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BBEAEHUE

1. doHO OLEHOYHbIX CpeacTB MO  AUCUMNNIUHE SBRseTca o00s3aTernbHbiM  060COGNEHHBIM
npunoxeHnem k Paboyeit nporpaMme AUCUMNINHBI.

3. doHO OuEeHOYHbIX cpencte  ABndeTcd COCTaBHOW 4acCTblo HOpMaTMBHO-MeTOoan4eCckoro
obecneyeHnsi CUCTEMbI OLIEHKM Ka4eCcTBa OCBOEHUS 06yqarou.u/||v|v|0ﬂ yKa3aHHOIZ AOncumnnimHbl.

4. Mpu nomowm POC  ocylwecTBNSETCS KOHTPOmNb W yrnpaeneHue npoueccoMm ¢opMUpoBaHus
oby4yarommMmcsa KoMneTeHUmn, M3 Yncna npegycmoTpeHHbix PrOC BO B kadecTBe pes3ynbTaTOB OCBOEHMS
ONCUWMANHBI.

5. ®oHA OUEHOYHbIX cpeaocrte no agucuuniinHe BKIOYaeT B cebs: OLEeHOYHble cpencrea,
npumMmeHdaemMmble  Ond BXOOHOro KOHTpPONA; OLUEeHO4YHbIe cpencrtea, npuMmeHdaemMble B pamMKax
nHamemnagyann3aumm  BbINOJTHEHUA, KOHTPOIA (*)MKCMpOBaHHbIX Bngoe BAPC; oueHo4Hble cpencrtea,
npuMeHdaemMble OnA TeKywero KOHTpOoNA W OueHOYHble CcpencrtBa, NnpuMmeHdaemble npu I'IpOMe)KyTO‘-IHOIZ
aTtrectaumm no Uutoram ndyveHuna ancunnimnHbl.

6. Paspabotumkamum doHga OLEHOYHbLIX CPEACTB MO AMCUMINIIUMHE SIBRSOTCA npenogaBaTenu
Kadpeapbl MeHemKMEeHTa W MapkeTuHra, obecneumBatollert M3ydeHue OoOy4qarLUMUCS OUCUUMIVHLI B
yHuBepcuteTe. CopepxaTtenbHon ocHoBon pAnsa paspabotkm POC nocnyxuna Pabouvas nporpamma
ONCUUMNUHBI.



1. OXXUWOAEMbIE PE3YJIbTATbl U3YYEHUA
y4yeOHON ANCLMMIUHBI, MepCoHanbHbIN YPOBEeHb AOCTUXEHUS KOTOPbIX NpoBepseTcs

C ncnosnb3oBaHuemM npeancrtaBJieHHbIX B 1. 3 OuEeHOYHbIX cpeacTs

KomneTteHuun, Koa un KoMMNoHeHTbI KoMneTeHuun,
B (hopMUPOBaAHMU KOTOPbIX HaMMeHoBaHue bopMMpyeMbIE B paMKax AaHHOW AUCUMUMIUHDI
3aAencTBOBaHa AUCLMNIINHA MHAMKaTopa (kak OXXMaeMblin pesyrnbTaT ee 0CBOEHUS)
BOCTUKEHUN 3HaTb U yMeTb aenatb BMnageTb HaBblkaMu
Kog HavMeHOoBaHue z
KOMMNeTeHUun noHMmaTb (oevictBoBaTh) (MmeTb HaBblkK)
1 2 3 4
YHuBepcanbHble KoOMneTeHLMN
NAO-4yk-3 TeopeTnyeckne yMeTb BMnageTb HaBblKaMu
CnocobeH apdhekTMBHO OCHOBBbI OCYLLECTBNATb odhopmrieHns "
OCYLLECTBNSATL B3aMMOAENCTBYEeT | 4enonpoun3BoAcT | addekTuBHoe COCTaBeHus
coumnanbHoe c apyrumn | -Ba,  NPUHUMNbI | B3aMMOZEWCTBME C | AOKYMEHTauuMu
B3aMMOAENCTBNE U | YneHamu opraHusauum COTpyAHVKaMu npeanpusiTus ¢ Lenbio
peanu3oBbiBaTb KOMaHZbl, B T.4. | JOKYMEHTOOGOpPO | nNpeanpusTus N | ocyLLecTBIeHUs

VK-3 CBOIO ponb B | yyacTByeT B | -Ta, npasuna | napTHepamu 3hheKTUBHOTO
KOMaHae obmeHe ochopmreHus nocpeacTBoMm B3aUMOAENCTBUS c

nHcpopmauuen, OOKYMeHTauun nenoesom CoTpyaHMKamMu

3HaHMAMN n | npn OOKYyMeHTauum

OnbITOM, n | B3anMoOOencTeum

npeseHTauum C COTpyAHMKamu

pe3ynbTaToB npeanpusaTms

paboTbl KOMaHAbI

WNO-3yia HOpMaTUBHbIE YMETb rPaMoTHO | UMETb  MpaKTU4Yeckue
CnocobeH Benetr penoByt | akThl, COCTaBINATb M | HaBbIKK BeaeHns
OCYLLECTBNSATD nepenucky, pernameHTupyto- | odopMraTb OenoBol  nepenuncku,
[EenoByto yumnThiBas wme npaBuna | ynpaereH4eckune odhopmrieHust "
KOMMYHMKaLUUo B | ocobeHHoCcTH odhopmreHus OOKYMEHTbI, COCTaBeHust
YCTHON W | CTUMUCTUKN [OKYMEHTOB, JernoBble  MUCbMa | yrnpaBreHYecKux
NMMCbMEHHOMN omumanbHblX 1 | BUAbl 1 OpMbI, | OpraHusaumu, OOKYMEHTOB,

VK-4 dopmax Ha | HeodUUManbHLIX | METOAMKY NPUMEHSATb Ha | odmumanbHbIX 7
rocygapcTtBeHHOM nncem, odopmrneHnsa 1 | nNpakTuke HeodmMLManbHbIX
A3blke  Poccuiickon | COLMOKYNMbTYPHbI | COCTaBMeHus TeopeTnyeckne nncem Ha
denepaumu M| e pasnmuua B | yNpaBneHYeCcKNx | OCHOBBI rocygapCcTBeHHOM
WMHOCTPaHHOM(bIX) dopmare [OKYMEHTOB, Aenonpou3eBoacTea | A3blke
A3blke(ax) KOppecnoHaeHUuM | oduumnanbHbIX U

7 Ha | HeodUUManbHbIX

rocynapCTBEHHOM | nucem

A3bIKE

MpodeccnoHanbHbIE KOMNETEHLUN

NAO-2nk-3 ocobeHHOCTH yMETb B | UMETb HaBbIKN
CnocobeH obnapaet odopmMIIEHS COOTBETCTBUMU Cc | B3aumopgencTeus c
paspabaTbiBaTb W | 3HAHVAMW OCHOB | BHYTPEHHEN M | yCTaHOBMNEHHbIMM BHYTPEHHEN N BHELLHEN
COBEpLLEHCTBOBATL onepauoHHOro BHELLHEN npasunamm cpegov  npeanpuaTusi
pernameHT MEHE)KMEHTA, OOKyMeHTauum odopmnATh nocpenctsom obmeHa
npouecca 3KOHOMVKM, y4eTa | CTPYKTYPHbIX BHYTPEHHIOK W | JOKyMeHTauuen,
noapasgerneHus 3aTpar, yMeeT | noapasfeneHui BHELLHIOK pa3paboTku
opraHusauum unn | paspabartbiBatb npeanpuaTms OOKYMEHTauuo pernameHTUpYLLNX
aOMUHWCTPATUBHBIN | pernameHT (monoxeHus O | npeanpuaTus, OOKYMEHTOB,

MK-3 | permameHT npouecca nogpasgeneHun, | paspabaTeiBaTb pauvoHarnbHown
noapasgerneHus noapasgerneHus [OOMMKHOCTHbIE NonoXeHns 0 | opraHusaumm
opraHusauum opraHusaumyM Unu | MHCTPYKUUn W | nogpasgenexHuu, AOKyMeHToobopoTa

agMUHWCTPATUBH | Ap.), npasuna | SOMKHOCTHbIE

Oro pernameHTa | opraHu3auum WHCTPYKUMM wn Aap.,

noapasgerneHus [OKYMeHTO060pOo | opraHv3oBbIBaTh

opraHusaumm U1 | -Ta U BHECEHUSs | JOKYMEHTOOGOpOT

pernameHTUpyloLl | M3MEHEHWUIA B

UX  [OOKYMEHTOB | JOKYMEHThI

(MHCTPYKLMIA,

NOMNOXEHWNN)

Na-3rk-4 nopsifoK yMeTb UMeTb HaBbIK/
CnocobeH 3HaeT  MopsiAoK | pa3paboTku paspabatbiBaTtb pa3paboTku

MK.a | ocywecrenats pa3paboTku NONOXEHWUN 0 | OOKYMeHTaLuo NepCcnekTUBHBbIX "
PYKOBOACTBO OpraHu3aumoHHbl | nogpasfeneHnsx | NpPeanpuaTua Ans | roaoBbixX nnaHos
BbIMNOMHEHNEM X CTPYKTYpP, | , OOJDKHOCTHbIX | (hOPMUPOBaHUS NpPOV3BOACTBEHHOW,
TUMNOBbIX 3a4ay | NonoxeHun O | VHCTPYKUUIA, NPOW3BOACTBEHHbIX, | XO3ANCTBEHHOM 7
TaKTU4ECKOro noApasfaeneHusx, | Npoymx XO3AWCTBEHHBIX M | couumanbHOn
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nnaHMpoBaHus OOMKHOCTHBIX pernameHTupylo- | coumarnbHbIX AeATensHOCTH
npoussoacTea WHCTPYKLUI; LLMX, nnaHos opraHusauuu Ha

nopsiaoK OpPraHn3aumoHHO- | OeATENbHOCTU OCHOBE MCMNOSb30BaHUst

pa3paboTku pacnopsiauTens- AOKyMeHTauuu

NEepCnekTUBHBLIX U | HbIX, npeanpusaTus

rofoBbIX MMaHoB | MHOPMALMOHHO

NPON3BOACTBEHHO | -CMPaBOYHbIX

N, XO3ANCTBEHHON | AOKYMEHTOB

7] coumanbHon

[eaTensHOCTU

opraHusauuu

WA-2nk-s nopsAoK ymeTb ocopMnaTb | UMETb HaBbIK/
CnocobeH 3HaeT  nopadok | pa3paboTku nin COCTaBMnATb | pa3paboTku "
OCYLLECTBNATL pa3paboTku n | opopmneHus NoCTaHOBMEHNS, odhopmrieHns
TaKkTu4eckoe oopmneHns OOKyMeHTauum pacnopspkeHus, AOKYMeHTauunm
ynpasneHve TEXHUYECKOWN npeanpuaTMa U1 | nNpukassl, npeanpuaTus, BeAeHus
npoueccamu OOKyMeHTauun wu | BegeHus opraHu3oBblBaTb AernonponsBoacTBa,
opraHusauum BeOeHus [enonpomnssBoacT | npouecc pa3paboTkn NpPOEeKToB
npoussoacTea Jenonpou3soAacT | -Ba, METOOMKY | AenonpousBOACTBa | OpraHU3aunoHHO -

MK-5 Ba, oopmneHna 1 | Ha NpeanpuaTAn pacnopsauTenbHbIX

NOCTaHOBMNEHUS, COCTaBreHus OOKYMEHTOB

pacnopshkeHus, NOCTaHOBIMEHNS,

npvkassbl, pacnopspkeHus,

mMeToguyeckme u | npukasa

HOPMaTUBHbIE
maTtepuansl Mo
opraHusaumm,
HOPMUPOBAHMIO
onnare Tpyaa




YACTb 2. OBLLAAA CXEMA OLIEHUBAHWA XOOA U PE3YIIbTATOB U3YYEHUA
YYEBHOM ANCLUUNMNNHDBI

O6wwme Kputepmun oueHKn u peectp npuMeHseMbIX OeHOYHbIX cpeacTB

2.1 O630pHasa Be4oOMOCTb-MaTpuLa OLleHUBaHUSA X04a U pe3yNnbTaToB U3ydeHust yueGHoM

ANCLUUMIINHDbLI B paMKaX negarorm4ecKoro KoHTpons

PexXvM KOHTPOIbHO-OLEHOYHBIX MEPONPUSTUI
OueHka co CTOPOHb!
KaTteropus
camooLieHka B3aMMOOL|eHKa npencraButens
KOHTPOIS U OLLEHKM npenoaasarensi
npounsBoacTea
1 2 3 4
Muausuayanusaums
BbIMOSHEHUS ™,
KOHTpOIb 2
¢pukcMpoBaHHbIX BUAOB
BAPC:
MpoBepka
— WHgueunayansHoe 21 BbINOMHEHHOrO
3agaHne ’ nHaMBMAayansHoro
3agaHuna
— CamocTosaTensH Bonpocbl ans
CamocTosiTenbHoe 2.3 onpocel An TecTtnpoBaHue
n3y4yeHne Tem (BOMPOCOB) CaMOKOHTpOIS
TeKyLnn KOHTPOnb: 3
HU MpoBepk
— B pamKax npakTU4eckmx Bonpocbl ans O6eyxnerune poBepKa
o N3YYEHHbIX TEM BbIMOSTHEHHbIX
3aHATUM U NOATOTOBKM K 3.1 CaMOKOHTpOns
M B pamKax NPaKTUYECKNX
auckyccum 3a0aHUN Ha 3aHATUSIX
— B pamkax ®poHTanNbHbI
obLeyHuBepcUTETCKOM P .
CUCTEMbI KOHTPONA 32 KOHTPOIIL TEKYLLIEW
ycrneBaemocTu
ycrneBaemocTu
Py6eXHbIN KOHTPOIb: 4
no uToram m3y4eHus 1-9
4.1 TectupoBaHue
pasgenos P
MpomexyToyHas Bonpocbl ans
aTTectaumsa* NMOAroTOBKM K
4 5 A 3aver
obyyarowmuxcs no utoram 3avery
M3yYeHUsi AUCLMUMNINUHbBI

* JaHHbIM 3HAKOM NOMeYeHbl MHAMBUAYanuapyemble Buabl y4ebHoln paboThl

2.2 O6wue KpUTEepUM OLLEHKM Xo4a U pe3yrnbTaToB
MU3yYeHUs y4ebHOM ANCLMNIIUHDI

1. ®opmManbHbIA KpUTEPUM NONy4YeHUss obyyarommucs
NONOXUTENbLHOW OLeHKM MO UTOramM U3yYeHUs AUCLUNIINHDbI:

1.1 MNpegycmoTpeHHasa nporpamma
N3yYeHUst AUCUUMNNHBLI 00YyYaroLMmcs
BbIMOSIHEHA MOSIHOCTbLIO 40 Havana
npoLecca NPoOMEeXyTO4YHOWN aTTecTaumm

1.2 lMo kaxxgow M3 NpegyCMOTPEHHbIX MPOrpaMmon BUaoB paboT
no AvcumniimHe obyyaroLWUNcsa yCrneLwHo oTYnTancs nepeg
npenogasaTenem, 4EMOHCTPUPYS NPY 3TOM OOJDKHbIN (HE HbKe
MWUHUMAarnbHO MPUEMIIEMOTO) YPOBEHb CHOPMMPOBAHHOCTM
3NEeMEHTOB KOMMNETEHL N

2. I'pynn
Ka4yeCTBEHHOM OLIeHKU paboTb

bl HepopManbHbIX KpUTEpUEB
1 oby4aroLerocs B paMKax M3y4yeHUst QUCLIUNIIUHGI:

2.1 Kputepum oLeHKN KavecTBa Xoaa
npovecca n3y4yeHus obyyarowmmcs
nporpaMmmbl ANCLUNINHBI (TEKYLLEN
yCrneBaemocTm)

2.2. Kputepun oLeHKn Ka4ecTBa BbIMONTHEHUS KOHKPETHbIX
Buaos BAPC

2.3 Kputepun oLieHKN Ka4eCTBEHHOIO
YPOBHSI UTOTOBLIX PE3YNbTaToB
U3y4yeHust AUCLUNIVHBI

2.4, Kpl/ITepl/Il/I aTTecTaunoHHON OLIEHKN Ka4eCTBEHHOro YPOBHA
pe3ynbTaTtoB N3y4eHUA ANCUUMITNHDI




2.3 PEECTP

3nemMeHTOB (pOoHAa OLleHO4YHbIX CPeAcCTB Mo y4eGHOM AUCUMNIINHe

Fpynna OueHoYHOe CPeACTBO UMK ero 3NeMeHT
OLIeHOUHbIX CpeacTB HaumeHoBaHue
1. CpeactBa MepeyeHb 3agaHnin AN UHAMBUAYANbHOIO BbINOMHEHNSA

ANA HAUBMAyanusaumm
BbINOJIHEHUSA,
KOHTpOns (pUKCUPOBaHHbIX
Buaos BAPC

OpFaHI/I3aLlI/IF| BbINOJTHEHNA U NPOBEPKN MHOUBMAyanbHOro 3agaHuma

BOI'IpOCbI Ana caMoCTOoATENIbHOIro U3y4eHnsa TemMbl

O6wwnin aJTTOPUTM CaMOCTOATENIbHOIo N3y4eHnsd TemMbl

KpI/ITepI/II/I OLIEHKN CaMOCTOATESIbHOIo N3y4eHna Tembl

2. CpeactBa
ONS TeKyliero KOHTpPons

BOI'IpOCI:I Aana camonoAarotoBkM No TeMam npakTu4ecKnx 3aHATUN

KpI/ITepI/II/I OLIeHKM CaMonoaroToBKM N0 TeMaM 3aHATUN

3. CpeacTtBa
Ansi py6exHoro KoOHTpons

TecToBbIE BOMPOCHI And npoBeaeHna NToroBoro TeCtmpoBaHuga

Mpumep TecToBOro 3agaHust

KpuTepuu oLeHKM OTBETOB Ha TECTOBbIE BOMPOCHI

4. CpeactBa

ANSA NPOMEXYTOYHOMN
aTTecTauMm no utoram
M3Yy4eHusi QUCLUNMUHbI

Bonpocbl Ans npoBeAeHNst UTOrOBOrO KOHTPOSS (3a4eTa)

MnaHoBas npoueaypa NpoBeaeHUs 3a4yeta

KpuTepum oLieHKM NTOrOBOro KOHTPONS




2.4 OnucaHue noxasaTeneﬁ, KputepueB U LLWKan oueHnBaHnA un 3tanoB (t)OpMVIpOBaHVIﬂ KOMNeTeHUun B paMKax agncumnniimHbl

YpOBHM CHOPMUPOBAHHOCTU KOMNETEHLINN

KomMneTeHuna He

MUHUManbHbIN cpegHun BbICOKUI
cchopmmpoBaHa
OueHKN chOPMUPOBAHHOCTN KOMMETEHLMN
He 3a4teHo 3ayTeHo

XapakTepucTrika chOpMUPOBAHHOCTN KOMMETEHLUN

KomneTeHuus B
NOJSIHOW Mepe He

1. CchopMmnpOBaHHOCTL KOMMETEHLMM COOTBETCTBYET
MUHMMarnbHbIM TpeboBaHWAM. IMEIOLLMXCS 3HaHUIA, YMEHWUIA,

Kog Mokasatenb dopmbl 1 cpeacTea
VHAEKC 1 Ha3BaHMe nHaMKaTopa WHamkaTopsi OLleHMBaHNS — copmMmpoBaHa. 5 HaBbIKOB B LIENTOM JOCTaTOYHO Af1si pPeLleHns NpakTUYecKnx KOHTpONS
KOMMETEHLMM JOCTUXEHUI | KOMMETeHLMM 3HaHUS, yMeHUs, Wmetowmxes sHanmi, (NpocheccroHanbHbIX) 3anaq. ¢hopmupoBaHus
KOMMETEHLIAN HaBbIKN (BnapeHns) | YMEHWUI 1 HaBbIKOB 2. ChopMMpOBaHHOCTb KOMMETEHLMMN B LLeNIOM 5 ) KOMMETEHLINN
HeAoCTaTo4HO ANA cooTBeTcTBYyeT TpeboBaHMAM. VIMeloLwmnxca 3HaHNA, YMeHUi,
peLleHus HaBbIKOB 1 MOTUBALMW B LLENIOM AOCTaTO4YHO AN peLleHns
npakTuyecknx CTaHAapTHbIX NPaKTUyYeckux (MpodeccmoHanbHbIX) 3agad.
(npodeccuoHanbHbIX) | 3. ChopMMPOBaHHOCTL KOMMETEHLMM NOSTHOCTBIO
3agad cooTBeTcTBYyeT TpeboBaHMAM. IMeloLwmnxca 3HaHn, yMeHun,
HaBbIKOB 1 MOTUBALMW B NOMHOW Mepe A0CTaToYHO Ans
peLleHns CNOXHbIX NpakTU4ecknx (NpodeccnoHarnbHbIX)
3agad.
KpuTepumn oueHnBaHus
3Haet He 3HaeT | 1. 3HaeT OCHOBbI OENonNpou3BOACTBA, FMaBHbIE MPUHLMMbI
TeopeTnyeckme TeopeTnyeckme opraHmMsauuu [OoKymeHToobopoTa, nyTaeTcs B npasuiax
OCHOBBbI OCHOBbI ohopMIneHnsa BHYTPEHHEW AOKYMEHTauum
[enonpon3BoACTBa, | A4enonpous3BoacTBa, 2. 3HaeT TeopeTMYeckMe OCHOBbI [eNonpovM3BOACTBa,
NPUHLMNBI NPUHLMNbI OCHOBHble  MpUHUMMbLI  AOKyMeHToobopoTa, npasuna
HonkoTa opraHusaumm opraHusauum ochopmneHus BtIyTp(EHHeVI [OKYMeHTaLumm
3HAHMIA [OKyMeHTO0obopoTa, | AoKymeHToobopoTa, 3. B nonHom Mepe 3HaeT TeopeTMyeckne OCHOBbI
npasuna npasuna Aenonpou3BoacTea, NPUHUMMBI opraHusauum
ochopMneHns ochopmneHus OOoKyMeHToobopoTa, npasuna oOpMIIEHUS OOKYMEHTauun
VK OOKYMEHTauun npu | AoKyMeHTauuu npy | Npv B3anMoAencTBUM C COTPYOHMKaAMU NPeAnpUsTUs
-3 B3aMMOAENCTBMN C | B3aMMOLENCTBUM c
COTpyOHMKaMM COTpyaHMKaMu
CnocobeH I'Ipep,El)I/'IpVIHTVIH I'IpeZ}I/'IpMHTMH TecTupoBaHue,
OCYLLECTBNATb NA-4yk-3 Y A 1 N MHaMBUAyanbHoe
COLMAnbHOS meeT e ymeet . cnonbayer OenoByto [OKYMeHTaLumio npu aaiaHme, BONPOCH
B3GUMOIBICTEME W OCyLLEeCTBNATb OCYLLECTBNATb B3aUMOAEACTBIM C COTPYAHMKAMM NPEeANPUATAM K 3aueTy
PEaNM30BLIBATH CBOIO SCbeeKTVIBvHoe SCbeeKTMBVHoe 2. YMmeeT ocyLecTBNATb B3aMModencTBme ¢ COTpyaHUKaMu n
POIb B KOMAHAE B3aMMoZencTsme C | B3aMMopgencTeune Cc | napTHepamu npegnpuaTus, ncnonb3ys OenoByo
Hanuune COTpYOHMKaMM COTpyaHMKaMu OOKYMEHTaumio.
yMEHUM npeanpuaTus n | npeanpuaTna n | 3. B nonHon mepe ymeeT ocywecTBnATb 3MPPEKTUBHOE
napTHepamu napTHepamu B3aMMOZENCTBME C  COTpygHMKaMu  npegnpuatvs  u
rnocpeacTsom rnocpeacTsom napTHepamu NocpeacTBOM AeNOBOV AOKYMEHTauum
[enoson [enoBon
OOKYMeHTauum [OKYMeHTauum
Hannune Bnageer HaBblkamu | He Bnageet | 1. [loBepxHOCTHO BrageeT HaBblkamMu OQOPMIIEHNS U
HaBbIKOB ochopMneHnst M | HaBblkaMu COCTaBMEHNs  OOKYMEHTauuu npeanpustus C  LUenbio
(BnageHve CoCTaBreHus ochopmneHus 1 | B3aMMOAENCTBUS C COTPYOHUKAMM
OnbITOM) OOKYMeHTauum COCTaBeHust 2. Xopowo BnageeT HaBblkaMy 0QOPMIIEHNSI U COCTaBMEHNSI




