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VY4ueOHO-METOAUUECKUN KOMILJIEKC JTACHUATUIAHBI «OI1.06
JIOKyMEHTAITMOHHOE OO0ECIeYCHUE YIPABJICHUSI» PACCMOTPEH M OJO0OpeH Ha
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1. IPAKTUYECKHUE U HTHTEPAKTUBHBIE 3AHATUA
IO JTMCIHUIIVIMHE

OII. 06 HOKVMGHT&HI/IOHHOG obecrneyeHue VIIDABJICHUSL
(MHICKC, HANMCHOBAHUE TUCITUILIHHEI)

1.1. Ilnanbl NIPAKTUYECKUX 3AHATHH MO TUCIHUIINHE

Tema 1. CymHOCTh JOKYMEHTAIIHOHHOTO OOSCTICUCHHUS YIPABICHUS - OUHAs
dbopma — 2 yaca, 3aouHas — 0 gacos.

Cooepoicanue: OHATUA «HHPOPMAIUS» U «JOKyMeHT». Ponb nndopmanmu
B COILMATbHO-DKOHOMUYECKUX mporeccax. [lomu(pyHKIHOHATBHOCTh JOKYMEHTA.
HNudopmarnmonnas, KOMMYHUKaTHBHas, CoLlMaIbHAs, KyJbTypHas,
ylpaBieHYECKas, IMpaBoBas, HUCTOpUYEecKas W Jpyrue (QyHKIUU JTOKYMEHTOB.
[lonsiTue o pokymMeHTHpoBaHUH. (OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUS.
MartepuanbpHple HOCUTEIH HMH()OpPMAIMM W WX BIMSHHE Ha JOJITOBEYHOCTH U
COXPAaHHOCTb  JOKYMEHTa. 3aKOHOJATENIbHbIE  aKTbl, PpErJIaMEHTUPYIOLINE
Opranu3anuio paboThl C JAOKYMEHTHUpOBaHHOW HH(popmanueil. HopmarusHo-
METOJUYECKHE TOKYMEHTBI, PETIIAMEHTUPYIOLIUE HOPSAOK BbIIAYU U TpeOOBaHUS
K OQOpPMJIICHHIO KONMHUWA B OpraHM3alMsaX, KOTOpbIE SBJISIOTCA aBTOpaMU
JIOKYMEHTOB. OcHoBHbIE HOpMaTHBHbIE aKThl,  pErJIaMEHTUPYIOLINE
JOKYMEHTUPOBAHUE YIIPABICHUECKOH 1€ATEIbHOCTH.

Bomnpocsr:

1. CymHocTh HHQOpMALMU U JOKYMEHTA;

2. OyHKINHA JOKYMEHTA;

3. [lonsiTHE M CIOCOOBI JOKYMEHTUPOBAHMS;

4. Hocurenu unpopmainy;

5. HopMmaruBHbIE  aKTbl, pENIAMEHTHPYIOUIME  JIOKYMEHTHPOBAHUE
YIPABJICHYECKON EATEIBbHOCTH.

Jluckyccus 1o Jokiagam:

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

- OT MOSIBJICHUS TEPBBIX JJOKYMEHTOB JI0 MPUKA3HOTO JEI0Npon3BoacTBa (X-
XV BB.);

- koyutexkckoe aenornpoun3osictBo (XVIII B.);

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

2 JenomnpouszBojcteo B CCCP (1917-1991 rr.):

- OT Pa3pO3HEHHBIX YCHJIMH 110 YIOPSIOYCHHIO JICJIOMPOU3BOJICTBA JI0
pa3pabotku EnuHOM rocymapcTBEHHONW cucTeMbl jenonpousBojacTBa (1917-
1973rr.);

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

3. CoBpeMEHHOE POCCUNCKOE AETOTPOU3BOICTBO.



TeMmsbl noKIa10B:
1. Dtansl pa3BUTHS AEJIONIPOU3BOICTBA B Poccum.

Tema 2. YHUPUIIMPOBAHHBIE CHUCTEMBI YNPABICHYECKON JOKYMEHTAIIMU —
ouHas ¢opma — 2 yaca, 3a0yHas — () 4acos.

Cooeporcanue: TlousitTue «yHU(UUUMPOBAHHAS CHCTEMa JTOKYMEHTAIIUW.
['ocynapcTBeHHbIE CTaHAAPTHl Ha YHUDUIMPOBAHHBIE CHCTEMBI JTOKyMEHTAlIWH,
peraaMeHTHpyIoIIre o0Ire MpaBuiia UX pa3pabOTKH U MOCTpoeHHs dopMyisipa-
obpasma. [lousatue «ynudunrpoBannubsie GopMbl JOKyMeHTOB. OO1IepoccHiickie u
oTpaciieBble YHUPHUIIMPOBAHHBIE (POPMBI TIOKYMEHTOB; YHU(DUIIMPOBAHHBIE (HOPMBI
JOKYMEHTOB MPEANPUATHS, TOPSAOK UX BBEACHUS B ICHCTBHUE

Bompocsr:
1. CymHocTh 1 npeanocbuiku cozaanus YCVY ]
2. HopmaruBHO-TIpaBOBast ocHoBa 1 cTpykTrypa YCVY |
3. [Ipouecc pazpabotku u Bueapenus YCVY [
4: DddextuBHOCTH U TIepcrieKTUBHI pazputus YCVY ][]

3amanue:

1. ChopmynupyiiTe TpeMs KIIOYEBBIMU CIIOBaMH, YTO Takoe "yHU(uKaiusa' B
KOHTEKCTE YIIPaBICHYECKON IOKYMEHTAIlUN
2. Ilepeuncnute Tpu 00s3aTEIBHBIX PEKBU3UTA, KOTOPHIC TOJKHBI IPUCYTCTBOBAThH
Ha JI000M YHUDUITUPOBAHHOM PaCHOPSIAUTEILHOM JOKYMEHTE.
3. YkaxuTe, Kakoi HOPMAaTUBHBIN JOKYMEHT (0071acTH peryInpoBaHus) B MEPBYIO
ouepenb  ompenenser  TpeOboBaHHS K OQOPMIICHMIO  OpraHU3AIlMOHHO-
pacnopsaauTeabHbIX JokyMeHTOB (OP/]).
4. HazoBuTe OJIHY OCHOBHYIO CJIOKHOCTb, KOTOpas 4acTO BO3HHMKAET Ha JTale
BHEJIPEHUSI HOBBIX YHU(PUIIUPOBAHHBIX (HOPM.
5. Ilpennoxute ogHO AeHCTBUE g oOecredeHust enuHooOpasus ohopMIICHUS
JIOKYMEHTOB moclie yTBepxaeHust HoBol YCY /]

TeMbl TOKIIAI0B:
1. Domomua YCVY/I B 310Xy 51eKTPOHHOTO 10KyMenToo60opoTa (CIJI)

2. VCVY]I Kak MHCTPYMEHT IIOBBINIEHHS IIPO3PAYHOCTH M KOHTPOIIS:
Brnusitnue yHudukanuy Ha KaueCTBO YIPABICHUECKUX PEIICHUI

Tema 3. OcHOBHBIC BUIBI M CUCTEMBI YIPABICHYCCKONH TOKYMEHTAIIUU U
npaBuia ee ohopmiieHus — ouHas popma 2 gaca, 3a04Hasi — 1 gac.

Conepxanue: XapaKTEpUCTUKA U COCTaB OPraHU3ALMOHHBIX JTOKYMEHTOB.
XapakTepucTUKa U COCTaB PACHOPSAIUTEIIbHBIX JOKYMEHTOB. XapaKTepUCTUKA U
coctaB  MHGOPMAIMOHHO-CIIPABOYHBIX  JTOKYMEHTOB. Yuudukanus u
crangaptuzanusi. [loHsTMe  «cucremMa  JIOKyMEHTauuw», €€  IPU3HAKU.
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OyHKIMOHAJIIBHBIE W OTPacjEBble CUCTEMBbl JOKyMEHTauuu. Pacnpenenenue
COCTaBa BHUJOB M PAa3HOBUIHOCTEW JOKYMEHTOB ONPEACIEHHOTO KOMIUIEKCA IO
3alayaM yrpaBieHusi. Buzabsl xonuii. TpeOoBaHus K OGOPMIICHUIO Pa3TUYHBIX
BHUJIOB KONTUI JJOKYMEHTOB.

Bormpocsr:

1. OcHOBHBIE BU/IBI YIPABIEHYECKUX JOKYMEHTOB;

2. Cuctemsl yIIpaBIEHUYECKON JOKYMEHTALINH;

2. OdopmieHrEe OCHOBHBIX YITPABICHYCCKUX TOKYMCHTOB.

VYupaxuenue 1.

CocTaBpTe 3asBleHHE, OJIaHK OpraHM3alMM, CIY>KEOHYI0 3amucky (Ha
CBOOOJIHYIO TEMY).

VYupaxuenue 2. CocTaBbTe CIEAYIOUINE TOKYMEHTHI:

1. CocraBbTe TmpuKa3 MO OTKPHITOMY AaKIUOHEPHOMY OOIIECTBY
«HoBocuOupckuii 3aBoji XMMKOHIEHTPATOB» 00 YTBEPKICHUM HHCTPYKLMH I1O
JIEJTIONPOU3BOACTBY Ha 3aBOJE. B KOHCTaTHUPYIOIIEW YacTh YKaXUTe, 4YTO B
COOTBETCTBUM ¢ THUNOBOM MHCTPYKLUEH IO JEIONPOU3BOACTBY B MUHHUCTEPCTBAX,
BenomctBax  Poccuiickon — denepaunu,  YTBEPKIACHHOM  PaCHOPSIKEHUEM
[IpaButennsctBa Poccuiickoit @enepanuu ot 24.06.92 Ne 1118-p mpencenarenem
Komurera o aenam apxuBoB npu [IpaButensctBe PO Iluxos ILT., u ¢ TOCT P
6.30-97 kanuensipueii 3aBoa pa3paboTaHbl MOPSIOK MPOXOKACHHUS TOKYMEHTOB H
CTaHAApThl HAa  OPraHU3alUOHHO-PACHOPSAUTENbHYI0  JOKYMEHTalnuw. B
pacnopsAIUTEIbHOM YacTH YTBEPAWTE HHCTPYKLHMIO U TOPYYUTE 3aBEIyOLIEH
KaHLelapued  o0ecrnednuTb  METOAMYECKOE  PYKOBOJCTBO  OpraHM3alueit
JIEJIONPOU3BOCTBA HA MPEANPUATAA M YCTAHOBUTH KOHTPOJIb 33 COOJIOJEHUEM
TpeOOBAHUI HHCTPYKLIUU.

2. CocrtaBbTe TMPOEKT TNPHKa3a IO IJIEKTPOBAKYYyMHOMY 3aBOJy 00
YCTaHOBJIEHUM  E€IUHOIO  peKuMa  paboThl  LIEHTpPAJbHBIX  CKJIanoB. B
KOHCTaTUPYIOIIEH 4acTh OTMEThTE, YTO OTIYCK L[€XaM MaTepuajoB CO CKIA/JI0OB
OpeanpusThs B TedeHHe paldouero [HsS HapyllaeT HOpPMajbHYIO paloTy
CKJIQJICKOTO ammapara. B pacrnopsauTenbHON 4acTU YKaXUTE€ KOHKPETHBIE Yachl
OTIIyCKa MaTepuajoB CO CKJIaJ0B, HA30BUTE KOHKPETHBIX JOLKHOCTHBIX JIUIL (B
JUPEKIMM M 1eXax), KOTOpbleé OTBEYaloT 3a IEepeBOj CKIAaJ0B Ha Oolee
pauuoHabHbI pexuM 10 paboTel. OcTanbHble NMYHKTHI B PacClOpSAMTENIbHON
YaCTH U IPYyTUe€ PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3. Hamummre npoekr mnpukaza no OAO «Okcup» 00 wuTorax
JTOKyMEHTaNbHOW peBu3un padotsl npeanpustus ¢ 01.02.2000 o 01.09.2000. B
aKTe pPEBU3UHU 3a(QUKCUPOBAHBI CIECAYIONIUE HEAOCTATKU: HE YHOPSAIOYEH YYET
JIMYHOTO COCTaBa, HEKOTOpble JuyHble Aena WTP Haxomarcs B 3amylIEeHHOM
COCTOSIHMM; Y 3aBedyromero ckinagoM wmeraoB llerposa JILH. okasammce
M3JIHIIKK JIUCTOBOM cranmu (320 kr) m HegocTada cTraibHOM JeHThl (185 Kr);
JIOTTyCKaeTCsi HEOOOCHOBAHHOE CIIMCAaHUE YMAKOBOYHOM Oymaru, TrBO3led U
3alacHbIX YacTeM AJii peMOHTa O00OpYy/OBaHUS; B MEXaHUYECKOM I€X€ JOMYIIeH
nepepacxo mpumnosi B koaudectse 60 Kr; 3aBEIyIOIIMM CKJIaJACKUM XO3SIICTBOM
[1.M. fIxoBiEeBBIM HECBOEBPEMEHHO OTTPYKEHA MTOCTABUIMKAM BO3BpaTHAs Tapa, 3a
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YTO 3aBOJIOM yILIaueH mrtpad B cymme 1,5 Toic. py0. JIpyrue pekBU3UTHI YKaKUTE
CaMOCTOSITEJIBHO.

4. CocraBbTe€ NpHKa3 IO CTPOUTEIBHOMY KOONEPATUBY «3amycK» O
HEMPAaBWIBHOM UCIIOJIb30BAHUU CTPOUTENBHBIX OTXOJOB. B BBOAHON uacTu
YKaXXUTE, 4YTO MpU MpoBepke padOThl CKiIala MUIOMATEPUATIOB YCTAHOBJICHBI
(bakTbl OTIyCKAa B KOTEJIBHYIO NIl COKMTAHUSI OTXOJOB MUIIOMATEPUATIOB IITUHOM
cebimie 20 cM. B 3aKiIOUMTENBHON 4YacTH CIEAYET MPENJIOKHUTH 3aBEAYIOLIEMY
CKJIaJIOM OpPTaHM30BaTh padOTy MO peasu3aliy OTXOJ0B YaCTHBIM JIHIIAM.

5. CocraBbTe npuka3 mo npeanpusaturo «Caiii»y 00 WTOrax pEeBU3HH I10
nmpoBepke (uHAHCOBOTO yueTa. B KOHCTaTHpyromedl 4YacTh YKaXKHUTE, 4YTO
peBu3nel 0OHapyXeHbI (aKThl rPyOOro HapylieHus (PUHAHCOBOTO y4deTa, MOJTHOE
OTCYTCTBHE y4€Ta U OTYETHOCTH MO KOMAHAUPOBKAM, OTCYTCTBHE JKypHaJla yyeTa
JIOBEPEHHOCTEM.

6. CocraBbTe npuka3 06 urorax pabotel ¢ gokymeHtamu B 1998 r. B OAO
«Ponmuna». B koHCTatupyloliel 4acTh yKaKUTE HAa HU3KYI0 TpeOOBaTEIbHOCTD
PYKOBOAMTEIIEH MOAPA3AEIECHUIM K Ka4eCTBY IMOATOTOBKH JOKYMEHTOB U KOHTPOJIS
3a WX WCIOJHEHUWEM. B pacnopsauTenbHON YacTu oOpaTuTe BHUMAHUE
PYKOBOJUTEINIEH Ha NOBBILIEHHE TPEOOBATEIBHOCTH K paOOTHUKAM B YacTU pabOThI
C  JokymeHTamu. [laiiTe  3agaHue  COTPYAHHMKY,  OTBEYalOLIEMy 32
JIEJIONPOU3BOCTBO, pa3padOTaTh MEPHI MO YIYUIICHUIO 3TON pabOTHI.

