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BBEOAEHUE

1. HacTtoswee wusgaHne £BRsieTCA OCHOBHBIM OpPraHU3aUMOHHO-METOAUYECKMM  [OKYMEHTOM
y4yebHO-MeToAMYECKOrO  KOMMekca Nno  AWCUMNIIMHE B COCTaBe OCHOBHOW  MpodheccuoHanbHon
obpasoBaTtenbHOM nporpaMmMbl  Bbicero obpasoBaHus (OMNOIM BO). OHo npegHasHavyeHo cTaTb
METOAMYECKON OCHOBOW NO OCBOEHUIO AaHHOW OUCLMMITUHDI.

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

3. MeToanyeckme acnekTbl pasBuTbl B y4eOHO-METOAMYECKON NUTepaTtype 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 MOTYT ObiTb BHECEHbLI TEKyLiMe W3MEHEHWUs U LOMOMHEHUS,
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 crneumnanbHbiX METOAMYECKMX yKasaHWiA. ITO 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 0CO3HaHHbIA BbIOOpP 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 NPOMEXyTOYHOM aTTecTaumn No 3ToM AUCLUMNIMHE. YCNEWHOCTb aTTecTalmm 3aBucuT, 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

YyebHas gucumnnnHa oTHocutes Kk gucumnnuHam OlMOI yHMBepcuTeTa, COCTaB KOTOPbIX
onpegensieTcs By3oM v TpebosaHuamu ®IroC.

Lenb ducyunnuHbl - 3akpenneHve n yrnybrneHve TeOpeTMYEeCKOW MOATrOTOBKM OOy4aroLmxcs,
npuobpeTeHne yMeHUI 1 HaBbIKOB B 0611acT AOKYMEHTUPOBAHUS YrpaBfeHYeCcKon OesTeNbHOCTH

B xo00e oceoeHust ducyurnyiuHbl 06yYaroujulicsi OOJKeH:

ennadems:

- MNPaKTUYEeCKMMMW HaBblkaMW BedEHUs [EeroBOM nepenuckn, odOPMIEeHUS M COCTaBreHust
yrpaBneH4Yecknx 4OKYMEHTOB, opmumanbHbIX U HeoduLUManbHbIX MMCEM Ha rocy4apCTBEHHOM SA3bIKE;

- HaBblkaMW B3aMMOLEWCTBUS C BHYTPEHHEN M BHELUHEW cpedon npeanpusitus nocpencTsoMm
OOKYMeHTaLMW, HaBbIKN paLMOHaribHOM opraHM3aummn OKYMeHToobopoTa;

- HaBblkaMW COCTaBIEHMS TMNPOEKTOB OpraHU3aLWOHHO-pacrnopsanTenbHbIX, CRYXEOHbIX |
NH(OPMAaLIMOHHO-CMNPABOYHbLIX [OKYMEHTOB.

3Hamb:

- HOPMaTUBHbIE aKTbl, PeErnamMeHTUpyloLlmne npasuna opopMNeHns OOKYMEHTOB, BUAbl U pOPMbI,
MeToauKy OodDOPMIEHUSI U COCTaBMNEHNS YNpaBNEHYEeCKMX OOKYMEHTOB, oduLMarnbHbIX U HeoduUmManbHbIX
nncem;

- 0CcoBeHHOCTN OMOPMIEHUS BHYTPEHHEN M BHELUHEeN OOKyMeHTauuu MpeanpuaTus, npasuna
opraHusaumm 4oKyMeHToo6opoTa 1 BHECEHUS UBMEHEHUIA B JOKYMEHTI;

- MeToauKy O(OPMITEHMSI M COCTaBIEHMS OPraHM3aLMOHHO- pacrnopsAuTenbHbIX, CryXeGHbIX,
NHOPMaLIMOHHO-CNPAaBOYHbIX AOKYMEHTOB.

ymems:

- rpamMoTHO COCTaBMNATb M OQOpPMNATb YynpaBreH4Yeckue [AOKYMEHTbl, AernoBble nuMcbMa
opraHusaumm, NPUMeHsTb Ha NpakTUke TeopeTUYecKMe OCHOBbLI Aeronpon3BOACTBa;

- B COOTBETCTBMM C YCTaAHOBJIEHHbIMW nNpaBunamum O(bOpMJ'IFlTb BHYTPEHHIOIO N BHELUHIO
OOKYMeHTauuo NPeanpusTus, OpraHM3oBbiBaTb JOKYMEHTOOB0POT;

- YMETb B COOTBETCTBUM C MOCTaBIEHHOW LENb0 OpraHM3oBbiBaTb U KOHTPONMpOBaTb pa3paboTky
OopraHu3aunoHHO-pacnopagnuTesibHbIX, CJ'Iy)Ke6HbIX n I/IH(*)OpMaLLVIOHHO—CI'IpaBOLIHbIX OOKYMEHTOB.

1.1 MNMepeyeHb KOMNETEHLMUN C YKazaHueMm 3TanoB ux ¢popMmmpoBaHusa B pe3yribTate OCBOEHUA
y4eOHOM ANCLMNNUHDI.

KomneTteHuun, .
Koo un KoMNoOHeHTbl KoMneTeHuun,
B hopMMUpoBaHMU KOTOPbIX o
sapeficTBOBaHA HauMeHoBaHue dopmMmpyemble B Pamkax AaHHOW AUCLMMINHGI
MHAuKaTopa (kaK oXvgaemMbln pesynbTaT ee OCBOEHUS)
AUCUMNIINHA o
AOCTMKEHNN
kon HaVMEHOBAHME KOMMeTEeHLMM 3HaTb U ymeTb Aenatb BafieTb HaBblkaMu
noHMmaTb (oencrtesoBaTb) (MmeTb HaBbIKK)
1 2 3 4
YHuBepcanbHble KOMNeTeHLUN
NO-3yk-a HOPMaTUBHbIE yMETb rPamMoTHO | UMETb  MpaKTU4Yeckne
CnocobeH Bener pgenosyto | akThl, COCTaBIATb M | HaBblKK BeaeHus
OCYLLECTBNSATD nepenucky, pernameHTupyto- | oopmnaTb OErNoBON  NMEepenuncku,
0enoByto yumnTbiBas wue npasuna | ynpasrneH4yeckune odopmMIIEHNSsI 7]
KOMMYHUKauuio B | OCOGEHHOCTU odopmMIieHNst OOKYMEHTbI, COCTaBIEeHUSA
YCTHON W | CTUNTUCTUKN [OKYMEHTOB, JeroBble  NucbMa | ynpaBneH4YecKnx
NMUCbMEHHOM odunumanbHbiX 1 | BUABI U POPMbI, | OpraHusauum, OOKYMEHTOB,
VK-4 dopmax Ha | HeodUUManbHbIX | METOOUKY NPUMEHSATb Ha | odmumanbHbIX "
rocynapcTBeHHOM nucem, oopMIIEHNsT U | NpaKTUKe HeoduumansHbIX
A3blke Poccuinckon | coumoKynbTypHbIE | COCTaBEHMUS TeopeTnyeckme nucem Ha
depepaumm n | pasnuuus B | yNpaBrneH4eckMx | OCHOBBbI rocygapCTBEHHOM
WHOCTPaHHOM(bIX) dopmare [OKYMEHTOB, Aenonponssoactea | s3blke
sA3bIke(ax) KOppecnoHAeHUuMn | oduumanbHbIX U
Ha HeodULMansHbIX
rocygapcTBEHHOM | nucem
A3blke
MpodeccnoHanbHbIE KOMNETEHLUN
Na-2rk-3 0cobeHHOCTH yMeTb B | UMETb HaBbIK/
CnocobeH ymeet odopmMIieHnst COOTBETCTBUU C | B3auMoaencTBeus c
COCTaBnATb NNaHbl | COCTaBMATb BHYTPEHHEN M | yCTaHOBMNEHHbIMM BHYTPEHHEN 7]
m  0BOCHOBbIBATb | 3aKYMO4HYHO BHELLIHEN npasunamm BHELLIHEN cpenon
3aKynKu, OOKYMeHTauuto, OOKyMeHTauum ogopMNATbL npeanpuaTus
MK-3 | npoBoanTb nnaH 3aKyrnok, | npeanpuaTus, BHYTPEHHIOK M | NnocpeacTBoMm
MOHUTOPVWHI pblHKA | NnaH-rpaduk, npasuna BHELLIHIOIO OOKyMeHTaumu,
npegmeTa 3aKyrnok, | BHOCUTb B HUX | opraHu3auum OOKYMEHTauuo HaBbIKK
OCYLLECTBNSATD N3MeHeHns [okymeHToobopo- | npegnpusAThs, paLuvoHarnbHon
npouenypsl Ta W BHECEHMS | OPraHM3oBbIBaTb opraHusauum
3aKynok ans M3MEHEHUN B | JOKYMeHTOO6OpOT OoKyMeHToobopoTa
rocy4apCTBEHHBbIX, [OKYMEHTbI




MyHuumnaneHeix U | UO-3nk-3 MeTOAMKY yMeTb B | BNageTe  HaBblkaMu
KoprnopaTUBHbIX ymeeT 0hOpMIIEHUSs U | COOTBETCTBUU c | coctaBneHus
HY>XZ OpraHu3oBbIBaTb | COCTaBMeHUst NoCTaBneHHON NpPOEKTOB
" OpraHM3auMoHHO- | Lienblo OpraH13aLoHHo-
KOHTpONMpOBaTh pacnopsauTenb- | OpraHv3oBbIBaTb W | pacrnopsiauTenbHbIX,
pa3paboTky HbIX, CINY>XEOHbIX, | KOHTPONMPOBaTb cnyxebHbIX "
NpoeKToB MHbOpMaLMOHHO- | pa3paboTky UHbOpMaLMOHHO-
KOHTPaKTOB, CMNpaBOYHbIX OpraH13aLoHHo- CNpaBOYHbIX
TWUMOBbLIX YCMOBUWIA | [OKYMEHTOB pacnopaauTenbHbIX, | JOKYMEHTOB
KOHTPaKTOB, cnyxebHbIX "
OCYLLECTBMSATb UHbOpMaLMOHHO-
npoueaypy CNpaBOYHbIX
3aKynoK [OKYMEHTOB




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

YpOBHY CHOPMUPOBAHHOCTU KOMMETEHL M

KOMMNeTeHUna He

MUHUMarbHbIV cpenHun BbICOKMI
cchopmmpoBaHa
OueHk1 cchopMMPOBAHHOCTM KOMNETEHLUMI
He 3ayteHo 3auTeHo

XapakTepucTuka coOpMYpPOBaHHOCTM KOMMETEHLNN

KomneTteHums B nonHomn

1. Cq:)OpMVIpOBaHHOCTb KOMnNeTeHUn COOTBETCTBYET

Koa Mokasatenb Mepe He MUHVMAarbHBIM TPeBOBaHMAM. VIMEIOLMXCS 3HaHUIA, YMEHUI, ®opmbi 1 cpepcTsa
MHOekc 1 HasBaHue vHavKkaropa NHamkaTopbl OLEHUBaHUA — chopmupoBaHa. HaBbIKOB B LIeJ/IOM JOCTaTO4YHO AMNSi PELLEHWSI NPaKTUYECKMX KOHTpONA
KOMMNeTeHLUM [OCTUXKEHUI KOMMNeTeHL UM 3HaHWs, YMEHMs, VIMeroLLMXCS 3HAHMIA, (MpOtheccroHanbHbIX) 3aaavy. CbOpMI/IpOBaHICIH
KoMneTeHL N HaBbIKY (BNaA€HUS) | yvennii 1 HaBbIkos 2. ChOopMMPOBAHHOCTb KOMMETEHLWM B LIeIOM COOTBETCTBYET KOMMETEHLIN
HeoCTaTo4HO ANA TpeboBaHusM. MIMetoLumnxcsa 3HaHUA, YMEHWI, HaBbIKOB U
peLleHus NPakTUYeCckMx | MOTMBaLMM B LLeSIOM AOCTATOYHO AMNS PeLleHust CTaHOapTHbIX
(npodheccroHanbHbIX) npakTu4eckux (NpodeccnoHanbHbIX) 3agad.
3apaq 3. ChopMMpPOBaAHHOCTL KOMMETEHLLUW NMOSTHOCTHI0 COOTBETCTBYET
TpeboBaHuaM. IMetoLLmxcsa 3HaHWI, YMEHWUIA, HABbIKOB U
MOTMBALMY B NOMHOM Mepe [OCTaTOYHO AN PELLEHNUS CIOXHbIX
npakTnyeckux (MpogeccmoHarnbHbIX) 3a4ay.
Kputepuu oLeHnBaHust
3HaeT He 3HaeT HopmaTvBHble | 1. 3HaeT OCHOBHbIE NpaBmna ohopMIIEHUsI JOKYMEHTOB, METOAMKY
HOPMaTUBHbIE aKTbl, | aKTbl, PErnameHTUpylo- | OPOPMIIEHUS U COCTaBfIEHUs YNPaBMNEHYECKUX [OKYMEHTOB,
pernaMmeHTupyto- wue npasuna | uMeeT npeacTaBneHve 06 oduumanbHbiX U HeoduuManbHbIX
wne npasuna | ocopmnexus nucbmax
ocopMneHns [OKYMeHTOB, Buabl 1 | 2. OpueHTUpyeTCsa B HOPMAaTMBHBLIX aKTax, pernameHTUPYoLLMX
[OKYMEHTOB, BuAbl U | dopMbl, MeToauKy | mpaBuna  OopOpMIIEHUS  OOKYMEHTOB,  3HaeT  MeTOAMuKY
MonHota dopmbl,  MeToauKy | odopmneHus 1 | odopmneHns  ynpaBrieHYeCcKnX [OKYMEHTOB, oduuManbHblX W
3HaHUN obopMneHns N | cocTaBneHusi HeoULManbHbIX NMcem
COCTaBMeHns ynpaBneH4ecknx 3. B nonHoi mepe 3HaeT HOpMaTUBHbIE aKTbl, PpernameHTpyloLLme
VK4 ynpaBneH4ecknx [ OKYMEHTOB, npasuna odopMIeHNs [OKYMEHTOB, BUAbl U (HOPMbI, METOAUKY
] [OKYMEHTOB, oduumanbHbIX N | odopMMIeHNs U COCTaBMEHUs YNpaBMEHYeCKUX [OKYMEHTOB,
c odrumanbHbIX 1 | HeoduumanbHblXx NUCEM | odumuUmManbHbIX M HeoMULMANbHbLIX NMMCEM
nocoben HeoduLManbHbIX
OCYLLeCTBNATb
enoByto g/mceM TecTupoBaHue,
meeT rpamotHo | He ymeeT rpamoTHo | 1. YMeeT odopMnsaTb [enoBble MNWCbMa W HeKoTopble
KOMMYHMKaLMIo B NO-3yk-4 nHanBuayansHoe
YCTHOI 1 NACHMEHHOM COCTaBnSATb N | cocTaBnsTb N | ynpaBneH4yeckue JOKYMeHTbl NpeanpuaTus 3a71aHMe, BONPOCH! K
dopMax Ha obopMnsATh ocbopmMnsiTe 2. YmeeT cocTaBnsiTb M opopMNATL yrnpaBneHYyeckue AOKYMEHTbI aavety
FOCYRAPCTBEHHOM ynpaeneH4eckue ynpaeneH4eckune W genosble NUCbMa NPeanpusiTUsA, 3aTpyaHSETCS B MPUMeEHeHUn
Q3b1KE POCCUCKON [OKYMEHTBI, AOKYMEHTbI,  AernoBble | Ha NpaKTike TEOPETUHECKIX OCHOB AeNONpPON3BOACTBA
denepaLnn Hanww[e Aenosble  nNucbMa | nMucbma  opraHusauuu, | 3. B nonHoi mepe ymeeT rpaMOTHO COCTaBnATb U OPOPMAATbL
MHOGTPAHHOM(bIX) YMEHUI opraHvaumu, NPUMEHATb Ha MPakTVKe | ynpaBreH4Yyeckue [OKYMEHTbl, AenoBble MUCbMa OpraHu3auuu,
A3bike(ax) NpYMeHsATb Ha | TeopeTuyeckne OCHOBbI | MPUMEHSATb Ha npakTuke TeopeTuyeckne OCHOBbI
npakTuke [enonpousBoaCcTBa Aenonpoun3BoacTBa
TeopeTuyeckne
OCHOBBI
[enonpousBoaCcTBa
Hanuave Nmeet He nmeet HaBbIKICI 1. TloBEpXHOCTHO BNageeT HaBblkaMW BeAEHUS  OENOBOW
HABLIKOB npakTuyeckune BefeHus [enoBon | nepenucky, OMOPMIEHUS W  COCTaBMEHUsI  ynpaBrieHYecKnx
(BnapeHve HaBbIM  BeleHMs | mepenmcku, AOKYMEHTOB, oduuManbHblXx W HeoduuManbHbIX MUcCeM Ha
onbIToM) enoBon ocopmMneHus M | rocynapcTBEHHOM si3blke §
nepenucku, COCTaBMeHust 2. Xopolio BnageeT HaBblkamy BedeHWs [enoBOW Nepenuvcku,




ochopmnenus 1 | ynpaBneH4eckmx OPOPMIIEHNS U COCTaBMEHWNSA YMPAaBIEHYECKNX [JOKYMEHTOB,
cocTaBrneHus [OKYMEHTOB, ounumanbHbIX M HeodUUManbHbIX MMCEM Ha rocyAapCTBEHHOM
ynpaBrieH4YeCcKmX ohuumanbHbIX n | a3blke
[OKYMEHTOB, HeodmumanbHbix nucem | 3. CBobOAHO BnageeT HaBblkamy BeAEHWUS AeroBON Mepermncku,
ohuumanbHbIX n | Ha rocyapCTBEHHOM | OMOPMIIEHNS W COCTaBMEHWSA YNPaBlEHYECKUX [OKYMEHTOB,
HeodULManbHbIX A3blke ouumManbHbIX M HeodUUManbHbIX MMCEM Ha rocyAapCTBEHHOM
nicem Ha A3blKe
rocyaapcTBEHHOM
A3bIKe
3HaeT ocobeHHocT | He 3HaeT ocobeHnHocTn | 1. 3HaeT knoyeBble OCOOEHHOCTM BHELUHEW W BHYTPEHHeR
ochopmneHus ochopmneHust AOKyMeHTaLuuu, OCHOBHblE npasuna opraHmsaumm
BHYTPEHHeln N | BHYTPEHHEN W BHeLIHel | AoKymMeHToobopoTa
BHeLLHeln [OKyMeHTauumn 2. 3HaeT npasuna oopMIieHVe KaK BHELLUHEN, TaK U BHYTPEHHeN
[OKyMeHTaumn npeanpusTusa, npaeuna | AOKyMeHTauum npeanpuaTuS, npasuna opraHmsaumm
MonHoTa npeanpusaTus, opraHusaummn AoKymeHToob6opoTa
3HaHU npasuna AokymeHTOoOG0opoTa M | 3. B coBeplueHCTBe 3HaeT 0COBEeHHOCTU ochopmneHus
opraHusaumm BHECEHUWS] M3MEHEHWU B | BHYTPEHHEN W BHELLUHEN AOKYMeHTauumn NpeanpuaTus, npasuna
AokymeHToo60poTa OOKYMEHTbI opraHusaummn JoKymeHToobopoTa u BHECEHUS U3BMEHEHUI B
" BHECEHUS AOKYMEHTBI
U3MEHEeHUN B
[OKYMEHTbI
Ymeer B | He ymeet B | 1. YMeeT (c 3aTpyAHEHNSMM) ODOPMISITH BHELLHIOKW 1
COOTBETCTBUM C | cooTBeTCTBUU C | BHYTPEHHIOI JOKYMEHTaLUI0 NpeanpusiTus, 3aTpyaHseTcs npu
YCTaHOBIEHHbLIMM YCTaHOBMNEHHbLIMM opraHusaummn JoKymeHToobopoTa Ha NpeanpusiTum
MK-3 npasunamu npasunamu opopmnsATb | 2. YBepeHHO 0hOPMAAET BHYTPEHHIOK N BHELLHIOK TectTupoBaHue,
NO-2nk-3 Hanuune ohopMnAThL BHYTPEHHIO0 M | AOKYMEeHTauuo NpeanpusaTus, HeyBepeHHO OeWCTBYeT npu MHAMBUAYanbHoe
CnocobeH cocTaBnsATh —— BHYTPEHHIO N | BHELUHIO0 pa3paboTke cucTemMbl JOKyMeHToobopoTa NpeanpuaTus 3ajaHue, BOMNpoCh! K
nnaHbl 1 BHELLHIO [OKYMEeHTauuo 3. YMeeT B COOTBETCTBUM C YCTAHOBMEHHbLIMW Npasunamm 3avety
060CHOBbIBaTL 3aKYMKK, [OKYMEeHTauuo npeanpusaTus, 0hOpMANATL BHYTPEHHIOIO U BHELLIHIOW AOKYMEHTaL Mo
NPOBOANTL MOHUTOPUHT npeanpusATus, OpraHu3oBbIBaTb npeanpusiTusl, yBepeHHO opraHn3oBbIBaTb AOKYMEHTO060pOoT
pblHKa npegmeTa OopraHn3oBbIBaTh OOoKyMeHToo6opoT
3aKynokK, OCyLLeCTBAATb [OKyMeHToo60poT
npoueaypbl 3aKynok Nmeet HaBblkn | He nmeet HaBbIKK 1. TloBepxHOCTHO BnageeT HaBblkamMu B3aMMOQEWCTBUA C
0N rocyAapCTBEHHbIX, B3aMMOJENCTBMS C | B3aMMOAEWCTBUS C BHYTPEHHEN W BHELWHeW cpedov npeanpusaTus nocpeacTBoOM
MyHMLUMNAnNbHbIX 1 BHYTpPEHHeN N | BHYTPEHHEN U BHELUHEN | JOKyMeHTauuu, HaBbIKN paumoHanbHon opraHusaumm
KOPMNopaTUBHBIX HYX[ Hanuune BHELUHEW  cpedon | cpeaov NpeanpusaTtus AoKymeHToobopoTa 3 §
HABLIKOB npeanpusaTns nocpeacTsoM 2. XOpOLlJO BNafieeT HaBblkaM1 B3AMMOABICTBIA C BHYTPEHHEN U
(BnaneHue nocpeacTsoMm AOKYMEHTaLI MM, HaBbIKN BHelLHeil CPeAo NPeANpUATUA NOCPEACTBOM AOKYMEHTaLuu,
onbiToM) OOKYMeHTauum, paunoHanbHowm HaBbIKV paLMOHanbHON opraHusaunm ,D,OKyM?HTOOGOpOTa )
HaBbIKN opraHusauum 3. CBoboaHO BnageeT HaBblkaMy B3aMMOLENCTBUSI C BHYTPEHHE
pauMoHanLHoON OokymeHTo060OpOTa 1 BHeLUHeNn cpegovi NpeanpusaTMsa NOCPeaCcTBOM OOKYMEHTauuu,
opraHusauum HaBbIKW paLVOHanbHOW OpraHu3auum JokyMeHToobopoTa
[okyMeHToo6opoTa
3HaeT meToauky He 3HaeT meToauky 1. Wmeer obwee npeacTaBrneHve, HO nyTaeTcss B MeToAMKax
odopmMmneHns n | odopmneHust n 0hopMneHnst opraHM3aLoOHHO -pacnopsgUTErbHbIX, CNYXKEOHbIX,
cocTaBneHus cocTaBneHus MHGOPMaLNMOHHO-CNPaBOYHbIX 4OKYMEHTOB TecTupomaHme
" OpraHunsaLnoHHo- OpraHn3aLoHHO- 2. 3Haet MEeTOAMNKY odhopMneHus 7 cocTaBneHuns ’
0-3nk- 3 MonHoTa MHAMBMAYanbHoe
3HAHIA pacnopsguTenbHbIX, | pacnopsauTenbHbIX, OpraHn3auoHHO-pacnopsaMTENbHbIX, cnyXebHblXx, 3a0aHe, BONPOCH! K
CNyXebHbIX, CnyXebHbIX, MH(OPMaLNMOHHO-CNPaBOYHbIX 4OKYMEHTOB 3a’quy
VH(OPMaLMOHHO- NHOPMaLMOHHO- 3. 3Haet MEeTOAMKY odhopMneHns n cocTaBneHuns
CnpaBOYHbIX CMnpaBOYHbIX OpraHn3auoHHO-pacnopsaMTENbHbIX, cnyxebHblX,
OOKYMEHTOB OOKYMEHTOB MH(OPMALMOHHO-CNPaBOYHbIX  JOKYMEHTOB, HE  UCMbITbiBAET




3aTpygHeHua npu CoCcTaBneHnn KaXxgoro suga JoKyMeHTauum

Ymeer B | Heymeer B 1. WcnbiTbiBaeT 3aTpygHEHUs npu  opraHusaummn paspaboTkm
COOTBETCTBUM C | cooTBeTCTBUU C OpraHu3aLUMoHHO-pacnopsaAnTENbHbIX, Cry>XebHbIX "
nocTaeneHHou MOCTaBMNEHHON Liefbio MHOPMaLIMOHHO-CMPaBOYHbIX JOKYMEHTOB
Lenbto OpraHv3oBbIBaTh U 2. YMeeT oOpraHu3oBbiBaTb W KOHTpONMpoBaTb pa3paboTky
OpraHu3oBbIBaTb W | KOHTpONMpoOBaTb OpraHu3auMoHHO-pacnopsaAnTeNbHbIX, Cry>ebHbIX "
Hanuune KOHTpONupoBaTb paspaboTky ManopMauwotiHo-cnpaBqublx [OKYMEHTOB B COOTBETCTBUM C
YMEHMIA paspaboTky OpraHy13aLMOoHHO- NOCTaBNEHHOI Lienbio
opraHn3aumoHHO- pacnopsaanTenbHbIX, 3. B nonHon mepe ymeeT OpraHu3oBblBaTb W KOHTPONMpPOBaTb
pacnopsauTenbHbIX, | CRYXeOHbIX 1 pa3paboTKy opraHu3aLVOHHO-PaCNOPAANTENbHBIX, CMYXEOHbIX U
Cny>xebHbIX 1 | MHOPMALMOHHO- MHOPMAaLIMOHHO-CMPaBOYHbIX [JOKYMEHTOB B COOTBETCTBUM C
MH(OPMaLMOHHO- CNpaBoYHbIX NOCTaBMeHHON Liefbio
CnpaBoYHbIX [OKYMEHTOB
[OKYMEHTOB
Bnapeetr HaBblikamu | He Bnageet HaBbikamu 1. WcnbiTbiBaeT 3aTpygHEHWs NpU  COCTaBlEHUW MPOEKTOB
COCTaBMeHus COCTaBIIEHNS MPOEKTOB AOKYMEHTOB.
Hannave NpoeKkToB opraH13auMoHHO- 2. HeyBepeHHO opMUpyeT MpPOEKTHble  OpraHU3aLnOoHHO-
HABLIKOB opraH13aLmoHHo- pacnopsaunTenbHbIX, pacnopsiauTenbHble, cnyxebHble 1 MHOPMAaLNOHHO-CNpPaBoYHbIe
(BnaneHue pacnopsauTenbHbIX, | CRYXeOHbIX 1 BOKYMEHTbI
OnbITOM) Cny>ebHbIX 1 | MHOPMALMOHHO- 3. B nonHoi Mepe BrnageeT HaBblkaMy COCTaBIEHUSI MPOEKTOB
MHMOPMaLMOHHO- CNpaBoYHbIX OpraHu3aLMoHHO-pacnopsaATeNbHbIX, Cny>XebHbIX "
CNpaBoYHbIX [OKYMEHTOB MHOPMaLIMOHHO-CMPaBOYHbIX [OKYMEHTOB

AOKYMEHTOB




2. CTpykTypa y4ebHoM paboThbl, cogepkaHue N TPYA0EMKOCTb OCHOBHbIX 35IEMEHTOB
ANCLMNIINHDI

2.1 OpraHu3auuoHHaA CTPYKTYpa, TPYAOEMKOCTb U NiaH U3yyeHUs AUCLUNNMUHDbI
OucumnnuHa nsyyaetcst B 4 ceMecTpe 2 Kypca O4HOM M O4HO-3a04HON hopMbl 0By4veHus1, 2 Kypce
3a04HoM hopmbl 06yYeHus. MpogormknTenbHOCTL cemectpa 17 2/6 Hepenb.
O6uas TpyaoeMKOCTb ANCUMMIIMHBI cocTaBnsieT 4 3a4yeTHble eguHuubl, 144 yaca.

