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Y4eOHO-METOMMYECKNT ~ KOMIUIEKC  JUCIMIUIMHBI  pa3paboTaH B
COOTBETCTBUU ¢ TpeOoBaHusIMU DenepaibHOrO 3akoHa oT 27.12.2012 Ne 273-03
«O6 obOpazoBanun B Poccuiickoit ®enepauuny, DPIrOC CIIO, Ilopsnka
OpraHu3allii M  OCYUIECTBJIEHUS  00pa3oBaTEIbHOM  JEATEIBHOCTH  T10
00pa3oBareyibHbBIM TporpaMMaM CpEeIHEro MpOoPEeCCHOHAIBHOIO 00pa3oBaHuUs
(ytB. Ilpukazom Munnpocsemenus Poccun ot 24.08.2022 No 762).

Y4eOHO-METOAMYECKUI KOMILJIEKC AMCIMIUIMHBI OAOOpPEH Ha 3acelaHHH
Kadeapsl FIKOHOMUKH U OyXTaJaTepCKOro y4yeTa.

[Tpotoxon ot 24 nexabps 2023 1. Ne 5.

H.I1. Cemetiknna

(?/f{mb) (MHUIHMATIBL, (haMUITHST)

PazpaboTumk:
IIPENnoAaBaTellb . . A.N. IImoiinoBa

3aBeayromuii kaheapoin

(3aHMMaeMasi J0JDKHOCTD) ﬁnnmn) (vHULHATBL, aMHIIHs)
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1. MIPAKTUYECKHUE U UHTEPAKTUBHBIE 3AHATUSA
ITO YYEBHOU JUCIHUIIJIMHE

OI1. 13 JlokyMeHTAIIMOHHOE 00ECIICUEHHUE VIIPABJICHUS
(MHICKC, HAUMEHOBAHKE YICOHOW JTUCIUILITHHEI )

1.1. Ilnanpl NPaKTHYECKUX 3AHATHHA MO0 YUeOHOU TMCIUTIIMHE

Tema 1. CylmHOCTh JOKYMEHTAIIMOHHOTO 00ECIICUEHH S YIIPABJICHUS - OYHAs
dbopma — 2 yaca, 3aouHas — () 4acos.

Cooepoicanue: TOHATUA «MHPOPMALUSI» U «TOKyMEeHT». Poib undopmariu
B COLMATIbHO-DKOHOMHUYECKHUX Tporeccax. I[loau@yHKIHMOHAIBHOCTh TOKYMEHTA.
HNudpopmanmonnas, KOMMYHUKATUBHAsI, COLlMaIbHAs, KYJbTypHas,
ylpaBleHYECKas, IMpaBoBasi, HUCTOpUYECKas M Jpyrue (PyHKIUU JOKYMEHTOB.
[TonsiTue o pokymeHTHpoBaHUU. OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUS.
MartepuanbHble HOCUTEIN HHPOPMAIMM M HMX BIUSHHE HA JOJIFOBEYHOCTb U
COXPAaHHOCTb  JOKYMEHTA. 3aKOHOJATENIbHbIE  aKThl, PEMNIAMEHTUPYIOLIUE
OopraHm3anui paboThl C JOKYMEHTHpoBaHHON wuHMopManueil. HopmarupHo-
METOMYECKHE JOKYMEHTbI, PErJIAMEHTUPYIOIINE MOPSAI0K BblAa4l U TpeOOBaHUS
K Oo(dopMIICHHIO KOMUWA B OpraHU3alusix, KOTOpbIE SBISIOTCS aBTOpaMU
JIOKYMEHTOB. OcHOBHbIE HOpPMAaTUBHbIE aKThl, pErIAMEHTUPYIOLIUE
JOKYMEHTHUPOBAHUE YIPABIECHYECKOU NEATEIIBHOCTH.

Bomnpocsr:

1. CymHocTs HHPOpPMAIMHN U JOKYMEHTA;

2. OyHKIMH TOKYMEHTA;

3. [lousiTre u cocoObI TOKYMEHTUPOBAHHS,;

4. Hocurenu uadopmaruu;

5. HopmaruBHble  aKThl, pErJaMEHTUPYIOIIUE JTOKYMEHTHPOBaHHUE
YIPaBIEHYECKON JESTEIbHOCTH.

Jluckyccust o oKiIagam:

1 . lemonpous3BOACTBO B TopeBOIOIMOHHON Poccuu (o 1917 1.):

- OT MOSIBJICHUS MEPBbIX TOKYMEHTOB JI0 MPUKA3HOTO JEI0NPOU3BOACTBA (X-
XV BB.);

- KoJuiexkckoe aenornpoun3Boactso (XVIII B.);

- MHUHUCTEPCKOE  (MCHOJHUTENbHOE) aesonpou3BocTBo (XIX-Hauano
XXB.).

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

- OT pa3pO3HEHHBIX YCUJIUU MO YHOPSAOUYECHHIO JEJIONPOU3BOJICTBA JI0
pazpabotkn EnuHO#l rocymapcTBeHHON cucTeMbl jaenonpousBoactBa  (1917-
1973rr.);

- OT TpaJMIMOHHOTO JIEJONMPOU3BOJACTBA K JIOKYMEHTAllUOHHOMY
00€ecCTeueHnI0 yIpaBieHusl.

3. CoBpeMEHHOE POCCUICKOE JIETOMPOU3BOJICTBO.



TeMbl 1OKIIa10B:
1. Dtansl pa3BuTH A€JI0NPOU3BOICTBA B Poccuu.

Tema 2. VYmnpapineHueckass AokyMeHTauus. DyHKIMM YHNpPaBICHYECKON
JOKyMEHTAaIuu. YHUDUIIMPOBAHHBIE CUCTEMbI YIIPABICHUECKOW JOKYMEHTAIUU —
ouHas opma — 4 yaca, 3aouHas — 1 gac.

Cooeporcanue: XapaKTEpUCTUKAa M COCTAB OPraHU3ALMOHHBIX JTOKYMEHTOB.
XapakTepucTuKa M COCTaB PaCHOPSIUTENbHBIX JTOKYMEHTOB. XapaKTepUCTUKA U

cocTaB  MH(MOPMALMOHHO-CIPABOYHBIX  JOKYMEHTOB. Yuubpukauus  u
CTaHJapTU3aLUA. IlonaTne «cucrema JOOKyMEHTaum», €€ IIPU3HAKH.
QOyHKIMOHAJIIBHBIE M OTPACIEBBIE CHCTEMBI  JOKYMEHTALUU. [lonsatne

«yHU(UIUPOBAaHHAs CUCTEMA JIOKyMEeHTauum». ['ocynapcTBEHHbIE CTaHAAPTHI HA
YHU(QUIMPOBAHHBIE CHUCTEMBbl JOKYMEHTALlMM, pErjiaMEeHTHpYIOUIe oO0Iume
OpaBWwia HX pa3pabOTKM M HocTpoeHus (opmynsapa-odpasua. IlonsTue
«yHU(pUUUPOBaHHBIE (OPMbI JOKYMEHTOB. OOIIEpOCCHIMCKHE U OTpacieBble
YHU(PUIMPOBAaHHBIE (OPMBI JOKYMEHTOB; YHU(DULIMPOBAHHBIE (POPMBI TOKYMEHTOB
IIPEANPUATHS, NTOPSAOK UX BBEACHUS B JACHCTBHE. Pacrpesnenenne cocraBa BUIOB
U Pa3HOBHUJIHOCTEM JOKYMEHTOB OIIPENEIEHHOTO KOMILIEKCA [0 3ajadaM
ynpasieHus.  Buapsl konuil. TpebGoBanus K O(GOPMIICHHIO Pa3IWYHBIX BHUIOB
KOIIMI JOKYMEHTOB. HopmartnBrO-MeTOIMUECKHE JNOKYMEHTBI,
perJaMeHTUpYIOIIue MOPSAOK BblIayd U TpeOOBaHUA K O(DOPMIICHHIO KON B
OpPraHMU3aLNsIX, KOTOPBIE ABIIIOTCA aBTOPAMM JTOKYMEHTOB.

Bomnpocsr:

1. XapakrepucTuka M COCTaB OpPraHU3ALMOHHBIX, PACHOPAIUTEIBHBIX U
MH(POPMaLMOHHO-CIPABOYHbBIX JOKYMEHTOB;

2. VYHu}pUKaus U CTaHJapTU3ALUs JOKYMEHTOB;

3. CymHocTh YHU(PUIUPOBAHHON CUCTEMBI JOKYMEHTALMH.

3amanue:

1. CocraBbTe cxeMy «CTpyKTypa 3aKOHOJATEIbHOM M HOPMATUBHOM Oa3bl
JIEIONPOU3BOICTBAY.

2. CocraBwTe cxembl «CTpykTypa ciay)0n1 JIOY manoii / cpenneit / KpymHOM
OpTraHU3aIII)

3. CocTaBieHue TOKHOCTHOM HHCTPYKIIMK PAOOTHUKA;

4. CocraBienus Tabens GopM TOKyMEHTOB, IPUMEHSEMBIX B OpraHU3aIIH.

Tembl TOKIa0B:

1. Krnaccudukanus ynpaBieHU€CKUX JTOKYMEHTOB IO COACPKaHUIO;

2. Krnaccudukanus — ynpaBlieHYECKHMX  JOKYMEHTOB IO  BHJAAM
NEeSATETbHOCTH.
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Tema 3. IloHsATHe «pEKBHU3UT MOOKyMeHTa». (CxemMa pacnoJioKEHHS H
XapaKTepUCTHKa PEKBU3UTOB — OYHas popma — 2 yaca, 3a0yHasi — 1 yac.

Cooeporcanue: TOHATHE «peKBU3UTY». I[lOCTOsIHHBIE U TMEpEMEHHbIE
PEKBU3UTHI, MOPSAOK UX HAHECEHMs MPHU COCTABJICHUHU JOKYMEHTa WM padboTe ¢
HuM. [IpaBuna opopmieHus peKBU3UTOB. YTIOBOE U MPOJOJIbHOE PACTOIOKEHUE
PEKBU3UTOB JOKyMeHTa. CTPyKTypa JOKYMEHTA.

Bomnpocsr:

1. [lousiTvie 1 BUABI PEKBU3UTOB;

2. IlpaBuna oopMIIeHUST PEKBU3UTOB,;
3. PacnonoxeHne pekBU3UTOB.

3amaHus

1. CocraButh 00K OJaHK KOHKPETHOW OpraHu3aluu C MPOJOJIBHBIM U
YIJI0OBBIM PACIIOIOKEHUEM PEKBU3UTOB Ha opmaTe A4.

2. CocraBuTh 0JIaHK KOHKpETHOro BuAa. COCTaBUTH OJIAHK CTPYKTYPHOI'O
NIOJIpa3/IeJICHUs] OpraHU3aluu WIN JOJDKHOCTHOTO JIMLA.

Hcxoanbie napaMeTpsl A1 0pOpMIIEHUs OJIaHKOB:

Opranu3zaius — 001IECTBO C OTPAaHUYEHHON OTBETCTBEHHOCThIO «Bepcaiby;

CrpykrypHoe noapasaenenue — ciyxoa JJ0Y;

JIOJKHOCTHOE JIMIIO — FT'€HEPaJIbHBINA JUPEKTOD;

CnpaBouHbIe 1aHHBIE 00 opraHu3anuu — r. Boponex, yin. Mupa, 14, od. 16,
ten. 220-90-45, daxc 245-37-47,;

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

1. T'apanTuiiHO€ MUCHMO — 3TO:

A) NOKyMeHT, cooOujaromuii o NpUONMKEHUH, YCKOPEHUHU, HCTEYEHHUU
CPOKa UCIOJIHEHUS KaKOT0-JIN0O0 NeHCTBUS

B) nokymeHT, copepxaiinii mpuriameHue Ha MEpOTIPUsTHE

C) noKkymMeHT, B KOTOPOM TrapaHTHPYeTCs OILIATAa BbINOJHEHHOH
padoThHI MM PEeAOCTABJIEHHE 4ero-i1u00 (padoThl, MOMELeHus U T.J.)

D) n10KyMeHT, OATBEPKAAIOIINN TOITYYEHUE [IEHHOCTEN

2. JlaiiTe onpeneneHue T0KyMEHTa:

A) MarepuadbHbIi 00beKT ¢ uHpopManuei, 3apUKCHPOBAHHOI
CO3JaHHBIM YEJOBEKOM CcHoco0oM, aiasi e€é mnepejayd BO BpeMeHH M
NPOCTPAHCTBE

B) coBOKYITHOCTb pEKBU3UTOB O(QUIIMAIBHOIO IUChMa

C) cranapTHOE pacnoIoKEHUE MaTepuaa

D) Tekct

3. Jlaiite onpenenenue Gopmyispa-odpasua:

A) COBOKYITHOCTb PEKBU3UTOB JIEJIOBOIO ITMChMA
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B) COBOKYITHOCTD PacCnoJIOKEeHHBIX B onpeaeJeHHOH
MOCJIe0BATEJILHOCTH  PEKBHU3MTOB, MNPHUCYHIUX  BCeM  JOKYMEHTaM
onpeaeJieHHOH CUCTEeMbI IOKYMEHTAIMA

C) COBOKYIHOCTh PEKBU3HUTOB MPUKa3a

D) cOBOKYNHOCTb PEKBU3UTOB aKTa

4. Jenonpous3BOACTBO - ATO:

A) npaBuibHOE 0(OpMIIEHUE TOKYMEHTOB.

B) opranuzaius 1o0KyMeHTO000pOTa B YUPEKACHUH.

C)  COBOKYNHOCTb  JIOKYMEHTOB,  OTpaXarOUMX  YNPaBICHYECKYIO
JeSITEIbHOCTD YUPEKICHUS.

D) coBokynmHocTh PpadoT MO [JOKYMEHTHPOBAHMIO [IeSTeJbHOCTH
yHpaBJeHHUs U N0 OPraHU3ALHH JOKYMEHTOB B YUpe:KIeHHMN.

5. Kakast pyHKIMsI OTHOCUTCS K OOIIMM (PYHKIMSIM JOKYMEHTA!

A) 001IeKyIBTYpHAS;

B) undopmanuonnas;

C) nmpaBoBas;

D) ynopsinouunBaronas.

6. JlokyMeHTallMOHHOE 00€ecTieueHre ypaBlIeHUsI — 3TO:

A) mpoliecc yCTaHOBJICHHUS U IPUMEHEHUS MPaBUII C LEJIbI0 YIOPSA0UYEHUs
NESATEIbHOCTH B IEIOMPOU3BOJICTBE.

B) nesiTeIbHOCTH ammapara ynpaBJieHHsl, OXBAaTbIBAKOIIAs BOINPOCHI
AOKYMEHTHPOBAHUS U OPraHU3aluM PadoThl ¢ JOKYMEHTAMM.

C) COBOKYNHOCTh JOKYMEHTOB, NPHUMEHSEMBIX B ONpPEICIICHHON cdepe
NESATEIbHOCTH.

D) COBOKymHOCTb pPEKBU3HTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C
bopMyIIIpOM JOKYMEHTA.

