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BBEOAEHUE

1. Hactoduwee wusgaHve SBNSETCH OCHOBHbIM  OpraHM3aLMOHHO-MeTOAUYECKUM  [JOKYMEHTOM
y4yebHO-MeToAMYECKOrO  KOMMekca Nno  AWCUMNIIMHE B COCTaBe OCHOBHOW  MpodheccuoHanbHon
obpasoBaTtenbHOM nporpaMmMbl  Bbicero obpasoBaHus (OMNOIM BO). OHo npegHasHavyeHo cTaTb
MEeTOAMYECKON OCHOBOW NO OCBOEHUIO AaHHOW OUCLMMITUHDI.

2. CopepxaTtenbHOM OCHOBOM AN pa3paboTku HacTOAWMX METOAMYECKMX YKasaHWA Mnocnyxuna
Paboyasi nporpammMa guUCLMNINHbLI, YTBEPXXAEHHAs B YCTAHOBIIEHHOM MOpsiaKe.

3. MeToanyeckme acnekTbl pas3BuTbl B y4eOHO-METOAMYECKON NUTepaType M ApyrMx paspaboTkax,
Bxoadawmx B coctaB YMK no gaHHon gucumnnunHe.

4. [octyn obyvalolmxcs K 3reKTPOHHOM Bepcun MeToanyecknx ykasaHui Mo  U3YYeHWHo
ONCUMNIMHBLI, obecneyeH B MHGOpMaLMOHHO-06pa3oBaTenbHON cpeae yHMBepcuTeTa.

Mpn 3TOM B SMNEKTPOHHYID BEPCUMIO MOMyT ObiTb BHECEHbLI TEKyliMe W3MEHEHWUs U LOMOSHEHUs,
HanpaBfieHHblE Ha NOBbILIEHNE Ka4YeCTBa HAaCTOSALLMX METOANYECKMX YKa3aHWUN.

YBaxaemble obyuatomecs!

MpucTtynas k M3y4eHuto HoBow Ans Bac yyeBHoW AMCLMNAUHBLI, HAYHUTE C BOYMYMBOrO MPOYTEHUS
pa3paboTaHHbIX Ans Bac kadeppon cneumanbHbiX METOAMYECKMX YyKasaHWA. JTO NoMoxeT Bam BoBpeMs
MOHATb M NPaBUITbHO OLEHNTL ee porlb B Baliem ob6pasoBaHun.

O3HaKOMMBLUUCH C OpraHM3aumMoHHbIMKM TpeboBaHMAMK kKadeapbl MO 3TOW AUCUUMIMHE U CON3MEPUB
C HUMK cBoM cunbl, Bbl cMOXeTe caenatbh 0CO3HaHHLIA BbIOOP COOCTBEHHONM TaKTUKU U cTpaTernn y4yebHom
AesaTenbHoCcTH, ybepedb camux cebs oT HepasyMHbIX pPeLIEeHUA MO OTHOLLEHMWIO K HEW B Havare cemecTtpa, a
He Torga, Korga yXe CTaHeT no3gHo. Mcnonb3ya 3Tu ykasaHus, Bbl 6€3 JOonOnHUTENbHBLIX OCNOXHEHWUI
nogongeTe K NPOMEXYyTOYHOM aTTecTaummn No 3Ton AucumnimMHe. YCnewHoCcTb aTTecTalmm 3aBncuT, npexae
Bcero, ot Bac. Ee 3anor — putMmudHas, uUeneHanpaBreHHas, BaymMyumBasi yyebHasa paboTta, B Lenax
obecneyeHnsa KOTOpon 1 paspaboTaHbl 3T METOANYECKUE YKa3aHWS.



1. MecTto yqe6H017| AUCUuUMniiMHbl B NOAroToBKe BbiNyCKHUKA

YuyebHaa pgucumnnunHa oTHocuTca K gucumnnuHam  OTOIN yHuMBepcuteTa, COCTaB KOTOPbIX
onpegensieTcs By3oM v TpebosaHuamu ®IroC.

Uenb ducyunnuhbl - 3akpenneHne u yrnybneHve TeopeTMHecKOM MOAroTOBKM OByvaroLmxcs,
npuobpeTeHne yMeHUIN 1 HaBbIKOB B 00MacTn AOKYMEHTMPOBAHUS yrpaBneHYeckon esaTenbHOCTH

B xo00e oceoeHust ducyurnyiuHbl 06yYaroujulicsi OOJKeH:

enadems:

- HaBblkaMW OCYOPMIIEHMS U COCTaBNEHMSA OOKYMEHTauUW MpeanpusitTus ¢ Lenbio OCyLLLeCTBEHWS
3 hEKTMBHOrO B3aMOAENCTBUSA C COTPYOHUKAMMU;

- MNPaKkTU4eCKMMW HaBblkaMW BedeHUst [OEernoBOW Mepenuckn, OodOPMIEHNS U  COCTaBreHus
yrnpaBneH4Yecknx 4OKYMEHTOB, opmumanbHbIX U HeoMUManbHbIX MMCEM Ha rOCY4apCTBEHHOM A3bIKE;

- HaBblkaMW B3aMMOZEWCTBUSA C BHYTPEHHEW W BHELIHEeW cpefon npeanpusitust nocpeacTBoM
obmeHa [OokyMeHTauuen, paspaboTky pernamMeHTUpPYLUX AOKYMEHTOB, pauvoHanbHOM OpraHusaumm
OOKyMEHTO000pOTa;

- HaBblkamMy pa3paboTKM NEePCNEKTUBHbIX U FOAOBbIX MIAHOB NPOW3BOACTBEHHOMW, XO3ANCTBEHHOMN U
coumanbHON AeATeNbHOCTM OpraH13auumM Ha OCHOBE MCMONb30BaHNA JOKYMEHTaLMN NPeanpuaTns;

- HaBblkamMy pa3paboTku 1 opopMNeEHNS AOKYMEHTaLUM NPeaNpUATUS, BeAEeHWS Aenonpon3BoaCTBa,
pa3paboTKkyn NPOEKTOB OpraHM3aLMOHHO — PacnopsANTENbHbIX JOKYMEHTOB.

3Hamb:

- TeopeTM4ecKkMe OCHOBbl [EeNnonpov3BOACTBa, MNPUHLMMBI OpraHusaumm [OoKyMeHTOoo0opoTa,
npasuna oopMneHnsa JOKYMEHTaLUM Npy B3aMMOAENCTBUM C COTPYAHUKaMU NPeanpusaTus;

- HOPMaTMBHbIE aKTbl, PeErnameHTUpylLne npasuna opopMneHs OOKYMEHTOB, BUAbl U hOpMbl,
MEeToauKYy OOPMITEHNST U COCTaBMEHNSA YNPaBNEHYECKMX OOKYMEHTOB, odhuLMarnbHbIX U HeoduumanbHbIX
nuicem;

- 0COBEHHOCTM 0POPMIEHNS BHYTPEHHEN U BHELIHEN AOKYMEHTaUMM CTPYKTYPHbIX nogpasgeneHuni
npeanpuaTus (NOnMoXeHUss O nogpasfeneHnn, OOMKHOCTHbIE MHCTPYKUMM M Ap.), nNpaBuna opraHusauum
OOKYyMEHTOO00pOTa U BHECEHUSI UBMEHEHUI B AOKYMEHTbI;

- NopsaoK paspaboTKM MNOMOXEHW O noApasfAeneHusix, OOMMKHOCTHbIX WHCTPYKLUUA, MPOYMx
pernameHTUpPYIOLLMX, OpraHM3aLnoHHO-pacnopsauTenbHbIX, MH(OPMaLMOHHO-CMPaBOYHbIX JOKYMEHTOB;

- MopsAoK pa3paboTkm u ohopMIeHs AOKYMeHTaLUMn NpeanpusTusa v BegeHus Aenonpom3BoACcTBa,
MeTOAMKY ODOPMIIEHNS N COCTaBINEHUS MOCTAHOBIEHUS, PacMoOpsXKeHWs, Npukasa.

ymems:

- ocywecTBnATb 3PEKTMBHOE B3aMMOAEWCTBME C COTPYAHWKaMU MpeanpusTus 1M napTHepamu
nocpeacTBOM OEeMOBOW JOKYMEHTaLUuK;

- rpamoTHO cocTaBnsATb M OQOPMISATE yNpaBreHYeckMe [OKYMEHTbl, AenoBble NucbMa
opraHu3aumm, NPMMEHNATb Ha NPaKTUKe TeOpPEeTUYECKME OCHOBBI AEonpon3BoACTBa;

- B COOTBETCTBMM C YCTAHOBMIEHHLIMW MpaBunamMm OMOPMIATb BHYTPEHHIOK U  BHELLHIOW
AOKYMEHTaUMio NpeanpusaTus, paspabateiBaTtb NOMOXEHUS O NogpasaeneHnm, JOMKHOCTHbIE MHCTPYKUUK K
Ap., OpPraH130BbIBaTb JOKYMEHTOOOOPOT;

- paspabaTtbiBaTb [AOKYMEHTaUMO Mpeanpustus  Ans  OopMUMPOBaHWSA  MPOW3BOACTBEHHBIX,
XO3SIMCTBEHHbIX M COLManbHbIX MNaHOB AeATENbLHOCTY;

- 0pOpMMIATL M COCTaBNSATb NOCTAHOBMEHWS, PACNOPSHKEHUS, NPUKa3bl, OPraHM3oBbIBaTb MPOLECC
[Aernonpon3BOACTBa Ha NpeanpusaTUm.

1.1 NepeyeHb KOMMNETEHLUUN C yKa3aHWeM 3TanoB Ux hopMMpPOBaHUA B pe3ynbTaTe OCBOEHUS
y4e6HOM ANCLUMMNIINHBI:

KomneTeHuuwn, Koo un KoMnoHeHTbl KoMmneTeHuun,
B hopMMpoBaHUM KOTOPbIX HauMeHoBaHUue dhopmypyeMble B paMkax AaHHOW AVCUMUMNNHBI
3age1McTBOBaHa AUCLMNNUHA MHAuKaTopa (kaK oxvgaemMbln pesynbTaT ee OCBOEHMUS)
AOCTUXKEHUN 3HaTb U yMeTb Aenatb BrnageTb HaBblkaMm
kog, HanMeHoBaHue 9
KOMneTeHuun noHMmaTb (oencrtBoBaTh) (MmeTb HaBblKK)
1 2 3 4
YHuBepcanbHble KOMNeTeHLUK
NO-4yks TeopeTnyeckme ymMeTb BrnageTb HaBblKamu
CnocobeH 3ahPeKTUBHO OCHOBBI OCYLLEeCTBNATb ochopmreHus "
OCyLLEeCTBNATb B3auMOZe’CTByeT | Oenonpou3BoacT | addeKkTnBHOE COCTaBneHust
coumanbHoe c OpyruMuK | -Ba,  MPUHUMNbI | B3aMMOAENCTBME C | AOKYMEHTaLMu
B3aUMOZECTBNE U | YreHamu opraHusaumu COTPYAHVKamMu npeanpuaTust ¢ Lesbio
peanu3oBbIBaTh KOMaHabl, B T.M. | JOKYMEHTOOBGOopO | mpeanpusiTus W | ocyllecTBneHus
yK.3 | CBOO posb B | yyacTByeT B | -Ta, npaeuna | napTHepamu 3(b(beKTVIBVHOFO
KomaHae obmeHe odopmreHns nocpeacTsoM B3auMoaencTaus c
nHcpopmaumen, [OOKyMeHTaumu [EenoBoW COTPYAHVKamMu
3HaHUSIMK n | npu [AOKyMeHTaLuu
onbITOM, n | B3aMmopencTemm
npeseHTauum C COTpyAHUKaMu
pesynbTaToB npeanpusTus
paboTbl KOMaHAbI




WA-3yk-4 HOpPMaTWBHbIE YMETb rPaMoTHO | UMETb  MpaKTUYECKME
CnocobeH Bener penoByio | akThbl, COCTaBMATb N | HaBbIKK BeOeHUs
OCYLLECTBNATH nepenucky, pernameHTupyto- | odopMnaTb OErnoBoN  Nepenucku,
[EenoByto yumnThIBas wme npaeuna | ynpaerneH4eckune odhopmrieHust "
KOMMYHMKaLUo B | ocobeHHOCTH ochopmneHus OOKYMEHTbI, COCTaBeHus
YCTHON N | CTUMUCTUKK [OKYMEHTOB, OernoBble  MUCbMa | yrnpaBreHYeckux
NMCbMEHHOM ohmumanbHelX 1 | BUAbl 1 opMbl, | OpraHusaumu, OOKYMEHTOB,

VK-4 dopmax Ha | HeoUUMAnbHbIX | METOAUKY NPUMEHATb Ha | odmumManbHbIX "
rocygapcTBeHHOM nncem, odhopMIiEHMST U | NpaKTuKe HeodmLManbHbIX
s3blke  POCCUIACKOW | COLMOKYNbTYPHbI | COCTaBneHust TeopeTnyeckune nucem Ha
denepaumm M| e pasnuuus B | yNnpaBEHYECKNX | OCHOBBI rocynapCTBeHHOM
MHOCTPaHHOM(bIX) dopmaTte [OKYMEHTOB, OernonponsBoacTea | s3blke
s3blke(ax) KoppecnoHaeHuM | odmumanbHbIX |

" Ha | HeodMUManbHbIX

rocyqapCcTBEHHOM | nucem

sA3bIKe

MpodeccnoHanbHbIE KOMNETEHLMN

NO-2nk-3 0COBEHHOCTU YMETb B | UMETb HaBbIKN
CnocobeH obnagaet opopmMIieHnst COOTBETCTBUM C | B3aumogencTams c
paspabaTbiBaTh W | 3HaHVAMKM  OCHOB | BHYTpEHHEW M | yCTaHOBMNEHHbLIMU BHYTPEHHEN 1 BHELUHEN
COBEpLUEHCTBOBaTb onépaumnoHHOro BHELLHEN npasunamu cpegov  npeanpusaTus
pernameHT MEHEMKMEHTa, [OKYMeHTauum odhopmnATL nocpeacteoMm obmeHa
npotiecca SKOHOMUKM, YH€Ta | crpyKTypHBIX BHYTPEHHIO W | OOKymeHTaLmel,
noapasaeneHus sarpar, YMEET | nogpasgeneHuin | BHELWHIOW pa3paboTku
opraHusauMu  unu g:?ﬁ:g:‘;"aaﬂ’ npeanpuaTUs [OKYMEHTaLII0 pernameHTVpyHoLLINX

MK-3 | @AMMHNCTPATMBHbINA npoLiecca (nonoxeHus 0 | npeaonpusATKs, AOKYMEHTOB,
pernameHT noapasaeneHus noapasgerneHun, | paspabaTbiBaTb pauvoHanbHow
noapasgeneHus opranmzaumm  unm | BOTPKHOCTHbIE NosIoKEHUS 0 | opraHusaumm
opraHusauum anMuAncTpatueHo | VIHCTPYKUMM W | nogpasaenexHuu, AokyMeHToobopoTa

ro pernamenta | AP-): npasuna | AOMKHOCTHbIE

nofpasaenexHus OopraHusauum WHCTpyKUMnM wn ap.,

opraHusaumm n JJ,OKyMeHTOO60pO opraHm3oBbIBaTb

pernameHTupytoLL -Ta M BHECEHMS | AOKYMEHTOOOopOoT

nx [IOKYMEHTOB | M3MEHEHUN B

(MHCTPYKUMA, [OKYMEHTbI

NONOXEHUN)

WO-3nk-4 nopsifoK yMeTb UMeTb HaBbIKK
CnocobeH 3HaeT  nopsgok | paspaboTky paspabaTbiBaTh pa3paboTku
OCYLLECTBNATD pa3paboTku NOMNOXeHUN O | OOKYMeHTaLmo nepcnekTUBHbIX "
pyKOBOACTBO OpraHu3aumoHHbl | nogpasgeneHnsx | NpeanpuaTua Ans | roaoBbiX nnaHos
BbIMNOMHEHNEM X CTPYKTYpP, | , AOJDKHOCTHbIX | POPMUPOBaHNS Npon3BOACTBEHHOW,
TUMNOBbIX 3aJay | NonoXXeHumn O | VHCTPYKUUWA, NPOUN3BOACTBEHHBIX, | XO3ANCTBEHHOM "
TaKTU4ECKoro noapasgaeneHusx, | npouymx XO3AWCTBEHHBIX W | coumanbHOn
NnnaHMpoBaHus OOMKHOCTHBIX pernameHTpyto- | coumanbHbIX OeATenbHOCTH

MK-4 npons3BoacTBa WHCTPYKLWI; LMX, nnaHoB opraHusaumu Ha

nopsaok OpraHu3aumMoHHO- | OEATENbHOCTU OCHOBE MCMNOSb30BaHUst

pa3paboTku pacnopsiavTens- OOKYyMeHTauunm

NepCrnekTMBHbIX U | HbIX, npeanpusaTus

rogoBbiX MfaHoB | MHOPMALMOHHO

NPON3BOACTBEHHO | -CMPaBOYHbIX

N, XO3ANCTBEHHON | JOKYMEHTOB

[ coumanbHomn

OeATenbHOCTU

opraHusauum

Na-2rk-s nopsifoK ymMeTb  OOPMIATE | UMETb HaBbIKK
CnocobeH 3HaeT  nopsgok | paspaboTky niun COCTaBnsATb | pa3paboTku 7]
OCYLLECTBNSATD pa3paboTku n | ocpopmneHus NOCTaHOBIEHWS, odhopmrieHus
TaKTu4eckoe ocopmrieHns OOKyMeHTauum pacnopspKkeHns, OOKyMEeHTauum
yrnpaBneHve TEXHUYECKOW npegonpuaTMa U | Npuvkassbl, npennpusaTus, BegeHus
npoueccamu OOKyMeHTauum wu | BegeHus OpraHu3oBbIBaTb 0ernonpon3BoacTBa,
opraHusauum BeOeHus [enonpomn3BoacT | npouecc pa3paboTkM MNpPOEKTOB
npou3soacTea Jenonpou3sBoacTt | -Ba, METOOUKY | AEenonpou3BOACTBa | OpraHU3auuoHHO -

MK-5 Ba, ocopmIeHMsa 1 | Ha NpeanpuaTAm pacnopsanTenbHbIX

NOCTaHOBINEHMUS, COCTaBeHus OOKYMEHTOB
pacnopspKeHus, NOCTaHOBIEHNS,

npvikassbl, pacnopspKkeHus,

MeToouYeckMe U | npukasa

HOpPMaTWBHbIE

maTtepuarnbl no

opraHusauuu,

HOPMUPOBaHUIO U
onnate Tpyza




1.2 OnucaHue nokasarenem, KputepueB U WWKan oueHnBaHUA U 3T1anoB q)OpMMpOBaHVIﬂ KOMMeTeHUUn B paMKax gucumniinHbI

YpOoBHY CHOPMUPOBAHHOCTU KOMMETEHL M

KOMMNeTeHUna He

MUHUMarbHbIV cpenHun BbICOKMI
cchopmmpoBaHa
OueHkn cchopMMPOBAHHOCTM KOMNETEHLUMI
He 3ayteHo 3a4yTeHo

XapakTepucTuka coOpMYpPOBaHHOCTM KOMMETEHLNN

KomneTteHums B nonHomn

1. Cq:)OpMVIpOBaHHOCTb KOMnNeTeHUn COOTBETCTBYET

Koa Mokasatens Mepe He MUHVMAarbHBIM TPeBOBaHMAM. VIMEIOLMXCS 3HAaHUIA, YMEHUI, ®opmbl 1 cpepcTsa
MHOeKkc 1 HasBaHue vHavKkaropa NHamkaTopbl OLEHUBaHUA — chopmupoBaHa. HaBbIKOB B LIeJfIOM JOCTaTO4YHO ANt PELLEHWSI NPaKTUYECKMX KOHTpONA
KOMMNeTeHLUM [OCTUXKEHUI KOMMNeTeHL UM 3HaHWs, YMEHUs, VIMeIoLLMXCS 3HAHMI (MpOtheccroHanbHbIX) 3aaavy. chopmupoBaHus
KoMneTeHL N HaBbIk (BNaAeHs) | ymewnii n HaBbIKOB 2. ChopMMPOBAHHOCTb KOMMETEHLWM B LIeIOM COOTBETCTBYET KOMMETEHLIN
HeoCTaTo4HO ANA TpeboBaHusM. MIMetoLumnxcsa 3HaHUN, YMEHWI, HaBbIKOB U
peLleHns NpakTUYeCcknx | MOTUBALMU B LLENOM JOCTATOYHO AN PeLleHNst CTaHAAPTHbIX
(npodheccroHanbHbIX) npakTu4eckux (NpodeccnoHaneHbIX) 3agad.
3agay 3. ChopMMpPOBaAHHOCTL KOMMETEHLLUW NMOSTHOCTHI0 COOTBETCTBYET
TpeboBaHuaM. IMetoLmxcsa 3HaHWI, YMEHWUIA, HABbIKOB U
MOTMBaLMY B NOMHOM Mepe [OCTaTOYHO ANS PELLEHUS CIOXHbIX
npakTnyeckux (MpogeccmoHanbHbIX) 3a4ay.
Kputepuu oLeHnBaHust
3Haet He 3HaeT | 1. 3HaeT OCHOBbl [Eenonpou3BOACTBA, rMaBHble MPUHLUMbI
TeopeTuyeckue TEOpeTUYEeCKMe OCHOBbI | OpraHu3auuM  [OKyMeHTooGopoTa, nyTaeTcs B npasunax
OCHOBbI [,enonpousBoaCTBa, 0hOpMNEHNST BHYTPEHHEN AOKYMEHTaLmm
[enonpousBoACTBa, | MPUHUWMNbLI opraHusauun | 2. 3HaeT TeopeTuyeckue OCHOBbI 4eronpou3BOACTBa, OCHOBHbIE
NpVHLUMNBI AoKymeHToOb0pOoTa, NPUHLMNBI AoKymeHToobopoTa, npasuna odopmneHnst
HonHoTa opraHvzaumu npasuna odopMIeHus | BHYTPEHHEN JOKYMeHTaLum
- [OKymeHTOObOpOTa, | AOKYMeHTauum npu | 3. B nomHon Mmepe  3HaeT  TeOpeTMYeckMe  OCHOBbI
npasuna B3aNMOAEeNcTBUN C | [AenonpousBoACTBa, NMPUHLMMBI OpraHM3aunM AOoKyMeHToo6opoTa,
oopMneHns COTPYAHUKaMU npasuna oMOPMMEHNs AOKYMEHTauuu npu B3avMOAENCTBUKN C
AOKYMeHTauunm npu | npeanpuatus COTPYAHUKaMM NpeanpuaTus
B3aUMOZewcTBnn C
COTPYAHUKaMU
YK-3 Py,
npeanpusiTus
YMeerT ocyulecTBnsaTe | He meeT | 1. Vicnonb3yeT OenoByl0 AOKYMEHTaUMI0 Npy B3auMOAEWCTBUN C
CnocobeH yu y yer A yto AOKy H P A TecTnpoBaHue,
appekTnBHOE OCYLLEeCTBNATb COTPYAHUKaMU NPeanpuaTum
OCYLLEeCTBMATD NO-4yks B3aumonelicTene ¢ . nHamBugyanbHoe
4 adppekTMBHOE 2. YmeeT oOCyllecTBNSATb B3aVMOAENCTBME C COTPYyAHWKAMU W
coumnanbHoe COTPYAHMKaMM _ 3agaHve, BONpochl K
o B3aumopencTeune C | napTHepamu NpeanpuaTUs, UCNOonNb3ya AEnOoBY0 AOKYMEHTaLMIo.
B3auMogelcTBme n Hanuyvne npeanpusTUS " _ 3avety
. COTpyAHUKamMMn 3. B nomHoM mMepe ymeeT ocywecTBnsATb addekTuBHoe
peanusoBbIBaTb CBOKO YMEHUI napTHepamm o
PO B KoMaHae npeanpuaTus 1 | B3aMMoOZeNCTBME C COTPYAHWKaMW MpeanpusTUs U napTHepamu
”Zi%iﬂ;mo“" napTHepamu NocpeacTBOM AENOBOI [OKYMEHTaLMK
A nocpeacTBoOM  AenoBow
[OKyMeHTauum
[OKYMeHTaLum
Bnapeetr HaBbikamu | He Bnageet HaBblkamy | 1. [loBEpXHOCTHO Bnageetr HaBblkamu  OOPMIEHUS U
ocbopmMneHns n | ocopmnenus n | coctaBneHus [OKyMeHTauum npeanpusTus c uenbio
Hanuave COCTaBMeHus COCTaBMeHus! B3aNMOZENCTBUSI C COTPYAHMKaMM
HABLIKOB [OKyMeHTaLuum [OKyMeHTaLuum 2. Xopowo BnageeT HaBblkamy OMOPMIIEHWUS W COCTaBMEHWS
(BnageHme npeanpusTus C | NpeanpuATMS C LUenblo | AOKYMEHTauuu  npeanpusaTusi  C  Lenblo  OCYLLEeCTBNEHWs
Ol‘lbﬂ'OM) uernbto OCYLLLEeCTBMNEHNS B3aNMOZENCTBUSI C COTPYAHMKaMM
OCYLLECTBNEHUS 3 PEKTUBHOrO 3. CBobogHO Brageetr HaBblkamu OGOPMIEHMS N COCTaBNEHUS
3ahheKTNBHOIO B3aNMOAENCTBUSI C | AOKYMeHTauuM  npeanpusaTusi C  Lenblo  OCYLLECTBIIEHUS!

B3aUMOAENCTBUSA C

COTPYAHUKaMu

9(pdheKTMBHOIro B3aUMOAENCTBUSA C COTPYAHMKaMM




COTpyAHUKaMU

3Haet He 3HaeT HopmaTuBHble | 1. 3HaAeT OCHOBHbIE NpaBuna oPOPMIEHUsI JOKYMEHTOB, METOLAMKY
HOpPMAaTMBHbIE aKTbl, | aKTbl, pPEernaMeHTupylo- | OPOPMIEHUS U COCTaBIEHUSI YMNPaBNEHYECKUX [OKYMEHTOB,
pernameHTupyto- wme npaBuna | umeeT npeacTaBneHve 06 oduumanbHbIX WM HeodUUManbHbIX
wme npasuna | ocopmMmneHus nucbmax
odhopmneHus OOKYMEHTOB, Buabl U | 2. OpueHTUpyeTCs B HOPMATUBHBLIX akTax, pPernameHTUpyrLLnx
[OKYMEHTOB, BUAbI U | OpMbI, MeToauKy | mpaBuna  ogOpMIeHus [ OKYMEHTOB, 3HaeT METOANKY
MonHoTa dopmbl, MeToauKy | odopMIeHus N | ohopMneHuss  yrnpaBrneHYeCcKUX [OKYMEHTOB, O(UUManbHbIX U
3HaHUN odhopmneHus M | cocTaBneHus HeouumManbHbIX MUCEM
cocTaBneHus ynpaBneH4Yeckux 3. B nonHon mepe 3HaeT HopMaTMBHbIE aKTbl, pernameHTpyoLmne
ynpaBneH4Yecknx [ OKYMEHTOB, npasuna oopMIieHUs OOKYMEHTOB, BuAbl U HOPMbI, METOAUKY
[OKYMEHTOB, omumanbHbIX M | OhOpPMNEHUS U COCTaBMEHUS] YMNPaBIIEHYECKUX [OKYMEHTOB,
omumanbHbIX 1 | HeodUUManbHbIX NUCEM | ouumManbHbIX U HeoULMaNbHbIX NMUCEM
HeouLManbHbIX
nmcem
YK-4 Ymeer rpamotHo | He ymeer rpamoTHO | 1. YmeeT oO@gopMnsaTbL [enoBble MUCbMa W HeKoTopble
COCTaBnsATh M | coctaBnaTb M | ynpaBneH4yeckue OOKYMEHTbI NpeanpusaTus
CnocobeH ochopmnsAT ochopmMnsATh 2. YMeeT cocTaBnsATb U 0hOpMIsATL yrpaBneHYeckne AOKYMEHTbI
oCyLLecTBNATb ynpaBneH4yeckue ynpaBneH4yeckue 1 OenoBble NUCbMa MNpeanpusitusi, 3aTpyaHsieTcs B MPUMEHEHUU
[enoByto [OKYMEHTBI, OOKYMEHTbI,  [enoBble | Ha MpakTUke TeopeTUYeCcKMX OCHOB [enonpon3BOACTBa TecTupoBaHue,
KOMMYHUKaUuIo B NA-3yk4 Hannune nenosble  MuCbMa | NUcbMa  opraHu3auuu, | 3. B monHon mepe ymeeT rpaMOTHO COCTaBhsiTb U 0QOpPMAsATb MHOMBUAYaNbHOE
YCTHOW W MUCbMEHHOM YMEHUM opraHusauum, NMPUMEHSTb Ha NpakTUKe | ynpaBrieHYeckue [OKYMEHTbI, [OerloBble MWUCbMa opraHu3auuu, | 3agaHue, BOMpoChl K
dopmax Ha NPUMeHATb Ha | TEeopeTUYeckne OCHOBbI | MPUMEHATb Ha npakTuke TeopeTuyeckme OCHOBBI 3auety
rocyaapcTBeHHOM npakTuke [enonpon3BoAcTBa AenonpoussoacTea
a3blke Poccuiickon TeopeTnyeckue
degepauum n OCHOBBI
MHOCTpPaHHOM(bIX) [enonpoussoacTea
A3blke(ax) Nmeet He  wumeer  HaBbiky | 1. [loBEepxXHOCTHO BnageeT HaBblkaMW BeAEeHUs  [OeroBOn
npakTuieckue BeAeHus [enoBon | nepenuckn, OMOPMIEHUS W  COCTaBMEHUA  ynpaBrieHYeCcKnX
HaBbIKN BeAEeHNa | mepenucku, OOKYMEHTOB, oduuManbHbiX W  HeoduuMarnbHbIX NUCEM Ha
nenoson odopmneHns N | rocygapCTBEHHOM si3blke
nepenuckw, cocTaBneHus 2. Xopolwo BrageeT HaBblkaMW BeAeHWs AeroBON Nepenuncku,
Hanuuue odopmneHmns N | ynpaBneH4Yecknx O(bOpMMNEHNsT N COCTaBMEHUST  YNPaBNEHYECKUX [OKYMEHTOB,
HaBbIKOB cocTaBneHus [OKYMEHTOB, omumanbHbIX M HeoduuManbHbIX NUCEM Ha rocyAapCTBEHHOM
(BnapeHune ynpaBneH4yecknx odmumanbHbIX n | A3blke
OnbITOM) [OKYMEHTOB, HeodmumanbHbix nucem | 3. CBobogHO BnageeT HaBblkaMu BEAEHUS OEenOoBOW Mepenucky,
oumumanbHbIX n | Ha rocyAapCTBEHHOM | OMOPMIEHNA W COCTaBMEHUS YNpaBfeHYeCKUX [AOKYMEHTOB,
HeodumLumnanbHbIX A3blKe ohnumanbHbIX M HeoduuManbHbIX NUCEM Ha rocyAapCTBEHHOM
nucem Ha A3blke
rocyaapcTBEHHOM
A3bIKe
3HaeT ocobeHHocTn | He 3HaeT ocobeHHocTu | 1. 3HaeT  OCHOBHble  OpraHu3alMOHHO-pacnopsAnTerNbHbIe
MK-3 odopmneHns odopmneHns OOKYMEHTbI npeanpuaTus, npaewna opraHusauumn
BHYTPEHHEN N | BHYTPEHHEN W BHEWHeN | AokymeHToobopoTa
CnocobeH cocTaBnsTb BHELLHEN OOKyMeHTauum 2. 3HaeT 0cobeHHOCTN OdOPMIIEHNS JOKYMEHTaLUn CryXebHbIX TecTupoBakie
nnaHbl n N0-2ncs MonHota OOKyMeHTauum CTPYKTYPHbIX noagpasfeneHuin, npasuna BHECEHUSI U3MEHEHUA B [OKYMEHTHI, MHAMBUAYANbHOE
060CHOBbIBaTb 3aKymnKu, 3HAHIA CTPYKTYPHbIX nogpasgenexHuni OCHOBbI OKyMeHToobopoTa 3anaHVe, BONpochl K
npoBOAUTE MOHUTOPUHT nogpasaeneHun npeanpusTus 3. B nonHon mepe 3HaeT ocobeHHOCT OPOPMMNEHUsI BHYTPEHHEN 3a’quy
pbiHKa NpegmeTa npeanpusaTus (nonoxeHwns O | U BHeEWHen [OKYMEeHTauun CTPYKTYPHbIX MogpasgeneHui
3aKynokK, OCYyLLEeCTBMATb (nonoxexuns 0 | noapasgenexHuu, npeanpusatust  (NONOXeHUss O nogpasgeneHnn, OOMKHOCTHbIe
npoueaypbl 3aKynok nogpasgerneHuu, OOMKHOCTHbIE WHCTPYKUMKN 1 Ap.), MpaBuna opraHusauum AoKymeHToobopoTa u

