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1. OCHOBAHUSA ANA BBEAEHUA YYEBHOW OUCLUUMNNUHBI, EE CTATYC

1.1 OcHoBaHuA ANA BBeAEHUA OQUCLUNSINHBbI B y4eOHbIN NnaH:

- ®epepanbHbll  rocyaapCTBEHHbIN obpasoBaTenbHbI  CTaHOapT Bbiclero obpasoBaHua —
bakanaBspyaTr no HanpasneHutio nogrotoBkn 38.03.02 MeHemXKMEHT, YTBEPXKAEHHbLIN MPUKA30M
MwuHncTepcTBa Hayku 1 Bbicluero obpasoBaHus Poccuinckon ®epepaumm ot 12.08.2020 Ne 970;

- OCHOBHasa npodeccrmoHanbHas obpasoBaTenbHas nporpamMa noaroToBku ©OakanasBpa, no
HanpasneHuto 38.03.02 MeHegKMeHT, Npoumnb «AKOHOMMKA W yNpaBreHne opraHusaumen»

1.2 CtaTyc AUCLMNIIUHbI B y4eOHOM NnaHe:

— OTHOCUTCHA K 4acTu, copMmpyemon yyacTHMKamMu obpasoBaTenbHbIX OTHOWeEHUA 6noka 1
Oucumnnunbl (Mogynu);

— ABMeTCa QUCLMNIIMHON, 06a3aTenbHON AN U3y4eHus L

1.3 B pabouyto nporpamMmy AWUCUMNIUHBI B YCTaHOBMEHHOM Mopsiake MOryT OblTb BHECEHbI
M3MEHEHNS1 W [OOMOJSIHEHUS, OCYLLECTBMNSIEMble B pamKax MMaHOBOIO €XErogHoro U CUTyaTMBHOMO
COBEpPLUEHCTBOBAHUSA, KOTOpble OTpaxatotcss B N. 9 paboder nporpammbl. lNpeactaBneHHbIi BapuaHT
nporpammel pa3pabotaH ansa Habopa 2021 roaa.

2. UENEBASA HAMPABJIEHHOCTb U NIAHUPYEMBbIE PE3YJIbTATblI OBYYEHUA MO ANCLUUMNIVHE.
JIOTMYECKUE U COAEPXATEJNIbHO-METOOUYECKUE B3AUMOCBA3U ANCLUUMNIINHDbI
C ApPyrmumMmm aucumniimHAMU U NPAKTUKAMMN B COCTABE Ofon

2.1 Mpouecc M3yvyeHUs AWCUMNIUHBI B LIENIOM HanpaeneH Ha noAroToBKY obydarollerocsi kK
pelleHnto 3apay npodeccmoHanbHoM AesTeNbHOCT CreaylowWwmnx TUNoB: MHPOPMAaLMOHHO-aHANUTUYECKINA,
OpraHu3auUMOHHO-YNPaBEHYECKUN, npeanpuHMMaTEnbCKUN, npeaycMOTPEHHbIX deneparnbHbiM
rocyaapcTBeHHbIM obpa3oBaTenbHbIM CTaH4apTOM Bbiclwero obpasoBaHusa (PrOC BO) no HanpaBneHuto
noarotoBku, a Takke OMNOIM BO yHMBepcuTeTa, B paMkax KOTOPOK npenofaéTcs AaHHas gucumnnnHa.

Lens pgucuunnuHbl: 3akpenneHve W yrnybneHume TeopeTUyYeckon noAroToBKM Obydarolmxcs,
nprmobpeTeHne yMeHun 1 HaBbIKOB B 06n1acTn AOKYMEHTUPOBaHUSA yNpaBrneH4YeCcKkon AeaTenbHOCTY.

2.2 MNepeyeHb KoMneTeHUUW popMUpPYyeMbIX B pe3ynbTaTe OCBOEHUsI Yy4veGHOWM
OUCLMNIIVHDI:

B pesynbTaTe 0CBOEHMS AUCUMNIUHBLI  OOydalowuiics OomkeH obnagaTb  CNeaylowmvmu
KOMMETEeHLUSMU:

KomneTteHuuu, Koa n KoMnoHeHTbl KOMNeTeHUUn,
B bOpMMpPOBaHMN KOTOPbIX HauMeHoBaHue dhopmMupyemMble B pamkax 4aHHOW AUCLMMIUHBI
3agencTBOBaHa AMCLUMNIINHA MHAauKaTopa (kak 0XXvaaeMmbli pe3ynbTaT ee OCBOEHUS)
xon HaUMEHOBAHME OOCTUXEHUN 3HaTb U ymeTb aenatb BnageTb HaBblkamu
KOMMNeTeHUun NoHUMaTb (oencTBoBaTh) (MmeTb HaBbIkK)
1 2 3 4
YHuBepcanbHbie KOMNEeTEHLUU
Na-4yk.s TeopeTuyeckune yMeTb BNageTb HaBblKamMu
CnocobeH apdeKkTMBHO OCHOBBI OCyLLEeCTBNATb odopmneHus "
OCYyLLEeCTBIATb B3aMMOLENCTBYET | 4enonpou3BOACT | addekTUBHOE COCTaBneHns
coumanbHoe c apyrumu | Ba, NPUHUMNbI | B3aUMOZEWCTBME C | AOKYMEHTauun
B3aumogencTesmMe W | YneHamu opraHusauum COTpyAHMKaMu npeanpusaTMs ¢ LEenbto
peanun3oBbiBaTb KOMaHabl, B T.4. | JOKYyMeHToobopo | npeanpusTus M | ocyllecTBneHus
VK-3 CBOIO ponb B | yyacTByeT B | Ta, npaesuna | naptTHepamu acpdekTMBHOro
KoMaHae obmeHe odopMneHns nocpeacTsoM B3aMMOAENCTBUS c
WUHopmaLmen, OOKyMeHTaumm nenosomn COTPYOHUKaMM
3HaAHUSIMU n | npu OOKyMeHTauum
OnbITOM, 1 | B3aMMOOeNCTBUN
npeseHTaumm C COTpyAHMKaMM
pesynbTaTtoB npeanpusaTms
paboTbl KOMaHAb!
NA-3yk-a HOpMaTMBHbIE yMeTb rPamMoOTHO | MMeTb  MpaKTU4eckue
YK-4 CnocobeH Bepetr penosyto | akThl, cocTaBnATb 1 | HaBbIKK BeaeHus
OCYLLECTBNATb nepenmncky, pernameHTupyro- | opopMnsiTb OEenoBon  Mepenucku,

! B cnywae ecnu ducyunnuHa siensiemcs AUCUUNIUHOL o 8biGopy o6yqatouweaocs, mo nuwemcsi credyrowuii mekcm:
- omHocumcsi K OucyuriuHam o ebibopy;
- Aensiemcsi obs13ameribHoU Orisi U3y4eHusi, ecriu 8blbpaHa 0bydarowumcs.
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AernoByto yuuTbIBas e npasuna | ynpasreH4yeckvne ocbopmnenns "
KOMMYHUKaLMIO B | ocobeHHOoCTH ochopmnenns AOKYMEHTBI, COCTaBfeHns
yCTHON N | CTUNNCTUKN AOKYMEHTOB, Jenosble  NUCbMa | YNpaBrEeH4YECKNX
MMCbMEHHON ouumaneHbiX ¥ | BUAbI U OPMbI, | OpraHu3aumu, [OKYMEHTOB,
dopmax Ha | HeodUUManbHbIX | METOANKY NPUMEHATL Ha | oduumManbHbIX "
rocyaapcTBEHHOM nucem, odopMneHns U | npakTuke HeoduMLManbHbIX
Aa3blke  PoccuicKon | COLMOKYNbTYPHBLI | COCTaBreHWs TeopeTuyeckme nucem Ha
®egepaumm M| e pasnmiua B | ynNpaBneH4Yeckux | OCHOBbI rocyaapcTBeHHOM
MHOCTpPaHHOM  (bIX) | dbopmaTe AOKYMEHTOB, AenonpounssoacTea | A3bike
A3blke(ax) KOPPEecnoHAeHUM | oduumanbHbIX U

n Ha | HeodULManbHbIX

rocyAapCTBEHHOM | mucem

A3bIKe

MpocdeccrmoHanbHbIe KOMMNETeHLMUN

WO-2nk-1 OCHOBbI yMeTb BrnageTb HaBblKamMu
CnocobeH ymeeT AOKYMEHTALMOH- | aHanuauposaTb W | aHanu3a 6onbLuoro
aHanusupoBsaTb, aHanuanposaTtb W | HOrO n | knaccuguumposaTte | obbemMa  AOKYMEHTOB
060CcHOBbIBaTHL n | knaccudumumposa | MHOOPMALIMOHHO | AOKYMEHTaLuio opraHusaumm,
BbIOGMpaTh T 6onbLion | -ro obecneyeHns | NpPeanpusaTUSN, COCTaBeHns
ynpasneHyeckune obbem B cucTeme | MCnonb3oBathb OTYETHOCTH,
peLleHnss Ha OCHOBe | MHdpopmaumu, ynpasneHus, nporpaMmMHoe odopmneHus
pa3paboTaHHbIX AN | MCnonb3oBatb npasuna obecneyeHne Ana | aHanMTUYECKUX
HMX LuenesbiX | MporpamMmHoe dopmMmpoBaHug, | opMUpPOBaHUS, pesynbTaToB c

MK-1 nokasaTeneu obecneyeHve Ans | XxpaHeHUs W | XpaHeHns M | NCcnonb3oBaHNEM

paboTbl C | Mcnonb3oBaHuA NCMOSb30BaHNS nporpaMMHOro

nHcpopmaumen, AOKYMEHTOB AOKYMEHTOB B | obecneyeHus

COCTaBMATb uensax

oTyeThl " cuctemartumsauum

cucTemaTusvposa UHdopMaLun

Tb MHOPMaLNIO;

odhopmnATb

pe3ynbTaThbl

OusHec-aHanuaa




2.3 OnucaHue nokasaTtesied, KPUTEPUEB U LUKaJ OLeHMBAHUA B paMKaxX AUCLUNJIUHbI

YpOBHU CHOPMUPOBAHHOCTM KOMMETEHLNI

KOMMNeTeHUus He

MUHUMaIbHbIN cpeaHun BbICOKWI
copmmpoBaHa
OLeHKM chOPMUPOBAHHOCTN KOMMNETEHLUI
He 3auyTteHo 3ayTeHo

XapakTepucTtnka cpopMmpoBaHHOCTN KOMMNETEHLNN

KomneTeHuus B NOMnHOM

1. C(bOpMVIpOBaHHOCTb KOMNeTeHUUn CoOoTBETCTBYET

Kon Mokasatens mepe He MUHUManbHBIM TpeGoBaHUAM. VIMEIoLLMXCS 3HaHWIA, YMEHWIA, ®opMbl 1 cpefcTsa
WHaekc v HasBaHue MHAVKaTOpa WHavkaTopel oueHMBaHWs — cchopmmpoBaHa. HaBbLIKOB B LIEJIOM AOCTATOYHO ASIS PELUEHNS MPaKTUYECKNX KoHTponA
KoMneTeHuum [OCTUXKEHUIA KoMneTeHuun 3HaHUSI, YMEHUS, VIMEIOLLNXCS 3HAHMIA, (MpocheccoHanbHbIX) 3aaav. (bOpMVIpOBaHIfH
koMneTeHunn HaBbIkN (BNAAGHUA) | yMeHWi 1 HABBIKOB 2. ChopMUPOBAHHOCTL KOMMETEHLMW B LIESIOM COOTBETCTBYET komneTeHun
He[oCTaToO4YHO ANs TpeboBaHuAM. MimetoLmxca 3HaHUA, YMEHWIA, HaBbIKOB U
peLleHns NPaKTUYECKUX | MOTMBAaLMKM B LIEMOM AOCTaTOMHO ANS PeLleHnst CTaHAapTHbIX
(npodheccrnoHanbHbIX) npakTn4yeckmx (MpodeccroHarnbHbIX) 3aday.
3agay 3. ChopMMpPOBaHHOCTb KOMMETEHLMM MOMHOCTLIO COOTBETCTBYET
TpeboBaHusaM. MIMetowmxcs 3HaHUA, YMEHWIN, HaBbIKOB U
MOTVBaLMW B NOSTHON Mepe AOCTaTOYHO ANs PEeLUEeHUs] CIIOXKHbIX
npakTn4yeckmx (MpodeccroHarnbHbIX) 3a4ay.
Kputepumn oueHnanus
3Haet He 3HaeT | 1. 3HaeT OCHOBblI [EMNONPOM3BOACTBA, [NaBHbIE MPUHLIMMbI
TeopeTuyeckme TeopeTuyeckMe OCHOBbI | OpraHu3auuM [OKyMeHToobopoTa, myTaeTcs B MpaBunax
OCHOBBI AenonpounsBoacTBa, 0POPMIEHNSA BHYTPEHHEN JOKYMEHTaLmum
[enonpou3BoaCTBa, NPYHLUMNBI OpraHm3aumn | 2. 3HaeT TeopeTUYeckne OCHOBbI AENONPOM3BOACTBA, OCHOBHbIE
NPUHLMMBI AoKymeHTOOBOpOTA, NpYHLUMNBI [OKyMeHToobopoTa, npasuna odopmreHns
MonHota opraHusaumm npasuna odopMNeHNsa | BHYTPEHHewn ROKyMeHTaLum1
SHAHWA [oKymeHToo60poTa, AOKYMEeHTaLMm1 npy | 3. B nonHoM Mepe 3HAET  TEOPETMYECKUE  OCHOBbI
npasvna B3aMMOAenCcTBIM C | AenonpousBoacTBa, NpYHLUMNGI opraHv3aumm
ochopmneHus COTpyAHVKaMn AoKymeHTOObOpOTa, npaBuna oOpPMIIEHNs AOKYMeHTauunm npu
OOKYMEeHTauuM — Npu | Npeanpustus B3aMMOZENCTBUM C COTPYAHUKAMU NpeanpusiTus
B3aMmogencTsum ¢
COTpyAHMKamu
YK-3 npeanpuaTUS
Ymeert ocywectsnsatb | He ymeeT | 1. Wcnonb3yeT AenoByo AOKyMEHTaLUMIO Npyu B3auMOAencTBumn ¢
CnocobeH addpekTBHOE OCYLLECTBNATb COTPYAHVKaMU NpeanpusaTun TectupoBsaHue,
OCYLLEeCTBNATb N0O-4yk3 B3aMmogencteme c | adppeKkTuBHoe 2. YMeeT OCyLeCTBNSATbL B3avMOLEWCTBME C COTPyOHWKAMU WU MHOuBMAyansHoe
coumansHoe Hannave COTPYAHMKaMM B3auMoaencTeve C | napTHepamy npesnpuUATUS, UCTIoNb3Ys AGMNOBYI0 AOKYMEHTaLMIO. 3afjaHue, BOMpPOCHI K
B3anmMmogemncTeme n yMeHMiA npeanpuaTus N | coTpyaHukamun 3. B MOMHO  Mepe  yMeeT  OCyliecTBMATL achbdekTBHOE 3ayeTty
peann3oBbiBaTb CBOKO napTHepamu npeanpuAaTnaA n B3anMmogencTteme C¢ COoTpyaHuUKkamMu npeanpudaTtna U napTHepamu
porib B KOMaHae nocpeacTsoM napTHepamu nocpeacTBOM AefoBov AOKYMeHTaumum
Aernosou NOCpeACcTBOM  [EMOBOW
[OKyMeHTauum [OKYMeHTauum
Bnageer HaBbikamu | He Bnageet HaBblkamu | 1. TloBepxHOCTHO BnageeT HaBblkamy  OMOPMIEHUS WU
ochopmneHus n | odopmneHus W | cCOCTaBneHusi  OOKYMEHTauuuM  Npeanpusatust ¢ Uenbio
COCTaBneHus cocTaBreHusi B3aMMOZENCTBUA C COTPYAHUKaMU
Hanunuve [OKyMeHTauun [OKyMeHTauum 2. Xopolwo BnageeT HaBblkaMy OMOPMIEHUS W COCTaBMeHUs
HaBbIKOB npeanpusTUs C | NpeanpuaATUS C Uernblo | OOKYMEHTauuMW  NpeanpuaTtus € Uenblo  OCYLLEeCTBREeHUs
(Bnapexve Lenbto OCYLLECTBEHUs! B3aMMOZENCTBUA C COTPYAHUKaMU
OMbITOM) ocCyLLeCTBNeHust 3 HeKTUBHOIO 3. CBobogHO BrafeeT HaBblkamy OPOPMIEHUS U COCTaBfeHUs
3 HEKTUBHOIO B3aMMogencTeus C | HOKyMeHTaUuMu npeanpusTUs C  LUenbilo  OCYLLECTBIIEHUs!
B3aMMOOENCTBUS € | COTpyLAHMKaMun 3hheKTVBHOIO B3aMMOLENCTBUS C COTPYAHUKaMK
COTpyAHVKamu




3HaeT HopmaTtuBHble | He 3HaeT HopmaTuBHble | 1. 3HaeT OCHOBHble MpaBuna OMOPMMEHNS [OOKYMEHTOB,
aKThl, aKTbl, pernaMeHTMpylo- | MeToauKy OMOPMIEHNS W  COCTaBMEHWUS  ynpaBlieHYecKux
pernameHTVpytoLve e npaevna | AOKYMEHTOB, WMeeT npeAcTaBneHve o6 oduumanbHbiX K
npasuna odopmneHus HeodMLManbHbIX MMCbMax
odopmneHns OOKYMeHTOB, Buabl 1 | 2. OpueHTMpyeTCcs B HOPMAaTUBHBIX aKkTax, perrnameHTUpYIoLmnX
[OKYMEHTOB, BUAbl 1 | dopmbl, mMeToauKy | npaBuna  odopmiIeHUss  JOKYMEHTOB,  3HaeT  MeToAuKy
MonHoTta dopmsl, MeToauKy | odopmneHuns n | oopmMneHns  ynpasnieHYeCKUX AOKYMEHTOB, OduuMarnbHbIX 1
3HaHU ochopMeHus N | cocrasrneHus HeoduUManbHbIX MMCeM
cocTaBneHust ynpaBieHYecknx 3. B nomHon  mepe  3HaeT  HOpMaTMBHbIE  aKThl,
ynpaBneH4Yecknx AOKYMEHTOB, pernameHTupyoLme npasuna oopMneHns AOKYMEHTOB, BUAbI 1
[OKYMEHTOB, ohmumanbHbIX n | dopmbl, MEeTOAMNKY odopmneHns " cocTaBreHuns
ocuumansHbIx N | HeouuManbHbIX MMCEM | ynpaBneHYeCKnX AOKYMEHTOB, oduvumanbHbIX U HeoduLmanbHbIX
HeoduumanbHbIX nicem
YK-4 nmcem
Ymeet rpamoTtHo | He ymeeT rpamoTtHo | 1. YmeeT odopmnaTe [enoBble nNWCbMa W HeEKOTOpble
CnocobeH COCTaBnNATb n | coctaBnaTb W | ynpasneH4eckue JOKyMeHTbl NpeanpusaTus
OCYLLECTBNATbL odopmnaTb ochopmMnATh 2. YMeeT cocTaBnsiTb 1 0popMnsATb ynpaBrieH4Yeckue JOKYMEHTbI
Aenosyto ynpaerneHyeckue ynpaeneH4eckune 1 fenoBsble NUCbMa NPeanpuUsaTHs, 3aTpyaHAETCH B NPUMEHEHUN TecTupoBaHve,
KOMMYHUKaLMIO B NA-3yk-a OOKYMEHTbI, AieNoBble | AOKYMEHTbI, [eroBble | Ha NpakTVKe TEOpeTMYECKUX OCHOB AEMNONPOM3BOACTBA MHAMBUAyansHoe
YCTHOW N NNCbMEHHOW Hanuune nucoma niceMa  opraHusauuwy, | 3. B nomHom mepe ymeeT rpaMOTHO COCTaBnsATb U 0popMnATb | 3adaHue, Bonpockl K
dopmax Ha yMeHUI opraHusaumu, NPUMEHSITb Ha NPaKTUKe | ynpasrieHYeckne [AOKYMEHTbl, AenoBble MUMCbMa OpraHv3auumu, 3a4eTy
rocyAapCTBEHHOM NPUMEHSTb Ha | TeopeTMyeckne OCHOBbI | MPUMEHSTb Ha npakTuke TeopeTnyeckue OCHOBBbI
A3blke Poccuickon npakTuke [enonpou3BoacTBa [enonpou3BoacTBa
Pepnepauymn n TeopeTuyeckme
MHOCTPaHHOM(bIX) OCHOBBbI
s3blke(ax) AenonpoussoacTea
Wmeet npaktnyeckne | He  wmmeer  Haeblkum | 1. [loBEepXHOCTHO BnageeT HaBblkaMU BedeHUs  [OenoBow
HaBbIKM BeAEeHNs | BeaeHus [ernoBou | nepenuckn, OMOPMIIEHNS W COCTaBMEHUS  yrNpaBreHYeckux
[enoBovi Mepenucky, | nepenuncku, AOKYMEHTOB, oduumManbHbiX W HeoduumanbHbIX MNMCEM Ha
ochopmnenus n | odopmnexus N | rocyfapCTBEHHOM 5i3blke
Hanuune cocTaBrneHns COCTaBreHns 2. Xopowo BnageeT HaBblkaMU BeOEHWUS [ENOBON Nepenwucky,
HaBbIKOB ynpaBreH4Yeckux ynpaBneH4ecknx 0POPMMEHNA U COCTaBMEHWS YNpaBrieHYeCcKNX [OKYMEHTOB,
(BnapeHve [OKYMEHTOB, AOKYMEHTOB, ouumanbHeX U HeodUUManbHbIX NMMCEM Ha roCyAapCTBEHHOM
OnbITOM) odmumanbHbIX n | ocduumanbHbIX n | A3blke
HeoduMLManbHbIX HeoduumaneHbix Nncem | 3. CBobOAHO BnNajeeT HaBblkaMu BEAEHWUS 4en0BON Mnepenvcku,
nicem Ha | Ha  rocyAapCTBEHHOM | OCPOPMIIEHUS W COCTaBMEHWS YNpaBfeHYeckuX [OKYMEHTOB,
rocyapCTBEHHOM A3blKe omumanbHbIX M HeodUUManbHbIX MMCEM Ha rOCyAapCTBEHHOM
A3blKe A3bIKe
3Haet OCHOBbI | He  3HaeT  OCHOBbI | 1. 3HaeT npaBuna OPMUPOBaHMS XPaHEHUSA N UCNOSb30BaHUSA
MnK-1 [OKYMEHTaLMOHHOMO | AOKYMEHTAUMOHHOIO U | JAOKYMEHTOB, OCHOBHbIE JOKYMEHTbI CUCTEMbI YrpaBreHns
7] WHPOpMaLIMOHHOIo 2. OpuveHTUpyeTCsi B OCHOBax [AOKYMEHTALMOHHOIO U
CnocobeH MHOPMALIMOHHOIO obecneveHuns B | uHpopmaumoHHoro obecneyeHnss B cucTemMe YrpaBreHus,
aHanuMauposartb, obecneyeHuns B | cucTeme ynpasneHus, | 3HaeT npasuna OPMMPOBAHNSA, XPaHEHUSA U UCMONb30BaHUS
060CHOBbLIBaTL U MonHoTta cucteme npasuna OOKYMEHTOB TecTupoBaHue,
BblGMpaTb NO-2nk1 3HaHUN yrnpasreHus, dopmmnpoBaHus, 3. B nomnHoi Mepe 3HaeT OCHOBbl [OOKYMEHTaLMOHHOrO W MHAnBUAyansHoe
ynpaBneH4yeckune npasuna XpaHeHus W | nHpopmaumoHHoro obecneyeHnss B CUCTEME YMNpaBrieHus, | 3adaHue, BONpOChl K
peLueHns Ha OCHoBe dopMUpoBaHus, 1CnonbL3oBaHus npasuna OPMMUPOBAHUSA, XPaHEHUS W  WUCMOMb30BaHWSA 3ayeTy
pa3paboTaHHbIX Ans XpaHeHus M | OOKYMEHTOB [OKYMEHTOB
HUX LieneBbIX MCMNOb30BaHUSA
nokasarenen [OKYMEHTOB
Hanuune Ymeet He ymeetT | 1. YmMeeT knaccuduumpoBaTtb [OOKYMEHTaLUIO MpeanpuaTus,
YMEHUI aHanusvMpoBaTb W | aHanusupoBaTb M | XpaHUTb 1 NCMOMb30BaTb JOKYMEHTbI Ha KOMMbIOTEpPE.
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KraccuduumpoBatb
OOKyMeHTauuo
npeanpuaTus,
ncrnonb3oBaThb
nporpaMmMmHoe
obecneyeHune
opmMrpoBaHus,
XpaHeHus 7
MCMonb30BaHUs
[OKYMEHTOB B
uensax
cucTemaTmsauum
MHpopmaumm

ons

KnaccucpuumpoBaTtb
AOKyMeHTauumo
npeanpuaTus,
ncnonb3oBaTtb
nporpaMmmHoe
obecneyeHune
dopmMmurpoBaHus,
XpaHeHus "
NCMNonbL30BaHNs
OOKYMEHTOB B LensX
cuctemaTmnsauum
WHpopmaumm

ons

2. YmeeT knaccudpuumpoatb OOKYMEHTaUUO Mpeanpusatus,
MCNonb3oBaTb nporpaMmMmHoe obecneyeHne ans
OpPMMPOBaHNSI, XPaHEHNSI N UCNOSb30BaHUA OOKYMEHTOB B
Lenax cuctemaTnsaumm nHopmauum

3. B nonHon mepe ymeet aHannsnposaTb 7]
KnaccuduumpoBatb [OKYMeHTauuo npeanpusaTus,
ncnornb3oBaThb nporpaMmmHoe obecneyeHune ana

OpMMPOBaAHUS, XPaAHEHUST U UCNONb30BaHUS OOKYMEHTOB B
uenax cuncrematnsavmm VIH(bOpMaLI,VIVI

Hanuuvne

HaBbIKOB
(Bnagexve

OnbITOM)

BnapeeTt HaBblkamu
aHanusa 60nbLIoro
obbema
[OKYMEHTOB
opraHu3auuu,
CcOocCTaBlneHus
OTYETHOCTMH,
odopMrieHus
aHannTn4ecknx
pe3ynbTaToB c
ncnornb3oBaHuem
nporpaMmMHoro
obecneyeHus

He Bnageet HaBblkaMun
aHanmsa 605bLLIoro
obbema AOKyMEHTOB
opraHusauum,
cocTaBneHust
OTYETHOCTH,
ochopMneHust
aHanMTU4ecknx
pe3ynbTaToB C
ncnosnb3oBaHvem
nporpamMmHoOro
obecneyeHunst

1. BnageeT HaBblkamMy COCTaBNEHNS OTYETHOCTM U OCHOPMIIEHMS
aHanMTMYeckMx pesynbTaToB C MCMOSIb30BaHWEM MPOrpamMMHOro
obecneyeHus

2. BrnageeT HaBblkamMy aHanu3a AOKYMEHTOB OpraHusauuu,
COCTaBfIEHUSI OTYETHOCTU, OCOPMIIEHUSI aHaNUTUYECKUX
pe3ynbTaToB c MCnonb3oBaHuem nporpamMmmHoro
obecneyeHunst

3. CBoboaHoO BnageeT HaBblkamy aHanmM3a Oonblioro oobema
OOKYMEHTOB  OpraHusaumu, COCTaBfleHWsl  OTYETHOCTH,
odhopMneHus aHanUTUYecKnx pe3ynbTaTtoB (]
ncnosnb3oBaHveM NporpaMMHoOro obecneyeHus




2.4 Ilornyeckue u cogepxartenbHble B3aUMOCBA3U QUCLMNIIUHBI C
ApyrMmMu aucuunivHamMmm v npaktukamum B coctase OlNOI

OvcumnnuHel, NPakTUKK®, Ha KOTOpbIE onMpaeTca
cogepxaHve JaHHOW AUCLMNNNHBI WHpekc n HaumeHoBaHve
= VIHOeKc n HaMMeHoBaHue
MepeyeHb TpeboBaHui, OUCLMNINH, NPAKTUK, C
ChOPMUPOBAHHbBIX B XOA€E U3ydYeHus AncLMnnnH, Npaktik, Ans KOTOPbIMW AaHHasA
KOTOPbIX coAepxaHue
WHoekc n npeaLecTByOLWNX HHOM AVICLMMIMHbI aucumnnuHa ocBanBaeTcs
HavMeHOBaHW B MOAAIbHOCTU «3HaTb U o napanneneHo B xoae
anmMeHoBane (B MoAankHoC sHa BbICTynaeT OCHOBOM P A
NOHUMAaTb», KYMETb Aenatby, 0HOro cemecTpa
«BrageTb HaBblkaAMWY)
B51.0.03
[paBoBegeHne
51.0.16
MpoekTHasa oesaTenbHOCTbL
- 3HaTb OCHOBHble npasuna
opdorpaum 1 rpammaTUKN PyCCKOro 51B.03
A3blKa; .B. §
Okonormyeckmn
- 3HaTb OCHOBHbIE MOHATMSA N POPMbI
) MeHeKMEHT
[enoBoro obLeHns;
51.0.09 - 3HaTb OCHOBHbIE npaeuna 51B.05
v opdorpacum " rpaMmaTtumkm B2.B.02.01(IM) -
Pyccknin a3bIk n Crparernyeckoe
WHOCTPaHHOro A3blKa, ero TexHonornyeckas .
Aenosoe . yrpaeneHue opraHusaumen
oBLIeHNe 0COBEHHOCTU 1 3aKOHOMEPHOCTMU; (npoekTHo-
- yMeTb BblpaxaTb MUCbMEHHO M TexHornornyeckasi) 51B.09
CTHO MbICNU Ha CCKOM npakTuka Lo
B51.0.10 y Py P Byxrantepckuit yyet
VHOCTDAHHbIIA (MHOCTpaHHOM) A3blKke c
ﬂsprK NCnonbL30BaHNEM N3y4eHHbIX B52.B.02.02(Mg) 51B.13
npasun; MpepoavnnomHasi npakTuka . .
P pena P SkoHomuka oTpacnew AlK
- ymeTb aHanusnpoBaTb,
npeobpa3oBbiBaTb M UCMONb30BaTb 51B.16
NoMnyyYeHHble 3HaHWS Ans peleHus -
YnpaBneHne ka4ecTBOM Ha
TEopeTUyeckUx U MNpaKkTUYecKnx
o npeanpuaTum
3agaHun.
b1.B.17
ABTOMaTMU3aLMA y4eTa n
HanoroobnoxeHue
XO3ANCTBYIOLLMX CYOBHEKTOB

* - NSl HEKOTOPbIX AUCLMMNWH nepsoro roga obyyeHusi uenecoobpasHo ykasaTb Ha B3aMMOCBSA3b C MpeaLlecTBYHOLLE NOATOTOBKOW
obyyaloLmxcs B CTapLUEn LUKone

2.5 ®opmbl METOAUYECKUX B3aUMOCBA3eN ANCLUNIUHBLI C APYTUMU AUCLUNNIMHAMU U
npaktukamm B coctase OMNOI

B pamkax metogmdeckon paboTbl NpUMeEHSATCS criegyrowme hopMbl METOANYECKMX B3aMMOCBS3EN:

— YYéT cogepXaHus MpelwecTByOWUX OUCUUMAMH Npu opMupoBaHMn paboden nporpaMmmbl
nocnegyowen AUCUNNInHLI,

— cornacoBaHve pabouew nporpaMMbl NPeALLIeCTBYIOLWEN AMCUMMIMHBI BeAyLLMM npenogasarenem
nocneayowen AUCUUNIUHBGI;

— coBMecTHoe obcyxaeHve BedylLMMu npenogaBaTensmMu npelwecTBylOWEeRn M nocneayoLllen
ONCUUNIWH pe3ynbTaToB BXOAHOrO TeCTUPOBaHWS No nocnenyowen QUCUNnIvHE;

— yyacTve Begyluero npenogasaTens NocneayloLen ANCUmMnivHel B npoueaype npuémMa ak3ameHa
no npeabiayLien.

2.6 CouunanbHO-BOCNUTATESNbHbIM KOMAOHEHT AUCLIMMNSIUHbI

B ycrnoBusix co3gaHHOW BY30OM COUMOKYMbTYPHOW cpefbl B pe3ynbrtarte U3ydeHus ANCLMMINHDBI:
(hOpMUPYIOTCH MUPOBO33PEHNE U LIEHHOCTHblE OpWMeHTauuM oBy4aloLLMXCSs; MHTEMNeKTyarnbHble YMeHus,
Hay4YHOE MbILLIEHME; CNOCOBHOCTb MCMOSbL30BaTh NOMYYEHHbIE paHee 3HaHWS!, YMEHUS, HaBblkW, pasBuTUe
TBOPYECKMX Hauar.

BocnutaTenbHble 3agayn peanusytoTcs B npouecce obLeHns npenoaasaTterns ¢ obyyarowmmincs, B
MCMONb30BaHMN aKTUBHbIX METOA0B 00Yy4YeHUs1, NobyaatoLmx obydatoLmxcs nposiBuTb cebs B COBMECTHOM
OESITEeNbHOCTM, MNPUHSATL OLEHOYHOEe pelueHne. KonnekTuBHble BuAbl AeATENbHOCTU CnocobCTBYOT
nprMobpeTeHnto HaBbIKOB paboTbl B KOMMEKTMBE, YMEHUs yrnpaBneHus komnnektuBoMm. CamocTosiTenbHas
pabota crnocobcTByeT BblpaboTke y obydarowmxcs CnocobHOCTM MPUHUMATL pEeLleHne U HaBbIKOB
CaMOKOHTPOSS.




Yepes cBs3b ¢ HUPC, ocywecTtBnsiemo BO BHey4yebHOe BpeMsi, couumarbHO-BOCMUTATESbHbIN
KOMMOHEHT OPMEHTMPOBAH Ha:

1) apanTauuto n BCTpavBaHuMe oOOyyalwmxcs B OOLWeEeCcTBeHHy >Xu3Hb BY3a, ykpenneHue
MEXITMYHOCTHbIX CBSI3EN N YBEPEHHOCTW B MPaBUbHOCTM BbIGpaHHOM npodeccuy;

2) npoBefeHMEe CUCTEMATMYECKOW W  LeNeHanpaBreHHONn npodopuUeHTaUMoOHHOW paboThl,
dHOopMMpPOBaHUE TBOPYECKOIO, CO3HATENBbHOrO OTHOLLIEHUS K TPYAY;

3) dhopmmpoBaHme obLLEKYNbTYPHBIX KOMNETEHUNNA, YKPENfeHne NNYHbIX 1 FPYNnoBbIX LEHHOCTEN,
00LLeCTBEHHbIX LIEHHOCTEN, LLEHHOCTN HenpepbIBHOro 06pa3oBaHus;

4) rpaxgaHcKo-npaBoOBOe BOCMUTAHUE NINYHOCTY;

5) natpuoTudeckoe BoOcCnMTaHWe obyyarolimxcs, opMUpoBaHUe Moaenn npoceccuoHansHoM
3TUKM, KYNbTYPbl 9KOHOMUYECKOTO MbILLNIEHUS, AEeNOBOro 06LeHNs.

Ob6beguHeHne anemMeHTOB 0OpasoBaTesflbHOM M BOCMMTATESNIbHOW COCTaBMSOWEN AUCLMMINHDBI
cnocobcTByeT hopMUPOBaHMIO OBLLIEKYNBTYPHBIX KOMMETEHLMIA BbIMYCKHWUKOB, KOMMNETEHUUA COLMAarbHOro
B3aUMOJENCTBUSI, CAMOOPraHn3aLmmn n camoynpaBneHnsi, CUICTEMHO-AEATENbHOCTHOIO Xapakrepa, co3gaeT
ycnoBus, HeobxoanmMble O BCECTOPOHHErO PasBUTKS JIMYHOCTW.

3. CTPYKTYPA U TPYOOEMKOCTb YYEBEHON AUCLUMNNUHDI
OucuunnuHa nsyvaetcs B 5 cemectpe 3 Kypca OYHOW U OYHO-3a04vHON hopmMbl 06ydeHus, 3 Kkypce

3a04HOM popmbl 06ydeHus. MNpogomkuTensHOCTL cemectpa 19 4/6 Heaenb.
O6wan TpyooemMKoCTb ANCUUNIUHBI COCTaBnseT 3 3adveTHble eanHuubl, 108 yacos.

