MUHUCTEPCTBO HAYKHW 1 BBICILIEI'O OBPA3OBAHWMI
POCCUMCKON ®EJEPALIMN

dejiepalibHOE FOCYIaPCTBEHHOE OI0/UKETHOE 00pa3oBaTe/bHOE yUPEKACHHE
BhICIIIEro 00pa3oBaHuUs
«MarHuToropckuii rocy1apCTBEHHbIH TEXHUYECKHH YHUBEPCHTET UM. [".1. Hocosa»
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PABOYASI [IPOI'PAMMA JIMCUUNIJIAHBI (MOIYJIST)

HOPMATHBHO-ITPABOBOE OBECIIEYEHUE YIIPABJIEHHA
OBbPA30BAHHEM C ITPAKTHKYMOM 110 JEJIOITPOU3BO/CTBY

Hanpagienue mororoBkH (CrenuaibHOCTh)
44.04.01 IMenaroruueckoe oOpa3oBaHue

HanpapienHocTs (11poQuib/crienuani3anus) mporpaMmMbl
VipasiieHue KadecTBOM 00111ero o0pa3oBaHus

VpoBeHb BbICIIEro 00pa3oBaHus - MarucTparypa

dopma 00ydenus
ouHast

Uuctutyt/ Gpaxynsrer  WHCTHTYT ryMaHHTapHOIO 0Opa3oBaHus

Kadenpa [legaroruyeckoro o6pa3oBaHus U JOKYMEHTOBE/ICHHU
Kype 2
Cemectp 3

Maruuroropck

2023 rox



PaBouas nporpamma cocrasiena na octose GI'OC BO - MarucTparypa 1o HarpasBjieHHIO
noiroropkn  44.04.01 Ilemarornueckoe obpasosaue (npuxa3z Munobpuayku Poccun ot
22.02.2018 r. Ne 126)

Pabouas  mporpamma  paccmorpena onobpeHa Ha  3acegaHnu Kadeipel
[lenarornueckoro o6pasopanms 1 10KyMeHTOBEICHUS
30.01.2023, npotokon Ne 5
3aB. kadeapoit C.C. Benmkanosa
Pabouas nporpamma o106pena metoauueckoii KOMHCCIé{&rO

14.02.2023 r. nporokos Ne 6 i L/L,vyc‘/
IIpencenarens

T.E. AGpam3son

Pabouas nporpamma cocrasiena:
souent kadeapet [TOu]l, kana. dpuosn. nayx C.JL. Anppeesa

4

Penensenr:
nouent kaeaput TuCO, kan 1. nej. Hayk C.H. IOpeBuu
7




JIner akryaauszanuu padoueil mporpaMmbl

Pabouas mporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM rojy Ha 3acenanuu kadeapsr Ilemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 . Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpena, 00CcykaeHa u o100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIpotokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

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

3a/layd B COOTBETCTBUU C HOPMATHUBHBIMH NPABOBBIMU aKTaMu B cepe oOpa3oBaHUs U
HOpMaMU TPOPECCHOHATBHON ASTHKH, OOECIeYHBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHHUE
o0pa3oBaTeNbHO,  YINpaBIEHYECKOM M HAy4YHO-UCCIIEOBATENbCKOH  JESATENIbHOCTH
00pa30BaTeNbHON OpraHU3aIiy.

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

HucuuiuinHa HopmatuBHO-IIpaBoBOoe oOecreyeHue YIpaBiIeHUs OO0pa3oBaHUEM C
NPaKTUKyMOM 10 JIeJIONPOM3BOJACTBY BXOJUT B 00s3aTeNbyl0 4YacTb y4eOHOro TuIaHa
00pa30oBaTeNbHON IPOrPaMMBbI.

Jns  wu3ydeHUs  JUCHUIUIMHBI ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUIUH/ IPAKTUK:

CoBpemeHHbIe ITPo0IIeMbl HAyKH U 00pa30BaHUs

IIpakTHKyM 1O perieHuo NpodhecCHOHAIbHO-YIIPaBIEHYECKUX 3a1a4

[IpoexTrpoBaHHE U MOHUTOPUHT B 00pa30BaHUU

[Tpou3BoaCTBEHHAS - TPAKTUKA MO MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIIBITA
npodecCHOHATIBHOMN JesITeIbHOCTH

VHHOBaIIMOHHOE NPEANPUHUMATEIBCTBO

Opranu3anus MPOCBETHTEIHCKON NEITETLHOCTH B CUCTEME 00IIIeTo 00pa3oBaHHs

IIpon3BocTBEHHAS - IEJaroruuecKas MpakTuKa

TexHonorun opraHuzamuyu OOpPa30BATEIBHOTO IPOIECCa B CHUCTEME COBPEMEHHOTO
00paszoBaHHs

TexHonoruu pazpaboTKu NporpamMm AesITeIbHOCTH 00pa30BaTEIbHOIO YUPEKIACHUS

VYnpasnenue o6pazoBaHueM

VY4deOHas - 03HAKOMHUTEIbHAS IIPAKTHKA

Ilcuxomoruyeckue OCHOBBI YIpaBJIEHUS MEPCOHAJIOM B  00IIe00pa30BaTEIbHBIX
OpraHu3aIsIxX

VYnpaBieHrne BOCIIUTATEIbHBIMU CHCTEMaMHU

3HaHus (YMEHMs, BIIaJIEHUs ), IOJyYEHHbIE NMPU M3YyYeHUU JaHHOM IUCIMIIIMHBI OyxyT
HEOOXOIUMBI JUTSl U3yUSHUS U CIUTLTIH/TIPAKTHK:

[TpakTHKyM 1O perneHuto Mpo(hecCHOHAIBHO-TIEarOrMYECKIX 3a/1a4

[TpakTHKyM 1O perieHuo NpodhecCHOHAIbHO-YIIPaBIEHYECKUX 3a1a4

[TpoexTrpoBaHWEe 1 MOHUTOPUHT B 00pa30BaHUH

ITpon3BosCcTBEHHAs - MPAKTUKA MO0 MOJYYEHHUIO MPOPECCHOHATIBHBIX YMEHHH M OIbITa
PO eCCHOHAIBHON CSITEIbHOCTH

VYnpasieHue kauecTBOM o011ero oopa3zoBaHus

BeinonHenue u 3anyra BeITYCKHONW KBaNU(DUKAMOHHOM paboOThI

IToxroToBka K cjaue u caaya rocyIapcTBEHHOT0 IK3aMeHa

[Tpou3BoCTBEHHAS - HAYYHO-UCCIIEIOBATEIbCKAs padoTa

[TpouzBoacTBEHHAS - TPEIIUIIIOMHAs TPAKTUKA

3 Komnerenuun odyuaromierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbTaTte ocBoeHus AuCHUIUIMHBI (Moayinsa) « HopmatuBHO-IpaBoBoe obecrieueHue
ylpaBiieHUus] 00pa3oBaHUEM C MPAKTUKYMOM IO JIEJIOMPOM3BOJICTBY» OOYyYarOIIMHCS JOJDKEH
00J1a/1aTh CIEAYIOIMMHU KOMIIETEHIIUSIMU:

KO,Z[ HHJUKATOpa I/IH,I[I/IKaTop JOCTHIXKCHHA KOMIICTCHIIMH

OIIK-1 CriocoGeH ocymecTBIsATh U ONTUMU3UPOBATH TPOPECCUOHATBHYIO IESITEILHOCTD B




COOTBETCTBHH C HOPMATHBHBIMH IPABOBBIMM aKTaMH B cdepe 00pa3oBaHUS W HOPMaMH
poheCCHOHATBHOMN YTHKU

OIIK-1.1 AHanusupyeT M HCHOJIb3YeT HOPMATHUBHBIE IIPABOBBIE JIOKYMEHTHI,
peraaMeHTHPYIOIINe TpeOoBaHUsL K MPOPECCHOHAIBHOMN e TEIIbHOCTH

OIIK-1.2 [Ipumensier HOpMaTUBHO-IIPABOBBIE aKThl B chepe 00pa30BaHUS C YUETOM
HOPM IPO(eCCUOHATLHOM dTUKHU

OIIK-1.3 OcymiecTBiisieT NMPOoPEeCcCHOHATBPHOE B3aUMOJCHCTBHE C yYaCTHHKAMU

o0pa3oBaTeNbHBIX  OTHOIIGHHMA B  COOTBETCTBUM C  HOpMaMmu
npodeCcCUOHATBHON STHKHU




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

YUCJIC:

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

— aynutopHas — 18 akaj. 4acos;

— BHEayIUTOpHas — 2,3 akaJl. 4acoB;

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

(DOpMa aTTeCcTaluu - 3K3aMCH

AynuropHas ) =
o | xomraxTHAs pabota E 3 ®dopma TeKyIero
=
5 B aKaj. yacax o Bu KOHTPOJIS
Pasnen/ Tema 3 (B axaz. vacax) g A . P Kon
S g ©| caMoCTOATENbHON | yCIEeBaeMOCTH U
JUCLUTUTAHBI 5 [ . | KoMnereHuHun
@) 2 £ paboTsl MIPOMEKYTOYHOM
na0. | mpakr. | 3 &
Jlek. s aTTecTaluu
3aH. 3aH. (O &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obeclieyeHUue  yNpaBIEHUECKOH
JeITeTLHOCTH B
00pa3oBaTeIbHON OpraHu3aliu
Nzyuenue
TEOPETHIECKON U
MIPaKTHUECKOI
JUTEPATypPHI IO
TeMe
Ormpoc
Pabora ¢
11 IIpunnumne Jomainee
OpraHu3aluu HHOpMALIOHHO- IPaKTUYECKOe
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a anue 1 OINK-1.1,
p P . 22U | 8 nopranamu A OIK-1.2,
6asbl 00pazoBaTenbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonTponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabora
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOU
paboThI
Iloaroroska k
3 TECTUPOBAHUIO
Nzyuenue
TEOPETUYECKOH U
MPaKTUYECKOU
JUTEPATypPhI IO
TeMe
1.2 CocraB JOKaJbHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB uHpopManoHHo- |JloMaliHee 3ajaHne
00pa3oBaTenbHOM MPaBOBBIMH 2 OIIK-1.1,
OpraHu3aluy. 4/21 8 ropTajamMmu Tecr 1 OIIK-1.2,
IOpunnueckas cuna Iapanr, KonrtponbHas OIIK-1.3
YIIPaBICHYECKHX Koncynpsranrllno pabora
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Beimonnenne
KOHTPOJIbHOU
paboThI
Ilonroroska x
TECTUPOBAHHIO
HWroro no pazaery 6/41 | 16




