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1. IPAKTHYECKHUE U UTHTEPAKTUBHBIE 3AHATUSA
IO JMCHUIIVINHE

OI1. 05 JlokyMeHTAIIMOHHOE 00ECIIEUECHNE YVIIPABJICHUS
(MHICKC, HANMEHOBAHUE JTUCITUTLTHHE )

1.1. IlnaHpl NPAKTHYECKUX 3AHSATHIH MO JMCHHUILIAHE

Tema 1. CyniHoCTh IOKYMEHTAIMOHHOTO 00ECIIEYEHUs YIIPABICHUS - OUHAS
dbopma — 2 yaca

Cooepoicanue: TIOHIATUS «UHPOPMAIUI» U «JTOKyMEHT». Ponp mHpopMauu
B COIMAIbHO-DKOHOMHUYECKHUX Mpoiieccax. [lomm@yHKIMOHATBHOCTh JOKYMEHTA.
NupopmanronHas, KOMMYHHKaTHBHas, colyaibHas, KyJIbTypHas,
ylpaBJ€HYECKas, IpaBOBas, HCTOpUYECKass M Jpyrue (yHKUHUU JOKYMEHTOB.
[lonssTue o pAoKyMeHTUpoBaHUU. OCHOBHBIE CHOCOOBI JTOKYMEHTHPOBAHMSL.
MartepuanbHble HOCUTEIM HHQOpPMAIMM U HUX BIMSHUE HA JOJIOBEYHOCTb U
COXPAHHOCTb  JIOKYMEHTA. 3aKOHOAATEJIbHBbIE  aAKThl, PErJaMEHTHPYIOIINE
OpraHm3anuio paboTel € JOKyMEHTHpoBaHHOW wuHGpopMmanueil. HopmaruHo-
METOJIMYECKUE JOKYMEHTHI, PETIIAMEHTUPYIOIINE TOPSAIOK BBIIAYM M TPEOOBAHUS
K OQOpPMJICHHIO KOMHA B OpraHU3alusiX, KOTOPBIE SBISAIOTCA aBTOPAMHU
JOKYMEHTOB. OcHoBHBIE HOpPMaTHBHBIC aKThl,  PETJIAMEHTUPYIOIIUE
JOKYMEHTUPOBaHHUE YIIPaBICHYECKOM EATEIHHOCTH.

Bompocsr:

1. CymHocTs nHGOPMAIIHN U JJOKYMEHTA;

2. OyHKIUU TOKYMCHTA;

3. [TonsiTue 1 crtocoObI TOKYMEHTUPOBAHUS;

4. Hocurenn undopmaruu;

5. HopmatuBHBIE  aKTBl, pETIAMCHTHUPYIOIIWE  JOKYMEHTHPOBAHUE
YIPABJICHUYCCKON JIEATECITLHOCTH.

Juckycceus mo noknaaam:

1 . lenompou3BoACTBO B AopeBoonnonHoun Poccnn (1o 1917 1.):

- OT MOSBJICHUS MEPBHIX JOKYMEHTOB JIO MPUKA3HOTO JACIONpOn3BoacTBa (X-
XV BB.);

- koseskckoe Aenornpon3Boactso (XVIII B.);

- MHHHCTEPCKOe  (MCIOJHHTENIbHOE) aenornpou3BoacTBo  (XIX-Hauamo
XXB.).

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

- OT Pa3pO3HEHHBIX YCHUJUH 10 YIOPSAOYCHUIO ACIIONPOU3BOJICTBA 0O
pa3paboTku EnuHOM rocyaapcTBEHHOM CHCTEMBbI JenomnpousBoactBa (1917-
1973rr.);

- OT TPAAUIMOHHOTO JICJOMPOM3BOACTBA K  JIOKYMEHTaIlMOHHOMY
00€eCIeyeHnI0 yIpaBIeHUS.

3. CoBpeMeHHOE POCCHIICKOE JIETOMPOU3BOICTBO.



TeMbl JOKIaI0B:
1. Dramnel pa3BUTHS J€10MPOU3BOACTBA B Poccum.

Tema 2. VYnpasneHueckas nokyMeHTanusa. DPyHKIMH YyOPaBIECHYECKOU
JOKYMEHTAIMH. YHUPHUIIMPOBAHHBIE CUCTEMBI YIIPaBICHYECKON HOKYMEHTAIIMH —
ouHas (popma — 2 gaca

COOQprCClHue.' XApPaKTCPUCTHKA U COCTAB OPraHHU3allMOHHBIX MOKYMCHTOB.
XapaKTepI/ICTI/IKa N COCTaB pACIIOpAAUTCIIBHBIX JOKYMCHTOB. XapaKTepI/ICTI/IKa 141

cocTaB  MH(MOPMAIIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB.  YHU(UKauig U
cranaaptuzanus.  [loHstne  «cucrema  JOKyMEHTaluu», €€  MNpU3HAKU.
QOyHKIMOHAIIBHBIE W  OTPAacClEBbIE CHCTEMBI JOKYMEHTALIUH. [Tonsatue

«yHU(UIUPOBAaHHAs CHUCTEMa JIOKyMEHTalUUW». [ 0CyJapCTBEHHbIE CTaHIApThl Ha
YHU(ULUPOBAHHBIE CHUCTEMBl JOKYMEHTAllMW, pErjlaMeHTUpYIoue OO0Iue
IpaBwia uUX pa3paboTkn U nocTpoeHus (¢opmyisapa-oopasna. [lonsartue
«yHUu(uIpoBaHHbIE (OPMBI JOKYMEHTOB. OOLIEPOCCUNCKME U OTpacieBble
yHU(ULIHPOBAHHBIE (OPMBI JOKYMEHTOB; YHU(UIUPOBAHHBIE (POPMBI JOKYMEHTOB
MpEeANpUATHS, MOPSAOK X BBEACHUS B AeiicTBue. Pacnpenenenue cocraBa BUAOB
U Pa3HOBUJHOCTEM JOKYMEHTOB OIPENEIEHHOTO KOMILIEKCA [0 3ajadaMm
ynpasienus. Buael konui. TpeOoBaHus K O(QOPMIEHHIO pa3IMYHBIX BHUIOB
KON JOKYMEHTOB. HopmarueHo-MeToanueckue JOKYMEHTHI,
perJaMeHTUpYIOIIUE MOPSAOK BbIIaYyd U TpeOoBaHHUA K OQOPMIICHHIO KOMUH B
OpraHu3aLMsIX, KOTOPBIE SBJISIOTCS aBTOPAMU JOKYMEHTOB.

Bomnpocksr:

1. XapakTepuCTUKa U COCTaB OPraHU3AIMOHHBIX, PACTIOPSIUTEIBHBIX U
MH(POPMAITMOHHO-CIIPABOYHBIX JJOKYMEHTOB;

2. YHubuKamms u CTaHIapTH3AIUS JOKYMEHTOB;

3. CymHOCTh yHH(PHUITUPOBAHHOW CUCTEMBI TOKYMEHTAITHH.

3amanue:

1. CocraBbre cxemy «CTpyKTypa 3aKOHOJATEIbHOW W HOPMATUBHOM Oa3bl
JEJONPOU3BOJICTBAY.

2. CoctaBbTe cxembl «CTpykTypa ciryx0b1 JIOY manoii / cpeaneit / kpymHoi
OpraHu3aLN

3. CocraBnenure N0HKHOCTHON HHCTPYKITUY PAOOTHUKA;

4. Cocrayienus Tabenst popM T0KyMEHTOB, IPUMEHIEMBIX B OPTaHU3AIIHH.

TeMmbl 1OKIa710B:

1. Knaccudukanus ynpaBieHU€CKUX JOKYMEHTOB IO COIEPKAHUIO;

2. Knaccudukamusi ~ ympaBl€HYECKUX  JIOKYMEHTOB o  BHJIaM
JESTEIbHOCTH.
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Tema 3. IloHsATHe «pPEKBHU3UT JOKyMeHTa». (CXxema pacHoJIOKEHUS H
XapaKTepUCTHKa PEKBU3UTOB — OYHas opma — 1 yac

Cooeporcanue: TIOHATUE  «PEKBU3UT». llocTOsSHHBIE M TIE€pPEMEHHBIE
PEKBU3UTHI, MOPAJOK UX HAHECEHUS INPU COCTABJICHUHU JIOKyMEHTa WIH padoTe C
HuM. [IpaBuna odopmiaeHUs peKBU3UTOB. YTIJIOBOE U MPOJIOJIBHOE PACHOIOKEHUE
PEKBU3UTOB JOKyMeHTa. CTpyKTypa TOKyMEHTA.

Bormpocsr:

1. [onsiTre 1 BUABI PEKBU3UTOB;

2. [IpaBuita o(hopMIICHUST PEKBU3UTOB;
3. PacnionosxeHue peKBU3UTOB.

3amanus

1. CoctaBuTh 001K OJIAHK KOHKPETHOM OPraHU3alyy C MPOJOJBbHBIM U
YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB Ha (hopmate A4.

2. CoctaBuTh OMaHK KOHKpETHOTO Buaa. CocTaBUTH OJMAHK CTPYKTYPHOTO
MO/Ipa3ieNIEHUs] OpraHU3alui WK JOJKHOCTHOTO JIUIA.

Hcxonuble mapameTpsl Aj11 0popMIIeHUS OJIaHKOB:

Opranu3aius — o0ECTBO C OTPAaHUYEHHOM OTBETCTBEHHOCTHIO «Bepcainby;

CrpykTypHoe nozipazaenenue — ciayxoa JI0VY;

JIOJDKHOCTHOE JIMLIO — FEHEPAIIBHBIN TUPEKTOP;

CnpaBouHbie JaHHBIE 00 opranu3ainuu — r. Boponex, yin. Mupa, 14, od. 16,

ten. 220-90-45, dakc 245-37-47;

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

1. TapanTHiiHOE MUCHMO — 3TO:

A) OKyMEHT, COOOWIAIOMIMKA O TNPHOIMKEHUH, YCKOPEHHH, HCTCUYCHUH
CpOKa MCHOJHEHUSI KAKOT0-IH00 AeCTBUS

B) nokymeHT, copepikarniuii mpuriameHue Ha MEpPOTIPUSITHES

C) NAOKyMeHT, B KOTOPOM TapaHTHPYeTCsl OIJIATA BbINOJHEHHOMH
padoThI UM NPeIoCTAB/IeHHE Yero-Jinoo (padoTpl, NOMeIeHUus 1 T./1.)

D) noxyMeHT, TOATBEP K IAIOIIHNI TOTyYCHUE IICHHOCTEH

2. JlaiiTe omnpenesieHre TOKyMEHTa:

A) MarepuajJbHbIi 00beKT ¢ wuHHpopManueil, 3apuUKCHPOBAHHOI
CO3JaHHBIM YeJ0BEKOM CIOCO00M, JJs e€é mepesayd BO BpPEMEHH H
NPOCTPAHCTBE

B) cOBOKYITHOCTH pEKBU3UTOB O(PHUIIMAIEHOTO TUCEMa

C) cTaHIapTHOE PACIIOJIOKEHHE MaTepHaia

D) texct

3. Maiite onpenenenue Gpopmysipa-odpasiia:

A) COBOKYITHOCTh PEKBU3UTOB JICIIOBOTO MTUCbMa
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B) COBOKYIHOCTH Pacno/I0:KeHHbIX B onpeieleHHOM
MOCJIe/I0BATELHOCTH  PEKBU3UTOB, MNPUCYIIMX  BCeM  JOKYMeHTaM
onpeieIeHHON CHCTeMBbI IOKYMEHTALMHI

C) COBOKYITHOCTB PEKBU3UTOB MPUKa3a

D) cOBOKYITHOCTh PEKBU3UTOB aKTa

4. JlenonpowusBOACTBO - 3TO:

A) paBmibHOE 0(hOpMIICHHE TOKYMEHTOB.

B) opranu3zaiust TokyMeHTOO0OPOTA B yUPEKICHHH.

C)  COBOKYMHOCTh  JOKYMEHTOB,  OTP@KAIOIIMX  YIPABICHYCCKYIO
NEeSATEIBbHOCTD YUPEIKICHUS.

D) coBOKYymHOCTH PpaGoT MO JAOKYMEHTHPOBAHHUIO JIeSITEJILHOCTH
yIpaBJIeHUS U 110 OPTraHU3aLMUH JIOKYMEHTOB B y4YpeKIeHHHU.

5. Kakas ¢pyHKIMSI OTHOCUTCS K OOIIUM (PYHKITUSIM JOKYMEHTA!

A) o0ImeKynbTypHas;

B) undopmanmnonnasn;

C) npaBoBas;

D) ynopsimounBaromasi.

6. JlIokyMeHTaIIMOHHOE 00eCIIeYeHUE YIIPaBICHUSI — ITO:

A) mporecc yCTaHOBJICHUS ¥ TPUMEHEHHS TIPABHJI C LENBIO YIIOPSIOYCHHSI
TESITEIbHOCTH B JICIIONPOU3BOICTBE.

B) nmesTenrbHOCTH anmmapaTa ympaBJieHHsl, 0XBATHIBAKOIAs BOMPOCHI
JOKYMEHTHPOBAHUS U OPraHU3aluu padoThI ¢ JOKYMEHTaAMM.

C) COBOKYNHOCTH JOKYMEHTOB, MPHUMEHSICMBIX B OMNpEACICHHOU cdepe
JeSITeTLHOCTH.

D) COBOKYHNHOCTh pPEKBH3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C
bopMyISIpOM JOKYMEHTA.

7. VYKaxuTe OTIMYUTEIHLHOE CBOMCTBO JOKYMEHTA:

A) KONHUIHOCTB;

B) ropuauyeckasi cuia;

C) MHOKECTBEHHOCTb;

D) TouHOCTB.

