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JIncrakryanusanuupadodeiinporpaMmmsl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM rojy Ha 3acenanuu kadeapsr Ilemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 . Ne

3aB. kadeapoii C.C. Bennkanosa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanusarnuu B 2024 - 2025
yueOHOM rofy Ha 3acenanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIpotokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

(dbopMupoBaHHE CIOCOOHOCTH UICHTU(UIIMPOBATHE HOPMATUBHYIO Cpely JUIsl pealln3aiiu
Pa3IMYHBIX HANIPABICHUN MPO(ECCHOHANBHOM IEATENIEHOCTH, PelIaTh NpodhecCHOHaIbHBIC

3a/layd B COOTBETCTBUU C HOPMATHUBHBIMH NPABOBBIMU aKTaMu B cepe oOpa3oBaHUs U
HOpMaMU TPOPECCHOHATBHON ASTHKH, OOECIeYHBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHUE
o0pa3oBaTeNbHO,  YINpaBIEHYECKOM M HAy4YHO-UCCIIEOBATENbCKOH  JESATENIbHOCTH
00pa30BaTeNbHOM OpraHU3aIiy.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMsl

JucnmuimHna ~ HopmaTuBHO-TIpaBOBOE  peryjiMpoBaHHE W JOKYMEHTaIlMOHHOE
obOecrieueHre ymnpaBlieHUsT W (DYHKIMOHMPOBAHUS 0Opa30BATENbHON OpraHU3allMd BXOJWUT B
00513aTeNIbYI0 YacTh YUEOHOTO IJIaHa 00pa30BaTEIbHOM MPOTPAMMBI.

JUis  u3ydeHus ~ JAWCHUIUIMHBI  HEOOXOAWMBI  3HAHUS  (YMCHHS,  BJIAJICHUSA),
c(hOpPMHUPOBAHHBIC B PE3YJIBTATE U3YUCHHUSI JUCITUTUTUH/ IPAKTUK:

VYrpanenue puckamu B 00pa30BaHUN

[Tpou3BoICTBEHHAS - IEJArOTHYECKAs TPAKTHKA

VYyeOHasi - 03HAKOMUTEIbHAS IPAKTHKA

3Hanus (YMEHUS, BIaJICHUs), MOTYICHHBIC TTPH M3yYECHUU TAHHOW IUCIUILIMHBI OyIyT
HEOOXOUMBI JUTsl U3yUCHUS TACIUILTHH/TIPAKTHK:

BeImonHeHue 1 3anuTa BEITYCKHOM KBATH(DUKAIIMOHHOM paObOThI

[TponsBoicTBEHHAS - IPEATUTIIIOMHAS PAKTHKA

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHMILIMHBI (MOAYJIS) U IVIAHUPYEMbIe pe3y/IbTaThbl 00y4eHHUs

B  pesynprate  ocBoeHust — aucuumuinHel  (Monyns)  «HopmatuBHO-mpaBoBOE
peryiaupoBaHUe U JIOKYMEHTAllMOHHOE o0OecredyeHue YOpaBieHus U (YHKIHOHUPOBAHUS
00pa3oBaTeNbHOW  OpraHu3aluW»  OOydYaloIIMICS  OJDKeH  00JajaTth  CIEAYIOIUMHU
KOMITETEHIMSIMU:

KO,[[ HHJAUKATOpa I/IHI[I/IKaTOp JOCTHIXKCHHA KOMIICTCHIIMH

OIIK-1 CnocoOeH OCyIIeCTBISATh U ONTUMHU3UPOBATH NPO(ECCHOHATBHYIO NESATEIbHOCTh B
COOTBETCTBUM C HOPMAaTHBHBIMU IPABOBBIMM aKkTaMH B cdepe o0pa3oBaHUS U HOPMaMH
npoheCcCHOHAILHON STHKHU

OIlIK-1.1 AHanmu3upyeT W HCHOJb3yeT HOPMAaTUBHBIE IIPABOBBIC JOKYMEHTHI,
perylaMeHTHUpPYIoLIHe TpeOoBaHMsI K TPOdhecCHOHAIbHON /IS TEIbHOCTH

OIIK-1.2 [IpumMeHsieT HOpMaTUBHO-TIPABOBBIE aKTHI B cepe 00pa3oBaHuUs C y4ETOM
HOPM IIpodheCCUOHATTLHON dTHKHU

OIIK-1.3 OcymecTBisger MpoecCHOHATbHOE B3aUMOACHCTBHE C YYaCTHHUKAMHU
00pa3oBaTeNbHBIX ~ OTHOIIEHWA B COOTBETCTBHM C  HOPMaMH
po(heCCUOHAITLHON YTUKH




4. CTpyKTypa, 00bEéM U coaep:KkaHue TUCHUIIMHBI (MOAYJISA)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsIeT 3 3a4eTHBIX enuuuil 108 akaa. yacoB, B TOM

YUCJIC:

— KOHTakTHas padora — 20,3 akaj. 4acoB:

— aynutopHas — 18 akaj. 4acos;

— BHEayIUTOpHas — 2,3 akaJl. 4acoB;

— caMOCTOsITeNIbHAS paboTa — 52 akaj. 4acoB;
— B (hopme mpakTrdeckoi moaroToBku — 18 akan. vac;
— IMOATOTOBKA K 3K3aMeHy — 35,7 akaj. gac

(DOpMa aTTeCcTaluu - 3K3aMCH

AynuropHas ) =
o | xomraxTHAs pabota E 3 ®dopma TeKyIero
=
5 B aKaj. yacax o Bu KOHTPOJIS
Pasnen/ Tema 3 (B axaz. vacax) g A . P Kon
S g ©| caMoCTOATENbHON | yCIEeBaeMOCTH U
JUCLUTUTAHBI 5 [ . | KoMnereHuHun
@) 2 £ paboTsl MIPOMEKYTOYHOM
na0. | mpakr. | 3 &
Jlek. s aTTecTaluu
3aH. 3aH. (O &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obeclieyeHUue  yNpaBIEHUECKOH
JeITeTLHOCTH B
00pa3oBaTeIbHON OpraHu3aliu
Nzyuenue
TEOPETHIECKON U
MIPaKTHUECKOI
JUTEPATypPHI IO
TeMe
Ormpoc
Pabora ¢
11 IIpunnumne Jomainee
OpraHu3aluu HHOpMALIOHHO- IPaKTUYECKOe
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a anue 1 OINK-1.1,
P p y 2 8 nopTajgamMu A OIIK-1.2,
6asbl 00pazoBaTenbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonTponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabora
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOU
paboThI
Iloaroroska k
3 TECTUPOBAHUIO
Nzyuenue
TEOPETUYECKOH U
MPaKTUYECKOU
JUTEPATypPhI IO
TeMe
1.2 CocraB JOKaJbHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB uHpopManoHHo- |JloMaliHee 3ajaHne
00pa3oBaTenbHOM MPaBOBBIMH 2 OIIK-1.1,
OpraHu3aluy. 4 8 ropTajamMmu Tecr 1 OIIK-1.2,
IOpunnueckas cuna Iapanr, KonrtponbHas OIIK-1.3
YIIPaBICHYECKHX Koncynpsranrllno pabora
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Beimonnenne
KOHTPOJIbHOU
paboThI
Ilonroroska x
TECTUPOBAHHIO
Hroro no pazaeny 6 16




2. Pazgen 2. Opranuzanus
JIEJIOTIPOU3BOJICTBA
00pa30BaTENbHBIX YIPEKICHUSIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Omnpoc
PaGora ¢ HOMaI:JJHee
21 OcobeHHocTi UHPOPMALMOHHO-
MIPAaKTHIECKOe
OpraHu3alu MIPAaBOBBIMH OIIK-1.1,
3amanue 3
JIeJIOTIPOU3BO/ICTBA 4 10 ropTajamMmu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Iapasr, OIIK-1.3
KonrtponbHas
OpraHu3aluu Koncynprantllmo a6oTa
¢, Pocapxus. P
OKk3aMeH
Brinonnenne
KOHTPOJIBHON
paboThI
[lonroroBka x
TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphI IO
Teme
Omnpoc
Pabora ¢ P
Jomanraee
UH(OPMAIIIOHHO-
NPaKTUYECKOe
2.2 JIOKyMEHTHpOBaHHE MIPABOBBIMH OIlK-1.1,
" 3amanue 4.
o0pazoBarebpHOM 3 2 10 nopTajgamMu OIIK-1.2,
Tecr 2
EITENLHOCTH Iapasr, OIIK-1.3
KonTponbaas
Koncynbsrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenune
TEOPETUYECKON 1
MPaKTHYECKOU
JUTEPATYPHI 110
paryp 3aciymmBaHue
reme JTOKJIaJIOB
Pabora ¢ CTYACHTOB
2.3 OcobeHHOCTH UHPOPMALTUOHHO- Y
Homaninee
JIOKyMEHTUPOBaHUS MIPaBOBBIMU OIlK-1.1,
. MIPaKTHIECKOe
TPY/AIOBBIX OTHOIICHUH B 2 8 nopTagamu OIIK-1.2,
. 3ajganue 5
00pa3oBaTenbHOM Iapasr, Teer 2 OIIK-1.3
OpraHu3aluu Koncynpsranrllno
KonrtponbHas
¢, Pocapxus.
pabora
Beimonnenne
o OKx3amMeH
KOHTPOJIBHOM
paboThI
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JNTEPATypPHI IO
Teme 3acinymuBaHue
Pa6oTa ¢ HOYKH;MOB
24 CrpykTypa nH(OpPMALOHHO- CTYIEHTOB
JOKyMeHTanmbHOTO  (hoHAa TPaBOBBIMH Y
N Homaninee
00pa3oBaTenbHOI opTajaMu DAKTHEECKOE OIIK-1.1,
OpraHu3aIlHy. 4 8 Iapasr, P OIlK-1.2,
3amanue 6
Homenknatypa Jen Koncynbsrantllno Teer 2 OIIK-1.3
00pa3oBaTesbHOM ¢, Pocapxus.
KonrtponsHas
OpraHH3alNH BrinonHenne
N pabora
KOHTPOJBHOH
OK3aMeH
paboThI
IMoaroroBka k
TECTHPOBAHHIO
IMoaroroBka k
9K3aMEHY
Wroro no pazneny 12 36
Hroro 3a cemectp 18 52 9K3aMeH
Hroro no aucnumnnuze 18/ 52 DK3aMeH




500pa3oBaTeIbHBIETEXHOJIOT UM

BriponecceoOyueHuAno M CHUIUINHEIPUMEHSFOTCACIIEYIOLMETEXHOIOT UH.

1. TpaguunoHHbIC00pa30BaTEIbHBIETEXHOIOTUH, IIPEATOIAT A0 ITHETIPSIMYIO TPAHCIIALINIO3
HaHUHAOTIIPENO1aBaTeNIAKCTY ICHTY(IPEUMYILECTBEHHOHA0CHOBEOObSICHUTEIIbHO-UIUTIOCTPATUBH
BIXMETO/I0BOOYUYCHHUS). Y UeOHASACATEIbHOCTCTY ICHTAHOCU TBTAKUX YCIIOBHSIX , KAKITPABUIIO, PEIIP
OlYKTHUBHBIMXapaKTep.

DopMbly4eOHBIX3aHATUNCUCIIONB30BaHUEMTPAULITOHHBIX TEXHOJIOT Ui

IIpakTH4ecKoe3aHATHE, TOCBSILEHHOCOCBOCHUIOKOHKPETHBIX yMEHUHNHABBIKOBIIONIPEIIIO
KEHHOMYaJITOPUTMY.

2.TexHon0ruunpooIeMHOr000y4eHII—OpraHu3alns100pa30BaTeIbHOrONPOLECcCca, KOTOPa
AMPENO0IAraeTIIOCTaHOBKYITPOOIEMHBIXBOIIPOCOB,CO3/IaHUECYIEOHBIXIIPOOIEMHBIXCUTY AU 1IIS
CTUMYJIMPOBAaHUAAKTHBHONIIO3HABATCIIbHONAEATEIbHOCTUCTYICHTOB.

®opMbIy4eOHBIX3aHATUHCHCIIONB30BAHIEMTEXHOJIOTUHITPOOIEMHOT000ydeHUS:

[IpakTryeckoe3zaHATHEBPOPMEIPAKTUKYMa—OpraHu3alusayyeOH0paboThl, HaIIpaBieHHA
SIHapeIlIeHUEKOMIUIEKCHON yueOHO-103HaBaTEIbHON3a1au1, TPEOYIOIIEHOTCTY A€ HTAIPUMEHEHU ST
KaKHay4YHO-TE€OPETUUECKUX3HAHUM, TAKUIIPAKTUUECKUXHABBIKOB.

[IpakTueckoe3aHITHEHA0CHOBEKENC-MET0/1a—00yUeHUEBKOHTEKCTEMOIETUPYEMONCUTY
alllM,BOCTIPOU3BOsIIEpealibHbIeyCIOBUHAYYHOM, IPOU3BOICTBEHHOM,00111€CTBEHHOI eI Teb
HOCTH.O0yUaronecs JOJKHBIIPOAHATU3UPOBAThCUTYALINIO, Pa300paThCABCY TUIIPOOIIEM, IPEIIO
KHUTbBO3MOXKHBIEpEILICHUANBBIOpaThayumeen3Hux. Keiicbi6a3upyrorcssHapeanbHOM(PaKTHUECKOM
MaTepUaIewINKEIPUOINKEHbIKPEaTbHOUCUTYALIUH.

3. TexXHOJOTrMUITPOEKTHOT000yUeHUA—OpraHU3alus100pa30BaTeIbHOTONIPOLIECCABCOOTBET
CTBHHCAITOPUTMOMIIOATAITHOTOPEIICHUATPOOIEMHOM3a/1a4NMITHBBITIOTHEHUy4eOHOT03a TaH L.
[TpoekTnpeanonaraeTCOBMECTHYOy4eOHO-T103HaBATEIbHYIOAESITEIbHOCTBIPYIIBICTYIE€HTOB,HA
NPaBJICHHYIOHABBIPAOOTKYKOHIICIIINH, yCTAHOBIICHHELIIeHn3a1a4, pOPMYITHUPOBKYOKUTAEMBIXD
€3yJIbTaTOB,OIPENEICHUETIPUHIIUTIOBUMETOANKPEIIEHUATIOCTABICHHBIX3a4a4, INTAHUPOBAHUEX O
apaboThI,IOMCKIOCTYTHBIXHONITUMAIbHBIXPECYPCOB, 103 TATHYIOpEAIN3allMIOIIaHapaboThL, ITpe3
EHTaIIOPE3yIbTaTOBPAOOThL, UXOCMBICIEHUEUPEDIKCHUIO.

WHpopManmoHHBIMNPOEKT—y4e0HO-TI03HABATEIbHAS ACATEIbHOCThCAPKOBBIPAKEHHOMIB
PUCTHYECKONHANIPABIEHHOCTHIO(TTOMCK,0TOOPUCUCTEMATU3ALUSMH(POPMALIMMOKAKOM-TOOOBEKTE,
03HaKOMJICHHEYYaCTHUKOBIPOEKTACAITOHMHPOpMaIie,eeaHaan3n00001eHIe UISTPE3eHTal 0
0JICCLTUPOKONAYTUTOPUH ).

5. MlHpopManinoHHO-KOMMYHHUKAITMOHHBIEOOPAa30BaTEeIbHBIETEXHOJIOTHU—OPTaHN3aLUs00
pa30BaTeIbHOrONPOLECCA,0CHOBAHHASIHAIIPUMEH CHUNCITEIMAIIN3UPOBAHHBIXIIPOrPAMMHBIXCPEJL
UTEXHUUECKUXCPEICTBpaOboThICHHpOpManueil. IHTepHeT-TeXHOIOTusl(CeTeBasITEXHOIOT s ),0CHO
BaHHasHAUCII0JIb30BaHUUTTI00aIbHBIX IIOKATbHBIXKOMITBIOTEPHBIX CETEN,00€CTIeUnBAETAOCTYIA0
OyJaroLMXCAKUH(OpMaMOHHBIMOOPa30BaTeIbHBIMpPECYpCaMU(POPMUPYETCOBOKYITHOCTEMETO
MYECKUX,0praHN3alMOHHBIX TEXHUUECKUXUIIPOTPaMMHBIXCPECTBPEATU3aUUNyTIPABICHUSIY4e0
HBIMITPOLIECCOMHE3aBUCUMOOTMECTOHAX 0K IEHUSET0CYOBEKTOBISIUCTAHITTOHHOUTOIIEPIKKHO
Opa3oBaHUACTYIEHTOBCOrPAHUYEHHBIMUBO3MOKHOCTIMU3/IOPOBbS,0/1apPEHHBIXCTY/IEHTOB,0pTaH
M3aLUNAUCTAHIIMOHHOTOKOHTPOJISI3HAHUCTYIEHTOBUIIPOBE IEHUA3aHTUHCHCIIONIb30BAHUEMTHC
TaHIIMOHHBIX00PA30BaATENbHBIXTEXHOJOTUIAIIAIPOITYCKAIOIINXay TN TOPHbIE3aHATUSIONPUYNHA
MOo0se3HU. POpPMBIYydeOHBIX3aHATUHCUCTIONB30BAHUEMUH(DOPMALTMOHHO-KOMMYHUKAIITHOHHBIXTEX
HOJIOTUH : ITPaKTUYECKOE3aHATHEBPOPMENPE3eHTAMU—TIPEICTABICHUEPE3YIbTaTOBIPOEKTHONNIT
MU CCIIE0BATEIbCKONAEATEIbHOCTH.



6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCst
[TpencraBneno B mpuoxeHun 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. ABepbsiHoBa, T. A. YmpapieHue cuctemMamMu 0Opa3oBaHUs . Y4eOHO-METOIMYECKOE
nocobue / T. A. AsepbsiHoBa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 91 c. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2702.pdf&show=dcatalogues/1/1131
709/2702.pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpooObekT. - Tekcr
3JIEKTPOHHBIN. - FIMeeTcst medyaTHbIi aHAJIOoT .

2. Bonkoga, B. b. OcHoBbI nenonpounsBoictsa : yueOHoe nmocodue / B. b. Boikosa, M. B.
KpusormuibikoBa. - Marautoropek : MI'TY, 2013. - 1 anekrpos. ont. auck (CD-ROM). - 3ari. ¢
TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1037. pdf&show—dcatalogues/1/1119
335/1037.pdf&view=true (mara oOpamenus: 14.04.2021). - MakpoodbekT. - Tekcr
ANEKTPOHHBIN. - CBeienus AocTynHbI Takxke Ha CD-ROM.

3.KoxymkoBa, H. B. Crpykrypa nokymenta. CucremMbl JOKyMEHTAIIHH.
YHubunupoBanHas CHCTeMa OPraHHU3aIMOHHO-PACTIOPSAUTENLHOM JOKYMEHTAIlMU: O0IIue
TpeOOBaHUs K COCTaBICHHIO U opopmiIeHuIo : yaeOHoe nocooue / H. B. Koxymkosa ; MI'TV. -
Maruutoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyi. 9KkpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara oOpamenwus:14.04.2021). - MakpooOobekr. - TekcT
3JIEKTPOHHBIN. - CBeeHus noctynHbl Takke Ha CD-ROM.

0) JlonostHuTEIbHAS JIUTEPATYpA:

1.ABepbsiHoBa, T. A. JIoMKHOCTHBIE HHCTPYKLINUN CHEIUATIMCTOB CUCTEMbI 00pa30BaHus !
ydaeOHo-MeToqu4eckoe mocodue / T. A. ABepbsinoBa ; MI'TY. - Marauroropek : MI'TY, 2017. - 1
sanektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3168.pdf&show=dcatalogues/1/1136
543/3168.pdf&view=true (mata oOpamenus: 14.04.2021). - MaxkpoobobekT. - Tekcr
3NIEKTPOHHBIN. - CBeieHns ToCTyIHBI Takke Ha CD

2. AnaapeeBa, C. JI. Oprammzamus paboTel C  OOpallleHUSAMH  TpaKIaH
ydaeoHo-meroquyeckoe nocodue / C. JI. Auapeesa ; MI'TY. - Marautoropek : MI'TY, 2016. - 1
sanektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata oOpamenus: 14.04.2021). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBefieHus nocTynHbl Takke Ha CD-ROM.

3. barayraunosa, C. ®@. YpasieHue JOIMIKOIbHBIM 00pa3oBaHueM : yueOHoe mocooue /
C. @. barayrauaoBa ; MI'TY. - Marauroropck : MI'TY, 2015. - 1 s1ekTpoH. ONOT. AMCK
(CD-ROM). - 3ar. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123
945/1427 pdf&view=true (mata oOpamenus: 14.04.2021). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBefieHus nocTynHbl Takke Ha CD-ROM.

4. baneiackas, H. P. IIpaBoBoe perynupoBaHue Tpyda TOCYIapCTBEHHBIX H
MYHHUIMTATBHBIX CIyXamux : ydeOHoe nmocodue / H. P. Banbackas, JI. M. Paxumona, B. M.
Tadypora ; MI'TY. - Marauroropck : MI'TY, 2017. - 1 snektpoH. ont. quck (CD-ROM). - 3arm.
c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3205. pdf&show-dcatalogues/1/1136
718/3205.pdf&view=true



(mata oopamenus: 14.04.2021). - MakpooObeKT. - TekcT : 31eKTpoHHBIN. - CBEACHUS JOCTYITHBI
takke Ha CD-ROM.

5. Oneitnuk, E. B. HopmatuBHO-TIpaBOBOE M METOMUECKOE 00ECIIEYCHHE NHKITIO3UBHOTO
obpaszoBanus . ydebHoe mocobue [mus By3oB] / E. B. Omeiinuk ; MarauToropckuii roc.
texHnyeckuid yH-T uM. I'. M. HocoBa. - Maruutoropck : MI'TY um. I'. 1. Hocoma, 2019. - 1
CD-ROM. - ISBN 978-5-9967-1668-5. - 3arn. c¢ Tutya. o9kpana. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=3940.pdf&show=dcatalogues/1/1530
515/3940.pdf&view=true (mata oOpamenus: 25.09.2020). - Makpoobdbekr. - Tekcr
ANIEKTPOHHBIN. - CBeaeHus noctynusl Takke Ha CD-ROM.

