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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 MeHegxmeHT, npocunb «Mpon3BoACTBEHHBIN MEHEKMEHT»

1.2 CtaTyc AUCLMNIIUHLI 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 YCTAaHOBMEHHOM MOPSiAKE MOryT ObiTb 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 AUCLUUNIUHE.
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 npodeccrmoHanbHoOM AeSTENbHOCT CreaylowWwmnx TUMNOB: 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 npenoaaétcs AaHHas gucumnnnHa.

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

2.2 MNepeyeHb KoMneTeHUMHA popMUPYyEMbIX B pe3ynbTaTe OCBOEHUsi Yy4eGHoW
OUCLMNIIVHDI:

B pesynbTaTe 0CBOEHMS AUCUMNIUHBLI  OOydalowuiics OomkeH obnagaTb  CNeaylowmvmu
KOMMETEeHLUSMU:

KomneTeHuuu, Kop n KoMnoHeHTbI KOMNeTeHUUN,
B (bOopMMpPOBaHUUN KOTOPbIX HaMMeHOBaHue dopMupyemble B pamKax AaHHON AUCLUMIUHDI
3agencTBOBaHa AMcUMNIMHA MHAuKaTopa (kak oxxmgaemblin pesyrnbTaT ee OCBOEHMWS)
DOCTUXKEHUN yMeTb Aenatb BMnageTb HaBblkaMu
Kop, HaMMeHoBaHue 3HaTb U NOHUMATb 4
KOoMMneTeHuumn (gevnicTBoBaTh) (MMeTb HaBbIkK)
1 2 3 4
YHuBepcanbHble KOMNeTeHUUn
NO-4yk.3 TeopeTnyeckme YyMeTb OCYLLECTBMATL | BNageTb HaBblkamu
CnocobeH ahdpekTUBHO OCHOBBbI achbdekTnBHOE odhopmneHust n
OCYLLEeCTBMATb B3aMMOOENCTBYET | Aenonpou3BOACT- | B3aMMOZEWCTBME C | cOCTaBneHusi
coumansHoe c apyrumun | Ba, NPUHLMMBI | COTPYAHUKAMU OOKyMeHTauum
B3aMMOAENCTBME U | YneHamu opraHusauum npeanpuaTus W | NpeanpusTus € LUenblo
peanv3oBbIBaTb CBOK | KOMaHabl, B T.4. | AJOKyMEHTOO6opo- | mapTHepamu OCYLLECTBINEHNSA
VK-3 ponb B KOMaHae y4yactByeT B | Ta, npasuna | NocpescTsom SCbeeKTI/IBvHOFO
obmeHe ochopmneHus Aenoson B3aMMOOENCTBUSA c
nHcpopmaumeit, [OKyMeHTaumu [OKyMeHTaumu COTpyAHUKaMu
3HaHWAMU n | npu
OnbITOM, 1 | B3aMMoZencTBum
npeseHTauum C COTpyaHUKamu
pe3ynbTaToB npeanpuaTus
paboTbl KOMaHabI
NO-3yk4 HOpMaTUBHbIE yMeTb rPamMOTHO | MMETb npakTnyeckue
VK-4 CnocobeH Benetr  penoBylo | akThl, COCTaBnsATb M | HaBblku BeAeHus
OCyLLEeCTBNSATb nepenucky, pernameHTupyto- ochopMnaTb Aenoeom nepenuncky,
[enoByo y4nTbIBas wme npasuna | ynpaeneH4yeckue ochopmMneHust "

! 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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KOMMYHUKaLNIO B | ocobeHHOCTU ocopmneHus [OKYMEHTbI, COCTaBneHust
YCTHOW U NMUCbMEHHOW | CTUIIUCTUKM AOKYMEHTOB, Aernosble nMceMa | ynpaBrieHYecKnx
opmax Ha | opuumanbHelX ¥ | BuAbl M OOPMbI, | OpraHu3aummu, [OKYMEHTOB,
rocyaapcTBeHHOM HeodULManbHbIX MeToaUKY NPUMEHSATb Ha | oduumanbHbIX 7
A3blke Poccuiickon | nucem, ochopMneHust N | npakTtuke HeodmUManbHbIX MNUCEM
Pepepaumnn N | COLMOKYNMbTYpHbIE | COCTaBreHus TeopeTnyeckue Ha rocygapcTBeHHOM
MHOCTPaHHOM(bIX) pasnuuus B | ynpaBneH4Yeckunx OCHOBbI A3blke
A3blke(ax) cdopmarte OOKYMEHTOB, 0enonpov3BoAcTBa
KoppecnoHaeHuun | ouumanbHbiX 1
Ha HeodmuManbHbIX
rocyaapCTBEHHOM nicem
A3blke
MNpodreccroHanbHble KOMNETEHL MU
NAO-2mk-3 0CoBeHHOCTH yMeTb B | umeTb HaBbIKu
CnocobeH obnapaet ochopMneHus COOTBETCTBUM C | B3aMmogencTeus c
paspabaTtbiBaTb W | 3HAHUSIMU  OCHOB | BHYTpPEHHeM W | yCTaHOBMEHHbIMMU BHYTPEHHEN W BHELUHEN
COBEpLUEHCTBOBATb onepaumoHHOro BHELLHeN npasunamu cpepnon npeanpusTus
pernameHT npouecca | MeHeOXMeHTa, AOKyMeHTaumn ochopMnaTb nocpeactsoM  obmeHa
noapasgeneHus 3KOHOMWKW, Yy4eTa | CTPYKTYPHbIX BHYTPEHHIO0 1 | OOKyMeHTauuen,
opraHu3aumu unu | 3artpar, ymeeT | nogpasgeneHui BHELLHIO pa3paboTku
aOMUHUCTPaTUBHBIV pa3pabaTbiBaTb npeanpuaTus AOKYMEHTaLMIo pernameHTUpYHLLMX
pernameHT pernameHT (nonoxeHusi 0 | NpeanpuATus, [OOKYMEHTOB,
MK-3 nogpasgenexHus npouecca noapasgeneHuu, paspabarbiBaTb pauMoHanbHon
opraHusauum noapasgeneHns [AOJHKHOCTHbIE MONOXeHWs O | opraHusauuu
opraHusauuM Unu | UHCTPYKLUK 1 | nogpasgeneHuu, OokymeHToobopoTa
agMUHUCTPATMBHO | Ap.), npaeuna | OOIMKHOCTHbIE
ro pernameHTa | opraHusauuu WHCTpYKUUM ¥ ap.,
noapasgeneHns [OKYMEHTOO6OpO- | OpraHu3oBbIBaTb
opraHusauuu M| Ta un BHeceHus | gokymeHToobopoT
pernameHTMpytoL, | U3MEHeHUI B
nx [OKYMEHTOB | [AIOKYMEHTbI
(MHCTPYKUWMA,
NOMOXEHWN)
NO-3rk-4 nopsaoK ymeTb MMETb HaBbIKK
CnocobeH 3HaeT nopsigok | paspaboTtku paspabarbiBaTb pa3paboTku
OCyLLEeCTBNSATb pa3paboTku MONOXEHNN 0 | AOKYyMeHTaumio nepcneKkTUBHbIX "
pyKOBOACTBO OpraHM3aUMoHHbIX | NogpasgeneHusx, | npeanpusitus ans | rogoBbIX nnaHos
BbINOSIHEHVEM CTPYKTYP, OOIMKHOCTHBIX dopmmnpoBaHus Npon3BOACTBEHHOMN,
TUMOBbIX 3agay | NonoxeHuwn O | MHCTPYKUWNA, NMPOU3BOACTBEHHbIX, XO03AWCTBEHHOW n
TaKTU4ECKOro noapasgeneHunsx, npoymx XO035ICTBEHHBIX n | coumanbHoun
nnaHnpoBaHus OOIMKHOCTHBIX pernameHTupyto- coumanbHbIX MMaHoB | AESATENbHOCTU
MK-4 npoussoacTsa VHCTPYKLMA; LLMX, neaTeribHoCTH opraHuMsauum Ha OCHoBe
nopsiaoK opraHu3aLmoHHO- MCMonb30BaHWs
pa3paboTku pacnopsauTenb- [OOKyMeHTauumm
NepCrneKkTUBHBIX U | HbIX, npeanpuaTus
rogoBbIX — MMaHoB | MHAOPMAaLMOHHO-
NMPOU3BOACTBEHHO | CMpPaBOYHbIX
1N, XO3SNCTBEHHOW | AOKYMEHTOB
n couuanbHom
OesiTenbHOCTH
opraHusauuu
NA-2mk-s NopsiAoK ymMeTb 0POPMNATbL U | UMETb HaBbIKM
CnocobeH 3HaeT nopsiaok | paspaboTku M | coctaBnsTb pa3paboTku "
OCyLLEeCTBNSATb pa3paboTku n | odopmneHus NMOCTaHOBMEHNS, odopmreHust
TakTM4eckoe ochopmneHus AOKyMeHTaumu pacnopsixeHusi, [OOKyMeHTauumm
ynpaeneHve TEXHUYECKOW npeanpuaTMs 1 | nNpukassbl, npeanpuaTus, BeaeHust
npoteccamu OOKyMeHTauum u | BedeHust OpraHv3oBbIBaTb [enonpon3BoacTBa,
opraHusauum BeAeHus [ernonpov3BoacT- | npolecc pa3paboTkM  MPOEKTOB
AK-5 npou3BoacTBa [Oenonpov3BoacTB | Ba, METOAMKY | Aenornpov3BoACTBa opraHu3aLnoHHO -
a, NocTaHoBMNeHUs, | odopMneHUs W | Ha NpeanpusATUn pacnopsiaMTenbHbIX
pacrnopsikeHusi, COCTaBneHust [OKYMEHTOB
npukasbl, NMOCTaHOBMEHWS,
MEeTOOMYECKME U | PACMOPSPKEHUS,
HOpPMaTUBHbIE npukasa
maTepuanbl no
opraHusauuu,

HOPMMPOBAHWIO 1
onnare Tpyaa




2.3 OnucaHue nokasaresnien, KPUTEPUEB M LUKAN OLEeHUBAHUA B paMKaxX AUCLUMIIUHbI

YpoBHM CHOPMMPOBAHHOCTM KOMNETEHLMN

KOMMeTeHuus He
ccpopmmpoBaHa

MUHUMaIbHbIN cpeaHun BbICOKWN

OueHkn chopMMPOBaHHOCTU KOMMETEHUU

He 3ayteHo |

3ayteHo

Xapaktepuctuka chopMUPOBAHHOCTY KOMMNETEHLIMN

KomneTteHunsa B nonHom

1. C(bOpMVIpOBaHHOCTb KOMNeTeHUUn COoTBETCTBYET

Kon Mokasarens mepe He MUHUMAanbHLIM TPeBGoBaHMAM. NIMEIOLWNXCA 3HAHWIA, YMEHUI, dopmbl 1 cpeacTBa
WHaeke n HasBaHne MHAVKaTOpa WHavkaTopel OLieHNBAHUS — ccopmmpoBaHa. HaBbLIKOB B LIEJIOM JOCTATOYHO ASIS PELUEHUsSI MPAKTUHECKMX KoHTponA
KoMneTeHLmm [OCTUXKEHUIA KoMneTeHuun 3HaHUS, YMEHWS, VIMeIoLMXCS 3HaHWIA, (npocheccmoHanbHbIX) 3aaav. (bOpMVIpOBaHICIH
koMneTeHunn HaBbIkN (BNAAGHUA) | ymeHuil M HABbIKOB 2. ChopMUPOBAHHOCTL KOMMETEHLMW B LIESIOM COOTBETCTBYET KOMneTeHLN
HeAoCTaTOYHO Ansd TpeboBaHusaM. MImetowmxcs 3HaHUNA, YMEHWIN, HaBbIKOB U
peLleHns NpakTUYeCcknx | MOTMBaLMM B LLEENTOM AOCTaTOMHO OJ151 PEeLLeHUst CTaHAapTHbIX
(npodbeccuoHanbHbIX) npakTn4yeckmx (MpodeccroHarnbHbIX) 3aaay.
3agad 3. CchopMupoBaHHOCTb KOMMETEHLMM NOSTHOCTLIO COOTBETCTBYET
TpeboBaHusaM. MIMetowmxcs 3HaHUA, YMEHWIN, HaBbIKOB U
MOTVBaLMW B NOSTHON Mepe AOCTaTOYHO Ans PELUEHUsI CIIOXKHbIX
npakTn4yeckmx (MpodeccroHarnbHbIX) 3a4ay.
KpuTtepumn ougHnBaHusi
3Haet He 3HaeT | 1. 3HaeT OCHOBbl [enonMpPOU3BOACTBA, [NaBHbIE MNPUHLMNGI
TeopeTuyeckue TeopeTuyeckne OCHOBbI | opraHmM3auuyM OokymeHToobopoTa, nyTaeTcs B npaBunax
OCHOBBI [0enonpon3BoACTBa, 0hopMIEHUsI BHYTPEHHEN JOKYMEHTaLum
[enonpou3BOACTBa, | MPVHUMMLI opraHu3aunn | 2. 3HaeT TeopeTM4ecKne OCHOBbI AErnonpou3BOACTBA, OCHOBHbIE
NPUHLMNbI [OKyMeHTOO6opoTa, NpUHLMNGI [OKyMeHTOoO6opoTa, npasuna ochopmneHus
NonkoTa opraHusauum npaBuna odopMneHUst | BHYTPEHHEN ROKyMeHTaLmm
3HAHMI [OKyMeHTOoOobopoTa, AOKyMEHTaLMm npu B nomHom wmepe 3HaeT  TeopeTuM4ecKkMe  OCHOBbI
npasuna B3anMOENCTBUN C | [enonpou3BOACTBa, NPUHLUMMBI OpraHu3aumMmn OKyMeHToobopoTa,
odhopmMmneHust COTPYAHWUKaMM npaBuna odopMreHust AOKYMEHTaLuuM npu B3auMOAEUCTBUM C
OOKYMeHTauuM npu | npeanpusitus COTPYAHMKaMU NpeanpusTus
B3aMMOLENCTBUN C
COTPYAHWUKaMM
YK-3 npeanpuaTus
Ymeet He ymeeT | 1. Ncnonb3yeT AenoBylo AOKYMEHTaLuo Npy B3auMOAENCTBUN C
CnocobeH OCYLLEeCTBNATb OCYLLeCTBNATb COTPYAHVKaMK NpeanpuaTum TecTupoBaHue,
OCYLLEeCTBMATb NO-4yks achdekTnBHOE achdekTnBHOE 2. YmMeeT OCyLleCTBMATb B3aMMOLEWCTBUE C COTPyOHWKAMU U MHOuBMAyansHoe
coumansHoe B3ayMOJENCTBNE C | B3aMMoaencTeme C | nNapTHepamu NpeanpusThsl, UCMOomb3ys AeNOBY AOKYMEHTaLMIO. 3afiaHve, BOMNpochl K
B3auUMOJENCTBME n Hanuuune COTpyAHUKaMMn COTpyaHUKaMMn 3. B nonHom wMepe yMeeT OCyWecTBnATb 3PeKTUBHOE 3ayeTty
peanu3oBbIBaTh CBOK YMEHUI npeanpusaTUs n | npeanpuatus W | B3aUMOZEWCTBME C COTPYAHVMKaMW MpeanpusiTs U napTHepamu
pornb B KOMaHae napTHepamu napTHepamu NnocpeACcTBOM AeNIOBON AOKYMEHTaUmUmn
nocpeacTBOM NocpefcTBOM  [eroBOM
nenosou [OKyMeHTaumm
[OKYMeHTauumm
Bnapeet HaBblkamu | He BnapeeT HaBblkamu | 1. [loBepxHOCTHO BnageeT HaBblkamu  odopMmrnieHuss u
odpopmneHns n | odopmneHus M | cocTaBneHus  OOKyMeHTauuu npeanpuaTus c uesnbto
Hanuuve COCTaBneHus COCTaBneHus B3aVMOZENCTBUS C COTPYAHUKAMM
HABLIKOB [OKyMeHTaumm [OKyMeHTaumm 2. Xopowo BnageeTr HaBblkamy O(OPMIMEHVUA U COCTaBMNeHWs
(BraneHme npeanpuaTus C | MPeAnpuATAS C Lenbio | AOKYMEHTauMn — MpeprpusTis ¢ LeNbio  OCYLIEeCTBIIeHMs
OMbITOM) Lenbto OCYLLIECTBNEHNS B3aUMOZENCTBUS C COTPYAHUKAMM
OCYLLECTBIEHMS ahdhekTUBHOIO 3. CBoboagHO BnageeT HaBblkaMy OOPMIIEHWUSI U COCTaBIEHMUS
3 HEKTUBHOIO B3anMOENCTBUSA C | DOKyMeHTauMu npeanpusaTs € Lenblo  OCYLUECTBIIEHUS
B3aMMOAENCTBUA C | COTpyAHUKaAMKU 3 PEKTUBHOrO B3aUMOAENCTBUSI C COTPYAHUKAMMU
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COTpyAHVKaMu

3Haet He 3HaeT HopmaTuBHble | 1. 3HaeT OCHOBHble MpaBuna oOdOPMIIEHNS [OKYMEHTOB,
HOpPMaTUBHbIE aKTbl, | aKTbl, PernaMeHTUpyl- | MeToauky OMOPMIEHMS U  COCTaBMEHWUS  yNpaBMneHYecKux
pernameHTupyto- wue npaBuna | AOKYMEHTOB, WMeeT npeAcTaBneHne o6 oduumanbHbiXx 1
e npaesuna | ocgopmneHus HeodULManbHbIX MMCbMax
odhopmMmneHust OOKyMeHTOB, Buabl U | 2. OpueHTUpyeTCs B HOPMAaTMBHbIX akTax, pernameHTUpYHLLMX
OOKYMEHTOB, BuAbl | OpPMBbI, MeToauKky | mpaBuna  opopMneHus  OOKYMEHTOB,  3HAaeT  MeToauKy
MonHoTta 1 cbopMbl, METOANKY | OdDOPMIIEHNS n | oopMneHusi  ynpaBrieHYECKUX AOKYMEHTOB, oduUManbHbIX 1
3HaHWUN odhopmneHust M | cocTtaBneHus HeoULManbHbIX MMCEM
CcoCTaBneHnst ynpaBreH4YecKknx 3. B nornHown Mepe  3HaeT  HOpMaTMBHblE  aKTbl,
ynpaBneH4Yecknx [OKYMEHTOB, pernaMeHTupyoLme npasuna oopMreHns JOKYMEHTOB, BUObI U
[OKYMEHTOB, odmupmanbHbIX n | opMbl, METOANKY OCDOPMIIEHUSI U COCTaBINEHNS YPaBeHYeCcKnX
omumanbHbIX M | HeomuUMarnbHbIX MUCEM | AOKYMEHTOB, opuumarnbHbIX U HeoduMLUManbHbIX NMUCEM
HeoduumanbHbIX
nicem
YK-4 Ymeet rpamotHo | He ymeetr rpamoTtHOo | 1. VYmeeT oQdopMnaTb [enoBble MMCbMa W HEKOTOpble
COCTaBnNsATb M | cocTaBnsATb 1 | ynpaBrieH4YecKkue LOKYMEHTbI MPeanpuaTus
CnocobeH odopMnATb odopMnATb 2. YMeeT cocTaBnsTb U 0popMISATb YNpaBreH4Yeckue JOKYMEHTbI
OCYyLLeCTBNATb yrnpaBrieH4Yeckme yrnpaBrieH4Yeckune 1 OenoBble NMUCbMa NpeanpusiTusi, 3aTpyaHsSeTcs B NPYMEHeHUn
[OernoByto [OOKYMEHTbI, OOKYMEHTbI,  [eroBble | Ha NpakTuKe TEOPeTUYECKUX OCHOB AEMNONPOM3BOACTBA TecTtupoBaHue,
KOMMYHUWKaLWio B NO-3yk.4 Hannuve genoeble  NucbMa | nucbma  opraHusauuu, | 3. B nomnHon mepe yMeeT rpamMOTHO COCTaBMisiTb U OhOPMIATb MHAMBUAyanoHoe
YCTHOW U NUCbMEHHOM YMEHUM opraHusauum, NPVYMEHSITb Ha MpaKTUKe | ynpaBneH4YyeckMe [AOKYMEHTbl, OenoBble NUCbMa OpraHusauuu, | 3agaHue, BOMpochl K
dopmax Ha NPUMEHSITb Ha | TeopeTuyeckne OCHOBbI | MPUMEHATb Ha npakTuke TeopeTuyeckune OCHOBBI 3avety
rocyfapCcTBeHHOM npakTuke [enonpou3BoAcTBa [AenonpousBoacTea
s3blke Poccuiickom TeopeTndeckue
denepaunu n OCHOBBI
MHOCTpaHHOM(bIX) [enonpou3BoAcTBa
s3bIke(ax) Nmeet He mmeetr  HaBblkm | 1. T[lOBEPXHOCTHO BrageeT HaBblkaMu BedeHUs OeroBou
npakTnyeckue BeAEeHUs [JenoBol | nepenuckn, OMOPMIEHUS U  COCTaBIEHUSI  YrpaBEHYECKUX
HaBbIKM BEAEHUsI | Nepenucky, OOKYMEHTOB, oduuManbHblX W HeoduumanbHbIX MUCEM Ha
Aernosou odopmneHns M | rocyaapCcTBEHHOM fA3blke
nepenucky, COCTaBneHus 2. Xopolwo BnageeT HaBblkaMU BeAeHWsI OENIOBON Nepenuncku,
Hannuve odhopmMmneHust M | ynpaBneH4yeckux 0(hOPMIEHUST U COCTaBMEHWUS YMNPaBNEHYECKUX [OKYMEHTOB,
HaBbIKOB COCTaBneHnst [OKYMEHTOB, odmumanbHbIX U HeoduumanbHbIX MUCEM Ha rOCYy4apCTBEHHOM
(BnapeHue ynpaBneH4Yecknx odmupmanbHbIX n | A3blke
OMbITOM) [OKYMEHTOB, HeoduumanbHbix nucem | 3. CBo6oAHO BrageeT HaBblkaMu BeAeHWUs! OEenOBOW Nepenuncku,
oduLmManbHbIX M | HA  rocygapCTBEHHOM | OQOPMIIEHMSI M COCTaBMIEHUS YMNpPaBMEHYECKUX [OOKYMEHTOB,
HeoduumanbHbIX A3blke ohmumanbHbIX 1 HeodULManbHbIX NMCEM Ha roCcyaapCTBEHHOM
nicem Ha A3bIKe
rocyapCTBEHHOM
A3bIKE
3HaeT ocobeHHocTn | He 3HaeT ocobeHHocTu | 1. 3HaeT OCHOBHble  OpraHU3aLUVOHHO-pacnopsiauTenbHbIe
MK-3 ohopMIieHus ohopMIeHus DOKYMEHTbI npegnpusATus, npasuna opraHusauum
BHYTPEHHEeW M | BHYTPEHHEN U BHELIHel | AoKyMeHTooGopoTa
CnocobeH cocTaBnsiTb BHELLUHEN [OKyMeHTauumm 2. 3HaeT 0cobeHHOCTV OPOPMMEHUST JOKYMEHTALMM CrYyXeBHbIX
nnatHbl 1 [OKyMeHTaumm CTPYKTYPHbIX noapasgerneHuii, npasuna BHECEHUS W3MEHEHUW B JOKYMEHTHI, TecTupoBaHue,
o60ocHOBbIBaTbL NO-2nk3 MonHoTta CTPYKTYPHbIX noapasaeneHuit OCHOBbI IOKyMeHToobopoTa MHAMBUAYyansHoe
3aKynku, NpoBoAUTb 3HaHWUN noapasaeneHui npeanpuaTus 3. B nonHon mepe 3HaeT 0COGEHHOCTY OChOPMMEHUSI BHYTPEHHEW | 3agaHue, BOMpOCh! K
MOHUTOPVHT pbIHKa npeanpuaTus (nonoxeHus O | U BHEWHeN [OKYMEHTauuuM CTPYKTYPHbIX MNOApasdeneHui 3avety
npeamMeTa 3aKynok, (nonoxeHus 0 | nogpasgeneHuu, npeanpusTust  (MOnoXeHusi O noapasfeneHun, OOMKHOCTHbIE
OCYyLLeCTBNSATb noapasgeneHuu, OOMKHOCTHbIE MHCTPYKUMU U Ap.), NpaBuna opraHu3auum OokymeHToobopoTta u

npoueaypbl 3aKynok
AnNsi rocyAapCTBEHHbIX,

LOIKHOCTHbIE
VHCTpYKUMM U Ap.),

WHCTPYKUMU ¥ Aap.),
npaBuna _opraHvsauuu

BHECEHNS UBMEHEHU B AOKYMEHTbI
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MYHULMNAnNbHbIX U npasvna [OKyMeHToOGoOpoTa U
KOpnopaTUBHbIX HYX[ opraHusaumm BHECEHUS| U3MEHEHWI B
[OKyMeHTooBopoTa | AOKYMEHTbI
n BHECeHUus
N3MEHEeHWN B
AOKYMEHTbI
Ymeet B | He ymeet B | 1. YmMeeT o0dopMnsaTb  BHYTPEHHIOW W BHELUHIOWO
COOTBETCTBUM C | cooTBeTcTBUM C | mOKyMeHTauuio MPEeanpusaTUs,  OoMyckaeT —owubku  npu
yCTaHOBIE€HHBIMU yCTaHOBIE€HHBIMU paspaboTtke OopraHu3aunoHHO-pacnopsanTenbHbIX
npasunamu npasunamu Oq)OpMJ'IﬂTb ,D,OKyMeHTOB
ocpopMnATL BHYTDPEHHIOIO 12 YmeeT 0@OpMAATb  BHYTPEHHIO U BHELLHIOW
BHYTPEHHIOO | BHELHIO [OKyMEHTaLMIO MpeanpusiTUsi, paspabaTbiBaTh MONOXEHUS O
H BHELLHIOI0 HOKyMEHTaLI0 noapasfeneHun,  JOMKHOCTHbIE — WHCTPYKLMM U Ip.,
anune AoKyMEHTaUMIO MPEANPUATYS, OpraHn3oBbLIBaTh 4OKYMEHTO060pOT
ymennn NPEANPUATS, paspabarbizare 3. B morHoit Mepe yMeeT B COOTBETCTBUM C YCTAHOBIIEHHLIMM
paspabatbiBaTh NonoXxeHns o )
HONOKEHMS o | nonpasnenenun, npasunamMu  OoPOPMIISATb  BHYTPEHHIO W BHELLHIOW
noapasaeneHum, [OMKHOCTHBIE [OKYMEHTaUUIo NPeanpuaTus, paspabarbiBaTb MOMOXEHUS O
[IOMKHOCTHbIE WHCTPYKUMM 1M ap., | MOAPA3sAeneHun,  AOMDKHOCTHbIE — WHCTPYKUMA W Ap.,
WHCTPYKUMU 1 Ap., | OpraHv3oBbiBaTb OpraH13oBbIBaTb AOKYMEHTOOGopOT
OpraHn3oBbLIBaTH [OKYMEHTO0B0pOT
[OKyMeHToo6opoT
Vmeet HaBblkM | He MMeeT HaBblkoB 1. MiMeeT HaBblkM B3aMMOOENCTBMSI MOCPEACTBOM OBMeHa
B3aVMMOAENCTBUA C | B3aMMOAENCTBUS C JOKYMEHTauMein C BHelWHEW U  BHYTPEHHEW cpeaon
BHYTPEHHEN W | BHYTPEHHE! 1 BHEWHeN | npeanpusTus
BHeLLHeli  cpefoi | cpepoit NpeanpusTus 2. VMimeeT HaBblkM B3aMMOLENCTBUSI C BHELUHEWA cpenon
npeanpuATnA NOCPEACTEOM npeanpuaTMsS  NOCPEACTBOM — obMeHa  JOKyMeHTauuewn,
Hanudne nocpeAcTsom AOKymeHTauu, pa3paboTkn pernaMeHTUPYIOLLIMX JOKYMEHTOB.
HaBbIkoB obmera 5 paspabotku 3. CBoBOAHO BrageeT HaBbiKaMu B3aMMOZENCTBUS C
(Bnaperivie AokymeHTaLmen, pernameHTvipytoLnx BHYTPEHHEN W BHELLHEN Cpeaoil NPeanpusaTMs NOCPEeLCTBOM
OnbiToM) paspatorku AOKYMEHTOB, obmeHa [OoKymeHTauuen, pas3paboTKM pernaMmeHTUpYLLMX
pernameHTUpYIoWMX | paunoHarbHOM ’ y
OKYMEHTOB, opraHM3aLH [IOKYMEHTOB, paLyoHarbHOM opraHu3aLmum
paLMOHaNbLHO [okyMeHToo6opoTa RokymeHToobopoTa
opraHnsaummn
AoKyMeHTooBopoTa
3HaeT nopsiaok | He 3HaeT nopsimok 1. 3HaeT nopagok pas3paboTkM  pernaMeHTUpPYIOLLMX,
paspaboTkn paspaboTku NOMOXEHUA | HEOPMALMOHHO-CMPABOYHbIX " HEKOTOPbIX
MOJOXEHNA O | onopapasaeneHusix, pernameHTUpYHLLMX OOKYMEHTOB
NOAPA3ABNEHUAX, AOIMKHOCTHBIX 2.  3HaeT  nopsgok  pa3paboTkM  MONIOXEHWd o
nK-4 ﬁ?g::ﬁa%blx npoumx | HCTRYKUMM, Npotinx noapasfeneHusix, MpOUMX pernameHTUPYIOLLNX,
MonHota pernameHTUpylonx, | PorlameHTUPYIOLLX, OpPraHU3aUMoHHO-  PacroPAAMTENbHBIX,  MHGOPMAaLMOHHO-
CriocobeH 3HaHWI OpraHN3aLMOHHO- OPran3aLnoHHo- CMPaBOYHbIX AOKYMEHTOB TecTupoBaHue,
oCyLLEeCTBIATL NO-3nika pacropsouTensHblx, | PACMOPAAUTENBHLIX, 3. B norHoit Mepe BMafeeT 3HaHWUsIMU O Mopsike pa3paboTkn | UHAMBUAyanbHoe
PYKOBOACTBO MHOPMALIMOHHO- zl:'(g%%ﬂi:s(owo_ NOMOXeHN O noapasfeneHnsix, OOMKHOCTHbIX MHCTPYKUMR, | 3aAaHue, Bonpockl K
BbINOSIHEHNEM TUMNOBbIX CMpaBO4HbIX noﬁ MEHTOR npoYmx pernamMmeHTUpYHLLMX, OopraHn3aumMoHHO- 3a4ety
3afa4 TakTu4eckoro HOKyMEHTOB y pacnopsanTenbHbIX, MHOPMaLIMOHHO-CMPaBOYHbIX
nnaHnpoBaHUAa [OKYMEHTOB
nNpousBoACTBa YmeeT He ymeeT 1. 3aTpyaHsieTcs npu paspaboTke AOKYMeHTauum NpeanpusTus
Hanuune pa3pa6aTblBaTb pa3pa6aTb|BaTb ana CbOpMI/IpOBaHVIﬂ NPOn3BOACTBEHHDbIX, XO3ANCTBEHHbIX U
yMeHMii [OKYMEHTaLMIo [OKYMEHTaLMIo coumarbHbIX NNaHoB AeATenbHOCTY

npeanpuaTua Ana

npeanpuaTna onga

2. YwmeeT paspabaTtbiBaTb OCHOBHYH Npeanpuatus  ans
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cdopmMnpoBaHusa dopmMmpoBaHmsa dhopMmpoBaHus NPOU3BOACTBEHHbIX, XO3SICTBEHHbIX "
NPOVN3BOACTBEHHBIX, | NMPOU3BOACTBEHHbIX, couparnbHbIX NaHOB AeATENbHOCTY
XO3ANCTBEHHLIX M | XO3ANCTBEHHLIX U 3. B norHoit Mepe ymeeT paspabaTbiBaTb AOKYMEHTaLMio
counanbHbIX counanbHbIX N1aHOB npeanpustus  ana  QOPMMPOBAHWA  NPOU3BOACTBEHHBIX,
nnaHos [eATenbHOCTU XO3ANCTBEHHbIX U COLMANbHbIX MTAaHOB AEATENbHOCTY
LeATeNnbHOCTH
Wmeet HaBblki | He nmeeT HaBbIkoB 1. 3atpyaHsieTca npu pas3paboTke MEepCreKTUBHBIX M TOAOBbIX
paspaboTku paspaboTku NaHoB NPOW3BOACTBEHHOM, XO3ANCTBEHHOW W COLMArbHOM
NEpPCreKkTUBHLIX U | MEepPCreKTUBHLIX U [EATEeNbHOCTM  OpraHM3auMuM  Ha  OCHOBE  MCTONb30BaHUS
rOAOBbIX  MMaHOB | rOAOBLIX NMaHOB AOKYyMEHTaLmMM NpeanpusaTis
Hannuve MPOU3BO/ICTBEHHOIA, | MPOU3BOACTBEHHON, 2. VmeeT OCHOBHble HaBbikv Pa3pabOTK/ NEPCMEeKTUBHBIX U
HABLIKOB XO3AVICTBEHHON 1 | XO3ANCTBEHHOI 1 FONOBbIX  MNAHOB  MPOV3BOACTBEHHOW,  XO3ANCTBEHHONM 1
(BnameHve coumansHom coumansHom couManbHom  OEATEeNnbHOCTM  OpraHMsaumMM  Ha  OCHOBE
onsIToM) LesATenNbLHOCTU [eATenbHOCTU MCrOMNb30BAHNSA JOKYMEHTaLMM NPEAnpUATUS
opraHusaummn Ha | opraHusaumu Ha ocHose | 3. CBOGOAHO BrlageeT HaBblkaMu Pa3paboTKW MepCrekTUBHBLIX W
ocHoBe MCMNonb30BaHUA rOAOBbIX  MMAHOB  MPOM3BOACTBEHHOW,  XO3ANCTBEHHOW 1
1CMOMNb30BaHMSA [OKyMeHTaumumn couManbHon  [OeATEeNbHOCTM  OpraHMsaumMM  Ha  OCHOBE
LOKyMeHTaumumn npeanpuaTMs UCMONb30BaHNSA [JOKYMEHTaLMM NPeanpUsaTUS
npeanpusTus
3HaeT nopsigok | He  3HaeT  nopsigok | 1. 3HaeT nopsdok paspaboTkM M OQOPMIIEHUA HEKOTOPbIX
paspaboTku u | paspaboTku N | NOKYMEHTOB nNpeanpuaTus, OCHOBHblE MPUHLUNLI BeaeHus
odhopmneHns ocpopmneHus [enonpon3BoacTBa
AokymeHTauuu AOKyMeHTaLun 2. 3HaeT B UenoMm nopsagok paspaboTkm m odopmneHus
npeanpuaTna v | npeanpuAaTuA “ | pokymeHTaumu npeanpusTis M BEAEHUS OenonpousBoLaCcTBea,
MonHoTa BeAeHns BeAeHnA MEeToAMKy O(OPMIIEHMS MOCTAHOBMNEHUS, PacropsHKEHMs,
SHAHMIA [eNonpon3BOACT- [eNonpOon3BOACTEA, npuKasa
Ba, METOAUKY | METOAVKY O(POPMNEHNs 3. B nonHon mepe 3HaeT nopsaok pa3paboTkm n ocbopmneHus
Ohopmnenvs i CoCTaBNeHNs [OKYMeHTaUun NpeanpuaTs U BedeHWs Oerionpon3BoacTsa
cocTaBneHus NoCTaHOBIIEHUS, ’
HOCTaHOBNEHNS, o METOAMKY OGOPMIIEHUS U COCTaBMEHUS MOCTaHOBIIEHUS,
PACTOpSIKEHNS, npykasa pacnopsKeHusi, npukasa
npukasa
MK-5 YmeeT odopmnate | He ymeeT opopmnsate 1 | 1. YMeeT o0doOpMmnsTb HEKOTOpble Ha3BaHHble [OKYMEHTHI,
" COCTaBNATb | COCTaBNATb UCMbITLIBAET — 3aTpyAHEHUs MpW  opraHusaumm  npouecca
CnocobeH NOCTaHOBMEHUSI, NOCTaHOBMEHUSI, [EronpoV3BOACTBA Ha NPEANPUSTIAN Tectuposahve,
OCYLLECTBIIATL VD-2ns PaCMOPsSHKEHUS, pacnopshKeHNs!, 2. YMeeT opOopMIISiTb U COCTABMSATh OCHOBHbIE MOCTAHOBIEHUS, MHAMBWAYanbHoe
TakTn4eckoe Hanuuve npuKasbl, npuKasbl, PacropsKEHUs,  MPUKasbl, opraHusoBbIBaTb  mpoljecc | SAAGHME, BOMPOCH! K
ynpasnerne ymeHmn OpraH13oBLIBATL OpraH13oBLIBATL [EronpoV3BOACTBA Ha NPEANPUSTAN saqery
npoueccamu npovecc npovecc 3. B ronHoii Mepe ymeeT oOOPMISIT U  COCTaBMSTH
oprahmsaumn [ernonpovssoacTea | [AernonpovsBoacTBa Ha MOCTAHOBNEHNS, PAaCMOPSXKEHUs!, MpuUKasbl,  OPraHW30BbIBaTb
nNponsBoACTBA Ha NpeanpuUsTUM npeanpUsTUM NpoLiecc Aenonpou3BoACTBa Ha NPEAnpPUSTAN
Wmeet HaBblkv | He MmeeT HaBbIKOB 1. YMeeT OMOPMNATb OCHOBHbIE BUAbI AOKYMEHTauMWM Ha
pa3spabotku 1 | paspaboTku n npeanpusaTUX, UCMOMHATL HeKoTopble (YHKUMM B npouecce
ochopmIieHust ohopMIeHus AenonpoussofcTasa
AOKyMeHTaLum OOKyMeHTauum 2. VmeeT xopolwme HaBblkM pa3paboTkm u odopMneHust
Hanuve npeanpuaTna, npeanpusTUs, BeOeHUs | JOKyMEHTauuMu npeanpusiTvs, BedeHus  [Oenonpou3BoacTBa,
HaBbIKOB BeAeHmA [1enonpou3BoaCTBa, pa3paboTkX MPOEKTOB OPraHU3aLMOHHO — PacNOPSAMUTEmNbHBLIX
(Bnapete AENOMPOUSBOACTEA, | ha3naGoTkI NPOEKTOB [OKyMEHTOB
OMbITOM) paspatorku OpraHn3aLyoHHO — 3. CsobogHo B T HaBblkamMu 00TkM M odopmneHns
npoexToB p u . [HO BriageeT HaBblkamu paspabo ochopmrie
opraHMsaUvoHHo  — | PACTIOPSAMTENbHBIX OOKYMEHTaUMM  NpeanpusTus, BeAeHus  Aenonpou3BOACTBa,
pacnopspuTenbHbx | ACKYMEHTOB pa3paboTkM NPOEKTOB OPraHM3auMOHHO — PAaCrOPAAUTENbHBIX
LLOKYMEHTOB AOKYMEHTOB