2. Pazgen 2. Opranuzanus
JIEJIOTIPOU3BOJICTBA
00pa30BaTENbHBIX YIPEKICHUSIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Omnpoc
PaGora ¢ HOMaI:JJHee
21 OcobeHHocTi UHPOPMALMOHHO-
MIPAaKTHIECKOe
OpraHu3alu MIPAaBOBBIMH sananie 3 OIIK-1.1,
JIeJIOTIPOU3BO/ICTBA 421 | 10 ropTajamMmu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Iapasr, OIIK-1.3
KonrtponbHas
OpraHu3aluu Koncynprantllmo a6oTa
¢, Pocapxus. P
OKk3aMeH
Brinonnenne
KOHTPOJIBHON
paboThI
[lonroroBka x
TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphI IO
Teme
Omnpoc
Pabora ¢ P
Jomanraee
UH(OPMAIIIOHHO-
NPaKTUYECKOe
2.2 JIOKyMEHTHpOBaHHE MIPABOBBIMH OIlK-1.1,
" 3amanue 4.
o0pazoBarebpHOM 3 2 10 nopTajgamMu OIIK-1.2,
Tecr 2
EITENLHOCTH Iapasr, OIIK-1.3
KonTponbaas
Koncynbsrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenune
TEOPETUYECKON 1
MPaKTHYECKOU
JUTEPATYPHI 110
paryp 3aciymmBaHue
reme JTOKJIaJIOB
Pabora ¢ CTYACHTOB
2.3 OcobeHHOCTH UHPOPMALTUOHHO- Y
Homaninee
JIOKyMEHTUPOBaHUS MIPaBOBBIMU OIlK-1.1,
. MIPaKTHIECKOe
TPY/AIOBBIX OTHOIICHUH B 2 8 nopTagamu OIIK-1.2,
. 3ajganue 5
00pa3oBaTenbHOM Iapasr, Teer 2 OIIK-1.3
OpraHu3aluu Koncynpsranrllno
KonrtponbHas
¢, Pocapxus.
pabora
Beimonnenne
o OK3aMeH
KOHTPOJIBHOM
paboThI
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JNTEPATypPHI IO
Teme 3acinymuBaHue
Pa6oTa ¢ HOYKH;MOB
24 CrpykTypa nH(OpPMALOHHO- CTYIEHTOB
JOKyMeHTanmbHOTO  (hoHAa TPaBOBBIMH Y
N Homaninee
00pa3oBaTenbHOI opTajaMu DAKTHEECKOE OIIK-1.1,
OpraHu3aIlHy. 4 8 Iapasr, P OIlK-1.2,
3amanue 6
Homenknatypa Jen Koncynbsrantllno Teer 2 OIIK-1.3
obpazoBaTenbHON ¢, Pocapxus.
KonrtponsHas
OpraHH3alNH BrinonHenne
N pabora
KOHTPOJBHOH
OK3aMeH
paboThI
IMoaroroBka k
TECTHPOBAHHIO
IMoaroroBka k
9K3aMEHY
Hroro no pazaeny 1221 | 36
Hroro 3a cemectp 18/61 | 52 9K3aMeH
Hroro no aucnumnnuze 18/611 | 52 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, PENIPOYKTUBHBIA 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 — oOpraHu3anus ydeOHOH 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 MPUMEHEHNH CHEelMaIU3UPOBAHHBIX
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 OOpa30BaTEIbHBIX TEXHOJOTUH U TPOITYCKAOLIUX
ayJUTOpPHBIE 3aHATUS MO NpudYMHaM Oosie3HU. 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: 04.10.2019). - MakpooObekr. - 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: 04.10.2019). - MakpoodwbekT. - 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: 04.10.2019). - 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: 04.10.2019). - Makpoobobekr. - 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: 04.10.2019). - 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 (mata oOpamenus: 04.10.2019). - MakpooObekt. - Tekcr
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: 04.10.2019). - MakpooObekT. - TekcT : 31eKTpoHHBIN. - CBEACHUS JOCTYITHBI
takke Ha CD-ROM.

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

6. Uepnona, E. B. Undopmannonnas 6¢30macHOCTs B 00pa3oBaHuu . yueOHOe mocooue /
E. B. Uepnoga, JI. ®. 'aaueBa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1 31eKTpoH. ONT. TUCK
(CD-ROM). - 3arin. c TUTYIL. 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2499.pdf&show=dcatalogues/1/1130
272/2499.pdf&view=true (mara oOpamenus: 25.09.2020). - Makpooodbekr. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

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

r) [Iporpammuoe obecneuenue u UHTepuer-pecypcebi:

IIporpamMmmHoe oGecnieueHue

Haumenoanue .

0o Ne noroBopa CpoKk JIeHCTBYSI JIUTICH3UH
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
HasBanue kypca Ccpuika

MexayHaponHas 0aza  THOJHOTEKCTOBBIX
XypHaioB Springer Journals

http://link.springer.com/

VYHuBepcurerckas nH(bOopMalMOHHAS T .

crctena POCCISI https://uisrussia.msu.ru

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

Poccntickas I'ocynapetsennas dubsmotexa. https://www.rsl.ru/ru/4readers/catalogues/
Karanoru

Nudopmannonnas cucrema - Ennnoe okHO
JIOCTyHa K HH()OPMALIMOHHBIM pecypcam
ITouckomast cuctema Axanemus Google
(Google Scholar)

Hamnuonanbuas
undopmanmronno-ananutuueckas cucrema|URL: https://elibrary.ru/project_risc.asp
— Poccuiickuii HHJCKC Hay4HOI'O
DneKTpoHHas 0a3a MEePUOIUYECKHUX
m3manuii East View Information Services,

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

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

https://dlib.eastview.com/




9 MaTepuajibHO-TeXHHYeCKOe o0ecreyeHue TUCIUIIUHBI (MOTYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCIIeUeHUE JUCIUTUINHBI BKITFOUACT:

VYdeOHble ayqUTOpPUW JUIA TPOBEIACHHS 3aHATHH JICKIIMOHHOTO THMA: JOCKa,
MYJIBTUMEINITHBIE CPEJICTBA XPAHCHHUSI, TIEpEadd U TPEICTABICHUS HHPOPMAIIHH.

VYd4eOHbIE ayAUTOPUM [UISI TPOBEACHUS MPAKTUYCCKUX 3aHSATHH, TPYNIOBBIX U
WHVBUIYAILHBIX KOHCYJIBTAIUN, TEKYIIEr0 KOHTPOJISI ¥ MPOMEKYTOYHOW aTTECTAIMH: JTOCKa,
MYJIbTUMEAMUHBIA IIPOCKTOP, FIKPaH.

[Tomemenuss A CaMOCTOSTENBHOW  pabOTBl  OOy4aromMXcs:  MEPCOHATBHBIE
kommbioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B 3JICKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO CPEy YHUBEPCUTETA

[Tomenienne Juis XpaHeHHS W TPOPHIAKTHYECKOTO OOCITY>KMBaHHUS  y4eOHOTrO
obopymoBaHus: MKapbl I XpPaHCHUS Y4EOHO-METOAMYECKON JTOKYMEHTAllUU, Y4eOHOTO
000pyI0BaHUS ¥ Y4eOHO-HATJIAIHBIX TTOCOOHUH.

IIpunoxenne 1
YueOHO-MeTOANYeCKOE o0ecTieYeHre CAaMOCTOSITeILHOI padoThl 00y4yaromuxcs
Jlomaminee 3axanmne 1

[ToBTOpUTH TMPUHIMITEI OpraHU3alMA HOPMATHBHO-TIPABOBOI 0a3bl 00pa3oBaTENbHOU
nestenbHOCTH B Poccuiickont denepanuu.

[Tons3ysce MH(}OPMaILMOHHO-TIPABOBBIM [IOPTaIOM KoncynsrantlIntoc
(http://lwww.consultant.ru/) uaeHTHGHUIMPOBATE HOPMATHUBHYIO Cpeay s 00pa3oBaTeIbHOU
OpraHMU3aly OJIHOTO U3 TUIOB (110 BBIOOPY cTyAeHTa). CIMCOK JEMCTBYIOIIMX TPABOBBIX aKTOB U
HOPMAaTUBHO-METOJMYECKUX JOKYMEHTOB JIOJDKEH OTPakaTb YPOBHEBYIO OpIaHU3ALNIO
HOPMAaTUBHOM CpPEJIbI.

Pexomenoayuu:.

1. U3yunts cratbio 23 «Tunsl 00pa3oBaTenbHbIX opraHu3anuin» denepaibHOr0 3aKOHa OT
29.12.2012 N 273-®3 (B pgelictBytomei penakuuu) "06 obpazosanuu 6 Poccutickoii
@edepayuu”. Buidpats oauH u3 Tunos. CoryiacoBaTh BbIOOp € IpemnojaBaTesneM (TUIBI HE
JOJIKHBI TIOBTOPSITHCS).

2. N3yuuts TpeboBanus @3 « 06 obpazosanuuy», Kacarolrecs BCEX BUIOB JESATEIbHOCTH
oOpa3oBaTeNbHOW OpraHuM3aluu  BeIOpaHHOro Tuma. OIpeaesiuTh COCTaB JIOKYMEHTOB,
periaMeHTHPYIOIIMX €€ JIeATeNbHOCTh, MPEACTaBUB €ro B BHJIE HEPAPXUUYECKOTo CIIHCKA
VCTOYHUKOB 4-X ypOBHEM:

1) mpaBOBbIE aKTbI, U3/1aBAEMbIE BBICIIMMHU T'OCY/IapCTBEHHBIMU OpraHaMu ¢eaepanbHON
3aKOHOJATEIbHOM BIACTM M BBICIIMMHU oOpraHamu ynpasieHus (KoHcTurynus, KOZEKCHI,
denepanbHble KOHCTUTYLHHOHHBIE 3akoHbBI (DK3), dbenepanbubie 3akoHb! (P3), MOCTAHOBICHUS
ITpaButenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBbl€ aKThbl, U3JaBaeMble (efepaibHbIMU OpraHaMU HCIOJHUTEIbHOU BIIACTH:
MHUHHCTEPCTBAMH, KOMHUTETaMH, BEIOMCTBAMU KakK OOIIEOTpPaciieBOro, Tak M BEJOMCTBEHHOTO
xapakrepa (IIpUKa3bl MUHUCTEPCTB, BEJOMCTBEHHBIX KOMHUTETOB, CIIYXk0, areHTCTB, OI0po U 1p.;
WHCTPYKTUBHBIE IMCbMa, TUIIOBBIE TIOJIOKEHUS, TUTIOBBIE U TEXHUUECKUE PETTIAMEHTHI, TUIIOBBIE
WHCTPYKIIMU U Jp., oOlepoccuiickue U BeaoMcTBeHHbIe kiaccudukaTopel, 'OCTsI, nepeunu
TUIOBBIX JIOKYMEHTOB U JIp.);

3) mpaBOBBIE aKThl, U3/IJaBa€MbI€ OpraHaMH 3aKOHOJATEIbHON U MCIOJHUTENBHOM BiIacTu
cyobekToB PO U uX TeppUTOpHATIBHBIX 00pa30oBaHUi (3aKOHBI MOCTAHOBJIEHHUS MPABUTEIbCTBA
cyobekToB P®, pacnopsokeHHMsT W TIOCTAHOBJIICHHMS TJIaB AJAMHUHUCTPAIMi, pa3IMYHbIC
M0JI3aKOHHBIE AKThI);

4)n0KanbHBIE AKThI, MPABOBBIE AKThl HOPMATUBHOIO M HMHCTPYKTHBHOI'O Xapakrepa, a
TaKXKe METOJAMYECKHE JOKYMEHThl II0 JIOKYMEHTAIlMOHHOMY OOECIICYEHHUIO YIpPaBJICHHUS,
U3J1aBacMble PYKOBOJICTBOM 00pa30BaTeNIbHONM OpraHu3anuy (ycTaB, OJOKEHHs, UHCTPYKIIUH, B
TOM YHWCJIE€ MHCTPYKIMH (TpaBWia) TIO  JICJIONMPOM3BOJACTBY  OpraHM3aunuu, Tabenu



yHUDUIUPOBAHHBIX (POpM, anbOOMBI OJIAHKOB, MOJIOKEHUS O JIEJIONPOU3BOJCTBE, O paboTe ¢
NEePCOHAIbHBIMU JJAHHBIMU U IPOYHE OPraHU3aLMOHHO-IIPABOBBIE JIOKAIbHBIE AKThI).