6. Uepnona, E. B. Undopmannonnas 6¢30macHOCTs B 00pa3oBaHuu . yueOHOe mocooue /
E. B. Uepnoga, JI. ®. 'aaueBa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 31eKTpoH. ONT. TUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2499. pdf&show—dcatalogues/1/1130
272/2499.pdf&view=true (mata oOpamenus: 25.04.2021). - Makpooobekr. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

B) MeToaunyeckue ykasaHus:
[Ipencrasnens! B [Ipunoxxenuu 3

r) [Iporpammuoe obecneuenue u UHTepuer-pecypcebi:

IIporpamMmmHoe oGecnieueHue

Haumenosanue .
10 Ne norosopa Cpok aeicTBus TMLEH3UN
MS Office 2007 |\, 135 1 17.09.2007 Geccpouro
Professional
7Zip CBOOOJTHO 0eccpoyvHO
FAR Manager [cBoGoaHO 0eCcCpovHO
IIpodeccnonanbubie 0a3bl JaHHBIX M MH(POPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI
Ha3BaHue kypca Ccblika
BHGKTP?HHM . 6asa TCPHOAMHCCKIX https://dlib.eastview.com/
m3manuii East View Information Services,
HammonansHast

undopmarmonHo-ananurtuueckas cucremal|URL: https://elibrary.ru/project_risc.asp
— Poccuiickuii WHJIEKC HAy4HOI'0O
[TouckoBast cucrema Axagemus Google
(Google Scholar)

Nudopmannonnas cucrema - Ennnoe okHO
J0CTyna K MH(QOpMaIMOHHBIM pecypcam
Poccuiickas ['ocynapcTBenHas Oubnuoreka.

URL.: https://scholar.google.ru/

URL.: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

Karanoru

OnektponHbie pecypebl onbdmmorekn MI'TY [https://magtu.informsystema.ru/Marc.htmi?local
uMm. I'.11. HocoBa e=ru

VYHuBepcurerckas nH(bOopMalMOHHAS T .

cyctena POCCIS https://uisrussia.msu.ru

MexnyHaponHas pedepaTuBHas u

http://scopus.com
IIOJJHOTEKCTOBAsA CIIpaBO4YHadA 0aza JaHHBIX




Mexnynapoanas 0aza TMOJTHOTEKCTOBBIX >KYPHAJIOB
Springer Journals
MesxnyHapoaHas 6a3a CIIpaBOYHBIX U3JaHUH IO BCEM
orpacasaM 3Hanuii SpringerReference

9 MaTepuajibHO-TeXHHYECKOe o0ecnevyeHne JUCIHILTHHBI (MOIYJIs1)

http://link.springer.com/

http://www.springer.com/references

MatepuanbHO-TeXHUUYECKOE 00ecreueHre IMCIUIUTMHBI BKITIOYAET:

VYyebHble ayauTOpUM JUJIE  TPOBEACHUS 3aHATHUN JICKIMOHHOTO THUIMA: JIOCKa,
MYJIbTUMEAUMHBIE CPEICTBA XPAHEHHUSI, TIEpeau U MPeCTaBIeHUs HHPOPMAIIHH.

Y4eOHbIC ayaUTOPUU Ui TPOBEACHHS MPAKTUYCCKUX 3aHSATHH, TPYIIOBBIX H
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIETr0 KOHTPOJSI U MPOMEKYTOUHON aTTeCTalllH: JOCKa,
MYJIbTUMEAUMHBIA IIPOEKTOP, dKPAH.

[Tomemienust st CaMOCTOSITENEHOM PabOThl 00yUYaIOUINXCA: TEPCOHAIBHBIE KOMITBIOTEPHI
¢ mnaketom MS Office, Bbixomom B WHTepHET W ¢ JOCTYIIOM B 3JIEKTPOHHYIO
nH(}OPMaIMOHHO-00Pa30BaTEIbHYIO CPE/ly YHUBEPCUTETA

[Tomemienne uIst XpaHeHHss W NPOPUIAKTHYECKOTO OOCIY)KMBAaHUS  y4eOHOTO
obopynoBanus: ImKadbl UIsI XpaHEHUs Y4eOHO-METOAMYECKOM JIOKYMEHTalluH, YYeOHOro
000pyn0BaHus 1 y4eOHO-HATIISIAHBIX TTOCOOUH.



Ipuioxkenne 1
Y4eOHO-MeTOAMYECKOE 00ecTedeHHe CAMOCTOSITeIbHOM PadoThl 00y4aArOINXCSI
Jlomaminee 3axanmne 1

[ToBTOPUTH
NPUHIUITBIOPTaHU3AIMMHOPMATHBHO-TIPAaBOBOI0a3b100pazoBaTenbHOiAeaTeNnbHOCTUBPOCCHIICKO
n®denepaun.

[Tons3ysce MH(POPMALIMOHHO-TIPABOBBIM [IOPTaI0M Koncynsrantlntoc
(http://www.consultant.ru/) umeHTHGHUIHPOBATF HOPMATHBHYIO Cpeay Ias 0oOpa3oBaTeabHOMR
OpraHM3al1y OJIHOTO U3 TUIIOB (110 BBIOOPY cTyAeHTa). CIMCOK JEMCTBYIONIMX IIPABOBBIX aKTOB U
HOPMAaTUBHO-METOJMUYECKUX JIOKYMEHTOB JIOJDKEH OTpakaTb YPOBHEBYIO OPIaHU3ALUIO
HOPMAaTUBHOM CPEJIbI.

Pexomenoayuu:

1. U3yuuts craTthio 23 «Tumel 00pa3oBaTesibHbIX Opranu3anuii»@enepanbHOro 3aK0Ha OT
29.12.2012 N 273-®3 (B pgelictBytomeit penakuuu) "06 obpazosanuu 6 Poccutickoti
@eodepayuu”. BpiOpath oauH u3 TumnoB. CoriacoBath BBIOOp € MpernogaBaTeneM (THIBI HE
JIOJDKHBI TOBTOPSTHCS).

2. U3yunts TpeboBanus @3 «06 obpazosanuuy», Kacarolecs BCeX BUI0B ACITEIbHOCTH
oOpa3oBaTebHOW OpraHu3auuu  BbelOpaHHOro tumna. OIpeaesuTh COCTaB  JIOKYMEHTOB,
periaMeHTUPYIOIIUX €€ JIeATeNbHOCTh, IMPEACTaBUB €ro B BHJIE HEPAPXUUYECKOrO CIHCKA
UCTOYHUKOB 4-X ypOBHEH:

1) mpaBOBBIE aKThI, M3aBaeMble BBICIIMMHU TOCYIapCTBEHHBIMU OpraHaMu (enepaabHOi
3aKOHOJATEIbHOM BIACTW M BbICIIMMM opraHamu ymnpasieHus (KOHCTUTYIMS, KOJIEKCHI,
(denepanbHble KOHCTUTYLHOHHBIE 3aKoHbl (DPK3), dpenepanbubie 3akoHbl (P3), MOCTAHOBICHUS
[TpaBuTenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBbI€ aKThbl, U3JaBaeMble (efepaibHbIMU OpraHaMU MCIIOJHUTEIbHOW BIIACTH!
MHUHHCTEPCTBAMH, KOMHUTETaMH, BEIOMCTBAMU KaK OOLIEOTpPaciieBOro, Tak M BEJIOMCTBEHHOTO
xapakrtepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMUTETOB, CIIYO0, areHTCTB, OI0pPO U Jp.;
WHCTPYKTUBHBIE IIMCbMa, TUIIOBBIE TIOJIOKEHUS, TUTIOBBIE U TEXHUUYECKUE PETTIAMEHTHI, TUIIOBBIE
WHCTPYKIIMU U Jp., oOliepoccuiickue U BegoMcTBeHHbIe kiaccudukatopel, ['OCToI, nepeunu
TUIOBBIX JTOKYMEHTOB U JIp.);

3) nmpaBOBBI€ aKThl, U3/JaBAEMbI€ OpraHaMU 3aKOHOAATEIbHON M UCIIOJIHUTEILHON BIACTU
cyobekToB PO U uX TeppuUTOpHATIBHBIX 00pa3oBaHUi (3aKOHBI MOCTAHOBJIEHHUS MPABUTEIbCTBA
cyOobekToB P®, pacnopsokeHHMss W TOCTAHOBJICHHS TJIaB AJAMUHUCTpAIMi, pa3jIHYHbIC
MOJI3aKOHHBIE AKThI);

4)noKanbHbIE aKTHI, NPABOBbIE aKThl HOPMAaTUBHOTO W WHCTPYKTHUBHOIO XapakTepa, a
TaKXKe METOJAMYECKHE JOKYMEHThl IO JIOKYMEHTAIlMOHHOMY OOECIEUEeHHUIO YIpPaBJICHHUS,
U3JlaBaeMble PyKOBOJCTBOM 00pa3oBaTeIbHON opraHu3anuu (ycTaB, MOJ0KEHUs, HHCTPYKIUH, B
TOM YHWCJIE€ MHCTPYKIUH (TMpaBwia) MO  JIEJIONPOM3BOJCTBY  OpraHu3aluu, Tabenu
YHUQUIIMPOBAHHBIX (HOpM, anbOOMBbl OJaHKOB, MOJOXKEHHUS O JAEJIONPOU3BOJICTBE, O padore ¢
NIEPCOHAIBHBIMU JIaHHBIMU U ITPOYHE OPraHU3alMOHHO-TIPABOBBIE JIOKAJIBHBIE AKTHI).

3. Bce mnepeuncnsieMble MTOKYMEHTHI JOJDKHBI COACPKATh HWIACHTUPHUIIUPYIOMNUE WX
PEeKBU3UTHl (HAMMEHOBAHUE JOKYMEHTa, JaTa W3JaHMsi, KEeM YTBEpXKJEeH, JaTa MocieqHel
PEIAKIINN )

Jomainee 3aganue 2

1. U3yuuts crathio 30 «JlokanbHbIe HOPMATUBHBIE AKTHI, COAEPIKAIIUE HOPMBI, PETYIUPYIOIIUE
oOpa3oBatenbHble OTHOIICHUs» DenepanpHoro 3akona ot 29.12.2012 N 273-®3 (B
neiictByromeit penakiuun) "O6 o6pasoBanuu B Poccuiickoii @eneparn”



2. OTBETUTH HA BOMPOCHI:

K xkakoil rpymme ympaBlieHYECKHX JOKYMEHTOB OyIyT OTHOCHTBCS JIOKAJIbHBIE aAKThI
00pa3zoBaTeNbHON OpraHUu3aIm?

Kakue nokymMeHTHI U1 00pa3oBaTeIbHOI OpraHU3alHy SBISIOTCS yIpeIUTCIbHBIMUA?
3. CocraBbTe CITUCOK JIOKATBHBIX aKTOB JUIsi 00pa30BaTEeNbHBIX OpPraHU3alnuii BHIOPAHHOTO THIIA.

4. Ionw3ysich (a) Ilepeunem munogwix ynpasieH4eckux apxXusHulx OOKYMeHmMo8, 00pasyouuxcs 6
npoyecce 0esimenbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AHO08 MECMHO20 CAMOYNPAGIeHUs U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (06) Ilepeunem Ooxymenmos co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupescoenuti u opeanuzayutl e2o cucmemvl, yms. Ilpuxkazom Munucmepcmea
npoceewerusi CCCP om 30 oexabpsa 1980 200a N 176; (B) Ilpunoxenuem 18 «lIpumepnas
HOMEHKJIaTypa Jel o00meo0pa3oBaTenbHOr0 yupexaenus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpPa3’08amenbHbIX YVUPEeHCOCHUSX),
OTIPE/ICITUTh CPOKH XPAHEHHS IJIs BCEX JOKYMEHTOB M3 CIIMCKA, YKa3aB CTaThlO U ITYHKT TOJ
Ilepeuns, Hanpumep:

Ne TunoBoe HaumeHoBanue | Cpok XpaHeHus | Ne ctaTbu [Tepeuenn
n/o JIOKAJIBHOTO aKTa

17 Y4eOHbIC ITaHBI U [TocrositHHO 603 [Tepeuens 1980
MPOTrpaMMBbI KYPCOB
MTOBBIIICHUS
KBaJTU(UKAIIMN YIUTEIICH,
BOCITHTATEIICH,
paboOTHUKOB
BHEIIKOIBHBIX
YUPEKICHUH, TPOrpaMMBbI
JUTsI caMO00pa3oBaHus

18

Jdomamnee 3aganue 3

1. Uzyuuts Ilpukaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumepnou uncmpykyuu
no 0e1onpou3eo0cmeay 6 2ocyoapcmeeHuvix opeanuzayusax” (3apeructpupoBaHo B MuHiocte
Poccun 17.08.2018 N 51922) B cucreme
KoncynprantlImrocwww.consultant.ruhttp://www.consultant.ru/document/cons_doc_LAW_305
137/

2. OTBeTUTH Ha BOIIPOCHI U MPEJICTABUTH UX B CBOOOAHOMN YacTH TaOIHUIIbL.

Ne Bonpoc OTtBer
ILm.

JlokyMmeHT0000pOoT MY BKIIIOYAET MOCIEA0BATEIHLHOCTh
[epeMenIeHu JOKYMEHTOB, a TAK)K€ ONEPALIMH, COBEPIIAEMBIE C
ITOKYMEHTaMU B MPOLIECCE UX CO3JaHUs U UcronHeHus. HazoBure




BTH ONEpalUU.

2 Ha xakue npUHIMIIBI OUPAETCS OPraHu3alys JOKyMEHTO000poTa
B MVY?

3 Kak BenyT yder jokymeHToobopora B MVY?

4 Kakue 1OKyMEeHTHI MOMAJatoT B COCTaB BXOISAIIMX U UCXOISAIIUX
ITOKYMEHTOB rOCYJapCTBEHHOI Oopranuzanuu’?

S) Urto Takoe «MD1O»?

6 YUTO BXOAUT B MOHATHE «KOPPECIOHACHIIH TOCYIapCTBEHHON
OpraHu3auu?

7 Hy>xHO 11 TPOBOAUTD MEPBUUHYIO 00PA0OTKY IEKTPOHHBIX
ITOKYMEHTOB?

8 [IprkazaMm U pacrops>KEHUSIM IO OCHOBHOM J1€ATEbHOCTH B
rOCy/1apCTBEHHOW OpraHU3alH IPUCBAUBAIOTCS TOPSAIKOBbIE
HoMmepa? CiemyeT U UX PerucTpUpOBaTh B OTAEIBHO, B Pa3HBIX
perucTpanoHHbIX hopmax?

0 Kak opraHnn3oBaTh TOKyMEHTOOOOPOT MPUCIAHHBIX OyMa)kKHBIX
[TOKYMEHTOB, €clii B opranuzauuu aeictsyer COJ1?

10 Kakue JOKyMEHTBl TOCYyIapCTBEHHOW OpraHU3allid MOTYT
CO3/1aBaThbCs, XPAHUTHCS W HCIOJNB30BATHCS HCKIIOYUTEIHLHO B
piekTpoHHOM Buzae? Kak  ycTaHOBUTH HEepeYeHb ITUX
ITOKYMEHTOB?

11 ['1e perucTpupyroTCsl IPOTOKOJIBI 3aCEAaHUM, COBEIIAHM,
MTPOBOJMMBIX PYKOBOJCTBOM OpraHU3alniu?

12 Kaxue TpeboBaHus MPEIbABISIOTCS K MapLIPyTaM JIBHKEHUS
OpraHu3aIiOHHO-PACTIOPSANTEIbHBIX TOKyMeHTOB B CDJ1?

13 YeMy OJIKHO COOTBETCTBOBATh MPOXO0XKIECHNE BHYTPEHHHUX
ITOKYMEHTOB Ha 3Tarax uX MOJArOTOBKU U 0(hOpMIIEHUS, a YeEMY Ha
BTare UCIOJIHEHUs?

14 (CKOJIBKO pa3 U I'/ie Hy’KHO PETUCTPUPOBATh BXOAIINE
ITOKYMEHTBI?

15 Kaxkyro 3a1auy cTaBuT pykoBoauTemb ciryxos JIOY
rOCYIapCTBEHHOIO YUPEXKIEHUS IIPU OpraHU3aLiH
ITOKyMEHTOO0O0pOTa?

16 Crieyer U BCerjia COXpaHsITh KOHBEPTHI UIIN YIIAKOBKY
BXOSIINX TOKYMEHTOB?

17 Kakue 1onogHUTEeNbHbIE TOTOKH HA0II0JaI0TCS BHYTPH MTOTOKA
BXo/d1Iel nokymMeHTauuu MY?

18 Korna Hy>KHO 3aperucTpupoBaTh UCXOASAIINNA JOKYMEHT, €CIIH OH
ObUT IOJNMCaH B KOHIIE paboyero JHs Wid B Hepabouee Bpemsi?

19 /11 KaKuX UCXOJSIINX TOKYMEHTOB COCTaBIISIOTCS
CONIPOBOUTEIIbHBIE TICbMA?

20 KakoBa 11e71b IpeIBapuTEIbHOTO PACCMOTPEHHS MTOTydaeMbIX
ITOKYMEHTOB?

21 JTany NepBUYHON 00pabOTKHU TOKYMEHTOB COOTBETCTBYIOT
HECKOJIBbKO onepaunii. HazoBure ux.

22 Kaxue nanneie BHOcsATCS B CO/] 0 BXOIANIIMX U UCXOASAIINX
ITOKYMEHTaX roCyJapCTBEHHON OpraHu3alum?

23 Yro nenarsb, €ciy BBl NOJIYYHIIM HECTAHIAPTHOE TI0 BECY, pa3Mepy
M T.TI. TOYTOBOE OTIPaBJICHUE?

24 Yo nenarsb, eciy Bbl MOIYYHIINA IOYTOBOE OTIPABICHUE B
IMOBPEKICHHOMN yITaKOBKe?

25 Crienyer nu fAenaTh KOMMH UCXOASIINX JOKYMEHTOB?




26 KTO Takoi OTBETCTBEHHBIN UCIIOIHUTENb JOKyMeHTa? KakoBbI €ro
00s13aHHOCTH?

27 [Tepen peructpamnueit ucxoaamumx q1okymeHToB Ciryx0a
NEIONPOU3BOICTBA MPOBEPSIET X MPABWIBHOCTH. Ha uTo
KOHKPETHO oOpaliiaeTcsi BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBS3U AJIs TOCTAaBKH U OTIPABKH JOKYMEHTOB
MY B opraHu3aiyy U Oprasbl BIaCTH.
29 KTo pa3zpabarbiBacT MapIIpyThl JBIKEHUS

OpraHU3aLOHHO-PACIOPSAUTENBHBIX 10KyMEHTOB a1t CO /1
roCy/1apCTBEHHON OpraHU3aliu?

30 HazoBuTe 11€71h OpraHu3aIui J0KyMEeHTO000pOTa B
rOCY/IapCTBCHHOM OpraHU3aIliy.
31 Kak MOryT perucTpupoBaTbcsi BHYTPEHHUE JOKYMEHTBI?

Jlomainee 3aganue 4

1. U3yunre Iucomo Munucmepcmea oopazosanusn Poccuiickoit @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux peKOMeHOAUUAX NO padome ¢ OOKyMEHmamu @6
00U4e00pA306aMENLHBIX YUPEHCOCHUAX ).

YcraHoBHTE, B KAKMX JJOKYMEHTaX (HA30BUTE TPYIILY U BUBI) pEAIN3yeTCs TOKYMEHTHPOBAHUE
YIPaBJICHUYECKOM JIEATETbHOCTH 00111e00pa30BaTEIbHOTO YUPEKACHUS?

2. Tlonw3ysicb Metoguueckumu pekomeHgamusmu (cMm. 1m.1.) u ['OCT P 7.0.97-2016,
CIPOEKTUPYHTE O0ImMii OaHK, OaHK MHChbMa, OIaHK KOHKPETHOTO BHJA JOKyMEHTa (IIpHKa3a)
oOpa3oBaTenbHOI opranuzauuu. CBeieHUs 00 OpraHu3alnuy MOTYT OBbITh BEIMBIIUIEHHBIMH.

Jdomamnee 3aganue 5

IIpuBeaure mo 2 mnpuMepa JOKYMEHTOB IO JHYHOMY COCTaBYy, OTpaKaolmme
JOKYMEHTHPOBAHHUE CJICAYIOLIUX IPOLECCOB:

. IIPOLIECCHI JBUKEHUS KaJpPOB;
. IPOLEAYpPY aTTECTALNN;
. BOMHCKHH y4Yer.

KTo oTBeuaer 3a cocraB/ieHUe JAHHBIX JOKYMEHTOB?

KaknMu HOpMATMBHBIMH aKTaMHU PYKOBOJACTBYyeTCs1?

JomamHee 3aganue 6

[Ipoananu3upyiTe HOMEHKIATYPY JeJ 00pa30BaTeIbHON OpraHU3aIii BEIOPAHHOTO THIIA WA
IpeJIoKEHHYIO rpernogaBaTesneM. OTBEThTE Ha BOIPOCHL.

Jlnst yero mpegHa3HAYeHAa HOMEHKIIATypa JIeT B 00pa30BaTeIbHOM YUPEXKICHUU?
Kak paszpabarbiBacTcsi HOMEHKIIATypa JIel 00pa30BaTeIbHOTO YUPEKICHUS?
CylecTByeT JiM AJI1sl JaHHOW opraHu3auuy TunoBas HOMEHKIJIATypa Aen?

Kaxk onpenenuts hopMy U CTPYKTYPYy HOMEHKJIATYPHI 1€ ?

oD



5. Kak ycTaHOBUTH CPOKU XpaHEHHS TOKYMEHTOB?
6. Korma nomkHa oOHOBIATHCS HOMEHKIIATYpa J1e 00pa30BaTEIIbHOTO YUPEKACHUS?
7. Ko cocraBnseT u ohopmisieT HOMEHKIATYpy A€l 00pa30BaTeIbHON OpraHu3aIin?