7. Hanummure NpOEKT  INpHKa3a  JUPEKTOpa  3aBoJa  TOYHOTO
MAalIMHOCTPOEHUS O MPEMUPOBAHUM PAOOTHUKOB IUIAHOBO-3KOHOMHUYECKOTO
oTIena 3a JOCPOUYHYH pa3paboTky TexmpomepuHiiaHa. Ilpemus Beimaerca u3
dboHIa MaTepuaabHOro MmooupeHus: B pasmepe 60% mecsynoro okiana. Jpyrue
JAHHBIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

8. CocraBbTe mOKIaAHYH 3anucky Oyxrantepa Tumommnon WM. TI.
rnaBHoMmy Oyxrantepy ¢upmbel «Pyoun» babuueBy ILII. ot 15.09.2008 o
npousBeneHHon Tumommuuou WM. II. mpoBepke BBINOJHEHUS MPUKA3a IUPEKTOPa
bupmer ot 12.01.2007 Ne 92 «O cocrossHuu OyXrajaTepckoro ydera Ha
CTpOUTEILCTBE 0a3bl OT/IbIXa B paiione OOckoro Mops». B mpukaze Oblin yKa3aHbI
KOHKPETHBIE CPOKH JIMKBUAAIIMN HEIOCTATKOB, 00HapyXeHHBIX B siHBape 2008 1. B
nokiagHo 3amucke 11 J0MKHO OBITh OTMEUEHO BBHINOJHEHHE BCEX ITYHKTOB
pUKa3a, 3a UCKIIOUEHUEM MYHKTOB 00 OpraHM3allii paBHOMEPHOH €XKeHEBHOM
caa4yu pabounmu HapsiaoB Oyxranrepy. BeisiBneno, uro 25 despans 2008 r. 66110
caaHo Toabko 35,2% Bcex HapsanoB. OctanbHble Hapsabsl cnansl | mapra. 1o
rpa@uky CpoK cAauyd NOCIEIHUX HAPSAIOB 3a MPOUUIBIA MECAll YCTaHOBJICH
NepBOro uucina cienyroniero mecsaua. OcTtanbHble  JaHHBIE — YKAXUTE
CaMOCTOSATEBHO.

9. CocraBbTe NOKIAJAHYIO 3alKMCKy TJABHOrO OyXraiatepa AUPEKTOpY 00
UTOTax palbOoThl MO IEHTPATU3AINKA PACUETOB ¢ pabouMMu U ciayxamumu B Bl
3aBoja. lleHTpanm3anus pacyeToB Jaja BO3MOXHOCTh IEPEBECTH HA JPYTYIO
paboTy MmITh OyXrajaTepoB I1€XOB, YMEHBIITUTh OIMMOKUA B pacderax ¢ pabouynMu U
CITy’KalllUMH, YCUJIIUTh KOHTPOJIb 32 pacxofoBaHueM (HOHIOB 3apad0THOM 1iaThl. B
3aKJIIOYEHUE HEOOXOJUMO TIOCTaBUTh BONPOC O MPEMUPOBAHUU PAOOTHUKOB
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oyxrantepun u Bll, obecneunBaromux mepexoj] Ha IEHTPATU30BAHHBIA pacyeT
3apabOTHOM 1IaThl 1O 3aBOAY. OCTanbHbIE JAHHBIE YKAXKUTE CAMOCTOSTENBHO.

10. CocraBbTe AOKIAIHYIO 3aMHCKY CEKpeTapsi-peepeHTa pyKOBOAUTEIIO
npeanpusatus o0 yrepe pabotHukom CremanoBbiM [.M. mnucbma-3ampoca,
MOCTYIUBIIIETO B aipec MPEANPHUATHS 1Ba MeCAIla Ha3al.

11. CocraBbre 1 opopmuTte Tenerpammy pupmbl «FOHIMCHO» KemepoBckomy
npeanpusatuio «Kpucramn o TOJHOM OTKa3ze OT OIJIaThl 3a MOCTYMHUBIIYIO
MPOIYKIIMIO B CBSI3M C TE€M, YTO dTa MPOAYKIHS He Obuta 3akazaHa. OcTalbHBIC
PEKBU3UTHI YKOKUTE CAMOCTOSTEIBHO.

12. CocraBpTe MOKJIANHYIO 3alMCKy HayajJbHHUKA OTHENa PYKOBOJUTENIO
npeanpuaTus o (akTe HEBBIMOTHEHUS PACTIOPSHKEHUSI O MOHTaXKe 00O0pYIOBaHHUS
Ha Y4acTKE 0 MPUYUHE CITa00r0 KOHTPOJISI CO CTOPOHBI IIIaBHOT'O MEXAHUKA.

13. CocTaBbTe AOKIAAHYIO 3alMCKY TJIABHOTO OyXrajaTepa pyKOBOJIMTEIIO
OPEeANpUATAS O HEOOXOJAMMOCTH ULEHTpaIM3alMd pPacueToB ¢ pabOTHUKAMHU
npeanpuatus. B 00s3aHHOCTH YYETHBIX PaOOTHUKOB IIEXOB JOJKHO BXOIUTH
JUIb oopMIIeHHE TIEPBUYHBIX JOKYMEHTOB I0 y4eTy BhIpaOOTKU. B mokmamgHon
3aMKiCcKe HEOOXOJUMO IMOAaTh MPEMJIOKEHHE O TMEPECMOTpPE IITATOB OTYETHBIX
pabOTHHUKOB B II€XaX U TJIaBHOM OyXrainTepuu M3 pacuera OOIIero COKpaIleHHUs
mTaToB He MeHee ueM Ha 20%.

14. CocraBbTe [OKIAOHYIO 3alHCKy O IPUYMHAX HECBOEBPEMEHHOCTHU
MpeACTaBieHUs] UHPOpMAIUKM O BBIMIOJHEHUU MpHKaza AupekTopa. OcTalibHbIC
PEKBU3UTHI YKOKUTE CAMOCTOSTEIIBLHO.

15. CocraBbTe IOKIAAHYIO 3aMKMCKY HAYAIbHUKA TJIAHOBO-DKOHOMHUYECKOTO
oT/eNla PYKOBOAUTEIIO TMPEANpHUsATUs 00 O0O0eCleueHUH OTleNla YEeThIPbMs
KoMmmbroTepamMu. OcTajabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

16. CocraBpTe NPOTOKON 3acelaHWs WHBEHTAPU3ALMOHHOW KOMHCCUHU
3aBOJia Ta30BOM ammapaTypbl, HA KOTOPOM paccMaTpUBAJICA BOIIPOC O Pe3ybTaTax
WHBEHTapu3aluu no ckiagy Ne 2 BcomorarenbHbIX mMaTepuaioB. Ha 3acenanum
OBLJIO TIPUHSITO MOCTAHOBJICHHE 00 YTBEPKIACHUH PE3yIbTAaTOB MHBEHTAPU3ALUUA U
OTHECEHHsSI 3a CYET 3aBEIYIOIIEr0 CKJIaJOM HEJOCTaYd BCIOMOTATENIbHBIX
MaTepHayioB B cyMMe 365 MIIH pyO0., a TaKKe 3aUMTAHbI CIMYUTENIbHAS BEJIOMOCTh
12 mo ckmamy Ne 2 u OOBSICHUTENIbHAS 3alKMCKa 3aBEAYIONIETO CKIIAJIOM.
OcranbHble JaHHBIE ONPENEIIUTE 0 CBOEMY YCMOTPEHUIO.

17. CocraBbTe TOJHBIA MTPOTOKOA oOOWIEro coOpaHus paboumx
MPOU3BOJICTBEHHOTO KOOTIEpaThUBa «3amycKk», Ha KOTOPOM OOCYKJaJics BOIPOC O
CO3/IJaHUU TPOU3BOJICTBA CTPOUTEIILHBIX MATEPUANIOB ISl CTPOUTEIIBCTBA HKHIIBIX
noMoB. Ha coOpanum Obuta 3aciymiana uHOOpManus MOpeaceaaresss o
BO3MOXXHOCTH CO3/IJaHUsI TaKoro Iiexa M TepcrekTuBax ero pabdotel. [locrie
oOCyXJIeHHsI OBUIO TMPHUHATO pEHICHHE MOPYYUTh TMpeACeAaTeslio U  €ero
3aMECTHUTENII0 TI0 CTPOUTENHCTBY B TEUEHUE 6 MECAIEeB Pa3BEpHYTh PabOTy H
BBIJICJIUTD IS OTUX Tienent 315 MiH. pyo.

18. CocraBbTe KpaTKuid MPOTOKOJ MPOU3ZBOJCTBEHHOI'O COBEIAHMS
pabOTHUKOB TUTAHOBO-3KOHOMHUYECKOTO OTJENa 3aBoja MEIpenaparoB, Ha
KOTOPOM OBLJI pacCMOTPEH BOIPOC O JOCPOUYHOH pa3paboTke TexmpompUHILIaHA
Ha 2008 r. Ilocne o6Cyx)aeHusT MPOU3BOJICTBEHHOE COBEIIAHNUE TIPUHSIIO PEIICHUE



8

pa3paboTath TeXMpOM(UHIIAH HA TPU [HSA paHbIIE YCTAaHOBJIEHHOTO CpPOKA.
OcTanbHble JaHHBIE YKAKUTE CAMOCTOSTEIBHO.

TeMbl TOKIIagOB:
1. Oco6eHHOCTH COCTaBJICHUS U PaOOTHI C YIPABICHYSCKUMHU JTOKYMEHTaMU
B CHUCTEME AJICKTPOHHOTO JOKYMEHTO000pOTa.

Tema 4. IloHaTHe «pPEKBU3UT JOKyMeHTa». (CXema pacloJIOKEHUS H
XapaKTEPUCTHKA PEKBU3UTOB — O4HAas popMa — 2 yaca, 3a04Has — 2 yaca.

Cooeporcanue: TOHATHE «PEKBU3UT». [lOCTOSIHHBIE W MEpEMEHHbIE
PEKBU3UTHI, OPSIOK UX HAHECEHHUs NPH COCTABICHUM JOKYMEHTa WJIM padoTe C
HuM. [IpaBuna odopmieHuss peKBU3UTOB. YTJIOBOE U MPOJOJIBHOE PACIIONIOKEHNE
PEKBU3UTOB JOoKyMeHTa. CTpyKTypa J1O0KyMEHTA.

Bompocsr:

1. TloHsiTHE M BUJIBI PEKBU3UTOB;

2. IIpaBuiia oopmiieHUST PEKBU3UTOB;
3. PacnionoxeHne peKBU3UTOB.

Samannsa

1. CoctaBuTh OOHIMII OJAHK KOHKPETHOW OpPTraHHM3alUu C MPOAOJBHBIM U
YIJIOBBIM PAacIONOKEHUEM PEKBU3UTOB Ha popmare A4.

2. CocTaBuTh ONaHK KOHKpeTHOro BHJa. COCTaBUTH OJIAHK CTPYKTYPHOIO
MOAPA3AEIEHUS OPTAHU3ALNHN WIH TOJHKHOCTHOTO JIUIA.

Hcxonnbie mapameTpsl a1t 0opopMIIeHUs OIaHKOB:

Opranu3zanus — 001IeCTBO C OTPaHUUYEHHOM OTBETCTBEHHOCThIO «Bepcaiby;

CrpykTypHOe nozpasnenenue — ciyxoa J10VY;

JIOMKHOCTHOE JIMLIO — FEHEPAIIBHBIN JUPEKTOP;

CnpaBouHbie aHHbIE 00 opranu3anuu — r. Boponex, yi. Mupa, 14, od. 16,
ten. 220-90-45, pakc 245-37-47;

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

1. TapanTHiiHO€ MUCHMO — 3TO:

A) HOKyMEHT, COOOIIAIOMIMN O MPUOIMKEHUU, YCKOPEHUHU, HCTECUYECHUU
CpOKa MCIOJHEHUSI KAKOT0-IM00 IeUCTBUS

B) noxymeHT, coaepkaiuii npurianeHue Ha MEpOrpusiTue

C) noKymMeHT, B KOTOPOM TapaHTHpPYeTCs OILUIATA BbINOJHEHHOM
padoTHI MM MPeI0CTABIeHHE Yero-Jan0o (padoTbl, MOMEIIeHUs U T.1.)

D) n10KyMeHT, OATBEPKAAOLINI MTOJIyYEHHE LICHHOCTEN

2. JlaifTe ompeneneHre JOKyMeHTa:
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A) MarepuaJbHbIH O00BeKT ¢ HHpoOpManMeld, 3a(PUKCMPOBAHHOM
CO3JaHHBIM 4YeJIOBEKOM CIOCO00M, /JIs eé mepeaayu BO BpeMeHH WU
MPOCTPAHCTBE

B) coBOKynmHOCTH peKBU3UTOB O(UIIUATEHOTO TUChMa

C) ctangapTHOE pacnoIoKeHne MaTepraa

D) Tekct

3. Maiite onpenencHue hopmyisipa-odpasia:

A) COBOKYNHOCTb PEKBU3UTOB JEJIIOBOTO MUChMa

B) COBOKYIIHOCTh PaCIOJIOKEHHBIX B onpeaeJeHHON
MOCJIe0BATEJILHOCTH  PEKBHU3UTOB, MNPHUCYHIUX  BCeM  JOKYMEHTaM
onpeaeJieHHOH CUCTeMbl JIOKYMEHTAIUN

C) COBOKYITHOCTh PEKBH3HUTOB IPUKA3a

D) COBOKYNHOCTh PEKBH3UTOB aKTa

4. Jlenonpous3BOACTBO - ATO:

A) npaBuiIbHOE OPOPMIIEHHE JOKYMEHTOB.

B) opranusanus 10KyMeHTO000pOTa B YUPEKACHUU.

C)  COBOKYNHOCTH  JTOKYMEHTOB,  OTPaXarOIUX  yIPAaBICHUYECKYIO
NEATEIbHOCTD YUPEKIACHUS.

D) coBokynmHOCTHL padoT 10 JOKYMEHTHPOBAHHMIO [1eSITEJbHOCTH
YIPABJICHUSA U 110 OPraHU3ANNH JOKYMEHTOB B Y4Ype:KIeHHUH.

5. Kakas pyHKIMS OTHOCUTCS K OOIIMM (PYHKIUSIM JOKYMEHTA!

A) oO1ekynbTypHas;

B) nnpopmanuonHas;

C) npaBoBas;

D) ynopsinounBaromas.

6. loxyMeHTanmoHHoe o0ecrnieueHue ynpaBiaeHus — 3TO:

A) mporiecc yCTaHOBJIECHUS M MPUMEHEHUs MPABUJI C LIETBI0 YHIOPSA0UESHUS
NEATEIbHOCTH B JIEJIONPOU3BOJICTBE.

B) nesiteqIbHOCTH ammapara yNnpaBJieHUsl, OXBATHIBAOUIAS BOINPOCHI
JTOKYMEHTHPOBAHNS M OPTaHU3allUU PadOThI C JOKYMEHTAMMU.

