEKBU3HT (BBIOOP €AMHCTBEHHO MPABHIIBHOTO OTBETA):

1)
2)
3)
4)

HaMMCHOBAHHC OPraHru3aluu,
KOO OpraHmu3alnu;

sMOJIEMa OpraHr3alnuu,
HaMMCHOBAHHC BUJIa JOKYMCHTA.

OOmmii 6;1aHK [T TOKYMEHTOB He COJICPIKUT PEKBU3UT (BHIOODP €AMHCTBEHHO MPABHILHOTO
OTBETA):

1)
2)
3)
4)

HaMEHOBaHUE MPeIIPUATHS;
CChUIKA Ha MHJIEKC U JIaTy BXOJIAIIETO TOKYMEHTA;
rep6 P®;

KOJI OpraHu3alHH.

PexBuzut "HaumenoBanue opranuzanuu’ opopMISIOT CIEAYIOIIIM 00pa3oM
(BBIOOp €MHCTBEHHO MPABUIHLHOTO OTBETA):

1)
2)
3)

4)

MOJIHO€ HAaUMEHOBAHUE OTIEIbLHOMN CTpOKOﬁ;

MMOJIHOC HAMMCHOBAHUEC U COKPAILICHHOC HAMMCHOBAHUEC B OJIHY CTPOKY;

MMOJIHOC HAUMCHOBAHUC, a4 IO HUM COKpPAIlICHHOC HAMMCHOBAHNUC

OTACJIIbHBIMH CTPOKAMU;

COKpAIICHHOC HAUMCHOBAHUC, 11O HUM IMOJIHOC HAMMCHOBAHUC OTACIbHBIMH CTPOKaMHU.



JU1g KakuX peKBU3UTOB Ha 00111eM OJaHKE IIPOCTABIISAIOTCS OIPAHUYUTEIbHBIE YTOJIKU
(BBIOOP BO3MOJKHBIX NMPABUIILHBIX OTBETOB):
2) ajpecar;

3) rpud yrBepKIACHHUS;

4) 3aroJioBOK K TEKCTY;

5) oTMeTKa O MOCTYIUICHHUH;
6) marta JOKyMeEHTa;

7) perucTpalMOHHBIA HOMEP.

TpadapeTHble yacT KaKUX PEKBU3UTOB HAHOCATCS Ha OJIaHK /ISt TUceM (BBIOOD
BO3MOYKHBIX [TPABUIIbHBIX OTBETOB):
1) rpud yrBepxacHus;
) CCBUIKA Ha MHAEKC ¥ JaTy BXOJISIIETO JOKYMEHTA,
) 3aroJIoBOK K TEKCTY,
) OTMETKa O TOCTYIUICHUH,
) 1aTa JOKyMEHTa;
) PETHCTPAIMOHHBII HOMEP.
VYkaKuTe, B KAKMX BUAAX OJTAHKOB UCIIOJIb3YIOTCS CIICAYIONINE PEKBU3UTHI:

o U1 B W N

Buap! Oi1ankoB

Ne o

PexBus (oOmuit 6;maHK, 6JaHK CITY’)KeOHOTO
I utT nuchbMa, 6.]'IaHK KOHerTHOl"O BUOA
/ JIOKYMEHTA)
II
1 | OreH
2 | Tepb Poccuiickoit deneparuu

3 HaunmenoBanue Buia T0KyMeHTa

4 | Jlara noxymeHTa

S MecTto cocTaBieHUSA JOKYMCHTA

6 HanmenoBanue OpraHusanmuunu

7 HaumenoBanue
CTPYKTYPHOTO
0 Ipa3eICHUS
OpraHHu3aIuu

1. B terpaau uist caMOCTOSTENBHON PabOTHI MUCbMEHHO OTBETHTE HA BOIIPOCHI:
2.1. Onpenenute, NpaBUILHO JH 0GOpMIICH IpU YTBEPKACHUS B 3ar0OJIOBOYHOMN YaCTH
MIPUBEIEHHOTO HIKE parMenTa fokyMmeHTa «lIpaBuina BHYTpEeHHEro TPpyIOBOTO PaCHOPSIKAN:



BrInosiHUTE B NMCHMEHHOM (hopMe 3aJaHus:
1. TloBTOpHUTH KOHCIIEKT ypOKa U MaTepualibl yaueOHuKa(0oB) o Teme «Dopmyrsp-oOpaserr
JOKYMEHTa.
2. B mempaou ons camocmosmensol pabomsi RUCbMEHHO OMEembHe HA 60NPOCHL.
OTTHCK MeyaTH pocTaBiseTcs (BHIOOP €IMHCTBEHHO
IIpaBUJIBHOTOOTBETA): BapruaHThl OTBETOB:

1) Mex1y HauMEHOBaHUEM JOJKHOCTH U JIMYHOH TOAITUCHIO, XOPOIIO YHTAJICS;
2) Ha 1r000M CBOOOTHOM MECTE;
3) MeKmy IMYHOM MOAMUCHIO M PACIIU(PPOBKO¥ MOJIUCH, XOPOIIO YUTAJICS;
4) Hwxe pekBHU3HTA "TIOITHCE".
Ecnu 1okymMeHT ucnoJineH, To (BbIOOp €IMHCTBEHHO
MPAaBHILHOTOOTBETA): BapuaHThI OTBETOB:
1) MOKYMEHT HaIpaBJISIFOT B JIEJI0 M CIAIOT B aPXMUB,
2) Ha JOKYMEHTE CTaBIT OTMETKY 00 €ro MCIIOJIHCHUU U HAIIPABJICHUH JOKYMEHTA B JICJNO;
3) B JIEBOM YaCTH MEPBOTO JIMCTA pacroiaraeTcst oTMeTka "B esmo Ne'';
4) ero yHHYTOXKaroT.

PexBuzut "OT™MeTKa 0 mocTymuieHun" pacrosaraercs (BbI0op
CANMHCTBCHHOIIPABUIIBHOT'O OTBeTa):



BapuaHTbl OTBETOB:
1) B mpaBOM BEPXHEM YTy IEPBOTO JIUCTA;
) Ha 000pPOTHOM CTOPOHE NEPBOTO JIHCTA;
) B IPaBOM HIDKHEH YacTH MEPBOTO JIUCTA JJOKYMEHTA,
) B JICBOM BEpXHEM YTJIy.
B cocras pexBusuta "lloanucs" BXoasaT (BBIOOP BO3ZMOXKHBIX
MIpaBUJIbHBIXOTBETOB): BapuaHThl OTBETOB:

BN

1) HamMeHOBaHHUE JOJDKHOCTH JIMIIA, IOIMHCABIICTO JOKYMEHT;
2) nMYHAs MOJIHUCH;

3) pacuudpoBKa MoAMUCH (MHUIIUAIIBI, (haMHIIHS);

4) nmata noIKMCaHus;

5) meuarh NpennpPUATHS.

CornacoBanue J10KyMeHTa 0(OPMIISIFOT BU30M COTIIACOBAHMUS, KOTOPast
BKJIIOUAET BceOsl (BHIOOP BO3MOMKHBIX IPABUIIbHBIX OTBETOB):
BapwnanTs!l 0TBETOB:
1) J0KHOCTH BUSHPYIOIIETO;

2) JNUYHYIO MOANUCH BU3UPYIOIIETO;

3) pacmudpoBKy MOINKCH (MHUIUAIBI, (HaMUIIHIO);
4) nmaTy BU3BHPOBAHUS,

5) cnoBo «COT'JTACOBAHO».

Pewenue 3a0au:



3adaua Ne 1. Haiinute u cienaiite aHanu3 TOJKOBAaHUS HMOHATUSA «IOKyMeHT». [Tpu
MOJITOTOBKE K BHITIOJHEHUIO 33/1aHUSI BHUIMATEIILHO U3YYUTE CYIIECTBYIOIINE
OTIpE/IeIICHUs TIOHATHS «IOKyMeHT», puBeneHusie B [OCT 51141 — 98,
SHIMKIIOTIEIUSX, CIIPABOYHUKAX, CJIOBAPSX, HAYYHBIX U3JaHHSIX.

[Tocrpoiite cxemy Uiy TabIUILy pa3IMYHbIX TOJKOBAHUM MOHATHUS «TOKYMEHT» B
MOPsIZIKE OT O0JIee Y3KOTo K 00Jiee IHUPOKOMY €r0 3HaYEHHUIO.

3aoaua Ne 2. N3yante TOCT P 6.30-2003 «YHUGHUIMPOBAHHBIE CUCTEMBI
JOKYMEHTAIMH. Y HU(QHUIUPOBAHHASI CUCTEMAa OPTraHU3aI[IOHHO -PACTIOPSAUTEIBHOM
JTOKyMeHTanuu. TpeGoBaHus K 0(OPMIICHUIO TOKYMEHTOBY.

1. Jenas ananuz FOCT P 6.30-2003 svioerume pexguzumaol, UCHOIb308AHUE KOMOPLIX
pe2ameHmupyemcs 3akOH00AmeIbCmeomM U oghopmume 6 gude maoauybsl,
npedycmompesciedyiowue epagui: Koo pexeuzuma u e2o naumenogarue.
Haumenosanue 3axonooamenbno2o 00KymeHma u e2o ucxoosiujue OaHubie.

Tema 3. CuctemMa OpraHu3alMOHHO-PACTOPSANTENLHO TOKYMeHTAI[UH (CeMHHAp-
Oecena)

Bonpocs! a5 06cyxnenns:

1.
2.

ok ow

® N

11.
12.
13.
14.
15.

16.
17.

19.
20.
21.
22.
23.
24,
25.
26.

Kakne 1oOKyMeHTBI OTHOCATCS] K OPTraHU3AIMOHHBIM ?
B uem 3akmrogaercsi 0cOO€HHOCTH 0(OPMIIEHHUS 3ar0JIOBKa K TEKCTY B
OpraHU3aIMOHHBIX JOKYMEHTAaX?
Korma opraan3zaimonsbie JOKYMEHTHI TPUOOPETAIOT IOPUANUECKYIO CHUITY?
Kak cTpoutcs TeKCT B OpraHU3alMOHHbBIX TIOKyMEHTax ?
Kaxk nosro neiicTByeT opraHu3allMOHHbIA TOKYMEHT? MOKHO JIM BHOCUTh H3MEHEHUS
B TEKCT OPTraHU3AIMOHHOTO JIOKYMeHTa?
6. Kakme cBegeHMsT MJOMKHBI COJAEPKATBCA B  CTPYKTYype  YUPEIUTEIBHBIX
JIOKYMEHTOB?
C xaKko¥ 1EeNbI0 CO31AI0TCS TUIIOBBIE M MPUMEPHBIE OPraHU3allMOHHBIE TOKYMEHTHI?
B uem coctouT paznnune TakuxX JOKYMEHTOB, KaK IITaTHOE PACIMCAHKWE U CTPYKTypa U
LITaTHAs YUCJIEHHOCTh?
[Touemy MOJDKHOCTHAsE MHCTPYKIMS HE COCTABISCTCS IS KATETOPUHM  CITY)KallluX
«PYKOBOJUTEIBY?
10. Kakwue Buabl OP/] oTHOCSTCS K paciopsauTeIbHbIM?
[Touemy pacniopsIuTeIbHBIE JOKYMEHTBI OTHOCSTCS K TPABOBBIM aKTam?
Korpa pacniopsutenbHble JOKYMEHTBI BCTYNAIOT B CHUITY?
Uto siBRsieTcst OCHOBAHUE IS U3/IaHUS PACIOPSAUTEIHHOTO JOKyMeHTa?
Kak cTpouTcst TEKCT pacnopsAUTEIHHOTO JOKYMEHTa?
UTto o3HauaeT Jara B PaclopsSIUTEIBHOM JOKYMEHTE, IpHUCTaBisieMas B 3aroJ0BOYHON
yacTu Oj1aHkKa?
KTto nmeer npaBo nonucy Ha pukazax?
[To xakuM Bompocam U3JAK0TCS PACIOPSKEHUE U yKa3aHue?
18. Kakue n1oKyMEeHTBI OTHOCSTCS K TPYIIE CIPaBOYHO-UH(OPMAIIMOHHBIX
JIOKYMEHTOB?
Ha xakux 61ankax o(hopMIISIOTCS CIIPAaBOYHO-MH(POPMAIIOHHBIE TOKYMEHTHI?
Kak ctpourcs ctpykTypa cinyxebHoro nucrma?
KakoBsl ipaBuia opopmIIeHUS TEIETPaMMBbI?
B ueMm ocoGeHHOCTH 0hopMIiIeHus TeneoHOrpaMmbl?
Kakwue ObIBatoT BHIBI MPOTOKOJIOB, M Y€M OHU OTIUYAIOTCS APYT OT Apyra?
Kak odopmisieTcss BBoiHAS 4acTh IPOTOKOIA?
CKOJIBKO 3K3EMIUISIPOB aKTa COCTABIISECTCS U CKOJIBKO MOAMUCHIBAETCS ?
Kak odopmisieTcss BHENIHSIS TOKIaHAS 3aUCcKa?



27. Yto TaKkoe «IOHKHOCTHAS MHCTPYKIUS» ?
28. Kakue peKBU3UTHI BKIIOYACT JOHKHOCTHAS MHCTPYKIUS?
29. B yem 0coOeHHOCTH 0(hOpMIIEHHS 3aT0JIOBKA K TEKCTY JJOJDKHOCTHOW MHCTPYKLIUU?
30. KakoBa cTpyKTypa TeKCTa JOHKHOCTHOW HHCTPYKIUH?
31. Yto DOMKHO COAepKAThCS B TEKCTE KXKAOTO pasfesnia J0LKHOCTHOW HHCTPYKIHH?
32. C KeM COTIIacoBBIBACTCS JOJDKHOCTHAS MHCTPYKLUS?
33. KeM nmonuceiBaeTcst TOHKHOCTHAS HHCTPYKIUS ?
34. KeMm yTBepxmaeTcst JOJDKHOCTHAS HHCTPYKIUS ?
35. KakuMm 00pa3om JTOJDKHOCTHAS MHCTPYKIIHS IOBOIUTCS 10 pabOTHUKA?

BbINOJHUTHL NUCHLMEHHO:

3amanue 1.IloaroToBUTEKpOCCBOPA HA TeMy «BHAbI OPraHM3alHOHHO-PACTIOPATUTETBHBIX

AOKYMEHTOB.

3amaane 2. MWzyuuts T'OCT P 7.0.8-2013 Cucrema craHmaptoB 10 WHGOPMAIHH,

OnOIMOTEeYHOMY M W3ATENCKOMY Jieny. JleTompou3BOACTBO M apXMBHOE JeN0. TepMUHBI H

omnpeneneHus. CoOCTaBUTh AaHHOTAIMIO IAHHOT0 HOPMATHBHOIO IOKYMEHTA. 3anucaTb

AHHOTAIMIO B TETPa/b [JIsl BHEAYJIUTOPHOU CaMOCTOSITEITHHON pabOTHI.

3amganue 3 B mempaou 0ns camocmosamensHol pabomvl RUCLMEHHO OMEenbne HA 6ONPOCHL.
Pa3paboTka opraHr3allMOHHBIX TOKYMEHTOB B OPTaHU3AIMIX M Ha TIPEATIPHITUIX —
3TO(BBIOOP €IUHCTBEHHO MPABUIBHOIO OTBETA):

1) st0 hopmanbHOE, TPAIUIIMOHHOE TPEOOBaHKE, HE UMEIOIIEE MPAKTUIECKOTO 3HAUCHHS,
2) 93TO HEOOXOIUMO TPU BOSHUKHOBCHUH KOH()IMKTHBIX CUTYAIIHIA;
3) 9TO co3maeT HOPMATUBHYIO 0a3y ISl OpPraHU3alUK TPYJIOBBIX TPABOOTHOIIICHUH;
4) 3TO nmenmaeTcs paay MOBBIMICHUS MPECTHKA OPraHUu3allkH.
OyHKIUY | 33/1a491 OPTraHU3aIMN OTPAXKAIOTCS B (BBIOOP €AINHCTBEHHO
MPaBUWJILHOTOOTBETA):
1) cnpaBoYHO-HH(DOPMAIIMOHHBIX JOKYMCHTAX;
2) oOpraHu3anUOHHBIX TOKYMEHTAX;
3) pacmopsIIUTENbHBIX TOKYMEHTAX;
4) B JOKyMEHTax IO JINYHOMY COCTaBY.
YcnoBus peopraHu3aliiy 1 JIMKBUIAIUN OpraHU3aIiu
OTOBapUBAIOTCS(BBIOOP €MMHCTBEHHO MPABUIILHOTO OTBETA):
1) B YcraBe opranusaiu;
2) B II0JIOKEHUH O CTPYKTYPHOM TIOpa3/ICIICHHIH;
3) B IODKHOCTHOM HHCTPYKITUH;
4) B mpaBWIaX BHYTPEHHETO PaclopsIIKa.
[lepedeHb M0JDKHOCTEH OpraHU3alluy OTPaXKaeTCs B (BHIOOD
€IMHCTBCHHOTIPABUIIBHOTO OTBETA):
1) mpaBuiIax BHYTPEHHETO TPYIOBOTO PaCIOPsIKa;
2) ycTaBe OpraHHU3aIUH;
3) CTPYKType W HITaTHOM YHCIEHHOCTH;
4) IODKHOCTHOM MHCTPYKITHH.
HopmatuHbIil TOKyMEHT, OlpeAeNstonuii TopsSA0K paboThl C
JOKYMEHTaMUB OPraHU3aIMH — 3TO (BBIOOP €AMHCTBEHHO MPaBUIHLHOTO
OTBETA):
1) HMHCTPYKIIMS MO JIETOTPOU3BOICTBY;
2) mosoxenue o ciyxoe J10Y;
3) permameHT pabOTHI;
4) nmOJIKHOCTHAsI MHCTPYKIIUS CeKpeTaps-pedepeHTa.
JIOmKHOCTHASI MHCTPYKIHSI YTBEPKIaeTCs (BIOOP €IMHCTBEHHO MPABUIILHOTO OTBETA):

1) 3amecTHTeNEeM ITUPEKTOPA;



2) IHPEKTOPOM;
3) IOPUCKOHCYJIBTOM;
4) TIaBHBIM OyXTaJlTEPOM.

B cocras PEKBU3UTOB OpPraHnM3allMOHHBIX JOKYMCHTOB HE€ BXOIUT CJIGIIYIOH_II/Iﬁ PCKBU3UT

[B=N

) nara;

) 3aBepUTENIbHAS HAIKCH;

) HaMMEHOBAHWE OPraHU3aIuH;
) TOJIIKCE.

BN

3amanue 3. [. B mempaou ons camocmoamenvHol pabomusl RUCbMEHHO OMEentbhe

Ha 60npocowl.
1.1.B kakux ciydasix COCTaBJISIOTCS PACIOPSIAUTENbHbBIE TOKYMEHTHI ?

1.2.Ha30BHUTE OCHOBHBIE CTa/IUU MOJATOTOBKH PACHOPSAIUTENbHBIX JOKYMEHTOB.

1.3.KakoBa cTpykTypa TeKcTa mpukKas3a 1o OCHOBHOM JESATEIHHOCTH?
1.4. Kak oopmiisieTcst pacopsiiuTeNbHas 4acTh NpuKaza?
1.5.KTo noanuceiBaeT npukaspl?

Jlyig 9ero Ha mpHKa3ax CTaBUTCS OTMETKa 00 HCTIOIHUTENE?

B IIPHUKA3€ KOHCTATUPYIOIasd 4aCTb OT paCHOpHHHTeHBHOﬁ OTACIIACTCA CJIOBOM

(BBIOOp €IMHCTBEHHO MPABUIBLHOIO OTBETA):
1) "OBS3BIBAIO";
2) "TIPEJJIAT AIO";
3) "TIPUKA3BLIBAIO";
4) "VKA3BIBAIO".
PekBu3UT, KOTOPBII He MPETYCMOTPEH Ha PACTIOPSIIUTEIbHBIX TOKYMEHTaX
(BBIOOP €AMHCTBEHHO MPABHIIBHOTO OTBETA):

1) HamMeHOBaHHE OpPraHU3aINH;
2) nara;
3) rpud yrBepxKacHUS;

4) ToamHCh.
K pacriopsiresHbIM JOKYMEHTaM, H31aBacMble HA OCHOBE €IMHOHAYAITHS,
OTHOCSTCS (BBIOODP BO3MOKHBIX ITPAaBUIIBHBIX OTBETOB):

1) pacnopspKeHwus;

2) mnpHKa3bI,

3) MPOTOKOJIBL;

4) MHCTPYKIHH,

5) mooKeHusl.

3aganue 4. B mempaou 01 camocmosamensrol pabomsl NUCbMEHHO Onéembme Ha 60NPOCHL.

ITo xakuM BompocaM BBIIAIOTCS CIIPABKH?
Kakue peKBU3UTHI ABJISIOTCS 00sS3aTSIIBHBIMHU TSI CIIPABOK?
1.3.KakoBbI 0COOEHHOCTH O(POPMIICHUN BHYTPEHHUX JOKIATHBIX
3anucok? 1.4.YTo ciyKUT MOBOJOM JIJIsl COCTaBJICHMS aKkTa?

Kakue pekBU3UTHI BKIIIOYAET B ce0st akT?

JIOKyMEHTBI, COCTaBIIIEeMble KOMHUCCHEH, TOMAMUCHIBAIOTCS  (BBIOOD

MPaBUJIBHOTO OTBETA):

1) pykoBoaMTEIEM OpraHU3aINH;

2) npejacenateneM;

3) mpexacenareneM M WieHaMH KOMUCCHH,

4) mpezacenaTeneM U CEKpPETapeM.

AXT OTHOCHTCSI (BBIOOp €TUHCTBEHHO MPABUIHLHOTO OTBETA):

1) k opraHW3alMOHHBIM JOKYMEHTaM;

2) K pacrmopsIUTEIIbHBIM JOKYMEHTAM;

3) K JOKyMEHTaM I0 JHYHOMY COCTaBY;

CAUMHCTBCHHO



4) K cripaBOYHO-MH(OPMALMOHHBIM JIOKYMCHTAM.
BHewHI010 10K1a1HYI0 3aMCKY TOANNCBHIBAET (BHIOOP €AMHCTBEHHO
IIPaBUJIBHOTO OTBETA):
1) pykoBoIUTENb IPEIAIPUSITHS;
2) PYKOBOAUTEIb CTPYKTYPHOTO MOJpa3ieiCHus;
3) cocCTaBUTEIb;
4) rnaBHBIA Oyxranrep.
Ecnu akT moAroToBiIeH KOMUCCHUEH, TO B KAKOM MOCIEN0BATEIBHOCTH JOJDKHBI
yKa3bIBATHCS IOJDKHOCTHBIE JIMIA (BO BBOJHON YacTH ), y4aCTBYIOIIUE B MOJITOTOBKE
aKTa (BbIOOp €IMHCTBEHHO MPABHIBLHOTO OTBETA):
1) mpencenareinb KOMUCCHHU, YWICHBI KOMUCCHH B MOPSIIKE YOBIBAHUS
CITy’K€OHOI JIECTHHIIBI, CEKPETaph KOMUCCHH;
2) mnpejcenarenb KOMHCCHH, CEKPETaph KOMUCCHH, YWICHbI KOMHUCCHHU B alI()aBUTHOM
MOPSITIKE;
3) mnpexcenarenb KOMHCCHH, WICHBI KOMUCCUH B alI()aBUTHOM MOPSIJIKE;
4) mpezacenaTenb U CEKpeTaph KOMUCCHH.
JIoKyMEeHTBI, KOTOpbIE UMEIOT peKBU3UT "Anpecat" (BbIOOp
BO3MOJKHBIX MTPABUJIHHBIX OTBETOB):
1) mportokour;
2) cmpaBka,
3) axT;
4) mnpukas;
5) JmoKmaaHas 3amKcKa.
K cnipaBouno-mHGMOPMAIIMOHHBIM JOKYMEHTAM OTHOCATCS (BBIOOD
BO3MO’KHBIX ITPABUJIBHBIX OTBETOB):
1) IOKHOCTHASI HHCTPYKIIHS,

2) JOKIaaHas 3aIlHcKa;

3) o0OBsACHHUTEIbHAS 3AMKCKA;

4) TpHKa3 M0 OCHOBHOM JEATEILHOCTH;
5) cmpaBka.

3amanue 5. 1. Onpenennure MpaBUIBHOCTh WK OMIMOOYHOCTD YTBEPKAeHUH. BriOepute mudpy,
COOTBETCTBYIOIIYIO TPABHILHOMY BapUaHTY OTBETA:
1.1  HudopmarmioHHOE MUCHMO — JIEJIOBOE MHUCHMO, B KOTOPOM ajpecary
COOOMIArOTCS CBEICHUS O(UIIMATIBLHOTO XapaKTepa.
1) na;
2) wHer.
1.2  ComnpoBOIUTEIBHOE MMCHMO UCIIOIB3YETCS ISl OTIIPABKHU IOKYMEHTOB, HE
UMEIOIINX JPECHON YacTH.
1) na;
2) wHer.
1.3  C Touku 3peHus AOBEpHS K PEKIIAMHOMY MHUCHMY, Jy4Ille, €CIIA MUCHMO
MOAMKCAHO JIUIIOM HE HUXKE PYKOBOIUTENS OTENA.
1) na;
2) Her.
1.4  Ilenp nucbMa-3anpoca — nojgyueHue nHGOpMaIuu, JOKYMEHTOB, HHUIIMUPOBAHHUE
NeMCTBHI, HEOOXOIUMBIX OPTaHU3AIUU-aBTODY.
1) na;
2) HerT.
1.5  Ilucemo-uszBemenue moxet opopmisatbes HE Ha 61anke, IMEeTh pa3iIMdHbIHA
(dbopmaT uiH 1BeT.
1) na;



2) Her.
1.6 PexomeHaaTenbHOE MHCHMO JIOJDKHO COJICPIKATh ONMCAHUE OTPULIATEIILHBIX
CTOPOH O KaHIUAATEe Ha JIOJHKHOCTb.
1) na;
2) Her.
1.7 Tlucemo cocrosimiee U3 Tpex Win 00Jiee CMBICIOBBIX YacTel, Ha3BIBAIOT MTPOCTHIM.
1) na;
2) Her.
2. BeiGepuTte mudpy, COOTBETCTBYIOIIYIO IPAaBUIHLHOMY BAPHAHTY OTBETA:
2.1  Ilucemo, 1enp KOTOpOTo NOOYOWTH ajapecaTa BBIIOJHUTH B3ATHIE Ha
ce0st 00s13aTeNLCTBA WIIH IPUHSATHIC JOTOBOPEHHOCTH HA3bIBACTCSI:
1) nHCHMO-HANIOMUHAHUE,
2) THCBMO-COOOIICHHE;
3) mHCHEMO-U3BEIICHHE.
2.22.2  Kaxkas pa3HOBHJIHOCTH JEJIOBOTO NMHChMa HaYMHAETCS CIOBaMHU «B cooTBeTCTBHU C
MpeIBapUTEILHON IOTOBOPEHHOCTHIO BRICKITaeM Bam. ..»?
1) uHbOpPMAMOHHOE MTUCHEMO;
2) MHCBMO-COOOIICHHE;
3) COMPOBOAUTEIHHOE TUCHMO.
2.32.3 K kakoii pa3HOBHUHOCTH JEI0OBOTO MUCbMa OTHOCHUTCS TEKCT:
«[Ipocum mpemycMoTpeTs yuactue B ceMuHape «OpraHu3alys AeI0IpOr3BOICTBA
Ha COBPEMEHHOM MpEINpUIATHNY, TTpoBoAuMOro 5 mapta 2017 ronma, coTpyaHuka
Hamel komnanuu — CBeproknHoiAHaHCTacuu 11aBIOBHBI.
Omrary B cymme 10 000 pyb6neit (6e3 HJIC) rapantupyem. Hamu pexBH3UTHI
WHH/KIIIT 58302506289/682301001, p/c 40702810200000000121 & [TAO
«Co6epbank Poccum» x/c 30101809000000000408 BUK 044525408x:
1) rapaHTHIIHOE TTHCHMO;
2) TMHCBMO-TIOATBEPIKICHHE;
3) mHCHMO-TIPOCHOA.

Tema 4. Opranu3zanus padoThbl ¢ JOKYMEeHTAMU B YUpe:KIeHnH (ceMruHap-0ecena)

Bonpocsl 1151 00cyxaeHust.
1. OOmre npUHIUITEI OPraHU3aUK TOKYMEHTOO000pOTa, €r0 OCHOBHBIC 3TAllbl; OCHOBHBIE
MOHATHUS B ADXUBHOM XpaHCHHUH
dopmupoBaHHe 00s3aTEIBHBIX CIPABOYHUKOB CHCTEMBI,
dopmupOBaHUE JOMOTHUTEIBHBIX CITPABOYHUKOB CUCTEMBI,
Perucrpanus BXOIAINX U UCXOASAIINX JOKYMEHTOB,
PenakTupoBaHue nMpoekTa TOKYMEHTa,
Perucrpanus TOKyMEHTOB, MOCTYIHUBIIUX 110 3JICKTPOHHOH NIOYTE,
PabGora c ¢aitnamu (3M€KTPOHHBIMH JOKYMEHTAMH ),
PaGora c nopyduenusimMu (Bbigaueii, HCIIOJHEHUEM, KOHTPOJIEM),
OdopmieHue perucTpalnoHHO-KOHTPOoIbHBIX KapTodek (PKK),
10 dopmMupoBaHUE HOMEHKIATYPHI JIE,
11. AKTBI 00 YHUYTOXKEHUU JIEI.

COoNOA~WN

IToaroroBbTe pa3BepHyThie MUCbMEHHBIE OTBETHI 110 CJIeAYIOLIMM BOIPOCAM:
3anmanue 1. I. B mempaou ons camocmosamensHou pabomsl RUCbMEHHO OnEenbme
Ha 60NPOCHL:
Cnyx0a noxymeHTamoHHOTO obecnieuenus ynpasienus (CAOY) B
LEHTPaAJIbHBIXOpPraHaX yIpaBieHUs Ha3bIBaeTCs (BHIOOP €AMHCTBEHHO
MIPaBUIILHOTO OTBETA):
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yIpaBJICHUE JCJIaMH;

KaHLEIApUs;

OOIINH OT/IEIL,

CeKpeTapuar.

JIOKyMEHTOO0OPOT — IBMKCHUE TOKYMEHTOB B OPraHU3aIlliU ¢ MOMEHTA UX
CO3JIaHUSIHITN TIOJTy4EHHS JI0:

1) mepenaun Ha UCIIOJTHEHKE;

2) NMOMIIMBKH B JIEIIO;

3) 3aBepileHHs UCTIOTHECHUS ITU OTIPABKY;

4) mepenayn Ha apXUBHOE XPAHCHUE WIIM YHUUTOKEHHUS.

Ecnu 1okyMeHT HcIoHEH, TO (BBIOOP €JMHCTBEHHO MPaBUIBLHOIO OTBETA):

1
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)
)
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JOKYMEHT HalpaBJIsOT B JI€J0 U CIAIOT B apXUB;
Ha JIOKyMEHTE CTaBsIT OTMETKY 00 €ro UCIIOJIHEHUU U HAIllPaBJIEHUU JOKYMEHTA B J€JI0;
B JIEBOM YaCcTH NIEPBOTO JIMCTA pacroiaracTcsi oTMeTka "B aeno Ne'';

€ro YHUYTOXAloT.

Jlena ¢ UCTIOTHEHHBIME JJOKYMEHTaMH TTIOCTOSTHHOTO B BpeMeHHoro (cBbime 10 jer)
CpOKaxpaHEeHUs MOAJIeKAT Nepeaue u3 CTPYKTYPHOTO Noipa3iesieHus B apXUB
opranu3anuu (IIpyu ero Halu4uu) (BbIOOp €AMHCTBEHHO MPAaBUIILHOTO OTBETA):

10 UCTEYEHHUH TPEX JIET;

10 UCTE€YEHUH JBYX JIET;

10 UCTEYEHHUH OJTHOTO I0J1a;

MoCJie OKOHYaHMSI KaJIeHAapHOTO Troja.

YcTaHoBUTE MTOCIEIOBATEIHHOCTD 3TANOB 00PabOTKU BXOSAIIETO JOKYMEHTA:

) IpeIBapUTEIILHOE PACCMOTPEHHE;

) IpHeM U TIepBUYHas 00paboTKa;

) paccMOTpeHUE PYKOBOIUTEIIEM U Tepe/iaya Ha UCIIOJTHEHHE,

) perucTparus;

) UCTIOJTHEHUE JOKYMEHTAa;

) HarpaBJICHUE UCIIOJHEHHOTO TOKYMEHTa B JICJIO.
Wcxoasiimuii JOKyMEHT MPOXOIUT CICIYIOIINE ITATbl
00paboTKH(yCTaHOBHTH MOCIIEI0BATEILHOCTH OTBETOB):

) COCTaBJICHHUE MTPOEKTA,;

) opopmicHue;

) corIacoBaHMe;

) perucTparus;

) OIIKCAHKE;

) oTIpaBKa.

2. Uzyuute pasznmen 3.3 «ApxuBHoe geno» ['OCTa P 7.0.8-2013 Cucrtema cTanmapToB Mo
uHpopMaIny, OHOIMOTEYHOMY M M3aTeIbCKOMY Jiely. J[elonpor3BOICTBO U apXHUBHOE JIEIO.
TepmuHbI 1 onpeiesicHUs». Paciipenenire TEpMUHBI 10 TPYIIIaM:

nponecce — ACATCIbHOCTD paGOTHI/IKa ApXnBa OpraHru3alumn;
JIENCTBHUE BPEMCHU;

YCJIOBUSA COXPAaHHOCTHU JOKYMCHTOB;

HOKYMCHTEI,

YUYCTHBIC JOKYMCHTHI.

3ananue 2. [. B mempaou 011 camocmosmenbHol pabomsl RNUCbMEHHO ONEembm e
Ha 80NPOCHL:
dopmupoBaHue Jiena 3aKkaHIrBaeTcs (BbIOOP €IMHCTBEHHO MPaBUIBLHOTO OTBETA):
1) B mpezaenax KaJeHIApHOTO roja (3a UCKITFOUESHUEM MEPEXOISIIUX JIeN);
2) TpH JOCTHXKEHUH B JIeie MAaKCUMAJIBbHOTO 00beMa B JINCTAX, T.€. 10 250 JTUCTOB;



3) 1O YCMOTpEHHIO OpraHU3allNy;

4) Tpu OKOHYAHUH PEIICHUs BOIIPOCA, HE3aBHCUMO OT KaJICHIapPHBIX CPOKOB.
B oHOM TOME /1€1a MOKET OBITh MAKCUMAJIBHO (BBIOODP €AMHCTBEHHO
IIPaBUJIBHOTO OTBETA):

1) 200 nucToB TOKYMEHTOB;

2) 150 nucTOB TOKYMEHTOB;

3) 250 1UCTOB TOKYMEHTOB;

4) He OrpaHMYEHHOE KOJIMYECTBO JIMCTOB JOKYMEHTOB.
DKcrnepTu3a IeHHOCTH TOKYMEHTOB IPOBOJUTCS (BEIOOP €TMHCTBEHHO
[IPaBUJIBHOTO OTBETA):

1) onuH pa3 B MecsI;

2) OIWH pa3 B MOJTO/a,;

3) ojaMH pa3 BTO;

4) B COOTBETCTBHUH C rpa)iKOM CIa4H JIeJ B apXHUB.
Kak Ha3pIBalOTCS JOKYMEHTBI, COJIepKalie HH(GOpMAIIHIO 3aKPBITOTO XapakTepa (BEIOOp
€AMHCTBEHHO MPABHJIBHOTO OTBETA)?

1) opunmansHeie;

2) KOH(UICHIIHAIBHBIC,

3) nmenoBeIe.
[Ton cmyxebHOM (KoMMepUuecKoit) TaitHo# coriacHo ['paknanckomy kojekcy PD
clieryeT MOHUMATh (BBIOOP €JMHCTBEHHO MPAaBUJIBHOTO OTBETA):

1) opranu3anroHHy0 HHPOPMAIIHIO, 00JIATAOIIYI0 pEeaTbHOM HITH

MOTEHIINAIbHON IIEHHOCTHIO;

2) GpUHAHCOBO-3KOHOMHUYECKYIO HH(POPMAIIHIO;

3) HayYHO-TEXHUYECKYIO HH(POPMAIIHIO;

4) BCE BBINIETICPEYHCIIEHHOE.

Ha xonduaeHmansHOM T0KyMEHTE Tpr( OrpaHrueHus TOCTyIa CTAaBUTCS (BBIOOD

€IMHCTBEHHO MPaBUJILHOTO OTBETA):

1) B JIeBOM BepXHEM YTy IEPBOTO JIMCTA JOKYMEHTA,

2) B IPaBOM BEPXHEM YIUTy IIEPBOIO JIUCTA TOKYMEHTA;

3) B IpaBOM BEpXHEM YIIIy BTOPOTO JIHCTA JOKYMEHTA.
PaGora ¢ koHpuIEeHITMATEHBIMU JOKYMEHTAMHU JOJDKHA TPOU3BOIUTHCS (BBIOOD
€IMHCTBEHHO MPaBUJILHOTO OTBETA):

1) B oTIeIbHOM 00OPYIOBAHHOM TTIOMEIICHHUH;

2) B 00IIIeM MOMEIIEHHUH, TPEHA3HAYEHHOM JUIs1 pabOThI C TOKYMEHTaMHU;

3) B kabuHETE PYKOBOIUTEIS.
Brigaua xoHUACHINATBHBIX JOKYMEHTOB BO BPEMEHHOE MOJb30BaHUE (Ha CPOK CBBIIIE
OJIHOTO paboyero JHs) MPOU3BOIUTHCS (BHIOOP €IMHCTBEHHO MPABHIILHOTO OTBETA):

1) mox pocuch PyKOBOAUTEIIS,

2) 1Mo POCITUCH COTPYAHUKA, B3SIBIIICTO JOKYMEHTHI Ha BPEMEHHOE IM0JIb30BaHHE;

3) Mo pocuch COTPYAHHUKA, paOOTAIOIIETO C JaHHBIM BUIOM IOKYMEHTOB.
[lepenaye DOKYMEHTOB ¢ Tpu(OM OrpaHHYEHHUs JOCTyNa B JAPYI'YI0 OpraHU3alHio WIH W3
MOJIpa3/ieNieHusl B IMOJIpa3/ielieHne BHYTPH OpraHU3allMM MPOM3BOIUTCA TOJBKO C pa3pelieHus
(BBIOOD €IMHCTBEHHO MPaBUIJIBHOTO OTBETA):

1) cotpyaHuKa, pabOTarOLIEro ¢ JAHHBIM BUIOM TOKYMEHTOB;

2) COOTBETCTBYIOIIETO PYKOBOAUTEIIS,

3) yupenurerns.
V4T 10KyMEHTOB KOH(PHIEHIIMATIBHOTO XapakTepa BeaETcs (BbIOOP eJMHCTBEHHO
MPAaBUIBLHOTO OTBETA):

1) B cienaabHOM JKypHae;

2) B KypHaJIe PErHCTPALUU OTIIPABIIIEMBIX JOKYMECHTORB;

3) B )KypHaJe PEruCTpaIMy MOCTYIAOUINX B OPraHU3aIHI0 JOKYMEHTOB.



KonounennuansHpie JOKYMEHTHI XpaHATCS (BBIOOP €JMHCTBEHHO MPABUIIBHOTO OTBETA):
1) BMecTe ¢ IpyruMu JOKYMEHTaMH;
2) B apXMBE OpraHU3alny;
3) B 0COOBIX MMOMEIIEHHSX C 3aMPAIOLIMMUCS U OTIeUYaTaHHBIMHU IIKadamMu Wi cerpamu.
[To oxoHuaHUM paboOYero THS TOKYMEHTHI ¢ TpU()OM OTpaHUYEHUS I0CTyMa (BBIOOD
€IMHCTBEHHO MPAaBUJILHOTO OTBETA):
1) mpoBepsIOTCS M CAAIOTCS HA XPaHCHUE,
2) MepecUUTHIBAOTCS;
3) ocraroTcs y COTPYIHUKA JIIs TaJIbHEHIIEeH paboThI.
OO0 yTpare T0KYMEHTOB COTPYAHHK JAOJIKEH HEMEIJIEHHO COOOIIUTD:
1) B nonumio;
2) OTBETCTBEHHOMY PYKOBOJIUTEITIO;
3) B IpoKyparypy.

3aganue 3.

1. B TeTpaaum ans caMocTOSTEIHHON pabOThH MHCHbMEHHO 0TBETHTE HA BOMPOCHI:
1.1.Kakue Bupl paboT BBIMOJIHSIOTCS MPU 00paOb0TKE BXOIAIIEH KOPPECTIOHICHIINN?
1.2. Kakrie OTMETKH ¥ TJie MOTYT U JIOJKHBI IPOCTABIIATHCS Ha TIOCTYAIOMIEM JOKYMEHTE?
1.3.YT0 Takoe pe3oolus U rae oHa (OHM) IpocTaBiseTcs?