TpyooemKocTb, Yac

cemecTp, Kypc*
Bua y4ebHol paboTbl oyHas /
Y P 04HO-3a04Has hopma 3a0u4Hast (opma
4 cem. 4 cem. 2 kypc
1. AyaMTopHbIe 3aHATUSA, BCEro 40 28 12
- nekumun 20 14 6
- MPaKTUYECKNE 3aHATUA (BKIOYAs cemmnHaphbl) 20 14 6

2. BHeayauTopHas akagemuyeckas pabora 104 116 128
2.1 ®dukcupoBaHHble BUAbI BHEAYAUTOPHbIX
camocTosiTeNnbHbIX paborT:

BbinonHeHne n cgada nHavBMAyanbHOro 3agaHus 26 26 28
2.2 CamocTosiTenbHOEe n3y4eHne TeM/BOnpocoB NporpaMmmbl 38 44 44
2.3 CamonopgroToBKa K ayAUTOPHbLIM 3aHATUAM 26 26 32
2.4 CamonoAaroToBKa K y4acTuiO U y4acTue B KOHTPOJIbHO-

OLIEHOYHbIX MEPONPUATUAX, NPOBOANMbIX B paMKax TEKYLLEro 14 20 20
KOHTPONSA OCBOEHWS ANCLMNIMWHBI (38 UCKTFYEeHUEeM yYMEHHbIX 8
nn. 2.1-2.2):

3. MogroToBka 1 cgaya 3a4yeTa NoO UToram OCBOEHUSI ) ) 4

AUCLUNIINHbI

OBLLUAA TpynoeMkKoCcTb AUCLMNIIUHBI: ;:::‘:’Hble eAMRMLB! 134 124 124

lMpumeyaHue:

* — cemecmp — 4NSi O4HON U OYHO-3a04HOI HOPMbI 0BYYeHUs, KYpC — ANst 3a04HON (HOPMbI 0BYyUYeHNS;

** _ KP/KI, pedpepaTal/acce/npeseHTanmmn, KOHTponbHon paboTbl (4ns obyvatoLwmxcs 3ao4Hon opmbl 06y4eHnst), pacyeTHO-

rpadpuyeckoi (pacyeTHo-aHanUTUYECcKon) paboTbl 1 4p.;

2.2. CopepxaHne AUCUMINIINHBI NO pasaenam

TpynoemkocTb pasgena v ee
pacnpegerneHue no smaam y4yebHown paboTbl,

= x
yac. = 25
AyauTopHas paboTa BAPC g 3 'S =9 &
3aHaTHSA $£3 I/ 328
Homep v HauMeHoBaHWe o | TR0 F FLE
pasaena AuCLMNINHDI. = oo ¢ 2|2 g ohl B IR
YKpyNHeHHbIe TeMbl pasaena o ° S| g3 & o | T 3 35009 Sag
%) @ = o Q @) @ 8 g4 2 Eo Gl 2 o E
s} ] 8| 28 & Q128 832 |as0s
o | = X o o 5 6okt =z E_ =
¥ O o g = S o 9
g3 © < 3 289
[ g © <
1 2 3 4 5 6 7 8 9 10
OuyHas chopma oby4eHus
1. MpegmerT, uenb 1 3agayn Tectmpo- | YK-4,
[IOKYMEHTMPOBAHMS YrpaBreHYecKom 10 2 5 i i 8 BaHue MK-3
neaTenbHOCTU
2. [JokymeHTaLMoHHOE U MHOPMALIMOHHOE 10 2 2 ) - 8 Tectupo- | YK-4,
obecneyveHre B CUCTEME yNpaBneHnsi BaHue MK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme oCHOBbI 4ENONPON3BOACTBA. 12 4 2 2 8 Bahme MK-3
- 26 | Tectupo- | YK-4
po )
4. OpraHusaums JokymeHToobopoTa 12 4 2 2 8 BaHMe K-3
) - Tectupo- | YK-4,
5. HomeHknatypa gen 12 2 2 10 aHe K-3
6. ®opmMupoBaHue gen, ux XxpaHeHue 1 16 > > ) - 14 Tectupo- | YK-4,
ncnonb3oBaHne BaHue MK-3
7. MeToamka oopmMneHns U cocTaBneHns - Tectnpo- | YK-4,
30 12 4 8 18
OpraH13aunoHHO- pacnopsaanTenbHbIX BaHue MK-3




CJ'Iy)KeGHbIX, I/IH(*)OpMaLI,I/IOHHO-CI'I paBO4YHbIX
OOKYMEHTOB

- Tectupo- | YK-4,
8. CoBpeMeHHOEe JenoBoe NUCbMO 14 4 10 BaHMe MK-3
9. PaboTta c gokyMeHTaumen no nn4HomMy 28 8 ) 20 Tectupo- | YK-4,
cocrasy BaHue MK-3
YK-4,
MpomexyToyHas aTrecTauus 3aveTt MK-3
WToro no aucumnnuHe 144 ] 40 [ 20 [ 20 | - [ 104 ] 26 ] X X
O4yHo-3a04Has popma oby4yeHus
1. Mpegmer, uenb 1 3agayn Tectnpo- | YK-4,
[OKYMEHTUPOBAHUS YNPaBreHYeCKoM 8 i i 3 BaHue MK-3
OeATeNnbHOCTU
2. lokymeHTaunoHHOE 1 MHAPOPMaLIMOHHOE 8 ) - 8 Tectupo- | YK-4,
obecneyeHve B cucteMe ynpaBneHus BaHue MK-3
- Tectupo- | YK-4,
3. TeopeTnyeckme 0CHOBbI AENONPON3BOACTBA. 11 1 10 BaHe K-3
- Tectupo- | YK-4,
4. OpraHusaums gokymeHToobopoTa 13 3 10 BaHUE MK-3
- Tectupo- | YK-4,
5. HomeHnknatypa gen 13 1 12 o6 BaHMe MK-3
6. dopmupoBaHMe fen, nx xpaHeHune n 15 1 - 14 Tectupo- | YK-4,
ncnonb3oBaHue BaHue MK-3
7. MeTtogmka 0opMIeHMsa U COCTaBNEHNs - YK-4,
OpraHM3aUnoHHO- pacrnopaanTenbHbIX o8 8 20 Tectnpo- | IMK-3
cnyebHbIX, MHPOPMALMOHHO-CNPaBOYHbIX BaHue
[JOKYMEHTOB
8. CoBpeMeHHoe AenoBOoe NMUCbMO 16 4 ) 12 Tectupo- | YK-4,
. BaHue MK-3
9. PaboTta ¢ gokyMeHTaumen no NMYHoMy 32 10 - 22 Tectupo- | YK-4,
cocTaBy BaHve MK-3
MpomexyToyHas aTrecTaums - 3avet |§:|l}<<43
WToro no aucumnnuHe 1441 28 | 14 ] 14 | - | 116 | 26 X X
3aoyHasa dopma obyyeHus
1. Mpegmer, uenb 1 3agayn TecTnpo- YK-4,
[IOKYMEHTUPOBAHMS YNPaBIEHYECKOIA 10 ) ) 10 BaHne MK-3
OeATenbHOCTU
2. [lokyMeHTaunoHHOe 1 MHOPMaLMOHHOE 10 } ) 10 Tectupo- | YK-4,
obecneyeHve B CUCTEME yNpaBreHnst BaHue MK-3
_ Tectupo- | YK-4,
3. TeopeTnyeckme OCHOBbI AENONPON3BOACTBA. 14 2 12 Bahne K-3
Tectupo- | YK-4,
4. OpraHunsaums gokymeHToobopoTa 12 2 - 10 ahe K-3
_ _ 2g | Tectupo- YK-4,
5. Homenknatypa gen 12 12 A K-3
6. ®opmMupoBaHue gen, ux XxpaHeHue 1 14 ) ) 14 Tectupo- | YK-4,
UCMNONb30BaHNE BaHve MNK-3
7. Metoamka ochopmMneHns u cocTaBrieHus YK-4,
OpraHn3aLMoHHO- PaCMOPAAUTENbHBIX o5 3 ) 22 Tectnpo- | MNK-3
cnyxebHbIX, THPHPOPMALIMOHHO-CMPAaBOYHbIX BaHve
[OKYMEHTOB
8. CoBpeMeHHOe AenoBoe NUCbMo 15 1 - 14 Tectupo- | YK-4,
. BaHune MK-3
9. PaboTta c fokyMeHTaumen no NM4HoMy 28 4 . 24 Tectupo- | YK-4,
cocTaBy BaHue MK-3
MpomexyTo4yHasa aTrecTaums 4 3aueTr %KK‘;’
WToro no gucumnnuye 144 | 12 | | | - [ 128 ] 28] X x
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3. O6Lwme opraHu3aLMoHHbIe Tpe6oBaHUA K y4ebHOM paboTe oGyyvaroLerocs, ycrnoBus gonycka K
3avety

3.1. OpraHm3auumsa 3aHATUA U TpeboBaHMA K y4eOHOM paboTe obGyu4atrowlerocs

OpraHusaumsa 3aHATUA MO AWUCLUMNMMHE HOCWUT LMKNMYecKMn xapaktep. [lo Tpem pasgenam
npegycMoTpeHa B3auMMoOyBsidaHHas Lenodyka ydyebHbix paboT: nekumss — camoctosTenbHasi paboTa
oby4aroLmxcsa (ayagutopHasa u BHeayauMTopHas). Ha 3aHaTusAX cTygeHdeckasi rpynna nornyyaeT 3agaHus
N pekomeHaauum.

Ons cBoeBpeMeHHOM noMowM oby4valwumca Mpyu  U3yHeHWM AMCUMMNUHBLL - Kadbeapon
OpraHu3ylTCs  MHAMBMAyanbHbIE W TPYMNMNOBblE KOHCYNbTauUuM, yCTaHaBNUBaeTCs BpeMs Mpuema
BbIMOSNIHEHHBIX PaboT.

YuuTbiBasg cTatyc AOUCUMNIMHBI K €€  U3YyYeHVo NpeabsBhsiloTcs  cregyowue
opraHu3auMoHHbIe TpeboBaHUS:

- obs3aTenbHoe nocelleHne oby4vaoLLMMCst BCEX BUAOB ayAUTOPHbIX 3aHATUN;

- BeJEeHMe KOHCNEKTA B XOAE NEKUMOHHBIX 3aHSATUI;

- Ka4yecTBEHHas CaMOCTOsATENbHAsi MOATOTOBKA K MPaKTUYECKUM 3aHATMSAM, aKTUBHas
paboTa Ha HuX;

- aKTUBHas, PUTMWYHAs CcaMOCTOsiTENbHas ayouTopHas W BHeayauTopHas paboTa
oby4atoLerocs B COOTBETCTBUM C NTaHOM-rpaddMKoOM; CBOEBPEMEHHAsA caaya npenogaBaTtesio OTYETHbIX
OOKYMEHTOB MO ayAUTOPHbIM U BHEAYAMTOPHBLIM Buaam pabor;

- B Cryyae Hanuuus NponyLieHHbIX OOyvalwumcs  3aHATUSM, HeobXxoaMMO MOonyYuTb
KOHCYNbTaLMIO MO NOATOTOBKE U OHOPMIEHNIO OTAENbHbIX BUAOB 3a4aHWN.

Ons  ycnewHoro OCBOEHWs  gucumnnuHbl, obyvarolwemycss  npegnaratltca  yy4ebHo-
NHEOPMALIMOHHbBIE UCTOYHUKK B BUAe y4ebHOW, y4ebHO-MeToauYeckor nutepaTtypbl MO BCEM pasgenam.

3.2 YcnoBua ponycka K 3a4eTy no AUcuunimvHe

3aueT aBnsetTca popmon KOHTPONS U BbicTaBnaeTca obydaroemycs cornacHo «llonoxeHust o
TEKyLLEeM KOHTpOMne YyCreBaemMoCTW, MNPOMEXYTOYHOW artTecTaumm obydvarowmuxca no nporpaMmmam
BbiCLLEro obpasoBaHusa (bakanaepuaTt, cneuuanuTeT, marucTpartypa) u cpegHero npodeccuoHanbHoro
obpasoBaHua B ®IBOY BO Omckun MAY», BbINOMHMBLLEMY B MOSIHOM OObeMe BCE NepeyvncrieHHble B
n.2-3 TpeboBaHusa Kk yyebHoM paboTe, nmpowlewmnin Bce BUAblI ONPOCca, BbIMNOMHEHUS MHAWBUOYANbHOIMO
3a0aHnNs C MOMNOXMTENbHOW OueHKOW. B cnyyae He MOMHOrO BbINOMHEHUSA YKa3aHHbIX YCMOBUA MO
YBaXKUTENbHOW Mpu4MHe, oby4valrolemMycs MOryT ObiTb NpeanoXeHsl WMHAMBMAYyanbHble 3ajaHus Mo
nponyLieHHomy yd4ebHoMy MaTepuany.

4. IleKUMOHHbIe 3aHATUA

[MpMepHbIN TEMAaTUYECKMI NSIaH YTEHUSA NEKUMA Mo pasgenam UCUMMANHGI.

Homep TpynoemkocTb Mo

pasgeny, vac.

MpumeHsiemble
WHTEPaKTUBHbIE
dopMbl 0Oy4eHNst

Tema nekuun.
OCHOBHbIE BOMNPOCHI TEMbI

pasgena
nekumu

OyHas
dopma
OyHo-

3a04Had
cdopma

3aoyvHas
dopma

lMpedmem, uyenb u 3adaqu OOKyMEeHMUpPO8aHUsI
yrnpaerneH4yeckol dessmenibHOCMu

1. CyLLHOCTb MOHATUS «OEMNONPON3BOACTBOY

2. Nctopus pa3BuTus genonponsBoacTea B Poccumn
3.0cobeHHoCTH NpuKa3HOro 7] KONMEXCKOro
[enonpon3BoACcTBa 2 nekuuns-
4. OcobeHHOCTM oOpraHusauum penonpoussonctsa B XIX BM3yanusauus
BEKe.

5. CywHocTb u 3HayeHne EpumHonm [ocypnapcTBeHHON
cuctembl pokymeHTaumm (EFCH) w  TocypoapctBeHHON
CUCTEMbl [OKYMEHTALMOHHOro obecneveHns ynpaBneHus
(rcooy)

LokymeHmayuoHHoe u UHghopMayUoHHOe obecriedeHue

8 cucmeme ynpasrneHusi

1. [okymeHTbl,  permameHTupyowme  paboty U

5 | o | obszarensHocTs npotecca JOKYMEHTUPOBAHUS 2 nekums-
MHdopMaLmm BU3yanusaums

2. HopwmaTuBHble  OOKYMEHTbI,  pernameHTupyioLme

ocopMreHne JOKYMEHTOB

3. CTaHZapTu3auus 1 yHurKkauus JOKYMEHTOB
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Teopemuyeckue ocHo8bI desonpousgodcmsa
1. Cnocobbl AOKYMEHTMPOBaHNS MHdOpPMaLMn
2. lNpoueccbl JoKyMeHTOOOpa3oBaHWs 1
OOKyMeHTOBeOEHNS

3. Knaccundmkauma JOKyMEHTOB

nekuus-
BU3yanusauus

OpzaHu3zauyusi 0okymeHmoobopoma

1. MNoHsiTe fokymeHTooGopoTa

2. OpraHusaumsi OBMXKEHUSI JOKYMEHTOB Ha MpeanpusitTum:
o6Lme npasuna, cxema

3. MpaBuna npuema n o6paboTkM BXOAALUMX JOKYMEHTOB

4. Topsigok  OBWKEHUS  UCXOOSLMX U BHYTPEHHMX
[OKYMEHTOB B MpOLecce UX NOAroTOBKM

5. 3agaun n ob6Lme npaBuna perucTpauum U MHaekcaumm
[OKYMEHTOB, (hOpMbl perncTpaumm

nekuus-
BU3yanusauus

HomeHknamypa den

1. MNoHsTUE 1 3HaYeHne HOMEHKNaTypbl Aen

2. Obwwme TpeboBaHusa 1 BUOBI HOMEHKNATYPbI Aen

3. Mopsipok coctaBneHnst u oPoOpPMIIEHNS HOMEHKNATYPbI
aen

nexums-
BU3yanusauus

®opmuposaHue Oersl, UX XpaHeHUe U UCrob308aHuUe

1. Npasuna cdopmypoBaHus aen

2. Komnnekc paboT no ochopmneHuto gen

3. Mopsagok xpaHeHus gen

4. 3agaydn, hyHKLMKU, NOPSA0K MPOBEOEHUST SKCNEPTU3bl
LEHHOCTM JOKYMEHTOB

5. MNopsgok nepegayn gen B apxve

nexums-
BM3yanusauus

Memoduka oghopmrieHus1 u cocmaeneHusi opaaHuU3alyUuOHHO
- pacriopsidumeribHbix cryxebHbIX OOKYMeHmos

1. Buapl opraHM3aLmoHHbIX U pacnopaanTenbHbIX
[OKYMEHTOB.

2. OcobeHHOCTN coCTaBneHUs N 0POPMIIEHNS NPUKA30B

3. OcobeHHOCTN cocTaBneHus n ohopmIeHns
OOIMKHOCTHOWM MHCTPYKLIMK

4. OcobeHHOCTU CcoCTaBneHMs 1 0POPMITEHNS LUTATHOIO
pacnvcaHus

neKkums-
BM3yanusauus

CospemeHHoe deriogoe nuUcbMo

1. Onpegenenuve n BUAbl TMCEM

2. TpeboBaHus K COCTaBMEHMIO U OCPOPMITEHNIO NMMUCEM
3. OcobeHHOCTU OenoBbIX U Cry>KeOHbIX NUcem

4. OcobeHHOCTH COCTaBMNEHMS MNCEM MHOCTPaHHbIM
napTHepam

nexums-
BU3yanusauus

Paboma ¢ dokymeHmavuel rno ru4HOMy cocmasy

1. Buabl 4OKYMEHTOB, OTHOCSLLMXCS K JOKYMEHTaLMM Mo
NMYHOMY COCTaBy

2. MNpaBuna odopMNeHUs 1 3anonHEHNS TPYOOBbIX KHIPKEK
3. MpaBuna oopMreHnst 1 3aNOTHEHUSI NINYHBIX KAPTOYEK
4. Mopsaok pacnonoXeHust LOKYMEHTOB B NUYHBIX Aenax
5. MNpaBuna oopmneHns NUYHbIX gen

nexkums-
BU3yanusauus

OO6uasa TpyaOEMKOCTb NEKLMOHHOIO Kypca

20

14

Bcero nekuui no y4ebHOM AUCUMMIIMHE:

4yac

M3 HUX B MHTEepaKkTnBHON hopme:

4ac

- 04yHasa popMa obyyeHust

20

- 0YHasa opma obyyeHus

20

- O4YHO-3a04Has oopma obyyeHUst

14

04HO-3a04HasA popma oby4eHns

14

- 3a04Hasa popma obyyeHus

6

- 3a04Has popma obyyeHus

lNMpumeyaHus:

- MaTepuanbHo-TeXHUYeckoe obecriedeHne NEKLMOHHOMo kypca — cM. Mpunoxerue 6.
- obecneyveHre NEKUMOHHOTO Kypca y4ebHoM, y4ebHO-METOAMYECKON NUTEpaTypol U MHbIMKM GMBNMOTEYHO-

MHPOPMALIMOHHLIMU  pecypcaMn 1 cpeacTBaMu

Mpunoxenuns 1 n 2

obecneyeHus o6paaoBaTeanoro npouecca — CMm.
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5. I'Ipalcruqecme 3aHATUA NO AUucuunIIinHe U NnoAroToBkKka K HUM

npaKTVI‘-IGCKVIe 3aHATUA MO KYPCY NPOBOAATCA B COOTBETCTBUM C Ni1aHOM, NpeacTaB/ieHHbIM B Tabnmue.

Homep TpyooémkocTb
no pasgeny,
yac.
o = Tema 3aHATHS/ Wcnonb3syemble Css3b
85| £ MpyMepHble Bonpockl Ha obcyxaeHe © ® o | & g | UHTEPAKTUBHbIE | 3aHSATUS
o X I ® (] *
= g & (ANs ceMnHapCKUX 3aHATUI) © = Q= | =2 dopMbI c BAPC
S| S 7o | T38| 3d¢8
o8 | © a8 86
2.3 1 ggigosaHMﬂ ctaHgapta FOCT P 7.0.97- 5 ) 1 PaGoTa B rpynnax ocn
K 0pOpMIIEHNIO PEKBU3UTOB B
[OKYMeHTax
AHanus
KOHKpEeTHOWN
4 5 OpraHu3auus  gokymeHToobopoTa  Ha 5 5 1 CUTYaLMM, ocn
npeanpuaTum n
pakTuKyloLee
ynpaxHeHue
CocraBneHue " odhopmneHune
NHEOPMAaLMOHHO-CMPaBOYHbIX
7 3,4 | IOKYMEHTOB: cnpasku, n3BeLLeHNs, 4 2 1 MpakTnkym ocn
cnyxebHble 3anuckn; NPOTOKOSbI, BbIMMCKA
N3 JOKYMEHTOB,; aKThbl
Metoamka cocTtaBneHuss u odopmneHus
7 56 pacnopsaaMTenbHLIX AOKYMEHTOB: Mpukasbl 4 2 1 MpakTikym ocn
no OCHOBHOWM OedaTernbHoCTY;
pacnopaxeHud, peeHna, ykasaHua
8 7 MeTtoguka cocTaBneHnss M odopMreHus 2 2 ) MpakTikym ocn
OenoBbIX MMCEM
MeTtoguka cocTaBneHuss M odopMreHus
OOKYMEHTOB MO JIMYHOMY  COCTaBy:
9 |8-10|3asaBneHus; aBToOMoOrpacus, 6 6 2 MpakTukym ocn
XapakTepucTvka, pesiome; npukasbl Mo
JIC; TpygoBble KOHTpaKTbl
Bcero npaktuyeckmx 3aHATUI No y4ebHOW AMCUMnInHE: |  Yac M3 HUX B MHTEPAKTMBHOW (hOpMeE: yac
- 04Hada popmMa obyyeHust 20 - 04Hasa opma obyyeHus 20
- OYHO-3a04Has popma 0byyYeHUs 14 - OYHO-3a04Has popma obyyeHus 14
- 3a04Has popma obyyeHus 6 - 3a04Has popma obyyeHus 6
B TOM uncne B hopmaTe CEMMHAPCKNX 3aHATUIA:
- 04yHad / 04HO-3a04Has popma 0by4eHns -
- 3a04Has popma obyyeHus -

* YcnoBHble 0003Ha4YeHus:

OCI1 - npegycmoTtpeHa obsizatenbHass camonogrotoBka K 3aHsaTuio; Y3 CPC - Ha 3aHaTUM Bbigaétcsa 3agaHue
Ha KoHkpeTHyto BAPC; TP CPC - 3aHATMEe copepxatenbHo 6asnpyercss Ha pesynbTatax — BbINOSHEHWS
obyyatowmmmca koHkpeTHon BAPC;

MpumeyvaHus:

- MaTepuanbHo-TeXHUYeckoe obecneveHne NpPakTUYECKUX 3aHATUIR — cM. Npunoxexune 6

- obecrneyeHme NpPaKTUYECKNX 3aHATUN y4ebHON, y4eBHO-METOOANYECKON nUTEPaTypon U MHbIMKM BUGNMOTEeYHO-
MH(POPMALMOHHBIMM ~ pecypcamMu U CpeacTBamu obecneyeHnss obpasoBaTenbHOrO npouecca — CM.
Mpunoxenuns 1 n 2

MogroToBka 06Yy4YarOLLMXCA K MPAKTUYECKMM 3aHATHSIM OCYLLIECTBIISIETCS C Y4ETOM OBLLEN CTPYKTYPbI
y4yebHoro npouecca. Ha NpakTn4yeckmx 3aHSTUSX OCYLLECTBIISIETCA TEKYLUMIA ayAUTOPHBIA KOHTPOIMb B BUAE
onpoca Unu TecTUpoBaHKS MO OCHOBHBIM NOHATUAM AUCLIMMIUHBI.

