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1. IPAKTUYECKHUE U HTHTEPAKTUBHBIE 3AHATUA
IO AMCIHUITVIMHE

OI1LI. 04 JlokyMeHTAIIMOHHOE 00ECIIEUEHHUE VIIPABICHHUS
(MHJEKC, HANMCHOBAHUE JTUCITUTIIMHBI)

1.1. IlnaHbl NIPAKTUYECKUX 3AHATHH M0 TUCIUIINHE

Tema 1. CymHOCTh JOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YTIPABICHUS - OUHAS
dbopma — 2 yaca, 3a0yHas — 2 Jaca.

Cooepoicanue: OHATUA «HHPOPMAIUS» U «JOKyMeHT». Ponb nndopmanmu
B COIMATBHO-DKOHOMUYECKHUX mporeccax. [lommyHKIHMOHATHHOCTh JOKYMEHTA.
Nudopmarnmonnas, KOMMYHUKaTHBHAs, COLlMaTbHAS, KyJbTypHas,
ympaBleHYeCKas, MpaBoBas, HUCTOpUYECKas W Jpyrue (QyHKIUU JTOKYMEHTOB.
[lonsiTue o pokymMeHTHpoBaHUH. (OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUS.
MartepuanpHple HOCUTENH HH(DOpPMAMM W WX BIMSHUE HA JOJITOBEYHOCTh M
COXPAaHHOCTb  JOKYMEHTa. 3aKOHOJATENIbHbIE  aKTbl, PpErJIaMEHTUPYIOLINE
Opranu3anuio paboThl C JAOKYMEHTHUpOBaHHOW HH(popmanueil. HopmarupHo-
METOJUYECKHE TOKYMEHTBI, PETIIAMEHTUPYIOLIUE HOPSAOK BbIIAYU U TpeOOBaHUS
K OQOpMJIICHHIO KONHUHA B OpraHM3alMsaX, KOTOpbIE SBJISIOTCA aBTOpaMHU
JIOKYMEHTOB. OcHoBHbIE HOpMaTHBHbIE aKThl,  pErJIaMEHTUPYIOLINE
JIOKYMEHTUPOBAHUE YNIPABICHUECKOHN 1€ATEIbHOCTH.

Bomnpocsr:

1. CymnocTh HHQOpMALIMU U JOKYMEHTA;

2. OyHKINHA JOKYMEHTA;

3. [lonsiTHE M CIOCOOBI JOKYMEHTUPOBAHMS;

4. Hocurenu unpopmainy;

5. HopMmaruBHbIE  aKTbl, pENIAMEHTHPYIOUIME  JIOKYMEHTHPOBAHUE
YIPABJICHYECKON EATEIBbHOCTH.

Jluckycceus 1o IOKJIaiam:

1. Jenonpou3BOACTBO B JopeBoIOIMOHHON Poccuu (10 1917 1.):

- OT MOSABJICHUS MEPBBIX JOKYMEHTOB JI0 IPUKA3HOTO JEJIONPOU3BOACTBA (X-
XV BB.);

- KoJutexkckoe nienonpousBoactBo (XVIII B.);

- MHUHHUCTEpPCKOE  (MCHOJIHUTENIbHOE) Jaenomnpous3BoacTBo (XIX-Hauano
XXB.).

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

- OT PAa3pO3HEHHBIX YCWIMH MO YHOPAIOYECHHIO JIEJIONPOU3BOJCTBA 10
pa3paboTkun EnuHOM rocymapcTBEHHONM cucTeMbl jenonpousBojacTBa (1917-
1973rr.);

- OT TPAJUIMOHHOTO JEJIOMNPOU3BOACTBA K JOKYMEHTAIlMOHHOMY
00€eCIeUeHHUIO YIPaBICHUSI.

3. CoBpEMEHHOE POCCUNCKOE IEJIOMPOU3BOJICTBO.



TeMbl TOKIIagOB:
1. Dtansl pa3BUTHS AEJIONIPOU3BOICTBA B Poccum.

Tema 2. VYnpanenHuyeckas agokyMeHTanus. @OyHKUUMU YIpaBICHUYECKON
JOKyMEHTAIMU. YHUDUIIMPOBAHHBIE CUCTEMbI YIIPABICHUECKOW JTOKYMEHTAIUU —
ouHas ¢opma — 2 yaca, 3a0yHas — () 4acos.

Cooeporcanue: XapaKTEpUCTUKA M COCTAB OPraHU3ALMOHHBIX JTOKYMEHTOB.
XapakTepUCTUKA U COCTaB PACIOPSAAUTEIBHBIX JOKYMEHTOB. XapaKTEPUCTUKA U

coctaB  MH(GOPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB. Yaudpukauus  #
CTaHJAPTU3ALIMS. [lonatne «cucrema JOOKyMEHTAlUW», €€ NIPU3HAKU.
QOYyHKIMOHAJIIBHBIE M OTPACJEBBIE CHCTEMBI  JOKYMEHTALIHH. [TonsTHE

«yHU(UIMPOBAaHHAs CUCTEMa JOKyMEHTauuu». ['ocymapcTBEHHBbIE CTaHAAPTHI HA
YHU(QUIIMPOBAHHBIE CHUCTEMBbl JIOKYMEHTAllUM, pErjaMeHTHpYIOIMe oOIue
opaBWia HUX pa3padoTku U nocTpoeHus (Gopmynspa-odpasua. Ilonstue
«yHUGUIUPOBaHHBIE (OPMBI JOKYMEHTOB. (OOIIEpOCCHHCKHE U OTpaciieBbIe
YHUPUIIMPOBaHHBIE (DOPMBI JOKYMEHTOB; YHU(DULIMPOBaHHbIE (POPMBI TOKYMEHTOB
IpEAnpUATH, ITIOPALOK UX BBEIAEHUA B AchCTBUE. Pacrpenenenue cocraBa BUIOB
U Pa3sHOBUIHOCTEH JOKYMEHTOB OIPEACIEHHOIO KOMIUIEKCAa II0 3aj1ayaMm
ynpasinenus.  Bunbl konuid. TpeboBanus K O(QOpPMIICHHIO Pa3IMYHBIX BHUJIOB
KOIIHI JOKYMEHTOB. HopmartuBHO-MeTOIMUECKHE NOKYMEHTBI,
pErjlaMEeHTUPYIOIINE MOPSAOK BbIIAYM W TpeOOBaHUSA K OPOPMIICHUIO KOMUU B
OpraHU3alHUAX, KOTOPBIE SBISIOTCS aBTOPAMH TOKYMEHTOB.

Bomnpocsr:

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

2. Yuubukaius u CTaHIapTU3AIMS TOKYMEHTOB;

3. CymHocTh YHU(DUIIMPOBAHHON CUCTEMBI IOKYMEHTAIIUH.

3aganue:

1. CocraBpTe cxeMy «CTpyKTypa 3aKOHOJATEIHLHON M HOPMATHUBHOM 0a3bl
JEOMPOU3BOICTBAY.

2. CoctaBbTe cxembl «CTpykTypa ciyx0s1 JIOY manoii / cpenneit / kpynHoit
OpraHu3alum»

3. CocTaBieHue JTOJDKHOCTHOW UHCTPYKIIMU PAOOTHHKA;

4. CocraBnenus Tadenst GopM TOKYMEHTOB, IPUMEHSIEMbIX B OpraHU3aIiu.

Tembl TOKJIaI0B:

1. Krnaccudukarms ynpaBieHYECKUX JOKYMEHTOB IO COJIEPIKAHMIO;

2. Knaccudukarms YIIPaBJICHYECKUX JOKYMEHTOB o BHUIAM
JICITEIHbHOCTH.
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Tema 3. Tlomsitne «pekBU3UT AOKyMeHTa». (xema pacHoJOXKEHUs Hu
XapaKTepUCTUKa PEKBU3UTOB — OYHas popma — 2 yaca, 3a04Hast — 0 gacos.

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

Bomnpocsr:

1. IlonsiTHE M BUIIBI PEKBU3HUTOB;

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

3aganus

1. CocraButh 00mMK OJaHK KOHKPETHOW OpraHU3allUU C MPOJOJBHBIM U
YIJI0BBIM PACIIONIOKEHUEM PEKBU3UTOB Ha opmate A4.

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

Hcxoanblie napaMeTpsl 411 0pOopMIIeHUS OJIaHKOB:

Opranu3zanus — 001ECTBO C OTPaHUUYEHHOM OTBETCTBEHHOCTHIO «Bepcainby;

CrpykTypHOe noapaznenenue — ciyxoa J10VY;

JIOJIKHOCTHOE JIMIIO — T€HEePaJIbHBIN TUPEKTOD;

CnpaBouHble 1aHHbIe 00 opranu3anuu — 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 UCIIOJTHEHHSI KaKOT0-JIN00 JeCTBUS

B) nokymeHT, coepxauiuii npurianieHue Ha MeponpusiTue

C) N0KyMeHT, B KOTOPOM TapaHTHPYeTCsl OIUIaTa BbINOJHEHHOH
padoThI WK NPeAoCTABJIeHHE 4ero-ando (padoTbl, MOMelIeHus 1 T.]1.)

D) n0KyMeHT, MOATBEP>KAAIOIINHN MOJIyYeHHE LICHHOCTEN

2. JlaiiTe ompeeieHUE JOKYMEHTA:

A) MarTepuasibHBIi 00beKT ¢ wuHpopManuer, 3apUKCHPOBAHHOU
CO3JAaHHBIM 4YeJ0BEKOM CIOCO00M, JJs1 eé mepegayd BO BpPEeMEHH U
NPOCTPAHCTBE

B) coBokynmHOCTb pEKBU3UTOB OQUIIMAIBHOTO MHChMa

C) cranmapTHOE pacnoyioKeHHe MaTepuaia

D) Tekct

3. Haiite onpenenenue popmyispa-odpasma:

A) COBOKYNHOCTb PEKBU3UTOB JEJIIOBOTO MUChMa
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B) COBOKYITHOCTD PacnoJIo;KeHHbIX B onpeaeeHHOH
MOC/Ie/I0BATEILHOCTH  PEKBHU3MTOB, MNPHUCYIIHX  BCeM  JOKyYMeHTaM
onpe/ieJIeCHHON CHCTeMbI JOKYMEHTAMHI

C) COBOKYITHOCTh PEKBU3UTOB MPHKa3a

D) cOBOKYITHOCTh PEKBU3UTOB aKTa

4. Jlenonpou3BOACTBO - 3TO:

A) npaBuIbHOE OPOPMIIEHHE JOKYMEHTOB.

B) opranmzarust 1oKyMeHTO000pOTa B YUPEKACHUU.

C)  COBOKYNHOCTHh  JIOKYMEHTOB,  OTpPaXarOUIMX  YNPaBIECHUYECKYIO
JEeATEIbHOCTD YUPEKICHUS.

D) coBokynmHocThb padoT MO [JOKYMEHTHPOBAHUIO JeATEJbLHOCTH
yIpaBJeHHs U 110 OPTaHU3ALHUH JOKYMEHTOB B YUpe:KIeHHH.

5. Kakas pyHKIMS OTHOCUTCS K OOIIMM (PYHKIUSIM JOKYMEHTA!

A) oO1eKynbTypHas;

B) nngopmanuonnas;

C) mpaBoBasi;

D) ynopsinounBatomasi.

6. JlokyMeHTaIOHHOE 00ecTIeYeHNE YIIPABIECHUS — 3TO:

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

B) nesTeqibHOCTH anmmapara ynpaBJeHHsl, OXBATBHIBAKOIIAS BONPOCHI
JOKYMEHTHPOBAHUS U OPTaHU3ANNHU PA0OTHI ¢ TOKYMEHTAMM.

C) COBOKYIHOCTh JIOKYMEHTOB, IMPUMEHSEMbIX B ONpeIeTeHHON cdepe
NEeSATETbHOCTH.

D) COBOKYMHOCTh pPEKBHU3UTOB, YCTAaHOBIEHHBIX B COOTBETCTBHH C
bopmMyIISIpOM TOKYMEHTA.

7. YKaXHTE OTIUYUTEIHLHOE CBOMCTBO IOKYMEHTA!

A) KOTTUHHOCTb;

B) opuanyeckas cujia;

C) MHO>KECTBEHHOCTb;

D) TO4HOCTb.

8. Komnexckoe n1ei1onpou3BoaCTBO - 3TO

A) padoTa ¢ JOKyMeHTaMH, NPOBOAMBIIASICH B KOJLJIETUSIX

B) pabora ¢ jokyMeHTaMu, IPOBOJIMBILASACS B MPUKA3aX

C) paboTa ¢ fokyMeHTaMu, IpoBoAUBIIAsACS B COBETCKUX YUPEKIACHUIX

D) paboTta ¢ toKyMeHTaMu, TPOBOJUBILASACA B MUHUCTEPCTBAX

9. HazoBure naBa OCHOBHBIX (¢opMara, Ha KOTOPbIX OGOPMIISIOTCS
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 HOpMATHBHBIA JOKYMEHT, Ha OCHOBAaHHU KOTOPOTO
odopmisitorest TokymeHTs OPJ]

A) MHCTPYKLIMS O JEIONPOU3BOACTBY



7

B) monoxenue o6 apxusaHoM pouae PO

C) I'OCT 6.30.-2003

D) T'OCT 16.48.7-70

11. O6s13aTenbHBIM MPU3HAK HA JIOKYMEHTE, YCTAaHOBJIEHHBINM 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) pezomtonus

D) Tekct

13. OxapakrepusyiiTe ¢ TOYKM 3pEHUS MPUHAIICKHOCTH K PEKBU3UTAM
cnenyromuit pparment: Y TBEPXKXIAIO JIupexrop n/m M.0.D. 13.02.98

A) rpud yrBepKIeHus

B) 3aronoBok

C) pezomtonus

D) moamuce

14. OxapakrepusyiTe ¢ TOYKU 3pEHUS] PEKBU3UTOB CIENYIOIUN (pparMeHT:
«Bx. Ne 0000 Jara 00.00.00»

A) pe3omrornus

B) ormMeTKa 0 MOCTYIJIEHUM JOKYMEHTA

C) oTMeTKa O HATMYUU TIPHIIOKCHHH

D) noanuce

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

A) nmoanuce

B) nara

C) pezomtonus

D) oTmeTKa 0 HAJIMYWU NPUITI0KEHU N

16. Ilepeuuncaute OCHOBHBIE BUJIbI OJIAHKOB

A) o0muii 0J1aHK, OJIAHK VIS MceM, OJIAHK ¢ MPOAOJIbHBIM H YIJIOBBIM
pPacnoJiokeHneM PpeKBU3HTOB

B) cymiectByeT TONBKO OJaHK C MPOAOJIBHBIM U YTIOBBIM PACHOI0KEHUEM
PEKBU3UTOB

C) cymiecTByeT TOJIBKO OOIIHi OJIaHK

D) cymiecTByeT TONbKO OJaHK 7Sl THCEM

17. PekBU3UT - 3TO

A) o0s13aTe/IbHBIN NPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBII 3aKOHOM

B) cucrema nokymeHTanuu

C) cnyxebHOE 10I1e

D) pabouee noze



Tembl OKIan0B:
1. Hasznauenue u o6nacts npumeHeHus OCT P 6.30 — 2003.