TpygooemKocTb, Hac
cemecTp, Kypc*
Bug y4ebHow paboTbl oyHas / aaouHast hopma
0YHO-3a04Has opmMa
5 cem. 5 cem. 3 Kypc
1. AyauTopHble 3aHATUSA, BCEro 40 28 12
- NeKumn 20 14 6
- NpaKkTUyeckne 3aHATMSA (BKNOYas cemMmmnHaphbl) 20 14 6

2. BHeayauTopHas akageMmuyeckas paborta 68 80 92
2.1 ®ukcnpoBaHHble BUAblI BHeayaAUTOPHbLIX CaMOCTOAITENbHbIX
paborT:

BblnonHeHve u cgava nHAnBMAYanbHOro 3agaHus 26 26 28
2.2 CamocTtosiTenibHOe N3y4eHue TeM/BONpPOCOB NpPorpaMmbl 14 20 30
2.3 CamonopgroToBKa K ayAUTOPHbIM 3aHATUAM 14 14 14
2.4 CamonoaroToBKa K y4acTUIO U y4acTue B KOHTPOJbHO-

OLEHOYHbIX MepPONpPUATUAX, NPOBOANMBIX B PAMKaXx TeKyLLero 14 20 20
KOHTPONSA OCBOEHMWS AUCUUNINHBI (3@ UCKITIOYEHUEM yYMEHHbIX 8
nn. 2.1 —2.2):
3. MogroTroBKa 1 caava 3a4veTa Mo MToraM OCBOEHUSI AUCLUNIUHBI - - 4
Yacbl 108 108 108

OBLLUASA TpyAoeMKOCTb AUCLUNITUHDI: 3aueTHbIE SAMAMLE! 3 3 3

lMpumeyaHue:

*— cemMecmp — ona OYHOM M OYHO-3a04HON d)OprI 06y‘-IeHI/1$|, Kypc — onsa 3a04HOM CbOprI 06yquM;|;

** _ KP/KI, pedepatalacce/npe3eHTaumm, KOHTPOrbHOW paboTsl (Ans obyyatowmxcs 3a04HOM PopMbl 06y4eHUsT), pacyeTHO-

rpadunyeckon (pacyeTHo-aHanMTNYeCckon) paboTsl 1 Ap.;

4. COOEPXXAHUE U CTPYKTYPA ANCLUUNINHDbI

4.1 YKpynHeHHas coaepxaTenbHasa CTPYKTypa AUCLMNINUHLI U
obuwas cxema ee peanusauum B y4uebHOM npouecce

Tpy#oeMKoCTb pasfena v ee pacnpegeneHue no z o X
BMAaM y4eGHol paboTsl, Yac. o b T 3 é;
AyautopHas paboTa BAPC 5273 = g )
3aHATUS _ Jegzs|F=e
Homep 1 HaumeHoBaHue z capoI|dex
pasaena AUCLMMAMHBI. 3 < |3 z z e g 25 'qE_) Ig
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o ol () 2o 9o 23 o s o5 a X <
= =48 9 golg8c a0 S0
go8 g < &% |35:
B S = z Z80o
4
1 2 3 4 5 6 7 8 9 10
Ou4Hasa hopma oby4eHusi

1. MNpegmeT, uenb 1 3agavv JOKYMEHTUPOBaHUS 8 2 2 ) ) 6 Tectupo- | YK-4,
ynpaBreHYeckon OeaTenbHOCTU 26 BaHne MK-3




2. [JokymeHTaunoHHoe 1 MHdpopMaLumoHHoe - Tectupo- | YK-4,
8 2 2 - 6
obecneyeHne B CMCTEME yNpaBreHns BaHue MK-3
- Tectvpo- | YK-4,
3. TeopeTunyeckme OCHOBbI AeNonpon3BOACTBA. 10 4 2 2 6 BaHME nK-3
- Tectupo- | YK-4,
4. OpraHu3aumsa gokymeHToobopoTa 12 4 2 2 8 BaHme K-3
- Tectupo- | YK-4,
5. HomeHnknaTypa gen 8 2 2 - 6 BaHme MK-3
6. DopmupoBaHne aen, ux XxpaHeHue 1 10 2 2 ) - 8 Tectupo- | YK-4,
Mcnonb3oBaHue BaHve MK-3
7. MeToguka odopMneHns 1 cocTaBneHuns - YK-4,
OpraHvM3aunoHHO- pacnopsiAMTENbHbIX Tectupo- | IMK-3
22 12 4 8 10
cnyxebHbIX, NHPOPMAaLMOHHO-CMPABOYHBIX BaHue
OOKYMEHTOB
- Tectvpo- | YK-4,
8. CoBpemeHHOe AenoBoe NMCbMO 12 4 2 2 8 BaHme K-3
9. PaboTta c gokymeHTauumen no NMYHoMy ) TecTupo- YK-4,
cocTaBy 18 8 2 6 10 BaHve MK-3
YK-4,
lNMpomexyToyHas aTrecTauus 3aveT K-3
VAToro no gucumnnuHe 108 ] 40 [ 20 | 20 | - ] 68 [ 26 | X X
Oy4Ho-3a04Hasa hopma oby4eHus
1. MNpegmeT, uenb 1 3agadv JOKYMEHTUPOBaHUSA Tectupo- | YK-4,
o 6 - - - - 6
yrnpasneH4YecKkon AeATenbHOCTU BaHve MK-3
2. [JokyMmeHTaUnoHHOEe 1 MHOPMaLMOHHOE 8 i ) ) - 8 Tectupo- | YK-4,
obecneyveHne B cUCTEME yrnpaBneHus BaHve MK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBbI AeNONPOM3BOACTRA. 9 1 1 - 8 BaHMe nK-3
- Tectupo- | YK-4,
4. OpraHu3aumsa gokymeHToobopoTa 11 3 1 2 8 BaHme MK-3
- Tectupo- | YK-4,
5. HomeHnknatypa gen 9 1 1 - 8 A nK-3
6. dopmupoBaHue gen, ux xpaHeHue u ) - Tectupo- | YK-4,
MCMNonb30BaHue 11 1 1 10 | 26 BaHue MK-3
7. MeTtoguka odopMneHns 1 cocTaBneHns - YK-4,
OpraHM3aunoHHO- PacnopsiAMTENbHbIX Tectupo- | MK-3
20 8 4 4 12
cnyxebHbIX, NHPOPMAaLMOHHO-CMPABOYHbIX BaHue
OOKYMEHTOB
- Tectupo- | YK-4,
8. CoBpemeHHOe AenoBoe NMCbMO 12 4 2 2 8 BaHme K-3
9. PaboTta ¢ goKyMeHTaumen no fMyHoMy - TecTupo- YK-4,
cocTasy 22 10 4 6 12 BaHue MK-3
YK-4,
NMpomexyToyHasa aTrecTauus - 3aveT MK-3
VAToro no gucumnnnHe 108 ] 28 [ 14 | 14 | - ] 80 [ 26 X X
3aoyHas popma ob6yyeHus
1. MNpegmeT, uenb 1 3agavv JOKYMEHTUPOBaHUS TecTupo- YK-4,
o 8 - - - - 8
ynpaBneHYeckon AesiTeNbHOCTH BaHue MK-3
2. [lokymeHTauMoHHOE 1 NHAOPMaLMOHHOE 8 ) ) ) ) 8 Tectupo- | YK-4,
obecneyeHne B CUCTEME yNpaBreHus BaHue MnK-3
Tectupo- | YK-4,
3. TeopeTnyeckme oCHOBbI 4ENONPON3BOLCTBA. 10 2 1 1 - 8 BaAHNE nK-3
Tectupo- | YK-4,
4. OpraHusauus gokymeHToobopoTa 10 2 1 1 - 8 BaHME nK-3
Tectupo- | YK-4,
5. HomeHnknatypa gen 10 - - - - 10 28 BaHME nK-3
6. dopmupoBaHne fen, ux XxpaHeHue u 12 ) ) ) ) 12 Tectupo- | YK-4,
ncnornb3oBaHue BaHue MK-3
7. MeToguka odopMneHns 1 cocTaBneHus YK-4,
OpraHn3aumnoHHO- pacrnopsanTEnbHbIX Tectupo- | MK-3
17 3 1 2 - 14
cnyxe6HbIX, NHOPMaLMOHHO-CMPABOYHbIX BaHve
OOKYMEHTOB
Tectupo- | YK-4,
8. CoBpemeHHoe [1enoBoe NCbMo 11 1 1 - - 10 BaHme K-3
9. PaboTta c gokyMeHTauuemn no nMyHomy Tectupo- | YK-4,
cocraBy 18 4 2 2 ) 14 BaHne MK-3
MpomexyTo4yHasa aTrecTauus 4 3aveTt ynf(%
WAToro no gucumnnuHe 108 12 [ 6 | 6 | - ] 92 [ 28] X X




4.2 JleKUMOHHbBLIN KypC.

anMeprlﬁ TemMaTU4YeCKMM NMaH YTeHUs neKkuun no pasgenam gucunniinHbI

Tema nekumm.
OcCHOBHbIE BONPOCHI TEMBI

TpyaoemkocTb no

pasgeny, 4ac.

OyHas

dopma

OyHo-
3a04Has

dopma

3ao4Has
dopma

MpumeHsiemble
WHTEPaKTUBHbIE
dopMbI 06y4eHNs

lMpedmem, yenb u 3a0aqyu OOKyMeHmMupo8aHusi
ynpasneH4yeckol 0esimesnibHocmu

1. CyLHOCTb NOHATUS «AENonNpon3BOACTBOY

2. Nctopusa pas3sutusa genonpoussoactea B Poccumn
3.0cobeHHoCTU NPUKa3sHoro n KOMMEeXCKOro
aenonpounssoacTtea

4. OcobeHHOCTU opraHu3aumMm pgenonpoussoactea B XIX
BeKe.

5. CywHocTb 1 3Ha4YeHne EgnHoi ocyaapcTBEHHON CUCTEMbI
pokymeHtaumn (EFCA) wn TlocygapcTBeHHOW  CUCTEMbI
OOKYMeHTaumnoHHoro obecnevenns ynpasnenus (FTCOOY)

nexkums-
BM3yanusaums

LokymeHmauyuoHHoe u UHgopmayuoHHoe obecrniedeHue

8 cucmeme yrnipaeneHusi

1. [okymeHTHl, pernameHTupyoLme paboty "
06513aTenbHOCTb NpoLecca AOKYMEHTUPOBaHNS MHopMaLMm
2. HopmatusHble OOKYMEHTbI, pernameHTupytome
odopmneHne JOKYMEHTOB

3. CtaHgapTtusaums n yHudukaumsi JOKYMEHTOB

nexkums-
BU3yanusauus

Teopemuyeckue ocHo8bI esiorpou3sodcmea

1. Cnocobbl AOKYMEHTUPOBAHMSA MHpOPMAaLIAK

2. Mpoueccbl oKyMeHTOOOpa3oBaHNsA 1 JOKYMEHTOBEAEHMS
3. Knaccndukauma JOKYMEHTOB

nexkums-
BU3yanusauus

OpeaHu3sayusi dokymeHmoobopoma

1. MNoHaTne pokymeHToobopoTa

2. OpraHuzauus OBWXKEHUS LOOKYMEHTOB Ha MPeanpuUsiTUm:
obLwue npaBuna, cxema

3. MNpasuna npuema n 06paboTkN BXOASALLMX JOKYMEHTOB

4. Mopsfok ABWKEHUS UCXOOSALUMX U BHYTPEHHUX [OKYMEHTOB
B NnpoLecce X NoaroToBKu

5. 3agaun n obwwme npaBuna pervcTpauum M MHOeKcauum
OOKYMEHTOB, (hOpMbI perncrpaumm

nekums-
BU3yanusaums

Homexknamypa den

1. MoHATME M 3HAaYeHNe HOMEHKNaTypbl Aen

2. O6wue TpeboBaHMsA 1 BUALI HOMEHKNATYPbI Aen

3. MNopsigok coctaBneHus U ohopMIeHUsi HOMEHKNaTypbl Aen

nexkums-
BU3yanusaums

®opmuposaHue 0esl, Ux XxpaHeHuUe U Ucrosib308aHue

1. Npaeuna popmnpoBaHusa aen

2. Komnnekc pabot no ochopmneHuto gen

3. Mopsgok xpaHeHus gen

4. 3apauun, pyHKLMK, NOPSAAOK NPOBEAEHNS 3KCMEPTU3bI
LIEHHOCTN JOKYMEHTOB

5. MNopsinok nepegayun gen B apxus

nexkums-
BU3yanusaums

Memoduka oghopmieHuss u cocmaesneHusi opaaHu3alyUuoHHO -
pacrnopsdumeribHbIX CrlyxebHbiXx OOKyMeHmMOo8

1. Buabl opraHn3aLMoHHbIX U pacnopsaauTenbHbIX
OOKYMEHTOB.

2. OcobeHHOCTN CcOoCTaBneHust n ohopMIIEHNS NPUKa30B

3. OcobeHHocTM cocTaBneHus U 0POpPMIIEHUST OOMKHOCTHOM
WHCTPYKLMK

4. OcobeHHOCTU cocTaBneHus 1 0POPMIIEHNS LLITAaTHOTO
pacnucaHusi

nexkums-
BM3yanuaaums

CospemeHHoe 0es1080€ MUCbLMO

1. Onpegenexve n BUAbI NMcCeM

2. TpeboBaHUA k COCTABMNEHUIO N 0OOPMIIEHNIO NMUCEM
3. OcobeHHOCTU AenoBbIX U Cry»ebHbIX NUcem

4. OcobeHHOCTU cocTaBnNeHNst MMCEM MHOCTPaHHbIM
napTHepam

nekums-
BM3yanusaums

Paboma ¢ dokymeHmauyuel rno 1u4HoOMy cocmasy
1. Buabl SOKYMEHTOB, OTHOCSILLMXCS K AOKYMEHTaLUM no

nexkums-
BM3yanusaums

10




NIMYHOMY COCTaBy
2. MNpasuna ohopMreHns 1 3anoSIHEHUS TPYAOBbLIX KHIDKEK
3. MNpaBuna ohopMneHns 1 3anofIHEHNS NINYHBIX KAPTOYEK
4. MNopsaoK pacrnonoxeHnst AOKYMEHTOB B NINYHbIX Aenax
5. MNpasuna oopmneHns Nu4HbIX gen

Obwas TpyaoEMKOCTb NTEKUMOHHOrOo Kypca 20 14 6 X
Bcero nekuuin no y4yebHom gucunnnuHe: yac M3 HMX B MHTEpPaKTUBHOW hopMe: yac
- 0YHasi hopma 0byyeHus 20 - 04YHas oopma o0byyeHust 20
- OYHO-3a04Hasi opma obyyeHus 14 04HO-3a04Hasa opma obyveHus 14
- 3a04Has opma obyyeHus 6 - 3a04Has popma obyyeHuns 6

lMpumeyaHus:

- MaTepuanbHO-TeXHMYeckoe obecneveHne NeKUMOHHOro Kypca — cMm. MNpunoxeHue 6.

- obecneveHmne NeKLUMOHHOro Kypca y4ebHon, y4ebHO-MeToaNYECKON nUTepaTypor M MHbIMW BUBnInoTeyHo-
MHAOPMaLMOHHBIMK  pecypcamn U cpeacTBamu  obecneveHus obpasoBaTenbHOro npouecca — cm. Mpunoxenus 1
n2

4.3 MpuMepHbIA TeMaTUYEeCKUIA NNaH NPaKTUYeCKUX 3aHATUN
no pasgenam AUCLUNIIMHbI

Homep TpyooémkocTb
no pasgeny,
yac.
7| = Tema saHaTus/ Wcnonbsyemble Cssisb
S = lMpumepHble BONpockl Ha o6CyaeHne © % % WHTEPaKTMBHbIE 3aHATMA
g § (ona ceMnHapCcKux 3aHATUI) & = 0% s g = dopmbl ¢ BAPC*
g o (I‘5 I Q I 5 a T Q
220 38 |3§8| 88
™ ™
TpeboBaHusa ctangapta FOCT P 7.0.97-
2-3 1 |2016 k ocopMMEeHMI0 PEKBU3NTOB B 2 - 1 PaboTa B rpynnax ocrnl
OOKyMeHTax
Ananus
OpraHunsauus [OoKymeHToo6opoTa Ha KOHKPETHOM
4 2 2 2 1 cuTyaumu. ocn
npeanpuaTmn
MpakTukylowee
ynpaxHeHve
CocraBneHue " ochopmneHve
7 34 NHOPMAaLMOHHO-CMPaBOYHbIX }J,OKyMeHTOBE 4 5 1 MpakTukym och
CNpaBKK, M3BELLEHWS, CnyxXebHble 3anucku;
NPOTOKObI, BbIMUCKA U3 AOKYMEHTOB; aKTbl
MeTtogouka cocTaBneHns u odgopMnieHus
7 56 pacnopaANTenbHLIX AOKYMEHTOB! anKasb! 4 5 1 MpakTvkym och
no OCHOBHOWN OedATenbHoCTY;
pacnopsKeHuUsi, peLleHnsi, ykasaHus
8 7 MeToamka cocTaBneHus u odopmIeHus 2 5 . MpakTukym och
OenoBbIX MMCEM
MeTtogouka cocTaBneHns u odopMnieHus
OOKYMEHTOB no  NUYHOMY  COCTaBy:
9 |8-10|3asaBneHus; aBTOGMOrpadus, 6 6 2 MpakTukym ocn
XapakTepucTuka, pestome; npuvkassl no J1C;
TPYAOBbIE KOHTPAKTbI
Bcero npakTuyeckmx 3aHaTUM No y4ebHON OUCUMNIINHE: yac /13 HUX B MHTEpPaKTUBHOMN dhopMe: yac
- 04Hast popMa 0byyeHust 20 - 04Has popMa 0byyeHust 20
- 04YHO-3a04Has hopma obydeHus 14 - 04YHO-3a04Has popMa 0ByYeHms 14
- 3a04Hasn hopma oby4eHus 6 - 3a04Hasn popma obyyeHust 6
B TOM Yucne B hopmaTe CEMUHAPCKUX 3aHATUN:
- OYHasl / 04HO-3a04Hasa hopma 0byyeHust -
- 3a04Hasn hopma obyyeHus -

* YcrnoBHble 0603HaYeHns:

OCI - npegycmoTpeHa ob6sizaTenbHas camonofroToBka kK 3aHsATuO; Y3 CPC - Ha 3aHsTUM BbiAaéTcs 3agjaHue Ha
KoHkpeTHyto BAPC; MNP CPC - 3aHsATUe copepxaTtenbHo 06a3upyeTcst Ha pesynbTaTax BbIMNONHEHUsT OOy4YaroLmMMmucs
KOHKpeTHOoN BAPC;

MpumeyaHus:

- MaTepuanbHO-TeXHUYeckoe obecnevyeHe NpakTUYeckux 3aHsaTui — cM. MNMpunoxexve 6

- obecneyveHne MNpaKTU4ECKUX 3aHATUN y4eOHOW, yyebHO-meToaMveckon mnuTepaTypod U WHbIMKM - BUGNMOTEYHO-
MHAOPMaLMOHHBIMX  pecypcamn U cpeacTtBamn  obecneveHusi obpasoBaTtenbHOro npowecca — cm. MNpunoxexns 1
n2

5 MPOrPAMMA BHEAYOUTOPHOWU AKAEMUYECKOW PABOTbI
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OBYYAKOLWUXCA no agucuunnnHeE
5.1 ®dukcupoBaHHbIe BUAbI BHEAyAUTOPHbIX CAMOCTOATENbHbLIX paboT
5.1.1 BbinonHeHue u 3awuTta (caavya) KypcoBOro npoekra
(paboTbl) no yuebGHOM AucCUUNIINHE
He npedycMompeHo

5.1.2 BbinonHeHue n caava nHanBunayanbHOro 3agaHusa

5.1.2. 1 Mecmo uHdueudyasibHO20 3a0aHusi 8 cmpykmype QuUCyUNIUHbI

Pasgensl AucumnnuHbl, OCBOEHUE KOTOPbIX 00yYaoLWmnmMmncs KomneTeHunn, dopmmpoBaHue/passutme
CONPOBOXJAaeTCH UMY 3aBepLIaeTCA BbINOSTHEHNEM KOTOpbIX 0b6ecrneyvnBaeTcs B Xoae
MHAMBUAYaNbLHOro 3agaHus BbINOJSTHEHUA
Ne HanmeHoBaHue
1 Mpeawmer, uenbvm 3a4a4dn JOKYMEHTUPOBaHUA YK-4. MK-3
ynpasrieH4YeCKon geAaTeNnlbHOCTU
JloKyMeHTaLMoHHOE 1 MHOopMaLMOHHOe obecneveHmne VK4 1K-3
B CUCTEMe yrnpaBfeHus ’
3 TeopeTuyeckne OCHOBbI AENONPOM3BOACTBA. YK-4, MNK-3
4 OpraHnsauusa gokymeHtoobopoTa YK-4, MNK-3
56 HomeHknatypa gen, nx opmMmpoBaHue, XpaHeHue u YK-4. [K-3
ucnonb3oBaHne
MeToguka ochopmMmneHns n CocTaBneHnst
7 OpraHn3aumoHHO- pacnopsAnTENbHBIX CNYXeOHbIX, YK-4, INK-3
MHOPMaLMOHHO-CNPaBOYHbIX JOKYMEHTOB
8 CoBpeMeHHOoe [eroBoe NUCbMO YK-4, MK-3
9 PaboTta ¢ gokymeHTaumemn no NnMYHOMy CocTaBy YK-4, MNK-3

5.1.2.2. MMepeyeHb NpuMepHbIX memM UHOU8UOdyasibHO20 3adaHusl

MHLI,VIBI/I/J,yaJ'IbHoe 3agaHne COCTouUT N3 ABYyX yacTen: TeOpeTM‘-IeCKOﬁ n ﬂpaKTMHeCKOVI. OnucaHune
TeopeTn4eCcKoro Mmatepmuarna ocyuecTBndeTca No OHOMY U3 nNpeanoXeHHblIX BapnaHToB, B 3aBUCMMOCTU OT
Ha4anbHoOwn 6yKBbI (baMl/IJ'II/II/I n HoMepa 3a4YETHOM KHWXKKN CTyOeHTa. rlpaKTVI‘-IeCKOG 3agjaHne BblOaeTcA
npenogaBartesieMm Kaxaomy o6yqar0Lu,emyc;| nHamemayarbHo. I'Ipwmeprle nHanBungyanbHble 3adaHuA
npencrtasnieHbl B doHAe OLEHOYHbIX cpencTs guCUUnInHbI.

5.1.2.3 UHghopmMmayuoHHO-Memoodu4ecKkue u MamepuasibHO-mexHuU4Yeckoe obecneyeHue npoyecca
ebInosIHeHuUs1 UHAueudyasibHO20 3adaHusi
1. MaTepuanbHO-TexHM4Yeckoe obecrneyeHne npouecca BbIMONIHEHWUS WHAMBUAYANbHOrO 3ajaHusd —
cMm. [NpunoxeHwne 6.
2. ObecnevyeHne npouecca BbINOMHEHUS WHAMBMAYANbHOrO 3agaHus y4yebHon, y4yebHo-
MEeTOAMYECKON nuTepaTypon U WHbIMU BUBNNOTEYHO-MHEPOPMAaLMOHHBIMW pecypcamu K CpeacTBamu
obecneyeHns obpasoBaTenbHOro npouecca — cMm. Mpunoxexne 1, 2, 3.

LUKAINA U KPUTEPUUN OLLEHUBAHUA

Mo nToram BbINOMHEHWUS MHAMBUAYANLHOIO 3aaHus npenogasBaTenb aTTeCTyeT (UK He aTTecTyeT)

oquarou_Lerocq Mcnonb3ysi NPUBEAEHHBIE HUXE KPUTEPUM OLIEHKU
CooTtBeTcTBME cogepxaHna nHamemnayarnbHOro 3agaHu4a ero BapunaHTty

— [MonHoTa un rmybuHa pacKpbITUS TEOPETUYECKON YacTu

— [paBunbHOCTbL OPOPMNEHNS M COCTABMEHUSA JOKYMEHTOB NPU BbINOMTHEHUUN NPAKTUYECKOW YacTn

— CTeneHb caMOCTOATENBHOCTH CTyAeHTa npu noarotToBke

— CreneHb cobnogeHns ctygeHTom obwmx TpeboBaHuin K 0hopMIeHmnio paboTbl, K OPOPMIIEHUIO
CMmMcKa NCTOYHUKOB MHPOPMaLIMK, UCMOb30BAHHLIX MPY BbIMONHEHUN MHAMBUAYANbLHOIO 3a4aHus

— YpoBeHb MNOHWMaHWSI CTYOEHTOM OTPaXEHHOro B WHAUBWAYyanbHOM 3aJaHuM Mmartepuana,
NposiIBNeEHHbIV Npu cobeceoBaHK

- OlLleHKa «3a4TeHO» BbICTaBnsieTcss oby4valoLleMycsl, ecny BOMPOCb TEOPETUYECKON YacTu
pacKpbITbl, NPaBUbHO OMOPMIIEHbI U COCTaBMEHbI JOKYMEHTbI NMPaKTUYECKOW 4YacTu OoTveTa, BO Bpemsi
cobeceioBaHUsI CTy[AEHT MpaBWnbHO OTBETWM Ha 3aJaHHble BOMPOCHI, MOXET BbiCka3aTb COBCTBEHHYIO
TOYKY 3peHusi Ha obcyxaaemyto npobnemy, AeMOHCTPUPYET CNOCOOHOCTb apryMeHTMpoBaTh AoKa3biBaeMble
nonoXxeHumda n BblBOAbl, 3HAHUA HOPMATUBHbLIX UCTOYHUKOB ANA OCbOpMJ'IeHVIFI OOKyMeHTauunu.
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- OLEHKa «HEe 3a4TeHO» BbICTaBIISIETCS, €CIIN BOMPOChI TEOPETUYECKON YacTU HE PacKpbIThI,
OOKYMEHTbI NMPakTUYeCKON 4YacTu MHAMBWUAYaANbHOrO 3a4aHus HenpaBUIbHO OOPMIIEHbI Y COCTaBMEHbI, BO
Bpemsi cobecenoBaHus OOy4yaloLWMNCA He NpPaBUIbHO OTBETWN HAa 3adaHHble BOMPOCHI, He CcrnocobeH
AoKasaTb U aprymeHTMpoBaTb COOCTBEHHYIO TOYKY 3pEHWS MO BOMPOCY, HE 3HAET HOPMAaTMBHbLIX NCTOYHUKOB
Onst oopMMAeHUs OOKyMEHTaL M.

5.1.2.4 Tunoeble KOHMPOJIbHbIE 3a0aHusl

TunoBble KOHTPONbHbIE 3a4aHWUA UNN NHblIE MaTepuansl, He0bXoaMMble ANst OLUEHKMN 3HaHWUA, YMEHWIA
W HaBbIKOB W (MNW) OnNbiTa AEATENbHOCTW, XapakKTepusylLmx atanbl (POPMUPOBAHUSA KOMMETEHLWUA B
npouecce o0cBoeHus obpasoBaTenbHOW NporpaMmbl; MeToaMdveckme maTepuansl, onpegensioLime
npoueaypbl OLEeHMBAHNUS 3HAHUN, YMEHUIN, HABbIKOB 1 (MNK) ONbITa AEATENbHOCTU, XapakTepuayloLue atanbl
dopmMmupoBaHusa KomnetTeHUMn npeacrasneHsl B MpunoxeHnn 9 « PoH OLEHOYHbLIX CPEACTB NO AUCLMMIINHE
(nonHas Bepcus)».

5.1.3 lNepeyveHb 3adaHuli Os1s1 KOHMPOJIbHbLIX pabom
obyyaroujuxcsi 3a04Hol ¢hopmbl 06y4HeHUs

He npedycMompeHo

5.2 CamocTosATENIbHOE U3YyYEHUE TEM

Tema B cocTtaBe pasgena/
Homep PacuetHas dopma TekyLLero
BOMPOC B COCTaBe TeMbI pasgena,
pasgena TPYAOEMKOCTb, KOHTpOns
BblHECEHHbIE
OUCLUMNANHBI yac. no teme
Ha CaMOCTOSITENBHOE U3yYeHue
1 2 3 4
OuyHasa dopma obyyeHus
2 [enonpon3soacTBo Ha KOMMNbIOTEPE
2 KoHduaeHumaneHoe genonpon3BoacTBO 2
79 FOCT P 2.105-2019 EpguHasa cucTtemMa KOHCTPYKTOPCKOM 4
' AokymeHTaumn. TpeboBaHMs K 0pOPMIEHNIO JOKYMEHTOB TectupoBaHue
OCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
UHdopMauum, 6ubnuoTeyHoMy U u3gaTenbCcKoOMy Aeny.
7,9 6
Bubnnorpaduyeckas 3anuce. Bubnunorpadunyeckoe
onucaHne. O6Lme TpeboBaHNsA 1 NpaBuUia COCTaBMEHNS
OyHo-3a04Has hopma 06yyeHus
1 Mpeamert, uenb 1 3agayn JOKYMEHTUPOBaHNS
yrnpaBrneH4YecKon OeATenbHOCTH 2
> [okymeHTaunoHHoe 1 MHopMaLMoHHOe obecneyeHre B
cucTeMe ynpaBreHust
2 [denonpon3soacTBO Ha KOMMNblOTEPE
2 KoHmaeHunansHoe aenonponsBoacTBo 2 TecTuposaHne
79 FOCT P 2.105-2019 EpguHas cuctema KOHCTPYKTOPCKOM
' AokymeHTaummn. TpeboBaHMs K 0QOPMIEHNI0 JOKYMEHTOB 6
OCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
WHpopMauuM, 6ubnuoTeyHoMy U u3gaTenbckoMy Aeny.
7,9
Bubnuorpaduyeckas 3anuce. Bubnuorpaduyeckoe
onucaHue. O6umne TpeboBaHNsA 1 NpPaBuUia COCTaBNEHNS 6
3ao4yHasa popma oby4eHus
1 MpeameT, Uenb 1 3agayn JOKYMEHTUPOBaHMWS ynpaBneH4Yeckomn
[eATenbHOCTH 2
> [oKkymMeHTaunoHHOe 1 nHpopMaLnoHHOe obecneyeHne B
cucTeme ynpasneHus 2
2 [enonpon3BoAcTBO Ha KOMMbIOTEPE 2
2 KoHdumaeHumansHoe 4enonpor3BoacTBo 2
5 Homenknatypa gen 2 TecTupoBaHu1e
6 dopmmnpoBaHue gern, ux XxpaHeHne n Ucrnonb3oBaHne 2
79 FOCT P 2.105-2019 EpguHas cuctema KOHCTPYKTOPCKOW
! AoKkymeHTaumu. TpeboBaHWs K 0DOpPMIIEHNI0 JOKYMEHTOB 6
OCT P 7.0.100-2018 Cucrtema ctaHgapToB No MHopmaumu,
79 onbnuotedyHomy M uagartenbckomy geny. bubnuorpadumyeckas
’ 3anuck. bubnuorpadgmyeckoe onncaxdme. Obwue TpeboBaHusa 1
npaBuna cocTaBneHust 8
8 CoBpemeHHOe AenoBoe NMCbMO 4

LUKAIA U KPUTEPUN OLULEHNBAHUA
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- OUeHKa «OmIU4YHO» BbICTaBNsEeTCs obyvatollemycsi, ecnu nonydeHo 6Gonee 85% npaBuUnbHbIX

OTBETOB.

- OUEeHKa «Xopowoy - nony4veHo ot 66 1o 85% npaBunbHbIX OTBETOB.
- oyeHKa «ydoesiemeopumesibHo» - Nony4eHo ot 51 no 65% npaBunbHbIX OTBETOB.
- OUeHKa «HeydoeremeopumesnbHO» - Nory4eHo meHee 50% npaBuUrbHbIX OTBETOB

5.3 CamonogrotoToBKa K AyAUTOPHbIM 3aHATUAM

(KpOMe KOHTPOJbHbIX 3aHATUN)

3aHaTusN,
MO KOTODBLIM Xapakrtep OpraHusauunoHHas PacueTtHas
npea cwlopT cHa (copepxaHue) OCHOBa O6LWKMIN anropyTM CamMomnoAroTOBKM TPYOOEMKOCTb,
peay P CaMOMNoAroTOBKN CaMOMOAroTOBKN yac.
CaMONoAroToBka
Ou4Hoe/ 04HO-3a04YHOE OOyYeHue
3aBepLUnNTb BbINOMHEHNE
NpaKTU4EeCKNX 3afaHuin no
CamocTosTensHoe Anroputm
anropuTMy, 3agaHHOMY Ha
3aBepLueHne BbINOMNHEHUS
o o npakTuKyMe.
MpakTnyeckme 3apaHun, 3apaHun, o
M3yunTb NEKLUMOHHbIN MaTtepuan u 14/14
3aHATUA noaroToBka Mo NCXOOHbIE AaHHble,
y4yebHyl0 nutepatypy Mo Teme
BOMpocam Ansi BOMNPOChHI AN
NpPaKTU4EeCKoro 3aHATUSA,
CaMOonpoBEpPKU CaMOMOAroTOBKU
noaroToBUTb OTBETbI Ha BOMPOCHI
47151 CamMOnpoBEPKH
3ao4yHoe oby4yeHue
3aBepLUnTb BbINOMHEHUE
NpaKkTUYeCcKnX 3agaHni no
CamocTosiTensHoe Anroputm
anropuTMy, 3aJaHHOMYy Ha
3aBepLueHne BbINOSIHEHUS
o o npakTUKyMe.
MpakTnyeckme 3apaHun, 3apaHun, o
N3yunTb NEKUMOHHbIN maTepuan u 14
3aHATUSA NoAroToBka no UCXOJHbIE OaHHbIe,
yyebHyt0 nuTepatypy Mo Teme
BOMpocam Ansi BOMNPOChHI AN
NPaKTU4EeCKoro 3aHATUSA,
CaMOonpoBEpPKU CaMOMOAroTOBKU
noaroToBUTb OTBETbI Ha BOMPOCHI
41151 CaMOMpoBEPKU

LUKANA U KPUTEPUN OLLEHUBAHUA
- OLeHKa «3a4YmeHo» BbICTaBNSAETCA, ecrnn obyyaloWwnincsa 3aBepLlunn 3agaHue, cMor BCEeCTOPOHHE
PacKpbITb TEOPeTUYECKOe codepKaHne TeMbl.
- OLEHKa «He 3a4meHo» BbICTaBMNAETCH, ecnu obyyalowuinca He 3aBeplunn 3ajaHue U He CMor
BCECTOPOHHE PacKpbITb TEOPETUYECKOE CoAepXaHne TeMbI.

5.4 CamonogroToBka v y4yactue

B KOHTPOJIbHO-OLUEHO4YHbIX y‘-lesHbIX MeponpuAaTuax (pa60Tax) NpoBOAUMbIX B paMKaX TeKyLiero
KOHTPOJIA OCBOEHUA ANCLUUNITUHDbI

HaumeHoBaHne Oxsart CopepxaTtenbHas xapakTrepucTuka PacueTHas
OLEHOYHOro CpeacTBa oby4atoLmxcs (TemaTtunyeckas HanpaBneHHOCTb) TPYOOEMKOCTb, Yac
1 2 3 4
OuHasi popma 0byyeHus
YpoBeEHb OCBOEHWS TEOPETUYECKUX U
TecmuposaHue (OpOHTanNbHbIN NPakTUYECKNX 3HaHWI MO KaXxXaoMy pasgeny 8
Kypca
TecmuposaHue _ YpoBeHb OCBOEHWS 3HaHWI MO pe3ynbTatam
(bpOHTanNbHbIN 6
(umoeosoe) nsyyenus 1-9 pasgenos
OuyHo-3a04Hasi popma obyyeHusi
YpoBeHb OCBOEHWS TEOPETUHECKUX U
TecmuposaHue (bpOHTanNbHbIN NPakTUYECKNX 3HaHWI MO KaxkaoMy pasgeny 10
Kypca
TecmuposaHue _ YpoBeHb OCBOEHWS 3HaHWI MO pe3ynbTatam
(OpOHTanNbHbIN 10
(umoeosoe) nsyyenus 1-9 pasgenos
BaoyHas cpopma 0by4eHus1
YpoBeHb OCBOEHWSI TEOPETUHECKUX U
TecmuposaHue (bpOHTanNbHbIN NPakTUYECKNX 3HaHWUI MO KaxkaoMy pasgeny 10
Kypca
TecmuposaHue _ YpoBeHb OCBOEHWS 3HaHWI MO pe3ynbTatam
(bpOHTanNbHbIN 10
(umoeosoe) nsyyenus 1-9 pasgenos

6 MPOMEXXYTOYHAA ATTECTALUUA OBYYAIOLLIUXCA
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MO PE3YNIbTATAM U3YYEHUA YYEBHOW OUCLUMIIUHBI

6.1 HopmaTuBHas 6a3a npoBegeHusi

I'IpOMe)KYTO"IHOﬁ aTTecTauunmn 06yqarou.mxc;| no pe3ynbTaTaM U3yvyeHnsa QUCUUNIINHDbI!

1) pencteytowee «lonoxeHne o TeKyWEM KOHTPOMe YCNeBaeMoCTH, MPOMEXYTOYHON aTtTecTauum
obyvatolmxcss o nporpamMMam Bbicliero obpasoBaHus (bakanaBpuat, cneuvanuTeT, marucrTpartypa) u
cpeaHero npodeccnoHansHoro obpasoanusa B Pro0Y BO Omckuin FTAY »

6.2 OCHOBHbIe XapaKTePUCTUKHU

I'IpOMe)KYTO"IHOﬁ aTTecTauuvmn 06yqarou.mxc;| no uToram n3yv4yeHnd gUCUUNIIUHbI

Llenb npomexyToyHoMn
aTTecTauum -

YCTaHOBMEHUE YPOBHSI JOCTUXKEHUS KaXabIM obyyarowmumcs Lenen
1 3aga4v 06yyYeHuMs MO JaHHOW OUCUMMIIMHE, U3ITOXKEHHbIM B N.2.2
HacToALLEeN NporpaMmmsbl

dopmMa NpoMexXyTOYHOM
aTTecTaumm -

3a4ver

Mecto npoueaypbl nony4eHus
3ayérta B rpacmke y4yebGHoOro
npouecca

1) yyacTtune obyyatoLierocs B npouenype nonyyeHunst 3a4éta
OCYLLIECTBMAETCA 3a CHET y4yeBbHOro BpeMeHu (TpyaoEMKOCTH),
OTBEAEHHOIO Ha U3y4yeHne AUCLUMIVHDI

2) npouegypa nposoantcs B pamkax BAPO, Ha nocnegHen Hepene
cemecTtpa

OCHOBHbI€e yCroBUs NosyvYeHUs
obyyarwmmcs 3ayéTa:

1) obyvatowmnca BbINONHWUM BCe BMAbI y4ebHOW paboThl (Bkrovas
CaMOCTOATENbHYI0) N OTYMTancs 06 nx BbINOMHEHUN B CPOKM,
yCTaHOBIEHHble rpadnkom y4ebHOro npouecca no AUCUMNINHE;

2) npowén 3aknioynTenbHoe TecTUpoBaHue

Mpouenypa nony4yeHus 3ayvéra -

MeToaunyeckue maTtepumansl,
onpegensiowme npouenypbl
OLeHUBAHUA 3HAHUN, YMEHUN,
HaBbIKOB:

MpeactaBneHbl B PoHAE OLIEHOYHBLIX CPEACTB MO AaHHON ydebHol
avcumnnuHe (cM. — Mpunoxexue 9)
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7 OBECMNEYEHUE YYEBHOIO NMPOLIECCA NO ANCUUNNUHE

7.1 BubnuoTte4yHoe, MHhopMaLMOHHOE U MeToAMYecKoe obecne4vyeHue
y4yebHoro npouecca no AMcuUunianHe

B cooTBeTCcTBMU C OEVCTBYHOLIMMY FOCYAapCTBEHHbIMU TpeboBaHUSMY AN peanu3aumm y4yebHoro
npouecca no avcumnnunHe obecneunsarLLen kadeapon paspabatbiBaeTca U NOCTOSIHHO COBEPLUEHCTBYETCS
yyebHo-meToandeckuin komnnekc (YMK), cooTBeTCTBYHOWMIA gaHHOM paboyer nporpamme. Npu paspaboTke
YMK «kadheppa pykoBoACTBYETCA YCTaHOBMEHHbIMU YHUBEPCUTETOM TpeboBaHMAMU K ero CTPYKType,
COAEPXaHMI0 N OPOPMIIEHNIO.