KonTposbnas padora

B kauyecTBe KOHTpOJBHOW pPa0OTHI CTYIACHTaM IpeiaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JJOKJIQJOM [0 TeMe:

«JlOKyMEHTUPOBaHHE  JIEATEIBHOCTH  OOpA30BAaTENBHOTO  YYpeXKIeHHs  (yKas3aTb
BbIOPAHHBIN TUIT)». THIIBI 00Pa30BATEIBHBIX YUPSIKIACHUN HE JIOJDKHBI TTOBTOPSTHCS B TPYIIIE
(3amucarbcs y CTapOCTHhI).

[Tepeuens THIIOB 00pa30BaTENBHBIX yUpekaeHUH cM. 110 ¢T.23 @3 «O06 oOpa3oBaHNM B
P®D»y.

TpeboBanus k pedepary
JIOKyMEeHTHPOBaHHeE /IesITeIbHOCTH 00Pa30BaTeJIbHOT0 yUpPeKIeHUsI

CO[[ep)KaHI/IC AOJDKHO ACMOHCTPHUPOBATH CICAYIOINUC 3HAHWUA U YMCHUA CTYICHTOB!

3unanue:

- cneyughuueckux uepm 0OKyMeHmupo8aHus oesmeibHoCcmy 00pa3oBaTEIbHOTO YUPESKICHNUS;

- Munogoeo  cocmasa - cucmem  OOKYMeHmayuu, — Qopmupylomux — OOKYMeHMAalbHbll
GoHo0OpazosamenvbHO20 yupedcoeHus,

- cnocobos  u cpedcme  OOKYMEeHMUPOBaHus, npuMeHseMblx 8  npoyecce
0esimenbHOCMU0OPA308AMENLHO20 YUPEHCOCHUS,

- HOpMAMUBHO-NPABOBLIX AKMOB, PEe2NAMEHMUPYIOWUX 0essMelbHOCMb U ee OOKYMEHMUPOSAHUe 8
00pA308aAMENLHBIX YUPEHCOCHUSX (MO MUNAM,).

Ymenue

- COCMAasUmMb HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS OesmelbHOCIU KOHKPEMHOU
opeaHuzayuu;

- ONUPAACL HA HOPMAMUBHO-NPABOBOU AKM, ONPEOENAMb COCMAE HEODX0OUMbBIX OOKYMEHMOE.

Pedepat na 10-15 crpanu, yepes 1,5 unrepsana, 14 mpudrom. O0g3aTenbHbl TUTYIBHBIN JHCT,
OIJIaBJICHNE, CIMCOK JINTEPATYPbl M MCTOYHHMKOB, BHYTPUTEKCTOBBIE CCBUIKM. B03MOXKHBI
npuiokeHus. KonTponapHas HAUBUAYyalbHAast paboTa BBIIOIHAETCS B OYMaXHOM U JIEKTPOHHOM
BUJIE

Tunosoii niian pegepara
1. Xapakrepuctuka Tuna oOpa3oBaTeNbHOTO YyupexaeHus. (JKemarenpbHO mpHUBICYCHHE

CTaTUCTUYECKUX JIaHHBIX O TOM, CKOJIIbKO B Poccum/ permone/obmactu/ rTopoje

3aperucTPUPOBAHO MOAOOHBIX OPraHU3aINN).

OOm1ast XxapaKTEpUCTHKA YIIPABICHUS B TaHHOM 00pa30BaTeIbHOM YUPEKICHHH.

3. OCHOBHOI1 cOCTaB HOPMATHUBHO-TIPABOBBIX JJOKYMEHTOB, PETJIAMEHTUPYIOLTUX JAeSITEILHOCTD
00pa30BaTEeNbHOTO YUPEKACHHUS.

4. XapakTepucThKa JOKYMEHTAIbHOTO (OHIa (IOKYyMEHTOB, MX KOMIUIEKCOB U CHCTEM
TOKYMEHTAINH, ((OPMUPYIOIIUXCS B ACATEIBHOCTA 00Pa30BaTEILHOTO YUPEKICHHS ):

® OpraHu3alMOHHO-TIPABOBAas JOKYMEHTAIHS,

TUTAHOBAS IOKYMEHTAITHS;

pacrnopsAauTCIbHAasA TOKYMCHTAIIUA

MH(OPMaLIMOHHO-CIIPABOYHAS U CIIPABOYHO-aHAIUTUYECKAs TOKYMEHTALINS,

OTYeTHas IOKyMEHTallUs;

JIOKYMEHTAITUS 110 00eCTIeUeHUI0 KaapaMH (I10 JIMYHOMY COCTaBY);

N



e (uHaHCOBas NOKyMeHTalus (OyXraaTepcKuil yueT 1 OTYETHOCTD);
® JIOKyMEHTalUs 110 MaTepUaIbHO-TEXHUYECKOMY 00ECIIEUCHHUIO;
® JIOrOBOpHAas JOKyMEHTalus,
® JIOKyMEHTalus IO JOKYMEHTAallMOHHOMY M HMH()OPMALMOHHOMY OOECIEUCHHIO
NEeSITEIbHOCTH YUPEKICHUS;
® JIOKyMEHTAIMs, OTPa)karolnasi 00pa3oBaTEIbHYIO JEATEIbHOCTD;
e JIpyrue CUCTEMBbl JOKYMEHTALUU (€CIIU €CTb).
5. AHanu3 NpuMepHON HOMEHKIATYPBHI J1€] 00pa30BaTEIbHOIO YUPEKIACHUS.
6. Ilopsnok xpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUU.
7. CHucok JIMTepaTypbl U HCTOYHUKOB.

IToaroroBka kK IK3aMCEHY
BOl'lpOCbI K 3K3aMEHYy

1. Hopmarunas cpena oOpasoBarenbHoii opranuzanui B Poccuiickoit @enepanun.
VYpOBHM U UCTOUHUK (POPMHUPOBAHUS HOPMATUBHON Cpeibl 1151 00pa30BaTeIbHON OpraHu3aluu B
P®.

2. Ocnosnble nonoxxeHus: fokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npoecCHOHABHON ASITETBHOCTH B 00JIACTH 00pa30BaHusl.

4. [TonsTue 1 o011as XxapakTepucTUKa 00pa30BaTENbHOM IPOrpaMMBbl.

S. Opranu3anroOHHO-TIPABOBbIE  (OPMBI  YUPESKIACHUA M OpraHU3alMid CHCTEMBI
obOpasoBaHwUs.

6. 3aKOHBI M CHUCTEMa IIOJ3AKOHHBIX aKTOB, PErYJIMPYIOIIHUX YIPABICHUECKYIO
JeSITeIbHOCTh B 00pa30BaTe/IbHONM OpraHU3aIiH.

1. 3akoHoAaTenpHble akThl 10 YenssOuHckoil obnactu (M uHoro cyonekra P® mo
BBIOOPY CTYZAEHTA), PErJIaMEHTUPYIOLIHE JeSITEeIbHOCTh YUpEXkAeHUH 00pa3oBaTeabHOM chepsl.

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIE aKThl 00pa30BaTEIbHON OpraHu3aluy.

10. [TonsiTHe neIONPON3BOCTBA U APXUBHOTO JeNa.

11. Oco0eHHOCTH AETONPOU3BOICTBA B 00pa30BaTeIbHON OpraHU3altH.

12. 3aKOHOAATENbCTBO B 00JAacTH JAENONPOM3BOJACTBA M  apXMBHOTO  Jieja.

PacnipeneneHne OTBETCTBEHHOCTH 3a OpPraHM3alMI0O U BEACHUE JEJIONpPOU3BOJACTBA B
o0pa3oBaTeNnbHOI opranuzanun?

13.  JlokyMeHTHpOBaHME JeSTENbHOCTH oOpa3oBaTeNbHONW opraHuzanuu. OOmas
XapaKTECPHUCTHUKA CUCTEM NOKYMCHTALIUU.

14.  IOpunuueckas cuiia ynpaBieHUECKHX JOKYMEHTOB.

15. KanpoBas  monmutuka  oOpazoBarenbHOM — opranHuzanuu.  OpraHuzanus

JOKyMEHTHUPOBAaHUS TPYAOBBIX OTHomIeHuid. [IpaBa u o0si3aHHOCTH paboromareneii u
PaOOTHHKOB.

16. Pa3paboTka HOPMATHUBHBIX MTPABOBBIX AKTOB, YCTAHABIUBAIOIIUX CITYKEOHbBIE
OTHOIIIEHUS B 00pa30BaTEIHbHOM OpTraHU3aIiH.

17. TTopsi0K 3aK/II0YEHUs TPYAOBBIX JOrOBOPOB. OOIIIIe OCHOBAHUS IIPEKPAIIEHUs TPYAOBBIX JOrOBOPOB. OCHOBAHMUS U HOPSIZIOK PACTOPKEHUS
TPYZOBBIX ZIOTOBOPOB 10 MHUIIMATHBe paboTO/IaTessA, 0 HHUAIMATHBE PabOTHIKA 06pa30BaTeIbHOM OpraHU3alnH.

18. JlokymMeHTHpoBaHHE B 00J1aCTH MaTepUaIbHbBIX U (PUHAHCOBBIX 3aTpaT
roCy/IapCTBEHHBIX M MyHHUIIMMNAIbHBIX 00pa30BaTeIbHBIX OPraHU3aINMI.
19. VYcTaHOBIIEHNE U JOKYMEHTAIBHOE 3aKPEIJIEHUE COLIMANIBHO-TIPABOBBIX YCIOBUN U

l"apaHTI/II\/II, HeO6XO)II/IMI)IX 11 ACSITCIIBbHOCTU pa6OTHI/IKOB TOCYAapCTBEHHBIX, MYHUIIUITAJIbHBIX U
HETrOCyJITapCTBEHHBIX 00pa30BaTENbHBIX YUPEKICHUH.

20. JuctuninHapHas OTBETCTBEHHOCTh U €€ JOKYMEHTHPOBAHUE

21. JIOKyMEHTUPOBAaHUE  HCCIEAOBATEIBCKON  NIEATETLHOCTH  00pa30oBaTEIbHOM
opranu3zaiuy. CriocoObl 3aIIUTHl aBTOPCKHUX TPaB.

22. JlokyMeHTaNbHBIN U apXUBHBIN (OHIBI 00pa30BaTEILHON OpraHU3AIIHH.



23. JIoKyMeHTHpOBaHHE yIPaBIEHYECKOH esTenbHoCTH. Opranu3anms,
IUTAHUPOBAHME, PACHIOPSIUTENBCTBO, KOOPAUHALIUSA, KOHTPOJIb U JPYTUe YIPaBICHYECKHE
(GyHKIMU B TOKyMEHTax 00pa30BaTeIbHON OpraHU3alty.

24, JlokymMeHTHupoBaH1e 00pa30BaTesIbHON AesTenbHOCTH. OCHOBHAs
oOpa3oBaTenbHas mporpamma. Y4eOHbIH 1i1aH (MHbIE BU/bI TUIAHOBBIX JJOKYMEHTOB T10
oOpa3oBaTenbHOU AedrenbHocTh). Pabouas nmporpamma. IIporpaMmmel 00pa3oBaTesIbHBIX
MEPOIIPUATHH.

25. JlokymMeHTapHas IOAr0TOBKa 00pa30BaTeIbHON OPraHU3alMy K JIULEH3UPOBAHHIO
¥ TOCY/IapCTBEHHOW aKKpEINUTAIHH.

26. [Tonsitne nokymeHTOo000pOoTa. OCHOBHBIE ATAIBI IOKYMEHTOO000POTA.

27. VYnpasieHue J0KyMEHTOIIOTOKaMH B 00pa30BaTeIbHOM OpraHn3alny.
OJeKTpOHHAs U TPAJULMOHHAs (hopMa TOKYyMEHTO00O0poTa.

28. Opranu3anus UCTIOIb30BaHUS JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aIHH.
JlocTyn K TOKyMEHTaM.

29. [TpaBoBBIE OCHOBHI B 00;1acTH HH()OPMAIIMOHHOTO 0OOEcIIeueHusT 00pa30BaTeIbHON
nesirenbHOCTH. CaliThl 00pa3oBaTeIbHON OpraHu3aluu.

30. Opranu3anys ornepaTuBHOTO U ApXUBHOTO XPaHEHHS JJOKYMEHTOB B
o0pa3oBaTebHON OpraHu3aluu (Ha MpuMepe OJTHOTO U3 THIIOB).

31. JloxanpHbIE HOPMATUBHBIE aKTHI IO JIEJIONPOU3BOJICTBY 00pa30BaTeIbHOM
OpraHu3alum.

32. WNuctpykius o aenonpous3BoAcTBy. Llens co3nanus, 3a1auu, TpeboBaHUs K
COCTaBJIEHUIO, 0(OPMIICHUIO U BBEJICHUIO B JIeHCTBUE

33. Homenknarypa nen. Llenp um 3amaum co3gaHus, TpeOOBaHHS K COCTaBJICHUIO,
0(OpMIIEHHIO U BBEICHUIO B JICHCTBHE.

34. YHu4TOKEHHE TOKYMEHTOB 00pa30BaTeIbHON opranu3auuu. [lopsaok BeleneHUs
JIe]l K YHUUTOXKEHHI0. JIOKyMEeHTUpOBaHHE IPOLEIypbl YHUUTOXKEHUS IOKYMEHTOB.

TecTsl 119 caMONIPOBePKH
Tecr 1

IIpoxonxure gppasy: «Opranunzanus 1eJIONPOU3BOACTBA B 00pa30BaTeJIbHOM y4PEKICHUH
HeNoCpeJACTBEHHO perjiaMeHTHpYyeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTaMH (eiepaibHON 3aKOHOIATENBHOM BIACTH;
b. HOpMaTHBHO-TIpaBOBBIMHU akTaMu (hefepaabHON UCTIOTHUTEILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIMHU aKTaMH 3aKOHOJATEIILHON U UCIIOTHUTENBHOM BIaCTH
cyobexToB PD 1 ux teppuropraibHbIX 00pa30BaHU;
d. HOpMaTHBHBIMH JOKAJHHBIMH aKTaMU 00pa30BaTEIbHON OpraHU3aIluy.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
Ilpuxa3z Pocapxuea om 11.04.2018 N 44 "06 ymeepyncoenuu Ilpumepnoii uncmpykyuu no
0€/10npouU3800CMaY 8 20CYO0apCHEeHHbIX OpeaHu3auusx""?
d. HOPMaTHBHO-TIPABOBHIE aKTHI (heJepaabHON 3aKOHOIaTeIHbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC AKThl 1 HOPMATHBHO-METOIUYECKUE JTOKYMEHTHI
benepaabHON UCTIOIHUTETHLHON BIACTH;
C. HOPMaTHBHO-IIPABOBBIE AKThl 3aKOHOAATEIbHON U UCIIOIHUTEIBHON BIACTH
cyobekToB PD u ux TeppuTopranbHbIX 00pa3oBaHui;
d. HOpMaTHBHBIC JIOKAJLHBIC AaKThl 00PA30BaATEIBHOMN OpraHU3aINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJICAYIOIIHIA JOKYMEHT
ITucomo Munucmepcmea oopazosanus Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomeHoayuax no padome ¢ OOKYMEHMAMU 6 00uLe00pa306amenbHblxX
YVUPEHCOCHUAX)
d. HOPMAaTHBHO-TIPABOBHIE aKTHI (heJepaabHOM 3aKOHOIaTeIHbHON BIACTH;



b. HOpMaTHBHO-NIPaBOBBIC aKThl U HOPMATUBHO-METOAMYCCKHIE JOKYMECHTBI
benepanbHON UCTIOTHUTENBHOM BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOJIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX 00pa30BaHUIA;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aIINY.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCUTCH CJEAYIOIIHUNA JOKYMEHT:
Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBbIE aKTHI (heJepaabHON 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-NIPaBOBBIC aKThl I HOPMATUBHO-METOAMYCCKHE JOKYMECHTBI
benepabHON UCTIOTHUTEIILHON BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThI 3AKOHOAATEIbHON U UCIIOJIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX O0Opa30BaHUIA;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aIINY.
Kakoe Bbicka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexBu3UT «HauMEHOBaHME BHUAA JOKYMEHTa» SBISIETCA JOKYMEHTOOOPA3yIOIUM
MPU3HAKOM, MO3BOJIIOIIMM TIONYyYUTh HadallbHOE, camMoe oOIlee MpeICTaBICHHUE O
JIOKYMEHTE, €ro MpaBoOBOW 3HAYUMOCTHU
b. Ilpumenenne T'OCT P 7.0.97-2016 siBisieTcss 00sA3aTEIbHBIM I BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIPEKICHUH, TPEANPUATHN JTIOOBIX OPraHU3AIMOHHO-TIPABOBEIX (hOpM
C. @opmynsip JOKYMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIMMOCTBIO CTPYKTYPHUPOBAThH
nHpOPMAIHIO, C/IETaTh €€ SPrOHOMUYHOM, HO U HEOOXOAUMOCTBIO MPHUIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(opMaIiio opuiraibHoN
d. Kaxx/iplii peKBU3UT KaK MEPBUYHBINA CTPYKTYPHBIN 3JIEMEHT JIOKYMEHTA B TOW HJIM WHOM
CTETeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe Bbicka3piBanue siBiasiercss HEBEPHBIM?
a. Jlata u peructpanmoHHbIN HOMEp JOKyMEeHTa O(DOPMIISIIOTCS HE Ha BCEX OJIaHKax
b. PexBusuthl «Jlata qokymeHTa» U «PerHCTpallMOHHBI HOMEP JTOKYMEHTa» SIBJISIOTCS
JAHHBIMM O PETUCTPALMUM JOKYMEHTa M TMO3TOMY SIBIIIOTCS JOKa3aTeIbCTBOM
CYIIECTBOBAHMSI JOKYMEHTA U BKIFOYEHHEM €TI0 B JOKYMEHTAIbHBIN (OH]T OpraHu3aIiu
C. PexkBusutel «Jlata pgokyMeHTay W «PerucrpallMOHHBII HOMEpP JOKYMEHTa»
o OpMIISIFOTCSI HA OTHOM YPOBHE IO OTHOILIEHUIO APYT K APYTY
d. O6a pexBusuta — «Jlata mokymeHTa» U «PermcTpalliOHHBIH HOMEp JOKYMEHTa» —
BBHITIONHSIOT IOPUANYECKYIO (DYHKIIMIO, & TAK)KE BBIMOIHSIOT TMOUCKOBYIO (DYHKIIUIO, TaK
KaK MO3BOJISIIOT OPraHU3aIlui BeCTH HH(POPMAITMOHHO-CIIPABOYHYIO paboTy

Kakoe onpejaeneHue COOTBETCTBYeET CTAHAAPTU3UPOBAHHOMY onpeeJeHUI0
OPraHu3alOHHO-PACIOPSAUTEIbLHOI0 JOKYMEHTA:
a. [loxymeHt, obecnieunBaomuil (yHKIIMOHUPOBAHUE W B3aMMOCBS3b YIPABIAIOMIEH U
YIPaBISIEMON CUCTEM HA BCEX YPOBHSIX.
b. Bua niucbMeHHOTO IOKYMEHTA, B KOTOPOM (DHKCHPYIOT PEIICHUE aIMHHACTPATUBHBIX U
OpPraHM3alMOHHBIX BONPOCOB, a TaKXE BOIPOCOB YIPABICHUS, B3aUMOACUCTBHUS,
o0ecrieueHrs U PEryjIMpOBaHUS JEATEJIBHOCTH OpPraHOB BJACTH, YUYPEKACHUI,
MIPEANPUATHI, OpraHU3aluil, UX NOAPa3AeICHUN U JOKHOCTHBIX JIULL.
C. JlokyMeHT, CO3JaHHBIN IOPUIUYECKUM WM (U3NYECKUM JIHUIOM, O(QOpPMIIECHHBIA U
YIIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IOPSIJIKE.
d. OpunmaabHbBIH JOKYMEHT, HCIIOJIb3YEMBIi B TEKYIIEH IeTEIbHOCTH OpraHU3alnu.