Tema 4. OcHOBHBIE VYIPABJICHUYECKHE JIOKYMEHTBI, COCTaBJICHUE W
odopmieHre — ouHas popma 2 Jaca, 3a04Hasi — 2 Jaca.

Conepxanue: cocTaBlieHME M O(OpMIIEHHE OCHOBHBIX YIIPaBICHUECKUX
JIOKYMEHTOB: YCTaB, MOJIO)KEHUE O CTPYKTYPHOM IMOJPa3ACICHUH, IMPOTOKOJIBI,
aKThl, 3aKIIOUYCHUS, CIY)KEOHBIC 3alUCKH, TOKJIAIbl, TUTAHBI, 0030pHI, CIIPaBKH,
nvchma u Jip.

Bomnpocsr:
1. OcHOBHBIE BUIIBI YIIPABIECHYECKUX JOKYMEHTOB;
2. OdopmiieHuE OCHOBHBIX YIPABIECHYECKUX JOKYMEHTOB.

Ynpaxnenue 1.

CocraBpTe 3asBlIeHHE, OJIaHK OpraHU3allMM, CIYKEOHYI0 3amucky (Ha
CBOOOJIHYIO TEMY).

VYpaxsaenue 2. CocTaBbTe CIEAYOIUE JOKYMEHTBI:

1. CocraBpTe mnpHUKa3 IO OTKPHITOMY aKIMOHEPHOMY OOILECTBY
«HoBocubupckuii 3aBOJ XMMKOHILIEHTPATOB» OO0 YTBEP)KIEHWUW HHCTPYKUUHU IO
JIEJIONPOU3BOACTBY Ha 3aBoje. B KOHCTaTUpyIOIIEW YacTh YyKaXuTe, 4TO B
COOTBETCTBHM C THUIIOBOW MHCTPYKIMEN MO AEJTONPOU3BOACTBY B MUHHCTEPCTBAX,
BenoMcTrBax  Poccuiickoin  ®enmepaunu,  yTBEPKIAECHHOM  PACHOPSKEHUEM
[IpaButensctBa Poccuiickoin @enepanuu ot 24.06.92 Ne 1118-p npencenarenem
Komurera o genam apxusoB npu [IpaBurensctBe PO Ilnxos ILI., u ¢ 'OCT P
6.30-97 xaHuenspueit 3aBoa pa3padoTaHbl MOPSAIOK MPOXOKIACHHS JOKYMEHTOB U
CTaHAAPThl HAa  OPraHU3alMOHHO-PACHOPSAMTENBHYI0  JOKYMEHTanuw. B
pacnopsAIUTEIbHON YacTH YTBEPAWTE HWHCTPYKLHMIO W TOPYYHUTE 3aBENYHOLIEH
KaHUespued  00ecreyuTb  METOAMYECKOE  PYKOBOACTBO  OpraHu3aluei
JICJIONPOU3BOCTBA HAa MPEANPHUSITHH M YCTAaHOBUTH KOHTPOJb 3a COOJIOJCHHUEM
TpeOOBaHMI HHCTPYKITUU.

2. CocraBbTe MpPOEKT NpHUKa3za MO JIEKTPOBAKYyMHOMY 3aBOAYy 00
YCTAaHOBJICHMH  €IMHOTO  peXuma paldoThl  LEHTpPalbHBIX  CKIagoB. B
KOHCTaTUPYIOIIEH YacTh OTMEThTE, YTO OTIYCK Il€XaM MaTepHalioB CO CKJIAJOB
NpeAnpuaATAsS B TeuyeHWe paboyero [HS HapylwaeT HOPMalbHYIO padoTy
CKJIQJICKOTO arrmapaTta. B pacnopsuTenbHON 4acTH YKaKUTE€ KOHKPETHBIE Yachl
OTIyCKa MaTepUajioB CO CKJIAJ0B, Ha30BUTE KOHKPETHBIX TOJKHOCTHBIX JHIL (B
JUPEKIMA M 1eXax), KOTOpble OTBEYalOT 3a MEepeBOJ| CKIaJoB Ha Ooiee
parmoHabHBIH pexuM 10 paboTel. OcTanbHbIE TMYHKTHI B PACIOPSAUTEILHON
YaCTHU U IPYyTU€ PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3. Hanummre npoekt mnpukaza 1o OAO «Okcug» 00 wurorax
JOKyMeHTanbHOW peBu3un padotsl npeanpustus ¢ 01.02.2000 no 01.09.2000. B
aKTe pPEeBU3UHU 3a(DUKCHPOBAHBI CIEAYIOUINE HEIOCTATKH: HE YMOPAJOYEH Yy4eT
JUYHOTO cOcCTaBa, HEKoTopwle JmuHble nena WTP maxonmarcs B 3amynieHHOM
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COCTOSIHMM; Y 3aBedyromero ckinagoM wetamioB llerposa JILH. okasammce
W3JIMIIKK JIUCTOBOM cTanmu (320 Kr) W HemocTadya CTalbHOM JeHTHI (185 Kr);
JIOMyCKaeTcsi HEOOOCHOBAHHOE CIMCAaHUE YIMAKOBOYHOW Oymaru, rBO3JEH U
3alacHbIX YacTell JJIsi peMOHTa 000PY0BaHUsS; B MEXaHMUYECKOM IIe€X€ JOIMYyIIeH
nepepacxo/i mpumosi B koiauuectBe 60 Kr; 3aBeAyHOIIUM CKIAJICKUM XO3SMCTBOM
[1.1. SIkoBIEBBIM HECBOEBPEMEHHO OTTPYKEHA MTOCTABIIMKAM 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
YKa@XUTE, 4YTO MPU HPOBEpKE padOThl CKJIaJa MNHIOMAaTEPUAIIOB YCTAaHOBJICHBI
(dakKTbl OTIyCKAa B KOTEIBHYIO JUISl COKMTAaHUS OTXOAOB MUJIOMATEPUAJIOB JIITMHOU
cebilie 20 cM. B 3akarouMTENHbHON 4YacTH CHEAYET NPEIJIOKHUTH 3aBEAYIOLIEMY
CKJIaJIOM OpPTaHM30BaTh padOTy MO peain3aluy OTXO0I0B YaCTHBIM JIMLIAM.

5. CocraBbTe mnpuka3 no npennpuatruio «Caim» o0 uTOorax peBU3UU IO
npoBepke (uHaHCOBOro yuera. B KOHcTaTupyromieil dYacTh yKaXKuTe, UTO
peBu3uel oOHapyx eHbl (PakThl rpyOOro HapylIeHHs] (UHAHCOBOTO Y4eTa, IOJHOE
OTCYTCTBHE y4Ye€Ta U OTYETHOCTH IO KOMAaHJMPOBKaM, OTCYTCTBHE )KypHajia y4eTa
JIOBEPEHHOCTEM.

6. CocraBbTe npuka3 06 urorax pabotsl ¢ gokymeHtamu B 1998 r. 8 OAO
«Ponuua». B KoHCTaTHpyromed 4acTh yKaKMTE HAa HU3KYH TpeOOBaTeIbHOCTb
pYKOBOJUTENEH MOAPA3ACIICHUNA K KAYECTBY NMOATOTOBKU JIOKYMEHTOB M KOHTPOJIS
32 HMX HUCHOJHEHWeM. B pacnopaauTenbHOM dYacTH oOpaTUTe BHUMaHUE
PYKOBOJIUTENEH Ha MOBBIIICHUE TPEOOBATENIBHOCTU K pa0OTHUKAM B YaCTH pabOThI
c JokymeHTamu. [laiiTe  3agaHue  COTPYAHMKY, OTBEYalolleMy  3a
JEOMPOU3BOACTBO, pa3pad0TaTh MEPHI MO YIYUIIEHUIO 3TOH padOTHI.

7. Hanummre  OpoekT  MpuKaza  IUPEKTopa  3aBojla  TOYHOTO
MAIIMHOCTPOEHUs] O TPEMUPOBAHUU PAOOTHUKOB IUIAHOBO-3KOHOMHUYECKOIO
OTHeNa 3a JOCPOYHYIO pa3paboTKy Texmpom@uHmiiaHa. [Ipemus BblgaeTcs u3
dbonma MarepuaibHOrO MOOMIpeHus B pasmepe 60% mecsunoro oknama. pyrue
JTAHHBIE B TEKCTE U PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

8. CocraBbTe [OKJaAHYH 3anmucky Oyxrantepa Tumommuon W. II.
rmaBHoMy Oyxranrepy ¢upmbl «Pyoun» babuueBy ILII. or 15.09.2008 o
npousBeneHHon Tumommuon M. II. mpoBepke BBINOJHEHUS MPUKA3a AUPEKTOPa
bupmbr ot 12.01.2007 Ne 92 «O cocTrossHMM OyXrajaTepckoro ydera Ha
CTPOUTENLCTBE 0a3bl OT/IbIXa B pailone OOckoro Mops». B npukaze OblIM yKa3aHbI
KOHKPETHBIE CPOKH JIMKBHUIAIIMN HEIOCTAaTKOB, OOHapyXeHHbIX B ssHBape 2008 r. B
JTOKJIaqHON 3amucke 11 JOMKHO OBITH OTMEUEHO BBINOJHEHUE BCEX IYHKTOB
npuKasa, 32 UCKIIOYEHUEM MYHKTOB 00 OpraHU3alliid PaBHOMEPHOW €3KETHEBHOMN
crauu pabounMu HapsioB Oyxrantepy. BeisaBieno, uro 25 despans 2008 r. 6b110
caaHo Toyibko 35,2% Bcex HapsnoB. OctaibHble Hapsiabl caansl 1 mapra. Ilo
rpaduKy CpOK cCHayd TMOCIETHUX HapAJOB 3a MPOLUIbI MeCSll YCTaHOBIIEH
NEepBOro  uuciaa cienyrouero Mecaua. OcrtanbHble  JaHHBIE — YKaKUTE
CaMOCTOSTEIIBHO.



10

9. CocraBbTe MOKIAIHYIO 3alMCKy TJIABHOTO OyxXranTepa IUPEKTopy 00
uTOrax paldoThl MO IEHTPATU3AIMKU PACYETOB C pabouyMMu U ciayxaumumu B Bl
3aBojia. lleHTpanuzanusi pacdyeToB Jajna BO3MOXKHOCTb IEPEBECTH Ha IPYTYIO
paboTy mATh OyXrajaTepoB LIE€XOB, YMEHBIIUTH OMMUOKH B pacdyeTax ¢ pabouyuMH U
CIIy KalllUMH, YCUJIUTh KOHTPOJIb 32 pacxogoBaHueM (HOHI0B 3apad0THOM maTel. B
3aKJII0YEHUE HEO0OXOJMMO TMOCTaBUTh BOMPOC O MPEMUPOBAHUU PAOOTHUKOB
Ooyxrantepun u B, obGecneunBaromux nepexoj] Ha IEHTPAIU30BAHHBIA pacuer
3apabOTHOM MIaThl IO 3aBOAY. OCTaNbHBIE JAHHBIE YKAXKUTE CAMOCTOSTENBHO.

10. CocraBbTe NOKIAIHYIO 3aMHCKY CEKpeTapsi-peQepeHTa pyKOBOAUTEIIO
npennpusitus o0 yrepe pabotHukom CrenmanoBeiM [.M. mnmceMa-3ampoca,
MOCTYIHBILETO B aIpeC MPEANPUATHS 1BA MecsIa Ha3al.

11. CocraBbre 1 opopmute Tenerpammy pupmsl «FOHMCHO» KemepoBckomy
npeanpuatuio «Kpucramm o NOJHOM OTKa3ze OT OIUIaThl 3a IMOCTYNHUBUIYIO
OPOAYKIMIO B CBSI3U C TE€M, YTO 3Ta MPOAYKLHsA He Obula 3akazaHa. OcranbHble
PEKBU3HUTHI YKOXKUTE CAMOCTOSATEIBHO.

12. CocraBpTe NOKIAAHYIO 3alMCKy HaydalbHUKA OTIENa PYKOBOJIUTEIIO
OpEeAnpuATUs O (paKkTe HEBBIMOTHEHUS PACIOPSHKEHUSI O MOHTa)XKe 00O0pYIOBaHUS
Ha y4acTKe M0 NpUYUHE c1ad0ro KOHTPOJIS CO CTOPOHBI INIABHOTO MEXAHUKA.

13. CoctaBbTe NOKIAIHYIO 3alMCKy TJIAaBHOTO OyXrajirepa pyKOBOJIUTEIIO
OpEeanpUsITUsS O HEOOXOAMMOCTH LEHTpaIM3allud pPacyeToB € pabOTHUKAMU
npeanpusatud. B 00s3aHHOCTH YYETHBIX PaOOTHUKOB IIEXOB JOJIKHO BXOAUTH
JUIIb OpOpMIIEHHE NEPBUYHBIX JOKYMEHTOB M0 y4Y€Ty BhIpaOOTKU. B moknaaHoin
3aMKMCKe HEOOXOAUMO MOAAaTh MPEMJIOKEHHE O MEPECMOTpPE IITATOB OTYETHBIX
pabOTHUKOB B 1€XaX W TJIaBHOW OyXraiaTepuu M3 pacuera OOILIEro COKpalieHUs
mTaToB HE MeHee yeM Ha 20%.