C) COBOKYNHOCTh JOKYMEHTOB, NPUMEHSEMBIX B OINpEIEIIEHHON cdepe
NEeATEIBbHOCTH.

D) COBOKYMHOCTh pPEKBU3UTOB, YCTAaHOBJIEHHBIX B COOTBETCTBHUHM C
bopmMyIISIpOM TOKYMEHTA.

7. VYKaxuTe OTIUYUTETHLHOE CBOMCTBO IOKYMEHTA!

A) KONTMHHOCTB;

B) ropuaunyeckas cuiia;

C) MHO>KE€CTBEHHOCTb;

D) TouHOCTb.

8. Komnexckoe n1ei1onpou3BoaCTBO - 3TO

A) padoTa ¢ JOKyMeHTaMH, NPOBOAMBIIASICH B KOJLJIETUSIX

B) pabora ¢ mokyMeHTaMu, IPOBOIMBINASCS B MPUKA3aX

C) pabota ¢ nokymeHTaMu, poBoauBIIasics B COBETCKUX yUPEKICHHIX

D) pa6ora ¢ 1oKyMeHTaMU, TPOBOAUBILASCS B MUHUCTEPCTBAX
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9. HaszoBute naBa OCHOBHBIX (opmaTra, Ha KOTOPBIX O(QOPMIIAIOTCS
nokymeHTbl 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 mMm)

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

10. HazoBuTe HOpPMATHBHBIM JOKYMEHT, Ha OCHOBAaHMH KOTOPOIO
odopmisitorest mokymeHTs OPJ]

A) MHCTPYKIIMS O JEIONPOU3BOACTBY

B) monoxenue 06 apxusHoM poume PO

C) I'OCT 6.30.-2003

D) T'OCT 16.48.7-70

11. O0s13aTenpHBIl MPU3HAK HA JIOKYMEHTE, YCTAHOBJIEHHBIM 3aKOHOM —
3TO

A) uHTepBan

B) pexBusur

C) nonoxenue TadynsTopa

D) sm6ema

12. OxapakrepusyiiTe C TOYKM 3pEHUS MPUHAIIC)KHOCTH K PEKBU3UTAM
cnenyrommuit pparment: O6 nHGOPMAITMOHHOM 00eCTICUCHUN

A) BU3a

B) 3arojsioBok

C) pezomorus

D) Tekct

13. OxapakTtepu3ylTe ¢ TOYKH 3PCHUS TMPUHAIIC)KHOCTH K PEKBH3UTAM
cnenyromuii pparment: Y TBEPXKIIAIO Iupexrop i/m 1M.0.D. 13.02.98

A) rpud yrBep:KIeHus

B) 3aronoBok

C) pezomtonus

D) noanuce

14. OxapaktepusyiTe ¢ TOYKU 3PEHUS] PEKBU3UTOB CIENYIONUN (pparMeHT:
«Bx. Ne 0000 Harta 00.00.00»

A) pezomtonus

B) ormMeTKa 0 MOCTYIJIEHUM JOKYMEHTA

C) oTMeTKa O HATMYUU TIPHIIOKCHHH

D) moamuce

15. OxapakrepusyiTe ¢ TOYKU 3pEHUS] PEKBU3UTOB CIENYIOUUN (pparMeHT:
“02.03.98.”

A) moanuch

B) nara

C) pezomtonus

D) oTmeTKa 0 HAJIMYKU NPUITI0KEHU N

16. IlepeuncanTe OCHOBHBIE BUJIBI OJIAHKOB

A) o0muii 0,1aHK, OJIAHK VIS HceM, OJIAHK € MPOAOJbHBIM H YIJIOBBIM
pacnoJiokeHneM PpeKBU3UTOB
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B) cymecTByeT TONMBKO OJaHK C MPOAOIBHBIM U YTIIOBBIM PACIOIOKECHUEM
PEKBHU3UTOB

C) cymiecTByeT TOJIBKO OOIIHi OJIaHK

D) cymiecTByeT TONBKO OJaHK JJISl TIHCEM

17. PexBU3UT - 3TO

A) 00s13aTe/IbHBII MPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBIA 3aKOHOM

B) cuctema moxymeHTanuu

C) cyxebHOE 10I1e

D) pabouee none

Tembl JOKIaN0B:

1. Ha3nauenue u obnacts npumenenust 'OCT P 6.30 — 2003.

Tema 5. OcHOBHBIC yHpaBJICHYECKHE JOKYMEHTHI, COCTaBJICHUE U
odopmiieHne — ouHas popma — 4 gaca, 3a04Hasi — 3 yaca

Cooeporcanue: CoctaBieHUE U OPOPMIICHHE OCHOBHBIX YIPABICHYECKUX
JIOKyMEHTOB: YCTaB, MOJIOKEHUE O CTPYKTYPHOM TMOJAPA3/ICICHUHU, MPOTOKOJIHI,
aKThl, 3aKJIIOUCHUS, CIY>KEOHBbIE 3aMUCKH, JTOKJIAJbl, TUIAHBI, 0030pBI, CIPaBKH,
MCchbMa U JIp.

Bompocsr:

1. OcHOBHBIE YIIPABICHUECKHE TOKYMEHTBHI;

2. CocTaBiieHUE yIIPABICHYECKUX TOKYMEHTOB;
3. OdopmiieHue ynpaBieHYECKUX JOKYMEHTOB

3aganue: Pa3zpaboTtka KOMIUIEKTa PErIAMEHTUPYIOLIUX 51
pacnopsaaIuTeNbHBIX JOKYMEHTOB

Curyarnusa: kommanuss OOO "I'mo6anCepBuc" peminna BHEAPUTH HOBBIM
periiaMeHT padoThl C KIMEHTCKUMHU 3asiBKaMHU, KOTOpBIH TpeOyeT dYEeTKOTo
pacnpeziesieHus OTBETCTBEHHOCTH M (DUKCALMU Tpoliecca MPUHATUS PELICHUM.
Bam He00X0aMMO MOATOTOBUTH TPU KIIFOYEBBIX JIOKYMEHTA, CBSI3aHHBIX C ATHUM
HOBOBBEJICHUEM.

1. CocraBpre mpoekT IIpuka3za I'eHepanbHOro AMpPEKTOpa O BBEIACHUU B
nericTBue HOBOTo "PerinaMenTa o0pabOTKH KIIMEHTCKUX 3alpOCoB'.

TpeboBanus kK 0(hOPMIICHUIO:

— VYkaxuTe Bce HEOOXOAMMBbIE PpEKBU3UTHI TNpHKa3a (HaUMEHOBAHHE
OpraHu3alliy, BUJl JOKYMEHTA, 1aTa, HOMEp, 3aroJIOBOK).

— B pacnopsauTenbHOM yacTu (IIyHKTHI PUKa3a):

YTBepauTe HOBbIN PernamenT (¢ yka3zaHueM, 4TO OH MPUIIaraeTcs).

Ha3HaubTe OTBETCTBEHHOTO 32 03HAKOMJIEHHWE COTPYJIHUKOB ¢ PermamenTom
U KOHTPOJIb €ro ucrnoyiHeHus (Hampumep, PykoBomutens otaena mo pabote c
KJIIUCHTaMHu).

YcraHoBHUTE CPOK BCTyIUUIEHHS Periiamenra B cuiy.

2. CoctaBbre CiyxeOHYIO 3amHuCKy, aJpecoBaHHYI0 | eHepasbHOMY
JTUPEKTOPY, KOTOpast 000CHOBBIBAET HEOOXOJUMOCTh IPUHATHA 3TOro Pernamenra.

TpebGoBanus k opopmICHHIO:
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— OOocHOBaHHE [OJKHO BKJIIOYATh: YKa3aHUE Ha CYIIECTBYIOUIYIO
npobiemy (Hampumep, "yBenuueHue BpeMeHu orBeta Ha 30%'"), m okuaeMblit
MOJIOKUTENbHBIN 3 (exT oT BHeApeHus Pernamenta (Hampumep, "TOBBIIICHUE
uHjeKca yaoBieTBopeHHocTH KineHToB (CSI) Ha 15% B TeueHnue kBaprana").

— CoOmonaiite mpaBuia O(QOPMIICHHS HMCXOASAIIMX JAHHBIX (OT KOTO H
KOMY).

3. Ilpennonoxum, uro nepen wuzaanvem llpukasza cocrosuiock pabouee
COBCIIAaHME, HAa KOTOPOM OOCYXJalIHUCh CIIOpHbIe MOMEHTHl Periamenra.
CocraBbTe [IpOTOKOJ 3TOr0 COBELIAHUS.

TpeboBanus Kk 0popMIICHHIO:

— OO0s3aTenbHO YKaXXUTE COCTAB YYAaCTHUKOB (IIpeAcenareilb, CEKperaphb,
IPUCYTCTBYIOILKE).

— IloBecTka mHA MOJDKHA BKJIIOYATh XOTSA OBl NIBa IyHKTa (HampuMmep,
"OOcyx1eHne MpoLeAYphl ACKATAIMKN CIOKHBIX 3aBOK" 1 "YTBepxkaeHuEe Hopmbl
oT4YeTa 1Mo MHIHACHTaM").

— 3aduxkcupyiiTe NOCTAHOBISIONIYI0O YacTh — KOHKPETHBIE pelICHUS,
MPUHATHIE 110 KAKIOMY BOIIPOCY, C YKa3aHUEM CPOKOB U OTBETCTBEHHBIX.

TeMbl fOKIam0B:
1. IIpukas u pacropspKeHUe: HHCTPYMEHTBI OIIEPaTUBHOTO YIIPABIICHUS
2. IlpoTokoit: (hukcanus KOJUIEKTUBHBIX PEIIEHUI U MpoLecca 00CyXKICHHUS

Tema 6. Opranmsanmsi JokyMeHTooOOpoTa — ouHas ¢dopma — 4 daca,
3aouHas — | yac.

Cooeporcanue:  TOHATHE  JTOKYMEHTOOOOpoTa.  OCHOBHBIE  IOTOKH
YIIPABJICHYECKUX JOKYMEHTOB: BXOMSIIUN, UCXOIAIINN, BHYTPEHHUN. [[BUKeHUE
BXOJISIIIIUX YIPABICHYECKUX JIOKYMEHTOB: TEpBUYHas oO0paboTka, perucrparus,
PacCMOTPEHNE PYKOBOACTBOM OpPraHM3allvM, N€peiadya Ha UCIIOJIHEHUE, KOHTPOJIb
3a UCIOJIHEHUEM, CIUCAHUE HCIOJHEHHOIO JOKYMEHTa B J€J0. OTambl
MIPOXOXKAECHUS MCXOMSIIMX JOKYMEHTOB: IOJATNOTOBKA IIPOEKTA, COTJIACOBAHWUE,
JOpabOoTKa MO 3aMEYaHUsIM, PETUCTPAIIHS U OTIIpaBKa.

Bomnpocsr:

1. IlonsTe HAOKYMEHTOOOOPOTa, OCHOBHBIE TIOTOKH YIPABIECHYECKUX
JOKYMEHTOB;

2. JIBmwkeHne BXOASIINX YIPABIEHYECKUX JOKYMEHTOB;

3. JIBMxkeHue UCXOIAUINX YIPABICHUYECKUX JOKYMEHTOB.

VYopaxuaeane 1. Pacckaxure o Tpex ¢dopmax — opraHU3AIHH
JIEJIONPOU3BOICTBA B YUPEKACHUSIX.

VYupaxuenue 2. CocTaBbTe OMUCH JIENa.

VYopaxuenue 3. OObscHHUTE, [UIsI 4Yero Hy)XHA HUHCTPYKIUS IO
JeNONpOu3BOACTBY B opranuzanuu. CocTaBpTe TMpHKa3 00 yTBEPKACHUU
WHCTPYKIMH 1O JEJIONPOU3BOACTBY B OPraHU3aLllu.
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VYopaxuaenne 4. PykoBoACTBO opraHu3alMu PyKOBOACTBO CTPYKTYpPHBIX
nonpazaenenuit  Cekperapb-pedepeHT  CekpeTapb-pe@epeHT  CTPYKTYPHOIO
nonapasnenenus Menonaurenn Kannensapus

CocraBpTe (hopmyssip-oOpazel JOKHOCTHOM HWHCTPYKLUHU, PACKPOMNTE
OCHOBHBIE€ pPa3fefibl MHCTPYKLHU, PACCKAKUTE 00 OO0S3aHHOCTSIX PYKOBOAUTEI
CIIy>KOBI 1€II0IIPOU3BO/ICTBA

Vopaxnenue 5. CocraBbTe axkT 00 YHUYTOXKEHMM JIOKYMEHTOB 3a
KOHKPETHBIN IIEPUOI.

VYupaxuenne 6. CoctaBbTe (Qopmyisip-oOpaszel] CBOAHOM HOMEHKJIATYPbI
JI€J1, HOMEHKJIaTypBhl J1eJ1 CTPYKTYPHOT'O TOJpa3A€ACHHUS.

TeMmsbl TOoKIIa10B:
1. DIIEKTPOHHBIN TOKYMEHTOOOOPOT: TPEUMYIIECTBA U HEJJOCTATKH.

Tema 7. Jlemonpon3BoJCTBO B KaJApOBOM ciyxbe — ouHas (opma — 2 yaca,
3ao4yHasa — () 4acos.

Cooeporcanue: yHUPUITUPOBaHHAS cucrema OpraHU3alMOHHO-
pacnopsIIUTENBPHOM JOKYMEHTAlMM MO KaapaM. JIoKymMeHTanuss TpYJdOBBIX
OTHOILIEHUH B KaJpoBbIX ciayxk0Oax. CocTaB JOKYMEHTOB IO JMYHOMY COCTaBy.
CocraBnenue u odopmiieHHE 3asBICHUN, TPYAOBOTO JOroBOopa (KOHTPAKTa),
JUYHOU KapTouku GopMbl T2, MpUKa30B MO Kagpam, XapaKTEPUCTHKU paOOTHHKA,
aBToOuorpaduu pabOTHHKA, AHKEThl PAOOTHUKA, JUYHOTO Jeia paOOTHHUKA.
TpynoBass KHWXKa: BblAada, odopmieHue, XxpaHeHue. DopmMUpoBaHHE U
HOMEHKJIaTypa JIeJ 10 KaJapaMm.

Bompocsr:

1. lokyMeHTanus TpyAOBbIX OTHOILICHUH;

2. CocraBienne u 0QGOPMIICHHE JOKYMEHTOB, PErIaMEHTHPYIOITUX
TPYJOBBIE OTHOIICHHUS.

VYmpaxuaenue .1 CocrtaBbTe mpHKa3 00 OCBOOOXIEHHWU Bac OT pabOTHI B
bupme OAO «OPBUTA» B cBsizu ¢ miepee3IoM Ha HOBOE€ MECTOXKHUTEIIbCTBO.

Ynpaxuenne 2 CoCTaBbTE€ IPUKA3 T'E€HEPAIBHOTO AUPEKTOPA 3aKpPBITOTO
akuroHepHoro obmectea «OMUY u K» o mpueme Bac Ha pabOTy TIJIaBHBIM
OyXTajnTepoM.

VYnpaxuenue 3. CocTaBbTe NPUKA3HL:

a) o0 mpueme Ha paboTy skoHOMuUCTOM VBanoBy M.IL;

0) 00 yBOJIbBHEHUHU TIepeBOJOM B Apyryio opranuzamnuto IlerpoBa E.M.
Otnen kaapoB PykoBoacTBo (mpukassl pacnopsikenus) CoTpyaHUKU (3asBJICHUS,
6/muctel, TpynoBeie KHIKKH) HopmaTuBHbie nokyMeHThl: TK P®; komieKkTUBHBIC
JIOTOBOPBI; 3aKOHBI; KIaCCU(PUKATOPBHI.