C KaKoi LENBI0 PETUCTPUPYIOTCSA TOKYMEHTHI?
Br16op onpeneneHHoi GopMbl perucTpanii JOKyMEHTOB 3aBUCUT OT
(BBIOOp €MHCTBEHHO MPABUJIBHOTO OTBETA):
1) oOwvema JOKyMEHTOO0OOPOTA;
2) KOJHYECTBA COTPYAHHUKOB;
3) BuUIA AEATEIBHOCTH OPraHU3AINH;
4) CTPYKTypBI OpraHU3aIliH.
[Tpu HEGOIBIIIOM 00BEME TOKYMEHTOO000POTA 1IETIECO00Pa3HO PUMEHSTh
(BBIOOP €AMHCTBEHHO MPAaBUILHOTO OTBETA):
1) kapTouHyIO (OPMY pErucTpaIny;
2) aBTOMATU3UPOBAHHYIO (POPMY PETHCTPAIHH;
3) KypHaJIbHYIO (GOPMY PETHUCTPALIHH;
4) cmemanny0 (OpPMY pErUCTPAIUH.
CpoKH UCHOJTHEHUS TIOKYMEHTOB UCUYHUCIISIOTCS (BBIOOD €AMHCTBEHHO
MIPaBUJIBHOTO OTBETA):
1) B KaJeHIAPHBIX THSIX;
2) B pabouux JHSAX;
3) 1O YCMOTPEHHIO PYKOBOIUTEISI OPraHU3aIl|H;
4) B HEIEIAX.
N3MeHHUTh CPOK UCTIOJIHEHUS TOKyMEHTa UMEET MpaBo (BHIOOP €IMHCTBEHHO
MIPaBUJIBHOTO OTBETA):

1) 3amecTUTENb PYKOBOIHUTEIS OPraHU3aLUH;
2) pykoBoauTenb cayk0br JJOY;
3) cekperapb-pedepeHT;
4) pPYKOBOIHUTENH OpPraHU3AIINH.
3ananmue 4.

1. B reTpaau a1 caMOCTOSITEILHON paOOThl MMCbMEHHO OTBEThTE HA BONIPOCHI:
C xaxoii 1enpko pazpabaTbiBaeTCsl HOMEHKIIATypa Jein?
C keMm coryiacoBbIBaeTCs HOMEHKIIATypa Jen?
Kak nogsostes nutoru GopMupoBaHus €1 3a roa?
UYTto 3HAUUT «nepexoduiee» 1eno?
KakoB cpok ncnosip30BaHusi KOHKPETHOM HOMEHKIJIATYPBI B OpraHu3aiu?



Ecnu neno, npenycMOTpeHHOE B HOMEHKIIATYpE /1€, ObLIO HE 3aBEACHO, TO
(BBIOOD €IMHCTBEHHO MPABHIILHOTO OTBETA):
1) Brpade "[lpumeuanue" craBat orMeTky "He 3aBeieHO" U pacIuChIBAIOTCS;
2) BBIYCPKUBAIOT 3ar0JIOBOK HE 3aBEJICHHOTO JIejia U PACIUChIBAIOTCS B
rpage "Ilpumeuanue";
3) mepernevaTHIBAIOT CTPAHKMILY HOMEHKJIATYPBI JIe)l, HCKITFOYHMB U3 HEE 3ar0JIOBOK HE
3aBE/ICHHOTO JIeNa;

4) He BHOCSAT HUKAKHX U3MEHCHUIA.

TexcT HOMeHKIaTyphI A€ (BBIOOP €AMHCTBEHHO NPaBUIILHOIO OTBETA):

1) odopmisieTcs B BUjIE aHKETHI;

2) pAenuTCs Ha pa3Jielibl U OJIpa3/ieibl;

3) odopmisercs B BUIE TaOIHUIIBI;

4) WMeeT CMEIIaHHBIA BH/I.

Howmenknarypa nen opranu3anuu JI0JDKHA TIEpe YTBEPKAATHCS (BBIOOD
€IMHCTBEHHO MPABHIBLHOTO OTBETA):

1) Kaxmaplii ro;

2) pa3 B TpH roja;

3) pa3 B aBaroia;

4) pa3 B ISTH JIET.

3aoanue. W3yants T'OCT P 7.0.8-2013 «Cucrema craHmapToB 1o HWH(pOpMAIHH,

OMOIIMOTEYHOMY M H3/aTEIIbCKOMY Jeny. Jlenonmpou3BOJCTBO M apXWBHOE AeN0. TepMUHBI U
OTIpEICTICHUS.

CocTaBUTh aHHOTAIIMIO JTAHHOTO HOPMATHUBHOTO JOKYMEHTa. 3amucarh aHHOTAIWIO B
TeTpaab Ui BHEAYAUTOPHON CaMOCTOSITEIIbBHOW paOOTHI.
Coznmath 00pa3ubl - OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaBa, IMOJIOKEHUS 00
OpraHu3aliy, CTPYKTYphl M INTATHOMW YHCICHHOCTH, ILITATHOIO pACIHCAHUS, TOJOXKEHHUS O
CTPYKTYPHOM TOJpa3/eieHUH OpPTraHu3alliy, JOHKHOCTHBIE MHCTPYKIIMH. — PACHOPSIUTEIbHBIX
JOKYMEHTOB: IIPUKA30B, PACHIOPSKEHUI.

CocraBnenue cxem 1o temaM «Cucrema OP[]», « CTpyKTypa TOKyMEHTa.

Pemrenue 3agau:
3aoaua Ne 1. BeiienuTe OCHOBHBIC Pa3HOBHIHOCTH O(opMmiIeHHs JenoBoro mucbMa. Odopmute
B BHJI€ TaOJIMIIbI, OCHOBHBIE TPeOOBaHMs K COCTABICHHUIO TEKCTa JeI0BOTO MUCchMa. Bua nucbMma.
Oco0eHHOCTH COCTaBJICHUS TEKCTa MUChMA.
3aoaua 2. Wzyunte «OcHOBHBIE MpaBwia pabOThl apXuWBOB opranuzanui» (Pazgen 3.4
Homenxknarypa nen) u «TunoBass HHCTPYKIHS 1O JIEIONPOU3BOACTBY B DesepanbHBIX OpraHax
UCIOJHUTENBbHOM BiacTu» (Y1 Opranu3zaius paboThl ¢ JOKYMEHTaMH B I€JIOTPOU3BOJICTBE).
U3yuus eviuie ykazanuvie 00KyMeHmbl, NOO20MO8bMe KOHCNEKM No C1edylouum 60Npocam
- 8UObl HOMEHKIamypvl Oell; 3a20108KU U UX COCMABIEHUe 6 HOMeHKlamype oOel, 2pagul
HOMEHKIamypsl 0ell, HNOPSOOK UX 3aNnOJHeHUs, NOPAOOK COCMABNIEHUs U YMBepHCOeHUs.
HOMEHKIAmypbl Oeil.

Tecr. BLI6epI/ITC OJIMH U3 NMPCAJIOKCHHBIX BAPUAHTOB
1. AKTLI, IIMCbMa, (I)aKCLI, JAOKJIaAHBIC 3allTMCKH OTHOCATCA K ...

1) opraHU3aIHOHHBIM JOKYMEHTaM
2) cripaBoYHO-UH(MDOPMAIIMOHHBIM JJOKYMEHTaM
3) pacnopsAUTEIbHBIM JOKYMEHTAM
4) BHEUTHUM JOKyMEHTaM
2. [IpaBoBO#i aKT, ONPEICIISIONINI MOPSIOK 00pa30BaHUsI, KOMIIETCHIIHIO
opraHu3anuu, ee QyHKIMH, 3312491, MOPSIOK padoTHI 3TO ...
1) mpukas



2) MoJI0KEeHUE

3) moroBop

4) ycraB

5) OKHOCTHAS MHCTPYKIIMS

3. Kak Benercs Hymepaius mpuKa3oB 110 OCHOBHOMW IS TEIHOCTH?

1) o nopsiAKy ¢ MOMEHTA CO3JIaHUsI IPEIPHSITHS, OPraHU3ALUH, PUPMBI

2) B mpezenax mMecsia

3) moapsia B mpeaenax GUHAHCOBOTO rojia

4) moxpsin B mpenenax GUHAHCOBOTO T0/1a, HO OT/ICIBHO OT MPHKA30B 110 JIUYHOMY COCTaBY

4. Kako¥i JOKyMEHT co37aeTcs M 0(hOopMIISETCSl CEKpeTapeM B pe3ylibTaTe MPOBEACHHSI
MPOM3BOJICTBEHHOTO COBEIAHUS Y PYKOBOIUTEIS?

1) mOJHBI TPOTOKOI

2) KpaTKuii MPOTOKOJI

3) pacrnopspKkeHue

4) peieHue

5. Kako#t TOKyMeHT coJiepKUT HH(OPMAITUIO C TIpaBaMH, 00SI3aHHOCTSIMU U
GbyHKIMSAME paboTHUKA?

1) TpymoBO# KOHTPAKT

2) TpyIOBOM TOTOBOP

3) mpukas o mpueme Ha paboTy

4) MOHKHOCTHASI HHCTPYKITHSI

6. Kako# JOKyMEHT COCTaBJISETCS KOMUCCUEH MPH BBIJICTICHUU JOKYMEHTOB
K YHUYTOKEHUIO?

1) akr

2) crpaBka

3) mokiagHast 3amucKa

4) 0OBSCHHUTENIbHAS 3aITHCKA

7. B kakoM J1okyMeHTe Bbl, Kak pyKOBOIUTENb CTPYKTYPHOTO HOpa3IeICHHsI
000CHYyeTe CBOH IPEII0KEHHS ISl PyKOBOJICTBA (DMPMBI [0 PACIIUPEHHIO BAIIETO
otmena?

1) B muceme

2) B pelIeHun

3) B JIOKJIaHO¥ 3amKCKe

4) B cripaBKe

8. IlnuceMo, nmerommue pUHAHCOBbIE U FOPUIMUECKUE TTOCIEACTBHSL, JOIKHO OBITS ...
1) moanucaHo AUPEKTOPOM, TTIABHBIM OYXTaJITepOM, 3aBEPEHO MEYaThIO

2) 3aBEpEHO MeYaThio

3) moaMMCcaHo IIaBHBIM OyXTaJITepOM U TUPEKTOPOM

4) cornacoBaHO ¢ IOPUCTOM

9. 13 xakux IBYX 4acTeil COCTOUT TEKCT MPOTOKoIa?

1) BBOJIHOM M KOHCTATUPYIOIEH

2) BBOJIHOW ¥ OCHOBHOM

3) OCHOBHO¥1 M pacHOPSAUTENEHON

— — N



4) KOHCTAaTUPYIOIICH 1 PACTIOPIIUTEILHON



10. B xakoM gokyMmeHTe omnpenensercst poHa 3apaboTHOH MIaThl OpraHU3alNY,
npeanpusTsi, Gupmb1?

1) B IITaTHOM YUCICHHOCTH

2) B IITaTHOM PacIHCaHUU

3) B ycraBe

4) B mpukase

11. Kakue opranu3aloOHHbIE TOKYMEHThI YTBEPKIAIOTCS pPyKOBOIUTEIEM OpraHu3anun?
1) INonoxeHus 0 CTPYKTYPHBIX MOPa3ICICHHUSIX

2) OJDKHOCTHBIC HHCTPYKIIUH

3) mTaTHOE paciucaHue

4) Bce mepevncCIIeHHbBIC JOKYMECHTHI.

12. Ha ube ums agpecyercs 3asBieHue?

1) Ha UMS PYKOBOJUTEIIS OpPraHU3alUH

2) Ha UMl HaYaJIbHHKA OT/esa KaJpoB

3) Ha UMS PYKOBOJUTEJISI CTPYKTYPHOTO TOJIpa3ieieHHsI
4) Ha MM 3aMECTHUTEJISI PYKOBOIUTEIIS OpPraHU3aIuU

Tema 5. Oco0eHHOCTH 1€JI0ONPOU3BOACTBA M0 00PAllleHHIM I'PaKIaH (ceMHHAap-
KOHCYJIbTALMSA):

Bormpocsr mist o0cykaeHus:
1. moOpsAmOK BeICHUS JCIONPOU3BOJICTBA 0 OOPAIICHHUSIM IPAXK/IaH,

[IpakTuueckoe 3a1anue:

1. cocTaBUTH:

- YBEIIOMJICHHE 3asBUTEIIS O HAIPABJICHHH OOpAIllCHHS B IPYTUE YUPEKICHUS;

- YBEJIOMJICHHUE 3asBHUTENS O JUTUTEIHLHOM paccieOBaHUU OOpalieHHs MpHeMa U MEePBUYHOMN
00pabOTKH MUCHbMEHHBIX OOpaIeHUi.

2. 0hopMUTH:

- Jieia ¥ TeKylllee XpaHeHue oOpallleHuid;

- W3BEIICHHE 3asABUTENS O BBIHECCHHBIX pEIICHUSX C OJHOBPEMEHHBIM, B cCiydac
HE00XOIMMOCTH, HANPABIICHUEM PEIICHHIA JJ1s1 UCTIOJHEHHUS B COOTBETCTBYIOIINE OPTaHbl.

B xoge 3aHsaTH C MMPUMCHCHUEM JJICKTPOHHOI'O 06yquH$[ H JUCTAaHIIMOHHBIX
O6paSOBaTeJ'ILHI>IX TEXHOJIOTHI HCIIOJIB3YIOTCA CICAYIOIHNEC O6pa3OBaTeJ'II>HBIe
TCXHOJIOTHUH !

Buanl Buanbi Metoanuyeckue
3aHAT HCIO0JIb3yeMBbIX pPa3bsCHEHUS
107 TEXHOJIOT Ui
Oddnaita unu onnaita 3aHsATHE IPOBOJIUTCS C IPUMEHEHHEM
TEXHOJIOTHU: UH(HOPMAITMOHHO-
BeOMHAPHI, TEJIEKOMMYHUKAIIMOHHBIX CETEH MpHU
JAucTanunoHH
oe BHJICOKOH(EPEHITNH, OHOCpGI[OB&lHHE)M (Ha paccTOsIHUN)
sAHSITHE BUPTYyaJIbHbBIE B3aMMO/JICHCTBUH O0y4aIOIINXCS U




MPAKTUYECKHUE
3aHATUA U T.1O.
KeticoBas-
TCXHOJIOTHUA:

[earorn4ecKux pabOTHUKOB.
JlucranioHHbIEe 00pa3oBaTeIbHbIC
TEXHOJIOTMH MIPEATOararT yJaleHHbIH
PEXUM pabOTHI.

UCIIOJIb30BaHUE
Ha0OpOB (KEHCoB)
TEKCTOBBIX,
ayJIMOBHU3YyaIbHbBIX U
MYJIbTUMETHHHBIX
yueOHo-
METOAUYECKUX
MaTepHuaoB U UX
pacchliIKa A
CaMOCTOSITEJIBHOTO

W3Y4EHUs yJaliumcs
npu
OpraHu3anuu
PEryIspHBIX

KOHCYJIbTAIIUHN Y
Mperno/iaBaTese.
WNunuBuyansHbIE
Y TPYIIIIOBBIE
KOHCYJIbTAIIHH,
peanzyemMbie BO
BCEX
TEXHOJIOTHYECKHUX
cpenax:
JNEKTPOHHAS
noura, chat-
KoH(pepeHuu,
opymsl,
BUJICOKOH(DEpeHIINH U
T.1.

JIEKTPOHH
oe
3aHsITHE

TexHonoruu
UHTCPAKTUBHOI'O
00y4eHus1, TPYNIOBOM
1 KOJIJIGKTUBHOM
pabOThI HA OCHOBE
UCITOJIb30BaHUS
CBOOOJTHBIX PECYPCOB,
pa3MEIlCHHBIX B
WHTEpPHETE,
ANEKTPOHHBIX
00pa3oBaTeNbHBIX
peCypcoB,
BKJIIOUCHHBIX B
KOMIUICKT y4eOHHKa,
METOMYECKUX
MaTepHuaIoB U
ANEKTPOHHBIX
00pa3oBaTeNbHBIX

3aHsATHE IPOBOANTCS C IPUMEHEHUEM
coJeprkaleiics B 6a3ax JaHHbBIX U
UCIIOJIb3yeMOH TIPU peaTi3anum
00pa3oBaTeNbHBIX IPOTrPaMM
UH(pOpMaLUU 1 00eCTIeUHBAIOIINX €€
00paboTky
UH(POPMALIMOHHBIX TEXHOJIOTHUH,
TEXHUYECKUX CPEJCTB, a TAKXKe
UH(POPMAILIMOHHO- T€JIEKOMMYHHKAIIMOHHBIX
cerel, o0ecreunBaroLINX epeaady 1mno
JMHUSAM CBSI3U YKa3aHHOM MH(popManuy,
B3aUMO/ICHCTBHE O0YJAIOLIUXCS U
He1arorMyeckux paboTHUKOB.




pecypcos,

pa3paboTaHHBIX

IpernoaBaTens
MU

Y4edHo-MeTOANYEeCKOe 00ecTiedeHHe CAMOCTOATeIbHOM PadoThI CTY1eHTOB.

(4]

bl

TemaTuka

®DopMa IpoBeIeHUA

Tpyn
(1[4
MKOC
Tb
(uac.

)

1. OcHOBHBIE ITOJIOKEHUS O
JTIOKYMEHTAIIMOHHOM
o0ecrieueHnHy yrpaBiieHUs

[IpopaboTka KOHCTIEKTOB JICKITUN U
BOITPOCOB, BBIHCCCHHBIX Ha
CaMOCTOSITENIBHOE U3Y4YCHHUE,

OCHOBHOM M JIOTIOJIHUTEIBHOM JINTEPATYPHI,
paborta c unrepuer-pecypcamu u 9bC

2

CamocTosiTeNTbHOE
BBITIOJTHEHUE
MPAKTUYECKUX  3aJIaHHI
PENPOTYKTUBHOTO
TUma (OTBETHI HA BOMPOCHI, 3a/1a4, TECTHI)
, pabota c uaTepHeT-pecypcamu u Ib6C

2. JIOKyMEeHTHUPOBaH
ue
yIpaBJICHYECKON
NeSITeIbHOCTH

[IpopaboTka  KOHCIIEKTOB  JIGKIIUH U
BOIIPOCOB, BBIHECEHHBIX Ha
CaMOCTOSITEIbHOE H3y4YeHHE, OCHOBHOH H
JOTIOTHUTEIBHOU JINTEPATYPHI,

pabora ¢ uaTepHeT-pecypcamu u DbC

CaMocCTOsTEIILHOE

BBITIOJTHEHHE MPAKTUYECKUX  3aJaHui
peNpoOAyKTUBHOrO  Tuma  (OTBETHl  Ha
BOIIPOCHI, 3a/1a4M, TECTHI) ,

pabota ¢ uaTepHeT-pecypcamu u DbC

3.Cucrema

OpraHU3aIMOHHO-
pacnopsAuTeIbHOM
JOKYMEHTAIluU

[IpopaboTka KOHCIIEKTOB JICKITUH 1
BOIIPOCOB, BHIHECEHHBIX HA
CaMOCTOSITENIbHOE U3Y4YECHHUE,

OCHOBHOM U JIOTIOJIHUTEIBHOM JINTEPATYPHI,
pabota c unTepHeT-pecypcamu u IbC

CamMmocCTosITEIRHOE

BBINIOJIHEHWE  IPAKTUYECKUX  3aJaHui
pPEeNpoIyKTUBHOTO  THUma  (OTBETHl  Ha
BOIPOCHI, 3a]lauu, TECTHI) ,

pabota c uHTepHeT-pecypcamu 1 IbC

4.Opranuzanuss  paboTel ¢
JOKYMEHTaMH B
YUPEKICHUH

[IpopaboTka  KOHCHEKTOB  JIGKIUH |
BOIIPOCOB, BBIHECEHHBIX Ha
CaMOCTOSITEIBHOE W3y4EHHE, OCHOBHOH H
JIOTIOJTHUTEIBHON JINTEPATYPHI,

pabota c uHTepHer-pecypcamu 1 IbC




CaMoCTOSTEIILHOE

BBITIOJIHCHHUEC MMPAKTUYCCKUX 3a;:1aH1/1171
penpoayKTUBHOrO  THma  (OTBEThl  Ha
BOIIPOCHI, 3a/1a4M, TECTHI) ,

pabora c uaTepHeT-pecypcamu 1 IbC

[ToaroroBka peneH3uu HaydHOM CTaTbU
o
TeMe, paboTa ¢ uHTepHeT-pecypcamu 1 DbC

5. | 5.0cobennoctu [IpopaboTka KOHCIEKTOB JIEKLIUH U
JeTI0TIPOU3BOICTBA BOIIPOCOB, BHIHECEHHBIX Ha
CaMOCTOATENIBHOE U3Yy4YECHHUE,

110 OOpAIICHUSM TPAXK/IaH OCHOBHOM M JIOTIOJHUTEIBHOW JIUTEPATYPBHI,
pabora ¢ uarepHer-pecypcamu 1 IbC

CaMocCTOsTEIILHOE

BBIITOJIHEHUEC MPAKTUYICCKUX SallaHI/Iﬁ
penpoayKTUBHOTO  THma  (OTBETHI  Ha
BOIIPOCHI, 3a/1a4H, TECTHI) ,

pabota c uaTepHeT-pecypcamu 1 IbC

Bcero yacoB Ha caMOCTOSITEJILHYIO PadOTy
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Hroro: |
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Bonpocer u 3amaHus a1 MOATOTOBKH K TMPOMEXKYTOYHOW AaTTECTAIMM, 3adaHus s
CaMOCTOSITEIPHOW pabOThl M METOJWYECKHE PEKOMEHAAIMK IO BBHINOJHCHUIO 3a/IaHUM
CaMOCTOATEILHOW PabOTHI CTYICHTOB BKJIIOYEHBI B (JOH/T OLIEHOYHBIX CPEJICTB IUCIIUILIINHBI.

3. METOJIMYECKHUE YKA3AHUSA JIJISI CTYJIEHTOB IO YYEBEHOI

TACIATIIAHE

Pexomenaanuu no TeopeTudecKoOMy 00y4eHUI0




MeToauuyecKkue PEKOMEHIAUH 110 U3YIECHHUIO NUCHTUIIJINHBI

[Topsanok usyuenus Kypea «/JokyMeHTalMOHHOE 00ecrieueHNe YIIPaBICHUs» CTyJeHTaM1
OYHOM (OpPMBI 0OYyUEHHSI TIPETOIaraeT:

* IPOCITyLIMBaHUE JIEKIIUOHHOTO Kypca;

* y4acTue B CEMUHAPCKUX 3aHATUSAX;

* CaMOCTOSITENIbHOE M3y4eHHE MaTepHualia 10 peKOMEHJIO0BAHHBIM UCTOYHUKAM B
COOTBETCTBUU € IIPOIPAMMON;

* BBIIIOJIHEHHE MTMCbMEHHBIX 3aJaHHI;

* BBIIIOJIHEHUE KOHTPOJIBHON pabOThI;

* cllauy 3a4yeTa, dK3aMeHa.

3HaunMoil TeHAeHuueN peanuzanmu denepaabHOM HporpamMmbl COBEPILIEHCTBOBAHUS
poccuiickoro o0pa3zoBaHus SBISETCS BbIOOp HANpaBlEeHUH WHAMBHUAYaIU3alUU ayIUTOPHOU U
CaMOCTOSITENIbHOM paboThl Ha ©0a3e HMHPOPMALMOHHBIX W JHMYHOCTHO-OPHUEHTHUPOBAHHBIX
TEXHOJIOTUH, LEJEeHANPaBICHHO BBIPAOATHIBAIOIIMX CIIOCOOHOCTh OYIYIIMX CHEIHATIUCTOB K
camMoo0pa3oBaHHI0, OOJaJaloIMX TUOKUM  CTWJIEM  MBILUIEHHS UM BbIpaOOTaHHBIMU
MM03HABATEJIbHBIMU CIIOCOOHOCTSIMH.

JlanHO€ HampaBJjeHHE CTaBUT Iepej] CHUCTEMOM MOATOTOBKM CTYAEHTOB 3aJaydl 10
ONTUMM3AIMK 00pa30BaTENIbHOIO TMpoliecca ¢ MO3UIMI caMopa3BUTUSL OOLIMX MO3HABATENIbHBIX
CIOCOOHOCTEH, HAalEJIeHHOCTH OO0yJaromMXcsi Ha CaMOCTOSITeNbHYIO paboTy, pa3BHUTHE
CIOCOOHOCTEN CaMOCTOATENBHO J00BIBATh 3HAHUS, aHAIM3UPOBATH MH(POPMAIUIO, BBIACIATH B
Hel HanboJiee CyIeCTBEHHOE.

Lenpto aymuTOpHONM U CaMOCTOSITENIbHOM pPabOThI CTYAEHTOB SBJISETCS OBJAJCHUE
(GyHIaMEHTaJIbHBIMU 3HaHWSIMHU, NPO(YECCHOHAIBHBIMA YMEHHUSMHU M HaBBIKAMU JEATEILHOCTH
mo Tnpo(duiIto, OMBITOM TBOPYECKOHM, HMCCIEAOBATENIBCKON AesaTenbHOCTH. (CaMocTosATeIbHas
pa0oTa CTYyIEHTOB CIOCOOCTBYET DAa3BUTHIO CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH H
OpPraHM30BaHHOCTH, TBOPYECKOIO  TMOAXOJa K  pPEmIeHH0  mpobiem  ydeOHOro u
poheCcCHOHATBHOTO YPOBHSI.

O0beM  aymUTOPHOM W CaMOCTOSITEIBHOW  pabOThl  CTYACHTOB  OMPEIEISAETCS
roCyJapCTBEHHbIM OOpa30BaTENIbHBIM CTaHAAPTOM. AyAUTOpHas M CaMOCTOsITeNbHas pabora
CTYZIEHTOB SIBJISieTCS 00sI13aTEIbHOM Ul KQXKJIOTO CTYIEHTa U ONpeAesseTcs y4eOHbIM IUIaHOM.

Jlekuuu MpOBOJAATCS METOAOM MPOOIEMHOIO M3JI0XKEHHsI MaTepuana, WIICTPaTUBHO-
OOBSICHUTEJIBHBIM METOJIOM, a TaK)KE€ METOJIOM IPOBEICHUS BUIOB JEKIMH co cTyaeHTamu. [lpu
IIPOCIYIIMBAaHUM JIEKIIMOHHOTO Kypca CTYyJEHTaMHU JI0JDKHO OBITh 00OpalieHo 0co00oe BHUMAaHUE
Ha B3aMMOCBS3b PA3IMUYHBIX OTpaciel mpasa ¢ npeaMeToMm «JlokymMeHTalloHHOe o0OecreueHue
YIIPaBIICHUS.

CamocrosrtenbHas paboTa TpeOyeT HaIM4Us y Yydalluxcs HEKOTOpBIX OOIIey4yeOHBIX
YMEHUH, CIIOCOOCTBYIOLIUX €€ pallMOHAIbHOM OpraHMu3aluu: YMEHHE IUIaHUPOBaTh 3Ty padoTy,
YEeTKO CTaBUTh CHCTEMY 3aj[ay, BBIWIEHSATb CpPEeId HMUX IJIaBHbIE, YMEJNO H30MpaTh CIIOCOObI
HauboJsiee OBICTPOro pEIICHUs IOCTABICHHBIX 3ajay, yMEJbld OIEepaTHBHbBIM KOHTPOJIb 3a
BBIMIOJIHEHUEM 33JIaHUsl, YMEHUE OBbICTPO BHOCUTb KOPPEKTHBBI B CaMOCTOSITEIbHYIO paloTy,
aHAJIM3UPOBaATh OOLIME UTOTM pabOTHI, CPAaBHUBATH ATU PE3YJIbTaThl C HAMEUEHHBIMU B Hayalie,
BBISBJIATh IPUYMHBI OTKJIOHEHUH W HaMe4aTh MyTH UX YCTpaHEHUs B JaibHelIen padbore

Hayunas opraHm3anus Tpyla CTyAE€HTa B CaMOM OOIIEM BHJAE CKJIAJbIBAeTCS W3
MIOJTy4EeHHUs TOCTATOYHBIX CBEJCHUN O BO3MOXHOCTSAX BBIOOPA MOJIS JEATEIBbHOCTH, NOCTAaHOBKU
LeJied, pacrpesielieHuss BPEMEHH, OBJIaJeHHe cucTeMoi Haumbosiee 3((EeKTUBHBIX NPUEMOB,
caMOyIpaBJeHHsI, oOecrieueH!s: He0OX0JMMOTo 3ajiesia Ha Oyayiee u Jip.

Conepxanue CaMOCTOSITENIBHOM  PabOTBI  CTYJEHTOB: IOBTOPEHUE MPOHUJICHHOTO
MaTepHualia 1Mo KOHCIEKTaM JIEKLUH, 03HAKOMJIEHHE C PEKOMEHIOBAaHHOW MO KaXAol yueOHOM
TeMe Y4eOHOU M Hay4HOH JUTepaTypol, H3ydeHne HOPMATUBHBIX aKTOB, HA KOTOPBIE ONUPAETCS
TEOPETUYECKUI MaTepuas, MOAroTOBKAa MUCbMEHHBIX 3a/JlaHNi, MOJArOTOBKA (IO YKEJIAHUIO



CTYAEHTA) AOKJIAJ0B (YCTHBIX BBICTYIJICHUH 110 TEMaM, COJEPKAIIMUXCS B IJIAaHAX CEMUHAPCKUX
3aHATUHN, TPOJOJLKUTEIHHOCTBIO IO O MUH).

N3yuenne nucuumiiuHbl «/[oKyMeHTalMOHHOE OOecrieueHue YIpaBICHHs 3aBEpIIACTC
cnavyeil KoHTpoJibHOUM paboTbl.KoHTposbHas paborta sBisiercs (HOpMOM HTOTOBOTO KOHTPOJIS
3HAHMW M YMEHMH, MOJY4YEHHBIX Ha JIEKUIUSAX, CEMHUHAPCKUX 3aHATHSX MU B IIpoLEecce
CaMOCTOSITENIbHOM paboTBhI.

JlutepaTypa AJi1 MOJArOTOBKUM K KOHTPOJBHOW paboTe pEeKOMEHAYETCs MpernoaaBaTeieM
mbo ykazaHa B paboueil mporpamme. st HOTHOTH y4eOHOW MH(pOpPMALUU M €€ CPaBHEHUS
JIy4llle UCII0JIb30BaTh HE MEHee IBYX yueOHUKOB. CTyI€HT BIpaBe caM MPUAEPKUBATHCS JII000I
U3 IPEJCTABJICHHBIX B y4€OHUKAX TOYEK 3pEHHS 10 CIOPHOU MpolieMe (B TOM YUCIIE OTIMYHOM
OT IIpenojaBaTeis), HO IPU YCJIOBUU JIOCTATOYHON HAYYHOU apryMEHTAalUU.

Pe3ynbTatbl  KOHTPOJNBHON  pabOThl  OOBSBISIOTCS  CTYACHTY TOCIE MPOBEPKHU
IpenoaaBaTes.

Kputepuu o1ieHKH TEOPETUUECKOTO 00yUEHUSI:

- HpCI[BZ}pHTCHBHaSI IIOAroTOBKA K JICKIIUHU I10 3asBJICHHON TeEMaTUKE B paMKax
CaMOCTOSITENIbHOM pabOoThI;

— ACATCIIBHOC y4aCTUC B JICKIIUU (OTBGTBI Ha BOITPOCHI MPETIOAaBaTCIId BbICKA3bIBAHWEC
cOOCTBEHHOTO MHEHUS U T.[1.);

- coOmoaeHue yaeOHOM TUCIIUTUIAHEI.

PexomeHnaanuu no npakTu4eckomMy 00y4eHnIo

CeMuHapcKue 3aHSATHS TPOBOMATCS METOJOM JTUCKYCCHH, OOCYKJCHHS JOKIa/OB,
pa3BepHyTO# Oecepl, BOIPOCHO-OTBETHHIM METOJIOM.

OTtnenbHbIE BUIBI ICSITEILHOCTH CTYICHTOB Ha CEMUHAPCKUX 3aHATHUSAX:

1. AnHanM3 NOHATHUHHOTO ammapara, XapaKTepHOTO JUIsi TOW WM WHOW TeMbl. J[aHHBIHA
BHUJI CaMOCTOSITENIbHOM paboThl MpenrnosiaraeT MPOBEPKY 3HAHUM CTYIEHTOB, MOJIYYE€HHBIX
OTHOCHUTEJIBHO TEOPETHUYECKHX IPEACTABICHUN, a TaKXE€ BBIABIIAET YMEHUE aHaJIU3HpPOBATH
MOHATHS, BBIJIEIATh B HUX OCHOBHBIE IIPU3HAKK U YMEHHE CPABHUBATH CXOKHE OINPEICICHUS C
Lenblo 0003HaueHUs OOUIMX TMPU3HAKOB M AaKUEHTUPOBAaHWSA BHUMAaHMS Ha MpHU3HAKaX,
OTJIMYAOIINX CPABHUBAEMbIE IOHATHSL.

2. IlpoBepka CHUCTEMHBIX 3HAHUH, MOJIYYECHHBIX Ha JICKIMOHHBIX 3aHATUSX WU MpPU
CaMOCTOSITEJIBHOM U3yYEHUHU TeM JTUCHUILINHBI «/IOY» npoucxoaut no cpeacTBaM NUCbMEHHBIX
U YCTHBIX OTBETOB MO aHAJIN3y TEPMHUHOJOTHYECKOTO arapara, nepeuucacHuo 3aaad, GyHKuui
U T.J. OTAEIbHBIX NHCTUTYTOB «KOHCTUTYLIMOHHOE IIPaBOY.

3. AHanu3 cTateil HOpMaTUBHBIX JOKYMEHTOB.

4. CooTHeceHue OOIIMX KaTerOpUid, OTHOCAIIUXCS K U3y4aeMOMY IMpEeAMETY ¢ BUIaMH,
BXOJSIIMMH B UX COCTaB.

5. BbInonHeHNe TECTOBBIX 3a/laHUM, MPEANoaaraeT BbIIECJICHHE OJHOTO WM HECKOJIBKO
MIPaBUJIbHBIX OTBETOB U3 IPEIJIOKEHHBIX.

6. CocraBiieHue U 3aTIOTHEHUE CXEM.

7. PemieHue KpoccBOP/IOB MO TEME IUCIUTUIHH.

Tekymuii KOHTPOJIb 3HAHUI CTYIEHTOB OCYHIECTBIIETCS Ha CEMUHAPCKUX 3aHATHUSAX MPU
OTBETaxX Ha BOIMPOCHI UM B XO0J€ OOCYXJIEHHUS TNOJrOTOBJICHHBIX [OKJIAJ0B, a Takke MpH
HaMMCaHUH TECTOB MO OTAEIHHBIM YUeOHBIM pa3zeiaMm.

Cnadya KOHTpONBHOW pabOTBl MTPOXOAUT B MHUCBMEHHO ¢opMe TIO BOIpoOcam,
coziepkantumcs B paboueit mporpamme.

BaxHol CcOCTaBISIOIIEH CAMOCTOSITEIbHOM BHEAYIUTOPHOW IIOATOTOBKU SIBJISAETCS
pabora ¢ JauTepaTypoil KO BCEM 3aHATUM: JICKIIMOHHBIM, CEMUHAPCKUM, IPHU MOATOTOBKE K
9K3aMEHY, TECTHPOBAHUIO U YIACTHIO B HAyYHBIX KOH(PEPEHITUSX.

YMmenue paboTath ¢ IUTEpaTypoil 0003HaYAET MPUOOPETEHNE HABBIKOB K OCMBICICHHOMY
MOJIb30BAHUIO UCTOYHUKOB.

MeTtoabl padoThI € TUTEPATYPOIi:



MeToa NOBTOPEHMSA: IPOYUTAHHBIN TEKCT 3ay4UBAacTCs Hau3ycThb. IIpocTroe nosropenue
BO3/ICHCTBYET HA MaMITh MEXaHUYECKH U MOBEPXHOCTHO, OJTHAKO, TMOJIY4YEHHBIE TAKUM 00pa3zoM
CBEJICHUS JIETKO 3a0BIBAIOTCSI.

MeTtoa KOAMPOBAHUS: MPOYUTAHHBIA TEKCT IMOJBEpraercs HekoTopoil obpabotke. C
9TOW LIENIBIO MPOBOJUTCS PSIi MBICIUTEIbHBIX ONEPALMNA: COCTABICHHE KOMMEHTApHsl K HOBBIM
JAHHBIM; OLICHKA UX 3HAYEHMsI; IOCTAHOBKA BOIIPOCOB; COMOCTABIIEHUE MOJyYEHHBIX CBEJCHUM C
paHee U3BECTHBIMU JaHHBIMHU, IPOBEACHNUE PA3IMYHOTO POJIAa aCCOLMALUI.

Hnst ymyumienusi o0paboTku wHGOpMAIMK CIENYyeT YCTAaHABIMBATh OCMBICIICHHBIC
CBSI3M, @ TAKXKE CTPYKTYPUPOBATh HOBBIE CBEJICHUSI.

[Ipu n3ydyenun HayqHOU, yueOHOM 1 MHOM JIUTEpaTyphl BeyTcs paboune 3arucH.

@D opMBbI 3a11MCeN: TPOCTON UIIM Pa3BEPHYTHIN IUIaH, TE3UCHI, [IUTATHI, KOHCIIEKT.

IInan - camas kxopoTkas Qopma nepepabOTKU TEKCTa, NMPU KOTOPOIl BBIAEISIOTCS
CMBICJIOBBIE YACTH TEKCTa M 03arJIaBJIMBaIOTCA.

[Inan sBisiercs HamboJiee KpaTKOW U paclpoCTpaHeHHOH (opMoii 3amucel conep:KaHus
UCXOJHOTO HCTOYHMKAa HH(popMauuu. To ecTb 3TO MEepeueHb OCHOBHBIX BOIIPOCOB,
paccmaTrpuBaeMbIX B UCTOYHHMKE. [lmaH MoxeT ObIThb HMPOCTBIM M pa3BepHYThIM. WX oTnmnuume
COCTOMT B CTEIIEHU JIETAIM3ALMH COJEPKAHUS U, COOTBETCTBEHHO, B 00BbEME.

[IpenmyIecTBo MmjiaHa COCTOUT B CIEAYIOIIEM: BO-TIEPBBIX, TUIaH MO3BOJISIET HAUITYYIIUM
o0pa3oM YSICHUTb JIOTUKY MBICIH aBTOpa, YNPOLIAeT TMOHUMAaHUE TJaBHBIX MOMEHTOB
MIPOM3BE/ICHUS; BO-BTOPBIX, IUIaH IO3BOJISIET OBICTPO M INIYOOKO NPOHUKHYTH B CYIIHOCTh
MOCTPOCHUSI TPOM3BEJCHUS U, CIEIOBATEIbHO, TOpa3 0 JIerue OpPUEHTUPOBATHCA B €ro
COJIep’)KaHUU; B-TPETbUX, IUIAH TO3BOJISIET — MNpPU TOCIEAYIOIIEM BO3BpAlEHHMH K HEMY —
ObIcTpee OOBIYHOIO BCIOMHHUTH MPOYUTAHHOE; B-UETBEPTHIX, C IOMOIIbIO IIJJaHa Topa3Jo
y00Hee OTBICKUBATh B MICTOUHHMKE HYXHbIE MECTa, (DAKThl, UTATHI U T.J.

Bbinuckn - Hebosibliue (QparMeHTHl TEKCTa (HEMOJIHbIE W TOJHBIE IPEUIOKEHUS,
oTaenbl ad3albl, a TaKkKe JOCIOBHbIE U OMM3KHE K JOCIOBHBIM 3allUCH 00 M3JaraéMblX B HEM
(hakTax), comepkamnie B cede OCHOBHYIO CYTh COJEP>KaHMs IPOUYNTAHHOTO.

Brimucku npeacraisitor coboi 6oiiee CliokHY0 (opMy 3alucH COACPKAHUS UCXOIHOTO
UCTOYHMKA UH(popMaruu. TakuM 0Opa3oM, BBIUCKU — 3TO LUTATHI, 3aMMCTBOBAHHBIE U3 TEKCTA.
Bbinmucku 1MO3BOJIAIOT B KOHLEHTPUPOBaHHblE (GOpME U C MaKCUMAJIbHOM TOYHOCTBIO
BOCIIPOU3BECTHU B NPOU3BOJILHOM (Halle MOC/IE0BAaTEIbHOM) HOPsAKE Hanboiee BaXKHbIE MbICIIN
aBTOPA, CTATUCTUYECKUE U JATAIOTUYECKUE CBEICHMUS.

Te3ncpl— cxaToe M3I0KEHUE COICPKAHUS M3YYEHHOIO MaTepualla B yTBEPAUTEIbHOU
(pexe ompoBepraroreii) hopme.

OTnuyne Te3UCOB OT OOBIYHBIX BBIIMCOK: BO-IIEPBBIX, T€3MCaM IMPHCYILA 3HAYUTEIBLHO
Oosiee BBICOKas CTENEHb KOHIEHTpAallMd MaTepuana; BO-BTOPBIX, B TE3MCaX OTMeEYaeTcs
npeobaasaHie BBIBOJAOB HAJA OOLIMMH PACCYKJICHHUSIMM; B-TPETbUX, 4Yallleé BCEro TE3UChHI
3alUCBIBAIOTCS  OJIM3KO K OPUTMHAIBHOMY TEKCTy, T.e. 0€3 UCHOIb30BAHUS IPSIMOTO
LIUTUPOBAHUS.

