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1. IPAKTUYECKHUE U HTHTEPAKTUBHBIE 3AHATUA
IO JTMCIHUIIVIMHE

OI1L1. 06 JlokyMeHTAIIMOHHOE 00ECIIEYEHUE VIIPABJICHUS
(MHIEKC, HANMEHOBAHHE JUCITUIINHBI)

1.1. Ilnanbl NIPAKTUYECKUX 3AHATHH MO TUCIHUIINHE

Tema 1. CymHOCTh JOKYMEHTAIIHOHHOTO OOSCTICUCHHUS YIPABICHUS - OUHAs
dbopma — 2 yaca.

Cooepoicanue: OHATUA «HHPOPMAIUS» U «JOKyMeHT». Ponb nndopmanmu
B COILMAIbHO-DKOHOMUYECKHUX Tporeccax. [lommdyHKIIMOHATFHOCTD TOKYMEHTA.
HNudopmarnmonnas, KOMMYHUKaTHBHas, CoLlMaIbHAs, KyJbTypHas,
ylpaBieHYECKas, IMpaBoBas, HUCTOpUYEecKas W Jpyrue (QyHKIUU JTOKYMEHTOB.
[lonsiTue o pokymMeHTHpoBaHUH. (OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUS.
MartepuanbpHple HOCUTENH HMH(DOpPMAIMM W WX BIUSHHE HA JOJTOBEYHOCTH U
COXPAaHHOCTb  JOKYMEHTa. 3aKOHOJATENIbHbIE  aKTbl, PpErJIaMEHTUPYIOLINE
Opranu3anuio paboThl C JAOKYMEHTHUpOBaHHOW HH(popmanueil. HopmarusHo-
METOJUYECKHE TOKYMEHTBI, PETIIAMEHTUPYIOLIUE HOPSAOK BbIIAYU U TpeOOBaHUS
K OQOpMJIICHHIO KONMWWA B OpraHMU3alusiX, KOTOpBIE SBISAIOTCA 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 uapopmaivu;

5. HopMmaruBHbIE  aKTbl, pENIAMEHTHPYIOUIME  JIOKYMEHTHPOBAHUE
YIPABJICHYECKON EATEIBbHOCTH.

Jluckyccus 1o Jokiagam:

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

- OT TIOSIBJICHUS TIEPBBIX JJOKYMEHTOB JI0 MIPUKA3HOTO ETOMPOU3BoIcTBa (X-
XV BB.);

- kosutexkckoe aenornpoun3osictBo (XVIII B.);

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

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

- OT Pa3pO3HEHHBIX YCHJIMH 110 YIOPSIOYCHHIO JICJIOMPOU3BOJICTBA JI0
pa3paboTtku EnuHOM rocymapcTBEHHON cucTeMbl jenonpousBoacTBa (1917-
1973rr.);

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

3. CoBpeMEHHOE POCCUNCKOE AETOTPOU3BOICTBO.



TeMmsbl noKIa10B:
1. Dtansl pa3BUTHS AEJIONIPOU3BOICTBA B Poccum.

Tema 2. VmopapieHueckass JokymeHTanua. DYyHKIUMHA YHNpaBICHYECKOH
JOKyMEHTAIMU. YHUDUIIMPOBAHHBIE CUCTEMbI YIIPABICHUECKOW JTOKYMEHTAIUU —
ouHas popma — 2 yJaca.

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

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

«yHU(UIMPOBAHHAs CUCTEMa JOKYMEHTaluu». ['oCylapCTBEHHbIE CTaHIAPTHI Ha
YHU(QUIIMPOBAHHBIE CHUCTEMbl JOKYMEHTAllMM, perjlaMeHTUPYIoIIe oO0mue
OpaBWia HUX pa3padoTKu U mocTpoeHus (Gopmynspa-odpasua. Ilonstue
«yHUGUIUPOBaHHBIE (OPMBI JOKYMEHTOB. (OOIIEpOCCHHCKHE U OTpaciieBbIe
YHUPUIMPOBAaHHBIE (HOPMBI JOKYMEHTOB; YHU(ULIUPOBAHHBIE POPMBI JOKYMEHTOB
NPEANPUATHS, IIOPAJOK UX BBEICHHUs B AeHCTBUE. Paclipenenenue cocraBa BUIOB
U Pa3sHOBUIHOCTEH JOKYMEHTOB OIPEACIEHHOIO KOMIUIEKCAa II0 3aj1ayaMm
ynpasinenus.  Bunabl konuid. TpeOoBaHus K O(QOPMIICHHIO Pa3JIMYHBIX BHUJIOB
KOIIMI JOKYMEHTOB. HopmartuBHO-MeTOIMUECKHE JNOKYMEHTBI,
pErjlaMEeHTUPYIOIINE MOPSAOK BbIJAYM U TpeOOBaHUA K OPOPMIICHHIO KOMHHA B
OpraHM3alUAX, KOTOPBIE SBISIOTCS aBTOPAMH TOKYMEHTOB.

Bomnpocsr:

1. XapaxkTepucTHka M COCTaB OPraHU3alMOHHBIX, PACIOPSIAUTEIBHBIX U
nH(OPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB;

2. Yuubukaims u CTaHIapTU3AILMS TOKYMEHTOB;

3. CymHocTh YHU(DHUITMPOBAHHON CUCTEMBI IOKYMEHTAIIUH.

3aganue:

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

2. CoctaBbTe cxembl «CTpykTypa ciayx0s1 JIOY Manoii / cpenneit / KpymHOi
OpraHu3alum»

3. CocTaBneHue JOJKHOCTHOW MHCTPYKIIMU PAaOOTHHKA;

4. CocraBnenus Tadenst GopM TOKYMEHTOB, IPUMEHSIEMbIX B OpraHU3aIiu.

Tembl TOKJIaI0B:

1. Krnaccudukarms ynpaBieHYECKUX JOKYMEHTOB 10 COJIEPIKAHHMIO;

2. Kiaccuduxanuys YIPaBIECHYECKUX JIOKYMEHTOB 1o BHUJaM
JEATEIbHOCTH.
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Tema 3. IloHATHE «pPEKBU3UT JOKyMeHTa». (CXeMa pacHojioKEHUS MU
XapaKTepUCTUKa PEKBU3UTOB — OYHas popma — 2 yaca.

Cooeporcanue: TOHATHE «PEKBU3UTY». [loCTOSIHHBIE U  TMEpEeMEHHbIE
PEKBU3UTHI, MOPSIOK WX HAHECEHMs MPHU COCTABIEHUHU JIOKYMEHTa Wih paboTe ¢
HuM. [IpaBuna oopmieHuss peKBU3UTOB. YTJIOBOE U MPOJIOIBHOE PACIOJIOKEHHE
PEKBU3UTOB JOoKyMeHTa. CTpyKTypa J1O0KyMEHTA.

Bomnpocsr:

1. IlonsiTHE M BUIIBI PEKBU3HUTOB;

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

3aganus

1. CocraButh 00muMN OJaHK KOHKPETHOM OpraHU3alluu C MPOJOJBHBIM U
YIJI0BBIM PACIIOIOKEHUEM PEKBU3HUTOB Ha opmate A4.

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

Hcxoanblie napaMeTpsl 411 0pOopMIIeHUS OJIaHKOB:

Opranu3zanus — 001ECTBO C OTPaHUUEHHON OTBETCTBEHHOCTHIO «Bepcainby;

CrpykTypHOe noapaznenenue — ciyxba J10VY;

JIOJIKHOCTHOE JIMI0 — T€HEePaIbHBIN TUPEKTOD;

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

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

1. TapanTHitHO€ MUCHMO — ITO:

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

B) nokymMmeHT, coepxauiuii npurianieHue Ha MeponpusiTue

C) noKymMeHT, B KOTOpPOM TapaHTHpPYeTCs OILUIATA BbINOJHEHHOMN
padoThI WK NPEAOCTABJICHHE 4ero-Janu0o (padoTbl, MOMEIEeHUus U T.1.)

D) n0KyMeHT, MOATBEP>KAAOLINN MOJIyYeHHE LICHHOCTEN

2. JlaiiTe ompeneneHne JOKyMEHTa!

A) MarTepuaibHBI 00beKT ¢ wuUHpopMauuen, 3apUKCHPOBAHHOU
CO3JAaHHBIM 4YeJ0BEKOM CIOco00M, AJsi eé mepegayd BO BpPEeMEHH M
NPOCTPAHCTBE

B) coBOKYyIHOCTb PEKBU3UTOB OPHUIIMAIBHOTO MHUChMa

C) cTanagapTHOE pacCNoNOKEHNE MaTepraa

D) Tekct

3. Haiite onpenenenue popmyispa-odpasia:

A) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO MHUChMa
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B) COBOKYITHOCTD PacnoJIo;KeHHbIX B onpeaeeHHOH
MOCJIeJ0BATEJILHOCTH  PEKBHU3UTOB, MNPHCYHIUX  BCeM  JOKYMEHTaM
onpeaeJieHHOH CUCTeMbI IOKYMEHTAIUN

C) COBOKYITHOCTh PEKBU3HMTOB MPHUKa3a

D) cOBOKYMHOCTb PEKBU3UTOB aKTa

4. Jlenonpous3BOACTBO - ATO:

A) npaBuiibHOE 0OpMIIEHHE JOKYMEHTOB.

B) opranmzarus 10KyMeHTO000pOTa B YUPEKACHUU.

C)  COBOKYNHOCTHh  JIOKYMEHTOB,  OTpPaXarOUIMX  YIPaBIECHUYECKYIO
JEeATEIbHOCTD YUPEKICHUS.

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

5. Kakast pyHKIMSI OTHOCUTCS K OOIIMM (PYHKIIMSIM TOKYMEHTA!

A) 00IIEKYIBTYpHAS;

B) nngopmanuonnas;

C) mpaBoBasi;

D) ynopsinounBatomasi.

6. JlokyMeHTaIlMOHHOE 00ecTIeYeHNE YIIPABIECHUS — 3TO:

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

B) nesTeqibHOCTH anmapara ynpaBJieHHsl, OXBATHIBAKOIIAS BONPOCHI
JOKYMEHTHPOBAHMSA M OPraHU3aIMU PAdOThHI C JOKYMEHTAMHU.

C) COBOKYIHOCTh JIOKYMEHTOB, INPUMEHSAEMBIX B OIpelIeTIeHHON cdepe
NEeSATEIbHOCTH.

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

7. YKaXHTE OTIUYUTEIHLHOE CBOMCTBO IOKYMEHTA!

A) KOTTMHHOCTH;

B) opuanyeckas cujia;

C) MHO>KECTBEHHOCTb;

D) TouHOCTb.

8. Komnexckoe n1ei1onpou3BoJaCTBO - 3TO

A) padoTa ¢ JOKyMeHTaMH, NPOBOAMBHIASICH B KOJLJIETUSIX

B) pabora ¢ joKyMeHTaMH, IPOBOJIMBILASACS B MPUKA3axX

C) pabota ¢ fokymMeHTaMu, poBoAUBIIAsACS B COBETCKUX YUPEIKICHUSIX

D) paboTa ¢ toKyMeHTaMu, TPOBOJMBILASACA B MUHUCTEPCTBAX

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

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

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

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

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

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

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

C) I'OCT 6.30.-2003

D) T'OCT 16.48.7-70

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

A) uHTEpBaNI

B) pexBu3urt

C) nonoxenue Tadynsaropa

D) ambema

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

A) BU3a

B) 3arojsioBok

C) pezomorus

D) Tekct

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

A) rpud yrBepKIeHus

B) 3aronoBok

C) pezomtonus

D) moamuce

14. OxapaktepusyiTe ¢ TOYKU 3pEHHS] PEKBU3UTOB CIENYIOIUN (pparMeHT:
«Bx. Ne 0000 Iata 00.00.00»

A) pezomrornus

B) oTMeTKa 0 MOCTYIJIEHUM IOKYMEHTA

C) oTMeTKa O HATMYUH TIPHITOKCHHH

D) noanuce

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

A) nmoanuce

B) nata

C) pezomtonus

D) oTmeTKa 0 HAJIMYMHU NPUITI0KEHU N

16. IlepeuncauTe OCHOBHBIE BUBI OJTAHKOB

A) o0muii 0s1aHK, OJIaHK VIS TMCeM, OJIAHK € MPOAOJbHBbIM M YIJIOBBIM
pacmnoyioxKeHueM peKBU3UTOB

B) cymecTtByeT TOJNbKO OJaHK C MPOJAOJIBHBIM U YTJIOBBIM PACIOI0KEHUEM
PEKBU3UTOB

C) cymiecTByeT TOJIBKO OOIIHi OJIaHK

D) cymiecTByeT TONbKO OJaHK 7Sl THCEM

17. PekBU3UT - 3TO

A) o0s13aTe/IbHBIN NPU3HAK HA JOKYMEHTEe, YCTAHOBJICHHBI 3aKOHOM

B) cucrema nokymeHranuu

C) cyxebHOE 110I1e

D) pabouee mosne



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

Tema 4. OcHOBHbIE yHpPaBJICHYECKHE JOKYMEHTBI, COCTaBJIECHUE U
odopmiieHne — ouHas popma 4 gaca.

Copepxanue: cocTaBieHHE U O(OPMIIEHHUE OCHOBHBIX YIIPaBIECHUYECKUX
JOKYMEHTOB: YCTaB, NOJIOXKEHUE O CTPYKTYPHOM MOJAPA3JIEICHUHU, ITPOTOKOJIBI,
aKThl, 3aKJIIOUEHUS, CIy>KeOHBbIE 3alKCKH, JOKIAIbl, TUIaHbI, 0030pBI, CHpPABKH,
NMCbMa U Jp.

Bomnpocsr:
1. OcHOBHBIE BU/IbI YIIPABICHUYECKUX JOKYMEHTOB;
2. OdopmiieHHE OCHOBHBIX YIIPaBICHUYECKUX IOKYMEHTOB.

