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VY4eOHO-METOANYECKUN KOMIUIEKC AUCIMILIUHBI «0J00peH Ha 3acedaHuu
Kadeapbl DKOHOMUKH U OyXTaldTepCKOro y4era.

[Tpotokon Ne 4 ot 26.11.2021r.
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3aBenyonmii kadeapoii (7 / H.I1. Cemeiikuna
(3aHMaeMast TOJDKHOCTB) (H%EI/ICB) (MHUTIATBL, PaMUITHS)
Pa3paboTunk:
[IpenonaBarenb A.U. llImonnoBa

(3aHnMaemast JOJHKHOCTB) & . Aﬂ&m’[ﬁéb) (vHMLMATB, haMHITHS)
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1. TIPAKTUYECKHUE U UHTEPAKTUBHBIE 3AHATUA
IO JTMCIHUIIVIMHE

OI1. 04 JlokyMeHTAIIMOHHOE 00ECIIEUEHNE VIIPABICHUS
(MHJEKC, HANMCHOBAHUE JTUCITUTIIMHBI)

1.1. Ilnanbl NIPAKTUYECKUX 3AHATHH MO TUCIHUIINHE

Tema 1. CymHOCTh JOKYMEHTAIIMOHHOTO 00ECTICUEeHUsI YIIPABICHUS - OUHAS
dbopma — 2 yaca, 3aouHas — 0 gacos.

Cooepoicanue’: OHATUA «HHPOPMAIUSI» U «TOKyMEeHT». Poibs undopmariu
B COILMATbHO-DKOHOMHUYECKHUX mporeccax. [lom@yHKIHMOHATBHOCTh JOKYMEHTA.
HNudopmarnmonnas, KOMMYHUKaTHBHas, CoLlMaIbHAs, KyJbTypHas,
ylpaBieHYECKas, IMpaBoBas, HUCTOpUYEecKas W Jpyrue (QyHKIUU JTOKYMEHTOB.
[lonsiTue o pokymMeHTHpoBaHUM. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHU.
MartepuanbpHple HOCUTENH HH(OpPMAMM W WX BIMSHUE HA JOJTOBEYHOCTH M
COXPAaHHOCTb  JOKYMEHTa. 3aKOHOJATENIbHbIE  aKTbl, PpErJIaMEHTUPYIOLINE
Opranu3anuio paboThl C JAOKYMEHTHUpOBaHHOW HH(popmanueil. HopmarusHo-
METOJUYECKUE JTOKYMEHTBI, PETIIAMEHTUPYIOLINE MOPSAIOK BbIIaYM U TPEOOBaHUS
K O(QOpMJIICHHIO KONUW B OpraHM3alMsIX, KOTOpbIE SBISIIOTCS aBTOpaMH
JIOKYMEHTOB. OcHoBHbIE HOpMaTHBHbIE aKThl,  pErJIaMEHTUPYIOLINE
JOKYMEHTUPOBAHUE YIIPABICHUECKOH 1€ATEIbHOCTH.

Bomnpocsr:

1. CymHocTh HHQOpMALMU U JOKYMEHTA;

2. OyHKINHA JOKYMEHTA,;

3. [lonsiTHE M CIOCOOBI JOKYMEHTUPOBAHMS;

4. Hocurenu unpopmainy;

5. HopMmaruBHbIE  aKTbl, pENIAMEHTHPYIOUIME  JIOKYMEHTHPOBAHUE
YIPABJICHYECKON EATEIBbHOCTH.

Jluckyccus 1o Jokiagam:

1. JlenonpousBoACTBO B AopeBoOImoHHo#M Poccuu (mo 1917 1.):

- OT TIOSIBJICHUS TIEPBBIX IOKYMEHTOB JI0 MPUKA3HOTO JEIONPOU3BoICcTBa (X-
XV BB.);

- koyutexkckoe aenornpoun3osictBo (XVIII B.);

- MUHHUCTEpPCKOE  (MCHOJHUTENIbHOE) Jaenomnpou3BoacTBO (XIX-Hauano
XXB.).

2 JlenonpouszBojctBo B CCP (1917-1991 rr.):

- OT Pa3pO3HCHHBIX YCWIMH 110 YHOPSIOYCHHIO JEJIOMPOU3BOJICTBA JI0
pa3paboTku EnuHOM rocymapcTBEHHON cuUCTeMbl jAenonpousBojactBa (1917-
1973rr.);

- OT TPAIUIMOHHOTO JEJOMPOU3BOJACTBA K JOKYMEHTAI[MOHHOMY
00eCreueHnI0 yIpaBIeHUsI.

3. CoBpeMEHHOE POCCUNCKOE AETOTPOU3BOICTBO.



TeMmsbl noKIa10B:
1. Dtansl pa3BUTHS ACJIONIPOU3BOACTBA B Poccum.

Tema 2. VYnpanenueckas gokyMeHTanus. @OyHKOUM yIpaBIEHUYECKON
JOKyMEHTAIMU. YHUDUIIMPOBAHHBIE CUCTEMbI YIIPABICHUECKOW JTOKYMEHTAIUU —
ouHas ¢opma — 2 yaca, 3a0yHas — () 4acos.

Cooeporcanue: XapaKTEpUCTUKA M COCTAB OPraHU3ALMOHHBIX JTOKYMEHTOB.
XapakTepUCTUKAa U COCTaB PACIHOPSAAUTEIBHBIX JOKYMEHTOB. XapaKTEPUCTHUKA U

coctaB  MH(GOPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB. Yaudpukauus  #
CTaHJAPTU3ALMS. IlonaTne «cucrema JOKyMEHTAalMW», €€ NPU3HAKU.
QOYyHKIMOHAIIBHBIE M OTPACJIEBBIE CHCTEMBI  JOKYMEHTALIMH. [TonsTne

«yHU(UIUPOBAaHHAs CUCTEMA JOKyMEHTaluu». ['oCynapCTBEHHbIE CTaHIAPTHl Ha
YHU(QUIIMPOBAHHBIE CHUCTEMBbl JIOKYMEHTAllUM, pErjaMeHTHpYIOIMe oOIue
OpaBWia HUX pa3padoTKu U mocTpoeHus (Gopmynspa-odpasua. Ilonstue
«yHUGUIUPOBaHHBIE (OPMBI JOKYMEHTOB. (OOIIEpOCCHHCKHE U OTpaciieBbIe
YHUPUIIMPOBaHHBIE (POPMBI JOKYMEHTOB; YHU(ULIUPOBAHHBIE POPMBI JOKYMEHTOB
IpEAnpUATH, ITIOPALOK UX BBEIAEHUA B AchCTBUE. Pacrpenenenue cocraBa BUIOB
U Pa3sHOBUIHOCTEH JOKYMEHTOB OIPEACIEHHOIO KOMIUIEKCAa II0 3aj1ayaMm
ynpasienus.  Bunbl konumid. TpeboBaHus K O(QOPMIICHHIO Pa3JIMYHBIX BHUJIOB
KOIIMI JOKYMEHTOB. HopmartuBHO-MeTOIMUECKHE JNOKYMEHTBI,
pErJIaMEeHTUPYIOIINE TMOPSAOK BbIJAYM W TpeOOBaHUSA K OPOPMIICHUIO KOMUU B
OpraHM3alUAX, KOTOPBIE SBISIOTCS aBTOPAMH TOKYMEHTOB.

Bomnpocsr:

1. XapaxkTepucTHka M COCTaB OPraHU3alMOHHBIX, PACIOPSIAUTEIBHBIX U
UH(OPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB;

2. Yuubukaims u CTaHIapTU3AILMS TOKYMEHTOB;

3. CymHocTh YHU(DUIIMPOBAHHON CUCTEMBI IOKYMEHTAIIUH.

3aganue:

1. CocraBbTe cxeMy «CTpyKTypa 3aKOHOJATENLHON M HOPMATHUBHOUN 0a3bl
JEOMPOU3BOCTBAY.

2. CocraBbTe cxeMbl «CTpykTypa ciyx0s1 JIOY manoii / cpeaneit / kpymHOn
OpraHu3alum»

3. CocTaBieHue JOJKHOCTHOM UHCTPYKIIMU PaOOTHHKA;

4. CocraBnenus Tadenst GopM TOKYMEHTOB, IPUMEHSIEMbIX B OpraHU3aIiu.

Tembl TOKJIaI0B:

1. Krnaccudukarms ynpaBieHYECKUX JOKYMEHTOB 10 COJIEPIKAHHMIO;

2. Kiaccuduxanuys YIPaBIECHYECKUX JIOKYMEHTOB 1o BHUJaM
JEATEIbHOCTH.
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Tema 3. IloHsATHEe «pPEKBU3UT JOKyMeHTa». (Cxema pacroioXeHus u
XapaKTepUCTUKa PEKBU3UTOB — OYHasi popma — 2 yaca, 3ao04Hast — 0 yacos.

Cooeporcanue: TOHATHE «PEKBU3UTY». [loCTOSIHHBIE U  TMEpEeMEHHbIE
PEKBU3UTHI, MOPSIIOK UX HAHECEHUS MPHU COCTABICHUU JOKYMEHTa Wi padoTe ¢
HuM. [IpaBuna oopmieHuss peKBU3UTOB. YTJIOBOE U MPOJIOIBHOE PACIOJIOKEHHE
PEKBU3UTOB JOoKyMeHTa. CTpyKTypa J1O0KyMEHTA.

Bomnpocsr:

1. IlonsiTHE M BUIIBI PEKBU3HUTOB;

2. IIpaBuiia oopMIIeHUST PEKBU3UTOB,;
3. PacnionoxeHne peKBU3UTOB.

3aganus

1. CocraButh 00muMN OJaHK KOHKPETHOM OpraHU3alluu C MPOJOJBHBIM U
YIJI0BBIM PACIIONIOKEHUEM PEKBU3UTOB Ha opmate A4.

2. CocraBuTh 0J1aHK KOHKpeTHOro Bujaa. CocTaBUTh OJaHK CTPYKTYpPHOTO
1oJIpa3esIeHUs] OpraHU3ally WK TOJKHOCTHOTO JIUIIA.

Hcxoanbie napaMeTpsl A1 0pOpMIIEHHS OJIaHKOB:

Opranu3zanus — 001ECTBO C OTPaHUUEHHON OTBETCTBEHHOCTHIO «Bepcainby;

CrpykTypHOe noapaznenenue — ciyxba J10VY;

JIOJIKHOCTHOE JIMI0 — T€HEePaIbHBIN TUPEKTOD;

CnpaBounble 1aHHbIe 00 opranu3auuu — r. Boponex, yi. Mupa, 14, od. 16,
ten. 220-90-45, dhaxc 245-37-47,

OKIIO 02842708, OI'PH 1027700380795, MHH/KIIII
36080331/361001001
Tect

1. TapanTHitHO€ MUCHMO — ITO:

A) IOKyMEHT, COOOINAIIINK O NPUONIKEHUH, YCKOPEHUH, HCTCUCHHH
CpOKa UCIIOJTHEHMSI KaKOT0-JIM0O0 JeCcTBUS

B) nokymMmeHT, coepxauiuii npurianieHue Ha MeponpusiTue

C) noKymMeHT, B KOTOpPOM TapaHTHPYeTCsl OIUIaTa BbINOJHECHHOMN
padoThI WK NPeAOCTABJICHHE 4ero-anudo (padoTbl, HOMeLIeHus 1 T.]1.)

D) n0KyMeHT, MOATBEP>KAAOLINN MOJIyYeHHE LICHHOCTEN

2. JlaiiTe ompeneneHne JOKyMEHTa!

A) MarTepuaibHBI 00beKT ¢ wuUHpopMauuen, 3apUKCHPOBAHHOU
CO3JaHHBIM 4YeJ0BEKOM CIOCO00M, sl eé mepegayd BO BpPEeMEHH M
NPOCTPAHCTBE

B) coBokynmHOCTb pEKBU3UTOB OQUIIMAIBHOTO MHChMa

C) cTanagapTHOE pacCNoNOKEHNE MaTepraa

D) Tekct

3. Haiite onpenenenue popmyispa-odpasia:

A) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO MHUChMa
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B) COBOKYITHOCTD PacnoJIoKeHHBIX B onpeaeJeHHOH
MOCJIeJ0BATEJILHOCTH  PEKBHU3UTOB, MNPHCYHIUX  BCeM  JOKYMEHTaM
onpeaeJieHHOH CUCTeMbI IOKYMEHTAIUN

C) COBOKYITHOCTh PEKBU3HMTOB MPHUKa3a

D) cOBOKYMHOCTb PEKBU3UTOB aKTa

4. Jlenonpous3BOACTBO - ATO:

A) npaBuiibHOE 0OpMIIEHHE JOKYMEHTOB.

B) opranuzanus JOKyMEHTOO00pOTa B YUPEKICHUU.

C)  COBOKYNHOCTHh  JIOKYMEHTOB,  OTpPaXarOUIMX  YIPaBIECHUYECKYIO
JEeATEIbHOCTD YUPEKICHUS.

D) coBokynmHoCTh padoT 10 JOKYMEHTHPOBAHMIO [1eSITEJbHOCTH
yIpaBJIeHUS U 110 OPraHU3AUMHU JOKYMEHTOB B Y4YpeKICHUH.

5. Kakast pyHKIMS OTHOCUTCS K OOIIMM (PYHKIIMSIM TOKYMEHTA!

A) 00IIEKYIBTYpHAS;

B) nngopmanuonnas;

C) mpaBoBasi;

D) ynopsinounBatomasi.

6. JlokyMeHTaIOHHOE 00ecTIeYeHUE YIIPABIECHUS — TO:

A) mporiecc yCTaHOBJICHUS M MPUMEHEHUs MPABUJI C LIETBI0 YHIOPSA0UECHHUS
NEATEIbHOCTH B JI€JIONPOU3BOJICTBE.

B) nesTeqbHOCTH anmapara ynpaBJ/ieHHsl, OXBATHIBAKOIIAS BOIPOCHI
JOKYMEHTHPOBAHMSA M OPraHU3aIMU PAdOThHI C JOKYMEHTAMHU.

C) COBOKYIHOCTh JIOKYMEHTOB, IMPUMEHSEMbBIX B OIpeIeTIeHHON cdepe
NEeSATEIbHOCTH.

D) COBOKYNHOCTh pEKBU3HUTOB, YCTAHOBJIECHHBIX B COOTBETCTBHUHM C
bopmMyIISIpOM TOKYMEHTA.

7. YKaXHTE OTINYUTEILHOE CBOMCTBO JIOKYMEHTA!

A) KOTTMHHOCTH;

B) opuanyeckas cujia;

C) MHO>KECTBEHHOCTb;

D) TouHOCTb.