Ans rocygapcrBeHHbIX,

AOIMKHOCTHbIE

MHCTPYKUMM 1 ap.),

BHECEHUS U3MEHEHUI B OOKYMEHTbI




MyHUUMNanbHbIX N

VHCTpYKUMKM ¥ ap.),

npasuna opraHusauunmn

KOPMOPaTUBHbIX HYX[ npasuna [OoKymMmeHTooBopoTa 1
opraHmsaumm BHECEHUS U3MEHEHWI B
[1I0KyMeHTooBopoTa | [AOKyMEHTbI
" BHECEHMA
N3MEHeHun B
[1OKYMEHTbI
Ymeet B | He ymeeT B | 1. YMmeeT o0QopMnsiTb  BHYTPEHHIOO U BHELLHIOW
COOTBETCTBUM C | cooTBETCTBMM C | AOKyMeHTauuio npeanpusaTus, [OonyckaeT — OWwubBkM  mpu
yCTaHOBINEHHbIMM yCTaHOBINEHHbLIMM paspaboTke OpraHn3auMoHHO-pacnopaanTenbHbIX
npaeunamm npaeunamu obopMASTL | nokymMeHTOB
ocpopmnATs BHYTPEHHIOK0 12  YvmeerT 0gopMNATb  BHYTPEHHIOW U BHELUHIOW
BHYTPEHHIOKO Y | BHELLHIO AOKYMEHTaUMIo NpeanpuaTis, paspabaTbiBaTb MNONOXKEHWS O
BHELLHIOIO AOKYMEHTALO nogpasgeneHun,  OOSDKHOCTHbIe  WMHCTPYKuMM 1 ap.,
Hanwne HOKYMEHTALI0 MPEANPUATIAR, OpraH13oBbIBaTb JOKYMEeHTO0060pOoT
ymeHm ;gggzg;::‘;;b Egigii?:;smb o | 3- B MOMHOIA Mepe yMeeT B COOTBETCTBUM C YCTAHOBNEHHLIMM
HONOKEHMS o | nompasnenenn, npasunamMu  OPOPMASTb  BHYTPEHHIO M BHELUHIO
noapasneneHuy, [ONMKHOCTHBIE LOKYMEHTauuo npeanpuatus, paspabatbiBaTb MOMOXEHUS O
[IOMKHOCTHBIE WHCTpYKUMM M pp., | NOAPA3AENEH,  [OIKHOCTHbIE  MHCTPYKUMM W Ap.,
WHCTPYKUMU W Op., | OpraHu3oBbiBaTb OpraH13oBbIBaThL AOKYMEHTOOG0POT
opraH13oBbIBaTh [I0KyMeHTo060opoT
[OKymeHToo60opoT
WmeeT HaBblkn | He umeeT HaBbIKOB 1. VimeeT HaBblkM B3aMMOOENCTBMS NocpeacTBoM obmeHa
B3aVMOAENCTBUS C | B3aUMOAENCTBUS C OOKYMEeHTaumern C BHELWHeA W BHYTPEHHeW cpepnow
BHYTPEHHEN W | BHYTPEHHEN 1 BHelHeh | npegnpusiTust
BHelUHe  cpepol | cpenoi npeanpusiTus 2. VMeeT HaBblkM B3aNMOMEHCTBUS C BHELLHel cpenoil
npeanpuaThA nocpencTsom npeanpuaTis  NocpeacTsoM — obMmeHa  AOKyMeHTauuen,
Hanuuve NocpencTsom AOKymeHTauuu, pa3paboTk1 pernamMmeHTUPYIOWMX JOKYMEHTOB.
HaBbIKOB obmena 3 paspabotku 3. CsobogHO Brageer HaBblKaMu  B3aUMOOENCTBUSI  C
(Zﬁiﬂi'::')e gg:gl:gglf;mew, Ei;’;;!ﬁ:;g?ywmmx BHYTPEHHEN © BHeLLIHel7I~ cpenoVt NpeanpuaTs NoCpPeacTBOM
PErNaMEHTUPYIOLIMX | paLmoHanbHO obMeHa [oKymMeHTauuei, } pa3paboTkn pernameHTUpYoLLnX
[IOKyMEHTOB, OpraHuaaLAN [AOKYMEHTOB, pauuoHarnbHoi opraHM3aumMmn 4okymeHTooGopoTa
pauVoHanbHo [OKyMeHTooBopoTa
opraHumsaumm
[AOKyMeHTooBopoTa
3Haet nopsfok | He sHaeT nopsgok 1. 3HaeT  nopagok  paspaboTkM  pernameHTUpYIOLLMX,
paspaboTtku pa3paboTku NonoXeHuin MH(OPMALMOHHO-CNPaBOYHbIX U HEKOTOPbIX pernaMmeHTUPYoLLIMX
MONOXEeHNN O | o nogpasgeneHusx, [OKYMEHTOB
MK-4 noapasaenexHunsx, OOIMKHOCTHbIX 2. 3HaeT nopsagok paspaboTky MOSIOXEHUA O noapasdeneHusx,
AOMKHOCTHBIX MHCTPYKLIMIA, NPOYMX npoYmnx pernameHTUpYIoLLNX, OpraHn3aLMoHHO-
Crocoben r;ig:a;a g:(r:;gnyni(eiﬁtpy;ﬁ):rx pernameHTUpYIoLLNX, PACNOPAANTENbHBIX, UH(DOPMALIVOHHO-CIIPABOUHbIX AOKYMEHTOB TecTuposatme,
OCYLLEeCTBNATL NO-3nk-4 OpraHN3aLmMoHHo- ’ opraHn3aunoHHO- 3. B ﬂOJ'I\I:lOVI Mepe BnageeTt 3HaHuAMU O nopsaake pa3pa60TKvV| MHAMBMAYanbHoe
PYKOBOACTBO DACTIOPSAMTENBHBIX, pacnopsanTerbHbIX, MoMoXeHWA O Mofpa3feneHusX, [OMKHOCTHBIX WHCTPYKUMA, | 3apaHue, BONpOCh K
BbIMOSIHEHUEM TUMOBBLIX MHEOPMALMOHHO- NHOPMaLMOHHO- npo4nx pernameHTUpyoLnx, opraHn3aunoHHO- 3avety
3afay TakTUYEcKoro CPaBoYHbIX CMpPaBOYHbIX pacnopsanTerbHbIX, MHOPMAaLMOHHO-CMPaBOYHbIX JOKYMEHTOB
nnaHnpoBaHna AOKYMEHTOB AOKYMEHTOB
npouseoacTea Hanuune Ymeet He ymeet 1. BaTpyaHsietcs npu paspaboTke AOKYMEHTaL MM NPeanpuaTUA
ymeHuii paspabarbiBaTh paspabartbiBaTb Ans (hOPMUPOBAHUS NPOU3BOACTBEHHbBIX, XO3ANCTBEHHBIX 1
[OKYMEHTaLMIO [OKYMEHTaLMIO coLManbHbIX M1aHOB AESATENbHOCTH




npeanpustTus  ons
dopmMumpoBaHus

NpOVN3BOACTBEHHBIX,
XO3SINCTBEHHbLIX U
coumanbHbIX NnaHoB

npeanpusTus ons
hopmMupoBaHus
NPOU3BOACTBEHHbIX,
XO3SINCTBEHHbIX U
coumanbHbIX NnaHoB

2. Ymeer paspabaTbiBaTb OCHOBHYIO
hopMmpoBaHus NPOU3BOACTBEHHbIX,
coumanbHbIX NNaHoB AEATENbHOCTH

3. B nonHo# wMmepe yMeeT paspabarbiBaTb [OKYMEHTaLWo
npeanpusTus ans dopmMmurpoBaHms NPON3BOACTBEHHbIX,

npegnpuaTna ana
XO3SINCTBEHHbIX n

[eaTenbHoCTH 0eaTenbHoCTH XO3SICTBEHHbIX U coLMarbHbIX M1aHOB AEATENbHOCTH
NmeeT HaBblkM | He umeeT HaBbIKOB 1. 3aTpyaHsieTca npu paspaboTke NepcrnekTUBHbIX U FogoBbIX
paspaboTku pa3paboTku NNaHoB MPOU3BOACTBEHHOMW, XO3AWCTBEHHOW U  couunanbHON
nepenekTnBHbIX " | nepcnekTUBHbIX U AeATenbHOCTM  opraHu3auumM Ha  OCHOBE  UCMOSMb30BaHUA
roAoBbIX NNaxoB | rogoBbix NNaHOB OOKYMEHTaUMn npeanpusatus
Hanuuue Npon3BOACTBEHHOM, NPOU3BOACTBEHHOW, 2. VIMeeT OCHOBHble HaBblkM pPa3paboTKM MEepPCreKTUBHBIX U
HaBbIKOB XO3ANCTBEHHOU Y | xo3saiicTBeHHON U rOAOBbLIX  MMAHOB  MPOW3BOACTBEHHOM,  XO3SINCTBEHHON 1
(snapeHve C:ﬁ':;:::gzm couunanbHon couunanbHomn nesiTenbHOCTU opraHusauum Ha OCHOBE
OnbITOM) gpraHMsaLl,VIVI ha | AeATenbHocTn MCMNONb30BaHWsA AOKYMEHTaLMUN Npeanpusatus
OCHOBE opraHusauum Ha ocHoBe | 3. CBobogHO BnageeT HaBblkamu paspa§0TKM NepcnekTMBHbIX 1
MCHONL30BAHNS MCMONb30BaHUsA FOAOBbIX ~ MNaHOB  MPON3BOACTBEHHOW,  XO3ANCTBEHHOW U
AOKyMeHTaLMM [OKyMeHTauum couunanbHomn nesTenbHocTn opraHusauum Ha OocHoBe
npeanpusiTUs npeanpusTus MCMNONb30BaHWsA JOKYMEHTaLMUM Npeanpusatus
3HaeT nopsgok | He  3Haer  nopsgok | 1. 3HaeT nopsgok paspaboTkm M 0OPMITEHUS HEKOTOPbIX
paspaboTku n | paspaboTku M | OOKYMEHTOB MNpPEeAnpuUATUs, OCHOBHbIE MPUHLUUMBI BEAEHMUSA
ohopmneHus ocpopmneHus [.enonponsBoacTBa
AOKymMeHTauun AOCKyMeHTauu 2. 3HaeT B LUenoM nopsAoK paspaboTkn n odopmieHus
npeanpuATnA Y | MPEAnpuATWA U BEAGHWUA | nokymeHTaUMM NpeanpuAaTUS M BEAEHWS Oerlonpov3BOACTBa,
MonHoTa BeAeHns AENonponsBoACTEa, MEeToAMKY O(OPMNEHNS MOCTAHOBMEHUS, PaCcMOPsXeHus,
T [,enonpon3BoacT- MeToanKy odopmneHus npukasa
Ba, METOANKY | 1 COCTABNEHVA | 3 B nonHoit Mepe 3HaeT nopsifok pa3paboTkm n opopmneHus
odopmMmneHns M | NOCTaHOBNEHWUS,
COCTABNEHUS DACTIOPSKEHIS, PUKA3a OOKYMEHTaunn npeanpusaTna U BeeHWA Oenonpous3BoAcTBa,
NOCTAHOBNEHMS, MeToauKky O(OPMMIEHUS U COCTABEHWS MOCTAHOBIEHWS,
pacropseHus, pacnopsieHus, npukasa
MK-5 npukasa
YmeeTr odopmnate | He ymeet odopMnsaTh u 1. YmeeT o0dOpMAATL HEKOTOPble HasBaHHble [OKYMEHThI,
CnocobeH 7] COCTaBNATb | COCTaBNATb UCMbITbIBAET  3aTpPyAHEeHVUs  Mpu  opraHusauumM  npouecca TecTupoBaHue,
OCYLLEeCTBNATL Mﬂ_an_s NMnOoCTaHOBIIEHUA, NOCTaHOBIEHUA, Agenonpon3soacTtBa Ha npeanpuaTmmn MHAMBMAYanbHoe
TakTnyeckoe Hanuune pacnopsikeHus, pacnopsikeHus, 2. YmeeT 0hopMIIsATb U COCTaBMATb OCHOBHbIE MOCTAHOBMEHWS, | 3anaHWe, BOMPOCHI K
ynpasneHue yMEHMiA npuKkassbl, npvkasbl, pacnopsikeHus, npukasbl, OpraHvM3oBbIBaTb npouecc 3avety
npoLieccamm OpraHun3oBbIBaTb OpraHun3oBbIBaTb Oenonpou3BOACTBa Ha NpeanpuaTun
opraHv3aumm npowecc npouecc 3. B nomHo# wMepe ymeeT o0QOpMAATb W  COCTaBNATb
npou3BoACTBa [enonpon3BoacTea [enonpov3BoACcTBa Ha NOCTaHOBMEHWS, PACMOPSKEHNS, NpUKa3bl, OopraHu3oBbIBaTb
Ha npeanpusiTum npeanpusTMmn npouecc 4enonpon3BoacTea Ha NpeanpuaTum
Nmeet HaBblkM | He nmeeT HaBbIKOB 1. YMeeT o0@opmnsaTb OCHOBHble BUAbl AOKYMEHTauuuM Ha
paspaboTku 1 | pa3paboTku un npeanpuaTMK,  UCMOMHATL  HekoTopble  (yHKUMM B mnpouecce
ocbopmneHus ocbopmmnenust JernonpouseoacTea
Hanuune [OKyMeHTauum [IOKYMEHTaLMM 2. VimeeT xopolune HaBblkn pa3paboTkn 1 0thopMIieHns JOKyMeHTaL
HABLIKOB npeanpusaTus, NPEeanpuUsITUS,, BeaeHWs npeanpuaTusl, BeoeHus Aernonpou3BOACTBA, pa3paboTkM MpoeKkToB
BegeHus OpraHn3auynoHHO — pacnopaanTesibHbIX JOKYMEHTOB
(Bnapetne 0enonpov3BoaCTBa, ﬁgggggg:f: 2ﬂ22|3<?’05 3. CBobogHO BrnageeT HaBblkamMu pas3paboTkm U odopMIeHust
OnbITOM) paspaboTku NpPOeKkToB OOKyMeHTaumm npeanpuaTus, BeaeHus [enonponsBoacTBa,
opraHn3aunoHHO - OpraH13aLmnoHHO — pa3p860TKVI npoekKkToB opraHn3aumnoHHO - pacnopagnTenbHbIX
pacnopsauTenbHbIX pacnopAaanTenbHbLIX OOKYMEHTOB
OOKYMEHTOB

AOKYMEHTOB




2. CTpykTypa y4ebHoM paboThbl, cogepxaHne U TPYAOEMKOCTb OCHOBHbIX 35IEMEHTOB

AUNCLMMNIANHDI

2.1 OpraHu3auuoHHaA CTPYKTYpa, TPYAOEMKOCTb U NiaH U3yyeHUs AUCLUNNMUHDbI
OucumnnuHa nsyyaetcst B 5 cemectpe 3 Kypca 04HON U O4HO-3a04HON hopMbl 0By4veHust, 3 Kypce

3a04HOM hopmbl 06yyeHus. MpogormknTensHocTb cemectpa 19 4/6 Hegene.

Peanusauua ancumnimnHbl No O4YHO-3a04HON (bopme o6y'~|eH|/|9| ocyulecTBndeTca C YaCTUYHbIM
npuMeHeHneMm 3N1eKTPOHHOIo o6yquM;| N ONCTaHUNOHHbIX O6paSOBaTeJ'IbeIX TEXHOSMOIMNMNA.
Ob6uwas TPyAOEMKOCTb ANCUMNITNHBI COCTaBnAeT 3 3a4eTHble eanHMubl, 108 4Yacos.

TpynoemkocTb, Yac B aya./
¢ npumeHeHnem 30, OT, yac

cemecTp, Kypc*
Bug yuebHon paboTbl ouHas OYHO-
chopma 3a04Haqa 3ao4Hasa opma
dopma
5 cem. 5 cem. 3 Kypc
1. AyAnMTopHbIe 3aHATUSA, BCEro 40 4/24 12
- Nekunmn 20 -/14 6
- MPaKTUYECKNE 3aHATUA (BKIOYAs cemmnHaphbl) 20 4/10 6

2. BHeayauTopHas akagemuyeckas paboTa 68 80 92
2.1 ®dukcupoBaHHble BUAbI BHEAYAUTOPHbIX
camocTosiTesNiIbHbIX paboT:

BbinonHeHne n cgada nHavBMayanbHOro 3agaHus 26 26 28
2.2 CamocTosiTenbHOEe U3y4eHue TeM/BONpPoCcCoB NporpaMmbl 14 20 30
2.3 CamonopgroToBKa K ayAUTOPHbLIM 3aHATUAM 14 14 14
2.4 CamonoAaroToBKa K y4acTuiO U y4acTue B KOHTPOJIbHO-

OLEHOUHBIX MepPONpPUATUAX, NPOBOAUMBIX B PaMKaXx TeKyLero 14 20 20
KOHTPOMSA OCBOEHWSA ANCLMNIWHDLI (38 UCK/IYeHUeM YyYMEHHBIX 8
nn. 2.1 -2.2):
3. MogroToBka 1 cgaya 3ayeTa No UToraMm OCBOEHUs ) ) 4
AUCLUNIINHBI
Yachl 108 108 108
OBLLUAA TpyaoeMKOCTb AUCLUNIUHDI: JaueTHbIe eaMHNLE! 3 3 3

lMpumeyaHue:

* — cemecmp — 4NSi OYHON U OYHO-3a04HOI HOPMbI 0BYUYeHUs, KYPC — ANs 3a04HON OpPMbl 0BYyUYeHMs;

** _ KP/KI, pedbepaTal/acce/npeseHTanmmn, KOHTPOnbHoM paboTbl (418 0byyatowmxcs 3aoyHon hopMbl 06yyYeHns), pacyeTHo-

rpadpuyeckom (pacyeTHo-aHanUTUYecKkomn) paboTbl 1 4p.;

2.2. CopepxaHne AUCUMMNIINHBI NO pasgenam

TpynoemkocTb pasgena v eé€
pacnpegerneHune no smaam y4yebHon paboTs,

=
B T.4. ¢ npumeHeHmem 90, 1OT, yac = © § =
AyanTopHas pabota/ BAPC o g < Iag
OnnaitH-pa6ota ©30 _[S58
3aHATYS dJezs|F=9
Homep 1 HanmeHoBaHVe o oD T oQzZ
pasgena AUCUUNIvHBI. = © o 3 e 5 g5 E zZ 3
YKpYNHEHHbIE TEMbI pasfena ot sSs| =2 I 4500 sag9
=) o S| 83 & o |84 Z2x3 - o8¢
8 @ g o9 o ¢ |88 o5¢a ® % < 5
S| 8|28 | g|eczgearc (228
x = Q
Sl EB & ) I 29§
o 2 te) S 2 =2
g3 @ )
C
1 2 3 4 5 6 7 8 9 10
OuHas chopma oby4eHus
1. MNpeamerT, uenb 1 3agayn Tectnpo- | YK-4,
[OKYMEHTMPOBAaHUA YrpaBrieHYeCcKoi 8 5 5 6 Banne MK-3
OeATenbHOCTU
2. [JokyMeHTaLMoHHOE U MHGOPMALIMOHHOE 8 2 2 ) - 6 Tectnpo- | YK-4,
obecneyeHve B cucteme ynpasneHus 26 BaHue MNK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme 0CHOBbI AeNONPON3BOACTBA. 10 4 2 2 6 Bahme nK-3
- Tectupo- | YK-4,
4. OpraHusaums gokymeHToobopoTa 12 4 2 2 8 BaHMe K-3




- Tectupo- | YK-4,
5. HomeHnknatypa gen 8 2 2 - 6 BaHme MK-3
6. dopmMupoBaHue fen, nx XxpaHeHue u 10 2 > ) - 8 Tectnpo- | YK-4,
ncnonb3oBaHue BaHue MK-3
7. MeToamka ohopMneHns u coctabreHuns - YK-4,
OpraH13aunoHHO- pacnopsaanTenbHbIX 22 12 4 8 10 Tectupo- | MK-3
Cnye6HbIX, MHPOPMALMOHHO-CNPaBOYHBIX BaHue
[OOKYMEHTOB
8. CoBpeMeHHOe [1eMoBoe N1CbMO 12 | 4 2 2 i 8 Tectupo- | YK-4,
. BaHue MK-3
9. PaboTa c gokyMeHTaumen no nn4HomMy Tectupo- | YK-4,
cocTtaBy 18 8 2 6 ) 10 BaHue MNK-3
YK-4,
MpomexyToyHas aTrecTauus 3aveTt MK-3
Wtoro no aucumunnutHe 108 [ 40 [ 20 [ 20 | - | 68 [ 26 ] X X
O4yHo-3a04Has popma obyyeHus
1. Mpegmer, uenb 1 3agayun Tectupo- | YK-4,
[IOKYMEHTUPOBAHUS! YNPaBEHYECKOiA 5 ) ) ) ) ) BaHue MK-3
OeATENbHOCTU
2. lokymeHTaunoHHOE 1 MHAPOPMaLIMOHHOE 8 ) ) ) - 8 Tectupo- | YK-4,
obecneyeHvie B cucteMe ynpasneHust BaHue MK-3
- _ _ - Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBbLI AENONPON3BOACTBA. 9 /1 /1 8 BaHUe MK-3
- Tectupo- | YK-4,
4. OpraHusaumsa gokymeHToobopoTa 11 -I3 -1 -/2 8 ahne K-3
) ) ) - Tectupo- | YK-4,
5. HomeHknatypa gen 9 /1 /1 8 o6 BaHUE MK-3
6. dopmupoBaHme fen, ux XxpaHeHue n 11 n n ) - 10 Tectupo- | YK-4,
UCNonb30BaHune BaHve MK-3
7. MeTtonmka 0hopMIeHMsa U COCTaBMEHNS - YK-4,
OpPraHn3aunoHHO- pacnopsaanTenbHbIX 20 8 4 m 12 Tectnpo- | MK-3
cnyxebHbIX, HHOPMALIMOHHO-CMPAaBOYHbIX BaHue
OOKYMEHTOB
8. CoBpemMeHHoe [enoBoe NMCcbLMO 12 | 14 | 12 | -2 ) 8 Tectupo- | YK-4,
BaHue MK-3
9. PaboTta ¢ gokymMeHTaumen no NMYHoOMy - Tectupo- | YK-4,
cocraBy 22 | 46 | /4| 42 12 BaHue MK-3
MpomexyToyHas aTrecTaums - 3aver |¥|}f<43
Wtoro no aucumnnuxe 108 [ 4/24 ] -4 4110 - | 80 | 26 X x
3aoyHasa dopma obyyeHuns
1. Mpegmer, uenb 1 3agayn TecTupo- YK-4,
[OKYMEHTUPOBAHUS! YIPaBIIEHYECKO 8 ) ) ) ) 8 Bakune MK-3
OeATenbHOCTU
2. JokymeHTaunoHHOE 1 MHOPMaLMOHHOEe 8 ) ) ) ) 8 Tectupo- | YK-4,
obecneyeHre B CUCTEME yNpaBneHnst BaHve MNK-3
_ Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBLI AEMNONPON3BOACTBA. 10 2 1 1 8 A K3
Tectupo- | YK-4,
4. OpraHunsaums JokymeHToobopoTa 10 2 1 1 - 8 ahne K-3
_ _ _ _ 2g | Tectupo- YK-4,
5. Homenknatypa gen 10 10 A K3
6. ®opmMupoBaHue fen, ux XxpaHeHue 1 12 ) . . ) 12 Tectupo- | YK-4,
UCMNOnb30BaHNe BaHve MNK-3
7. Metoamka ochopmMneHns u cocTaBrieHus YK-4,
OpraHn3aLMoHHO- PaCMOPAAUTENbHBLIX 17 3 1 2 ) 14 Tectupo- | MK-3
cnyxebHbIX, THPOPMALIMOHHO-CMPAaBOYHbIX BaHve
[OKYMEHTOB
8. CospemeHHoe fienosoe NcbMo 11 1 1 - - 10 Tectupo- | YK-4,
. BaHue MK-3
9. PaboTta c JokyMeHTaumen no Nn4HoMy 18 4 > > } 14 Tectupo- | YK-4,
cocTaBy BaHue MK-3
MpomexyTouyHasa aTrecTaums 4 3aueT %KK‘;
WToro no gucumnnuHe 108 12 ] 6 | 6 | - ] 92 | 28] X X
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3. O6Lwme opraHu3sauMoHHble TpeGoBaHUA K y4eOHOM paboTe oGyyaloLerocs, ycrnoBus gomnycka kK
3avety

3.1. OpraHm3aumsa 3aHATUA U TpeboBaHMA K y4eOHOM paboTe obGyuyatrollerocs

OpraHusaumsi 3aHATUA MO AUCUMNIIMHE HOCUT LMKNMYEcKMn xapaktep. Mo Tpem paszgenam
npegycMoTpeHa B3aMMOYBSi3aHHasi Lernoyka y4ebHbix paboT: nekumss — camocTosiTenbHas paboTa
obyvatomxcs (ayautopHasi n BHeayguTopHasl). Ha 3aHaTusix cTyaeHdeckas rpynna nofyvaeT 3agaHus
N pekoMeHgaLmn.

[Ona CcBOEBpPEMEHHOW MNOMOLWM OOy4YalWmMMCa MNpu  M3yYeHUM OUCLMNIUHBLL - kadbenpon
OpraHu3ylTcs  MHAMBMAOyanbHble W TPYMNMNOBble KOHCYyMbTauuW, YCTaHaBNMBaeTCa Bpems npuema
BbINOSHEHHBLIX paboT.

YuntbiBass  cTaTyC OUCUMNIMHBI K €€  U3YYEeHU0 NpeabsiBhsioTca  crepylowne
opraHM3auMOoHHble TpeboBaHUs:

- ob6s3aTenbHOEe NocelleHre oby4atoLMMCcst BCEX BUAOB ayAUTOPHbIX 3aHATUI;

- BELlEHNE KOHCMEKTa B X04e NEKLUNOHHbIX 3aHATUNA;

- KayeCTBeHHasi camoCTosiTeNnbHas MOArOTOBKA K MPaKTUYECKUM 3aHATUSIM, aKTUBHasi
paboTa Ha HuX;

- aKTMBHas, PUTMUYHAs CaMOCTOSTENbHas ayauTopHass M BHeayauTopHas pabota
obyyatoLlerocsi B COOTBETCTBMM C NilaHOM-rpad)MkoM; CBOEBPEMEHHAsI caava NpenoaaBaTento OTYETHBIX
JOKYMEHTOB NO ayAUTOPHLIM M BHEAyaUTOPHLIM Buaam padoT;

- B CNyyae Hanuyus nNponyLieHHbIX oby4varolmMMcst  3aHSATUSM, HeobXOoAUMO MONyYnUTb
KOHCYIbTaLuio NO NOArOTOBKE U OCPOPMINEHNIO OTAENMBHBIX BUAOB 3a4aHuN.

[na ycnewHoro OCBOEHWs  OUCUMNIMHBI,  ODyvarowiemycs  npegnaralotca  yvyebHo-
NMHEOPMALIMOHHBIE UCTOYHUKK B BUAeE y4ebHOW, y4ebHO-MeToanYeckor nuTepaTtypbl MO BCEM pasgenam.

Mpn peanusaummM nporpammbl  AUCUUMIUHBI  MPUMEHSIIOTCS  3NEKTPOHHOe ObyyeHne U
OVCTaHUMOHHbIe ob6pa3oBaTenbHble TexHonorun. MNpumeHene 30 n JOT npu peanusaumm AUCUUNUHLI
npeacrtasneHo B pasgene 11.