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

15. CocTaBbTe NOKIAIHYIO 3alMCKY HAYaJbHUKA INIAHOBO-3KOHOMHYECKOTO
OTJENIa PYKOBOJIUTENIO MpeanpusaTuss o0 oOecrieueHuu OTAeNaa YeThIPbMs
KOMITbIOTEpaMH. OCTaJIbHbIE PEKBU3HUTHI YKAKUTE CAMOCTOSATEIBHO.

16. CocraBpTe MNPOTOKON 3aceJaHWs WHBEHTAPU3ALMOHHON KOMHCCUU
3aBOJIa ra30BOM anmaparypsl, HA KOTOPOM PacCMaTPHUBAJICS BOIIPOC O Pe3yJIbTaTax
WHBEHTapu3aluu no ckiuagy Ne 2 BcnomorarenbHbIX mMaTepuanoB. Ha 3acenanum
OBLJIO MPUHSATO MOCTAHOBJIEHUE 00 YTBEPKACHUH PE3yIbTaTOB MHBEHTAPU3ALUHU U
OTHECEHMs] 3a CUeT 3aBEAYIOUIEro CKJIAJOM HEJOCTaud BCIOMOTaTEIbHBIX
MaTepuasioB B cymme 365 MiIH pyO., a Tak)Ke 3a4UTaHbl CIMYUTENIbHAS BEIOMOCTh
12 mo ckmamy Ne 2 u oObSICHUTEIbHAs 3allMCKa 3aBEIYIOLIETO CKJIAI0OM.
OcTtanbHble JaHHBIE OMPENEIUTE IO CBOEMY YCMOTPEHUIO.

17. CocraBbTe TOJNHBIA TPOTOKOJ oOmero coOpaHusi pabouymx
IPOM3BOJCTBEHHOTO KOOMEPAaTHBa «3amyck», Ha KOTOPOM 00CYKJajicsi BOIPOC O
CO3JaHUM MPOU3BOJCTBA CTPOUTEIBHBIX MATEPHAIOB JJII CTPOUTEIBCTBA HKHUIIBIX
nomoB. Ha cobpanum Obima 3acioymiana wHOOpMaIUs TpencenaTens o
BO3MOXKHOCTH CO3[IaHUSI TaKOro Iiexa M TMepcrnekTuBax ero pabdotsl. Ilocme
OoOCyXXIeHHUsI OBLJIO TPHUHATO pEUICHHE MOPYYUTh TMpeacedaTeNlio H  €ro
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3aMECTHUTENII0 TI0 CTPOUTENHCTBY B TEUCHUE 6 MECAIEB Pa3BEpHYTH PabOTy H
BBIJICTIUTH JUIS OTUX 1ieneit 315 muH. pyo.

18. CocraBbTe KpaTKMid MPOTOKOJ TMPOU3BOJICTBEHHOTO COBEIIAHUS
pabOTHUKOB IIJIAHOBO-3KOHOMHMYECKOTO OTJIeJia 3aBojia MeJIpenapaToB, Ha
KOTOpPOM OBLJI pacCMOTPEH BOMPOC O JIOCPOUYHOM pa3padoTke TexXmpoM@uHIIaHa
Ha 2008 r. [Tocne oOcyxkaeHus MPOU3BOICTBEHHOE COBEIaHNE MPHUHSIIO PEIICHUE
pa3paborath TeXnpoMUHIUIAH Ha TPU JHS paHbIIEe YCTAaHOBJIECHHOI'O CpPOKa.
OcranbHble JaHHBIE YKAXKUTE CAMOCTOSITEIBHO.

Tembl JOKIaN0B:
1. OcobGeHHOCTH COCTaBIEHUS U padOTHI C YIIPABIECHYECKHUMH JOKYMEHTaMHU
B CHUCTEME 3JICKTPOHHOTO JOKYMEHTO000pOTA.

Tema 5. Opranuzanus JOKyMeHTO000poTa — ouHas ¢opma — 2 yaca, 3a04Hasi
— 0 gacos.

Cooeporcanue:  moOHATHE  JTOKYMeHTOOOOpoTa.  OCHOBHBIE  IOTOKHU
YOPaBIECHYECKUX JTOKYMEHTOB: BXOASIIUMN, UCXOISIINM, BHYTPEHHUN. J[BUxKEHUE
BXOJISIIIUX YIPABICHYECKUX JIOKYMEHTOB: NepBUYHas oOpaboTka, perucrpaus,
paccMOTpEeHHE PYKOBOJCTBOM OpPraHU3allMH, MEpeaadya Ha UCIOJIHEHUE, KOHTPOJIb
32 HCIOJHEHUEM, CIIMCAHWE WCIOJHEHHOTr0 JOKYMEHTa B Jel0. OTalbl
MPOXOXKJICHUA HUCXOJALIMX JOKYMEHTOB: MOATOTOBKA MPOEKTa, COTJIACOBAHUE,
J0pabOTKa MO 3aMEYaHUsIM, PETUCTPALIS U OTIIpaBKa.

Bomnpocsr:

1. IlonsTHe HAOKYMEHTOOOOPOTa, OCHOBHBIE TOTOKH YIPABICHYECKHX
JIOKYMEHTOB;

2. JIBukeHue BXOASIMX YIPaBIEHYECKUX JOKYMEHTOB;

3. JIBmkeHue UCXOAAIIUX YIPaBIEHYECKIX JOKYMEHTOB.

VYmpaxuaeane 1. Pacckaxure o Tpex ¢dopmax  opraHU3AINHH
JEJONPONU3BOICTBA B YUPEKIACHUSAX.

VYupaxuenue 2. CocTaBbTe OMUCH JIENA.

VYopaxunenne 3. OObgAcHHTE, [UIsI 4YEro HYKHA HHCTPYKIUS IO
JeNONpPOU3BOACTBY B opranu3auuu. CocTaBbTe IMpuKaz 00 YTBEPKICHUU
WHCTPYKLMH 1O IETONPOU3BOJACTBY B OPTaHU3ALINH.

Ynpaxuenne 4. PykoBOICTBO opraHu3aluu PyKOBOACTBO CTPYKTYPHBIX
noapaznenenuit  Cekperapb-pedepeHT  Cekperapb-peepeHT  CTPYKTYpHOTO
noapasaenenus Mcnonnurenu Kanuensapus

CocraBpre (hopmymsip-oOpasel] AOKHOCTHOM HMHCTPYKIIMH, PACKPOUTE
OCHOBHBIE€ pPa3Aefibl WHCTPYKLHHU, PACCKAKUTE 00 OO0S3aHHOCTAX PYKOBOIUTEIS
CILy>KOBI J€JI0NPOU3BOICTBA

VYopaxuenue 5. CocrtaBpTe akT 00 YHUYTOXKEHHH JOKYMEHTOB 3a
KOHKPETHBIN IIEPUOI.
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VYopaxuenue 6. CoctaBbTe (hopmyisip-oOpaszer] CBOAHONW HOMEHKIATYpPhI
7iell, HOMEHKJIATYPBI 1€ CTPYKTYpPHOTO TOpa3/IeIeHusI.

Tembl TOKIa10B:
1. DIIeKTPOHHBIN TOKYMEHTOOOOPOT: MPEUMYIIECTBA U HEJOCTATKHU.

Tema 6. JlenonpousBoACTBO B KaApOBOH clyx)0e — ouHas ¢opma — 2 yaca,
3aoyHasa — () gacos.

Cooeporcanue: yHUDHUIIMPOBaHHAS cucTema OpraHU3aIMOHHO-
pacnopsAIUTEILHON JOKYMEHTAlMM 10 KaapaM. JIOKyMeHTarusi TPYIOBBIX
OTHOIICHUN B KaJpOBBIX ciyk0ax. CocTaB MOKYMEHTOB TO JIMYHOMY COCTaBy.
CocraBinenue u odopmiieHHE 3asBICHUN, TPYAOBOTO J0ToBopa (KOHTPAKTA),
JUYHOU KapTouku (Gopmbl T2, MpUKa30B MO Kajapam, XapaKTEPUCTUKU paOOTHHKA,
aBToOMOrpaguu pabOTHHKA, AaHKEThl PAaO0OTHHUKA, JUYHOTO Jeja pabdOTHHKA.
TpynoBass kHWXKa: Bblada, odopmiieHue, xpaHeHue. DopmupoBaHue WU
HOMEHKJIATypa JIeJI [0 KaJpam.

Bompocsr:

1. loxkymeHTanus TpyAOBbIX OTHOLIEHUM;

2. CocraBienne u O0QOPMIIEHHE JOKYMEHTOB, PErIAMEHTHPYIOUIUX
TPYJOBbIE OTHOILICHHUS.

VYnpaxuenue .1 CocraBbTe mMpukaz 00 OCBOOOXIEHHWU Bac OT pabOTHl B
dbupme OAO «OPBUTA» B cBsI3U ¢ Iepee31oM Ha HOBOE€ MECTOXXUTEILCTBO.

Ynpaxuenne 2 CoCTaBbTE€ IPUKA3 T'E€HEPAIBHOTO AUPEKTOPA 3aKpPBITOTO
akuuoHnepHoro ob6bmectea «OMUY u K» o mpueme Bac Ha paboOTy TJIaBHBIM
OyXxTanTepom.

VYupaxuenue 3. CocTaBbTe MPUKA3HIL:

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

0) 00 yBOJIBHEHHH IEpPEeBOJOM B Jpyryio opranusanuio llerpoBa E.M.
Otnen kaapoB PykoBoacTBo (mpukassl pacnopsikenus) CoTpyaHUKU (3asBJICHUS,
6/mucthl, TpynoBeie KHIKKN) HopmaTuBHbie nokymeHThl: TK P®; koieKTUBHBIC
JIOTOBOPBI; 3aKOHBI; KIIACCU(PUKATOPHI.

VYopaxunenne 4. CocraBpTe NpHUKa3 O TNEpPeBOJEC Ha paboTy BHYTPH
OpraHu3aluu.

VYopaxuaenue 5. CocraBbTe mpuka3z 00 YBOJIbHEHUU PAOOTHUKA B CBS3H C
JUKBUAALMEN NPEIIPUITHS.

Ynpaxuenne 6. CoctaBbTe NPOEKT KOHTpakTa mno Bamemy Haiimy Ha
paboTy, orjaTe U yBoJbHEHUIO. OCTabHBIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

VYnpaxuenue 7. [lonroroBuTh TMYHOE 3asgBIEHUE HA UMl TUPEKTOpa GUPMBI
OT UMEHH COTPYAHHMKA 00 YBOJIBHEHUHU IO COOCTBEHHOMY JKEJIaHUIO.

VYopaxuaenue 8. [loAroToBUTH JMYHOE 3asBJEHUE HAa HMMS HadaJlbHUKA
CTPYKTYPHOT'O IMOJAPA3JEIEHUs OT UMEHU COTPYAHUKA O MPEIOCTABIECHUU OTryJia
3a paboTy B IPa3HUYHBIC THU.
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Yopaxuaenue 9. [lonroroButh TuyHOE 3asBIcHUE O puemMe Bac Ha paboTy
HPKOHOMHUCTOM B TOCYJAapCTBEHHOE MPEANPUATHE IO CBA3M W HMH(POpPMATHKE
«PoccBszpbuHGOPM.

VYopaxuenne 10. IloaroroButes  3adBiI€HUE O  NPEAOCTABICHUU
aJIMUHUCTPATUBHOTO OTITYCKa [0 CEMEHHBIM OOCTOSITEIbCTBAM.

VYupaxuenue 11 CocraBbTe pe3tome u aBToOHorpaduio o camom ceoe.

Tembl 1OKIaN0B:
1. IlpaBuna cocTaBieHUs pe3OME.

Tema 7. Texuudyeckoe oOecneueHne pabOThl C  YIPaBICHYECKUMU
JTOKyMeHTaMu — o4yHasi popma — 0 yacos, 3ao4Hast — () yacos.

Cooepoicanue: 00mas XapaKTePUCTHKA W BUIBl OpraHU3alMOHHBIX
TEXHHYECKUX  CpelACTB. llepcoHanbHBIE KOMIBIOTEPHl B  COBPEMEHHOM
JICJIONPOU3BOICTBE. [Topsimox OpTraHH3aIiH JOKYMEHTO000pOoTa C
UCIIOJIb30BAaHUEM CPEJICTB TEICKOMMYHHKAIIUU. ABTOMATH3UPOBAHHBIC CHUCTEMBI
JIOKyMEHTO000pOTA.

Bompocsr:

1. OOmass xapakTepuCTHKa ¥ BUABl OPTaHU3AIMOHHBIX TEXHHUYECKHUX
CpPEICTB,

2. Tlopsimok opraHu3alui TOKyMEHTOOOOpOTa C HMCIOIh30BAaHHUEM CPE/ICTB
TEJIEKOMMYHHUKAIIUH,

3. ABTOMaTH3UPOBAHHBIC CHCTEMBI IOKYMEHTO000POTA.

Tect

1.latiTe onpeeiecHUe JOKyMEHTA:

A) MaTepuasibHbIii 00beKT ¢ wuHpopManuer, 3apUKCHPOBAHHOU
CO3JaHHBIM YEJOBEKOM CIOCco0OM, /Ui e¢ mepeAayd BO BpPEMEHH H
NPOCTPAHCTBE

B) coBokynmHOCTb pEKBU3UTOB OQUIIMAIBHOTO MHChMa

C) cTangapTHOE pacnoiaoKeHne MaTepraa

D) Tekcr

2. JIOKYMEHT, 3aKpelUIioIMiA JOJKHOCTHOW W UHCIEHHBIM COCTaB
NpeanpuaATUs ¢ yKazanueMm (oHaa 3apaboTHOM MiIaThl — 3TO:

A) NOMKHOCTHA UHCTPYKIUS

B) ycras

C) nonoxxeHue

D) mraTHoe pacnucanue

3.JlokyMeHT, (GUKCHPYIOIUNA XO0J OOCYXKIEHHS BOMNPOCOB U MPHUHITHS
peleHni Ha cOOpaHusX, 3aceJaHUsIX, COBEIIAHUAX U T.11.