AHHOTAIMSI — KPaTKOE M3JI0)KCHHE OCHOBHOIO COJEP)KaHUS HCXOJHOIO MCTOYHHKA
uHbopMmanuy, jaromee o HeMm o0oOuieHHoe mnpeacraBieHue. K HamucaHuio aHHOTauMi
npuberaroT B TeX ciydasX, Korja MoJJIMHHAs [IEHHOCTh U IMPUTOJAHOCTh MCXOJHOTO MCTOYHHKA
MHGOpMAIMK UCHOJHUTENIO MUCbMEHHON paboThl OKOHYATEIBHO HESICHA, HO B TO e BPEMs O
HEM He0OXO0JIMMO OCTaBUTh KPAaTKYIO 3alUCh ¢ 00o0maronei xapakrepucTukoi. s ykazaHHON
LIEJIM 1 UCTIOJIb3YETCSI aHHOTALIUS.

Pe3rome— kpaTkas OLICHKAa HW3YYEHHOTO COJEP)KaHUsA HCXOJHOTO  HMCTOYHHKA
uHOpMalNH, MOJIyYeHHas!, IPEXJIe BCEro, Ha OCHOBE COJIEpXKAIUXCs B HEM BBIBOJIOB. Pe3tome
BECbMa CXOJIHO IO CBOEW CyTH ¢ aHHOTanueu. OHAaKo, B OTIIMYUE OT NOCIEAHEN, TEKCT PEZIOME
KOHIIGHTpUpPYeT B ce0Oe JaHHble HE M3 OCHOBHOTO COJEpXaHHUA HMCXOJHOIO HMCTOYHHUKA
nHpOpMAIINK, a U3 ero 3aKJIIOYUTEIbHON YacTu, Mpeie Bcero BeIBOI0B. Ho, Kak u B ciyuae ¢
aHHOTALlMEHN, PE3IOME M3JIaraeTcsi CBOMMHM CJIIOBaMU — BBIJIEPKKH U3 OPUTMHAIBHOIO TEKCTAa B
HEM IIPAKTUYECKH HE BCTPEYAIOTCS.



KoHcnekT — ciioxkHas 3amuch COJCPKaHHUS HCXOJHOTO TEKCTa, BKIIOUAromas B ceOs
3aUMCTBOBAaHUS (LII/ITaTbI) HaI/I6OJIe€ HpI/IMe‘-IaTeJILHBIX MECT B COUYCTaHHUU C IIJIAaHOM HMCTOYHHKA,
a TAKXE C)KaTbeI aHaJIn3 3alITMCAaHHOI'O MaTepHaﬂa 1 BBIBOABI 110 HeMy.

Kputepun oneHkr NpakTU4ecKOro 00y4eHus:

- TOJHOTa OTBETA Ha BCE BOIPOCHI,

- IJIyOMHAa OBJIaJICHUS MaTEPUATIOM,

- yMEHHUE CaMOCTOSITEJIbHO U apryMEHTHUPOBAHO M3JIaraTh MaTepuas U JaBaTh
apryMeHTHPOBAHHBIE IIOSICHEHUS CBOETO OTBETA HA BOIIPOCEHI,

- IIpUBEJEHUE IIPUMEPOB,

- YMEHHE aHAJIM3UPOBAThH MH(OpPMAIHIO,

- yMEHHE JIeNIaTh CaMOCTOSITEIbHBIC 0000IIEHNS U BHIBO/IBI.

3.3 PekomeHpaumumM No camocTosaTeNnbHoM paboTe cTyaeHTa

CamocrositensHas padota ctyaeHToB (CPC) siBrsieTcs 0THOM U3 BAXKHEUMIIIUX COCTABHBIX YacCTEH
yuebHoro mpouecca. [Ipu Beimonnennn CPC npoucxoaut popMupoBaHHE HAaBBIKOB, 3HAHUN U
YMEHHH CTy/JEeHTa, a B JaJIbHEUIIEeM OO0CCIeUYnBaeTCs OCBOCHHE CTYJICHTOM IPUEMOB
MMO3HABATEIPHON JICATEILHOCTH, (POPMUPYETCS MHTEPEC K TBOPYECKOH paboTe W CHOCOOHOCTH
penraTh Kak TBOPUYECKUE, TaK U HAYJHBIC 3a/1a9H.

CamocTrosTenpHas paboTa SBIIIETCS BHEAYJAUTOPHOW M TpeTHA3HAYCHA I CaMOCTOSTEIIHHOTO
O3HAKOMJICHHS CTYJICHTAa C OIPEICIICHHBIMU pas3JellaMd Kypca I1I0 PEKOMEHIOBaHHBIM
MaTepHagaM U MOATOTOBKH K BBIMIOJTHCHUIO WHAMBHIYAIBHBIX 33JJAHUH TI0 KYpCY.
CamocrosiTensHas paboTa CTy/ICHTa BKJIFOYAET B C€0s CIIEMYIONTNE BUIBI pa0OT:

- pa0oTa ¢ JIEKIIMOHHBIM MaTepHUajoM, IpeaycMaTpHBaromias IpopaboTKy KOHCIEKTa JEKIUi
1 yueOHOH JauTEepaTyphl.

- mouck (1oa00p) ¥ 0630p IUTEPATYPHI U AIEKTPOHHBIX HCTOYHHKOB;

- U3y4YeHHE MaTepuaa, BBIHECEHHOTO Ha CAMOCTOSITENIbHYIO TPOPabOTKY;

- MOATrOTOBKAa K CEMUHAPCKUM U MPAKTUYECKUM 3aHITHUSIM 1O JIUTEpaType, PeKOMEHI0BaHHOM
MIpernoiaBaTeseM;

- IOJITOTOBKA K PyOSKHOMY KOHTPOJIIO (KOHTPOJIBHOM paboTe, KOJUIOKBUYMY);

- IOATOTOBKA K UTOTOBOMY KOHTPOJIIO B hopMe 3adera.

3.4. MeToauveckne yKa3aHusl M0 BHINOJHEHUIO KOHTPOJIbHBIX PadoT Mo Kypcy
«JloOKyMeHTAIlHOHHOE o0ecrievyeHne YIpaBJaeH s

1. Obwue nonosicenus

B cooTBeTcTBUY € y4€OHBIM IJIAHOM CTYJEHTHI OYHOTO OT/EJICHHUS BBIMOIHSIIOT TUCEMEHHYIO
KOHTPOJIbHYIO pabOoTy Mo TUCHUILUIUHE «JloKyMeHTalMOHHOE 00eCcTieueHUe YIIPaBICHUs», C
MOCIIEAYIOLIEH €€ 3alUTOM.

KonTponbHas paboTa sSBIsETCS OJHUM U3 BUJIOB CAMOCTOSITENILHOM pabOThI CTYJCHTOB.

[enpro HamMCaHUsT KOHTPOJBLHOMN PAOOTHI SIBISICTCS 3aKPEIUICHUE U ITPOBEPKA 3HAHUM,
MOJTy4YEHHBIX CTYJICHTAMU B MPOIIECCE CAMOCTOSITEILHOTO N3YUeHHUsl yueOHOTo MaTepHaa.
BrimosiHeHue KOHTPOJIbHOM pabOTHI MpECeayeT pelieHUe CIeAYIONINX 3a1au:

8 yriyOseHue U 3aKperyIeHUe 3HAaHUH 110 TUCIUTUIAHE;

8 oOydeHue CTyICHTOB TIO00PY JIUTEPATYPHBIX HCTOUHUKOB,

8 00001IIeHIE 1 U3JI0)KEHUE CAMOCTOSTEIEHO U3Y4EHHOTO MaTepHala.

8 mpakTHYecKkoe MPUMEHEHHE MTOJTyYCHHBIX 3HAHUN

KounTposnpHast paboTa BBINONHSIETCA CTyJCHTaMH Ha OCHOBE M3YUEHHUsI MU y4eOHOTO MaTepuasa
U CHeIUalbHOM nuTepatypsl. [Ipexie, 4eM IpUCTYNUTh K BBIOJHEHUIO KOHTPOJIBHON paboThI,
HE0OX0IMMO 03HAKOMUTKCS C COOTBETCTBYIOIIMMHE pa3/ielaMy MPOrPaMMBbI Kypca, MoA00paTh U
M3YYUTh HE TOJIBKO PEKOMEH1YEMYI0, HO IOTIOJHUTEIbHYIO JINTEPATYPY, IPEITI0KEHHYIO B
TEOPETUYECKOM YacTH Kypca.
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KonTtponsHas padora Bernonnsercs Ha 15-20 ctpanunax nedatHoro tekcra. Ogopmisiercs
TUTYJIBHBIN JIUCT, YKa3bIBAECTCSI BOIIPOC M OTBET HA HETO, B KOHIIE pabOThI JaeTCsl CIIMCOK
HCIOJIb3YEMOM JIUTEPATYPHI.

2. Cmpykmypa u cooepiicanue KOHmMpOoaIbHOU pabomol

KonTtponpsHas paboTa npeacrasisieT COO0H BBIMOJHEHUE 9 TPAKTUYECKUX 3aJaHHH.
Oprann3anroHHO-pACTIOPAIUTEIbHAS JOKYMEHTAIHS 0(pOPMIISIETCS Ha OTACTHPHOM

mucte ¢popmara A4 B Buje npuiiokenus. s npaBuiibHOTO 0(hOpMIIEHUS

OpraHu3aIMOHHO- PAaCIOPSIIUTEeNbHON JokyMeHTamu ucronbdyiite OCT P 6.30-2003.
Criucok muTeparypsl 0popMIISIETCs B COOTBETCTBHH CO CTAHIAPTOM.

Hcnonp3oBaHHbIE B pabOTE IUTATHI, IPUMEPHI B 00S3aTEIHHOM TTOPSIKE COTPOBOKIAIOTCS
yYKa3aHHEeM Ha UCTOYHHK, U3 KOTOPOTO OHU B3STHI.

KonTponpsHast paboTa npezacrasisieTcst Ha Kadeapy B yCTAaHOBICHHBIN CPOK, PETHCTPUPYETCS U
TiepeaeTcs MPeToIaBaTelio sl MPOBepKU. Ecin B KOHTPOJIEHOI paboTe clenaHbl 3aMedaHus,
CTYZIEHT 00s13aH y4ecTh UX U, HE TIepenrchiBasi paboTy, BHECTH HEOOXOIMMBbIE UCTIPABICHUS U
JIOTIOJTHEHHSL.

KonrponbHas pabota gpasierca popmoii KOHTPOIA.

Pabota MoxeT ObITh BO3BpallleHa CTYACHTY AJIsl 10pa0OTKU P HAIMYMH OIINOOK WU ITPU
HETIOJTHOM OCBEIIIEHUH MaTepHaa.

[Tpu BBITIOTHEHUH KOHTPOJIBHOH pabOTHl HEOOXOAUMO PYKOBOJICTBOBATHCS CIIETYIOMIMMHA
TpeOOBaHUSAMH:

8 KOHTpOJIbHAs paboTa JOJKHA OBITH HAOpaHa Ha KOMITBIOTEPE, CTPAHHUIIBI CIIEAYET
MIPOHYMEPOBATH;

8 B KOHIIE pabOTHI CIEyeT MPUBECTH CIIUCOK MCIIOJIb3YEMO# JIUTepaTypbl, 0(hOPMIICHHBIN B
COOTBETCTBUU C TPEOOBAHUSAMHU.

Br16op BapraHTa KOHTPOJIBEHOUM pabOTHI OCYIIECTBIISIETCS TI0O HOMEPY 3a4€THOW KHIKKH
CTYIEHTA.

Coodeprcanue KOHMPOALHOU padomul

Ne
BapuaH | Homep Bompoca
Ta
1 1 7111213314 ]5]|6
713171422
2 2 81112334 ]|5]|6
81428 (|5[3]3
3 3 9111233 ]4]|5]|6
915(3[91|6]|4]4
4 4 11212314 (4(5]6
0O(0|6]4|0]|7]|6]|5
5 5 11212314 (4(5]6
111|751 (8|7]6
6 6 11212314 (4(5]6
21218|6[(2]19]8]|7
7 1 11112314 ([5([5]6
31719]11(3]10]9]|8
8 2 1111333566
4 (801217 [1]|0|9
9 3 11112313466
5193|3814 1]|2
10 4 11212313 [4(5]6
6 1014|4915 2]|3
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3aanusi K KOHTPOJIBHOM paboTe

IIpencrasere cpaBHUTENbHYIO Xapakrepuctuky EI'CL, 'CHOY, Tunosoit HHCTpyKIUU 1O
JIeTIOTIPOU3BOICTBY B BUJIE TAOIUIBI, T/1€ JOKHBI ObITh BBIIEIEHBI CIEAYIOLINE rpadbl:

NIpCANOCBIIKHA CO3aHUA JOKYMCHTOB, BpCMA UX p83p8.6OTKI/I, TroJ u3gaHusd, CTpyKTypa

(ocHOBHBIE pa3aenbl)?




[IpencraBpTre cpaBHUTENBHYIO Xapakrepuctuky ET'CI, 'CHOY, TunoBoii HHCTpYKLIUHU 1O
JIETIOTIPOU3BOJICTBY B BHJIE TAOJIMIbI, TJI€ TOJDKHBI OBITH BBIJCIICHBI CIIEAYIOIUE rpadbl:
BpeMsl UX pa3pabOTKHU, TOJl U3AAHUs, CTPYKTYpa (OCHOBHBIE pa3/ielibl), MPaKTUYEeCKas
3HAYUMOCTb OTJIEJIbHBIX MOJI0KEHUH B HacTOsIIee BpeMs?

[IpencrasbTe cpaBuuTenbuyto xapakrepuctuky EI'CJ, TCHOY, TunoBoit HHCTPYKLIUU 110
JIEJIONPOU3BOJICTBY B BUJIE TAOJMIIbI, /1€ JOJDKHBI ObITh BBIJEJICHBI CIEAYIOIIME rpadbl:
BpeMs UX pa3pabOTKH, TOJ] H3IaHU, CTPYKTYpa (OCHOBHBIE pa3zesbl), MpeiaracMast
cucremMa paboThl C IOKYMEHTaMu?

Kakyro nens npecnenyer kaxxaplii u3 HopMatuBHbIX gokymeHTos: EI'CI, 'CHOY,
Tunosas uncTpykuus? Kak 3To onpenenser xapakrep JT0KyMEHTa, €ro NpakTUYECKOe
UCIOJb30BaHuE?

Urto nonnmaercs noj ynudukanuen u craniapruzaunen qokymenTa? Kak cootHocsres
JAHHBIC TIOHSTHS?

HazoBute 0cHOBHBIE 3Tanbl padOThI ¢ JOKyMEHTaMu, KoTopble BeiaenstoTcs B ET'C/I,
I'CA0Y. Odopmute 3TH CBEJCHUS B BUIEC CXEMBI.

OxapaktepusyiTe IpeaoKeHHbIA PEKBU3UT (HA30BUTE €T0, YKAXKUTE €r0 PACTIONOKEHHUE U

(GyHKIMIO):
Om3b16 Ha npoeKm uHCMpyKyuu Ha 2 1. 3 IK3.

OxapakTepu3yiTe NMpeUI0KEHHBIN PEKBU3UT (HA30BUTE €T0, YKAXKUTE €r0 PACTIONOKECHHUE U
(GyHKIMIO):

Omnpasums ¢hakc o coznacuu 00

04.02.2005 Cepzees 02.02.2005

OxapakTepu3ylTe MPpeAI0OKEHHBIN PEKBU3HUT (HA30BUTE €T0, YKAKHUTE €ro PACIOJIOKEHUE U

GbyHKIIHIO):
K

10

OxapakTepu3yilTe MPeUI0KEHHBIN PEKBU3UT (HA30BUTE €T0, YKAXKUTE €T0 PACTIONOKCHHUE U

GbyHKIIHIO):
ex. Ne 000

11

OxapakTepu3ylTe MpeaI0OKEHHBIN PEKBU3HUT (HA30BUTE €T0, YKAKHUTE €ro PACIOJIOKEHUE U
GbyHKIIHIO):

yi. Komcomonwvckasn, Pyouoeck, 658200; Ten. 2-33-44

12

OxapakTepu3yiTe NpeUIoKEHHBINH PEKBU3UT (HA30BUTE €T0, YKAKUTE €ro PacloioKeHUE U

GbyHKIIHIO):
O cemunape «Cospemennulit oguc

13

OxapaxTepusyiiTe MpeaaoKeHHbIH PEKBU3UT (Ha30BUTE €T0, YKAKUTE €ro pacloioKeHue U

(GYHKIHIO):
JdmpexTtop Iloonuco

14

OXapaKTepHSYﬁTC Hpe,Z[J'IO)I(eHHHﬁ PEKBHU3UT (Ha3OBI/ITe €ro, YKa>KUTe €ro pacrioJIoKCHUC 1

(GyHKIHIO):
Bepno UncnexkTop otaena kaapos Iloonuce 07.06.2010

15

OXapaKTepHSYﬁTC Hpe,Z[J'IO)I(eHHHﬁ PEKBHU3UT (Ha3OBI/ITe €ro, YKa>KuTe €ro pacrioJIoKCHUC 1

(GyHKIUIO):
3ameuyaHusi NPWJIATalOTCsl HAYAJIbHUK IOpUIHYecKoro otaena Iloonucs25.06.2010

16

Oxapakrepu3yiTe NpeUI0KeHHBIH PEKBU3UT (HA30BUTE €T0, YKAXKHUTE €r0 PACHOJI0KEHHUE U
(GyHKIUIO):

YTBEPXJIAIO

Jupexrop Ppadpuxn «3aps»

noonuco

03.06.2010

17

HcnpabTe omdku B 0(opMIIEHHH
pexkBu3uToB: a). 1.11.10 rona
0).rop. C-Ilerepoypr, Poccus, ynuna C.-lllenpuna, a1.35-2, opuc
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7; B). 3ancTpOIMOHTAXK

18 HcnpasbTe ommoOKu B 0(OpMIICHUH
PEKBU3UTOB: a).IPO HEOOXOJMMOCTH YBOJIHUTH
HMBamkeBnya;
0). I'en. mupexrop «Teprum»
B). Bepno: 22.12.2010
19 HcnpasbTe ommoOKH B 0(OpMIICHUH
PEKBU3UTOB: ). I 'psi3HOBBIM 2 niexabpst 2009
roja
0). mapt 2010 roza
B). Ilpoury noaroroButs npoekT gorosopa ¢ k 05.05.10r.
20 HcnpaspTe ommOKu B 0pOPMIEHUN PEKBU3UTOB!
a).reH. aupexTop Iloonuce
6). O npurnameHuy Ha BBICTaBKY HOBBIX TEXHOJIOTHH, KOTOpPasi COCTOUTCS
20.09.2010 B). Cornacosano 12.04.10
Cr. Menemxep Iloonuco
21 HcnpaspTe ominbku B 0(opMiIeHUH
pexBusnToB: a). 09.18.10T.
6).rop. C-
[TetepOypr. B).
JIupexTop noanuch
yrBepkaaro 03.06.10
22 WcnpasbTe omnbku B 0(opMIiIeHUH
PEKBU3HTOB: a).
r. Hwk. Hosropon, 115209
0). Jupexropy bupmbl
«PocHedTh» OT rnaBOyxa
UmxoBa
B). O0I111eCTBO € OrpaHUYEHHON OTBETCTBEHHOCThIO «KomeTa»
23 Hcxos U3 MPeAIoKeHHOW CUTYalluH ONPEACIUTE COOTBETCTBYIOLIHN BH TOKyMeHTa (-
OB), OXapakTepu3yiTe ux:
a).yCTPOHCTBO Ha pabOTy B KOMMEPUYECKYIO GUPMY;
0).nmpenocTasieHue HHPOpMaInH;
B).IIPEIOCTaBJIEHUE IIPaBa APYrOMY YEJIOBEKY BBIMOIHATH OIPE/ICICHHBIE JeHCTBUS.
24 Hcxos U3 MPeaioKeHHOW CUTYalluH ONPEACIUTE COOTBETCTBYIOLIUN BH TOKyMeHTa (-
OB), OXapakTepu3yiTe ux:
a).yCTaHOBJIEHHE KOMUCCHENH 00CTOSITENbCTB
aBapuu; 0).3aIUCh 3ace/laHMsl COBETA IIPaBJICHMUS;
B). OOBsicHEeHNE OOCTOSTETHCTB MPOUCIIECTBUS.
25 Hcxos1 U3 MPeAIoKeHHOW CUTYallUH ONPEACIUTE COOTBETCTBYIOLIMN B TOKyMeHTa (-
OB), OXapakTepusyiTe ux:
a). KOJJIETHAJIbHOE O0CY)KJICHUE U IPUHATHE PELIeHUH
0).npenocTasiieHre nHGopManuu o cede mpu npruemMe Ha padoTy;
B). IIpenocTaBiieHre pyKoBOAUTENIO HHPOPMALIUH, TOACHSIOIIEN TPOUCILIECTBHE.
26 Hcxois1 U3 MPeAIoKEeHHON CUTYaIlUH ONPEACIUTE COOTBETCTBYIOLIMN B TOKyMeHTa (-

OB), OXapakTepu3yiTe ux:

a).3acefiaHue Kadeapbl pycCKOro s3blka U

JAUTEpATypHl 0).pa3biCHEHHE TYHKTOB

IIOCTAaHOBJICHUS

B). OnepaTuBHOE U3BeLIeHUE (HIIHaIa KOMIAHUH O MIPHUE3/Ie JIeJIeraluu
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27

HWcxost 13 MpeIoKeHHOW CUTYAIUH OTIPEICIIMTE COOTBETCTBYFOLIHIA BUI JOKYMEHTA (-
OB), OXapaKTEPU3yHUTE UX:

a).MPE0CTABICHUE BHIIECTOAIICH MHCTAHIIMHM HHPOPMALIUU O KaKOH-THO0

cuTyalnuu 0).nmpeaocTaBiieHre HHPOPMALIUH O 3aCeJaHUU KOJUIETHAIbHOTO OpraHa
B).IPEAOCTABIICHHUE OMMCAHMUS JETOBBIX M MOPAJIbHBIX KAYECTB YEIOBEKA

28

Wcxost 13 Mpe IO eHHOW CUTYAIUH OTIPEICITMTE COOTBETCTBYIOLIHIA BUT JOKYMEHTA (-
OB), OXapaKTEpU3yHUTE UX:

a). Couckanme J0HKHOCTH HaYaJIbHUKA OT/ENa

0).mproOpeTeHNEe TOBapa, CPOK rOJTHOCTH KOTOPOTO UCTEK T'0JI Ha3a/l

B). OOCyX/IeHHE U IPUHSITUE PEIICHHH O MPEAOCTABIICHUH Pa3pelIeHU Ha

UTIOTEKY MAJIOMMYIIIHM.

29

Wcxo st 13 MPeIoKEHHON CUTYAIUH OTIPEICITUTE COOTBETCTBYIOLIHIA BUT JOKYMEHTA (-
OB), OXapaKTEepPU3yHUTe UX:

a).yCTpOMCTBO Ha pabOTy B KOMMEPUYECKYIO0 GUPMY;

0).1mpeaocTaBieHre HHHOPMAIIUH O 3aCeITaHUU KOJUIETHAILHOTO Oprana
B).IPEJIOCTABJICHNE BHIIECTOSIIEH HHCTAHIUY HH(OPMALIUK O KaKON-JINO0 CUTYyalluu

30

Wcxo st 13 MPeIoKESHHON CUTYAIUH OTIPESITUTE COOTBETCTBYIOLIHIA BUT JOKyMEHTA (-
OB), OXapaKTEepU3yHUTe UX:

a).Npe0CTaBICHNE BhIIECTOSIIEeNH HHCTAaHIIMKA HHPOPMAIIUU O KaKOH-THO0

cuTyanuu 0).mpeaocTaBiieHue HH(OPMaIMK O 3aCelaHui KOJUIErHallbHOTO OpraHa
B).MpeJ0CTaBIeHHe nHPOpMaIuu o0 cede mpu mpueme Ha paboTy

31

WckmounTe HeBepHBIN BapHaHT (B KaXKJIOM ITyHKTE) U 00OCHYITE Balll BHIOOD:
a).NpuKa3, peleHue, ykazanue, HHCTPYKIIUS, pacliopsKeHue
0).HaMMEHOBAaHNE OpraHU3allii, HOMEHKIIATypa JieJl, aapecar, HOAIHUCh, 1aTa
B).IUI. OyXrayirep, CT. TEXHUK, 3aB. Kadeapoii, Had. mIpOU3BOACTBA, 3aM.
JMpEKTOpa

32

Hcknmrounte HEBEpHBIN BapraHT (B KaXKJIOM ITyHKTE) M 000CHYWUTE Balll BBIOOD:
a).HauMECHOBaHHE OPTraHU3aIllH, MECTO U3JIaHHsI, CIIPAaBOYHBIC JJaHHBIE 00
OpraHu3aIum, ajapecar

0).,, pupma «Toppo»

B).TIOJIOKCHHUE, TPUKA3, IITATHOE PACIIHCAHUE, HHCTPYKIIHSI

33

Hckirounte HeBEpHBIN BapraHT (B KaXKJIOM ITYHKTE) U 00OCHYITE Ball BHIOOD:
a).peleHue, MpruKas, ykazaHue, IOCTAaHOBJICHUE, aKT

0).aKT COCTaBIISIETCS B CITy4ae: pEBU3UH, TUKBUIAIUH IPESIIPUSTHSI, TIpUEMa
00BEKTOB, 3aCe/IaHMsI WICHOB KOMUCCHU, YHUYTOXKEHUS JIeJ

B). , mkosia No28, KpacHosipckuii 3aBoj1 311eKTpoobopynoBanusi, PocroBckuii
rOCy/IapCTBEHHBI TEXHUUYECKUN YHUBEPCUTET

34

HcknrounTe HEBEPHBII BApHAHT (B KAXKIOM ITYHKTE) M 000CHYMHTE Balll BEIOOD:

a).[preM KOHBEPTOB, IPOBEPKA MPABUIILHOCTH aJPECOBAHUS, BCKPHITHE KOHBEPTOB

U TIPOBEPKa BIIOKCHUH, MTPEIBAPUTEIILHOE PACCMOTPEHHUE (COPTUPOBKA, Pa3METKa),
COCTaBJICHUE MPOEKTA UCXOISIIETO TOKYMEHTa, PACCMOTPEHUE JIOKYMEHTOB
pyKOBOIUTENEM (PE30TFOIIHS)

0).1muceEMO-TIpoch0a, MUCHMO-TIPUKAa3, MUCbMO-TIPUTTIANIEHHE, TUCEMO-PEKIaMaIHst
B).HaMMEHOBAaHHE OPTaHU3AI|H, 3aT0JIOBOK, PE30JIIOLIHS, OTMETKA O HANMYNH MPUIOKECHUIA,
aapecar

35

HckimrounTe HEBEPHBIN BapUaHT (B KaXIOM MTYHKTE) U 000CHYITE Balll BHIOOP:
a).MMMChMO, TEJIETPaMM, aKT, CIIpaBKa, IPOTOKOJI, MPHKA3, YCTaB

0). 09.12.05, 15.X.05, 10.09.2005, 7 staBaps 2005, 25-05.2005

B). O0 yBOJIbHEHUH , O TIPEIOCTABICHUU MHGDOPMAIIUY, TPOBEACHUE PEBU3UH,
00I111ero coOpaHus aKIMOHEPOB

36

Hckmrounte HeBepHBIN BapUaHT (B KaXXJI0M IyHKTE) M 0OOCHYITE Balll BBIOOD:
a).mpodeccop, TUPEKTOP, 3aM. TUPEKTOpa, rydepHaTop
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0).pe3omtonus, Tpud COrIacoBaHus, aTa, IPOTOKOJ, apecar,
nonuch B). [locraHoBIIEHKE, pacliOpsHKEHUE, TOKIIaHAs 3aIiCKa,
pelieHue

37

[ToaroToBeTE MPOIOIBHBIN OJAHK U1 Opranu3auui. Bee HeoOxoauMble

PEKBU3HUTHI YKAXKUTE CAMOCTOSTEIIBHO.

CocraBbTe TEKCT JEI0BOIO NMChMa B [IPEUIOKEHHON CUTYaIUH, ONIPEIEIUTE €r0
KaHPOBYIO Pa3HOBUIHOCTD:

Bui 6 0annulii momenm ne moosiceme pachaamumvcs 3a HOCMABGIEHHYIO0 8AM NAPMUIO

mosapa.
3aperucTpupyiTe JaHHBIN TOKYMEHT, TOCTABbTE HA HEM BCE CIY>KEOHBIE OTMETKH.

38

[ToaroroBbTe MPOAONBHBIN Os1aHK AJ1s Opranu3anuu. Bece HeoOxoaumbie
PEKBU3HUTHI YKAXKUTE CAMOCTOSITEIIBHO.

CocTtaBbTe TEKCT JEJI0BOTO MUChMa B IIPEUIOKEHHON CUTYaIUH, ONIPEIEIUTE €r0
KAHPOBYIO PA3HOBUIHOCTD:

Bovi neoosonvubl kauecmeom mosapa u mpebdyeme pacmopHyms cOeK).
3aperucTpupyiite TaHHbIM JOKYMEHT, [IOCTaBbTE HA HEM BCE CIIY)KEOHbIE OTMETKH.

39

[ToaroToBsTe GIAHK JJIsT OPTAaHU3AIUH C YIIIOBBIM PACIIONIOKEHUEM PEKBU3HUTOB.

Bce HeoOx01MMBIe PEKBU3UTHI YKAKUTE CAMOCTOSTEIIBHO.

CocTaBbTe TEKCT /I€JI0BOT0 MHUChbMa B IIPEATIOKEHHON CUTYaINH, ONIPENIEIUTE Ero
YKaHPOBYIO PA3HOBUIHOCTD:

Bawa ¢gupma 10 dexabpsa npucymcmeosana Ha npe3eHmayuyl KOMNnbIOmepHsix
paspabomoxk komnanuu « BITAy. Ha oowem 3acedanuu npueiauienHvix u pyKogooumelis
«BbOTA» eaweii komnanuetl 6viia docmuecHyma 002080PEHHOCb 0 COMPYOHUYecmae.
Bam nopyueno nanucamo nucomo, 8 KOmopom HeobxX0OUMO NOOMEEPOUMb OOCMUSHYIMYIO
002080PEHHOCMb U 0OCYOUMDb YCI08USA NOCABKU, NPUTLONCUB DIIAHK 3aKA3d.
3aperucTpupyiTe JaHHBIA JOKYMEHT, IOCTaBhTE HA HEM BCE CITYKEOHBIC OTMETKH.

40

[MoxroToBhTE OIIAHK TSI OPraHU3ALMH C YTIIOBBIM PACTIOJIOKEHUEM PEKBH3UTOB. Bee
HEO0XOIMMbIC PEKBH3HUTHI YKAXKUTE CAMOCTOSITEIBHO.

CocTtaBbTe TEKCT JEJIOBOTO MHAChMa B MTPEUI0KEHHON CUTYAIMH, OTIPEICITUTE €T0
YKAQHPOBYIO PA3HOBUIHOCTbD:

Bawa ¢pupma 6 cés3u ¢ npubaudicenuem H080200HUX NPA3OHUKOB CHUSUILA PACYEHKU
Ha nymeexu 6 Ecunem.

3aperucTpupyiTe TaHHBIN TOKYMEHT, TOCTABbTE HA HEM BCE CITy)KEOHBIC OTMETKH.

41

HO,[[FOTOBBTC OnaHK JJId opraHru3aliiy € YIJIOBBIM PaCIliOJIOKEHUEM PEKBU3HUTOB. Bce
HCO6XOI[I/IMI>IC PEKBU3UTHI YKAXKUTE CaMOCTOATEIIBHO.

CocTaBbTe TEKCT ACJIOBOI'O IIMChbMa B npenno;erHoﬁ CUTyaluu, OIpeacinuTe €ro
JKaHpPOBYIO

Pa3HOBUIAHOCTD:

B nucoeme, npucilaHHom BaM, omcymcemeyem kamajlioe moeapoe, yKGS’aHHblﬁ 6
nPUIOIANCEHUU.

33pel"HOTppr1>iTe ,Z[aHHLIﬁ JOKYMCHT, IIOCTABBTC HA HEM BCC CJ'Iy>K€6HBIe OTMCTKHU.

42

IloaroToBhTE OJTaHK UL OpraHru3aliu € YIJIOBBIM PACIIOJIOKCHHUEM PCKBU3UTOB. Bce
HeO6XO,Z[I/IMI>IC PCKBU3UTHI YKAXKUTE CAMOCTOATCIIBHO.

CocTaBbTE TEKCT JACJI0BOro nmucbMa B HpeHHOX(eHHOﬁ CUTyaluu, OormpeacimnuTe €ro
JKaHpPOBYIO pa3HOBUAHOCTL:

Bawa komnanus nauunaem 6blNYCK HO6020 060py006¢1HHﬂ u uwem uHeecmopoes.
3aperHCTpHPYﬁTe JIaHHBII JAOKYMCHT, IIOCTABBTC HA HEM BCC CJ'Iy>K€6HBIe OTMCTKH.

43

[TonroToBeTe GNIAHK JUIS OPraHU3aLMK C YTIIOBBIM PACOJIOXKEHUEM PEKBU3UTOB. Bee
HE00XO0AMMbIE PEKBU3HUTHI YKAKUTE CAMOCTOSITEIIBHO.

CoctaBuUTh ¥ 0OPMHUTH FAPAHTUITHOE MHUCHMO JIFOOOTO COJePKAHMUS.
3aperucTpupyiTe 1aHHBIN TOKYMEHT, TIOCTaBbTE HA HEM BCE CITyKeOHbIE OTMETKH.
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44

CoznaTh npukas 1y KOMMEpUYecKoil opranusanuy. Bce HeoOX01MMble PEKBU3UTHI YKaKUTE
CaMOCTOSITEIILHO.

45

Co3znarb pacniopsbKeHHe U1l KOMMEpPUYECKOM opranuszanuu. Bee Heo0Xo1mMbie peKBU3UTHI
YKa)KUTE CaMOCTOSITENBHO.

46

Co3znath ykazaHue /1715 opraHa FOCyJ1apCTBEHHOTO ynpaBiaeHus. Bee HeoOxoaumblie
PEKBUBHUTHI YKOKHUTE CAMOCTOSTEIBHO.

47

COBILaTI) BBIIIMCKY M3 IIpHKas3a. Bce H€O6XOI[I/IMI>IC PCKBU3BUTLI YKAKHUTC CAMOCTOATCIIBHO.

48

CO3I[21TI) aKTa YHUYTOXCHUA JOKYMCHTOB. Bce H€06XOI[I/IMBIC PCKBU3UTHI YKAXKUTC
CaMOCTOATCIBHO.

49

Co3nats mpoToK0J 0011ero coOpaHus KOUIeKTHBA. Bece Heo0X01MMble pEKBU3HUTHI YKaKUTE
CaMOCTOSITEJILHO

50

Co3znath cripaBKy 0 3apa00THOM Tu1aTe paboTHHKA. Bee He0OX01MMbIe pEeKBU3UTHI YKAKHUTE
CaMOCTOSITEIIEHO

51

Cosznats mpoTokosia CoBeTa TUPEKTOPOB KOMMEPUYECKOTO TpeanpusTus. Bee
HEO0OXOIUMBIE
PEKBH3UTHI YKOKHUTE CAMOCTOSTEIIHEHO

52

B 6112 mpousBeneHa mpoBepka PUHAHCOBO-XO3IMCTBEHHOM JIEATETLHOCTH, B XOJI€
KOTOpOI\/II BBIABJICHO, UTO HA MPECANPUATHHN HE BEACTCA KYPHAJI y4€Ta BblAa4n
JIOBEPEHHOCTEHN U

OTCYTCTBYCT OTYCTHOCTD IO KOMAaHJIUPOBKAM. CocrtaBbTe COOTBeTCTByIOHH/Iﬁ IIpUKas.

53

CocraBbTe NpUKa3 0 OCHOBHOM JEATENILHOCTH O rpaduke paboThl B Mpa3IHUYHbBIE THU
(HauaIbHUK OXpPaHbI I0JKEH OINevyaTaTh MPOU3BOICTBEHHbIE TOMELIEHHS 1 00€CTIEUHTh
OXpaHy; JUPEKTOP M0 NEePCOHAITY I0KEH 00eCTIeYUTh JIe)KYPCTBO Ha TeJaedOoHe rIaBHOrO
oduca Jyis OepaTUBHOIO PELICHUs BOIIPOCOB; [IABHBIN OyXraiaTep A0JKEH OIIaTUTh
JIEKYPCTBO B IBOWHOM pa3Mepe.

54

CocTaBbTe MpUKa3 0 MOJArOTOBKE K €KETr0JHOMY CEMUHApY (IUPEKTOP MO MAPKETUHTY
JOJI’KEH MPEJICTAaBUTh TE3UCHI I0KJIAI0B CIIEHUAINCTOB-MapKETOIOIOB 10 3apyO0eKHOMY
PBIHKY; CEKpeTaph T€HEPAIILHOTO IUPEKTOpa AOKEH MOATOTOBUTH TUIaH
OpraHU3aI[MOHHBIX MEPONPUATUIN TIO IPOBEICHUIO CEeMHHAPA; TJIaBHBIN Oyxrairep
JOJDKEH COCTaBUTh CMETY PacXo/I0B MO OpraHU3aIK pabOThl CEKIIMU U TPOBEICHHUIO
3aKJIIOUUTEIHHOTO OaHKeTa.

55

CocTtaBbTe BBIIUCKY U3 TIPUKa3a, aJpeCOBaHHYIO , KOTOpoMY B cpok 10 04.06.2007 HyxHO
cO37aTh KOMUCCHIO IS BBISICHEHHUS IPUUMH yTEUKH Tra3a u3 kopmyca NoS5.

56

CocraBbTe IpHKa3 0 MEePEBOIC COTPYAHUKA B OTAECI PEaTH3aliH C JODKHOCTH MEHEKepa
Ha JIOJDKHOCTH CTapIero MeHemkepa (B cB00O0HOM dopme).

57

CocraBbTe MpuUKa3 1o JUYHOMY COCTaBy O MPUHATUHU Ha paboTy 3axaposa Oera
[TaBoBMYa HAYaTBHUKOM FOPUAMYECKOTO OTEIA [0 TPYJIOBOMY JIOTOBOPY; O IMEPEBOJIC
I'ynseBoit Hunbr BacuibeBHBI ¢ TOMKHOCTH CEKpeTapsi-MalIMHUCTKH Ha JIOJDKHOCTD
HavalbHUKA KaHIEIsIpun; 00 yBosibHeHNH Ko3noBa Anatonus Jlykuda, ctopoxa, 1o
coOCTBEHHOMY

YKEJIAaHWIO B CBSI3H C BBIXOJIOM Ha IMIEHCHIO. (B CBOOOHOM (hopme).

58

CocraBbTe COOTBGTCTBYIOH_[I/Iﬁ paCHOpH,Z[HTeHBHLIﬁ JAOKYMCHT, OIIUPasACh Ha
NMPpEATIOKCHHYIO

CUTYaLUIO:
I'ocynapcrBennslit komuteT Poccuiickon denepanuu 1o yrnpaBieHUIO
o0OpazoBaHMEM M31all,,,,, O pa3pabOTKe JA0JLKHOCTHOW MHCTPYKIIMH B CPOK JI0
09.05.2007. KoHTpob 32 UCTIOHEHUEM,,,,, OBLIT BO3JIOKEH Ha

59

CocTtaBbTe COOTBETCTBYIOLIUI pacTiopsIUTENbHbIN JOKYMEHT, OUPAsCh HA
MPEUIOKEHHYIO CUTYAIHIO:

Hupextop -Typ» u3gan ... 06 opranuzanuu ceMeiHbIx TypoB 1o Poccuu u 3a pyoexom B
cpok 10 21.06.2007. [ToaAroToBUTH HEOOXOJUMBIE TOKYMEHTHI MIOPYUYEHO CTaplIeMy
MEHEKEPY
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60

CocTaBbTe COOTBETCTBYIOILUN PACTIOPSAUTEIbHBIN TOKYMEHT, ONMPasiCh Ha
HPEUIOKEHHYIO CUTYaLUIO:

CoBeT IUPEKTOPOB M3al ... 00 00bearHeHnr opranu3anuii «Crekrp» u «Jlyu» B cpok 10
03.07.2005. KoHTpoJib 32 HCHOTHEHUEM .... BBl BO3JI0’KEH Ha F€HEPaIbHOTO TUPEKTOPA .

61 CocTaBbTe COOTBETCTBYIOILUN PACTIOPSAUTEIbHBIN TOKYMEHT, ONMPasiCh Ha
MIPEIOKEHHYIO CUTYALIHIO:
['maBHBINM MHXKEHEp OT/AeIa CHa0XKeHUs u3aall .... O mocTaBKe JOMOJIHUTEIbHOM
NapTUH IUJIOMATEPUAJIOB.

