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JIner akryaauszanuu padoueil mporpaMmbl

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

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmotpeHa, odcyxieHa u ogoopena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3aceqannu kadeapsr Ilemarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

(hopMupOBaHHE CIOCOOHOCTH UAECHTU(PHUIIMPOBATH HOPMATUBHYIO CpEy AJIsl peain3anuu
Pa3IMYHBIX HANIPABICHUN MPO(ECCHOHANBHOM IEATENIEHOCTH, PelIaTh NpodhecCHOHaIbHBIC

3aJladyd B COOTBETCTBUU C HOPMAaTUBHBIMH IIPAaBOBBIMU aKTaMU B cpepe oOpa3oBaHus U
HOpMaMy TPO(ECCHOHANBHON ATHKH, O0€CleYrnBaTh JOKYMEHTALMOHHOE COIMPOBOXKACHUE
o0pa3oBaTeNbHOl,  YIOpaBIEHYECKOM M Hay4YHO-HCCIENOBATEIbCKOW  JI€ATEIbHOCTH
00pa30BaTeNbHON OpraHU3aIiy.

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

Huctnuuimaa HopmatuBHO-TIpaBOBOoe OOEcCIieYeHUE yIpaBiieHUs 00pa30BaHUEM C
NPAaKTUKyMOM 110 JEJONPOM3BOACTBY BXOAMT B O0SA3aTENbyl0 4YacTh Y4eOHOTo IuIaHa
00pa3oBaTebHON MPOTPAMMBI.

Jns  u3ydeHWs  AMCUUIUIMHBL ~ HEOOXOAMMBI  3HaHMA  (YMEHUS,  BIIAJCHHA),
c(hOpPMHUPOBAHHBIC B PE3YJIBTATE U3YUCHHUSI JUCITUTUTUH/ IPAKTUK:

[IpakTHKyM 1O perIeHuto MpodhecCHOHAIBHO-TIEAarOrMYECKIX 3a/1a4

[TpoekTrpoBaHWE U MOHUTOPUHT B 00pa30BaHUM

CoBpeMeHHBIE TPOOJIEMbI HAYKU B 00pa30BaHHS

[Tpon3BoACTBEHHAS - TEJATOTUYECKAs TPAKTHKA

WHHOBaIMOHHOE MPEANTPUHUMATEIBCTBO

Opranu3anus MPOCBETHTEIHCKON NEATETLHOCTH B CUCTEME 00IIIeTo 00pa30BaHHs

TexHonorun opraHu3anuu 0Opa30BATENBHOTO NPOIECCa B CHCTEME COBPEMEHHOTO
o0paszoBaHMs

TexHonoruu pa3paboTKH MPOrpaMm AesITeTbHOCTH 00pa30BaTEIBHOTO YUPEIKIACHUS

VYnpasienne 06pa3oBaTeIbHBIMUA U BOCITUTATEIBHBIMA CHCTEMAMU

VYyeOHasi - 03HAKOMUTEIbHAS IPAKTHKA

[TpakTHKyM 1O pereHuto MpodecCHOHATBHO-YIIPABICHYECKHUX 33124

[IpousBocTBEHHAs - MPAKTUKA MO MOMYYEHUIO MPOPECCHOHATBHBIX YMEHHM U OIbITa
PO eCCHOHAIBHON CSITEIbHOCTH

VYnpasnenue o6pazoBaHueM

[lcuxomoruyeckue OCHOBBI YIpaBJIEHUS TEPCOHAIOM B  00II€00pa30BaTENbHBIX
OpraHu3aIsIX

VYnpaBieHrne BOCIIUTATEIbHBIMU CHCTEMaMHU

3HaHus (YMEHUs, BIAJEHUS), MOTYYCHHbIE MPU U3YYCHUU TAHHOW TUCIUIUIMHBI OyIyT
HEOOXOIUMBI JUTSl U3yUSHUS TUCIUTUTIH/TIPAKTHK:

[IpakTHKyM 1O pereHuo MpodecCHOHAIFHO-TIEarOrMYECKIX 3a/1a4

[IpousBocTBEHHAs - MPAKTUKA MO MOMYyYEHUIO MPOPECCHOHATBHBIX YMEHHM U OIbITa
PO eCCHOHAIBHON CSITEIbHOCTH

VYnpasieHue kauecTBOM o011ero oopa3zoBaHus

BrinmonHeHue 1 3a1uTa BeITYCKHOW KBaTU(UKAIIMOHHON paOOTHI

[IpoexTrpoBaHWE U MOHUTOPUHT B 00pa30BaHUU

[ToxroToBka K cadue u caada rocyAapcTBEHHOTO IK3aMeHa

[TpowusBocTBEHHAS - IPEATUTIIIOMHAS PAKTUKA

[TpakTHKyM 1O pereHuto MpodhecCHOHATEHO-YIIPABICHYECKHUX 33124

[Tpou3BoCTBEHHAS - HAYYHO-UCCIIEIOBATEIbCKAs padoTa

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILIMHBI (MOAYJIS) U IJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbTare ocBoeHust qucuIuinHbl (Moayis) « HopmaTtuBHo-paBoBoe obecrnieueHue
ylpaBiieHus] 00pa3oBaHUEM C MPAKTUKYMOM I10 JENONPOU3BOACTBY» OOYUaIOIIMNCS TOJIKEH
001agaTh CIeAyIOIUMI KOMIETEHIMSMMU:



Kon unaukatopa

WNHnukaTop TOCTHKEHUS KOMIIETEHITUN

OIIK-1 CnocoGeH oCymIeCTBISATh U ONTHMHU3UPOBATH MPOPECCHOHATBHYIO JEATEILHOCTh B
COOTBETCTBMM C HOPMAaTUBHBIMH IIPaBOBBIMH aKTaMH B cdepe 00pa3oBaHHs M HOPMaMu
npodecCHOHATLHON YTUKHI

OIIK-1.1 AHanu3upyeT M HCHOJIb3YET HOPMATHUBHBIE IIPABOBBIE JIOKYMEHTBI,
perinaMeHTHpyoLe TpeOoBaHus K NPOo(eCcCHOHAIBHOM 1€ TeIbHOCTH

OIIK-1.2 [IpumMeHnsieT HOpMaTHBHO-TIPABOBHIE aKTHI B cepe 00pa3oBaHus C y4eToM
HOPM PO eCCUOHATILHON STUKU

OIIK-1.3 OcymiecTBiisieT MPOoPECcCHOHATHPHOE B3aUMOJCHCTBHE C yYaCTHHKAMU

o0pa3oBaTeNbHBIX  OTHOIIGHMA B COOTBETCTBUM C  HOpMamu
npodeCcCUOHATBHON STHKHU




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

YUCJIC:

— KOHTaKkTHas pabora — 8,6 akaj. yacos:
— aynuTopHas — 6 akaJi. 4acos;
— BHEAyIUTOpHas — 2,6 akaJl. 4acoB;

— caMocrosTenbHas padora — 90,7 aka. 4yacos;
— B (hopme mpakTHyeckoit moarotoBku — 0 akaj. yac;

— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yac

(DOpMa aTTeCcTaluu - 3K3aMCH

AynuropHas ) =
KOHTaKTHas paboTa E 3 ®dopma TeKyIero
=
B aKaj. yacax o Bun KOHTPOJIS
Pasnen/ Tema 3 (B axaz. vacax) S . P Kon
> S © | CaMOCTOSTENBbHOM | ycIieBaeMOCTHU U
JUCLIATUINHBI = [ . | xommeTeHUM
Q & paboThI TIPOMEKYTOYHOH
nab. | mpakr. | 23 aTTecTalyy
Jlek. < S 11
3aH. 3aH. | QO &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obecrieyeHue  YIpaBIEHYECKOH
JeITeTLHOCTH B
00pa3oBaTeIbHON OpraHU3aliU
Wzyuenue
TEOPETHYECKON H
MpaKTHUECKOMH
JUTEPATypPHI MO
Teme
Ormpoc
Pabora ¢
11 TIpuHuune! Jomainee
OpraHu3aluu uiopMaIHOHHO- MPaKTUYECKOE
HI()) MaTHBHO-IIPAaBOBOI TIpaBOBRIMH p3a anue 1 OINK-1.1,
p P y 05 1 18 nopranaMu A OIK-1.2,
6asbl 00pazoBateabHOM Tecr 1
Tapasnr, OIlK-1.3
JeSITeTLHOCTH B KonTponbHas
N Koncynprantllnto
Poccuiickoit denepannu pabota
¢, Pocapxus.
OK3aMeH
Brinonnenue
KOHTPOJIBHOM
paboThI
ITonroroBka k
) TECTHPOBAHHIO
Nzyuenue
TEOPETHYECKON H
MIPAaKTUIECKOU
JATEPATypPHI MO
Teme
1.2 CocraB  JOKaJTbHBIX Pabora ¢ Omnpoc
MIPaBOBBIX aKTOB HHPOpMaIMOHHO- |[loMaliHee 3aaHne
00pa3oBaTenbHOM IPaBOBBIMU 2 OIIK-1.1,
OpTraHM3aIHH. 0,5 1 18 MopTaIaMu Tecr 1 OIIK-1.2,
IOpunnueckas cuia I'apanr, KonrtponbHas OIIK-1.3
YIIPaBICHYECKHX Koncynprantlliro pabora
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Brimonnenune
KOHTPOJIbHOM
paboTb
IToxroroBka k
TECTHPOBAHHIO
Hroro no pazaeny 1 2 36




2. Pasmen 2.

Oprann3anus

JIEJIOTIPOU3BOJICTBA
00pa30BaTENbHBIX YIPEKICHUSIX
Wzyuenne
TEOPETUIECKON U
MPaKTUYECKOU
JUTEPaTypHI 1O
Teme
Omnpoc
PaGora c HOMaI:JJHee
21 OcobeHHocTi HHPOPMAITHOHHO-
MIPAaKTHIECKOe
OpraHu3alu MIPaBOBBIMHU OIIK-1.1,
3amanue 3
JIeJIOTIPOU3BO/ICTBA 0,5 0,5 16 opTajJaMu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Tapasnr, OIIK-1.3
KonrtponbHas
OpraHu3aluu Koncynsrantlloto a6oTa
¢, Pocapxus. P
Ok3aMeH
Brimonnenue
KOHTPOJIBHOMN
paboThI
ITogroroska k
TECTHPOBAHHIO
Wzyuenue
TEOPETUUECKON 1
MPaKTHIECKOH
JATEPATypPHI MO
Teme
Omnpoc
Pabora ¢ P
Jomanraee
UH()OPMAIIMOHHO-
NPaKTHYECKOe
2.2 JIOKyMEeHTHpOBaHHE MIPaBOBBIMHU OIlK-1.1,
. 3amanue 4.
00pa3oBaTenbHOI 0,5 0,5 15 noprajlamMmu OIIK-1.2,
Tecr 2
EITENLHOCTH Tapasnr, OIIK-1.3
KonTponpaas
Koncynprantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenue
KOHTPOJIBHOM
paboThI
IloaroroBka k
TECTUPOBAHUIO
Nsyuenune
TEOPETUYECKON U
MPAKTUYECKON
JIUTEPATYPHI 110
paryp 3aciymmBaHue
Teme JIOKJIa7I0B
Pabora ¢ CTYACHTOB
2.3 OcobeHHOCTH HHPOPMAITHOHHO- Y
Homaninee
JIOKyMEHTUPOBaHUS MIPABOBBIMHU OIlK-1.1,
. MIPaKTHIECKOe
TPYAOBBIX OTHOIICHUH B 0,5 12 opTanaMu OIIK-1.2,
. 3ajganue 5
00pa3oBaTenbHOM Tapasnr, Teer 2 OIIK-1.3
OpraHu3aluu Koncynprantlliro
KonrtposbHas
¢, Pocapxus.
pabora
Brinonxenue
. OK3aMeH
KOHTPOJIbHOM
paboTsI
IToaroroBka k
TECTHPOBAHHIO




Wzyuenne
TEOPETUIECKON U
MPaKTUYECKOU
JUTEpaTypHI O
Teme 3aciymuBaHue
Pabota c HOYKH;MOB
24 Crpykrypa UH()OPMAILIMOHHO- CTYIEHTOB
JOKYMEHTallbHOTO  (hOHIa IPaBOBBIMH Y
N Homaninee
00pa3oBaTenbHOI MopTagaMu DAKTHEECKOE OIIK-1.1,
OpraHu3aIlHy. 0,5 11,7 Tapasnr, P OIIK-1.2,
3amanue 6
Homenknatypa Jen Koncynprantllnto Teer 2 OIIK-1.3
obpazoBaTenbHON ¢, Pocapxus.
KonrtponbHas
OpraHH3alNH Bemonxenue
M pabora
KOHTPOJIBHOI
OK3aMeH
paboTh
IoaroroBka k
TECTUPOBAHUIO
ITogroroBka k
9K3aMEeHY
Hroro no pazpeny 2 54,7
Hroro 3a cemectp 90,7 9K3aMeH
Hroro no aucnumnnuze 4 90,7 DK3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npouecce 00y4yeHus no JUCHUIUIMHE IPUMEHSIOTCS CIIEAYIOIINE TEXHOIOTUH.

1. TpagunuoHHble 0Opa3oBaTEIbHBIE TEXHOJOTUH, MPEANOJIATaAOIUe PIMYIO
TPAHCIALMIO 3HAaHUM OT mpenojaBareist K CTYyAEHTY (NPEeUMMYIIECTBEHHO Ha OCHOBE
O0BSICHUTENBHO-WILTIOCTPATUBHBIX METO/I0B 00yueHUs ). YueOHas qesITeIbHOCTh CTYACHTa HOCUT
B TAKUX YCJIOBHUSAX, KaK [IPABUIIO, PENIPOLYKTUBHBIA XapaKTep.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TPATULIMOHHBIX TEXHOJIOTHIA:

IIpakTueckoe 3aHsTHE, MOCBSIICHHOE OCBOCHUIO KOHKPETHBIX YMEHHUH M HABBIKOB IIO
IPEJIOKEHHOMY aITOPUTMY.

2. TexHosioruu npoOJEeMHOro oOyudeHHs] — opraHu3anus o0pa3oBaTebHOrO Ipoliecca,
KOTOpas MPEeIoJaracT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YUEOHBIX MPOOIEMHBIX
CUTYalUH JUIsl CTUMYJIMPOBAHUS AKTUBHOW I03HABATEIbHOU AEATEIbHOCTHU CTYICHTOB.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TEXHOJIOTHIA MPOOIEMHOTO 00ydeHUS:

[IpakTuyeckoe 3aHsATHE B (OpMe NpPaKTUKyMa — OpraHu3anus ydyeOHOH paboThl,
HanpaBJICHHAs Ha PEIICHHE KOMIUICKCHOW Y4YeOHO-IIO3HABATEIbHON 3aJaud, TPEeOyIoImed OT
CTYJEHTAa IPUMEHEHNUS KaK HAYYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

[IpakTrueckoe 3aHATHE HA OCHOBE KeHC-METOJa — 00y4eHHE B KOHTEKCTE MOJEIUPYEMOI
CUTYallUH, BOCIIPOU3BOALIECH peabHble YCIOBHUS HAYYHOU, IPOM3BOJICTBEHHOM, 00111eCTBEHHOM
nesTesibHOCTH. OOyvarouiyecsl JOJKHBI NPOAHATM3UPOBATh CUTYalUIO, pa3o0paTbCcsi B CYTH
npo0ieM, IPeAIoKUTh BO3MOKHBIE peIlIeHHs U BbIOpaTh Jyullee U3 Hux. Keiicol 0azupyroTcs Ha
peaibHOM (PAKTHUECKOM MaTepHalle Uil e NPUOIMKEHbI K peaIbHONW CUTYalUH.

3. TexHonoruu NpoeKkTHOro oO0y4eHUs — OpraHuszalus o0Opa30BaTELHOIO Ipoliecca B
COOTBETCTBUU C QJITOPUTMOM IIO3TAIHOTO PELICHUS MPOOJEMHOM 3aJaydl WM BbIIOJHEHUS
yuebHoro 3ananus. [IpoekT npennogaraer COBMECTHYIO y4eOHO-I103HABATEIbHYIO 1€ TEIbHOCTh
IPYNIbl CTYJIEHTOB, HAIIPABJICHHYIO HA BbIPaOOTKY KOHIEMIMM, YCTAHOBJICHHUE L€ U 3a1ad,
(GOpMYIHUPOBKY OKHJAEMBIX PE3yJIbTaTOB, OINpEJeNeHHE NPUHLUIOB U METOAMK peIIeHUs
MOCTaBJIEHHBIX 3ajay, I[UIAHUPOBaHHWE XoAa pabOThl, MOUCK JOCTYMHBIX M ONTUMAJIbHBIX
pecypcoB, MO3TANHYIO pEaTu3allyio IJjaHa paboThl, MPE3EHTALMI0O PEe3ysbTaToB pPabOThHI, MX
OCMBICITICHHE U PeIIKCHIO.

NupopmaninoHHbli  MpPOEeKT — y4yeOHO-TIO3HABAaTENbHAs JAESITENBHOCTh C  SIPKO
BBIPa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (IIOUCK, OTOOP U cHCTeMaTU3alus HHPOpMaLuu
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYAaCTHUKOB IPOEKTa ¢ 3TOW MH(OpMalMel, ee aHalIu3 U
o0o011eHune 115 Mpe3eHTauu 6osee HMPOKON ayTUTOPHH).

5.  HHdpopMannoHHO-KOMMYHHKAlIUOHHBIE ~ OOpa3oBaTelIbHBIE  TEXHOJOTHH  —
oprasu3zaiys 00pa3oBaTeIbHOIO MPOIecca, OCHOBAHHAS HA MPUMEHEHUH CHEelMaTIU3UPOBAHHBIX
IPOrPaMMHBIX Cpell M TEXHUYECKUX CPEACTB padoThl ¢ MH(opmanuein. HTepHEeT-TeXHOIO0rus
(ceTeBast TEXHOJIOTHUs), OCHOBaHHas Ha HWCHOJBb30BAHUU TJIO0ANBHBIX U  JIOKAJIBHBIX
KOMIIBIOTEPHBIX ~ CEeTeH, oOecrneynBaeT JAOCTynma oOydaromuxcsi K HHGPOPMAMOHHBIM
o0pa3oBaTeNbHBIM pecypcaM U (OpPMHUPYET COBOKYIMHOCTh METOJIMYECKHX, OPraHU3allMOHHBIX
TEXHUYECKUX U MPOrPaMMHBIX CPEJICTB pealiv3allid M YIpPaBJIEHUS Y4eOHBIM IPOIECCOM
HE3aBUCHMO OT MECTOHAXOXKJEHHS €ro CyOBeKTOB [UIi JAMCTAHIMOHHON TOAIEPKKU
00pa3oBaHUs CTYJ€HTOB C OTPAaHMYEHHBIMU BO3MOXKHOCTSMH 37J0POBbSI, OJJAPEHHBIX CTY/AECHTOB,
OpraHM3alMy JUCTAHLMOHHOIO KOHTPOJS 3HAaHWM CTYIEHTOB M NPOBENCHHUS 3aHITHH C
HCIIOJIb30BaHUEM JMCTAaHLMOHHBIX OO0Opa30BaTEIbHBIX TEXHOJOTUH JUIS TPOITYCKAOLIUX
ayJUTOpPHBIE 3aHATUS MO NpuUYMHaM Oosie3HH. DOopMBI yueOHBIX 3aHATHI C HCHOJIB30BAHUEM
MH(OPMallMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTHIl: MpakTUYecKoe 3aHsATHE B  (opme
IIPE3EHTALMU — IPECTABIIEHUE PE3YIBTATOB IPOEKTHOM MJIM UCCIIEOBATEIBCKOMN JEATEIBHOCTH.



