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1. IPAKTUYECKUE U UHTEPAKTUBHBIE 3AHSITUS
MO JUCLUNJIUHE

OI1II. 04 JTokyMeHTAIIMOHHOE 00eCcIeYeHNE YVIIPABICHUS
(I/IHZ[CKC, HANUMCHOBAHHC HI/ICIII/IHJ'II/IHBI)

1.1. IlnaHbl MPAKTHYECKUX 3aHATHIA 10 JUCIHHUILIHHE

Tema 1. CynmHOCTh TOKYMEHTAIIMOHHOTO 00CCIICUCHHS YIIPABICHHS - OYHAs
dbopma — 2 gaca, 3a0uHas — 2 Jaca.

Cooepoicanue: OHATUS «UHPOPMAIUA» U «JIOKyMEeHT». Poib nndpopmarmu
B COIIMATBHO-3KOHOMUYECKHUX Mporeccax. [loampyHKIMOHATBLHOCTh TOKYMEHTA.
Nudopmanmonnas, KOMMYHUKAaTUBHASI, colraibHasi, KyJbTypHas,
yOpaBJeHYecKasi, MpaBoOBasi, HCTOpUYecKas U JApyrue (QyHKUUM JTOKYMEHTOB.
[lonsitue o pokymeHTUpoBaHUM. (OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHMS.
MarepuanbHble HOCUTENUW HHGPOPMAIMU M HMX BIUSHUE HAa JOJITOBEYHOCTh H
COXPaHHOCTh  JIOKYMEHTA. 3aKOHOJATEJIbHBIE  aKThl, PErJIaMEHTHUPYIOIIHE
opraHu3aiuilo paboThl ¢ JOKyMEHTUpPOBaHHOW uH(opManueid. HopmatusHo-
METOJUYECKHE JOKYMEHTHI, PErJIaMEHTUPYIOIINE MOPSIOK BbIJaYM U TPeOOBAHUS
K O(QOpMJICHHIO KOMHI B OpraHu3alusx, KOTOpbIE SBISIOTCS aBTOPAMHU
JIOKYMEHTOB. OcHOBHbIE HOpPMAaTUBHbIC aKThI, periiaMeHTUPYIOIIHE
JIOKYMEHTUPOBAHHE YIPABICHUYECKON AEATEIbHOCTH.

Bomnpocsr:

1. CymuocTs uHOpMaluK U TOKYMEHTA;

2. OyHKIIUU JOKYMEHTA,

3. [MonsTHE B CIOCOOBI JOKYMEHTHPOBAHUS;

4, Hocutenu nuadopMaruu,;

5. HopmartuBHBIE  aKThl, pErJaMEHTUPYIOIINE  JTOKYMEHTHUPOBAHUE
YIIPABICHYECKOM IESATEIIbHOCTH.

Jluckyccus no goKjiagam:

1 . Jlenmonpou3BOACTBO B HopeBotonronnoi Poccun (mo 1917 r.):

- OT MOSIBJICHUSI TEPBBIX JOKYMEHTOB JIO MPUKA3HOTO JISIONPOn3BoACcTBa (X-
XV BB.);

- kojutexkckoe aenomnpousBoacTBo (XVIII B.);

- MUHHCTepCKOoe  (MCHOJHHTENIbHOE) jaenonpou3BoactBo (XIX-Hauano
XXB.).

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

- OT pPa3pO3HEHHBIX YCWIHHA TIO YHOPSATOYCHHUIO IESIOMPOU3BOJCTBA O
pa3pabotkun EawHON rocymapcTBeHHOW CHUCTeMBbl nenonpousBoicTBa (1917-
1973rr.);

- OT TpPATUIMOHHOTO JICJIONPOU3BOJCTBA K JIOKYMCHTAIIHOHHOMY
00€eCIEYEHUIO YIIPABICHHUS .

3. CoBpeMEHHOE POCCHIICKOE JCIIOTPOU3BOICTBO.



Tembl 1OKIIag0B:
1. DTamnbl pa3BUTHS AEI0TPOU3BOICTBA B Poccum.

Tema 2. VYmpanenueckas JgokyMmeHTanus. QDYHKIMHM YHpaBIeHYECKOU
JOKYMEHTAlMH. YHU(PUUIUPOBAHHBIE CUCTEMBI YIIPABICHUYECKON HOKYMEHTALIMH —
ouHas ¢opma — 2 yaca, 3aouHas — 0 gacos.

Cooepoicanue: XapaKTepUCTHKAa U COCTAB OPTraHU3AlMOHHBIX JOKYMEHTOB.
XapakTepucTUKa U COCTaB PACIOPSAIUTEIbHBIX JOKYMEHTOB. XapakTEpUCTUKA U

COCTaB MH()OPMaIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. Yuudukanus u
CTaHIapTHU3ALIUSL. [Tonatne «cucrema JAOKyMEHTauuW», €€ IMPU3HAKHU.
OyHKIIMOHAJIBHBIE H  OTPAacCJEBbIE CHUCTEMBI JIOKYMEHTAIUHU. [TonsiTne

«YHU(UIMPOBAHHASI CUCTEMA JOKyMeHTanuu». [ocynapcTBEHHbIE CTaHAApThl HA
YHUDUIIUPOBAHHBIE CHUCTEMBI JIOKYMEHTAIlUW, pPErJaMEHTUPYIOIIHUE OOIIue
mpaBujia MX pa3paboTku U mocTtpoeHus (opmynispa-oOpasmna. Ilonstue
«yHUpUIUpOBaHHbIE (OPMBI JOKYMEHTOB. OOmIepoccHilckMe U OTpaclieBbIC
yHUDUIIMpOBaHHBIE (HOPMBI JOKYMEHTOB; YHU(MUIIUPOBAHHBIE (POPMBI IOKYMEHTOB
NpeAnpUsaTUs, MOPSJOK UX BBEJACHUS B JeiicTBue. Pacnpenenenne cocrtaBa BUIOB
U Pa3HOBUIHOCTEH JOKYMEHTOB OIPEIENEHHOIO0 KOMIUIEKCa IO 3ajJadam
yopaBieHus.  Buawsl xonuit. TpeGoBanus Kk 0GOPMIICHUIO Pa3IMYHBIX BHUIOB
KOIHA JIOKYMEHTOB. HopmaTtuBHO-MeTO1MYECKE JTIOKYMEHTHI,
perIaMeHTUPYIOIIUE TOPSIOK BbIJIaud U TpeOoBaHUS K OPOPMIICHUIO KOMHUM B
OpraHu3aIusaX, KOTOPbIC ABJISIOTCS aBTOPaMU JOKYMEHTOB.

Bomnpocsr:

1. XapaktepucTuka M COCTaB OPraHW3AIMOHHBIX, PACTIOPSIAUTEILHBIX U
MH()OPMaIIMOHHO-CIIPABOYHBIX TOKYMEHTOB,;

2. YHubUKaNWs U CTaHIAPTH3ANUS JOKYMEHTOB,

3. CymHocTh YHUGUIIUPOBAHHOW CHCTEMBI JOKYMEHTAIIHH.

3anaHue:

1. CocraBbTe cxemy «CTpyKTypa 3aKOHOAATEIHLHON M HOPMATHBHON Oa3bl
JIETONPOU3BOICTBAY.

2. CoctaBbTe cxembl «CTpykTypa ciryx0b1 JIOY mainoit / cpeaneit / kpymHOH
OopraHu3aIum»

3. CocraBneHre JOIKHOCTHON WHCTPYKITUN paOOTHHKA,

4. CocraBnenus Tadens GopM TOKYMEHTOB, TPUMEHSEMbBIX B OpraHU3aIIHH.

TeMbl 1OKIIaI0B:

1. Knaccudukauus ynpaBieHYECKUX JOKYMEHTOB IO COAEPKAHUIO;

2. Krnaccudpukanus ~ ynmpaBIeHYECKHMX  JOKYMEHTOB IO  BHJIaM
JEeSTEIbHOCTH.
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Tema 3. TloHsTue «pekBU3UT JOKyMeHTa». (CXxema pacmoIOKEHUS U
XapaKTepUCTHUKA PEKBU3UTOB — ouHas (hopma — 2 gaca, 3aouHas — 0 gacos.

Cooeporcanue: TOHATHE «peKBU3UT». llocTOsHHBIE M  TNEepeMEHHbIE
PEKBU3UTHI, TOPAJOK MX HAHECEHUsS MPU COCTABICHHM JOKYMEHTa WM padoTe C
HuM. [IpaBuna oopmiieHHs] peKBU3UTOB. YTJIOBOE U MPOJOJIBHOE PACIOIOKEHHE
PEKBU3HUTOB AOKyMeHTa. CTpyKTypa JOKyMEHTA.

Bomnpocsr:

1. TToHsATHE U BUJIBI PCKBU3HUTOB;

2. IlpaBuia oopMIICHHS PEKBU3UTOB;
3. Pacmionoxenne peKBU3UTOB.

3agaHus

1. CoctaButh 00U OJIAHK KOHKPETHOM OpraHU3alMud C MPOAOJIBHBIM U
YTJIOBBIM PAaCIOIOKEHHEM PEKBU3UTOB Ha popmate A4.

2. CocraButh OjaHK KOHKpETHOTO BHAA. COCTaBUTH OJIAHK CTPYKTYPHOTO
MoApa3AeieHus: OpraHU3aluy WK JTOJXKHOCTHOTO JIUIIA.

Hcxonnble mapaMmeTpsl 1uist 0popMIICHUS OJIAHKOB:

Opranu3zanus — o0IIECTBO C OTPAaHUUYEHHONU OTBETCTBEHHOCTHIO «Bepcanby;

CrpykTypHOe nojipasaeienue — ciyxoa JJOVY;

JIOJPKHOCTHOE JIMIIO — FeHEpaIbHBIN TUPEKTOD;

CrpaBouHble TaHHBIE 00 OpraHu3amnuu — . Boponex, yia. Mupa, 14, od. 16,
ten. 220-90-45, dakc 245-37-47,;

OKIIO 02842708, OI'PH 1027700380795, MHH/KIIIIT
36080331/361001001

Tect

1. T'apanTuiiHO€ MUCHMO — 3TO:

A) OKYMEHT, COOOIIAIOIIMNA O TNPUOJIMIKCHUH, YCKOPCHHWH, HCTCUYCHUH
CpOKa UCITOJTHEHUSI KaKOTro-JIn00 AeCTBUS

B) nokymeHT, copep Kainuii IpUrIaieHue Ha MEPOIIPHUSITHE

C) noKyMeHT, B KOTOPOM TapaHTHPYyeTCs OIUIATAa BbINOJHEHHO
PatoTHI WK MPeAOCTABJIEHNE Yero-J11n00 (padoThl, MOMeNeHus 1 T.1.)

D) noxymeHT, MOATBEPK A0 ITOJTYYCHHE [IEHHOCTEH

2. JlaiiTe onpeneneHne JOKyMEHTA!

A) MaTepuajJbHBIi 00beKT ¢ wuHpopManueii, 3apUKCHPOBAHHOIM
CO3/IaHHBIM YeJIOBEKOM CcIoco00M, sl eé mepedayd BO BpeMEHHM H
NMPOCTPAHCTBE

B) cOBOKYITHOCTD PEKBU3UTOB O(PHUIIMATEHOTO MTHChMa

C) cranmapTHOE PacIONOKEHHE MaTepralia

D) tekcr

3. Jlaiite onpenenenue Ghopmyisapa-oopasma:

A) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO TUChMa
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B) COBOKYITHOCTH PaCHoJI0OKEeHHBIX B onpeaeeHHOH
MOCJIe0BATEILHOCTH  PEKBU3UTOB,  MNPUCYIIMX  BCeM  JIOKYMEHTaM
onpeaeIeHHON CHCTEMbI JOKYMEHTAIUH

C) COBOKYIMTHOCTh PEKBH3UTOB ITPHKa3a

D) COBOKYIHOCTh pEKBU3UTOB aKTa

4. ]Jlenomnpou3BOACTBO - 3TO:

A) npaBuiIbHOE 0hOpPMIICHHE TOKYMEHTOB.

B) opranuzarus 1oKyMeHTO000pOTa B YUPEHKIACHUH.

C)  COBOKYHmHOCTh  JOKYMEHTOB,  OTPAXKaMOIIUX  yIPaBICHUCCKYIO
JESATEIHHOCTD YUPEKICHHS.

D) coBokymHocTh PpadoT N0 JOKYMEHTHPOBAHUIO JIeSITeIbHOCTH
ynpaBJIeHUs] U M0 OPraHU3AIUH JOKYMEHTOB B YUPeK/IeHUH.

5. Kakas pyHkumst oTHOCHTCS K 00IIUM (DYHKLIHSAM TOKYMEHTA!

A) o01IeKyIbTypHas;

B) undopmanmonnas;

C) npaBoBas;

D) ynopsimounBarommas.

6. JlIokyMeHTallMOHHOE 00ECTICYCHHE YITPABICHUS — 3TO!

A) mporiecc YCTaHOBJICHHS W MPUMEHCHHS MPABUII C LEIbIO YIIOPSIOUCHUS
TESTEIBPHOCTH B JICIOMPOU3BOJICTRBE.

B) mesitelbHOCTH ammapaTra ynpaBjieHHsl, OXBAaThIBAKIIAsi BOMPOCHI
AOKYMEHTHPOBAHUS U OPraHU3aIUMN PadoThl ¢ JOKYMEHTAMH.

C) COBOKYITHOCTH JIOKYMEHTOB, INMPHUMCHSICMBIX B ONPEICICHHON cdepe
TeSTEIBHOCTH.

D) COBOKYHHOCTh pPEKBU3WTOB, YCTaHOBJICHHBIX B COOTBETCTBHH C
bopMyIIpoM JOKYMEHTA.

7. YKaXWTe OTIIMYUTEITHLHOE CBOWCTBO JOKYMEHTA!

A) KOIUHHOCTD;,

B) ropuanyeckasi cuja;

C) MHO>KE€CTBEHHOCTD;

D) TOYHOCTS.