VYmpaxuaeane 4. CocTaBpTe NpHUKa3 O TEPEeBOJEC Ha pabOTy BHYTPH
OpraHU3alxH.
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VYopaxuenue 5. CoctaBbTe mpuka3 00 yBOJIBHEHHH PAOOTHHKA B CBSI3U C
JUKBUAALMEN NPEIIPUSITHS.

VYopaxunenue 6. CoctaBbTe NpPOEKT KOHTpakTa 1o Bamemy Halimy Ha
paborty, oryiaTe ¥ yBOJIbHEHUI0. OCTalbHbIe PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

VYupaxuaenue 7. [1oAroToBUTE JIMUHOE 3asBJICHUE HA UMS TUPEKTOPA (PUPMBI
OT UMEHHU COTPYJHUKA 00 YBOJIBHEHUU IO COOCTBEHHOMY YKEJIaHUIO.

VYopaxunenue 8. [loAroToBUTH JMYHOE 3asBJICHUE HAa HMMS HadaJlbHUKA
CTPYKTYPHOT'O MOJAPA3JIEIEHUsI OT UMEHU COTPYAHHKA O MPEJOCTABICHUHN OTryJIa
3a pabOTy B pa3IHUYHbBIC JTHU.

Yopaxuaenue 9. [lonrotroButh TuYHOE 3asBiIcHUE O NpuemMe Bac Ha paboTy
PKOHOMHCTOM B TOCYJapCTBEHHOE MPEANPUSATHE MO CBSI3M U HH(POpMATHKE
«PoccBszpuHGOPMY.

Ynpaxuenne 10. IlogroroBure  3asBiIeHHME O  IPEAOCTABICHUU
aJIMUHUCTPATUBHOTO OTITYCKa IO CEMEHHBIM OOCTOSITEIbCTBAM.

VYmpaxuenue 11 CoctaBbTe pe3tome u aBToOHorpaduio o camom ceoe.

TeMmsbl noKIIa10B:
1. TlpaBuia cocTaBICHHUS PE3OME.

Tema 8. TexHuueckoe obOecnieueHue pabOTBl €  YIPaBIEHYECKUMU
JTOKyMEHTaMu — o4yHasi ¢popma — 2 yaca, 3a04Hasi — 0 4acos.

Cooepoicanue: o0Ilass XapakTepUCTHUKA M BHUABI  OpPraHU3alMOHHBIX
TEXHUYECKUX  CpeACTB. [lepcoHaNbHBIE  KOMMBIOTEPHI B COBPEMEHHOM
JIETIOTIPON3BOICTRE. [Topsimox OpraHu3aIHH JOKyMEHTO000pOoTa C
WCITOJIb30BAaHUEM CPEJICTB TEICKOMMYHHKAIIUA. ABTOMATH3UPOBAHHBIC CHCTEMBI
JIOKYMEHTO000pOTA.

Bompocsr:

1. OOmas xapakTepucTUKa W BHJIBI OPTaHU3AIMOHHBIX TEXHUUYECKHX
CpPEICTB,;

2. Tlopsimok opraHu3amy JTOKyMEHTOOOOpOTa C MCIOJIb30BAHUEM CPEICTB
TEJICKOMMYHUKAIINH;

3. ABTOMaTH3UPOBAHHBIC CHCTEMBI IOKYMEHTO000POTA.

Tect

1.laliTe onpeieieHUE JOKYMEHTA:

A) MarTepuabHbIi 00beKT ¢ wuHpopManmen, 3aPpUKCHPOBAHHOU
CO3JaHHBIM YEJOBEKOM CIOco0OM, /i e¢ mepeAayd BO BpPEMEHH H
MPOCTPAHCTBE

B) coBoKynmHOCTb pEKBU3UTOB OQUIIMAIBHOTO THChMa

C) ctangapTHOE paCMoNIOKEHNE MaTepraa

D) Tekct
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2. JIoKyMeHT, 3aKperuiilomui JOJDKHOCTHOM UM YHUCJICHHBIM COCTaB
NpEeAnpuATUs ¢ yKa3zaHueM ¢GoHaa 3apaboTHOM MIaThl — 3TO:

A) TOMKHOCTHAS UHCTPYKIUS

B) ycras

C) nonoxxeHue

D) mraTHOe pacnucanue

3.lokymeHT, (GuUKCUpYyIOMUNA XOA OOCYKIIEHUS BOMPOCOB W MPUHATHUSA
pELIeHHI Ha COOpaHUsIX, 3aCEJTaHNAX, COBEIIAHMSX U T.I1.:

A) 00BsiICHUTENIbHAS 3alKiCKa

B) noxnangnas 3anmcka

C) axt

D) nporoxoa

4 Kakas GyHKIIAS OTHOCHTCS K 0OITUM (DYHKIIHSIM TOKYMEHTA:

A) o01IeKyIbTYpHAS;

B) nndopmanuonnas;

C) npaBoBasi;

D) ynopsinounBaromasi.

5.Ecnu Bam Heo0XxoauMo JaTh ONUCAaHUE PEKIAMUPYEMBIX YCIyr, Bbl
COCTaBUTE

A) IOTOBOPHOE TUCHEMO

B) pexiiamHoe nucbMo

C) conpoBOAUTEIBLHOE TUCHMO

D) nuceMo-npuriaimiesue

6.YKaXuTe OTIIMUNTETFHOE CBOMCTBO JOKYMEHTA!

A) KONIHITHOCT®;

B) opuauyeckas cuiia;

C) MHOXECTBEHHOCT;

D) TouHOCTB.

/.Ectm BaM He0oOX0AMMO MTPUTIACUTh OPraHU3alUI0 WK JOHKHOCTHOE
JIMIO HA COBEILAHUE, BCTpedy, Bbl coctaBute

A) IUCBMO-TIPUTJIALLIEHHE

B) conpoBoauTenrHOE TUCHMO

C) nrucrMO-TIOATBEPKACHUE

D) noroBopHoe nNMCbMO

8.Ecim Bam HeEoO0XoaMMoO COOOMIMTH O MPOBEIECHUU MEpPONpUATHSA, BB
COCTaBUTE

A) cOnpoBOAUTENIEHOE TUCHMO

B) nuceMo-nioaTBEpKACHUE

C) moroBopHOE MUCHMO

D) undpopmanuonHoe nucbLmMo

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

A) ipuka3s

B) 3asBnenue

C) pacnopsizkeHue
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D) ykazanue

10.MapopmMarimoHHO-CIPABOYHBIA JTOKYMEHT, COCTAaBJISIFOLIUNACS TPYMION
JIUIL 11 IOATBEPKICHUS YCTAHOBJICHHBIX (PAKTOB — 3TO

A) nokiiagHas 3anucka

B) akT

C) npoToxo

D) o0bsicHuTeNbHAS 3aMKCKa

11.HazoBuTe MOOKYMEHT, HE BXOHSIIMI B TPYIIY pPacnopsaIuTEIbHBIX
JIOKYMEHTOB

A) CTPYKTYpAa U IITATHASI YUCJIEHHOCTh

B) ykazanue

C) npuxas

D) nocranoBneHue

12 .Ha3zoBuTe MAOKYMEHT, HE BXOJSIIMH B cOCTaB HWH(OPMAIMOHHO-
CIIPaBOYHBIX

A) IpoTOKON

B) cnpaska

C) pacnopsizkeHune

D) akt

13.Ha3oBuTe yacTu TeKCTa IMpHKa3a

A) KOHCTaTUpYIOIasi, BBOIHAS

B) koHcTaTHpYyIOIIasi, pacnoOpPSANTEIbLHASA

C) ocHOBHasi, pacropsiAUTENIbHAS

D) BBOaHAs, OCHOBHAS

14.0OcHOBHBIEC YaCTU TEKCTA MIPOTOKOJIA

A) KOHCTaTUpYIOIasi, BBOIHAS

B) ocHoBHas, pacniopsiauTenbHas

C) xKoHCTaTUpYIOIIAs, pacopsAUTEIbHAs

D) BBoaHAasi, OCHOBHASI

15.IlpaBoBoif  akT,  UW3/aBaeMblii  PYKOBOJUTEIEM  TMPEANPHUSITHS,
JEUCTBYIOIIEITO HAa OCHOBAaHWM €IVMHOHAYAIIMS, HJISI PAa3pEUI€HUs] OCHOBHBIX H
ONEPATUBHBIX 3a]1a4 NPEANPUITHUS - 3TO

A) npukas

B) ykazanue

C) pemenue

D) pacniopsixenue

16. Kaxkoit BapuaHT opopMIICHHS CIPABOYHBIX JAHHBIX 00 OpPraHU3allid |
KOJIOB B OJIaHKE OpraHU3alliy SBJISIETCS NMPABUIHLHBIM

1. OO011ecTBO ¢ OrpaHUYEHHON 2. OO11ecTBO ¢ OrpaHUUYEHHON
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»

117312, Mockaa, yi. ®epcmana, 1. 5/1 VY. depcmana, a. 5/1, Mocksa, 117312
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Tex. 721-33-33; dakc 721-19-00; Ten. (495) 721-33-33; dakc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OTI'PH 1127776500001, OKIIO 2356447; OI'PH 1127776500001
MHH/KIIIT 0112220000/011777000 MHH/KIIIT 0112220000/011777000

No Ne
Ha No oT Ha Ne oT

17. Kakoii BapuanT OQpOpMIICHHS PE3OJIIOUUNA PYKOBOAUTENS SBIACTCS
paBUIbHBIM?

1. KpaBnosy M.II. 2. Kpasnory M.II.
[Tpomry moArOTOBUTH 3aKITIOYCHUE [Tpoury paccMOTpeTb.
k 18.04.2007.

[Toanuck pykoBOAUTENS

[Toanuces pykoBoauTENS 10.04.2007

10.04.2007

18. Kakoii BapuaHT (HOPMYIUPOBKM MyHKTAa PACHOPSIUTEIHHOM YacTH
MpUKa3a ABJISIETCS MPABUIbHBIM?

A. T'maBHOMYy Oyxranrepy MOATOTOBUTH M TMPEJCTABUTh HA YTBEPKICHHUE
CMETY PacxoJI0B Ha KOMaHIUPOBKHU

B 2007 r. B cpok n0 20.01.2007.

B. T'aaBHomy Oyxraarepy [murpueBy ILJI. moaroroBurs u
MPEeICTABUTH HA YTBEP:KICHHUE CMETY PacxoA0B Ha KOMaHAupPoBKH B 2007 r. B
cpok 10 20.01.2007.

C. I'maBuomy Oyxrantepy OOO «Arar» IL.JI. JIMuTpueBy MmoAroToBUTH U
NPEACTaBUTh Ha YyTBepkaeHue B cpok gm0 20.01.2007 cmery pacxomoB Ha
KOMaHJUPOBKHU

B 2007 r.

D. Tlopyuuts tnaBHoMy Oyxranrepy JmutpueBy II.JI. moaroroButb wu
NpeACTaBUTh Ha YyTBepkIeHne B cpok g0 20.01.2007 cmery pacxodoB Ha
KOMaHJAUPOBKHU

B 2007 1.

Temsbl 1oKIIa10B:
1. [lepcoHanbHbIE KOMIBIOTEPHI B COBPEMEHHOM JEJIONPOU3BOJICTRE.

Tema 9. Cucremarnzanyss ¥ XpaHEHHE YNPABICHYECKUX JOKYMEHTOB —
ouHas (popma — 2 yaca, 3aouyHas popma — 1 yac.

Cooepoicanue: HOMeHKIIaTypa nei. TpeboBanus ['ocyaapcTBEHHONW CUCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUsl YIpaBJIeHUsS K COCTABIICHHIO HOMEHKJIATYPBI
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nen. CoaeprkaresibHas 4acTh HOMEHKJIATYPBI JEd: UHAEKCHI /1], 3ar0JIOBKU e,
KOJIMYECTBO JIeJl, CPOKM XPAHEHHs U HOMEp CTaThU MO IMEPEYHIO, MPUMEYaHUsI.
®opmupoBanue gen. [IpusHaku 3aBeneHust naen. TpeboBaHust Kk GOPMHPOBAHUIO
nen. [lpaBuna TpPyNnmUpOBKH JOKYMEHTOB Jiela IO BHUJAM U XPOHOJOTHUHU.
[loaroToBKka JIOKYMEHTOB K apXMBHOMY XpaHEHHUIO. OKCIEepTU3a IEHHOCTH
nokymeHToB. CocTaBieHUE Omuced JIsi MOCTOSHHOIO M BPEMEHHOTO CPOKOB
XpaHEeHUs] JOKYMEHTOB, JIeJl MO JHMYHOMY COCTaBy. AKTHI O BBIICJIECHUU K
YHUYTOXKEHUIO JIeJl C UCTEKIIIMMU CPOKAMH XPaHEHHUS.

Bomnpocsr:

1. Homenknartypa nen opranusanuy;
2. ®opMHUpPOBAHUE JIEIT;

3. ApXHBHOE XpaHEHHUE JTOKYMEHTOB.

3amaHus
Nel. Ha azgpec Barieii KOMIaHUHM MPUXOJUT KOMMEPUECKOE IPEIIOKCHHE.
[IpoBeauTe ¢ TOKYMEHTOM BCIO HEOOXOIUMYIO PaboTy.

000 "TIOMATYP" 0702.2000 r. Ne 21/0P-O3 JupexTopy pekiaMHON GpUpMBbI
"[Ipaitm-Taiim"

[TpennoxeHue 0 pa3MelIeHUU PEeKJIaMbl Y BaKaeMblid FOCIIOIUH AUPEKTOP!

MBI pajpl IpeAsIOKUTH Baliel (pupMe 3aKIF0YUTh C HAMH JJOTOBOP O MPOBEACHUHN PEKIaMHOM

KOMITAaHUH JUIsl TPOJIBMKEHMSI HA PhIHKE Halllell HOBOW KHMKHOM NMPOJYKIMHU: ClIOBapeil,

CIPaBOYHHMKOB, dHUHMKJIIONEAuN. CpOKH IPOBEAEHUS peKjiaMHOM koMmnanuu - | kBaptan 2001 roga.
VYcnoBus CAETKY - IpeBapuTelibHas oriarta B pasmepe 50% ot oOuieii croumoctu. Ha azgpec: ...

Ne2. Ha moctynuBmiee B Baml ajapec nucbmo (cm.Nel) cocraBbTe OTBET.
[IpoBeauTe ¢ UCXOIANUM JOKYMEHTOM BCIO HEOOXOIUMYIO paboTy

Ne3. Odopmure aeno, B KOTOPOM MOAMIUTEI KOHTPAKTHI, aKThI, IEPEITUCKA O
MOCTaBKE KaKON-I100 MPOAYKITUH.

TeMbl TOKIIAI0B:
1. CocrayiieHue onuceit s MOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS
JIOKYMEHTOB, JI€JI M0 JINYHOMY COCTAaBY.