MoarotoBka K MPaKTUYECKMM 3aHSATUSI MoapasyMeBaeT — BbIMOSHEHME [OMALLHEro 3adaHust K
o4yepeHOMY 3aHSTUIO MO 3aAaHWsIM NpenoaaBaTens, BblAaBaeMbIM B KOHLIE NpenblayLLero 3aHaTus.
Ons  ocywectBneHust paboTbl MO MOAFOTOBKE K 3aHATUAM, HEOGXOOMMO O3HAKOMMWTBLCH C
METOAMYECK/MW YKa3aHVSIMW 1O AUCUMMIIHE, BHUMATESIbHO 03HAKOMUTLCS C NIUTEPaTYpOil U ANEKTPOHHLIMM
pecypcamMu, C pekomeHaaumsiMm Nno NoaroToBke, BOMPocaMm 151 CAMOKOHTPOSIS.
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6. O6LmMe meToaMUYeECKME PeKOMEeHAALMUM MO U3YYEHUI
OoTAeNbHbIX pa3aenoB AUCLMUNUHBI

Mpn M3y4yeHUM KOHKPETHOro pasgerna AUCUMNIUHBLI, U3 4Yucra BbIHECEHHbLIX Ha NEKLMOHHbIE U
npakTudeckme 3aHAaATus, obyvatlolwemMycsi CriefyeT Y4uuTbiBaTb M3IOXKEHHbIE HWXKE pekoMeHZauun.
O6paTnTe Ha HMX 0coboe BHMUMaHWE Npu NOAFOTOBKE K aTTecTauum.

PaboTa no Teme npexae Bcero npeanonaraeT ee udyveHue no y4edHuky nunm nocobuto. Cnegyet
obpaTuTb BHMMaHMe Ha To, 4TOo B nbon Teopun, ecTtb NnbBo HeybeauTenbHble, NMMOO 4Yepecudyp
abcTpakTHble, NGO  COMHMUTEmNbHblE  MOMoXeHusi.  [loaTomy  Heobxogumo  BblpabaTbiBaTb
CaMOCTOSITENbHbIE CYXOEHWS, AOMOMHAS WX aprymMeHTauuen, 4to M cregyeT OeMOHCTpMpoBaTb Ha
3aHATMAX. [nst BblpabOTKM CaMOCTOSITENIBHOIO CYXOEHWUSI BaXHbIM SIBNsSieTcs yMeHue paboTtatb C
Hay4yHoW nuTepaTtypoi. lMostomy paboTta no TemMe KpOMe ee W3yyYeHust MNo y4yeBHuKy, nocobuto
npegnonaraeT Tawkke MOUCK MO TeMe Hay4YHbIX CTaTell B Hay4HbIX >KypHanax Mo npasy. Takumu
XypHanamu saBnsitotcsi: Bonpocbl npaBoBefeHusi, 3KOHOMMKA W npaBo M ap. Bbibop cratbwy,
OTHOCSILLEeNCs K TeMe, nydlle genaTtb no nocnegHnM B rogy HoMepam, rae NpuBoguTCs nepeyeHb ctaTen,
ony6nMKoBaHHbIX 3a rog,.

CamocTosiTenbHas NoAroToBKa npearonaraeT UCNonb3oBaHNe psida METOLOB.

1. KoHcnektupoBaHue. KoHcnekTupoBaHMe MO3BOMSIET BLIAENUTbL [NABHOE B U3y4aeMoM
MaTepuane v Bbipa3nTb CBOE OTHOLLEHUE K pacCMaTpMBaeMOl aBTOPOM npobneme.

TexHuka 3anucer B KOHCNEKTE MHAMBMAOYamNbHA, HO eCTb psg NpaBuIl, KOTOpble MOTYT NMPUHECTU
nosb3y ero COCTaBUTENIO: HAYMHasi KOHCMEKT, CrieQyeT 3anvcaTb aBTopa M3y4aemMoro Npou3BeaeHusl, ero
Ha3BaHWe, UCTOYHWK, FAe OHO onyGnMKoBaHO, rod n3gaHus. Nopsgok KOHCNEeKTUPOBaHMWS:

a) BHUMaTeIbHOe YTEeHNE TEeKCTa;

©) Nnomnck B TEKCTE OTBETOB Ha NOCTaBMEHHbIE B N3y4YaeMOn TeMe BOMpPOCHI;

B) KpaTKoe, HO YETKOE M NMOHATHOE U3NOoXKEHUE TEKCTa;

r) BbigeneHue B 3annucu Hanbonee 3Ha4YNMbIX MECT;

[) 3an1cb Ha NoMsiX BO3HUKAKOLWMX BONPOCOB, MOHATUIA, KaTEFOPUN U CBOUX MbICIEN.

2. Banucn B bopmMe Te3ucoB, MfaHOB, aHHoTauuni, (OpPMynNMPOBOK onpedeneHun. Bce
nepeyncrneHHble opMbl NMOMOratoT ObICTPON OpMEeHTauMM B MNOATrOTOBIIEHHOM MaTepuane, nogbope
aprymMeHTOB B MOMb3y UMK NPOTMB KaKoro- NMbo yTBepKaeHus.

3. CnoBapb NoHATUMIA K kaTeropuin. CocTaBneHne cnosapsi MoMoraeT bbiCTpee ocBavBaTb HOBbIE
MOHATUS W KaTeropuu, yBepeHHee MMM onepupoBaTb. [1ogobHbIN crioBapb criegyeT BeCcTU 4YeTKo,
pa3bopumnBo, 4TObbl YAOOHO ObINO MM nonb3oBaTtbcs. M3 npmeegeHHoro B YMK rnoccapusi HyXHO K
KakgoMy ceMuHapy BblIOupaTb MOHATUS, OTHOCALLMECH K U3ydaeMon Teme, OObEeANHATb UX FOrMyYecKom
CXEeMOW B COOTBETCTBMM C BOMPOCaMMN CEMUHAPCKOrO 3aHATUS.

Pasgen 1. NMpepmerT, uenb 1 3aga4ym AOKYMEHTMPOBAHUA yrpaBrieHYeCKON AeATeNbHOCTU

Memoduyeckue pekomeHdOauuu
Mpn M3yyeHnn gaHHOM TeMbl cnefyeT NO3HAKOMUTLCS C OCHOBHLIMU KaTEropusamMmn 1 NOHATUSIMA
OVCLUMNIIMHBI, €€ Lenblo, 3ajadvyamum n CTPYKTYPOW. YSACHUTb B3aMMOCBS3b AWCUMMMUHBI C OPYrumMu
Kypcamu.
M3yuntb aTanbl pasBuTuA  genonpomssogctsa B Poccun. YcBouTb  3HadeHve EpuHon
ocypnapcTtBeHHoM cuctembl gokymeHTaumm (EFCHO) n MNocygapcTBeHHOM cucTeMbl JOKYMEHTaALUOHHOMO
obecneyenuns ynpasnenus (FTCOOY).

Bonipochk! 0nisi camornposepKu

1. Yto BKMtoYaeT B cebA NOHATUE «AEMNONPOM3BOACTBO» ?

2. C 4eM cCBfI3aHO MOSIBMEHME MOHATMIA  «OOKYMEHTUPOBAHME  yMpaBneHYeCcKon
OeATenbHOCTUY, «AOKYMEHTaLUMOHHOe obecneyeHne ynpaBneHns»?

3. Kakne aTanbl BblAENS0T B pa3BUTUM OTEYECTBEHHOMO Aeronpon3BoacTea?

4, B 4em 0cobGeHHOCTN NpUKa3HOro Aenonpon3BoacTea?

5. B yem 0coBGeHHOCTI KOMMEXCKOro Aernonpon3eoacrea?

6. B yem ocobeHHOCTH opraHu3auum genonpounssoactea B XIX Beke?

7. Kakumun nytammu Wwno perynupoBaHve Aernonpov3BOACTBA B NeEpBble rofdbl COBETCKON

Brnactu?

Pasgen 2. lokyMeHTauMoHHOe U MHpopMaumMoHHoe obecneyeHne
B CUCTEME ynpaBneHus

Memoduyeckue pekomeHdauuu

B paHHOM Teme cnegyet pacCMOTpeTb 3akoHO4aTtesibHoe W HOpMaTuBHO-MEeTOoOUnYeCKoe
perynupoBaHune aeronpon3soncrtea. BaxHo YyCBOUTb 3Ha4YeHune VIH(bOpMaLI,VIVI n VIH(*)OpMaLI,VIOHHOFO
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obecneyennsi opraHu3aumm. PaccMoTpeTb nopsgok paboTbl ¢ KOHdMAeHUManbHOW MHGOpMaUMeNn.
YcBOUTb OCHOBHble TpeboBaHMSA, MpeabsBnseMble K OMOPMIIEHNI PEKBU3UTOB U K OnaHkam
JOKYMEHTOB.

Bonpochk! Orisi caMonposepKu

1. Kakne 3akoHopaTernbHble akTbl NPeanucbiBalOT 00A3aTEeNbHOCTb [AOKYMEHTUPOBaHUS
nHdopmaumnm?

2. Kakne Bonpocbl paboTbl C [OKYMEHTaMWu pernameHTUMpYTCa 3akoHodaTernbHbIMU
aktammu?

3. Ha Kkoro BO3MOXeHO MeToAuMyeckoe PYyKOBOACTBO MOCTAHOBKOW OenonpousBoicTBa B
cTpaHe?

4, Kakoe noHATMEe «uHDOpPMaLMM»  UCMONb3yeTCcss [LOKYMEHTOBeJamMu W rAe OHOo
3aKpenneHo?

5. Kak Bbl NOHMMaeTe npouecc cTaHgapTU3aunm AOKyMEHTOB?

6. Kak Bbl NOHMMaeTe npouecc yHUpukaLuum oKyMeHToB?

7. Kakyto nHpopmMauuo MOXHO OTHECTU K KOHDUAEHLMansHOW?

8. KakoB nopsinok paboTbl ¢ KOHPUAEHUNANBHBIMW JOKYMEHTaMU?

9. Kakon pbopmat Gymarm pekomeHaoBaH anst opopMreHns Cry>kebHbIX OKYMEHTOB?

10. HazoBuTe OCHOBHbIE BUAbI 6aHKOB, NPUMEHSIEMbIX B YYPEXOEHUSIX.

11. Kakue nons pekomeHgosaHbl Npu oopMneHnt JOKYyMEHTOB?

Paspen 3. TeopeTuyeckne oCHOBbI A,eNONPOM3BOACTBA

Memoduyeckue pekomeHdauuu

I/I3yqu|/|e ,anHOVI TeMbl HeO6XO,lJ.VIMO Ha4ynHaTb C YCBOEHUA NOHATUA «OOKYMEHT», B3anMOCBA3U
MOHATUA «OOKYMEHT» U «MHopMaLmnsa»; HeobxoaumMO YCBOUTb Knaccudukaumio U Buabl JOKYMEHTOB.
PaccmoTpeTb npouecc LOKYMEHTOOOpa3oBaHUA U OOKYMEHTOBeAEHUS, (PYHKUMM afMUHUCTPATUBHOMO
AenonpoussoacTsa.

Bonipock 0nisi camornposepku

1. B 4eM B3aMMOCBSI3b NOHATUIA «MHGOPMALUS» U «AOKYMEHT»?

2. Kakne cnocobbl AOKYMEHTUPOBaHUS (3anedyaTneHnsa nidopmauumn) BaMm U3BECTHbI?

3. Kakoe noHaTne «MHdopmauumny Mcnonb3yeTca AOKYMEHTOBEAAMM U T4Ee OHO 3aKpenneHo?

4. Kakoe 13 onpegeneHnin JoKyMeHTa Bbl cHMTaeTe Hanbornee nofnHbIM U noyemy?

5. YT0 NnoHMMaeTcs nopg topugndecKor CUnon AokymeHTa?

6. Ha kakve ocHOBHbIe rpynnbl A4ensaTCs JOKYMEHTbI?

7. Mo kakMM Npu3Hakam KrnaccuuumpyroTcsl LOKYMEHTbI?

Paspgen 4. OpraHmnsauus 4OKyMeHToob6opoTa

Memoduyeckue pekomeHdauuu
HeobxoomMmo ycBOWUTb MOHATME «OOKYMEHTOOOOopOoT», pa3BuTue AokymeHToobopoTta. U3yuutb
oblwmre npaBuna opraHv3auMm LOKYMeHToobopoTa B YYpexaeHun; npobnembl COBEpLUEHCTBOBAHMS
OoKymeHToobopoTa, yyeT obbema gokymeHToobopoTa. PaccmoTpeTe npasuna npuema u obpaboTku
BXOASLLMX OOKYMEHTOB; MOPAAOK NPOXOXKOEHUSI UCXOOALWMNX U BHYTPEHHUX OOKYMEHTOB B MpoLecce KX
NoAroToBkW. 3adaun n obLimMe npaeuna pernctTpaumm n MHAeKcaumm AOKYMEHTOB, (DOPMbl PErUCTPaLMN.
KoHTponb 3a cpokamu UCMNOMHEHUS AOKYMEHTOB.

Bonipochk! 0nisi camornposepKu

1. YTo noHumaeTcs nog 06 bEMOM AOKYMEHTOODOPOTa, NOYEMY OH yBENUUMBaeTca?

2. YUTo BXOAMT B NOHATUE AOKyMEeHTOooGopoTa?

3. YT0 BNMUSET Ha OpraHM3aLmio ABUKEHUSI JOKYMEHTOB?

4, KakoBa npuHUMnuanbHas cxema JokyMeHToobopoTa opraHnsaumm?

5. Ha «kakne OCHOBHble KaTeropum MOXHO pasfennTb opraHu3auuu, YYpexaeHus B
3aBMCMMOCTM OT 0ObeMa AoKyMeHToobopoTa?

6. KakoBbl OCHOBHbIE MpaBuna opraHnsaumnm JokymeHToobopoTa?

7. Kakne OCHOBHble MOTOKM [OOKYMEHTOB MOXHO BbIAENUTb B OpraHuMsaumMm u B YeM UX
0CoOOEHHOCTL?

8. Kakne TpeboBaHMA NpeabsBRsAOTCS K OpraHM3auuu npvema u nepBuMdHON obpaGoTku
OOKYMEHTOB?

9. B uyem 3HaueHvne npenBapuTENbHOrO MPOCMOTPA WM pachnpefdeneHns  NOoCTYMNMBLUMNX
OOKYMEHTOB W Kak OHM NpoBoasTCA?

10. Kakne TpeboBaHus npeabsaBnstoTcs kK 06paboTke MCXoASLWMX JOKYMEHTOB?
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11. Kakoe 3HaueHue nveet perncrtpauuna ,D,OKyMeHTOB?

12. Kakue gaHHble 0 JOKYMEHTE 3anucbiBaloTCsl B MPOLLECCE €ro perncTpauymmn?
13. HasoBute dopMbl permctpaumm OKYMEHTOB. B 4eM JOCTOMHCTBA M HEOOCTATKN KaXKaomn
n3 coopm?

Paspgen 5. HomeHknaTtypa aen

Memoduyeckue pekomeHdayuu

HeobxooMmo yCcBoOWUTb TakMe MOHATUSA Kak «4eno», «HoMeHknatypa gen». PaccmoTtpeTb obLime
TpeboBaHMA K HOMeEHKNaType W BuAbl HOMEHKNATypbl  Aen, 3Tanbl COCTaBfeHuMsi U pa3paboTku
HOMeHKNaTypbl gen.

Bonpocs! 0nis camornposepku

YTto Takoe HoMeHknaTypa gen?
[ns yero ncnonb3yeTcs HOMeHKNaTtypa gen?
KakoBbl 06Lme TpeboBaHUs kK HOMeHKNaType gen?
HasoBute B1abl HomeHknaTypbl gen?
KakoB nopsifok cocTaBneHnst HOMeHKNnaTypbl?
KakoB nopsifok pacnonoXeHus 3arofioBKOB Aen B HOMeHKNaType?
Kak onpepnenstoTcsi Cpoku XpaHeHus aen?

NogakrwdE

Paspnen 6. ®opmupoBaHue aen, X XxpaHeHUe U UCNosib3oBaHue
Memoduyeckue pekomeHdauuu

M3yyeHne p[aHHOM TeMbl PEKOMEHAOYETCA HayMHaTb C  MOBTOPEHMS OCHOBHbIX MOHATUN
npeabiayLien TemMbl.

PaccmoTpeTtb o6wme TpeboBaHus Kk hOpMUPOBaHUIO Aen, K rpynnupoBKe B Aena OTAEeNbHbIX
KaTeropum [OOKYMEHTOB. YSACHUTb MpaBurnbHOe odopMmreHne ob6noxku pfena. [loHATb MPUYMHBI
HeobX0aAMMOCTW NMPOBEOEHMS SKCMEPTM3bl LLEHHOCTU AOKYMEHTanbHbIX MaTepuanoB. [1o3HakoMuTbCs ¢
YHKUMAMMN 3KCNEPTHON KOMUCCUM U YACHUTb NOPSIAOK NPOBEAEHMS 3KCNEPTU3bl LIEHHOCTU AOKYMEHTOB U
nopsigoK nepegayv gen B apxus.

Bonipock 0nisi camornposepku

1. YTto noHnmaeTcsa noa popmmpoBaHmem gen?

2. Kak pacnonaratotcst AOKYMEHTbI BHYTpY gena?

3. YTto BXOAQMT B KOMMMeKC paboT no ocdopmneHuto gen?

4, Kak odpopmnsaeTcs obnoxka gena?

5. Kak ochopmMnaTcs gena BpEMEHHOTO CPoKa XpaHeHUA?

6. Kak ochopmnaoTest gena nocTossHHOTO M AONTOBPEMEHHOIO CPOKOB XPaHEHUs?
7. KakoB nopsigok xpaHeHus gen?

8. KakoB nopsigok Bblgaun AOKYMEHTOB M Aen BO BPEMEHHOE NOfb30BaHNE?
9. YTo NnoHMmMaeTcsa Noa 3KCNepTM30M LEHHOCTU JOKYMEHTOB?

10. KakoBbl OCHOBHbIE KpUTEPUN OLIEHKN JOKYMEHTOB?

11. KT0 npoBoguT aKkcnepTnay LEHHOCTU JOKYMEHTOB?

12. YTto BXOOQMT B 3a4a4m U PYyHKLUM SKCNEPTHBLIX KOMUCCUIA?

13. KakoB nopsinok npoBefeHus akcnepTuabl LLEHHOCTU LOKYMEHTOB?

Pazpgen 7. MeTtoauka ochopMIieHMA U COCTaBIIEHMA OpraHU3aLMOHHO-pacnopAAnTeNbHbIX,
MH(OPMaLMOHHO-CNPABOYHbIX U CIyXKeOHbIX JOKYMEHTOB

Memoduyeckue pekomeHdOauuu

CTyOeHT [OMmKeH YACHUTb METOAONOMMI0 COCTaBMEHUS PacnopsauTeNibHbIX LOKYMEHTOB
(MpUKa3oB, pacnopsPKEHWW, yKas3aHui, peleHun), a Tawkke [OOKYMEHTOB, perfamMeHTUpYLmX
OEeATEeNbHOCTb OpraHM3auuMn 1 yydpexgeHun (ycrtaB, MOSIOKEHWS, WHCTPYKLUUK, LUTaTHOE pacnucaHue,
rpaduk oTnycka).

Ona kaxgoro [AoKyMeHTa HeobxoAumo YCBOWTb OMpederneHne [AOKyMEeHTa, MOopsgoK ero
MOArOTOBKN U COCTaBMEHUS, nognncaHus (YyTBEpPXKOeHns ).

Bonipochki 0nisi camornposepKu

HasoBute B1abl OpraHN3aLMOHHbIX JOKYMEHTOB.
HasoBuTte B1abl pacnopsaguTenbHbIX JOKYMEHTOB.
[anTe onpeageneHne npukasa.
Hante onpeneneHve JOMKHOCTHOW UHCTPYKLMN.
[anTe onpegeneHne nonoXxeHus.
YKaxnte 0COOEHHOCTM COCTaBMneHMs 1 0hOPMIEHUS Nprkasa no fIMYHOMY COCTaBy.
YKkaxnte 0COBEHHOCTU coCTaBneHuMss u odopMreHus npukasa MNoO OCHOBHOM

NoughkrwbhE

OeATesIbHOCTU.
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8. YKaxuTe 0COGEHHOCTM COCTaBIEHUS Y OPOPMIIEHUS NMOMNOXEHMS! O NepcoHare.
9. YKaxkuTe 0COGEHHOCTM COCTaBrNeHNs U 0OPMIEHNS OOMKHOCTHON MHCTPYKLIMM.
10. YKaxkuTe 0COGEHHOCTM COCTaBINEHNS Y OOPMIIEHMS LLITATHOTO pacrucaHus.

Pazgen 8. CoBpemeHHOe genoBoe NMCbMO

Memoduyeckue pekomeHdayuu

Mpun n3yyeHMn HeoOGXOOAMMO YSACHUTb 3HAYEHWE MEepPEenncku U MUCEM B COBPEMEHHOM [EMOBOM
o6weHunn. PaccmoTpeTb BGnaHkn ans nucem, obuime npasuna ogopmieHnsa 4enoBoro nucbMa. YCcBouTb
0COBEHHOCTU OChOPMIIEHMSA Pa3NUYHbIX BUAOB MUCEM, a Takke nNpaBura 0opMIEHUs MeXayHapoaHOro
AEenoBOro nucbma.

Bonpocb! Onisi camornposepKku

[ante onpenenexHve nucbma.
HazoBuWTe OCHOBHbIE Pa3HOBUAHOCTU NMUCEM.
Kakne ocHoBHble TpeboBaHMS NPeabABMASIOTCA K COCTABNEHUIO U ODOPMITEHUIO NMceM?
KakoBbl 0bLine pekoMmeHaaLUmMmn Mo COCTaBMNEHNIO TEKCTA CIYXEeOHbIX Nncem?
HazoBuTe npaBuna nognucaHns 4enoBbIX MUCEM.
KakoBbl 0coBeHHOCTY perucTpauum nucem?
KakoBbl 0COBGEHHOCTY COCTaBNEHUS NMUCEM MHOCTPAHHbLIM NapTHepam?

NogakrwdE

Paspen 9. PaboTa ¢ AoKyMeHTauuen no IM4YHOMY COCTaBy

Memoduyeckue pekomeHdauuu

I/I3yt4eH|/|e 3TON TeMbl cnegyet HavaTb C yACHEeHUA BMOOB OOKYMEHTOB, OTHOCALLUXCA K ﬂaHHOVI
Kateropmun n nx 3HadeHuna B OeATesibHOCTU OpFaHI/I3aLLI/II7I N XKU3HU TpaXXgaH B COBPEMEHHbIX YyCnoBUAX.
MNo3HakomMuTbCA C npasunamu O(*)OpMJ'IeHI/IFl N 3anofiHeHna TPyaoBbIX KHWXEK. YACHUTb nopaaokK
3anoJIHEHUA JINYHbIX KapTO4eK. PaCCMOTpeTb COCTaB [OOKyMEeHTOB B JIMYHOM Oene " OCbOpMJ'IeHVIe
NWYHbIX Aen.

Bonipock! 0nisi camornposepku

Kakvne BMabl LOKYMEHTOB MOXHO OTHECTW K AOKYMEHTALMUM NO NMIMYHOMY COCTaBy?
KakoBbl npaBuna oopmIieHns 1 3anosiHEHNS TPYAO0BbIX KHUKEK?
KakoBbl npaBuna opopMneHns 1 3anofiHEHNs1 MNYHbIX KapTOYeK?
Kakne gOoKyMeHThbl NogwmBatoTcs B IMYHOE Aeno?
KakoB nopsigok pacnonoxeHus AOKYMEHTOB B JINYHbIX Aenax?
HasosuTte npaBuna opopMnenns Nn4HbIX gen.

ok whE

lpouedypa oueHusaHus

Mocne wm3yveHMs kaxgoro pasgena npoBOAUTCS PYOEXHbIA KOHTPOSb. PyGexHbIi KOHTpOrb
OCYLLECTBNSAETCA C LUEenblo onpedeneHvs kadectBa npoBedeHuss obpasoBaTenbHbIX YCAyr Mo
ONCUUNIIMHE, NS OLEHKN CTEeNeHU AOCTMKEHNS 0DyyaloLwMMNCca COCTOAHMS, onpeaensaemoro LenesbiMmn
YCTaHOBKaMM AUCLMMNIUHDBI, a Takke Ang OpMUPOBaHUS KOPPEKTUPYHOLWMX MeponpusaTun. Py6exHbin
KOHTPOIb OCYLLECTBNSAETCS NO pasgenam AUCUUMIMHBI B COOTBETCTBUM C NMiaHoOM. PyBexHbIi KOHTPOmb
COCTOUT M3 BbINOMHEHUS 3a0aHUA Ha MPaKTUYECKUX 3aHATMSX W BbINOMHEHUs TECTOB MO pasgenam
OUCUUMITVHBI.

Kpumepuu ouyeHKu pybexHo20 KOHMpPOJisi:

- OueHKa «OTIMYHOY, ECNN KOJTMYECTBO NpaBUIlbHbIX OTBETOB OT 81-100%.

- OueHKa «XopoLLO», eCrn KONMYECTBO NpaBuilbHbIX OTBETOB OT 71-80%.

- OueHka «yaoBneTBOPUTENTBHOY», €CININ KONUYECTBO NPaBuUibHbIX OTBETOB OT 61-70%.

- OueHka «HeyaoBNeTBOPUTESTIbHO», €CITN KONMMYECTBO NpaBUITbHbIX OTBETOB MEHee 60%.