A) oOBsiCHUTENTbHAS 3aMHCKa

B) noknannas 3anucka
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C) axt

D) nporoxou

4 Kakas pyHKIHS OTHOCUTCS K OOIIMM (DYHKITUSAM JIOKYMEHTA!

A) oO1IeKyIbTYpHAS;

B) undopmanunonnas;

C) npaBoBasi;

D) ynopsigounBaroniasi.

5.Ecnu Bam Heo0XoauMO JaTh ONMCAaHUE PEKIAMHUPYEMBIX YCIYyr, Bbl
COCTaBUTE

A) 10roBOpHOE MUCHMO

B) pexiiamHoe nucbMoO

C) conpoBOAUTEIBLHOE TUCHMO

D) nuceMo-npuriaimieHue

6.YkaxuTe OTIIMYUTENILHOE CBOMCTBO JOKYMEHTA!

A) KONIMITHOCTB;

B) opuaunyeckas cuJjia;

C) MHOXECTBEHHOCT;

D) To4HOCTB.

7/.Ecniu BaMm HeoO0XOAMMO NpPUINIACUTh OPTraHU3ALMIO WU JIOJDKHOCTHOE
JIMIO HA COBEILAHUE, BCTpedy, Bel cocraBute

A) IUCBMO-TIPUTJIALLICHHE

B) conpoBoauTenbHOE MUCHMO

C) nucbMo-nIOATBEPKACHHUE

D) noroBopHoe nNMCbMO

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

A) cOnpoOBOAUTENBHOE MUCHMO

B) nuceMo-nioaTBEpKACHUE

C) noroBopHO€ MUCHMO

D) undopmannonHoe nucbMo

9.Ecnm pacniopsauTenpHas 4aCTh TEKCTa HAUMHACTCS CIIOBAMH “00s3bIBaI0”,
TO 3TO

A) nipuka3s

B) 3asBnenue

C) pacnopsi:kenue

D) ykazanue

10.HdopMaliMOHHO-CIPABOYHBIN IOKYMEHT, COCTAaBIISIOIIMICS TPYIION
JIUIL J1 TOATBEPKJEHUSI YCTAHOBIIEHHBIX (PAKTOB — 3TO

A) nokJagHas 3anmcka

B) akr

C) npoTokon

D) oObsicHUTENTbHAS 3aMHCKa

11.Ha3zoBuTe HOKYMEHT, HE BXOJSIIMA B TPYIIY PpaCHOPSAUTEIBHBIX
JIOKYMEHTOB

A) CTPYKTYpa U IITATHAsA YUCICHHOCTH
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B) yka3anue

C) npukas

D) nocranoBnenue

12 .Ha3zoBuTe MAOKYMEHT, HE BXOJSIIMHA B cOocTaB HWHOOPMAIIMOHHO-
CIIPABOYHBIX

A) IpOTOKO

B) cnpaBka

C) pacnopsixkenue

D) akt

13.Ha3oBuTe 9acTH TEKCTa MpUKa3a

A) KOHCTaTUPYIOIIAs, BBOTHAS

B) xoHcTaTupylomas, pacnopsiauTe/bLHAas

C) ocHOBHas, pacropsiAUTENIbHAS

D) BBOIHASI, OCHOBHAS

14.OcHOBHBIEC YACTH TEKCTA MTPOTOKOJIA

A) KOHCTaTUpYOIIasi, BBOIHAS

B) ocHoBHas1, pacriopsiauTenbHAs

C) KoHCcTaTUPYIOIIasl, pacops,AUTEIbHAS

D) BBoaHAasi, OCHOBHASI

15.IlpaBoBoif  akT,  UW3/aBaeMblii  PYKOBOJUTEIEM  MPEANPHUSITHS,
JCHCTBYIONIETO HA OCHOBAaHUM €IWHOHAYANMs, IJIsl pa3pelieHus OCHOBHBIX U
OTIEPATHUBHBIX 3a7a4 MPEATPUSITHS - ITO

A) npukas

B) ykazanue

C) pemenue

D) pacniopsixenue

16. Kaxoit BapuanT oopmiIeHHS] CIPAaBOYHBIX JAHHBIX 00 OpraHU3allid U
KOJIOB B OJIaHKE OpPTaHU3AIUU SIBIISIETCS MTPaBUILHBIM

1. OO0111ecTBO € OrpaHUYEHHOI 2. OO111eCTBO € OrpaHMYEHHOU
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mockaa, yn. ®epcMmana, 1. 5/1 VY. ®epcMmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; ¢axc 721-19-00; Ten. (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 WHH/KIIIT 0112220000/011777000
Ne Ne

Ha Ne oT Ha Ne OoT
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17. Kakoii BapuaHT OQOPMIICHHUS PE3OJIOIUU PYKOBOIUTENS SIBISICTCS
MIPaBUJILHBIM?

1. KpaBnosy M.II. 2. Kpasmory M.II.
[Tpomry moAroTOBUTH 3aKIIFOUEHUE [Tpomry paccMOTpeTb.
k 18.04.2007.

[Toamucek pykoBoUTENS

[Tognuce pykoBoauTens 10.04.2007

10.04.2007

18. Kakoii BapuaHT (HOPMYIUPOBKM MYHKTAa PaCHOPSIUTEIBHOM YacTh
MpUKa3a ABJISIETCS MPABUIbHBIM?

A. T'maBHOMYy Oyxrantepy MOJATOTOBUTh M MPEIACTAaBUTh HA YTBEPXKICHHE
CMETY pacXxo0JI0B Ha KOMaHIUPOBKH

B 2007 r. B cpok mo 20.01.2007.

B. T'aaBaomy Oyxraarepy [murpueBy ILJI. moaroroBurs 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 moaroToBUTh U
NPEACTAaBUTh Ha YyTBepxkaeHue B cpok n0 20.01.2007 cmery pacxomoB Ha
KOMAaHJIUPOBKHU

B 2007 1.

D. Tlopyuuts tnaBHoMy Oyxranrepy JmutpueBy II.JI. moaroroButb wu
NpEeACTaBUTh Ha YyTBepxkiaeHue B cpok g0 20.01.2007 cmery pacxodgoB Ha

KOMAaHIUPOBKHU
B 2007 r.

TeMbl TOKIIAI0B:
1. [lepcoHanbHbIe KOMIBIOTEPHI B COBPEMEHHOM JEJIONPOU3BOJICTBE.

Tema 8. Cucremarnszanys M XpaHECHHE YIIPABICHUYECKUX JOKYMEHTOB —
ouHas (popma — 2 yaca, 3ao4yHas popma — 2 yaca.

Cooepoicanue: HOMeHKIIaTypa nei. TpeboaHus ['ocy1apcTBEHHON CUCTEMBI
JIOKYMEHTAITMOHHOTO 00€CTeUeHus YMpaBlIeHNs K COCTABJIICHUIO HOMEHKIIATYPhI
nen. CopeprkaresibHas 4acTh HOMEHKJIATYPBI JEd: UHAECKCHI JIeJl, 3ar0JIOBKU e,
KOJIMYECTBO JI€JI, CPOKU XPaHEHUsS U HOMEp CTaThbU MO NEPEUHIO, MPUMEYaHUS.
®opmupoBanue aen. [IpusHaku 3aBenenust nen. TpeboBaHust kK (HOPMHPOBAHUIO
nen. llpaBuna TrpynnmupoBKM JOKYMEHTOB Jiejla IO BHAAM M XPOHOJIOTHUHU.
[TogroroBka MOKYMEHTOB K AapXWBHOMY XpAaHEHHUIO. OKCIEpTHU3a ILIEHHOCTH
NOoKyMeHTOB. (CocTaBieHuE ONHUCEN sl MOCTOSHHOTO W BPEMEHHOIO CPOKOB
XpaHEHUsI JOKYMEHTOB, J€Jl MO JIMYHOMY COCTaBY. AKTbl O BBIAEICHUU K
YHUYTOKEHUIO JI€JT C UCTEKIIMMU CPOKAMH XPaHEHHUS.

Bormpocsr:
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1. Homenkiatypa aen opraHu3aiuy;
2. ®opMUpOBaHUE JIET;
3. ApXuUBHO€ XpaHEHHUE IOKYMEHTOB.

3amaHus
Nel. Ha azmpec Barieii KOMIIAHHM MPUXOTUT KOMMEPYECKOE IMPEIIOKCHHE.
[TpoBeauTe ¢ MOKYMEHTOM BCIO HEOOXOIUMYIO padoTy.

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

[TpennoxeHue 0 pa3MelIEeHUN PEKJIaMbl Y BaKa€Mblid FOCIIOIUH AUPEKTOP!

MBI pajpl IpeAsIOKUTH Ballel (pupMe 3aKIF0YUTh C HAMH JIOTOBOP O MPOBEICHUH PEKJIAMHOMN

KOMITAaHUH JUIs1 IPOJIBMKEHMSI HAa PhIHKE Hallleld HOBOM KHMKHOM NMPOIYKLIUHU: ClIOBapeil,

CIIPaBOYHMKOB, dHUHMKIIONEeAuN. CpoKH IPOBEIEHUS pekjiaMHOM koMmnanuu - | kBaptan 2001 roga.
VYcnoBus CAETKY - IpeaBapuTebHas oriara B pazmepe 50% ot obuieit croumoctu. Hamr agpec: ...

Ne2. Ha moctynuBmiee B Bam ajapec nmucbMo (cM.Nel) coctaBbTe OTBET.
[TpoBeauTe ¢ NCXOAAMNUM JOKYMEHTOM BCIO HEOOXOAUMYIO padoTy

Ne3. Odopmure aenno, B KOTOPOM MOAMINUTEI KOHTPAKTHI, aKThl, IEPEIUCKA O
MOCTaBKE KaKOH-IHO0 MPOAYKIUH.

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

1.2. UuTepakTUBHbIE 3aHATHS N0 Y4eOHOH TUCHUNIMHE
Henosas urpa: TpynoBas KHUXKKa: BbIIaya, 0hOpMIICHHE, XPAHEHHE .

Llenp nenoBoi WUrpsl - NMPUBUTHE MPAKTUYECKUX HABBIKOB B COCTABJICHHH
OCHOBHBIX  BUJOB  JOKYMEHTOB (OpPraHM3alMOHHBIX, PACTIOPSAUTEIIbHbIX,
MH(OPMAIMOHHO-CITPABOYHbIX ) u dbopMHpoBaHUU JIOKyMEHTOO000pOTa
OpraHU3alHH.

Hror urpet

[To OKOHYaHUU UTPBI KAXKIbIH U3 YYACTHUKOB JOJDKEH MPEIOCTaBUTh MAKET
JIOKYMEHTOB. JIOKYMEHTBI JNOJDKHBI OBITh 3aperMCTPUPOBAHBI B JKypHajax u
NOJIIUTHI B Mankd B COOTBETCTBUU C MX (DYHKIIMOHAJIBHBIM HA3HAYEHUEM U IO
HaIIpaBJICHHOCTH JOKYMEHTOIOTOKA. Bce JOKYMEHTBI NPENOCTaBISAIOTCS B
pacne4aTaHHOM BH/IE.

HcxonHble TaHHBIE IO OPTaHU3aALUSAM

Bapuant 1. OOO «TBoii koMmbroTep». CeTb Mara3uHoOB

Muccust kommanuu: Peanuzanusi KOMIBIOTEPHOM U IUGPPOBON TEXHUKHU
OIITOM U B PO3HHUILY IOPUIANYECKUM U PU3UUECKUM JIUIIAM

OpranuszanuoHHas CTpyKTypa:
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| & IVITHHC TEA LA |
+
Byxranrme H pamre MapreTn Omer mo Fagpoesr
A [ et} HTOBELL TIpoEANE i oTaen
oTaen oTae H BTy

Bapuanrt 2. OO0 «@umnunok». O6pa3zoBaTeabHbIA LEHTP
Muccus komnanuu: [IpenoctaBienue 10puAMYECKUM U GU3UYECKUM JIULIAM
00pa30BaTENbHBIX YCIYT (KOMIBIOTEPHBIE KYPCHI)

| A MVITHIC TR LA |
Eyzrarme H pamre MapreTn Fagposm Vet wEnt
pHA CHHiL HTOBELL HoTgen oTae
oTael oTaed

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

Muccusa kommanuu: [IpenocraBieHue OpUANYECKUM U GU3HMUECKUM JIULIaM
TYPUCTUYECKUX YyCIyr Ha Tepputopuu PD, a Tak ke ONMKHEro W JaJbHEro
3apyOexKbs

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

eM

Bapuant 4. OO0 «Mkc & Urpek». KagpoBoe areHTcTBO
Muccus kommanuu: [IpenocraBnenne OpUINIECKUM U GU3HUECKUM JIUIIAM
YCIIYT 1O TTIOMCKY COTPYIHUKOB M YCTPOMCTBY Ha paboTy.

| A IMIHHCTEA LA |
! il ! il ’
Eyirane Hlprire MapreTn Omgea no Omea no
i CEpL HIOEHI b0 C b0 C
oTaen oTaen e cEIMI B PHIHE R
THLEME ML THLEMH

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

Muccus komnanuu: [IpenoctaBienue 10puANYECKUM U GU3NYECKUM JIULIAM
pEKJIaMHBIX yCIyr (B NEYaTHBIX HM3AAHUSAX, HA PaJuo- U TEIEBUICHUU, B CETU
WHTepHET, Ha pacTsHKKax Ha yJauLax ropoaa)
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| A IMIHHCTEA LA |
! 3 ! !
Eyirane Hlprire neh- Omgea no Omgea
i CEpL CTVARA b0 C ouzaliHE  H
oTaen ETHEHTAME 1 BEpCTEN
TEpPTHEpaNMI