8. Komnexckoe n1ei1onpou3BoJaCTBO - 3TO

A) padoTa ¢ JOKyMeHTaMH, NPOBOAMBHIASICH B KOJLJIETUSIX

B) pabora ¢ joKyMeHTaMH, IPOBOJIMBILASACS B MPUKA3axX

C) pabota ¢ fokymMeHTaMu, MpoBoAUBIIAsACST B COBETCKUX YUPEIKICHUSIX

D) paboTa ¢ toKyMeHTaMu, TPOBOJMBILASACA B MUHUCTEPCTBAX

9. HazoBute naBa OCHOBHBIX (popmaTta, Ha KOTOPBIX O(QOPMIIAIOTCS
nokymeHTbl OP/]

A) A5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 Mmm)

C) A5 (148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)

10. HazoBuTe HOpMATUBHBIA JOKYMEHT, Ha OCHOBAaHHU KOTOPOTO
odopmisitorest TokymeHTsl OPJ]

A) UHCTPYKIIUS IO IJIONIPOU3BOJICTBY
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B) monoxenue o6 apxusaHoM pouae PO

C) I'OCT 6.30.-2003

D) T'OCT 16.48.7-70

11. O6s13aTenbHBI NMPU3HAK HA JIOKYMEHTE, YCTAHOBJIEHHBIM 3aKOHOM —
3TO

A) uHTEpBaNI

B) pexBu3urt

C) nonoxenue Tadynsaropa

D) ambema

12. OxapakTtepu3ylTe ¢ TOYKH 3PCHUS TMPUHAIIC)KHOCTH K PEKBU3ZUTAM
cienytontuii pparmedT: O6 nHPOpMaITMOHHOM O0ECTIEYCHUN

A) BU3a

B) 3arojsioBok

C) pezomorus

D) Tekct

13. OxapakrepusyiiTe € TOYKM 3pEHUS MPUHAICKHOCTH K PEKBU3UTAM
cnenyromuit pparment: Y TBEPXKXIAIO JIupexrop n/m M.0.D. 13.02.98

A) rpud yrBepKIeHus

B) 3aronoBok

C) pezomtonus

D) moamuce

14. OxapakrepusyiTe ¢ TOUKU 3PEHUSI PEKBU3UTOB CIEAYIOIUN (PparMeHT:
«Bx. Ne 0000 Iata 00.00.00»

A) pezomrornus

B) oTMeTKa 0 MOCTYIJIEHUM IOKYMEHTA

C) oTMeTKa O HATMYUU TIPHIIOKCHHH

D) noanuce

15. OxapaktepusyiTe ¢ TOYKU 3PEHUS] PEKBU3UTOB CIENYIONUN (pparMeHT:
“02.03.98.”

A) nmoanuce

B) nata

C) pezomtonus

D) oTmeTKa 0 HAJIMYMU NPUITIOKEHU N

16. IlepeuncauTe OCHOBHBIE BUBI OJTAHKOB

A) o0muii 0J1aHK, OJIAHK VIS TMceM, OJIAaHK € MPOAOJIbHBIM H YIJIOBBIM
pacmnoyioxKeHueM peKBU3UTOB

B) cymecTtByeT TOJNbKO OJaHK C MPOJAOJIBHBIM U YTJIOBBIM PACIOI0KEHUEM
PEKBU3UTOB

C) cymiecTByeT TOJIBKO OOIIHi OJIaHK

D) cymiecTByeT TONbKO OJaHK 7Sl THCEM

17. PekBU3UT - 3TO

A) o0s13aTe/IbHBIN NPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBII 3aKOHOM

B) cucrema nokymeHranuu

C) cyxebHOE 110I1e

D) pabouee mosne



Tembl OKIan0B:
1. Ha3nauenue u o6macts npumenenus 'OCT P 6.30 — 2003.

Tema 4. OcHOBHBIE YHPABJICHUECKHE JOKYMEHTBHI, COCTAaBJICHHE U
odopmieHre — ouHas popma 2 Jaca, 3a04Hasi — 2 Jaca.

Conepxanue: cocTaBlieHME M O(OpMIIEHHE OCHOBHBIX YIIPaBICHUECKUX
JIOKYMEHTOB: YCTaB, MOJIO)KEHUE O CTPYKTYPHOM IMOJPa3ACICHUH, IMPOTOKOJIBI,
aKThl, 3aKJIOUCHHUS, CIY>KEOHbIE 3alMCKH, JOKIaJbl, IJIaHbI, 0030pbI, CIPaBKH,
nvchma u Jip.

Bomnpocsr:
1. OcHOBHBIE BU/IbI YIIPABICHUYECKUX JOKYMEHTOB;
2. OdopmiieHuE OCHOBHBIX YIIPABIECHYECKUX JOKYMEHTOB.

Ynpaxnenue 1.

CocraBbTe 3asiBl€HHE, OJIaHK OpraHu3allid, CIY>KeOHYI0 3amucKy (Ha
CBOOOJIHYIO TEMY).

VYnpaxuenue 2. CocTaBbTe CIEAYIOLINE TOKYMEHTHI:

1. CocraBbTe TmpuKa3 MO OTKPHITOMY AaKIUOHEPHOMY OOIIECTBY
«HoBocubupckuii 3aBoJi XMMKOHIIEHTPATOB» 00 YTBEPKIACHUM HHCTPYKIMHU IO
JIEJIONPOU3BOACTBY Ha 3aBoe. B KOHCTaTHUpyIOIIEW YacTh YyKaXuTe, 4YTO B
COOTBETCTBHM C THUIIOBOW MHCTPYKIMEN N0 IEIONPOU3BOACTBY B MHUHHUCTEPCTBAX,
BenoMcTrBax  Poccuiickon  ®enmepannu,  yTBEPKIACHHOM  PACHOPSKEHUEM
[IpaButenscTBa Poccniickon @enepanun ot 24.06.92 Ne 1118-p mpencenarenem
Komurera o genam apxusoB npu [IpaBurensctBe PO Ilnxos ILI., u ¢ 'OCT P
6.30-97 xanuenspueit 3aBoja pa3paboTaHbl MOPSAIOK MPOXOKICHUS JOKYMEHTOB U
CTaHIApPThl HA  OPraHU3ALMOHHO-PACIOPSIUTENIBHYI0  JTOKyMEHTanuo. B
paclopsAUTEIbHON YacTH YTBEPAUTE HHCTPYKLUUIO M TOPYUYUTE 3aBEAyHOLIEH
KaHIensapued  o0ecneynuTh  METOAMYECKOE€  PYKOBOJCTBO  OpraHu3aluei
JIETIOTIPOU3BOJICTBA HA TPEANPHUATAA M YCTAHOBUTH KOHTPOJIb 32 COOJIOJIEHUEM
TpeOOBAHHI HHCTPYKIIUU.

2. CocraBbTe MPOEKT TNpHKa3a IO OJEKTPOBAKYYMHOMY 3aBOJy 00
YCTAHOBJICHUM  €IUHOTO  peXuma pabOThl  LEHTPAIbHBIX  CKJIaaoB. B
KOHCTaTUPYIOIIEH 4acTh OTMEThTE, YTO OTHYCK LI€XaM MaTepuajoB CO CKJIaJI0B
NpeAnpusiTUS B TEUEHHE pabodero JHS HapyliaeT HOPMalbHYIO padoTy
CKJIQJICKOTO arrmapaTta. B pacnopsIuTenbHON 4acTH YKaKUTE€ KOHKPETHBIE Yachl
OTIYCKa MaTepHAIOB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JOJKHOCTHBIX JIUIl (B
JUPEKIMW M 1IeXax), KOTOphle OTBEUYalOT 3a MEepeBOJ CKIaJo0B Ha Ooiee
parmoHabHBIH pexuM 10 paboTel. OcTanbHBIE TMYHKTHI B PACIOPSAUTEILHON
YaCTU U JIPYTHE€ PEKBU3UTHI YKAKUTE CAMOCTOSATEIIBHO.

3. Hammmmre mnpoekr mpukaza 1o OAO «Oxkcum» 00 wuTOrax
JTOKyMEHTaNbHOU peBu3uu pabotel npeanpustus ¢ 01.02.2000 mo 01.09.2000. B
aKTe PEeBU3UHU 3a(PUKCUPOBAHBI CICAYIONINE HEAOCTATKH: HE YHOPAIO0YEH YYET
JUYHOTO COCTaBa, HEKOTOpble nuuHble nena TP Haxomarcs B 3amylieHHOM
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COCTOSIHMM; Y 3aBedyromero ckinagoM wetamioB llerposa JILH. okasammce
W3JIMIIKK JIUCTOBOM cranmu (320 kr) u HemocTada CTaibHOM JeHTHI (185 Kr);
JOMyCKaeTcsi HEOOOCHOBAaHHOE CIUCAaHUE YIMAKOBOYHOW Oymaru, rBO3JeH U
3alacHbIX YacTell JJIsi peMOHTa 000PY0BaHUsS; B MEXaHMUYECKOM IIe€X€ JOIMYyIIeH
nepepacxo/i mpumosi B koiauuectBe 60 Kr; 3aBeAyHOIIUM CKIAJICKUM XO3SMCTBOM
[1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPY>KEHA MMOCTABIIMKAM BO3BpaTHas Tapa, 3a
YTO 3aBOJIOM yIiadeH mrpad B cymme 1,5 Thic. pyO. [pyrue peKBU3UTHI YKaKUTE
CaMOCTOSATEIBHO.

4. CocraBpTe MNpHKa3 [0 CTPOHUTEIBHOMY KOOMNEPATUBY «3amycK» O
HEINPaBUJIBHOM HCHOJB30BAHUM CTPOUTENBHBIX OTXOJOB. B BBOAHOW YacTu
YKaXUTE, 4YTO MpPU HpOBEpKE padOThl CKJIaAa MHIOMATEPHAIOB YCTAHOBIICHBI
(bakThl OTIyCKa B KOTEIbHYIO U CXKHUTAHUS OTXOJOB MUJIOMATepUajoB IJIMHOU
cebiie 20 cM. B 3akarouMTENHbHON 4YacTH CHEAYET NPEJIOKUTH 3aBEAYIOLIEMY
CKJIaJIOM OpPTraHMU30BaTh pabOTy MO peaau3alii OTXO00B YACTHBIM JIHUIIaM.

5. CocraBbTe mnpuka3z no npeanpuatuio «Caiim» o0 uTorax peBU3UU IO
npoBepke (uHaHCOBOro yuera. B KOHcTaTupyromieil dYacTh yKaXKuTe, UTO
peBu3uel oOHapyx eHbl (PakThl rpyOOro HapylIeHHs] (UHAHCOBOTO Y4eTa, IOJHOE
OTCYTCTBHUE y4Y€Ta U OTYETHOCTH MO KOMAaHANPOBKAM, OTCYTCTBHE KypHaya y4yeTa
JIOBEPEHHOCTEM.

6. CocraBbTe npuka3 06 urorax pabotsl ¢ gokymeHtamu B 1998 r. 8 OAO
«PomuHa». B KoHCTaTHpylomed 4acTh YKaXMTE HAa HU3KYH TpeOOBaTEIbHOCTb
PYKOBOJUTENEN MOAPA3ACICHUNA K KAYECTBY MOATOTOBKU JIOKYMEHTOB M KOHTPOJIS
32 HMX UCHOJHEHWEeM. B pacnopsauTenbHO YacTh 0OpaTUTe BHHMAaHHE
PYKOBOJIUTENEN Ha MOBBIIICHHE TPEOOBATENIBHOCTU K pa0OTHUKAM B YaCTH pabOThI
c  JOokymeHtamu. JlaiiTe  3agaHue  COTPYAHHMKY,  OTBEYaloLleMy  3a
JEOMPOU3BOACTBO, pa3pad0TaTh MEPHI MO YIYUIIEHUIO 3TOH padOTHI.

7. Hanummre nOpoekT  NpuKaza  JIUPEKTopa  3aBojJa  TOYHOTO
MAIIMHOCTPOEHUs] O TPEMUPOBAHUU PAOOTHUKOB IUIAHOBO-3KOHOMHUYECKOIO
OTHeNa 3a JOCPOYHYIO pa3paboTKy Texmpom@uHmiiaHa. [Ipemus BblgaeTcs u3
dbonma MarepuaibHOrO MOOMIpeHus B pasmepe 60% mecsunoro oknama. pyrue
JTAHHBIE B TEKCTE U PEKBU3UTHI YKAXKUTE CAMOCTOSTEIIBHO.

8. CocraBbTe JOKJIAMHYIO 3amucky Oyxranrepa Tumommumnoit W. II
rnaBHoMmy Oyxrantepy ¢upmbel «Pyoun» babuueBy ILII. ot 15.09.2008 o
npousBeaeHHOM TumommHon U. II. mpoBepke BBINMOTHEHWs NpHUKa3a JUPEKTOpA
bupmbr ot 12.01.2007 Ne 92 «O cocTtosHUM OyXTajJTepCKOro ydyera Ha
CTPOUTENBCTBE 0a3bl OT/IbIXa B pailone OOckoro Mops». B npukaze OblIM yKa3aHbI
KOHKPETHBIE CPOKH JIMKBUAIIMN HEIOCTAaTKOB, OOHapyx eHHbIX B ssHBape 2008 r. B
JTOKJIaqHON 3amucke 11 JOMKHO OBITH OTMEUEHO BBINOJHEHUE BCEX IYHKTOB
npuKasa, 3a UCKIIOYEHUEM MTyHKTOB 00 OpraHU3allMi PaBHOMEPHOMN €XeIHEBHOM
crauu pabounMu HapsioB Oyxrantepy. BeisaBieno, uro 25 despans 2008 r. 6b110
caaHo Toibko 35,2% Bcex HapsnoB. OctanbHble Hapsabl cnanbl 1 mapta. Ilo
rpaduKy CpOK cAaud TOCJIETHUX HAPSAIOB 3a MPOIUIBIA MECAIl yCTaHOBJICH
NepBOro  uucia cienyroniero  mecsua.  OcTtanbHble  JaHHBIE — YKaXUTE
CaMOCTOSTEIIBHO.
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9. CocTaBbTe MOKIAAHYIO 3aMHCKy TJABHOTO OyXraiatepa IUPEKTOpYy 00
uTOrax paldoThl MO IEHTPATU3ALMKU PACYETOB C pabouMMu U ciayxauumu B Bl
3aBojia. lleHTpanuzamus pacdeToB Jaja BO3MOXKHOCTh IEPEBECTH HA JIPYTYIO
paboTy mATh OyXrajaTepoB LIE€XOB, YMEHBIIUTH OMMUOKK B pacyeTax ¢ pabouuMH U
CIIy KalllUMH, YCUJIUTh KOHTPOJIb 32 pacxogoBaHueM (HOHI0B 3apad0THOM maTel. B
3aKJII0YEHUE HEO0OXOJMMO TMOCTaBUTh BOMPOC O MPEMUPOBAHUU PAOOTHUKOB
oyxrantepun u BlLl, obGecneunBaromuyx nepexoj] Ha IEHTPATU30BAHHBIA pacyeT
3apa00THOM TIaThI MO 3aBOY. OCTalIbHBIE TAHHBIE YKAXKUTE CAMOCTOSATEIBHO.