1.2. UuTepakTUBHBbIE 3aHATHS M0 YU4eOHOI TMCIUNIHHE
HenoBas urpa: TpynoBas KHWXKKA: BeIIada, 0hOpMIICHHE, XPAHECHHE .

Ilens nenoBoOW WUrphl - MPUBHUTHE MPAKTUYECKUX HABBHIKOB B COCTABJICHHH
OCHOBHBIX  BUJOB  JOKYMEHTOB (OpPTaHM3AIMOHHBIX, PACTIOPSAUTEIIbHBIX,
nH()OPMAITMOHHO-CITPABOYHBIX ) u dbopmupoBaHUT JIOKyMEHTO000pOTa
OpraHU3allnu.

Hror urper
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[Io OKOHYaHUU UTPBI KaXIbI U3 YYACTHUKOB JOJDKEH MPEIOCTaBUTh MAKET
JOKYMEHTOB. JIOKYMEHTBHI JIOJKHBI OBITh 3apEerUCTPUPOBAHbI B JKypHalIaxX u
NOJIIUTHI B ManKd B COOTBETCTBUU C MX (DYHKIIMOHAJIIbHBIM HAa3HAYEHHEM W T10
HaIlPaBJIICHHOCTH JIOKYMEHTONOTOKa. Bce IOKYMEHThl NpEeNOoCTaBISIIOTCS B
pacredyaTtaHHOM BUJIE.

Hcxonnple naHHbIE IO OPTAaHU3ALMAM

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

Muccust kommanuu: Peanuzanusi KOMIbIOTEPHOM U IUGPPOBON TEXHUKHU
OIITOM U B PO3HUILY IOPUAUYECKUM U (PUZNUECKUM JIULIAM

Opranu3zanuoHHasi CTpyKTypa:

| 4 IVITHHC TEA LA |
Byxranme ) pamre MapreTn Omgenr mo Kagpossr
A CEMt HTOBEIL TIpoIANE i oTaen
oTgel oTERd HCOETY

Bapuant 2. OO0 «®umunok». O6pa3zoBaTeabHbIN LEHTP
Muccusa komnanuu: [IpenoctaBieHue IOpUANYECKUM U (PU3HUYECKUM JILAM
00pa3oBaTeNbHbIX YCIYT (KOMIBIOTEPHBIE KYPCHI)

| 4 IVITHHC TEA LA |
+
Byxranme H pomre MapreTn Fagporm ¥uebHent
A CEM HTOBEI HoTgen oTERd
oTaen oTRen

Bapuant 3. OO0 «/lensbhun u pycanka». Typ-areHTcTBO
Muccusa kommanuu: [IpenocraBieHue 10puANIECKUM U GU3HUECKUM JIUIIAM
TYpPUCTUYECKUX YyCIyr Ha Tepputopun P®, a Tak xe OMMKHETO W JalbHETO

3apyOeKbs

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

eM

Bapuant 4. OO0 «kc & Urpek». KagpoBoe areHTCTBO
Muccus kommanuu: [IpenocraBienne OpUINIECKUM U GU3HYECKUM JIUIIAM
YCIIYT 1O TTOUCKY COTPYIHUKOB M YCTPOMCTBY Ha paboTy.
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| L VITHIC TR LT |
! ! ! 4 1
Eyxrare Hparmre MapreTn Ommen no Omea no
P CHAL HTOBELL pRboE c pRboE c
oTAR oTael e CREMIL B PHIHEC KN
LM WO THLEME

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

Muccus komnanuu: [IpenoctaBienue 10puANYECKUM U GU3NYECKUM JIALIAM
pPEKJIAMHBIX yCIyT (B NEYaTHBIX HM3AAHUSAX, HA PaJudo- U TEIEBUICHUU, B CETU
WNHTepHET, Ha pacTsHKKax Ha yJauLax ropoaa)

| A IMIHHCTEA LA |
! il ! il ’
Eyirane Hlprire neh- Omgea no Omgea
i CEpL CTVARA b0 C ouzaliHE  H
oTaen ETHEHTAME 1 BEpCTEN
TEpPTHEpaNMI

[IpakTrueckue 3ananus
3aganue 1 opmupoBaHue Y cTraBa OpraHu3aluu
B coorBerctBMM C MHCCHEH, COCTaBUTh yCTaB opranusauuu. Ilpm
COCTABJICHHH BOCIIOJIb30BaThCSA JAHHBIMH MPUJIOKEHUS 1.
3aganue 2 @opMUPOBAHUE MITATHOTO PACIIUCAHUS OPTaHU3AIUN
B cooTBercTBMM ¢ OpraHM3allUOHHBIMU CTPYKTypaMH U  yCTaBOM
OpraHU3allMd COCTaBUTH IITATHOE PACHUCAHHUE COTPYAHUKOB. [Ipu BBHINOJHEHHU
3a/IaHUS UCIIOJIb30BaTh JAaHHBIE IPUIIOKEHUS 2.
3aganue 3 CocraBieHUE JOJDKHOCTHBIX HWHCTPYKLIHMI  COTPY/IHHKOB
OpraHu3aluu
CocTaBuTh JOJKHOCTHYIO HMHCTpYKUMIO CoTpynHuka. I[Ipu BbeImosHEeHUU
3a/IaHUS UCIIOJIb30BaTh JAaHHBIE IPUIIOKEHUS 3.
3amanue 4 dopmMupoBaHHE JHYHOTO Jiefla COTPYIAHUKA U OdopMIIeHUE
TPYIOBOW KHUKKHU
CdopmupoBate nuyHoe aeno Corpyanuka. JIM4HOE €710 COTpYJIHHKA
JOJIKHO COJIEPKATh:
e BHYTPEHHIOIO ONKCH IOKYMEHTOB J€JIa;
e JIMYHBIN JIUCTOK 1O y4eTy KajapoB (dpopma T-1)
o AHKETY;
« aBTOOHMOTpaduIo;
e KOIHMH IOKYMEHTOB 00 00pa3oBaHNH;
¢ KOIIMIO CTPAXOBOI'0 IEHCMOHHOTO YAOCTOBEPEHUS;
¢ KOIHIO WACHTH(PUKAIIMOHHOTO HOMepa Hajororuiarensiuka (MHH);
e KONUIO JOKYMEHTA, YJIOCTOBEPSAIOUIErO JTUYHOCTh COTPYIHUKA (TIACIIOPT);
e XapaKTEPUCTUKU WM PEKOMEHATEIbHBIE TUCHhMA;
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e 3asBJICHUE O MIpHEME Ha padoTy;
e TPYAOBOI AOTOBOP (CM. MpuUiIoKeHUE 4);
¢ IpPUKa3 O MpUeMe Ha padOTy BHIIIKUCKY U3 MPUKa3a O MpueMe Ha padoTy.
OdopMuUTh TUTYIBHBIA JUCT TPyAOBOM KHUXKKM COTpyAHMKAa U CHENATh
COOTBETCTBYIOIIYIO 3aIUCh O NPUEMeE Ha padoTy.
3ananue 5 OdopmileHre OTIYCKOB COTPY/IHUKA
CocraButh TpaduK OTMYCKOB COTPYAHUKOB OpraHU3allMd  COTJIACHO
IITATHOMY PACIMCaHUIO U O(POPMUTH KOMIUIEKC TOKYMEHTOB I10 MPEIO0CTABICHUIO
ornycka CoTpyaHukKa.
3aganue 6 CocTaBieHUE TPYJAOBBIX JOIOBOPOB BO3ME3JIHOIO OKa3aHMS
yCIIyT
CocraBUTh JOTOBOP BO3ME3JAHOIO OKAa3aHHS YCIYT, COIJIACHO BapHAHTAM.
[Ipu BBITIOTHEHUH 3aJaHUS UCTIONB30BATh JAHHBIE IPUIIOKEHUS 5
Bapuant 1. OOO «TBo# komnbrotrep». CeTh Mara3uHOB
[Ipenmer noroBopa: IIpoBeneHust TpeHUHra MPOAAX COTPYAHUKAM Mara3uHa
CIEUHUAIMCTOM IO MPSMBIM IIPOAAKaM
Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeIbHbIN LEHTP
[Ipeamer norosopa: I[IpoBeneHune TecTUpOBaHUS CIylIaTeled KypcoB (HH.
S3BIK: QHTJIMACKUI)
Bapuant 3. OO0 «/lenbdhun u pycaika». Typ-areHTcTBO
[Ipeamet noroBopa: KoHCyJIbTallMOHHBIE YCIYTH IOPUCTA 1O COCTABIECHUIO
JIOTOBOPOB € KJIMEHTaMU
Bapuant 4. OO0 «Mkc & Urpek». KagpoBoe areHTcTBO
[Ipenmer nporoBopa: IIpoBenenwe pabOT MO HalagKe KOMIBIOTEPHOU
TEXHUKHU
Bapuant 5. OOO «1lunsl 1 po3b». PexiiaMHOE areHTcTBO
[IpenmeTr poromopa: IlpuBneueHue au3aiiHepa B CBSI3U C BBINIOJHEHUEM
CPOYHOTO 3aKa3a
3ananue 7 OdopmiieHre KOMaHIUPOBKU COTPYIHUKA
CocTaBUTh KOMIUIEKC JOKYMEHTOB O  CIYy)KEOHONW  KOMaHJIHUPOBKE
CotpynHuka Ha 1 Heemno cornacHoO NpPeyIoKEHHbIM BapUaHTaM
Bapuant 1. OOO «TBoi#i komnbrorep». CeTb Mara3uHoB
[Tpoxoxkaenue craxupoku B OO0 «TBoi Mup», r. Mockaa.
Bapuant 2. OO0 «Dummunoky». O0pa3zoBaTelbHbINA LIEHTP
VYuyactue B oOpazoBaTenbHOM sipmapke, oprannzoBaHHol OO0 «Hyk&I'ek»,
r.Mockaa
Bapuant 3. OO0 «/lenbdun u pycanka». Typ-areHTCTBO
VYuactue B cemunape, oprannzoBanHoro OOO «Annepcon&Ko», r. MockBa
Bapuant 4. OO0 «Uxc & Urpex». KagpoBoe areHTCTBO
VYyacTtue B ssipmapke Bakancuii, opranuzoBanHor OO0 «Anbha&Owmeray, T.
Mocksa
Bapuant 5. OOO «1lumnsl 1 po3bi». PekiaMHOe areHTCTBO
[Tpoxoxaenue craxupoBku B OO0 «rogku u BETOUYKN», I. MOCKBa
3ananue 8§ OdopmiieHue epeBoia B IPyroi oTaent
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Odopmuts nepeBoa CoTpyaHUKAa W3 OJHOTO OTHAENA B JAPYTOH, JUIsl 9ETO
HEO0OXOJMMO COCTaBUTH 3asBJICHHE, JOTOIHUTENbHOE COTJalleHne (MU3MEHEHUE) K
JIOTOBOPY M IIPUKA3 O MEPEBOJIE.

3ananue 9 Coznanue JOroBopa MOCTaBOK (OKa3aHUS YCIIYT)

CocTaBUTh JOTOBOpP TMOCTABOK (OKa3aHHsS YCIYT) COTJIACHO BapHUaHTaM.
OOpatuTh BHUMaHUE: JIOTOBOP JIOJKEH OBITh COTJIACOBAH C 3aMHTEPECOBAHHBIMU
CIIy’k0aMu OpraHu3alluu.

Bapuant 1. OOO «TBo¥ KOMIIBIOTEPY

Croponsl, 3akmtovaromue goroBop: OOO «Tsoi kommbroTep» u OO0
«denbdun u pycankan

[Ipenmer poroBopa: Ilokymka Typ-myTeBOK MO OE3HAJIMYHOMY pACUETy
COTPYJHUKAM OpTraHU3alUN

Bapuant 2. OO0 «Duniumnox»

Croponsl, 3akmtouaronige aoropop: OO0 «Duwmmunok» u OO0 «TBoit
KOMIIBIOTEP)

[Ipenmer noroBopa: Ilokynka KOMIBIOTEPHOW TEXHHKHM B pazmepe 20
KOMILIEKTOB

Bapuant 3. OO0 «JlenbdhuH u pycaikay

Cropownsl, 3akmoudaromue aoropop: OO0 «/enshun u pycankay u OO0
«IITumbl 1 po3bD»

[Ipenmer noroBopa: Pa3paboTka MakeTa peKIaMHOTO OOBSIBICHUS U
pa3MelIeHue ero B NeYaTHBIX U3JaHUIX Topoja

Bapuant 4. OO0 «Hkc & Urpek»

Croponsl, 3akmtouaromue aoropop: OO0 «Mkc & HUrpexk» u OOO
«OUITATIOK

[Ipenmet moroBopa: COTPYJIHUUECTBO C 0OPA30BATEIBHBIM IIEHTPOM B YaCTH
oOy4eHHs couckaTenel pabouyux MeCT KOMITbIOTEPHBIM KypcaM

Bapuant 5. OOO «Ilunsl u po3bi»

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

[IpeameT moroBopa: pa3MelleHHWe PEKJIaMHBIX OOBSIBICHUN O BaKaHTHBIX
pabounx MecTax

3anganue 10 ®opmMupoBaHHe NPHUKA30B U AKTOB CBEPKH

CocTaBuTh TpUKa3bl JUPEKTOpPA, PETJIAMEHTUPYIOIIUE  BBIMIOJIHEHUE
JIOTOBOPOB, C Ha3HAYCHUEM OTBETCTBEHHBIX JIUI[ U CYMM, BBIJICISAEMBIX Ha
OCyIleCTBICHUE JoroBopa (mpu HeobxomuMocTu). CoOCTaBUTH aKThl CBEPKH
BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).

3ananue 11 @opmupoBaHue CIIPaBKU O COCTOSIHUM PhIHKA TOBApOB (YCIIYT)

[ToaroroBbTe COpaBKYy O COCTOSIHUM PBhIHKA YCIYT (TOBApOB) B 3aBUCUMOCTH
OT TOTO, Kakhe TOBaphl (YCIIyru) peaau3yeT opraHu3alusl ydyacTHHUKa. [[s 3Toro
W3YYUTh TIPEIIOKCHUS PA3IUYHBIX (UPM 10 KAKOMY-HHOYAb PEKIAaMHOMY
n3nanno. OQopMUTH COMEpKATENbHYI0 YacTh CIOPAaBKU B BHJAE TaOJHIBI, B
KOTOpO# Oy/AeT Mpe/ICTaBIeHO Ha3BaHUE (PUPMBI U IIEHBI HA OJWH U TOT YK€ TOBap.
[Tocne TaOnuIe! cenaiTe BEIBOIBI.

3aganue 12 CocTtaBieHue TOKJIATHON 3aUCKH
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CocraBbTe  JOKJIAIHYIO  3alUCKy  AUPEKTOPY  HPEANpUATHS  C
MPEIOKEHUSIMU 110 YJIYUILIEHUIO YCIOBUN TPYAA.

3apganue 13 CocraBieHrue NHUCbMA-MPETEH3MM HA HEKAYECTBEHHBIA TOBAp
(OKa3aHHYIO YCIIYTY)

[logrotoBrTe TEKCT U (opmy Tpadapera mNUCbMA-NIPETEH3UH Ha
HEKAUECTBEHHBIA TOBap ychayry (yKa3aHHYIO YCIyry) B COOTBETCTBUU C
BapuanTamu. [Ipu noaroroske Tpadapera nocrapaitech, 4ToObl Tpadaper kacaics
TOJIKO 001Iel (popmbl mpeTeH3uu, a He yacTHOcTel. [lpu BhIMONHEHUU 3a1aHus
UCITIOJIb3YWTE TAaHHBIE MPUIIOKEHHUS 6.