3. Bce mnepeuncisieMble JAOKYMEHTHI JOJDKHBI COAEP)KATh HIACHTU(DUIUPYIOIIUE HX
PEKBU3UTHl (HAMMEHOBAHHE IOKYMEHTa, Jara HW3JaHMs, KeM YTBEpXJIEH, Jara MocieIHei
peaaKIum)

JlomaiHee 3aganue 2

1. U3yunts crarpio 30 «JlokaibHble HOPMATHUBHBIE aKThI, COAECPHKAIINE HOPMbI, PETYIUPYIOIINE
oOpa3oBatenbHble  OTHOIICHHs» DenepanpHoro 3akona ot 29.12.2012 N 273-®3 (B
neiictByromeit penakiuun) "O6 oopasoBanuu B Poccuiickoii @eneparn”

2. OTBETUTH HA BOIPOCHIL:

K xkakoii rpymme ympaBleHYECKHX JOKYMEHTOB OyIyT OTHOCHTBCS JIOKAJIbHBIE aAKThI
00pa3zoBaTebHON OpraHUu3aIu?

Kakne HOKYMCHTBI JUIA 06pa3013aTean0171 OopraHu3alnuu ABJIAIOTCA y‘IpeI[I/ITeJ'ILHLIMI/I?
3. CocTaBbTe CITHCOK JIOKAILHEIX aKTOB JJIA O6pa3OBaTeJ'IBHBIX OpFaHI/ISaI_[I/Iﬁ BH6paHHOFO THIIA.

4. Ionw3ysich (a) Ilepeunem munogwix ynpasieH4ecKux apxXusHulx OOKYMeHmMo8, 00pasyouuxcs 6
npoyecce 0esimenbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AH08 MECMHO20 CAMOYRPAGIeHUs U
opeanusayull, ¢ yKasamuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. Ne 236, (0) Ilepeunem Ookymenmos co cpokamu xpaneHus Murnucmepcmea npoceewjeHus
CCCP, opeanos, yupescoeHuu u opeanusayuti e2o cucmemvl, yms. llpuxazom Munucmepcmea
npocsewernuss CCCP om 30 dexabpa 1980 2o0a N 176; (B) Ilpunoxenuem 18 «lIpumepnas
HOMEHKJIaTypa Jell 001eo0pa3oBaTeNbHOrO yupexaeHus» K [lucomy Munucmepcmea
oopaszosanusi Poccuiickot @edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomeHOayusax no pabome ¢ OOKYMeHmMamMu 6 00ueobpazo8amenbhblX YUpPeHcOeHUsxy,
OTIPENIeIUTh CPOKHM XPaHEHHs IJIsi BCEX JOKYMEHTOB M3 CIIMCKA, YKa3aB CTAThIO W ITYHKT TOJ
[lepeunsi, Hanpumep:

No TunoBoe HauMeHoBaHue | Cpok xpaneHust | Ne cratbu [Iepeuenn
o/ JIOKAJILHOTO aKTa

17 Y4eOHbIe MIaHBI U [TocTostHHO 603 [Tepeuens 1980
MIPOrPaMMBbI KypCOB
MTOBBIIICHUS
KBaJIM(DUKAIIMK ydaUTEeH,
BOCITMTATEJICH,
pabOTHHUKOB
BHEIIKOJIbHBIX
YUPEKIAECHUM, TPOrPAMMBI
U1l CaMOOOpa30BaHMS

18

Jlomaminee 3aganue 3



1. Uzyuuts Ilpuxaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumepnou uncmpykyuu
1O 0elonpou3800cmey 6 2ocyoapcmeeHuvix opeanuzayusx” (3apeructpupoBaHo B MuHIocTe
Poccun  17.08.2018 N 51922) B cucreme Koncynprautllmroc —www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OTBeTUTH HA BOMPOCHI U MPEACTABUTH UX B CBOOOIHOM YaCTH TaOJIUIIBL.

Ne Bomnpoc OTtBer
ILm.

JlokymeHTO000pOoT MY BKITIFOYAET MOCIIEI0BATEILHOCTh
repeMenieHr i JOKYMEHTOB, a TaK)Ke ONEpalliK, COBEPIIAEMbIE C
ITOKYMEHTaMU B MPOIIecce UX CO3/IaHus U ucnonHenus. HazoBure
BT OIIEpALIUH.

2 Ha xakue mpUHIUITBI OMTUPAETCS OPTaHU3aIHsl TOKYyMEHTO000pOoTa
B MVY?

3 Kak BenyT yder nokymentoobopora B MVY?

4 Kakne ToOKyMeHTHI IONaJatoT B COCTaB BXOASIIMX U UCXOJALIUX
ITOKYMEHTOB T'OCY/IapCTBEHHOU OpraHu3aIiu’?

5 Uto Takoe «M3DJ10»?

6 UTO BXOAUT B MOHATHE «KOPPECTIOHEHIINS TOCYAapCTBEHHOM
OpraHu3aiuun?

7 Hy>XHO 1T IPOBOAMUTH MIEPBUYHYIO 00PAOOTKY IEKTPOHHBIX
ITOKYMEHTOB?

8 [Tprka3aM U pacropsiKEHHUSIM 110 OCHOBHOM JIEATEIIbHOCTH B

rOCYJapCTBCHHOMN OpraHU3aliy MPUCBANBAOTCS MOPSAKOBBIC
HoMepa? Creayer i uX PEruCTPUPOBATh B OT/ACIBHO, B Pa3HBIX
€rUCTPAIMOHHBIX opmax?

9 Kak oprann3oBath JOKYMEHTOOOOPOT MPUCTAHHBIX OYMa>KHBIX
ITOKYMEHTOB, €CJIi B opranu3anuu aeicteyer COJ1?

10 Kakue JOKyMEHTBI TOCYJapCTBEHHOW OpraHU3alldd MOTYT
CO3/1aBaThCs, XPAHUTHCS U HCIIOJIH30BATHCS HCKIIOUYUTEIBHO B
biekTpoHHOM Buje? Kak  ycTaHOBUTH nepeyeHb  ITUX
ITOKYMEHTOB?

11 ['1e perucTpupyroTcsi IPOTOKOJIbI 3aCe€aHui, COBEIIAHMI,
MMPOBOIMMBIX PYKOBOJICTBOM OpTaHU3AINH?

12 Kaxue TpeGoBaHUs MPEIbABISIOTCS K MapIIpyTaM JBHKEHUS
OpraHHU3alOHHO-PACOPSANTEIbHBIX TOKyMEeHTOB B COJ1?

13 Uemy TOKHO COOTBETCTBOBATH MPOXOKICHNE BHYTPEHHUX

ITOKYMEHTOB Ha dTanax uX MOATOTOBKH U OOPMIICHHUS, a UeMy Ha
bTare UCHOoJIHEHUA?

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

15 Kakyto 3a1a4y CTaBUT pPyKOBOIUTENb ciykO0bl IOY
rOCY/IapCTBEHHOI'O YUPEXKIECHUS MPU OpraHU3aliu
moKyMeHToobopoTta?

16 CrnenyeT U BCerjja COXpaHATh KOHBEPTHI MIIU YIIAKOBKY
BXOAIIUX JOKYMEHTOB?

17 Kakne nonmosHUTEIbHBIC TOTOKK HAOIIOAI0TCS BHYTPH TTOTOKA
BXoAsIIeH fokyMeHTauuu MY?

18 Korna Hy’KHO 3aperucTpupoBaTh UCXOAAIINN JOKYMEHT, €CIIU OH

OB TOMHUCAH B KOHIIE paboyero THS WK B Hepabouee Bpems?
19 J11s1 KaKMX HCXOISIINX JOKYMEHTOB COCTAaBIISIOTCS




COITPOBOANTCIILHBIC micpMma?

20 KakoBa 11e71b IpeIBapUTEIbHOTO PACCMOTPEHHS MOTyJaeMbIX
ITOKYMEHTOB?

21 OTamy nepBUYHOM 00pabOTKH JOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepanuil. HazoBure ux.

22 Kakue nanubie BHOCSATCS B COJ] 0 BXOIAIINX U UCXOISIIUX
ITOKYMEHTaX rocy1apCTBEHHOM opraHu3anuu?

23 Uto nenarb, €ciy BbI MOJIYYIIM HECTAHIaPTHOE TI0 BECY, pa3Mepy
M T.II. IOYTOBOE OTIpaBJICHUE?

24 Uto nenarb, €ciy Bbl MOJYYHINA [TIOYTOBOE OTIPABJIICHHE B
[TOBPEXKICHHON YITaKOBKe?

25 CrnenyeT nu AenaTh KOMUH UCXOJSMIINX JOKYMEHTOB?

26 KTO Takolf OTBETCTBEHHBIN UCIIOJHUTEND 10KyMeHTa? KakoBbl ero
00s13aHHOCTH?

27 [lepen peructpanueil HCXOASAMUX TOKyMEeHTOB Ciyxba

TETONIPOU3BO/ICTBA MTPOBEPSET UX MPaBUILHOCTH. Ha uTo
KOHKpETHO oOpaiiaercss BHUMaHue?

28 HazoBuTe cpejicTBa CBSA3M JUIS JOCTaBKU U OTIIPABKU JIOKYMEHTOB
MY B opraHu3aiyu u Oprasbl BJIaCTH.
29 KTo pa3zpabarbiBacT MapuIpyThl JIBHKEHUS

OpraHU3alMOHHO-PACTIOPAUTENBHBIX JOKYMEHTOB st CO /1
roCyJapCTBEHHOM OpraHu3anun?

30 Ha3zoBuTe 11€71b OpraHu3aluy JOKyMEHT0000poTa B
rOCYAapCTBEHHOM OPraHU3alHH.
31 Kak MoryT perucTpupoBatbcsi BHYTPEHHUE JOKYMEHTBI?