10. CocraBbTe NOKIAIHYIO 3aMHCKY CEKpeTapsi-peQepeHTa pyKOBOAUTEIIO
npennpusitus o0 yrepe pabotHukom CrenmanoBeiM [.M. mnmceMa-3ampoca,
MOCTYIUBILIETO B aJ[peC MPEeANPUITHUS BA MeCsIlla Ha3al.

11. CoctaBbte u odopmute Tenerpammy ¢pupmsl «tOHICHO» KemepoBckomy
npeanpustuio «Kpucrtamn o MOJTHOM OTKa3e OT OIulaThl 3a MOCTYNHMBIIYIO
MPOJYKIIMIO B CBSI3M C TE€M, YTO ATa MPOAYKIMS He Obuta 3akazaHa. OcTalbHbIE
PEKBU3UTHI YKaKUTE CAMOCTOSTEIBHO.

12. CocraBpTe NOKJIANHYIO 3allMCKy HayaJbHHUKA OTHENa PYKOBOJMTEIIO
OpEeAnpuATUs O (paKkTe HEBBIMOTHEHUS PACIOPSHKEHUSI O MOHTa)XKe 00O0pYIOBaHUS
Ha y4acTKe 10 MPUYHUHE CIa00r0 KOHTPOJIS CO CTOPOHBI INIABHOTO MEXAaHUKA.

13. CocraBbTe NOKIAIHYIO 3aMKCKy TJIABHOTO OyXraiarepa pyKOBOJIUTEIIO
OPEANpUATAS O HEOOXOJAMMOCTH LEHTpAIM3alMd PacueToB € pabOTHUKAMHU
npeanpusitusa. B 00s3aHHOCTH yYE€THBIX PAOOTHUKOB II€XOB JOJDKHO BXOAUTH
auib 0hopMIIEHUE MEPBUYHBIX JOKYMEHTOB MO Y4eTy BbIpaboTku. B nokmanHoi
3alMCKe HEOOXOIMMO TMOAaTh MPEIJIOKEHHUE O TMEPEeCMOTPE IITATOB OTYETHBIX
pabOTHUKOB B 1[€XaX W IJIABHOW OyXraiaTepuu M3 pacuera OOLIEro COKpalleHUs
mTaToB HE MeHee yeM Ha 20%.

14. CoctaBbTe NOKIAAHYIO 3alMCKy O NPUYMHAX HECBOEBPEMEHHOCTH
npeacTaBieHuss UHOOpPMAIMU O BBIOJTHEHUHM TpUKa3a aupekropa. OcTtanbHbIC
PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

15. CoctaBbTe NOKIAAHYIO 3aIMCKY HAYaJbHUKA JIAHOBO-3KOHOMHYECKOTO
oTIe]la PYKOBOAMTENIO TpEAnpusaTus 00 oOecrnedueHuu OTaena YeThIPbMs
KoMIbloTepamMu. OCTaIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

16. CocraBpTe MNPOTOKON 3ac€JaHWs WHBEHTAPU3ALMOHHOW KOMHUCCUHU
3aBOJia Ta30BOM ammapaTypbl, HA KOTOPOM paccMaTpPUBAJICA BOIIPOC O PE3yJbTaTax
MHBEHTapu3auu no cknaxy Ne 2 BcnmomoraTenbHbIX MatepuanoB. Ha 3acemanuu
OBLIO MPUHATO MOCTAHOBJICHUE 00 YTBEPKIAECHUU PE3YJIbTaTOB MHBEHTAPU3ALUU U
OTHECEHHUSI 3a CYET 3aBEIYIOIIETr0 CKJIaJOM HEIOCTAa4d BCIOMOTATENIbHBIX
MaTepuasioB B cymme 365 MiIH py0., a Tak)Ke 3a4UTaHbl CIMYUTENIbHAS BEIOMOCTh
12 mo ckmamy Ne 2 u oObSICHUTEIbHAs 3allMCKa 3aBEIYIOLIETO CKJIAI0OM.
OcranbHble JaHHBIE OMIPEICIIUTE 10 CBOEMY YCMOTPEHHIO.

17. CocraBbTe TOJHBI TPOTOKON OOMIEro coOpaHust pabodmx
MIPOU3BOJICTBEHHOTO KOOTEpaTHBa «3amyck», Ha KOTOPOM OOCYKJaJCsi BOIPOC O
CO3/IJaHUH TMPOU3BOJICTBA CTPOUTEIIBHBIX MATEPUANIOB ISl CTPOUTEIBCTBA SKHIIBIX
nomoB. Ha cobOpanuu Obima 3acioymiana wHOOpMAIUs TpeacenaTens o
BO3MOXKHOCTH CO3/IaHMsI TaKOTO IleXa M TMepcrekTuBax ero pabotel. [locre
oOCyXJleHHsl OBUTIO TIPUHATO PEIICHHE TMOPYYUTh TMpEACeNaTelio U  €ro
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3aMECTHUTENII0 TI0 CTPOUTENHCTBY B TEUCHUE 6 MECAIEB Pa3BEpHYTH PabOTy H
BBIJICTIUTH JUIS OTUX 1ienent 315 muH. pyo.

18. CocraBbTe KpaTKMid MPOTOKOJ TMPOU3BOJCTBEHHOTO COBEIIAHUS
pabOTHUKOB IIJIAHOBO-3KOHOMHMYECKOTO OTJIeJia 3aBojia MeJIpenapaToB, Ha
KOTOpPOM OBLJI pacCMOTPEH BOMPOC O JIOCPOUYHOM pa3padoTke TexXmpoM@uHIIaHa
Ha 2008 r. [Tocne oOcyxkaeHus MPOU3BOICTBEHHOE COBEIaHNE MPHUHSIIO PEIICHUE
pa3paborath TeXnpoMbUHIUIAH Ha TPH JHSA paHbIIE YCTAaHOBJICHHOTO CpOKa.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOSITEIBHO.

Tembl JOKIaN0B:
1. OcobGeHHOCTH COCTaBIEHUS U padOTHI C YIIPABIECHYECKHUMH JOKYMEHTaMHU
B CUCTEME 3JICKTPOHHOTO TOKYMEHTO000pOTA.

Tema 5. Opranuzanus JOKyMeHTO000poTa — ouHas ¢popma — 2 yaca, 3a04Has
— 0 gacos.

Cooeporcanue:  moOHATHE  JTOKYMeHTOOOOpoTa.  OCHOBHBIE  IOTOKHU
YOPaBIECHYECKUX JTOKYMEHTOB: BXOASIIUMN, UCXOISIINM, BHYTPEHHUN. J[BUxKEHUE
BXOJISIIIUX YIPABICHYECKUX JIOKYMEHTOB: NepBUYHas oOpaboTka, perucrpaus,
paccMOTpEeHHE PYKOBOJICTBOM OpraHu3alluu, Nepeaadya Ha UCIOJHEHUE, KOHTPOJIb
32 HCHOJHEHUEM, CIIMCAaHWE WCIOJHEHHOTO JOKYMEHTa B JeJ0. OTalbl
MPOXOXKJICHUA HUCXOJAIIUX JOKYMEHTOB: IOATOTOBKA IPOEKTa, COTJIACOBAHUE,
J0pabOTKa MO 3aMEYaHUsIM, PETUCTPALIMS U OTIIpaBKa.

Bomnpocsr:

1. IlonsiTe HAOKYMEHTOOOOPOTAa, OCHOBHBIE TIOTOKH YIPABIEHYECKUX
JIOKYMEHTOB;

2. JIBukeHue BXOASIMX YIPaBIEHYECKUX JOKYMEHTOB;

3. JIBmkeHue UCXOAAIIUX YIPaBIEHYECKIX JOKYMEHTOB.

VYopaxunenne 1. Pacckaxure o Tpex ¢dopmax — opraHuU3AIMH
JIEJIONPOU3BOJICTBA B YUPEKACHUSIX.

VYnpaxuenue 2. CocTaBbTe OMUCH JIENA.

VYopaxunenne 3. OObgcHUTE, JUisI 4Yero HYyKHA HHCTPYKIUS IO
JeJONpPOU3BOACTBY B opranu3auuu. CocTaBbTe TMpuKa3 00 YTBEPKIECHUU
WHCTPYKIUH 1O JEJIONPOU3BOACTBY B OPraHU3allUu.

Ynpaxuenne 4. PykoBOICTBO opraHu3anud PyKOBOACTBO CTPYKTYPHBIX
noapaznenenuit  Cekperapb-pedepeHT  Cekperapb-pePepeHT  CTPYKTYpPHOTO
noapasaenenus Mcnonnurenu Kanuensapus

CocraBpre (hopmymsip-oOpasel] AOKHOCTHOM HMHCTPYKIIMH, PACKPOUTE
OCHOBHBIEC pa3fesibl UHCTPYKLMU, PACCKAKUTE 00 OO0S3aHHOCTSIX PYKOBOAUTEIS
CITy’KOBI JEJIOMPOU3BOICTBA

VYopaxuenue 5. CocrtaBbTe axkT 00 YHUYTOXKEHMHM JOKYMEHTOB 3a
KOHKPETHBIN NEPUOL.
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Ympaxuaeaune 6. CocraBbTe (hopmyisap-oOpasen CBOAHOW HOMEHKIATYPHI
JIeJI, HOMEHKJIATYphI I CTPYKTYPHOTO TIOJIpa3AeICHUsI.

Tembl TOKIa10B:
1. DIIeKTPOHHBIN TOKYMEHTOOOOPOT: MPEUMYIIECTBA U HEJOCTATKHU.

Tema 6. JlenonpousBoACTBO B KaApoOBOH ciy0e — ouHas ¢opma — 2 yaca,
3aoyHasa — () gacos.

Cooeporcanue: yHUDHUIIMPOBaHHAS cucTema OpraHU3alMOHHO-
pacnopsAIUTEILHON JOKYMEHTAlMM 10 KaapaM. JIOKyMeHTarusi TPYIOBBIX
OTHOIICHUN B KaApOBBIX ciayk0ax. CocTaB JOKYMEHTOB IO JIMYHOMY COCTaBy.
CocraBinenue U oQopmiieHHE 3asBJICHUN, TPYAOBOTO JOTOBOpa (KOHTPAKTA),
JUYHOHM KapTouku (opMbl T2, MpHUKa30B MO KajJpaM, XapaKTePUCTHKU paOOTHUKA,
aBToOMOrpaguu pabOTHHKA, AaHKEThl PAaO0OTHHUKA, JUYHOTO Jeja pabdOTHHKA.
TpynoBass kHWXKKa: BblIada, odopmienue, xpanenue. DopmupoBanue u
HOMEHKJIATypa JIeJT 10 KaJpam.

Bompocsr:

1. loxkymeHTanus TpyAOBbIX OTHOLIEHUM;

2. CocraBienne u OQOPMIIEHHE JOKYMEHTOB, pPErIAMEHTHPYIOUIUX
TPYJOBBIE OTHOILICHHUS.

VYnpaxuenue .1 CocraBbTe mMpukaz 00 OCBOOOXIEHHWU Bac OT pabOTHl B
dupme OAO «OPBUTA» B cBsi3U ¢ niepee3IoM Ha HOBOE€ MECTOKHUTENICTBO.

Ynpaxuenne 2 CoCTaBbTE€ IPUKA3 T'E€HEPAIBHOTO AUPEKTOPA 3aKpPBITOTO
akuuoHnepHoro ob6bmectea «OMUY u K» o mpueme Bac Ha paboOTy TJIaBHBIM
OyXxTanTepom.

VYupaxuenue 3. CocTaBbTe MPUKA3HIL:

a) o mpueme Ha paboTy skoHOoMucTOM MBanoBy M.IL;

0) 00 yBOJIbBHEHHH IEpeBOAOM B apyryro opranmszainuio I[lerpoBa E.M.
Otnen xaapoB PykoBojcTBo (mpukassl pacniopspkenusi) COTpyaHUKU (3asiBICHHUS,
0/nmuctel, TpynoBbie KHIKKH) HopmaTuBHbie nokymeHThl: TK P®; komiekTUBHBIE
JIOTOBOPBI; 3aKOHBI; KIIACCU(PUKATOPBHI.

VYmpaxunenne 4. CocraBpTe NpHKa3 O TMEPEeBOAE Ha paboTy BHYTPH
OpraHU3aluu.

VYopaxuaenue 5. CocraBbTe mpuka3z 00 YBOJIbHEHUM PAOOTHUKA B CBS3H C
JUKBUAALMEN NPEIIPUITHS.

Ynpaxuenne 6. CoctaBbTe NPOEKT KOHTpakTa mno Bamemy Haiimy Ha
paboTy, orare U yBoJdbHEHUI0. OCTalbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIHHO.

Yupaxuaenue 7. [IoAroToBUTE TMYHOE 3aIBJICHUE HA UMS TUPEKTOPA (PUPMBI
OT UMEHH COTPYAHHMKA 00 YBOJIBHEHHUHU IO COOCTBEHHOMY JKEJIaHUIO.

VYopaxsaenue 8. [loAroToBUTH JMYHOE 3asBJICHUE HAa HMMS HadaJlbHUKA
CTPYKTYPHOT'O IOApPA3JAEIeHNss OT UMEHU COTPYAHHUKA O NMPEAOCTABICHUM OTryJja
3a pabOTy B Ipa3AHUYHBIC THH.
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Yopaxuaenue 9. [lonroroButh TuyHOE 3asBIcHUE O puemMe Bac Ha paboTy
HSKOHOMHUCTOM B TOCYJAapPCTBEHHOE MPEANPUATHE IO CBA3M W HMH(POpPMATHKE
«PoccBszpbuHGOPM.

VYopaxuenne 10. IlogroroBute  3asBi€HME O  IPEAOCTABICHUU
aJIMUHUCTPATUBHOTO OTITYCKa IO CEMEHHBIM OOCTOSITEIIbCTBAM.

VYupaxuenue 11 CocraBbTe pe3tome u aBToOHorpaduio o camom ceoe.

Tembl 1OKIaN0B:
1. IlpaBuna cocTaBieHUs pe3OME.

Tema 7. Texuudeckoe oOecneueHne pabOTbl C  YIPaBICHYECKUMU
JOKyMEHTaMu — o4Has (hopma — 2 vaca, 3aouHasi — 0 4acos.

Cooeporcanue: 0o0IIass XapaKTEPUCTHKA M BHIbI  OPraHU3aIMOHHBIX
TEXHHYECKUX  CpelACTB. llepcoHanbHBIE KOMIBIOTEPHl B  COBPEMEHHOM
JICJIONPOU3BOICTBE. [Topsimox OpTraHH3aIiH JOKYMEHTO000pOoTa C
UCIIOJIb30BAaHUEM CPEJICTB TEICKOMMYHHUKAIIUU. ABTOMATH3WPOBAHHBIC CHUCTEMBI
JIOKyMEHTO000pOTa.