3.2 YcnoBus gonycka K 3a4eTy no AUCLMUNIInHe

3aueT aBnsetTca opmon KOHTPOSS M BbiCTaBnsaeTca oby4daroemycs cornacHo «llonoxeHust o
TEKyLLEeM KOHTpOMne ycreBaemMoCTW, MNPOMEXYTOYHOW aTtTecTaumm oby4varowmuxca no nporpaMmmam
BbiCLLEro obpasoBaHus (bakanaepuart, cneuuanuTeT, marucTpatypa) u cpegHero npodeccuoHansHoro
obpasoBaHua B ®IBOY BO Omckun MAY», BbINOMHMBLLEMY B MOSIHOM OObeMe BCE NepeyvncrieHHble B
n.2-3 TpeboBaHusa k yyebHoM paboTe, nmpollewmnin Bce BUAblI ONpPOCca, BbIMNOMHEHUS VHAWBUOYANbHOIO
3a0aHnNs C MOMOXMTENbHOW OueHKOW. B cnyyae He MOMHOro BbIMOMHEHMS YKa3aHHbIX YCNOBUMIM MO
YBaXKUTENMbHOW MpuYMHe, oby4vallemycs MoryT ObiTb NpeanoXeHol WHAMBWMAYalnbHble 3a4aHWUs MO
nponyLeHHomy y4ebHoMy MaTepuany.

4. JleKUMOHHbIEe 3aHATUA

MpMepHbIN TEMaATUYECKMI NNaH YTEHUS NEKUMA Mo pasgenam OUCLUMANHLI.

Howme TpyooemkocTb Mo
P afggn 514 30 MprMeHsieMble NHTEPAKTUBHbIE
P yj:l,Of : ’ dopMbl 06y4eHus, B T.4. BUAbI
) o OHIanH-B3aMMOAENCTBUS UMK
B ayA. / oHnawnH- cpencrsa 30
4]
£ s Tema nekumm. paboTa, 4ac.
g g OCHOBHbIE BOMNPOCHI TEMbI =
() ol + & o ©
8| & 85| o®s5 €= 5
g £ z 8 Z & | Bayautopum | oHnamH-pabota
(@) @©
o & g 88
lMpedmem, uernb u 3adaqyu
OOKyMEeHmMUpOoB8aHUs yrpasieH4Yeckol
desimernibHoCMU
1. CyLLHOCTb NOHATUSA «AENONPON3BOLACTBOY
2. WNctopusa paseutusi 0enonpovs3BOACTBa B
Poccumn
neKkums- neKkums-
1 1 | 3.0co6EeHHOCTM MPUKA3HOTO W KOMMEXCKOro 2 - - U3 aJ'ILl£ISaLI,VI9| BeﬁIVI-lHa
[enonpoun3eBoacTBa y P
4. OcobGeHHocTH opraHusaumu
JernonpowussoacTtea B XIX Beke.
5. CyLHoCTb M  3HayeHue EguHoOn
[ocynapCTBEHHOW CUCTEMbI  [AOKYMEHTaLMU
(EFCO) wn TocynapCTBEHHOM — CUCTEMbI
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AOKYyMeHTaUMOHHOro obecneyeHust

ynpasnexus (FTCOOY)

JokymeHmayuoHHoe U UHhopmayUuoHHoOe
obecrieyeHue

8 cucmeme yrnpasreHusi

1. JOKyMeHTbI, pernameHTupytoLime paboTy u
0653aTenbHOCTb npouecca
[OOKYMEHTMPOBaHMS UHdopMaLmm

2. HopmaTtumsHble
pernameHTupytomne
[OOKYMEHTOB

3. CraHgapTtusaums 7]
[OOKYMEHTOB

[OOKYMEHTBI,
ohopmneHue

yHUbmKaLuus

nekuus-
BU3yanusauus

nexums-
BebGUHap

Teopemuyeckue ocHo8bI desnonpousgodcmesa
1. Cnocobbl AOKYMEHTUPOBAHMSA
nHdopmauun

2. MNpoueccbl 4OKYMEHTOOOpa3oBaHUs U
OOKYMEHTOBEOEHNS

3. Knaccundmkaums JOKyMEHTOB

nexums-
BM3yanusauus

nekyms-
BebGuHap

OpeaHuszayusi dokymeHmoobopoma

1. MNoHsiTEe fokymeHToobopoTa

2. OpraHusauma AOBWKEHUS OOKYMEHTOB Ha
npegnpuaTum: obLme npasuna, cxema

3. MpaBuna npuema n o6paboTkM BXOASLLMNX
[OKYMEHTOB

4. TlopsgoKk  OBWKEHUS  UCXOASWMX 1
BHYTPEHHUX [OKYMEHTOB B MpoLecce Wux
NMOAroTOBKM

5. 3agauun n obwime npasuna perucTpauum m
nHaekcaumm [OKYMEHTOB, dopmbl
peructpauum

nexums-
BM3yanusauus

nekums-
BebOuHap

HomeHknamypa den

1. MNoHsATUE 1 3HaYeHne HoOMeHKNaTypbl Aen
2. Obwume TpeboBaHusa 1 BUAObI
HOMeEHKNaTypbl Aen

3. MNopsagok coctaBneHms n opopmMeHnst
HOMEHKNaTypbl Aen

nexkums-
BU3yanusauus

nekums-
BeOuHap

®opmuposaHue Oersl, UX XpaHeHuUe U
ucrosib308aHue

1. MNMpaBuna popmmpoBaHus gen

2. Komnniekc paboT no opopmnenuto gen
3. MNopsagok xpaHeHus gen

4. 3apaywn, pyHKUMK, NOPAOOK NPOBEOEHUSA
3KCMepTU3bl LLEHHOCTU JOKYMEHTOB

5. MNopsigok nepenayv gen B apxve

nexkums-
BU3yanusauus

nekums-
BeOMHap

Memoduka ogpopmieHusi u cocmaeseHus
op2aHu3aUyUoOHHO -  pacriopsiOumersibHbIX
cryxebHbIx OKyMeHmMo8

1. Buapl opraHM3aLMOHHbIX 1
pacnopsaauTenbHbIX JOKYMEHTOB.

2. OCcobEeHHOCTMN COCTaBMEHUS U
oopMIeHst MPUKa30B

3. OcobeHHOCTM cocTaBneHUs U
0hOpPMIIEHNST OMKHOCTHOW UHCTPYKLMN

4. OcobEeHHOCTM COCTaBMEHUS U
0hOPMIIEHMS LUTATHOIO pacnucaHusi

nexkums-
BU3yanusauus

nekuus-
BebOMHap

CospemeHHoe deriogoe nMuUcbMo

1. Onpegenexune n BUAbLI TUCEM

2. TpeboBaHuWs K COCTABIEHUIO U
0POpPMIIEHMIO NMUCEM

3. OcobeHHOCTU AenoBbIX U CIY>KEOHbIX
nucem

4. OcobEeHHOCTN COCTaBNEHNS NUCEM
MHOCTpaHHbLIM NapTHepam

nexkums-
BU3yanusauus

nekuusi-
BebOMHap

Paboma ¢ dokymeHmauyued rno 1u4HOMy
cocmasy

1. Buabl AOKYMEHTOB, OTHOCALLUMXCS K
OOKyMeHTaumm No IMYHOMY COCTaBy

2. NpaBuna oopMneHns 1 3anonHeHus

nekuus-
BU3yanusauus

nekuusi-
BeGUHap
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TPYAOBbIX KHWXEK

JINYHbIX KapTo4dekK

3. MNpaBuna ogopmneHns n 3anonHeHus

4. Mopsaok pacrnonoXeH st JOKyMEHTOB B

NWYHBIX Aenax

5. MNpasuna oopmneHns NnYHbIX gen

O06Llasn TpyAoEMKOCTb NEKLUMOHHOro kypca | 20 -114 6 X X

Bcero nekuuii no y4ebHom yac M3 HUX B MHTEpaKTUBHON yac
ancumnnuHe: dopme:
- O4Has dpopma oby4yeHust 20 - O4Hasa dpopma 00yyeHus 20
- O4HO-3a04Hasi popma 0ByyeHns 14 O4YHO-3a04Hasi popma obyyeHus 14
- 3a04Hasn dopma obyyeHus 6 - 3a04Hasn popma 0byyeHus 6
lMpumeyarus:

- MaTepuarnbHo-TexHMYeckoe obecrneveHme neKUMOHHOro Kypca — cM. lMpunoxeHue 6.
- obecneyeHune NEKLMOHHOrOo Kypca y4ebHoNn, y4ebHO-MeToaNYEeCKON nuTepaTypo U UHbIMU BUBNMOTEYHO-
MH(OPMAaLMOHHBIMK  pecypcaMn U cpeactBamu  obecrniedeHnsi obpasoBaTesnibHOro npoLecca — CM.
Mpunoxenna 1 n 2
Bo3MoXHbIE BUALI OHNaH-B3aMMOAENCTBMS NpeacTaBreHbl B [Mopsake onpeaeneHnst CoOoTHoLeHNs obbema
3aHSITUIA, NPOBOAMMbBIX NMyTEM HENocpeaCcTBEHHOrO B3aMMoAeNCcTBUS negarormieckoro paboTHuka ¢ obydvatommes,
npv peanusauum obpasoBaTefibHbIX NPOrPaMM UMK UX YacTel ¢ NPUMEHEHNEM 3NEKTPOHHOIO 00Yy4eHws,
OMCTaHUMOHHBLIX 0bpasoBaTenbHbIx TexHonorui B Pre0Y BO Omckuii FTAY

5. MpakTuyeckue 3aHATUSA NO AUCLUNIIMHE U NOATOTOBKA K HUM

MpakTnyeckmMe 3aHsTVS MO Kypcy NPOBOASTCS B COOTBETCTBUM C MaHOM, NpeAcTaBneHHbIM B Tabnmue.

Mcnonb3yembl
Howmep Tpy#oemKkocTs 1o cnonb3yemele
WHTEPaKTUBHbIE (DOPMbI, B
pasgeny, B T.4. ¢ 30, JOT M
— . T.4. BUAbl OHNaWH-
= B ayA. / oHnawnH-pabora, .
= Tema 3ansTus/ B3aVMOJENCTBMSA Unn
= Hac. 30 CBsi3b
o | & MpuMepHbIe BOMPOCHI Ha cpeactea
E | E obcyxaeHne sansATs
© | = . x 3 c BAPC*
2| ® (4nsa ceMmHapcKux 3aHATUN) N N o g S g OHRAH
g |© Is |52 T a B ayamMTopun
g 291328 o 9 paborta
© oc& SRS SE
o
TpebosaHusa ctaHgapTta FOCT P Pabota B
23|1 > Aap 2 - 1 ocr
7.0.97-2016 Kk odopmIIEHMIO rpynnax
PEeKBM3NTOB B AOKYMEHTaX
AHanuns
OpraHmsauusa gokymeHToobopoTa Ha KOHKDETHOW 3aHaTtue-
4 |2 p y P 2 -2 1 cuTyaumm. ocn
npeanpusaTum dopym
MpakTukytoLee
ynpaxHeHune
CocTaBneHune n odopmrieHne
WMH(OPMAaLNOHHO-CMPaBOYHbIX
) 3aHaTtue-
7 |3,4|0OKYMEHTOB: CMpaBKW, W3BELLEHNS, 4 -2 1 MpakTnkym hopym ocn
cnyxebHble  3anuckuv;  NPOTOKONbI, Py
BbINMCKa U3 JOKYMEHTOB; aKThbl
MeTtoauvka COCTaBIeHus n
odopmreHns pacnopaauTenbHbIX
. o 3aHaTne-
7 |5,6|00KYMEHTOB: MpuKasbl MO OCHOBHOWN 4 -2 1 MpakTnkym opym ocn
DEeATenbHOCTY; pacnops»KeHus, y
peLleHnsi, yKkasaHus
MeTtoavka COCTaBIeHus " 3aHaTne-
8 |7 A 2 -12 - MpakTukym ocn
0hOPMIIEHMSA OENOBbIX MUCEM dopym
MeTtoavka COCTaBIeHus "
odopmrieHus OOKYMEHTOB no
8- [nu4HoMm cocTaBy: 3asiBNEHNS; 3aHATne-
9 y Y 6 4/2 2 MpakTukym ocn
10 |aBTOOMOrpacdus, XapaKTepucTumka, copym
pestome; npukasbl no JIC; Tpynosbie
KOHTPaKTbI
Bcero npaktuyeckmx 3aHATUI No y4ebHomn . . yac
. yac M3 HUX B MHTepakTnBHON chopme:
ancumnnvHe:
- 04Hasa opmMa obyyeHusi| 20 - 04Has popma obyyeHus 20
- O4YHO-3a04Has popma obyyeHusi| 4/10 - O4YHO-3a04Has popma obyyeHus 4/10
- 3a04Hasn popma obyyeHust 6 - 3a04Hasn popma obyyeHus 6
B ToM yncne B hopmaTte ceMmHapcKux
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3aHATUN:

- 04Has / 04HO-3a04Hasi hopma 0by4eHns -

- 3a04Hasn hopma oby4eHust -

* YcnoBHble 0603HaYveHus:

OCI1 - npegycmoTpeHa obsizaTtenbHasi camonogrotoBka kK 3aHsaTuio; Y3 CPC - Ha 3aHsaTUM Bbigaétcsa 3agaHune
Ha koHkpeTHylo BAPC; TP CPC - 3aHaTue copepxaTenbHO 0Oasupyercs Ha pesynbTatax BbINOMHEHUS
obyyatowmmmcst koHkpeTHon BAPC;

MpumeyaHus:

- MaTepuanbHO-TexHMYeckoe obecrneveHne npakTU4ecKnx 3aHATUA — cM. MpunoxeHve 6

- obecneyeHne NPaKkTUYECKNX 3aHATUIA y4ebHON, y4eOHO-MeToauYeckon nuTepaTtypon W MHbIMU BUBNMOTEYHO-
NHOPMaLMOHHbBIMK pecypcamu n  cpegcreamm obecneyeHusi obpasoBaTenbHOrO npouecca — CM.
MpunoxeHna 1 1 2

Bo3moxHble BuUAabI OHJ'IaI7IH-B3aI/IMO,C|eI7ICTBI/IF| npeacraeneHbl B ﬂop;u:u(e onpegeneHna COOTHOWEeHUA obbema 3aH9|TVIl7I,
npoBOAMMbIX NyTeM HenocpencTtBeHHOro B3aI/IMO,CleI7ICTBI/IF| negarorn4yeckoro pa6OTHVIKa C OGyHaK)LLI,I/IMCFl, npun peanusauumn
OﬁpaSOBaTeﬂbelX nporpaMmm Unn unx yacten c npuMeHeHneM 3J1IeKTPOHHOro o6yquv|;|, ANCTaHUNOHHbIX o6paaoBaTeanblx
TexHonorui B ®r60Y BO Omckuii FTAY

MoaroToBka 0BY4YaOLLMXCA K MPAKTUYECKMM 3aHATUSIM OCYLLIECTBINSETCS C y4eTOM 06LLEN CTPYKTYPbI
y4yeBHoro npouecca. Ha npakTnyeckmx 3aHATUAX OCYLLECTBMNSAETCA TEKYLUMIA ayaUTOPHBIA KOHTPOMb B BUAE
onpoca U1 TeCTUPOBAaHMS MO OCHOBHbLIM NOHATUAM AUCLMMNHbI.

MoarotoBka K MPaKTUYECKMM 3aHATMSE NodpasyMeBaeT  BbINOMHEeHMe OOMALLHEero 3afaHus K
oYepeiHOMY 3aHATUIO MO 3aAaHWaM NpenoaasBaTens, BblAaBaeMblM B KOHLIE NpenblayLero 3aHaTus.
Ons  ocywecteneHnsa paboTbl MO MOArOTOBKE K 3aHATUAM, HEOGXOOMMO O3HAKOMMUTLCHA C
METOAMYECKMW YKa3aHUSAMU MO AUCLMMNMHE, BHUMATENIbHO 03HAKOMUTLCSA C NUTEPATYPOI U ANEKTPOHHbLIMM
pecypcamMu, C pekomeHaaUmsMm No NoaroToBKe, BOMPOCaMM A CAMOKOHTPONS.

6. O6wme meToanUyecKkne peKomeHaauum No U3y4eHuto
oTAeNbHbIX pa3aenoB AUCUUNITUHbI

[Mpn M3yyeHun KOHKPETHOro pasgernia AMCUMNAWHBI, U3 Yucra BbIHECEHHbIX Ha NEKLMOHHbIE Y
npakTMyeckme 3aHaTus, obyvarolemycs cregyeT yuuTbiBaTb M3MOXKEHHbIE HWXKEe pekoMeHAauuu.
O6paTtuTe Ha HMX ocoboe BHUMaHME Mpu NOArOTOBKE K aTTecTauumn.

PaboTa no Teme npexae Bcero npegnonaraeT ee nsyvyeHue no y4ebHuky unmn nocobuto. Cnegyet
obpaTuTb BHMUMaHWE Ha TO, 4TO B nobon Teopun, ectb NuBO HeybeguTenbHble, NGO 4epecuyp
abcTpaktHble, 1nMB6O  COMHUTENbHbIE  MonoxeHus.  [losTomy  HeobxoguMmo  BblpabaTtbiBaTb
CaMOCTOATENbHbIE CYXXOEHWS, AOMOMHAS WX aprymeHTauuen, 4to W crnegyeT OeMOHCTpMpoBaTb Ha
3aHaTMAX. [ns BbIpabOTKM CaMOCTOSATENBHOMO CYXOEHWS BaXKHbIM SABNSeTcs ymeHue paboTtatb C
Hay4dHOM nutepaTtypon. [lostomy paboTta nNo TeMe KpoMe ee M3Yy4YeHud Mo Yy4yebHuKy, nocobuto
npegnonaraeT Takke MOWCK MO TeMe Hay4yHblX CTaTell B Hay4HbIX XypHanax Mo npasy. Takumu
XypHanamm senawTca: Bonpocbl npaBoBegeHus, OkoOHOMMKa M npaBo W gp. Bbwibop cTatby,
OTHOCSLLENCH K TeMe, nydlle genatb No nocnegHnM B rogy HoMepaw, rae npuBoguTcs nepeyeHb ctaten,
onybnMKoBaHHbIX 3a rog.

CamocTtoaTenbHas NoAroToBKa npegnonaraeT UCNoMNb3oBaHNE psga METOLOB.

1. KoHcnektupoBaHue. KoHcnektupoBaHuMe MO3BOMSET BbIAENUTb [NAaBHOE B U3y4aemMoMm
MaTepuane v Bbipa3nTb CBOE OTHOLLEHUE K pacCMaTpMBaeMOoln aBTopoM npobrneme.

TexHuka 3anvcen B KOHCMEKTE MHAMBMAYarnbHA, HO eCTb psAg NpaBuil, KOTOpPblE MOTYT NMPUHECTH
nonb3y ero COCTaBUTENIO: HAYMHAsi KOHCMEKT, CriegyeT 3anvcaTb aBTopa M3y4aemMoro Npon3BeaeHusl, ero
Ha3BaHWe, NCTOYHKK, FAe OHO onybnuMKoBaHo, rog nsgaHus. opsgok KOHCMEKTUPOBaHKWS:

a) BHMMATESTbHOE YTEHNE TEKCTa;

©) Mouck B TEKCTE OTBETOB Ha NOCTAaBMNEHHbIE B U3y4aeMon Teme BOMNpOChHI;

B) KpaTKOe, HO YETKOE M NMOHATHOE U3MNOXKEHUE TEKCTa;

r) Bbl4ENEHNe B 3anncu Hambonee 3Ha4YMMbIX MECT;

[) 3anncb Ha NONsIX BO3HMKAOLLNX BOMPOCOB, MOHATUI, KATEFOPUIA U CBOMX MbICIEN.

2. 3anucm B opmMe Te3MCOB, MIAHOB, aHHOTauuKh, OPMYNMPOBOK onpegeneHnn. Bce
nepeyvvcrieHHble opMbl MOMOraT ObICTPOM OpueHTauMM B MOQrOTOBNEHHOM Martepwarne, nogbope
aprymMeHTOB B MOfb3Y UMK MPOTMB Kakoro- Mnbo yTBEPKAEHUS.

3. CnoBapb NoHATUIA 1 kaTeropuin. CocTaBneHne cnosapsi MoMoraeT GbicTpee ocBamBaTb HOBbIE
MOHATUS U KaTeropuu, yBEepeHHee MMM onepupoBaTb. [1ogobHbIN crioBapb crieqyeT BeCTUM YeTKO,
pa3bopymBo, 4TOObI YOOOHO ObINO MM Monb3oBaTbcd. M3 npuBedeHHoro B YMK rnoccapms HyXHO K
KaXKOOMYy CEMUHapy BblOMpaTb MOHSTUS, OTHOCALUMECS K M3y4YaeMon TemMe, O0beANHATb UX FTOTMYECcKon
CXEMOW B COOTBETCTBMM C BOMPOCAMMN CEMUHAPCKOrO 3aHATUS.
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Pazpgen 1. I'Ipe,qmeT, uenb U 3agavin OOKyMeHTUpoBaHUA ynpaBnqueCKoﬁ AeATeNIbHOCTU

Memoduyeckue pekomeHOauuu
Mpn n3yyeHun gaHHoM Tembl cnefyeT NO3HaKOMUTLCA C OCHOBHBLIMU KaTeropusmm u noHATUAMM
OUCUMMITUHBI, ee Lenblo, 3ajadaMu U CTPYKTYPOW. YACHUTb B3aMMOCBSA3b AWCUMMNIUHBI C APYrUMU
Kypcamu.
M3yuntb aTanbl passutua  genonpomssoactsa B Poccun. YcBouTb 3HadeHue EpuHoum
"ocypnapcTBeHHoOM cuctembl AokymeHTauun (EFCHO) n MocygapcTBEHHOM CUCTEMbl OOKYMEHTaLUUOHHOMO
obecneveHus ynpasnexusa (FCOOY).

Bonpochbi drisi caMonposepKu

1. YTo BKNIOYaET B cebS NOHATUE «L4ENONPOM3BOLCTBO» ?

2. C 4yem cBHA3aHO MOsIBNEHWE TMOHATUA  «AOKYMEHTMpPOBaAHWE  YrpaBrieHYeCcKom
OesaTenbHOCTNY, «40KYMEHTaUNOHHOe obecneyeHne yrnpaBneHnsi»?

3. Kakue atanbl Bbl4eNsoT B pa3BUTUM OTEYECTBEHHOMO 4enonpon3BoacTea?

4, B 4emM ocobeHHOCTU NpMKasHoro genonponssoacTea?

5. B 4eM 0coBGeHHOCTUN KOMMEXCKOro Aenonpon3soactea?

6. B 4em ocobeHHOCTU opraHu3aumm genonponsBoacTea B XIX Beke?

7. Kakumn nytsamu Wno perynupoBaHWe Aenonpou3BOACTBA B MepBble rodbl COBETCKOM

BnacTtu?

Paspgen 2. [lokymeHTauMoOHHOEe U MHhopMaLMOHHOe obecnevyeHune
B CUCTeMe ynpaBlrieHus

Memoduyeckue pekomeHdauuu
B paHHOW Teme cnegyeT pacCMOTPETb 3aKOHOOATENbHOE W HOPMAaTUBHO-METOOUYECKOE
perynupoBaHue pfenonpoussodctea. BaxHo ycBouTb 3HadeHue wHdpopmaumm uM MHGpOPMaLUNOHHOTO
obecneyeHns opraHmsaumn. PaccmoTpeTb nopsgok paboTbl € KOHMAeHUManbHOM MHGOPMaLMEN.
YCBOWUTb OCHOBHble TpeboBaHus, NpeabsaBrisieMble K OGOPMIIEHNIO pPEKBUSUTOB M K OBriaHkam
OOKYMEHTOB.

Bornipock! 0nisi camornposepku

1. Kakne 3akoHogaTtenbHble akTbl MpegnucbiBaldT 0683aTenbHOCTb OOKYMEHTMPOBaHUSA
NHpopmauun?

2. Kakune Bonpocbl paboTbl C [OKYMEHTaMM pernameHTUpYTCs 3akoHodaTerbHbIMU
akramn?

3. Ha Kkoro BO3nOXeHO MeToAuMyeckoe PyKOBOACTBO MNOCTAHOBKOW OenonpousBoacTBa B
cTpaHe?

4, Kakoe noHATME «UHOpMauumM»  UCMNONb3yeTcss [OOKyMEHTOBeAaMu W [4e  OHO
3aKpenneHo?

5. Kak Bbl noOHMMaeTe npouecc cTaHgapTu3aunm 4OKyMEHTOB?

6. Kak Bbl NOHMMaeTe npouecc yHudmrKauum JOKyMEHTOB?

7. Kakyto nHcpopmMauuo MOXXHO OTHECTU K KOHDMAEHLMANbHOW?

8. KakoB nopsigok paboTbl ¢ KOHUAEHUMANBHLIMY AOKYMEHTaMMN?

9. Kakon coopmat Bymarm pekomeHOoBaH AN opopMieHns cny>kebHbIx JOKYMEHTOB?

10. HasoBute oCHOBHbIE BAbI BN1aHKOB, MPUMEHSIEMbIX B YYPEXKAEHUSIX.

11. Kakue nons pekomeHgoBaHbl Npu opopMIIEHNN JOKYMEHTOB?

Pasgen 3. TeopeTnyeckme OCHOBbI 4eNONPOU3BOACTBA

Memoduyeckue pekomeHdauuu

M3yyeHne aaHHON TeMbl HEOOXOAMMO HaUYMHATL C YCBOEHUS MOHATUS «OOKYMEHT», B3aMMOCBA3N
MOHATUA «OOKYMEHT» U «MHdOpMaLuMsay; HEOOXOOUMO YCBOUTb KrnaccuduKkauuio U BUObl OOKYMEHTOB.
PaccmoTpeTb npouecc AOKYMEHTOOOpa3oBaHUS U AOKYMEHTOBEAEHUS, (PYHKLUUM aaAMWHUCTPATUBHOMO
OEnNonNpPon3BOACTRA.

Bonipochki 0nisi camornposepKu

1. B yem B3aMMOCBS3b NOHATUI «MHPOPMALMS» U «OOKYMEHT»?

2. Kakne cnocobbl AOoKyMEHTUPOBaHWS (3anevaTneHns nHpopmaLmm) Bam U3BECTHbI?

3. Kakoe noHaTMe «MHopMaLum» UCNonNb3yeTcsl AOKYMEHTOBEAAMM U F4e OHO 3aKpenneHo?

4. Kakoe 13 onpefeneHnin 4oKyMeHTa Bbl cuMTaeTe Hamboree NonHbIM U novemy?

5. Y10 noHMMaeTcs noa opUaNYECcKOn CUMON AOKyMeHTa?

6. Ha kakue ocHOBHbIe rpynnbl AENATCS JOKYMEHTbI?
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7. Mo kaknuM npusHakam KnaccuuuMpyroTcs OKYMEHTbI?

Paspgen 4. OpraHusauus JOKyMeHToo6opoTa

Memoduyeckue pekomeHOayuu
HeobxoamMmo ycBOUTb MOHATUE «AOKYMEHTOOGOPOT», pasBuThe [oKyMeHToobopoTta. UsyunTb
ob6lme npaBuna opraHvM3auuMn LOKYMEHTOoOGopoTa B YyYpexaeHuun; npobnembl CoBepLUEeHCTBOBaHMUS
OOKyMeHTooGopoTa, y4eT obbema AokymeHTooGopoTa. PaccmoTpeTb npaBuna npuema u obpaboTku
BXOASLLMX OOKYMEHTOB; MOPSAOK NPOXOXKOEHUS UCXOOSALWMNX U BHYTPEHHMX OOKYMEHTOB B MpoLecce WX
noarotoBkn. 3agayn u obLiMe npaBuna pernctTpaumm n MHAeKcaumum AoKYMEHTOB, (DOPMbl pErncTpaLum.
KoHTponb 3a cpokamu UCMOMHEHUs AOKYMEHTOB.

Bonipocbi Onisi caMornposepKu

1. YT1o noHuMmaeTcst nog 06 beEMOM AOKYMEHTOOO0pPOTa, NOYEMY OH yBenuymMBaeTcsa?

2. YTo BXOAMWT B NOHSATUE AOKyMeHTooGopoTa?

3. YTo BnuMsieT Ha opraHM3aumio ABMKEHUST OKYMEHTOB?

4, KakoBa npvHuunuanbHas cxema gOoKyMeHToobopoTa opraHm3aumm?

5. Ha kakne OCHOBHble KaTeropum MOXHO pasfennTb OpraHuM3auuv, YYpeXaoeHus B
3aBMCMMOCTM OT 0ObeMa AOKyMeHToobopoTa?

6. KakoBbl OCHOBHLIE NpaBuna opraHn3aummn JokymeHToobopoTa?

7. Kakne OCHOBHble MOTOKM [OKYMEHTOB MOXHO BblAENUTL B OpraHv3aummM U B 4YeM uX
0COBEHHOCTL?

8. Kakne TpeboBaHus NpeabsaABnsAlTCA K OpraHu3auvu npvema n nepeuyHOn obpaboTku
OOKYMEHTOB?

9. B 4em 3HauyeHMe npenBapuUTENbHONO MPOCMOTPA W pacnpedeneHust  MoCTYNMBLLMX
OOKYMEHTOB M Kak OHM NPOBOASATCA?

10. Kakne TpeboBaHusa npeabaBnstoTcs kK 06paboTke MCXO4saLmnX OKYMEHTOB?

11. Kakoe 3HauyeHne nmeeT permcrpaumst AOKYMEHTOB?

12. Kakne gaHHble 0 JOKYMEHTE 3anmchbiBaOTCA B NPOLIECCe ero perncrpaumm?

13. HasoBute dhopmbl permctpaumm OKyMEeHTOB. B yeM JOCTOMHCTBA M HEOQOCTATKM KaXaon
n3 popm?

Paspnen 5. HomeHknartypa gen

Memoduyeckue pekomeHdauuu

HeobxoamMmMo ycBOUTL TakMe MOHATUS Kak «4erno», «HOMeHknaTtypa gen». PaccmoTpeTth obuine
TpeboBaHMs K HOMeEHKNaType W BuAbl HOMEHKNaTypbl  Aen, 3Tanbl COCTaBMeHust U paspaboTku
HOMeHKNaTypbl gen.