npeanpuaTns C | QOKyMeHTaumu OOKYMEHTauMM npeanpuaTMs C  Uenbi  OCYLLECTBIEHMUS
Lernbto NpeanpuaTus C Lenbio | B3auMOLENCTBUS C COTPYOHUKaAMU
OCYLLIECTBMNEHUSA OCYLLEeCTBITEHNSA 3. CBobogHO BrageeT HaBblkamy  ODOPMIIEHUS ¥©
adhcpekTnBHOIO adhcpekTnBHOrO COCTaBfeHWss  OOKYMeHTauun npeanpustns C  Lenbio
B3aMMOAENCTBMA C | B3aMMOAENCTBUA C | ocywecTBneHmsa  adEKTUBHOrO  B3aMMOAENCTBUA  C
COTpyOHVKaMM COTpygHMKaMu COTpygHMKaMu
3HaeT HopmaTuBHble | He 3HaeT | 1. 3HaeT OCHOBHble npaswuna ogOpPMIIEHNA [OOKYMEHTOB,
aKThl, HOpMaTMBHbIE  aKTbl, | METOAMKY OCOPMIIEHMS M COCTaBIEHUS YrnpaBreH4YecKnx
pernameHTupyo- pernameHTupyoLwme OOKYMEHTOB, MMeeT npegctasneHve o6 oduumanbHbIX Y
wme npasvna | npasuna HeoduMLManbHbIX MMCbMax
odopMneHus odhopmIieHns 2. OpwueHTupyetcs B HOPMaTUBHBbIX aKTax,
OOKYMEHTOB, BUAbl U | AOKYMEHTOB, BUAbl W | pernaMmeHTMpylowmx npasuna odOPMIEHNA [OKYMEHTOB,
MonHoTa opMbl,  MeToauKy | chopmel, MeToAMKy | 3HaeT  MeToauKky  odopMMeHus yrpaBreH4YecKnx
3HaHWUN odopMneHus M | ocopmneHus 1 | OOKYMEHTOB, odmumanbHbIX 1 HeoduUumanbHbIX NMCEM
cocTaBreHus CcoCTaBrneHus 3. B nomHOM Mepe 3HAaeT HOPMAaTMBHbIE  aKTbl,
yrnpaBreHYecKknx yrnpaBrneHYecKknx pernameHTupylowme npasuna odopmMnIeHUs OOKYMEHTOB,
[OKYMEHTOB, OOKYMEHTOB, BMAbl U (pOpMbl, MeTOAuKY OOPMMEHUS U COCTaBMeHust
oouymanbHbIX M | omumanbHbIx N | ynpaBneH4YecKknx [OKYMEHTOB, odmumanbHbIX 7
HeoduMLManbHbIX HeodMLManbHbIX HeodMLManbHbIX MUCEM
YK-4 nmcem nmcem
i YmeeT rpamoTHO He ymeet rpamoTHO 1. YMmeeT odopMnsTb [ENOoBble MUCbMa W HEKoTopble
CrocoBeH COCTaBnATb U COCTaBnATb U yrnpaBneHYyeckMe OKYMEHTbI NPeanpuaTus
OCYLLECTBNATH odopMnATL odhopmMmnsATb 2. YmeeT cocTaBnATb W 0oOpMNATb ynpaBreH4yeckune
[enoByio yrnpasreH4yeckue yrnpasreH4yeckne OOKYMEHTbI U enoBble NMcbMa nNpeanpusaTus, 3aTpyaHseTcs TecTupoBanue,
KOMMYHVKALVIO B -3yics ’ OOKYMEHTBI, OOKYMEHTHI, fiefioBble | B MPUMEHEHUW Ha MNpPaKTUKe TEeOpeTUYECKUX OCHOB MHAMBIARYANbHOE
YCTHOV M anuuve Jenosble NMCbMa MNCbMa opraHMsauum, | Aenonpon3soacTsa aaniaHme, BONPOCH!
MMCHMEHHOI (hopMax yMEeHUi opraHusaumm, NPUMEHATL Ha 3. B nonHom mepe yMeeT rpamMOTHO  COCTaBfATb W K 3auery
Ha rOCY/AaPCTBEHHOM NPUMEHATL Ha npakTnke ohopMnATb ynpaBneHYeckne OOKYMeHTbl, AenoBble Nucbma
A3bIKe POCCUIACKON npakTuke TeopeTnyeckne opraHvusauuu, nNpUMEeHsTb Ha MpakTUKe TeopeTuyeckme
denepaumi TeopeTnyeckne OCHOBbI OCHOBbI eNonNpon3BoAcTBa
MHOCTPAHHOM(bIX) OCHOBBbI JenonpoussBoacTea
sabike(ax) JenonpovsBoacTea _
Mmeet He nmeeTt HaBblkn 1. MNoBepxHOCTHO BnageeT HaBblkaMW BeLEHWUS [eroBON
npakTnyeckne BeeHns 0enoBou nepenuckn, OOPMIIEHNS U COCTABMEHUSI YNpaBneHYECKNX
HaBbIkV BeeHNs nepenuncku, OOKYMEHTOB, odmuManbHbIX U HeoduuManbHbIX NMMCEM Ha
0enoBou nepenuckn, | odopMIeHns u rocyaapCTBEHHOM SA3blke
Hanmuve odopMneHus n CocTaBreHus 2. Xopowo BnageeT HaBblkamMy BedeHWd  [ernoBow
HABLIKOB CcocTaBreHus yrnpaBreH4Yecknx nepennuckn, oopMmeHuss U cocTaBreHUs yrnpaBrieH4Yecknx
(Bnanenme yrnpasreH4Yeckux OOKYMEHTOB, OOKYMEHTOB, oduumanbHbiX U HeoduLmanbHbIX NMCeM Ha
onbIToM) OOKYMEHTOB, ouumnanbHbIX U rocyaapCTBEHHOM fA3blke 5
oduumanbHbIX U HeodumLManbHbIX 3. CBobogHO BnageeT HaBblkamMu BedeHUs OerloBoOM
HeoduLManbHbIX nnucem Ha nepennuckn, opopMneHMs U cocTaBneHus yrnpaBneH4Yecknx
nucem Ha rocyaapCTBEHHOM OOKYMEHTOB, oduumanbHbiX U HeoduUManbHbIX NMCeM Ha
rocyaapcTBEeHHOM A3blke rocyaapCTBEHHOM SA3blke
A3bIKe
M0-2rcs NonHoTa 3HaeT ocobeHHOCTH He 3HaeTt 1. 3HaeT OCHOBHble OpraHWM3auMOHHO-PacnopPsANTENbHbIE TecTnpoBaHue,
MK-3 - odopMneHus ocobeHHoCTU OOKYMEHTbI npeanpusaTus, npasuna opraHusauum nHanBMayansHoe
BHYTPEHHEN M odopmneHns OOKyMeHToobopoTa 3agaHue, BONpochI




CnocobeH BHELUHeWn BHYTPEHHEN U 2. 3HaeT 0COGEHHOCTM  OMOPMIEHNS  AOKYMEHTauuu K 3a4eTy
COCTaBNATb NNaHbl N OOKYMeHTauumn BHELUHewn cnyxebHbIX noapasfeneHnii, Npasuna BHECEHUS N3MEHEHUIA
o6ocHoBbIBaTb CTPYKTYPHbIX OOKYMeHTauun B JOKYMEHTbI, OCHOBbI JOKyMEHTOobopoTa
3aKynku, NPOBOAUTb noapasgeneHui CTPYKTYPHbIX 3. B nonHo Mmepe 3HaeT 0OCODEHHOCTU OdOpPMIEeHNs
MOHWUTOPWVHI pblHKa npeanpuaTus noapasaeneHui BHYTPEHHEM W BHELWHeW [OKyMeHTauuu CTPYKTYPHbIX
npegmMerta 3akynok, (nonoxeHus o npeanpuaTus noapasgeneHni npeanpuaTus (nonoxeHus o]
OCyLLEeCTBNATb noapasaeneHuu, (nonoxeHus o noapasaeneHnn, AOMKHOCTHbIE MHCTPYKLUUKU 1 Ap.), NpaBuna
npouenypbl 3aKynok OOMKHOCTHbIE noapasgeneHuu, opraHM3aumn LOKyMeHTOoobopoTa U BHECEHUS M3MEHEHUN B
ans WHCTPYKUMK 1 ap.), OOMKHOCTHbIE OOKYMEHTbI
rocyfapCTBEHHbIX, npasuna WHCTPYKUMK 1 ap.),
MyHULMManbHbIX U opraHusaumm npasmna opraHnsauum
KOpNopaTUBHbIX HYXA, [OKyMeHToo6opoTa [OKyMeHToobopoTa 1
N BHECEHNSA BHECEHUS N3MEHEHUI
N3MEHEHUN B B JOKYMEHTbI
OOKYMEHTbI
Ywmeer B He ymeet B 1. YmeeT 0QoOpMnATb  BHYTPEHHIOWD U BHELLHIOWO
COOTBETCTBUN C COOTBETCTBUN C OOKYMEHTaumio npegnpusatus, JonyckaeT owubku npu
YCTaHOBMEHHbIMU YCTaHOBIEHHbIMU paspaboTke OopraHu3aLoHHO-pacnopaanTenbHbIX
npasmnamm npasunamm OOKYMEHTOB
ochopmMnATb ochopmMnATb 2. YmeeT 0@gopMnATb  BHYTPEHHIOIO U BHELLHIOK
BHYTPEHHIOO 1 BHYTPEHHIOK 1 OOKYMEHTaunio NnpeanpuaTus, paspabdarbiBaTb MONOXEHUS O
BHELLHIOK BHELLHIOK noapasgeneHny,  OOMKHOCTHbIE — WHCTPyKuMM ©  Ap.,
Hanuune [OKYMEHTaLuuio OOKYMeHTauuto OpraHn3oBbIBaTb AOKYMEHTOO60pOT
yMeHun npeanpuaTus, npeanpuaTus, 3. B nomHoM wMepe ymeeT B COOTBETCTBUM C
pa3pabatbiBaTb pa3pabatbiBaTb YCTaHOBMEHHbIMW NpaBunamv OOPMNSATE BHYTPEHHIOWD U
MOMNOXEHUs O MONOXEHUs O BHELLUHIO [AOKYMEeHTauuo npeanpuatus, paspabartbiBaTtb
noppasgenexHuu, noapasaenexHuu, MOMoXeHns O nogpasfeneHun, JOMKHOCTHBIE UHCTPYKUMKN U
OOMKHOCTHbIE OOMKHOCTHbIE Ap., OpraHn3oBbIBaTb AOKyMeHToo6opoT
WHCTPYKUMK U Ap., WHCTPYKUMK U Ap.,
opraHn3oBbIBaTb opraHu3oBblBaTb
AoKymeHToobopoT AoKymeHToobopoT
Nmeet HaBblkn | He nmeeT HaBbIKOB 1. meeT HaBbikv B3anMOQENCTBUSA MOCPEACTBOM obMeHa
B3aMMOAENCTBNA C | B3aMMOOENCTBUS C OOKyMeHTaumMen C BHELWHeW U BHYTPEHHeW cpenown
BHYTPEHHEN N | BHYTPEHHEN n npeanpuaTus
BHeELUHen cpefov | BHellHen cpenon 2. NImeeT HaBblkM B3aMMOOEWCTBUS C BHELLHENW cpenomn
npeanpuaTus npeanpuaTus npeanpusaTMs  NocpeacTsoM  obMeHa  AOKyMeHTaumen,
Hanuune nocpeacTsoM nocpeacTsoMm pa3paboTkn pernaMmeHTUpYoLWMX JOKYMEHTOB.
HaBbIKOB obmeHa OOKyMeHTauum, 3. CeobogHO Bnageer HaBblkaMu B3aMMOOENCTBUS C
(BnapgeHue OOKyMeHTaumen, pa3paboTku BHYTPEHHEN U BHELUHEW Cpeaov nNpeanpusaTus nocpeacTBoM
OnbITOM) pa3paboTku pernameHTUpyoLwmnx obMmeHa fokymMeHTauumewn, pa3paboTKku pernameHTUpYrLWnX
pernameHTUpyoWmnXx | OOKYMEHTOB, AOKYMEHTOB, paunoHanbHoW opraHusauum
OOKYMEHTOB, paunoHanbHoM AOKyMeHToobopoTa
paunoHanbHowm opraHvsauum
opraHu3aumm AokymeHToobopoTa
[OKyMeHToo6opoTa
3Haet nopsigok | He 3HaeTt nopsigok 1. 3HaeT nopagok pa3paboTkM  pernameHTUPYLKX, TecTupoBaHue,
MK-4 N-3nk-4 MonHoTa pas3paboTku paspaboTku WHOPMaLIMOHHO-CNPaBOYHbIX " HEKOTOpbIX nHanBMayanoHoe
3HaHWN NONOXeHun O | MonoXxeHun o pernameHTUpyoLLMX AOKYMEHTOB 3apaHue, BONpoChI
CnocobeH nogpasgenexusx, nogpasgenexusx, 2. 3HaeTt nopsaokK pa3paboTku MONoXeHUn o) K 3a4eTy
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OCYLLEeCTBNATb OOMKHOCTHbIX OOMKHOCTHbIX noapasgeneHusx, npoYmnx pernaMmeHTUpPYoLLMX,
pyKOBOACTBO WHCTPYKUMIN, MPOYUX | MHCTPYKLUIA, MPOYNX OpPraHn3auMoHHO-  pacnopsauTenbHbIX, WHAOPMALMOHHO-
BbINOSTHEHUEM pernameHTUpyLWwux, | pernameHTUpyoLmXx, CMpaBOYHbIX [OKYMEHTOB
TMNOBbIX 3a4au OpraHn3aumoHHO- OpraHn3aumoHHO- 3. B nonHon Mepe BnageeTr 3HaHUAMW O nNOpsAAKe
TaKTU4ecKoro pacnopsiauTenbHblX, | pacnopsaguTenbHbIX, pa3paboTKky MOMOXEeHUn O NoapasfeneHunsix, AOMKHOCTHbIX
nnaHMpoBaHusi WH(OPMaLMOHHO- WMH(OPMAaLMOHHO- WHCTPYKUMI, NPOYMX pernameHTUpYLWnX, opraHn3aumnoHHo-
npon3soacTea CMpaBOYHbIX CMpaBOYHbIX pacnopsianTenbHbIX, MHOPMaLIMOHHO-CNPaBOYHbIX
OOKYMEHTOB OOKYMEHTOB AOKYMEHTOB
Ymeet He ymeet 1. 3aTpygHsaeTtcs npu pa3paboTke AOKyMeHTauum
paspabaTbiBaTb paspabaTbiBaTb npeanpuaTus Ans opMnpoBaHUS NPOU3BOACTBEHHbIX,
OOKYMeHTauuto OOKYMEHTaLuuIo XO3AWCTBEHHbIX M COLMarnbHbIX NNaHOB AeATeNbHOCTM
Hannane npeanpusaTus  Ana | npeanpusatus ans 2. YmeeT paspabaTbiBaTb OCHOBHYO npeanpuaTAs  Ans
yMEHMiA hopMmpoBaHus hopMmpoBaHus (POpMMPOBaHMA  NPOU3BOACTBEHHbIX, XO3ANCTBEHHbIX U
NPON3BOACTBEHHbIX, | MPOVM3BOACTBEHHbIX, coumanbHbIX NaHOB AeATENbHOCTU
XO3AWCTBEHHbIX N | XO3AWCTBEHHbIX U 3. B nonHon mepe ymeeT paspabaTtbiBaTb AOKYMEHTaLuto
coumanbHblX NNaHOB | couManbHbIX NNaHOB npeanpuaTus  Ans  POPMMPOBAHWUSI  MPOU3BOACTBEHHbIX,
OesiTenbHOCTU OesiTenbHocTn XO3AWCTBEHHbIX M COUMarbHbIX NNAHOB AeATENbHOCTU
Mmeet HaBblk | He nmeeT HaBbIKOB 1. 3aTtpyaHsietca npu pa3paboTke NepcrneKkTUBHbIX WU
pa3paboTku paspaboTku roAoBblX MM@HOB MNPOU3BOACTBEHHON, XO3ANCTBEHHON W
MEPCREKTUBHbIX U | MEPCMEKTUBHbIX U counanbHON  OedATEenbHOCTM  OpraHvM3aumMmM Ha  OCHOBe
rofoBbIX nnaHoB | rogoBbIX MNaHOB NCNonb30BaHUS AOKYMEHTauun npeanpustns
Hannane I'IpOM?BO,D,CTBetIHOIZ, I'IpOI/I?BO,D,CTBeIV-IHOVI, 2. \meeT OCHOBHbI€ HaBbIKM pa3p660:I'KI/I NEepCNeKTUBHbIX U
XO3AWCTBEHHON N | XO35INCTBEHHOM U roAoBblX MMAHOB MNPOW3BOACTBEHHON, XO3ANCTBEHHON W
(:r?:,;;(::e coumansHon counansHon coumanbHOM  OedATernbHOCTM  OpraHu3aummM Ha  OCHOBe
OnbITOM) AeaTenbHoCTH AeaTensHoCcTU NCMNOMb30BaHNA AOKYMEHTauun npeanpusatus
opraHm3aumm Ha | opraHu3auuu Ha 3. CsobogHo Bnageet HaBblKamu pa3paboTku
OocHoBe ocHoBe NMepcrneKkTVBHLIX W FOAOBbIX Mf1aHOB MPOW3BOACTBEHHOWN,
NCMoMb30BaHNA NCMOoMb30BaHNA XO35IMCTBEHHON W COLManbHON AEATENbHOCTU OpraHusaumnm
AOKyMeHTaLumm AOKyMeHTauum Ha OCHOBE MCMNOMb30BaHUS AOKYMEHTauMn NpeanpusaTus
npeanpuaTus npeanpuaTus
3HaeT nopsaaok He 3HaeT nopsigok 1. BHaeT nopsgok pa3paboTkM M OPOpMNEHUA HEKOTOPbIX
pa3paboTku un pa3paboTku un AOKYMEHTOB NPEeAnpUSATAS, OCHOBHblIE MPUHLMMBLI BedeHus
ochopmneHns odopMneHuns AenonponssBoacTea
AOKyMeHTaumm AOKyMeHTauum 2. 3HaeT B uUenoM MopsdoK paspaboTkyn u odopMieHus
npeanpuaTUs n npeanpusaTUs n AOKYMeHTauMmn npeanpuatusa U BeAeHUs A4enonpon3BoacTBa,
MK-5 MonHoTa BedeHus BedeHus MEeToAMKY OOPMMEHUS MNOCTaHOBMEHUS, PacnopsXeHUs,
. [enonpon3BoacTBa, | Aenonpov3BoAcTBa, npukasa
CnocobeH SHaHu MeToanKy MeToanKy 3. B nonHo# mMepe 3HaeT nopsgok paspaboTtku K TecTnpoBaHue,
OCYLLECTBNATb WA-2nk-s odopMrieHnsa n ochopmneHns n opOpMIeHNs AOKYMEeHTauun npeanpuatus 1 BedeHus nHanBUAyansHoe
TaKTu4eckoe cocTaBreHus cocTaBreHus Aenonpon3BoAcTBa, MeToANKY oOPMIIEHNSA U COCTaBNEHNs | 3agaHue, BOmnpochl
yrnpaBneHune nocTaHoBMEHUS, nocTaHOBMNEHUS, NOCTaHOBMEHNS, PacNopPsKEHUs, NpuKasa K 3a4eTy
npoteccamu pacnopsiXeHus, pacnopsXeHus,
opraHu3auum npukasa npukasa
npoussoacTea YmeeT opopmnaTtb U | He ymeet ocopmnaTte | 1. YMeeT odpopmnsTb HEKOTOpble Has3BaHHble AOKYMEHTbI,
Hannane COCTaBnATb 1 cocTaBnATb UCMbITbIBAET 3aTpPygOHEHUS nNpu  opraHMsauuu npouecca
YMEHMIA NnocTaHOBMEHNUS, NoCTaHOBMNEHNS, Aenonpon3BoACTBa Ha NPeanpuaTUn
pacnopsixeHus, pacnopsixeHus, 2. YmeeT o@opMnATb U COCTaBMsATb  OCHOBHble
npukasbl, npukasbl, NOCTaHOBMNEHNS, PACNOPSXKEeHUs, NpuUKasbl, OpPraHN3oBbIBaTb
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OpraHu3oBbIBaTh
npouecc
[Eenonpon3BoacTBa
Ha NpeanpUATAN

OpraH130BbIBaTb
npotiecc
[enonpon3BoACTBa Ha
npeanpusiTUm

npouecc Aenonpou3BoACcTBa Ha NPeanpusaTn
3. B nonHoi mepe ymeeT odOpMNSATb UM COCTaBNATb
NOCTaHOBMNEHUSA, PACMOPSKEHUS, NPUKasbl, OpPraHW3oBbIBaTb
npouecc 4enonpov3BoAcTBa Ha NpegnpuaTum

Mwveet HaBblkn | He nmeeT HaBbIKOB 1. YmeeT odopMnAaTb OCHOBHble BWAbI AOKyMEHTauuu Ha
pa3paboTku 1 | paspaboTku n npeanpuaTMK, UCMNOMHATL HEKOTopble PyHKUMM B npouecce
odopMneHus odhopmIieHns Aenonpou3BoacTsea
OOKYMeHTaLuum OOKyMeHTauun 2. iImeeT xopowwne HaBblkM pas3paboTkm n odopmIIeHUs
Hannune npeanpuaTus, npeanpuaTus, AOKYMEeHTauun npeanpusaTus, BegeHus Aenornpov3BOACTBa,
HaBbIKOB BEAEHUS BeAEHUs pa3paboTku NpPOEKTOB OpraHn3aunoHHO -
(BnageHve [enonpov3BoacTBa, | AEenonpoM3BOACTBA, pacnopsiaTenbHbIX AOKYMEHTOB
OnbITOM) pa3paboTku pa3paboTku npoektoB | 3. CBobogHO Bnageetr HaBblkamu  pa3paboTku U
NPOEKTOB OpraHvM3auUMoHHO — obopMneHus  OOKYMEeHTauuuM  npeanpuatvs,  BeAeHus
OpraHM3aumMoHHO — | pacnopsiguTenbHbIX AEenonpon3BoacTBa, pa3paboTky NPOEKTOB OpraHM3aLMOHHO
pacnopsiauTenbHbIX OOKYMEHTOB — pacnopsaguTenbHbIX JOKYMEHTOB
OOKYMEHTOB
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YACTb 3 MeTtoguyeckue maTepuanbl, onpegensitowme npoueaypbl OLeHMBaHUA 3HaHUW, YMEHUH,
HaBbIKOB, XapaKTepu3ylLwmMxX 3Tanbl (0OpMMPOBaHNA KOMMNETEeHLUN

TunoBble KOHTPOJIbHbIE 3a4aHuA, HeoOXxoauMble Onsi OLeHKM 3HaHUN, ymeHm7|, HaBbIKOB

3.1. CPEACTBA And nHansmayAnn3ALMU BbINONHEHUA,
KOHTPOINA ®UKCUPOBAHHbIX BUOOB BAPC

3.1.1 PekomeHpaumm no BbINONHEHUIO nHonBuayanbHOro sagaHusa

Yyeb6Hble uesnun, Ha AOCTUXeHUe KOTOPbIX OPUEeHTUPOBAHO BbINOJIHEHUEe 3agaHusA: NoJy4dYnUTb
LenoCcTHOoe npeacrtaenieHne ob OCHOBHbIX COBpPEMEHHbIX HanpaBneHnax n MHCTPYMEHTax
OOKYMEHTaUMOHHOIo npouecca ynpaBnqueCKon 0EeATEeNbHOCTU, Hay4YUTbCA OqI)OpMJ'IFITb ynpaelieH4eCKylo
OOKYMeHTauuto.

YyeGHble 3agayun, KoTopble OOJTKHbI ObITb pelleHbl 06yqaroummc;| B paMKax BbINOJIHEHUA
nHaoMBMAyanbHOro 3agaHus:

— pgetanbHOe pacCMOTpeHune Hanbonee aKTyanbHbIX npo6neM OOKYMEHTUPOBaHUA,

- d.)OpMI/IpOBaHMe n OTp360TKa HaBbIKOB NPakTn4eckoro O(*)OpMJ'IeHI/IH OOKYMEHTOB OopraHunsauunin;
coBepLUeHCTBOBaHUE B U3NOXEHUN CBOUX MbICNEN, KPUTUKN, CaMOCTOATEINTbHOINo NOCTPOEHUA CTPYKTYpPbI
paGOTbI, NOCTaHOBKM 3ada4, pacKpbiTUe OCHOBHbLIX BOMPOCOB, YyMeHue CCt)OpMyJ'II/IpOBaTb norn4yeckue
BbIBOObI U NpeanoXeHns.

UNHOueudyanbHoe 3adaHue cocmoum u3 98yx 4Yacmel: meopemu4ecKol U npakmu4eckodl.

B nepBou uacTtu cregyeT [OdaTb OTBETbl Ha 4eTblpe TeopeTudyeckux Bompoca, Ans
MOATrOTOBKM K KOTOPbIM HEOOXOAMMO M3YyuuTb MNPUBEAEHHYHD B METOOUYECKUX YKa3aHUsIX nuTepaTtypy.
OnucaHne TeopeTM4eckoro martepuana BbINOMHAETCA MO OAHOMY W3 MPEANnOXEeHHbIX BapuaHTOB B
3aBMCMMOCTM OT HayarnbHOM BykBbl (haMunmum Homepa 3a4eTHOW KHWXKU cTyaeHTa. NepeyeHb BapnaHToB
BblAaeTCs CTyAeHTaM B Hauasne 3aHATMI. BapuaHT BbIOMpaeTcs CTyQeHTOM M 3aKpennsieTcst 3a HAM rnocne
cornacoeaHns ¢ npenogasartenemM. [lpu mobbIX 3aTpyAHEHUSX, KacaloLMXCA BOMPOCOB, CBSA3AHHbLIX C
BbIMONMHEHNEM, CTyAeHTbl MoryT obpawatbCs 3a KOHCynbTaumsamu K npenogaeatento. BbinonHss
NMUCbMEHHYI0 paboTy, HeobxoAMMO Mokas3aTb YMEHVWEe SCHO, YeTKO M OTMYHO u3naratb YCBOEHHbIN
martepuvan.