8. Komnexckoe 1emonpon3BoACTBO - 3TO

A) pa6oTa ¢ TOKyMeHTaMH, TPOBOANBIIANCS B KOJLJIETHSIX

B) paGoTa ¢ noxymeHTaMu, MPOBOIMBILASICS B TPUKa3aX

C) pabora ¢ JoKyMeHTaMu, MPoBOAUBIIasIcS B COBETCKUX YUPSIKICHHUIX

D) pabota ¢ ToKyMeHTaMH, TIPOBOIMBINASCS B MUHICTEPCTBAX

9. HazoBute pABa OCHOBHBIX ¢opMara, Ha KOTOPbIX OGOPMIISIOTCA
noxkymeHTbl OPJ]

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. HazoBure HOpMaTHBHBIN JOKYMEHT, Ha OCHOBaHHMM KOTOPOTO
opopmisitoTcst TokyMeHTh OPJ]

A) HHCTPYKIHS 1O AETONPOU3BOJICTBY
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B) mostosxkenne 06 apxuBHOM (hoHte PO

C) I'OCT 6.30.-2003

D) I'OCT 16.48.7-70

11. O6s3aTenpHBIA MPU3HAK HA JOKYMEHTE, YCTaHOBJICHHBIH 3aKOHOM —
3TO

A) uHTEpBa

B) pexkBu3uT

C) mosnoxenue TadysTopa

D) smb6nema

12. OxapakTepusyiiTe ¢ TOYKH 3pCHHS MPUHAIICKHOCTH K PEKBU3UTAM
cnenyromuit pparment: OO0 HHGOPMAILIMOHHOM O00ECIICUeHUN

A) Bu3a

B) 3aroJioBok

C) pesomonus

D) Tekcr

13. OxapakTepu3yiTe C TOYKH 3PCHUS NPHUHAIUICKHOCTH K PEKBU3UTAM
cneayromuit pparment: Y TBEPXIIAIO Iupexrop i/m 1.0.®. 13.02.98

A) rpud yrBepKIeHHs

B) 3aromnoBok

C) pesomonus

D) noamucek

14. OxapakTepusyiTe ¢ TOUKH 3pEHUSI PEKBU3UTOB CIEAYIOMUN (parMeHT:
«Bx. Ne 0000 Iata 00.00.00»

A) pesosmons

B) oTMeTKa 0 MOCTYIJIEHUH IOKYyMEHTA

C) oTMeTKa 0 HAJIMYUH MTPHIIOKESHHH

D) noamucek

15. OxapaktepusyiTe ¢ TOUKH 3pEHUS] PEKBU3UTOB CIICIYIONINI (hparMeHt:
“02.03.98.”

A) nozamnuch

B) nara

C) pesomonus

D) oTMeTKa 0 HATMYUH TTPUII0KECHUH

16. Ilepeunciaute OCHOBHBIC BUbI OJTAHKOB

A) o0mumii 6;1aHK, 6JIaAHK JUIS IHCeM, OJIAHK ¢ TPOI0JILHBIM M YIJIOBBIM
pacnoJio;keHueM PeKBU3NTOB

B) cymiecTtByeT TOBKO OIaHK C MPO/IOJLHBIM U YIIIOBBIM PACIIOIOKECHUEM
PCKBU3HUTOB

C) cyliecTByeT TOJBKO OOIIHI OJIaHK

D) cymiecTByeT TOJIBKO OJIaHK JJIsl TUCEM

17. PexkBu3uT - 310

A) o6s13aTeJIbHBINA MPU3HAK HA TOKYMEHTE, YCTAHOBJICHHBIH 3aKOHOM

B) cucrema noxymeHTaImm

C) cimyxebHOe mose

D) pabouee mone



Tembl TOKIAI0B:
1. Hasznauenue u o6macts npumenenus ['OCT P 6.30 — 2003.

Tema 4. OcHOBHBIE yHpPaBIEHYECKUE JOKYMEHTBI, COCTaBICHHE H
odopmieHue — oyras ¢popma 1 gac

Conepxanue: cocTaBieHHE W O(GOPMIICHHE OCHOBHBIX YIPABICHUCCKUX
JIOKYMEHTOB: YCTaB, MOJIOKEHUE O CTPYKTYPHOM MOAPA3JAEICHUU, MPOTOKOJbI,
aKThl, 3aKJIIOUYCHUS, CIY>KEOHbIC 3alMCKH, JOKIa/bl, IJIaHbI, 0030pbI, CIPaBKH,
MUchbMa u Jp.

Bompocsr:
1. OcHOBHBIE BU/IbI YIIPABJICHUECKUX JOKYMEHTOB;
2. OopmiieHE OCHOBHBIX YITPaBICHYECKUX TOKYMEHTOB.

VYnpaxuenue 1.

CocraBbTe 3asdBlICHHE, OJIAHK OpraHU3allud, CIYXEOHYI0 3amucKy (Ha
CBOOO/IHYIO TEMY).

Ynpaxuenue 2. CocTaBbTe CIASAYIONINE JOKYMEHTHI:

1. CocraBpTe mNpHUKa3 MO OTKPHITOMY aKIHMOHEPHOMY  OOLIECTBY
«HoBocubupckuil 3aBoji XMMKOHLEHTPATOB» 00 YTBEPKICHUM HHCTPYKLMH 10
JIEJIONIPOU3BOACTBY Ha 3aBOJE. B KOHCTaTHUPYIOIIEW YacTh YyKaXuTe, 4YTO B
COOTBETCTBHUM C THUIIOBOW MHCTPYKIMEH IO JIEJIONPOU3BOJACTBY B MUHUCTEPCTBAX,
BenoMmcTBax  Poccuiickoii ~ @Denepaunu,  YTBEPKICHHOM  PaCHOPSIKEHUEM
[TIpaButensctBa Poccuiickoit deaepauun ot 24.06.92 Ne 1118-p nmpencenarenem
Komwurera no nenam apxuBoB npu IIpasurensctBe PO [luxos IL.I., u ¢ TOCT P
6.30-97 kanuenspueii 3aBoa pa3padboTaHbl MOPSIOK MPOXOKICHUS JOKYMEHTOB U
CTaHAApThl HA  OPraHU3ALMOHHO-PACTIOPSAUTENBbHYIO  JOKyMEeHTaluo. B
pacnopsIMTETbHON YacTH YTBEPAMTE HWHCTPYKIHUIO M MOPYUYUTE 3aBEAYIOIIEH
KaHlexspued  o0ecrneyuTh  METOAMYECKOE  PYKOBOJCTBO  OpraHu3auuen
JIEJIONPOU3BOACTBA HA MPEANPUATAN M YCTAHOBUTH KOHTPOJIb 33 COOJIOJIEHUEM
TpeOOBaHMI UHCTPYKITUH.

2. CocraBbTe€ TMPOEKT MpHUKa3a MO JIEKTPOBAKYYMHOMY 3aBOJy 00
YCTAaHOBJIEHUH  €OUHOTO0  peXuma paboThl  LEHTpajbHBIX  CKiIagoB. B
KOHCTaTUPYIOIIEH Y4acTH OTMETHTE, YTO OTIIYCK LI€XaM MaTepuajoB CO CKJIAJO0B
OpennpusaThss B TeyeHue padodero [AHA HapyllaeT HOPMalbHYIO paloTy
CKJIQZICKOTO ammaparta. B pacrnopsauTenbHON 4acTH YKaXUTE KOHKPETHBIE Yachl
OTIIyCKa MaTEpHAJIOB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JTOJDKHOCTHBIX JUI (B
JUPEKIMU U 1IeXax), KOTOpble OTBEYalOT 3a IMEpPeBOJl CKIAJ0B Ha Oonee
panuoHanbHbId pexuM 10 pabotel. OcTanbHble MYyHKTHI B PacHopsauTEIbHOU
YacTH U JIPYyTUe PEKBU3UTHI YKAKUTE CAMOCTOSTEINIBHO.

3. Hanummre npoektr mnpukaza 1o OAO «Oxcug» 00 wuTOrax
JOKYMEHTaJIbHOU peBu3uu pabotsl npeanpustus ¢ 01.02.2000 no 01.09.2000. B
aKTe peBU3UHU 3a(UKCUPOBAHBI CIEAYIOLIME HEJOCTATKU: HE YHOPSIOYEH YyYeT
JUYHOTO COCTaBa, HEKOTopble nuyHble nena WTP Haxonmsarcs B 3amylieHHOM
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COCTOSIHMM; Yy 3aBeayrouero ckiaaoMm MerawioB IlerpoBa JLLH. okaszanucek
M3MUIIKKA JUcTOBOM ctamu (320 Kkr) U Hemoctaya crtaibHOM JieHTHI (185 Kr);
JIOIyCKaeTcsi HEOOOCHOBAHHOE CIIMCAHUE YIMAKOBOYHOM Oymaru, TBO3AeH U
3amacHbIX 4YacTed NIl peMOHTa 00OpYyIOBaHMS; B MEXaHUYECKOM LieXe JTOMYIICH
nepepacxol mpumnosi B koauuectse 60 Kr; 3aBEAyHOIIMM CKJIQJACKUM XO3SIICTBOM
I1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPY>KEHA IMOCTABIIMKAM BO3BpaTHas Tapa, 3a
YTO 3aBOJIOM yIUiayeH mtpad B cymme 1,5 Toic. pyO. JIpyrue pekBU3HUTHI YKaKUTE
CaMOCTOSITEIILHO.

4. CocrtaBbT€ MNpUKa3 IO CTPOUTEIBHOMY KOONEPATHBY «3aIlyCcK» O
HEIMPAaBWJIBHOM HCIIOJIb30BAHUU CTPOUTENBHBIX OTXOAOB. B BBOAHON 4YacTu
YKaXUTE, 4TO MPU MIpOBEpKe paldOThl CKiIaja MUIOMATEPUATIOB YCTAHOBIICHBI
(GakThl OTIYCKAa B KOTEIBHYIO JUJISi COKMTAaHUS OTXOAOB MUJIOMATEPUATIOB JITUHOU
cebiie 20 cM. B 3aKiIFOUMTENBHON YacTH CIEAYET MNPEMJIOKUTh 3aBEAYIOLIEMY
CKJIQJIOM OpPTaHU30BaTh padOTy MO peaM3aliKi OTX0/I0B YACTHBIM JIUIIAM.

5. CocraBbTe mpuka3 no npeanpusatuio «Caimy 00 HUTOrax pPeBU3UM 110
npoBepke (puHaHCOBOrO ydeta. B KoHCTaTupyromeid dYacTd YKaXuTe, YTO
peBU3mneil 0OHapykeHbl (akTbl TpyOOro HapyleHus (UHAHCOBOTO Y4eTa, IMOJTHOE
OTCYTCTBHE y4y€Ta U OTYETHOCTH MO KOMAaHAUPOBKAM, OTCYTCTBHE KypHaja ydyeTa
JTIOBEPEHHOCTEM.

6. CocraBbTe npuka3 o0 urorax padoTsl ¢ Jokymentamu B 1998 r. 8 OAO
«PonuHa». B koHCTaTHpyloleld 4acTh yKa)XUTE€ Ha HHU3KYIO TpPeOOBATEIbHOCTH
PYKOBOJUTENEN MOIPA3ACICHUI K KAUYECTBY IMOJITOTOBKH JOKYMEHTOB U KOHTPOJIS
32 WX HUCIOJIHEHHWEM. B pacnopsauTenbHOM dYacTu o00paTutre BHUMaHUE
PYKOBOJIUTENEH Ha MOBBIIICHHE TPEOOBATEIBHOCTH K PAOOTHUKAM B YaCTH PabOTHI
¢  JokymeHtamu. JlaWte  3amaHue  COTPYJHHKY,  OTBEUAIOLIEMYy  3a
JEJOMPOU3BOACTBO, pa3pad0TaTh MEPHI M0 YIYULIEHUIO 3TON pabOTHI.

/. Hanummre mnpoekT  OpHKaza  JUpPEKTOpa  3aBoJa  TOYHOIO
MAalIMHOCTPOEHUSI O MPEMUPOBAHUU PAOOTHUKOB IJIAHOBO-3KOHOMHUYECKOIO
oTzena 3a JOCPOYHYIO pa3paboTKy TexnpoM@uHruiana. [Ipemusi BbigaeTcss u3
dboHIa MaTepuagbHOIro MoouipeHus: B pasmepe 60% mecsuynoro okiana. pyrue
JTAHHBIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSITEIIBHO.

8. CocraBpTe moKIaAHYI0 3amucky Oyxrantepa Tumommuou WM. TI.
riaBHoMmy Oyxrantepy ¢upmbl «Pyoun» babuueBy ILII. ot 15.09.2008 o
npousBeneHHoM Tumommuou WM. II. mpoBepke BBINOJHEHHUS IpPUKa3a IAPEKTOpa
dupmer ot 12.01.2007 Ne 92 «O cocrossHuu OyXraaTepcKoro ydera Ha
CTPOUTENLCTBE 0a3bl OTABIXa B paiioHe OOCKoro Mopsi». B mpukasze OblTH yKa3aHbl
KOHKPETHBIE CPOKH JIMKBUIAIIMN HEJOCTATKOB, OOHAPY>KEeHHBIX B siHBape 2008 r. B
JOKJaaHON 3amucke 11 AOMKHO OBITH OTMEUEHO BBINOJHEHHUE BCEX IYHKTOB
npHKasa, 32 UCKIOYEHUEM MYHKTOB 00 OpraHu3ali PaBHOMEPHOW €KeTHEBHOMN
caayu paboynuMu HapsagaoB Oyxranrepy. BeisiBieno, uro 25 despans 2008 r. Obu10
cnaHo Toibko 35,2% Bcex HapanoB. OctanbHble Hapsiabl caanbl 1 mapra. Ilo
rpa@uky CpoK cAadyd MOCJIEIHUX HapsIOB 3a MPOLUIbIA MeCAll YCTaHOBJICH
nepBoro uucna ciuenyrouiero  Mmecsaua.  OcTanbHble  JaHHBIE — YKaXKUTE
CaMOCTOSITEIILHO.
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9. CocTaBbTe MOKJIAAHYIO 3alHMCKy TJABHOTO OyXrairepa IUPEKTopy 00
UTOTax PaOOTHI MO IEHTPAIU3AIMN PACUETOB C pabounMH W ciayxamumu B Bl
3aBoja. lleHTpanu3anusi pacdyeToB jgajia BO3MOXKHOCTH IEPEBECTH Ha JPYTYIO
paboTy 1ATh OyXrajTepoB 11EXOB, YMEHBIIUTH OMIMOKH B pacueTax ¢ pabOuyuMH U
CIIy’KaIllldMH, YCUJIMTHh KOHTPOJIb 32 pacxoioBaHreM (POHIOB 3apaboTHOI miaTel. B
3aKJIIOUYCHHE HEOOXOIUMO TIOCTAaBUTH BOIPOC O MPEMHPOBAHUHM pPaOOTHHUKOB
Ooyxranrepuu u BILl, oOecrieunBarommx nepexoa Ha IEHTPAIM30BAHHBIA pacuer
3apabOTHOM IJIaTHI 1O 3aBOY. OCTaIbHBIEC IAHHBIE YKAXKUTE CAMOCTOSTEIBHO.

10. CocraBbTe OOKIATHYIO 3aMUCKY CEKpeTaps-pedepeHTa pPyKOBOAUTEIIO
npennpusituas o0 yrepe pabotHukom CremanoBeiM [, mnmcwhma-3ampoca,
MOCTYTHBIIIETO B aJpec MPEIMPHUITHS 1Ba MecsIa Ha3a/l.

11. CocraBbtre u oopmute Tenerpammy Gupmsl «FOHMCHO» KemepoBckomy
npennpusatuio «Kpuctamn o TOJIHOM OTKa3e OT OIUIaThl 3a MOCTYIMHUBIIYIO
POJYKIMIO B CBSI3M C TE€M, YTO ATa MPOAYKIMS He Oblia 3akazaHa. OcTalbHbBIC
PEKBU3UTHI YKOKHUTE CAMOCTOSTEIBHO.