[IpakTrueckue 3ananus
3aganue 1 ®opMupoBanue YcraBa opraHu3aluu
B coorBerctBMM € MHCCHEW, COCTaBUTh yCTaB opranusauuu. [lpm
COCTABJICHHH BOCIIOJIb30BaThCSA JAHHBIMU MPUJIOKEHHUS 1.
3ananue 2 ®OopMHUPOBAHUE IITATHOTO PACIIMCAHUS OpraHU3alUun
B cooTBercTBUM C€ OpraHM3allMOHHBIMU CTPYKTypaMH M  YCTaBOM
OpraHu3allid COCTAaBUTh IITATHOE pacHUCaHuEe COTPYAHUKOB. [Ipy BbIMOIHEHUU
3aJIaHUs UCII0JIb30BATh JaHHBIE PUIIOKEHUS 2.
3amanne 3 CocraBieHUE JODKHOCTHBIX HHCTPYKUMH  COTPYAHHMKOB
OpraHu3aluu
CocraBuTh JOJDKHOCTHYXO HHCTpyKuuto CorpynHuka. [Ipu BeImogHEeHUM
3aJIaHUs UCII0JIb30BaTh JAaHHBIE PUIIOKEHUS 3.
3amanue 4 @®opmupoBaHHE JUYHOTO JieJla COTPYJIHUKA M O(opmiieHHue
TPYIOBOW KHUKKHU
CdopmupoBate nuyHoe aeno CorpyaHuka. JIM4HOE €710 COTpYJIHHUKA
JOJIKHO COJIEPKATh:
e BHYTPEHHIOIO ONKCH IOKYMEHTOB J€JIa;
e JIMYHBIHN JIUCTOK MO y4eTy Kajapos (¢popma T-1)
o AHKETY;
« aBTOOHMOTpaduIo;
e KOIMH IOKYMEHTOB 00 00pa30BaHNH;
¢ KOIIMIO CTPAXOBOI'0 IEHCUMOHHOTO YAOCTOBEPEHUS;
¢ KOIHIO WACHTHU(PUKAIIMOHHOTO HOMepa Hajnororuiarenbiuka (MHH);
¢ KOIHMIO JOKYMEHTA, yIOCTOBEPSIOLIErO JUYHOCTh COTPYAHUKA (ITacopT);
e XapaKTEPUCTHKHU WM PEKOMEHIAaTEIbHbIE MChMA;
e 3asBJICHUE O MIpHEME Ha padoTy;
e TPYIIOBOH JA0TOBOP (CM. MpUJIOKEHUE 4);
¢ IpHUKa3 O MpUeMe Ha padOTy BHIIKUCKY U3 MpPUKa3a O MpueMe Ha padoTy.
OdopMUTh TUTYJIBHBIA JUCT TpyAOBOW KHUXKKU COTpyAHMKAa U CHENATh
COOTBETCTBYIOILYIO 3aIUCh O IPUEME Ha padoTy.
3aganue 5 OdopmiieHHuEe OTIYCKOB COTPYIHUKA
CocraButh TpaduK OTHYCKOB COTPYJHUKOB OpraHU3alldd COTJIACHO
IITATHOMY PAaCHUCaHUIO U 0(QOPMUTH KOMILUIEKC JOKYMEHTOB MO MPEAOCTaBICHHIO
ornycka CoTpyaHukKa.
3aganue 6 CocTaBieHUE TPYJOBBIX JOrOBOPOB BO3ME3JIHOIO OKa3aHMS
yCIIyT
CocTaBUTh JOTrOBOP BO3ME3JAHOIO OKA3aHMS YCIYT, COIJIACHO BapHAHTAM.
[Tpu BBINOJHEHUH 33JaHUS UCIIOIb30BATh JaHHBIE MPUIIOKEHUS 5
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Bapuant 1. OOO «TBoii koMmnbroTep». CeTb MarasuHoB

[Ipenmer norosopa: IIpoBeneHust TpeHUHra NPoAaXX COTPYAHUKAM Mara3uHa
CIEHHUAIMUCTOM I10 MPSMBIM IPOAAKaM

Bapuant 2. OO0 «®ummunok». O6pa3zoBaTeIbHbIA LEHTP

[Ipeamer porosopa: [IpoBeaeHue TecTHpOBaHUS clylIaTeled KypcoB (HH.
SI3BIK: aHTJTUACKU)

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

[Ipeamet noroBopa: KoHCyJIbTalMOHHBIE YCIYTH IOPUCTA IO COCTABIEHUIO
JIOTOBOPOB € KIIMEHTaMU

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

IIpenmer nporoBopa: IIpoBenenwe pabOT MO HalagKe KOMIIBIOTEPHOU
TEXHUKHU

Bapuant 5. OOO «l1lumnsl u po3b». PeknaMHOe areHTcTBO

IIpeamer norosopa: IIpuBiedeHue nau3ailHEpa B CBA3U C BBIIOJHEHHUEM
CPOYHOTIO 3aKa3a

3ananue 7 OdopmieHre KOMaHIUPOBKH COTPYAHUKA

CocTaBUTh KOMIUIEKC JOKYMEHTOB O  CIy)XEOHOM  KOMaHIUpPOBKE
CoTrpynHuka Ha 1 HEIEI0 COrIacHO MPEIJI0KEHHBIM BapUaHTaM

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

[Tpoxoxaenue craxupoku B OO0 «TBoi Mup», . Mockaa.

Bapuanrt 2. OO0 «®@unnunok». O6pa3zoBaTeIbHbIA LEHTP

VYuyactue B oOpazoBaTenbHOM sipmapke, oprannzoBanHoit OO0 «Uyk&I'ex»,
r.Mockaa

Bapuanr 3. OO0 «/lenb¢pun u pycanka». Typ-areHTcTBO

VYuactue B cemunape, oprannzoBanHoro OO0 «Annepcon&Ko», r. Mocksa

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

VYyacTtue B sipmapke Bakancuii, opranuzoBanHoi OO0 «Anbpa&Owmeray, T.
Mocksa

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

[Tpoxoxkaenue craxupoBku B OO0 «rogku u BETOUYKN», I. MOCKBa

3ananue 8§ OdopmiieHre IepeBoIa B IPyroi oTaent

Odopmuts nepeBon CoTpyaHHKA W3 OJHOTO OTAENa B APYroM, A 4YEro
HEOOXOJMMO COCTAaBUTH 3asBJIEHUE, TOTIOJIHUTEIBHOE corjalleHue (M3MEHEHUE) K
JIOTOBOPY U MIPHUKA3 O IEPEBO/IE.

3anganue 9 Coznanue 10roBopa MOCTABOK (OKa3aHUs YCIIYT)

CocTaBUTh JOTOBOpP TOCTABOK (OKa3aHHs YCIYTr) COTJIACHO BapHUaHTaM.
OOpatuTh BHUMaHUE: JIOTOBOP JIOJDKEH OBITh COTJIACOBAaH C 3aWHTEPECOBAHHBIMU
CIIy’k0amMH OpraHu3aluu.

Bapuant 1. OOO «TBo# KOMIIBIOTEP»

Croponsl, 3akmtovaromue goroBop: OOO «Tsoi kommbtotep» u OO0
«enbdun u pycanka»

[Ipenmer noroBopa: Ilokymka Typ-myTeBOK MO O€3HATUYHOMY pacyery
COTpYIHHUKAM OpraHU3aliH

Bapuant 2. OO0 «Duniumnox»
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Croponsl, 3akmouaromue goropop: OO0 «Dummunok» u OO0 «Toi
KOMIIBIOTEP)

IIpenmer noroBopa: Ilokynka KOMIBIOTEPHOW TEXHHKM B paszmepe 20
KOMILUIEKTOB

Bapuant 3. OO0 «/lenbdhuH u pycaikay

Cropownsl, 3akmoyvaromnige aoroBop: OO0 «/enshun u pycankay u OO0
«IIIumsl 1 po3bD»

[Ipeamer moroBopa: Pa3paboTka Makera peKIaMHOTO OOBSIBICHUS W
pa3MeIlEHrE €ro B MEYaTHBIX U3/IaHUAX TOpoJia

Bapuant 4. OO0 «Ukc & Urpex»

Croponsl, 3akmtovatomue porosop: OO0 «Uxkc & Urpexk» u OO0
«DOUILTUITOK

[IpeameT goroBopa: COTPYJHUYECTBO C 0OPA30BATENBHBIM IIEHTPOM B YaCTH
oOyueHus couckarenei pabounx MECT KOMIIbIOTEPHBIM Kypcam

Bapuant 5. OOO «I1lumnsl 1 po3b»

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

[IpeameT moroBopa: pa3MelleHHWE PEKJIAMHBIX OOBSIBICHUN O BaKaHTHBIX
pabounx MecTax

3anganue 10 ®opmMupoBaHHe NPUKA30B U AKTOB CBEPKU

CocTaBUTh TpHUKa3bl JUPEKTOPa, PErJaMEHTUPYIOIIHUE  BBINOJHEHUE
JIOTOBOPOB, C HAa3HAYEHUEM OTBETCTBEHHBIX JIMI W CYMM, BBIJECISIEMBIX Ha
OCYIIECTBJIICHUE JoroBopa (mpu HeoOoxoauMocTu). CoOCTaBUTh aKThl CBEPKH
BBITIOJIHEHHBIX pa00T (OKa3aHHBIX YCIYT).

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

[ToAroToBBTE CIIPABKY O COCTOSIHMM PBbIHKA YCIYT (TOBapOB) B 3aBUCHUMOCTD
OT TOr0, Kakve ToBapbl (YCIyTH) peaqu3yeT opraHu3aius ydactHuka. s storo
U3YYUTh TIPEIIOKECHUS PA3IUYHbIX (QUPM 1O KaKOMYy-HHOYAb PEKIaMHOMY
u3nanno. OQopMUTH CoOMEp)KAaTeNbHYI0 YacTh CIPAaBKM B BHJAE TaOJHIIbI, B
KOTOpO# OyAeT Mpe/ICTaBIeHO Ha3BaHUE (PUPMBI U IIEHBI HA OJWH U TOT K€ TOBap.
[Tocne TaOnuIel cenaiTe BEIBOIBI.

3aganue 12 CocTtaBieHue TOKJIATHON 3aUCKH

CocraBbTe  JOKJIAOHYIO  3alUCKy  JUPEKTOPY  MOPEANPUSITHS  C
MPEIIOKEHHUSIMU TI0 YIIYUIICHHUIO YCIOBUN TPY/a.

3apanue 13 CocraBieHue NMUCbMa-NPETEH3MM HAa HEKAYECTBEHHBIA TOBAp
(OKa3aHHYIO YCIIYTY)

[logrotoBrTe TEKCT U (opmy Tpadapera mNUCbMA-NPETEH3UH Ha
HEKAUECTBEHHBIA TOBap yciIyry (yKa3aHHYIO YCIyry) B COOTBETCTBHHM C
BapuanTamu. [Ipu noaroroske Tpadapera nocrapaitech, YTo0bI TpadapeT Kacancs
TOJBKO OOmIel (OpMBI TIPETEH3MHU, a HE YacTHOCTEeH. IIpy BBINOJIHEHUM 3adaHUs
UCITIOJIb3YyWTE JaHHBIE MPUIIOKEHHUS 6.

3ananue 14 Ilepenrcka MeX1y pyKOBOJUTEISIMU OpraHU3aLHi

CocraBbTe 11Ba  JIOKYMEHTa, OTPAKAIOIIME MEPENHUCKY  COIIACHO
MpEVIOKEHHBIM BapuaHTaMm. [Ipy BBIMOJHEHUM 3aJaHUsl UCIOIb3YHTE JaHHBIE
IIPUIIOKEHUSA 7.
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HpI/I COCTaBJICHNH JOKYMCHTOB COBCTYCM BOCIIOJB30BATHCA CIICAYIOIIUMU

IIpaBUJIaMU:
e IIMCbMa JOOJIZKHBI COACPIKATHL SA3BIKOBLIC (l)OpMy.TIBI )41 O6HICHpI/IHSITBIe
CKAHLOCIIAPU3MBID),

¢ HeoOXoauMmo u30eraTh SMOIMOHAIBHBIX OOOPOTOB W OIEHOK, M3Jararb

BOIIPOC CTPOTO U MO CYLIECTBY;

e CIeAyeT MOMHUTH, YTO JJIUHHBIN TOKYMEHT C OOMJIMEM MOJAPOOHOCTEH, KaK

IIpaBUJIO, HE JOYUTHIBAETCS 0 KOHIIA.

Bapuant 1. OOO «TBo¥ KOMIIBIOTEPY

3aBeayromas AeTcKuM 1oMoM npocut aupekropa OO0 «TBoil KOMIIbIOTEP)
OKa3aTh 0JaroTBOPUTENBHYIO TOMOILb B BUJIE€ IOCTaBKU Ha 0€3BO3ME3/IHON OCHOBE
10 KOMILJIEKTOB KOMITBIOTEPHOW TEXHUKHU (CUCTEMHBINM OJIOK, MOHHUTOpP). OTBET
JUPEKTOpPA COAEPKUT OOEHIaHHE PACCMOTPEHMSI BO3MOXKHOCTU HPEAOCTABIICHUS
0J1arOTBOPUTEIBHON TOMOIIIH.

Bapuant 2. OO0 «Duumnox»

3aBeayromas ACTCKUM J0MOM IpocuT gupekropa OOO «Puiumnok»
OKa3aTh OJIArOTBOPUTEIHHYIO MOMOIIb B BUAEC MPOBEACHUS Psiia KOMITBIOTEPHBIX
KypCOB BOCIIUTAHHUKaM JIETCKOro joma. OTBET JUPEKTOpa COIEPKUT OOeIIlaHue
PaccMOTPETHh BO3MOKHOCTb IIPOBENECHUS Kypca «CeKpeTapcKoe Aeiio»

Bapuant 3. OO0 «JlenbdhuH u pycaikay

3aBeayromas JAEeTCKUM AoMoM mnpocuT aupektopa OO0 «/lenbhun u
pycaiika» oka3aTh 0JaroTBOPUTENbHYIO IOMOILb B BUJIE MPEJOCTABICHHS TyTEBOK
B JHU HOBOTOJHUX KaHUKYJ BOCIHMTAHHHKAM JETCKOrO JIoMa Ha 0€3BO3ME3IHOMN
ocHoBe. OTBET OUPEKTOpPA COJAEPKUT OTKA3 B BOZMOXKHOCTH OKa3aHUs MOA0OHOM
MOMOILY B IHU HOBOTOJIHUX KaHHUKYJI, C BO3MOKHBIM MIPEIOCTABICHUEM MTyTEBOK B
JPyroe BpeMs rojia.