3ananue 14 Ilepenurcka MexX1y pyKOBOAUTEISIMU OPraHU3alUi

CocraBpTe 11Ba  JIOKYMEHTa, OTPAKAIOIIME MEPENHUCKYy  COIIACHO
NPEeMIOKEHHBIM BapuaHTaM. [Ipu BBIMOTHEHWM 3aJaHUSl HCHOJB3YWTE JIaHHbBIE
IIPUIIOKEHUSA 7.

[Ipu cocraBieHUM TOKYMEHTOB COBETYEM BOCIIOJIB30BAThCA CIEAYIOIIMMU
IIpaBUJIaMHU:

e IIHCbMA JOJDKHBI COJAEPKATh S3bIKOBBIE (OPMYJBI U OOLICHPUHATHIE

«KaHUEISAPU3MBIY;

o HeoOXoauMO u30eraTtb SMOIMOHAIBHBIX OOOPOTOB M OILICHOK, H3JaraTh

BOIIPOC CTPOTO U I10 CYILIECTBY;

e CJIEyeT NOMHUTb, YTO JJIUHHBINA JOKYMEHT ¢ OOMJIMEM MOAPOOHOCTEN, KaK

IpaBUJIO, HE JOYUTHIBAETCS O KOHIIA.

Bapuant 1. OOO «TBoM KOMIIBIOTEDP»

3aBenyromas JETCKUM 1oMOoM npocuT nupekropa OO0 «TBoit koMIbroTEP»
OKa3aTh 0J1aroTBOPUTENBbHYIO TOMOILb B BUJE MOCTaBKM Ha O€3BO3ME3HON OCHOBE
10 KOMILJIEKTOB KOMITBIOTEPHOW TEXHUKHU (CUCTEMHBIN OJIOK, MOHHUTOpP). OTBET
JTUPEKTOpPa COAEPKUT OOEUIaHUE PaCCMOTPEHHS] BO3MOXKHOCTU MPEAOCTaBICHUS
0J1arOTBOPUTEIBHON TOMOIIIH.

Bapuant 2. OO0 «Duiunok»

3aBenyromas JETCKUM JAoMOM TmpocuT aupektopa OO0 «DPUIIUTIOK»
OKa3aTh 0JIarOTBOPUTEIBHYIO NOMOIIL B BHUJIE€ NMPOBEACHUS psAla KOMIBIOTEPHbBIX
KypCOB BOCIIUTAHHUKaM JIETCKOro jioma. OTBET JUPEKTOpa COJEPKUT OOellaHue
pPaccMOTPETh BO3MOKHOCTh NPOBeeHUs Kypca « CeKpeTapcKoe 1710

Bapuant 3. OO0 «/lenbbhuH u pycaika»

3aBeayromas JAEeTCKUM AoMoM mnpocuT aupektopa OO0 «/lenbhun u
pycaiika» oka3aTh 0JaroTBOPUTENbHYIO IOMOILb B BUJIE MPEJOCTABICHHS TyTEBOK
B JHU HOBOTOJHUX KaHUKYJ BOCIIUTaHHHUKAaM JIETCKOTO JoMa Ha 0€3BO3ME3THOM
ocHoBe. OTBET TUPEKTOpPA COJAEPKUT OTKa3 B BO3BMOXKHOCTH OKa3aHUs MOJ0OHOM
MOMOILY B IHU HOBOTOJIHUX KaHHUKYJI, C BO3MOKHBIM MIPEIOCTABICHUEM ITyTEBOK B
JPyroe BpeMs roa.

Bapuant 4. OO0 «kc & Urpek»

JupexTop mpodeccHoHanbHOTO KoJulemxka mpenigaraer gupekrtopy OO0
«Mkc & HUrpexk» COBMECTHOE COTPYIHHMYECTBO B YacTH IMPOBEACHUS SIPMAPOK
BakaHcHil 1isl yyamuxcsa kosemka. Jupektop OO0 «Mke & Urpek» oTBeuaer
COIJIaCUEM PAaCCMOTPETHh CPOKH MTPOBEACHHUS SIPMAPOK.

Bapuant 5. OOO «I1lumnsl 1 po3bi»
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3aBeayromas AeTCKUM canoM npocuT aupektopa OOO «umber u po3b»
0JIarOTBOPUTEIBHYIO TOMOIIb B YacTH MEPEUUCICHUS JICHEKHBIX CpPEICTB Ha
peMOHT KpoBiu. OTBET IUPEKTOpPa COJEPKHUT OO€IaHWe MOMOIIM B PEMOHTE
KPOBJIH.

3aganue 15 [TuceMmo-xanoda

N3menute clienyronmili TeKCT, NpUiaB eMy O(UIIMaNIbHO-IEI0OBON CTHIIb.
[Ipu BBIMOTHEHUY 33a[JaHUS UCTIONB3YHTE TaHHbIE TIPUIIOKEHUS 7.

S, CoxonoBa 3o0s1 EropoBHa, siBisitock autem Oiokanbl. CKOJNBKO pa3 A
oOpaianach B MIJIMIMIO U K pa3HbIM HadaJbHUKaM H3-32 CBOMX COCEIEH, a UM
Jiena HeT 10 MPOCTOM TpYKEHUIbL. J[pyrue >KMBYT B OTHENbHBIX KBApTHUPAX, a 5
COpOK JieT paborana, a XMBY B KoMMyHaike. Coceid MOHM MOJIOJABIE, KPYTST
My3bIKY 0 11 HOYM, IUIUTY HE MOIOT, MPUXOJAT U CTy4YaT JBEPBIO, KOTJa 3aXOTHT.
[lencuro mHe Hagenunau Bcero 650 pyoOineil. Kak Ha HMX NMPOXKUTH, a BeAb €lIE
XOYETCSl BHYKaM MOJAapOYKU KYIHUTh.

[Ipoury pa3oOpaThbCsi, BUHOBHBIX Haka3aThb M J1aTh MHE MOMOIIb B BUJE
JICHET.

12 deBpans Cokomnona 3.E.

3ananue 16 OdopmieHue yBOJIbHEHHUS

Odopmuts yBoiabHeHHE COTpyJHHKAa C 3aHECEHHMEM COOTBETCTBYIOLIEH
3aIliCU B TPYAOBYIO KHUXKKY.

2. MeToauyeckune peKOMeHAAIUN 110 U3YYEeHHI0 YYeOHOH THCIMIINHBI
2.1. MeTonnueckne peKOMEH AN TTPETI0IaBaTeIbCKOMY COCTaBY

2.1.1. MeTtoandeckne pPEKOMEHIAIIMM MO0 MPOBEACHUIO Y4EOHBIX
3aHATHI

Meroauka mpoBeACHUSI 3aHSATUN OCHOBAHA HA MCHOJIb30BAHUM AKTHUBHBIX
dopM, TMO3BOJSIIOIIMX  CAENaTh KaXIOr0 U3  Ciyllareledl  y4acTHUKOM
oOCyKIaeMbIX BOIpPOcOoB U mpodseM. Ocoboe BHUMaHUE NMPU HU3YYEHUH Kypca
oOpaIieHo Ha aKTHUBHYIO CaMOCTOSITENIbHYIO0 paboTy oOydaronuxcs (ciymarenei)
KaK Ipd TMOATrOTOBKE, TaK M B MPOLECCE MPOBEACHUS TEOPETUUYECKUX U
IIPAKTUYECKUX 3aHATUU. M3510)keHne maTepuana conpoBOXKAAETCS UILUTIOCTpalUen
Ha MPAKTUYECKUX TPUMEPAX.

Bmecte ¢ TeM mNpUHIMOUAIBLHON OCOOCHHOCTBIO SIBJISIETCS COYETAHUE
paznuyHbIX (HOPM M METOJO0B OOy4YeHMs, BKJIIOYas JIEKIIMOHHYIO (OopMy MOJayvu
HanOoJiee PyHIaMEHTAIbHBIX MOJIOKEHUH, U3JI0KEHUE TOCTYIMHOIO MaTephaia B
BU/JIE HEMTPEPHIBHOTO AUAJIOra, UCTIOIb30BaHUE METOA0B MPOOJIEMHOT0 00yUEeHHUS.

[IpoGiemHoe oOydyeHHEe — OpraHU30BaHHBIA MpenojaBaTesieM CIocod
aKTUBHOTO  B3aUMOJICHCTBUSL  CyObeKTa ¢  MpoOJEMHO-IIPEICTaBICHHBIM
coliepkaHreM OOy4eHHs, B XOJ€ KOTOPOTO OH MPHOOIIAeTCs K OOBEKTHBHBIM
IPOTUBOPEUYMSIM HAYYHOI'O 3HAHUS M CHOCO0AM WX pEHIeHHs. YUHUTCS MBICIIUTS,
TBOPYECKHU YCBaWBATh 3HAHMUSI.

Cxema npo6sieMHOr0o 0OyuYeHusl, MPEICTaBIsIeTCsl KaKk MOCIeI0BaTEIbHOCTD
OpoLEeAyp, BKIIOYAIOMIMX: IMOCTAHOBKY IpernojaBaTesieM y4eOHO-TpoOIeMHON
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3aJja4uM, CO3JaHuE JJIs YJalluxcsl MpoOJIeMHOM CUTyalluu; OCO3HAHHE, IPUHSATHE U
paspelnieHue BO3HHUKIIEH MpoOJeMbl, B IMPOILIECCE KOTOPOTO OHU OBJIAJEBAIOT
0000IIEHHBIMU CIIOCO0AaMU MPUOOPETEHUSI HOBBIX 3HAHUM; MPUMEHEHHUE JTaHHBIX
CIIOCOOOB /IJIs1 PEIICHUS] KOHKPETHBIX CUCTEM 3a]1a4.

OCHOBHBIE TICUXOJIOTUYECKHE YCIOBUS MJis YCIEUIHOTO MPUMEHEHUs
poOJIEMHOTO O0Y4YCHUS:

- MpoOJIEMHBIE CUTYallUU JTOJKHBI OTBEUYATH LEIsIM (DOPMUPOBAHUS CUCTEMBI
3HAHUI;

- OBITH JOCTYIHBIM JJISl yYaIIUXCS;

- JIOJDKHBI BBI3BIBATH COOCTBEHHYIO II03HABATENBHYIO MACSITEIBHOCTh H
aKTUBHOCTB;

- 33/IaHUS JTOJDKHBI OBITh TaKOBBIMH, YTOOBI yUaIIMiiCsI HE MOT BBIMOJIHHUTH
UX, ONHUpasChb Ha Y€ HUMEIOIIUECS 3HAHWUA, HO JOCTAaTOYHBIMH  JIJIst
CaMOCTOATENLHOTO aHaIN3a MPOOJIEMbl U HAXO0K/IEHUSI HEU3BECTHOTO.

Ha3panHoe mojoXXeHUE Kypca B CTPYKType H3y4aeMbIX JUCLMILIUH
METOJUYECKH pealln3yeTcsl COOTBETCTBYIOIIEH OpraHM3alel caMux 3aHsITHM, B
uX O0IIeH JIoTHMKe, MPUBOAUMBIX NPUMEpPaAx, MpejlaraeéMblx TeMax JOKJIaJIoB Ha
CEeMHHAapax.

B ocBoeHuH, cOOCTBEHHO, SKOHOMHUYECKHX SBJICHUM, OTHOCSIIUXCS K
npeaMeTy Kypca, oco0oe 3HaueHHE MPUOOpETaeT NPOAYMAaHHOE METOAMYECKOE
BBICTpAUBAaHUE JIGKIIMOHHBIX M CEMHUHApPCKUX 3aHATHiH. CeMHHaphl JOJKHBI
pa3BUBATH MOJIOKEHUS JCKIUH, HO HE IOBTOPSTH UX.

Hauunaercsi ceMrHap cO BCTYNUTENBHOTO CJIOBA MpernoaaBaTes (5-7 MUH.).
[lenaror Ha3bIBae€T TEMY CEMUHApPA, UEIb U 3a/1a4d 00y4aroluXcsl, BEIOMpas TaKue
GbopMyIUPOBKH, KOTOpbIE OyAYyT MOTHBUPOBATH OOYYAIOUIUMXCS JJIsi aKTUBHOMU
paboTs! Ha 3aHATHH. [Ipy 5TOM HCTUHHBIE 3214l CEMUHApa MOTYT HE OTJIalaThCsl.
[IpenonaBarens oOpaiiaeT BHUMaHUE Ha Y3JIOBBIE MPOOIEMBI NIt OOCYXKICHUS,
yKa3biBaeT (HopMy MPOBENCHMS 3aHATHS U TOPANOK padoThl B Heil. [lo dopme
BCTYNUTEIBHOE CJIOBO JOJDKHO OBITh JIAKOHUYHBIM, JIOTUYECKH CTPOMHBIM. B
COJECPKaHUU €ro Hapsjly C JApYyrUMU BOIpPOCaMH, MpENnojaBareib JI0JKEH
00513aTe€IbHO MOJUYEPKHYTh CBS3b TEMBI C OYIyIlIEH JesTeIbHOCThIO BBITYCKHUKA
UHCTHUTYTa, C COBPEMEHHOM KU3HBIO.

Baxneiiimeli 4acThl0O CEMHHAPCKOTO 3aHATUS SIBJISETCS OOCYXKICHHE
BOTPOCOB. B 3aBucHMOCTH OT (OpPMBI 3aHATHS MPENoAaBaTeb, cHOPMYITHPOBAB
BOIIPOC, TMpeajiaraeT BbICTYNUTh OKEJAIIMM WM  CAENaTh  COOOLIEHUE
(pukcupoBaHHOE BBICTYIUIEHHE), 3apaHee MOATOTOBJICHHOE OOy4arouuMcs.
HeoOxoaumo co3maBaTh Ha cemMuHape aTMocepy TBOPYECKOH JTUCKYCCHUH,
KUBOT0, 3aMHTEPECOBAHHOTO 0OMEHAa MHEHUSAMHU. B X0/1e ceMruHapa BakKHO, YTOOBI
oOydJaronMecs: BHUMATEIbHO CIYIIATH M KPUTHYECKH OIICHWBAIN BBICTYIUICHHS
koyuter. Jlns 3TOro mpemojaBaTeNiO HE CIeAyeT cpa3y Ioclie BBICTYIUICHUS
oOy4arolerocsi camMOMy VyKa3blBaThb Ha JONMyIIEHHble OmMOKU. Jlyure
IPEIOCTaBUTh 3Ty BO3MOXKHOCTh YYAaCTHHKaM CeMHHapckoro 3anstus. [locie
OOCYXKIeHHsI O4YepeHOTrO BOMpOca MPEernojaBaTeib JOKEH IMOABECTH KPAaTKHil
UTOT OOCYXICHUS, YKa3aB Ha OOHAPYKHUBIITHECS TIPOOIEMBbI U OMUOKHA B 3HAHUAX
O0yJaroIXCsl.
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BaxxHpIM  3TanmoM  ceMuHapa  SBISIETCA  3aKJIIOYHMTEIIBHOE  CIIOBO
npenoaaBaresisl. B 3aKiIr0YMTENTbHOM CII0BE B KOHIE CEMHHApPA MPENO1aBaTeNb:

a) AaeT oOIIyI0 OIEHKY MPOMIEAIIEro 3aHATHS (YPOBEHb MOATOTOBICHHOCTH
oOydJarommxcss K CEMHHApy, AaKTUBHOCTh YYaCTHUKOB, CTENEHb YCBOCHHUS
po0JIeMBbl);

0) OCyIECTBIIIET aHAIM3 M OLEHKY BBICTYIUICHHH, COOMIOJas MpU 3TOM
OOBEKTUBHOCTh U UCKIIIOUUTEIIbHYIO KOPPEKTHOCTH;

B) KPaTKO PACKpbIBAET BOIPOCHI, HE MOJIYYUBLINE NIYOOKOIr0 OCBELIEHUS Ha
CEMUHApE;

I) JaeT 3a/laHue Ha JATbHEHUIIYI0 CAaMOCTOATEIbHYIO PaboTy.