62 CoctaBbTe B BUJIE CXEMBI TEXHOJOTHUECKYIO LIEMOYKY pabOThI C MMCbMOM HaIlPaBJICHHBIM
u3
BBILIECTOSIIEN OPraHu3aliu.

63 CocTaBbTe B BUJIE CXEMbl TEXHOJIOTUYECKYIO LIEMTOYKY Pa0OTHI € UCXOASIIUM JOKYMEHTOM.

64 CocraBbTe B BUJE CXEMbI TEXHOJIOTUYECKYIO LIEMOUKY pabOTHI ¢ IPUKA30M 10 OCHOBHOM
NeSITEIbHOCTH.

65 CocTaBbTe B BUJIE CXEMbl TEXHOJIOTUYECKYIO LIETIOYKY PaOOTHI C PACTIOPSKEHUEM.

66 CocTaBbTe B BUJE CXEMbI TEXHOJOTUYECKYIO LIETIOUKY pabOThI C IPOTOKOJIOM.

67 CoctaBbTe B BUJIE CXEMbI TEXHOJIOTHUECKYIO IIETIOYKY PabOThI € JOKIJIAJHON 3allMCKOM B
BBIIIECTOSIIYI0 OpTraHU3aIHIO.

68 CocTaBbTe B BUJIE CXEMbl TEXHOJIOTUYECKYIO LIEMOYKY pabOThI € OJYYEHHBIMU TUChMaMH
rpaXKIaH.

69 CocTaBbTe B BUJIE CXEMbI TEXHOJIOTHUECKYIO 1IETIOYKY pabOThI € BXOJSUIUM TJOKYMEHTOM.

PexomeHganum mno 3JIEKTPOHHOMY OOY4YeHMI0 M TPHMMEHEHHI0 IMCTAHIMOHHBIX
00pa3oBaTeJIbHbIX TEXHOJIOTHH.

CornacHo cr. 16 ®denepanpHoro 3akoHa Ne 273-D3 ot 29.12.2012 «O6 O6pa3zoBaHuu
B Poccuiickoit ®Penepanun» M0A IJEKTPOHHBIM OO0y4eHHEM ITOHMMAETCS OpraHu3alus
o0pa3oBaTeNbHOM JAEATEIbHOCTH C TNPUMEHEHHEM cojepskamieiics B 0a3ax JaHHBIX H
HCIOJIb3YeMOM MpH pean3alnn 00pa3oBaTeNbHbIX TPOrpaMM HHGOpPMALUU U 00ECIIeUNBAIOIINX
ee 00paboTky UWHGOPMAIMOHHBIX  TEXHOJOTHH, TEXHUYECKUX CPEACTB, a  TaKKe
MH(OPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHBIX CETeH, o0ecneunBaromuX Iepeaadyy Mo JIUHUSIM
CBSA3M yKa3aHHOW HH(pOpMAIMKM, B3aUMOJCUCTBUE OOYYaIOIIUXCS U MEAarorHYecKux
pPabOTHHUKOB.

[Tox nMcTAaHIMOHHBIMH o0pa3oBaTelbHBIMH TEXHOJOTUSIMU TTOHUMAIOTCS
oOpa3oBaTelibHbIe TEXHOJIOTHH, peajr3yeMble B OCHOBHOM C MpHUMEHEHUEM HHGOPMAIMOHHO-
TEJICKOMMYHUKAIIMOHHBIX CETe TNpU OIMOCPEJOBAHHOM (HAa PACCTOSHUHM) B3aUMOJACHCTBUU
oOyuaronuxcs 1 ne1aroru4eckux paboTHUKOB.

DneKTpoHHOEe O0y4YeHHe MpeJoiaraeT UCIoIb30BaHe HHPOPMAIUH, CoJepKaleics B
0azax JaHHBIX, U UHPOPMAILIMOHHBIX TEXHOJIOTUN U UH(POPMAIIMOHHO-TEIEKOMMYHHUKAIITHOHHBIX
ceTeil ans ee oOpabOTKM U Mepedayu MpU B3aUMOJICHCTBUU OOYUYaAIOUIUXCA M MEJaroruyeckux
paboTHukoB.  JlucraHuuoHHbIE  00pa3oBaTENbHbIE  TEXHOJIOTUM  PEANTM3YIOTCS  4epes
MH(OPMALIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIE CETH, KOrjJa oOydaroluecss U TelIarorudyeckue
pabOTHUKU HAXOISTCS HAa PACCTOSIHUU.
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To ecTb 1 B TOM, U B IpyroM ciiydae MpeaycCMaTpUBaeTCs HCIIOJIb30BaHHE KOMIBIOTEpA U
ceTeBOM  WMHQPACTPYKTYpbl, HO TIpd  OJIEKTPOHHOM OOYYE€HHH 3TO  HMHCTPYMEHTHI
HETMOCPEICTBEHHOTO B3aHMMOACUCTBUS OOYYAIOUIMXCS M TEJarorH4eckux pabOTHHUKOB, a IPH
JMCTAaHIIMOHHBIX 00Pa30BaTENbHBIX TEXHOJOTHIX — YIAJIEHHOTO.

OCHOBHBIE BU/Ibl YYEFHOU JEATEJbHOCTH C MIPUMEHEHUEM JIOT:

JEeKIMH, pealn3yeMble BO BCEX TEXHOJIOTMYECKHX cpefax: paboTra B ayAWTOpUU C
AIIEKTPOHHBIMHU y4eOHBIMU KypCaMH TOJT PYKOBOJICTBOM METOIUCTOB-OPraHU3aTOPOB, B CETEBOM
KOMIIBIOTEPHOM KJIacce B cUCTeMe on-line (cuctema oOIIeHus mpero1aBaTesis ¥ 00yJaronxcs B
pexnMe peanbHOro Bpemenu) u cucreme Off-line  (cuctema oOmieHHs, TpU  KOTOPOit
Mpero1aBaTellb U o0ydJaronirecss 0OMEHUBAIOTCS HH(OpMAIel ¢ BpeMEHHBIM MPOMEXYTKOM) B
dbopMe Telte - ¥ BUIACOICKITUHN U JISKIIUNA-TIPE3CHTAIINN;

MPAaKTUYEeCKHe, CEMUHApCKUE W JIAa0OpaTOpHBIE 3aHATHS BO BCEX TEXHOJOTHYECKUX
cpenax: BUICOKOH(EpeHINH, codeceoBaHus B pexkume chat (cuctema oOIIeHus, TP KOTOPOit
YYaCTHHKH, TIOJIKITIOUeHHBIE K HTepHET, 00CY)KIAr0T 3aJaHHYI0 TeMY KOPOTKUMH TEKCTOBBIMHU
COOOUICHUSAMH B PEKHME PEATHHOTO BPEMEHH),

3aHATUS B Y4eOHO-TPEHUPOBOYHBIX  KJaccaX, KOMIBIOTEPHBIH  JTaOOpaTOPHBIMA
MPAaKTUKYM, TpOo(ecCHOHAIbHBIE TPEHHHTH C WCIOJh30BAHUEM TEIEKOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH;

yueOHasi MPaKTHUKa, peann3anus KOTOPOH BO3MOXKHA MOCPEICTBOM HH(OPMAIMOHHBIX
TEXHOJIOTUH; WHAWBHIyaJbHBIE W TPYIIOBBIE KOHCYJIbTAllMH, peaTH3yeMble BO BCEX
TEXHOJIOTUYECKUX cpenax: JIEKTPOHHAS 1o4ra, chat-koudepenium, bopyMsl,
BUJICOKOH(EpEHIUY;

CaMOCTOSITENIbHAsT paboTa oOydaromuxcs, BKIIOYAIONIas HW3Y4YeHHE OCHOBHBIX H
JIOTIOTHUTEIBHBIX Y4eOHO-METOAMYECKUX MAaTE€pPHAaOB; BBIMOJIHEHHUE PACUYETHONMPAKTHUYECKUX U
pacueTHO-TpaQHUUECKUX, TECTOBBIX U WHBIX 3aJlaHUll; BBIMOJIHEHHE KYPCOBBIX IPOEKTOB,
HalMCaHWE KYpPCOBBIX padOT, TeMaTWyecKux pedeparoB M dcce; paboTy ¢ HMHTEPAKTUBHBIMU
yueOHMKaMd W y4eOHO-METOJUYECKMMHM MaTephajlaMy, B TOM 4YHCIE€ C CETeBBIMH WU
ABTOHOMHBIMH MYJIBTUMEIUHHBIMU 3JEKTPOHHBIMH Y4eOHUKaMHU, MPaKTUKyMaMH;, padoTy cC
0a3amMM JaHHBIX YAAJIEHHOTO JOCTYIa;

TEKyIUe U PyOeKHbIEe KOHTPOJIU, POMEKYTOUHbIE aTTecTaiuu ¢ npuMenenuem JJOT.

OCHOBHBIE BU/Ibl YYEBHOM JEATEJIbHOCTHU C IPUMEHEHHUEM 20:

CaMOCTOATEJIbHASI MHTEPAKTHBHAsE U KOHTPOJIMpyeMas MHTEHCUBHAs paboTa CTyIEHTa C
y4eOHbIMM MaTepHalaMi, BKIIOYAIOUIMMHM B ce0sf BMICOJEKIMM, CIIalbl, METOAUYECKHE
PEKOMEHJALMHA TI0 H3Y4YCHHIO JUCLMIUIMHBI W BBIIOJHEHUIO KOHTPOJIBHBIX 3a/laHui,
KOHTPOJIbHBIE U UTOTOBBIE TECTHI.

4. YCJIOBUS PEAJIM3ALIMA TPOT'PAMMBI YUEBHOM JUCIHUAIIINHBI
MarepuajbHO-TeXHHYECKOE 0DecneueHne

Peanuzanuss mporpaMmbl y4eOHOW TUCIHUIUIMHBI TPEANONIAraeT Haludyue Yy4eOHBIX
KaOWHETOB /7S JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHATHUH.

Aynutopus Ne 223 Tun «kaOMHET UCTOPUNY, «KAOUHET OOIIEeCTBO3ZHAHUS, YKOHOMUKH U
mpaBay, «kaOMHET OCHOB (uiocodun», «kabMHEeT MPo(eCCHOHATBHBIX JAUCIUTUINHY, «KaOWHEeT
JTUCHMIUIMH TpaBa» NPEACTaBIsSeT Cco0OM CHeNHaTU3UpPOBAHHYIO Y4YEOHYIO ayAUTOPHIO,
000OpyIOBaHHYIO M7 TPOBEIEHUS 3aHATUH TIO OJHOW WJIM HECKOJBbKUM JAUCIUILIMHAM:
JlokyMeHTaIMOHHOE 00ecTIeYeHHEe YIPaBICHUS

ITepeuenb 0OCHOBHOTO 00OPYAOBAHUS:
Cron yueHnveckui - 63 mir.
CkaMpu ydeHH4eckue - 63 mT.



Cron ans 3acepanuit (5 cexkuuii) - 1 mr.
Cryn — 5 mr.

Cryn npenogaBarens - 1 mrT.

Cron npenojasarens - 1 mrT.

Kadenpa - 1 mr.

Jlocka menoBas- 1 mT.
WudopmaTuBHbBIE CTEHBI - 9 MIT.
WuTepakTuBHas gocka - 1 mr.
[Ipoexrop - 1 mrT.

Hoyt6yk — 1 mir.

[TepeueHb MPOrpaMMHOTO 0OECTICYCHUSI:

KasperskyEndpointSecuritymnsionsneca — CrannaprasiiiRussianEdition. 1500-2499 Node 1
yearEducationalRenewalL icence

OnepanuonnascuctemaMicrosoftWindows 10

Adobe Reader X1 (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB
11.0.08

7-Zip 9.20
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OCHOBHBIE HCTOUHHUKH:

1. KazakeBuu, T. A. JIokyMeHTaIlMOHHOE OOECIICYCHUE YIPABJICHUS | YACOHUK U TTPAKTUKYM ISt
CIIO / T. A. KazakeBuu, A. 1. Tkanuu. — 2-e uzn., ucnp. u gon. — Mocksa : M3naTenscTBO
Opaiir, 2021. — 177 ¢. — (Cepus : IIpodeccuonansHoe obpazoBanne). — ISBN 978-5-534-
06291-5. — Tekcr : anexrponnsrii / DBC HOpaiir [caiit]. — URL:https://www.biblio- online.ru/
bcode/437587 ;

2. Kopnees, U. K. JlokyMeHTanmmoHHOE oOecrieueHne ynpapieHus: + tectel B ObC : yueOHUK u
npaktukym s CITO / U. K. Koprees, A. B. ITmenko, B. A. Matnypues. — 2-e u3j., nepepao.
u gorn. — Mocksa : U3parensctBo FOpaiit, 2021. — 384 c. — (Cepus : IIpodeccuonanpaoe
ob6pazoBanue). — ISBN 978-5-534-05022-6. — Texkcrt : anexrponnsiii / DbC KOpait [caliT] . —
URL: https://www.biblio-online.ru/bcode/438491;

3. Abynamze, . I'. JlokymMeHTaIIMOHHOE OOECIEYCHHE YIIPABICHUS MEPCOHAJIOM @ YUCOHHK H
npaktukym st CIIO / 1. T'. Abynanze, U. b. Bempsokkuna, B. M. MacnoBa. — Mockga :
WznatensctBo FOpaiit, 2019. — 299 c. — (Cepus : [IpodeccuonansHoe obpazoBanue). — ISBN
978-5-534-01543-0. — Tekcr : onmekrponusridi //  OBC  IOpait  [caiit]. ——
URL: https://www.biblio-online.ru/bcode/437238;

4. Ky3ueuos, U. H. JlokymeHTallMOHHOE OOEclieYeHHe YIpPaBICHUS MEPCOHAIOM : YUYEOHHK U
npaktukym ais CI1O / U. H. Ky3nenoB. — Mocksa : U3natensctBo FOpaiit, 2022. — 521 ¢. —
(Cepust . IlpodeccmonanpHoe obOpazoBanue). — ISBN 978-5-534-04451-5. — Tekct
anektponHsii // DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/444432;

5. Kyszuemno, U. H. JokymeHntanumonHoe oOecnedeHue ympasieHus. J[OKyMEHTOOOOpOT u
JeNOTPOU3BOACTBO : yueOHHK U npakTukyM uist CITIO / U. H. Ky3uenos. — 3-e uza., nepepad. u
non. — Mocksa : M3natensctBo IOpaiit, 2019. — 462 c¢. — (Cepus : IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-04604-5. — Tekcr : anekrponusiit / ObC FOpaiit [calfT]. —
URL: https://www.biblio-online.ru/bcode/433861.

JlomomHUTENbHBIE UCTOYHUKH:

1. Jopouuna, JI. A. JIOKyMEHTAI[MOHHOE OOCCIIEUECHHE YIPABJICHHUS . y4eOHHK M HPAKTHKYM ISt
cpennero mpodeccuonanpHoro obpaszoBanus / JI. A. Jloponuna, B. C. HputukoBa. — Mocksa :
UznarensctBo IOpaiit, 2019. — 233 c. — (IIpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-
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05783-6. — Tekcr : omekrponsbiid // OBC IOpaiit [caiiT]. — URL: https://www.biblio-
online.ru/bcode/438586.

2. lllysanosa, H. H. JlokymeHTanimoHHOE 00€CIIEYCHHUE YIIPABICHUS : YICOHUK M MPAKTUKYM TSI
cpennero mpodeccuonansHoro odpazosanus / H. H. IllyBanoBa. — MockBa : M3narenscTBO
Opaiit, 2020. — 221 ¢. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-534-00088-7.
— Texcr : anextponusiit // DBC FOpaiit [caiit]. — URL:
https://www.biblio-online.ru/bcode/433679.

3.  bant, B. C. [JlokymeHnranmuonHoe oOecrneueHue ynpasieHus. FOpuauueckass TEXHHKA !
yaeOHOe mocoOme st cpepnero npodeccuonansHoro oopazosanus / B. C. bsnr. — 2-¢ usn.,
ucrp. u gon. — Mocksa : MznarensctBo HOpaiit, 2021. — 103 ¢. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-08233-3. — Tekcr : anekrponnsiii / ObC FOpaiit [calT]. —
URL: https://www.biblio-online.ru/bcode/441885.

4, TOCT P 6.30 — 2003. VYaupumupoBaHHbIE CHUCTeMBl JokKyMeHTanmuu. CHcrema
OpraHU3aIMOHHO-PACTIOPSANTENIEHON ~ JOKyMEHTanuu. TpeOoBaHHMS K  COCTAaBICHHIO U
odopmiieHHo TokyMmeHToB. M., 2003.

HNuTepHeT-pecypcebl:

bubnuroTeka Hay4uHo# 1 yueOHOM mutepatypsi // http://shiblio.com

Hayunast anexrponnas oudnuoreka «Elibrary»// http://elibrary.ru

[TpaBoBoii moprain «I mac 3akonax // http://voxlex.ru/

DnexkrponHas oudanoreka «FOpaiity//https://www.biblio-online.ru/
Poccwuiickuit mpaBoBoii moptan: bubnuoreka Ilamkosa // http://constitutions.ru/
FOpummueckas Gubmmorexa «fOpuctJIuty // http://www. juristlib.ru/
HOpunnueckuii mopran «Kanan ropucts» // http://lawcanal.ru
http:/AMwww.countries.ru/library.htm JlemomporsBoacTso.
http://imp.rudn.ru/ffec/cult-index.html - ®enepanbubiit GoH

yueOHBIX KypcoB. Jlenonpon3BoACTBO.

10. http://www.bibliofond.ru

11. http://prof.sadu-kz.com/prof/secretary.html

12. http://www.sekretariat.ru/discuss/77015/

13. http://www.profigrama.ru/profession

14. http://www.lovedomain.ru/uchebnyj-material/1-kurs/professiogramma-sekretar-rukovoditelia
15. IopTai 35eKTpoHHO# OMOIMOTEKH 110 TYMaHUTAPHOMY

Hanpasienuto: http://www.xlibris.ru

16. MudopmManmoHHbII IOpTa o JTOKYMEHTOBEICHHUIO:
http://www.aleho.narod.ru/document/

17. adopmanronHo-cnpaBounblie U nouckoBeie cucteMbl APAHT, KoncynsranT ILmtoc.

CoNOR~WNE

Ilepuoouuecxue uzoanusi:

1. AxryanbHble TpoOJIEMBI TOCYIapCTBa U MPaBa’ HAYYHO-IIPAKTUYECKUH IOPUIMYECKUI
penen3upyemslii xxypHai, 2011-2015 rr. [lepuoanyHOCTh BBIX0/1a: BEIXOAUT 4 pa3a B roJ.

2. 3akOHHOCTH: MPABOBOM Hay4HO-TIpakTUueckuii xypHai, 2006 (1,3-12); 2007-2008; 2009
(1-9); 2010-2011; 2012 (1-10); 2013-2020. IepuoaugHOCTH: 12 HOMEPOB B TOI.

3. CoBpeMmeHHOe IpaBo: Hayd.-npakT. xxypHai, 2011-2015 rr. IlepuoauuHocTs Beixoga: 12
HOMEPOB B IOl

4. TlpaBo M rocyaapcTBO: TEOpHs M MpaKTHKa: Hayd.-pakT. )xypHai, 2011-2018 rr.
IleproanYHOCTD BBIXOJIA:

5. IIpaBo u momutuka: Hayd.-npakT. xypHan, 2011-2019 rr. Ilepuonuunocts Bbixona: 12
HOMEPOB B IO

6. IIpaBoBoe rocynapcTBO: TEOPHS M MPAKTUKA: HAY4d.-[IPAKT. )KypHaJ. [leprnoauuHocTh
BbIX0oJa: 12 HOMEepoB B roJ
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7. Poccuiickas roctunms, 1995-2015; 2016 (1-6). [TeproauuHocTh: 12 HOMEPOB B rO/I.
8. Poccuiickuii IopuaMUECKH )XypHATI: HAYYHO-TEOPETUYECKOEe, MHPOPMALMOHHOE U
npaktuaeckoe uznanue, 2010-2020. [TepuoauvnocTs: 6 pa3 B ro.

9. IOpuanyeckuii Mup: Hayd.-ipakT. xypHai, 2011-2019 rr. [lepuonuunocts Beixoma: 12
HOMEPOB B TOJ

10. KOpummueckoe oOpa3oBaHMe W Hayka: Hayd.-mpakT. kypHan, 2011-2015 rr.
[lepuoanyHOCTH BBIXO/A: 12 HOMEPOB B IO

11. KOpucrt: Hayd.-pakt. xxypHai, 2011-2019 rr. [TepuoaguuHocTs BeIxoAa: 12 HOMEPOB B
roj

12. XKypnan poccmiickoro nmpasa: Hayd.-ipakT. xxypHai, 2011-2020 rr. [lepuoandHOCTD
BbIX0o1a: 12 HOMEpoB B roJI

OduyuanvHvie uzoanus

13. Poccuiickas razera: obmiects.-nioiut.razera, 2019 [Tepuoananocts 69 pas B ro.

14. CoGpanue 3akoHonatenbcTBa Poccuiickoit @enepanun: odpui.uznanue, 2014-2019 rr.
[MeproaguuHOCTh BBIXO/A: 52 HOMEpa B TOJI.

15. Bromnerens BepxoHoro Cyma Poccuiickoit @enepanun: opunuansaoe uznanue, 2006-
2013; 2015 (1-6). [MepuoanvanocTs: 12 HOMEPOB B oI,

16. broutetens Munucrepcrsa KOcturu PO, 2006-2009; 2010 (1,3,7-12); 2011-2013; 2015
(1-6). ITepuomuuHOCTH: 12 HOMEPOB B TOI.

Hcnonvsyemvie obpazosamenvhvie niamegpopmvl. 1eKmMpOHHbLI OHeBHUK, npocpamma Z00m.

5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

Pe3ynbratsl (0ocHOBHBIE @DOopMBI U METOIbI KOHTPOJIS
npoeccuoHaIbHbIC
1 001TMe KOMIIETEHITUN)
OK 1. [lTorumats CymiHoCTh U . OKcnepTHasi OLEHKa
COLIMANIbHYIO 3HAYUMOCTh B CBOEH BBITIOJIHEHHBIX COOOILIEHUIA,;
Oymyiiei mpodeccuu MpOsIBISTH K HEM . Habmonenue 3a
YCTOMYMBBINA UHTEPEC BBIMOJTHEHUEM MTPAKTHUYECKUX
3aJaHuH.
. KonTponbhbie 3alaHus
JUIS OTIpEJIeNICHUS ¥ OLIEHKH YPOBHS
3HAHUI
. [TopTdomnmo (coop
00pa3IoB 1eATEIbHOCTH
oOyuaronuxcs,
JI0Ka3aTenbCTBa

c(hOpMHUPOBAHHBIX KOMITETEHITHIA)
TEKYLIUI U pyOexKHbIH KOHTPOJIb, B
ToM uncie ¢ npumenenueM J[OT,
BBITNIOJIHEHNE KOHTPOJIbHBIX 3a1aHNH,
KOHTPOJIbHBIX U UTOTOBBIX TECTOB, B
TOM 4Hclie ¢ npuMeHeHneM J0.

OK 2. OpranusoBaTh COOCTBEHHYIO . AHanus perieHus
NeATeNbHOCTh. BhIOMpaTh THIOBBIE npodecCuoHaNbHBIX 3374
METO/Ibl M CHOCOOBI BBITOTHEHUS . OKcnepTHasi OLEHKa




npodecCHOHANBHBIX 33]1a4, OIICHUBATh UX
3¢ (HEeKTUBHOCTh U KA4ECTBO

BBIIIOJHEHHBIX COOOIIEHN;
. HaG6monenue 3a
BBITIOJIHEHUEM MPAKTUYECKHUX
3aIaHUi.

. KonTpoJibHbIe 3aJaHUS

JUISL OTIPEJIECTICHUS ¥ OLICHKU YPOBHS
3HAHUH TEKYIIU 1 pyOeKHBII KOHTPOJIb, B
ToM yuciie ¢ npumenenueM JOT,
BBIIIOJIHEHHE KOHTPOJIbHBIX 33JaHUH,
KOHTPOJIbHBIX U UTOTOBBIX TECTOB, B
TOM uucie ¢ npumeHenneM 0.

OK 3. [Ipunumatp pemeHus B
CTaHJAPTHBIX U HECTAHIAPTHBIX CHUTYaIUSIX
Y HECTH 32 HUX OTBETCTBEHHOCTb.

. Onenka npu
BBITMIOJIHEHNUHU MTPAKTHYECKUX
3aHATHI

. Ouenka npu OTBETE
Ha TEOPETUYECKHUE BOMPOCHI.
. KonTpoJsibHbIe 3aJJaHAS

JUISL OTIPEJIETIEHUS U OLICHKN YPOBHS
3HAaHUU TEKYIIUI U pyOeKHBIN KOHTPOJIb, B
ToM unciue ¢ npuMmenenrem J[OT,
BBIITOJTHEHNE KOHTPOJIBHBIX 33JJaHUH,
KOHTPOJIBHBIX U HTOTOBBIX TECTOB, B
TOM uuciie ¢ npuMenenremM 0.

OK 4.0Ocy1ecTBasATh NOUCK U
HCI0JIb30BaHKE UHOpMAIH,
HEO00XO0INUMOMH IS

3¢ (HEKTUBHOTO BBHITIOTHEHUS
npodecCHOHANBHBIX 3a/1a4,
podeccuoHalIbHOTO U
JUYHOCTHOTO Pa3BUTHSL.

. DKcrnepTHas OIlICHKA
o (hopMUPOBAHUIO
npodeccrnoHalIbHBIX YMEHHH u
JMYHOCTHOTO pa3BUTHUS

B HCCJIEI0BATEIBCKOM ACITETbHOCTH
TEKYIIUH U pyOeHbIN KOHTPOJIb, B
ToM uuciie ¢ npumeHenuem J{OT,
BBINIOJTHEHHE KOHTPOJIbHBIX 33/1aHUH,
KOHTPOJIBHBIX U UTOTOBBIX TECTOB, B
TOM 4uclie ¢ npuMeHenueM J0.

OK 5. Ucnonb30Bath
MH(POPMAITMOHHO —
KOMMYHUKAI[HOHHBIC TEXHOJIOTHU B
pohecCHOHATLHOMN JIESITeTbHOCTH

. DKcnepTHas olleHKa (OpMUPOBAHUS
HaBBIKOB  paboOThl ¢ HH(POPMALMOHHO-
KOMMYHHUKAIIHOHHBIMU ~ T€XHOJIOTUSMU B
npodeccnoHanbHOM e TENbHOCTH;

M Ha6J'II-O,I[eHI/Ie 3a BBIIIOJIHCHHUCM
MPAKTHUYICCKUX 38.I[8.HI/II7L
M Ko HTPOJIbHBIC 3aJaHus

JUISL OTIPEJIETICHUS U OLICHKU YPOBHS
3HAHUHM TEKYLUIUH U pyOeKXHbII KOHTPOJIb, B
ToM uncie ¢ npumerenueM 10T,
BBITIOJIHEHNE KOHTPOJIbHBIX 3aaHUH,
KOHTPOJIBHBIX U UTOTOBBIX TECTOB, B

TOM uuciie ¢ npumeHenneM 0.

OK 8. CaMocCTOSATENBHO ONPEAETATh 3aJa4n
npo(ecCuOHaNBHOTO M JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCSI caMOOOpa30BaHUEM,
OCO3HAHHO TUTAHUPOBATh MOBBILIEHUE

DKcrepTHOE HAOMIOIeHUE 3a
BBITIOJTHEHHEM MPAKTUYECKUX 3aJaHHH,
BBITIOJTHEHHUSI CAMOCTOSITENILHON paOOThI
TEKYILIHUI U




KBaJIM(PUKALIUH.

pPYOEXHBIN KOHTPOJIb, B TOM

yucie ¢ npuMenenuem 10T,
BBITNIOJIHEHNE KOHTPOJIBHBIX 33JIaHU,
KOHTPOJIbHBIX U UTOTOBBIX TECTOB, B
TOM

ymciie ¢ npumeHenneM 0.

OK 9. OpueHTHpOBaTHCS B YCIOBHSIX
MOCTOSTHHOTO M3MEHEHHUS IIPaBOBOM
6a3bl

. DKCcnepTHasi  OIIEHKA
Pe3yJIbTaTOB BBIIIOJIHEHUS

MPAKTUYECKUX 3aIaHUI;

. VYeTHbII onpoc

TEKYILIUN U pyOEKHBIM KOHTPOJIb, B

ToM uncie ¢ npumenenueM J{OT,

BBITIOJIHEHHE KOHTPOJIbHBIX 33/1aHUH,

KOHTPOJIbHBIX U UTOTOBBIX TECTOB, B

TOM yHciie ¢ npumeHenrem J0.

[IK 1.10cymecTBasTh
npoeCcCHOHAITBHOE TOJTKOBAHUE
HOPMAaTHBHBIX TIPABOBBIX aKTOB JIJIs
peaM3aluy rnpas rpaxjaH B chepe
MMEHCUOHHOTO 00ecTieueHus 1
COIIMAJILHOM 3aIIUTEL

DKCnepTHOE HAOIIOICHUE U OIICHKA Ha
MPAKTUYECKHUX 3aJaHUM C IETbIO
BBISIBJICHUS YPOBHSI YSICHEHUS H
BO3MOYKHOCTH Pa3bsICHEHUS CMbICTIA U
COJIep’KaHUs HOPMaTUBHO — IIPABOBBIX
aKTOB. TEKYIIUN U pyOEKHBIN KOHTPOJIb,
B ToM unciie ¢ npumeHenueM JJOT,
BBITTOJTHEHHE KOHTPOJIBHBIX 33JJaHUH,
KOHTPOJIBHBIX U UTOTOBBIX TECTOB, B
TOM 4mcIe ¢ npuMmeHenuem 0.

[IK 1.2. OcymiecTBiasTh NpUEM IrpaxaaH 1o
BOIIPOCAaM TEHCHOHHOTO oO0ecreueHus: u
COLIMAJIbHOM 3aIllUTHL.

. DKcrnepTHas OILICHKA npu
BBINIOJTHEHUH NPAKTHUUECKUX 3aHATUH U
CaMOCTOSITENIbHBIX PaboT.

OueHka npu OTBETE Ha TEOPETHUECKUE
BOITPOCHI. TEKYIIUHA U PyOeKHBII

KOHTPOJIb, B TOM YHUCJIE C IPUMEHEHUEM
JOT, BbITIOTHEHNE KOHTPOJIBHBIX 3a/IaHUM,
KOHTPOJBbHBIX U UTOTOBBIX TECTOB, B TOM
yucie ¢ npuMeneruem J0.

IIK 1.3. PaccmaTpuBaTh nakeT JOKYMEHTOB
I  HasHadyeHus  IEeHCHUM, IOocoOHi,
KOMIICHCAIMI, JPYrMX BBHIIUIAT, a TaKXKe
MEp COIMAIbHOW TOJICPKKH OTACIbHBIM
KaTeropusiM TpaxJaH, HYXKIAIONIUMCI B
COIIMAILHOM 3aIlMTe.

DKCnepTHOE HAOII0ICHUE U OIICHKA
Ha MPAKTUYECKUX 3aHITHSX.
TEKYIIUN U pPyOEKHBIN KOHTPOJIb, B
ToM ymcie ¢ npumeHenueM 10T,
BBITIOJITHEHHE KOHTPOJIbHBIX 3aJJaHUH,
KOHTPOJIBHBIX U UTOTOBBIX TECTOB, B
TOM 4ucJie ¢ npuMeHenrem 0.

INIK 1.4. OcymuecTBisiTh
yCcTaHOBJIEHHE (Ha3HAYCHHE,
nepepacuer, 1epeBon),

WHJAEKCAIIUI0 M  KOPPEKTUPOBKY
NEHCUM, Ha3HaYeHUe  MOCOOuii,
KOMIEHCAM U APYrux
COLIMANBHBIXBBIIIAT,  HMCHOJB3YA

DKcrepTHOE HAOM0IEHUE U Ol[eHKa
Ha IIPAKTUYECKUX 3aHATHSIX,
BBITOJIHEHHS] KOHTPOJIbHOU PabOTHI.
TEKYLIUHI U pyOeKHBIH KOHTPOJIb, B
ToM uncie ¢ npumenenueM J[OT,
BBITNIOJIHEHNE KOHTPOJIbHBIX 3a/1aHUH,
KOHTPOJIbHBIX U UTOTOBBIX TECTOB, B




MH(POPMAIIMOHHO-KOMITBIOTEPHBIE TOM

TEXHOJIOTHH. yucie ¢ npumeHenruem 0.
[1K 1.6. KoHncynbTupoBaTh rpaxaaH . OKcrepTHas OLEHKa
U MPEJICTABUTEIEH FOPUIUYECKUX JIULL BBINIOJIHEHHBIX COOOIEHNH;
10 BOIIPOCaM IMEHCHUOHHOTO . HaG6monenue 3a
obOecrieueHus u BBINOJIHEHHEM
COITMATBLHOM 3aIIUTHI MPAKTUYECKUX 3aJaHUM.

. KoHTposbHBIE 3a1aHusA

JUISL OTIPENIETIEHUSI U OLICHKU YPOBHSI
3HaHUM TEKYLUIUI U pyOeKHbIN KOHTPOJIb, B
ToM yuciie ¢ npumenenueM 10T,
BBITNIOJIHEHHE KOHTPOJIBHBIX 33JaHUH,
KOHTPOJIBHBIX U UTOTOBBIX TECTOB, B
TOM uucie ¢ npumeHenneM 0.

6. OCOBEHHOCTH OPTAHU3ALIUU OGPA30BATEJIbBHOI'O NTPOLUECCA JJIsA
NHBAJINJIO0B U JIMI] C OTPAHUYEHHBIMU BO3MOXKHOCTSAMU 3/10POBbS

O6yqu1/Ie HNHBAJINI0B n JInn C OrpaHMYCHHBIMH BO3MOKHOCTAMHAU 3J0pPOBbA
OCYIIECTBIISIETCS B COOTBETCTBUH C:

[TopsimkoM opraHu3aliii W OCYIIECTBICHUS O00pa30BaTEIbHON JICATSIBHOCTH TIO
00pa3zoBaTeIbHBIM TpOrpaMMaM cpeaHero mnpodeccuoHanbHoro oOpazoanus (IIpukas
MunuctepctBa oopazoBanus 1 Hayku P® ot 14.06.2013 No464);

MeToanyecKuMH PEKOMEHIANUSAMHU TI0 OpPraHU3aIlii 00pa30BaTEIBHOTO TIpoIecca JUls
00y4YeHHsT MHBAIMIOB | JIMI C OTPaHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI B 00pa30BaTEeIbHBIX
OpraHu3alusaX BBICHIETO OOpa3oBaHMs, B TOM 4YHCIE OCHAIIEHHOCTH 00pa3oBaTEILHOTO
nporecca (yrBepxkacHsl 08.04.2014 r. Ne AK-44/058H);

TpeboBanusiME K OpraHu3anuy 00pa30BaTEIBHOTO Mpolecca it 00yYeHHsSI HHBAJIHIOB
JMI C OTPAaHUYCHHBIMH BO3MOYKHOCTSIMH 3JIOPOBbSI B TPO(ECCHOHAIBHBIX 00pa30BaTEIbHBIX
OpraHu3aiusix, B TOM YHCJE OCHAIICHHOCTH 00pa30oBaTeIbHOTO TMpolecca (YTBEpKICHBI
26.12.2013 Ne 06-2412BH).

MeToauyecKiMH PEKOMEHIAIMSIMUA 110 peaju3alii  00pa30BaTEeIbHBIX MPOTrPaMM
cpemHero TpodeccHoHaNbHOr0 00pa3oBaHus W MPO(ECCHOHATBLHOTO OOYYeHHUs JHUI[ C
WHBAIAHOCTHIO ¥ OIPAaHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbSI C IPUMEHEHUEM 3JICKTPOHHOTO
oOy4eHHs u JIMCTAHITMOHHBIX 00pa3oBaTeNbHBIX TEXHOJIOTHI (YTBEpIKICHBI
MUHITPOCBEIIEHHW S POCCHUU 10.04.2020r. Ne 05-398).



JInct BHeceHMs1 M3MeHeHMH B pa0o4yI0 NPporpaMmMy IHCHUILTHHBI

Howmep TeKCcT n3MeHeHust [Tporoxou 3acenanus Kadeapsl
HU3MCHCH No nara
us

2019-2020 y4eOnbIit
roj

2020-2021 y4eOnbIit
roj




MuHucTepcTBO HayKH U BbiciIero oOpazoBanus Poccuiickoit denepamuu
denepalibHOE FOCYIaPCTBEHHOE OIOKETHOE 00PA30BATEIBHOE YUPEKACHHUE
BBICILIETO 00pa30BaHUs
«TamOo0BcKkHi1 rocynapcTBeHHbIM yHUBepcuTeT uMenu ['.P. JlepxaBuHa

WNHcTuTyT npaBa v HalMOHAIBHON 0€30MaCHOCTH

Kadenpa cnenumanbHON MOATOTOBKY M 00€CIEUeHHs HALIMOHATBHOU 0€301aCHOCTH

B.A. Iynsesa

gapn 2022 1.

®OHJI OLIEHOYHBIX CPEJCTB MO JNCHUTIJINHE

OIl1.13 «/lokymMeHTALITHOHHOE o0ecredeHue YIPaBJIeHU»
IIOJICOTOBKH CITEITUATMCTOB CPEIHETO 3BEHA T10 CICIIUATBbHOCTH
40.02.01 «IIpaBo u opraHu3aIus COIMaIbHOT0 00ECIICUEHUS»

OcHoBHas oOpa3oBaTeIbHas MPOrpaMMa cpeaHero NpodecCHOHaIbHOIO
o0Opa3oBaHUs
[IpaBo 1 opranu3aIs COIUaIbLHOTO 00eCIICUYeHUS
KBanuduxanys

FOpuct

"o Habopa 2022

Tam0Oo0B — 2022



(ﬂI()El’EH Pazpa6oran ua ocpooBe @exepajanHoro

Ha 3acejlainuu Ka(bcupbl rocyapcrBennoro 06pa3OBa’l‘eJlblIOl“0
cragjapra cpejaHero upodgeccuoHaJILuoro
00pa3oBaHHs 110 CHENHAILHOCTH

« 7/(% “ Hf/d Q¢€20& L roja 40.02.02-IIpaBooxpanureiibHast
LPOTOKOJI Ne i JEATETHHOCTD
W.0. 3apz KaQeapoi Jupexrop Wucruryra 11paBa "

B.A. Ulynsiesa HAIMOHAILHOM 0E30IIaCHOCTH

=3 B.A. Ulynsicsa
o4

«31» saBapst 2022 roya

Pazpaborumk nmporpammsi:

['ybanxosa T.H., crapumii nperoaBaress kadeaphbl CleuaibHon
"JTOBKH M 0DECIIeYCHUs HAIlMOHAIBHOM Oe30macnocT

DKCIEPTHI:

Kopa6aes 0. 10., k.1L1., J0IeHT, HAYaILHUK OT/Ie1a TpodheccuoHanbuoi
TOBKH, I10JTOJKOBHUK BHYTPEHHEH CIIyKObI



1. HacnopTt poHIA OLIEHOYHBIX CPEJACTBO Y4eOHOMH TUCIHILIMHE
«/lokymMeHTallMOHHOEe o0ecIieYeHne yIpaBJIeHUI»

40.02.01 - ITpaBo 1 opraHuzaius COUaIbHOTO 00ECIICUCHUS

PesyabTaTsl IIK, OK | HaumeHoBaH | YpOBEHBb OCBOCHUSA HaunmeHnoBanue
o0yueHust ue TeMBbI KOHTPOJILHO-
(ocBOeHHBIE TeM OLIEHOYHOTI'0 CPeACTBA
YMEHHUS, YCBOCHHbIE BI2 Texkymmu | IIpome:xyTt
3HaHHs)' i OYHasA
KOHTPOJI | aTTecTalu
b® 14
1 2 3 4 5 6
ymets:  mpumensats | OK 1 Tema 1.1 Bonpocsr | Konrponbha
HOpPMAaTHBHBIE OK 2 OCHOBHBIE 3HAeT  3HAYECHUE u | ms s pabora
npaBoBbie akTel mpu | OK 3 | HONOXKEHHUS O | CONEPIKAHUE JUCLMILIMHBL | 0GCYKICH
paspelieHun nokymentau | 1OV, ust i
MPAKTUIECKUX OK 4 OHHOM YMEET HPUMECHSATE | canonpos
CHUTYaIH; OK5 obecrieuenny | HOPMATHBHO —TIPABOBYIO | o
3HaTh: ocHoBuele | OK 8 yIIpaBICHUS 0asy opranusaumu JI0Y
TTOHSTHUS n| OK9 2 Dcce
HUCTOYHUKHU HK 11 3HACT 3HAYCHUC u
nokymenraruonnoro | 1K 1.2 COACPKAHNC HCIHMILTAHBI
obecreyeHus K 1.4 AOVicease ¢ Apyrumu
NCOUITIIMHAMA

YHPABICHHL. MK 1.6 ﬁpOI;)GCCHOHaJIBHOFO u

CIEHUAJIBHOIO [IUKJIOB,

ymeeT ONpPENENATh

byHKIMH, LETN U 3aa9U

HOY;

ymeeT BBIJICIISATh

ocobennoctn JIOY B
CUCTEME JIPYTUX
JUCIIUILINH;

TOJIKOBATh
HOPMATHUBHBIC TPABOBBIC
akTel B chepe 1OY




3

3HaeT OCHOBHEIC
MOHATHS  JTUCIUIIIMHEI,
COBPEMECHHOE  COCTOSTHHE
JIOKYMEHTAIHOHHOTO
obecrieueHus
yIIpaBIICHUS,a TaKxKe
npoOIeMbI u
MEePCIEKTUBBI ero
pa3BUTHSA,
YMEETTOJIKOBATHHU
MPUMEHSATH

HOPMATUBHBIC MPABOBBIC
akThl B cepe JOY
OTIPEeNeTsATh  TPOOIEMBI
JOVY u npennarate nyTi
WX pPEIICHUs

YMETB:
HOPMAaTUBHBIE

IIPHUMCHSATH

MPABOBBIE aKThI TIPH
paspeuieHnn
MPAKTHYECKUX
CUTYallUid; MPUMEHSThH
MpaBmIIa o
o opmiIeHIIO u
XPaHEHHIO CITYKeOHOM
JOKYMEHTAIlN!,

3HATH: MpaBmiIa
o opmaeHUs
CITy>KeOHOH
TOKYMEHTAIlUN u
MOpsAZKa  3aTOJTHEHUS
PEKBH3HUTOB
JOKYMEHTOB

OK1
OK2
OK

OK 4
OK 5
OK 8
OK 9
K 1.1
K 1.2
I[IK 1.4
IIK 1.6

Tema 2.
JoxymeHTHp
OBaHHE
yIpaBJeHYEeC
KOM
NEeSITENIbHOCT
u

1

3HAET MOHSTHE,
0COOCHHOCTH, BUJIBI,
CUCTEMBI, CBOMCTBaA
JTIOKYMEHTA; ymeeT
pasrpaHUYuBaThH
(byHKITMOHATIBHBIE u
OTpaciieBble  CHCTEMBI
JTIOKYMEHTAIINH,
OTIpeNIeTIATh
HOPMAaTHBHBIE
TOKYMEHTBI B  cdepe
roCyJIapCTBEHHOM
cuctemsl JJOY

2

3HaeT COJCp)KaHUE U
CrocoObI CHUCTEMBI
JOY, COCTaB
yIpaBICHYECKUX

JTOKYMEHTOB u ux
PEKBHU3UTEHI;

yMeeT MIPUMEHSTH
HOPMATHBHBIC PABOBBIC
aKTBI MIPU Pa3PEIICHUH
MPaKTUYECKUX CUTYyaINil
B cepe IOV BbIABIATH
UCTOYHUKU WHPOPMAITUU

00 W3MEHEHUS
HOPMAaTHUBHBIX
JOKYMEHTOB B  cdepe
10y

3

3HAET COJICpXKAHHE U
CIIOCOOBI CHCTEMBI
0V, COCTaB

IToxroro
BKa nu
o0cyx e
HUC
BOIIPOCO
B H
JIOKJIaJI0
B,
KOHTPOJT
BHEBIC
3aJaHHs

Penrtenue
3aJad.
TecrT.