Ynpaxnenue 1.

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

VYupaxuenue 2. CocTaBbTe CIEAYIOLINE TOKYMEHTHI:

1. CocraBbTe TmpuKa3 MO OTKPHITOMY AaKIUOHEPHOMY OOIIECTBY
«HoBocubupckuii 3aBoJi XUMKOHIIEHTPATOB» 00 YTBEPKJACHUU HUHCTPYKIIMHU TIO
JIEJIONPOU3BOACTBY Ha 3aBoe. B KOHCTaTHUpyIOIIEW YacTh YyKaXuTe, 4YTO B
COOTBETCTBHM C THUIIOBOW MHCTPYKIMEN MO AEIONPOU3BOACTBY B MHUHUCTEPCTBAX,
BenoMcTrBax  Poccuiickon  ®enmepannu,  yTBEPKIACHHOM  PACHOPSKEHUEM
[IpaBurenscTBa Poccniickonn @enepanun ot 24.06.92 Ne 1118-p mpencenarenem
Komurera o genam apxusoB npu [IpaBurensctBe PO Ilnxos ILI., u ¢ 'OCT P
6.30-97 xanuenspueit 3aBoa pa3padoTaHbl MOPSAIOK MPOXOXKICHUS JOKYMEHTOB U
CTaHJApPThl HA  OPraHU3ALMOHHO-PACIIOPSAIUTEIbHYI0  JIOKYMEHTanuo. B
paclopsAUTEIbHON YacTH YTBEPAUTE HHCTPYKLUUIO M TOPYUYUTE 3aBEAyHOLIEH
KaHIensapued  o0ecneynuTh  METOAMYECKOE€  PYKOBOJCTBO  OpraHu3aluei
JIETIOTIPOU3BOJICTBA HA TPEANPHUATAA M YCTAHOBUTH KOHTPOJIb 3a COOJIOJIEHUEM
TpeOOBAHHI HHCTPYKIIUU.

2. CocraBbTe MNPOCKT NpHKa3a IO OJEKTPOBAKYyMHOMY 3aBojay 00
YCTAHOBJICHUM  €IUHOTO  peXuma pabOThl  LEHTPAIbHBIX  CKJIaaoB. B
KOHCTaTUPYIOIIEH YacTh OTMETHTE, YTO OTIYCK Ii€XaM MaTepHalioB CO CKJIAJOB
NpeAnpusiTUS B TEUEHHE pabodero JHS HapyliaeT HOPMalbHYIO padoTy
CKJIQZICKOTO arrmapaTta. B pacnopsauTenbHON 4acTH YKaKMTE KOHKPETHBIE Yachl
OTIYCKa MaTepHAIOB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JOJKHOCTHBIX JIUIl (B
JUPEKIMA M 1eXax), KOTOpble OTBEYalOT 3a MEepeBOJ| CKIaJoB Ha Ooiee
parmoHabHBIH pexuM 10 paboTel. OcTanbHBIE TMYHKTHI B PACIOPSAUTEILHON
YaCTU U JIPYTUE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3. Hammmmre mnpoekr mpukaza 1o OAO «Oxkcum» 00 wuTOrax
JOKyMEHTabHOU peBu3uu pabotsl npeanpustus ¢ 01.02.2000 mo 01.09.2000. B
aKTe PEeBU3UHU 3a(PUKCUPOBAHBI CICAYIONINE HEAOCTATKH: HE YHOPAIO0YEH YYET
JUYHOTO COCTaBa, HEKOTopble juuyHble nena WUTP HaxomsaTcs B 3amylieHHOM
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COCTOSIHMM; Y 3aBedyromero ckinagoM wetamioB llerposa JILH. okasammce
W3JIMIIKK JIUCTOBOM cTanmu (320 Kr) W HemocTadya CTalbHOM JieHTHI (185 Kr);
JOMyCKaeTcsi HEOOOCHOBAaHHOE CIUCAaHUE YIMAKOBOYHOW Oymaru, rBO3JeH U
3aMacHbIX YacTel Il peMOHTa 00OpY/IOBaHUS, B MEXaHMYECKOM I€XE JTOMYIIEH
nepepacxo/i mpumosi B koiauuectBe 60 Kr; 3aBeAyHOIIUM CKIAJICKUM XO3SMCTBOM
[1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPYKEHA MMOCTABIIMKAM BO3BpaTHas Tapa, 3a
YTO 3aBOJIOM yIiadeH mrpad B cymme 1,5 Thic. pyO. [pyrue peKBU3UTHI YKaKUTE
CaMOCTOSATEIBHO.

4. CocraBpTe MNpHKa3 [0 CTPOHUTEIBHOMY KOOMNEPATUBY «3amycK» O
HEMPaBUJIBHOM HCHOJB30BAHUM CTPOMUTENIBHBIX OTXO0J0B. B BBOJHON 4YacTH
YKaXUTE, 4YTO MpPU HpOBEpKE padOThl CKJIaAa MHIOMATEPHAIOB YCTAHOBIICHBI
(dakThl OTIyCKa B KOTEIBHYIO JUIS CXKUTAHUS OTXOJOB MUJIOMATEPHANIOB JITMHON
cebiie 20 cM. B 3akarouMTENHbHON 4YacTH CHEAYET NPEJIOKUTH 3aBEAYIOLIEMY
CKJIQZIOM OpPTraHHU30BaTh pabOTy MO peau3aliyi OTXO0J0B YACTHBIM JIHUIIaM.

5. CocraBbTe mnpuka3z no npeanpuatuio «Caiim» o0 uTorax peBU3UU IO
npoBepke (uUHAHCOBOro yuera. B KoHcTaTtupyromed 4YacTH YKaXKWUTe, 4YTO
peBu3uel oOHapyx eHbl (PakThl rpyOOro HapylIeHHs] (UHAHCOBOTO Y4eTa, IOJHOE
OTCYTCTBHUE y4Y€Ta U OTYETHOCTH MO KOMAaHAUPOBKAM, OTCYTCTBUE KypHAJIa ydyeTa
JIOBEPEHHOCTEM.

6. CocraBbTe npuka3 06 urorax pabotsl ¢ gokymeHtamu B 1998 r. 8 OAO
«PomuHa». B KOHCTaTHpylOmEed 4YacTh YKaXKUTE HA HU3KYH TpeOOBaTEIbHOCTb
PYKOBOJUTENEN MOAPA3ACICHUNA K KAYECTBY MOATOTOBKU JIOKYMEHTOB M KOHTPOJIS
32 HMX UCHOJHEHWEeM. B pacnopsauTenbHO YacTh 0OpaTUTe BHHMAaHHE
PYKOBOJIUTENIEH Ha MOBBIIICHUE TPEOOBATEIIBHOCTU K pa0OTHUKAM B YacCTH paOOThI
c  JOokymeHtamu. JlaiiTe  3agaHue  COTPYAHHMKY,  OTBEYaloLleMy  3a
JEOMPOU3BOACTBO, pa3pad0TaTh MEPHI MO YIYUIIEHUIO 3TOH padOTHI.

7. Hanummre  OpoekT  MpuKaza  OUpeKTopa  3aBoJa  TOYHOIO
MAIIMHOCTPOEHUs] O TPEMUPOBAHUU PAOOTHUKOB IUIAHOBO-3KOHOMHUYECKOIO
OTHeNa 3a JOCPOYHYIO pa3paboTKy Texmpom@puHmuiaHa. [Ipemus BblgaeTcs u3
dbonma MarepuaibHOrO MOOMIpeHus B pasmepe 60% mecsunoro oknama. pyrue
JTAHHBIE B TEKCTE U PEKBU3UTHI YKAXKUTE CAMOCTOSTEIIBHO.

8. CocraBbTe JOKJIAMHYIO 3amucky Oyxranrepa Tumommumnoit W. II
rnaBHoMmy Oyxrantepy ¢upmel «Pyoun» babuueBy ILII. ot 15.09.2008 o
npousBeaeHHOM TumommHon U. II. mpoBepke BBINMOTHEHWs NpHUKa3a JUPEKTOpA
bupmbr ot 12.01.2007 Ne 92 «O cocTrosHMM OyXTrajJTepcKoro ydera Ha
CTPOUTENBCTBE 0a3bl OT/IbIXa B pailone OOckoro Mops». B npukaze OblIM yKa3aHbI
KOHKPETHBIE CPOKH JIMKBUAAIIMN HEJIOCTATKOB, OOHApY)eHHbIX B siHBape 2008 r. B
JTOKJIaqHON 3amucke 11 JOMKHO OBITH OTMEUEHO BBINOJHEHUE BCEX IYHKTOB
npHUKasa, 3a UCKIIOYEHUEM MTyHKTOB 00 OpraHU3allMi PaBHOMEPHOUN €XeIHEBHOM
crauu pabounMu HapsijioB Oyxrantepy. BeisaBieno, uro 25 despans 2008 r. 6110
caaHo Toibko 35,2% Bcex HapsnoB. OctanbHble Hapsabl cnanbl 1 mapta. Ilo
rpaduKy CpOK cCHaud TIOCICTHUX HapSAOB 3a MPOIUIBIA MECSI] YCTaHOBJICH
NepBOro  uucia cienyroniero  mecsua.  OcTtanbHble  JaHHBIE — YKaXUTE
CaMOCTOSTEIIBHO.
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9. CocTaBbTe MOKIAAHYIO 3aMKCKy TJIABHOTO OyXrajnrepa AUPEKTopy 00
uTOrax paldoThl MO IEHTPATU3ALMKU PACYETOB C pabouMMu U ciayxauumu B Bl
3aBojia. lleHTpanuzanusi pacdyeToB Jajna BO3MOXKHOCTb IEPEBECTH Ha IPYTYIO
paboTy mATh OyXrajaTepoB LIE€XOB, YMEHBIIUTH OMMUOKK B pacyeTax ¢ pabouuMH U
CIIy KalllUMH, YCUJIIUTh KOHTPOJIb 32 pacxogoBaHueM (HOHI0B 3apad0THOM miiaTel. B
3aKJII0YEHUE HEO0OXOJMMO TMOCTaBUTh BOMPOC O MPEMUPOBAHUU PAOOTHUKOB
Oyxrantepun u BLl, obGecneunBaromux nepexoj Ha IEHTPAIU30BaHHBIN pacyer
3apa00THOM TJIaThI MO 3aBOAY. OCTalIbHBIE TAHHBIE YKAXKUTE CAMOCTOSITEIIBHO.

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

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

12. CocraBpTe NOKJIANHYIO 3allMCKy HayaJbHHUKA OTHENa PYKOBOJMTEIIO
npeanpuaTus o (akTe HEBBIMOIHEHHUS PACIIOPSDKEHHS 0 MOHTaXKe 00OpyAOBaHUS
Ha y4acTKe 10 MPUYHUHE CIa00r0 KOHTPOJIS CO CTOPOHBI INIABHOTO MEXAaHUKA.

13. CocraBbTe NOKIAIHYIO 3aMKMCKy TJIABHOTO OyXrairepa pyKOBOJUTEIIO
OPEANpUATAS O HEOOXOJAMMOCTH LEHTpAIM3alMd PacueToB € pabOTHUKAMHU
npeanpusitus. B 00s3aHHOCTH YYETHBIX PAOOTHUKOB II€XOB JOJKHO BXOJUTH
auib 0hopMIIEHUE MEPBUYHBIX JOKYMEHTOB MO Y4eTy BbIpaboTku. B nokmanHoi
3alMCKe HEOOXOIMMO TMOAaTh MPEIJIOKEHHUE O TMEPEeCMOTPE IITATOB OTYETHBIX
pabOTHUKOB B 1I€XaX W IVIABHOW OyXrajaTepuu M3 pacuera OOLIEro COKpauleHHUs
mTaToB HE MeHee yeM Ha 20%.

14. CoctaBbTe NOKIAAHYIO 3alMCKy O NPUYMHAX HECBOEBPEMEHHOCTH
npeacTaBiieHuss WHGOPMAIIMU O BBITIOJIHEHUHM TpHKaza AupekTopa. OcTaibHbIe
PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

15. CocTaBbTe NOKIAAHYIO 3aIMCKY HAYaJbHHUKA MJIAHOBO-3KOHOMHYECKOTO
oTIe]la PYKOBOAMTENIO TpEAnpusaTus 00 oOecrnedueHuu OTaena YeThIPbMs
KoMIbloTepamMu. OCTaIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

16. CocraBpTe MNPOTOKON 3aceldaHWs WHBEHTApPU3ALMOHHOW KOMHUCCHUHU
3aBOJia Ta30BOM ammapaTypbl, HA KOTOPOM paccMaTpHUBaJICA BOIPOC O PE3ybTaTax
MHBEHTapu3auu no cknaxy Ne 2 BcnmomoraTenbHbIX MatepuanoB. Ha 3acemanuu
OBLIO MPUHSTO MOCTAHOBJICHUE 00 YTBEPKACHUU PE3YyIbTATOB MHBEHTAPU3ALMU U
OTHECEHHUSI 3a CYET 3aBEIYIOIIETr0 CKJIaJOM HEIOCTAa4d BCIOMOTATENIbHBIX
MaTepuasioB B cymme 365 MitH pyO., a Takke 3a4uTaHbl CIUYUTEIbHAS BEIOMOCTh
12 mo ckmamy Ne 2 u oObSICHUTEIbHAs 3allMCKa 3aBEIYIOLIETO CKJIAI0OM.
OcranbHble JaHHBIE OTPEICIIUTE 110 CBOEMY YCMOTPEHHIO.