OpraHusaunoHHo-meToau4eckum sapom YMK ssnstoTcsa:

- NonHasi Bepcum paboyern nporpammMbl y4eOHON AUCLMMMANHBLI C BHYTPEHHUMU npunoxeHnsammn NeNe 1-
3,5, 6,8;

- (boHA oueHouHbIX cpeacTs no Hen ®OC (MNpunoxeHwue 9);

- MeToaMyeckMe pekoMeHZauuMuM Ans obyyaloLMXCs MO M3YYEHWIO AWCUUMIIMHBI U MPOXOXOEHUI0
KOHTPONbHO-OLEHOYHbIX Meponpustui (Mpunoxexne 4);

- MeToguYeckne pekoMeHgauuy npenogasatensam no gucumnnuue (MNpunoxenue 7).

B coctaB y4ebGHO-meTOOMYECKOrO KOMMfiekca B 00sA3aTenbHOM MNOpsigke Takke  BXoAsaT
nepeuncrieHHble B lpunoxeHumsax 1 n 2 WUCTOYHUKM y4eOHOM K yd4ebHO-MeToaMYeckon WHdopMaLnm,
y4ebHble pecypcCbl U CpeacTBa HarnsagHoOCTy.

MpunoxeHna 1 n 2 Kk HacTosAwemy y4ebHO-nporpaMMHOMY AOKYMEHTY B 0Bs3aTenbHOM nopsigke
aKkTyanuaupyeTcst Ha Hayano kaxgoro y4ebHoro roga

OnekTpoHHasa Bepcusa aktyansHoro YMKI, agantvpoBaHHas onsi obyyatolmxcsl, BbICTaBnsieTcs B
nHOpMaLMOHHO-06pa3oBaTensHON Cpeae yHuBepcuTeTa.

7.2 UHpopMaLMOHHbIE TEXHOSOMMU, UCNOJSIb3yeMble NpU OCYLLeCTBNEeHUN
oGpa3oBaTenbHOrro npouecca Nno AUCUUNIMHe; COOTBEeTCTBYIOLAA UM
MH(pOPMALMOHHO-TEXHONOIMYEeCKas N KOMNbIOTEpHasa 6a3a

MHdopMaLMOHHbIE TEXHOIOMMK, UCMOSb3yeMble MPU OCYLLLECTBIIEHMM 0bpa3oBaTeibHOro npolecca
no gucumnnuHe n ceegeHns o6 MHAOPMAaLMOHHO-TEXHOMOIMYECKOM N KOMMbIOTEPHON 6ase, Heobxoanmonm
ONsl NpenoaBaHnsa U U3yYeHUst AUCUMNNKUHBLI, NpeactaBneHbl B lNMpunoxeHun 5. [laHHOe npunoxeHue B
0bs13aTENBHOM MOPSAAKE aKTYyanuM3mMpyoTCs Ha Havano Kaxxgoro yyebHoro roga.

7.3 MaTepnanbHo-TexHU4eckoe obecneyeHne y4eGHOro npouecca no gUCUUNINHe
CeeneHuss 0 MartepuanbHO-TEXHMYecKkon 6ase, HeobxoouMmon [Ana  peanu3auun  nNporpammbl
ONCUMNNUHBI, NpeacTaBneHbl B MNpunoxeHun 6, kotopoe B 06sa3aTenbHOM MOPSAKE akTyanuaupyeTcs Ha
Hayano Kaxgoro y4ebHoro roga.

7.4. OpraHusaunoHHoe obecneyeHue y4yebHOro npouecca n cneymanbHble TPeO6OBaHNA K HEMY
C yYeTOM xapakTepa y4ebHoM paboTbl N0 AUCLUNIIMHE
AyauTopHble y4yebHble 3aHATMA N0 AUCUMMNUHE BeAyTCA B COOTBETCTBMM C  pacnucaHueM,
BHeayaMTOpHas akagemudeckas paboTa opraHvM3yeTcs B COOTBETCTBMM C CEMeCTPOBbIM rpacdukom BAP u
rpacomvkamu cgavm/npuéma/sanTbl BbINOMHEHHBIX paboT. KoHCynbTupoBaHue obyyalowmxcs, nusyyaroLmx
AaHHY0 OUCUUNIVHY, OCYLLECTBNSETCH B COOTBETCTBMM C rpaddUKOM KOHCYMNbTaLWA.

7.5 KagpoBoe obecneuyeHune y4eGHOro npouecca no gucUuUnnHe
CeegeHuss 0 KagpoBoM ofecriedeHun yvyebHoro npouecca Mo AMCUUNMMHE npeacTaBrneHbl B
MpunoxeHun 8, koTopoe B 06a3aTeNbHOM MOPAAKE akTyanuanmpyeTcs Ha Havano Kaxaoro ydeGHoro roga.

7.6. ObecneyeHne y4ebHOro npouecca no AMcUMnIvHe Ans UHBanNuaoB U nuy,
C orpaHn4eHHbIMU BO3MOXHOCTAMU 300POBbA

OpraHu3aunoHHo-NneJarornyeckoe,  MCMXONOro-nearornyeckoe  COMpoBOXAEHME  oby4atoLmxcs
mHBanuagos M nuy C OrpaHUYeHHbIMU BO3MOXHOCTAMU 300POBbA OCyUWEeCTBAETCA Ha OCHOBaHUU
COOTBeTCTByI-OIJJ.eVI pekomMeHgaumm B 3aK4YeHUn ncmxonoro-mep,mKo-ne.qarormqecxoﬁ KOMUccumn umnun
WHAMBUAYanbHOW NporpaMmmMme peabvnuTtaumm uHBanuaa.

Oﬁyan-OU.LVIMCFl M3 4ymcna nuy ¢ orpaHn4YeHHbIMM BO3MOXHOCTAMU 300pOBbA U UHBANMOOB B Clly4dae
HeobxoauMocCTH:

— NpedocTaBnsitoTcs nevaTHble U (UNKM) INEKTPOHHble obGpasoBaTenibHble pecypcbl B dopmax,
afanTUPOBaHHbIX K OrpaHUYeHUsIM UX 300PO0BbS;

— y4yebHO-MeToOMYeckne MaTtepuanbl Afs caMoCTOsiITENbHON paboThl, OLEHOYHble CcpeacTsa
BbIBUpalOTCA C y4eTOM MX MHAMBUAYANbHBIX NCUXOMU3NYECKNX OCOBEHHOCTEN;
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— paspelaeTcs WUCMOMb30BaHWE TEXHUYECKUX CpeacTB, HeoOXOOUMBbIX UM B CBSI3M C  UX
WHAMBUAYaNbHbIMY OCOBEHHOCTSAMM (3TW CpeacTBa MOryT ObITb NPeAoCTaBMeHbl YHUBEPCUTETOM UMW MOTYT
MCMNonb30BaTbCs COBCTBEHHbIE TEXHUYECKUE CPEACTBA).

— rpoBedeHuWe npoueaypbl OLEHMBaHWA pe3ynbTaToB OOy4eHUs BO3MOXHO C  y4eToM
ocobeHHOCTEN Ho3onormn (YCTHO, MUCbMEHHO Ha Oymare, NMUCbMEHHO Ha KOoMMblTepe, B dopme
TECTMPOBaHWUS M T.N.) NPM MCMOMb30BaHUU [OCTYMHOM (QOPMbl NPEeAOCTaBneHMs 3afaHWii OLLEHOYHbIX
CpPeacTB M OTBETOB Ha 3agaHus (B neyaTHoW dhopme yBenuMyeHHbIM WwpudToM, B hopme ayamosanucu, B
¢dopMe 3MNEKTPOHHOrO AOKYMEHTa, 3a4aHus 3a4MTbIBAlOTCS aCCUCTEHTOM, 3aJaHus npefocTaBnsalTCcs C
ncrnonb3oBaHWeM CypaonepeBoaa) C UCMONb30BaHWEM AOMNOMHMTENBHOIO BPEMEHU AN NOATOTOBKM OTBETA.

Bo Bpemsi npoBefeHus 3aHATMI B rpynnax, rge obyyawTtcs uHBanugpl u obyyawowmecsa ¢ OBS3,
BO3MOXHO NMPUMEHEHUE MYNbTUMEOUNHBLIX CPeaCTB, OPITEXHUKK, Crana-npoekTopoB M MHbIX CPEACTB A1is
MOBbILUEHUS YPOBHSI BOCNPUATUSA y4eOHOM nHdopmaLmm oby4aromMMmCcs € pa3nnyHbiMy HapyweHuamun. Ons
pPasbsCHEHUS OTAENbHbIX BOMPOCOB M3y4aeMOW AVCUMMNIUHBI  MpenofaBaTensaMu  OOMNOMHUTENbHO
NpoBOAATCA UHAUBMAYANbHbIE KOHCYNbTaUUN, B TOM YUCIIE C UCNOMb30oBaHMEM ceTn NHTepHeT.

7.7 O6ecneyeHune obpasoBaTeNibHbIX NPOrpaMM ¢ YaCTUYHbLIM NPUMEHEeHUEeM
3MeKTPOHHOro 06y4eHu s U QUCTAHLUMOHHbIX O6pa3oBaTeribHbIX TEXHONOrMn

Mpu peanusauMnm nNporpamMMbl OUCLMMMWHBI  MOTYT MPUMEHSATLCA  3MNEKTPOHHOoe obydeHne
AMCTaHUMOHHbIe 06pasoBaTenbHbIe TEXHOMOIUM.

B cnyyae npumMeHeHWs 3MEKTPOHHOrO 0BYyYeHWsl, OUCTAHUMOHHbIX 06GpasoBaTenbHbIX TEXHOMOTUNA,
obyvatommea  obecneynBaeTca [OOCTYN K COBPEMEHHBIM MNpodpeccroHanbHbiM  6a3am  AaHHbIX |
MHPOPMALIMOHHBIM CMPaBOYHBIM CUCTEMAaM, COCTaB KOTOPbIX onpedensietca B pabodeit nporpamme. B
MHbopMaLMOHHO-06pa3oBaTeNnbHON cpefde YHMBepcuTeTa B pamMKkax AUCLMMNWH CO34aeTCs 3NeKTPOHHBbIN
obyyatolmii Kypc, coaepalimii y4eBGHo-MeToanyeckne, TeopeTudeckne maTepuansl, MHDOPMALMOHHbIE
maTepuanb! Ans caMoCTOSATENbHOW paboThl.
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8 NIACT PACCMOTPEHMIA U ONOBPEHUIA
paGoyei nporpaMMbl AWCUMIIHHBE
B8 cocrage OMNOM 38.03.02 MexeaMenT

1. PaccmoTpena u onobpena:

a) Ha aacepanuy obecneunsaicwiei npenofasanve kadeapbl _ MEHEAXMEHTE U MBDKETHHIE

-

npotokon Ne_7% ot # (¥ 204
3as, xadenpoi, %
KEHQ, 3KOH. HayK, AOLEHT ! Acrawocea EA. /

6) Ha 3acegasun MeTOAUYECKON KOMUCCHI NO HANPABNEHKIO 38.03.02 MesempxMenT ’
npotokon Ne_77_or % 204/

MpeacenaTens MKH - 38,0302 Mevenxmenr _ 7;4 o Foppecaota

2. PaccmoTpeHune W opobpeHne NpeacTaBuTensimMmm NpogeccHonansHon chepsl
no npodunic ONOMN:

Kommepuecknd aupektop 000 «ConaHoes |/ -
YepnaKkcKoro MyHHUMNEnsHoro panona

Owmcro@ oBnacti /Benéskud C.B./

3. PaccMoTpeHHe W ooBpeHne BHEWHWMH npom@w(&pnnuu) neaaroruyeckoro
(Hay4Ho-neaaroruyeckoro) coobwecTea No NPOMUNI AWCUNNITHHLL:

[lokTop. couvonor. Kayk,

npogheccop Kadheapsl PEMOHANSHOR AKOHOMAKK
YNPEBNEHNR YENDBEYECKWIMA Pecypcamu

®IB0Y BO «OmlY um. ®. M, [locroescxoro»

/Poir O.M./

bot _Dll,
citf dadewobe wfy
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9. ©BMEHEHWA N AONOJIHEHUA

K pabo4en nporpaMmme AUCLMMIINHBI
B1.B.12 [lokyMeHTUpOoBaH1e ynpaBfieH4eCKON AeATEeNIbHOCTHU
npeacTaBneHbl B npunoxexHum 10.
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MPUNOXEHME 1

NEPEYEHb
nuTepartypbl, peKOMeHAyeMomn
ANA U3yYeHNA AUCLUNIIVHDI

B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTHN

ABTOp, HAMMEHOBaHME, BbIXOAHbIE AAHHbIE Hoctyn
1 2
BblikoBa, T.A. [okymeHTaunoHHOe obecne4veHune ynpaBneHus

(genonponsBoacTBo) : ydebHoe nocobue / T.A. beikoBa, T.B. KysHeuosa, J1.B.
CaHkuHa ; nog obuw. pea. T.B. KysHeuoBon. — 2-e unsg., nepepab. n gon. —
Mockea : MHPPA-M, 2020.— 304 c.

http://znanium. com

KptokoBa, H. . [JokymeHTUpoBaHuMe yrnpaBneH4Yeckon aesaTenbHOCTU: YuebHoe
nocobue/Kptokosa H. . - M.: HULI UH®PA-M, 2019. - 268 c.

http://znanium. com.

PasgopoxHbi, A. A. [IoOKyMeHTUpOBaHWEe ynpaBneHYecKon AeATEenbHOCTU :
yyeb.
nocobue / A.A. PazgopoxHbini. — Mockea : MIHOPA-M, 2018. — 304 c.

http://znanium.com

OcHoBbl pgenonpousBoacTBa : ydebHoe nocobue / A.M. Acanues, U.N.
MwupoHoBa, E.A.
Kocapesa, I.I'. BykoBun4y. — 2-e u3a., ncnp. n gon. — Mockea : MHOPA-M,
2020. — 146 c.

http://znanium.com

MaHaceHko, HD. A. [1OKyMEHTUpPOBaHWE YMNpaBNEeHYeCKOW [OesATeNbHOCTU:
YyebHoe nocobue / KO.A. MNaHaceHko. - Mocksa : PMOP, 2018. - 138 c.

http://znanium. com.

KupcaHoBa, M. B. Kypc pgenonpousBoactBa:  [OOKYMEHTaLMOHHOE
obecneyeHne ynpaeBneHust : y4yebHoe nocobue / M.B. KupcaHosa, HO.M.
AkceHoB. — 6-e 13g., ucnp. n gon. — Mocksa : UH®PA-M, 2020. — 257 c.

http://znanium.com

BectHuk PITY. Cepusa «3koHOMMKa. YnpasneHue. [paBo» : HayYHbIN XypHan :
Poccuickmuin rocygapCTBeHHbIN rymaHuTapHbii yHuBepceuTteT . - Mocksa : [6.
n.], 2013-

http://znanium.com

MeHnegxmeHT B Poccumn 1 3a pybexom. - M. : [6. n.]. -

HCXB
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http://znanium/
http://znanium/
http://znanium.com/
http://znanium.com/
http://znanium/
http://znanium.com/
https://znanium.com/catalog/publishers/books?ref=f3c77bfb-239e-11e4-99c7-90b11c31de4c
http://znanium.com/

MPUNOXEHMUE 2

NMEPEYEHbL PECYPCOB
MH®OPMALMOHHO-TENIEKOMMYHUKALUMOHHOW CETU «<MHTEPHET»
W NOKAJNbHbIX CETEN YHUBEPCUTETA,
Heo6XxoaUMbIX A4S OCBOEHUS AUCLUNIIUHBI
B1.B.12 [lokyMeHTUpOoBaH1e ynpaBfieH4eCKON AeATEeNIbHOCTHU

1. YopaneHHble aNeKTPOHHbIe ceTeBble Y4eOHble pecypchbl BPEMEHHOro Aoctyna, cpopMupoBaHHbIe
Ha OCHOBaHMU NPSAMbIX 4OFOBOPOB C NpaBoobnagaTtensMm (3NeKTPOHHbIEe BMBNNOTEYHbIE CUCTEMBDI
- 3BC), HdopMaLMOHHbIe cnpaBOYHbIE CUCTEMbI

HaumeHoBaHuve Hoctyn
ONeKTpOHHO-BMbnuoTeyHasa cuctema mnsgatenscrsa «JlaHb» http://e.lanbook.com
ONeKTPOHHO-6MbnnoTeyHas cuctema «Znanium.com» http:// znanium.com
OneKkTpoHHO-6nbnuoTeyHas cuctema «QneKTpoHHasi bmbnnoteka . .

http://studentlibrary.ru
TexHudeckoro BY3a («KoHcynbTaHT cTyaeHTay)

JlokanbHas ceTb
CnpaBoyHas npaBoBas cuctema KoHcynbTtaHTlntoc yHUBepcuTeTa,

http://www.consultant.ru

2. OneKTpoOHHLIE ceTeBble Y4YeOHble pecypchl OTKPbLITOro gocryna:

MpodeccmnoHanbHble 6a3bl JaHHbIX | https://clck.ru/MC8AQ

3. AneKTpoHHbIe y4eOHble U y4eObHO-MeToauYecKme pecypchbl, NOAroToBNeHHbIe B YHUBepCcUTeTe:
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http://www.consultant.ru/
https://clck.ru/MC8Aq

YYEBHO-METOANYECKOE OBECINEYEHUE
CAMOCTOATEIbHOU PABOTbI OBYYAIOLLMXCSA

no AMcuUnmuHe
B1.B.12 [lokyMeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTU

MPUNOXEHMUE 3

1. YyebHO-MeTOANYECKas NUTepaTypa

ABTOp, HAMMEHOBAaHME, BbIXOAHbIE JAHHbIE Hoctyn
2. Yye6GHO-MeTOAMYECKNE pa3pabOTKM Ha NpaBax PyKonucu
AsTop(bl) HaumeHoBaHue Hoctyn
3. Yue6Hble pecypchbl oTKpbITOoro gocryna (MOOK)
Ooctyn

HanmeHnoBaHne MOOK

Mnatcopma

BY3 paspabotuunk

(ccbinka Ha MOOK, paTta
nocnegHero obpatieHns)
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NMPUNOXEHUE 4
METOOANYECKUE YKA3AHUA ONA OBYYAKOLLUNXCA
No OCBOEHWUIO AUCLMMIIUHDI
B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTN

npeacTtaBnéeHbl oTAeNIbHbIM OKYMEHTOM
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NMPUNOXEHUE 5

MH®OPMALIMOHHBLIE TEXHOJIOIUM,
ucnonb3yemble Npu ocyllecTBNeHMM obpasoBaTenbHOro npolecca
no AUCLUNIINHE
B1.B.12 [lokyMeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTU

1. MporpaMmHbie NPOAYKTbI, HEO6X0AUMbBIE ANA OCBOEHUS Y4€OHON AUCLMNNUHDbI

Buapl yuebHbIX 3aHATUIA 1 paboT,
B KOTOPbIX UCMONb3yeTcs
OaHHbIN NpOAYKT

HaumeHoBaHue
nporpammHoro npoaykta (M)

[MakeT oUCHBIX NporpaMmm Jlekumn, npaktnyeckme 3aHatus, BAPC
2. UHchopMaLIMOHHbIE cnpaBOYHble CUCTEMbI, HeOOXOoAMMbIe ANnsA peanunsauun y4ebHoro npouecca
HanmeHoBaHue
N Ooctyn
CNpaBOYHON CUCTEMBI
CeobogHas sHuuknoneans Bukmnegns http://ru.wikipedia.org/wiki/

JlokanbHas ceTb YHUBEPCUTETA,

CnpaBo4Has npaeoBas cuctema «KoHcynbTtaHTlnocy ]
http://www.consultant.ru

3. CneuunanusvpoBaHHble NoMeLleHnsa U oGopyaoBaHue,
ucnonb3yemble B paMKax MHopmaTu3saumm y4eGHOro npouecca

Buapbl y4ebHbIX 3aHATUIA 1 paboT,
B KOTOPbIX NCMONb3yeTcs
JaHHoe nomelleHne

HanmeHoBaHue

HaunmeHoBaHWe nomeLleHuns
obopyaoBaHus

MK, komnnekT
MYNbTUMEANNHOTO AyauTopHble 3aHATUS, BAPC
obopyaoBaHus

KOMﬂb}OTeprle Knaccbl C
BbIXOAOM B UHTEPHET

4. dneKTpoHHbIe UHPOPMaLMOHHO-06pa3oBaTenbHble cuctembl (AUOC)

Buapbl y4ebHbIX 3aHATUI 1 paboT,

HanmeHoBaHne 3MOC Hoctyn B KOTOPbIX NCMONb3yeTcs
JaHHas cuctema
3OUNOC OmIrAY-Moodle http://do.omgau.org CamocTosatensHasa paboTta cTygeHTa
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http://www.consultant.ru/

NMPUNOXEHME 6

MATEPUAJIbHO-TEXHUYECKOE OBECINEYEHUE
YYEBHOI'O NPOLECCA No AUCUUNIINHE
B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTN

HavmeHoBaHue o6beKTa OcHauweHHOCTb 06beKTa
YyebHas ayantopusa ons npoBeaeHus Paboyee wmecTtOo npenogaBatend, paboune  mecta
NEKLUMNOHHBIX, FPYNMnoBbIX U obyuarowmxca. [ocka yyeHuyeckasd. [1eMOHCTpauUoOHHOEe
WHAMBUAYANbHbIX KOHCYNbTauumn obopygoBaHune: 3kpaH HacTeHHbIW, [MpoekTop, KomnbioTep
YyebHas ayantopusa ons nposeaeHus Paboyee wmecTtOo npenogaBatend, paboune  mecta
NPaKTU4ECKMX 3aHATUI, FPYNMNOBbIX U obyuarowmxca. [ocka yyeHunyeckad. [demMOHCTpauuoHHOe
WHAMBUAYANbHbIX KOHCYNbTaumn obopygoBaHune: 3kpaH HacTeHHbIW, [poekTop, KomnbioTep
Paboyee wmecTO npenogaBatend, paboune  mecta
MomelleHne ons caMmoCTOSATENbHOM obyuarowmxcsa, obopyaoBaHHblE KOMNbIOTEPAMU C BbIXOOOM
pabotbl (BAPC) B  «WHTepHeT».  [JeMOHCTpauMoHHOe  obopydoBaHue:
MpuHTep, CkaHep, Konup. annapat, MHorodyHKUMoHansHoe
YCTPOMWCTBO, [locka y4yeHunyeckas.
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NPUNOXEHMUE 7

METOAONYECKWUE PEKOMEHOALWU NMPENOOABATENSAM
no AUcuUnmuHe
B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTN

1. OPFAHU3ALUMOHHbIE TPEBOBAHUA K YYEBHOWU PABOTE MO ANCLUUNIUHE

®dopmbl opraHnsaumm y4ebHOM AeATeNbHOCTM MO AUCLMNIIMHE: NEeKUMs, NPaKTUYecKne 3aHATUs,
camocTodaTenbHasa paboTa obyyaroLwmxcs, 3ayer.

Y obyyalolmxcs BeOyTCcsl NMEKUMOHHble 3aHSATUSI B WMHTEpaKTMBHOM opme B Buae «rekuus-
BM3yanu3aumnsa». [pakTnyeckne 3aHATMA MPOBOAATCA B BuAe OOCY)KOEHUS KOHKPETHbIX CuUTyauun W
BbIMOSIHEHWA 3aA4aHWIN NPaKTUKyma.

B xode u3yyeHus gucumnivHel obydarowwemycs Heob6XOAMMO BbINOMIHMTL BHEAyAMTOPHYIO paboTy,
KOTOpasi COCTOUT U3 CrieayloLmx BUaoB paboT: BbINOMHEHNE MHAMBUAYANbHOTO 3a4aHUs, CaMOCTOATENbHOE
n3y4yeHune Tem (BOMPOCOB), CaMONOAroTOBKa K ayAUTOPHBIM 3aHATMAM, NOArOTOBKA K TEKYLLEMY KOHTPOSIIO.

Mo ntoram usy4eHnst AUCLUMNINHBI OCYLLIECTBNSETCA aTTecTaums obyyatowmxcs B popme 3aveTa.

YuntbiBasg 3HaYMMOCTb OUCUMMIUHBI K €€ U3YYEHUI0 NPeabsaBsoTCA crieayolmne opraHn3aumoHHbIe
TpeboBaHus:

— obsazaTenbHOe nocelleHre obyyarLmMMes BCeX BUOOB ayaUTOPHbIX 3aHATUIA; BeJeHUe KOHCMeKTa B
X0[€e MNEKUMOHHbIX 3aHATWUIA; KavyeCTBEHHAsi CaMOCTOsITENlbHAsi MOArOTOBKA K MPAKTUYECKUM 3aHSATUSIM,
akTuBHas paboTta Ha HuX;

— aKTVBHas, pWUTMUYHAs BHeayguTopHas paboTa obydalolwerocs; CBOeBpeMeHHas caada
npenogasaTtento OTYETHbIX MaTepUarnos No ayanTOPHbIM U BHEAyAMTOPHbIM Bugam pabor.

2. OPFAHU3ALIMA U NPOBEOEHUE NEKLUMOHHbIX 3AHATUA

Cneumndumka AMCLUUMANHBI COCTOUT B TOM, YTO pacCMOTpPEHMe TEeOpPEeTMYECKMX BOMPOCOB Ha NeKUUAX
TECHO CBSA3aHO C NPaKTUYeCKMMU 3aHATUMAMU. B 3TUX ycrnoBusax Ha nekumsax ocobeHHo Gonblioe 3HayeHune
nMeeT peanu3aumns cneayrowmnx 3agay:

1) rmybokoe ocMbICnMBaHMe psaa NOHATUI U MOMOXEHWIN, BBEAEHHbIX B TEOPETUYECKOM KypCe;

2) packpblTUe NPUKNagHOro 3Ha4YeHNs TeoPeTUYECKNX CBEAEHUI;

3) pa3BuTne TBOPYECKOrO NOAX0Aa K PELLUEHUIO NPAKTUYECKMX U HEKOTOPbIX TEOPETUYECKMX BOMPOCOB;

4) 3akpenneHne NonyYyeHHbIX 3HaHU NyTeM NPakTUYECKOro NCMONb30BaHUS;

Hapsgy ¢ nepeuucneHHbiMu Bbille obOpas3oBaTefbHbIMU LEnsiMU, FIEKUMOHHbIE 3aHATMSA OOSKHbI
npecnegoBaTh M BaXHble Lienv BOCNUTATENbHOro Xxapakrepa, a UMEHHO:

a) BOCNMTaHWe HaCTONYMBOCTU B JOCTUXKEHUW KOHEYHON Lienu;

6) BocnuTaHve ANCLMNMMHBI YyMa, aKKypaTHOCTU, 406POCOBECTHOIO OTHOLLEHWS K paboTe;

B) BOCMMTaHWE KPUTUYECKOTO OTHOLUEHWS K CBOEN AEeSATeNnbHOCTU, YMEHUS aHanuM3npoBaTb CBOHO
paboTy, uckaTb ONTUMarbHbIA NYTb PELLEHNS, HAXOAUTb CBOW OLLUMOKN N YCTPaHATb MX.

lMpenopgaBaTtenb AOMKeH 4YeTKO AaTb CBs3aHHOEe, MOCredoBaTeribHOE W3MNOoXeHWe martepuana B
COOTBETCTBMU C HOBEWLIMMMW AaHHbIMW Hayku, NpeactaBuTb OOyyaloWMMCs OCHOBHOE ee cofdepaHuwe B
cxaTom, cuctemaTusmpoBaHHOM Buae. lNpenogaBaTtenb OOMMKEH usnaraTb y4eOHbI matepuan ¢ nosvuun
MEeXOUCUMMIMHAPHOIO nogxoda, JAasaTb YeTkMe onpedeneHus MOHATMMHOrO amnnaparta, KOTOopbIn
NCMNonb3yeTcs NPy U3Y4EeHUN AUCLUNIUHBI.

B yyebHOM npouecce npenogaBaTenb AOMKEH MCMONb30BaTb aKTUBHbIE W MHTEPAKTUBHbIE (POPMbI
00y4yeHus, KoTopble AOMKHbI ONMPaTbCA Ha TBOpPYECKOe MbILUfieHNe oby4valoLWwmxcs, B HanbonbLuen cTeneHu
aKTMBM3MpOBaTb MO3HaBAaTENbHYID OEeATEeNbHOCTb, AernaTtb WX COoaBTOpamy HOBbIX MAEeW, npuydaTb WX
CaMOCTOATENbHO NPMHUMAaTb ONTUMaribHbIe PELLEHNs 1 CNOCOBCTBOBaTL UX peanv3aumnu.

3. OPFAHU3ALMA U NPOBEQEHUE MPAKTUYECKUX 3AHATUXA NO AUCLUNIIUHE

Mo ancuunnuHe paboyen NporpaMmon NPeayCMOTPEHbI NPAKTUYECKME 3aHATUS, KOTOPbIe NPOBOASTCS
B hopMe 00CYKOEHUSA KOHKPETHBIX NPAKTUYECKNX CUTYaLMIiA U BbIMOMTHEHUS 3a4aHuIA NPaKTMKyMa.

lMpakTuyeckoe 3aHATUE - 3TO 3aHATUE, NPOBOAMMOE MO PYKOBOACTBOM MpenogaBaTtensi B y4eOHOM
ayauMTopuK, HanpaBfieHHOe Ha yrrybneHne Hay4yHoO- TEOPEeTUYECKUX 3HAHUA U OBNageHne onpeneneHHbIMm
MeTo4aMM CaMOCTOATENBHON PaboTbl, KOTOPOe hOPMUPYET NPAKTUYECKME YMEHUS (BbIYMCIIEHNIA, PaCYETOB,
ncnonb3oBaHusa Tabnuuy, CNpaBoYHUKOB, HOMOTPaMM).

B npouecce 3aHATMSA obydatolimecs nNo 3agaHulo U Nof pPyKOBOACTBOM NpenofaBaTens BbIMOMHSAT
OLHY WNWN HECKONbKO MpakTuyeckux paboT. CoaepkaHue npakTU4eckux paboT CcOCTaBnsAlT: U3yvyeHue
HOPMAaTUBHbIX JOKYMEHTOB U CMPaBOYHbLIX MaTepmnanos, aHann3 JOKYMeHTauuu, BbINONHEHWe 3a4aHni ¢ ux
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UCMOMb30BaHNEM; aHanu3 Cry)keGHO-NPON3BOACTBEHHbIX CUTyaLWi, peLleHWe KOHKPETHbIX 3adaHui,
MPUHSATUE YrIPaBIIEHYECKUNX PELLEHWA.

4. OPFAHU3ALIUA CAMOCTOATENIbHOM PABOTbI OBYYAIOLLIMXCA
4.1. CamocTosiTeNnibHOE U3y4YeHune Tem

Mo Temam (Bompocam) BbIHECEHHbIM Ha CaMOCTOATENbHOE WU3ydyeHue, NPOBOAUTCS TEeCTUpOBaHWe
obyyarlmxcss Ha npakTUyYecknx 3aHaTuax. [penogaBaTenb B Hayane M3ydyeHus AMCUMNMAWHBI BblaaeT
obyyarommcsa Bce TeMbl ANsi CAMOCTOATENBHOMO U3yveHusl, onpegensaet cpokm BAPC v npegoctasneHuns
OTYETHbIX MaTepuanos npenogasaTtento.

MpenogaBatento HeobGX0AMMO MOSACHUTH ObGyyawwmMcs obLWwmi  anroputMm CamMOCTOATENBHOIO
N3y4YeHns Tem:

1) 03HaKOMMWTBCSI C PEKOMEHAO0BaHHOW y4eOHON NUTepaTypon U SMEKTPOHHLIMU pecypcamMu no TeME,
C HOPMaTMBHO-MPaBOBbIMW aKTaMUn (OPUEHTUPYSICb HA BOMPOCHI Afsi CAMOKOHTPONS);

2) Ha 3TOM OCHOBE COCTaBUTb Pa3BEPHYTLIV NI1aH U3INOXEHUS TEMbI;

3) npopaboTtaTb MaTepuarn;

4) BbINOMHUTL PELLUEHNE TECTOBbIX 3a4aHWUN.

KpVITepMM OUEeHKM TéM, BbIHOCUMbIX Ha CaMOCTOATeJSIbHOEe U3y4eHue:

- OUeHKa «OmJUYHO» BbICTABNsSieTCs obydatowemycsi, ecnvm nonydvyeHo Gonee 85% npaBUIbHBLIX
OTBETOB.

- OUEHKa «Xopowoy - Norny4veHo oT 66 1o 85% npaBunbHbIX OTBETOB.

- OUeHKa «ydoesiemeopumesibHo» - NoNy4eHo ot 51 0o 65% npaBunbHbIX OTBETOB.

- OUeHKa «HeydoeremeopumesbHO» - Nony4eHo meHee 50% npaBuIbHbIX OTBETOB

4.2. CamonogrotoBKa o0y4aroLWMXCA K NPaKTUYECKUM 3aHATUAM MO AUCLIMNIIMHE

CamonogrotoBka oOy4alomMxcs K NpakTUHECKMM 3aHATUSIM OCYLLECTBISIETCS B BMAE MNOBTOPEHUS
(paccmoTpeHns) TeopeTUveckoro mMaTepuana, npasBuil 0pOpPMIIEHNs OOKYMEHTOB, a Takke BbIMNOMHEHUS
3ag0aHMiA MO anropuTMy, 3afaHHOMYy Ha MpaKTUYeCKOM 3aHATMM, MOAroTOBKM MO BOMpocam  Ans
camonpoBepku. epepn NpakTUYECKUM 3aHATMEM criefyeT U3Yy4uMTb KOHCMEKT FEeKUUN U pekoMeHAOoBaHHY
npenogaearteneM nutepaTtypy, obpallas BHUMaHMe Ha MpakTU4eckoe NpPUMEHEHNE TeopUM U Ha METOLMUKY
ohopMIeHUst LOKYMEHTOB. Ha npakTU4eckom 3aHSITUK rMaBHOE — YSICHUTb CBSI3b BbINOSHSAEMbIX 3afaHui C
TEOPETUYECKMMM NOSOKEHUAMMU.

5. KOHTPOJIbHbLIE MEPOIMNPUATUA MO PE3YNIbTATAM U3YYEHUA ONCLIUMNTINHDI

5.1 B TeyeHue cemecTpa Ha MPaKTUYECKUX 3aHATUAX OCYLLECTBISETCS TEKYLLUA KOHTPOSb B BUAE
TEeCTMpOBaHWsi, NPOBOANTCH MPOBEPKA MO NPaKTUYECKUM 3a4aHUsIM.
KpuTepuu oueHKM TeKyLlero KOHTPons:
- OUEHKa «OomiluYyHO» BbICTaBNseTca obydvatowemycs, ecnm nonydeHo 6Gonee 85% npaBUNbHbIX
OTBETOB.
- OUeHKa «Xopolwoy - nory4yeHo oT 66 Ao 85% npaBunbHbIX OTBETOB.
- oyeHKa «ydoeriemeopumeribHo» - nony4veHo ot 51 0o 65% npaBunbHLIX OTBETOB.
- OUeHKa «HeydoeriemeopumesbHO» - Nony4eHo meHee 50% npaBuUIbHbIX OTBETOB
Kputepum oLeHKM camonoaroToBKU K NPaKTUY4eCKUM 3aHATUAM:
- OLeHKa «3a4meHO» BbICTABNAETCHA, ecrnv obyyatoLmincs 3aBepLunn 3agaHue, CMOr BCECTOPOHHE
packpblTb TeOpeTU4eckoe coaepkaHme TeMbl.
- OLEHKa «He 3a4YmeHO» BbICTaBMSIETCS, €Cnu O0y4yaloLMnCa He 3aBepLunn 3agaHue U He CMmor
BCECTOPOHHE PaCKpbITb TEOPETUHECKOE COAEep)KaHNE TEMbI.

5.2 dopma NpoMeXyTOYHOW aTTecTalmm oby4yarLmxcs — 3aver.

OcHogHble ycriosusi nosnyyYeHus 3a4ema:

- 100% noceLleHne NeKUnin n NpakTUYECKMX 3aHATUN

- MONOXUTENbHbIE pe3ynbTaThl MPU NPOXOXOEHNE TECTUPOBAHUSA

- MOArOTOBMNEHHOCTb MO TEMAaM, BbIHECEHHBIM HA CaMOCTOATENbHOE U3YYeHne
- yCreLHOoe BbINOMHEHNE MHAVBUOYANbHOMO 3a4aHNSA

- MONOXUTENbHAA OLIEHKA NO pe3yrbTaTam UTOroBOro TECTUPOBAHUS
MnaHoBas npoueaypa NnonyYyeHus 3a4véTa:

1) CTygeHT npeabsBnseT npenogasaTesnto MHAMBMAYaNbHOE 3agaHne
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2) lMpenogaBaTtenib NpocMaTpuBaeT NpeACTaBrfieHHble MaTepuarnbl UM 3anucu B JKypHane y4éTa
MOCELLaeMOCTH 1 YyCEBAEMOCTU CTYAEHTOB (BbICTaBMIEHHbIE paHee CTYAEHTY OLLEHKM MO UTOram TeKyLLero u
UTOrOBOIrO TECTUPOBAHMIA, NMPAKTUYECKUX 3aHATUIA.

3) I'Ipenop,aBaTenb BbICTaB/1A€T OLUEHKY B 3K3aMeHalWMOHHYHO BeOOMOCTb U B 3a‘-IéTHyI-O KHWXKY
CTyaeHTa.

Pe3yanaTb| 3a4yeTa onpenendroT oueHKaMn «3a4TeHOo», «He 3a4TEeHO».
«3a4TeHo» - CTyAEeHT BbINONHUI BCE Tpe6OBaHVIF| M yCcnoesua nonyvyeHnda 3adveTta.