7. YKaxXuTe OTIIMYUTEILHOE CBOMCTBO JJOKYMEHTA:!

A) KOIMIHOCTB;

B) ropuanyeckas cujia;

C) MHOXXECTBEHHOCTb;

D) To4HOCTb.

8. Komnexckoe 1enonpou3BoJICTBO - 3TO

A) paéoTra ¢ JOKyMEeHTAMU, NIPOBOAMBIIASICA B KOJIJIETHSX

B) pabora ¢ qoKyMeHTaMu, MPOBOAMBIIASICS B IPHKA3ax

C) pabota ¢ nokymeHTaMu, poBoAuBILIAasAcs B COBETCKUX YUPEKACHUAX

D) pabota ¢ nokymMmeHTaMH, TPOBOAMBINASACS B MUHUCTEPCTBAX

9. HaszoBuTe naBa OCHOBHBIX (QopmaTa, Ha KOTOPBIX OGOPMIISIOTCS
nokyMeHTsl OPJ]

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 HOpPMATUBHBIA JIOKYMEHT, Ha OCHOBaHUU KOTOPOTO
obopmitstorcst 1okymeHTsl OP /]

A) MHCTPYKIIUS IO I€JIONPOU3BOJCTBY
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B) monoxenue 06 apxuBHOM onme PD

C) 'OCT 6.30.-2003

D) I'OCT 16.48.7-70

11. O6s3aTenbHbI PU3HAK HAa JOKYMEHTE, YCTAHOBJIICHHBIA 3aKOHOM —
3TO

A) uHTEpBaNI

B) pexBu3ur

C) monoxenue TadymsiTopa

D) smbnema

12. OxapakTepu3yiiTe C TOYKH 3pEHUS MPUHAIICKHOCTH K PEKBU3HTAM
cnenyromuid pparmenT: O6 nHGOPMAITMOHHOM 00eCTICYeHUN

A) Bu3a

B) 3arojioBok

C) pesomorus

D) Tekct

13. OxapakTepu3yiiTe C TOYKH 3pEHUS MPUHAIICKHOCTH K PEKBU3UTAM
caenyronuit pparment: Y TBEPXIIAIO Tupexrop i/m U.O0.®. 13.02.98

A) rpud yrBep:KIeHus

B) 3aronoBok

C) pesomorus

D) noamnuce

14. OxapakTepu3yiiTe ¢ TOUKH 3PEHUS PEKBU3UTOB CIEAYIOLIUIN (hparMeHT:
«Bx. Ne 0000 /TaTa 00.00.00»

A) pesomonus

B) orMeTKa 0 MOCTYIUICHUH JOKYMEHTAa

C) oTMeTKa O HATMYUU TPUITOKEHHIM

D) noanuck

15. OxapakTepu3yiiTe ¢ TOUKH 3pEHUS] PEKBU3UTOB CIEAYIOMINA (PparMeHr:
“02.03.98.”

A) moanuck

B) nara

C) pesomorus

D) oTmeTka 0 HAIMYUU PUITOKEHU T

16. Ilepeunciure OCHOBHBIE BUbI OJJAHKOB

A) o0mmii 0J1aHK, OJIaHK VIS TUCeM, OJIAHK C MPOA0JbHBIM M YIJIOBBIM
pacnosio:KkeHueM PeKBU3UTOB

B) cyiiectByeT TOJNIbKO OJaHK C MPOAOJIBHBIM U YIIOBBIM PACIOI0KEHUEM
PEKBHU3UTOB

C) cymiecTByeT TOJIBKO 0OIIHiA OaHK

D) cymiecTByeT TOJIBKO OJIaHK ISl TTUCEM

17. PexBu3uT - 310

A) o0s13aTe/IbHBII MPU3HAK HA JOKYMEHTE, YCTAHOBJIECHHbI 3AaKOHOM

B) cucrema noxkymeHTanuu

C) cmyxebHOe moJie

D) pabouee mose



Tembl TOKIaA0B:
1. Hasznauenwue u ob6nacts npumenenus 'OCT P 6.30 — 2003.

Tema 4. OcHOBHBIE VYOPABJICHUYECKHE JIOKYMEHTBI, COCTaBJICHUE W
odpopmiieHue — oyHasi popma 6 4acoB, 3a04Hasi — 2 yaca.

ConepxaHue: cocTaBieHUE U O(OPMIEHHE OCHOBHBIX YIIPABICHUECKHUX
JOKYMEHTOB: YCTaB, IOJIOKEHUE O CTPYKTYPHOM IOAPA3IAECICHHUH, MPOTOKOJIBI,
aKThl, 3aKJIIOUEHUS, CIy>KeOHBbIE 3aMUCKH, IOKJIAJbl, IUIaHbI, 0030pBI, CIPABKH,
MChbMa U Jp.

Bomnpocsr:
1. OcHOBHBIE BU/IbI YIIPABIEHYECKUX IOKYMEHTOB;
2. OopmiieHHE OCHOBHBIX YIIPaBIEHUYECKUX TOKYMEHTOB.

Ynpaxnenue 1.

CocraBpTe 3asBiIEHME, OJIaHK OpraHM3allM, CIyKeOHYI0 3amucKy (Ha
CBOOOIHYIO TEMY).

VYpaxsaenue 2. CocTaBbTe CIEAYIOMNAE JOKYMEHTHI:

1. CocraBpTe npHKa3 IO OTKPHITOMY aKIMOHEPHOMY OOIIECTBY
«HoBocuOupckuii 3aBoji XMMKOHIIEHTPATOBY» 00 YTBEPKICHHUH HHCTPYKIHH IO
JEJONPONU3BOACTBY Ha 3aBoJe. B KOHCTatupyromen 4YacTd YyKaXKHUTE, 4YTO B
COOTBETCTBUM C TUIOBOM MHCTPYKLHUEH IO AEJIONPOU3BOJCTBY B MUHUCTEPCTBAX,
BenoMcrBax  Poccuiickorn  ®denmepannu,  yTBEPKIACHHOM  PACHOPSKEHUEM
[TpaButensctBa Poccuiickoit @enepaunu ot 24.06.92 Ne 1118-p mpencenarenem
Komurera o aenam apxuBoB npu IIpasutenscte PO [Muxos IL.I., u ¢ TOCT P
6.30-97 kaHuenspuen 3aBoja pa3padOTaHbl MOPSIOK MPOXOKACHUS JOKYMEHTOB U
CTaHAApTBl HA  OPraHU3ALMOHHO-PACIOPSAMTENIBHYI0  JAOKYMEHTaluw. B
pPacCHOpPSIIUTEIILHON YacTH YTBEPAUTE HHCTPYKLHUIO M IOPYYUTE 3aBEAYIOIIEH
KaHLEeIsIpue  00ecrneuuTb  METOJMYECKOE  PYKOBOJCTBO  OpraHM3aluen
JIEJIONPOU3BOJCTBA HAa MPEANPHUATUN U YCTAHOBUTH KOHTPOJb 3a COOJIIOACHHUEM
TpeOOBaHUI MHCTPYKLIMH.

2. CocraBpTe MpPOEKT MpHKa3za MO OJNEKTPOBAKYyMHOMY 3aBofay 00
YCTaHOBJCHUH  €IUHOTO0  peXMMa padoThl  IEHTpPalbHBIX  CKIaAoB. B
KOHCTaTUPYIOIIEH 4acTh OTMEThTE, YTO OTIIYCK LI€XaM MAaTE€pUalOB CO CKJIa/JI0OB
OpeanpusThs B TeyeHHWe padodero [OHA HapyllaeT HOPMalbHYIO paboTy
CKJIQJICKOTO ammapara. B pacnopsauTelbHONW YacTH YKaXXUTE€ KOHKPETHBIE Yachl
OTIyCKa MaTEpHAIOB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JOJLKHOCTHBIX JIML (B
JUPEKIMM M 1eXaxX), KOTOpble OTBEYal0T 3a IIepeBOJ CKIAJ0B Ha Oosee
pauuoHanbHbli pexuMm 10 paboTel. OcTajbHbIE IMYHKTHI B PacHOpSIUTENIBHOM
YaCTU U IPYTUe PEKBU3UTHI YKAXKUTE CAMOCTOSTEIBHO.

3. Hamummre mnpoekt mnpukaza 1mo OAO «Oxcua» 00 wurTorax
JOKyMEHTaJIbHOW peBu3uu pabotel npeanpusatus ¢ 01.02.2000 mo 01.09.2000. B
aKTe pPEBU3UU 3a(PUKCUPOBAHBI CIEAYIOLIUE HENOCTATKU: HE YIOPSIOYEH Y4YeT
JMYHOIO COCTaBa, HEKOTopble JuuHble nena WMTP Haxomsdrcs B 3alyllieHHOM
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COCTOSIHMM; Yy 3aBeayromero ckiaaoMm wMerawioB IlerpoBa JILH. oka3anuchk
W3JIMIIKK JIMCTOBOM cTanmu (320 Kr) M Hemoctada cTaibHOM JieHThl (185 Kr);
JOMyCKaeTcsi HEOOOCHOBAHHOE CIMCAaHWE YMaKOBOYHOW Oymaru, rBO3Jed U
3amacHbIX YacTed NJisi peMOHTa O00OpYJOBaHMS; B MEXaHUYECKOM LIeXe JIOMYIIEH
nepepacxo/ Mpumnosi B kojuyectBe 60 Kr; 3aBeyIOLIUM CKJIAJCKUM XO035SHCTBOM
[1.1. SIxoBieBBIM HECBOEBPEMEHHO OTTPYKE€HA MOCTABIIMKaM BO3BpaTHas Tapa, 3a
4TO 3aBOJIOM yIuiayeH mtpad B cymme 1,5 Toic. pyO. JIpyrue pekBU3UTHI YKaKUTE
CaMOCTOSITEIIBHO.

4. CocrtaBbT€ MNpUKa3 IO CTPOUTEIBHOMY KOONEPATUBY «3aIlyCK» O
HEMPAaBWIHLHOM UCIIOJIb30BaHUU CTPOUTEIBHBIX OTXOJ0B. B BBOJHON wyacTu
YKa@XUTE, 4YTO MpPU HpOBEpKE padOThl CKJIaJa MNHJIOMAaTEPUAIIOB YCTAaHOBJIEHBI
(bakThl OTIyCKAa B KOTEIBHYIO JJISi CKUTAHUSI OTXOJOB MHJIOMATEPHAIIOB JJIMHON
cebiie 20 cM. B 3aKIIOUUTENBHONM YacTH CJIEAYET MNPEIJIOKUTH 3aBEAYIOLIEMY
CKJIaJIOM OpPTaHU30BaTh pabOTy IO peain3alii OTX0/I0B YACTHBIM JIUIAM.

5. CocraBbTe mnpuka3 no npennpusatuio «Caitii»y 00 UTOrax peBU3UH 110
npoBepke (uHaHCOBOro yuera. B KoHcCTaTHpylomed YacTh YKaXHUTe, 4YTO
peBu3ueil oOHapykeHbl (aKkThl TpyOOro HapyleHus] (PUHAHCOBOTO Y4eTa, MOJHOE
OTCYTCTBHE y4€Ta U OTYETHOCTH 10 KOMaHAMPOBKAM, OTCYTCTBHE KypHaJla yyeTa
JIOBEPEHHOCTEM.

6. CocTtaBbTe mpuKa3 00 utorax padbotsl ¢ JokyMeHTamu B 1998 r. 8 OAO
«Poguna». B koHcTaTupyloLeil 4acTH yKaXKMTE€ Ha HU3KYI0 TPeOOBaTEIbHOCTH
PYKOBOJUTENEH MOAPA3ACICHUI K KAYECTBY MOJATOTOBKU JOKYMEHTOB U KOHTPOJIS
32 WX HUCIOJIHCHWEM. B pacmopsautensHON dYacT oOpaTUTe BHUMAaHUC
PYKOBOAMTENEH Ha MOBBIIIEHHE TPEOOBATEIBHOCTH K PaOOTHUKAM B 4acTHU pabOThI
¢  noxkymeHtamu. JlaiiTe  3agaHuMe  COTPYOHMKY,  OTBEYamIIeMy  3a
JIEJIONPOU3BOICTBO, Pa3pabOTaTh MEPHI MO YIYUIICHUIO 3TON pabOTHI.

7. Hamumure  nOpoekT — mpuKaza — OUpEKTopa  3aBoja  TOYHOIO
MAaIIMHOCTPOEHUSI O MPEMUPOBAHUU PAOOTHUKOB IMJIAHOBO-3KOHOMHUYECKOTO
oTzena 3a JOCPOYHYI0 pa3paboTKy Texmpom@uHiuiana. [Ipemus BblmaeTcs u3
dbonma MarepuaibHOro mnoomipenust B pasmepe 60% mecsuHoro okiana. pyrue
JAHHBIE B TEKCTE U PEKBU3UTHI YKAXKUTE CAMOCTOATEIBHO.

8. CocraBbTe MOKJIAAHYIO 3amucky Oyxranrepa Tumommuount WM. II.
riiaBHoMy Oyxranrepy ¢dupmsl «Pyoun» babuuery ILII. ot 15.09.2008 o
npousBeaeHHon Tumommuon M. II. mpoBepke BBINOJHEHMS INPUKa3a IUPEKTOPA
bupmer ot 12.01.2007 Ne 92 «O cocrossHuM OyXraaTepckoro ydeTa Ha
CTpOUTENbCTBE 0a3bl OTAbIXa B pailone O6ckoro Mopsi». B npukaze ObUIM yKa3aHbI
KOHKPETHBIE CPOKH JIMKBUAITUU HEAOCTATKOB, 0OHApYXKeHHBIX B stHBape 2008 1. B
TOKIaaHON 3amucke 11 AOMKHO OBITh OTMEUYEHO BBIIOJTHEHHE BCEX ITYHKTOB
IIpUKa3a, 32 UCKIOYEHUEM MTYHKTOB 00 OpraHu3aliyd PaBHOMEPHOW €)KEIHEBHOU
clayu paboyuMu HapsaoB Oyxrantepy. BoispieHo, uto 25 depans 2008 r. ObL10
caaHo Toiibko 35,2% Bcex HapsaoB. OctanbHble Hapsiasl caaHbl 1 mapra. Ilo
rpa@uky CpoK cAadyd TMOCJIEIHUX HapAIOB 3a MPOLUIbIA MecCsll YCTaHOBJICH
NepBOro  uucia ciuenytomero Mecana. OcrajabHble  JaHHBIE — YKAXKUTE
CaMOCTOSITEIIbHO.
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9. CocTaBbTe NMOKIAAHYIO 3aMHCKy TJIABHOTO OyxXTrairepa IUPEKTOpy 00
UTOrax paboThl MO IEHTpaTU3alMK pacyeToB ¢ padounMu U ciayxamumu B BI]
3aBoaa. lleHTpanmu3amusi pacdeToB Jajla BO3MOXHOCTH IE€PEBECTH Ha APYTYIO
paboTy mATh OyXrajaTepoB LIEXOB, YMEHBIIUTH OIIMOKH B pacyeTrax ¢ paboYrMHU U
CIIy’KalllUMU, YCHWIIUTh KOHTPOJIb 3a pacxojoBaHueM (OHI0B 3apaboTHOI miaTel. B
3aKJII0OYeHHEe HEOOXOAMMO TIOCTaBUTh BOIPOC O MPEMHUPOBAHWU DPAOOTHUKOB
oyxrantepuu u BII, obecneunBaronx nepexo] Ha IEHTPAIM30BAaHHBIN pacyer
3apaboTHOM 1IaThl MO 3aBoAy. OCTanbHbIe JaHHBIE YKAXKUTE CAMOCTOSTEIBHO.