2.4 Ilornyeckue u cogepxartenbHble B3aUMOCBA3N QUCLUIMIIVUHDbI C
ApyrMmMu aucuunivHamMmm v npaktukamum B coctase OlNOI

OuncumnnuHbl, NpakTUKN®, Ha KOTopble onMpaeTca
coepkaHne JaHHOW OUCLMMVHDI MHaekc n HaMmeHoBaHue
Acp a Aancly VHOekc n HanveHoBaHne A

MepeyeHb TpeboBaHUN, OVCLMMNWH, NPaKTUK, ¢
CchOPMMPOBaHHbLIX B XOA4E U3YyYEeHUs! AncLMnnnH, Npaktik, Ans KOTOpbIMW AaHHasA
KOTOPbIX coaepxaHune
NHpekec un npeaLwecTByOLLMX RAHHON AVCLMMNUHb] AVCLUMMNMHa ocBanBaeTcs
HanMeHoBaHU B MOJanbHOCTU «3HaTb U N napannenbHo B xofe
anmMeHoBane (B MOAankbHOCTY «3Ha BbICTYNaeT OCHOBOWA P A
NoOHUMAaTb», «YyMEeTb AenaTby, ofHoro cemecTtpa
«BNafeTb HaBbIKaMM»)

B1.0.03
[MpaBoBeaeHue

B1.0.16

- 3HaTb OCHOBHblE npaesuna
[NpoekTHas gesaTensHOCTb

opdporpacum 1 rpaMMaTUKI PYCCKOro

- 3HaTb OCHOBHbIE MOHATUA U POPMBbI DKOMOMNYECKMI MEHEKMEHT
[enoBoro obueHns;

51.0.09 - 3HaTb  OCHOBHblE npaswna 51.B.05
PyCCKMiA S13bIK 1 opcporpacpumu " rpammaTumkn B2.B.02.01(IM) Crpartervueckuit
enoBoe MHOCTPaHHOro A3blKa, ero TexHonornyeckas MeHEeKMEHT
oBLIeHNe 0CODBEHHOCTU 1 3aKOHOMEPHOCTM; (npoekTHO-
- YMeTb BblpaxaTb MUCbMEHHO U TexHornornyeckasi) B51.B.09
51.0.10 YCTHO MbICIN Ha pycckom npakTuka Byxrantepckuit yuet
VIHOCTpaHHbIiA (MHOCTpaHHOM) A3blKke c 1813
A3bIK NCnonbL30BaHNEM N3y4eHHbIX B52.B.02.02(Mg) -B. .
npaBur; MpeaavnnomMHas npakTuka OkoHomuka oTpacnen AlK
- ymMeTb aHanusnpoBarb,
npeobpa3oBbiBaTb U MCMONbL30BaTh 51.B.16 .
MOMyYeHHble 3HaHUSA [And pelleHus npo:::gﬂ;ﬁ‘::rb'”
TEopeTUYeckux U MPaKTUYECKUX
3agjaHun. 51B.A7
ABTOMaTM3aLVMs yyeTa u
Hanoroobnoxexue

XO35IMCTBYIOLLMX CYyGBHEKTOB

* - NSl HEKOTOPbIX AUCLMMNWH nepsoro roga obyyeHusi LernecoobpasHo ykasaTb Ha B3aMMOCBS3b C MpeaLlecTBYHOLLE NOArOTOBKOM
obyyaloLmxcs B CTapLUen LLKone

2.5 ®opmMbl MeTOAUYECKMX B3aMMOCBA3eN AUCLUUNIIUHBI C APYTMMU AUCLMINIIMHAMU U
npaktukamu B coctase OMOI

B pamkax metoagumdeckon paboTbl NpUMeEHSATCS criegyrowme hopMbl METOANYECKUX B3aUMOCBSA3EN:

— YYéT copepXaHus MpelwecTByOWUX OUCUUMAMH Npu opMupoBaHMn paboden nporpaMmmbl
nocneayowen AUCUUNIUHBI,

— cornacoBaHve paboue nporpaMMbl NPeALLIeCTBYIOLWEN AMCUMMIMHBI BeAyLLMM npenogasarenem
nocneayowen AUCUUNIUHBGI;

— COBMeCTHOe ofOcyxdeHne BedywMMu MpenojaBaTensamu MNpealecTByoWen U nocneayoLlen
ONCLUUNIWH pe3ynbTaToB BXOAHOrO TECTUPOBAHWS NO nocnenyowen QUCUNIUHE;

— yyacTve Begyllero npenogasaTens nocneayloLen ANCUmMnivHbl B npoueaype npuémMa ak3ameHa
no npeabiayLien.

2.6 CoumnanbHoO-BOCNUTaTeNbHbIA KOMMNOHEHT AUCLUNIIUHbI

B ycnoBuax co3gaHHOM BY3OM COLIMOKYNbTYPHOW Cpefbl B pe3ynbTaTe U3ydYeHus OUCLMMIWHBIL
(OPMUPYOTCA MUPOBO33PEHME U LIEHHOCTHblE OPUMEHTALMM ODY4YalOWMXCH; WUHTENNEKTyanbHble YMEHWs,
Hay4yHOE MbILLNEHNE; CMOCOBHOCTL UCMOMBL30BaTh NOSyYEHHbIE paHee 3HaHWSI, YMEHUS, HaBblkK1, pa3BuUTUE
TBOPYECKMX Havarn.

BocnuTatenbHble 3agayn peanusyoTcs B npolecce obLieHnss npenogaeartens ¢ obyvatowmmumcs, B
NCMONMb30BaHWNM aKTUBHbBIX METOAOB 0by4YeHusi, nobyxaaloLwmx obyyaLwmxcs NposiBUTL cebs B COBMECTHOMN
OeATenbHOCTW, MPUHATL OUEHOYHoe peweHve. KonnekTuBHble BMAbl AEATENbHOCTM  CMOCOOCTBYHOT
nprMobpeTeHnto HaBbIKOB paboTbl B KOMMEKTMBE, YMEHUs yrnpaBneHust komnnektuBoMm. CamocTosiTenbHas
pabota crnocobcTByeT BblpaboTke y obydarwmxcs CnocobHOCTM MPUHUMATL pPEeLleHne U HaBbIKOB
CaMOKOHTPONS.

Yepes cBs3b ¢ HUPC, ocywecTtBngemon BO BHey4yebHOEe Bpemsi, couuarnbHO-BOCMUTATENbHbIN
KOMMOHEHT OPUEHTUPOBAH Ha:




1) apganTauMio M BcTpauBaHuMe oOy4valwLlmMxcs B 0OLLECTBEHHYH >u3Hb BY3a, ykpenneHue
MEXITMYHOCTHBIX CBSI3EN N YBEPEHHOCTW B MPaBUbHOCTY BbIGpaHHONM npodeccny;

2) npoBedeHMEe CUCTEMATMYECKOM W LereHanpaBlieHHONn NpodOpUEHTaLMOHHON
(HOpMMpPOBaHUE TBOPYECKOIO, CO3HATENBbHOrO OTHOLLIEHUS K TPYAY;

3) dbopmmpoBaHme OBLLEKYNBTYPHBIX KOMNETEHUNA, YKPENSIeHNe NINYHBIX U FPYNMOBbIX LIEHHOCTEN,
06LLEeCTBEHHbIX LLEHHOCTEW, LIEHHOCTN HeNpepbIBHOrO 06pa3oBaHus;

4) rpaxgaHcKo-npaBoBOe BOCMUTAHUE NINYHOCTMY;

5) natpuoTudeckoe BocnMTaHWe oby4varolimxcs, opMUpoBaHUe Moaenn npoceccuoHansHoMm
3TUKM, KYNbTYPbl 9KOHOMUYECKOTO MbILLNIEHUS, AEeNOBOro 06LLeHNs.

Ob6beguHeHne anemMeHTOB 0OpasoBaTesfibHOM M BOCMMTATESNIbHOW COCTaBMSOWEN AUCLMMINHDBI
cnocobcTByeT (hopMUpoBaHMIO OBLLEKYNBTYPHBIX KOMMETEHLUMI BbIMYCKHUKOB, KOMNETEHUUA COLMAanbHOMo
B3aMMOJENCTBMS, CaMOOpraHn3aumm 1 camoynpaBneHuns, CUCTEMHO-AEATENBLHOCTHOrO Xapakrepa, co3gaet
ycnoBus, HeobxoanmMble O BCECTOPOHHErO pasBUTKS JINYHOCTMW.

paboThl,

3. CTPYKTYPA U TPYAOEMKOCTb YYEEHON ONCLUMNUHBI

OvcumnnuHa n3yyaetca B 5 cemectpe 3 Kypca OYHOW M OYHO-3a04HON PopMbl 0By4veHusi, 3 Kypce
3a04HOM hopMbl 06y4eHus. [pogomkuTenbHOCTL ceMmecTpa 18 4/6 Hedenb.

Peanusaums gucuunivHbel NO OYHO-3a04HOM opmMe OBy4YeHWs OCYLUECTBRSETCH C 4aCTUYHbIM
NPMMEHEHEeM 3MEeKTPOHHOro 0By4eHnss N AUCTaHLMOHHbLIX 06pa3oBaTenbHbIX TEXHOMNOMMN.

O6Lwasn TpyaoeMKoCTb AMCLUMNNNHBI cocTasnseT 3 3ayeTHble eaMHunubl, 108 yacos.

TpynoemkocTb, Yac B aya./
¢ npumeHennem 30, AOT, vac
ceMmecTp, Kypc*
Bua yyebHow paboTbl ouHas OYHO-
dopma 3ao4yHas 3a04Has popma
¢dopma
5 cem. 5 cem. 3 Kypc
1. AyauTopHble 3aHATUSA, BCEro 40 4/24 12
- NeKumun 20 -/14 6
- NpakTUyeckne 3aHATMS (BKNOYas ceMmnHaphbl) 20 4/10 6

2. BHeayauTopHas akageMuyeckas paborta 68 80 92
2.1 ®ukcnpoBaHHble BUAblI BHEayAUTOPHbLIX CAMOCTOATENbHbLIX
paborT:

BblnonHeHve u cgava nHAnBMAYanbHOro 3agaHus 26 26 28
2.2 CamocTtosiTenibHOe N3y4eHue TeM/BONpPOCOB NporpaMmmbl 14 20 30
2.3 CamonopgrotoBKa K ayAUTOPHbIM 3aHATUAM 14 14 14
2.4 CamonoparoToBKa K y4acTUIO U y4acTue B KOHTPOJIbHO-

OLEHOYHbIX MepPONpPUATUAX, NPOBOANMBIX B PaMKaXx TeKyLLero 14 20 20
KOHTPONSA OCBOEHMWS AUCUUNINHBI (3@ UCKITIOYEHUEM yYMEHHbIX 8
nn. 2.1 —2.2):
3. MogrotoBkKa U caaya 3averta No UTOraM OCBOEHUS AUCLUNIIUHBI - - 4
Yachbl 108 108 108
OBLLUASA TpyAoeMKOCTb AUCLUNIUHDI: 3aveTHbIE SAMAMLE! 3 3 3

lMpumeyaHue:

* — cemecmp — Ansl O4HOW U OYHO-3a04HOM hopMbl 0BYHEHMSI, KypC — AN 3a04HOM (DOPMbI OBYHEHUST;
** _ KP/KTI, pedbepatalacce/npe3eHTaumm, KOHTPOrbHOW paboTsl (Ans obyyarowmxcs 3ao4HoM opMbl 06y4YeHNs), pacHeTHO-

rpadunyeckon (pacyeTHo-aHanMTUYeCckon) paboTsl 1 Ap.;




4. COOEPXXAHUE U CTPYKTYPA ANCLUUNIINHDbI

4.1 YKpynHeHHas cogepXaTeNbHaaA CTPYKTypa AUCLUUNIIUHBI U
obuwas cxema ee peanusauum B y4eb6HOM npouecce

TpynoemkocTb pasgena u eé pacnpegenexve
no Bugam y4yebHon paboThbl, B T.4. C <
npumeHennem 30, OOT, yac < © § c
AyautopHas paboTta/ BAPC o g < Taog
OHnaiiH-paboTa =0 _ |58
3aHaTUS Jozs|F=2e
Homep 1 HaumeHoBaHue o >m 3= 3 ez
pasfena AUCLMNINHBL. 3 PRL>f |5 T
y g o= | 3 T 3933|588
KpynHEeHHble TeMbl pasgena g o s % s 2 o |Z s 2 ;» : E = S s
O = — o b4
s | & | 2128 2| 8 (g8 g8 |23¢8
@ @ s~ ®© @ |so g a3
= £o g Q I 2956
T3 © < g B
[l g ©
1 2 3 4 5 6 7 8 9 10
OyHas popma o6yyeHus
1. MNpegmeT, uenb 1 3agadv JOKYMEHTUPOBaHUSA TecTupo- YK-4,
o 8 2 2 - - 6
yrnpasneH4YecKkon AeATenbHOCTU ket MK-3
2. [JokyMmeHTaUnoHHOE 1 MHOPMAaLMOHHOE - Tectupo- | YK-4,
8 2 2 - 6
obecneyeHve B cMCTEME yrNpaBnieHus BaHve MK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBbI AeNONPOM3BOACTRA. 10 4 2 2 6 BaHMe nK-3
- Tectupo- | YK-4,
4. OpraHusauusa gokymeHToobopoTa 12 4 2 2 8 BaHME K-3
- Tectupo- | YK-4,
5. HomeHknatypa gen 8 2 2 - 6 BaHME K-3
6. GopmupoBaHue Oen, X XpaHeHue 1 10 5 ° ) - 8 26 | Tectupo- | YK-4,
MCNob30BaHNe BaHve MK-3
7. MeToguka ochopmneHns n coctaBneHus - YK-4,
opraHn3aunoHHO- pacnopsaanTEnbHbIX Tectupo- | IMK-3
22 12 4 8 10
cnyxebHbIX, NHPOPMAaLMOHHO-CMPABOYHbIX BaHue
OOKYMEHTOB
- Tectupo- | YK-4,
8. CoBpemMeHHOe AenoBoe NMCbMO 12 4 2 2 8 A nK-3
9. PaboTa c gokymeHTaumen no nuyHomy TecTupo- YK-4,
cocTaBy 18 8 2 6 ) 10 BaHue MK-3
YK-4,
NMpomexyToyHasa aTrecTauus 3aveT MK-3
WToro no avcumnnuHe 108 | 40 [ 20 | 20 [ - [ 68 | 26 | X X
Oy4Ho-3a04Hasa hopma ob6yyeHus
1. MNpegmeT, uenb 1 3agady JOKYMEHTUPOBaHUSA TecTupo- YK-4,
- 6 - - - - 6
yrnpaBneH4YecKon AesaTenbHOCTU BaHve MK-3
2. [JokyMeHTaUNOHHOE 1 MHPOPMALMOHHOE 8 ) ) ) - 8 Tectupo- | YK-4,
obecneyeHne B CMCTEME yNpaBneHns BaHue MK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBbI AENONPOM3BOACTRA. 9 -1 -1 - 8 BaHme K-3
- Tectvpo- | YK-4,
4. OpraHusauus gokymeHToobopoTa 11 -13 -/1 -2 8 BaHme K-3
- Tectupo- | YK-4,
5. HomeHnknatypa gen 9 -1 -1 - 8 BaHME K-3
6. dopmupoBaHMe gen, ux xpaHeHune n - Tectupo- | YK-4,
1cnornb3oBaHne 11 1 1 . 10 | 26 BaHWe MK-3
7. MeToguka ochopmneHus n coctaBneHus - YK-4,
OpraHn3aumnoHHO- pacrnopsanTENbHbIX 20 8 4 4 12 Tectupo- | IMK-3
CcnyxebHbIX, MTHPOPMALIMOHHO-CNPABOYHbIX BaHue
OOKYMEHTOB
- Tectupo- | YK-4,
8. CoBpeMeHHOEe AenoBoe NMCbMO 12 -14 -/2 -/2 8 BaHME K-3
9. PaboTa c gokymeHTaumen no nuyHomy - TecTtupo- YK-4,
cocTasy 22 4/6 -14 4/2 12 BaHe 1K-3
YK-4,
MpomexyToyHasa aTrecTauus - 3aveT MK-3
/Toro no aucumMnnnHe 108 [ 4/24 [ -n4a [4n0] - | 80 | 26 X X

3aoyHas popma obyyeHusi
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1. NpegmeT, uenb 1 3agayv JOKYMEHTUPOBaHMWS Tectupo- | YK-4,
o 8 - - - 8
yrnpaBreHYeckon OeaTeNnbHOCTU BaHue MK-3
2. [lokymeHTaLuuoHHoe 1 MHopMaLMoHHOe 8 ) ) ) 8 Tectnpo- | YK-4,
obecneyeHve B cMCTEME yrnpaBneHus BaHue MnK-3
Tectupo- | YK-4,
3. TeopeTunyeckme OCHOBbI AENONPOM3BOACTBA. 10 2 1 - 8 BaHe nK-3
Tectupo- | YK-4,
4. OpraHu3aumsa gokymeHToobopoTa 10 2 1 - 8 BaHme K-3
Tectupo- | YK-4,
5. Homenknatypa gen 10 - - - 10 28 BaHMe nK-3
6. dopmupoBaHMe Aen, X XxpaHeHue 1 12 i ) ) 12 Tectupo- | YK-4,
MCMNonb30BaHne BaHue MnK-3
7. MeToguka ochopmMneHus n coctaBneHnst YK-4,
OpraHv3aLUMoHHO- pacnopsaanTenbHbIX Tectupo- | MNK-3
17 3 1 - 14
cnyxebHbIX, NHPOPMALMOHHO-CMPABOYHBIX BaHue
OOKYMEHTOB
Tectupo- | YK-4,
8. CoBpemMeHHOe AenoBoe NMCbMO 11 1 1 - 10 BaHME nK-3
9. PaboTa c fokymMeHTauwmei no nu4HoMy 18 4 2 ) 14 Tectvpo- | YK-4,
cocTaBy BaHve MK-3
YK-4,
lNMpomexyToyHas aTrecTauus 4 3aveT K-3
AToro no gucumnnuHe 108 | 12 [ 6 | [ - | 92 [28] X X
4.2 JIeKUMOHHbIN KypC.
MpumepHbIN TEeMaTUYECKUN NJIaH YTeHUA NeKUuMi No pasgenamMm AUCUUNIIUHDI
Howmep TpyaoemkocTb Mo n
PUMEHSAEMbIE UHTEPAKTUBHbIE
pasgeny, B T.4. ¢ 30, 6
0T d)OvabI 06y4eHus, B T.4. BUAbI
_ OHMNalnH-B3anMOAENCTBUS UNN
B ayAd. / OHnawnH-
© 6ota. yac cpeactea 30
S| s Tema nekumu. pa , Hac.
0| 2 OcCHOBHble BOMNPOCHI TEMbI
|2 xO|. S|l §@
s © = g T = I = .
g g zZ 8| &8 | Bayautopun OHnavH-paboTa
o8 g8 S8
lMpedmem, yenb u 3a0aqyu OOKyMeHmMuUpo8aHusi
ynpasneH4yeckol essmenibHoCcmu
1. CyLLHOCTb MOHATMSA «4EeNOonpPon3BoACTBOY
2. Wctopuss passutus Oenonpov3BoacTBa B
Poccumn
3.0co6eHHOCTU MPUKA3HOTO W KOJIEXCKOro
1 , | AenonpoussoacTea 5 i nexums- nekums-
4. OcobeHHocTN opraHusauum BU3yanu3auus BebnHap
aenonpowussoacTea B XIX Beke.
5. CyLLHOCTb 7 3Ha4yeHne EnunHon
[ocynapCTBEHHOW  CUCTEMbI  OOKYMEHTauuu
(EFCO) wn  TocynapCTBEHHOW  CUCTEMBI
AOKyMeHTaUMOHHOro obecneyeHns ynpaBneHus
(rcooy)
JokymeHmayuoHHoe u UHhOpMayUOHHOe
obecnieyeHue
8 cucmeme yrpasrieHus
1. [JOKyMeHTbI, pernameHTupyrowme padoty u
5 2 06sa3aTenbHOCTbL NpoLuecca OKYMEHTUPOBaHUS 5 i nekumsi- nekums-
WHdopMaLun BM3yanusaums BebGuHap
2. HopmaTusHble OOKYMEHTbI,
pernameHTupyoLme oopMneHe JOKYMEHTOB
3. CraHgapTunsaums 7] YHUdUKaLms
OOKYMEHTOB
Teopemuyeckue ocHO8bI Oesionpou3godcmea
1. Cnocobbl AOKYMEHTUPOBaHMSA MHOPMaLIN
nexkums- nekums-
313 2. Mpoueccbl fokyMmeHTOOBpa3zoBaHusA n 2 -1 1
BU3yanuaauns BebuHap
[OKYMEHTOBELEHNS
3. Knaccudukaums JOKYMEHTOB
OpezaHuszayusi dokymeHmoobopoma
nexkums- nekums-
4 |4 1. MonsiTne gokymeHToobopoTta 2 -1 1
2 0O BM3yanusaums BebGuHap
. OpraHusauus OBWKEHVSI [OKYMEHTOB Ha
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npeanpuaTumn: obme npaeuna, cxema

3. MNpaBuna nprvema n obpaboTkM BXOASALLMX
OOKYMEHTOB

4. Tlopsgok  ABMXKEHMS  MCXOOAWMX WU
BHYTPEHHMX [JOKYMEHTOB B Mpouecce Wux
noaroToBKM

5. 3apgaun n obuwme npasBuna perncrpauum u
MHAEKCaUMM JOKYMEHTOB, POPMbl pernctpaLmu

HomeHknamypa den

1. MoHATUE 1 3Ha4YeHUe HOMEHKNaTypbl Aen
2. Obwme TpeboBaHMs 1 BUObI HOMEHKNATYPSI nekums- nekums-
aen BM3yanusaums BebuHap
3. Mopsagok coctaBneHns n odpopmneHns
HOMeHKnaTypbl gen

®opmuposaHue 0erl, Ux XxpaHeHue u
ucrnosnb3o8aHue

1. MpaBuna dopmupoBaHus gen

2. Komnnekc pabot no ocopmneHuto aen nekuusi- nekyus-
3. MNopsinok xpaHeHus gen BM3yanusaums BebuHap
4. 3apayun, yHKUMKU, NOPAOOK NPOBEAEHNS
9KCMEPTU3bl LLEHHOCTU AOKYMEHTOB

5. MNopsgok nepegaym gen B apxve

Memoduka ogopmneHuss u cocmaesneHus
opeaHu3ayUoHHO - pacriopssdumernbHbIX
cryxebHbix OOKyMeHmMo8s

1. Buabl opraHn3aLmMoHHbIX 1
pacnopsanTenbHbIX JOKYMEHTOB.

707 2. OcobeHHOCTN cocTaBrneHust u oopMIeHns 4 -14 1
npukasos

3. OcobeHHOCTN cocTaBneHust u ohopMIeHns
AOIMKHOCTHON MHCTPYKLUN

4. OcobeHHOCTW cocTaBneHust n opopmMneHns
LUTaTHOrO pacnucaHus

nexkums- nekums-
BU3yanusaums BebuHap

CospemeHHoe deriogoe nuUCbMO

1. Onpegenexve u BUAbI NMcem

2. TpeboBaHUA k cOCTaBNEHUIO 1 OCHOPMIIEHMIO
8 8 nucem 2 -/2 1
3. OcobeHHOCTM AenoBbIX U CryXeOHbIX MMcem
4. OcobeHHOCTM CoCTaBNEHUs MUCEM
MHOCTPaHHbIM NapTHepam

nexkums- nekums-
BU3yanusauus BebuHap

Paboma ¢ dokymeHmauuel rno 1u4HoMy
cocmasy

1. Buabl 4OKYMEHTOB, OTHOCSLLNXCA K
AOKyMEHTaUMKN Mo NNMYHOMY COCTaBy

2. MNpaBuna ohopmMneHns n 3anonHeHns
9 9 TPYAOBbIX KHUXEK 2 -14 2
3. Npasuna oopmneHns n 3anonHeHns
NINYHBIX KApTOYEK

4. TopsifoK pacnonoXeHnst JOKYMEHTOB B
NNYHBIX Aenax

5. MNpaBuna oopmnexuns NuyHbIx gen

nekuusi- nexums-
BU3yanusauus BebuHap

O6wasa TpyA0EMKOCTb NTEKLMOHHOIO Kypca 20 -/114 6 X X

Bcero nekuuin no y4ebHon

AMCLIMNNMHE: yac M3 HMUX B MHTepakTUBHOW hopme: yac

- 04Has dopma 0by4eHus 20 - 04yHas dopma 0by4eHus 20

- OYHO-3a04Hast hopma obyyeHus 14 0YHO-3a04Has hopma 0byyeHus 14

- 3a04Has opma obyyeHus 6 - 3a04Has opma obyyeHus 6

lNpumeyaHus:

- MaTepuanbHO-TeXHMYeckoe obecneyveHre NeKUMOHHOro Kypca — cM. MNpunoxeHue 6.

- obecneyveHne NEKUNOHHOrO Kypca y4ebHow, y4ebHO-MeTOAUYECKON NUTEPATYPON U UHbIMKM BUBNMOTEYHO-
MHOPMAaLMOHHEIMK  pecypcaMn U cpeactBamu  obecneyeHusi obpasoBaTtenbHoro npowecca — cM. MNpunoxeHus 1
n2

Bo3moxHble BUAbI OHNANH-B3aMMOAENCTBUS NPeACTaBneHbl B [opsigke onpeaeneHns COOTHOLEHUS oO6bema 3aHATUN,
NPOBOAUMbIX MYTEM HEMOCPEACTBEHHOIO B3anNMOAENCTBUSA Negarornieckoro paboTHrKa ¢ obydarowmmces, npm
peanusaumm obpasoBaTefibHbIX MPOrpamMm UM NX YacTen C MPUMEHEHNEM SNEKTPOHHOTO 00YyYeHMs, ANCTAHLMOHHBLIX
obpasoBaTenbHbIxX TexHonorui B reQy BO Omckun FTAY

4.3 NMprmepHbIN TeMaTU4ECKUI NNaH NPaKTUYECKNX 3aHATUN
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no pasgenam aNCUumMniinHbI

Homep Mcnonb3yemble
TpynoemkocTb Mo WHTEPaKTBHbIE (POPMbI, B
= pasgeny, B T.4. ¢ 90, AOT T.4. BUAbl OHNanH-
g B aya. / oHnariH-paboTa, yac. B3aUMOAENCTBUS UNn
T |« Tema 3ansaTus/ cpepcTea 90 Ceasb
s | & |MpumepHble Bonpockl Ha obcyxaeHne 3aHATUSA
s | T (AN ceMMHapCKKX 3aHATUI) @ |+ @ & o c BAPC*
3 | s |9F 3 Iz OHMaH-
e Ia |50 7o B ayauTopumn
& 79 30229 © 9 yauTop paboTa
@ o8 |O 8B SE
o
TpeboBaHus ctangapta FOCT P PaGora &
2-3 | 1 |7.0.97-2016 k odpopMrieHunIo 2 - 1 rovAnax ocn
PEKBM3NTOB B JOKYMEHTaX Py
Ananus
OpraHusaunsi [oKymeHToobopoTa Ha KOHKpETHON 3aHdatune-
4 |2 npeanpUATIAN 2 -2 1 cuTyaumu. hopym ocrnl
MpakTukylowee
ynpaxHeHue
CocTaBneHue " odhopmneHue
VH(OPMaLMOHHO-CMPaBOYHbIX 3aHsTUE-
7 |3,4|0OKYMEHTOB: CrMpaBKW, W3BeLLEeHUs, 4 -12 1 MpakTnkym bopym ocrnl
crnyxebHble  3anuckv;  NPOTOKOJbI, Py
BbINMCKa M3 JOKYMEHTOB; aKThl
MeToaunka COCTaBneHus "
ocopmneHus pacnopsiauTenbHbIX 3ansiTHe-
7 |5,6 |BOKyMEHTOB: NpuKasbl MO OCHOBHON 4 -I2 1 MpakTnkym chopyM ocn
LEeATENbHOCTY; pacnopsikeHus, Py
peLleHusi, ykasaHus
MeTtoauka cocTaBneHuns " 3aHaTme-
8 |7 A 2 -2 - MpakTnkym ocn
ohopmMneHust AenoBbIX MMceM dopym
MeToaunka COCTaBneHus "
0hOpMINEHNSA JOKYMEHTOB MO NINYHOMY
8- : ; 3aHsiTne-
9 10 |cOCTaBY: 3asBneHus; aBTOOMOrpadums, 6 4/2 2 MpakTnkym hopyM ocn
XapakTepucTvka, pe3toMe; npukasbl No
JIC; TpyaoBbIe KOHTPaKTbI
Bcero npaktuyeckmx 3aHaTUi no yyebHom . . yac
. yac M3 HUX B MHTEPaKTUBHOMN GhOpME:
AVCUMNIIVHE:
- 04yHasa dopma obyyeHusi| 20 - 04yHas dopma obydeHust 20
- 04YHO-3a04Has hopma obyyenusi| 4/10 - 04YHO-3a04Has doopmMa obyyeHust 4/10
- 3a04Has opma obyyeHus 6 - 3a04Has hopma obyyeHus 6
B TOM yncrne B popmarte ceMMHapCKnX 3aHATUN:
- 0YHasi / 04HO-3a04Has opma 00yyeHus -
- 3a04Hasa popma obyyeHus -

* YcnoBHble 0003HaYeHns:

OCI - npegycmoTpeHa ob6s3aTenbHas camonofarotoBka Kk 3aHATuo; Y3 CPC - Ha 3aHsTUM BbiAaéTcs 3agaHue Ha
koHkpeTHyto BAPC; MNP CPC - 3aHATMe copepxaTenbHO 0asnpyeTcs Ha pesynbTaTax BbIMOMHEHUs obyvarlmmMucs
KOHkpeTHOn BAPC;

MpumevaHus:

- MaTepuanbHO-TeXHUYeckoe obecnevyeHne npakTUYeckux 3aHaTu — cM. MNMpunoxexve 6

- obecneyeHne NpakTUYECKUX 3aHATU y4yebHon, y4eBGHO-MeTOAMYecKOW mnuTepaTypoil U UHbIMKM  BMBNUOTEYHO-
MHOPMAaLMOHHEIMK - pecypcaMu M cpeactBamu  obecnedeHus obpasoBaTenbHOro npoiecca — cM. [Npunoxenust 1
n2

Bo3amoxHble BUAbI OHﬂaVIH-BsaMMO,ﬂeﬁCTBMﬂ npeacrtasneHbl B I'Iop;u:u(e onpegeneHna CoOoTHoOLWeHUA obbema 3aHF|TI/II7I, npoBOAUMbBIX
nyTeM HenocpeacTBeHHOro B3aMMO,quZCTBVIFI negarorn4eckoro paﬁOTHMKa C o6yqarou.wlmc;|, npun peanunsauun 06pa3OBaTeﬂbeIX

nporpaMM Wnmn MX YacTew C NPMMEHEHUEM JNEKTPOHHOrO Oby4eHus, AUCTaHUMOHHbIX obpa3oBaTenbHblX TexHornorun B Pr60Y BO
Owmckun FAY

5 NMPOFPAMMA BHEAYQUTOPHOW AKAOEMWYECKOW PABOTbI
OBYYAKOLLMXCA NO ANCLUNNUHE

5.1 ®ukcupoBaHHbIe BUAbI BHEayAUTOPHbIX CAMOCTOSATENbHbIX paboT
5.1.1 BbinonHeHue U 3awmTa (caava) KypcoBoro npoekra

(paboTbl) No y4e6HOM AUCUUNNHE
He npedycMompeHo
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5.1.2 BbInonHeHue U cgavya MHAMBUAYanNbHOro 3agaHus

5.1.2. 1 Mecmo uHdueudyanbHO20 3a0aHusi 8 cmpykmype ucyunauHbl

Paszgenbl AncumnnmHbl, OCBOEHUE KOTOPbIX 06y4YaroLWmMMmcs KomneTteHuwnun, popmmpoBaHne/passutne
conpoBoXaaeTcsa U 3aBepLuaeTcs BbIMOSIHEHNEM KOTOpbIX 06ecneynBaeTcs B xoae
MHauBMAayanbHoOro sagaHusa BbINOJTHEHUA
No HanmeHoBaHve
1 Mpeawmer, Uenb 1 3apiaqm AOKyMeHTUPOBaHNS YK-4, MK-3
yrnpaBreH4Yeckon 4eATeNbHOCTH
[lokymeHTaumMoHHoe 1 nHdopmaumoHHoe obecneveHne VK-4 MK-3
B CMCTEME ynpaBneHus '
3 TeopeTnyeckne 0CHOBbI AeNONPON3BOACTBA. YK-4, MK-3
4 OpraHunsauusa gokymeHToobopoTa YK-4, INK-3
5.6 HomeHknatypa gen, nx dpopmmposaHne, xpaHeHve u YK-4, MK-3
ncnosnb3oBaHue
MeToaunka odopmiieHns 1 cocTaBneHns
7 OpraHn3aumnoHHO- pacnopsAnTENbHBIX CNYXeOHbIX, YK-4, INK-3
WH(OPMaLMOHHO-CMPaBOYHbIX JOKYMEHTOB
8 CoBpeMeHHoe enoBoe NMcbMo YK-4, MK-3
9 PaboTta c gokymeHTaumen no NM4YHOMY COCTaBy YK-4, TK-3

5.1.2.2. NMepeyeHb NpuMepHbIX MeM UHOUeUQyasilbHO20 3a0aHusl

NHavBmnayanbHoe 3agaHne COCTOMT M3 ABYX YacTen: TeopeTudeckon u npaktuyeckon. OnucaHue
TEeopeTM4ecKoro marepvana ocyLwecTBNAeTCa N0 OOHOMY U3 NPeAsioXKeHHbIX BapnaHToB, B 3aBUCUMOCTU OT
HavyanbHoW OykBbl (bamMunum M HOmepa 3a4eTHOM KHWKKM CTyAeHTa. [lpakTnyeckoe 3agaHue BblgaeTcs
npenogasarteneM kaxgomy obydawowemycs uHamBuayanbHO. [lpumepHble wHAMBMAYyarnbHble 3adaHus
npeacTtasneHbl B PoHAE OLEHOYHbIX CPEACTB AUCLUMINHDI.