Bornipochk! 0nisi camorposepKu

Yrto Takoe HoMeHknaTypa gen?
[lnsa 4yero ncnonb3dyeTcs HOMeHkNaTypa aen?
KakoBbl 06Lme TpeboBaHMsa K HOMEHKNaType aen?
HasoBuTte Buabl HOMEHKNaTypbl gen?
KakoB nopsigok cocTaBneHns HOMEHKNaTypbl?
KakoB nopsigok pacnonoXXeHus 3arofoBKOB AeN B HOMEHKNaType?
Kak onpenenstoTcst CpoKu XpaHeHus aen?

Nouop,rwdrE

Pasgen 6. ®opmMmupoBaHuMe gen, UX XpaHeHMe U UCnoJib3oBaHue
Memoduyeckue pekomeHOauuu

V3yyeHne p[aHHOM TeMbl PEKOMEHOYETCA HauMHaTb C  MOBTOPEHMSI OCHOBHBLIX MOHATUN
npegbiayLien TeMbl.

PaccmoTpeTb obuwime TpeboBaHMs K hopMMpoOBaHMO Aen, K rpynnupoBKE B Aena OTAENbHbIX
KaTeropum [OOKYMEHTOB. YSACHUTb MpaBuriibHOE oOdopMieHne obnoxku pfena. [loHATE MpUYMHBI
HeobOX0AMMOCTN MPOBEAEHUS SKCMEPTU3bl LEHHOCTU AOKYMEHTamnbHbIX MatepuanoB. [1o3HakoMuTbCa C
PYHKUMAMMN SKCMEPTHOM KOMUCCUN U YSICHUTB NOPSAOK MPOBEOEHNST SKCNEPTU3bl LLEHHOCTM JOKYMEHTOB U
nopsigoK nepegadn 4en B apxumB.

Bonipochki 0nisi camornposepKu
YTo noHumaeTcs nog oopmMmnpoBaHuem gen?
Kak pacnonaratotcst LOKYMEHTbI BHYTpY Aena?
YTo BXOAMT B KOMMIEKC paboT no opopMreHuto gen?
Kak odbopmnsaeTcs obnoxka gena?
Kak ochopmnsitoTcs fena BpeMEHHOro Cpoka XpaHeHusa?
Kak ochopmnsitoTcs fena nocTosHHOIO 1 AONTOBPEMEHHOIO CPOKOB XPaHEHMWSA?

ourwWNE
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7. KakoB nopsiaok xpaHeHus aen?

8. KakoB nopsiiok Bblgaun AOKYMEHTOB M Aen BO BPEMEHHOE Nofb30BaHne?
9. YT0 noHMMaeTCcs Noa aKCNepTU3on LEHHOCTM JOKYMEHTOB?

10. KakoBbl OCHOBHbIE KpUTEPUM OLLEHKN JOKYMEHTOB?

11. KTo npoBoauT aKcnepTm3y LEHHOCTU AOKYMEHTOB?

12. YTo BXOAMT B 3a4a4un U OYHKLUM SKCNEPTHBIX KOMUCCUI?

13. KakoB nopsifok NpoBeAeHUs 3kcnepTuabl LLEHHOCTU JOKYMEHTOB?

Pasgen 7. MeTtoauka ochopmMneHusi U coctaBrneHUsi opraHM3aLMoHHO-pacnopsaanTenbHbIX,
MH(pOPMaLMOHHO-CNPAaBOYHbIX U CNYXeOHbIX JOKYMEHTOB

Memoduyeckue pekomeHdayuu
CTyoeHT [OmKeH YACHUTb METOAONOMMI0  COCTaBMeHWs  pacnopsguTenbHbiX  OOKYMEHTOB
(NpyKka3oB, pacMoOPsPKEHUI, YKa3aHWWA, peLleHun), a Takke [OOKYMEHTOB, perrnameHTUPYHoLLNX
OEeATeNbHOCTb OpraHu3auui 1 ydpexaeHun (ycTaB, NOMOXEHWS, WMHCTPYKUMM, LUTaTHOe pacnucaHue,
rpacuk oTnycka).
Ons Kaxgoro [JOKyMeHTa HeobXO4MMO YCBOWTbL OMpeferneHve [OOKyMeHTa, NopsiaoK ero
MOATrOTOBKW M COCTaBMNEHNS, MOAMNMUCAHUS (YTBEPXKAEHNS).
Bonpocb! 0nsi camonposepku

1. HasoBute BUAbI OpraHN3aLMOHHbLIX 4OKYMEHTOB.

2. HasoBute BMObl pacnopaanTesibHbIX JOKYMEHTOB.

3. [ante onpenenexHne npukasa.

4, [ante onpeneneHne SOMKHOCTHOW MHCTPYKLMK.

5. [ante onpegeneHne NONOXEHUS.

6. YKaxute oCOBeHHOCTU COCTaBneHms n opopMeHus nprkasa no NMM4YHOMy CocTaBy.

7. Ykaxute 0COBGEHHOCTU COCTaBneHMss Uu OcopMNeHNa npukasa MO OCHOBHOW
OesaTenbHOCTN.

8. YKaxuTe 0COBEHHOCTN COCTaBNEHUSI N OCDOPMITEHUS MOSOXEHMS O NepcoHare.

9. YKaxuTe 0COBEHHOCTN COCTaBNeHNs1 1 0POPMITEHUS AOIMKHOCTHOW NHCTPYKLNN.

10. YkaxuTe 0COBEHHOCTN COCTaBNeHNst 1 0HOPMITEHUS LUTATHOrO pacnmcaHus.

Paspnen 8. CoBpeMmeHHOe fenoBoe NMcbLMo

Memoduyeckue pekomeHdauuu

Mpn n3yyeHMnM HeobBXOOMMO YSICHWUTb 3HAYEeHWe Mepenuckn U NUCeEM B COBPEMEHHOM LenoBOM
obweHun. PaccmoTtpeTb GnaHkm ons nucem, obume npasuna ooopMIieHnst 4enoBoro nucbMa. YCBouUTb
0COBGEHHOCTM 0hOPMITEHNST Pa3NMYHbIX BUAOB NUCEM, a Takke npasuna oopMreHUs MexayHapoaHOoro
[eroBoro nucbma.

Bornipochk! 0nisi camorposepKu

[ante onpenenexHne nucbma.
HasoBuTe 0CHOBHbIE Pa3HOBUAHOCTM MUCEM.
Kakne ocHOBHble TpeboBaHMsA NPeabABSAIOTCA K COCTABNEHNIO 1 OCOOPMITEHUIO NNCEM?
KakoBbl 0bLme pekomeHgaLmMm No COCTABMNEHMIO TEKCTa CYXeOHbIX MMcem?
HasoBute npaBuna nognucaHns OenoBbIX NUCEM.
KakoBbl 0cobeHHOCTM permcTpaumm nucem?
KakoBbl 0COBEHHOCTM COCTaBMNEHMS MUCEM MHOCTPAHHLIM NapTHepam?

NougokrwdrE

Pasgen 9. PaboTa ¢ foKyMeHTaumen no fiM4HOMy COCTaBy

Memoduyeckue pekomeHdauuu

M3yyeHne aTol TeMbl criedyeT HayaTb C YSCHEHUS] BUAOB LOKYMEHTOB, OTHOCSLUMXCS K AaHHOM
KaTeropum n nx 3HavyeHusi B AeATENbHOCTU OpraHn3aumin 1 XU3HW rpaxgaH B COBPEMEHHbIX YCIOBUSIX.
Mo3HakoMUTbCS C MpaBunaMum OMOPMIIEHUS W 3arOfIHEHUST TPYOOBbIX KHWXKEK. YSCHUTb MOPSAoK
3aMONHEHUsT NMWYHbIX KapTouvek. PaccMoTpeTb cocTaB LOKYMEHTOB B JIMMHOM gene u odopmieHue
NWYHbIX Aen.

Bonipochki 0rnisi camornposepKu

Kakvne BMabl LOKYMEHTOB MOXHO OTHECTU K AOKYMEHTaLUM NO FIMYHOMY COCTaBy?
KakoBbl npaBumna ohopMeHns 1 3anofHEeHNs TPYOOBbIX KHIDKEK?
KakoBbl npaBuna ohopMneHUs 1 3arnofHEHUS TIMYHbIX KapTodek?
Kakvne [okyMeHTbI noAwmnBatoTces B NIYHOE AENo?
KakoB nopsigok pacnonoxXeHust AOKYMEHTOB B JIMYHbLIX Aenax?
HazoBunTe npaBuna ooopMneHns NNYHbLIX AEN.

ogukrwnE
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lpouedypa oueHusaHusi

Mocne u3yyeHusa Kaxgoro pasgena MpoBOAUTCH PYOEXHbI KOHTPOMb. PyGexHbli KOHTpOnb
OCYLLECTBNSETCA C LENblo onpedeneHua kavecTBa npoBedeHua obpasoBaTerbHbIX YCrAyr no
AVCUMNMVHE, ANst OLEHKN CTeNeHn JOCTKEHMSA 00yYaloLLMMNCS COCTOSHMSA, OnpeaensemMoro LenesbiMu
yCTaHOBKaMu AWCLMMNMAWHBI, a Takke ANng opMUPOBaHUS KOPPEKTUPYIOLLNX MeponpusaTuin. PybexHbin
KOHTPOIb OCYLLECTBNAETCA MO pa3genam AUCUMNMAMHBI B COOTBETCTBUM C NNaHOM. PyBexHbIi KOHTPOIb
COCTOUT W3 BbINOMHEHUS 3afaHWA Ha MPaKTUYECKUX 3aHATUSX W BbINOMHEHUS TeCcTOB MO pasgenam
ONCUMMITUHBI.

Kpumepuu oueHku pybexxHo20 KOHmMpOoris:

- OueHka «OTNMYHOY, eCrn KONMMYeCTBO NpaBurbHbIX 0TBETOB OT 81-100%.

- OueHka «XOopoLLO», ECNN KONMYECTBO NPaBuUibHbIX OTBETOB OT 71-80%.

- OueHka «yaoBneTBOPUTENBLHOY», €CNN KONUYECTBO NPaBUibHbIX OTBETOB OT 61-70%.

- OueHka «HeyaoBIeTBOpUTESIbHO», €CI KONMNYeCTBO NpaBUIibHbIX OTBETOB MeHee 60%.

7. Obwme meToaMUecKkue pekoMeHAaUMN NO 0chOPMIMEHMIO M BbINONHEHUIO OTAENbHbLIX BUAOB
BAPC

7.1. PekoMmeHAaUMmM No BbINOSIHEHUIO UHAMBUAYaNbLHOrO 3af4aHus

YyeGHble Uenu, Ha OOCTUXKEHWEe KOTOPbIX OPMEHTUPOBAHO BbIMOMHEHWe 3afaHusA:
MONy4YnTb LIENOCTHOE MNpeAcTaBreHne 06 OCHOBHbLIX COBPEMEHHbLIX HamnpaBneHUsX WM WMHCTPYMeHTax
AOKYMEHTALMOHHOrO  Mpouecca  ynpaBrieHYecko  OeATenbHOCTW,  HayyuTbca  ohopMnATb
ynpaereHYeckyo JOKYMeHTaUuHo.

YyeGHble 3a4aun, KOTOPbie AOMKHbI ObITh pelleHbl 06y4YalWUMCH B paMKax BbINOSHEHUsA
MHAUBUAOYANbLHOrO 3afaHuA:

—  [peTanbHoe paccMOoTpeHue Hanboree akTyarbHbIX NPobrem 4OKYMEeHTUPOBaHUS,
—  (hopmuMpoBaHMe 1 0TpaboTka HABLIKOB NPAKTUYECKOro 0POPMIIEHUSI JOKYMEHTOB OpraHM3aumu;
—  COBEPLUEHCTBOBAHNE B W3MOXEHUWM CBOWX MbICIEN, KPUTWUKWU, CAMOCTOSITESNIbHOTO MOCTPOEHMSs!

CTPYKTYpbl  paboTbl, MNOCTAHOBKM 3a4ady, pPacKpbiTME OCHOBHbIX  BOMPOCOB, YMEHUe

chopmynmpoBaThb OMMYECcKMe BbiBOAbI U MPELTOKEHMS.

MHanBmayanbHoe 3agaHne COCTOMT U3 ABYX YacTen: TeopeTMYECKOW 1 NpakTU4EeCKOn.

B nepBom wuactm cregyetr pJdatb OTBETbl Ha YeTbipe TeopeTUM4eckux BoOnpoca, And
MOArOTOBKN K KOTOPbIM HEOOXOAMMO M3YYnTb MPUBEAEHHYHO B METOAMYECKMX YKa3aHusX nuTepatypy.
OnucaHne TeopeTMyeckoro Martepuana BbIMOMHAETCA MO O4HOMY M3 MPEeANoXEHHbIX BapuaHTOB B
3aBMCUMOCTM OT HadanbHoM OykBbl hamMunum MU HOMepa 3a4eTHOW KHWKKW cTygeHTa. [lepedeHb
BapuaHTOB BblgaeTcs CTyAeHTaM B Hadane 3aHaTui. BapuaHT BbiOupaeTcs CTy4eHTOM 1 3akpennseTcd
3a HMM MOcMe cornacoBaHus ¢ npenogasatenem. Npu nobbIX 3aTPyAHEHUSX, KacaloLWMXCH BONPOCOB,
CBSA3@HHbIX C BbIMNOMTHEHMEM, CTyAEeHTbl MOryT obpalwiaTtbCs 3a KOHCynbTauusiMuM K npenogasaTento.
BbinonHsas nucbMeHHyto paboTy, Heobxoaumo MokasaTb YMEHME $CHO, YeTKO WIMOrMYHO m3naratb
YCBOEHHbIN MaTepuan.

OTBeTbl Ha BONPOCH! AOSMKHbI ObITb TOYHBIMW U JOIMKHbI COAEepXKaTb:

- Mo NepBOMY 1 BTOPOMY BOMpPOCaM — TEOPETUYECKOE OMNMCaHNE 3a4aHHON TEMbI;

- no TpeTbeMy BOMPOCY — Hapsiay C TEOPETUYECKMM OMUCaHWEM PEKBU3WUTOB MPUMEPbLI UX
odopmneHust cornacHo NOCT P 7.0.97 - 2016;

- Mo 4YeTBEPTOMY BOMPOCY — TEOPETUYECKOE OMNUCaHWE [OKYMEHTa, MeToauka ero
COCTaBMeHMs U OPOPMIIEHMS, N 00s3aTeNbHO KOHKPETHbIN mpumMep. Bce HedocTaroline pekBUsnTbI
(HasBanune opraHusaumn, ®.N.0. HeobOXxoouMMbIX PabOTHWMKOB, TEKCT AOKYMEHTa, AOMHKHOCTM u Ap.)
BblOMpaOTCA CTyAEHTaMN CaMOCTOATENbHO.

BTopasa 4acTb — npakTtuyeckas — B Hell Heo6XxoaAMMO NpeacTaBUTb COCTaBMNEHHbIE JOKYMEHTLI.
CTtyneHTam 3ao4vHoOM hopMbl 0OyYeHUs1 ee MOXHO BbIMOMHUTL Ha MaTepuanax TOW OopraHusauuM unm
CTPYKTYPHOrO nogpasfaeneHus, B KOTopon (pom) Bbl paboTaeTe.

[ns BbINOMHEHNS MpaKTUYECKOW 4YacTy HeobXxoAMMO MO 3afaHuK COCTaBUTb [AOKYMEHTbI B
COOTBETCTBUM C NpeabsiBASEMbIM K HUM TpebGoBaHuAM. [pu BbINOMHEHUN 3adaHWiA Kaxabl LOKYMEHT
cocTaBnsieTcs oTAenbHO Ha Bymare doopmaTta A4 ¢ cobnogeHnem npaBui 0OPMIEHNSI PEKBU3NTOB U
nonen AokymeHTta. Bce HepocTalowme pekBuanUTbl (HasBaHWe opraHus3auuun, amunus pykosoautens,
OaTbl, BO3MOXHbIE NMPUNOXEHNS U T.M.) YKa3bIBAOTCS CAMOCTOSITENBHO.
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Tpe6oBaHMA K ochopMIeHn0 MHAMBUAYaANIbHOIO 3afaHus

Cmpykmypa uHOueuodyasnibHO20 3a0aHUsl:

TUTYNbHBIA NUCT.

Ornaenenuve (nnaH, cogepXxaHue).

BseneHue.

1. TeopeTnyeckas YacTb MHOUBMOYAINbHOIO 3a0aHNs Y

1.1. (nonHoe Ha3BaHWe BoNpoca);

1.2. (noniHoe Ha3BaHWe BOMpoca);

1.3. (noniHoe Ha3BaHWe BOMpoca);

1.4. (nonHoe Ha3BaHWe Bonpoca). >

2 lNpakTnyeckas YyacTb MHOUBMOYANbHOIO 3a4aHus OcHoBHas YacTb

2.1. (Ha3BaHWe OOKYMEHTA);

2.2. (HasBaHVe JOKYMeHTa) U T.A4. )

3aknioveHune (unu BbIBOAbI).

Cnuncok ncnonb3oBaHHON NUTEepaTypbl.

MpunoxeHus (No yCcMOTPEHUIO aBTopa).

TumynbHbIU TUCM 3anonHaeTcs No eamHon coopme (Mpunoxexue 1).

OznaesieHue (NnNaH, CcoAepXaHWe) BKNIOYAET HasBaHWs BCEX pasfenoB (MYHKTOB nraHa)
WHAMBMAYANbHOrO 3a4aHnsa M HOMepa CTpaHuL, yKasbiBaloLLiMe Havyano aTux pasgenoB B TEKCTE.

BeedeHue. B 3Toii 4yacT 0OOCHOBbLIBAETCSl aKTyanbHOCTb paboTbl, (POPMYNMPYOTCA Lenu u
OCHOBHbI€ BOMNPOCHI, KOTOpble npegnonaraeTca pacKpbiTb, YKa3blBalOTCA WCMNOJSIb3yeMble MaTtepuanbl.
O6bem BBeAEHUNS He JOMKEH npesbiwaTh 1-1,5 cTpaHuubI.

OcHoBHasi Yacmb VHAVBUAYaANbHOIMO 3a4aHus COCTOMT M3 ABYX YacTen. 3aecb 4OCTaTOvHO
MOJSTHO M NOFMYHO M3NaraTCs OTBEThI HA TEOPETUYECKME BOMPOCHI.

ABTOp [OMKEH creauTb 3a Tem, 4YTOObl M3NOXeHue MaTepuana TOYHO COOTBETCTBOBASO
nocTaB/ieHHbIM BOMNMpPoOCaM. MaTepman pekomeHayeTca wu3naratbe CBOMMWU ClnoBamMu, He [Jonyckas
OOCITOBHOINo nepenucbiBaHnAa U3 nutepatypHbIX WUCTOYHUKOB. B Tekcte o6si3aTenbHbl CCbIKM Ha
NepBOMCTOYHMKM, T.€. Ha TEX aBTOPOB, Yy KOTOPbIX B3SIT AaHHbIN MaTepuan B BuAe MbICnn, naeu, BblBOAa,
Tabnuu, unnicTpauun n np.

PaboTta gomkHa ObiTb HanMcaHa rpamMOTHbIM NUTEpPaTypHbIM A3blkom. CokpallieHne crnos B
TEKCTE He JONyCKaeTcsl, KpOMe OOLLEeN3BECTHbBIX COKpaLLeHnn n abbpesmaTypsbl.

3aknroveHue (BbiBOAbI). B aT0OM YacTn 0600WaeTca n3noXeHHbIN B OCHOBHOW YacTn matepuan,
dopMynunpyloTca obLLne BbIBOAbI, YKa3biBaeTCs, YTO HOBOrO NIMYHO Ans cebs BbiIHEC aBTOp M3 paboThl.
3akntoyeHne no obbemMy He AOMKHO npeebiwaTth 1,5-2 cTpaHuu,.

lMpunoxxeHuss MOryT BKNtoYaTb rpadoukn, Tabnuupl, pacdetbl. OHM OOMKHbI UMETb BHYTPEHHIOK
(cobCcTBEHHYIO) HYMEpPaALMIO CTPaHML,.

Bubnuozpaghusi (cnUCok NUTepaTypbl) 30eCb YyKasblBAeTCs pearlbHO WUCMonb3oBaHHas Ans
HanucaHus paboTbl nuTepaTtypa, NepuoanyecKkMe U3OaHUA U ANEKTPOHHbIE MCTOYHUKM MHGOPMaLUK.
Cnuncok coctaBnseTcst corfnacHo npaeunam 6mbnmnorpadmnyeckoro onncaHus.

TpeboeaHus kK oghopmeHuro UHAU8UAYarlbHO20 3a0aHUsT.

PaboTta npepncraensietca B cOpowtopoBaHHOM Buae, B ¢opmate A4. OHa pgomkHa ObiTb
HanevaTaHa Yepe3 1,5 MexaycTpo4HOro nHTepsana. Martepuanbl NPeaoCcTaBNATCA B pacneyaTaHHOM
Buae. TekcT HabupaeTcs B TekcTtoBoM peaaktope Microsoft Word. NapameTpbl 4oKyMeHTa:

— pasmep bymarn — A4 (210x297);

— Monsi: BepxHee, NeBOe, HMKHEE — HE MeHee 2 CM, NpaBoe — He MeHee 1 cv;

— wpudT — Times New Roman;

— BbICOTa WpndTa OCHOBHOIO TekcTta — 14 kerne;

— OpUEHTaUNs — KHIDKHAS;

— BblPaBHMBaHUE — MO LUMPUHE;

— ab3auHbIn otcTyn — 1 cm.

Homep cTpaHuubl CTaBUTCA B MpaBOM BEPXHEM yriy apabckumu umdppamm 6e3 Kakmx-nubo
obpamnenHnin u Touku. TUTYNbHBIM NUCT SBNSAETCA MEepBOM CTpaHuuen paboTbl, HO HE HyMepyeTcs.
MnniocTpaumn n 1abnuubl, pacnonoXeHHble Ha OTAENbHbIX NIMCTaX, BKIOYAT B 0Oy HyMepauuto
CTpaHuL.

3aronoBkn aneMeHToB paboTkl crieayeT pacnonaratb B CepeyHe CTPOKM 6e3 TOYKM B KOHUE, He
noayepkmeas.

Kaxgpii pasgen paboTbl crnegyeT HaunHaTb C HOBOIO NMcTa. 3aronoBku Nogpasaenos U NMyHKTOB
cnegyeT pacnonaraTe ¢ ab3auHoro otctyna, 6e3 Tovkun B KoHUe. Ecnv 3aronoBok BKITHOYAET HECKOSBbKO
NPELNOXEHUN, X Pa3aensioT TOYKaMMU.

Mpouenypa oueHMBaHUsA
Mo wToram BbLIMOMHEHNS WHAOWBMOYaANbHOIO 3adaHus npenogaBaTtenlb aTTecTyeT (Mnu He
atTecTyeT) obyyalollerocs, UCnonb3ys NPUBEAEHHbBIE HKE KPUTEPUU OLLEHKM
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— CooTBeTCTBME COAEPKaHUSA MHANBUAYArbHOIO 3aaHns ero BapuaHTy

— TNonHoTa 1 rnybuHa packpbITUs TEOPETUYECKON YacTu

— [NpaBunbHOCTb OPOPMIEHUSS U COCTaBMEHUS AOKYMEHTOB MNPV BbIMNOMHEHUN NPAKTUYECKON
yacTtu

— CTeneHb CaMOCTOATENLHOCTY CTYAEHTa Npu NOAroTOBKe

— CrteneHb cobniogeHuss cTygeHToM o60wmx TpeboBaHui K odopmreHnto paboTbl, K
OPOPMIEHMIO CMMCKA MCTOYHUKOB MHEPOPMAaLIMKN, MCMOMb30BaHHbIX NPY BbINOMHEHUN MHOAUBUAYaANbHOIO
3agaHus

— YpoBeHb MOHVMMAaHWSA CTYAEHTOM OTPaXEHHOro B WHAMBMAOYanbHOM 3ajaHuy MaTepwana,
NposiBNEHHbIN Npn cobeceaoBaHnn

LWKAJNA U KPUTEPUU OLLEHUBAHUA

- OLleHKa «3a4yTeHO» BbICTaBNAETCA OOGy4alolleMycsl, ecni BOMpoCbl TeopeTUYecKol
4YacT PacKpbITbl, NPaBUNbLHO OOPMIEHbI M COCTaBMNEHbl OOKYMEHTbI MPAKTUYECKoW YacTu oTyeTa, BO
BpeMs coGecefoBaHWA CTyOdeHT MNpaBUMNbHO OTBETUN Ha 3adaHHble BOMPOCLI, MOXET BbiCKa3aTb
CODCTBEHHYIO TOYKY 3peHuMss Ha ob6cyxgaemyio  npoGneMy, [OeMOHCTPUPYeT  CnocoBGHOCTb
aprymMeHTMpoBaTb [0OKa3blBaeMble MOMOXEHNA W BblBOAbI, 3HAHWUSA HOPMATMBHBLIX WCTOYHWMKOB OnA
0hOpMMEHNs JOKYMEHTaLIMMN.

- OLleHKa «He 3a4yTeHO» BbICTABMAETCHA, €CNU BOMPOCHI TEOPETUYEeCcKOM YacTu He
PacKpbITbl, JOKYMEHTbI MPaKTUYecKo YacTu MHAMBUOYaNbHOrO 3adaHus HenpaBunbHO OOPMIEHbI U
cocTaBneHbl, BO Bpemsi cobeceoBaHns 0By4aloMiACa He NpaBUnbHO OTBETUN Ha 3afaHHble BOMPOChHI,
He crnocobeH AokasaTb W apryMeHTMpoBaTb COGCTBEHHYID TOYKY 3pEeHMst MO BOMPOCY, He 3HaeT
HOPMAaTUBHbIX UCTOYHUKOB AN 0DOPMIEHNA AOKYMEHTaLMN.

7.2. PekomeHAaLMmM No CamMoOCTOATESIbHOMY U3YYEHUIO TeM

Howme Tema B cocrase paspenal PacuetHas dopma TekyLLero
P BOMpPOC B COCTaBe TeMbI pasaena, P Y

pasgena BbIHECEHHBIE TPYAOEMKOCT, KOHTpons

ncunnnuHbI yac. no reme
Ancu Ha CaMOCToATeNlbHOE Usyy4eHue

1 2 3 4

OuHas dopma o0byyeHus

[lenonpon3BoACTBO Ha KOMIMbIOTEPE

KoHdpmaeHumnansHoe aenonponssoacTso

FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKON

7,9
JokyMmeHTauun. TpeboBaHus K 0pOpMINEeHnN0 JOKYMEHTOB TecTuposaHue

FTOCT P 7.0.100-2018 Cwuctema cTanHgapToB NO
uHdopmauun, GubnnoTeyHoMy W usgaTenbCkoMy aeny.
Bubnuorpadguyeckas 3anuce. Bubnwuorpadunyeckoe
onuncanune. Obwme TpeboBaHUA 1 NpaBusia CoOCTaBeHNs!

7,9

OuyHo-3a04Hasa dopma obyyeHnst

MpeameT, Lenb 1 3agayn JOKYMEHTUPOBAHNS
1 ynpaBreHYecKol AesTENbHOCTM

,D,OKyMeHTaLI,VIOHHOG n VIH(*)OpMaLI,VIOHHOG obecneveHne B
CucTemMe ynpasrneHusa 2

Oenon pon3BoOACTBO Ha KOMMblOTEPE

KoHduaeHUMansHoe AenonponsBoacTBO 2 TectuposaHue

FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKON

7,9
JOKyMeHTaumn. TpeGoBaHus K 00OPMITEHMIO JOKYMEHTOB 6

FTOCT P 7.0.100-2018 Cwuctema cTaHgapToB nNO
uHdopmauun, GubnnoTedHoMy W u3gaTenbCKoMy neny.
Bubnuorpadguyeckas 3anuchb. Bubnuorpadunyeckoe
onucanue. O6wme TpeboBaHUS U NpaBuna CocTaBnNeHUst 6

7,9

3aoyHasa bopma oby4veHus

MpeaMmeT, uenb 1 3agayv 4OKYMEHTUPOBaHMS
1 ynpaeBrieH4Yeckon AeaTenbHOCTM

2 [lokymeHTaUmroHHoe 1 NHgOpMaLMOoHHOe obecneveHne B TecTupoBaHu1e
cucTeMe ynpasreHus

2 [lenonponssoacTeo Ha KoMMbloTEPe

KoHdmaeHumanbHoe Aenonpon3soacTBo
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5 HomeHknatypa gen

6 dopmMupoBaHue Aen, X XxpaHeHne 1 UCnornb3oBaHne 2

FOCT P 2.105-2019 EpguHaa cuctema KOHCTPYKTOPCKOW

7,9
JoKkyMeHTauun. TpeboBaHus K 0DOpPMIIEHUI0 OKYMEHTOB 6

FOCT P 7.0.100-2018 Cuctema cTtaHaapToB No nHdopmaumu,
61bnuoteyHomy " nsgarenbckomy neny.
Brubnunorpaduyeckas 3anuce. Bubnuvorpaduryeckoe
onucaHue. Obwue TpeboBaHnsA 1 NpaBuna cocTaBneHns 8

7,9

8 CoBpeMeHHOe [er1oBoe MUCbMO 4

AﬂrOpMTM CaMOCTOATEeSNIbHOIoO U3y4yeHUs TemM:

1) 03HAKOMUTbLCS C PEKOMEHA0BaHHON y4eBHOWM NUTepaTypol 1 SNeKTPOHHLIMU pecypcamm
no TeMe, C HOpMaTUBHO-NPaBOBbLIMY aKTaMu (OPUEHTUPYSACH HA BOMPOCHI A1 CAMOKOHTPONS);

2) Ha 3TOV OCHOBE COCTaBWUTb Pa3BEPHYTLIN NIaH U3MNOXEHUS TEMbI;

3) npopaboTtaTb MaTepwuar;

4) BbIMNOMHUTL peLleHne TECTOBbIX 3afaHuM.