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: 12.01.2022). - MakpooObekT. - 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: 12.01.2022). - 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. ¢ TuTyim. 9KkpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara oOpamenus: 12.01.2022). - Maxkpooobekr. - Tekcr

AMekThoHURI - Crenernug mocTvitanl Takxe ua CN-ROM

0) lonmotHuTeEIBHAS TUTEPaTypa:

1.ABepbsiHoBa, T. A. JIoMKHOCTHBIE HHCTPYKLIUN 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: 12.01.2022). - MakpooobekT. - Tekcr
3NIEKTPOHHBIN. - CBeieHns ToCTyIHBI Takke Ha CD

2. AnuapeeBa, C. JI. Opranmzamus paboTel C  OOpallleHUSAMH  TpaKIaH
ydaeoHo-Merouyeckoe nocodue / C. JI. Auapeesa ; MI'TY. - Marautoropek : MI'TY, 2016. - 1
snektpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. okpanma. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mara obpamenus: 12.01.2022). - Makpoobobekt. - Tekct
AJIEKTPOHHBIH. - CBeleHus 1ocTynHbI Takke Ha CD-ROM.

3. barayraunosa, C. ®@. YrpaieHue AOIIKOIBHBIM 00pa3oBaHHeM . yaeOHoe mocooue /
C. @. barayrmunoBa ; MI'TY. - Marautoropck : MI'TY, 2015. - 1 31eKTpoH. ONT. JUCK
(CD-ROM). - 3arin. c TUTYI. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1427.pdf&show=dcatalogues/1/1123
945/1427 pdf&view=true (mara oOpamenus:12.01.2022). - MakpooOobekr. - TekcT
AJIEKTPOHHBIH. - CBeleHus 1ocTynHbI Takke Ha CD-ROM.

4. banemckas, H. P. IlpaBoBoe perymupoBaHue TpyJa TOCYIapCTBEHHBIX U
MYHHUIMTATBHBIX CIyXamux : ydeoHoe nocodue / H. P. Banbiackas, JI. M. PaxumoBa, B. M.
apyposa ; MI'TY. - Marauroropck : MI'TY, 2017. - 1 snextpoH. onr. quck (CD-ROM). - 3arm.
c THUTYII. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3205. pdf&show—dcatalogues/1/1136
718/3205.pdf&view=true



(mata oopamenus: 12.01.2022). - 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: 12.01.2022). - Makpoobobekr. - 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 (mara oOpamenus: 12.01.2022). - 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

MarepuanbHO-TEXHHUECKOE 00eCIIeUeHUE JUCIUTUINHBI BKITFOUACT:

Y4eOHbIe ayTUTOPUH JUIS TIPOBEACHUS JUCTAHIIMOHHBIX 3aHATUH JICKIIMOHHOTO THIIA!

CTOJI KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIH, CTYyJl OQUCHBIN, JTOKyMeHT-Kamepa Epson,
uctouyHuk OecnepeboitHoro murtanus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelIeHus1, KOMIIBIOTED MEePCOHAIBHBIN (TuI 6), mpoektop ViewSonicPJD7526W, crrkepdon
nacrosbHblid  Calisto-620 Plantronics, BeG-kamepa LogiteachC920, cuctema akyctuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(OH C IIyMOIIOJABICHHEM), dKpaH HacTeHHbIi Digis
Optimal-C MW DSOC-11032*2

VYdeOHblE ayIUTOPHHM JUIA TPOBEACHUS TPAKTHUECKUX 3aHSATHH, TPYIIOBBIX U
WHBUIYAIbHBIX KOHCYJIBTAIHMA, TEKYIIIETO KOHTPOJISI U IPOMEKYTOYHOMN aTTECTAIINH:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIN, CTYyJl OQUCHBIN, JTOKyMeHT-kamepa Epson,
uctouyHuk OecnepeboitHoro mwmrtanus POWERCOMIMD-1500AP, xamepa BBICOKOTO
paspelIeHuns, KOMIIBIOTED MEePCOHAIBHBIN (TuI 6), mpoektop ViewSonicPJD7526W, crukepdon
nacrosbHblii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctudeckas
HACTOJIbHAS, CTepeorapHuTypa (MHKPO(OH C IIYMOIOJABICHHEM), SKpaH HaCTeHHBIHDIQIS
Optimal-C MW DSOC-11032*2

[Tomenienuss Ui CaMOCTOSITETIBHOH — pabOThI  OOYYAIOIIUXCSA:  MEPCOHAIBHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M ¢ JOCTYIIOM B DJICKTPOHHYIO
UH(POPMAIIMOHHO-00pa30BaTEIBHYIO CPEly YHUBEPCUTETA.

[lomemenne st XpaHeHUs U NPOPUIAKTHUECKOTO OOCIY)KHBAaHUS  y4eOHOIo
000pyIOBaHUs: CTEIUIAXKH JIJISl XPAaHEHUS Y4eOHO-HATIISITHBIX TOCOOUN U yueOHO-METOANYECKOM
JIOKYMEHTAITUH.



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

[ToBTOPUTH MPUHIUIBI OpPTraHU3allMd HOPMATHBHO-TIPABOBOM 0a3bl 00pa3oBaTeIbHOM
nesrenpHOCTH B Poccniickoit denepanuu.

[Tonb3ysch nH(OPMaIMOHHO-TIPABOBBIM MOPTaIOM Koncynprantllntoc
(http://lwww.consultant.ru/) uaeHTHGHUIMPOBATE HOPMATUBHYIO Cpelay s 00pa3oBaTelbHOU
OpraHu3aIi OJHOTO U3 TUIOB (TI0 BBIOOPY cTyaeHTa). CIUCOK JEHCTBYIONMIMX MTPABOBBIX AaKTOB U
HOPMAaTHBHO-METOJMYECKUX JIOKYMEHTOB JIOJDKEH OTPaXkaTb YPOBHEBYIO OpTaHU3AIUIO
HOPMAaTUBHOM cpe/ibl.

Pexomenoayuu.

1. 3yuuTth crathio 23 «Tumbl 06pazoBaTenbHbIX opranusanuii» denepanbHOro 3aKkoHa ot
29.12.2012 N 273-®3 (B pgelictBytomier penakiuu) "06 obpazosanuu 6 Poccutickoii
@edepayuu”. Boidpats oauH u3 Tuno. CoriacoBaTh BbIOOp € MpemnojaBaTesieM (TUIBI HE
JIOJDKHBI TOBTOPSATHCS).

2. N3yuuth TpedoBanus @3 « 06 obpazosanuuy», Kacaroluecs BCEX BUIOB JIESITEIbHOCTH
o0pa3oBaTeNbHONW OpraHM3aluu  BeIOpaHHOro Tuma. OIpenenuTs COCTaB JIOKYMEHTOB,
PErJaMeHTUPYIOIIUX €€ JeSATeNIbHOCTh, IPEACTAaBUB €ro B BHUJIE HEPAPXUUYECKOrO CIUCKa
HMCTOYHHUKOB 4-X ypOBHEH:

1) mpaBoBbIE aKThI, M3/1aBa€MbI€ BHICIIMMU T'OCYIapCTBEHHBIMU OpraHaMu ¢eaepaibHOn
3aKOHOJATENIbHONW BIIACTH M BBICIIUMH opraHamu yrpasieHus (KOHCTHUTYIHS, KOIEKCHI,
denepanbable KOHCTUTYLMOHHBIE 3akoHBI (DK3), dbenepanbubie 3aKoHbl (DP3), MOCTAHOBICHHUS
[TpaBurenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBbl€ aKkThl, W3JaBaeMble (eaepaJbHbIMU OpraHaMU HCIOJIHMTENbHOM BIAacTH:
MUHHCTEPCTBAMH, KOMHUTETAMH, BEIOMCTBAMH KaK OOIIEOTPACIEBOTO, TaK M BEIOMCTBEHHOTO
xapakTepa (IIpHUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIyX 0, areHTCTB, OI0pO U JIp.;
WHCTPYKTUBHBIE NMMCHMa, TUTIOBBIE TIOJIOKEHHUSI, TUTIOBBIC U TEXHUYECKHE PETIIAMEHTHI, THITOBEIE
UHCTPYKLIUU U Jp., oOuiepoccuiickue u BenoMcTBeHHbIE Kinaccudukatopsl, 'OCTeI, nepedynu
TUTIOBBIX JIOKYMEHTOB U JIp.);

3) nmpaBoBBIE AKThI, U3/1aBAEMbI€ OPraHaMM 3aKOHOAATEIbHOM U MCIIOJHUTENBHON BIACTH
cy0bekToB PO U uX TeppUTOpHAIbHBIX 00pa30oBaHWi (3aKOHBI OCTAHOBJICHUS NPABUTEIHCTBA
cyobekToB P®, pacnopsikeHuss M IIOCTAaHOBJIEHHs TIJIaB aJMUHUCTpAalMi, pasiIHMyHbIe
MOJI3aKOHHBIE AKTHI);

4)10KanabHBIE AKThI, MPABOBbIE AaKThl HOPMATUBHOIO M WHCTPYKTHBHOTO XapakTepa, a
TaKXKE€ METOJAMYECKHE JOKYMEHTBI TI0 JIOKyMEHTAIIHOHHOMY OOECIICYeHHUIO YIpPaBJICHHUS,
U3/1aBaeMble PYKOBOJICTBOM 00pa30BaTeNIbHOM OpraHu3anuu (ycTaB, HOJOXKEHHs, MHCTPYKIIUH, B
TOM 4YHCJIEe WMHCTPYKIMH (TpaBWiia) TIO JIEJONPOHM3BOJCTBY OpraHHM3alud, Tabenn
yHUDUIUPOBAHHBIX (POpM, anbOOMBI OJIAHKOB, MOJIOKEHUS O JIEJIONPOU3BOJCTBE, O paboTe ¢
NIEPCOHATBHBIMH JJAHHBIMH U TIPOYHE OPTaHU3alMOHHO-TTPABOBBIC JIOKAIBHBIE aKTHI).

3. Bce mnepeuncisieMble JOKYMEHTBHI JOJDKHBI COAEP)KaTh HIACHTU(DUIUPYIOIIUE HX
PEKBU3NTHl (HAMMEHOBAaHWE JIOKYMEHTA, Jara W3JaHHs, KeM YTBEpKIEH, Jara TMOCIeTHeH
peaaKinm)

Jlomaminee 3aganue 2

1. U3yunTtsh ctaThio 30 «JlokanbHbIE HOPMATUBHBIE AKTHI, COJAEPKAIIUE HOPMBI, PETYIUPYIOIINE
oOpa3oBaTenbHbIC OTHOIICHHsS» DenepanpHoro 3akoHa ot 29.12.2012 N 273-®3 (B
nerctBytomei penakiun) "O6 odpazoBanuu B Poccuiickont @enepanmn”

2. OTBETUTH HA BOMPOCHI:



K xakoif rpynme ympaBIeHYECKHX JOKYMEHTOB OyIyT OTHOCHTBHCS JIOKAIbHBIE AaKThI
o0pa3oBaTesIbHOI opranuzauun?

Kakne JOKYMCHTDI JIsA 06p330BaT€JII>HOI>'I OopraHu3alnuu ABJIAIOTCA y‘IpCI[I/ITeJ'IBHBIMI/I?
3. CocTaBbTe CIIHCOK JIOKAIBLHBIX aKTOB JJIA 06paSOBaTeJ'IBHBIX OpFaHH3aHHI>'I BI)I6paHHOFO THIIA.

4. Ionw3ysich (a) [lepeunem munogwix ynpasieH4ecKux apxXusHulx OOKYMeHmMo8, 00pasyouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AHO8 MECHHO20 CAMOYNPAGIEHUS U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (0) Ilepeunem Ooxymenmoe co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupescoenuil u opeanusayutl eco cucmemvl, yme. Ilpukazom Munucmepcmea
npoceewernusi CCCP om 30 odexabps 1980 200a N 176; (B) Ilpunoxenunem 18 «lIpumepnas
HOMEHKJIaTypa Jell 00ueo0pa3oBaTeNbHOTO yupexaeHus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodPa3’08amenbHbIX YVUPEeHCOCHUSX),
OTIpEAICNIUTh CPOKU XPAHEHHS IJIs BCEX JOKYMEHTOB M3 CIIMCKA, yKa3aB CTaThl0 U IYHKT TOJ
[lepeuns, Hanpumep:

Ne TunoBoe HaumeHoBanue | Cpok xpaHeHust | Ne craTbu [Iepeuenn
n/n JIOKQJIBHOT'O aKTa

17 Y4eOHbIe MIaHbI U [TocTostHHO 603 [Tepeuens 1980
MIPOTPaMMBbI KYpPCOB
MOBBIIICHUS
KBaJIM(DUKAIIMK yIUTETeH,
BOCITMTATENICH,
pabOTHHUKOB
BHEIIKOJIbHBIX
YUPEKIAECHUM, IPOrPAMMBI
JUISE CaMOOOpa30BaHUS

18

Jdomamnee 3aganue 3

1. Uzyunts Ipukaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumepnon uncmpykyuu
no 0e1onpou3eo0cmay 6 2ocyoapcmeeHuvix opeanuzayusx” (3apeructpupoBaHo B MuHiocte
Poccun  17.08.2018 N 51922) B cucreme Koncynprantllmoc —www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OTBeTHTH HA BOIIPOCHI U IPCACTABUTH UX B CBO60I[HOﬁ qacTu Ta6J'II/ILU:I.

Ne Bonpoc OtBer
ILm.

JlokymeHT0000pOoT MY BKITFOUAET MOCIIEI0BATEILHOCTh
repeMenIeHn i JOKYMEHTOB, a TaK)Ke ONEepallMK, COBEPIIAaeMbIE C
MTOKYMCHTAMH B IIPOLECCE UX CO3JaHNA U UCITOJTHCHU . Hazsosure
DTH OIIEepalyu.

2 Ha xakue mpUHIUITBI ONTUPAETCS OPTaHU3alMsl JOKYyMEHTO000poTa
B MVY?




w

Kax BemyT yueT nokymeHToobopora B MVY?

4 Kakue 10KyMEHTHI IONIAJal0T B COCTaB BXOJAIIMX U UCXOIAIIUX
ITOKYMEHTOB rOCYJapCTBEHHOI Opranuzanuu?

S) Urto takoe «MI1O»?

6 YTO BXOAUT B MOHATHE «KOPPECIOHICHIIHS TOCYIapCTBEHHON
OpraHu3anuu?

7 Hy>HO 11 TPOBOIUTH NMEPBUYHYIO 00Pa0OTKY IEKTPOHHBIX
ITOKYMEHTOB?

8 [Tprka3aM 1 pacropsiKEHHUSIM 110 OCHOBHOM JIEATEIBHOCTH B
rOCy/1apCTBEHHOW OpraHU3aIy IPUCBAUBAIOTCS MOPSIKOBbIC
HoMmepa? CienyeT U UX perucTpupoBaTh B OTAEIBHO, B pa3HbIX
perucTpauoHHbIX Gopmax?

0 Kak oprann3oBaTh JTOKyMEHTOOOOPOT HMPUCIAHHBIX OyMa)kKHBIX
[TOKYMEHTOB, €cJii B opranuzauuu aeictsyer COJ1?

10 Kakue JIOKyMEHTBI TOCYyIapCTBEHHOW OpraHU3allid MOTYT
CO3/1aBaThbCs, XPAHUTHCS W HCIOIb30BATHCS HCKIIOYUTEIBHO B
piekTpoHHOM Buae? Kak  ycTaHOBUTH HEpEeYeHb ITUX
ITOKYMEHTOB?

11 ["ie perucTpupyroTcs MPOTOKOJIBI 3aCeIaHn, COBEIaHHA,
[TPOBOJAMMBIX PYKOBOJCTBOM OpraHU3aluu?

12 Kaxue TpeboBaHUs MPEIbABISIOTCS K MapLIPyTaM JBHKEHUS
OpraHU3alMIOHHO-PACHIOPSAUTENbHBIX JOKyMeHTOB B COJ1?

13 UeMy 1OJKHO COOTBETCTBOBAThH MPOXOXKICHNUE BHYTPECHHHUX
ITOKYMEHTOB Ha 3Tarax uX MOJArOTOBKH U 0(hOpMIICHUS, a YeMy Ha
BTare UCIOJIHEHUs?

14 (CKOJIBKO pa3 U I'7ie Hy’KHO PETUCTPUPOBATh BXOAIINE
ITOKYMEHTBI?

15 Kaxkyro 3a1auy cTaBuT pyKoBoauTeb Ciryx0s1 IOY
rOCYIapCTBEHHOIO YUPEXKIEHUS IIPU OpraHU3aliu
ITOKyMEHTOO00pOTa?

16 CrnenyeT U BCerjja COXpaHATh KOHBEPTHI WIIH YIIAKOBKY
BXOIAIIUX JOKYMEHTOB?

17 Kakue monomHuTEIbHBIE TOTOKK HAOIIOAI0TCS BHYTPH TTOTOKA
BXOAsAIeH ToKkyMeHTauuu MY?

18 Korna Hy>KHO 3aperucTpupoBaTh UCXOASAIINN JOKYMEHT, €CIH OH
ObUT OJNMCaH B KOHIIE paboyero JHs Win B Hepabouee Bpemsi?