Bapuant 4. OO0 «Mkc & Urpek»

HupexTop mpodeccHoHanbHOrO Kojulemka mpemnaraet aupekropy OOO
«Mkxc & Hrpexk» COBMECTHOE COTPYIHHYECTBO B YacTH IPOBEACHMS SPMapOK
BakaHcHil sl ydamuxcsa kosuemka. Jupektop OO0 «Mke & Urpek» oTBeuaer
COIJIaCUEM PACCMOTPETHh CPOKH MTPOBEACHHUS SIPMAPOK.

Bapuant 5. OOO «I1lumnsl 1 po3bi»

3aBenytomas Aerckum caaoM npocut aupekropa OOO «lllunbel U po3sb»
0JIarOTBOPUTEIBHYIO TIOMOIIbL B YAacTH NEPEUUCICHUS JEHEKHBIX CPEICTB Ha
peMOHT KpoBiu. OTBET OUPEKTOpPa COJEPKHUT OOCIIaHWE MOMOUIM B PEMOHTE
KPOBJIH.

3ananue 15 Iucsmo-xkanoda

N3MmenuTe cienyromuii TEKCT, MpUIaB eMy O(UIIMaIbHO-ACIOBOM CTHIIb.
[Ipu BBINOJTHEHUY 33a[JaHUS UCTIONB3YITE TaHHbIE TIPUIIOKEHUS 7.

S, CokonoBa 30s EropoBHa, siBisitoch auTem Osiokanbl. CKOJIBKO pa3 o
oOpaianach B MIJIMIHUIO U K Pa3HbIM HadyaJbHUKAM H3-3a CBOMX COCEIEH, a UM
Jiea HeT 10 MPOCTOM Tpy>KEHUIbL. J[pyrue >KMBYT B OTIEIbHBIX KBApTUpaX, a 5
COpok JyeT paboTana, a XuBy B KoMMmyHaike. Cocend MOM MOJIOIbIE, KPYTST
My3bIKY 0 11 HOUM, IUIUTY HE MOKOT, MPUXOJAT U CTy4aT JBEPBIO, KOTrJa 3aXOTHT.
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[lencuro mHe Hazenuau Bcero 650 pyOsei. Kak Ha HUX NpPOXUTH, a BEAb €UIE
XOYETCSl BHYKaM MOJAapOYKU KYIHUTb.

[Ipomry pa3oOpaTbcs, BUHOBHBIX Haka3aTh W JaTh MHE IOMOIIb B BHJIE
JICHET.

12 deBpans Cokonona 3.E.

3ananue 16 OpopmieHue yBOJIbHEHHUS

Odopmuts yBonbHeHue COTpyAHHMKAa C 3aHECEHHEM COOTBETCTBYIOIIEH
3alKMCH B TPYJOBYIO KHIKKY.

2. MeToauyeckne peKOMeHIAIMH 10 U3YYEeHHI0 YYeOHOH TUCUMIINHBI
2.1. MeTonuueckne peKOMEH AN TTPETI0IaBaTeIbCKOMY COCTaBY

2.1.1. Meroauueckue pEeKOMEHJAIMK IO TMPOBEACHUIO y4EeOHBIX
3aHATUI

Meronvka NpoBeeHUs 3aHSATHH OCHOBaHAa HAa MCIOJIb30BAaHUM AKTHUBHBIX
dbopM, TO3BOJIAIOMIMX  cAelaTh KaXJOro U3  CiyliaTenedl  y4aCTHUKOM
o0CyKIaemMbIX BOIPOcoB U mpodseM. Ocoboe BHUMaHHUE INPU HU3YYEHUH Kypca
oOpallleHO Ha aKTHBHYIO CaMOCTOSITENIbHYIO paboTy 00ydaromuxcs (ciymaTenei)
KaK TIpU TOJATOTOBKE, TaK M B TPOIECCE TMPOBEIACHUS TEOPETHUECKUX U
MPAKTUYECKUX 3aHATUU. M31moxkeHne Matepuana conpoBOXKAAETCS UILTIOCTpalUen
Ha TMPAKTUICCKUX TIPUMEPAX.

Bmecte ¢ TeM mNpUHIMNUATBLHON OCOOCHHOCTBIO SIBJISIETCS COYETAHUE
paznuyHbIX (HOPM M METOJO0B OOy4YEeHMs, BKJIIOUas JIEKIIMOHHYIO (OopMy MOJayvu
Haubonee GyHIaMEHTAIbHBIX TOJOKEHUH, U3NI0KEHHE TOCTYITHOTO MaTepuaja B
BUJIE HETIPEPHIBHOTO IMAJIOTa, UCMOJIb30BaHNE METOIOB MPOOJIEMHOT0 00yUCHHSI.

[IpoOnemHoe oOyueHHEe — OpPraHU30BaHHBIN MpernojaBaTeIeM CIocoo
aKTUBHOTO  B3aMMOJCHCTBUS  CyOBeKTa ¢  MPOOJIEMHO-TIPEICTaBICHHBIM
coliepkaHreM OOy4eHHs, B XOJ€ KOTOPOTO OH MPHOOIIAeTCS K OOBEKTHBHBIM
MPOTUBOPEYHSAM HAYYHOTO 3HAHUS M CHOCO0AM UX pEeHICHUS. YUHUTCS MBICIUTH,
TBOPYECKHU yCBAaUBATh 3HAHUSI.

Cxema npob6sieMHOr0 0OyuYeHusl, MPEJICTaBIsIeTCsl KaK MOCIeI0BAaTEIbHOCTD
OpoLeaAyp, BKIIOYAIOMIMX: IMOCTAHOBKY IpernojaBaTesieM Yy4eOHO-TpoOIeMHON
3aJa4M, CO3JaHue ISl YJalnuxcsl MPOOJIeMHON CUTyalluy; OCO3HAHHUE, TIPUHSATHE U
paspelnieHue BO3HHUKIIEH MpoOJeMbl, B MpOILlECCe€ KOTOPOTO OHHU OBJAJAECBAIOT
0000IIEHHBIMU CcTIOCO0aMU TPUOOPETEHUS HOBBIX 3HAHHI, MPUMEHEHHE TaHHBIX
CTHI0CO0O0B IS PeIIeHUs] KOHKPETHBIX CUCTEM 3ajad.

OCHOBHBIE TICUXOJIOTHUECKHE YCJIOBUS [IJISl YCIEIIHOTO TPUMEHEHUS
poOJIEMHOT0 OOYyUEHHUS:

- MpoOJIEMHBIE CUTYaIlUU JOJDKHBI OTBEUYATH IEIsIM (DOPMUPOBAHUS CHCTEMBI
3HAHUU;

- OBITH TOCTYITHBIM JUTSI YIAIIIUXCS;

- JOJDKHBI BBI3BIBATH COOCTBEHHYIO TO3HABATEIBHYIO EATEILHOCTh U
aKTUBHOCTB;
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- 33/IaHUS JTOJDKHBI OBITh TAKOBBIMH, YTOOBI YYAITUIICS HE MOT BBIOJHUTH
X, ONHUpasICh Ha YXE MMCIOUIMECS 3HAHUS, HO JIOCTATOYHBIMHU  JUJIS
CaMOCTOATENLHOTO aHaIN3a MPOOJIEMbl U HAXO0K/IEHUSI HEU3BECTHOTO.

Ha3BanHoe mosio)KeHHE Kypca B CTPYKTYpe H3ydaeMblX JAUCIUILUIUH
METOJMYECKH PeaTn3yeTcsi COOTBETCTBYIOLIEH OpraHu3aldeil camMux 3aHSITHH, B
uX 00IIel Jorvke, MPUBOAUMBIX NPHUMEpPaAx, MpejlaraeéMblx Temax JOKJIaJoB Ha
CEeMUHapax.

B ocBoeHHMH, COOCTBEHHO, PKOHOMHYECKUX SIBIICHUW, OTHOCSIIMXCA K
IpeaIMETy Kypca, 0co00€ 3HayeHue MPUOOPETaeT NPOLYMAHHOE METOJUYECKOE
BBICTPAUBAaHUE JIEKIIMOHHBIX M CEMHHApCKUX 3aHsATHH. CeMHHaphl JOJIKHBI
pa3BUBATh MOJIOKEHUS JIEKIUM, HO HE TOBTOPATH UX.

Hauunaercsi ceMrHap cO BCTYNUTENBHOTO CJIOBA MpernoaaBaTens (5-7 MuUH.).
[lenaror Ha3bpIBae€T TEMY CEMUHApPA, UEIb U 3a/1a4d 00y4aroluXcsl, BEIOMpas TaKue
(GOpMyJIMPOBKH, KOTOpblE OYyIyT MOTHUBUPOBATH OOy4aromuXcs Ui aKTUBHOMN
paboThl Ha 3aHATUH. [Ipy 3TOM HUCTUHHBIE 3a/1a4l CEMUHApa MOT'YT HE OIJIallaThCs.
[IpenogaBaTens oOpamiaeT BHUMAHUE Ha Y3J0BbIE MPOOJIEMBI Al 00CYXIEHU,
yKa3bIBaeT (popMy MpoBEAEHHUs 3aHATUS U MOPsSAOK paborel B Heil. Ilo dopme
BCTYNUTEIBHOE CJIOBO JOJDKHO OBITh JIAKOHUYHBIM, JIOTUYECKH CTPOMHBIM. B
COJEp)KaHUU €ro Hapsay C JpYyrUMH BONpPOCAMHM, IPENOJaBaTeNb JOJIKEH
00513aTe€IbHO MOJUYEPKHYTh CBSA3b TEMBI C OYAyIIEH JESATEIbHOCTHIO BBITYCKHUKA
WHCTUTYTA, C COBPEMEHHOM JKU3HBIO.

Baxneimeld YacTbl0 CEMHHAPCKOTO 3aHATUS SIBISETCS OOCYXIEHUE
BOIIPOCOB. B 3aBucMMOCTH OT (OpMBI 3aHATHS MpenojaaBaTellb, cHOpMyIUpPOBaB
BOIIPOC, TpeajiaraeT BBICTYNUTh OJKEJIAIIMM WM  CAENaTh COOOLIEHUE
(pukcupoBaHHOE BBICTYIUIEHHE), 3apaHee MOATOTOBJICHHOE OOy4arouuMcs.
HeoOxoaumo co3maBaTh Ha cemMuHape artMocepy TBOPYECKOM JTUCKYCCHUH,
KHUBOT'0, 3aMHTEPECOBAHHOIO 0OMEHAa MHEHUAMHU. B Xoz1e ceMruHapa Ba)XHO, YTOObI
oOyyJaroluecs BHUMATEIbHO CIYIIAIM M KPUTHYECKH OLICHWBAJIU BBICTYIUICHHS
KoJuler. [l 3TOro mnpemnojaBaTeslt0 He CIENyeT cpa3y MOcCi€ BBICTYIUICHUS
oOy4arolerocss caMOMy VyKa3blBaTb Ha JIONYIIEHHble oOImMOKW. Jlyure
IPENOCTABUTh 3Ty BO3MOYKHOCTh YYaCTHMKaM CeMHHapckoro 3ansatus. llocne
OOCYXKIEHHsI O4YepeHOTrO0 BOMpOca MPEernojaBaTeib JOKEH IMOABECTH KPaTKHil
UTOT OOCYXICHUS, YKa3aB Ha OOHAPYKHUBIITHECS TIPOOIEMBbI U OMUOKHA B 3HAHUSIX
oOydJarommxcs.

BaxxupIM  3TanmoM  ceMuHapa  SBISIETCA  3aKJIIOYMTENIbHOE  CIIOBO
npenojaBaress. B 3akI04nTENIbHOM CIIOBE B KOHIIE CEMUHApa MpernogaBaTeb:

a) JaeT oOIIyIO OLICHKY MPOIIEAIIETo 3aHITHs (YPOBEHb MOATOTOBICHHOCTH
oOydarommMxcss K CEMHHApy, AaKTUBHOCTb YYAaCTHUKOB, CTENEHb YCBOCHUS
poOJIEMBI);

0) OCyIIEeCTBIIIET aHAJIW3 M OLEHKY BBICTYIUICHUH, cOONONas MpHU 3TOM
OOBEKTUBHOCTh U UCKITIOUUTEIbHYIO KOPPEKTHOCTH;

B) KpaTKO PacKpbIBaeT BOMPOCHI, HE MOJIYYHUBIINE ITyOOKOTO OCBEIIEHUS Ha
CEMUHApE;

I') aeT 3aJjaHre Ha JAIIBHEUIITYI0 CAMOCTOSITEIIbHYIO padoTy.
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B npakTuke npenomgaBaHus MOJIYYIIA PACTIPOCTPAHEHUE PA3TUIHBIC (POPMBI
CEMUHAPCKUX 3aHATHIA.

Beibop  ¢opmpl ceMHHApCKOTO  3aHATHUSA  JOJDKEH  3aBUCETh  OT
MOATOTOBJICHHOCTH TPYII, XapakTepa M COACp)KaHUsI 00CYXKJTaeMbIX BOIPOCOB, a
TAaKXK€ TMEeAarormueckoro MacTepCcTBa CaMOro MNpenojaBaTeiasi U TEXHUYECKUX
BO3MOKHOCTEH.

JIns  akTUBH3allMM  CaMOCTOSITENIbHOW — JICATEIBHOCTH  OOyYarolIuxcs
HEOOXOJMMO TPAKTUKOBATh HA CEMUHAPCKUX 3aHATHUAX OOCYXKIECHUE IOKIAJOB,
MPOBEJECHUE JEIOBBIX UIpP, Pa300p KOHKPETHBIX SKOHOMHUYECKHUX CHUTYalluH,
pPEILICHUE NMPAKTUYECKUX 3a]1a4, OPTaHU30BBIBATH TECTUPOBAHUE IO MPOUICHHBIM
TEeMaM.