17. CocraBbTe TOJHBI TPOTOKON OOMIEro coOpaHust pabodmx
MIPOU3BOJICTBEHHOTO KOOMEpaTHBa «3amyck», Ha KOTOPOM OOCYKIAJCsS BOMPOC O
CO3/IJaHUH TMPOU3BOJICTBA CTPOUTEIIBHBIX MATEPUANIOB ISl CTPOUTEIBCTBA SKHIIBIX
nomoB. Ha cobOpanum Obima 3acioymiaHa uwHOOpMaIUs TpencenaTens o
BO3MOXKHOCTH CO3/IaHMsI TaKOTO IleXa M TMepcrekTuBax ero pabotel. [locre
oOCyXJIeHHsI OBUI0O TIPUHSATO PEIICHHE TMOPYYUTh TMPEACENaTeNIi0 U  €ro
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3aMECTHUTENII0 TI0 CTPOUTENHCTBY B TEUCHUE 6 MECAIEB Pa3BEpHYTH PabOTy H
BBIJICTIUTH JUIS OTUX 1ienent 315 muH. pyo.

18. CocraBbTe KpaTKuMi MPOTOKOJ IPOU3BOJICTBEHHOTO COBEIIAHUS
pabOTHUKOB IIJIAHOBO-3KOHOMHMYECKOTO OTJIeJia 3aBojia MeJIpenapaToB, Ha
KOTOpPOM OBLJI pacCMOTPEH BOMPOC O JOCPOUYHOM pazpaboTke TeXmpoM@uHILIaHA
Ha 2008 r. [Tocne oOcyxkaeHus MPOU3BOICTBEHHOE COBEIaHNE MPHUHSIIO PEIICHUE
pa3paborath TeXnpoMbUHIUIAaH Ha TpPW JHSA paHbIIE YCTAaHOBJICHHOTO CpOKa.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOSITEIBHO.

Tembl JOKIaN0B:
1. OcobGeHHOCTH cOCTaBIEHUS U padOTHI C YIIPABIEHYECKUMH JOKYMEHTaMHU
B CUCTEME 3JICKTPOHHOTO TOKYMEHTO000pOTA.

Tema 5. Opranuzanusi JOKyMeHTO00OpOTa — ouHas popma — 2 yaca.

Cooeporcanue:  moHATHE  JTOKYMeHTOOOOpoTa.  OCHOBHBIE  IOTOKHU
YOPaBIECHYECKUX JIOKYMEHTOB: BXOJASIINMN, UCXOMSIINM, BHYTPEHHUN. J[BUxKEHUE
BXOJISIIIIUX YIPABICHYECKUX JIOKYMEHTOB: NEepBUYHas oOpaboTka, perucrpaus,
paccMOTpEHHE PYKOBOJCTBOM OpraHU3allvy, MEpeaadya Ha UCIOJHEHUE, KOHTPOIb
32 UCIOJIHEHUEM, CIUCAHUE UCIOJIHEHHOIO JOKYMEHTa B J€J0. OTambl
IPOXOXKJIEHUA HUCXOJALIMX JOKYMEHTOB: IOATOTOBKA MPOEKTa, COTJIACOBAHUE,
J0pabOTKa MO 3aMEYaHUsIM, PETUCTPALIMS U OTIIpaBKa.

Bomnpocsr:

1. IloHsTHe HAOKYMEHTOOOOPOTa, OCHOBHBIE TIOTOKH YIPABIECHYECKUX
JOKYMEHTOB;

2. JIBukeHue BXOASIIUX YIPaBIEHYECKUX JOKYMEHTOB;

3. JIBmkeHue UCXOAAIUX YIPaBIEHYECKUX JOKYMEHTOB.

VYopaxunenne 1. Pacckaxure o Tpex ¢dopmax — opraHU3AIHH
JIEJIONPOU3BOJICTBA B YUPEKACHUSIX.

VYnpaxuenue 2. CocTaBbTe OMUCH JIENA.

VYopaxuaenne 3. OObiAcHHTE, JUIsI Yero HYKHA HHCTPYKIUSA TIO
JeJONpPOU3BOACTBY B opranu3auuu. CocTaBbTe TMpuKa3 00 YTBEPKIECHUU
MHCTPYKIMU IO JEJIONPOU3BOACTBY B OPraHU3aLUH.

Ynpaxuenne 4. PykoBOICTBO opraHu3anud PyKOBOACTBO CTPYKTYPHBIX
noapasnenenuit  Cekperapb-pedepeHT  Cekperapb-peepeHT  CTPYKTYpPHOTO
noapasaenenus Mcnonnurenu Kanuensapus

CocraBbre (opMmyIsip-oOpaser] JIOHKHOCTHOM HMHCTPYKIIMH, PacKpouTe
OCHOBHBIE€ pa3fesibl MHCTPYKLMU, PACCKAKUTE 00 OO0S3aHHOCTSIX PYKOBOAUTEI
CITy’KOBI JCJIOMTPOU3BOICTBA

VYopaxuenue 5. CoctaBbTe akT 00 YHHYTOXKEHHMHM JOKYMEHTOB 3a
KOHKPETHBIN NEPUOL.

Ympaxuaenue 6. CocraBbTe (popmynsap-oOpasenr CBOAHOW HOMEHKJIATYPHI
JI€J1, HOMEHKJIATypBbl €I CTPYKTYPHOT'O TIOJpa3AEICHUS.
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TeMmsbl noKIa10B:
1. DAEKTPOHHBIN JOKYMEHTOOOOPOT: MPEUMYIIECTBA U HEJIOCTATKH.

Tema 6. Jlenionpou3BOACTBO B KaJAPOBOH Ciiyk0e — ouHast popMma — 2 yaca.

Cooeporcanue: yHUPUIIUPOBaHHAS cucreMa OpraHU3alHOHHO-
pacnopsAIuTENbHOM JTOKYMEHTAMM MO KajapaM. JIoKymMeHTamusi TpyJdOBBIX
OTHOUIEHUI B KaApOBbIX ciyk0ax. CocTaB JTOKYMEHTOB MO JIMYHOMY COCTaBy.
CocraBinenue U oQopmiileHHE 3asBJICHUN, TPYAOBOTO JO0TOBOpa (KOHTPAKTA),
JAUYHOM KapTouku (opmbl T2, mpHUKa30B MO KajJpaM, XapaKTepUCTHUKU paOOTHUKA,
aBToOMOrpagum pabOTHHWKA, AHKETHl PAOOTHHWKA, JUYHOTO Jeja pabOTHHKA.
TpynoBas kHWXKa: BblIada, odQopmieHue, xpaHeHue. @DopmMHpoBaHUE U
HOMEHKJIaTypa JeJ 10 KaJpam.

Bompocsr:

1. lokyMeHTanus TpyIOBbIX OTHOILICHU;

2. CocraBienne u 0QGOPMIICHHE JOKYMEHTOB, PErIaMEHTHPYIOIIUX
TPYAOBBIE OTHOLLICHHUS.

VYnpaxuenue .1 CocraBbTe mMpukaz 00 OCBOOOXIEHHWU Bac OT pabOTHl B
dupme OAO «OPBUTA» B cBsi3U ¢ niepee31oM Ha HOBOE€ MECTOXKHUTENIbCTBO.

Ynpaxuenne 2 CoCTaBbTE€ IPUKA3 T'E€HEPAIBHOTO AUPEKTOPA 3aKPBITOTO
akuroHepHoro odmectBa «OMHUY u K» o mpuemMe Bac Ha paboOTy TJIaBHBIM
OyXTajnTepoM.

VYnpaxuenue 3. CocTaBbTe NPUKA3HL:

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

0) 00 yBOJIbBHEHHH IEpeBOAOM B apyryro opranmszaiuio I[lerpoBa E.M.
Otnen xaapoB PykoBojcTBo (mpukassl pacniopspkenusi) COTpyaHUKU (3asiBICHHUS,
0/nmuctel, TpynoBbie KHIKKH) HopmaTtuHbie nokymenTsl: TK P®; komnekTuBHBIE
JIOTOBOPBI; 3aKOHBI; KIaCCU(PUKATOPBHI.

VYopaxunenne 4. CocTraBbTe NpHKa3 O TMEpPEeBOjJ€ Ha paboTy BHYTPH
OpraHU3alnH.

VYnpaxuaenue 5. CocraBbTe mpuka3z 00 YBOJIbHEHUM PAOOTHUKA B CBS3H C
JUKBUAALMEH MPEATPUSITHS.

Ynpaxuenne 6. CoctaBbTe NPOEKT KOHTpakTa no Bamemy Haiimy Ha
paborty, oraTte v yBoJibHEHUI0. OCTaibHbIE PEKBU3UTHI YKAXKUTE CAMOCTOSITENBHO.

VYpaxuaenue 7. [IoAroToBUTh JTMYHOE 3asBJICHUE HA UMS IUPEKTOPA (PUPMBI
OT UMEHHU COTPYJHUKA 00 YBOJIBHEHUHU IO COOCTBEHHOMY KEJIAHUIO.

VYopaxuaenue 8. [loAroToBUTH JMYHOE 3asBJICHUE HAa HMMS HadaJIbHUKA
CTPYKTYPHOT'O INOAPA3JAEIEHUs OT UMEHU COTPYIHHMKA O IPEAOCTABIECHUU OTTyJa
3a pabOTy B IPa3AHUYHBIC JTHH.

Yopaxuaenue 9. [lonrotroButh TuyHOE 3asBiIcHUE O mpueme Bac Ha paboty
HSKOHOMHUCTOM B TOCYJAapCTBEHHOE TMpPEANPUATHE MO CBSA3M M HHPOpPMATHKE
«PoccBszpuHGOPMY.
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VYopaxuaenne 10. IloaroroBute  3asBI€HHE O  NPEJOCTABICHHUH
aJIMUHHCTPATUBHOI'O OTITYCKA IO CEMEHHBIM 00CTOSITEIbCTBAM.
VYnpaxunenue 11 CocraBbre pe3toMe U aBToOMorpaduio o caMom ceoe.

Tembl TOKIaA0B:
1. TlpaBunia cocTaBieHUs pe3tOMe.

Tema 7. Texuuueckoe obOecrieueHue pabOTBl C  YIPaBICHYECKUMU
JOKyMeHTaMu — o4Has (hopma — () 4acos.

Cooeporcanue: o0Illass XapakTepUCTHKAa M BHUABI  OPraHU3ALMOHHBIX
TEXHUYECKUX  CpeACTB. [lepcoHalbHBIE  KOMMBIOTEPHI B COBPEMEHHOM
JIEIOTIPON3BOICTRE. [Topsimox OpraHU3aIHH JOKyMEHTO000pOTa C
UCIIOJIb30BAaHUEM CPEJICTB TEICKOMMYHHUKAIIMU. ABTOMATH3UPOBAHHBIC CHUCTEMBI
JIOKYMEHTO000pOTA.

Bompocsr:

1. OOmas XxapakTepucTUKa W BHJIBI OPTraHU3AIMOHHBIX TEXHUYECKHX
CpPEICTB,;

2. Tlopsinok opraHu3aiuy JTOKYMEHTOOOOpOTa C MCIOJIb30BAHUEM CPEJICTB
TEJICKOMMYHHUKAIIHNH;

3. ABTOMaTH3UPOBAHHBIC CHCTEMBI IOKYMEHTO000POTA.

Tect

1.J1aiiTe onpeaeseHre JOKyMEHTA:

A) MaTepuasibHbIii 00beKT ¢ wuHpopManuer, 3apUKCHPOBAHHOU
CO3JAaHHBIM 4YeJ0BEKOM CHoco00M, /AJsi eé mepeagayd BO BpPeMEHH M
NMPOCTPAHCTBE

B) coBOKynmHOCTH peKBU3UTOB O(QUIIMATIEHOTO TUCHMA

C) cranmapTHOE pacnoyioKeHHe MaTepuaia

D) Tekct

2. JIoKyMeHT, 3aKpeIuISioIIui JODKHOCTHOM M YHMCICHHBIM COCTaB
NpeanpuaTUs ¢ yKazanueMm (oHaa 3apaboTHOM MIaThl — 3TO:

A) TOJDKHOCTHASI MHCTPYKIIUS

B) ycras

C) nonoxenue

D) mraTHOe pacniucanue

3.JlokymMeHT, (QUKCUPYIOIUM XOJ OOCYXJACHHUS BOMPOCOB M MPUHITHS
pEIIeHN Ha COOpaHUsIX, 3aCEIaHUSAX, COBEIIAHMSIX U T.I1.:

A) 0OBsICHUTEIIbHAS 3aITHCKa

B) noknannas 3anucka

C) akt

D) nporoxoa

4 Kakas GyHKIIAS OTHOCHTCS K 0OITUM (DYHKIIHSIM JTOKYMEHTA:
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A) o01eKyabTypHas;

B) undopmanmnonnas;

C) npaBoBasi;

D) ynopsigounBaroniasi.

5.Ecnu Bam Heo0XoauMo JaTh ONUCAaHUE pPEKIAMUPYEMBIX YCIyr, Bbl
COCTaBUTE

A) 1O0roBOpHOE MUCHMO

B) pexiiamHoe nucbMo

C) conpoBOANTEIBLHOE TUCHMO

D) nuceMo-npuriamieHue

6.YKaXnuTe OTIIMYNUTEITLHOE CBOMCTBO JOKYMEHTA!

A) KONIHITHOCTB;

B) ropuaunyeckas cuJia;

C) MHO>XECTBEHHOCTb;

D) To4HOCTB.