Kakum oprann3aumoHHbIM J0KYMEHTAM COOTBETCTBYeT CJeyIoIAas XapaKTepuCcTHKA:

JTO OPraHM3alMOHHO-NIPABOBbIE AKTHI, ONpee/IsiIoIHe NMOPSA0K 00pa3oBaHMs, NpaBa M
00513aHHOCTH, OPraHU3aLUI0 PAa00ThHI KAK B OPraHU3ALMH B L[€JIOM, TAK H B €€ CTPYKTYPHBIX
nojapasaeseHusix. B 3THX 1okyMeHTax Tak:ke MOIYT OBITh OTPasKeHbI IPaBa H 00S3aHHOCTH
OTJeJIbHBIX JO0JKHOCTHBIX JIMI, ONpelesiTbCcs OCHOBHbIC OPraHHU3allMOHHbIE BOIPOCHI



NMPOBEEHUsT PA3JIMYHBIX MEPONPHUATHIA B opraHu3amuu  (KOHKYpPCOB, CEeMHHApPOB,
(ecTuBasieii, BLICTABOK).

a. mpaBuIIa

b. monmoxenus

C. HHCTPYKIIH

d. ycraBsl

Kakomy opranu3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeYIOIIasi XapaKTepPUCTUKA:
ITO0 JOKAJBHBbII HOPMATHUBHBIN AKT OPraHU3alUM, PerJIaMeHTUPYIOUINH B COOTBETCTBUM €
TpynosbiM KoekcoM u HHBIMU (peiepajibHbIMH 3aKOHAMU MOPSIIOK MPHeMa U YBOJIbHEHUsI
Pa0OTHMKOB, OCHOBHbIC MpPaBa, O0SI3AHHOCTH M OTBETCTBEHHOCTH CTOPOH TPYAOBOIO
JA0TOBOpPa, PpeKuM PpadoTbl, BpeMsi OTAbIXa, NpPUMEHsieMble K Pa0OTHUKAM Mepbl
MOOIIPEHHS U B3bICKAHMS, 2 TAKKE HHbIE BONPOCHI PeryJIHPOBAHUS TPYAOBBIX OTHOIIEHH
Y IaHHOT0 padoToaaTeJis.

a. MHCTPYKILUA UHCIIEKTOPA 110 TPYLY

b. mpaBuIa BHYTPEHHETO TPYIOBOIO pacropsiika

C. IIOJIOKEHHE O TPYIIOBI)IX OTHOIICHUSX B OpFaHI/ISaHI/II/I

d. TpymoBo#i 10roBop

Kakomy ynpasiieHUecKOMY TOKYMEHTY COOTBETCTBYeT CJIeyIolasi XapaKTepUCTHKA:
IT0 BU/I NMCbMEHHOT0 IOKYMEHTAa, B KOTOPOM (PUKCUPYIOT pelleHus aIMUHUCTPATHBHBIX
U OpPraHM3alMOHHBIX BOINPOCOB, a TAaK:Ke BOINPOCOB YINpPAaBJeHHs, B3aUMO/elCTBHUS,
o0ecnieyeHUs] W PeryjMpoOBaHUs JeATEJbHOCTH OPraHOB BJIACTH, Y4YpPeXIAeHMI,
NpeAnpPUATHIl, OPraHu3alMi, X MOAPAa3eJeHUu U T0KHOCTHBIX JIUIL.

a. (hMHAHCOBO-OyXTaNTEePCKUA

b. kaxpoBbIii

C. OPraHU3alMOHHO-PACTIOPS AUTEIbHBIN

d. mIaHOBO-OTYETHBIH

Kakomy 10KyMEHTY COOTBETCTBYET CJCAYIOIIAs XapaKTepHUCTHKA:
JTO0 MNpaBoOBOH AaKT, YCTAHABJIUBAIINNA TEXHOJIOTHI0 CO3JaHHSl MJIH MOJYYeHHS
JOKYMEHTOB, HX 00pa00TKH, XpaHEHHS W HUCII0Jb30BAHUSA B 1eATEIbHOCTH OPraHU3AIHH.

d. TOJDKHOCTHAsI MHCTPYKIHS

b. n0MKHOCTHOM periamMeHT

C. moJjoxkenwue o ciyxoe JJOY

d. MHCTPYKLUS 110 JACIONPOU3BOJICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAasl XapaKTepucTuKa:
Imom 0oKymenm ycmanaeiueaem 0711 padomHUKa KOHKpemuvle mpyooeuvie (0014cHOCmHble,
¢ynKyuonanvnvie) 006a3aHHOCIMU U NPAGA 6 COOMEEMCMEUU C 3AHUMAEMOU 00IHCHOCMbIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOIOMCEHUE 6 CHPYKmype yupercoeHus,
AGNACMCA NPABOGOU OCHOBOU 0714 NPOEEOCHUA ammecmayuu padomHuKa, onpeoeieHus e2o
OMEEemMCMmEeHHOCIU U 63AUMOONMHOUEHUS C OPY2UMU PAOOMHUKAMU U NOOPA30eIeHUAMU,
no36ossem 00beKMUEHO OYEeHUGAMb Padomy compyOHUKa Op2anu3auuu.

a. HHCTPYKIIHSI TIO JEIOTPOU3BOJICTBY

b. monoxxenue o cnyxoe JJOY

C. TOJPKHOCTHOM PErjaMeHT

d. MTOKHOCTHASI MHCTPYKITHS
Kakue rpynnbl 10KyMeHTOB, ¢ TOUYKH 3PEeHHsI OPraHU3ALMHU J0CTYNIAa K HUM, BCTPEYAKTCS B
o0pa3oBaTe/ibHOI OpraHu3annu?

a. 0oO0Iea0CTyIHEIE,

b. xoHpumeHIMATHHBIC

C. CEKpEeTHbIe



d. Bce rpymnmbl BO3MOKHBI

Tecr 2
B 3ToT A0KyMeHT 3akpenJisieT NPHUHATHIE BHYTPH OPraHM3alMM MNpaBujiaa padoTbl ¢
JOKYMEHTAaMHU HA BceX 3Tanax padorsl ¢ HUMU. Ha3oBUTE 3TOT T0KYMEHT.

a. YcraB 00pa3oBaTelIbHOM OpraHU3alllH,

b. Onank opranuzamum,

C. MHCTPYKIIMS 110 AETONPOU3BOJICTBY,

d. HOMeHKIaTypa aei.
C mnomMoumpbl 3TOr0 JAOKYMEHTa B 00pa3oBaTeIbHOW OpPraHu3aluM OCYLIeCTBJISIETCS
cHCTeMATH3alusl JOKYMEHTOB, TIPYNINHPOBKA JIOKYMEHTOB B /eja, y4eT /JOKYMEHTOB
BpeMEHHbIX CPOKOB XpaHeHHUsl, OTOOp M IepeAaya JOKYMEHTOB HA apXHBHOe XpaHeHMe,
pelleHne 0 BbIeJeHUN J1eJ1 K YHHUTOo:KeHu10. HazoBurte 3T0T JOKyMEHT.

a. YcraB 00pa3oBaTelIbHON OpraHU3alllH,

b. Omank opranuszaium,

C. MHCTPYKIIMS 1O AETONPOU3BOJICTBY,

d. HOMeHKIaTypa Jei.

B Kkakoii YacTM pacnopsiiuTeIbHOr0 JOKYMEHTa He00X0AMMO MOMeIaTh IepedeHb
JIOKYMEHTOB, YTPATHBIIMX CHJIYy MHJIM TOJJIEKAIMHX H3MEHEHHI0 B CBSI3M C H3JaHHEM
JAHHOI'0 aKTa?

a. B JIIOOOM MyHKTE PacropsiIUTeIbHON YacTh

b. B epBBIX MyHKTaX paclopsAUTEILHON YacTH

C. B KOHCTATHPYIOIIEH YacTh

d. B xoHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJbLHOI0 JOKYMEHTa yKa3biBaeTcsl MH(oOpManHus 0 TOM, KTO
OCYIIECTBJISICT KOHTPOJIb €r0 UCIOJTHeHHA?

a. B IEPBOM ITYHKTE paclopsIUTEIbHON YacTH

b. opopmitsieTcst OTIETBHOI CTPOKOH MOCIe BCEX MYHKTOB

C. B IIOCJIEAHEM ITYHKTE PACIIOPSIAUTEIbHON YacTU

d. B KOHCTaTHPYIOILEH YacTH

Kaxkue pacnopsiiuresibHble JOKYMEHTbI HM3JAI0OTCH 10 ONEPATHUBHBIM BONPOCAM H IS
OpPraHu3alUM UCIOJHEHUA APYTrUX PAaCHOPAAMTEIbLHbIX JOKYMEHTOB:

d. PacCIIOPsIKCHUS

b. pemenus

C. ITIOCTAHOBJICHUS

d. mpukasbl
Kaxkue pacnopsiaurenbHbie 10okyMeHThl HE oTHOcsiTCsi K OKyMeHTaMm, M31aBaeMbIM Ha
OCHOBE eIMHOHAYAIUA?

a. MPHUKa3bl

b. pacniopsixeHus

C. peHICHH:A

d. ykazaHus

N3 kakux 4yacTeil COCTOUT TEKCT PACIOPSIAUTETHHOI0 IOKYMEHTA:
a. aHaIUTAYECKasa 9acTh/ 0000IIaroIas 4acThb
b. pazbsicHuTeNBbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 9aCTh/ PACIIOPSIUTEIbHAS YacTh
d. BBOJJIHAA I-IElCTI:./ OCHOBHas qaCTb/ 3aKJIFOUHUTCJIbHAA 4aCTh



Kakne nmcbMa mnoanucbiBalTCs JABYMSI JIMIHAMH — PYKOBOJAMUTEJEM OPraHM3aluM u
IJIABHBIM 0yXrajarepom:

a. TapaHTUHHBIE THUCbMA

b. conpoBoauTENbHBIC MHCHMA

C. MMChbMAa-3arpoChl

d. pexiamMHbIe THCbMa

Kakum noxkymeHTOM He00X0auMO0 0(popMUTH BO U30e:kaHUe HapyuieHusi HOpM TpyaoBoro
KO/JeKCa MUChbMEHHOe HAIOMUHAHUE 0 HEOOXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUs] TPYA0BOii
KHHUKKHM YBOJIEHHOMY Pa00OTHHUKY, He NOJy4YUBIIEMY ee:

d. 3aKa3HOC MMCHbMO

b. pakcorpamma

C. SMS-coobmieHme

d. aJeKTpOHHOE COOOIIeHUE

Kakoii 10KyMeHT NOANMUChIBAETCS PYKOBOIUTEIEM CTPYKTYPHOIO MOAPa3/Ie/IeHHsI:
d. CIIpaBKa
b. mpukas
C. aKT
d. cyxebHas 3amucka

Kakomy Buy JOKyMeHTa COOTBETCTBYET CJIeYIHOIIHI TEKCT:
23.09.20013 ¢ 9.00 na 3anamuax no 0CHo8aM NPABOEEOEHU RPUCYMCMEOBAN0 2 CHIYOEHMA U3

cocmaea cpynnbl 25 UeJl06€K, 6 pe3yjibmame 4e2o 3aHamua npuuiioco OmmeHumab.

Jouenm xagheopwvt npasa Iloonuce /
U.B. Illlenens

25.09.2013
a. ZIOKJIa/IHas 3amucKa

b. nosicauTenpHas 3anmcka
C. OOBSICHUTEIIbHAS 3aIIUCKA
d. cmyxkeOHas 3amucka

K10 opopmiisieT yueTHBIE JIHYHbIE KAPTOUKH:
a. pabOTHUK
b. pykoBOMTEH CTPYKTYPHOTO MTOPa3/ICIICHUS
C. 3aMECTUTEb PYKOBOAUTENSI OPraHU3aAIUH
d. paboTHUK 1O Kaapam

Kakoii 1o0kyMeHT SIBJIsIeTCSI OCHOBHBIM JOKYMEHTOM O TPYAOBOH /1eSITeJIbHOCTH U O
TPYAOBOM CTa:Ke pa00OTHHKA:

d. y4CTHas Thu4YHas KapTodkKa

b. meHcHoHHOE yI0CTOBEpEHNE

C. CTpaxoBOC CBHUJICTCIILCTBO I'OCYIapCTBEHHOI'0 IICHCHOHHOI'O CTPaXOBaHUA
d. TpynoBast KHMKKa

Kakne BUABI IMCHUIIIMHAPHBIX B3bICKAHUI BNIMCHIBAOTCH B TPYAOBYI0 KHHKKY:
d. YBOJIbHCHHC
b. Bce BUBI TUCIUIUTUHAPHBIX B3BICKAHUH BIUCBIBAIOTCS B TPYJAOBYIO KHIKKY
C. CTPOTHiA BBITOBOP
d. B3bICKaHUS B TPYIOBYIO KHHKKY HE 3alIUCHIBAIOTCS



Ha kakue BHABI NMOAPa3AeNsIIOTC OJAHKH JOKYMEHTOB IO PACIHOJIOKEHHI0 PEeKBH3UTOB
corsiacio 'OCT P 7.0.97-20167

a. IJIOBBIE U TIPOJOJIEHBIC

b. oOmmii Oank, OnaHK MUChbMa, OJTaAHK KOHKPETHOTO BHJIA JOKYMEHTA

C. OJIaHK OpraHu3anuy, OJaHK CTPYKTYPHOTO MOApPA3/IeTICHUs] OpraHn3aluy, OJIaHK
JOJKHOCTHOTO JIMIIA

d. LeHTpUpPOBaHHBIC U (IIATOBBIC.
JI1sl KaKMX BU/I0OB JOKYMEHTOB MCIOJIL3YIOT 001Mii 0J1aHK?

BeiGepure oauH OTBET:

a. TF0OBIX BUAOB JTOKYMEHTOB, KPOME IPUKa3a

b. 1r00BIX BHIOB TOKYMEHTOB

C. TOJBKO AJIs1 MMChbMa

d. 1r00BIX BHIOB IOKYMEHTOB, KPOME MTUChMa
Ha kakue THIIBI NOAPA3/1EJISIIOTCA JOKYMEHTHI 10 MPOMCXO0KIEHUIO:

a. ob1eaocTynHble/ KOHPUACHIINATbHbIE/ CEKPETHBIE

b. nuuHbIe/ OpUIIHATEHEIC

C. BXO/ISIINE/UCXOISIIE/BHYTPEHHHE

d. uHIMBUAYabHBIC/ TpadapeTHBIC/ THIIOBBIC.

K kakoii cucreme 1okyMeHTauuu oTHOcuTCs JlImunas kaprouka T-2?
a. (uHAHCOBO-OyXTranTepcKoii,
b. nokymeHTam 1o JIMYHOMY COCTaBY,
C. OpraHu3alMOHHO-TIPaBOBOM,
d. pacrnopsauTeabHON TOKyMEHTAIINH.



IIpunoxeHue2

OueHoYHBbIE CPeACTBA /1JIs1 IPOBeIeHHs MPOMEKYTOUHOI aTTeCcTAllUN

[Inanupy
Crtpykt
PYKTY eMble
PHBIH
pe3yibTa
JIIEMEHT
TBI
KOMIIETE
o0ydeHu
HIMN
s

OrneHovHbIE cpeacTBa 00yUeHUs

OIIK-1 Cnoco6eH ocyniecTBJIAATH M ONTHMU3UPOBATH NPO(PECCHOHAIBHYIO 1eATeJIbHOCTD B
COOTBETCTBMHU C HOPMATHBHBIMH NIPABOBBLIMH aKTaMu B cdepe 00pa3oBaHUsA 1 HOPMAMM
npogeccuoHAIbLHOMH 3 TUKH

OIIK-1.1
AHanu3up
yYeT M UCNOJIb3YeT
HOPMATHBHbIE
NpPaBoBbIe
AOKYMEHTBI,
perJiaMeHTHPYIo
mue TpeGoBaHUS
K
npodeccCuoHaAIbH
Oii 1eSITeJIbHOCTH

JlomamHee 3aganue 1

[ToBTOPUTH
MPUHLMIIBIOPTaHU3ALIMMHOPMATHBHO-TIPAaBOBOI10a36100pa30BaTEIbHONACST
enpHOocTUBPOCCHiickonDenepanum.

[Tonb3ysich UH(POPMALMOHHO-TIPABOBBIM [OpTaIOM
Koncynprautllmroc  (http://www.consultant.ru/)  uaenTuduEpoBaTh
HOPMATHUBHYIO Cpeay AJisi 00pa3oBaTeIbHON OpraHU3aluy OJJHOTO U3 THUIIOB
(mo BbIOOpPY cTyaeHTa). CHHCOK JEHCTBYIOIIMX IIPABOBBIX AaKTOB U
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTOB JOJDKEH OTpa)kaTb YPOBHEBYIO
OpraHu3alI0 HOPMAaTUBHOM CpPEJIbI.

Pexomenoayuu:.

1. N3yuuts CTaThIO 23 «Tunbl 00pa3oBaTeNbHbIX
opraam3anuity®@enepaibHoro 3akona ot 29.12.2012 N 273-®3 (B
neiictByromeit pepakiuun) "06 obpazosanuu ¢ Poccuiickou @edepayuu’.
Bri6pats oaun u3 Tunos. CoriacoBaTh BEIOOP C MpernogaBaTeieM (TUTTH He
JIOJKHBI TOBTOPATHCS).

2. V3yunth TpeboBanus @3 «06 obpazosanuuy», Kacarouecs Bcex
BUJIOB JIEATEIHLHOCTH 00pa30oBaTeIbHON OpraHM3allMd BBIOPAHHOTO THIIA.
Onpenenurs cocTaB TOKYMEHTOB, PETJIAMEHTHPYIOIIMX €€ AEATEIbHOCTb,
IIPEJICTaBUB €r0 B BUJIE UEPAPXUUECKOIO CIIUCKA HCTOYHUKOB 4-X YPOBHEH:

1) mpaBoOBbIE aKTbl, M3JaBacMble BBICIIUMH T'OCYJapCTBEHHBIMU
opraHamu (enepasbHON 3aKOHOJATENIbHOM BJIACTH U BBICIIMMU OpraHAMHU
ynpasieHus (KoHctutynuus, kopekcel, (enepajibHble KOHCTUTYLMOHHBIE
3akoHbl  (DK3), denepanbubie  3akonHbl  (D3), moOCTaHOBICHHS
IIpaButenbcTBa, ykasel [Ipesunenra PO);

2) mpaBOBbIE aKThl, u3AaBaeMble (eaepaabHbIMU OpraHaMU
HCIIOJIHUTEJIBHON BIJIACTU: MHHHMCTEPCTBAMHM, KOMUTETaMH, BEJOMCTBAMHU
Kak oOmIIeoTpacieBoro, Tak W BEJOMCTBEHHOIO XapakTepa (TpHKa3bl
MUHHCTEPCTB, BEJOMCTBEHHBIX KOMUTETOB, CIYyXk0, areHTCTB, OI0pO U J1Ip.;
WHCTPYKTUBHBIE MUCbMA, TUIIOBBIE MOJIOKEHUS, TUIIOBbIE U TEXHUYECKHE
periaMeHThl, THUIOBbIE MHCTPYKIMM M Jp., OOLIepoCCHiiCKUEe |
BeoMCTBeHHble  Kiaccudukatopel, ['OCTe, mnepeyHu  THUIOBBIX
JOKYMEHTOB U JIp.);

3) mpaBoBBIE aKThl, W3/laBa€Mble OpraHaMH 3aKOHOJATENbHON U
UCTIOJHUTENBHOM BIacTH CyObekToB P® M HX TeppUTOpHUATbHBIX
o0Opa3oBaHMil (3aKOHBI INOCTAHOBJICHHS IPABUTENILCTBA CYObEeKTOB PD,
paclopspDKeHMsT M TOCTAHOBJIGHUS IVIaB aJMUHUCTPALMNA, pa3ivyYHbIE
MO3aKOHHBIC aKThI);

4)nokanbHBIE  aKThl, IPAaBOBbIE  AKTbl  HOPMAaTHUBHOIO U
MHCTPYKTUBHOI'O XapakTepa, a TaKKe METOAMYECKHE JOKYMEHTHl IO




JTOKYMEHTAIHOHHOMY o0ecTieueH o yIpaBIeHuS, n3/1aBaeMble
PYKOBOJCTBOM 0Opa3oBaTelibHOM opranu3anuu (ycraB, IIOJIOXKECHHUS,
MHCTPYKIMH, B TOM YHUCIIE MHCTPYKIUH (IIPaBUJIa) MO JEIONPOU3BOICTBY
opraHuzanyu, Tabenu yHUDUIUPOBAHHBIX (GOpPM, adbOOMBI OJIAHKOB,
TIOJIOKEHHSI O JICIONPOU3BOJICTBE, O PA0OTE C MEPCOHATBHBIMH JAHHBIMHU H
MIpOYKEe OPraHU3AIMOHHO-TIPABOBHIC JIOKAJIBHBIC AKTHI).

3. Bce mepeuncisieMble JTOKYMEHTBHl JIOJDKHBI  COZAEp)KaTh
UACHTUDUIHMPYIOUINE WX PEKBU3UTH (HAUMEHOBAaHME JOKYMEHTa, Jara
M3/IaHUs, KEM YTBEPIK/ICH, aTa IMoCIeIHeH PeaaKInu)

KonTpoabHasi padora

B kauecTtBe KOHTPOJBHOH pabOTHl CTyIAEHTaM IpeJlaraeTcs
COCTaBUTH pedepaT v BHICTYIHUTH C JOKIAJAOM IO TEME:

«/loxymeHntupoBanue JeSITeIbHOCTH 00pa3oBaTeNbHOrO
yupexaeHuss (ykazaTh BBIOpaHHBIM Tum)».  THIBl 00pa3oBaTEIBHBIX
YUpPEXKIEHUN  HE JOJDKHBI  TIOBTOPSITHCS B Tpymme (3amucarbes y
CTapOCTHI).

[lepeuens TUIIOB 00pa30BATENbHBIX YUPEXKIEHUH CM. 10 ¢T.23 O3

«O06 obpazoBanuu B PDy.

TpeboBanus k pedepary
JlokyMeHTHpOBaHHe 1esiITeIbHOCTH 00Pa30BaTeJbLHOI0 YUpeKIeHUst

Copepxanue JOIKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS U YMEHUS
CTYJCHTOB:

3uanue:

- cneyugpuueckux — uepm  OOKYMEHMUPOBAHUSL  OesimelbHOCMU
00pa30BaTeNbHOTO YUPEKACHHUS;

- munogoeo cocmaea  cucmem — OOKYMEHmayuu,  GOopMupyrouux
O0OKYMEHMAbHbIU YOHO0OPAZ0BAMENLHO20 YUPEHCOCHUS,

- cnoco6o6 u cpedcms OOKYMEeHMUpPOBAHUs, NPUMEHIEMbIX 6 npoyecce
0esImenbHOCMU0OPA308AMENLHO20 YUPEHCOCHUS,

- HOPMAMUBHO-NPABOBHIX AKMOB, PE2AMEHMUPYIOWUX OesTMENbHOCIb U ee
O0OKYMEeHMUpPOBanue 8 00pa308amelbHbIX YUPEHCOeHUSX (N0 MUnam).
Ymenue

- cocmasumv  HOPMAMUBHO-NPABOBYIO  0aA3y  OOKYMEHMUpO8aHUs
0esimenbHOCIU KOHKPEMHOU OP2AHU3ayuU;

- Onupasch HA HOPMAMUBHO-NPABOBOU AKM, ONPeOeisimb COCMAs
HeoOX00UMbIX OOKYMEHMO8.

Pedepar na 10-15 crpanun, uepe3 1,5 untepBama, 14 mpudrom.
OO0s13aTeNbHBl  TUTYJIBHBIA JIUCT, OIJIaBJIEHHE, CIHCOK JIUTEpaTypbl u
HUCTOYHUKOB, BHYTPUTEKCTOBBIE CCBUIKM. BO3MOXHBI TNPHIIOKEHHUS.
KonTposnbHas uHAMBUAyaslbHAas paboTa BBIMONHSIETCS B OyMaXkHOM H
JJIEKTPOHHOM BH/JIE

35. XapakrepucTuka Tuna o0pa30BaTENbLHOTO YUPEXKICHHS.
(*KenarenbHO MPHUBIIEYCHUE CTATHCTUIECKUX JTAHHBIX O TOM,
ckombko B Poccum/  permone/obmactu/  ropojne
3apErUCTPUPOBAHO TTOTOOHBIX OPTaHU3AIIHMN ).