2.1.2. Metoandeckre peKOMEHIAIMH 110 TTPOBEICHUIO MHTEPAKTUBHBIX
3aHATUH

Haubonee cnoxuas dbopma mpoBeAeHUsS 3aHATUS — HHTEpakThUBHOE. OHO
TpeOyeT TpONCTBEHHON B3aMMOCBSA3U: IMperojaBaTeib — OOy4YarOIIHICsI—
oOy4aroniuiicsi. B 3ToM 3aHATHUM BCe YYaCTHUKU PABHBI U KaXK]IbII MMEET MPaBo Ha
COOCTBEHHOE MHEHHUE 10 JItoOoMy Bompocy. B aTom 3akirodaercst BCsi CIOKHOCTh
IpernojiaBaresisi, Tak Kak MpU BCEOOIIEH «paBHOCTW», OH JOJKEH HE3aMETHO
HaIpaBJISITh 3aHATHE B HY>KHOM HalpaBJEHUU, YTOOBI B UTOTE Yy OOyYarOIIUXCS
OCTaJIMCh BEPHBIE CYXKICHUS U MMOHUMAHUE 3aKperuIsieMoro marepuana. s storo
HEO0OXOIUMO:

- YETKO ONPEJCIUTD 1ETb 3aHATHS;

- NOATOTOBUTH Pa3AaTOYHBIN MaTepUa;

- 00ecreunuTh TEXHHUECKOe 000py10BaHUE;

- 0003HaYEHBI YUYACTHUKH;

- ONIPENICIUTH OCHOBHBIE BOIIPOCHI, UX ITOCIIEI0BATEIBHOCT;

- MoA00paTh MPAKTUIECKUE TPUMEPDI U3 KU3ZHH.

B yuebHOM mporiecce MOTYT OBITH HCIONB30BAaHBI T.H. «MHHOBAIMOHHO-
MEIarOTMYECKNE» TEXHOJIOTUH, KPATKUE OINPEACIICHUS KOTOPBIX JAaHbl HUXKE.
Kaxnpiii mpernogaBaTenb OINPEACNSeT CaMOCTOSTEIBHO TEMy 3aHSATUH, Oojee
OTBEYAOINIYIO TOW WM HHOU (DOpME TIPOBEICHUS.

UccnenoBarenbckuii MeToJ O0Oy4EeHHS] — 3TO OpraHu3aius oOydeHus Ha
OCHOBE TIOMCKOBOM, TIO3HABAaTEIBLHON JEATEIIBHOCTH OOYYaloIIMXCs IyTeM
MIOCTAHOBKM  TPEINOJaBaTeNieM I[O3HABATEIbHBIX W  MPAKTUYECKUX  3ajady,
TPEOYIOIIUX CaMOCTOSITEJILHOTO  TBOpueckoro pemieHus. OcHOBHas ujes
HCCIIEIOBATENIbCKOTO MeToAa O0yUYeHUS 3aKIH0YAeTCsl B UCTOJb30BAHUM HAYyYHOTO
MOAX0Ja K PEIICHUIO TOW WJIM MHOW y4eOHOM 3a/1auHu.

Camoo00yueHne — MeTojA, MpU KOTOPOM OOydaeMblii B3aMMOJICUCTBYET C
o0pa3oBaTeIbHBIMU PECypcaMy MPU MHUHUMAIHHOM YYacTHUW TPENoJaBaTeNsl U
npyrux oOydaembix. s camooOydeHus Ha 0a3e COBPEMEHHBIX TEXHOJIOTHH
XapaKkTepeH MYJIbTUMEINA-TIOIX O/, npu KOTOPOM HCTOJIB3YIOTCSA
oOpa3oBaTenbHBIE PECYPCHI: TIEYATHBIC MaTEepUalbl, ayJu0- W BHUICOMATEPHAIBI,
KOMITBIOTEPHBIE oOy4arorue MPOTPAMMBI, 3JIEKTPOHHBIE KypHAaJbI,
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WHTEPAKTUBHBIC 0a3bl JAHHBIX U JAPYTHE YUCOHBIC MaTepUaibl, JOCTABISIEMBIC TI0
KOMIIBIOTEPHBIM CETSIM.

Pabota B ManbIX rpynmax — 3TO OJIHA W3 CaMbIX MOMYJSPHBIX CTPATETHUH,
TaKk KaKk OHa JaeT BCceM OOyalolmuMcsi BO3MOXKHOCTh YYacTBOBaTh B paboTe,
NPAKTUKOBaTh HABBIKM  COTPYJHHYECTBA, MEKIUYHOCTHOrO oOmeHus (B
JaCTHOCTH, YMEHHE aKTHUBHO CJIYIIaTh, BIpabaThIBaTh 00IIee MHEHUE, pa3peliaTh
BO3HHUKAIOIINE PA3HOTIIACHS).

Case-study (aHamm3 KOHKPETHBIX CUTYAIlUHA, CUTYyaIlMOHHBIN aHAJIH?3)

Meron aHanu3a KOHKPETHOW CHUTyallMH (CHUTYallMOHHBIM aHaiu3, aHaJU3
KOHKPETHBIX ~CHTyalluii, case-Study) — »9To memarormdeckas TEXHOJOTHA,
OCHOBAaHHAasT Ha MOJCIUPOBAHUU CHUTYallUd WM WCIOJIb30BAHMS PeaTbHOU
CUTyalliM B IEJIX aHajdu3a JaHHOTO CiIydas, BBISBJICHHS MpoOJieM, MOncKa
ABTEPHATUBHBIX PEIICHUN U IPUHITHS ONITUMAIBEHOTO PEIICHUS TPOOIeM.

Ilens oOyuaeMbIX - MpOAHAIM3UPOBATH JAHHBIE CUTYyallMW, HaWJECHHBIC
pelieHus1, UCIOJIb30BaB IIPU 3TOM MPUOOPETEHHBIE TEOPETUYECKUE 3HAHUSI.

Huckyccust — dopma yueOHOU pabOThI, B paMKax KOTOPOM OOydaromuecs
BBICKA3bIBAIOT CBOE€ MHEHHME 10 TMpobJjieMe, 3aJaHHOM IMpEernojiaBaTelieM.
[IpoBenenne nuUCKyccuil 1Mo MpoOJIEMHBIM BOMPOCAM MOJPA3YyMEBAET HAIMKCAHHUE
OOy4YarOIIMMUCS TE3UCOB UIH pedepaTos.

Joxnan (mpe3eHTanus) — MmyOoJIMYHOEe COOOIIEHUE, TPE/ICTABIISAIONIEEe COOOM
pa3BepHYTOE M3JIOKEHHE OMpEACIEHHOW TEMBI, BOMpoOca MporpaMmmbl. Jlokian
MOXET OBITh TPEICTABIICH PA3JIMYHBIMH YYaCTHUKAMH TIporecca OOy4eHHS:
npernojaBareyieM, MPUTJANICHHBIM — JKCIEPTOM,  OOYydYaloIMUMCS, TPYNIon
o0yyJarommxcs.

Kpyraeiii cron — onuH u3 HauOonee 3(P(GEKTUBHBIX CHOCOOOB IS
0O0CYXXJICHHsI OCTPBIX, CIIOKHBIX M aKTyaJbHBIX HAa TEKYIIHMA MOMEHT BOIIPOCOB B
000 mpodeccCHOHAIBHOM cdepe, 0OMEHa ONBITOM W TBOPYSCKUX WHHUITUATHUB.

Dcce — 3TO COYMHEHHE-PAcCYKISHHEe HEOOJbIIOro o0beMa co cBOOOIHOM
KOMITO3UIIMEH, BRIPAXKAIOIEE WHMBUIYATbHBIC BIEYATICHUS U COOOPaKEHHS IO
KOHKPETHOMY TIOBOJly WJIM BOMPOCY M 3aBEIOMO HE TMPETeHAYyIoIee Ha
OTIPEISIISIIONTY 0 MJIH UCUEPIIBIBAIOIIYIO TPAKTOBKY MpPEIMeETa.

WNuTtepakTuBHOE 00y4Y€HHE TO3BOJISIET PEIIaTh OJHOBPEMEHHO HECKOJIBKO
3a7a4, TJIABHOW M3 KOTOPBIX SBJISCTCS Pa3BUTHE KOMMYHHKATHBHBIX YMEHHH W
HaBBIKOB. JlaHHOE€ O0Oy4YeHHWE TIOMOTaeT YCTAHOBJICHHUIO 3MOIMOHAIBHBIX
KOHTAKTOB MEXAY YYaIllUMHUCSA, OOCCIECYMBAET BOCIHTATCIBHYIO 3ajady,
MIOCKOJIBKY TIpHy4daeT paboTaTh B KOMaH/E, MPHUCITYIINBATECS K MHEHHIO CBOUX
TOBApHIICH, 00CCTICUNBACT BHICOKYIO MOTHBAITUIO, TPOYHOCTH 3HAHUI, TBOPUYECTBO
1 (haHTa3u0, KOMMYHHKAOCIIBHOCTh, AKTHBHYIO YKU3HCHHYIO TIO3UIINIO, IICHHOCTh
WHIUBUYaIbHOCTH, CBOOOJY CaMOBBIPOKCHHS, AaKIEHT Ha JICSITCIBHOCTD,
B3aMMOYBKECHHE U JIEMOKPATUIHOCTb.

2.1.3. Metoauueckue peKOMEH 1Al 0 KOHTPOJIIO0 YCIIEBAEMOCTH

2.1.3.1. Tekymas arrectanus (TEKyILUA KOHTPOJIb) YPOBHS YCBOEHUS
co/iep>KaHusl y4eOHOW TUCHUILIUHBI
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Tekymias arrectanus (TEKyIUA KOHTPOJIb) YPOBHS YCBOCHHS COJACPIKAHUS
JTUCHUIUIMHBI PEKOMEHIyeTCsl TIPOBOJUTH B XOJI€ BCEX BHUJIOB yUEOHBIX 3aHSTUUN
METO/JIaMH YCTHOTO M MUCBMEHHOTO orpoca (paboT), B mpolecce BBICTYIUICHHM
0oOy4JaronmMxcs Ha CEMUHAPCKUX (MPAaKTUYECKUX) 3aHATUSAX U 3allIUTHI pedeparos,
a TaK)K€ METOJIOM TECTUPOBAHMSI.

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

- BRIOpaJIM U UCTOJIB30BAIN (POPMY U CTHIIb U3TIOKEHUS, COOTBETCTBYIOIINE
LEJISIM U COJAEPKAHUIO TUCIUIIIINHBI;

- TPUMEHWIH CBSI3aHHYI0 C TEeMOH WH(OpPMAIUIO, HCIONb3YsS MPU STOM
MOHATUIHBIN anmapaT CeuualicTa B JaHHON 00JacTH;

- MPEACTABWIA CTPYKTYPHUPOBAHHBIM W TPAaMOTHO HAIlMCAHHBIA TEKCT,
MMEIOIINUN CBSI3HOE COJICPKaHUE.

2.1.3.2. TlpomexyTouyHasi aTTecTals (ITOTOBBIA KOHTPOJIb) YPOBHS
YCBOCHUS COJICP KaHUS YUeOHOM TUCIIUTIITUHBI

[IpomexxyTouHasi artectanusi (UTOTOBBIA KOHTPOJIb) MPOBOAUTCA B (opme
3ayeTa B XOJI¢ 3MMHEN (JIeTHEH) HSK3aMEHAlMOHHOW CECCHHM C BBICTABJIECHUEM
UTOTOBOM OIleHKH Mo jucuumiimHe. K 3auety pomyckaroTcss oOywaromuecd,
YCIEUIHO BBIMOJHUBIIME BCE BHABI OTUYETHOCTH, NPEAYCMOTPEHHBIE IO
JUCUUIUIMHE Y4eOHBbIM IJIaHOM. B Xoje 3auera mpoBepseTcsl CTENEeHb YCBOEHUS
MaTepuana, yMeHUEe TBOPUYECKU U MOCIEI0BATENbHO, YETKO U KPAaTKO OTBEYaTh Ha
MOCTABJICHHBIE BOIPOCHI, JeJIaTh KOHKPETHbIE BBIBOABI U (POPMYyIHMPOBATh
00OCHOBaHHBIE MpeiokKeHus. HMToroeas OLIEHKAa OXBaThIBAa€T MPOBEPKY
JIOCTUKEHHUS BCEX 3asBJICHHBIX 1I€JIEM U3Y4YEHUs AUCHUIUIMHBI U MPOBOIUTCS NS
KOHTPOJISI YPOBHS TMOHUMAHHUS OOYYAIOIIMMUCA CBSI3€H MEXKIY Pa3IU4YHBIMU €€
AJIEMEHTAMM.

B xoze UTOroBoro KOHTpOJIS aKLEHT JeJIaeTCsl Ha MPOBEPKY CHOCOOHOCTEM
OOy4Jarommxcss K TBOPYECKOMY MBIIUICHUIO W HMCIHOJB30BAHUIO TMOHSATHIHOTO
anmapara  JUCHUIUIMHBI B pEHICHHH  Npo(ecCHOHATBHBIX  3adad 110
COOTBETCTBYIOILLEH CITELUATILHOCTH.

2.1.3.3. Kputepuu O1ieHKH Y4eOHBIX JOCTUKEHUN 00YJarOIINXCS

KauectBo oTBeTOB U pemieHHs 3adad (3aJaHuii) OIIEHMBAIOTCS Ha
«OTIIUYHOY, «XOPOUIO», «YJIOBJICTBOPUTEIIBHOY» U «HEYAOBIETBOPUTEIHHO.

OreHKa «OTJIMYHOY BBICTABIISACTCS 00YYaIOMEMYCsl, €CIIH:

- TaHBbl MCYCPIIBIBAIONINE W OOOCHOBAHHBIC OTBETHI Ha BCE IOCTABJICHHBIC
BOIIPOCHI, MPAaBUJIBHO M PAIMOHATBHO (C HCHOJb30BAHUEM PAIIMOHATBHBIX
METOJIMK) pellIeHbl COOTBETCTBYIOIIME 3a/1a4H;

- B OTBETAaX BBIJCIISLUIOCH TJIABHOE, BCE TEOPETUUYECKHUE IOJIOKEHHUS YMEJIO
YBS3BIBAJIMCH ¢ TPEOOBAHUSIMU PYKOBOSAIINX JTOKYMEHTOB;
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- OTBETHI OBUTM YETKUMH M KPATKHUMH, & MBICIH H3JarajiuCh B JOTUYECKON
MOCJIeI0BAaTEILHOCTH;

- MIOKa3aHO YMEHHE CaMOCTOSTEIBHO aHaJIMW3UPOBaTh (aKThl, COOBITHSA,
SIBJICHUS, ITPOLECCHI B X B3aUMOCBS3U U JUATICKTUYECKOM PA3BUTHM.