7/.Ecniu BaMm HeoO0OXOOMMO NpPUIIIACUTH OPraHMU3ALMIO WU JIOJKHOCTHOE
JIMIO HA COBEILAHUE, BCTpedy, Bbl coctaBute

A) IUCBMO-TIPUTJIALLIEHHE

B) conpoBoauTeNnbHOE MUCHMO

C) nucrMO-TIOATBEPKICHUE

D) noroBopHoe nucsMo

8.Ecim Bam HEo0X0oaMMO COOOMIMTH O MPOBEIECHUU MEPONpUATHSA, BB
COCTaBUTE

A) conpoBOAUTENIEHOE TUCHMO

B) nucemo-noaTBepKaeHNE

C) noroBopHOE MUCHMO

D) undopmannonHoe nucbMo

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

A) ipuka3s

B) 3asBnenue

C) pacnopsizkeHue

D) yka3zanue

10.MuopmanmoHHO-CITPaBOYHBI JTOKYMEHT, COCTaBISIOIIUICS TPYNIION
JIUIL U1 TOATBEPKIEHUSI YCTAHOBJIEHHBIX (PAKTOB — 3TO

A) noknagHas 3ammcka

B) akr

C) npoToxo

D) oObsicHUTENBHAS 3aMKCKa

11.Ha3zoBuTe OOKYMEHT, HE BXOAAIIMA B TPYIIY pPACHOPSIUTENBHBIX
JIOKYMEHTOB

A) CTPYKTYpAa U IITATHAs1 YUCJICHHOCTh

B) yka3anue

C) npukas

D) nocranoBneHnue
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12.Ha3oBuTe MAOKYyMEHT, HE BXOIAIIUMI B COCTaB

CIIPAaBOYHBIX

A) IpOTOKO

B) cnpaBka

C) pacnopsizkeHue

D) akt

13.Ha3zoBuTe yacTu TeKCTa MpUKas3a

A) KOHCTaTUPYIOIIAs, BBOTHAS

B) xoHcTaTHpYOIIAsl, pACHOPSAUTEILHAS
C) ocHOBHasi, pacropsIANTENIbHAS

D) BBoiHAs1, OCHOBHAs

14.0OcHOBHBIE YaCTU TEKCTA MIPOTOKOJIA
A) KOHCTaTUPYIOIIAs, BBOTHAS

B) ocHoBHas1, pacniopsiAuTeNbHAS

C) KoHCTaTUPYIOIIasl, pacopsIAUTEIbHAS
D) BBoaHAasi, OCHOBHASI

15.IlpaBoBoif  aKT, UW3MaBaeMbIi  PYKOBOJUTEIEM

UH(POPMAITMOHHO-

MPEANPUSATHUSA,

I[GﬁCTBYIOHIGFO Ha OCHOBAaHHMH CAWMHOHAYAJIMWA, IJIA Pa3pCIICHHUA OCHOBHBIX H
OIICPATHUBHLIX 3aaa4 IIPCAIIPUATUA - 3TO

A) npukas

B) ykazanue

C) pemenue

D) pacniopsixenue

16. Kaxkoit BapuaHT opopMIICHHUS CIPABOYHBIX JAHHBIX 00 OpraHU3AINH U

KOJIOB B OJJaHKE OpraHU3aliy SABJISIETCS MPABUIHLHBIM
1. OO011ecTBO ¢ OrpaHUYEHHON 2. OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mockaa, yn. ®epcmana, 1. 5/1 V. ®epcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Temn. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001; OKIIO 2356447; OI'PH 1127776500001;

WHH/KIIIT 0112220000/011777000

Ne

MHH/KIIIT 0112220000/011777000
Ne

Ha Ne

oT Ha Ne

oT

17. Kakoii BapuaHT OQOpPMIICHUS PE3OJIOIUU PYKOBOIUTENS SIBISICTCS
MPaBUIbHBIM?
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1. KpaBnosy M.II. 2. Kpasmory M.II.
[Tpomry moArOTOBUTE 3aKITIOYCHHE [Tpomry paccMOTpeTb.
k 18.04.2007.

[Toamucek pykoBoOUTENS

[Toanuce pykoBoauTens 10.04.2007

10.04.2007

18. Kakoii BapuaHT (HOPMYIUPOBKM MYHKTAa PACHOPSIUTEIBHOM YacTH
MpUKa3a ABJISIETCS MPABUIbHBIM?

A. T'maBHOMYy Oyxrairepy MOATOTOBUTh M MPEACTaBUTh Ha YTBEPKICHUE
CMETY pacXxo0JI0B Ha KOMaHIUPOBKH

B 2007 r. B cpok 10 20.01.2007.

B. T'gaBuomy Oyxraarepy [vmurtpueBy ILJI. mnoaroroBurs u
NpPeICTABUTH HA YTBEP:KIeHHe CMeTy Pacxol0B Ha KoMaHAuPoBKH B 2007 r. B
cpok 10 20.01.2007.

C. I'maBuomy Oyxrantepy OOO «Arar» IL.JI. JIMuTpueBy MmoaroToBUTh U
NPEACTAaBUTh Ha YyTBepxkaeHue B cpok m0 20.01.2007 cmery pacxomoB Ha
KOMaHAUPOBKU

B 2007 1.

D. Ilopyuuts rnaBHoMy Oyxrantepy JmutpueBy II.JI. moaroroBute u
NpEACTaBUTh Ha YyTBepkIaeHne B cpok g0 20.01.2007 cmery pacxonoB Ha
KOMaHJAUPOBKHU

B 2007 1.

TeMmsbl noKIa10B:
1. ITepcoHanbHbIE KOMIBIOTEPHI B COBPEMEHHOM JCIIONPOU3BOJICTBE.

Tema 8. Cucremarnzanuss ¥ XpaHEHHE YNPABIECHYECKUX ITOKYMEHTOB —
ouHas ¢popma — 2 yaca.

Cooepoicanue: HoMeHKIIaTypa nei. TpedoBaHust ['ocy1apcTBEHHON CUCTEMBI
JIOKYMEHTAITMOHHOTO OOECTICUeHUsI YNPABJICHUS K COCTaBJIECHUIO HOMEHKJIATYPbI
nen. CoxeprkaresibHas 4acTh HOMEHKJIATYPBI JEN: MHIEKCHI JIEJ, 3arOJOBKH e,
KOJIMYECTBO JI€JI, CPOKM XPaHEHUsS U HOMEp CTaThbU MO NEPEYHIO, MPUMEYaHUSI.
®opmupoBanue aen. [IpusHaku 3aBenenust nen. TpeboBanusi kK GOPMHPOBAHUIO
nen. llpaBuna TrpynnmupoBKM JOKYMEHTOB Ji€Jla IO BHAAM M XPOHOJIOTHUHU.
[TogroroBka OOKYMEHTOB K AapXWBHOMY XPaHEHHIO. OKCHEPTH3a LEHHOCTU
JOKyMeHTOB. (CoOCTaBJ€HUE OMNHCEHl [JIsl MOCTOSHHOTO W BPEMEHHOTO CPOKOB
XpaHEHUs JOKYMEHTOB, el MO JIMYHOMY COCTaBy. AKThI O BBIIEICHUU K
YHUYTOXXEHUIO JIeJ1 C UCTEKIITMMHU CPOKaMH XPaHCHHUS.

Bompocsr:
1. HomeHkiatypa nen opranusanuy;
2. ®opMHUpPOBAHUE JEIT,
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3. ApXHMBHO€ XpaHEHHE TOKYMEHTOB.

3aganus
Nel. Ha azgpec Barieit KOMIaHUHM MPUXOJUT KOMMEPUECKOE IMPEIIOKCHHE.
[TpoBeauTe ¢ MOKYMEHTOM BCIO HEOOXOAUMYIO padoTy.

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

[TpenoxeHue 0 pa3MeLIEHUU PEKJIaMbl Y BaKa€Mblid FOCIIOAUH AUPEKTOP!

MBI pajpl IpeAsIoKUTh Ballel (pupMe 3aKIF0UYUTh C HAMH JJOTOBOP O MPOBEACHUHN PEKIaMHOM

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

CIIPaBOYHMKOB, SHLMKIIONEeAuH. CpOKH IPOBEIEHUS pekiIaMHOM komnanuu - | kBaptain 2001 roga.
YcnoBus cAenKy - mpeaBapuTeabHas omara B pazmepe 50% ot obmieit croumoctu. Hamr agpec: ...

Ne2. Ha moctynuBiiee B Bami ajapec nmucbMo (cM.Nel) coctaBbTe OTBET.
[IpoBeauTe ¢ UCXOAAIIUM JOKYMEHTOM BCIO HEOOXOAUMYIO paboTy

Ne3. Odopmute aemno, B KOTOPOM MOAIMIUTEI KOHTPAKTHI, aKThl, IEPEITUCKA O
MOCTaBKE KaKON-I1O00 MPOAYKITUH.

TeMbl TOKIIAI0B:
1. CocrapyiieHue onuceit Jis MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUS
JIOKYMEHTOB, JI€JI MO JINYHOMY COCTAaBY.

1.2. NUuTepakTUBHBbIE 3aHATHS M0 YU4eOHOI TUCIUIIHHE
HenoBas urpa: TpynoBas KHUXKKa: Bbliaya, 0pOpMIIEHUE, XpaHEHHE,

[lenb nenoBoW UIphl - MPUBUTUE MPAKTUYECKUX HABBIKOB B COCTABJICHUU
OCHOBHBIX  BHJIOB  JOKYMEHTOB (OpraHU3allMOHHBIX, PACIOPAIUTEIbHBIX,
UH(OPMAITMOHHO-CITPABOYHBIX ) u dbopmupoBaHUU JIOKyMEHTO000pOTa
OpraHu3alMH.

Hror urpel

[To okOHYaHUU UTPHI KAKJBIA U3 YUYACTHUKOB JOJKEH MPEAOCTABUTD MAKET
JIOKYMEHTOB. JIOKYMEHTBHI JOJKHBI OBITh 3apErUCTPUPOBAHBI B KypHAJIaX U
MOAIIMTHI B MANKK B COOTBETCTBUM C MX (PYHKIMOHAIBHBIM Ha3HAUYCHHEM U TIO
HaIpaBJICHHOCTH JIOKYMEHTOMOTOKa. Bce TOKYMEHThl MPEAOCTABISIOTCS B
pacne4aTaHHOM BH/IE.

Hcxoanble naHHbIe MO OPraHU3ALMAM

Bapuant 1. OOO «TBoit komnbrorep». CeThb Mara3uHoB

Muccus kommanuu: Peanu3zanus KOMIBIOTEPHOW W IU(POBON TEXHUKH
OIITOM Y B PO3HUILY IOPUIAYECKUM U (PU3NUECKUM JTUTIAM

OpranuzaiimoHHas CTpyKTypa:

| 4 IVITHHC TEA LA |
+
Byxranme H pomre MapreTn Omger mo Fagpoest
A CEM HTOBEI npomAEE H oTEen

oTaen oTae H B ETY
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Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeIbHbIA LIEHTP
Muccus komnanuu: [IpenoctaBienue 10puANYECKUM U GU3NYECKUM JIULIAM
00pa30BaTENbHBIX YCIYT (KOMIIBIOTEPHBIE KYPCHI)

| A NVITHIC TR LA |
+
EByrranms O prrmre MapreTn Fagporm Vet et
pEA CHH HTOBELL HoTgen oTae
oTaRl oTaR

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

Muccusa kommanuu: [IpenocraBieHue 10puANIECKUM U GU3HUECKUM JIUIIAM
TYPUCTUYECKUX YCIyr Ha Tepputopun P®D, a Tak ke OMMKHETO M JalbHETO
3apyOeKbs

| A IMHHHCTEA LA |
! 4 ! 4 1
Eyzramme Hpumre MapreT Omen mo Omen no pabore
A CEH HIOBEIL a0 C CUTFCE HIEM
oTERR oTHEn TATEHHM IApyREEE M
IApYoREE

eM

Bapuant 4. OO0 «Mkc & Urpek». KagpoBoe areHTcTBO
Muccusa komnanuu: [IpenocraBienue OpUIAYECKUM U (HU3MIECKUM JIUIIAM
YCIIYT 10 TTIOMCKY COTPYIHUKOB M YCTPOMCTBY Ha paboTy.

| A IMIHHCTEA LA |
i 4 ¥ ! 1
Eyzramrme B pegere MapreT Ommen no Omen mo
™A CEAI HIOBHIL paboTE C paboTE C
oTERn oTgen dz IR CHIMI WO PHEHEC KN
THLEME MO THLIEMT

Bapuant 5. OOO «I1lumnsl u po3b». PeknaMHOe areHTcTBO

Muccus komnanuu: [IpenoctaBienue 10pUANYECKUM U GU3NYECKUM JIULIAM
pPEKJIaMHBIX yCIyr (B NEYaTHBIX HM3AAHUSAX, HA Paauo- U TEIEBUIECHUHU, B CETU
WHTepHET, Ha pacTsHKKax Ha yJauLax ropoza)

| L VITHIC TR LT |
I ] ! ] +
Eyxrare Hparmre neh- Ommen no Ommen
P CHAL CTyaHA pRboE c gmsaiHe M
oTAR EIHEHTAME H BEPCTHER