8. Komnexckoe memomnpon3BOACTBO - 3TO

A) paboTta ¢ JOKyMeHTaMH, MPOBOANBIIASICSA B KOJLJIETUAX

B) pabota ¢ mokyMeHTamM#u, IPOBOAMBIIASCS B MIPUKA3aX

C) pabota ¢ moKkyMeHTaMH, poBoauBIIasICs B COBETCKUX YUPEIKICHHUIX

D) pabora ¢ ToKyMEeHTaMH, IPOBOAMBIIASCS B MUHUCTEPCTBAX

9. HazoBure nBa OCHOBHBIX (opmaTa, HA KOTOPHIX O(QOPMIISIOTCS
nokymeHTsl OP/]

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

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

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

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

10. HazoBuTe HOpMAaTHBHBIA JOKYMEHT, Ha OCHOBAaHHHU KOTOPOTO
opopmiisitorest ToKyMeHTsl OPJ]

A) UHCTPYKIIHS 110 JCTONPOU3BOJICTBY
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B) nonosxxenue 06 apxuBHOM (poHme PD

C) I'OCT 6.30.-2003

D) 'OCT 16.48.7-70

11. O0s3aTenbHBIA NPU3HAK HAa JOKYMEHTE, YCTAHOBJICHHBIH 3aKOHOM —
3TO

A) uHTEpBaI

B) pexkBu3uT

C) nonoxxenue TadyssITopa

D) smbnema

12. OxapakTepu3yiTe C TOYKH 3pCHHUS MPUHAMICKHOCTH K PEKBH3UTAM
cienyromuii pparment: OO0 nHPOpMAITMOHHOM 00€CTICUEHUN

A) Buza

B) 3arosoBok

C) pe3omtonus

D) tekcr

13. OxapakTepusyiTe C TOYKH 3pCHHUS MPUHAMICKHOCTH K PEKBH3UTAM
cnenytoruit pparment: Y TBEPXJIAIO HQupexrop n/m N.0.d. 13.02.98

A) rpud yrBepxkIeHust

B) 3aromnoBok

C) pe3omtonus

D) noamnuck

14. OxapakTepu3yiTe ¢ TOUYKU 3PEHUS] PEKBU3UTOB CIEAYIOUUN (PparMeHT:
«Bx. Ne 0000 [ata 00.00.00»

A) pe3omronus

B) oTMeTKa 0 mOCTyIJIEHUH JOKYMEeHTAa

C) oTMeTKa O HATMYUU TPUITOKCHHH

D) noamuck

15. OxapakTepusyiTe ¢ TOUYKH 3pEHUS PEKBU3UTOB CIEAYIOUUN (PparMeHT:
“02.03.98.”

A) noamnuch

B) nara

C) pe3otonus

D) orMeTKa 0 HATMYUHU TPUITOKEHHUH

16. IlepeuncnuTe OCHOBHBIC BUIbI OJJAHKOB

A) o01uii 6;1aHK, 6JaHK IJIsl MUceM, OJIaHK ¢ MPOAOJIBLHBIM U YIIOBBIM
pAacmnoJioKeHneM PeKBU3UTOB

B) cymecTByer TONBKO OJaHK € MPOJOIBHBIM U YIIIOBBIM PACIIONIOXKCHHEM
PEKBHU3UTOB

C) cymiecTByeT TOJIBKO 00N OJIaHK

D) cymiecTByeT TOJIBKO OJIaHK JJIs TUCEM

17. PexBU3UT - 3TO

A) 00s13aTeILHBINA MPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHBII 3aKOHOM

B) cucrema nokymeHTanum

C) ciyxebHOE ToJIe

D) pabouee mose



TeMbl TOKIIaI0B:
1. Hasnauenwne u oomacts npumenenus [OCT P 6.30 — 2003.

Tema 4. OCHOBHbIC yIpaBJICHUCCKHE JIOKYMEHTBI, COCTaBJICHUC U
odopmiteHHe — ouHas (popMa 2 gaca, 3a049Has — 2 Jaca.

Conepxkanue: cocTaBlieHHe U O(OpPMIICHHE OCHOBHBIX YIIPaBICHUYECKUX
JIOKYMEHTOB: YCTaB, MOJOXKEHUE O CTPYKTYPHOM MOAPA3ACICHUU, MPOTOKOJIHI,
aKThl, 3aKJIOUCHHUS], CIY>KEOHbIE 3alUCKH, JOKIaJbl, IUIaHbl, 0030pbI, CIPABKH,
nMcbma u Jip.

Bompocsr:
1. OcHOBHBIE BUBI YIIPABICHYECKUX TOKYMEHTOB,
2. OopmiieHHEe OCHOBHBIX yMPABICHYECKUX TOKYMEHTOB.

Ynpaxuenue 1.

CocraBbTe 3asBJICHHE, OJIAHK OpraHM3AIlWH, CIIYy)KeOHYIO 3amucky (Ha
CBOOOJIHYIO TEMY).

Ynpaxuaenue 2. CocTaBbTe CIIEAYIONNE JOKYMEHTHI:

1. CocrtaBbTe TpUKa3 MO OTKPHITOMY aKIUOHEPHOMY OOIIECTBY
«HoBocubupckuii 3aBOJi XUMKOHIIEHTPATOB» 00 YTBEPKICHUM HHCTPYKUUHU IO
NEJONPOU3BOACTBY Ha 3aBOoJe. B KOHCTaTupyromend YacTh YKaXXuTe, 4TO B
COOTBETCTBUH C THNOBOM MHCTPYKLHEN MO AEIONMPOU3BOJCTBY B MUHUCTEPCTBAX,
BegoMmcTBax  Poccuiickoin ~ ®Denepanuu,  yTBEPKIACHHOW  paCHOPSIKEHUEM
[TpaButennscTBa Poccmiickoit @enepammu ot 24.06.92 Ne 1118-p mpencenarenem
Komurera no nenam apxusoB npu [IpaButensctBe PO [Iuxos ILI., u ¢ TOCT P
6.30-97 kanmenspueit 3aBojia pa3pabOTaHbI MOPSAOK TPOXOKICHUS TOKYMEHTOB U
CTaHIAPTBl HA  OPraHU3aLMOHHO-PACIOPANMTENBHYIO  JOKyMEHTauuw. B
pacTOpAIUTENPHOM YaCTH YTBEPAUTE HHCTPYKIHUIO W MOPYUYUTE 3aBEIYIOLIECH
KaHIeasIpuelt  o0ecrneuynTh  METOJMYECKOE  PYKOBOJCTBO  OpraHu3aluei
JICTIONPOU3BO/ICTBA HA MPEANPUSATHUH U YCTAHOBUTH KOHTPOJIb 3a COONIOJIEHHUEM
TpeOOBaHUN MHCTPYKIIUH.

2. CocrtaBbTe TPOEKT TMpHKa3a IO OJEKTPOBAKYyMHOMY 3aBOJy 00
YCTAHOBJICHUU  €IMHOTO  pexuMa paboThl  IEHTpPaJbHBIX  CKIagoB. B
KOHCTaTUPYIOUIEH YacTH OTMEThTE, UYTO OTHYCK II€XaM MaTE€pHUAIIOB CO CKIaJ0B
NpeAnpusITAsS B TeueHHEe paboyero [JHS HapyllaeT HOPMAJIbHYIO paloTy
CKJIQJICKOrO anmapara. B pacnopsauTenbHOM 4acTH YKaKUTE€ KOHKPETHBIE YacChl
OTITyCKa MaTepHaJIOB CO CKJIAJOB, Ha30BHTE KOHKPETHBIX JOJKHOCTHBIX JIHI (B
JIMPEKIIMA W IeXax), KOTOpbIe OTBEYAIOT 3a IMEpeBOj CKJIAJOB Ha Oolee
parmonanbHbll pexuM 10 paGoTel. OcTanbHBIE MYHKTH B PaCHOPSIUATEITHLHOU
YaCTH U IPYTUE PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

3. Hammmmre mnpoexktr mnpmkaza mno OAO «Okcug» 00 HrTOrax
JTOKyMeHTalmbHOU peBm3uu padbotsl npennpusatus ¢ 01.02.2000 mo 01.09.2000. B
aKTe€ PEBU3UM 3a(UKCUPOBAHBI CICAYIONINE HEIOCTATKU: HE YMOPSAI0YEH Y4eT
JIMYHOTO COCTaBa, HEKOTOpble JiMuHble Aena WTP HaxomsaTcs B 3amylieHHOM
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COCTOSIHMM; Y 3aBenyromero ckiaagoM MertamioB Ilerposa JILH. oxazamuch
uw3uiku JctoBoi ctamu (320 kr) m Hemoctaya crtanbHO#M JeHTHI (185 kr);
JOIyCKaeTcsl HEOOOCHOBAHHOE CIIMCAaHME YIMAKOBOYHOM OyMarv, rBO3AeH H
3aMacHbIX YacTeil JUisi peMOHTa 000pYJOBaHUs; B MEXAaHMYECKOM II€X€ JOIYIICH
nepepacxojl mpumos B KoiaudecTBe 60 Kr; 3aBEIyIONINM CKJIAJICKUM XO3SICTBOM
[1.1. SIxoBIIEBBIM HECBOEBPEMEHHO OTIPYKEHA MOCTABIIMKAaM BO3BpaTHas Tapa, 3a
YTO 3aBOJIOM yIutayeH mrpad B cymme 1,5 toic. py0. [Ipyrue peKBU3UTHI YKAKUTE
CaMOCTOSITEIBHO.

4. CocTaBbTe MpPUKA3 [0 CTPOUTEIBHOMY KOOIEpPATUBY «3amMycK» O
HEMPAaBWJIBHOM HCIOJIb30BAHUU CTPOUTENIBHBIX OTXOJI0B. B BBOAHOW YacTu
YKa)XXHUT€, 4YTO MpU MPOBEpKE pabOThl CKJIaja MUIOMATEpPUATIOB YCTAHOBIIEHBI
(aKkThl OTIYCKA B KOTEJIbHYIO JJIs CKUTAHUSI OTXOJIOB MUJIOMATEpPUATOB JJIUHOU
ceeimie 20 cM. B 3akmounTeNbHOW YacTH CIEAyeT MPEIJIOKHUTHh 3aBEAYIOIIEMY
CKJIaJIOM OPraHu30BaTh padOTy MO peanu3aluyd OTXOA0B YACTHBIM JIMLIAM.

5. CocraBbTe mpukaz no mnpeanpuatuio «Caitn» 00 WUTOrax peBU3UH MO
npoBepke (UHAHCOBOTO YyueTra. B KOHCTaTupyromed YacTu YKaXuTe, YTO
peBu3uel 0OHapyKeHbl (PakThl TpyOOro HapyiieHus ((MHAHCOBOTO ydeTa, MOJHOE
OTCYTCTBHE yu€Ta U OTUETHOCTH 0 KOMAHJIUPOBKAM, OTCYTCTBHUE KypHaja ydera
JIOBEPEHHOCTEM.

6. CocraBbre mpuka3 00 urorax pabotsl ¢ JokymeHTamu B 1998 r. B OAO
«Ponuna». B koHCTaTHpyloleld 4acTU yKa)KUTE€ Ha HU3KYIO TpeOOBaTEIbHOCTH
PYKOBOIUTENEH MOpa3/ieIeHU K Ka4eCTBY MOATOTOBKU IOKYMEHTOB U KOHTPOJISI
32 WX WUCHOJHEHUWEM. B pacnopsauTenbHOM YacTd oO0paTUTE BHUMAaHHE
PYKOBOJUTENEH Ha MOBBILIEHUE TPeOOBATEIHLHOCTH K pa0OTHUKAM B 4aCTH pabOThI
¢  JokyMeHTamu. JlaiTte  3amaHMe  COTPYAHHUKY,  OTBEYarwlmeMy  3a
JeJIONPOU3BOJICTBO, pazpaboTaTh MEPHI MO YIYUIIEHUIO 3TOU padOTHI.

/. Hamumwute nOpoekT mOpuKaza  JUPEKTOpa  3aBoja  TOYHOTO
MaIlMHOCTPOCHUSI O TPEMUPOBAHUM PAOOTHUKOB IJIAHOBO-3KOHOMHUYECKOTO
oTIena 3a JOCPOYHYIO pa3paboTKy TexmpoMm@uHiuiana. [Ipemus BblmaeTcss u3
dboHma MaTepuaNIbHOTO MoompeHusi B pazmepe 60% mecsunoro oxmana. Jpyrue
JAHHBIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITENIHHO.

8. CocraBpTe noKIamHylO 3amucky Oyxraatepa Tumommnoit W. IL
rnmaBHoMy Oyxranrepy ¢upmbl «Pyomn» babmueBy ILIL. ot 15.09.2008 o
npousBeieHHON TumommHon M. II. mpoBepke BBINIOTHEHHS MPUKa3a JTUPEKTOpa
bupmer ot 12.01.2007 Ne 92 «O cocTosHMM OyXTaJTEpPCKOTO Yyd4YeTa Ha
CTpOUTENbCTBE 0a3bl OTAbIXA B paitoHe OO0ckoro Mmops». B mpukaze Obuin yKa3aHbl
KOHKPETHBIE CPOKH JTUKBUIAIMH HEIOCTATKOB, 0OHapykeHHBIX B siHBape 2008 r. B
noknagHo 3amucke 11 MoMmKHO OBITH OTMEYEHO BBIMOJHEHHE BCEX IYHKTOB
MpUKa3a, 3a UCKIIOUYEHUEM IMYHKTOB 00 OpraHM3allid PaBHOMEPHOU exeTHEBHOM
crauu pabounMu HapsaoB Oyxranrepy. Beisieno, uto 25 deBpans 2008 r. 6b110
cmano Tombko 35,2% Bcex HapsmoB. OcrtanmbHble Hapsabl cmanbl 1 mapra. [lo
rpaguKy CpOK CJayd TOCJIEIHUX HapsSAOB 3a MPOIUIBIA MeCAll YCTaHOBJIICH
NepBOro  yucia clenyromero mecsua. OcTalbHblE  JaHHBIE — YKaXXHTE
CaMOCTOSITEIIBHO.
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9. CocTaBbTe JOKJIANHYIO 3aMHCKYy TJIABHOTO OyXraiarepa TUPEKTOPYy 00
UTOrax paboThl MO LEHTpAIU3AIUU PAcUeTOB C paboyuMu U ciyxamumu B BI]
3aBojia. lleHTpanu3anusi pacdueToB jgajia BO3MOXKHOCTb IEPEBECTH Ha JPYrylo
paboTy mATh OyXrajaTepoB IEXOB, YMEHBIIUTH OMIMOKK B pacyeTax ¢ pabounuMu U
CITy>KallldMH, YCUJIUTh KOHTPOJIb 3a pacxofoBaHueM (poHA0B 3apaboTHOM miatel. B
3aKJIIOYEHHE HEO0OXOJUMO TMOCTaBUTh BONPOC O MPEMUPOBAHUH PAOOTHUKOB
oyxrantepun u BIl, obecneunBaromux nepexo]l Ha LEHTPATIU30BAHHBIA pacuer
3apa0oTHOM TIaThI 10 3aBoAY. OCTalbHbIC JAHHBIE YKAXKUTE CAMOCTOSATEIIBHO.

10. CocTaBbTe AOKJIAIHYIO 3aIUCKY CEKpeTaps-peepeHTa pyKOBOIUTEIIO
npeanpustus o0 yrtepe paborHukoM CtenanoBbiM [.M. mnucbma-3amnpoca,
MOCTYMIUBILETO B aJpec NPEeANpUsITUS ABa MecsIa Ha3al.