7. Obwime meToanyeckme pekoMeHAauum no opopMreHuio 1 BbINOMHEHUIO OTAeNbHbLIX BUAOB
BAPC

7.1. PekoMeHAauMmM No BbINOJIHEHUIO UHANMBUAYANbLHOTO 3afaHus

Y4yeOHble Uenn, Ha [OCTMXKEHUe KOTOPbIX OPWEeHTUPOBAHO BbINOJIHEHUEe 3afaaHuA:
nonyynTb UEenoCTHOe npencraslfieHne 006 OCHOBHbIX COBPEMEHHbIX HanpaBeHUAX U MUHCTPYMEHTax
LOOKYMEHTaUuMOHHOIo npouecca ynpaBnqueCKon AeATesIbHOCT!, Hay4YnTbCA OCbOpMJ'IFITb
ynpaBJlieH4Y€CKYy0 JOKYMEHTaLNIO.

YyebHble 3agaum, KOTOpbIie OOJTXKHbI ObITb peLleHbl 06yqarou.|umc;| B paMKaX BbIMNOJIHEHUA
nHaonBMayanbHOro 3agaHua:
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— [AeTanbHOEe pacCMoTpeHune Hanbonee aKTyalnbHbIX r|p06neM OOKYMEHTUPOBaHUA,

- (*)OpMVIpOBaHVIe n 0Tpa60TKa HaBbIKOB MPaKTU4eCKoro Od)OpMJ'IeHI/IS'-I LOOKYMEHTOB OpraHun3auunin;

— CoBepLleHCTBOBaHME B U3INTOXEHUN CBOUX MbICNEN, KPUTUKN, CaMOCTOATENIbHOIO MNOCTPOEHUA
CTPYKTYpPbI pa60TbI, NOCTAHOBKM  3aAad, packpbiTe OCHOBHbIX  BOMNPOCOB, YMEHUe
C(*)OpMyJ'IVIpOBaTb Jlorm4yeckme BbiBOAbI U NMpeasioXeHus.

MHﬂMBM,ElyaJ'IbHOG 3afaHne CoCTonT M3 ABYyX yacTten: TeOpeTI/ILIeCKOIZ n I'IpaKTI/ILIeCKOIZ.

B nepBoﬁ yactu cneanyet pOaTtb OTBETbl HaA YeTblpe TeopeTudeCcKux Bonpoca, And
NOoAroTOBKMN K KOTOPbIM Heobxoanmo M3yunTb NpmBeeHHYKD B MEeTOOAUYECKUX YKa3aHUAX nutepatypy.
OnucaHne TeopeTn4ecKoro Mmartepunana BbINOJTHAETCA NOo OAHOMY M3 NpenJyioXKeHHbIX BapunaHTOB B
3aBMCUMOCTN OT HavarnbHOM 6yKBbI (baMI/IJ'II/II/I n HomMmepa 3a4YETHON  KHUKKW CTyAeHTa. I'Iepequb
BapnaHTOB BbloaeTCA CTyAeHTaM B Hadane 3aHATUN. BapmaHT Bbl6|/|paeTCF| CTYAEHTOM U 3aKpenndaeTca
3a HUM NocCrne cornacoBaHnA C npenonaBaTtenem. an noObIX 3aTpygHeHuAX, Kacalowmnxca Bonpocos,
CBA3aHHbIX C BbINONTHEHNEM, CTyOEeHTbl MOryT O6paIJ.LaTbCF| 3a KOHCynbTauuaMMn K npenogaBaTento.
BbinonHss NMMCbMEHHYIO pa60Ty, HeOGXO,EI,I/IMO nokasaTtb yMeHue HACHO, HYeTKO WUJIOrM4YHO manaratb
yCBoeHHblﬁ maTtepuan.

OTBETHI Ha BOMPOCHI AOJIKHbI ObITb TOYHbIMU U OOJ1KHbI coaepXaTb:

- no nepeomMy 1 BTOPOMY BOMpocaM — TeopeTnyeckoe onnmcaHmne 3a4aHHON TeMbI;

- no TpeTbemy BOMPOCY — Hapsgy C TeOpeTUYECKUM OnucaHuemM PeKBU3MTOB MpPUMEpPbI KX
odopmneHus cornacHo NOCT P 7.0.97 - 2016;

- no 4eTBepTOMy BOMPOCY — TeopeTuyeckoe OnucaHve [AOKYyMeHTa, MeToAauKa ero
COCTaBneHns N oopMreHns, 1 obasaTtenbHO KOHKPeTHbIM npumep. Bce HepocTawowme pekBusnTbl
(HasBaHune opraHusaumi, ®.UN.0. HeobxoauMMbIX PabBOTHWKOB, TEKCT AOKYMEHTa, AOMKHOCTM W Ap.)
BblBUpaloTCa CTygeHTaMmn CaMOCTOSTENBHO.

BTopas 4yacTb — npaktnyeckas — B Hel HEO6XOAMMO NPEACTaBUTb COCTABIEHHbIE JOKYMEHTbI.
CtyneHtam 3ao4Hor hOpMbl OOYYEHUSA €€ MOXHO BbIMOMHUTL Ha Martepuanax TOW OpraHusauum unu
CTPYKTYPHOro nogpasaeneHus, B KoTopon (pom) Bbl paboTaeTe.

[na BbINONHEHMSA MpaKTU4ecKoW 4YacTu HeobxoaumO MO 3af4aHul COCTaBWUTb AOKYMEHTbl B
COOTBETCTBMU C NpeabsBnseMbiM K HUM TpebosaHusM. [Npu BbINONHEHUN 3a0aHWA KaXObl AOKYMEHT
COCTaBnsiIeTCs OTAENbHO Ha Bymare chopmarta A4 ¢ cobntogeHnem npasun oPOPMINEHNA PEKBUSUTOB U
nonen gokymeHta. Bce HepocTawowme pekBuM3uTbl (HasBaHuMe opraHusauuun, damunms pykoBoguTens,
AaTbl, BO3MOXHbIE MPUITOXKEHUS U T.N.) YKa3blBAOTCA CAMOCTOATENBHO.

TpeboBaHusA K ochopMneHno MHAUBUAYaNbLHOro 3agaHus

Cmpykmypa uHOueudyasnibHO20 3a0aHusl:

TUTYNbHbIA NINCT.

OrnaBnexue (nMnaH, cogepXxaHue).

BeeneHue.

1. TeopeTnyeckasa YacTb MHANBMAYANbHOIO 3adaHNs

1.1. (NonHoe Ha3BaHMe BONpoOCa);

1.2. (noniHoe Ha3BaHWe BOMpoCa);

1.3. (nonHoe Ha3BaHWe BOMpoca);

1.4. (nonHOe Ha3BaHWe BOMpoca). >

2 lNMpakTnyeckas YyacTb MHAMBUOYANBHOIO 3a4aHNA OcHoBHas yacTb

2.1. (Ha3BaHWe JOKYMEHTA);

2.2. (Ha3BaHWe JOKyMEHTa) 1 T.A4. )

3akntoveHune (unv BbIBOAbI).

Cnm1cok ncnonb3oBaHHOM NUTEPaTypbI.

MpunoxeHus (Mo yCMOTPEHUIO aBTopa).

TumynbHbIU TUCM 3anonHaeTcs No eguHon opme (Mpunoxexve 1).

OenaeneHue (nNnaH, COAEPXKaHWE) BKIOYAET Ha3BaHWS BCEX pasfdenoB (MYHKTOB MnaHa)
WMHAMBUOYANbHOIO 3a0aHNs U HOMepa CTPaHuL, yKasbiBaloLLMe Hayano 3TMxX pa3genoB B TEKCTE.

BeedeHue. B 3Toii 4YacT 0OOCHOBLIBAETCSl aKTyanbHOCTb paboTbl, (POPMYNMPYOTCA Lenu u
OCHOBHbIE BOMPOCHI, KOTOPbIE MPEANOSIaraeTcs packpbiTh, YKa3blBAlOTCA MCMOMNb3yeMble Martepuarbl.
O6bem BBeAEHUS He OOMMKeH npeBbiwaTh 1-1,5 cTpaHuubl.

OcHO8Hasi Yacmb VHOVBWAYaNnbHOrO 3aJaHus COCTOWUT M3 ABYX 4YacTen. 3aecb SOCTAaTOYHO
MOSHO M NOMMYHO M3naralTcs OTBETLI HAa TEOPETUYECKME BOMPOCHI.

ABTOp [OMKEH cneautb 3a Tem, 4YTOObl W3NMOXEHVWe maTepuana TOYHO COOTBETCTBOBASIO
nocTtaBneHHbIM BonpocaM. MaTepuan pekoMeHOyeTcs u3naraTtb CBOMMM CINOBaMu, He [onyckas
OOCITOBHOIO MEPEnUCbIBaHNs M3 NuTepaTypHbIX MCTOYHUKOB. B TekcTe obsi3aTenbHbl CCbUIKM Ha
NEePBOMCTOYHMKM, T.€. HA TEX aBTOPOB, Y KOTOPLIX B3SIT AaHHbIN MaTepuan B BUAE MbICNN, NOeu, BblBOAA,
Tabnuy, unncTpauun n np.
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PaboTta pomkHa ObiTb HanucaHa rPaMoTHbIM NUTepaTypHbIM A3blikoM. CoKpalleHue Cros B
TEKCTE He JomnycKaeTcsl, KpOMe OOLLLEM3BECTHBIX COKpaLLEHUA U abbpeBnaTypbl.

3akmrodeHue (BbiBoAbl). B 310N YacTn 0606L1aeTca M3NoXKeHHbIN B OCHOBHOW YacTu MaTepuarn,
dopmynupytoTca obLime BbIBOAbI, YKa3blBAeTCs, YTO HOBOrO NMYHO ANS cebs BblIHEC aBTOP M3 paboThbl.
3akntoveHne no oo bLeMy He JOMKHO npeBbiwaTh 1,5-2 cTpaHuy,.

TpunoxeHust MOTyT BKNtoYaTb rpadounkn, Tabnuubl, pacyeTbl. OHM AOMKHbI UMETb BHYTPEHHIOK
(coBCcTBEHHYI0) HYMEpaLMIO CTpaHuL,.

Bubnuoepaghusi (cNNCOK nUTepaTypbl) 30ecb YyKasbiBAeTCs pearlbHO WUCMonb3oBaHHas Aans
HanucaHusi paboTbl nuTepaTtypa, Nepuoauyeckne U3naHus U 3NEKTPOHHbIE WCTOYHWUKN WHGOPMaLUK.
Cnncok cocTtaBnsieTcs cornacHo npasunam 6ubnmorpaduyeckoro onvcaHms.

TpeboeaHus k oghopmrieHU0 UHOUBUOYalbHO20 3a0aHuUsT.

Pabota npeacrtaBnsietcs B cOpolwopoBaHHOM Buge, B dopmate A4. OHa pgomkHa ObiTb
HaneyaTtaHa 4epe3 1,5 MexaycTpoyHOro nHTepsana. MaTepuanbl NpeaoCTaBnslTCA B pacnedaTaHHOM
Buae. TekcT HabupaeTca B TekctoBoM pefaktope Microsoft Word. NapameTpbl AokymeHTa:

— pasmep bymaru — A4 (210x297);

— nons: BepxHee, NeBoe, HWXHee — He MeHee 2 CM, NpaBoe — He MeHee 1 cm;

— wpndT — Times New Roman;

— BbICOTa WpndTa OCHOBHOro TekcTa — 14 kerne;

— OpUEHTAaLNS — KHIDKHAS;

— BblpaBHMBaHWE — MO LUNPUHE;

— ab3auHbIn oTcTyn — 1 CM.

Homep cTpaHuubl CTaBUTCA B NpaBOM BepxHeM yriy apabckumu umdppamm 6e3 kakmx-nubo
obpamneHni U Touku. TUTYNbHBIN NUCT SABNAETCA MNepBOM CTpaHuuen paboTbl, HO He HymepyeTcs.
Unnioctpauum 1 Tabnuupbl, pacnonoXeHHble Ha OTAENbHbIX NMCTax, BKMHYAT B OOLY HymMepauuio
CTpaHuL.

3aronoBku anemeHTOB paboTkbl criegyeT pacnonaratb B CEpeayHe CTPOKM 6e3 TOUKM B KOHLE, He
nogyepkmBas.

Kaxxgbin pasgen paboTbl cnegyeT HadmHaTb C HOBOTO NMCTa. 3aronoBku NoapasaenoB 1 MyHKTOB
cnegyeT pacnonaraTe ¢ ab3auHoro otctyna, 6e3 Touku B KoHUe. Ecnv 3aronoBok BKIHOYAET HECKOSbKO
NPeanoXeHUn, X pasaenstoT ToYKamu.

Mpoueaypa oueHnBaHusA

Mo wuTOoram BLIMNOMHEHUST WHAMBUAYANbHOrO 3adaHus npernogaBaTenb aTtTecTyer (UnNu He

aTTeCTyeT) oby4atoLerocs, UCNomnb3ys NPUBEAEHHbIE HUXKE KPUTEPUM OLLEHKM
CooTBeTCTBME COAEPKAHNA UHAMBMOYANBHOMO 3a4aHusl ero BapuaHTy

— [NonHoTa 1 rnybuHa pacKpbITUA TEOPETUYECKON YacTun

— [NpaBunbHOCTL OPOPMIIEHUST U COCTaBMEHNS OOKYMEHTOB MPW BbIMOMHEHUM NPAKTUYECKON
YyacTtu

— CTeneHb caMOCTOATENbHOCTU CTYAEHTa MPW NOArOTOBKE

— CrteneHb cobntogeHns crtygdeHToM obwmx TpeboBaHun Kk odopmrieHuio  paboTbl, K
OhOPMIIEHMIO CMUCKA MCTOYHUKOB MHEPOPMAaLIMKN, UCMOSb30BaHHbLIX NPY BbINMOMHEHUN MHAUBUAYANbHOIO
3aJaHus

—  YpoBeHb MOHMMaHWS CTYAEHTOM OTPaXEHHOrO B WHAMBMAOYaNbHOM 3adaHuuM MaTepuana,
NPOosIBNEHHbIN Npn cobeceaoBaHnn

LWKANA U KPUTEPUX OLUEHMBAHUA

- OLeHKa «3ayTeHO» BbICTaBMSETCS OOy4alolleMycsl, eCnu BOMpPOCbl TEOPETUHECKOW
YacT pacKpbITbl, NPaBUNLHO OOPMIIEHBI U COCTaBMNEHbl OOKYMEHTbI MPAKTUYECKOW YacTu oTyeTa, BO
BpeMs cobecefoBaHUA CTyOQEHT NpaBWibHO OTBETUN Ha 3ajaHHble BOMPOCHI, MOXET BbICKa3aTb
CODCTBEHHYIO TOYKY 3peHuMss Ha obcyxgaemyio npobrnemy, AeMOHCTpUpyeT  CnocoBHOCTb
aprymMeHTMpoBaTb [0Ka3blBaEMblE MOMIOXKEHNS W BbIBOAbI, 3HAHUSI HOPMATUBHBLIX WCTOYHWMKOB Ans
0hopMIEHNs [OKYMEHTaLIMN.

- OUeHKa «He 3a4yTeHO» BbICTABMSETCH, €CNU BOMPOCHI TEOPETUYECKOW YacTu He
pacKpbITbl, AOKYMEHTbI MPaKTUYECKOW YacTu UHAMBUAYaANbHOrO 3aAaHus HernpaBWUIlbHO OOPMIIEHBI U
COCTaBneHbl, BO Bpemsl cobeceioBaHnsl 0OyYaloLWUIACA He NpaBUNbHO OTBETUM Ha 3afaHHble BOMPOCHI,
He cnocobeH AokasaTb W apryMeHTUMpoBaTb COOCTBEHHYKD TOYKY 3pPEHUsi MO BOMPOCY, HE 3HaeT
HOPMaTMBHbBIX UCTOYHWUKOB AN 0POPMIIEHNS AOKYMEHTaLUN.
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7.2. PekomeHpgaumm no caMoCTOoATEeNIbHOMY U3YYEHNI0 TeM

Howme Tema B coctae pasnena/ PacuetHas dopma TekyLLero
a3 ejfa BOMPOC B COCTaBe TEMbI pasaena, TDOVIOEMKOCTE pKOHT o}'/m
pasA BbIHECEHHbIE PyA ’ P
OVCUMNIUHDI yac. no teme
Ha CaMOCTOSITENBLHOE U3Y4YeEHUE
OuyHas dopma 0byyeHus
[lenonpoun3BoAcTBO Ha KoMMblOTEPE 4
KoHdunaeHumanbHoe 4enonponssoacTso 4
79 FOCT P 2.105-2019 EpumHas cucTema KOHCTPYKTOPCKOW 14
' JokyMeHTauun. TpeboBaHUs K 0hOpMIEHNO OKYMEHTOB TecTupoBaHue
FTOCT P 7.0.100-2018 Cwuctema cTaHgapToB MO
nHdopmauun, GubnuoTedHoMy U u3gaTenbCckomy aeny.
7,9 16
Bubnuorpaduyeckas 3anuce. Bubnuorpaduyeckoe
onucanue. O6Lwme TpeboBaHUS U NpaBua cocTaBneHUs!
O4yHo-3a04Has dopma oby4eHust
MpeomerT, uenb 1 3agayn JOKYMEHTMPOBaHUS
1 yrnpaBneH4Yeckon AeaTenLHOCTH 2
2 [lokyMeHTaumnoHHoe 1 MHOopMaLUnoHHoe obecrneyeHne B 4
cucTemMe ynpasneHuna
2 [lenonpoun3BoAcTBO Ha KoMMbloTEPE 4
KoHdumaeHumansHoe 4enonpon3BoacTBo 4 TecTnposatue
79 FOCT P 2.105-2019 EguHasa cuctema KOHCTPYKTOPCKOW 14
' JokyMmeHTauun. TpeboBaHua K 0pOpMNEHnN0 JOKYMEHTOB
TOCT P 7.0.100-2018 Cwuctema cTaHgapToB NO
nHpopmauun, GubnnotTeyHoMy n m3gaTenbckomy Aeny.
7,9 16
Bubnuorpaduyeckas 3anmce. Bubnwuorpadunyeckoe
onuncaHune. Obwme TpeboBaHUA 1 NpaBuia CoOCTaBNeHNs!
3ao4yHas dopma oby4eHus
Mpeamert, uenb 1 3agayv JOKYMEHTUPOBaHUS
1 yrnpaBneHYeckon AeaTenbHOCTH 2
> [okyMeHTaunoHHoe 1 MHdopMaLnoHHoe obecrneyeHne B >
CUCTEME ynpaBneHus
2 [lenonpon3BoOACTBO Ha KOMMblOTEPE 2
2 KoHdpmaeHumnansHoe genonponssoacTso 2
5 HomeHknaTypa gen 2 TectuposaHue
6 dopmupoBaHme fen, ux XxpaHeHne 1 UCnosib3oBaHne 2
79 FOCT P 2.105-2019 EguHas cuctema KOHCTPYKTOPCKON 14
' JokyMmeHTauun. TpeboBaHus K 0pOpMINEeHnN0 JOKYMEHTOB
FTOCT P 7.0.100-2018 Cwuctema cTaHgapToB NO
uHdopmauun, GubnnoTeyHOMy M u3gaTenbCKoMy Aeny.
7.9 16
Bubnuorpadguyeckas 3anuce. Bubnwuorpadunyeckoe
onucanue. O6wwme TpeboOBaHUS 1 NpaBuna cCocTaBneHUst
8 CoBpemeHHOe fenoBoe NUCbMOo 2
Anroputm camocTOATENBLHOrO U3YYEHUS TEM:
1) O3HaKOMUTLCH C PEKOMEHOOBaHHOW y4eOHON NUTEpaTypoOn U 3NEKTPOHHBIMU pecypcamm
no Teme, C HOPMaTUBHO-NPABOBbLIMU akTaMn (OPUEHTUPYSICb HA BOMPOCHI A5t CAMOKOHTPONS);
2) Ha 3TOM OCHOBE COCTaBUTb Pa3BEPHYTLIV Ni1aH U3MNOXEHNS TEMBI;
3) npopaboTtaTtb MaTepuarn;
4) BbIMNOMHUTbL PeLleHne TECTOBbLIX 3adaHni.

LLkana un KpuTepum oLeHUBaHUs
CaMOCTOSAITENBbHOIO U3y4YeHUsi TeMblI
- OyeHKa «omJ/u4HO» BbICTaBMseTcsa obyvarowemycs, ecnum nony4vyeHo 6onee 85% npaBunbHbIX
OTBETOB.
- OUEHKa «Xopowoy - Nony4eHo ot 66 Ao 85% npaBunbHbIX OTBETOB.
- OyeHKa «ydoeriemeopumersibHO» - Nofny4eHo oT 51 go 65% npaBuNbHbLIX OTBETOB.
- OUeHKa «HeydoesriemeopumesibHo» - nony4eHo MmeHee 50% npaBuUNbHbLIX OTBETOB
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8. TeKywumn (BHyTpMCeMeCcTpPOBbIA) KOHTPONb XoA4a
M pe3ynbTaToB y4eOHOM paboThbl

8.1 TeKywWwmn KOHTPOSb YCNEeBaeMoOCTH

B TeueHne cemecTpa, NPOBOANTCS TEKYLLMIA KOHTPOSb YCNEBAEMOCTM MO OUCLMMINHE, K KOTOPOMY
obyyvatoLmincs JomkeH b6bITb MOATOTOBIEH.

OTcyTCTBME MPONYCKOB ayAUTOPHBLIX 3aHATUA, akTMBHas paboTa Ha NpPakTUYECKUX 3aHATUSIX,
obLee BhINOMHEHNE rpaduka y4ebHol paboThbl SABNSATCA OCHOBaHUEM LISt MONyYeHUs! NONOXUTENBHON
OLLEHKM MO TEKYLLLEMY KOHTPOIO.

Bonpocbl u 3agaum
ANA CaMONOAroTOBKU MO TeMaM NPaKTUYeCKUX 3aHATUN

MpakTnyeckoe 3aHATHe Ne 1
Tpe6oBaHus crangapta NOCT P 7.0.97-2016 k ochopMneHUto peKBU3MTOB B [OKyMeHTax

CodepixaHue:
1. PaccmoTpeTb HeO6X04MMOCTb €AUHBLIX NpaBui 0PopMIEHNST JOKYMEHTOB.
2. W3yunTb cocTaB pPekBU3UTOB LOKYMEHTOB.
3. O3HakoMUTbCS C NpaBUamMn 1 NOPSAKOM 0GPOPMIIEHNS PEKBU3NTOB.
3adaHue: OopmuTe Takme pekBU3NTbI, Kak:
- pesoniouns pykoBoauUTens;
nognucb
a) 04HOro AOMKHOCTHOrO Nnnua,
©) ABYX AOMKHOCTHbIX fL, PaBHbIX MO MOMOXEHWIO,
B) OBYX OOSPKHOCTHbIX MWL, HE PaBHbIX MO MOMOXEHWUIO (Hanpumep, AMPEKTOpP OpraHu3aumm u
3KOHOMUCT MO onnarte Tpyaa);
- rpud yTBepxaeHus;
- BU3g;
- OTMETKa O Hanu4mMu NPUNOXeHUN;
- oTMeTka 06 ncnonHuTene.
[lna BbINONHEHWUs1 3aaHMsA HY)XKHO BHUMATENbHO npoyvnTaTh Teopetmndeckuin matepman (FOCT P
7.0.97-2016), obpaTmB BHMMaHWE Ha NpUMeEpPbI MPaBUbHOrO 0POPMNEHNSA PEKBU3UTOB.

MpakTnyeckoe 3aHaTue Ne 3-4
CocTtaBneHue u ohopmMmreHne MHpoOpMaLUNOHHO-CNPaBOYHbIX AOKYMEHTOB

MHhopmaLmMOHHO-CNpaBoYHbIE AOKYMEHTLI COCTaBNSAT camyto BOMbLUYI rpynny ynpaBneH4YecKmnx
OOKyMeHTOB. B HUX copepxuTcsa MHdopMaLuusi, MO3BOMsIOWAs onpedenuTb pearnbHoe COCTOsIHME Aen B
00beKTe ynpaBrneHusi, NpuHATbL 00 bEKTUBHOE, 06OCHOBAHHOE peLLEHNE.

K MHOpMaLMOHHO-CNPaBOYHbIM [OKYMEHTAM OTHOCSIT aKTbl, MWCbMa, CMpaBKW, Ternerpammbl,
TenedoHorpamMmmbl, CBOAKN, 0630pbl, CriyKebHble 3anncku.

1. MeToauka coctaBneHusi 1 oPopMIIeHNA CNYKeOHbIX 3anucok

CodepixaHue:

1. PaccmoTpeTb NOHATME U BUAbI CAY>KEOHbIX 3annCOK.

2. I3yuntb NpaBumnia ux cCoCTaBrEHUS.

3. OhopMUTb 4OKYMEHTHI.

Teopemuy4eckue NosICHeHUs1

HeobxoomMmMoCcTe B COCTaBneHWM  CIYKeOHbIX 3anvMCOK BO3HWKAET, Kak MpaBwuio, koraa
PYKOBOAUTESNb TOr0 USIM MHOTO YPOBHS HAYMHAET UCMbITbIBATb HELOCTATOK ONEPaTUBHOM N KOHKPETHON
MHGOPMaLMM O COCTOSIHUU e Ha MOPYYEeHHOM eMy y4vacTke. VIHorga ero uHTepecyeT BCEro NuLlb XOf
peLleHns HebonbLLION, HO JOBOMBLHO BaXKHOW Npobnemsbl. Kak TyT noctynuTe? NpakTyka nokasbiBaeT, YTo
WMEHHO 3[1eCb HE3AMEHNMbIM JOKYMEHTOM - KPaTKMM, CBOEBPEMEHHBIM, aKTyanbHbIM MO COAEPXKAHUIO -
CTaHOBUTCS cnyxebHas 3anucka.