TERTHEDAMH
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[IpakTueckue 3a7aHus
3anganue | ®opMupoBanue YcraBa OpraHu3aluu
B coorBerctBMM € MHCCHEH, COCTaBUTh yCTaB opranusauuu. Ilpm
COCTABJICHHH BOCIIOJIb30BaThCSA JAHHBIMH MPUJIOKEHHUS 1.
3ananue 2 @OpMUPOBAHUE IITATHOTO PACIMCAHUS OPraHU3aLUN
B cooTBeTcTBUM C OpraHUW3allMOHHBIMU CTPYKTypaMH M  YCTaBOM
OpraHu3allid COCTAaBUTh IITATHOE PACHUCAaHUE COTPYAHUKOB. IIpy BBINOITHEHUH
3aJlaHUs UCIIOJIb30BaTh JAHHBIE MPUIIOKEHUS 2.
3aganue 3 CocrTaBieHUE JOJDKHOCTHBIX HHCTPYKLIHMI COTPYIHUKOB
OpraHu3aluu
CocTaBUTh JOJDKHOCTHYIO HHCTpyKUHIO CotpynHuka. IIpu BbloNHEHHH
3aJIaHUsl UCII0JIb30BATh JaHHBIE PUIIOKEHUS 3.
3amanue 4 @opMmHupoOBaHHE JHUYHOTO J€ja COTPYJHUKA U O(opMIIeHUE
TPYJOBOI KHUKKH
ChopmupoBats nuuHoe aeno CorpyaHuka. JIMgHOe Aeno cOoTpyAHHKa
JOJIKHO COJIEPKATh:
e BHYTPEHHIOIO OIHUCh IOKYMEHTOB JEJIa;
e JIMYHBIHN JUCTOK MO y4eTy Kaapos (¢popma T-1)
o AHKETY;
« aBTOOMOrpaduio;
e KOIUHU JOKYMEHTOB 00 00pa30oBaHUH;
¢ KOIIMIO CTPAXOBOT'0 IEHCMOHHOTO YAOCTOBEPEHUS;
¢ KOIHIO WACHTHU(PUKAIIMOHHOTO HOMepa Hanororuiarenbiuka (MHH);
e KOIUIO JOKYMEHTA, YAOCTOBEPSIOIIETro JUYHOCTh COTPYIHUKA (IIACOPT);
e XapaKTEPUCTHKHU WM PEKOMEHIATEIbHbIE MChMA;
e 3asBJICHUE O IIpHEME Ha padoTy;
e TPYAOBOI AOTOBOP (CM. MpUIIOKEHUE 4);
e IIpHKa3 O MpUeMe Ha padoTy BBIMKUCKY U3 MIPUKa3a O pueMe Ha paboTy.
OdopMuUTh TUTYJIBHBIA JUCT TPpyAOBOW KHUXKKH COTpyAHMKAa U CHENATh
COOTBETCTBYIOILYIO 3alIUCh O MPUEME Ha paldoTy.
3aganue 5 OdopmieHue OTIYCKOB COTPYIHUKA
CocraButh TrpaduK OTHYCKOB COTPYAHUKOB OpraHU3allMd COTJIACHO
HITATHOMY PaclUCaHUI0 U O(POPMUTH KOMIUIEKC JOKYMEHTOB IO MPEAOCTABICHUIO
otnycka CoTpyaHuUKa.
3aganue 6 CocTaBieHUE TPYJOBBIX JIOTOBOPOB BO3ME3JHOTO OKa3aHUs
yCIIyT
CocTaBUTh JOTOBOP BO3ME3JHOIO OKAa3aHMs YCIYT, COIJIACHO BapHAHTAM.
[Tpu BBINOJHEHUY 33JaHUS UCIIONIB30BATh JaHHBIE MPUIIOKEHUS 5
Bapuant 1. OOO «TBoi komnbioTep». CeTh Mara3uHoB
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[Ipeamet norosopa: IIpoBeneHus TpeHUHTra IPOJAX COTPYIHUKAM Mara3vuHa
CHEUHUAIMCTOM IO MPSAMBIM IPOAAKaM

Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeabHbIA LIEHTP

[Ipeamer norosopa: [IpoBeneHue TecTUpOBaHUS cIylIaTeled KypcoB (HH.
SI3BIK: aHTJIUHACKUI)

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

[Ipenmer poroBopa: KOHCYJIbTallMOHHBIE YCIYTH FOPUCTA MO COCTABJICHUIO
JIOTOBOPOB € KJIIMEHTaMU

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

IIpenmer nporoopa: IIpoBenenwe pabOT MO HalagKe KOMIIBIOTEPHOU
TEXHUKHU

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

[Ipenmer poroBopa: lIpuBiieueHue au3aliHEpa B CBSI3M C BBIIOJIHECHHEM
CPOYHOTO 3aKa3a

3ananue 7 OdopmileHre KOMaHIUPOBKU COTPYIHUKA

CocTaBUTh KOMIUIEKC JOKYMEHTOB O  CIYy)KEOHOHW  KOMaHJIHUPOBKE
CotpynHuka Ha 1 HEEIo COrIacHO MPEJI0KEHHBIM BapUaHTaM

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

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

Bapuant 2. OO0 «®umunok». O6pa3zoBaTeabHbIN LEHTP

VYuactue B oOpazoBaTenbHOM sipmapke, oprannzoBaHHod OO0 «Hyk&I'ek»,
r.Mocksa

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

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

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

VYyacTtue B ssipmapke BakaHcuii, opranuzoBanHo OO0 «Anbpa&Omeray, T.
Mocksa

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

ITpoxoxaenue ctaxupoBku B OO0 «Srojaku v nBeTOYKn», r. MOCKBa

3ananue 8§ OdopmileHue nepeBoia B Ipyroi oTaen

Odopmuts niepeBoa CoTpyaHUKA M3 OJHOTO OTHAENA B JAPYTOH, ISl 4Ero
HEO0OXOMMO COCTaBUTH 3asBJICHUE, JOTOIHUTEIBHOE COTJIAIICHHE (M3MEHEHHUE) K
JIOTOBOPY M IIPHUKA3 O IEPEBOJIE.

3anganue 9 Co3nanue 10roBopa MOCTaBOK (OKa3aHUs YCIIYT)

CocTaBUTh JOTOBOpP TMOCTABOK (OKa3aHHs YCIYTr) COTJIACHO BapHUaHTaM.
OOpatuTh BHUMaHUE: JOTOBOP JOJKEH OBITh COTJIACOBAH C 3aMHTEPECOBAHHBIMU
CIIy’k0amMu OpraHu3aluu.

Bapuant 1. OOO «TBo# KOMIIBIOTEP»

Croponsbl, 3akmouaromue gorosop: OO0 «Tsoit kommbroTepy u OO0
«/lenwbun u pycamka»

[Ipeamer noromopa: Ilokymka Typ-TIyTeBOK IO O€3HAIMYHOMY pacueTy
COTPYJHUKAM OpTraHU3alUH

Bapuant 2. OO0 «Dumiumnok»

Croponsl, 3akmoyvatomue noropop: OO0 «Pumunok» u OO0 «TBoit
KOMIBIOTEP)



21

[Ipeamer norosopa: Ilokynka KOMIBIOTEpPHON TEXHUKM B pasmepe 20
KOMILJIEKTOB

Bapuant 3. OO0 «/lenbdhuH u pycankay

Cropownsl, 3akmoyaromue aoropop: OO0 «/enshun u pycankay u OO0
«IlIunel 1 po3bD»

[Ipeamer noroBopa: Pa3paboTka Makera pEKIaMHOTO OOBSIBICHUS W
pa3MellleHne ero B MeYaTHbIX U3aHUIX ropoaa

Bapuant 4. OO0 «Ukc & Urpex»

Croponsl, 3akmtovatomue poroop: OOO «Uxec & Urpek» u OO0
«DOUILTUITOK

[IpeameT goroBopa: COTPYIHUYECTBO C 0OPA30BATENBHBIM [IEHTPOM B YaCTH
oOy4deHus couckareneil paboynx MeCT KOMITbIOTEPHBIM Kypcam

Bapuant 5. OOO «IlIunsl u po3sD»

Croponsl, 3axmtouarommue 1oropop: OO0 «umnst u po3e» 1 OO0 «Ukec &
Urpex»

[IpeameT moroBopa: pa3MellleHHWE PEKJIAMHBIX OOBSIBICHHUN O BaKaHTHBIX
pabounx MecTax

3anganue 10 ®opmMupoBaHHe NPHUKA30B U AKTOB CBEPKU

CocTaBuTh TpUKa3bl JUPEKTOpPA, PETJIAMEHTUPYIOIIME  BBINOJIHEHUE
JIOTOBOPOB, C HA3HAYEHUEM OTBETCTBEHHBIX JIUI[ U CYMM, BBIJIEISEMBIX Ha
oCyllecTBIeHUE jgoroBopa (mpu HeoOxomumoctu). CoOCTaBUTHb AaKThl CBEPKHU
BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).

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

[loAroToBBTE CIIPAaBKY O COCTOSIHMM PBhIHKA YCIYT (TOBapOB) B 3aBUCHMOCTD
OT TOro, Kakue ToBapbl (YyCIyI'H) pealu3yeT opranuzanus ydactHuka. [[ns storo
U3YYUTh TPEJIONKEHUS] PA3TUYHBIX (UPM MO KAKOMY-HUOYIb PEKIAMHOMY
u3nanno. OQopMUTH CoJEpKaTeNbHYI0 YacTh CIPAaBKM B BHJAE TaOJNHIIbI, B
KOTOpO# Oy/IeT Mpe/ICTaBIeHO Ha3BaHUE (PUPMBI U IIEHBI HA OJMH U TOT YK€ TOBap.
ITocne TaOnuiel cenaiTe BEIBOIBI.

3aganue 12 CocTtaBieHue TOKIJIAIHON 3alUCKH

CocraBbTe  JOKIAOHYIO  3alUCKy  JUPEKTOPY  MOpPEANpUsTHS  C
MPEIOKEHUSIMU 110 YJIYUIIEHUIO YCIOBUU TPYyAa.

3aganue 13 CocraBieHue NMUCbMA-MPETEH3MM HAa HEKAYECTBEHHBIA TOBap
(OKa3aHHYIO YCIIYTY)

[logrotoBeTe TEKCT U  (opmy Tpadapera mNUCbMA-NPETEH3UH Ha
HEKAUECTBEHHbIA TOBap Ychayry (yKa3aHHYI YCIyry) B COOTBETCTBUU C
BapuaHTamu. [Ipu noaroroske Tpadapera nocrapantech, YTo0bI TpadapeT Kacancs
TOJIbKO 001Iel OopMbI MPETEeH3UU, a He yacTHocTel. [Ipu BhINMOMHEHUHU 3aJaHus
UCIIOJIb3YUTE TaHHBIE MPUIIOKEHUS 6.

3ananue 14 Ilepenucka Mexay pyKOBOAUTEISIMUA OPTaHU3ALINI

CocraBpTe /Ba  JIOKYMEHTa, OTpaXarolllue MEPEnucKy  COTJIAaCHO
NpEVIOKEHHBIM BapuaHTaM. [Ipy BBINMOJHEHUM 3aJaHUsl UCIOIb3YHTE JaHHBIE
MIPUJIOKEHUS 7.

IIpu cocTtaBieHUMM AOKYMEHTOB COBETYEM BOCIOJIB30BATHCS CIEAYIOIIUMHU
MpaBUJIAMU:
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e TMHChMA JOJDKHBI COAEPKATh SI3bIKOBBIE (OPMYJBI U  OOLICHPUHATHIC

«KaHLIEISIPU3MBIY;

¢ HeoOXoauMmo u30eraTh SMOIMOHAIBHBIX OOOPOTOB W OIEHOK, M3Jararb

BOIIPOC CTPOTO U MO CYLIECTBY;

e CIEeAyeT MOMHUTH, YTO JJIUHHBIN TOKYMEHT C OOMIMEM MOJPOOHOCTEH, KakK

MIPABUJIO, HE JOYUTHIBAECTCS JO KOHIIA.

Bapuant 1. OOO «TBo# KOMIIBIOTEP»

3aBeayromas AeTcKuM 1oMoM npocuT aupekropa OO0 «TBoil KOMIIBIOTEP»
OKa3aTh 0JaroTBOPHUTENBHYIO TOMOILb B BUJIE€ IOCTABKU Ha 0€3BO3ME3/IHON OCHOBE
10 KOMIJIEKTOB KOMMBIOTEPHON TEXHUKHU (CUCTEMHBIN OJOK, MOHHUTOp). OTBET
JUPEKTOPA COAEPKUT OOEHIaHHE PACCMOTPEHHS BO3MOXKXHOCTU MPENOCTABICHUS
0JIarOTBOPUTEIHLHOMN TTOMOIIIH.

Bapuant 2. OO0 «Duniumnox»

3aBenywomas JIeTCKUM JoMoM mpocuT aupekropa OO0  «PUITUIIOK
OKa3aTh OJIArOTBOPUTEIBHYIO MOMOIIb B BUAEC MPOBEACHUS Psijia KOMITbIOTEPHBIX
KypCOB BOCIIUTAHHUKaM JIETCKOTro JiomMa. OTBET JUPEKTOpa COJEPKUT OOeIIaHue
PaccMOTPETHh BO3MOKHOCTb IPOBENEHUS Kypca «CeKpeTapcKoe Aesio»

Bapuant 3. OO0 «JlenbdhuH u pycaikay

3aBenyromas JAeTCKUM JoMoM mnpocuT aupektopa OO0 «/lenbbun u
pycaika» oka3zaTh 0JaroTBOPUTENIbHYIO TOMOLIb B BUIE€ NPEAOCTABICHUS IyTEBOK
B JHU HOBOTOJHUX KaHUKYJ BOCIIUTaHHHUKAaM JIETCKOTO JoMa Ha 0E€3BO3ME3THOM
ocHoBe. OTBET JUPEKTOpPA COJAEPKUT OTKA3 B BO3ZMOXKHOCTH OKa3aHHS MOJA0O0HOM
MOMOILY B IHM HOBOT'OJIHUX KAHHMKYJI, C BO3MOKHBIM MIPETOCTABICHUEM IIyTEBOK B
JPyroe BpeMs roja.

Bapuant 4. OO0 «Hkc & Urpek»

HupexTop mnpodeccHoHanbHOTO Kojulemxa mpeniaraer aupekropy OOO
«Mkxc & Hrpexk» COBMECTHOE COTPYIHHYECTBO B YacTH IPOBEACHMS SPMapOK
BakaHcHuil sl ydamuxca koiemka. Jupektop OOO «Mkc & Urpek» orBedaer
COIJIaCUEM PAaCCMOTPETHh CPOKH ITPOBEACHUS SIPMAPOK.

Bapuant 5. OOO «I1lumnsl 1 po3bi»

3aBenytomas AeTrckum caaoM npocut aupekropa OOO «lllunel u po3s»
OJIarOTBOPUTENIBHYIO IMOMOIIb B YaCTU NEPEUYUCIICHUS JCHEKHBIX CpPEICTB Ha
peMOHT KpoBiu. OTBET AMPEKTOpa COACPKUT OOCIIaHHUE MOMOLIM B PEMOHTE
KPOBJIH.