19 J1J1 KaKuX UCXOJSIINX TOKYMEHTOB COCTaBIISIOTCS
CONIPOBOUTEIIbHBIE TICbMA?

20 KaxoBa 11€71b IpeBapUTEIbHOIO PACCMOTPEHHUS MTOJIYy4aEMbIX
ITOKYMEHTOB?

21 OTany nepBUYHON 00pabOTKH JOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepannii. HazoBute ux.

22 Kaxue nanneie BHOcsTCS B CO/] 0 BXOIAIIMX U UCXOASAIINX
ITOKYMEHTaX roCyAapCTBEHHON OpraHu3alum?

23 Yro nenarsb, eciy Bbl MOJIYYWIA HECTAHAAPTHOE IO BECY, pa3Mepy
M T.I1. TOYTOBOE OTIpaBJeHUE?

24 Uto nenarb, €ciu Bbl MOJIYYHIN TIOYTOBOE OTIPABICHHE B
[TOBPEKICHHON YITaKOBKeE?

25 CrnenyeT u 1enaTh KOMUU UCXOJAIMIMX JOKYMEHTOB?

26 KTO Takolf OTBETCTBEHHBIM UCIIOJHUTEND T0KyMeHTa? KakoBsl ero
00s13aHHOCTH?

27 [Tepen peructpanueil HCXOASIMUX TOKyMEeHTOB CiyxOa




NeJIONPOU3BOICTBA MPOBEPSET X MpaBUIbHOCTH. Ha uto
KOHKpETHO oOpamaercss BHUMaHue?

28 HazoBuTe cpencTBa cBsi3u AJi JOCTAaBKH U OTIIPABKHU JOKYMEHTOB
MYV B opraHusanuu U Opraibl BJIACTH.
29 KTo pazpabaTbeiBacT MapmipyThl IBUKCHUS

OpraHU3alMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB Jjist CO /1
rOCYJ1IapCTBEHHOM OpraHu3aiuu’?

30 Ha3zoBuTe 11€71b OpraHu3anuy JOKyMEHT0000poTa B
roCyIapCTBEHHOW OpraHM3alHH.
31 Kak MOT'yT perucTpupoBaThCsi BHYTPCHHHE JOKYMEHTBI?

Jlomainee 3aganue 4

1. U3yunte IHucomo Munucmepcmea oopazosanusn Poccuiickoit @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux peKOMeHOAUUAX NO padome ¢ OOKyMEHmMmamu @
00ULe00PA308AMEILHBIX YUPEHCOCHUAX ).

YcraHoBHTE, B KAKMX JOKYMEHTaX (Ha30BUTE IPYIITY U BUIbl) peaIn3yeTcsl JOKYMEHTUPOBAHUE
YIPaBJICHUYECKOM JIEATETbHOCTH 00111e00pa30BaTEIbHOTO YUPEKACHUS?

2. Tome3ysice Metognmueckumu pexkomengammsmu (em. m.1.) u T'OCT P 7.0.97-2016,
CIPOEKTUPYHTE OOIIMiA OJIaHK, OJIaHK MHUCHhMa, OJJaHK KOHKPETHOT'O BHJA TOKYMEHTa (TIpHKa3a)
oOpa3oBaTenbHOI opranuzauuu. CBeieHUs 00 OpraHu3alnuy MOTyT ObITh BBIMBILIUIEHHBIMH.

JlomaiHee 3ajanue 5

IIpuBenure mno 2 mpuMepa [JOKYMEHTOB IO JHYHOMY COCTaBY, OTpaxamoume
JOKYMEHTHPOBAaHHE CJIeTYIOIUX MPOIEeCcCOB:

. IIPOLIECCHI JBUKEHUS KaJpPOB;
. IIPOLIEYPY aTTECTAllUU;
. BOMHCKHH y4Yer.

KTo oTBeuaer 3a cocTaB/ieHUe JaHHBIX JOKYMEHTOB?

KaknMu HOpMATHBHBIMU AKTAMHM PYKOBOJACTBYETCS?

JomamHee 3a1anue 6

[Ipoananu3upyiTe HOMEHKIATYPY Jes 00pa30BaTeIbHON OpraHu3aIii BEIOPAHHOTO THUIIA WA
MpeAJIoKEHHYIO npenogaBareneM. OTBETbTE Ha BOIIPOCHI.

Jlns yero npegHazHau€Ha HOMEHKJIATypa JIe7 B 00pa30BaTeIbHOM YUPEXKICHUU?
Kak pa3zpabarbpiBaeTcst HOMEHKJIATypa Jiel 00pa30BaTENbHOTO YUPEKICHUS?
CylecTByeT JiM JIsl JaHHOM opraHu3anuu TunoBas HOMEHKJIATypa Aen?

Kak onpenenuts Gpopmy u CTpyKTYypy HOMEHKIATYPHI €77

Kak ycTaHOBUTH CPOKM XpaHEHUS JOKYMEHTOB?

Korna nomkHa 0OHOBIATHCS HOMEHKIIATypa Jiesl 00pa30BaTEIbHOTO YUPEkKACHUS?
Kto cocraBnser u opopmisieTr HOMEHKIATypy J1es1 00pa3oBaTeIbHON OpraHUu3aumn?

NoabkwbhE



KonTpoasnas padora

B kayecTBe KOHTPOJNBHOW pPAa0OTHI CTyJAEHTaM NpEIJIaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JOKJIAJIOM [0 TEMeE:

«JlOKyMEHTUpOBaHHE  JIEATEIBHOCTH  OOpA30BATENbHOTO  YUYpeXIeHHs  (yKas3aTb
BbIOpaHHBIN TUIT)». THUIBI 00pa30BaTENbHBIX YUPEKICHUN HE JOKHBI TOBTOPATHCA B FPYIIIE
(3anMcarbes y CTapoCThl).

[Tepedyens THIIOB 0Opa3oBaTeIbHBIX YUpexaeHUH cM. o ¢T.23 @3 «O06 0OpazoBaHNM B
P®y.

TpeboBanus k pedepaty
JIOKyMeHTHPOBaHNe 1esITeJIbHOCTH 00Pa30BaTEIbHOI0 YUpPesKIeHHs

Conep;xaHI/Ie AOJDKHO ACMOHCTPHUPOBATH CIICAYIOIINUC 3HAHUA U YMCHUA CTYJCHTOB!

3nanue:

- cneyuguueckux uepm 0OKYMeHMUposanus desmeibHocmuy 00pa3oBaTeIbHOTO YUPEKICHUS;

- Munogozo cocmasa cucmem OOKyMeHmayuu, @Gopmupyioumux OoKYMeHmaibHblll GoHO
00paz06amenbHO20 YUpedcOeHUs,

- Cnocobos u cpeocms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 8 npoyecce O0esmeibHOCmuU
00paz06amenbHO20 YUpedcOeHUs,

- HOPMAMUBHO-NPABOBLIX AKMO8, PE2NAMEHMUPYIOUUX 0eaMEeNbHOCIb U ee OOKYMEeHMUPO8aHue 6
00paA308aMENLHBIX YUPEHCOCHUSX (N0 MUNAM,).

Ymenue

- COCMAasumMv HOPMAMUBHO-NPABOSYI0 0A3y OOKYMEHMUPOBAHUSL OesiMelbHOCIU KOHKPEMHOU
opeanuzayuu;

- ONUPAsCH HA HOPMAMUBHO-NPABOBOU AKM, ONPEOEsiMb COCMA8 HEOOXOOUMBIX OOKYMEHMO8.

Pedepar na 10-15 crpanun, uepes 1,5 unteppana, 14 mpudrom. O6s3aTenbHbI TUTYIBHBIHN JIUCT,
OrJIaBJIEHUE, CHHCOK JIMTEPATypbl M HCTOYHHMKOB, BHYTPUTEKCTOBBIE CCBHUIKH. B03MOXHBI
npuioxenus. KoHTponbHas MHAWBUAYalIbHAs pa00Ta BHIIOIHAETCSA B OYMaKHOM U 3JIEKTPOHHOM
BUJIE

Tunosoi nJjian pegepara
1. Xapakrepuctuka THUMa o0Opa3zoBaTeabHOro yupexaeHus. (JKenarenbHO mpuUBIeUEHHE

CTaTUCTUYECKUX JIaHHBIX O TOM, CKoilbko B Poccum/ permone/obmactu/ rtopoje

3apETUCTPUPOBAHO MOJOOHBIX OpPTaHU3AIIHI).

OO1m1ast xapakTepUCTHKA YIIPABJICHUS B JaHHOM 00pa30BaTeIbHOM YUPEKICHHUH.

3. OCHOBHOI1 COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIHNX IS TETHHOCTD
00pa30BaTENBLHOTO YUPEKICHUS.

4. XapakTepucTHKa JOKYMEHTAJIbHOTO (OHJa (JIOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAIMH, (POPMUPYIOIUXCS B ACATEIBHOCTH 00Pa30BaTENBbHOTO YUPEKICHHS):

OpraHU3al[MOHHO-TIPABOBAs TOKYMEHTAIHS,

TUTaHOBAs IOKYMEHTAIUS;

pacriopsiAuTeNbHas JOKYMEHTALHS;

UH(OPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAIUTHYECKAs TOKYMEHTAIINS;

OTYeTHas JIOKyMEHTAIIHS;

JOKYMEHTAIUS 110 00ecleueHuI0 KaapamHu (110 JIUYHOMY COCTaBY);

¢uHaHCOBast JOKyMeHTaLus (OyXTranTepCcKuii y4eT U OTYETHOCTB);

JOKYMEHTAIUs 110 MaTepUaIbHO-TEXHUUECKOMY 00ECIIEUEHHUIO;

JIOTOBOPHAs! IOKyMEHTaLu,

N



® JIOKYMEHTAalUsl MO JOKYMEHTAllMOHHOMY M HH()OPMAIMOHHOMY OOECIICUCHHIO
NEeSITEIbHOCTH YUPEKICHUS;
® JIOKyMEHTAIMs, OTpa)karolnasi 00pa3oBaTEIbHYIO JEeATEIIbHOCTD;
e JIpyrue CUCTEMBbl JOKYMEHTALUU (€CIIU €CTb).
5. AHanu3 NpUMepHON HOMEHKJIATYPBHI J1€7 00pa30BaTEIbHOTO YUPEXKICHUS.
6. Ilopsnok xpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUU.
7. CHucok JIMTepaTypbl U HCTOYHUKOB.

IoaroroBka K 3K3aMeHy
Bomnpocel Kk 3xk3aMeny

1. HopmarusHnas cpena oOpasoBatenbHoi opranuzaiun B Poccuiickoit @enepanuu.
VYpOBHM U UCTOUHUK (POPMHUPOBAHUS HOPMATUBHOMN Cpeibl 17151 00pa3oBaTeIbHON OpraHu3aluy B
P®.

2. Ocnosnble nonoxxeHus: fokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npodecCHOHaBHON ASITETBHOCTH B 00JIaCTH 00pa30BaHusl.

4. [TonsiTre u oOmIast XxapakTepucTUKa 00pa3oBaTeNbHON MPOTrPaMMBI.

o. Opranu3anuoHHO-TIPaBOBEIE (DOPMBI  YUPEKACHHA W OpraHU3alUN CHCTEMBI
obOpazoBaHwUs.

6. 3aKOHBI M CHCTEMa IIOJI3aKOHHBIX AaKTOB, PETYIUPYIONINX YIPaBICHUYECKYIO
JEeSITeIbHOCTh B 00pa30BaTEIbHON OpraHU3aIiHy.

1. 3akoHOAATeNbHBIC aKThI 110 UensOuHCKo# obnactu (wim uHOTO cyOobekTta PD 1o
BBIOOPY CTYAEHTA), periiaMeHTUPYIOIIUE IeATEIbHOCTh YUPEKICHHUI 00pa3oBaTeIbHON CheEphI.

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIe akThl 00pa30BaTENBLHON OpraHU3aIUu.

10. [TonsiTHE neIONPON3BOCTBA U APXUBHOTO JeNa.

11. Oco0eHHOCTH JeNONMPOU3BOCTBA B 00pa30BaTEIbHON OpraHU3aIlHH.

12. 3aKOHOAATENbCTBO B 00JAacTU  JAENONPOM3BOJACTBA M ApXHMBHOIO  Jiena.

PacnipeneneHne OTBETCTBEHHOCTH 3a OpPraHM3allMI0O W BEACHUE JEJIONPOU3BOJACTBA B
o0pa3oBaTenbHOI opranuzanun?

13. JIokyMEeHTHUpOBaHUE JIEATELHOCTH oOO0pa3oBaTeiabHOM opranmzanuu. OOmas
XapaKTEePUCTHKA CUCTEM JOKYMEHTAIUH.

14. IOpuanueckast cuia ynpaBlieHYeCKUX JOKYMEHTOB.

15. KagpoBass  monutuka  oOpa3zoBarenbHOM — opranusauuu.  OpraHuzanus
JIOKYMEHTUPOBAHUSI TPYAOBBIX OTHomeHuW. IlpaBa u o0s3aHHOCTM paboTomaTeneil u
pabOTHUKOB.

16. Pa3paboTka HOpMaTUBHBIX MTPABOBBIX aKTOB, YCTAHABIMBAIOIINX CIIYKEOHBIE
OTHOILIEHHsI B 00pa30BaTeIbHONW OpraHU3aIIH.

17. [Topsimok 3aKirOYeHHs TPYJOBBIX 10r0BOpoB. OOIIME OCHOBaHMSI TPEKpaIleHUs

TPYJIOBBIX 1OTOBOPOB. OCHOBaHUS U MOPSAIOK PACTOPKEHUS TPYJOBBIX JOTOBOPOB IO
WHUIIMATUBE pabOTOATENs, IO MHUIIUATUBE paOOTHIUKA 00pa30BaTEIbHON OpraHU3aIliH.

18. JlokymMeHTHpoBaHHEe B 00J1aCTH MaTepUaIbHbBIX U (PUHAHCOBBIX 3aTpaT
roCy/IapCTBEHHBIX M MyHHUIIMNAIbHBIX 00pa30BaTeIbHBIX OPraHU3alNMA.
19. VYcTaHOBIIEHUE U JOKYMEHTAIBHOE 3aKPEIJIEHUE COLIMAIBHO-TIPABOBBIX YCIOBUN U

rapaHTHH, HEOOXOIUMBIX JUTS I TETFHOCTH paOOTHHKOB TOCYJapCTBEHHBIX, MYHUIINTIAIEHBIX H
HETOCY/IapCTBEHHBIX 00pa30BaTEIbHbBIX YUPEKICHUI.

20.  JmcuuruimHapHasi OTBETCTBEHHOCTh H €€ IOKyMEHTHPOBAHUE

21.  JIOKyMEHTHUpPOBAaHHE HCCIIEZIOBATEIICKOM  JIeATENbHOCTH  00pazoBaTeIbHOM
opraumzanuy. CrocoOb! 3alUTHl ABTOPCKUX MPaB.

22. JIoKyMeHTabHbIN U apXUBHBIHN (POHIBI 00pa30BaTENbHOIN OpraHU3alny.



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

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

25. JlokymMeHTapHas IOAr0TOBKa 00pa30BaTeIbHON OpraHU3alMy K JIMLEH3UPOBAHUIO
Y TOCY/IapCTBEHHOW aKKpEIUTAIHH.

26. [Tonsitne nokymeHTOo000pOoTa. OCHOBHBIE ATAIBI IOKYMEHTOO000POTA.

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

28. Opranu3zanys UCIoJb30BaHus JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aluy.
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
00pa3oBaTeNIbHONW OpraHu3aluy (Ha MpUMepe OJTHOTO U3 TUIIOB).

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. Llens m 3amaum co3manusi, 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

IIpoxomxure gppasy: «Oprannzanus 1eJJONPOU3BOACTBA B 00pa30BaTeJIbHOM yUPEKICHUH
HeNoCpeJACTBEHHO perjiaMeHTHpYyeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTaMH (eiepaibHON 3aKOHOIATENBHOM BIACTH;
b. HOpMaTHBHO-TIpaBOBBIMHU akTaMu (hefepaabHON UCTIOTHUTEILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIMU aKTaMH 3aKOHOJATEIbHOW U UCIIOTHUTEIBHON BJIACTU
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 HCTIOIHUTEIBHON BIACTH;
C. HOPMaTHBHO-IIPABOBBIE AKThl 3aKOHOAATEIbHON U UCTIOJIHUTEIBLHON BIACTH
cyobekToB PD u ux TeppuTopranbHbIX 00pa3oBaHui;
d. HOpMaTHBHBIC JIOKAJLHBIC AaKThl 00PA30BaATEIBHOMN OpraHU3aINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJICAYIOIIHIA JOKYMEHT
ITucomo Munucmepcmea oopaszoeanusn 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-METOAMYCCKHE 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 HOPMATHUBHOI 0a3bl OTHOCHUTCH CJEAYIOIIHHA TOKYMEHT:
Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBbIE aKTHI (heJepaabHON 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-NIPaBOBBIC aKThl I HOPMATUBHO-METOAMYCCKHE JOKYMECHTBI
benepanbHON UCTIOTHUTENBHOM 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. PexBM3WT «HaMMEHOBaHHWE BHUAA JOKYMEHTa» SBISIETCS JOKYMEHTOOOPA3YIOIIUM
MPU3HAKOM, MO3BOJIIOIIMM TIONYyYUTh HadallbHOE, camMoe oOIlee MpeICTaBICHHUE O
JIOKYMEHTE, €ro MpaBoOBOW 3HAYUMOCTHU
b. IMpumenenre I'OCT P 7.0.97-2016 siBnsieTcst 00s13aTeIbHBIM /151 BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIPEKICHUH, TPEANPUATHN JTIOOBIX OPraHU3AIMOHHO-TIPABOBEIX (hOpM
C. ®opMyIsAp NOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIUMOCTBIO CTPYKTYPUPOBATH
nHpOPMAIHIO, C/IETaTh €€ SPrOHOMUYHOM, HO U HEOOXOAUMOCTBIO MPHUIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(opMaIiio opuiraibHoN
d. Kax1p1ii peKBU3HT KaK IIEPBUYHBII CTPYKTYPHBIN AJIIEMEHT JJOKYMEHTA B TOM WJIM UHOM
CTETeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe Bbicka3piBanue siBiasiercss HEBEPHBIM?

a. [lata u peructpaniMoHHBIA HOMEp JOKYMEHTa 0()OpMIISIOTCS HE Ha BCeX OJlaHKax

b. PexBusuthl «/lata moKkyMeHTa» U «PerucTpannoOHHBIA HOMEP JOKYMEHTa» SIBIISIOTCS
JAaHHBIMH O PETUCTPAllMU JOKYMEHTa U TIO3TOMY SIBJISIFOTCSL JIOKa3aTeIbCTBOM
CYIIECTBOBAHMSI JOKYMEHTA U BKIFOYEHHEM €TI0 B JOKYMEHTAIbHBIN (OH]T OpraHu3aIiu

C. PexBusutbl «Jlata pgokyMeHTay u «PerucTpauvOHHBIA HOMEpP JOKYMEHTa»
o(hopMIISIOTCS HAa OJHOM YPOBHE IO OTHOIIEHUIO JIPYT K APYTy

d. O6a pexBusuta — «Jlata goKyMeHTa» U «PerucTpalMOHHBIH HOMEp JOKyMEHTa» —
BBHITIONHSIOT IOPUANYECKYIO (DYHKIIMIO, & TAK)KE BBIMOIHSIOT TMOUCKOBYIO (DYHKIIUIO, TaK
KaK MO3BOJISIIOT OpraHU3alK BECTH HH(OPMALIMOHHO-CIIPAaBOYHYIO paboTy

Kakoe onpejaeneHue COOTBETCTBYeET CTAHAAPTU3UPOBAHHOMY onpeeJeHUI0
OPraHu3alOHHO-PACIOPSAUTEIbLHOI0 JOKYMEHTA:
a. [loxymeHt, obecnieunBaomuil (yHKIIMOHUPOBAHUE W B3aMMOCBS3b YIPABIAIOMIEH U
YIPaBISIEMON CUCTEM HA BCEX YPOBHSIX.
b. Bun nrucbMEHHOTO JJOKyMEHTa, B KOTOPOM (DUKCHPYIOT PEIICHUE aIMHUHUCTPATHBHBIX
U OpraHM3allMOHHBIX BOIPOCOB, a TAK)XE BOIPOCOB YIPAaBJIECHUs, B3aUMOJAEHCTBHUS,
o0ecrieueHrs U PEryjIMpOBaHUS JEATEJIBHOCTH OpPraHOB BJACTH, YUYPEKACHUI,
MIPEANPUATHI, OpraHU3aluil, UX NOAPa3AeICHUN U JOIKHOCTHBIX JIULL.
C. JIOKyMeHT, CO3/1aHHBIM IOPUAWYECKUM WU (U3HUECKUM JIUIOM, O(DOPMIIEHHBIH U
YIIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IOPSIJIKE.
d. OpunmaabHBIH JOKYMEHT, HCIIOJIB3YEMbI B TEKYIIEH IeITEILHOCTH OpraHU3alliu.