Cpeamn xapakTtepHbix 0COBEHHOCTEN, OTNMYaloLWmMX Cny>kebHyto 3anucky oT Aoknaga (Hamwbonee
GrIM3KOro K HeW Mo HanpaBfEHHOCTM TUMa JOKYMEHTOB), cneayeT BblOenuTb:

- Marnble CPOKU MOArOTOBKWU (OT HECKOSTbKMX MWHYT OO HECKOSIbKMX 4acOB, U COBCEM PEOKO -
CBbILLE OAHOrO AHSA);

- OrPaHWMYEHHbIV KOHTUHIEHT COCTaBUTENEN AOKYMEHTa (Kak NpaBuro, 1-2 coTpyaHuKa);

- OTHOCMTENBbHO HEDOOMbLLON 06BbEM TEKCTa 3anmnCKM, COMETAIOLLMIACS C BbICOKOWN CTEMEHBIO €ro
MHGOPMATMBHOCTM, MPU 3TOM BbIBOAbI U MpeasioXeHus MoryT cocTtaensate 4o 1/3 oT obuwero obvema
OOKYMEHTa;
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- 0cobyl LEeHHOCTb AN codepkaHus 3anuckv npeacTaBnsieT akTyalnbHOCTb BKIOYEHHOW B
Hee MHdopMauuu;

- HakoHeL, B OTNM4YME OT AOKNaja, 3anncka noyTu Bcerga agpecoBaHa KOHKPETHOMY NnLly.

PaznnyatoT HeCKONMbKO BUAOB CIy>eOHbIX 3arnmcok:

AHanuTtuyeckne, 0630pHbIE, MHAPOPMALIMOHHO-CTAaTUCTUYECKNE, OOKNafHble, 0ObACHUTENbHLIE,
NOSICHUTENbHbIE.

AHanuTM4yeckasi 3anMcka He TONIbKO MPEenoAHOCUT HaM AJ1s1 03HAKOMSIEHMSI COOTBETCTBYHOLLNIA
mMaTepuan, HO W COOEpPXWUT ero noapobHbii aHanui. Kak npaBuno, manaraemble dakTbl (OaHHble,
COBbITHSA) TYT k€ KOMMEHTUPYIOTCS, YBA3bIBAsACh C paHee NOCTYNMBLUEN NHCpOpMaLMEN.

O630pHble 3anUCKU copepXxaT KpaTKyld MHpopMauuio O HECKONbKUX TECHO B3aMMOCBS3aHHbIX
npobnemax. [Jaetcs ux cxaTblil KOMMNMEKCHbIA aHanm3. YacTo TakvMe 3anucky SOMOMHATCS cnpaBkamu,
OeTanv3npyoLwMm ocBeLleHe Hanbornee BaXHbIX CTOPOH NpobreMbi.

MHdopMaUMOHHO-CTaTUCTUYECKME 3anMUCKU HeCyT, Kak crnegyeT U3 HasBaHus, akTypy -
undpbl, AaHHble. [oapo6HbIA aHanM3 NPUBOAUMbIX CBEOEHUI 3aMEHSIETCS U3NOXKEHNEM CTaTUCTUYECKON
nHdopmaumm B Hambonee HarnsgHoM 1 ygobHoM ans Bocnpusatvs Buge (B dopme Tabnuu, rpadmkos u
T.n.). BaxHenwme nokasatenu Bbl4eNsOTCA LBETOM, pasMepoM, LpudgTom.

OcTtaHoBMMCSst NoagpobHee Ha AOKNaAHbIX U 0O bSCHUTENBHbLIX 3anMUCcKax.

[oknaaHaa 3anucka - JOKYMEHT, adpeCcOBaHHbIA PYKOBOAMTENIO AAHHOMO UMW BbILLECTOSILLENO
yupexaeHusi, codepXalui MMCbMeHHOe W3NOoXeHWe kKakoro-nmbo Bompoca C  BbIBO4aMU U
NPeanoXeHNsIMU COCTaBUTENS.

B HeKkoTopbIX cryyasix OoKMnaAaHble 3anuckn HOCAT MHAOPMALIMOHHBIN XapakTep M COCTaBnsOTCS
perynspHo ans coobweHns cBedeHMn O MeTode, XO4e M uTorax 3agaHus. MHuumaTopom M3gaHus
AOKMagHoM 3annckyu MoryT BbITb Kak PyKOBOAWUTENb, Tak U CTPYKTYPHOE noapasfaeneHne nnm paboTHUK.

OT 06CTOSATENBHOCTN, AOCTOBEPHOCTU W3MOXEHWUs!, apryMEeHTUPOBAHHOCTU MNpPeanoKeHUA BO
MHOIOM 3aBUCUT WTOr paspeLleHuss Bonpoca AoknagHon 3anuckn. OBbIMHO UTOrOM ee pacCMOTPEHUsI
SABNSIETCS NPUHATME YNPaBNEeHYeCKOro peLleHns unm nsgaHme pacnopsanTenbHOro 4oKyMeHTa.

[oknagHble 3anucku 6biBalOT BHYTPEHHUMU U BHELLHUMMN.

BrewHue OoknadHbie 3anucku (OTNpaBnsiemble 3a npeaesnbl opraHu3aumn) odopmMmIIsaTCs Ha
obuem 6naHke opraHusaumn 1 NOANUCHLIBAIOTCA PYKOBOAMUTENEM OpraHu3aLmn unu ero samectutenem, B
YblO KOMMNETEHUUIO BXOAMT Bompoc. [lpyMeHeHne 3Toro Buga 3anMcoK He OYeHb PacnpoCTPaHEHO, OHU
NCMNOoMb3ylTCA B 0COB0 BaXKHbIX U MPUHLIMNUANbHbIX BOMPOCaX YrpaBreHus.

B coctaB TmnoBoro copmynsipa [OOKNAgHOM 3anuMCKM  BXOOAT Crieadytolime  pPeKBU3UTDI:
HaMMeHOoBaHWe aBTopa (OpraHusaumm Unu CTPYKTYPHOro nogpasgerneHus), Ha3BaHne Buaa AOKYMEHTa,
Aarta, permcTpaLmoHHbI HOMepP, MECTO COCTaBIEHNS UMW U34aHUs, agpecaT, 3arofoBOK K TEKCTY, TEKCT,
noanucb. MHorga K 3anucke npwunaratTCs OOKYMEHTbI, NO3BOMSAWME YTOYHUTL M OBOCHOBaTh ee
copepkaHue.

Tak kak [oknafgHble 3anuckym WMeloT agpecarta, npeanovTUTenbHbIM  ABASETCA  YrnoBoe
pacnonoXeHne pekBn3mMToB GraHka.

TekCT AOKNagHOWM 3anucKku, Kak NpaBuio, COCTOUT U3 ABYX YacTen: KOHCTATUPYIOLLIEN U BbIBOLOB
N NpeanioxXeHun coctaBuTens. B nepBon cooepxuTtca nogpobHoe M 06GBHLEKTMBHOE OMMCaHME CUTyauum,
¢akToB M COBbITUIA, MHEHME COCTaBUTENEN U Apyrasi apryMeHTUpoBaHHaa UHgopmauns, Heobxoaumas
ONA NPUHATUS TEX WNU WHbIX YNpaBfieHYecKknx pelleHui. Bo BTOpon 4Yactu cogepartcs BbiBOAbI,
NPeanoXeHns 1 pekoMeHgauun. XapakTepHbIMW Ofs nepexoga K 9TOM 4acTu TekcTa SABMSATCS
hopmynupoBkn  “pednazar”, "npowy", "cdyumaro Heobxodumbim”. He pekomeHayeTcs ynotpebnsartb
apxaun4Hbli 06opoT "[Josoxy Ao sawezo ceedeHus...".

B HekoTOpbIX criyyasx ansg obrnerdeHust BOCMpUSATMS MHOPMaUUM U ONepaTMBHOCTU MPUHATUSA
peLleHns pekomeHayeTcs obpaTHasa nocrnegoBaTenbHOCTb M3noxeHusd. CHavana mnanaraeTcs CylwecTBo
NpocbObl UK NPeaIoKeHns, a 3aTem npegnaraetca 060CHOBaHHas aprymeHTauumsl.

ObObsicHUTENbHaA 3anucka - [OKYMEHT, CcofepXalui MUCbMEHHOE W3MNOXEHNEe MPUYnH
HapyLleHns TPyAOBOW OUCLMMNMUHBI, HEBBLINOMHEHNs 3ajaHuh u T.n. OObACHUTENbHbIE 3aNWCKM MO
OCQOPMIEHMIO U MPUEMAM MU3MNOXEHMS MOXOXWU Ha [AOKNagHble, OOHAKO, B TEKCTE HET BbIBOOOB U
npeanoXeHun cocTaBuTens.

MosicHUTeNnbHasA 3anMcka HOCWUT CrNeuManu3vpoBaHHbIA XapakTep- 3anuckum K oTyeTam,
npoekTam, nnaHam, YepTexam v T.n.

3adaHue.

1. CocraBbTe [OOKMafHyK 3anucKy OT WMEHWM CTapoCTbl FPynnbl, afpeCcOBaHHY AeKaHy
3KOHOMMYECKOTrO hbakynbTeTa:

BapuaHm 1: o pesynbTaTax npoBeOeHHOro cyb0oTHMKA MO MOArOTOBKE K  3MMHEMY
OTOMUTENBHOMY CE30HY B 00LLexnTnmM Ne12 u Ha npuneraroLen Tepputopum;

BapuaHm 2: 0 nogrotoBke K 3uMHEN ceccuu;

BapuaHm 3: 06 utorax copeBHOBaHWM;
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BapuaHm 4: o pe3synbTatax npoBefeHHOro cy6boTHMKa no ybopke yyebHoro kopnyca Ne5 u Ha
npuneraroLLen TeppuTopun.

2. CocTtaBbTe OT CBOEr0 MMEHM OOBACHUTENbHYIO 3anMCcKy O NMPUYMHAX NPOMycka KOHKPETHOro
3aHATUA.

lNosicHeHus

Mpw BeINONHEHUN 3agaHnst 1 CTyAeHT BbIOMpaeT noboi 13 YeTbipex BapuaHTOB.

Mpy BbINOMHEHUN 3af4aHMA 2 OaHHYK 3anncKy MOXHO COCTaBUTb YCMOBHO, €CnK CTYAEHT He
nponyckan 3aHsaTus.

2. Metoguka coctaBneHusi U opopmMIieHnsi cnpaBoK

CodepixaHue:

1.PaccmoTpeTh NOHATME U BUAObI CPaBOK.

2. NI3yunTb NpaBuna ux coCTaBreHus.

3. OhopMUTbL LOKYMEHT.

Teopemu4eckue NosicHeHust

CnpaBku 6bIBalOT ABYX OCHOBHbIX BMOOB:

- CnpaBkn, nogteepxgawowme paboty (yy4eby), onnaty Tpyda, MecTo MNPOXMBAHUS WU T.M.,
cocTaBnsgeMble Mo 3anpocam rpaxaa;

- CnpaBky No NpoM3BOACTBEHHBIM BOMPOCaM, COCTaBMNsEMbIE MO 3anpocy pyKOBOACTBA.

Cnipasku o 3anpocam epaxdaH (pabomHUKO8) BblgaeT PyKOBOACTBO OpraHvM3auuu ¢ ykasaHuem
crneunanbHOCTW, OOMKHOCTK, KBanudukaumm, nepnoga paboTbl 1 pasMepa 3apaboTHon nnaTtsl (€T.62 TK
P®).

OTO cnpaBkM BHELWIHWE, Kak MnpaBuro, oopMmsTcs Ha OnaHkax cnpaBok dopmaTta Ab5,
NUMEeIoLLMX agpecHble AaHHble NPeanpusaTUS 1 TpadapeTHbI TEKCT.

CnpaBka OOrmKHa MMeTb: HauMeHoBaHWe Buaa AOKYMeHTa, AaTty, Homep (npu HeobxogumocTw),
MECTO npefoCcTaBnNeHns, TEKCT, Nognuce (nognucu), nevatb.

Cripaeku o rnpouseodcmeeHHbIM 80rpocamM MOryT BbITb:

- BHELHMMM, COCTaBMSIEMbIMW NO 3aNPOCy BbILLECTOSLLEN OpraHn3aLmm;

- BHYTPEHHMMM, COCTaBMSEMbIMU MO 3anNpocy PyKOBOACTBA CBOEN OpraHv3auuu.

CnpaBka [omkHa MMeETb: HauMMeHOBaHWe Bwha AOKyMeHTa, agpecaT, gaTy, Homep (npu
HeobX0oAMMOCTHN), 3aroNoBOK K TEKCTY, TEKCT, NoAnuch (moanucu), nevyaTb (Npy HeoBXoauMOoCTK).

TeKCT cnpaBku COCTOMUT, Kak NpaBusio, N3 ABYX YacTen: BOAHOW N OCHOBHOWN.

Bo BBoAHOM YacTu usnaraoTcs hakTbl, COObITUS, MOCAYXMBLUME MOBOAOM K €€ COCTaBMeHuio.

B ocHOBHOM 4acTu npuBOOATCH KOHKpPETHble [daHHble, MoKasaTenu, Xapakrepuaylowme
NpOoM3BOACTBEHHbIE NPOLIECCHI.

Ecnu cnpaBka cogepxuT MHOpMaLUo No HECKOMbKUM BOMPOCaM, TEKCT ee AenST Ha pasgenb,
KOTOpble AOMKHbI MMETb 3arofloBOK M HyMmepauuo apabckumu umdpamu. Lindpposbie nokasatenu moryTt
ObITb 0hOpMIEHbI B BUAE Tabnumubl.

BHelwHMe cnpaBku No NPOM3BOACTBEHHOW TeMaTUKe COCTaBMSOTCHA B ABYX 3K3eMNnsipax, OgquH
N3 KOTOPbIX HanpaBnseTcs agpecaTty, BTOPON - NOALIMBaETCH B 4ENO.

Mpn Hanuumm B chNpaBke CBeOeHUn (PUHAHCOBOINO XapakTepa OHa nognucbiBaeTcs
pykoBoauTenem, rmaBHbIM ByxranTepom 1 3aBepseTcs neyarbto.

BHyTpeHHMe crnpaBku MO NMPOU3BOACTBEHHOW TEMaTWKE COCTaBMANTCA Ha GnaHke CTPYKTYpHOro
nonpasgenexHvs unu Ha nucte A4, UMEIOT Te XKe PEKBM3NUTLI, YTO 1 BHELLUHME (33 UCKMOYEeHeM nevaTn),
NOAMMCHIBAIOTCA COCTaBUTENEM.

3anaHue.

1. CoctaBbTe cnpaBky C MecTa pabotbl [leTywkmHon B.A. Hegoctawwmne pekBusnTbl yKaxuTe
CaMOCTOATENbLHO.

2. CoctaBbTe CrnpaBKy MO opraHusauuu (nogpasgeneHuio), obobLiamLyo OaHHbIE O Xo4e U
pesyrnbTaTax KOHTPONS COCTOSAHUSI OPITEXHUKM.

lMosicHeHus1

Mpwn BbINOMHEHNM 3adaHMsA 1 HYXKHO YYeCTb, YTO Takas CrpaBka Bbl4AeTCs OTAENOM KagpoB U B
Hel HY)XHO yKasaTb nogpasfernieHne, B KOTOPOM paboTaeT COTPYAHMK, OOIMPKHOCTb, B OTAENbHbIX CriyyYasx
yKa3bIlBaeTCA CTax paboTbl B opraHM3aumm 1 ctax paboTel B nocrnegHen gomkHoctn. OcHoBaHveM anis
Takom cnpaeku OyayT SBNATbLCA COOTBETCTBYOLLME NPUKa3bl NO JIMHHOMY COCTaBY

[Mpn BbINONHEHMM 3adaHMsA 2 [AHHYK CrpPaBKy MOXHO COCTaBUTb YCIIOBHO, OT WHXeHepa
opraHm3aumm Unm pykoBOAUTENS CTPYKTYPHOro noapasgenexust.

3. MeToauka cocTtaBrieHUs 1 ocbopMHeva NMPOTOKOJ/10B, BbIMUCKN U3 OOKYMEHTOB

CodepixaHue:
1.PaccMoTpeTb NOHATME M BUAbLI NPOTOKOSIOB, BbIMNUCKU 13 NPOTOKONa.
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2. NI3yunTb nNpaBuna ux coCTaBreHus.

3. BbinonHUTb 3aaHune K TeMe.

Teopemuy4eckue nosicHeHus1

MpoTtokon 3aHMMaeT ocoboe MecTo B CUCTEME OpraHu3auvOHHO-pacnopsaamnTeNnbHbIX
AokymeHToB. C OOHON CTOPOHbI, €r0 MOXHO OTHECTM K MH(OPMALMOHHBLIM AOKYMeHTam (Tak Kak OH
COOEPXUT MHpopMaLMio O xode OOCYXKAEHMS KakUX-TO yMnpaBrieHYeckux BOMPOCOB), a C Apyron —
MPOTOKOMbl COAepXXaT MNOCTaHOBNAOLWYIO YacTb W, TakuMm o6pa3oM, MOryT paccMaTpvBaTbCs Kak
pacnopsauTenbHble OOKYMEHTbI.

O6s3aTensHOMY MPOTOKONMPOBaHWUIO MoAanexaT cobpaHWs akuMOHepOB, 3acefdaHunsi COBETOB
OVPEKTOPOB.

MpoTokon odopmnseTcs Ha OCHOBE 3anucer, KOTopble BENNCh Ha 3acefaHumn cekpeTapem
BPYYHYIO UMM C UCMONb30BaHNEM OUKTOOHA.

B 3aBucumocT OT BuAa 3acefaHus M cTaTyca KomnnervanbHOro opraHa Bblbupaetcst doopma
NpPOTOKONa: KpaTkasi, NofIHas Unu cTteHorpagouyeckas.

Kpamkuli npoTokon — dwukcmpyeT obcyxaaBluMecs Ha 3acedaHun BOMpochl, amMunuu
OOKMNagyvMKkoB U MPUHATBIE pelleHusi. Takom NpOTOKON PeKOMEHAYeTCsl BECTW TONMbKO B TEX Crny4yasx,
Korga 3acefaHve cteHorpadmpyeTcs, AoKNanbl M TEKCTbI BbICTYNNEHUA ByayT npeacTaBneHbl cekpeTapto
Unn Korga 3aceaHue HOCUT onepaTUBHbIA XapakTep.

lMonHbIl NpOTOKON (OUKCUPYET He TONMbKO 06CYyXaaBLUMECH BOMPOCHI, MPUHATbIE PELUEHNUs ©
dhamMmnum BbICTYNaBLUKNX, HO M JOCTAaTOMHO NOAPOOHbIE 3anMcK, NepenarLlne cogepxaHue A0oKNanos U
BblCTyI‘IJ‘IGHVIVI y4aCTHUKOB 3aceaHund, BCe BbIiCKa3aHHble MHEHWUA, Npo3By4daBLUME BOMPOCHI U penivKKn,
3amevaHus, no3numm. MonHbIi NPOTOKON NO3BONAET JOKYMEHTUPOBAaTL NOAPOBHYI0 KapTUHY 3acedaHust.

CmeHoepaghuyeckuli NPOTOKON COCTaBMSETCA Ha OCHOBE CTeHorpaduMyeckoro otyeta o
3acegaHunm (CTeHorpamMmmbl) 1 OCNOBHO NepeaaeT npoLecc 00CyXAeHWs Kaxaoro Bonpoca v BelpaboTKy
peweHna no Hemy.

Bce Buabl nNpoTokonoB odopmnalTca Ha obwem 6naHke, KOTOPbIN BKMOYaeT cregyoline
PEKBU3UTBLI: HauMeHoBaHWe ydpexaeHus (opraHusauuv, NpeanpusaTus), Bug AOKyMeHTa (MpOTokon),
AaTty, Homep, MecTO COCTaBfEeHUs MPOTOKONa, 3arofioBOK K TEKCTY, TekCT. [laTton npoTokona siBnsetcs
haTa 3acefaHus (MPOTOKObI, Kak NpaBuno, ohopMnaTca nocne 3acegadus). Ecnv oHo npogomkanocs
HECKONbKO [OHEen, TO gaTa MpoToKona BKMOYAeT gaThl Hadana v okoHyanusa (Hanpumep: 21 —
24.07.2004.)

Homepom (MHOeKkcom) npoTokona SBASETCs MNOPSAKOBLIM HOMEp 3acedaHus B npegenax
KarneHgapHOoro roga urm cpoka nofmHOMOYMI KOMernanbHOro opraHa.

3aronoBoK K TEKCTYy MPOTOKOMa, Kak npaBwuio, oTpaxaeT BWA 3acedaHus unv KonnervarbHOM
OeaTenbHOCTU W corfnacyetcs C Ha3BaHuMeM Buaa AokymeHTa. Hanpumep: [Npotokon 3acegaHusi
konnerun; cobpaHus TpygoOBOro KOSNEKTMBA; COBELLaHNS HaYanbHUKOB CTPYKTYPHbBIX NoApasgerneHni.

TekcT NpoToKOna BKIYAET BBOAHYIO M OCHOBHYHO YacTu.

MpoTokon odhopmnsieT cekpeTapb 3aceganus. [NognucbiBaloT Npeaceaarternb U CeKpeTapb.

Bbinucka u3 npomokosia NpencrtaBnseT coOOM TOYHYH KOMUIO YacTu TeKcTa MOASNTMHHOro
NPOTOKOSA, OTHOCSLLLErocsl K TOMY BOMPOCY NOBECTKW OHSA, MO KOTOPOMY FOTOBAT BbINUCKY. [1pyn aToM
BOCMPOU3BOASAT BCE PEKBU3UTbI OnaHka, BBOAHYH 4acTb TeKCTa, BOMPOC MOBECTKU AHS, MO KOTOPOMY
FOTOBUTCS BbINWCKA, U TEKCT, OTpaxarowun obcyxaeHne BOMpoca M NpUHATOE pelleHue. Boinucky us
NMpOTOKONa MOAMUCBIBAET TOMBbKO CEKpeTapb, OH >Xe COCTaBMseT 3aBeplumTernbHyto Hagnmcb. OHa
cocTtouT M3 crnoBa «BepHoO», ykasaHuMs OOMKHOCTU fMua, 3aBepsAlowero Konuio (BbIMWCKY), JIMYHON
noanvcu, damMmununi, MHUUMANoB W gatbl. Ecnv BbiNnuUcKa faetcs Ons npeacTtaeneHvs B Apyryto
opraHu3aumio, To OHa 3aBepsieTcs nevatbHo.

3anaHue.

1. Haitn owumnbkm B 0popmreHmMmn npoTokona, NCNonb3ys pa3aaTovHbI Matepumarn.

2. CocTaBuTb BbINMCKY U3 NPOTOKOMA.

4. MeToauka cocTaBneHuss u ohopmMIIeHMA aKToB

CodepixaHue:

1. PaccMoTpeTb NOHATUE M BUObI aKTOB.

2. [MpaBuna cocTaBneHns akTos.

3. ObopMUTL aKThbl.

Teopemuy4eckue NMosICHeHUs1

AKT COOEPXUT MHOpMaLMio, HEOOXOAMMYK ANs pa3paboTku U MNPUHATUSA  YMPaBIIEHYECKOro
pELEHNS WU  CIYXWT OOHWM W3  OMNpPEedensowmnx pUANYECKMX OCHOBaHUA AN U30aHUS
pacnopsanTenbHbIX JOKYMEHTOB.

B npaktvke ynpaBneHuWsi COCTaBMSIOTCA U MPUMEHSIIOTCA B CaMbIX Pa3fUYHbIX CUTyaUMsaxX W
MO3TOMYy MMEKT MHOMO PasHOBMAHOCTEW: akT npuema paboT Mo KOHTPakTy, akT npuema-nepegadn, akt
CMUCaHNs, aBapuv, UHBEHTApM3aLUKN, KOMMEPYECKUA aKT U T.M., KOTOPbIE MOTYT OTHOCUTLCA K APYrMM
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cucTeMaM LOKYMEHTaLMn U cyllecTBoBaTb B Buae WabnoHa, TpadapeTa n gaxe YHUDULMPOBAHHOM
yTBEpXXAEeHHOW ¢hopmbl. Ho 00LWmne npaBuna coctaeneHust u ocopmrieHnsi, a Takke opmynsap akra
OCTalTCHA e4UHbIMN.

AKTbl COCTaBMSIOTCA MOCTOSAHHO OEWCTBYIOLLEN, UMM HAa3HAYEHHOW MO YKa3aHW0 PyKOBOAUTENS
NPeanpUsATUS KOMUCCUEN, C LIenbilo OOBEKTMBHO 3adoMKCUpPOBaTb CYLLECTBYHOLLME MMM MpoucLUeqLune
coBbITHSA, haKTbl U COCTOSIHWS, YCTAHOBUTL UX COodepKaHue, CYLLHOCTb, NMPUYMHBI U criegcTeust. B coctas
KOMUCCUM [OMKHbI BXOAWUTb He MeHee [ByX cocTaBuTenen. Ha npakTuke >xe 4Mcrno cocTaBuUTENen
yCTaHaBnMBaeTCcst Bcerga HeyeTHbIM. Llenb paboTbl KOMUCCUM, MOSTHOMOYMSI U COCTaB 3aKpennsoTcs B
n3gaBaeMbiX pacnopsguTenbHbIX JOKYMEHTaxX Npeanpusitus Uiy opraHusaumun (npukase pykoBoguTens,
pacnopsiKeHUsIX 3aMecTUTENeN PyKOBOAUTENS W rMaBHbIX creunannctoB). B HekoTopbIx cnydasx akTt
MOXeT OblTb COCTaBneH Kommuccuen, oOpa3oBaHHOW Ha OCHOBAHUW YCTHOTO  pacropshkeHus
PYKOBOAUTENNS UNWN €ro 3aMecTUTeNeln B npegenax ux KoMneTeHuun.

Takke aKTbl COCTaBNSATCA MOMHOMOYHLIMA LOMKHOCTHBEIMM NMuamu  (rocygapcTBEHHBIMM
CaHUTapHbIMM BpavYaMu, WHCMEKTOpamu, ayautopamMm M (PUHAHCOBBLIMW KOHCYMNbTaHTaMu, UMEKLUMU
rocygapCTBeHHbIN aTtTectaT U T.M.) U NPeACTaBUTENSMU KOHTPOSNMPYIOLWMX U PEBU3NOHHBIX OpPraHoB
(apxvBHOWN, HarNorosown, TOProBon, aAMUHUCTPATUBHO-TEXHNYECKON N APYIMX MHCMEKUMI) B Npedenax ux
KOMMeTeHLMN.

B akte duKcupyloTca TONMbKO pearnbHble, TOYHO YCTaHOBMNEHHble akTbl, 0OBLEKTUBHO
KayeCTBEHHble MoKasaTenu, OKOH4YaTeNbHble BbIBOALI W ApYyrMe CBELOEHUS, KOTOpble MOony4YeHbl B
pesyrnbTate paboTbl KOMUCCUM.