Jlomamnee 3aganue 4

1. M3yunre Ilucomo Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux pekomenoayusx no pabome ¢ OOKyMEHmMaAmMu 6
00ueotpaz06amenbHblX YUPeHcOeHUAX).

YCTaHOBI/ITe, B KaKHUX OOKYMCHTAX (Ha3OBI/ITe rpyniny n BI/II[BI) pealn3yeTcda JOKYMCHTHPOBAHUC
ynpaBnqueCKoﬁ JACATCIIbHOCTH 06H_[606p2130BaTeJ'IBHOFO yqpexcz[eHI/m?

2. Tlonw3ysicb Metogumueckumu pekoMeHmamusmu (cMm. 1m.1.) m T'OCT P 7.0.97-2016,
CIPOEKTUPYHTE O0IMii OJlaHK, OaHK MHUChMa, OJaHK KOHKPETHOTO BHJA TOKYMEHTa (TpHKa3a)
oOpa3oBaTenbHO# opranuzanuu. CBeeHUs 00 OpraHu3aluyd MOTYT OBITh BEIMBIIILICHHBIMH.

Jdomamnee 3aganue S

IlpuBenure mno 2 mnpumMepa [JOKYMEHTOB II0 JIMYHOMY COCTaBYy, OTpaKkaiouue
JOKYMEHTHPOBAaHHE CJIEAYIOLIMX IIPOLECCOB:

. MPOLECCHI ABUKEHUS KaJIpOB;
. MIpOLeIypY aTTECTALUN;
. BOMHCKHI yYer.

KTo oTBeuaer 3a cocTaB/ieHUe JAHHBIX JOKYMEHTOB?



Kakumyn HOpMaTHUBHBIMM AKTAMHM PYKOBOJICTBYeTCSI?

Jlomaminee 3axanue 6

[Tpoananu3upyiiTe HOMEHKIATYPY €T 00pa30BaTeIbHON OpraHU3aIlii BRIOPAHHOTO THITA WITH
IIPEUI0KEHHYIO ITpenogaBaTesnieM. OTBEThTE Ha BOIIPOCHL.

Jlnst yero npeHa3HauYCHAa HOMEHKIIATypa Jiel B 00pa30BaTeIbHOM YUPEKACHUH?
Kak paszpabarbiBaeTcsi HOMEHKIIATypa JIel 00pa30BaTeIbHOTO YUPEKICHUS?
CymiecTByeT 11 JUIsl JaHHOM opraHu3anuy TUIoBas HOMEHKIIATypa Jei?

Kak onpenenuts popMy U CTPYKTYpy HOMEHKIATYPHI A€ ?

Kak ycTaHOBUTb CPOKH XpaHEHUS TOKYMEHTOB?

Korna nmomkHa 0OHOBIISTECS HOMEHKIIATypa Jiesl 00pa30BaTEIbHOTO YUPEKACHUS?
Kto cocrasisier 1 oopMIIsieT HOMEHKIIATYPY Jiel 00pa30BaTeIbHON OpraHu3anuu?

Noo,kwhE

KonTposbHnas padora

B kadecTBe KOHTpOJBHOW pabOTHI CTyIEHTaM MpeljiaraeTcsi COCTaBUTh pedepar u
BBICTYITUTH C JIOKJIAJIOM II0 TEME:

«JlokyMEeHTHpOBaHHE  JIEATEIBHOCTH  00pa3oBaTeNbHOTO  yupexaeHus  (ykaszaTh
BBIOpaHHBIN THIT)». THUIIBI 00pa30BaTEIBHBIX YUPSKICHUN HE JODKHBI TIOBTOPSITHCS B TPYIIIIE
(3ammcarbcs y CTapoCThl).

[Tepeuens THIIOB 00pa30BaTEIIBHBIX YUpekKIeHUH cM. 110 ¢T.23 @3 «O06 oOpa3oBaHNH B
P®D».

TpeboBanus k pedepary
JIOKyMEeHTHPOBaHHe /1esiTeIbHOCTH 00pa30BaTeJIbHOI0 YUpesKAeHUs

ConepmaHI/Ie AOJDKHO ACMOHCTPHUPOBATH CICAYIOINUEC 3HAHWUA U YMCHUA CTYJICHTOB!

3nanue:

- cneyughuueckux uepm 0OKyMeHmupo8aHus oessmeibHoCcmy 00pa3oBaTEIbHOTO YUPESKICHNUS;

- MUnoBo2o cocmaea cucmem OOKYMeHmayuu, @opmupyrowmux OoKyMeHMAalbHull GOHO
00paA308amenbHO20 YUPEHCOCHUS,

- €nocobos u cpeocme OOKYMEHMUPOBAHUS, NPUMEHSIEMbIX 6 npoyecce OesimeibHOCHU
00paA308aMeNbHOCO YUPEHCOCHUS,

- HOPMAMUBHO-NPABOBLIX AKMO8, PENAMEHMUPYIOUUX OeAMENbHOCIb U ee OOKYMEHMUPO8aHue 8
00paA308aAMENLHBIX YUPEHCOCHUSX (N0 MUNAM,).

Ymenue

- COCMAasumMb HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS OesMelbHOCIU KOHKPEMHOU
opeanuzayuu;

- ONUPAACH HA HOPMATMUBHO-NPABOBOLL AKM, ONPEOeNsiMb COCIA8 HeOOXOOUMBIX OOKYMEHMO8.

Pedepar na 10-15 ctpanun, uepes 1,5 unrepsana, 14 mpudrom. O0s3aTeabHbl TUTYIBHBIN JIHCT,
OlJIaBJIEHNE, CIHMCOK JINTEPATYpPbl M HMCTOYHHMKOB, BHYTPUTEKCTOBBIE CCBUIKH. B03MOXKHBI
npuiokeHus. KontponapHas HHIUBUAYyaIbHAst paboTa BBIIOIHAETCS B OYMaXHOM U JIEKTPOHHOM
BUJIE

Tunosoii niian pegepara



1. Xapakrepuctuka TUNa o0OpazoBaTeabHOro yupexzaeHus. (JKenmarenbHO mpuUBICUEHHUE
CTaTUCTMYECKUX JAHHbIX O TOM, CKoibko B Poccun/ peruone/obGmnactu/ ropoae
3apeTUCTPUPOBAHO MOJOOHBIX OPraHU3AINH ).

N

OO0mas xapakTepuCcTUKa YIPaBJIeHUs B JAHHOM 00pa30BaTeIbHOM YUPEXKICHUU.

3. OCHOBHOI1 COCTaB HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIHNX IS TEIbHOCTD
00pa30BaTEeNbHOTO YUPEHKACHHUS.

4. XapakTepuCTUKa JOKYMEHTAIbHOrO0 (oHIA (IOKYMEHTOB, UX KOMIUIEKCOB M CHUCTEM
JOKYMEHTAIH, POPMHUPYIOMIUXCS B ACSITEILHOCTH 00pa30BaTENbHOTO YUPEKICHNUS):

OpTraHU3aIMOHHO-TIPABOBAs TOKYMEHTAIIHS,
TUTAHOBAsS IOKYMCHTAITHS;

pacropsiiuTeNbHAasT JOKYMCHTAIIHS,

UH(POPMAIMOHHO-CITPABOYHAS M CITPABOYHO-aHATUTHYECKAS JIOKYMEHTAIINS;
OTYETHAs JIOKyMCHTAIIHS,

JOKYMEHTAITUS 110 00CCIICYCHUIO KaapamH (TI0 JIMYHOMY COCTaBY);

¢dbuHaHCOBast TOKyMeHTalus (OyXralTepcKuil y4eT U OTUETHOCTbD);

JIOKYMEHTAITUS TI0 MaTEPHATLHO-TEXHHYECKOMY 00€CIICUCHHIO;

JIOTOBOPHAs JIOKYMCHTAIIHS,

JOKYMEHTAIUsl 10 JOKYMCHTAIIHOHHOMY W WH(GOPMAIMOHHOMY OOECIICUYCHHUIO
JESTSIIbHOCTH YUPESKICHUS;

JOKYMEHTAIs1, OTpakaroliasi 00pa3oBaTeIbHYIO IS TEILHOCTD;

JPYTUE CUCTEMBI JIOKyMEHTAIIMHU (€CITH eCTh).

5. AHanu3 npuMepHO HOMEHKIATYPHI JIe] 00pa30BaTeIbHOrO YUPEKIACHUS.
6. Ilopsnok XpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUU.
7. CHucOK IUTEpaTypbl U UCTOYHUKOB.

IHoaroroBka K 3K3aMeHy

Bonpocsl k 3k3ameny

1. HopmatuBHas cpeia o0pa3oBaTesbHOM OpraHu3aliy B
Poccuiickoit @denepanuu. YpoBHU U UCTOYHUK (POPMUPOBAHUSI HOPMATHBHOMN
cpeab! Uit o0pa3oBaTenbHOM opranu3zanuu B PO.

2. OcnosHble nonoxxeHus fokymeHToB KOHECKO 00 oOpa3oBanuu.

3. CranmapTtbl  npodecCHOHANbHOM  JIeATeNbHOCTH B 00JIaCTH
oOpazoBaHus.

4. [TonsTue u o011as XxapakTepuCTUKa 00pa30BaTEIbHON MPOTPaMMBI.

o. Opranu3anvoHHO-TIPABOBbIE (OPMBI YUPEXKACHUN U OpraHU3alui
CHCTEMBbI 00pa30BaHMUsL.

6. 3aKOHBI M CHUCTE€Ma TOJ3aKOHHBIX aKTOB, PETYIHUPYIOIIUX
YIIPaBJIEHYECKYIO J1€ATEIbHOCTh B 00pa30BaTeIbHON OpraHU3alHH.

1. 3akoHOAaTeNnbHble aKkThl Mo YensOuHckol oOnacTu (MM HWHOTO

cyobekta P® 1o BBIOOpPY CTyJeHTa), pErjJaMeHTUPYIOIIUE IesSTebHOCTD
YUpeKIEHUH 00pa3oBaTeIbHON C(ephl.

8. VYcraB o0pa3oBaTenbHOM OpraHU3aIuy.

9. JlokanpHbIe akTbl 00pa30BaTEIbLHON OpraHU3aIUH.

10. [ToHsITHE MENONMPOU3BOACTBA U APXUBHOTO JeTa.

11. Oco0eHHOCTH JIETOMPOU3BO/ICTBA B 00pa30BaATEIHHOM
OpraHH3aIlHH.

12. 3aKOHO/IATENLCTBO B OOJACTH JIEJIOMPOU3BOJICTBA U ApPXHUBHOTO

nena. Pacrmpenenenre  OTBETCTBEHHOCTM 33 OpraHU3aldi0 U BEJCHUE
JIETOTIPON3BO/ICTBA B 00Pa30BaTEIIPHON OpTraHU3aIuu?
13. JloxymeHTHpOBaHUE JIeATETbHOCTH o0pa3oBaTenbHOMI



opranuzaun. O01as xapakTepUCTHKA CUCTEM JJOKYMEHTAIUH.