«He 3ayTteHO» - CTyAeHT He BbINOMHUM Bce, NMMBO Kakoe-TO OoAHO U3 TpeboBaHUM unu ycrnosuin
nony4yeHus 3adera.
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NMPUNOXEHUE 8
KAOPOBOE OBECNEYEHME Y4YEBHOI'O MPOLIECCA NO AUCUMUNNUHE
1. Tpe6oBaHue ®rocC

[onsa Hay4yHo-neparornyeckux paboTHUKOB (B NPUBEAEHHBIX K LIENOYMCIEHHbIM 3HAYEHUSIM CTaBOK),
nmerowmnx obpasoBaHue, COOTBETCTBYHOLLEE NPOUI0 NpenogaBaeMon AUCUMMNMHBI (MOAyns), B obLiem
yucrne Hay4yHo-negarornyecknx paboTHUKOB, peanuaylowmnx nporpammy 6akanaspmara, 4OSPKHA COCTaBNATb
He meHee 70 NpoLEeHTOB.

[onsa Hay4yHO-neparornyeckux paboTHMKOB (B NPUBEAEHHBIX K LIENOYMCIEHHBIM 3HAYEHNsIM CTaBOK),
UMEILLNX YYEHYIO CTeMneHb (B TOM YUCIE YYEHYHO CTEMNeHb, NPUCBOEHHYIO 3a pybexxom u npusHaBaemylo B
Poccuiickon degepaumm) n (unu) yueHoe 3BaHue (B TOM YNCIEe YY4EHOE 3BaHWNE, MONyvYeHHoe 3a pybexxom u

npusHaBaemoe B Poccuickon Pepepauumn), B oOLIEM 4YMCre Hay4yHO-Negarormyecknx paboTHUKOB,
peanusyloLmx nporpaMmmy 6akanaspuarta, 4OMMKHaA ObiTb He MeHee 60 NPOLEHTOB.

[ons paboTHUKOB (B NPMBEAEHHbIX K LIEMOYUCIIEHHBIM 3HAYEHUSAM CTaBOK) M3 YMcna pykoBoauTenen
N pabOTHUKOB OpraHu3auun, OesTenbHOCTb KOTOPbIX CBsi3aHa C HanpaBfeHHOCTb  (npodunem)
peanu3yemoi nporpamMbl 6akanaespuarta (MMerLLMX cTax paboTbl B AaHHOW nNpodeccuoHanbHon obnactu
He meHee 3 nert), B obLem 4ymucne paboTHMKOB, peanusyowmnx nporpammy 6akanaspuara, 4OMMKHA ObITb He
MeHee 5 NpoLeHTOoB.
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NMPUNOXEHMUE 9

depepanbHoe rocyaapcTBeHHOe OlogKeTHOe obpa3oBaTenbHOe yupexaeHue
BbicLuero obpasoBaHunA
«OMCKMI rocyaapCcTBeHHbIN arpapHbii yHuBepcuteT umenun MN.A.CtonbinMHa»

OKoHOMUYecKun pakynbTeT

Onorn no HanpaBneHuo
38.03.02 MeHepXMeHT

$dOHO OLULEHOYHbLIX CPEOCTB
no AuUcuUUNnuHe

B1.B.12 [lokyMmeHTUpOBaHue yrpaBrieH4eCKON AeATeNIbHOCTHU
Mpocdunnb «3koHOMMKa M ynpaBneHne opraHusaumen»

O6ecneuunBatollas npenogasaHe AUCLUMIUHBI

MeHegKMeHTa n MapkeTuHra
Kacpegpa -

PaspaboTtuuk, cT. npenogaeaTtesb Mpuubko B.B.

Omck 2021
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BBEAEHMUE

1. ®oHO OUEHOYHbIX CPEeACcTB MO AWUCLUUMNMHE siBRsieTcss obsizaTenbHbiM  060COGEHHBIM
npunoxeHvem k Paboyeit nporpaMMe AVCUMUNIVHBI.

3. ®oHO OLEHOYHbIX CPEACTB SIBMSIETCA COCTaBHOMW 4acTbld HOPMaTUBHO-METOAMNYECKOrO
obecneyeHnst CUCTEMbI OLIEHKUN Ka4YecTBa OCBOEHMS 0By4aloLLMMMCS YKa3aHHOW OUCLUMNINHDI.

4. Tpn nomowm ®OC  ocylecTBNSAETCA KOHTPOMb W ynpaBrfieHWe npoLeccom opMMpoBaHUS
obyvarommmca koMmnetTeHuuin, 13 yucrna npegycmotpeHHbix ®FOC BO B kavecTBe pesynbTaTOB OCBOEHMS
ONCUMNIWHBI.

5. ®oHO OLEHOYHbIX CPeAcTB MO AUCUMNIIMHE BKMoYaeT B cebsA: OLeHOYHble CcpeacTsa,
npuMeHsieMble Ons  BXOOHOTO  KOHTPOMNSA; OLEHOYHble CcpeacTsa, nMNpuUMeHseMble B paMkax
UHOVBMAOYanNU3aUMM BbINONMHEHUS, KOHTPOns UKCMpoBaHHbIX BuaoB BAPC; oleHouHble cpencTsa,
npuMeHsieMble [ONS TeKYLLero KOHTPONs W OLEHOYHble CpeacTBa, NMpUMeEHsieMble MpU MPOMEXYTOYHOM
aTTecTauun Nno uToram UsydeHns AUCLMNIMHBLI.

6. Paspabotumkammn poHOa OLEHOYHbIX CPeacTB MO AUCUUMNIIUMHE SABMSKOTCA npenogaBaTenu
Kadenpbl MeHeMKMEHTa M MapKeTuHra, obecrneumBalollen u3ydyeHne OoO0yyarWMMUCa OUCUUNIUHBI B
yHuBepcuteTe. CopepxaTenbHon ocHoBow pgns paspabotkm POC nocnyxmna Paboyaa nporpamma
OUCUMMMNUHBI.

31



1. OXUWOAEMbIE PE3YJIbTATbl U3YYEHUA

yqe6|-|017| AWNCUUNJINHDI, I'IepCOHaanblﬁ YPOBEeHb AOCTUXEHUA KOTOPbIX NpoBepsAeTcsa
C ncnosib3oBaHWem npeacraByieHHbLIX B N. 3 OUEeHOYHbIX cpeacTe

KomneTteHuuu, Koa n KoMnoHeHTbI KOMNeTeHUUn,
B hOpMMpPOBaHMU KOTOPbIX HauMeHoBaHue dhopmMupyemMble B pamkax JaHHOW AUCLMMIUHBI
3apencTBOBaHa AMCLMNIUHA MHAuKaTopa (kaK oXvgaeMbl pe3ynbTaTt ee OCBOEHMS)
xon HAUMEHOBAHIE AOCTUXEHUN 3HaTb U ymeTb faenatb BrnageTb HaBblkaMu
KOMMeTeHLuun NoHNMaTb (oencrteoBaTh) (MmeTb HaBbIkK)
1 2 3 4
YHuBepcanbHble KOMNETEHLMN
NA-4yk-3 TeopeTuyeckne ymMeTb BrnageTb HaBbIKaMm
CnocobeH 3 peKTNBHO OCHOBbI OCYyLLEeCTBNATb ochopmnenns "
oCyLLecTBNATb B3aMmogencTeyeT | Aenonpom3BoAcT | addpekTnBHOE COCTaBMeHns
coumanbHoe c apyrimu | Ba, NPUHUMNBLI | B3aMMoZdencTesmMe C | AOKYMeHTauun
B3aMMOJEeNCTBME W1 | YneHamu opraHusaumm COTpyAHMKamMu npeanpusaTUs c Lenbio
peanu3oBbiBaTb KOMaHabl, B T.4. | JOKYMeHToob6opo | mpeanpusaTus 1 | ocyllecTBneHns
VK-3 CBOIO ponb B | yyacTeyeT B | Ta, npasuna | napTHepamu apdheKTUBHOTO
KoMaHge obmeHe odpopMneHus nocpeacTtsomM B3aMMOOencTBUs c
nHopmMaumen, AOKyMeHTauun Aenoson COTPYAHUKaMn
3HaHWAMU n | npu AOKYMeHTaumn
OnbITOM, 1 | B3auMoAewcTBun
npeseHTauum C COTPyAHUKaMM
pe3ynbTaToB npeanpuaTus
paboTbl KOMaHAb!
NA-3yk-a HOpMaTMBHbIE ymeTb rPaMoOTHO | UMETb  MpaKTU4Yeckue
CnocobeH Bepetr pgenosyto | akThl, coCTaBNATb 1 | HaBbIKK BeaeHus
OCyLLeCTBNATb nepenucky, pernameHTvpyto- | odopMnATb [ernoBon  Mepernucku,
AernoByto yyuTbIBas e npasuna | ynpaereHyeckvne ochopmnenns ]
KOMMYHUKaLMIO B | ocobeHHOCTH ochopmnenus AOKYMEHTBI, COCTaBneHns
yCTHON N | CTUNNCTUKN AOKYMEHTOB, Jernosble  NUCbMa | yNpaBreH4YeCcKnX
NMMCbMEHHOMN odmumaneHelX 1 | BUAbl U OPMbI, | OpraHusaumm, OOKYMEHTOB,
VK-4 dopmax Ha | HeodUUManbHbIX | MEeToAWKY NPUMeEHATL Ha | oduumanbHbIX "
rocyaapCTBEHHOM nvcem, odopMneHnsa U | npakTtuke HeodULManbHbIX
Aa3blke  PoccuicKon | COLMOKYNbTYPHBLI | COCTaBreHWs TeopeTuyeckme nucem Ha
®epepaumn M| e pasnmiua B | yNpaBneH4YecKMX | OCHOBbI rocyaapCTBEHHOM
MHoCTpaHHOM  (bIX) | dopmaTe AOKYMEHTOB, AenonpousBoacTBa | fA3blke
A3blke(ax) KOppecnoHAeHUM | oduumanbHbIX U
n Ha | HeoduLManbHbIX
rocyAapCcTBEHHOM | mucem
A3bIKe
MpoceccrmoHanbHbIe KOMMNETeHLUN
WA-2nk1 OCHOBbI ymMeTb BrnageTb HaBbIkaMm
CnocobeH ymeeT AOKYMEHTaLMOH- | aHanusupoBaTb W | aHanu3a 6onbLioro
aHanusnpoBsaTb, aHanuanposaTtb W | HOrO n | knaccuguumpoBaTe | obbemMa  AOKYMEHTOB
o6ocHOBbIBaTbL n | knaccuuumpoBa | MHOOPMALIMOHHO | AOKYMEHTaLuo opraHusaumu,
BbIGMpaTb b bonbwon | -ro obecneveHvs | NnpegnpuaTus, COCTaBfneHus
ynpasrneHyeckune obbem B cucTeMe | Mcnonb3oBathb OTYETHOCTH,
peLleHnss Ha OCHOBe | MHdopmaumu, ynpasneHus, nporpaMMHoe odopmneHus
pa3paboTaHHbIX ANS | MCMonb3oBaTh npasuna obecnevyeHne Ana | aHaNMMTUYECKUX
HUX LeneBsbiX | MporpaMmHoe dopmMmpoBaHug, | OpMUpPOBaHUS, pesynbTaTtoB c
MK-1 nokasaTeneu obecneyeHve Ans | XxpaHeHUs W | XpaHeHns M | ncnonb3oBaHNEM
paboTbl C | Mcnonb3oBaHus NCMoNb30BaHNSA nporpaMMHoOro
nHcpopmaumen, AOKYMEHTOB [OKYMEHTOB B | obecneyeHus
COCTaBnsATb uensx
oTyeThl " cuctemaTmsauum
cuctemaTtuanposa MHpopmaLmm
Tb MHOPMALNIO;
oopMnNATL
pe3ynbTaTbl
6usHec-aHanusa
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YACTb 2. OBLLIAA1 CXEMA OLIEHMBAHUA XOOA U PE3YIIbTATOB U3YYEHUA
YYEBHOU ANCLUMIINHDbI

O6LwWme KpUTEPUN OLIEHKU U peecTp NPUMeHsAeMbIX OLleHOYHbIX CPeacTB

2.1 O630pHas BeAOMOCTb-MaTpuLa OLeHUBaAHMA X04a U pe3yfbTaToB U3y4eHUs1 y4ebHoMn

AUCUNNNIUHDbI B paMKax negarormn4eckoro KOHTpo-ns

PeXX1Mm KOHTPONbHO-OLIEHOYHbIX MEPONPUATUIA
OLeHKa CO CTOPOHbI
KaTteropus
caMooLieHKa B3anMoOLeHKa npeacrasutensi
KOHTPOINSA U OLIEHKM npenogasaTens
npousBoacTBa
1 2 3 4
Wuansuayanmsaums
BbINONHEHNSA™,
KOHTpOInb 2
cpukcMpoBaHHbIX BUOOB
BAPC:
Mposepka
— WnpmneupyansHoe 51 BbIMONTHEHHOTO
3afaHue ) WHOMBMAYaNbHOrO
3agaHus
— CamocTosTensHoe Bonpockl ans
2.3 TecTupoBaHve
n3y4yeHue TeMm (BONpPOCoOB) CaMOKOHTpONns
TeKylnin KOHTPOIb: 3
O6ceyxaeHuve MpoBepka
— B paMKax nNpaKkTU4ecKmnx Bonpocbl anga YO poBep
- N3YYEHHbIX TEM BbIMOTHEHHbIX
3aHATUIA U NOATOTOBKM K 3.1 CaMOKOHTpons
HAM B pamMkax NPaKTUYECKNX
OUCKyCCUN 3aJaHu Ha 3aHATUSX
— B paMkax o
o ®PpoHTanbHbIN
06LLeyHNBEPCUTETCKOW o
3.2 KOHTpOImb TeKyLen
CUCTEMbI KOHTPONS
ycrneBaemocTu
yCrneBaemocTu
Py6exXHbIN KOHTPONb: 4
no ntoram usyyenusi 1-9
y 4.1 TecTtupoBaHue
pasgenos
MpomexyToyHasn Bonpochkl gns
aTTectaumsa* NMOArOTOBKU K
u 5 A 3aver
oby4arowmxcs no utoram 3aveTty
M3y4YeHUs AUCLIUNIIUHBI

* [AaHHbIM 3HAaKOM MOMeYeHbl MHAMBMAYanu3Mpyemble Buabl y4ebHon paboThbl

2.2 ObLwwue KpUTEPMU OLIEHKU XOAa U pe3ynbTaToB
M3y4YeHUA Yy4eOHON ANCLUNITUHBI

1. dopmanbHbIN KPUTEPUIA NONYYEeHUA OOyvaroLMMUCA
NONIOXNUTENLHON OLEHKN MO UTOraM U3yyYyeHUs AUCLIMNIIVHDI:

1.1 lNpegycmoTpeHHasa nporpamma
N3y4eHns QUCUUNIMHBLI 00yYatoLwmMmes
BbIMOSTHEHA NOJIHOCTLIO 40 Havana

npouecca npomemyTquon arTectauumn

3N1IEMEHTOB KOMNETEHL MM

1.2 Mo Kaxxgon n3 NpeaycMOTPEHHbBIX NPOrpaMMon BUAOB paboT
no gucumnnunHe oby4valomincst yecnewHo otymMTancsa nepeg
npenogaeaTteneM, 4EMOHCTPUPYS MPU 3TOM OOMMKHbIN (He Huke
MUWHVMMarnbHO NPUEMIIEMOro) YpOBEHb CDOPMUPOBAHHOCTU

2. I'pynnbl HedbopMmanbHbIX KpUTEepues
Ka4eCcTBEeHHOW OLEHKM paboTbl oby4atowerocsi B paMKax WU3y4eHUS QUCLMUMIIUHBI:

2.1 Kpntepun oueHkn KadecTsa xoga
npouecca usyyeHuns obyvatommecs
nporpaMmbl ANCUUNANHBI (TEKYLLEN
yCcrneBaemocTm)

2.2. KpI/ITele/I OLUEHKN Ka4ecCTBa BbINOJIHEHNA KOHKPETHbIX

Bngoe BAPC

2.3 KpuTtepuu oLieHKN Ka4yeCTBEHHOro
YPOBHS UTOrOBbLIX Pe3yrnbTaToB
N3y4eHns QUCUUMIUHBI

2.4, Kputepun aTTecTauyoHHOW OLIEHKU Ka4eCTBEHHOIo YPOBHS

pe3ynbTaTtoB N3y4eHna QUCLUNIINHbI
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2.3 PEECTP

3f1eMeHTOoB (*)OH,D,a OLEeHOYHbIX CcpeacTs no yqe6|-|017| auncuunnuHe

Fpynna OueHO4YHOe CpeaCTBO UMY €ro 3NeMeHT
OLIEHO4HbIX CpeacTB HanmeHoBaHue
1. CpencTBa lMepeyeHb 3agaHni ans MHAMBMAYaNbHOIO BbINOSIHEHNUS

ANA UHAUBMAyanusauum
BbIMNOJTHEHNS,
KOHTpONA (hMKCUPOBaHHbIX
Bupos BAPC

OpFaHVI3aLI,VI$I BbIMOJIHEHNA N NPOBEPKN MHOUBKAOYa1IbHOIo 3agaHunda

BOI'IpOCbI Ana caMOCTOATENbHOIO N3y4eHnda TemMbl

OBLWmMn anropMTM CaMOCTOATENBHOIO N3YYeHUs TEMb

KpVITepVIVI OLEHKN CaMOCTOATESIbHOIo N3y4eHna TeMbl

2. CpepctBa
ONSA TEeKyLlero KOHTpons

Bonpochkl 4nsi camonogroToBku N0 TeMaM NPakKTUY4EeCKUX 3aHATUN

KpuTepumn oueHKn camonogroToBkM No TemMaM 3aHATUN

3. CpeactBa
Ans py6exHoro KOHTpons

TecToBblE BOMpPOCHI And nposegeHna UToroBoro TectmpoBsaHms

Mpumep TecToBOro 3agaHus

KpuTepuu oueHkn 0TBETOB Ha TECTOBbIE BOMPOChI

4. CpeacTtBa

ANs NPOMEXYTO4YHOWN
aTTecTaumm rno urtoram
M3y4YeHUs AUCLUNIINHBI

Bonpochl Ans NpoBeAeH st UTOrOBOIO KOHTPOIS (3a4eTa)

lMnaHoBas npouenypa nposBegeHuna sadveta

KpuTepum oLeHKN MTOroBOro KOHTPONs
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2.4 OnucaHue nokasaresnen, KpUTepueB U LWIKan oueHUBaHUsA U 3tanoB (hopMUPOBaHUA KOMMNETEHLUUA B paMKax AUCLUNSIVUHbI

YPOBHN CHOPMUPOBAHHOCTN KOMMETEHLMIN

KOMMeTeHuusa He

MWHUMaIbHbIN cpeaHui BbICOKWI
copmmpoBaHa
OLeHKM ChOPMUPOBAHHOCTN KOMMNETEHLUI
He 3ayteHo 3ayTeHo
Xapakrepuctmka cpopMUpPOBAHHOCTI KOMMNETEHLIMN
KomneTteHumst B nonHon | 1. ChopMMPOBaHHOCTb KOMMETEHLIMM COOTBETCTBYET
Kog MNokasarenk mepe He MUHUMAarbHBIM TpeBoBaHUSIM. VIMEIOLLMXCA 3HAHUIA, YMEHNH, ®opmbl 1 cpepcTEa
WHaekc v HassaHue MHAvKaTopa WHaomkaTopbl OLeHnBaHNsA — chopmmpoBaHa. HaBbLIKOB B LIEIOM JOCTATOYHO AfISi PEeLUEHNs MPaKTUHeCcKnX KoHTponA
KoMneTeHuum [OCTUXKEHUIA KoMneTeHLuun 3HaHUsI, YMEHWUS, VIMEIOLNXCS 3HAHMIA, (NpocheccoHanbHbIX) 3aaav. (bOpMVIpOBaHIfH
koMneTeHunn HaBbIkN (BNAAGHUA) | yMeHWi 1 HABBIKOB 2. ChopMUPOBAHHOCTL KOMMETEHLMW B LIENIOM COOTBETCTBYET komneTeHun
HeJoCcTaTo4HO Ans TpeboBaHnaM. IMetowmxcs 3HaHUN, yMEHWUIN, HaBbIKOB U
peLleHnst NPaKTUYECKUX | MOTMBAaLMKM B LIEMOM AOCTaTOMHO AN peLleHnst CTaHAapTHbIX
(npodpeccrnoHanbHbIX) npakTn4yeckmx (MpodeccroHarnbHbIX) 3aday.
3agad 3. CchopMMpOBaAHHOCTE KOMMETEHLMM NMOSTHOCTLIO COOTBETCTBYET
TpeboBaHUAM. MimetoLmxcsa 3HaHUA, YMEHWIA, HaBbIKOB U
MOTVBaLMW B NOSHON Mepe AOCTaTOYHO ANs PELUEHUsI CIIOXKHbIX
npakTn4yeckmx (MpodeccroHarnbHbIX) 3a4ay.
Kputepumn oueHnsanus
3Haet He 3HaeT | 1. 3HaeT OCHOBblI [ENONPOM3BOACTBA, [N@BHbIE NPUHLMMbI
TeopeTuyeckme TeopeTuyeckMe OCHOBbI | OpraHu3auuyM [OKyMeHToobopoTa, mnyTaeTca B npaBunax
OCHOBBI AenonponsBoacTBa, 0POPMIEHNSA BHYTPEHHEN [OKYMEHTaLumn
[enonpou3BoaCTBa, NPUHUMNBI OpraHm3aumm | 2. 3HaeT TeopeTuyeckne OCHOBbI Aernonpon3BOACTBA, OCHOBHbIE
NPUHLMMBI AoKymeHTOOBOpOTA, NpYHLUMNBI [OKyMeHToobopoTa, npasuna odopmreHns
MonHora opraHusaumm npasuna odopMneHns | BHYTPEHHew AOKyMeHTaLum1
SHAHMI [OKyMeHTOoobopoTa, AOKyMeHTaL M npu | 3. B nonHoW Mepe 3HaeT TeopeTWYecKMe  OCHOBbI
npasvna B3aMMOAenCcTBIM C | AenonpousBoAcTBa, NpYHLUMNBGI opraHv3aumm
ochopmneHus COTpyAHVKaMn AoKymeHTOoObOpOTa, npaBuna oOpPMIIEHNs AOKYMeHTauun npu
OOKYMEeHTauuM — Npu | npeanpusTus B3aMMOZENCTBUM C COTPYAHUKAMU NpeanpuUsiTus
B3aMmMogencTsum ¢
VK-3 COTpyAHMKamu
npeanpusTus
Crocoben YmeerT ocywectsnsatb | He ymeeT | 1. Wcnonb3yeT AenoByo AOKyMEHTaLUMIO Npyu B3auMoAencTBumn ¢ TecTuposarie
OCYLLeCTBIATL U-dyics Zg;cﬁ“enkmsyoe OCyLLEeCTBNATb gorgy,qHMKaMM npeanpuaTAmn 5 MHAMBMAYaNbHOS
coLpanbHoe ofencTene  c 3Cb¢)eKTI/IB“HOe . YMeeT ocyllecTBNsTb B3aWMOAENCTBME C COTPYOHUKaMU U 3a7aHMe, BONPOCH! K
o COTpyAHMKamu B3aumopgelcTane C | napTHepamu NpeanpusTUS, UCNOSb3Ys AeNOBYH0 AOKYMEHTaLMIO.
B3aMmMogencTane n Hanunuve 3 B = 3a4eTy
DEANM30BLIBATE CBOIO YMEHMiA npeanpuATus W | coTpyaHuKamu . MoMHOV  Mepe yMeeT  OCyLIecTensTh adhheKTBHOE
napTHepamm npeanpusTus W | B3aUMOZEWCTBME C COTPYAHWKaMK NPeanpuaTUst U napTHepamu
porb B koMaHae nocpeacTsoMm napTHepamm NOCPeaCTBOM [EeNOoBOI AOKyMEHTaLMM
nenosou nocpeacTtsoM AenoBomn
[OKyMeHTauum [OKYMeHTauum
Bnageetr HaBbikamu | He Bnageer HaBblkamu | 1. [loBEepxXHOCTHO BnageeT HaBblkamy  OMOPMIEHUA ©
odpopmneHns n | ocopmneHus W | COCTaBneHusi  OOKYMEHTauuuM  NpeanpusaTusi ¢ Uenbto
Hannave COCTaBneHus COCTaBrneHus B3aMMOZENCTBUA C COTPYAHUKaMU
HABLIKOB [OKyMeHTauun [OKyMeHTauum 2. Xopolwo BnageeT HaBblkaMy OMOPMIEHUS W COCTaBMeHUs
(BnaneHme npeanpusaTus C | MPeanpuATUS C Lenbio | AOKYMEHTAUMM — NPeANpUATMS G Lenblo  OCYLlecTBIieHus
ONbITOM) Lenbto OCYLLIeCTBINEHNS B3aMMOZENCTBUSA C COTPYAHUKaMU
ocCyLLeCTBNeHust a3 eKTUBHOIO 3. CBobogHO BrageeT HaBblkamy OPOPMMEHUst U COCTaBleHUs!
3 HEKTUBHOIO B3aMMogencTeus C | HOKyMeHTaUuMu npeanpusiTUs C  LUenbilo  OCYLLECTBIIEHUs!
B3aMMOAENCTBUS € | COTpyAHVKaMu 3hheKTVBHOIO B3aMMOAENCTBUSI C COTPYAHUKaMK
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COTpyAHVKamu

3HaeT HopmaTuBHble | He 3HaeT HopmatuBHble | 1. 3HaeT OCHOBHble MpaBuna OgOPMMEHUS [OKYMEHTOB,
aKThl, aKTbl, pernameHTupylo- | METOOMKY OMOPMIIEHUS W COCTaBfeHWs  YrnpaBfieHYeCcKUX
pernameHTupyoLmne e npaevna | AOKYMEHTOB, WMeeT npeacTaBneHve o6 oduumanbHbiX 1
npasuna odopmneHus HeodMUManbHbIX MMCbMax
odopmMneHns AOKYMeHTOB, BuUabl W | 2. OpueHTUpyeTcs B HOPMATVBHbIX akTax, pernameHTUpYoLmnx
[OKYMeHTOB, BMAbl U | dopmbl, MeToauKy | mpasBuna  OpopMneHuss  [OKYMEHTOB,  3HaeT  MeToAuKy
MonHoTta dopmsl, MeToauKky | odopmneHuns n | oopmMneHns ynpasfieHYeCKUX AOKYMEHTOB, OuuUManbHbIX K
3HaHWUN odpopmMneHns N | cocTaBneHus HeoULMarnbHbIX MMCEM
cocTaBreHns yrnpaBrieH4ecKmx 3. B nonHon Mepe  3HaeT HOpMaTWBHbIE aKTbl,
ynpaBneH4YecKknx AOKYMEHTOB, pernameHTupyoLme npasuna oopMneHns AOKYMEHTOB, BUAbBI U
[OKYMEHTOB, ohrumanbHbIX n | opmbl, MeToauKY odopmMneHns " cocTaBneHus
odmumanbHbIX 1 | HeouuManbHbIX MMCEM | yrnpaBneHYecKnx 4OKYMEHTOB, oduumanbHbIX U HeoduLumanbHbIX
HeoduumanbHbIX nicem
YK-4 nmcem
Ymeet rpamotHo | He ymeetr rpamoTHO | 1. YmeeT odopMnATb [enoBble MMCbMa W HEKoTopble
CnocobeH COCTaBnNATb 1 | coctaBnATb W | ynpasneH4eckne JOKyMeHTbI npeanpusaTus
oCyLLecTBNATb odopMnATb ohopmMnATbL 2. YMeeT cocTaBnsTb ¥ 0popMnsAThb ynpasneH4yeckne JOKYMEHTbI
[EenoByto ynpaBrieH4yeckme ynpaBneHyeckne 1 JenoBsble MUCbMa NpeanpuATUsi, 3aTPYAHSAETCA B NMPUMEHEHNN TectuposaHue,
KOMMYHUKaLMIO B NO-3yk.4 OOKYMEHTbI, leNoBble | AOKYMEeHTbl, [eroBble | Ha NpakTuKe TeopeTU4eCcKUX OCHOB AEeNonpon3BoACTBa nHanBudyansHoe
YCTHOM N NUCbMEHHOM Hanuuvne nucbma nMcbMa  opraHusauuu, | 3. B nonHom mepe ymeeT rpaMoTHO COCTaBnsATb U OPopMnATL | 3adaHue, Bonpockl K
dopmax Ha YMeHuN opraHusaumm, NPUMEHSITb Ha NPaKTUKe | ynpaBneH4Yeckne AOKYMEHTbl, AernoBble NNCbMa OpraHu3auuu, 3avety
rocyaapcTseHHOM NPUMEHSTL Ha | TeopeTUM4Yeckne OCHOBbI | NMPUMEHSATb Ha npakTuke TeopeTuyeckune OCHOBbI
a3blke Poccuiickon npakTuke [AenonpoussoacTea AenonpounssoacTea
depepauum n TeopeTnyeckue
MHOCTpaHHOM(bIX) OCHOBBI
s13blke(ax) [enonpou3BoacTBa
Mmeet npaktuuyeckve | He nveet HaBblku | 1. T[lOBEPXHOCTHO BnageeT HaBblkaMU BeAeHWs OeNoBOW
HaBbIKM BeAeHVs | BeaeHus [enoson | nepenuckn, OMOPMIIEHNS W  COCTaBMEHUs  yrnpaBreH4Yeckux
[enoBon nepenuncku, | nepenucku, OOKYMEHTOB, oduumanbHbiX W HeoduuManbHbIX MNUCEM Ha
odopmneHns n | ocopmnenuns N | rocyaapCTBEHHOM Si3blke
Hanuuvne cocTaBneHus cocTaBneHus 2. Xopowlo BnageeT HaBblkaMW BeOEHWs [efloBON MNepenucku,
HaBbIKOB ynpaBneH4Yeckux ynpasreH4YecKnX O(POPMIMEHUsT U COCTaBMNEHWUA YNPaBrEeHYECKUX [OKYMEHTOB,
(Bnagexve [OKYMEHTOB, [OKYMEHTOB, omumanbHbIX M HeodUUManbHbIX MMCEM Ha roCyAapCTBEHHOM
OMbITOM) omumanbHbIX n | ocuumanbHbIX n | A3blke
HeoduumanbHbIX HeoduumaneHbix Nncem | 3. CBobOAHO BnNageeT HaBblkaMW BEAEHWS 4enOBON Nepenmncku,
nicem Ha | HAa  rocyAapCTBEHHOM | OOPMMEHUss N COCTaBMEHUS YNPaBrEHYECKUX [JOKYMEHTOB,
rocyfapCTBEHHOM A3bIKe ohuumanbHbIX M HeodULManbHbIX MMCEM Ha rocyAapCTBEHHOM
A3bIKE A3bIKe
3Haet OCHOBbI | He  3HaeT  ocHOBbl | 1. 3HaeT npaBuna popMMpoBaHUS XPaHEHUS 1 UCMONb30BaHUSA
MK-1 OOKYMEHTALMOHHOIO | JOKYMEHTAUMOHHOIO U | JOKYMEHTOB, OCHOBHbIE JOKYMEHTbI CUCTEMbI YNpaBreHus
7] WNH(OPMALMOHHOIO 2. OpuveHTupyeTcs B OCHOBax [AOKYMEHTAUMOHHOIO U
Cnoco6eH MHOPMaLMOHHOIro obecneyeHusi B | MHopMaUMOHHOro obecrneyeHnss B CUCTEME YyMpaBlieHUs,
aHanu3nposaTtb, obecneyeHus B | cMCTemMe ynpaerneHus, | 3HaeT npasuna popMMpoBaHUS, XPaHEHUS U UCMONb30BaHNS TecTupoBaHue,
0060CHOBbLIBATL 1 na-2nk1 MonHoTa cucrteme npasuna [OKYMEHTOB MHOuBMAyansHoe
BbIOMpaTb 3HaHU ynpasneHus, dopmmnpoBaHus, 3. B nomnHoi Mepe 3HaeT OCHOBblI [OKYMEHTaLMOHHOIO W | 3ajaHue, Bonpockl K
ynpasrneH4yeckue npasuna XpaHeHus M | MHCpOPMaUMOHHOTO obecneyeHuss B CUCTEME YMNpaBreHUs, 3avety
pelueHua Ha ocHose ¢opmMmpoBaHus, MCMOosib30BaHUA npasuna OPMUPOBaHUSA, XpPaHEHUs W  UCMONb30BaHNUS
paspaboTaHHbIX Af1s XpaHeHus MU | OOKyMEHTOB OOKYMEHTOB
HUX LieneBbIX MCnosib3oBaHnA
nokasarenen [OKYMEHTOB
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Ymeet He ymeeT | 1. YMeeT knaccucduumpoBaTb [OOKYMEHTaUMO Npeanpusatus,
aHanuaMpoBaTb M | aHanusupoBaTb M | XpaHUTb 1 UCMOMb30BaTb JOKYMEHTbI HA KOMMbIOTEPE.
KnaccudguumpoBaTtb | KnaccuduumposaTtb 2. YmeeT knaccucuumpoBatb OOKYMEHTaLMIO Npeanpustus,
OOKYMeHTaumo OOKYMeHTauuio Mcnonb3oBaThb nporpaMmmHoe obecneyeHne ans
npeaonpuaTus, npeanpusTus, OpMMPOBaHNS, XPAHEHNS N UCNOMb30BaHUA OOKYMEHTOB B
MCcnonb3oBaTb Mcnonb3oBaThb Lensax cucremaTtunsauumn nHdopmauum
Harmane nporpaMmmHoe nporpaMmmHoe 3. B nornHomn Mepe ymeet aHanMaupoBaTtb 7]
yMEHWiA obecriedyeHne ans | obecneyeHve ana | Kknaccuduumposatb OOKYMeHTaumio npeanpusTus,
opmMmpoBaHus, dopmMmpoBaHus, Mcnonb3oBaThb nporpaMmmHoe obecneyeHne ans
XpaHeHus N | XpaHeHus 1 | dopMMpPOBaHKSA, XpaHEHMS U UCMOMb30BaHUSA LOKYMEHTOB B
MCNONb30BaHUs MCMNOSb30BaHUs Lensax cucremaTtusauumn nHdopmauum
[OKYMEHTOB B | AOKYMEHTOB B LenNsx
uensx cuctemaTtusaumm
cuctemaTusaumm MHopmaLunn
MHpopmauum
BrnageeTt HaBblkamu | He Bnageet HaBblkamu | 1. BnageeT HaBbikamy COCTaBEHNS OTYETHOCTU M 0POPMIIEHNS
aHanu3za 6onbLloro aHanu3a 6onbLUoro aHanuUTU4eCKnx pesynbTaTtoB C MUCMONb3oBaHMEM MporpamMmmMHOro
obbema obbema [OKYMEHTOB obGecneyeHus
[IOKYMEHTOB opraHusauum, 2. BnageeT HaBblkaMy aHanu3a OOKYMEHTOB OpraHusauuu,
opraHusaLum, cocTaBneHus COCTaBfIEHUSI OTYETHOCTU, OMOPMIIEHUST aHaANUTUYECKUX
Hanuune COCTaBneHus! OTHYETHOCTH, pesynbLTaToB c MCMOb30BaHUEM NPOrpaMMHOro
(; J? : ;:(Sfle OTYETHOCTY, ocopmneHust obecneyeHus
onbiTom) odhopmreHus aHanNUTUYECKNX 3. CBoboaHO BnageeT HaBblkamy aHanmM3a OonbLioro oobema
aHanUTUYeCKNX pe3ynLTaTos ¢ OOKYMEHTOB  OpraHusauumn,  COCTaBfEeHUs  OTYETHOCTH,
pesynbTtaToB c | ncnonb3oBaHuem OCbOpMI'IeHI/Iﬂ aHannTn4yecknx pe3ynbTaTtoB C
NCnosrb30oBaHMEM nporpaMmmMHoOro ncnonb3oBaHMeM nNporpaMmmHoOro obecneyeHns
NpoOrpaMmHoro obecneyeHus
obecneyeHus
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YACTb 3 MeTtoauuyeckue maTepuanbi, onpeaensiolume npoueaypbl oLueHUBaHUA 3HAHUW, YMEHUN,
HaBbIKOB, XapaKTepu3yroLwmx 3Tanbl (pOpMMpPOBaHUA KOMMNETEHLIMI

TunoBble KOHTPOSbHbIE 3aAaHUA, HeOOXoAUMbIe NSl OLEHKN 3HAaHUNA, YMEHUN, HaBbLIKOB

3.1. CPEACTBA AnAa nHanBmnayAJIIM3ALUN BbINOJIHEHUA,
KOHTPOJIA ®PUKCUPOBAHHbIX BUOOB BAPC

3.1.1 PekomeHpauuu no BbINOSIHEHMIO UHOUBUAYANbLHOrO 3aAaHusA

YyeGHble uenu, Ha AOCTUXEHUE KOTOPbIX OPUEHTMPOBAHO BbIMOSMIHEHUE 3afaHUA: MonyyYnuTb
LernocTtHoe npeacTaBrnieHne 06  OCHOBHbIX  COBPEMEHHBLIX  HampaBneHusaX W MHCTPYMEeHTax
[OKYMEHTaLMOHHOTO MpoLecca yrnpaBreHYeckon OeATenbHOCTM, HayduTbCA OOPMAATL YrpaBreHYeckyto
[AOKYMEHTaLMIO.

YuyeGHble 3aAayu, KOTopble AOJKHbI ObITh peleHbl 06y4YaloWMMCA B paMKax BbINONIHEHUA
MHAMBUAYaNbHOro 3aAaHus:

— [OeTanbHOe paccMOTpeHue Hanbonee akTyarnbHbIX NPoGneM AOKYMEHTUPOBaHNUS,

—  ¢hopMupoBaHmMe 1 oTpaboTka HAaBbIKOB NPAKTUYECKOro 0GOPMIIEHNS JOKYMEHTOB OpraHn3aumu;
COBEPLLEHCTBOBAHNE B W3MOXEHWUN CBOWX MbICIEN, KPUTUKU, CaMOCTOSTENbHOrO MOCTPOEHMSI CTPYKTYPbI
paboTbl, MOCTAaHOBKM 3ajady, PacKpbiTUE OCHOBHbLIX BOMPOCOB, YMeHWe CopMynUpoBaTb foruyeckue
BbIBOAb! U NPeariokeHus.

NHavBmnayanbHoe 3agaHne COCTOUT M3 ABYX YacTel: TeOpeTMYEcKOM U NMpaKTUYECKOMN.