5.1.2.3 UHghopmayuoHHO-MemoduYyecKue u MamepuasbHO-mexHuU4Yeckoe obecnevyeHue npouyecca
8bIMNnoJIHeHUs1 UHOueudyasilbHO20 3a0aHus
1. MaTepuanbHO-TEXHMYECKOE obecrneyeHre npouecca BbIMONHEHWUS WUHAMBUAOYANbHOrO 3ajaHus —
cm. MNpunoxeHue 6.
2. OOecnevyeHne npouecca BbINOMHEHUS WHAOMBUAYANbHOIO 3a4aHUS y4ebHor, y4yebHo-
METOAMYECKON NMTepaTypol U WHbIMW OUBNNOTEYHO-MHPOPMALMOHHBIMU pecypcamu 1 CpeacTBamu
obecneyeHns obpasoBaTenbHOro npouecca — cM. Mpunoxexne 1, 2, 3.

LWKANTA U KPUTEPUUN OLLEHUBAHUA

Mo nToram BbINOMHEHWUS MHAVBUAYANLHOIO 3afaHus npenogaBaTenb aTTecTyeT (Unv He aTTecTyeT)

o6yqarou.|,er009| UCNonb3ysi NPUBEAEHHBIE HUXKE KPUTEPUN OLIEHKU
CooTBeTcTBME COAEPKaHWS MHAMBUAYaNbHOIO 3a4aHusl ero BapuUaHTy

— TMonHoTa v rnybrHa pacKpbITUA TEOPETUYECKON YacTu

—  [MpaBunbHOCTb 0CHOPMIIEHNSA U COCTABINEHNUSA JOKYMEHTOB MPW BbINOMHEHUM NPAKTUYECKON YacTu

— CreneHb camMOCTOATENIbHOCTM CTYAEHTa Npu NOAroToBKe

— CreneHb cobnogeHnst cTyaeHToMm obwmx TpebosaHuii kK odbopmneHnto paboTbl, kK ohopMIeHNIO
CrnmMcKa UCTOYHMKOB MHPOPMALIMK, UCMOSb30BaHHbIX MPY BbIMOSIHEHUN MHAMBUAYaNbHOTO 3a4aHus

—  YpoBeHb MNOHWMaHWS CTYOEHTOM OTpaKeHHOro B MWHAMBMAyanbHOM 3adaHuM martepuana,
MPOSIBNEHHbIV Npu cobecenoBaHm

- OLleHKa «3a4TeHO» BbICTaBnsieTcs oby4YaloLeMycsl, ecnv BOMPOCbl TEOPETUYECKON YacTu
PacKpbITbl, MPaBUIIbHO OOPMIIEHbI U COCTaBMiEHbl AOKYMEHTbI MPaKTUYEeCKOM YacTu oTyeTa, BO Bpemsi
cobecejoBaHUs] CTYAEHT MpaBWibHO OTBETUI HAa 3ajaHHble BOMPOCHI, MOXET BbiCKa3daTb COGCTBEHHYHO
TOYKY 3peHUsi Ha obcyxaaemyto Npobrnemy, AeMOHCTPUPYET CrOCOBHOCTL apryMeHTMpoBaTh AoKa3bliBaeMble
NOSIOXEHWUSA U BbIBOAbI, 3HAHUSI HOPMAaTMBHbIX UCTOYHMKOB ANsi 0OPMIIEHUS AOKYMEHTaLMM.

- OLieHKa «He 3a4TeHO» BbICTaBNAETCH, eCl BONPOChl TEOPETUYECKOM YacTu He pPackpbIThl,
[OKYMEHTbI MPaKTUYECKOW YacTu MHAMBUAOYaNbHOIO 3adaHus HenpaBubHO OPOPMITIEHbI U COCTaBMEHbI, BO
BpemMsi cobecefoBaHus oOyyaloWMACA He MpaBUNbHO OTBETMN Ha 3afaHHble BOMPOChl, He crnocobeH
[loKa3aTb U apryMeHTUpoBaTb COGCTBEHHYIO TOUKY 3pEHMs MO BOMPOCY, HE 3HAaeT HOPMAaTUBHBLIX UCTOYHUKOB
ANt 0popPMIEHUS AOKYMEHTAaLIMN.

5.1.2.4 Tunoeble KOHMPOJIbHbIe 3a0aHus
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TuvnoBble KOHTPONbHbIE 3aaHWS UMW UHbIE MaTepuanbl, HE0OXoaMMbIE NS OLEHKN 3HAHUIA, YMEHWI
N HaBbIKOB M (MNKU) onbiTa AEATENbHOCTM, XapaKTepu3yloLWMx 3Tanbl (HOPMUPOBAHUS KOMMETEHUUA B
npouecce OCBOeHMsi obpasoBaTeNlbHOMW NporpaMMmbl;  MeToAMYECKME MaTepuansl, onpegensoowmne
npoueaypbl OLEHUBAHMS 3HAHUIA, YMEHWIA, HABBLIKOB U (UMW) ONblTa AeATENbHOCTU, XapakTepuaytoLime aTansi
(hopMUpOBaHNS KOMNETEHLMI NpeacTasneHbl B MNpunoxeHun 9 «PoHA OLLEHOYHBIX CPEACTB MO AUCUMNIIVHE
(nonHas Bepcus)».

5.1.3 lNepeyveHb 3adaHull 5151 KOHMPOJIbHbLIX pabom
oby4yarouuxcsi 3a04HOU hopMbI 06y4eHust

He npedycMompeHo

5.2 CamocTosATENIbHOE U3YyYEHME TeM

Tema B cocTaBe pasgena/
Homep PacueTHagq dopma TekyLLero
BOMPOC B COCTaBe TeMbl pasgena,
pasgena TPYAOEMKOCTb, KOHTpOns
BblHECEHHbIE
OUCLMNANHBI yac. no Teme
Ha CaMOCTOATENbHOE U3yYeHue
1 2 3 4
OuyHast chopma 0byyeHus
2 [enonpon3BoacTBO Ha KOMMbOTEPE 2
2 KoHdwmaeHumansHoe 4enonpon3soncTso
79 FOCT P 2.105-2019 EpguHasa cuctemMa KOHCTPYKTOPCKOM 4
' JoKymeHTaummn. TpeboBaHMsa K 0DOPMIIEHNI0 JOKYMEHTOB TecTupoaHue
FOCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
uHpopMauum, 6GubnuoTeyHoMy UK u3gaTenbckoMy Aeny.
7,9 6
Bubnuorpaduyeckas 3anvce. Bubnunorpaduryeckoe
onucaHne. O6wune TpeboBaHms U NpaBuna CoCTaBNeHNs
OuyHo-3a04Has oopma obyyeHus
1 Mpeamert, uenb 1 3agayn JOKYMEHTUPOBAHNS
ynpaBneHYecKkon AesATeNnbHOCTM 2
5 [okymeHTauMoHHoe 1 nHdopmaumoHHoe obecneveHre B
cucTemMe ynpasreHus
2 [enonpon3soacTBo Ha KOMMbIOTEPE
2 KoHdmaeHumansHoe Aenonpor3BoacTBO 2 TecTuposatme
79 FOCT P 2.105-2019 EpguHas cucTteMa KOHCTPYKTOPCKOM
' JokymeHTaummn. TpeboBaHMsa K 0DOPMIIEHNIO JOKYMEHTOB 6
OCT P 7.0.100-2018 Cwucrtema cTaHgaptoB Mo
uHdpopMauum, 6ubnuoTeyHoMy u usgaTenbckoMy Aeny.
7,9
Bubnuorpaduyeckas 3anvce. Bubnvorpaduryeckoe
onucaHne. O6wue TpeboBaHNsa 1 NpaBuia COCTaBNeHNs 6
3aoyHas chopma obyyeHus
1 MpeomeT, uenb 1 3agayn JOKYMEHTUPOBaHWUS ynpaBneHYecKkon
OEeATEeNnbHOCTU 2
2 [lokymeHTauMoHHOe 1 MHOPMaLIMOHHOE obecneyeHye B
CUCTeMe ynpaBreHns 2
2 [lenonpon3BoacTBO Ha KOMMbOTEPE 2
2 KoHduaeHumansHoe fenonpon3BoicTBO 2
5 HomeHknaTypa gen 2 TecTupoBaHue
6 dopmurpoBaHue Aen, X XpaHeEHUE 1 UCMOMb30BaHWe 2
79 FOCT P 2.105-2019 EpguHas cuctema KOHCTPYKTOPCKOM
’ AokyMeHTauun. TpeboBaHMs K 0pOPMNEHMIO JOKYMEHTOB 6
OCT P 7.0.100-2018 Cucrtema ctaHgapToB No MHopmaumu,
79 6ubnmoTeuHoMy ¥ usgatensckomy feny. Bubnuorpaduyeckas
’ 3anuck. brubnuorpadgumyeckoe onncaxdme. Obwue TpeboBaHusa 1
npaBuna cocTaBneHust 8
8 CoBpeMeHHOe AenoBoe NUCbMO 4

LUKANA U KPUTEPUU OLLEHUBAHUA
- OUEeHKa «OomiluYyHO» BbICTaBNseTCA obydvatowemycs, ecnu nonydeHo 6onee 85% npaBuUIbHbIX
OTBETOB.
- OUEHKa «XopoWoy - Mosy4eHo oT 66 o 85% npaBuribHbIX OTBETOB.
- OUeHKa «ydoeriemeopumesibHo» - Nony4eHo ot 51 0o 65% npaBUIbHbLIX OTBETOB.
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- OUeHKa «HeydoeremeopumersbHO» - Noriy4eHo meHee 50% npaBurbHbIX OTBETOB

5.3 CamonoaroTtoToBKa K ayAUTOPHbLIM 3aHATUAM

(KpOoMe KOHTPOJIbLHbIX 3aHATUN)

3aHATus,
MO KOTODBIM Xapaktep OpraHu3zaumoHHas PacyeTHas
npen cmopreHa (copepxaHnne) OCHOBa O6Lwuin anropuTM CaMonoaroToBKU TPYAOEMKOCTb,
Y CaMOMOArOTOBKN CaMOMOAroTOBKN yac.
CaMonoAroToBka
OyHoe/ 04HO-3a04YHOE 0by4yeHue
3aBepLunTb BbINOMHEHWE
npakTUyYecKMx 3agaHuni no
CamocTosTensHoe Anroputm
anropuTtmy, 3agaHHOMY Ha
3aBepLueHne BbINOMHEHNS
o o npakTukyme.
MpakTnyeckne 3agjaHun, 3adaHvn, .
N3yunTb NEKUMOHHbIN maTepuan u 14/14
3aHATUSA noaroToeka no NcxofgHble AaHHble,
y4yebHyl0o nutepatypy Mo Teme
BOMpocam Ans BOMPOCHI Ans
npaKkTU4ecKoro 3aHATUS,
camonpoBepKn CaMOMOArOTOBKN
MOArOoTOBUTL OTBETHI Ha BOMPOCHI
Ans CaMonpoBepKU
3aoyHoe o6y4eHue
3aBepLUnTb BbINOMHEHWE
npakTUyYecKkMx 3agaHuni no
CamocTosiTensHoe Anroputm
anropuTMmy, 3agaHHOMY Ha
3aBepLueHne BbINOMHEHNS
o o npakTukyme.
MpakTnyeckne 3agaHun, 3ajaHun, .
N3yunTb NEKUMOHHbIN maTepuan u 14
3aHATUSA noaroToBeka no ncxofgHble AaHHbIe,
y4ebHyl0 nuTepatypy Mo Teme
BOMpocam Ans BOMPOCHI AMA
NpaKkTU4YecKoro 3aHATHS,
camonpoBepKn CaMOMOAroTOBKN
NMOArOTOBUTE OTBETHI Ha BOMPOCHI
ANs CaMonpoBepPKU

LWKANA N KPUTEPUN OLEHUBAHUA
- OLeHKa «3a4YmeHo» BbICTaBMNsETCA, ecrnv obyyaloWwuiics 3aBepLunn 3afjaHue, CMOr BCECTOPOHHE
PAacKpbITb TEOPETUYECKOE COAepXKaHNe TeMbl.
- OUEHKa «HEe 3aymeHo» BbICTaBAETCS, ecny obyyaloluiica He 3aBepluun 3afjaHue U He CMor
BCECTOPOHHE PacKpbITb TEOPETUYECKOE CoepKaHne TEMbI.

5.4 CamonogroTtoBka v y4yactue

B KOHTPOJIbHO-OLLEHOYHbIX Y4€OHbIX MeponpuATUAX (paboTax) NPoBOAMMBIX B paMKax TEeKYLLEero
KOHTPOJISi 0CBOEHUA AUCLMIMIIVNHDI

HaumeHoBaHne Oxsart CopepxaTtenbHas xapakTepucTuka PacueTHas
OLEHOYHOro CpeacTBa oby4atoLmxcs (TemaTtunyeckas HanpaBneHHOCTb) TPYOOEMKOCTb, Yac
1 2 3 4
OuHasi popma 0byyeHus
YpoBeHb OCBOEHWS TEOPETUYECKUX U
TecmuposaHue (PpOHTarnbHbIN NPaKTUYECKNX 3HAHWUI MO KaXXOOMY pasgeny 8
Kypca
TecmuposaHue . YpoBeHb OCBOEHWS 3HAHMWI MO pe3ynbTaTtam
PpOHTanbHLIN 6
(umozosoe) nsyyvenus 1-9 pasgenos
OuyHOo-3a04Hasi popma 0byyHeHus
YpoBeHb OCBOEHUS TEOPETUYECKNX U
TecmuposaHue (PpOHTarnbHbIN NPaKTUYEeCKUX 3HAHUA MO KaxXaomy pasgeny 10
Kypca
TecmuposaHue . YpoBeHb OCBOEHWS 3HaHWI MO pe3ynbTatam
OpOHTarbHbIN 10
(umozosoe) nsydvenus 1-9 pasgenos
BaoyHasi popma 0by4eHus1
YpoBeHb OCBOEHUS TEOPETUYECKNX U
TecmuposaHue (PpOHTarnbHbIN NPaKTUYEeCKUX 3HAHUA MO Kaxaomy pasgeny 10
Kypca
TecmuposaHue . YpoBeHb OCBOEHWS 3HaHWI MO pe3ynbTatam
OpOHTarbHbIN 10
(umozosoe) nsydvenus 1-9 pasgenos

6 MPOMEXYTO4YHAA ATTECTALUA OBYHAIOLLNXCA
NO PE3YJIbTATAM U3YYEHUA YHEBHOU OUCLUNNITUHDbI
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6.1 HopmaTtuBHasa 6a3a npoBegeHusi

npOMe)KYTO‘-IHOﬁ aTTecTauunmn 06yqarou.mxc;| no pe3ynbTaTtaM UM3yvyeHnsa QUCUUNIINHDbI!

1) pencteytowee «lonoxeHne o TeKyWEM KOHTPOMEe YCNeBaemMoCTH, MPOMEXYTOYHON aTtTecTauum
obyvatolmxcss o nporpamMMam Bbicluero obpasoBaHusi (bakanaBpuar, crneuuanuteT, marucTpaTypa) u
cpeaHero npodeccnoHansHoro obpasoanust B Pr60Y BO Omckuin FTAY»

6.2 OCHOBHbIe XapaKTePUCTUKHU

I'IpOMe)KYTO‘-IHOﬁ aTTecTauumn 06yqarou.w|xc;| no uToram n3yv4yeHmnd gUCUUNIIUHbI

Llenb npomexxyToyHoMn
aTTecTtauum -

YCTaHOBINEHNE YPOBHS OOCTMXKEHUS KaxabIM 0bydatoLlmnmMes Lenei
1 3a4a4 06y4eHNs No AaHHOW OUCLUNIINHE, U3TOXEHHbLIM B M.2.2
HacTodLLel NporpaMmmsl

dopma NPOMEKYTOHHOMN
aTTecTauum -

3a4er

Mecto npoueaypbl nony4eHus
3ayérta B rpacmke yyebGHoOro
npouecca

1) yyacTtune obyyatoLierocs B npouenype nonyyeHust 3a4éta
OCYLLIeCTBNAETCA 3a CHET y4yebHOro BpeMeHu (TpygoeEMKOCTH),
OTBEAEHHOIO Ha U3y4yeHne AMCLUNIVHDI

2) npoueaypa npoBoauTcs o4HO B pamkax BAPO, Ha nocnegHen
Hegene cemecTpa

OCHOBHbI€e yCroBUs NosyvYeHUs
oGyvyarwmmca 3auéTa:

1) obyvatowmnca BbINONHWUM BCe BMAbI y4ebHOM paboThl (Bkrovas
CaMOCTOATENbHYI0) N OTYMTancs 06 MX BbINONIHEHUN B CPOKM,
yCTaHOBMEHHbIE rpaddnkomM y4ebHOoro npowuecca no AUCUUNIKHE;

2) npowén 3aknioynTenbHoe TecTUpoBaHue

Mpouenypa nony4yeHus 3ayvéra -

MeTogunyeckue matepmansl,
onpegensiowme npouenypbl
OLeHUBaAHUA 3HAHUN, YMEHUN,
HaBbIKOB:

MpeactaBneHbl B PoHAE OLIEHOYHBLIX CPeACTB Mo AaHHON ydebHo
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 cooTBeTCTBMU C OEWCTBYIOLIMMU FOCYAApPCTBEHHBIMU TpeboBaHMAMWU AN peanu3auum y4ebHoro
npouecca no avcumnnunHe obecneunsarLLen kadeapon paspabatbiBaeTca U NOCTOSIHHO COBEPLUEHCTBYETCS
yyebHo-meToandeckuin komnnekc (YMK), cooTBeTCTBYHOWMIA gaHHOM paboyer nporpamme. Npu paspaboTke
YMK «kadhenpa pykoBOACTBYETCA YCTaHOBIMEHHbIMW YHUBEPCUTETOM TpeboBaHWSIMU 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 ([MNpunoxeHune 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-mMeTOOMYECKOrO KOMMMeKkca B 00sA3aTenbHOM MNOpsigke Takke BXOAAT
nepeuncrieHHble B lpunoxeHumsax 1 n 2 WUCTOYHUKM y4eOHOM K yd4ebHO-MeToaMYeckon WHdopMaLnm,
y4ebHble pecypcCbl U CpeacTBa HarnsagHoOCTy.

MpunoxeHna 1 n 2 Kk HacTosdwemy y4ebHO-nporpaMMHOMY AOKYMEHTY B 00s3aTenbHOM nopsigke
aKkTyanuaupyeTcst Ha Hayano kaxgoro y4ebHoro roga

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

7.2 UHcpopMaLMOHHbIE TEXHOSIOMMU, UCNOJIb3yeMble NPU OCYyLLEeCTBIIEHUN
ob6Gpa3oBaTenbLHOro npouecca no QUCLUNJIMHe; COOTBETCTBYHOLAA UM
MH(pOPMALMOHHO-TEXHONOIMYEeCKas N KOMNbIOTEpHasa 6a3a

MHdopMaLMOHHbIE TEXHOIOMMK, UCMOSb3yeMble MPU OCYLLLECTBIIEHMM 0bpa3oBaTeibHOro npolecca
no gucumnnuHe un ceegeHns o6 MHAOPMaLMOHHO-TEXHOMOIMYECKOM N KOMMNbIOTEPHON ©a3e, HeobXxoanmon
ONsl NpenoaBaHnsa U U3yYeHUst AUCUMNNKUHBLI, NpeactaBneHbl B lNMpunoxeHun 5. [laHHOe npunoxeHue B
0bs13aTENBHOM MOPSAAKE aKTYyanuM3mMpyoTCs Ha Havano Kaxxgoro yyebHoro roga.

7.3 MaTepnanbHo-TexHU4eckoe obecneuyeHue y4eGHoOro npouecca no AUCUUNNNHE
CeeneHuss 0 MaTtepuanbHO-TEXHMYeckon 6ase, HeobxoouMmon [Ana  peanu3auun nporpaMmmbl
ONCUMNNUHBI, NpeacTaBneHbl B MNpunoxeHun 6, kotopoe B 06sa3aTenbHOM MOPSAKE akTyanuaupyeTcs Ha
Hayano Kaxgoro y4ebHoro roga.

7.4. OpraHusaunoHHoe obecneyeHue y4yebHOro npouecca u cneuunanbHbie TPe6OBaHUA 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 rpadukom BAP u
rpacomvkamu coadn/npréma/sawmTbl BbINONMHEHHbIX paboT. KoHCynbTupoBaHme oby4alolmxcs, U3y4varoLmx
AaHHY0 OUCUUNIVHY, OCYLLECTBNSETCH B COOTBETCTBMM C rpaddUKOM KOHCYMNbTaLWA.

7.5 KagpoBoe obecneuyeHune y4eGHOro npouecca no gucUuUnnHe
CeegeHuss 0 KkagpoBoMm ofecnedyeHun yvyebHOro npouecca Mo AMCUUNIMHE NpeacTaBreHbl 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-Neaarornyeckoe,  MCMXONOro-nearornyeckoe  COMpPoOBOXAEHME  oby4atomxcs
mHBanuagos M nuy C OrpaHUYeHHbIMU BO3MOXHOCTAMU 300POBbA OCyUWEeCTBAETCA Ha OCHOBaHUU
COOTBeTCTByI-OIJJ.eVI pekomMeHgaumm B 3aK4YeHUn ncmxonoro-mep,mKo-ne.qarormqecxoﬁ KOMUccumn umnun
WHAMBUAYanNbHOW NnporpaMmme peabunuraunm nHBanuaa.

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 3[0pOBbS;

— y4yebHO-MeToOMYeCKMe MaTepuanbl Afs caMoCTosiTENbHOM 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 OCOBEHHOCTSIMM (3TW CpeacTBa MOryT ObiTb NPeaoCcTaBneHbl YHUBEPCMTETOM U MOTYT
MCMNonb30BaTbCs COBCTBEHHbIE TEXHUYECKUE CPEACTBA).

— rpoBedeHuWe npoueaypbl OLEHMBaHWA pe3ynbTaToB OOy4eHUs BO3MOXHO C  y4eToM
ocobeHHOCTEN Ho30Mnormn (YCTHO, MUCbMEHHO Ha ©Oymare, NUCbMEHHO Ha KomnbkTepe, B opme
TECTUPOBaHMUS M T.N.) MPM MCMOMb30BaHUN [OCTYMHOM (QOPMbl NPEeAOCTaBMNEeHMsT 3afaHUA OLLEHOYHbIX
CpPeacTB M OTBETOB Ha 3agaHus (B neyaTHoW dhopme yBenuMyeHHbIM WwpudToM, B hopme ayamosanucu, B
¢dopMe 3MNEKTPOHHOrO AOKYMEHTa, 3a4aHus 3a4MTbIBAlOTCS aCCUCTEHTOM, 3aJaHus NpefocTaBnsioTcs 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, OPITEXHWKW, CNania-npoeKTOPOB M MHbIX CPEACTB ANis
MOBbILUEHUS YPOBHSI BOCNPUATUSA y4eOHOM nHdopmaLmm oby4aromMMmCcs € pa3nnyHbiMy HapyweHuamun. Ons
pPasbsCHEHUS OTAENbHbIX BOMPOCOB M3y4aeMOW AVCUMMNIUHBI  MpenofaBaTensaMu  OOMNOMHUTENbHO
NpoBOAATCSA UHAUBMAYANbHbIE KOHCYNbTaLWUN, B TOM YUCIe C UCMONb30oBaHneM ceTn VIHTepHerT.

7.7 ObecneyeHue obpasoBaTefibHbIX MPOrpaMM € YaCTUYHbIM NPUMEHEHUEM
3NEKTPOHHOro 0by4yeHusi U AMCTaHLUMOHHbIX 06pa3oBaTeNbHbIX TEXHOOIUN

Mpu peanusauum nporpammbl AUCUMUMMMHBI BO3MOXHO MPUMEHEHNE SMEKTPOHHOro 06ydeHust U
ONCTaHUMOHHBLIX OBpasoBaTtenbHbIX TexHonorun. B cnyyae WX TMpPUMEHEHMS B  SMEKTPOHHOM
nHdpopmaLMoHHo-0bpa3oBaTensHon cpege yHuBepcuteTa (SMOC) B pamkax AMCUMNIMHBI co3paeTcs
9MNEKTPOHHBIA  KypC AUCLMNMAWHBI, copepXawun y4ebHO-MeToamnyeckme, TeopeTudeckne maTepuvans,
NMH(OPMALIMOHHbIE MaTepuarbl Ansi OCBOEHUS AUCLUMMIUHBI, JOCTYMNHbIE B PEXUME yAaneHHoro goctyna no
WHAMBUOYANbHOMY NTOTVHY M Naporsiio.

Uepea aneKkTPOHHBLIN Kypc obydawwmmcs, B TOM uucne, obecneyeH [OCTYN K COBPEMEHHBLIM
npodeccuoHanbHbIM 6a3aM AaHHbIX U U30AHWUSIM ANEKTPOHHbIX OUBNMOTEYHBIX CUCTEM, COCTaB KOTOPbIX
onpegeneH B pabodyeit nporpamme. [lpy peanusaumm AUCUMNIUHBI NPEAYCMOTPEHA BO3MOXHOCTb
CVMHXPOHHOTO M aCUHXPOHHOIO B3aMMOLENCTBMSA CTYAEHTOB 1 NpenogaBaTenen.
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8 NIUCT PACCMOTPEHWIA U OIOBEPEHMM
pabouei NPOrpaMmbl AWCLUWNNHHbI
g cocrase OMOIM 38.03,02 MexeyxMeHT

1. PaccmoTpena u onobpena:

a) Ha 3acenatnm obecneynsaiolei npenogasanne xadeapsl _ MEeHEeAXMEHTS W MApKeTHHIa
npotokon Ne_77_ ot # (¥ .20%. e

3as. kadeapolt,
KaHZ. 3KOH, HayK, AOLUEHT | Acvawosa EA /

6) Ha 3acenaruu METOANNECKOM KOMUCCUM NO Hanpasnedwio _ 38.03.02 Mexepment
nporoxon Ne_77_or % __ 203/
~% .
Npeaceaarens MKH — 38.03.02 Meneaxment By 7o Fprecsobi
w

2. PaccmoTpexne u oaobpenne NpeacTaBuTenaMm npogeccHoHansHoi chepsl
no npocunio ONOMN:

Kommepueckuit aupextop 000 «Consmoes |9/,
Yepnakcxoro MyRUUMNansHoro paioxa
Omcront obnacti

3. PAacCMOTPEHHE W 0A0BpeHHe BHELIHHMHK anpnmuu) Nefaroruyeckoro
(Hay4Ho-negarornyeckoro) coobuwecrsa no NPOPUNI0 ARCUNNIHHLL

[

[lokTop. couuonor, Hayk, |
npodeccop Xapeaps! PErHOHANLHON IKOHOMMKN W
YNPaBNeHNR YenoBeYeckuMM Pecypcammn Il

®rB0Y BO «OmIY nu. ®.M, [locToescxoroy /Poi O.M./

bot_ DM,
ctfdy Jasenobe Hpy
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9. ©BMEHEHWA N AONOJIHEHUA

K pabo4en nporpaMmme AUCLMMIINHBI
B1.B.12 lokyMeHTUpOoBaHM1e ynpaBreH4YeCKON AeATEeNIbHOCTHU
npeacTaBneHbl B npunoxexHum 10.
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MPUNOXEHME 1

NEPEYEHb
nuTepartypbl, peKOMeHAyeMomn
ANA U3yYeHNA AUCLUNIIVHDI

B1.B.12 [lokyMeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTU

ABTOp, HAMMEHOBaHME, BbIXOAHbIE AAHHbIE Hoctyn
1 2
BblikoBa, T.A. [okymeHTaumoHHOe obecneyeHune 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. [IOKyMEHTUpPOBaHWE YyMNpaBreHYEeCKOW AEeATEeNbHOCTU :
yyeb.
nocobue / A.A. PazgopoxHbini. — Mockea : MIHOPA-M, 2018. — 304 c.

http://znanium.com

OcHoBbl pgenonpousBoacTBa : ydebHoe nocobue / A.M. Acanuves, W.W.
MwupoHoBa, E.A.
Kocapesa, I.I'. BykoBn4y. — 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 :
Poccuickmin 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 AN 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), HbopmaLMOHHbIe cnpaBO4YHbI€ CUCTEMbI

HaumeHoBaHuve Hoctyn
ONeKTpOHHO-BMbnuoTeyHasa cuctema mnsgatenscrsa «JlaHb» http://e.lanbook.com
ONeKTpoHHO-6MbnuoTeyHasa 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. OneKTpoHHLIE ceTeBble Y4YeOHble pecypchl OTKPbLITOro gocTyna:

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

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

YYEBHO-METOANYECKOE OBECINEYEHUE
CAMOCTOSATENIbHOU PABOTbI OBYYAIOLLMUXCSA

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 [lokyMeHTUpOBaHMe ynpaBreH4YeCKON AeATENbHOCTU

npeacTtaBnéeHbl oTAeNIbHbIM OKYMEHTOM
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NMPUNOXEHUE 5

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

1. MporpaMmHbie NPOAYKTbI, HEO6XOAUMbBIE ANA OCBOEHUS Y4eOHOM AUCLMMNIUHDbI

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

HaumeHoBaHue
nporpammHoro npoaykta (M)

[MakeT oUCHBIX NporpaMmm Jlekumn, npaktnyeckme 3aHatus, BAPC
2. UHchopMaLIMOHHbIE cnpaBoO4YHble CUCTEMbI, HeOOXOoAMMbIe AN peanu3aumum y4ebHoro npouecca
HanmeHoBaHue
N Ooctyn
CNpaBOYHON CUCTEMBI
CeobogHas sHuuknoneans Bukmnegns http://ru.wikipedia.org/wiki/

JlokanbHas ceTb YHUBEPCUTETA,

CnpaBoyHas npaeosas 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

Ycnosus Ond  peanusauum  SMEeKTPOHHOro y4ebHOro Kypca no AUCLUMMAMAMHE B 9NEKTPOHHON
nHOpMaLMOoHHO-06pasoBaTensHON cpeae:

—  @yHKumoHnpoBaHue 3OUNOC  yHuBepcuTeTa, BKAOYAs  3NEKTPOHHblE  MH(OPMAaLUOHHO-
obpasoBaTernbHble pecypchbl;

— KayeCTBEHHbI [OCTyn negarormyeckmx paboTHUMKOB M 0OBydvalowmuxca K UHAPOPMaLMOHHO-
TenekoMMyHUKaLUMOHHON ceTn VIHTepHeT B pexume 24 yaca B CyTkv 7 gHel B Hegdento 6e3 yyeTa o6bemoB
noTpebnaemoro Tpadwuka 3a MWCKIOYEHUEM MepepbiBOB AN MPOBEAEHUS HeOoOXOOMMbIX PEMOHTHbIX W
npodmnakTnyeckmx paboT, Hanmune uHTepHeT-bpay3epa M KOMMMeKTa COOTBETCTBYHOLLEro NPorpaMMHOro
obecneyeHus, obecneunBatloMx OCBOEHUe crnywaTensMmm obpasoBaTenbHbIX NporpamMm B NOMHOM obbeme
He3aBMCMMO OT MEeCTa HaxoX4eHWs 0Oy4aroLLMXCS.

lMepeyeHb 06opygoBaHWs, HeobxoouMOro ANS MNPOBEAEHUS 3aHATUA  C UCMOMb30BaHWEM
ANCTaHUUOHHbIX 0BpasoBaTernbHbIX TEXHOMNOMMI NO Nporpamme:

— NepcoHarnbHbIN KOMMbOTEP (HOYTOYK) C AOCTYNOM B VIHTEPHET;

KOMMbloTEepHas nepudepus: ayauokonoHku 1 (unu) AMHaAMWUKKA (HayLHWKKW), BCTPOEHHbLIN WNN BbIHOCHOW
MWKPOGOOH, Beb-kamepa
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NMPUNOXEHME 6

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

HavmeHoBaHue o6beKTa OcHauweHHOCTb 06beKTa
YyebHas ayantopusa ons npoBeaeHus Paboyee wmecTtOo npenogaBatend, paboune  mecta
NEKLUMNOHHBIX, FPYNMnoBbIX U obyvarowmxca. [ocka ydyeHunyeckad. [leMOHCTpaLMOHHOE
WHAMBUAYANbHbIX KOHCYNbTauumn obopygoBaHune: 3kpaH HacTeHHbIW, [MpoekTop, KomnbioTep
YyebHas ayantopusa ons npoBeaeHus Paboyee wmecTtOo npenogaBatend, paboune  mecta
NPaKTU4ECKMX 3aHATUI, FPYNMNOBbIX U obyvarowmxca. [ocka ydyeHunyeckad. [leMOHCTpaLMOHHOE
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, MHorodyHKUMoOHansHoe
YCTPOMWCTBO, [locka y4yeHunyeckas.
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NPUNOXEHMUE 7

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

1. OPFAHU3ALUMOHHbIE TPEBOBAHUA K YYEBHOWU PABOTE NO AUCLUMUMNIIMHE

®dopmbl opraHnsaumm y4ebHOM AeATeNbHOCTM MO AUCLMNIIMHE: NEeKUMs, NPaKTUYecKne 3aHATUs,
camocTodaTensHas paboTa obyyarowmxcs, 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 xoge v3yyeHus gucumnnvHel oby4vatoemycs HeobxoaMMO BbIMONHWUTL BHeEayaAWTOPHYO 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 AUCLMMIUHBI K €€ U3YYEHUI0 NPeabsaBsOTCA crieaylolmne opraHM3aLoHHble
TpeboBaHus:

— obsazaTenbHOe nocelleHre obyyarLmMMes BCeX BUOOB ayaUTOPHbIX 3aHATUIA; BeJeHUe KOHCMeKTa B
X04€e MNEKUMOHHbIX 3aHATWUIA; KavyeCTBEHHAsi CaMOCTOsITeNlbHasi MOArOTOBKA K MPAKTUYECKUM 3aHSATUSIM,
akTuBHas paboTta Ha HuX;

— aKTVBHas, pUTMUYHAs BHeayauTopHas paboTta obydalolwerocs; CBOeBpeMEeHHas caaya
npenogasaTento OTYETHbIX MaTepUarnos No ayauTopHbIM U BHEAyAUTOPHbIM Buaam paborT.