HauanbHasa 6yksa hamunum MocnegHsasa umdpa Ne 3a4eTHOM KHWXKKM CTyAeHTa
cTymeHTa o[ 2] 2] 3] 4] 5] 6] 7 ]38 | o9
Ne BapraHTa KOHTPOSbHOW paboTbl
A P 1 2 3 4 5 6 7 8 9 10
b,C 2 3 4 5 6 7 8 9 10 11
B, T 3 4 5 6 7 8 9 10 11 12
ry 4 5 6 7 8 9 10 11 12 13
A ¢ 5 6 7 8 9 10 11 12 | 13 14
E, X 6 7 8 9 10 11 12 13 14 1
X, U 7 8 9 10 11 12 13 14 1 2
3,4 8 9 10 11 12 13 14 1 2 3
n, w 9 10 11 12 13 14 1 2 3 4
K, LU 10 11 12 13 14 1 2 3 4 5
na 11 12 13 14 1 2 3 4 5 6
M, O 12 13 14 1 2 3 4 5 6 7
H, A 13 14 1 2 3 4 5 6 7 8
O, N 14 1 2 3 4 5 6 7 8 9

OTBeTbl Ha BONPOCHI A0MKHbI ObITb TOYHBIMW U OOMKHbI COAepXaTb:
- Mo NepBoOMY 1 BTOPOMY BOMpPOCaM — TEOPETUYECKOE OMNMUCaHUE 3a4aHHON TEMbI;

- Mo TPETbEMY BOMPOCY — Hapsidy C TEOPETMYECKMM OMUCAaHUEM PEKBU3UTOB MpPUMEpPbLI KX
odopmneHus cornacHo FOCT P 7.0.97 - 2016;

- Mo YeTBEPTOMY BOMPOCY — TEOPETMYECKOE ONMCcCaHWe AOKYMEHTa, MeToAMKa ero CocTaBneHus
N odopmneHusi, M obssaTenbHO KOHKPETHbIM npumep. Bce HegocTaiolwme pekBUsUTbl (HasBaHue
opraHusaumii, ®.1.0. Heobxoaumbix pabOTHMKOB, TEKCT AOKYMEHTa, OOMKHOCTM W AOp.) BblbupatoTcs
CTyAEHTaMN CaMOCTOATENbHO.
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Bropasa 4yacTb — npaktuyeckas — B Hell HeobXoaAMMO MpeacTaBUTb COCTaBIEHHbIE AOKYMEHTbI.
CrtyoeHTam 3aocyHOM hopMbl ODYyYEHMS €e MOXHO BbINOMHUTL Ha Marepuanax TOW OopraHvM3auum Wnu
CTPYKTYPHOrO noapasaeneHus, B KOTopon (pom) Bbl paboTaeTe.

Ons BbINOMHEHWS MpaKTUYecKoW YacTM HeobXOAMMO MO 3aJaHul COCTaBUTb [OKYMEHTbl B
COOTBETCTBMU C MpeabsBnseMbiM K HUM TpeboBaHusiM. [pu BbLIMOMHEHWM 3adaHWiA KaxablA LOKYMEHT
cocTaBngeTca otaenbHo Ha Oymare dopmata A4 c cobniogeHvem npaBun 0POPMITEHUS PEKBU3UTOB U
noneun gokymeHTa. Bce HegocTaloLwme pekBusnTbl (Ha3BaHWe opraHusauun, pammnmns pykosogutens, AaThl,
BO3MOXHbI€ MPUINOXEHMS U T.M.) YKa3bIBalOTCA CAMOCTOATENBHO.

lpumepHble eapuaHmbl OJsis1 8bINOJIHEHUSS Mmeopemu4Yeckol Yacmu uHOuUeudyaslbHO20
3adaHus:

Bapuanm 1

1.  BO3HMKHOBEHWE M UCTOPUA Pa3BUTUSA AenonpoussoacTea B Poccun.

2. Topsipok hopmMupoBaHUsa gen B opraHu3aumm

3. [anTe nonHylo xapakTepUCTUKy CneayowmmMm peksusnTam:

— Tepb (FocymapctBeHHbIi repb Poccuickon Pepepaumm, epb cybbekta Poccuiickon
depepaumnm, MNepb(repanbanyecKmn 3Hak) MyHULMNaNbLHOro obpasoBaHus);

—  PervnctpauuvoHHbIin HoMep OOKYMEHTa;

— BM3a.

4. MeTtoauka coctaBneHuss n odopmneHus pesiome. Buabl pesiome. CocTaBbTe KOHKPETHbIN
npuMep - CBOe pestome.

BapuaHm 2

1. OcHoBHble NoHATUA genonpounssoncTea. Knaccudukaumsa goKyMeHTOB.

2. O6wwe TpeboBaHus k hopmupoBaHuto aen. Cuctematnsaums 4OKYMEHTOB B Aene.

3. [anTe nonHylo xapakTepuUCTUKY CneaytoLwmmMm peksusnTam:

— Ombnewma;
— Ccbinka Ha permcTpaumoHHbIN HOMEpP U AaTy NOCTYNUBLLETNO AOKYMEHTa;
—  TlMoanwuce.

4. MeToauka coctaBneHust 1 0POpMIIEHNsT NPUKA30B MO OCHOBHOW AedAternbHocTu. CocTaBbTe

KOHKPETHbLIN npumep.

lMpumepHbie 3adaHusi Ons1 8bINOJIHEHUsI NPaKkmMu4YecKol Yacmu uHoueudyasibHO20 3a0aHuUust.

lNMpakmuueckoe 3adaHue 1. Memoduka cocmaesrneHusi U oghbopmeHuUs 3aseieHul

TeopeTnyeckne NosiICHEHUS

3asBneHne - OOKYMEHT, codepxawun npocbOy unv npeanoxeHue OfHOro MIiM HECKOMNbKMX Mw,
agpecoBaHHbIN PYKOBOAUTENIO UMW AOMKHOCTHOMY MLy OpraHusaunm.

Mo copepxaHuio 3asBNeHNss MOryT ObiTb CNYXXEOHbIMU U NNYHBbIMKU. CnyxebHble COCTaBnATCS OT
UMEHU [OOMKHOCTHBIX MWL, NUYHbIE - OT MMeHW rpaxgaH. Jlioboe 3asBneHne COCTOUT K3 CreayloLwmnx
PEKBU3NTOB: agpecart, ceefeHus ob agpecaHTte (B cnykeGHOM - nogpasgeneHue, cnyxba), HaMMmeHoBaHMe
BMAa [OOKyMeHTa, faTa, TeKCT, OTMeTKa O Hanuyiuvi MpUIIoXeHWs, NoAnuCb, pes3oniouus, oTMeTka o
cornacoBaHum, oTmeTka 00 WCMOMHEHUW OOKYMEHTa W HamnpaBneHun ero B Aeno. [aHHble pekBu3nThbl
odopmnsitoTes cornacHo FOCT P 7.0.97 -2016.

3adaHue.

1. CocraBbTe 3asBrneHMe C npocbOOM MPUHATL Ha [AOMKHOCTb MOCMNE OKOHYaHMS BbICLLErO
yyebHoro 3aBefeHus. [JaHHoe 3asBrneHne SBASETCA NMUYHBIM U NULWETCH OT rpakgaHunHa.

B 3asBneHnn ykasaTb: KOHKPETHYHO AOIDKHOCTb M OTAEN, B KOTOPOM Bbl XOTUTE paboTaTtb; AaTty, C
KoTopon xoTtenu 6bl NpuCTynuTb Kk paboTe; yvyebHOe 3aBefeHMe KOTOPOE OKOHYMIIN WM MPUCBOEHHYHO
KBanudukauuio.

Mocneaytowme 3aaBrneHns — cnyxebHble 1 NUWYTCA OT JOMKHOCTHOTO nmua.

2. CocrtaBbTe 3asBrneHne ¢ Npocbbon 0 NpegocTaBneHn agMUHUCTPATMBHOMO (akagdeMmnyeckoro,
o4yepenHoro, BHEOYEPEAHOro — fnobor Ha BbIGOp) OTNycKa. YKaXnTe NpUYMHY, NPUIOXKEHUE K 3asdBNEHNIO U
HeJoCTalLlWmne PEKBUSUTHI.

3. CocraBbTe 3asBrneHne ¢ Npocbbor NpegocTaBUTb KOMaAHAMPOBKY. YKaXUTe MecTo, CPOK U Lenb
KOMaHOMPOBKM, a Takke BCE HEAOCTAIOLLNE PEKBUSMUTHI.

4. CocraBbTe 3asBrieHNe C NPOCbOON M3MEHUTb rpadouK OTNycKa. YKaXuTe nepuog oTnycka no
rpadduKy M HYXHbIA BaM, a TakKKe MNPUWYUHY, MO KOTOPOM HEeobXoOAUMO W3MEHUTb rpaduk OTmycKa W
HeJoCTalLlWmne PEKBUSUTHI.

5. CocrtaBbTe 3asBrneHne ¢ Npocbbori 06 YBOMbHEHWWN. YKaXXWUTe AaTy U NPUYUHY YBOITbHEHNS,

a TaKkke HeLOCTalLWME PEKBU3UTEI.

lMpakmuyveckoe 3adaHue 2. Memoduka cocmaeneHusi U oghopMsIeHUsI Xapakmepucmuku, pestome,

asmobuoezpachuu.
Pesiome.
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Peslome - [OKYMEHT, coaepxaliMih MUCbMEHHOE W3NOoXeHne cBefeHun o6 obpasoBaHun K
NpodeccrMoHanbHOM OnMbITe, HAaNUCaHHbIN B 06paTHOM XPOHOMOTMYECKOM NOpsaKe.

B pestome cogepxuTcs KpaTkas nHdopmaumsa o cebe, cocTaBrneHHasi NPeETEHAEHTOM Ha BakaHTHOe
MecTo. B kakoM-TO Mepe [aHHbIA LOKYMEHT MO3BOMSiET PYKOBOACTBY OpraHusauum npeaBapuTesibHO
03HAKOMUTLCS C CoUCKaTENSAMM C TeM, YTODObI MPU HEMOCPEACTBEHHOM KOHTAKTE OCTaHOBUTLCA HA OQHOM U3
HuX. Mo cogepXaHuto pe3tome MOXKET ObITb KPaTKUM M MOSHbIM (NMOAPOOHbLIM).

BadaHue.

CocTtaBbTe OT CBOEro UMEHM pe3toMe (KpaTkoe Uin NonHoe) ansa npuema Ha pabory.

CocrtaBbTe aBTOOMOrpacduto.

CocraBbTe CcnyxebHyl0 XapaKTepucTMKy Ha komnnery no paboTe, unNu HenocpenCcTBEHHOrO
PYKOBOAUTENS, UM CBOErO NOAYMHEHHOTO M T.M.

lMpakmuueckoe 3adaHue 7. MemodOuka cocmaesrneHusi U o¢bopMeHUs NPUKa3os rno TU4YHOMY

cocmasy

Mpukasbl [ensTcsa Ha [OBa OCHOBHbIX Buaa: MO NepcoHany opraHu3auMum M Mno OCHOBHOW
aesTtenbHocTu. [lpukasbl, CBsi3aHHble C MEpPCOHaNoM OpraHu3auun, NOoApasdensioTcs Ha OBe Ipynmnbl:
KafpoBble 1 Mo NINYHOMY COCTaBY

BadaHue: CocrtaBbTe Npukas(bl) No 3asiBNEHUSAM, HanncaHHbIM MpU BbINONHEHNS 3adaHus 1.

lNpakmuueckoe 3adaHue 9. Memoduka cocmaerneHusi U ogpopmrieHus1 deno8bix nucem

1. CamocTosTensHO M3y4nUTb OCHOBHbIE MNOHATUA N NpaBuiia CoCTaBlieHnAa BUOOB nNnucem, UCnorb3yq
TeopeTUYeCKNn Matepman n3 cBoOOAHbIX NCTOYHMKOB (BrnbnnoTeka, MHTEPHET- NCTOYHMKN)

2. OdhopmMunTb NUCLMA.

BadaHue.

1. CocTtaBbTe MMCbMO TOProBOMY MapTHEPY BalLen opraHusauum O Corfiacum Ha BO30BHOBrEHWe
MOCTaBOK.

2. CocTaBbTe NMUCbMO-MPETEH3NIO O 3afEPXKKE NMOCTaBKN TPEX KOMMIEKTOB Mebenu.

Mpn BbINOAHEHUWN 3agaHWs OOMOMHUTENbHbIE YCMOBUS W HeAoCTalolme PEeKBU3UTbI YKaKute
CaMOCTOSATENbHO.

TpeboBaHusa K ochopmMneHno MHAMBUAYaNbHOIO 3aAaHuA

Cmpykmypa uHOueudyasnibHO20 3a0aHusi:

TUTYNbHbIA NNCT.

Ornaenexue (nMnaH, cogepxaHue).

BeeneHue.

1. TeopeTnyeckas 4YacTb MHAUBMAYANbHOIO 3ad4aHns

1.1. (NonHoe Ha3BaHWe BoOMNpoca);

1.2. (nonHoe Ha3BaHWe BOMpocCa);

1.3. (noniHoe Ha3BaHWe BOMpocCa);

1.4. (nontHoe Ha3BaHWe BOMpoca). >

2 MNpakTnyeckasi YacTb MHAMBUAYANbHOIO 3adaHunst OcHoBHas 4YacTb

2.1. (Ha3BaHWe OOKYMEHTa);

2.2. (Ha3BaHWe OOKyMeHTa) 1 T.4. )

3aknioveHune (unu BbIBOAbI).

Cnm1cok ncnonb3oBaHHOW NUTEPaTYpbI.

MpunoxeHus (N0 yCMOTPEHUIO aBTopa).

TumynbHbIUG TUCM 3anonHaeTcs No egmHon opme (Mpunoxexve 1).

OenaeneHue (nnaH, cogepXaHue) BKOYAET Ha3BaHUA BCEX pasdenoB (NMyHKTOB nNnaHa)
WMHAMBUOYANbHOIO 3a0aHnNs U HOMepa CTPaHul, yKasbiBaloLLMe Hayano 3TMX pa3genoB B TEKCTE.

BeedeHue. B 3Toil 4yacTM 0BOCHOBLIBAETCS akTyanbHOCTb paboThbl, hopmynupytoTCcst uenu u
OCHOBHbIE BOMPOCHI, KOTOpblE MpeanonaraeTcsi pPacKpbiTb, YKa3blBAlOTCA WCMNOMb3yemMble MaTepuvansbl.
O6bem BBEAEHUS He OOMMKeH npeBbiwaTh 1-1,5 cTpaHuubl.

OcCHOBHasi Yacmb WHAVBUAYANbHOIO 3a4aHns COCTOUT U3 ABYX YacTen. 34ecb 4OCTAaTOYHO MOMTHO
M NOTMYHO M3nararTcs OTBETbI HA TEOPETUYECKNE BOMPOCHI.

ABTOp [JOIKEH creguTb 3a TeM, 4ToObl WM3NOXeHMe MaTtepuana TOYHO COOTBETCTBOBAso
nocTaBneHHbIM Bonpocam. MaTepuan pekomeHayeTcs usnaraTe CBOMMW CIIOBaMK, HE JONyCKas AOCMIOBHOIO
nepenncbiBaHNS U3 NUTEPaTYPHbIX MCTOYHUKOB. B TekcTe obsi3aTenbHbl CCbINIKM Ha MEPBOUCTOYHUKM, T.€. Ha
TEeX aBTOPOB, Y KOTOPbIX B3AT JaHHbIN Matepuan B BUAE MbICNU, Uaew, BblBOAA, Tabnuu, unnoctpauni n np.

PaboTta gomkHa ObiTb HanMcaHa rpaMoTHBIM NUTEPaTYPHbIM S3bIkoM. COKpalleHNe CrNoB B TEKCTE
He JonyckaeTcsi, KpOMe 06LLEM3BECTHBIX COKpaLLeHnii n abbpesnaTypsl.

3aknroveHue (BbiBoAbl). B aTom yactn obobLlaeTcs M3NOXEHHbI B OCHOBHOM YacTu marepwvarnt,
dopmynupytoTcs 06LIne BbIBOObI, YKa3blBAeTCs, YTO HOBOIO JIMYHO Ans cebs BblHEC aBTOpP M3 paboThl.
3akntoveHne no oobeMy He AOMKHO npeBbiwaTh 1,5-2 cTpaHuy,
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lMpunoxeHust MOryT BKMoYaTb rpacdukmn, Tabnuubl, pacdeTbl. OHU OOMKHbI UMETb BHYTPEHHION
(coBCcTBEHHYI0) HYMEpaLMo CTpaHuL,.

Bubnuoepaghusi (CNUCOK nUTepaTypbl) 30€eCb YKasblBAaeTCA pearibHO MWCMoNb30BaHHas Ans
Hanucannsi paboTbl NUTepaTypa, NepMogM4eCcKUe U30aHNA U ANEKTPOHHbIE UCTOYHMKM MHpopMauun. Cnncok
COCTaBMSETCA COrnacHo npaeunam 6ubnmorpaduyeckoro onmcaHusl.

TpeboeaHus kK oghopmrieHUr0 UHOUBUOYalbHO20 3a0aHuUsT.

Pabota npeacraensieTcs B copoLuopoBaHHOM BUAE, B popmaTte A4. OHa gomkHa ObiTb HanevaTaHa
yepe3s 1,5 MexgyCTpo4HOro MHTepBana. MaTepuanbl NpefocTaBnslOTCA B pacrnevyaTaHHOM Buge. TekcT
HabupaeTcs B TekcToBOM peaakTope Microsoft Word. MNMapameTpbl AOKyMeHTa:

— pa3mep bymarn — A4 (210x297);

— nonsi: BepxXHee, NeBOe, HWKHEE — HEe MeHee 2 CM, NpaBoe — He MeHee 1 cM;

— wpndT — Times New Roman;

— BbICOTa WpndTa OCHOBHOro TekcTa — 14 kerne;

— OpUEHTaUUSI — KHIDKHaS;

— BblpaBHMBaAHWE — MO LUMPUHE;

— ab3auHhbIn oTcTyn — 1 cMm.

Homep cTpaHuubl CTaBUTCS B MpaBOM BepxHeM yriy apabckumu umndpamm 6e3  kakux-nubo
obpamneHnin N TOYKW. TUTYNbHBLIA NUCT ABMASIETCA NEPBOW CTpaHuuen paboTbl, HO He HymepyeTcs.
MnntocTpaumn 1M T1abnuubl, pacrnonoXeHHble Ha OTAErNbHbIX NUCTax, BKYalT B 0OLLy0 Hymepauumio
CTpaHuL.

3aronoBkn anemeHToB paboTbl crnedyeT pacrnonaraTe B cepeauHe CTPOokM 6e3 TOYKM B KOHLE, He
noayepkmeas.

Kaxxgbin pasgen paboTbl cnefyeT HaunHaTh C HOBOrO nucTa. 3arofoBkM NogpasgerioB U NyHKTOB
cnepyet pacnonaratb ¢ ab3auHoro otctyna, 6e3 Toukm B KoHUe. Ecrnn 3aronoBok BKMOYaET HECKOSbKO
NPeanoXeHU, X pa3aensitoT ToYKamu.

Mpouenypa oueHnBaHus
Mo ntoram BbINONHEHUA MHAMBUOYaNbLHOIO 3adaHusa npenogasaTenb aTTecTyeT (Mnn He aTTecTyeT)
o6yqa;ou4erocn NCMonb3ys NPUBEAEHHbIE HUXE KPUTEPUMN OLLEHKN
CooTBETCTBME COAEPKAHNA UHAMBMOYANBHOMO 3a4aHusl ero BapuaHTy
— [NonHoTa 1 rnybuHa pacKpbITUA TEOPETUYECKON YacTun
—  TNpaBunbHOCTb OCPOPMIEHNS N COCTABNEHUS LOKYMEHTOB NPW BbINOITHEHUN NPAKTUYECKON YacTu
— CTeneHb CaMOCTOATENbHOCTU CTYAEHTa MPW NOArOTOBKE
CteneHb cobniogeHusa ctygeHTom obwmx TpeboBaHuin k oopmMneHmo paboTbl, K 0OOpPMIEHNIO
CNUCKa NCTOYHWUKOB MHEPOPMALIMKN, UCMOMb30BaHHbIX MPU BbINOMHEHUN NHONBUAYANbHOIO 3a4aHus
—  YpOBEHb MOHMMAHWSA CTYAEHTOM OTPAXEHHOro B WHAMBMAYanbHOM 3aJaHuu martepuvana,
NPOsIBIIEHHbIN Npu cobeceaoBaHum

LWKANA U KPUTEPUN OLEHUBAHUA

- OLEHKa «3a4TeHO» BbICTABMNSETCS 0by4alolleMycsl, ecrnv BOMPOChbl TEOPETUYECKOW 4YacTu
pacKpbITbl, NpaBUNbHO OOPMIEHbl M COCTaBMEHbl AOKYMEHTbl MPAKTUYECKOM 4acTu oT4yeTa, BO BpeEMS
cobecenoBaHUsl CTyAEHT NPaBUNbHO OTBETWN Ha 3adaHHble BOMPOCHl, MOXET BblCKadaTb COOCTBEHHYHO
TOYKY 3peHust Ha obcyxaaemyto npobrnemy, 4EMOHCTPUPYET CNOCOBHOCTb apryMeHTUPOBaTL A0oKa3biBaeMble
MOMOXEHWUSI U BbIBOAbI, 3HAHUST HOPMATMBHbBIX MCTOYHMKOB A5 0hOPMITEHNS SOKYMEHTALMN.

- OLEHKa «HEe 3a4TEeHO» BbICTABIISIETCSH, €CIM BONPOCHI TEOPETUYECKOWN YaCTU HEe PacKpbIThbI,
OOKYMEHTbI MPaKTUYECKON YacTu MHOVBUOYANbHOIO 3a4aHns HemnpaBuiibHO 0pOpMIIEHbl U COCTaBIEHbI, BO
Bpemsi cobecefoBaHWsi OOy4aloOWMACHA He MpaBUITbHO OTBETWN Ha 3adaHHble BOMpOChbl, He CcrnocobeH
AokasaTb U apryMeHTMpOBaTb COOCTBEHHYIO TOYKY 3PEHMS MO BOMPOCY, HE 3HAET HOPMATUBHbIX MCTOYHMKOB
Anst oopMIeHNs OOKyMEHTaLIMN.

3.2.1 MNMepeyeHb TeM ANA CAMOCTOATENILHOIO U3y4eHuUsA

Homep Tema B coctase paspena/ PacueTtHas dopma TekyLero
BOMpPOC B COCTaBe TeMbI pasaena, Y
pasgena TPYLOEMKOCTb, KOHTpOns
AUCLUNMNUHBI BbIHECEHHbIC yac no Teme
Ha CaMOCTOATENBHOE M3YyYeEHUE ’
1 2 3 4
OuHas dopma 0byyeHus
[enonpon3BoacTBO Ha KoMMblOTEPE
KoHpumaeHunansHoe aenonponssoacTso 2 TecTuposaHve
79 FOCT P 2.105-2019 EpuHasa cucTtemMa KOHCTPYKTOPCKOM 4
' JokyMeHTauun. TpeboBaHUs K 0pOpMINEHNO0 LOKYMEHTOB
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FTOCT P 7.0.100-2018 Cwuctema craHgapToB Mo
nHdopmaunm, 6bubnnoTeyHomMy W u3gaTenbckomy geny.
Bubnuorpaduyeckas 3anuce. Bubnuorpaduyeckoe
onncaxne. Obwye TpeboBaHuUsi 1 NpaBuna cocTaBneHns

7,9

O4yHOo-3a04Hasn dopma oby4eHust

Mpeamer, Lenb 1 3a8aqv OKYMEHTUPOBaHMS
1 ynpaeneH4Yeckon AesTernlbHOCTM

[lokyMeHTaunoHHoe 1 MHOpMaLMoHHOe obecrneyeHne B
cucTeme ynpasrneHus

[lenonpon3BoACTBO Ha KOMMbOTEpe

KoHdumaeHumansHoe Aenonpon3soacTBo TecTnposahue

FOCT P 2.105-2019 EpuHasi cuctema KOHCTPYKTOPCKOM

7,9
AokymeHTaummn. TpeboBaHusi K 0pOPMINEHNIO JOKYMEHTOB 6

TOCT P 7.0.100-2018 Cwuctema cTaHgaptoB Mo
nHdopmauum, 6bubnuoteyHoMy U uM3gaTenbckoMy Aeny.
Bubnuorpaduyeckas 3anuce. Bubnuorpaduyeckoe
onucaxne. Obwpme TpeboBaHUsi 1 NpaBuna cocTaBneHns 6

7,9

3aoyHasa hopma oby4veHus

Mpeamer, uenb 1 3agayn LOKYMEHTUPOBAHMUS YNpaBreHYeCcKon
1 neaTenbHOCTU

N

[okymeHTaunMoHHoe 1 MHopmaLmMoHHoe obecneveHre B
CMCTEME yrnpaBreHus

[enonponssoacTBo Ha KOMMblOTEPE

HomeHknatypa gen TectTupoaHue

2
2
2 KoHdmaeHumanbHoe 4enonpon3BoacTBO
5
6

NN NN N

(DOpMMpOBaHVIe nen, nX XxpaHeHne n ncnonb3oBaHune

FOCT P 2.105-2019 EpguHas cuctema KOHCTPYKTOPCKOW
AoKymeHTauun. TpeboBaHUsi K 0DOpPMIIEHUIO0 JOKYMEHTOB 6

FOCT P 7.0.100-2018 Cuctema ctaHaapToB no nHdopmaumu,
onbnuotevyHomy u usgarensckomy aeny. bubnuorpadudeckas
3anucb. bubnuorpadguyeckoe onncaxHne. Obwme TpebosaHus u
npasuna cocTaBneHus 8

8 CoBpeMeHHOe [enoBoe NMcbMo 4

ANropuTM caMoOCTOATENBLHOIO U3YYEHUA TEM:
1) 03HAKOMUTLCSA C PEKOMEHOOBAHHON y4eOHOM NUTepaTypon U SNEKTPOHHLIMU pecypcamu Mo
Teme, C HOpMaTUBHO-NPABOBLIMU aKTaMun (OPUEHTUPYSACH HA BOMPOCHI A1 CAMOKOHTPONS);
2) Ha 3TON OCHOBE COCTaBWTb Pa3BEPHYTLIV MMaH U3MOXEHUS TEMBbI;
3) npopaboTtaTtb maTepuan;
4) BbIMOJTHUTb PELUEHNE TECTOBbIX 3a4aHNN.