14. KOpuanueckas cuia ynpaBlieHYeCKUX JOKYMEHTOB.

15. Kagposas MOJIMTHKA o0Opa3oBarenbHON OpraHu3aLyHu.
Opranu3zaiys JOKYMEHTHPOBaHUS TPYJIOBBIX oTHomeHuH. [IpaBa u o6s3aHHOCTH
pabotonareneit 1 pabOTHUKOB.

16. Pa3paboTka HOpMaTUBHBIX MTPABOBBIX aKTOB, YCTAaHABIMBAIOIINX
CITy’)keOHBbIC OTHOIICHHS B 00pa30BaTEIbHON OpraHU3aIlHH.
17. [Topsmok 3aKITIOYEHHS TPYIOBBIX 10r0BOpoB. OOIIME OCHOBAHUS

MIpEeKpaIIeHusi TPYJAOBBIX JOTOBOPOB. OCHOBAHUS U MOPSOK PACTOPKEHUS
TPYJOBBIX JOTOBOPOB [10 MHUIMATHBE padOTOAATENS, 10 HHULIMATHBE PaOOTHUKA
00pa3oBaTeNbHON OPTaHU3AIIH.

18. JlokymeHTHpOBaHuE B 00JaCTH MaTEPHAIBHBIX M (PMHAHCOBBIX
3aTpaT rocyAapCTBEHHBIX U MYHUIIUTNIAILHBIX 00pa30BaTeIbHBIX OpTaHU3aIIHiA.
19. YcraHoBlieHUE u JTOKYMEHTAIBHOE 3aKpericHHe

COMAJIBHO-TIPABOBLIX YCJ'IOBI/If/’I u FapaHTHﬁ, HCO6XOI[I/IMI)IX JJIA ACATCIBbHOCTU
pPabOTHUKOB  TOCYAapCTBEHHBIX, MYHHUIMIAIbHBIX ¥  HErOCYIapCTBEHHBIX
00pa3oBaTENbHBIX YUPEIKICHUN.

20. JucuunrHapHas OTBETCTBEHHOCTh U €€ IOKyMEHTHPOBaHUE

21. JlokymenTupoBanue HCCIIEN0BATEIBCKON JIeATEIIbHOCTH
oOpa3oBaTenbHON opranu3anuu. CriocoObl 3alUThl ABTOPCKUX IIPAB.

22. JlokyMeHTanbHbIN U apXUBHBIN (POH 1Bl 00pa30BaTENbHON
OpraHu3aIMH.

23. JloKyMeHTUpOBaHUE yIIPaBICHUYECKOHN JEATEIbHOCTH.

Opranu3zanus, JIaHUPOBAHUE, PACIOPAAUTEIBCTBO, KOOPAUHALMS, KOHTPOJIb U
JpyTUe yrnpaBieHYeckre (YHKIMU B JOKyMEHTaX 00pa3oBaTeIbHON
OpraHu3aIMH.

24, JlokyMeHTHpOBaHKEe 00pa30BaTeNbHON NesATenbHOCTH. OCHOBHAS
oOpa3oBaTenbHas porpamma. YueOHbIH 11aH (MHbIE BUJIbI TUIAHOBBIX
JIOKYMEHTOB 110 00pa30BaTeNbHOM esTenbHOCTH). Paboyas nporpamma.
ITporpammbl 06pa3zoBaTeIbHBIX MEPOTPUATHH.

25. JlokyMeHTapHas OAroTOBKa 00pa30BaTEIbHON OpraHu3aliy K
JIMIIEH3UPOBAHUIO U FOCYJapCTBEHHON aKKpeIUTALUH.

26. [TonsiTre TokyMeHTO000pOTa. OCHOBHBIE ATAIIBI
JOKYMEHTO000pOoTA.

27. VYrpasieHnrue JOKYMEHTOIIOTOKaMH B 00pa3oBaTeIbHON
OpraHu3alyy. JJIEKTPOHHAS U TPAJUIMOHHAsA (hopMa JTOKYMEHTOO0O0pOTa.

28. Opranu3anus UCTIOJIb30BaHMsI IOKYMEHTOB B 00pa30BaTEIHbHOM
opranuzaiuu. JlocTyn K TOKyMEHTaM.

29. [TpaBoBbI€ OCHOBBI B 00J1aCTH MHPOPMAIIIOHHOTO 00ecTIeueHHs
oOpa3oBaTenbHOU AearenbHocTU. CaiiThl 00pa30BaTeNbHOM OpraHu3aluy.

30. Opraau3anys ornepaTuBHOTO U ApXUBHOTO XPaHEHHS JOKYMEHTOB
B 00pa30BaTeNbHON OpraHu3aiy (Ha MpUMepe OJTHOTO U3 THIIOB).

31. JlokanpHBIE HOPMATHBHBIE aKTHI IO JICIIOTIPOU3BOJICTBY
00pa3oBaTeNbHON OpraHU3aAIIH.

32. WNucTpykius o aenonpous3BoAcTBy. Llens cozmanus, 3amnaqn,
TpeOOBaHUS K COCTABICHHUIO, OPOPMIICHHIO U BBEACHHUIO B ICHCTBHE

33. Homenkmarypa aen. llenmp W 3amaum co3maHus, TpeOOBaHHS K
COCTaBJICHUIO, 0(OPMIICHUIO U BBEJICHUIO B JICHCTBUE.

34. YHUUTOXEHHE JOKYMEHTOB O00pa30BaTEIbHOM  OpraHU3aIliH.
[Topsimox BbIIeNeHUs A€l K YHHUUTOXEHHIO. JIOKYMEHTHUpOBaHHME MpPOIETyphl
YHUUTOXKEHUS JOKYMEHTOB.

TecThl 111 CAMONIPOBEPKU



Tect 1

IIpoxonxure gppasy: «Opranuzanus 1eJIONPOU3BOACTBA B 00pa30BaTeIbHOM yUpeKIeHUH
HeNoCpeACTBEHHO perjiaMeHTHPYeTCS...»
a. HOPMaTHBHO-TIPABOBBIMH aKTaMU (e/iepaibHOI 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-TIPABOBBIMHU aKTaMu (e/iepalbHON UCIIOTHUTEIHLHOMN BIACTH;
C. HOPMaTHBHO-IIPABOBBIMH aKTaMH 3aKOHOJATEJIbHON U MCIOJHUTENILHOM BIIaCTU
cyObekToB PO 1 BX TeppUTOpHATBHBIX 00pa30BaHMIA;
d. HOpMaTHBHBIMH JIOKaJIbHBIMU aKTaMH 00pa30BaTEIbHON OpraHU3allHy.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
Ilpuka3z Pocapxuea om 11.04.2018 N 44 "O06 ymeepycoenuu Ilpumepnoit uncmpykuyuu no
0€/10nPoU3600CmeEy 8 20Cy0apCmeeHHbIX op2anuzayuax'"?
a. HOPMaTHBHO-TIPABOBBIE aKThI (peepabHOM 3aKOHOJATETIHLHOM BIIACTH;
b. HOpMaTHBHO-TIPABOBbIC AKThI U HOPMATUBHO-METOIUYECKHE JOKYMEHTI
dbenepaibHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMATHBHO-IIPABOBBIE AKThl 3aKOHOAATEIHLHON U UCTIOTHUTEIHHOM BIACTH
cy0bekToB PD 1 nx TeppuTopHaTbHBIX 00pa30BaHUM;
d. HOpMaTHBHBIE JIOKAJILHBIC AKThl 00PA30BaATEIBHOMN OpraHU3aIINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJICAYIOIIUIA JTOKYMEHT
ITucomo Munucmepcmea oopaszoeanusn Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomeHoauyuax no paoome ¢ OOKYMEHmMAMU 8 00uLe00pa306amenbHblxX
yupesrcoeHuax»
a. HOPMaTHBHO-TIPABOBBIE aKThI (peJepabHOM 3aKOHOJATETILHOM BIIACTH;
b. HOpMaTHBHO-TIPABOBbIC AKTHI U HOPMATUBHO-METOIUYECKHE JOKYMEHTI
benepaibHON UCTIOTHUTEIILHOW BIIACTH;
C. HOPMATHBHO-IIPABOBBIE AKThl 3aKOHOAATEIHLHON U UCTIOIHUTEIHHON BIACTH
cyobexToB P® 1 ux teppuropraibHbIX 00pa30BaHU;
d. HOpMaTHBHBIC JTOKAIBHbBIC aKThI 00PA30BATEILHOM OpraHU3aIUH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHON 0a3bl OTHOCUTCSH CJEAYIOLIHI JOKYMEHT:
@Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickon Dedepayuuy?
a. HOpPMaTHBHO-IIPABOBBIE AKTHI (heJiepaIbHON 3aKOHOIaTEIbHON BIACTH;
b. HOpMaTHBHO-TIPaBOBBIC AKTHl 1 HOPMATUBHO-METOJHYCCKUE JOKYMEHTHI
beneparbHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMAaTHBHO-TPABOBbIE AKThl 3aKOHOJATEIbHON U UCTIOTHUTENBHOU BIIACTH
cyobexToB P® 1 ux treppuropraibHbIX 00pa30BaHUL;
d. HOpMaTHBHBIC JTOKAIBHbBIC aKThI 00PA30BATEILHOM OpraHU3aIUH.
Kakoe Bbicka3bIBaHue SBJISIETCS HEBEPHbIM?
a. PexBM3UT «HauMMEHOBaHHME BHUAA JOKYMEHTa» SBISIETCS JOKYMEHTOOOpa3yroIUM
MPU3HAKOM, MO3BOJISIOIIMM TOJYyYUTh HayallbHOE, camoe o0Ilee NpeICTaBICHHUE O
JOKYMEHTE, €ro MIPaBOBOW 3HAYUMOCTHU
b. [Mpumenenre I'OCT P 7.0.97-2016 siBnsieTcsi 00s13aTeNIbHBIM JJIs1 BCEX COBPEMEHHBIX
OpraHu3alMi, yupexKIeHUH, IPEANPUATUN JTI0OBIX OpraHU3allMOHHO-TIPABOBIX (hOpM
C. ®opMyIsp TOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIUMOCTBIO CTPYKTYPHUPOBAThH
uHpOpMaINIO, CAeTaTh €€ SPrOHOMUYHOM, HO U HEOOXOAUMOCTBIO MPHUIATh TOKYMEHTY
IOPUTMYECKYIO CUITY, ClIeIaTh 3alleuaTICHHYI0 B HeM HH(OpMaIuio oGuimaaisHON
d. Kaxx11p1ii peKBH3HT KaK IIEPBHYHBIA CTPYKTYPHBIN 2JIEMEHT JJOKYMEHTA B TOM WIJIM WHOM
CTETeHH OTPaXkaeT IoPUINUECKH 3HAUNMYI0 HHPOPMAITIIO