Bompocsr:

1. OOmass xapakTepuCTHKa ¥ BUABl OPTaHU3AIMOHHBIX TEXHHUYECKHUX
CpPEICTB,;

2. Tlopsimok opraHu3aui TOKyMEHTOOOOpOTa C HMCIOIh30BAaHHUEM CPE/ICTB
TEJIEKOMMYHHUKAIUH,

3. ABTOMaTH3UPOBAHHBIC CHCTEMBI IOKYMEHTO000POTA.

Tect

1.latiTe onpeeiecHUe JOKyMEHTA:

A) MaTepuasibHbIii 00beKT ¢ wuHpopManuer, 3apUKCHPOBAHHOU
CO3JaHHBIM YEJOBEKOM CIOCO0OM, /Ui e¢ mepeAayd BO BpPEMEHH H
NMPOCTPAHCTBE

B) coBOKynmHOCTH peKBU3UTOB O(HUIIUATEHOTO TUCHEMA

C) cTangapTHOE pacnoiaoKeHue MaTeprana

D) Tekct

2. JIokyMeHT, 3aKperuifiomui OJDKHOCTHOM W YHUCJICHHBIM COCTaB
NpeanpusaATUs ¢ yKazanueMm (oHaa 3apaboTHOM MIaThl — 3TO:

A) TOJDKHOCTHASI MHCTPYKITUS

B) ycras

C) nonoxxeHue

D) mitaTHoe pacnucanue

3.JlokymeHnT, GduKcuUpyromuidi X0a OOCYKICHUS BOMPOCOB W TPUHSATHS
pElIeHN Ha COOpaHMsIX, 3aCEIaHNUSIX, COBEIIAHUSIX U T.I1.:

A) 00OBsICHUTEIIbHAS 3aITHCKa

B) noknannas 3anucka
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C) axt

D) nporoxoua

4 Kakas pyHKIHS OTHOCUTCS K OOIIMM (DYHKITUSAM JIOKYMEHTA!

A) oO1IeKyIbTYpHAS;

B) undopmanunonnas;

C) npaBoBasi;

D) ynopsigounBaroniasi.

5.Ecnu Bam Heo0X0auMO JaTh OIMCAaHUWE PEKIAMHPYEMBIX YCIyr, Bel
COCTaBUTE

A) 10roBOpHOE MUCHMO

B) pexiiamHoe nucbMoO

C) conpoBOAUTEIBLHOE TUCHMO

D) nuceMo-npuriamiesue

6.Ykaxute OTIIMUUTETLHOE CBOMCTBO JJOKYMEHTA!

A) KONIMITHOCTB;

B) opuaunyeckas cuJjia;

C) MHOXECTBEHHOCT;

D) To4HOCTB.

/.Ecniu BaMm HeoOXOOMMO NPUITIACUTH OPraHMU3ALMIO WU JIOJKHOCTHOE
JIMIO HA COBEILAHUE, BCTpedy, Bel cocraBute

A) IUCBMO-TIPUTJIALLICHHE

B) conpoBoauTenbHOE MUCHMO

C) nucbMoO-IOATBEPKACHHUE

D) noroBopHoe NUCbMO

8.Ecim Bam HEo0XoaMMO COOOMIMTH O MPOBEIECHUU MEPONpUATHSA, BB
COCTaBUTE

A) cOnpoOBOAUTENBHOE MUCHMO

B) nuceMo-nioaTBEpKACHUE

C) noroBopHO€ MUCHMO

D) undopmannonHoe nucbMo

9.Ecnu pacniopsiauTenbHas 4aCTh TEKCTa HAUMHAETCS CIIOBAMH “00s3bIBaI0”,
TO 3TO

A) nipukas

B) 3asBnenue

C) pacnopsi:kenue

D) ykazanue

10.MupopmarmoHHO-CIIPAaBOYHBIA JOKYMEHT, COCTaBIISIOIIMNACS TPYIION
JIUIL 1J1 TOATBEPKJEHUST YCTAHOBJICHHBIX (PAKTOB — 3TO

A) nokJagHas 3anmcka

B) akr

C) npoTtoko

D) oObsicHUTETbHAS 3aITHCKA

11.Ha3zoBuTE€ JOKYMEHT, HE BXOJSAIIMI B TPYIIY pPACHOPSAUTEIBHBIX
JIOKyMEHTOB

A) CTPYKTYpPAa U IITATHAs1 YUCJICHHOCTh
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B) yka3anue

C) npukas

D) mocraHoBneHue

12.HazoBuTe MOKyMEHT, HE BXOIAIIMA B COCTaB HHPOPMAIMOHHO-

CIIPAaBOYHBIX

A) IpOTOKO

B) cnpaBka

C) pacnopsixkenue

D) akt

13.Ha3oBuTe 9acTH TEKCTa MpUKa3a

A) KOHCTaTUPYIOIIAs, BBOTHAS

B) xoHcTaTHpYOIIAsl, pACHOPSAUTEILHAS
C) ocHOBHasi, pacriopsiANTENIbHAS

D) BBOHAsI, OCHOBHAS

14.OcHOBHBIEC YACTH TEKCTA MTPOTOKOJIA

A) KOHCTaTUpYOIIasi, BBOIHAS

B) ocHoBHas1, pacriopsiauTenbHAs

C) KoHCcTaTUPYIOIIasl, pacops,AUTEIbHAS

D) BBoaHAasi, OCHOBHASI

15.IlpaBoBoif  akT,  UW3/aBaeMblii  PYKOBOJUTEIEM  MPEANPHUSITHS,

HCfICTBYIOIHCFO Ha OCHOBaHWMN CAWHOHAYaJIWA, JIsI Pa3pCIICHUSA OCHOBHBLIX H
OIICPATUBHLBIX 3aAa4 IIPCAIIPUATHA - 3TO

A) npukas

B) ykazanue

C) pemenue

D) pacniopsixenue

16. Kaxoit BapuanT oopmiIeHHS] CIPAaBOYHBIX JAHHBIX 00 OpraHU3allid U

KOJOB B OaHke opraHu3aluu ABJEACTCSA ITPAaBUIIBHBIM

1. OO0111eCcTBO € OrpaHUYEHHOM 2. OO111eCTBO € OrpaHMYEHHOU
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mockaa, yn. ®epcMmana, 1. 5/1 VY. ®epemana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; ¢axc 721-19-00; Ten. (495) 721-33-33; daxc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001; OKIIO 2356447; OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT
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17. Kakoii BapuaHT OQOPMIICHHUS PE3OJIOIUU PYKOBOIUTENS SIBISICTCS
MIPaBUJIbHBIM?

1. KpaBnosy M.II. 2. Kpasmory M.II.
[Tpomry moArOTOBUTE 3aKITIOUYCHHE [Tpomry paccMOTpeTb.
k 18.04.2007.

[Toamucek pykoBoUTENS

[Tognuce pykoBoauTens 10.04.2007

10.04.2007

18. Kakoii BapuaHT (HOPMYIUPOBKM MYHKTAa PaCHOPSIUTEIBHOM YacTh
MpUKa3a ABJISETCA MPaBUIbHBIM?

A. T'maBHOMYy Oyxrairepy MOATOTOBUTh M MPEACTaBUTh Ha YTBEPKICHUE
CMETY pacXx0JI0B Ha KOMaHIUPOBKH

B 2007 r. B cpok mo 20.01.2007.

B. T'aaBaomy Oyxraarepy [murpueBy ILJI. moaroroBurs u
IPEACTABUTH HA YTBEP:KICHHE CMETY PacxoA0B Ha KOMaHAUPOBKHU B 2007 r. B
cpok 10 20.01.2007.

C. I'maBuomy Oyxrantepy OOO «Arar» IL.JI. JIMuTpueBy moaroToBUTh U
NPEACTAaBUTh Ha YyTBepxkaeHue B cpok n0 20.01.2007 cmery pacxomoB Ha
KOMAaHJIUPOBKHU

B 2007 1.

D. Ilopyuuts tnaBHoMy Oyxranrepy JmutpueBy II.JI. moaroroButb u
NpEACTaBUTh Ha YyTBepkiaeHue B cpok g0 20.01.2007 cmery pacxomoB Ha
KOMaHJAUPOBKHU

B 2007 1.

TeMbl TOKIIAI0B:
1. [lepcoHanbHbIe KOMIBIOTEPHI B COBPEMEHHOM JEJIONPOU3BOJICTBE.

Tema 8. Cucremarns3anus W XpaHECHHE YIIPABICHUYECKUX JOKYMEHTOB —
ouHas (popma — 2 yaca, 3ao04yHas popma — 2 yaca.

Cooepoicanue: HoOMeHKIIaTypa nei. TpedoBaHust ['ocy1apcTBEHHON CUCTEMBI
JIOKYMEHTAITMOHHOTO 00€CTeueHus YNpaBieHNs K COCTABJICHUIO HOMEHKIIATYPbI
nen. CoaeprkaresibHas 4acTh HOMEHKJIATYPBI JEN: MHAEKCHI JIeJl, 3ar0JIOBKU e,
KOJIMYECTBO JI€JI, CPOKM XPAHEHUS M HOMEp CTaTbU MO NEPEYHIO, MPUMEYaHUS.
®opmupoBanue aen. [IpusHaku 3aBenenust nen. TpeboBanusi kK GOPMHPOBAHUIO
nen. llpaBuna TrpynnmupoBKM JOKYMEHTOB Jiejla IO BHAAM M XPOHOJIOTHUHU.
[TogroroBka MOKYMEHTOB K AapXWBHOMY XpAaHEHHUIO. OKCIEpTHU3a ILIEHHOCTH
noKkyMeHTOB. CoCTaBJI€HUE OIUCEH [JIsi MOCTOSHHOTO W BPEMEHHOTO CPOKOB
XpaHEHUs JOKYMEHTOB, JieJI MO JIMYHOMY COCTaBy. AKThI O BBIJEICHUU K
YHUYTOXXEHUIO JIeJ1 C UCTEKIITMMHU CPOKaMH XPaHCHHUS.

Bompocsr:
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1. Homenkiatypa aen opraHu3aiuy;
2. ®opMUpPOBAHUE JET;
3. ApXuUBHO€ XpaHEHHUE IOKYMEHTOB.

3amaHus
Nel. Ha azgpec Barieii KOMIaHUHM MPUXOJUT KOMMEPUECKOE IPEITOKCHHE.
[TpoBeauTe ¢ MOKYMEHTOM BCIO HEOOXOIUMYIO padoTy.

000 "TIOMATYP" 0702.2000 r. Ne 21/0OP-O3 JupexTopy pekiamMHON GpupMbI
"[Ipaitm-Taiim"

[TpennoxeHue 0 pa3MelIEeHUN PEKJIaMbl Y BaKa€Mblid FOCIIOIUH AUPEKTOP!

MBI pagsl IpeAsIoKUTH Ballel (pupMe 3aKII0UYUTh C HAMH JJOTOBOP O MPOBEACHUHN PEKIaMHOM

KOMIIaHUM JUUIS IPOJIBUKEHUS HAa PHIHKE HAIlEH HOBOM KHM)KHOM IPOAYKLIUHU: CIOBApEi,

CIIPAaBOYHMKOB, SHUUMKIIONEeAuN. CpOKH IPOBEEHUS peKjiaMHOM koMmnanuy - | kBaptai 2001 roga.
YcnoBus CAEIKY - IpeBapuTelibHas oriarta B pasmepe 50% ot oOuieii croumoctu. Har azgpec: ...

Ne2. Ha moctynuBmiee B Bam ajapec nmucbMo (cM.Nel) coctaBbTe OTBET.
[TpoBeauTe ¢ NCXOAAMNUM JOKYMEHTOM BCIO HEOOXOAUMYIO padoTy

Ne3. Odopmute aeno, B KOTOPOM MOJIMIMTHI KOHTPAKTHI, aKThl, IEPENUCKA O
MOCTaBKE KaKOH-IHO0O0 MPOAYKIUH.

TeMbl TOKIIAI0B:
1. CocrapyiieHue onuceit s MOCTOSTHHOTO U BPEMEHHOTO CPOKOB XpaHEHUS
JIOKYMEHTOB, JI€JI O JINYHOMY COCTAaBY.

1.2. UaTepakTUBHbIE 3aHATHS N0 Y4eOHOH TUCHUIIIMHE
Henosas urpa: TpynoBas KHWXKKa: BeI1aya, opopMIiIeHHE, XpaHEHHE.

Llenp nenoBoi WUrpsl - NMPUBUTHE MPAKTUYECKUX HABBIKOB B COCTABJICHHUU
OCHOBHBIX  BHUJOB  JOKYMEHTOB (OpPraHM3allMOHHBIX, PACTIOPSAUTEIbHBIX,
MH(OPMAIMOHHO-CITPABOYHBIX ) 151 (dbopmHpoBaHUU JOKyMEHTO000pOTa
OpraHu3allyu.

Hror urpel

[lo OKOHYaHUU UTPBI KAXKIbIH U3 YYaCTHUKOB JIOJDKEH MPEIOCTABUTH MAKET
JOKYMEHTOB. J{OKYMEHTBHI [OJKHBI OBITh 3apETrUCTPUPOBAHbI B JKypHalIaxX u
NOJIIMTHI B Mankd B COOTBETCTBUU C MX (DYHKIIMOHAJIBHBIM HA3HAYEHUEM U IO
HaIIpaBJICHHOCTH JOKYMEHTOIOTOKA. Bce JOKYMEHTBI NPENOCTaBISAIOTCS B
pacne4aTaHHOM BHJIE.