B nepeoll 4acmu cnedyem Odamb omeembli Ha 4Yembipe MmeopemuYyecKux eorpoca,
Onsi N10020MOBKU K KOMOPbIM He06xo0umMo u3ly4yumsb MpueedeHHY0 8 MemoOUYeCKUX yKa3aHUsiX
numepamypy. OnucaHue meopemu4yecko20 Mamepuasia @8bINoJIHAemcss Mo O0OHOMy U3
npeonoXeHHbIX eapuaHmMoe 8 3aeUcUMOCIU Om Ha4dasibHolU 6yKebl ¢hamunuuu HoMepa 3a4emHou
KHWXKu cmyodeHma. llepeyeHb eapuaHmoe ebidaemcsi cmyOeHmaM e Ha4dasne 3aHsmul. BapuaHm
eblbupaemcsi cmyGeHmMOM U 3aKpernssiemcsi 3a HUM rocJjie coasiacoeaHusi ¢ npenodasamesnem. lpu
JN1106bIX 3ampyOHeHUsIX, KacaroWwUuxcsi 80MpPocos, CB8si3aHHbIX C 8bIMOJIHeHUeM, cmydeHmbI Mo2ym
obpawambcsi 3a KOHCynbmauusiMu K nperiodagamento. BbinonHsas nucbMeHHyro pabomy,
Heo6xo0uMO MoKaszamb YMeHUEe SICHO, YemKO UJI02UYHO U3Jjlazamb YC8O0EeHHbIU Mamepuarl.

HavanbHas 6yksa damunum MocnepHas undpa Ne 3a4eTHON KHNXKKM CTyaeHTa
cTyAeHTa o] 2] 2] 3] 4] 5] 6] 7 ]38 | 9
Ne BapmaHTa KOHTPOJSbHOW paboTbl
AP 1 2 3 4 5 6 7 8 9 10
b, C 2 3 4 5 6 7 8 9 10 11
B, T 3 4 5 6 7 8 9 10 11 12
r,Yy 4 5 6 7 8 9 10 11 12 13
Ao 5 6 7 8 9 10 11 12 | 13 14
E, X 6 7 8 9 10 11 12 13 14 1
XK U 7 8 9 10 11 | 12 13 14 | 1 2
3,4 8 9 10 11 12 13 14 1 2 3
" w 9 10 11 12 13 14 1 2 3 4
K, W 10 11 12 13 14 1 2 3 4 5
9 11 12 13 14 1 2 3 4 5 6
M, 1O 12 13 14 1 2 3 4 5 6 7
H, A 13 14 1 2 3 4 5 6 7 8
o, n 14 1 2 3 4 5 6 7 8 9

Omeembl Ha eonpPochkl O0/MKHbI 6bIMb MOYHLIMU U O0JIKHBLI codepXXamb:

- no nepBoMy 1 BTOPOMY BONpPOCaM — TEOPETUYECKOE ONUCaHUE 3a4aHHON TEMBI;

- no TpeTbeMy BOMPOCY — Hapsidy C TEOPETUYECKUM OMMCaHUEM PEKBU3UTOB MpUMEpPbl KX
ocopmnenmns cornacHo FOCT P 7.0.97 - 2016;

- Nno YeTBEPTOMY BOMPOCY — TEOPETUYECKOE ONUCaHNE JOKYMEHTa, METOAMKA ero COCTaBMneHus
n odopmnennsa, n obasatenbHO KOHKpEeTHbIM npumep. Bce HepocTawwme peksusuTbl (HasBaHue
opranmsaumn, ®.N.0. HeobxoauMmbix pabOTHMKOB, TEKCT AOKYMEHTa, AOIDKHOCTM W Ap.) BblbupailoTcs
CTYLEHTaMy CaMOCTOSITENbHO.
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Bmopasi yacmb — npakmu4veckasi — 6 Hel Heob6xodumo npedcmasumb coOcMmaesieHHbIe
doKymeHmMbI. CmydeHmam 3a04YHoU ¢hopMbl 06yYeHUsT ee MOXXHO 8bINOJIHUMbL Ha Mamepuasax mou
op2aHu3ayuu unu cmpykmypHo20 nodpa3desieHusi, 8 kKomopol (poM) el pabomaeme.

Ansa ebinonHeHus1 npakmuYyeckol Yacmu Heo6xodumMo o 3adaHuto cocmasumes GOKyMeHmMbI
8 coomeemcmeuu ¢ npedbsiesiseMbIM K HUM mpe6ogaHusM. lpu ebinonHeHuu 3adaHull Kaxobil
JdoKyMeHm cocmaesnisiemcsi omdesibHO Ha O6ymaze ¢popmama A4 c cobnwdeHuem npaesun
oghopmsieHuss pekeusumoe u nosnel OokymeHma. Bce Hedocmarowjue pekeusumbl (Ha3eaHue
opezaHu3ayuu, ghamusnusi pykosooumerssi, ambl, 03MOXHble IMPUJIOKEHUS U M.MN.) yKa3blearomcs
camocmosimesibHO.

lpumepHble eapuaHmbl OJisl 8bINOJIHEHUSI meopemuyeckol 4Yacmu uHOueudyasrlbHO20
3adaHust.

Bapuarm 1

1.  BoO3HUKHOBEHME M UCTOpKSA pa3BuUTUS denonponssodcTtea B Poccum.

2. Topsipok dhopmmnpoBaHMs Aen B opraHnsauum

3. [HaiTe NONHyl0 xapakTepuCTUKy CreayloLwmM peKBU3NTaM:

— Tepb (FocymapctBeHHbin repd Poccuiickon depepaumn, Fepbd cybbekta Poccuiickon
®epnepaumn, Nepb(repanban4ecknin 3Hak) MyHULMNaNLHOro obpasoBaHus);

— PeructpaumMoHHbIi HOMEp OOKYMEHTa;

— BM3a.

4. MeTtoanka cocTtaBneHus u odopmneHns pestome. Buabl pestome. CocTaBbTe KOHKPETHbLIN
npumep - CBOe pestoMe.

BapuaHm 2

1. OcHoBHble NoOHATMA genonponssoacTea. Knaccudurkaumst LOKYMEHTOB.

2.  O6wume TpeboBaHua k popmmpoBaHmto gen. Cuctematmsaums JOKYMEHTOB B Aerne.

3. [aiiTe NOnHyto xapakTepuUCTUKY CneayowmmM pekBusnTam:

— Owmbnewma;
— Ccbinika Ha permcTpaumoHHbI HOMepP U AaTy NOCTYMNUBLUETO AOKYMEHTA;
—  Moanwucs.

4. MeTtoguka cocTtaBneHus u oopmIeHns NpuKkasoB MO OCHOBHOW AesitenbHocTu. CocTaBbTe

KOHKPETHbIN npumep.

lNpumepHbie 3a0aHus1 05151 8 bIMNOJSIHEHUST NPakmu4veckol Yyacmu UHOuUeudyasibHO20 3a0aHUst.

lMpakmuyeckoe 3adaHue 1. Memoduka cocmaenieHus u oghopMrieHuUs 3aseneHul

TeopeTuyeckne NosiCHEHUs

3asieneHue - dokymeHm, codepxauwjuli npocbOy unu npedsioxeHue 0OHO20 UJTU HECKOJIbKUX
nuy, adpecosaHHbIlU pykoeooumesito usiu 0O/HKHOCMHOMY JIuyy opa2aHu3ayuu.

Mo copepxaHuio 3asiBNEHUS MOTYT ObiTb CNY>KEOHbIMM 1 NMYHbIMKU. CnyxebHble coCTaBnsATCS OT
UMEHW [OMMKHOCTHBIX MWL, NWYHbIE - OT UMEHMW rpaxaaH. Jlloboe 3asiBneHue CcoCToUT U3 CrefyroLlimx
PEeKBM3UTOB: aapecaT, cBefeHusi 06 agpecaHTe (B cnyxebHoM - nogpasgeneHve, cryxba), HanmeHoBaHue
BMOA [OKYMEHTa, fdaTta, TeKCT, OTMETKa O Hanuyiuu MpUIoXeHWs, NoAnuCb, Pe3oniouus, OTMeTKa O
cornacoBaHun, oTMeTka OO0 WCMOMHEeHWW OOKYMEHTa WM HanpaBneHun ero B Aeno. [aHHble pekBM3uUThI
odhopmnstoTea cornacHo TOCT P 7.0.97 -2016.

3adaHue.

1. CocraBbTe 3asiBieHMe C NpocbbON MPUHATL Ha [AOMKHOCTb MOCNE OKOHYaHUS BbICLLErO
y4ebHoro 3aBefeHus. [laHHoe 3asiBneHne SBRSeTCs NMMYHbIM U MULLIEeTCS OT rpaXxaaHuHa.

B 3asiesieHuu ykazamb: KOHKpPemHyr OOJ/DKHOCMBb U omdesi, 8 KOMOPOM 8bl xomume
pabomamb; damy, ¢ komopolU xomenu 6bl npucmynumbe k pabome; y4e6Hoe 3asedeHue Komopoe
OKOHYUJIU U NMPUCBOEHHYI0 KeaslughuKayuio.

lMocnedyrouwue 3asienieHUs1 — cnyxebHble u nuwymcsi om G0JDKHOCMHOR20 Jluya.

2. CoctaBbTe 3asBneHne ¢ NpocbboM 0 NpefoCTaBNEHNN adMUHUCTPATUBHOIO (akageMU4ecKoro,
o4epenHoro, BHEOYEPELHOro — NMobon Ha BbIOOP) oTnycka. YKaXuTe NpuurHy, NPUIOXKEHNE K 3asBNEHUNIO U
HeOoCTaloLMe PEKBU3UTI.

3. CocraBbTe 3asiBieHNe ¢ Npocbboi NpeaocTaBUTb KOMaHAMPOBKY. YKaXnTe MecTo, CPOK U Lienb
KOMaHOUPOBKM, a Takke BCe HeJOCTaloLLMe PEKBUSUTLI.

4. CocTaBbTe 3asiBneHne ¢ NpocbOon M3MEHUTb rpadhmk OTnycka. YKaxuTe nepuog oTnycka no
rpadMky M HYXHbIA BaM, a Takke MpPUYMHY, MO KOTOPOM HEOOXOAMMO M3MEHUTb rpadmk otnycka u
HeAoCTalLmMe PEKBUSUTLI.

5. CocTaBbTe 3asiBreHne ¢ Npocbboi 06 yBoNbHEHUW. YKaxuTe 4aTy U NpUYnHY YBOSbHEHWS,

a Takke HeOoCTalLMe PEKBUSUTI.

lMpakmuyeckoe 3adaHue 2. Memoduka cocmasrieHus1 U 0QhOPMITEHUST XapaKkmepucmuKu, pe3tome,
asmobuoepachuu.
Pesiome.
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Pe3rome - dokymeHm, codepxawiuli nUucbMeHHoe U3J10XKeHue ceedeHuli o6 obpa3oeaHuu u
npogheccuoHanlbHOM ofnbime, HanucaHHbIU 8 06PamMHOM XPOHOJI02UYECKOM MopsioKe.

B pe3tome codepxxumcsi kpamkasi uHghopmauyusi o cebe, cocmaesieHHasi npemeHOeHMoM Ha
eakaHmHoe mecmo. B kakoli-mo mepe OaHHbIU GOKYMeHm no3eoJisiem pykoeodcmey opa2aHu3ayuu
npedeapumesisHO O3HaKOMUMbCSI C couckamenssMu C meM, 4mob6bi npu HernocpedcmeeHHOM
KOHmMakme ocmaHo8umbCcsi Ha 0OHOM U3 Hux. [1o codepxxaHuro pe3rome Moxem 6bimb KpamKuMm U
NonHbIM (MOOPO6HBLIM).

3apgaHue.

Cocmaebme om ceoe20 UMeHU pe3toMe (Kpamkoe usiu nosiHoe) Ossi npuema Ha pabomy.

Cocmaebme aemobuozpadpuro.

Cocmaebme  ciyxeb6HYyl0  xapakmepucmuKy Ha Kosuleey no pabome, unu
HernocpedcmeeHHO20 pykoeodumerisi, uslu ce0e20 NOGYUHEeHHO20 U m.n.

lNpakmuueckoe 3adaHue 7. Memoduka cocmasseHusi U 0¢bopMIeHUsT MPUKa308 o IUYHOMY

cocmasy

Mpuka3bl denssimcs Ha dea OCHOBHbLIX euda: Mo MepcoHasly opa2aHu3ayuu U MO OCHOBHOU
dessimesnibHocmu. [Ipuka3bl, cesi3aHHble C MepcoHasloM op2aHu3ayuu, nodpasdenssromcsi Ha dee
2pynnbl: Kadpoeble U Mo JIUYHOMY cocmasy

3apaHme: Cocmaebme npuka3s(bi) N0 3asieJIeHUSIM, HanucaHHbLIM MPU 8bINOJIHEeHUs1 3a0aHusl
1.

lpakmuueckoe 3adaHue 9. Memoduka cocmasseHusi U oghopmieHuUs1 0es08bIX nucem

1. CamocmosimesibHO u3y4umb OCHOBHbIe NMOHSIMUS U fpasuJsla cocmasJsieHusi sudoe nucem,
ucnonb3ysi meopemu4ecKuli Mamepuasi u3 ceob600HbIX ucmoyHukoe (Bubnuomeka, uHmepHem-
UCMOYHUKU)

2. OhopmMumspb nucbMa.

3apnaHue.

1. Cocmaebme nuUCbMO MOP208OMY MapmHepy eawel ope2aHu3ayuu O coeJlacuu Ha
80306H08JIEHUE 10CMasoK.

2. Cocmaebme nucbMoO-npemeH3uro o 3adep)kke Mocmasku mpex Komrsiekmoe mebesnu.

lMpu ebinonHeHuu 3adaHusi donosIHUMesbHbIe ycyioeusi U Hedocmaruwjue pekeusumsl
yKaxume camocmosimesibHO.

TpeboBaHuA K ohopMIeHMI0 MHAUBUAYaNbHOIO 3af4aHus

Cmpykmypa uHoueudyasibHO20 3a0aHusi:

TUTYNbHBLIN NNCT.

OrnaBneHue (nNnaH, cogepxaHue).

BeepneHue.

1. TeopeTnyeckasn YyacTb MHOMBUAYANbHOMO 3a4aHNa

1.1. (nonHoe Ha3BaHWe Bonpoca);

1.2. (nonHoe Ha3BaHWe Bonpoca);

1.3. (nonHoe Ha3BaHWe Bonpoca);

1.4. (nonHoe Ha3BaHWe Bonpoca). >

2 lMpakTnyeckas YacTb UHAMBUAYANBHOIO 3a4aHuWs OcHoBHas YacTb

2.1. (Ha3BaHMe OOKYMEHTA);

2.2. (Ha3BaHWe JOKyMeHTa) u T.A4. )

3aknioveHne (Mnv BoiBOAbI).

Cnuncok ncnonb3oBaHHON NuTepaTypbl.

[MpunoxeHus (N0 yCMOTPeHUIO aBTopa).

TumynbHbIlU nucm 3anonHseTcs no eanHon gopme (MpunoxeHue 1).

OznaessieHue (NnNaH, cofepXaHue) BKMAYaeT HasBaHUA BCex pasfenoB (MYHKTOB MriaHa)
MHAMBMAYanbHOrO 3aA4aHusl U HoMepa CTpaHuL, YKa3blBaloLLMe Havyano aTux pa3aenos B TEKCTE.

BeedeHue. B aTtoii 4yacTu 0OOCHOBbIBAEeTCH akTyanbHOCTb paboTbl, (POPMYNMPYOTCA Lennm u
OCHOBHble BOMPOCHI, KOTOpble MNpeanonaraeTcs packpbiTb, YKa3blBAOTCA WCMNOMb3yeMble Matepuarnbi.
O6beMm BBeAEHUS HE JOIMKEH NpeBbiwaTth 1-1,5 cTpaHuupl.

OcHogHasi Yacmb VHAVBNOYanNbHOrO 3afaHnst COCTOUT U3 ABYX YacTen. 34ecb 4OCTaTOYHO MOJSHO
M NIOrMYHO U3NaraklTCa OTBETHI HA TEOpPEeTUYECKME BONPOCHI.

ABTOp [OMmKeH cneantb 3a TeMm, 4YTOObl W3NOXeHue mMaTepuana TOYHO COOTBETCTBOBAmNO
nocTaBneHHbIM Bonpocam. Matepuan pekomeHayeTcs usnaraTe CBOMMU ClIOBaMu, HE AONyckas AOCIOBHOIo
nepenuncbiBaHna U3 nNMTepaTypHbIX UCTOYHMKOB. B TekcTe obs3aTenbHbl CCbINKM HAa MEPBOUCTOYHMKM, T.€. Ha
TeX aBTOPOB, Y KOTOPbIX B3AT AaHHbIN MaTepuan B Buae MbICnu, uaeu, BbiBoaa, Tabnuuy, unnoctpauui v np.

Pabota gomkHa ObiTb HanucaHa rpamMoTHbBIM NMTepaTypHbIM A3blkoM. CokpalleHne CroB B TeKCTe
He gonyckaeTcs, Kpome 06LLEen3BeCTHbIX COKpalleHun 1 abbpeBuatypsbi.
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3aknroyeHue (BbiBoabl). B aTom yactn ob6obLiaeTcsi M3MOXEHHbI B OCHOBHOM YacTu maTtepwuan,
dopmynupytoTcs obLme BbIBOAbI, YKa3blBA€TCs, YTO HOBOrO NMYHO Ansd cebs BbiHEC aBTOp U3 paboTbl.
3akntoyeHre no 06bEMy He JOIDKHO npeBbiwaTth 1,5-2 cTpaHuu,.

lMpunoxerust MoryT BKIoYaTb rpadukn, Tabnuupl, pacyetbl. OHWM OOMKHbI MMETb BHYTPEHHIOK
(coBCTBEHHY0) HYMEpaLUMIO CTPaHULL.

Bubnuoepachusi (cnMcok nuTepaTypbl) 3AECb YKa3blBAETCA peanbHO WCMonb3oBaHHas Ans
HanucaHusa paboTel NUTepaTtypa, Nnepnoanveckme U3gaHnsa 1 ANEeKTPOHHbIE NCTOYHUKN nHdopmaumn. Cnncok
COCTaBMnseTCs cornacHo npasunam 6ubnuorpadnyeckoro onucaHus.

TpeboeaHust k oghopmsieHUr0 uHOUBUAyasibHO20 3a0aHusl.

PaboTa npeacrtaensietca B copowtopoBaHHOM Buae, B dopmate A4. OHa gomkHa ObiTb HanevataHa
yepes3 1,5 mMexaycTpoyHOro uHtepsana. MaTepuanbl NpegocTaBnATCA B pacnevataHHoOM Buae. TekcT
HabupaeTcs B TekctoBoM pegaktope Microsoft Word. MNapameTpbl gokymeHTa:

— pa3mep bymarn — A4 (210x297);

— Nons: BepxHee, NeBoe, HMKHEE — HEe MeHee 2 CM, NMpaBoe — He MeHee 1 cM;

— wpudTt — Times New Roman;

— BbICOTa LWpUdTa OCHOBHOIO TekcTa — 14 Kernb;

— OpUEHTaUUS — KHWDKHaS;

— BblpaBHMBaHMWE — MO LUNPUHE;

— absauHbin otctyn — 1 cMm.

Homep cTpaHuubl CTaBWTCA B MpaBoOM BepxHeMm yrny apabckumu umdpamm 6e3 kakmx-rnmbo
obpamneHun M TOYKW. TUTYNbHBIA NUCT SABMASETCS MNEPBOM CTpaHuuen paboTbl, HO HEe HymepyeTcs.
Unnioctpauun n Tabnuubl, pacnofioXeHHble Ha OTAEeNbHbIX NMCTax, BKMNHOYAT B 0Oy Hymepauuio
cTpaHuu,

3aronoBku anemMeHToB paboTbl cnefyeT pacnonarate B cepefuHe CTPokM 6e3 TOYKM B KOHUE, He
nogyepkuBas.

Kaxgbin pasgen paboTbl cnegyeT HauMHaTb C HOBOro nMcTa. 3arofioBkW NoApasferioB U MyHKTOB
cnepyeT pacnonarate ¢ absauHoro oTcTyna, 6e3 Toukm B KoHUe. Ecnn 3aronoBok BKIOYAET HECKOSBKO
NpeanoXeHn, ux pasgensioT ToYKamu.

Mpoueaypa oueHnBaHus

Mo nToram BbINOMHEHUS UHAMBUAYANbHOrO 3adaHus npenogasatenb aTTecTyeT (MnNu He aTTecTyeT)
obyyaroLerocs, Cnonb3ys NPUBEeLEHHbIE HKE KPUTEPUUN OLIEHKN

— CooTBeTcTBME COAepXKaHUA MHAMBUAYANbHOrO 3a4aHns ero BapuaHTy

— [TlonHoTa n rnybuHa packpbiTUS TEOPETUYECKOW YacTu

— [MpaBunbHOCTL OPOPMNEHNS U COCTABMNEHUSA JOKYMEHTOB MNP BbINOSTHEHUN NMPaKTUYECKOW YacTn

— CrteneHb caMOCTOATENBHOCTU CTYAEHTa MpWU NMOArOTOBKE

— CrteneHb cobnofeHnsa ctygeHTom obwmnx TpeboBaHumn Kk oopMeHnto paboTel, kK opopmeHnto
CnucKa MCTOYHUKOB MHAOPMAaLIMK, UCMOSb30BAHHbIX MPWU BbIMOMHEHUW MHOANBUAYAINLHOIO 3aaHns

— YpoBeHb MOHMMaHWS CTYOEHTOM OTPaXXeHHOro B WHAMBWAYyanbHOM 3ajaHuu maTepuana,
NposiBMIEHHBIN Npy cobeceqoBaHWM

LWWKAJTA U KPUTEPUN OLUIEHUBAHUA

- OLEHKa «3a4TeHO» BbiCTaBnseTca obyyarlolemycs, ecrnm BONpoChbl TEOPETUYECKON 4acTu
packpbITbl, NPaBUIIbHO OMOPMIIEHbI M COCTaBMEHbl AOKYMEHTbl MPaKTUYEeCKOW 4YacTu oT4yeTa, BO BpPeMSs
cobecenoBaHNsi CTYAEHT MpPaBWbHO OTBETUIT HA 3afaHHble BOMPOCHI, MOXET BbiCKa3aTb COOCTBEHHYH
TOYKY 3peHust Ha 06cyxaaeMyo Npobnemy, 4EMOHCTPMPYET CNOCOOHOCTL apryMeHTMpOoBaTh AOKa3biBaeMble
MONOXEHNS U BbIBOAbI, 3HAHWUS HOPMATUBHBIX UCTOYHMKOB A1 0POPMIIEHMS OOKYMEHTaLMM.

- OLEHKa «HE 3a4TeHO» BbICTABMSETCS, ECNU BOMNPOCHI TEOPETUYECKON YAaCTU HE PaCKpbIThbI,
OOKYMEHTbI NMPakTUYECKON 4YacTu MHAMBUAYANbHOrO 3aJaHust HENPaBUIIbHO 0GPOPMIIEHBLI N COCTaBIEHbI, BO
Bpems cobecegoBaHus oOOyyaloWMNCA He NpPaBUIbHO OTBETMIT Ha 3afaHHble BOMPOCHI, He cnocobeH
JOoKasaTb U apryMeHTMpoBaTb COOCTBEHHYO TOYKY 3PEHMS MO BOMPOCY, HE 3HAET HOPMATUBHbBIX MCTOYHUKOB
Ona opopMneHns JOKyMeHTaLUuu.

3.2.1 MNepeyeHb TeM AnNs CaMOCTOATENLHOIO U3y4YeHuUs

Tema B cocTaBe pasagena/
Howmep PacyeTtHas dopma TekyLuero
BOMPOC B COCTaBe TEMbI pa3gena,
pasgena TPYAOEMKOCTb, KOHTpOns
BbIHECEHHbIE
ONCUMNINHBI yac. no Teme
Ha CaMOCTOSITENbHOE U3yYeHue
1 2 3 4
OuyHas popma obyyeHus
2 [enonpon3BoacTBO Ha KOMMbOTEPE 2
TecTnpoBaHue
2 KoHduaeHumaneHoe 0enonpon3soacTBO
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FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKOM

7,9
JokymeHTauun. TpeGoBaHUs K 0pOPMIIEHUIO JOKYMEHTOB

OCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
UHpopMauum, 6BubnuoTeyHoMy U usgaTenbckomy Aeny. 6
Bubnuorpaduyeckas 3anuce. Bubnuorpaduryeckoe
onucanune. ObLme TpeboBaHNA 1 NpaBuia COCTaBNeHNs

7,9

OyHo-3a04Has hopma 06yyeHus

MpeameT, uenb 1 3agayv JOKYMEHTUPOBaHUS
ynpaBneHYeckom esiTeNbHOCTU 2

[okymeHTaLMoHHOEe U MHpOPMaLNOHHOE obecneveHne B
CuUcTemMe ynpasJieHnd

2 [lenonpounsBoacTBO Ha KOMMbIOTEPE

2 KoHtmaeHumansHoe Aenonpor3BoacTBO 2 TecTuposatme

FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKOM

7,9
JokymeHTauun. TpeGoBaHUs K 0pOPMIIEHUIO JOKYMEHTOB 6

OCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
UHpopMauum, BubnuoTeyHoMy U usgaTenbckomy Aeny.
Bubnuorpaduyeckas 3anuce. Bubnuorpaduryeckoe
onucaHue. O6wue TpeboBaHNA 1 NpaBuia CoCTaBNeHNs 6

7,9

3aoyHas chopma obyyeHus

Mpeamer, Lenb 1 3agaym OKYMEHTUPOBAHUS YNpaBneHYeCcKon
0eaTenbHOCTH 2

[okymeHTaunoHHoe 1 nHpopmaumnoHHoe obecneyeHne B
cucTteme ynpaesneHus

ﬂe]’lOﬂpOVBBOﬂ,CTBO Ha KOMMNblOTEPE

HomeHknaTypa aen TecTupoBaHue

2
2
2 KoHduaeHumansHoe 4enonpon3BoicTBO
5
6

NN NN N

dopmurpoBaHue Aen, X XpaHeHUe U UCMONb30BaHMe

FOCT P 2.105-2019 EpguHas cucTtemMa KOHCTPYKTOPCKOM
AokymeHTaumun. TpeboBaHusi K 0DOpPMIIEHUI0 JOKYMEHTOB 6

[OCT P 7.0.100-2018 Cucrtema ctaHgapToB No MHopmaumu,
6ubnuotevyHoMy M usgatenbckoMy geny. bubnuorpaduyeckas
3anucbk. brubnuorpadumyeckoe onucanme. Obme TpebosaHusa n
npaBuna cocTaBreHns 8

8 COBpeMeHHOB nenosoe nN1McbmMo 4

Anroputm caMoOCTOATENILHOIO U3Y4YeHUA TeM:
5) 03HaKOMUTLCS C PEKOMEHOO0BaHHOW y4eOHOWM NMTEpaTypon MU 3NEKTPOHHLIMU pecypcamm Mo
Teme, C HOPMaTMUBHO-NPAaBOBbLIMU akTaMy (OPUEHTUPYHACH Ha BOMPOCH! ANsi CAMOKOHTPONS);
6) Ha 3TOW OCHOBE COCTaBUTb Pa3BEPHYTLIN NIlaH U3NOXEHUS TEMbI;
7 npopaboTtaTe MaTepuarn;
8) BbIMOMHUTb peLleHne TeCTOBbIX 3aJaHuUMN.

LLkana n KpuTepumn oueHUBaHUA
CaMOCTOSATENbHOro U3y4eHUA TeMbl
- OUeHKa «omiu4YHO» BbICTaBnsieTcs obyvatowemycs, ecnv nonyvyeHo Gonee 85% npaBUmbHbIX
OTBETOB.
- OUEHKa «XOpowoy - NONy4eHo oT 66 Ao 85% npaBuIibHbIX OTBETOB.
- oueHka «ydoeremeopumeribHo» - Nofny4eHo oT 51 0o 65% npaBuIbHBIX OTBETOB.
- OUEeHKa «Heydo8riemeopumesibHO» - Nony4eHo meHee 50% npaBuUIbHbIX OTBETOB

3.2 CPEACTBA AnNA TEKYLWENO KOHTPONA

BOnpOCbI n 3agavum
AnA caMmonoArotoBkKM No TeMam NpakTu4eCKux 3aHATUI

MpakTnyeckoe 3aHATHe Ne 1
Tpe6oBaHusa ctangapta FOCT P 7.0.97-2016 k ochopMneHuto peKBU3UTOB B AOKYMeHTaxX

CodepxaHue:
1. PaccmoTpeTb Heo6XoaNMOCTb eANHbIX NPaBunn 0POPMIEHNS JOKYMEHTOB.
2. WN3yunTb cocTaB peKBM3UTOB JOKYMEHTOB.
3. O3HaKOMMUTBCS C NpaBunaMn 1 NopsaKOM OPOPMIEHUS PEKBU3UTOB.
3adaHue: OopmMmuTe Takne pekBU3NTbI, Kak:
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- pesonoounsa pykoBoauTens;
noanuch

a) OHOro JOIMKHOCTHOIO Nnua,

©0) OBYX AOMKHOCTHBIX ML, PaBHbIX MO MOMOXEHWIO,

B) OBYX OOMMKHOCTHbIX NWL, HE pPaBHbIX MO MOMOXEHUO (HanpuMep, OUPEKTOpP OpraHu3auun u
9KOHOMWCT No onnaTe Tpyaa);

- rpuc yTBEpXKAEHUS;

- BU33;
OTMETKa O HanMyumn NpunoXeHu;

- oTmeTka 06 ucnonHuTene.

[ns BbIMOMHEHWSA 3aJaHus HY)XHO BHMMAaTenbHO npounTaTb TeopeTwyeckui matepuan (FOCT P
7.0.97-2016), o6paTuB BHMMaHMe Ha NpMMepbl NPaBUIbHOTO 0POPMIIEHNSI PEKBU3UTOB.

MpakTuyeckoe 3aHsTne Ne 3-4
CocraBneHue n ochopmneHne NH(pOpPMaLNOHHO-CNPABOYHbIX AOKYMEHTOB

MHopmaLmMoHHO-CcNpaBoYHble AOKYMEHTbl COCTaBMAOT camylo Gombluyio rpynny ynpasBreHYecKunx
AOKYMeHTOB. B HuX cogepxuTca mHgopmaums, nossonswowas onpegenqTs peanbHOe COCTOsiHWMe Aen B
06bekTe ynpaBneHus, NpUHATL 06 bEKTMBHOE, OBOCHOBAHHOE peLLeHNe.

K wnHdOpMaLMOHHO-CNPaBOYHbIM OOKYMEHTaM OTHOCHAT akTbl, MWCbMa, ChApaBKW, Tenerpammel,
TenegoHorpammbl, CBOAKN, 0630pbI, Cry>xebHble 3anucku.

1. MeToauka coctaBrneHusi U ochopmMIeHusi CNyKebHbIX 3anMcokK

CodepixaHue:

1. PaccMoTpeTb NOHATME 1 BUAbI CYXEOHbIX 3anucok.

2. VI3yunTb NpaBuna ux coctaBneHus.

3. OhopMUTb OOKYMEHTbI.

Teopemu4eckue nosiCHeHUs1

HeobxoaumocTe B COCTaBnEHMM CcnyXkebHbIX 3anWcoK BO3HMKAET, Kkak npaBwuno, Korga
PYyKOBOAMTEMb TOrO WM UHOFO YPOBHSA HayYMHAET MCMbITbiBaTb HELOCTATOK OMepaTMBHOM W KOHKPETHOM
MHopMaumMm O COCTOAHMM Oen Ha MOPYYEHHOM eMy y4vacTke. MIHorga ero mHtepecyeT BCEro fuvilb XOA4
pelweHns HeboNbLUIOW, HO OOBOMbHO BaHOW Mpobremsbl. Kak TyT noctynutb? [NpakTvka nokasbiBaeT, 4To
WMEHHO 30€eCb He3aMEHWMbIM AOKYMEHTOM - KPaTKUM, CBOEBPEMEHHbIM, aKTyanbHbIM MO COAEPXaHUo -
CTaHOBUTCA CNy>xebHas 3anucka.

Cpeon xapaktepHbIX OCOOEHHOCTEN, OTnmM4yaloLmMx crnyxebHyro 3anucky oT aoknaga (Hanbonee
GrIM3KOro K Hel No HanpaBIEHHOCTU TUNa AOKYMEHTOB), CrieAyeT BblAENUTb:

- Manble CPOKW NOArOTOBKM (OT HECKOMNBbKUX MUHYT OO HECKOMbKUX YacoB, U COBCEM peKo - CBbIlLe
OIHOTO OHA);

- OrpaHWYEeHHbIN KOHTUHIEHT cocTaBuTenen JokyMeHTa (kak npasuno, 1-2 coTpyaHuka);

- OTHOCMTENbHO HebonbLIOW OOBbEM TEKCTa 3anUCKW, COYETAIOLLMICA C BbICOKOW CTENEHbIO €ro
WH(OPMATMBHOCTU, MPU STOM BbLIBOAbI W NPEANoXeHus MoryT coctaBnsaTe o 1/3 ot obwero obbema
OOKYMEHTa;

- 0Cobyl LIEHHOCTb AMsl COAEPXKaHUSA 3anncKkn NpeacTaBnsAeT akTyanbHOCTb BKIHOYEHHON B Hee
WMHopMauuu;

- HaKoHeL, B OTnM4Me OT JOKNaga, 3anmcka NovTy Bcerga agpecoBaHa KOHKPETHOMY nuLly.

PasnuyaloT HECKONBbKO BUOOB CNY>XEOHbIX 3annCoK:

AHanutnyeckme, 0630pHbIE, WMH(OPMALNOHHO-CTAaTUCTUYECKME, LOKNaAaHble, OOBACHUTENbHbIE,
NOSICHUTENbHbIE.

AHanunTu4yeckaa 3anucka He TOSMbKO MPEnoOgHOCUT HaM AN O3HAKOMSIEHUSI COOTBETCTBYHOLLUMA
maTtepuarn, HoO U COAePXUT ero nogpobHbIn aHanus. Kak npaeBuno, nanaraemble akTbl (aHHble, COObITHSA)
TYT XX€ KOMMEHTUPYIOTCS, YBA3bIBAsACh C paHee NoCTynuBLLEN UHpOpMaLnen.

O630pHbIE 3anMUCKM COoAepXaT KpaTKytd MHGOpPMauUMO O HECKOMbKMX TECHO B3aMMOCBSI3aHHbIX
npobnemax. [laetcss ux cxaTbli KOMMMEKCHbIN aHanu3. Yacto Takue 3anuncky OOMONHSTCS CrnpaBkamu,
OeTanu3npyloLwmMn OCBeLLeHne Hanboree BaXKHbIX CTOPOH Npobnemsl.

MHdopmaLmnoHHO-cTaTUCTUYECKMNE 3aNUCKN HECYT, Kak crieayeT U3 HasBaHus, hakTypy - Lndpsbl,
AaHHble. [MogpoOHbIN  aHanu3 NPUMBOOUMbIX CBEOEHUN 3aMEHSeTCSH WU3MOXEHWEM CTaTUCTUYECKOWN
nHdpopmaumm B Hambornee HarnsgHoOM M yaobHom Ans BocnpusTusa Bugde (B hopme Tabnuu, rpacukoB u
T.n.). BaxHenwme nokasatenu BbIAensOTCA LBETOM, pa3mMepoM, LIPUATOM.

OcTaHoBumcs nogpobHee Ha AOKNaAHbIX U OO BbACHUTENBHbIX 3anncKax.

JoknagHaa 3anucka - JOKYMEHT, aApeCOBaHHbIi PYKOBOAMTEN AAHHOIMO WIM BbILLECTOSLLEro
yyYpexaeHusl, cogepXXaliuin NMCbMEHHOE M3NOXEHUE Kakoro-nnbo BONpoca C BbIBOAAMM U NPEANOXEHUSMU
cocTaBuTens.
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B HekoTOpbIX Cryyasx AOKNaAHble 3anuCKM HOCAT MHMOPMALMOHHBLIA XapakTep U COCTaBnaloTCs
perynspHo Ans cooblieHus cBeAeHMn O MeToAe, Xode M uTorax 3agaHus. WMHuumatopom umsgaHus
AOKNagHoW 3annckn mMoryT BbiTb Kak pyKOBOAUTENb, TaK U CTPYKTYPHOE nogpasgeneHne unv paboTHUK.

OT 06CcTOATENBHOCTH, AOCTOBEPHOCTU U3NOXEHNS, apryMEeHTUPOBAHHOCTY NPEASIOXEHNA BO MHOIOM
3aBUCUT WUTOT paspelleHnss Bonpoca AoknagHon 3anuckn. OBbIMHO UTOrOM ee pacCMOTPEeHUs SABMseTcs
NPUHATWE YNPaBEHYECKOro peLleHns Unm nsgaHne pacnopsaanTenbHOro JOKyMeHTa.

JdoknagHble 3anucky 6bIBatOT BHYTPEHHUMW Y BHELLHUMMU.

BrewHue OoknaOHble 3anucku (OTnpaBnsemMble 3a npegensl opraHusauvn) ogopMASITCS Ha
obLem GnaHke opraHusauum 1 NOAMNWUCHIBAIOTCA PYKOBOAMTENEM OpraHuM3aumMm wnu ero 3amectutenem, B
Ybl0 KOMMETEHUMo BXoAUT Bonpoc. [lpyMeHeHne 3Toro BMaa 3anucoK He OYeHb PacnpoCTPaHEHO, OHM
NCMNOMb3YTCS B 0COB0 BaXKHbIX Y NPUHLMNMANbHBIX BOMPOCAax yrpaBneHus.

B cocrae Tunosoro dopmynsdpa [OKNagHOM 3anncKM  BXOOAT  criegylolume  PekBUsUTbI:
HaumeHOBaHVWe aBTopa (OpraHusauuuM WNu CTPYKTYPHOro MnoApasfefnieHus), HasBaHue Buaa OOKYMEHTa,
AaTa, permcTpaumoHHbI HOMep, MeCTO COCTaBMEHWUS WM U3OaHus, agpecar, 3arofloBOK K TEKCTY, TeKCT,
nognucb. MHorga K 3anucke npunaralTcd AOKYMEHTbl, MO3BOMsIoWMe YTOYHUTL KM obocHoBaTb ee
cogepxaHue.

Tak kak [oknagHble 3anucku WMelT agpecaTa, NpeanovYTUTENbHBIM — SBMSAETCA  YIrnoBoe
pacnonoxeHue pekBn3nToB bnaHka.