2. OPFAHU3ALIMA U NPOBEOEHUE NEKLUMOHHbIX 3AHATUA

Cneumndumka OMCLUMNANHBI COCTOUT B TOM, YTO PacCMOTPEHNe TeOpPeTUYECKUX BOMPOCOB Ha NeKuMsAX
TECHO CBSA3aHO C NPaKTUYeCKMMU 3aHATUMAMU. B 3TUX ycrnoBusax Ha nekumsax ocobeHHo Gonblioe 3HayeHune
nMeeT peanu3aumns cneayroLmnx sagay:

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

2) packpblTUe NPUKNagHOro 3Ha4YeHUs TeopeTUYECKMX CBEOEHMN;

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

4) 3aKkpenneHne NonyyYyeHHbIX 3HaHU NyTeM NPakTUYECKOro NCMONb30BaHUS;

Hapsay ¢ nepeuucneHHbiMu Bblilie obBpa3oBaTenbHbIMU LENsMU, NEKUMOHHbIE 3aHATUS AOSIKHbI
npecnegoBaTh M BaXHble Lienv BOCNUTATENbHOro Xxapakrepa, a UMEHHO:

a) BOCNMTaHWe HaCTONYMBOCTU B JOCTUXKEHUW KOHEYHON Lenu;

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

B) BOCMMTaHWE KPUTUYECKOTO OTHOLUEHMS K CBOEN OEeATENbHOCTW, YMEHWs aHanu3vMpoBaTb CBOH
paboTy, uckaTb ONTUMarbHbIA NYTb PELLEHNS, HAXOAUTb CBOW OLLUMOKN N YCTPaHATb MX.

lMpenogaBatens AOMKeH 4YeTKO AaTb CBs3aHHOe, MocrnegoBaTeribHOe W3MNOoXeHWe martepuana B
COOTBETCTBMU C HOBEWLIMMMW AaHHbIMW Hayku, NpeactaBuTb OOyyaloLUMCS OCHOBHOE ee coaepXKaHve 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 npenogasaTenb AOMMKEH WCMOMb30BATb aKTUBHbIE W MHTEPaKTUBHblE (HOPMbI
00By4yeHusl, KoTopble AOMKHbI ONUMPaTbCA Ha TBOpPYECKOEe MbllfeHne obyyaroLmxcs, B Hanbonbluen cTteneHu
aKTMBM3MpOBaTb MO3HaBAaTENbHYID OEeATEeNbHOCTb, AernaTtb WX COoaBTOpamy HOBbIX MAEeW, npuydaTb WX
CaMOCTOATENbHO NPUHMMAaTb ONTUMaribHble PeLIeHNs 1 cnocobCcTBOBaTL UX peanv3auunu.

3. OPTAHU3ALMA U NPOBEQEHUE MPAKTUYECKUX 3AHATUXA NO AUCLUNIIUHE

Mo ancuunnuHe paboyen NporpaMmon NPeayCMOTPEHbI NPAKTUYECKME 3aHATUS, KOTOPbIe NPOBOASTCS
B hopMe 00CY>KOEHUSA KOHKPETHBIX MPAKTUYECKNX CUTYaLMIA U BbINONTHEHUS 3a4aHWI NPaKTUKyMa.

lMpakTuyeckoe 3aHATUE - 3TO 3aHATUE, NPOBOAMMOE MO PYKOBOACTBOM Mpenogasartensi B y4eOHOM
ayauMTopuK, HanpaBfieHHOe Ha yrrybneHne Hay4yHoO- TEOPEeTUYECKUX 3HAHUA U OBNageHne onpeneneHHbIMm
MeTo4aMM CamMOCTOATENBHON 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 MpakTudeckux paboT. CogepkaHue npakTnydeckux paboT cocTaBnsloT: U3yvyeHue
HOPMAaTUBHbIX JOKYMEHTOB U CMpaBOYHbIX MaTepunanos, aHann3 JOKYMeHTauuK, BbINONHEHWEe 3a4aHuin ¢ 1UX
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UCMOMb30BaHNEM; aHanu3 Cry)keGHO-NPON3BOACTBEHHbIX CUTyaLWi, peLleHWe KOHKPETHbIX 3adaHui,
MPUHSATUE YrIPaBIIEHYECKUNX PELLEHWA.

4. OPFAHU3ALINA CAMOCTOATENIbHOM PABOTbI OBYYAIOLLIMXCA
4.1. CamocTosiTeNnibHOE U3y4YeHune Tem

Mo Temam (Bompocam) BbIHECEHHbIM Ha CaMOCTOATENbHOE W3y4eHue, NPOBOAUTCS TEeCTMpOBaHWe
obyyarlmxcss Ha npakTUyYecknx 3aHaTuax. [penogaBaTenb B Hayane M3ydyeHus AMCUMNMAWHBI BblaaeT
obyyarommcsa Bce TeMbl Ansi CaMOCTOATENBHOIrO udyveHus, onpegenset cpoku BAPC n npegoctaeneHus
OTYETHbLIX MaTepuranos npenogaBaTento.

MpenogaBatento HeobGX0AMMO MOSACHUTH ObGyyawwmMcs obLWwmi  anroputMm CamMOCTOATENBHOIO
N3y4YeHns Tem:

1) 03HaKOMMUTBCSI C PEKOMEHAOBAHHOW y4eOHOM NUTEepaTypon MU 3NEKTPOHHLIMU pecypcamMu no TeME,
C HOPMaTMBHO-MPaBOBbIMM aKTaMMn (OPUEHTUPYSACH HA BOMPOCHI AN CAMOKOHTPONS);

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

3) npopaboTtaTb MaTepuarn;

4) BbINOMHUTL PELLUEHNE TECTOBbIX 3a4aHWUN.

KpVITepMM OUEeHKM TéM, BbIHOCUMbIX Ha CaMOCTOATEeJNIbHOEe U3y4eHue:

- OUeHKa «OmJ/UYHO» BbICTaBRsieTcs obyvatowemycsi, ecnum nosydveHo Gonee 85% npaBUIbHbIX
OTBETOB.

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

- OUeHKa «ydoesiemeopumesibHo» - Nony4eHo ot 51 no 65% npaBunbHLIX 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, npasBui 0pOpMIIEHNs OOKYMEHTOB, a Takke BbIMNOMHEHUS
3agaHMiA MO anropuTMy, 3afaHHOMYy Ha MpaKkTU4YeCcKOM 3aHsTWM, MOAroTOBKM MO BOMpocam  Ans
camonpoBepku. epepn NpakTUYECKUM 3aHATMEM criefyeT U3Yy4uMTb KOHCMEKT FEeKUUN U pekoMeHAOoBaHHY
npenogaeartenemM nutepaTypy, obpalas BHUMaHMEe Ha MpakTU4eckoe NpPUMEHEHUE TeopUnM U Ha METOLMUKY
ohopMIeHUst LOKYMEHTOB. Ha npakTU4eckom 3aHSITUK FMaBHOE — YSICHUTb CBSI3b BbINOSHSAEMbIX 3afaHuiA C
TEOPETUYECKMMM NOSOKEHUAMMU.

5. KOHTPOJIbHbIE MEPOMNPUATUA MO PE3YNIbTATAM U3YYEHUA OUCLIUMNTINHDI

5.1 B TeyeHue cemecTpa Ha MPaKTUYECKUX 3aHATUAX OCYLLECTBISETCS TEKYLLUA KOHTPOSb B BUAE
TeCTMpOBaHWsi, NPOBOANTCSH MPOBEPKA NO NPakTUYECKUM 3a4aHUsIM.
KpuTepuu oueHKM TeKyLlero KOHTPons:
- OUEHKa «OomiluYyHO» BbICTaBNseTcA obydvatowemycs, ecnm nonydeHo 6onee 85% npaBuIbHbIX
OTBETOB.
- OUeHKa «Xopolwoy - nory4yeHo oT 66 Ao 85% npaBunbHbIX OTBETOB.
- oyeHKa «ydoeriemeopumeribHoO» - nony4veHo ot 51 0o 65% npaBunbHbIX OTBETOB.
- OUeHKa «HeydoeriemeopumesbHO» - Nony4eHo meHee 50% npaBuUIbHbIX OTBETOB
Kputepum oLeHKM caMonoAroToBKU K NPaKTUYECKUM 3aHATUAM:
- OLeHKa «3a4YmeHO» BbICTABNAETCHA, ecrnv obyyatoLmMincs 3aBepLunn 3agaHue, CMOr BCECTOPOHHE
packpblTb TeOpeTU4eckoe coaepkaHme TeMbl.
- OLEHKa «He 3a4YmeHO» BbICTaBMSIETCS, €Cnu O0y4yaloLMnCa He 3aBepLunn 3agaHue U He CMmor
BCECTOPOHHE PacCKpbITb TEOPETUHECKOE CoAep)KaHUe TEMbI.

5.2 dopma NpoMeXyTOYHOW aTTecTalmm oby4yarLmxcs — 3aver.

OcHo8Hble ycriogusi rnosyyYeHus 3a4ema:

- 100% noceLleHne NeKUnin n NpakTUYECKMX 3aHATUN

- MONOXUTENbHbIE pe3ynbTaThl MPU NPOXOXOEHNE TECTUPOBAHUSA

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

- MONOXUTENbHAA OLIEHKA NO pe3yrbTaTam UTOroBOro TECTUPOBAHNS
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 YCEBAEMOCTU CTYAEHTOB (BbICTABIIEHHbIE paHee CTYAEHTY OLEHKM MO UTOram TeKyLLero u
UTOrOBOIrO TECTUPOBAHMIA, NMPAKTUYECKUX 3aHATUIA.

3) I'Ipenop,aBaTenb BbICTaB1A€T OLUEHKY B 3K3aMEeHauWOHHYK BeOJOMOCTb U B 3a‘-IéTHyI'0 KHWXKKY
CTyaeHTa.

Pe3yanaTb| 3ayeTa onpenendroT oueHKaMn «3a4TeHO», «He 3a4TEeHO».
«3a4TeHo» - CTyAEeHT BbINONHUI BCE Tpe6OBaHVIF| M yCcnoesua nonyvyeHnda 3adveTta.

«He 3ayTteHO» - CTyAeHT He BbINOMHUM Bce, NMBO Kakoe-TO OAHO K3 TpeboBaHWW WNKU YCrOBUK
nony4yeHus 3adera.
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NMPUNOXEHUE 8
KAOPOBOE OBECNEYEHME Y4YEBHOI'O MPOLIECCA NO AUCUMUNNUHE
1. Tpe6oBaHue ®roC

[onsa Hay4yHo-neparornyeckux paboTHUKOB (B NPUBEAEHHBIX K LIENOYMCIEHHbIM 3HAYEHUSIM CTaBOK),
nmerowmnx obpasoBaHue, COOTBETCTBYIOLLEE Npodhunio npenogaBaemMon AucUMnnuHel (Mogyns), B obem
yucrne Hay4yHo-negarornyecknx paboTHUKOB, peanuaylowmx nporpammy 6akanaespuaTta, 4OMKHA COCTaBNATb
He meHee 70 NpoLEeHTOB.

[onsa Hay4yHo-neparornyeckux paboTHUKOB (B NPMBEAEHHBIX K LIENOYMCIEHHbIM 3HaYEHNSIM CTaBOK),
UMEILLNX YYEHYIO CTeMneHb (B TOM YUCIE YYEHYHO CTEMNeHb, NPUCBOEHHYIO 3a pybexxom u npusHaBaemylo B
Poccuickon ®egepauun) u (nu) yyeHoe 3BaHne (B TOM YMCIE YYEHOE 3BaHMeE, MOMyYeHHOoe 3a pybexom n

npu3HaBaemoe B Poccuiickon ®egepauun), B o6LWEM 4MCre Hay4YHO-MeAarormyeckmx paboTHMKOB,
peanuaylLmMx nporpammMy 6akanaespwmara, 4ormkHa ObiTb He MeHee 60 NPOLEHTOB.

Honsi paboTHWMKOB (B NPMBEAEHHBIX K LLEMOYNCIIEHHBIM 3HA4YEHNSIM CTaBOK) U3 Yncna pykoBoguTenen
N pabOTHUKOB OpraHm3auun, OeaTenbHOCTb KOTOpbIX CBf3aHa C HanpaBfeHHOCTbIo (npodurnem)
peanu3yemoi nporpamMbl 6akanaespuarta (MMerLLMX cTax paboTbl B AaHHOW nNpodeccuoHanbHon obnactu
He meHee 3 nert), B o6wwem vmcne paboTHMKOB, peanusyoLwmx nporpaMmmy Gakanaspuara, 4OMKHA ObITb He
MeHee 5 NpoLeHTOoB.

®yHkumonnposaHme 3IMOC yHuBepcuteta obecnedmBaeTcs kBanudukaumen paboTHMKOB, ee
NCNONb3YIOLLMX N MOAAEPKMBAIOLLNX.

2. KagpoBoe obecne4yeHue y4ebHOM ANCLUNIUHDI

CneumanbHOCTb U KBaJ'IVI(bVIKaLI,VIFI Y4yeHas cTeneHb, y4yeHoe

®UNO npenopgaeaTens
B COOTBETCTBMUM C AUMNITIOMOM (noyeTHOE) 3BaHUE
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NMPUNOXEHMUE 9

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

OKOHOMMYECKUN haKynbTeT

OnnoOIl no HanpaBneHuto
38.03.02 MeHeapKMeHT

®OHA OLEHO4YHbLIX CPEACTB

no auncuuniunHe

B1.B.12 [lokymeHTUpOBaHue ynpaBrieH4eCKON AeATEeNIbHOCTHU
MNpoduneb «Mpon3BoaCcTBEHHbIN MEHEOKMEHT»

ObGecneunBatowlasn npenogasaHve OUCLMUMIUHBI
Kacpegpa -

MeHemKkmeHTa 1 MapKeTuHra

PaspaboTtuuk, CT. npenogasaTtenb

Mpyubko B.B.

Omck 2021
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BBEAEHMUE

1. ®oHO OUEHOYHbIX CPEeACcTB MO AWUCLUUMNMHE siBRsieTcss obsizaTenbHbiM  060COGEHHBIM
npunoxeHvem k Pabouei nporpaMMe AUCUMMNIIVHBI.

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 komnetTeHuun, n3 yucrna npegycmotpeHHbix ®FOC BO B kavecTBe pes3ynbTaTOB OCBOEHMS
ONCUMNIWHBI.

5. ®oHO OLEHOYHbIX CPeAcTB MO AUCUMNIIMHE BKMoYaeT B cebsA: OLeHOYHble CcpeacTsa,
npuMeHsieMble Ons  BXOOHOTO  KOHTPOMNSA; OLEHOYHble CcpeacTsa, nMNpuUMeHseMble B paMkax
UHOVBMAOYanM3auMn BbINOMHEHUS, KOHTpOnsA UKCcMpoBaHHbIX BuaoB BAPC; oleHouHble cpencTsa,
npuMeHsieMble [ONS TeKYLLero KOHTPONs W OLEHOYHble CpeacTBa, NMpUMeEHsieMble MpU MPOMEXYTOYHOM
aTTecTauun Nno uToram UsydeHns AUCLMNIMHBLI.

6. Paspabotumkammn poHOa OLIEHOYHbIX CPeacTB MO AWCUUNMUHE SABMSIOTCS npenogasaTenu
Kadenpbl MeHeMKMEHTa M MapKeTuHra, obecrneumBalollen u3ydyeHne OoO0yyarWMMUCa OUCUUNIUHBI B
yHuBepcuteTe. CopepxaTenbHon ocHoBow pgns paspabotkm POC nocnyxmna Paboyaa nporpamma
OUCUMMMNUHBI.
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1. OXWOAEMbBIE PE3YJIbTATbl U3YYEHUA
y4eOGHOM ANCUUNIINHBI, NEePCOHaNbHbLIN YPOBEHb AOCTUXEHUA KOTOPbLIX NpoBepseTcs

C ncnonb3oBaHueM nNpeacTaBlieHHbIX B N. 3 OUEeHOYHbIX cpeacTse

KomneTeHuuu, Koa n KoMnoHeHTbI KOMNneTeHUUn,

B hOpMMpPOBaHMU KOTOPbIX HauMeHoBaHue dhopMupyemMble B pamkax JaHHOW ANCLMUMIUHBI

3agencTBOBaHa AMCLUNIUHA MHAuKaTopa (kak oXmaaeMblil pesynbTaT ee OCBOEHUS)

xon HAUMEHOBAHME AOCTUXKEHUN 3HaTb U ymeTb aenatb BMnageTb HaBblkaMu

KOMMNeTeHLUn NnoHMMaTb (oencTBoBaTb) (MMeTb HaBbIKM)
1 2 3 4
YHuBepcanbHble KOMNEeTEHLMN
NA-4yk.3 TeopeTuyeckme ymMeTb BnageTb HaBblkaMu
CnocobeH 3 PeKTNBHO OCHOBbI OCYyLLEeCTBNATb ochopmnenus "
oCyLLecTBNATb B3aMmogencTeyeT | Aenonpom3BoAcT | addpekTnBHOE COCTaBfeHns
coumanbHoe c ApyrMMun | -Ba,  NPVHUMMbI | B3anMOZencTBne C | JOKyMeHTauum
B3aMMOJeNcTBMe 1 | YneHamu opraHusaumm COTpyAHMKamu npeanpusaTUs c Lenbio
peanu3oBbiBaTb KOMaHabl, B T.4. | JOKyMeHToob6opo | mpeanpusaTus N | ocyliecTBneHns

VK-3 CBOIO ponb B | yyacTeyeT B | -Ta, npasuna | napTHepamu apdheKTUBHOTO
KoMaHge obmeHe odopMneHus nocpeacTtsomM B3aMMOOencTBuUst c

nHopmauwmen, AOKyMeHTauun Aenoson COTPYAHUKaMun

3HaHWAMU n | npu AOKYMeHTaumn

OnbITOM, 1 | B3auMoAewcTBun

npeseHTauum C COTPyAHUKaMM

pe3ynbTaToB npeanpuaTus

paboTbl KOMaHAbl

NA-3yk-a HOpMaTMBHbIE ymeTb rPaMOTHO | UMETb  MpaKTU4Yeckue
CnocobeH Bepetr pgenosyto | akThl, coCTaBNATb 1 | HaBbIKK BeaeHus
OCyLLEeCTBNATb nepenucky, pernameHTupyto- | odopMnaTb 0enoBon  Mepenucku,
AernoByto yyuTbIBas e npasuna | ynpasrieH4yeckvne ochopmnenns ]
KOMMYHUKaLMIO B | ocobeHHOoCTH ochopmnenus AOKYMEHTBI, COCTaBMneHns
yCTHON N | CTUNNCTUKN AOKYMEHTOB, Jernosble  NUCbMa | YNpaBreH4YeCcKnX
MMCbMEHHON ouumaneHbliX ¥ | BUAbI U (POPMbI, | OpraHu3aumu, [OKYMEHTOB,

VK-4 dopmax Ha | HeodUUManbHbIX | MeToAuKY NPUMeEHATL Ha | oduumanbHbIX "
rocyaapCTBEHHOM nvcem, odopMneHna U | npakTuke HeodULManbHbIX
Aa3blke  PoccuicKkon | COLMOKYNbTYPHBLI | COCTaBreHus TeopeTuyeckme nucem Ha
Pepnepaumn M| e pasnmiua B | yNpaBneH4YecKMX | OCHOBbI rocyaapCTBEHHOM
MNHOCTPaHHOM(bIX) dopmaTte AOKYMEHTOB, AenonpousBoacTBa | fA3blke
A3blke(ax) KOppecnoHAeHUM | oduumanbHeIX U

n Ha | HeodULManbHbIX

rocyAapCcTBEHHOM | mucem

A3bIKe

MpoceccrmoHanbHbIe KOMMNETeHLUN

WO-2nk-3 0COOEHHOCTU yMeTb B | UMETb HaBbIKK
CnocobeH obnapaet ochopmnenus COOTBETCTBUU C | B3aumopewncTeusi c
paspabaTbiBaTb U | 3HAHWAMW OCHOB | BHYTPEHHEN W | yCTaHOBIEHHbIMY BHYTPEHHEN 1 BHELUHEN
COBEpLLEHCTBOBATb onepaLmnoHHOro BHeLUHeW npasunamm cpedo  npeanpuaTus
pernameHT MeHeKMeHTa, AOKYMeHTaumn ochopmnAT nocpeacTBoM  obMeHa
npouecca 9KOHOMMKM, y4eTa | CTPYKTYPHbIX BHYTPEHHIOIO W | AOKYMeHTauunew,
noppasaenexHus 3aTpar, ymeeT | nogpasgeneHun BHELLIHIOK pa3paboTku
opraHusauum unn | paspabartbiBaTtb npeanpuaTms OOKYMEHTauuIo pernameHTUpYLLIMX
aAMWHVCTPATUBHBIA | pernamMeHT (nonoxenuns 0 | npeanpmaTys, [OOKYMEHTOB,

MK-3 pernameHT npotiecca nopgpasgenexunn, | paspabaTtbiBatb paunoHansHoN
nogpasaeneHns nogpasgenexns AOIMKHOCTHblE MONOXeHNs 0 | opraHusaumu
opraHusaumm opraHu3aumMm unu | MHCTPYKLMM 1 | nogpasgeneHuu, AoKyMmeHTooGopoTa

agMUHUCTPaTMBH | Ap.), npasuna | AOMKHOCTHbIE

Oro pernameHTa | opraHusauum WHCTPYKUMM W Ap.,

nogpasaenexHus AOKYyMEHTOO00pO | OpraHn3oBbIBaTb

opraHmsaumm  ” | -Ta U BHECEHUs | JOKYMEHTOO6opoT

pernaMmeHTupyoL | N3MeHeHUN B

UX  [OOKYMEHTOB | JOKYMEHTbI

(MHCTPYKUMRA,

NOMOXeHUN)

MO-3rk-4 nopsaok yMeTb UMEeTb HaBbIKK
CnocobeH 3HaeT  MOpPSAOK | pa3paboTku paspabaTbiBaTh pa3paboTku

MK.4 | ocywectenats pa3paboTkm NONOXEHWUN 0 | AOKyMeHTaumio NepCcneKTUBHbIX n
PYyKOBOACTBO OpraHu3aumoHHbl | MogpasgeneHnsx | NpeanpuaTvs Ans | roaoBbiX nrnaHoBs
BbIMOSTHEHNEM X CTPYKTYP, | , OOMKHOCTHbIX | (POPMMPOBaHMSA NPOV3BOACTBEHHOMN,
TUMOBbIX 3agay | MoroXeHui O | WMHCTPYKUMA, NPOWN3BOACTBEHHbIX, | XO35IMCTBEHHOW n
TaKTU4ECKOro nogpasgeneHnsx, | npoymx XO3SINCTBEHHbIX W | couuanbHon
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NNaHMpoBaHWs OOMKHOCTHBIX pernameHTupyo- | coumarnbHbIX OesTenbHOCTH

npousBoacTBa WHCTPYKLNI; LUKX, nnaHoB opraHusaumm Ha

nopsaokK OpraHn3aunoHHO- | OeATENbHOCTU OCHOBE MCMONb30BaHNs

pa3paboTku pacrnopsiguTernb- OOKyMeHTauum

NEepCrneKkTUBHbIX U | HbIX, npeanpusTus

rogoBbIX MMaHoB | MHpOpPMAaLMOHHO

NPOV3BOACTBEHHO | -CNPaBOYHbIX

N, XO35INCTBEHHOWN | AOKYMEHTOB

7] counanbHomn

nesaTenbHOCTH

opraHusauum

WA-2nk-s nopsiAoK ymeTb odopMnaTb | MMETb HaBbIKK
CnocobeH 3HaeT  NopsgoK | paspaboTku niu cocTaBnATb | paspaboTku "
OCYLLEeCTBIIATb pa3paboTku n | odopmneHus NOCTaHOBNEHNS, odopmMneHus
TakTnyeckoe odopmMmneHns OOKyMeHTauun pacnopsikeHus, OOKyMeHTauuu
yrnpaeneHue TeXHU4eCKon npeanpuaTMa 1 | nNpukassbl, npeanpuaTus, BeaeHusi
npoueccamm OOKyMEeHTaumm u | BegeHus OpraHun3oBbIBaTb [enonpou3sBoacTBa,
opraHusauum BefeHus 4enonpousBoOACT | npolecc pa3paboTkn MpOEKTOB
npou3BoAcTBa JenonpousBoAcTt | -Ba, METOAVKY | Aenonpou3BOACTBa | OpraHU3auuoHHO -

MK-5 Ba, ohOpMNEHNA U | HA NpeanpUATAM pacnopsiauTenbHbIX

NoCTaHOBMNEHMS, COCTaBneHus [OKYMEHTOB

pacnopsiKeHus, NoCTaHOBMNEHMS,

npvkassl, pacnopsikeHus,

mMeToanyeckne wu | npukasa

HOpMaTMBHbIE

matepuanbl Mo

opraHusaumu,

HOPMUPOBaHMUIO U
onnarte Tpyga
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YACTb 2. OBLLIAA1 CXEMA OLIEHMBAHUA XOOA U PE3YNIbTATOB 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 B3aMMOOLEHKa npeacrasutensi
KOHTPOINSA 1 OLLEHKM npenogasaTens
npousBoacTBa
1 2 3 4
Wuansuayanmsaums
BbINONHEHNSA™,
KOHTpOInb 2
cpukcMpoBaHHbIX BUOOB
BAPC:
MpoBepka
— 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
ycrneBaemocTun
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 3HaKOM MOMEYEHbI MHAVBUAYanm3npyemble Buabl y4e6Hon paboThbl

2.2 ObLwwue KpUTEPMU OLIEHKU XOAa U pe3ynbTaToB
M3y4YeHUA Y4eOHON ANCLUNITUHBI

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

1.1 lNpegycmoTpeHHasa nporpamma
N3y4eHns QUCUUNIMHBLI 00yYatoLwmMmes
BbIMOSTHEHA NOJIHOCTLIO 10 Havana

npouecca npomemyTquon arTectauumn

3N1IEMEHTOB KOMNETEHL MM

1.2 Mo Kaxxgon n3 NpeaycMOTPEHHbIX NPOrpaMMon BUAOB paboT
no gucumnnunHe oby4valomincst yecnewHo otymMTancsa nepeg
npenogaeaTteneM, 4EMOHCTPUPYS MPU 3TOM OOMMKHbIN (He Huke
MUWHMMarnbHO NPUEMIIEMOrO) YPOBEHb CDOPMUPOBAHHOCTH

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 Kputepuu 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
OLIEHO4YHbIX CpeacTB HanmeHoBaHue
1. CpencTBa [MepeyeHb 3agaHni ans MHOMBMAYaNbHOIO BbINOSIHEHNSA

ANA UHAUBMAyanusauum
BbIMNOJTHEHNS,
KOHTpONA (hMKCUPOBaHHbIX
Bupos BAPC

OpFaHVI3aLI,VI$I BbIMOJIHEHNA U NPOBEPKU MHONBKAOYa1IbHOIo 3agaHunda

BOI'IpOCbI Ana caMOCTOATENbHOIO N3y4eHnda TemMbl

OBLWmMn anropMTM CaMOCTOATENBHOIO N3YYeHUs TEMb

KpVITepVIVI OLEHKN CaMOCTOATESIbHOIo N3y4eHna TeMbl

2. CpepctBa
ONSA TEeKyLlero KOHTpons

Bonpockl 4ns camonogroToBkn N0 TeMam NPakTUY4eCKUX 3aHATUN

KpuTepumn oueHKn caMmonogroToBKM No TeMaM 3aHATUN

3. CpeactBa
Ans py6exHoro KOHTpons

TecToBblE BOMpPOCHI And nposegeHna UToroBoro TectmpoBsaHms

Mpumep TecToBOro 3agaHus

KpuTepuu oueHkn 0TBETOB Ha TECTOBbLIE BONPOCHI

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 nokasartesnien, KpUTepueB U LWIKan oueHUBaHUs U 3TanoB (hopMUPOBaHUS KOMNETEHLUNA B paMKax AUCLUNIIUHBI

YpOoBHU CHOPMUPOBAHHOCTN KOMMNETEHLIMI

KOMNEeTeHUnA He

MWUHUManbHbIN cpeaHun BbICOKNM
cchopmmpoBaHa
OueHKM chOPMMPOBAHHOCTM KOMMNETEHLNIA
He 3auTeHo | 3auTeHo