HcxonHble TaHHBIE IO OPTaHU3aALUSAM

Bapuant 1. OOO «TBoit komnbrorep». CeTb Mara3uHoB

Muccus kommanuu: Peanu3zaius KOMITBIOTEPHOW W IUMPOBON TEXHUKH
OIITOM U B PO3HUILY IOPUINYECKUM U PUIUUECKUM JIULIAM

Opranu3zanmoHHasi CTpyKTypa:



18

| & IVITHHC TEA LA |
+
Byxranrme H pamre MapreTn Omer mo Fagpoesr
A [ et} HTOBELL TIpoEANE i oTaen
oTaen oTae H BTy

Bapuant 2. OO0 «®umnunok». O6pa3zoBaTeNbHbIN LIEHTP
Muccus komnanuu: [IpenoctaBienue 10puANYECKUM U GU3NYECKUM JIALIAM
00pa30BaTENbHBIX YCIYT (KOMIBIOTEPHBIE KYPCHI)

| A MVITHIC TR LA |
Eyzrarme H pamre MapreTn Fagposm Vet wEnt
pHA CHHiL HTOBELL HoTgen oTae
oTael oTaed

Bapuanrt 3. OO0 «/lenbdhun u pycanka». Typ-areHTcTBO

Muccusa kommanuu: [IpenocraBinenue 10puandeckuM U GU3HMUECKUM JIMIIAM
TYPUCTUYECKUX yCIyr Ha Tepputopun PD, a Tak ke OJMKHEro M JaJbHEro
3apyOexKbs

| A IMIHHCTEA LA |
i 4 ¥ ! 1
Eyzramrme B pegere MapreT Omen mo Omen no pabore
™A CEAI HIOBHIL o © C CUTEER HIEM
oTERn oTgen IATEHHM IApyREEE M
3apybess

eM

Bapuant 4. OO0 «Mkc & Urpek». KagpoBoe areHTcTBO
Muccus komnanuu: [IpenocraBienue OpUIAYECKUM U (HU3MIECKUM JIUIIAM
YCIIYT 1O TTOUCKY COTPYIHUKOB M YCTPOMCTBY Ha paboTy.

| A IMIHHCTEA LA |
! il ! il ’
Eyirane Hlprire MapreTn Omgea no Omea no
i CEpL HIOEHI b0 C b0 C
oTaen oTaen e cEIMI B PHIHE R
THLEME ML THLEMH

Bapuant 5. OOO «1lumnsl 1 po3bi». PekiaMHOe areHTCTBO

Muccusa kommannu: [IpenocraBieHue 10puANIECKUM U GU3HUECKUM JIUIIAM
PEKIIAMHBIX YCIYT (B MEYaTHBIX W3JaHUSX, HA paJdO- U TEJIEBUICHUH, B CETH
HNHuTepHeT, Ha pacTsKKax Ha yJIUIaX ropoja)
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| A IMIHHCTEA LA |
! 3 ! !
Eyirane Hlprire neh- Omgea no Omgea
i CEpL CTVARA b0 C ouzaliHE  H
oTaen ETHEHTAME 1 BEpCTEN
TEpPTHEpaNMI

[IpakTrueckue 3anaHus
3aganue 1 ®opMupoBanue YcraBa opraHu3aluu
B coorBerctBMM C MHCCHEH, COCTaBUTh yCTaB opranusauuu. Ilpm
COCTABJICHHH BOCIIOJIb30BaThCSA JAHHBIMU MPUJIOKEHHUS 1.
3ananue 2 @OopMUPOBAHUE IITATHOTO PACIMCAHUS OPraHU3aLUN
B cooTBeTrcTBUM C OpPraHU3AallMOHHBIMU CTPYKTYpaMH M yCTaBOM
OpraHM3allid COCTABUTH IITATHOE PACHUCAHUE COTPYAHUKOB. [Ipy BBINOJIHEHHH
3aJIaHUs UCII0JIb30BATh JaHHBIE PUIIOKEHUS 2.
3amanne 3 CocraBieHUE JODKHOCTHBIX HHCTPYKUMH  COTPYAHHMKOB
OpraHu3aluu
CocraBuTh JOJDKHOCTHYXO HHCTpyKuuto CorpynHuka. [Ipu BeImogHEeHUM
3aJIaHUs UCIIOJIb30BaTh JaHHBIE PUIIOKEHUS 3.
3amanue 4 @opMmHupoOBaHHE JHUYHOTO J€ja COTPYJHUKA U O(opmIIeHUE
TPYIOBOW KHUKKHU
ChopmupoBate nuyHoe aeno CotpyaHuka. JIM4HOE [1€710 COTpYJIHUKA
JOJIKHO COJIEPKATh:
e BHYTPEHHIOIO OIHCh IOKYMEHTOB J€JIa;
e JIMYHBIN JIUCTOK 1O y4eTy Kaapos (dpopma T-1)
o AHKETY;
« aBTOOHMOTpaduIo;
e KOIMH IOKYMEHTOB 00 00pa30BaHNH;
¢ KOIIMIO CTPAXOBOT'0 IEHCMOHHOTO YAOCTOBEPEHUS;
¢ KOIHIO WACHTHU(PUKAIIMOHHOTO HOMepa Hajnororuiarenbiuka (MHH);
¢ KOIUIO JOKYMEHTA, YAOCTOBEPSIOIIEr0 JUYHOCTh COTPYIHUKA (IIACOPT);
e XapaKTEPUCTHKH WM PEKOMEHAATEbHbIE TUCHhMA;
e 3asBJICHUE O IIpHEME Ha padoTy;
e TPYAOBOI AOTOBOP (CM. MpuUiiokKeHUe 4);
o IpPUKAa3 O IpUeMe Ha padOTy BHIIKUCKY U3 MPUKa3a O MpueMe Ha padoTy.
OdopMUTh TUTYJIBHBIA JUCT TPpyAOBOW KHUXKH COTpyAHMKAa U CHIENATh
COOTBETCTBYIOILYIO 3alIUCh O MPUEME Ha paldoTy.
3aganue 5 OdopmieHue OTIYCKOB COTPYIHUKA
CocraButh TpaduK OTMYCKOB COTPYAHUKOB OpraHU3allMd COTJIACHO
IITATHOMY PAaCHUCaHUIO U 0(QOPMUTH KOMILUIEKC JOKYMEHTOB MO MPEAOCTaBICHHIO
ornycka CoTpyaHukKa.
3aganue 6 CocTaBieHUE TPYIOBBIX JOTOBOPOB BO3ME3JIHOIO OKa3aHMS
yCIIyT
CocTaBUTh JOTOBOP BO3ME3JAHOIO OKAa3aHMs YCIYT, COIJIACHO BapHAaHTAM.
[Tpu BBINOJHEHUY 3aJaHUS UCIIONIB30BATh JAaHHBIE MPUIIOKEHUS 5
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Bapuant 1. OOO «TBoii koMmnbroTep». CeTb MarasuHoB

[Ipenmer norosopa: [IpoBeneHust TpeHUHra NpoAaXX COTPyAHUKAM Mara3uHa
CIEHHUAIMCTOM I10 MPSMBIM IPOJAKaM

Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeIbHbIA LEHTP

[Ipeamer norosopa: [IpoBeneHue TecTUpOBaHUS ciylIaTeled KypcoB (HH.
SI3BIK: aHTJTUACKU)

Bapuanrt 3. OO0 «/lenbdhun u pycanka». Typ-areHTcTBO

[Ipeamet noroBopa: KoHCyJIbTalMOHHBIE YCIYTH IOPUCTA IO COCTABIEHUIO
JIOTOBOPOB € KIIMEHTaMU

Bapuant 4. OO0 «Hkc & Urpek». KagpoBoe areHTcTBO

IIpenmer nporoBopa: IIpoBenenwe pabOT MO HalagKe KOMIIBIOTEPHOU
TEXHUKHU

Bapuant 5. OOO «Illuns! 1 po3sl». PeknamMHOe areHTcTBO

IIpenmer noroBopa: IlpuBiieueHue au3ailHepa B CBSA3U C BBINOJHEHHEM
CPOYHOTIO 3aKa3a

3ananue 7 OdopmileHre KOMaHIUPOBKU COTPYIHUKA

CocTaBUTh KOMIUIEKC JOKYMEHTOB O  CIYy)KEOHOHW  KOMaHJIHUPOBKE
CoTrpynHuka Ha 1 HEIEI0 COrIacHO MPEIJI0KEHHBIM BapUaHTaM

Bapuant 1. OOO «TBo# komnbroTep». CeTb Mara3uHoB

[Tpoxoxaenue craxupoBku B OO0 «TBoi mup», . Mocksa.

Bapuanrt 2. OO0 «®umnunok». O6pa3zoBaTeabHbIA LEHTP

VYuyactue B oOpazoBaTenbHOM sipmapke, oprannzoBaHHol OO0 «Hyk&I'ek»,
r.Mocksa

Bapuant 3. OO0 «/lenbdun u pycanka». Typ-areHTCTBO

VYuactue B cemunape, oprannzoBanHoro OOO «Annepcon&Ko», r. Mocksa

Bapuant 4. OO0 «Uxc & Urpex». KagpoBoe areHTCTBO

VYyacTtue B sipmapke BakaHcuii, opranuzoBanHoi OO0 «Anbha&Omeray, T.
Mocksa

Bapuant 5. OOO «1lumnsl 1 po3b». PeknaMHOe areHTCTBO

ITpoxoxnenue ctaxupoBku B OO0 «Srojaku v nBeTOYKW», . MOCKBa

3ananue 8§ OdopmiieHue repeBoa B Ipyroi oTaesn

Odopmuts niepeBoa CoTpyaHUKA M3 OJHOTO OTHAENA B JAPYTOHM, ISl 4ero
HEO0OXOJMMO COCTaBUTH 3asBJICHUE, JOTOTHUTEIBHOE COTJIAIICHHE (M3MEHEHHUE) K
JIOTOBOPY U MIPHUKA3 O IEPEBO/IE.

3anganue 9 Co3nanue 10roBopa MOCTaBOK (OKa3aHUs YCIIyT)

CocTaBUTh JOTOBOpP TNOCTABOK (OKa3aHUSl YCIYr) COIJIACHO BapHAHTaM.
OOpatuTh BHUMaHUE: JOTOBOP JOJKEH OBITh COTJIACOBAH C 3aMHTEPECOBAHHBIMU
CIIy’k0amMH OpraHu3aluu.

Bapuant 1. OOO «TBo# KOMIIBIOTEP»

Croponsl, 3akmtovaromue goroBop: OOO «Tsoi kommbtotep» u OO0
«/lenwbun u pycamka»

[Ipeamer noromopa: Ilokymka Typ-TyTeBOK IO O€3HAIMYHOMY pacueTy
COTPYJHUKAM OpTraHHU3aluH

Bapuant 2. OO0 «Duiiunok»
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Croponsl, 3akmouaromue goropop: OO0 «Dummunok» u OO0 «Toi
KOMIIBIOTEP)

IIpenmer noroBopa: Ilokynka KOMIBIOTEPHOW TEXHHKM B paszmepe 20
KOMILUIEKTOB

Bapuant 3. OO0 «/lenbdhuH u pycaiaka»

Cropownsl, 3akmoudaromne aorosop: OO0 «/enshun u pycankay u OO0
«IIIumsl 1 po3bD»

[Ipeamer moroBopa: Pa3paboTka Makera peKIaMHOTO OOBSIBICHUS W
pa3MeIlEHrE €ro B MEYaTHBIX U3/IaHUAX TOpoJia

Bapuant 4. OO0 «Ukc & Urpex»

Croponsl, 3akmovatomue jorosop: OO0 «Uxec & Urpexk» u OO0
«DOUILTUITOK

[IpeameT goroBopa: COTPYIHUYECTBO C 0OPA30BATENBHBIM [IEHTPOM B YaCTH
oOy4eHHs coucKaTesed paboyux MeCT KOMITbIOTEPHBIM KypcaMm

Bapuant 5. OOO «I1lumnsl 1 po3b»

Croponsl, 3axmouaromue goropop: OOO «unst u po3e» u OO0 «ke &
Urpex»

[IpeameT moroBopa: pa3MellleHHWE PEKJIAMHBIX OOBSIBICHUN O BaKaHTHBIX
pabounx MecTax

3anganue 10 ®opmMupoBaHHe NPUKA30B U AKTOB CBEPKU

CocTaBuTh TpHUKa3bl JUPEKTOpPA, PETJIAMEHTUPYIOIIME  BBITOJIHEHUE
JIOTOBOPOB, C Ha3HAYEHUEM OTBETCTBEHHBIX JIMI[ U CYMM, BBIJICTSAEMBIX Ha
OCyIleCTBIICHUE JoroBopa (mpu HeoOxoaumoctu). CoOCTaBUTh AaKThl CBEPKHU
BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).

3ananue 11 ®opmupoBaHue CIpaBKU O COCTOSIHUM PbIHKA TOBAPOB (YCIIYT)

[ToAroToBBTE CIIPABKY O COCTOSIHMM PBbIHKA YCIYT (TOBapOB) B 3aBUCHUMOCTD
OT TOr0, Kakve ToBaphl (YCIyTH) peaau3yeT opraHnusaiusi ydacTHuka. [is storo
U3YYUTh TIPEIIOKECHUS PA3IUYHbIX (UPM M0 KAKOMY-HHOYAb PEKIaMHOMY
u3nanno. OQopMUTH CoOMEp)KAaTeNbHYI0 YacTh CIPAaBKM B BHJAE TaOJHIIbI, B
KOTOpO# OyAeT Mpe/ICTaBIeHO Ha3BaHUE (PUPMBI U IIEHBI HA OJWH U TOT K€ TOBap.
ITocne Tabnuiel cueaaiTe BEIBOIBI.

3aganue 12 CocTtaBieHue TOKIJIAHON 3aUCKH

CocraBbTe  JOKIAOHYIO  3alUCKy  JUPEKTOPY  MOpPEANpUsTHS  C
MPEMIOKEHHUSIMU 110 YIIYUIISHHUIO YCIOBUU TPYa.

3apanue 13 CocraBieHue NMUCbMa-NPETEH3UM HAa HEKAYECTBEHHBIA TOBApP
(OKa3aHHYIO yCIIYTY)

[logrotoBeTe TEKCT U (opmy Tpadapera mnuUcCbMa-NMPETEH3UU Ha
HEKAUECTBEHHbIH TOBap yciayry (yKa3aHHYI YCIyry) B COOTBETCTBUU C
BapuanTamu. [Ipu noaroroske Tpadapera nocrapaitech, YTo0bI TpadapeT Kacancs
TOJBKO OOmIel (OpMBI TIPETEH3MHU, a HE YacTHOCTEeH. IIpy BBINOJIHEHUM 3adaHUs
UCIIOJIB3YWUTE JIaHHbIC PUIIOKEHUS 6.

3ananue 14 Ilepenucka Mexay pyKOBOAUTEISIMUA OpPraHU3ALINI

CocraBbTe JBa  JIOKYMEHTa, OTpaXarolllue MEPEnucKy  COTJIAaCHO
NpEVIOKEHHBIM BapuaHTaM. [Ipy BBINMOJHEHUM 3aJaHUsl UCIOIb3YHTE JaHHBIE
MIPUJIOKEHUS 7.
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HpI/I COCTaBJICHNH JOKYMCHTOB COBCTYCM BOCIIOJIB30BATHCA CJICAYIHOIIMMUA

IMpaBUJIaMU:
e IIMCbMa JOOJIZKHBI COACPIKATHL SA3BIKOBLIC (l)OpMy.TIBI )41 O6HICHpHHHTI>I€
CKAHLOCIIAPU3MBID),

¢ HeoOXoauMmo u30eraTh SMOIMOHAIBHBIX OOOPOTOB W OIEHOK, M3Jararb

BOIIPOC CTPOTO U MO CYLIECTBY;

e CIeAyeT MOMHUTH, YTO JJIUHHBIN TOKYMEHT C OOMJIMEM MOJAPOOHOCTEH, KaK

IpaBUJIO, HE JOYUTHIBAETCS O KOHIIA.