LLikana u KpuTepun oLeHMBaHUSA
CaMOCTOATENIbHOro U3y4eHusi TeMbl
- OUEeHKa «OomJIu4YHO» BbICTaBrnseTcs obydarowemycd, ecnm nonyyeHo Gonee 85% npaBubHbIX
OTBETOB.
- OUEHKa «Xopowoy - Nony4eHo ot 66 Ao 85% npaBunbHbIX OTBETOB.
- OuyeHKa «ydoeriemeopumersibHO» - Nofny4eHo oT 51 go 65% npaBuNbHbLIX OTBETOB.
- OUeHKa «Heydoer1emeopumesibHo» - Nonyy4eHo MmeHee 50% npaBubHbIX OTBETOB

3.2 CPEACTBA ONnA TEKYLLUEIO KOHTPOIA

Bonpocbkl 1 3apaum
AN CaMoNoAroTOBKM NO TeMaM NMPaKTUYECKUX 3aHATUN

Mpaktnyeckoe 3aHaTne Ne 1
Tpe6oBaHusa ctaHgapta FOCT P 7.0.97-2016 k ochopMIieHnI0 peKBU3UTOB B AOKYMeHTax

CodepixaHue:
1. PaccmoTpeTb HEOBGXOAMMOCTb eAuHbIX NpaBun 0DOPMITIEHUS OKYMEHTOB.
2. W3yuynTb cocTaB peKkBM3NTOB JOKYMEHTOB.
3. O3HaKOMWUTLCS C NpaBUamMn U NopsiAKoM 0OPMIIEeHNSI PEKBUSUTOB.
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3adaHue: OchopMunTe Takne PeKBU3UTDI, Kak:

- pesonouns pyKoBoAUTENS;
noanuch

a) OQHOro AOMKHOCTHOrO Nnua,

6) OBYX AOMKHOCTHbIX ML, PaBHbIX MO MOMOXEHWIO,

B) OBYX OOMKHOCTHbIX MWL, HEe paBHbIX MO MOMOXEHUIO (Hanpumep, AUPEKTOpP opraHuv3auun u
3KOHOMWCT Mo onnare Tpyaa);

- rpud yTBEPXKOEHMUS,

- BM33;

- OTMEeTKa O HanMyun NpUoXeHun,

- OTMeTKa 00 ucnomnHurtene.

[na BbINONHEHWUs 3a4aHWUsi HY)XHO BHUMATENbHO npounTath TeopeTuyeckuin matepuan (FOCT P
7.0.97-2016), obpaTmMB BHMMaHWE Ha NPUMepPbI NPaBUITbHOrO 0POPMIEHNS PEKBU3UTOB.

MpakTnyeckoe 3aHsiTue Ne 3-4
CoctaBneHue n opopmMneHme MHHOPMaLUMOHHO-CNPaBOYHbIX AOKYMEHTOB

VH(OpMaLMOHHO-CNPaBoYHble OOKYMEHTbI COCTaBMNSAT camylo GonbLuyto rpynny yrnpaBneH4YecKkmx
OOKyMeHTOB. B HuX cogepxuTtcs uHopmMaums, no3BondwLllan onpeaenuTs peanbHoe COCTOosHWE Oen B
06bekTe ynpaBrneHusl, NpUHATL 06 EKTUBHOE, 0O0CHOBaHHOE peLLEeHNE.

K WHMopMaUnOHHO-CNPaBOYHBIM AOKYMEHTAM OTHOCAT akTbl, MMUCbMa, CMNpaBku, TenerpaMmmel,
TenedoHorpamMmmbl, CBOAKNU, 0630pbI, CryXebHble 3anncku.

1. MeToauka coctaBneHUsa u opopMIIeHNA CnyXebHbIX 3annucok

CodepixaHue:

1. PaccmoTpeTb NOHATME U BUAbI CY>KEBHbIX 3anUCOoK.

2. NI3yunTb npaBuna ux coCcTaBrneHus.

3. OhopMUTL JOKYMEHTDI.

Teopemuy4eckue nosicHeHUs1

HeobxogmMmocte B cocTaBneHuu cnyxebHbIX 3annCoK BO3HMKAET, KaK npaBunio, Korga
PYyKOBOAUTENb TOTO MMM MHOMO YPOBHS HauMHaeT MCNbITbiBaTb HEAOCTAaTOK OnepaTMBHOM M KOHKPETHON
MHGOPMaLMM O COCTOSIHUM Aen Ha NOpyYeHHOM eMy yyacTke. VHorga ero mHTepecyeT BCEro Nullb Xon
pelueHns HebonbLUOW, HO AOBOMBHO BaxkHOM npobnembl. Kak TyT noctynutb? [pakTvka nokasbiBaeT, YTo
WMEHHO 30€eCb He3aMEHWMbIM AOKYMEHTOM - KpPaTKMM, CBOEBPEMEHHbLIM, aKTyanbHbIM MO COAEPXKaHWUIO -
CTaHoBUTCS cnyxebHasa 3anucka.

Cpeaun xapakTepHblX OCODEHHOCTEN, OTNUYAOLINX CNYyXebOHyo 3anucky oT goknaga (Hambonee
GrIM3KOro K HeW No HanpaBfeHHOCTU TUMNa QOKYMEHTOB), cnedyeT BblaenuTb:

- Marnble CPOKW NOArOTOBKW (OT HECKOSTbKMX MUHYT OO HECKOMbKUX YacoB, N COBCEM PedKo - CBbILLe
OAHOro AHsA);

- OrpaHWYEeHHbIA KOHTUHIEHT COCTaBUTENEN JOKYMEHTa (kak npaBuno, 1-2 coTpygHuka);

- OTHOCUTENbHO HebonbluoM 06BbEM TeKkcTa 3anucku, CoveTaloLLMINCHA C BbICOKOW CTEMEHbI0 ero
NMHOPMATMBHOCTU, NPU 3TOM BbIBOAbI M NPeasIoKeHnss MoryT coctaenaTe go 1/3 ot obuwero obbema
OOKYMEHTa;

- 0cobyl LIeHHOCTb Afis COAEpXKaHWs 3anvCKU NPeAcTaBnsAeT akTyanbHOCTb BKIOYEHHOW B Hee
MHdopMaLuu;

- HakoHeL, B OTNM4YMeE OT AOKIaja, 3anncka noyTu Bcerga agpecoBaHa KOHKPETHOMY MnLly.

PasnunyaloT HECKOMbKO BUAOB CIY>XEBHbIX 3aMMCcoK:

AHanuTuyeckne, 00630pHbIE, WHOPMALMOHHO-CTATUCTUYECKNE, [OOKMIagHble, OOBbSACHUTENbHbIE,
NOSICHUTENbHbIE.

AHanuTM4yeckasi 3anucka He TOJIbKO MPEnogHOCUT HaM ANS O3HAKOMITEHUSA COOTBETCTBYHOLLMN
MaTepuarn, HO U COOEPXUT ero noapobHbI aHanma. Kak npaBuno, nsnaraemole aktbl (4aHHble, cobbITUs)
TYT e KOMMEHTUPYIOTCH, YBA3LIBASACh C paHee NOCTYNMBLLEN MHOPpMaLVEN.

O630pHbIEe 3anUCKKM codepXaT KpaTKyld MHAOPMAUMIO O HECKOSIbKUX TECHO B3aMMOCBSA3aHHbIX
npobnemax. [laetca ux cxaTbli KOMMMEKCHbIA aHanu3. YacTto Takue 3anuckm OOMOSTHSAKTCS CripaBKaMu,
OeTanv3npyLwmMm ocBeLLeHE Hanboree BaXHbIX CTOPOH Npobnemel.

UHdopMaLMOHHO-CTaTUCTUYECKUE 3aNUCKU HECYT, KaK cnefyeTt u3 HasBaHus, akTypy - uudpel,
OaHHble. [logpobGHbIM  aHanM3 NPUBOAUMBIX CBEOEHWUA 3aMEHSIETCS U3NOXEHUEM CTaTUCTUYECKOMN
nHdopmaumm B Hanboree HarnggHoM u yaobHom ansa BocnpuATva Buge (B hopme Tabnuu, rpadoukos u
T.n.). BaxxHelwme nokaszatenu BbIAENSIOTCA LIBETOM, pa3MepomM, LWpndTom.

OcTtaHoBMMCs NoagpobHee Ha AOKMagHbIX U OObSACHUTENbHBIX 3anMcKax.

[oknagHaa 3anuMcka - JOKYMEHT, a[peCOBaHHbI PYKOBOAWUTENIO OAHHOIO WM BbILLECTOSLLErO
yupexneHusi, CoOaepaLlmin NMCbMEHHOE U3IOXEHNE Kakoro-nnbo Bonpoca C BbIBOAAMU U MPEASIOXKEHUSMN
cocTaBuTENS.
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B HekoTOpbIX cnyyasix AOKNafHble 3anucku HOCAT MHOPMAaLMOHHBIN XapakTep M COCTaBnsATCA
perynsipHo Ans cooblleHns cBedeHWd O MeTode, Xxog4e W wutorax 3agaHus. WMHuumatopom usgaHus
OOKNafHOW 3annckyM MOryT ObITb Kak pyKOBOAMTENb, TaK U CTPYKTYpPHOE noapasfeneHune unm paboTHUK.

OT 06CTOATENBHOCTU, AOCTOBEPHOCTM U3MNOXEHWSA, apryMEHTUPOBAHHOCTU NPeAnoXeHNn BO MHOTOM
3aBUCUT WUTOr paspelleHust Bornpoca AoknagHon 3anucku. OBblMHO MTOrOM ee pPacCMOTPEHUst SIBNSETCH
NPUHATNE YNPaBNeHYeCcKoro peLleHnst Unn n3gaHne pacnopsaguTensHOro AoKyMeHTa.

JoknagHble 3anncku 6blBalOT BHYTPEHHMMUN Y BHELLIHUMM.

BrewmHue OoknalHble 3anucku (oTrnpaBnsiemble 3a npegernbl opraHusauun) odopMAsTCa Ha
o6weM bnaHke opraHusauuMn M NOANMCHLIBAIOTCA PYKOBOAUTENEM OpraHmsauvu Unu ero 3amectutenem, B
Ybl0 KOMMETEHUMIO BXOAWUT BOMpoc. [lpumeHeHWe 3Toro BuAa 3anucok He O4YeHb pacnpoCTPaHeHO, OHU
NCMonb3ylTCs B 0C0B0 BaXKHbIX Y MPUHLMNMANbHbLIX BONPOCaXx yNpaBneHus.

B coctaB TunoBoro dopmynspa [OOKNaAHOW  3anucKM  BXOOSAT  CNedylolne  PeKBU3UTbI:
HaumeHOBaHWe aBTopa (OpraHuM3auMuM UNM CTPYKTYPHOro noapasfeneHvs), Ha3BaHve Buaa OOKyMeHTa,
Aara, perucTpaumoHHbIi HOMep, MEeCTO COCTaBMEHUst UMW U3OaHWs, agpecaT, 3arofloBOK K TEKCTY, TEKCT,
nognucb. WHorga Kk 3anucke npunaratTcs OOKYMEHTbl, MO3BOMSAOLINE YTOYHWUTH U OOOCHOBaTh ee
coaepxaHue.

Tak kak [JoknagHble 3anucku MKMMelT aapecaTta, MpeanoyTUTENbHbIM — SBMSIETCA  YINOBOe
pacnosoxeHue pekBn3MTOB OnaHka.

TeKkCT AoKNagHOM 3anucku, Kak npasBumo, COCTOMT M3 OBYX YacTel: KOHCTaTUPYHLLEN U BbIBOLOB M
npeanoXxeHuni coctaeuTens. B nepBon copepxuTca nogpobHoe M OOBEKTMBHOE OMUCaHWE CUTyauuu,
haKToB U COBLITUI, MHEHWE COCTaBuUTENEen 1 Apyras apryMeHTUpoBaHHas nHdopmaums, Heobxoammas ons
MPUHATUA TEX UMW MHBIX YNpaBneHYecknx pelleHunii. Bo BTopol YacTu cogepxatcs BbiBOObI, MPearnoxeHns
N pekoMeHOauuu. XapakTepHbiMU Ans nepexoda K 3TOW 4acTu TekcTa sBNATCA (POPMYNMPOBKU
"npednazaro”, "npowy”, "cyumaro HeobxodumbiM". He pekomeHayeTca ynoTpebnsaTb apxaunyHbin obopoT
"[loeoxy do sawez0 ceedeHus...".

B HekoTOpbIX crnyyasix ons obnerdeHnss BOCNPUATMSA MHEOPMaLUM M ONepaTMBHOCTU MPUHSTUS
peELUEHNs pekoMeHayeTcs obpaTHasi NocrnenoBaTENbHOCTb M3NoXeHusi. CHavana usnaraeTcsl CylecTBO
npockbObl N NPeanoXeHns, a 3aTeM npeanaraeTcs o6OCHOBaHHaA aprymeHTaums.

OGbsACHUTeNbHas 3anucka - JOKYMEHT, coaepxalluii MMCbMEHHOE U3MNOXEHWE MPUYNH HapyLLEHNS
TPYAOBOM AUCUMMNANHBI, HEBbINONHEHUSA 3adaHui M T.N. OObACHUTENbHbIE 3aNUCKUM MO OGOPMITEHMIO U
npuemMam M3rnoxXeHus NOXOXM Ha AOKNafaHbIe, OAHAKO, B TEKCTE HET BLIBOAOB U NPeASIoXKEHNI COCTaBUTENS.

MosicHUTenbLHaA 3anucka HOCUT CneuManmns3MpoBaHHbLIM XapakTep- 3anuckyu K oTyeTam, npoekTam,
nnaHam, YyepTexam v T.M.

3adaHue.

1. CocrtaBbTe [JOKMagHyl 3anucky OT MMEHW CTapocTbl [Pynnbl, agpecoBaHHYl AeKaHy
3KOHOMMYECKOro hakynbTeTa:

BapuaHm 1: o pesynbtatax npoBeAeHHOro cyb6oTHMKA NO NOArOTOBKE K 3UMHEMY OTOMUTESNTbHOMY
ce30Hy B o6wexunTtnm Ne12 n Ha npuneratoLLen TeEpPUTOpuK;

BapuaHm 2: 0 noAroToBke K 3UMHEN CECCUN;

BapuaHm 3: 06 utorax copeBHOBaHuM;

BapuaHm 4: o pesynbTtatax npoBeaeHHOro cybboTHMKka no ybopke yyebHoro kopriyca Ne5 u Ha
npunerarLen TeppuTopun.

2. CocTaBbTe OT CBOErO0 MMEHM OOBSACHMTENMBHYIO 3anNUCKy O MpUYMHAX MNPOMyCcKa KOHKPETHOro
3aHATUSA.

lNosicHeHus

Mpw BbINONHEHUN 3aaHNs 1 CTyAeHT BbiOMpaeT noboi 13 YeTbipex BapuaHTOB.

Mpn BbLINOMHEHWM 3adaHusA 2 OaHHYK 3anucky MOXHO COCTaBWUTb YCIIOBHO, €CNWU CTYAEHT He
nponyckan 3aHaTus.

2. MeToauka coctaBrieHMst 1 ochopMneHus crnpaBoK

CodepixaHue:

1.PaccmMoTpeTb NoHATUE U BUAbLI CPaBOK.

2. N3yunTb npaBunia nx coctaBneHus.

3. OhopMUTb LOKYMEHT.

Teopemuy4eckue NOsICHeHUs1

CnpaBku 6bIBalOT ABYX OCHOBHbIX BMOOB:

- CnpaBkn, nogTreepxgawowme paboty (ydeby), omnaty Tpyda, MECTO MNPOXMBaHUA M T.M.,
COCTaBrsiEMbIE MO 3anpocam rpaxaaH;

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

Crnipasku no 3arnipocam egpaxdaH (pabomHUKO8) BblOAaeT PYKOBOACTBO OpPraHmM3auun C ykasaHuewm
crneunanbHOCTW, OOIMKHOCTU, KBanudukaumm, nepvoga paboTel u pasmepa 3apaboTHow nnatel (cT1.62 TK
P®).
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OTO cnpaBKkM BHELUHWE, Kak MpaBurio, ooopmMnsloTcst Ha GraHkax crnpaBok dopmarta A5, umeroLmx
agpecHble JaHHble NpeanpuaTUa 1 TpadapeTHbIA TEKCT.

CnpaBka gofmkHa UMeETb: HaMMeHOBaHME Buaa AOKYMeEHTa, AaTy, HoMep (npy HeobxoammMmocTw),
MEeCTO NpefoCTaBIeHNsi, TEKCT, NOANUCH (MOANUCK), NeYaTb.

Cripasku o rnpou3eo0CcmeeHHbIM 80rpocamM MOTYT ObITb:

- BHELIHMMM, COCTaBMSIEMbIMW NO 3aNpPOCy BbILLECTOSILLEN OpraHn3aLmm;

- BHYTPEHHMMM, COCTaBMsiEMbIMM MO 3aNpoCy PyKOBOACTBA CBOEN OpraHusauun.

CnpaBka [JorfpkHa WMMeTb. HauMeHOBaHWe BuAa [OKYMEHTa, agpecart, paTy, Homep (mpu
HeoBX0AMMOCTK), 3arofloBOK K TEKCTY, TEKCT, mognuck (nognucu), nevatb (Mpyu HEOOXOAMMOCTM).

TeKkCT cnpaBKky COCTOMUT, Kak NpaBuIo, N3 OBYX YacTen: BOOHOW U OCHOBHOM.

Bo BBOAHOM YacTu usnaratotcs dakTbl, COObITUS, MOCMYXMBLUME MOBOAOM K €€ COCTaBMEHMIO.

B oOCHOBHOM 4acTu npuBOOATCA KOHKPETHblE [OaHHble, MoKa3aTenu, XapakTepusyloLline
NpPOM3BOACTBEHHbIE NPOLIECCHI.

Ecnu cnpaBka cogepXut MHopmMauuto No HECKONbKUM BOMpPOCaM, TEKCT ee AEeNAT Ha pasgens,
KOTOpble OOIMKHbI MMETb 3arofioBOK U Hymepauuio apabckumun uudppamu. LiudpoBblie nokasatenu moryT
ObITb 0OcbopMIEeHbl B BUAe Tabnuupl.

BHellHMe cnpaBku No NpOM3BOACTBEHHOW TEMATMKE COCTAaBISOTCA B ABYX 3K3eMMnsipax, OauvH u3
KOTOpLIX HanpaBnseTcs agpecaty, BTOPOW - NOALIMBaETCs B Aeno.

Mpu HanNnuumM B cnpaBke CBEAEHUN (PUHAHCOBOIO XapakTepa OHa MOANUCHLIBAETCS] PYKOBOAUTENEM,
rmaBHbIM ByxranTepom u 3aBepsieTcs nevaTbio.

BHyTpeHHMe chnpaBku MO MPOWU3BOACTBEHHOW TemaTWMKe COCTaBnslOTCA Ha OGrnaHke CTpPyKTypHOro
nonpasgeneHns unu Ha nucte A4, UMelT Te Xe PEeKBM3UTbI, YTO U BHELLUHME (3a UCKMIOYEHMEM nevatn),
NOANMCLIBAIOTCSH COCTaBUTENEM.

3apaHue.

1. CocTaBbTe cnpaBky C¢ MecTa pabotbl lMeTywkuHon B.A. HepocTtatowime pekBU3UTbl YKaXKute
CaMOCTOSATENBHO.

2. CocraBbTe cnpaeky No opraHu3auuun (nogpasgenenuto), obobuiamollyto gaHHble O Xode W
pesyrnbTaTtax KOHTPOMS COCTOSIHUSA OPrTEXHUKN.

lNosicHeHusi

Mpwn BbINONTHEHUN 3a4aHNA 1 HYXXHO Y4eCTb, YTO Takasi CnpaBka BblAaeTcsl OTAENOM KagpoB U B HEN
HY>XHO YKa3aTb nogpasfernieHne, B KOTOpPOM paboTaeT COTPYOHUK, OOMMKHOCTb, B OTAENbHbIX Crlyyasx
yKasblBaeTCsl CTax paboTbl B OpraHmsaumm m ctax paboTbl B nocriegHen AormkHocTu. OcHoBaHMEM st
Takow cnpaeku ByayT SBAATbLCA COOTBETCTBYHOLLUME MpUKa3sbl NO JIMYHOMY COCTaBY

Mpn BbINOMHEHMM 3adaHUa 2 [aHHYK CrApaBKy MOXHO COCTaBWUTb YCMIOBHO, OT MHXeEHepa
OopraHusaumm nnmn pykoBoaMTENs CTPYKTYPHOrO NoapasnerneHus.

3. MeToguka coctaBneHma n oopMIIeHMA NPOTOKOSOB, BbIMUCKU U3 AOKYMEHTOB

CodepixaHue:

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

2. N3yunTb npaBuna nx CocTaBrieHus.

3. BbinonHuutb 3agaHue k Teme.

Teopemuy4eckue NoOsICHeHUs1

MpoTokon 3aHMMaeT ocoboe MeCTo B CUCTEME OpraHM3auUMOHHO-PaCcnopAaANTENbHbBIX JOKYMEHTOB. C
O[LHOW CTOPOHBbI, Ef0 MOXXHO OTHECTU K UHAPOPMALIMOHHBIM JOKYMEHTaM (Tak Kak OH COO4epXuT nHcpopmauuio
0 xode OOCyXOeHMsI KakMX-TO YMpaBfieHYEeCKMX BOMPOCOB), a C APYroM — MNpPOTOKOIbl cogdepxaTt
MOCTaHOBHSAIOLLYIO YacTb U, Takum 0Bpa3om, MOryT paccCMaTpMBaTbCS Kak pacnopsigMTenbHble JOKYMEHThI.

Ob6sa3aTtensHOMY MPOTOKONUPOBAHMIO nogniexar cobpaHus akuMOHepoB, 3acedaHusl COBETOB
OVPEKTOPOB.

[MpoTokon odopmMmnseTcs Ha OCHOBE 3anucen, KOTopble BENMUCh Ha 3acefaHun cekpetTapeM BPpYUHYo
UK C UCMONb30BaHMEM OMKTOOHA.

B 3aBucumocTn OT BMAa 3acefaHuss U cTatyca KonnervanbHOro opraHa BbiOupaeTca dopma
NpOTOKONA: KpaTkas, MoyiHasa Unm cTeHorpaduyeckas.

Kpamkud npotokon — dukeupyeT obcyxaoaBliMecss Ha 3acefjaHuyM  BOMpPOChl,  hamunum
OOKMagqvKoB M NPUHATBIE pelleHns. Takonm NPOTOKONT PEKOMEHAYETCHA BECTU TONbKO B TEX Cry4asx, Korga
3acefaHvne cTeHorpadupyeTcsl, AOKNadbl M TEKCTbl BbICTYNNeHMn OyayT npeacTaBrneHbl CEKpPeTapt WIu
Korga 3acefaHue HOCUT OonepaTUBHBIN XapakTep.

lMonHbit npoTokon (UKCUPYET He TONbKO OOCyXAaBLUMECS BOMPOCHI, MPUHATbIE PELUEHUs U
damunun BbICTyNaBLWMX, HO M OOCTATOYMHO NOAPOOHbIE 3anucu, Nepefarline CoaepKaHne OOKITagoB U
BbICTYNJIEHNA YYaCTHMKOB 3acefdaHusl, BCE BbICKAa3aHHble MHEHUS, MPO3By4YaBLUME BOMPOCHI M PEMIIMKK,
3amMevaHus, no3vnumm. MNMornHbI NPOTOKONT NO3BONAET JOKYMEHTUPOBATL NOAPOOHYI0 KApPTUHY 3acedaHust.
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CmeHoepacpuyeckuli NPOTOKON COCTaBMAETCS Ha OCHOBE CTeHorpadu4eckoro otyeTa o 3acegaHuu
(cTeHorpamMmbl) U OOCMIOBHO nepedaeT Npouecc obCYXAeHMs Kaxaoro Bonpoca v BbipaboTKy pelueHus no
Hemy.