12. CoctaBbTe AOKIAAHYIO 3aMUCKy HadaJlbHUKA OTJENa PYKOBOJIUTEINIO
npeanpuaTus o (akTe HEBBITIOJHEHUS PACIIOPSDKCHHUS O MOHTa)Xe 00O0pYyIOBaHUS
Ha YJacTKe MO0 MPUYUHE cIa00r0 KOHTPOJIS CO CTOPOHBI TJIABHOTO MEXaHHUKA.

13. CocraBbTe JOKJIATHYIO 3aMUCKy TJIaBHOTO OyXrairepa pyKOBOJIUTEIIO
OPEeNnpusITHs. O HEOOXOAMMOCTH IICHTPAIM3AIlMM pacuyeToB C pabOTHUKAMU
npeanpuaTus. B 005S3aHHOCTH YYETHBIX PAOOTHUKOB IIE€XOB JODKHO BXOJUTH
Tuib oopMIICHHE TIEPBUYHBIX JOKYMEHTOB I0 y4eTy BhIpaOOTKU. B moxmagHou
3aMucKe HEOOXOMUMO TMOAaTh MPEMJIOKEHHE O IMEePECMOTPE INTATOB OTUYETHBIX
pabOTHUKOB B I[€XaX U TJIABHOM OyXraiaTepuu W3 pacuera OOIIEero COKpaIleHUs
mTaToB HE MeHee yeM Ha 20%.

14. CocraBbTe [OKIAIHYIO 3aMHCKy O NPUYUHAX HECBOCBPEMEHHOCTHU
npencTaBieHus WHGOPMAIMK O BBITIOJIHEHUHM TpHKaza Aupektopa. OcrajabHbIe
PEKBU3UTHI YKOKHUTE CAMOCTOSTEIIBHO.

15. CocTaBbTe MOKIAAHYIO 3aMMCKY HaYaIbHHUKA TJIAHOBO-YKOHOMHUYECKOTO
OT[ieNa PYKOBOJUTENIO MpeAnpusaThss 00 oOecredeHnn OTaeNla YeThIPbMs
KoMmbloTepamMu. OcTalnbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

16. CocraBpTe MNPOTOKOJN 3acCeTaHUs HMHBEHTAPU3AIMOHHONW KOMHUCCHUH
3aBOJla TA30BOM ammapaTyphl, HA KOTOPOM paccMaTpUBaJICs BOMPOC O pe3ysbTaTax
MHBEHTapu3aluu 1o ckinagy Ne 2 BcroMoraTenbHbIX MarepuaiioB. Ha 3acenanun
OBLJIO TIPUHSTO MOCTAHOBJICHUE 00 YTBEPKIACHUH PE3yIbTATOB MHBEHTAPU3AIIUU U
OTHECEHHS 3a CYET 3aBEIYyIONIEro CKJIaJ0M HEIOCTAa4d BCIIOMOTATEIbHBIX
MaTepuaoB B cymme 365 MJIH py0., a TaK)Ke 3aUUTaHbl CIIMYUTENbHAS BEIOMOCTD
12 mo ckmamy Ne 2 u OOBSCHUTENBHAS 3aMKCKa 3aBEAYIONIETO CKIIAJIOM.
OcTasbHble JaHHBIE ONPEACIUTE 110 CBOEMY YCMOTPEHHUIO.

17. CocrtaBbTe TIONHBIM MPOTOKOJN  00ImIEr0 coOpaHus  pabouux
MIPOU3BOACTBEHHOTO KOOMEpaTHBa «3ammyck», Ha KOTOPOM O0CYKIaics BOIPOC O
CO3JJaHUU TPOU3BOJICTBA CTPOUTEIHHBIX MaTEPUATIOB JJISI CTPOUTEIHCTBA JKUIBIX
nomoB. Ha cobOpanum Obima 3acioymiaHa uwHGOpMAIMs TpencenaTens o
BO3MOXXHOCTH CO3JIaHUSI Takoro Iiexa M MepcrnekTuBax ero pabotsl. Ilocme
oOCyX7eHusi ObUIO TPHUHATO pELIEHHWE TOPYYUTh NPEACEAATEN0 U €ro
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3aMECTHUTENII0 TI0 CTPOUTEIHCTBY B Te€UeHHWE 6 MeECAIEeB pa3BepHYTh paboTy u
BBIJICTIUTH JUISI OTUX 1esier 315 MuH. pyo.

18. CocraBbTe KpaTKMH MPOTOKOJ IPOU3BOJICTBEHHOIO COBECIAHHS
pPabOTHUKOB IIJIAHOBO-KOHOMHMYECKOT'O OTJ/IeJIa 3aBojia MEJIpernaparoB, Ha
KOTOPOM OBLII pacCMOTPEH BOMPOC O JAOCPOYHOM pa3paboTke TeXmpoMQpHHILIaHA
Ha 2008 r. [locne oOcyxkaeHus MPOU3BOICTBEHHOE COBEIIAHNE TIPUHSIIO PEIIeHUE
pa3paborarh TeXnpoMdUHIUIAH Ha TPW JHS paHbIIe YCTAaHOBJICHHOTO CpOKa.
OcTtasibHbIE JAHHBIE YKAXKUTE CAMOCTOSITEIBHO.

TeMbl JOKIaI0B:
1. OcobGenHocTH cocTaBiaeHus U pabOThI C YIPABICHUYECKUMH JOKYMEHTAMH
B CUCTEME 3JIEKTPOHHOTO IOKyMEHTOO00pOTa.

Tema 5. Opranuzanus 10KkyMeHTo000poTa — ouHas popma — 1 yac

Cooeporcanue:  TIOHATHE  JTOKyMEHTOOOOpoTa.  OCHOBHBIE  IOTOKH
YIPABIECHYECKUX JTOKYMEHTOB: BXOISAIIWN, UCXOMSIINN, BHYTPEHHUN. [|BHyKEHME
BXOJISIIIMX YIPABIECHYECKUX JOKYMEHTOB: NMEpBUYHAs 00pabOTKa, perucrpanus,
PacCMOTPEHHUE PYKOBOJACTBOM OpraHU3alUM, IIepefadya Ha UCIIOJHEHHUE, KOHTPOJIb
3a WCIOJHEHUEM, CIHCAHHE WCIOJIHEHHOTO JOKYMEHTa B J€Jl0. OTalbl
MIPOXOXKIACHUS HCXOIAIIMX JIOKYMEHTOB: IIOATOTOBKA IIPOEKTA, COTJIACOBAHME,
0paboTKa MO 3aMEYaHUSIM, PETUCTPALIMS U OTIIPaBKa.

Bormpocsr:

1. TloHatue HAOKYMEHTOOOOpPOTa, OCHOBHBIE TIOTOKHU YIPABICHUYECKHX
JOKYMEHTOB;

2. JIBmwkeHuWe BXOIANINX YIPABICHUECKUX JOKYMEHTOB,;

3. JIBmkeHune UCXOAAIINX YIPABIEHYECKUX JOKYMEHTOB.

VYopaxunenne 1. Pacckaxute o Tpex (¢dopmax  opraHu3alMH
JIEJIOMPOU3BOCTBA B YUPEKICHUSIX.

Ympaxaenue 2. CocTaBbTE OIMKCH LA,

VYopaxunenne 3. OObgcHHMTE, ISl YEro Hy)XHAa HHCTPYKUHS 110
JeJNONpPOU3BOACTBY B opranuzauuu. CocraBbTe TMpuKaz 00 yTBEPXKIECHUU
MHCTPYKIIMH MO JEJIOMPOU3BOACTBY B OPTaHU3AIMH.

VYnpaxuenne 4. PykoBoACTBO opraHuzaiuu PyKOBOACTBO CTPYKTYpPHBIX
nonpaznenenuit  Cekpertapb-pedepeHT  CekpeTapb-peepeHT  CTPYKTYpPHOTO
noapasaenenus Mcnomanrenn Kanuensipus

CocraBpre (hopmyssip-oOpasen] AOHKHOCTHOM HMHCTPYKIIMH, PACKpPOUTE
OCHOBHBIE€ pa3fielibl UHCTPYKIHMH, PACCKAKUTE 00 OOS3aHHOCTSIX PYKOBOAMTENS
CITyOBI JISITONIPOU3BOCTBA

VYopaxunenne 5. CocraBbTe akKT 00 YHMUYTOXXEHUH JOKYMEHTOB 3a
KOHKPETHBIN NIEPUO/I.

VYopaxunenue 6. CocraBbTe (PopMylisip-oOpaser] CBOJHON HOMEHKIIATYPbI
1€, HOMEHKJIATYpPbI €] CTPYKTYPHOTO MOIPa3acIICHUS.
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TeMbl JOKIaI0B:
1. DNEeKTPOHHBINA JOKYMEHTOOOOPOT: MPEUMYIIIECTBA U HEIOCTATKH.

Tema 6. Jlenmonpou3BoACTBO B KaapoBOH Ciry»)0e — ouHas (popma — 1 gac

Cooeporcanue: YHUPHUITUPOBAHHAS cucTema OpraHu3allOHHO-
pacnopsAIMTENbHON JOKYMEHTAlMM MO KaapaMm. JlokymeHTanus TpyIOBbIX
OTHOIIECHUN B KaJAPOBBIX ciyk0ax. CocTaB JOKYMEHTOB IO JUYHOMY COCTaBYy.
CocraBnenne W oGOpPMIICHHE 3asBIICHUN, TPYIOBOTO JOTOBOpa (KOHTPAKTA),
au4HOM KapTouku (opmbl T2, mpuKka3oB MO KaapaM, XapaKTEpUCTUKH PabOTHHKA,
aBroomorpaguu pabOTHWKA, aHKETHl Pa0OTHHKA, JIMYHOTO Jejia pabOTHHUKA.
TpynoBass kHuXkKa: Bblgada, odopmieHue, xpaHenue. @DopMUpOBaHUE U
HOMEHKJIaTypa Jed MO0 KaJpam.

Bormpocsr:

1. JlokyMeHTauus TpyJA0BbIX OTHOIICHHUI;

2. CocraBienne u 0QOpPMIIEHHE JOKYMEHTOB, PETIaMEHTHPYIOIINUX
TPYIOBBIE OTHOLIEHUSI.

VYopaxunenue .1 CocraBbTe mnpuka3z o0 ocBOOOXKIEHUMU Bac OT pabOThl B
dupme OAO «OPBUTA» B cBsi3u ¢ Iepee3 oM Ha HOBOE MECTOKUTEIHCTRO.

Ynpaxuenne 2 CocTaBbT€ NPHUKA3 T€HEPAIBHOIO IJUPEKTOPA 3aKPBITOIO
aknmonepHoro o6mectBa «OMHUY u K» o mpueme Bac Ha paboTy TriaBHBIM
OyXxraiarepom.

VYnpaxuenue 3. CoctaBbTe NPUKa3bl:

a) o mpuemMe Ha padoTy s3koHoMucTOM MBanoBy M.IL.;

0) 00 yBOJIbBHEHHH IE€pEeBOJOM B Jpyryio opranusanuto I[lerpoBa E.M.
Otaen xaapoB PykoBoncTBo (mipukassl pacropspkenus) CoTpyaHUKH (3asBICHUS,
0/muctel, TpynoBbie kHIKKN) HopmatuBHbie nokyMenThl: TK P®; kosmiexkTuBHbIC
JIOTOBOPBI; 3aKOHBI; KIaCCU(PUKATOPHI.

VYopaxuaenne 4. CocraBpTe MNpHUKa3 O TEPEeBOJEC Ha paboTy BHYTPH
OpraHu3aluu.

VYopaxunenue 5. CocraBbTe Nnprka3z 00 YBOJIbHEHUM PaOOTHUKA B CBS3H C
JUKBUJIALIUEHN TPEeATNPUSITHUSL.

VYopaxunenne 6. CocTtaBbTe NPOEKT KOHTpakTa nmo Bamemy HaiiMmy Ha
paboTty, oruiare U yBoJbHEHUI0. OCTaabHbIe PEKBU3UTHI YKAKUTE CAMOCTOSITENILHO.

Yupaxuaenue 7. [IoAroToBUTH THYHOE 3asiBICHUE HA UMS JTUPEKTOpa (PUPMBI
OT UMEHH COTPYAHHKA 00 YBOJILHEHUU MO COOCTBEHHOMY KEJIaHUIO.

VYnpaxuenne 8. [loaroToBUTh JWYHOE 3asBJICHUE HA HMsI HaydaJbHHUKA
CTPYKTYPHOI'O IMOAPA3IEIEHUs OT UMEHU COTPYAHUKA O MPEIOCTaBICHUU OTryja
3a paboTy B Ipa3HUYHBIC THU.

Ympaxuenue 9. [lonroroButh muyHOE 3asBiIeHUE 0 ipueMe Bac Ha paboty
HSKOHOMHCTOM B TOCYJapCTBEHHOE TMpPEANPUATHE MO CBA3M U HMHGPOpPMATUKE
«PoccszpuHbOpMY.



13

VYopaxuaenne  10. IloaroroBuTe  3asBI€HME O  NPEJOCTABICHHUH
aIMUHUCTPATUBHOTO OTITYCKa MO CEMEHHBIM OOCTOSITEIbCTBAM.
VYnpaxnenue 11 CocraBbTe pe3toMme u aBToOrorpaduo o camom ceoe.

Tembl TOKIa/10B:
1. TlpaBuia cocTaBieHHs pE3IOME.

Tema 7. Texuuueckoe oOecnedeHne pabOThl C  YIPaBICHYECKUMU
NOKyMeHTaMu — o4yHas popma — 0 yacoB

Cooeporcanue: 0o0Ias XapakTEPUCTHKA W BHUIbI  OPTaHU3AIMOHHBIX
TeXHUYECKUX  CcpeAcTB. IlepcoHaNbHBIE  KOMIBIOTEPHI B COBPEMEHHOM
JIEIONTPOU3BOICTRBE. [Topsinok OpraHu3aIuu JIOKyMEHTO000pOoTa C
UCIIOJIb30BAaHUEM CPEJICTB TEICKOMMYHHUKAIUU. ABTOMATU3UPOBAHHBIE CHCTEMbI
JIOKYMEHTOO000pOTA.