11. CocraBbTe u odopmute Tenerpammy bupmbl «FOHNUCHO» KemepoBckoMy
npeanpustTuio «Kpuctamm» o MOTHOM OTKa3e OT OIUIaThl 3a MOCTYHHUBIIYIO
MPOAYKIIUIO B CBSI3M C TEM, YTO 3Ta MPOAYKIUSA He Obula 3akazaHa. OcTajbHBIC
PEKBUBHUTHI YKAKHUTE CAMOCTOSITEIBHO.

12. CocraBpTe MOKIATHYIO 3aIUCKy HAadaJbHUKA OTHENa PYKOBOJIUTEIIO
npeAnpusaTUss 0 (aKkTe HEBBIMOIHEHUS PACIOPSKEHUS O MOHTaxe 00OpyAOBaHUS
Ha y4acTKe [0 MPUYHHE CI1a00ro KOHTPOJIS CO CTOPOHBI INIABHOTO MEXaHUKA.

13. CocTaBbTe AOKIATHYIO 3aMUCKy TIABHOTO OyXrajarepa pyKOBOJIUTEIIO
OpPEANpPUATUS O HEOOXOJIUMOCTH IIEHTPAIU3alMU PACUETOB C PaOOTHHUKAMHU
npeanpusitus. B 00S3aHHOCTH YYETHBIX PaOOTHHKOB II€XOB JODKHO BXOIUTH
JTUITh 0(hOPMIICHHE TEPBUYHBIX JOKYMEHTOB 10 YYETy BbIpabOTKH. B mokmamHoi
3aMUCKe HEOOXOJMMO MOJaTh MPEUIOKEHUE O IMEePEeCMOTpPE IITAaTOB OTYETHBIX
pabOTHUKOB B I[eXaxX M TJIaBHOW OyXrajliTepuu M3 pacyera OOIIEro COKpaICHUS
mTaTtoB He MeHee YeM Ha 20%.

14. CocrtaBbTe [OKIAIHYIO 3alUCKy O NPUYMHAX HECBOECBPEMEHHOCTHU
npeAcTaBiIeHUs WH(OpPMalMU O BBINOJHEHUM IMpuKa3za gupekropa. OcTalibHbIC
PEKBUBUTHI YKAKUTE CAMOCTOSITEIBHO.

15. CocTaBbTe NOKJIAIHYIO 3aMUCKYy HaYaJIbHUKA IJIAHOBO-?)KOHOMHYECKOTO
oTHeNla PYKOBOAMUTENIO NpeAnpusiTas 00 oO0ecrneueHun OTaena YeThIpbMs
KoMmbioTepamMu. OCTalbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

16. CocraBbTe MNPOTOKOJ 3aceNaHWs WHBEHTAPU3AMUOHHOW KOMHUCCUH
3aBOJ/ia Ta30BOM ammapaTypbl, HA KOTOPOM pacCMaTpUBAJICS BOMPOC O pe3yiabTaTax
WHBEHTapU3auu 1o ckiaagy Ne 2 BcromoraTelnbHBIX MaTtepuanoB. Ha 3acemannm
OBLJIO MPUHSTO MOCTAHOBICHUE 00 YTBEPKACHUU PE3YJIHbTATOB MHBEHTAPHU3ALUU U
OTHECEHHUs 3a CYET 3aBEAYIOLIEr0 CKJIaJOM HEJOCTaud BCIIOMOTaTEIbHBIX
MaTepraioB B cyMMe 365 MITH py0., a TaKKe 3a9UTAHBI CIUIUTEIIbHAST BEIOMOCTh
12 mo ckmagy Ne 2 wu oOBsSICHUTENbHAs 3alKCKa 3aBEIYIOIIETO CKJIAJ0M.
OcranbHble JaHHBIE OMPEIETUTE M0 CBOEMY YCMOTPEHHUIO.

17. CocraBbTe TOJHBIA MOPOTOKONA oOmero coOpaHus padbouux
MIPOU3BOJICTBEHHOTO KOOMEpaTHBa «3almyCck», Ha KOTOPOM OOCYXKIajncs BOIPOC O
CO3/JaHUU TMPOU3BOJICTBA CTPOUTEIBHBIX MATEPUATIOB JJII CTPOUTEIBCTBA KUIBIX
nomoB. Ha coOpanuu Oblma 3aciymiaHa uHpOpMaIrusi MpeacenaTens o
BO3MOXKHOCTH CO3JaHUsl TAaKOro IieXa M TNepcheKkThBax ero pabotel. [locie
oOCyXJeHus ObUI0 NPHUHATO pEUIeHHE MOPYYUTh MpeAcefaTeN0 U €ro



11

3aMECTHTEIII0 TI0 CTPOUTEIBCTBY B TEUYCHHE 6 MeECSIeB pa3BEepHYTHh pabOTy H
BBIICITATH 711 OTUX 1ienend 315 murH. pyo.

18. CocraBpTe KpaTKWid MPOTOKON MPOW3BOACTBEHHOTO COBEIIAHUS
pabOTHUKOB TUTAHOBO-PKOHOMHYECKOTO OT/AeNa 3aBOJa MEAnpenaparoB, Ha
KOTOpPOM OBbUT PacCMOTPEH BOIMPOC O JOCPOUHOM pa3zpabOoTKe TeXImpoMQUHILIaHA
Ha 2008 r. Ilocie o6cyxaeHMs MPOU3BOACTBEHHOE COBEIAHUE MPUHSIIO PEIICHUE
pa3paboTaTh TEXNMPOM(UHIUIAH HA TPU JHS pPaHBIIEC YCTAHOBJICHHOTO CpOKA.
OcTtanbHbIC TaHHBIC YKAKUTE CAMOCTOSATEIBHO.

Tembl 1OKIIag0B:
1. OcobeHHOCTH cOCTaBlIeHHS U PAOOTHI C YNPABICHUECKUMH JOKYMEHTAMU
B CHCTEME JJIEKTPOHHOTO JOKYMEHTO000POTA.

Tewma 5. Opraamzamust JOKyMeHTO000poTa — ouHas hopma — 2 Jaca, 3a09Hast
— 0 gacos.

Cooepoicanue:  TOHATHE  JNOKyMeHTooOOpoTa.  OCHOBHBIE  TOTOKHU
YIOpaBIECHYECKUX JOKYMEHTOB: BXOJSIIHM, UCXOIAIINUNA, BHYTpEHHUU. [[BrkeHue
BXOASIINX YIPaBICHUYECKUX JOKYMEHTOB: TMepBUUYHAsI 00pabOTKa, peructpais,
paccMOTpeHrEe PYKOBOJCTBOM OpraHM3allly, Mepeiadya Ha UCIOJHEHHUE, KOHTPOJb
3a UCIOJHEHUEM, CHOUCAaHUE WCIOJHEHHOTO JOKYMEHTa B JIeJI0. OTambl
MPOXOXKACHUS HUCXOMSIINX JOKYMEHTOB: MOJATOTOBKA MPOEKTa, COIJIACOBaHUE,
opa0bOoTKa MO 3aMEUYaHUsIM, PETUCTPALIUS U OTIIPABKA.

Bomnpocer:

1. TlonsiTue HOKYMEHTOOOOPOTa, OCHOBHBIE TMOTOKU YIPABICHUYECKUX
JOKYMEHTOB;

2. JIBWKeHHE BXOJSIHUX yIPABICHYECKUX JOKYMEHTOB;

3. JIBmKeHHe UCXOMSINUX YIPaBICHIECKUX JOKYMEHTOB.

VYopaxuenue 1. Pacckaxute o0 Tpex QopMax — opraHuzaiuu
JIETIOTPOU3BOJICTBA B YUPEIKICHUSIX.

Yupaxuaenue 2. CocTaBbTE ONMKCH JIETa.

Yopaxuaeane 3. OOBscHHUTE, M4 YEero HYXHAa HWHCTPYKIHS TI0
JIENONPOU3BOACTBY B opranmzanuu. CocTaBbTe MNpHuKa3 00 YTBEpPKICHUU
WHCTPYKIUU MO JETONPOU3BOJCTBY B OPraHU3AINU.

VYnpaxuenue 4. PykoBoACTBO opraHuzaluv PyKOBOJCTBO CTPYKTYPHBIX
noapazaenenuit  Cekperapb-pedepeHT  Cekperapb-peepeHT  CTPYKTYpPHOIO
noapazaenenus Ucnonuurenu Kanuenspus

CocraBpTe GopmyIsp-oOpaszel] JOKHOCTHOW HWHCTPYKIHMH, PacCKpoOuTe
OCHOBHBIE pa3fesibl UHCTPYKIIUU, PACCKAXKUTE 00 OOS3aHHOCTSIX PYKOBOJMUTEIS
CILyKOBI 1€JIONPOU3BOJICTBA

VYopaxuenue 5. CocTaBbTe aKT 00 YHHUTOXEHUU JOKYMEHTOB 3a
KOHKPETHBIN MIEPUOL.
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Yupaxuaeane 6. CoctaBbTe (HOpMYIsIp-00pa3er] CBOJHON HOMEHKIIATYpPHI
7€)1, HOMEHKJIATYPbl JIe] CTPYKTYPHOT'O MOIpa3/1eNICHuUS .

Tembl 1OKIIag0B:
1. DneKTpOHHBIN TOKYMEHTOOOOPOT: MPEUMYIIECTBA U HETOCTATKHU.

Tema 6. Jlemonpon3BOACTBO B KaApPOBOH Ciry»)0e — ouHast popma — 2 gaca,
3aouHast — 0 gacos.

Cooepoicanue: yHUDUITUpOBaHHAS cucreMa OpraHu3aIMOHHO-
pacHOpsIAUTENBLHON  JOKYMEHTAMU 1O  KaapaMm. JloKkymMeHTanusi TPYyIOBBIX
OTHOIIIEHUM B KaJpoBhIX ciyxk0ax. CocTaB TOKYMEHTOB MO JUYHOMY COCTaBY.
CocraBiienne ¥ odopMiicHUE 3asBICHUI, TPyIOBOro JoroBopa (KOHTpakKTa),
JUYHON KapTouku (popmbl T2, MpUKA30B MO Kaapam, XapaKTEPUCTHKH paOOTHHKA,
aBToOMorpadum pabOTHHUKA, AHKEThl PAaOOTHHMKA, JHUYHOrO Jeia pabdOTHHUKA.
TpynoBas kHIXKKaA: Bblgaya, odopmienue, xpaHeHue. @DopMHpOBaHHE U
HOMEHKJIaTypa e Mo Kajpam.

Bomnpocer:

1. lokymeHTalus TpyJAOBbIX OTHOIICHUH;

2. CocraBnenue u o(OpMIICHHE JTOKYMEHTOB, PETIaMEHTHPYIOIINX
TPYAOBBIE OTHOLICHHS.

VYnpaxnenue .1 CoctaBbTe mpuKa3 o0 OCBOOOXKICHHMH Bac OT pabOTHI B
dbupme OAO «OPBUTA» B cBsi3U C mepee310M Ha HOBOE MECTOKUTEILCTBO.

Yupaxuaeane 2 CocTaBpTe MPHKA3 TEHEPATHLHOTO IUPEKTOPA 3aKPBITOTO
akuuonepnoro o6mectea «OMUY u K» o mpueme Bac Ha pabOTy TJIaBHBIM
OyXrajnTepoM.

Yupaxuaenne 3. CocTaBbTE IPHUKA3HI:

a) o mpueme Ha padboTy skoHOMHUCTOM MBaHoBY M.IT.;

0) o0 YBOJIbHEHUHW IEPEBOJOM B Jpyryto opranm3anuio [lerpoBa E.M.
Otnen xaapoB PykoBonctBo (mpukasel pacnopstkenus) CoTpyaHUKH (3asBICHHUS,
O/mucThl, TpynoBeie KHKKKM) HopmaTtuBHbIe qoKyMeHTBI: TK P®; KOMICKTUBHBIC
JIOTOBOPBI; 3aKOHBI; KIaCCU(DUKATOPHL.

VYopaxuenue 4. CocTaBbTe MNOpHUKa3 O TNEpPeBOAE Ha padoOTy BHYTPH
OpraHu3aIuu.

VYmpaxuenue 5. CoctaBbTe MpUKa3 00 YBOJIBHEHUU PAOOTHUKA B CBSI3U C
JTUKBUJAIMEN NPETPUATHS.

VYnopaxnenne 6. CoctaBpTe NPOEKT KOHTpakTa 1o Bamemy Haiimy Ha
paboty, oriaTe ¥ YBOJbHEHUIO. OCTallbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSI TETIBHO.

VYpaxuenue 7. [1IogroTroBUTH JIMYHOE 3asIBIICHUE HA UM TUPEKTOpPa (PUPMBI
OT UMEHU COTPYJHUKA 00 YBOJIBHEHUH 110 COOCTBEHHOMY KEJIaHUIO.

Yupaxuaeane 8. IloaroroBuTh JTWYHOE 3asBICHHE HAa WM HavYaJlbHHUKA
CTPYKTYPHOT'O MOApAa3AeiCHUs OT UMEHH COTPYJIHHMKA O MPEJAOCTABICHUU OTryJia
3a pa0oTy B Mpa3HUYHBIE JHHU.
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Yupaxuaenne 9. [loaroroBuTs JTMYHOE 3asBJICHHE O TpueMe Bac Ha paboty
SKOHOMHUCTOM B TOCYAApCTBEHHOE NPEANpPUSITHE IO CBSI3M U HHPOPMATUKE
«PoccBszpuHpOpM».

Yopaxaeane 10. [logroTtoBuTh  3asBICHHE O  TIPEAOCTABICHUU
aJMUHUCTPATUBHOTO OTIYCKA MO CEMEUHBIM O0CTOSATENHCTBAM.

VYnpaxuenue 11 CoctaBbTe pe3tome u aBToOnorpaduio o caMmom ceoe.

Tembl TOKITaI0B:
1. TlpaBuna cocTaBieHHUS pe3IOME.

Tema 7. Texuuueckoe oOecrnedeHre pabOThl C  YNPABICHUYECKUMHU
nokyMmeHTamu — ouHas gopma — 0 gacos, 3aounast — 0 gacos.

Coodeporcanue: o00Imas XapakKTEpPUCTHKA MW BUJBl OpPraHU3aIlMOHHBIX
TEXHUYECKUX  CcpenctB. llepcoHanbHBIE  KOMIBIOTEPHI B COBPEMEHHOM
TICIIONIPOU3BOICTBE. [Topsmox OpraHu3aIuu JOKyMEHTO000pOoTa C
HCIIOJIb30BAaHUEM CPEJICTB TEICKOMMYHHUKAITUU. ABTOMATH3UPOBAHHBIC CHUCTEMBI
JIOKyMEHTO000pOTA.