Bce BuObl NpOTOKOMNOB OGOPMISAOTCA Ha obliem 6GnaHke, KOTOPbIA BKMOYaeT cregyloLlime
PEKBU3NTbI: HAMMEHOBaHUE ydpexaeHus (opraHusaumu, npegnpusaTvs), BUA AoKymMeHTa (MpoTokon), AaTty,
HOMep, MeCTO COCTaBfIEHUS MPOTOKOMa, 3arofioBOK K TEKCTy, TeKCT. [JaTon npoTokona sBndeTtca gata
3acefaHuns (NpoToKoMbl, Kak npasuno, odopMnslTca nocrne 3acefdaHus). Ecnn oHo npopomkanoch
HEeCKONbKO AHeW, To AaTa NpOoToKoNa BKOYaeT AaTthl Havana n okoH4aHus (Hanpumep: 21 — 24.07.2004.)

Homepom (MHOekcom) npoTokona SABMSeTcs MOPSAKOBbIA HOMep 3acefaHus B npegenax
KarieHgapHoro roga unm cpoka nosiTHOMOYMIA KonmnernanbHOro opraHa.

3aronoBoK K TEKCTYy MpOTOKoMa, Kak NpaBuno, oTpaxaeT BWA 3acefaHus wnu KornervansHon
OesaTenbHOCTU U cornacyeTcs ¢ Ha3BaHueM Buaa AoKymeHTa. Hanpumep: NpoTokon 3acefaHus konneruu;
cobpaHnsa TPyAOBOro KOMMeKTMBA; COBELLAHWUSA HavyarnbHWKOB CTPYKTYPHbIX NOApPa3aeneHui.

TekcT NpoToKoMna BKIYaeT BBOAHYIO Y OCHOBHYHO YacTu.

MpoTokon ocopmnsieT cekpeTapb 3acefaHus. lNMognuckiBaloT npegcenatens U cekpeTapb.

Bbinucka u3 npomokosia NpeacTaBnsieT CcobOoW TOYHYH KOMWMKI0O 4acTW TekcTa MOASIMHHOro
NpoTOKONa, OTHOCSALLErocs K TOMYy BOMPOCY MNOBECTKW [AHs, NO KOTOPOMY rOTOBSIT BbINUCKY. [pu aTtom
BOCMNPOU3BOAAT BCE PEKBM3UTbI GnaHka, BBOOHYKH 4acTb TeKCTa, BOMPOC MOBECTKUM AHHA, NO KOTOPOMY
rOTOBUTCA BbINMCKA, M TEKCT, OTpaxXawwuin obCyxaeHue Bompoca M NPUHATOe pelueHue. Bbinucky u3
NpoTOKONa NOANUCHLIBAET TOSbKO CeKpeTapb, OH e COCTaBrseT 3aBepLunTensHyto Hagnucsk. OHa cocTouT 13
cnosa «BepHo», ykasaHus JOMKHOCTM Nuua, 3aBepsiowwero Konuw (BbINUCKY), MMYHOW noanucu, damunum,
nHUUManoB 1 aatbl. Ecnu Beinucka gaeTtcs Ana NnpeacraBneHns B Apyrylo opraHM3aumio, TO OHa 3aBepsieTcs
neyarblo.

3anaHwue.

1. Haritn owumnbkm B ochopmneHmn npoTokona, UCNonb3ys pasaaTtodHbIi MaTepuyan.

2. CocTaBuTb BbINWCKY U3 NPOTOKOMA.

4. MeToaguka cocTtaBfieHUs 1 0ohOpPMINEeHNA aKToB

CodepixaHue:

1. PaccmoTpeTb NOHATUE 1 BUAbI AKTOB.

2. NpaBnna cocTaBneHnst akToB.

3. ObopMuUTbL aKThl.

Teopemu4eckue nosicHeHuUs1

AKT cogepXut uHopmaumio, Heobxoaumyro Ons pas3paboTkM M MPUHATUS  yNpaBfEHYEeCcKoro
pELUEHUST U CIYXWUT OAHUM M3 onpesensoLnx puanYeckux OCHOBaHUA ANs M3gaHus pacnopsanTenbHbIX
OOKYMEHTOB.

B npaktuke ynpaBneHus COCTaBnstoTCA U MPUMEHSIIOTCA B CaMbIX PasfnMYHbIX CUTYaLUsAX U NO3TOMY
UMEKT MHOro0 PasHOBUMAHOCTEW: aKT npuema paboT MO KOHTPaKTy, akT npuema-nepegadv, akT CrnmcaHus,
aBapuv, WHBEHTapu3auuW, KOMMEPYECKUA akT W T.M., KOTOPble MOryT OTHOCUTLCS K OpYrMM cucTemam
OOKyMEHTauun 1 CcylecTBoBaTb B Buae wabnoHa, TpadapeTta n gaxe yHUPULNPOBAHHOW YTBEPXKOEHHOM
dopmbl. Ho obwme npaeuna coctaBrneHns n ooopMneHnst, a Takke opMynsap akta oCcTatoTCs egUHBbIMMN.

AKTbl COCTaBNATCA MOCTOAHHO AEWCTBYIOLLEN, UMW Ha3HAYEHHOW MO YKasaHW pykoBoauTens
NPeanpusaTUA KOMUCCUEN, C LENnblo ODBLEKTMBHO 3adMKCUpOBaTb CYLLECTBYIOLLME WM npovcllelmne
CcOObITUSA, haKTbl U COCTOSAHMS, YCTAaHOBUTb UX COAEpXaHue, CyLLHOCTb, MPUYMHbI U crieactems. B cocTtas
KOMUCCUM [OOJDKHbI BXOOWTb HE MeEHee [BYyX COCTaBuTenen. Ha npaktuke e 4ucno cocTaBuTeEnen
yCTaHaBnMBaeTCs Bcerga HeyeTHbIM. Llenb paboTbl KOMMCCUKM, MOSIHOMOYUSA U COCTaB 3aKpennsiTcsa B
n3gaBaeMbiX pacnopsgvTenbHbIX AOKYMEHTax MpeanpuaTvs unm opraHu3aumm (Mpukase pykoBOAWTEnNS,
pacnopsXKeHUsX 3amecTUTeNnen PyKOBOAWUTENSA W rMaBHbIX creuuanuctoB). B HekoTopbIx criyyasx akT
MOXeT ObITb COCTaBMEH KOMUCCUEN, 0OPa3oBaHHON HA OCHOBaHWUM YCTHOIO PacrnopsXeHUs PyKOBOAUTENS
UK ero 3amMecTuUTenen B npegenax ux KOMNeTeHUun.

Takke aKkTbl COCTaBNSATCA MOMHOMOYHBIMU  OOJDKHOCTHBIMM - fiMuamMu  (rocyaapCTBEHHbIMU
CaHUTapHbIMM Bpadamu, MWHCMeKTopamu, ayautopamm n (UHAHCOBLIMU KOHCYINbTaHTaMu, VMEHLLMM
rocygapCTBEHHbIN aTTectaTr M T.M.) U NPEACTaBUTENSAMM KOHTPOSTMPYIOLWMX U PEBM3UNOHHBIX OpPraHoB
(apxvBHOW, HaNMOroBOW, TOProBOW, aAMWHUCTPATMBHO-TEXHUYECKOM WM OPYrMX WHCMEKUWMA) B mpegenax umx
KOMMEeTEeHL M.

B akTe duKkcMpyoTCa TONbKO pearbHble, TOYHO YCTAHOBMEHHbIE PaKTbl, 0O bEKTUBHO Ka4€CTBEHHbIE
nokasaTenu, OKOH4YaTeNnbHble BbIBOAbI W OPYrne CBEeOEHWsl, KOTOpble MOryyYeHbl B pesynbTarte paboThbl
KOMUCCUn.

AKTbl ochbopmnAOTCs Ha obLem GnaHke NPeanpusiTvs, OpraHu3auuun, YYpeXaeHust Unmn Ha YMCToM
nncte cpopmata A4 ¢ NpoAoNbHBIM UMK YITIOBLIM PACMONOXEHNEM PEKBU3NTOB Mo obpa3suy obuiero 6naHka.
Ecnv akT sgBndetcs BHEWHUM [OOKYMEHTOM, TO OH [OJDKEeH COAepXaTb CrpaBOYHble AaHHble 06
opraHu3auun.

20



CocTaB peKBU3UTOB:

HanmeHoBaHWe opraHusauuun, Ha3BaHUe Buaa [AOKYMEHTa, AaTa, PerMcTpauuoHHbIA HOMEp, MECTO
COCTaBIEHMS!, 3arofloBOK aKTa, TEKCT, OTMEeTKa O MPWUIIOXKEHUW, NoAMNMCK, OTMeTKa 00 O3HAKOMITEHWW,
oTMeTka 006 WCMOMHEeHWM [OKYMEHTA W HanpaBleHWM ero B Aeno, rpud yTBepKAeHUs, neyatb (npu
HeobXxoaMMOCTH).

Hata ocdopmnsieTcs uucpossiM cnocobom (20.02.2002) n ABnseTcst 4aTon akKTMPyeMOro coobITus.
Ecnn pabota komuccuMm npoAorikanacb HEeCKONbKOo OHEW, TO MPW COCTaBEHUM akTa yKasbiBalOT gaTy
OKOH4YaHus paboTbl. OTa gaTa U 6yLeT ABNATLCA 4aTOW COCTaBNEHNs U MOANMCAHMS akTa.

PerncrtpauyoHHble HoMepa akToB OObIMHO NPOCTaABNATCA NpU O0OpPMIIEHMM pe3ynbTaToB
paboTbl KOMUCCUN, UMEIOLLMX KOHKPETHYIO MOCTOSIHHYIO KOMMETEHLMIO U YCTAaHOBMEHHbIA CPOK MOITHOMOYMI
(akcnepTHas, aTTecTauMoHHasi, KBanudukaumoHHas v T.Mn.). [Mpu akTMPOBaHUN E€AMHUYHBLIX aKTOB WK
COObITUIA HOMEP MOXET OTCYTCTBOBATb.

TeKcT akTa COCTOMT U3 TPEX YacTen: BBOAHOW, OCHOBHOW (KOHCTaTUPYIOLLEN), 3aKoYUTENBHON.

BBoaHas YacTb He sIBNSIETCS CNOLWHbIM CBA3HBIM TEKCTOM, Tak Kak CTporo oopmanusoBaHa. B
OCHOBHOW YacTu aKkTa OTpaXaeTcsi CyTb, Lenu, 3adadv U CPOKU NpoBedeHHOW komuccuel paboTtbl ans
yCTaHOBMeHMsT pakToB. TEKCT akTa npu HeobXxoOAMMOCTM MOXET OEnUTbCA Ha MyHKTbl, MOAMNYHKTbI Uin
nmeTb TabnuynHyto dopmy.

B 3aknouMTenbHOM Yactu TekcTa COAEpXKaTCs BbIBOAbI, 3aKMYEHMs!, peKOMeH4aUuum KOMUCCUMN Mo
TOMY WM MHOMY BOMPOCY, a Takke yKasblBalOTCA CBEAEHMS O KONMYeCcTBe SK3EMMIISPOB akTa (odhopMreHme
3TUX CBELEHUN TOXE CTPOro (hOPMarin3oBaHo) U MECTE HaXOXAEHUS KaX4oro unm agpecaTax, KoTOpbIM OHU
OTNpaeneHsbl.

Bce ak3emnnsipbl akta nognucbiBaloT npeacenatenb M YNeHbl KOMUCCUMU B TOM MOPSiAKe, B KOTOPOM
yKa3aHbl BO BBOAHOM YacTu.

Jlnua, npucytctBOBaBLWIME MpU paboTe KOMUCCUM, CTaBAT OTMETKY OO0 O3HakoMiieHuM nocrne
noanucen YneHoB kommccun.  C akTamu peBu3niA, NPOBEPOK 3HAKOMSAT BCEX NUL, OEATENbHOCTb KOTOPbIX
OHW 3aTparveatoT.

MHorve Buabl akToB MognexaT YTBEPXKAEHUO pyKkoBoAUTEeNneM NpeanpusaTusi, opraHusaumm unm ero
3amMecTuTenemM, Mo YyKasaHW WNU npukasdy KoTopbix paboTana KoMUCCUS, a Takke opraHamu
KonnernanbHOro ynpaeneHus npegnpusituem (oowmm cobpaHnem, COBETOM AUPEKTOPOB, NPaBfeHNEM) Un
BbILLECTOSILLIEN OpraHn3aunen.

3apaHue 1

Bapuanm 1. B AO «Jlyu» yBonbHseTCA rnaBHbIn akoHoMUCT Epwos MN.M. Ha ero mecto HasHadeHa
LLlyknHa C.H. CocTaBbTe akT cgayuun- npuemku gen.

Bapuanm 2. B OO0 «YanenbHuk» HavanbHUK oTaena kagpos [dywHas A.B. nepeBogutcs Ha
apyryto paboty Ha ee mecto HasHavaeTcs NMpoxnagHas H.B. CocTaBbTe akT caayn- NpueMKn gen.

lMosicHeHus1

Mpwn BbINONHEHMM 3a0aHUSA CTYAEHT MOXET BblOpaThb NtoboN BapuaHT.

Mpw yBOMNbHEHUM TMABHBLIX CMELMannCcTOB OpraHM3aLmMmn NPouCXoauT caava-npuemka JOKYMEHTOB U
Oen, a Takke, NPy HanNuyuW, NnevaTen nogpasneneHnst BHoBb Ha3HaYeHHOMY JWLy € NpOBeOEHMEM NPOBEPKM
nx coctosHusA. [MpuemMka-nepedada nNpPOU3BOAUTCA B NPUCYTCTBMM KOMUCCUW. AKT nognucbiBaeTcs
KOMUCCUEN, NepefatoLL M fINLOM U NMPUHUMAIOLWMM U YTBEPXKOAETCS PYKOBOAUTENEM OpraHu3aumu.

HeobxoamMmMo co3gatb KOMUCCUIO U YkasaTb BCE HEAOCTaoLME PEKBUNTLI.

3apaHue 2. 18 mions 6puragmp TMNB AO «[yTb» TankuH J1.C. coobwun, 4yto Ha none Ne 3, 3aHATOoro
noceeBamu MLEHWLbI, NaceTcs KPyMHbIM poraTbln CKOT. 1o YCTHOMY pacnopsbkeHuto gupektopa Obina
co3fjaHa KoMuccusl, KoTopasi AOKyMeHTanbHO 3admkcmMpoBana noTpasy nocesoB. B xoge paboTbl komuccum
BbISICHUMOCE, 4TO 15 ronoB (2BapuaHT - 20 ronoB) NpuHagnexar pabo4yMm X03sIMCTBa U HaxoAWNMUCb Nog
npucmoTpom nactyxa lN'ynsesa B.W., a 30 ronoB (2BapuaHT - 27 ronoB) NpuHaanexart cocegHemy X03aucTBy
N HaxoOaTcs Mnod OTBETCTBEHHOCTLIO 3aB. hepmon boratoro A.9.

MoceBbl NOMHOCTBIO YHUYTOXEHbI Ha 3 ra, NepeceB HEBO3MOXEH B CBA3UN C UCTEYEHUEM
arpoTeXHUYECKNX CPOKOB.

CkoT 6bin 3arHaH Ha dhepmy AO «[yTb» M HAXOQWICA TaM OAHMW CYTKM A0 BbICHEHMWS BriafernbLeB.

CocTaBbTe aKkT 0 NoTpaBe NOCEBOB.

MosicHeHus1 u donosHUMesIbHbIE yC108USs

Mpu BLINONHEHUM 3a0aHUSA 2 HYXHO:

1) co3gaTb KOMUCCUIO HE MEHee, YeM U3 TPEX YErOBeK;

2) onpeaenuTb Ny, BUHOBHBIX B MPUYMHEHWM YLLepba;

3) cocTaBuTb MpUMIOXKEHWEe K akTy - ChpaBKy O pa3mepe MpuyMHEeHHoro yuiepba € yyeTom
crneaylwmx ycnoeun: ctommoctb 1 ra obpabotkn 1 BapuaHT - 790 ycn.py6.( 2 BapmaHT - 780 ycn.py6.),
ctoumocTb 1 ra nocesoB - 196 ycn.py6. .( 2 BapuaHT - 158 ycn.py6.), ctoumocTe cemsiH Ha 1 ra - 187
ycn.py6. ( 2 BapuaHT - 257 ycn. py0.), 3akynoyHas ueHa 1 T nwenuupl - 5200 py6., nnaHoBasi ypoXXanHOCTb
nwennubl - 15 u/ra ( 2 BapuaHT- 13 w/ra), MecayHbIi oknag ctopoxa 13687 ycn.pyo.
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MNMpakTuyeckoe 3aHsiTue Ne 5-6
MeToauka coctaBneHUs U opopMIeHns pacnopsaguTernbHbIX JOKYMEHTOB

CodepikaHue:

1. PaccMmoTpeTb NOHATME U NpaBuria cocTaBreHns npukasa.

2.YCBOUTb MOHATUE U NPaBuna CocTaBNeHUs PacnopsiXeHUn, peLleHni, ykasaHui.
3. OhopMUTb JOKYMEHTBI.

1. MeToguka cocTaBreHusi U ocpopmMrieHUsi NPUKa3oB N0 OCHOBHOM OeATeNbLHOCTH
opraHusauumu

Teopemuy4eckue nosicHeHust

K npukazam no ocHoBHou pesitenbHocT (O[) OTHOCATCA Npukasbl MO opraHu3auum paboTbl
npeanpusaTusl, UHaHCMPOBaHMIO, OTYETHOCTM U APYrMM NPON3BOACTBEHHLIM BONPOCaM.

MogroToBka Npukasa BKIKOYAET HECKOMNBbKO CTaguii:

- M3y4YeHue CyTu Bomnpoca,

- cbop HeobXoOoMMbIX CBELAEHWIA,

- MoAroToBKa NpoekTa Npvkasa,

- cornacoBaHuWe NMpoekTa,

- n3gaHme un noanmnmcaHmne npukasa.

Mo nopy4deHnto pykoBogMTENS NPOEKTbI NpUKasa MOryT roTOBUTb CreLManucTbl Npeanpuatus. 3tm
npukasbl Takke oHOPMNSAITCA Ha BHYTPEHHEM obOLeM BriaHke npegnpusaTUSa C YrioBbIM UITM NPOLOSbHbLIM
pacnosnoXeHNeM PEKBU3UTOB.

PekBunanTbl:

- HanMeHOoBaHWe npeanpuaTua, HasBaHuWe BuOa OOKyMeHTa, AaTa, HOMep, 3arofioBOK K TEKCTY,
TEeKCT, noAanncb; OTMeTKa O corfnacoBaHUN, OTMETKa o6 O3HakKoOMIeHunn, npunoxeHue.

TeKCT nprkasa COCTOUT U3 TPEX YacTen:

- KOHCTaTUPYIOLLLEN, pacrnopsigUTENbHON 1 3aKNIOYNTENBHOWN.

B nepeon 4actu ykasbiBatOTCA OCHOBaHWE ONS M3gaHus npukasa. 3To MoryT ObiTb HOpMaTUBHbIE
OOKYMEHTbI rocy4apCTBEHHbIX, MyHMUUNAnbHbIX OpraHoB ( MpaBUTENbCTBA, HaNoroBOW WHCMEKUMUM u ap.),
peLleHns KonnernanbHbiX OpraHoB (COBET [OMPEKTOpoB, obuwee cobpaHue), aktbl, cobbiTMsa unm
npom3BoacTBeHHas HeobxogumocTb. B aTom yvacTm xemaTenbHO YykasaTb LUenb W3gaHus npukasa.
KoHcTaTupylowasa 4acte He MoXeT 6biTb onyuweHa. NMpyu HeobXxoauMoCTM 3Ty 4YacTb MOXHO AenuTb Ha
NyHKTbl. PacnopsguTtenbHas YacTtb HadmHaetcs rnaronom «NPUKA3BIBAKO». Crieaytoluern CTpokon nuwyT
NCMNOMHUTENSA (AOMKHOCTb, damMuUnus, UHULManbl) UM CTPYKTypHOe nogpasgeneHuve (T.e. «komy»), ganee
YyKa3blBalOT KOHKPETHYIO paboTy (T.e. «4TO genatb»), U NMOTOM CPOK BbINOSIHEHWST UMW OKOHYaHUSA paboTbl
(T.e. «40 KaKoro 4ncrnay).

Ecnv nopyyeHve gaetcs NOCTOSHHOE, TO CPOK UCMOSTHEHUSA OTCYTCTBYET.

Ecnv nopyyeHun HeckonbKko, TO TEKCT OENUTCS Ha MyHKTbl, KaXObl M3 KOTOPbIX HaynHaeTcs C
KpaCHOW CTPOKN N HymepyeTcst apabckumu undpamu.

B 3aknouutenbHOM 4YacTW, MOCRegHUM MYHKTOM TeKCTa YKasblBaeTcs [AOMKHOCTHOE nuuo,
OTBETCTBEHHOE 3a BbINOMHEHWE nNpuka3a B uenom. ( lpu ero OTCyTCTBUM KOHTPOMb OCYLLECTBRASiET
pyKOBOAUTENb NpeanpuaTms).

Hwke (6e3 nyHkTa) ykasblBaem nvL, UNU CTPYKTYPHble MoApasdeneHunsi, KoTopbiXx Heobxogmmo
O3HAKOMUTbL C NMPUKA3OM.

Ecnv gaHHbIN NprKa3 oTMEHSET paHee n3gaHHble JOKYMEHTbI, TO OHW YKa3bIBalOTCS B TEKCTE.

Ecnv npukas BBOOMT B ENCTBME Kakue-NMbo AOKYMEHTbI, TO OHU ODOPMITAIOTCS KaK MPUITOKEHME K
npvkasy. B npaBom BepxHEM yriy NMUEBON CTOPOHbI UM MEPBON CTPaHULbI TAKMX AOKYMEHTOB CTaBUTCS:

«MpunoxeHune k npukasy aupekropa AO «JTyu» ot 08.02.2021 Ne 14y.

Mpn HeobGXoAMMOCTM TEKCT npukasa COrfacoBbIBAETCA CO chneumanictaMmum XO03sMcTBa WU
OOIMKHOCTHbIMK nuuamu. CornacoBaHue ohopMIsieTcs BU3OMN.

Mpuka3 nognucbiBaeT pyKOBOAUTENb NPEaNPUSTUS U ero 3aMecTUTENb, MMEIOLLNIA MPaBO NEPBON
noanuvcu (nocne pykosoautens). lNprkas BCTynaeT B cuiy ¢ MOMEHTa NognncaHus, eCnv B TEKCTE HE yKasaH
OpYyron cpok BBeJeHUSA ero B JENCTBUE.

lMocne w3gaHMsa C MPUKA3oOM O3HaKaMIUBAKT COTPYOHWKOB npeanpustus. [Ona aToro oawvH
9K3EeMMNNSApP BbIBELUIMBAKOT Ha [OOCKY OOBLABMEHWMNA, HA 9K3eMNnsipe, KOTOpbI MOoAWMBaeTcsa B Aero,
bUKCHMpYyEeTCA 03HAKOMIIEHME C MPUKA3OM COTPYOHWKOB, OTBETCTBEHHBIX 3a €ro ucrnonHeHue. Ecnun npukas
HY>XeH Anst paboTbl, TO OH KOMMPYETCHA N pa3aaeTcsa COTPYAHMKaM.

MpurKasbl N0 OCHOBHOW AEATENBbHOCTU NPEANPUSATUSA XPaHATCS NOCTOSIHHO.

AHanorm4yHo npouCXoguT paboTa C TakUMKU YNPaBIEHYECKUMWU [OOKYMEHTAMM, KaK peLUeHus,
pacnopshKeHus.
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3apaHue:

1. CocraBbTe npoekt npukaza no OOO «Ckaska» 00 obecnevyeHnn MNPOTUBOMNOXAPHOM
6e30MacHOCTM U yCUNeHnn oxpaHbl NPpeanpuUaTUS B NpasgHUYHbIE OHW.

2.CoctaBbTe npoekT npukasa no AO «3Hamsa» O nepexode Ha WHTEHCUBHblE TEXHOMOMMM
BO34enblBaHMSA OBOLUHbIX KynbTyp. o mnaHy co cnegywollero roga no MHTEHCMBHOWM TexHonorun 6yayt
BO3genbiBaTbCa TOMaThl Ha nnowaam 15 ra, kanycta - 30 ra, orypubl — 18 ra.

lMosicHeHus

[nsi oopMNeHNs NpUKasoB HY>KHO BHMMATENbHO NPoYnTaTh TEOPETUYECKME NOSACHEHUS MO OAHHOW
Teme. Bce HepocTalowme pekBnsnTbl, HEObXoaMMbIE ANA HAMMCaHWA MPUKA30B, yYkasaTb CaMOCTOSITENBHO.
MpoekTbl Npuka3oB oopmMnanTca Ha Gymare dpopmata A4.

2. MeTtoauka coctaBneHusi U opopMneHnsi pacrnopsikeHUn, pelleHnn, ykasaHun

Teopemuy4eckue rnosiCHeHUs1

MpaBo wu3gaHMA yKa3aHUM NPUHAONEXUT PYKOBOAWUTENAM OpraHusauui, YyyYpexgeHun u
npeanpuaTUin  Npu  0pOpMNEHUN pELLEeHUsT OmnepaTUMBHbIX MPOU3BOACTBEHHbIX W agMUHUCTPATUBHbIX
BONPOCOB.

YKkasaHne no odOpMIIEHNIO He OTNMYaeTcs OT Mpukasa, MMeeT Takon Xe opmynap, kak no
COCTaBy, TaK M MO pacrnonoxeHuto peksmantos. OQHaKoO ykasaHue AOMKHO MMeTb KOHKPETHbIX agpecaTtoB
(ucnonHuTenen), a ero pacnopsguTenbHas YacTb HadnHaeTcs co crosa «[MTPEOJTATAKO».