36. O0mass  XapakTepuCTHKa  YIOPABICHUS B  JaHHOM
00pa3oBaTeIbHOM YUPEKICHUH.

37. OCHOBHOIl CcOCTaB HOPMATHBHO-TIPABOBBIX JOKYMEHTOB,




pEerjJaMeHTUPYIOIIUX  AESITeNbHOCTh  00pa30BaTEIbHOIO
YUPEKICHUS.

38. [lopsimok  XpaHeHHsT JOKYMEHTOB B 00pa30BaTEIbHOM
YUPEXKICHUH.
39. Criucok IuTepaTypbl U HCTOYHHUKOB.
Tecr 1

1. Onpeneanrte, K KAKOMY YPOBHI0 HOPMATHBHOIl 0a3bl OTHOCUTCH
ciaenyomuii nokyment: Ilpukaz Pocapxuea om 11.04.2018 N 44 "Oo
ymeepowcoenuu Ilpumepnoit uncmpykyuu no O0eaonpou3e00cmey 6
20Cy0apcmeeHHbIX opzanuzayuax'"?

a. HOPMAaTHBHO-TIPABOBBIE aKThI (peepanbHOM 3aKOHOIATETFHON
BJIACTH;

b. HOpMaTHBHO-TIPABOBBIC AKTHI 1 HOPMATHBHO-METOIUYECKHUEC
JOKYMEHTHI (pesiepanbHOM UCIIOHUTEIBHON BIACTH;

C. HOPMAaTUBHO-IIPABOBBIE AKThI 3aKOHOAATEIBHON U
WCIIOJIHUTENBHOM BIACTH CyObeKTOB PD 1 UX TeppUTOpUATBHBIX
00pa3oBaHmii;

d. HOpMaTHBHBIE JIOKAJIBLHBIC aKThl 00PA30BaATEIbHOI
OpraHu3alMH.

2. Onpeaenure, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHUTCS
cienyromuii  JokymeHT Ilucemo Munucmepcmea oobpazoeanusn
Poccuiickon  @edepayuu  om 20.12.2000 2 Ne 03-51/64 «O
Memoouueckux pexkomenoayusax no paoome ¢ OOKYMEeHmMAMU 6
00uLe00pazo0eamenbHbIX YUPEHCOCHUAX)

a. HOPMaTUBHO-IIPABOBBIE aKTHI (heJiepaibHON 3aKOHOAATENbHON
BJIACTH;

b. HOpMaTHBHO-TIPAaBOBBIC AKThl U HOPMATHBHO-METOIUUCCKHE
JOKYMEHTHI (pesiepanbHOM UCTIOHUTENBHON BIACTH;

C. HOPMAaTHBHO-IIPABOBBIE AKThI 3aKOHOAATEIBHON U
HCIIOJTHUTENBHOM BIACTH CyObeKTOB PD 1 UX TeppUTOpPUATBHBIX
o0pa3oBaHmii;

d. HOpMaTHBHBIE JIOKAJTLHBIE aKThl 00Pa30BaTEIbHOM
OpraHu3alyH.

3. Onpeneanre, K KaKOMY YPOBHI0O HOPMAaTHBHOW 0a3bl OTHOCHTCS
ciaenywouuii 1okymentT: Dedepanvuviit 3axkon «06 obépazosanuu 6
Poccuiickon @edepavuun?

a. HOPMaTHBHO-IIPABOBBIE AKTHI (heJiepaibHON 3aKOHOAATEIbHON
BJIACTH;

b. HOpMaTHBHO-TIPABOBBIC AKThl 1 HOPMATHBHO-METOIUUCCKHE
JOKYMEHTHI (pe/iepaibHOM UCTIOTHUTETHHON BIACTH;

C. HOPMAaTUBHO-IIPABOBBIE AKThI 3aKOHOAATEIHHON U
WCIIOJIHUTENBHOM BIACTH CYOBheKTOB PD 1 UX TeppUTOpUATHHBIX
o0pa3oBaHmii;

d. HOpMaTHBHBIC JIOKAJIbHBIC aKThl 00PA30BATEILHOM
OpraHu3aIHH.

4. Kakoe BbickasbiBanue sisiasiercas HEBEPHBIM?

a. Jlata 1 perucTpaliuoOHHbIN HOMEp TOKyMEHTa 0(hOpMIISIOTCS HE Ha

Bcex OJaHKax

b. PexBusutel «/lara mokymeHTa» M «PerucTpariOHHBIA HOMED

JIOKYMEHTa» SIBJISIOTCS JaHHBIMU O PETUCTpalMu JOKYMEHTa WU

M03TOMY SIBJISIIOTCS JOKA3aTeNIbCTBOM CYIIECTBOBAHUS JOKYMEHTA U

BKJIFOUEHUEM €T0 B IOKYMEHTAIbHBIN (DOH OpraHu3aIiiuu




C. PexBusuthl «/lara moxymeHTa» u «PerucTtpalluOHHBIA HOMEpP
JOKYMEHTa» 0()OPMIIIOTCS HA OJJHOM YPOBHE IO OTHOIICHHUIO JPYT
K Ipyry

d. Oba pekBusuta — «Jlara goxkymeHTa» u «PerucrpanuoHHbIH
HOMEp JOKYMEHTa» — BBINOJHIIOT IOPUAWYECKYIO (PYHKIIHIO, a
TaKXe BBIMOJHAIOT TOUCKOBYIO (YHKIHMIO, TaK KakK IO3BOJIIOT
OpraHu3aIyi BeCTU WH(OPMALIMOHHO-CIIPABOYHYIO PaboTy

5. Kakoe omnpeaejieHue COOTBETCTBYeT CTaHJAAPTU3UPOBAHHOMY
onpeaeJIeHHI0 OPraHM3aAlHOHHO-PACIIOPAAUTENIbHOI0 JOKYMEHTA:
a. JlokymenT, o0ecneuuBaromuii  (QYyHKIMOHUPOBAHUE U
B3aUMOCBS3b YIPABJIOIEH M YIPaBIAEMONM CHCTEM Ha BCEX
YPOBHSIX.
b. Bux nuCbMEHHOTO TOKYMEHTa, B KOTOPOM (PMKCHUPYIOT pELICHUE
aIMMHHMCTPAaTUBHBIX M OpPraHU3alMOHHBIX BOIPOCOB, a TAaKXKe
BOIIPOCOB  yNpPABJICHUS, B3aUMOJICHCTBHA, oOecneueHus |
pETyJINPOBAaHUs ACSATEIBHOCTH OpraHOB BIJIACTH, YYPEXKIEHUH,
NPEANPUATHI, OpraHu3alnil, UX MOJIPA3ACICHUN U JOJKHOCTHBIX
JIULL.
C. JIOKyMEHT, CO3JJaHHbIM IOPUANYECKUM WIN (PU3UUECKUM JIULOM,
O(OPMIICHHBII U Y1OCTOBEPEHHBIN B YCTAHOBICHHOM TOPSIKE.
d. OduuuanbHplii IOKYMEHT, HCHOJNB3yEeMbIi B  TEKYILCH
JIeATEIIbHOCTH OpraHU3alllH.

Tecr 2
1. B 3TOT Q0KYMeHT 3akpeluisieT NPUHATbIe BHYTPH OPraHU3alUH
npaBuja padoTsl ¢ JOKYMEHTaAaMHM Ha BceX JTamax padoTsl ¢ HHUMH.
HaszoBuTte 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTelIbHOI OpraHu3alluy,

b. Omank opranuzaimy,

C. HHCTPYKIHS IO JEJIOTPOU3BOICTBY,

d. HOMEHKIaTypa Jel.
2. C noMoumpbI0 3TOro AOKyYMeHTa B 00pa3oBaTe/JbHOH OPraHM3auuu
OCyLIeCTBJISIeTC  CHCTEeMATH3aUMsd  JAOKYMEHTOB, TIPYNIHPOBKA
AOKYMEHTOB B J1eJ1a, Y4eT J0KYMEHTOB BPpeMEHHBIX CPOKOB XpaHeHHs,
oTOOp W mepefaya JOKYMEHTOB Ha apXHBHOe XpaHeHMe, pelieHHe O
BbIIeJIEHUH /1eJ1 K YHHUTOKeHn10. Ha3oBHTE 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTeNbHON OpraHu3aluy,

b. Omank opraHu3zaIuH,

C. HHCTPYKIMS IO JeJIONPOU3BOICTRY,

d. HOMeHKmaTypa ae.
3. Kakue pacnopsiaiute/ibHble JOKYMEHTBI U31aI0TCS 110 ONePATUBHBIM
BOIpPOCaM n s OpraHu3anuu HCTIOTHEHU S ApPYyrux
pacnopsiiuTeJbHbIX IOKYMEHTOB:

a. pacropsKCHUA

b. pemenus

C. MOCTaHOBJICHUS

d. mpukasbl
4. Kakue pacnopsiaurtejsbHble aokyMeHThl HE oTHocATCH K
AOKYMEHTaM, H3/1aBaeMbIM HA OCHOBe eIMHOHa4Yaus?

a. MpHKas3sbl

b. pacnopsbkenus




C. peIeHus

d. ykazanus
5. Ha kakue BHIBbI NOAPA3AENAIOTCH OJAHKM JOKYMEHTOB
pacnoJiokeHu0 pekBu3uToB coriacuo 'OCT P 7.0.97-20167

a. YIJIOBBIC U TIPOIOJIbHBIC

b. o6muit Oank, OJaHK MUChMa, OJIAHK KOHKPETHOTO BUJIa
JOKYMEHTa

C. OJIaHK OpraHu3anuu, 6JaHK CTPYKTYPHOTO MOAPA3ICICHHUS
OpraHM3aIiK, OJJAHK JTIOJPKHOCTHOTO JIUIA

d. HeHTpupoBaHHbIC U (DIaroBbIE.

Bomnpocskl Kk d3k3aMeHy

40. HopmaTuBHas cpefa 00pa3oBaTelbHOM OpraHu3aluy B
Poccuiickoit ®denepanuu. YpOoBHHA U UCTOYHUK

no

(dbopMUpOBaHUS HOPMATUBHOI cpebl Al 00pa30BaTENbHOM

opranuzanuu B PO.
41. OcHoBHble monokeHus AokymeHtoB HOHECKO
00pa3zoBaHuHU.

00

42. Ctanaapthel po(ecCHOHANBHON JEeATENIbHOCTH B 00JacTH

oOpa3oBaHusl.

43. [lonsiTie ®m oOmAs XapaKTepucTHKa 00pa3oBaTelbHON

MIPOTPaMMBI.
44. Oprann3aiuOHHO-TIPaBOBbIe  (OPMBI  yUPEKICHUIN
OpraHu3aIil CHCTEMbI 00pa30BaHU.

u

45. 3aKkoHbI U cHCTEMa IO/3aKOHHBIX aKTOB, PETyJIUPYIOIUX
YIPaBJIEHYECKYI0  JIeATEIIBHOCTh B 00pa3oBaTENIbHOM

OpraHHu3alunu.

46. 3akoHO/MATENbHBIE aKTHl MO YenssOMHCKOW oOnacTu (WMiu
uHoro  cyobekta P® mo  BBIOOPY  CTyAeHTa),
perilaMeHTHPYIOIINe JeSITeTbHOCTD YUpEXKACHUH

o0pazoBaresnbHON cepbl.

47. YcraB 00pazoBaTeIbHON OpraHU3aliH.

48. JlokanbHbIE aKThl 00pa30BaTEIbHOM OpraHU3aLny.

49, TlonsiTHe IETONMPOU3BOJICTBA U APXUBHOTO JIEa.

50. OcobGeHHOCTH AeNoNpPOn3BOACTBA B 00pa30BaTeIbHOM
OpraHHU3aluy.

51. 3akoHOIATEHCTBO B 00JACTH  JIEIONPOU3BOJICTBA
apxWBHOTO Jena. PacmpeneneHne OTBETCTBEHHOCTH
OpraHM3allMi0 W  BEJCHHE  JEJIONPOM3BOICTBA
o0pa3oBaTeNbHOI opranuzanun?

u
3a
B

52. IOKyMEHTUpOBAaHHE  JESATEIBHOCTH  00pa30BaTENbHOM
OpraHu3aluHm. OObmas XapaKTepUCTUKA CUCTEM

JIOKYMEHTAlL1H.
53. IOpuanyeckas cuia yrmpaBieHIECKUX JTOKYMEHTOB.

OIIK-1.2
IIpumensie
T
HOPMAaTHBHO-IIPa
BOBbI€C AKThI B

cepe

JlomaiuHee 3ajanue 2

1. U3yuuth cratpto 30 «JlokanmbHblE HOPMATUBHBIE aKThl, COAEpKAIINE

HOPMBI, PETyJHpyoIme o0pa3oBaTelbHbIe OTHOIICHUs» DeneparbHOro
3akoHa oT 29.12.2012 N 273-®3 (B neiictByromei penakuuu) "OO

obpazoBanuu B Poccuiickoit @enepannn"




00pa3oBaHuM ¢
y4eTOM HOpM
npogeccuoHAJIBH
ol 3 TUKH

2. OTBETUTH Ha BOIIPOCHI:

K kakoii rpymme yhnpaBlIeHYECKHX JOKYMEHTOB OyAyT OTHOCHUTBHCS
JIOKaJIbHBIE aKThl 00pa30BaTeNbHOM Opranu3anun?

Kakue poxkymeHTHI
ydpeauTeabHbIMU?

JJIA 06p330BaTeJII>HOI>'I opraHu3anuu  ABJIAIOTCA

3. CocraBbT€ CIIMCOK JIOKAJIBHBIX AaKTOB JJIA 06pa3OBaTeJ'IBHI>IX

OpraHu3alyii BBIOpaHHOTO THUIIA.

4. Tlome3ysice (a) [Ilepeunem munogvix YNpagieHUeCKUx apXuGHbix
OOKYMEHMO8, 00pasyIWUXCsl 8 npoyecce oesimenbHoCmu
20CYOAPCMBEHHbIX OP2AHO8, OpP2AHO8 MECHHO20 CAMOYNPABIeHUs U

opeanuzayuill, ¢ YKa3aHuem CpoKos ux Xxpaueuus, yme. Ilpuxazom
Pocapxuea om 20 dexabpsa 2019 2. Ne 236, (0) I[lepeunem 0okymenmos co
cpokamu xpaumenus Munucmepcmea npoceewenuss CCCP,
yupexcoeHull U opeaHuzayuil yme.

Munucmepcmesa npoceewenusi CCCP om 30 dexabps 1980 2ooa N 176; (B)

Op2caros,

e20  cucmemul, IIpuxazom
[Tpunoxenuem 18 «IIpumepHas
o01eo0pa3oBaTeIbHOr0  yupexaeHus» K [lucomy  Munucmepcmesa
obpazosanus Poccuiickoti @edepayuu om 20.12.2000 2. Ne 03-51/64 «O

Memoouueckux pexomenoayusix

HOMCHKIJIaTypa pI(SA) |

no pabome ¢ OOKyMeHmamMu 8
001e0bpa306amenbHbIX YUPeHcOeHUsAX», ONPEICIUTh CPOKU XPAHSHHUS IS
BCEX JIOKYMEHTOB W3 CIIMCKa, yKa3aB CTaTbl0 W TYyHKT Toj [lepedHs,

HarpuMep:

Ne TumoBoe Ne craten
o/ HauMEHOBaHUeE

JIOKAJIbHOT'O aKTa

Cpok
XpaHEeHUs

IIepeuyenn

17 VueOHEbIe IIaHBl U ITocTtostHHO 603
MIPOrPaMMBbI KypCOB
ITOBBIILICHHS
KBaTM(UKAITII
YUHTEIIEH,
BOCITUTATEJICH,
paboOTHUKOB
BHEIIKOJBHBIX
YUPEKICHUH,
MIPOTPAMMBI JIJIS

camoo0pazoBaHus

IIepeuyenn
1980

18

Jdomammuee 3aganue 3

1. Usyuuts Ilpukaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu
Ilpumepnoti uncmpykyuu no 0eionpou38o0cmey 6 20CyO0apCmeeHHbIX
opeanusayusax” (3apeructpupoBaHo B Muniocre Poccum 17.08.2018 N




51922) B

CUCTEMC

KoncynbrantlImrocwww.consultant.ruhttp://www.consultant.ru/document/

cons_doc LAW 305137/

2. OTBETUTH Ha BOIPOCHI U NPEACTABUTH UX B CBOOOIHOM YacTH TaOJIHUIIBL.

Ne Bomnpoc
ILm.

OTtBer

/ToxymenToo60poT MY BKIIIOUaeT
[10CJIEI0BATEILHOCTh EPEMEILICHUM TOKYMEHTOB, a
TaK)Ke oIepaliu, CoBepIIaeMbie C TOKYMEHTaAMH B
[poliecce UX COo3JaHus U ucronHenus. Hazosure stu
orepanuu.

2 Ha xakue NpUHIMIBI ONUPACTCS OPraHU3ALMS
ImokymeHToo6opora B MY?

w

Kak BenyT yder nokymentoobopora B MY?

4 Kakue TOKyMEHTHI MOMaAaoT B COCTaB BXOISAIIUX U
MCXOISIINX JOKYMEHTOB rOCYJapCTBEHHOM
OpraHnu3amnuu’?

5 Uto Takoe «MDJ1O»?

6 UTO BXOAUT B MOHSTHE «KOPPECTIOHICHIIUS
rOCYJapCTBEHHOM Opranu3auuu?

U Hy>xHO J11 TPOBOAUTH NEPBUUHYIO0 00pabOTKY
DIIEKTPOHHBIX JOKYMEHTOB?

3 [Iprka3aM U pacropsKEHUSIM 10 OCHOBHOU
NEATENIBHOCTH B TOCYAAPCTBEHHOM OpraHu3aluu
[pHCBaNBarOTCs MOPsAKOBbIE HOMepa? Crenyer nu
X PETHCTPUPOBATh B OTACIBHO, B Pa3HBIX
[perucTpallMoHHBIX popmax?

0 Kax opranuszoBatb JOKyMEHTOOOOPOT MPHUCIAHHBIX
OyMa’KHBIX IOKyMEHTOB, €CJIM B OpraHU3alu1
imericteyet COJ1?

10 Kakue NOKyMEHTBI IoCyJapCTBEHHOM OpraHu3aluy
MOTYT CO3/1aBaThbCs, XPAHUTbCS M HCIOJIb30BATHCS
MCKIIIOUMTENIBHO B JJeKTpoHHOM  Buje?  Kak
[YCTAaHOBUTH NEPEUYEHb ITUX IOKYMEHTOB?

11 ['ie perucTpupyroTcss IPOTOKOJIBI 3aCElaHuH,
COBEILIaHUH, POBOJIUMBIX PYKOBOJICTBOM
OpraHu3anuu?

12 Kakue TpeOoBaHMS PEIBABIAIOTCS K MapIIpyTam
ITBU>KEHUSI OPTaHU3ALMOHHO-PACTIOPS AN TEIbHBIX
imokymeHToB B COJ1?

13 quy HAOJIDKHO COOTBETCTBOBATL IMPOXOKIACHUC
BHYTPCHHUX JOKYMCHTOB Ha 3Talax ux MOJAroTOBKHU
14 O(pOpMJ'ICHI/IH, a Y€MY Ha 5Taric HCIOJIHCHUSA?

14 (CKOJIBKO pa3 U I'/ie Hy’)KHO PErHCTPUPOBATh
BXOJISIINE TOKYMEHTHI?

15 Kakyto 3agauy cTaBUT pyKoBOIUTENb ciyxObl JIOY
rOCYTapCTBEHHOTO YUPEXKICHHSI IPH OPTaHU3aluN
ImoKyMeHT0000poTa?

16 CrietyeT i Bceria COXPaHsITh KOHBEPTHI WIIN

YIIAaKOBKY BXOZSIIHX TOKYMEHTOB?




17 Kakie nomoHuTenbHbIE IIOTOKM HAOIIOIar0TCS
BHYTPU IIOTOKA BXOJs1IeH JoKyMeHTauu MY?

18 Korma Hy»HO 3aperucTpupoBaTh UCXO AT
ITOKYMEHT, €CITU OH OBLT TIOJIITMCaH B KOHIIE paboyero
ITHsT 1T B HEepabodee Bpems?

19 /11t KaKuX UCXOJISAIINX JOKYMEHTOB COCTABIISTFOTCS
COTIPOBOIUTEHHBIC MUChMA?

20 KakoBa 11e16 IpeIBapuTEILHOTO PACCMOTPEHUS
[10JIy4a€MBIX JOKYMEHTOB?

21 DTarmy NepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO onepauuii. HazoBure ux.

22 Kakue manubie BHOCATCA B COJ] 0 BXOASIIUX 1
MCXOJSIINX TOKYMEHTaX TOCYIapCTBEHHOM
OpraHnu3amnuu’?

23 Uto nenatb, €Ciy BBl MOJYYUIIA HECTAHJAPTHOE 10
Becy, pa3Mepy U T.I. IOYTOBOE OTIIpaBieHue?

24 Uto nenath, €y Bbl HOTYYUIIH [TOYTOBOE
OTIPABJICHHUE B MMOBPESIKICHHON yITaKOBKE?

25 CnepyeT v genaTh KOMUU UCXOSIINX JOKYMEHTOB?

26 IKTO Takoi OTBETCTBEHHBIN HCIIOIHUTEIb
imokymenTa? KakoBbl ero o6s13aHHOCTH?

27 [lepen perucrpanneilt CXOASUIMX TOKYMEHTOB
Criry>x0a 1el0npor3BO/ICTBA MPOBEPSIET UX
MPaBIIIBHOCTH. Ha 4TO KOHKpPETHO oOparaeTcs
BHHUMaHHE?

28 HazoBuTe cpeacTBa CBSI3M JUIS TOCTABKU M OTIPABKU
IMoOKyMeHTOB MY B opraHu3aliuu ¥ OpraHbl BIACTH.

29 KTo pa3pabarbiBaeT MapHIpyThl ABHKEHUS
OpraHU3aIIOHHO-PACTIOPSAUTEIHLHBIX JOKYMCHTOB
st COJ1 rocyiapcTBEHHOM OpraHu3alnn?