Bomnpocer:

1. OOmias xapakTepUCTUKAa W BHIBl OPTraHU3ANMOHHBIX TEXHUYECKHUX
CpPEICTB,;

2. Topsamok opraHu3auu JOKYMEHTOOOOpPOTAa C HCIOIH30BAHUEM CPE/ICTB
TEJICKOMMYHHUKAIINH;

3. ABTOMaTHU3HPOBAHHEIE CHCTEMBI JOKYMEHTOO00POTA.

Tect

1.laliTe onpenesieHre JOKYMEHTA!

A) MaTepuajbHBII 00beKT ¢ wuHpopManueii, 3apUKCHPOBAHHOIM
CO3/IaHHBIM YeJIOBEKOM CcMmoco0oM, sl eé mepelayd BO BpeMEHHM H
NMPOCTPAHCTBE

B) cOBOKYITHOCTD PEKBU3UTOB O(PHUIIMATEHOTO MTHChMa

C) craHgapTHOE PacloIOKEHHEe MaTepraa

D) tekcr

2. JIOKyMeHT, 3aKpeIUISIomUi JODKHOCTHOW W YHCJICHHBIH COCTaB
NpeAnpUsITUs ¢ ykazanueMm ¢GoHaa 3apab0THO MIaThl — 3TO:

A) T0JDKHOCTHAS MHCTPYKITUS

B) ycras

C) nomnosxeHue

D) mTaTHOe pacnucanue

3.JlokymeHT, ¢uUKCHpPYIONUH XO0J OOCYXICHUS BOMPOCOB W TPUHSITHS
penieHuit Ha cOOpaHusiX, 3aCelaHusAX, COBEIIAHUSIX U T.II. '

A) 00BsICHUTEIbHAS 3aITUCKa

B) noknaanas 3anucka
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C) akr

D) nmpoTokou

4.Kakast pyHKIUSI OTHOCUTCS K OOIIMM (PYHKIUSM JTOKYMEHTA!

A) o0meKynpTypHas;

B) undopmanmonnas;

C) npaBoBas;

D) ynopsimounBarommas.

5Ecmu Bam HeoOXoauMo 1aTh ONHCAHHWE pPEKIAMHUPYEMBIX YCIyT, BbI
COCTaBHTE

A) TOrOBOpHOE MHUCHEMO

B) pexsiamHoe mucbMo

C) conpoBOAUTEIBLHOE ITUCHMO

D) nucbMo-nipuriianieHue

6.YKaxuTe OTINIUTETFHOE CBONCTBO JOKYMEHTA!

A) KONMHAHOCTB;

B) ropuanyeckasi cuja;

C) MHO>KE€CTBEHHOCTD;

D) TOYHOCTS.

7.Ecin BaM HEOOXOAMMO TNPUTIACUTh OPTraHU3aAIUI0 WIH JIODKHOCTHOE
JIMIIO Ha COBENIaHue, BCTpeuy, Bl coctaBuTe

A) mucbMoO-TIpUTJIALIEHHE

B) conpoBoauTeIbHOE MHCHMO

C) muCHEMO-TIOATBEPKICHUE

D) noroBopHO€ MUCHMO

8.Ectm Bam HeoOXoammo cOOOMMTH O TPOBEICHUHM MEpOmpusTHs, BbI
COCTaBHTE

A) conpoBOANTEIHLHOE TUCHMO

B) nmuceMo-mionTBEpIKICHUE

C) 10roBOpHOE MUCHMO

D) nndopmannonHoe MACHMO

9.Ecnm pacnopsauTenbpHas 9acTh TEKCTa HAUMHACTCS CIIOBaMH “‘00s3bIBai0”,
TO 3TO

A) npukas

B) 3asBnenue

C) pacnopsikeHue

D) ykazanue

10.UupopManinOHHO-CIIPABOYHBINA JTOKYMEHT, COCTABJISIOIIMIACS TPYIIION
JIVIL JUTSI TIOATBEP KICHUS YCTAHOBJICHHBIX (DAKTOB — 3TO

A) noxiaaHas 3anucka

B) akr

C) npoTokoi

D) oObsicHUTEIbHAS 3aITUCKA

11.HazoBHUTE MOKYMEHT, HE BXOISIIMHA B TPYIIy pPacHoOPsSIUTEIbLHBIX
JTOKYMEHTOB

A) CTPYKTYpa M IITATHASI YUCTEHHOCTH
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B) ykazanue

C) npukas

D) nocraHoBneHHE

12.Ha3oBuTe JOKYMEHT, HE BXONANIMA B COCTaB HWH(POPMAIMOHHO-

CIIPABOYHBIX

A) npotokout

B) cnpaBka

C) pacnopskeHue

D) akt

13.Ha30BuTe 9acTH TEKCTA MPHUKa3a

A) KOHCTAaTHUPYIOIIast, BBOJIHAS

B) koHcTaTHpYIOIIAs, pacHOPSIAATEIbHAS
C) ocHOBHasl, pacOpsS,AUTEIbHAS

D) BBOHAs, OCHOBHAs

14.0OcHOBHBIE YaCTH TEKCTa MIPOTOKOJIA

A) KOHCTAaTHUPYIOIIast, BBOJHASI

B) ocHOBHas1, pacropsauTeIIbHAS

C) KOHCTAaTUPYIOIIast, PACIIOPSIAUTEIbHAS

D) BBOAHAN, OCHOBHAS

15.IlpaBoBOii  aKT,  HW3daBAa€MbIii  PYKOBOAMTEIEM  MPEAIPHUATHS,

HeI)'ICTBYIOHleFO Ha OCHOBaHMM CIHMHOHa4dallkd, OJIA paspCliCHHA OCHOBHBIX H
OIICPATHUBHLIX 3aJda4 NPCAIIPHUATHA - 3TO

A) npuka3s

B) ykazanue

C) pemenue

D) pacniopsbxeHue

16. Kakoif BapuaHT ohOpMIICHHS CIIPABOYHBIX JAaHHBIX 00 OpraHU3aIuu U

KOJIOB B OJIaHKE OpraHU3aIluy SBISETCS MPaBUILHBIM
1. OO011ecTBO ¢ OTpaHUYEHHON 2. OO011ecTBO ¢ OTpaHUYEHHON
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, ya. ®epcmana, 1. 5/1 V. ®epcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; daxc 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. Kakoil BapuaHT 0QGOpPMIEHUS PE30JIOIUU PYKOBOJUTENS SBISCTCS
MIPABUIIHLHBIM?

1. Kpasuosy M.IL 2. KpaBuory M.I1L.
IIpoury moaAroTOBUTH 3aKIIIOUEHUE IIpoury paccMOTpeTs.
k 18.04.2007.

[loanuce pykoBogUTENS

[loanuce pykoBoguTENS 10.04.2007

10.04.2007

18. Kakoii BapmanT (OPMYIHMPOBKH IYHKTAa DPACIOPAIUTEIIBHON YacTH
MpUKa3a sBISIETCS MPABUIBHBIM?

A. I'maBHOMYy OyXrajitepy MOATOTOBUTh M IPEACTABUTh Ha YTBEPKICHUE
CMETY pacXoJ0B Ha KOMaHAUPOBKHU

B 2007 r. B cpok mo 20.01.2007.

B. TI'nraBaomy Oyxraarepy [murpueBy ILJI. moaroroBurs H
NpeACTABUTH HA YTBEP:KIeHHe CMeTy pacxooB Ha komanaupoBku B 2007 r. B
cpok 10 20.01.2007.

C. I'maBuomy Oyxranrepy OOO «Arar» [LJI. JIMuTpreBy moArOTOBUTH U
npenctaButh Ha yTBepkaeHue B cpok mo 20.01.2007 cmery pacxomoB Ha
KOMAaHIUPOBKHU

B 2007 r.

D. Ilopyuuts rnaBHomy Oyxrantepy JmwurpueBy ILJI. moaroroButs u
npenctaButh Ha yTBepkaeHue B cpok mo 20.01.2007 cmery pacxomoB Ha
KOMAaHIUPOBKHU

B 2007 r.

Tembl 1OKIIa10B:
1. IlepcoHanbHBIE KOMITBIOTEPHI B COBPEMEHHOM JI€JIONIPOU3BOICTBE.

Tema 8. CucremaTusanus ¥ XpaHEGHUE YIPABICHUSCKUX TOKYMECHTOB —
ouHas popma — 2 gaca, 3aouHas popma — 2 gaca.

Cooeporcanue: HOMeHKIaTypa nen. TpeboBanusa ['ocy1apcTBEHHOI CUCTEMBI
JIOKYMEHTAIIMOHHOTO 00ECNeYeHUsl YIpaBlIeHUS K COCTABICHHI0 HOMEHKIIATYPBI
nen. CoaepxarelibHas 4aCTh HOMEHKIJIATYPBI JE€: UHICKCHI JEN, 3arOJIOBKH JIEd,
KOJIMYECTBO JI€JI, CPOKMA XPAHEHUS U HOMEp CTaTbU IO NEPEUYHIO, NMPUMEUYAHUS.
®opmupoBanue nen. [Ipusnaku 3aBeneHus aen. TpeGoBanus Kk (HOPMUPOBAHUIO
nen. IlpaBuna rpynnupoBKM JOKYMEHTOB J€ja MO BHAAM H  XPOHOJIOTHH.
[TonroToBKa HNOKYMEHTOB K apXMBHOMY XPaHEHUIO. OKCIIEPTH3a LEHHOCTHU
NOKyMEHTOB. CoOcCTaBiI€HHE OMNHCEN IS TMOCTOSIHHOIO W BPEMEHHOIO CPOKOB
XpaHEHHsS] JIOKYMEHTOB, JI€JI TO JIMYHOMY COCTaBy. AKTBI O BBIJICICHUU K
YHUYTOKEHUIO JEJ C UCTEKIIUMU CPOKAMU XPAHEHHUS.

Bompocsr:
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1. HomenkmaTypa aen opraHu3aivy;
2. DopMupoBaHue Jei,
3. ApXHBHOE XpaHECHHE IOKYMEHTOB.

3anaHus
Nel. Ha ampec Bamieif KOMITAHWW TPUXOJUT KOMMEPUECKOE TMPEAIoKEHHUE.
[IpoBenute ¢ JOKyMEHTOM BCIO HEOOXOIUMYIO padboTy.

00O "TIOMATYP" 0702.2000 r. Ne 21/OP-O3 JIMpeKTopy peKIaMHON (pUpMBI
"IIpaiim-Taiim"

IIpennoskenue o pa3mMeleHnu peKkjiaMbl Y BakaeMblil TOCIIOUH AUpeEKTOp!

MBI pajsl IpeAIOKUTH Ballel (pupMe 3aKITI0UUTh C HAMH JIOTOBOP O MPOBEACHUH PEKITaMHON

KOMIIaHUH JJIs IIPOJIBUKEHHS HA PBIHKE HAIllEH HOBOW KHMXKHOW IPOMYKIIMH. CJIIOBApEH,

CTIPAaBOYHHUKOB, SHIMKIONE M. CpoKu MpoBeeHHus peksiaMHoi kommanu - | keaptan 2001 roxa.
YcnoBus CAETKY - IpeaBapuTeNbHas oriata B pasmepe 50% ot oOmieit croumoctu. Hamr anpec: ...

Ne2. Ha moctynuBmiee B Bamr aapec nmucbMo (cM.Nel) cocTaBbTE€ OTBET.
[IpoBeauTe ¢ UCXOASIIUM JOKYMEHTOM BCIO HEOOXOIUMYIO paboTy

Ne3. Oopmure neso, B KOTOPOM MOAIIUTHI KOHTPAKTHI, aKThI, IEPEIHCKa O
MOCTaBKe KaKOW-THOO0 MPOTYKIIHH.

Tembl 1OKIIag0B:
1. CocraBnenue onmcei Jjisi TOCTOSHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS
JOKYMEHTOB, JI€JI TIO IUYHOMY COCTaBY.

1.2. UnTepaKkTHUBHBbIE 3aHATHSA MO YUYEOHOU TUCIUIJIMHE
HenoBas urpa: TpynoBas KHUXKKaA: Bblada, opOpMIICHHE, XpaHEHUE.

llenb nenoBoOM WUrphl - MPUBUTHE MPAKTUUYECKUX HABBIKOB B COCTaBIICHUU
OCHOBHBIX  BHUJOB  JOKYMEHTOB (OpPraHM3allMOHHBIX,  PaCHOPSAUTEIbHBIX,
UH(POPMAITUOHHO-CITPABOYHBIX) u dbopmupoBaHuU JIOKYMEHTO000pOoTa
OpraHu3aluu.

Wror urpsl

[1o oxkOHYaHUU UTPBI KK U3 YYACTHUKOB JIOJKEH MPEIOCTaBUThH MAKeT
JIOKYMEHTOB. JIOKYMEHTBI JOJKHBI OBITh 3apEeTUCTPUPOBAHBI B >KypHaIaxX H
MOAIINTHl B MAaNKh B COOTBETCTBUM C MX (PYHKIIMOHAJIbHBIM Ha3HAYCHHUEM U TIO
HaIpaBJICHHOCTH JOKYMEHTOINOTOKa. Bce JOKYMEHTBl NpPEeNoCTaBISIOTCA B
pacne4aTaHHOM BHJIE.