Xapaktep1cTuka cpopMUpOBaHHOCTM KOMNETEHLN

KomneTeHuus B
NosfiHOM Mepe He

1. ChopMMpOBaHHOCTb KOMMETEHLMNMN COOTBETCTBYET
MUHMMasbHBIM TPeboBaHMAM. VIMEIOLNXCA 3HAHUIA, YMEHWN,

Kon [MokasaTenb dopmbl M cpeacTea
WKpekc 1 HasBaHMe UHAMKaTopa WHamMkaTops OLIEHMBAHMS — copmMmmpoBaHa. 5 HaBbIKOB B LIeNIOM AOCTATOYHO ANS peLleHNst NpakTUYeCcKnX KOHTpons
KOMMeTEHLMM JOCTWKEHWIA | KOMMETEHLMU 3HaHWSI, yMEeHNS, Wwvetowmxcs 3HaHmid, | (MPOeccuoHanbHbIX) 3anad. chopM1poBaHUs
KOMMETEHLIM HaBbIKM (BnageHus) | YMEHMIA 1 HaBbIKOB 2. CchopMMpOBaHHOCTb KOMMNETEHLNM B LIENTOM 5 § KOMMETeHLMI
HegocTaToYHO Ans COOTBETCTBYET TpeboBaHNSIM. IMeoLnXCca 3HaHWUIN, yMEHWIA,
pelueHns HaBbIKOB M MOTMBALMM B LIESTOM JOCTaTOYHO Afsi peLleHus
npaKkTUYecKnx CTaHAapTHbIX MPaKTUYeCKMX (NpodeccrmoHarnbHbIX) 3aaad.
(npocheccmoHanbHbix) | 3. ChopMUPOBAHHOCTb KOMMETEHLIMN MOSTHOCTbLIO
3agad COOTBETCTBYET TpeboBaHUsIM. MIMetoLnxcsa 3HaHWUN, YMEHWUIA,
HaBbIKOB M MOTMBALMMW B MOSIHON Mepe JOCTaTOYHO ANd
peLLEeHNs CNOXHBIX MPAKTUYECKNX (NPOoghecCMoHarnbHbIX)
3agav.
Kputepun oueHvBaHus
3HaeT He 3HaeT | 1. 3HaeT OCHOBbI OEnonpon3BOACTBA, [MaBHble MPUHUUMbI
TeopeTnyeckune TeopeTuyeckune opraHu3auum [oKymeHToobopoTa, nyTaeTca B npaBunax
OCHOBbI OCHOBbI 0hOpMMEeHNa BHYTPEHHEN AOKYMEHTaLum
[enonpon3BoACTBa, | Aenonpou3BOACTBA, 2. 3HaeT TeopeTMyeckMe OCHOBbl [eNnonpou3BOACTBa,
NPUHUMMbI NPUHUMMbI OCHOBHble  MPUHUUMNBI  JOKYMEHTOO6opoTa, npasuna
MonHoTa opraHusaumm opraHusaumm ohopMneHus BnypeHHeﬁ OOKyMeHTauum
SHAHWI [OKyMeHToobopoTa, | AoKymeHToobopoTa, 3. B nonHom Mepe 3HaeT TeopeTU4eckne OCHOBbI
npasuna npasuna 0enonpov3BoOACTBa, NPUHUMNbI opraHusaumm
odopmneHus odopmneHus [OKyMeHTOObopoTa, npasuna odopMIeHNs OOKYMeHTauum
VK OOKyMeHTauuM npu | JOKyMeHTauum npu | Npyv B3auMOAEWCTBUN C COTPYAHUKAMMU NPeanpUATUS
-3 B3aMMOOENCTBUM C | B3aUMOLENCTBUM (]
COTpyAHMKaMu COTpyAHMKaMu
CnocobeH I'Ipep,DX'lpl/l aTus I'Ipep,DX'lpl/l aTus TecTupoBaHue,
oCyLecTBNATb NO-4yks MHaMBUAYyansHoe
COLMAnbHOS Ymeet He ymeert | 1. |/|CI'I9]'Ib3y€T Oenosyo OOKYMeHTaumIo npwm 3anake, BOMpoCh!
BIaMMOOHCTENS W OoCyLLEecTBNATb OoCyLLEecTBNATb B3aNMOLEACTBIM C COTPYAHMKAMI NPEANPUATAM K 3aueTy
DEANM30BLIBATL CBOK StbcbeKTl/leHoe StbcbeKTl/leHoe 2. YMeeT OCyLLeCTBNATb B3aMMOLENCTBME C COTPYAHUKAMM U
PONb B KoMaHAe B3aMMoAencTBne C | B3auMoaencTeme C | napTHepamu npeanpuaTus, ncnonb3ysi 0enoByto
Hanuuve COTpYyAHVKaMM1 COTpYyAHVUKaMM1 OOKYMEHTauuio.
YMEHUIn npeanpuaTus 1 | npeanpusTua n | 3. B nonHo mMepe ymeeT ocCyLlecTBsATb 3hdEKTUBHOE
napTHepamu napTHepamu B3aMMOOEWCTBME C  COTPYOHWKAMW  Npeanpusatus  wn
nocpeacTBOM nocpeacTBOM napTHepamu NOCPeACTBOM AEMNOBON AOKYMEHTaLUN
nenosou nenosou
[OKYMeHTaumm [OKYMeHTaumm
Hanunuue Bnapeet HaBblikamu | He Bnageet | 1. TloBepxHOCTHO BMajeeT HaBblkaMu OMOPMIEHNs U
HaBbIKOB odhopMIieHus M | HaBblkaMu COCTaBMEHUsI  JOKYMEHTaUMW NpeanpuaTns  C  Lenbto
(BnapeHve COCTaBeHus odopMieHus 1 | B3aMMOAENCTBMSA C COTPYAHUKAMMU
OMbITOM) [OKYMeHTaumm COCTaBIEeHUSs 2. Xopoulo BnageeT HaBblkamn 0OpPMIIEHMS N COCTABMNEHMUS
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npeanpuaTus C | AOKyMeHTauum OOKyMeHTauuM npeanpuaTtvs € LUenblo  OCYLUEeCTBIEHUS
Lenbto NpeanpuaTUA C Lenbio | B3aMMOAENCTBUS C COTPYAHUKaAMU
OCYLLECTBMEHNS OCYLLECTBMEHNS 3. CsobogHO BrageeT HasblkaMu  OOPMIEHUS U
adpekTuBHOrO adhekTuBHOrO COCTaBMeHUs  OOKyMeHTauuu npeanpusatus  C  Lernblo
B3aMMOOENCTBUSA C | B3aMOOENCTBUSA C | ocywecTtBrneHns  addeKTMBHOrO  B3aMMOZENCTBUS  C
COTPYAHWKaMKU COTPYAHWKaMKU COTPYAHWKaMKU
3HaeT HopmaTtuBHble | He 3HaeT | 1. 3HaeT OCHOBHble npaBwuna OdOPMIIEHMS [OKYMEHTOB,
aKThbl, HOpPMaTUBHblE  aKTbl, | METOAMKY OMOPMIIEHUS W COCTaBMEHUS YNpaBRneHYECKNx
pernameHTupyto- pernameHTupyoLme OOKYMEHTOB, UMeeT npeacTaeneHne o6 oduumanbHbIX U
e npasuna | npasuna HeouumansHbIX MMCbMax
odopmneHus odopmneHus 2. OpwueHTupyeTca B HOPMaTUBHbIX aKkTax,
OOKYMEHTOB, BUAbI U | OOKYMEHTOB, BUAbl W | pernameHTUpyrowmux npasuna ogOPMIEHUS OOKYMEHTOB,
MonHoTta dopMbl,  MeToAMKY | dhopMbl, MeToaMKYy | 3HaeT  MeTOAUKY  OdopMieHus ynpaBneH4Yyecknx
3HaHWUN odpopmMreHus n | odopmneHuns N | BOKYMEHTOB, opuumanbHbIX U HeoduuManbHbIX NMCeM
cocTaBrneHus cocTaBrneHus 3. B nomHoM mepe 3HaeT HOpMaTtuBHblE  aKThl,
ynpaBrneHYecknx ynpaBrneH4Yecknx pernameHTupylolwme npasuna odOopMIEHUss [OKYMEHTOB,
OOKYMEHTOB, OOKYMEHTOB, BUAbl U POpMbI, MeToaMKy OopMMeHUss U cocTaBreHus
omumanbHbIX n | oduumanbHbIX N | ynpaBreH4ecKmx OOKYMEHTOB, ochuumansHbIX "
HeomumanbHbIX HeomumanbHbIX HeomumanbHbIX NNCemM
yK-4 nmcem nmcem
] YmeeT rpamoTHO He ymeeT rpamoTHO 1. YMeeT odopmnsaTb [enoBble NUCbMa W HeKoTopble
CriocoBen COCTaBnNsATb U COCTaBNsATb U ynpaeneH4Yeckue JOKYMEHTbI NpeanpuaTms
OCYWECTBNATH oopMnATb oopMnATb 2. YmeeT cocTaBnsaTb M 0OQOPMIATb ynpaBneH4Yeckue
neroBylo ynpaeneHyeckue ynpaeneH4yeckune OOKYMEHTbI 1 AenoBble NUCbMa NpeanpusaTus, 3atpyaHaeTcs TecTupoBakie,
OOKYMEHTbI, OOKYMEHTbI, AenoBble | B MPYMEHEeHWM Ha MpaKkTUKe TeopeTM4eckMX OCHOB
KOMMYHUKaLWIO B NO-3yk-a H MHAMBKUAyarnbHoe
YCTHOM M annuve [JenoBble nucbMa MnCbMa OpraHMsaumy, | [enonponssoAcTea 3a71aHMe, BONPOCH
NMCHMEHHOM (hopMax YMEHUIN opraHu3auuu, NPUMEHSITb Ha 3. B nonHo# Mmepe ymeeT rpaMOTHO  COCTaBMnsATb U K 3aueTy
Ha rOCY1aPCTBEHHOM NPUMEHSTb Ha npakTuke ohopMnATb ynpaBneH4yeckMe AOKYMEHTbI, AernoBble nMcbMa
Q3b1KE POCCUMCKON npakTuke TeopeTunyeckme opraHu3auun, MPUMEHATb Ha npakTuke TeopeTudeckune
denepaLun TeopeTuyeckme OCHOBbI OCHOBbI 4€MONpoM3BOACTBa
MHOCTPaHHOM(bIX) ggz(c))?:;omsso,ucma AenonponssoacTsa
A3bike(ax) Mwveet He umeeT HaBblkn 1. MNoBepxHOCTHO BnageeT HaBblkamMy BeLEHWUs [eroBOn
npakTuyeckune BEeOEHUsI OenoBoW nepenunckn, oPopMIIEHNS U COCTaBMEHWUSI YNPaBNEHYECKNX
HaBbIKM BeOEeHUst nepenucku, OOKYMEHTOB, oduuManbHbIX U HeodUuuManbHbIX NUCEM Ha
[enoBov nepenuckn, | odopMneHus n rocyaapCTBEHHOM fA3blke
Hanuume ohopMneHns n cocTaBreHus 2. Xopowo BnageeT HaBblkaMy BeOeHUs  [OenoBoW
HABLIKOB cocTaBneHusi ynpaBrneH4Yecknx nepenunckn, oopMIEHNsS U COCTaBMEHWUST yNpaBEHYECKMX
(BnaneHue ynpaBneH4Yecknx OOKYMEHTOB, AOKYMEHTOB, oduumanbHbIiX U HeodUuuManbHbIX NUCeM Ha
OnbITOM) OOKYMEHTOB, omumanbHbIX 1 rocyaapCTBEHHOM SA3blke 5
odhmumanbHbIX 1 HeodULManbHbIX 3. CobogHO BrageeTr HaBblkaMW BeLEHUs [enoBou
HeodULManbHbIX nMcem Ha nepennckn, oopMIEHNS U COCTaBMEHWUSI YNPaBNEHYECKNX
nucem Ha rocyaapCTBEHHOM OOKYMEHTOB, oduumanbHbIiX U HeodUuManbHbIX NUCeM Ha
rocyaapCTBEHHOM A3blke rocyaapCTBEHHOM SA3blke
A3blke
W02 Monvora 3HaeT ocobeHHOCTH He 3HaeT 1. 3HaeT OCHOBHble OpraHM3auMOHHO-PacnopsiAnTErNbHbIe TecTnpoBaHwe,
MK-3 SHAHWI odpopmMreHns ocobeHHoCTU OOKYMEHThI npeanpusaTus, npasuna opraHusaumm MHAMBMAYanbHOe
BHYTPEHHEN U odopmMieHus AoKyMmeHToo6opoTa 3aaHue, BOMpocChl
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CnocobeH BHeLLHewn BHYTPEHHEN U 2. 3HaeT o0cobeHHOCTM OMOpMIEeHMs  JOKyMeHTauuu K 3a4eTy
COCTaBNATb NfaHbl U AOKyMeHTauum BHeLUHeW cnyxebHbIX nogpasaeneHuii, Npasuna BHECEHNS N3MEHEHUI
obocHoBbIBaTL CTPYKTYPHbIX AOKyMeHTauum B JOKYMEHTbI, OCHOBbI JOKYMeHTooBopoTa
3aKynku, NpoBoAnNTb noapasgeneHui CTPYKTYPHbIX 3. B nonHon Mepe 3HaeT 0COBEHHOCTN OOpPMIIEHNS
MOHUTOPWHI PbIHKa npeanpuaTus nogpasaeneHuin BHYTPEHHEW U BHEWHEN [OKYMEHTauMn CTPYKTYPHbIX
npegmeTa 3aKyrok, (nonoxeHus o npeanpuaTns noapasgeneHvn npeanpuaTms (nonoxeHns o
OCYLLEeCTBMATb nogpasgenexHuu, (nonoxeHus o noapasgeneHnmn, JOMKHOCTHbIE UHCTPYKLUUK 1 Ap.), Npasuna
npoweaypbl 3aKynok OOIMKHOCTHbIE nogpasgenexHuu, opraHu3auum OoKymeHToobopoTa U BHECEHWUS U3MEHEHUI B
ans MHCTPYKLUUA 1 Ap.), OOIMKHOCTHbIE OOKYMEHTbI
rocyaapCTBEHHbIX, npasuna WMHCTPYKLUUW 1 Ap.),
MYHULMNAnNbHbIX 1 opraHu3saumm npaBuna opraHusauunm
KOPMOpaTUBHBIX HYX4, AokymeHToobopoTa AokymeHToobopoTa 1
N BHECEHUA BHECEHWNS U3MEHEHUN
N3MEeHeHU B B JOKYMEHTbI
OOKYMEHThI
YmeeT B He ymeet B 1. YmeeT o0OpMNsaTb  BHYTPEHHIOID U BHELLHIO
COOTBETCTBUU C COOTBETCTBUU C OOKYMeHTaumio npeanpuatus, [onyckaeT Oowubkn  npwu
yCTaHOBMEHHbIMU yCTaHOBMEHHbIMU paspaboTke OopraHM3aLMOHHO-PacnopPAANTENbHbIX
npasunamu npasunamu [OKYMEHTOB
odopMnATb odopMnATb 2. YmeeT 0dopMnaTb  BHYTPEHHKIO U BHELLHIOW
BHYTPEHHIO U BHYTPEHHIO U OOKyMeHTauuio npeanpuatus, paspabaTsiBaTb NONOXKEHUS O
BHELLHIO0 BHELLHIO0 nogpasgeneHvun,  OOIKHOCTHbIE  MHCTPYKUMM 1 ap.,
Hannune [OKyMeHTauuo [OKyMeHTauuo OpraH13oBbIBaTb OKYMEHTOO60POT
yMeHun npeanpuaTus, npeanpuaTus, 3. B nomHom Mepe ymMeeT B COOTBETCTBUM C
paspabaTtbiBaTb paspabaTtbiBaTb YCTaHOBMEHHbIMW NpaBunamMmv OOPMNSATb BHYTPEHHIOW U
NOJOXEHUS O MOSOXEHUS O BHELLUHIOI [OKYMEHTaUMI0 npeanpusitus, paspabaTtbiBaTb
nogpasgenexHuu, nogpasgenexHuu, NOoXeHns 0 noapasfeneHnm, AOMKHOCTHbIE UHCTPYKLUK U
OOIMKHOCTHbIE OOIMKHOCTHbIE Ap., OpraHn3oBbIBaTb AOKYMEHTOOGOPOT
MHCTPYKUMN 1 Op., MHCTPYKUMN 1 Op.,
OpraH13oBbIBaTb OpraHv3oBbIBaTb
AokymeHToobopoT AokymeHToobopoT
Nmeet HaBblkn | He nmeeT HaBbIkOB 1. NmeeT HaBblky B3anMMOAENCTBMA NOCPeACcTBOM obMeHa
B3aMMOENCTBUSE C | B3aUMOLENCTBUSA C OOKYMEHTauMen C BHEWHeNn W BHYTPEHHeENn cpeaon
BHYTPEHHEN N | BHYTPEHHEN 1 npeanpusaTua
BHeLUHewn cpenow | BHeLLHew cpenow 2. imeeT HaBblkM B3aVMOLENCTBMSA C BHELUHEW cpenow
npeanpuaTns npeanpuaTns npeanpuaTMa  nocpeactsom  obmeHa  AOKymMeHTaumen,
Hannune nocpeacTBOM nocpeacTBOM pa3paboTky pernameHTUpYLLMX JOKYMEHTOB.
HaBbIKOB obmeHa OOKyMeHTauuu, 3. CBobogHO BnageeT HaBblkaMu B3aMMOAEWNCTBUS C
(BnapeHve [OKYMeHTaumen, pa3paboTku BHYTPEHHEN 1 BHELLUHEeWN cpeaon NpeanpusTust nocpeacTsoM
OMbITOM) paspaboTku pernameHTUpyLLnX obmeHa JOKyMeHTauuen, pa3paboTku pernaMmeHTUpYoLmMX
pernameHTUpyoLWnX | LOKYMEHTOB, OOKYMEHTOB, pauuoHarnbHon opraHu3auum
[OKYMEHTOB, paLmoHansHom [OoKyMeHTOooBopoTa
paumoHansHon opraHusaumm
opraHu3aumm nokymeHToobopoTa
OOKyMeHToobopoTa
3HaeTt nopsgok | He 3HaeT nopsigok 1. 3HaeT nopsgok pa3paboTkM  pernameHTUPYoLLMX, TecTnpoBaHwe,
MK-4 NA-3rk-4 MonHoTa pa3paboTku pa3paboTku MHPOPMALIMOHHO-CNPABOYHbIX " HEKOTOpPbIX | MHAMBMAYaNbHOE
3HaHWN MOSOXEHWI O | MOMoXeHui o pernameHTUpYyLLMX JOKYMEHTOB 3aaHue, BONpocChl
CnocobeH nogpasgeneHusx, nogpasgeneHusx, 2. 3HaeT  nopsigok  pa3paboTkM  MOMOXEHUA O K 3a4eTy
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OCYLLeCTBMATb OOIMKHOCTHBIX OOIMKHOCTHBIX nogpasgenexHusx, npo4nx pernameHTUpyoLLmX,
PYKOBOACTBO WHCTPYKLUWA, MPOYUX | MHCTPYKLIMIA, NPOYNX OpraHv3aLMoHHO-  pacnopsauTenbHbIX, MH(OPMaLMOHHO-
BbINOSIHEHWEM pernameHTUpyoLWmX, | pernameHTUpyoLLmX, CMpaBOYHbIX JOKYMEHTOB
TMMNOBBIX 3a4a4 opraHn3auMoHHO- opraHn3auMoHHO- 3. B nonHonm wmepe BnageeT 3HaHWAMW O Mopsiake
TaKTN4eCcKoro pacnopsguTenbHbIX, | pacnopsaauTernbHbIX, pa3paboTkn MOMOXEHUW O NOAPa3feneHUsX, AOMMKHOCTHBLIX
nnaHMpoBaHus MHdOPMaLIMOHHO- MHOPMaLIMOHHO- WHCTPYKLUIA, NPOYNX pernameHTUpYoLWmnX, opraHn3aumMoHHO-
npounsBoacTBa CNpaBOYHbIX CNpaBOYHbIX pacnopsauTenbHbIX, MHGOPMaLIMOHHO-CNPaBOYHbIX
OOKYMEHTOB OOKYMEHTOB OOKYMEHTOB
Ymeet He ymeet 1. 3aTpyaHsieTcs npu pa3paboTke AOKyMeHTaLum
paspabaTtbiBaTb paspabaTtbiBaTb npeanpuaTa aAns dopMUpoBaHnUS NPOU3BOACTBEHHbIX,
OOKyMeHTauuo OOKyMeHTauuo XO3ANCTBEHHbIX U COLManbHbIX N1aHOB AeATENbHOCTH
Hannave npeanpuatTus  ana | npeanpuatusa ans 2. YMmeeT paspabartbiBaTb OCHOBHYHO npeanpuATAS  Ans
yMEHMiA dopmMupoBaHus dopmMupoBaHus dopMUpoBaHMSA  MPOU3BOACTBEHHbIX, XO3ANCTBEHHbIX U
NPOM3BOACTBEHHbIX, | MPOU3BOLCTBEHHbIX, coumanbHbIX NNaHoB AeATeNbHOCTH
XO3ANCTBEHHbIX N | XO3AWCTBEHHbIX U 3. B nonHon mepe ymeeT paspabaTbiBaTb AOKYMEHTaLUMIO
coumarnbHbIX MMaHOB | coumarnbHbIX NIaHoB npeanpuatia  ons  opMMpoBaHUs  MPOM3BOACTBEHHbIX,
AeaTensHoCcTn AeaTensHoCcTn XO3AUCTBEHHbIX U coLManbHbIX NaHOB AeATeNbHOCTH
Nmeet HaBblkn | He nmeet HaBbIkOB 1. 3atpygHsetca npu paspaboTke NepcnekTUBHbLIX U
pa3paboTku pa3paboTku rodoBblX MNMaHOB MNPOU3BOACTBEHHOW, XO3ANCTBEHHON W
NepCrnekTVBHbIX U | NEePCNeKTUBHBIX U coumanbHoOM  OEeATEenNbHOCTM  OpraHM3auMm  Ha  OCHOBE
roAoBbIX NNaHoB | roAoBbIX NaHOB MCMONb30BaHUS JOKyMeHTauun npeanpuaTms
Hanuume I'IpOVIiBBO,D,CTBe|“-|HOI7I, I'IpOVIiBBO,D,CTBeleOVI, 2. A\meeT OCHOBHble HaBbIKM paapa60uﬂ<m MepCreKTUBHbIX 1
HABLIKOB X03ACTBEHHON M | X03ACTBEHHON U rOAOBLIX MNAaHOB MPOM3BOACTBEHHON, XO3ANCTBEHHOW 1
(BraneHue counansHomn counansHomn coumanbHOM  OeATEenbHOCTM  OpraHM3auuMm  Ha  OCHOBE
OnbITOM) [eaTensHoCTn [eaTensHoCTn MCMONb30BaHUS JOKyMeHTauun npeanpuaTms
opraHusauun Ha | opraHusauun Ha 3. CeobogHo Bnageet HaBbIKaMu pa3paboTku
OCHOBe OCHOBe NEepCneKTUBHbIX W TOAOBbIX MNMaHOB MPOW3BOACTBEHHOMN,
MCMOonb30BaHUs MCMOonb30BaHUs XO3ANCTBEHHOW W coumanbHON AeATernbHOCTN OpraHusaumu
OOKyMeHTauum OOKyMeHTauum Ha OCHOBE MCMOSb30BaHNA AOKYMEHTauuy npeanpusatms
npeanpuaTus npeanpuaTus
3HaeT nopsgok He 3HaeT nopsgok 1. 3HaeT nopsgok pas3paboTkm 1 0DOPMIEHMS HEKOTOPbIX
paspaboTku n paspaboTku n OOKYMEHTOB MPEeAnpUATUS, OCHOBHbIE MNPUHUMMBLI BeAeHUS
odpopmMieHus odpopmMieHus Aernonpon3soacTea
OOKyMeHTauum OOKyMeHTauum 2. 3HaeT B UenoM nopsiaok paspaboTkn M odopmieHust
npeanpuaTus u npeanpuaTus u OOKYMeHTauunv NpeanpusiTus n BeAeHWs 4enonpov3BoacTBa,
MK-5 MonHoTa BegeHus BegeHus MeToaMKy OdOPMIIEHNS MOCTaHOBMEHWS, PaCMopsXKeHus,
SHEHWI [enonpov3BoacTBa, | Oenonpov3BOACTBa, npukasa 5
CnocobeH MeToaUKY MeToaNKY 3. B nonHon wMmepe 3HaeT nopsgok pas3paboTkM 1 TecTupoBaHue,
OCYLLEeCTBMSATb WO-2nk-s odpopmMreHns n odhopmMreHns n ohopMneHna AOKYMeHTauuMu npeanpustns U BedeHus MHAMBMAYanbHOe
TaKTuyeckoe cocTaBneHuns cocTaBneHuns Aenonpov3BoacTBa, MeToanky 0hopMneHnsa U CoCcTaBneHns | 3agaHue, Bonpochl
ynpaeneHve NOCTaHOBIEHUS, NOCTaHOBIEHUS, NOCTaHOBIEHUS, PACNOPSHKEHMUS, NpMKa3a K 3a4eTy
npoueccamu pacnopsikeHus, pacnopsikeHus,
opraHv3saumu npukasa npukasa
Npon3BOACTBA YmeeT ocopmnatb u | He ymeeT odbopmnsaTte | 1. YMeeT ocdopmnAaTb HEKOTOpble Ha3BaHHble OOKYMEHTHI,
Hannave COCTaBnsATb M COCTaBMsATb UCMbITbIBAET 3aTpPyOHEHWS NpW  opraHusauumm npolecca
yMEHMiA NOCTaHOBIEHUS, NOCTaHOBIEHUS, [Oenonpov3BoacTBa Ha NpeanpusiTum
pacnopsixeHus, pacnopsixeHus, 2. YmeeT odopMNATb M COCTaBMATb  OCHOBHblE
npukasbl, npukasbl, NOCTaHOBIIEHUS, PACMOPSXKEHNS, NPUKasbl, OpraHM3oBbIBaTb
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opraHmn3oBblBaTb

opraHmn3oBblBaTb

npouecc genonpon3soacTtsa Ha npeanpuaTtumn

npouecc npouecc 3. B nonHom wmepe ymeeT o0OMoOpMnATbL W COCTaBnATb
[Oenonpov3BoacTBa [Oenonpov3BoACTBa Ha | MOCTaHOBIIEHWS, PACNOPsSKEeHWs], NpUKasbl, OpPraHU3oBbIBaTb
Ha NpeanpusaTMK npeanpuaTum npoLecc AenonponsBoacTsa Ha NpeanpusTum

Wwmeet HaBblkn | He nmeet HaBbIKOB 1. YmMeeT odopMrsaTb OCHOBHble BWAbl AOKYMEHTauuuM Ha
paspaboTku n | pa3paboTkn n npeanpuaTumn, UCMOMNHATL HeKoTopble hyHKUUKW B npoLecce
odpopmMreHus odpopmMreHus Aenonpon3soacTea
OOKyMeHTauum OOKyMeHTauum 2. WmeeT xopowme HaBblkM pa3paboTkM u odopmieHus
Hannuve npeanpuaTus, npeanpuaTus, AOKyMeHTauunM npeanpuaTus, BedeHus Oenonpov3BOACTBa,
HaBbIKOB BegeHuns BegeHuns pa3paboTku NpoeKkToB opraHu3aumoHHO -
(BnageHve [enonpov3BoacTBa, | Oenonpov3BoACTBa, pacnopsavTenbHbIX JOKYMEHTOB
OnbITOM) pa3paboTku pa3paboTku npoektoB | 3. CBobogHO BnageeT HaBblkamu  pas3paboTku K
NpoeKToB opraHM3auMoHHO — ochopMneHna  OOKyMeHTauuu  NpeanpusTus,  BedeHus
OpraHvM3auMoHHO — | pacnopsaauTenbHbIX Aenonpon3BoacTBa, pa3paboTku NPOeKToB OpraHW3auMoHHO
pacnopsguTenbHbIX | LOKYMEHTOB — pacnopsiamTenbHbIX JOKYMEHTOB
[OOKYMEHTOB
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YACTb 3 MeTtoauuyeckue maTtepuansl, onpegensoliue npoueaypbl oLeHUBaAHUA 3HAHUMW, YMEHUN,
HaBbIKOB, XapaKTepu3yroLwmx 3Tanbl POPMMPOBaAHUA KOMNETEeHLMN

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 AOCTUXEHWE KOTOPbIX OPUEHTMPOBAHO BbIMOSMIHEHUE 3afaHuA: MonyyYnuTb
LernocTtHoe npeacTaBrnieHne 06  OCHOBHbIX  COBPEMEHHBLIX  HampaBneHusaX W MHCTPYMEeHTax
[OKYMEHTALMOHHOTO MpoLecca yrnpaBrneHYeckon OesATenbHOCTU, HayuuTbCa OPOPMMATL YrnpaBreHYecKyto
[AOKYMEHTaLMIO.

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

— [OeTanbHOe paccMOTpeHue Hanbonee akTyarnbHbIX NPoGneM AOKYMEHTUPOBaHNUS,

—  ¢hopMupoBaHue 1 oTpaboTka HAaBbIKOB NPAKTUYECKOro 0POPMIIEHNS] LOKYMEHTOB OpraHu3aumu;
COBEPLLEHCTBOBAHNE B W3FOXEHWUN CBOWX MbICIEN, KPUTWUKU, CaMOCTOATENbHOrO MOCTPOEHMS CTPYKTYpbI
paboTbl, MOCTAaHOBKM 3ajady, PacKpbiTUE OCHOBHbLIX BOMPOCOB, YMeHWe CopMynUpoBaTb foruyeckue
BbIBOAb! U NPeariokeHus.

UHOueudyanbHoe 3adaHue cocmoum u3 908yx 4acmel: meopemu4yecKolU U npakmu4yeckou.

B nepBon yactu cnegyeT pfatb OTBEeTbl Ha uYeTblpe TeOopeTUyYeckux Bompoca, Ang
MOArOTOBKM K KOTOPbIM HEOOXOAMMO W3Yy4uTb MPUBEAEHHYID B METOAMYECKMX YKa3aHUAX nuTepaTypy.
OnucaHve TeopeTU4ecKoro martepuana BbIMOMHAETCA NO OAHOMY W3 MPEeAsioKEeHHbIX BapuMaHTOB B
3aBMCMMOCTM OT HayanbHoOn OykBbl hamMuUNUMM HOMeEpa 3a4eTHON KHUXKM cTyaeHTa. [epevyeHb BapmaHToB
BblJaeTCs CTyQeHTaM B Hayane 3aHaTui. BapmaHT BbibupaeTcs CTyAeHTOM M 3aKkpennsieTcs 3a HUM nocrne
cornacoBaHusi ¢ npenogasaTenem. [lpy mobBbIX 3aTpygHEHMSX, KacalLlMXCs BOMPOCOB, CBA3AHHbLIX C
BbIMNOSIHEHWEM, CTYAEeHTbl MOryT obpawartbCcs 3a KOHCynbTauusMu K npenopasaTento. BbinonHas
NMMCbMEHHYIO paboTy, HeobxoouMO mMoka3aTb YMEHME S$ICHO, YeTKO W MOrMYHO M3naratb YCBOEHHbIN
martepwuan.

HavanbHas 6yksa damunmm 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

OTBeTbl Ha BONPOCH! A0MKHbI ObITh TOYHBIMW Y AOIKHbI COAEPXKaTb:

- no NepBoMy U BTOPOMY BOMpPOCaM — TeopeTUyYeckoe onmcaHme 3agaHHoON Tembl;

- Nno TpeTbeMy BOMPOCY — Hapsgy C TEeOpPeTUYECKMM OMMCaHUeM PEKBU3UTOB MpUMEpPbl KX
ocopmnenmns cornacHo NOCT P 7.0.97 - 2016;

- no 4YeTBEPTOMY BOMNPOCY — TeOpPETMYECKoe onucaHne AOKyMeHTa, MeToaMKa ero cocTaBneHus
n odopmneHns, n obasaTtenbHO KOHKPEeTHbIM npumep. Bce HepocTawowme pekBusuTbl (HasBaHue
opranmsaumn, ®.N.0. HeobxoauMmbix pabOTHMKOB, TEKCT AOKYMEHTa, AOIDKHOCTM W Ap.) BblbupatoTcs
CTygeHTaMy CamMOCTOATENBHO.
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Bropasa 4acTb — npaktudeckass — B HeEl HEOOXOAMMO NpeacTaBUTb COCTABIEHHbIE AOKYMEHTHI.
CtyoeHTam 3aoyHov popmbl OByYeHWs ee MOXHO BbIMOMHWTL Ha MaTepuanax TOW opraHv3auuvM Wnu
CTPYKTYPHOrO nogpasfeneHunsi, B KoTopon (pom) Bel paboTaeTe.

[ns BbINOMHEHWS MpPaKTU4eckoW 4acTu Heobxogumo NO 3adaHuKo COCTaBWUTb [OKYMEHTbl B
COOTBETCTBMU C NPeabsiBAsSemMbiM K HUM TpeboBaHuaM. [Mpy BbINOMHEHUU 3adaHUA KaXdbld OOKYMEHT
cocTaBnseTcd oTaenbHO Ha bymare dopmaTta A4 c cobniogeHvem npasui 0pOpMIIEHNS PEKBM3UTOB U
nonen gokymeHTta. Bce HegocTatowme pekBU3nTbI (Ha3BaHWe opraHusauum, damunus pykoBoauTens, Aathbl,
BO3MOXHbIE MPUIOXKEHMS U T.MN.) YKa3bIBAOTCA CAMOCTOSTENBHO.

lMpumepHble eapuaHmMbl OJisi 6bIMNOJIHeHUsI meopemuYyeckol 4Yacmu uHOuUeuodyaslbHO20
3adaHust.

Bapuarm 1

1. BO3HUKHOBEHWE 1 UCTOPUSA pasBUTUSA AenonponssBoacTea B Poccuun.

2. Topsipok dhopmmnpoBaHMs Aen B opraHnsauum

3. [HaiTe NOnHyl0 XxapakTepuUCTUKy CreayoLwmM peKBU3NTaM:

— Tepb (FocymapctBeHHbin repd Poccuiickon depepaumn, Fepb cybbekta Poccuiickon
depnepaumm, Nepb(repanbanyecknin 3Hak) MyHULMNANbHOrO 00pa3oBaHms);

— PeructpaumMoHHbIi HOMEp OOKYMEHTa;

— BM3a.

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

BapuaHm 2

1. OcHoBHble NoOHATMA genonponssoacTea. Knaccudurkaums LOKYMEHTOB.

2.  O6uwwue TpeboBaHus k hopmmpoBaHuto aen. CuctemaTmsaums JOKYMEHTOB B Aere.

3. [aiiTe NonHyto xapakTepuUCTUKy CneayowmmMm pekBusnTam:

— Owmbnewma;
— Ccbinika Ha perMcTpaumoHHbIA HOMEpP U AaTy NOCTYMNMBLLETO AOKYMEHTA;
—  Moanwucs.

4, MeToauka coctaBneHusi U1 0hOPMIIEHUS MPUKA30B MO OCHOBHOW AeAtenbHocTu. CocTaBbTe

KOHKPETHBIN npumep.

lNpumepHbie 3a0aHus1 01151 8bIMOJSIHEHUS MPakmMu4veckol Yyacmu UHOuUeudyasibHO20 3a0aHUst.

lpakmuyeckoe 3adaHue 1. Memoduka cocmasrneHusi U 0ghopMIIeHUs 3asierieHull

TeopeTuyeckne NosiCHEHUs

3asiBrneHue - JOKYMEHT, codepXalimi npocbby mnu npeanoxeHme OO4HOMO WUIM HECKOSbKMX Nnu,
a[peCOBaHHbIV PYKOBOAUTENIO UNN JOIMKHOCTHOMY NULLY OpraHn3aumu.

Mo copepxaHuio 3asiBNEHUS MOTYT ObiTb CNYKEOHbIMM 1 NMYHbIMKU. CnyXebHble cocTaBnsATCS OT
UMEHW [OMKHOCTHBIX MWL, NWYHbIE - OT UMEHM rpaxaaH. Jlioboe 3asiBNeHue coCTOUT U3 CregyroLmnx
PEKBM3UTOB: aapecaT, cBefeHusi 06 agpecaHTe (B criykebHOM - nogpasgeneHue, crnyxba), HanmeHoBaHue
B/Aa [OOKYMeHTa, fdaTta, TeKCT, OTMeTKa O Hannuuu MpuroXeHus, MoANUCb, pesorniouus, OoTMeTka o
cornacoBaHun, oTMeTka 00 WCMOMHEeHWW OOKYMEHTa WM HanpaBneHun ero B Aeno. [aHHble pekBM3UTHI
odopmnatoTea cornacHo FOCT P 7.0.97 -2016.

3adaHue.

1. CocTtaBbTe 3asBfeHMe C npocbbON MNPUHATL Ha [LOMKHOCTb MOCME OKOHYaHWUsSI BbICLLEro
y4yebHoro 3aBefeHus. [laHHoe 3asBrneHne ABNAETCH NMUYHBbIM U MULWETCS OT rpaXkaaHuHa.

B 3asBneHuMM ykasaTb: KOHKPETHYH AOIMKHOCTb U OTAEr, B KOTOPOM Bbl XOTUTE paboTaTtbk; gaty, C
KoTopon xoTenu Obl npuctynuTb K paboTe; yyebHOe 3aBedeHMe KOTOPOE OKOHYMMM U MPUCBOEHHYHO
KBanudukauuo.

Mocnepytolwme 3asBneHns — cny>xebHble 1 NULLYTCS OT AOMMKHOCTHOIo Nnua.

2. CoctaBbTe 3asBreHNe C NPocbOON 0 NPeAoCTaBNEHUN aMUHUCTPATUBHOIO (aKageMU4ecKoro,
o4epenHoro, BHEOYEPELHOro — Mobon Ha BbIOOP) oTnycka. YKaXuTe NpuurHy, NPUIOXKEHWE K 3aSBMEHUNIO U
HeJocCTaloLlme pekBU3UTLI.

3. CocraBbTe 3asiBNeHne ¢ Nnpocb0bor NpegocTaBUTh KOMaHAMPOBKY. YKaXuTe MecTo, CPOK U Lenb
KOMaHOMPOBKK, a Takke BCE HEAOCTAaOLNE PEKBU3UTDI.

4. CocTaBbTe 3asBneHne ¢ Npocb0on M3MEHUTb rpadhmk OTnycka. YKaxuTe nepuog oTnycka no
rpadvky M HYXHbIA BaM, a Takke MpPUYMHY, MO KOTOPOM HEOOXOAMMO M3MEHUTb rpadmk otnycka u
HeJoCTalLlWme PEKBU3UTDI.

5. CocTaBbTe 3asiBrieHne ¢ Npocboor 00 yBONMbHEHNW. YKaXUTe AaTy v NPUYNHY YBOSIbHEHUS,
a Takke HeJoCTaLWme PEKBU3UTDI.

lMpakmuyeckoe 3adaHue 2. Memoduka cocmasrieHus1 U 0QhOPMITEHUST XapaKmepucmuKu, pe3tome,

asmobuoepachuu.
Pestome.
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Pestome - [OKyMEHT, cogepXalimi MNUCbMEHHOE W3NOoXeHne cBedeHnn o6 obpasoBaHuUM U
npodeccnoHanbHOM OMbITE, HanNMCaHHbIA B 06paTHOM XPOHOMOrMYECKOM MOPSIAKe.

B pestome copepxunTcs kpaTkast nHgopmauus o cebe, cocTaBneHHas NPeTEHAEHTOM Ha BakaHTHOe
MecTo. B kako-TO Mepe [OaHHbIi OOKYMEHT MO3BONSAET PYKOBOACTBY OpraHusauuMuM npegBapuTeribHO
03HAKOMWUTbLCSI C COMCKaTENsAMM C TeM, 4TOObI MpM HENOCPEACTBEHHOM KOHTAKTe OCTaHOBUTLCS HA OAHOM U3
Hux. Mo cogepXaHnio pestoMe MOXKET ObITb KpaTKMM M MNOMHbIM (MOAPOOHLIM).

3adaHue.

CocTaBbTe OT CBOEro UMEHU pestome (KpaTkoe Unm nonHoe) Ans npuema Ha paborTy.

CoctaBbTe aBTOGUMOrpaduio.

CocTtaBbTe cnyxebHyl0 xapakTepucCTuKy Ha Kkonnery no paboTe, wnu HenocpeaCcTBEHHOro
PYKOBOAMTENS, UMW CBOErO MOAYUHEHHOIO U T.M.

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

cocmasy

Mpukasbl [EensTcsa Ha [f[Ba OCHOBHbIX BMAa: MO MepcoHany opraHu3aumMmM M MO OCHOBHOM
pestenbHocTu.  [Mpukasbl, CBA3aHHble C MepcoHarioM OpraHu3auuu, NoapasfensioTcs Ha ABe rpynnbi:
KagpoBble M MO IMYHOMY COCTaBy

3adaHue: CocTtaBbTe npukas(bl) NO 3asiBIEHUAM, HANUCAHHLIM NPU BbINOSIHEHNS 3adaHns 1.

lpakmuueckoe 3adaHue 9. Memoduka cocmaesieHus1 U oghopmiieHUs1 0enno8bixX nucem

1. CamocTOATENBHO U3Yy4nTb OCHOBHbIE MOHATUS U NpaBuna COCTaBNEHNs BUOOB MUCEM, UCNOSb3YS
TeopeTu4eckuii matepman m3 cBOBOAHbIX MCTOYHUKOB (BubnuoTteka, MHTEPHET- NCTOYHUKM)

2. OcbopmuTb NUCbMa.

3adaHue.

1. CocTaBbTe NMMCbMO TOProBOMY MapTHEPY Ballen opraHusauuu O corflacuvM Ha BO30OHOBrEeHue
MOCTaBOK.

2. CocTaBbTe NMMCbMO-MPETEH3MI0 O 3afepXKKe NOCTaBKN TPeX KOMMINEKToB Mebenw.

Mpyn BbINONMHEHUW 3adaHWs OOMNOSIHUTENbHbIE YCMOBUS W HedoCTalolmne PEeKBU3NTbI yKaxuTe
CaMOCTOSATENBHO.

TpeboBaHusA K ohopMeH1I0 MHANBUAYaNbHOIO 3ag4aHus

Cmpykmypa uHoueudyasibHO20 3a0aHusi:

TUTyNbHbBIN NNCT.

OrnasneHue (NnaH, cogepxaxue).

BeegeHue.

1. TeopeTnyeckas YacTb UHOMBUOYANBHOMO 3a4aHNs Y

1.1. (nonHoe Ha3BaHWe Bonpoca);

1.2. (nonHoe Ha3BaHWe Bonpoca);

1.3. (nonHoe Ha3BaHWe Bonpoca);

1.4. (nonHoe Ha3BaHWe Bonpoca). >

2 MNpakTnyeckas YacTb MHOUBUOYaNbHOIO 3a4aHns OcHoBHas YacTb

2.1. (HasBaHWe OOKYMeHTa);

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

3aknioveHne (Mnv BoiBOAbI).

Cnuncok ncnonb3oBaHHOW nMTepaTypsl.

[MpunoxeHus (No ycMOTPEHUo aBTopa).

TumynbHbIU nucm 3anonHaeTcsa no eguHon dpopme (Mpunoxenne 1).

OznassieHue (NNaH, cofepXaHuwe) BKMAYaeT HasBaHUA BCexX pasfenoB (MYHKTOB nraHa)
MHAMBMAYaNbHOrO 3aA4aHusi U HoMepa CTpaHuL, yKa3blBaloLLMe Havano aTux pa3aernoB B TEKCTE.

BeedeHue. B aToii 4yacTu 0OOCHOBbIBAEeTCH akTyanbHOCTb paboTbl, (POPMYNMPYOTCA Lenn u
OCHOBHble BOMPOCHI, KOTOpble MpeanonaraeTcs pacKkpbiTb, YKas3blBATCA WUCMONb3yemble MaTtepuarnb.
Ob6bem BBeAeHWS He AomKkeH npesbliwaTtb 1-1,5 cTpaHuupl.

OcHogHas Yyacmb VHAMBUAYANbHOIO 3a4aHns COCTOMT U3 ABYX YacTen. 34ecb AOCTaTOYHO MOSIHO
M NIOrMYHO U3NaralTCa OTBETHI HA TEOpEeTUYECKMEe BONPOCHI.

ABTOp [OMmKeH cneantb 3a TeMm, 4YTOObl W3NOXeHue mMaTepuana TOYHO COOTBETCTBOBAmNO
nocTaBneHHbIM Bonpocam. Matepuan pekomeHayeTcs n3naraTe CBOMMM CrioBamu, He 4ONyckas AOCIOBHOIoO
nepenucbiBaHUSA U3 NUTEPaTypPHbIX UCTOYHMKOB. B TekcTe 06a3aTenbHbl CCbINIKM HAa NEPBOUCTOYHMKY, T.€. Ha
TeX aBTOPOB, Y KOTOPbIX B3AT AaHHbIA MaTepuarn B Buae MbiCnv, naeu, Bbisoga, Tabnuvu, unnictpaumn n np.