LLikana u KpuTepumn oLleHNBaHUA
CaMOCTOSITENbHOIO U3y4YeHusi TeMbl
- OUEeHKa «omyIu4HO» BbICTaBnsieTca obyvaroemycs, ecnu nonyyveHo 6ornee 85% npaBurbHbIX
OTBETOB.
- OUEHKa «Xopowo» - NONy4eHo OT 66 Ao 85% npaBurbHbIX OTBETOB.
- OUeHka «ydoeremeopumeribHO» - Nony4eHo oT 51 0o 65% npaBuIbHBIX OTBETOB.
- OUEeHKa «HeydoeriemeopumesibHoO» - Nony4yeHo meHee 50% npaBuIbHbIX OTBETOB

8. TeKkywmin (BHyTpMCEMECTPOBbLIN) KOHTPOSb XoAa
M pe3ynbTaToB Y4eOHOW paboThl

8.1 Tekywmi KOHTPONb yCNeBaeMoCcTH

B TeyeHune cemecTpa, NPOBOAUTCS TEKYLLMI KOHTPOSb YCNEBAaEMOCTM NO OUCLUMNIINHE, K KOTOPOMY
obyvarowmncsa gomKkeH ObiTb NOATOTOBIEH.

OTcyTCTBME MPOMYCKOB ayOUTOPHbLIX 3aHATUIA, akTMBHAs paboTa Ha NPaKTUYECKMX 3aHATUSIX,
obuee BbiNnonHeHne rpadumka y4ebHom paboThl SBMSAOTCA OCHOBAHMEM ANS NOMYYEHUsT NOMOXUTENbHON
OLEHKM NO TEKYLLEMY KOHTPOITHO.

Bonpocbl v 3apgaun
ANA caMonoAroToBKU MO TeMaM NMPaKkTU4eCKUX 3aHATUMN

MpakTnyeckoe 3aHATME Ne 1
Tpeb6oBaHusa ctangapta FOCT P 7.0.97-2016 k ohopMreHUI0 peKBU3UTOB B AOKYMEHTaxX

CodepixaHue:
1. PaccmoTpeTb HEO6X0AMMOCTb €4UHbBIX NpaBui 0POpPMIEHNS JOKYMEHTOB.
2. W3yuunTb cocTaB peKkBU3UTOB JOKYMEHTOB.
3. O3HakoMUTbCS C NpaBunamu 1 NOpPALKOM 0POPMIIEHNS PEKBU3NTOB.
3adaHue: OpopmuTe Takme PekBU3NTbI, Kak:
- pesonouunsa pykoBoauTens;
nognuce
a) O4HOrO AOIMKHOCTHOIO Nnua,
0) OBYX AOMKHOCTHbIX NNL, PaBHbIX MO MOMOXEHNIO,
B) OBYX OOJPKHOCTHbIX JIUL, HE paBHbIX MO MOMOXEHWNIO (Hanpumep, OVMPEKTOP OpraHu3aumm u
3KOHOMWCT MO onfare Tpyaa);
- rpud yTBEPXKOEHMUS;
- BM33;
- OTMEeTKa O Hanuynn NpUroXeHun,;
- oTMeTKa 06 ncnonHuTene.
[nsa BbINONHEHMS 3a0aHNS HY)XHO BHMMATENbHO npoyntaTth TeopeTndeckui matepuan (FOCT P
7.0.97-2016), obpaTMB BHMMaHME Ha NPUMEpPbI NPaBUITbHOIO 0OPMITEHNSI PEKBU3UTOB.
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MpakTnyeckoe 3aHstue Ne 3-4
CoctaBneHue n opopmneHme MHPOPMaLMOHHO-CNPaBOYHbIX JOKYMEHTOB

|/|Hd)OpMaLI,VIOHHO-CﬂpaBO‘-IHbIe LOOKYMEHTbI COCTaBNAKT CaMylo 6OJ'IbLIJyI'O rpynny ynpaslieH4eCKnUX
LOOKYMEHTOB. B Hux coaepXunTca VIH(bOpMaLI,VIﬂ, no3BondoLaa onpegenntb pearbHoe COCToAHMe aen B
obbekTe ynpaslnieHua, NpuHATb 00beKTMBHOE, 060CHOBaHHOE pelwieHmne.

K VIH(*)OpMaLI,VIOHHO-CI'IpaBO‘-IHbIM OOKYMEeHTaM OTHOCAT aKTbl, NMUCbMa, ChnpaBKW, TenerpamMmmbl,
TeJ'Ie(bOHOFpaMMbI, CBOAKM, O630pb|, cny>|<e6Hb|e 3arnmncku.

1. MeToauka cocTtaBneHusi U opopMIieHNA CnyeGHbIX 3anucok

CodepixaHue:

1. PaccmoTpeThb NOHATME U BUAbI CY>KEOHbLIX 3anuncoK.

2. NI3yunTb NpaBuna ux coCTaBreHus.

3. ObopMUTb JOKYMEHTBI.

Teopemuy4eckue rnosiCHeHus!

HeobxoomMmMocTb B COCTaBneHMM  CryXeOHbIX 3anMCcoK BO3HWMKAET, Kak MpaBwuno, Koraa
PYyKOBOAUTENb TOr0 UIIM MHOTO YPOBHSI HAYMHAET UCMbIThbIBATb HELOCTATOK OMNepaTUBHOM U KOHKPETHON
MHdOpMaLMM O COCTOSIHMWU Aen Ha NopydYeHHOM eMy y4vacTtke. MIHorga ero uHTepecyeT BCEro NULlb XOf,
peLleHnst HebonbLLIOKW, HO JOBOMLHO BaxkHOW Npobnembl. Kak TyT noctynuTb? NpakTuka nokasbiBaeT, YTo
WMEHHO 3[eCb HE3aMEHNMbIM JOKYMEHTOM - KPaTKMM, CBOEBPEMEHHbLIM, aKTyarbHbIM MO COAEPXKaHULO -
CTaHOBUTCS cnyxebHasn 3anucka.

Cpeaun xapakTepHbix 0CODEHHOCTEN, OTNMYaroLWmMX CrykebHyto 3anucky OT goknaga (Haubonee
BrIM3KOro K HeW No HanpaBreHHOCTU TUMa QOKYMEHTOB), cnedyeT BblaenuTb:

- Malnble CPOKM noaroToBKU (OT HECKONbKMUX MUHYT OO HEeCKOJbKMX 4YacoB, W cOBCEM penko -
CBbILLIE OAHOro AHS);

- OrpaHWYEeHHbIN KOHTUHIEHT COCTaBuTeNen AoOKyMeHTa (Kak npaBuro, 1-2 coTpyaHuka);

- OTHOCUTENbHO HEDONNbLUOK 0OBEM TEKCTA 3arnnCKN, COMETAalOLLMIACSA C BbICOKOW CTEMEHBLIO €ro
WMHOPMATMBHOCTU, NPU STOM BbIBOAbI U MPEANIOXKEHNS MOryT cocTaenaTb 40 1/3 oT obuwero obbema
OOKYMEHTa;

- 0cobyl LEHHOCTb AN codepXaHus 3anuckv npeacraBnseT akTyanbHOCTb BKIOYEHHOW B
Hee nHdopmaumu;

- HakoHeL, B OTnM4YMe OT AoKnaja, 3anvcka noyTu Bcerga agpecoBaHa KOHKPETHOMY nuuy.

PasnunyatoT HeCKOnMbKO BUAOB Cry>XeBHbIX 3anmcok:

AHanuTtnyeckue, 0630pHble, MHOPMALMOHHO-CTAaTUCTMYECKNE, AOKNaAHble, 0ObACHUTENbHbIE,
NOSICHUTENbHbIE.

AHanuTn4yeckas 3anucka He TOMbKO MPEnO4HOCUMT HaM AN O3HAKOMITEHUS COOTBETCTBYIOLLMN
mMaTtepuan, HO W COOEpPXWUT ero nogpoOHbIn aHanm3. Kak npaBuno, manaraemble ¢akTbl (OaHHble,
COObITUSA) TYT XKE KOMMEHTUPYHOTCS, YBA3bIBASACb C paHee NOCTYNMBLLEN MHpOpMaLMEN.

O630pHbIe 3anUCKu cogepxxaT KpaTKylo MHpopMaLuio O HECKOMbKUX TECHO B3aMMOCBSA3aHHbIX
npobnemax. [laetcst X cxaTtbii KOMMMEKCHbIN aHann3. YacTto Takue 3anucku JOMOSHSTCS CrpaBKaMu,
AeTanv3npyowmMmn oceeLleHe Hambornee BaXHbIX CTOPOH NpoGreMbl.

UHdopMaLMOHHO-CcTaTUCTUYECKNE 3anMMUCKM HECyT, kak crnegyeT u3 HasBaHus, aktypy -
umndpsbl, AaHHble. MoapobHbIN aHanM3 NPUBOAMMbIX CBEAEHWIA 3aMEHSIETCS U3NTOXXEHNEM CTaTUCTUYECKON
nHdopmaumm B Hambonee HarnsgHOM M ygobHom ans BocnpusAtvs Buge (B hopme Tabnuu, rpadmkos un
T.n.). BaxkHelnwme nokasatenu BbIAENSIOTCA LIBETOM, pa3MepoMm, LUPUGTOM.

OcTtaHoBuMCA noapobHee Ha AOKNaaHbIX N 00 bACHUTENbHBLIX 3anuckax.

[oknaaHasa 3anucka - JOKYMEHT, adpeCcOBaHHbIi PYKOBOAMTENIO OAHHOMO UMW BbILLECTOSILLENO
yupexneHus, codepXawuhn MUCbMEHHOE W3MOXEHWe Kakoro-nmbo Bompoca C  BbIBO4aMU U
NPeanoOXeHNsIMN COCTaBUTENS.

B HekoTopbIx criyyasix OKMNaAHble 3anvCckyn HOCAT MHAOPMALIMOHHBIN XapaKkTep N COCTaBMAOTCS
perynspHo ansd coobleHns cBedeHun O MeTode, XO4e W uTorax 3agaHus. MHMumMaTopom M3gaHus
OOKIMagHoW 3annckn MoryT BbiTb Kak pyKOBOAUTENb, TaK U CTPYKTYpPHOE nogpasgerneHne unm paboTHUK.

OT 06CTOATENBHOCTN, OOCTOBEPHOCTU W3MOXEHWUS!, apryMEHTUPOBAHHOCTU MNPEONOXEHUA BO
MHOIOM 3aBWCUT WTOI pa3peLleHust Bonpoca AoKnagHon 3anmckn. OBbIMHO MTOTOM €e pacCMOTPEHMS
ABNSAETCSA MPUHATUE YNPaBNEHYECKOrO PELLIEHUS] UMM U34aHne pacnopsiAnTENbHOMO JOKYMEHTA.

[oknagHble 3anvcku 6biBalOT BHYTPEHHUMUN U BHELLHUMMW.

BrewmHue OoknalHble 3anucku (OTnpaBndeMble 3a npefenbl opraHusauum) oopMIsTCA Ha
obuem 6naHke opraHu3aLmn 1 NOANUCLIBAIOTCA PYKOBOAUTENEM OpraHu3aLn Unmn ero 3aMmecTuTerneM, B
YblO KOMMETEHLUUIO BXOAMT Bomnpoc. [1pyMeHeHne 3Toro Buaa 3anmncoK HE OYEHb PacrnpoCTPaHEHO, OHM
NCMNonb3ylTcsa B 0c060 BaXKHbBIX U MPUHLIMNUATBHBIX BOMPOCaX YNpaBrieHusl.

B coctaB TunoBoro dopmynsipa OOKNaAHOM 3anucKy  BXOOAT Criedylolime pekBUsuTbI:
HaMMEHOBaHWE aBTopa (OpraHu3auMn UM CTPYKTYPHOro nogpasferneHusl), Ha3BaHne Buaa LOKYMEHTa,
Jarta, permcTpaLmoHHbI HOMEpP, MECTO COCTaBIEHUSI UMW U30aHUs, agpecaT, 3arofioBOK K TEKCTY, TEKCT,
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noanucb. MHorga Kk 3anucke npwunaratTcs OOKYMEHTbI, MO3BOMSNLWIME YTOYHUTE UM 0BOCHOBaTb ee
cogepxaHue.

Tak kak [oknafgHble 3anuckym WMEKT agpecata, NPeanovTUTENbHbIM - SIBNSETCA  YINOBOE
pacnonoXeHne pekBU3MTOB GriaHka.

TeKkCT JOKMagHOWM 3anucku, Kak NpaBuino, COCTOUT U3 OBYX YacTel: KOHCTaTMPYIOLLEN N BbIBOLOB
N NpennoxeHunin coctaButens. B nepBoi cogepxmTcs nogpobHoe 1 0OBbEKTUBHOE OnmMcaHue cuUTyauuu,
hakToB M COOLITUIA, MHEHWE COCTaBUTENEN N Apyras apryMeHTUpoBaHHasi MHopMaLmsl, Heobxogumasi
AN NPUHATUSE TEX UMW MHBIX YNpaBieHYecKnx pelueHuin. Bo BTOpon 4Yactu cogepkaTtcs BbiBOAbI,
NPeLnoXeHNss U pekoMeHOauun. XapakTepHbIMW fOfsi nepexoga K 3TOM 4acTu TeKkcTa SABMSTCS
dopmynupoBkn  “npednazar”, "npowy”, "cyumaro Heobxodumbim”. He pekomeHgyeTcsi ynotpebnsartb
apxaun4Hbli 060poT "LJosoxy do sawezo ceedeHus...".

B HekoTopbIx cniyyasx ans obrnerdeHust BOCnpusaTUsS MHGoOpMaLnmM 1 onepaTMBHOCTU NMPUHATUS
peLleHnst pekomeHayeTcss obpaTHas nocrnenoBaTeNnbHOCTL M3noxeHus. CHavana nsnaraeTcsi CyLecTBO
NpockObl UNK NPennoXeHns, a 3aTem npegnaraeTcs 000CHOBaHHas aprymeHTauumsl.

O6bsACHUTENbHaA 3anucka - [OKYMEHT, CoAepXalui MUCbMEHHOe W3NOXEHUe MNPUYnH
HapyLleHns1 TPYAOBOW OUCLMMNIUHBI, HEBLINOMHEeHUst 3agaHui 1 T.n. OOGbsCHUTEmNbHbIE 3anucku Mo
OCQOPMIEHMIO N MPUEMAM MU3NOXEHMS MOXOXW Ha [AOKNagHble, OOHAKO, B TEKCTe HEeT BbIBOAOB M
NPeLoXeHUA CoCTaBUTENS.

MosicHUTenbHasA 3anMcka HOCUT CrneuuanuavpoBaHHbIA  XapakTep- 3anucku K oT4yeTam,
npoekTam, nnaHam, YepTexam u T.n.

3adaHue.

1. CocTtaBbTe [OOKMadHyH 3anucky OT MMEHM CTapoCTbl rpynnbl, aApecoBaHHYK [AEKaHy
3KOHOMMYECKOro hakynbTeTa:

Bapuanm 1: o pesynbTaTax npoBeAeHHOro cyb0oTHMKaA MO NOArOTOBKE K  3MMHEMY
OTOMUTENBHOMY CE30HY B 06LwexnTnm Ne12 u Ha npuneraroLen Tepputopum;

BapuaHm 2: 0 NOArOTOBKE K 3UMHEN CECCUN;

BapuaHm 3: 06 utorax copeBHOBaHuI;

Bapuanm 4: o pesynbTaTax npoBefeHHoro cybbotHuka no ybopke yyebHoro kopnyca Ne5 u Ha
npunerawLen TeppuTopun.

2. CocTtaBbTe OT CBOEro MMEHM OOBACHUTENbHYIO 3anucKy O NPUYMHaX NPOMycka KOHKPETHOro
3aHATUSA.

lMosicHeHus

Mpwn BbINONHEHMM 3a4aHusA 1 CTyaeHT BbiOMpaeT Ntobon N3 YeTbipex BapuaHToB.

[Mpn BbINONHEHWMM 3agaHWs 2 AaHHYK0 3anMCKy MOXHO COCTaBWTb YCIOBHO, €CNW CTYAEHT He
nponyckan 3aHATus.

2. MeToguka coctaBneHuUA n opopMIIeHMA CrnpaBoOK

CodepixaHue:

1.PaccmoTpeTb NOHATUE M BUObI CNPABOK.

2. N3yunTb NpaBuna mx coCTaBreHus.

3. ObopMUTL JOKYMEHT.

Teopemuy4eckue NOsICHeHUs1

CnpaBku 6bIBalOT ABYX OCHOBHbIX BMOOB:

- CnpaBkn, nogteBepxpawowme paboty (yd4eby), onnaty Tpyaa, MECTO MpPOXUBaAHWSA U T.M.,
COCTaBMsieMble MO 3anpocam rpaXkaaH;

- CnpaBku no Npon3BOACTBEHHBIM BOMPOCaM, COCTaBMSEMbIE MO 3anpocy PyKOBOACTBA.

Cripaeku o 3arnpocam epaxdaH (pabomHuKo8) BblGaeT PyKOBOACTBO OpraHM3aummn ¢ yKasaHuem
crneunanbHOCTW, OOMKHOCTK, KBanudukaumm, nepuoga paboTel n pasmepa 3apaboTtHon nnatsl (cT.62 TK
P®).

OTO cnpaBKM BHELWIHWE, Kak npaBurio, oopMIsTCsA Ha OrnaHkax cnpaBok dopmaTta A5,
UMEILLMX agpecHble AaHHbIE NPEANPUATUS N TpadapeTHbIA TEKCT.

CnpaBka JormKHa MMETb: HauMeHOBaHWe Buaa AOKYMEHTa, AaTty, Homep (Mpy HeobxoaumocTw),
MECTO NpefoCTaBIeHNs], TEKCT, NMOANMCH (MOANUCK), neyathb.

Cripaeku o npou3eodcmeeHHbIM 80rpocamM MOryT ObITb:

- BHELIHMMM, COCTaBMSEMbIMW MO 3aNpPOCy BbILLECTOSLLEN OpraHu3aLmm;

- BHYTPEHHMMM, COCTaBMSIEMbIMU MO 3anNpoCcy PyKOBOACTBA CBOEN OpraHuM3auuu.

CnpaBka [omkHa MMETb: HauMMEHOBaHWe Bwha AOKYMEHTa, agpecar, gaty, Homep (mpw
HeobX0AMMOCTK), 3arofloBOK K TEKCTY, TEKCT, mognuchk (nognucu), nevatb (Mpyu HEOOXOAMMOCTMW).

TeKCT crnpaBKun COCTOMT, Kak MPaBuIio, U3 AByX YacTen: BOOHOW M OCHOBHOW.

Bo BBOAHOM YacTu usnaratotcsa akTbl, COObITUSA, MOCAYXXMBLUME MOBOAOM K €€ COCTaBMEHMIO.

B OCHOBHOM 4acTu nNpuBOOATCHA KOHKPETHble [aHHble, MoKasaTenu, XapakTepuayloline
NpPOM3BOACTBEHHbIE NPOLIECCHI.
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Ecnu cnpaBka cogepXmut MHOpMaLmio No HECKONLKMM BOMPOCaM, TEKCT ee AeNAT Ha pasaensl,
KOTOpble AOMKHbI MMETb 3arofloBoK U Hymepauuto apabckumu undpamu. LindpoBbie nokasatenu moryTt
ObITb 0dbopMneHbI B BUAEe Tabnuubl.

BHellHMe cnpaBku NO NPOM3BOACTBEHHOW TEMATMKE COCTaBIIAOTCHA B ABYX 3K3EMMMsipax, OauH
N3 KOTOPbIX HanpaBnseTcs agpecaTty, BTOPON - NoALIMBaeTCs B 4ENO.

Mpn Hanuuum B crnpaBke CcBedeHU UMHAHCOBOrO XapakTepa OHa noAnuckiBaeTcs
pyKOBOAUTENEM, MMaBHbIM ByxranTepom n 3aBepsieTcsl neyarbto.

BHyTpeHHMe crnpaBku Mo NPOU3BOACTBEHHOW TeMaTUKe COCTaBMATCA Ha GnaHke CTPYKTYpPHOro
nonpasgenexHus unu Ha nucte A4, UMELOT Te XKe PEKBM3UTLI, YTO U BHELLUHME (33 UCKMIOYEHNEM MeYvaTi),
NnoAnuCLIBalOTCS COCTaBUTENEM.

3anaHue.

1. CocTaBbTe cnpaBKky C MecTa pabotbl [NeTywkuHon B.A. HepocTarowme pekBusutbl ykaxuTe
CaMOCTOATENbHO.

2. CocTaBbTe crpaBKy MO opraHusauuv (noapasgeneHuto), obobuiarollyo AaHHble O Xode U
pesynbTaTax KOHTPONSA COCTOSAHUS OPITEXHUKM.

lTosicHeHus

Mpun BbINOMHEHWM 3adaHnsA 1 HY>KHO yYecCTb, YTO Takas CrnpaBka BbiJaeTcs OTAENOM KagpoB U B
HEN HYXXHO yKa3aTb nogpasgereHve, B KOTOPOM paboTaeT COTPYAHMK, JOMKHOCTb, B OTAENbHbIX Cryyasix
yKasblBaeTCs CTax paboTbl B opraHusauum u ctax paboTtbl B nocnegHen gomkHocTu. OcHoBaHWeM Ans
Takomn cnpasku ByayT ABNATLCA COOTBETCTBYOLLME NPUKa3bl NO IMYHOMY COCTaBY

Mpn BbINONHEHMM 3adaHMA 2 [aHHYK CrpaBKy MOXHO COCTaBUTb YCINOBHO, OT WHXeHepa
opraHm3aumm unm pykoBoAUTENS CTPYKTYPHOro noapasgeneHust.

3. MeTtoaguka coctaBneHusi U opopMsIeHUA NPOTOKOSOB, BbINMUCKU U3 AOKYMEHTOB

CodepixaHue:

1.PaccmoTpeTb NOHATME U BMAbI MPOTOKOSOB, BbIMMCKU 13 NPOTOKOMA.

2. N3yunTb NpaBuna nx CoCTaBreHus.

3. BbinonHuTb 3agaHue K Teme.

Teopemuy4eckue nosicHeHuUs1

lMpoTokon 3aHumaeT ocoboe MecTo B CcCUCTEME OpraHvM3auMOHHO-pacrnopaguTenbHbIX
OoKymMmeHToB. C OAHOW CTOPOHbI, €r0 MOXHO OTHECTU K MH(OPMALMOHHBIM LOKYMEHTaM (Tak Kak OH
COAEPXKUT MHopMaLMO O xode OOCY)KAEHMSI KaKMX-TO YMpaBfieHYEeCKMX BOMPOCOB), a C Apyron —
MPOTOKONbI codepXaT MNOCTaHOBMSALWY 4YacTb W, TakuM 06pasoM, MOryT paccmaTpuBaTbCH Kak
pacnopsguTenbHble AOKYMEHTbI.

Ob6ga3arenbHOMY NPOTOKONMMPOBAHMID Mognexar cobpaHus akuMOHEepoB, 3acefaHusi COBETOB
ONPEKTOPOB.

[MpoTokon odhopmnisieTcs Ha OCHOBE 3anuncen, KOTopble BENWCh Ha 3acefaHun cekpeTapem
BPYYHYIO UMK C UCMONb30BaHNEM AUKTOOHA.

B 3aBucuMMocTM OT BMAa 3acefaHusi U cTaTyca KonnernanbHOro opraHa Bbibupaetcsa dopma
npoTOoKONa: KpaTkas, NofiHasa unm cteHorpaduyeckas.

Kpamkuid npotokon — dwmkempyeT obcygaBluMecs Ha 3acejaHum BOMpOChl, hammnmm
OOKMagyvKoB W MPUHATbIE pelleHus. Takon NpOTOKOST PEeKOMEHAOYEeTCA BECTW TONMbKO B TeX Crny4yasx,
Korga 3acefaHue cteHorpadupyeTcs, 4OKNaabl U TEKCTbI BbICTYNNEHWI OyayT npeacTaBneHbl CekpeTapto
Unu Korga 3acefaHue HOCUT onepaTuUBHbLIV XapakTep.

lMonHbIt NPOTOKON (PUKCUPYET HEe TONbKO OOCYyXAaBLIMECH BOMPOCHI, MPUHATbIE PELUEHUS U
hamunum BbICTYMaBLUUX, HO M JOCTATOYMHO NMOAPOGHbIE 3anucu, nepedarlme cogepxaHne OOKNagoB U
BbICTYMNJIEHNA YYACTHWUKOB 3aCefaHusi, BCE BbICKA3aHHbIE MHEHUS, MPO3BYyYaBLUME BOMPOCHI U PEMIIMKY,
3amevaHus, no3vnumm. MornHbI NPOTOKON NO3BONAET JOKYMEHTUPOBATL NOAPOOHYI0 KApTUHY 3acedaHust.

CmeHoepaghuyeckuli NPOTOKOS&T COCTaBMSETCA Ha OCHOBE CTeHorpadmyeckoro ortyeta o
3acefaHun (CTeHorpammbl) M OCIOBHO NepefaeT Npouecc 00CyXAeHMA KaXaoro Bonpoca 1 BbipaboTKy
pELLEHNS MO HEMY.

Bce Buabl NpoTOKONOB OgopMAalTcAa Ha obwem OnaHke, KOTOPbIW BKMOYAET cregyloline
PEKBU3UTBLI: HaMMEHOBaHWE YYpexaeHus (opraHu3auuv, Npeanpusatus), Bug AOKyMeHTa (MpOTOKon),
JaTty, HoOMep, MeCcTO COCTaBIiEHUS MPOTOKOSMA, 3arofioBOK K TEKCTY, TeKCT. [laTton npoTokona siBnsercs
Jarta 3acefanHusi (MPOTOKOMbI, Kak MpaBuio, odhopMIsTCa nocne 3aceganust). Ecnu oHo npogomkanock
HECKONbKO [AHEW, TO JdaTta MpoToKofa BKMKYAeT AaTbl Hadana M OKOH4YaHus (Hanmpumep: 21 —
24.07.2004.)

Homepom (nHOekcom) npoTokona SBMAsiETCA MOPSOKOBBI HOMEpP 3acefaHust B npegenax
KareHgapHOro roga urm cpoka NofTHOMOYMIA KOMernanbHOro opraHa.
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3aronoBoK K TEKCTy MPOTOKOMa, Kak NpaBwuno, oTpaxaeT BWA 3acefaHust UNm KonsernanbHon
OesaTenbHOCTM W cornacyetcs C Ha3BaHMeM Buaa AokymeHTa. Hanpumep: [NpoTokon 3acepaHusi
Konneruu; cobpaHus TpyaOBOro KONMeKTMea; CoBeLLaHns HavyanbHUKOB CTPYKTYPHbIX NOApa3aeneHuin.

TekcT NpoToKomna BKITYaeT BBOAHYIO Y OCHOBHYHO 4acTu.

lMpoTokon oopmnseT cekpeTapb 3acefaHus. lNMognuckiBaloT Nnpeaceaatens U cekpeTapb.

Bbinucka u3 npomokona npeacTtaBnsieT cobOM TOYHYIO KOMWUKO YacTuM TeKcTa NOASMHHOrO
NpOTOKOMa, OTHOCSLLErocsl K TOMY BOMPOCY MNOBECTKU OHSA, MO KOTOPOMY FOTOBAT BbINUCKY. [1pyn aTOM
BOCMNPOU3BOAAT BCE PEKBU3WTbI GnaHka, BBOAHYK 4acTb TEKCTa, BOMNPOC MOBECTKU AHSA, MO KOTOPOMY
rOTOBUTCS BbINMCKA, U TEKCT, OoTpaxatowuii obcyxaeHne Bonpoca M NPUHATOe pelleHue. Bbinucky u3
npoTokona noAnucbiBaeT TONbKO CeKpeTapb, OH >Xe COCTaBnseT 3aBeplunTenbHyto Hagnucb. OHa
cocTouT M3 crnosa «BepHo», ykasaHuMs OOMKHOCTU fvua, 3aBepsowero Konuw (BbIMNUCKY), NUYHON
noanvcu, damunun, uMHUUMaNoB W Aatbl. Ecnu Bbinucka Jaetcs Ons npeacrtasneHvus B ApYryto
opraHu3aumio, To OHa 3aBepsieTcs nevyathbHo.

3anaHue.

1. Hantu owmnbkn B ohopmMneHMn NpoTokona, UCnonb3ys pa3gaToyHbIi MmaTepuan.

2. CocTaBuTb BLIMUCKY U3 NPOTOKOMA.

4. MeToauka cocTaBlieHUs U Od)OpMﬂeHVIFI aKToB

CodepixaHue:

1. PaccmoTpeTb NOHATME U BUAbI aKTOB.

2. MNMpaBuna cocTaBneHns akToB.

3. ObopMUTb aKThl.

Teopemu4eckue nosicHeHUs1

AKT cooepxuT uHopmauuo, Heobxoommyto Onsi pa3paboTkM M MPUHATUSA yNpaBneHYecKoro
PELLEHUST W  CNYXWUT OOHMM U3  OMNpPedensitowmnx pUANYECKMX OCHOBaHUM AN M3gaHus
pacnopsanTenbHbIX JOKYMEHTOB.

B npaktvke ynpaBneHWss COCTaBMASIOTCA U MPUMEHSIIOTCA B CaMblX Pa3fUYHbIX CUTyauUMsxX W
NMO3TOMYy MMEKT MHOr0 pPasHOBMAHOCTEW: akT npuema paboT No KOHTPakTy, akT npuema-nepegayu, akt
CruncaHus, aBapuv, UHBEHTapuM3auun, KOMMEPYECKUA akT U T.M., KOTOPbIE MOTyT OTHOCUTLCHA K ApPYrMMm
cucTeMamM AOKYMEHTauMM U CylecTBoBaTb B BuAe wwabrnoHa, Tpadapeta v gaxe yHUULMPOBAHHOM
yTBEPXXAEHHON hopMbl. Ho oOwime npaBuna cocTaBneHus u ohopMIieHusl, a Takke QopMynsap akta
OCTalTCHA e4uHbIMU.