KoHTponsH
ast pabora

4




yIPaBICHYECCKUX
JAOKYMCHTOB U IIpaBUJIa
odopMIICHHS
PEKBU3HUTOB;

YMCET IMPUMCHATDb
HOPMAaTUBHBIC IIPABOBBIC
aKThI IIPU pa3peLICHUN
MMPAKTHUYCCKUX CI/ITyaIII/Iﬁ
B cepe J0VY;
[IEpEUYUCIIATh
HOPMAaTUBHBIC
JOKYMCEHTBI, B KOTOPEIX
MMPOUCXOOAT U3MCHCHH A

HOPMAaTUBHBIX
JTOKYMEHTOB B  cdepe
J10Y
ymerb:  npumeHsaTs | OK 1 Tema 3.1 IToaroro
HOPMATHBHBIE OK 2 Cucrema 3HAET MOHATHE U BUJIBI BKa n | KoHTpoasH
MpaBOBBIE AKTHI TIPH OK Z}())I‘aHI/ISaIII/IOH- OPraHU3aIMOHHO ~ | obeyxme | @ paborta
paspenieHun [paBoBOTO " Hue
OK 4 PACIOPATHTEN | 4 crops ANTEILHOTO
MPAKTUYECKUX OK5 bHOMU JOKYMEHT. yMeer BOITPOCO
CUTYyaluii; ohopMIATh | OK 8§ AOKyMCHTAIHH OTIPEENATH B "
OpraHM3alMOHHO- OK 9 HOPMAaTHBHBIE JOKIIai0
pacTopsiIUTENbHbIC K 1.1 JOKYMEHThl B  cdepe | B.
JIOKYMEHTBI B | [IK1.2 OP/]
COOTBETCTBUHU K 1.4 Beimosn
JENCTBYIOIINM K 1.6 2 CHHUE
TOCTom;; 3HAeT COJCp)KaHWE U | KOHTPOJI
3HATE" npaBmIa CIocoObl CHUCTEMBI | BHOTO
COCTABJICHMS " JOY, cocra OPJ] u ux | 3amaHus.
odopmeHus PEKBU3UTHI; Tecr.
OpraHW3AIHOHHO- yMeeT NPUMEHATH | Dcce
PACTIOPSTUTENHHBIX HOPMAaTUBHBIE MPABOBBIC
JIOKYMEHTOB aKThl IIPU pa3peLICHUH

MPaKTUYECKUX CUTYyaInil
B cepe OP/I; BbIsABIIATH
UCTOYHUKU MHPOPMAIIUU
00 U3MEHEHUS
HOPMAaTHUBHBIX
JOKYMEHTOB B cdepe
OP/I, COCTAaBIAATH |
ohopMIATEOPraHU3aLIIOH
HO-PacnopsAaAUTEIbHbIE

JOKYMEHTBI
3

3HAET CoJIepKaHue,
BHUIBI 51 CII0COOBI

cuctemsl JIOY, cocraB
OP/J] 1 ux BUDI;

yMeeT MPUMEHSTh
HOPMAaTHBHBIE MPABOBbBIE

5




aKThI TIPU Pa3peUICHUH
MPAKTUYECKUX CUTYyAIUN
B cepe OP/I; BbIsABIIATD
UCTOYHUKU UH(POPMALTUU
00 M3MCHCHUS
HOPMAaTUBHBIX
JOKYyMEHTOB B  cdepe
OPJl, cocraBmsath  u
ohopMIIATEOPTaHU3ALINOH
HO-PaCTOPSAAUTEIHHBIC

JIOKYMEHTBI B
COOTBETCTBUHU c
tpeboBanusimu ['OCT
ymerb: npuMeHsaTh | OK 1 Tema 4.1 Bompoc | Kontponsn
HOPMAaTHBHBIE OK2 Opranuzanus | 3HaeT OCHOBHBIC | ;g | s paboTa
npasoBsie akTel ipu | OK paboTsl C | MOHATHS  OPFaHM3ALMH | yorporg
pasperieHnn JOKYMEHTaMH | pabOThI C JOKYMEHTaMH
MPAKTUYECKUX OK 4 B B YUPEKIEHUH, CIIOCOOBI onpoca.
cutyanuii; okaseBarts | OK'5 VUPEXKACHUHN | JIBWKEHUS TOKYMEHTOB B Obcysxn
npasoByto nomors ¢ | OK8 OpraHu3anusIx eHue
TIEITBbIO OK 9 yMeeT OCYIIIECTBIIATH | BOIPOCO
BOCCTAHOBJICHHSI K 1.1 06pa60TKy BXOJAIINX, | B )54
HapymeHHsix  mpas; | 11K 1.2 BHYTPEHHHX v | moxnano
aHAJIM3UPOBATH n|lIK14 HCXOAIINX B
periaTh K 1.6
N ——— AOKYMEHTOB, KOHTPONb | 1\
npo6embl B cdepe 32 WX HCIOJHEHUEM; sana.
CEMEMHO-TIPaBOBBIX 0pOPMIIATH TOKYMEHTBI
OTHOIIICHWH; 3HATH! JUTSL TIepeiavyd B apXUB Tecr.
MOHATUHHBIN armapat OpraHM3aLun
opraHuzanuu padoThI
C JIOKyMEHTaMH B 2
YUPEKICHUH, 3HaeT OCHOBHBIC
CocoOBl  IBUKCHUS NOHATUSL  OpraHU3aINU
JTOKYMEHTOB B paboThl ¢ JOKYMEHTaMHU
OpraHu3aIuu B YUPEXKICHHH, COCTAB U

yuer obbeMma
JTOKyMEHTO00O0poTa

NPEaNPUATHI u
OpraHu3aIuii, Crocoob

JIBMDKCHHUS JIOKYMEHTOB B
OpraHu3aIusIX, CUCTEMY
ACKHW/,

YMEET  OCYIIECTBISTh
00paboOTKy  BXOJANINX,
BHYTPEHHUX u
UCXOIAINX
JOKYMEHTOB, KOHTPOJIb
32  HMX UCIOJHCHUEM;
0pOPMIISATH TOKYMEHTBI
JUTS TIepe/iaud B apXUB
OpraHusaiuu, padboTathb

6




c UH(POPMAIIMOHHO-
CIIPABOYHOU CUCTEMOM

3

3HaeT OCHOBHBIE
IIOHATUA opraHu3zanmu
paboThl C TOKyMEHTaMU
B YUPEKJEHUHU, CIIOCOOBI
ABWIKCHHA NTOKYMCHTOB B

Opra"usanusx,
CUCTEMAaTH3AIIHIO
JIOKyMEHTOB
COOTBETCTBUU
HOMEHKJIATYpOU Jen
yMeeT OCYLLIECTBIIATH
00paboTKy  BXOJSIIUX,
BHYTPCHHUX n
HCXOASIINX
JOKYMEHTOB, KOHTPOJIb
328 WX WCIOJHCHHEM;

0(hOpPMIIITH TOKYMEHTBI
JUTSI TIEpEIavdyl B apXUB
opraHu3aiu, padoTaTh
c MH(OPMALMOHHO-
CIIPABOYHOU CHCTEMOU U
MPUMEHATh HaANUJECHHYIO

nHpopmaIuio VTS
BBITNIOJIHEHUSA
npoeCCHOHATBHOU
CUTYalUi U 3aj1ad,

paboTath ¢ JOKyMEHTaMu

KOH(HUIEHITHATHEHOTO

Xapakrepa.
ymetb:  npumensats | OK 1 Temal. 1 BoIpock! | KoHTposibH
HOpPMAaTHBHBIC OK2 OcoOenHoctH | 3HaeT OCHOBHBIE | 119 as padora
npaBoBeie akThl ipu | OK JEJIONPOU3BO | IIPaBUIIA MPHEMA | veryoro
pasperieHun JICTBA o | TpakJaH U TEPBUYHOM ompoca.
MPaKTHYECKUX OK 4 obpaienusiM | 00pabOTKU MUCBMEHHBIX
curyarmii B cdepe | OK5 rpakJiaH oOpalleHui,
MIPaBOBOTO OK 8 ymeeT BBIJICIISITh
pErylnupoBaHus OK9 HOPMAaTHBHO-TIPABOBHIC
o6pamennii rpaxaan; | IIK 1.1 aKTEI B cepe
ocyriecTBiATh npuem | 11K 1.2 MIEHCHOHHOTO
rpaKiaH 3Hate: | [IK 1.4 obecreueHus u
0COOEHHOCTHU K 1.6 COLIMaIbHOU 3aILUTHI
JIeTOTIPOU3BOICTBA HaCelleHUsl, OTIPEeIsATh
o oOpalieHusM nakeT JIOKYMEHTOB,
rpaxaaH HEOOXOTUMBIX VTS

Ha3HAYCHUS TICHCHH,

MOCOOMI ¥ UHBIX BHITUIAT

2

3Haer 0COOEHHOCTH

ACJIOIPONU3BOACTBA 10




oOpaleHusIM rpaXkJiaH,

BU/IBI u MOPAIOK
KOHCYJIbTUPOBAaHUS
rpakJaH u
IIpeCcTaBUTENEH

IOPUANYCCKUX JINI] 10
BOIIpocaM IIEHCHOHHOI'O
obecriedeHust 1
COLIMAJIBHOM
3QIUTHIYMEET
OCYIIECTBIISITh
npodeccuonansHOE
TOJIKOBaHUE, YSACHATH U
pPa3bBACHATH CMBICT W
COJIepKaHHe
HOPMATUBHBIX MTPABOBBIX
aKTOB JUIS pealTu3ainu
paB rpaxkjiaH B chepe

TIEHCHOHHOTO
oOecrnieueHUs 51
COIIMAJILHOM 3aIIUTEL

3

3Haer 0COOEHHOCTH
ACIIOIIPONU3BOACTBA 110

oOparieHnsIM Tpaxaad
yMeer OCYILECTBIIATH
npodeCCHOHAIBHOE
TOJIKOBaHUE
HOPMAaTHUBHBIX IIPaBOBBIX
aKTOB U peanu3anuu
mpaB rpaxkaaH B chepe
IIEHCUOHHOTO
obecrieueHus u
COLMAJIbHOM  3aLIUTHI,
paccMarpuBaTh  IAKET
JIOKYMEHTOB, BBISBILTH
OomMOKM B JaHHBIX
JIOKYMEHTaXx,
KOHCYJIBTHPOBATh T'pakIaH
u MpeCTaBUTENEH
IOPUANYECKUX  JIMI[  TI0
BOIIPOCAM  TIEHCHOHHOTO
o0ecrieueHust "
COIMATEHON 3aIIUTEI,
UCIIOJB3YeT
nH(OpMAIOHHO-
KOMIIBIOTEPHBIE
TEXHOJIOTUU

2. KoMIJIeKT MaTepHajioB JJIs1 OlleHKH C()OPMHPOBAHHOCTH YMEHUMH
U 3HAHUN B X0/le OCBOCHHUSA YUeOHOU TUCUMIIJINHBI

KoMmuiekT maTepua/ioB 1isi IPOBeAeHUsS KOHTPOJBHBIX padoT
3amaHus K KOHTPOJIbHOM paboTe




[IpencraBpTe cpaBHUTENbHYIO Xxapakrepuctuky EI'CH, TI'CHAOY, Tunosoi
WHCTPYKLMH 10 JAETONPOU3BOJCTBY B BUAE TaOJMIbI, 1€ OJKHbBI ObITh BBIJICICHb
cienyromnye rpadbl: NPeaNOChUIKY CO3/1aHUs JOKYMEHTOB, BpEMsI UX pa3pabOTKH, rojl
W3JIaHus, CTPYKTYypa (OCHOBHBIE pa3ienbl)?

2 | IlpeacraBpTe cpaBHHUTENBbHYIO xapakTepuctuky EI'CH, I'CHOY, Tunosoi
WHCTPYKIIMHM TI0 JICJIONPOM3BOJCTBY B BHIC TAOGJMIbI, TJC JOJDKHBI OBITH
BBIJICJICHBI CIICAYIOIIHE Tpadbl: BpeMs WX pa3paOOTKH, TOJ W3TaHUs, CTPYKTypa
(OCHOBHBIC pa3/Ieibl), MPAKTHYECKAs 3HAYMMOCTh OT/ICIBHBIX MOJIOKCHHUIA B
HacTosiee Bpems?

3 | [IpencraBpTe cpaBHUTENbHYIO xapakrepuctuky EI'CJ, T'CJOY, Twumosoii
WHCTPYKIIMKM TI0 JICJONPOM3BOJACTBY B BHJE TAOJHMUBI, TJC JOJDKHBI OBITH
BBIJICTICHBI ClieayIontue rpadbl: BpeMs uX pa3pabOTKH, TOJl M3JaHHS, CTPYKTypa
(OCHOBHBIE pa3Jieibl), MpejyIaraeMasi CucteMa paboThl C TOKyMEHTaMu?

4 | Kakyto 1ienb npecieayer Kaxapid u3 HopMatuBHbIX qokymeHToB: EI'CJI, 'COYVY,
TunoBas wmHCTpyKIMsA? Kak »3To ompeaenseTr XapakTep JTOKYMEHTa, €ro
NPAKTUIECKOE UCTIOJIb30BaHKE?

5 [UYro mnoHmmaercs mon yHH(UKAIMEH | cTaHnapTu3anmer nokymenra?  Kaxk
COOTHOCSITCS JAHHBIC TTOHSITHS?

6 | Ha3oBute ocHOBHBIC 3TaIbl Pa0OTHI C JOKYMEHTAMH, KOTOPBIC BBIICISIOTCS B
EI'CH, TCAOY. Odbopmute 3TH CBEJCHUS B BUIC CXEMBI.

7 | OxapakTepusyiiTe TpEAIOKEHHBI PEKBU3UT (HA30BUTE €ro, YKAKUTE €ro
pacrosiokeHue u (QyHKITHIO):

Om3b16 Ha npoeKm uHCMPYKYUU Ha 2 J1. 8 3 IK3.

8 | OxapakTepusyiiTe TpEAIOKEHHBI PEKBU3UT (HA30BUTE €ro, YKAKUTE €ro
pacrosiokeHue u (GyHKITHIO):

Omnpasums paxc o coznacuu 0o 04.02.2005
Cepzeee 02.02.2005

9 | OxapakTepusyiiTe TpEATIOKESHHBI PEKBU3UT (HA30BUTE €ro, YKAKUTE €ro
pacmosiokeHrue U PyHKIIHUIO):
K

10 | OxapakTepusyiiTe TNpEATIOKEHHBIH PEKBU3UT (HA30BUTE €r0, YKAKUTE €ro
pacmoiiokeHre U (PyHKIIHUIO):
éx. Ne 000

11| OxapakTepusyiiTe TNpEIIOKEHHBIA PEKBU3HT (HA30BUTE €r0, YKAKUTE €ro
pacmosiokeHre U (PyHKIIHUIO):
yi. Komcomonsckas, Pyouoesck, 658200; Ten. 2-33-44

12 | OxapakTepusyiite TNpeIIOKEHHBIH PEKBU3UT (HA30BUTE €ro, YKAKUTE €ro
pacronokeHue u (PyHKITHIO):

O cemunape «Cospemennstii opucy

13 | OxapakTepusyiiTe TNpeIIOKEHHBIH PEKBU3UT (HA30BUTE €ro, YKAKUTE €ro

pacronokeHue u (PyHKITHIO):
JAupexrop Iloonuce
14 | OxapakTepusyiiTe TMpEIIOKCHHBIH PEKBU3UT (HA30BUTE €ro, YKaXUTE €ro

pacmoioKeHre U (PyHKITHIO):

Bepno UncnekTop otaesa kaapos IToonucs 07.06.2010



https://pandia.ru/text/category/standartizatciya/

15

OxapakTepuszyiTe NPEeAIOKCHHBI PEKBU3UT (HA30BUTE €ro, YKaXHTE €ro
pacroyio’keHue u (QyHKIIUIO):
3ameuaHus NpUJIaraTcs HAYAJTBHHUK IOPUIHYECKOT0
ornena Iloonucs25.06.2010

16

OxapakTepuszyiTe NPEATIOKCHHBI PEKBU3UT (HA30BUTE €ro, YKaXHUTE €ro
pacrosiokeHue u (QyHKIIHIO):

YTBEPXIAIO

Aupexrop ¢padpuku «3aps»

noonuco

03.06.2010

17

UcnpaBbTe ommbku B 0pOpMIIEHUN PEKBU3UTOB:

a). 1.11.10 rona

0).rop. C-IlerepOypr, Poccus, ynuua C.-lllenpuna, 1.35-2, opuc 7;
B). 3anCTPONMOHTAXK

18

Ucnpasbre omnbku B 0(hOpMIEHUU PEKBU3UTOB:
a).MMpo HEOOXOAUMOCTh YBOJIUTH MBalkeBuua;

0). I'en. qupexTtop «Teprium»
B). Bepno: 22.12.2010

19

HcnpaBbTe onmmodku B 0popMIICHUN PEKBU3UTOB:
a). I'pszaoBeiM 2 nekadps 2009 rona

6). mapt 2010 roga
B). [Ipomry moaroroButh NpoekT aorosopa ¢ k 05.05.10r.

20

HcnpaBpTe ommOKky B 0hOPMIICHUN PEKBU3UTOB:

a).reH. qupekTop Iloonucw

0). O mpurnameHuy Ha BEICTABKY HOBBIX TEXHOJIOTUH, KOTOpasi COCTOUTCS
20.09.2010

B). CornmacoBano 12.04.10

Ct. Menemxep Iloonuce

21| Wcnpasbre omuOKU B 0QOPMICHHN PEKBU3UTOB:
a). 09.18.10r.
0).rop. C-IletepOypr.
B). JlupekTtop
HOJIITUCH
yrBepxkaaro 03.06.10
22 | UcnpaBbTe ommOKU B 0QOPMIICHUN PEKBU3HUTOB:
a).
r. Hmwk. Hosropon, 115209
0). Hupexropy dbupmsl «PocaedTh»
ot riaBOyxa YmkoBa
B). O0IIECTBO ¢ OrpaHUYCHHON OTBETCTBEHHOCTRIO «KomeTay
23| Ucxons w3 TMPEUIOKEHHONH CHUTYallMM ONpPEACIIUTEe COOTBETCTBYIOIIUN BH]T
JOKyMEHTa (-0B), OXapaKTePU3yHTEe HX:
a).yCTpONCTBO Ha paboTy B KOMMEpUECKYI0 hupmy;
0).npenocTaBieHrne nHGOPMAIHH;
B).IIPEJIOCTABJICHUE TMpaBa JPYroMy YEJIOBEKY BBIIIOJHATH  OIpPEACICHHBIC
JICHCTBUSI.
24| Ucxonss W3 TPEUIOKEHHOW CHUTYyalldd ONPENEIUTEe COOTBETCTBYIOMIMA BHUJT

10



https://pandia.ru/text/category/2_dekabrya/
https://pandia.ru/text/category/mart_2010_g_/
https://pandia.ru/text/category/proekti_dogovorov/
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JIOKyMeHTa (-0B), OXapaKTepu3ynTe ux:
a).yCTaHOBJICHHE KOMHCCHEN OOCTOSITENICTB aBapHH;
0).3anmuch 3aCeAAHNsI COBETA MPABJICHMUS;

B). OObsicCHEHNE 00CTOATENBCTB IPOUCILIECTBHUS.

25

HUcxons w3 TOpeioKeHHOM CUTyallMd ONPEACIIUTE COOTBETCTBYIOIIUMN BHJY
JTOKyMeHTa (-0B), OXapaKTePU3yHTe HX:

a). KOJUIETHAIbHOE OOCYXACHHUE U MPUHATUE PEILICHUN

0).mpenocrasieHue nHdopmaluu o cede mpu npruemMe Ha padboTy;

B). [IpenocTaBnenre pykoBoAUTEINO HH(DOPMALIUK, TTOSCHSIONIEH MPOUCIIIECTBHE.

26

HUcxons w3 mpenoKEeHHOM CUTyallMd OIPEIEIUTe COOTBETCTBYIOIIMNA BHJ
JOKyMeHTa (-OB), OXapaKTepU3yHTe HX:

a).3aceanue Kadeapbl pyCCKOTrO sI3bIKa U TUTEPATYPhI

0).pa3bsiCHEHUE TyHKTOB MMOCTAHOBJICHUS

B). OnepaTuBHOE M3BelleHre GuiIrana KOMIIAHUU O IIPUEe3Jie AeIeraluu

27

Ucxons w3 mNpeaioKeHHONM CHUTyallMd OINPENEUTe COOTBETCTBYIOIIUN BH]
JTOKyMEHTa (-0B), OXapaKTepU3yHTe HX:

a).MPEIOCTABIICHUE BBIIIECTOSIICH WHCTAHIIMU HHPOpMaMK O KaKOU-TMOO
CUTYyallu

0).nmpenoctaBiaeHue HHPOPMAILIUK O 3aCETaHUH KOJIJIETHATIBLHOTO OpraHa
B).MIPEAOCTABJICHUE OMKMCAHUS JISJTOBBIX M MOPAIHHBIX KaUECTB UEJIOBEKA

28

Ucxonst w3 TpeasiokeHHOM CUTyallud OMPEAETUTe COOTBETCTBYIOIIMN BUJ
JIOKyMeHTa (-0B), OXapaKTepU3yiHTe UX:

a). CouckaHue JOJKHOCTH HayallbHUKA OTAeNa

0).nmproOpeTeHre ToBapa, CPOK rOAHOCTH KOTOPOTO UCTEK I'oJl Ha3aa

B). O0cyXx/1eHrne U MPUHATHE pEUIeHUI O MPEeAOCTaBICHUM pPa3pelIeHUu Ha
UTNIOTEKY MAJIOUMYITUM.

29

Hcxonst w3 TpemaioKEHHOM CUTyallud OMPEASTUTe COOTBETCTBYIOIIMN BU
JIOKyMEHTa (-0B), OXapaKTepU3yHTe HX:

a).yCTpOMCTBO Ha pabOTy B KOMMEPYECKYIO (QUPMY;

0).nmpeaocTaBiieHIe HHPOPMAIIMH O 3aCeAaHUH KOJIJIETHAIBHOTO OpraHa
B).IIPEJOCTABJICHUE BBIICCTOSANICH HWHCTAHIMK HWHPOPMAIIMH O KaKOH-JIH00
CUTYyaIluu

30

Hcxonst W3 TpemaIoKEHHOM CHUTYallud OMPEISTUTE COOTBETCTBYIOIIMN BH
JOKyMeHTa (-0B), OXapaKTepU3yHTe HX:

a).IIPEIOCTABIICHUE BBIIIECTOSIIEH WHCTAHIIMM HHPOpMAaMK O KaKOH-THOO
CUTyaIuu

0).1mpenocTaBiIeHIe HHPOPMAIIMH O 3aCEAaHIH KOJIJICTHAIBHOTO OpraHa
B).IIpeAoCcTaBiIeHUE HH(popMaluu o cebe mpu npuemMe Ha paboTy

31

HckimrounTe HEBEpHBIN BapHaHT (B KaKIOM ITyHKTE) 1 000CHYHTE BaIll BEIOOD:
a).IpUKa3, pellieHNue, yKa3aHue, MHCTPYKIIMS, paclopsiKEeHUE

0).HaMMEHOBaHUE OpPraHU3AI[MN, HOMEHKIIATypa Jell, apecar, MOAINUCH, 1aTa
B).TJI. OyXTanTep, CT. TEXHUK, 3aB. Kadeapoi, Hau. MPOU3BOJICTBA, 3aM. JUPEKTOPA

32

HckimtounTe HEBEpHBIN BapHaHT (B KaXKIOM IYHKTE) U 000CHYHTE BaIll BHIOOD:
a).HAaUMECHOBAaHWE OpTraHM3allMi, MECTO W3/aHus, CIPaBOYHbIC JTaHHBIE 00
OpraHu3aluu, aapecar

0).,, pupma «Toppo»

B).NOJIO’KEHUE, NPUKA3, IITATHOE pACIHCAaHUE, UHCTPYKLHUS

11
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33

UcknrounTe HEBEpHBIM BapuaHT (B KaXXIOM ITYHKTE) U 000CHYHTE Balll BRIOOD:
a).pelieHue, MpuKas, yKkazaHue, OCTAHOBJICHUE, aKT

0).aKT COCTaBJISIETCA B Clydae: PeBU3HH, JIUKBUIAIMY NPEIIPUATHUS, IPUEMA
00BEKTOB, 3ace/laHusl WIEHOB KOMUCCHH, YHUUTOXKEHUS JEIT

B). , kosna Ne28, KpacHosipckuii 3aBoj] 311eKTpoodopyroBanusi, PocToBckuit
rOCYJaPCTBEHHBIN TEXHUYECKUI YHUBEPCHUTET

34

WckimtounTe HEBEpHBIN BapHaHT (B KayKIOM IIYHKTE) U 000CHYHTE Ball BHIOOP:
a).MpreM KOHBEPTOB, MTPOBEPKA MPABUIBLHOCTH aIPECOBAHUSI, BCKPHITHE KOHBEPTOB
Y TIPOBEPKA BIIOKCHUH, MPEIBAPUTEILHOE PACCMOTPEHUE (COPTUPOBKA, pa3METKA),
COCTaBJICHHE TMPOEKTAa HCXOJAIIET0 JOKYMEHTa, pPAacCMOTPEHHE JIOKYMEHTOB
PYKOBOIUTENEM (PE30JTFOIHS)

0).MMCbMO-TIPOCHOA, MUCHMO-TIPUKA3, MUCHMO-TIPUTIIANIEHNE, TUCHMO-PEKIaMaIus
B).HAaMMEHOBAHUE OpPraHU3aI1H, 3aT0JI0BOK, PE30JIIOIHS, OTMETKA O HAJTUYUU
MPUJIOKEHNMN, afpecar

35

NckmrounTe HEBEpHBIN BapHaHT (B KaXJIOM TyHKTE) 1 000CHYWTE Balll BEIOOD:
a).MMCHbMO, TEJIETPaMM, aKT, CIIpaBKa, MPOTOKOJ, IPUKa3, YCTaB

0). 09.12.05, 15.X.05, 10.09.2005, 7 suBaps 2005, 25-05.2005

B). OO0  yBOJbHEHHM, O  TOPEJIOCTABICHUM  HMHQOpPMAIMU,  NPOBEJCHHE
peBu3uu, o011ero coOpaHus aKIMOHEPOB

36

UckimounTe HEBEpHBIN BapHaHT (B KaXKJIOM MyHKTE) 1 000CHYWTE Balll BEIOOD:
a).mpodeccop, TUPEKTOp, 3aM. TUPEKTOpa, rydbepHaTOP

0).pe3omonus, rpud coriacoBaHus, 1aTa, IPOTOKOJI, aJpecar, MOAINUCH

B). [locTaHoBeHKE, pacIOpsDKEHUE, TOKJIaHAsl 3alKCKa, PellIeHUe

37

[loaroroBbTe TPOAONBHBIM ONaHK [ oOpraHu3anuu. Bce HeoOXxoaumble
PEKBHU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

CocTaBbTe TEKCT JEJIOBOT0 MUChMa B MPEITI0KEHHON CUTYyalluu, ONIPEACIIUTE €ro
XKAHPOBYIO Pa3HOBUJIHOCTH:

Buvl 6 danmnwiii Momenm ne modiceme pacniamumuscs 3a NOCMABILEHHYIO 8AM
napmuio mosaapa.

3aperucTpupyiTe TaHHBIM JOKYMEHT, IOCTaBbTE HA HEM BCE CITY>)KEOHBIE OTMETKH.

38

[loaroroBbTe TPOAOIBHBIMN ONaHK [ oOpraHu3anuu. Bce HeoOXoauMmeble
PEKBU3HUTHI YKAKUTE CAMOCTOSITENBHO.

CocraBbTe TEKCT JI€JI0OBOT0 MUChMa B MPEAJIOKEHHON CUTYyallH, ONPEIEIUTE €ro
KAHPOBYIO Pa3HOBUIHOCTb:

Bul nedosonwbHbl Kauecmeom mosapa u mpebdyeme pacmopeHyms COeIKy.
3aperucTpupyiTe NaHHBIM JOKYMEHT, TOCTaBbTE HA HEM BCE CITY)KEOHBIE OTMETKH.

39

[ToaroroBbTe ONMaHK ISl OPraHU3AIMU C YTJIOBBIM PACIOJOKEHHUEM PEKBU3UTOB.
Bce HeoOxonuMble peKBU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

CocTaBbTe TEKCT JEJIOBOTO MHChMa B MPEUIOKEHHONW CUTYAIlUU, OMpPENCTUTE €ro
KAHPOBYIO PAa3HOBUIHOCTH:

Bawa ¢upma 10 oOexabps npucymcmeosanra Ha npezeHmayuu KOMNbIOMEPHLIX
paspabomok xomnanuu «bITAy». Ha obwem 3acedanuu npueiaueHHvIX U
pykogooumens «bIOTA» eaweli komnanueli Ovlia OOCMUSHYMA 002080PEHHOCHb O
compyonudyecmee. Bam nopyueno manucamv nucomo, 6 KOMOPOM HE0OX00UMO
noomeepoums O00CMUSHYMYIO 002080PEHHOCHb U 00CYOUmMb YCl08Us NOCMABKU,
npuUIodcU8 OIAHK 3aKasd.

3aperucTpupyiTe NaHHBIM JOKYMEHT, IOCTaBhTE HA HEM BCE CITY)KEOHBIE OTMETKH.
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40

[ToaroroBbTe ONAHK JJIsi OpraHU3AlMU C YIJIOBBIM PACHOJIOKCHUEM PEKBH3UTOB.
Bce HeoOXxomMMble PEKBU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

CocTaBbTe TEKCT JICTOBOTO MUCHhMa B MIPEIOKEHHOM CUTYaIlNH, OMPEIEIIUTE €TO
’KAHPOBYIO Pa3HOBHIHOCTE:

Bawa gupma 6 céasu c npubaudsxcenuem H080200HUX NPAZOHUKOE CHUSUNLA
pacyenku Ha nymesku 8 Ecunem.

3apeructTpupyinTe JaHHBIM TOKYMEHT, TOCTABbTE HAa HEM BCE CIIYKEOHBIC OTMETKH.

41

[ToaroroBbTe ONMAHK A7 OPraHU3AIMUA C YTJIOBBIM PACIOIOKEHHEM PEKBHU3UTOB.
Bce HeoOxoaumbie peKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

CocraBpTe TEKCT 1€JI0BOT0 NUCHhMA B IIPEAJIOKEHHON CUTYAIlMH, ONPEIEIUTE €ro
YKaHPOBYIO PA3HOBUHOCTb:

B nucome, npucnannom Bam, omcymcmeyem kamanoz moeapos, YKA3aHHbll 6
NPUNOIHCEHUU.

3aperucTpupyinTe JaHHBIN TOKYMEHT, TOCTAaBbTE HA HEM BCE CIIYKEOHBIC OTMETKH.

42

[ToaroroBbre ONaHK Al OpraHU3alMU C YIJIOBBIM PacHoOJIOKEHUEM PEKBHU3UTOB.
Bce HeoOxoauMble peKBU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

CocraBpTe TEKCT J1€JI0BOT0 NMChMa B MIPEAJIOKEHHON CUTYAIMH, ONPEIEIUTE €ro
YKaHPOBYIO Pa3HOBUIHOCTb:

Bawa xomnanus navunaem vinyck H08020 000PYO008aAHUSL U ULEN UHBECTNODOS.
3aperucTpupyiTe TaHHBIM JOKYMEHT, IOCTaBbTE HA HEM BCE CIIy)KEOHbIE OTMETKHU.

43

[ToaroroBbTe ONMAHK A7 OPraHM3AIMUA C YTJIOBBIM PACIOIOKEHHEM PEKBH3UTOB.
Bce HeoOxoauMble peKBU3UTHI YKAXKUTE CAMOCTOSATEIBHO.

CocTaBuTh ¥ 0)OPMUTH FAPAHTUHHOE MUCHMO JIFO00TO COAECPIKAHUSI.
3aperucTpupyiTe JaHHbIA JOKYMEHT, IOCTaBbTE HA HEM BCE CITY>KEOHbIE OTMETKH.

44

COSZ[aTI) IIpUKa3 Ojist KOMMEPYECKOW opranu3auuu. Bce HCO6XOI[I/IMI>IC PCKBU3UTHI
YKAKUTC CAMOCTOATCIIBHO.

45

C03,Z[aTI> PaCIIOPAKCHUC OJIA KOMMCp‘ICCKOfI OpraHu3anuu. Bce HCO6XOI[I/IMBIC
PCKBU3UTHI YKAKUTC CAMOCTOATCIIBHO.

46

Co3nath ykazaHue Jisl OpraHa rocyJIapcTBEHHOTO yiipaBiieHus. Bece HeoOxoaumbie
PEKBU3HUTHI YKAKUTE CAMOCTOSITEIHHO.

47

C03,Z[aTI> BBIIMCKY W3 IIpuKasza. Bce H606XOI[I/IMBIC PCKBU3HUTBI  YKAXUTC
CaMOCTOATCIIBHO.

48

COB,Z[aTB dKTa YHHUYTOKCHUA JOKYMCHTOB. Bce HCO6XOI[I/IMBIC PCKBU3HUTHI YKAXKUTC
CaMOCTOATCIIBHO.

49

Co3math MpOTOKOJI 001IIero cobpaHus KoJIIeKTHBa. Bece HeoOXoUMble PEKBU3HUTHI
YKQKUTE CaMOCTOSTEIILHO

50

CoznaTh crpaBKy o 3apabOTHOU I1aTe paboTHUKA. Bce HEOOXOoauMbIe PEKBU3UTHI
YK@KUTE CAMOCTOSITEIILHO

o1

Coznatbs nportokona CoBera TUPEKTOPOB KOMMEpPYECKOIro mnpeanpustus. Bee
HEOOXOMMBIE PEKBU3UTHI YKAKUTE CAMOCTOSTEIILHO

52

B 6p11a mpousBeaeHa mpoBepka (PMHAHCOBO-XO3SHCTBEHHOU NIEATEIHHOCTH, B XOJIE
KOTOPOM BBISBJIEHO, YTO Ha NPEANPUATHM HE BEIETCS JKYpHAJl ydeTa BbLIAYu
JIOBEPEHHOCTEN U OTCYTCTBYET OTYETHOCTH MO KOMaHAupoBKaMm. CocTaBpTe
COOTBETCTBYIOIHN ITPUKA3.

53

CocrtaBbTe MpUKa3 MO OCHOBHOM JIEATENBHOCTH O rpaduke paboThl B pa3IHUYHBIC
OHU (HA4aJIbHUK OXpaHbl JOJKEH OIedaTaTh MPOU3BOJCTBEHHBIE IMOMEIICHHS U
o0ecreuuTh OXpaHy; AUPEKTOP IO MEPCOHANY J0JDKEH 00eCnednTh AeKYpPCTBO Ha
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TeneQoHe TIAaBHOTO oduca JUid ONEPATUBHOIO PEUIEHUS BOIPOCOB; [JIABHBIN
OyXrajaTep JOJKEH OIJIATUTh JEXKYPCTBO B IBOMHOM pa3Mepe.

54

CocTtaBbTe MpHKa3 O NOJAIOTOBKE K €XEroJHOMY CEMHUHApy (JUPEKTOp IO
MapKETUHTY JOJKEH IPEJCTaBUTh TE3MCHI JIOKIAJ0B CIIEHNATNCTOB-MAPKETOIOIOB
Mo 3apyOeKHOMY pBIHKY; CEKpeTapb IEHEpaJbHOTO JIUPEKTOpa JOJKEH
MOATOTOBUTH IUJIAH OPraHM3AL[MOHHBIX MEPONPUATUN MO MPOBEACHUIO CEMHUHApa;
TJIaBHBIM OyXrajiarep JOJKEH COCTaBUTh CMETY PacXoJI0B MO OpraHU3aluu paboThI
CEKLUHU U MPOBEICHUIO 3aKJIIOUYUTENBHOIO OaHKETA.

55

CocTtaBbTe BHIHCKY U3 MPHUKa3a, aJpecOBaHHYIO , KOTOpoMy B cpok a0 04.06.2007
HY)KHO CO3/IaTh KOMUCCHIO JUIsl BRSICHCHUSI IPHYHMH YTEUKH ra3a u3 kopiyca No5.

56

CocTtaBbTe MpHKa3 O MEPEBOJIE COTPYAHUKA B OTJIEN PEATU3AINH C JODKHOCTH
MEHEeDKEpa Ha JOJKHOCTh CTAapIIero MeHemkepa (B cBo0oaHou hopme).

S7

CocTaBbTe MpuUKa3 MO JUYHOMY COCTaBY O MPHUHATUU Ha pabory 3axapoBa Orera
[TaBnoBMYa HaYaJIbHUKOM IOPUAMYECKOTO OTAENAa IO TPYJIOBOMY JIOTOBODPY; O
nepeBoe ['ynseBoii Hunbl BacuinbeBHBI ¢ JOJKHOCTH CEKpETApsA-MAIIMHUCTKA HA
JOJKHOCTh HayalbHUKA KaHIensapuu; o0 yBonbHeHnn KosnoBa Anatonus Jlykuya,
CTOpO’Ka, MO0 COOCTBEHHOMY >KEJIAaHUIO B CBSI3M C BBIXOJIOM Ha IMEHCHUIO. (B
cBOOOTHOM hopme).

58

CocraBpTe COOTBETCTBYIOIIMI PACHOPSAUTENbHBIA JOKYMEHT, ONUpasCh Ha
IPEII0KEHHY0 CUTYaIUIO:

l'ocynapcrBennsiii  komuter  Poccuiickon  ®Pepepauuu 1O YHPABICHUIO
o0Opa3oBaHuEM HU37al,,,,, O Pa3pabOTKe AOJKHOCTHOM MHCTPYKIHHU B CPOK 10
09.05.2007. KoHTpob 32 UCTIOTHEHUEM,,,,, OBLTT BO3JIOKEH Ha

59

CocTaBbTe€ COOTBETCTBYIOIIMA PACIOPSAUTEIBHBIA JOKYMEHT, OINHUPAasCh Ha
IPEUIOKEHHY IO CUTYAIHIO:

Hupextop -Typ» m3man ... 00 opraHu3alid CEMEHHBIX TypoB mo Poccum u 3a
pyoexxom B cpok g0 21.06.2007. IloaroToBuUTh HEOOXOIWMBIE JTOKYMEHTHI
MOPYYCHO CTapIIeMy MEHEIDKEPY

60

CocTaBbT€ COOTBETCTBYIOIIUH PACIOPSIUTEIBHBIA JTOKYMEHT, ONUpasCch Ha
NPEUIOKEHHY IO CUTYAIIHIO:
CoBeT TUpPEKTOpOB M3Aald ... 00 0ObearMHEeHUN opraHu3anuii «Crnexktp» u «JIyu» B
cpok mo 03.07.2005. KoHTposp 3a HCIOJHEHHWEM .... DBBUT BO3JIOKEH Ha
TCHEePAILHOTO JUPEKTOPA .