PaboTta gomkHa 6biTb HanncaHa rpamoTHBIM NUTEpaTypHbIM A3blkoM. COKpalleHue CMoB B TEKCTe
He gonyckaeTcs, Kpome 06LLEen3BeCTHbIX COKpalleHuin 1 abbpeBuaTypsbl.

3aknroveHue (BbiBoAbl). B aToM YacTm 00o6LLaeTca U3NOXEHHbIM B OCHOBHOW YacTu Martepwvarn,
dopmynupytoTca oblime BbiBOAbI, YKa3blBaeTCH, YTO HOBOro NMYHO Ans cebs BbiHEC aBTop M3 paboTbl.
3akntoveHve No o6beMy He JOSMKHO NpeBbiwath 1,5-2 cTpaHuu,.
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lMpunoxeHust MoryT BkNo4vaTb rpadmkn, Tabnuupl, pacyetbl. OHM OOSMKHBI MMETb BHYTPEHHIO
(coBCTBEHHY0O) HYMEpaLMIO CTPaHUL,.

Bu6bnuozpachuss (cnvcok nuTepaTypbl) 30€Cb YKasblBaeTCs peanbHO UCMNONb3oBaHHas Ans
HanucaHus paboTbl NUTepaTtypa, Nnepnoanyveckme n3gaHnsa N 3NeKTPOHHbIE NCTOYHUKM nHdopMaumn. Cnncok
COCTaBMsieTCsA CornacHo npasunam 6ubnuorpadnyeckoro onncaHus.

TpeboeaHus k oghopmiieHUr0 uHOUBUAYyasibHO20 3adaHusi.

PaboTa npeacraenseTtca B copowtopoBaHHOM Buae, B opmarte A4. OHa gormkHa ObiTb HanevataHa
yepes3 1,5 mMexaycTpoyHOro uHTtepsana. MaTepuanbl NpegocTaBnATCA B pacnevataHHOM Buae. TekcT
HabupaeTcs B TekctoBoM pegaktope Microsoft Word. MNapameTpbl gokymeHTa:

— pa3mep bymaru — A4 (210x297);

— MONsi: BEpXHee, NeBoe, HUXKHee — He MeHee 2 CM, NpaBoe — He MeHee 1 cM;

— wpudt — Times New Roman;

— BbICOTa LWpU@Ta OCHOBHOrO TekcTa — 14 Kernb;

— OpUEHTaUUsl — KHUXKHaS;

— BblpaBHMBaHWE — MO LUMPVHE;

— ab3auHbIn oTcTyn — 1 CM.

Homep cTpaHuubl CTaBUTCA B MNpaBOM BEPXHEM yriy apabckumn umdpamm 6e3 Kakmx-nmbo
obpaMneHnii 1 TOYKW. TUTYNbHBLIA NUCT SIBNSIETCA MEepBOW CTpaHuuen paboTbl, HO He HyMepyeTcs.
Unnioctpauun n Tabnuubl, pacnofioXeHHble Ha OTAEeNbHbIX NMCTax, BKMNHOYalT B 0Oy Hymepauuio
cTpaHuu,

3aronoBku anemMeHToB paboTbl cnefyeT pacnonaratb B cepeauHe CTpoku 6e3 TOYKM B KOHLE, He
nogyvepkmneas.

Kaxgbin pasgen paboTtbl cnegyet HauyMHaTb C HOBOro Nucrta. 3arofnoBku MOAPAa3LenoB U MYyHKTOB
cnegyeT pacnonarate ¢ absauHoro oTcTyna, 6e3 TOYKM B KOHUEe. Ecnu 3aronoBoOK BKMOYaET HECKOMNbKO
NpPeAanoXeHnn, Nx pasaensoT TOUKaMMu.

Mpoueaypa oueHnBaHus

Mo ntoram BbINONHEHNA MHAMBWAYaNbHOrO 3a4aHUs npenogasaTtenb aTTecTyeT (MNn He aTTecTyeT)

06yqarouJ,erocsl NCNonb3ys NPMBEAEHHbIE HKE KPUTEPUMN OLIEHKU
CooTBeTCTBME COAEp)aHNA NHOUBUAYANbHOro 3a4aHNs ero BapnaHTy

— [lonHoTa n rmyBuHa packpbiTUst TEOPETUYECKOW YacTu

— [lpaBunbHOCTbL O(POPMIIEHNS U COCTaBIEHNS JOKYMEHTOB NPV BbINOMHEHNUW NMPaKTUYECKON YacTu

— CreneHb camMOCTOATENBHOCTU CTyAEHTa Npu NOArOTOBKE

— CreneHb cobnogeHnst ctygeHTomM obwux TpeboBaHuii K oopmIneHnto paboTbl, K ODOPMIIEHUNIO
Cnucka MCTOYHUKOB MHAOPMAaLIMK, UCMOSb30BAHHbIX MPWU BbIMNOMTHEHUW UHAMBUAYAINBHOIO 3a4aHNs

— YpoBeHb MOHMMaHWA CTYOEHTOM OTPaXeHHOro B WHAMBMAYyanbHOM 3adaHun MaTepuana,
NposiBNIEHHbIN Npy cobeceqoBaHWM

LWKAJTA U KPUTEPUN OLLEHUBAHUA

- olLleHKa «3a4yTeHOo» BbiCTaBnAeTcs 0by4yatoweMycsl, ecrniv BOMpoCbl TEOPETUYECKON YacTu
PacKpbITbl, NMPaBUIIbHO OMOPMIIEHbI U COCTaBMEHbl AOKYMEHTbl NMPaKTUYEeCcKoW 4acTu oTyeTa, BO Bpemsi
cobecefoBaHNA CTYAEHT NPaBWUMbHO OTBETWUI Ha 3adaHHble BOMPOCHI, MOXET BblCKadaTb COOCTBEHHYHO
TOYKY 3peHUst Ha obcyxagaemyto Npobnemy, AeMOHCTPUPYET CNOCOBHOCTbL apryMeHTUpoBaTb JOKa3biBaeMble
MOMOXEHUA U BbIBOAbI, 3HAHUS HOPMATMBHbIX UCTOYHMKOB AMNs 0POPMIEHNS OKYMEHTALUN.

- OLUEHKa «He 3a4TeHO» BbICTaBMSAETCH, €CIN BOMPOChI TEOPETUYECKOW YacTh HE PacKpbIThl,
OOKYMEHTbI MPaKTUYECKO YacTu MHOMBUAYaNbHOMO 3af4aHus HernpaBuIibHO 0DOPMIIEeHbl U COCTaBMNEHbI, BO
BpeMsi cobecegoBaHus OOy4YaloOWUIACA He MpaBUIIbHO OTBETUNT Ha 3adaHHble BOMpOChl, He CrnocobeH
[oKasaTb U apryMeHTUpoBaTb COGCTBEHHYIO TOUKY 3PEHUSI MO BOMPOCY, He 3HAET HOPMAaTUBHbLIX UCTOYHUKOB
AN 0popPMIIEHUS AOKYMEHTaLMMN.

3.2.1 NepeyeHb TeM AN CaMOCTOATENbHOrO U3y4YeHus

Tema B cocTaBe pasgena/
Homep PacueTHas dopma TekyLlero
BOMpPOC B COCTaBe TeMbl pasaena,
pasgena TPYOOEMKOCTb, KOHTponsi
BbIHECEHHbIE
ONCUMNNNHDI yac. no Teme
Ha CaMOCTOATENbHOE U3yYeHue
1 2 3 4
OuyHast hopma 0byyeHus
2 [enonpon3BoacTBO Ha KOMMbOTEPE
2 KoHdwmaeHumansHoe genonpon3soacTBoO TecTupoBaHme
79 FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKOM 4
' AokymeHTaummn. TpeboBaHMs K 0QOPMIEHNIO JOKYMEHTOB
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FOCT P 7.0.100-2018 Cwcrema cTaHgaptoB MO
UHOopMauuM, GUONMOTEYHOMY U UM3daTenbCcKoMy Aeny.
Bubnuorpaduyeckas 3anuce. Bubnunorpaduryeckoe
onucaHue. O6uwme TpeboBaHms U NpaBmnna CoCTaBnNeHUs

7,9

OyHo-3a04Has hopma 06yyeHus

Mpeamert, uenb 1 3agayn JOKYMEHTUPOBAHUS
1 ynpaBrneH4yeckon 4eATeNbHOCTH

[lokyMeHTaunoHHoe 1 nHdopmaLumoHHoe obecrneveHmne B
cucTtemMe ynpasrieHus 2

2 [lenonpounsBoacTBO Ha KOMMbIOTEPE

2 KoHduaeHUmMansHoe AenonpousBoaCTBO 2 TecTnposaxue

FOCT P 2.105-2019 EpguHasa cuctemMa KOHCTPYKTOPCKON

7,9
AokymeHTaummn. TpeboBaHWsa K 0DOPMIEHNI0 JOKYMEHTOB 6

OCT P 7.0.100-2018 Cwucrema cTaHgaptoB Mo
uUHpopMauum, 6BubnuoTeyHoMy U usgaTenbckomy Aeny.
Bubnnorpaduryeckas 3anuce. Bubnuorpaduyeckoe
onucaHue. O6wme TpeboBaHNA 1 NpaBuia COCTaBNEHNS 6

7,9

3ao4yHasa popma obyveHus

Mpeamer, uenb 1 3agavm JOKYMEHTUPOBAHUS YrpaBreHYeCKoN
1 neaTenbHOCTH

[okymeHTaumnoHHoe 1 nHpopmaumnoHHoe obecneyeHne B
cucTteme ynpaeneHus

[lenonpon3BoACcTBO Ha KoMnbloTepe

HomeHknatypa aen TecTupoBaHue

2
2
2 KoHdmaeHumansHoe 4enonpon3BoicTBO
5
6

dopmurpoBaHue aen, X XxpaHeHUe 1 UCMOMNb3oBaHWe

NN NN N

FOCT P 2.105-2019 EpguHas cucTtemMa KOHCTPYKTOPCKOM
AoKyMeHTaummn. TpeboBaHUs K 0POPMIEHNIO JOKYMEHTOB 6

[OCT P 7.0.100-2018 Cucrtema ctaHgapToB No MHopmaumu,
onbnmotedyHomy M uagartenbckomy geny. bubnuorpaduyeckasn
3anucb. brubnuorpadgmyeckoe onncaxHme. Obwue TpeboBaHusa 1
npaBuna cocTaBreHns 8

8 CoBpeMeHHOe AenoBoe NMcbMo 4

AnNropuTM camoCTOATENIbHOIO U3Yy4YeHUA TeM:
5) 03HaKOMUTLCS C PEKOMEHO0BaHHOW y4eOHOWM NMTEpaTypon U 3NEKTPOHHLIMU pecypcamm Mo
Teme, C HOpMaTUBHO-NPaBOBLIMU akTamn (OPUEHTUPYSACH HA BOMPOCHI A1 CAMOKOHTPONSA);
6) Ha 3TOW OCHOBE COCTaBUTb Pa3BEPHYTLIN NIlaH U3NOXEHUS TEMbI;
7) npopaboTtaTe MaTepuarn;
8) BbINOMHUTb pPeLLEeHNe TECTOBbLIX 3a4aHNN.

Lkana n Kputepun oueHnBaHus
CaMOCTOSATENIbLHOroO U3y4YeHUs TeMbI
- OUEHKa «0mJ/u4HO» BbICTaBnsieTcss obydarolemycs, ecnm nonyyeHo Gonee 85% npaBumbHbIX
OTBETOB.
- OUEHKa «Xopouloy - NONy4YeHo oT 66 Ao 85% npaBuribHbIX OTBETOB.
- OUeHKa «y0oeriemeopumeribHO» - Nofy4yeHo oT 51 o 65% npaBubHBIX OTBETOB.
- OUEeHKa «Heydo8riemeopumesibHO» - Nory4eHo meHee 50% npaBuUIbHbIX OTBETOB

3.2 CPEACTBA AnNA TEKYLWWENO KOHTPOIA

Bonpocbl v 3apauun
AN CaMoNoAroTOBKMU MO TeMaM NpaKTUYECKUX 3aHATUN

MpakTnyeckoe 3aHaATHe Ne 1
Tpe6oBaHusa ctangapta FOCT P 7.0.97-2016 k ochopMneHuo pekBU3UTOB B AOKYMeHTaxX

CodepxaHue:
1. PaccMoTpeTb Heo6XxoaMMOCTb eauHbIX NPaBun 0POPMIIEHNS OKYMEHTOB.
2. W3yunTb coCTaB PEKBU3UTOB JOKYMEHTOB.
3. O3HaKOMUTBCS C NpaBunaMn 1 NopsaKOM OPOPMIEHUS PEKBU3UTOB.
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3adaHue: OpopmMuTe Takne pekBU3NTbI, Kak:

- pesonouns pyKoBoAUTENS;
noanuchb

a) OHOro JOIMKHOCTHOIO Nnua,

©0) OBYX AOMKHOCTHBIX ML, PaBHbIX MO MOJIOXEHMIO,

B) OBYX OOMMKHOCTHbIX NWL, HE pPaBHbIX MO MOMOXEHUO (HanmpuMep, OUPEKTOpP OpraHu3auun u
3KOHOMUCT MO onnaTe Tpyaa);

- rpuc yTBEpXAEHUS;

- BU33;

- OTMETKa O Hanuuunm NpUNoOXeHun;

- oTmeTka 06 ucnonHuTene.

[ns BbINOMHEHWSA 3adaHWs HYXHO BHMMAaTenbHO npountaTtb Teopetundeckun matepuan (FOCT P
7.0.97-2016), obpaTuB BHMMaH1e Ha NpMMepbl NPaBUbHOTO 0POPMMEHNS PEKBU3UTOB.

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

MHopmaLmoHHO-CcNpaBoYHble AOKYMEHTbl COCTaBMAOT camyto Gonbluylo rpynny ynpaBreHYecKuX
AOKYMeHTOB. B HuXx cogepxuTca uHdopmaums, nossondowas onpeaennts peanbHOe COCTOsHWE den B
06bekTe ynpaBneHus, NpUHATL 06 bEKTMBHOE, OBOCHOBAHHOE peLLeHNe.

K wnHdOpMaLMOHHO-CNPaBOYHbIM OOKYMEHTaM OTHOCAT akTbl, NUCbMa, CMNpaBkW, Tenerpammel,
TenegoHorpammbl, CBOAKN, 0630pbI, Cry>xebHble 3anucku.

1. MeToguka cocTtaBneHuss u ochopMIeHUsi CNYXeOHbIX 3anMcokK

CodepixaHue:

1. PaccMoTpeTb NOHATME M BUAbI CIY>XEOHbIX 3anmncok.

2. N3y4nTb npaBmna nx CocTaBneHus.

3. OhopMUTL OOKYMEHTbI.

Teopemu4eckue nosiCHeHUs1

HeobxognmocTb B COCTaBneHUM cnyxebHbIX 3anMCcoK BO3HUKAeT, Kak MpaBurio, Koraa
PYyKOBOAMTEMb TOrO WM UHOFO YPOBHSA Ha4YMHAET MCMbITbiBaTb HELOCTATOK OMepaTMBHOM W KOHKPETHOM
MHbopMaumMm O COCTOAHMM Jen Ha MOpyYEeHHOM eMy y4vacTke. MHorga ero uHTepecyeT BCEro Nullb XOp,
pelweHns HeboNbLUIOW, HO OOBOMbHO BaXHOW Npobremsbl. Kak TyT noctynutb? [NpakTvka nokasbiBaeT, YTo
WMEHHO 30€eCb He3aMEHWMbIM AOKYMEHTOM - KPaTKUM, CBOEBPEMEHHbIM, aKTyanbHbIM MO COAEpPXaHuo -
CTaHOBUTCA CNy>xebHas 3anucka.

Cpeomn xapakTepHbix OCODEHHOCTEW, OTNUYalrLWmMX cnyxebHyw 3anucky oT goknaga (Hambornee
GrIM3KOro K Hel No HanpaBEHHOCTU TUNa AOKYMEHTOB), CrieAyeT BblAENUTb:

- Manble CPOKW MNOArOTOBKM (OT HECKOMBbKUX MUHYT OO HECKOMbKUX YacoB, U COBCEM pPefKo - CBbIlLe
OIHOTO OHA);

- OrpaHWYEHHbIN KOHTUHIEHT CoCTaBuTenen JOKyMeHTa (kak npasuno, 1-2 coTpyaHuka);

- OTHOCMUTENbHO HeOOmbLIOK 00beM TeKCcTa 3anucku, COYeTalLUNCA C BbICOKOW CTEMNEHb ero
NHOPMATMBHOCTX, MPU 3TOM BbIBOALI W NPeAnoXeHus MoryT coctaBnsaTe Ao 1/3 or obwero obbema
OOKYMEHTa;

- 0COobyl LIEHHOCTb AMsl COAEPXaHUS 3anuncKn NpeacTaBnsieT akTyarlbHOCTb BKIOYEHHOW B Hee
UHopMauuu;

- HakoHeL, B OTnM4Me OT JOKNaga, 3anmMcka NovTy Bcerga agpecoBaHa KOHKPETHOMY nuLly.

PasnnyaloT HeckonbKko BMOOB CNYXeOHbIX 3anuncok:

AHanutuyeckne, 0630pHble, WMHPOPMALMOHHO-CTATUCTUYECKNE, [OOKNaaHble, OObSACHUTENbHbIE,
NOACHUTENbHbIE.

AHanunTu4yeckaa 3anucka He TOSMbKO MPEnogHOCUT HaM AN O3HAKOMSIEHUSI COOTBETCTBYHOLLUMA
mMaTtepuan, HoO U COAepPXUT ero nogpobHbIn aHanus. Kak npaeBuno, nanaraemble akTbl (aHHble, COObITHSA)
TYT )X€ KOMMEHTUPYIOTCS, YBA3bIBAACL C paHee NOCTYNMBLLEN UHPOPMaLINEN.

O630pHbIe 3anNUCKU coaepXaT KpaTKyld MHAOPMAaLMI0O O HECKONbKMX TECHO B3aMMOCBSI3aHHbIX
npobnemax. [laetcss ux cxaTbli KOMMMEKCHbIN aHanu3. Yacto Takue 3anmcky OOMONHSKTCS CrnpaBkamu,
OeTann3npyLwmMn OCBELLEHNE Hanbonee BaXKHbIX CTOPOH Npobnemsl.

MHdopmaLmnoHHO-cTaTUCTUYECKME 3alNUCKU HECYT, Kak cneayeT U3 HasBaHus, hakTypy - Lndpsbl,
AaHHble. [MogpoOHbIN  aHanu3 NPUMBOOUMbIX CBEOEHUN 3aMEHSeTCSH WU3MOXEHWEM CTaTUCTUYECKOWN
nHdpopmaumm B Hanbornee HarnsgHoM M yaobHom ansa Bocnpusatus Buge (B popme Tabnuu, rpadukos u
T.n.). BaxHenwmne nokasartenu BbIAENAOTCA LIBETOM, pasMepoM, LUPUGPTOM.

OcTtaHoBuMcst nogpobHee Ha AOKNaAHbIX U OO bSACHUTENbHbBIX 3anMCcKax.

JoknagHaa 3anucka - JOKYMEHT, aJpeCOBaHHbIi PYKOBOAMTEN AAHHOTO WIM BbILECTOSLLEro
yypexaeHusl, cogepXXaliuin NMCbMEHHOE U3NOXEHME KaKoro-nnbo Bonpoca C BbIBOAAMMU U NPEANOXEHUSIMU
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 M CTPYKTYPHOE nodpasaeneHve nnm paboTHUK.

OT 06CcTOATENBHOCTH, AOCTOBEPHOCTU U3NOXEHNS, apryMEeHTUPOBAHHOCTY NPEASIOXEHNA BO MHOIOM
3aBUCUT WUTOTr paspelleHns Bonpoca AoknagHon 3anucku. OBblMHO UTOTOM ee pacCMOTPEeHWs ABMsSeTCH
NPUHATWE YNPaBIEHYECKOro peLleHns UM nsgaHme pacrnopsamTenbHOro AOKyMeHTa.

JdoknagHble 3anucky 6bIBatOT BHYTPEHHUMW Y BHELLHUMMU.

BrewHue OoknaOHble 3anucku (OTnpaBnsemMble 3a npegensl opraHusauvn) ogopMASITCS Ha
oblem 6naHke opraHusauum 1M NOANUCHIBAIOTCA PYKOBOAMTENEM OpraHusauum unu 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 copmynspa AOKNagHOW 3anuckM  BXOOAT  Creaylowuve  pekBU3NThbI:
HaumeHOBaHVWe aBTopa (OpraHuWsauuMm WNM CTPYKTYPHOro noApasfenieHus), HasBaHue Buaa OOKYMEHTa,
AaTa, permcTpaumoHHbI HOMep, MeCTO COCTaBMEHWUS WM U3OaHus, agpecar, 3arofloBOK K TEKCTY, TeKCT,
nognucb. MHorga K 3anucke npunaralTcs AOKYMEHTbl, MO3BONSKWME YTOYHUTL M 0BocHoBaTb 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 nepBowi copgepxutcs nogpobHoe M OObEeKTMBHOE OonucaHwe cuTyauum,
¢akToB 1 COBLITUIN, MHEHME COCTaBUTENEen u Apyras aprymeHTupoBaHHasa nHdopmaums, Heobxoammas Ans
MPUHATMSA TeX UMK UHBIX yNpaBneH4Yeckmx pewexHuin. Bo BTopor Yactu cogepxatcs BbiBOAbI, NPeAnoXeHns
N pekoMeHZauumu. XapakTepHbiMuM AN nepexoga K 3TOM 4YacTu TekcTa SBNATCsa  (POPMYNUPOBKM
‘npednazaro”, "mpowy”, "cyumaro Heobxolumbim", He pekomeHpyeTcsa ynoTpebnaTb apxauyHbli 060poT
"Ilosoxy 0o sawezo ceedeHus...".

B HekoTopbix cnydyasx ans obnerdyeHus BOCMPUSATUS WHAOPMaLMM U ONepaTMBHOCTU MPUHATUS
pelleHns pekoMeHayeTcs obpaTHas nocrefoBaTenbHOCTb M3noxeHus. CHayana wusnaraeTcs CyLlecTBO
npocb6bl UNW NPeAoXKeHNs, a 3atem npeanaraeTcs 060CHOBaHHasA apryMmeHTauus.

Ob6bsicHUTeNbHasA 3anucka - JOKYMEHT, coaepX)allnii MMCbMEHHOE U3TNOXEHWNE NPUYNH HapyLLEeHNs
TPYAOBON OMCUMMMAMHBI, HEBBLINOMHEHUS 3agaHuin n T.n. OObACHUTENbHbLIE 3aMMCKM NO OOPMIIEHNIO U
nprMemMam U3NoXeHNst MOXOXM Ha AOoKnagHble, 0O4HaKko, B TEKCTE HET BbIBOAOB W NPEANOXEeHUA COCTaBUTENS.

MNosicHMTenbHasA 3anMcKa HOCUT CreLnanmM3npoBaHHbIA XapakTep- 3anucku 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 NpoBe4EHHOro cyb00THMKA MO MOArOTOBKE K 3UMHEMY OTOMUTENbHOMY
ce30Hy B obwexutnm Ne12 n Ha npunerarLen TepputTopuu;

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 3anMCKy O MPUYMHAX MpPOMnycka 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 ocpopmMmrieHUss 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), onnaty Tpyga, MEcTo MNpPOXuMBaHMA W T.M.,
cocTaBrnsieMble Mo 3anpocam rpaxaaH;

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

Cnipasku no 3anpocam epax0aH (pabomHuKO8) BblOaeT PYKOBOACTBO OpraHM3auumn ¢ ykasaHuem
cneumanbHOCTW, OOIMKHOCTY, KBanudukaumm, nepunoga pabotbl n pasmepa 3apaboTHon nnatbl (cT.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 gormkHa MMeTb: HaMMEHOBaHWEe BMAa OOKYMeHTa, gaTy, Homep (npu HeobxooumocTw),
MEeCTO NpeaocTaBneHnsi, TEKCT, NoAn1ck (Moanucu), neyaTsb.

Cripasku 1o rnpou3gso0cmeeHHbIM 80rpocamM MOryT OblTb:

- BHELLUHMMMW, COCTaBMSIEMbIMM MO 3anpOCy BbILIECTOALLEN OpraHn3aLmm;

- BHYTPEHHMMMU, COCTaBNAEMbIMU MO 3aNpoCcy PYKOBOACTBA CBOEW OpraHusaumu.

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

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

Bo BBOgHOM YacTu nanaratTca dakTbl, COObITUS, NOCAYXMBLUME MOBOAOM K €€ COCTaBMNEHMIO.

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

Ecnun cnpaBka cogepXut MHGOPMaLMIO MO HECKOMbKMM BOMPOCaM, TEKCT ee AeNnsaT Ha pasgensbl,
KOTOpble OOIMKHbI MMETb 3arofloBOK M Hymepauuio apabckumu umdpamun. Lindposbie nokasatenu moryt
ObITb 0hopMIIEHBI B BUAE Tabnuubl.

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

Mpn Hanuunm B cnpaBke cBeAeHU (OMHAHCOBOIO XapakTepa OHa NMoAnvChbiBAaeTCs pyKOBOOMTENEM,
rmaBHbIM DyxranTepom u 3aBepsaeTca neyarbio.

BHyTpeHHMe cnpaBkn MO NPOM3BOACTBEHHOM TEeMaTMKe COCTaBNATCA Ha 6GnaHke CTPYKTYpHOro
nonpasgenexHnss unu Ha nucte A4, NMeIT Te Xe PEKBM3UTbI, YTO U BHELIHME (3a WUCKMIOYEHUEM neyaTn),
NoANUCbLIBAOTCA COCTaBUTENEM.

3apaHue.

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

2. CocTtaBbTe crpaBky MO opraHusauun (noapasgerneHuio), obobLuiarolylo faHHble O Xode U
pe3ynbTatax KOHTPONSA COCTOSIHUSI OPITEXHUKM.

lNosicHeHus

Mpw BbINOMHEHUN 3adaHus 1 HY)KHO y4ecTb, YTO Takasl CnpaBKka Bbl4aeTCs OTAENOM KadpoB U B HeEl
HY)XHO YyKasaTb nopjpasferieHne, B KOTOPOM paboTaeT COTPYOHWK, OOMMKHOCTb, B OTAENbHbIX Cry4asx
yKasblBaeTCsl CTax paboTbl B opraHu3aumMu 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 Unu pykoBoAMUTENSA CTPYKTYPHOIO NoApasaeneHus.

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 3agaHune K Teme.

Teopemuy4eckue NosICHeHUs1

lMpoTokon 3aHMMaeT ocoboe MEeCTO B CUCTEME OpraHM3aLMOHHO-pacnopaanTENbHbIX AOKYMEHTOB. C
O[JHOW CTOPOHBI, €r0 MOXHO OTHECTU K MHPOPMAaLMOHHBLIM JOKYMEHTaM (TakK Kak OH COOEPXUT MHopmauuto
0 Xxope ObOCyXOEHUs KaKUX-TO YNpaBrieHYeckMx 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, KOTOpbIEe BENUCH HA 3aceaHnn cekpeTapem 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  BOMpoOChbl,  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.

[MonHbId NpoTOKON UKCMPYeT He TOMbKO O6CyXAaBLIMECH BOMPOCHI, MPUHATbIE PELUEHUS |
damMunun BbICTYNaBLIMX, HO M OOCTAaTOMHO NOAPOOHbLIE 3anucu, NepefarolimMe CodepXaHue OOKIagoB U
BbICTYMNMEHMN YYaCTHUKOB 3acefaHusi, BCe BbICKa3aHHble MHEHUS, NMPO3BYy4YaBLUME 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 ob6CyXOeHNsT 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 MNOPSAKOBbI HOMEp 3acejaHust B npeaenax
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 U 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 NOANNCK, ddamMunnu,
nHUUManoB n gaTel. Ecnu Beinucka gaeTcsa Ans npeAactaBneHns B ApYyrylo opraHM3aumnio, TO OHa 3aBepsieTcs
neyarblo.

3apnaHue.

1. Hantn owmnbkn B opopmieHnn NpoToKkona, UCNonb3yst pasaaTodHbld Matepuarn.

2. CocTaBu1Tb BbINUCKY N3 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 unHdopMauumio, HeobxoaMmyr Ana paspaboTkm U MNPUHATUS  yNpaBreHYecKoro
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 MHOrO pasHOBMAHOCTEW: akT npuema paboT MO KOHTPaKTy, akT npuema-nepenayvuv, 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
dopmbl. Ho 0buime npaeuna coctaBneHns n ooopMreHns, a Takke opMynsp akTa OCTaloTCa €ANHbIMM.

AKTbl COCTaBNAKTCA MNOCTOSHHO OEWCTBYIOLIEN, WNU Ha3HaA4YeHHOM MO yKasaHWK pyKoBOAUTENS
nNpeanpuaTUa KOMUCCUEW, C Lenbio OOBLEKTMBHO 3adMKCMpOBATb CYLLECTBYKOLLME WU npoucliewimve
CcOoObITUSA, haKTbl N COCTOSAHUS, YCTAHOBUTb UX COOEpPXKaHue, CYLUHOCTb, MPUYUHBI U cneacteus. B cocTtas
KOMMUCCUM [OOfMKHbI BXOOMUTb HEe MeHee [AOBYX cocTaBuTenen. Ha npakTuke Xe 4ucno cocrtaBuTenen
ycTaHaBnMBaeTcs Bcerga HedeTHbIM. Llenb paboTbl KOMUCCUWM, MOMHOMOYMS U COCTaB 3aKpennsioTcs B
nsgaBaeMblX pacnopsaauTenbHbIX AOKYMEHTax npeanpusaTud Unu opraHuvsauuu (npukase pykoBOAMTENS,
pacnopsiKeHMaX 3aMecTUTene pyKoBOAUTENS M MMaBHbIX cneuusanncTtoB). B HekoTopbix crydasx akT
MOXeT OblTb CcOCTaBrieH KoMuccuen, oOpa3oBaHHONW Ha OCHOBaHUWM YCTHOIO PaCroOpsKEHUS PYKOBOOUTENS
UNu ero 3amecTuTenen B npegenax nx KoMneTeHUnn.

Takke akTbl COCTaBNAKTCA MNOMHOMOYHLIMU  OOIDKHOCTHbIMU — nuLamMu  (rocyaapCTBEHHbIMU
CaHWTapHbIMX Bpadamu, WHCMNEKTopamu, aygutopamMm U UHAHCOBLIMW KOHCYMbTaHTaMK, MMELUMU
roCy4apCTBEHHbIA aTTectaT M T.M.) U NPEeacTaBUTENSIMU KOHTPONMUPYIOWNX W PEBUSUOHHLIX OPraHoB
(apxuBHOI, HaNoOroBow, TOProBOW, aAMWHUCTPATUBHO-TEXHUYECKON WU OPYrMX MHCMEKUUA) B npeaenax ux
KOMMNEeTeHLMN.

B akTe pmKCcMpyoTCa TONBbKO pearibHble, TOYHO YCTaHOBMNEHHbIE akTbl, 0O bEKTUBHO Ka4eCTBEHHbIE
nokasaTenu, OKOHYaTesNbHblE BbIBOAbI WM OPYrMe CBEAEHMs, KOTOpble MONyYyeHbl B pe3ynbrate paboThbl
KOMUCCUMW.

AkTbl 0PopMNSATCA Ha obliemM BnaHke NpeanpuaTUsi, OpraHM3auny, yY4peXxaeHus Unn Ha YMCToM
nucte chopmaTta A4 ¢ NPoAoSbHBIM UMK YIIIOBLIM PacronoXeHUEM PEKBU3UTOB MO 0bpasuy obuiero 6naHka.
Ecnn akT sBnseTca BHEWHWUM [OOKYMEHTOM, TO OH [JOJDKEH COAepXaTb CrnpaBOYHble [AaHHble 06
opraHusaumu.
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CocTtaB peKBU3UTOB:

HaumeHoBaHWe opraHusaumun, Ha3BaHWe BUAa OOKyMEHTa, AaTta, PerMcTpaumnoHHbIA HOMEpP, MECTO
COCTaBMEHUs, 3arofioBOK akTa, TEKCT, OTMETKa O MNPWUIOXEHUW, MOoAnucK, OTMeTKa OO O3HaKoMIIEHWM,
oTMeTka 006 MCMONMHEeHMU [OOKYMEHTa W HampaBfneHun ero B Aerno, rpud yTBepxaeHus, nedatb (mpu
HeobxoQMmMocTH).

Data odopmnseTca yugposbim cnocobom (20.02.2002) n aenseTca JaTon akTUpyemoro codbitus.
Ecnn pabota kommccuu npoporkanacb HECKOMbKO AHEW, TO MpuM COCTaBMNEHWM akTa ykasblBalT AaTty
OKOH4YaHusA paboTbl. Ta gata n ByaeT ABNATLCS 4aTOW COCTaBMeHUs 1 NOANMCaHWS akTa.

PernctpaunoHHble HOMepa akToB OObIMHO MPOCTaBMAAKTCA MNpU OGOPMMAEHUN pe3ynbTaToB
paboTbl KOMUCCUM, UMEIOLLINX KOHKPETHYIO MOCTOSIHHYHO KOMMETEHUMNIO N YCTAHOBMEHHbIA CPOK MOMTHOMOYMN
(akcnepTHasa, aTTecTaumoHHas, kBanudwukaumoHHas u T.n.). Npyn akTMpoBaHMM €OVMHUYHBLIX aKTOB WMn
COObITUI HOMEP MOXET OTCYTCTBOBATb.

TekcT akTa COCTOMT U3 TPeX YacTeln: BBOOHOW, OCHOBHOW (KOHCTaTUPYIOLEN), 3aKnio4MTENbHON.

BBogHasi 4acTb He ABMSETCH CMOLWHbIM CBA3HbIM TEKCTOM, TaK Kak cTporo popmanusoBaHa. B
OCHOBHOW 4acTW akTa OTpaxaeTcs CyTb, Lenu, 3adadvM U CpOKu MpOBEAEHHOW komuccuen paboTbl ans
ycTaHoBneHus pakTtoB. TekCcT akta npu HEeOOXOAMMOCTU MOXET AENUTbCS Ha MYHKTbl, NOAMYHKTbl UMK
UMeTb TabnnyHyo hopmy.

B 3akntountenbHoOW Yactu TeKCcTa CoAepXaTcsi BbIBOAbI, 3aKIKOYEHNsI, peKOMeHAaumm KOMMccun no
TOMY UIM MHOMY BOMPOCY, a Takke yKasblBalOTCA CBEAEHUSA O KONMMYECTBE IK3IEMMMAPOB akTa (ohopmneHme
3TUX CBEOEHUN TOXe CTPOro hopmManmn3oBaHo) N MECTE HAXOXAEHMS KaXaoro unu agpecartax, KoTopbiM OHU
OTnpaBneHbI.

Bce ak3emnnapbl akta NOANUCHIBAKOT NpeacenaTenib U YreHbl KOMUCCUM B TOM MOpsiAKe, B KOTOPOM
yKa3aHbl BO BBOLHOM YacTu.

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

MHorve BMabl akTOB nognexart yTBEPXKOEHWIO PyKOBOAMTENEM NpeanpusaTys, opraHm3aunm unm ero
3amecTuTeneM, MO yKa3aHWl WM MpuKasy KoTopbix paboTana KoMuccusl, a Takke opraHamu
KonnernaneHOro ynpaeneHus npegnpusatnem (obwmum cobpaHvemM, COBETOM OUPEKTOPOB, NPaBfieHMEM) UNn
BbILLECTOSLLEN OpraHmn3aLmen.

3apaHue 1

BapuaHm 1. B AO «Jlyu» yBonbHAeTCS rnaBHbli akoHoMUCT Epios N.M. Ha ero mecto HasHaveHa
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 lNMpoxnagHasa H.B. CocTtaBbTe akT caayun- NnpueMku gern.

lNosicHeHus

Mpw BbINONHEHUN 3a4aHNA CTyAEHT MOXeT BblibpaTb Ntobon BapnaHT.