10. CocTaBbhTe MOKIATHYIO 3aMHUCKy CEKpeTapsi-pedepeHTa pyKOBOIUTEIIO
npennpusitus o0 yrepe pabotHukom CrenmanoBsiM [.M. mnmcbpma-3ampoca,
MOCTYIUBIIETO B apec MPEANPHUATHS 1Ba MecsLa Ha3as.

11. CoctaBbTe u oopmure Tenerpammy bupmsl «HOHuCH6» Kemepockomy
npennpusituio «Kpucramum O MOJHOM OTKa3e OT OIUIaThl 3a MOCTYNHBIIYIO
IOPOAYKIUIO B CBSI3M C T€M, YTO 3Ta MPOAYKUUS He Obula 3akazaHa. OcraibHbIC
PEKBU3UTHI YKAKUTE CAMOCTOSITEIIHHO.

12. CocraBbTe IOKIAJHYIO 3alUCKy HayaJbHUKA OT/ENa PYKOBOAMTEIIO
npeanpusTis 0 (pakTe HEBBINOJIHEHHUS PACHOPSHKEHUSI 0 MOHTa)ke 000pyIOBaHUSA
Ha y4acTKe M0 IPUYHMHE CJIad0ro KOHTPOJISI CO CTOPOHBI INIABHOTO MEXAHHUKA.

13. CocraBbTe NOKJIAIAHYIO 3alUCKy TJIABHOTO OyXraiaTepa pyKOBOIHMTENIO
OpenpusTHs O HEOOXOAMMOCTH UEHTPAIM3ALUU pacueToB C pabOTHUKaMU
npennpusitus. B 00s3aHHOCTH yYeTHBIX PAaOOTHHUKOB IE€XOB JOJDKHO BXOAMTH
b 0pOopMIICHHE MEPBUYHBIX JOKYMEHTOB IO y4eTy BhIpabOTKU. B moxmamHoi
3alliCKe HEOOXOAMMO MOAaTh MPEUIOKEHHE O MEPEecCMOTPE IITATOB OTYETHBIX
paOOTHUKOB B II€Xax M TJIaBHOW OyXTainTepuu U3 pacuera OOIIEr0 COKpalleHHUs
ITaToB HE MeHee yeM Ha 20%.

14. CocraBbTe AOKJIAIHYIO 3alMCKy O MPUYMHAX HECBOEBPEMEHHOCTH
npeacTaBieHus MH(pOpPMaluu O BBHIOJHEHHUU MpHKa3a aupekTopa. OcranbHble
PEKBU3UTHI YKAKUTE CAMOCTOSITEIIHHO.

15. CocTaBbTe AOKIAIHYIO 3aMMCKYy HAaYaJbHUKA IJIAHOBO-3KOHOMHUYECKOTO
oTJeNa PYKOBOIUTENIO TMPEeAnpusTus o0 oOecrnedeHnn OTaena YeThIpbMs
KoMmrbioTepamMu. OCTajbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTENHHO.

16. CocraBbTe MNPOTOKON 3acelaHUsl HHBEHTAPU3ALMOHHON KOMHCCUH
3aBOJia Ta30BOM amnmaparypbl, HA KOTOPOM pacCMaTPHUBAJICS BOIPOC O pe3yiIbTaTax
WHBEHTapu3aluu no ckiaxy Ne 2 BcmoMorareiabHbIX MaTepuainoB. Ha 3acemanuu
ObLIO MPUHATO MOCTAHOBICHHE 00 YTBEPXKACHUU PE3yIbTATOB MHBEHTApU3AINH U
OTHECEHHUsI 3a CUeT 3aBEIYyIOIIET0 CKJIAJOM HEIOCTauyd BCIIOMOTraTeNbHBIX
MaTepuagoB B cymme 365 MiIH pyO., a TakyKe 3aUUTaHbl CIUYUTEIbHAS BEIOMOCTh
12 mo ckmamy Ne 2 u OOBsICHUTENbHAs 3alUCKa 3aBEIYIOIIETO CKIIAIOM.
OcTanpHble JaHHBIE ONPEACIUTE 10 CBOEMY YCMOTPEHHUIO.

17. CocrtaBbTe TONHBIA TPOTOKOJN OOmIEro coOpaHus paboumx
IPOM3BOJICTBEHHOTO KOOIEepaTuBa «3aIyck», Ha KOTOPOM OOCYKJaJICs BOIPOC O
CO3JIaHUM MPOU3BOJICTBA CTPOUTENBHBIX MATEPUANIOB IS CTPOUTEIHCTBA >KUJIBIX
noMoB. Ha coOpanum Obuta 3aciymanHa uHGoOpManus Mpeacenarens o
BO3MOXKHOCTH CO3[aHMsI TaKOro IieXa M IepcrneKkTuBax ero pabotsl. Ilocie
oO0CyX/eHuss ObIJIO TPHUHATO peIIeHWe MOPYYUTh TMpeAceAaTeaio M  ero
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3aMECTUTENI0 IO CTPOUTEILCTBY B TE€UEHHE 6 MeECSIEB pa3BEpHYTh padOTy u
BBIJICTIUTH JUIs ATUX 1ieneit 315 muH. pyo.

18. CocraBbTe KpaTKui TMPOTOKOJ MPOU3BOJACTBEHHOIO COBEIIAHUS
pabOTHUKOB IJIAHOBO-3KOHOMHMYECKOTO OTJeJIa 3aBojia MeEJIpernapaTtoB, Ha
KOTOpPOM OBLIT pacCMOTPEH BOMPOC O JOCPOYHOM pa3paboTke TexmpomQpHuHILIaHA
Ha 2008 r. [Tocne oOcyxkaeHus MPOU3BOJICTBEHHOE COBEIAHNE IIPUHSIIO pellieHre
pa3paborarh TeXmpoMUHIUIAH Ha TPU JHS paHbIIEe YCTAaHOBJIECHHOTO CpOKa.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOSTEIBHO.

Tembl 1OKIa0B:
1. OcobeHHOCTH COCTaBIEHUSI U PabOThI C YIPABIEHYECKUMHU JOKYMEHTaMU
B CUCTEME 3JICKTPOHHOTO JOKYyMEHTOO0O0pOTa.

Tema 5. Opranuzanus JTOKyMEHTOOOOpoTa — ouHas (opma — 6 Yacos,
3aoyHada — 1 yac.

Cooepoicanue:  TOHATHE  JOKyMeHTOOOOpoTa.  OCHOBHBIE  TOTOKH
VIIPABICHYECKUX JIOKYMEHTOB: BXOJSIINAM, UCXOASIIMNA, BHYTPEHHUMU. [[BUXKEHUE
BXOJSIIUX YIPABJICHUYECKUX JOKYMEHTOB: MEepBUYHAs 00paboTKa, perucrpanus,
pPacCMOTpPEHHE PYKOBOJICTBOM OpTraHU3allUM, MEpeaaya Ha UCIOJHEHHUE, KOHTPOJIb
3a UCIOJHEHUWEM, CIUCAHHE UCIOJHEHHOIO JOKYMEHTa B J€J0. OTambl
MPOXOXKACHUA MCXOMSIIIMX JOKYMEHTOB: IOJTOTOBKA ITPOEKTA, COTJIACOBAHMUE,
0pabOoTKa MO 3aMEYaHUsIM, PETUCTPAITUS U OTIIPABKA.

Bomnpocsr:

1. TloHatue JOKYMEHTOOOOpPOTAa, OCHOBHBIE TIOTOKM YNPABICHUYECKHX
JOKYMEHTOB;

2. JIBMKeHUE BXOIAIIMX YIPABICHYECKUX JOKYMEHTOB;

3. JIBMXKeHue UCXOIAUIMX YIIPABICHUYECKUX JOKYMEHTOB.

Vopaxxnenue 1. Pacckaxute o0 Tpex  (Qopmax  opraHuzanuu
JIEJIONPOU3BOJICTBA B YUPEKACHUSAX.

Ynpaxnenue 2. CocTaBbTe ONKUCH JETA.

Yopaxuenue 3. OObscHHUTe, i1 YEro Hy)XHA UHCTPYKIUS IO
JeNONpPOU3BOACTBY B opranm3anuu. CocTaBpTe TMpHKa3 00 yTBEPKACHUU
MHCTPYKIMU 10 JEJIONPOU3BOACTBY B OPraHU3aLllu.

VYnpaxuaenue 4. PykoBoJACTBO opraHu3anvu PyKOBOACTBO CTPYKTYpPHBIX
nonpazaenenuit  Cekpetapb-pedpepent  Cekperapb-peepeHT  CTPYKTYpPHOTO
noapasaenenus Menomunrenn Kanuensapus

CocraBpTe (hopmysip-oOpazen JOJKHOCTHOM HHCTPYKLMH, PacKpOuTe
OCHOBHBIE pa3lesibl MHCTPYKIUH, PACCKaXHUTEe 00 00A3aHHOCTAX PYKOBOIUTEIS
CI1y>KOBI J1€J0IPOU3BOICTBA

Vopaxnenue 5. CocrtaBpTe akT 00 YHUYTOXEHUM JOKYMEHTOB 3a
KOHKPETHBIN MEPUOI.
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Yopaxuaeaune 6. CocraBbTe (hopmyssap-oOpasen] CBOAHOW HOMEHKJIATYPHI
eI, HOMEHKIIATypHhI JIEJT CTPYKTYPHOTO TIOIpa3AeiICHUsI.

Tembl TOKTa0B:
1. DIeKTPOHHBIN TOKYMEHTOOOOPOT: MPEUMYILIECTBA U HEJIOCTATKHU.

Tema 6. Jlenonpou3BoACTBO B KaJApOBOH City»k0e — ouHast popma — 6 4acos,
3aoyHas — 1 yac.

Cooeporcanue: YHU(PUITUPOBAHHAS cucTema OpraHU3aIMOHHO-
pactopsIMTEILHON JOKYMEHTAlMM 1O KaapaMm. JloKkymeHTarus TpyIOBbIX
OTHOIIIEHUW B KamapoBbIX ciy’k0ax. CoCTaB JTOKYMEHTOB IO JUYHOMY COCTaBy.
CocraBnenue u oQGOpMIICHHE 3asBICHUH, TPYIOBOTO J0TOBOpa (KOHTPAKTA),
JUYHOM KapTouku (Gopmbl T2, MpUKa30B MO KajapaM, XapaKTEpPUCTUKH PaOOTHHKA,
aBToOmorpadguu pabOTHHMKA, aHKEThl pPa0OTHUKA, JUYHOIO Jeja pabOTHHKA.
TpynoBas KHWXKKa: Bblgada, odopMmieHHe, xpaHeHune. DopMuUpOBaHHWE U
HOMEHKJIaTypa AeJl TI0 KaJpam.

Bormpocsr:

1. JlokyMeHTanus TpyI0BbIX OTHOIIEHUH;

2. CocraBienue u oQoOpMIEHHE JTOKYMEHTOB, pEriaMEHTHPYIOIINX
TPYAOBBIE OTHOILICHUSI.

VYmpaxuaenne .1 CocrtaBbTe mpuKa3 00 OCBOOOXKIEHWUU Bac OT PabOTHI B
dupme OAO «OPBUTA» B cBsI3u C epee3 oM Ha HOBOE€ MECTOKUTEIBCTBO.

VYopaxuenue 2 CocTaBbTe MPHUKA3 T€HEPATBHOTO IUPEKTOPa 3aKPHITOrO
akuuoHepHoro oobmecrBa «OMUY u K» o mpueme Bac Ha paboTy IJIaBHBIM
OyXTajaTepOM.

VYnpaxnenue 3. CocTaBbTe MPUKA3bI:

a) o nmpueme Ha paboty 3koHoMuctoM MBanory M.I1.;

0) o0 yBOJBHEHMH NEPEBOAOM B Jpyryr opranuzauuto IlerpoBa E.M.
Otnen xagpoB PykoBojacTBo (mpukasel pacnopsikeHus) COTpyIHUKU (3asBIICHUS,
O/mucTsl, TpynoBble kKHIKKM) HopMmatuBHble nokymeHThl: TK P®; komiekTuBHBIE
JIOTOBOPBI; 3aKOHBI; KIaCCU(PHUKATOPHI.

VYopaxuenue 4. CocTtaBpTe MNpuKa3 O TNepeBoje Ha paboTy BHYTpHU
OpraHHu3aIuH.

VYopaxuenue 5. CoctaBpTe mpuka3 00 YBOJIbHEHHU PabOTHHKA B CBS3H C
JUKBUJAIMEH PEATPUATHSI.

VYopaxuaenue 6. CocTaBbTe NpPOEKT KOHTpakTa o Bamemy Haiimy Ha
paboTy, omiaTe v yBOJIbHEHNIO. OCTaIbHbIE PEKBU3UTHI YKAXKUTE CAMOCTOSITENBHO.

VYopaxknenue 7. [loaroroBuTh JINYHOE 3asIBJIIEHUE HA UMS IUPEKTOPaA (PUPMBI
OT UMEHU COTPYIAHHUKA 00 YBOJIBHEHHUH 10 COOCTBEHHOMY JKEIAHHUIO.

VYopaxnenue 8. IloAroToBUTh JIWMYHOE 3asBICHHE HAa HMMsI HadajJbHUKA
CTPYKTYpPHOTO IOJPA3JeJIeHNsl OT UMEHU COTPYAHMKA O NPEJOCTABICHUU OTTYJIa
3a paboTy B Ipa3AHUYHBIEC THHU.
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Yopaxuaenue 9. [lonroroButh TudyHOE 3asBiIeHUE O pueme Bac Ha paboTy
HPKOHOMHUCTOM B TOCYJIapCTBEHHOE TMPEANpPUITHE IO CBSI3U U UH(MOpPMATHKE
«PoccBsizbUHPOPMY.

VYopaxunenne 10. IloaroroBuTh  3asiBIeHHE O  MPEIOCTABICHUU
aJIMUHUCTPATUBHOTO OTITYCKa [0 CEMEHHBIM OOCTOSITEIbCTBAM.

VYopaxuenue 11 CoctaBbTe pe3tome 1 aBToOMorpaduo o caMmom ceoe.

TeMbI TOKIIa10B:
1. TIpaBuna cocTaBieHUs pPE3IOME.

Tema 7. Texuudyeckoe oOecnedeHne pabOThl C  YIPaBICHYECKUMU
JOKyMEHTaMu — o4Hasi (hopma — 6 yacoB, 3aouHasi — () yacos.

Cooeporcanue: 0o0IIasi XapaKTEepUCTUKA W BUABl  OPraHU3AIMOHHBIX
TEXHUYECKUX  cpeAcTB. [lepcoHalibHble  KOMIMBIOTEPHl B COBPEMEHHOM
JIEOMPOU3BOJICTBE. [opsinok OpraHu3aluu JOKYMEHTOO000pOoTa C
UCIIOJIb30BAHUEM CPEJICTB TEJIEKOMMYHHUKAIUU. ABTOMATU3UPOBAHHBIE CHCTEMbI
JIOKyMEHTOO00pOTA.