Bormpocsr:

1. OOmasi xapakTepuCTUKa W BHIBl OPTaHU3AIMOHHBIX TEXHUYECKUX
CPE/CTB;

2. Tlopspok opraHu3anuu JOKYMEHTOOOOpOTa ¢ MCTHOJIh30BAHUEM CPENICTB
TEJIEKOMMYHUKALIUY;

3. ABTOMaTU3UPOBAaHHBIE CUCTEMBI JJOKYMEHTOO0OPOTA.

Tect

1. JlaliTe onpeieJIeHNE TOKYMEHTA:

A) MarepuajgbHblii 00beKT ¢ uHpopManuei, 3adpuKCHPOBAHHOI
CO3JaHHBIM 4YeJ0BEKOM CIOCO00M, JJs e€é mnepesayd BO BpPEMEHH U
NMPOCTPAHCTBE

B) coBOKYIHOCTH pEeKBH3UTOB OUIIHATLHOTO MUChMA

C) cranmapTHOE paclojIoKEeHUE MaTeprala

D) Tekcr

2. JIOKyMEeHT, 3aKkpeIUIIOIAA JOJDKHOCTHOM W YHUCJIEHHBIM COCTaB
MPEANPUATUS ¢ YKazaHueM (oHAa 3apaboTHOM MIaThl — 3TO:

A) NOKHOCTHAS HHCTPYKIIHS

B) ycras

C) monoxxenune

D) mraTHoe pacnucanue

3. lokymeHT, (GUKCHPYIOIIMA XO07 OOCYXXACHHUS BOIPOCOB M TNPUHATHUS
pelIeHni Ha cOOpaHusiX, 3aCeJaHUsIX, COBEIIAHUAX U T.I1.:

A) 00BsCHUTETbHAS 3aIHCKA

B) noxmagnas 3amnrcka

C) akr

D) npoTokou

4.Kaxast pyHKIIMSI OTHOCUTCS K O0IIMM (QYHKITUSM JTOKYMEHTA!
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A) oOmieKynbTypHas;

B) undopmanmonnasi;

C) npaBogas;

D) ynopsimounBaromiasi.

5.Ecnu Bam HeoOXoIMMO JaTh ONMCAaHUE PEKIAMUPYEMBIX YCIyTr, Bbl
COCTaBHUTE

A) 10TOBOpHOE THCEMO

B) pexiiamuoe nucbmMo

C) conmpoBOAMTEIHLHOE TTHCHMO

D) nuceMo-nipurianieHme

6. YKaKUTE OTIUYUTEIILHOE CBOWCTBO JOKYMEHTA:

A) KOIUIHHOCTB;

B) opuauyeckas cuiia;

C) MHOKeCTBEHHOCTb;

D) To4HOCTB.

7.Eciiu Bam HeoOX0oAMMO MPUTIaCUTh OPraHU3aldI0 WIH JOJKHOCTHOE
JIMIIO Ha COBEIIaHUE, BCTpedy, BeI cocTaBuTe

A) mICbMO-NIPHUTJIAIIIEHHE

B) conpoBoauTenbHOE MTUCHMO

C) nHCHEMO-TIOATBEPIKICHHE

D) noroBopHoOE MUCHMO

8.Ecim Bam HeoOXoawmMo COOOIIMTH O TPOBEACHWH MEPONPHUATHS, BEI
COCTaBHUTE

A) compoBOAUTEIBHOE TUCHMO

B) nuceMo-moaTBepIKICHNE

C) 1oroBopHOE MUCHMO

D) nndopmannoHHoe NUCHMO

9. Ecnu pacniopsiauTenbHas 4acTh TEKCTa HAUMHACTCA CJIOBaMU “00s3bIBaI0”,
TO 3TO

A) mpukas

B) 3asBienue

C) pacnopskeHue

D) ykazanue

10. adopMarimioHHO-CITPAaBOYHBIN JOKYMEHT, COCTaBIISIONIMICS TPYMIIION
JIIT JUIS TIOATBEPIKACHHS YCTAaHOBIICHHBIX (PAKTOB — 3TO

A) nokjaaHas 3ammcKa

B) akr

C) nmpotokoi

D) o0bsicHUTEIBHAS 3aMKMCKA

11.Ha3oBuTe JOKYMCHT, HE BXOJSINMHA B TPYIIy pPacHOPSAUTEIBHBIX
JOKYMCHTOB

A) cTpYKTypa M IITATHASI YUCITEHHOCTD

B) ykazanue

C) npukas

D) nocraHoBieHHe



15

12. Ha3oBuTe MAOKYMEHT, HE BXOIAIIMA B COCTaB HH(POPMALMOHHO-
CIIPaBOYHBIX

A) poToKo

B) ciipaBka

C) pacnopskeHue

D) akt

13. HazoBuTE YacT TEKCTA MPUKA3A

A) KOHCTAaTUPYIOIIas, BBOAHAS

B) xoHcTaTHpYWOIIas, pACTIOPSIUTEILHAS

C) ocHOBHas1, pacopsITUTEIIbHAS

D) BBOHAs, OCHOBHAS

14. OCHOBHBIE YaCTH TEKCTa MPOTOKOJIA

A) KOHCTAaTUPYIOIIast, BBOAHAS

B) ocHOBHas, pacriopsiuTebHas

C) KoHCTaTHPYIOIIAs, PACTIOPSAUTEIbHAS

D) BBOHAasI, OCHOBHAS

15.1IpaBoBOM  aKT,  W3JAaBa€Mbldi  PYKOBOJAUTEIEM  IPEANPUATHS,
JNEUCTBYIOIIETO HAa OCHOBAaHWH €IWHOHAYANINS, JUIA PAa3pelIeHUs OCHOBHBIX W
ONEpPaTUBHBIX 337a4 NPEANPUITHS - 3TO

A) npuka3

B) ykazanue

C) pemrenue

D) pacniopsixeHue

16. Kaxoil BapuaHT opOpMJIEHUSI CHPABOYHBIX JIaHHBIX 00 OpraHU3aluu U
KOJIOB B OJIaHKE OpPTaHU3AIMU SIBIISIETCS MMPABUIBLHBIM

1. OO6111ecTBO C OrpaHUYEHHON 2. OO0111ecTBO C OrpaHUYEHHON
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mocksa, yi. depcmana, 1. 5/1 VY. depcmana, 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;
WMHH/KIIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne

Ha Ne oT Ha Ne oT

17. Kakoii BapuaHT 0O(OpPMIICHHSI PE3OJIOLUN PYKOBOJUTENS SIBISETCA
IPaBUIIbHBIM?
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1. KpaBuoBy M.IL. 2. KpaBuoBy M.IL.
[Iporry NOAroTOBUTH 3aKIIOUEHHUE [Ipomry paccMOTpETb.
k 18.04.2007.

[Toanuce pykoBOAUTEISA

[oamwcek pykoBoauTesst 10.04.2007

10.04.2007

18. Kakoii BapuaHT (POpMYIHPOBKA MYyHKTa PACHOPSAUTEIBHOW dYacTu
MpUKa3a SBISETCS TPABUIBHBIM?

A. I'maBHOMy Oyxranrepy MOArOTOBUTH M IPEACTABUTh HA YTBEPKICHHE
CMETY PacxoJI0B HA KOMaHINPOBKHU

B 2007 r. B cpok mo 20.01.2007.

B. TI'nraBaomy Oyxraarepy /[murpueBy ILJI. mnoaroroBurb u
NPEACTABUTH HA YTBEP:KICHHE CMETY PacXxoA0B Ha KOMaHAUPOBKH B 2007 r. B
cpok 10 20.01.2007.

C. I'maBuomy Oyxrantepy OOO «Arat» IL.JI. IMutpreBy moAroToBUTh U
MPEACTaBUTh Ha YyTBepxkaAeHue B cpok no 20.01.2007 cmery pacxomoB Ha
KOMAaHJIUPOBKH

B 2007 1.

D. Ilopyuuts rnaBHoMy Oyxrainrepy JmutpueBy ILJI. moaroroBute u
MPEACTaBUTh Ha YyTBeEpkKAeHHuE B cpok no0 20.01.2007 cmery pacxomoB Ha

KOMaHIUPOBKH
B 2007 r.

TeMmsb! noKIIa10B:
1. IlepcoHanbHbIE KOMIBIOTEPHI B COBPEMEHHOM JI€JIONPOU3BO/ICTBE.

Tema 8. Cucremaruzamusi ¥ XpaHEHHE YIPABICHUYECKUX JIOKYMEHTOB —
ouHas opma — 2 gaca

Cooeporcanue: HOMEHKIIAaTypa jaen. TpeboBanus ['ocynapcTBEHHON CUCTEMBbI
JIOKYMEHTAIMOHHOTO 00€CTIe€UeHUs YMPaBICHUS K COCTABICHHIO HOMEHKJIATYPHI
nen. CoxmepskaresibHasi 4acTh HOMEHKJIATYPBI JEJ: UHACKCHI JIeJl, 3aroJIOBKU e,
KOJIMYECTBO JI€JI, CPOKH XPAHCHUSI U HOMEP CTaThbU MO MEPEUHIO, TPUMEUAHUS.
®dopmupoBanue nen. [lpusHaku 3aBenenus jaen. TpeGoBanus K (HOPMHUPOBAHUIO
nen. IlpaBunma rpynnupoBKH JOKYMEHTOB JieJla MO BHUJAM W XPOHOJIOTHH.
[TonroroBka AOKYMEHTOB K AapXHWBHOMY XPAaHEHHIO. OKCIEPTU3a ILIEHHOCTU
TOKYMEHTOB. (COCTaBJIECHME OMNMUCEW [JIs1 MOCTOSHHOTO M BPEMEHHOTO CPOKOB
XpaHEHUsI JOKYMEHTOB, JH€J II0 JIMYHOMY COCTaBY. AKTBI O BBIACICHUM K
YHHUUTOKEHUIO €] C UCTEKIIMMU CPOKAMU XPAHCHHUS.

Bomnpocksr:
1. HomeHknaTypa Aen opraHu3aiuy;
2. DopMUPOBAHUE JIET;
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3. ApxuBHO€ XpaHEHHE JOKYMEHTOB.

3amanus
Nel. Ha agpec Bamen KOMINAaHWHA IMPUXOJAT KOMMEPUYECKOE MPETIOKEHNUE.
[IpoBenute ¢ JOKYMEHTOM BCIO HEOOXOIUMYIO padoTy.

000 "TIOMATYP" 0702.2000 r. Ne 21/0OP-0O3 Jupexropy pexkiaMHON GpupMbl
"[paitm-Taiim"

[IpennoxxeHue o pa3MeLICeHUH PEKIaMbl Y BaKaeMblil TOCIIOJIUH TUPEKTOP!

MBI pajibl IPEITIOKUTE Baliel GupMe 3aKIIFOUUTh C HAMU JIOTOBOP O TIPOBEICHUH PEKIaMHON

KOMITAaHUU JIJIs1 IPOJIBMKEHUS HA PhIHKE Halllel HOBOM KHMKHOW MPOAYKILIUU: CIOBapeil,

CIPAaBOYHHKOB, YHIKKIONeAnH. CpoKu nmpoBeneHus pekiiaMHoi komnanu - | kBapran 2001 roga.
VYcnoBus caenky - npeaBapuTenbHas omiata B pazmepe 50% ot obuieit croumoctu. Ham anpec: ...

Ne2. Ha moctynuBmiee B Bam agpec nucbMmo (cM.Nel) coctaBbTe OTBET.
[IpoBenuTe ¢ UCXOAIIUM IOKYMEHTOM BCIO HEOOXOIUMYIO paboTy

Ne3. Odopmure neno, B KOTOPOM HNOJUIUTHI KOHTPAKTHI, AKThI, TEPEMUCKA O
MOCTaBKE KaKOH-110O0 MPOAYKIUH.

Tembl JOKIad0B:
1. CocraBiienue onucen AJIA IIOCTOSAHHOI'O 1 BPCMCHHOI'O CPOKOB XPAaHCHHUA
AJOKYMCHTOB, ACJI I10 JIMYHOMY COCTAaBY.

1.2. AHTepakTUBHBIE 3aHATHUS N0 YUeOHON TUCHMIIIMHE
JenoBas urpa: TpynoBasi KHMXKKA: BblJ1aya, 0(hOpMIIEHHE, XpaHEHHE.

Llens nenoBoW Urpel - NPUBUTHE MPAKTUYECKUX HABBIKOB B COCTaBICHUU
OCHOBHBIX  BHJIOB  JOKYMEHTOB (OpraHM3allMOHHBIX, PACHOPAIUTEIbHBIX,
MH(})OPMaAIMOHHO-CITPABOYHBIX ) 151 (bopmHupoBaHUU JOKyMEHTOO000pOTa
OpraHH3aI1H.

Hror urpsl

[To oxkOHYaHUU UTPHI KAXKABIA U3 YYACTHUKOB JOJKEH MPEIOCTABUTh MAKET
JIOKyMEHTOB. JIOKYMEHTHI NOJDKHBI OBITh 3apEeTUCTPUPOBAHBI B KypHajgax u
MOJAIIUTHEI B MaNKU B COOTBETCTBUM C UX (PYHKIIMOHAIHHBIM Ha3HAYCHUEM U 10
HANpaBJICHHOCTH JOKYMEHTONOTOKa. Bce JOKyMEHTBhl MpEeAOoCTaBISIOTCS B
pacnie4yaTaHHOM BHJIE.