B npakTtuke npenogaBaHusi MOMYyYUIH PACIPOCTPaHEHUE pa3IUIHbIe (HOPMBI
CEMHUHAPCKUX 3aHATHM.

Beibop  ¢GopMbl  cCeMHMHApCKOTO  3aHATHS ~ JOJDKEH  3aBHCETh  OT
MOJATOTOBJICHHOCTH TPYIII, XapakTepa U COACpX aHUs 00CYKJIaeMbIX BOMPOCOB, a
TAaK)K€ IE€Jaroru4eckoro MacTepcTBa CaMOro IIPENoJaBaTelii M TEXHHUYECKHX
BO3MOKHOCTEM.

JUis  aKTUBM3allMM  CAMOCTOSATEIBHOW  JEATENBHOCTH  O0yYaroumxcs
HEOOXOJMMO NPAKTHKOBaThb HA CEMHUHAPCKUX 3aHATUAX OOCYXICHUE JIOKJIAIO0B,
IPOBEJCHUE JAENOBBIX HUIP, pa300p KOHKPETHBIX SKOHOMMYECKHUX CHUTYalUH,
pelIeHre MPAKTUYECKUX 3a]1a4, OPraHW30BbIBATh TECTUPOBAHUE IO MPONICHHBIM
TEMaM.

2.1.2. MeToauiecKkue peKOMeHIaAMH 110 MPOBeIeHHI0
HHTEPAKTUBHBIX 3aHATHI

Haubonee cnoxunas ¢opma NMpoBeAeHUsS 3aHATUS — HHTEpakTHUBHOE. OHO
TpeOyeT TPONUCTBEHHOM B3aMMOCBS3W: IIpemojaBaTellb — OOyJaroIIUHCI—
oOy4aromiuiicsi. B 3ToM 3aHATHM BCe YYaCTHUKY PAaBHBI M KK/IbIM MMEET MPaBo Ha
COOCTBEHHOE MHEHHUE T0 JIFoOoMy Bompocy. B aToM 3akmrogaeTcst BCs CI0KHOCTh
MpernojiaBaresis, TaKk Kak MpU BCEOOIIEH «paBHOCTW», OH JOJKEH HE3aMETHO
HAIpaBJIATh 3aHIATHE B HY)KHOM HaIpaBJICHUHU, YTOOBI B UTOTE Y OOydYarOIMMXCA
OCTAJINCh BEPHBIE CYKACHUS U MOHUMaHUE 3aKpeIuisieMoro Marepuana. J{is 3toro
HEOO0XOUMO:

- YETKO OIpPEJCTUTh 1Ieb 3aHSATHUS;

- IOJITOTOBUTH Pa3/IaTOYHBIN MaTepua;

- 00ecreunTh TEXHUYECKOE 000PYAOBAHUE;

- 0003Ha4YEHbI YUACTHUKH;

- OTIPEJICTTUTh OCHOBHBIE BOIIPOCHI, UX MOCJIEA0BATEILHOCTD;

- MOJI00PATh MPAKTUYECKUE TPUMEPHI U3 KU3ZHHU.

B yuebHOM mporiecce MOTYT OBITH HCIONB30BAHBI T.H. «MHHOBAIIMOHHO-
MEJarorM4YeCKUe» TEXHOJIOTUU, KpPAaTKUE ONPEACIICHUS KOTOPBIX JaHbl HUXKE.
Kaxnpiii mpernogaBaTenb OINPEACNSCT CaMOCTOSTEIBHO TEMy 3aHSATUH, Oojee
OTBEYAOIIYIO TOW WM HHOU (DOpME TIPOBEICHUS.

UccnenoBarenbckuii MeTos; OOy4eHUST — JTO OpraHu3amus OOydeHUs Ha
OCHOBE TIIOMCKOBOW, TIO3HABATEILHON JCATENBHOCTH OOYYaAIOMUXCSA IyTeM
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IIOCTAHOBKM  NPEINOJABATEIEM IIO3HABATEIBbHBIX W  IPAKTUYECKUX  3a/ady,
TPEOYIOIUX  CaMOCTOSITEILHOIO  TBOpueckoro pemieHus. (OcCHOBHast ujes
HCCIIEIOBATENICKOTO METoAa O0YUCHHS 3aKII0UaeTCsl B UCTIOJIb30BAHUM HAYYHOTO
MOAX0J1a K PEIISHUIO TOW WJIM HHOW y4eOHOM 3a/1auH.

CamooOy4eHue — METOJ, IPU KOTOPOM OO0ydaeMblii B3aMMOJIEHCTBYET C
o0pa3oBaTeILHBIMUA peCcypcaMd IPH MHHUMAJIBLHOM YYacTUM IIpernojaBatrelisa |
Ipyrux oOydaembix. s camooOyueHuss Ha ©a3e COBPEMEHHBIX TEXHOJOTHMN

XapakTepeH MYJIbTUMEIAA-TIOAXOI, pu KOTOPOM HCIIONB3YIOTCS
oOpa3oBaTeNbHbIE PECYpCHI: TEUaTHbIE MaTepHalbl, ayJuo- U BHUAEOMaTEpUabl,
KOMIIbIOTEPHBIE oOyyaroniue IPOTrPaMMBl, DIIEKTPOHHBIE KypHAJIBI,

WHTEPaKTUBHbBIC 0a3bl JAaHHBIX U JPYrHe y4eOHble MaTEepPHAIIbl, JOCTABIIIEMBbIE T10
KOMIIBIOTEPHBIM CETSIM.

Pabota B ManbIx rpynmax — 3TO OJIHA W3 CaMbIX MOMYJSPHBIX CTPATETHUH,
TaKk KaKk OHa JaeT BCceM OOyalolmuMcsi BO3MOXKHOCTh YYacTBOBaTh B paboTe,
MPAKTUKOBATh HABBIKM  COTPYJHHUYECTBA, MEXKJIMYHOCTHOTO OOmeHus (B
YaCTHOCTU, YMEHHE aKTHUBHO CJIYIIaTh, BIpadaThIBaTh 00Ilee MHEHHE, pa3peliaTh
BO3HUKAIOIIKE PA3HOIJIACHUS).

Case-study (aHanu3 KOHKPETHBIX CUTYAlIUNA, CUTYaIlMOHHBIN aHAJIN?3)

MeTton aHanw3a KOHKPETHOW CHUTyalMd (CUTYallMOHHBIA aHa W3, aHaJN3
KOHKPETHBIX CHTyanui, case-Study) — »3To memarormueckas TEXHOJOTHS,
OCHOBaHHas Ha MOJICIMPOBAHUHM CHUTyalldd WM WCIOJb30BAHUS PEATbHOM
CUTyalldd B IEJIAX aHaju3a JaHHOTO ClIydYas, BBISBICHUSA NpoOJeM, MOHCKa
aJIbTEPHATUBHBIX PEIICHUN U MPUHATHUS ONITUMAIBHOTO PEIICHUS PoOIIeM.

Llenp oOydaeMbIX - MpOAHAIW3UPOBATH JAHHBIC CUTYyallud, HaWICHHbBIC
peleHus1, UCTIOIb30BaB MPU ITOM TPHUOOPETEHHBIE TEOPETHUECKHUE 3HAHNUA.

Huckyccuss — ¢popma yueOHOU padOThI, B paMKax KOTOPOM OOydaromuecs
BBICKA3bIBAlOT CBO€ MHEHHE IO TMpoOsieMe, 3aJaHHOW IMpernojaBaTesieM.
[TpoBenenune nuckyccuil mo mpoOJIEMHBIM BOIIPOCAaM MOJIpa3yMeBAaeT HaIllMCaHUE
00y4aroLMMUCS TE3UCOB UM pedepaToB.

Hoxnan (mpe3eHTainus) — myoJIMYHOe COOOIIEHUE, TPEICTABIIAIONIEEe COOOM
pa3BepHYTOE H3JIOKEHHUE OINpPEAENIEHHOW TEeMBbl, BOMIpoca Mporpammsl. Jlokian
MOXET OBITh TPEICTABIICH PA3JIMYHBIMU YYaCTHUKAMH TIpoilecca OOy4eHHS:
mpernojiaBaresieM, MPUTJANICHHBIM  JKCIEPTOM,  OOydYaromuMmcs, TPYyNron
o0yyJarommxcs.

Kpyraeiii cron — onuH u3 HauOonee 3(P(EKTUBHBIX CHOCOOOB IS
OOCYXKIEHHSI OCTPBIX, CIIOKHBIX M aKTyaJbHBIX Ha TEKYIIMA MOMEHT BOMPOCOB B
mo0oi podeccuoHANIbHOM cdepe, 0OMEHA ONBITOM U TBOPUYECKUX UHUITUATHUB.

Dcce — 3TO COYMHEHME-PACCYXKICHUE HEOOJbIIOro o0beMa co CBOOOIHOM
KOMTIO3UIINEH, BhIpaKaIOIIee WHANBUAYAIbHBIC BIICYATICHUS U COOOPaKEHUS IO
KOHKPETHOMY T[IOBOJAY WJIM BONPOCY M 3aBEIOMO HE IMPEeTeHIyIollee Ha
OTIPEETISIONIYIO0 MU UCUEPIBIBAIOILYIO TPAKTOBKY IIpeaMeETa.

WuTepakTBHOE 0OOy4eHHE MO3BOJIAET pEIlaTh OJHOBPEMEHHO HECKOJIbKO
3a]1a4, TJIABHOW M3 KOTOPBIX SBJISETCS Pa3BUTHE KOMMYHHKATHBHBIX YMEHHH W
HaBbIKOB. JlaHHOe oOOyuyeHHWEe T[OMOraeT YCTaHOBJIEHUIO 3MOLMOHAIBHBIX
KOHTaKTOB MEXJIy y4yallUMHCs, OO0EeCleurnBaeT BOCHUTATENbHYIO 3ajJady,
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MOCKOJIbKY MpHy4aeT paboTaTh B KOMAaHJE, MPUCITYIIUBATHCA K MHEHHIO CBOHMX
TOBApUIIEH, 00ecrIeunBaET BBICOKYI0 MOTHUBALINIO, IPOYHOCTh 3HAHUM, TBOPUYECTBO
U (aHTa3Mo0, KOMMYHUKA0EIbHOCTh, aKTUBHYIO KU3HEHHYIO MO3UILMIO, [IECHHOCTb
VHAMBUIYAJIBHOCTH, CBOOOJY CAMOBBIPQKEHHS, AaKUEHT Ha JAeATEIbHOCTb,
B3aMMOYBAKECHUE U JIEMOKPATUYHOCTb.

2.1.3. MeToanuyecKkue peKoMeHAaIUuU 10 KOHTPOJIIO YCIIeBAeMOCTH

2.1.3.1. Texymas arrecranus (TeKyLHil KOHTPOJIb) YPOBHA YCBOCHUS
co/iep:KaHUs Y4eOHOM JUCUUIIIMHbBI

Tekymas arrectanus (TEKyIUA KOHTPOJIb) YPOBHS YCBOCHHS COACPKAHUS
JTUCIHUIUIMHBL PEKOMEHAYETCSI MPOBOJIUTH B XOJ€ BCEX BHJIOB YUYEOHBIX 3aHITHN
METOJJaMU YCTHOTO M IMHUCBMEHHOro orpoca (padoT), B MpolLecce BBICTYIICHUI
oOyJaroluxcs Ha CEMHUHAPCKUX (MIPaKTUYECKHUX) 3aHATHAX U 3alIUTHI pedeparos,
a TAaK’)K€ METOJIOM TECTUPOBAHMSL.

KauecTBO mNHUCBMEHHBIX pabOT OLEHUBAETCS HCXOAS W3 TOrO, 4YTO
oOyyJarormecs:.

- BBIOpaJIi U UCHOIb30BAIN (POPMY U CTUIIb U3JIOKEHUS, COOTBETCTBYIOIINE
LEJSAM U COJAEP)KAHUIO JUCLUIUINHBI;

- IPUMEHWIH CBSA3aHHYIO C TeMOW HH(POPMALMIO, UCIOJb3Ys MPU STOM
MOHATUIHBIN anmapaT CIeuuallcTa B JaHHON 00JacTH;

- MPEACTAaBWIA CTPYKTYPUPOBAHHBIM M TPAMOTHO HAINHWCAHHBIM TEKCT,
HMMEIOIINI CBS3HOE COACPKAHUE.

2.1.3.2. TIpomexyTouHasi aTTecTanusi (MTOrOBbIH KOHTPO.Jb) YPOBHSA
YCBOEHHUS COAEPKAHUS YUeOHOH JUCITUNTIHHBI

[IpomexxyTouHast arrectanusi (UTOTOBBIA KOHTPOJIb) MPOBOAUTCA B (opme
3ayera B XOJie 3UMHEH (JIeTHeW) 3K3aMEHAIlMOHHOM CECCHM C BBICTABIICHHUEM
UTOTOBOM OIeHKM 10 aucuuruimHe. K 3adery momyckarorcs oOydaromuecs,
YCIICIIHO  BBINOJIHUBIIME BCE€ BHABI OTYETHOCTH, MPEIYCMOTPEHHBIE TIO
JTUCIUTUIMHE Y4eOHBIM IIaHOM. B Xoje 3auera mpoBepseTcsl CTENEeHb YCBOCHUS
Marepuasna, yMEHHE TBOPUYECKHU U TOCIEIOBATEIBLHO, YETKO U KPATKO OTBEYATh HA
MOCTaBJICHHBIC BOMPOCHI, JeJaTh KOHKPETHBIE BBIBOJABI W  (POPMYIUPOBATH
00OCHOBaHHBIE TpedsioKeHusl. MToroBasi oOIlEHKAa OXBaTbIBACT IPOBEPKY
JIOCTHXKEHUS BCEX 3aSBJICHHBIX LENCH U3YUYCHUS NUCUUIUIMHBI U MPOBOJAUTCS IS
KOHTPOJIS YPOBHS MOHUMaHMsS OOYyYalOIUMUCS CBSI3€M MEXAYy pa3IUuHBIMU €€
AJIEMEHTaMH.

B xome uTOroBoro KOHTPOJISI aKIEHT JEJIaeTCs Ha MPOBEPKY CIIOCOOHOCTEH
OOyJarommMxcsi K TBOPYECKOMY MBIIUICHUIO W HWCIOJIb30BAHUIO TMOHSTHHHOTO
anmapara  JUCHUIUIMHBI B pEHICHHH  Npo(ecCHOHATBHBIX  3aJad 110
COOTBETCTBYIOIIEN CHENUAIBHOCTH.

2.1.3.3. Kputepum oleHKH y4eOHBbIX JOCTHKEHUH 00ydaomuxcs
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KauecTBO o0TBETOB M pemieHus 3aaad  (3aJaHuil) OLICHMBAIOTCS Ha
COTIIMYHOY, «XOPOLIO», «yTOBIETBOPUTEIBHO» U «HEYIOBIETBOPUTEIBHO.