Bormpocsr:

1. OOmas xapakTepucTUKa W BHIBl OPTaHU3AIMOHHBIX TEXHHUYECKUX
CPEICTB;

2. Ilopanok opraHu3anuu JOKYMEHTOOOOPOTa C HCIOJIb30BAHHEM CPENICTB
TEJIEKOMMYHUKAIIUY;

3. ABTOMaTU3UPOBAHHBIC CUCTEMBI IOKYMEHTO000POTA.

Tect

1.JlaliTe onpenesieHuE JOKYMEHTA:

A) MarepuaibHbIH 00beKT ¢ wuHpopmanue, 3a(PUKCHPOBAHHON
CO3JaHHBIM 4YeJIOBEKOM CIOCO00M, /It eé mepelayd BO BpPeMEHHU U
MPOCTPAHCTBE

B) cOBOKYITHOCTH pEKBU3UTOB O(UIIMATIBHOTO MUChMA

C) cranmapTHOE pacnoyioKeHHe MaTepuaia

D) Tekct

2. JIOKyMEHT, 3aKpeIusIloluil JIOJDKHOCTHOM M YHCIIEHHBIM COCTaB
OpeanpusITis ¢ ykazanueM (oH/Ia 3apaboTHON MIaThl — 3TO:

A) TOMKHOCTHASI UHCTPYKIIUS

B) ycras

C) nonoxxeHue

D) mraTHOe pacnucanue

3.JlokymeHT, (Gukcupyomuii Xoa oOOCYXIEHHs BOIPOCOB U TPUHSITHS
peuieHnii Ha coOOpaHusIX, 3aCelaHUsIX, COBEIIAHUSAX U T.I1.:

A) 00OBsiICHUTEbHAS 3aITUCKa

B) noxnaanas 3anucka
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C) akt

D) nporoxoua

4.Kakas GpyHKUIHS OTHOCUTCS K 0OIIUM (DYHKIMSM JOKYMEHTA:

A) 001IeKyIbTYpHAS;

B) undopmanmnonnas;

C) npaBoBasi;

D) ynopsigounBaromniasi.

5.Ecim Bam HeoOXoaumoO AaTh ONUCAaHUE PEKIAMHUPYEMBIX YCIYyr, Bbl
COCTaBUTE

A) OTOBOPHOE MUCHMO

B) pexiiamHoe nmucbMO

C) conmpoBOAUTENBLHOE TUCHMO

D) nuceMo-npuriamieHue

6.YKaxXuTe OTIMYUTENIbHOE CBOMCTBO IOKYMEHTA:

A) KONIMITHOCTB;

B) opuanyeckas cuJia;

C) MHOXECTBEHHOCT;

D) To4HOCTB.

7.Ecnu BaMm HeoOXOAMMO TMPUIIIACUTh OPraHU3alMi0 WM JIOJKHOCTHOE
JIMII0 HA COBEIllaHue, BCTpedy, Bl coctaBute

A) NUCBMO-NIPUTJIALIEHHE

B) conpoBoauTenbHOE MUCHMO

C) nucrMO-nIOATBEPKACHUE

D) noroBopHO€ MUCHMO

8.Ecin Bam HeoOxomumMo cooOUUTH O MPOBEAECHUM MEpONpusTus, Bbl
COCTaBUTE

A) conpoBOAUTENIBHOE TUCHMO

B) nucbmo-noaTBepkIeHNE

C) noroBopHO€ MUCHMO

D) undpopmanmuoHHoe nucbLMO0

9.Ecnu pacnopsiinTeNbHasl 4acTh TEKCTa HAYMHAETCS CJIOBaMH “00s13bIBal0”,
TO 3TO

A) ipukas

B) 3asaBnenue

C) pacnopsixkenue

D) ykazanue

10.adopManimoHHO-CIPAaBOYHBIN JTOKYMEHT, COCTABJISIIOIIMNACA TPYMION
JIMILL JIJTS TIOATBEPKACHUS YCTAHOBICHHBIX (PAKTOB — 3TO

A) nokJiajgHas 3anvcka

B) akT

C) npoToxo

D) oObsicHuTENbHAS 3aITUCKA

11.Ha3oBuTe MOKYMEHT, HE BXOJAIIMNA B TPYNNy paclopsAUTEIIbHbBIX
JTOKYMEHTOB

A) CTPYKTYpa M IITATHAS YMCJIEHHOCTh
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B) yka3zanue

C) npukas

D) mocraHoBneHue

12.Ha30oBuTE JOKYMEHT, HE BXOISAIIMA B COCTaB HH()OPMAIIMOHHO-

CIIpaBOYHBIX

A) IpoTOKOI

B) cnpaBka

C) pacnopsixkenue

D) akt

13.Ha3oBuTe yacTu TeKCTa MpUKa3a

A) KOHCTaTupyroas, BBOJAHASL

B) koHCcTaTHpYIOIIas1, pacCIIOPSAAMTEIbHAA
C) ocHOBHasi, pacropsiANTENIbHAS

D) BBOJHAsI, OCHOBHAS

14.0OcHOBHBIE YaCTH TEKCTA MPOTOKOJIA

A) KOHCTaTUpYIOIlas, BBOIHAS

B) ocHoBHas1, pacniopsiAuTeNbHAS

C) KoHCTaTUPYIOIIAsl, pacopsIUTEIbHAs
D) BBoaHAas1, OCHOBHASI

15.1IpaBoBoi1  aKkT,  W3JaBa€Mbldi  PYKOBOJUTEJIEM  MPEANPUATHS,

I[GI\/IICTBYIOIHCFO Ha OCHOBaHWHW CIAWHOHAYAJIWA, I Pa3spCHICHUA OCHOBHBIX U
OIICPATUBHBLIX 3aJa4 MPCAIIPHUATHA - 3TO

A) npukas

B) yka3zanue

C) pemenue

D) pacniopsixenue

16. Kakoii BapuaHT ohOpMIIEHHUS CIPABOYHBIX JAHHBIX 00 OpraHU3aluu U

KOJOB B OnaHKe OopraHu3alnuu SABJIACTCA IMPpaBUJIbHBIM

l. OO0111ecTBO € OrpaHUYEHHOM 2. OO011ecTBO ¢ OrpaHUYECHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mockaa, yi. ®epcmana, 1. 5/1 V. depcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; akc 721-19-00; Ten. (495) 721-33-33; daxc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKIIO 2356447, OI'PH 1127776500001;
WHH/KTIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne OT Ha Ne oT
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17. Kakoit BapuaHT o(OpMIECHHUS PE30TIOLUU PYKOBOIUTENS SIBISETCS
MIPaBUJIbHBIM?

1. KpaBuosy M.II. 2. Kpasory M.II.
[Ipomy moAroTOBUTH 3aKIHOUYEHHUE [Ipomy paccMOTpETS.
k 18.04.2007.

[Toanuces pykoBoaAUTENS

[oamuce pykOBOAUTEIIS 10.04.2007

10.04.2007

18. Kaxoil BapuaHT (QOpPMYJIHPOBKH MYHKTa PACTIOPSAUTEILHON YacTH
NIpUKa3a ABJISETCS MPaBUIbHBIM?

A. T'maBHOMYy Oyxranrepy MOATOTOBUTH M MPEACTaBUTh HAa YTBEPXKIACHHE
CMETY Pacxo/I0B Ha KOMaHIUPOBKHU

B 2007 r. B cpok 1o 20.01.2007.

B. T'aaBaomy Oyxraarepy /JmwurpueBy ILJI. mnoaroroButrs u
NPeJCTABUTh HA YTBEP:KIAeHHEe CMETy PacxoA0B HA KOMaHAMPOBKH B 2007 r. B
cpok 10 20.01.2007.

C. I'maBaomy Oyxrantepy OOO «Arat» IL.JI. JIMuTpreBy mOATOTOBUTH H
IpEeACTaBUTh Ha yTBepxkiaeHue B cpok a0 20.01.2007 cmery pacxoqoB Ha
KOMaHJIUPOBKH

B 2007 r.

D. Ilopyuuts rtnaBHomy Oyxrantepy JmutpueBy ILJI. moaroroButs u
MpeICTaBUThL Ha yTBepxkiaeHue B cpok a0 20.01.2007 cmery pacxonoB Ha
KOMaHJAUPOBKHU

B 2007 r.

TeMbI TOKIIa10B:
1. TlepcoHasibHbIE KOMIIBIOTEPHI B COBPEMEHHOM JI€JIONPOU3BOICTBE.

Tema 8. Cucrematuzauus U XpaHEHHE YIPABICHYECKUX JIOKYMEHTOB —
ouHas (popma — 2 4Jaca, 3aouHasi popma — 2 yaca.

Cooeporcanue: HoMeHKIaTypa nen. Tpebosanus ['ocyaapcTBEHHOM CHCTEMBI
JIOKYMEHTAIMOHHOTO 00€CTeueHrs YNpaBJIeHUsS K COCTABJICHHI0 HOMEHKJIATYPbI
nen. ConepkarenbHas 4acTh HOMEHKIIATYpPbl J€J: MHAEKCHI 1€, 3aroJIOBKU e,
KOJIMYECTBO JIeJl, CPOKM XPAHEHHs MU HOMEp CTaThbU MO IMEPEYHIO, NMPUMEYaHUS.
®opmupoBanue aen. [lpusHaku 3aBeneHus nen. TpeboBaHus K (HOPMUPOBAHUIO
nen. [lpaBuna TpynnmupoBKM JOKYMEHTOB Jela 10 BHUJAM U XPOHOJIOTHH.
[ToaroToBKka JOKYMEHTOB K apXMBHOMY XpaHEHMIO. OKCHEpTH3a I[IEHHOCTU
TOKyMeHTOB. (CocCTaBl€HUE OMHCEN [JIsi MOCTOSHHOTO M BPEMEHHOTO CpPOKOB
XpaHEHUs JOKYMEHTOB, JeJl MO JUYHOMY COCTaBy. AKTHI O BBIJICJICHUH K
YHUYTOXXEHUIO JIeJ1 C UCTEKIIIMMU CPOKAMH XPaHEHHUS.

Bomnpocsr:
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1. HoMeHkiatypa J1ei oprani3anuu;
2. ®opMHUpPOBAHUE JIET;
3. ApXUBHO€ XpaHEHHE TOKYMEHTOB.

3aanusa
Nel. Ha aapec Baiieil KoMIaHUM MPUXOAUT KOMMEPUYECKOE MPEIOKEHHE.
[IpoBenuTe ¢ TOKYMEHTOM BCIO HEOOXOAUMYIO PadoTy.

000 "TIOMATYP" 0702.2000 r. Ne 21/0P-O3 JupexTopy pekiaMHON (pUpMBbI
"[Ipaiitm-Taiim"

[Ipennoxenue o pa3MeIIEHNN PEKIaMbl Y BaKaeMblil TOCTIOANH JUPEKTOP!

MBI pajbl IpeasIoKUTh Ballel (pupMe 3aKITI0YUTh C HAMH JIOTOBOP O MPOBEJCHUU PEKIAMHOMN

KOMIIAHUHM JIJ1s MPOJBUKEHUS Ha PhIHKE HAlled HOBOM KHUKHOMW MPOAYKIIMH: CIOBapei,

CIPaBOYHMKOB, dHLHUKIIONEeAuH. CpoKH MPoBeIeHUs pekiiaMHO komnanuu - | kBaptan 2001 roga.
VYcnoBus caenku - npeaBapuTensHas omiaaTa B pazmepe 50% ot obmelt croumoct. Hamr anpec: ...

No2. Ha mocrtynuBmiee B Bam aapec nucbMo (cM.Nel) cocTaBbTe OTBET.
[IpoBeauTe ¢ UCXOAAIIUM JOKYMEHTOM BCIO HEOOXOAUMYIO paboTy

Ne3. Odopmute aeno, B KOTOPOM MOJIUIUTHI KOHTPAKTHI, aKThl, IEPETHCKA O
MOCTaBKE KaKON-TMO0 MPOAYKIIHH.

TeMmbI TOKIIa10B:
1. CoctaBnenue onucei JJisi MOCTOSHHOTO U BPEMEHHOI'O CPOKOB XpaHEHUs
JIOKYMEHTOB, JI€JI 110 JINYHOMY COCTaBY.

1.2. MHTepaKkTUBHbIE 3aHATHS 10 Y4eOHOI JUCUUIJINHE
Henosas urpa: TpyaoBast KHUXKKa: Bbl1aya, opopMiIeHUE, XpaHEHHE.

[lenp nenoBOW WUIphl - MPUBUTHE MPAKTUYECKUX HABBIKOB B COCTABJICHUU
OCHOBHBIX  BHJIOB  JOKYMEHTOB (OpraHM3allMOHHBIX, PaCHOPSIAUTEIbHBIX,
UH(GOPMaIMOHHO-CIIPABOYHBIX ) U dbopMupoBaHUU JTOKYMEHTO00OpoTa
OpraHU3aL1H.

Hror urpel

[Io OKOHYaHUU UTPBI KaXIbI U3 YYaCTHUKOB JIOJKEH MPEAOCTABUTH MMAKET
JOKYMEHTOB. JIOKyMEHTBI [OJDKHBI OBITH 3aperHCTPUpPOBAHbBl B JKypHaJlax H
MOJIINTH B TMAaNKd B COOTBETCTBUH C MX (DYHKIMOHAJIBHBIM HAa3HAUYE€HUEM U TIO
HAIIPaBJIICHHOCTH JIOKYMEHTONOTOKA. Bce MOKyMEHThI NPENOCTABISIOTCS B
pacredyaTtaHHoOM BUJE.

Hcxoanpie 1aHHBIE 0 OPTAHU3ALMAIM

Bapuant 1. OOO «TBoi# komnbroTep». CeTh Mara3uHoB

Muccusi komnanuu: Peanu3zanuss KOMIBIOTEpHOH W IU(PPOBOM TEXHUKHU
ONTOM U B PO3HUILY IOPUANYECKUM U (PU3HYECKUM JIULIAM

OpraHu3anMoHHasi CTPYKTypa:
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1 ATMUHMCTRALLA l
‘
Byxrarme H e MapeeTi Omer o Kaaposm
s CKESI MTOB LI npogaEe i oTaea
oTaeA oTaEA nehurmy

BapuanTt 2. OO0 «®umnunok». O6pa3oBaTeNbHbII LEHTP
Muccus komnanuu: [IpenoctaBienre 10puanYecKUM U GU3NYECKUM JIMLIAM
00pa30BaTeNbHBIX YCIYT (KOMIIBIOTEPHBIE KYPCHI)

} AIMMHHCTRALIMA |
‘
Byeranm Hpumire MapreTit Kagposs Yopet pnaii
oA XN HICH i il oTREn oTaRn
oTaEA oTEN

BapuanTt 3. OO0 «/lenbduHn u pycanka». Typ-areHTCTBO

Muccusa komnanuu: [IpenocraBieHue 10puanYecKUM U GU3HUECKUM JIMIIAM
TYpPUCTHYECKUX YyCIyr Ha Tepputopun P®D, a Tak ke OMMKHEr0O W MabHETO
3apyOeKbs

[ AIMHHHCTRALIMA
] | ' . 1
EByxrarme FOpormrae MapreT Omeas mo Omea no pafome
pass cHml HPOBHIT o™ c B0 HIM
oTARd OTREN JATEHHM IapyoeEEeM
sapyteEs

@M

Bapuant 4. OO0 «Uxkc & Urpex». KagpoBoe areHTCTBO
Muccusa komnanuu: [IpegocraBienue OpUIIIECKUM U GU3UYECKUM JIUIIAM
YCIIYT 10 MOUCKY COTPYIHUKOB M YCTPOMCTBY Ha paboTy.