HcxoaHple TaHHBIE IO OpraHu3alMsIM

Bapuant 1. OOO «TBoit kommnbioTep». CeTh Mara3uHoB

Muccust kommanuu: Peanuzanus KOMOBIOTEPHOM U HUGPOBOM TEXHUKH
ONTOM U B PO3HUILY IOPUIUYECKUM U (HU3NUECKUM JIHIIaM

OpraauzanvoHHas CTPYKTypa:
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| & TVITHIC TRAL T |
v
Byxramrme Hipamre MapreT Omenr mo Famposs:
pHA CHHT HTOBELA MpoaaARe it orraen
Pl ] oTAET 1 =By

Bapuant 2. OO0 «®ummunok». O0pa3oBaTebHbIN IICHTP
Muccus komnanuu: [IpegocraBieHue OPUANIECKUM U (PU3HUECKUM JIULIAM

00pa3oBaTeIbHBIX YCIYT (KOMIIBIOTEPHBIC KYPChI)

| A IMHICTRA LT |
'
Byxrarme Hlprapre MapreTi Kagporm Ve HErit
PHA T HTOERLA il oTgEn OTmEd
oTIea oTIRR

BapuanTt 3. OO0 «Jlenbdun u pycanka». Typ-areHTCTBO
Muccus komnanuu: [IpegocraBieHue OPUANIECKUM U (PU3UUECKUM JIULIAM
TYPUCTUYECKUX YCIYr Ha Tepputopuun PD, a Tak ke ONUKHETO M JaJbHETrO

3apyOeKbs

| ATVIHHCTEALIA |
il 3 | 3 |

b
Evurarm O i MapreTin Omer Orgen mo pabors

A CHHiT HICEEL mbo® © c BT PO HECM
OTART oTHEN HATEHHM IAPYOREES M
yapyhens

EM

BapuanTt 4. OO0 «Uxke & Urpex». KaapoBoe areHTcTBO
Muccus xommnanuu: [IpenocraBieHue I0puaIudecKuM U (PU3UUECKUM JIULIAM

YCIIYT TIO IOUCKY COTPYJHUKOB U YCTPOUCTBY Ha padoTy.
| ATVIHHCTEALIA |
| 3 ! 3

b
Evurarm O i MapreTin pr=h no COmer mo

)

A CHHiT HICEEL bom c paboTe [=
oTAen oTEen Az IR cHMI O PR CEH
THLEMIL ML THCLEME

Bapuant 5. OOO «Ilumnsl u po3si». PexiaMHOe areHTCTBO

Muccus komnanuu: [IpegocraBieHue OPUANIECKUM U (PU3HUECKUM JIULIAM
pPEKJIIaMHBIX yCAyr (B MEYATHBIX W3JIAHHUAX, HA PaaO- M TEICBHJICHUHU, B CETH
WHTepHeT, Ha pacTsHKKAX Ha YIIHMIAX ropojia)
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| AMIHICTRALIA |
i I ’
Evurarm O i Web- Omen no Cmex
A CHHiT CTFOHA bom c oAt M
oTARd HIHNEHTaMH H EepCTHH
TEAPTHEpAME

[IpakTrueckue 3a1anus
3ananue 1 ®opmupoBanue YcraBa opraHu3aluu
B coorBercTBMM ¢ MHCCHEH, COCTaBUTh YCTaB opranusanuu. Ilpu
COCTaBJICHUHU BOCTOJb30BaThCA TAHHBIMU MPHIIOXKEHUs 1.
3ananue 2 @opMUpPOBAHUE MTATHOTO PACTIMCAHUS OPTaHU3AINN
B cooTBeTCTBMM ¢ OpraHU3allMOHHBIMU CTPYKTYpaMHU M YCTaBOM
OpraHu3alluy COCTABUThH IITAaTHOE pAaCMHCaHUE COTPYAHUKOB. [Ipu BbINOTHEHUH
3aJIaHUS UCTIOIh30BaTh JaHHBIC IPUIIOKEHUS 2.
3amanue 3 CocTaBieHHE JOJKHOCTHBIX HMHCTPYKIMH COTPYAHHUKOB
OpraHu3aluu
CocrtaBuTh AOMKHOCTHYIO HHCTpyKuuto Corpyanuka. [lpu BeimomHeHun
3aJIaHUS UCTIOH30BATh JaHHBIC IPUIIOKEHUS 3.
3amanue 4 @OpMUPOBAHHME JHMYHOIO J€Jla COTPYOHUKAa M OQOpMIIEHHE
TPYAOBOM KHUKKHU
CdopmupoBars nuuyHoe neno CorpynHuka. JIM4HOE n€n0 COTpyIHHKa
JOJKHO COAEPKaTh:
¢ BHYTPEHHIOIO OIUCh JOKYMEHTOB JIENa;
e JIMYHBIN JIUCTOK 1O yueTy KaapoB (popma T-1)
o aHKETYy;
e aBTobOuorpaduio;
e KONUU JOKYMEHTOB 00 00pa3oBaHuU;
¢ KOIIMIO CTPAXOBOT'O MEHCHOHHOTO yJIOCTOBEPEHHS,;
e KONUIO WICHTU()UKAIIMOHHOTO HOMepa Hasoromiareibinuka (MHH);
¢ KOIHIO JOKYMEHTA, YAOCTOBEPSIOIIETO JIMYHOCTh COTPYIHHKA (Iacropr);
e XapaKTEPHUCTUKU WM PEKOMEHAATENbHbIE TUCHMA;
e 3asBJICHHUE O MpUEME Ha padoTy;
e TpPYAOBOI1 oroBop (cM. mpuitokenue 4);
o IIpUKa3 O IpUeMe Ha pabOTy BBIUCKY U3 IIPUKa3a O pueMe Ha padoTy.
OdopMHUTh TUTYIBHBIM JHCT TPyAOBOM KHWXKKA COTpyIHHMKA U CIEaTh
COOTBETCTBYIOILYIO 3alMCh O IPHEME Ha padoTy.
3aganue 5 OdopmieHue OTIyCKOB COTPYIHUKA
CoctaBuTh rpauKk OTIYCKOB COTPYAHHKOB OpraHHU3aldyd COIJIACHO
IITATHOMY PAaCHUCAaHUIO U 0()OPMUTH KOMIUIEKC JOKYMEHTOB IO IPEAOCTABIECHUIO
ornycka COTpyaHUKA.
3amanue 6 CocTaBieHHE TPYIOBBIX JOTOBOPOB BO3ME3IHOTO OKa3aHUSA
yeuyr
CocTaBUTh JOrOBOP BO3ME3HOIO OKa3aHUs YCIYI, COIJIacCHO BapUaHTaM.
[Ipu BBINIOJIHEHUY 3a/IaHUS UCTIOIB30BaTh JaHHBIE MPUIIOKEHUS D
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Bapuant 1. OOO «TBoit kommnbioTep». CeTh Mara3uHoB

IIpenmet norosopa: [IpoBeneHns TpeHUHra NpoaaX COTPYAHUKAM Mara3uHa
CIELUATIMCTOM IO MPSMBIM MPOAaKam

Bapuant 2. OO0 «®ummunok». O0pa3oBaTebHbIN IICHTP

[MpenmeT morosopa: [IpoBeneHue TecTHpOBaHMS clymiaTesied KypcoB (WH.
SI3BIK . aHTJIMHACKHN)

BapuanTt 3. OO0 «Jlenbdun u pycanka». Typ-areHTCTBO

[IpenmeT noroBopa: KOHCyJIbTalMHOHHBIE YCIYTH FOPUCTA MO COCTABIICHUIO
JIOTOBOPOB C KIIMEHTAMH

BapuanTt 4. OO0 «Uke & Urpex». KaapoBoe areHTcTBO

IIpenmetr noromopa: IlpoBenenue pabOT 1O HaTagKe KOMITBIOTEPHOM
TEXHUKHU

Bapuant 5. OOO «Ilumnsl u po3si». PexkiaMHOe areHTCTBO

[Ipenmetr nmoroBopa: IlpuBneueHue auzailHepa B CBSA3U C BBINOJHEHUEM
CPOYHOTO 3aKas3a

3aganue 7 OdopmieHue KOMaHAUPOBKU COTPYTHUKA

CocTaBUTh  KOMIUIEKC JIOKYMEHTOB O  CIyXeOHOM  KOMaHAUPOBKE
Cotpynnuka Ha 1 HeJeto COrliacHO MPEJJI0KEHHBIM BapuaHTaM

Bapuant 1. OOO «TBoit kommnbroTep». CeTh Mara3uHoB

ITpoxoxnenue craxupoBku B OO0 «TBoit mup», r. Mockaa.

Bapuant 2. OO0 «®ummunok». O06pa3oBaTeIbHbIN IICHTP

VYuactue B o0pazoBatenbHOM sipMapke, opranuzoBaHHo OO0 «Uyk&I'ex»,
r.MockBa

Bapuant 3. OO0 «Jlenbdun u pycanka». Typ-areHTCTBO

VYuyactue B cemunape, oprannzoBanHoro OO0 «Anaepcon&Ko», r. MockBa

BapuanTt 4. OO0 «Uke & Urpex». KaapoBoe areHTcTBO

VYuyactue B sipmapke BakaHcuid, oprannzoBanHoint OOO «Anbda&Omera», T.
Mocksa

Bapuant 5. OOO «I1lumnsl u po3si». PexkinaMHOe areHTCTBO

[Tpoxoxnaenue ctaxxkupoBku B OO0 «Sroaku v iBeTOYKU», . MOCKBa

3amanne 8 OdopmiieHHe TepeBoIa B IPyroi OTaet

Odopmuts nepeBog CoTpyAHUKA U3 OJAHOTO OTAENAa B APYroM, Uisl 4ero
HEOOXOMMO COCTaBUTH 3asBJICHUE, TOMOJHUTEIBHOE COoTJIanicHne (M3MEHEHHUE) K
JIOTOBOPY U MPHUKA3 O IEPEBOJIE.

3ananne 9 Cozmanue JOroBopa MOCTaBoK (OKa3aHUs yCIIyT)

CocTaBUTh JIOTOBOp TIOCTAaBOK (OKa3aHWs YCJIYr) COMIACHO BapHaHTAM.
OOpaTuTh BHUMAHHE: JOTOBOP JOKEH OBITH COTJIaCOBaH C 3aMHTEPECOBAHHBIMU
CITy»0aMu OpraHU3alvu.

Bapuant 1. OOO «TBoit kKOMIIbIOTEP»

Croponsl, 3akmtouarome aoropop: OOO «Tsoit kommberotep» u OO0
«denbdun u pycanka»

[Ipeamer noromopa: Ilokymka Typ-NyTE€BOK MO O€3HATUYHOMY pacyeTy
COTPYJIHUKAM OpTraHU3alUH

Bapuant 2. OO0 «Oumumok»



21

Croponsl, 3axmoyaromnme poropop: OO0 «Dwuunok» u 000 «TBoi
KOMITBIOTEP»

[Ipenmetr mnoromopa: Ilokymka KOMMBIOTEPHOW TeXHWKH B pasmepe 20
KOMILIEKTOB

BapuanTt 3. OO0 «Jlenbhun u pycanka»

Croponsl, 3akimoudaroniue norosop: OO0 «/lenbdgun u pycanka» u OO0
«IIumbl ¥ po3BI»

IIpenmer nmoroBopa: Pa3spaboTka MakeTa peKJIaMHOTO OOBSBICHUS U
pa3MelieHue ero B NeYaTHhIX U3AaHUSAX Topoaa

Bapuant 4. OO0 «Mxkc & Urpex»

Croponsl, 3akmwouaroniue goroop: OO0 «Uke & HWrpek» u O0OO
«DOUIITATIOK»

[Ipeamer noroBopa: COTPYJHUUYECTBO C 00pa30BATEIbHBIM IIEHTPOM B YaCTH
oOyueHus couckaTeneil paboyux MECT KOMIIBIOTEPHBIM Kypcam

Bapuant 5. OOO «I1lumnsl u po3si»

Croponsl, 3akntovatoiue goropop: OO0 «IIlumnsr u po3s» 1 OO0 «Ukc &
Urpex»

[IpenmeT moroBopa: pa3MelIeHHE PEKIaMHBIX OOBSBICHUM O BaKaHTHBIX
paboumx MecTax

3amanne 10 ®opmupoBaHUe MPUKA30B M AKTOB CBEPKU

CocTaBUTh MOpHUKa3bl JUPEKTOPA, PErJIaMEHTHUPYIOIIME  BBINOJIHEHUE
JIOTOBOPOB, C Ha3HAYEHHWEM OTBETCTBEHHBIX JIMI[ M CYMM, BBIACISIEMBIX Ha
ocyiecTBiaeHre jgoroBopa (mpu HeoOxomumocTh). COCTaBHTH aKThl CBEPKH
BBITNIOJTHCHHBIX Pa0OT (OKa3aHHBIX YCIIYT).

3anmanue 11 dopMupoBaHHe CIIPABKU O COCTOSTHUM PhIHKA TOBApOB (yCIIyT)

[ToaroToBHTE CIPABKy O COCTOSHHM PBIHKA YCIYT (TOBapOB) B 3aBUCUMOCTD
OT TOTO, KaKhe TOBaphl (yCIyru) peaqu3yeT OpraHu3anus ydacTHHKa. J[js Toro
M3YUYUTh TPEMJIOKEHUS Pa3IUYHBIX (UPM MO KAKOMY-HHOYIb pEKIAMHOMY
m3nanuto. OdopMuth copepkaTelbHYI0 4YacTh CHOpaBKU B BUJE TaOJNHIIbI, B
KOTOpOM OyZieT mpeACTaBiICHO Ha3BaHUE (PUPMBI U IIEHBI HA OJIUH U TOT K€ TOBap.
ITocne TabauIbI cAeIaliTe BEIBOIEI.

3amanne 12 CocTaBieHne TOKIATHON 3aMACKA

CocraBpTe  JOKJIQAHYHO  3alHUCKy  AUPEKTOPY  HPEANpUSITUS  C
MPEIJIOKEHUSIMU IO YIYUILICHUIO YCIOBUH TpYy/Ia.

3amanne 13 CocraBiieHHE MHUCHMA-TIPETCH3WW HA HEKAYECTBEHHBIN TOBap
(oKa3zaHHYIO yCITyTY)

[logrotoBpTe TekcT U (GopMy Tpadapera NUCHBMA-TIPETEH3UU Ha
HEKAaYeCTBCHHBI ToBap yciayry (yKa3aHHYIO YCIyry) B COOTBETCTBHU C
Bapuantamu. [Ipu noarotoBke Tpadapera nmocrapaiitech, 4ToObI TpadapeT Kacaucs
TOJIBKO OOIIeH (popMbl MPETEH3UH, a He YacTHOCTEW. [Ipu BBIMOTHEHUU 3a/IaHUS
UCIIOJIb3YWTE JaHHBIC MPUIIOKEHUS ©.

3aganue 14 Tlepenncka MeX1y PYKOBOAUTEISIMUA OpraHU3aLIAMA

CocraBpTe JBa JOKYMEHTa, OTpa)XalwllUe IMEpPernucKy  COIJIaCHO
MpEJIOKEHHBIM BapuaHTaMm. [lpu BBIMOTHEHUU 3aJaHUS UCIIOJIB3YHTE JaHHBIC
MIPUIIOKEHHUS 7.
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IIpn cocTaBieHMH HOKYMEHTOB COBETYEM BOCHOJIB30BATHCA CIEAYIOIINMU
MpaBUJIaMH:

e TMHChbMA JOJDKHBI COJIEPKATh S3BIKOBbIE (OPMYJBI U  OOIICHPUHSTHIE

«KAHLIETSAPU3MBI»;

e HEoOXOAMMO H30erath SMOIMOHAIBHBIX OOOPOTOB M OLIEHOK, H3Jaratrh

BOIIPOC CTPOTO U MO CYIIECTBY;

e CllelyeT OMHUTb, YTO JIJTMHHBINA JOKYMEHT ¢ OOWJIEM MOJAPOOHOCTEH, Kak

MPaBWIO, HE TOUYHUTHIBACTCS A0 KOHIIA.

Bapuant 1. OOO «TBoit kKOMIIbIOTEP»

3aBeayromas JeTCKUM JoMOM npocuT gupekropa OO0 «TBoi KOMIBIOTEP»
OKa3aTh 0JIarOTBOPUTENHHYIO MTOMOIIL B BUJI€ MOCTaBKU Ha 0€3BO3ME3THOM OCHOBE
10 KOMIUIEKTOB KOMITBIOTEPHOW TEXHUKH (CUCTEMHBIH OJOK, MOHUTOpP). OTBET
TUPEKTOpa COJIEPKUT OOCIIaHUE PACCMOTPEHUSI BO3MOXKHOCTHU TMPEIOCTABICHUS
0JIarOTBOPUTEIHHOM OMOIIIH.