OrneHka «OTJIIMYHOY» BBICTABIISETCS 00yUaroUIeMyCsl, €CIINU:

- JJaHbl MCYEPIbIBAIOIINE U OOOCHOBAHHBIE OTBETHI HAa BCE IOCTABIICHHBIC
BOIPOCHI, MPAaBUIBHO M PALUUOHAJIBHO (C HCIHOJB30BAHUEM PalMOHAIBHBIX
METOJIMK) PELIEHbl COOTBETCTBYIOIINE 33/1a4H;

- B OTBETaxX BBIICIUIOCH IJIABHOE, BCE TEOPETUYECKHUE IOJOKEHUS YMEIO
YBSI3BIBAINCH C TPEOOBAHUSIMU PYKOBOJSAIINX JTOKYMEHTOB;

- OTBETHI OBUTM YETKUMHU U KPATKUMH, @ MBICIU H3JIarajiuCh B JIOTUYECKOU
II0CJIEI0BATEIBHOCTH;

- IOKa3aHO YMEHHUE CaMOCTOATENbHO aHAJIU3UPOBaTh (DAKThL, COOBITHA,
SIBJICHHSI, IPOLIECCHI B UX B3AUMOCBSI3H U JUATEKTUYECKOM PA3BUTHHU.

OrneHKa «XOpOIlI0» BBICTABIAETCA 00y4aIOIIEMYCsl, €CIIH:

- JJaHbl TOJIHbIE, JIOCTATOYHO OOOCHOBAaHHBIE OTBETHl HA IOCTABIICHHBIC
BOIIPOCHI, IPABUJIBHO PEIICHBI IPAKTUYECKUE 3aJaHUS;

- B OTBETaX HE BCEI/A BBIICISIOCH TJIABHOE, OTHAEIBHBIE IOJIOXKECHUS
HEJ0CTAaTOYHO YBS3BIBAJIUCH C TPEOOBAHUSAMM PYKOBOJSAIIMX JOKYMEHTOB, IpU
pelIeHUH MPAaKTHUYECKMX 3a7ad HE BCErJa HCIOJIb30BAIUCh PalMOHAIbHBIC
METOJMKHU PACUETOB;

- OTBETHI B OCHOBHOM OBLIM KPATKHUMH, HO HE BCEI/1a YETKUMH.

OneHka «yI0BIETBOPUTEIBHOY BBICTABIISIETCS 00Y4AIOIIEMYCs, €CIIN:

- JaHbl B OCHOBHOM IIpaBUJIbHBIE OTBETHI HA BCE€ MOCTABJICHHBIE BOMPOCHI,
HO 0€3 MOKHOW TIIyOMHBI U OOOCHOBaHUSA, NMPHU PELIEHUN MPAKTUYECKUX 3a]ad
OOy4YarOIINIICS MCIOIb30BANl MPEXKHUN OMNBIT U HE NMPUMEHSJT HOBBIE METOJUKH
BBINIOJIHEHUS PAcy€TOB, OJHAKO HA YTOYHSIOIIME BOMPOCHI JaHbl B ILIEJIOM
IIpaBUJIbHBIE OTBETHI;

- IIpY OTBETAaX HE BBIAEISUIOCH TJIABHOE;

- OTBETHl ObUIM MHOTOCJIOBHBIMHU, HEUETKUMHU U 0€3 JOJKHOU JIOTUYECKOU
NIOCJIEIOBATEIBHOCTH;

- HA OTJACJIbHBIE JIONOJIHUTEIBHBIE BOIPOCHI HE JAHBI IOJIO)KUTEJIbHBIE
OTBETBHI.

OrneHka «HEyAOBIECTBOPUTEIILHO» BBICTABISIECTCA OOYyYaroIIEMyCs, €Cliu He
BBITIOJIHEHBI TPEOOBaHUs, COOTBETCTBYIOIINE OLEHKE «YyIOBJIETBOPUTEIILHOY.

2.2. MeToanuyeckne yKkazaHnus 00y4arouumMcs

[TpoayKTHBHOCTH YCBOCHHS yUeOHOTO MaTepraia BO MHOTOM OINPEACIIICTCS
WHTCHCHUBHOCTBIO M KayeCTBOM CaMOCTOSTEIBHOW pabOThl 00yYaroIIerocs.
CamocTosiTenbHas padoTta npesnoiaraet GopMUpOBaHUE KYJIBTYPbl YMCTBEHHOTO
TpyJa, CaMOCTOSATEIHPHOCTH W WHUIIMATHBBI B IOUCKE W MPHOOPETCHUW 3HAHWH;
3aKpeIICHHE 3HAHWW M HaBBIKOB, TMOJYYCHHBIX Ha BCEX BHJIAX YUCOHBIX 3aHSITHIA,
MOJITOTOBKY K TPEICTOSIIAM 3aHATHSM, 3K3aMEHaM; BBITIOJHEHUE KOHTPOJIHHBIX
pabor.
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CamocTosTenbHbIA TPY/I PA3BUBAET TAKUE KAYE€CTBA, KAK OPraHU30BAHHOCTb,
JUCUUTUIMHUPOBAHHOCTD, BOJIIO, YIOPCTBO B JIOCTHUKEHUM IOCTABIECHHOM II€JH,
BbIpaOaThbIBa€T  YMEHHE  aHaJIM3UpoBaTh  (akTbl U SIBJICHUSA,  Y4YUT
CaMOCTOATENILHOMY MBIIIJICHUI0, YTO MPUBOAUT K PA3BUTHIO U CO3/IaHUIO
COOCTBEHHOI'O MHEHHMsI, CBOUX B3IVISIOB. YMEHHE pPabOTaTh CaMOCTOATEIHHO
HEOOXOJMMO HE TOJIKO Ui YCIEIIHOTO YCBOGHHUS COJIepKaHHUs y4eOHOM
POrpaMMBbl, HO U JIJIsl AaJIbHEHIIIed TBOPUECKOU IeATeTbHOCTH.

OcHOBY CaMOCTOATENTHHON PabOThI OOYYAIOMIETOCS COCTaBIsET padbora ¢
yueOHOI U Hay4HOU nuTeparypoit. 13 ombiTa paboThl C KHUTOM (TEKCTOM) CIIETyeT
OTpeJIeICHHAs]  IMOCJIEIOBATeILHOCTh  JEHCTBHMA, KOTOPOH  IelIecoo0pa3Ho
npuaepxuBatbed. CHavyalla MpOYUTaTh BECh TEKCT B ObICTpOM Temrie. Llenb Takoro
YTEHHUSI 3aKJI0YaeTcss B TOM, YTOOBI C€O3/aTh OOIIee MpeacTa"BICHUE 00
n3ydaeMoMm (HE 3allOMHHATh, a TOHATH OOIIMIA CMBICI MPOYUTAHHOTO). 3aTeM
pPOYUTATh BTOPUYHO, OO0Jiee MEUIEHHO, YTOObI B XOJE€ YTEHHUS TMOHATH WU
3alIOMHHUTb CMBICI KaXKI0U (hpa3bl, KaXKIOrO MOJIOKEHUS U BOIIPOCA B LIEJIOM.

UreHue TMPUHOCUT TOJB3Y W CTAHOBUTCA MPOAYKTUBHBIM, KOTa
COIIPOBOXAAETCS 3alUCAMU. ITO MOKET OBITh COCTaBJICHUE IUIaHA IIPOYUTAHHOTO
TEKCTa, TE3UCHI UIIN BBIMUCKU, KOHCIIEKTUPOBAHUE U JIP.

Br16op Bua 3amucu 3aBUCHUT OT XapaKkTepa U3y4aeMoro MaTepualia u 1eien
paboThI C HUM.

Ecnu conmepkanue maTepuaiia HECJOKHOE, JIETKO YCBAaWBAEMOE, MOYKHO
OTPaHUYUTHCS] COCTABIICHUEM IJIaHA.

Ecnu marepuan conepXUT HOBYIO W TPYJIHO YCBaMBaeMylo MH(OpMauio,
LEJECO00Pa3HO €ro 3aKOHCIEKTHPOBaTh. Pe3ylbTaTbl KOHCIIEKTUPOBAHUS MOTYT
OBITh MPEACTABJICHBI B PA3JIUYHBIX (POpPMAX.

[Inan — 3TO cxema MPOYUTAHHOTO Marepuaia, KpaTkui (WM moapoOHbIN)
IIEPEYEHb BONPOCOB, OTPAKAIOIIMX CTPYKTYPY U MOCIEAOBATENBHOCTh MaTEpHAIIA.
[ToapoOHO cocTaBICHHBIN IIJIaH BIIOJHE 3aMEHSET KOHCITCKT.

KOHCIIEKT — 3TO CUCTEMATU3UPOBAHHOE, JIOTUYHOE W3JI0KEHHE Marepuaia
UCTOYHUKA. PaznnuaroTcst yeThlpe ThMa KOHCIIEKTOB.

[;1aH-KOHCIEKT — 3TO Pa3BEPHYTHIA NETAIU3UPOBAHHBIA IUIAH, B KOTOPOM
JIOCTAaTOYHO TOJIPOOHBIE 3aMUCU MPUBOAATCS MO TeM IYHKTaM IUIaHa, KOTOPbIE
HY>XIa0TCS B TIOSICHEHHH.

TekcTyanbHbIA KOHCIEKT — 3TO BOCHPOM3BEACHHE HauOO0JIee BaKHBIX
MOJIOKEHUHN U (PaKTOB MCTOUYHHKA.
CBOOOAHBIA KOHCIEKT — 3TO YETKO MW KpaTkKo chOopMyIupoBaHHbIE

(I/I3J'IO)K€HHBIC) OCHOBHBIC IIOJIOKCHHUS B PEIYJILTATC FJ'Iy6OKOFO OCMBICIIMBAHUA
Marcpuaia. B nem MOTI'YT HNPUCYTCTBOBATH BBIIIMNCKHU, OUTATBI, TC3UCHLI; Y4CTb
MaTcpuajia MOKCT OBITH npeacCTaBJICHA ITIJIAHOM.

TemMaTHuecKuid KOHCIIEKT — COCTAaBJISIETCSI HAa OCHOBE HW3YYEHHUs psiaa
HMCTOYHUKOB U JaeT 0oJiee WM MEHEE MCUCPITBIBAIONINN OTBET IO KAKOM-TO CXEMe
(Bompocy).

B mpoueCcce M3YUCHHUA MaTCpuaia HCTOYHHUKA, COCTABJICHUA KOHCIICKTA
HYXHO 00513aTENBLHO IMPUMCHATDb PA3JIMYHBIC BBIACICHUA, II0A3ar0JIOBKH, CO3aaBasid
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OJIOUHYIO CTPYKTYPY KOHCIIEKTA. DTO JEJIaeT KOHCIEKT JIETKO BOCIPUHUMAEMBIM,
yAOOHBIM 7151 paOOTHI.

IToaroroBka K CEMHHAPCKOMY 3aHSTHUIO BKJIFOYAET 2 3Tamna:

1#1 — opraHu3aIMOHHBIN;

211 - 3aKperuieHUe U yriayOJieHHe TEOPETUUSCKUX 3HAHUH.

Ha mnepBoM »srame oOywaromwuiicss IUIAHHUPYET CBOIO CaMOCTOSITEIbHYIO
paboTy, KoTopas BKJIIOYACT:

- YSICHEHHUE 3aJIaHUsI Ha CAMOCTOSITENHHYIO padoTy;

- MOJI00p PEKOMEHAOBAHHOMN JIUTEPATYPHI;

- COCTaBJICHHE TUIaHA pa0OTHI, B KOTOPOM OTPEIEISIOTCS OCHOBHBIE ITYHKTHI
MPEACTOSAIEN TOATOTOBKH.

CocraBieHue 1aHa AUCIUIUIMHUPYET W TMOBBIIIAET OPraHU30BAHHOCTH B
pabore.

Btopoii aTan BKiIrOYaeT HEMOCPEACTBEHHYIO MOATOTOBKY O0YYaroIerocs K
3aHATMIO. HauumHath HAZO C H3YyYEHUS PEKOMEHIAOBAHHOM JIUTEPATYPBHI.
HeobxoauMoO MOMHUTH, YTO Ha JIEKIUU OOBIYHO pAacCCMAaTPUBAETCA HE BECh
MaTepuall, a TOJbKO €ro 4actb. OcTalibHasi €ro 4acTh BOCHOJHSAETCS B MPOLECCE
CaMOCTOATENbHON paboTel. B cBsizu ¢ 3tM paboTta ¢ PEKOMEHOBAaHHOM
auTeparypoi obsizatenbHa. Ocoboe BHUMaHUE MPU ITOM HEOOXOAMMO O0OpaTUTh
Ha COJEp)KaHWE OCHOBHBIX IIOJIO)KEHUUW M BBIBOJIOB, OOBSICHEHUE SIBICHUU H
(bakToB, ySICHCHUE MPAKTUYECKOTO MIPUIIOKEHUS paccMaTpUBaEMbIX
TEOPETUYECKUX BOMPOCOB. B mporecce 3Toil paboThl OOyYaromUCS JTOJKEH
CTPEMUTBHCSI TOHATh W 3allOMHUTH OCHOBHBIE TOJIOKEHHUSI paccMaTPUBAEMOro
Marepuaia, TMpPUMEpbI, TMOSICHAIOIIME €ro, a Takke pazolOpaTbcs B
WJUTIOCTPATUBHOM MaTepHase.

3aKkaHYMBaTh MOATOTOBKY CJIEIYET COCTABJICHHMEM IUIaHa (KOHCIIEKTa) I10
M3y4aeMOMY MaTepuany (Bompocy). 210 MTO3BOJIAET COCTaBUTH
KOHIIECHTPUPOBAHHOE, CKATOE MPEICTABICHUE IO U3y4aE€MbIM BOIIPOCAM.

B npouecce TNOATOTOBKM K  3aHATHSIM PEKOMEHAYETCS B3aUMHOE
oOCyXXJIeHHe MaTepuajia, BO BpeMsi KOTOPOTO 3aKPEIUIIOTCS 3HAHUS, a TaKXKe
npuoOpeTaeTcsl MpakTUKa B HM3JI0KEHUUM M Pa3bsICHEHWW TOTYYEHHBIX 3HAHUH,
pPa3BUBAETCS PEUb.

I[Ipu HeoOXomuMocCTH cieAyeT oOpamarbcs 3a KOHCYJIbTAllMEH K
npenogaBarento. Mas Ha KOHCyJbTallUlO, HEOOXOIUMO XOpOIIO MPOayMaTh
BOIIPOCHKI, KOTOPBIE TPEOYIOT pa3bsICHEHHUS.

B Hauane 3aHsTust oOydaroniyecs moji pyKoBOJCTBOM IpenoaaBartesis 0osiee
INIyOOKO  OCMBICIIMBAIOT TEOPETUYECKUE TOJIOKEHUS 1O TEeMe 3aHsTHs,
PacKpBIBAIOT U OOBSICHSIOT OCHOBHBIC siBJICHUS U (pakThl. B mporecce TBOpUecKoro
OoOCYXJeHUsSI M JUCKYCCUM BBIPaOATBHIBAIOTCS YMEHUS M HABBIKM HCIIOJIb30BaTh
pUOOPETECHHBIC 3HAHUS JJIS PEIICHHS MPAKTUIECKUX 3a1a4.
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