TekcT QoKnagHOW 3anuncKy, Kak npaBuio, COCTOUT U3 OBYX YacTen: KOHCTaTUPYOLWeENn 1 BbIBOSOB U
npeanoxeHun coctaBuTend. B nepsow copgepxutcs nogpobHoe M OOBLEKTMBHOE OMMCaHue CcuTyauuu,
¢akToB 1 COBLITUIN, MHEHME COCTaBUTENEen u Apyras aprymeHTupoBaHHasa nHdopmaums, Heobxoammas Ans
MPUHATMSA TEeX UMK UHBIX yNpaBneHYecknx peweHnin. Bo BToponr Yactu cogepatcs BblBOAbI, NPEAnoXeHUs
N pekoMeHZauuu. XapakTepHbiMM AONS nepexoda K 9TOW 4acTu TeKkcTa SABMsTCH  POpMYynMpOBKU
‘npednazaro”, "mpowy”, "cyumaro Heobxolumbim", He pekomeHpyeTcsa ynoTpebnaTb apxauyHbli 060poT
"Ilosoxy 0o sawezo ceedeHus...".

B HekoTopbIx cnyyasx Ansg obnerdyeHus BOCMPUSATUS MHAOPMAULMM U ONEpaTUBHOCTU MPUHATUSA
pelleHns pekoMeHAyeTcs obpaTHas nocrefoBaTenbHOCTb M3noxeHus. CHayana wusnaraeTcs CylwecTBO
npocb6bl UNW NPeAoXKeHNs, a 3atem npeanaraeTcs 060CHOBaHHasA apryMmeHTauus.

Ob6bsicHUTeNbHasA 3anucKa - JOKYMEHT, coAepXallnii MMCbMEHHOE U3NOXEHWE NPUYMH HapYLLEHWS
TPYAOBON OMCUMMAWHBI, HEBBLINOMHEHUS 3a4aHun u T.n. O6bACHMUTENbHbIE 3aNUCKM MO OOPMIIEHUIO ©
nprMemMam U3NoXeHNst MOXOXM Ha AOoKnagHble, 0O4HaKko, B TEKCTE HET BbIBOAOB W NPEANOXEeHUA COCTaBUTENS.

MosicHMTenbHasA 3anMcKa HOCUT CreLnanm3npoBaHHbIA XapakTep- 3anuckn K oTyeTam, NpoekTam,
nnaHam, YepTexam u T.M.

3adaHue.

1. CocTtaBbTe [JOKMafHyl 3anucky OT WMEHW CTapoCTbl rpynnbl, aApeCOBaHHYO [eKaHy
3KOHOMUYecKoro dakynbreTa:

BapuaHm 1: 0 pe3ynbTaTax NpoBeAEeHHOro cyb00THMKA MO MOArOTOBKE K 3UMHEMY OTOMUTENBHOMY
ce30Hy B obwwexutnm Ne12 n Ha npuneraroLen Tepputopuu;

BapuaHm 2: 0 nogrotoBke K 3MMHEN ceccuu;

BapuaHm 3: 06 ntorax copeBHOBaHUN;

BapuaHm 4: o pesynbTaTtax npoBefeHHoro cybboTHuka no ybopke yvebHoro kopryca Ne5 u Ha
npuneratoLwen TeppuTopun.

2. CocTaBbTe OT CBOEr0 MMEHW OOBACHUTENBbHYK 3anWcKy O MpUYMHaX MNpornycka KOHKPETHOro
3aHATUS.

lMosicHeHus1

Mpu BbINONHEHWM 3aaaHuns 1 cTyaeHT BbibnpaeT nobon N3 YeTbipex BapuaHToB.

[Mpu BbINONMHEHUM 3a4aHUa 2 [aHHY 3anucky MOXHO COCTaBUTb YCINOBHO, €CnW CTYAEeHT He
nponyckan 3aHATUS.

2. MeTtoauka coctaBneHus u ocpopmMmrieHUs1 cnpaBoK

CodepxaHue;

1.PaccmoTpeTb NOHATME M BUABI CNPaBOK.

2. VI3y4nTb NpaBuna ux cocTaBreHuns.

3. OhbopMUTb AOKYMEHT.

Teopemuy4eckue nosiCHeHUs1

CnpaBku ObiBatOT ABYX OCHOBHbIX BUOOB:

- CnpaBku, noareepxpatowue paboty (yyeby), omnaty Tpyda, MECTO MNPOXMBAHUA U T.0.,
cocTaBrnsieMble Mo 3anpocam rpaxaaH;

- CnpaBku no npon3BOACTBEHHbLIM BOMPOCaM, COCTaBnsgeMble No 3anpocy pyKoBOACTBA.

Cnipasku no 3anpocam epax0aH (pabomHuKO8) BblOaeT PYKOBOACTBO OpraHM3auumn ¢ ykasaHuem
cneumanbHOCTW, OOJMKHOCTM, KBanudukaumm, nepuoga pabotbl n pasmepa 3apaboTHon nnatbl (cT1.62 TK
P®).
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OTO cnpaBku BHELHWE, Kak NpaBuio, oopMnstoTcs Ha b6naHkax cnpaBok dopmata A5, nmerLwmx
afpecHble AaHHble NpeanpusTusa n TpadapeTHbIA TEKCT.

CnpaBka OofmkHa MMeTb: HaMMEHOBaHWEe BuAa OOKYMeHTa, gaTy, Homep (npu HeobxoammocTw),
MEeCTO NpeaocTaBneHnsi, TEKCT, NoAn1ck (Moanucu), neyaTsb.

Cripasku 1o rnpou3gso0cmeeHHbIM 80rpocamM MOryT OblTb:

- BHELLUHMMMW, COCTaBMSIEMbIMM MO 3anpOCy BbILIECTOALLEN OpraHn3aLmm;

- BHYTPEHHMMMU, COCTaBNAEMbIMU MO 3anNpocy PyKOBOACTBA CBOEN OpraHu3aLlumu.

CnpaBka [JomkHa MWMMeTb: HauMeHoBaHMe Buaa [AOKYMeHTa, apgpecart, pfaTy, Homep (npwu
HeobxooMMOCTK), 3arofioBOK K TEKCTY, TEKCT, noanuck (noanucu), neyvaTs (Mpy HEOBX0ANMOCTH).

TeKCT cnpaBkn COCTOUT, KaK NpaBuIio, U3 AByX YacTen: BOOHON U OCHOBHOM.

Bo BBOgHOM YacTu nanaratoTca akTbl, COObITUS, NOCAYXUBLUNE NMOBOLOM K €€ COCTaBMNEHUIO.

B ocHOBHOM 4YacTu npuMBOOATCA KOHKPETHble [aHHble, nokasaTenu, XxapakTepusyoLine
NPOV3BOACTBEHHBIE NMPOLIECCHI.

Ecnun cnpaBka cogepXut nHGopMaumio Nno HECKOSIbKMM BOMpOCcaM, TEKCT ee AENsiT Ha pasfensbl,
KOTOpble OOIMKHbI MMETb 3aroyioBOK M Hymepauuto apabckumu umdpamun. Lindposble nokasartenu moryT
ObITb 0hopMIIEHBI B BUAE Tabnuubl.

BHelHWe cnpaBku MO NPOM3BOACTBEHHOM TEMATWKE COCTABMANTCA B OBYX 3K3eMMnspax, OauH 13
KOTOpbIX HaNpaBnsieTcs agpecaTy, BTOPOM - NoALMBaeTCs B 4eNO.

Mpn Hanuunm B cnpaBke CBeOeHUn (DMHAHCOBOrO XapakTepa OHa NoAnMCbIBAETCA PYKOBOAMTENEM,
rmaBHbIM DyxranTepom u 3aBepsaeTca neyarbio.

BHyTpeHHMe cnpaBkn MO NPOM3BOACTBEHHOM TEeMaTMKe COCTaBNATCA Ha 6GnaHke CTPYKTYpHOro
nonpasgenexHns unu Ha nucte A4, UMeIT Te XXe PEeKBU3UTbI, YTO M BHELUHME (3@ UCKMIYEHMEM neyaTn),
NoANUCbLIBAOTCA COCTaBUTENEM.

3apaHue.

1. CocTtaBbTe cnpaBky C¢ MecTa pabotbl lMeTywkuHon B.A. HepocTatowimne pekBU3NTbI YKaXUTe
CaMOCTOSITENBHO.

2. CocTtaBbTe chpaBky MO opraHusauum (nogpasgeneHuio), oboblialollyo faHHble O XO4e U
pe3ynbTatax KOHTPONS COCTOSIHUSI OPTTEXHUKMN.

lNosicHeHus

Mpw BbINOMHEHUN 3adaHus 1 HY)KHO y4ecTb, YTO Takasl CnpaBKka Bbl4aeTCs OTAENOM KadpoB U B HeEl
HY)KHO YyKasaTb nopjpasferieHne, B KOTOPOM paboTaeT COTPYOHWK, OOIMKHOCTb, B OTAESbHbIX Cryyasix
yKasblBaeTCsl CTax paboTbl B opraHu3aumMm u ctax paboTbl B nocnegHern gomkHocTn. OcHoBaHveM Ans
TaKoW cnpaeku ByayT ABNSATLCS COOTBETCTBYHOLIME NPUKa3sbl N0 MMYHOMY COCTaBy

Mpu BLINONMHEHMW 3afaHUst 2 [aHHYI CrpaBKy MOXHO COCTaBMTb YCMOBHO, OT WHXeHepa
opraHm3aumm Unn pykoBOAUTENSA CTPYKTYPHOro noAapasgeneHus.

3. MeTtoauka coctaBneHusi 1 ocpopMneHns NPOTOKOJOB, BbIMUCKU U3 OKYMEHTOB

CodepxaHue;

1.PaccmoTpeTb NOHATME U BUObI NPOTOKOSOB, BLIMMCKU U3 NPOTOKONa.

2. 3yunTb npaBunia ux cocTaBreHus.

3. BbinonHuTL 3agaHue Kk Teme.

Teopemuy4eckue NosICHeHUs1

lMpoTokon 3aHMMaeT ocoboe MeCTO B CUCTEME OpraHM3aLMOHHO-pacnopaanTENbHbIX AOKYMEHTOB. C
O[JHOW CTOPOHBI, €r0 MOXHO OTHECTU K MHPOPMAaLMOHHBLIM JOKYMEHTaM (TakK Kak OH COOEPXUT MHopmauuto
0 Xxope ObOCYyXOEHUs KaKMX-TO YNpaBreHYeckMx BOMPOCOB), a C [Apyrol — MpoTOKOMbl cofepxar
MOCTaHOBISAIOLLYHO YacTb U, TaKMM 06pa3oM, MOryT paccMaTpMBaTbCA Kak pacnopsaguTenbHble JOKYMEHTHI.

O6Gs3aTenbHOMY NPOTOKONMPOBAHUIO noanexaT cobpaHus akUMOHEpPOB, 3acedaHusi COBETOB
OVPEKTOPOB.

MpoTokon ocopmNseTcs Ha OCHOBE 3anuCcen, KOTOpble BENUCH HA 3aceaHnn cekpeTapemM BPYUHYHO
UNn C NCMONb30BaHMEM OUKTOOHA.

B 3aBucumocTM OT BMaa 3acedaHusd v ctaTyca KomfermanbHOro opraHa BbliGupaeTcs dopma
NpoToKoNa: KpaTkad, MonHas unu cteHorpadudeckas.

Kpamkuli npotokon — dukcupyeT obcyxaaBluMecss Ha 3acefaHuy  BOMPOChbl,  damunum
OOKNag4nkoB U NMPUHATbIE peLleHnd. Takon MPOTOKOJT pekoMeHayeTCA BeCTU TOJIbKO B TeX cny4adax, Korga
3acefgaHve cTeHorpadupyeTcsi, JOKNnaabl M TEKCTbl BbICTYMNEeHUn GyayT npeacTaBneHbl CEKpeTapr umnm
Koraa 3acejaHue HOCUT ornepaTuBHbI XapakTep.

[MonHbIl NpoTOKON UKCMPYeT He TOMbKO 06CyXAaBLIMECH BOMPOCHI, MPUHATbIE PELUEHUS |
damMunun BbICTYNaBLIMX, HO M OOCTAaTOMHO NOAPOOHbLIE 3anucu, NepefarolimMe CodepXaHue OOKIagoB U
BbICTYMNMEHMN YYaCTHUKOB 3acefaHusi, BCe BbICKa3aHHble MHEHUS, NPO3By4YaBLUME BOMPOCHI U PENIUKM,
3amevaHusi, No3mumnn. MonHbIN NPOTOKON NO3BOMSET AOKYMEHTUPOBATL NOAPOOHYI0 KAapTUHY 3acedaHusl.
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CmeHoepaghuyeckull NPOTOKON COCTaBMNSETCA Ha OCHOBE CTeHorpaguyeckoro otyeta o 3acegaHum
(cTeHorpammbl) U AOCIOBHO NepefaeT npouecc obCyXOeHNsT KaXaoro Bonpoca M BblpaboTKy pelleHus no
HeMmy.

Bce Buabl npoTtokonoB odopmnstoTcs Ha obuwem OnaHke, KOTOPbIA BKMAYAET creayouimne
PEKBU3UTBI: HaMMEHOBaHWE ydpexaeHus (opraHu3auuu, npegnpuatns), BU4 OOKyMeHTa (NpoTokon), daTy,
HOMep, MECTO COCTaBIiEHWsi MPOTOKOMa, 3arofloBOK K TEKCTY, TekcT. [aTton npoTokona sBnseTcsa Aata
3acefaHua  (MPOTOKOMbI, Kak npaBuno, OOPMASTCSA nocne 3acedaHus). Ecnn oHO npopormkanoch
HEeCKONbKO AHeN, TO AaTa NPoTOoKona BKNoYaeT AaThl Havana u okoH4YaHus (Hanpumep: 21 — 24.07.2004.)

Homepom (MHOekcoMm) npoTokona sBNSeTCA MNOPSAKOBbIA HOMEp 3acejaHuss B npegenax
KaneH4apHOro roga unm cpoka NofIHOMOYUIA KONnernansHOro opraHa.

3aronoBoK K TEKCTy NPOTOKOMa, Kak npaBuno, oTpaxaeT BWA 3acefaHusi UM KommnernanbHOW
AeAaTenbHOCTU M cornacyeTcs € Ha3BaHWeM Buaa gokymeHTa. Hanpumep: MpoTokon 3acegaHus Konnerum;
cobpaHusa TPyAOBOro KOMNMEKTUBA; COBELLaHMS HavarnbHUKOB CTPYKTYPHbIX NoApa3geneHun.

TekcT NpoTokona BKOYaeT BBOAHYO U OCHOBHYIO YacTy.

MpoTokon odopmnsaeT cekpeTapb 3acedaHus. [lognuceiBaloT npeacenatenb N CeKpeTapsb.

Bbinucka u3 npomokosia npeacTaBnseT cobor TOYHY KOMWKO YacTu TekcTa MNOANMHHOMO
MPOTOKOSIa, OTHOCSLLErocss K TOMy BOMPOCY MOBECTKM AHS, MO KOTOPOMY FOTOBSIT BbINMUCKY. [pu aTOM
BOCMPOM3BOAAT BCE PEKBM3WUTbI OnaHka, BBOAHYK YacTb TEKCTa, BOMPOC MOBECTKM AHS, MO KOTOPOMY
rOTOBUTCSA BbINUCKA, M TEKCT, OoTpaawwuin obCcyxaeHwe Bompoca M MpUHATOe pelwleHne. Boinucky un3
NpOTOKONa NOANNCHIBAET TONbKO CEKPeTapb, OH e COCTaBNsAeT 3aBepLunTernbHy0 Haanucb. OHa COCTOUT 13
cnosa «BepHo», ykasaHusa OOMKHOCTU Nuua, 3aBepstoLero Konuw (BbIMNMCKY), TMYHON NOANUCK, ddamMunnu,
nHUUManoB n gaTel. Ecnu Beinucka gaeTcsa Ans npeAactaBneHns B ApYyrylo opraHM3aumnio, TO OHa 3aBepsieTcs
neyarblo.

3apnaHue.

1. Hantn owmnbkmn B odhopmieHnn NpoToKona, UCNonb3ysi pasgaTodHbIn MaTepuann.

2. CocTaBu1Tb BbINUCKY U3 NPOTOKOMA.

4. Metoguka cocTtaBrnieHMA 1 0ohopMneHus akToB

CodepixaHue:

1. PaccMoTpeTb NOHATME M BUObI aKTOB.

2. MpaBuna cocTaBneHnsi akToB.

3. OhopmMUTL aKThl.

Teopemuy4eckue NoOsICHeHUs

AKT cogepxut unHdopmaLumio, HeobxoauMmylo Onsi pa3paboTkM M MPUHATUS  yNpaBlieH4YeCcKoro
peLLeHnsa 1 CryXnT OgHUM U3 onpeaensowmnx puanyecknx oCHOBaHWA ANg nsgaHus pacnopsaauTenbHbIX
OOKYMEHTOB.

B npakTuke ynpaBneHus COCTaBnAOTCA U MPUMEHSAIOTCA B CaMbIX Pa3fUYHbIX CUTyaLUaX N NO3TOMY
MUMEKT MHOFO pasHOBMAHOCTEW: akT npuema paboT Mo KOHTPaKTy, akT Mpuema-nepefayvuv, akT CrnucaHus,
aBapun, WHBEHTapu3auun, KOMMEPYECKUN akT W T.M., KOTOpble MOryT OTHOCUTLCA K APYrMM cuctemam
OOKYMEHTaLMM 1 CcyllecTBoBaTb B BuAe LWabnoHa, Tpadapeta n gaxe yHUOUUUPOBAHHON YTBEPKAEHHOM
¢opmbl. Ho 0buime npaeuna coctaBneHus n ooopMneHnst, a Takke opMynsp akta ocTalTCsa eanHbIMU.

AKTbl COCTaBNAKTCA MNOCTOSHHO OEWCTBYIOLIEN, WNU Ha3HaA4YeHHOM MO yKasaHWK pyKoBOAUTENS
nNpeanpuaTUa KOMUCCUEW, C Lenbio OOBLEKTMBHO 3adMKCMpOBATb CYLLECTBYKOLLME WU npoucliewimve
CcOoObITUA, haKTbl U COCTOSAHUSA, YCTAHOBUTb UX COLEPXaHUe, CYLWHOCTb, MPUYuUHbI U cneacteus. B cocTtas
KOMMUCCUM [OOfMKHbI BXOOMUTb HEe MeHee [AOBYX cocTaBuTenen. Ha npakTuke Xe 4ucno cocrtaBuTenen
yCcTaHaBnMBaeTcs Bcerga HedeTHbiM. Llenb paboTbl KoMuccuW, NMOFIHOMOYMS M COCTaB 3akpenssitoTcs B
nsgaBaeMblX pacnopsaauTenbHbIX JOKYMEHTax NpeanpusTus unu opraHmsauuu (npukase pyKkoBOAUTENS,
pacrnopsbkeHMsX 3aMecTUTene pyKoBOAMTENS M FMNaBHbIX CheuvManucToB). B HEKOTOpbIX crnydasix akT
MOXeT OblTb cOCTaBrieH KoMuUccuen, oOpa3oBaHHOM HA OCHOBaHWUWM YCTHOIO PacMopshKEHUs] PYKOBOAUTENS
UNu ero 3amecTuTenen B npegenax nx KoMneTeHUnn.

Takke akTbl COCTaBNAKTCA MNOMHOMOYHLIMU  OOIDKHOCTHbIMU — nuLamMu  (rocyaapCTBEHHbIMU
CaHWTapHbIMW Bpadyamu, WHCNEeKTopamu, aygutopamMu u (UHAHCOBbIMU KOHCYNbTaHTaMKW, WMeELWUMn
rocy4apCTBEHHbIA aTTectaT M T.M.) M NPeacTaBUTENSIMA KOHTPONMPYIOLWNX WU PEBU3NOHHBLIX OpPraHoB
(apxuBHOI, HaNoOroBow, TOProBOW, aAMWHUCTPATUBHO-TEXHUYECKON WU OPYrMX MHCMEKUUA) B npeaenax ux
KOMMNEeTeHLMN.

B akTe hmKcMpytoTCs TONbKO pearbHble, TOYHO YCTaHOBMNEHHbIE aKTbl, OO bEKTUBHO Ka4YeCTBEHHbIE
nokasaTenu, OKOHYaTesNbHblE BbIBOAbI WM OPYrMe CBEAEHMs, KOTOpble MONyYyeHbl B pe3ynbrate paboThbl
KOMUCCUMW.

AkTbl 0hopMNATCA Ha obLiemM BnaHke NpeanpuaTUs, opraHM3auny, yYpeXxaeHus UM Ha YNCToM
nucte chopmata A4 ¢ NPoAOSbHBIM UIK YIIIOBLIM PacMoNoXeHWEM PEKBU3UTOB No obpasuy obuiero bnaHka.
Ecnn akT sBnseTca BHEWHWUM [OOKYMEHTOM, TO OH [JOJDKEH COAepXaTb CrnpaBOYHble [AaHHble 06
opraHusaumu.
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CocTtaB peKBU3UTOB:

HaumeHoBaHWe opraHusaumu, Ha3BaHue Buga AOKYMEHTa, AaTa, PerMcTpaumoHHbIA HOMeEpP, MECTO
COCTaBMEHUs, 3arofioBOK akTa, TEKCT, OTMETKa O MNPWIOXEeHWW, MoAnucu, oTMeTKka OO0 O3HaKoMIeHWMU,
oTMeTka 006 MCMONMHEeHMU [OOKYMEHTa W HampaBfneHun ero B Aerno, rpud yTBepxaeHus, nedatb (mpu
HeobxooMMocCTH).

Data odopmnseTca yudposbim cnocobom (20.02.2002) n siBnsieTca AaTon akTUpyemMoro cobbITus.
Ecnn pabota kommccuu npoporkanacb HECKOMbKO AHEW, TO MpuM COCTaBMNEHWM akTa ykasblBalT AaTty
OKOH4YaHusA paboTbl. OTa Aata u ByaeT ABNATLCHA 4aTOM COCTaBMeHUs 1 NOANMCaHUSA akTa.

PernctpaunoHHble HOMepa akToB OObIMHO MPOCTaBMAAKTCA MNpU OGOPMMAEHUN pe3ynbTaToB
paboTbl KOMUCCUM, UMEIOLLINX KOHKPETHYIO MOCTOSIHHYHO KOMMETEHUUIO N YCTAHOBMEHHbIA CPOK MOMTHOMOYMI
(akcnepTHas, aTTecTaumoHHas, kBanudukaumoHHas u T.n.). [Npyu aKkTMpoBaHUM €OUHUYHBLIX aKTOB WK
COObITUI HOMEP MOXET OTCYTCTBOBATb.

TekcT akTa COCTOMT U3 TPEX YacTeln: BBOOHOW, OCHOBHOW (KOHCTaTUPYIOLLEN), 3aKMOUUTENbHON.

BBogHasi 4acTb He ABMSETCH CMOLWHbIM CBA3HbIM TEKCTOM, TaK Kak cTporo popmanusoBaHa. B
OCHOBHOW 4acTy aKkTa OTpaxaeTcs CyTb, LEenu, 3adayys U CpOKM NpOoBeAEeHHOW Komuccuen paboTbl Ans
yCcTaHoBneHus ¢paktoB. TekcT akta npyv HeobGXOAMMOCTU MOXET AENUTBCA Ha MYHKTbl, MOAMYHKTbI WM
UMeTb TabnnyHyo hopmy.

B 3akntountenbHoOW Yactu TeKCcTa CoAepXaTcsi BbIBOAbI, 3aKIKOYEHNsI, peKOMeHAaumm KOMMccun no
TOMY UITM MHOMY BOMPOCY, a Takke yKasbliBalOTCA CBEAEHUSA O KONMYECTBE 3K3EeMNMspoB akTa (opopmneHne
3TUX CBEOEHUN TOXe CTPOro hopmManmn3oBaHo) N MECTE HAXOXAEHMS KaXaoro unu agpecartax, KoTopbiM OHU
OTnpaBneHbI.

Bce ak3emnnsapbl akTa NO4NUCHIBAKOT NpeacenaTernb U YrieHbl KOMUCCUKM B TOM NOpsiaKe, B KOTOPOM
yKa3aHbl BO BBOLHOM YacTu.

Jlnua, npucytcTBoBaBwMe Mpu paboTe KOMUCCKMM, CTaBAT OTMETKY OO0 O3HaKOMIIeHWM nocne
nognucewn 4neHoB kommccun.  C akTamu peBM3nUA, NPOBEPOK 3HAKOMSAT BCEX MWL, AeATENbHOCTb KOTOPbIX
OHW 3aTparvBatoT.

MHorve BMAbl akTOB nognexar YTBEPXOEHWIO PyKOBOAUTENEM NMpeanpusiTis, opraHM3aunm unm ero
3amMecTuTenem, MO YyKa3aHWio WM NpuKasy KoTopblx paboTana Komuccusi, a Takke opraHamm
KonnernaneHOro ynpaeneHus npegnpusatnem (obwmum cobpaHvemM, COBETOM OUPEKTOPOB, NPaBfieHMEM) UNn
BbILLECTOSALLEN OpraHn3aumen.

3apaHue 1

BapuaHm 1. B AO «Jlyu» yBonbHAeTCS rnaBHbli akoHoMUCT Epios .M. Ha ero mecto Ha3Ha4veHa
LykmHa C.H. CocTaBbTe akT caayuv- Npuemkm gen.

BapuarHm 2. B OO0 «YanenbHuK» HayanbHWK oTaena kagpos AdywHasa A.B. nepesoguTcs Ha
apyryto paboty Ha ee mecto HasHavaeTcs NMpoxnagHasa H.B. CocTtaBbTe akT caayun- npueMku gern.

lNosicHeHusi

Mpw BbINONHEHUN 3a4aHNA CTyAEHT MOXeT BblibpaTb Ntobon BapnaHT.

Mpy yBOMbHEHWM FMaBHbIX CNELManUCTOB OpraHM3auumn NpoucxoauT caaya-npvemMka AOKyMEHTOB U
Aern, a Takke, Npy HanNM4Mmn, nevyaten nogpasgeneHns BHOBb Ha3HaYe€HHOMY N1Ly C NpoBedeHneM NpoBeEpPKM
nx coctosHuda. [lpvemka-nepejaya nNPOU3BOAMTCH B NPUCYTCTBUM KOMMCCUM. AKT noAnuCbiBaeTcs
KOMUCCHen, nepegaroLwum MLOM Y NPUHMMAIOLWMM 1 YTBEPXKOAETCS PyKOBOAUTENEM OpraHu3aumm.

Heobxogumo co3gaTtb KOMUCCUIO U YKka3aTb BCe HEAOCTaloLWmMe PEKBU3UTHI.

3apaHue 2. 18 nionsa 6puragup TIMB AO «IMyTe» TankuH J1.C. coobwun, 4yto Ha none Ne 3, 3aHATOoro
noceBamMy MWEHUUbl, MaceTca KPYMHbIW poratbii CKOT. 10 YCTHOMY pacrnopshkeHuto AvpekTopa Obina
co3fjaHa Komuccusi, kotopasi AoKyMeHTanbHO 3adhukcmpoBana noTpaBy noceBoB. B xoge paboTbl komuccun
BbISICHWUNOCb, 4YTO 15 ronoe (2BapuaHT - 20 ronos) NpuMHagnexar pabo4ymMmMm X03siINCTBa U HaxoAMNMCb Noj
npucmoTpom nactyxa N'ynsaesa B.W., a 30 ronos (2BapmaHT - 27 ronos) NpuHagnexar coceqHemMy X039UCTBY
N Haxo4daTcsa nog OTBETCTBEHHOCTLIO 3aB. hepmoin boratoro A.®.

MoceBbl NOMHOCTBLIO YHUUTOXEHBI HA 3 ra, NepeceB HEBO3MOXEH B CBSA3M C UCTEHEHVEM
arpoTeXHUYECKMX CPOKOB.

Ckot 6bin1 3arHaH Ha dhepmy AO «[yTb» N HaXoAWUNCA Tam OOHU CYTKU OO BbIICHEHUS BnagenbLeB.

CocTtaBbTe aKkT 0 NoTpaBe NOCEBOB.

MosicHeHus1 u dononHUMesnbHbIe ycr1o8ust

Mpw BBINOMHEHUWN 3a4aHNS 2 HYXHO:

1) co3gatb KOMUCCHIO HE MEHEE, YEM U3 TPEX YETOBEK;

2) onpegenuTb Nnul, BUHOBHbIX B MPUYMHEHU yepba;

3) cocTaBuTb MPWUMOXEHWE K akTy - CrpaBKy O pa3Mepe MpuuYMHEeHHOro yulepba c yyeTom
crnepywLwmnx ycrnoBui: ctommocTb 1 ra obpabotkn 1 BapuaHT - 790 ycn.py6.( 2 BapmaHT - 780 ycn.py6.),
ctoumocTb 1 ra noceeoB - 196 ycn.py6. .( 2 BapmaHT - 158 ycn.py6.), cToMMOCTb ceMsiH Ha 1 ra - 187
ycn.pyb. ( 2 BapuaHT - 257 ycn. py6.), 3akynodHas ueHa 1 T nwenuubl - 5200 py6., nnaHoBas ypoxXaHOCTb
nweHuupl - 15 u/ra ( 2 BapmaHT- 13 u/ra), mecayvHbIn oknag ctopoxa 13687 ycn.py6.
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MpakTnyeckoe 3aHATHe Ne 5-6
MeTtoguka coctaBneHuss u ochopmMmneHusi pacnopsiagutenbHbIX 4OKYMEHTOB

CodepxxaHue;

1. PaccmoTpeTb NOHATME U MpaBuIia CoOCTaBeHNs Nprkasa.

2.YCBOUTb NOHATME U NpaBuna COCTaBMNEHMS PACNOPSKEHUIN, PELLEHUI, YKa3aHUN.
3. OhopMUTb AOKYMEHTbI.

1. MeToauka cocTaBneHUs n O(t)OpMHeHVIﬂ npukKasoB no OCHOBHOM OeATeNbHOCTU
opraHunsauuwum

Teopemu4ecKue rnosicCHeHust

K npukazam no ocHosHom peatenbHocTM (Ofl) oTHOCATCA npukasbl NO opraHusauuy paboTbl
npeanpusaTns, GUHaHCUPOBAHMWIO, OTYETHOCTU U APYIMM NPOM3BOACTBEHHBIM BONPOCaM.

MoaroToBka Npukasa BKNOYAET HECKONbKO CTadun:

- M3y4YeHue CyTu Bonpoca,

- cbop HeobxoanMbIX CBeOEHUN,

- MNOAroToBKa NpoekTa npukasa,

- cornacoBaHWe NpoekTa,

- usgaHue v nognucaHue npukasa.

Mo nopyyeHnto pykoBOAMTENS MPOEKTbI MpMKasa MOryT roTOBUTb CNeunanucTbl Npeanpusatus. 3tm
npuKkasbl Takke oPOpPMASIOTCA Ha BHYTpPeHHeM oblem GnaHke npegnpuaTus ¢ YrinoBbIM UKW NPOAONbHBIM
pacnonoXXeHneMm PeKBU3UTOB.

PekBuanTbl:

- HauMeHoBaHWe NpPeanpuATWs, Has3BaHWe BMAA AOKYMeHTa, Aata, HOMep, 3arofloBOK K TEKCTY,
TEKCT, NoANUCb; OTMETKa O COrfiacoBaHn1, oTMeTka 06 O3HAKOMIIEHUW, MPUIOXEHME.

TekcT npykasa COCTOUT U3 Tpex YacTen:

- KOHCTaTMpyloLewn, pacnopaganTenbHON 1 3aKToYNTESNbHOW.

B nepBon 4yacTu ykasbiBalOTCH OCHOBaHWE ANA u3gaHus npukasa. OTO MOryT ObiTb HOPMAaTMBHbIE
OOKYMEHTbl roCy4apCTBEHHbIX, MyHULUMNAnNbHbIX OpraHoB ( NpaBUTENbCTBa, HanmOroBOW MHCNEKUMU 1 Ap.),
pelleHns KomnmnernanbHbiX OpraHoB (COBeT AMpekTopoB, obuwee cobpaHue), dakTbl, COObITUS unu
npou3BoACTBEHHAss HeobxogmmocTb. B 3ToM 4YacTM xenaTenbHO yka3aTb UeMb W34aHUA Mpukasa.
KoHcTaTupytowasa 4yactb He MoxeT ObiTb onywieHa. [pyu HeobxoaumoCTh 3Ty 4YacTb MOXHO AEnUTb Ha
nyHKTbl. PacnopsagutenbHas vactb HavmHaeTcsa rnaronom «[MPUKA3BIBAKO». Creaytoweli CTPOKON NuLyT
NCnonHUTens (OOMKHOCTb, (hamunus, MHULManbl) UM CTPYKTypHOe nogpasfeneHve (T.e. «komyy), ganee
yKa3blBalOT KOHKPETHY paboTy (T.e. «4TO AenaTb»), U NMOTOM CPOK BbIMOSHEHUS UMM OKOHYaHMA paboThbl
(T.e. «40 Kakoro yncna).

Ecnu nopy4eHne gaeTca NOCTOAHHOE, TO CPOK UCMOSTHEHNS OTCYTCTBYET.

Ecnn nopyyeHun HeckonbKo, TO TEKCT AenUTCS Ha NYHKTbl, KaXAbli U3 KOTOPbIX HauyMHaeTcs C
KpacHOW CTPOKU 1 HymepyeTca apabckumm umndpamu.

B 3akniouuMTenbHom 4acTu, nocnegHuM MyHKTOM TeKCTa YKasblBaeTCs [OIMKHOCTHOE Muvuo,
OTBETCTBEHHOE 3a BbINONHeHMe npukasa B uenoM. ( [lpy ero OTCYTCTBMM KOHTPONb OCyLLeCTBNSeT
pyKOBOAUTENb NPEANPUATUS).

Hwke (6e3 nyHKTa) ykasbiBaem nNuu, Wiy CTPYKTypHble MoApasfaeneHunsi, KoTopbix Heobxogmmo
03HaKOMUTb C NMPUKa30OM.

Ecnu gaHHbIN Npukas oTMeHSeT paHee uagaHHble JOKYMEHTbI, TO OHW YKa3bIBalOTCS B TEKCTE.

Ecnu npukas BBOOUT B AeNCTBUE Kakne-nnmbo AOKYMEHTbl, TO OHU OOPMAAIOTCSA KakK NPUIOXeHne K
npukasy. B npaBom BepxHeMm yriy nNMueBov CTOPOHbI UMW NEePBOW CTPaHULLbl Taknx JOKYMEHTOB CTaBUTCS:

«lMpunoxeHue k npukasy aupekrtopa AO «Jlyu» ot 08.02.2021 Ne 14».

Mpn HeobxoOMMOCTM TEKCT Mpukasa CorfacoBbIBAETCA CO cneuvanuctamm Xo3sincTBa  Wnu
AOIDKHOCTHBIMK Nuamn. CornacoBaHne opopmMnseTcs BU3ON.

Mpuka3 nognucbiBaeT pykoBOAUTENb NPEANPUATUS MW €ro 3amMeCcTUTENb, UMEIOLLMIA NMPaBo NepBon
nognucu (nocne pykosoautens). lNpuka3s BCTynaeTt B CUIy C MOMEHTa MOANUCAaHWS, eCNN B TEKCTE He ykasaH
OPYron Cpok BBeEHUs ero B AenNCTBME.

lMocne wu3gaHWs C nNpvKkasoM O3HaKaMnMBalOT COTPYAHUKOB npeanpusatusa. [Ona storo oauvH
9K3eMNnsp BbIBEWMBAKOT Ha [AOCKY OObBLSBNEHWMIN, Ha 9K3eMnnsdpe, KOTOPbIA noAluvBaeTcsa B Aeno,
UKCHMpyeTCa 03HaAKOMIEHMEe C NPUKa3oM COTPYAHMKOB, OTBETCTBEHHbIX 3a ero ucrnonHeHve. Ecnn npukas
HY)XeH Ansa paboThbl, TO OH KOMMPYETCA U pasfgaeTcs COTPYAHMKaM.

Mpuka3sbl N0 OCHOBHON AeATENbHOCTU NPEeANPUATUS XPaHATCS NOCTOSIHHO.

AHanormyHo npoucxoaut paboTa € TakKMMW YNpaBreHYEeCKUMW [OOKYMEHTaMu, KaK peLueHus,
pacnopsikeHus.
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3apaHue:

1. CocraBbTe mnpoekT npukaza no OOO «Ckaska» 00 obecnevyeHun NPOTMBOMOXAPHON
©€e30MacHOCTU 1 YCUNEHMN OXPaHbl NPEeAnpUATUS B Npas3gHNYHbIE OHW.

2.CoctaBbTe npoekT npukasza no AO «3Hamsi» O Nepexode Ha WHTEHCUMBHbIE TEXHOMNOru
BO34erblBaHNS OBOLHbIX KynbTyp. [1o nnaHy co crnepylowero roga no MHTEHCUBHOW TexHornoruu oyayt
BO3JernbIiBaTbCA ToMaTthl Ha nnowaan 15 ra, kanycta - 30 ra, orypubl — 18 ra.

lMosicHeHus

[na odopmneHns NprkasoB HY>XHO BHUMATENbHO NpoYnTaTbh TEOPETUYECKME NOSICHEHMS NO AaHHON
Teme. Bce HepocTawlwme pekBusnTbl, HEOOBXOAMMbIE ANSA HanMcaHWs NPUKa3oB, yka3aTb CaMOCTOATEMbHO.
MpoekTbl Npuka3oB oopmnsATca Ha bymare popmata A4.

2. MeToauKa COCTaBIeHUSA U 0(hOPMITEHUS pacnopsKeHUN, peLueHWiA, yKasaHUi

Teopemuy4eckue NosiCHeHuUs!

MpaBo wm3gaHMs yKaszaHMW MNPUHAANEXUT PYKOBOOMTENAM OpraHv3auuin, yypexaoeHun wu
npeonpuaTMiA  Mpu  OPOPMIEHUN peLUeHUsT OMepaTMBHbIX MPOU3BOACTBEHHbIX W  aAMUHUCTPATMBHbIX
BOMPOCOB.