YkasaHue Kak Bua LOKYMeHTa BBeAEHO B Aencteue ¢ 1970-x rogoB BMECTO NPUMEHSABLUMXCS C TON
Xe Lenblo cnyxXebHbIX 3anncok, CrnyXebHbIX MMceM, CnyXebHbIX pacnopsKeHUi.

PacnopsixeHMsi U3JaloT Takke 3amMecTUTenu nepBoro pPykoBOAWUTENSs, [NaBHble CrneumanucTbl,
PYKOBOAWUTENM  CTPYKTYPHbIX  MNoapasgeneHvi no  onepatuBHbIM - BOMPOCaM  XO3SIMCTBEHHOW,
Npon3BOACTBEHHOW, aAMUHUCTPATMBHON AeATenbHOCTU. Kak npaBumno, pacnopsbkeHne nmeeT orpaHUYeHHbIN
CPOK AEeNCTBUS U PacipOCTPaHAETCH Ha Y3KUIM Kpyr ucnonHuTenewn (CTPYKTYPHbIX nogpasaeneHuii).

Mo cocTaBy peKBM3UTOB M UX PACMONOXEHUIO pacrnopsXXeHne He OTNMYaeTCs OT MnpuKkasa, O4HakKo
4acTO He COAEepPXKMT KOHCTatupylowen YactTu. B Takom crnyyae TEKCT pacnopsKeHus HadmHaeTcs
HEenoCpeAcTBEHHO C MYHKTOB, (hopMynupylowmx pacnopsiantencHbole gencteusi. Ecnv HeobxogumocTb
OOBACHEHUS M30aHUS  PacnopsPKEHUst BCe-TakM  CyuwlecTByeT, TO TEKCT pacnopsiguTenbHOn 4actu
HaudnHaeTtcs co cnoBa «MPEOJTATAKO» unn « OBA3bIBAHKO».

PacnopsikeHns nognucbiBaoT pyKOBOAMTENb UMW 3aMECTUTENN PYKOBOAUTENS NpeanpuaTus.

PeweHnsa odopmnsoTcs, kak npasBuno, Ha OnaHkax, BKMHOYAKOLWKUX Ccriegylowmne pekBusuTb:
HasBaHMe opraHa ynpasneHus, BU4 AOKYMeHTa (pelleHune), AaTty, MHOEKC AOKYMEHTa, MeCTO ero nsgaHus,
3arofnoBoOK, TEKCT, NOAMNUCH.

TeKCT pelleHns COCTOUT U3 ABYX YacTen: KOHCTATUPYIOLLLEN N pacnopsauTENbHON.

B koHCTaTMpylowen YacTu ykasbiBalOT COCTOSHME Bompoca , LUenwu, 3agayn WM OCHOBaHue
peLueHus.

PacnopsguTenbHas 4yacTb pelleHns HauMHaeTCs C Ha3BaHWsl opraHa, ero NpuHMMaroLLLero, 1 cnoesa
«PELUNIT (PELUNIIN)», KOoTOpoe nuwieTcst NponucHbiMM OykBamu. PacnopsigutenbHasi 4acTb, kak npaBuno,
COCTOUT M3 HECKOMbKUX MYHKTOB, B KaXOOM M3 KOTOPbIX YKa3blBalOTCA WCMONHUTENb (opraHusauus,
OOIMKHOCTHOE NWLUO), NpeanucbiBaemMoe AeWCTBME W CPOK UCMONHeHus. B nocnegHem nyHKTe pelleHus
Ha3bIBalOT NNLO, HA KOTOPOE BO3NaraeTcs KOHTPOITb 3@ UCTIONTHEHNEM.

KOpugunyeckyto cuny pelueHne obpeTaeT nocrne ero NOAMUCaHWs npeacenateniemM U CcekpeTapem
KomnrfermanbHOro opraHa, MPMCBOEHUSA JOKYMEHTY HoMepa (T.e. permcrpauun) n npocTaeneHuns aartbl. JaTton
peLleHns ABnseTcs gaTa NpoBeAeHnst 3acedaHuns KonnernanbHOro opraHa, Ha KOTOpoM OHO 6bINo NPUHATO.

3apaHme. CoctaBbTe ykasaHme no OOO «[lonet» o cocTtaBneHum rpaduka OTNYCKOB Ha
cnegyowmnn KaneHaapHbIn rog.

MpakTnyeckoe 3aHaTne Ne 7
MeToauka coctaBneHust U ocpopmneHus
AenoBbIX Nucem
CodepixaHue:
1. NOBTOPUTbE OCHOBHbIE NMOHATUS 1 NpaBuia COCTABMNEHUS MUCEM, AaHHbIE HA NEKLMN.
2. NoBTOpUTb 0dbOopMIIeHe BNaHKOB ANS MUCEM.
3. OdopmuTb NMUCbMA.

Bonpochb! 3511 noemopeHusi U 06¢cyx0eHust:
1. MoHSITUE N OCHOBHbIE BUAbLI MUCEM.
2.TpeboBaHus, NpeabsaBnsieMble K COCTABNEHUIO 1 ODOPMITEHUIO CIYXKEOHbLIX MUCEM.
3. BbnaHku ana nucem.
4. OcobeHHOCTUN COCTaBNEHUS NMCbMa MHOCTPAHHOMY NapTHEPY.
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3apaHue.

1. CocTaBbTe MMCbMO TOProBOMY NapTHeEpPy Balleil opraHu3auMu O corflacMu Ha BO30OHOBMeHue
NOCTaBOK.

2. CocTaBbTe NMCbMO-NPETEH3MI0 O 3a4epXKKe NOCTaBKN TPEX KOMMIEKTOB mebenu.

Mpn BbINOMHEHUN 3agaHWs OOMONHUTENbHbIE YCMOBUS W HEOOCTalolMe PEKBUIUTBI YKaXuTe
CaMOCTOATENbBHO.

MpakTnyeckoe 3aHsaTne Ne 8-10
MeToauka coctaBneHusi U ohopMrneHns LOKYMEHTOB
no fIM4YHOMY cOoCTaBy

TpynoBble npaBoOTHOWEHMA paboTogaTenst (opraHu3auuW, ydpexaeHus) u  paboTHuka B
Poccuinckon ®egepaumnn perynupytotca Tpyaoseim Kogekcom. Bce atanbl Tpy4oBOro Lukna oT npuema Ha
paboTy HOBOro COTpygHMKa [OO €ero YBOMbHEHWs noanexar [OKYMeHTMpoBaHuto. COBOKYMHOCTb
B3aMMOCBSI3aHHbIX [JOKYMEHTOB, B KOTOpPbIX 3adhmKCcMpoBaHbl 3Tanbl TPYAOBOW AeATENbHOCTU paboTHUKa,
Ha3blBalOT doKyMeHmauuel ro IU4HOMY cocmasy.

[okyMeHTaumio no nM4YHOMYy cocTaBy (nepcoHarny, kagpam) MOXHO KnaccuduunpoBaTtb Ha YeTbipe
rpynnbi:

OOKyMeHTauus, CBA3aHHas C KOMMNEKTOBaHNEM NepcoHara opraHusawumu;
OOKyMEeHTaLus, CBA3aHHas C NPOLECCOM NPOABWKEHNS NepcoHarna no cnyxoe;
OOKyMeHTauus, CBA3aHHas C BbINonHeHneM paboTHMKoM TpebosaHuin Tpy40BON AUCUUMIUHBI;
OOKyYMeHTauusi, CBf3aHHas C MpekpalweHMem TPyAOBblX  OTHOWEHWA paboTHUKOB C
paboTtogarenem, ¢ yBOSIbHEHUEM.

1. MeToauka coctaBneHus u opopmMmneHus 3asaBneHumn

CodepixaHue:

1. PaccmoTpeTb NOHATME U BUAbI 3aABMEHNN.

2. N3yunTb npaBwuna cocTaBreHus.

3. OhopmuTb 3aaBnNeHUs.

Teopemu4eckue nosicHeHuUs1

[lokymMeHT, copgepxalwmn npocbby mMnu npeasiokeHne ogHOro MU HECKOSMbKUX NnL, aapeCcoBaHHbIN
PYKOBOAUTESIO UMW AOMKHOCTHOMY NULLYY OpraHn3auumn Ha3biBaeTCcs 3asiBNEHVEM.

Mo copepkaHnto 3asBNEHNSA MOTYT ObITb Cr1Y)K€O6HbIMU W TUYHBIMU.

CnyxebHble cOCTaBnATCHA OT MMEHU AOMKHOCTHbIX MWL, JIMYHbIE -OT UMEHUN TPadKaaH.

Jlioboe 3asiBrieHMe COCTOUT M3 CriegyloLlmx PEeKBU3UTOB: agpecart, cBedeHuss o6 agpecaHTe (B
cny>xebHoM - nogpasgeneHune, cnyxba), HaumeHoBaHMe Buaa OKYMEHTa, AaTta, TEKCT, OTMEeTKa O Hanmyunm
NPUNOXEHNs, Noanncb, Pesoniouusd, OTMEeTKa O COrfacoBaHuMKM, OTMeTKa 00 MCMOMHEHUM [OKYMeHTa U
HanpaeneHun ero B geno. [laHHble pekBuanTbl odpopmnstoTcsa cornacHo FOCT P 6. 30 -2003.

3adaHue

1.CocTaBbTe 3asBneHne ¢ NPocbOoM NPUHATL HA AOMKHOCTb NMOCIE OKOHYaHWS BbICLLEro y4ebHoro
3aBefeHus.

B 3asBneHunn ykasaTb: KOHKPETHYIO OOIDKHOCTb M OTAen, B KOTOPOM Bbl XOTUTE paboTatb; gaTty, C
KoTopon xoTtenu 6bl NpuCTynUTb Kk paboTe; yvyebHOe 3aBefeHMe KOTOPOE OKOHYMIIN UM MPUCBOEHHYIO
KBanudukauuio.

2. CocrtaBbTe 3asiBfeHMe C nNpocbbov O NpefoCTaBNEHUN afMWHUCTPATUMBHOMO (akageMuYecKoro,
oYepenHoro, BHEOYEPEOHOro) OTMycKa. YKaXuTe MNpuUYMHY, MPUINOXEHME K 3asiBIEHU0 M HegocTalolime
PEKBU3UTBI.

3.CocTtaBbTe 3asiBNeHve ¢ Npocbbon NpefocTaBUTb KOMaHOMPOBKY. YKaXuMTe MECTO, CPOK U Lernb
KOMaHOMPOBKM, a Takke BCE HEAOCTAOLLNE PEKBUSUTHI.

4. CocTtaBbTe 3asiBNeHME C NPOCbOON M3MEHWUTb rpaduk OTMycka. YKaxuTe nepvog oTnycka no
rpadduKy M HYXHbIA BaM, a TakKKe MNPUWYUHY, MO KOTOPOM HEeobXoOAUMO W3MEHUTb rpaduk OTrmycKka W
HeJoCTalLlWmne PEKBUSUTHI.

5. CocrtaBbTe 3asBreHne ¢ Npocbbon 06 yBOMbHEHMWN. YKaXMTE AaTy U MPUYMHY YBOSbHEHUS,
a TaKkke He4OCTaloLWME PEKBU3UTBI.

lNosicHeHus

Mpwn BbINONHEHMN 3adaHUSA BCE 3asiBIIEHWUs NULIYTCA OTAENbHO Ha Gymare cdopmata A4 oT cBoero
uveHn. Bce HepocTawwme pekBu3nTbl (Ha3BaHWe opraHuM3auuv, amunus pyKOBOAWTENs, AaTbl,
BO3MOXHbIE MPUINOXEHNS U T.M.) CTYAEHTbI YKa3blBalOT CAMOCTOATENBHO.

2. MeTtoauka coctaBneHusi U opopMreHust aBTobuorpacdmm, XxapakTepucTUKn, pesrome
CodepixaHue:
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1.PaccMoTpeTb NOHATUA U BUAObI NEPEYNCTIEHHBIX JOKYMEHTOB.

2. NI3yunTb npaBwuna coctaBrneHns n opopMreHne pekBu3nToB B JOKYMEHTaX.

3. OhopMUTbL LOKYMEHTHI.

Teopemuy4eckue rnosiCHeHUs1

Aemobuocpaghusi He ABMAETCA Ha CErofHsILHUA AeHb obsi3aTenbHbIM AOKyMeHTOM. Bonpoc o
npeaocTaBneHNM Takoro JOKYMeHTa peluaeTcs paboTogaTenem M NOCTynatowmm Ha paboTy no B3auMHOMY
cornacuio.

ABTOGUMOrpachmnst nuETCs OT pPykn B MPOM3BONBHOM W CBOGOAHOM dopMe U3MNOXEHMUS,
NoAMNUCbIBAaETCA COCTaBUTENEM.

OCHOBHblE pekBM3NUTLI: Ha3BaHWE BUAA JOKYMEHTa, Aarta, TEKCT, MOANUCH.

TekcT aBTOBMOrpachmm HaumHaeTcss ¢ MecToumeHus "", ganee ykasbiBaeTcd - pamunus, Ums,
OTYECTBO, [JaTta W MEeCTO pOXAEHWsi, CBedeHus O poauTensax, OpaTbaAx W cecTpax, cBegeHusa o6
obpa3oBaHun, NpodeccuoHarnbHble HaBblkW, OMbIT, UMEIOLLMECH Harpadbl, neyaTtHble paboTbl, AenoBble
KayecTBa, 0COOEHHOCTM XapakTepa, CEMENHOE NOMOXEHNE N CBEAEHNS NMPO CEMbHO.

YT1oObl 9TOT AOKYMEHT Obin NonesHbiM, Heobxoaumo, YTOObl OH coaeparn TO, Yero HeT B ApYrux
OOKyMEHTax, npeabsBnseMblXx KaHOMAATOM Mpu MNOCTynneHunm Ha paboty. Begp 6Gonblias 4yacTtb
nHdopmMaLnmM, U3NOXeHHoW B aBTobuorpadun, daktndecku Oyo6nupyeT CBeAeHWs OPYrMX OOKYMEHTOB:
obpa3oBaHuKe, ceMeHoe NONOoXeHNe, rae n B kKakoe BpeMs paboTtan v T.4.

HekoTopble opraHusaummM MOryT B pekoMeHAaTeNbHOM nopsiake (MCXOoAs K3 CBOWX MHTEPEecoB)
npeanoXnTb CoMCKaTemnto OCBETUTb B aBTOOMOrpadmm NpuymnHbl YBONbHEHUS C NpeablayLumnx Mect paboThl,
npebbiBaHWe No4 CyaoM W cnegcTBuMeM, OnbIT paboTbl, NO KakUM-NMBO MpuYMHaM He OTPaXkeHHbIM B
TPyAoBOM KHkKe. [ononHuTenbHasi, HeobsizaTenbHas, camocToaTenbHas, HedopmanbHasa MHGopMaLms
OOIMKHa 3aHMMaTh B aBTobMorpadmm okono YeTBepTH BCEro TEKCTa.

3adaHue. CoctaBbTe aBTOOMOrpadUIo.

B pesrome cogepxutca KpaTkas MHgopMaumsa o cebe, cocTaBrneHHas NpeTeHOeHTOM Ha BakaHTHoe
MecTo. B kakon-ToO Mepe [aHHbIn OOKYMEHT MO3BOMSEeT PYyKOBOACTBY OpraHusauuv npegsapuTenbHO
03HAKOMUTLCS C CoUCKaTeENsaMU C TeM, YTODObI NPU HEMNOCPEACTBEHHOM KOHTaKTe OCTaHOBUTLCS HA OOHOM M3
HUX.

Mo copepkaHnto pestome MoXeT BbITb KpaTKMM U NOMHbIM (NOAPOGHbLIM).

OcCHOBHbIE peKBM3NUTLI: Ha3BaHWE BUAa OOKYMEHTa, AaTta, TEKCT, MOANUCH.

[data coctaBneHus peslomMe - cBexas AdaTta noBblllaeT AOCTOBEPHOCTb 3aMHTEPECOBaHHOCTU B
AaHHon paboTe, cTapas gata MOXeT CBUAETENbCTBOBaTb O AaBHUX Novckax paboTbl B pasHbIX MecTax.

CneumanucTbl kKagpoBbIx Criykb cumntaroT Hanbonee NpMemMrIeEMONn CrieayoLLyo CTPYKTYPY TEKCTa:

- 3arofnoBoK - (hamunus, NMs, 0TYECTBO KaHaMOaTa;

- OCHOBHbIE MNYHbIE AaHHbIE - AaTa U MECTO POXAEHUs, agpec, TenedoH, cemenHoe NonoXxeHue;
uenb obpaleHns - Ha Kakyt JOMKHOCTb, paboTy 1 Ha Kakue yCrioBus NpeTeHayeT;

Xenaemas 3apaboTHada nnara;
obpasoBaHue (B 06paTHOM XPOHOSIOrMYECKOM nopsiake)- AaTol, y4ebHble 3aBeAeHus], NonyvYeHHas
crneunanbHOCTb U MPUCBOEHHAs KBanudurkaums, a Takke Harpagbl, Mpusbl U 3BaHKS;

- onbIT paboTbl (B 0OOpaTHOM XPOHOMOrMYECKOM Mopsigke) - aaTbl, MecTa paboTbl, 3aHMMaemble
OOIMKHOCTU, BbINOIMHAEMbIE PYHKLUN U NPOGECCUMOHANbHbIE OOCTIKEHNS;

- [AOMOSTHUTENbHbIE CBEOEHUS - AaHHble O AOMOMHUTENbHbIX 3HAHUSAX W HaBbIKax, VMMERLLMX
OTHOLLEHME K AaHHOW paboTe, BaxHbIX dhakTax duorpacum n NMYHbIX KayecTBax: BriageHne MHOCTPaHHbIMU
A3blkamn (CBOOOAHO, B COBEPLUEHCTBE, CO CriOBapeMm), BrajeHue HaBblkamMu paboTbl Ha KOMMbIOTEPE
(>kermaTenbHO C yKasaHWeM nporpamm), HanmuuMe BOOUTENbCKUX MpaB WM OMbIT BOXOEHWS, cBedeHusd ob
0o0LEeCTBEHHON OEATENbHOCTU, CBEAEHUS O BOEHHOWN CryXbe M BOMHCKUX 3BaHUSX, CEPbE3HbIE YBIeYeHUs
Ha [OCyre, MMelLMe OTHOLIEHUE K OaHHOM paboTe M AOCTUrHYTble YCMexW, yKasaHWe FOTOBHOCTU K
CBepXypo4yHon paboTe, KOMaHANPOBKAM M CMEHE MECTa XUTENbCTBA, JINYHbIE XapaKTEPUCTUKM (aKKypaTeH,
Tpygoontobue, YecTeH, TpeboBaTeneH k cebe 1 opyrum, nuaepckme kKayectsa), CBEAEHUS O pEKOMeHZaUMAX.

CTunb HanucaHns pestoMe JOIMKEH OTBEeYaTb Cneaywmm TpedboBaHusM:

- KpaTKOCTb - OTCYTCTBUE NULLHMX CIOB, AJTMHHBIX, HEMOHATHBIX COKPALLEHUA N TEPMUHOB;

- KOHKPETHOCTb - OTCYTCTBME HETOYHOW WNW nUHEeNn WHOopMauuW, He UMeloWen MpsMoro
OTHOLLUEHMS K BakaHCUu;

- LereHanpaBrneHHOCTb - U3MNOXEHUE rMaBHbIX CBEAEHUM, MOATBEPKAAIOLLMX MPaBO NPeTEHA0BaTh
Ha AaHHYI0 JOIMKHOCTb;

- YeCTHOCTb - OTCYTCTBME HELOCTOBEPHOW MHbOpMaLuK.

MognucbiBaeT LOKYMEHT COCTaBUTENb.

3adaHue. CocTaBUTb OT CBOErO MMEHM pestoMe (KpaTKoe UM MofHoe) ANs npuema Ha paGoTy.
Xapakmepucmuka
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JocTtaToyHO 4YacTo BO3HMKAET HEOOXOAMMOCTb MUCBMEHHO OXapaKTepu3oBaTb TOrO MIIM UHOTO
COTPyOHUKA. MpUYMHBI MOrYT HOCUTL BECbMa LUMPOKUIA XapakTep - OT MflaHOBOW atTecTaumm paboTHMKOB
opraHusaumMmM o obpalleHus C 3anpocamy OpraHu3aLluii, BOEHKOMAaTOB, KOHTPOIbHbLIX, CIeACTBEHHbLIX
OpraHos.

B 3aBMcMMOCTM OT HasHayeHuss OygeT M3MEHsITbCsl copepkaHue, 00beM, a TakKe CpOKM
NPeLcTaBneHnst xXapakTepucTukn. Bce xapakTepucTukum MOXHO pasgenuTb Ha  crnegylolwme  Buabl:
cnyxebHbie, pekoMeHOamersibHble, ammecmayUoHHbIe, YacmHbIe (QbyHKUUOHAIbHbLIE).

CnyxebHas xapakmepucmuka - Hanboree pacnpocTpaHeHHas 1 Hambonee yHuBepcanoHasa opma
XapaktepucTuku. BblgaeTcs BO Bcex criyyasix, korga BO3HMKAET HEeOOXOAMMOCTb KOMIMEKCHO U B TO Xe
BpeMs JOCTAaTOYHO CXXaTo OXxapakTepuaoBaTb COTPyAHMKA. BbiBog cocTaBnsieTcs B NpoM3BOSibHOM hopMe U,
Kak NpaBuro, pe3toMmUpyeT cogepkaHne OOKYMEeHTa.

PekomeHOamenbHasi xapakmepucmuka WMeeT Uenblo, Kak cregyeT u3 ee  Has3BaHus,
OTpPEKOMEHAOBaTbL COTPYAHUKA APYro opraHnsauum (y4ebHomy 3aBefeHuto). OCHOBHOE BHUMaHWE B TEKCTE
XapaKTEPUCTUKN yOensieTcsl PackpbITUIO TEX 3HAHWI N HABLIKOB, @ TaKkKe YepT XapakTepa, KoTopble UMetoT
Hambonbluee 3HavyeHWe Ans Oyaoywen [eaTenbHOCTM NpeacTaBnseMoro. BbiBog —xapakTepucTuku
NOATBEPXKAAET WNU, HanNpoTMB, OMPOBEPraeT MPUrogHOCTb NPeAcTaBMSiEMOro K TOMY WM MHOMY Buay
OesaTenbHOCTH.

AmmecmauyuoHHble  XxapakmepucmuKku — (ammecmayuu) — OTAMYalTcs  OT  ChyXebHbIX
NeprMoaNYHOCTBIO COCTaBMEHMS U MOAYMHEHHOCTBIO COAEPXKaHUsA 3adadvam aTrectauun. B BbiBoge ob6bl4HO
OTpaXkaeTcsl COOTBETCTBME MpPenCTaBfsieEMOro 3aHMMaeMoW OOIMKHOCTM, YKasblBaeTCsi BO3MOXHOCTb (Mnn
HEBO3MOXHOCTb) BbIOBWKEHUS €ro Ha BbICLWYK [AOMKHOCTb (MepeMeLLeHnss Ha paBHO3Ha4yHyl), a B
oTAenNbHbIX Crny4vaax - U Ana CHWXeHUA B OOIMKHOCTU.

HacmHble (¢byHKUUOHarnbHbIe, 6bImoeble) xapakmepucmuku CRyxaT OMs1 OCBELLEeHUA OTAeNbHbIX
CTOPOH OeATeNiIbHOCTU COTpyAHWKa, ONMUCaHuA TexX WM UHbIX CI'IOCOGHOCTGIZ, HaBbIKOB U T.A. B BbiBOOE
XapaKkTepUCTUKN OTpaXaeTCsl KOHKpeTHas LUenb ee HanucaHus, Hanpumep, "Ons npogneHus TpyaoBoro
cornaweHusa" un T.n.

,D,J'Iﬂ NnoaroToBKN U COCTaBIIEHUA XapPaKTEePUCTUKN HGOGXOLI,I/IMO MMETb OOCTaTOYHYIO Mchopmau,wo (o}
xapaktepudyemom 4enoseke. CopgepXaHue XapaKTepuCTUKM [OMKHO ObiTb BCeLeno nogvYvMHeHo ee
HasHayeHuo. CBegeHns OO0MKHbl ObiTb  OBBLEKTUBHBLIMW, OOCTOBEPHBLIMW W MPaBAMBLIMW W MpeaenbHO
KOHKpETHbIMK, HO B TO Xe Bpems [aBaTb pa3BepHyToe, obLllee npencTaBreHne O XapakTepudyemom.
Lndpbl (cTaTnctMyeckme daHHble W T.M.) MOryT MPUMBOAWUTLCA B OAHOM- ABYX MPEnfiOKEeHWUsX, Tak Kak
3aTPyOHSIOT LEenocTHOe BOCNPUsTUE TekcTa.

XapakTepuctmka coctaBnsietcs Ha obuiem 6naHke opraHusaumm unm Ha nuctax A4 un coctouT um3
crnegylowmx pPeKkBU3MTOB: HaWMEHOBaHWEe OpraHu3auuW, CrpaBoYHble [JaHHble 06 opraHu3auum,
HaMMeHOBaHWe BMaa AOKYMEHTa, AaTta, TeKCT, npunoxexue, nognucu, nedatb. O6bem xapakTepuUCTUKN He
OOIMKEH npeBbIwaTh ogHoro nucta. CTunb U3noXeHus AormkeH ObiTb 4enoBbiM, NOAYEPKHYTO HEWTPanbHbIM
MO OTHOLLEHMUIO K XapakTepmnayemomy. TEKCT NULLIETCS B YTBEPOAMTENbHOM HakroHeHun ("xapakrtepusyeTcs”,
" cnpaBndeTtca"), GopMynMpoBKM B cocrnaraTteribHOM HakIoHeHUn ("Mor Obl") He NPUMEHSAOTCS.