3aganue 15 [Tucemo-xano0a

N3menuTe clienyronmili TeKCT, NpUaB eMy O(HUIIMaNIbHO-IEI0BOM CTHIIb.
[Ipu BBINOJHEHUH 33aJaHUS UCTIONB3YITE TaHHbIE IPUIIOKEHUS 7.

A, CoxonoBa 305 EropoBHa, sBisitoch auteM OJjiokaabl. CKOMBKO pa3 s
oOpaimiasach B MWIHMIIMIO U K Pa3HbIM HadaJlbHUKaM HM3-3a CBOMX COCeZeil, a UM
JieJia HeT JI0 MPOCTOM TpyKEHULbl. J[pyrue *UBYT B OTHEJbHBIX KBAPTHUpAX, a 5
COpoK JeT paboTana, a XuBYy B KoMMyHaike. Cocend MOM MOJIOIbIE, KPYTST
My3bIKYy 10 11 HOYM, IIIUTY HE MOIOT, MPUXOAAT U CTy4YaT ABEPHIO, KOT/1A 3aXOTST.
[Tencuto mMue Hazemwin Bcero 650 pyOneit. Kak Ha HUX NPOXKUTH, a BElb €IIe
XO0UYEeTCsl BHYKaM MOJAPOYKH KYTUTb.
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[Ipomry pa3oOpaThCs, BUHOBHBIX Haka3aTh W JaTh MHE IOMOIIb B BHIE
JICHET.

12 deBpans Cokonona 3.E.

3ananue 16 OpopmMieHue yBoJIbHEHHUS

Odopmuts yBonbHeHue COTpyAHHKAa C 3aHECEHHEM COOTBETCTBYIOIIEH
3aMKCH B TPYIOBYIO KHIKKY.

2. MeToauyeckne peKOMeEHIAIUN 110 U3YYEeHHI0 YYeOHOH TUCIMIINHBI
2.1. MeTonuueckne peKOMEH AN TTPETI0IaBaTeIbCKOMY COCTaBY

2.1.1. MeTtoanueckne pPEKOMEHIAIMK MO0 MPOBEACHUIO Y4eOHBIX
3aHATHI

Meroarka npoBeleHUs 3aHSATUH OCHOBAaHA HA MCIOJIb30BAaHUU AKTHUBHBIX
dopM, TMO3BOJSIIOIIMX  CAEJNAaTh KaXIOr0 U3  Ciyllareldedl  y4acTHUKOM
o0CyKIaemMbIX BOIPOcoB U mpodsieM. Ocoboe BHUMaHHUE INPU HU3YyYEHUH Kypca
oOpallleHO Ha aKTHBHYIO CaMOCTOSITENIbHYIO pab0Ty 00ydaromuxcs (ciymaTenei)
KaK IIpM MOATrOTOBKE, TaK M B IPOLECCE MPOBEACHUS TEOPETUUYECKUX U
IIPaKTUYECKUX 3aHATUI. M310KeHne Mareprana CONMpOBOXKAAECTCA WILIIOCTpaUen
Ha MPAKTUYECKUX MIPUMEPaXx.

Bmecte ¢ TeM mNpUHIMNUATBLHON OCOOCHHOCTBIO SIBJISIETCS COYETAHUE
paznuyHbIX (HOPM U METOJOB OOYy4EeHMs, BKIIIOYas JIEKIMOHHYIO (OpMYy IMOAAYU
HanOoJiee (PyHIaMEHTABHBIX MOJIOKEHUH, U3JI0KEHUE TOCTYITHOIO MaTephaia B
BU/JIE HEMTPEPHIBHOTO AUAJIOra, UCTIOIb30BaHUE METOA0B NMPOOJIEMHOT0 O0YUEHHUS.

[IpoGiemHoe oOydyeHHUE — OpPraHU30BaHHBIA MPENOJABaTEIeM CIOCO0
aKTUBHOTO  B3aMMOJCHCTBUS  CcyObeKTa ¢  MPOOJEMHO-TIPEICTABICHHBIM
coliepkaHreM OOy4eHHs, B XOJ€ KOTOPOTO OH MPHOOIIAETCS K OOBEKTHBHBIM
IPOTUBOPEUMSIM HAYYHOI'O 3HAHUS M CHOCO0AM WX pEUIeHHs. YUHUTCS MBICIIUTS,
TBOPYECKU yCBaUBaTh 3HAHMUS.

Cxema npo6sieMHOro oOyuYeHusi, MPEJICTaBIsIeTCsl KaKk MOCIe10BaTEIbHOCTD
OpoLeaAyp, BKIIOYAIOMIMX: IMOCTAHOBKY IpernojaBaTesieM Y4eOHO-IpoOIeMHON
3aJja4uM, CO3JaHue Ui yJalluxcsl IpoOJIeMHOM CUTyalluu; OCO3HaHHE, IPUHATHE U
paspellieHue BO3HUKILIEH NpoOJieMbl, B MIPOLECCE KOTOPOrO OHHU OBJIAJEBAIOT
0000IIEHHBIMU cIIOCO0AMU TPUOOPETEHHS] HOBBIX 3HAHWMN; MPUMEHEHUE JaHHBIX
CIIOCOOOB /JIs1 PEIICHHS] KOHKPETHBIX CUCTEM 3a]1a4.

OCHOBHBIE TICUXOJIOTUYECKHE YCIOBUS MJis YCIEUIHOTO MPUMEHEHUs
pOOJIEMHOr0 OOYyUEHHUS:

- IpoOJIEMHBIE CUTYallUU JOJIKHBI OTBEUYATh LEIIM (DOPMUPOBAHUS CUCTEMBI
3HAHMU;

- OBITH JOCTYMHBIM JJISl yYaIIUXCS;

- JIOJDKHBI BBI3BIBATH COOCTBEHHYIO I103HABATENBHYIO JACSITENBHOCTh H
aKTUBHOCTb;

- 33/1aHUS JTOJDKHBI OBITh TaKOBBIMH, YTOOBI y4alIMiiCsi HE MOT BBINOJIHUTD
UX, ONHUpasSCb Ha YK€ HMEIOIIUEeCsS 3HAHMUA, HO JOCTATOYHBIMH  JIJIst
CaMOCTOSITENILHOTO aHaJIu3a MPOOJIEMbl U HAXO0XIEHUS HEU3BECTHOTO.
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Ha3panHoe monokeHHE Kypca B CTPYKType H3y4aeMbIX JUCIHUILIAH
METOJMYECKH PEeaTU3yeTcs] COOTBETCTBYIOUIEH OpraHM3aluedl caMux 3aHSTUH, B
uX 00IIel JorvMKe, MPUBOAUMBIX NPHUMEpPax, MpejaraeéMblx Temax JOKJIaJoB Ha
CEeMUHapax.

B ocBoennn, cOOCTBEHHO, IKOHOMHYECKUX SIBIICHUM, OTHOCSIIUXCS K
peaMeTy Kypca, oco0oe 3HaueHue MpUOOpEeTaeT MpPOJyMAHHOE METOJUYECKOEe
BBICTPAMBAaHUE JIEKIIMOHHBIX W CEMUHApPCKUX 3aHsATH. CeMUHaphl J1OJKHBI
pa3BUBATH MOJIOKEHUS JCKIUI, HO HE TOBTOPSTH UX.

Haunnaercs ceMuHap co BCTYHMHUTEIBLHOTO CIIOBA IpenoAaBatens (5-7 MuH.).
[legaror Ha3bpIBaeT TEMY CEMHUHApa, LIETb U 3aJja4l 00YyJaroInXcs, BbIOUpas Takue
(GbOpMyIUPOBKH, KOTOpbIE OyayT MOTHBHPOBATH OOYYaIOUIUXCA Ui AKTUBHOMN
paboTsl Ha 3aHATHH. [Ipy 3TOM HCTHHHBIE 3a/1a4l CEMUHApa MOTYT HE OTJIAIaThCA.
[IpenongaBarens oOpaniaeT BHUMAHUE HA Y3JIOBbIE MPOOJEMBbI I OOCYXICHUS,
yKa3biBaeT (hopMy MPOBENCHMS 3aHATHS U MOPSOK padoThl B Heil. [lo dopme
BCTYIUTEJBHOE CIIOBO JIOJDKHO OBITh JIAKOHWYHBIM, JIOTUYECKH CTpONHBIM. B
COJIEp)KaHUM €ro HapsAay C JAPYTMMH BOIPOCAMH, TMPENojaBaTeNib JOHKEH
00s3aTEIbHO MOTYEPKHYTHh CBS3b TEMbBI C OyAyIIeH NeATEeIbHOCTHIO BBITYCKHHKA
UHCTHUTYTa, C COBPEMEHHOM KU3HBIO.

Baxueiiieli 4acThl0O CEMHHAPCKOTO 3aHATUS SIBISETCS OOCYXKICHHE
BOIPOCOB. B 3aBucuMocTH OT (GOpMBI 3aHATUS TPernoaaBaTelb, chHOpMyIUPOBaB
BOMNPOC, TMpeajaraeT BBICTYIUTH JKENAIONUM WM  CIeNaTh COOOIIeHHe
(pukcupoBaHHOE BBICTYIUIEHHE), 3apaHee MOATOTOBJIEHHOE OOy4arouuMcsl.
HeoOxoaumo co3maBaTh Ha ceMUHape arMocepy TBOPYECKOH JTUCKYCCHUH,
KUBOTO, 3aMHTEPECOBAHHOTO 0OMEHa MHEHUSAMHU. B X0/1e ceMrHapa Ba)XHO, YTOOBI
0OyJaronuecs BHUMATEIbHO CIYIIATH M KPUTHYECKH OIICHUBAIU BBICTYIUICHUS
koiwter. /I 9TOro mpemojaBaTeNi0O HE CIEAyeT cpa3y IoClie BBICTYIUICHUS
oOyyarolerocss camMOMy VyKa3blBaTh Ha JOMNYIIEHHble OmMOKU. Jlyumie
MPENOCTaBUTh 3Ty BO3MOXKHOCTh YYaCTHMKAM CEeMHMHAapcKoro 3aHsatus. l[locrme
OOCYXKIeHHsI OYepeHOr0 BOMpOca MPEenojaBareib JOKEH IMOJBECTH KpaTKui
UTOT OOCYXCHUS, YKa3aB Ha OOHAPYKUBIITHECS TIPOOIEMbl U OMUOKHA B 3HAHUAX
oOydJarommxcs.

BaxxupiM  3TamoM = cemMuHapa  SBISETCA  3aKIIOYUTEIILHOE  CIIOBO
npenojiaBaresis. B 3akI04uTeIbHOM CITOBE B KOHIIE CEMUHApa MPerogaBaTeb:

a) Jaet oOIIyI0 OLICHKY MPOIIEAIIETO 3aHITUs (YPOBEHb MOATOTOBIEHHOCTH
oOydaromuxcs K CEMHHApy, AaKTUBHOCTh YYAaCTHUKOB, CTENEHb YCBOCHHS
poOJIEMBI);

0) OCyIIeCTBIIsIET aHAJIW3 M OIEHKY BBICTYIUICHUH, COONIONAs MPH STOM
OOBEKTUBHOCTH U UCKITIOUUTEITHHYIO KOPPEKTHOCTH;

B) KPaTKO PACKPHIBAET BOMPOCHI, HE MOTYYHBIINE TTTyOOKOTO OCBEICHUS Ha
CeMHHape;

T') aeT 3aJjaHre Ha JAIIbHEUIIIYI0 CAMOCTOSITEIIbHYIO padoTy.

B npakTuke npenomaBaHus MOJIyYHJIA PACIIPOCTPAHEHUE PA3TUIHBIC (POPMBI
CEMHUHAPCKUX 3aHATHM.

Beibop ¢opmpl ceMHMHApPCKOTO  3aHATHS  JOJDKEH  3aBHUCETh  OT
MOJITOTOBJICHHOCTH TPYIII, XapakTepa U COACpPKaHUsA 0O0CYKTaeMbIX BOMPOCOB, a
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TAKXK€ TMEeAArorn4ecKoro MacTepCcTBA CAMOI0 MNPENOAABATENS W TEXHHUYECKHUX
BO3MO>KHOCTEH.

JIns  akTUBH3allMM  CaMOCTOSITEJIbHOW — JICSATEIBHOCTH  OOyYarolIuxcs
HEO0OXOJIMMO TPAKTHUKOBAaTh Ha CEMHHAPCKHUX 3aHATHUAX OOCYXKIEHUE TOKJIAJOB,
MPOBEJICHUE JEIOBBIX HIpP, Pa300p KOHKPETHBIX SKOHOMHYECKHUX CHUTYalluH,
pellleHuEe MPAKTUUYECKUX 3a/1a4, OPraHW30BBIBATH TECTUPOBAHUE IO MPONICHHBIM
TEMaM.

2.1.2. Metoandeckue peKOMEHIAIHMH 110 TTPOBEICHUIO MHTEPAKTUBHBIX
3aHATUH

Hanbonee cnoxknass gopma npoBeleHHs] 3aHATHS — UHTEpakTUBHOE. OHO
TpeOyeT TPONCTBEHHON B3aMMOCBS3U: TMpEMOAABaTeIh — OOyYaIOIIHACS—
oOy4aronuiicsi. B 3ToM 3aHATHM BCe YYaCTHUKU PaBHBI M KAXK/IbIM MMEET MpaBo Ha
COOCTBEHHOE MHEHHUE IO JItoOoMy Bompocy. B aToMm 3akirodaercst BCsi CIOKHOCTh
mpernojiaBaresisi, Tak Kak MNpU BCEOOIIEH «pPaBHOCTH», OH JOJDKEH HE3aMETHO
HAIpaBJIATh 3aHIATHE B HY>KHOM HaIlpaBJICHUH, YTOOBI B UTOTE Y OOy4YarOIIMUXCA
OCTAJINCh BEPHBIE CYKACHUS U MOHUMAaHUE 3aKPEIUIsIEMOro Marepuana. J{is 3Toro
HE00XO0IUMO:

- YETKO OINPEIEIUTh LIEb 3aHATHS;

- IOJITOTOBUTH Pa3/IaTOYHBIN MaTepua;

- 00eCcIeYnTh TEXHUYECKOE 000PYAOBAHUE;

- 0003Ha4YEHbI YUYACTHUKH;

- OIPEJIEIUTh OCHOBHBIE BOIPOCHKI, UX MOCIEA0BATEILHOCTD;

- MOJI00PATh MPAKTUYECKUE TPUMEPHI U3 KU3ZHHU.