Kakum oprann3aumoHHbIM J0KYMEHTAM COOTBETCTBYET CJeYIoIas XapaKTepucTHKA:

JTO OPraHM3alMOHHO-NIPABOBbIE AKTHI, ONpee/IsiIoIHe NMOPSA0K 00pa3oBaHMs, NpaBa M
00513aHHOCTH, OPraHU3aLUI0 PAa00ThHI KAK B OPraHU3ALMH B L[€JIOM, TAK H B €€ CTPYKTYPHBIX
nojapasjaesJeHusix. B 3Tux 1okyMeHTax Tak:ke MOIYT ObITh OTPasKeHbI PaBa U 00SI3aHHOCTH
OT/eJIbHBIX [J0JKHOCTHBIX JIMIL, ONpedeasiTbC OCHOBHbIC OPraHU3allMOHHbIE BOIPOCHI



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

a. mpaBuIIa

b. monmoxenus

C. HHCTPYKIIH

d. ycraBsl

Kakomy opranu3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeYIOIIAasi XapaKTepHuCTHKA:
ITO0 JOKAJBHBbII HOPMATHUBHBIN AKT OPraHU3alUM, PerJIaMeHTUPYIOUINH B COOTBETCTBUM €
TpynosbiM KoekcoM u HHBIMU (peiepajibHbIMH 3aKOHAMU MOPSIIOK MPHeMa U YBOJIbHEHUsI
Pa0OTHMKOB, OCHOBHBbIE MPaBa, OOS3aHHOCTH H OTBETCTBEHHOCTH CTOPOH TPYA0OBOIO
JA0TOBOpPa, PpeKuM PpadoTbl, BpeMsi OTAbIXa, NpPUMEHsieMble K Pa0OTHHUKAM Mepbl
MOOIIPEHHS U B3bICKAHMS, 2 TAKKE HHbIE BONPOCHI PeryJIHPOBAHUS TPYAOBBIX OTHOIIEHH
Y IaHHOT0 padoToaaTeJis.
a. MHCTPYKILUA UHCIIEKTOPA 110 TPYLY

b. mpaBuIa BHYTPEHHETO TPYIOBOIO pacnopsiika

C. IIOJIOKEHHE O pr,I[OBBIX OTHOUIICHUAX B OpFaHI/I3aHI/II/I

d. TpymoBoi#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 YIpPAaBJieHHs, B3aUMO/elCTBUS,
o0ecnieyeHUs] W PeryjMpoOBaHUs JeATEJbHOCTH OPraHOB BJIACTH, Y4YpPeXIAeHMI,
NpeAnpPUATHIl, OPraHu3alMi, X MOAPAa3eJeHUu U T0KHOCTHBIX JIUIL.
a. (hMHAHCOBO-OyXTaNTEePCKUA

b. kaxpoBbIii

C. OPraHU3alMOHHO-PACTIOPSAUTETHHBIN

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. IOMKHOCTHOM perinamMeHT
C. moJjoxkeHue o ciyxoe J10Y
d. MHCTPYKLUS IO JCIONPOU3BOICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAasl XapaKTepucTuKa:
Imom 0oKymenm ycmanaeiueaem 0711 padomHUKa KOHKpemuvle mpyooeuvie (0014cHOCmHble,
¢ynKyuonanvnvle) 006a3aHHOCIMU U NPAGA 6 COOMEEMCMEUN C 3AHUMAEMOIL 00JIHCHOCHbIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOIOMCEHUE 6 CHPYKmype yupercoeHus,
AGNACMCA NPABOGOU OCHOBOU 0714 NPOEEOCHUA ammecmayuu padomHuKa, onpeoeieHus e2o
OMEEemMCMmEEeHHOCIU U 63AUMOOMHOUIEHUS C OPY2UMU PAOOMHUKAMU U NOOPA30eNeHUAMU,
no3eonsem 00beKmMUEHO OUEHUBAMb Padomy cOmpyOHUKa OP2anHu3auuu.
a. HHCTPYKIIHSI TIO JEIOTPOU3BOJICTBY
b. monoxxenue o cnyxoe JJOY
C. TOJPKHOCTHOM PErjaMeHT
d. MoMKHOCTHASI UHCTPYKIIHS
Kakue rpynnbl 10KyMeHTOB, ¢ TOUYKH 3PEeHHsI OPraHU3ALMHU J0CTYIAa K HUM, BCTPEYal0TCHA 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 00pa3zoBaTelIbHON OpraHU3alllH,

b. Onank opranuszaium,

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 XpaHeHMHe,
pelleHNe 0 BbIeJeHUN J1eJ1 K YHHUTOo:keHu10. HazoBurte 3TOT JOKyMEHT.

a. YcraB 00pa3oBaTelIbHON OpraHU3alllH,

b. Omank opranuszaium,

C. MHCTPYKIIMS 1O AETONPOU3BOJICTBY,

d. HOMeHKIaTypa Jei.

B Kkakoil YacTHm pacHnopsiiUTE]bHOr0 JOKYMEHTa He00X0AMMO MOMeIaTh IepedeHb
JIOKYMEHTOB, YTPATHBIIMX CHJIYy MJIM TOMJIEKAINMX H3MEHEHHI0 B CBSI3M C W3JaHHEM
JAHHOI'0 aKTa?
a. B JIIOOOM MyHKTE PacropsiIUTeIbHON YacTh
b. B mepBBIX MyHKTaX paclopsAUTEILHON YacTH
C. B KOHCTATHPYIOIIEH YacTH
d. B xoHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJbLHOI0 JOKYMEHTa yKa3biBaeTcsl MH(oOpManHus 0 TOM, KTO
OCYIECTBJISICT KOHTPOJIb €r0 UCIOJHeHHA ?
a. B IEPBOM ITYHKTE paclopsIUTEIbHON YacTH
b. opopmitsieTcst OTIeTBHOM CTPOKOH MOCIE BCEX MYHKTOB
C. B IIOCJIEAHEM ITYHKTE PaclOpsAUTEIbHON YacTh
d. B KOHCTaTHPYIOILEH YacTH

Kaxkue pacnopsiauresibHble JOKYMEHTbl M3JaI0TCH IO ONEPATHUBHBIM BONPOCAM H Js
OpPraHu3alUM UCIOJHEHUA APYTrUX PAaCHOPAAMTEIbLHbIX JOKYMEHTOB:
d. PacCIIOPsIKCHUS
b. pemenus
C. ITIOCTAHOBJICHUS
d. mpukasbl
Kaxue pacnopsiaurenbnbie 1okyMeHThl HE oTHocsITCSI K OKyMeHTaM, M31aBaeMbIM Ha
OCHOBE eIMHOHAYAIUA?
a. MPHUKa3bl
b. pacniopsoxeHus
C. peHICHH:A
d. ykazaHus

N3 kakux 4yacTeil COCTOUT TEKCT PACIOPSIAUTETHHOI0 IOKYMEHTA:
a. aHaIUTAYECKasa 9acTh/ 0000IIaroIas 4acThb
b. pazbsicHuTeNbHAS YaCTh/ IUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 9aCTh/ PACIIOPSIUTEIbHAS YacTh
d. BBOJJIHAA I-IElCTI:./ OCHOBHas I-Ia.CTI:/ 3aKJIIOUUTCJIbHAA 4aCThb



Kakne nmcbMa mnoanucbiBalTCs JABYMSI JIMIHAMH — PYKOBOJAMUTEJEM OPraHM3aluM u
IJIABHBIM 0yXrajarepom:
a. TapaHTUHHBIE THUCbMA
b. conpoBoauTENbHBIC MHCHMA
C. MMChbMAa-3arpoChl
d. pexyamHbIe THCbMa

Kakum noxkymeHTOM He00X0auMO0 0(popMUTH BO U30e:kaHUe HapyuieHusi HOpM TpyaoBoro
KO/JeKCa MUChbMEHHOe HAIOMUHAHUE 0 HEOOXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUs] TPYA0BOii
KHHUKKHM YBOJIEHHOMY Pa00OTHUKY, He NOJy4UBIIEMY ee:
d. 3aKa3HOC MMCHbMO
b. pakcorpamma
C. SMS-coobmieHme
d. aJeKTpOHHOE COOOIIeHUE

Kakoii 10KyMeHT MOANMUCHIBAETCS PYKOBOIUTE]EM CTPYKTYPHOI'O MOAPAa3ieeHus:
d. CIIpaBKa
b. mpukas
C. aKT
d. cnyxebHas 3amucka

Kakxomy Buy JOKyMeHTa COOTBETCTBYET CJIeIYIOIIMHA TEKCT:
23.09.20013 ¢ 9.00 na 3anamuax no 0CHO8AM NPABOBEOECHUA RPUCYMICIMEOBAN0 2 cmydeHma

U3 cocmaea cpynnbasi 25 UeJI06€K, 6 pe3yjibmame 4e2o 3aHAamus npuuiioco OmmeHuUumb.

Jouenm xagheopvt npasa Ioonuce /
U.B. Illlenens

25.09.2013
a. JIOKJIa{Hast 3aIucKa
b. mosicauTensHas 3anucka
C. 00BICHHUTEIbHAS 3AIIMCKA
d. cmyxeOHas 3amucka

K10 opopmiisieT yueTHbIE JTHYHbIE KAPTOYKH:
a. pabOTHUK
b. pykoBOIMTETH CTPYKTYPHOTO MOPa3ICICHUS
C. 3aMECTHUTEb PYKOBOAUTENSI OPraHU3aIuH
d. paboTHUK 1O Kaapam

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

d. Yy4CTHas JTh4YHas KapTodKa
b. meHcHoHHOE yIO0CTOBEpEHNE
C. CTpaxoBO€ CBUJCTEIILCTBO I'OCYAAPCTBCHHOI'O ICHCHOHHOI'O CTPaXOBaHMS
d. TpynoBast KHMKKa

Kakne BUABI IMCHUIIIMHAPHBIX B3bICKAHUI BNIMCHIBAOTCH B TPYAOBYI0 KHHKKY:
d. YBOJIbHCHHC
b. Bce BUBI TUCITUTUTHHAPHBIX B3BICKAHHUI BIIUCBIBAIOTCS B TPYJIOBYIO KHIKKY
C. CTPOTHiA BBITOBOP
d. B3bICKaHUS B TPYIOBYIO KHHKKY HE 3alIUCHIBAIOTCS



Ha kakue BHABI NMOAPa3Ae/sIOTC OJAHKH JOKYMEHTOB IO PACIHOJIO0KEHHI0 PEeKBH3HUTOB
corsiacio 'OCT P 7.0.97-20167
a. YIJIOBBIE U MIPOAOJIEHBIC
b. oOmmii OaHk, OaHK MUChMa, OJTaHK KOHKPETHOTO BHJIA JOKYMEHTA
C. OJIaHK OpraHu3anuy, OJJaHK CTPYKTYPHOT'O MOJIPa3IeNICHNs] OpraHnu3aiy, OIaHK
JOJKHOCTHOTO JIMIIA
d. HeHTpUPOBaHHBIC U (IIATOBBIC.
JI1sl KaKMX BU/I0OB JOKYMEHTOB MCIOJIL3YIOT 001Mii 0J1aHK?
BeiGepure oauH OTBET:
a. TF0OBIX BUAOB JTOKYMEHTOB, KPOME MPUKa3a
b. 1rO0BIX BHIOB TOKYMEHTOB
C. TOJBKO AJIs1 MMChbMa
d. 1r00BIX BUIOB IOKYMEHTOB, KPOME IHChMa
Ha kakue THIIBI NOAPA3/1eJSIIOTCA JOKYMEHTHI 110 MPOMCXO0KIEHUIO:
a. ob1eaocTynHble/ KOHPUACHIINATbHbIE/ CEKPETHBIE
b. nuunbIe/ opULIMATTBLHEIC
C. BXO/ISIINE/UCXOISIIE/BHYTPEHHHE
d. uHaMBHAYyaTbHBIC/ TpadapeTHBIC/ THIIOBBIC.

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



IIpunoxeHue2

OueHoYHBbIE CPeACTBA AJI MPOBeIeHHs MPOMEKYTOUYHOM aTTeCTAlNU

CTpyKTypHBIiA IInanupyemblie
JJIEMEHT pe3yiIbTaThl
KOMIIETCHIINU o0y4eHus

OrneHouHbIe cpeacTBa 00yUeHUs

OIIK-1 Cnoco0eH ocymiecTB/ISITH M ONTHMU3NPOBATH NPO(eCcCHOHATBHYIO 1eATeJIbHOCTD B
COOTBETCTBMHM C HOPMATHBHBIMH NIPABOBBIMH aKTaMH B c(hepe 00pa3oBaHusi  HOPMAMHU

npogeccuoHAIBLHOM ITUKH

OIIK-1.1 AHanusupyer "
HCIOJIb3YyeT HOPMAaTHBHbIE
NMpaBoOBbIe JOKYMEHTHI,
perjaMeHTHpPYIOLIHe
TpeOOBaHUSA K
npogeccuoHAIbLHOM
AeATeJbHOCTH

Jlomainee 3aganue 1

[ToBTOPUTH TIPUHIIMIIBI OpraHu3aluu
HOPMAaTUBHO-TIPABOBOM 0a3mI o0Opa3oBaTeNbHOI
nesitensHOCTH B Poccuiickoit denepanuu.

[Tonp3ysch HWHPOPMAITMOHHO-TIPABOBBIM  ITOPTAJIOM
KouncynbrantlLitoc (http://www.consultant.ru/)
UACHTU(UIIIPOBATH HOPMaTUBHYIO cpeny JUIst
00pa3oBaTeNnbHOM OpraHU3aui OAHOTO U3 THIIOB (TI0 BEIOOPY
cryneHta). CHnucok JeMCTBYIOIMX IPAaBOBBIX aKTOB U
HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB JOJKEH OTPa)KaTh
YPOBHEBYIO OPraHU3alMI0 HOPMATUBHOM CPEIbL.

Pexomenoavyuu:

1. Uzyuutp crarbto 23 «Tumbl 00pa3oBaTeIbHBIX
opranuzanuiiy denepanpbHoro 3akona ot 29.12.2012 N
273-®3 (B aeiictBytonieit penakuuu) "O6 obpazosanuu 6
Poccuiickoii  @edepayuu”. BplOpaTb OIMH W3 THIIOB.
CormacoBarh BeIOOp C TpemnojaBaTesieM (TUIBI HE JTOJKHBI
MIOBTOPATHCH).

2. Wzyunts TpeboBanus D3 «0O6 obpazosanuuy,
Kacaroluecss BCEX BMJIOB JEATENbHOCTH 00pa3zoBaTeIbHON
opraHuMsanuu BbelOpaHHOro Tumna. OmnpenenuTs COCTaB
JOKYMEHTOB,  PEINIAMEHTHUPYIOIIUX €€  JAEATEIbHOCTb,
MIPEJICTaBUB €r0 B BUJE UEPAPXUUECKOTO CIUCKA UCTOUYHUKOB
4-X ypOBHEi:

1) 1npaBoBble  aKTbl, M3JaBaeMble  BBICHIUMHU
roCy1apCTBEHHBIMU opraHamu benepanbHOU
3aKOHOAATEIbHOW BJIACTH U BBICIIMMHU OpraHAMHU yIPaBICHUS
(KoncTutynus, Komekchl, QenepanbHble KOHCTHUTYLIMOHHBIE
3akoHbl (PK3), dhenepanpabie 3akonbl (D3), MOCTAaHOBICHUS
IIpaButenbcTBa, ykasel [Ipesunenra PO);

2) mnpaBoBble aKThl, Hu3JaBaeMble (¢eaeparbHbIMU
OpraHaMHM HUCIOJHUTEIIBHOM BJACTH: MHUHHUCTEPCTBAMH,
KOMUTETaMH, BEJOMCTBAMHU KaK OOIIEOTpaciaeBoro, Tak M
BEJOMCTBEHHOTO  XapakTepa (IpUKa3bl  MHUHHCTEPCTB,
BEJIOMCTBEHHBIX KOMHUTETOB, CIy>K0, areHTCTB, OIOpO U 1p.;
WHCTPYKTHUBHBIE NMHChbMa, TUIIOBBIE MOJOXEHUS, TUIIOBBIE U
TEXHUYECKHUE PErjaMeHTbl, THUIIOBblE MHCTPYKIMH U [p.,
o0mepoccuiickue M BEJOMCTBEHHbBIE KJIacCU(UKATOPHI,
I'OCTpl, nepeyHH TUIIOBBIX JOKYMEHTOB U Jp.);

3) 1OpaBOBbIE  aKThl, U3JAaBaéMble  OpraHaMu
3aKOHO/IATEIILHON M MCIIOJTHUTEIIBHON BJIACTH CYOBEKTOB PD
U UX  TEePPUTOPHAIBHBIX  00pa3oBaHMi  (3aKOHBI
TMOCTAHOBJICHUS MPaBUTEILCTBA CyOBEKTOB P®,




pacrmopspKeHHsT M [OCTAHOBJICHHS TJaB  aJMUHUCTPALMA,
pa3IUYHbIC MMOA3aKOHHBIC aKThI);

4)nokanbHbIE aKThl, IPABOBbIE aKThl HOPMATUBHOTO U
WHCTPYKTUBHOTO  XapakTepa, a TakkKe METOJUYECKUE
JOKYMEHTBl 1O  JIOKYMEHTAllUIOHHOMY  00€CIeYeHHIO
yIIpaBJICHUs, W3JaBacMble PYKOBOJCTBOM 0O0pa3zoBaTeIbHOM
opranuzanuu (ycras, MOJIOKEHHs, UHCTPYKIIUU, B TOM UYHUCIIE
MHCTPYKIUHU (MpaBUIIa) MO JEIOMPOU3BOJCTBY OPraHU3aluH,
Tabenu yHUPUIUPOBAHHBIX (OpM, anbOOMBI OJIAHKOB,
MOJIOKEHUST O  JEJIONPOM3BOACTBE, O  paboTe ¢
MIepCOHATbHBIMU JTaHHBIMU u npoyue
OpTraHU3aIOHHO-TIPABOBBIC JIOKAJLHBIC aKTHI).