Bapuant 1. OOO «TBo¥ KOMIIBIOTEPY

3aBeayromas AeTcKuM 1oMoM npocut aupekropa OO0 «TBoil KOMIIBIOTEP»
OKa3aTh 0JaroTBOPUTENBHYIO TOMOILb B BUJIE€ IOCTaBKU Ha 0€3BO3ME3/IHON OCHOBE
10 KOMIUIEKTOB KOMIBIOTEPHONM TEXHUKHU (CHUCTEMHBIN OJ0K, MOHHTOp). OTBET
JUPEKTOPA COAEPKUT OOEHIaHUE PACCMOTPEHHS BO3MOXKXHOCTU MPENOCTABICHUS
0J1IarOTBOPUTEIHHON MTOMOIIIH.

Bapuant 2. OO0 «Duumnox»

3aBenyromas JETCKUM JOMOM IpocuT nupektopa OO0 «PuUmaunok»
OKa3aTh OJIArOTBOPUTEIHHYIO MOMOIIL B BUJEC MPOBEACHUS psifa KOMIBIOTEPHBIX
KypCOB BOCIIUTAHHUKaM JIETCKOro joma. OTBET JUPEKTOpa COJIEPKUT OOeIIaHue
PaccMOTPETHh BO3MOKHOCTb IIPOBENECHUS Kypca «CeKpeTapcKoe Aeiio»

Bapuant 3. OO0 «JlenbdhuH u pycaikay

3aBenyomas AETCKUM JoMoM mpocuT gupektopa OOO «/lenphun wu
pycaiika» oka3aTh 0JaroTBOPUTENIBHYIO IOMOILb B BHJI€ MPEIOCTABICHUS ITyTEBOK
B JHU HOBOTOJHUX KaHUKYJ BOCIIUTaHHHUKAaM JIETCKOTO JoMa Ha 0€3BO3ME3THOM
ocHoBe. OTBET JUPEKTOpPA COJAEPKUT OTKA3 B BOZMOXKHOCTH OKa3aHHs MOJA00HOM
MOMOIIM B JIHM HOBOTOJHUX KaHUKYJI, C BO3MOKHBIM MPEOCTaBICHUEM TyTEBOK B
JPyroe BpeMs roja.

Bapuant 4. OO0 «Mkc & Urpek»

Jlupektop mpodecCHOHATBHOTO KOJUIemKa mpeaiaract aupekropy OOO
«Mkxc & Hrpexk» COBMECTHOE COTPYIHHYECTBO B YacTH IPOBEACHMS SPMapOK
BakaHcHil sl ydamuxcsa kosuemka. Jupektop OO0 «Mke & Urpek» oTBeuaer
COIJIaCUEM PAaCCMOTPETH CPOKH ITPOBEACHUS SIPMApOK.

Bapuant 5. OOO «I11umnsl 1 po3bi»

3aBenytomas Aerckum caaoM npocut aupekropa OOO «Illunel u po3s»
0JIarOTBOPUTEIBHYIO TOMOLIb B YacTH NEPEUMCICHUs JEHEXHBIX CPEICTB Ha
pEMOHT KpoBiM. OTBET AMPEKTOpPa COAEPKUT OOEUIaHUE IMOMOIIM B PEMOHTE
KPOBJIH.

3aganue 15 [Tucemo-xanoba

N3MmenuTe cienyromuii TEKCT, MpUIaB eMy O(UIMATIbLHO-ACIOBOM CTHIIb.
[Ipu BBINOJTHEHUY 33a[JaHUS UCTIONB3YITE TaHHbIE TIPUIIOKEHUS 7.

S, CokonoBa 30s EropoBHa, siBisitoch auTem Osiokanbl. CKOJIBKO pa3 o
oOpariasach B MIIHMIIMIO U K Pa3HbIM HavdaJlbHUKaM HM3-3a CBOUX COCEZCH, a UM
JieJia HeT JI0 MPOCTOM TpyKEHULbl. J[pyrue *UBYT B OTHEJbHBIX KBAPTHUpAX, a 5
COpOK JieT paborana, a XuBy B KoMmmyHanke. Cocend MOU MOJIOJBIE, KPYTST
My3bIKYy 10 11 HOYM, IIIUTY HE MOIOT, MPUXOAAT U CTy4YaT ABEPHIO, KOT/AAa 3aXOTHT.
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[lencuto mue Hazenwnu Bcero 650 py6Oneil. Kak Ha HUX MPOXUTH, a BeAb €Ile
XOUYE€TCSl BHYKAM MOJAPOYKH KYIUTb.

[Ipomry pa3oOpaTbcs, BUHOBHBIX Haka3aTh W JaTh MHE IOMOIIb B BHJIE
JICHET.

12 deBpans Cokonona 3.E.

3ananue 16 OpopmieHue yBOJIbHEHHUS

Odopmuts yBonbHeHne COTpyAHHKA C 3aHECEHHMEM COOTBETCTBYIOIICH
3alKMCH B TPYJOBYIO KHIKKY.

2. MeToauyeckne peKOMeEHIAIUN 10 U3YYEeHHI0 YYeOHOH TUCIMIINHBI
2.1. MeTonuueckne peKOMEH AN TTPETI0IaBaTeIbCKOMY COCTaBY

2.1.1. Meroau4eckue peKOMEHIAIMU 110 TPOBEJACHUIO Y4eOHBIX
3aHATUI

Meronvka NpoBeeHUs 3aHATHI OCHOBaHA HAa HCIOJIb30BAaHUU AKTHUBHBIX
dbopM, TO3BOJIAIONIMX  CAeNaTh KaXIOro M3  CIylaTeslie  y4acTHUKOM
oOcyx/1aeMbIX BOMpOcoB U MpobieM. Ocoboe BHUMaHUE TPU HM3YYEHUU Kypca
oOpaIieHo Ha aKTHUBHYIO CaMOCTOSTENIbHYIO paboTy oOydaromuxcs (ciymarenei)
KaK TMpU TOJArOTOBKE, TaK M B TPOIECCe TMPOBEICHUS TEOPETUYECKUX U
MIPaKTUYIECKUX 3aHATHH. M37m0)keHne MaTtepraia COMpOBOXKIACTCS HILTIOCTpaIueit
Ha TMPAKTUICCKUX TIPUMEPaX.

Bmecte ¢ TeM mNpUHIMNUATBLHON OCOOCHHOCTBIO SIBJISIETCS COYETAHUE
paznuyHbIX (OPM M METOJOB OOYUYEHHS, BKIIIOYAs JICKIIMOHHYIO (pOpMYy MOAAYn
HanOoJiee PyHIAMEHTAIBHBIX TOJIOKEHUHN, W3JI0KEHUE TOCTYITHOTO MaTepHrayia B
BU/IC HEMTPEPHIBHOTO JAMAJIOTa, UCIIOIh30BaHUE METOI0B MPOOJIEMHOTO 00YICHHUS.

[IpoOnemHoe oOyueHHEe — OpPraHU30BaHHBIN MpernojaBaTeIeM CIocoo
aKTUBHOTO  B3aMMOJCHCTBUS  CyOBeKTa ¢  MPOOJIEMHO-TIPEICTaBICHHBIM
coliepkaHreM OOy4YeHHs, B XOJ€ KOTOPOTO OH MPHOOIIAeTCS K OOBEKTHBHBIM
MPOTUBOPEYHSAM HAYYHOTO 3HAHHUS M CHOCO0aM MX pelIeHUsl. YUHUTCS MBICIUTH,
TBOPYECKHU yCBaMBaTh 3HAHUSI.

CxeMa mpo0JieMHOTO O0y4YeHHUS, MPECTABISAETCS KaK IMOCIEI0BATEIIbHOCTD
MpoLelyp, BKIIOYAIONIMX: TOCTAHOBKY MperojaBaTeieM yueOHO-TIPOOIeMHON
3aJ1auu, CO3JaHue IS YYaIIUXCs MPOOJIEMHON CHTYaIluy; OCO3HAHKE, TIPUHSITHE U
pasperieHrue BO3HHKINECH TPOOJeMBI, B TPOIECCE KOTOPOTO OHHU OBJIAICBAIOT
0000IIIEeHHBIMI CTIOCO0AMU TIPHOOPETCHHSI HOBBIX 3HAHWH; MPUMEHEHHUE JTaHHBIX
CIIOCOOOB JIJTSI PEIICHHS] KOHKPETHBIX CUCTEM 3a]1ad.

OCHOBHBIC TICUXOJIOTUYECKHE YCIOBUS IS YCIICHTHOTO TPUMEHEHUS
poOJIEMHOT0 OOYyUEHHUS:

- MpoOJIEMHBIE CUTYaIlUU JOJDKHBI OTBEUYATH IEIsIM (DOPMUPOBAHUS CHCTEMBI
3HAHUU;

- OBITH TOCTYITHBIM JUTSI YYAIIIUXCS;

- JIOJKHBI BBI3BIBATH COOCTBEHHYIO TO3HABATEIBHYIO JEATEIbHOCTh U
aKTUBHOCTB;
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- 33/IaHUS JTOJDKHBI OBITh TaKOBBIMH, YTOOBI yUaIIMiiCSI HE MOT BBIMOJIHHUTH
UX, ONHUpasIChb Ha YXE HMEIOUIMECs 3HAHUS, HO JIOCTATOYHBIMHU  JUJIS
CaMOCTOATENLHOTO aHaIN3a MPOOJIEMbl U HAXO0K/IEHUSI HEU3BECTHOTO.

Ha3BanHoe moJIO)KeHHE Kypca B CTPYKTYpEe H3y4aeMbIX JUCIUIUIMH
METOJMYECKH PEeaTn3yeTcsl COOTBETCTBYIOUIEH OpraHM3aluell caMux 3aHSTUH, B
uX 00IIel Jorvke, MPUBOAUMBIX NPHUMEpPaAx, MpejlaraeéMblx Temax JOKJIaJoB Ha
CEeMUHapax.

B ocBoeHn#, COOCTBEHHO, SKOHOMHYECKHX SIBJICHUN, OTHOCSIIUXCS K
IpeaIMETy Kypca, 0co00€ 3HaueHHE MPUOOpETaeT MPOJyMaHHOE METOIUYECKOE
BBICTPAUBAaHUE JIEKIIMOHHBIX M CEMHUHApCKuX 3aHsATHi. CeMHHaphl JOJKHBI
pa3BUBATH MOJIOKEHUS JCKIUI, HO HE TOBTOPSTH UX.

Hauyunaercsi ceMHHap cO BCTYNUTENBHOTO CJIOBA MpernoaaBaTes (5-7 MUH.).
[lenaror Ha3bpIBaeT TEMy CEMUHApPA, LEIb U 3a/1a4l 00YYaIOIUXCsl, BBIOMpAs TaKue
GbOpMyYIMPOBKH, KOTOphIE OyIyT MOTHBHPOBATH OOYYaIOIIMUXCS ISl aKTUBHOM
paboThl Ha 3aHATUH. [Ipy 3TOM HUCTUHHBIE 3a/1a4l CEMUHApa MOT'YT HE OIJIallaThCs.
[IpenogaBaTens oOpamiaeT BHUMAHUE Ha Y3J0BbIE MPOOJIEMBI Al 00CYXIEHU,
yKa3bIBaeT (popMy MpoBEAEHHUs 3aHATUS U MOPsSAOK pabotel B Heil. Ilo dopme
BCTYNUTEIBHOE CJIOBO JOJDKHO OBITh JJAKOHUYHBIM, JIOTUYECKH CTPOMHBIM. B
COJEp)KaHUU €ro Hapsay C JpYyrUMH BONpPOCAMHM, IPENOJaBaTeNb JOJIKEH
00513aTeIbHO MOJUYEPKHYTh CBSA3b TEMbI C OYAYLIEH AESTENbHOCTbIO BBITYCKHUKA
WHCTHUTYTA, C COBPEMEHHOM KU3HBIO.

Baxneiimeld 4acTbl0 CEMHHAPCKOTO 3aHATUSL SIBISIETCS  OOCYXICHUE
BOMPOCOB. B 3aBucHUMOCTH OT (QOpMBI 3aHATHUS TMpEnoaaBaresb, CHOPMyIHPOBaAB
BOIIPOC, TMpeajiaraeT BBICTYIUTh JKEJIAIIMM WM CAeNaTh COOOLIEHUE
(pukcupoBaHHOE BBICTYIUIEHHE), 3apaHee IMOATOTOBICHHOE OOy4arouuMcs.
HeoOxoaumo co3maBaTh Ha cemMuHape aTMocepy TBOPYECKOH JTUCKYCCHUH,
KHUBOT'0, 3aMHTEPECOBAHHOIO 0OMEHAa MHEHUAMHU. B Xoz1e ceMruHapa Ba)XHO, YTOObI
oOyyJaroluecs BHUMATEIbHO CIYIIAIM M KPUTHYECKH OLICHWBAJIU BBICTYIUICHHS
koiter. s 3TOro mpemojaBaTeNi0 HE CleAyeT cpa3y IoClie BBICTYIUICHUS
oOyJarolerocss CcamMOMy yKa3blBaTh Ha JOMNyIIEHHble OmMOKU. Jlyumie
IPEJOCTaBUTh 3Ty BO3MOXKHOCTh YYAaCTHHKaM CEMHMHapckoro 3ansatus. [locne
OOCYXKIIEHHsI OuYepeTHOr0 BOMpOca MPErojaBaTeib JOKEH IMOABECTH KPAaTKHil
UTOT OOCYXICHUS, YKa3aB Ha OOHAPYKUBIITHECS TTPOOIEMbl U OMUOKH B 3HAHUAX
o0yyJarommxcs.

BaxupiM  JTamomM  cemMuHapa  SABISETCS  3aKJIIOYUTEIBHOE  CJIOBO
npenojaBaress. B 3akI0unTENIbHOM CIIOBE B KOHIIE CEMUHApa MpernogaBaTeb:

a) JaeT oOIIyI0 OLICHKY MPOIIEAIIETro 3aHITUs (YPOBEHb MOATOTOBICHHOCTH
oOydaromuxcs K CEMHHApy, AaKTUBHOCTh YYaCTHUKOB, CTENEHb YCBOCHHS
poOJIEMBI);

0) OCyIIEeCTBIIIET aHAJIW3 M OLEHKY BBICTYIUICHUH, cOONONas MpHU 3TOM
OOBEKTUBHOCTh U UCKITIOUUTEIbHYIO KOPPEKTHOCTH;

B) KpaTKO PacKpbIBaeT BOMPOCHI, HE MOJIYYHUBIINE ITTyOOKOTO OCBEIIEHUS Ha
CEeMHUHape;

I') JaeT 3a/laHue Ha JaIbHEHUIITYI0 CAMOCTOATEIbHYIO PaboTy.
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B mpakTuke npenomaBaHus MOIYYHIIA PACTIPOCTPAHEHUE PA3TUIHBIC (POPMBI
CEMHUHAPCKUX 3aHATHIL.