Mpy yBOMbHEHWM FMaBHbIX CNELManUCTOB OpraHM3auumn NpoucxoauT caaya-npvemMka AOKyMEHTOB U
Aern, a Takke, Npy HanNM4MK, nevaten nogpasaeneHns BHOBb Ha3HaYeHHOMY fnLy C NpoBeAeHNEM NPOBEPKM
nx coctosHudA. [lpvemka-nepejaya nNPOU3BOAMTCH B NPUCYTCTBUM KOMMCCUM. AKT noAnuCbiBaeTcs
KOMUCCHen, nepegaroLwum MLOM Y NPUHMMAIOLWMM 1 YTBEPXKOAETCS PyKOBOAUTENEM OpraHu3aumm.

Heobxogumo co3gaTb KOMUCCUIO U yKa3aTb BCe HEAOCTaloLWmMe PEeKBU3UTDI.

3apaHue 2. 18 nioHsa 6puragup TIMB AO «IyTe» TankuH J1.C. coobwmn, 4to Ha none Ne 3, 3aHaToro
noceBaMy MLIEHWLbI, NACETCA KPYMHbIW poraTbin CKOT. M0 yCTHOMY pacnopshkeHuo aupektopa Obina
co3gaHa KoMUCCKs, KoTopasi AOKyMEHTanbHO 3adpuKcMpoBara noTpaBy noceBoB. B xoge paboTbl komuccum
BbISICHUNOCb, 4YTO 15 ronos (2BapuaHT - 20 ronos) NpuMHagnexar pabo4ymMmM X03siINCTBa U HaxOAMNMCb Noj
npucmoTpom nactyxa N'ynaesa B.U., a 30 ronos (2BapuaHT - 27 ronos) NpuHagnexar cocegHeMy XO35MCTBY
N Haxo4daTcsa nog OTBETCTBEHHOCTLIO 3aB. hepmoin boratoro A.®.

MoceBbl NOMHOCTBH YHUYTOXEHBI Ha 3 ra, NepeceB HEBO3MOXEH B CBSA3M C UCTEYEHNEM
arpoTeXHNYECKMUX CPOKOB.

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

CocTaBbTe akT 0 NoTpaBe NOCEBOB.

lMosicHeHus1 u donosIHUMesIbHbIe ycJ108Usl

Mpy BbINOAHEHNN 3a0aHUS 2 HYXHO:

1) co3gaTb KOMUCCUIO HE MEHEE, YEM U3 TPEX YETIOBEK;

2) onpenenvTb NuL, BUHOBHBIX B NPUYMHEHUN yuiepba;

3) COCTaBuTb MNPUNOXEHWE K akTy - CrpaBKy O pasMepe MpuYMHEHHoro yuiepba c y4yeTom
crnepywLwmnx ycrnoBui: ctommocTb 1 ra obpabotkn 1 BapuaHT - 790 ycn.py6.( 2 BapuaHT - 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 ypoxaHOCTb
nweHuupl - 15 u/ra ( 2 BapmaHT- 13 u/ra), mecayuHbIn oknag ctopoxa 13687 ycn.py6.
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MpakTnyeckoe 3aHATHe Ne 5-6
MeTtoguka coctaBneHuss u ochopmMmneHusi pacnopsiagutenbHbIX 4OKYMEHTOB

CodepxxaHue;

1. PaccMmoTpeTb MOHATME W MpaBuIia COCTaBeHNs Nprkasa.

2.YCBOUTb NOHATME U NpaBuna COCTaBMNEHUS PacnopsXXeHU, peLLueHnIA, yKa3aHi.
3. OhopMUTb AOKYMEHTbI.

1. MeToauka cocTaBneHUs n Od)OpMHeHVIﬂ npukKasoB no OCHOBHOM OeATeNbHOCTU
opraHunsauuwum

Teopemu4ecKue rnosicCHeHust

K npukazam no ocHosHom peatenbHocTM (Ofl) oTHOCATCA npukasbl NO opraHusauuy paboTbl
npeanpusaTnsa, GUHaHCUPOBAHMWIO, OTYETHOCTU M APYrMM MPOM3BOACTBEHHBLIM BONpPOCaMm.

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. 3tu
npuKkasbl Takke oPOpPMASIOTCA Ha BHYTpPeHHeM oblem GnaHke npegnpuaTus ¢ YrinoBbIM UKW NPOAONbHBIM
pacnonoXXeHMeMm PeKkBU3UTOB.

PekBuanTbl:

- HauMeHoBaHWe NpPeanpuATWs, Has3BaHWe BuMAA AOKYMEHTa, AaTa, HOMep, 3arofloBOK K TEKCTY,
TEKCT, NoANUCb; OTMETKa O COrfiacoBaHn1, oTMeTka 06 O3HAKOMIIEHUW, MPUIOXEHME.

TekcT npykasa COCTOUT U3 Tpex YacTen:

- KOHCTaTMpyloLewn, pacnopagnTenbHOM 1 3aKMoYNTENbHOW.

B nepBow 4acTu ykasbiBalOTCH OCHOBaHWE AN u3gaHus npukasa. OTO MOryT ObiTb HOPMAaTMBHbIE
OOKYMEHTbl roCy4apCTBEHHbIX, MyHULUMNAnNbHbIX OpraHoB ( NpaBUTENbCTBa, HanmOroBOW MHCNEKUMU 1 Ap.),
pelleHns KomnnernanbHblX OpraHoB (CoBeT AupekTopoB, obuwee cobpaHue), dakTbl, CoObbITMA Wnu
npou3BoACTBEHHAss HeobxogumocTb. B 3ToM yacTu xemaTenbHO yKasaTb LUenb M3gaHus npukasa.
KoHcTaTupytowasa 4yactb He MoxeT ObiTb onywieHa. [pyu HeobxoaumoCTh 3Ty 4YacTb MOXHO AEnUTb Ha
nyHKTbl. PacnopsagutenbHas 4acTb HadmHaeTcs rnaronomM «[MPUKA3BIBAKO». Cregytowernt CTPOKON NvLyT
NCnonHUTens (OOMMKHOCTb, hamunus, nHUUManbl) UNU CTPYKTYpHOe nogpasgernieHne (T.e. «KoMy»), parnee
yKa3blBalOT KOHKPETHY paboTy (T.e. «4TO AenaTb»), U NMOTOM CPOK BbIMOSHEHUS UMM OKOHYaHMA paboThbl
(T.e. «40 Kakoro 4yncna).

Ecnu nopy4eHne gaeTca NOCTOAHHOE, TO CPOK UCMOSTHEHNS OTCYTCTBYET.

Ecnn nopyyeHun HecKonbKo, TO TEKCT AeNUTCS Ha MYHKTbl, KaXAbli U3 KOTOPbIX HayMHaeTcs C
KpacHOW CTPOKU 1 HymepyeTca apabckumm umndpamu.

B 3akniouuMTenbHom 4acTtu, nocnegHuM MyHKTOM TeKCTa YKasblBaeTCd OOSMKHOCTHOE nuuo,
OTBETCTBEHHOE 3a BbINONHEHMe npukasa B uenoM. ( [lpy ero OTCYTCTBUM KOHTPOMb OCYLLECTBRSET
pyKOBOAUTENb NPEANPUATUS).

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

Ecnu gaHHbIN Npukas oTMeHSeT paHee u3gaHHble JOKYMEHTbI, TO OHW YKa3biBalOTCH B TEKCTE.

Ecnu npukas BBOAUT B AeNCTBUE Kakne-nMbo JOKYMEHTbl, TO OHU OPOPMAAIOTCSA 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 COorfacoBbIBAETCA CO cneuvanucTamm Xo3sincTBa Wnu
AOIDKHOCTHBIMK Nuamn. CornacoBaHne opopmMnseTcs BU3ON.

Mpuka3s nognucbiBaeT pykoBOAUTENb NPEANPUATUS MU €ro 3aMeCcTUTENb, UMEIOLLUIA NpaBo NepBow
nognucu (nocne pykosoautens). lNpukas BCTynaeT B CUIy C MOMEHTa NoANMCaHns, eCnn B TEKCTE He yKasaH
OPYron Cpok BBeEHUs ero B AenNCTBME.

lMocne wu3gaHWs C nNpvKkasoM O3HaKaMnMBalOT COTPYAHUKOB npeanpusatusa. [Ona storo oauvH
9K3eMNNsp BbIBELWMBAKOT Ha [AOCKY OOBLSBNEHWMI, Ha 9K3eMnnspe, KOTOPbI MogwuvBaeTcsa B Aero,
UKCHMpyeTCca 03HaKOMIeHMe C MPUKa3oM COTPYAHMKOB, OTBETCTBEHHbIX 3a ero ucrnonHeHve. Ecnn npukas
HY)XeH Ansa paboThbl, TO OH KOMMPYETCA U pasfgaeTcs COTPYAHMKaM.

Mpuka3sbl N0 OCHOBHON AeATENbHOCTM NPeanpuUsATUSt XPaHATCA NOCTOSIHHO.

AHanormyHo npoucxoaut paboTa € TakMMU YNpaBreHYeCKUMW [OOKYMEHTaMW, Kak peLleHus,
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 WHTEHCMBHbIE TEXHONOMUU
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 odpopmneHnsa NprkasoB HY>KHO BHUMATENbLHO NPOYNTaTb TEOPETUYECKME NOSACHEHUSA MO OAHHOW
Teme. Bce HepocTawlwme pekBusnTbl, HEOOBXOAMMbIE ANSA HanMcaHWs NPUKa3oB, yka3aTb CaMOCTOATEMbHO.
MpoekTbl Npuka3oB oopmnsATca Ha bymare popmata A4.

2. MeToauKa cocTaBrieHUA U 0(hOPMITEHUA pacnopsKeHUN, peLueHUi, yKkasaHui

Teopemuy4eckue NosiCHeHuUs!

MpaBo wm3gaHMs yKaszaHMW MNPUHAANEXUT PYKOBOOMTENAM OpraHvsauuin, 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 MPUMEHSIBLUMXCSA C TOW
Xe Lernbto cnyXebHbIX 3anncok, CnyXebHbIX MMCeM, CnyXebHbIX pacnopsKEHUN.

PacnopsikeHusi 13galoT Takke 3aMecTUTenu MNepBOro PyKOBOAWUTENS, rNaBHbIE CMeuuanucThbl,
PYKOBOOWUTENW  CTPYKTYPHbIX  MOApasfdeneHun no  onepaTMBHbIM  BOMPOCaM  XO3ANCTBEHHOM,
NPOU3BOACTBEHHOW, afMUHUCTPATUBHON aeatensHocTu. Kak npaBuno, pacnopsikeHne uMeeT orpaHUYeHHbIN
CPOK AENCTBUSA U 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, (POPMYyNUPYOLLMX pacnopsguTensHele gencteus. Ecnm HeobxoammocTb
OOBACHEHNST M3OaHWs  PacropsKeHust 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 pacnopsaauTenbHOM.

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

PacnopsigntenbHas YacTb peLleHns Ha4YMHaAeTCa C Ha3BaHWsI OpraHa, ero NpMHUMAaLLEro, U CIoBa
«PEWWJT (PEWWNIIN)», KoTOpOE nuwieTcs NponucHbIMU OykBamn. PacnopsigMTenbHas 4YacTb, Kak npaBumio,
COCTOUT U3 HECKOMbKMX MYHKTOB, B KaXXOOM W3 KOTOPbIX YKa3blBATCA MWCMONHWUTENb (OpraHu3auus,
OOMKHOCTHOE NMUO), NpeanucbiBaemMoe AeNCTBME M CPOK MCMOonHeHus. B nocnegHem nyHkTe pelleHuns
Ha3bIBalOT 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 ObINO MPUHATO.

3apaHue. CoctaBbTe YykaszaHne no OOO «[llonet» 0O cocTtaBneHun rpacmka OTMNYCKOB Ha
cneayroLnin KaneHaapHbIn rof.

MpakTnyeckoe 3aHaTue Ne 7
MeToauka coctaBneHusi u ochopmneHus
OenoBbIX Nucem
CodepixaHue:
1. NOBTOPUTb OCHOBHbIE MOHATUSA 1 NPaBua COCTaBMNEHNSI MUCEM, AaHHbIE Ha NEKLUMW.
2. MoeTOpUTL OhopMIIEHNE BNTAHKOB A5 MUCEM.
3. OopmuTb NMCbMA.

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

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

2. CocTaBbTe NUCbMO-MPETEH3MIO O 3aAepKKe NMOCTaBKN TPEX KOMMMEKTOB mebenn.

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

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

TpyooBble npaBoOTHOLWIEHUs paboTogaTensa (opraHusauumn, ydpexaeHus) u paboTHuka B
Poccunckon ®egepaunn perynmpytotesa TpygosbiM Kogekcom. Bece atanbl TpyaoBOro uMkna oT npuema Ha
paboTy HOBOrO COTpyOHUKA [OO €ro YBOMbHEHWMS noanexaT [AOKyMeHTupoBaHuio. COBOKYMHOCTb
B3aMMOCBA3aHHbIX JOKYMEHTOB, B KOTOPbIX 3adMKCMpPOBaHbl 3Tanbl TPYLOBOW AeATenbHOCTM paboTHMKa,
Ha3blBalOT oKyMeHmauyued ro Tu4HOMy cocmasy.

[oKkyMeHTaLmMio No NMYHOMY COCTaBy (NepcoHany, Kagpam) MOXHO KraccuduumMpoBaTb Ha YeTbipe
rpynnebi:

AOKYMeHTaums, CBA3aHHas C KOMMIEKTOBaHNEM NepcoHarna opraHnsauuu;
AOKYMeHTauus, CBA3aHHas ¢ MPoLEeCCOM NPOABUXEHUSA nepcoHarna no cnyxbe;
OOKYMeHTauus, CBA3aHHas C BbINONHeHMeM paboTHUKOM TpeboBaHWin TPyA0BON ANCUUNIINHDI;
OOKYMeHTauus, CBfi3aHHasi C MpeKpalleHneMm TPyOoBblX OTHOWEHWA paboTHWMKOB C
paboTtogartenem, ¢ yBONIbHEHNEM.

1. MeToauka coctaBneHus u ochopmneHusi 3aaBneHun

CodepixaHue:

1. PaccMoTpeTb NOHATUE U BUAbI 3asBNEHNNA.

2. N3yunTb npaBusia coCTaBeHMs.

3. OopmuUTb 3asiBNEHNS.

Teopemu4eckue nosicCHeHUs!

[okymeHT, cogepxalwimi npocb0y nnu npeanoXeHue OAHOro MMM HECKOSbKUX NUL, agpecoBaHHbIN
PYKOBOAMTENO UMW AOMKHOCTHOMY MLl OpraHu3aunm HasbiBaeTcsl 3asBIEHNEM.

Mo copoepaHuio 3asBNeHNSA MOTYT ObITb C/TyXK€OHbIMU W JTUYHBIMU.

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

Jlloboe 3asBneHme cocTouT M3 Creaylwux PeKkBM3WTOB: agpecart, cBefeHuns o6 agpecaHTe (B
cnyxebHom - nogpasaeneHue, cryxba), HaMMeHoBaHWe BMAa OOKYMEHTa, AaTa, TEKCT, OTMEeTKa O Hanu4um
NPUIOXEHWS, MOAMUCb, Pe30oniouUnsi, OTMETKA O COrfacoBaHUKM, OTMeTKa OO0 WCMOMHEeHWUM OOKYyMEeHTa W
HanpasBneHuu ero B geno. [JaHHble peksnantbl opopmnstotesa cornacHo FOCT P 6. 30 -2003.

3adaHue

1.CocTaBbTe 3asBrieHne ¢ Npocbbo NPUHATL Ha AOMMKHOCTL MOCHEe OKOHYaHMS BbICLLEro y4yebHoro
3aBeaeHus.

B 3asBneHumn ykasaTb: KOHKPETHYI OOIMKHOCTb U OTAen, B KOTOPOM Bbl XOoTuTe paboTtaTb; AaTy, C
koTopon xoTenu 6bl NpucTynuTb K paboTe; yyebHOe 3aBedeHWe KOTOPOe OKOHYUIU U NPUCBOEHHYIO
KBanudukaumio.

2. CocTtaBbTe 3asBreHne C NpocbOon O MpegocTaBfeHnM 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 MNPUYMHY, MO KOTOPOW HeoOXOoOAMMO W3MEeHWUTb rpadumk oThmycka W
HeJoCTalLMe PEKBUSUTHI.

5. CocTtaBbTe 3asBreHne ¢ Npocbbon 06 yBONMbHEHUN. YKaXnTe AaTy U NPUYUHY YBOJTbHEHMUS,
a TaKke HeJoCTalLMe PEKBUSUTHI.

lNosicHeHus1

Mpun BbLINOMHEHMM 3afaHUSA BCe 3asBIIEHUS NULLYTCA OTAENbHO Ha Gymare copmarta A4 oT cBoero
uveHn. Bce HepocTawwme pekBu3UTbl (Ha3BaHWe oOpraHu3auuu, daMunusa pykoBoauTens, garhbl,
BO3MOXHbIE MPUINOXKEHWSA U T.MN.) CTYAEHTbI YKa3biBalOT CAMOCTOATENbHO.

2. MeToguka coctaBneHus u opopmMmrieHus aBTobnorpacpumm, xapakTepucTuku, pesrome

CodepxaHue;

55



1.PaccmoTpeTb NOHATMS 1 BUAbI NEPEYNCIIEHHBIX JOKYMEHTOB.

2. N3yunTb npaBwusia coctaBreHns u oopmMmrieHne PeKBM3UTOB B JOKYMEHTaX.

3. OhopMUTb OOKYMEHTbI.

Teopemuy4eckue NosiCHeHust

Aemobuozpachusi He SIBNSETCH Ha CErofHsLWHWUA OeHb 06s3aTenbHbIM OOKYMeHTOM. Bomnpoc o
npenocTaBneHny Takoro JOKyMeHTa peluaeTcs pabotogatenem v nocTynawwmum Ha paboTy no B3aUMHOMY
cornacuio.

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

OCHOBHbIE PEKBU3UTBLI: Ha3BaHWE BMAa AOKYMEHTa, AaTa, TEKCT, NOANUChH.

Tekct aBTOoBUOrpacdmm HadMHaeTcsa ¢ MecTommeHus "a", nanee ykasblBaeTca - hamunus, mms,
OTYECTBO, faTa M MECTO pOXAEHWUs, CBedeHWs O poauTensx, bpaTtbax u cecTpax, cBegeHus 06
obpa3oBaHuK, NpodeccroHarnbHble HaBbIKW, OMbIT, UMELWMNECs Harpagbl, nedaTHble paboTbl, AenoBble
KadecTBa, 0CODEHHOCTM XapakTepa, CEMENHOE NOMNOXEHNE N CBEAEHUSA MPO CEMBIO.

YTobbl 3TOT JOKYMEHT Obin nonesHbiM, Heobxoanmo, 4Tobbl OH cogepxan TO, Yero HeT B OPYrnx
OOKYMEHTax, npeabsBhseMbiXx KaHAMOATOM nNpuW MNocTynfeHunm Ha paboty. Begp OGonbwas vacTb
nHdOpMaLMK, U3NoXeHHoOW B aBTobuorpadumm, daktuyeckn Oyo6nvpyeT CBeAeHUs OPYrnX OOKYMEHTOB:
obpasoBaHue, cemeiHoe MONoXeHWe, rae U B kakoe Bpems paboTan v T.4.

HekoTopble opraHusauum MOryT B peKkoMeHZaTernbHoM nopsgke (MCXOAsi M3 CBOUX WMHTEPECOB)
NpeanoXuTb COMCKaTEN0 OCBETUTbL B aBTOOMOrpacdmm NnpuymnHbl YBOMbHEHWS C NpeablayLmnx MecT paboThl,
npebbiBaHWe nog CyooM W cneactBueM, OnbIT paboTbl, MO KakMM-NMGO nNpuuMHaM He OTpPaKeHHbIN B
TPyOOBOM KHWXKe. [ononHuTenoHas, HeobasaTenbHas, camocTosTernbHas, HedopmanbHad uHdopmaums
OOJPKHa 3aHMMaTh B aBTobuorpacmm okono YeTBepTM BCEro TEKCTA.

3adaHue. CocTtaBbTe aBTOOMOrpadumto.

B pesrome cogepxutcs kpaTkaa nHgopmaums o cebe, cocTaBneHHas npeTeH4eHTOM Ha BakaHTHoe
MecTo. B Kakon-To Mepe fAaHHbI [AOKYMEHT MO3BOMSEeT PYKOBOACTBY OpraHusauun npeaBapuTenibHoO
03HaKOMUTbCHA C CoucKaTensamMm ¢ Tem, YTobbl MpU HEeNOCPeACTBEHHOM KOHTaKTe OCTaHOBWUTBLCS Ha OAHOM K3
HUX.

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

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

[data coctaBneHus pesiome - CBexas faTa MoBblaeT AOCTOBEPHOCTb 3avHTEPEeCOBaHHOCTU B
AaHHoW paboTe, cTapas JaTa MOXEeT CBMAETENbCTBOBATb O AaBHUX MOUCKax paboTbl B pa3HblX MecTax.

CneunanncTbl KagpoBbIX Cryx0 cunTatoT Haubonee NpUeMNeMon CreayroLLyo CTPYKTYpY TekcTa:

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

- OCHOBHbIE NYHblE AaHHbIE - AaTa U MeCTO PoXAeHWs, aapec, TenegoH, cemeHoe MNosoXeHue;
Lenb 06paLleHus - Ha KaKylo AOIPKHOCTb, paboTy M Ha Kakue yCrnoBus NpeTeHayeT;

Xenaemas 3apaboTHasi nnaTa;
obpa3oBaHue (B 0OpaTHOM XPOHOMOrMYecKoM nopsake)- Aatbl, y4ebHble 3aBedeHUs], NonyyYeHHas
cneumanbHOCTb Y NPUCBOEHHas KBanudukaLumus, a Takke Harpagbl, Npu3bl U 3BaHUS;

- onbIT paboTbl (B 06paTHOM XPOHOMOMMYECKOM nopsiake) - Aatbl, MecTa paboTbl, 3aHMMaemble
OOMKHOCTU, BbIMOSNHAEMblE (PYHKUMM N NpOodeCCUoHarnbHble JOCTKEHNS;

- OOnonHuUTEnbHble CBEAEHUS - [AaHHble O AOMOMHUTENbHbIX 3HAHUSX W HaBblKaX, WMMERLLMX
OTHOLLEHME K AaHHOW paboTe, BaxkHbIX hakTax buorpadmm n NnnyHbiX KayecTBax: BnageHne MHOCTPaHHbIMM
A3blkamn (cBOGOOHO, B COBEpLUEHCTBE, CO CroBapeM), BnageHve HaBblkamy paboTbl Ha KoMMbloTepe
(kenatenbHO C ykasaHMeM NporpaMMm), HanuMuve BOAWUTENbCKMX NPaB M OMbIT BOXAEHWUs, cBedeHus o6
06LLeCTBEHHOW AeATeNbHOCTM, CBEOEHUS O BOEHHOW Cnyxbe u BOMHCKUX 3BaHUSIX, Cepbe3Hble yBneveHus
Ha [ocyre, uMetloliMe OTHOLLEHME K JaHHOW paboTe M OOCTUrHYTble YCrexu, ykasaHue TOTOBHOCTM K
CBepXxypoyHon paboTe, KOMaHAMPOBKaM U CMEHE MeCTa XUTeNbCTBa, NINYHbIE XapaKTepUCTUKN (aKKypaTeH,
Tpynontobus, YecTeH, TpeboBaTeneH k cebe v Apyrum, NUaepckMe kayecTBa), CBe4eHNsA O peKoMeHaauusiX.

CTtunb HanucaHmsa pe3toMe OOMKeH oTBeYaTb creayowmm TpeboBaHnsaM:

- KPaTKOCTb - OTCYTCTBME NULLIHMX CMOB, AMNNHHbBIX, HEMOHATHBIX COKPaLLEHWUN N TEPMUHOB;

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

- UeneHanpaBrneHHOCTb - U3MOXEHWE MaBHbIX CBEASHUW, MOATBEPXKAAOLWMX NPaBo NpeTeHaoBaTh
Ha JaHHYK OOMMKHOCTb;

- YeCTHOCTb - OTCYTCTBME HEJOCTOBEPHOM MHDOPMaLUU.

MoanuceiBaeT JOKYMEHT COCTaBUTENb.

3adaHue. CocTaBuUTb OT CBOEM0 UMEHMU pe3tome (KpaTKOG mnn FIOJ'IHOG) ana npuemMa Ha pa60Ty.

Xapakmepucmuka
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JocTtaToyHO 4acTo BO3HMKaeT HeobXxoOMMOCTb MMCbMEHHO OxapakTepu3oBaTb TOr0 MWW MHOTO
coTpyaHuka. [pyvynHbl MOTyT HOCUTL BECbMa LUMPOKUA XapakTep - OT MMaHOBOW aTTecTtaumu paboTHMKOB
opraHm3aumm go obpalleHus ¢ 3anpocamMu OpraHm3aluii, BOEHKOMATOB, KOHTPOSbHbIX, CMEeACTBEHHbIX
OpraHoB.

B 3aBucMmocTM OT HasHauyeHuns OyaeT U3MEHATbCA codepxaHne, obbeM, a TakKe CpOKM
npeacTaBrneHns XxapakTepuctvku. Bce xapakTepucTvku MOXHO pasgenuTb Ha  cnegywoowme Buabl:
cnyxebHble, pekomeHOamesibHble, ammecmayuoHHble, YacmHble (QOyHKUUOHasIbHbIE).

CnyxebHasi xapakmepucmuka - Hanbornee pacnpocTpaHeHHas 1 Hanbonee yHuBepcarnbHasi doopma
xXapakTepuctuki. BblgaeTcs BO Bcex criyyasx, Korga BO3HMKAeT HeoOXOOAUMOCTb KOMMMEKCHO M B TO Xe
BpEeMsi JOCTAaTOYHO CXaTo OXapakTepn3oBaTb COTPyAHWKA. BbiBoA cocTaBnseTcs B NpOM3BONbLHON hopme U,
Kak NpaBumno, pe3loM1pyeT coaepaHme JOKYMeHTa.

PekomeHOamernbHas xapakmepucmuka WMeeT LUenbl, Kak cregyeT U3  ee  Has3BaHwus,
OTpPeKoMeHA0BaTb COTPYAHMKA OPYron opraHm3aumm (ydebHomy 3aBefeHnto). OCHOBHOE BHUMAHWE B TEKCTE
XapaKTepUCTVKN yOensieTcs packpbiTUIO TEX 3HAHUIA U HABbIKOB, a TaKke YepT XapakTepa, KOTopble UMEKT
Havbonbllee 3HadyeHve aAnsg Oyaywen [eATenbHOCTM MpeacTaBnsemoro. BbiBog xapakTtepuctuku
NoATBEPXAAeT WNW, HanpoTMB, OMpPOBEpraeT MPUrogHOCTb MPEACTaBASEMOro K TOMY WM WHOMY BuAOY
OeATENbHOCTY.

AmmecmayuoHHbIe Xxapakmepucmuku (ammecmauuu) oTnu4yarTCcs oT CNy>XeOHbIX
NEepPUOANYHOCTBIO COCTaBNEHNS U MOAYMHEHHOCTBIO coAepXaHus 3ajadyam aTTectauuun. B BbiBoge 0ObIUHO
OoTpaXkaeTcs COOTBETCTBME MPEACTABMSEMOro 3aHMMaeMOW OOSMKHOCTU, YKa3blBA€TCS BO3MOXHOCTb (M
HEBO3MOXHOCTb) BbIABWKEHUSI €r0 Ha BbICLUYH [OOJDKHOCTb (MEepeMeLLeHns Ha paBHO3HA4YHYyK), a B
OTAENbHbIX CRyYasaX - N ANS CHWKEHNUsSI B JOIDKHOCTM.

YacmHble (QyHKUUOHasnbHble, bbimoebie) xapakKmepucmuKu CriyxaT Ofs OCBELLeHUs OTAerbHbIX
CTOPOH OeATENbHOCTU COTPYAHMKA, OMUCAHUSA TEX WIU MHbIX CNOCOOHOCTEN, HaBblkOB U T.4. B BbiBOAgE
XapaKTepPUCTUKN OTpaXkaeTCsl KOHKpeTHas uUeNnb ee HanucaHuus, Hanpumep, "[Ona npoaneHus TpyaoBOro
cornaweHuns" n T.n.

[nsi nooroToBKM M COCTaBNEHMS XapakTEPUCTUKM HEOOXOOUMO UMETb LOCTATOYHY MHGOPMaLMIO O
xapaktepusyemomMm 4enoBeke. CoaepxaHue XapakTEPUCTMKM [OOSPKHO ObiTb Bceueno MoA4YMHEHO ee
HasHauyeHuo. CBefeHUss JOMKHbl ObiTb  OOBLEKTUBHLIMKW, OOCTOBEPHLIMU W MPaBAMBBLIMA U MpenenbHo
KOHKpPEeTHbIMW, HO B TO € BpeMs AdaBaTb pasBepHyToe, obuiee npeacTaBneHMe O XapakTepu3yemom.
Lndpbl (cTatnctuyeckue paHHble U T.M.) MOryT MPMBOOUTBCA B OAHOM- OBYX MPEANOXeHMAX, TaK Kak
3aTPYAHSIOT LEeNoCcTHOE BOCMNpUATUE TEKCTA.

XapakTepuctuka coctaBnseTcd Ha obuwiem 6naHke opraHudaumm nnu Ha nuctax A4 n cocTouT K3
CcnegyloWmnx peKBM3MTOB: HaAMMEHOBaHWE oOpraHu3auuu, CrpaBouvHble [daHHble 06 opraHmsaumu,
HaMMeHOBaHWe BMAa OOKYMEHTa, AaTta, TEKCT, NpunoxeHue, noganucu, neyat. O6bEM XapakTEPUCTUKN He
OOIMKEH NpeBblwaTb 0gHOro nucta. CTunb N3NoXeHUst 4OMMKeH ObiTb AENOBbIM, MOAYEPKHYTO HENTPATbHbLIM
MO OTHOLLEHUIO K XapakTepmayeMoMy. TeKCT NUIeTCcs B YyTBEPAUTENBHOM HaknoHeHun ("xapaktepuayetca”,
" cnpaBnsieTcsa"), opMyNMPOBKN B cocraratenbHOM HaKnoHeHWM ("Mor Obl") He MpUMEHSsIOTCS.

TekcT [JOmKeH MucaTbCs MPOCTBIMU MPEANOXEHUSMU C UCMONb30BaHMEM TUMOBbLIX O0OOPOTOB U
CNOBOCOYETaHUN, CTaHOAPTHOM TepMuHoMorMM, 0e3 cokpalleHun (Kpome Tex cryyaeB, rge 9370
OeNCTBUTENbHO HEODXOAMMO).

CTpykTypa TekcTa xapakTepuCTUK BO BCEX CIydasX OAMHAKOBA U COOEPXUT: KpaTKMe CBEAEHMUS O
XapakTepusyemMoM, OCHOBHOW TEKCT, BbIBOAbI.

TeKCT xapakTepUCTUKM HaYMHAETCH C yKasaHus hamunuun, MMeHM M OTYeCTBa XapakTepuyemoro
nuua, KpaTkux Ouorpaduyeckux cBegeHun O Hem ( rog poxaeHus, obpasoBaHue, CTax paboTbl B
opraHusaumm, 3aHMMaemMasi B JaHHbIA MOMEHT AOMMKHOCTb 1 T.1.).

OCHOBHOW TEKCT u3rnaraeTcsi B TakOW nocriegoBaTenbHOCTM - oblias KpaTkasi XxapakTepucTuka
OeATenbHOCTU NPeACTaBNsSeEMOro, ero OTHOLWEHUE K Nony4yeHHoMy aeny. [lanee aaetcs 6onee nogpobHas
XapaKTepucTuka BrageHus crneumanbHOCTbI0, HanmMymMe U CTeneHb pas3BUTUS NPOGECCUOHANbHBLIX 3HAHUIA 1
HaBblkOB, HanMiMe W CTeNneHb pPasBUTUS BTOPOCTEMNEHHbIX 3HAHUA W HAaBLIKOB (MO CMEXHbIM
cneumanbHOCTAM , BNaJeHue WMHOCTPaHHbIMU S3blKaMW, TEXHWMKOM WU T.M.), KpaTKMA MNepeyvyeHb OCHOBHbIX
OOCTWKEHUA W HELOCTATKOB B [AEATENbHOCTWU, MEPONpUATUS, CMocobCTBOBaBLUME POCTY (CHWXKEHWUIO)
KBanudukaumm, KpaTKMiA CoLmnanbHO-NCUXONOrMYECKUIA MOPTPET (YepThl XapakTepa, NMMYHOCTHbIE KayecTBa,
Ba)KHEWLIMEe HAKIMOHHOCTM U MHTEPEeChl), COCTOSIHUE B3aMMOOTHOLLEHUI C Konneramu no pabote, cemeriHoe
nonoXxeHve, ymeHne pabotatb B KOMaHae, OTHOLLEHME K KpUTKKE U HegocTaTkam B paboTe. B page cnyyaesB
HeobXxoOMMO YNOMSIHYTb O COCTOSIHUM 340POBbs KaHAuaaTa.

Mpn Heob6xooMMOCTM B OCHOBHOW TEKCT MOXET ObITb BKIKOYEHA M Apyrasi BaXkHast gons gaHHOW
XapakTepPUCTUKN MHGOPMaLMsa (Hanpumep, OnbiT CamMoCTOATENbHON paboThbl, NpebbiBaHMe B 3apybekHbIX
KOMaHOUPOBKax, pa3BUTUE OTAENbHbLIX KAYECTB - PYKOBOASILLMUX, OOy4atoLLmX).

OCHOBHOW TEKCT pa3meLLaeTcs Yepes UHTEPBan OT KpaTKMX CBEAEHMI O NpeacTaBnsieMoM.

BbiBoabl NpeacTaBnaiT cOOON pe3toMUPYIOLLYIO, MOOBbITOXUBAKOLLYIO YacTb TEKCTA XapakKTePUCTUKM
N BKMOYaoT B cebs 06bIMHO OHO-ABa NPeasioKeHUs C KOHKPETHBIMY pEKOMEHAALNAMM, KAacaloLMMCS, Kak
npaBuno, NepCrnekTUBHOM AEATENbLHOCTU XapakTepusyemoro.
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XapakTepucTUKy MOAMWUCLIBAIOT  cocTaBUTeNb  (Kak MpaBuio, STO  HEMOCPEeACTBEHHbI
PYKOBOAUTESb) U PYKOBOAMTENb OpraHusauun. Moanncy 3aBepsatoTcs nevatbio opraHnsaLmu.

3adaHue. CocTaBUTb OT CBOEMO MMEHUN XapaKTEPUCTUKY Ha CTapoCTy rpynnbl.
3. MeToguka coctaBneHusi U opopMneHUsa NpP1MKasoB No IMYHOMY COCTaBYy

CodepxaHue: PaccmoTpeTb:

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

2. VI3yunTb npaBuna cocTaBneHns AOKYMeHTa U 0hOpMIIEHNE PEKBUUTOB.
3. OchopmuTb Npukassbl.

Teopemu4ecKkue NosiCHeHUs1

Mpukasbl 0enaTcs Ha ABa OCHOBHbLIX BUAA: NO NEpPCoHany opraHusauum 1 no OCHOBHON
aedarenbHocTU. lNpurkasbl, CBA3aHHbIE C NepcoHanoM opraHusaunm, noapasfensatoTcs Ha ABe rpynnbl:

- Kagposble,

- 1o NIMYHOMY COCTaBy,

lMpuka3zamu no nu4yHomy cocmaey (J1.C.) ocdopmnsATCcs MpueM, YBOSNIbHEHWE COTPYOHMKOB,
nepesoA Ha Apyryto paboTy, AnvTensHble KOMaHAMPOBKN N OTMyCKa.

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

Odbopmnstotca npukassl no JI.C. Ha BHYTpPeHHUX OnaHkax nNpeanpusaTMs C  YrNoBbIM - UMK
NPOAOSbHLIM PAcnoNoXeHNEM PEKBU3UTOB.