3. Bce nmepeuncnsiemMple JAOKYMEHTBI  JIOJKHBI
CoZepKaTh UICHTHPHUIHPYIOIIIHE ux PEKBH3UTHI
(HaMeHOBaHUE JOKYMEHTA, JaTa WU3JlaHus, KeM YTBEpKICH,
JaTa ToCIeIHEN pelaKIium)

KonTpoabnas padora

B kadecTBe KOHTpPOJILHOW pabOTBl  CTyJIEHTaM
MIpe/iaraeTcsi COCTaBUTh pedepaT U BHICTYIHUTH C JIOKJIAI0M
10 TEME:

«JlokymMeHTHpOBaHUE JeSITebHOCTH
00pa30BaTeNbHOrO yUpexIeHus (yKa3aTh BbIOpPAHHBIN THI)».
Tunbl  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJIKHBI

MOBTOPSITHCS B TPYIMIIE (3aMIUCATHCS Y CTAPOCTHI).
[TepeveHb THIIOB 00pa30BaTEIbHBIX YUPEKICHUI CM.
o cT.23 @3 «O6 ob6pazoBanuu B PO,

TpeboBanus k pedepaty
JIoOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

CopepxaHue JOIKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS
U YMEHUS CTYJI€HTOB:

3Hnanue:

- cneyughuueckux uepm OOKYMEHMUPOBAHUS OesamelbHOCU
00pa30BaTEILHOTO YUPEKICHUS;

- MUN0B020 COCMABA CUCeM OOKYMEHMAYUU, PopMUupyiouux
OOKYMEeHMAbHblll (POHO 00PA308AMENBHOLO VUPEHCOCHUS,

- cnoco608 u cpedcmes 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esamenrbHOCMU 00paA3068AMENbHO20 YUPeHCOeHUs,

- HOPMAMUBHO-NPABOBLIX  AKMOB,  Pe2NaMEeHMUPYIOuUx
0esAmenbHOCIb U ee OOKYMEeHMUPOBaHue 8 00pa306amenbHblx
VupenicoeHusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanusayuu;

- Onupascb HaA HOPMAMUBHO-NPABOBOU AKM, ONpeoelsims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar na 10-15 crpanmn, yepe3 1,5 untepBama, 14




mpudrom. OOsA3aTenbHbl TUTYJIBHBIA JIUCT, OTJIaBJICHUE,
CIIUCOK JIUTEPATypbl U MCTOYHUKOB, BHYTPUTEKCTOBBIC
CCBLIKH. Bo3moxHbI PUIIOKEHUSL. KonTponbhas
WHIUBUAYAIbHAsS padoTa BBITIONHSAETCS B OYMaXHOM U
JNEKTPOHHOM BH/IE

35. XapaktepucTuka THIa  00pa30BaTEIHLHOTO
yupexxaenus.  (KemarenpbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JIaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/o0mactu/ ropoje
3apEerUCTPUPOBAHO MOJOOHBIX OPTaHU3AIH ).

36. O0mas  xapakTepuCTHKa  yIpaBJICHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUH.

37. OCHOBHOH COCTaB HOPMAaTHBHO-TIPABOBBIX

JIOKYMEHTOB, periaMeHTUPYIOIINX
JeATeIbHOCTD 00pa3oBaTeIbHOTO
YUIPESIKACHHUS.

38. [Nopsmok XpaHEHHSI JTOKYMEHTOB B

00pa3oBaTEIILHOM YUPEKICHHH.
39. Criucok muTeparypbl 1 HCTOYHUKOB.
Tecr 1

1. Onpeaenure, K KAKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCUTCH cjieayrommii 1okyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oo6 ymeepocoenuu Ilpumepnoi
UHCIMPYKYUU RO 0e10npouU3600Cmaey 6 20Cy0apcmEeHHblX
opeanuzayusax''?

a. HOPMaTHBHO-IIPABOBBIE aKThI (hefepanbHON
3aKOHOATEIbHON BIIACTH;

b. HOpMaTHBHO-TIPAaBOBBIC AKTHI U
HOPMAaTHUBHO-METOAUYECKNE JOKYMEHTBI
(enepanbHON UCTIOTHUTENBHON BIIACTH;

C. HOPMATHBHO-TIPABOBbIE AKThl 3AKOHOJIATEIBHOUN U
HCIIOJIHUTENBHOH BiacTu cyobekToB PD u nx
TEPPUTOPUANTBHBIX 00pa30BaHUM;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM

OpraHu3alyu.
2. Onpenesanre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl
OTHOCHUTCHA CJIeY IO LU I AOKYMEHT ITucemo

Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om
20.12.2000 2 Ne 03-51/64 «O  Memoouueckux
peKomenoauuax no padome ¢ OOKymMeHmamu 8
00ue00paz0eamenbHbIX YUPEHCOCHUAX)

a. HOPMAaTHBHO-TIPABOBBIC aKTHI (hefepaTbHON
3aKOHOAATETHHON BIACTH;

b. HOpMaTHBHO-TIPaBOBBIE aKThI U
HOPMAaTHUBHO-METOMYECKUE JOKYMEHTHI
(dhenepaibHOM UCTIOTHUTEIHHOU BJIACTH;

C. HOPMAaTHBHO-TIPABOBHIE AKThI 3aKOHOAATEIHHON U
HCTIOTHUTEIBHON BIIacTH CyOBeKTOB PD 1 nx
TEPPUTOPUATBHBIX 00pa30BaHUIA;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00PA30BaTEIbHOI
OpraHH3aIlHH.




3. Onpenenure, K KAKOMY yYPOBHIO HOPMATHBHOH 0a3bl
OTHOCHUTCSHl CJIeAYHIIuil T0KyMeHT: DedepaivHblil 3aKOH
«06 oopazosanuu ¢ Poccuiickou @edepayuuy?

a. HOPMaTHBHO-TIPABOBBIC aKThI (peepanbHOIM
3aKOHO/IATEJIbHOM BJIACTH;

b. HOpMaTHBHO-TIPABOBBIC aKTHI U
HOPMaTUBHO-METOINYECKHUE IOKYMEHThI
(benepanbHON UCTIONHUTENFHON BIACTH;

C. HOPMATHBHO-IIPABOBbIE AKThl 3AKOHOJATEIBHOUN U
WCTIOJHUTENBHOM BIacTu cyobekToB PD u nx
TEPPUTOPHUAIBHBIX 00pa30BaHUIl;

d. HOpMaTHBHBIC JIOKAJIbHBIC aKThl 00pPa30BaTEIbHOM
OpraHu3alyy.

4. Kakoe BbickasbiBanue siBjiasiercs HEBEPHbBIM?
a. Jlata u perucTpallMOHHBIA HOMEpP JOKYMEHTa
0hOpMIIAIOTCS HE Ha BCeX OJIaHKax
b. PexBu3uThI «/lara JIOKYMEHTa» u

«PerucTpalliOHHBII HOMEDP JOKYMEHTa» SBIISIIOTCA

JAQHHBIMU O PETUCTPALUU JOKYMEHTa U IO3TOMY

SABIISIFOTCS JI0Ka3aTesIbCTBOM CyILIECTBOBaHUS

JIOKYMEHTa M BKJIIOYEHHEM €ro B JOKYMEHTaJIbHbIN

dboHI opraHU3aIu

C. PexBu3uThI «/lara JIOKYMEHTa» u

«PeructpaulMOHHbBIN HOMED JIOKYMEHTa»

0(OpPMIISIFOTCS] HA OIHOM YPOBHE IO OTHOLIEHUIO APYT

K IApyry

d. O0a pekBmsura — «JlaTa [OOKyMEHTa» u

«PerucTpalinOHHBIA HOMEP JOKYMEHTA» — BBIIOJIHSIOT

IOPUAMYECKYI0 (YHKIUIO, a TakKe BBINOIHIIOT

MOUCKOBYIO  (DYHKLHMIO, TaK Kak  [O3BOJSIOT

OpraHM3aly BECTH HWH(POPMAIMOHHO-CIPABOYHYIO

paboty
5. Kaxoe omnpeseieHHe COOTBETCTBYET
CTAHJAPTU3UPOBAHHOMY onpeeIeHHIO

OPraHM3alMOHHO-PACIIOPSAUTEIbLHOI0 JOKYMEHTA:
a. JloxymeHt, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABISAIONIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO IOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  pelleHHe  aJAMUHHUCTPATUBHBIX U
OpPraHM3alMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIOpaBieHUs, B3aUMOJAEWUCTBUSA, OOecreyeHus u
pETyJINPOBaHMSI  JESATEIBHOCTH OpPraHOB  BIIACTH,
YUPEXKICHUN, MNPEANpPUATHM, OpraHu3aluid, Uux
MOZIpa3/IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JlokymeHT, coO34aHHBIA IOPUAWYECKUM WIH
duznueckum JIULOM, o opMIIeHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE.
d. OduumanbHpIi JOKYMEHT, HCIOJIB3yEeMbIH B
TEKYIIEeH JeSTEIIbHOCTH OpraHU3aliy.




Tecr 2
1. B 3ToT [J0KyMeHT 3akpeluisieT NPUHATHIE BHYTPH
OpraHu3anyvy NpaBuWiia padoThl ¢ JOKYMEHTAMH HAa BcCeX
Tanax padorsl ¢ HUMu. HazoBuTe 3TOT JOKYMEHT.
a. YcraB 00pa3oBaTelIbHOI OpraHu3alui,
b. Onank opranuzanum,
C. MHCTPYKIIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMeHKIaTypa jaei.
2. C nmoMompbI0 3TOr0 JOKyMEHTa B 00pa3oBaTeIbLHOM
OpraHu3anuu oCylIeCTBJIsAETCSA cucreMaTH3anus
AOKYMEHTOB, IPYNIUPOBKA JOKYMEHTOB B [eJjia, y4eT
AOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHHsi, OTOOp M
nepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHHUe, pellleHHe 0
BbIIeJIeHUH JeJd1 K YHU4YTo:KeHuio. Ha3zoBute 3TOT
AOKYMEHT.
a. YcraB 00pa3oBaTelIbHOIN OpraHu3aluy,
b. ©naHk opranuzaium,
C. MHCTPYKIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMeHKIaTypa jae.
3. Kakue pacnopsiiuresbHble JOKYMEHTbI HU3IaIOTCH 10
onepaTUBHbBIM  BONpocaM W [Jsi  OpPraHu3aluM
HCIOJIHEHHS IPYTUX PACHOPSIAUTENbHBIX JOKYMEHTOB:
d. paCIopsLKCHUA
b. pemenus
C. IOCTaHOBJIICHUS
d. mpukasbl
4. Kakue pacnopsizurejibubie 1okyMeHTbl HE oTHOCATCS
K IOKYMEHTaM, U31aBaeMbIM HA OCHOBE € JHHOHAYAJINSA?
a. TIpUKa3bl
b. pacniopsixenus
C. peuicHuA
d. ykazanus
5. Ha xakue BUABI NOAPA3Ae/ISIIOTCA OJIAHKU TOKYMEHTOB
N0 PACHOJIOKEHMI0 pexkBu3nTOB coriaacio I'OCT P
7.0.97-20167
a. YIJI0BbIE U MPOJIOJIbHBIE
b. oOmmmii Gank, OJaHK MUChbMa, OTaHK KOHKPETHOTO
BUJIa IOKYMEHTa
C. OJIaHK OpraHu3aluu, 6JIaHK CTPYKTYPHOTO
MOJIpa3/ieIeHusl OpraHu3aluy, 6JaHK JOHKHOCTHOTO JIUIIA
d. meHTprpOBaHHbIC U (IaroBkIe.

Bonpocsl k 3xk3ameny

40. HopmaTuBHas cpefa 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoit denepanum.
YpoBHU ¥ HCTOYHUK (POPMUPOBAHUS
HOPMAaTUBHOM cpeibl sl 00pa3oBaTeIbHOM
opranuzaiuu B PO.

41. OcHOBHBIE MOJIOKEHUS JIOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Tpo(ecCHOHANBHOM eI TeIbHOCTH
B 00J1acT 0Opa3oBaHUsI.

43. TlonsiTue U o0mas  XapaKTepUCTUKa




00pa3oBaTeIbHON MPOTPAMMBI.

44, Oprann3aliOHHO-TIPaBOBbIE bopmbI
VUPSKACHUA WU OpraHu3aludid  CUCTEMBbI
oOpa3oBaHwUs.

45. 3akOHbl M CHCT€Ma [IO/I3aKOHHBIX AaKTOB,
PEryJINpYOIUX YIIPaBJIEHYECKYIO
JESITEIIbHOCTD B o0pa3oBaTenbHOM
OpraHu3aLuy.

46. 3akoHOoHarelbHbIE aKTBl 110 YestOMHCKOMN
obmactu (wnu uHoro cyowsekta PO no BeIOOPY
CTYZIEHTa), PETJIAMEHTHPYIOIINE e TEIHbHOCTh
yUpeKACHUN 00pazoBaTeIbHOM chephl.

47. YcraB 00pa3oBaTeIbHOM OpPraHU3aIUH.

48. JlokanbHBIE aKTHl 00pa30BaTEIBHOM
OpraHH3aLuH.

49, TloHsiTHE 1ETONPON3BOJICTBA U APXUBHOTO
Jena.

50. OcobGeHHOCTH AETOPON3BO/ICTBA B
00pa30BaTeNIbHON OpraHu3allu.

51. 3aK0HOIATEILCTBO B o0Jactu
JIEJIONPOU3BOJICTBA W apXWBHOTO  Jelia.
Pacnipenenenue OTBETCTBEHHOCTH 3a

OpraHM3alI0 U BEJACHUE JI€JIONPOU3BOJICTBA B
00pa3zoBaTebHON OpraHu3aIu?

52. JIokyMEHTHPOBaHHE JeSATeTbHOCTH
oOpa3oBatenbHOl  opranuzauuu.  OOmas
XapaKTEePUCTUKA CUCTEM JJOKYMEHTAIUH.

53. IOpunnyeckas cuia YIPABJIEHUECKUX
JIOKYMEHTOB.

OIIK-1.2 I[Ipumensier
HOPMATHBHO-NIPABOBbIE AKTHI
B cepe oOpa3oBaHus ¢
y4eTOM HOpM
npodeccuoHATBLHON ITUKH

Jlomamnee 3aganue 2

1. W3yuutps crathio 30 «JlokanbHble HOPMAaTHBHBIE AaKTBHI,
coZiepKalIie HOPMBI, PEryJIHpYIOUIHe 00pa3oBaTeIbHbIE
otHowmeHus» PepepanbHoro 3akoHa ot 29.12.2012 N 273-03
(B meficTByromel penakuun) "O6 odpazoBanuu B Poccuiickoit
®enepanyn”

2. OTBETUTH Ha BOIIPOCHI:

K xakoil rpymnme ynpaBieHUYECKMX JOKYMEHTOB OyayT
OTHOCHUTBCS JIOKaJIbHBIE aKThl o0Opa3oBaTebHON
OpraHu3anuu?

Kakue noxkymeHTsl 1 o0Opa3oBaTenbHOM OpraHU3aluu
SBJIAIOTCS YUPEAUTEIbHBIMU?

3. CoctaBpTe  CHHCOK  JIOKQJIbHBIX aKTOB  JUIA
00pa3oBaTeNbHBIX OPTaHU3aIMK BRIOPAHHOTO THUIIA.

4. Tlomp3ysice (a) Ilepeunem munogvlx YnpaeieH4ecKux




aApXUBHLIX ~ OOKYMEHmOo8,  00pa3yiowuxca 6  npoyecce
0esAmenbHOCU ~ 20CYOAPCMBEHHbIX — OP2aHO8,  OP2aHO8
MECmHO20 CaMOYNPAGIeHUss U OpP2aHu3ayuli, ¢ YKa3aHuem
cpokoé ux xpamenus, yme. Ilpuxazom Pocapxusa om 20
Ooexaopss 2019 2. Ne 236, (0) Ilepeunem Ookymenmos co
cpokamu xpanenus Munucmepcmea npoceewenusi CCCP,
OpP2aHO8, YUpedcOeHUll U Op2aHU3AYULl €20 CUCeMbl, YMa.
Ilpuxazom Munucmepcmea npoceewenusi CCCP om 30
oexabps 1980 2o0a N 176; (B) [Ipunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa Jiesl 001ieo0pa3oBaTeNbHOTO YUPEKACHUSI» K
Iucomy  Munucmepcmea  obpazosanusi  Poccutickoul
Dedepayuu om 20.12.2000 2. Ne 03-51/64 « O Memoouueckux
pekomeHOayusx  no  pabome ¢ OOKYMEHMAMu 8
00Ue0dPaA306aMENbHBIX YUPENHCOCHUAX», OMPEICIUTh CPOKU
XpaHeHUs JUIs BCeX IOKYMEHTOB U3 CIIHUCKA, YKa3aB CTaThbIO U
nyHKT roa [lepeuns, Hanpumep:

Ne | Tunosoe Cpok Ne Ilepeuenn
/1 | HAUMEHOBAaHUE XpaHEHUsl | CTaThbU
JOKaJIbHOI'O aKTa

17 | YueOnsie ranbl | [locrostaro | 603 [Tepeuenn
1 TIPOTPaMMBI 1980
KypCOB
TTOBBIIIEHUS
KBaJIM(pUKaLMU
YUHTEIIEH,
BOCITHTATEIICH,
pabOTHUKOB
BHEIITKOJIbHBIX
YUpEXKIACHUN,
MIPOTPAMMBI JIJIS
camoo0pazoBaHus

18

Jdomammuee 3aganue 3

1. Usyuuts Ilpuxaz Pocapxusa om 11.04.2018 N 44 "O6
ymeepocoeHuu Ipumepnoii UHCMPYKYUU no
0eonpouU3800Cmey 8  20Cy0apCmeeHHblx — opeaHusayusx”
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
B cucreme  Koucymprantllmoc  www.consultant.ru

http://www.consultant.ru/document/cons_doc_LAW_305137/

2. OTBETUTH Ha BOMPOCHI U MPEICTABUTh UX B CBOOOTHOU
4aCcTH TAOJIUIIEL.

Ne Bomnpoc OTtBer
ILm.