61

CocraBbTe COOTB@TCTBYIOH.IHIZ paCHOPSIIIHTCHBHBIfI JOKYMCHT, OIIMpasChb Ha
IMPCIVIOKCHHYIO CUTYAallHIO:

I'maBHBIM HHXXCHCP OTACIIa CHaOKEHHUS usganl .... O mocTtaBke JIONOJTHUTEIbHOM
INapTH NHJIOMATCPHAJIOB.

62

CocraBbTe B BHUAC CXCMbI TCXHOJOTHMYCCKYIO LI CIIOYKY pa6OTBI C INCBbMOM
HaIIpaBJICHHBIM N3 BBII_HGCTOSIH_IGI‘/’I OpraHu3anyvu.

63

CocTaBbTe B BUJIE CXEMBI TEXHOJOTHYECKYIO IEMOUYKY PabOThl ¢ UCXOISAIINM
JIOKYMEHTOM.

64

CocTraBbTe B BUJE CXEMbI TEXHOJIOTHYECKYIO IIETIOUKY pabOThI C TIPHKA30M I10
OCHOBHOU JesITENbHOCTHU.

65

CocTaBbTe B BUJIE CXEMbI TEXHOJIOTHYECKYIO [IEMOYKY pa0OThI C PACIOPSIKEHUEM.

66

CocTaBbTe B BUJIE CXEMBI TEXHOJOTHYECKYIO LIEMOYKY paOOThI C TPOTOKOJIOM.

14



https://pandia.ru/text/category/glavnij_buhgalter/
https://pandia.ru/text/category/glavnij_buhgalter/
https://pandia.ru/text/category/generalmznij_direktor/
https://pandia.ru/text/category/trudovie_dogovora/
https://pandia.ru/text/category/dolzhnostnie_instruktcii/
https://pandia.ru/text/category/pilomateriali/

67 | CocTraBpTe B BUAE CXEMBI TEXHOJIOTHUECKYIO IIETTOYKY PaOOTHI C TOKIATHON
3aIMCKOM B BBIMIECTOSAITYIO OPTraHU3AIHIO.

68 [ CocTaBbTe B BHJIE CXEMBI TEXHOJIOTMYECKYIO LENOYKY pabOThI C MOJIYYCHHBIMU
MACbMaMU I'PAKJIAH.

69 [ CocTaBbTe B BHJIE CXEMbI TEXHOJIOTHYECKYIO IEMOYKY PaOOTHI C BXOISIINM
JOKYMEHTOM.

Kpurtepuu onieHKH KOHTPOJIbHOM PadoThI

«OTAMYHOY» CTaBUTCA 3a PadOTY, BBHITIOTHEHHYIO TIOJTHOCTHIO 0€3 OIMOO0K U HETOYETOB.
O1eHKa «XOPOIII0» CTABUTCA 32 PadOTY, BHIMOIHEHHYIO TIOTHOCTHIO, HO MTPH HAJTMYWHU B
Hel He Oosiee oAHON Herpy0oil OIMOKY U OJJHOTO HEJloueTa, He Oosiee IBYX HEJOUETOB.
O1ieHKa «yTOBIIETBOPUTENBHO» CTABUTCSI, €CJIM CTYACHT MPABWIHLHO BHITIOTHHUI HE MEHEe
2/3 Bceli pabOTHI WK AOMYCTHI HEe Oojiee OJHOM IpyOoi OMMOKK U IBYX HEJO0YETOB, HE
Oomnee oHOM TPyOOH 1 OJHOM HErpyOOi OTUOKH

«HeynoBneTBopHUTEIHHO» CTABUTCS, €CIIH MTPABHIIHLHO BEITIOITHEHO MEHee 2/3 Bceit
paboThl

MeTtoauyeckue peKOMeHIAIIMHU 10 BHITIOJTHEHUIO KOHTPOJILHOMH PadoThl
1. Obwue nonooicenus

B cooTBeTcTBUM ¢ y4eOHBIM IIJIAHOM CTYACHTHI OYHOT'O OT/CJCHHUS BBIMOIHSIIOT
MMCbMEHHYI0 KOHTPOJIbHYIO pa0doOTy MO AMCIHIUIMHE «JIOKYMEHTAIlMOHHOE 00CCIICUCHHE
YIIPABJICHUSD, C MOCIEAYIOLIEN €€ 3alUTOMN.

KouTtponpHass pabota sBiSeTCS OJHUM U3 BHJIOB CaMOCTOSITENbHOW pabOTHI
CTYJIEHTOB.

Lenpro HamucaHusi KOHTPOJbHOM paOOThI SIBISETCA 3aKpeIUIeHHE U IMpOBEpKa
3HAHUN, MOJYYEHHBIX CTYJIEHTAMHU B MPOIECCE CaMOCTOSATEIbHOTO M3Y4YeHHsS! Y4eOHOTo
MmaTepuana.

BrlinonHeHne KOHTPOJILHOM paboThI MpecienyeT peluieHre CaeayoNINX 3a1a4:

§ yruyOsieHHe U 3aKpeIUICHUE 3HAHHI 110 TUCIUILTHHE;

8 oOydeHHe CTYJCHTOB MOI00PY JIUTEPATYPHBIX HCTOUYHHKOB,

8 00001IIcHIE U U3JT0KEHUE CAMOCTOSATEIILHO U3YUECHHOT'O MaTepHrala.
8§ mpakTHUYeCcKOe MPUMEHCHUE TTOJTyUYCHHBIX 3HAHUH

KouTponpHass paboTa BBINOJNHSETCS CTYJEHTAMH Ha OCHOBE H3yYEHHUS HMHU
ydeOHOro MaTepuaia | CHelualbHOW JuTepaTyphl. lIpexne, dem MNPHUCTYNUTh K
BBITIOJTHEHUIO KOHTPOJIBHOW paboThl, HEOOXOAMMO 03HAKOMUTHCS C COOTBETCTBYIOLIUMU
paszenaMu MporpamMMbl Kypca, mogo0paTh M M3y4UTh HE TOJBKO PEKOMEHIyeMYI0, HO
JIOTIOJIHUTENILHYIO JINTEPATYpPy, MPEUIOKEHHYIO B TEOPETUUECKOM YacTh Kypca.

KontponpHass pabGota BeImonHseTcs Ha 15-20 cTpaHmMIiax me4aTHOTO TEKCTa.
OdopmiisieTcss TUTYJIBHBIN JIUCT, YKa3bIBAETCS BOIIPOC M OTBET HA HETO, B KOHIIE PabOThI
JIaeTCsl CIIIUCOK UCTIOIh3yeMOW JTUTEPATYPHI.

2. Cmpykmypa u cooepaicarue KOHmpoabHOU pabomol

KonTtponsnass pabora mnpezacraBisier co0oil BbIoMHEHWE 9 MPaKTUYECKUX
3aJaHnN.

Opranu3anoHHO-pacoOpsIUTENbHAS JOKYMEHTAIUs 0(hOpPMIISETCS Ha OTACIbHOM
mucte ¢opmara A4 B Buae npuioxkeHus. [ mpaBuibHOTO  0hOpMIICHUS
OpTraHu3allMOHHO-PACIOPSAUTENbHON nokyMeHTarun ucnonssyiite OCT P 6.30-2003.

Cricoxk urepaTypbl 0OPMIISIETCS B COOTBETCTBUH CO CTaHIAPTOM.

Hcnonb3oBanHbie B paboTe IUTAThl, NPUMEPHI B 00S3aTEIILHOM TOPSIKE
COTIPOBOKIAIOTCS YKa3aHHEM Ha UCTOYHHUK, U3 KOTOPOTO OHH B3STHI.
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Konrponbnass paborta mnpencraBisieTcss Ha Kadeapy B YCTaHOBIICHHBIH CPOK,
pErucTpuUpyeTcss M IMepeiaeTcs NpernofaBaTeNio Uil MpoBepku. Eciaum B KOHTPOJIbHOM
paboTe caenaHbl 3aMeuyaHus, CTyACHT OOs3aH y4YecThb UX U, HE IepenuchiBas padorTy,
BHECTU HEOOXOUMBIE UCIPABIICHUS U IOTIOJTHEHUS.

KonTponrsHnas padora gpasiercs popmoii KOHTPOJI.

PaGota moxeT ObITh BO3BpalleHa CTYAEHTY JUIsl AOPaOOTKU MPU HAIMYUU OIIHOOK
WJIM MPY HETIOJTHOM OCBEIIEHUH MaTepuaa.

[Ipn BBINOJHEHUH KOHTPOJIBHOW pabOThl HEOOXOJUMO PYKOBOJCTBOBATHCS
CJIETYIOIIMMH TPEOOBaHUSIMU:

8§ KOHTpoJIbHAas paboTa JOJDKHA OBITh HaOpaHa Ha KOMITBIOTEpPE, CTPaHUIIBI CICIyeT
MIPOHYMEPOBATH;

8§ B KoHIE padOTBl ClEQyeT TMPHBECTH CIUCOK HCIONB3YEeMOH  JIUTEPaTypBHl,
0 OpMIIEHHBIN B COOTBETCTBUHU C TPEOOBAHUSIMHU.

Bri6op BapumaHTa KOHTPOJBHOM pabOThl OCYIIECTBISETCA MO HOMEPY 3a4EeTHOM
KHWKKH CTY/ICHTA.

KoMiulekT MaTepuaJsioB Ajs NPOBeeHHs TECTOBOI0 KOHTPOJIA
Tema 2. JlokymeHTHpPOBaHUE YIIPABJIeHYECKOIi esiTeJIbHOCTH (ceMUHAp-Oecena)
Tecr 1. [loaroroBsTE€ MUCHMEHHO OTBETHI IO CIIEIYIOLIUM BOIIPOCAM:

bnank 1715 muceM He COAECPKUT PEKBU3UT (BBIOOpP €IMHCTBEHHO
PaBUJIBHOTOOTBETA):

1) HaVMEHOBaHHE OpTaHU3allNY;

2) KOJI OpTaHU3allNH;

3) aMOIeMa OpraHu3aluy;

4) HauMEHOBaHHE BUA JOKYMEHTA.
OOmmit 671aHK U1 JOKyMEHTOB He COAEPKUT PEKBU3UT (BHIOOP €MHCTBEHHO
IPaBUIIBHOTO OTBETA):

1) HauMEHOBaHHE MPeIpPUsATHS;

2) CCBUIKA Ha MHJICKC U JIaTy BXOJSIIETO JOKYMEHTA;

3) rep6 P@;

4) KOJI OpTaHU3aIINH.
PexBusut "HaumenoBanue opranmsanuu’” o(QOpMISIIOT CIEIyIONMM 00pa3oM
(BBIOOp €IMHCTBEHHO MPABHIBLHOTO OTBETA):

1) TIOJTHOE HAMMEHOBaHHE OTACIBHOM CTPOKOH;

2) TIOJTHOC HAMEHOBAHUE U COKPAIIEHHOE HANMEHOBAHHE B OJTHY CTPOKY;

3) MOJTHOC HAaMMEHOBAHWE, a TOJ] HUM COKpAIleHHOE HAaWMEHOBAaHHE OTICIHHBIMH

CTPOKaMH;

4) COKpaIlleHHOe HAaNMEHOBAHUE, 10/l HUM IIOJIHOE HANMEHOBAHHE OTICIHHBIMH

CTPOKaMH.
JInst KakuX peKBU3UTOB Ha 00IIeM ONaHKe MPOCTaBISIFOTCS OTPaHUYUTEIbHBIC
YTOJIKH (BEIOOP BO3MOKHBIX MPABHIIBLHBIX OTBETOB):

1) ajpecar;

2) rpu¢ yTBEpKACHUS;

3) 3aroJIOBOK K TEKCTY;

4) OTMETKa O OCTYTUICHUH;
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5) JaTa J0KyMEHTa;

6) pETUCTPaMOHHBINA HOMED.
Tpacdapernsie yacTu KaKuX PEKBU3UTOB HAHOCITCS Ha OJNIAaHK JJIS TTHCEM
(BBIOOPBO3MOIKHBIX MTPABUIIBHBIX OTBETOB):

1) rpu¢ yTBEPKACHUS;

2) CCBUIKA Ha MHJICKC U JIaTy BXOJSIIETO TOKYMCHTA;
3) 3aroJIOBOK K TEKCTY;

4) OTMETKa O TIOCTYTUICHHH;

5) Jara TIOKYMCHTa,;

6) PETUCTPALIMOHHBIN HOMED.

Tecr 2.

B mempadu 0J151 CAMOCMOSIMEIbHOLL pa60mbz RUCbOMEHHO Omeembne HaA 60NPOCHI.

OTTHCK neyaTH npocTasisieTcs (BbIOOp €IMHCTBEHHO MPAaBUIILHOTO
oTBeTa):BapuaHThl 0TBETOB:

1) MEXy HAMMEHOBaHUEM JOJIKHOCTH M JIMYHOUN MOAMKUCHIO, XOPOIIIO YUTAJICS;
2) Ha JIIOOOM CBOOOJHOM MECTE;
3) MEXIY JIMYHON MOAMKUCHIO U pacIuPPOBKOM MOIMUCH, XOPOIIIO YUTAJICS;
4) HWKE PEKBU3HTA "MIOANMNCH".
Ecnu nokyMeHT UCTIOJIHEH, TO (BBIOOP €TMHCTBEHHO MPaBUILHOTO
oTBeTa): BapraHThl OTBETOB:
1) JOKYMEHT HaIpaBJIsIOT B 1SN0 U CJIAIOT B apXUB;
2) Ha JIOKyMEHTE CTaBST OTMETKY 00 €ro MCIOJIHEHUH W HANpaBIECHUU JOKYMEHTa B
b1 (S (O
3) B JIEBOM YacTH MEPBOTIO JIUCTA pacroiiaraercsi orMeTka "B aeno Ne'";
4) €ro YHUUTOXKAIOT.

PexBm3ut "OTMeTKa O TOCTyIUieHMH" pacnojaraercss (BbIOOp €IUHCTBEHHO
MPaBWJIBHOTO OTBETA):
BapuanTsl 0TBETOB:

1) B IIPABOM BEPXHEM YTIIy IIEPBOTO JIUCTA;

2) Ha 00OPOTHON CTOPOHE MEPBOTO JIUCTA;

3) B IIPABOI HIDKHEW YacTH MEPBOTO JIUCTA JOKYMEHTA;
4) B JICBOM BEPXHEM YTIIy.

B coctaB pexBu3zuta "[loanuce" BXoaAT (BBIOOP BO3MOYKHBIX ITPaBUIIbHBIX
0TBETOB):BapuaHThl OTBETOB:

1) HaMMEHOBAHUE JIOJDKHOCTH JIUIIA, TIOAIHCABIIETO JOKYMCHT;
2) JMYHAs TTOAIHUCH;

3) paciudpoBKa MOATUCH (MHUIHAIIBI, (haMUITHS);

4) JlaTa IOAIUCAHUS;

5) nevaTh MPearnpusITHs.

CornacoBanue JIOKyMeHTa OGOPMIISIOT BHU30M COTJIACOBAHUSA, KOTOpas
BKJIIOUaeT BceOs (BBIOOP BO3ZMOXKHBIX MPABUIIBHBIX OTBETOB):
BapuaHTsl 0TBETOB:

1) JOJHKHOCTh BUBHPYIOIIIETO;

2) JMYHYIO TOMHUCH BU3HPYIOIETO;

3) pacmupoBKy MOANUCH (MHULIHAIBI, (PaMUIHIO);
4) 7aTy BU3UPOBAHUS;

cinoBo «COI'JTACOBAHO».

17



Tema 3. Cucrema opraHu3anMOHHO-PACHOPSIAUTENbHON JOKYMEHTAIUN
Tectl. B mempaou ons camocmosmenbHol pabomsl RUCLMEHHO Omeembme HA
6onpochwl.

Pa3paboTka opraHu3allMOHHBIX TOKYMEHTOB B OpraHU3alUsaX U Ha
MPEeANPUATUSAX —3TO (BBIOOP €IMHCTBEHHO NMPAaBUIBLHOTO OTBETA):

1) 3T0 (opMajbHOE, TPATUIMOHHOE TPEOOBAHME, HE UMEIOUIEE MPAKTUYECKOTO

3HAYCHHUS,

2) 9TO HEOOXOAMMO MPH BOZHUKHOBEHUH KOH(IIMKTHBIX CHTYAIIHIA;

3) 9TO CO37aeT HOPMATHUBHYIO 0a3y JJIsl OpraHU3aIK TPYIOBBIX MPABOOTHOIICHHIA,

4) 9TO JIENIAeTCs A IOBBIIICHHUS MMPECTHKA OPTaHNU3AIINH.
OyHKINY U 33/1a4¥ OpTraHU3aIHA OTPAKAIOTCS B (BEIOOpP €AMHCTBEHHO
MPaBUJILHOIOOTBETA):

1) CIPaBOYHO-MH(OPMALIMOHHBIX JOKYMEHTAX;

2) OpTaHW3alMOHHBIX TIOKyMEHTaX;

3) pacmopsIIUTENbHBIX TOKYMEHTAX;

4) B JIOKyMEHTaX IO JUYHOMY COCTaBY.
YcroBust peopraHu3aiui U JTUKBUJAIIMA OPTaHU3AIMN OTOBAPHBAIOTCS
(BBIOOPETMHCTBEHHO MPABUIILHOTO OTBETA):

1) B YCTaBe OpraHu3allim;

2) B [lon0)eHnn 0 CTPYKTYPHOM TO/Ipa3AeICHIH;

3) B JIOJUKHOCTHOM MHCTPYKLUY;

4) B IIpaBUJIaX BHYTPEHHETO PACIIOpsIKa.
[lepeuenbp NOKHOCTEH OpraHu3alUMM OTpakaeTcs B (BBIOOD €IUHCTBEHHO
IPaBUIBHOI'O OTBETA):

1) IpaBUjIaX BHYTPEHHET O TPYIOBOIO pacHOpsIIKa;

2) yCTaBe OpraHu3alluy;

3) CTPYKTYpE U IUTATHON YUCIEHHOCTH;

4) JOJPKHOCTHOM MHCTPYKIIMH.
HopmaTuBHBIN JOKyMEHT, ONpeaeaomuil MOpsAI0K paboTsl ¢ JOKYMEHTaMuU
BOPraHU3aLUU — 3TO (BBIOOp €AMHCTBEHHO MPABHIIBHOTO OTBETA):

1) MHCTPYKIIMSI 110 AETIONPOU3BOJICTBY;

2) noJioxkeHue o ciyxoe JJ0OY;

3) peryiaMeHT paboThI;

4) JOJKHOCTHAS! HHCTPYKLUS ceKpeTaps-pedepeHra.
JIOJKHOCTHAs MHCTPYKLUS yTBEp)KIaeTcs (BbIOOP €IMHCTBEHHO
IPaBUILHOTOOTBETA):

1) 3aMEeCTHUTENEM JUPEKTOPa;

2) TTUPEKTOPOM;

3) IOPUCKOHCYJIbTOM;

4) TJIABHBIM OyXTaJITEPOM.
B cocTtaB peKkBH3UTOB OpPraHU3aIMOHHBIX TOKYMEHTOB He BXOJUT
CHENYOIUUPEKBUZUT

1) nara;

2) 3aBepUTENbHAs HA/IHCh;

3) HAaUMEHOBaHUE OpraHU3aIHH;

4) MOJIIHUCH.
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Tecr 2.

1.1. B mpukaze KOHCTATHPYIOIIAs YacTh OT PACIOPSAUTEIBHON OTIENSIETCS CIIOBOM
(BBIOOp €MHCTBEHHO MPAaBUJIBHOTO OTBETA):

1) "OBA3BIBAIO";

2) "TIPEJJIAT AIO";

3) "TIPUKA3BIBAIO";

4) "VKA3BIBAIO".
PexBHU3UT, KOTOPHII He TPEIYCMOTPEH Ha PACTIOPAAUTEIHHBIX JOKYMEHTAX
(BBIOOPETMHCTBEHHO MPABUIILHOTO OTBETA):

1) HAaUMEHOBaHUE OpTraHU3aIlHH;

2) nara;

3) rpUQ yTBEPIKICHMUS,

4) MOJIITHCh.
K pacnopsimuTenbHBIM JTOKyMEHTaM, H3/IaBaeMble Ha OCHOBE
€AMHOHAYAJUS,0THOCATCA (BBIOOP BO3MOKHBIX NMPABUIBHBIX OTBETOB):

1) pacropsHKeHus;

2) NPUKa3bl;

3) POTOKOJTHI;

4) UHCTPYKIIHH;

5) TIOJIOJKEHHSL.

6)

Tect 3 B mempaou ons camocmosmenvHol pabomsl RUCbMEHHO OHIGeHIbHEe HA
60NPOCHL.

1.1. JloxymeHTBI, cOCTaBlisieMble KOMUCCUEH, MOJMUCKHIBAIOTCS (BBIOOpP €IMHCTBEHHO
PaBWJIBHOTO OTBETA):

1) PYKOBOJUTENIEM OPraHU3aIUH;
2) npejceaaTeneM;
3) npeJceaaTeneM U YeHaMu KOMUCCHUU;
4) npeJiceaaTeNieM U CEKPETapeM.
AKXT OTHOCHUTCS (BBIOOp €IMHCTBEHHO MPaBUILHOTO OTBETA):
1) K OPTaHU3AIMOHHBIM JIOKyMEHTaM;
2) K pacropsIuTEIbHBIM IOKyMEHTaM;
3) K JJOKYMEHTaM T10 JTUYHOMY COCTaBY;
4) K CIIPaBOYHO-MH(GOPMAIIMOHHBIM JTOKYMEHTaM.

BHemHo0 TOKIaHYI0 3aMUCKY MOAMUCHIBACT (BBIOOP €MHCTBEHHO MPABUIBHOTO
OTBETA):

1) PYKOBOJIMTEb PEANPHUSTHS;

2) PYKOBOJIUTENb CTPYKTYPHOTO ITOApa3CICHHSI;
3) COCTaBUTEIb;

4) TJIaBHBIN OyXranrep.

Ecan akT nDOAroTOBIGH KOMHMCCHUEHM, TO B KaKOW IOCJEAOBATSIbHOCTH JIOJDKHBI
YKa3bIBaThCsl IOJPKHOCTHBIE JIMIIA (BO BBOJIHOM YacTH), yYaCTBYIOIIME B IIOJTOTOBKE aKTa
(BBIOOP €IMHCTBEHHO MPABUIBLHOTO OTBETA):

1) npeaceaTeslb KOMUCCUH, WIEHBI KOMHCCUM B IOPSIKE YOBIBaHMS CIlyKeOHOM
JIECTHMIIBI, CEKpETapb KOMHUCCHH;
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2) npejaceaaTellb KOMUCCHH, CEKPETapbh KOMUCCHH, YWIEHbI KOMUCCHH B aja()aBUTHOM
MOPSJIKE;

3) npeaceaaTellb KOMUCCUH, YJIE€Hbl KOMUCCHU B ali()aBUTHOM IOPSIJIKE;

4) MpeceaTellb U CEKpeTapb KOMUCCHH.

JIOKyMEHTHI, KOTOpble HMEIT pekBU3UT "Agnpecat" (BbIOOp BO3MOKHBIX
MPaBUJIbHBIX OTBETOB):

1) MPOTOKOJT;

2) CTIpaBKa;

3) aKT;

4) MpHKas;

5) JOKJIaHas 3aIkCKa.

K crpaBoyHO-MH(pOPMAIIMOHHBIM TOKYMEHTaM OTHOCATCS (BBIOOpP BO3MOMKHBIX
MPaBWIbHBIX OTBETOB):
1) JOJKHOCTHASI HHCTPYKITHS;

2) JIOKJIaIHAs 3aTTHCKa,

3) OOBSICHUTEIIbHAS 3AIIHCKA;

4) MPHUKA3 10 OCHOBHOM JICSITENbHOCTH;
5) CIpaBKa.

Tect 4. 1. Onpenenute NpaBUILHOCTD UM OMIMOOYHOCTH yTBEpKAeHUH. BriGepure
uu@dpy, COOTBETCTBYIOUIYIO MPAaBUJILHOMY BapUaHTy OTBETA:

Nudopmannonroe IHCBMO — JIEJIOBOE€ IHCBMO, B KOTOPOM ajpecary
COOOIIAIOTCS CBEJEHUS OPHITHATHHOTO XapaKTepa.

1) na

2) HET.

CompoBOAUTETBHOE TUCHMO UCITOIB3YETCS I OTIPABKH JOKYMEHTOB, HE
MMEIOIINX aJPECHOM JacTH.

1) na

2) HET.
C TOYKH 3peHHsI JOBEPHS K PEKIAMHOMY MTHCHMY, JIyYIlle, €CITH MHChMO
TOMTKCAHO JINIIOM HE HUKE PYKOBOJIHUTEINS OTAENA.

1) na

2) HET.
Llens OMchbMa-3ampoca —  [OJAy4YeHHe  HH(POpMAlud,  JOKYMEHTOB,
HHUIMAPOBAHUE JICHCTBHI, HEOOXOMMBIX OPraHU3aAIUH-aBTODY.

1)  na

2) HET.

[Tucpmo-u3Bemenne MoxeT odopmiateess HE Ha Onanke, ©METh pa3IuvHBIN
dbopmMar U 1BerT.

1) ma

2) HET.
PexoMennarenpbHOEe MUCBMO JOJDKHO COJIEPKATh ONKUCAHUE OTPULIATENBHBIX
CTOPOH O KaHJIUJIATE€ HA JIOJIKHOCTb.

1) ma

2) HET.
[TuceMo cocrosiiee U3 Tpex Wi 0oJiee CMBICIOBBIX YacTel, HA3hIBAIOT
MIPOCTBIM.

1)
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2) HET.
2. Beibepure 1udpy, COOTBETCTBYIOIIYIO IPAaBUIBHOMY BapHAHTY OTBETA:
[TuceMmo, 11eb KOTOPOTro MOOYIUTH aJipecara BhITOJHUTD B3SIThIC HA CeOs
00513aTeNIbCTBA WM MTPUHSTHIC TOTOBOPCHHOCTH HA3bIBACTCS:

1) MMChMO-HATIOMUHAHNUE;

2) MMUCHEMO-COOOIIECHUE;

3) MMMCHhMO-HU3BEIICHUE.
Kaxas Pa3HOBUIHOCTH JICJIOBOTO THChMa HayuMHAEeTCs cioBamu  «B
COOTBETCTBUH C MPEABAPUTEIBHON JOTOBOPEHHOCTHIO BhIChIIIaeM Bam...»?

1) WH(POPMAIIMOHHOE TTICHMO;

2) HCHMO-COOOIIICHHE;

3) COIPOBOUTEIHHOE MMUCHMO.

K kakoil pa3HOBHAHOCTH AEIOBOTO MUCbMa OTHOCUTCS TEKCT:
«ITpocum  mpemycMmoTperb  ydactue B cemuHape — «OpraHuzanus
JIeJIONPOU3BOJICTBA HA COBPEMEHHOM MPEANPUITHIY», TPOBOJAUMOIO 5 MapTa
2017 ropma, coTpyaHuka Hamed komnaHum — CBepTOKMHOWAHAHCTAaCUU
[TaByIOBHBL.
Omuary B cymme 10 000 py6uneii (6e3 HJC) rapantupyem. Hamm pekBU3UTHI
WHH/KITIIT 58302506289/682301001, p/c 40702810200000000121 8 I[TAO
«Co6epbank Poccum» x/c 30101809000000000408 BUK 044525408»:

1) rapaHTUIHOE THUCHMO;
2) HCHMO-TIOITBEPIKICHHE,;
3) IHUCHMO-TIPOCHOA.

Tema 4. Opranuzaunusi padoThl ¢ JOKYMEHTAMH B YUPEKIeHUH.

Tect 1. B mempaou ons camocmosmenvrol pabomvl RUCbMEHHO Omeemovme Ha
60NPOCHL.

Cnyx6a nokymeHTanmoHHoro obecrneuenus ympasienus (CIOY) B
IICHTPAJIbHBIXOPTaHaX YIIPaBJICHUS Ha3bIBacTCs (BHIOOP €IMHCTBEHHO
NPaBUIHLHOTO OTBETA):

1) yIpaBJiCHHE JCTaMHu;
2) KaHLICIISPYS;

3) o0ImMii OTHEN;

4) CeKpeTapuar.

JIOKyMeHTOOOOPOT — JABMXKCHUE JJOKYMEHTOB B OPTaHH3AIUH C MOMEHTA
UXCO3JIaHUS WIIN MOJYUYCHHUS J10:
1) mepenayn Ha UCTIOJTHEHHUE;
2) TOMIINBKH B JIEJIO;
3) 3aBepIlICHUS HCIIOJIHCHUS UM OTIIPABKHY;
4) mepenauu Ha apXUBHOE XPAHCHUE WITH YHHUYTOKCHUS.
Eciu tokyMeHT ucroliHeH, TO (BBIOOP €MHCTBEHHO MPaBUIILHOTO OTBETA):

1) JOKYMEHT HalpaBJIAIOT B JIEJ0 U CIAIOT B apXUB;

2) Ha JOKYMEHTE CTaBSIT OTMETKY 00 ero MCIOJHEHUHU U HANPAaBJICHUU JOKYMEHTA B
IeJ10;

3) B JIEBOI YaCTH MEPBOT0 JIUCTA PACIIOIAraeTcsl OTMETKA "B 1e710 Ne';

4) €r0 YHUUYTOXAIOT.
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Jlena ¢ MCHIOJTHEHHBIMU JOKYMEHTAMH IOCTOSHHOTO M BpeMeHHoro (cseime 10
JeT) CpOKa XpaHEHUs MOJUIekKaT Nepefadye U3 CTPYKTYpHOTO IOApA3/EICHUS B
apXuB OpraHu3aluu (Mpu €ro HaJIuyuu) (BbIOOp €IUHCTBEHHO IPABUIIBHOIO
OTBETA):

1) M0 UCTEUCHUH TPEX JIET;

2) M0 UCTCYCHUH JIBYX JICT;

3) 10 UCTEUYCHUH OJHOTO TO/1a;

4) MOCJIe OKOHYAHUS KAJICHIAPHOTO roJia.

Y cTaHOBHTE MTOCIEA0BATEILHOCTE STAIOB 00pPa0OTKH BXOISIIETO JOKYMEHTA!
__) mpeaBapuTenbHOE paCCMOTPEHHE;
__) mpuem u nepBUYHAsE 00paboTKa;
__) paccMOTpeHHE PYKOBOJUTEIEM | IIEpeiada Ha UCTIOHEHHE;
__) perucrparnus;
__) MCTIOJIHEHHUE JOKYMEHTA;
__) HampaBJIEHHE MCIIOJHEHHOTO JOKYMEHTa B JIEIIO.
Ucxoasiimuii JOKYMEHT TPOXOJUT CJICIYIONINE 3Tarbl 00paboTKU
(YCTaHOBMTBITOCIIEIOBATEILHOCTH OTBETOB):
__) cocTaBiieHHE TIPOEKTa;
__) obopmienue;
__) cornacoBaHue;
__) peructparus;
__) moamnucaHwue;
__) ormpaBka.

Tect 2. B mempaou ons camocmosmenvHou pabomvl RUCbMEHHO Omeemovme Ha
60NPOCHL.

dopmupoBaHUe Jena 3aKaHInBaeTcs (BbIOOp €IMHCTBEHHO MPAaBUIILHOTO OTBETA):

1) B TIpe/IeNIax KaJICHJapHOTO ro/ia (3a UCKIII0UYEHHUEM TIEPEeX 0 IIIUX Je);

2) P TIOCTHXKEHUH B JIeJie MAaKCUMAJIbHOTO 00beMa B JIUCTax, T.€. 10 250 aucToB;
3) 110 YCMOTPEHUIO OpTaHHU3aI1H;

4) IIPY OKOHYAHUHU PEIICHUS BOIPOCa, HE3aBUCUMO OT KaJICHIAPHBIX CPOKOB.

B omHOM TOME mena MOKeT ObITh MaKCUMAaJIbHO (BBIOOp €TMHCTBEHHO MPABHIBLHOTO
OTBETA):

1) 200 T1UCTOB TOKYMEHTOB;

2) 150 nucTOB TOKYMEHTOB;

3) 250 TUCTOB TOKYMEHTOB;

4) HE OTPaHMYCHHOE KOJUYECTBO JTUCTOB JIOKYMEHTOB.

DKcrepTr3a NEHHOCTH IOKYMEHTOB IMPOBOAMUTCS (BHIOOP €AMHCTBEHHO MPABHIBLHOTO
OTBETA):

1) OJIUH pa3 B MECHIL;

2) OJIMH Pa3 B MOJITO/IA;

3) OJIMH pa3 B IO,

4) B COOTBETCTBUU C TPAPUKOM CIIa4H JIE]T B APXHB.

Kak Ha3pIBalOTCS IOKYMEHTHI, COJepKaliie HH(POPMALHUIO 3aKPBITOTO Xapakrepa
(BBIOOp €IMHCTBEHHO MPAaBUIBLHOTO OTBETA)?
1) opunmancHeie;
2) KoH(UACHINATHHEIC,
3) mesnoBeIe.
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[Tox ciyxeOHOM (KOMMepuecKkoil) TailHOW coriacHo I'paknaHckoMy konekcy PO
CJIeTyeT MOHUMATh (BBIOOP €IMHCTBEHHO PABUIIBHOIO OTBETA):
1) opraHuzanMoHHYI0 MH()OPMAIHIO, 00JIAJAIONIYI0 PEATEHOW WM MOTEHIHATBHOM
LEHHOCTBIO;
2) GUHAHCOBO-7KOHOMHYECKYIO HH(POPMAIIHIO;
3) Hay4HO-TEXHHYECKYIO HHPOPMAIHIO;
4) BCE BBINICTICPCUUCIICHHOE.
Ha xondunennmanbHOM JOKYMEHTE rpuQ OrpaHMYEHHUs AOCTYyNa CTaBUTCA (BbIOOP
€IMHCTBEHHO MPAaBWILHOTO OTBETA):
1) B JIeBOM BepXHEM YTy TIEPBOTO JIUCTA JOKYMEHTA,
2) B IpaBOM BEPXHEM YTITy MIEPBOTO JIUCTA IOKYMCHTA;
3) B MpaBOM BEpXHEM YTy BTOPOTO JICTA JOKYMEHTA.
Pabota ¢ koHpUAEHIIMATEHBIMU TOKYMEHTAMH JIOJDKHA MPOU3BOAUTHCS (BBIOOD
€IMHCTBEHHO MPaBUJILHOTO OTBETA):
1) B oTaCTBHOM 00OPY/IOBAHHOM ITOMEIIICHUH;
2) B 00I1IeM IMOMEIICHUH, TIPEAHA3HAYCHHOM TSI PA0OTHI C JOKYMEHTaMHU;
3) B KaOMHETE PYKOBOIUTEIIS.
Brinaya koHGUACHIIMAIBHBIX TOKYMEHTOB BO BPEMEHHOE TOJh30BaHKE (Ha CPOK CBBIIIE
OJIHOTO paboyero JHs) MPOU3BOAUTHCS (BBIOOP €IMHCTBEHHO MPAaBUIILHOTO OTBETA):
1) mox pocnuch PyKOBOAUTEIIS;
2) 1O/ pOCIUCH COTPYAHUKA, B3SIBIIETO IOKYMEHTHI HA BPEMEHHOE M0JIb30BAHUE;
3) Mo pocIuch COTPYJHUKA, PAOOTAIOUIETO C JAHHBIM BHJIOM JJOKYMEHTOB.
Ilepenaue OKYMEHTOB ¢ TpU(OM OrpaHUUYEHUs JOCTYIIA B IPYIYI0 OpraHU3aluio WK U3
HOJpa3/ielleHuss B MOApA3JCIEHUe BHYTPH OpPraHU3ALMU TNPOU3BOAUTCS TOJBKO C
paspenieHust (BbIOOp €IMHCTBEHHO IIPABUIBHOIO OTBETA):
1) corpynHuka, paboTarOLIETO C TAHHBIM BUIOM JIOKYMEHTOB;
2) COOTBETCTBYIOLIETO PYKOBOHUTEIIS;
3) yupeaurers.
VY4ér NOKYMEHTOB KOH(DHIEHIMAIBLHOIO XapakTepa BeIETcs (BBIOOP €AMHCTBEHHO
IPaBUIBHOI'O OTBETA):
1) B crienaIbHOM KypHAJIE;
2) BIKypHaJe perUCTPALH OTIIPABISIEMBIX JOKYMEHTOB;
3) B XKypHaJe peruCTpalyy MOCTYNAOIIUX B OPraHU3AIIUI0 IOKYMEHTOB.
Kondunennuanbable JOKYMEHTBI XpaHITCs (BBIOOpP €IMHCTBEHHO MPAaBUILHOTO
OTBETA):
1) BmMecTe ¢ qpyruMH JOKYMEHTAMHU;
2) B apXuBe OpraHu3alui;
3) B 0COOBIX MOMELICHHSAX C 3aMTUPAIOIIMMUCS U OlleYaTaHHBIMHU IKadaMu WK celpamu.
[To okoHyaHUM paboyero AHS TOKYMEHTHI ¢ TpU(doM orpaHrueHus nocTyna (BHIOop
€/IMHCTBEHHO MPaBMWJIBHOTO OTBETA):
1) nmpoBepsFOTCS M CAAIOTCS HA XpaHEHHUE;
2) IepeCUYHUTHIBAOTCS;
3) ocTaroTcs y COTpYAHUKA JIJIS TATbHEUIICH paOOTHI.
OO0 yTpare TOKyMEHTOB COTPYIHUK JOJDKEH HEMEUIEHHO COOOIUTH:
1) B monumuto;
2) OTBETCTBEHHOMY PYKOBOJUTEITIO;

3) B mpoKkypatypy.
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Tect 3.
Br160p omnpeneneHHoi (opMbl peTUCTPaLUK TOKYMEHTOB 3aBUCHUT OT (BBIOOD
€IMHCTBEHHO MPaBUIBHOTO OTBETA):

1) o0BeMa TOKyMEHTO000pOTa;
2) KOJIMYECTBA COTPYTHUKOB;
3) BHJIA JCSITETFHOCTH OpTaHU3aIIHH;
4) CTPYKTYPBI OpTaHH3AIIHH.
[Ipu HebonbIOM 00bEME TOKYMEHTO000pOTA 11e71ecCO00pa3HO MPUMEHSTH (BBIOOD
€IMHCTBEHHO MPABMIILHOTO OTBETA):
1) KapTOYHYIO (POpMY perucTpauu;
2) aBTOMAaTU3MPOBAHHYIO ()OPMY pPErUCTPALIUU;
3) KYPHAITBHYIO (OPMY PETHUCTPAIIHH;
4) CMEIIaHHYI0 (hOPMY PETUCTPALIUH.
CpoKH HCTIOTHEHUST TOKYMEHTOB UCUUCISIFOTCS (BBIOOp €TMHCTBEHHO
MPaBUJILHOIOOTBETA):
1) B KaJICHJIAPHBIX JTHSX;
2) B pabOYMX JHSAX;
3) 110 YCMOTPEHUIO PyKOBOJUTENS OpraHU3aIliH;
4) B HEJIEJISX.
V3MeHUTh CPOK MCIIOIHEHUS IOKyMEHTa UMEET MPaBo (BHIOOP €MHCTBEHHO
NPaBWJIBHOTO OTBETA):
1) 3aMECTUTENb PYKOBOAUTENSI OpraHU3aIiH;
2) pyKoBOAUTENH clIy k061 JIOY;
3) ceKkpeTapb-pedepeHT;
4) PYKOBOJIUTENb OpPraHU3alIUU.
Tecr 4.
Ecnu geno, mpemycMoTpeHHOE B HOMEHKJIATYpeE e, ObLIO HE 3aBEJCHO, TO
(BBIOOpETMHCTBEHHO MPABUIILHOTO OTBETA):
1) B rpade "[Ipumeyanue” craBaT orMeTKy "He 3aBeieHO" M paciyChIBalOTCS;
2) BBIUEPKUBAIOT 3ar0JI0OBOK HE 3aBEJCHHOIO JIeJia U PaCIIUCHIBAIOTCS B rpade
"Ilpumeyanue";
3) MepereyaThIBAIOT CTPAHUILY HOMEHKIIATYPBI JeJ, UCKIIOYMB U3 HEE 3ar0JIOBOK HE
3aBEJICHHOTO JIeNia;
4) HE BHOCSIT HUKAKUX U3MEHEHUH.
TexcT HOMEHKIIATyphlI JelT (BBIOOp €IMHCTBEHHO MPAaBUIIBHOTO OTBETA):
1) odopMIIIEeTCS B BUJIC AHKETHI,
2) JIENIATCS Ha pa3/ieibl U MOAPa3IEIbL;
3) odopmitsieTcst B BUI€ TaOIHUIIBL;
4) MUMEET CMEIIaHHBIN BUI.
HomeHnknaTypa Jien opranu3anuu J0JKHA Tepe YTBEpKIaThest (BBIOOp
€/IMHCTBEHHOIPABMIIBHOTO OTBETA):
1) Ka)KbIi TOI;
2) pa3 B TpH roja;
3) pa3 B JiBa roja;
4) pa3 B MATH JIET.
Tect 5.
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Bri6epuTe 01MH 13 NPEATIOKEHHBIX BAPUAHTOB

1. AkTbl, mucbMa, pakcel, TOKIATHBIC 3aITUCKH OTHOCSTCA K ...

1) OpraHU3alMOHHBIM IOKYMEHTaM

2) crpaBOYHO-WH(POPMAMOHHBIM JJOKYMEHTaM

3) pacriopsIUTEIbHBIM TOKYMEHTaM

4) BHEITHUM JOKyMEHTaM

2. [IpaBoBOi1 aKT, OIpEACTAIONINIA TOPSAOK 00pa30BaHMsI, KOMIETSHIIUIO OPTaHU3AIHH,
ee QyHKIUY, 3a]1a4H, TOPAJOK pabOTHI 3TO ...