Kaxoe Bbicka3biBanue sisiasiercss HEBEPHBIM?
a. [lata u perucTpallMOHHBINA HOMEP JOKYMEHTa 0(hOPMIISIOTCS HE Ha BceX OaHKax
b. PexBusuTthl «Jlata qokymMeHTa» U «PerucTpaliiOHHbIA HOMED JOKYMEHTa SIBIISIOTCS
JAHHBIMU O PEruCTpallud JOKYMEHTAa M TI03TOMY SIBJISIIOTCA  JTOKa3aTEIbCTBOM
CYLIECTBOBAHMSI TOKYMEHTA U BKIIOUEHHEM €TI0 B JOKYMEHTAIbHbIN (POH]T OpraHU3aIuu



C. PexBusutbl «Jlata nokyMeHTa» U «PeruCTpallMOHHBIM HOMEp JOKYyMEHTa»
o(opMIIAIOTCS HA OZJHOM YPOBHE 10 OTHOILEHUIO IPYT K APYyTy

d. O6a pexBusuta — «Jlata gokymeHTa» U «PerucTpaliOHHBI HOMEp JIOKYMEHTa» —
BBINOJIHAIOT IOPUINYECKYIO (PYHKLMIO, @ TaK)Ke BBITOJHSIOT MOUCKOBYIO (DYHKIIHIO, TaK
KaK MMO3BOJISIIOT OpPraHU3alyuy BECTH HHPOPMALMOHHO-CIIPABOYHYIO paboTy

Kakoe omnpeaejieHue COOTBETCTBYET CTAHJAPTU3UPOBAHHOMY onpeaeJeHuIo
OPraHM3alOHHO-PACHOPAIUTEIbLHOI0 JOKYMEHTA:
a. JlokymeHT, obecrieunBaronIiii ()yHKIIMOHUPOBAHNWE M B3aMMOCBSI3b YIPABISIOMICH H
YIPABIIIEMOM CHCTEM Ha BCEX YPOBHSX.
b. Bux nMCbMEHHOTO JOKYMEHTa, B KOTOPOM (DUKCHPYIOT pEIlieHHE aJIMUHUCTPATHBHBIX
U OpraHU3allMOHHBIX BOIPOCOB, a TAKXE BOIPOCOB YIPAaBICHUs, B3aUMOJCHUCTBHS,
oOecriedeHrss M PEeryJIupOBaHUS JESATEIBHOCTH OpraHOB BIIACTH, YYPEKICHUH,
IIPEANPUATHI, OpraHU3alui, UX MOAPa3AEICHUN U JOHDKHOCTHBIX JIMLL.
C. JIokyMeHT, CO3JaHHBI FOPUAMYECKUM WM (U3NIECKUM JUIIOM, O(GOPMIICHHBIA U
YIIOCTOBEPEHHBIN B yCTAHOBJIIEHHOM IOPSIJIKE.
d. OdunanbHbIA JOKYMEHT, HCIIOIBb3YEMbIid B TEKYIICH ACATSILHOCTA OPraHU3aIIH.

Kakum opranu3aniuOHHbIM JOKYMEHTAM COOTBETCTBYET CJIeYI0Iasi XapaKTepuCTUKA:
JTO OpraHu3allHOHHO-NIPABOBbIE AKTHI, ONpeNeslIue NOPSAA0K 00pa3oBaHMs, NPaBa U
00513aHHOCTH, OPraHU3ALNI0 PA0OThI KAK B OPraHU3AIlUM B 1€JI0M, TAK U B €€ CTPYKTYPHBIX
nojapasaejieHusaX. B 3TUX 10KyMeHTaxX Takke MOTYT ObITh OTPAa’KEHbI IPABA M 00SI3AHHOCTH
OTeJbHBIX JAO0/KHOCTHBIX JIMI, ONPeNdeJATHCH OCHOBHBbIE OPraHM3allMOHHBbIE BOIPOCHI
NPOBeJeHUs1 PA3JMYHbIX MEpPONPHUATHHA B OpraHu3anuu (KOHKYPCOB, CEMHHaPOB,
(pecTuBasieii, BLICTABOK).
a. mpaBuJIa

b. monoxenus

C. HIHCTPYKLIUH

d. ycraBsl

Kakomy opraHu3anmoHHOMY J0KYMEHTY COOTBETCTBYET CJIEAYIOIIAsi XapaKTePUCTHKA:
IT0 JIOKAJILHBIIT HOPMATHBHBII AKT OPraHU3alMH, PerJIaMeHTHPYIOIIHIA B COOTBETCTBHH C
Tpyaosbim Kogexcom u nHbIME (eaepaibHBIMH 3aKOHAMH MOPSIIOK MPHEMA U YBOJIbHEHHS
PadOTHMKOB, OCHOBHbIE IPaBa, OOSI3AHHOCTH W OTBETCTBEHHOCTh CTOPOH TPYIOBOIO
JI0rOBOpPa, PEKUM pPadoThHI, BpeMsi OTAbIXa, INPHMEHsieMble K pPa0OTHHKAM Mepbl
MOOIIPEHNsT H B3bICKAHHUS, 4 TAK)KE MHbIE BONMPOCHI PEryJTHPOBAHUS TPYAOBbIX OTHOIIEHHI
y IaHHOTO padoToaaTeJis.
a. MHCTPYKIIMS HHCIICKTOPA 110 TPYLY

b. nmpaBuIa BHYTpEHHETO TPYIOBOTO PaclopsiaKa

C. TIOJIO’KEHHE O TPYAOBBIX OTHOIICHUAX B OPraHU3aI[MK

d. TpymoBoii 1oroBop

Kakomy ynpasiieHUecKOMY JOKYMEHTY COOTBETCTBYeT CJleyIolas XapaKTepuCcTHKA:
IT0 BU/I NMCbMEHHOI0 JOKYMEHTAa, B KOTOPOM (PUKCHUPYIOT pelieHus aIMMHUCTPATHBHBIX
U OPraHM3alMOHHBIX BONPOCOB, a TaK’Ke BONMPOCOB YINPaBJeHHs, B3auMO/eicTBUS,
o0ecnieyeHUs1 W PeryJMpoOBaHHUs JeATEJbHOCTH OPraHOB BJIACTH, Y4YpeKJAeHMN,
NpeANpPUATHI, OPraHu3aluil, UX MOAPAa3/ieJeHU U J0JKHOCTHBIX JIUIL.
a. (huHAHCOBO-OyXranTepcKuii

b. kaxpoBbIit

C. OPraHU3alUOHHO-PACTIOPSAAUTENbHBIN

d. mIaHOBO-OTYETHBIIH

KakoMy 10KyMeHTY COOTBETCTBYET CJIeYIOIIAasi XapaKTePHCTHKA:



JTO0 MNPpaBOBOH AaKT, YCTAHABJIUBAIIMNA TEXHOJOTHI0 CO3JAHHSl MJIH MOJYYCHHSA
AOKYMEHTOB, HX 00pa00TKHU, XPAHEHHUS H MCII0JIb30BAHUSA B AeSITEIbHOCTH OPraHUu3aluM.
d. TOJDKHOCTHAsI MHCTPYKIUA
b. TODKHOCTHOM perjiaMeHT
C. moyioxkeHue o ciyxoe JJOY
d. MHCTPYKITUS 110 JIETOMPOU3BOACTBY

Kakomy 10KyMEHTY COOTBETCTBYET CJICAYIOIIAs XapaKTepHCTHKA:
Imom 0oKymenm ycmanagaugaem 01 padOmMHUKA KOHKPemHble mpyooevie (001)1cHOCmHbIE,
¢ynKyuonanvnvle) 006a3aHHOCIMU U NPACA 6 COOMEEHCMEUN C 3AHUMAEMOIL 00JIHCHOCHbIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOGOE NOJIOMNCEHUE 6 CHmPYKmype yupeicoeHus,
A6NACMCA NPABOEOU OCHOB0U 0714 NPOEEOCHUA aMmMeCmayuu padomHuKa, onpeoeienus e2o
OMEEemCcMmEEeHHOCMU U 63AUMOOMHOWEHUSA C OPY2UMU PAOOMHUKAMU U NOOPA30eNeHUAMU,
no360.151em 00beKMUEHO OUEeHUEAMb PAOOMY COMPYOHUKA OP2AHUZAYUL.
a. UHCTPYKLHUS T10 JIEJIONPOU3BOJICTBY
b. nonoxenue o cnyxoe JOY
C. IOJKHOCTHOM PErjaMeHT
d. TOMKHOCTHASI HHCTPYKIIUS
Kakue rpynmnsl 10KyMeHTOB, C TOYKH 3pEHHS OPraHU3ALMM JOCTYIa K HUM, BCTPE4YaTcs B
o0pa3oBaTeJbHOM Opranu3anuu?
a. o0mIeIOCTyIHBIC,
b. koHduaeHUMATHHBIC
C. CCKpPCTHBIC
d. Bce rpyImmbl BO3MOKHBI

Tect 2
B 3TOT AOKYMeEHT 3akperuisieT NPUHATbIE BHYTPM OpPraHuU3alMM NpaBuja padoTsl ¢
JAOKYMEHTaMH Ha BceX dTanax padéorsl ¢ HUMU. HazoBuTe 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3alllH,

b. Omank opraHu3zanum,

C. HHCTPYKIHS IO JIEJIIOTIPOU3BO/ICTBY,

d. HOMeHKIaTypa Jel.
C noMompbI0 3ITOr0 /JAOKYMEHTa B 00pa3oBaTe/IbHOH OPraHU3alMH OCYINECTBJIAETCS
cUcTeMATH3alUs JOKYMEHTOB, IPYNNHPOBKA [OKYMEHTOB B [e/a, Y4eT /J0KYMEHTOB
BpPeMeHHBIX CPOKOB XpaHeHHs, 0TOOpP W mepeaaya JOKYMEHTOB Ha apXHBHOe XpaHeHHe,
pellieHHE 0 BbIIeJCHUH el K YHHUYTOKeHn10. HazoBuTe 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3alllH,

b. Omank opraHu3zanum,

C. HHCTPYKIIHS IO JIEIOTIPOU3BO/ICTBY,

d. HOMeHkarypa aein.