30 HazoBuTe 11€11h OpraHu3aIiy JOKYMEHTO000pOTa B
roCy/1apCTBEHHOW OpraHHU3aIiy.

31 Kak MOTYT perucTpupoBaThCsi BHYTPCHHUE

ITOKYMEHTBI?

Jlomamnee 3aganue 6

[Ipoananmu3upyiiTe HOMEHKJIATYPY A€JI 00pa30BaTEIbHON OpPTaHU3aIuN

BBI6paHHOI‘ 0 TUIIA UJIU TMIPEIJIOKCHHYIO MTPETIOAABATCIICM. OtBeThTE HA

BOIIPOCBHI.

1. Jns yero npeaHa3HaueHa HOMEHKJIATypa €7 B 00pa3oBaTeIbHOM
y4pexaeHun?

2. Kak pa3pabaTsiBaeTcs HOMEHKIATypa Aell 00pa30BaTeIbHOTO
yupexeHusn?

3. CymiecTByeT JIv ISl TaHHOW OpraHu3auy THIoBas HOMEHKIIATypa
nen?

4. Kak onpenenuts GopMy U CTPYKTYPY HOMEHKIIATYPHI Jen?

5. Kak ycTaHOBHUTH CPOKU XpaHEHHS JOKYMEHTOB?

6. Korma momkHa OOHOBIATHECS HOMEHKIIATypa JeT 00pa3oBaTeILHOTO

yupexeHus’?




7. Kro cocraBnser u ohopmMIsieT HOMEHKIIATYPY J1e7 00pa30BaTEIbHOM
OpraHu3anuu?

KonTpoabHasi padora

B kauecTBe KOHTPOJBHONH pabOTBHl CTYAEHTaM Ipeajaraercs
COCTaBUTH pedepaT U BHICTYIIHUTD C AOKJIAIOM IO TeMe:

«JlokymeHTHpOBaHUE JeSITeTbHOCTH 00pa3oBaTENHLHOTO
yapexaeHuss (yka3aTb BBIOpaHHBIH THM)».  Tunbel 00pa3oBaTEIBHBIX
YUPEXKACHUH  HE JOJDKHBI  THOBTOPATHCS B TpyIIe (3amucaThCs Y
CTapoCTHhI).

[lepedyeHp THIIOB 00pa30BaTEIBHBIX YUPEXKACHUH cM. 110 cT.23 O3

«O0 obpazoBanuu B PO».

TpeGoBanus k pedepaty
JIoKyMeHTHpOBaHHe AesITeIbHOCTH 00Pa30BaTEJIbLHOT0 YUpesKIeHUsI

Copepxanue JOIKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS U YMEHUS
CTYJCHTOB:

3uanue:

- cneyugpuueckux — uepm  OOKYMEHMUPOBAHUA  OesAmenbHOCMU
00pa3oBaTENFHOTO YUPEKICHHS;

- munoso2o cocmaea  cucmem  OOKYMeHMayuu,  @OOopMupyouux
OOKYMeHmManbHblll POHO0OPA308AMENBHOLO VUPEHCOCHUS,

- €nocobo6 u cpedcms OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce
0esmenbHOCMUOOPA308AMENLHO2O VUPEHCOEHUS,

- HOPMAMUBHO-NPABOBBIX AKMOB, PelaMeHmUupyrOuux 0esimeibHOCMb U ee
OOKYMeHmUupo8aHue 8 00pa308ameibHbIX YUpeHcOeHUusx (no munam).
Ymenue

- cocmasumv  HOPMAMUBHO-NPABOSYI0  6a3y  OOKYMEHMUpOBanus
oesamenbHOCMU KOHKPEMHOU OpeaHu3ayuu;

- OnUpaAch HA HOPMAMUBHO-NPABOBOL  aKM, ONpedeisms COCmag
HEe0OX00UMbBIX OOKYMEHMO8.

Pedpepar na 10-15 crpanun, uepe3 1,5 wunTepBana, 14 wmpudrom.
OO0s3arenbHbl TUTYJIbHBIA JIMCT, OIJIABJIEHHE, CIHMCOK JIUTEpaTypbl W
HUCTOYHHUKOB, BHYTPUTCKCTOBBIC CCBIIKH. Bo3MoxHEI IIPUITOKCHUS.
KontponbHast MHIuBUAyalbHas paboOTa BBHIMONHAETCS B OyMaXXHOM H
AJIEKTPOHHOM BHUJIC

Tunosoi nian pegepara
8. XapakrepucTuka  TUHa  00pa3oBaTEIbHOTO YUpEXKICHUS.
(OKenarenpbHO TpWBIEUEHHE CTATHCTUYECKHX JMJAaHHBIX O TOM,
ckonbko B Poccun/ permone/o0iactu/ ropojae 3aperucTpupoBaHO
MOI00HBIX OpraHu3aluii).
9. OO6mas xapakTepucTHKa YIpPaBJICHHs B JAaHHOM 00pa3oBaTeIbHOM

YUpeXKICHUU.

10. OcHoBHOM COCTaB HOPMaTHUBHO-TIPaBOBBIX JIOKYMEHTOB,
pEerIaMEeHTHPYIOLINX JeATEIbHOCTh 00pa30BaTeNbHOTO
YUPEXKIEHUS.

11. XapakTepucTuka JOKYMEHTAJIBbHOTO (oHAa (IOKYMEHTOB, HX




KOMIUIEKCOB ¥ CHCTEM JOKYMEHTAIluh, (OPMHUPYIOUIUXCS B
JEeSATEIbHOCTH 00pa30BaTEIIbHOTO YUPEKIACHHS ):

® OpraHu3alMOHHO-TIPAaBOBAs JOKYMEHTAIINS,

® IUIAaHOBAs JOKYMCHTAIUS;

® pacnopsAMTENbHAs JOKYMCHTAIIHS,

¢ UHPOPMAIMOHHO-CIIPABOYHASL M CIIPABOYHO-aHATMTHICCKAS

JOKYMCHTAITHS;
® OTUYCTHAaA OJOKYMCHTAIUA,
® JOKyMEHTAalMsl MO OOECIEYECHHIO0 KaapamH (10 JTHUYHOMY

COCTaBYy);

e (uHaHCcOBas JOKyMeHTauusi (OyXraJTepckuil yder W
OTYETHOCTB);

® JIOKyMEHTaIus o MaTepUuaibHO-TEXHUYECKOMY
00ecIeYeHuIo;

® JIOrOBOpHAas TOKyMEHTaIus,

® JJOKyMEHTAIUs o JOKYMEHTAIHOHHOMY "
UH(POPMAIIHOHHOMY o0ecrieueHHIo JeSITeTbHOCTH
YUPEXKICHUS;

® JOKyMEHTaIus, OTpaKaromast 00pa3oBaTeNbHYIO
NeSITeIbHOCTD;

® JIpyTue CUCTEMBI JIOKYMEHTAIMH (E€CIIU €CTh).
12. Amanu3 mTpUMEpPHOH HOMEHKIATYphl Jel  00pa30BaTEIBHOTO
yUIpEXKICHUS.
13. Tlopsitok XpaHEeHUs! TOKYyMEHTOB B 00pa30BaTEILHOM YUPEKICHHH.
14. Cniucok nuTepaTyphl U HICTOYHUKOB.

Tect 1

1.ITpoxosxkute ¢ppasy: «Opranusanus 1eJ10NPOU3BOACTBA B
00pa3oBaTeIbHOM Y4PeKICHUH HENOCPEeICTBEHHO
perjiaMeHTHpPYeTcs...»

a. HOPMaTHBHO-TIPAaBOBBIMM aKTaMH (peJiepanbHOM
3aKOHOJATEILHOM BIIACTH;

b. HOpMaTHBHO-TIPaBOBBIMHU aKTaMH (heaepanbHOl
HCIIOJIHUTENILHOM BIIAaCTH;

C. HOPMAaTUBHO-IIPABOBBIMH AKTaMH 3aKOHOJATEIBHON U
HCIIOJIHUTENIBHOM BIIACTH CyObeKTOB P®D 1 UX TeppuTOpUaIbHBIX
o0pa3oBaHMii;

d. HOpPMaTHBHBIMH JIOKAJBHBIMU aKTaMH 00pa30BaTEILHON
OpraHM3alHH.

2.Kakoe BbICKa3bIBaHHE SIBJISICTCH HEBEPHbIM?

a. PexkBusur «HaummMeHOBaHME BUAA JOKYMEHTa» SBISIETCS

JOKYMEHTOOOPAa3yIoUM MPU3HAKOM, IO3BOJISIOUIUM TOJYYHUTh

HayalbHOE, caMoe oOlee MpeJCTaBIeHHEe O JOKYMEHTE, ero

MPaBOBOM 3HAUUMOCTH

b. [Tpumenerne TOCT P 7.0.97-2016 siByisieTcst 0053aTeNbHBIM JIJIS

BCEX COBPEMEHHBIX OPraHMU3alUl, YYpPEKACHUM, NpEeANpUITHN

JFOOBIX OPraHU3aIMOHHO-TIPABOBBIX (hopM

c. @opmynap  JOKyMEHTa  MPOJUKTOBAH  HE  TOJIBKO

HEOOXO/MMOCTBIO CTPYKTYPUPOBaTh HH(POPMALIMIO, CAEIaTh €€

SPrOHOMHUYHOM, HO M HEOOXOIUMOCTBIO NpPHUIATh JIOKYMEHTY

IOPUIMYECKYIO CHITY, CIeJIaTh 3all€uyaTICHHYIO0 B HeM MH(OpMAaIHio

oduIHaTHEHON




d. Kaxnaplii peKBHU3UT KaK IEPBUYHBIA CTPYKTYPHBIA 3JIEMEHT

JIOKYMEHTa B TOM WIM HHOH CTEIEHU OTPaXaeT IOPUIUYECKH

3HaYUMYI0 HH(}OpMALIHIO
3. Kakum opranu3anoHHBIM JOKYMEHTAM COOTBETCTBYeT cieaylomas
XapaKTepPUCTHKA:
dmo opzanuzayuoHHO-Npagoevle axKmvl, Onpedenaluiue nopaOoK
oopazoeanusn, npaga u 00A3AHHOCMU, OP2AHU3AUUIO PAOOMbL KAK 6
Op2anHu3auuUU 6 UeiaoM, maK u é ee CmpyKmypHvlX noopasoenenusx. B
IMUX OOKYMEHMAX maKyice MOZym Oblmb OMPANCEHbl Npasa u
00A3aHHOCIMU ~ OMOENbHBIX  00JIICHOCHIHBIX  Ul, ONPeoeIamsbes
OCHOGHbBle  OP2AHU3AUUOHHBIE  BONPOCHL  NPOBEOEHUA  PA3TUUHBIX
meponpuamuil 6 opzanuszayuu (KOHKypcos, cemunapos, hecmusaneil,
8bICMABOK).

a. mpaBuiIa

b. monmoxenus

C. HHCTPYKIIMM

d. ycraBsl

4. KakoMy oprann3anoOHHOMY JJOKYMEHTY COOTBETCTBYeT cieaylomasi
XapaKTepUCTUKA:
Imo JIOKAIbHbLIL HOpMaAmMugHblil akm opeanu3zayuu,
peznamenmupyroujuii 6 coomeemcmeuu ¢ Tpyoosvim Kooexcom u unvimu
pedepanvnvimu 3aK0HaAMU NOPAOOK RPUEMA U YBOTNbHEHUA PADOMHUKOG,
OCHOGHble npaea, o00A3AHHOCMU U OMEEHICMEEHHOCHb CHOPOH
mpy006020 002060pa, pexcum padomul, 6pems omovixa, npuMeHsaemole K
PABGOmMHUKAM MePbl NOOWPEHUA U 83bICKAHUA, A MAKMHCE UHbLE 60NPOCHL
pecyauposanus mpyoosvlx OMHOUWIEHUIL y OAHHO20 padomodamens.

a. THCTPYKLIMS MHCIIEKTOPA 10 TPYAY

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACHOpPsIIKa

C. MOJIO’KEHHE O TPYAOBBIX OTHOLLIEHUSX B OpraHu3aIuu

d. TpynoBoii JoroBop

5. KakoMy ynpaBJ/ieH4eCKOMY JOKYMEHTY COOTBETCTBYeT CJIedyoIas
XapaKTEepPUCTHKA:
Imo 6uod nucomenn020 OOKyMeHma, 6 KOMopom QuKkcupyrom peuienus
AOMUHUCMPAMUBHBIX U  OPZAHU3AUUOHHBIX 60NPOCOG, A MAKHCe
60NnPOCOB YNPasieHus, 63aumooeiicmeus, 0decneueHus u pezyiupoeanus
0esamenbHOCmuU  OP2AHO6  61ACHU,  YYPEeHCOeHUll, NnpPeonpuamuil,
op2anu3ayuil, uxX nNOOPAa30eaeHUul U OOJAHCHOCHHBIX TUY.

a. (puHaHCOBO-OyXTanTepCcKuii

b. kaapoBbIit

C. OpraHU3alMOHHO-PACTIOPSAAUTEIbHBIN

d. MJIaHOBO-OTYETHBIN

6. Kakomy 10KYMEHTY COOTBETCTBYET CJIEAYIOLIAasi XapaKTePUCTHKA:
JTO NMPaBOBOM aKT, YCTAHABJIMBAIIIMN TEXHOJIOTMIO CO3JAHHUA WJIH
M0JIy4YeHUsI JOKYMEHTOB, HX 00pa00TKH, XPAHEHUS M UCII0JIb30BAHUSA B
AeATEJbHOCTH OPraHUu3aluH.

a. TOJDKHOCTHAsI MHCTPYKIHS

b. TOIKHOCTHOM pernaMeHT

C. moJjoxxenue o ciyxoe JJOY

d. HHCTPYKIUS 110 JETONIPOU3BOACTBY
Tect 2




1. B kakoii 4YacTu pacnopsiiMTeJLHOr0 JAOKYMEHTa He00X0IUMO
NMOMelaTh TMepeYyeHb [OKYMEHTOB, YTPAaTHBIIUX CWIY HJIH
MO/VIEKANMX U3MEHEHHIO B CBSAI3H C U3/IaHHEM JJaHHOT0 aKTa?

a. B JJIOOOM ITYHKTE PacIoOpsAUTEIbHON YacTh

b. B mepBBIX MyHKTAX PaCIOPSIUTSILHON YaCTH

C. B KOHCTaTHPYIOIIEH YacTu

d. B KOHIIE TeKkcTa
2. U3 kakuX 4yacTeil COCTOUT TEKCT PACTIOPSIANTETBHOT0 JOKYMEHTA:

a. aHaTUTHYeCKas 4acTh/ 0000MIaroIIast YacTh

b. pa3bsicHUTENbHAS YaCTh/ TUPEKTUBHAS YaCTh

C. KOHCTaTUPYIOMIAs YaCTh/ pacIOPSIUTEIbHAS YacTh

d. BBOIHAs YyacTh/ OCHOBHAS YaCTh/ 3aKJIFOUUTEIIbHAS YaCTh
3. Kakomy BHIy 10KYMEHTA COOTBETCTBYET CJIeAYIOUINH TEKCT:
23.09.20013 6 9.00 na 3auamusax no 0CHO6AM NPABOBEOCHUS

npucymcmeosano 2 cmyoenma u3 cocmaea 2pynnui 25 uenoeex, 6
pe3yiomame ue2o 3aHAMUA NPULULTIOCH OMMEHUMD.

Jloyenm Kagedpvr npaea Ioonucye
/H.B. Illlenens

25.09.2013
a. TOKJIa/iHas 3aMucKa
b. mosicuuTenbHAs 3amKCKa
C. 00bsSCHUTENbHAS 3aIICKa
d. cmyxeOHas 3amucKa
4. ]l kKakuX BUI0B JOKYMEHTOB MCIOJIB3YIOT 001Mii 0J1aHK?
Br16epute oauH OTBeET:
a. MOOBIX BUJOB TOKYMEHTOB, KpOMe MpHKa3a
b. 7F00BIX BUIOB IOKYMEHTOB
C. TOJIBKO JIsI TMChMa
d. MFOOBIX BHJIOB JIOKYMEHTOB, KPOME MTHChMa
5. Ha xakue THIIBI MOAPA3/AEIAIOTCH JOKYMEHTBI 110 MPOUCXO0KICHHIO:
a. o0meocTynHbie/ KOH(GUIEHIIUATbHBIE/ CEKPETHBIE
b. nuunble/ oduHANEHBIC
C. BXOJISAIIUE/UCXOAAIINE/ BHYTPEHHUE
d. uHIMBHAYaTbHBIC/ Tpad)apeTHbIC/ TUIIOBBIC

Bonpocsl k 3k3ameny

1. JloKyMEeHTHUpOBaHHE HCCIIEIOBATENIbCKON  JESTeIbHOCTH
oOpa3zoBatenbHOW  opraHu3auuu.  CrocoObl  3aIUTHI
ABTOPCKUX TIPaB.

2. JIOKyMEHTaJIbHBIN U apXUBHBIH (POH/IBI 00pa30BaTENbHOIM
OpraHH3alHH.
3. JIOKyMEHTUPOBAHUE YIIPABIECHYECKOHN ACATEIBHOCTH.

Opranuzanysi, INIAHUPOBAHUE, PACTIOPATUTEILCTBO, KOOPIUHALIUA,
KOHTPOJIb U JpYTHE yrpaBieHUYecKre QYHKIUU B JOKYMEHTaX
o0pa3oBaTeNbHOI OpraHu3aluu.

4. JlokyMeHTHUpOoBaHHE 00pa30BaTEIbHOU JESTEILHOCTH.
OcHoBHas 0O0pa3oBaTeNbHas MporpaMma. Y YeOHbIH 11aH (MHBIC BUIBI
TJTAHOBBIX JOKYMEHTOB 10 00pa30BaTeNbHON e TeIbHOCTH ). Pabouas
nporpamma. [Iporpammer 06pa3oBaTENbHBIX MEPOTIPUATHMN.




5. JlokymeHTapHast MOJArOTOBKa 00pa30oBaTeIbLHOM
OopraHu3alyvu K JJUMOCH3UPOBAHUIO U FOCYI[apCTBeHHOfI AKKpCauTanuu.

6. [Tonsatue nokymeHTO0000pOTa. OCHOBHBIE ATAITBI
JOKYMEHTO000pOTA.

7. VYnpasieHrue T0KyMEHTOITOTOKaMH B 00pa30BaTeIbHOM
OpraHu3aiyy. DIEKTPOHHAS U TPAIUIMOHHAs (opMa JOKYMEHTOO00pOTA.

8. Opranu3anys UCIIOJIb30BaHMs TOKYMEHTOB B
o0Opa3oBaTenbHOM opranu3anuu. JJocTyn K JOKyMEHTaM.

9. [IpaBoBBIE OCHOBBI B 00J1acTH HH(POPMAITHOHHOTO

obecrieyeHus: 00pa3oBaTeNnbHON AeaTenbHOoCcTU. CaiiThl 00pa30BaTEbHOM
OpraHu3alyH.

10. Opranu3zanys onepaTUBHOTO U ApPXUBHOT'O XPaHEHMUSI
JOKYMEHTOB B 00pa30BaTeIbHON OpraHu3alnuu (Ha mpumMepe OJHOro 13
THUIIOB).

11. JlokanbHbIE HOPMATUBHBIE AKThI IO JIEJIONPOU3BOACTBY
o0pa30BaTeNbHOIN OpraHu3aluu.

12. WHucTpykuus no aenonpousBoAcTBy. Llens coznanus,
3aauu, TpeOOBAaHMUS K COCTABIICHUIO, O(OPMIICHHUIO U BBEJCHHUIO B
JIICUCTBUE

13. Howmenknarypa nein. Lens u 3anaun coznanus, TpeOoBaHUs K
COCTaBIICHUIO, 0()OPMIICHUIO U BBEJICHHIO B JICHCTBUE.

14. VHUUTOXKEHHE JIOKYMEHTOB oOpasoBarenbHOU
opranmzanuu.  [lopsgok  BbyIedNeHHs  Jel K = YHHUYTOXKCHHIO.
JIOKyMEHTUpPOBaHKE MPOLEypbl YHUUTOXKEHUS TOKYMEHTOB.

OIIK-1.3

Ocymecrs
Jsier
npogeccuoHAJIbH
oe
B3aUMO/JACHCTBHUE
€ YYaCTHUKAMHU
o0pa3oBaTe/ibHbI
X OTHOILUICHUH B
COOTBETCTBHH C
HOpMaMH
npogdeccuoHaIbLH
O ITUKH

JlomauiHee 3aganue 5

IIpuBeaure mo 2 nmpuMepa JOKYMEHTOB 10 JHYHOMY COCTaBY,
OTpasKalolue JOKYMEHTHPOBAHHE CJ1e1YIOLIUX IIPOLECCOB:

. IIPOLIECCHI JBUKEHUS KaJpPOB;
. IPOLEYPY aTTECTALNN;
. BOMHCKHUH y4Yer.

Kto oTBEuaeT 3a cocTaBieHHE JaHHBIX JOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMU PYKOBOJICTBYETCS?
KourpoJubHnas padora

4. XapakrepucTuKka JOKYMEHTANbHOTO ¢oHIa (JIOKYMEHTOB, WX
KOMIUIEKCOB M CUCTEM JJOKYMEHTAITH, (DOPMHUPYIOIIHUXCS B ISATEITBHOCTH
00pa3oBaTEeNbHOTO YUPEIKICHUS):
® OpraHU3allMOHHO-TIPABOBas JOKYMEHTAIHS,
e IIJTJaHOBAas JOKYMEHTAITHUS;
® pacrnopsAuTeNbHAs JOKYMEHTAIIHS;
¢ HWH(POPMAIMOHHO-CITPABOYHAS M CIIPABOYHO-aHATUTHYCCKAS
JIOKYMEHTAITHS;
OTYETHAs IOKyMEHTAIIUS;
e JOKyMEHTallMs MO oOecnedeHuto Kaapamu (M0 JIUYHOMY
COCTaBy);
e (¢uHaHCOBasg JOKyMeHTauus (OyXraaTepckuii yder u
OTYETHOCTB);




® JJOKyMCHTAIUs o MaTepHaIbHO-TEXHUUYECKOMY
00ecIeYeHunIo;

® JIOTOBOpHAs JOKYMEHTAIIHSI,

® JIOKyMEHTAIUs o JIOKYMEHTAI[MOHHOMY u
MH()OPMATMOHHOMY o0ecrneveHn o NEeSATEIbHOCTH
YUPEKICHUS;

® JIOKyMEHTAIlUs, OTpaXKkaroIas o0pa3oBaTeIbHYIO
JeSTeIILHOCTD;

® Jpyrue CUCTEMbI TOKYMEHTAIIUU (€CJIN €CTh).