AKTbl odhopmnIAOTCA Ha obwem OnaHke NpeanpuaTUsi, OpraHusauun, yYpexaeHuss unn Ha
yuctoMm nucte gopmata A4 € NPOAONbHLIM UMW YINOBBIM PACMNONIOXXEHNEM PEKBU3UTOB NO obpasuy
obuwero 6naHka. Ecnu akt siBNsieTcs BHELWHWMM LOOKYMEHTOM, TO OH OOIMKEH cofepXaTb CrnpaBOuYHbIe
AaHHble 06 opraHusaumn.

CocTtaB peKBU3NUTOB:

HaumeHoBaHMe opraHusauuu, HasBaHMe BuAa [AOKyMEeHTa, AaTa, PermcTpauyoHHbIA HOMep,
MECTO COCTaBIEHMWSl, 3arofioBOK akTa, TEKCT, OTMETKA O MpPUIIOXEHUM, noanucu, otmetka ob
O3HAKOMIIEHUW, OTMETKa 00 UCMOMHEHUN OOKYMEHTa M HanpasfieHWu ero B Aeno, rpud yTBepXaeHus,
neyatb (Npn HeOBXo04MMOCTH).

Hdara odopmnsetcs umdpobiM crnocobom (20.02.2002) n saBnsieTcss gaton akTUPYEMOro
cobbiTnsa. Ecnn paboTta kommuccum npogomkanacb HECKONbKO AHEW, TO NPU COCTaBIEHUN akTa yKasbiBaloT
OaTy OKOHYaHua paboTbl. ATa gaTta u bygeT ABNATLCA 4AaTOW COCTaBNEHUsT 1 NOANUCAHUA akTa.

PerncrtpaunoHHble HOMepa akToB OObIMHO MPOCTaBASOTCA NPy OPOPMAEHUN pes3ynbTaToB
paboTbl KOMWUCCUW, WMEIOLLMX KOHKPETHYIO MOCTOSIHHYIO KOMMETEHUMIO W YCTAHOBMEHHbLIA CPOK
NMONTHOMOYMI (SKCMEPTHas, aTTecTaluMoHHada, KBanmdukaumMoHHas n T.0.). MNpn akTmpoBaHUn equHUYHBIX
aKTOB UIM COObLITUI HOMEP MOXET OTCYTCTBOBATb.

TeKCT aKkTa COCTOUT U3 TPEX YacTen: BBOAHOW, OCHOBHOWM (KOHCTATMPYHOLLEN), 3aKMOUYNTENBHOMN.

BBoaHada YacTb He SBNSETCS CNMOLWHbIM CBA3HBIM TEKCTOM, TaK Kak CTporo choopmanua3oBaHa. B
OCHOBHOW 4YacTu akTa OTpa)kaeTcs CyTb, LeNnv, 3adayn U CPoKM NpOBEAEHHON KoMUCCuen paboTbl Ans
yCTaHOBMEHMSA akToB. TEeKCT akta nNpu HeOOXOAMMOCTN MOXET AENUTbCA Ha MYHKTbI, NOAMYHKTbl UK
UMETb TabnuyHyo opmy.

B 3akntountenbHOM YacTu TekcTa CoaepaTcs BbiBOAbI, 3aKMOYEHMUs, peKkoOMeHaaumMm KOMUCCUm
Mo TOMy WIM MHOMY BOMPOCY, a TakkKe YKa3blBalOTCS CBEOEHUS O KONMMYECTBE 3K3EeMMNSPOB akTa
(ohopmneHne aTUX CBEAEHUN TOXe CTPOro (POpMariM3oBaHO) M MECTe HaxXOXOEHWUs KaK4oro wnm
agpecartax, KOTOpPbIM OHW OTMpPaBEHbI.

Bce ak3emnnsipbl akta nognucbiBalOT npepcejaTtenb M uYneHbl KOMUCCMM B TOM MOPSAKe, B
KOTOPOM yKa3aHbl BO BBOOHOW YacTu.

Jlvua, npucytcTBoBaBLIKE Mpu paboTe KOMUCCMKU, CTaBAT OTMETKY OO0 O3HaKOMIIeHUM Mocrne
noanucen YneHoB kommccun.  C  akTamm  peBU3NIA, MPOBEPOK 3HAKOMAT BCEX Nul, OEeATENbHOCTb
KOTOpbIX OHW 3aTparvBatoT.

MHorve Buabl akToB noAsniexart YTBEPXKAEHMIO PYKOBOAUTENEM NPEANnpUsTUS, opraHM3aunm unm
€ero 3amMecTUTeneM, MO YyKa3aHWIo WM npukasdy KOTOpbIX paboTana KOMMUCCUS, a Takke opraHamu
KomnrermanbHOro ynpasnenus npegnpustuem (obwum cobpaHvem, COBETOM AUPEKTOPOB, MPaBreHneM)
UIn BbILWECTOSLWEN OpraHmM3aumnen.

3apgaHue 1

Bapuarnm 1. B AO «Jly4» yBonbHSeTCSA rnaBHbI akoHoMUCT Epwos .M. Ha ero mecto
HasHayeHa LLlykuHa C.H. CocTaBbTe akT cgaym- npuemMkun gen.

Bapuarnm 2. B OO0 «YanenbHuk» HayaneHWK otaena kagpos HdywHasa A.B. nepeBoguTcs Ha
apyryto paboty Ha ee mecto HasHavaeTcs lNMpoxnagHaa H.B. CocTtaBbTe akT cgayum- npuemMkm gen.

lMosicHeHus

Mpwn BbINOMHEHUN 3a0aHNSI CTYAEHT MOXET BbiOpaTh nobor BapuaHT.
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Mpy yBONbHEHUM MMaBHbIX CNeLuanncToB opraHu3aLum NpoucXoauT caada-npveMka 4oKyMeHToB
W gen, a Takke, NpU Hanuuuu, nevyatelr noapasgeneHvs BHOBb Ha3HAYeHHOMY NULY C NpoBeAeHnem
npoBepkn ux cocTosHus. [pueMka-nepegadya MNpoOM3BOAMTCA B MPUCYTCTBUM  KOMUCCUM.  AKT
noanucbIBaeTcA KoMUccuel, nepedaruMm NULOM U MPUHUMAIOLMM U YTBEPXKOAeTca pyKoBoauUTenem
opraHusaLmu.

Heob6xoamMmo co3gaTb KOMUCCUIO U yKa3aTb BCe HEOQOCTaloLLIME PEKBUSUTDI.

3apaHue 2. 18 moHsa G6puragup TIMB AO «IMyTtb» TankuH J1.C. coobwmn, 4to Ha none Ne 3,
3aHATOro noceBamMu MLEeHULbl, MaceTcs KPYMNHbIN poraTbld CKOT. 0 YCTHOMY pacnopsiKeHuUo Anpekropa
Oblna co3gaHa KoMKCCUs, KoTopasi JOKYMeHTanbHoO 3adukcMpoBana notpasy noceBoB. B xoge paboTbl
KOMUCCUM BbISICHUNOCh, 4To 15 ronoB (2BapuaHT - 20 ronos) npuHagnexart paboynm xo3sicTea U
Haxoaunuce nod npucmMoTpoM nactyxa Nynaesa B.W., a 30 ronos (2BapuaHT - 27 ronos) npuHagnexar
cocefHeEMY XO3ANCTBY M HAXOAATCA Mof OTBETCTBEHHOCTLIO 3aB. hepmon boratoro A.®.

[MoceBbl NONHOCTLIO YHUUTOXEHbI Ha 3 ra, NepeceB HEBO3MOXEH B CBA3WN C UCTEYEHUEM
arpoTeXHUYECKNX CPOKOB.

CkoT 6bIn 3arHaH Ha depmy AO «IyTb» M HaxoaAUNCst TaM OOHM CYTKU A0 BbICHEHUS
BnagenbLes.

CocTtaBbTe akT 0 NoTpaBe NOCEBOB.

TMosicHeHuUs1 u donoJsiHUMesbHbIE YCI108USs

Mpun BbINONHEHUN 3a4aHUS 2 HYXKHO:

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

2) onpeaenuTb nu1L, BUHOBHbIX B NPUYUHEHUN YyLLEePDa;

3) cocTaBuTb MPUIIOXEHWE K akTy - ChpaBKy O pa3mepe npuuvHeHHOro yuepba c yveTom
cnepylowmx ycrnoBun: ctommocTb 1 ra o6paboTkm 1 BapmaHT - 790 ycn.py6.( 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 BapmaHT - 257 ycn. py6.), 3akynodHas ueHa 1 T nweHuubl - 5200 py6., nnaHoBas
YPOXanHOCTb nweHuubl - 15 u/ra ( 2 BapuaHT- 13 u/ra), MecayHbIn oknag ctopoxa 13687 ycn.pyb.

MpakTnyeckoe 3aHsaTue Ne 5-6
MeToauka coctaBneHus u opopmneHns pacnopsanTernbHbIX 4OKYMEHTOB

CodepixaHue:

1. PaccmoTpeTb NOHATME 1 NpaBuna COCTaBreHns Npukasa.

2.YCBOUTb NOHATME M NpaBuia COCTaBMEHNsT PacnopsXXEHWIN, peLIEHNIA, YKa3aHWUN.
3. ObopMUTb JOKYMEHTHI.

1. MeToguka coctaBneHusa n opopMIieHUsi NPUKa3oB NO OCHOBHOM AeATeNbHOCTU
opraHusauum

Teopemu4eckue nosiCHeHuUs1

K npukasam no ocHoBHon pgeatenbHocTu (OfLl) OTHOCATCA npukasbl MO OpraHusaummM paboTbl
npeanpusaTus, prHaHCMPOBaHMID, OTYETHOCTU N APYTMM NPOU3BOACTBEHHBIM BONPOCaM.

[NogroToBka npukasa BKIOYAET HECKOSbKO CTagun:

- U3y4YeHue cyTu Borpoca,

- cbop HeobXoaUMbIX CBEAEHWN,

- MOArOTOBKA NPOEKTa Mnpukasa,

- cornacoBaHue NpoekTa,

- M34aHue u nognucaHue npukasa.

Mo nopy4eHuto pyKOBOAUTENSA MPOEKTbl MpuKasa MOryT rOTOBWUTb CNELManuvcTbl NpeanpuaTus.
OTV npukasbl Takke OQOPMMSITCA Ha BHYTPEHHEM oOwem OnaHke npegnpuaTust C YIoBbIM UMK
NpPoAOSbHLIM PAaCMONIOXXEHNEM PEKBU3UTOB.

PekBunantbl:

- HaMMEHOBaHWe NpeanpusTUs, Ha3BaHUe BMOA LOKYMEHTA, AaTta, HOMEp, 3arofloBOK K TEKCTY,
TEKCT, NoAMNUCb; OTMETKA O COrNacoBaHNM, OTMETKa 06 03HaKOMITEHMM, NPUINOXKEHNE.

TekcT npukasa COCTOUT U3 TPEX YacTeMN:

- KOHCTaTUpyloLLlen, pacnopsamuTeribHON U 3aKNI0YUTENBHON.

B nepBow yacTtu ykasbiBalOTCA OCHOBaHWE ANS U30aHWUs Mpukasa. 3To MOryT ObITb HOPMAaTUBHbIE
OOKYMEHTbI FOCYAapPCTBEHHbIX, MyHULIMNANbHbIX OPraHoB ( MpaBMTENbCTBA, HANOroOBOW MHCNEKLMU U Op.),
peLleHns KonnervanbHbIX OpraHoB (COBET OupekTopoB, obuiee cobpaHue), dakTbl, COObITUA WK
NpoM3BOACTBEHHAss HeobOxogMMocTb. B aTom 4yacTu XenatenbHO YykasaTb Uenb W3OaHWs MNpukasa.
KoHcTaTupytowasa 4actb He MOXeT ObiTb onyuwieHa. [Npn HeobxoguMoCTU 3Ty YacTb MOXHO AENUTb Ha
nyHKTbl. PacnopsgutenbHas yactb HaumHaetca maronom «[MPUKA3BIBAKO». Cnegytowien CTpoKon
NAWYT UCNOMHUTENSA (OOIMKHOCTb, haMunus, WHWUMAanbl) WM CTPYKTYpHOe nogpasgerneHve (T.e.
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«KOMY»), Janee yKkasblBalOT KOHKpPETHyI0 paboTy (T.e. «4TO genaTtb»), U NMOTOM CPOK BbIMOMHEHMSA UMK
OKOHYaHuWsA paboTbl (T.€. «40 KaKoro Ymcrnay).

Ecnu nopyyeHue gaetcst NOCTOSAHHOE, TO CPOK UCMOSTHEHUSA OTCYTCTBYET.

Ecnv nopy4eHuin HeCKONbKO, TO TEKCT OENUTCH Ha MYHKTbI, KaXObl U3 KOTOPbIX Ha4YMHaAeTcs C
KpacHOW CTPOKU 1 HymepyeTcsa apabcknumm undpamm.

B 3aknwounternbHOW 4acTu, nocnegHuM MyHKTOM TeKkcTa YykKasblBaeTCd [OOSPKHOCTHOe nuuo,
OTBETCTBEHHOE 3a BbLINOMHEHWe npukasa B uenom. ( pu ero OTCYTCTBUM KOHTPOMb OCYLLeCTBNAeT
pyKkoBOAUTENbL NpeanpuaTns).

Hwxe (6e3 nyHkTa) ykasbiBaeM NuL, Unv CTPYKTYpHble noapasaeneHus, KoTopbix Heobxoammo
O3HaKOMWUTbL C NPUKA3OM.

Ecnv gaHHbIN NpuKka3 oTMEHSIET paHee n3gaHHble JOKYMEHTbI, TO OHW YKa3blBalOTCA B TEKCTE.

Ecnu npukas BBOAMT B [JeWCTBME KakMe-NMMOO [OOKYMEHTbl, TO OHM OQOPMMAIOTCA Kak
npurnoxeHne K npukasy. B npaBoM BepxHem yrry nuUEBON CTOPOHblI UMW NEPBOM CTPaHULbl TakuX
OOKYMEHTOB CTaBUTCS:

«[lMpunoxeHue k npukady gupektopa AO «Jlyu» ot 08.02.2021 Ne 14».

Mpn HeobXxoAMMOCTM TEKCT Mpukasa COrMnacoBbIBAETCS CO CreuuanucTtaMmym XOo3sincTBa Wnu
OOIMKHOCTHLIMY nuuamun. CornacosaHne ohopMnsieTcs BU3ON.

Mpukas nognucbiBaeT PyKOBOAUTENb MPeanpuATUS UMM ero 3amecTuTerb, UMEIoLWUA nNpaBo
nepeor noganucu (nocne pykosoautens). NMpukas BCTynaeT B CUry C MOMEHTa MOAMUCaHWus, ecnn B
TEKCTe He yKa3aH ApYyron CpoK BBEOAEHWUS ero B encTBne.

[Mocne u3gaHuMs C MpUKasoMm O3HaKaMnvBalT COTPYOHWKOB nNpeanpusatuda. Ons sToro oguH
3K3eMNNAp BbiBELUMBAOT Ha [OCKY OObABMEHWN, Ha 3K3eMnnspe, KOTOpbIM ModwmBaeTcs B Aeno,
OUKCMPYETCA O3HAKOMIIEHWE C MPUKa3oM COTPYAHMKOB, OTBETCTBEHHbIX 3a €ro wucnonHeHue. Ecnu
npuKas Hy>xeH Ans paboTbl, TO OH KOMUPYETCSA U pa3gaeTcs COTPyaHUKaM.

MpurKa3bl N0 OCHOBHOW AEeATENbHOCTU NPEANPUATUSA XPaHATCS NOCTOSIHHO.

AHanorm4yHo npoucxoaut paboTa C TakMMu ynpasneHYeCKMMU OOKYMEHTaMW, Kak pelueHus,
pacnopsieHus.

3apaHue:

1. CoctaBbTe npoekt npukaza no OOO «Ckaska» 00 obGecneyeHuM nNPOTMBOMNOXKAPHOW
Be3onacHOCTU 1 yCUNEHMN OXpaHbl NPeanpuUATUS B NPasgHUYHbIE OHW.

2.CoctaBbTe npoekt npukasa no AO «3Hamsa» O nepexoge Ha MHTEHCUBHbIE TEXHOMOrnm
BO34erbIBaHNS OBOLUHbLIX KynbTyp. 10 nnaHy co cnegytowiero roga no MHTEHCUBHOW TeXHonorun 6yayT
BO3enblBaTbCs TOMaThl Ha nnowaaun 15 ra, kanycta - 30 ra, orypubl — 18 ra.

lMosicHeHus

Ona odopmneHns nNpukasoB HY>KHO BHUMATENbHO MpoYMTaTbh TEOpeTMYEecKMe MNOACHEHMS Mo
daHHon Teme. Bce HepocTawowme pekBu3UTbl, Heobxogumble ONA HanMCaHUA NPUKasoB, YyKasaTb
camocTodATenbHo. MNpoekTbl NprkasoB oopmnsaTca Ha bymare doopmata A4.

2. MeToguka coctaBneHMsa 1 opopMIIEHNA Pacnops)KeHUn, peLleHn, yKasaHum

Teopemuy4eckue nosicCHeHuUs1

MpaBo wu3gaHMa yKasaHWUM MpPUHAONEXUT PYKOBOAWUTENSAM OpraHv3auui, YYpexgeHun wu
NPeanpuUATMA Npu OPOPMIEHUN pELUEHMS OMEepPaTMBHbIX MPOM3BOACTBEHHbLIX U aAMWHUCTPATMBHbIX
BOMPOCOB.

YkazaHve no oopMNeHuto He OTnvyaeTca OT Nnpukasa, MMeeT TakoW xe (PopMynsap, Kak no
COCTaBy, TaK 1 MO pacnonoXeHno pekBn3nToB. O4HaKO yka3aHue JOJIKHO MMETb KOHKPETHbIX agpecaToB
(vcnonHuTenen), a ero pacnopsguTenbHas Yactb HadnHaeTcs co crosa «[MTPEOJTATAKO».

YkasaHve kak Bug AOKYMeHTa BBeJeHO B AencTeue ¢ 1970-X rogos BMECTO NPUMEHSABLUNXCA C
TOW Xe Lenbto CNy>ebHbIX 3anncokK, Cny>ebHbIX Nncem, Cny>xebHbIX pacnopsiKeHW.

PacnopsixxeHnss U3galoT Takke 3amMecTUTenun NepBOro PyKOBOAWTENS, [MaBHble CNeLuanucTbl,
PYKOBOAWUTENM  CTPYKTYPHbIX MOoApas3geneHvini Mo OnepaTuBHbIM - BOMPOCaM  XO3SIMCTBEHHOW,
NPOM3BOACTBEHHOW, aAMUHUCTPATUBHOW OedATenbHOCTU. Kak npaBuno, pacrnopshkeHve uvmeet
OFPaHMYEHHBIN CPOK [OEWCTBUS M PacrpOCTPaHAETCA Ha Y3KUA KPyr MCNONHUTENEn (CTPYKTYPHbIX
noapasgenexHun).

Mo cocTaBy pEKBM3MTOB M MX PACMONOXEHMIO PACNOPsHKEHNE He OTNMYaeTcs OT Npukasa, OgHaKo
4acTO He COAEPXKMT KOHCTaTupylwen 4vactu. B Takom cnyvae TEKCT pacnopsbkeHWs HavmMHaeTcs
HEeNnocpeACcTBEHHO C MyHKTOB, (POPMYNUPYIOLLMX pacnopsguTenbHble gencteus. Ecnv HeobxogmmocTb
OOBSACHEHUS U3OaHUS PaACMOPSHKEHUS BCE-TakM CyLLECTBYET, TO TEKCT pacnopsigMTenibHOM 4acTtu
HaunHaeTtcs co cnoBa «MPEOJTATAKO» unn « OBA3bIBAHO».

PacnopsikeHns nognucbiBatoT PyKOBOAMTENb UMW 3aMECTUTENN PYKOBOAUTENS NpeanpuaTus.
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PeweHunsa odopmnsioTcs, Kak npaBuno, Ha OnaHkax, BKMYaLWUX criegytolmne pekBU3NTbI:
Ha3BaHWe opraHa ynpasreHusi, BUA [AOKyMeHTa (pelueHwe), AaTy, WHOEKC AOKyMeHTa, MecCTO ero
n3gaHus, 3aronoBok, TEKCT, NOAMNUCH.

TeKcT pelLeHnss COCTOUT M3 OBYX YacTen: KOHCTaTUPYOLLEN 1 pacnopsiauTeNnsHON.

B KoHcTaTupylollen 4acTu ykasblBalOT COCTOSHME BOMpoca , LUenu, 3agadu uUnmM OCHOBaHWe
peLueHus.

PacnopsguTenbHas 4acTb pelleHuMs HauyMHaeTCs C HasBaHus opraHa, ero npuHMMaroLwero, u
cnosa «PELUNIT (PELUWNWN)», koTopoe nuweTcs nponucHeiMu BykBamu. PacnopagnTtenbHas YacTb, Kak
npaBumno, COCTOUT W3 HECKONbKUX MYHKTOB, B KaXOOM W3 KOTOPbIX YKasblBAOTCA WCMONHUTESb
(opraHmsaums, OOMKHOCTHOE NUUO), NpeanucbiBaemMoe OencTBUe M CPOK UcnorHeHus. B nocnegHem
NyHKTE peLleHns Ha3biBaloT NMULO, Ha KOTOPOE BO3NnaraeTcsl KOHTPOSb 3a UCMOMHEHNEM.

tOpuanyeckyto cuny pelueHne obpeTaeT nocne ero nognucaHus npeacenaTenemM u cekpeTapem
KomnnernanbHOro opraHa, NPUCBOEHUSA OOKYMEHTY HoMmepa (T.e. peructpauum) v MnpocTaBreHus Aathbl.
[aTol pelueHuns siBNsieTcst ata NpoBeAeHWs 3acejaHunsi KonnernanbHOro opraHa, Ha KOTOPOM OHO Obino
NPUHATO.

3apaHue. CoctaBbTe ykasaHume no OOO «[llonet» o cocTtaBneHuu rpadmka OTNYCKOB Ha
cnepywoLwmnn KaneHgapHbIn rod,.

MpakTnyeckoe 3aHsaTue Ne 7
MeToauka coctaBneHus u opopmneHus
AenoBbIX Nucem
CodepixaHue:
1. NoBTOPUTbL OCHOBHbIE NOHATUS M NpaBua COCTaBMNEHUS NUCeM, AaHHble Ha NeKL UK.
2. MoBTOpUTL OhopMIeHne BnaHKoB AN NUceMm.
3. ObopmuTb NMUCbMA.

Bonpochbi 05151 noemopeHust u o6¢cyxo0eHusi:
1. NoHATME N OCHOBHbIE BUAbI MUCEM.
2. TpeboBaHus, NpeabaBnsgemMble K COCTaBNEHNIO U OPOPMIIEHNIO CYXXEOHbLIX NMUCEM.
3. BnaHkun gnsa nucem.
4. OcoBeHHOCTN COCTaBNEHNsSI MMCbMa MHOCTPAHHOMY MapTHEPY.

3apaHwe.

1. CocTtaBbTe NMCbMO TOProBOMY NMapTHEPY BalLiE opraHu3aumm o corfiacum Ha BO306GHOBNEHNE
MOCTaBOK.

2. CocTtaBbTe MUCbMO-NPETEH3UIO O 3a4EPXKKe MOCTABKM TPEX KOMMIEKTOB Mebenu.

Mpn BbLINONHEHWM 3afaHWs OOMOMHUTENbHbLIE YCMOBUSI M HEOQOCTAOLWME PEKBUSUTLI YKaXKUTE
CaMOCTOSITENBHO.

MpakTnyeckoe 3aHsaTue Ne 8-10
MeToguka coctaBneHnsA u oPopMIIeHNA JOKYMEHTOB
no JINYHOMY COCTaBy

TpyooBble npaBOOTHOWEHUS paboTtogatens (opraHv3aumu, ydpexgeHus) u paboTHuKka B
Poccunckon ®egepaummn perynupytotes TpygoseiM Kogekcom. Bece atanbl TpygoBoro umkna ot npuema
Ha paboTy HOBOro COTPyAHMKA OO €ro YBONbHEHMS MoanexaT AOKYMeHTupoBaHuto. COBOKYMHOCTb
B3aUMOCBSI3aHHbIX JOKYMEHTOB, B KOTOPbIX 3a(PUKCMPOBaHbI dTanbl TPy40BON AeATENbHOCTM paboTHMKE,
HasbIBalOT oKymeHmauueul o AU4HOMYy cocmasy.

[okymeHTauMio no nuM4HOMY cocTaBy (MepcoHany, kagpam) MOXHO krnaccudumumpoBaTb Ha
YyeTbIpe rpynnebi:

- OKyMeHTauusi, CBsA3aHHAs C KOMMNIIEKTOBAHNEM MepCoHarna opraHusawumuy;

- AOKYMEeHTauusl, CBsi3aHHas C MPOLEeCCOM NPOABWKEHUSA NepcoHara no cnyxoe;

- [AOKyMEHTauusl, CBsi3aHHas C BbINOITHEHWEM paboTHMKOM TpeboBaHWI TPY40BOM AUCUUMIIVHBI;

- AOKYMEHTauusi, CBsi3aHHasi C MNpeKpaweHneM TpyAoBbIX OTHOLWIEHMN paboTHUKOB C
paboTogarteneM, ¢ yBONIbHEHNEM.

1. MeToauka cocTaBreHusi U ohopMneHus 3asaBneHnmn
CodepixaHue:
1. PaccMoTpeTb NoHATHE M BUAbI 3asiBNEHWIA.
2. N3yunTb npasura coCcTaBreHus.
3. OdbopmMuTbL 3asBNEHUS.
Teopemuyeckue NosiCHeHUs1
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JokymeHT, coaepxawiuin npocbOby uNM nNpeanoxeHue OOHOTO MW HECKOMbKMX — nuu,
aapecoBaHHbIV PyKOBOOAUTENIO UMW AOMKHOCTHOMY MWLy OpraHvM3aLumn Ha3biBaeTcs 3adBNeHNEM.