B kakoii 4yacTH pacnopsiiMTENbHOI0 [OKYMEHTa He00X0AMMO IMOMeIIATh IepevYeHb
AOKYMEHTOB, YTPATHBIIUX CHJY WM TOAJEKANMX H3MEHEHHI0 B CBSI3M € H3JIaHHEM
JAaHHOTO aKTa?
a. B JIIOOOM ITyHKTE PaCHOPSIUTEIILHON YacTH
b. B mepBBIX MyHKTaX PacloOpsIUTEILHON YaCTH
C. B KOHCTaTUPYIOIIEH 4acTH
d. B xoHIIE TEKCTA

B kakoil 4acTH pacnopsAUTEILHOI0 JOKYMEHTa yKa3bIBaercsd HH(opMauus 0 TOM, KTO
OCYILECTBJIAET KOHTPOJIb €ro UCIOJHeHUA?
a. B IIEPBOM IIYHKTE PaclOPsAUTEIILHON YaCTH
b. opopmitsieTcst OTaETBHOM CTPOKOH MMOCIE BCEX MTYHKTOB



C. B IIOCJIEAHEM ITYHKTE PacloOpsIAUTEIbHON YacTu
d. B KOHCTAaTHPYIOLICH YacTH

Kakune pacnopsiiutesibHble JOKYMEHTBHI H3JAK0TCSl 10 ONEPATHBHBIM BONpPOCaM M JJisi
OPraHM3aly MCIOJHEeHNs IPYTUX PACTIOPSAAUTEIbHBIX JOKYMEHTOB:

a. pacropspKCHHS

b. perrenus

C. IIOCTaHOBJICHUS

d. npukasbr
Kakue pacnopsizurenbHbie JokyMeHThl HE oTHocsiTcsi K IOKyMeHTaM, M31aBaeMbIM Ha
OCHOBE eIMHOHAYAIHUSA?

a. MPUKa3bl

b. pacniopsixeHus

C. peuieHus

d. ykazanus

N3 kakuX YacTeil COCTOUT TEKCT PACOPSIAUTETLHOTO IOKYMEHTA:
a. aHaJIUTUYECKas 4acTh/ 0000IaroIas 4acThb
b. pazbsicHuTeNbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTATUPYIOILAsl YaCTh/ PACIOPSIUTEIIbHAS YacTh
d. BBOgHAs 4yacTh/ OCHOBHAS 4acTh/ 3aKIIOUYUTENbHAS YaCTh

Kakue nmcbMa nmoanuchIBalOTCH ABYMSI JHUAMH — PYKOBOAMTEJIEeM OPraHu3aluv |
IJIABHBIM 0yXrajarepom:
a. TapaHTUHHbBIE NTHUCbMA
b. conpoBoauTENbHBIC THCHMA
C. MMChbMAa-3arpOoChI
d. pexamMHbIe THCbMa

Kakum noxkymenTom Heo0xogqumo opopMUTH BO u30e:kaHue HapymeHuss HopMm Tpyaosoro
KO/IeKCa MUCbMEHHOe HATIOMMHAHKE 0 He00X0AMMOCTH SIBUTHLCS ISl MOJIy4eHHs TPY/A0BOM
KHHKKH YBOJICHHOMY Pa0OTHHUKY, He MOJyYHBIIEMY ee:
d. 3aKa3HOE MMCHbMO
b. dhakcorpamma
. SMS-coo0bmienne
d. aJIeKTpOHHOE COOOIICHHE

Kaxkoii 1o0KyMeHT noAnuchbIBaeTCs PYKOBOAUTEIEM CTPYKTYPHOIO NOApAa3/iesIeHus
a. ClIpaBKa
b. mpukas
C. aKT
d. cyxeOHas 3ammcka

Kakomy Buay 10KyMeHTa COOTBETCTBYeT CJIeAYHOIINH TEKCT:
23.09.20013 ¢ 9.00 na 3anamusax no 0cCHO6AM NPABOEEOCHUA NPUCYMCINEOBANO0 2 CIYyOeHna

u3 cocmaea cpynnbasi 25 UeJ106€K, 6 pe3yibmame 4e2o 3aHaAmusl npulilioco OmmeHumas.

Jloyenm xagpedpwvt npasa Iloonuce /
HU.B. Illlenens

25.09.2013
d. JOKJIaJHas 3aIlnucKa
b. nosicauTenpHas 3amucka



C. OOBSICHUTEIIbHAA 3alIUCKA
d. cnmyxeOHas 3amucka

K10 opopmiisier yueTHbIE JTHUHDbIE KAPTOYKM:
a. pabOTHUK
b. pykoBOAMTENb CTPYKTYPHOTO MOAPA3ACIICHHS
C. 3aMECTUTENb PYKOBOJUTEIIS OpraHU3aluu
d. paboTHUK 1O Kaapam

Kaxkoii JOKyMEeHT SIBJISIETCSI OCHOBHBIM JIOKYMEHTOM O TPY/JA0BOii 1eATeIbHOCTH U 0
TPYAOBOM CTazke Pa0OTHUKA:

a. yueTHasi TMIHAs KapTOUYKa
b. meHcHOHHOE YIOCTOBEPEHUE
C. CTPaxoBOE CBUJICTENHCTBO FOCYIAPCTBEHHOTO MIEHCHOHHOTO CTPAaXOBaHUSI
d. TpynoBasi KHHKKa

Kakue BuabI IMCHMIIMHAPHBIX B3bICKAHUI BIIMCHIBAIOTCH B TPYA0BYI0 KHHKKY:
a. YBOJIbHEHUE
b. Bce BHIBbI TMCHUIUIMHAPHBIX B3bICKAHHIA BIIMCHIBAIOTCS B TPYIOBYIO KHHUKKY
C. CTPOrHil BBIFOBOP
d. B3bICKaHHS B TPYAOBYIO KHIDKKY HE 3aITHCBIBAIOTCS

Ha xakue BHABI MOAPA3IeIAIOTCH OJaHKH JOKYMEHTOB IO PACIOJIOKEHHI0 PEKBH3UTOB
corjiacHo I'OCT P 7.0.97-20167
d. YIJIOBBIC X IIPOAOJIBHBEIC
b. oOmumii 6;1aHK, OaHK MHCHMa, OJJaHK KOHKPETHOTO BH/Ia JOKYMEHTA
C. OyaHK opraHu3aIyy, OJJaHK CTPYKTYPHOTO TOPa3/IeeHUs] OpraHu3aIiy, OJaHK
JIOJDKHOCTHOTO JIMIIA
d. meHTpUpOBaHHbBIC U (IIaroBbIe.
J1sl KAaKMX BUIOB JOKYMEHTOB HCIOJIB3YIOT 001mmii 01aHK?
Bri6epute o1H OTBET:
a. JTF0OBIX BUAOB JTOKYMEHTOB, KpOME MpHKa3a
b. MFOOBIX BHOB JJOKYMEHTOB
C. TOJIBKO I MUCbMa
d. MOOBIX BHIOB JOKYMEHTOB, KPOME MHChMa
Ha kakue THIIBI NOAPA3/1EJSIIOTCA JOKYMEHTHI 110 MPOMCXO0KACHHUIO:
a. o0mienocTynHbie/ KOHGUIEHIIMATbHBIE/ CEKPETHBIE
b. muuHbIe/ oduLIMaTHHEIE
C. BXOSIIIME/UCXOAIINE/BHYTPEHHIE
d. mHaMBHAYaTbHBIE/ TpadapeTHBIE/ THIIOBBIE.

K kakoii cuctemMe Jo0KyMeHTauuu oTHocuTcs Jimunasi kaprouka T-2?
a. (uHAHCOBO-OyXTrajiTepcKoii,
b. mokyMeHTaMm Mo JINYHOMY COCTaBY,
C. OpraHM3alMOHHO-IIPaBOBOM,
d. pacnopsauTenbHON 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 yUpeXJIeHus (yKa3aTh BHIOPAHHBIN TUI)».
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
JIOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00pa30BaTe/IbHOI0

yupesKaeHus

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

3Hnanue:

- cneyughuueckux uepm OOKYMEHMUPOBAHUS OesamelbHOCU
00pa30BaTEILHOTO YUPEKICHUS;

- MUN0B020 COCMABA CUCmemM OOKYMEeHMAYUU, hopmMupyouux
OOKYMEeHMAbHblll (POHO 00PA308AMENBHOLO VUPEHCOCHUS,

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

- HOPMAMUBHO-NPABOBLIX  AKMOB,  Pe2NaMEeHMUPYIOuUx
0esamenbHOCIb U ee OOKYMEHMUPOBanue 6 00pa306amenbHblx
VupercoeHusx (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. OOs3aTeNbHBl TUTYJABHBIM JIUCT, OTJIaBJICHHUE,
CIIUCOK JIUTEPATypbl U MCTOYHUKOB, BHYTPUTEKCTOBBIC
CCBLIKH. Bo3moxHbI PUIIOKEHUSL. KonTponbhas
WHIUBUAYAIbHAsS padoTa BBITIONHSAETCS B OYMaXHOM U
JNEKTPOHHOM BH/IE

35. XapaktepucTuka THUINa  00pa30BaTEIHHOTO
yupexaenus.  (JKemarenbHO — TpuUBIEYCHHE
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 cjienyroummii nokyment: 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 UCTIOTHUTENBHOM BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM

OpraHu3alyu.
2. OmnpenesnTe, K KAKOMY YPOBHIO HOPMATHBHOI 0a3bl
OTHOCHUTCHA CJIeY IO LU I AOKYMEHT ITucomo

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

a. HOPMaTHBHO-TIPABOBBIC aKTHI (efiepatbHON
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 00Pa30BaTEIbHOM
OpraHH3aIlHH.




3. Onpenenure, K KaKOMY YPOBHIO 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
(denepanbHON UCTIOTHUTEILHOM BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJIbHBIC aKThl 00pPa30BaTEIbHOM
OpraHu3alyy.

4. Kakoe BbickasbiBanue sisjisierca HEBEPHbBIM?
a. Jlata W 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

dboHI1 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

«PerucTpalinOHHBIN HOMEP JOKYMEHTA» — BBIIIOJHSIOT

IOPUAMYECKYI0 (YHKIUIO, a TakKe BBINOIHIIOT

MOUCKOBYIO  (DYHKLHMIO, TaK Kak  [O3BOJIOT

OpraHM3aly BECTH HWH(POPMAIMOHHO-CIPABOYHYIO

paboty
5. Kaxoe omnpeseieHHe COOTBETCTBYET
CTAHJAPTU3UPOBAHHOMY onpeeIeHHIO

OPraHM3alMOHHO-PACIOPSAAUTEIbLHOI0 JOKYMEHTA:
a. JloxymeHt, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABIIAIOIIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO IOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  pelleHHe  aJAMUHHUCTPATUBHBIX U
OpPraHM3alMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIOpaBiIeHUs, B3aUMOJEUCTBUA, oOOecnedyeHus 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 JeSATEIBHOCTH OpPraHU3alnu.




Tecr 2
1. B 3ToT [J0KyMeHT 3akpeluisieT NPUHATHIE BHYTPH
OpraHu3anyvy NpaBuWiia padoThl ¢ JOKYMEHTAMH HAa BcCeX
Tanax padorsl ¢ HUMu. HazoBuTe 3TOT JOKYMEHT.
a. YcraB 00pa3oBaTelIbHOI OpraHu3aluu,
b. Onank opranuzanum,
C. MHCTPYKIIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMeHKIaTypa aei.
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
BblIeJIeHUH JeJd1 K YHUHuYTO:keHMIo. Ha3zoBute »3TOT
AOKYMEHT.
a. YcraB 00pa3oBaTelIbHOIN OpraHu3aluy,
b. ©naHk opranuzaium,
C. MHCTPYKIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMeHKIaTypa jae.
3. Kakue pacnopsiivrTesibHbIe JOKYMEHTHI H3JAKOTCH IO
onepaTUBHbBIM  BONpocaM W [Jsi  OpPraHu3aluM
HCIOJIHEHHS IPYTUX PACIIOPSAUTEIbHBIX 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 OpraHu3aluy, 6JJaHK CTPYKTYPHOTO
MOJIpa3/ieIeHusl OpraHu3alyy, 6JaHK JTOJHKHOCTHOTO 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 JTOKYMEHTOB
FOHECKO 06 o6pa3oBanum.
42. CtangapTsl npodecCHOHATBLHOM

JIeATeTLHOCTH B 00J1acTH 00pa3oBaHMs.
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
OpraHu3aIiy.