AKTbl COCTaBNSATCHA NMOCTOSAHHO OENCTBYHOLLEN, UM HAa3HAYEHHOW MO YKa3aHWUK PYKOBOAUTENS
NPeanpusaTMa KOMUCCUEN, C Lienbio OOBEKTMBHO 3admKCUpoBaTh CyLLECTBYKOLME WKW NpoucLledLline
COObITUSA, PaKTbl U COCTOSIHNSA, YCTAHOBUTB X COdEpPXaHune, CyLLHOCTb, MPUYMHbI 1 criegcteus. B coctas
KOMUCCUM AOMKHbI BXOAWUTb HEe MeHee [ByX cocTaBuTenen. Ha npaktuvke >xke 4vcrno cocrtaButenen
yCTaHaBnmBaeTcs Bcerga HeyeTHbIM. Llenb paboTbl KOMMCCUM, MOMTHOMOYMSA M COCTaB 3aKpensnsaTcsa B
n3gaBaeMbix pacnopsguTenbHbIX JOKYMEHTax Npeanpustua iy opraHm3aumm (npukase pykoBoguTens,
pacnopsiKeHnsX 3aMecTuTenen pykoBOAWUTENS W rMaBHbIX crneunannctoB). B HekoTopbIX crydasx akTt
MOXeT ObITb COCTaBfeH KOMUCCMEN, 0O0pa3oBaHHOM Ha OCHOBaHWW YCTHOIO  pacnopsiKeHust
PYKOBOAUTENS UMK €ro 3aMmecTuTenen B npegenax nx KoMmneTeHumm.

Takke aKkTbl COCTaBNATCA MOMHOMOYHLIMA OOMMKHOCTHBIMM JiMuamu  (rocygapcTBEHHbBIMM
CaHUTapHbIMM BpavYaMu, WHCMEKTopamu, ayautopamv M (PUHAHCOBBLIMW KOHCYMNbTaHTaMu, WUMEKLUMU
rocygapCTBEHHbIN atTectar U T.M.) U NPeacTaBUTENAMMU KOHTPOSNMPYIOLWMX U PEBU3NOHHBIX OpraHoB
(apxvBHOI, HanNOroBon, TOProBoW, agMUHUCTPATUBHO-TEXHUYECKON U APYIMX UHCMEKUWIA) B Npegenax ux
KOMMeTeHL M.

B akte duKcupyloTCa TONMbKO pearnbHble, TOYHO YCTaHOBMEHHble (aKTbl, OOBLEKTUBHO
KayeCTBEHHble MOKa3aTenu, OKOH4YaTeNnbHble BbIBOAbI W ApyrMe CBEOEHUS, KOTOpble MOMy4veHbl B
pesynbTate paboTbl KOMUCCUM.

AKTbl OohopMnsATCA Ha obOwem 6naHke npeanpuaTud, opraHvM3aunv, YYpexaeHud Wnm Ha
ynctom nucte cdopmata A4 C NpPOJOSIbHBIM UMW YITIOBBIM PACMONIOKEHNEM PEKBU3UTOB MO 0OpasLy
obuwero 6naHka. Ecnu akT sABNseTcA BHELWHUM OOKYMEHTOM, TO OH JOJDKEH coepXaTb CnpaBOYHbIE
[aHHble 00 opraHusauun.

CocTtaB peKBU3UTOB:

HaumeHoBaHMe opraHu3auuu, HasBaHWe BuMAa [AOKyMEHTa, AaTa, PerucTpauyoHHbI HOMEp,
MECTO COCTaBfiEHMS, 3arofioBOK akTa, TEeKCT, OTMeTKa O TMPWIOXEHUW, Moanucu, oTmeTka 06
O3HAKOMIIEHNW, OTMETKa 00 UCMOMHEHUN OOKYMEHTA M HanpaBlieHUW ero B Aeno, rpud yTBEpXKAEeHUs,
neyatb (Npyn HeobxogumocTw).

Data odopmnsetcs uucppoBeiM cnocobom (20.02.2002) u saABNsieTCA OaTtoOn akTUPYEMOro
cobbITusA. Ecnu paboTta komuccrmn Npoformkanacb HECKOMNBKO AHEN, TO NMPY COCTaBMEHMUN akTa yKasbiBatoT
JaTy OKOH4YaHus paboTbl. OTa gaTta v OyaeT ABNATLCA 4aTOW COCTaBEHNS U MOANUCAHMS akTa.
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PerucrpauuoHHble HOMepa akToB OObIYHO NPOCTaBMSATCA MpU OMOPMIIEHUN pe3ynbTaToB
paboTbl KOMMWCCUWM, WMEIOLLUMX KOHKPETHYIO MOCTOSIHHYIO KOMMETEHUMI0 U YCTaHOBIEHHbIA CpOK
MOMTHOMOYMIA (3KCMepTHas, aTTecTalMoHHas, KBanvduKaunoHHasa u 1.n.). MNpy akTMpoBaHUM eanHUYHbIX
aKTOB UNX COBLITUA HOMEP MOXET OTCYTCTBOBATb.

TeKcT akTa COCTOUT U3 Tpex YacTeln: BBOAHOW, OCHOBHOW (KOHCTaTMPYIOLLLEN), 3aKmnioYnMTenbHON.

BBoaHaga YacTb He SBNSEeTCS CNMOLWHbIM CBA3HBLIM TEKCTOM, Tak Kak CTporo oopmanusoBaHa. B
OCHOBHOWN 4acTu akTa OTpaXaeTcs CyTb, Lienuv, 3a4adn U CPOKM NPOBEAEHHOW Komuccuen paboTbl Ans
yCTaHOBMNeHust oakToB. TEKCT akTa npu HeoOXOAMMOCTM MOXET OeNUTLCS Ha MYHKTbl, NOAMYHKTbI UK
nMeTb Tabnu4yHyo opmy.

B 3aknountenbHOM YacTu TekcTa cogepxaTcs BbiBOAbI, 3aKMOYeHUs, pekoMmeHaaumMm KoMMccum
no TOMYy WMM MHOMY BOMPOCY, a Takke YyKasblBalOTCS CBEAEHUS O KOMMYEeCTBE 3JK3EeMMNMSpPOB akTa
(ohopmMmneHve aTUX CBEAEHUA Toxe CTporo HopmarnimsoBaHO) U MecTe HaxXOXOEHWUS KaK4oro wnu
agpecartax, KOTOpPbIM OHU OTMpPaBMeHbI.

Bce sk3emnnspbl akta nognucbiBalOT npeacefaTtenb M YneHbl KOMUCCUM B TOM MOpsiake, B
KOTOPOM YyKa3aHbl BO BBOOHOW YacTu.

Jlvua, npucyTtcTBOBaBLIME Mpu paboTe KOMWUCCUM, CTaBAT OTMETKY 06 O3HaKOMIIEHUM nocre
noanucen yneHos kommceun.  C  akTamm  peBU3NIA, MPOBEPOK 3HAKOMAT BCEX Nul, OeATEeNbHOCTb
KOTOpbIX OHW 3aTparveatoT.

MHorve Buabl akToB noAnexart YTBEPXAEHUIO pyKOBOAUTENEM NPEeAnpusiTUs, opraHusauum unu
ero 3amMecTuTenem, Mo ykKa3aHul WNM Mnpukady KOTOpbIX paboTana KoMMCCUs, a Takke opraHamm
KonnervanbHOro ynpasneHus npeanpusatvem (obwum cobpaHuem, COBETOM AUPEKTOPOB, NpaBrneHneMm)
UK BbILLECTOSLLEN OpraHn3aLmen.

3apaHue 1

Bapuarnm 1. B AO «Jly4» yBonbHSAeTCS rnaBHbli akoHoMUCT Epwos N.M. Ha ero mecto
HasHayeHa LlyknHa C.H. CoctaBbTe akT cgadm- npuemkm gen.

Bapuanm 2. B OO0 «YanenbHuk» HavanbHUK otaena kagpos [ywHas A.B. nepesoantca Ha
apyryto paboty Ha ee mecto HasHavaeTcs NpoxnagHasa H.B. CocTaBbTe akT caavm- NpueMKku gen.

lMosicHeHus

[Mpn BbINONHEHMM 3a4aHUA CTYAEHT MOXET BblOpaTh NtoboN BapuaHT.

[Mpn yBONbHEHWUM MaBHbIX CNELManMCcTOB OpraHM3aunyM NponcxoauT caada-npueMka JOKyMEHTOB
W gen, a Takke, Npyv Hanuuuwu, nedaten nogpasgeneHnss BHOBb Ha3HAYEHHOMY Ivuy C NpoBedeHVEM
NpoBepkn ux coctosHusa. [lpremka-nepegadya MpoM3BOAUTCS B MPUCYTCTBUMM  KOMUCCUKU.  AKT
NOAMUCbIBAETCA KOMUCCUMEWN, NepefalolmM NULOM U NMPUHUMAIOLWMM 1 YTBEPXKOAETCH pyKoBoAUTENEM
opraHm3aumn.

Heobxogmmo co3aaTtb KOMUCCUIO U yKa3aTb BCE HEOOCTaloLWMe PEKBUSUTDI.

3apaHue 2. 18 wona 6puragup TINB AO «[MyTte» TankuH J1.C. coobwmn, 4to Ha none Ne 3,
3aHATOro NoceBamMu MLIEHULbI, MAaCeTCa KPYMHbIN poraTtbii CKoT. 10 yCTHOMY pacrnopsikeHuo aupekTopa
Oblna co3gaHa KoMUCCUs, KOoTopas OOKYMeHTanbHO 3admkcupoBana notpaBy noceBoB. B xoge pabotol
KOMWUCCUM BbISICHUNOCb, 4TO 15 ronoe (2BapuaHT - 20 ronoe) npuHagnexart pabodnm xo3snctea U
Haxogunuch nog npucmoTtpoM nactyxa 'ynsesa B.W., a 30 ronoB (2BapuaHT - 27 ronoe) npuHagnexart
coceHEMY XO3ANCTBY M HAXOAATCA Mof OTBETCTBEHHOCTLIO 3aB. hepmon boratoro A.9.

[MoceBbl NONMHOCTBIO YHUYTOXEHBI Ha 3 ra, NepeceB HEBO3MOXEH B CBA3W C UCTEYEHUEM
arpOTEXHUYECKNX CPOKOB.

CkoT 6bIn 3arHaH Ha depmy AO «IyTb» M HaxoAWUNCst TaM OAHM CYTKU A0 BbISCHEHUS
BNagenbLeB.

CocTtaBbTe akT 0 NoTpaBe MOCEBOB.

TMosicHeHuUs1 u BonoJsIHUMesbHbIE YCI108Us]

Mpy BLINONHEHUM 3a0aHUSA 2 HYXHO:

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

2) onpeaenuTb nu1L, BUHOBHbIX B NPUYUHEHUN yLLEPDa;

3) cocTaBMTb MPUITOXEHME K aKkTy - CMApaBKy O pa3mepe MpuYMHEHHOro yuepba ¢ yvyeTom
crneayowmx ycnosun: ctoumocTb 1 ra o6paboTtkm 1 BapuaHT - 790 ycn.py©.( 2 BapuaHT - 780 ycn.py6.),
ctoumocTb 1 ra nocesoB - 196 ycn.py6. .( 2 BapuaHT - 158 ycn.py6.), ctoumocTb ceMsiH Ha 1 ra - 187
ycn.pyb. ( 2 BapuaHT - 257 ycn. py6.), 3akynodHas ueHa 1 T nweHuubl - 5200 py6., nnaHoBas
YPOXaNHOCTb MweHuubl - 15 uw/ra ( 2 BapuaHT- 13 u/ra), MecsayHbIn oknag ctopoxa 13687 ycn.py®.

MpakTnyeckoe 3aHaTne Ne 5-6
MeToauka cocTtaBneHusi 1 oopmMIieHUs1 pacnopsaanTenbHbIX JOKYMEHTOB

CodepixaHue:
1. PaccMoTpeTb NOHATUE M NpaBuiia COCTaBeHUs Npukasa.
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2.YCBOUTb MNOHATUE 1 NMpaBuna CoCTaBNeHns pacrnopsi>KeHi, peLleHnii, yKkasaHui.
3. OhopMUTb LOKYMEHTHI.

1. MeToguka coctaBneHusi 1 ohopMneHUss NPMKa3oB MO OCHOBHOW AeATeNbLHOCTH
opraHusauum

Teopemuy4eckue nosicHeHust

K npukasam no ocHoBHom pesatenbHoctu (O[l) oTHOCATCS Mpukasbl NO opraHu3auum paboThbl
npeanpusaTusl, UHaHCMPOBaHWIO, OTYETHOCTM U APYrMM NPON3BOACTBEHHLIM BONPOCaM.

MogroToBka Npukasa BKMOYAET HECKOMLKO CTagun:

- U3y4YeHwue cyTu BOMpoca,

- cbop HeOOXOOMMbIX CBELEHWIA,

- MOAroToBKa NpoekTa Npukasa,

- cornacoBaHuWe NMpoekTa,

- usgaHue un nognucaHue npukasa.

Mo nopy4eHuto pykoBOAUTENS MPOEKTbl Mpukasa MOryT roTOBWUTb CNeuManucTbl NpeanpuaTus.
OTM npuKasbl Takke OGOPMISITCA Ha BHYTpeHHeM oOwem OnaHke npegnpuaTUst C YrmoBbIM UMK
NPOAONbHLIM PaCMONOXEHNEM PEKBU3NTOB.

PekBunanTbi:

- HaMMeHOBaHWe NpeanpusiTUs, HasBaHUe BMOA LOKYMEHTa, AaTa, HOMep, 3arofloBOK K TEKCTY,
TEKCT, Noannck; OTMEeTKa O COornacoBaHnM, OTMeTka 06 03HaKOMMEHMM, NPUNOXKEHNE.

TeKCT npukasa COCTOUT U3 TPEX YacTen:

- KOHCTaTUpYIOLLLEN, pacropsigUTENbHON U 3aKNIOYNTENBHOWN.

B nepBown yacTu ykasblBaloTCA OCHOBAHWE ANA U3aHus npukasa. 3To MoryT 6biTb HOPMATUBHBIE
OOKYMEHTbI FOCYyAapCTBEHHbIX, MyHULMNANbHbIX OPraHoB ( MpaBUTENbCTBA, HanNoroBom UHCNEKUMn 1 ap.),
pelleHnsa KonnermvanbHbIX OpraHoB (COBET AMPEKTopoB, obliee cobpaHue), dakTbl, cobbiTua wnu
Nnpou3BOACTBEHHAs HeobOxoauMMocTb. B aTol 4acTu kenaTenbHO ykasaTb LUefb M3gaHus npukasa.
KoHcTaTupytowasa 4acte He MOXeT ObiTb onywieHa. Mpyn HeobXxoauMOCTM 3Ty YacTb MOXHO LENUTb Ha
nyHKTbl. PacnopsautenbHas 4actb HaunHaetcsa rnaronom «NPUKA3BIBAKO». Cnepytowienn cTpokon
MALWYT UCNONHUTENS (OOMKHOCTb, amMunus, WHUUManbl) WM CTPYKTYpHOE noapasgeneHve (T.e.
«KOMY»), farnee ykasblBaloT KOHKpeTHyto paboTy (T.e. «4TO genatb»), U NOTOM CPOK BbIMNOMHEHUS UMK
OKOHYaHUsA paboTbl (T.€. «40 KaKOro yncnay).

Ecnu nopyyeHve gaetcs NOCTOSAHHOE, TO CPOK UCMOSTHEHUS OTCYTCTBYET.

Ecnn nopy4eHuin HecKomnbKo, TO TEKCT AENUTCH Ha MYHKTbI, KaX4bl U3 KOTOPbIX Ha4yMHAeTCs C
KpaCHOW CTPOKN N HymepyeTcst apabckumum undpamu.

B 3aknwouutenbHOW YacTu, nocnegHMM MyHKTOM TeKkcTa YKasblBaeTCA [OOSDKHOCTHOE nuuo,
OTBETCTBEHHOE 3a BbINOMHEHWe npukasa B uenoMm. ( [pu ero OTCyTCTBMM KOHTPOMb OCyLlecTBRAsieT
pyKoBOAUTENb NpeanpuaTns).

Hwke (6e3 nyHKTa) ykasbiBaeM nuL, UM CTPYKTYpPHble MOAPa3ferneHuns, KOTopbIX HeobXxoanmo
O3HAKOMUTbL C NPUKA3OM.

Ecnv gaHHbIN Nprka3 oTMeHSIeT paHee n3gaHHble JOKYMEHTbI, TO OHW YKa3bIBalOTCS B TEKCTE.

Ecnn npukas BBOAUT B [OEWCTBME KakMe-NMOO [OKYMEHTbl, TO OHW OMOPMAAITCA Kak
NpunoXxeHne K npukasy. B nmpaBom BepxHeM yriy fnMUEBOM CTOPOHbI UMW NEPBOW CTPaHWLbl TaKuX
OOKYMEHTOB CTaBUTCS:

«[Mpunoxenune kK npukady gmpektopa AO «Jlyu» ot 08.02.2021 Ne 14».

Mpn HeobxoaumoOCTM TEKCT MpuKas3a COrnacoBbIBAETCS CO creuvanuctamm Xo3siINcTBa WIu
OOIMKHOCTHbIMK nuuamu. CornacoBaHue ogopMIsieTcs BU3OM.

Mpuka3 nognucbiBaeT PyKOBOAMTENb MPEeanpuATAS UM ero 3amecTuTernb, UMELWUA npaBo
nepson noanucu (nocne pykosoautens). NMpukas BcTynaetr B CUry C MOMEHTa MOAMNUCAHWS, €Cnv B
TEeKCTe He yKasaH pYron CPoK BBEAEHWS ero B AencTBme.

lMocne wv3gaHuMa C MpUKa3oMm O3HAaKaMiMBalT COTPYOHWKOB npeanpusatusa. Ons sToro oguH
3K3EeMMNNSAp BbIBELUMBAOT Ha [OCKYy OOBABMEHWUNA, Ha 9SK3eMNnspe, KOTOpbIM MOAWMBAETCA B Aerno,
bUKCMpYETCA O3HAKOMIIEHWE C MPUKa3oM COTPYAHMKOB, OTBETCTBEHHbIX 3a €ro wucronHenve. Ecnn
npuvKas Hy>XeH ans paboTbl, TO OH KOMUPYETCSA U pa3gaeTcsi COTPYOHUKaM.

MprKa3bl N0 OCHOBHOW AEATENBHOCTU NPEANPUSATUSA XPaHATCS NOCTOSIHHO.

AHanorm4yHo npovcxoaut paboTa C TakMMy ynpaBleHYECKMMM OOKYMEHTaMW, KaK peLUeHus,
pacnopshKeHus.

3apaHue:

1. CocTaBbTe npoekT npukasa no OOO «Ckaska» 06 obecrneyeHun MPOTUBOMNOXKAPHON
6e30MacHOCTM 1 YCUINEHNM OXpaHbl NPeanpuUsaTAs B NPa3AHUYHbIe OHW.
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2.CoctaBbTe npoekt npukasza no AO «3HamsaA» O nepexoge Ha WMHTEHCUMBHbIE TEXHOMOMMM
BO34eNbIBaHNsi OBOLLHBLIX KynbTyp. 1o nnaHy co cneayoLwero roga no MHTEHCUBHOW TexHorornm oyayT
BO3[enblBaTbCA TOMaTthbl Ha nnowaau 15 ra, kanycta - 30 ra, orypubl — 18 ra.

lNosicHeHus

[Ona odopMneHus NpuUKasoB HYXXHO BHUMAaTESbHO MNpoyuTaTbh TEopeTUYeckue MOSICHEHUA Mo
OaHHoln Teme. Bce HepocTawolime pekBUM3UTLI, HeobOXogoumble OIS HanNMcaHus NPUKas3oB, ykasaTb
camocTosiTeNnbHO. [poekTbl NpuKa3oB odopMnstoTcs Ha bymare chopmata A4.

2. MeToauka coctaBneHusi 1 ohopMneHusi pacrnopsikKeHUm, peLleHn, yKasaHum

Teopemuy4eckue rnosiCHeHUs1

MpaBo u3AaHWs yKasaHUMW MPUHAONEXUT PYKOBOAMTENAM OpraHu3auun, yypexgeHun wu
npeanpuaTUin Npyu oPopMIeHUN peLleHns onepaTMBHbIX MNPOU3BOACTBEHHbIX W aAMUHUCTPATUBHbLIX
BONPOCOB.

YKasaHne no OoOpMMEeHUI0 He OTNMYaeTcs OT Npukasa, MMeeT Takow Xe opMynsap, kak no
COCTaBY, TaK M N0 pacnonoXeHuo peksnsnToB. OQHaKO yka3aHue OOSMKHO MMETb KOHKPETHbLIX agpecaToB
(ucnonHuTenen), a ero pacnopsguTenbHas YacTb HadnHaeTcs co crosa «[MTPEOJTATAO».

YKas3aHue Kak BUA OOKyMeHTa BBedeHO B Aencteune ¢ 1970-x rogoB BMECTO NMPUMEHSBLUMXCS C
TOW e Lienbto CryebHbIX 3anncok, CryxebHbIX NuceMm, CryxebHbIX pacrnopsiKeHni.

PacnopsixxeHusi 130aloT Takke 3aMecTUTENU NEpPBOrO PYKOBOAMTENS, MaBHble CreLuanucTbl,
PYKOBOOAUTENW  CTPYKTYPHbIX  MogpasgeneHui no  onepaTMBHbIM - BOMPOCaM  XO3SIMCTBEHHOW,
NPON3BOACTBEHHON, aAMWHUCTPATMBHOW JdeaTenbHoCcTW. Kak npaBwuno, pacrnopsbkeHve umeet
OrPaHMYEHHbIN CPOK OEWCTBUS M PacnpoCTPaHAETCA Ha Y3KUA KPyr MCNONHUTENem (CTPYKTYPHbIX
nogpasgenenunn).

Mo cocTaBy peKBU3MTOB M MX PACMONOXEHMIO PACMOPSHKEHNE He OTrMYaeTcsa OT Npukasa, ogHaKko
4acTO He COAEepPXKMT KOHCTaTupylowen 4vactu. B Takom cnyvae TEKCT pacnopsbkeHWs HavmHaeTcs
HenocpeacTBEHHO C MYHKTOB, POPMYNUPYIOLLMX pacnopsguTenbHble gencteus. Ecnm HeobxoammocTb
OOBACHEHUsT U3OaHUSI PacropPsPKEHUS BCe-TAKU CYLLECTBYET, TO TEeKCT pacrnopsauTenbHOW 4YacTu
HaunHaeTtcs co cnoBa «MPEOJTATAKO» unn « OBA3bIBAHKO».

Pacnops»keHnss noannceiBatoT PYKOBOAUTENb UNW 3aMECTUTENN PYKOBOAUTENS NPeanpuUaTUS.

PeweHuna odopmnsioTcs, Kak npasBuno, Ha OnaHkax, BKMYaLWUX cregyowmne pekBu3nTbI:
HasBaHWe opraHa ynpaeneHus, BWA [OOKyMeHTa (pelueHue), AaTy, WHAEKC AOKyMeHTa, MeCTO ero
N3faHus, 3arofoBOK, TEKCT, MOAMMUCHU.

TeKCT peleHns COCTOUT 13 ABYX YacTen: KOHCTATUPYIOLLLEN N pacnopsauTENbHON.

B KOHCTaTupyloLlen YacTu yKkasblBalOT COCTOsiHWE BOMpoca , Lenw, 3agadv UnuM OCHOBaHve
peLieHuns.

PacnopsauTtenbHas YacTb pelleHuss Ha4YMHaeTCs C Ha3BaHusA OpraHa, ero npuHMMaroLwero, u
cnoa «PELUNI (PELLNIIN)», koTopoe nuweTcs nponucHbiMu GykBamu. PacnopsgutensHas 4acTtb, Kak
npaBuNoO, COCTOMT W3 HECKOMbKMX MYHKTOB, B KaXOOM W3 KOTOPbIX YKa3blBAOTCA WCMOMHUTEMb
(opraHusaumsi, OOMKHOCTHOE NWLO), MPeanuCbiBaemMoe AENCcTBME U CPOK McnonHeHusi. B nocnegHem
MYHKTE peLleHns HasbIBaloT NMLO, HA KOTOPOEe BO3MnaraeTcs KOHTPOMb 3@ UCMONHEHNEM.

tOpuamndeckyto cuny pelueHve obpeTtaeT nocrne ero NoanucaHus npeacefaTenem n cekpetapem
KOnnervanbHoOro opraHa, NPUCBOEHWS OOKYMEHTYy Homepa (T.e. permcrpaumu) u NpocTaBrneHus Aathbl.
[daTol pelueHuns sBnseTcs gata NnpoBeAeHVs 3aceaHns KonnernanbHoro opraHa, Ha KOTOpoM OHO Bbino
MPUHATO.

3apaHme. CocraBbTe ykasaHue no OOO «[lonet» O cocTaBneHwu rpadguka OTMYCKOB Ha
cnegyowmnn KaneHaapHbIn rod.

MpakTnyeckoe 3aHaTne Ne 7
MeToauka coctaBneHust U ochopmneHus
AenoBbIX Nucem
CodepixaHue:
1. NOBTOPUTbE OCHOBHbIE MOHATUS 1 NpaBuiia COCTABMNEHUS MUCEM, AaHHbIE HA NEKLMN.
2. MNoBTOpPUTL OGopMIIEHME BIaHKOB ANs MUCEM.
3. OdopmuTb NMUCbMA.

Bonpochbi 35151 noemopeHusi U 06¢cyX0eHust:
1. MoHSITUE M OCHOBHbIE BUAbLI MUCEM.
2.TpeboBaHus, NpeabsaBseMble K COCTaBNEHNIO U OHOPMITEHMIO CIY)XEBHbLIX MUCEM.
3. BbnaHku ana nucem.
4. OcobeHHOCTUN COCTaBNEHMS NMCbMa MHOCTPAHHOMY NapTHEPY.
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3apaHue.

1. CocTtaBbTe NMCbMO TOProBOMY MapTHeEpPY Ballel opraHu3aumu o corflacMm Ha BO30OHOBIEHWe
NOCTaBOK.

2. CocTaBbTe NMCbMO-NPETEH3MI0 O 3aepXKKe NOCTaBKN TPEX KOMMIEKToB mebenu.

Mpn BbINONHEHUN 3afaHUs AOMNOMHUTENbHbLIE YCNOBUA W HEQoCTaloWMe PEKBU3UTBI YKaKUTE
CaMOCTOATENbHO.

MpakTtnyeckoe 3aHsaTne Ne 8-10
MeToauka coctaBneHusi U opopMreHUs JOKYMEHTOB
no fIM4YHOMY cocCTaBy

TpynoBble npaBoOTHOLWEHMA paboTodaTtena (opraHusauuu, ydpexgeHus) u paboTHuka B
Poccuickon ®egepaummn perynupytotes TpyaoseiM Kogekcom. Bece sTanbl TpyaoBoro uukna ot npyema
Ha paboTy HOBOro COTpyAHWMKa OO0 €ro YBOMbHEHMS noanexar AOKYMeHTMpoBaHuto. COBOKYMHOCTb
B3aMMOCBSI3aHHbIX JOKYMEHTOB, B KOTOPbIX 3achMKCMpOBaHbI 3Tanbl TPYSOBOW AeATENbHOCTN paboTHYKa,
Ha3blBaloT doKyMeHmauuel ro IU4HOMY cocmasy.

[okymMeHTaumio no nu4HOMY cocTasy (MepcoHany, kagpam) MOXHO knaccuduumposaTb Ha
YyeTblpe rpynnol:

- JOKYMeHTauus, CBs3aHHas C KOMMNNEKTOBaHNEM NepcoHara opraHusawmu;

- [OOKYMeHTauusi, CBA3aHHas C MpoLIeCCOM NPOABWMXEHUS NepcoHana no cnyxoe;

- [OOKYMEHTaLusi, CBA3aHHas C BbINOMHEHWEM paboTHUKOM TpeboBaHWI TPYLOBOW ANCLIMMIWHBI;

- AOKyMeHTauusi, CBfi3aHHas C npekpaweHneMm TpydoBbIX OTHOWEHWN paboTHUMKOB C
paboTtogatenem, ¢ yBOSIbHEHUEM.

1. MeToauka coctaBneHus u opopmMmneHus 3asaBneHumn

CodepixaHue:

1. PaccmoTpeTb NOHATME U BUAObI 3aABMEHNN.

2. I3yunTb npaBurna cocTaBreHus.

3. OdhopmMuTb 3aaBNEHUS.

Teopemuy4eckue nosicHeHUs1

[lokymMeHT, cogepXawmnm npocbdby wnNu npensiokeHne OOHOr0 WM HECKONbKMX  NnL,
agpecoBaHHbIN PYKOBOAUTENIO UMW AOMKHOCTHOMY MWLy OpraHM3aunm HasblBaeTcs 3asiBlieHneM.

Mo copepxaHunto 3asiBNIEHUS MOTYT ObITb Cr1y)K€OHBbIMU W JTUYHBbIMU.

CnyxebHble cCOCTaBnATCHA OT UMEHUN AOMKHOCTHbIX ML, FIMYHbIE -OT UMEHU TPadKaaH.

JTioboe 3asBneHne cCoCToMT U3 CrieayloLwmx PeKkBU3WMTOB: agpecar, cBefeHus ob agpecaHTte (B
cnyxebHoMm - nogpasgeneHuve, cnyxba), HaumeHOBaHWe BuMAa OOKYMeHTa, AdaTta, TeKCT, OTMeTKa O
HanMM4YUM MPUNOXEHWs, MOAMUCb, Pe3oniouns, OTMEeTKa O COormacoBaHuM, OTMeTka 06 WCnonmHeHWuu
OOKYMEHTa M Hanpaenenun ero B geno. [aHHble pekBuantbl odopmnstotesa cornacHo NOCT P 6. 30 -
2003.

3adaHue

1.CocTtaBbTe 3asiBfieHMe C NpocbOOM MPUHATL Ha AOIMKHOCTb MOCNEe OKOHYaHWS BbICLUErO
y4ebHoro 3aBefeHus.

B 3asBneHnn ykasaTtb: KOHKPETHYIO OOIMKHOCTb U OTAEN, B KOTOPOM Bbl XOTUTE paboTtaTb; Aarty, €
KOoTOpon xoTenun Obl MPUCTYNUTL K paboTte; yyebHoe 3aBedeHMe KOTOPOE OKOHYUIN U MPUCBOEHHYHO
KBanudukauuio.