YKasaHne no ocopMIIEHVNIO He OTNAMYaeTCs OT Mpukas3a, MMeeT Takol xe dopmynsp, Kak no
COCTaBy, Tak U MO pacnonoxeHuto peksuantos. OQHAKO yka3aHue OOMKHO MMETb KOHKPETHbIX agpecaToB
(vcnonHuTenewn), a ero pacnopsaauTensHas YacTb HauymHaeTcs co criosa «MPEOJTATAIO».

YKkasaHve kak Bug OOKyMeHTa BBedeHO B AevicTBue ¢ 1970-x rogoB BMECTO MPUMEHSIBLUMXCS C TOW
Xe Lernbto cnyXebHbIX 3anncok, CnyXebHbIX MMCeM, CnyXebHbIX pacnopsKEHUN.

PacnopsikeHusi 13galoT Takke 3aMecTUTenu MNepBOro PyKOBOAWUTENS, rNaBHbIE CMeuuanucThbl,
PYKOBOOWUTENW  CTPYKTYPHbIX  MOApasdeneHun no  onepaTMBHbIM  BOMPOCaM  XO3ANCTBEHHOM,
NPOU3BOACTBEHHOW, aAMUHUCTPATUBHON aeatenbHocTu. Kak npaBuno, pacnopsikeHne uMeeT orpaHUYeHHbIN
CPOK AENCTBUSA N pacnpoCTPaHAETCSA Ha Y3KUIA KPYr UCNONMHUTENEN (CTPYKTYPHBLIX Noapa3aeneHnii).

Mo cocTaBy PEKBM3UTOB M WX PACMONMOXEHWIO PacnopsbkeHNe He OTNMYaeTcs OT Mpukasa, OgHako
YacTO He COOEepPXWUT KOHCTaTupylowen 4Yactu. B Takom cnydae TeKCT pacnopsbkeHWs HaynHaeTcs
HenocpeacTBEHHO C MYHKTOB, (POPMYyNUPYKOLMX pacnopsguTensHele gencteus. Ecnm HeobxoammocTb
OOBACHEHNST M3OaHWs  PacropsKeHusl BCe-TakM CylwecTByeT, TO TEKCT pacnopsguTenbHOW YacTu
HaunHaeTtcs co cnosa «MPEONATAKD» nnn «OBA3bIBAK».

PacnopshxeHns nognvcbiBaloT pyKOBOAUTESNb UM 3aMeCTUTENN PYKOBOAMTENS NPEANPUATUS.

PeweHna odopmnawTca, Kak npaBuno, Ha OnaHkax, BKMOYAWOLWMX Cregylolmne pekBu3uUTbl:
HasBaHMe opraHa ynpasneHus, BUA AOKyMeHTa (pelleHue), AaTy, MHOEKC AOKYMEHTa, MEeCTO ero U3gaHus,
3arofioBOK, TEKCT, MOANUCHK.

TeKCT peLleHns COCTOUT U3 ABYX YacTeln: KOHCTaTUPYHOLLEW U pacnopsaauTenbHON.

B KoHCTaTupyloLlen 4YacTu ykasblBaldT COCTOSIHME BOMpoca , Uenu, 3adadM Unu OCHOBaHue
peLleHms.

PacnopsigntenbHas YacTb peLleHns Ha4YMHaAeTCa C Ha3BaHWsI OpraHa, ero NpMHUMAaLLEro, U CIoBa
«PEWWJT (PEWWNIIN)», KOoTOpOE nuwieTcs NponucHbIMU OykBamun. PacnopsigMTenbHas 4YacTb, Kak npaBumio,
COCTOUT U3 HECKOMbKMX MYHKTOB, B KaXXOOM W3 KOTOPbIX YKa3blBATCA MWCMNOMHUTENL (OpraHv3auus,
OOMKHOCTHOE NMUO), NpeanucbiBaemMoe AeNCTBME M CPOK MCMOonHeHus. B nocnegHem nyHkTe pelleHuns
Ha3bIBaKOT NMLO, Ha KOTOPOE BO3MNaraeTCcs KOHTPOSb 3a UCMOMHEHNEM.

KOpuguyeckyto cuny pelweHve obpeTtaeT nocne ero NOANUCaHWA npeacedaternemM U cekpeTapem
KonnernanbHOro opraHa, MPUCBOEHUS JOKYMEHTY HoMepa (T.e. perncrpauun) n npocTaeneHns gatbl. Jaton
pelleHns SBNAeTCa gaTta NpoBeAeHus 3acefaHns KonnermanbHoro opraHa, Ha KOTOPOM OHO ObIfo MPUHATO.

3apaHue. CoctaBbTe YykaszaHne no OOO «[llonet» 0 cocTaBneHun rpacmka OTMYCKOB Ha
cneayroLnin KaneHaapHbIn rof.

MpakTnyeckoe 3aHaTue Ne 7
MeToauka coctaBneHusi u ochopmneHus
OenoBbIX Nucem
CodepixaHue:
1. NOBTOPUTb OCHOBHbIE MOHATUSA U MPaBuUna COCTaBMEHNS MUCEM, AaHHbIE HA NEKLNN.
2. MoBTOpUTL OhopMIIEHNE BNAHKOB A5 MUCEM.
3. OopmuTb NMCbMA.

Bonpochbl Onsi noemopeHusi U o6cyxo0eHusi:
1. MoHATME N OCHOBHbIE BMAbI MUCEM.
2.TpeboBaHusi, NpegbABNSEMbIE K COCTaBNEHMIO U ODOPMITIEHMIO CITYXXEOHbIX NMUCEM.
3. BnaHkn ans nucem.
4. OcobeHHOCTN coCTaBNEHNUsI NUCbMa UHOCTPAHHOMY NapTHeEpPY.

49



3apaHue.

1. CoctaBbTe NUCbMO TOProBOMY MapTHEpPY Ballen opraHusaumMm O corfacum Ha Bo306HOBMEHMe
NMOCTaBOK.

2. CocTaBbTe NUCbMO-MPETEH3MIO O 3aepXKKE NMOCTaBKM TPEX KOMMIEKTOB Mebenu.

Mpu BbLINOMHEHWM 3adaHus OOMOSIHUTENbHbIE YCIOBMS WM HeJoCTalolue pPEeKBU3WUTbI  yKaxuTe
CaMOCTOSITENBHO.

MpakTnyeckoe 3aHsaTHe Ne 8-10
MeToauka coctaBneHuss U ochopmneHusi AOKYMEHTOB
no JINYHOMY COCTaBYy

TpyooBble npaBoOTHOLWIEHUs paboTogaTensa (opraHusauun, ydpexaeHusa) u  paboTHuka B
Poccunckon ®egepaunn perynmpytotesa Tpygosbim Kogekcom. Bece atanbl TpyAoBOro uukna ot npyema Ha
paboTy HOBOrO COTpyOHUKA [OO €ro YBOMbHEHWMS noanexaT [AOKyMeHTupoBaHuio. COBOKYMHOCTb
B3aMMOCBA3aHHbIX JOKYMEHTOB, B KOTOPbIX 3adMKCMPOBaHbl 3Tanbl TPYAOBOW OEATENbHOCTU paboTHMKA,
Ha3blBalOT oKyMeHmauyued ro Tu4HOMy cocmasy.

[oKkyMeHTaLumMio No NMYHOMY coCTaBy (NepcoHany, Kagpam) MOXHO KraccuguumpoBaTb Ha YeTbipe
rpynnebi:

AOKYMeHTaums, CBA3aHHas C KOMMIEKTOBaHNEM NepcoHarna opraHnsauuu;
AOKYMeHTauus, CBA3aHHas ¢ NpoLeccoM NPOABMXEHUS nepcoHana no cnyxobe;
OOKYMeHTauus, CBA3aHHas C BbINONHeHWeM paboTHNKOM TpeboBaHMN TPyA0BOW ANCLMNINUHDI;
OOKYMeHTauus, CBfi3aHHasi C MpeKpalleHneMm TPyOoBblX OTHOWEHWA paboTHWMKOB C
paboTtogartenem, ¢ yBONIbHEHNEM.

1. MeToauka coctaBneHus u ochopMneHus 3asaBreHun

CodepixaHue:

1. PaccMoTpeTb NOHATUE U BUAbI 3asBNEHNNA.

2. N3yunTb npaBwuna cocTaBfeHus.

3. OopmuUTb 3asiBNEHNS.

Teopemu4eckue nosicCHeHUs!

[okymeHT, cogepxalwimi npocb0y nnu npeanoXeHue OAHOro MMM HECKOSbKUX NUL, agpecoBaHHbIN
PYKOBOAMTENO UMK AOMKHOCTHOMY MWLy OpraHu3auumn HasbliBaeTcs 3asiBNEHNEM.

Mo cogepaHuto 3asBNeHUSA MOTYT ObITb C/TyXK€OHbIMU W JTUYHBIMU.

CnyxebHble COCTaBNATCA OT UMEHM LOMMKHOCTHBIX ML, MINYHbIE -OT UMEHU rpaxaaH.

Jlloboe 3asBneHme cOCTOUT W3 CreayloWwux PEeKBU3WUTOB: agpecaTt, cBefeHus o6 agpecaHTe (B
cnyxebHom - nogpasgeneHue, crnyxba), HaMMeHoBaHWe B1Aa OOKYMEHTA, AaTa, TEKCT, OTMETKA O Hanu4mu
NPUIOXEHWS, MOAMUCb, Pe30oniouUnsi, OTMETKA O COrfacoBaHUKM, OTMeTKa OO0 WCMOMHEeHWUM OOKYyMEeHTa W
HanpaBneHuu ero B geno. [JaHHble peksnantbl opopmnstotesa cornacHo FOCT P 6. 30 -2003.

3adaHue

1.CocTaBbTe 3asBrieHme ¢ Npocbbo NPUHATL Ha AOMKHOCTbL MOCIE OKOHYaHWUS BbICLLEro y4eGHOoro
3aBeaeHus.

B 3asBneHumn ykasaTb: KOHKPETHYI OOIMKHOCTb U OTAen, B KOTOPOM Bbl XOoTuTe paboTtaTb; AaTy, C
koTopon xoTenn 6bl NpucTynuTb K paboTe; yvyebHOe 3aBedeHMEe KOTOpPOE OKOHYMNN U MPUCBOEHHYIO
KBanudukaumio.

2. CocTtaBbTe 3asBreHWe C NpocbOoOn O MpefocTaBfieHnM agMUHUCTPaTUBHOMO (akagemMu4eckoro,
o4yepenHoro, BHeoYepeaHoro) OTnycka. YKaXKuTe MpUYMHY, NPUIoXeHWe K 3asBMEeHU0 W HepocTarwolme
PEKBU3UTHI.

3.CocTaBbTe 3asABneHne ¢ npocbbon nNpegocTaBuUTb KOMaHOMPOBKY. YKaXuTe MeCTo, CPOK M Lenb
KOMaHOWPOBKM, a Takke BCce HeJoCTaloLme PeKBU3UTLI.

4. CocTaBbTe 3asiBieHMe C NpocbOol u3MeHWTb rpadhuk oTnycka. YkaxuTe nepuog OTrnycka no
rpacpuky M HyXHbIA BaMm, a TakKe NPUYMHY, MO KOTOPOA HeobXOoOMMO W3MEHWUTb rpaduk OTrnycka W
HeJoCTalLMe PEKBUSUTHI.

5. CocrtaBbTe 3asBreHne ¢ Npocbbor 06 yBONMBHEHUN. YKaXMTEe AaTy U NPUYUHY YBOJTbHEHNS,
a TaKke HegoCTalLmne pekBU3UThI.

lNosicHeHus1

Mpyn BbINOMHEHMM 3afaHUSA BCE 3asABIIEHUS NULLYTCA OTAENbHO Ha Oymare dopmata A4 OT CBOEro
uveHn. Bce HepocTawwme pekBu3UTbl (Ha3BaHWe oOpraHv3auuu, daMunua pykoBOAWUTENS, AaTbl,
BO3MOXHbIE MPUINOXKEHWSA U T.MN.) CTYAEHTbI YKa3biBalOT CAMOCTOATENbHO.

2. MeToguka coctaBneHus u opopmMmrieHus aBTobnorpacpumm, xapakTepucTuku, pesrome

CodepxaHue;
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1.PaccmoTpeTb NOHATMS 1 BUAbI NEPEYNCIIEHHBIX JOKYMEHTOB.

2. N3yunTb npaBwusia coctaBfieHMs U 0popMIIEHME PEKBU3UTOB B JOKYMEHTAX.

3. OhopMUTb OOKYMEHTbI.

Teopemuy4eckue NosiCHeHust

Aemobuozpaghusi He SIBNSETCA Ha CEroAHsLWHWA OeHb obsi3aTenbHbIM OOKYMEeHTOM. Bonpoc o
npenocTaBneHny Takoro JOKyMeHTa pellaeTcd pabotogatenemM u nocTynawwmm Ha paboTy no B3aMMHOMY
cornacuio.

ABToGuHOrpachmsa nuweTcs OT pPykn B NPOU3BONbLHOW U CBOBOAHOM dopMe  U3NOXEHWUS,
noanucbiBaeTCcs COCTaBUTENEM.

OCHOBHbIE PEKBU3UTBLI: Ha3BaHWe BMAa AOKYMEHTA, AaTta, TeKCT, NOANUChH.

Tekct aBTOBUOrpacmm HadMHaeTcsa ¢ MecTommeHus "a", nanee ykasblBaetcd - hamunus, mms,
OTYECTBO, faTa M MECTO pOXAEHWUs, CBedeHWs O poauTensx, bpaTtbax u cecTpax, cBegeHus 06
obpasoBaHuK, NpodeccroHarnbHble HaBbIKW, OMbIT, UMEKLWMNECsS Harpagbl, neyatHble paboTbl, OenoBble
KadyecTBa, 0CODEHHOCTM XxapakTepa, CEMEeNHOE NOMOXEHNE U CBEAEHUS MPO CEMBIO.

YTobbl 3TOT JOKYMEHT Obin nonesHbiM, Heobxoanmo, 4Tobbl OH cogepxan TO, Yero HeT B OPYrnx
OOKYMEHTax, npeabsBrseMbix KaHAMOaToOM nNpu MNoCcTynneHunm Ha paboty. Bepgp 6Gonbwas 4actb
nHdpOpMaLmMK, M3NoxeHHoW B aBTobmorpadumm, daktnyeckn [yonuvpyeT CBeAeHUs OPYrUX LOKYMEHTOB:
obpasoBaHue, cemeiHoe MONoXeHWe, rae U B kakoe Bpems paboTan v T.4.

HekoTopble opraHusauum MOryT B peKkoMeHZaTernbHoM nopsgke (MCXOAsi M3 CBOUX WMHTEPECOB)
NpPeAnoXuTb COMCKaTENO OCBETUTbL B aBTOOMOrpacmm NpuymHel YBONbHEHNST C NPeablayLWnX MecT paboThl,
npebbiBaHWe nog CyooM W cneactBueM, OnbIT paboTbl, MO KakMM-NMGO nNpuuMHaM He OTpPaKeHHbIN B
TPYOOBOM KHWXKe. [ononHuTenoHas, HeobAsaTenbHas, camocTosTernbHas, HedopmanbHas uHdgopmauus
OOJPKHa 3aHMMaTh B aBTobuorpacmm okono YeTBepTM BCEro TEKCTA.

3adaHue. CocTtaBbTe aBTOOMOrpacumio.

B pesrome cogepxutcs kpaTkaa nHgopmaums o cebe, cocTaBneHHas npeTeH4eHTOM Ha BakaHTHoe
MecTo. B Kakoin-To Mepe p[aHHbI [OKYMEHT MO3BOMSET PYKOBOACTBY OpraHumsauum npeaBapuTenibHO
03HaKOMUTbCHA C CoMcKaTensamMm ¢ Tem, 4Tobbl MPU HENOCPEACTBEHHOM KOHTaKTe OCTaHOBUTLCH Ha OOHOM 13
HUX.

Mo cogepxaHuio pestome MOXeT BbITb KPaTKUM U NOSNHBIM (MOAPOBHBLIM).

OcCHOBHble peKBU3UTbLI: HA3BaHWe B1Aa AOKYMEHTa, AaTa, TeKCT, NOANUCh.

[data coctaBneHus pesiomMe - CBexas faTa MoBblaeT AOCTOBEPHOCTb 3avHTEPEeCOBaHHOCTU B
AaHHow paboTe, cTapas gaTa MOXeT CBMAETENbCTBOBATb O AaBHMNX MOUCKax paboTbl B pa3HbiX MecTax.

CneunanncTbl KagpoBbIX Cryx0 cunTatoT Haubonee NpUeMNeMon CreayroLLyo CTPYKTYpY TekcTa:

- 3aroNoBoOK - (haMunus, UMsi, OTYECTBO KaHANAATa;

- OCHOBHbIE NNYHblE AaHHbIE - AaTa U MeCTO PoXAeHUs, agpec, TenegoH, cemeHoe NosoXeHue;
Lenb 06paLleHus - Ha KaKylo AOIPKHOCTb, paboTy M Ha Kakue yCrnoBus NpeTeHayeT;

Xenaemas 3apaboTHasi nnaTa;
obpa3oBaHue (B 0OpaTHOM XpPOHOMOrMYeckom nopsigke)- Aatbl, yyebHble 3aBedeHus], NonyyYeHHas
cneumanbHOCTb U NPUCBOEHHas KBanudukauus, a TaKke Harpagbl, NpU3bl U 3BaHNS;

- onbIT paboTbl (B 06paTHOM XPOHOMOMMYECKOM nopsiake) - Aatbl, MecTa paboTbl, 3aHMMaemble
OOMKHOCTU, BbINOSNHAEMbIE (PYHKUMM N NPOdECCUOHANbHbBIE JOCTUXEHUS;

- OOnonHWTEnNbHble CBEAEHUS - [AaHHble O AOMNOMHUTENbHbIX 3HaHUSX W HaBblkax, UMEKLUX
OTHOLLEHME K AaHHOW paboTe, BaxkHbIX hakTax buorpadmm n NnnyHbiX KayecTBax: BnageHne MHOCTPaHHbIMM
Aa3blkamn (cBOGOOHO, B COBEpLUEHCTBE, CO CroBapeM), BrageHve HaBblkamu paboTbl Ha KOMMblOTepe
(kenatenbHO C yKkasaHMeM NpPOrpaMm), HanuMyve BOAWUTENbCKMX MpaB W ONbIT BOXAEHWS, cBedeHus o6
06LLeCTBEHHOW AeATeNbHOCTM, CBEOEHUS O BOEHHOW Cnyxbe u BOMHCKUX 3BaHUSIX, Cepbe3Hble yBneveHus
Ha Jocyre, uUMeroliMe OTHOLLUEHMEe K JaHHOW paboTe WM OOCTUrHyTble YCMexw, yka3aHue FOTOBHOCTU K
CBepXypoyHon paboTe, KOMaHAMPOBKaM U CMEHE MeCTa XUTeNbCTBa, NIMYHbIE XapaKTEPUCTUKN (akKypaTeH,
Tpynontobus, YecTeH, TpeboBaTeneH k cebe v Apyrum, NUaepckMe kayecTBa), CBe4eHNsA O peKoMeHaauusiX.

CTtunb HanucaHwsa pe3toMe OOoMKeH oTBeYaTb cneayowmm TpeboBaHnaM:

- KPaTKOCTb - OTCYTCTBME FNULLUHMX CMOB, AMNVHHbIX, HEMOHATHBLIX COKPALLEHUA Y TEPMUHOB;

- KOHKPETHOCTb - OTCYTCTBME HETOYHOW WNuM NULWHENn WHopMauuW, He UMeloLWen npaMoro
OTHOLLUEHMS K BakaHCUK;

- UeneHanpaBrneHHOCTb - U3MNOXEHUE TMaBHbIX CBEASHUN, MOATBEPXKAAIOLMX NPAaBO NpeTeHaoBaTh
Ha JaHHYK OOMMKHOCTb;

- YeCTHOCTb - OTCYTCTBME HEJOCTOBEPHOM MHDOPMaLUU.

MoanuceiBaeT JOKYMEHT COCTaBUTENb.

3adaHue. CocTaBuTb OT CBOEIO MMEHM pe3toMe (KpaTKoe MIn NonHoe) Ans npuema Ha paborTy.
Xapakmepucmuka
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[ocTtaToyHO 4acTo BO3HMKaeT HeobXxoAMMOCTb MMCbMEHHO OxapakTepu3oBaTb TOr0 WKW MHOMO
coTpyaHuka. [pyvynHbl MOTyT HOCUTL BECbMa LUMPOKUA XapakTep - OT MMaHOBOW aTTecTtaumu paboTHMKOB
opraHm3aumm o obpalleHusl ¢ 3anpocaMu OpraHu3auui, BOEHKOMATOB, KOHTPOSbHbIX, CIEeOCTBEHHbIX
OpraHoB.

B 3aBucMmocTM OT HasHauveHuss OygeT U3MEHSTbCS codepxaHue, obbemM, a Takke CpOKM
npeacTaBrneHns XxapakTepuctvku. Bce xapakTepucTvku MOXHO pasgenuTb Ha  cnegywoowme Buabl:
cnyxebHble, pekomeHOamesibHbIe, ammecmayuoHHbIe, YHacmHbIe ((DYHKUUOHAsIbHbIE).

CnyxebHasi xapakmepucmuka - Hanbornee pacnpocTpaHeHHas 1 Hanbonee yHuBepcarnbHasi doopma
XapaktepucTtuku. Bblgaetca Bo Bcex criydasx, Koraa BO3HMKAET HEODXOAMMOCTb KOMMIEKCHO U B TO Xe
Bpems JOCTaTOYHO CXaTo OXapaKkTepusoBaTb COTpyAHMKa. BblBOA cocTaBnseTcs B NPOM3BOSLHON hopMe 1,
Kak npaBuro, pestoMumpyeT cogepkaHue JOKyMeHTa.

PekomeHOamernbHas xapakmepucmuka WMeeT LUenbl, Kak cregyeT u3  ee  Has3BaHwus,
OTpPeKoMeHA0BaTb COTPYAHMKA OPYron opraHm3aumm (ydebHomy 3aBefeHnto). OCHOBHOE BHUMAHWE B TEKCTE
XapaKTepUCTVKN yaensieTCca packpbiTUIO TEX 3HaHUIM U HaBLIKOB, a TakkKe YepT XxapakTepa, KOTopble UMeoT
Hambonbllee 3HadyeHMe ans Oyaywen [edATenbHOCTM MpeacTaBnsiemoro. BbiBog xapaktepuctuku
NoATBEPXAAeT WNW, HanpoTMB, OMpPOBEpraeT MPUrogHOCTb MPEACTaBASEMOro K TOMY WM WHOMY BuAOY
OeATeNbHOCTH.

AmmecmayuoHHbIe Xxapakmepucmuku (ammecmauuu) oTnu4yarTCcs oT CNy>XeOHbIX
NepuoaNYHOCTbIO COCTaBIEHNS U NOAYUMHEHHOCTLIO coAepXaHusa 3agadam attectaumn. B BeiBoge 06bI4HO
OTpaxaeTca COOTBETCTBUE MPeACTaBNsSeMOro 3aHMMaemon AOMMKHOCTW, YKa3bliBaeTCH BO3MOXHOCTb (Mru
HEeBO3MOXHOCTb) BbIABWXKEHUS €ro Ha BbICLWIYIO [AOMKHOCTb (NepeMeLleHrMs Ha paBHO3HA4HYyl), a B
OTAENbHbIX CryYasaXx - N ANs CHWKEHNUsSI B JOIDKHOCTMW.

YacmHble (QyHKUUOHasnbHble, bbimoebie) xapakKmepucmuKu CriyxaT Ofs OCBELLeHUs OTAerbHbIX
CTOPOH OeATENbHOCTU COTPyAHMKA, OMUCaHUSA TeX UMM MHbIX cnocobHOCTENn, HaBbIKOB U T.O. B BbiBOAe
XapaKTEePUCTMKN OTpaXkaeTCs KOHKPEeTHas uUenb ee HanucaHus, Hanpumep, "[ns npoaneHust TpygooBOro
cornaweHuns" n T.n.

[nsi nooroToBKM M COCTaBNEHMS XapakTEPUCTUKM HEOOXOOUMO UMETb LOCTATOYHY MHGOPMaLMIO O
xapaktepusyemomMm 4enoBeke. CofepxaHue XxapakTepUCTUMKM [OIPKHO ObiTb Bceueno MnoA4YMHEHO ee
HasHauyeHuo. CBefeHus JOMKHbl OblTb  OOBLEKTUBHLIMU, OOCTOBEPHLIMU W MPaBAMBBIMUA U NpeaenbHO
KOHKpETHbIMK, HO B TO Xe Bpems AaBaTb pasBepHyToe, obliee npeacTtaBneHWe O XapaKTepusyemOoM.
Lindpel (cTatuctuyeckne daHHble M T.M.) MOTYT MPUBOAMTBCS B OOHOM- ABYX MNPEANOXEHUsX, Tak Kak
3aTpyOHSIOT LLEeNOCTHOE BOCTNPUATHNE TEKCTa.

XapakTepuctuka coctaBnseTcd Ha obuwiem 6naHke opraHudaumm nnu Ha nuctax A4 n cocTouT K3
CrnegylLwmnx pPekBU3UTOB: HaMMEHOBaHWe oOpraHv3auuu, CrnpaBoyHble pAdaHHble 06 opraHu3aumu,
HavMeHoBaHWe Buaa AOKYMeHTa, AaTa, TeKCT, mpunoxeHue, nognucu, nedatb. O6beM XapakTepuUCTUKM He
OOIMKEH NpeBblwaTb 0gHOro nucta. CTunb N3NoXeHUst 4OMMKeH ObiTb AENOBbIM, MOAYEPKHYTO HENTPATbHbLIM
MO OTHOLLEHUIO K XapakTepmayeMoMy. TeKCT MULLIETCA B yTBEPAUTENbHOM HaknoHeHun ("xapakrtepusyetcs’”,
" cnpaBnsieTcsa"), GOpPMYNMPOBKN B cocriaraTeribHOM HaKMoHeHWU ("Mor Obl") He MPUMEHSIHOTCA.

TekcT [JOmKeH MucaTbCs MPOCTBIMU MPEANOXEHUSMU C UCMONb30BaHMEM TUMOBbLIX O0OOPOTOB U
CNOBOCOYETaHUN, CTaHOAPTHOM TepMuHonornvM, ©6e3 CoKpalleHuin (KpoMe Tex cry4YaeB, rge 9To
OeNCTBUTENbHO HEODXOAMMO).

CTpyKkTypa TekcTa xapakTepuCTMK BO BCEX CrlyYyasxX OAVHAKOBa W COOEPXKUT: KpaTkue cBedeHus O
XapaKTepunsyeMoM, OCHOBHOW TEKCT, BbIBOApbI.

TeKkCT xapakTepuMCTUKM HauMHaeTCs C yKasaHus hamunum, UMeHu M OTYeCcTBa XapakTepudyemoro
nuua, KpaTkux Ouorpadmyeckux cBegeHun O Hem ( rog poxaeHusi, obpasoBaHue, cTax paboTbl B
opraHm3aumu, 3aHMMaemas B JaHHbI MOMEHT AOMMKHOCTb U T.M.).

OCHOBHOW TEKCT m3rnaraeTcsi B TakOW nocregoBaTeNnbHOCTU - oblias KpaTtkasi xapakTepucTuka
OeATeNbHOCTU NPeACTaBsSEMOro, ero OTHOLWEHWe K nonyvyeHHoMmy feny. [lanee naetca 6onee nogpobHas
XapaKTepucTuka BrageHus crneumanbHOCTbI0, HanmMymMe U CTeneHb pas3BUTUS NPOGECCUOHANbHBLIX 3HAHUIA 1
HaBblkOB, HanMMune W CTeneHb pPasBUTUS BTOPOCTEMNEHHbIX 3HaHWA U  HaBbIKOB (MO  CMEXHbIM
cneumanbHOCTAM , BNaJeHuWe MHOCTPaHHbIMU SA3blkaMu, TEXHMKOW WU T.M.), KPaTKUA NepedeHb OCHOBHbIX
OOCTWKEHUA W HELOCTATKOB B [AEATENbHOCTWU, MEPONpUATUS, CMocobCTBOBaBLUME POCTY (CHWXKEHWUIO)
KBanudukaummn, KpaTKMn coumnanbHO-NCUXONOrMYECcKMin NopTPeT (YepThl XapakTepa, MMYHOCTHbIE KayecTBa,
Ba)KHeWLINe HAKIMOHHOCTM U MHTEPEeChl), COCTOSIHUE B3aMMOOTHOLLEHUI C Konneramu no pabote, cemeriHoe
nonoxxeHwne, ymeHne paboTatb B KOMaHAe, OTHOLLEHWE K KPpUTUKE U HegocTatkam B paboTte. B page cnydvaes
HeobX0AMMO YNOMSIHYTb O COCTOSIHMM 340POBbA KaHAuaaTa.

Mpu HeobxoAMMOCTM B OCHOBHOW TEKCT MOXET ObiTb BKMOYEHa WM Opyras BaxHas Ons OaHHOW
XapakTepPUCTUKN MHGOPMaLMsa (Hanpumep, OnbiT CamMoCTOATENbHON paboThbl, NpebbiBaHMe B 3apybekHbIX
KOMaHOUPOBKax, pa3BUTUE OTAENbHbLIX KAYECTB - PYKOBOASILLUX, OOy4atoLLmX).

OCHOBHOW TEKCT pa3meLLlaeTcs Yepe3 UHTEePBar OT KpaTKUX CBEAEHUIN O NPeACTaBSEMOM.

BbiBoabl NpeacTaBnaiT cOOON pe3toMUPYIOLLYIO, MOOBbITOXUBAKOLLYIO YacTb TEKCTA XapakKTePUCTUKM
N BKMoYaloT B cebs 00bIYHO OHO-ABa NpeasioXKeHUs C KOHKPETHBIMW pEKOMEHAALUNSAMM, KacatloWmnmMes, Kak
npaswno, NepcnekTMBHON OeATENbHOCTU XapakTepu3yemoro.
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XapakTepucTuKy  MOAMWCHLIBAIOT  COCTaBWTENb  (Kak  MpaBwumo, 3TO  HernocpenCTBEHHbIN
PYKOBOAUTESb) U PYKOBOAMTENb OpraHusauun. Moanncy 3aBepsatoTcs nevatbio opraHnsaLmu.

3adaHue. CocTaBUTb OT CBOErO MMEHMN XapaKTEPUCTMKY Ha CTapoCTy rpynrbl.
3. MeToguka coctaBneHusi U 0hopMneHUsi NPMKasoB NO INYHOMY COCTaBYy

CodepxaHue: PaccmoTpeTb:

1. lNoHsTME 1 BMAbI NPUKa30B, CBA3aHHLIX C NePCOHaNoM opraHm3aunmn.

2. VI3yunTb npaBuna cocTaBneHnsa AOKYMeHTa U 0OpMIeHne PEKBU3NTOB.
3. OchopmuTb Npukassbl.

Teopemu4ecKkue NosiCHeHUs1

Mpuka3bl 0enaTcs Ha ABa OCHOBHbLIX BUAA: NO NepcoHany opraHM3aunm n no OCHOBHON
aedarenbHocTU. lNpurkasbl, CBA3aHHbIE C NepcoHanoM opraHusaunm, noapasfensatoTcs Ha ABe rpynnbl:

- Kagposble,

- 1o NIMYHOMY COCTaBy,

lMNpuka3zamu no nu4yHomy cocmaey (J1.C.) ocdopmnsATCcs MpueM, yBOSNIbHEHWE COTPYOHMKOB,
nepesoA Ha Apyryto paboTy, AnvTenbHbIe KOMaHAMPOBKN 1 OTMYyCKa.

3aknioveHne TpyaoBOro KOHTpakTa ¢ paboTHMKaMu He ucknovaeT nsgaHua npukasa no J1.C. (cT. 68
TK P®)

Odopmnstotca npukasbl no J1.C. Ha BHyTpeHHMX OnaHkax npeanpuaTMs C  YrroBbIM - MIK
NPOAOSbHLIM PacnonoXeHNEeM PEKBU3NTOB.

Mpukasbl no JinyHomy CocTaBy hOpMMPYHOTCA B OTAENMbHOE OEN0 M UMEKT CaMOCTOSATENbHYIO
Hymepaumio ¢ gobaBneHnem MHOekca:

Ne 15 JIC, Ne 15 n/c, 15-nc.

OCHOBHblE PEKBU3UTBI:

HaumeHoBaHve npeanpusaThs, Ha3BaHWe OOKYMEHTa, AaTta, MHAEKC, MECTO COCTaBMeHUs (M30aHns),
3arosfioBOK, TEKCT, MOANWUCb, BU3a, OTMETKa 00 O3HAKOMIIEHWM, OTMETKM 00 MCMOSNIHEHUU LOKYMEHTa U
HanpasfeHnn ero B 4eno, NpuroxeHue.

3aronosok k TekcTy npukasa no JI1.C. moxeT 6biTb cneagyowmm: - "O npueme Ha paboty Cepreesa
C.N.”, “O6 yBonbHeHun Cepreesa C.U.”, “O6 mnameHeHun wtatoB 3A0” — ecnm peyb MOET O HECKONbKUX
COTPYOHMKaX.

TekcT npukasa [enuTca Ha KOHCTaTUPYIOLWY0 W pacnopsauTernbHylo Yactu. B nepsBon 4vacTtu
yKa3blBalOTCA NPUYMHBI 3A4aHUS Npukasa, kakne-nubo daktbl unu cobbiTud. Mo yecmMoTpeHuto pykosogutens
KOHCTaTMpYyloLLas 4acTb MOXET ObITb OnyLLEeHa.

PacnopsiantenbHasa 4acTb HauuHaeTcs  rnaronamu HeonpegeneHHom dopmbl: “HASHAYUYNTDL?,
“YBONUTL”, “ MNEPEBECTW”, nnbo “NMPUKA3BIBAID”, koTopble nuwyTCA OT rpaHuubl JIEBOrO MOMs
NponNncHbIMK GykBamu.

Cnepytowen CTpokow ykasbiBaeTcs hamMunusa coTpyaHuka (NponucHeiMyM OykBamu), UMS, OTYECTBO
(MONHOCTBLIO), AOMKHOCTL, CPOK U NpeaAnUcbiBaeMble AeNCTBUS.

Mpu npueme Ha paboTy yKasbiBaeTCs oOknag, BuMA npveMa (MOCTOSHHO, BPEMEHHO, C
ncnblTaTenbHbIM CPOKOM unu 6e3 Hero).

Mpu yBONbHEHUN — MPUYMHY (Kakne-nNMbo AoKyMeHTbl) n ctatbio TK P®. lNMpu nepesoge — HoBoe
CTPYKTYpHOE nogpasaeneHune, HoBYIO AOIMKHOCTb, OKnag, BUA U CPOK nepesoaa.

B cnyyae coctaBneHusi npvkasa Ha HECKOMbKUX COTPYAHWKOB OAHOBPEMEHHO, He 3aBUCMMO OT
TOro, NPUHUMAKOTCH OHU UMK YBOJbHSOTCS, TEKCT OENUTCA Ha NYHKTbI.

Kaxgbll NyHKT HymepyeTcs apabckow LMdpOW, HaydMHaeTcs C KpacHOW CTPOKM WU KacaeTcs
OTAenbHOro coTpygHuka. lNocne kaxgoro nyHkTa, Yepe3 ABe CTpoku nuwetca “OcHoBaHue:”, B KOTOPOM
YKa3bIBalOTCHA [OOKYMEHTbl, MNOCAYXUBLUME  MNPUYMHON M3OaHMSA MpuKasa (3asBrneHue, AoknagHas wnm
06bsicHUTENbHas 3anucka, unu ctates TK PO).

Mpukasel no J1.C. nognucebiBaloTCsA pykoBoauTENeM NpPeanpusiTus, BU3MPYIOTCH COTPYOHUKOM,
oTBevawLWwmm 3a paboTy ¢ nepcoHanom NpeanpusiTus (KOPUCKOHCYNbT, MHCMEKTOP OTAena kagpos v T.M).

Mpukasbl no JI1.C. gomkHbl 06bABNATLCA paboTHMKY nog pacnmcky. OH COBCTBEHHOPYYHO NULLIET
HWXe nognucu pykoBoautenss u Bu3bl “C nNpMka3om O3HAKOMIEH”, HWXe CTaBUT CBOK MOAMUCH C
pacwnpoBKON 1 4aTy 03HaKOMIEHMS.

Ocoboe 3HayeHne aTa oTMeTka MMeeT Ha npukasax 06 YBOMbHEHUU — MPU BO3HWKHOBEHWM CMOPOB
paboTHMK BNpaBe 06paTuTbCs B CyA B TEYEHNE MecsiLa CO OHSA O3HaKoMMeHus ¢ npukasom (TK PO).

Mpukasbl no J1.C. xpaHartca 75 net

B npouecce geATenbHOCTM opraHmM3aunn usgarTca U gpyrue npukasbl No paboTe ¢ NepcoHanoMm: u
NOOLLPEHUNAX, O B3bICKAHUSX, OTNYCKax U T.MN.

OT10 Kadposesbie npukasbl. OHWN XpaHATCS TpU roga 1 No3Tomy GOpMUPYHOTCA OTAENBHO OT NPUKa30B
no J1.C. u umetloT camocTosTenbHyto Hymepauuio - Ne 1k, Ne 2k, Ne 1K.
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YT0oObl COKpaTUTL KONMMYECTBO [JenoBbix Oymar, u3gaBaeMbiM NO CTAHAAPTHLIM CUTyaLUsM,
pa3paboTaHbl yHUDULMPOBaHHbIE POPMbI MPMKA30B (pacnopsXXeHun) : o npueme Ha paboTy (cbopma NeT-1),
0 nepeBoae paboTHMKa Ha apyryto paboty (dpopma Ne T-5), o npegocTaBneHnm oTnycka paboTHUKY (dhopma
NeT-6), 0 NpekpalleHn gencTBus Tpy4oBOro gorosopa ¢ pabotHukom ( opma NeT-8).

3adaHue:

1. CoctaBbTe npukas(bl) No 3asBNEHUSAM, HAaNUCaHHbIM Ha 3aHATUM 1.

2. NogroToBbTe NPOEKT NpuKasa no IMYHOMY COCTaBy Ha OCHOBAHWUW CNeAYHLLNX JOKYMEHTOB:

1. BaaBneHne meHemxkepa no nepcoHany OetoudkmHon M.W. ¢ npocbboi npegocTaBuTb OTAYCK NO
yxony 3a pebeHKOM [0 OOCTUXKEHUSA UM TPEX NneT.