O11eHKa «XOPOIIIOY» BBICTABIISIETCSI 00YUaIOIIeMyCsl, €CIIH:

- JaHbl IOJIHBIE, HOCTATOYHO OOOCHOBAHHBIE OTBETHI HA IIOCTABJICHHBIC
BOIIPOCHI, ITPABWIIBHO PEIICHBI TPAKTUYECKUE 3a1aHNS;

- B OTBETAaX HE BCErJaa BBIACISIOCh TIJIABHOE, OTJICIbHBIC IIOJOKCHUS
HEJIOCTATOYHO YBSI3BIBAINCH C TPEOOBAHUSIMU PYKOBOJSIIMX JAOKYMEHTOB, MpHU
pPELIEHUU NPAKTUYECKUX 3a7a4 HE BCErAa MCIOJb30BAIUCH PALMOHAIBHBIC
METOAMKHU PACYETOB;

- OTBETHI B OCHOBHOM OBLIIM KPATKUMH, HO HE BCET/Ia YETKUMHU.

O1ieHKa «yJI0BJIETBOPUTEIIBHOY BBICTABIISIETCS 00yUarOIIEMYCsl, €CIIU:

- JaHbl B OCHOBHOM IIPABUJIbHBIC OTBETHI HA BCE MOCTABJIEHHBIC BOIIPOCHI,
HO 0€3 JMOJDKHOMW TiIyOMHBI M OOOCHOBaHMSI, MPH PEIICHUHM MPAKTUYECKUX 3aj]1a4
0Oy4Jaromuiicss MCIOJIB30BaJl MPESKHUN OMBIT U HE MPUMEHSJI HOBBIE METOJIUKH
BBIIIOJIHEHUS PACUE€TOB, OJHAKO HA YTOYHSIOIIWE BOIPOCHI JaHbI B IEIOM
MPaBUJIbHBIEC OTBETHI;

- TIpU OTBETAaX HE BbLAEISIIOCH INIABHOE;

- OTBETHI OBLIM MHOTOCJIIOBHBIMH, HEYETKHMMH U 0€3 IOJDKHOM JIOTHYECKOI
MOCJIEI0BAaTEIILHOCTH;

- Ha OTHAEJbHBIE JOIOJHUTEIIBHBIE BOIIPOCHl HE JaHBI IIOJIOKUTEIbHBIE
OTBETHI.

OneHka «HEYAOBJICTBOPUTEIHHO» BBICTABISETCS OOyYarolmeMycsi, eCii He
BBITIOJTHEHBI TPEOOBAaHUS, COOTBETCTBYIOIIUE OIICHKE «YAOBICTBOPUTEILHOY.

2.2. MeTonuueckue ykazaHus 00yJaronmumcs

[TpoayKTUBHOCTh YCBOEHHS yU€OHOTO MaTepuana BO MHOTOM OINPEAEIseTCs
UHTEHCUBHOCTBIO M KayeCTBOM CaMOCTOSITEIbHOM paboThl 00y4aromierocs.
CamocTosiTenbHast paboTta mpesnoaraet GopMUPOBaHUE KYJIbTYypbl YMCTBEHHOTO
Tpyda, CaMOCTOATEIbHOCTH M WHUIMATUBBI B TMOUCKE W MPHOOPETEHUH 3HAHUM;
3aKperyieHre 3HaHWW M HaBBIKOB, MOJYYCHHBIX Ha BCEX BHJAX yUYEOHBIX 3aHSITHUH;
MOJATOTOBKY K MPEACTOSAIIUMM 3aHATHSAM, HK3aMEHaM; BBIITOJIHEHHE KOHTPOJbHBIX
pabor.

CamocTosiTeNnbHBIN TPY/l Pa3BUBAET TaKME KaueCcTBa, KAK OPraHW30BaHHOCTb,
JUCUUTUIMHUPOBAHHOCTD, BOJIIO, YIOPCTBO B JIOCTUKEHUHM IOCTAaBIECHHOM 1€y,
BbIpaOaThbIBa€T  YMEHHME  aHaJIM3UpoBaTh  (PakTbl U SIBJICHUSA,  YYUT
CaMOCTOATEILHOMY MBIIIJICHUIO, YTO MPUBOAMT K Pa3BUTHUIO U CO3JIaHUIO
COOCTBEHHOTO MHEHHS, CBOMX B3IJISAOB. YMEHHE paboTaThb CaMOCTOSITENBHO
HEOOXOJMMO HE TOJBKO JJIsi YCHEIIHOTO YCBOEHHUS COACpKAHHUS Yy4eOHOMH
IIPOTPaMMBI, HO ¥ JJIsI JAIBHENIIIEN TBOPUYECKON AEATEIBHOCTH.

OcHOBY CcaMOCTOSATENHHON PabOThl OOYYArOIIErocs COCTaBIsAeT padoTa C
yueOHOI U Hay4yHOU nuTeparypoil. 13 ombiTa paboThl C KHUTOM (TEKCTOM) CIIEeTyeT
OTpeJIeiCHHas]  IMOCJIEeN0BAaTeILHOCTh  JIEUCTBHA, KOTOPOH  IeIecoo0pa3Ho
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npujepxxuBarbesa. CHavana npoyuTaTh BECh TEKCT B ObicTpoM Temme. Llenb Takoro
YTEHUs 3aKiIo4aercs B TOM, 4YTOOBl cO3/4aTh oOlIee mpeacTa BICHUE 00
U3yd4aeMoM (He 3allOMHHaTh, a MOHATh OOLIUI CMBICI MPOYUTAHHOIO). 3aTeM
OpOYUTATh BTOPUYHO, Oo0Jiee MEIJIEHHO, 4YTOObl B XOJA€ UTEHHUS IMOHATh U
3alIOMHHUTb CMBICI KaKI0U (hpa3bl, KAKIOrO MOJIOKEHUS U BOIIPOCA B LIETIOM.

UreHne TNPUHOCUT TMOJB3Yy M CTAHOBHUTCS IPOAYKTHBHBIM, KOTJa
COIIPOBOXKAAETCS 3alUCAMU. JTO MOKET OBITh COCTaBJICHUE IUIaHA IIPOYUTAHHOTO
TEKCTa, TE3UCHI WU BBIMMCKU, KOHCIEKTUPOBAHUE U JP.

Bri0op BHa 3amucu 3aBUCUT OT XapaKTepa U3ydyaeMoro Matepuaiia u nenen
paboOTHI C HUM.

Ecmm copep:kanme Marepuaia HECIOKHOE, JIETKO YCBAMBAE€MOE, MOKHO
OTPaHUYUTHCS] COCTABIICHUEM IJIaHA.

Ecnu marepuan conepXUT HOBYIO W TPYJIHO YCBaMBaeMylo MH(OpMaluio,
1eJ1eco00pa3HO €ro 3aKOHCHEKTUPOBaTh. Pe3ynbTaThl KOHCHEKTUPOBAHUS MOTYT
OBITh MPEACTABIICHBI B Pa3JIMUHbIX (hOpMax.

[Inan — 3T0 cXxema MPOYUTAHHOIO MaTepuaya, KpaTkuil (Win moapOoOHbBIN)
IIEPEYEHb BOIIPOCOB, OTPAKAIOIIMX CTPYKTYPY U MOCIEAOBATENBHOCTh MaTEPHAIIA.
[Topo6GHO coCcTaBIIEHHBIN IJ1aH BIIOJIHE 3aMEHSIET KOHCIIEKT.

KOHCIIEKT — 3TO CUCTEMAaTU3UPOBAHHOE, JIOTUYHOE HM3JI0KEHUE MaTepHuaa
VCTOYHHKA. PaznuyaroTcs 4eTsIpe ThIa KOHCIIEKTOB.

[ImaH-KOHCIEKT — 3TO Pa3BEPHYTHIA NETAIU3UPOBAHHBIN IUIAH, B KOTOPOM
JIOCTAaTOYHO TOJAPOOHBIE 3alUCH MPUBOAATCS MO TEM NYHKTaM IUIaHA, KOTOPbIE
HYKJIaIOTCS B IOSICHEHUH.

TekcTyanbHbIA KOHCIEKT — 3TO BOCHPOM3BEACHHE HaWOOJIee BaKHBIX
MOJIOKEHUHN U (PaKTOB MCTOUYHHKA.
CBOOOAHBIA KOHCIEKT — 3TO YETKO M KpaTko chOpMyIupOBaHHbIE

(M3J710’)KEHHBIE) OCHOBHBIE TIOJIOKEHHSI B PE3YJIbTATe€ TIIYOOKOTO OCMBICIMBAHMS
Marepuanga. B HEM MOryT HpUCYTCTBOBAaTh BBINMCKH, LIUTATHI, TE3UCHI; YacCTb
MaTepHuaia MOXKeT ObITh IIPE/ICTaBIICHA TIIIAHOM.

TemMaTHyecKuid KOHCIIEKT — COCTaBJISIETCSI HAa OCHOBE W3YyYEHHUs psiaa
HMCTOYHUKOB U J1aeT 0osiee WM MEHEe MCUEPITBIBAIONINN OTBET MO KaKOW-TO CXEeMe
(Bompocy).

B npouecce u3ydeHHss Marepuana HCTOYHUKA, COCTABJIEHHMS KOHCIIEKTa
HY’KHO 0053aTe€JIbHO MPUMEHSTh Pa3JIMYHbIE BBIJCICHUS, TO13ar0JI0BKH, CO3/1aBast
OJIOUHYIO CTPYKTYpPY KOHCIIEKTa. DTO J€IAaeT KOHCIEKT JIETKO BOCIIPUHUMAEMBIM,
yAOOHBIM 7151 paOOTHI.

[ToaroToBKa K CEMMHAPCKOMY 3aHSATHIO BKIIIOYAET 2 3Tarna:

1#1 — opraHu3alMOHHBIN;

211 - 3aKperuieHre U yriry0JieHne TeOpEeTUYECKUX 3HAHUM.

Ha mnepBoM »srame oOyuaromuiics TUIAHUPYET CBOIO CaMOCTOSITEIBHYIO
paboTy, KOTOpasi BKJIIOYAET:

- YSICHEHHE 3a/IaHusl Ha CAMOCTOSITENIbHYIO padoTy;

- T0100p PEKOMEHJOBAaHHOM JIUTEPATYPHI;

- COCTaBJICHHE IJIaHa Pa0OTHI, B KOTOPOM OMNPEIEISIOTCSI OCHOBHBIE TYHKTHI
IIPEACTOSIEN TOATOTOBKH.
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CocraBieHue 1miaHa AUCHUIUIMHUPYET U TOBBIIIAET OPraHU30BAHHOCTH B
pabore.

Brtopoii sTan BKiIIO4aeT HEMOCPEACTBEHHYIO MOJATOTOBKY OOY4YaroMIerocs: K
3aHsATHIO. HaumHaTh HAZO C M3yYeHHUs] PEKOMEHJIOBAHHOW JIMTEpaTyphl.
HeoOxoauMO MOMHUTH, YTO Ha JIEKIUU OOBIYHO pacCMAaTPUBAETCS HE BECh
MaTepHua, a TOJbKO ero yactb. OcTalibHasi €ro 4acTh BOCIOJIHAETCS B MPOIECCe
caMOCTOATENbHOM paboTel. B cBsizu ¢ 3tuM paboTa ¢ PEKOMEHO0BAaHHOM
auTeparypoi obsizatenbHa. Ocoboe BHUMaHUE MPU ITOM HEOOXOIUMO OOpaTHUTh
Ha COJCp)KaHWE OCHOBHBIX IIOJIO)KCHWW W BBIBOJIOB, OOBSICHEHUE SIBIICHUUA W
bakToB, ySICHEHUE MPAKTUYECKOTO NPUJIOKEHUSI  PacCMaTpPUBAEMBbIX
TEOPETUUECKNX BOMPOCOB. B mpomecce 3Tol pabOTHl 00YYaIOMUNCA TOJDKEH
CTPEMUTHCSI TOHATH W 3allOMHUTH OCHOBHBIC IOJIOKEHHSI PacCMaTpUBAEMOIO
MaTepuana, MOpUMEpPbI, MOACHIOLIIME €ro, a TakkKe pa3o0parbcs B
WJUTFOCTPATUBHOM MaTepHae.

3akaHYMBaTh MOATOTOBKY CJIEIYET COCTABJICHHEM IUIaHa (KOHCIIEKTa) I10
MU3y4aeMOMY MaTepuay (Bompocy). 210 MO3BOJISIET COCTaBUTH
KOHIICHTPHUPOBAHHOE, CKATOE MPEICTABICHUE IO U3YyYaEMbIM BOIIPOCAM.

B mnpouecce TNOATOTOBKM K  3aHATHSIM PEKOMEHAYETCS B3aUMHOE
oOCyXXJieHHe MaTepualia, BO BpeMsl KOTOPOTO 3aKPEIUIIOTCA 3HAHUA, a TaKxkKe
npuoOpeTaeTcsl MpakTUKa B M3JI0KEHUU M PA3bSICHEHUU TOTYYEHHBIX 3HAHUMH,
pPa3BUBAETCS PEUb.

[Ipu HeoOXomuMocTu cleAyeT oOpamarbCs 3a KOHCYJbTalMed K
npenojasarento. Was Ha KOHCYJIbTalMIO, HEOOXOAUMO XOpOUIO MpOoJIyMaTh
BOIIPOCHKI, KOTOPBIE TPEOYIOT pa3bsICHEHHUS.

B navane 3aHatust oOy4aroumecs: noJi pyKoBOACTBOM IpenojaBaresns 0osee
NIyOOKO OCMBICIMBAIOT TEOPETHYECKUE TIOJIOKEHUSI 10 TeMe 3aHATHS,
PACKpBIBAIOT U OOBICHSIOT OCHOBHBIC siBJICHUS U (pakThl. B mpoliecce TBopUecKoOro
OOCYXXJIEHHsSI M JHUCKYCCUM BBIPA0ATBIBAIOTCS YMEHHUS W HaBBIKM HCIOJb30BaTh
PUOOPETECHHBIC 3HAHUS JJI PEIICHHS MPAKTUYECKUX 3a1a4.
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