Mo copepxxaHuto 3asiBNEHUst MOTYT ObITb Cr1yX€OHbIMU N JTUYHBIMU.

CnyxebHble coCTaBNSATCA OT MMEHW OOMKHOCTHbBIX NUL, NINYHbIE -OT UMEHW IPaXXaaH.

INoboe 3asaBneHne cocTouT M3 CreadylolmMx PeKkBUM3NTOB: agpecaT, ceefeHus ob afgpecaHTe (B
cnyebHoOM - nogpasgenexve, cnyxba), HaumeHoBaHWe BMAa AOKYMeHTa, AaTta, TeKCT, oTMeTka O
HanMuMn MpUNoOXeHWsl, NOAMUCb, Pe3oniouMs, OTMEeTKa O CornacoBaHUW, OTMeTKa 00 WCMONHEeHWUM
AOKyYMeHTa 1 HanpaeneHun ero B geno. JaHHble pekBuantbl ochopmnsotes cornacHo NOCT P 6. 30 -
2003.

3adaHue

1.CocTtaBbTe 3asdBrneHue C NpocbOON MPUHATL Ha OOSMKHOCTb MOCHE OKOHYaHWA BbICLLEro
y4yebHoro 3aBeeHus.

B 3asBneHnmn ykasaTtb: KOHKPETHYIO OOIMKHOCTb U OTAEN, B KOTOPOM Bbl XOTUTE paboTaTtb; Aaty, ¢
KOTOpoW XOoTenu Obl NpUCTYNUTb K paboTte; y4yebHOe 3aBefeHMEe KOTOPOE OKOHYMIWM U MPUCBOEHHYHO
KBanudukaumio.

2. CocTaBbTe 3asBneHue ¢ Nnpocbboi 0 NpegocTaBneHn agMUHUCTPATUBHOTO (akaeMUYECKOro,
oyepenHoro, BHEOYEPEQHOro) OTnycka. YKaxute MpuuuHy, NpuroXeHue K 3asiBNeHUIo U HegocTatoLme
PEKBU3UTBI.

3.CocTaBbTe 3asiBNeHne ¢ NpocbOon NpeaoCcTaBUTb KOMaHOUPOBKY. YKaXuUTe MECTO, CPOK U Liefb
KOMaHOMPOBKM, a Takke BCe HeAOCTaloLLNe PEKBUSUTLI.

4. CocTaBbTe 3asBrieHne ¢ Npocbbon U3MEHWUTb rpaduk OTnycka. Ykaxute nepuog OTrnycka no
rpadOuky M HYXHbIA BaMm, a TakkKe MPUYMHY, MO KOTOPOW HEeOoBXOAMMO U3MeHUTb rpadmk OTriycka u
HeJoCTalolWme PeKBU3UTLI.

5. CoctaBbTe 3asiBneHve C npocbbon 06 yBOMbHEHUWU. YKaxute Aaty W nNpudmnHY
YBOJSIbHEHUS, a Takke HegocTalLwmne pekBU3nThbI.

lNosicHeHus

Mpn BbINONHEHWWN 3agaHMs BCe 3asiBNEHUs] NULIYTCA OTAeNnbHO Ha OGymare dopmata A4 ot
CBOero uMeHn. Bce HepgocTaloLmne pekBusuTbl (HassaHve opraHusaummn, damunmsa pykKoBOAMTENS, AaThl,
BO3MOXHbI€ MPUINOXEHUS U T.N.) CTYOEHTbI YKa3blBalOT CaMOCTOATENBHO.

2. MeToguka coctaBneHmsa u ocpopmneHnsa aBToomnorpacpmmn, xapakrepucTuku, pesrome

CodepixaHue:

1.PaccmoTpeTb NOHATUSA U BUAObI NEPEYNCIEHHBIX JOKYMEHTOB.

2. N3yuntb npasuna coctaBrieHns n obopMreHne pekBM3NTOB B OKYMEHTaX.

3. ObopMUTL JOKYMEHTBI.

Teopemu4eckue nosicCHeHUs1

Aemobuozpaghusi He SIBNSETCA Ha CEeroAHsilHWIA AeHb obs3aTenbHbIM 4OKyMeHTOM. Bonpoc o
npegocTaBrneHMn Takoro AOKyMeHTa pellaeTca pabotogatenem u noctynawowmm Ha paboty no
B3aUMHOMY COrfnacutio.

ABTOOMOrpacmsi nuweTca OT pPyku B MNPOU3BONBbHOM KM cBOGOOHOM hOpME  U3NOXKEHUS,
NOANMCbIBAETCH COCTaBUTENEM.

OCHOBHbIE PEKBM3NTLI: Ha3BaHUE BUAa OKYMEHTA, AaTta, TEKCT, MOAMNUCH.

TekcT aBTOOMOrpadum HavnHaeTcsa ¢ MectTonmeHus "q", ganee ykasbiBaeTcs - paMunus, nvs,
OTYECTBO, faTta M MeCTO POXAEHWs, CBedeHus O poguTensx, bpatbsx M cectpax, cBegeHus 06
obpa3oBaHMK, NpodeccrMoHarnbHble HaBbIKK, OMbIT, UMEKLMECH Harpadbl, neyaTHble paboThl, 4EroBble
KayecTBa, OCOOEHHOCTM XapaKkTepa, CEMENHOE MOMOXEHNE U CBEAEHNS NP0 CEMbIO.

UTtobbl 3TOT AOKYMEHT ObIiN NOMe3HbIM, HEOOXOAMMO, YTOObLI OH COAep’Kan To, Yero HeT B APYrux
OOKyMeHTax, npeabsBnsdeMblXx KaHOMAaToM Mpu MocTynneHun Ha paboTy. Begb ©Oonbliasi yactb
MHdOpMaLnK, U3MNOXEHHOW B aBTobmorpadun, daktnyeckn gyonvpyeTt cBegeHus Apyrnx LOKYMEHTOB:
obpa3oBaHuMe, cemMenHoe NONOXEHNE, rae 1 B Kakoe BpeMs paboTtan v T.4.

HekoTopble opraHvM3aumm MOryT B peKkOMeHAaTeNbHOM Mnopsiake (MCXOAds M3 CBOMX MHTEPECOB)
NPEAnoXWUTb COUCKaTEeNio OCBETUTb B aBTOOMOrpaum MNpuYMHbI YBOJTBHEHUS C Mpeabiaylimnx MecT
paboTbl, NpebbiBaHMe noa CyooM W CREACTBMEM, OMNbIT paboTbl, MO KakMM-NMMOO MpuyMHaMm He
OTPaXeHHbIM B  TpydoBOM  kHWXke. [ononHuTenbHas, HeobsizaTenbHas, CcamMoCToATENbHas,
HedopmanbHas MHpopMauus OMmKHA 3aHUMaTb B aBTobuorpacmm okono YeTBepTy BCEro TEKCTa.

3adaHue. CocTaBbTe aBTOGUOrPacdMio.
B pesrome copepxutcs kpaTkas WHopmaums o cebe, cocTaBrneHHas MpeTeHAEeHTOM Ha

BakaHTHoe MecTo. B kakon-to mMepe OaHHbIN OOKYMEHT MNOo3BOJ1AeT pPYKOBOACTBY OpraHu3auunn
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NnpeLBapuUTENbHO 03HAKOMUTBLCS C COMCKATENsIMM C TeM, YTOObl MpU HEMOCPeACTBEHHOM KOHTaKTe
OCTaHOBUTLCS HA OJHOM U3 HUX.

Mo copepxxaHuto pe3tome MOXeT ObITb KpaTKUM M NOMHbIM (MOAPOGHbIM).

OCHOBHbIE PEKBM3NUTLI: Ha3BaHUE BUAA AOKYMEHTA, AaTta, TEKCT, MOAMUCH.

[daTta cocTaBneHusi pesioMe - cBexasl AaTa NOBbILAET AOCTOBEPHOCTb 3aMHTEPECOBAHHOCTU B
OaHHoN paboTe, cTapas faTa MOXeT CBUAETENbCTBOBATL O AaBHUX NOMCKax paboTbl B pasHbiX MecTax.

CneumanucTbl KagpoBbix cryx6 cumTaloT Hanbonee NPUEMNEMON CeYOLLYI0 CTPYKTYPY TeKcTa:

- 3arofloBoK - hamunus, NMsi, OTYECTBO KaHOMOaTa;

- OCHOBHble fWYHble AaHHble - fdaTa M MeCTO poXAeHusd, agpec, TenedoH, cemenHoe
MOSOXEHHNE;

- uenb obpalleHmns - Ha KaKyko OOMMKHOCTb, paboTy M Ha Kakue yCnoBus NpeTeHAYeET;

- ’xenaemas 3apaboTHas nnaTa;

- obpasoBaHue (B 0OpaTHOM XPOHOMOrMYeckoM nopsake)- AaTbl, Yy4yebHble 3aBegeHus,
nosny4eHHas crieumanbHOCTb U NPUCBOEHHAas KBanudukauus, a Takke Harpagbl, Npusbl 1 3BaHUS;

- OnbIT paboTbl (B 06pPaTHOM XPOHOOMMYECKOM NOpsiAKe) - A4aTbl, MecTa paboTbl, 3aHMMaeMble
OOIMKHOCTM, BbIMNOMHSIEMble (PYHKLUM 1 NPOGECCUOHarnbHbIE OOCTMKEHUS;

- [AOMOSTHUTENbHLIE CBEAEHUs1 - AaHHble O OOMOMHMTENbHbIX 3HAHMSAX U HaBblkax, MMEHLLNX
OTHOLUEHMe K JaHHOW paboTe, BaxHbIX akTax oOuorpacmm M NUYHBIX KavecTBax: BrageHue
WMHOCTPaHHbIMK s3blkamMu (CBOOOAHO, B COBEPLUEHCTBE, CO CNoBapeM), BfafgeHne HaBblkaMu paboTbl Ha
KOMMbtoTepe (KenaTenbHO C yKazaHMeM MporpamMMm), Hammune BOAUTENbCKMX NPaB U ONbIT BOXAEHUS,
cBefeHns 00 oOLeCTBEHHON [OeATEenbHOCTUM, CBEAEHUMS O BOEHHOW CryX0e W BOMHCKUX 3BaHWUSIX,
Cepbe3Hble YBIEYEHMS Ha [OCyre, MMEeKLLMe OTHOLLEHWE K JaHHOW paboTe M OOCTUIHYTbIE YyCrexwu,
yKa3aHne roTOBHOCTU K CBEPXYpOvHOW paboTe, KOMaHOUPOBKaM U CMEHe MecCTa XWUTenbCTBa, NUYHble
XapakTepUCTMKM (akkypaTeH, Tpydonobus, 4ecteH, TpebosateneH Kk cebe W Opyrum, nuaepckue
KayecTBa), CBE4EHMS O peKkOMeHOaUmnsX.

CTtunb HanucaHus pestomMe AOSMKEH 0TBEYaTh crieayowmnm TpeboBaHNAM:

- KPaTKOCTb - OTCYTCTBME JTULLUHUX CNOB, ANMMHHbLIX, HENOHATHbIX coxpau.LeHwZ N TEPMUNHOB;

- KOHKPETHOCTb - OTCYTCTBME HETOYHOW WU NUWHEA MHOopMauMu, HEe WMMEoLWEen MNpsMoro
OTHOLLIEHMS! K BaKaHCUK;

- LerneHanpaBneHHOCTb - W3NOXEHWe [NaBHbIX CBEAEHWN, MNOATBEPXAAKWMX NpaBo
npeTeHaoBaTh Ha AaHHYO OOMKHOCTb;

- YeCTHOCTb - OTCYTCTBME HELOCTOBEPHON MHGOPMALMK.

MopnucbiBaeT JOKYMEHT COCTaBUTENb.

3adaHue. CocTaBuUTb OT CBOErO UMEHM pestoMe (KpaTKkoe Unu NorHoe) Ansi npyemMa Ha pabory.

Xapakmepucmuka

JocTtaTtoyHo YacTo BO3HMKAET HeOOXOAUMOCTb MUCbMEHHO OXapakTepu3oBaTb TOro WUMKU UHOTO
COTpyAHuKa. MpUYmMHbLI MOryT HOCUTb BECbMA LLUMPOKUIA XapaKTep - OT MfaHOBOW aTTecTaumm paboTHUKOB
opraHu3aumm 0o obpalleHns ¢ 3anpocamMu OopraHusauuin, BOEHKOMATOB, KOHTPOSMbHbIX, CreACTBEHHbIX
OpraHos.

B 3aBucCMMOCTM OT HasHauyeHust GyoeT M3MeEHATbCS cogep)KaHue, OO0beM, a TakkKe CpPOKU
NpeacTaBneHnst XapakTepucTukM. Bce xapakTepucTukM MOXHO pasgenuTb Ha cregylowme Bugbl:
cnyxebHbie, pekoMeHOamersibHbIe, ammecmayUoOHHbIE, YacmHbIe ((byHKUUOHAaITbHbIE).

CnyxebHasa xapakmepucmuka - Haubonee pacnpocTpaHeHHas u Hamboree yHuBepcarbHas
hopma xapakTepucTukM. Bblgaetcst BO Bcex cry4asix, Korga Bo3HMKaeT HeOOX04UMOCTb KOMMMEKCHO U B
TO XXe Bpems JOCTAaTOYHO CXaTO OXxapaKTepusoBaTb COTPyOHUKA. BbiBog cocTaBnseTcs B MPOU3BONbHON
dopme U1, Kak MPaBuIio, pe3toMMpyeT CoaePKaHNe JOKyMEHTa.

PekomeHOamenbHasi xapakmepucmuka WMeeT LUenblo, Kak cnegyeTr U3 ee  HasBaHus,
OTpeKoOMeHAoBaTb COTPyAHWKa Apyron opraHu3aummn (yvyebHomy saBegeHuto). OCHOBHOe BHVMMaHve B
TEKCTE XapaKTEPUCTUKN yOEensdeTcs packpbiTUIO TEX 3HAaHUA U HABbLIKOB, a TakkKe 4YepT Xapakrepa,
KOTOpble WMEKT Haubornbluee 3HadyeHve Ans Oyayulen [esaTenbHOCTM npeactaBnsemoro. BeiBog
XapaKkTepUCTUKN NoATBEpXOaeT WIW, HanpoTUB, ONpOBEpraeT MPUrOAHOCTb MPEACTaBNSIEMOro K TOMY
U NHOMY BUAy OESATENbHOCTH.

AmmecmayuoHHble  XapakmepucmuKku — (ammecmayuu) — OTAMYalTCsa  OT  CNy»KebOHbIX
NepUoaNYHOCTBIO COCTaBMEHMS U MOAYMHEHHOCTBIO CopepXaHus 3adadam aTrectauun. B BbiBoge
OObIY4HO OTpaxaeTcsd COOTBETCTBME NPEACTABMASEMOrO 3aHMMAEMOW [OIHKHOCTW, YKasblBaeTcs
BO3MOXHOCTb (MMM HEBO3MOXHOCTb) BbIABWKEHUS €ro Ha BbICLUYO AOMMKHOCTb (NepemelleHus Ha
paBHO3HAYHY0), @ B OTAENbHBIX CIyYasix - U AMsl CHUKEHUS B LOIDKHOCTN.

YacmHble (QpyHKYUOHasbHbIe, Obimosbie) xapakKmepucmuKu CIyxaT AN OCBELLEHUS OTAENbHbIX
CTOPOH AEATENBHOCTU COTPYAHMKA, OMUCAHWUS TEX WM MHbIX CMOCOOHOCTEW, HaBbIkoB M T.4. B BbIBOAE
XapaKTEPUCTUKN OTPaXKaeTCs KOHKpPEeTHas Lefb ee HanucaHus, Hanpumep, "[Ons npoaneHns TpygoBoOro
cornawieHusa" u T.n.

30



[Ona nNOAroToBKM WM COCTaBMEHMS XapPaKTEPUCTUKM HEOOXOoAMMO WMETb [AOCTaTO4YHYH
nHopMaumio 0 xapakTepusyemom uyenoBeke. CopepxaHue XxapakTepUCTMKM OOIMKHO ObiTb Bceueno
NOAYMHEHO ee HasHa4veHuto. CBeaeHns JOMKHbI ObiTb OOBEKTMBHLIMUW, LOCTOBEPHBLIMU U MPaBAMBLIMU U
npegenbHO KOHKPETHbIMM, HO B TO >Xe BpeMs OaBaTb pasBepHyToe, obliee npeacTaBreHve o
xapakrtepudyemoMm. Lludpbl (cTaTnctudeckue paHHble U T.M.) MOryT NPMBOAUTBLCA B OOHOM- OBYX
NPeLNOXEHUsIX, TaK Kak 3aTPYLAHSIOT LIENTOCTHOE BOCMPUSITUE TEKCTA.

XapakTepucTuka coctaBnsieTcs Ha obwem GnaHke opraHnsaumm unu Ha nuctax A4 n cocTouT 13
cregyrwoLlmnx peKBM3UTOB: HaVMMEHOBaHWe OpraHu3auunW, CnpaBoYHble [OaHHble 00 opraHu3auuw,
HaMMeHOBaHWe BuAa OOKYMEHTa, AaTta, TEKCT, NpunoxeHne, nognucy, nedats. O6beM xapakTepuUCTUKK
He [OfKeH npeBbiwaTe ogHoro nucta. CTunb M3MOXeHWst [OoSkeH ObiTb AenoBbiM, MOAYEPKHYTO
HeWTparbHbIM MO OTHOLUEHMIO K XapakTepu3yeMoMmy. TekCT nuweTcsa B YTBEPAUTENIbHOM HaKMOHEHUM
("xapakTepusyetca”, " cnpaensetcsa”), popMynupoBKM B cocrnaratenibHoM HaknoHeHun ("mor 6bl") He
NPUMEHSIIOTCS.

TeKkCT OOMMKeH NncaTbCs MPOCTbIMU NPELTIOKEHUSMU C UCMONb30BaAHMEM TUMOBbLIX 0OOPOTOB U
CMOBOCOYETaHWNA, CTaHAapTHOW TepMuHonorun, 6e3 CcoKpalleHun (kpoMe Tex crnyyaes, rge 9To
OencTBUTENBbHO Heobxoaumo).

CTpyKTypa TeKcTa XapaKkTepuCTUK BO BCEX CIy4asix OAMHAKOBa U COAEPXKMUT: KpaTkue CBeAeHUs O
XapaKkTepuayemMoM, OCHOBHOW TEKCT, BbIBOAbI.

TeKCT XxapaKTepUCTUKN HaYMHAETCS C yka3aHus haMuinm, UIMEHN N OTYECTBA XapaKTepunsyemMoro
nuua, KpaTtkMx Ouorpaduyeckmx cBefeHuid o Hem ( rog poxaeHus, obpasoBaHue, cTax paboTbl B
OopraHusauun, 3aHMmaemas B lEI.aHHbIl\/'I MOMEHT AOJMKHOCTb U T.I'I.).

OCHOBHOIN TEKCT usnaraeTcsi B TakOM MOCMefoBaTeNbHOCTU - obLas KpaTkas XapakTepuctuka
OeAaTenbHOCTUN NPeacTaBnsemMoro, ero

OTHOLLEHME K nony4eHHoMmy aeny. [lanee gaetca 6onee nogpobHas xapakTepucTuka BnaaeHus
cneunanbHOCTbIO, Hanun4yne n crteneHb pa3BuUTUA I'IpO(*)eCCI/IOHaJ'IbeIX 3HAHUA © HaBbIKOB, Hanun4dne "
CTeneHb pa3BUTUA BTOPOCTENEHHbIX 3HaHWA N HaBbIKOB (I'IO CMeXHbIM crneunanbHOCTAM , BnageHue
MHOCTPaHHbIMU A3blKaMW, TEXHUKOWN U T.I'I.), KpaTKI/II7I nepevyeHb OCHOBHbIX ,EI,OCTI/I)KeHI/II7I N HeJOCTaTKOB B
OEeATENbHOCTM, MeponpuaTUSa, CnocobCTBOBaBLUME POCTY  (CHWDKEHWMIO)  KBanudukaumm, KpaTKun
COLManbHO-NMCUXOMNOMYecknn  nopTpeT (4epTbl XapakTepa, JWYHOCTHbIE KayecTBa, BaXHenwue
HaKMOHHOCTM M WHTEPECHI), COCTOSIHWE B3aUMOOTHOLLUEHUM C Konneramum no paboTte, cemenHoe
nornoxeHue, ymeHve pabotaTb B KOMaHAe, OTHOLUEHME K KPUTMKE M HegocTaTkam B pabote. B psge
crny4aeB He06XoaANMO YNOMSHYTb O COCTOSIHUM 300POBbS KaHauaaTa.

Mpn Heob6xoaMMOCTN B OCHOBHOWM TEKCT MOXET ObiTb BKMHOYEHA W Apyras BaxkHasi ans gaHHON
XapaKTepUCTUKM nHdopmMmaums (Hanpmmep, onbiT CaMOCTOSTENBbHON paboThl, NpebbiBaHMe B 3apyOexHbIX
KOMaHOMpOBKax, pa3BuUTUE OTAENbHbIX Ka4eCTB - PYKOBOASALLMX, O0yYatoLLnX).

OCHOBHOW TEKCT pa3MeLLaeTcsi Yepes MHTepBar OT KpaTKUX CBEAEHMWI O NPeaCcTaBNseMOM.

BbiBOAbl npeactaBnaAldT  coOOOM  pe3toMUPYHOLLYIO,  MOALITOXMBAOLLYIO — 4YacTb  TeKcTa
XapaKkTepUCTUKN 1 BKNIOYalOT B cebs 06bI4HO OAHO-ABa NPEANOXEHMS C KOHKPETHBIMU pEKOMEHAaLMAMN,
KacaloLumcs, kak NpaBuino, NepcrnekTMBHON AeATeNbHOCTU XapakTepmu3yemoro.

XapakTepucTuKy noanucbiBaldT COCTaBUTENb (Kak NpaBuio, 3TO  HENOCPEACTBEHHbIN
PYKOBOAUTESb) U PyKOBOAUTENb OpraHm3aumun. lNMognucu 3aBepsaioTca nevaTbio opraHnsaumnmn.

3adaHue. CocTaBUTb OT CBOEMO MMEHWN XapakTEPUCTUKY Ha CTapoCTy rpynnbi.
3. MeToguka coctaBneHUsa 1 opopmMneHUs NpuMKasoB Mo MIMYHOMY COCTaBy

CodepixaHue: PaccMOTpPeThb:

1. MoHsITUE 1 BUAbLI NPUKA30B, CBA3AHHbIX C MEPCOHANOM OpraHu3aLmu.

2. 3yunTb npaBwna cocTaBreHnsi LOKYMeHTa 1 0pOpMIEHNE PEKBU3NTOB.
3. OcbopMunTb NpurKasbl.

Teopemuy4eckue NMosICHeHUs1

Mpuka3sbl 4enaTca Ha ABa OCHOBHbIX BMAA: NO NepCoHany opraHvM3aummn 1 no OCHOBHOWM
aeaTenbHOCTW. [pukasbl, CBA3aHHbIE C NEPCOHaNoOM OpraHusaummn, NogpasnensoTcs Ha ABe rpynnbl:

- Kagposble,

- MO NINYHOMY COCTaBy,

lMpuka3amu no nuyHomy cocmasy (J1.C.) opopmMnaTCca nNpueM, YBONIbHEHNE COTPYLHMUKOB,
nepeBoa Ha Apyryto paboTy, AnuTenbHble KOMaHAMPOBKU U OTNYyCKa.

3aknoyeHne TpygoBOro KOHTpakTa ¢ paboTHUKaMM He McknodaeT nsgaHua npukasa no J1.C. (cT.
68 TK P®)

Odopmnsotca npukasbl no J1.C. Ha BHYTpeHHMX OnaHkax npegnpuAaTva C YIMOBbIM - UMK
NPOAOSbHBIM PaCroNOXXEHNEM PEKBU3UTOB.
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Mpukasbl no JinyHomy CocTaBy (hOpMUPYIOTCA B OTAEMNbHOE OEeno M MMEelT CaMOCTOSTENbHYIO
Hymepauuio ¢ JobaBneHvem nHaekca:

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

OCHOBHbIE PEKBU3UTDI:

HavmeHoBaHue npennpuATus, HasBaHWe [OOKYMeHTa, gaTa, WHOEKC, MEeCTO COCTaBMeHus
(M3paHust), 3aronoBOK, TEKCT, MOAMWCb, BU3a, OTMETKa 006 O3HAaKOMIIEHUW, OTMETKM 00 WUCMONHEHWUM
OOKyMEHTa M HanpaBfeHun ero B Aeno, MNpuoXeHue.

3aronoBok Kk TekcTy npukasa no JI.C. moxeT ObiTb cnegywowmm: - "O npueme Ha paboty
CepreeBa C.1.”, “O6 yBonbHeHun Cepreea C.N.”, “O6 nameHeHun wtatoB 3A0” — ecnn peyb MOeT O
HECKOMbKMX COTPYAHUKAX.

TeKkCT npukasa OenuTCA Ha KOHCTaTMPYIOLLYI0 M pacnopsagutenbHyto vactu. B nepson yvacTtu
yKas3blBalOTCA MPUYMHBI U3[aHWA Npukasa, Kakue-nnbo dhaktbl wnm cobbitua. Mo yCcMOTpeHuio
pyKOBOAMUTENSA KOHCTATMPYIOLLAs YacTb MOXET ObITb OnyLLeHa.

PacnopsguTenbHas 4acTb HauvMHaeTcs rnaronamu HeonpegeneHHon dopmbl: “HASHAUYUTD?,
“YBOJINTbL”, “ MEPEBECTW”, nnto “MPUKABBLIBAKD”, koTopble NULLIYTCS OT rpaHuubl FIEBOrO Nons
NPONUCHbLIMK ByKBaMMU.

Cnepnylowen CTpokow YykasbiBaeTcd aMunus coTpygHuka (MponucHbiMu GykBamu), UM,
OTYECTBO (MOSTHOCTbI), AOIMKHOCTb, CPOK M NpeanucbiBaemble OENCTBUS.

Mpn npueme Ha paboTy ykasbiBaeTcs oknag, Bua npuema (MOCTOSHHO, BPEMEHHO, C
ncnbiTaTenbHbIM CPOKOM Unn 6e3 Hero).