1) mpukas

2) TOJIOXKEHHE

3) morosop

4) ycraB

5) MOMmKHOCTHASI MHCTPYKITHSI

3. Kak Benercst Hymepalus puKa3oB 110 OCHOBHOM J1€ATE€IbHOCTH?

1) TTo mopsiKy ¢ MOMEHTa CO3/IaHMsI TIPEANIPUSATHUS, OPTraHU3aAIUH, HUPMBI

2) B mpeenax Mecsia

3) moapsia B pezenax GUHAHCOBOTO rojia

4) moapsiz B npenenax GUHAHCOBOTO rojia, HO OTJCIBHO OT MPHUKA30B 110 THYHOMY
COCTaBy

4. Kaxko# JOKyMEHT CO3/1aeTCs M 0O(OPMITIETCSI CEKPETApeM B Pe3yJIbTaTe MPOBEICHMUS
MPOU3BOICTBEHHOTO COBEIAHUS Y PYKOBOIUTEIS?

1) MOJTHBIIA TPOTOKOIT

2) KpaTKui IPOTOKOJI

3) pacrmopsikeHHe

4) pemieHue

5. Kako#t TOKyMeHT cOoIepKUT HH(POPMAIIUIO C TIPaBaMH, 00S3aHHOCTSAMHU M (yHKITHSIMH
pabotHHKa?

1) Tpya0OBOI KOHTPAKT

2) TPYIOBO# JOTOBOP

3) mpukas o mpueme Ha padboTy

4) NOJKHOCTHAS HHCTPYKIIUS

6. Kakoit JOKyMEHT COCTaBJIIETCS KOMUCCHEH MPH BBIICICHUN JOKYMEHTOB K
YHUUYTOXEHUIO?

1) akr

2) crpaBKka

3) moKIaaHas 3amucKa

4) 00BSICHUTEIbHAS 3alKiCKa

7. B xakom jokyMeHTe BbI, Kak pyKOBOJIUTEIb CTPYKTYPHOTO TIOJpa3/ielICHNs 000CHYETe
CBOM IPEIUIOKCHHUS I PYKOBOJCTBA (DUPMBI TI0 PACHIMPEHHIO BAIIero oTaesa’?

1) B mucbme

2) B pelIeHUH

3) B JIOKJIATHOM 3aIMCKE

4) B cripaBKe
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8. ITucemo, nmeronue GUHAHCOBBIE U FOPUANIECCKUE TTOCIEACTBHS, JOJDKHO OBITS ...
1) moanucaHo AUPEKTOPOM, TIIABHBIM OYXTaJITepOM, 3aBEPCHO MEUAThIO

2) 3aBEpPEHO MeYaThio

3) moAnMCcaHo TIIaBHBIM OYXTalITepOM U TUPEKTOPOM

4) cormacoBaHO C FOPHCTOM

9. 13 kakux ABYX 4acTeW COCTOMT TEKCT MPOTOKOIA?

1) BBOJHOI ¥ KOHCTATUPYFOICH

2) BBOIHO# M OCHOBHOMU

3) OCHOBHOI ¥ PacOPSIAUTEIHLHON

4) KOHCTATHPYIOIICH U PACTIOPSIUTEIBHOMN

10. B xakom nokymeHTe onpenensiercs: oH 3apab0THO MI1aThl OpraHu3aluy,
npeanpusTus, GupMoI?

1) B mITaTHOM YUCIICHHOCTH

2) B IITaTHOM pPacIHUCaHUU

3) B ycraBe

4) B mpuKase

11. Kakue opranu3anoHHbIE JOKYMEHTBI YTBEPXKIAIOTCS PYKOBOJUTENIEM OpTraHu3auu?
1) TTonmoxeHUst O CTPYKTYPHBIX TIOAPA3ICTICHUAX

2) MOHKHOCTHBIC HHCTPYKIUH

3) mTaTHOE pacHrcaHue

4) BCe TIepEUNCIICHHBIC IOKYMEHTBI.

12. Ha ube ums agpecyetcs 3asBiieHue?

1) Ha UMSs pyKOBOJUTEIIS] OpraHU3aIuH

2) Ha UMs HAYaJIbHUKA OT/eja KaJIpOB

3) Ha UM pYKOBOIHUTEISI CTPYKTYPHOTO MOAPA3ICICHHUS
4) Ha UMl 3aMECTUTEIISI PYKOBOIUTEISI OpPraHU3aI[iK

Kpurtepnu omeHKH TeCTOBBIX 3aJaHMHil

- meHee 30% npaBWIIBHBIX OTBETOB - HEYIOBJICTBOPUTEIILHO
- o1 30 10 50% mMpaBUIBHBIX OTBETOB - yIOBJIECTBOPUTEIHHO
- o1 51 10 75% npaBUIBHBIX OTBETOB - XOPOIIIO

- cBhIlIe /5% MpaBWILHBIX OTBETOB — OTJIMYHO

MeToanyeckue peKOMeHAaluH 10 OAr0TOBKe K TeCTHPOBAHHIO

TecTsl — 3TO BOIPOCHI WX 33JIaHUS, MPEIyCMATPUBAIOIIME KOHKPETHBIN, KPATKUU,
YETKUI OTBET (OTBETHI) HA HMEIOINECS ITAJIOHBI OTBETOB.

[Tpu camocTOATENBHOM MOATOTOBKE K TECTUPOBAHUIO CTYACHTY HEOOXOIMMO:

a) TOTOBSICH K TECTUPOBAaHHUIO, MpopaboTaiiTe WH(POPMAMOHHBIA  MaTepHa
MOAMCLIUIUIMHE.

[TpokoHCYIbTHPYHTECH € MIPEnogaBaTeIeM o BONPOCY BbIOOpa y4eOHO! IUTepaTyphl;

0) dYeTKo BBUICHUTE BCE YCJIOBHS TECTUPOBAaHUS 3apaHee. BBl JOKHBI 3HATH,
CKOJIbKOTECTOB Bam OyzeT npeioxkeHo, CKOJIbKO BPEMEHH OTBOAMTCS HA TECTUPOBAHME,
KAaKOBa CUCTEMAOLICHKU PE3yJIbTaTOB U T.JI.
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B) MpHUCTymas K paboTe ¢ TecTaMH, BHUMATEIbHO W JIO KOHIIA HPOYTHTE BOIPOC
UIpeagaraeMble BapHaHTbl OTBETOB. BrlOepuTe mnpaBWiIbHBIE (MX MOXET OBITh
HECKOJIbKO). HaoTnenbHOM JHMCTKE OTBETOB BBINMIIUTE LU(pPY Bompoca U OYKBBI,
COOTBETCTBYIOLUIUENPABUIIBHBIM OTBETAM;

) B TPOLECCe pEHIeHUs JKENAaTeIbHO MPUMEHSATh HECKOJIbKO TOJXOJO0B B
pelIeHUH3aJaHnsd. OTO TMO03BOJSET MAaKCUMaJbHO THOKO ONEpUpOBaTh METOAAMMU
pELIeHUs], HAXOAAKaX bl pa3 ONTUMAaJIbHBIN BapHaHT.

n) ecnu Bbl BeTpeTtmnu upe3BblYaiiHO TpyaHbIA it Bac Bompoc, He TpaThTe
MHOToBpeMeHH HaHero. [lepexoaure k npyrum tectaM. BepHuTtecs K TpyAHOMY BOIIPOCY
B KOHIIE.

€) 00s13aTeNbHO OCTaBbTE BPEMs JJIsl IPOBEPKU OTBETOB, UTOOBI U30€kKaTh MEXaHUUYECKHX
OLIMOOK.

KoMmiekt marepua/jioB 1isi MpoBeAeHHs] MNPAKTHYECKHX 3aHATHHI
Tema 1. OcHOBHBIC TOJIOKEHHUS O JOKYMEHTALMOHHOM O0ecleYeHUHM YIpaBJICHHS

(mpo0JsieMHBIH ceMUHAP)
IIpobs1eMmHBbIE BOPOCHI

1. HazoBuTe nctopuueckue 3Tambl pa3BUTUS JCIONPOU3BO/ICTBA;
2. KaxkoBa poib nenonpousBocTBa B paboTe I0pUCTa;
3. Brigenute kinaccudukaimio J0OKYMEHTOB MO pa3IMYHBIM MTPU3HAKAM, B TOM YHCIIC

10 Ha3HAYCHUIO: TIONIMHHUKY, TyOIHUKATHI, KOTIHH; 10 FOPUANICCKUI CHUIIe: TIOTHHHBINA
JOKYMEHT, MOJUIOXKHBIN TOKyMEHT ((panbCuUIMpoOBaHHBIN);
4, KakoBa HopmatuBHO-TIpaBoByto 6a3y J10;

Tema 2. lokyMeHTHPOBaHUE YIIPABJIEHYECKOH 1eATeIbHOCTH (ceMuHap-6ece/1a)

Bomnpocsl 1iist 00CyK1eHUsA:

1. MOHATHE O OJIaHKaX IOKYMEHTOB;

2. BUJIbI OJ1aHKOB (0OITMiA OJIaHK, OJTaHK KOHKPETHOTO BHJA JOKYMEHTA,
OJIaHK JUISI TTUCEM);

3. TpeboBanus k 61ankam mo 'OCTy P 6.30-2003;

4 npaBmwia Oo(OPMIICHUS PEKBU3UTOB JOKYMEHTA B COOTBETCTBHUU C

tpeboBanusmu ['OCT P 6.30-2003;
npaBuiIa 0OpMIICHUS! PEKBU3UTOB JJOKYMEHTa B cooTBeTcTBUU ¢ TpeboBanusmu [[OCT P
6.30-2003.

Tema 3. CucreMa OpraHM3aliiOHHO-PACIOPSANUTEIBHON JOKYMEHTAIlUN (CeMUHAap-
Oecena)

Bomnpocsl 17151 00CyKIeHUA:

1. Kakue 1okyMeHThl OTHOCSTCSI K OpraHU3allMOHHBIM?

2. B gewm 3akitouaercss 0cOOEHHOCTh 0(hOPMIIEHUS 3ar0JI0BKa K TEKCTY B
OpTraHHU3aI[MOHHBIX JOKyMEHTaX?

3. Korna oprannzannoHHbie JOKYMEHTHI TPUOOPETAIOT IOPUANYECKYIO CHITY?
4. Kak cTpouTcs TekcT B OpraHM3allMOHHbBIX JOKYMEHTaxX?

5. Kak ponro nmelictByer opraHM3allMOHHBIA TOKYMEHT? MOKHO JIM1 BHOCUTh

HU3MCHCHUSA B TCKCT OPraHHU3allMOHHOTO I[OKYMGHTa?

27



6. Kakue cBeneHust NOJKHBI COJEPHKATHCS B CTPYKTYpPE YUPEIUTEIbHBIX
JOKYMEHTOB?

7. C kako# LeNbI0 CO3Aa0TCS TUMIOBBIE U TPUMEPHBIE OPTaHU3aLMOHHbBIE
JOKYMEHTBI?

8. B dem cocTouT paznmune Takux JTOKYMEHTOB, KaK IITATHOE paclHCaHue H
CTPYKTYpa | IITaTHAS YUCIEHHOCTH?

9. [Touemy HOKHOCTHAsT WHCTPYKIHUS HE COCTABIISACTCS ISl KaTETOPUHU
CITy’KaINX «PYKOBOAUTETH?

10. Kaxkne Bunbt OP/] oTHOCATCS K pacOpsIUTEIbHBIM ?

11. [Touemy pacniopsiAUTENbHBIE TOKYMEHTBI OTHOCSATCS K TPABOBBIM aKTaM?
12. Korna pacriopsiaintenbHbIe JOKYMEHTHI BCTYMAIOT B CHITY?

13. Yro sBISIETCS OCHOBAHUE [T M3JAHUS PACTIOPAIUTEIHLHOTO JOKyMEeHTa?
14, Kak cTpoutcs TeKCT pacnopsauTeNbHOr0 JOKyMeHTa?

15. Yro o3HavaeT gara B pacHopsSIUTENbHOM JIOKyMEHTE, NpUCTaBlisieMas B
3arojIOBOYHOM yactu OnaHKa?

16. KTo0 nmeer npaBo noanucy Ha npukazax?

17. [To kakum BoIpocaM U3AAKOTCS PACTIOPSIKEHUE U YKa3aHUE?

18. Kakue moKyMEeHTBI OTHOCSTCS K TPYIIE CIIPaBOYHO-UHPOPMAIIMOHHBIX
JOKYMEHTOB?

19. Ha xakux OnaHkax oOQOpMISIOTCS  CNPaBOYHO-MH(POPMAIMOHHBIE
JNOKYMEHTHI?

20. Kaxk cTtpoutcst ctpykrypa ciyxebHoro nuchbma?

21. KaxkoBsl npaBmiia ohopMIIeHHS TeerpamMmbl?

22. B ueMm ocoberHoCTh 0popmieHus TenedoHorpaMmMbl?

23. Kaxue ObIBatoT BHJIbI IPOTOKOJIOB, U YEM OHM OTJIMYAIOTCS IPYT OT Apyra?
24, Kaxk opopmmsiercs BBoHAs YacTh POTOKOJA?

25. CKOJIBKO 3K3EMIUISIPOB aKTa COCTABIISIETCS M CKOJIBKO MOAMUCHIBACTCS ?

26. Kaxk opopmisiercs BHEITHSA OKIIaIHAS 3aITUCKA?

27. Uto Takoe «JI0MKHOCTHAS UHCTPYKIIHUS»?

28. Kaxue pekBU3UTHI BKITIOYAET JOHKHOCTHAS HHCTPYKIUSA?

29. B dem ocoGeHHOCTh 0OpMIICHHS 3arojioBKa K TEKCTY JTOJDKHOCTHOM
UHCTPYKIUU?

30. KaxoBa cTpykTypa TekcTa T0JKHOCTHON HHCTPYKITUU?

3L UTo MOMKHO COAEpIKAThCSA B TEKCTE KaXKIOTO pasfiena JIOJKHOCTHOU
WHCTPYKIUU?

32. C xeM corflacoBBIBACTCS JIOJDKHOCTHASI MHCTPYKITHS?

33. Kewm noanuceiBaeTcst 10JKHOCTHASI MHCTPYKIUS?

34. Kewm yTBeprkaaeTcst TOMKHOCTHAS HHCTPYKIIHSI?

35. Kakum 06pazoM T0MKHOCTHASE MHCTPYKIIHSI IOBOAUTCS 10 paOOTHUKA?

Tema 4. Opranuszanus padoTsl ¢ JOKYMEHTAMH B YUpe:K/JAeHNHU (ceMUHap-Oecena)

Bomnpocsl 1i1s 00cy:KI1eHus.

1. OO0muye NPUHIUIBEI OpPraHU3alMi  JOKYMEHTOOOOpOTa, €ro OCHOBHBIC
9Tarbl; OCHOBHBIC MOHATHUS B ApXUBHOM XpaHCHUU

2. dopmupoBaHHe 00s13aTENBHBIX CIPABOYHUKOB CHCTEMBI,

3. dopMHpOBaHKE TOTIOIHUTENBHBIX CIIPABOYHUKOB CUCTEMBI,

4. Perucrpanus BXOIAMIMX U HCXOIAIINX JOKYMEHTOB,
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5 PenaktupoBaHue npoekTa J0KyMEHTa,

6 Peructpanus 10KkyMeHTOB, IOCTYNMBILIHX I10 JIEKTPOHHOU MOYTE,
7. PaGora ¢ ¢aiinamu (351€eKTPOHHBIMU IOKYMEHTaMHU ),

8 Pabora c nopyuenusimu (Bbaauei, HCIIOJTHEHUEM, KOHTPOJIEM),

9. Odopmienue perucTpaliuoHHO-KOHTPosIbHBIX kKapTouek (PKK),
10. ®opMupOBaHHE HOMEHKJIATYPBI JE,

11. AKTBI 00 YHUUYTOXXCHHUH JCII.

Tema 5. Oco0eHHOCTH /1€JI0NPOU3BOACTBA M0 OOPallleHUsIM TPaxaaH (ceMUHap-

KOHCYJIbTAIMA):

Bormpocs! 1 06cykaeHus:

1. [Ipuem rpaxnan;

2. TIOPSIOK BEJICHUS ISIOTPOM3BOJICTBA TI0 OOpAIICHUSIM TPaKIaH;

3. OcoOeHHOCTH TpHEMa U IEPBUYHON 00paOOTKH MUCbMEHHBIX 00OpaIlleHUH.
4, Peructpanus obpareHui.

S. Hamnpagnenue oOpaiiennii Ha pacCMOTpPEHHE.

6. VYBenomiieHHE 3asBUTENS O HANpaBJICHWW OOpalieHWs B JPYTHe
YUPEIKIACHUS.

7. YBenomiieHne 3asBUTEIS O ITTUTEILHOM PacClieIOBAHUHN 0OpaIleHusI.

8. W3Bemenne 3asBUTENS O BBIHECCHHBIX PEIICHHUAX C OJHOBPEMECHHBIM, B

ciydae HeoOXOMMOCTH, HAMPABJICHUEM PEIICHUI JIUISl UCTIOJIHEHUS B COOTBETCTBYIOIIIHEC
OpTaHBI.
9. AHanu3 MOCTYNUBIINX OOpaIeHUH.

Kputepuu onieHkH 0TBeTa HA MPAKTHYECKOM 3aAHATHM:

[Ipu onieHke OTBETA HAJI0 YUUTHIBATH:

1) MOMHOTY W MPaBUIIBHOCTH OTBETA;

2) cTerneHb OCO3HAHHOCTHU, TIOHUMAaHHS H3Y4YSHHOTO;

3) s3pIKOBOE O(OPMIIEHHE OTBETA.

OTBeT OlLIeHUBAETCA KaK «OTIMYHBII, €CIIH CTYICHT:

1) mosHO U3NaraeT U3ydYeHHbIH MaTeprall, 1aéT IPaBUILHOE OMPEICICHHOE TIOHSITHI;

2) oOHapyXuBaeT TOHUMaHHWE MaTepHaga, MOXeT OOOCHOBaTh CBOU CYXKICHUS,
NPUMEHUTh 3HAHHUS Ha MPAKTUKE, MPUBECTH HEOOXOAUMBIE IMPUMEPHI HE TOJBKO IO
y4eOHUKY, HO ¥ CAMOCTOSITEIIbHO COCTABJICHHBIC,

3) wW3maraeT MaTrepuan TOCJIEIOBAaTEeIbHO M MPABWIBHO C TOYKHA 3pEHUS HOPM
JTUTEPATYPHOTO SA3BIKA.

OTBeT OIICHMBAECTCS KaK «XOpOIIWW» CTaBUTCS, €CIU CTYIeHT MJaéT OTBET,
yIOBJIETBOPSAIOIINNA TEM K€ TpeOOBaHUSM, UYTO U JJISl OLICHKH «OTIUYHO», HO JIOMYCKaeT
1-2 ommOKku, KOTOpHIE caM K€ HCIpaBiseT, U 1-2 Hemouéra B MOCIHEAOBATEIHLHOCTH U
SI3BIKOBOM O(DOPMIICHHH U3TIaraeMoro.

«Y IOBJIETBOPUTEIILHOY» CTaBUTCS, €CIM CTYJIEHT OOHApy>XMBaeT 3HAHWE M TOHUMAHUE
OCHOBHBIX IMOJI0KEHUN JJAHHON TE€MBI, HO:

1) u3naraetr Matepuasl HEMOJIHO U JIOMYCKAaeT HETOYHOCTH B ONPECIICHUU TTOHITHIA HITH
(bopMyITHPOBKE TEOPHIA,

2) HE yMeeT JI0OCTaTOYHO TITyOOKO W J0Ka3aTeIbHO 00OCHOBATh CBOM CYXKICHHUS U
MIPUBECTU CBOM MPUMEPHI;

3) wum3maraeT MaTepuan HEMOCJIEIOBAaTEIbHO W JOMyCKaeT OHIMOKH B S3BIKOBOM
oopMIIEHHH U3JIaraeMoro.
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«Heyooenemeopumenvrno» CTaBUTCS, €CIU CTYJEHTHOKA3bIBA€T HE3HAaHHWE OOJbLICH
YacTH COOTBETCTBYIOIIETO pa3jiela HM3y4yaeMoro MmaTepuajia, JOIMYCKaeT OLIMOKH B
(dhopMyITHUpOBKE OMPEACIICHUN U TEOpUM, MCKaXaloOUMe UX CMBICI, OECHOpsSIOoYHO U
HEYBEPEHHO U3JIaracT MaTepHall.

MeToanuyeckne yKazaHus 10 MOATOTOBKE K MPAKTHYECKUM 3aHATHAM

OnHoil W3 BaXHBIX (POPM CaAMOCTOSTEIBHOM pabOTHl SIBISETCS MOATOTOBKA K
MPAKTUYECKOMY 3aHATHIO. [IpU MOAroTOBKE K MPAKTUYECKUM 3aHATHSIM CTYAEHT AOJIKEH
MIPUJICPKUBATHCS CIIEAYIOMIEN TEXHOJIOTUU:
1. BHUMAaTENbHO M3YYUTh OCHOBHBIE BOIPOCHI TEMbl U TUIAH MPAKTUYECKOTO 3aHATHS,
OTPEJICTTUTh MECTO TEMBI 3aHSATHS B OOIIIEM COJIEP)KaHUH, €€ CBSI3b C APYTUMHU TEMaMU;
2. HallTh u mpopadOTaTh COOTBETCTBYIOIIME pa3Aelibl B  PEKOMEHIOBAHHBIX
HOPMAaTUBHBIX JOKYMEHTaX, yueOHUKAaX U JIOMOJTHUTEIHHON TUTEPATYPE;
3. MOCJe O3HAKOMJICHHUSI C TEOPETUYECKUM MAaTepHaJiOM OTBETUTh Ha BOIPOCH s
CaMOIIPOBEPKHU;
4. mpogymaTh CBO€ TOHMMAaHHWE CJIOKUBIIEHCS CUTyalluud B M3ydaemou cdepe, myTd u
CIoCcOoOBI petieHus TPOOIEMHBIX BOIIPOCOB;
5. mpoaymaTh pa3BEpHYThIE OTBETHI Ha TPEAJIOKECHHBIC BOMPOCHI TEMbI, OMHUPASCh Ha
JEKIIMOHHBIC MaTepuajbl, pACIIUpsi ¥ JOMOJHSIS WX JaHHBIMH W3 Y4eOHHUKOB,
JTOTIOJITHUTEIbHOU JIUTEPATYPHI.

MeTtoauyeckue peKOMeHAMHU 10 HATIMCAHUIO TOKJIa/AA.
1. O01ue moJ10KeHU s
JlokJiaa, Kak BHJI CAaMOCTOSATEILHOM padoThl B Y4EOHOM TIpoIiecce, CrocoOCTBYyeT

dbopMUpOBaHHIO HaBBIKOB UCCIIeIOBATEIbCKOM  paboTHhl, paciupsier
N03HaBaTeIbHbIE HHTEPECHI, YUUT
KPUTUYECKU MBICTTUTb.

[Ipy HamucaHWM JOKJIaJa IO 3aJIaHHOM TeMe OOYYalOIIUICS COCTaBJIsACT ILIaH,
0JIOMPAET OCHOBHBIC HCTOYHHKH.

B mporecce paboThl ¢ MCTOYHMKAMHU CHUCTEMATHU3UPYET IMOJTYYCHHBIC CBEJICHUS,
JIEJIaeT BBIBOJBI M 0000IIIEHUS.

K nmoxmamy mo KpymHO#M TeMe MOTYT MPHUBJICKATh HECKOJBKO OOYYaroIIuXCs,
MEXJTy KOTOPBIMH PACIIPEACISIOTCS BOIPOCHI BHICTYIUICHUS.

Bb10op Tembl 10KIaaa

Temaruka fqokIaaa 0OBIYHO OTIPEICIIASTCS MpenoaBaTesieM, HO B
OTIPEICIICHUUTEMbI MHUIIMATUBY MOKET MPOSBUTH U O0YYArOIIHACS.

[Ipexnie uem BBIOpATh TEMY JOKJIaa, aBTOPY HEOOXOIUMO BBISIBUTH CBOM
UHTEPEC,0NPEICIUTh, HAJl KaKoi nmpobiaemMoii oH XxoTeln Obl mopaboTaTh, Ooee
rIIyOOKO €€ U3Y4HTh.

3. DTansl padoThl HAI T0KJIAI0M

dopMynupoBaHUE TEMBI, IPUYEM OHA JTOJKHA OBITh HE TOJIBKO aKTYaTbHOU
MMOCBOEMY 3HAYEHHIO, HO U OPUTHHAIIBHON, HHTEPECHOM IO COACPKAHUIO.
[ToxOop 1 M3yyeHNe OCHOBHBIX HCTOYHHUKOB TI0 TeMe (KaK MPaBHIILHO,
npupa3paboTKe TOKIaaa UCTIONIb3yeTcs He MeHee 8-10 pa3nuaHbix

30



HWCTOYHHKOB).
CocTraBiieHHE CIIMCKa UCITOIh30BaHHBIX HCTOYHUKOB.
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O06paboTka u cuctemMaTu3anus HH(HOPMaLIUH.

Pa3paboTka mana noknaja.

Hanmcanue noxnana.

[TyOnmuHOE BBICTYTIIICHHE C PE3YIbTATAMHU UCCIIEIOBAHNUS.

4. CTpykTypa aokJjajaa:

- TUTYJIBHBIN JTUCT

- OrJiaBjieHuE (B HEM IOCIEAO0BATEIbHO M3JIaratoTcsl Ha3BaHUS ITYHKTOB JIOKJIAJa,
YKa3bIBAIOTCSI CTPAHUILIBI, C KOTOPBIX HAUMHAETCS KaXKIbI IyHKT);

- BBeZieHUE ((opMyIHUpyeT CyTh HCCIeayeMoi MpoOIeMbl, OOOCHOBBIBAECTCS BBIOOD
TEMBbI, ONPEIEISIIOTCS €€ 3HAYMMOCTh M aKTyallbHOCTb, YKa3bIBAIOTCS II€JIb U 3aJauu
JIOKJIaJa, JaeTcst XapaKTepUCTUKA UCIIOJIb3yEeMOM JUTEPATyphl);
- OCHOBHAas 4acTh (KaKIbpli pa3zien ee, JoKa3aTeJIbHO PacKpblBas OTACIbHYIO MpooieMy
WIM OJHY W3 €€ CTOpPOH, JIOTMYECKU SIBIIIETCA MPOJOJIKEHHUEM MPEbIIyIIEero; B
OCHOBHOHM 4acTH MOTYT OBbITh MpPEACTaBICHBI TAOIUIBI, TPAa(UKH, CXEMBbI);

- 3aKIoueHUE (MOJABOMAATCS UTOTH WUIIU J1aeTcsl 0OOOIIEHHBIN BBIBOJ MO TEME JIOKIAJa,
MpeasaraloTcsi peKOMEHIAIHH); - CHUCOK MCIOJIb30BaHHBIX HUCTOYHUKOB.

5. CTpyKTypa U cofep:KaHue J0KIaaa

BBeneHue - 3TO BCTYNHTENbHAs 4YacTh HAyYHO-UCCIIEAOBATEIBCKON pPaOOTHI.
ABTOp JOJKEH MPUIIOKHUTh BCE YCHIIUS, YTOOBI B 3TOM HEOOJBIIOM MO 00BEMY
paszzele moKa3aTh aKTyaJIbHOCTh TEMbl, PACKPBITh MIPAKTUYECKYIO 3HAUUMOCThH €€,

OTIpEIeNIUTh LIEeTU u 3a/1a4M SKCIIEpUMEHTA
WIM  €ro ¢dbparmenTa.

OcHoBHas1 yacThb. B Heil packpbiBaeTcs conepkanue noknana. Kak npasuio,

OCHOBHAasl  4acTh COCTOUT U3 TEOPETUYECKOTO U

MPAaKTUYECKOro pa3ziesioB. BreopeTnueckoM paszzienie pacKpbIBAIOTCS
UCTOPHS U TEOPUS UCCIETyEMOI MPOOIeMBbl,
JaeTcsl KPUTHYECKUN aHalIM3 JIMTepaTypbl M MOKA3bIBAIOTCA TMO3UIMU  aBTOpA.
B npaktuueckom paszene u3naraoTcs METOIbl, X0/, U pe3yJIbTaThl CAMOCTOSATEIBHO
IPOBEJIEHHOTO SKCIIEpUMEHTa Wi (pparMeHta. B ocHOBHOM 4yacTu MOTYT OBITh TaKkxke
IPEJICTABICHBI CXEMbI, TUarpaMMbl, TaOIUIbI, PUCYHKH U T.JI.
B 3akui0ueHun coepikaTcsi UTOTH paboThl, BBIBOJbI, K KOTOPBIM MPUIIIEN aBTOP,
U PEKOMEHJAIMU. 3aKI0YeHHE JIOJDKHO OBITh KpaTKUM, OOs3aTeNbHBIM U
COOTBETCTBOBATHIIOCTABJICHHBIM 3a/1a4aM.
Cnucoxk HCHOJb30BAHHBIX HMCTOYHHMKOB IIPEJCTaBIsACT COOOW TIepeveHb
UCTIOJIb30BAHHBIX KHUT, CcTared, (pamMuiIMu aBTOPOB MPHUBOAATCS B ai(aBUTHOM
MOPSIJIKE, TIPH 3TOM BCE HCTOYHHMKH JAOTCS MO O0IIel HyMepalue IuTepaTyphl.
B MCXOAHBIX NaHHBIX MCTOYHHMKA YKa3bIBAIOTCS (DaMUIUS M MHUIIUATBI aBTOPA,
Ha3BaHHWE PaOOTHI,MECTO U TOJ] U3AAHMUS.
IIpunoxkenue x A0kIaxy ohOPMISIOTCS HAa OTICNIBHBIX JINCTAX, MPUYEM KaxI0e
JIOJDKHO MMETh CBOM TEMATUYECKUM 3aroJIOBOK M HOMEpP, KOTOPBIM MUIIETCS B
paBOM BepxHeM yriny, Hanpumep: «[Ipunoxenne 1».
6. TpeGoBaHus kK 0(popMIIEHUIO TOKIA/AA
O0beM oKIIaa MOXKET KoJieOaThes B Ipefiennax 5-15 nmeyaTHbIX CTPaHMII,
BCEMIPUIIOKEHHSI K paboTe HE BXOJAT B €€ 00bEM.
Jlokitag MOMKeH OBITh BBITIOJIHEH TPAMOTHO, C COOJIFOICHUEM KYJIbTYPhI H3JI0KEHUSI.
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O0s13aTeNbHO AOKHBI UMETHCS CCBUIKH Ha UCIIOJIb3YEMYIO JINTEPATypy.
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JlomxHa OBITH COOIIOACHA ITOCIICIOBATEIIFHOCTh HAITMCAHUS
oubnuorpaduueckoroanmnapara.

7. KpuTepuu ouneHKH A0KJIAJAA.

Kpurepuu onieHku 10k1a10B

OuenuBaeMbie apameTpsl Onenka B 6amnax: 1. KauecTtBo moknana: - mpou3BOAUT
BBIJAOIIEECS BIEYATIIEHUE, COMPOBOXKIAETCS WJUIIOCTPATUBHBIM MaTEpHaJIOM; - YETKO
BBICTPOCH; - PACCKa3bIBACTCS, HO HE OOBACHSAETCS CyTh pabOTHI; - 3aunThiBaeTcs. 32 1 0

2. Hcnonp3oBaHWE  [EMOHCTPAIMOHHOTO  MaTepuana: - aBTOp  MPEICTaBUII
JEMOHCTPAIIMOHHBIA MaTepual U MPEKPACHO B HEM OPUEHTUPOBAJICS; - UCIIOIH30BAJICS B
JOKJIazie, Xopomwo o(OpMIIEH, HO €CTb  HETOYHOCTH; -  IPEACTaBIICHHBIH

JIEMOHCTPAIIMOHHBIN MaTepuan HE HCIOJIb30BAJICS JOKIATIMKOM WKW ObLT OdopMmileH
10X0, HerpaMoTHO. 2 1 0 3. KauecTBO OTBETOB Ha BOIPOCHL: - OTBEYAET HA BOIPOCHI; -
HE MOKET OTBETUTh Ha OOJBIIMHCTBO BOMPOCOB; - HE MOXKET YETKO OTBETUTh Ha
Bonpockl. 3 2 1 4. BnaneHue HayyHbIM M CIHEUUAIbHBIM alapaToM: - IOKa3aHO
BJIQJICHUE CIEUUAIbHBIM amnmnapaToM; - UCIOJb30BAaHbI OOIEHAy4YHbIE U CHEIUATbHbIC
TEPMHHBI; - TIOKa3aHO BiajJeHHe 0a3oBbIM ammapatoM. 3 2 1 5. YeTkocTh BBIBOJIOB: -
MOJIHOCTBIO XapaKTepU3YyIOT paboTy; - HEYETKH; - MUMEIOTCS, HO He JoKazaHbl. 3 2 1
HUrtoro makcumanbHoe koimmuecTtBO 0atoB: 14 Ouenka «5» - orl1 go 14 6amnoB Orenka
«4»- ot 8 no 10 6amnoB Ornenka «3» - ot 410 7 6amioB [Ipu konuuecTe O6anmoB MeHee 4
— PEKOMEHI0BaTh y4aIIUMCS IOTIOTHUTEIBHO MOpaboTaTh Ha/l JaHHBIM JOKJIAIOM.

TeMbI JOKJI210B 1 COO0IICHU I

1. «ITpuka3Hoe ACIIONPOU3BOJICTBOY,

2. Komexxckoe 1emonponu3BoICTBOY,

3.«VIcnoTHUTEIILHOE ACTIOPOU3BOICTBOY,

4. «Knaccudukaiys J0KyMEHTOBY.

5.«Moe pabodee MecTo B ohuce».

6. «ApXMBHOE XpaHECHHE JOKYMEHTOR.

7. «Opranu3anys paboThI ¢ JOKYMEHTAMHU, UMCIOIITUMH IPUQBI OTPAHUYCHUS JTOCTYIIa.

KoMmuiekT MaTepHaJioB 10 OLlEHKe Pe3yJIbTATOB CAMOCTOSITEIbHOIH PadoThI

Tema 1. OcHOBHBIE N0JIOKEHUA 0 JOKYMEHTAMOHHOM O0eclne4eHHN yIpaBJIeHH s
[IpopaboTka KOHCIEKTOB JIEKIIUH W BOIPOCOB, BHIHECEHHBIX Ha CaMOCTOSTEIHHOE
M3y4YeHHE, OCHOBHOW M JOTIOJIHUTEIHHON JTuTepaTyphl. [IOBTOPUTH KOHCIEKT JIEKIIUU TIO
TeMe.

Bonpocwi ons camonposepxu:

1. Pacmmugpyiite abopeBuarypy JOY. Kak cooTHOCSATCS MEXIy cOOOW TEepMUH
«JIEJIOTIPOU3BOICTBO» M TEPMHH, CKpbIBaOIIuiics 1moja abopesuarypoii IOV ?

2. [TepeuncnuTe onepaiuu IeI0MPOU3BOJICTBA.

3. Wznoxxure cBoe mpecTaBiIeHUE O ASTOMPOU3BOJICTBE U €T0 UCTOKAX.

3anmanuel. Coznats cxeMy Kiaccu(UKaLUU TOKYMEHTOB 10 IPU3HAKAM.
Pabora ¢ HopmMaTHBHO-TIPaBOBOI JoKyMeHTalueil B oonactu JJOY.

Tema 2. JlIokyMeHTHPOBaHHe YIIPaBJIeHYECKOil 1eATeJbHOCTH
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[IpopaboTka KOHCIEKTOB JIEKIIMM U BONPOCOB, BHIHECEHHBIX Ha CaMOCTOSITENbHOE
W3y4Y€HNE, OCHOBHOW U JOIOIHUTEIBHOMN JIUTEPATYPBHI.
Bonpocwt ons camonposepxu:

1. Urto BKIIIOYAET B CEOsI MOHATHE «IOKYMEHT»?

2. HazoBute coBpemMeHHbIC BUIbI HOCUTENIECH HHPOPMAITIH.

3. Uem oTinMyaeTcss JOOKYMEHT JIMYHOTO MPOUCXOXKIEHUS OT OQHUIHAILHOTO
JNOKyMmeHTa?

4 Urto 00yciaBiauBaeT IOPUINYECKYIO CUITY O(PUIIMAIBHOTO TIOKyMEHTAa?

5. HazoBurte ocHOBHbBIE PYHKIIMH JOKYMEHTA.

6. JlaliTe ornpesiesieHre MOUIMHHUKA U yOITMKaTa JOKYMEHTA.

1. JlaliTe ompeneneHue konmuu gokymeHTa. Korjga komus JOKyMeHTa mpuoOpeTraeT
FOPUINYECKYIO CHITY?

8. Oxapaxrepusyire HOPMAaTUBHO-TIPABOBOE obecrieyeHue POCCHUICKOTO

JIEJIONIPOU3BOJICTBA B COBPEMEHHBIX YCIOBUsAX. KakoBbl, Ha Baml B3IV, MYTH
COBEPIICHCTBOBAHUSI JJOKYMEHTAIIMOHHOTO 00ECTICUCHUS yIIpaBIeHUs?

9. N3noxure npeasIcTOpHIo U onbIT co3aanus B ctpade ['COY.

10. KakoBo cojaepkaHH€ TOHITHUH «CHUCTEMa JOKYMEHTAIUW», «YHU(PUIIUPOBAHHAS
cuctemMa jJokyMeHTtaruu»? [lpuBenure mnpuMepsl  YHUPHUIIUPOBAHHBIX  CHCTEM
JIOKyMEHTAIIUH.

11. B dem 3akmrouaercst CyTh YHUPUKALMKM U CTaHAAPTU3AIMU B JISTIOTPOU3BOICTBE?
Nznoxute cBOE MpeacTaBiIeHNUE O COACP)KaHUM JTaHHBIX TIPOIIECCOB.

12, UYro rtakoe pekBusut? Ckonbko TUNOBBIX pekBu3uToB OPJ] mpemycmaTtpuBaeT
rOCy/apCTBEHHBIN cTanaapT?

13.  Tlepeuncnure Buasl 6aankoB OP/]? B uem ocobennoctu ux opopmieHus?

14, Kakue  pexkBU3UTBI  NpUIAIOT  IOPUIUYECKYIO  CHITY
JOKYMEHTY?

15. B kakue pekBU3UTHI COCTAaBHOM YaCThIO BXOJUT J1aTa’?

16. Kakue pexBHU3UTBHI HE MOTYT OBITH BMECTE MPOCTABJIEHBI HA
OJTHOM JIOKyMEHTE?

17. Kakue pekBU3UTBI MOTYT BHOCHTBHCS B  JIOKYMEHT

TUMOTPadCKUM CIIOCOO0M?
18. B kakue peKBH3HUTHI COCTABHON YaCThIO BXOJUT JTMYHAS TIOAIHUCH?

3ananue 1. Cnenarb aHanu3 rocynapcTBeHHon cucteMsl JIOY.

CocraButh cxemy «CocTaB peKBU3UTOB JTOKYMEHTay.

[Iponucatek anroput™ ohopMIIEHUSI PEKBU3UTOB JIOKYMEHTA.

CoznaTh cxemy Ki1acCU(PHUKAIMU TOKYMEHTOB IO MTPU3HAKAM.