Bapuant 2. OO0 «Oumumok»

3aBeaymomas JETCKUM JOMOM mnpocuT aupekropa OO0 «Dumaumok»
OKa3aTh 0JaroTBOPUTEIbHYIO MOMOIIL B BUJEC MPOBEICHUS PsAlla KOMIbIOTEPHBIX
KypCOB BOCIUTAHHHMKAM JETCKOro JoMa. OTBET JUPEKTOpa COJAEPKUT oOeliaHue
PaccMOTPETh BO3MOKHOCTB MTPOBEICHUS Kypca «CeKpeTapcKoe Iemo»

BapuanTt 3. OO0 «Jlenbun u pycanka»

3aBenyromas ACTCKUM JoMoM TmpocuT gupekropa OOO «Jlenbhun u
pycalika» OKa3aTh 0JIarOTBOPUTEIBHYIO TIOMOIIb B BU/JIE MPEIOCTABICHUSI TyTEBOK
B JTHU HOBOTOJHUX KaHHUKYJ BOCIHTAaHHUKAM JETCKOrO JIoMa Ha OE€3BO3ME3THOM
ocHoBe. OTBET JUPEKTOpPaA COJAEPKUT OTKAa3 B BO3MOXKHOCTHU OKa3aHUs MOJOOHOM
MIOMOIIY B THA HOBOTOJAHUX KAHUKYJ, C BO3MOXHBIM MPEAOCTABICHUEM MYyTEBOK B
Ipyroe Bpems roja.

Bapuant 4. OO0 «Mkc & Urpex»

Jupextop npodeccuoHanbHOTO KoJuledxka mpemiaraet nupekropy OOO
«xkc & Urpek» COBMECTHOE COTPYJHHYECTBO B YACTH MPOBEACHUS SPMaAPOK
BakaHcUM Juis yuyamuxcs kojuiemka. Jupektop OOO «Ukc & Urpex» orBedaer
COTJIACUEM PACCMOTPETH CPOKHU IPOBEICHUS SIPMAPOK.

Bapuant 5. OOO «I1lumnsl u po3si»

3aBeayromas AETCKUM canoM mpocuT aupektopa OOO «lunel U po3bI»
0JIarOTBOPUTENILHYIO TOMOIIbL B YAaCTH MEPEUYUCICHUSI JIEHEKHBIX CPEACTB Ha
peMOHT KpoBiu. OTBET NUPEKTOpPa COACPKUT OOCIIAaHUE TMOMOIIM B PEMOHTE
KpPOBIIU.

3ananue 15 [Iucemo-xanoda

WN3menute crneayrouuii TEKCT, NPHUAAB €My O(PUIIUATBHO-IEIOBOM CTHIIb.
[Ipu BBITIOJIHEHUY 3a/IaHUS UCTIOIB3YWUTE TAaHHBIC MPUIIOKEHUS 7.

S, CoxonoBa 305 EropoBHa, sBisitoch auTeM Onokanbl. CKOJIBKO pa3 s
oOpamainach B MUJUIMIO U K pa3HbIM HadaJIbHUKAM M3-3a CBOUX COCEJCH, a UM
Jiena HEeT J0 MPOCTOU TPYKEeHHIb. Jlpyrue >KMBYT B OTACNbHBIX KBapTHpax, a s
COpOK JieT paboTana, a >XHUBYy B KOMMyHasike. Coceld MOU MOJOHbIE, KPYTAT
My3bIKYy 10 11 HOYH, MIIUTY HE MOIOT, MPUXOMST U CTYYaT JIBEPbIO, KOT/Ia 3aXOTIT.



23

[lencuro mae Hamenuau Bcero 650 pybnei. Kak Ha HUX TpPOXUTH, a BEIOh €IIIC
X0UYeTCs BHyKaM MOJIAPOYKHU KYIHUTh.

[Ipomy pazoOpaTbcsi, BUHOBHBIX Haka3aTh U J1aTh MHE MOMOILIb B BHJE
JICHET.

12 despans Coxoinona 3.E.

3amanne 16 OdopmieHue yBOIbHEHUS

Odopmuts yBonbHeHHe COTpyAHMKA C 3aHECEHUEM COOTBETCTBYIOIIEH
3aMKUCHU B TPYIOBYIO KHUXKKY.

2. MeTonnyeckue peKOMEHIANNH M0 H3YUYEHUI0 Y4eOH il TUCHUTLTHHBI
2.1. Metoauieckue peKOMEH/IAINH MTPET01aBaTEIIbCKOMY COCTaBY

2.1.1. Meronnueckne pPEKOMEHIAIMU TI0 TPOBEICHHUIO YYCOHBIX
3aHATHI

Metonvka npoBENEHUS 3aHATUA OCHOBaHA Ha MCHOJIb30BAaHWU AKTHBHBIX
dopM, TO3BOJIONIMX CAENaTh KAXKIOTO M3  Clyllareaed  yJYaCTHUKOM
o0cy>X/1aeMbIX BOIPOcOB U mpobiem. Ocoboe BHUMaHUE NPU U3YYEHHH Kypca
o0paleHo Ha aKTUBHYIO CaMOCTOSITCIIbHYIO paboTy oOydarommuxcs (ciaymiareneii)
KaK IpU TMOATOTOBKE, TaK M B TMPOIECCE IMPOBEACHHUS TEOPETUYECKUX M
MPaKTUYECKUX 3aHATHM. V310%KeHne Marepuana CONPOBOXKIAETCS MWIUTFOCTPALMEH
Ha TIPAKTUIECKUX MPUMEpaXx.

Bmecre ¢ TeM NpUHUMIHAIBHON OCOOEHHOCTBIO SIBISIETCS COYETaHUE
pa3nuYHbIX (OPM U METOAOB OOYYEHHMs, BKIIOYas JIEKIMOHHYIO (opMy mHojgauu
HanOoJee (pyHIaMEHTaJbHBIX MOJOKEHHUM, U3JI0KEHHE JOCTYIIHOTO Marepuasia B
BU/JIE HENIPEPHIBHOT'O AUAJIOTA, UCIIOIb30BAHNE METOA0B MTPOOJIEMHOr0 O0yUEHHUS.

[IpoOnemMHOe o0OydeHHE — OpraHMW30BaHHBIN MpenojaBaTelieM CrIocod
aKTUBHOI'O  B3aUMOJEUCTBUS  CyOBEKTa ¢  MPOOJIEMHO-NPEACTABICHHBIM
collep>kaHreM OOyYeHMs, B XOJI€ KOTOPOTrO OH NpHOOIIAeTcsl K OOBEKTUBHBIM
IIPOTUBOPEYHSIM HAYYHOIO 3HAHMS M CIIOCOO0AM HMX PEIICHHS. YUUTCS MBICIUTD,
TBOPUYECKH YCBAMBAaTh 3HAHUS.

Cxema npoOieMHOro oOy4yeHus, IpeACTaBIsSeTCs KaK MOCIe0BATEIbHOCTD
IpoLeayp, BKJIIOYAIOLIMX. IOCTAHOBKY IpenojaBaresieM Y4eOHO-IIPoOIeMHOM
3a/1ayM, CO3JaHue JUIsl ydaluxcsl NpoOJEeMHON CUTYyallK; OCO3HAHUE, IPUHATUE U
paspelieHre BO3HUKIIEW NpoOJieMbl, B IPOLECCE KOTOPOrO OHM OBJIAJEBAIOT
000OIIEHHBIMU CIIOCOOAMHU MPUOOPETEHUST HOBBIX 3HAHMM; MPUMEHEHHE JaHHBIX
CHIOCOOOB /1JIsl PEIICHHs] KOHKPETHBIX CUCTEM 3aJ1ay.

OCHOBHBIE TICUXOJIOTMYECKUE YCIOBHS JUIsl YCIEIIHOIO INPUMEHEHHUS
poOJIEMHOr0 00y4YEHNS

- IpoOJIEMHBIE CUTYalluU AOJKHBI OTBEYATh LIEJIAM (POPMUPOBAHUS CUCTEMBI
3HAHWU,

- OBITH TOCTYITHBIM JJTSI YIAIIHXCS,

- JIOJDKHBI BBI3BIBaTh COOCTBEHHYIO ITO3HABATENIbHYIO JAESITEIBHOCTh MU
aKTUBHOCTb,
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- 3aJJaHUs JTOJDKHBI ObITh TaKOBBIMH, YTOOBI YUYalIUNCS HE MOT BBINOJHUTH
UX, OINHUpasCh HAa YyXE€ WMEIoOIIMecs] 3HaHWUs, HO JOCTaTOYHBIMU JJIA
CaMOCTOSITEILHOTO aHaJIU3a MPOOJIEMbl U HAXO0XKICHUSI HEU3BECTHOTO.

Ha3BanHoe monoxkeHue Kypca B CTPYKTYype H3YyYaeMbIX JUCHMIUIMH
METOJIMYECKH PEATN3YETCSI COOTBETCTBYIOLIEH OpraHU3alMeld CcaMuxX 3aHITUH, B
ux oO0uIed JOruKe, MPUBOAUMBIX MpPUMEpaX, MpesiaraeéMbiX TeMax JOKIaJ0B Ha
CEMUHApax.

B ocBoenuu, cOOCTBEHHO, PKOHOMHUYECKHX SIBJICHHI, OTHOCSIIUXCS K
IpeaIMeTy Kypca, oco0oe 3HayeHue MpUoOpeTaeT MpPOAYMAaHHOE METOAMYECKOE
BBHICTpPAaMBAHHUE JICKIIMOHHBIX W CEeMHUHApCKuX 3aHAThil. CeMuHapbl TOKHBI
Pa3BUBATH MOJIOKEHUS JIEKIIUH, HO HE TTOBTOPSIThH UX.

HaunHaeTcst ceMuHap co BCTYNUTENBHOTO clioBa npenoaaBatens (5-7 MuH.).
[lenaror Ha3bIBaeT TEMYy CEMUHApPA, 1EJIb U 3ala4i O0yYalolIUXCs, BRIOUpas Takue
(GbopMyIUPOBKH, KOTOpbIE OyAyT MOTHUBUPOBATH OOYYAIOIIMXCS MJii AKTUBHOU
paboThl Ha 3aHsATUU. [Ipy ’TOM UCTUHHBIE 3a1a4l CEMUHApPa MOTYT HE OIJIAIIaThCsl.
[IpenonaBarens oOpamaeT BHUMAaHHE Ha y3J0BbIE MPOOJEMBbI g O00CYXIECHHUS,
yKa3biBaeT (opMy MPOBEICHUS 3aHATUS U MOPsAOK padoTel B Heil. Ilo dopme
BCTYIIUTEJIBHOE CJIOBO JOJDKHO OBITh JAKOHUYHBIM, JIOTMUECKH CTPONHBIM. B
COJIEp’KaHUM €ro Hapsigy C JPYrMMH BOIIPOCaMH, TMPENoJaBaTeNb JOJKEH
00s13aTeNIbHO MOJYEPKHYTh CBSI3b TEMBI C OyIylIed NesTeIbHOCTHIO BBITYCKHHKA
MHCTUTYTA, C COBPEMEHHOMU KU3HBIO.

Baxneiieil 4YacTbl0 CEMHHAPCKOTO 3aHATHUS SBISIETCS OOCYXKIIEHHE
BOIpoCcOB. B 3aBucuMoctu oT GOpMBI 3aHATHUS MPENojiaBaTesib, chOpMYIUPOBAB
BOIIPOC, TMPEAjaraeT BBICTYNUTb SKENAOIIMM WM CAENaTh COOOIIEHUE
(pukcupoBaHHOE BBICTYIUICHUE), 3apaHee IOJATOTOBICHHOE OOYYaIOITHMCS.
Heob6xonuMo co3gaBath Ha ceMUHape aTtMocdepy TBOPUYECKOM JTUCKYCCHH,
KUBOT0, 3aMHTEPECOBAHHOTO 0OMeHa MHEHUsIMU. B Xolie cemuHapa BakHO, UTOOBI
oOyyaroiuecsi BHUMATEIbHO CIYIIATU U KPUTHYECKU OIEHUBAIU BBICTYIUICHUS
Kojuier. Jlist 3TOro mpenojaBarelilo HE CleayeT cpa3dy I0Ci€ BbICTYIUICHUS
oOyyarolierocss CcaMOMY YyKa3blBaThb Ha JOMYIIEHHbIE OMMOKU. Jlydie
MPEJOCTaBUTh 3TY BO3MOXHOCTh YYaCTHHKaM CeMHUHapckoro 3aHsaTusa. I[locie
00CYXJIEHHs OYepEeTHOTO BOIpOca MpenojaBarelib JOJKEH MOJIBECTH KpaTKHii
UTOT OOCYXXJICHUSI, yKa3aB Ha OOHAPYKUBIIMECS MPOOIEMbI U OIMIUOKN B 3HAHUSIX
00y4Jaromuxcs.

BaxxupiM  3TanmoM  ceMHMHapa  SBISETCA — 3aKJIIOYUTEIBHOE  CJIOBO
npenojaaBaress. B 3aki0unTeIbHOM CI0BE B KOHIIE CEMUHAPA MPENOaBaTEelNb;

a) MaeT OOIIYI0 OICHKY MPOIIEIIero 3aHsaTHs (YPOBEHb MOTOTOBICHHOCTH
oOyyaromuxcs K CEMUHApy, AaKTUBHOCTh YYAaCTHUKOB, CTENEHb YCBOCHUS
POOJIEMBI);

0) OCYyIIECTBISET aHAIW3 W OICHKY BBICTYIUICHHH, COOJIOMAs TPHU ITOM
O00BEKTUBHOCTb U UCKITIOUYUTEIbHYIO KOPPEKTHOCTH;

B) KPaTKO PAaCKpPBIBAET BOMPOCHI, HE MOJYYHBIINE ITYOOKOTO OCBEIICHUS Ha
CEMUHapE;

I) JaeT 3aJlaHue Ha JATbHEHIITYI0 CaMOCTOSATEIbHYIO PadoTy.
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B npakTuke npenogaBaHus MOJIYYUIN PACIPOCTPAHEHHUE PA3IUUYHbIE (DOPMBI
CEMUHAPCKUX 3aHATHUH.

Beibop ¢dopMBl  ceMHHApCKOTO  3aHATHUS  JOJDKEH  3aBUCETh  OT
MOATOTOBJIEHHOCTH TPYII, XapakTepa U COACPKaHUS 00CYKIaeMbIX BOIPOCOB, a
TaK)Ke TMeIaroruuyecKoro MacTepcTBa CaMoOTro IMpernojaBaTelis M TEeXHUYECKHX
BO3MOKHOCTEM.