[Mpn yBOMbHEHUN — NPUYMHY (Kakue-nMbo AokyMeHTbl) n ctaTeto TK P®. Mpu nepesoge — HoBoe
CTPYKTYPHOE noApasferneHne, HoBYHO AOMKHOCTb, OKNaj, Bua U CPOK nepesoaa.

B cnyyae coctaBneHus npvkasa Ha HECKONbKMX COTPYOHWKOB OAHOBPEMEHHO, HE 3aBUCMMO OT
TOro, MPUHMMAOTCS OHU UMW YBOJSBHAKTCSH, TEKCT AENUTCA Ha NMYHKTbI.

Kaxgblh NyHKT HymepyeTcs apabckon umudpon, HaumHaeTCa C KpacHOW CTPOKM U KacaeTcs
OTAENbHOro coTpyaHuka. Nocne Kaxgoro NyHKTa, Yyepes Ase CTpoku nuwetca “OcHoBaHue:”, B KOTOPOM
YKa3blBaOTCA AOKYMEHTbI, MOCNYXXUBLUME MPUYMHON M3OaHMs npukasa (3asiBrneHve, AoKnagHas wru
obbsAcHMTENbHAs 3anuncka, unu ctatbsa TK PO).

Mpukasbl no J1.C. nognucbiBalOTCA pyKOBOAMTENEM MNpeanpusTUs, BUSMPYHOTCH COTPYAHMKOM,
oTBevarLWwmm 3a paboTy ¢ nepcoHanom npeanpuaTms (IOPUCKOHCYIbT, MHCIEKTOP oTAena Kagpos v T.n).

Mpukasbl no J1.C. gomkHbl 006bABNATLCA paboTHUKY Noa pacnmcky. OH cOBCTBEHHOPYYHO NuLeT
HWKe noanucu pykoBoguTenss u Bu3bl “C Npuvka3oM O3HAKOMIEH”, HWXe CTaBUT CBOK MNOAMNUCb C
pacmnpoBKOM 1 AaTy 03HAKOMITEHUS.

Ocoboe 3HayeHMe aTa OTMETKa MMEET Ha Nnpukaszax 00 YBONbHEHUW — MpPU BO3HWUKHOBEHWM
crnopoB paboTHMK BrpaBe 00paTUTbCA B CyA B TEYEHME MecsiLa CO OHS O3HaKomrieHus ¢ npukasom (TK
P®).

Mpukasbl no J1.C. xpaHatca 75 net

B npouecce gesaTenbHOCT OpraHM3aummn n3garTcs U gpyrue npvkassl no pabote ¢ nepcoHanom:
N NOOLLPEHUSIX, O B3bICKAHMSAX, OTMNYCKax W T.M.

910 Kadpoebie npukasbl. OHU XpaHATCS Tpu roga M noatoMy ¢opmMupyroTcs OTAENbHO OT
npukasos no J1.C. n nmetoT camoctonTenbHy0 Hymepauuto - Ne 1k, Ne 2k, Ne 1K.

UTtobbl COKpaTUTb KONMUYECTBO AernoBbix Oymar, msgaBaembiM MO CTaHO4ApPTHbIM CUTyauusim,
pa3paboTaHbl YHUDULMPOBaHHbIE (POPMbI MPUKA30B (pacrnopsikeHun) : o npueme Ha paboty (popma
NeT-1), o nepesoge paboTHuka Ha Apyryto paboty (dopma Ne T-5), o npegocTaBneHun oTnycka
paboTHuky (cpopma NeT-6), o npekpalleHn1 eNCTBUSA TPYA0BOro goroBopa ¢ paboTtHukom ( popma NeT-
8).

3adaHue:

1. CoctaBbTe Npuka3(bl) N0 3asBNEHMAM, HAaNNCaHHbIM Ha 3aHAaTuK 1.

2. MopgroTtoBbTe NPOEKT NprKasa no IMYHOMY COCTaBy Ha OCHOBAHWUW CREAYOLWNX JOKYMEHTOB:

1. 3asiBneHne meHemxepa no nepcoHany AdetoyknHon M.U. ¢ npocsbon npegoctaBmTb OTNYCK MO
yxofy 3a pebeHKoM 00 AOCTVXKEHUS M TPeX feT.

2. BasaBneHue Xypasnesow MN.H. o npueme nHcnekTopom otaena Kagpos.

3. 3agenenne arpoHoma Cemeuko C.O. 06 yBONbHEHUM NO COOCTBEHHOMY >XEMNAHMWIO B CBSI3N CO
CMEHOW MeCTa XUTeNbLCTBAa.

4. [loknagHas 3anucka HavanbHuKa Lexa pacTeHueBoacTBa lMwenHuubiHa B.M1. 06 ouepegHom
HapyLleHUM Tpy40BON AUCUUMIMHBI TPAKTOPMUCTOM-MalumHnucToM Jdebowmpom M.A.

lNosicHeHus

[Mpwn BbINONMHEHWM 3adaHus criegyeT oOpaTUTb BHUMaHUE Ha OPOPMIIEHME PEKBU3UTOB MpurKasa,
ocoboe BHMMaHWEe 0OpaTUTb Ha OGOPMIIEHME PACMOPSAUTENbHOM YacTu TeKCTa, O YeM MOEeT peyb B
TEOPETUYECKUX NMOSICHEHUSIX.

[na KayeCTBEHHOrO BbIMNOMHEHNS 3agaHWs HeobXoAMMO yKa3aTb CaMOCTOATENbHO BCe
HeJoCTalLlWmne PEKBUSUTDI.
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4. MeToaQuKa cocTaBrieHUA U O(bOpMneHVIﬂ TPYAOBbLIX KOHTPAKTOB

CodepikaHue:

1. PaccmoTpeTb NoHATME TPyAOBOro AoroBopa U TpeboBaHms K HEMY.

2. i3yunTb npaBuna coctaBneHus u oopMIieHne PeKBU3UTOB B JOKYMEHTAX.
3. O3HaKOMUTBLCS C NpUMepPamMmn opopMNeEHUs TPYAOBOro A4oroeopa.

Teopemuy4eckue nosicHeHust

3aknioveHne TpyAoBOro poroBopa Mexgy paboTHukom w  pabotogaTtenem  sBnsieTcs
ob6sa3atenbHbIM (CT. 16 TK PO).

CrtopoHamu Tpy4oBOro forosopa siBnsitoTca paborogatens n paboTHuk. Pabotogatenem moxet
BbiCTynatb foboe npeanpusaTve, He3aBUCUMO OT OpMbl COOCTBEHHOCTW, @ TaKke rpaxgaHe, T.e.
dusmyeckme nuua. PaBoTHUKOM MOXET SIBMATbCS TONMbKO U3Mdeckoe nvuo, BCTYMNMBLLEE B TPYOOBbIE
OTHoOLLEeHMs ¢ paboTogaTenem.

Bospacm, ¢ komopozo donyckaemcs 3aKnodeHue mpydogo2o 0o2oeopa, 02080peH 8 cm.63 TK
P® u cocmasnsem 16 nem.

B oTaenbHbIX cnyyasix, nogpobHO paccMoTpeHHbix B TK P®, Tpygosow [0roBop MOXET
3akno4aTbes ¢ nuuamm, He gocturwmmim 16-neTHero Bo3pacTa, HO TOMbKO B Crlyvae, ecnn aTa paboTta He
NpuHeceT Bpeda MX 340POBbI0 U He ByaeT HapylaTtb npouecca obyyeHust. Takke anst aToro Tpedyertcs
cornacue ogHoro u3 poguternen (onekyHa unu noneyntens).

Y HecoBepLUEeHHONETHUX pPabOTHMKOB CYLLECTBYIOT KaK onpegeneHHble nbroTbl (CT.CT.
69,70,122,266,267 TK P®) Tak n psig 3anpeToB (CT. CT. 244, 265,268,282 TK P®).

He moryT ObITb CyGbekTamum Tpy4OBOro npaBa HeaeecnocobHble rpaxxaaHe. CnegyeT yunTbiBaTh,
YTO HeL,eecnocobHOCTL rpaXaaHuHa yCTaHaBMBAETCS CYy4O0M.

YHucumumposaHHon opmMbl TPYAOBOrO AOroBopa He CyLlecTByeT. 3akOH yCTaHaBnuBaeT psfq
TpeboBaHui, KOTOpble HEOOXOAUMO YYMUTLIBATb MPU COCTaBNEHUN U 0OOpPMIEHNM TPYLOBOrO [OroBopa.
[oroeop 3aknto4vaeTcs B NMUCbMEHHON (POopMe, COCTaBNSAETCA B 2 3K3eMnnspax, Kaxabl U3 KOTOpbIX
nognuceliBaeTca ctopoHamu. OpuH  3k3emnnsp nepegaeTrcd  paboTHUKY, AOPYyroW XpaHuTca Y
pabotogatena (ct. 67 TK P®). Co cTopoHbl paboTHMKa TpyOooBOW AOrOBOP MOAMUCLIBAETCS UM
CaMOCTOATENMbHO, CO CTOPOHbl OpraHM3aumMm - YMNOMHOMOYEHHbIM JIMLUOM, HadeneHHbIM MpaBoM
3akntoyaTb Tpyaosble goroeopsbl (cT. 20 TK PO).

Tpydosol 0o2080p 3aKnHaemcs mosibKo 00UH pa3s - npu npueme pabomHuka Ha pabomy.

TpyooBble 4OroBOPbI MOTYT 3aKMHOYaTLCS:

- Ha HeomnpeaeneHHbl CpoK,

- Ha onpefeneHHbIN Cpok He Bonee NATK NeT (CPOYHbIA TPYAOBON LOrOBOP).

B TpygoBom gorosope MOryT npegycmatpuBaTbCs YCIOBUS:

- 06 ncnblTaHuu,

- HepasrnalleHun rocyaapCTBEHHON, Cy>KeBHOWM NN KOMMEPYECKON TalHbl,

- 0bsi3aHHOCTN paboTHMKa OTpaboTaTb Mnocne obyyeHWst He MeHee ONpedenneHHOro Cpoka
(ecnu oby4yeHne nNpon3BOANNOCH 3a cHET paboTogaTens),

- WHble YCNOBMSA, He yxydwarwlme MornoxeHne paboTHMKa MO CpaBHEHUIO C TpyaoBbIM
KOLEKCOM.

Ycnosus goroBopa MoryT ObiTb M3MEHEHbl TOMbKO MO COMMALIEHU0 CTOPOH M B MUCbMEHHON
dopme.

[oroBop BCTynaeT B CUIy CO AHS ero noanucaHns paboTHMKOM 1 paboTogartenem.

Tpydosoli 0oz2060p LOOMKEH WMETb. HaMMEHOBaHWE OpraHu3auumv, HavMMeHOBaHue Buaa
OOKyMeHTa, AaTty, Homep, MECTO COCTaBIEHUS, TEKCT, Nnoanucu pabotogarens u paboTHrKa, nevaTb.

[aTton goroBopa siBAGeTCA faTta ero nognncaHus CToOpoHamu.

B TekcTe ykasbiBaeTcs: HammeHoBaHue paboTtogatens, dhamunusi, UMsi, OTYECTBO pabOoTHMKa,
MecTo paboTbl, AaTa Havana paboTbl, AOMKHOCTb, KBanndukKaums, B, 4OroBopa, UcnblTaTerbHbIN CPOK,
npaBa u ob6sA3aHHOCTM paboTHMKa, NMpaBa M 06A3aHHOCTM paboTogaTend, XapakTepUCTUKU YCIOBUN
Tpy4a, PeXvMM Tpyga U OTAbiXa, KOMMEHCAUUM M NbroTel paboTHUKY, yCnoBus onnaTel TpyAa, Buabl U
YCITOBMS COLMArbHOro CTpaxoBaHus, Apyrne yCroBusl.

TpynoBble 4OrOBOPLI:

- ogopmMnsTCs Ha GraHke AoroBopa Unu Ha CTaHAapTHLIX NucTax A4;

- BKITHOHAKTCA B COCTaB NMYHbIX AeN pabOTHUKOB;

- dhopmupytoTCa B oTAENbHOE Aeno no andasuTy damunuin paboTHUKOB (eCnu NMYHbIE Aena
He 3aBOAATCA);

- XpaHartca 75 ner.

3apaHue.

1. PaccmoTpeTb oTaernbHble ctatbi TpyaoBoro kogekca PO.
2. MopgpobHO 03HAKOMUTLCS C MpMMEpPaMn 0POPMIEHNS TPYAOBOro 4OroBopa.
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CamonoarotoBka oGy4atoLLMXcsl K NPaKTUYECKUM 3aHATUAM OCYLLECTBNAETCS B BUAE NOBTOPEHMS!
(paccMoTpeHUs) TeopeTyeckoro MaTepuana, npasun oPOPMITEHUS] JOKYMEHTOB, a Takke BbINONHeHNs
3aaHMin Mo anropuTMy, 3adaHHOMY Ha MNpaKTUYecKOM 3aHATWMKM, MNOArOTOBKM MO BonpocaMm AOns
camonpoBepku. MNepea NpakTUYeckUM 3aHATUEM CriedyeT U3YUYUTb KOHCMEKT NEKLUUM 1 peKoMeHO0BaHHYo
npenodasateneM nuTepaTypy, obpallas BHUMaHWe Ha NpakTUYeckoe TMPUMEHEHNe Teopuu U Ha
METOAMKY OcOpMINeHuss [OOKyMEHTOB. Ha npakTMYeckoM 3aHATUM [NaBHOE — YSACHUTb CBSA3b
BbINOMHSAEMbIX 33aHUI C TEOPETUYECKUMU NOMOXKEHUAMM.

9. NpomexyToyHas (cemecTpoBasi) atrectayusi No Kypcy

9.1 HopmatuBHas 6a3a npoBegeHus
NPOMEXYTOYHOM aTTecTauMm obyyarowmxcs nNo pesynbTaraM U3y4eHUs1 AUCLMIMIUHbI:

1) pencreytowlee «llonoxeHne O TeKyLleM KOHTPOSe YCMNeBaeMOCTW, MPOMEXYTOYHOW aTTecTauum
obyyvatomxcst Mo nporpaMmmam Bbicllero obpasoBaHust (bakanaespuar, cneuuvanuTeT, marucrtpatypa) u
cpegHero npodeccuoHansHoro obpasoBanns B PFE0Y BO Omckuii FTAY»

9.2 OCHOBHbIe XapaKTepUCTUKU
NPOMEXYTOYHOM aTTecTauMm o6yyarowmxcsi No UToram U3y4eHusi AUCLMNIHbI

YCTaHOBIIEHUE YPOBHS OOCTWDKEHMWS KaXKabIM 00yYaroLLmmcs
uenen n 3agad obydyeHns No AaHHOM ANCUMNIINHE, U3MNOXEHHBIM B
N.2.2 HacTosLEeN NporpaMmmel

Llenb npomMexyTo4HOM
aTTecTauuum -

dopma NpomMexyToHHOMN

3a4yeT
aTTecTauum -

1) yyacTtue obyyaroLerocs B npoueaype nonyvyeHus 3adyéta

MecTto npoueaypbl nony4veHus
3a4éTta B rpacmke y4yebHoOro
npouecca

OCyLLEeCTBMSETCA 3a CHET y4ebHOro BpemeHu (TpygoémKoCcTI),
OTBEAEHHOr0 Ha U3ydYeHne ANCUUNINHBI

2) npoueaypa npoeogutca B pamkax BAPO, Ha nocnegHemn

Hegerne cemMecTpa

1) obyvatowmiicsa BbINOMHWA BCE BUAbI y4eOHOM paboTbl
(BKIHOYAst CaMOCTOATENBbHYH) U OTYMTanNcs 06 X BbIMOMTHEHUN
B CPOKM, YCTaHOBMEHHbIE rpadmkom y4ebHoro npouecca no
ONCUMNIVHE;

2) npoLwén 3aKYnTENbHOE TECTUPOBAHUE

OCHOBHbIe YCNOBUs NOJNy4YeHUsA
obGyvarowmmca 3a4éTa:

Mpoueaypa nonyyeHns 3a4véTa -

MeToauyeckne marepuanbil,
onpeaensiowue npoueaypbl
OLeHMBaHUA 3HAaHUN, YMEHUN,
HaBbIKOB:

MpeacTtaBneHbl B POHAE OLIEHOYHbBIX CPEACTB Mo AaHHON y4ebHom
aucumnnuHe (cMm. — MNpunoxexne 9)

NMPOLUEAQYPA NPOBEOEHUA 3AYETA

OCHO8HbIe ycrio8usl NOMy4YeHUs 3a4yema:

- 100% noceLlleHne Nekumn N NpakTU4YeCcKUX 3aHATUn

- MONOXUTENbHbIE Pe3ynbTaTbl NPU NPOXOXKAEHNE TECTUPOBAHUS

- MOArOTOBMNIEHHOCTb MO TEMaM, BbIHECEHHbLIM HA CAMOCTOATENbHOE U3YyYeHNe

- YCMELHOE BbINOMIHEHNE UHAMBMAYANbHOMO 3afaHuns

- MONOXMTENbHAsA OLiEHKa Mo pesynbTaTamM UTOroBOro TECTUPOBaHMS

MnaHoBasA npoueaypa nonyveHus 3ayéTta:

1) CTyaeHT npeabsaBnsaeT npenogasaTtestio MHaAnBuayansHoe 3agaHue

2) MpenogaBaTtenb nNpocMaTpuBaeT NpPeACTaBMeHHbIE MaTepuanbl U 3anuMcu B XXypHarne y4éta
noceLlaemMocTM U YCrNeBaeMOCTM CTYAEHTOB, BbICTaBMEHHblIE paHEe CTYAEHTY OUEHKM MO WToram
TEKYLLEro M MTOrOBOro TECTUPOBAHUI, MPAKTUYECKUX 3aHATUN.

3) MNpenogaBaTenb BbICTABMSAET OLEHKY B 3K3aMEHALMOHHYI0 BEAOMOCTb M B 3a4ETHYHO KHUXKKY
CTyaeHTa.

PesynbTaThl 3a4eTa ONpeaensioT OLEHKaMUN «3a4TEHO», KHE 3a4TEHOY.

«3a4TeHo» - CTYAEHT BbIMNOMHWI BCe TPeboBaHMS 1 YCNOBUSI NOMYyYEHUs 3a4eTa.

«He 3a4TeHO» - CTYAEHT He BbIMNOMHWN BCe, NMMOO Kakoe-TO 0gHO M3 TpeGoBaHuA MK YCroBUIA
nonyyeHus 3ayeTa.

Mo wutoram wusyyeHuss AUCUMUNIMHBLI, OGy4Yalollnecs MNPOXOAAT 3aKMiouMTeNbHOe TEeCTUpOBaHue.
TecTupoBaHue  sBNsieTcA  (QOPMOW  KOHTPOMS,  HanpaBfieHHOM Ha  MpOBEPKY  BrageHus
TEPMUHOIOTMYECKMM anmnapaToM, COBPEMEHHBIMWU MH(OPMALMOHHLIMU TEXHOMOMMSIMU U KOHKPETHLIMU
3HaHMAMM B 06n1acTv doyHOaMeHTanbHbIX U NPUKNaOHbIX AUCLUMIWH.
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MogroTtoBKa K TeCTUpoBaHMIKO NO UToram nsyvdeHunsa guCUNNIINHbI

TecTMpoBaHMe OCyLLEeCTBRSETCA NO BCEM TeMaM W pasgenam AVMCLUNIUHBI, BKOYas TeMbl,
BbIHOCUMbIE Ha CaMOCTOATEINbHOE U3yveHune.

Mpouenypa TecTUpoBaHWS OrpaHMdYeHa BO BpeMeHW W npegnonaraer MakcUMarbHOe
cocpegoTodeHMe Ha BbINOSTHEHUM TeCTa, coepXaLlero HeCKOMbKO TECTOBbLIX 3aaHui.

TecTnpoBaHWe NpoBOAMTCS B NMUCbMEHHOW hopMe (Ha BymakHoOM HocuTene). TecT BKIo4YaeT B
cebs 20 BonpocoB. Bpemsi, oTBOAMMOE Ha BbINOMHEHNE TecTa - 20 MUHYT.

LLikana v KpuTepun oLeHMBaHUA

- OUeHKa «omyIuU4HO» BbICTaBMseTcs obyvaroemMycs, ecnu nonyyeHo 6onee 81% npaBunbHbIX
OTBETOB.

- OUEeHKa «xopowoy - nony4eHo oT 71 ao 80% npaBuribHbIX OTBETOB.

- oyeHKa «ydosriemaopumersibHO» - nofny4eHo ot 61 Ao 70% npaBunbHLIX OTBETOB.

- OUyeHKa «HeydosriemeopumeribHo» - nonyy4yeHo meHee 60% NpaBuMbHbLIX OTBETOB.

9.3 MepeyeHb NpMMeEpPHLIX BOMPOCOB K 3a4eTy

1. TloHsTMe [OKYMEHTaUNOHHOro obecneyeHmnst yrnpaBneHuns.

2.  OTanbl pasBuUTUS OTEYECTBEHHOIO 4EeNonpon3BOACTBa.

3. HopmatuBHas 6a3a LOKyMEHTaLMOHHOro obecneveHust.

4.  Knaccudukauust OKYMEHTOB.

5.  Tlpouecchbl yHudukaumm n ctTaHgapTmsalmm B LOKYMEHTaUMOHHOM obecneyeHun
ynpaeneHus

6. CocTaB pekBn3MTOB JOKYMEHTOB.

7.  OpraHusauMoHHO-MpaBoBasi OKYMEHTALUUS] - OCHOBHbIE PEKBU3UTLI 0DOPMITEHNS.

8. PacnopsigutenbHas AOKyMeHTaUusl, OCHOBHbIE PEKBU3NTHI 0hopMIeHUs.

9.  WMHdopmaumoHHO-CnpaBoYHas AOKYMeHTauns, OCHOBHbIE PEKBU3UTLI OhopMIeHus.

10. Bwuabl nUceM, OCHOBHbIE PEKBM3UTLI U MpaBuna 0popMIIeHNs.

11. [JokymMeHToO6OopOT NpeanpuaTuiA, ero atanbl K 0COGEHHOCTN.

12. TlMpuem wun nepBuyHas 00paboTka, nNpeaBapuTeNnbHOE  pPacCMOTPEHNE U

pacnpegeneHmeaoKyMeHTOB.

13. WHdopmaumoHHo-cnpaBoyHasi paboTa ¢ AOKYMEHTaMM.

14. Opranusauus paboTbl C AOKyMEeHTaMu, cogepXawumm koHdugeHumanbHble CBeOeHNs.

15. Pabota ¢ nncbmamm n obpalleHnaMm rpaxaaH.
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10. yLIeﬁHO-VIH(*)OpMaLIVIOHHbIe UCTOYHUKM ONA U3dydeHmnsa gucumnnimnHbl

B cootBeTCTBUM C [OEWNCTBYHOLUIMMW TFOCYAAPCTBEHHbIMU TpeboBaHuAMM  Ons  peanv3auum
y4yebHOro npouecca no AucumniiMHe obecnevymBatollen kadenpon paspabaTbiBaeTcs U MOCTOSHHO
coBepLUeHCTBYeTCs y4ebHo-meToamyeckmn komnnekc (YMKL), cooTBeTcTByOLWMI paboyer nporpamMmme m
npunaraembln K Hel. [pyn paspabotke YMK[ «kadegpa pyKOBOACTBYETCA YCTaHOBIEHHLIMM
YHUBEPCUTETOM TPebOBaHNSIMU K €ro CTPYKTYpe, coaepxaHnto n odopmneHmnio. B coctaB YMKI BxogaT
NnepeyvncrieHHbIE HKE U ApYrMe UCTOYHMKM y4ebHoW 1 ydebHo-meToguveckon uHdopmaumm, cpeactea
HarnsagHoCTuU.

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

NEPEYEHDb
nuTepaTypbl, pEeKOMeHAYEeMOM AN U3yYeHUs AUCLUNITUHDI
B1.B.22 [lokymeHTMpOBaHMe ynpaBrieH4eCKON AeATEeNIbHOCTU

ABTOp, HAMMEHOBaHMe, BbIXOAHbIE AAHHbIE Hoctyn
1 2

BbikoBa, T.A. [JokymeHTaUMoOHHOe obecneyeHune ynpasneHns (4enonpon3BOACTBO) :
yuebHoe nocobue / T.A. BrikoBa, T.B. KysHeuora, J1.B. CaHkuHa ; nog obuwl. pea. http://znanium. com
T.B. KysHeuoBon. — 2-e nsa., nepepab. n gon. — Mocksa : UHOPA-M, 2020.— 304
C.
KptokoBa, H. T1. [JokyMeHTMpoBaHME YynpaBreH4yeckon aesaTenbHocTu: Y4yebHoe http://znanium. com.
nocobue/Kptokoea H. I1. - M.: H/L| MIH®PA-M, 2019. - 268 c.
PasgopoxHbinn, A. A. [JokyMmeHTUpOBaHUe yrnpaBneH4Yeckon OeaTenbHOCTH : y4eo. http://znanium.com

nocobwue / A.A. PazgopoxHbii. — Mockea : MUHOPA-M, 2018. — 304 c.

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

E.A. http://znanium.com
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NPUNOXEHMUE 1
®dopma TUTYNbLHOro nMcTa UHAMBUAYaNbLHOro 3aaaHus

denepanbHoe rocyaapcTBeHHoe GloaeTHoe oGpasoBaTeribHOE YUYpeEXaeHMe BbICLIErO
obpasoBaHus

«OMckuin rocyaapCTBEHHbIV arpapHbli yHuBepceuteT umenn MN.A. CtonbinuHax

OKOHOMMYecKU dhakynbTeT

Kadegpa meHemxMeHTa U MapkeTuHra

HanpaeneHve — 38.03.02 MeHemKMeHT

NhonBmngyanbHoe 3agaHue

no gucumnnmHe

B1.B.22 [lokymeHTMpOBaHMe ynpaBrieH4eCKON AeATEeNIbHOCTU

Ha Temy:

BbinonHun(a): cT. rpynnbl

®no

lMpoBepwun(a): y4y. cmeneHb, O0MKHOCMb

®no

Omck — r.
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