2. CocTtaBbTe 3asiBieHMe ¢ Npocbbon 0 NpegoCcTaBneHn agMMHUCTPATUBHOTO (aKageMUYecKoro,
oYepenHoro, BHEOYEPELHOMO) OTMNycKa. YKaXnTe NpUYnHy, NPUoXeHNe K 3asBMeHU0 U HegocTarowme
PEKBU3UTBI.

3.CocTtaBbTe 3asBreHne ¢ Nnpocbbor NpeaoCcTaBnTb KOMaHANPOBKY. YKaXXMTe MeCcTo, CPOK M Lienb
KOMaHOMPOBKM, a Takke BCE HEAOCTAIOLLNE PEKBUSUTHI.

4. CocTaBbTe 3asBrieHNe ¢ Npocbbor NM3MEHUTb rpadouK OTNycKa. YKaxute nepvopg OoTrnycka no
rpadduKy M HYXXHbIA BaM, a TakkKe MPUYMHY, MO KOTOPOM HeOoOXOAMMO U3MeHMTb rpadmk OTriycka u
HeJoCTalLlWmne PEKBUSUTHI.

5. CocTaBbTe 3asiBneHve C npocbOon 06 YyBOMbHEHUWU. YKaXUTE AaTy W NPUYnHY
YBOJIbHEHUS, @ TaKKe HELOCTAOLME PEKBUINUTDI.

lNosicHeHus

[Mpn BbINONHEHMU 3afjaHUsA BCce 3asiBNEHWs NUWyTCa oTaenbHO Ha Oymare cdopmarta A4 ot
cBoero nmeHun. Bce HegocTawowmne pekBn3nTbl (Ha3BaHWE OpraHnsaunn, amunnst pykoBoauTens, naTsl,
BO3MOXHbIE MPUIMOXEHNS U T.M.) CTYAEHTbI YKa3blBalOT CAMOCTOSITENBHO.

2. MeToguka cocTaBneHus u opopmrieHusa aBTo6uorpacmm, XxapakTepucTuKm, pesrome

CodepixaHue:
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1.PaccmoTpeTb NOHATUS U BUAbI NEPeYUCNeHHbIX JOKYMEHTOB.

2. N3yunTb npaBuna cocTaBneHus 1 opopMneHne pekBn3MToB B JOKYMEHTaX.

3. OhopMUTbL LOKYMEHTHI.

Teopemuyeckue nosicHeHUs1

Aemobuozpaghusi He SIBNSETCA Ha CErogHsILHWUIA AeHb obsa3aTenbHbIM OKyMeHTOM. Bonpoc o
NpPeLoCTaBleHMN Takoro [AOKYMeHTa pellaeTcs pabotogaTenemM W MnocTynawwmm Ha paboty no
B3aMMHOMY corfacuto.

ABTOOMOrpadhnst nNuUeTca OT pPykM B MNPOU3BONbHOM M CBOOOOHON (POpPME U3NOXKEHMUS,
noanuCbIBaeTCsl COCTaBUTENEM.

OcHoBHbIE PEKBU3UTLI: HA3BaHWe BUAA AOKYMEHTa, AaTta, TeKCT, NoANuCh.

TekcT aBTOOMOrpadum Ha4MHaeTcs ¢ MecToumeHus "a", nanee ykasbiBaeTcs - daMunus, nvs,
OTYECTBO, fJaTa M MeCTO POXOEHWs, CBedeHus O poauTensix, bpatbsix M cecTpax, cBedeHusi 06
obpa3oBaHMK, NpodeccrmoHarnbHble HaBbIKK, OMbIT, UMEKLWMEC Harpadbl, NevyaTHble paboThl, AernoBble
KayecTBa, 0COOEHHOCTM XapaKkTepa, CEMENHOE NOMNOXeHNe U CBeAEHMS PO CEMBIO.

YTobbl 3TOT AOKYMEHT Obin NnoresHbiM, HeobxoaMMo, YTOObI OH copepkan To, Yero HeT B APYrux
OOKYMeHTax, npegbsBnsieMblXx KaHAMAaToOM Mpu MOCTynneHun Ha paboTy. Beob Oonbliasi 4actb
NMHdopMaLnK, U3NOXEHHOW B aBTobmorpadun, daktnyeckn oyonmpyeT cBefeHust ApyrMx OOKYMEHTOB:
obpa3oBaHue, ceMenHoe NONOoXeHNe, rae u B Kakoe BpeMsi paboTtan u T.4.

HekoTopble opraHvM3auum MOryT B pekomeHOaTenbHOM nopsiake (MCXoast U3 CBOWX WHTEPECOB)
NPeAnoXUTb COMCKaTeNnto OCBETUTb B aBTOOMOrpacmm MNpuuMHbl YBOJbHEHUS C MpPeablaylmnx MecT
paboTbl, npebbiBaHMe NoO4 CyaAOM W crneactBMeM, OnbiT paboTbl, MO KakMM-NIMOO MpuYMHaMm He
OTPaXXEHHbIW B TPYAOBOW  KHkKe. [JononHutenbHasi, HeobsizaTenbHasi, CaMOCTOsTENbHas,
HedbopmanbHaa HopMaLmst AOMMKHA 3aHMMaTb B aBTobmorpadum okono YeTBEPTU BCEro TEKCTa.

3adaHue. CocTaBbTe aBTOOMOrpaduio.

B pesrome copepxuTtca KpaTkas WHopmaumss o cebe, cocTaBrneHHass NPeTeHAEeHTOM Ha
BakaHTHOe MecCTO. B Kkakon-TO Mepe [aHHbI [JOKYMEHT MO3BOMsSeT PYKOBOACTBY OpraHu3auumun
npeaBapuUTENbHO O3HAKOMUTBCH C COUCKaTeENsMU C TeM, 4YTOObl MpuM HEnocpeacTBEHHOM KOHTakTe
OCTaHOBUTLCSA HA OAHOM U3 HUX.

Mo copgepxaHunto pestome MOXKET BbITb KpaTKMM U NOMHLIM (NOAPOBHBIM).

OCHOBHbIE pPEKBM3NTLI: Ha3BaHWE BUAA OKYMEHTA, AaTta, TEKCT, MOANUCH.

[ata cocTtaBneHus pesilome - cBexas gaTta NoBbllaeT JOCTOBEPHOCTb 3aUHTEPECOBAHHOCTU B
AaHHon paboTe, cTapas gata MOXeT CBUAETENbCTBOBATh O AaBHUX NOMCKax paboTbl B pa3HbIX MeCTax.

CneumanucTbl KagpoBbIx Criykb cunTaroT Hanbonee NpMeMsIEMON CrieayoLLy0 CTPYKTYPY TEKCTa:

- 3arofnoBoK - (hamunus, NMs, OTYECTBO KaHaMOaTa;

- OCHOBHble IMYHblE [aHHble - Jata W MecTo poxaeHud, agpec, TenedoH, CemenHoe
MOMOXeHNe;

- uenb obpalleHmns - Ha KaKyto AOIMKHOCTb, paboTy M Ha Kakue ycnoBus NpeTeHayeT;

- Xenaemas 3apaboTHas nnaTa;

- obpasoBaHne (B 0OpaTHOM XPOHOMOrMYEeCKOM MNOpsiAKe)- AaTtbl, Yy4yebHble 3aBedeHwus,
nony4yeHHas crneumanbHOCTb M NPUCBOEHHAs KBanupukauus, a Takke Harpagbl, Npy3bl U 3BaHUS;

- onbIT paboTbl (B 06paTHOM XPOHONIOMMYECKOM Nopsiake) - AaTbl, MecTa paboTbl, 3aHNMaeMble
OOIMKHOCTU, BbINOIHAEMbIE PYHKLUN U NPOGECCHMOHANbHbIE OOCTKEHNS;

- [AOMOJSTHUTENbHbIE CBEAEHWS - AaHHble O LOMOMHUTENbHbIX 3HAHMSAX WU HaBbIKax, UMEHLLNX
OTHOLWIEHME K [daHHOW paboTe, BaxHbIX pakTax 6Ouorpacdmm M NWMYHBIX KadecTBax: BrageHue
WMHOCTPaHHbIMK A3blkamMun (CBOGOAHO, B COBEPLUEHCTBE, CO CMOBapeM), BNageHne HaBblkaMu paboTbl Ha
KOMMbloTEPE (>KEenaTernbHO C ykasaHMeM MporpamMm), Hamvmume BOAUTENbCKUX MPaB WM OMNbIT BOXOEHWS,
cBefeHnss 06 obLLeCcTBEHHOW OEeSATEeNbHOCTU, CBEOEHWS O BOEHHOW Criykbe M BOMHCKUX 3BaHUsX,
CEPbE3HbIE YBMEYEHUS Ha JOCyre, MMELLME OTHOLUEHVME K OAaHHOM paboTe U OOCTUrHYTbIE YCMEXW,
yKa3aHue roTOBHOCTU K CBEPXYPOYHOW paboTe, KOMaHOMPOBKaM M CMEHE MeCTa XWUTENbCTBa, NNYHbIE
XapaKkTepucTukn (akkypateH, Tpygonobus, 4vecteH, TpeboBateneH Kk cebe u gpyrum, nuaepckue
KayecTBa), CBeEeHMS O PpEKOMEHOAUUSIX.

CTunb HanucaHnsi pe3toMe JOIMKEH OTBEeYaTh Creaywmm TpedoBaHusM:

- KpaTKOCTb - OTCYTCTBUE NULUHMX CMOB, AJTMHHBIX, HEMOHATHBIX COKPaLLEHWUIA U TEPMUHOB;

- KOHKPETHOCTb - OTCYTCTBME HETOYHOM WNWU NUWHeW MHopMauuu, He uMerolerd npsMoro
OTHOLLEHMS K BakaHCUu;

- LereHanpaBrneHHOCTb - W3MOXEHWe [MaBHbIX CBEOEHWUWA, MNOATBEPXKOAOWMX MNpaBo
NpeTeHaoBaTb Ha AaHHYI AOMKHOCTD;

- YeCTHOCTb - OTCYTCTBME HELOCTOBEPHOW MHbOpMaLuK.

MognucbiBaeT LOKYMEHT COCTaBUTENb.

3adaHue. CocTaBuUTb OT CBOErO UMEHU pe3tome (KpaTKOG nnn nonHoe) and npnemMa Ha pa60Ty.
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Xapakmepucmuka

JocTtaTto4yHo 4acTo BO3HMKAET HEOOXOOAMMOCTb MUCbMEHHO OXapakTepu3oBaTb TOr0 WM MHOTO
COTPYOHUKA. MprUymHbI MOTYT HOCUTL BECbMA LUMPOKUIA XapaKTep - OT M1aHOBOW aTTecTauun paboTHUKOB
opraHusaummM 0O obpalleHns ¢ 3anpocamMu OpraHu3aluii, BOEHKOMATOB, KOHTPOJbHLIX, CIEeACTBEHHbIX
OpraHos.

B 3aBMCMMOCTM OT Ha3HayeHusi OyLeT M3MeHATbCA copepXkaHue, obbem, a Takke CpPOKM
NPeLcTaBneHnst XapakTepUCTUKM. Bce xapakTepucTMkM MOXHO pasgennTb Ha cregylolune Bugbl:
cnyxebHbie, pekoMeHOamersibHble, ammecmayuUoHHbIe, YacmHbIe (QbyHKUUOHAIbHbLIE).

CnyxebHas xapakmepucmuka - Haumbonee pacnpocTpaHeHHass U Haunboree yHuBepcarbHas
hopma xapakTepuUCTUkK. BblgaeTcs Bo BCex cryyasix, Korga BO3HUMKaeT HEOOXOAMMOCTb KOMMIEKCHO U B
TO )XEe BpEMS! LOCTATO4MHO CXaTO OXapaKTepu3oBaTb COTPyAHUKA. BbiBog cocTaBnsieTcsi B MPOU3BOSIbHON
dopMe U1, Kak NpaBuro, pe3toM1MpyeT CoaepXaHNe LOKyMEHTa.

PekomeHOamersnbHasi xapakmepucmuka WMeEeT Lenblo, Kak cnegyeT U3 ee  HasBaHus,
OTPEKOMEHAOBaTL COTPYAHMKA OpYrov opraHusaummn (ydebHomy 3aBegeHuto). OCHOBHOe BHWMaHue B
TEKCTE XapaKTEPUCTUKM yOensieTcsl PackpbiTUO Tex 3HaHUM U HaBLIKOB, a Takke 4epT Xapakrepa,
KOTopble WMeKT Haumbornbluee 3HadeHue aOns Oyayuien [esTenbHOCTU npegcTaBnsiemoro. BbiBog
XapaKkTepUCTUKN NoATBepXaaeT MW, HanpoTuB, ONPOBEPraeT MPUroAHOCTb MPEACTaBNSEMOro K TOMY
UNn NHOMY BUAY OeSATEeNbHOCTU.

AmmecmauyuoHHble  xapakmepucmuKku — (ammecmayuu)  OTAMYalTCs  OT  Cry»KebOHbIX
nepnoanvyHOCTbO COCTaBneHna u NOAYMHEHHOCTbKO CcoAepXaHuAa 3adadamMm aTtTtecTtauunn. B BblBOAE
0Obl4HO OTpaxaeTcs COOTBETCTBME NpPEeACTaBMsieMOro 3aHMMaemMoW [OMKHOCTW, YKasblBaeTcs
BO3MOXHOCTb (VIJ'II/I HeBO3MO)KHOCTb) BblABWXEHNA €ro Ha BbICLWWYH [OOJTKHOCTb (I'IepeMeLLLeHI/IFl Ha
paBH03HaHHyIO), a B OTAENbHbIX Cnyvaax - U ona CHMXeHna B OOIMKHOCTU.

HacmHsble (¢pyHKyuoHarnbHble, bbimogble) Xxapakmepucmuku Criyxat An1s OCBeLLEeHMs OTAENbHbIX
CTOPOH OeATEeNIbHOCTU COTpyAHWUKA, onncaHna Tex Ui UHbIX CI'IOC06HOCTeI7I, HaBbIKOB U T.4. B BbiBOOE
XapaKkTepUCTUKN OTpaXKaeTCs KOHKpeTHas Lenb ee HanucaHus, Hanpumep, "[dns npogneHus TpygoBoro
cornaweHus" u T.n.

[Ona noAroToBKM W  COCTaBMEHMS XapakTePUCTUKM HeobXoaAMMO WMeTb [A0CTaTO4YHYHo
nHdopmaumio 0 xapaktepusyemom 4ernoBeke. CogepaHue xapakTepucTuku OOIMKHO OblTb Bceueno
NOAYMHEHO ee HasHayeHuo. CBeaeHns AOMKHbI ObiTb 0OBEKTMBHLIMU, JOCTOBEPHBIMM U NPaBAMBLIMU 1
npeaenbHO KOHKPETHbIMW, HO B TO >Xe BpeMs [JaBaTb pa3BepHyToe, obliee npeacraBrneHne o
xapaktepusyemoM. Llnudpbl (cTatuctMdeckne faHHble M T.M.) MOrYT MPMBOAUTBCA B OOHOM- ABYX
NPeanoOXeHUsX, Tak Kak 3aTpyaHSIOT LIeNOCTHOE BOCMPUSTUE TEKCTa.

XapakTepucTuka cocTaBnsieTcsa Ha obliem 6naHke opraHusaumm unu Ha nuctax A4 n coctouT us
crnegylowmnx pPekBM3MTOB: HauMMEHOBaHWE OpraHu3auumu, CcnpaBouvHble AdaHHble 06 opraHusauuu,
HaMMeHOBaHWe Buaa OOKyMEHTa, AaTta, TeKCT, NpurnoxeHune, nognucu, nedats. O6bem xapakTepucTUKM
He [JOoMkKeH npeBbiwaTe ogHoro nucta. CTunb U3NOXEHWs AOMmMKeH ObiTb OernoBbiM, MO4YEPKHYTO
HeWTpanbHbIM MO OTHOLUEHMWIO K XapakTepu3yemomy. TEeKCT nuweTca B YTBEPAUTENbHOM HaKMOHEHWM
("xapakTepusyetca”, " cnpaensetca"), opMynMpoBkM B cocrarateribHoM HakroHeHun ("mor Obl") He
NPUMEHSIOTCS.

TekcT QomKeH nNucaTbCa NPOCTbIMU NPEATIOKEHUSMU C UCMONb30BaHMEM TUMOBbLIX 0OOPOTOB U
CrnoBOCOYETaHMN, CTaHOApTHOW TepMuHonoruM, 6e3 cokpaweHunh (Kpome Tex Ccry4vaeB, rge 9To
OencTBUTENbHO Heobxoaumo).

CTpykTypa TekcTa xapakTePUCTUK BO BCEX CyYasix OAMHAKOBA U COAEPXKMT: KpaTKMe CBeAEHMS O
XapaKkTepusyemMoMm, OCHOBHOW TEKCT, BbIBOAbI.

TeKCT XxapaKTepUCTUKN HAYMHAETCH C yKa3aHusa haMmninmm, MIMEHN N OTYECTBA XapaKTepnayemMoro
nvua, KpaTkmx OGuorpaduyeckmx cBegeHun o Hem ( rod poxaeHusi, obpasoBaHue, CTax paboTbl B
opraHu3aumu, 3aHMMaemMasi B JaHHbIN MOMEHT JOSKHOCTb U T.1.).

OCHOBHOI TEKCT u3naraeTcsi B TaKOM MOCMEOOBaTENbHOCTU - 0obLas kpaTkash XxapaKTepuctvka
OesaTenbHOCTU NPeacTaBnsieMoro, ero

OTHOLUEHME K nonyveHHomy faeny. [anee gaetcs 6onee nogpobHas xapakrepucTuka BriageHusi
crneunanbHOCTbI0, HanmuMune U CTeneHb pasBUTMS NPOdECCUOHANbHBIX 3HAHWN U HABLIKOB, HaNMU4Me U
CTeneHb Pa3BUTUS BTOPOCTEMEHHbIX 3HAHWA U HaBbLIKOB (MO CMEXHBIM CNeuunanbHOCTAM , BrageHue
WHOCTPaHHbLIMU A3blIKaMK, TEXHWUKOW M T.M.), KPaTKUA NepevYeHb OCHOBHbIX JOCTVXKEHUA N HEOOCTATKOB B
OEeATEenbHOCTN, MEepOonpusTUSA, CroCOOCTBOBaBLUME POCTY  (CHWXEHWUKO) KBanudumkaumm, KpaTKun
COLManbHO-NMCUXONOMMYECKUA  MOPTPET (4epTbl XapakTepa, JIMYHOCTHbIE KayecTBa, BaXHenwue
HaKITOHHOCTM W WHTEPECHI), COCTOSIHUE B3aMMOOTHOLLUEHUA C Komfferamu Mo paboTe, ceMenHoe
NnornoXxeHne, ymeHve pabotaTb B KOMaHAe, OTHOLUEHWE K KPUTMKE M HegocTaTkam B pabote. B psage
cny4aeB He0H6X0ANMO YMOMSHYTbL O COCTOSIHUM 300POBbS KaHavaaTa.

Mpn HeobxooMMOCTN B OCHOBHOW TEKCT MOXET ObITb BKITHOYMEHA M Apyrasi BaxHas Ons gaHHOW
XapaKkTepUCTUKN nHdopmaumst (Hanpumep, onbIT CaMOCTOATENbHOM paboTkl, NpedbiBaHNe B 3apybexkHbIX
KOMaHOMPOBKax, pa3BUTUE OTAENbHbIX KaYeCTB - PYKOBOASALLMX, OOy4YatoLLmX).
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OCHOBHOV TEKCT pa3MelllaeTcs Yepes MHTepBar OT KpaTKUX CBeAeHUiA 0 NpeacTaBsaseMOoM.
BblBoabl nNpeacTaBnsloT  coGOM  pe3loMUPYIOLLYID,  MOALITOXMBAKLYH 4acTb  TekcTa
XapaKTepUCTUKMN 1 BKIOYaoT B cebsl 06bIYHO OAHO-ABA NPEANOXEeHNUS C KOHKPETHBIMU peKoMeHaaLuaAMu,
KacaloLLMMCS, KaK NpaBuIo, NepcrnekTUBHOM AeATeNbHOCTM XapakTepu3yemMoro.
XapakTepucTvMKy MOAMUCLIBAOT COCTaBUTenb (Kak MpaBumo, 93TO HenocpeacTBEHHbI
pyKoBoAUTENb) U PyKOBOOAUTENb OpraHusaumn. Moanvcy 3aBeparoTcsa NevyaTbio opraHnsaLmu.

3adaHue. CocTaBuTb OT CBOETO MMEHW XapakTEPUCTUKY Ha CTapOCTy rpynmbl.
3. MeToauka coctaBneHusi U oopMIieHUs1 NPUKa3oB No IMYHOMY COCTaBY

CodepixaHue: PaccmoTpeTb:

1. MNoHsATUE U BUAbI NPUKA30B, CBSA3AHHBIX C NMEPCOHANOM OpraHu3aLmu.

2. 3yunTtb npaBmna cocTtaBneHusi JOKyMeHTa 1 0hOpMIIeHNEe PEKBU3UTOB.
3. OcbopmMunTb NpurKasbl.

Teopemu4eckue nosicHeHust

Mpukasbl 4enaTcsa Ha ABa OCHOBHbIX BMAA: NO NepcoHarny opraHnsauum 1 no OCHOBHON
aestenbHocTU. Mpukasbl, CBA3aHHLIE C MEPCOHANIOM OpraHM3aumm, NoapasnensTcs Ha ABe rpynnbl:

- KagpoBble,

- MO NIYHOMY COCTaBy,

lMpuka3zamu no nuyHomy cocmaey (J1.C.) ochopmnaoTcs npuem, yBOrbHEHNE COTPYLHMKOB,
nepeBoA Ha Apyryto paboTy, ANUTernbHbIE KOMaHANPOBKX U OTNYyCKa.

3aknoyeHne TpPyLoBOro KOHTpakTa ¢ paboTHMKaMK He UCKItoyaeT nsgaHus npukasa no J1.C. (cT.
68 TK P®)

Odopmnsotea npukasdel no J1.C. Ha BHyTpeHHUX OnaHkax npeanpuaTus C YrmoBbIM UK
npoAosibHbIM pacnofioXXeHnemMm pekBnU3nToB.

Mpukasbl no JinyHomy CoctaBy hopMUpPYIOTCA B OTAENbHOE AENO U MMEKT CaMOCTOATENbHYHO
Hymepaumio ¢ fobaBneHnem nHaekca:

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

OCHOBHbIE PEKBU3UTDI:

HaumeHoBaHMe npegnpusaTus, HasBaHWe [OKYMEHTa, [faTa, WHOEKC, MEeCTO COCTaBMeHus
(M3gaHns), 3aronoBoOK, TEKCT, MOAMUCb, BU3a, OTMEeTKka 06 O3HakoMMeHuu, OTMEeTKU 06 UCnonmHeHWuu
AOKYMeHTa W1 HanpaBneHun ero B 4eno, NpunoxXeHue.

3aronoBok k TekcTy npukasa no JI.C. moxeT 6biTb cnegywowum: - "O npueme Ha paboTy
Cepreesa C.N.”, “O6 yBonbHeHun Cepreea C.W.”, “O6 nameHeHun wrartos 3A0” — ecnn peyb ngeT o
HECKOJSTbKMX COTPYAHUKaX.

TekCT npukasa OenuTcsl Ha KOHCTaTUPYIOLLYHO M pacnopsaguTenbHylo dactu. B nepson vactu
yKa3blBalOTCA MNPUYMHbI  M3OaHUA npuKasa, kakme-nmbo daktbl unm cobbitns. Mo ycMmoTpeHuto
PYKOBOAUTENS KOHCTaTMPYHOLas YacTb MOXET ObITb OnyLueHa.

PacnopsgutenbHas 4acTb HauMHaeTcs rnaronamu HeonpegeneHHon dopmbl: “HASHAYNTDR”,
“YBONUTbL”, “ NMEPEBECTW”, nubo “NMPUKA3bIBAKD”, koTopble NULIYTCA OT rpaHulbl N1eBOro nomns
NponucHeiMK BykBamu.

Cnenytolien CTpoKOW YykasbiBaeTcs amunusa coTpygHuka (mponucHbiMu BykBamu), uMs,
OT4ECTBO (MOMHOCTLIO), AOIMKHOCTb, CPOK M NPEANMCbIBAEMbIE JENCTBUS.

Mpn npueme Ha paboTy ykasbiBaeTca oOknag, Bug npuema (MOCTOSHHO, BPEMEHHO, C
ncnblTaTenbHbIM CPOKOM Mnn 6e3 Hero).

Mpn yBONMBbHEHMN — NPUYMHY (Kakue-nmbo gokyMeHThl) n ctaTteto TK PO. Mpu nepesoge — HoBoe
CTPYKTYpHOE NoApasgerneHme, HoOBYH AOMKHOCTb, OKMNagd, Bua 1 Cpok nepesoga.

B cnyyae coctaBneHus npukasa Ha HECKOSIbKUX COTPYAHMKOB OJHOBPEMEHHO, HE 3aBUCUMO OT
TOro, MPUHMMAKTCS OHM UMK YBOJTbHAKTCH, TEKCT OENTUTCA Ha MYHKTHI.

Kaxgblh NMyHKT HymepyeTcs apabckon uudpon, HauMHaeTCs C KPacHOW CTPOKU M KacaeTcsl
OTOENbHOro CoTpyaHuKa. lNMocne Kaxgoro nyHkTa, yepes ABe CTpoku nuwetcs “OcHoBaHue:”, B KOTOPOM
YKa3bIBaOTCS OOKYMEHTbI, MOCIYXMBLUME TMPUYUHON WU3AaHUSA NMpukasa (3asiBneHve, OoknagHas unm
006 bsicHUTENBHAA 3anncka, unu ctatea TK PO).

Mpukasbl no J1.C. nognvcebiBalOTCA pyKOBOAMUTENEM MNpPennpusiTusi, BU3MPYHOTCH COTPYLAHMKOM,
oTBeYaLWMMm 3a paboTy ¢ MepcoHanom npeanpuaTis (IOPUCKOHCYIbT, MHCTIEKTOP OTAena Kagpos v T.n).

Mpukasbl no J1.C. gomkHbl 06bABNATECA paboTHMKY nog pacnmcky. OH cOBCTBEHHOPYYHO NueT
HWXe NOoAMMCKM pykoBoauTens M BuM3bl “C NpuKa3oM O3HAKOMIIEH”, HWXe CTaBMT CBOK MOAMUCH C
pacLLM(POBKON N AaTy O3HAKOMIIEHNS.

Ocoboe 3HayeHMe 3Ta OTMETKa UMEET Ha Mpukasax 00 YBOMbHEHWUM — MPU BO3HUKHOBEHWUU
crnopoB paboTHWK BrpaBe obpaTuTbCA B CyAd B TEYEHME Mecsila CO AHSA O3HAKOMIeHus ¢ npukasom (TK
P®).
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Mpukasbl no J1.C. xpaHaTtca 75 net

B npouecce neaTenbHOCTM opraHu3auni M3gatTcd U gpyrie npvkasbel No paboTte ¢ nepcoHanom:
1 NOOLLPEHNSX, O B3bICKAHWSAX, OTNyCKax W T.M.

O1o Kadposbie npukasbl. OHW XpaHATCS TpuM roga U nodtoMy OPMMPYIOTCA OTAEMNbHO OT
npukasos no J1.C. n umeroT camocTosATenbHyto Hymepaumio - Ne 1k, Ne 2k, Ne 1K.

YToObl COKpaTUTb KOMMYECTBO AENOoBbiXx Oymar, n3gaBaembiM MO CTaHAAPTHbIM CUTYaLUsIM,
pa3paboTaHbl YHUULMPOBaHHbIE (hOPMbl NPUKA30B (pacrnopsikeHun) : o npueme Ha paboty (dpopma
NeT-1), o nepeBoge paboTHuka Ha Apyryto paboty (dopma Ne T-5), o mpegocTaBneHun oTnycka
paboTHuky (dpopma NeT-6), 0 npekpalleHn1 AencTBUS TpyaoBOro Aorosopa ¢ paboTtHukom ( dpopma NeT-
8).

3adaHue:

1. CocTtaBbTe npukas(bl) No 3asiBNEHNSAM, HanMcaHHbIM Ha 3aHATUK 1.

2. lNogroToBbTe NPOEKT NpUKasa No NMYHOMY COCTaBy Ha OCHOBaHUW CneayloLwmx JOKYMEHTOB:

1. 3aaBneHne MeHemxepa no nepcoHany [detoykuHon M.U. ¢ npocbboi npeaocTaBuTb OTMYCK MO
yxoay 3a pebeHKoM 00 AOCTUXEHNS UM Tpex NnerT.

2. 3aaeneHune Xypasneson .H. o npueme nHCNekTopom oTAaena Kagpos.

3. 3asaBneHue arpoHoma Cemeuyko C.O. 06 yBOMbHEHUM MO COBCTBEHHOMY XXENaHWI0 B CBA3M CO
CMEHOWN MeCTa XUTEeNbCTBa.

4. [loknagHas 3anucka HadanbHMKa Lexa pacteHneBoacTBa lMweHuubiHa B.MN. 06 oyepegHom
HapyLIEeHWUM TPYAOBON OUCLMMIMHBI TPaKTOPUCTOM-MaLlnHMcToM [ebowmpom M.A.

lNosicHeHus

[Mpun BbINONHEHWM 3adaHuA criegyeT obpaTuTb BHUMaHUE Ha OhOpMIeHMEe PEKBU3UTOB NpurKasa,
ocoboe BHMMaHue 0bpaTuTb Ha ocopMreHne pacnopsaauTENbHOM YacTu TEeKCTa, O YeM MOET pedb B
TEOPETUYECKNX NMOSCHEHUSIX.

[na KayeCTBEHHOro BLIMNOMHEHUS 3afaHWs HeobxoaAMMO yKa3aTb CaMOCTOATENbHO Bce
HeJoCTalolWme PeKBU3UTLI.

4. MeTtoauka coctaBneHusi U opopmMrneHusi TPyAOBbIX KOHTPAKTOB

CodepixaHue:

1. PaccmoTpeTb NOHATUE TPYAOBOro AoroBopa u TpeboBaHus K HeEMy.

2. N3yunTb npaBuna coctaBreHns n oopMmreHne pekBM3nMToB B JOKYMEHTAX.
3. O3HakomMuTbCS ¢ NpuMepammn ooopMIeHNst TPYAOBOrO 4OroBopa.