[ AIMHHHCTRALIMA
i ’ ! . '
EByxrarme FOpormrae MapreT Cmea noe Omea no
pass cHml HPOBHIT paboTE c paboTe [
oTARd OTREN e cEIMI M PHIIMECEH
AMCLEEMM ML ARILLAMEL

Bapuant 5. OOO «IlIumns! u po3sl». PekiiaMmHOe areHTCTBO

Muccusa komnanuu: [IpenocraBieHue 10puaANYECKUM U GU3HUUECKUM JIMIIAM
pEKJIaMHBIX yCIyr (B TMEYaTHBIX M3JAHUAX, HA PaAUO- U TEJIEBUJCHUU, B CETH
WHTepHeT, Ha pacTsKKax Ha yJIUIax Topoja)
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[ AIMHHMCTRALIMA ‘

' ¥ + . .
EByxrarme HO parmprae Wih- Cmea noe Omaen
puiA cEI CTYANR paboTE c mGaina  u
oTgel KIHSHTAMH BEpCTEN
MEAPTHEpaMI

[IpakTrueckue 3ananus
3aganue 1 @opmupoBanue YcraBa opraHuzaluu
B coorBerctBMM ¢ MHMCCHMEH, COCTaBUTH yCTaB opranusauuu. Ilpm
COCTaBJIEHUH BOCHOJIb30BATHCS TAHHBIMU MPUIOKEHUS 1.
3ananue 2 opMHUpPOBAHUE MITATHOIO PACIIMCAHUS OpPraHu3aluu
B cooTBeTrcTBUM C OpPraHUW3allMOHHBIMU CTPYKTypaMH M YCTaBOM
OpraHM3alMi COCTAaBUTh LITATHOE PACIHUCAHUE COTPYIHUKOB. [Ipu BbIMOIHEHHU
3aJlaHus UCNOJIb30BaTh JAHHBIE TPUIIOKEHNUS 2.
3aganue 3 CocraBiieHME JIOJDKHOCTHBIX HMHCTPYKUUH COTPYJHUKOB
OpraHu3anuu
CocTaBUTh JOJKHOCTHYIO MHCTpyKuuio Corpyanuka. [Ipu BbllosiHeHUU
3aJlaHus UCMOJIb30BaTh JAHHBIE TPUIIOKEHNUS 3.
3aganue 4 @OpMHpPOBAaHUE JIMYHOIO Jejia COTPYIHUKA U O(opMIIeHHE
TPYZIOBOW KHUKKHU
ChopmupoBate nuuynoe xaeno CorpyaHuka. JluyHOe A€o COTpyAHHKA
JOJKHO COJEPIKATh:
e BHYTPEHHIOIO OIHUCh JOKYMEHTOB JEJIa;
¢ JIMYHBIN JTUCTOK IO y4eTy KaapoB (popma T-1)
o AHKETY;
e aBToOMorpaduio;
e KOIIMU JOKYMEHTOB 00 00pa30BaHuUU;
e KOIIMIO CTPAXOBOI'O IEHCUOHHOTO YJIOCTOBEPEHMS;
e KOIUIO WACHTU(PUKALIMOHHOTO HOMepa HajoromiaTensumka (MHH);
e KOIIUIO JOKYMEHTA, YAOCTOBEPSAIOIIEIO JUUYHOCTh COTPYAHMKA (IIACHOPT);
e XapaKTEPUCTHKHU WM PEKOMEHJATENbHbIE TNChMA;
e 3asBJICHUE O IIpUEME Ha PadoTYy;
e TPYIOBOH JHOrOBOp (CM. PUJIOKEHHUE 4);
e IpHUKa3 O pueMe Ha paboTy BBINHUCKY U3 MPHUKa3a O IpUEME Ha padoTy.
OdopMUTh TUTYIBHBIA JUCT TPYAOBOM KHUKKM COTpyIHHKAa U CHENaTh
COOTBETCTBYIOIIYIO 3aIIKMCh O MIPHEMe Ha padoTy.
3ananue 5 OdopmiieHHE OTIYCKOB COTPYAHUKA
CoctaButh TpaduK OTHYCKOB COTPYIHHKOB OpPTraHHU3aIlMM COTJIACHO
IITATHOMY PAcCHUCaHUIO U OPOPMUTH KOMIUIEKC JOKYMEHTOB IO MPEIOCTABICHUIO
ornycka CoTpyaHHKa.
3aganue 6 CocTaBieHHME TPYAOBBIX JIOTOBOPOB BO3ME3JHOIO OKa3aHUs
yCIIyT
CocTaBUTh JOTrOBOP BO3ME3JHOIO OKa3aHMs YCIYyT, COIVIACHO BapHAHTaM.
[Tpu BBINOJIHEHUH 33/1aHUS UCIIOJIb30BATh JAHHBIE MPUIOKEHUS 5
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Bapuant 1. OOO «TBoii koMmbroTep». CeTb Mara3uHoOB

[Ipeamet norosopa: [IpoBeaeHUs: TpEHUHTA MIPOJIAXK COTPYAHMUKAM Mara3uHa
CHEIUATMCTOM IO MPSIMBIM MPOAAKAM

BapuanTt 2. OO0 «®umunok». O06pa3zoBaTelbHbIN LIEHTP

[Ipeamer norosopa: [IpoBeaeHue TecTHUpOBaHMs clilyliareseid KypcoB (UH.
SI3BIK: aHTJIMUCKUN )

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

[Ipeamer noroBopa: KoHCyJIbTallMOHHBIE YCIYI'H FOPUCTA MO COCTABIECHUIO
JIOTOBOPOB C KIINEHTAMH

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

[Ipeamer poroBopa: IlpoBemenue paboOT MO HaNagKe KOMIIBIOTEPHOM
TEXHUKHU

Bapuant 5. OOO «IlIuns! 1 po3sl». PekiiaMHOE areHTCTBO

[Ipeamer norosopa: [lpuBneueHue nu3ailHepa B CBS3U C BBIIIOJHEHUEM
CPOYHOTO 3aKa3a

3ananue 7 OdopmiileHre KOMaHIUPOBKHU COTPYIHUKA

CocTaBUTh  KOMIUIEKC JOKYMEHTOB O  CIIY’)KEOHOW  KOMaHAMPOBKE
CotpyaHuka Ha 1 Heielo COrIACHO MPEAI0KEHHBIM BapUaHTaM

Bapuant 1. OOO «TBoi#t komnbroTep». CeTh Mara3uHoB

ITpoxoxnenue ctaxupoBku B OO0 «TBoi mup», r. Mockaa.

Bapuant 2. OO0 «®umnunok». O0pa3oBaTeNbHbIN LEHTP

VYyacTtue B obpaszoBarensHol spmapke, opranuzoBanHoi OO0 «Uyk&I'ex»,
r.Mocksa

Bapuant 3. OO0 «/lens¢un u pycanka». Typ-areHTCTBO

VYuactue B cemunape, oprann3zoBanHoro OO0 «Annepcon&Ko», r. Mocka

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

VYuyacrtue B sipMapke BakaHcuii, opranuzopanHoit OOO «Anbha&Owmeray, T.
Mocksa

Bapuant 5. OOO «lIlIumns! u po3si». PekiiaMmHOe areHTCTBO

[Ipoxoxnenue craxxupoBku B OO0 «Sroaku u nuBetouku», r. Mocksa

3aganue 8§ OdopmieHue neperoia B Apyrou oTaes

Odopmuts nepeog CoTpyaHUKa U3 OJHOTO OTAENa B JAPYrOM, AJsL 4Yero
HEO0OXOJMMO COCTaBUTH 3asBJICHHE, JOMOJHUTEIBHOE COTJalieHue (M3MEHEHUE) K
JIOTOBOPY U IIPHKA3 O MEPEBOJIE.

3aganue 9 Co3nanue J0roBopa NOCTaBOK (OKa3aHUS YCIIyT)

CocTaBUTh J0rOBOp INOCTABOK (OKa3aHWS YCIYr) COIJIACHO BapHAHTAM.
OOpaTuTh BHUMaHHUE: JOTOBOP JOJKEH OBITh COTJIACOBAaH C 3aMHTEPECOBAHHBIMU
ciy>x0aMu OpraHu3aIiy.

Bapuant 1. OOO «TBo# KOMIIBIOTEP

Croponsbl, 3akmtouvatomue goroop: OOO «TBoi kommnberoTep» u 000
«/enbuHn u pycanka»

[Ipeamer noroBopa: Ilokymka Typ-myT€BOK IO O€3HAIMYHOMY pacyeTy
COTPYAHHKAM OpTraHU3aINH

Bapuant 2. OO0 «Duuinok»
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Croponsl, 3akmtoyatomue aoropop: OO0 «@ummunok» u OO0 «TBoi
KOMITBIOTEPY

[Ipeamer noroBopa: Ilokynka KOMIBIOTEpHONW TeXHMKH B pazmepe 20
KOMILJIEKTOB

Bapuant 3. OO0 «/lenbduH u pycankay

Croponsl, 3axmtouaromue goroBop: OO0 «lenshun u pycankay u OO0
«IIunel 1 po3bD»

[Ipeamer noroBopa: Pa3paboTka Makera pEKIaMHOTO OOBSIBICHUS W
pa3MelIeHue ero B NeYaTHbIX U3JaHUIX FopoJia

Bapuant 4. OO0 «Mxkc & Urpex»

Croponsl, 3akmtovatomue gorosop: OOO «Uxc & Urpexk» u 00O
«DOUITUITIOK

[Ipenmer noroBopa: COTPYIHUYECTBO C 0OPa30BATEIbHBIM LIGHTPOM B YacTU
00y4eHUs corcKaTesne pabournx MECT KOMIIBIOTEPHBIM Kypcam

Bapuant 5. OOO «lIlIumsl u po3sn»

Croponsl, 3akmovaromue 1oropop: OO0 «Ilumnst u po3si» 1 OO0 «Hke &
Urpex»

[IpeameT moroBopa: pa3MellleHUE PEKJIAMHBIX OOBSIBICHUH O BaKaHTHBIX
pabounx MecTax

3aganue 10 ®opMupoBaHHE IPUKA30B U AKTOB CBEPKU

CocTaBuTh TMpUKa3bl JUPEKTOpPA, PErNIAMEHTUPYIOLIUME  BBITIOJTHEHUE
JIOTOBOPOB, C HA3HAYEHUEM OTBETCTBEHHBIX JIMI[ U CYMM, BBIJIENSIEMbIX Ha
ocyliecTBiieHHEe JoroBopa (mpu HeoOxoaumoctu). COCTaBUTh aKThl CBEPKU
BBITIOJTHEHHBIX pa0OT (OKa3aHHBIX YCIYT).

3amanue 11 ®opmupoBaHue CIPaBKU O COCTOSIHUM PbIHKA TOBAPOB (YCIIYT)

[ToaroroBbTE COpPaBKY O COCTOSIHUU PBIHKA YCIyT (TOBApOB) B 3aBUCUMOCTD
OT TOr0, KakKue TOBaphbl (YCIYrH) peajiu3yeT OopraHusanus ydacTHuka. s atoro
U3YUYUTh TMPEMJIOKEHUS pPa3IuyHbIX (UPM 1O KaKOMy-HUOYAb pPEKIaMHOMY
u3nanno. OQopMUTH colepKaTebHYI0 YacTh CHpPaBKA B BUIE TaOJIUIbI, B
KOTOpO# Oy/AeT IMpe/ICTaBIEHO Ha3BaHWE (PUPMBI U LIEHbI HA OJUH U TOT K€ TOBap.
[Tocne Tabmuuel caenaiTe BHIBOIGI.

3amanue 12 CocrtaBiieHHE TOKJIAHON 3aIMCKU

CocraBbTe  JOKJIAQIHYIO  3alHUCKy  JUPEKTOPY  MPEANpHUITHS  C
IPEMTOKEHHUSIMU 110 YIIYUIICHUIO YCIOBUN TPYa.

3amanne 13 CocraBieHre NHUCbMa-NPETEH3UMM HA HEKAYECTBEHHBIM TOBap
(OKa3aHHYIO yCIIyTy)

[lonroroBeTe TEKCT u (GopMmy Tpadapera MNHUCbMa-IPETEH3UH Ha
HEKAUECTBEHHBIA TOBAap YyCIyry (YKa3aHHYI YCIyry) B COOTBETCTBHUHM C
Bapuantamu. [Ipu nmoaroroske Tpadapera nocrapaiirech, 4To0bl TpadapeT Kacancs
TOJIbKO 001Iel (OpMBI MpPETEeH3UH, a He YacTHOCTel. [Ipu BbIMOJHEHUH 3aJaHus
UCIIOJIb3YyUTE TAHHBIE MPUIIOXKEHHUS 6.

3ananue 14 Ilepenurcka MexX1y pyKOBOIUTEISIMU OpraHU3alui

CoctaBbTe 11Ba  JIOKYMEHTa, OTpaXawollMe TMEPernucKy  COrjacHo
IpeaIOKeHHbIM BapuaHTaM. [Ipu BBINOJHEHWU 3aJaHUsl UCHOJIb3YWTE JaHHbBIE
MIPUJIOKEHHUS 7.
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[Ipu cocTaBieHUMH JOKYMEHTOB COBETYEM BOCIOJIB30BAThCS CIEAYIOIIUMHU
IIPaBUJIAMM:

e IMHUCbMa JOJDKHBI COJAEPXaTh SI3bIKOBbIE (OpPMYJBI U  OOUIECHPUHSTHIC

«KaHLIEISIPU3MBI»;

e HeoOXoaumo u30eraTh SMOLMOHANBHBIX OOOPOTOB U OLEHOK, H3jararb

BOIIPOC CTPOTO U MO CYLIECTBY;

e CIeAyeT MOMHUTH, YTO JJIMHHBIN TOKYMEHT C OOMJIMEM MOJIPOOHOCTEH, KaK

IpaBUJIO, HE JOYUTHIBAETCS A0 KOHIIA.

Bapuant 1. OOO «TBo# KOMIIBIOTEP

3aBenyromas AeTCKUM 1oMoM Iipocut aupekropa OOO «TBoi KkoMIbIOTEP»
OKa3aThb 0JaroOTBOPUTENIBHYIO IOMOIIb B BUJIE IOCTABKU HAa O€3BO3ME3THOI OCHOBE
10 KOMIUIEKTOB KOMIBIOTEPHONW TEXHUKH (CUCTEMHBIH OJOK, MOHUTOp). OTBET
JUPEKTOpa COAEPKUT OOCHIaHME PACCMOTPEHHS BO3MOXKHOCTH IPEIOCTAaBJICHUS
0J1IarOTBOPUTEIHHOM TOMOIIIH.