3amanue 2. CocTaBUTh pPa3BEPHYTHIM IUIAaH - KOHCIEKT M0 TeMe «PeKBU3UTHI
JOKYMEHTOBY

3ananue 3. YKaXuTe, B KAKUX BUaX OJAHKOB UCIIOJIb3YIOTCS CIEAYIONNE PEKBUZHUTHI:

No Buer O1aHkoB
H/_H PexBusur (oOmuii 6maHK, 6JIaHK CITy’)KeOHOTO MUChMa,
OJJaHK KOHKPETHOT'O BHJIAa JIOKYMEHTA)
1. OI'PH
2. I'ep6 Poccuiickoit deneparuu
3 HaumenoBanue BHA
JOKYMEHTa
4, Jlata noOKyMeHTa
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5. Mecto COCTaBJICHUSA

JOKYMEHTA
6. HaumenoBanue oprannzanuu
7. HawnmMeHoBaHUE CTPYKTYpHOTO

MOAPa3ACIICHHs] OpraHU3aIN

3ananue 4. Onpenenure, NPaBUILHO JU 0QOPMIIEH IpUd yTBEPKIACHHUS B 3ar0JIOBOYHOU
yacTH MPUBEACHHOIO HIDKE (parmMeHTta nokymeHTa «lIpaBmiia BHyTpEHHETO TPyAOBOIO
pacropsiikay:

3aKphITOE aKIIMOHEPHOE OOIIIECTBO YTBEPXJIEHO
«bOTA» npukazoMm 3A0 «bOTA»
(BAO «bOTA») or 18.03.2071 Ne 67
IIpaBuna
BayTpeHHero Tpy10BOro pacropsiika
3a OTTPYKEHHYIO [ )
MPOAYKINIO Anmonosg
26.03.2017
(ampecoBaHo
[Tucemo OAO ;ZMPE;ZE;J:;
«MetamucT» 0 3amepxKke
2. AP Cemenosy IO.11.
[OCTAaBOK 10 NOTOBOPY OT | . ' =~ o .
10.01.2017 Ne 01-3/07 POULy pasoupamtoes.
Dedpos
23.03.2017
(ampecoBaHo
HayaJlbHUKY  OTIena
KaJIpOB)
OOwpsicHuTenpHas  3anucka | Janunosou P.M.
3 | Kypeepa C.1. 00 | IToozomosums npoexm
" | onozgaHuu Ha paboty 0e3 | mpuxaza 0
YBaKUTEJIbHON MPUYNHBI OUCYUNTIUHADHOM
83bICKAHUU
Ynvanos
12.03.2017

Pewenue 3a0au:

3aoaua Ne 1. Haiimute m caenaiiTe aHalu3 TOJKOBAHUS TOHSITHS «IOKYMEHT». llpu
MOATOTOBKE K BBIMOJHEHUIO 3aJaHUs BHHUMATEIbHO M3YyUYUTE CYIIECTBYIOILIUE
OTpesieNieHUs] TOHATUS «JIOKyMeHT», mpuBeaeHnsie B [OCT 51141 — 98§,
SHIUKIIONEUSAX, CIIpaBOYHUKAX, cloBapsiX, Hay4HbIX U3/IaHUSIX.
[ToctpoiiTe cxemy wWiM TaONUIly pPA3IUYHBIX TOJKOBAHWUN TMOHATHA «IOKYMEHT» B
nopske oT Ooyiee y3KOro K Oosiee MIUPOKOMY €r0 3HAYCHHUIO.
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3a0aua MNe 2. Wsyunte T'OCT P 6.30-2003 «VYHHDHUIUPOBAHHBIE CHCTEMBI
JOKyMEHTAlMW. YHHU(PHUIUPOBAHHAS CHCTEMa OPTraHU3aLMOHHO-PACTIOPSIAUTEIHHON
JOKYMEHTALUH. TpeboBanus K 0(pOpMIIEHUIO JIOKyMEHTOBY.
1. Jlenaa ananuz I'OCT P 6.30-2003 evioenume pexeusumoi, UCnOIb308aHUE KOMOPbIX
peclameHmupyemcs — 3aKOHO0amenbCmeom U  ogopmume 6  8ude  madIUybl,
npedycmompesciedyrouue  epagvi: Koo  pexsusuma u  e2o0  HaumeHnos8aHue.
Haumenosanue 3axonodamenbHo2o 0OKyMeHmMa U €20 UCX00Awue OaHHble.

Tema 3. CucTemMa opraHu3aliMOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIIMU
[IpopaboTka KOHCIIEKTOB JIEKIIMI U BOIIPOCOB, BHIHECEHHBIX Ha

CaMOCTOSITEIbHOE U3YYEHUE, OCHOBHOM U JIONOJIHUTEIIBHOW JIUTEPATYPBHI.

Bonpocwi ons camonposepxu:

1. Bupl opraanzaninoHHO-paciopsIUTEIbHBIX TOKYMEHTOB;

2. B 1yem ocoGeHHOCTh cocTaBieHuss U 0OPMIICHUS] OPTaHU3AIMOHHO-

MPaBOBBIX JJOKYMEHTOB;

3. % k! KaKuX qacTteu COCTOUT TEKCT OpraHU3alMOHHO-

pacropsANTENbHBIX JIOKyMEHTOB?

KontpoabHoe 3amanme. B coorBerctBuuM ¢ TpeboBanusiMmu ['OCTa P 6.30-
2003cnpoexTHpoBaTh OJIaHK. 3a/IJaHNUE BBIMOJIHACTCS 110 BApUAHTAM:

Bapwuanr 1. Bapuanr 2.

[TocTpouth OnmaHK ciyxeoHoro | [ToctpouTs OaHK CITy>KEOHOTO JOKYMEHTa
JOKYMEHTa C  y4eTOM  CIEAYIOUINX | C yUYETOM CICAYIOUINX NTaHHBIX:

JaHHBIX: 1) HETOCYIapCTBEHHOE yUpeKICHUE
1) rocyJapCTBEHHOE yupexaeHue | (3mOaemMa opraHu3aiin)
(I'ocymapctBeHHbI repO PD) 2) OJIaHK JIJ1s1 THCEM

2) oOmuii 6J1aHK 3) IIPOJIOJIBHOE PacroJIOKeHHE
3) yIII0BOE PacrojoXeHHe | PEKBU3UTOB

PEKBU3HUTOB

Bapuanrt 3. Bapuanr 4.

[TocTpouth OnmaHK ciyxeoHoro | [ToctpouTs OaHK CITy>)KEOHOTO JOKYMEHTa
JOKYMEHTa C  y4eTOM  CIEAYIONIMX | C YYETOM CIICAYIONINX JaHHBIX:

JaHHBIX: 1) HETOCYIapCTBEHHOE YUpEKICHUE
1) rOCyJIapCTBEHHOE yupexxaenue | (3mbiieMa opraHu3aium)
(I'ocymapcTBeHHBIH repO PD) 2) OJaHK MpUKa3a

2) OJaHK IS THCeM 3) YTJIOBOE PACTIOIOKCHUE PEKBU3UTOB
3) IPOJIOJIEHOE PACIIONIONK

4) HHUE PCKBU3UTOB

Bapuanr 5. Bapuanr 6.

[TocTpouts OnaHK ciyxebHoro | [Toctpouts OnaHK cimykeOHOTO JOKyMEHTa
JOKYMEHTa C Y4YeTOM  CJEIYIONIUX | C YYETOM CIIEeIYIONINX JaHHBIX:

JTAHHBIX 1) HETOCYy/IapCTBEHHOE YUpEKICHUE
1) rOCyJIapCTBEHHOE yupexeHue | (ambieMa opraHu3aiumn)
(I'ocymapcTBeHHBIH repb PD) 2) OJIaHK ITPOTOKOJIA

2) OJaHK MmpuKasza 3) PO/I0JIb

3) yIIIOBOE pacriosiokenue | 4) oe

PEKBU3UTOB 5) aCIIOJIOKEHHE PEKBU3UTOB

Bapuanr 7. Bapuanr 8.
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[TocTpouts OJ1aHK ciyxkebHoro | [loctpouts OMaHK CIyKeOHOTO JTOKYMEHTa
JOKYyMEHTa C YYEeTOM  CIEAYIOUINX | C yYETOM CIICAYIOUIUX JTaHHBIX:
JTAHHBIX 1) HETOCYIapCTBEHHOE yUpexKICHIE
1) rocyJ1apCTBEHHOE yupexacHue | (amOaemMa opraHu3aiin)
(I'ocynapcrBennslii repo PD) 2) OJaHK aKTa
2) OJIaHK TIPOTOKOJIA 3) YIJIOBOE PACIIONIOKEHHE PEKBH3UTOB
3) MIPOI0JIBHOE paci
4) JIO)KEHHE PCKBH3HUTOB
Bapwuant 9. BapwuanT 10.
[TocTpouts OJ1aHK ciyxkebHoro | [Toctpouts O1aHK CIy’KeOHOTO JTOKYMEHTa
JOKYMEHTa C  y4eTOM  CIEAYIOUINX | C yYETOM CIICAYIOUIUX JTaHHBIX:
JTAHHBIX 1) HETOCYIapCTBEHHOE yUpexKICHIE
1) roCyJIapCTBEHHOE ydpexaeHue | (ambiieMa opraHu3aIiim)
(I'ocynapcrBennslii repo PD) 2) oOuruii OnaHk
2) OnaHK aKTa 3) IPOIOJIBEHO
3) yTII0BOE pacronoxenue | 4) pacrmonoKeHne peKBU3UTOB
PEKBH3UTOB
Bapwuant 11. Bapuant 12.
[TocTpouts OJ1aHK ciykebHoro | [Toctpouts OJaHK CIy’KeOHOTO JTOKYMEHTa
JOKYMEHTa C yYEeTOM  CIEAYIOUINX | C yYETOM CIICAYIONIUX JTaHHBIX:
JAHHBIX 1) HETOCYIapCTBEHHOE YUpeKICHUE
1) rocyJapCTBEHHOE yupexxaeHue | (ambaemMa opraHu3aliin)
(I'ocynapcTBeHHbI TepO PD) 2) OJIaHK JIJIs1 TTHCEM
2) oOuruii OnaHk 3) YTJIOBOE PACTIONOKEHUE PEKBU3UTOB
3) IIPOJIOJIBHOE pacroyio’keHue
PEKBU3HUTOB

3amanue l.[loaroroButh KpoccBopa Ha Temy «Buabl opraHm3anmoHHO-

PACIOPSITUTETbHBIX IOKYMEHTOBY.

3amaane 2. Uzyunts I'OCT P 7.0.8-2013 Cucrtema crtaHgapToB IO HH(pOpPMAIIHH,
OMOJIMOTEYHOMY W HW3IATEIIbCKOMY Jeny. Jlelompou3BOICTBO M apXUBHOE JIEJIO.
Tepmunsl u  onpenencHus».COCTABUTh AHHOTALMIO JAHHOTO HOPMATHBHOIO
AOKyMeHTa. 3anmucaTh aHHOTAIMIO B TeTPadb IJIsl BHCAYJAUTOPHOW CaMOCTOSTEIbHOM
paboTEHL.

Tema 4. Opranusanusi pa6éoThl ¢ JOKYMEHTAMH B YUpeKIeHUU

[TpopaboTka KOHCHIEKTOB JIEKIIUH M BOMPOCOB, BHIHECEHHBIX HAa CAMOCTOSITEIBHOE
M3y4YeHHE, OCHOBHOU U JOTOJHUTEIHLHOU JINTEPATYPHI.
KoHTpoapHBIE BOMIPOCHI 110 TEME:

1. JlaiiTe onpeneneHue MOHATHIO «JOKYMEHTO000pOTY;

2. KaxoBbl OCHOBHBIE ATalbl JOKYMEHTOOOOpOTA?

3. Kaxkue sramsl 06paboTku MpOXOIsT BXOMSIINE TOKYMEHTHI?

4. B kakue cpoku HOKHBI OBITH OCYIIECTBJICHBI JIOCTaBKa M PacCMOTPEHHE
BXOJIAIIUX JIOKYMEHTOB?

5. Kakue 1okyMeHTBI Ha3bIBAIOT UCXOASAITUMHU?

6 Kakue onepanuu BXoIsT B cocTaB 00pabOTKH UCXOAAIIEH JOKYMEHTAIUH ?

7. Kaxue noKyMeHTBI Ha3bIBalOT BHYTPEHHUMU?

8 B uem 3akimrouaeTcsi 0coOEHHOCTH pabOThI C BHYTPEHHUMHU JOKYMEHTaMU?
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9. JUig yero U Kak IpOM3BOJUTCS ydeT o0beMa JoKyMeHTooOopoTa? Kakue BHIIBI
JOKYMEHTOB MOJUIEXKAT PErUCTpaLiun?
10.  Kakwue cymecTByIOT (GOpPMBI pErHCTPAIUN TOKYMEHTOB?
11.  Kakue 10KyMEHTBI MOJJIeXAT 0053aTeIbHOMY KOHTPOJIIO?
12.  JlaiiTe oOmIyt0 XapaKTEPUCTHUKY CITy>KEOHOM MEPETHCKH.
13. HasoBwuTe THUIBI JETOBBIX MTHUCEM.
14, OdopmieHne KOMMEPUYECKUX MMHCEM B IIPAKTHKE.
N3yunte pasnpen 3.3 «ApxuBHoe xpeno» ['OCTa P 7.0.8-2013 Cucrema craHmapToB IO
nHpopManuu, OUOIMOTEUHOMY U U3JIaTEIbCKOMY Jeny. [[eaonpon3BoaCTBO U apXUBHOE
neno. TepMHUHBI U orlpeiesieHus». Pacipenenure TepMUHBI 110 TPYTIIIAM:
- MpoLece — AesTeNbHOCTh PA0OTHHKA apXHUBa OpraHU3aIUH;
- JIEMCTBUE BPEMEHH;
- YCIIOBUSL COXPAHHOCTH JJOKYMEHTOB;
- JOKYMEHTHI;
- YYETHbIE JOKYMEHTBHI.

3aoanue. N3yunts I'OCT P 7.0.8-2013 «Cucrema crangapToB 1o uHpOpmaruu,
OMONMOTEYHOMY U U3JAaTeNbCKOMY Jeny. Jlemomnmpou3BOACTBO U apXWBHOE  JEJIO.
TepMUHBI U OIIPEIECTICHUS.
CocTaBUTh aHHOTAIMIO JAHHOTO HOPMATHBHOTO JOKYMEHTAa. 3amucaTth aHHOTAIUIO B
TeTpajib Jsl BHEAYIMTOPHOIN CaMOCTOSATEIbHONU paboOThI.

CoznaTth 00pasiibl - OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaBa, MOJOXKEHUs 00
OpraHu3aly, CTPYKTYPbl U IITATHOW YUCIEHHOCTH, IITATHOTO PACIHUCAHUS, MOJI0KEHUS
O CTPYKTYpPHOM TIOJpa3JE€J€HUU OpraHu3allM, JOJDKHOCTHBIE HWHCTPYKUHUH. —
pacIopsIANTENBHBIX JOKYMEHTOB: IPUKA30B, PACTIOPSIKEHU.

Cocrasnenne cxem 1o teMaM «Cucrema OPl», «CTpyKkTypa TOKyMEHTa».

Pemenne 3anau:

3aoaua Ne 1. BoblaenuTe OCHOBHBbIE Pa3HOBUAHOCTH OGOPMIICHHUS JEJIOBOTO IMHCHMA.
Odopmute B BUjae TaOIUIbI, OCHOBHBIE TPeOOBAaHUS K COCTABJICHHUIO TEKCTa JIEJIOBOTO
nucbmMa.  Bupg  nmuceMma Ocobennoctu COCTaBJICHUS TEKCTa nrchbma
3aoaua 2. zyunte «OCHOBHBIC TpaBWia pabOThl apXuBOB opranm3anuit» (Pasmen 3.4
Homenknarypa nen) u «TunoBasi MHCTPYKLHS 1O JEIONPOU3BOJACTBY B DenepanbHBIX
opraHax wucnogHutenbHo Biactu» (Y1 Opranuzanus paboThl € JOKYMEHTaMU B
JIeTIOTIPOU3BO/ICTBE).

H3yuue eviuie ykazanuvie OOKYMeHmMbl, NOO20MO8bMe KOHCNEKM No ClelyIouum
80NPOCAM - BUObI HOMEHKIAMYpPbl 0ell, 3a20/l08KU U UX COCMAGIeHUe 8 HOMEHKIamype
oell; epaghvl HOMeHKIAmMYpvl Oel, NOPAOOK UX 3ANOJHEHUs, NOPSOOK COCMAGIeHUs U
VMEepHCOeHUsI HOMEHKILAMYPbl Oel.

Tema 5. Oco0eHHOCTH [1eJ10NPOU3BOACTBA M0 00PALIEHUSAM I'PAXKIAH
[IpopaboTka KOHCIEKTOB JIEKIIMA U BOMPOCOB, BHIHECEHHBIX Ha CaAMOCTOSITEIHHOE
W3y4YEeHHUE, OCHOBHOM U JOIOJHUTEIBHOM JTUTEPATYPHI.

Bonpocwi ons camonposepxu:

a. Kakue Buabl JOKYMEHTOB OTHECEHBI K OOpaIlEHHUsIM IrpaxaaHam?

b. YeMm oTiinyaeTcs 3asBIICHUE TPAXKIaHIUHA OT KaI00bI?

C. Yem oTauvaeTcs NpeaoKeHne TpaXI1aHuHa OT 3asiBICHUS ?

d. Kakrmu HOpMAaTUBHBIMH JOKYMEHTAMHU PErJIaMEHTHPYETCSl OpraHu3aius padboThl

¢ oOpalieHusIMH Tpaxkaan?
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e. Kaxkue TumnoBbie CpOKH yCTaHOBJIEHBI JJI1 UCTIOMHEHUST 0OpaleHni rpakiaH?
f. Uem oTnnuaeTcs peructpaiusi oOpallleHuil rpaxkJiaH OT PErHCTPALMU OCTAIbHBIX
BHJIOB BXOJIAIIUX JOKYMEHTOB?

Kputepuu oueHku penieHus 3a1a4u

OIICHKa «OTJIMYHO»: OTBET Ha BOIMPOC 3aJaud JaH NMpaBWIbHBIN. OOBsICHEHHE XOaa €¢
pemieHus  TOJApOOHOE,  IMOCJeNOBaTeNbHOE, TIPaMOTHOE, C  TEOPETHUCCKUMHU
000CHOBaHMSIMH (B T.4. W3 JICKIIMOHHOTO Kypca), C HEOOXOJUMBIM CXEMaTHYCCKUMU
M300paKEHUSIMU U JIEMOHCTPAIIMSIMA Ha aHATOMUYECKUX Tperaparax, ¢ MpaBUIbLHBIM H
CBOOOIHBIM BJIQJICHHEM aHATOMHYECKOW TEPMHUHOJIOTHEH, OTBETHI HA JOIOJHUTEIHHBIC
BOIIPOCKI BEPHBIC, YCTKUE.

- OIICHKA «XOPOIIIO»: OTBET Ha BOIPOC 3aJlaud JaH MpaBUiibHbIA. OOBsICHEHHE XOfa ee
penieHusi moApoOHOE, HO HEJOCTATOYHO JIOTMYHOE, C CIUHUYHBIMH ONIMOKaMU B
JeTANAX, HEKOTOPBIMU 3aTPYJHCHUSAMH B TEOPETUYECKOM OOOCHOBaHWU (B T.4. U3
JEKIIMOHHOTO MaTrepualia), B CXEMaTHYCCKUX H300pKCHHUSIX W JIEMOHCTpAIUAX Ha
aHATOMHWYECKUX TIperapaTax, OTBEThl Ha JIOTIOJHUTCIIBHBIC BOMIPOCHI BEpPHBIC, HO
HEJI0CTATOYHO YCTKUE.

- OIIEHKAa «YJIOBJICTBOPUTEIIBHO»: OTBET HAa BONPOC 3aJayd JIaH IPaBUJIbHBIM.
OOBsCHEHHE XOJla €€ PEIICHHs HEIO0CTaTOYHO TIOJHOE, HEIMOCIe0BaTeIbHOe, C
omuOKamu, cIa0dbIM TEOPETUUECKUM OOOCHOBAaHMEM (B T.4. JIGKIIMOHHBIM MaTEPHAIOM),
CO 3HAYMTEIBHBIMHM 3aTPYJHCHUSMHU W OIIMOKAMH B CXEMATHYECCKUX H300pPaKCHHUSX H
JIEMOHCTpAIMsIX Ha aHaTOMUYECKHUX IMpenaparax, OTBEThl Ha JOMOJHUTEIbHBIE BOIIPOCHI
HEJ0CTAaTOYHO YETKHUE, C OIIMOKAaMU B JIETaSIX.

- OlIEHKa «HEYAOBJIETBOPUTEIBHO»: OTBET Ha BOINPOC 3aJauyd JaH HE MPaBUIIbHBII.
OObscHEHHE XO0/a €€ pElIeHMs] JaHO HEMOJIHOE, HEMOCIEeN0BaTeIbHOE, C TIpyObIMU
omuOKkamu, 6€3 TEopeTUUeCcKoro o00CHOBaHUs (B T.4. JICKIIMOHHBIM MaTepHaioM), 0e3
YMEHHS CXEMaTHYEeCKMX M300paKeHU W IEeMOHCTpAlMii Ha aHATOMUYECKUX Ipernaparax
Win Cc OOJNBIIUM KOJMYECTBOM OIIMOOK, OTBETHl Ha JIOMOJHUTEIbHBIE BOIPOCHI
HENPaBWIbHBIE UM OTCYTCTBYIOT.

MeToauyeckne peKOMeHIAIMH MO PelIeHUIo0 32124

[IpakTuyeckue 3aHATUS MpeAHA3HAYEHBI B MEPBYIO OuYepellb JJISl TOro, YTOObl HAYYHUTh
CTYJICHTOB TOHHMMAaTh CMBICI 3aKOHAa M MPUMEHSATH HOPMBI IpaBa K KOHKPETHBIM
KU3HEHHBIM CUTyalusM. Takue cuUTyallMy M3JIaraloTcsl B 3ajadyax-Ka3ycax, HEKOTOphIC
13 HUX UMEIOT B CBOEH OCHOBE PaCCMOTPEHHBIE CyIeOHbBIC JIea.

B xo7e moaroToBKy K MpakKTHYECKUM 3aHSATUSAM CTYJIEHTaM CJeAyeT THIATeIbHO U3YYUTh
COOTBETCTBYIOUIMI  Marepuan B  yuyeOHHKAX, CHEHUANIbHYIO JIUTEpaTypy IO
paccMaTpuBaeMbIM BOIPOCAaM, BHHUMATEIBHO IPOAHATU3UPOBATh PEKOMEHIOBAHHBIN
HOPMAaTHBHBIN MaTepHall, a TAK)Xe CyJeOHYIO MPAKTUKY.

HempemeHHBIM yCIIOBHEM TPAaBHIBHOTO PEIICHUs 3aa4 SBJISETCS YMEHHE YETKO
chopMyIHpoOBaTH K OCHOBHOMY BOIIPOCY JIOTIOJHUTEIbHBIE BOMPOCHI, OXBATHIBAIOIIINE
conepkanue 3amaud. [IpaBUiIbHBIA OTBET HAa JIOTIOJHUTENBHBIE BOMPOCHI TO3BOJIUT
CIeNaTh BEPHbI OKOHYATEIbHBINA BBIBO.

Pemenue 3a1a4u 0KHO OBITH TIOJTHBIM U Pa3BEPHYTHIM U COCTOSITh U3 TPEX ITAIOB:

1. Amnanu3s curyaruu. Ha nanHom 3tare HeoOX0IMMO, PEXK/Ie BCETO, YICHUTh
coJiepKaHue 3a/1aud, CYIIHOCTh BO3HUKIILIETO CIIOpa U BCE 0OOCTOSATEILCTBRA Jea.

2. Ouenka cuTyanuu (JOBOJOB CTOPOH) C TOYKH 3pPCHHS  JICHCTBYIOIIETO
3aKOHOJATeNbCTBa. (i1 3TOTO CTYAEHT JOJIKEH OMPEACNIUTh IOPUINYECKOE 3HAYCHUE
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(akTHYECKUX OOCTOATENbCTB, YIOMSIHYTHIX B 3aja4ye, U KBAIM(PUIUPOBATH YKa3aHHOE B
YCJIOBUH 3a/1a4¥l IPaBOOTHOLIEHUE.

3. ®opMynmHpOBKa BBIBOJOB, B TOM 4YHCIe 00 OOOCHOBAaHHOCTH TPeOOBAaHWUU WIH
BO3PaXXEHUI CTOPOH CIIOpa.

Opunnueckas kBanudukanus (akToB U OTHOIICHUM TOJDKHA OCHOBBIBATHCS Ha HOpMax
npaBa. PaccyxeHusi U BBIBOJIbI JOJKHBI ObITh OOOCHOBAHBI CCHUIKAMU Ha KOHKPETHBIE
mpaBoBble HOpPMBL. [lpu 9STOM yKa3piBarOTCsl ab3albl, YacTH, IIYHKTBI, CTaTbH
HOPMATUBHOTO akTa. TEKCT ATUX HOPM HEOOXOJMMO B COOTBETCTBYIONIECH YacTH
npouuTupoBaTh. OJHAKO pEHICHHWE HE [JOJ/DKHO COCTOSITh JIMIIb W3  JOCIOBHOTO
W3JI0KEHUS UK Tepecka3a TeKCTa CTaTeil HOpPMaTUBHBIX aKTOB.

Tembl 3cce

1. 3HaueHue U cojaepxkanue aucuuiuinHel JJOY, ee cBsI3b ¢ Ipyrumu
JTUCIMIUIMHAMYU MPOQECCHOHATBLHOTO U CTICIIHATIEHOTO ITHKJIOB.

2. CoBpeMeHHOE COCTOSIHUE TIOKYMEHTAIIMOHHOTO 00eCieYeH s yIPaBIICHHUS.
3. HopmaTtusHO — npaBoBast 6a3a opranu3ainuu JJOY kak 0CHOBAa TEXHOJIOTHU
MIPOIIECCOB YIPABIICHUS.

4, [TonsiTue cucreM JOKYMEHTAIlMW, JIOKYMEHTa, CBOWCTBA JOKYMECHTA,
CHOCOOBI JOKYMEHTUPOBAHHUS.

5. DYHKITMOHATLHBIC U OTPACIIEBBIC CHCTEMBI JJOKYMCHTAIIUH.

6. [ToHsiTHE OpPraHU3AMOHHO - IPABOBOTO IOKYMEHTA.

7. Crpyktypa #u (QYHKIUH CIY)KO JOKYMEHTAIMOHHOTO OOECTICUCHHS
yIpaBJIECHUSI.

8. DJIeKTPOHHBIN TOKYMEHTOOOOPOT.

9. Cucrema ACKWU] (aBTOMAaTU3MPOBAHHBIA KOHTPOJIb HCIIOJHEHUS
JIOKyMEHTOB).

10. Pabota ¢ nokyMeHTamMu KOH(PHUISHITUATILHOTO XapaKkTepa.

11. HomeHnkmarypa aen: Buabl 1 TpeOOBaHUS K OPOPMIICHHUIO.

12. [ToaroroBka e k cave B apXuB.

13. OcobeHHOCTH TIpHEMa U MEPBUYHON 00paOOTKH MHCHMEHHBIX 0OpAaIICHHM.
Perucrparnus obpareHui.

14, AHau3 MOCTYNUBIINX OOpaIeHU.

MeToanyeckue peKOMeHAANMHI N0 HANTMCAHUIO ICCe

Occe - (¢dpanm. essali - mombITKa, mpoda, odYepk, OT Jar. exagium -
B3BCIIMBAHUE)CTYJCHTA - OTO CaMOCTOSATENbHAas THCbMEHHAs paboTa Ha TeEMYy,
MPEeNJIOKEHHYI0 TpernojaBareeM (TemMa MOKeT OBbITh MpemIoKeHa W CTYACHTOM, HO
o0s13aTenbHO JIOJKHA OBITH cOrJiacoBaHa ¢ mpernojaaBateneM). Lleas scce cocTouT B
Pa3BUTHHM HAaBBIKOB CaMOCTOSATEIHHOTO TBOPYECKOTO MBIIUICHUS W MHUCHBMEHHOTO
W3NIOKEHUS COOCTBEHHBIX MBICIEH. Dcce TMO3BOJSET aBTOPY HAYYHUTHCA UYETKO W
IrpaMOTHO (OPMYJIMPOBATH MBICHH, CTPYKTYPHpPOBaTh WH(GOPMAIIMIO, HUCIOJIb30BaTh
OCHOBHBIE  KAaTeTOpPUM  aHAlM3a,  BBIIEHATh  NPUYMHHO-CIEJCTBEHHBIE  CBSI3H,
WUTIOCTPUPOBATHh TIOHATHS COOTBETCTBYIOIIMMHU TPUMEPAMH, apTYMEHTHPOBATh CBOU
BBIBOJIBI; OBJIAJIETh HAYYHBIM CTUJIEM PEYH.

Dcce JOMKHO CONEP)KaTh: YETKOE HM3JI0KEHUE CYTH IOCTaBJICHHOW IMPOOJIEMBI,
BKJIFOYATh CaMOCTOSATEILHO MPOBEICHHBIN aHau3 3TOH MPOOJIEMBI C HCIIOIh30BAHUEM
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KOHILIETIIMIA ¥ aHaJUTUYECKOTO0 MHCTPYMEHTapHus, pacCMaTpMBaeMoro B paMKax
JTUCIUILIMHBI, BBIBOABI, 0000IIArONIME aBTOPCKYIO TMO3UIMI0O 1O  IOCTaBJICHHOU
npobineme. B 3aBucumocTH OT chneuM(UKU AUCHMIUIMHBL (OPMBI  3CCE  MOTYT
3HaUUTENbHO AuddepeHInpoBaThCcsi. B HEKOTOPBIX Claydasx 3TO MOXKET OBbITh aHau3
MMEIOIINXCS] CTATUCTUYECKUX JAHHBIX MO M3y4aeMoM mpobiieMe, aHallu3 MaTepUalioB U3
CPEACTB MacCOBOM MH(OpPMAIMU U MCHOJIB30BAHUEM H3Y4YaeMbIX MOJENEH, MOAPOOHBIN
paz0op MpeIoKeHHOW 3aJaud C Pa3BEPHYTHIMH MHEHUSIMH, TOI00p U JAETabHBIN
aHaJIU3 NPUMEPOB, WITIOCTPUPYIOLIUX IPOOJIEMY U T.J.

Crpyktypa 3cce:

1. - BBegeHue (cyTb 1 000CHOBaHUE BbIOOPA BHIOPAHHOM TEMbI, KpaTKHUE ONPEEICHUS
KJIFOUEBBIX TEPMHUHOB);

2. - OCHOBHaf 4acTh (apryMEHTHPOBAHHOE PACKPHITHE TEMbI HA OCHOBE COOPAHHOTO
Marepuana);

3. - 3akiroueHue (0000IIEHUS U BHIBOIBI).

Dcce OLEHMBAIOTCS M0 HECKOJIBKMM HAIpPaBJICHUSAM: COJEpKaHUE, CTHIIb, CIIOCOOHOCTh
U3JI0KUTH CBOU MBICIIH.

OcHoBHbIE TpeOOBaHUS K HAMCAHUIO ACCE.

— Ob603HaueHue Kpyra MpaBOBBIX MOHITHI U TEOPHIi IO TEME 3cCe.

— IloHMMaHKe ¥ PaBUIILHOE UCIIOJI30BAHKE MPABOBBIX TEPMUHOB U IOHSTUH.

— Wcnonp30BaHne OCHOBHBIX KaTETOPHii IPaBOBOIO aHAIIM3A.

— Brlenenue npuurHHO-CIIEICTBEHHBIX CBS3EH.

— IIlpumeHeHue anmnapata CpaBHUTEIbHBIX XapaKTEPUCTHUK.

— ApryMeHTanusi OCHOBHBIX MOJIOKEHUH 3cce.

— Hannuume npomMekyTOUYHBIX M KOHEUHBIX BBIBOJIOB.

— JInunast cyObeKTUBHAs OIIEHKA 110 JaHHOM pobiieme.

Kpurtepuu oueHnpanus.

S5(oTIM4YHO) — 3cce COOTBETCTBYET BCEM TPEOOBAHUSM, MPEABIBISIEMBbIM KTAaKOTO poja
paboram. Tema 3cce packpbiTa IMOJHOCTBIO, YETKO BBIPA)KEHA aBTOPCKAas IO3MIIMS,
UMEIOTCSl JIOTHUHbIE W OOOCHOBaHHBIE BBIBOJBI. JCCE HAMKCAHO C HCIOJIb30BAHHEM
0O0JBIIOT0 KOJMYECTBA HOPMATHUBHBIX MPABOBBIX aKTOB HAa OCHOBE PEKOMEHIOBaHHOMU
OCHOBHOM M JOTOJIHUTEIBHOM JIUTEpPATyphl, a TaKKe WMHOW JIUTEpaTyphl, Ye€M Ta, UTO
npemioxkeHa B IIporpamme cooTBeTcTBYIolIeH y4eOHOM nucruruimabl. Ha BbIcOKOM
YpOBHE BBITIOJIHEHO 0OopMIICHHE paOOTHI.

4(xopomio) — TeMa 3CCE pacKpbiTa TOJHOCTHIO; HMMEETCS aHalu3 HEeOOXOAUMBIX
MPaBOBBIX HOPM, CO CCBUIKAMH Ha HEOOXOJMMbIE HOPMATHUBHBIE TIPABOBBIE AaKThI;
WCIOJIb30BaHa HEOOXoAuWMas KaK OCHOBHAs, TaK M JIOMOJIHUTENbHAs JHUTEpaTypa;
HEJI0CTATOYHO YETKO MPOSBIIAETCA aBTOpcKas mo3uius. [’ pamoTHoe odopmiieHue.
3()ynoBIeTBOPUTENBHO) — TEMA PACKPBIBAECTCA HA OCHOBE MCIOJB30BAHUS HECKOJIBKHX
OCHOBHBIX U JONOJHHUTEIbHBIX HCTOYHUKOB; CJIa00 OTpa’keHa COOCTBEHHAs MO3MIIUA,
BBIBOJIbI UIMEIOTCS, HO OHU HE 0OOCHOBAHbI; MaTepHall U3JI0KEH HENOCIeI0BaTeIbHO, 0e3
COOTBETCTBYIOIIEH apryMeHTAllMM W aHaju3a I[PaBOBBIX HOPM, XOTS CCBUIKM Ha
HOpMAaTHBHBIE MPABOBBIE aKThI BCTpedaroTcs. FIMeroTcst HeqocTaTKu o 0(pOpMIICHHIO.

2 (HeylOBJIETBOPUTEJIbHO) — TEMa 3CCE€ HE paCKpbITa, Marepuai H3JoXkeH 0e3
COOCTBEHHOH OIIEHKM M BBIBOJIOB; OTCYTCTBYIOT CCBHUIKM Ha HOPMATHBHBIE IMPAaBOBHIC
ucrtounuku. Mimerorcs HegoctaTku o 0OpMIICHUIO pabOTHI.

— TEKCTyaJIbHOE COBIA/ICHUE BCETO 3CCE C KAKMM-THO0 NCTOYHUKOM (TIIaruar).
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KomnuiekT maTepuasnos AJisi NPOMeKyTOYHOMH aTTeCTALIMH 10 pe3yJibTaTaM
OCBOEHHSI JUCHUIIHHBI (MpoBoaUTCs B (popMme nudpepeHINPOBAHHOrO 3a4€Ta)

Cooepircanue oughgpepenyuposannozo 3auema

Ne

BapuantaHomep Bompoca

1 1 7 |17 (23 (31 |37 |44 (52|62
2 2 8 |18 |24 |32 |38 (45 |53 |63
3 3 9 [19 |25 (33 |39 |46 |54 |64
4 4 10 |20 |26 (34 [40 |47 |56 |65
5) S) 11 (21 (27 (35 |41 |48 |57 |66
6 6 12 (22 |28 (36 |42 |49 (58 |67
7 1 13 |17 |29 |31 [43 |50 |59 |68
8 2 14 118 (30 (32 [37 |51 |60 |69
9 3 15 |19 |23 |33 [38 |44 |61 |62
10 4 16 |20 |24 |34 (39 |45 |52 |63
11 S) 7 |21 |25 (35 |40 |46 |53 |64
12 6 8 |22 |26 |36 (41 |47 |54165
13 1 9 |17 (27 (31 |42 |48 (56 |66
14 2 10 (18 (28 (32 |43 (49 (57|67
15 3 11 (19 |29 (33 |37 [50 (58 |68
16 4 12 (20 (30 (34 |38 [51 (59 |69
17 5 13 (21 |23 |35 |39 (44 |60 |62
18 6 14 (22 |24 (36 |40 (45 (61|63
19 1 15 (17 |25 |31 |41 (46 |52 64
20 2 16 (18 (26 (32 |42 |47 |53 |65
21 3 7 119 (27 (33 |43 |48 (54 |66
22 4 8 |20 |28 |34 |37 |49 |56 |67
23 5 9 |21 (29 (35 |38 |50 (57|68
24 6 10 (22 (30 (36 |39 [51 (58|69
25 1 11 (17 |23 |31 |37 |44 |52 |62
26 2 12 (18 (24 (32 |38 (45 (53|63
27 3 13 [19 |25 |33 |39 (46 |54 (64
28 4 14 (20 (26 (34 |40 (47 (55|65
29 S) 15 (21 |27 |35 |41 |48 |56 |66
30 6 16 (22 |28 (36 |42 |49 (57|67
31 1 8 120 |29 |32 [43 |50 |58 )68

3.MaTepuaJbHO-TEXHHYECKOE obdecrnieueHue KOHTPOJILHO-OLEHOYHBIX
MepONpPUATHI.

Aynutopus Ne223 «KabnHeT MeHEHKMEHTA 1 SKOHOMUKH OpTaHU3alumy» - «Y ueOHas
ayIUTOPUS JUTsl IPOBEACHUS 3aHATHUN BCEX BUIOB, IPEIYCMOTPEHHBIX
o0pa3oBaTeIbHON MPOrpaMMon (YpOK, MPaKTHUIECKOE 3aHsATHE, TaO0paTOPHOE
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3aHATHE, KOHCYJIbTAILNS, JCKIHUs, CEMUHAP), B TOM YKCJIE TPYMIOBBIX U
WHINBUAYATbHBIX KOHCYIBTAIMM, TEKYIIIETO KOHTPOJIS U TPOMEKYTOUHOM
aTTeCTALINI

[lepedyeHb OCHOBHOTO 000Dy IOBAHUS:

NurepaktuBHas gocka - 1 mr.

[IpoexTtop - 1 miT.

Hoyt6yx — 1 .

yIpaBJICHUS

Kadenpa - 1 mr.

Cron yueHnueckuu - 67 mr.

Ctyn yuenuueckuii - 134 mr.

Cron nipenojiaBatens - 4 1IT.

Cryn npenoaBaTens - 2 WT.

Jlocka menoBasi - 2 mIT.

VY4eOHo-Hars AHbIE TOCOOUS

[lepeuenb mporpaMMHOro 00ecTeyeHusI:

KasperskyEndpointSecuritypisionsaeca — CrangaptasiiiRussianEdition. 1500-2499
Node 1

yearEducationalRenewalLicence

Onepanunonnasicuctema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00
MB

11.0.08
7-Zip 9.20

MicrosoftOffice [Ipodeccnonanbhbrii uroc 2007

4, .JInTepaTypa, B TOM YHCJI¢ JOINIOJHUTEJIbHAA, U HHbIE¢ HCTOYHUKU.
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1. KazakeBud, T. A. JIoOKyMEHTaIIMOHHOE OOECTICUCHUE YIIPABJICHUS | YICOHUK U MPAKTUKYM JJIsI

CIIO / T. A. KazakeBuu, A. U. Tkanuy. — 2-e u3a., ucrp. u gon. — Mocksa : M31aTenscTBo
Opaiit, 2021. — 177 ¢. — (Cepus : [Ipodeccuonansrnoe ob6pazopanne). — ISBN 978-5-534-
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URL: https://biblio-online.ru/bcode/437587 ;
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anekTpounsii // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/444432;
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online.ru/bcode/433679.

3. bant, B. C. JlokymeHtaumonHoe obOecrneueHue ympasieHusd. HOpuanueckas TeXHUKA !
yuebHoe mocobue as cpenHero mnpodeccuoHanbHoro obpaszoBanusi / B. C. bsanr. — 2-e uzg.,
ucop. u gon. — MockBa : M3garensctBo HOpaiit, 2019. — 103 c. — (IlpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-08233-3. — Texkcr : anexrponnslii // ObC KOpaiit [caiit]. —
URL: https://www:.biblio-online.ru/bcode/441885.

4, TOCT P 6.30 — 2003. VYHudumupoBaHHble CcUCTeMbl jJoKyMeHTauuu. Cucrema
OpPraHU3aI[HOHHO-PACTIOPSAIUTENILHON  JTOKyMEHTaluu. TpeOoBaHUS K  COCTaBIEHHIO U
odpopmiennto 1okymMeHToB. M., 2003.

HNuTepHeT-pecypcesl:

1. bubnmnoreka HaydHo#t u yaeOHOM nuTepaTypsl // http://shiblio.com
2 Hayunas snekrponnas 6udnunotexa «Elibrary»// http://elibrary.ru
3. [TpaBoBoii mopran «I mac 3akonax // http://voxlex.ru/

4 OnexrponHas oubnuoreka «tOpaitty//https://biblio-online.ru/
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12. http://www.sekretariat.ru/discuss/77015/

13. http://www.profigrama.ru/profession

14. http://www lovedomain.ru/uchebnyj-material/1-kurs/professiogramma-sekretar-rukovoditelia
15. TlopTan 31eKTpoHHOM OMOIMOTEKH 110 TyMaHUTAPHOMY HAIIPaBJIEHUIO:

http://www.xlibris.ru

16. HpOopMaITMOHHEIN TOPTAT o JTIOKYMEHTOBE/ICHUIO:
http://www.aleho.narod.ru/document/

17. UndopmarmonHo-cnpaBounsie U mouckoBsie cucreMbl 'APAHT, KoncynsranT I[nroc.
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