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:

HaumeHoBaHWe npeanpusaTus, Ha3BaHWe OOKYMEHTa, AaTa, MHAEKC, MECTO COCTaBMneHus (u3gaHus),
3arosfioBOK, TEKCT, MOANWUCb, BU3a, OTMETKa 00 O3HAKOMIIEHWM, OTMETKM 00 MCMOSNIHEHUU LOKYMEHTa U
HanpasfeHnn ero B 4eno, NpuroxeHue.

3aronosok k TekcTy npukasa no J1.C. moxeT 6biTb cneagyowmm: - "O npueme Ha paboty Cepreesa
C.N.”, “O6 yBonbHeHun Cepreesa C.U.”, “O6 nameHeHun wtatoB 3AO” — ecnm peyb MOET O HECKONbKUX
COTPYOHMKaX.

TekcT npukasa [enuTca Ha KOHCTaTUPYIOLWY0 W pacnopsauTernbHylo Yactu. B nepsBon 4vacTtu
yKa3blBalOTCA NPUYMHBI U3A4aHUS Npukasa, kakne-nmbo daktbl unu cobbiTud. Mo yeMoTpeHuo pykoBoamTens
KOHCTaTMpYyloLLas 4acTb MOXET ObITb OnyLLEeHa.

PacnopsiantenbHasa 4acTb HauuHaeTcs  rnaronamu HeonpegeneHHom dopmbl: “HASHAYUYNTDL?,
“YBONUTL”, “ MNEPEBECTW”, nnbo “NMPUKA3BIBAKD”, koTopble NWWYTCA OT rpaHuubl fEBOro Mosns
NponNncHbIMK GykBamu.

Cnepytowen CTpoKow yka3sbiBaeTcs baMunusa coTpyaHuka (NponucHeiMu OykBamu), UMSA, OTYECTBO
(MONHOCTBLIO), AOMKHOCTL, CPOK U NpeaAnUcbiBaeMble AeNCTBUS.

Mpu npueme Ha paboTy yKasbiBaeTCa Oknagd, BuA npuema (NOCTOSIHHO, BPEMEHHO, C
ncnblTaTenbHbIM CPOKOM unu 6e3 Hero).

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

B cnyyae coctaBneHusi npvkasa Ha HECKOMbKUX COTPYAHMKOB OOHOBPEMEHHO, HE 3aBUCUMO OT
TOro, NPUHMMAIKOTCH OHU UINK YBOJSbHSAKOTCS, TEKCT OENUTCA Ha NYHKThI.

Kaxgbll NyHKT HymepyeTcs apabckow LMdpOW, HaydMHaeTcs C KpacHOW CTPOKM WU KacaeTcs
OoTAenbHOro coTpygHuka. lNocne kaxgoro nyHkTa, Yepe3 ABe CTpoku nuwetca “OcHoBaHue:”, B KOTOPOM
YKa3bIBalOTCHA [OOKYMEHTbl, NOCMYXMBLUME  MNPUYMHON MU34aHUA Mnpukasa (3adBrneHve, JoknagHas wunu
06bsicHUTENbHas 3anucka, unu ctates TK PO).

Mpukasel no J1.C. nognucebiBaloTCsA pykoBoauTENeM NpPeanpusiTus, BU3MPYIOTCH COTPYOHUKOM,
oTBevarLWwmm 3a paboTy ¢ nepcoHanom NpeanpusTUS (IOPUCKOHCYNbT, MHCMEKTOP OTAena Kagpos v T.M).

Mpukasbl no JI.C. gomkHbl 06BbABNATLCA paboTHMKY nog pacnucky. OH COBCTBEHHOPYYHO NULIET
HWXe nognucu pykoBoautenss u Bu3bl “C nNpMka3om O3HAKOMIEH”, HWXe CTaBUT CBOK MOAMUCH C
pacwungpoBKon U aTy O3HAKOMIEHUS.

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 oeATenbHOCTU opraHv3aumy usgatTcsa U gpyrue npukasbl No paboTte ¢ nepcoHanom: u
NOOLLPEHUNAX, O B3bICKAHUSIX, OTMYCKax W T.N.

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,
paspaboTaHbl yHUDULMPOBaHHbIE POPMbI MPMKA30B (pacnopsikeHun) : o npueme Ha paboTy (copma NeT-1),
0 nepeBoae paboTHMKa Ha apyryto paboty (dpopma Ne T-5), o npegocTtaeneHum oTnycka paboTHUKY (chopma
NeT-6), 0 NnpekpalleHn OencTBus 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. 3asBneHne meHemkepa no nepcoHany OetouvkmHon M.W. ¢ npocbbor npegocTaBuTb OTMYCK NO
yxony 3a pebeHKOM [0 OOCTUKEHUSA UM TPeX neT.

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

3. 3aseneHune arpoHoma Cemeuko C.O. 06 yBOMbHEHMM NO CODCTBEHHOMY XEMaHWK B CBA3U CO
CMEHOW MecCTa XUTenbCTBa.

4. [oknagHas 3anucka HadvanbHWKa uUexa pacTeHueBoacTBa [MweHuubiHa B.I1. 06 odepeaHom
HapyLleHMn TPYAOBOW ANCUMNINHBI TpakTopucTtom-mawmnHuctom Jebowwmpom M.A.

lNosicHeHus1

Mpu BbINONHEHUW 3afjaHus crnegyet obpaTuTb BHMMaHWe Ha OOPMIIEHME PEKBM3UTOB MNPUKa3a,
ocoboe BHMMaHWe obpaTuTb Ha OdOpMIIEHWE pacnopsiAMTENbHOM 4YacTu TeKCcTa, O Yem MAeT peyb B
TEOPETUYECKNX NOACHEHUSIX.

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

4. MeTtoauka coctaBneHusi 1 opopmMneHusi TPyA0BbIX KOHTPAKTOB

CodepixaHue:

1. PaccmoTpeTb NOHATUE TPYAOBOro A0roBopa 1 TpeboBaHNs K HeMY.

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

Teopemuy4eckue NosiCHeHus!

3aknioyeHne TpyAoBOro poroBopa Mexay paboTHUMKOM U paboTtogateneM  siBNseTcs
obsasatenbHbiM (cT. 16 TK P®).

CtopoHamu TpygoBOro gorosopa sBnsitoTcsl pabortogatens n paboTHuk. PaboTogatenem moxeTt
BbICTyNnatb nwoboe npeanpusaTue, Hes3aBUCUMO OT (OpPMbl COBCTBEHHOCTUM, a Takke rpaxgaHe, T.e.
dusnyeckme nuua. PaboOTHUKOM MOXET SBMASATbLCA TONbKO (PU3NYECKoe nuLo, BCTyNuBLLEE B TPYAOBbIE
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 gocTurmmn 16-neTHero Bo3pacTta, HO TOMbKO B Clyvae, ecnu 3Ta paboTa He
npuMHeceT Bpeda WX 340pOBbl0 M He ByaeT HapywaTb npouecca obyveHusa. Takke ans atoro Tpebyertcs
cornacue OfHoOro U3 poauTenen (onekyHa unu nonevnTens).

Y  HecoBepLUEHHOMETHUX pabOoTHMKOB CyLECTBYOT Kak OMNpedereHHble nNbrotbl  (CT.CT.
69,70,122,266,267 TK P®) Tak 1 pag 3anpeToB (CT. CT. 244, 265,268,282 TK P®).

He moryT ObITb cybbekTaMu TPYLOBOro npaBa HegeecnocobHble rpaxaaHe. CneagyeT yuuTbiBaTb,
YTO HeeeCcnoCcoBHOCTb rpaxaaHnHa ycTaHaBnMBaeTCs CyAOM.

YHudmuuposaHHon opMbl TPyAOBOro AOroBopa He cyllecTByeT. 3akoH ycTaHaBnusaeT psf
TpeboBaHWiA, KOTOpble HEOOXOAMMO YYUTbIBaTb NMPU COCTaBEHUM U OOPMIIEHNM TPYOOBOro [[OroBopa.
[oroBop 3akni4yaeTcsa B MUCbMEHHOW bopme, COCTaBMnsSeTCs B 2  3K3eMMnsipax, KaXabli U3 KOTOPbIX
nognucbiBaeTcst ctopoHamu. OauH ak3emnnsp nepegaeTcsa paboTHWKY, APYro xpaHuTcsa y pabotogaTtens
(ct. 67 TK P®). Co cTopoHbl paboTHMKa TpydoBOW [OrOBOP MNOAMMCHIBAETCA UM CaMOCTOSTENBHO, CO
CTOPOHbI OpraHn3aLumn - ynorHOMOYEHHbIM NIULLOM, HadeNeHHbIM NMPaBOM 3aknioyaTbh TPyOoBble OOrOBOpbI
(cT. 20 TK P®).

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

TpynoBble 4OroBOpbI MOTYT 3aKNKOYaTLCS:

- Ha HeonpeaeneHHbIN CPOK,

- Ha onpeaereHHbIN CPoK He bonee NATK NeT (CPOYHbIA TPYLOBOM LOTOBOP).

B TpyooBom goroBope mMoryT npegycMaTpuBaTbCs YCIOBUS:

- 06 ucnbiTaHuu,

- HepasrnalwleHuu rocygapCcTBeHHON, CIy>XeOHOM UM KOMMEPYECKOW TalHbI,

- obs3aHHOCTM paboTHUKa oTpaboTaTb nocne obyvyeHWst He MeHee ONpeaeneHHOro cpoka (ecnu
06yyeHne npousBoauIiock 3a cHeT paboToaartens),

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

Ycnosusa goroBopa MoryT 6biTb MI3MEHEHbI TONBKO MO COrNalleHno CTOPOH Y B NMUCbMEHHOW hopMme.
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[oroBop BCTynaeT B CUIy CO OHS €ro nognucaHus paboTHMKOM 1 paboTogartenem.

Tpydosoli 002080p OOMKEH UMEThL: HAUMEHOBaHWE OpraHu3aLm1, HauMeHoBaHWe BUAa OOKYMEHTa,
AaTty, Homep, MecTo COCTaBIEeHUst, TEKCT, noanucu paboTtogartens n paboTHuka, neyatb.

[aton goroBopa siBNseTcs gata ero nognncaHnus CTOpoHaMu.

B TekcTe ykasbiBaeTcs: HaumeHoBaHue paboTtogaTens, amunns, UMsl, OT4eCTBO paboTHMKA, MECTO
paboTbl, JaTa Havana paboTbl, JOMKHOCTb, KBanudgukauns, BU4 OOroBopa, UCMbITaTeNbHbIN CPOK, Npasa v
0bsi3aHHOCTN paboTHMKa, NpaBa u 06s3aHHOCTM paboTofaTens, XapakTepuCcTUKU YCNOBUIA Tpyada, PeXum
Tpy4a U oTAbIXa, KOMNEHcaumMm 1 NbroTel paboTHUKY, YCroBMS onnaThl TPyAa, BUAbI U YCIOBMS CoLManbHOro
CTpaxoBaHus, Apyrne ycroBus.

Tpynosble 4OroBOpbI:

- odopmnsoTCa Ha GnaHke goroBopa UnNu Ha CTaHAapTHbIX nucTax A4;

- BKIHOYAOTCH B COCTaB fMYHbIX Aen paboTHUKOB;

- dopMupyloTCca B OoTAENbHOE Aeno no andasuty hamunmin paboTHMKOB (ECNY NUYHbIE Aena He
3aBoadATcs);

- XpaHsaTca 75 ner.

3apaHue.
1. PaccmoTpeTb oTaenbHble ctatbn TpyaoBoro kogekca Po.
2. MNogpo6bHO 03HAKOMUTLCS € NpMMepamMy 0POpPMIIEHMS TPy4OBOro A0roBopa.

CamonogrotoBka O0y4atoWMXCsi K NPAKTUYECKUM 3aHSATUSIM OCYLLECTBIsieTCS B BMAE MOBTOPEHUS
(paccmoTpeHus) TeopeTudeckoro maTepuana, npasBun opOpMIIEHNs OOKYMEHTOB, a TakkKe BbIMOSIHEHMS
3ag0aHMiA MO anropuTMy, 3adaHHOMY Ha MpaKTMYECKOM 3aHsATMM, MOATrOTOBKM MO BOMpocam Arns
camonpoBepku. Nepen NpakTUYECKM 3aHATUEM CRedyeT M3YYUTb KOHCMEKT NEKUUU U PEKOMEHOOBaHHYO
npenogaeaTtenem nutepatypy, obpallas BHUMaHWE Ha NpakTUYecKkoe NPUMEHEHNE TEOPUM U HA MEeToaUKY
0ohopMIEHNST JOKYMEHTOB. Ha npakTu4yeckoM 3aHSTUM rMaBHOE — YSICHWUTb CBA3b BbINOSHAEMbIX 3a4aHui ¢
TEOPETUYECKMMM NOSOKEHUSMMN.

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 o6pazomMm oPOPMNEHHbIA IKIEMNISAP AOKYMEHTA,

COCTaBNEeHHbIN B NepBbIN pa3

2. V13 Kaknx YyacTten coCTOUT «MOCTaHOBNEHNEN» ?

a) KOHCTaTUpYIOLLLEN N NOCTaHaBNMBaloLLENn:
b) KOHCTaTMpYOLLEN U pacnopsanTenbHON;
C) nocTaHasnmBaLLen 1 pacnopsaanTensHON.

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) BBeZEHWe, MOCTaHaBNUBAIOLLYIO U KOHCTaTUPYHOLLYIO YacTy;
c) BBEeAEHNE U BbIBOAbI.

5. Kakne JOKyMeHTbI MCMOMb3yTCa 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;
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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) obbAcCHUTENbHAsA 3anuncka;
b) NOCTaHOBIEHUE;

C) NHCTPYKUUS;

d) NMCbLMO

9. Kakon 13 aTux AOOKYMEHTOB He OTHOCUTCA K OpraHnM3aumMOHHbIM OOKYMEHTaM:

a) NHCTPYKLNS;

b) NOCTaHOBIIEHUE;
c) ycTas;

d) nonoxeHve

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

a) OOKYMEHTUpOBaHue
b) [enonpon3BoacTBO
C) OOKyMeHToobopoT

d) dyHKUMa cnyx6 JOY
e) NPSAMOTOYHOCTb

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

a) OpraHn3auMoHHbIM JOKYMEeHTaMm
b) CNpaBOYHO-MH(POPMALMOHHBLIM JOKYMEHTaM
C) pacnopsanTenbHbIM JOKYMEHTam
d) BHELUHNM JOKYMEHTam
12. Kak xpaHsiTca npmkasbl MO IMYHOMY COCTaBy?
a) BMeCTe C APYrMMU KagpoBbIMN JOKYMEHTaMu
b) B NNYHOM Aene CoTpyaHuKa
C) rpynnmpytoTcsa B OTAeNbHOE Aeno
d) Ha pyKax y coTpyaHuKa

13. Ha koro 3aBoguntcsa nn4yHoe geno?

a) Ha pykoBoauTernen n oTBETCTBEHHbIX UCMOMNHUTENEN
b) Ha Kaxgoro paboTHMKa

c) Ha HapyLiMTenen TpyaoBON AUCLUMNMUHGI

d) Ha KIMEeHTOB PUPMbI

e) Mo YCMOTPEHWI0 agMUHUCTPpaLMn NpeanpuaTns

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

a) COBCTBEHHUKY NpeanpusaTms

b) pyKOBOAUTEMO NpeanpuaTus
C) B OTAenN kagpos

d) HayanbHWKY OTAena Kagpos

e) HayanbHWKy nogpasgeneHnst

15. Kakne pekBu3uTbl BkItovaeT aBTobmorpadms?

a) Ha3BaHWe BMAa OOKYMeHTa, TeKCT, AaTta, NoAnuch
b) TEeKCT, AaTa, noanuch, nevyaTb

c) Ha3BaHWe BMAa OOKyMeHTa, gata, PO aBTopa
d) NnoYTOBLIN agpec, Aata, Noanuchb

16. Pasnuyatot TPU NOTOKa AOKYyMEeHTauun Ha npeanpuatumn:

a) BXOASLLINE, UCXOLALLME U BHYTPEHHUE AOKYMEHTHI
b) LeHTpann3oBaHHbIN, AeLeHTpanM3oBaHHbIA 1 CMELLAaHHbIN
c) roToBsiLLMECH, YyTBEPKAAEMbIE U OTNPaBsieMble JOKYMEHTbI
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d) OpraHn3aunoHHble, (OMHAHCOBbIE M CHabXXeHYeCKne JOKYMEHTbI

17. 3anucb cBegeHun o AOKYyMEeHTe C nocneayrumm npoctaBrieHnemMm nHaekca n gatbl — 310

a) cucTeMaTmsaums
b) perncrpaumsi

C) apxvMBMpoBaHue
d) KaTtanormsauus

18. HomeHknatypa gen - 370 ...

a) nepeyveHb 3arofioBKOB A€ef U CPOKOB NX XPaHEHWUs
b) CMMCOK BCEX AeN, UMEIOLLMXCHA Ha Npeanpusitum
c) nepeveHb gen Ans nepeaayn B apxus

d) CMMCOK 0COB0 BaXHbIX JOKYMEHTOB

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

a) NPOBEPSATb COXPAHHOCTb AOKYMEHTOB B NoApa3sfeneHusx
b) OLeHMBaTb CTENEHb CEKPETHOCTM JOKYMEHTOB

C) NpOBEPSITb MPABUNBHOCTL COCTaBINEHUS JOKYMEHTOB

d) NPOBOANTL IKCMEPTU3Y LLEHHOCTM OOKYMEHTOB

e) KOHTpPONMpOBaTb UCMOSIHEHNE JOKYMEHTOB

f) NpoBepsiTb NPaBUIIbHOCTb COCTaBIEHUS LOKYMEHTOB

20. HopmaTtunBHbIN AOKYMEHT, yCTaHaBNMBaLWNA eAnHble TpeboBaHMSA K JOKYMEHTUPOBAHWIO
ynpaBfieH4YeCcKon AeATeNbHOCTM U opraHusauny paboTbl C JOKYMEHTaMW:

a) YHudunymnpoBaHHas cuctema gokymeHtauum (YCL)
b) FOCT

C) MHCTpyKUMs No O4enonpon3BOACTBY

d) rcgoy

e) [omKHOCTHaa MHCTPYKUUS

21. YcTtaHoBneHve eguHoobpasms coctasa 1 hopM yrnpaBneHYeCcknX JOKYMEHTOB, (DUKCUPYHOLLINX
OCYLLEeCTBMNEHNE OOHOTUMHBIX YNpaBreHYeckux yHKLUUA 1 3a4a4 HasbiBaeTCcs

a) CraHpapTtumsaumen
b) YHudmkaumen

c) [okymeHTaunemn
d) Knaccudumkaumen
e) TUnmusaumen

22. K kakom rpynne JOKYMEHTOB OTHOCATCHA peknamMHble 06bsiBNeHns, 0630pbl, rpadukm, CNnMckn?

a) K pacrnopsautenbHbIM JOKYMEHTaM

b) K OpraHu3aLMoHHbIM JOKYMEHTaM

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

e) K TMYHbIM JOKYMEHTaMm

23. Kakvne gOoKyMeHTbl Ha3blBaloTCs UHOPMAaLMOHHO-CNPaBOYHbLIMU?
a) OOKYMEHTbI, pernaMeHTUpyowmne CTpykTypy, 3agadn, dyHKLMK
npeanpusiTUs, opraHusauuo ero paboTel, Npaea, 06493aHHOCTM U OTBETCTBEHHOCTb
pykoBoauUTENen N cneunanncTos

b) JOKYMEHTbI, XapakTepu3ayloLLime TpYaoBble OTHOLIEHNUS MexXay
npeanpusaTUem 1 paboTHMUKOM

)] [OKYMEHTbI, cogepallue MHopMaLuio 0 dakTUYeCcKoM NoNoXeHUn aer,
criy)kallime OCHOBaHWEM ANS NMPUHSATUS PeLLEHWiA, U3AaHUS pacropsanTerbHbIX JOKYMEHTOB

d) JOKYMEHTbI, O0palLeHHble K HUXKECTOSILLMM OpraHu3aumsiM, rpynnam unm
OTAENbHbIM NULam

e) JOKYMEHTbI, OTpakaloLye JoroBOpPHbIe OTHOLLEHUSI MEXAY NpeanpuaTusiMm

24. B kakoM JOKYMEHTe 3aKpenneHbl JOMMKHOCTM U YUCTIEHHbIN COCTaB NpeanpuaTna ¢ ykasaHmem
doHaa 3apaboTHOM NnaTbI?

a) B LUTATHOM pacnucaHuu

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

d) B AOMKHOCTHOW NMHCTPYKLUUK
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e) B yCTaBe npeanpusaTtms

25. Kak HasbiBaeTCcsl 4OKYMEHT, (OMKCUPYHOLLMIA CornatleHne CTOpoH 06 yCcTaHOBNEHMUN TPYAOBbIX
OTHOLLIEHWIA U PETYNUPYIOLLIA UX?

a) TPyOooOBask KHUXKKa

b) KOAEKC 3aKOHOB O Tpyae

c) npukas no NMYHOMY COCTaBy
d) TPYAOBOW KOHTPAKT (AOroBop)
e) OOIMKHOCTHAsA UHCTPYKUNS

MNnaHoBas npoueaypa TeCTUpoBaHUA
TecTupoBaHue ocyllecTBNAeTCS No BCceM TemMaM W pasgenaMm AUCUMNNWUHBL, BKYasa TeMmbl,
BbIHOCMMbIE HA CaMOCTOATENbHOE U3YYeHue.
lMpoueoypa TecTupoBaHMA OrpaHuM4eHa BO BpeMEeHW U npegnonaraeT  MakcumarbHoe
COCpefoTOYEeHNE Ha BbIMOMHEHUN TeCTa, cofepKallero HeCKObKO TeCTOBbIX 3a4aHuUN.
TecTupoBaHue NMpPoOBOAMTCA B NUCbMEHHOW ¢hopme (Ha BymaxHoM HocuTene). TecT BkM4YaeT B
cebs 15 BonpocoB. Bpemsi, 0oTBOAMMOE Ha BbINOSIHEHNE TECTa - 15 MUHYT.

O6pa3sey 6naHKa A4NA UTOroBOro TeCTUpPoOBaHUA

NMPUMEP TECTOBOIO 3A0AHUA
Obpaszey

depepanbHOe rocygapcTBeHHoe OlomkeTHOE obpa3oBaTenbHOE yupexaeHme Boicliero obpasoBaHus
«OMCKuMIn rocyaapCTBEHHbIN arpapHbi yHMBepcuteT uMmenun MN.A. CtonbinnHa»
Kadenpa meHemKMeHTa M MapkeTuHra

UToroBoe TectupoBaHue nNo gucumnianHe
«B1.B.12 [lokyMmeHTUpOBaHMe ynpaBreH4Y€CKON OeATENbHOCTU»
AnA o6y4arowmnxca No HanpasneHuo
38.03.02 MeHeaXXMEHT

(ol [e] rpynna
HOaTa

1. Kakon JOKyMEeHT aBnseTcst NOASTMHHUKOM?

d) KOMus JOKYMEHTa;
e) OOKYMEHT, coaepalumi dpakcumune;
f) NOANUCAHHbIN U Hagnexawum obpa3om oPOPMIIEHHbIN IK3EMNNAP AOKYMEHTA,

COCTaBJIEHHbIN B NEPBbIV pas

2. V13 Kaknx 4yacTten coCToUT «NMOCTaHOBNEeHne»?

d) KOHCTaTupyloLen n noctaHasnmBaroLLen:
e) KOHCTaTUpPYIOLLLEN 1 pacnopsanTenbHOM;
f) nocTaHasnmBaLLen 1 pacnopsaanTensHON.

3. Kakon cpok xpaHeHUs AOKYMEHTOB MO JIMYHOMY COCTaBy?

d) 10 ner;

e) 25 ner;

f) 75 ner.

4. Ha kakme YacTu MOXHO pa3fefiuTb TEKCT akToB?

d) BBeEHME, KOHCTATMPYHOLLYIO YacTb U BbIBOAbI;

e) BBeEHME, MOCTAHABINUBAIOLLYIO M KOHCTATUPYIOLLYHO YacTy;
f) BBEeLEHME 1 BbIBOAbI.

5. Kakne JoKkyMeHTbI MCMONb3YHTCS ANs1 OKYMEHTMPOBaHUS  UH(OPMAaLMOHHO-CMPaBOYHbIX

MaTepuanoB?
d) nncbma, TenerpaMmmel, akTbl, peknamMawmy;
e) cnpaBku, 4oKNnaaHble U 00bsICHUTENbHbIE 3aMUCKK, akThbl, MMCbMa, Tenerpammel;
f) cnpaBKku, NpUKasbl, PaCMopPsKEHUS.
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6. K kakum JOKymMeHTam OTHOCUTCH ycTaB?

e) OpraHu3aumMoHHbIM;

f) pacnopsanTenbHbIM;

Q) CMpPaBOYHbIM.

h)

7. B kakmx gOKyMeHTax HeobXxoauM PeKBU3NT «MNevyaTby:
e) npukas;

f) ycTasB;

0) crpaBska;

h) yKkasaHue

8. Kakow n3 atnx JOKyMEeHTOB OTHOCUTCS K pacnopsiAMTenbHbIM JOKYMEHTaM:

e) 00BbACHUTENBbHAA 3anncka;
f) NMOCTaHOBIIEHUE;

Q) NHCTPYKLNS;

h) NMCbLMO

9. Kakon 13 atux AOOKYMEHTOB HEe OTHOCUTCA K OpraHn3aumoOHHbIM JOKYMEHTaM:

e) WHCTPYKLUUS;

f) NMOCTaHOBIIEHHE;
) ycTas;

h) nonoxeHve

10. OBwmxeHune AOOKYMEHTOB Ha npeanpuaTtim ¢ MOMEeHTa X Co3gaHunAa unmn nony4yeHmnda 4o OKOH4YaHusA
McnonHeHusA, oTnpaBkn U caa4vn B apxme - 37O ...

f) OOKYMEHTUpoOBaHme
9) 0enonpon3BoACTBO
h) OOKymeHToobopoT

i) dyHKUMa cnyx6 JOY
)] NPSIMOTOYHOCTb

11. AKkTbl, NMMCbMa, dhaKChbl, AOKMAAHbIE 3aMUCKN OTHOCATCS K...

e) OpraHu3auMoHHbIM JOKYMEeHTaMm
f) CMpaBoOYHO-MHOPMALIMOHHBIM JOKYMEHTaM
9) pacnopsanTenbHbIM JOKYMEHTam
h) BHELUHUM JOKYMEHTam
12. Kak xpaHATca npukasbl No IMYHOMY cocTaBy?
e) BMecCTe C APYrMMM KagpoBbIMU JOKYMEHTaMm
f) B NMNYHOM Aene CoTpyaHuka
9) rpynnmpytoTcsa B OTAeNbHOE Aeno
h) Ha pyKax y coTpyaHuKa

13. Ha koro 3aBoguTcs nnyHoe aeno?

f) Ha pykoBoguTenemn u OTBETCTBEHHbIX NCMONHUTENEN
9) Ha kaxkgoro paboTHuKa

h) Ha HapyLwimTenen TpygoBon ANCUUNIUHBI

i) Ha KNMeHToB hUpMbl

)i Mo YCMOTPEHMWIO aAMUHUCTpaLMKN NPeanpuaTms

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

f) COBCTBEHHUKY NpeanpusaTms

9) pyKoOBOAMUTENIO NPeanpuUATUS
h) B OTOen Kagpos

i) HavYanbHWKY oTaena Kagpos

)] HavanbHWKY noapasaeneHus

15. Kakne pekBu3uTbl BKItovaeT aBTobmorpadms?

e) Ha3BaHWe BMAa AOKYMEHTa, TEKCT, AaTa, NOANUCh
f) TEeKCT, AaTa, NoAnucb, nevyaTb

0) Ha3BaHWe BMAa OOKyMeHTa, aata, PUNO aBTOpa
h) NoYTOBLIN agpec, gata, Noanunchb

Kputepuu oueHku
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OTBETOB Ha TeCTOBbLIE BOMNPOCHI

- OueHKa «OTITMYHOY», ECNN KONMYECTBO NpaBuIibHbIX 0TBETOB OT 81-100%.

- OueHKa «X0pOoLLIOY», eCNN KONMYECTBO NpaBUIbHbIX OTBETOB OT 71-80%.

- OueHKa «ya0BMNeTBOPUTESIBHOY, ECITU KONMMYECTBO NpaBuUIibHbIX OTBETOB OT 61-70%.

- OueHKa «HeydoBEeTBOPUTENBHOY, ECINN KONMMYECTBO NpaBuUIlbHbIX OTBETOB MeHee 60%.

3.4 CPEACTBA ANnA NPOMEXYTOYHOU ATTECTALMU MO UTOrAM U3YYEHUSA OUCLUNNUHBI

BOMPOChHI

Ons NpoBeAeHNA UTOrOBOIro KOHTPOJIs (3ayeTa)

MoHsATME OOKYMEHTaLMOHHOIo obecneyeHns ynpaBneHus.
OTanbl pa3BuUTUA 0TEYECTBEHHOIO AENOonpoM3BoACTBa.
HopmatueHas 6a3a goKymeHTaunoHHoro obecneveHms.

npOLl,eCCbI yHI/Id.)I/IKaLLI/II/I M CtaHgapTu3aunm B LOKyMEHTaLNOHHOM obecneyeHnn ynpasneHun4a.

OpraH13aumoHHO-NPaBoBast AOKYMEHTaUMs - OCHOBHbIE PEKBU3UTLI OCPOPMIIEHUS.
PacnopsaauTenbHas JOKyMeHTaLMsi, OCHOBHbIE PEKBU3UTLI 0CPOPMIIEHUS.
NHdopMaLmnoHHO-crpaBoYHasi AOKYMEHTaLMsSl, OCHOBHbIE PEKBU3UTLI 0DOPMITEHNS.
Buabl nnuceM, OCHOBHbIE PEKBU3UTLI M NpaBuna oopMIIEHNS.

J[lokymeHTO060pOT NpeanpuATUiA, ero atanbl 1 0COGEHHOCTU.

obpaboTka, npeOBapuTeNbHOE  PacCMOTPEHWE U

WNHdopmaumnoHHo-cnpaBoyHas paboTa ¢ AOKyMEHTamMm.
OpraHusaumsa paboTbl C SJOKYMEeHTamu, CoaepXKalliMMm KOHaeHUnanoeHble CBEAEHNS.

1.

2.

3.

4.  Knaccuduvkauns JOKYMEHTOB.

5.

6. CocTaB pekBM3NTOB JOKYMEHTOB.

7.

8.

9.

10.

11.

12. Tpuem wn nepBuYHas
pacnpeneneHnefoKyMeHTOB.

13.

14.

15.

Pabota ¢ nucbmamu 1 obpalleHnamn rpaxagaH.

HopmaTuBHasa 6asa npoBeaeHus

npome)KyTquoﬁ aTtTecTauum no pesynbrtartamMm U3y4eHUA OUCUUNITNHDBI.

1) pencreyoee

«[lonoxeHne o TeKyweM KOHTposne YycneBaeMoCTu,

NMPOMEXYTOYHOM aTTecTaumm

obyvarowmxcss No nporpammam BbicLiero obpasoBaHus (6akanaBpwuar, crneuuanuTeT, marucrTpartypa) u
cpegHero npodeccuoHansHoro obpasosanusa B Pro0OY BO Omckuin FTAY»

OCHOBHbIe XapakKTepucTukun

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

Llenb npomexyToyHoMn
aTTrecTaumm -

yCTaHOBIeHMEe YPOBHS AOCTWKEHUS KaXabIM 00yYatowmMcs Lenen
1 3aga4y o6y4eHns No AaHHON AUCUMNIIMHE, U3NOXKEHHbIM B N.2.2
HacTosLlel nporpammsi

dopma NPOMEXYTOYHOMN
arTecTaumm -

3aveT

MecTto npouenypbl NosyyeHUs
3a4éTta B rpachmke y4yeOGHOro
npouecca

1) yyactne obydaroLerocs B npoueaype nofnyyeHms savérta
OCYLLECTBMAETCH 3a CYET y4eBOHOro BpeMeHU (TPySOEMKOCTH),
OTBEAEHHOrO Ha U3yveHvne ANCLMNIWHBI

2) npoueaypa nposoautca B pamkax BAPO, Ha nocnegHen Hepgene
cemecTpa

OCHOBHbI€e YCINOBUs NoNy4YeHust
oGyyalowmmcs 3auéra:

1) obyvatowmmncsa BbINONHWN BCe BUAbI y4ebHOM paboThl (BkIoYas
CaMOCTOATENbHYH) 1 oTYMTanNcs 06 ux BbIMOSTHEHUN B CPOKM,
yCTaHOBMEHHbIe rpadnkom y4ebHOro npowecca no ANCUMUMIIMHE;
2) nonoxuTenbHasa OueHKa Nno pesynbTaTtam UTOroBOro
TECTUPOBaHWS

Mpoueaypa nony4veHus 3ayéTa -

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

MpencTaBneHbl B POHAE OLLEHOYHbIX CPEACTB N0 AaHHOW y4ebHOoN
avcuunnuHe (cm. — MNMpunoxeHue 9)

NNAHOBAA NMPOLUELNYPA
npoBeAeHus 3a4yeTa

OcHoBHbIe ycri08Us NMOSTy4YeHUs 3a4ema:
- 100% nocelleHne NeKUUN U NPaKTUYECKMUX 3aHATUN
- NONOXUTENbHbIE Pe3yrnbTaTbl MPU NPOXOXAEHNE TECTUPOBAHUSA
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- NOArOTOBIEHHOCTb NO TEMaM, BbIHECEHHBIM HA CaMOCTOATENIbHOE U3yYeHne

- yCnewHoe BbINOMTHEHWE UHOUBMAYAIbHOIO 3a4aHus

- NONOXNTENbHAas OLeHKa No pe3yrbTaTam UTOFOBOro TECTUPOBAHUS

MNnaHoBas npoueaypa nonyyeHus 3a4éTa:

1) CTygeHT npeabsaBnsieT npenogaBaTentio MHANBMAyanbHOe 3agaHune

2) lNpenogaBaTenb npocMaTpuBaeT MNpeAcTaBfieHHble MaTepuanbl U 3anucu B XXypHane y4déTta
noceLlaeMoCcT U yCneBaeMoCTM CTYAEHTOB, BbICTABNEHHbIE paHee CTYAEHTY OLLeHKM MO UToram TeKYyLLEero u
NMTOrOBOrO TECTUPOBAHWUI, NPAKTUYECKNX 3aHATUNA.

3) MNpenogaBaTtenb BbICTAaBNAET OLEHKY B 3K3aMEHALMOHHYH0 BEAOMOCTb M B 3a4YETHYIO KHUXKKY
CTyAdeHTa.

PesynbTaTthl 3a4eTa onpeaensoT OLeHKaMU «3a4TEeHO», «HE 3a4TEHOY.

«3auTeHO» - CTYAEHT BbINONHUI Bce TpeboBaHUsA 1 yCnoBus NonyvyeHus 3ayeTa.

«He 3auyTeHo» - CTyAeHT He BbIMOSHUIT BCe, NMOO Kakoe-TO OAHO M3 TpebGoBaHWMIA UMK YCITOBUW
nony4eHus 3adeTa.
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NPUNOXEHUE 1
®dopma TUTYNLHOro NMcTa MHAMBMAYanbLHOro 3afgaHusA

depgepanbHOe rocygapcTBeHHoe BloaxkeTHOe obpasoBaTernbHOE yupexaeHue Boicllero obpasoBaHus
«OMCKMIn rocyaapCTBEHHbIN arpapHbIi yHuBepcuteT umenn MN.A. CtonbinuHa»

OKoHOMMYecKun hakynbTeT

Kadhenpa meHepxmeHTa n MapKeTuHra

HanpaesneHune — 38.03.02 MeHep)XMeHT

NHomBmayanbHoe 3agaHune
no ANCUUNINHe

B1.B.12 [JokymMeHTupoOBaHMue ynpaBreH4YeCKON AeATeNIbHOCTHU

Ha Temy:

BbinonHun(a): cT. rpynnbl

®no

MMpoBepun(a): y4y. cmeneHb, O0MKHOCMb

®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 [lokyMeHTUpOBaHMe ynpaBreH4YeCKON 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 OlMOr
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 OGOCHOBaHlf'e
n/n N3MeHEeHWM
1
2
3
4
5
6
7
8
9
10
11
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