HcxoaHbie TaHHbBIE IO OpraHU3alnsIM

Bapuant 1. OO0 «TBoit komnbioTep». CeTb Mara3uHoB

Muccus kommnanuu: Peanmzammsi KOMOBIOTEpHON W IUGPOBOM TEXHUKH
OTITOM Y B PO3HUILY FOPUIUYECKUM U (PU3NIECKUM JTUTIAM

OpranuzanoHHasi CTpyKTypa:

| & IMIHHC TEALTHA |
+
Byxrarme Hpomre MapreTn Omer mo Fagpoes
pHA CEHI HIOBEI IpoEAmE H oTEe R

oTaen oTgen HCBETY
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Bapuant 2. OO0 «®umnunok». O6pa3zoBaTeIbHBIA HEHTP
Muccusa kommanuu: [IpenocraBienue OpUInYEeCKUM U HU3NIECKUM JTUIIAM
00pa3oBaTeNbHbIX YCIYT (KOMIBIOTEPHBIE KYPCHI)

| & IMIHHC TEA LT |
Byxrare Hpemire MapreTn Kagposs ¥ueOHEDL
[HT CEHI HIOBEIL 7 oTae oTEel
oTEE T oTaRL

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

Muccust komnanuu: [IpegoctaBineHrue OPUANIECKUM U PU3UUECKUM JIUIIAM
TYpPUCTUYECKUX YyCIyr Ha Tepputropuu P®D, a Tak ke OMMKHErOo U JaJbHETO
3apyO0eKbs

| 4 IMIHHCTEL LA |
! il ¥ il 1
Eyirarm H prraprae MapreTn Ommer mo Omgen no pabore
A CEpH HIOBHIL mboE c DU O HIM
oTaea oTaen FATEHEM sapyoeREeM
IAPYOEHE

eM

Bapuant 4. OO0 «Hkc & Urpex». KagpoBoe areHTCTBO
Muccus komnanuu: [IpegocraBienue puandeckuM U HU3NYECKUM JIUIaM
YCIYT TI0 TIOUCKY COTPYTHUKOB U YCTPOMCTBY Ha paboTy.

| A TIVITHIC TR T [ |
] | x | 3
Byuranrm Hpermrse MapmeTi Omaa fols] Omea no
p CHITL HTOB B pabo= c pabo= c
oTEen oTaR IR CHIMIL o PHEHE CRR
THLEMR WO THLEMH

Bapuant 5. OO0 «IlIunst u po3b». PekiaMHOe areHTCTBO

Muccust komnanuu: [IpegoctaBieHue ROPUANICCKUM U PU3UUYECKUM JIUIIAM
pPEKJIaMHBIX YCIYT (B TMEYaTHBIX W3JaHUSAX, HA PaJUO- U TEJICBUJICHUH, B CETH
NHuTtepHeT, Ha pacTsKKax Ha yJdiax ropoja)

| & IMEHICTRL LA |
] ] ! 1 3
Byiranrme Hpermrse Web- Omean no Omean
i cEmt CTVRRA pEboTE c azaiEE M
oOTae HTHEHTaMH H BE - THH

TEPTHEPAMH
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[TpakTrueckue 3aganus
3ananue 1 ®opmupoBanue ¥YcraBa opraHu3aluu
B cooTrBeTcTBUM C MHUCCHEH, COCTaBUTh YycTaB opranuzauuu. Ilpu
COCTaBJIEHUH BOCIIOJIb30BATHCA JaHHBIMU IPUJIOKEHUS 1.
3ananue 2 PopMUPOBAaHUE IITATHOTO PACTIMCAHUS OPTaHU3AIUH
B cooTBeTcTBUM C OpraHM3allMOHHBIMU CTPYKTypaMH M  YCTaBOM
OpraHM3alM COCTaBUTh IITATHOE pPACIUCaHUE COTPYAHHUKOB. IIpu BbIIOIHEHUU
3aJIaHHsI UCIIOJIb30BaTh JaHHBIE PUIIOKEHUS 2.
3aganue 3 CocraBieHUME JTOJDKHOCTHBIX HHCTPYKIMH COTPYIHHUKOB
OpraHH3alIu
CocTaBUTh JOKHOCTHYIO HHCTpyKUutO CotpynHuka. [lpu BeimosHeHun
3a/laHUsl UCTI0JIb30BaTh JAHHBIE MPUJIOKEHUS 3.
3aganne 4 @opMUpPOBaHUE JMYHOTO Jejla COTPYJHHUKA U O(OpMIICHHE
TPYIOBOW KHUKKH
CdopmupoBate nuuyHoe pAeno CoTpyaHuka. JIM4HOE [€710 COTpYIHHKA
JOJIKHO COJEPIKATh:
e BHYTPEHHIOIO OIIMCH JIOKYMEHTOB JIEJIa;
e JIMYHBIN JUCTOK 1O y4eTy kaapoB (popma T-1)
o QHKETY;
« aBTOOHMOTrpaduUIo;
¢ KOIMH JJOKYMEHTOB 00 00pa30BaHUU;
s KOIIMIO CTPAXOBOI'0 MEHCUOHHOTO YAOCTOBEPEHUS;
¢ KOIHIO UJECHTU(UKAIMOHHOTO HOMepa Hanoromiatensimka (MHH);
¢ KOIMIO JOKYMEHTA, YAOCTOBEPSIOIIETO JUYHOCTh COTPYAHHKA (T1acCIopT);
e XapaKTEPUCTHUKH WM PEKOMEHATeNIbHbIE TUChMA;
e 3asBJICHUE O IpUEMeE Ha paboTy;
+ TPYAOBOU IOTOBOP (CM. IpUIIOKEHHUE 4);
¢ IIPHKA3 O IpHEME Ha padOTy BBIUCKY U3 NIPUKa3a O IpUeMe Ha padoTy.
OdopMuUTh TUTYJIBHBIA JUCT TpyAOBOW KHUXKKU COTpyAHMKAa U CHENATh
COOTBETCTBYIOIIYIO 3aIUCh O IPUEME Ha padoTy.
3ananue 5 OpopMiieHUE OTITYCKOB COTPYTHUKA
CocraButh TpaduK OTMYCKOB COTPYAHUKOB OpraHU3allMd  COTJIACHO
MITATHOMY PaclUCaHUI0 U 0(POPMUTH KOMILUIEKC JTOKYMEHTOB IO MPEA0CTABICHUIO
otnycka CoTpyHHUKA.
3amanue 6 CocraBiieHHe TPYAOBBIX JOTOBOPOB BO3ME3IHOIO OKa3aHUs
yeayr
CocTaBUTh 1OrOBOpP BO3ME3JHOIO OKAa3aHMs YCIYT, COIVIACHO BapHaHTaM.
[Ipu BBINOIHEHUH 3aaHUS UCIIOJIb30BATh JAHHBIE TPUIIOKEHUS O
Bapuant 1. OOO «TBoi1 komnbsroTep». CeTh Mara3uHoB
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[Ipenmet norosopa: [IpoBeneHus TpeHUHTA NPOJAXK COTPYJHUKAM Mara3uHa
CHEIUATUCTOM IO TPSIMBIM MPOJIasKaM

Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeIbHBIA HEHTP

[Ipeamet noroBopa: [IpoBeneHue TecTUpoBaHUS ciyliaTeled KypcoB (HH.
SI3bIK: AaHTJIMUCKUIN)

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

[Ipeamet noroBopa: KoHcynbTallMOHHBIE YCIYTH IOPUCTA IO COCTABICHUIO
JIOTOBOPOB C KIIMEHTaMU

Bapuant 4. OO0 «Mxc & Urpex». KagpoBoe areHTcTBO

[Ipenmer poroBopa: IlpoBeaenue pabOT MO HaldaJKe KOMITBIOTEPHOM
TEXHUKH

Bapuant 5. OOO «I1luns! u po3s». PexiamMmHoe areHTCTBO

[Ipenmer nmoroBopa: IlpuBnedueHne nu3aiHepa B CBS3U C BBIIOJIHEHUEM
CPOYHOTIO 3aKa3a

3aganue / OpopmiieHre KOMaHIUPOBKU COTPYIHUKA

CocTaBuTh  KOMIUIEKC JOKYMEHTOB O  CIIy’)KEOHOM  KOMaHJIUPOBKE
CotpynHuka Ha 1 Heenro cornacHoO NPeII0KEHHBIM BapUaHTaM

BapuanTt 1. OOO «TBoit kommnbrorep». CeTb Mara3uHoB

[Tpoxoxnenue craxxupoBku B OO0 «TBoi Mup», r. Mockaa.

Bapuant 2. OO0 «®umunok». O0pa3oBaTeIbHBINA HEHTP

VYyacTtue B oOpa3oBarenbHO sipmMapke, opranuzoBaHHoit OO0 «Uyk&I'ex»,
r.Mocksa

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

VYuactue B cemunape, oprannzoBanHoro OO0 «Anaepcon&Koy», r. MockBa

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

VYyactue B sipmapke BakaHcuil, oprannzoBanHoi OO0 «Anbda&Omeray, T.
Mocksa

Bapuant 5. OO0 «I1lunet u po3s». PexiaamHoe areHTCTBO

[Tpoxoxaenue ctaxupoBku B OO0 «Sroaku u iBETOUKU», I. MOCKBa

3amanue 8§ OdopmiieHne repeBoa B IPyrou oTaerl

Odopmuts niepeBoa CoTpyaHUKA W3 OJHOTO OTAENA B APYrOM, ISl YETro
HEO0OXOIUMO COCTAaBUTH 3asiBJIEHUE, JOMOJHUTEIILHOE corJlamieHue (M3MEHEeHHE) K
JOTOBOPY U MPHUKA3 O MEPEBOJIE.

3ananue 9 Co3ganue 10roBopa MOCTaBoOK (OKa3aHUsl YCIIYT)

CocTaBUTh JOTOBOpP TOCTABOK (OKa3aHUsSl YCIYr) COIVIACHO BapHaHTaM.
OOpatuth BHUMAaHHE: JOTOBOP JIOJDKEH OBITh COTJIACOBAH C 3aWHTEPECOBAHHBIMU
CIIy’0amMu OpraHu3aluu.

Bapuant 1. OOO «TBoil KoMIIbIOTEP»

Croponsbl, 3akmtouaronipe aoroop: OOO «Teoit xkommberoTep» u OO0
«/lensun u pycanka»

[Ipeamer mporomopa: Ilokymka Typ-TIyTeBOK MO OE3HAIMYHOMY pacuery
COTPYJHUKAM OpPTraHU3alNu

Bapuant 2. OO0 «Dummumok»

Croponsl, 3akmouaromue goropop: OO0 «@ummunok» u OO0 «TBoi
KOMITBIOTEPY
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[Ipenmer porosopa: Ilokymka kommbioTepHON TexHUKH B pasmepe 20
KOMIIJIEKTOB

Bapuant 3. OO0 «/lenbhun u pycanka»

Cropownsl, 3akmouaromue norosop: OO0 «/lenbdun u pycankay u OO0
«1lunel 1 po3b»

[Ipenmer poroBopa: Pa3paboTka MakeTa pEKIAMHOTO OOBSIBICHUS W
pa3MellleHre ero B MeYaTHBIX U3/IaHUSIX TOpoJia

Bapuant 4. OO0 «Hxkc & Urpex»

Croponsbl, 3akmovaromue gorosop: OO0 «Mxe & HUrpek» u OO0
«DUIUTATIOK

[IpeameT noroBopa: COTpyIHUYECTBO C 0OPA30BATEIBHBIM IIEHTPOM B YaCTU
oOy4eHHs couckaTesne pabounux MeCT KOMIBIOTEPHBIM KypcaM

Bapuant 5. OO0 «l11urisl 1 po3b»

Croponsl, 3aximogatomue 1orosop: OO0 «unsl 1 po3e» u1 OO0 «Mke &
Urpex»

[IpenMet noroBopa: pa3MelleHHE PEKIAMHBIX OOBSIBICHUNA O BaKaHTHBIX
pabounx MecTax

3ananue 10 ®opmMupoBaHre MPUKA30B U aKTOB CBEPKHU

CocTaBUTh TpHUKa3bl JAUPEKTOPA, PErJIAMEHTUPYIOUIUME  BBIOJIHEHHUE
JIOTOBOPOB, C HAa3HAYEHHEM OTBETCTBEHHBIX JIMII U CYMM, BBIIEISEMBIX Ha
OCyllleCTBICHUE JoroBopa (mpu HeoOxomumoctH). COCTaBUTh aKThl CBEPKHU
BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).

3amanue 11 ®opMupoBaHue CIIPaBKU O COCTOSIHUM PHIHKA TOBAPOB (YCIIYT)

[ToaroToBBTE CHIPABKy O COCTOSIHMM PBIHKA YCIYT (TOBApOB) B 3aBUCUMOCTH
OT TOT0, Kakue TOBaphl (YCIYTH) peaiu3yeT OopraHu3anus ydacTHuka. J[Jis 3Toro
U3YYUTh TPEMJIOKEHHUS PAa3IUYHbIX (GUPM 10 KaKOMY-HHOYAb PEKIaMHOMY
u3nanno. OQopMUTH collepKaTebHYI0 YacTh CIpPaBKA B BUIE TaONUIbI, B
KOTOpO# Oy/eT Mpe/CTaBIeHO Ha3BaHWE (PUPMBI U 1IEHBI HA OJUH U TOT K€ TOBap.
ITocne TaOnuubl cueIaiTe BEIBOIBI.

3amanne 12 CocraBieHne JOKIaIHON 3alIMCKA

CocraBbTe  JOKJIAIHYIO  3alUCKy  JUPEKTOPY  NPEOUpHsITHS  C
MPEAIOKEHUSIMU TI0 YIIYUIISHHUIO YCIOBUM Tpya.

3apanue 13 CocTaBieHue NHUCbMa-MPETEH3UM HA HEKAYECTBEHHBIM TOBap
(OKa3aHHYIO YCIIYTY)

[TogrotoBrTe TEKCT U QopMy Tpadapera NHChMA-TIPETCH3UU HAa
HEKAYECTBEHHBIM TOBap ycayry (yKa3aHHYK YCIYry) B COOTBETCTBUH C
Bapuantamu. [Ipu moaroroske Tpadapera mocrapaiirech, 4ToObI Tpadapet Kacaics
TOJIbKO 0O1Iel GopMbI MpeTeH3un, a He yacTHOcTel. [Ipu BbImoIHEeHUH 3aJaHus
UCIIOJIb3YWTE JAaHHBIE MPUIIOKEHUS 6.

3ananue 14 [lepenucka Mexay pyKOBOJUTEISIMU OpraHu3alui

CocraBbTe n1Ba JIOKYMEHTa, OTPaXKalllMe TMEPenucKy  COIrIacHO
NPEeaJIOKEHHBIM BapuaHTaMm. [Ipu BBINONHEHUM 3aaHUsl UCIIOJb3YUTE IJaHHBIE
IIPUIIOKEHUA 7.

[Ipu cocTaBiaeHUM JOKYMEHTOB COBETYEM BOCIOJIB30BAaThCS CIEAYIOIIUMHU
MIPaBUJIAMU:
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e THCbMA [OJDKHBI COJEP)KAaTh SI3bIKOBbIE (OPMYJIBl M  OOLICTIPUHSTHIC

«KaHUEISAPU3MBL»;

o Heo0XoauMO M30eraThb 3MOIMOHATIBHBIX OOOPOTOB M OIICHOK, H3JIaraTh

BOIIPOC CTPOTO U IO CYIIECTBY;

¢ CJIEyeT MOMHUTb, YTO JJIMHHBIA JOKYMEHT C OOMIIMEM MOapOOHOCTEH, KaK

IpaBUJIO, HE JOYUTHIBAETCS A0 KOHLA.

Bapuant 1. OOO «TBoil KOMIIBIOTEP

3aBenyromas AeTCKUM JoMoM npocut aupektopa OO0 «TBoil KoMIbOTEP)
OKa3aTh 0JIArOTBOPUTEIHHYIO TOMOIIb B BUE MOCTABKU Ha O€3BO3ME3THOM OCHOBE
10 KOMILIEKTOB KOMITBIOTEPHOM TEXHUKHU (CUCTEMHBIN OJI0K, MOHUTOpP). OTBET
JTUPEKTOpa COJECPKUT OOCHIaHHE PACCMOTPEHMSI BO3MOXKHOCTH TPEIOCTaBICHUS
0JIarOTBOPUTEIHHOM TOMOIIIH.