JlokymenToo60opoT MY BKITIOUaeT
[OCIIC0BATEIHLHOCT IEPEMEIICHHIA
ITOKYMEHTOB, a TAK)XKE OIEPaIlny,
COBEpILIaeMbIe C JOKYMEHTaMH B IPOLIECcCe
X CO3/IaHus U UcToHeHus. HazoBute TH
orepanuu.

Ha kakue NpUHIUITEI OTIUPAeTCs
opra"uszanus 10KymeHTroodopora B MY?

w

Kaxk BenyT yueT nokymeHtoobopora B MY?

Kakue TOKyMEHTHI MOMaJaoT B COCTaB
BXO/ISIIMX U UCXOJSALUIUX TOKYMEHTOB
rOCY/1apCTBEHHON OpraHu3aiuu’?

Uto Takoe «MDJ1O»?

UTO BXOJUT B MOHATUE «KOPPECTOHICHLINS»
rocy/1apCTBEHHOM OpraHu3anuu?

Hy>HO JI1 IPOBOJUTH NIEPBUYHYIO
00pabOTKY JIEKTPOHHBIX JOKYMEHTOB?

[IpukazaM U pacopsKEHUsM 110 OCHOBHOU
eI TEIbHOCTH B TOCYAapCTBEHHOM
OpraHu3alUK IPUCBAUBAIOTCS MOPSAIKOBBIE
HoMmepa? Crenyer 1 UX perucTpupoBarh B
OTJIEJIBHO, B PA3HBIX PErUCTPALIMOHHBIX
bopmax?

Kak opraHn3oBaTh JOKYMEHTOOOOPOT
[PUCIIAHHBIX OyMa)KHBIX JOKYMEHTOB, €CITH
B opranu3zanuu aercrsyer CO1?

10

Kakue  IOKyMEHTBI  TOCYIapCTBEHHON
OpraHu3aIi MOTYT CO3/1aBaThCsl, XPaHUTHCS
M HCIOJB30BATbCSl  UCKIIOYUTEIBHO B
piiekTpoHHOM  Buzae? Kak  ycraHOBUTH
[epeyeHb 3TUX TOKYMEHTOB?

11

[ 1e perucTpupyroTCsi IPOTOKOJIBI
3aCelaHU, COBELIaHUM, IIPOBOIUMBIX
[PYKOBOJICTBOM OpraHU3aluu?

12

Kakue TpeboBaHus MPEIBbABISIOTCS K
MapuipyTam JBUKCHUS
OpraHU3alMOHHO-PACIOPAIUTENbHBIX
mokymMeHTOB B COJ1?

13

YUemy OJKHO COOTBETCTBOBATh
[IPOXO0KJICHUE BHYTPEHHUX JIOKYMEHTOB Ha
pTarnax ux MOArOTOBKU U oopmileHus, a
YeMy Ha dTale UCIOIHEHMS?

14

CKOJIBKO pa3 U /i€ HY’)KHO perucTpUpOBaTh
BXOJILINE TOKYMEHTHI?

15

Kaxkyro 3a/1aqy cTaBUT pyKOBOJIUTEb
ciryx0b1 JIOY rocynapcTBEeHHOTO
YUpEeXIeHUs [IPU OpraHu3aluu
ITOKyMEeHT0000poTa?

16

CnenyeT Jiu Bcerjia COXpaHsITh KOHBEPTHI
VI YITAKOBKY BXOJSIINX TOKYMEHTOB?

17

Kaxne JOIIOJIHUTCIIBHBIC IIOTOKU

HAOJIFOAI0TCS BHYTPH IOTOKA BXOIAIICH




IMOKyMeHTauu MY ?

18

Korma Hy>KHO 3aperucTpupoBarh
MCXOMAIINIA JJOKYMEHT, €CJTH OH OBLIT
[TOAIIMCAH B KOHIIC pa60qero JHs UJIN B
Hepabouee Bpemsi?

19

I[JISI KaKuXx UCXOOAIUX TOKYMCHTOB
COCTABJIAKOTCA COIIPOBOJUTCIIBHBIC micbMa’?

20

KaxoBa Liesb npeaBapuTeIbHOIO
[pPaCCMOTpPEHMUSI I10JTY4aEMbIX JOKYMEHTOB?

21

DTamy NepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO OTIEPALIHA.
HazoBute ux.

22

Kakue mannbie BHOCsATCsS B COJI 0 BXOAAIINX
M UCXOJIAIINX IOKYMEHTaX roCcy1apCTBEHHOU
OpraHu3amymn?

23

Urto nenath, €CJIM BbI OTYYIHITN
HECTaHJAPTHOE 10 BECy, pa3Mepy U T.I1.
[OYTOBOE OTIpaBiicHUE?

24

Yto ACJ1aTh, CCJIM BbI IMOJIYYHJIM ITIOYTOBOC
OTIIPABJICHHC B HOBp@)K,I[GHHOfI yrIaKOBKe?

25

Crienyer nu Aenatb KOMUU UCXOISAIINX
ITOKYMEHTOB?

26

KTO Takoil OTBETCTBEHHBIN UCIIOJIHUTEID
mokymenTa? KakoBel ero o0si3aHHOCTH?

27

[lepen peructpamuein HCXOSAIINX
mokyMeHTOB Cityx0a J1e10pon3BOICTBa
[IPOBEPSET UX NMPaBWIBHOCTH. Ha uro
KOHKpETHO oOpaliiaercsi BHUMaHue?

28

HaszoBure cpencrsa CBsI3U U1 JOCTABKU U
OTIPAaBKU JOKYMEHTOB MY B opranuzaiuu u
OpraHbl BJIACTH.

29

KTo pa3pabatbiBaeT MapuIpyThl ABHKCHUS
OpTaHU3aAlMOHHO-PACTIOPAANTCIIBHBIX
mokymeHToB g CO/] rocynapcTBeHHOM
OpraHu3aiymn?

30

HazoBute 1esp opranuszanuu
ITOKYMEHTOO00pOTa B rOCY1apCTBEHHON
OpraHu3aIHy.

31

Kak MOTyT perucTpupoBaThCsi BHyTPEHHHE

TOKYMEHTBI?

Jdomammnee 3aganue 6

[Ipoananu3upyiiTe HOMEHKJIATYPY AeJI 00pa30BaTEIHHON

opraHu3anun BLI6paHHOF0 TUIIa WKW MPEIIIOKCHHYO
npenoaaBaTeiiCM. OtBeThTEe HA BOITPOCHI.

1. I[J'IH 4ero MnpeaHa3HaiycHa HOMCHKIIATypa J1€JI B

00pa3oBaTeNbHOM YUpeXKIACHUN?

2. Kak pa3pabaTbIBaeTcss HOMEHKIIATypa el

00pa30BaTENBFHOTO YUPEKACHUS?




3. CymecTByeT v JUIsl JaHHOW OpraHu3aiuu Tumnosas
HOMEHKJIaTypa jaei?

4. Kak onpenenuts GopMy U CTPYKTYPY HOMEHKJIATYPHI
nen?

5. Kak ycTaHOBHUTH CPOKU XpaHEHHS JTOKYMEHTOB?

6. Korma momkHa 0OOHOBIISATHCS HOMEHKIIATYpa ey
00pa3oBaTEILHOTO YUPEKIACHUS?

7. Kro coctaBmsieT 1 opopMiIsieT HOMEHKIIATYPY el
o0pa3oBaTeNbHON OpraHu3auu?

Konrtpoabnas padora

B kadecTBe KOHTpPOJILHOW pabOTBl  CTyJIEHTaM
MIpe/IaraeTcsi COCTaBUTh pedepaT U BHICTYIHUTH C JTOKJIAI0M
10 TEME:

«JlokymMeHTHpOBaHUE JeSITebHOCTH
00pa30BaTeNbHOr0 yupexeHus (yKa3aTb BHIOPAHHBIN THII)».
Tunbl  o0pa3zoBaTeNbHBIX  YUPEKICHUN HE JOJKHBI

MOBTOPSITHCS B TPYIIIE (3aMIUCATHCS Y CTAPOCTHI).
[lepeueHp THIIOB 0Opa30BaTENbHBIX YUPEKICHUN CM.
o ¢1.23 3 «O6 obpazoBanuu B PDOy.

TpeboBanus k pedepary
JIOKyMeHTHPOBaHHe 1esiITeJIbHOCTH 00Pa30BaTeJbHOI0

yYUpeKAeHUs

CopepxaHue JOIKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS
U YMEHUS CTYJE€HTOB:

3uanue:

- cneyuguueckux uepm OOKYMEHMUPOBAHUS OesmelbHOCmU
00pa30BaTENBHOTO YUPEKICHUS;

- Muno6o2o cocmasa cucmem OOKYMeHmayuil, Qopmupyouux
OOKYMeHmanbHblll (POHO 00PA308aAMENbHOLO YUPEHCOCHUS,

- €noco606 u cpedcms OOKYMEeHMUpOBaHUs, NPUMEHAEMBIX 8
npoyecce 0esmenbHOCmU 00Pa308amMenbHO20 YUPEHCOEHUsL,

- HOpMAMUGHO-NPABOGLIX — AKMOG,  PeNIaAMEHMUPYIOWUX
oesimenbHOCmb U ee OOKYMEHMUpOBanue 8 00paz06amenbHblx
yupenrcoeHusx (no munam).

VYmenue

- cocmasumo HOPMAMUBHO-NPABOBYIO bazy
OOKYMEeHMUpPOBaHUs oesimenbHOCmU KOHKPEmHOU
opeanusayuuL;

- Onupasacb HA HOPMAMUBHO-NPABOBOU AKM, ONPeoelsims
cocmaes HeoOX0OUMbBIX OOKYMEHMO8.

Pedpepar wa 10-15 crpanum, depes 1,5 wunTepBana, 14
mpudrom. OOs3aTenbHBl TUTYABHBIA JUCT, OTJABJICHUE,
CIHCOK JIUTEpaTypbl M HMCTOYHUKOB, BHYTPHTEKCTOBBIE
CCBLIKHU. Bo3moxHbI IIPUIIOKEHUS. KonTponbHas
WHJMBHIyaIbHAsT pa0OTa BBINOJNHSACTCS B OYMaXXHOM U




OJICKTPOHHOM BH/JIC

TunoBoi nian pegepara

8. Xapakrepucruka TUTA 00pa30BaTeNLHOTO
YUPEKICHUSI. (*KenarenpHO NPUBJICUCHHE
CTaTHCTUYECKUX JTAHHBIX O TOM, CKOJIbKO B Poccum/
peruone/obnactu/ ropoje 3aperuCTPUPOBAHO

MIO/I00HBIX OpraHu3aLuil).

9. OOmas xapakTepuCTHKAa YIpPABICHHUS B JaHHOM
00pa30BaTENLHOM YUPEKICHUH.

10. OcHoBHOM COCTaB HOPMAaTUBHO-IIPABOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIUX  JCSATEIbHOCTh
00pa30BaTENLHOIO YUPEXKACHUS.

11. XapakTtepucrtuka JOKYMEHTAJIBHOTO ¢donma
(IOKyMEHTOB,  UX  KOMIUIEKCOB M  CHCTEM
JOKYMEHTAIH, (OPMHUPYIOLMIUXCS B ACATEIBHOCTU
00pa30BaTeNbHOTO YUPEKACHHUS):

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHS,

® [UIAaHOBAs JOKYMEHTAIlHS;

® pacnopsAUTEeNbHAs JOKYMEHTAIIHS;

¢ uHPOPMAMOHHO-CIIPABOYHAS "

CIPaBOYHO-aHATUTHYECKAS JOKYMEHTAIHUS;

OTYeTHAas TOKyMEHTAallUs;

® JIOKyMEHTAIUs [0 00ECIeYeHUI0 KajpaMH (110
JUYHOMY COCTaBY);

e (QunaHcoBas AOKyMeHTalus (OyXraaTepcKuii
y4eT U OTYETHOCTB);

® JJOKyMEHTaIUs o
MaTepHUaIbHO-TEXHUYECKOMY 00€CIIeUeHHUIO;

® JIOrOBOpHAas JOKyMEHTalus,

® JIOKyMEHTalus MO JOKYMEHTAllMOHHOMY U

UH(POPMALUOHHOMY o0ecreueHHIo
JeSITEIbHOCTH YUPEXKICHUS;
® JJOKyMEHTalus, OTpa)karoIas

00pa3oBaTeNbHYIO AESITEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (E€CIIH €CTh).
12. Ananu3 IIPUMEPHOU HOMEHKJIAaTypbl zen
00pa30BaTENLHOTO YUPEKICHUS.
13. Tlopsimox XpaHEeHUsI JOKYMEHTOB B 00pa3oBaTeIbHOM
YUPEXKIECHUH.
14. Cnucok nutepaTypbl U HCTOYHHKOB.

Tect 1

1.Ilponosxkute Pppa3y: «Opranusanus AeJ10NPOU3BOACTBA
B 00pa30BaTeIbHOM YYpesKIeHHH HEMOCPeICTBEHHO
perjiaMeHTHPYeTCcs...»
d. HOPMAaTHBHO-TIPABOBBIMU aKTaMH (enepalbHON
3aKOHOJATEILHOM BIIACTH;
b. HOpMaTHBHO-TIPaBOBBIMHU aKTaMH (heiepaibHON
HCIIOJIHUTEILHOHN BJIACTH;
C. HOpMaTI/IBHO-HpaBOBBIMI/I aKTaMH
3aKOHOJATEILHOM 1 MCIIOJIHUTEILHON BIAaCTH




cyOBeKkTOB PD 1 uX TEppUTOPHATBHBIX
o0Opa3oBaHMii;
d. HOpPMAaTHBHBIMH JIOKAJbHBIMU aKTAMH
00pa3oBaTeNbHON OPraHU3AIIH.
2.Kakoe BbICKa3bIBaHME SIBJISIETCS HEBEPHbIM?
a. PekBusutr «HauMeHOBaHHWE BHJIAa JOKYMEHTa»
ABIIETCS  JIOKYMEHTOOOpa3ymoIllMM  IPU3HAKOM,
MO3BOJISIIOIIMM IIOJIYYUTh HAdallbHOE, caMoe o0I1uee
NpeJICTaBJIeHHUEe O JOKYMEHTE, €ro IpaBOBOU
3HAYUMOCTHU
b. Ilpumenenne TI'OCT P 7.0.97-2016 sBasercs
00s13aTeIBbHBIM JIJISI BCEX COBPEMEHHBIX OpraHu3allui,
YUPEXKICHUH, pEANPUATHI JIFOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM
c. ®opMyInsAp AOKyMEHTa MPOJUKTOBAH HE TOJBKO
HEOOXOIMMOCTBIO CTPYKTYpUPOBaTh HHQPOPMAILIHIO,
cAenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO
npuaaTh JOKYMEHTY IOPUIUYECKYI0 CHILY, CHENATh
3arevaTICHHYI0 B HeM HH(OpMAIHIo O(UIHATHLHON
d. Kaxplii peKBU3UT KaK MEPBUYHBIA CTPYKTYPHBIA
AJIEMEHT JOKYMEHTa B TOW WM HWHOM CTENEHHU
OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOPMAITHIO
3. Kakum opranu3anuoHHbIM JOKYMEHTAM COOTBETCTBYeET
cJIeIyI0Iasi XapaKTePHCTUKA:
dmo opzanuzayuonHo-npagosvie aKmul, onpedenarOuiue
nopaook  oopazoeanusa, npaga U  00A3AHHOCHMU,
Op2anu3ayuIo padomosl KaK 6 Op2aHu3ayuu é yeaom, max u 6
ee CmpyKmypHslx noopaszoenenusax. B smux ooxymenmax
makoice mozym 0vlimp OMpa’)>cenvl npasa u 00A3AHHOCHMU
OMOENbHBHIX 00JIHCHOCHHBIX UL, ORPEOENAMbCA OCHOGHbBLE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3TUYHBIX
meponpuamuili 6 op2anuzauyuu (KOHKypcos, CeMuHapos,
¢pecmueaneii, 6bicmagok).
a. mpaBuia
b. monoxenus
C. UHCTPYKLIUU
d. ycraBsl

4. Kakomy OpraHu3aifMOHHOMY JOKYMEHTY COOTBETCTBYeT
CJIeYIOIIAsi XapaKTePHCTHKA:
Imo NoKanbHLLL HOPMAMUGHLII AKM  OpP2AHU3AUUU,
pecnamenmupyrouwiuii. 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3aKkonamu nopaookK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3aHHOCMU U OMEEMCMEEHHOCMb CHOPOH MPY008020
002060pa, pexcum padomol, 6pemsa omovixa, NPUMeEHsEMbLE
K padoOmHuKam mepvl NOOWPEHUS U 63bICKAHUS, 4 MAKIiCe
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUIEHUI )
O0anH020 padomooameis.

a. MHCTPYKIIMSI UHCIIEKTOPA 10 TPYy

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACMOPSIIKa

C. TMOJOXEHHWE O TPYAOBBIX OTHOUICHMSX B

OpraHu3aIuu




d. TpymoBoii JoroBop

5. Kakomy ynpaBjieHYeCKOMY JOKYMEHTY COOTBETCTBYeT
cJIeAyIONIasi XapaKTePpUCTHKA:
Omo 6ud RUCbMEHHO020 OOKyMeHma, 6 KOmopom
¢uxcupyrom pewienus AOMUHUCMPAMUBHBIX u
OpP2AHU3AUUOHHBIX  60NPOCO8, A MAKMCe B8ONPOCO8
ynpaenenus, 63aumooeiicmeus, obecneuenusn u
pecynupoeanua  0eamenpbHOCmU  OpP2AHO8  é1acmu,
yupesxcoenuil, npeonpuamuil, op2anu3zayuil, ux
noopaszoenenuil u QOAHCHOCHIHBIX TUY,.

a. puHaHCOBO-OyXTaNTEPCKHIA

b. kaapoBbIit
C. OPTaHU3aLUOHHO-PACTIOPS AUTEIIbHBIN
d. MJIaHOBO-OTYETHBIN

6. KakoMy [0OKyMEHTY COOTBETCTBYeT CJIeAYHIIas
XapaKTepUuCTHKA:
JTO MNPaBOBOil aKT, YCTAHABJMBAKOIIHMI TEXHOJOTHIO
CO3JaHHUA WM IOJIyYeHHs JOKYMEHTOB, HX 00padoTKH,
XpaHeHUs] M HCHOJb30BAHMA B  /IeSITeJIbHOCTH
OPraHM3alMu.
d. JOJDKHOCTHAsI MHCTPYKIHS

b. TO/DKHOCTHOM perjaMeHT

C. moJjoxenue o ciyxoe J10Y

d. HHCTPYKITHS 10 JETOMPOU3BOACTBY
Tecr 2

1. B kakoii 4YacTH PpacnopsAUTE]bHOI0 JTOKYMEHTA
He00X0IUMO noMeumarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIMX CHJIY WIH MOMJIEKAIUX U3MEHEHHUIO B CBSI3H
¢ M31aHNEeM JaHHOI0 aKTa?
a. B JIIOOOM ITYHKTE PacCIoOpsAUTEIIbHON YacTH

b. B mepBBIX MyHKTaX paclopsANTEIbHON YacTH

C. B KOHCTaTUPYIOIIEH YaCTH

d. B KOHIIE TeKCTa
2. 3 kakux 4acreil COCTOMT TEKCT PacHoOpPSIAUTEIbHOIO
AOKYMEHTA:

a. aHAJIMTHYECKas YacTh/ 0000IIaroNas 4acTh

b. pazbsicHuTEeNbHAS YaCTh/ TUPEKTUBHAS YacTh

C. KOHCTaTUPYIOIIAasl YaCTh/ pacCopsAIUTEIbHAS YaCTh

d. BBogHas 4yacTh/ OCHOBHAS YacTh/ 3aKIIOUHUTEbHAS
4acTh
3. Kakomy BHAY JOKYMEHTAa COOTBETCTBYET CJIeAyIOUIUii
TEKCT:

23.09.20013 ¢ 9.00 na 3anamuax no oCHO8aAM

npaeoeedeHus NPUCYmcmeosaio 2 cmyoenma u3 cocmaed
2pynnot 25 uenoeex, 6 pezyibmame 4e20 3aHAMUA

npurULI0Co OMMEHUMb.