JInst  akTUBU3AlMM  CaMOCTOSITETILHOM  JIESITENBHOCTH  O0YYaroIIMXCs
HEOOXOJMMO MPAKTUKOBATh HAa CEMHHAPCKHUX 3aHATUSAX OOCYXIEHUE ITOKJIAI0B,
MPOBEJICHUE JEJOBBIX WIp, pPa300p KOHKPETHBIX HSKOHOMUYECKUX CHUTYaIlUi,
pellleHre MPaKTHYECKUX 3a7ad, OPraHU30BBIBATh TECTUPOBAHHUE MO MPOUICHHBIM
TeMaM.

2.1.2. MeToaudeckre peKOMEHIAINH 110 MPOBEACHUIO HHTEPAKTHBHBIX
3aHIATUU

Haubonee cnoxnas (opma mnpoBeneHUs 3aHATHS — UHTEpakTUBHOE. OHO
TpeOyeT TPONCTBEHHOW B3aWMOCBSI3M. TMpenojaBaTelb — OO0ydaroluiics—
oOy4aromuiicsi. B 3ToM 3aHATHM BCE yYaCTHUKHU PABHBI M KaXKIblii UIMEET MPaBO Ha
cOOCTBEHHOE MHEHHUE 10 J000My BoIpocy. B 3ToMm 3akitouaercs BCsl CIIOKHOCTD
IpernojaBarens, TaKk KakK IMpU BCEOOIIEH «paBHOCTU», OH JOJDKEH HE3aMETHO
HaIpaBJIATh 3aHATHE B HYKHOM HAIpPABJIECHHH, YTOOBI B UTOTE Yy OOYyYarOIIMXCS
OCTaJIUCh BEPHBIE CYXACHHUS U MOHMMAaHHUE 3aKperuisieMoro Marepuana. s atoro
HE00X0IUMO:

- YETKO OIPEAEIUTD LEeIb 3aHATHS;

- IOATOTOBUTH Pa3IaTOYHBIA MaTepHUa;

- 00ecrneunTh TEXHUYECKOE 000PYyI0BAHMUE;

- 0003HaYEHbI YUYACTHUKU;

- OIPEJIETUTh OCHOBHBIE BOIIPOCHI, HX MOCIEI0BATEIbHOCTD;

- 10A00paTh NPAKTHYECKHE MPUMEPHI U3 )KU3HU.

B ydeOHOM mporuecce MOryT OBITh MCHOJIB30BaHbl T.H. «UHHOBAI[MOHHO-
NeJaroruueckue» TEXHOJOTUH, KpAaTKUE OIpeAeNIeHUs KOTOPBIX JaHbl HUXKE.
Kaxaplii nmpenopaBaTesnb ONpENENseT CaMOCTOATENBHO TEMY 3aHsATHH, Ooisee
OTBEYAIOIIYIO0 TOW WU UHOUN hopMe MTPOBEIACHUS.

UccnenoBarensckuii MeTon OOydeHHs — 3TO opraHu3auus OOydeHHs Ha
OCHOBE IIOMCKOBOM, IIO3HABATEJIbHON JAEATENIBHOCTH OOYyYarOIIMXCAd IyTEeM
IIOCTAHOBKM  IpPENoJaBaTelieM IO03HaBaTEIbHBIX W  MPAKTUYECKUX  3ajady,
TPeOYIOIIUX CAMOCTOSITEIBHOIO TBOpPYECKOTO pemeHus. OcHOBHas uzies
HCCJIEI0BATEIBCKOI0 METO/1a OOYUEHHS 3aKIII0YAETCA B UCIOJIb30BaHUN HAYYHOIO
M0/IX0/1a K PEUIEHUIO TOM WM MHOM y4yeOHOM 3aauu.

Camo00y4yeHre — MeToj, MpU KOTOPOM OOydaeMblii B3aMMOJAEHCTBYET C
oOpa3oBaTeIbHBIMH pPECypcaMd NP MUHHUMAJIBHOM YYacTHHM NpenofaBareis U
apyrux oOyuaembIx. [[nsi camooOydeHuss Ha 0a3e COBPEMEHHBIX TEXHOJIOTHM
XapaKTepeH MYJIbTUMEINA-TIOIXO/I, npu KOTOPOM UCIIOJIB3YIOTCS
oOpa3oBaTebHbIE PECYPChl: NEYATHBIE MaTepuasbl, ayJuo- U BHJIEOMaTEpHAaJIbI,
KOMITBIOTEPHBIE oOyuaroniue IPOrPaAMMBI, AIIEKTPOHHBIE Ky pHAaJIb,
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WHTEPAKTUBHBIC 0a3bl JAHHBIX U JPYTHE YUCOHBIE MaTEepPHAIIbI, JOCTABISICMBIE IO
KOMITBIOTEPHBIM CETSIM.

PabGota B ManbIx rpymnmax — 3TO OJHA M3 CaMbBIX TOIMYJISPHBIX CTPATETHH,
TaK Kak OHa JaeT BCeM OOYyaromuMcs BO3MOXXHOCTh yYacTBOBaTh B paboTe,
NPAKTHKOBATh HABBIKM  COTPYJAHHYECTBA, MEXKJIMYHOCTHOTO oOmeHus (B
JaCTHOCTH, YMEHHE aKTUBHO CIIYIAaTh, BRIpa0daThIBaTh 00IIee MHEHHUE, pa3periaTh
BO3HUKAIOIIUE PA3HOTIIACHS).

Case-study (aHann3 KOHKPETHBIX CHUTYaIllUi, CHTYallMOHHBIA aHAITN3)

MeTo aHanM3a KOHKPETHOM cUTyanuu (CUTYallMOHHBIM aHAJIW3, aHaln3
KOHKPETHBIX CHTyarwmid, Case-study) — »3To memarormyeckas TEXHOJIOTHS,
OCHOBAaHHass Ha MOJCITUPOBAHUU CHUTYallMd WM WCIOJIB30BaHUS pPeaTbHOU
CUTyallul B TIIEJIIX aHaW3a JAaHHOTO CJIy4asl, BBIABICHUS NPOOJIEM, IOUCKA
BTEPHATUBHBIX PEIICHUH W MMPUHSATHS ONTUMAJIBLHOTO PEIICHUS MPOOIIeM.

Ilens oOyuaeMbIX - TPOAHATU3WPOBATH JAHHBIC CHUTYallUd, HAllJICHHBIC
pENICHHsI, KCTIOIB30BaB MPHU ITOM MTPUOOPETEHHBIE TEOPETHUECKIE 3HAHUSI.

Huckyccust — popma yueOHON pabOTHI, B paMKax KOTOpPOM oOydaroiiuecs
BBICKA3BIBAIOT CBOE MHEHHE M0 TpoOjeMe, 3aJaHHON TIperojaBaTeseM.
[IpoBenenne mucKyccuid 1Mo MPOOJIEMHBIM BOMPOCAM TOJIpa3yMeBaeT HAIMCAHUE
00y4JarOIIMMICS TE3UCOB WK pedepaToB.

Jloknan (mpe3eHTanus) — myOJIMYIHOE COOOIIEHHUE, MPEACTABIISAIONIEE COOOM
pa3BepHYTOE W3IIOKEHUE OIPEACIICHHON TEMBbI, BOIpoca MporpamMmbl. Jlokman
MOXXET OBITh TPENCTaBICH pa3IUYHBIMU YYaCTHHKAMHU TMpOIecca OOydYeHUS:
mpernojaBareyieM, MNPUTIANICHHBIM  JKCIEPTOM,  OOyYaromuMmcsi, TPyIIOH
00y4Jaromuxcs.

Kpyrneiit cton — oauH w3 Haubonee 5>PGEKTUBHBIX CIOCOOOB s
00CYXJIEHUS OCTPBIX, CIOKHBIX M aKTyaJIbHBIX HA TEKYIIUHA MOMEHT BOIPOCOB B
1000 nmpodeccrnoHanbHOM cepe, 0OMEeHa OIBITOM M TBOPUYECKUX MHUITUATHB.

Dcce — 3TO COYMHEHHUEe-paccykjaeHue HeOoIbIoro oobemMa co CBOOOIHOU
KOMITO3UIINEH, BRIPAXKAIONIEE WHIUBUYATbHBIC BIECYATICHUS U COOOPAKEHHUS IO
KOHKPETHOMY TIOBOJy WJIM BOIPOCY W 3aBEAOMO HE TMpETeHAYIoMEee Ha
OTIPEISIISIFOIIYTO FITA MCYCPITHIBAIONIYIO TPAKTOBKY MPEAMETA.

HNuTepakTnBHOE 00YYEHHE TO3BOJSIET pemiaTh OJHOBPEMEHHO HECKOJIBKO
3a/1a4, TJIABHOW M3 KOTOPBIX SIBJISIETCS Pa3BUTHE KOMMYHHWKATUBHBIX YMEHUH H
HaBBIKOB. JlaHHOEe O0Oy4YeHHWE TIOMOTaeT YCTAHOBJICHHUIO AMOITMOHAIBHBIX
KOHTaKTOB MEXIy YYaIllUMHCS, OOecTleunBacT BOCHUTATEIBHYIO 3a/ady,
MMOCKOJIBKY TIpuyd4aeT paboTaTh B KOMaHE, MPUCIYIIUBATHCS K MHEHUIO CBOMX
TOoBapHIel, 00eCIIeYnBaeT BHICOKYIO MOTHUBAIIHIO, IIPOYHOCTH 3HAHUH, TBOPUYECTBO
1 (haHTa3M0, KOMMYHHUKA0EITbHOCTh, AKTUBHYIO KH3HEHHYIO TTO3HUIINIO, TICHHOCTH
WHINBUIYaTbHOCTH, CBOOOMYy CaMOBBIPQKEHHUS, aKIEHT Ha JeATeIbHOCTD,
B3aMMOYBa)KCHUE U JEMOKPATHIHOCTb.

2.1.3. Mertoauuecknue peKOMEHAAIMU 110 KOHTPOJIIO YCIIEBAEMOCTH

2.1.3.1. Tekymas arrecrarus (TEKyIHH KOHTPOJIb) YPOBHS YCBOCHUS
coJiepKaHusl y4eOHON AUCIUTIITUHBI
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Tekymas arrectanus (TEKyIIMil KOHTPOJIb) YPOBHS YCBOCHUS COJEPIKAHUS
JTUCIHUIUTMHBL PEKOMEHIYeTCsl TIPOBOJIUTh B XOJI€ BCEX BUJOB YUYCOHBIX 3aHSATUM
METOJJaMH YCTHOTO W TMHUCBMEHHOTro ompoca (paboT), B mpoiecce BBICTYIUICHHH
00yJaronmxcs Ha CeMUHAPCKUX (NMPAKTHUECKHUX) 3aHATHIX M 3allUTHI pedepaTos,
a TaK>Ke€ METOJIOM T€CTUPOBAHUS.

KagecTBo mHMCBbMEHHBIX pPabOT OIGHMBACTCA WCXOJAS M3 TOro, dTO
oOyyaromuecs:

- BBIOpAJIM ¥ MCTOJIb30Badu (OPMY U CTUIIb U3J0KEHUS, COOTBETCTBYIOIIKE
LEJISIM U COACPKAHUIO TUCIUTUINHEI;

- IPUMEHWIU CBA3AHHYIO C TeMOW HH(OpMAIMIO, UCHOJIB3YysS HPU 3TOM
MOHATUHHBIN anmapaT CIenyanrucTa B JaHHOW 00J1acTH;

- TPEICTABWINA CTPYKTYPUPOBAHHBIA W TPAMOTHO HAIMHWCAHHBIA TEKCT,
HMMEIOIINI CBSI3HOE COJIEpKaHUE.

2.1.3.2. TIpomexyTo4Has aTTecTanus (MTOTOBBIA KOHTPOJIb) YPOBHSI
YCBOCHUS COJIEPIKAHMS YICOHOU TUCITUTUTHHBI

[TpomexyTouHast artectanusi (MTOTOBBIH KOHTPOJIb) MPOBOAUTCS B (hopMme
3ayeTa B XOJ¢ 3UMHEH (JICTHEW) 3K3aMCHAIMOHHONW CECCHH C BBICTABICHHEM
UTOTOBOM OIeHKM To gucuumuinHe. K 3adery nomyckarorcs oOydaromuecs,
YCIICIIHO  BBIMOJIHUBIINE BCE BHUIBl OTYETHOCTH, NPEAYCMOTPEHHBIE IIO
JTUCHUIUIMHE Y4eOHBIM IUTaHOM. B Xoze 3auera mpoBepsieTCs CTENEHb YCBOCHHS
Marepuana, yMEHUE TBOPUYECKH M MOCJIEA0BATEIILHO, YETKO U KPATKO OTBEYATh Ha
MOCTABJICHHBIE BOMPOCHI, JeJlaTh KOHKPETHbIE BBIBOALI U (HOPMYIUPOBATH
000OCHOBaHHBIE TMpemsiokeHus. HToroBas oOIeHKa OXBaThIBA€T IMPOBEPKY
JOCTMKECHUSI BCEX 3asBJICHHBIX LIEJIEN M3YUYEHUs] JUCHHUIUIMHBI U TPOBOAUTCS IS
KOHTPOJISI YPOBHSI MOHUMAaHUS OOYYarOIIUMUCS CBSA3EH MEXKIY Pa3INYHBIMU €€
3JIEMEHTaMH.

B xo1e UTOroBOro KOHTPOJIS aKIEHT JIeNaeTCsl Ha MIPOBEPKY CIIOCOOHOCTEM
0o0y4Yaromuxcs K TBOPUYECKOMY MBIIUICHUIO W HCIOJIb30BAHUIO MOHITUHHOTO
anmapata JUCHMIUIMHBI B peUIeHHH  NpOoQPECcCHOHATBHBIX  3ajad 1o
COOTBETCTBYIOIIEH CIEIUATBHOCTH.

2.1.3.3. Kputepun orieHKH Y4eOHBIX TOCTHKCHHUHN 00yJarOIIIXCs

KauecTBo oTBeTOB W perieHus 3amad  (3a7aHuii) OICHUBAIOTCS Ha
KOTIIMIHOY», «XOPOIIIO», KyTOBICTBOPUTEIHLHO» U KHEYOBICTBOPUTEIHHOY.