Bapuant 2. OO0 «DOumumnok»

3aBenyromas JOeTCKUM A0MOM mpocuT aupekropa OO0 «Dwummnok»
OKa3aTh 0JIArOTBOPUTEIBHYIO MOMOIIb B BUJE MPOBEACHUS PsAa KOMIIbIOTEPHBIX
KYpPCOB BOCIIUTAHHHMKAM JETCKOro goma. OTBET JUPEKTOpa COJEPKUT OOellaHue
PaccMOTPETh BO3MOKHOCTh IPOBe/IeHUs Kypca «CeKpeTapcKoe Ie10»

Bapuant 3. OO0 «/lenbun u pycankay

3aBenytomas AETCKUM JoMoM mpocuT aupektopa OO0 «/lenvpun u
pycajika» oKa3aTh 0JaroTBOPUTENIBHYIO TOMOILb B BUJIE€ NIPEIOCTaBICHUS ITyTEBOK
B JTHU HOBOTI'OJIHUX KaHUKYJ BOCIHMTAHHHKAM JETCKOTO JoMa Ha 0e3BO3ME3IHOMU
ocHOBe. OTBET TUPEKTOpPA COJEPKUT OTKA3 B BO3MOKHOCTH OKa3aHUs MOJIOOHOU
MTOMOIIY B JHM HOBOTOJHUX KaHUKYJI, C BO3MOXKHBIM MPEJOCTABICHUEM ITyTEBOK B
Ipyroe BpeMs roja.

Bapuant 4. OO0 «Ukc & Urpex»

Jupextop mnpodeccuoHaabHOr0 KoJulemka mpemiaraet aupekropy OOO
«Mkc & Hrpek» COBMECTHOE COTPYIHMYECTBO B YACTH NPOBEACHUS SPMAPOK
BakaHcuW Juis ydamuxcsa kosutemka. Jupexkrop OO0 «Mke & Urpex» oTBeuaet
COrJIaCUEM PACCMOTPETH CPOKH MPOBEACHUS SIPMAPOK.

Bapuant 5. OOO «I1lunsl 1 po3bn»

3aBenyromas AeTckuM caaoM npocut aupekropa OOO «IIlumber 1 po3s»
0JIarOTBOPUTEIBHYIO TOMOILb B YaCTU MEPEUYMCICHUS JIEHEKHBIX CpPEACTB Ha
peMOHT KpoBiu. OTBET AUPEKTOpa COJAEPKUT OOCLIaHUE TMOMOIIM B PEMOHTE
KPOBJIH.

3amganue 15 [Tucemo-xkamoda

W3menuTe crnemyromuii TEKCT, MpHUaB eMy O(QUIIMATBEHO-IEIOBON CTUJIb.
[Tpu BEITIONTHEHUY 33/IaHUS KCTIOJIB3YUTE TaHHBIEC IPUIIOKEHUS /.

A, CoxonoBa 3o0s1 EropoBHa, siBisitoch nuteMm Osiokaabl. CKOJBKO pa3 s
oOpamjajiacb B MWIMIIMIO U K pa3HbIM HayaJbHUKAaM H3-3a2 CBOMX COCENIEed, a UM
Jieia HeT JI0 MPOCTON TpyKeHUIbl. J[pyrue >kMBYT B OTIEIbHBIX KBapTUpax, a s
COpOK JieT paborana, a *uBy B KoMMyHaike. Coceau MOM MOJIOAIbIC, KPYTAT
My3bIKY 10 11 HOUM, MIIUTY HE MOIOT, MPUXOJAT U CTYy4YaT JBEPHIO, KOTJIa 3aXOTHT.
[Tencuro mHe Hanmenunau Bcero 650 pyoOneit. Kak Ha HUX TpPOXKUTH, a Belb €IIIe
XOUYETCsl BHYKAM NOJAPOYKH KYTIUTb.
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[Ipomry pazoOparbcsi, BUHOBHBIX Haka3aTh U JIaTh MHE TIOMOIIb B BHUIE
JICHET.

12 dpespaiia Cokosnona 3.E.

3ananue 16 OdopmiieHne yBoJbHEHUS

Odopmuts yBosbHeHre COTpyJHUKA C 3aHECEHHEM COOTBETCTBYIOLIEH
3aIliCH B TPYAOBYIO KHUXKKY.

2. MeToauyeckne peKOMEHIAIUM 110 U3YUEHUI0 YUeOHOH UCIMILIHHBI
2.1. MeTonuueckne peKOMEHIAINH MTPET01aBaTeIbCKOMY COCTaBy

2.1.1. Meroauyeckiue pPEKOMEHAALMU IO TMPOBEACHUIO YYEOHBIX
3aHATUN

Metoauka npoBeleHUs 3aHATHM OCHOBaHAa Ha MHCIIOJIb30BAHUM AKTHUBHBIX
dopM, TMO3BOJSIOMIMX  CcHENaTh KaXJA0ro M3 ciaylmareled  y4acTHUKOM
o0CyKJaeMbIX BOIPOCOB M MpobieMm. Oco0oe BHMUMaHWE NpU H3YUYEHUU Kypca
00pallleHO Ha aKTUBHYIO CaMOCTOSTENbHYIO0 pad0Ty 00ydarouuxcs (CraymaTeneil)
KaKk TpH TIOATOTOBKE, TaK M B TMPOILECCE MPOBEACHUS TEOPETUYECKUX U
MPAKTUUECKUX 3aHATUN. M3mokeHue maTepuana COMPOBOXKIASTCS MILTIOCTpAIHei
Ha TPAKTUYECKUX MMPUMEPAX.

Bmecte ¢ Tem mnpuUHIMNUAIBLHOW OCOOCHHOCTBIO SIBISIETCSA COYETAHUE
paznuyHbIX (OPM M METOJIOB OOY4YEHUs, BKIIOYAs JICKUMOHHYIO (OpMy MoAauu
Haubosiee (yHIaMEHTAIbHBIX MOJOKEHUH, U3JI0)KEHUE JOCTYHOrO MaTepuana B
BUJIE HETIPEPHIBHOTO IMAJOra, UCIOJIb30BaHNE METOJIOB MPOOJIEMHOI0 00yUEHHSI.

[IpoOnemHoe oOyueHHEe — OpPraHW30BAHHBIA MPEToJaBaTeieM CIoco0
aKTUBHOTO  B3aUMOJICHCTBUSL  CyOBbEKTa €  IpOOJIEMHO-NPEACTABICHHBIM
colepkaHUEM OOYy4YeHHs, B XOJ€ KOTOPOro OH MpUOOIIaeTcs K OOBEKTUBHBIM
OPOTUBOPEUMSIM HAYYHOI'O 3HAHUSA U CIOCOOAM MX PELIEHUS. YUYUTCS MBICIHUTD,
TBOPYECKU YCBAUBATh 3HAHMUS.

CxeMa npo0sieMHOTO OOy4YeHHMsI, IPEICTABIAECTCS KaK MOCIIEI0BATEIbHOCTD
MpoLENyp, BKIIOUAIOIIMUX: MOCTAHOBKY MpenojaBaTeieM y4eOHO-TTPOOIeMHOM
3aJla4yM, CO3/IaHue JUIS y4JalIuXcsl MPOOJIEeMHON CUTYyaIllH;, OCO3HAHUE, IPUHITHE U
pa3penieHue BO3HMKIIEH MpoOJeMbl, B IMpOLECCe KOTOPOTO OHHU OBJIAAECBAIOT
0000IIeHHBIMU CTIOCOOaMU TTPHOOPETEHUSI HOBBIX 3HAHWMW; MPUMEHEHUE JTaHHBIX
CIIOCO0OO0B IS PeIIeHUs] KOHKPETHBIX CUCTEM 3a/1a4.

OcHOBHbBIE TICUXOJOTMUECKHE YCJIOBUSA JUISl YCIEIIHOTO MPUMEHEHUs
po0JIIEMHOTO O0yUYEHUS:

- IPOOJIEMHBIE CUTYAIH JIOJDKHBI OTBEYATh LEISIM (POPMUPOBAHUS CUCTEMBI
3HAHMI;

- OBITH TOCTYITHBIM JIJIs YHaIIHXCS;

- JIOJDKHBI BBI3BIBAaTh COOCTBEHHYIO TIO3HABATEIBHYIO EATEIBHOCTh U
aAKTUBHOCTH;

- 33/IaHUS TOJDKHBI OBITh TaKOBBIMHU, YTOOBI YUAITUIICS HE MOT BBITIOJIHUTH
UX, ONHWpaschb Ha YyKE€ HUMEIIIMecs 3HaHWs, HO JOCTaTOYHBIMH  JUIS
CaMOCTOSITEJIbHOTO aHaJIN3a MPOOJIEMbI U HAXO0K/I€HUS HEU3BECTHOTO.
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Ha3BanHoe moJIO)KE€HHE Kypca B CTPYKTYpe H3y4aeMbIX JAUCHUILIAH
METOJUYECKU PEAU3YETCA COOTBETCTBYIOIIEH OpPraHU3alMENd CaMUX 3aHATUH, B
ux OOIlel JIOTHKE, MPUBOJUMBIX MPUMEpPAX, MpEiaraéMbiX TeMax JTOKJIaJ0B Ha
CEMUHapax.

B ocBoeHun, COOCTBEHHO, SKOHOMHUYECKHX SIBJICHUM, OTHOCSIIUXCSA K
npeaMeTy Kypca, ocoboe 3HadeHHe MNpUoOpeTaeT MPOJyMAHHOE METOIUYECKOE
BBICTPAUBAHUE JIEKIIMOHHBIX M CEMHHApCKux 3aHAThi. CeMHuHapbl IOJKHBI
pa3BUBaTh MOJIOKEHUSI JICKIIUW, HO HE TTIOBTOPSTH UX.

Hauunaercsi ceMrHap co BCTYIUTEIBLHOTO CJIOBa MpenojaBarens (5-7 MuH.).
[lenaror Ha3bpIBaEeT TEMY CEMHHApa, LIeTb U 3a/1a4d 00Yy4alolIUXCsl, BHIOMpAs TaKkue
(bOpMyIHPOBKH, KOTOphIE OyayT MOTHBHUPOBATh OOYYaIOMIMXCA ISl aKTUBHOM
paboThl Ha 3aHATUU. [Ipy 3TOM UCTUHHBIE 33]]a4l CEMUHApa MOT'YT HE OTJIallaThCsl.
[IpenonaBatens oOpaliaeT BHUMAHHWE HA Y3JIOBbIE MPOOJEMBI JJiA OOCYKIICHUS,
yKa3blBaeT (OopMy MPOBEACHUsS 3aHATUS U TMOPsIoK paboTel B Hed. Ilo dopme
BCTYIUTEJIBHOE CJIOBO JOJKHO OBITh JIAKOHWYHBIM, JIOTUYECKU CTpPOMlHBIM. B
COJICp’)KaHUM €ro HapsAay C JPYTMMU BOMNPOCAMH, MpenojaBaTesib JOJIKEH
00s13aT€JIbHO TTOYEPKHYTh CBSI3b TEMBI C OYyIyIIel NeAaTeIbHOCTHIO BBITYCKHUKA
WHCTHUTYTA, C COBPEMEHHOM KU3HBIO.

Baxneimeld 4acTbl0 CEMUHApPCKOTO 3aHATUSI SIBJISIETCS OOCYXXJICHUE
BOIPOCOB. B 3aBHCHUMOCTH OT (OopMBbI 3aHATUS MpENojaBaTeib, cHOpPMYIUPOBAB
BOIIPOC, TMpPEMJaraeT BBICTYIUTh KENAIOINIMM WIA  CclelaTh COOOIIECHHE
(bukcupoBaHHOE BBICTYIUICHHE), 3apaHee MOJTOTOBJICHHOE O00YyYarouuMcs.
HeoOxoaumo co3gaBaTh Ha ceMuHape arMochepy TBOPUYECKOW JHCKYCCHH,
KUBOTO, 3aMHTEPECOBAHHOTO OOMEHa MHEHUsIMU. B X0/1€ cemuHapa Ba)KHO, YTOOBI
oOydJaroriecss BHUMATEIbHO CIYIIAT U KPUTUYECKH OLICHUBAIU BBICTYIUICHUS
Kojuier. J{nsi 3Toro mpemnojaBaTeNl0 HE CJIEAYEeT cpa3y IMOcCi€ BBICTYIUICHUS
oOydJaromerocss caMOMy yKa3blBaTb Ha JOMyIIEHHbIE OmuOKu. Jlydie
MPEOCTaBUTh ATy BO3MOXKHOCTh YyYaCTHUKAM CeMHUHapckoro 3aHsTusa. llocne
00CYXJIeHUsI OYEPEIHOr0 BOIpOCa MPENojaBaTesib JOJDKEH MOJABECTH KpPAaTKUN
UTOT OOCYXJEHHUS, YKa3aB Ha OOHAPYKUBILIHUECS MPOOJEMBbI U OIIMOKK B 3HAHUSIX
oOyyJarouxcsi.

BaxkupiM  3TamoM  cemMuHapa  SBIAETCS  3aKJIIOYUTEIBHOE  CJIOBO
npenojiaBaresis. B 3akIounTeIbHOM ClIOBE B KOHLIE CEMUHApa MpenogaBaTeb:

a) AaeT OOIIyI0 OIEHKY MPOIIEeANIEro 3aHATUs (YPOBEHB MOATOTOBICHHOCTH
oOydJaronmmxcsi K CEMHHApy, AaKTUBHOCTh YYaCTHUKOB, CTEMEHb YCBOEHUS
poOIeMBbl);

0) OCyIIECTBJISIET aHAIW3 M OILCHKY BBICTYIUICHHH, COOIIOJas MPH 3TOM
O00BEKTHBHOCTH M UCKJITFOUUTEIIbHYIO KOPPEKTHOCTH;

B) KPaTKO PAaCKPBIBAET BOMPOCHI, HE MOJYYUBIINE TIyOOKOTO OCBEIICHUS Ha
CEMUHapE;

I') JaeT 3aJlaHKe Ha JaJbHEHIIYI0 CaMOCTOSTEIbHYIO paldoTy.

B npakTtuke npenogaBaHus MOJyYUSId paclpoCTpaHEHHUE pa3IMuHbIe (OPMBI
CEMHUHAPCKUX 3aHITUMN.

Beibop  ¢opMbl ceMHMHApCKOrO  3aHATHS  JOJDKEH  3aBUCETh  OT
MOATOTOBJICHHOCTH TPYIII, XapaKTepa W COJAEPKaHMs 00CYK/IaeMbIX BOTIPOCOB, a
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TaKX€ IMEeIarornyeckoro MacTepCcTBa CAMOI0 MPENOAAaBATENs] M TEXHHUYECKHX
BO3MO>KHOCTEH.