Beibop  ¢opmpl ceMHHApCKOTO  3aHATHUSA  JOJDKEH  3aBUCETh  OT
MOATOTOBJICHHOCTH TPYIII, XapakTepa M COACpKaHUsI 00CYXJTaeMbIX BOIIPOCOB, a
TAaKXK€ TEeAarornyeckoro MacTepCcTBa CaMOro MPENoAaBaTesisi U TEXHUYECKHUX
BO3MOKHOCTEH.

JIns  akTUBH3allMM  CaMOCTOSITENIbHOW — JICATEIBHOCTH  OOyYarolIuxcs
HEOOXOJMMO TPAKTUKOBATh HA CEMUHAPCKUX 3aHATHUAX OOCYXKIECHUE IOKIAJOB,
MPOBEJCHUE JEIOBBIX UIpP, Pa300p KOHKPETHBIX H3KOHOMUYECKHX CHUTYallUid,
pEILICHUE NMPAKTUYECKUX 3aJ1a4, OPraHU30BBIBATh TECTUPOBAHUE IO MPOUIAECHHBIM
TEeMaM.

2.1.2. Metoanieckue peKOMEHIAIMH 110 TTPOBEICHUIO MHTEPAKTUBHBIX
3aHSATUH

Haubonee cnoxuas dbopma mpoBeAeHUsS 3aHATUS — HHTEepakThUBHOE. OHO
TpeOyeT TPONCTBEHHON B3aMMOCBS3U: TMpenojaBaTelb — OO0ydYarOIIHICsI—
oOy4aroniuiicsi. B 3ToM 3aHATHM BCe YYaCTHUKU PaBHBI M KK/IbIM MMEET MPaBo Ha
COOCTBEHHOE MHEHHUE 10 JItoOoMy Bompocy. B aTom 3akirodaercst BCsi CIOKHOCTh
IpernojiaBaresisi, Tak Kak MpU BCEOOIIEH «paBHOCTW», OH JOJKEH HE3aMETHO
HaIpaBJISITh 3aHATUE B HY)KHOM HAalpaBJICHUU, YTOOBI B UTOTE y OOydarOUIUXCs
OCTJIMCh BEPHBIC CYKACHUS U MOHUMaHUE 3aKperuisieMoro Marepuana. J{is 3toro
HEO0OXO0IUMO:

- YETKO OMNpPEJECTUTh LIEb 3aHATHUS;

- IOJITOTOBUTH Pa3/laTOYHBIN MaTepua;

- 00ecneunuTh TEXHHUECKOe 000py10BaHUE;

- 0003HaYEHBI YUYACTHUKH;

- OINPEJEIUTh OCHOBHBIE BOIIPOCHI, UX MOCIEA0BATEILHOCTS;

- MoA00paTh MPAKTUIECKUE TPUMEPDI U3 KU3ZHH.

B yuebHOM mporiecce MOTYT OBITH HCIONB30BAaHBI T.H. «MHHOBAIMOHHO-
MEJarorM4YeCKUe» TEXHOJIOTUU, KpPAaTKUE ONPEACIICHUS KOTOPBIX JaHbl HUXKE.
Kaxnaplli mperojaBaresib ONpeeseT CaMOCTOSITEIBHO TeMy 3aHATHH, Ooliee
OTBEYAONIYIO TOW WM UHOU (DOpME TPOBEICHUS.

UccnenoBarenbckuii MeTOJ] OOy4E€HHUS] — 3TO OpraHu3aius oOydeHHus Ha
OCHOBE TIIOMCKOBOW, TIO3HABATEIbHOM JAESATENbHOCTH OOYYaIOIIUXCA IMyTeM
MOCTAHOBKM  MpENoJilaBaTeJeM T[O3HABATEIbHBIX U  MPAKTUYECKUX  3ajad,
TPEOYIOIIUX CaMOCTOSITEILHOTO  TBOpueckoro pemieHus. (OcHOBHasi —ujes
HCCIIEIOBATENIbCKOTO MeToAa O0yUYeHUS 3aKIH0YAeTCsl B UCTOJb30BAHUM HAYyYHOTO
MOAX0Ja K PEIICHUIO TOW WJIM MHOW y4eOHOM 3a/1auHu.

Camoo00y4yeHne — MeToiA, NMpU KOTOPOM OOydaeMbIi B3aMMOJICUCTBYET C
o0pa3oBaTeIbHBIMU PECypcaMy MPH MHUHUMAIBHOM YYacCTHH MPENoJiaBaTels |
npyrux oOydaembix. s camooOyueHus Ha 0a3e COBPEMEHHBIX TEXHOJIOTHH
XapakTepeH MYJIbTUMEINA-TIOXO/I, npu KOTOPOM UCTIONB3YIOTCS
oOpa3oBaTeNbHbIE PECYPCHI: NIEYATHBIE MaTepUalbl, ayJM0- U BHUICOMATEPHAIbI,
KOMIIbIOTEPHbIE oOy4arorue pPOrpaMMBbl, AIEKTPOHHBIE KypHAJIbI,
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WHTEPAKTUBHBIC 0a3bl JAHHBIX U JAPYTHE YUCOHBIC MaTepUaibl, JOCTABISIEMBIC TI0
KOMIIBIOTEPHBIM CETSIM.

Pabota B ManbIX rpynmax — 3TO OJIHA W3 CaMbIX MOMYJSPHBIX CTPATETHUH,
TaKk KaKk OHa JaeT BCeM OOyalolmuMcCsi BO3MOXKHOCTh YYacTBOBaTh B paboTe,
NPAKTUKOBaTh HABBIKM  COTPYAHHYECTBA, MEKIUIHOCTHOTO OOmeHus (B
JaCTHOCTH, YMEHHE aKTHUBHO CJIYIIaTh, BIpabaThIBaTh 00IIee MHEHUE, pa3peliaTh
BO3HHUKAIOIINE PA3HOTIIACHS).

Case-study (aHamm3 KOHKPETHBIX CUTYaIlWA, CUTYaIlMOHHBINA aHATN3)

Meron aHanu3a KOHKPETHOW CHUTyalMH (CHUTYallMOHHBIM aHAIHW3, aHalu3
KOHKPETHBIX ~CHTyalluii, case-Study) — »9To memarormdeckas TEXHOJOTHA,
OCHOBAaHHAasT Ha MOJCIUPOBAHUU CHUTYallUd WM WCIOJIb30BAHMS PeaTbHOU
CUTyallil B IEJSIX aHajdu3a JaHHOTO CiIyd4as, BBISBICHUS MPOOJIeM, TOWCKa
ATBTEPHATUBHBIX PEIICHUN U IPUHSITHS ONITUMAJIBEHOTO PEIICHUS TPOOIIEM.

[lenp oOydaeMbIX - TpOaHAIW3MPOBATH JAHHBIC CUTYyallud, HaWICHHBIC
pelieHus1, UCIOJIb30BaB IIPU 3TOM MPUOOPETEHHBIE TEOPETUYECKUE 3HAHUSI.

Huckyccust — dopma yueOHOU pabOThI, B paMKax KOTOPOM oOydarommecs
BBICKA3bIBAIOT CBOE€ MHEHHME 1O TMpobjieMe, 3aJlaHHON IpernojaBaTesieM.
[IpoBenenne nuUCKyccuil 1Mo MpoOJIEMHBIM BOMPOCAM MOJPA3YyMEBAET HAIMKCAHHUE
OOy4YarOIIMMUCS TE3UCOB WUIH pedepaTos.

Joxnan (mpe3eHTanus) — MmyOoJIMYHOEe COOOIIEHUE, TPE/ICTABIISAIONIEEe COOOM
pa3BepHYTOE M3JIOKEHHE OIpEACIEHHOW TEMBI, BOMpoOca Mporpammbl. Jlokian
MOXET OBITh TPEICTABIICH PA3JMYHBIMH YYaCTHUKAMH TIpolecca OOy4eHHUS:
mpernojaBaresieM, IMPUTJANICHHBIM  JKCIEPTOM,  OOydYaloIHUMCs, TPYMIon
oOyyJarommxcs.

Kpyraeiii cron — oauH u3 HauOonee 3(PQEKTUBHBIX CHOCOOOB IS
00CY)XJIEHHsI OCTPBIX, CIIOKHBIX M aKTYaJbHBIX HA TEKYIIHMA MOMEHT BOIPOCOB B
000 mpodeccCHOHAIBHOM cdepe, 0OMEHa ONBITOM W TBOPYSCKUX WHHUITUATHUB.

Dcce — 3TO COYMHEHHE-PAcCYKISHHEe HEOOJbIIOro o0beMa co cBOOOIHOM
KOMITO3UIIMEH, BBIPAXKAIOIIEE WHIUBHUAYyATbHBIC BIEYATICHUS U COOOpAXEHUS T10
KOHKPETHOMY TIOBOJly WJIM BOMPOCY M 3aBEIOMO HE TPETEeHIyIoIlee Ha
OTIPEIEIISIONTYI0 HIJIM UCUEPTIBIBAIOIIYIO TPAKTOBKY MpEIMeETa.

NuTtepakTuBHOE 00y4Y€HHE MO3BOJSIET PEIIaTh OJHOBPEMEHHO HECKOJIBKO
3a]a4, TJIABHOW M3 KOTOPBIX SIBJSETCS Pa3BUTHE KOMMYHHKATUBHBIX YMCHUU H
HaBBIKOB. JlaHHOE O0OydYeHHWe TIOMOraeT YCTAHOBIICHUIO 3MOIMOHATBHBIX
KOHTAKTOB MEXAY YYaIlUMHUCSA, OOCCIEYMBAET BOCIHUTATCILHYIO 3ajady,
MIOCKOJIBKY TIpHy4aeT paboTaTh B KOMaH[E, MPHUCTYIINBATECI K MHEHHIO CBOUX
TOBApHIIEH, 00CCTICUNBACT BHICOKYIO MOTHBAITUIO, TPOYHOCTH 3HAHHH, TBOPUYECTBO
1 (haHTa3u0, KOMMYHHUKAOCIIBHOCTh, aKTUBHYIO KH3HCHHYIO MTO3HIINIO, IICHHOCTh
WHIUBUYaIbHOCTH, CBOOOJY CaMOBBIPOKCHHS, AaKIEHT Ha JICSITCIBHOCTD,
B3aMMOYBKECHHE U JIEMOKPATUIHOCTb.

2.1.3. Metoauueckue peKOMEH 1Al IO KOHTPOJIIO YCIIEBAEMOCTH

2.1.3.1. Texkymas arrectanus (TEKyIUA KOHTPOJIb) YPOBHS YCBOEHUS
coJiep>KaHusl yueOHON AUCHIUTIIIMHbBI
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Texymas arrectanus (TEKyIUHA KOHTPOJIb) YPOBHSI YCBOEHUS COAEPKAHMS
JUCHMIUIMHBl PEKOMEHYETCSI MPOBOJUTH B XOJAE BCEX BUIOB Y4YE€OHBIX 3aHATUHN
METOJJaMU YCTHOTO U IMHUCBMEHHOro orpoca (paboT), B IpoLEecCce BBICTYIUICHUN
oOyJaroluxcs Ha CEMHUHAPCKUX (ITPaKTUUECKHUX) 3aHATHAX U 3alIUTHI pedeparos,
a TAK)Ke METOJIOM TECTUPOBAHHSI.

KauecTBO mnuUChbMEHHBIX pabOT OIEHMBAETCS HUCXOAS W3 TOrO, YTO
oOyJaromuecs:

- BRIOpaJIM U UCTOJIB30BAIN (POPMY U CTHIIb U3TIOKEHUS, COOTBETCTBYIOIINE
LEJISIM U COJEPKAHUIO TUCIUILIINHEI;

- NPUMEHWIH CBSI3aHHYIO C TEeMOHl WH(GOpPMAIMIO, HCIOJBb3YsS MPU STOM
NOHATUIHBIN anmapaT CoeUUallcTa B JaHHON 00JacTH;

- IPEACTAaBWIA CTPYKTYPUPOBAHHBIM W TPAaMOTHO HAIMCAHHBIA TEKCT,
MMEIOIINAN CBSI3HOE COJIEPIKAHME.

2.1.3.2. TlpomexytouyHasi aTTecTalus (ITOTOBBIM KOHTPOJIb) YPOBHS
YCBOCHUS COJICP KaHUS YUeOHOM TUCIIUTIITUHBI

[IpomexxyTouHasi arrectanusi (UTOTOBBIA KOHTPOJIb) MPOBOAUTCA B (opme
3ayeTa B XOJI¢ 3MMHEN (JIeTHEH) HSK3aMEHAlMOHHOW CECCHHM C BBICTABJIECHUEM
UTOTOBOM OIleHKH Mo jucuummimHe. K 3auety pomyckaroTcss oOywaromiuecs,
YCIEIIHO BBIMOJHUBIINE BCE BHABl OTUYETHOCTH, NPEAYCMOTPEHHBIE IO
JUCUUIUIMHE YYeOHBbIM IJIaHOM. B Xoje 3auera mpoBepseTcs CTENEeHb YCBOEHUS
MaTepuana, yMEHUE TBOPUYECKU U MOCIEIOBATENbHO, YETKO U KPAaTKO OTBEYaTh Ha
MOCTAaBJICHHBIE BOIPOCHI, JENaTb KOHKPETHbIE BBIBOABI WU (OPMYIHPOBATH
000OCHOBaHHbIE MpeiokKeHus. HMToroeas OLIEHKAa OXBAaThIBAET MPOBEPKY
JIOCTUKEHHUS BCEX 3asBJICHHBIX 1I€JIEM U3Y4YEHUs AUCHUIUIMHBI U MPOBOIUTCS NS
KOHTPOJISI YPOBHS TMOHUMAHHUS OOYYAIOIIMMUCA CBSI3€H MEXKIY Pa3IU4YHBIMU €€
AJIEMEHTAMM.

B xoz1e UTOroBOro KOHTPOJIS aKIEHT JENAaeTCs Ha MPOBEPKY CIIOCOOHOCTEN
OOy4JarommMxcss K TBOPYECKOMY MBIIUICHUIO W HWCIOJIb30BAaHUIO TMOHSTHHHOTO
anmapara  JUCHMIUIMHBI B pEHICHHMH  Npo(ecCHOHATIBHBIX  3aJad IO
COOTBETCTBYIOILLEH CITEHUAIBHOCTH.

2.1.3.3. Kputepuu o1ieHKH Y4EOHBIX JOCTUKEHUN 00YyJaArOIINXCS

KadectBo oTBeTOB U pemieHus 3amad  (3aJaHuil) OIICHUBAIOTCA Ha
COTIIMYHOY, «XOPOILIO», «YIOBJIETBOPUTEIIBHO» U «HEYAOBIECTBOPUTEIBHO.