Or1ieHKa €OTIMIHO» BBICTABIISICTCS] 00YYArOIIeMYCsl, CITH:

- TaHBl MCYEPIBIBAIOIINAE U 00OCHOBAHHBIC OTBETHI Ha BCE IMOCTABJICHHBIC
BOMPOCHI, MPABWJIBHO M pPAaIMOHAIBHO (C WCIOJIb30BAaHHUEM paIlMOHATBHBIX
METOJTUK) PEIICHBI COOTBETCTBYIOIINE 3aaYH;

- B OTBETaX BBIJCIISAIOCH IIABHOE, BCE TECOPETHUCCKHUE IOJIOKCHUS YMEIO
YBSI3BIBAINCH C TPEOOBAHUSIMH PYKOBOISIIHNX JTOKYMCHTOB;
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- OTBETHI ObUITM YETKUMU M KPAaTKUMHU, & MBICIU HU3Jarajiuch B JIOTUYECKOU
MOCJIEOBATENBHOCTH;

- MOKa3aHO YMEHHE CaMOCTOSTENIbHO aHaJIN3UpOBaTh (aKThl, COOBITHA,
SIBJICHUSI, TIPOIIECCHI B X B3aUMOCBSI3U U JUATEKTUYECKOM Pa3BUTHH.

OneHka «X0poIIo» BBICTABISAETCA 00y4aromeMycs, €CIIu:

- JaHbl TOJIHBIE, JOCTATOYHO OOOCHOBAaHHBIE OTBEThl Ha IIOCTABIICHHbBIC
BOIPOCHI, MPABUIIBHO PELIEHBI MPAKTUYECKUE 3a1aHus;

- B OTBETaX HE BCErJa BBIACIIOCh TJABHOE, OTHENbHbIC MOJOXKEHUS
HEJIOCTATOYHO YBSI3BIBAIIUCH C TPEOOBAHUAMHU PYKOBOASIIUX JOKYMEHTOB, MpPH
pelIeHUH TNPAKTUYECKUX 3a7ad He BCErja HCIOJb30BAIUCh pallMOHATbHbIE
METOJIMKU PACUYETOB,;

- OTBETHI B OCHOBHOM OBLIM KPATKUMH, HO HE BCETJ]a YETKUMHU.

OneHka «yTOBJIETBOPUTEIBLHO» BBICTABIISAECTCA 00yYaIOIEMYCsl, €CJIH

- JaHbl B OCHOBHOM TMPaBUJIbHBIE OTBETHl HAa BCE MOCTABJICHHBIE BOIPOCHI,
HO 0€3 JOJDKHOM IIyOMHBI U OOOCHOBAHUS, MPU PEUICHUU MPAKTUYECKHUX 3ajad
00y4Yaromuiicsi MCIOJIb30BaT MPEKHUM OMBIT U HE MPUMEHSUT HOBBIE METOAUKHU
BBITIOJTHEHUSI PAcy€ToOB, OJHAKO HA YTOYHSIONIME BOMPOCHI JIaHbl B IIEJIOM
MPaBUJIbHBIC OTBETHI;

- MPU OTBETAX HE BBIJIECTSIOCH TJIABHOE,;

- OTBETHl OBUIM MHOT'OCIIOBHBIMHM, HEUETKUMU U 0€3 JOJKHOM JIOTHYECKOU
MOCJIEJOBATENbHOCTH;

- Ha OTJEJbHBIC JONOJHUTEIbHBIE BOIPOCHl HE JIaHbl MOJIOKUTEIbHbBIE
OTBETHI.

OneHka «HEeyIOBJIETBOPUTEIBHO» BBICTABISIETCS O0OYyYarOIIEMYCs, €CIU He
BBITIOJTHEHBI TPEOOBaHUS, COOTBETCTBYIOIIHE OLICHKE «Yy/I0BJIETBOPUTEIHHO.

2.2. MeTtoauieckue yka3aHus 00yJaromuMcs

[IponyKTUBHOCTb YCBOEHUSI Y4€OHOr0 MaTtepualia BO MHOTOM OMpeeNseTcs
MHTEHCUBHOCTHIO M KAa4eCTBOM CaMOCTOSITEJIbHOM paldOThl 00ydaromierocs.
CamocrodrenbHas pabota nmpeanojaraeT GoOpMUpPOBaHKUE KYJIbTYpbl YMCTBEHHOI'O
TPyJa, CaMOCTOSITEIbHOCTH M MHUIIMATUBBI B MOUCKE W MPUOOPETEHUU 3HAHUIA,
3aKperieHue 3HaHUW U HABBIKOB, MOJYYEHHBIX HA BCEX BUJAX YUEOHBIX 3aHSATH,
MOATOTOBKY K MPEJCTOSIIINM 3aHSATUSIM, SK3aMEHAM; BBINOJIHEHUE KOHTPOJIbHBIX
paboT.

CamocTosTeNnbHBIN TPY/ pa3BUBAET TAKUE KAU€CTBA, KAK OPTraHU30BAHHOCTH,
JTUCHUILTMHUPOBAHHOCTD, BOJIIO, YIOPCTBO B JOCTHXKEHUU TOCTaBICHHOW €,
BbIpa0aThiBa€T  yMEHUE  aHamuM3upoBaTh  (AaKTBl W SIBJICHUSA,  YYUT
CaMOCTOSITEJIbHOMY MBIIUICHUIO, YTO TMPUBOJUT K PA3BUTHI0O U CO3/IaHUIO
COOCTBEHHOIO MHEHUS, CBOMX B3TJIAJIOB. YMEHUE padoTaTh CaMOCTOSITEIHHO
HEOOXOJUMO HE TOJBKO [Ji YCHEIIHOTO YCBOCHHUS COJEpX aHUS YYEOHOM
MpOrpaMMBbl, HO U JJIsI TaJIbHEUIIIe TBOPUECKOU eI TEHLHOCTH.

OCHOBY caMOCTOATENBHOM PabOThI 00ydYarOIIErocsi COCTaBisgeT paboTa ¢
y4eOHOW U HAyYHOU JTUTEpaTypoil. M3 ombiTa paboThl ¢ KHUTOM (TEKCTOM) ClieayeT
ompeAeieHHas  IOCJIEA0BAaTeIbHOCTh  JIEMCTBUH, KOTOPOM  IIeIecoO0pa3Ho
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npuaepxkuBaTbest. CHauana npoYnTaTh BECh TEKCT B ObICTpoM TemIie. Llens Takoro
YTEHMsI 3aKJII0YaeTcs B TOM, 4YTOOBI co3daTh oOIIee mpeacTa"BICHHE 00
n3ydaeMoM (HE 3allOMHHATH, a IOHATH OOIIMA CMBICI TPOYHTAHHOTO). 3aTeM
MPOYUTATh BTOPUYHO, 00Jiee MEIJIEHHO, YTOOBl B XOJ€ UTEHHS TMOHSITh M
3alOMHHUTB CMBICT KaXKJ10H (hpasbl, KaXkKJA0ro MOJI0KEHUSI U BOIPOCa B LIETIOM.

UreHne NOPUHOCUT TOJB3Y H CTAHOBUTCA NPOAYKTHMBHBIM, KOIJAa
COMPOBOXKJIAETCA 3aMUCAMHU. ITO MOXKET ObITh COCTABIICHHE IJIaHA MPOYUTAHHOIO
TEKCTA, TE3UCHI WIIM BBIITUCKU, KOHCIIEKTUPOBAHUE U JIP.

Bri0op Bua 3amucu 3aBUCUT OT XapaKTepa U3y4yaeMoro MaTepuania v meieu
pabOThI C HUM.

Ecnu conmepkanue marepuaiia HECIOXKHOE, JIETKO YCBAMBAEMOE, MOKHO
OTPAaHUYUTHCS] COCTABICHUEM IJIaHA.

Ecnau maTepuan conepXUT HOBYIO M TPYJHO yCBaMBaeMylo HH(pOpMAIIUIO,
1enecoo0pa3Ho ero 3aKOHCHEKTUPOBaTh. Pe3yiabTaThl KOHCHEKTUPOBAHUS MOTYT
OBITH MPEJICTABIICHBI B PA3JIMYHBIX (OpPMaXx.

[T1an — 3TO cXeMa MPOYUTAHHOTO MaTepHala, KpaTkuid (WiId TMOApOOHBIN)
MIEPEYCHb BOMPOCOB, OTPAKAOIINUX CTPYKTYPY H MOCIEIOBATEILHOCTh MaTEPUAA.
[ToapoOHO cocTaBIEeHHBIH IIJIaH BIIOJIHE 3aMEHSIET KOHCITEKT.

KoHCrekT — 3TO cHCTEMAaTU3MPOBAHHOE, JIOTUYHOE H3JI0°KEHUE MaTepualia
WCTOYHHUKA. Pa3nnyaroTcs 4eThIpe TUIIa KOHCIEKTOB.

[lmaH-KOHCIIEKT — 3TO Pa3BEPHYTHIM ACTAIM3UPOBAHHBIN IUIAH, B KOTOPOM
JIOCTAaTOYHO TMOJPOOHBIEC 3aMKHCH MPUBOJATCS MO TEM IYHKTaM IUIaHa, KOTOPBIE
HYXJAIOTCS B TIOSICHCHUU.

TexkcTyanbHbIE KOHCHEKT — 93TO BOCIPOU3BEACHUE HauOojee BaXKHBIX
MOJIOKEHUM U (PAKTOB UCTOUHHKA.
CBOOOIHBIN KOHCIEKT — ATO YETKO M KpaTrko cHOpMyIUpOBAHHBIC

(PISJIO)I(CHHBIG) OCHOBHBIC ITIOJIOKCHHA B PC3YJIbTAaTeC FJ'IY6OKOFO OCMBICJIMBAHUA
Marcpuaia. B Hem MOIr'yT NPHCYTCTBOBATH BBIIIMCKH, LOMUTAThI, TC3UCHI, 4YaCThb
MaTcpuajia MOXCT OBITH npcacraBjICHa IIJIaHOM.

TeMaTHueCKUil KOHCIIEKT — COCTaBISETCS Ha OCHOBE H3YyYEHHUS psjia
HUCTOYHUKOB M JaeT 0oJice MIIM MEHEE MCUCPIBIBAIOIINI OTBET MO KAKOH-TO CXeMe
(Bompocy).

B mponecce u3ydyeHus marTepuana HCTOYHMKA, COCTABICHMS KOHCIEKTA
HY>KHO 0053aTeJIbHO MPUMEHATh Pa3IU4HbIE BBIICIEHUS, TI0J13ar0JIOBKH, CO3/1aBast
OJIOUHYIO CTPYKTYpPY KOHCHEKTa. DTO JEJaeT KOHCIEKT JIETKO BOCIPUHUMAEMBIM,
yIO0OHBIM 17151 paOOTHI.

[ToaroroBka Kk CEMUHAPCKOMY 3aHITHIO BKJIIOYAET 2 JTarma;

1#1 — opraHU3aIMOHHBIN;

2i1 - 3aKpemieHne U yriayOaeHue TEOPETUUECKUX 3HAHUM.

Ha mnepBom »sTame oOyd4arouiuiicss IUIaHUPYET CBOK CaMOCTOSTEIbHYIO
paboTy, KoTopasi BKJIIOYAeT:

- YSICHEHUE 3aJJaHUsI HA CAMOCTOSITENIbHYIO padoTy;

- IOJ00p PEKOMEHI0BAHHOM JIUTEPATYPHI;

- COCTaBJICHUE IIJIaHA pa0OThI, B KOTOPOM OMNPEIEISIIOTCS OCHOBHBIE ITYHKTHI
MPEACTOSALIEN MOATOTOBKH.



30

CocraBiieHHe TUIaHA TUCHMUIUIMHUPYET W TMOBBIIIAET OPraHU30BAaHHOCTH B
pabore.

BTopoii 3Tan BKIIIOYaeT HEMOCPEICTBEHHYIO MOJATOTOBKY OO0Yy4Yaromierocs K
3aHATMI0. HauyumHate HaAO0 C U3YYEHHUS] PEKOMEHJIOBAHHOW JHUTEpaTyphl.
Heob6xoquMo MOMHHTB, YTO Ha JIGKIMU OOBIYHO paccMaTpUBaeTCsl HE BECh
Martepuall, a TOJbKO ero yacTb. OcTalibHasl €ro 4acTh BOCIIOJHSIETCS B Mpoliecce
CaMOCTOSITEIbHOM paboThl. B cBs3u ¢ 3TUM paboTa € PEKOMEH/I0BAHHOM
nuTepaTypoi obsi3arenbHa. Oco0oe BHUMAaHUE MPU 3TOM HEOOXOIUMO OOpaTUTh
Ha COJIepKaHUE OCHOBHBIX MOJIOKEHUUW U BBIBOJIOB, OOBACHEHHUE SIBJICHUU U
(hakToB, ySICHEHUE MPaKTUYECKOT0 MPUIOKEHUS paccMaTpUBaEMbIX
TEOpPETUYECKUX BOMPOCOB. B mporecce 3Toil paboOThl 00ydYarOMIMICS TOTKEH
CTPEMUTHCS TOHSTh M 3allOMHUTh OCHOBHBIE TOJIOKEHUSI PACCMATPUBAEMOIO
Marepualna, MpUMEphbl, MOSCHSIIIME €ro, a Takke pa3ooparbcsi B
WJUTIOCTPATUBHOM MaTepHae.

3akaHYMBATh MOJATOTOBKY CJIEyeT COCTaBIICHHEM IUIaHa (KOHCIIEKTa) IIOo
H3y4aeMOMY Martepuany (Bompocy). Ot1o0 MO3BOJISIET COCTaBUTH
KOHIICHTPUPOBAHHOE, C)KATOE MPEJCTABICHNUE MO U3y4YaeMbIM BOIIPOCAM.

B nmpomecce mMOATOTOBKM K  3aHSATUSAM  PEKOMEHIYETCS  B3aMMHOE
oOcyXaeHue marepuana, BO BpPeMsi KOTOPOTO 3aKPEIUISIIOTCS 3HAHUS, a TakKXKe
npuoOperaeTcsl MpPakTUKa B HM3J0KEHUU M Pa3bICHEHUU TMOJYYCHHBIX 3HAHUMH,
pa3BUBAETCS PEUb.

I[Ipu HeoOxoauMoOCTH cienyeT oOpaliatbesl 3a KOHCYJbTallued K
npenojaaBaTento. Mnas Ha KOHCYNbTalMI0, HEOOXOAMMO XOPOIIO MPOIyMaTh
BOIIPOCHI, KOTOPBIE TPEOYIOT Pa3bsICHEHUS.

B nauane 3ansaTus o0ydaromnyecs: moja pykoBOACTBOM MpenojiaBaTeis 0osee
INIyOOKO OCMBICIIMBAIOT TEOPETUYECKHE TMOJOXKEHUST IO TeMe 3aHATHS,
PACKpBIBAIOT U OOBSICHAIOT OCHOBHBIE sIBJI€HUA U (akThl. B mpoiiecce TBOpUECKOTro
0o0CYXJeHUsS W JUCKYCCHUU BBHIPAOATHIBAIOTCS YMEHHS UM HaBBIKA MCHOJb30BaTh
MpUOOPETEHHBIC 3HAHUS JIJIsl PEIICHUS MPAKTUYECKUX 3a/1au.