Tect 1

1. KakoMy 10KYMEHTY COOTBETCTBYET CJIeAYIOIIAs XapaKTePUCTHKA:
dmom OoKymenm ycmaunagiueaem 011 pAdGOMHUKA KOHKPEMmHble
mpyooewvie (00121cHOCmHble, (DYHKYUOHAIbHBIE) 00A3AHHOCMU U NPABA 6
coomeemcmeuu ¢ 3AQHUMAEMON  OO0MICHOCMbIO, 3AKpeniaem e20
OpP2AHU3AUUOHHO-NPABOBOE NOJIONHCEHUE 6 CHPYKMYpe YupeyHcOeHust,
AGNAEMCA  NPABOBON  OCHOBOU 014 NPOGEOCHUA  Ammecmayuu
padbomuuka, onpeodenenus ezo OmeEemcmeeHHOCmu u
63AUMOOMHOUIEHUA C OPY2UMU PAOOMHUKAMU U NOOPA30CICHUAMU,
no360/151em 00beKMUBHO OYEeHUBAMb PAOOMY COMPYOHUKA OP2AHUZAUUU.

a. MHCTPYKLMS 110 1€JIONPOU3BOJICTBY

b. monosxxenue o cnyxoe JOY

C. IOJKHOCTHOM periiaMeHT

d. TOJKHOCTHAS HHCTPYKIIUS
2. Kakue rpynnsl JOKYMEHTOB, C TOYKH 3PECHHUS OPraHU3ANMH A0CTyIA
K HUM, BCTpe4aloTcsi B 00pa3oBaTe/IbHON opranuzanuu?

€. o0uenocTymnHbIe,

f. xoHduaeHIMATBHBIC

g. CEKpeTHbIE

h. Bce rpyImmbl BO3MOXHBI

Tect 2
1. K kakoii cucreme 1okyMeHTanuu oTHocutcest Jimunas kaprouka T-27?
a. (uHAHCOBO-OyXTraJTepCKOi,
b. nmokyMmeHTaMm MO TMYHOMY COCTaBY,
C. OpraHU3alMOHHO-IIPABOBOM,
d. pacnopsauTenbHON TOKYMEHTAIIHH.
2. K10 opopMisieT y4eTHbIC JIMYHbIE KAPTOYKH:
a. pabOTHUK
b. pyKOBOAMTENH CTPYKTYPHOTO MOAPA3IeICHUS
C. 3aMECTUTENb PYKOBOJIUTENS OpraHUu3aluu
d. pabOTHUK 1O Kapam
3. Kakoii 1OKyMEHT SIBJISIETCS OCHOBHBIM JOKYMEHTOM O TPYI10BOM

AesITeJIbHOCTH U 0 TPYJ0OBOM CTake padOTHHKA:

a. ydeTHas JMYHas KapTOouKa

b. meHCHOHHOE yIOCTOBEPEHHUE

C. CTPaxOBOE€ CBUJIETEILCTBO FOCYAAPCTBEHHOTO IEHCUMOHHOTO
CTpaxOBaHMS

d. TpyoBast KHM)KKa
4. Kakue BuAbl AUCUMIUVIMHAPHBLIX B3bICKAHMH BIHCHIBAOTCA B




TPYAOBYIO KHUKKY:

d. YBOJIbHCHHC

b. Bce BU/IbI TUCIUTUIMHAPHBIX B3bICKAHHMI BIMCHIBAIOTCS B
TPYIOBYIO KHHXKKY

C. CTPOTHUil BHITOBOD

d. B3bICKaHHUS B TPYJOBYIO KHHKKY HE 3aIIHCHIBAIOTCS
5. Kakue mucbMa MOANHCHIBAIOTCS JABYMsI JUIAMHU — PYKOBOIUTEIEM
OpPraHu3anyu ¥ IJIABHBIM OyXraJTepom:

a. TapaHTHIHBIC MHChMa

b. conpoBouTEIbHBIC THCHMA

C. IMChMa-3aIpOChI

d. peknamHbIC TUCHMA
6. Kakum [nokyMeHTOM Heo0xoaumMo o0GopMHUTHL BO H30exKaHHE
HapyumieHusi HopM TpyaoBoro kojgekca NMUCbLMEHHOE HATIOMHHAHHE O
HEOO0XOMMOCTH SIBUTHCS UJIsl TOJIyYeHHs] TPYIAOBOH KHUKKH
YBOJIEHHOMY Pa00THUKY, He MOJTyYHBIIEMY €e:

a. 3aKa3HOE IMHCHMO

b. pakcorpamma

. SMS-coobmenue

d. 971eKTpOHHOE COOOIIIeHUE
7. Kakoii J0KyMeHT NOANMCHIBAETCH PYKOBOJIUTEIEM CTPYKTYPHOIO
moApa3aeIeHus:

d. CIIpaBKa

b. mpukas

C. aKT

d. ciy)xebHas 3anucka
8. B kakoii 4YacTH pacnopsiIUTE]bHOr0 JOKYMEHTa YKa3bIBaeTcsl
uH(popMAIHs 0 TOM, KTO OCYIIECTBJISIET KOHTPOJIb €ro HCIMOJHeHHs?

a. B TICPBOM ITyHKTE PaCIOPAIUTEIHHON YacTh

b. opopmitsieTcst OTIETBHOI CTPOKOH MMOCTIE BCEX MYHKTOB

C. B TOCJICTHEM IYHKTE PACIOPSIUTEIbHON YacTh

d. B KOHCTATHPYIOILEH YacTH

BOl'lpOCI)I K 3K3aMEHY

1. Kaagposasi mosmmTuka o0pa3oBaTeibHON OPraHu3amum.
Opranu3anusi JOKyMeHTHPOBaHHUS TPYAOBBIX OTHomeHni. [IpaBa n
00s13aHHOCTH padoToaaresieil ¥ pAOOTHUKOB.

2. Pa3paboTka HOpMATHBHBIX IPABOBbIX AKTOB,
YCTAHABJIMBAKOUIUX CJIYy:KeOHbIe OTHOIICHUS] B 00pa30oBaTe1bHOM
OpPraHM3alMu.

3. IMopsinok 3aK/I04eHus TPYAOBBIX 10roBOpPoB. O0mme
OCHOBAHMS NPEKPaLeHUs] TPYAOBBIX 10roBOpoB. OCHOBaHHSA U
NOPSI/IOK PACTOPKEHHS TPY/AOBbIX 10TOBOPOB 110 HHMLMATHBE
padorToaares, 10 HHUIMATHBE Pa00THHKA 00pa3oBaTeIbHOM
OpraHu3anmu.

4. JoxkyMeHTHpOBaHME B 00JIaCTH MATEPHATbHBIX U (UHAHCOBBIX
3aTpaT rocy1apcTBeHHbIX H MyYHUIIMNIAJbHBIX 00pPa30BaTeJIbHbIX
OpraHM3anui.

5. YcraHoB/IeHHE M JOKYMEHTAJIbHOE 3aKpelyieHne
COIHAJIBHO-TIPABOBBIX YCJIOBHII U rapaHTHii, HEOOXOAUMBIX JIJIfA
AeSITeIbHOCTH PA0OTHHUKOB IOCYyIapCTBEHHbIX, MYHHIMIIAJIbHBIX H
HErocyJAapCcTBEeHHbIX 00pa30BaTeIbHbBIX YUPeKACHHUIA.




6. JucuunianHapHasi OTBETCTBEHHOCTH U ee IOKYMeHTHPOBaHHe
7. JJokyMeHTHpPOBaHME UCCIIeI0BATEIbCKOM 1eSITeJIbHOCTH
oOpa3oBaTe/ibHOM opranu3anuu. Cnoco0bl 321U THI AaBTOPCKMUX MPaB.




Hpuioxenne 3

MeTtoauyeckue yKazaHusl K OPraHH3alliM CAMOCTOSTeJIbHOM padoThI CTY/AeHTOB

B mporecce BBIOTHEHHUS CAMOCTOSITENBHOW pPAa0OTHI CTYACHTHI JOJDKHBI HAYUYHUTHCS
BOCIIPHHUMATh CBEIEHUS Ha CIyX, (PUKCHpPOBAaTh WH(POPMALMIO B BHUJE 3alUCEH B TETpalsX,
paboTaTh C MUCbMEHHBIMU TEKCTaMH, CAMOCTOSATENIHO M3BJIEKask U3 HUX IOJIE3HbIE CBEIEHUS U
opopmisii MX B BHJE TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpOBaTh HH(GOpPMALMIO B BHJE
3aI10JIHEHU TaOJIMLl, COCTaBJIEHUS cXxeM. BaXHO Hay4nThCs BBIAEIATH [VIABHBIE MBICIIH B JIEKIIUU
npenojaBarens JUOO B MHUCBMEHHOM TEKCTE; aHAJIW3UPOBATh SIBJICHUS; ONPENENISATh CBOIO
MO3HIIMIO K TOJYYECHHBIM Ha 3aHATHUAX CBEJICHHSIM, YETKO (JOPMYIHPOBATH €€; apryMEHTHPOBATh
CBOI0O TOYKY 3pECHUS: BBICKa3blBaTb OLEHOYHBIC CYXACHHUSA; OCYIIECTBIIITH CaMOAHAJIMU3.
Heo0OxonnMo y4uuThesl BiIaJieTh YCTHOW M IMCBbMEHHOW PEUYbl0; BECTU JUAJIOT; Y4acTBOBAaTh B
JMICKYCCHH, PpAacKpbIBaTh COAEp)KaHUE H3ydaeMoil mpoOJIeMbl B MOHOJIOTHYECKOH pedn;
BBICTYIIaTh C COOOLICHUSMH U JTOKJIAZIAMU.

IloaroroBka Kk mNpakTH4YecKHM 3aHATHSAM. CeMHHAp — OJMH W3 OCHOBHBIX BHJOB
IPAaKTUYECKUX 3aHATUN 10 T'yMaHUTapHBIM JUcuUIUIMHAM. OH OpeHa3HayeH Ui yriyOJeHHOTo
U3y4eHHsI OTJENBHBIX TeM M KypcoB. [lo popme npoBenenns ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perreHne 3a1a4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCSI, PEXK/IE BCETO, B OCBOEHUU TOTO TEOPETHUYECKOIO
Marepuaia, KOTOPhId BEIHOCUTCS Ha oOcyxkaeHue. J{ist 3Toro HeoOXoauMO B MEPBYIO OYepehb
HepevynTaTh KOHCIEKT JEKIMU WIH pa3zielbl yueOHHKa, B KOTOPhIX IPUCYTCTBYET YCTAaHOBOYHAs
uHpopmanus. M3yuyeHne pexoMeHAOBAaHHON JHUTEpaTypbl HEOOXOAMMO CJellaTh MaKCHUMaJIbHO
TBOPUYECKN — HE MPOCTO YKJIAJAbIBas B MaMATb HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXKHO C TOMOIIBIO 3aIMCEH, BBIIUCOK MM TE3MCHOIO
KOHCIIEKTA.

Ecnu cemunap mnpenctaBieH [JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHHE JICXKUT Ha Jokiaquukax. Kak cienars 3To ycnemHo cMoTpure B paszene «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHHUKOB CEMUHApa HE JODKHAa ObITh nmaccuBHOW. CTYHEHTHI,
IPOCITYIIAB JO0KJaJ, 3alUChIBAIOT KPAaTKO IJIaBHOE €ro COAEpkKaHHE M 33Jal0T BHICTYMHAIOIIEMY
YTOUHSIOLIME BOIpocoB. UeM Oojiee 0OCHOBATENbHOM ObUIa JOMAIIHAS MOATOTOBKA MO TEME, TeEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHe TMpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOUIPSAETCS TBOpPYECKAs, CAMOCTOATEIbHAs MBICIb, [JAETCSl BO3MOXKHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUaHUs.

becena mno mnmanHy mnpencraBnser coOol  3apaHee MOJATOTOBIEHHOE COBMECTHOE
00cCyXJIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 YYaCTHUKOB. JTa ¢opMa noTpedyeT OT CTYJEHTOB He
TOJIBKO XOpOIIEH CaMOCTOSTETbHOW MPOpPabOTKHM TEOPETUUYECKOro MaTepuaiia, HO U yMEHHeE
y4acTBOBaTh B KOJUIEKTUBHOW JHMCKYCCHM: KPaTKO, YETKO U SCHO (pOpMyIHpoOBaTh U M3JaraTh
CBOIO TOYKY 3pEHMsI NEpel COKYpPCHHKAMM, OTCTauBaTh IIO3ULMI0 B HAy4yHOM CIIOpE,
IIPUCOEANHSTHCS K Uy)KOMY MHEHUIO WIHA ONIIOHUPOBATh APYTUM yYACTHUKAM.

Pedepar — camblii mpocTOi U HaUMEHee CaMOCTOSITENbHBIA BHJI MMCHMEHHON PabOTHI.
CyTb €ro COCTOMT B KPAaTKOM M3JI0KEHHM COJEPKAIIMXCA B Hay4YHOH JUTEpaType B3IJSAA0B U
uaen o 3amanHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTHA U HOBHU3HBI. B HEM orieHuBaeTcs
YMEHHE CTyJleHTa paboTaTh C KHHUIOM: BBIACNATH U (QOPMYIMPOBaTH MpodiemMy, OTOMpATh
OCHOBHBIE TE€3MChl U BCIIOMOTATEIbHBIC JJTaHHBIE, JJOTMUECKU BBICTpPAUBaTh MaTepuall, TPAMOTHO
0(OPMIIATh HAyYHBIN TEKCT.

CryaenTam npenjaraercs jJBa Buja pedepatHbix padorT:



PedepupoBanne HaydHOU JIUTEpaTyphl MPEACTABISIET COOOM COKpAIIEHHOE H3JI0OKEHHUE
COJICp)KaHUsI CTaThbM WM KHUTH C OCHOBHBIMH CBEJCHHMSIMH WM BbIBOJaMHU. Takue pedeparbl
aKTyaJIbHBI TOT/Ia, KOT/Ia B FOPUINYECKUX MCTOYHUKAX TOSBIISETCS HOBBIA TCOPETHUUCCKHMA WU
NpaKTUYeCKUd MaTepuasn 1o wu3ydaemoid Teme. OT cTydeHTa TpeOyeTcs, BHHUMATEIBHO
03HAaKOMHUBIIKCH C TIEPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U TOJIHO TEepeaTh €ro CoJepKaHue.
Jns storo nenecooOpazHo BbIOpaTh (OpMY MOCIEIOBATENILHOTO H3JIO0XKEHHUS MPOYUTAHHOU
KHUTH, HE MCHSS e¢ OOIui IulaH W CTPYKTypy (TnaBbl, paszaensl, naparpadsl). Heo6xoaumo
COXpaHWUTh JIOTMKY TIIOBECTBOBAaHUS M I103a0OTUTHCS O CBS3HOCTU TeKcTa. ABTOPCKHE,
OpUTHHAJIbHBIE ¥ HOBATOPCKHE MBICIM M WACU Jy4llle MepefaBaTb HE CBOMMH CIIOBAaMH, a C
noMmoIipio uTHpoBanus. O0bseM pedepara OyneT OmpenensaThes COACpKaHHEeM HCTOYHUKA, a
TaKXe ero Hay4HOW M MPaKTU4YeCKOi IeHHOCThI0. Ho B M0O0OM citydae mpeanoyTeHne OTaaeTcs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TTIaBHOE U OCBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme npencrapisieT 0030p HAYYIHBIX B3TJISI0B M KOHIIETIIUH 1O TIPOOIEMHOMY
BOIIPOCY B U3Y4aeMOU TeMe.

- Ecniu Bam mpennokeHa Tema Takoro pedepara Ha BBHIOOP, TO MPEANOYTEHUE CIEAYeT
OTJIaTh TOM, KOTOpasi AJis Bac MHTepecHa WiH 3HakoMa. OHa He JT0JKHA ObITh OYEHb CIOKHOM U
00BEMHOIA, B TPOTUBHOM ciy4ae pedepar OyaeT HalmoMUHATh KypCOBYIO padoTy.

- Jnsa moarotoBku pedepara CTyAEHTY HEOOXOAMMO CamMOMy WM C YYacTHEM
npenoiaBarelis noaoopare UCToOUHUKH uHpopmaiuu. Crenyer mo3ab0TUTHCS, YTOOBI B BallleM
CIHCKE OKAa3aJMCh HE ClIydailHble, a I[eHHbIe B HMH()OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIIIOJHUTH pabOTy, OOpaTUBLIMCHL U K OJHOMY HCTOYHHKY — II0COOMIO, MOHOrpaduu,
uccienoanuio. Ho mydiie, eciiu Bbl 00paTuTECh K JBYM-TPEM HAYYHBIM TPYAaM — 3TO MO3BOJIHUT
MPEJICTAaBUTh MPOOJIEMY C HECKOJIBKIX TOUYEK 3PEHUS M BBICKA3aTh TUYHbIC MIPEATOYTCHHUS.

- OIHUM U3 TJIaBHBIX KPUTEPHUEB OLIEHKH pedepara Oy/IeT COOTBETCTBUE €r0 COJIePKaHuUs
3asBiIeHHON Teme. Jlng 3Toro Oermo O3HAKOMHUBIIMCH C TIEPBOMCTOYHHMKAMHU COCTaBbTE
MpeIBapUTeNbHbIN TaH Oyaymiero pedepara, 0003HaYMB B HEM MPHUHIMIINAAIBHO Ba)KHBIE
MOMEHTBI U ATaIbl OCBEHIeHUs MpobiemMsl. [locie Toro, kak y Bac MOSBATCS pabodyue 3alicH 110
pe3yabTaTaM W3YyYeHHUs HAayYHOW JHUTeparypel M oOmMpHas WHPOpPMAIUS MO TeME B IIEJIOM,
MOXXHO OyZIeT CKOppeKTHpoBaTh oOmui miaaH pedepara. Crapaiitech mpu paboTe HaJg HUM
THIATEIEHO W30aBIATHCS OT «H3JIMIIECTB»: BCAKOTO poJa aOCTPAaKTHBIX PaCCYXKICHHMH,
Ype3MEpPHBIX MOJPOOHOCTEH W MHOTOYUCICHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOT» TEMY WU
YBOZISAT OT HEE.

Ctpykrypa pedepara BKIO4YaeT B ceOsi BBEJCHHE, OCHOBHYIO YacTh U 3aKkiroueHue. Bo
BBEJICHUU (POPMYTUPYIOTCA IENH W 3a7adyd padoThl, €€ aKTyalbHOCTh. OCHOBHas YacTh
NpeCTaBIsIeT COO0M MOCIeI0BaTEeIbHOE U apTyMEHTHPOBAHHOE M3JI0KEHUE PA3JIMYHBIX TOUYEK
3peHusi Ha TpoOJeMy, €e aHaiu3, MpearnojaraeMple MyTH pelieHus. 3aKiIrodeHue o0o0maeT
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET IMEPCIEKTUBBI NANTbHEHIIEro HccieoBanusl TeMbl. Ecim
pedepar moctatouyHO OOBEMEH, TO TOTpPeOyeTCs pas3JeieHHe TeKCTa Ha pasleibl (TJaBbl,
naparpadsl). mmrocTpaTuBHBIN MaTepuan — TaOJUIIbI, CXeMBI, TpaHKU — MOTYT pacmoiaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak u B pazfeine «lIpunoxeHue».

O6beM pedepara 3aBUCUT OT 1IeJeH U 3a/ad, pelrraeMbix B pabote — oT 5 10 20 cTpaHuIl
MAIIMHOMUCHOTO TEKCTa uepe3 JiBa WHTepBasa. Eciau B 3alaHuu, BBIJAHHOM MpENoAaBaTeleM
00BEM HE OTOBapUBACTCSI, TO CIEAYET UCXOAUTh U3 Pa3yMHOH IIeJIeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM MOPSAKE pa3MEMIAOTCS TUTYJIbHBIA JIUCT, TUIAH WA
orjaByieHHE pabOThI, a TAK)KE CIIMCOK UCIIOJIb3yEeMOIl INTEPATYPHI.

OO6bpuHO pedepar MOXKET 3a4YMTHIBACTCS KaK NHUChMEHHAs paboTa, HO HEKOTOPHIC
IpenojaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIUTy pedeparoB WM HUX «O3BYyYHMBaHUE» Ha



CEMMHAPCKUX 3aHATUAX. B 3TOM ciiydyae He00X0AMMO MPUIIOKUTh JONOIHUTENbHbIE YCUIIHS JUIS
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

IIpe3eHTanusi — COBPEMEHHBII CIOCOO YCTHOTO WJIM NHCHMEHHOTO NpPEACTaBICHUS
UH(OPMALIUU C UCTIOTIH30BAHUEM MYJIbTUMEIUHHBIX TEXHOIOTHMA.

Cy1iecTByeT HECKOIbKO BapUaHTOB IPE3EHTALUI.