Teopemuy4eckue nosicHeHUs1

3aknyeHne TpPyaoBOro pAoroBopa Mexay paboTtHukom U pabotogatenem siBNsSeTcs
obsizaTenbHbIM (CT. 16 TK PO).

CTopoHamu TpyaoBOro AoroBopa siBnsTcs pabortogarens u paboTHuk. Pabotogatenem MoxeT
BbICTynaTb ntoboe npegnpuatue, HesaBUCMMO OT POpMbl COOCTBEHHOCTM, a TaKkKe rpaxpgaHe, T.e.
duanyeckme nuua. PaboTHMKOM MOXET ABMAATLCA TOMbKO hmsmyeckoe nuuo, BCTyNmMBLIEE B TPYAOBbIE
OTHOLLIEHMS ¢ paboTogaTtenem.

Bospacm, ¢ komopozao dornyckaemcsi 3aKoyYeHue mpy0ogo2o 0oeoeopa, 02080peH 8 cm.63 TK
P® u cocmasnsem 16 nem.

B oTtagenbHbIX cniyyasx, nogpobHo paccmoTpeHHbix B TK P®, TpygoBom goroBop MOXeT
3aknyaTbCs € nuuamm, He gocturwmmm 16-neTHero Bo3pacTa, HO TOMbKO B Cryvae, ecnu 31a paboTta He
npvHeceT Bpeda Ux 340pOBbI0 M He OyadeT HapywaTtb npouecca obyyeHus. Tawke ansa atoro Tpebyetcs
cornacue O4HOro n3 pogutenen (onekyHa unv noneynTens).

Y HecoBepLUEHHONETHNX pPabOTHMKOB CyLLECTBYIOT KaK oOnpedeneHHble nbrotbl  (CT.CT.
69,70,122,266,267 TK P®) Tak n pag 3anpeToB (CT. CT. 244, 265,268,282 TK P®).

He moryT 6bITb cyObekTamm TpyAoBOro npaesa HegeecnocobHble rpaxaaHe. CrieqyeT yuntbiBaTh,
YTO HEOEeecrnoCcoOHOCTb rpaXxaaHMHa yCTaHaBNMBAETCS CYAOM.

YHucmumpoBaHHon ¢opMbl TPYAOBOrO [OrOBOpa HE CyLlecTBYeT. 3akOoH yCTaHaBnvBaeT psg
TpeboBaHui, KOTOpPblE HEOOXOOAUMO YYNUTbIBATb MPU COCTaBNEHUN N OPOPMIIEHNM TPYOOBOrO AOroBopa.
[loroBop 3aknto4yaeTca B MUCbMEHHOW hopMe, COCTaBnsAeTCs B 2  3K3eMnSisipax, Kaxabll M3 KOTOPbIX
noanuceliBaeTca cropoHamu. OpuH  ak3eMnnap nepepaeTca  paboTHUKY, [OPYrod XpaHuTca Y
pabotogatens (ct. 67 TK P®). Co cTopoHbl paboTHMKA TpyOOBOW [OrOBOP MNOAMMCLIBAETCA UM
CaMOCTOATENbHO, CO CTOPOHbI OpraHM3auuMnm - YMNOSIHOMOYEHHbLIM JIMUOM, HaAerneHHbIM MPaBOM
3aknoyaTb TpyaoBbie goroopsl (cT. 20 TK P®).

Tpydosol 0o2080p 3aKr4Yaemcsi mosibko 0OUH pa3 - npu rnpueme pabomHuka Ha pabomy.

TpynoBble AOroOBOPbI MOTYT 3aKMHOYaTLCS:

- Ha HeonpeaereHHbIN CPOK,

- Ha ONpeLEeNeHHbIN CPOK He Boree NATK NeT (CPOYHbIN TPYAOBOW AOroBOP).

B TpygoBom JoroBope MOryT npegycMatpuBaThCs YCIOBUS:
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- 00 ucnbiTaHun,

- HepasrnawleHuu rocygapcTBEHHOM, CMyXeOHOM N KOMMEPYECKON TalHbl,

- obssaHHOCTM paboTHuka oTpaboTaTb nocre obyyeHWss He MeHee OrnpederieHHoro cpoka
(ecnn 0by4eHne nponsBoaunock 3a c4eT pabotogartens),

- WHble YCNOBMSl, He YyXydwawlwme MnofiokeHne paboTHMKa MO CpaBHEHWO C TpyaoBbIM
KOLEKCOM.

Ycnosusi goroBopa MoryT ObiTb M3MEHEHbl TOMbKO MO COMMAalIEHU0 CTOPOH M B MWUCbMEHHON
dopme.

[oroBop BCTynaeT B CUMy CO AHS ero noanvcaHunst paboTHUKOM 1 paboTodaTternem.

Tpydosoli 002080p [OMKEH WMETb: HauUMEHOBaHME opraHuM3auuu, HauMMmeHoBaHue Buaa
OOKYMeHTa, AaTty, Homep, MECTO COCTaBIIEHUS, TEKCT, Noanucu pabotogatens u paboTHMKa, nevaTb.

[arton goroeopa siBnsieTcs Aarta ero noAanuMcaHnsi CTopoHamm.

B TekcTe ykasbiBaeTcs: HauMeHOBaHWe paboTtogatens, damunusi, UMsi, OT4ECTBO pPabOoTHMKA,
MecTo paboTbl, AaTa Havana paboTbl, JOMKHOCTb, KBanudukaums, B1g 40roBopa, UcnblTaTernbHbIN CPOK,
npaeBa n ob6si3aHHOCTM paboTHMKa, MpaBa U 00SA3aHHOCTM paboTopaTens, XapakTepUCTUKX YCNOBUN
TPyAa, PeXvMM Tpyga W OTAblxa, KOMMAEeHcauun M NbroTbl paboTHUKY, YCNoBUS onnaTtbl TpyAa, Buabl u
YCIOBMS COLMArnbHOro CTpaxoBaHusi, Apyrue yCroBusi.

TpynoBble 40roBOpbI:

- ochopmnsitoTcs Ha GnaHke AoroBopa Unn Ha cTaHgapTHbIX nucTax A4;

- BKITOHAKTCS B COCTaB NMMYHbIX Aen paboTHUKOB;

- dopmupytoTCa B oTAEeNbHOE Aeno no andaeuty ammnuin paboTHUKOB (€Cnn NUYHbIE Aena
He 3aBoasATCS);

- XpaHsaTcsa 75 ner.

3apaHue.

1. PaccmoTpeTb oTAenbHble ctatbi TpyaoBoro kogekca PO.

2. NogpobHO 03HAKOMUTBLCA C NpUMepammn opopMIeHNs TPYLOBOro AOroeBopa.

CamonogroToBka 06y4aroLmMXcs K MPaKTUYECKUM 3aHATMSM OCYLLIECTBIISIETCS B BUAE MOBTOPEHMS
(paccMOTpeHus1) TEOPETMHECKOrO MaTepuana, npasun oopMIIEHNST JOKYMEHTOB, a Takke BbIMOSTHEHUS
3ajaHMi Mo anroputMy, 3adaHHOMY Ha MNPaKTUYECKOM 3aHATUM, MOAroTOBKM MO BOMpocam [Ansi
camonpoBepku. [lepen NpakTUYECKUM 3aHATUEM crieqyeT U3yunTb KOHCMEKT NEKLUUN N PEKOMEHLOBAHHYHO
npenogaesaTtenemMm nurepatypy, obpawas BHMMaHME Ha MpakTU4eckoe MPUMEHEHNE TEOpUM WU Ha
MeToaMKy O(OpPMNEHNss OOKYMEHTOB. Ha npakTMyeckom 3aHAaTUM [faBHOE — YSACHUTb CBA3b
BbIMOJTHAEMbIX 3aJaHUA C TEOPETUYECKMMN MOSOKEHNSIMM.

9. NpomexyToyHas (cemecTpoBasi) aTTectayus No Kypcy

9.1 HopmaTnBHas 6a3a npoBefeHus
NpPOMeXyTOYHOM aTTecTaumumn obyyarLmMXCA No pe3ynbTaTtamM U3yyYeHUs AUCLMUNIUHbBIL:

1) pencreyowlee «llonoxeHne O TeEKyLWEM KOHTPOMe YCMEBAeMOCTW, MNPOMEXYTOYHOW aTTecTauumu
obyvarowmxcs no nporpaMmmamM Bbicliero obpasoBaHusi (GakanaBpuaT, cneuuanuTeT, mMaructpartypa) u
cpegHero npodeccroHanbHoro obpasoBanust B Prb0OY BO Omckui FTAY»

9.2 OCHOBHbIe XapaKTepUCTUKMN
NPOMEXYTOYHOW aTTecTauMm oby4aromxcsi N0 MToram U3y4eHusi AUCLUUNIIUHbI

YCTaHOBMEHWNE YPOBHSI LOCTWKEHUST KaxabiM 00y4atoLmMes uenen n
3aga4 obyyeHust Mo AaHHOW AUCUUMSIVHE, U3NOXEHHBIM B N.2.2
HacTosILEen NporpamMmmbl

Llenb npoMeXyTo4yHOI aTTecTauum

dopma NnpomMeXXyToO4UHOMN

3auer
aTTecrauum -

1) yqacTue obyvatoLerocs B npoueaype nonyvyeHust 3a4éta

MecTo npouepypbl nony4veHus
3a4éTa B rpachmke y4yeGHoOro
npouecca

OCYLLIECTBISIETCH 32 CYET y4eOHOro BpemeHu (TpyaoEMKOCTH),
OTBEAEHHOr0 Ha N3yvyeHue AUCLUMIUHDI

2) npouenypa npoeBogmuTca o4Ho B pamkax BAPO, Ha nocnegHen
Hefnene cemecTtpa

OCHOBHbIe YCNOBUSA NonyYeHus
oGyyalowmmMmca 3ayéra:

1) obyvarowuiica BbINOMHU BCe BMAbl ydebHom paboThbl (BKtoyas
CaMOCTOSITENbHYH) U oTYUTancst 06 Ux BbINOTHEHUN B CPOKMU,
yCTaHOBMEHHbIe rpaduKkoM y4ebHoro npouecca no AUCLUNIVHE;

2) npoLIén 3aKMioyYnTENBLHOE TECTUPOBAHUE

Mpoueaypa nony4yeHusi 3a4éTa -

MeTopuyeckne matepmansil,
onpepgensowme npoueaypbl
OLleHUBaHUs1 3HAHUW, YMEHUN,
HaBbIKOB:

MpeactaeneHbl B PoHAE OLEHOYHbIX CPEACTB MO AaHHOW y4ebHon
oucumnnuHe (cm. — MNpunoxexve 9)
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NMPOLEOYPA NPOBEOEHNA 3AYETA

OcHosHble ycriosusi Nony4eHus 3a4ema:

- 100% noceLLeHne NekUnii U NPaKTUYECKMUX 3aHSATUN

- MONOXUTESNbHbIE Pe3yrnbTaTbl MPU NPOXOXAEHNE TECTUPOBAHNS

- NOArOTOBNEHHOCTb MO TEMaM, BbIHECEHHBIM HA CaMOCTOATENTbHOE U3yYeHne

- yCNELLHOE BbINOMIHEHNE MHOMBUAYANbHOrO 3agaHus

- MONOXUTENbHAs OLeHKa Mo pe3ynbTatamM UTOrOBOro TECTMPOBAHUS

NMnaHoBas npoueaypa nonyvyeHus 3ayéTta:

1) CTyLeHT npeabsBnsaeT npenogaeaTternto UHanBuayansHoe 3agaHue

2) MpenogaeaTtenb npocmaTpuBaeT NpeAcTaBreHHbIE MaTepuarnbl U 3anncu B XXypHane y4véTa
MoceLlaemMocT 1 ycneBaemMoCTU CTYLEHTOB, BbICTaBfIEHHblE paHee CTyOEeHTY OLEHKM MO utoram
TEKYLLLEro N UTOFOBOro TECTUPOBAHWUIA, NPAKTUYECKNX 3aHATUNA.

3) MpenogaBatenb BbICTABMSAET OLEHKY B 3K3aMEHaALMOHHY0 BEOOMOCTb U B 3a4ETHYIO KHUXKKY
CTyAeHTa.

PesynbTaThl 3a4eTa ONpefenstoT OLeHKaMUN «3a4TEHO», «HE 3a4TEHOY.

«3a4yTeHo» - CTyAEeHT BbINOMHWI Bce TPeboBaHWs U YCIOBUS NONyvYeHust 3a4eTa.

«He 3a4yTeHoO» - CTyAEHT He BbINOMHMN BCe, NMMBO Kakoe-TO Of4HO U3 TpeboBaHWA UM yCroBUIA
nosny4veHusi 3ayeTa.

Mo uToram wusyyeHuss OUCUMNMMHBI, OOy4YaloLmecss NpoxXoaaT 3aKNiUYUTENbHOE TEeCTUPOBaHME.
TectnpoBaHne  aBnsetca  (OPMOW  KOHTPOMS,  HanpaBfeHHOW Ha  NpoBepKy  BrnageHus
TEPMUHOMOMMYECKUM annapaToM, COBPEMEHHLIMU MHMOPMALNOHHBIMU TEXHONOTUSMU N KOHKPETHLIMU
3HaHMAMMK B 06nacTu (pyHaaMeHTanbHbIX U NPUKNaaHbIX QUCLUNINH.

MogroToBka K TeCTUpoBaHUIO NO UToram U3lyy4yeHusa oUCUUNIINHLI

TeCTI/IDOBaHI/Ie ocyLliecTBndeTca no BCceM TeMaM W pasgenamMm OAUCUUMIIUHBI, BKIo4Yaa TeMbl,
BbIHOCUMbIE Ha CaMOCTOSTENBHOE N3YyYeEHNE.

Mpouenoypa TecTMpoBaHMS OrpaHW4eHa BO BPEMEHUM W nNpegnonaraeT MakcumarbHoe
COCPeAOTOMEHUNE Ha BbINOMHEHWUN TECTA, COAEPXKALLEro HECKOMBbKO TECTOBbLIX 3aJaHWi.

TecTupoBaHMe NPOBOAUTCS B NUCbMEHHON cbopMe (Ha BymakHoM HocuTene). TecT BKMYaeT B
cebs 20 BonpocoB. Bpemsi, 0TBOANMOE Ha BbINOMHEHME TecTa - 20 MUHYT.

LLkana v KpuTepuun oLeHMBaHUA

- OUEeHKa «0OmJiu4YHO» BbICTaBrnsieTcs obyvatolemycs, ecnu nonydeHo 6onee 81% npaBunbHbIX
OTBETOB.

- OUyeHKa «xopowoy - nonyyeHo ot 71 go 80% npaBunbHbIX OTBETOB.

- OUeHkKa «ydosremeopumeribHO» - nony4deHo ot 61 0o 70% npaBuUIbHbIX OTBETOB.

- OUEeHKa «HeydoeriemeopumesibHoO» - Nony4yeHo meHee 60% npaBubHbIX OTBETOB.

9.3 MNepeyeHb NPMMEPHbIX BOMPOCOB K 3a4eTy

1. TloHsTWe [OoKyMeHTaunoHHOro obecneyeHmns yrnpaBneHus.

2.  OTtanbl pa3BuUTUS OTEYECTBEHHOIO AEMNonpon3BOACTBa.

3. HopmaTtuBHas 6a3a JoKyMeHTaUMOHHOro obecneveHus.

4, Knaccudukauma JOKyMEHTOB.

5.  Tlpouecchl yHUdMKaLmm n cTaHgapTM3aumnm B LOKyMEHTaUMOHHOM obecnevyeHnm
ynpaBneHus.

6. CocTaB pekBn3nTOB JOKYMEHTOB.

7.  OpraHusauMoHHO-MpaBoOBasi JOKYMEHTAUUS - OCHOBHbIE PEKBU3UTEI OOPMITEHNS.

8. PacnopsgutenbHas OKYMEHTaLMs, OCHOBHbIE PEKBU3UTLI ODOPMIIEHUS.

9.  WMHdopmaunoHHo-cnpaBoYHasa AOKYMEHTaLUMWS, OCHOBHbIE PEKBU3UTLI OOPMIIEHUS.

10. Bwuabl nMceM, OCHOBHbIE PEKBU3UTLI U NpaBusia 0OpPMIIEHNS.

11. [dokymMeHTOOBOopOT NpeanpusiTuin, ero atansl ¥ 0COGEHHOCTN.

12. Tlpuem wun nepBudHass o00paboTka, nNpeaBapuTeNbHOE  pPacCMOTPEHNE U

pacnpegeneHmeoKyMeHTOB.

13. WNHopmaumnoHHo-cnpaBovHas paboTa ¢ JOKYMEHTaMM.

14. Opranmsauus paboTbl ¢ AOKyMEHTaMu, cogepXawumm koHduaeHumanbHble CBeOEHNS.

15. Pabota ¢ nucbmamum n obpalleHnsaMm rpaxkaaH.
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10. yLIeﬁHO-VIH(*)OpMaLIVIOHHbIe UCTOYHUKM ONA U3dydeHmnsa gucumnnimnHbl

B cootBeTCTBUM C [OEWNCTBYHOLUIMMW TFOCYAAPCTBEHHbIMU TpeboBaHuAMM  Ons  peanv3auum
y4yebHOro npouecca no AucumniuHe obecneumBarowlen kadenpow paspabaTbiBaeTcs U MOCTOAHHO
coBepLUeHCTBYeTCH y4ebHo-meToamyeckmn komnnekc (YMKL), cooTBeTCTBYOLMI pabo4yer nporpamMmme m
npunaraembln K Hel. [pyn paspabotke YMK[ «kadegpa pyKOBOACTBYETCA YCTaHOBIEHHLIMM
YHUBEPCUTETOM TPebOBaHNSIMU K €ro CTPYKType, coaepkanntio n odopmneHmnio. B coctaB YMKI BxogaT
NnepeyvncrieHHbIE HKE U ApYrMe UCTOYHMKM y4ebHoM 1 ydebHo-MmeToguveckon MHdopmaummn, cpeactea
HarnsagHoCTuU.

OnekTpoHHas Bepcusi aktyanbHoro YMK], agantMpoBaHHas ans odyyaroLwmxcsl, BbICTaBnseTcs B
NMHdopMaLMOHHO-06pa3oBaTeNbLHON Cpeae yHMBeEpCUTeTa.

NEPEYEHDb
nuTepaTypbl, pEKOMEeHAYEMOM AN U3YYEeHUs AUCLUMNITUHDI
B51.B.12 [lokymeHTMpOBaHMe ynpaBreH4YeCcKon AeATeNIbHOCTU

ABTOp, HAMMEHOBaHMe, BbIXOAHbIE AAHHbIE Hoctyn
1 2

BbikoBa, T.A. [JokymeHTaUMOHHOe obecneyeHne ynpasrneHus (4enonpon3BOACTBO) :
y4ebHoe nocobue / T.A. BrikoBa, T.B. KysHeuosa, J1.B. CaHkuHa ; nog obuw. pea. http://znanium. com
T.B. KysHeuoBon. — 2-e nsa., nepepab. n gon. — Mocksa : UHOPA-M, 2020.— 304
C.
KptokoBa, H. [1. [JoKymMeHTMpOBaHWEe ynpaBrieHYeckon AesaTenbHoCTM: Y4yebHoe http://znanium. com.
noco6bue/Kptokosa H. IM. - M.: HALI IHOPA-M, 2019. - 268 c.
PasgopoxHbinn, A. A. [JokyMmeHTUpOBaHUe yrnpaBneH4Yeckon OeaTenbHOCTH : y4eo. http://znanium.com

nocobwue / A.A. PasgopoxHbii. — Mockea : UHOPA-M, 2018. — 304 c.

OcHoBbl genonpousBoacTea : yvyebHoe nocobue / A.M. Acanues, N.N. MupoHosa,

E.A. http://znanium.com
Kocapesa, I'.I'. BykoBu4y. — 2-e u3g., ucnp. n gon. — Mocksa : MH®PA-M, 2020. —

146 c.

ManaceHko, 1O. A. [lokymeHTMpOBaHWe ynpaBneH4Yeckon aesTenbHocTu: YuyebHoe http://znanium. com.
nocobue / KO.A. MNanaceHko. - Mocksa : PUOP, 2018. - 138 c.

KupcaHoBa, M. B. Kypc genonpoussoacTtsa: OOKYMEHTaLMOHHOE obecneyeHne http://znanium.com

ynpasneHus : yyebHoe nocobue / M.B. KnpcaHosa, tO.M. AkceHoB. — 6-e nsa., nenp.
n pon. — Mocksa : UHOPA-M, 2020. — 257 c.

BectHuk PITY. Cepusa «3koHOMUKa. YnpasneHue. [paBo» : HaydHbIA XypHan : http://znanium.com
Poccuiickuii rocynapCTBEHHbI T'yMaHUTapHbIA yHuBepcuTeT . - Mockea : [6. wn.],

2013-

MeHemxkmeHT B Poccuu 1 3a pybexom. - M. : [6. n.]. - HCXb

11. NMpuMeHeHMe 3NTeKTPOHHOro 06y4YeHUA, ANCTAHLMOHHbIX OOpa3oBaTeNbHbIX TEXHONOrM Npu
peanusaumu GUCUUNIIUHbI

Mpn peanusaumn nporpammbl  OUCLUMNNUHBI  NPUMEHSIIOTCA  3NEKTPOHHOe  oby4deHue,
OVCTaHUMOHHbIE obpasoBaTtesibHble TEXHONMOrMU. B anekTpoHHOW WHOopMaUnoHHO-06pa3oBaTeNnbHOM
cpege yHuBepcuteta (3UNOC, https://do.omgau.ru/) B pamMkax AUCLMMIMHBI CO30aH SEKTPOHHbLIN
obyyvaroLwmn Kypc, cogepxalmun yd4ebHo-meTogm4eckue, TeopeTmdeckme matepmarnbl, MHOOPMaLMOHHbIE
mMaTepuanbl AnS OCBOEHUS AWCUMNNWHBI, [OOCTYMHble B peXuMe YAaneHHoro pgoctyna no
MHAMBMOYanNbHOMY FOrMHY W Maponto. Yepes 3NeKTpOoHHbIM Kypc cTydeHTam obecnedeH JocTyn K
COBPEMEHHBIM MpodeccrmoHanbHbiM 6a3amM AaHHbIX U M3OaHUSM 3NEKTPOHHbLIX OMONMMOTEYHBIX CUCTEM,
COCTaB KOTOPbIX onpegeneH B pabo4yen nporpamme.

PaboTta cTygeHToB No ocBOEHMO obpa3oBaTenbHOW NPOrpaMmbl B paMKax OUCLMMAVHBI NPOXOAUT
Kak B ayauTOpUsIX YHMBEpPCUTETa, Tak M B opmaTte OHnanH-paboTbl, koTOpas npegycmatpuBaeT
CMHXPOHHOE M AaCUMHXPOHHOEe B3ammogencTene. CHMHXPOHHOE B3aMMOAEWCTBME OCYLLECTBMASETCH C
NPYMEHEHNEM UHCTPYMEHTOB BUAEOKOH(EPEHLCBA3N N OHNaWH-UHCTPYMeEHTOB, B T.4. QVOC. PeweHune
O MPOBEAEHUN CUHXPOHHBLIX 3aHATUMIW, a TaKKe KOHKpeTu3auusi AaTbl U BPEMEHUW MEpPONPUSTUNA
NMPOUCXOAUT B MpoLiecce M3yyYeHust Kypca B NMYHOM KabuHeTe cTtygeHTa. ObpasoBaTtenbHbi NpoLece
NPOXOAMWT B COOTBETCTBUM C YTBEPKAEHHBIM PACNMCaHNEM 3aHATUNA N rPadhKOM OCBOEHUSI OANCLMUMITMHBI,
KOTOpbIN BbICTABNAETCH NpenogaBaTenem Ha CTpaHuLE 3NIEKTPOHHOMO Kypca OUCLMMINHDI.

JleKuMOHHbIe 3aHATUS MOCBALLEHbI PACCMOTPEHUIO KHYEBbLIX, 6A30BbIX MOMOXEHWUN Kypca U
pPasbsACHEHUIO Y4YEOHbIX 3a4aHUIi, BbIHOCUMbIX HA CaMOCTOATENbHY npopaboTky. PekomeHnayeTtcs
nocnegoBaTenbHO 3HAKOMUTBCS C cogepXXaHuem y4vebHOro MaTtepuana, KOTOpbI MpeacTaBfeH B
TEKCTOBOM chopmMaTte u (Mnu) B copmaTte BUOEO-NEKUMA, U (AnM) OHMNarH nekuui. PekomeHgyeTcs
aKTMBHO Yy4acTBOBaTb B [AWCKYCCUsIX, 3a0aBaTb YTOYHSANOLIME/MHTEPECYIOWMNE BOMPOCHI MO TemaTtuke
aucuunnvHel nNpenogaeartento nocpeactsoM dopyma/ Yarta/ BebuHapa. Mpu peanusaumm QMCUMNAUHGI
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MOryT mncnonb3oBaTtbcst MaTepuanbl MOOK (MaccoBbIvi OTKPbITbIV OHMaNH-Kypc). B cnyyae npumeHeHus
MOOK npenogaBatenem Ha ctpaHuue gucumnnuHbl B AVIOC pa3mellaloTca CCbiflka Ha OHManH-Kypc,
WHCTPYKLUM 1 CPOKM MO U3YYEHMIO ero MaTepuaros.

MpakTnyeckme /| nabopaTopHble paboTbl NpegHasHadeHbl AN npuobpeTeHus onbiTa
npakTu4eckon peanu3aumn obpasoBaTenbHON nporpammbl. MeToamnyeckne ykasaHus K BbiMOSTHSAEMbIM
paboTtam npopabaTtbiBalOTCA CTyAeHTaM1 BO BPEMSI CAMOCTOSITENbHOM MOATOTOBKM.

CamocTtosiTensHass paboTta CTydeHTOB BKMOYaeT cneaywowme Buabl: npopaboTtka yyebHoro
mMaTepuana nekuuin, noarotoska Kk nabopaTtopHbIM M NpakTU4eckum paboTam, NOAroTOBKA K TEKyLLeMy
KOHTPOMIO W ApyrMe Buabl CamMOCTOATENbHOM paboTbl. PesynbTaTbl Bcex BuooB paboTbl CTYLEHTOB
dopmupyloTca B XypHane oueHok B OMOC U y4uuTbiBalOTCS Ha MPOMEXYTOYHOM aTTectauuun.
CamocTosaTenbHasa pabota npegycMaTpuBaeT He TONbKO NpopaboTKy maTtepuarnoB NEKLUMOHHOMO Kypca,
HO M UX pacliMpeHne B pe3ynbTaTe aHanmsa, CTPYKTYpMpOBaHUSt U NpeacTaBreHns B KOMNaKTHOM Buae
COBpPEMEHHON MHOPMaLIMN N3 BCEX BO3MOXHbIX MCTOYHMKOB.

B TeueHve cemecTpa CTYOEHT BbINOMHSAET YCTAaHOBMNEHHbIE NPOrPaMMON AUCUMUMIUHBI 3a4aHNs Mo
mMaTtepyanam neKUMA U NPaKTUYEeCKMM  3aHATUAM. BbINonHeHHble  3agjaHus  OTNpaBnsOTCS
npenogasatento cpeacteamm OUNOC (npukpenuB anin C OTBETOM B COOTBETCTBYIOLUMA 3dneMeHT
3aaHus) n/unmn nocpeacTBOM UCMOMb3YEMbIX OHNMANH-UMHCTPYMEHTOB.

Tekywmin KOHTPOSIb YyCNeBaeMOCTWM MpPOBOOUTCA B TeYeHue Kaxagoro pasgena (mogyns)
ONCUMNMMHBL.  TEKyLLUA KOHTPOIb MOXET BKMOYaTh B ce05, B TOM YMCre NPOXOXAeHNe TeCTOB (4acTb 13
HUX HOCUT 0Bsi3aTenbHbIA XapakTep, YacTb U3 HUX MOXET ObITb HanpaBneHa Ha CamMonpPOBEPKY 3HAHWIN).
Lkana n KputepuMn OLIEHKM MO BCEM BuMAam paboT, BbIMOMHSAEMbIX CTyQEeHTaMu 3a Mepuos OCBOEHWUS
OVCUMNMMHBI OTpaxeHbl B paboyelt nporpaMMe AWUCUMMMMHBI M B METOOAUYECKMX YKasaHusiX Mo ee
OCBOEHMUIO.

Mo wToram u3yyeHus y4yebHOW AUCUMNNUHBI B CEMECTpe CTyAeHT nony4YaeT JocTyn K
NPOXOXAEHNIO NPOMEXYTOYHOM aTTecTauuu. [na 3aBepluieHns paboTbl NO OCBOEHUIO OUCUMNIUHBI U
nonyyeHus pornycka K MNPOMEXYTOYHOW aTTectaumMm HeoOXOoAMMO BbINOMHUTL BCE KOHTPOSbHbIE
MEPONPUATUS B paMKax TEKyLLEro KOHTponsi. MpomMexXyToYHas aTTecTtaunsi MOXeT OCYLLLECTBATLCS Kak B
TpagMUMOHHON hopme B ayauTopusix yHMBepcuteTa (no Bonpocam u munetam), Tak n ¢ UCMNonb3oBaHMEM
3MEKTPOHHbIX CpeAcTB (B pexume BUOEOKOHEPEHLICBA3NM C 00s13aTenbHOM  maeHTuduKaumen
nonb3oBaTens). YCnoBus NpoBeAeHUs NPOMEXYTOYHON aTTecTauun onpeaensoTcs YHUBEPCUTETOM U
3abnaroBpeMeHHO 40BOAATCS nNpenogaBaTenemM 4o 0bydatoLmnxcs.

C nokanbHbIMM HOPMAaTMBHLIMW AOKYMEHTaMu MO OpraHu3aumu obpasoBaTernbHOro npowecca ¢
NPUMEHEHNEM 3ITEKTPOHHOIO OBYYEHUs] N ANCTaAHLMOHHBLIX 0Opa3oBaTerbHbIX TEXHOMOMMIN, No paboTte B
3NEKTPOHHON MHOPMaLMOHHO-00pa3oBaTenbHOM cpefe obyvalwmnecs MOryT O3HaKOMUTbCH Ha
odmumansHom canTe yHueepeuteTa u B ANOC OMIAY-Moodle.
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