TekcT AOMmKeH nucatbCA MPOCTbIMW MPEeanIoOKEHUSAMU C UCMOMb30BaHWEM TUMOBLIX OGOPOTOB U
CNOBOCOYETaHNA, CTaHOApPTHOW TepMmuHonornn, 6e3 cokpaweHun (Kpome Tex cryvaeB, rge 3To
OencTBuTenbHoO Heobxoammo).

CTpyKkTypa TekcTa XapaKTepuCTUK BO BCEX CMyvasX OAMHAKOBA WU COAEPXKUT: KpaTKMe CBedeHus O
XapaKkTepusyemoMm, OCHOBHOW TEKCT, BbIBOAbI.

TeKCT xapakTepuUCTMKM HaYyMHAETCS C ykasaHus amuinvM, UMEHW M OTYEeCTBa XapakTepu3yemoro
nvua, Kkpatkux 6uorpadumyeckux ceegeHun o Hem ( rog poxaeHusi, obpasoBaHue, cTax paboTbl B
opraHm3aumu, 3aHMMaemMasi B JaHHbIN MOMEHT JOIMKHOCTb U T.1.).

OCHOBHOIN TEKCT u3naraeTtcs B TakoW MOCMedoBaTenbHOCTM - oblasd KpaTkad XapakTepucTuka
OesaTenbHOCTU NpeAcTaBnsemMoro, ero OTHOLWeHWe K nonyvyeHHomy aeny. Oanee gaetca 6onee nogpobHas
XapakTepucTuka BrageHnsi cneumanbHOCTbIO, HanMyumne 1 CTeneHb pas3BuTust NPOGECCMOHaNbHbBIX 3HAHUIA 1
HaBbIKOB, HanM4Me U CTeNeHb pPa3BUTUS BTOPOCTEMEHHBIX 3HAHWMA W  HaBbIKOB (MO  CMEXHbIM
crneunanbHOCTAM , BrageHWe WHOCTPAHHLIMU S3blKaMW, TEXHWKOW W T.M.), KPaTKMA MNepeyvyeHb OCHOBHbIX
OOCTVXKEHUA W HEOOCTaTKOB B [OEATENbHOCTU, MeponpusThs, CnocobCTBOBaBLUME POCTY (CHWDKEHMIO)
KBanudmrkaumm, KpaTKMn coLnanbHO-NCMXOTOMMYECKUIA NOPTPET (YepThl XapakTepa, NMMYHOCTHbIE KavyecTBa,
Ba)KHEWLLNE HAKIMOHHOCTU U MHTEPECHI), COCTOSIHME B3aVMOOTHOLLEHMWI C Konreramm no paborte, cemenHoe
NoroXeHne, ymeHve pabotaTe B KOMaHAe, OTHOLLEHWNE K KPUTUKE N HegocTaTkam B paboTte. B psge cnyyaes
HeobX0ANMO YMOMSIHYTb O COCTOSIHUM 30,0POBbS KaHauaaTa.

Mpn HeobGXOQMMOCTM B OCHOBHOM TEKCT MOXET ObiTb BKMOYEHA W Apyras BaxHas Ans SAHHON
XapaKkTepUCTUKN MHGOpMaUmsa (HanpMMmep, OnbiT CaMOCTOATENbHOW paboThl, NpebbiBaHne B 3apyOeXHbIX
KOMaHOMPOBKax, pa3BUTUE OTAENbHbIX KaYECTB - PYKOBOAALLMX, OOy4YatoLLnX).

OCHOBHOW TEKCT pas3MeLLaeTcs Yepes MHTepBarn OT KpaTKMX CBEOAEHUI O NPeaCcTaBNsEMOM.

BbiBoabl NpeacTaBnsaioT cobor pe3toM1pyoLLYHO, MOALITOXMBAOLLYHO YacTb TEKCTA XapaKTepUCTUKN
1 BKMoYaoT B cebst 0ObIMHO OAHO-ABA NPEASIOKEHUS C KOHKPETHBIMW PEKOMEHAAUMNSIMU, KacatoLumMcsl, Kak
npaBuro, NEPCNEKTUBHON OEATENBHOCTU XapakTepu3yemoro.
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XapaKTepVICTVIKy noanncbiBardT  COCTaBUTEIb (KaK npasuno, 3TO HeHOCpeﬂCTBeHHbIVI
pyKOBOD,VITeJ'Ib) N pykoBoguTEsb opraHmn3auun. Mognucn 3aBEPAIOTCA nNeyaTbio opraHn3auynn.

3adaHue. CocTaBuTb OT CBOEr0 UMEHW XapaKTEPUCTUKY Ha CTapoCTy rpynnbl.
3. MeTtoguka coctaBneHust u ohopMIeHUs NpUKasoB No JIMYHOMY COCTaBYy

CodepixaHue: PaccMmoTpeTb:

1. MNoHsATUE N BUAbI NPUKA30B, CBSA3AHHBIX C NMEPCOHANoOM OpraHu3aLmu.

2. N3yunTtb npaBmna cocTtaBneHust JOKyMeHTa 1 0hOpMIeHNE PEKBU3UTOB.
3. OcbopMuTb NpurKasbl.

Teopemuy4eckue nosicHeHust

Mpukasbl 4enaTcsa Ha ABa OCHOBHbIX BMAA: MO NepcoHarny opraHnsauum 1 no OCHOBHOM
aestenbHocTU. NMpukasbl, CBI3aHHLIE C MEPCOHANIOM OpraHM3aummn, NoapasnensTcs Ha ABe rpynnbi:

- Kagposble,

- MO NINYHOMY cocTaBy,

lMpukazamu no nuyHomy cocmaey (J1.C.) ocbopmnaoTca npuem, yBONbHEHUE COTPYOHUKOB,
nepeBof Ha Apyryto paboTy, ANUTENbHbIE KOMaHANPOBKX U OTNyCKa.

3aknioveHne TpyAoBOro KOHTpakTa ¢ paboTHMKaMM He UCKIovaeT uaaaHus npukasa no J1.C. (cT. 68
TK P®)

Odopmnsotca npukasbl no J1.C. Ha BHYTpeHHUX 6naHkax npegnpusaTus € YrmoBbIM - UMK
NPOAONbHLIM PaCMONOXEHNEM PEKBU3NTOB.

Mpukasbl no JinyHomy CocTtaBy opMUpyOTCA B OTAEMbHOE OEN0 U UMEKT CaMOCTOSTENbHYHO
Hymepauuio ¢ JobaBneHnem nHaekca:

Ne 15 J1C, Ne 15 n/c, 15-nc.

OCHOBHbIE PEKBU3UTDI:

HanmeHoBaHve npegnpuaTus, Ha3BaHWe OOKYMEHTa, AaTa, UHOEKC, MECTO COCTaBrneHns (M3gaHus),
3arofioBoK, TEKCT, MOAMUCb, BM3a, OTMEeTKa OO O3HaKOMIIeHUW, OTMETKM 06 WCMONHEeHWW AOKyMEeHTa W
HarnpaBreHun ero B 4erno, MNpuIioXeHue.

3aronoBok Kk TekCcTy npukasa no J1.C. moxeT 6biTb criegytowmm: - "O npueme Ha paboty Cepreesa
C.WN.”, “O6 yBonbHeHun Cepreea C.N.”, “O6 nameHeHmmn wratoe 3A0” — ecnn peydb MaeT O HECKOSbKUX
COTPYyOHUKaX.

TekcT npukasa OenuTCs Ha KOHCTATUPYIOLLYIO M pacnopsguTenbHyto vactu. B nepBon 4actu
YKa3bIBalOTCH NPUYUHBI M34aHus nNpukasa, Kakue-nmbo dakTtel nnm cobbitus. 1o ycMOTpeHuio pykoBoanTens
KOHCTaTMpyloLasa YacTb MOXET ObITb OnyLleHa.

PacnopsgutenbHas 4acTb HauMHaeTcst  rmaronamm HeonpegeneHHon dopwmbl: “HASHAYUTDL”,
“YBONUTbL”, “ MNMEPEBECTW”, nubo “MPUKA3BLIBAKD”, koTopble nNULIYTCA OT rpaHuLbl JIEBOrO MNons
nponucHeiMn BykBamu.

Cnepytowen CTpokon ykasbiBaeTcs haMunusa coTpyaHuka (MponucHbiMn OykBamm), UMsi, OTYECTBO
(MOMHOCTBLIO), AOIMKHOCTL, CPOK U NpeanMcbiBaemMble OENCTBUS.

Mpn npuveme Ha paboTy ykasbiBaeTca oOknag, Bug npuema (MOCTOSHHO, BPEMEHHO, C
ucnblTaTenbHbIM CPOKOM Mnu 6e3 Hero).

Mpn yBONMbHEHUN — NpUYMHY (Kakne-Nnbo JokymeHTbl) n ctateto TK P®. MNpn nepesoge — HoBoe
CTPYKTYpHOE NoApasfieneHme, HOBYI AOMKHOCTb, OKMNagd, BUuA 1 Cpok nepesoga.

B cnyyae cocTtaBneHus npukasa Ha HECKONbKUX COTPYOHWKOB OAHOBPEMEHHO, HE 3aBMCMMO OT
TOro, MPUHMMAIOTCS OHM UINW YBOJTbHAKTCH, TEKCT AENUTCA Ha NYHKTbI.

Kaxgblh nyHKT HymepyeTcs apabckon uudpon, HauyMHaeTcs C KpaCcHOW CTPOKM M KacaeTcs
OTOEeNbHOro coTpyAaHuka. ocne Kaxgoro nmyHkTa, yepes ABe CTpoku nuwetcsa “OcHoBaHue:”, B KOTOPOM
YKa3bIBalOTCS [OOKYMEHTbI, MOCMAYXMBLUME  MPUYMHOW W3AaHUSA npukasa (3asdBreHue, [OKnagHad wunm
006 bsAcHUTENBHAA 3anucka, unm ctatea TK PO).

Mpukasbl no JI.C. mognucbiBaloTCs PYKOBOAWUTENEM MNpPennpusiTus, BU3MPYHOTCA COTPYOHUKOM,
oTBeYaLWmMm 3a paboTy ¢ NepcoHanom npeanpuaTis (IOPUCKOHCYIbT, MHCTIEKTOP oTAena Kagpos v T.n).

Mpukasbl no J1.C. gomkHbl 06bABNATECA paboTHUKY nog pacnucky. OH cOBCTBEHHOPYYHO MULIET
HWXe noanucu pykoBoguTens M Bu3bl “C MpUKasom O3HAKOMIEH®, HWKE CTaBUT CBOK MNOAMUCbL C
pacwmngpoBKOr 1 AaTy 03HaKOMMNEHUS.

Ocoboe 3HayeHMe 3Ta OTMETKa UMEET Ha MpuKa3ax 00 yBONbHEHUWN — NMPU BO3HUKHOBEHUW CMOPOB
paboTHWK BripaBe 0bpaTuTbCA B CyA B TEYEHNE MECSLLA CO AHS O3HaKoMIeHus ¢ npukasom (TK PO).

Mpukasbl no J1.C. xpanatca 75 net

B npouecce geAaTenbHOCTM opraHn3auum n3garTcs 1 gpyrue npukasel No paboTe ¢ nepcoHanom: u
MOOLLPEHMSX, O B3bICKAHWAX, OTMYCKax 1 T.M.

OT10 Kadposesbie npukasbl. OHU XpaHATCA TpU roga U No3ToMy (POPMUPYOTCS OTAENBbHO OT NPUKa30B
no J1.C. n umetoT camocToaTenbHyto Hymepauuto - Ne 1k, Ne 2k, Ne 1K.
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UTtobbl COKpaTUTb KONMMYECTBO [eNnoBbiX Oymar, m3gaBaeMbiM MO CTaHOAPTHbIM - CUTyaUUsiMm,
pa3paboTaHbl YHUDULMPOBaHHbIE DOPMbI NPUKA30B (pacrnopsikeHui) : 0 npueMe Ha paboty (bopma NeT-1),
0 nepeBofe paboTHuKa Ha apyryto paboTy (dopma Ne T-5), o npegoctaBneHun otnycka paboTHMKY (popma
Net-6), 0 npekpaLleHn1 LENCTBMA TPYAOBOro foroeopa ¢ paboTHukom ( popma NeT-8).

3adaHue:

1. CoctaBbTe npukas(bl) No 3asBNEeHUAM, HanncaHHbIM Ha 3aHAaTuK 1.

2. MNoaroToBbTE NPOEKT NpUKasa No NMYHOMY COCTaBy Ha OCHOBaHUW CneayoLwmx JOKYMEHTOB:

1. 3asBneHve meHemxkepa no nepcoHany fetouvknHon M.U. ¢ npocbboi npenoctaButb OTMYCK MO
yxoay 3a pebeHKOM 00 AOCTUXEHNS UM TPeX NnerT.

2. 3asBneHune Xypasneson WN.H. o npueme nHcnekTopom otaena kagpos.

3. 3asaBneHune arpoHoma Cemeudko C.O. 06 yBOMbHEHMM MO COBCTBEHHOMY >XEMaHWUIO B CBSA3WN CO
CMEHOW MecTa XUTeNnbCTBa.

4. [oknagHas 3anucka HadanbHuWka uexa pacTeHueBogcTBa [lweHuubiHa B.M. 06 oyepegHom
HapyLUeHUM TPYLOBON ANCLIMMIMHBI TPaKTOpUCTOM-MalimHuctom Oebowmpom M.A.

lNosicHeHus

Mpun BbINONHEHWM 3afdaHus crnegyeT 06paTUTb BHMMaHWe Ha OOPMITEHWE PEKBU3WUTOB MpuUKasa,
ocoboe BHMMaHWe 00OpaTUTb Ha OGOPMIIEHWE pacMopsAOUTENBHOM YacTM TeKCTa, O YeM WAEeT pedvb B
TEOPETUYECKNX NMOSICHEHUSIX.

Onsi  ka4yeCTBEHHOro BbIMOMHEHUS 3afjaHus HeobXoOMMO yKasaTb CaMOCTOSITENbHO  BCe
HeJoCTalolWme PeKBU3UTDI.

4. MeTtoauka coctaBneHusi U opopMrneHusi TPyAOBbIX KOHTPAKTOB

CodepixaHue:

1. PaccmoTpeTb NoOHATUE TPYAOBOro JoroBopa u TpeboBaHus K HeMmy.

2. N3yunTb npasBwuna cocTaBrneHus n opopMreHne pekBusMToB B JOKYMEHTaX.
3. O3HakoMUTbCA C NpuMepammn ohopMreHns TPyAOBOro 4orosopa.

Teopemuy4eckue nosicHeHUs1

3aknoyeHne TpyAoOBOro poroBopa Mexay paboTHuMKomM U paboTogaTtenem  siBnsietcd
obsizatenbHbIM (CT. 16 TK PO).

CTopoHamn TpyZoBOro gorosopa siBnstoTca paboTtogatenb u paboTHuk. Pabotopatenem MoxeT
BbICTyNnaTb Ioboe npegnpusTve, He3aBMCUMO OT (OpMbl COBGCTBEHHOCTW, a Takke rpaxpaHe, T.e.
duanyeckme nuua. PabOTHMKOM MOXET SBNATbLCA TOMbKO (PU3MYECKOEe NULO, BCTyNUBLUEE B TPYAOBblE
OTHOLLIEHMS ¢ paboTogaTtenem.

Bospacm, ¢ komopoeo doryckaemcs 3aksodeHuUe mpy0ogo20 0oeoeopa, 02oeopeH 8 cm.63 TK PO
u cocmaernssem 16 nem.

B oTamenbHbiXx cnyyasx, nogpoGHO paccMoTpeHHbix B TK PO, TpygoBow [OroBop MOXET
3aknoyaTbCa € nuuamm, He goctTuriummn 16-neTHero Bo3pacTta, HO TOMbKO B criyyae, ecnv ata paborta He
npuHeceT Bpeda WX 340POBbH M He OyadeT HapywaTb npouecca obyveHus. Takke ana atoro Tpebyertcs
cornacue ogHoro n3 pogurernen (onekyHa unu noneyntens).

Y  HEecOBEpLUEHHONMETHNX PabOTHMKOB CyLIECTBYIOT KaK oOnpederneHHble  nbrotel  (CT.CT.
69,70,122,266,267 TK P®) Tak n pag 3anpeToB (CT. CT. 244, 265,268,282 TK P®).

He moryT ObITb cyObektammn TpygoBOro npaBa HegeecnocobHble rpakgaHe. CnegyeTt ydnTbiBaTh,
YTO HEeOEeecnocobHOCTb rpaxaaHMHa yCTaHaBNMBAETCS CYA0M.

YHucmumposaHHon opmMbl TPYAOBOro AOroBopa He CyliecTByeT. 3akoH YCTaHaBnvBaeT psag
TpeboBaHMi, KOTOPblE HEOOXOAMMO Yy4MTbIBaTb MPU COCTaBIiEHUM M OohopMIeHun TpydoBOro [Oroeopa.
[loroBop 3aknto4aeTcss B NMUCbMEHHON (hopMe, COCTaBMSETCA B 2 9SK3EeMMMsipax, KaKAblA M3 KOTOPbIX
noanuceiBaeTca ctopoHamn. OguH ak3emMnnsAp nepegaeTca paboTHWKY, ApYron XpaHuTcs y pabotogartens
(ct. 67 TK P®). Co ctopoHbl paboTHMKa TpydoOBOW [OrOBOP MNOAMMCHIBAETCA UM CaMOCTOSITENIBHO, CO
CTOPOHbI OpraHu3aLMn - YNONTHOMOYEHHbIM JIMLOM, HaderNeHHbIM NPaBOM 3aKrio4aTb TPYAOBbIE LOrOBOPbI
(cT. 20 TK P®).

Tpydoeol 0o2080p 3aKo4aemcs mosibKo 00UH pas - npu npueme pabomHuka Ha pabomy.

TpyooBble AOrOBOPbI MOTYT 3aKIMHOYaTLCS:

- Ha HeonpeneneHHbIN CPOK,

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

B TpygoBom JoroBope MOryT npegycMatpuBaThCsl YCIOBUS:

- 00 ucnblTaHuu,

- HepasrnawleHuM rocygapCTBEHHON, CMyXeOHON N KOMMEPYECKON TalHbl,

- obs3aHHOCTM paboTHUKa oTpaboTaTb nocre oby4YeHuss He MeHee onpeneNneHHOro cpoka (ecnwm
0by4eHre Nnpon3BoguIoch 3a cdeT pabotogaTens),

- WHblE YCrOBWS, HE yXyALWatolme noroXeHne paboTHMKa NO CPaBHEHMWIO C TPYAOBBbIM KOOEKCOM.

Ycnosusi [oroeopa MoryT ObiTb M3MEHEHbI TOMLKO MO COMMALLIEHUI0 CTOPOH U B MUCbMEHHON bopme.
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[oroBop BCTynaeT B CMIy CO AHSA ero nognucaHus paboTHUMkom u pabotogarenem.

Tpydosoli 002080p AOIMKEH UMETL: HaUMEHOBaHWE OpraHu3auMun, HaMMeHOBaHue BMaa AOKYMEHTa,
Aaty, Homep, MeCTO COCTaBMneHUs, TEKCT, noanucy pabotogatens n paboTHuka, nevaTb.

[arton goroeopa ABnseTcsa Aara ero noAnucaHns CTopoHamu.

B TekcTe ykasbiBaeTcH: HanMeHoBaHue pabotoaarens, dhamunusi, UMs, oT4ecTBO paboTHKKA, MECTO
paboTbl, AaTa Hayana paboTbl, JOMKHOCTb, KBanudukaums, B4 OrOBOpPa, UCMbITATENbHbIA CPOK, Npasa u
065a3aHHOCTM paboTHUKa, npaBa M 0bs3aHHOCTU paboTodaTens, XapakTepucTUKU YCNOBUA Tpyaa, PeXum
Tpyaa v oTAbIXa, KOMMeHcaumn 1 NbroTbl paboTHKKY, yCNnoBust onnaTtbl TPyAa, BUAbl U YCIOBUS COLMAnbHOro
CTpaxoBaHus, Apyrue ycriosus.

TpyooBble 4OroBOpPSI:

- odhopmnisAoTcA Ha BnaHke AoroBopa Unu Ha cTaHgapTHbIX nucTax A4;

- BKMKOYaKTCH B COCTaB NNYHBIX Aern paboTHMKOB;

- dopmupytoTCa B oTAenbHOe Aeno no andasuty gaMmunuii paboTHUKOB (€CNN NUYHbIE Aena He
3aBogATCA);

- XpaHsaTcsa 75 ner.

3anaHue.
1. PaccMoTpeTb oTaensHble ctatbu Tpyaosoro kogekca Po.
2. Moppo6HO 03HAKOMUTLCA C NpUMepamMu ochopMIEHUsT TPYAOBOro A0roBopa.

CamonoarotoBka 0By4aloLLMXCA K MPaKTUYECKUM 3aHATUAM OCYLLECTBMSETCA B BUAE MNOBTOPEHUS
(paccMOTpeHUs) TeopeTMYecKkoro MaTepuana, npaBun OgOPMMEHUS OOKYMEHTOB, a TakkKe BbIMOMHEHUs
3a4aHMin Mo  anropuTMy, 3adaHHOMYy Ha MpPaKTUYEeCKOM 3aHATUM, MOoAroTOBKM MO Bompocam  Ans
camonpoBepku. [epen NpakTUYEcKUM 3aHATMEM criedyeT M3YUYWUTb KOHCMEKT NEKLUU U peKoMeHOoBaHHYIo
npenoaasaTenemM nutepartypy, obpallas BHUMaHWE Ha NPaKTUYECKoe NMpUMeHeHne TEoPUM U Ha METOAUKY
0hOpMMEeHNss AOKYMEHTOB. Ha npakTMYeckoM 3aHATUM rMaBHOE — YACHUTb CBA3b BbIMOMHAEMbIX 3a4aHui ¢
TEOPETUYECKUMMU NMOMOXKEHUAMU.

3.3 CPEACTBA O PYBEXHOIO KOHTPONA

TecTOoBbLIE BONPOCHI
ANA npoBeAeHUA py6eXXHOro KOHTpons

1. Kakon gokyMeHT SBMAsieTCs NOASIMHHUKOM?

a) KOMus1 OKYMEHTa;
b) OOKYMEHT, cogepxalun pakcmmmne;
c) noAnMcaHHbIN U Hagnexawmm obpazom oPOpPMITEHHbIN IK3EeMMIAP AOKYMEHTA,

COCTaBNEeHHbIN B NepBbIN pa3

2. M3 Kakux YyacTten coCTOUT «MOCTaHOBNEHNE» ?

a) KOHCTaTMPYHOLLEN U NOCTaHaBNBAIOLLEN:;
b) KOHCTaTMPYHOLLEN U pacnopsanTenbHON;
c) nocTtaHaenMBaloLLEeN 1 pacnopsanTenbLHON.

3. Kakon cpok xpaHeHWs AOKYMEHTOB MO IMYHOMY COCTaBy?

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

4. Ha kakue 4acTn MOXHO pa3faenntb TEKCT akToB?

a) BBefeHMe, KOHCTaTUPYIOLLYIO YacTb U BbIBOAbI;
b) BBeJEeHWe, NOCTaHaBMMBAIOLLYIO U KOHCTATMPYIOLLLYHO YacTu;
c) BBEJEHMEe N BbiIBOAbI.

5. Kakvne JoKyMeHTbI MCNOMb3yTCs AN 4OKYMEHTUPOBAHUS  MHEOPMaLMOHHO-CMPaBOYHbIX
MaTepuanoB?

a) nvMcbMa, TenerpaMmbl, akTbl, peKrnaMaumuy;
b) cnpaBKu, AOKNaAHble U 06 bACHUTENbHbIE 3aMUCKKU, aKTbl, NTUCbMa, TenerpaMmbi;
c) CrnpaBKku, NpuKa3sbl, pacrnopsikeHus.