2. 3assnenune XXypasneson U.H. o nppueme nHcnektopom otaena kagpos.

3. 3asBneHue arpoHoma Cemeuyko C.O. 06 yBOMbHEHUM MO COOCTBEHHOMY >XENaHuo B CBS3U CO
CMEHOW MecCTa XUTenbCTBa.

4. [oknagHas 3anucka HadvanbHWKa LUexa pacTeHueBoactBa [lweHuubiHa B.IM. 06 ovepegHom
HapyLleHMn TPYAOBOW ANCUMNINHBI TpakTopucTtom-mawmnHuctom Jebowwmpom M.A.

lNosicHeHus1

Mpu BbINONHEHUW 3afjaHusa crniegyet obpaTuTb BHMMaHWe Ha OOpPMIIEHME PEKBU3WUTOB MpuKasa,
ocoboe BHMMaHWe obpaTuTb Ha OdOpMIIEHWE pacnopsiAMTENbHOW YacTU TekcTa, O YeM uaeT pedb B
TEOPETUYECKNX NOACHEHUSIX.

[Ona kayeCTBEHHOro BbIMOMHEHUA 3afjaHus  HeobXoAMMO yKasaTb CaMOCTOATENbHO  BCe
HeJoCTalLlme PEKBU3UTDI.

4. MeTtoguka coctaBneHusi U oopMneHusi TPyA0BbIX KOHTPAKTOB

CodepixaHue:

1. PaccMmoTpeTb NOHATUE TPYAOBOro A0roBopa 1 TpeGoBaHUsA K HEMY.

2. N3yunTb npasuna coctaBneHus 1 opopMreHne pekBM3NTOB B OKYMEHTaXx.
3. O3HaKkoMUTLCA ¢ NpuUMepamu opopMreHns TPY4oBOro Aorosopa.

Teopemuy4eckue NosiCHeHus!

3aknioyeHne TpyaoBoOro poroBopa Mexay paboTHMKOM U paboTogartenem  gABnsieTcs
obsasatenbHbiM (cT. 16 TK P®).

CtopoHamu TpygoBOro gorosopa sBnsitoTcsl pabortogatens n paboTHuk. PaboTogatenem moxeTt
BbICTyNnatb nwboe npeanpusTue, Hes3aBUCUMO OT (POPMbl COBCTBEHHOCTW, a TakKke rpaxgaHe, T.e.
dusunyeckme nuua. PaBoTHUKOM MOXET SABMSATbLCA TOMbKO (hU3MYECKOe NULO, BCTyNMBLUEE B TPYOOBble
OTHOLLEHMA ¢ paboTogaTenem.

Bospacm, ¢ komopoz2o dornyckaemcs 3aknodeHue mpydogoeo dozoeopa, o2o8opeH 8 cm.63 TK PO
u cocmaernsiem 16 nem.

B otmenbHbiX cnydasx, nogpobHO paccMoTpeHHbix B TK P®, TpygoBonW [OroBop MOXET
3akKnyaTbcs ¢ nuuamu, He gocTurummn 16-neTHero Bo3pacTta, HO TOMbKO B Clnyvae, ecnu a1a paboTa He
npuMHeceT Bpeda WX 340pOBbl0 M He OyaeT HapywaTb npouecca obydeHus. Tawke ana aToro Tpebyetcs
cornacue OfHoOro U3 poauTenen (onekyHa unu nonevnTens).

Y  HecoBepLUEHHOMETHWX pabOoTHMKOB CYLECTBYIOT Kak OfpederieHHble  Nbrotbl  (CT.CT.
69,70,122,266,267 TK P®) Tak 1 pag 3anpeToB (CT. CT. 244, 265,268,282 TK P®).

He moryt 6bITb cybbekTamy TpygoBOro npaesa HegeecnocobHble rpaxgaHe. CnegyeT yuuTbiBaTh,
YTO HeeeCnoCcoBHOCTb rpaXxaaHnHa ycTaHaBMBaeTCs CyaoM.

YHudmuuposaHHon opMbl TPyAOBOro AOroBopa He cyllecTByeT. 3akoH ycTaHaBnusaeT psf
TpeboBaHWIA, KOTOpble HEOOXOAMMO YYWUTbIBaTb NPW COCTaBMEHMM U OPOPMIIEHUN TPYAOBOrO [OroBopa.
[oroBop 3akn4yaeTcsa B MUCbMEHHOW hopme, COCTaBnseTCs B 2  3K3EMMspax, Kaxabli M3 KOTOPbIX
nognucbiBaeTcst ctopoHamu. OauH ak3emnnsp nepegaeTcsa paboTHWKY, APYro xpaHuTcsa y pabotogaTtens
(ct. 67 TK P®). Co cTtopoHbl paboTHWKa TpydoOBOW [OroBOpP MOAMUCHLIBAETCA MM CaMOCTOSATENbHO, CO
CTOPOHbI OpraHn3aummn - ynorHOMOYEHHbIM NIULIOM, HafeneHHbIM NPaBoM 3akntoyaTb TPyAoBble JOrOBOPLI
(cT. 20 TK P®).

Tpydosoli Go2080p 3aKHaemcsi mosbKo 0OUH pas - npu rnpueme pabomduka Ha pabomy.

TpynoBble 4OroBOPbI MOTYT 3aKIHOYaThCS:

- Ha HeonpeaeneHHbIN CPOK,

- Ha onpeaerneHHbIn CPoK He bonee NATK NeT (CPOYHbIA TPYLOBOW JOTOBOP).

B TpyooBom goroBope mMoryT npegycMaTpuBaTbCs YCIOBUS:

- 06 ucnbiTaHuu,

- HepasrnalwleHuu rocygapCcTBeHHON, CIy>XeOHOM UM KOMMEPYECKOW TalHbI,

- obssaHHOCTM paboTHUKa oTpaboTaTb nocne obyvyeHWss He MeHee onpenernieHHoro cpoka (ecnm
06yyeHne npousBoauIiock 3a cHeT paboToaarens),

- WHble YCIOBUS, HE yXyALlawLme nonoxeHne paboTHUKa No cpaBHEHUO C TPyooBbIM KOLEKCOM.

Ycnosusa goroBopa MoryT 6biTb M3MEHEHbI TONBKO MO COrnalleHn0 CTOPOH N B MMCbMEHHON hopMme.
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[oroBop BCTynaeT B CUIy CO OHS ero nognucaHms paboTHUKOM 1 paboTtogaTtenem.

Tpydosoli 002080p OOMKEH UMEThL: HAUMEHOBaHWE OpraHu3aLm1, HauMeHoBaHWe BUAa OOKYMEHTa,
4aTty, Homep, MEeCTO COCTaBIEHWs!, TEKCT, nognucu paboTtogartens n paboTHuka, neyarsb.

[aton goroBopa siBNseTcs gata ero nognncaHnus CTOpoHaMu.

B TekcTe ykasbiBaeTcs: HaumeHoBaHMe pabotogartensi, hamMunms, UMs, oT4eCTBO paboTHMKA, MECTO
paboTbl, JaTa Havana paboTbl, JOMKHOCTb, KBanudgukauns, BU4 OOroBopa, UCMbITaTeNbHbIN CPOK, Npasa v
0bsi3aHHOCTN paboTHMKa, nNpaBa M 06s3aHHOCTM paboTofaTens, XapakTepuCcTUKM YCNOBUIA Tpyada, Pexunm
Tpy4a u oTAbixa, KOMNEHcaUMM U Nbrotel paboTHUKY, YCNOBMSA onnaThl TpyAa, Buabl U YCIOBUS COLMANbHOIO
CTpaxoBaHus, Apyrne ycroBus.

Tpynosble 4OroBOpbI:

- odopmnsoTca Ha GnaHke goroBopa MU Ha cTaHAapTHbIX NucTax A4;

- BKIHOYAOTCH B COCTaB fMYHbIX Aen paboTHUKOB;

- dopMupyloTCca B OTAENbHOE Aerno no andasuTy dpaMunmin paboTHUKOB (€Cnu NINYHbIE Aena He
3aBoadATcs);

- XpaHsaTca 75 ner.

3apaHue.
1. PaccmoTpeTb oTaenbHble ctatbn TpyaoBoro kogekca Po.
2. MoapobHO 03HaKOMUTLCH C MpUMepaMu oPopMAEHUs TPy4OBOro Aorosopa.

CamonogrotoBka O0y4atoWMXCs K NPakTUYECKMM 3aHSTUSIM OCYLLECTBNSETCS B BUOE MOBTOPEHMS
(paccmoTpeHus) TeopeTudeckoro maTepuana, npasBun opOpMIIEHNs OOKYMEHTOB, a TakkKe BbIMOSIHEHMS
3agaHuMiA MO anropuTMmy, 3adaHHOMY Ha MpaKTMYEeCKOM 3aHsATMM, MOArOTOBKM MO BOMpocaMm Ans
camonpoBepku. MNepen NpakTUYECKUM 3aHATUEM CriedyeT M3YYuTb KOHCMEKT NEKUUU U PEKOMEHOOBaHHYHO
npenogaeaTtenem nutepatypy, obpallas BHUMaHWE Ha NpakTUYecKkoe NPUMEHEHNE TEOPUM U HA MEeToaUKY
0hopMIIEHNS OKYMEHTOB. Ha npakTM4yeckoM 3aHSTUM rMaBHOE — YSICHUTb CBA3b BbINOSHAEMbIX 3a4aHui ¢
TEOPETUYECKMMM NOSOKEHUSMMU.

3.3 CPEACTBA And PYBEXXHOIMO KOHTPOIA

TecToBble BONpoChI
ONsl npoBefeHus py6eXXHOro KOHTpons

1. Kakon JOKyMEeHT aBnseTcst NOASTMHHUKOM?

a) KOMNA OOKYMEHTAQ;
b) OOKYMEHT, coaepalumi dpakcumune;
c) noAnucaHHbIN U Hagnexawmm o6pazom oPopMNEeHHbIN 3K3EeMMNISAP AOKYMEHTA,

COCTaBNEeHHbIN B NepBbIN pa3

2. V13 Kaknx YyacTten coCTOUT «MOCTaHOBNEHNEN» ?

a) KOHCTaTUpYIOLLLEN N NOCTaHaBNMBaloLLENn:
b) KOHCTaTMpYOLLEN U pacnopsanTenbHON;
C) nocTaHasnMBaLLLEen U pacnopaanTenbHON.

3. Kakon cpok xpaHeHUs AOKYMEHTOB MO JIMYHOMY COCTaBy?

a) 10 ner;
b) 25 ner;
C) 75 ner.

4. Ha kakme 4acTu MOXHO pa3fenuTb TEKCT akToB?

a) BBeAeHNe, KOHCTAaTUPYIOLLYI0 YacTb U BbIBOAbI;
b) BBEeAEHWe, MOCTaHABMNBAIOLLYIO M KOHCTaTUPYIOLLYHO YacTu;
c) BBEeAEHNE U BbIBOAbI.

5. Kakne goKyMeHTbl CMOMb3yTCa A8 AOKYMEHTUPOBAHUA  MHAOPMALMOHHO-CMPaBOYHbIX
MaTepuanoB?

a) nMcbMa, Tenerpammebl, akTbl, peknamMauuy;
b) cnpaBKu, AOKNagHble U 06bACHUTENbHbIE 3aNUCKK, akTbl, TMCbMa, TernerpamMmmbl;
)] CrnpaBKu, NpYKa3sbl, PacrnopsikeHUs.

6. K kakum JoKymeHTam OTHOCUTCH ycTaB?
a) OpraHn3aunoHHbIM;
b) pacnopsaguTenbHbIM;

55



c) CMpPaBOYHbIM.

d)

7. B KaknMx JOKYMeHTax Heo6X0aMM PEKBU3UT «NevaTby:
a) npukas;

b) yCTaB;

c) Crpaeka;

d) yKasaHue

8. Kakow n3 atnx JOKyMEHTOB OTHOCUTCS K pacnopsiAMTenbHbIM JOKYMEHTaM:

a) obbACHUTENBbHAA 3anuncka;
b) NOCTaHOBIEHUE;

C) NHCTPYKUUS;

d) NMCbMO

9. Kakon 13 aTux AOOKYMEHTOB He OTHOCUTCA K OpraHn3aumMOHHbIM JOKYMEHTaM:

a) NHCTPYKLNS;

b) NMOCTaHOBIIEHUE;
c) ycTas;

d) nonoxeHue

10. ,D,BI/I)KeHI/Ie OOKYMEHTOB Ha npegnpuaTtnin ¢ MOMeHTa UX co3aaHunAa Uunm nonyy4yeHna 4o OKOH4YaHuA
MCMNoJIHeHnA, OTnpaBkKN N caayvn B apxme - 3TO ...

a) OOKYMEHTUpOBaHue
b) [enonpon3BoacTBO
C) OOKyMeHToobopoT

d) dyHKUMa cnyx6 JOY
e) NPSAMOTOYHOCTb

11. AKTbl, NMCbMa, dhakcbl, 4OKNaAHbIe 3aMNNCKN OTHOCATCA K...

a) OpraHM3auyOHHbIM OKYMEHTaM

b) CNPaBOYHO-MH(POPMALMOHHBLIM JOKYMEHTaM
C) pacnopsanTenbHbIM JOKYMeHTam

d) BHELUHNM JOKYMeHTam

12. Kak xpaHsiTca npmkasbl N0 IMYHOMY cocTaBy?

a) BMeCTe C APYrMMU KagpoBbIMN AOKYMEHTaMu
b) B NMNYHOM Aene CoTpyaHuKa

C) rpynnmpytoTcsa B OTAeNbHOe Aeno

d) Ha pyKax y coTpyaHuKa

13. Ha koro 3aBoguntcsa nn4yHoe geno?

a) Ha pykoBoauTenen n oTBETCTBEHHbIX UCMOMHUTENEN
b) Ha Kaxgoro paboTHMKa

c) Ha HapyLmTenen TpyaoBO ANCLUMMIUHGI

d) Ha KIMEHTOB PUPMbl

e) No YCMOTPEHUIO aAMUHUCTPaLUKN NPeanpuaTUs

14. Komy crnenyeT agpecoBaTb 3asiBiEHUE O NpueMe Ha paboTty?

a) COBCTBEHHUKY NPeanpuATHs
b) pyKOBOAUTEMO NPeanpusaTms
C) B OTOeN kagpoB

d) HayanbHWKY OTAena Kagpos
e) HayanbHWKY noapasaeneHns

15. Kakne pekBu3uTbl BkItovaeT aBTobmorpadms?

a) HasBaHWe BMAa OOKYMeHTa, TeKCT, AaTta, NoAnuch
b) TEKCT, AaTa, noanuchk, nevyaTb

c) Ha3BaHWe BMAa OOKyMeHTa, gata, PO aBTopa
d) NnoYTOBLIN agpec, gaTta, NoAnuch

16. Pasnuyatot TPU NOTOKa AOKYMEeHTaUuun Ha npeanpuaTumn:

a) BXOASALLINE, UCXOOALLME U BHYTPEHHUE AOKYMEHTHI
b) LEeHTpann3oBaHHbIN, AeUEeHTPanM3oBaHHbIA 1 CMELLAaHHbIN
c) roToBsiLLMECS, yTBEPXKAaeMble U OTNpaBnsieMble JOKYMEHTbI
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d) OpraHusaumoHHble, PMHaHCOBbIE N CHAabXXeHYeCckne JOKYMEHTbI

17. 3anucb cBegeHun o AOOKYyMEeHTe C nocneayrumm npoctasiieHnemMm NHaekca n aatbl — 310

a) cucTeMaTmsaums
b) perncrpaumsi

C) apxvMBupoBaHue
d) KaTanormsauus

18. HomeHknatypa gen - 370 ...

a) nepeyveHb 3arofioBKOB €N U CPOKOB MX XPaHEHUS
b) CMMCOK BCEX AeN, UMEIOLMXCA Ha Npeanpusitumn
C) nepeveHb gen Ans nepeaayn B apxve

d) CMMCOK 0COB0 BaXHbIX AOKYMEHTOB

19. Bac BKNHOYMAN B SKCMEPTHYHO KOMUCCUIO Npeanpusatus. Yem Bel 6yaete 3aHuMaTbea?

a) MPOBEPSTb COXPAHHOCTb AOKYMEHTOB B NoApa3feneHusx
b) OLieHMBATb CTEeNeHb CEKPETHOCTU JOKYMEHTOB

c) NPOBEPSITb MPABUINbHOCTL COCTaBMNEHUS JOKYMEHTOB

d) NPOBOAWTL IKCNEPTU3Y LEHHOCTN JOKYMEHTOB

e) KOHTPONMpOBaTb UCMNOSIHEHNE AOKYMEHTOB

f) NpoBepsiTb NPaBUIIbHOCTb COCTaBIEHUS LOKYMEHTOB

20. HopmaTtunBHbIN AOKYMEHT, yCTaHaBNMBaoLWnin eamHble TpeboBaHNa K AOKYMEHTUPOBaHUIO
ynpaBrieH4YeCKON AeATeNbHOCTM U opraHusauny paboTbl C AOKYMEHTaMMU:

a) YHudunuymnpoBaHHasa cuctema gokymeHtauum (YCL)
b) rOCT

C) WHCTpyKUMs No 4enonpon3BOACTBY

d) rcgoy

e) [omKHOCTHaA MHCTPYKUKSA

21. YcTtaHoBrneHve eguHoobpasms coctasa 1 opM yrnpaBneHYeCckMX AOKYMEHTOB, (DUKCUPYIOLLNX
OCYLLEeCTBMNEHNE OOHOTUMHBIX YNpaBreH4Yeckux yHKLUUA 1 3aaay Ha3biBaeTCcs

a) CraHpapTtusaumen
b) YHudukaumen

c) [okymeHTaunemn
d) Knaccudukaumen
e) TUnusaumen

22. K kaKoli rpynne JOKYMEHTOB OTHOCATCS peknaMHble 06bsiBNeHusl, 0630pbl, rpadrkv, CNUCKN?

a) K pacrnopsaautenbHbiM JOKYMEHTaM

b) K OpraHu3auUMoHHbIM LOKYMEHTaM

C) K CNpaBOYHO-MHOPMALMOHHBLIM JOKYMEHTaM
d) (PUHAHCOBbLIM AOKYMEHTaM

e) K NTMYHbIM JOKYMEHTaMm

23. Kakvne gOoKyMeHTbl Ha3blBaloTCs UHOPMAaLMOHHO-CNPaBOYHbLIMU?

a) [OKYMEHTbI, perfamMmeHTUpYoLLME CTPYKTYPY, 3a4aun, pyHKUMM NpeanpusiTus, opraHu3aumio
ero paboTbl, NpaBa, 0653aHHOCTM N OTBETCTBEHHOCTb PyKOBOAUTENEN U CNeLnannucTos

b) [OKYMEHTbI, XapakTepu3ayloLine TpyaoBble OTHOLIEHNUA MexXay NpeanpuaTMeM U paboTHUKOM

)] [OKYMEHTbI, coaepallue MHopMaLuio 0 dakTUYeCKoM MONOXEHUW Oer, cnyxaliue
OCHOBaHWEM ANS NPUHATUS PeLLeHUiA, N3aaHna pacrnopaauTeNbHbIX JOKYMEHTOB

d) [OKYMEHTbI, 06palLieHHbIE K HUKECTOSLLMM OpraHu3aumnsm, rpynnam v oTaenbHbIM fuuam

e) [OKYMEHTbI, OTpakaloLLue JOroBOPHbIE OTHOLLEHUS MeXay NpeanpuaTUaMM

24. B kKakoM JOKYMEHTe 3aKpenseHbl JOMMKHOCTM U YUCTEHHbIN COCTaB NpeanpuaTus ¢ ykasaHnem
doHaa 3apaboTHOM nnaTbI?

a) B LUTATHOM pacnucaHuu

b) B CTPYKTYpE U LUTaTHOM YNCIIEHHOCTH
C) B NMOMOXEHUN O NepcoHane

d) B AOMKHOCTHOW NHCTPYKLMK

e) B yCTaBe npeanpuaTus
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25. Kak HasbiBaeTCsl AOKYMEHT, (OMKCUMPYHOLLUIA cornalleHme CTOPoH 06 yCTaHOBEHUUN TPYOOBbIX
OTHOLLIEHWI U PETYTNUPYIOLLMIA UX?

a) TpyZoBasi KHUXKa

b) KOAEKC 3aKOHOB O Tpyae

C) npukas no fIM4YHOMY COCTaBy
d) TPYAOBOW KOHTPAaKT (40oroeop)
e) OOIMKHOCTHAsA MHCTPYKUUS

MNnaHoBas npoueaypa TeCTUpoBaHUA
TectTupoBaHue oOcCylWlecTBNAETCAS NO BCEM TemMaM W pasgenam AUCUUMNNUHBI, BKNOYas TeMbl,
BbIHOCUMbIE Ha CaAMOCTOATENLHOE U3yyYeHue.
lMpoueoypa TecTupoBaHMA OrpaHuMdeHa BO BpeMeHW U1 npeanornaraeT  MakcumarnbHoe
COCpefoTOYEeHNE Ha BbIMOMHEHUN TECTa, cogepKallero HeCKOMbKO TeCTOBbIX 3a4aHuUN.
TecTnpoBaHue NPOBOAMTCA B NMUCbMEHHOW ¢opme (Ha BGymaxkHoM HocuTene). TecT BKMOYaeT B
cebs1 15 BonpocoB. Bpemsi, 0oTBOAMMOE Ha BbINONIHEHNE TeCTa - 15 MUHYT.

O6pa3sey 6naHka 4N UTOroBOro TeCTMpPOBaHUA

NMPUAMEP TECTOBOI'O 3A0AHUA
Obpaszey
depepanbHoOe rocygapcTBeHHoe bogKeTHoe obpa3oBaTenbHOE yYpexaeHne Boicllero obpasoBaHus
«OMCKMIn rocyaapCTBEHHbIN arpapHbi yHMBepcuteT uMmenmn MN.A. CtonbinnHa»
Kadenpa meHemxmMeHTa N MapkeTuHra

UToroBoe TectupoBaHue nNo gucLmnianHe
«B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON OeATENbHOCTU»
AnA obyyarowmxca No HanpaBneHuo
38.03.02 MeHeaXXMEHT

PUN0 rpynna
OaTa

1. Kakon JOKyMEeHT aBnseTcst NOASTMHHUKOM?

d) KOMNSA OOKYMEHTAQ;
e) OOKYMEHT, cogepKalumi doakcummne;
f) NOANUCAaHHBIN U Hagnexawmm obpasom oPoOPMIIEHHBIN IK3EMNNAP AOKYMEHTA,

COCTaBJIEHHbIN B NEpBbIV pas

2. V13 Kaknx YyacTten coCTOUT «MOCTaHOBMNEHNE» ?

d) KOHCTaTupyoLen n noctaHasnmBaroLLen:
e) KOHCTaTupyoLLen n pacnopsanTenbHON;
f) NnocTaHaBnMBalOLLEN N pacnopaanUTENbHOMN.

3. Kakon cpok xpaHeHus AOKYMEHTOB M0 IMYHOMY COocTaBy?

d) 10 ner;

e) 25 ner;

f) 75 ner.

4. Ha kakme 4acTu MOXHO pa3fenuTb TEKCT akToB?

d) BBeJEHME, KOHCTaTMPYHOLLYIO YacTb U BbIBOAbI;

e) BBeEHME, MOCTAHABIMUBAOLLYIO M KOHCTATUPYIOLLYHO YacTy;
f) BBeJeHue 1 BbIBOAbI.

5. Kakne JoKkyMeHTbI MCMONb3YHTCS A5t AOKYMEHTMPOBAHUS  UHEOPMAaLMOHHO-CMPaBOYHbIX

MaTepuanoB?
d) nncbma, TenerpaMmmel, akTbl, peknamauuu;
e) cnpaBku, f4oKnaaHble U 00bSCHUTENbHbIE 3aMUCKK, akThbl, TMCbMa, Tenerpammsi;
f) CrpaBKu, NpUKasbl, pacrnopsixXeHus.

6. K kakum JoKymeHTam OTHOCUTCH ycTaB?
e) OpraHn3aunoHHbIM;
f) pacnopsiAnTenbHbIM;
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o)) CMpPaBOYHbIM.

h)

7. B KaknMx JOKYMeHTax Heo6X0aMM PEKBU3UT «NevaTby:
e) npukas;

f) yCTaB;

9) Crpaeka;

h) yKkasaHue

8. Kakow n3 atnx JOKyMEHTOB OTHOCUTCS K pacnopsiAMTenbHbIM JOKYMEHTaM:

e) obbACHUTENBbHAA 3anuncka;
f) NnocTaHOBIIEHUE;

9) NHCTPYKLNS;

h) NMCbMO

9. Kakon ns atux AOOKYMEHTOB HEe OTHOCUTCA K OpraHn3aumoOHHbIM JOKYMEHTaM:

e) NHCTPYKLNS;

f) NMOCTaHOBIEHHE;
g) ycTas;

h) nonoxeHue

10. ,D,BI/I)KeHI/Ie OOKYMEHTOB Ha npegnpuaTtnin ¢ MOMeHTa UX co3aaHunAa Uunm nonyy4yeHna 4o OKOH4YaHuA
MCMNoJIHeHNA, OTNpaBkKN UK caa4vn B apxmB - 3TO ...

f) OOKYMeHTUpoBaHune
9) 0enonpon3BoACTBO
h) OOKymMeHToobopoT

i) dyHKUMa cnyx6 JOY
) NPAMOTOYHOCTb

11. AKTbl, NMCbMa, dhakcbl, 4OKNaAHbIe 3aMNNCKN OTHOCATCA K...

e) OpraHM3auyOHHbIM OKYMEHTaM

f) CNPaBOYHO-MH(POPMALMOHHBLIM JOKYMEHTaM
9) pacnopsanTenbHbIM JOKYMeHTam

h) BHELLIHUM JOKyMEeHTam

12. Kak xpaHsiTca npmkasbl Mo IMYHOMY cOocTaBy?

e) BMeCTe C APYrMMU KagpoBbIMN AOKYMEHTaMu
f) B NMNYHOM Aene CoTpyaHuKa

9) rpynnmpytoTcsa B OTAeNbHOe Aeno

h) Ha pyKax y coTpyaHuKa

13. Ha koro 3aBoguntcsa nn4yHoe geno?

f) Ha pykoBoauTenen n OTBETCTBEHHbIX UCMOMHUTENEN
9) Ha kaxxgoro paboTHuKa

h) Ha HapyLwmTenen TpygoBon ANCUUNIUHBI

i) Ha KNMeHTOB PMpMbl

)] Mo YCMOTPEHWI0 agMUHUCTPaLn NpeanpusaTns

14. Komy crnenyeT agpecoBaTb 3asiBiEHUE O NpueMe Ha paboTty?

f) COBCTBEHHUKY NPeanpuATHs
9) pyKOBOAWUTENIO NPeanpuUATUS
h) B OTAEN Kagpos

i) HayanbHWKY OTAena Kagpos
)] HayanbHWKY NoapasfaeneHus

15. Kakne pekBu3uTbl BkItovaeT aBTobmorpadms?

e) Ha3BaHWe BMAa AOKYMEHTa, TEKCT, Aata, NOANUCh
f) TEKCT, AaTa, NoAnuch, nevaTb

Q) Ha3BaHWe BMAa OOKyMeHTa, aata, PO aBTopa
h) NnoYTOBLIN agpec, gaTta, NoAnuch

KpuTtepuu oueHku
OTBETOB Ha TECTOBbIE BONPOCHI

- OueHKa «OTNNYHOY», ECIN KONNYECTBO NpaBuibHbIX 0TBETOB OT 81-100%.
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- OueHKa «XOpOoLLIOY», €CNN KONMYECTBO NpaBUIibHbIX OTBETOB OT 71-80%.
- OueHKa «ya0BMNEeTBOPUTESIBHOY, €CITN KONMMYECTBO NpaBUIibHbIX OTBETOB OT 61-70%.
- OueHKa «HeyOoBMEeTBOPUTENBHOY», €CITN KONMMYECTBO MPaBuIibHbIX OTBETOB MeHee 60%.

3.4 CPEACTBA AN NPOMEXYTOYHOU ATTECTALIUM MO UTOIAM U3YYEHUSA OUCLUNNUHBI

BOMPOCbI

AOJIsl NpoBeeHUA UTOFOBOIro KOHTPONA (3a4eTa)

[MoHATNe AOKYMeHTaLMOHHOro obecneyeHns ynpaBneHus.
OTanbl pa3BuUTUA 0TEYECTBEHHOMO AENOonpoM3BoACTBa.
HopmaTtueHag 6a3a JoKymMeHTaunoHHoro obecneveHms.

|_|p0Ll,eCCbI yHVI(*)I/IKaU,VIVI n cCtaHgapTn3aunm B JOKyMEeHTaUlNOHHOM obecneyeHnn ynpaslieHus.

OpraHun3aunoHHO-NpaBoBas JOKYMEHTAUUS - OCHOBHbIE PEKBU3UTHI OPOPMITEHNUS.
PacnopsgntenbHas AOKyMEHTaLmMsl, OCHOBHbIE PEKBU3NTbI OOOPMIEHUS.
WHdopmaumnoHHo-cnpaBoYHas AOKYMEHTaL s, OCHOBHbIE PEKBU3NTBI OCPOPMITEHUS.
Buapbl nucem, OCHOBHbIE PEKBM3UTBLI 1 NpaBuna 0opMieHus.

[okymeHTOODOpPOT NpeanpuaTUn, ero aTanbl 1 0COBEHHOCTH.

obpaboTka, npeaBapuTENbHOE  PacCMOTPEHWE U

WNHdopmaumnoHHo-cnpaBoyHas paboTa ¢ AOKyMEHTaMM.
OpraHusaums paboTbl C AOKYyMEHTaMm, COAepX)alumMMmn KoHUaeHUManbHble CBeAEHNS.

1.

2.

3.

4, Knaccudukaums 4OKyMEHTOB.

5.

6. CocTaB peKkBM3UTOB AOKYMEHTOB.

7.

8.

9.

10.

11.

12. Tlpyem 1 nepBuYHas
pacnpegeneHnegoKyMeHTOB.

13.

14.

15.

PaGoTa ¢ nucbMamu 1 obpalleHsaMU rpaxkaaH.

HopmaTuBHasa 6asa npoBeaeHus

I'IpOMe)KYTO‘-IHOﬁ atrecTauum no pesynbTaTaM U3dyvyeHusa QUCUUNIINHDbI!

1) pencteyowee «lMonoxeHne o TeKyLWEM KOHTPOSie YCNeBaeMoCTM, MPOMEXYTOYHOW aTTecTaumu
obyvarowmxcs no nporpammam Bbicllero obpasoBaHusi (bakanaBpuat, crneuuanuteT, marucTpaTtypa) u
cpeaHero npodeccnoHansHoro obpasoanus B Pro0QY BO Omckuin FTAY »

OCHOBHbI€ XapaKTepUCTUKMN

I1p0M9)KyTO'~IHOI?I aTrecTtauumu no nToram nyvyeHma gucumninHbl

Llenb npomexyToyHoMn
aTTrecTaumm -

YCTaHOBMEHWe YPOBHS AOCTUXEHUS KaxkabiM obyyatoLmMes uenen
1 3agay obyyeHns No JaHHOW AUCUUNINHE, U3NOXEHHbIM B M.2.2
HacTosLLen NporpamMmmsl

dopMa NpoMeKyTOYHOM
aTTecTaumm -

3ader

MecTto npouenypbl Nony4YeHUs
3a4yéTa B rpadpuke y4yebHoro
npouecca

1) yyacTtune obyyarowerocs B npouenype nonyyeHus 3adéta
OCYLLIECTBMSETCS 3a CYET y4eBHOro BpeMeHu (TpyaoEMKOCTM),
OTBEAEHHOrO Ha U3yvyeHne UCLIUMIVHDI

2) npoueaypa nposoauntcs B pamkax BAPO, Ha nocrnegHen Hegene
cemecTpa

OCHOBHbIE YCNOBUS NOJy4YeHUs
obyyarowmmca 3avéTa:

1) obyvatowmmncsa BbINONHWN BCe BUAbI y4ebHOM paboThl (BkIoYas
CaMOCTOATENbHYIO) 1 OTYMTanNcs o6 X BbINOSIHEHMU B CPOKMU,
yCTaHOBMEHHble rpadmkoM y4ebHoro npowecca no AUCUMNINHE;
2) nonoxwuTtenbHas oLeHka no pesyribTatam UTOroBOro
TecTMpoBaHus

Mpoueaypa nony4yeHus 3a4é€Ta -

MeToaunyeckue maTepuansl,
onpegensowme npoueaypbl
OLleHUBaHUA 3HAaHUN, YMEHUN,
HaBbIKOB:

MpencTaBneHbl B POHAE OLLEHOYHbIX CPEACTB N0 AaHHOW y4ebHOoN
avcuunnue (cMm. — MNMpunoxeHue 9)

NMIAHOBASA NMPOLIEAYPA
npoBeAeHUs 3a4eTa

OcHo8Hble ycrosusi nosyyYeHus 3a4ema:

- 100% noceLlleHne NeKUUN N NPaKkTUYECKMUX 3aHATUN

- NONOXUTENbHbIE Pe3yrnbTaTbl MPU NPOXOX4EHNE TECTUPOBAHUS

- MOArOTOBMIEHHOCTL MO TEMaM, BbIHECEHHBIM HA CAMOCTOSITENIbHOE U3yYeHne
- yCrneLHoe BbINOSHEHNE MHOUBMAYANbHOIO 3a4aHust

- MONOXUTENbHAA OLIEHKA NO pe3yrnbTaTam UTOroBOro TECTUPOBAHKS
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MnaHoBas npoueaypa nony4YeHus 3adéra:

1) CTyOeHT npeabsiBrsieT npenogasatento MHAMBMAYarbHOe 3afaHue

2) MpenogaBaTtens npocMaTpuBaeT MpeAcTaBfieHHble MaTtepuanbl M 3anucu B KypHane yyéTa
MOCeLLaeMOCTV U YCEeBAEMOCTU CTYAEHTOB, BbICTaBMIEHHbIE paHee CTYAEHTY OLEHKM MO UTOram TeKyLLEero u
WTOrOBOrO TECTMPOBAHWM, NMPaKTUYECKMX 3aHATUN.

3) MpenoaaBaTenb BbICTABMASET OLEHKY B 3K3aMEHALMOHHYIO BEAOMOCTb M B 3a4ETHYHO KHVDKKY
CTydeHTa.

Pe3yanaTb| 3a4eTa onpeaenarT OLueHKaMn «3a4TeHO», «He 3a4TEHO».
«3a4yTeHo» - CTyOEeHT BbINOJTHUN BCe Tpe6OBaHI/IF| M ycnoBusa nonyyeHusa 3advera.

«He 3auyTeHoO» - CTygeHT He BbINOMNHWM BCce, NMMBO Kakoe-TO OAHO M3 TpeboBaHWA unu ycrnoBun
nony4yeHus 3adera.
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NPUNOXEHMUE 1
®dopma TUTYNLHOro NMcTa MHAMBMAYanbLHOro 3afgaHusA

depgepanbHOe rocygapcTBeHHoe BloaxkeTHOe obpasoBaTernbHOE yupexaeHue Boicllero obpasoBaHus
«OMCKuMI rocyaapCTBEHHbIN arpapHbIin yHuBepcuteT umenun MN.A. CtonbinuHa»

OKoHOMMYecKun hakynbTeT

Kadhenpa meHepxmMeHTa 1 MapKkeTuHra

HanpaesneHune — 38.03.02 MeHep)XMeHT

NHomBmayanbHoe 3agaHune
no ANCUUNINHe

B1.B.12 JokyMeHTUpOBaHM1e ynpaBreH4YeCKON AeATEeNIbHOCTHU

Ha Temy:

BbinonHun(a): cT. rpynnbl

®no

MMpoBepun(a): y4y. cmeneHb, OOMKHOCMb

®no

OmMcK — r.
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8 NUCT PACCMOTPEHMIA U OQOBPEHWIA
DOHA OUEHOYNLIX CPEACTE AHCUMNNUHEI
8 cocraee ONoOnN

1. PaccmoTpena u ogobpena:

a) Ha 3acenanumn 06ecneunsaollen NpenosaBanne Katheapbl fadd iv.catai®l ot /i e A

npotokon Ne 7% or 7/ 4520 %
3a8. Kaeapol, di1Ls JECK Migy O A Sopetpcccrds

\ (/(((/
v

6) Ha 3acenaHnn METOAWNECKOR KOMUCCHK NO HENPEBNEHUI
nparoxon Ne_77__ or & /€204

MNpeaceaarens MKH — z VAN .o/‘/lllf-.'d',g/(; @ 01/ «7/;4/“";“'@

2. PaccmoTperune M onobpeHue NPeAcTaBUTeNAMM NPOPECcCHOHANbLHOR chepnl
no npodunio ONOMN: :

{
Kommepueckuit aupextop OO0 «Conavoes |- :
Yepnakckoro MyHnUMNansHOro panoxHa \:
Omckoi oSnacti %
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M3MEHEHUA U OOMNOJNHEHUA
K hoHAYy OLIEHOYHbIX CPeACTB Yy4eObHON ANCLUNIIUHbI
B1.B.12 [lokyMmeHTUpOBaHMe ynpaBrieH4YeCKON AeATENbHOCTU
B cocTtase Ol1OI 38.03.02 MeHeaXXMeHT

BenoomocTb nameHeHUM

OTtmeTka
Cpok, 06 yTBEpXxaeHUu/ cornacoBaHum
C KOTOPOro Homep 1 ocHOBHOE coaepxaHue M3MEHEHUN
BBOAMUTCS M3MEHEHNa U/unn AOoMNONHEHUs pykosogutens OIMOr
MHUUMaTop
N3MeHeHne unm
M3MeHeHNs

npeacegatens MKH
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U3MEHEHUA U OONOJIHEHUA
K pabo4en nporpaMmme QUCLIMNNUHBI
B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTN
B coctaBe OINOI 38.03.02 MeHegXMeHT

BenomMmocTb usamMeHeHuM

NPUNOXEHUE 10

Ne Bug obHoBneHun CogaepxaHne nsmeHeHun, BHocumbix B OMNMOTT OGOCHOBaH?e
n/n N3MeHEeHWM
1
2
3
4
5
6
7
8
9
10
11
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