JIns  aKTUBM3AllMM  CaMOCTOATENIBHOM  JEATEIbHOCTH  OOyYaromuXxcs
HEOOXOJUMO TPAKTHUKOBATh Ha CEMHUHAPCKHUX 3aHSATUSIX OOCYXKJICHHE JIOKJIAJIOB,
IPOBEJCHNE JCIOBBIX HIP, Pa300p KOHKPETHBIX SKOHOMHYECKHX CUTYallHM,
pellIeHuEe MPAKTUUYECKUX 3aja4, OPraHW30BbIBaTh TECTUPOBAHUE MO MPOWUICHHBIM
TEMaM.

2.1.2. Metoandeckue peKOMEHIAITMH TI0 TTPOBEICHUIO MHTEPAKTUBHBIX
3aHATHI

Haubonee cioxnas gopma mpoBeneHus: 3aHATHS — HMHTEpakTUBHOE. OHO
TpeOyeT TPONUCTBEHHOM B3aMMOCBSI3U: IMpENojaBarelib — O00y4YaroIuicsI—
oOyuaromuiicsi. B 3ToM 3aHSATHU BCE YYaCTHUKHU PaBHbBI U KaXKJIbIH UMEET IIPaBo Ha
coOCTBEHHOE€ MHEHHE IO JII0OOMY Bompocy. B 3ToM 3akitouaercs BCsl CIIOKHOCTD
npernojaBaresisi, Tak Kak MHpHU BCEOOIIEH «paBHOCTU», OH JIOJDKEH HE3aMETHO
HAIPaBJIATh 3aHSATHE B HY>KHOM HaIlpaBJICHUHU, YTOOBI B UTOTE Yy OOYYaIOIIUXCS
OCTAJIMCh BEPHBIE CYXIEHUSA U TOHUMAHUE 3aKperuisieMoro Mmarepuana. s aroro
HE00XO0IUMO:

- YETKO ONPEAEINUTD LIENIb 3aHATHUS;

- IOJITOTOBUTH Pa3JaTOUHbIA MaTepUa,

- 00ecreunTh TEXHUYECKOE 000pyA0BAHNUE;

- 0003HaYCHBI YUYACTHHUKHU;

- OINPEJEIUTh OCHOBHBIE BOIPOCHI, UX MOCIIEI0BATEIBHOCTD;

- oA00paTh MPAKTHUECKUE MPUMEPHI U3 KU3HU.

B yueGHOM mporiecce MOTYT OBITh HCHOJB30BAaHBI T.H. «MHHOBAIIMOHHO-
NEJarornuyecKue» TEXHOJIOTUU, KpaTKUE OMNPEAENICHUSI KOTOPBIX JIaHbl HHIKE.
Kaxnplii mpernojaBaTens OMNpeneseT CaMOCTOSTEILHO TEMy 3aHATHH, Oolee
OTBEYAIOUIYIO TOM WM MHOU (hopMe NPOBEACHUS.

UccnenoBarenbckuii MeTOZ OOy4eHHUSI — ATO OpraHu3anus OOydeHHsS Ha
OCHOBE TOWUCKOBOW, TI03HABATEIbHOW JEATEIbHOCTH OOYYAIOMIMXCS IyTeM
MMOCTAHOBKM  TIPErojiaBaTeJieM T03HABaTEIbHBIX W  NPAKTHUUYECKUX  3ajad,
TPeOYIOIUX  CaMOCTOSITEILHOTO  TBOpYeckoro pemieHus. (OcCHOBHas —ujes
MCCIIEI0OBATEIHCKOTO METOIa O0yUEHHUS 3aKTF0YAeTCs B UCIIOIB30BAHUHA HAYYHOTO
MO/IX0/1a K PEIICHUIO TOW WJIM MHOW yueOHOM 3aaum.

Camoo00y4yeHue — METOJ, TPH KOTOPOM OO0y4YaeMbIii B3aUMOJCUCTBYET C
o0pa3oBaTeNbHBIMU pECypcaMyd TPU MUHUMAJIBLHOM y4YacTUU TPENojaBaTeis U
apyrux oOydaeMbix. Jlyisg camooOydeHus Ha 0a3e COBPEMEHHBIX TEXHOJIOTHH

XapaKTEpEH MYJIbTUMEIHA-TIOAXO/, npu KOTOPOM HCIIOB3YIOTCS
oOpa3oBaTenbHbIE PECYPCHI: MEeYaTHbIE MaTepHalbl, ayJAHO- U BHJIEOMaTEpHUAaIbI,
KOMITbIOTEPHbIE oOyyaroniue POTrPAMMBI, AIIEKTPOHHBIE KYPHAaJIbI,

WHTEpPaKTUBHbBIC 0a3bl JAaHHBIX U JPyTHE yueOHbIC MaTepHUalibl, JOCTABISIEMbIC TIO
KOMITHIOTEPHBIM CETSIM.

PaboTa B ManbIX rpynmax — 3TO OJHA U3 CaMbIX MOIMYJISIPHBIX CTPATETUH,
TaKk Kak OHa JlaeT BCeM OOYyaloIMMCs BO3MOXXHOCTh Y4acTBOBaTh B padoTe,
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MPaKTUKOBaTh HABBIKM COTPYJHUYECTBA, MEXKIUYHOCTHOTO OOmeHus (B
JaCTHOCTH, YMEHHE aKTHBHO CIIYyIaTh, BRIpA0AThIBATh OOIlee MHEHHE, Pa3peliaTh
BO3HMKAIOIIKE PA3HOIJIACHS).

Case-study (aHam3 KOHKPETHBIX CUTYAIIUid, CHTYyallMOHHBIN aHAJIH3)

Meron aHanu3a KOHKPETHOW CHUTyallMHM (CUTYallMOHHBIA aHaiu3, aHaJIn3
KOHKPETHBIX CHUTyalnui, case-study) — 93To Tmegarormyeckas TEXHOJIOTHS,
OCHOBaHHasi HAa MOJETUPOBAHUU CUTyallMM WM HUCIOJB30BaHUS peaTbHOU
CUTyalldd B LEIIX aHalu3a JaHHOTO Ciydasl, BBISBICHHS MpoOJieM, IMOUCKa
ANMBTEPHATUBHBIX PEIICHUN U IPUHITHS ONITUMAIBHOTO PEIICHUSI IPOOIIEM.

Llens oOyuaeMbIX - MNpOAHAIU3UPOBATH JaHHBIE CUTYyallMd, HaWJCHHBIC
pElIeHMs], UCIOIb30BaB MPU 3TOM NPUOOPETEHHBIE TEOPETUUECKUE 3HAHUS.

Juckyccust — opma ydeOHOM pabOThI, B paMKax KOTOPOM oOydaroniuecs
BBICKA3bIBAIOT CBOE€ MHEHHME MO TMpobjieMe, 3aJlaHHOM IMPEMNo/iaBaTelieM.
[IpoBeaeHne AUCKycCHil MO MPOOJIEMHBIM BOIMPOCAM IMOJpa3yMeBAET HAIMKUCAHUE
00y4aroIMMUCs TE3UCOB WU pedepaToB.

Joxnan (mpe3eHTanus) — nyOJauyHoe COOOIIEeHUE, PEACTaBIIAIOIIee co00it
pa3BepHYTOE M3JIOKEHHE OMPECICHHON TeMBbI, BOMpoca Mporpammsel. Jlokiana
MOXXET OBITh NPEACTaBICH PA3IWYHBIMHA YYaCTHUKAMH TIpoliecca OOyYeHUS:
MpernoiaBaTesieM, TMPUTIIAMIEHHBIM  JKCIIEPTOM, OOYYarOIIMMCS, TPYIIION
oOyyJarouxcsi.

Kpyraeiit cron — omuH u3 HauOosnee 3PEGEKTUBHBIX CHOCOOOB IS
00CYXJIEHHSI OCTPBIX, CIIOKHBIX U aKTyaJbHBIX HAa TEKYIIMH MOMEHT BOIPOCOB B
mo00it nmpodeccruoHanbHOM cepe, 0OMEHA ONBITOM U TBOPUECKUX WHUIIUATHUB.

Dcce — ITO COUYMHEHHME-PACCYXKJICHHE HEeOOJIBIIOro o0beMa CO CBOOOHOMU
KOMITO3UIIUEH, BBIPAXKAIOIEe WHIMBHUIYyAIbHbIC BIEYATICHUS U COOOPAXKEHHS TI0
KOHKPETHOMY TIOBOAY WJIM BOMPOCY M 3aBEAOMO HE TMpPETeHIyIollee Ha
OTIPEICTISIONTYIO MITH MCUEPIIBIBAIOIIYIO TPAKTOBKY IIpEeIMETA.

WNuTepakTrBHOE OOyYE€HHE IMO3BOJSIET pEIIaTh OJAHOBPEMEHHO HECKOJBKO
3a/1a4, TJIAaBHOW W3 KOTOPBIX SIBIISICTCS Pa3BUTHE KOMMYHUKATHBHBIX YMCHHHA W
HaBBIKOB. JlaHHOe O0OyuYeHHEe TIOMOraeT YCTAHOBJICHUIO SMOIIMOHAIBHBIX
KOHTaKTOB MEXAy yYallUMHCs, OOeCTleurnBaeT BOCHUTATEIbHYIO —3ajady,
MIOCKOJIBKY TIpHy4aeT paboTaTh B KOMaHJIE, MPUCITYIIUBATHCS K MHEHHUIO CBOMX
TOBApHIIEH, 00ECTICUNBAECT BHICOKYIO MOTHBAIIUIO, IPOYHOCThH 3HAHUM, TBOPUYECTBO
1 (paHTa3UI0, KOMMYHUKAOEIBHOCTh, AKTUBHYIO KU3HCHHYIO TO3UIUIO, IIEHHOCTh
WHIUBUyAIbHOCTH, CBOOOJy CaMOBBIPOKEHHUS, AaKIEHT Ha JIESITEIbHOCTD,
B3aMMOYBa)KCHUE U JEMOKPATHUYHOCTb.

2.1.3. Metoauyeckue peKoMeHAAMU 10 KOHTPOJIIO0 YCIIEBAEMOCTH

2.13.1. Texyias arrectanus (TEKyIU KOHTPOJIb) YPOBHSI YCBOCHUS
coJiep>KaHus y4eOHOW TUCHIUILIUHBI

Texkymas arrecrtauus (TEKyIIUAd KOHTPOJb) YPOBHSI YCBOCHHS COAEpPKaAHUS
JUCLMIUIMHBI PEKOMEHIYETCSl MPOBOJUTH B XOJE BCEX BUJOB YUYEOHBIX 3aHATUH
METOJIaMH YCTHOTO M MHCHbMEHHOT0 ompoca (padboT), B MpoIecce BHICTYILUICHUI
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oOy4aromuxcst Ha CEMUHAPCKUX (MPAKTUYECKUX ) 3aHATUAX U 3aIUTHI pedepaTos,
a TaK)Ke€ METOJIOM TECTUPOBAHUS.

KauyecTBO mNUCBMEHHBIX pabOT OLEHMBAETCS HCXOAS W3 TOro, 4TO
oOyyJarommecs:

- BIOpaJIi ¥ UCNOIB30BANIN (POPMY U CTUJIb U3JI0KEHHSI, COOTBETCTBYIOIINE
LEJISIM U COJEPKaHUIO JUCLMILIIUHBL;

- NPUMEHWIH CBSA3aHHYIO C TEMOW MH(POpPMAIUIO, UCIOJIb3YS MPU 3TOM
HNOHATUHHBIN anmnapar crequairucTa B JaHHOH 001acTy;

- TOPEICTAaBWIM CTPYKTYPUPOBAaHHBII M TPaMOTHO HalMCAHHBIA TEKCT,
HMMEIOIIUHN CBA3HOE COAEPKAHHUE.

2.1.3.2. TlpomexytouHas arTecTanus (MTOTOBBIN KOHTPOJIb) YPOBHS
YCBOCHUS COJICPKaHUS YIeOHOW TACITATIITUHBI

[TpomexxyTouHas arrectanusi (MTOTOBBIM KOHTPOJIb) MPOBOJIUTCS B (popme
3a4eTa B XOJie 3UMHEH (JIeTHEH) 3K3aMEHAIIMOHHOM CECCHU C BBICTABJICHHUEM
UTOTOBOM OIEHKH 10 aucuuiuimHe. K 3adery nmomyckarorcs oOydaromuecs,
YCIIEITHO  BBIMOJHUBIINE BCE BHAbI OTYETHOCTH, IPEAYCMOTPEHHBIE IO
JTUCLUUIUIMHE Y4eOHBIM IJIaHOM. B Xoje 3adeta mpoBepsieTCsl CTENEHb YCBOCHUS
Marepuana, yMEHUE TBOPUYECKHU U MOCIIEI0BATEIbHO, YETKO U KPATKO OTBEYATh Ha
MOCTaBJICHHBIE BOMPOCHI, [I€JlaTh KOHKPETHbIC BBIBOABI U (HOPMYJIUPOBATH
000CHOBaHHBIE TIpe/ioKeHHs. MToroBass OILIEHKAa OXBaTbIBAET MPOBEPKY
JOCTHKEHUS BCEX 3aSIBJIICHHBIX LEJIEH M3YUYCHUS] NUCUUIUIMHBI U TPOBOAUTCS IS
KOHTPOJIS YPOBHS MOHUMAaHMS OOYYalOIMMUCS CBSI3€H MEXIy pa3IMuHbIMH €€
3JIEMEHTaMM.

B Xo1e UTOroBoro KOHTpOJIS akKIECHT JelacTCs Ha MPOBEPKY CIOCOOHOCTEH
00yJarommuxcsi K TBOPYSCKOMY MBINUICHHIO M HCIOJIB30BAHUIO TTOHSATHIHOTO
amrapara  JIUCIUIUIMHBI B PEIICHWH  Mpo(EeCCHOHAIBHBIX  3aJad IO
COOTBETCTBYIOIIEH CIEIAATBHOCTH.

2.1.3.3. Kputepuu OlieHKH Y4eOHBIX JOCTUKEHUN 00YyHarOIIXCsI

KadyecTBO OTBEeTOB MW pelieHus 3anad  (3aJaHuii) OIEHHUBAIOTCS Ha
«OTIIMYHOY, «XOPOIIIO», «yIOBICTBOPUTEIILHOY» U «HEYAOBIECTBOPUTEIHHOY.