6. K kakum JoKkymeHTaM OTHOCUTCS ycTaB?
a) OpraHM3aLMOHHbIM;
b) pacnopAauTenbHbIM;
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C) CMpaBOYHbIM.

d)

7. B Kaknx ookyMeHTax HeOOXOOAUM PEKBUIUT «nevaTby:
a) npukas;

b) yCTaB;

c) cnpaBka;

d) yKasaHue

8. Kakon n3 atux OOKYMEHTOB OTHOCUTCA K pacnopAaanuTeribHbIM JOKYMEHTaM:

a) 06bACHUTENbHANA 3anu1cka;
b) NnocTaHoBIEHME;

C) WHCTPYKUUS;

d) nMceMOo

9. Kakomn 13 atux OOKYMEHTOB He OTHOCUTCA K OpraHn3auMOHHbIM OOKYMEHTaM:

a) WHCTPYKUUS;

b) NOCTaHOBIEHME;
C) yCTaB;

d) NonoXxeHune

10. ,D,BVI)KeHVIe OOKYMEHTOB Ha npeanpuAaTum ¢ MOMeHTa X co3aaHuna nnn nony4vyeHmna 0o OKOH4YaHuA
NCMOJTHEHUA, OTNPaBKN UN caadn B apxmB - 3TO ...

a) OOKYMeHTUpoBaHue
b) [,enonpons3BoaCcTBO
c) [OKyMeHToo60opoT

d) dyHKuUma cnyx6 JOY
e) NPSIMOTOYHOCTb

11. AkTbl, NIMCbMa, dhaKcbl, AOKNAAHbIE 3aMNNCKN OTHOCATCS K...

a) OpraHM3aLMOHHbIM AOKYMEHTaM

b) CNpaBoOYHO-NHHOOPMALIMOHHBIM LOKYMEHTaM
C) pacnopsauTenbHbIM JOKYMEHTaM

d) BHELUHUM JOKYMEHTaM

12. Kak xpaHaTCcsa npukasbl No JIMYHOMY cocTaBy?

a) BMECTE C ApYrMMY KafpoBbIMU JOKYMEHTaMM
b) B NIMYHOM Aene coTpyaHuKa

C) rpynnupyroTCst B OTAENbHOE AENO

d) Ha pyKax y COTpyAHMKa

13. Ha koro 3aBogutcs nuyHoe Aeno?

a) Ha pyKOBOAMTENEN U OTBETCTBEHHbLIX UCTIONHUTENEN
b) Ha Kaxxgoro paboTHUKa

c) Ha HapyLluuTernen Tpy40BOW UCLUMITUHDI

d) Ha KINMeHToB hmnpmbl

e) Mo YCMOTPEHUIO agMUHUCTPaLMK NpeanpusaTus

14. Komy crniegyet agpecoBaTth 3asiBfieHMe O npuemMe Ha paboty?

a) COBCTBEHHUKY MpeanpusaTns

b) PYKOBOAUTESIO NPEANPUSATUS
C) B OTAEN KaapoB

d) HaYyanbHWKy OTAerna Kagpos

e) HavanbHWKY noapasgeneHus

15. Kakune pekBun3nTbl BKIto4aeT aBTobmnorpadpuna?

a) HasBaHWe Buaa AOKYMeHTa, TEKCT, AaTa, nognucb
b) TeKCT, garta, nognucb, nevyaTtb

C) HasBaHuWe Buaa OOKyMeHTa, aata, PO aBTopa
d) NnoYToBbIN agpec, Aata, noanuchb

16. Paannyatot TPU NOTOKa AOKYMEeHTaUuun Ha npeanpuAaTun:

a) BXOASLLME, UCXOoOsLIVEe U BHYTPEHHME JOKYMEHTbI
b) LieHTPanu3oBaHHbI, AeLeHTPann3oBaHHbI U CMeLlaHHbIN
c) roTOBSILLMECS, YTBEPXXAAEMbIE U OTTPaBNsieMble JOKYMEHTbI
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d) OpraHn3aunoHHbIE, (*)VIHaHCOBbIe N cHabXxeH4eckne LOOKYMEHTbI

17. 3anucb cBegeHun o OOKyMeHTe C nocnenywwnm npoctaBsiieHnem nHoekca n gatbl — 3TO

a) cuctemaTmnsaums
b) perncrpaums

C) apxuBupoBaHue
d) KaTanormsauus

18. HomeHknatypa gen - 370 ...

a) nepeyeHb 3arofioBKOB el U CPOKOB MX XpaHeHUs
b) CMMCOK BCeX Aerl, UMEIOLLMXCA Ha NPeanpusaTu
c) nepeyeHb Aen Ang nepegayv B apxus

d) CNUCOK 0CO60 BaXHbIX LOKYMEHTOB

19. Bac BkNtounnM B 3KCMEPTHYHO KOMUCCUIO Npeanpusitnsa. Yem Bol Oygete 3aHnmatbea?

a) NpPOBEPsSiTb COXPAHHOCTb JOKYMEHTOB B NOAPa3neneHnsx
b) oLieHUBaTb CTEeMNeHb CEKPETHOCTM JOKYMEHTOB

C) NpoBepsiTb NPaBUITbHOCTb COCTaBIEHMS [JOKYMEHTOB

d) NpPOBOAUTb IKCNEPTUY LIEHHOCTM AOKYMEHTOB

e) KOHTpONMpoBaTb UCMOSTHEHNE JOKYMEHTOB

f) NpoBepsiTb NPaBUITbHOCTb COCTaBIEHMWS [OKYMEHTOB

20. HopmaTuBHbIN JOKYMEHT, yCTaHaBNUBaKLWMIA eauHble TpeboBaHns K AOKYMEHTUPOBAHUIO
yrnpaBrneH4Yeckon AesTeNbHOCTU 1 opraHusaummn paboTbl C AOKYMEHTaMu:

a) YHudumumposaHHasa cuctema gokymeHtauum (YC[I)
b) FOCT

c) WHCTpyKUMst NO 4enonpon3BoaCcTBY

d) rcgoy

e) [lomKHOCTHasA MHCTPYKLMS

21. YctaHoBneHne eanHoobpasnsa coctaea 1 oopM ynpaBneHYeCKUX JOKYMEHTOB, (OUKCUPYHOLLIMX
OCYLLIECTBINEHMNE OAHOTUMHbLIX YNpaBneHYecknx yHKUMUA 1 3aa4 HasbiBaeTCs

a) CraHpgapTtumsaumen
b) YHudukaumen

c) [okymeHTaunemn
d) Knaccudpmkaumen
e) TUNu3aumen

22. K kakow rpynne JOKyMEHTOB OTHOCSTCSI peKknamMHble 00bsaBMNeHnsi, 0630pbl, rpadunkm, Crmckn?

a) K pacnopsigmMTenbHbIM OKYMEHTaM

b) K OpraHn3aumoHHbIM AOKYMEHTaM

c) K CNpaBOYHO-MH(POPMALNOHHBIM AOKYMEHTAM
d) PMHAHCOBbLIM AOKYMEHTaM

e) K TMYHBbIM LOKYMEHTaM

23. Kakune OoKyMeHTbl Ha3blBalOTCst MHpOPMaLNOHHO-CMPaBOYHbIMUN?

a) AOKYMEHTbI, perfiaMeHTHpYIOLLME CTPYKTYPY, 3adauu, yHKLMM NpeanpusiTusi, opraHn3aumio
ero paboTbl, NpaBa, 0653aHHOCTY U OTBETCTBEHHOCTb PYKOBOAUTENEN U CeumanvcToB

b) AOKYMEHTbI, XapakTepuaytolme TPyAoBble OTHOLLEHUS MexXay NpeanpuaTMeM u paboTHUKOM

c) AOKYMEHTbI, Cofepallne MHhopMaumio 0 PakTUYECKOM MOMOXEHUN Aen, CryXallve
OCHOBaHMWEM A1 NMPUHATUS PELLIEHWI, N30aHUS pacnopsauTerbHbIX JOKYMEHTOB

d) AOKYMEHTbI, 0BpalLieHHbIe K HMXKECTOSILLUM OpraHusaumsiM, rpynnamM unm otTaenbHbIM nuuam

e) AOKYMEHTbI, OTpaXKaroLLMe JOroBOpHbIE OTHOLLEHUSI MEXAY NPeanpusTUsMn

24. B kakoM JOKyMEeHTe 3akpenneHbl AOMKHOCTU N YUCHEHHbIN COCTaB NpeanpuaTus ¢ ykasaHvem
doHaa 3apaboTHoN nnaTbl?

a) B LUTATHOM pacnmcaHum

b) B CTPYKTYpPE M1 LUTATHOM YUCNEHHOCTM
C) B MOJIOXXEHUM O NepcoHane

d) B AOIMKHOCTHOW MHCTPYKLIMK

e) B yCTaBe npeanpusitus
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25. Kak Ha3blBaeTCA AOKYMEHT, (DUKCUPYIOLLMIA COrnalleHne CTOPOH 06 yCTaHOBMNEHUW TPYAOBbIX
OTHOLLIEHWI N PErynupyoLwui nx?

a) TpygoBasi KHUXKKa

b) KOJEKC 3aKOHOB O Tpyae

C) npvkas no NMM4YHOMy COCTaBy
d) TPYAOBOW KOHTPAKT (40roBop)
e) OOMKHOCTHAasi UHCTPYKLMS

NMnaHoBasa npoueaypa TecTMpoBaHUsA
TecTupoBaHue ocyLlecTBrseTca No BCeM TemaM W pasfgenaMm OUCUUNIWHLI, BKIHOYas TeMbl,
BbIHOCUMbIE Ha CaMOCTOATENbHOE U3yveHune.
Mpouenypa TecTUpoOBaHUSA OrpaHW4eHa BO BpPEeMEeHM W npegnonaraer  MakcuManbHoe
cocpegoTodeHMEe Ha BbINOMTHEHUN TecTa, cogepXallero HeCKOMbKO TECTOBbLIX 3afaHuN.
TecTupoBaHWe NpoBOAMTCA B MUCbMEHHOW chopme (Ha BymaxHom HocuTene). TecT BkMovaeT B
cebs 15 Bonpocos. Bpemsi, 0TBOAMMOE Ha BbINONHEHUe TecTa - 15 MUHYT.

O6pazeL 6naHka Ansi UTOroBoro TeCTMpPoBaHUsA

NMPUMEP TECTOBOI'O 3A0AHUA
Obpasey
depnepanbHoe rocygapcTBeHHoOe OoakeTHOe 0bpasoBaTernbHOE ydpexaeHne BbiCero obpasoBaHus

«OMckuin rocyaapCTBeHHbIV arpapHbin yHuBepceuteT umenn MN.A. CtonbinuHa
Kadhenpa meHemkmeHTa U MapKeTHHra

Utorosoe TectupoBaHue No AvcuunnmHe
«b1.B.12 [lokymeHTMpOBaHUe ynpaBneH4YecKon AeATeNbHOCTU»
AnA obyyaroLwmxcs no HanpaBneHno
38.03.02 MeHepXMeHT

¢Ll|,40 rpynna
ata

1. Kakon gokyMeHT SBNsieTCs NOASIMHHUKOM?

d) KOMMs1 OKYMEHTa;
e) OOKYMEHT, cogepxalun pakcmmmne;
f) NoAMNUCaHHbIA U Hagnexaw M o6pa3omM 0HOPMITEHHbINA SK3EMMASAP AOKYMEHTA,

COCTaBIIEHHbIN B NePBbI pa3

2. M3 Kakux yacten cCoOCTOUT «MOCTaHOBNEHNEN ?

d) KOHCTaTMPYHOLLEN N NOCTaHaBNBAIOLLEN:;
e) KOHCTaTupyoLLEen 1 pacnopsanTensHON;
f) nocTaHaBMMBaOLLEN N pacnopsgnuTeNbHON.

3. Kakon cpok xpaHeHWs AOKYMEHTOB MO IMYHOMY COCTaBy?

d) 10 ner;

e) 25 ner;

f) 75 ner.

4. Ha kakue 4acTn MOXHO pa3denutb TEKCT aKTOB?

d) BBEEHME, KOHCTaTMPYHOLLYIO YacTb U BbIBOAHI;

e) BBEEHVE, MOCTaHaBMMBAIOLLYIO U KOHCTaTMPYIOLLYIO YacTuy;
f) BBeJEeHNe 1 BbIBOAbI.

5. Kakne OOKYMEHTbI UCNOJb3YTCA ONA AOKYMEeHTUPOBaHUA VIHCbOpMaLI,VIOHHO-CI'IpaBO‘-IHbIX

MaTepuanoB?
d) nucbma, TenerpamMmbl, akTbl, peknaMmauum;
e) cnpaBkW, AOKNafHble N 0O bACHUTENbHbIE 3aMNUCKKM, aKTbl, MUCbMa, TenerpaMmmbl;
f) CnpaBkW, NpUKasbl, PacnopPsHKEHWSI.

6. K kakvm JOKyMeHTaM OTHOCUTCS yCcTaB?
e) OpraH13aLUmMOHHbIM;
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f) pacnopsianTenbHbIM;

9) CrpaBoOYHbIM.

h)

7. B kaknx gokymeHTax Heobxoamm PeKBU3NT «rnevaTby:
e) npukas;

f) ycTas;

o)) cnpaska;

h) yKasaHue

8. Kakon n3 atux OOKYMEHTOB OTHOCUTCA K pacnopAagnuTeribHbIM JOKYMEHTaM:

e) obbACHUTENbHAs 3anucka;
f) MocTaHOBIEHHE;

o)) NHCTPYKUNS;

h) N1UCLMO

9. Kakomn 13 atux OOKYMEHTOB HEe OTHOCUTCA K OpraHU3aunMoOHHbIM JOKYMEHTaM:

e) WHCTPYKUUS;

f) MoCTaHOBIEHHE;
)} ycTas;

h) nonoxxeHune

10. ,D,BVI)KeHVIe OOKYMEHTOB Ha npeanpuAaTum ¢ MOMeHTa X co3aaHuna nnum nony4vyeHmna 0o OKOH4YaHuA
MCMOJTHEHUA, OTNPaBKN UN caadn B apxmB - 3TO ...

f) OOKYMEHTUpoBaHue
0) [,ernonpon3BoACcTBO
h) [OKyMeHToo60opoT

i) dyHKUma cnyx6 JOY
i) NPSAMOTOYHOCTb

11. AKkTbl, IMCbMa, daKCbl, AOKMaAHbIE 3aNNCKN OTHOCATCS K...

e) OpraHM3aLMOHHbIM AOKYMEHTaM

f) CNpaBoOYHO-NHHOOPMALIMOHHBIM LOKYMEHTaM
s)) pacnopsauTenbHbIM JOKYMEHTaM

h) BHELUHUM JOKYMEHTaM

12. Kak xpaHaTcsa npukasbl NO JIMYHOMY cOCTaBy?

e) BMECTE C ApYrMMU KafpoBbIMU JOKYMEHTaMM
f) B JIMYHOM Aene coTpyaHuKa

s)) rpynnupyroTCst B OTAENbHOE AENO

h) Ha pyKax y COTpyAHMKa

13. Ha koro 3aBogutcs nuyHoe Aeno?

f) Ha pyKOBOOMTENEN U OTBETCTBEHHbLIX UCTIONHUTENEN
o)) Ha Kaxgoro paboTHUKa

h) Ha HapylmTenewn TpyaoBoW OUCLMNINHDI

i) Ha KINMeHToB hmpmbl

i) Mo YCMOTPEHUIO aAMUHUCTPaLMKN NpeanpusTus

14. Komy crnegyeT agpecoBaTthb 3asiBieHMe O npuemMe Ha paboty?

f) COBCTBEHHUKY MpeanpuaTus

s)) pYKOBOAUTENIO NPEANPUATUS
h) B OTAEN KaapoB

i) Ha4yanbHWKy OTAerna Kagpos

)] HaYyanbHWKy NogpasaeneHus

15. Kakune pekBun3nTbl BKIto4aeT aBTobmnorpadpuna?

e) HasBaHWe Buaa AOKyMeHTa, TEKCT, AaTa, nognucb
f) TeKCT, garta, nognucb, nevyaTtb

g) HasBaHWe Buaa AokymeHTa, aata, PO aBTopa
h) NnoYToBbIN agpec, Aata, noanuchb

KpuTepuu oueHkn
OTBETOB Ha TeCTOBble BONPOChHI
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- OueHKa «OTIIMYHOY, ECNU KONMYECTBO NpaBuibHbIX OTBETOB OT 81-100%.

- OueHKa «XOpOLLIOY», ECIN KONTMYECTBO NPaBUIbHbIX OTBETOB OT 71-80%.

- OueHka «yaoBNeTBOPUTEITbHOY, ECININ KONMUYECTBO NPaBUIbHbIX OTBETOB OT 61-70%.

- OueHka «HeyOoBMNeTBOPUTENBHO», ECMU KONMMYECTBO NpaBuIibHbIX 0TBETOB MeHee 60%.

3.4 CPEACTBA AN NPOMEXYTOYHOM ATTECTALIMM NO UTOIAM U3YYEHUA OUCLUMIUHBI

BOMNPOCHI

AnA NnpoBeAeHUs UTOFOBOrO KOHTPOs (3a4yeTa)

CoNoOOA~WNE

MoHsTNE AOKYMEHTALMOHHOrO 06ecneyeHns ynpaBneHusl.

OTanbl pasBUTUA 0OTEYECTBEHHOTO AEN0onpon3BoaCTBa.

HopmaTnBHasa 6a3a JoKyMeHTaumoHHOro obecneyeHmns.

Knaccudukauus JOKYMEHTOB.

Mpouecchl yHUMKaLum u cTaHaapTM3aLmm B LOKYMEHTALMOHHOM obecrneyeHnn ynpaBneHuns.
CocTtaB peKkBU3UTOB JOKYMEHTOB.

OpraHu3aunoHHO-NpaBoBas AOKYMEHTaLUMsA - OCHOBHbIE PEKBU3UTLI OpopMmeHus.
PacnopsguTenbHas JOKYMeHTauusi, OCHOBHbIE PeKBU3UTLI OOOPMIEHMS.
MHdopMaLMOHHO-CNpaBoYHast 4OKYMEHTauus, OCHOBHbIE PEKBU3NTLI OhopMreHus.

10. Bwugbl nucem, OCHOBHbIE PEKBU3UTLI U NpaBuna opopMneHns.
11. [JokymMeHToO60opOT NpeanpuaTuiA, ero atanbl U 0COGEHHOCTN.

12. Tlpuem 1 nepBUYHas

obpaboTka, npeaBapuTenbHOE  pPacCMOTpPeHne U

pacnpegeneHmeaoKyMeHTOB.
13. WHdopmaumoHHo-cnpaBoyHast paboTa ¢ AOKYMEHTaMM.
14. OpraHusauus paboTbl C AOKyMEeHTaMu, cogepXawumm koHduaeHumanbHble CBegeHNs.
15. PaboTta ¢ nucbMamu 1 obpalleHaMN rpaxaaH.

HopmatuBHas 6a3a npoBegeHus

NPOMEXyTOYHOIN aTTecTauumn no pesynbrataMm U3yveHUss QUCLUNIIUHGI;

1) pencteyowee «llonoxeHne O TEKyLEM KOHTPONie YCNeBaeMoOCTW, MPOMEXYTOUHOM artTectaumm
obyvarowmxca no nporpammamM Bbicliero obpasoBaHusa (bGakanaBpuaT, cneunanuTeT, maructpaTtypa) u
cpeaHero npodgpeccroHanbHoro obpasoanusa B Pr60Y BO Omckun FTAY»

OCHOBHbIEe XapaKTepUCTUKU

I'IpOMG)KyTO‘lHOVI aTrectauuum no utoram nyv4yeHna aMCUUNIIUHbI

Llenb npomMexyTo4HoOM
aTTecTauum -

YCTaHOBMNEHME YPOBHS AOCTMKEHUS KaXabiM 0by4YaroLmMMes Lenemn
1 3agad obyvyeHus No AaHHOM AUCUMMMNHE, U3IOXEHHbIM B M.2.2
HaCTOsILLIEN NporpamMmMbl

dPopma NpomMeKyTOHYHOMN
aTTecTauum -

3a4er

MecTo npoueaypbl Nony4YeHUs
3a4éTta B rpacmke y4yebHOro
npouecca

1) yyacTtue obyyaroLierocs B npoueaype nonyvyeHus 3adyéta
OCYLLIECTBNSAETCS 3a CYET y4ebHOro BpeMeHu (TpyLOEMKOCTH),
OTBEAEHHOIO Ha N3yYeHne QUCUMMINHDI

2) npoueaypa nposogutcsa B pamkax BAPO, Ha nocnegHen Hegene
ceMecTpa

OCHOBHbIle YyCNnoBuUsA NONy4YeHUs
obyyvarwmmcs 3a4éTa:

1) obyyaroLwminca BbINONHUA BCE BUAbI y4ebHOM paboTkl (BKMoYas
CaMOCTOATENbHYI0) U OTYUTancs 06 UX BbIMOMHEHUW B CPOKM,
yCTaHOBIEHHbIE rpacukoM y4ebHOro npouecca no ANCLUUNINHE;
2) nonoxuTernbHas oLeHKa Nno pesyrnbTatam UTOroBoro
TECTMPOBaHUS

Mpouenypa nonyvyeHus 3a4éTa -

MeToaunyeckue marepuansbl,
onpeaensiowye npoueaypbl
OLleHNBaHNA 3HAHUW, YMEHWN,
HaBbIKOB:

MpeacTtaBneHbl B POHAE OLEHOYHbLIX CPEACTB MO AaHHOW y4ebHOoN
aucuunnuHe (cm. — MNpunoxeHne 9)

NNAHOBASA NMPOLIEAYPA
npoBeneHus 3a4yeta

OcHogHble ycriosusi Nony4YeHus 3adsema:

- 100% noceLlleHne NekuMn N NpakTUYeCKUX 3aHATUN

- MONOXUTESNbHbBIE Pe3yrnbTaTbl NPY MPOXOXAEHNE TECTUPOBAHNS

- MOArOTOBNEHHOCTb MO TEMaM, BbIHECEHHBIM Ha CaMOCTOSATENTbHOE U3yYeHne
- yCNeLHOEe BbINOMIHEHNE MHOMBUAYANbHOIO 3a4aHuns
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- MONOXUTENbHAs OLEeHKa MO pe3ynbTatamM MTOrOBOro TECTMPOBAHUS

MnaHoBas npoueaypa Nony4yeHUs 3avéTta:

1) CTyLoeHT npeabsaBnseT npenogasaTtento MHaANBuAyansHoe 3agaHue

2) lNpenogaBaTenb nNpocMaTpyMBaeT NpeAcTaBleHHble MaTepuanbl M 3anncyu B XypHarne y4yéTa
NnoceLaemMoCcTu N YyCNeEBAEMOCTU CTYAEHTOB, BbICTABIIEHHbIE paHee CTYAEHTY OLEHKU MO UTOram TEKYLLENO U
NTOroBOro TECTUPOBAHWIA, NPAKTUYECKUX 3aHATUNA.

3) lMNpenogaBaTenb BbLICTABMSAET OLEHKY B 3K3aMEHALMOHHYIO BEOOMOCTb U B 3a4YETHYHD KHUXKKY
CTyAeHTa.

Pe3ynbTaThl 3a4eTa ONpefensoT OLeHKaMUN «3a4TEHO», KHE 3a4TEHOY.

«3a4yTeHo» - CTyAEeHT BbINOMHWIT Bce TPeboBaHMs 1 YCIOBUS NOMyvYeHnst 3a4eTa.

«He 3auyteHo» - CTygeHT He BbIMonHWN Bce, NMMBO Kakoe-TO OgHO M3 TpeboBaHWIiA MK yCroBWKA
nony4veHust 3aa4yeTa.
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NPUNOXEHMUE 1
®dopma TUTYNbLHOro NMcTa UHAMBUAYaNbLHOro 3aaaHus

®epfepansHoe rocyaapcTBeHHoe boakeTHoe obpasoBaTenibHOe yYpexaeHue Bbicllero obpasosaHus
«OMckuin rocyaapcTBEHHbIV arpapHbli yHuBepceuteT umenn MN.A. CtonbinuHax»

OKOHOMMYecKUi hakynbTeT

Kadegpa meHemxMeHTa U MapkeTuHra

HanpaeneHne — 38.03.02 MeHemKXMeHT

NHomBngyansHoe 3agaHue
no gucumnnuHe

B1.B.12 [lokymeHTUpOBaHWe ynpaBreH4YeCKON AeATENbHOCTH

Ha Temy:

BbinonHun(a): cT. rpynnbl

®no

lMpoBepwun(a): y4y. cmeneHb, O0MKHOCMb

®Nno

OMcK — r.
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8 NMUCT PACCMOTPEHUM U O0OBPEHUN
DOHA OLIEHOYHbIX CPEACTB AUCLIMNITUHBI
B coctase OMOTI

1. PaccmoTpeHa u ogobpeHa:

a) Ha sacepnaHun obecneyunsaroLLein npenogasarue kadeapb! /z//z G LT, o AP bt 94_

npotokon Ne 77 ot 77 .£¥20%/.

3aB. kadenpoit, /,?.,x FROL. ////1 2o 09’2/’,»;:42444’/2/
;Z‘ e

6) Ha 3acepgatnun MeToaNYECKON KOMUCCUMU MO HanpasneHuo

npotokon Ne 77 ot 4 f£.204.
Mpencenarens MKH — £ 23 ZZ. ,//ﬂzzf, o ,,4!5, 4 ' A ':zz/éﬁ

v

2. PaccmoTpeHue U ofobpeHue npeacTaBUTENAMU npod:eccuouanbuou cthepsl
no npodmnio OMNOM: e

Kommepueckuit aupektop 000 «ConsHoe»
YepnaKckoro MyHULMNansHOro paiioHa

Owmckon obnactu /BenéskuH C.B./
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M3MEHEHUA 1 AONONHEHUA
K (pOoHAY OLleHOYHbIX CPeAcCTB y4eOHOM ANCLUNNUHDI
B1.B.12 [lokymeHTMpOBaHMe ynpaBrieH4eCKOW AeATENbHOCTHU
B cocTtaBe OO 38.03.02 MeHemKMeHT

BeoMoCTb U3MEHeHUMn

OTmeTKa
Cpok, 06 yTBEpXaeHUn/ cornacoeaHuu
C KOTOpPOro Homep 1 ocHOBHOE coaepxxaHue M3MEHEHN
BBOAUTCS U3MEHeHUs N/unNn JonoNHEHNs pykosoautens OMNMOrl
nHuymnaTop
U3MeHeHne nnu
U3MEHeHus

npeacegarens MKH
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