B yueOHOM mporiecce MOTYT OBITh HCIOJB30BaHbI T.H. «MHHOBAIIMOHHO-
MEJarornuecKue» TEXHOJIOTUU, KpPaTKUE OMNPENENICHUS KOTOPBIX JaHbl HUXKE.
Kaxnaplli mperojaBaresib ONpEeIseT CaMOCTOSITEIBHO TeMy 3aHATHH, Oojiee
OTBEYAIONIYIO0 TOW WM UHOU (hOpME TPOBEICHUS.

UccnenoBarenbckuii MeTo[ OOy4YeHUSI — JTO OpraHu3aris OOy4deHUs Ha
OCHOBE TIIOMCKOBOW, TIO3HABATEIbHON JCSATEIBHOCTA OOYYaIOIMUXCSA IyTeM
MIOCTAHOBKM  MPENOJaBaTe]eM IO3HABATENIbHBIX M  MPAKTUYECKHX  3aj1ad,
TPEOYIOIIUX CaMOCTOSATETLHOTO TBOpYecKoro pemieHus. OCHOBHas —wujes
MCCJIEI0OBATENLCKOr0 METOAa 00YUEHUS 3aKIIF0YAeTCsS B UCIOJIb30BAaHUU HAYYHOTO
MOAX0JIa K PEIICHUIO TOW WJIM MHOW y4eOHOH 3a/1auu.

Camo00yueHue — MeToj, NpH KOTOPOM OOydaeMblil B3aMMOJIEUCTBYET C
o0pa3oBaTeIbHBIMU peCypcaMd MpPU MHUHUMAJIBLHOM YYacTUM TMpernojaBareiis M
npyrux oOydaembix. J[is camMooOyueHusi Ha ©a3e COBPEMEHHBIX TEXHOJOTUMN

XapakTepeH MYJIbTUMEINA-TIOIXO/, npu KOTOpOM UCIIOb3YIOTCS
oOpa3oBaTenbHBIE PECYPChl: TIEYaTHBIC MaTepUalbl, ayJu0- U BHUICOMATEPHAIbI,
KOMITBIOTEPHBIE oOyyarorue IIPOTPAMMBI, AJIEKTPOHHBIE YKypHAaJIbI,

HHTCPAKTHBHEIC 0a3bl JaHHBIX U OPYyIruc y‘—Ie6HBIC MaTcpuaibl, JOCTABJIICMBIC 110
KOMIIBIOTCPHBIM CCTAM.

PaboTra B MaybIx rpymnmax — 3TO OAHa U3 CaMbIX IOITYJIAPHBIX CTpaTCFHfI,
TaK KaK OHa JacT BCCM O6yaIOIHI/IMC$I BO3MOXHOCTb YY4aCTBOBATH B pa60Te,



26

MPAKTUKOBATh HABBIKM  COTPYIHHWYECTBA, MEXKJIMYHOCTHOTO OOmeHus (B
YaCTHOCTH, YMEHHE aKTHUBHO CIIyIIaTh, BhIpabaThIBaTh 00Ilee MHEHUE, pa3peliaTh
BO3HHUKAIOIINE PA3HOTIIACHS).

Case-study (aHaJIM3 KOHKPETHBIX CUTYAIIMM, CUTYyallMOHHBIN aHAIN3)

MeTton aHanm3a KOHKPETHOW CHUTyalMu (CUTYallMOHHBIA aHa W3, aHaJN3
KOHKPETHBIX ~CHTyanui, case-Study) — »3To memarormueckas TEXHOJOTHS,
OCHOBaHHas Ha MOJICIMPOBAHUM CHUTyalldd WA WCIOIh30BAHUS PEATbHOM
CUTyalldd B IEJSIX aHalu3a JaHHOTO CiIydasi, BBISBICHHS NpoOJieM, IOHCKa
ATBTEPHATUBHBIX PEIICHUN U PUHSITHS ONITUMAJIEHOTO PEIICHUS TPOOIIEM.

Llenp oOydaeMbIX - MOpOaHAIW3UPOBATH JAHHBIC CUTYyallud, HaWICHHbBIC
pelleHus1, UCTIOIb30BaB MPU ATOM MPUOOPETEHHBIE TEOPETUUECKHUE 3HAHMUA.

Huckyccus — ¢opma yuyeOHON pabOTHI, B paMKax KOTOpPOW oOydarommecs
BBICKA3bIBAIOT CBOE MHEHHE IO TMpoOjeMe, 3aJaHHOW IMpernojaBaTesieM.
[TpoBeneHne MUCKyCCHIl MO TPOOJIEMHBIM BOIPOCaM TOJIpa3yMeBaeT HaIlMCaHUE
00y4arolMMUCS TE3UCOB UM pedepaToB.

Hoxnan (mpe3eHTanus) — MmyoJIMYHOEe COOOIICHHUE, TPEICTABIIAIONIEEe COOOM
pa3BepHYTOE M3JI0KEHHE ONPEICIIEHHOW TEeMbl, BOIpoca Mmporpammsl. Jlokian
MOET OBITh MPEACTABIICH PA3IMYHBIMU YYaCTHUKAMH TIpoiiecca OOy4eHHUS:
mpernojiaBaresieM, MPUTJANICHHBIM — 3KCHEPTOM,  OOy4YaroluMcs, TpYyNrnon
oOyyJarommxcs.

Kpyraeiii cron — oauH u3 Haubosnee 3(P(EKTUBHBIX CHOCOOOB I
OOCYXKICHHS OCTPBIX, CIIOKHBIX M aKTyaJbHBIX Ha TEKYIIMA MOMEHT BOIPOCOB B
mo0o0i npodeccuoHAIBHOU cdepe, 0OMEHA ONBITOM U TBOPUYECKUX UHUITUATHUB.

Dcce — 3TO COYMHEHHE-PACCYKICHUE HEOOJbIIOro o0beMa co CBOOOIHOM
KOMIIO3UIINEH, BhIpaKaIoIlee WHANBUAYATbHBIC BIICYATICHUS U COOOPaKEHUS TI0
KOHKPETHOMY TIOBOAY WJIM BONPOCY M 3aBEIOMO HE TMPETeHIyIoIIee Ha
OTIPEEIISIOIYIO0 U UCUEPIBIBAIOILYIO TPAKTOBKY IIpEeIMETa.

WNuTepakTBHOE 0OyY€HHE MO3BOJIET pellaTh OJHOBPEMEHHO HECKOJBKO
3a/lay, TJIABHOM W3 KOTOPBIX SIBIIETCS PAa3BUTHE KOMMYHUKATHUBHBIX YMEHHU WU
HaBBIKOB. JlaHHO€ O0Oy4yeHHWe TIOMOraeT YCTAHOBJICHUIO HSMOIMOHAIBHBIX
KOHTAKTOB MEXAY YYallUMHUCs, OOECIeYrBaeT BOCIUTATEIBHYIO 3ajady,
MOCKOJIbKY TIpHy4aeT paboTaTh B KOMaH[E, MPUCITYIINBATECI K MHEHHIO CBOUX
TOBapUILEH, 00ecrieunBaeT BRICOKYI0 MOTHBAIIHIO, IPOYHOCTh 3HAHUM, TBOPUYECTBO
U (aHTa3no0, KOMMYHHKA0EIbHOCTh, aKTUBHYIO KU3HEHHYIO TIO3HIINIO, IICHHOCTh
WHANBUIYAIBHOCTH, CBOOOIY CaMOBBIpQKEHHS, AaKIEHT Ha AeATeIbHOCTb,
B3aMMOYBa)XCHHUE U IEMOKPATHYHOCTb.

2.1.3. MeToan4eckue peKOMEH 1Al 110 KOHTPOJIIO YCIIEBAEMOCTH

2.1.3.1. Tekymas arrectanus (TEKyILUA KOHTPOJIb) YPOBHS YCBOCHUS
coJiepKaHusl y4eOHON AUCHIUTIIIMHBI

Tekymasa arrecranus (TEKyIIH KOHTPOJb) YPOBHS YCBOEHUS COJACPKAHUS
JTUCITUTIIMHBI PEKOMEHTyEeTCSl TIPOBOJUTL B XOJI€ BCEX BHUJIOB yUEOHBIX 3aHSTUI
METOJaMH YCTHOTO M MHUCBMEHHOTO ompoca (padoT), B Mpolecce BBICTYIIICHUMN
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00yJaroluxcs Ha CEMHUHAPCKUX (MIPAKTUUECKHUX) 3aHATHSIX U 3aIlIUTHI pedeparos,
a TAaK’K€ METOJIOM TECTUPOBAHMS.

KadectBO mNHCBMEHHBIX pabOT OIIGHUBAETCS MCXOJS M3 TOro, 4YTO
oOyyJaroruecs:

- BBIOpA U UCHOJIb30BAIA (OPMY U CTUIIb U3JIOKEHUS, COOTBETCTBYIOLINE
LEJSAM U COJEPKAHUIO TUCIUTIINHBI;

- NPUMEHWIH CBS3aHHYIO C TeMOW HHGPOPMAIIMIO, WCIOJB3Ys MPU STOM
NOHATUIHBIN anmapaT CIeuuallcTa B JaHHON 00JacTH;

- IPEACTAaBWIA CTPYKTYPUPOBAHHBIM M TPAaMOTHO HAIMCAHHBIA TEKCT,
VMMEIOIINI CBSI3HOE COJIEPKAHUE.

2.1.3.2. TlpomexytouyHas aTTecTarus (ITOTOBBIA KOHTPOJIb) YPOBHS
YCBOCHUS COJICpKaHUS yIeOHOMN TUCIIUIUINHBI

[IpomexyTrouHas arrecTalysi (UTOTOBBIM KOHTPOJIb) MPOBOJIUTCS B (opme
3ayeTa B XOJI¢ 3MMHEH (JIETHEH) HSK3aMEHAllMOHHOW CECCHHM C BBICTABJICHUEM
UTOTOBOM OIeHKM N0 aucuuiuimHe. K 3adery pomyckarorcs oOydaromiuec,
YCHEIIHO BBIOJIHUBIIME BCE BHUABI OTYETHOCTH, MPEAYCMOTPEHHBIE I10
JUCHMIUIMHE Y4eOHbIM IUITaHOM. B Xoje 3auyeTta mpoBepsieTcsl CTENEHb yCBOEHUS
MaTepuaia, yMEHUE TBOPUYECKH U MOCIEIOBATENBHO, YETKO U KPAaTKO OTBEYATh Ha
NOCTABJICHHBIE BOIPOCHI, JEJNaTh KOHKPETHbIE BBIBOALI U (POPMYJIHPOBATH
000OCHOBaHHBIE MpeIokKeHus. MToroeas OLEHKAa OXBAaThIBAET IPOBEPKY
JOCTHKEHHS BCEX 3asBJICHHBIX LENEeH M3y4eHHs AUCLUIUIMHBI U MPOBOJUTCS IS
KOHTPOJISI YPOBHSA IMOHUMAaHUs OOYYAIOIIMMHUCA CBSI3€d MEXAY pPa3jIu4yHbIMU €€
AIIEMEHTaMHU.

B xo1e UTOroBOro KOHTPOJISI AKUEHT AEJIaeTcs Ha MPOBEPKY CIOCOOHOCTEN
oOyyarolmuxcss K TBOPYECKOMY MBIIIJICHUIO M HCIHOJB30BAaHUIO MOHSITUHHOTO
anmapata  JUCUMIUIMHBI B pEUIEHMM  NpOo(EecCHOHAIBbHBIX  3aJady [0
COOTBETCTBYIOILLEH CITEHUAIBHOCTH.

2.1.3.3. Kpurepun o1ieHKH Y4eOHBIX JOCTHKEHUN 00yJaroImxcs

KauectBo oTBeTOB U pemieHust 3aaad (3aJaHuil) OIICHUBAIOTCA Ha
«OTIUYHOY, «XOPOIIIOY, «YJIOBJIETBOPUTEILHO» U «HEYIOBJIETBOPUTEIILHOY.

O11eHKa «OTJIMYHO» BBICTABIIACTCS 00yJaromeMycsl, €CIIN:

- TaHbl MCYEPIIBIBAIONNE U OOOCHOBAHHBIC OTBETHI Ha BCE IOCTABJICHHBIC
BOINPOCHI, MPABUIBHO M PAlMOHAIBHO (C HCIMOJb30BAaHUEM PallMOHAIBHBIX
METOJIMK) PELIEHbI COOTBETCTBYIOIIHE 3a/1a4H;

- B OTBETAX BBIACIISUIOCH TJIABHOE, BCE TEOPETUUYECKUE MOJIOKEHUS YMEIO
YBSI3BIBAIUCH C TPEOOBAHUSAMHU PYKOBOSITUX TOKYMEHTOB,;

- OTBETHI OBUIM YETKUMU U KPATKUMH, & MBICIH H3JIarajuch B JIOTHUYECKOMN
MOCJIEI0BATCIbHOCTH,

- MOKa3aHO YMEHHE CaMOCTOATENbHO aHAIU3UpOBaTh (DAKThL, COOBITHA,
SIBJICHUS, TIPOIIECCHI B UX B3aUMOCBSI3U U JTUAJIEKTUYECKOM Pa3BUTHHU.