. IIpe3eHTanus ¢ BBICTYIUJICHUEM JOKJIAIUUKa
. IIpe3eHTanys ¢ KOMMEHTapUAMU AOKJIAUUKA
. [IpesenTanyss  Oas  CaMOCTOATENBHOIO  IPOCMOTPA,  KOTOpas  MOXKET

JIEMOHCTPHPOBATHCS TIepe/1 ayTUTOprueit 0e3 yuacTus JOKIa 4HKa.
IToaroroBka mpe3eHTaIMK BKIIOYAET B ce0s HECKOJIBKO ITAIIOB:

1. [InanupoBaHue Npe3eHTALUU
OT OTBETOB Ha 3TH BOIPOCHI OYIET 3aBUCETh BCE MOCTPOCHHUE PE3CHTAINH:

J KAaKOBO IpEeAHA3HAYEHHWE M CMBICI Ipe3eHTalUH (JIeMOHCTpalusl pe3ysbTaToB
Hay4yHOU paOoThl, 3alIMTa JUIUIOMHOTO IIPOEKTA U T.11.);

o Kakyl0o poib OyJIeT BBIIOJHATH IPE3EHTAlUss B XOJ€ BbICTYIJICHUS
(compoBOXk/IeHHE JJOKJIA/1a WK €ro WUTIOCTPaLus);

. KaKoBa LieJb Npe3eHTaluu (MH(popMupoBaHue, yOexKACHUE NI aHAIH3);

. Ha Kakoe BpeMsl paccuuTaHa mpe3eHTauus (kKopoTkoe - 5-10 MUHYT wuau
MPOJOIKUTENBHOE - 15-20 MUHYT);

J KaKoB pa3Mep M cocTaB 3pHuTeibckoi aymutopun (10-15 gemosexk mmm 80-100;

IpenoaaBaTesiy, CTYA€HTbI UM CMELLIEHHAs ayUTOPHS).
2. CTpyKTypupOBaHue UHPOpMaUU

o B Ipe3eHTAllMM He JO0JbKHa ObiTh MeHee 10 cnaiifoB, a o0riee WX KOJIUYECTBO
npeBbImarh 20-25.

. OCHOBHBIMHM TPUHIIMIIAMU TIPH COCTABIICHUM TPE3CHTAIIUU JOJKHBI OBITh
SICHOCTb, HaIJISITHOCTh, JIOTUYHOCTh U 3alIOMHUHAEMOCTb;

. Mpe3eHTalusl TOJKHA UMETh CIIEHapUi U YETKYIO0 CTPYKTYpY, B KOTOpOil OynyT
OTPa’KE€HbI BCE MPUUYUHHO-CIIEICTBEHHBIE CBSI3H,

. pabota Haj Tpe3eHTalreld HAYMHAETCS TOC]e TIIATeIIbHOTO OOJXYMBIBAHUS U

HallMCaHus TCKCTa JOKJiaaa, KOTOpBIfI HCO6XOI[I/IMO pa36I/ITB Ha (l)paFMeHTLI 1 0003HAYUTH
CBsA3aHHBIC C KAXK/JBIM U3 HUX 3aJa4u U HGfICTBHSI;

. HEepBbIM IIar — 3TO ONpeAeieHHe IJIaBHOM HuAeH, BOKPYr KOTOpoil Oyzer
CTPOUTHCS MPE3ECHTALUS;
J yacTb HMH(OpPMALlMM MOKHO TEpPEBECTH B JBa THUIA HAIJSJHBIX I[OCOOUH:

TEKCTOBbIE, KOTOPBIE MOMOTYT CIIYIIATENAM CIIEAUTh 32 XOJAOM pa3BEpPTHIBAHUS apryMEHTOB U
rpadguyueckre, KOTOpble WJUIIOCTPUPYIOT TJIaBHBIE IYHKTHI BBICTYIUIGHHSI W CO3JAIOT
AMOIMOHAIBHBIE 00Pa3bl.

° CIOKETBHI TPE3EHTALMM MOTYT Pa3bACHATh WM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JJOKJIaZa B CaMbIX Pa3HOOOPAa3HBIX BapUaHTAX.

OyeHb BaXHO HAWTH TPABWIBHBIA OaJaHC MEXAy pedyblo JIOKJIATIuKa W
COIIPOBOXKAAIOIIUMU €€ MYJIbTUMEIUNHBIMU 2JIEMEHTAMMU.

J1s aTOTrO 11IeTIeco00pa3Ho:

J OTIPENIeNIUTh, YTO OYAET MPEICTABICHO HAa KAXKIOM ClIaiie, 9YTo OYAET B 3TO BpeMs
TOBOPUTHCSI, KaKk OyJIeT CAEIaH Mepexo/1 K CIEAYIOIIeMY Clany;

o camble BaXXKHBIC HJIEW U MBICIIA OTPA3UTh M Ha Claiifiax ¥ MPOU3HECTH CIOBAMH,
TOTJ1a KaK BTOPOCTETIEHHBIE — JTN0O0 CITIOBaMU, JIMOO Ha Cllaiiax;

o uH(pOpMaIIMIO Ha Claiiflax MPEACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
oApoOHOE U3TI0KEHHUE MBICIICH BBICTYIAIOIIET0, a HE HA000pOT;

o JUISL pa3bsICHEHUS MOJIO0XKEHHUM TOKJIaaa MCIOIb30BaTh pa3Hble BHUJIbI CIAilIoB: €

TEKCTOM, C TaOJIMIIaMH, C TMarpaMMaMu;



J aro0asi Mpe3eHTalus J0JDKHA UMETh COOCTBEHHYIO JApamMaTypruio, B KOTOPO
€CTb:!
«3aBsi3Ka» - MPOOYXKIEHUE MHTEpEca ayIUTOPHH K TeMe COOOUIeHUs (SIPKUN HATJIsTHBIN

npumep);

«pa3BUTHEY - IEMOHCTPAIUSI OCHOBHOW HH(OPMAIIMH B JIOTHUECKOH MOCIIEI0BATEILHOCTH
(uepeoBaHUE TEKCTOBBIX U IPapUIECKUX CIIANIOB);

«KyTbMUHAIUS» - TPEACTABICHUE CaMoOro TJaBHOTO, HOBOTO, HEOKUIAHHOTO
(3MOLIMOHAILHBIN pEYEBOM WIIM WILTIOCTPATUBHBIN 00pa3);

«pa3Bsi3kay - GOPMYITHPOBAHUE BHIBOJAOB WIIH MPAKTUIECKUX PEKOMEH AN (BHICOPST).

3. OdopmieHune nmpe3eHTauu

OdopMieHne Mpe3eHTaINK BKIIOYAET B Ce0s CISAYIONTYI0 0053aTeNbHYI0 HH()OPMAIIHIO:

TUTyIBHBIN IUCT

- IPE/ICTABISAET TEMY JI0KJIaJa U UMs aBTOpa (UM aBTOPOB);

- Ha 3allUTe KypCOBOM WM IUIUIOMHOH paOoThl yKa3bplBaeT (paMUIMIO U MHULUAJIBI
HaY4YHOT'O PYKOBOJAUTEJIS WIIM OpraHU3alH;

- Ha KOH(epeHLusAX 0003HavaeT JaTy U Ha3BaHUE KOH(EPEHIUH.

[1nan BeICTYIUIEHUS

- (hopMyIMpyeT OCHOBHOE COZiep)KaHue okiiaaa (3-4 myHKTa);

- (hukcupyeT MOpsAIOK U3JI0KESHUS HHPOPMALINY;

CopepxaHue mpe3eHTaluu

- BKJIIOYAET TEKCTOBYIO U TpapuuecKyro nH(HOPMAIIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTBI COOOIIICHHUS;

- MOJKET MPEJICTABIIATh CAMOCTOSTEIbHBIN BapUAHT JIOKJIA/1a;

3aBeplileHue

- 000011a€eT, MOABOAUT UTOTH, CYMMHUPYET HHPOPMALIUIO;

- MOJKET BKJIIOUYATh CITUCOK JIUTEPATYPHI K AOKIANY;

- COJICPKUT CJIOBa 0J1aroJlapHOCTH ayAUTOPHH.

4. lnzaiiH npe3eHTanuu

TexkcroBoe odopmieHue

o He crout 3amonHaTh cnai CIUIKoOM OONbIINM 00beMOM HH(pOpMaLUK - Ty4Ilie
BCETO0 3alIOMHUHAIOTCS HEe Ooiiee 3-X (pakToOB, BEIBOJIOB, ONIPEICTICHUH.

) OnTumanbHOE YMCIIO CTPOK Ha crnaiige — 6 -11.

o KopoTtkue ¢pa3pl 3amoMuHaOTCs BH3yaldbHO Iyumie. [IyHKTBI mepedHeil He
JIOJIKHBI TIPEBBIIIATH IBYX CTPOK Ha ¢pasy.

. HauGonpmrast 3¢heKTUBHOCTh JOCTHTAaeTCs TOT/A, KOTJa KIIOYEBBIC ITYHKTHI
0TOOpaXkaroTcs MO OJIHOMY Ha Ka)kJIOM OTAEJIbHOM claiijie

. Ecnu TekCT COCTOMT M3 HECKONbKHX ab3aleB, TO HEOOXOAMMO YCTaHOBUTb
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX Ay ad3alamH.

. KiroueBsie ciioBa B ”HGOPMAIIMOHHOM OJI0KE BBIIEISIFOTCS LIBETOM, IPU(TOM HIIH
KOMITO3UIIUOHHO.

o Wudopmanuio mOpearnodTuTeNIbHee pacrojiaraTh TOPU30HTANbHO, Hauboiee
BaXXHYIO - B IIEHTPE IKpaHa.

J He cneayer 310ynorpeOnsTe OONBIIMM KOJMYECTBOM MPEUIOrOB, Hapeyui,
MpUIaraTeIbHbIX, BBOJHBIX CIIOB.

J [{udpoBsie MaTepuaibl JIydlle MPEACTAaBUTh B BHJIE TPAQUKOB W JHarpaMMm —
TaOIHUIIBI C MU(PPOBBIMU JTAaHHBIMHU HA CJIaiiic BOCTIPUHUMAIOTCS TIIOXO.

J Heo6xoaumo oOpaTuTh BHUMaHHE HAa IPAaMOTHOCTh HAaNUCaHUA TeKCTa. OmuOKu

BO BECh dKpaH MPOU3BOIAT HENPUATHOE BIICUATICHHE
pudrosoe odpopmienue



. [MpudTter 6e3 3aceuek (Arial, Tahoma, Verdana) untarorcs nerye, 4eM rpoOTECKH.
Henb3st cMemmBaTh pa3iMyHble TUTBI IIPUPTOB B OJJHON MPE3CHTAIINH.

J HIpudroBoii KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pa3Mepa HpudTa, ero
TOJIIMHBL, HAYepTaHusI, (POPMBI, HATIPABIICHUS U IBETA;

. Jlns 3arosoBka romutcs pasMep mpudra 24-54 myHkra, a s Tekcra - 18-36
IIYHKTOB.

J Kypcus, nomguepkuBanue, KUPHBINA MPH(PT UCTIONB3YIOTCS OrPaHHYEHHO, TOJIBKO
JUISL CMBICJIOBOTO BBIJICJIEHUS! ()ParMEHTOB TEKCTA.

J JlJ11 OCHOBHOT'O T€KCTa HE PEKOMEHIYIOTCS IPOMHUCHBIE OYKBBI.

LIBeToBOE OOpMIICHHE

J Ha ognom crnaiine He ucmonb3yercs 6ojee Tpex UBETOB: (HOH, 3aroJI0BOK, TEKCT.

J [{BeT mpudTa u uBer GoHa TOIHKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTATHCSI, HO HE pe3aTh IJ1a3a.

o i doHa npeAnodTuTENbEHEE X0JI0AHbIE TOHA.

o CymiecTByIOT He couyeTaeMble KoMOuHaMM 1BeToB. OO0 3TOM MOXXHO Y3HaThb B
CrelManbHOM IuTeparype.

. UepHblii 1BET MMeEET HETaTUBHBIM (MpayHblil) NOATEKCT. benblii Ha uyepHOM
YUTACTCS III0XO.

o Ecnu npesenTanust 6osiblias, TO €CTh CMBICT Pa3eiuTh €€ Ha YacTU C TOMOIIBIO
LIBETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh pa3Hblil SMOIMOHAIbHBINA HACTPOM.

o Henb3st BbIOUpaTh GOH, KOTOPBINA COAEPKUT aKTUBHBIN PUCYHOK.

Kommosutmonnoe oopmieHue

o Cnenyer coOmtomath eauHblii cTwib odopmieHus. OH MOXKET BKIIOYATh
onpeeneHHblil mWpudT (rapHUTYpa U 1UBET), (OH 1[BeTa UIU (DOHOBBIA PUCYHOK, NEKOPATUBHBIN
9JIEMEHT HEOOJIBIIIOTO pa3Mepa | T.J.

. He npuemiemsl CTHIIN, KOTOpBIE OYAYT OTBIEKATh OT MPE3EHTAIIHH.

. KpyrmHbie 00beKThl B KOMITO3UIIUN CMOTPSITCS HEBAXKHO.

. Bcenomorartensnass  uHdopmanus  (YOpaBisiollie  KHOMKH) HE  JOJDKHA
npeo0IagaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpaIuei).

. Jlnst cepbe3HO# Mpe3eHTalli OTOMPAIOTCS IIa0JIOHBI, BHIMOJHEHHBIE B JACTIOBOM

CTUJIE.
AHnumMarmonnoe oopmieHue

. OcHOBHas pojb aHUMANUW — JO3UPOBaHHUA HH(POpMAu. AYIAHTOpPHUS, Kak
NpaBWiIO, Jy4lle BOCIHPHHAMAET WH(POPMANUIO TOPIHUSIMH, HEOOJIBIIUMH 3pUTEIEHBIMU
(bparMeHTamu.

. AHUMAITUS WCTONB3YeTCsl JUIS TIPUBJICYCHUS BHHUMAHUS WM JIEMOHCTPAIUH
pa3BUTHS KaKoTo-JIMOO0 Tporecca

o He ctout 3moynotpebsath aHUMAaIMOHHBIMU 3P PeKTaMu, KOTOPHIE OTBIEKAIOT OT
COJIepKaHUs WIH YTOMJISIIOT TJIa3a YUTAIOIIIETO.

o OCOOCHHO HEXeNmaTebHO YacTOo€ WCIOJh30BAHWE TAKMX aAHUMAIMOHHBIX
7¢(eKToB Kak BBIJIET, BpallleHHe, BOJHA, TOOYKBEHHOE TIOSIBIIEHUE TEKCTA.

3BykoBO€ oopmiieHHE

J My3bIKaIbHOE COMPOBOXKIACHWE TPU3BAHO OTPA3UTh CYTh WIH TIOAYEPKHYTH
0COOEHHOCTH TEMBI Cllaiila MM BCEH MPEe3eHTAIluH, CO3/aTh ONPENEICHHBIA MOIMOHATBHBIN
HAaCTPOM.

o My3bIKy 1e1ecoo0pa3HO BKJIOYATh TOTNA, KOT/A TMpe3eHTanus uaeT 0e3
CJIOBECHOTO COTIPOBOKICHUSI.

o 3BYKOBOE CONPOBOXKJICHHE UCIIOIB3YETCS TOIBKO 110 HEOOXOIMMOCTH, IIOCKOJIBKY
naxe (hoHOBasi TUXask My3bIKa CO3JaeT U3JIUITHUH [ITyM U MEIIaeT BOCTIPUSATHIO CONCPIKAHMUS.

. Heob6xoaumo BbIOpaTh ONTUMAIBEHYIO TPOMKOCTD, UTOOBI 3BYK OBLIT CIIBIIIAH BCEM
CIIymaTeseM, HO He ObLT OTITYITUTEIbHBIM.



I'paduueckoe opopmieHue

. Pucynku, ¢ororpaduu, auarpaMMmbl TPH3BaHbl  JIONOJHUTH  TEKCTOBYIO
nH(GOPMAIIHIO WK Iepeaath e€ B 00Jiee HATJIIHOM BH/IE.

° Henp3s mpenctaBisTh pUCyHKH M (OTO IUIOXOTO KAa4eCTBA MIIM C MCKaKEHHBIMH
MPOTTOPIIUSIMHU.

° KenatenpHo, dYTOOBI H300pakeHHME OBUIO HE CTOJBKO (OHOM, CKOJIBKO
WUTIOCTPAIMEH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI IOMOYb ITO-HOBOMY IIOHSATH M
PaCKpBITh €TO0.

J Cnenyer u3beratb HEKOPPEKTHBIX WIUIIOCTPALMi, KOTOpbIE HEMPAaBWIBHO WU
JBYCMBICIICHHO OTPa)Kat0T CMBICT HH(POPMAIUH.
J HeobxonnMo 103a00TUTBECS O PAaBHOMEPHOM M PAllMOHAILHOM HCIIOIh30BAHHUH

IIPOCTPAHCTBA Ha Cllaiijie: eciii TeKCT IepBUYEH, TO TEKCTOBOM ()parMeHT pa3MelIaeTcs B JIEBOM
BEPXHEM YTy, a TpapuecKuii pUCYHOK BHU3Y CIIpaBa U HA000POT.

o WnmtocTpaniin  peKOMEHIYeTCsl  CONPOBOXAATh  MOSICHUTENIBHBIM — TEKCTOM.
[Toanucu K KapTHMHKaM JIydlle BBIIOJHATH COOKY MJIM CHHU3Y, €CJIM 3TO TOJBKO HE Ha3BaHUE
CaMoro ciaiaa.

o Ecnu rpaguueckoe nzoOpakeHHe HCIONIb3YyeTcs B KauecTBe ()OHA, TO TEKCT Ha
3TOM (OHE JI0JKEH OBITh XOPOILIO YUTAEM.

TaGnuue! u cxemsl

o He crout BcTaBiATh B Mpe3eHTANMIO OOJbIINE TAOMUIBI — OHH TPYIHBI IS
BocrpusTHA. Jlydiie 3aMeHUTh UX rpaduKaMu, TOCTPOCHHBIMH HAa OCHOBE 3THUX TAOJHII.

o Ecnu Bce ke TabnuIly MokaszaTh HaJo, TO CJIEAYeT OCTaBUTh KaK MOKHO MEHbIIIE
CTPOK M CTOJIOL0B, 0TOOPAB U Pa3MECTHB TOJILKO CaMble BaXKHbIE JaHHBIE.

J [Ipr MCnoNB30BaHMU CXEM Ha claiiiax HeOOXOIMMO BBIPOBHATH PSiIbI OJIOKOB
CXEMBI, pacCTOSHHE MeXJ1y OJoKaMu, J00aBUTh COEIWHUTEIbHBIE CXEMBbl INPU MOMOILU
MHCTPYMEHTOB ABTOQUTYD,

o IIpy co3maHuMM CXEM HYXXHO YUYUTBIBATH CBSI3b MEXKIY COCTaBHBIMHM YacTSIMU
CXEMBI: €CJIM OHM PaBHO3HAYHBI, TO 3aMIOJHSIOTCS OJJHUM HIPUPTOM, (POHOM U TEKCTOM, €CIIH €CTh
NEpBOCTENEHHAass MH(OpMaIus, TO OHA BBLAEIAETCI OCOOBIM CHOCOOOM C  TOMOIIBIO
OpPraHU3al[MOHHBIX AUATPAMM.

Aynuo u Buzieo opopmieHue

J Buneo, xuHO M Tene marepuanbl MOTYT OBITH HCIIOJIB30BAHBI MOJIHOCTHIO WM
(dparMeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOpPBIE MPECIEAYIOTCS.

o [TpomomkUTELHOCTD (prIbMa HE TOJIKHA MPEBbIATh 15-25 MUHYT, a pparMeHTa
— 4-6 MUHYT.

J Henw3sa wucnonp3oBaTh JBa (¢uibMa Ha OJHOM MEpPONPUATHH, HO [0Ka3aTh

(dbparMeHTH! U3 IBYX (GUIBMOB BIIOJHE BO3MOXKHO.

IHoaroroBka k 3Kk3aMeHy. ['OTOBUTBCS K JK3aMEHY HY)KHO 3apaHee M B HECKOJIBKO
aTanoB. /s 3toro:

. IIpocmarpuBaiiTe KOHCHEKTBHI JIEKIMM cpa3y MOcie 3aHATHM. OTO IOMOXKET
pa300paThbCs ¢ HEMOHATHBIMU MOMEHTaMH JIEKIIMY U BO3HUKIIMMH BOIIPOCAMHU, ITOKA €I1e JeKIUs
CBEXKa B ITAMSATH.

. bernmo mpocmarpuBaiiTe KOHCIEKTH JO Hadajlia CIEIYIOIIEro 3aHATHS. JTO
MTO3BOJIUT «OCBEXHUTH» MPEABIAYIIYI) JIEKIIUI0 M IOATOTOBUTHCA K BOCIPUATHIO HOBOIO
Marepuana.

. Kaxyro Henenro oTBouTE BpeMs JUIsl HOBTOPEHUS MIPOMIEHHOIO MaTepurara.

HemnocpencTBeHHO 1pu MOATOTOBKE:

. Ynopsao4bTe CBOM KOHCIIEKTBI, 3aIIMUCH, 3aaHUS.

. [TpukuHbTE Bpemsi, HEOOXOAUMOE BaM Ul MOBTOPEHUS KaXAOH yacTu (Os0Ka)
MaTrepHuaa, BBIHOCUMOI'O Ha 3a4er.

o CocraBpTe pacliMCaHKe ¢ y4€TOM CKOPOCTH IIOBTOPEHUS MaTepHaa, JUisl 4ero



. Paznenure Bompockl s SK3aMEHa Ha 3HAKOMbIE (IO JIEKIIMOHHOMY KYpCY,
ceMHUHapaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL MOBTOPEHHUS U HOBBIE, KOTOPbHIE
MPUACTCS OCBaMBaTh CAMOCTOATENbHO. HauHuTe ¢ TeM XOPOII0 BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOUIbI0 KOHCIEKTa M y4eOHUKA. 3aTeM MOMOJHUTE CBOM TEOpPETHUECKUM Oara’k HOBBIMU
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

J [IpaBWJIBHO HCIONIB3YHTE KOHCYJbTAllMU, KOTOPBIE MPOBOAUT IPENOJ/IaBaATENb.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Moxkere
MOJIYYUTh Pa3bsCHEHHE IO TTOBOAY CJIOKHBIX, HE JO KOHIIA MTOHATHIX TEM, HO HE PaCCUMUTHIBANTE
BO BpeMs KOHCYJIbTAIlMU Ha HCYEPIIBIBAIOIIYIO HH(OPMALIMU MO COAEPKAHUIO BCETO Kypca.