Jlouyenm kagpedpwvt npasa Iloonuce
/H.B. lllenens




25.09.2013
a. TOKJIaIHas 3aMucKa
b. mosicHUTENbHAS 3aITUCKA
C. 0OBSICHUTEbHAS 3aIHCKa
d. ciy)xeOHas 3anucka
4. Jlas KakuX BUAOB JOKYMEHTOB HMCHOJb3YIOT OOIIMii
01aHK?
BriGepure ofuH OTBET:
a. TOOBIX BUJOB JOKYMEHTOB, KpOME TpUKa3a
b. 7r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO IS TUChMa
d. mo0BIX BHIOB JOKYMEHTOB, KPOME ITUChMa
5. Ha kaxkue THOBI NOAPA3AEJAIOTCH JTOKYMEHTHI 10
NMPOUCXO0KIEHHIO:
a. obmenoctynHble/ KOHGUACHIIMATbHBIE/ CEKPETHBIS
b. muunbIe/ oduIaTbHBIC
C. BXOJISIINE/UCXOISAIINE/BHYTPCHHHE
d. uHaMBUAYaTbHBIC/ Tpad)apeTHbIE/ TUITOBBIC

BOI[pOCbI K 3K3aMEHY

1. JoxyMeHTHUpOBaHUE HCCIIEA0BATENbCKOM
JIEATEIbHOCTH o0Opa3oBaTebHOI
opranuzanui. CrocoObl 3alUThl aBTOPCKUX
IIpas.

2. JIoKyMeHTaJbHBIN U apXUBHBIN (OHIBI
o0pa30BaTeNbHOIN OpraHu3aluu.
3. JIOKyMEHTHUpPOBAaHHE YITPABIECHYECKOM

nesTenbHOCTH. Opranuzaiys, INIaHUPOBaHUE,
pacnopsAUTENLCTBO, KOOPAUHALNS, KOHTPOJIb U ApyTHe
yrpaBieH4YecKrue QYHKIIMU B JOKYMEHTaX 00pa3oBaTeIbHOM
OpraHM3alHH.

4. JlokyMeHTUpOBaHuEe 00pa30BaTeIbHOM
nesrenbHOCTH. OCHOBHast 00pa3oBaTesibHas MporpaMma.
VY4eOHbIii 1aH (MHBIE BUJIBI IIJIAHOBBIX JOKYMEHTOB 110
oOpa3oBaTenbHOU AeaTenbHOCTH). Paboyas nmporpamMma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOTIPUATHH.

5. JlokymeHTapHast HOAroTOBKa
00pa3oBaTeNbHON OpraHU3aIMH K JIUIEH3UPOBAHUIO U
rOCYJIapCTBEHHOW aKKpEIUTAIUH.

6. [onsarue noxkymeHTo000poTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYnpasieHue 10KyMEHTOIIOTOKaMH B

00pa3oBaTeNbHON OpTaHU3aIMH. JJICKTPOHHAS H
TpaJUIMOHHAsA (hopMa JOKYMEHTOO0OpOTa.

8. OpraHu3anys UCTIOIb30BaHMs TOKYMEHTOB B
oOpa3oBaTenbHON opranu3anuu. JlocTyn K TOKyMEHTaM.
9. [IpaBoBbIE OCHOBBI B 00J1aCTH

MH(POPMAIIMOHHOTO 0OecrieueHus1 00pa3oBaTeIbHON
nesitenibHOCTH. CaiiThl 00pa30BaTENbHON OpraHU3al|H.

10. Opranu3zanys onepaTUBHOTO U ApXUBHOTO
XpaHEeHHs JOKYMEHTOB B 00pa30BaTeIbHON OpraHu3anuu (Ha
IIPUMEPE OJJTHOTO U3 TUIIOB).

11. JlokaapHBIC HOPMATHUBHBIE aKTHI T10




JIeJIONIPOU3BOCTBY 00pa30BaTENIbHOM OpraHu3aLuy.

12. HNHucrpykuusa o aenonpousBoAcTsy. Liens
CO3J1aHMsl, 331a4K, TPeOOBaHUS K COCTABJICHUIO, 0(OPMIICHUIO
U BBEJICHUIO B JICHCTBHE

13. Homenxknarypa nen. Llens u 3agaun co3ganus,
TpeOOBaHUSI K COCTaBJICHHIO, O(OPMIICHUIO M BBEACHUIO B
JIENCTBUE.

14. YHUUTOXKEHHE TOKYMEHTOB 00pa30BaTeIbHOM
opranusauuu. Ilopsnok BwlOeNeHHsA €1 K YHUYTOXCHMIO.
JIOKyMEHTUpOBaHUE POLEAYPbl YHUUTOXKEHUS TOKYMEHTOB.

OIIK-1.3 OcymecrBaser
npogeccnoHalIbHOE
B3aNMOJelCTBHE C
Y4aCTHHUKAMH
o0pa3oBaTe/IbHbIX OTHOIIEHH i
B COOTBETCTBHM C HOPMAMHU
npogeccuoHAIbLHOM 3TUKH

JlomauiHee 3aganue 5

I[IpuBeautre mno 2 mnpuMepa [TOKYMEHTOB IO
JIMYHOMY COCTAaBY, OTpa:kaiie JOKYMEHTHPOBAHUE
CJIeIyIOIIUX MPOLECcCoB:

. IIPOLIECCHI ABUKEHUS KaIpOB;
. IpoLEeAypY aTTeCTaluu;
. BOMHCKHM y4YeT.

KT0 oTBeuaeT 3a cocTaBieHne TaHHBIX TOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMU PYKOBOJICTBYETCS?
KonTpoabHasi padora

4. XapakTepucTuKa JOKyMEHTaIbHOro (hoHAa (JOKYMEHTOB,
UX KOMITJIEKCOB M CUCTEM JIOKYMEHTAlUH, (POPMUPYIOIIUXCS
B JIEATEILHOCTH 00Pa30BaTEIHLHOTO YUPEIKICHHUS ):

® OpraHM3allMOHHO-TIPABOBas JOKYMEHTaIu,

® [UIaHOBAas JJOKYMEHTAIUS;

® pacnopsAuTENbHas JOKYMEHTALMS;

e uHpOPMALMOHHO-CIIPABOYHAs U
CIPaBOYHO-aHATUTUYECKAs JOKYMEHTALUS;
OTYETHasl IOKyMEHTaLUs;

e JIOKyMEHTallus MO0 00ecrneyeHuto Kajapamu (1o
JUYHOMY COCTaBY);

e (unaHcoBas AOKyMeHTalus (OyXraaTepcKHii
y4eT ¥ OTYETHOCT);

e JIOKyMEHTalus 1o
MaTepHabHO-TEXHUUECKOMY 00€CIIeUeHUIO;

e JIOrOBOpHAs JOKyMEHTAIMs,

® JOKyMEHTalus IO JOKYMEHTAIlHOHHOMY U

MH(OPMALILOHHOMY o0ecrne4eHuno
NeSITeIbHOCTH YUPEXKICHUS;
® JOKyMEHTAalUs, OoTpakaroLas

00pa3zoBaTeNbHYIO IeATeTbHOCTS;
® JIpyrHe CUCTEMBI JOKYMEHTAIIUH (€CIIH €CTh).

Tect 1




1. Kakomy [0OKyMEHTY COOTBETCTBYeT CJIeqyIolas

XapaKTePUCTHKA:
Omom O0oKymenm ycmaunaenueaem 071 pPAOOMHUKA
KOHKpemHble mpyoogvie (Oondscnocmuuie,
¢ynKkyuonanvnvle) 00a3annocmu u npaea 6

CcOOmeemcmeuu ¢ 3aHUMAEMOIL 001HICHOCHbIO, 3aKPenisiem
€20 Op2aHU3AUUOHHO-NPABOBOE NOIONHCEHUE 8 CHMPYKHYype
yupexcoenusn,  A6AAemcA  NPAGOGOU  OCHOB0U 014
npoeedeHus ammecmauuu padomHuKka, onpeoeneHus e2o
OMEEMCMEEHHOCMU U  G3AUMOOMHOUWIEHUA C OpY2UMU

pabomuukamu u noopaszoenenuamu, noseonsaem
00beKmugHo oyenusamy paoomy compyoHuKa
opzanuzayuu.

a. MHCTPYKILMS 110 1€JIONPOU3BOJICTBY

b. nonosxxenue o cnyxoe JOY

C. IOJKHOCTHOM pEeriiaMeHT

d. JOJKHOCTHAS! HHCTPYKIIUS
2. Kakume rpynnbl [JAOKYMEHTOB, € TOYKH 3peHHA
OpraHu3alMy J0CTyna K HHM, BCTpe4yalwTcsi B
o0pa3oBaTe/IbHOM Opranu3anum?

€. 00IIen0CTyIHbIE,

f. koHpueHIMATBHBIC

g. CEeKpeTHbIE

h. Bce rpymimbl BO3MOXKHEI

Tect 2
1. K kakoii cucreme JOKyMeHTallUU OTHOCUTCA JInuHas
kaprouka T-27
a. (uHAHCOBO-OyXraJTepcKoil,
b. mokymeHTaMm IO JTUYHOMY COCTaBY,
C. OpraHU3alMOHHO-IIPABOBOM,
d. pacmopsauTeNbHON TOKYMEHTAIIHUH.
2. KTo oopMmisieT yueTHbIE JINYHbIE KAPTOUKM:
a. pabOTHUK
b. pykoBOANTENb CTPYKTYPHOTO MOAPa3CICHHS
C. 3aMECTUTENb PYKOBOJUTENS OpraHU3alNH
d. pabOTHUK MO Kapam
3. Kakoii 10KyMeHT SIBJIAETCSI OCHOBHBIM JOKYMEHTOM 0

TPYAOBOM 1eATEJBLHOCTH U 0 TPYAOBOM CTaKe pa0OTHHKA:

a. y4eTHas JM4YHasl KapTOUuKa
b. meHCcHOHHOE yI0CTOBEPEHHE
C. CTPax0BOE CBUJETEIBLCTBO FOCYAApPCTBEHHOTO
IIEHCHOHHOTO CTPaxXOBAHMS
d. TpymoBast KHM)KKa
4. Kakue Buabl IMCUMIUVIMHAPHBIX  B3bICKAaHUM
BIIMCBHIBAIOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BUIBI TUCIUTUIMHAPHBIX B3bICKAaHHN
BITUCBHIBAIOTCS B TPYIOBYIO KHUKKY
C. CTPOTH BBITOBOP
d. B3bICKaHMs B TPYAOBYIO KHIDKKY HE 3aIIHCBIBAIOTCS
5. Kakne mnmcbMa NOANMCHIBATCH ABYMS JHMIAMHM —




PYKOBOJIUTEIeM OPraHU3alUM U IVIABHBIM OyXrajTepoMm:
a. TapaHTUHHbBIC THChbMA
b. compoBoauTENbHBIC THCHMA
C. MHChbMa-3aIpPOoChl
d. pexyiaMHbIe THChMa
6. Kakum pgokymMeHTOM He00X0auMo0 0(OpMHUTHL BO
u3le:kaHue HapymeHussi HopMm TpymoBoro Kkoaekca
NMCbMEHHOE HANOMHHAHNE O HEOO0XOIAMMOCTH SIBUTHCS
NSl TOJYy4YeHHS] TPYAOBOH KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3HOe MUChbMO
b. pakcorpamma
€. SMS-coo01ienne
d. aJIeKTpOHHOE COOOIIIECHHE
7. Kakoil [J0KyMEHT NOANUCHIBAeTCH PYKOBOIHUTEIEM
CTPYKTYPHOI0 MOJApAa3e/ieHus:
a. crpaBKa
b. mpukas
C. aKT
d. ciy)xebHas 3anucka
8. B Kkakoii 4YacTH PpacnopsiiMTEJbHOr0 JOKyYMEHTa
ykasbiBaeTcsi MHGOpPMALHMA O TOM, KTO OCYHIIECTBJIsieT
KOHTPOJIb €ro UCHOJTHEeHUus?
a. B [IEPBOM ITYHKTE PacClOpsAIUTEIbHON YacTH
b. opopmitsieTcst OTAETBHOM CTPOKOIL IOCIIE BCEX
MTYHKTOB
C. B HOCIIEAHEM ITYHKTE PACHOPSAIUTEIBHON YaCcTH
d. B KOHCTATHPYIOILEH YacTH

BOl'lpOCI)I K 3K3aMEHY

1. Kanposas nosmmruka o0pa3oBaresbHOM
opranuzanuu. Opranu3zanus 10KyMeHTHPOBAHUA
TPYAOBBIX OTHOIIeHHUI. [IpaBa u o0s3anHOCTH
paGoronareseil 1 pa0OTHUKOB.

2. Pa3paboTka HOpMATHBHBIX IPABOBLIX AKTOB,
YCTAaHABJINUBAIOUINX CJIYyKeOHbIC OTHOIICHHS B
o0pa3oBaTe/IbHOI OPraHU3aALMH.

3. IHopsinok 3akI04eHNsI TPYAOBBIX 10T0BOPOB.
OO0uue ocHOBaHMSA NPeKpPaLIeHUs TPYAOBBIX 10I0BOPOB.
OcHoBaHMS ¥ MOPSAIOK PACTOPKEHHUA TPYA0BBIX
JAOTOBOPOB 110 HHULIMATHBE padoToaares, M0
HHULHATHBE PA00THHKA 00pa30BaTeIbHON OpPraHN3anuu.
4. JdoxymMeHTHpOBaHHE B 00JIaCTH MAaTePHATbHBIX U
(pHAHCOBBIX 32aTPaT roCyJapCTBEHHBIX U
MYHMUIMIAJIbHBIX 00pa30BaTe/IbHbIX OPraHU3alUii.

S. YcTaHoB/IeHHE U IOKYMEHTAJbHOE 3aKpelieHHe
COLMAJIbHO-TIPABOBBIX YCJIOBUIl U FapaHTHId,
HEO00XOIUMBIX ISl 1eSITeIbHOCTH PA0OTHUKOB
roCy1apCTBeHHbIX, MyHUIIMIIAJIbHBIX H
HerocyJapCcTBEeHHBIX 00pa30BaTeIbHbIX YUpPeKACHHUIA.

6. JucuuninHapHasi OTBETCTBEHHOCTD U ee
AOKYMEHTHPOBaHHUE




7. JJoxyMeHTHPOBaHME UCCJIEI0BATEIbLCKOM
AesiTeJIbHOCTH 00pa3oBaTe/ibHOM opranu3annu. Cnocoobl
3allIMTHl aBTOPCKHUX MPAaB.




Hpuioxenne 3

MeTtoauyeckue yKazaHusl K OPraHH3alliM CAMOCTOSTeJIbHOM padoThI CTY/AeHTOB

B mpormecce BBIMOTHEHHS CAMOCTOSITENBHOW pPa0OTHI CTYAEHTHI JOJDKHBI HAYYHTHCS
BOCIIPHHUMATh CBEIEHUS Ha CIyX, (UKCHpPOBAaTh WH(POPMALMIO B BUJE 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 cxeM. BaXKHO HayunThCsI BBIAEIATD IVIABHBIE MBICIIN B JIEKLIUU
npenojaBarens JUOO B MHUCBMEHHOM TEKCTE; aHAJIW3UPOBATh SIBJICHUS; ONPENENISATh CBOIO
MO3HIIMIO K TOJYYECHHBIM Ha 3aHATHUAX CBEJICHHSIM, YETKO (JOPMYIHPOBATH €€; apryMEHTHPOBATh
CBOIO TOYKY 3pECHUS: BBICKA3bIBATh OLICHOYHBIEC CYXKICHMS; OCYIIECTBIIATh CaMOAHAJIM3.
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 mNMpakTH4YeCKMM 3aHATHSAM. CeMHHAp — OIMH 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 perieHne 3a1a4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IIaHy WIH TUCKYCCHIO 110 TIpoOieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCSI, PEXK/IE BCETO, B OCBOEHUU TOTO TEOPETHUYECKOIO
Marepuaia, KOTOPhId BEIHOCUTCS Ha oOcyxkaeHue. J{ist 3Toro HeoOXoauMO B MEPBYIO OYepehb
HepeuynTaTh KOHCIEKT JEKIMU UM pa3/ieibl yueOHHKa, B KOTOPBIX IPUCYTCTBYET YCTaHOBOYHAsS
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 IIOMOIIBIO 3aIMCEH, BBIMIUCOK WM 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
YMEHHME CTyJeHTa paboTaTh C KHHUIOW: BBIACNATH M (QOpPMYIHpPOBaTh MpodiIeMy, OTOMpaTh
OCHOBHBIE TE€3MChl U BCIIOMOTATEIbHBIC JJTaHHBIE, JJOTMUECKU BBICTpPAUBaTh MaTepuall, TPAMOTHO
0(OPMIIATh HAyYHBIN TEKCT.