Bapuant 2. OO0 «Duuinok»

3aBenywonias JIeTCKUM AoMoM TpocuT gupekrtopa OO0 «Duumnok»
OKa3aTh OJIATOTBOPUTEIHLHYIO TMOMOIIL B BUJIE MPOBEIACHUS PAZla KOMIBIOTEPHBIX
KYpPCOB BOCIHUTAHHHUKAM JE€TCKOro jgoma. OTBET AUPEKTOpa COJIEPKHUT OOellaHue
paccMOTpPETh BO3MOXKHOCTD MTPOBeEHUS Kypca « CEKpeTapCcKoe AeI0»

Bapuant 3. OO0 «/lenbduH u pycankay

3aBenytomasi AeTckuM JgomMoM mpocut gupekropa OOO «Jenbpun u
pycaikay oka3aTh 0JaroTBOPUTENbHYIO TOMOIIL B BUI€ MPEAOCTABICHHS TyTEBOK
B JIHU HOBOTOJHUX KaHUKYJ BOCIHUTAaHHHMKAM JIETCKOTO JIoMa Ha 0e3BO3ME3THOU
ocHoBe. OTBET IUPEKTOpa COAEPHKUT OTKA3 B BO3MOKHOCTH OKa3aHUs MOJIOOHOU
NOMOILY B JIHM HOBOTOJIHUX KaHUKYJI, C BO3MOKHBIM IPEJOCTABICHUEM IIyTEBOK B
JPYyroe BpeMs roja.

Bapuant 4. OO0 «Uxkc & Urpex»

HupexTop mpodeccHoHANbHOIO KoJulemka mnpemiaraet aupekropy OOO
«Mxc & WUrpek» COBMECTHOE COTPYIHHMYECTBO B YacCTU MPOBEACHUS SPMAPOK
BakaHCUW 1y ydamuxca kosuiemka. Jupexkrop OO0 «Mkc & Urpek» oTBeuaet
COTJIACHEM PACCMOTPETH CPOKHU MTPOBEIAEHUS SIPMApPOK.

Bapuant 5. OOO «lIlIumnsl u po3sD»

3aBenywomias AeTckuM caaom npocut aupekropa OOO «lllumnbl U po3sd»
0JIarOTBOPUTEIBHYIO TNOMOILb B YaCTHU MEPEYMCICHHS JIC€HEKHBIX CpPEICTB Ha
peMOHT KpoBiau. OTBET AUPEKTOpa COJAEPKUT OOCIIaHWE MOMOLIM B PEMOHTE
KPOBJIH.

3amanue 15 ITuceMo-xanoba

W3menute crenyromuid TEKCT, MPUAAB eMy O(UIHaIbHO-AECTOBONW CTHIIb.
[Ipu BBITIOTHEHNH 3a4aHUS UCTIOJIB3YUTE TAHHBIE IPUIIOKEHNS /.

S, CokonoBa 30s EropoBHa, sBisitock quteM Onokaabl. CKOJIBKO pa3 s
oOpamjaiach B MUJUIMIO U K pa3HbIM HayaJlbHUKAaM H3-3a CBOUX COCEIEH, a UM
JieJla HET 10 MPOCTOM TpyXKeHUlbl. J[pyrve KUBYT B OTAEIIbHBIX KBapTUPAX, a
COpOK JieT paborana, a *uUBYy B komMmyHaiike. Coceaum MOM MOJIOAbIE, KPYTAT
My3bIKYy 10 11 HOYM, IULIUTY HE MOIOT, NPUXOJAT U CTYy4aT ABEPBIO, KOrJa 3aXOTHAT.
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[lencuro MHe Hagenmunu Bcero 650 pyoOseit. Kak Ha HMX NPOXWTH, a BENb €IlE
XOYETCSl BHYKaM MOJAapOYKU KYIHUTb.

[Ipomry pa3oOpaTbcs, BUHOBHBIX Haka3aTh W JlaTh MHE MOMOIIb B BHUJE
JICHET.

12 despans Cokosona 3.E.

3aganue 16 OdopmiieHUEe YBOJIbHEHUS

Odopmuts yBosbHeHne COTpyAHMKAa C 3aHECEHHUEM COOTBETCTBYIOIICH
3aIliCU B TPYAOBYIO KHUXKKY.

2. MeTtoanyeckne peKOMEHIANMH 110 U3YYCHUIO Y4eOHOM I CHUITHHBI
2.1. Meroanueckue peKOMEHIALMH MTPENOAABATEILCKOMY COCTaBY

2.1.1. Meroauyeckre pEKOMEHJAlUM 1O TMPOBEACHUIO Yy4eOHBIX
3aHATUN

Meronuka npoBeleHUs 3aHATHN OCHOBAaHAa HA MCIOJIb30BAaHUM AKTHUBHBIX
dbopM, TO3BOJISIOIIMX CcHAeJIaTh KaXAOro U3  CilylaTeledl  y4acTHUKOM
o0cyk1aemMbIx BOMPOCOB M MmpodsieM. Ocoboe BHMMaHHUE IPU H3YYEHHH Kypca
o0paleHo Ha aKTHBHYIO CAMOCTOSITEIIbHYIO pa0OTy CTYAEHTOB (CylIaTesei) Kak
IIPU MOJATOTOBKE, TaK M B MPOLECCE MPOBEICHUSI TEOPETUUECKUX U MPAKTUYECKUX
3aHATHM. M31moxkeHne  marepuana  CONMPOBOXKAAETCA  WJUIIOCTpPALMEN  Ha
MPAKTUIECKUX TIPUMEPaX.

Bmecte ¢ TeM nOpUHIMNUANBHOW OCOOCHHOCTBIO SIBIIIETCS COYCTAHHE
pa3nuuHbIX (HOpPM U METOJOB OOyuYeHHs, BKIOYAs JICKIIMOHHYIO (OpMy MOJadu
HanOoJsiee GyHIAMEHTAIBHBIX TOJIOKEHUHN, U3JI0KEHUE JTOCTYITHOTO MaTepuaia B
BU/IC HEMTPEPHIBHOTO JUAJIOTA, HCTIOJIB30BAHUE METOIOB POOIEMHOTO 00YUYEHUSI.

[IpoOneMHoe o0OyueHHEe — OpraHU30BaHHBIN MpernojaBaTeeM CIocoo
aKTUBHOTO  B3aMMOJECHCTBUA  CcyObekTa C  MPOOJIEMHO-IIPE/ICTABICHHBIM
cojiepkaHueM OO0y4YeHHUs, B XOJi€¢ KOTOPOro OH MpUOOIIAETCS K OOBEKTUBHBIM
IPOTUBOPEYMSIM HAYYHOI'O 3HAHUS U CHOCO0AM UX pEIIEHUs. YUYHUTCS MBICIUTD,
TBOPYECKHU yCBauBaTh 3HAHUSI.

CxeMa npo6sieMHOT0 OOy4YeHHUsI, TIPEJICTABIISAECTCS KaK MOCIEI0BATEILHOCTD
IpoLenyp, BKIIOYAIOIIMUX: IMOCTAHOBKY MpernojaBaTeieM yueOHO-IpoOIeMHON
3aJa4M, CO3JaHuE Ui YJalluXcsl MPOOJIEeMHON CUTYyalluu; OCO3HAHUE, IPUHATHE U
paspelieHue BO3HUKIIEH MpoOJeMbl, B MpOLEcce KOTOPOTrO OHU OBJIAJEBAIOT
00001IeHHBIMU CITOCOOAMU TTPUOOPETEHUSI HOBBIX 3HAHUI, MPUMEHEHUE JaHHBIX
CHoco0O0B ISl pEIIeHUsI KOHKPETHBIX CUCTEM 3aJau.

OCHOBHBIE TICUXOJIOTUYECKUE YCIOBUS JUISl YCIEIIHOTO MPUMEHEHUS
po0OJIEMHOTO O0yUYEHUS:

- MPOOJIEMHbIE CUTYAIIMH JIOJKHBI OTBEYATh LIENSIM (POPMUPOBAHUS CUCTEMBI
3HAHUM;

- OBITh IOCTYIHBIM ISl YUaIIUXCS,

- JIOJKHBI BBI3bIBaTh COOCTBEHHYIO TIO3HABATENBHYIO JESTEIbHOCTh M
aKTUBHOCTB;
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- 3aJ]aHUsI TOJDKHBI OBITh TAaKOBBIMU, YTOOBI YYAIIUIHCS HE MOT BBITIOJHUTH
UX, OIUpasCb Ha YK€ HMEIIIMECS 3HaHWsl, HO JIOCTATOYHBIMHU JJIs
CaMOCTOSITEJIBHOTO aHAJIN3a MIPOOJIEMBI M HAXOXKIEHHSI HEU3BECTHOTO.

Ha3BanHoe moJO)Ke€HME Kypca B CTPYKType H3Y4YaeMbIX JUCLHUIUIMH
METOJMYECKH PEAIN3YETCsl COOTBETCTBYIOLIEH OpraHU3aluell camMuXx 3aHATUH, B
uX OOILIEeH JIOTMKE, IPUBOJUMBIX MPUMEPAX, MPEAJAraéMbIX TeMax JOKJIaJOB Ha
3AHATHSAX.

B ocBoenun, cOOCTBEHHO, SKOHOMUYECKUX SIBICHHUM, OTHOCSIIUXCS K
npeaMeTy Kypca, ocoboe 3HaueHHe MNpuoOpeTaeT MPOIyMAHHOE METOJIUYECKOe
BBICTPAMBAHUE JIEKIMOHHBIX M MPAaKTHYECKUX 3aHATUA. 3aHATHS JOJDKHBI
pa3BUBATh MOJIOKEHUS JIEKLIUI, HO HE TIOBTOPSTH HX.

HauunaeTcst 3aHsITHE CO BCTYNUTENBHOTO CJIOBa mpenojaBaTens (5-7 MUH.).
[legaror Ha3bpIBaeT TEMy 3aHATHS, LEIb U 337a4d 00y4YarOIIUXCs, BIOMpas Takue
(OopMyJIMPOBKH, KOTOpPbIE OYAYyT MOTUBUPOBATh CTYJEHTOB JJI1 aKTUBHOU pabOThI
Ha 3aHATUM. [Ipy 3TOM HCTHHHBIE 3a7aydl 3aHATHS MOTYT HE OIJIAllaThCA.
ITpenogaBaTens oOpamiaeT BHUMAaHHWE Ha Y3JI0BbIE MPOOJIEMbI AJi OOCYXKIEHUS,
yKa3bIBaeT (popMy MpOBEAEHUs 3aHATUS U NOpsAAoK padoTel B Hell. Ilo dopme
BCTYNUTEIBHOE CJIOBO JOJKHO OBITh JIAKOHUYHBIM, JIOTUYECKH CTpPOMHBIM. B
COJIEp’)KaHUU €ro Hapsily C JAPYTMMH BOIIPOCAaMH, NPENOAaBaTeNb JOJDKEH
00s3aTeNIbHO TOJYEPKHYTh CBA3b TEMBI C OyIylIeH NeATENbHOCTHIO BBITYCKHUKA
WHCTUTYTA, C COBPEMEHHOU JKU3HBIO.

Baxkneiimieii 4acThl0 NPAKTHUYECKOTO 3aHATUSA SIBISIETCA O0OCYXKIEHUE
BOMNPOCOB. B 3aBUCHUMOCTH OT (OpPMBI 3aHATHS IPENOAABATENb, CPOPMYIUPOBAB
BOMNPOC, TMpeajaraeT BBICTYHTh JKEJNAIOIUM WM  CcHAeJaThb COOOIIeHHE
(ukcupoBaHHOE  BBICTYIJICHHE), 3apaHee  IOATOTOBIECHHOE  CTYJIEHTOM.
Heobxonumo co3naBaTh Ha 3aHATUU aTMOC(EPY TBOPUECKON JUCKYCCUU, KUBOTO,
3aMHTEPECOBAHHOTO OOMEHa MHEHMSIMU. B Xoz1e 3aHATHSA Ba)KHO, YTOOBI CTYI€HTHI
BHUMATENIbHO CIYyIIAIM M KPUTUYECKH OLICHMBAJIM BBICTYIUIEHUs KoJuier. Jlis
ATOr0 MPENOJABATEN0 HE CIEIYET Cpa3y MOCJE BBICTYIUIEHHS CTYIAEHTa CaMOMY
yKa3bIBaTh HA JOMNYIIEHHblE OMMOKU. Jlydie mpenocTaBUTh 3Ty BO3MOYKHOCTH
y4acTHUKaM MPAKTUYECKCKOro 3aHATHs. Ilocne obcyxneHus ouepeqHoro Bomnpoca
IpernoAaBaTesb JODKEH IOJBECTH KpaTKuil HUTOr OOCYKIEHMs, YKa3aB Ha
oOHapyX UBLIKECS TPOOIEMBbI U OLIMOKH B 3HAHUSIX CTYJEHTOB.

Ba)KHBIM 3Tanom 3aHATHUS ABIISIETCS 3aKIFOUYUTEIBLHOE CIOBO MPEOAABATENS.
B 3akimr0unTENbHOM CIIOBE B KOHIIE 3aHATHUS IPENOIAaBATENb!

a) 1aeT OOIIYI0 OIIEHKY MPOMIEIIIEero 3aHATUs (YPOBEHb MOATOTOBICHHOCTH
oOydJarlomuxcsi K 3aHATHI0, AaKTUBHOCTb YYaCTHHKOB, CTEMEHb YCBOCHUS
poOIIeMbl);

0) OCyIIECTBIIIET aHAIU3 M OLEHKY BBICTYIUIEHWH, COONIOAAs MPU 3TOM
OOBEKTUBHOCTb U UCKIIIOYUTEIbHYI0 KOPPEKTHOCTD;

B) KpaTKO PACKPbIBAET BOIPOCHI, HE MOIYUYUBIINE IITyOOKOT0 OCBELEHUS Ha
3aHSTHH;

I') JaeT 3a/laHue Ha JalbHEHIIYI0 CAMOCTOSITENBbHYIO padoTy.

B npakrtuke npenosaBaHus MOJIy4nIIM paclipoCTPaHEHHUE pa3InyuHble POpPMbI
IPAKTUYECKUX 3aHATUH.
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Beibop ¢dopmbl  mpakTUYecKOTO  3aHATHS ~ JOJDKEH  3aBHCETh  OT
HOJIFOTOBJIEHHOCTH TPYIII, XapaKTepa U COAEPKaHUsA 00CYX IAaeMbIX BOIIPOCOB, a
TaK)K€ IEJaroriueckoro MacTepcTBa CaMOIo IpEenoJaBareisi U TEXHUYECKUX
BO3MOKHOCTEH.

JUis aKTUBU3aLlUU CaMOCTOSTEIbHON JEATEIBHOCTH CTYJEHTOB HEOOXOAMMO
IPAKTUKOBaTh Ha IMPAKTUYECKUX 3aHATUSAX OOCYKIEHHE IOKIAI0B, MPOBEACHHE
JIEJIOBBIX WIP, pa300p KOHKPETHBIX DSKOHOMHYECKHX CHUTyallui, pelIeHne
NPAKTHYECKUX 3aJ1a4, OPTaHU30BbIBATH TECTUPOBAHUE IO MPOUICHHBIM TEMaM.