OreHKa «OTIUYHOY BBICTABIISICTCS] 00YUaIOMEMYCs, €CITH:

- TaHBI MCYEPIIBIBAIONINE W OOOCHOBAHHBIC OTBETHI Ha BCE IOCTABJICHHBIC
BOIIPOCHI, TMPABUJIBHO M PAlMOHAIBHO (C HCMOJB30BAaHUEM pPallMOHAIBHBIX
METO/IMK) PEIIEHbl COOTBETCTBYIOIIHE 3a/1a4K;

- B OTBETAaX BBLICISUIOCH TJIABHOE, BCE TEOPETUUECKHUE IMOJOKCHUS YMEIIO
YBSI3BIBATIUCH C TPEOOBAHUSIMU PYKOBOASIIUX TOKYMEHTOB;

- OTBETHI OBLIM YETKUMH M KPaTKHUMH, a MBICIH H3JIaraJuCch B JOTHYCCKOM
MOCJIEJOBATEIILHOCTH,

- MMOKa3aHO YMEHHE CaMOCTOSTEIbHO aHAJIU3UPOBaTh (DAKTHI, COOBITHSA,
SIBJICHUSL, IPOIIECCHI B UX B3aUMOCBSI3U U JIMAJIEKTUYECKOM Pa3BUTHH.

OreHKa «XOPOII0» BBICTABISAETCS 00yUJaIOIMIEeMYyCsl, €CITH:
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- JaHbl TIOJIHBIE, JIOCTATOYHO OOOCHOBAHHBIE OTBETHI Ha IMOCTABJICHHBIC
BOIIPOCHI, IPABWJIBHO PELIEHBI IPAKTUYECKUE 3a1aHU;

- B OTBETaX HE BCErAa BBIACIAIOCH IVIABHOE, OTACIIbHBIE IIOJOKEHUS
HEJIOCTAaTOYHO YBS3BIBAJIUCH C TPEOOBAHMUSIMM PYKOBOISIIMX JOKYMEHTOB, MpPHU
pELIEHUH IPAKTUYECKUX 3aJad HE BCErAa HCIOJIb30BAIUCh PALMOHAIBHBIC
METOJUKU pacu€ToB;

- OTBEThl B OCHOBHOM OBUIM KpaTKUMH, HO HE BCErJa YETKUMHU.

O1eHKa «yTOBIETBOPUTEIBHO) BBICTABIISETCS 00Y4AIOIIEMYCS, €CIIH:

- 1aHbl B OCHOBHOM ITPaBWJIBHBIE OTBETHI HA BCE IIOCTABIICHHBIE BOIIPOCHI,
HO 0e3 JOHKHOW TIyOMHBI U 00OCHOBAaHHWSA, IIPU PEIICHUU MPAKTHUUECKUX 3a7a4
OOy4YaroNIuiicsl MCHOJIb30BANl MPEKHUN OIBIT U HE NMPUMEHSI HOBBIE METOJMKH
BBIIIOJIHEHNS PACYETOB, OJHAKO HA YTOUYHSIOIIME BOIPOCHI JaHbl B IIEJIOM
IIPABUJIBHBIE OTBETBHIL;

- IIPYU OTBETAX HE BBIIEIAIOCH [TIaBHOE;

- OTBETHI ObUIM MHOTOCJIOBHBIMH, HEUETKUMHU M 0€3 JOJIKHOU JIOTHYECKOU
I10CJIEIOBATEIIbHOCTH;

- Ha OTJAECJIbHBIE JOIOJHUTEIBHBIE BOIPOCHI HE JAaHbI IOJIOKUTEIbHBIE
OTBETBI.

OneHka «HEyJIOBIETBOPUTEIBHO» BBICTABISIETCS 00y4aroIIeMycsl, €CIIU He
BBINIOJIHEHBI TPEOOBAHUS, COOTBETCTBYIOIINE OLEHKE «YyJIOBJIETBOPHUTEIHLHOY.

2.2. Meronuyeckue ykazaHusi 00y4JaronumMcst

[TpoIyKTUBHOCTh YCBOEHUS yUeOHOTO MaTepHaia BO MHOTOM OTIPEEsIeTCs
WHTEHCUBHOCTBIO W KA4eCTBOM CaMOCTOSITEIBHOW pPabOThl  00yYaroIierocs.
CamocrosiTenbHast paborta npeznonaractT GOpMUPOBAHUE KYJIbTYPbl YMCTBEHHOTO
TPyJa, CAMOCTOSITEIbHOCTH W WHUIIMATUBBI B TIOMCKE U MPUOOPETEHWU 3HAHUM;
3aKperUIeHUe 3HAaHUM M HABBIKOB, MOJYYEHHBIX HA BCEX BUJAX YUCOHBIX 3aHSATHUH;
MOATOTOBKY K TMPEICTOAIIUM 3aHSITHSIM, dK3aMEHaM; BBITIOJIHEHUE KOHTPOJIbHBIX
pabor.

CamoCTOSITENBHBIN TPY/ Pa3BUBAET TaKHE KaueCTBa, Kak OPraHU30BaHHOCTb,
JTUCHUTUIMHUPOBAHHOCTh, BOJIFO, YIIOPCTBO B JOCTHUKEHUU IOCTABJICHHOW IIEJH,
BbIpabaThiBa€T  yMEHUE  aHAIM3UPOBaTh  (akThl W SBJICHUS,  Y4YHUT
CaMOCTOSITEJIbHOMY MBIIUICHUIO, YTO NPUBOAUT K PA3BUTHI0O U CO3JAHUIO
COOCTBEHHOTO MHEHHS, CBOMX B3TJISI0OB. YMEHHE paboTaTh CaMOCTOSITEIHHO
HEOOXOAMMO HE TOJIBKO JUIsl YCHEIIHOTO YCBOCHHS COJACpXKaHUS Yy4eOHOU
[IPOrpaMMBbl, HO U JUJIS TAJIbHEUIIIEW TBOPUYECKOU AEATEIBHOCTH.

OcHOBY CaMOCTOSATENBbHON paboThl 00ydYaromierocs cocraBisieT paboTta ¢
y4eOHOHM 1 HaydHOU JuTeparypoii. 3 ombiTa paboThl C KHUTOM (TEKCTOM) CIIEyeT
OTIpE/ICIICHHAs  IOCJICIOBATCIPHOCTh  JICHCTBHM, KOTOPOH  IIeIeco00pa3Ho
npuaepxkuBathest. CHavama mpoYnTaTh BECh TEKCT B ObicTpoM Temrie. Llens Takoro
YTEHHUS 3aKJI0YaeTcss B TOM, YTOOBI cO34aTh OOIIee MpeacTa—BiICHUE 00
u3ydyaeMoM (He 3allOMHUHATh, & MOHATh OOUIMNA CMBICI MPOUYUTAHHOTO). 3aTeM
OpOYUTaTh BTOPUYHO, OO0Jiee MEUIEHHO, 4YTOObl B XOJI€ YTEHUS TNOHATh U
3aMIOMHUTD CMBICIT KaXA0U (Ppasbl, KaxKI0ro MOJO0KEHUS U BOIIPOCA B LIEJIOM.
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UreHre MNPUHOCUT TMOJb3Y M CTAHOBHUTCS MNPOAYKTHBHBIM, KOTrAa
COTIPOBOXAAETCA 3aMUCAMU. ITO MOXKET OBITH COCTaBJICHHE IJIaHA MPOYUTAHHOTO
TEKCTa, TE3UCHI WU BBIIMUCKU, KOHCIIEKTUPOBAHUE U JP.

Bri0op BHa 3amucu 3aBUCHUT OT XapaKkTepa M3ydyaeMoro Marepualia u nueien
paboOThI C HAM.

Ecmu copep:kanme marepuana HECIOKHOE, JIETKO YCBAMBAEMOE, MOKHO
OTrPaHUYMTHCS COCTABIICHUEM IIJIaHA.

Eciu matepuan cofepKuUT HOBYIO M TPYJIHO YCBAaMBaeMyl HH(pOpMAIUIO,
LIEJIECO00PA3HO €r0 3aKOHCIEKTUPOBaTh. Pe3ynbTaThl KOHCIEKTUPOBAHUS MOTYT
OBITh IPEJCTABJICHBI B PA3JIUYHbIX (popMax.

[Inan — 310 cxema MPOYUTAHHOIO MaTepuana, KpaTKui (Wiau MmoapoOHBIi)
[IEPEYEHb BOIPOCOB, OTPAKAIOIIMNX CTPYKTYPY U IOCIEA0BATENBHOCTh MaTEpPHAIIA.
[TonpoOHO cocTaBIEHHBIH J1aH BIOJIHE 3aMEHSIET KOHCIIEKT.

KOHCIIEKT — 3TO CUCTEMATU3UPOBAHHOE, JIOTUYHOE HM3JIOKEHHE MaTepuala
MCTOYHHKA. PaznmuyaroTcs 4yeThlpe TUIa KOHCIIEKTOB.

[ImaH-KOHCIEKT — 3TO Pa3BEPHYTHIM NETAIM3UPOBAHHBIN IJIaH, B KOTOPOM
JOCTATOYHO MOJPOOHBIE 3alMCH MPUBOAATCS MO TEM IYHKTaM IUIaHA, KOTOPbIE
HY>KJIalOTCS B TIOSICHEHUU.

TekcTyanbHbIA KOHCHEKT — 3TO BOCHPOU3BEACHUE HaMOOIee BaKHBIX
MOJIOKEHUHN U (PAaKTOB MCTOYHHKA.
CBOOOJHBIM KOHCHEKT — 3TO YETKO U KpaTKo CcQOpMYJIUpOBaHHBIE

(I/I3J'IO}KGHHI>IC) OCHOBHBIC IIOJIOKCHHA B PC3YIIBTATC FJIY6OKOF O OCMBIC/IMBAHUA
MaTcpuajia. B nHem MOI'YT IIPHUCYTCTBOBATHb BBIIIMCKH, HOHUTATBI, TC3HUCHI; YaCTb
MaTcpuajia MOXCT OBITH IMpcaAcTaBjCHa IIJIAHOM.

TeMaTuyecKuid KOHCIIEKT — COCTaBJISICTCS HAa OCHOBE M3YUYCHMUS psla
HMCTOYHUKOB U JaeT 0oJjiee UM MEHEe UCUEPIBIBAIOIINM OTBET MO KAKOH-TO CXEeMe
(Bompocy).

B mponecce u3yueHuss marepualia MCTOYHUKA, COCTABJICHHS KOHCIIEKTA
HY>KHO 00£3aTEJIbHO MIPUMEHSTh PA3JIMYHbIE BBIIEICHUS, MOA3ar0JIOBKH, CO3/1aBas
OJIOYHYIO CTPYKTYpPY KOHCIIEKTa. DTO J€JaeT KOHCHEKT JErKO BOCIPUHUMAEMBIM,
YAOOHBIM /17151 pabOTHI.

[TonroroBka K CEMHMHAPCKOMY 3aHSTHIO BKIIIOYAET 2 JTamna:

1#1 — opraHu3aIMOHHBIN;

21 - 3aKperieHUe U YriyOJeHue TEOPETUIECKUX 3HAHUI.

Ha mnepBoM »srame oOywaromuiics TUIAaHUPYET CBOIO CaMOCTOSITEIBHYIO
paboTy, KOTOpask BKIIOYAEeT:

- ySICHEHHE 3aJJaHUsI Ha CAMOCTOSITENIbHYIO paboTy;

- 0100p PEKOMEHI0BaHHOM JIUTEPaTyphl;

- COCTaBJICHHE IJIaHA Pa0OTHI, B KOTOPOM OMPEIEIISIOTCS OCHOBHBIE ITyHKTHI
MPEACTOAIICH MOATOTOBKH.

CocraBnenue miaHa AUCUHUIUIMHUPYET W IOBBIIMIAET OPraHU30BAHHOCTH B
pabore.

Brtopoii 3Tan BKJIIOYaeT HEMOCPEACTBEHHYIO MOJATOTOBKY OOY4YaroIIerocs: K
3aHATAIO. HaunHateh HamO ¢ U3y4eHUsT PEKOMEHIOBAHHOW JIUTEPATYPHI.
Heob6xoaumMo mMOMHUTB, YTO Ha JIEKIMHM OOBIYHO PACCMATPUBAETCS HE BECh
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MaTepuai, a TOJbKO ero 4acth. OcTajgbHasl €ro 4acTh BOCHOJHSETCS B MpoIiecce
CaMOCTOSITENIbHOM paboTbl. B cB3M ¢ 3TMM paboTra ¢ pPEKOMEHIOBAaHHOU
mutepatypoir oosizarenpHa. Oco0oe BHUMaHUE TIPH 3TOM HEOOXOIUMO OOpaTHThH
Ha COJEp>KaHWE OCHOBHBIX TOJOKEHUM M BBIBOJAOB, OOBSCHEHHE SIBICHUN U
¢dakToB, ysICHEHUE MPaKTUYECKOTO OPWIOKEHUSI  pacCMaTpPUBAEMBbIX
TEOPETUYECKUX BOIPOCOB. B mporecce 3Tol paboThl 00yYaromUHCs JTOJKEH
CTPEMHUTBCSI TIOHSTh M 3allOMHUTH OCHOBHBIE TOJIOKEHUSI PACCMaTPUBAEMOTO
MaTepuaia, MpUMEpbl, TMOSCHSIOIIME €ro, a Takke pa3o0paTbCsi B
WUTIOCTPATUBHOM MaTepuaie.

3aKkaHYMBaTh MOATOTOBKY CJIEIYET COCTABJICHHEM IUIaHAa (KOHCIEKTa) IO
M3y4aeMOMY Marepuany (Bompocy). 310 MO3BOJISICT COCTaBUTH
KOHIIEHTPUPOBAHHOE, C)KATOE MPEICTABICHUE 110 U3y4aeMbIM BOIIPOCAM.

B mpouecce mOArOTOBKM K  3aHATHSIM  PEKOMEHAYETCS  B3aUMHOE
oOCyXJIeHe MaTepuana, BO BpeMsi KOTOPOTO 3aKpEIUISIOTCS 3HaHUSA, a TaKkKe
npuoOpeTaeTcsl NMpaKTUKa B H3JIOKEHWU U Pa3bsCHEHUM NOJYUYEHHBIX 3HAHUH,
pa3BUBAETCA PEUb.

[Ipu HeoOXomuMocTH cleayeT oOpamathCs 3a KOHCYJIbTallUeW K
npernogaBatento. Mas Ha KOHCylbTalMIO, HEOOXOJUMO XOPOIIO MPOAYMAaTh
BOIIPOCHI, KOTOPBIE TPEOYIOT pPa3bsICHEHUSI.

B nauane 3anstus oOyyaroniyecs moja pyKOBOJACTBOM IpernoaBaTens Ooiee
rTyOOKO OCMBICIMBAIOT TEOPETHUECKHE TOJMIOKEHUS TI0 TeMe 3aHsITHS,
PacKpbIBaIOT U OOBSICHIIOT OCHOBHBIE sABJICHUS U (pakThl. B mpoliecce TBOpUECKOro
OOCYXKJIeHUsI M JHUCKYCCHHM BBIpAOATHIBAIOTCS YMEHMSI M HaBBIKM HCIIOJIb30BATh
NpUOOpETEeHHbIE 3HAHUS JJIs PEILICHUS IPAKTUYECKUX 3a/1a4.
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