O1ieHKa «XOpOIIIOY» BBICTABIISIETCSI 00YUaIOIIEMYCsl, €CIIH:
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- JaHbl TIOJIHBIE, JTOCTATOYHO OOOCHOBAaHHBIE OTBETHl HA IOCTABJICHHBIC
BOIIPOCHI, IPABWIBHO PELLIEHBI IPAKTUYECKUE 3a0aHU;

- B OTBETaX HE BCEIAa BBIACIUIOCH IVIABHOE, OTACIIBHBIE ITOJIOKEHHS
HEJOCTAaTOYHO YBS3BIBAJIUCH C TPEOOBAHUSAMU PYKOBOISIIMX JOKYMEHTOB, IPH
pELIEHUH IPAKTUYECKUX 3aJay HE BCETrAa UCHIOIb30BAINCH PALMOHAJIBHBIC
METOJUKH Pacu€ToB;

- OTBETHI B OCHOBHOM ObUIN KPaTKUMU, HO HE BCETJ]a YETKUMHU.

O1eHKa «yZ0BIETBOPUTEIBHO» BBICTABISIETCS 00yUaroIeMycs, ecllu:

- 1TaHbl B OCHOBHOM IIPAaBUJIBHBIE OTBETHI HA BCE IOCTABJIEHHBIE BOIIPOCHI,
HO 0e3 JOHKHOM TIyOMHBI U 00OCHOBAHHWSA, MPU PEIICHUU MPAKTHUYECKHX 3a7ad
OOyYalOIIUIICs MCIOJIb30Ball MPEXKHUN OMBIT U HE MPUMEHST HOBBIE METOAUKH
BBIIIOJIHEHNS PAC4YE€TOB, OJHAKO HA YTOUYHSIOIIME BOIPOCHI JaHbl B LEJIOM
IIPAaBUJIBHBIE OTBETBHI;

- IIPY OTBETAaX HE BBIACIIIOCH ITIaBHOE;

- OTBETHl ObUIM MHOT'OCJIOBHBIMHU, HEYETKUMHU U 0€3 JOJHKHOW JIOTMYECKOM
II0CJIE0BATEIIbHOCTH;

- Ha OTJEJbHbIC JOIOJHUTEIBHBIE BOIPOCHI HE JaHbl I1OJIOKUTEIbHBIC
OTBETHI.

OneHka «HEyAO0BJIECTBOPUTEIILHO» BBICTABIAECTCA OOYyYarOIIEMYCs, €CIIU He
BBITNIOJIHEHBI TPEOOBAHUS, COOTBETCTBYIOIINE OLIEHKE «yI0BJIETBOPUTEIILHOM.

2.2. MeTonnueckue yka3zaHus 00yJaronuMcs

[IpoAyKTUBHOCTH YCBOCHHS YUYEOHOTO MaTepuaia BO MHOIOM OIpeAesieTCs
WHTCHCUBHOCTBIO M KAa4eCTBOM CaMOCTOSITENIbHOM pPabOThl  00yYaromerocs.
CamocTosiTenbHass paboTa mpeamnoiaraetT GopMUpoOBaHUE KYJbTYpPhl YMCTBEHHOTO
TpyJa, CAaMOCTOSITEIbHOCTH W WHUIIMATUBBI B TIOMCKE U MPUOOPETEHWU 3HAHUM;
3aKperICHUe 3HAHWM U HaBBIKOB, MOJYYCHHBIX HA BCEX BUIAX YUEOHBIX 3aHSITHIA,
MOATOTOBKY K MPEICTOSIIMM 3aHATHSAM, SK3aMEHaM; BBINOJHEHHE KOHTPOJIbHBIX
pabor.

CamoCTOSTENBHBIN TPYJ Pa3BUBAET TAKME KAYECTBA, KAK OPraHU30BaHHOCTD,
JUCHUIUIMHUPOBAHHOCTD, BOJIKO, YIIOPCTBO B JOCTHUKEHHUH IOCTABICHHOW IIEJIH,
BbIpaOaThbIBa€T  YMEHHE  aHaIM3upoBaTh  (GaKThl U SIBICHUSA,  Y4YUT
CaMOCTOSITETbHOMY ~MBIIIJICHUIO, YTO TMPUBOJUT K PA3BUTUIO U CO3JAHUIO
COOCTBEHHOT'O MHEHHUS, CBOMX B3IVISIIOB. YMEHHE paboTaTh CaMOCTOSITEILHO
HEOOXOJIMMO HE€ TOJBKO [JIsi YCIEIIHOTO YCBOCHHS COJEepkKaHUd y4eOHOMU
MIPOTPaMMBI, HO U JUISI JAJIBHEUIIEN TBOPUYECKOM JAEATEIBHOCTH.

OCHOBY CaMOCTOSITEIFHON paboThl OOYYaroIIerocsi COCTaBISET padoTa C
y4eOHOHM U Hay4yHOU JauTeparypoid. 13 onbiTa paboThl ¢ KHUTOM (TEKCTOM) CIEAYET
OMpeNelICHHAas  TOCIICIOBATeIbHOCTh  JICHCTBUM, KOTOPOM  IIeJIecCOOOpa3HO
npuaepxkuBatbcs. CHavalla MPOYUTATh BECh TEKCT B ObICTpOM Temrie. Llenb Takoro
YTEHHUS 3aKII0YaeTcs B TOM, YTOOBI C€O3/1aTh OOINee MpeacTraBicHHE 00
n3ydaemMoMm (HE 3allOMHHATh, a TOHSATH OOIIMI CMBICI MPOYUTAHHOTO). 3aTEM
MPOYUTATh BTOPUYHO, OO0JI€€ MEJICHHO, YTOObI B XOJE€ YTCHHUS TOHATH W
3aIlIOMHUTH CMBICI KXk I0U (Dpasbl, KaXKIO0T0 MOJI0KEHUS U BOIIPOCA B IIEJIOM.
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UreHre MNPUHOCUT TMOJb3Y M CTAHOBHUTCS IPOAYKTHBHBIM, KOTrJa
COMPOBOXKIAETCS 3aMUCSIMU. ITO MOXKET ObITh COCTABJICHHE IJIaHA TPOYUTAHHOTO
TEKCTa, TE3UCHI UJIU BBIMUCKU, KOHCIIEKTUPOBAHUE U JIP.

Br16op Bua 3amucu 3aBUCHUT OT XapakTepa U3y4aeMoro MaTepualia u 1eyen
paboThI C HUM.

Ecnu conmepkanue martepuania HECJOKHOE, JIETKO YCBaWBAaeMoOE€, MOXHO
OTPaHUYUTHCS COCTABIICHUEM IJIaHA.

Ecnu matepuan cofepUT HOBYIO M TPYIHO YCBauBaeMyro HH(pOpPMAIHIO,
1eJIeCO00pa3HO €ro 3aKOHCHEKTUPOBATh. Pe3yibTaThl KOHCIMEKTUPOBAHUS MOTYT
OBITh MPEACTABIICHBI B Pa3JIMYHBIX (hOpMax.

[Inan — 3TO cxemMa NPOYUTAHHOTO MaTepuaia, KpaTKuil (Wjau mogpOOHBIN)
NIEPEUYEHb BOIIPOCOB, OTPAXKAIOIIMX CTPYKTYPY U MOCIEI0BATEILHOCTh MaTEpHAIIA.
[ToapoOHO cocTaBICHHBIN TIJIaH BIIOJIHE 3aMEHSIET KOHCIIEKT.

KoHcnekT — 3T0 cucTeMaTU3UpOBaHHOE, JIOTUYHOE HM3JI0KEHHE MaTepuaia
MCTOYHHKA. PaznuyaroTcs 4eTsIpe ThIa KOHCIIEKTOB.

[1naH-KOHCIEKT — 3TO pa3BEPHYTHIN IETAIU3UPOBAHHBIN IUIAH, B KOTOPOM
JIOCTaTOYHO TMOJAPOOHBIE 3alMCH MPUBOAATCS MO TEM IYHKTaM IUIaHA, KOTOpBIE
HYKJIAIOTCS B TIOSICHEHUH.

TexkcTyanbHBI KOHCIEKT — 3TO BOCHPOM3BEICHHE HaMOOJIee BaKHBIX
MOJIO’KEHUH U (PAKTOB HCTOUYHHUKA.
CBOOOAHBIA KOHCIEKT — 3TO YETKO MW KpaTkKo c(hOpMyJIupOBaHHbIE

(I/I3J'IO)K€HHBIG) OCHOBHBIC IIOJIOKCHHUS B PE3YJIbTATC FJ'IY6OKOFO OCMBICIINBAHU S
Marcpuaia. B nem MOT'YT HIPUCYTCTBOBATH BBIIIMUCKHU, HOUTATBI, TC3UCHLI; Y4CTb
MaTrcpurajia MOKCT OBITH NpcacCTaBJICHA ITIJIAHOM.

TemaTudecknii KOHCHEKT — COCTAaBJISETCS HA OCHOBE HW3Y4YEHHUS psa
WCTOYHHUKOB U JaeT 0osiee WM MEHEE MCUEPITBIBAIOIINA OTBET MO0 KaKOW-TO CXEMe
(Bompocy).

B mponecce u3zydyeHus marepuaia HCTOYHHMKA, COCTABJICHUS KOHCIIEKTA
HYKHO 0053aT€JIbHO MPUMEHSTh Pa3IMYHbIC BBIJCICHUS, TTO13aTOJIOBKH, CO3/1aBast
OJIOUHYIO CTPYKTYPY KOHCIIEKTa. JTO JelaeT KOHCHEKT JIETKO BOCIIPUHUMAEMBIM,
yIOOHBIM 117151 PaOOTHI.

IToaroroBka K CEMUMHAPCKOMY 3aHSITHUIO BKIIIOYAET 2 3Tamna:

i1 — opranu3alOHHBbIIH;

2i1 - 3aKperuieHne U yriryOJieHne TeOpPETUYECKUX 3HAHUM.

Ha mnepBoM »sTame oOy4aromuiics IMIAHUPYET CBOIO CaMOCTOSITEIBHYIO
paboTy, KOTOpask BKIIOYAET:

- YSICHEHHUE 3a/IaHHsI HA CAMOCTOSITENbHYIO paldoTYy;

- 1oA0O0P PEKOMEHI0BAaHHOM JIUTEPATYPHI;

- COCTaBJICHUE TJIaHa pabOThl, B KOTOPOM ONPEEISIOTCS OCHOBHBIE IMYHKThI
MPEICTOSAIIEH TOATOTOBKH.

CocraBieHue 1iaHa AUCHUIUIMHUPYET U TOBBIIIAET OPraHU30BAHHOCTH B
pabore.

Btopoii sTan BKIIIOYaeT HEMOCPEICTBEHHYIO MOATOTOBKY 00ydYaromierocs K
3aHATUIO. HauumHath HAZO C H3YyYEHUS PEKOMEHIOBAHHOM JIUTEPATYPHI.
HeobxoaumMo MOMHUTH, YTO Ha JIEKIUA OOBIYHO pPACCMATPUBAETCS HE BEChH
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MaTepuai, a TOJIbKO ero dactb. OcTanbHasg €ro 4acTb BOCIOJHSIETCS B IMpoLecce
cCaMOCTOsITeNIbHOW paboThl. B cBsi3m ¢ 3TUM paboTa ¢ pPEeKOMEHAOBaHHOMN
autepaTypoil oOs3arenpHa. Ocoboe BHUMAaHME IPHU 3TOM HEOOXOAMMO OOpaTUTh
Ha COJAEp)KaHWE OCHOBHBIX IIOJIOKEHHH M BBIBOJIOB, OOBSCHEHHE SIBICHUU U
¢dakToB,  yACHEHHE  MPAKTHUUECKOTO  MPHJIOXKEHUS  paccMaTpPUBAEMBIX
TEOPETUYECKHX BOMPOCOB. B mporecce 3Toil paboThl 0O0yyarommics AOJDKEH
CTPEMHUTbCS TOHATH U 3allOMHUTH OCHOBHBIE IIOJIOXKEHHS PacCMAaTPHUBAEMOTO
MaTepuanga, TpHUMEphl, MOSACHAIOIIME €ro, a Takke pa3oOpaTbcsi B
WLTIOCTPATUBHOM MaTepuase.

3aKaHYMBaTh MOATOTOBKY CJIEAYET COCTABJICHHEM IUIaHA (KOHCIEKTa) IO
U3y4aeMOMY Marepuay (Bompocy). 210 MO3BOJISIET COCTaBUTH
KOHIICHTPUPOBAHHOE, CKATOE MPECTABICHUE TI0 U3y4aeMbIM BOIIPOCAM.

B mpomecce mMOATOTOBKM K 3aHATUAM PEKOMEHIYETCS B3aMMHOE
oOCyXJIeHHe Marepuaiga, BO BpeMs KOTOPOTO 3aKpeIUIAIOTCS 3HaHUS, a TaKKe
npuoOpeTaeTcsl NPaKTHKa B M3JI0KEHUM U Pa3bSCHEHUU MOJYyYEHHBIX 3HAHUH,
pa3BHUBaeTCs peyb.

[Ipu HeoOxogumocTu cienyer oOpamaTbCs 3a KOHCYJIbTalMEH K
npenoaaBarento. Mnas Ha KOHCynbTalMio, HEOOXOJUMO XOPOLIO MpOAYyMaTh
BOIPOCHI, KOTOPbIE TPEOYIOT pa3bsCHEHUS.

B nauane 3aHatus oOyyaroniyecs moJi pykoBOJCTBOM IpernoaaBarens 0olee
rIIyOOKO OCMBICTMBAIOT TEOPETHUECKHE TIOJNOKEHUS TI0 TeMe 3aHsTHA,
PacKpbBIBAIOT U OOBACHSIOT OCHOBHBIE SIBJICHUS U (akThl. B mporiecce TBOpUeCKOro
OOCYXKICHHsSI M TUCKYCCHH BBIpAOaTHIBAIOTCS YMEHHS W HaBBIKM HCIIOIH30BATh
puoOpeTEeHHBIC 3HAHUS I PEIICHUS PaKTUUECKUX 3a/1a4.
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