CryaenTam npenjaraercs jJBa Buja pedepatHbix padorT:



PedepupoBanne Hay4dHOU JIUTEpaTyphl MPEICTABISIET COOOW COKpAIIEHHOE H3JIOKCHUE
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 cTyaeHTa 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, naparpadsr). Heobxoaumo
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 MPaKTUYeCKO# IIeHHOCThI0. Ho B M000M 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 U3Y4aeMOM 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 HEOOXOIMMO CaMOMy 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 MCTOYHHKY — IIO0COOMIO, MOHOrpaduu,
uccienoanuio. Ho mydiie, eciiu Bbl 00paTuTECh K JBYM-TPEM HAYYHBIM TPYAaM — 3TO MO3BOJIHUT
MPEJICTAaBUTh MPOOJIEMY C HECKOJIBKIX TOUYEK 3PEHUS M BBICKA3aTh TUYHbIC MIPEATOYTCHHUS.

- OJIHUM U3 TJIaBHBIX KPUTEPHUEB OLICHKH pedepara OyIeT COOTBETCTBHE €T0 COACPIKAHUS
3asBiIeHHON Teme. Jlng 3Toro Oermo O3HAKOMHUBIIMCH C TIEPBOMCTOYHHMKAMHU COCTaBbTE
MpeIBapUTeNbHbIN TaH Oyaymiero pedepara, 0003HaYMB B HEM MPHUHIMIINAAIBHO Ba)KHBIE
MOMEHTHI U ATaIbl OcBenIeHus npoodiemsl. [locie Toro, kak y Bac mosBSITCs pabouue 3arucH 1o
pe3yabTaTaM W3YyYeHHUs HAayYHOW JHUTeparypel M oOmMpHas WHPOpPMAIUS MO TeME B IIEJIOM,
MOXXHO OyZIeT CKOppeKTHpoBaTh oOmui miaaH pedepara. Crapaiitech mpu paboTe HaJg HUM
THIATEIEHO HW30aBIATHCS OT «H3JIMIIECTB»: BCAKOTO pojia aOCTPaKTHBIX PACCYXICHUH,
Ype3MEpPHBIX MOJIPOOHOCTEH U MHOTOUHCICHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOT» TEMY WIIU
YBOZISAT OT HEE.

Ctpykrypa pedepara BKIO4YaeT B ceOsi BBEJCHHE, OCHOBHYIO YacTh U 3aKkiroueHue. Bo
BBEJICHUU (OPMYTUPYIOTCA IENH W 3agadyd paboThl, ee akTyalnbHOCTh. OCHOBHAas 4YacTh
NpeICTaBIsIeT COO0M MOCIeIOBATEIbHOE U apTyMEHTHPOBAHHOE M3JI0KEHUE PA3IUYHBIX TOUYEK
3peHusi Ha TpoOJeMy, €e aHaiu3, MpearnojaraeMple MyTH pelieHus. 3aKiIrodeHue o0o0maeT
OCHOBHBIE MBICITH HJIM OOOCHOBBIBAET IMEPCIIEKTUBBI JATbHEUIIETO HCCIeI0BaHUs TeMbl. Ecim
pedepar moctatouyHO OOBEMEH, TO TOTpPeOyeTcs pa3eiieHHe TEKCTa Ha pasfenbl (TJIaBbl,
naparpadsl). mmrocTpaTuBHBIN MaTepuan — TaOJUIIbI, CXeMBI, TpaHKU — MOTYT pacmoiaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak u B pazfeine «lIpunoxeHue».

O6beM pedepara 3aBUCUT OT LIeJei U 3a/1ad, pelaeMbix 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 o00si3aTensHOM TOpPSAKE Pa3MEMIAOTCS TUTYJIBHBIA JIUCT, TUIAH WA
orjaBiieHHE pabOThI, a TAKXKE CIHCOK UCIIOJIb3YyEeMOIl TIUTEPATYpPHI.

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



CEMMHAPCKUX 3aHATUSAX. B 3TOM ciiydyae He00X0AMMO MPUIIOKUTh AOIOTHUTENIbHbIE YCUITUS AJIS
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

IIpe3eHTanusi — COBPEMEHHBII CIOCOO YCTHOTO WJIM NHCHMEHHOTO NpPEACTaBICHUS
UH(POPMALIUHU C UCTIOIB30BAHUEM MYJIbTUMEIUHHBIX TEXHOJIOTHH.

Cy1iecTByeT HECKOIbKO BapUaHTOB IPE3EHTALUI.

. IIpe3eHTanys ¢ BBICTYIUICHUEM JOKJIAIUUKA
. IIpe3eHTanys ¢ KOMMEHTapUAMU AOKJIAUUKA
. [IpesenTanyss  Oas  CaMOCTOATENBHOIO  IPOCMOTPA,  KOTOpas  MOXKET

JIEMOHCTPHPOBATHCS TIepe/1 ayTUTOprueit 0e3 yuacTus JOKIa 4HKa.
IToaroroBka mpe3eHTaIK BKJIIOYAET B €0 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 NIPOEKTA U T.J.);

o Kakyl0o poib OylIeT BBIIOJHATH INPE3EHTalMs B XOJI€ 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
IPOJOIKUTENBHOE - 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 TPUHIIMIIAMH TIPH COCTaBJICHUM TPE3CHTAIIMU JIOJDKHBI OBIThH
SICHOCTb, HaIJISITHOCTh, JIOTUYHOCTh U 3alIOMHUHAEMOCTb;

. Mpe3eHTalusl TOJKHA UMETh CIICHApUH M YETKYIO0 CTPYKTYpY, B KOTOpOH OyayT
OTPa’KE€HbI BCE MPUUYUHHO-CIIEICTBEHHBIE CBSI3H,

. pabota Haj Tpe3eHTalueld HAYMHAETCS TOCJe TIIATENbHOTO OOIyMBIBAaHUS W

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 uaeH, BOKPYr KOTOpoil Oyzer
CTPOUTHCS MPE3ECHTALUS;
J yacTb HMH(OpPMALMM MOXKHO IE€PEBECTH B JBa THUIA HAIJSAIHBIX IOCOOUI:

TEKCTOBbIE, KOTOPBIE MOMOTYT CIIYIIATENAM CIIEAUTh 32 XOJAOM pa3BEpPTHIBAHUS apryMEHTOB U
rpadguyueckre, KOTOpble WJUIIOCTPUPYIOT TJaBHbIE IYHKTHI BBICTYIJIEHUS U  CO3Jal0T
AMOIMOHAIBHBIE 00Pa3bl.

° CIOKETBHI TPE3EHTALMU MOTYT pPa3bsiACHATh WM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JJOKJIaZa B CaMbIX Pa3HOOOPAa3HBIX BapUaHTAX.

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

J1s aTOTrO 11IeTIeco00pa3Ho:

J OTIPENIeNUTh, YTO OY/IET MPEICTABICHO HA KAXKIOM CJIai/ie, 9To OY/IeT B 3TO BpeMs
TOBOPUTHCSI, KaKk OyJIeT CAEIaH Mepexo/1 K CIEAYIOIIeMY Clany;

o camble BaXXKHBIE HJIEW M MBICIIA OTPa3uTh M Ha Claifax M MPOU3HECTH CIOBAMHU,
TOTJ1a KaK BTOPOCTETIEHHBIE — JTN0O0 CITIOBaMU, JIMOO Ha Cllaiiax;

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

o JUTSL pa3bsICHEHUS MOJOXKEHHH JTOKIala UCIOIb30BaTh Pa3HbIC BUIbI CIAWIOB: C

TEKCTOM, C TaOJIMIIaMH, C TMarpaMMaMu;



J aro0asi mpe3eHTalus J0JDKHA MMETh COOCTBEHHYIO JpamaTypruio, B KOTOPOM
€CTb:!
«3aBsi3Ka» - MPOOYXKIEHUE MHTEpEca ayIUTOPHH K TeMe COOOUIeHUs (SIPKUN HATJIsTHBIN

npumep);

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

«KyTbMUHAIMS» - TPEACTABIEHUE CaMOro TJaBHOTO, HOBOTO, HEOKUIAHHOTO
(3MOLIMOHAILHBIN pEYEBOM WIIM WILTIOCTPATUBHBIN 00pa3);

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

3. OdopmieHune nmpe3eHTauu

OdopMieHne nMpe3eHTaIK BKIIOYAET B ce0s CISAYIONIYI0 00s3aTeIbHYI0 HH(OPMAITHIO:

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 N3I0KEHUS HHPOPMALINH;

CopepxaHue mpe3eHTaluu

- BKJIIOYAET TEKCTOBYIO U TpapuuecKyro nH(HOPMAIIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOLICHHUS;

- MOJKET MPEJICTABIIATh CAMOCTOSTEIbHBIN BapUAHT JIOKJIA/1a;

3aBeplileHue

- 000011aeT, MOABOAUT UTOTH, CYMMHPYET HH(POPMALIUIO;

- MOJKET BKJIIOUYATh CITUCOK JIUTEPATYPHI K AOKIANY;

- COJICPKUT CJIOBa 0J1aroJlapHOCTH ayAUTOPHH.

4. lnzaiin npe3eHTauuu

TexkcroBoe odopmieHue

o He cTouT 3amonHsATh cnail CIMMIKOM OOJBIIMM 00beMOM MH(OpMAINK - JTy4dIlIe
BCEro 3allOMUHAaIOTCs He Oosiee 3-X (pakToB, BHIBOJIOB, ONPEIEICHHI.

) OnTumanbHOE YMCIIO CTPOK Ha crnaiige — 6 -11.

o Kopotkue ¢pasbl 3anomMuHaroTcs BHU3yaslbHO Jiyuiie. ITyHKTBI mepeuHeill He
JIOJDKHBI ITPEBBIIATH IBYX CTPOK Ha (pa3y.

. HauGonpmrast 3¢heKTUBHOCTh JOCTHTAaeTCs TOT/A, KOTJa KIIOYEBBIC ITYHKTHI
0TOOpaXkaroTcs MO OJTHOMY Ha Ka)JI0M OT/EJIbHOM Ccllaiijie

. Ecnu TekCT COCTOMT M3 HECKONbKHX ab3aleB, TO HEOOXOAMMO YCTaHOBUTb
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX 1y a03alamH.

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

o Wudopmanuio mOpeArnodTuTeNIbHee pacroyiaraTb TOPU30HTAJIbHO, Hambosee
B)XXHYIO - B IIEHTPE YKpaHa.

o He cneayer 310ynorpelnasTh OOJBIIMM KOJUYECTBOM MPEIJIOTOB, HAPEUMIA,
npusaraTeIbHbIX, 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 odpopmienne



o Ipudrer 0e3 3aceuek (Arial, Tahoma, Verdana) uurarotcs sierde, ueM rpoTECKH.
Henb3st cMeIuBaTh pa3iMyHbIe THITBI HIPU(TOB B OJHOM MPE3CHTAIHH.

J HIpudroBoii KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pa3Mepa HpudTa, ero
TOJIIMHBL, HAYepTaHHs, (POPMBI, HAITPABICHUS U IIBETA;

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

J Kypcus, nomgyepkruBanue, KUPHBINA MPHU(T UCTIONB3YIOTCS OTPAaHUYCHHO, TOIBKO
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 L{BeT mpudTa u uBer GoHa IOIHKHBI KOHTPACTUPOBATH — 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.

. UepHblil 1IBET MMeeT HEraTUBHBIM (MpayHblil) moATEKCT. benblii Ha depHOM
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
onpezeneHHbl mWpUQT (TapHUTYpa U LBET), (DOH LBeTa UK (POHOBBIM PUCYHOK, IEKOPATHBHBIN
9JIEMEHT HEOOJIBIIIOTO pa3Mepa | T.J.

. He npuemiemsl CTHIIN, KOTOpBIE OYAYT OTBIEKATh OT MPE3EHTAIIHH.

. KpyrmHbie 00beKThl B KOMIO3UIIUH CMOTPATCS 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 aHUMAUKW — JO3UPOBaHHUA HH(POpMAruu. AyIHTOpHUS, Kak
NpaBUJIO, JIydllleé BOCIPHHUMAET WH(GOPMAIMIO TOPIHSIMH, HEOOIBIINMHU 3PHUTEIHHBIMH
(bparMeHTamu.

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

o He ctout 3moynotpednsate aHuMaIMOHHBIME 3()QeKTamu, KOTOPbIE OTBICKAIOT 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 Cllaiiia Wi BCEH NMpe3eHTalln, CO3/1aTh ONPEACTICHHBI IMOIMOHAIBHBINA
HAaCTPOM.

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

o 3BYKOBOE CONPOBOXKICHHE UCIIOIB3YETCS TOIBKO 10 HEOOXOIUMOCTH, MTOCKOIBKY
naxe (hoHOBasi THXask My3bIKa CO3JaeT U3JIUITHUH IIIyM U MEIIAeT BOCIPUITUIO COACPKAHMSL.

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



I'paduueckoe opopmieHue

. Pucynku, ¢ororpaduu, auarpaMMmbl TPH3BaHbl  JIONOJHUTH  TEKCTOBYIO
HH(GOPMAIIHIO WK Iepeaath e€ B 00Jiee HATJIAHOM BH/IC.

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

° KenarenpbHo, 4YTOOBI H300pakeHHE OBUIO HE CTOJBKO (DOHOM, CKOJIBKO
WUTIOCTPAIMEH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI IOMOYb ITO-HOBOMY IIOHSATH M
PacCKpBITh €To.

J Cnenyer u3beratb HEKOPPEKTHBIX WIUIIOCTPALMi, KOTOpbIE HEMPAaBWIBHO WU
JBYCMBICIICHHO OTPa)Kat0T CMBICT HH(POPMAIUH.
J HeobxonmuMo 1o3a00TUTBECS O PAaBHOMEPHOM M PAIlMOHATBLHOM HCIIOJIb30BAHUH

IIPOCTPAHCTBA Ha Cllaiijie: eCly TeKCT NepBUYEH, 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 TOJIBKO HE Ha3BaHUE
CaMoro ciaiaa.

o Ecnu rpaguueckoe nzoOpakeHue HCIONIb3yeTcs B KauecTBe ()OHA, TO TEKCT Ha
3TOM (OHE JI0JKEH OBITh XOPOILIO YUTAEM.

TaGnuue! u cxemsl

o He crout BcTaBiATh B Mpe3eHTANUI0 OOJbIINE TAOMUIBI — OHH TPYIHBI IS
BocrpusThA. Jlydiie 3aMeHUTh UX rpaduKamMu, TOCTPOCHHBIMH HAa OCHOBE 3THUX TAOJHII.

o Ecnu Bce ke Tabnully MoKa3aTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOYKHO MEHbIIE
CTPOK M CTOJIOL0B, 0TOOPAB U Pa3MECTHB TOJILKO CaMble BaXKHbIE JaHHBIE.

J [Tpu ucnonb30BaHUM CXEM Ha cilaijlax HEoOXOAMMO BBIPOBHATH psfbl OJIOKOB
CXEMBI, pacCTOSIHHE MeXJ1y OJoKaMu, J00aBUTh COEAMHUTENbHBIE CXEMbl IpPHU MOMOLIH
MHCTPYMEHTOB ABTOQUTYD,

o IIpy co3maHuMM CXEM HYXXHO YUYUTBIBATH CBSI3b MEXKIY COCTaBHBIMHM YacTSIMU
CXEMBI: €CJIM OHU PaBHO3HAYHBI, TO 3aMOJIHIIOTCS OJHUM IIPUPTOM, GOHOM U TEKCTOM, €CIIU €CTh
NEpBOCTENIEHHAas MH(OpManus, TO OHAa BBIAEISAETCI OCOOBIM CIOCOOOM C IOMOIIBIO
OpPraHU3al[MOHHBIX AUATPAMM.

Aynuo u Buzieo opopmieHue

J Buneo, xuHO M Tene marepuanbl MOTYT OBITH HCIIOJIB30BAHBI MOJIHOCTHIO WM
(dparMeHTapHO B 3aBUCUMOCTH OT LI€JIeH, KOTOpBIE 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.

IMoaroroBka k 3a4éTy. ['0TOBUTHCS K 3a4ETY HYKHO 3apaHEE U B HECKOJIBKO ATanoB. s
JTOrO:

. 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
MIO3BOJIUT «OCBEXWTH» NPEABIAYIIYI0 JIEKIUI0 M IOATOTOBUTHCA K BOCIPUATHIO HOBOTO
Marepuana.

. Kaxyro Henenro oTBouTE BpeMs JUIsl HOBTOPEHUS MIPOMIEHHOIO MaTepurara.

HemnocpencTBeHHO 1pu MOATOTOBKE:

. Ynopsao4ubTe CBOM KOHCIIEKTBI, 3aIIUCH, 3aaHUS.

. [TpukuHbTE Bpems, HEOOXOAUMOE BaM JUIS MOBTOPEHUS KaXaoW dacTH (OJ0Ka)
MaTrepHuaa, BBIHOCUMOI'O Ha 3a4er.

. CocraBbTe pacluCcaHue ¢ y4€TOM CKOPOCTH MOBTOPEHUSI MaTepuana, Juisl 4ero



. Paznenure Bompochl g 3au€ra Ha 3HAKOMble (MO JIEKIIMOHHOMY KYpCY,
ceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS] U HOBBIE, KOTOPHIE
MPUACTCS OCBaMBaTh CAMOCTOATENbHO. HauHuTe ¢ TeM XOPOII0 BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM IMOMOJHUTE CBOW TEOpPETHUECKUH Oarak HOBBIMU
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

. [IpaBUIpHO HMCHONB3YHTE KOHCYJIbTAllUM, KOTOPBIE IMPOBOAMT IPENO/ABATEIb.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Moxkere
MOJIYYUTh Pa3bsCHEHHE 10 TIOBOJIY CJIIOXKHBIX, HE /10 KOHIIAa TOHATHIX TEM, HO HE paCCUUTHIBANTE
BO BpeMs KOHCYJIbTAllMU Ha HCYEPIBIBAIONIYIO0 HH(OpPMALIUY MO COACPKAHUIO BCETO Kypca.