OreHKa «OTJIMYHOY BBICTABIISACTCS 00YYaIOMEMYCsl, €CIIH:

- TaHBbl MCYCPIIBIBAIONINE W OOOCHOBAHHBIC OTBETHI Ha BCE IOCTABJICHHBIC
BOIIPOCHI, MPaBUJIBHO M PAIMOHAIBHO (C HCMOJB30BAHUEM PAIIMOHATBHBIX
METOJIMK) pelIeHbl COOTBETCTBYIOIIME 3a/1a4H;

- B OTBETaX BBIACISAIOCH TJIABHOE, BCE TECOPETUUYECKUE TOJIOKEHUS YMETO
YBS3BIBAJIMCH C TPEOOBAHUSIMU PYKOBOSIINX JOKYMEHTOB;
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- OTBETHI OBUTM YETKUMH M KPATKHUMH, & MBICIH H3JarajiuCh B JOTUYECKON
MOCJIEI0OBATEILHOCTH;

- MIOKa3aHO YMEHHE CaMOCTOSTEIBLHO aHaJW3UPOBaTh (aKThl, COOBITHS,
SIBJICHUS, ITPOLECCHI B X B3aUMOCBS3U U JUATICKTUYECKOM PA3BUTHM.

O11eHKa «XOPOIIIOY» BBICTABIISIETCSI 00YUaIOIIeMyCsl, €CIIH:

- JaHbl IOJIHBIE, HOCTATOYHO OOOCHOBAHHBIE OTBETHI HA IIOCTABJICHHBIC
BOIIPOCHI, ITPABUJIBHO PELICHBI TPAKTUYECKUE 3a1aHNS;

- B OTBETaX HE BCErJa BBIJICISUIOCH TJIABHOE, OTJCIBHBIC II0J0KECHUS
HEJIOCTATOYHO YBSI3BIBAINCH C TPEOOBAHUSIMU PYKOBOJSIIMX JAOKYMEHTOB, MpHU
pPELIEHUU NPAKTUYECKUX 3a7a4 HE BCErAa MCIOJb30BAIUCH PALMOHAIBHBIC
METOAMKHU PACYETOB;

- OTBETHI B OCHOBHOM OBLIM KPATKUMH, HO HE BCET]Ia YETKUMHU.

OreHKa «yIOBIETBOPUTEIIBHO» BBICTABISICTCS O0yUYarOIIEMYCsI, €CITH:

- JaHbl B OCHOBHOM IIPABWJIbHBIE OTBETHI Ha BCE MOCTABJICHHBIE BOIPOCHI,
HO 0€3 JMOJDKHOMW TiIyOMHBI M OOOCHOBaHMSI, MPH PEIICHUHM MPAKTUYECKUX 3aj]1a4
0oOy4JaromMiicss MCIOJIb30BaJl MPESKHUN OMBIT U HE MPUMEHSI HOBBIE METOJIUKH
BBIIIOJIHEHUS PACUYE€TOB, OJHAKO HA YTOYHSIOIIME BOIPOCHI JaHbl B IEJIIOM
MPaBUJIbHBIEC OTBETHI;

- TIpU OTBETAaX HE BbLAEISIIOCH INIABHOE;

- OTBETHI OBLIM MHOTOCJIIOBHBIMH, HEYETKHMMH U 0€3 IOJDKHOM JIOTHYECKOI
MOCJEI0BATCIILHOCTH;

- Ha OTJAEJbHBIE JOIOJHUTEIIbHBIE BOIIPOCHI HE JaHBI IIOJIOKUTEIbHBIE
OTBETHI.

OlneHKa «HEYAOBJICTBOPUTEIHHO» BBICTABISECTCS OOyYaroleMycs, €Cii He
BBITIOJTHEHBI TPEOOBAHUS, COOTBETCTBYIOIIUE OIICHKE «YAOBICTBOPUTEILHOY.

2.2. MeTonuueckue ykazaHus 00yJaronmumcs

[IpoyKTUBHOCTh YCBOCHHS Y4€OHOTO MaTepualia BO MHOTOM OIPEIEIIsSIeTCs
WHTEHCUBHOCTBIO W KA4eCTBOM CaMOCTOSITENIbHOW pabOThl  00ydYaromerocs.
CamocrosiTenbHas pabota mpeanosiaraer GopMUpoBaHUE KyJIbTYpPhl YMCTBEHHOTO
TpyJa, CaMOCTOSITEIbHOCTH M WHUIIMATUBBI B TOWCKE U MPUOOPETEHUU 3HAHUM;
3aKpeTICHUe 3HAHUM U HaBBIKOB, MOJYYCHHBIX HA BCEX BUIAX YUEOHBIX 3aHSTHIA,
MOJATOTOBKY K MPEACTOSIIIAM 3aHSATHUSAM, dK3aMEHaM; BBIITOJIHEHHE KOHTPOJIbHBIX
pabor.

CaMocCTOATENbHBIN TPY PA3BUBACT TAKUE KAUYECTBA, KAK OPTAaHU30BAHHOCTD,
JUACIHUTIMHUPOBAHHOCTh, BOJIO, YIIOPCTBO B JOCTHI)KCHUU TOCTABJICHHOW IIENH,
BbIpabaThiBa€T  yMEHUE  aHAIU3UpOBaTh  (akThl W SBJICHUS,  YUYUT
CaMOCTOSITEJIbHOMY MBIIIJICHUIO, YTO MPUBOJUAT K PAa3BUTHIO MU CO3JAHUIO
COOCTBEHHOTO MHEHHMsI, CBOUX B3IJISJ0B. YMEHHE pabOTaTh CaMOCTOSITEIIHBHO
HEOOXOJMMO HE TOJIKO JUIS YCIENIHOTO YCBOCHHSI COJAEpX)aHUS Y4eOHOU
MIPOrPaMMBbI, HO U JUJISI TAJIbHEUIIIEW TBOPYECKOUN AEATEIBHOCTH.

OcHOBY CcaMOCTOATENHHON PabOThI OOYYArOIIETOCS COCTaBIsieT padbora ¢
y4eOHOH 1 HaydHOU JauTeparypoid. U3 ombiTa paboThl ¢ KHUTOM (TEKCTOM) CIEAYyeT
OTpeNeNICHHAs  TIOCIICIOBATEIbBHOCTh  JICMCTBUM, KOTOPOM  IeJIecooOpa3HO
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npujepxxuBatbesa. CHayana npoyuTaTh BECh TEKCT B ObIcTpoM Temre. Llens Takoro
YTEHUs 3aKIo4aercs B TOM, 4YTOOBl cO3/4aTh oOILIee mpeacTa BICHUE 00
U3yd4aeMoM (He 3allOMHHaTh, a MOHATh OOLIUI CMBICI MPOYUTAHHOIO). 3aTeM
OpOYUTATh BTOPUYHO, OoOJiee MENJEHHO, YTOObl B XOJE€ YTEHUS IOHATh U
3alIOMHHUTb CMBICI KaXKI0U (hpa3bl, KayKIOrO MOJIOKEHUS U BOIIPOCA B LIETIOM.

UreHne TNPUHOCUT TMOJB3Yy M CTAHOBHUTCS IPOAYKTHBHBIM, KOTJa
COIIPOBOXKAAETCS 3alUCAMU. JTO MOKET OBITh COCTaBJICHUE IUIaHA IIPOYUTAHHOTO
TEKCTa, TE3UCHI WU BBIMUCKU, KOHCIIEKTUPOBAHUE U JP.

BriOop BHa 3amucu 3aBUCHUT OT XapaKTepa M3ydyaeMoro Marepualia v ueien
paboOTHI C HUM.

Ecmm copep:kanme Marepuaia HECIOKHOE, JIETKO YCBAMBAE€MOE, MOKHO
OTrPaHUYUTHCS] COCTABIICHUEM IIJIaHA.

Ecnu matepuan cofepXUT HOBYIO M TPYJIHO YCBaMBaeMyr0 WH(pOpPMAIHUIO,
1EeJIeCO00Pa3sHO €ro 3aKOHCIEKTUPOBATh. Pe3ynbTaThl KOHCHEKTUPOBAHUS MOTYT
OBITh MPEACTABIICHBI B Pa3JIMUHbIX (hOpMax.

[Inan — 3T0 cXxema MPOYUTAHHOIO MaTepuaya, KpaTkuil (Win moapOoOHbBIN)
IIEPEYCHb BOIIPOCOB, OTPAXKAIOIIMX CTPYKTYPY U IOCIEA0BATEIBHOCTh MaTEpHAIA.
[Topo6GHO coCcTaBIIEHHBIN IJ1aH BIIOJIHE 3aMEHSIET KOHCIIEKT.

KOHCIIEKT — 3TO CUCTEMATU3UPOBAHHOE, JIOTUYHOE W3JI0KEHHE Marepuaia
VCTOYHHKA. PaznuyaroTcs 4eTsIpe ThIa KOHCIIEKTOB.

[ImaH-KOHCIEKT — 3TO Pa3BEPHYTHIA NETATU3UPOBAHHBIN IUIAH, B KOTOPOM
JIOCTATOYHO TNOJIPOOHBIE 3alUCH NMPUBOIATCSA MO TEM NMYHKTaM IUJIaHA, KOTOPbIE
HYKJIAaIOTCS B TIOSICHEHUH.

TexcTyalbHBId KOHCIEKT — 3TO BOCHPOM3BEACHHE HauOOJIee BaKHBIX
MOJIOKEHUHN U (PaKTOB MCTOUYHHKA.
CBOOOAHBIA KOHCIEKT — 3TO YETKO M KpaTko chOpMyIupOBaHHbIE

(M3J710’)KEHHBIE) OCHOBHBIE TIOJIOXKEHHSI B PE3yJIbTaTe TIyOOKOTO OCMBICIMBAHUS
Marepuaiga. B HEM MOryT NpPUCYTCTBOBAaTh BBIIIMCKH, LIMTAThl, TE3UCHI; YacCTb
MaTepHuaia MOXKeT ObITh IIPE/ICTaBIICHA TIIIAHOM.

TemMaTHyecKMid KOHCIIEKT — COCTaBJISIETCSI HAa OCHOBE W3YYEHHUs psiaa
HMCTOYHUKOB U J1aeT 0ojiee WM MEHEe MCUEPIBIBAIONINN OTBET MO KaKOM-TO cXeMe
(Bompocy).

B mponecce usydeHus Marepuana MCTOYHMKA, COCTABJICHUS KOHCIIEKTa
HY’KHO 00s3aTe€JIbHO MPUMEHSTh Pa3JIMYHbIE BBIJACICHHUS, TO13ar0JIOBKH, CO3/1aBast
OJIOUHYIO CTPYKTYpPY KOHCIIEKTA. DTO J€NAeT KOHCIEKT JIETKO BOCIIPUHUMAEMBIM,
yAOOHBIM 117151 paOOTHI.

IToaroroBka K CEMMHApCKOMY 3aHSATHIO BKJIFOYAET 2 3Tamna:

1#1 — opraHu3alMOHHBIT;

211 - 3aKperuieHre U yriry0JieHne TeOpEeTUYECKUX 3HAHUM.

Ha mnepBoM »srame oOyuaromuiics TUIAHUPYET CBOIO CaMOCTOSITEIBHYIO
paboTy, KOTOpasi BKIIIOYAET:

- YSICHEHHE 3a/laHusl Ha CAMOCTOSITENbHYIO padoTy;

- 0100p PEKOMEHJOBAaHHOM JINTEPATYPBI;

- COCTaBJICHHE IJIaHa PaOOThI, B KOTOPOM OMPEIEINISAIOTCS OCHOBHBIE MTyHKTHI
MPEICTOSAIIEH TOATOTOBKH.
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CocraBneHue TUIaHa AUCIUIUTMHUPYET W TOBBINMIAET OPraHW30BAaHHOCTH B
pabore.

Brtopoii sTan BKiIIO4aeT HEMOCPEACTBEHHYIO MOJATOTOBKY OOY4YaroMIerocs: K
3aHsATHIO. HaumHaTh HAZO C M3yYeHHUs] PEKOMEHJIOBAHHOW JIMTEpaTyphl.
HeoOxoauMO MOMHUTH, YTO Ha JIEKIUU OOBIYHO pacCMAaTPUBAETCS HE BECh
MaTepHua, a TOJbKO ero yactb. OcTalibHasi €ro 4acTh BOCIOJIHAETCS B MPOIECCe
caMOCTOATENbHOM paboThl. B cBsizu ¢ 3TuM paboTa ¢ PEKOMEHJI0BaHHOMN
auTeparypoi obsizatenpHa. Oco0oe BHUMaHUE MPU ATOM HEOOXOAMMO OOpaTHUTh
Ha COJCp)KaHWE OCHOBHBIX IIOJIO)KCHWW W BBIBOJIOB, OOBSICHEHUE SIBIICHUUA W
bakToB, ySICHEHUE MIPAKTUYECKOTO MPWIOKEHUS  PacCMaTPUBAEMBIX
TEOPETUUECKNX BOMPOCOB. B mpomecce 3Tol pabOTHl 00YYaIOMUHCSA TOJDKEH
CTPEMHTHCS TIOHATh W 3allOMHUTH OCHOBHBIC ITOJIOKEHUS PAcCMaTPUBAEMOTO
MaTepuanga, TpHUMEpHl, TMOSACHAIOIIME €ro, a Takke pa3oOpaTecsi B
WUTIOCTPATUBHOM MaTepuale.

3akaHYMBaTh MOATOTOBKY CJIEIYET COCTABJICHHEM IUIaHa (KOHCIIEKTa) I10
U3y4aeMoMy MaTtepuary (Bompocy). 310 MO3BOJISIET COCTaBUTh
KOHIIEHTPUPOBAHHOE, CKATOE MPEICTABICHHE 110 U3y4aeMbIM BOIIPOCAM.

B nmporecce MOATOTOBKM K  3aHATUSM  PEKOMEHIYETCS  B3aMMHOE
oOCyXXJieHHe MaTepualia, BO BpeMsl KOTOPOTO 3aKPEIUIIOTCA 3HAHUA, a TaKxkKe
npuoOpeTaeTcsl MpakTUKa B M3JI0KEHUU M PA3bsICHEHWU TOJTYYEHHBIX 3HAHUH,
pa3BUBAETCS PEUb.

[Ipu HeoOXomuMocTH cieAyeT oOpamarbcsi 3a KOHCYJbTallMeH K
npenoaaBarento. Mas Ha KOHCYNbTalMio, HEOOXOJMMO XOPOIIO MPOAYMaTh
BOIIPOCHI, KOTOPBIE TPEOYIOT pa3bICHCHHUS.

B nauane 3anatus oOyuaromiiecs Mo pyKOBOJCTBOM MpenoaBaTens Oomee
rIIyOOKO  OCMBICIIMBAIOT TCOPETHYCCKHE TIOJIOKEHUS TI0 TEME 3aHsATHS,
PACKpBIBAIOT U OOBICHSIOT OCHOBHBIC siBJICHUS U (pakThl. B mpoliecce TBopUecKoOro
OOCYXXJIEHHsSI M JHUCKYCCUM BBIPA0ATBIBAIOTCS YMEHHUS W HaBBIKM HCIOJb30BaTh
pUOOpPETECHHBIC 3HAHUS JJI PEIICHUS MPAKTUYECKUX 3a]1a4.
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