2.1.2. Meroauyeckrue peKOMEHAALMH 110 MPOBEAECHUIO HHTEPAKTUBHBIX
3aHATHI

Haubonee cnoxnas gopma mpoBeneHUs 3aHATHS — HHTEpakTHBHOE. OHO
TpeOyeT TPONCTBEHHOH B3aMMOCBS3U: IPENOAaBaTellb — CTYAEHT — CTYJeHT. B
3TOM 3aHSTHHM BCE YYAaCTHHKH PaBHBl U KaXKABIH MMEET MpPaBO Ha COOCTBEHHOE
MHEHHE IO ao0omy Bompocy. B 3TOM 3akmiodyaercs BCA  CIOXKHOCTb
npernojiaBaTesns, Tak Kak IpU BCEOOILIEH «paBHOCTH», OH JOJKEH HE3aMETHO
HANpaBJIsATh 3aHATHE B HY)KHOM HANpaBJICHUU, YTOOBI B HUTOrE y CTYJIEHTOB
OCTaJINCh BEpHBIE CYKICHHS M IOHUMaHHE 3aKpervisieMoro Marepuana. [[ns sroro
HEOOXOIUMO:

- YETKO OMPENEIUTh LIEIb 3aHATHS;

- IOATOTOBUTH PA3/AaTOUYHbII MaTepHall;

- 00ecreyuTh TEXHUYECKOE 000py10BaHNUE;

- 0003HaYEHBI YYACTHHKM;

- OIPEJEIUTh OCHOBHBIE BOIIPOCHI, UX MOCJIEI0BATEIbHOCTD;

- I000paTh NPAKTHUECKHUE TPUMEPHI U3 KU3HU.

B yuebHoMm mpouecce MOTYT OBITH HCIOJNB30BAaHBI T.H. «MHHOBAIIMOHHO-
[IeIarOTMYECKUe» TEXHOJOTHH, KpPAaTKHUE OMNpEeNIeHUs] KOTOPBIX JaHbl HHUXKeE.
Kaxnplii mpernonaBaTens ONpENeNseT CaMOCTOSTENBbHO TEMy 3aHATHH, Oojee
OTBEYAIOIIYIO TOIM MK UHOW (hopMe POBEICHHUS.

HccnenoBatenbckuil MeToj] O0y4YeHHMs — 3TO OpraHu3anus oOydeHus Ha
OCHOBE IOMCKOBOH, MO3HABATENLHON JESITEIBHOCTH CTYEHTOB MTyTE€M MOCTaHOBKU
npernojiaBaTesieM IO3HABaTENbHBIX W NPAKTUYECKHX  33/4ay, TPeOYIoIuX
CaMOCTOSITENILHOTO TBOpYecKoro pemieHusi. OCHOBHAs UES HCCIEI0BATEIbCKOTO
MeTO/Ia 00YUYEeHHsI 3aKJIF0YAETCsl B UCTHOJIb30BAHUU HAYUYHOTO MOAX0/1a K PEIICHHUIO
TOW WJIM MHOM y4eOHOH 3a1auu.

CamooOyueHue — MeTOf, MpU KOTOpPOM OOydaeMblil B3aUMOACHCTBYET C
o0pa3oBaTelbHBIMH peCypcaMy MPH MUHUMAJIBHOM Yy4YacTHU MpenojaBaTels U
npyrux oOydaembix. [ns camooOyueHus Ha 0a3e COBpEMEHHBIX TEXHOJIOTHM

XapaKTepeH MYJIbTUMEAUA-TIOAXOI, npu KOTOpOM UCIIOJIb3YIOTCS
o0pa3oBaresibHbIE PECYPCHI: MEeYaTHbIE MaTepHalibl, ayJIHO- U BUACOMATEpPUAJIBI,
KOMITbIOTEPHbIE oOyyaromue POrpPaMMBI, AJIEKTPOHHBIE KYpHAaJIbI,

HHTCPAKTUBHEIC 0a3ml JaHHBIX U OAPYIHUC y‘IC6HBI€ MaTepualibl, JOCTABIIACMBIC I10
KOMIIBIOTCPHBIM CCTAM.
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PabGoTa B ManbIx rpynmax — 3TO OJHA W3 CaMBIX MOIYJISIPHBIX CTPAaTETHH,
TaK Kak OHa JIaeT BCEM CTYJCHTaM BO3MOXKHOCTH YYacTBOBaTh B paboTe,
NPAKTUKOBaTh HABBIKM  COTPYJHUYECTBA, MEXKINYHOCTHOrO oOOmeHus (B
JaCTHOCTH, YMEHHE aKTUBHO CIIyIIaTh, BRIpAOATHIBATh 00IlIee MHEHHE, pa3perniaTh
BO3HUKAOIINE PA3HOTIIACHS).

Case-study (aHamM3 KOHKPETHBIX CHTYaIlMi, CUTyallMOHHBINA aHAJIN3)

MeTton aHanw3a KOHKPETHOW CHUTYyallMH (CHTYaIlMOHHBIM aHAlW3, aHalu3
KOHKPETHBIX CHUTyamwi, case-study) — 9TO memaroruyeckas TEXHOJOTHS,
OCHOBaHHasi Ha MOJICIMPOBAHUMA CUTYyallUd WJIA WCIOJh30BAHUSA PEATbHOU
CUTyalliM B NEJSAX aHajlu3a JaHHOTO Ciydas, BBISBICHUS NpPoOJIeM, TOWCKa
ATBPTEPHATUBHBIX PEIICHUN U IPUHITHS ONTHMAIBHOTO PEIICHHS TIPOOIIEM.

[lens oOydaeMbIX - MPOAHAIM3UPOBATH JAHHBIC CUTYyallMH, HaWJICHHBIC
pEIIeHMS, KCTIOIB30BAB MPU STOM MPUOOPETCHHBIE TEOPETUICCKUEC 3SHAHMUS.

Huckyccus — ¢opma ydeOHON pabOThI, B pamMKax KOTOPOH CTYyJEHTHI
BBICKA3bIBAIOT CBOE MHEHHE IO TMpoOjemMe, 3aJaHHOW MPETNoJaBaTEIICM.
[TpoBenenne nUCKycCUil MO MPOOJIEMHBIM BOIMPOCAM IMOAPA3yMEBAET HAMKCAHHE
CTYJCHTaMH TE€3UCOB WK pedepaToB.

Joxnan (mpe3eHTalus) — MyOJIMYHOe COOOIIEHUE, MPEACTaBIIsIonee cooon
pa3BepHYTOE H3JIOKECHHE OMNPESICHHON TeMbI, BOIpoca Mporpammsbl. Jlokian
MOKET OBITh TIPEJCTABJICH pa3IWYHBIMH YYaCTHUKAMH TIpollecca OOydYeHUS:
MpernoiaBaTesieM, IPUTIAICHHBIM SKCIIEPTOM, CTYJAEHTOM, TPYIIIION CTY/ICHTOB.

Kpyrasiit cron — oauH wu3 Haubosnee 3(PPEKTUBHBIX CIOCOOOB Jis
00CYXICHHS OCTPBIX, CIIOKHBIX U AKTyaJIbHBIX Ha TEKYIIUH MOMEHT BOIPOCOB B
110001 mpodeccrnoHanbHOM cepe, 0OMEHa OMBITOM U TBOPUYECKUX MHHUITHATHB.

Dcce — 3TO COYMHEHUE-PACCYXKACHUE HEOOIBIIIOro o0beMa coO CBOOOTHOM
KOMITO3HIIMEH, BRIPAXKAIOINICEC WHIUBHUIYaTbHBIC BIICYATICHHUS U COOOpPaXEHUS TI0
KOHKPETHOMY TIOBOAY WJIM BONPOCY M 3aBEAOMO HE TMPETCHIYyIoIIee Ha
OTIPECIISAIONILYIO HJIM UCUYEPIBIBAIOIIYIO TPAKTOBKY MTpEeIMETa.

HuTepakTrBHOE OOyYE€HHE IMO3BOJISIET PEIIaTh OJHOBPEMEHHO HECKOJIBKO
3a/1a4, TJIABHOW U3 KOTOPBIX SIBIISIETCS Pa3BUTHE KOMMYHUKATHBHBIX YMEHUH U
HaBbIKOB. JlaHHOe oOOydueHHWe TOMOTaeT YCTaHOBJIGHHIO AMOIMOHAIBHBIX
KOHTAaKTOB MEXJIy yYallUMHCs, OOeCTleurnBaeT BOCIUTATEIbHYIO —3ajady,
MIOCKOJIbKY TIpHyYaeT padoTaTh B KOMaHJE, MPHUCIYIIUBATHECA K MHEHHIO CBOMX
TOBApUIIEH, 00ECTICYNBAET BEICOKYIO MOTHBAITUIO, IPOYHOCThH 3HAHHM, TBOPUYECTBO
U (haHTa3u0, KOMMYHUKAOEIHHOCTh, aKTHBHYIO KU3HCHHYIO TO3UINIO, IIECHHOCTh
WHIUBUyaIbHOCTH, CBOOOJNY CaMOBBIPOKEHHs, AaKIEHT Ha JACITEIbHOCTb,
B3aMMOYBKECHHE U JIEMOKPATUIHOCTb.

2.1.3. Meroauueckue peKOMEHAALMH [0 KOHTPOJIIO YCIIEBAEMOCTH

2.1.3.1. Texymass arrecranus (TEKyIIMHd KOHTPOJIb) YpPOBHS
YCBOEGHUS COJIepKaHUs yUeOHOUM TUCUIUTIITUHBI

Tekymias arrectanus (TEKYIIUA KOHTPOJb) YPOBHS YCBOEHUSI COJEPIKAHUS
JUCHUIUIMHBI PEKOMEH]IyeTCsl IPOBOJUTH B XOJI€ BCEX BHUJOB Y4YEOHBIX 3aHATUN
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METOJJaMU YCTHOTO U MUCBMEHHOTO omnpoca (padoT), B MPOIECCe BHICTYIUICHUN
CTYJICHTOB Ha MPAaKTUYECKHUX 3aHATUSX U 3alIUTHI pedepaToB, a TaKKe METOAOM
TECTUPOBAHUSI.

KadecTBO MUCbMEHHBIX pabOT OLIEHUBAETCSI UCXOMAS U3 TOTO, UTO CTYACHTHI:

- BBIOpAJIM U UCIIOJIB30BAIHM (DOPMY U CTUJIb U3JI0KEHHUS, COOTBETCTBYIOIINE
LEJSM U COJIEPKAHUIO AUCITUTUIHHBL

- TMPUMEHWIN CBS3aHHYI0 C TEeMOM HH(OpMaIuio, UCHOJIb3YSd IpPU HTOM
NOHSTUWHBIN armapar crieluaiucTa B JaHHON 00iacTu;

- TPEACTABWIM CTPYKTYPUPOBAHHBIH M TPAaMOTHO HAIMCAaHHBIA TEKCT,
VMMEIOIINHI CBSI3HOE COACPKAHHUE.

2.1.3.2. TlpomexyTouHass arrectanus (UTOTOBbIA KOHTPOJIb)
YPOBHSI YCBOEHUS COACPKAHUS YI€OHON AUCITUTUTHHBI

[IpomexxyTouHast artectanusi (UTOTOBBIA KOHTPOJIb) MPOBOAUTCA B (opme
KOHTPOJIbHOM paboThl MO CHUCTEME OILIEHOK «3aYTEHO»/ «HE 3a4T€HO» B XOJIe
sK3aMeHalMOHHOM ceccud. K KOHTpolibHOM paboTe MOMyCKalOTCs CTYIEHTHI,
YCHEIIHO BBINOJHUBIIME BCE BHABI OTYETHOCTH, NPEAYCMOTPEHHBIE IO
JTUCUUIUIMHE Y4YeOHBbIM IUIaHOM. B Xolle KOHTPOJBHON paboThl MpoBepsieTcs
CTEIIEHb YCBOCHHUSI Marepuasa, yMEHUE TBOPUYECKHA M IOCIEAOBATENBHO, YETKO U
KpaTKO OTBEYaTh Ha IOCTABJICHHBIE BOIPOCHI, /I€JIaTh KOHKPETHBIE BBIBOJBI U
dbopMynupoBaTh 000CHOBAHHBIE MPEIJIOKEHUS.

B xoze uTOroBoro KOHTpOJIsI aKIEHT JIeNaeTcs Ha IPOBEPKY CIOCOOHOCTEN
CTYJIEHTOB K TBOPYECKOMY MBILUIEHUIO U UCIOJIb30BAHUIO MOHATUMHOTO aIapara
JUCHUIUIMHBL B PEIICHWH NPOo(PEeCCHOHATIBHBIX 3aJad IO COOTBETCTBYIOIIEH
CIIEUUAJIbHOCTH.

2.1.3.3. Kpurepuu OIICHKH y49eOHBIX JIOCTUKEHUN
obOyyJaronuxcs

KauectBo oTBeTOB U pemieHuss  3aaad (3aJaHuil) OIEHUBAIOTCS HA
«OTJIIMYHOY», «XOPOIII0», «yTOBICTBOPUTEIHLHO» U «HEYIOBIECTBOPUTEIHLHOY.

Or1eHKa «OTJIMYHOY» BBICTABIIACTCS 00YUYaAIOIIEMYCsl, €CIIH:

- TaHBl WCYEPIBIBAIOIINE W OOOCHOBAaHHBIE OTBETHI HA BCE IMOCTABJICHHBIC
BOIIPOCHI, MPaBUJIBHO M PAIMOHAIBHO (C MCIOJb30BAHUEM PAIlMOHATBHBIX
METOJIMK) pellIeHbl COOTBETCTBYIOIIHE 3a/1a4H;

- B OTBETaxX BBIACISUIOCH TJIABHOE, BCE TECOPETHUECKHE TMOJIOKEHHUS YMEJO
YBS3BIBAJIMCH C TPEOOBAHUSAMU PYKOBOJISIINX JOKYMEHTOB;

- OTBETHI OBUIM YETKUMH U KPATKHUMH, a MBICJIM H3JIarajiuCh B JIOTMYECKON
MOCJIEA0BATEILHOCTH;

- MOKa3aHO YMEHHE CaMOCTOATEIbHO aHAIM3UpPOBaTh (HAKThI, COOBITHS,
SIBJICHUS, TIPOTIECCHI B MX B3aUMOCBSI3H U TUAJICKTUYECKOM Pa3BUTHH.

OrnieHKa «XOpOIIO» BBICTABIISIETCSE 00YUaIOIIEMYCSl, €CIIH:

- TaHbl TIOJIHBIC, JOCTATOYHO OOOCHOBAaHHBIC OTBETHl HA IIOCTABJICHHBIC
BOIIPOCHI, MPABUJIBHO PEIICHBI IPAKTUICCKUE 3a/IaHNUS,
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- B OTBETax HE BCErJa BBIAEISUIOCH TIJIABHOE, OTICNIbHbIE TMOJOKEHUS
HEIOCTaTOYHO YBS3bIBAIUCH C TPEOOBAaHUAMHU PYKOBOISIIMX JIOKYMEHTOB, IpPU
pelIeHNH TPaKTUYECKUX 3aJad He BCErAa HCIMOJIb30BAINCH DPALMOHAIBHbIC
METOAMKH PacuéToB;

- OTBETHI B OCHOBHOM OBLJIM KPATKUMH, HO HE BCET/1a YETKUMHU.

O1eHKa «yZIOBIETBOPUTEIHHOY» BBICTABISETCA 00yUaIOIEMYCsl, €CIIH:

- JaHBl B OCHOBHOM IIPaBHJIbHBIE OTBETHI HA BCE MOCTABICHHBIE BOIPOCHI,
HO 0e3 JOKHOM TIyOMHBI U OOOCHOBAaHMS, MPH PEIICHUH MPAKTHUYECKHX 3a7ad
CTYIEHT WCHOJb30BAN MPEXKHUN ONBIT M HE MPUMEHSTI HOBBIE METOJIUKU
BBIMIOJTHEHHSI PAcy€TOB, OJHAKO HA YTOYHSIOUIME BOMPOCHI JaHbl B LEJIOM
IPaBUJIbHBIE OTBETHI;

- TIPU OTBETaX HE BBIAETSIIOCH TTIAaBHOE,

- OTBETHI OBLIM MHOTOCJIOBHBIMU, HEUETKUMHU U 0€3 JOJDKHOM JOrHYecKOn
HOCJIeI0BATEIbHOCTH;

- Ha OT/EJbHBIC JOIMOJHUTEIbHBIE BOMPOCHl HE JAaHBl MOJOXKHUTEIbHbIC
OTBETHI.

OrneHka «HEyAOBJIETBOPUTENIBHOY» BBICTABISIETCS OO0y4aroleMycs, €clid He
BBINOJIHEHBI TPEOOBAHUS, COOTBETCTBYIOIIHNE OLIEHKE «YI0BIETBOPUTEIHLHOY.

3HaHUs, YMEHHS W HaBBIKM OOYyYalOIIMXCSl Ha KOHTPOJBHOM paboTe
OLIGHUBAIOTCS 10 CHCTEME «3aYTeHO», «HEe 3a4yTeHo». llonokurenbHas OlEHKa
(«3a4TEHO») 3aHOCUTCS B 3aU€THO-IK3aMEHAIIMOHHYIO BEIOMOCTh M 3a4€THYIO
KHIDKKY JIMYHO TpenofaBaTeneM. OlieHKa «HEe 3a4T€HO» MPOCTABISIETCS TOJIbKO B
’K3aMEHALIMOHHYIO BEIOMOCTb.

OOmuUMHU KpUTEPHUSIMH, OIPENEISIONIMME OLIEHKY 3HAHUM Ha KOHTPOJBHOMN
paboTe, SIBISIOTCS:

«3auTeHo «He 3aureno
JaHbl B OCHOBHOM HpaBI/IHBHLIG OTBCTHI HA BCC HC BBIIIOJIHCHBI TpCGOBaHI/IH,
MOCTaBJICHHBIE BOIIPOCHI; COOTBETCTBYIOIIIHE OIEHKE «3a4YTCHOY.

IIPaBWJIbHO PELIEHBI IPAKTUUECKUE 3aJaHUS;
B OTBETaX B OCHOBHOM BBIJIEIISIIOCH IVIABHOE,
MOKa3aHO YMEHHE aHAJIM3UPOBATh (PAKTHI,
COOBITHS, SBJICHUS, IPOLIECCHI B UX
B3aMMOCBSI3U U TUAJIEKTHUECKOM Pa3BUTHH.

2.2. MeToandeckne yKa3aHus 00yqIaroImuMes
2.2.1. PexomMeHaaMKU IO MTPOYKTUBHOMY YCBOSHUIO yU4eOHOTO MaTepuasa

[TpoayKTHBHOCTH YCBOEHHS y4eOHOTO MaTepuajia BO MHOTOM ONpPEIeIsIeTCs
WHTCHCHUBHOCTBIO W KauyeCTBOM  CaMOCTOSITEIBbHOH  pabOTBl  CTYJACHTA.
CamocrosTenpHas paboTa mpeamnoiaraet GopMUpOBaHUE KYIbTYPhl YMCTBEHHOTO
TPy/Ja, CAMOCTOSITEIbHOCTH W WHUIIMATHBBI B TOWCKE W MPUOOPETCHWU 3HAHUM;
3aKpETUICHUE 3HAHWI W HAaBBIKOB, MOJTYYEHHBIX HA BCEX BUAAX yU4COHBIX 3aHSITHMH;
MOJATOTOBKY K TMPEACTOSAIINM 3aHSATHUSAM, dK3aMEHaM; BBIOJTHEHUE KOHTPOJIBHBIX
pabor.

CaMoCTOSTENBHBIN TPY/T PA3BUBAET TAKUE KAY€CTBA, KAK OPTaHU30BAaHHOCTb,
JTUCIUIUIMHUPOBAHHOCTD, BOJIIO, YIIOPCTBO B JIOCTIKEHUHW ITOCTABJICHHOHN IIETH,
BbIpabaThiBaeT  yMEHHE  aHAIM3HpPOBaTh  (AKThl W SBICHUSA,  YYUT
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CaMOCTOSITEIBHOMY MBIIUIEHHIO, YTO MPUBOJUT K PA3BUTHIO M CO3JAHUIO
COOCTBEHHOTO MHEHHS, CBOMX B3TJISJOB. YMEHHE padoTaTh CaMOCTOSITEIbHO
HEOOXOJAMMO HE TOJIBKO JUIsl YCHEIIHOTO YCBOCHMSI COJAEpX aHUs Yy4eOHOU
MIPOTrPaMMBbl, HO U JJIs JAIbHENIIEN TBOPUYECKON AEATEIIBHOCTH.

OcHOBY caMOCTOSITEIbHOM PabOThI CTYICHTA COCTABISIET paboTa ¢ yuyeOHOM
U Hay4yHOU smTeparypoil. M3 ombiTa paboThl ¢ KHUTOM (TEKCTOM) CIEAyeT
ompeneseHHas  MOCIeAOBAaTeIbHOCTh  JIEUCTBUI, KOTOpOM  1iesiecoo0pa3Ho
npuaepxkuBarbes. CHayala Mpo4YuTaTh BECh TEKCT B ObICTpOM Temme. L{ens Takoro
YTEHUSl 3aKII0YaeTcs B TOM, 4YTOOBI CO37aTh 0OIIee TNpencTta BICHHE 00
n3yyaeMoM (HE 3allOMHUHATh, @ TOHATh OOLIMK CMBICT MPOYUTAHHOTO). 3aTeM
MpOYUTATh BTOPUYHO, OOJEE MEHJIEHHO, 4YTOObl B XOJE€ UTEHHUS MOHATh U
3alIOMHHUTb CMBICI KKI0U (hpa3bl, KAKJIOTO MOJIOKEHUS U BOIPOCA B LIETIOM.

UTeHue MPUHOCUT TOJB3Y U CTAHOBUTCA MPOJAYKTUBHBIM, KOrAa
COMNPOBOXKAACTCS 3aMUCAMU. DTO MOXKET OBITh COCTABJICHUE TJIaHA MTPOYUTAHHOTO
TEKCTa, TE3UCHI UIIN BBIMUCKN, KOHCIEKTUPOBAHUE U JIP.

Br16op Buja 3amucu 3aBUCHUT OT XapakTepa Uu3y4aeMoro Marepuania u 1eneu
paboThI C HUM.

Ecnu conepkanume marepuana HECIOKHOE, JIETKO YCBaMBAEMOE, MOKHO
OTPaHUYUTHCS COCTABIICHUEM IUIAHA.

Ecnu matepuan comepUT HOBYIO M TPYAHO yCBaMBAEMYyI0 MH(pOpPMAIIMIO,
eJIeCO00Pa3HO €ro 3aKOHCIEKTUPOBATh. Pe3yibTaThl KOHCHMEKTUPOBAHUS MOTYT
OBITH MIPEICTABJICHBI B PA3IMYHBIX (hOpMax.

[Inan — 3TO0 cxema MPOYUTAHHOTO MaTepuana, KpaTKuil (WM MoApOOHBII)
IIEpeYEHb BOIIPOCOB, OTPAXKAIOIINX CTPYKTYPY M MOCJIEIOBATENBHOCTh MATEPHAIIA.
[TonpoOHO cocTaBIEHHBIH IJIaH BIOJIHE 3aMEHSIET KOHCIIEKT.

KOHCIIEKT — 3TO CUCTEMATU3UPOBAHHOE, JIOTMYHOE HM3JI0KEHHE Marepuasia
UCTOYHUKA. Pa3nnyaroTcs 4yeThlpe ThIa KOHCIIEKTOB.

[11aH-KOHCIEKT — 3TO Pa3BEPHYTHIA IETATM3UPOBAHHBIN IUIAH, B KOTOPOM
JIOCTATOYHO TOJPOOHBIE 3alUCU MPUBOAATCS MO TEM NYHKTaM IUIaHa, KOTOPbIE
HY>K1a0TCS B TOSICHEHUH.

TexcTyanbHbI KOHCIEKT — 3TO BOCHPOM3BEACHHE HauOoOJee BaKHbBIX
MOJIOKEHUH U (PaKTOB MCTOYHHKA.
CBOOOAHBIA KOHCIEKT — 3TO YETKO W KpaTrko chopMylrMpoBaHHBIE

(I/ISHO)KGHHBIC) OCHOBHBIC IIOJIOKCHUSA B PE3YJIbTATC FJIY6OKOFO OCMBICJIMBAHUA
Marcpuaiia. B nem MOT'YyT IPHUCYTCTBOBATH BBIIMWCKHW, HOUTATbI, TC3UCBI; 4YaCTb
Marcpuajia MOXKCT OBITH npcACTaBJICHA ITIJIAHOM.

TemaTndyecknii KOHCIEKT — COCTABJISIETCS HA OCHOBE W3Y4YEHHUS psiia
VCTOYHHUKOB U JaeT 00Jee NI MEHEE UCUEPITBIBAIOIINNA OTBET MO0 KAKOW-TO CXeMe
(Bompocy).

B mnpouecce uzydeHus marepuanga MCTOYHUKA, COCTABJICHUA KOHCIIEKTa
HY>KHO 00513aTeJIbHO NMPUMEHSTh pa3JIMYHbIE BBIJICIICHUS, 10/13aT0JIOBKH, CO3/1aBast
OJIOUHYIO CTPYKTYPY KOHCIIEKTa. DTO JeJaeT KOHCIEKT JIETKO BOCIIPUHUMAEMBbIM,
yAOOHBIM JIJIs1 paOOTHI.

[ToaroroBka K MpakTUYECKOMY 3aHSITHIO BKIIFOYAET 2 ATara:

1#1 — opraHu3alMOHHBIN;
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2i1 - 3aKpeIuIeHne U YriIyoJieHue TEOPETUUECKUX 3HAHUM.

Ha mepBoM sTame CTYIACHT MIaHUPYET CBOIO CaMOCTOSITEIIBHYIO PaboTy,
KOTOpasi BKITIOYAECT:

- YSICHEHHE 33/IaHUs HA CAaMOCTOSITENIbHYIO padoTy;

- MoA00p PEKOMEHIOBAaHHOMW JIUTEPATYPHI;

- COCTaBJICHHE TUIaHa PabOThI, B KOTOPOM OMPEIEIISIFOTCS OCHOBHBIE TTYHKTHI
MIPEICTOSIIIEH TTOTOTOBKH.

CocTaBneHue miaHa TUCHUIUIMHUPYET W TMOBBIIIAET OPraHU30BAaHHOCTH B
pabore.

Bropoii sTam BKIIOYAeT HEMOCPEICTBEHHYIO TIOATOTOBKY CTyJEHTa K
3aHATHI0. HaumHath HAZO ¢ WU3y4YeHHS PEKOMEHJIOBAaHHOW JIMTEpaTyphl.
HeoOxonmuMo MOMHUTB, YTO Ha JEKIUH OOBIYHO pAacCMaTpPUBACTCS HE BECh
MaTepuai, a TOJIbKO ero 4actb. OcTanbHasi €ro 4acTh BOCHOJHSETCS B Mpoliecce
CaMOCTOSITENIbHOM paboThl. B cBs3M ¢ 3TMM paboTra ¢ PEKOMEHIOBAaHHOU
auTepatypoi ooOsi3atenbHa. Ocob0e BHUMAHHUE MPU 3TOM HEOOXOIUMO OOpaTUTh
Ha COJIEp)KaHHWE OCHOBHBIX TIIOJIOKEHUH M BBIBOJIOB, OOBSICHCHHE SIBICHUU U
¢dakToB,  ySICHEHHE PaKTHIECKOTO NPUIIOKEHUSI  PacCMaTPUBAEMBIX
TEOPETUYECKHUX BOMPOCOB. B mporiecce 3Toif paboThl CTYACHT JTOJDKEH CTPEMHTHCS
MOHATh W 3allOMHUTh OCHOBHBIC IIOJIOKCHHSI pacCMaTpUBaeMOTO MaTepuaa,
NpPUMEpHI, TOSACHSAIOIIME €ro, a TakkKe pa3oopaThCsi B HWILIIOCTPATHBHOM

MaTtepuaie.
3aKkaHYMBaTh MOJArOTOBKY CJEAYET COCTaBJIEHUEM IUIaHa (KOHCIEKTA) IO
H3y4aeMOMY Marepuay (Bompocy). Ot1o0 MO3BOJIET COCTaBUTH

KOHLIEHTPUPOBAHHOE, CKATOE MPEACTABICHHUE MO N3YyYaEMbIM BOIPOCAM.

B nmpomecce MNOArOTOBKM K  3aHATHSAM  PEKOMEHIYETCS  B3aUMHOE
oOcyxJeHue MaTepuaina, BO BpeMs KOTOPOTO 3aKpEIUISIOTCS 3HAHMS, a TaKkKe
npuoOpeTaeTcsl MpakTUKa B M3J0KEHUU M PA3bsICHEHUWU MOJYYEHHBIX 3HAHUM,
pa3BUBAETCA PEYb.

[Ipu HeoOXomuMoCTH cleayeT oOpamatbcsi 3a KOHCYJbTAlMed K
npenojasarento. Was Ha KOHCYJIbTalMio, HEOOXOJMMO XOpPOIIO MPOAYyMaTh
BOIIPOCHI, KOTOPBIE TPEOYIOT pa3bsICHEHUS.

B navane 3aHATHS CTyHEHTHI MOJ PYKOBOJACTBOM IIpernojaBarensi Oolee
rJIyOOKO  OCMBICIIMBAIOT TEOPETUYECKHUE TMOJOXKEHUS [0 TEeME 3aHATHUf,
PacKpbIBAIOT U OOBICHAIOT OCHOBHBIE sIBJICHUS U (hakThl. B mporiecce TBOpUECKOTo
0o0CYXXJIeHUSI M JHUCKYCCHUHU BBIpAOATHIBAIOTCS YMEHMS M HaBBIKM HCIIOJIb30BATh
pUOOPETEHHBIE 3HAHUS ISl PELIEHUS] TPAKTUYECKUX 3a1a4.
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