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 1ETONMPON3BOJICTBA U APXHUBHOTO
Jena.

50. OcobGeHHOCTH AETOPON3BO/ICTBA B
00pa30BaTeNIbHON OpraHu3allu.

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

OpraHM3alI0 U BEJACHUE JI€JIONPOU3BOJICTBA B
00pa3zoBaTebHON OpraHu3aIu?

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

53. IOpunnyeckas cuia YIPABJIEHUECKUX
JIOKYMEHTOB.

OIIK-1.2 IIpumensier
HOPMATHBHO-NIPABOBbIE AKTHI
B cepe oOpa3oBaHus ¢
y4eTOM HOpM
npodeccuoHATBLHON ITUKH

Jlomainee 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 xkakoil rpymnme ynpaBieHUYECKHX JOKYMEHTOB OynyT
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 CaMOYNPAGIeHUs. U OpP2aHU3ayuli, ¢ YKa3aHuem
cpokog ux xpamenusi, yme. Ilpuxasom Pocapxuea 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 0011eo0pa3oBaTeIbHOr0 YUPEKACHU» 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 JUIsl BCeX IOKYMEHTOB U3 CIIHUCKA, YKa3aB CTaThlO 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 JTOKYMEHTOB?

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?

KonTpoabHasi padora

B kadecTBe KOHTpPOJILHOW pabOTBl  CTyJIEHTaM
MIpe/iaraeTcsi COCTaBUTh pedepaT U BHICTYHHUTH C JTOKJIAI0M
10 TEME:

«JlokymMeHTHpOBaHUE JeSITeIbHOCTH
00pa30BaTeNbHOr0 yupexeHus (yKa3aTb BHIOPAHHBIN THI)».
Tunbl  00pa3oBaTeNbHBIX  YUPEKICHUN HE JOJIKHBI

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

yupesKaeHus

Copepxanne JOIKHO JEMOHCTPUPOBATH CIEAYIOIIUE 3HAHUS
Y YMEHUS CTYIEHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpO8aHusi OesimelbHOCU
00pa30BaTeNbHOTO YUPEKACHHUS,

- MUN0B020 COCMABA cucmem OOKYMEeHMAYUU, hopmMupyouux
O0OKYMEHMAbHbIU YOHO 00PA308AMENLHO20 YUPEHCOCHU,

- cnoco606 u cpedcmes 0OKYMeHMUPOBAHUS, NPUMEHSEMbIX 8
npoyecce 0esmenibHOCMU 00PA308AMENbHO20 VUPEHCOeHUs,

- HOPpMAMUBHO-NPABOBLIX — AKMOS,  Pe2NaMEeHMUPYIOuUx
0esmenbHOCIb U ee OOKYMEHMUPOBAHUe 8 00PA308AMENbHbIX
VupescoOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmU KOHKPEMHOU
opeanusayuu;

- ONUPAsCL HA HOPMAMUBHO-NPABOGOU AKM, ONpeesims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar na 10-15 crpanun, wepe3 1,5 unHTepBana, 14
mpudrom. OOsA3aTeNbHBl TUTYJIBHBIA JIUCT, OTJIaBJICHUE,
CIIMCOK JIMTEpaTypbl M HCTOYHUKOB, BHYTPUTEKCTOBBHIE
CCBUIKH. Bo3MoxHBI TIPUJIOKEHUS. KonTponbhas
WHAMBUIYyalbHAs paboTa BBIIONHSAETCS B OyMaXHOM U
JIEKTPOHHOM BHUJIE




Tumnosoii nian pegepara

8. XapaktepucTtrka THUIA 00pa3oBaTeIbHOTO
YUIPEXKICHUS. (OKenarenpHO MIPHUBJICUCHUEC
CTaTHCTUYECKMX AHHBIX O TOM, CKOJIbKO B Poccuu/
peruone/obmactu/ ropojie 3apEruCTPUPOBAHO

MOAOOHBIX OpraHu3aIuii).

9. OOmas xapakTepuCTHKa YHpPAaBICHUS B JIaHHOM
00pa30BaTEILHOM YUPEKICHUH.

10. OcHoBHoOM COCTaB HOPMAaTUBHO-TIPAaBOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIUX  JCSITEIbHOCTh
00pa30BaTENLHOTO YUPEKIACHUSI.

11. XapakTepuctrka JOKYMEHTAJIBHOTO dbonma
(TOKyMEHTOB, WX  KOMIUIEKCOB M  CHCTEM
JOKYMEHTAIUK, (OPMHUPYIOLIUXCSA B JACATEIBHOCTH
00pa3oBaTeNbHOTO YUPEIKICHUS):

® OpraHW3alMOHHO-TIPABOBAs JOKYMEHTAIINS,

® [UIAaHOBAs JOKYMCHTAIIUS;

® pacnopsAuTeIbHAs JOKYMCHTAIIHS,

¢ UHPOPMAIIMOHHO-CIIPABOYHAS u

CIPAaBOYHO-aHATMUTHYECCKAs JOKYMCHTAIIHUS;

OTYETHAs TOKyMEHTAIINS;

® JIOKyMEHTAIs M0 00ECIIeYCHUIO KaJpaMH (110
JMYHOMY COCTaBY);

e (QunancoBas aokyMeHTalus (OyXraaTepcKHii
y4eT ¥ OTYETHOCTb);

® JIOKyMEHTaIUs o
MaTepHaIbHO-TEXHUUECKOMY 00€CIIeUeHUIO;

® JIOrOBOpHAas TOKyMEHTAaIus,

® JOKyMEHTalUsl TO0 JOKYMEHTAI[HOHHOMY W

MH(OPMALIMOHHOMY 00ecrne4eHuno
NeSITebHOCTH YUPEXKICHUS;
® JOKyMEHTAalWs, OTpakaroLas

00pa3zoBaTeNbHYIO EATebHOCTH;
® Jpyrue CUCTEMbI TOKYMEHTALUH (€CIIU €CTh).
12. Ananu3 IPUMEPHOM HOMEHKJIaTypBI nen
00pa30BaTENbHOTO YUPEKACHHUS.
13. Tlopsinok XpaHeHUs: JOKYMEHTOB B 00pa3oBaTeIbHOM
YUYpEKICHUN.
14. Criucok aureparypsl 1 HICTOYHHKOB.

Tect 1

1.IIponosxkute ppasy: «Opranusanms 1eJ10NPOU3BOACTBA
B 00pa3oBaTeIbHOM yUpesKIeHHH HeMoCpeICTBEHHO
perjiaMeHTHpPYeTcs...»
d. HOPMATHBHO-TIPABOBBIMU aKTamMu ¢eeparTbHON
3aKOHO/IATE€NbHOM BJIACTH;
b. HOpMaTHBHO-TIPaBOBBIMHU aKTamMu (eaeparbHOM
WCTIOTHUTEIbHOU BJIACTH;
C. HOPMATHBHO-TIPABOBBIMU aKTaAMH
3aKOHOJIaTEJIbHOW U UCTIOJIHUTEIIBHOM BIIACTH
cyOBekTOB PD 1 UX TEppUTOPHATBHBIX




00pa3oBaHMii;
d. HOpMaTHBHBIMH JOKAJIHHBIMH aKTaMHU
o0pa30BaTeNbHOI OpraHu3aluu.
2.Kakoe BbICKa3bIBaHHE SIBJISIETCS HEBEPHbIM?
a. PekBuzur «HamMeHOBaHHME BHJA JOKYMEHTa»
ABIIAETCA  JIOKYMEHTOOOpa3yrmoIllMM  IPHU3HAKOM,
MO3BOJISIOIIMM TMOJIYYUTh HadallbHOE, caMoe oOlIliee
IpEJICTaBICHUE O JOKYMEHTE, €ro IpaBOBOMU
3HAYUMOCTHU
b. INpumenenne I'OCT P 7.0.97-2016 sBusercs
00s3aTeNbHBIM U1 BCEX COBPEMEHHBIX OpraHU3alUid,
YUPEKICHUN, IIPEANPUATHI TrOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (HOpM
C. ®opMyJisip JIOKyMEHTa MPOJAUKTOBAH HE TOJBKO
HEOOXOJUMOCTBIO CTPYKTYPHpPOBaTh HHGPOPMAIIHUIO,
CIeNaTh €€ SPrOHOMUYHOM, HO M HEOOXOJIUMOCTHIO
npuaaTh JAOKYMEHTY HOPHUIUYECKYI0 CHILY, CHENATh
3areyaTyieHHY0 B HeM HH(popMalnio opuruaibHON
d. Kaxxnplii peKBU3UT KaK MEPBUYHBIA CTPYKTYPHBIN
3JIEMEHT JOKyMEHTa B TOM WM HWHOM CTENEHU
OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIIIO
3. KakuMm opraHu3anMOHHbIM JOKYMEHTAM COOTBETCTBYeT
cJIelyI0IIasi XapaKTepHCTHKA:
Omo opzanuzauuOHHO-NPABOEbIEe AKMbL, OnpedeaAloulue
nopadox  obpaszoeanus, npaea u  00A3aHHOCMU,
OpP2aHU3aAUUI0 Padomosl KaK é OPZAHU3AUUU 6 UYe10M, MAK U 8
ee cmpyKmypHoix noopazoenenusax. B smux ookymenmax
makoice mozym 0Ovlimv OMpa’)cenvl npasa u 00A3AHHOCHMU
OMOENbHBIX OO0NIHCHOCHHBIX JIUY, ONPEOEIAMbCA OCHOGHDbIE
OpP2AHU3AUUOHHbBIE  B0ONPOCHL  NPOGEOEHUA  PA3IUUHBIX
Mmeponpuamuil ¢ opzanuzauyuu (KOHKypcos, CemMuHapos,
¢hecmueaneii, 6bicmagok).
a. mpaBuia
b. monmoxenus
C. HHCTPYKIIUH
d. ycraBsl

4. Kakomy opraHu3aiiuOHHOMY JJOKYMEHTY COOTBETCTBYeT
cJIeqyIoIasi XapaKTepHCTHKA:
Omo n0KanvbHBLL HOPMAMUGHBII AKM  OP2AHU3AUUU,
peznamenmupyrowuit. 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvuvimu 3akonamu nopaook
npuema u y801bHeHUA PAOOMHUKO8, OCHOBHblE Npasd,
00A3AHHOCIMU U OMEEMCMEEHHOCb CHIOPOH MPYO06020
002060pa, pexcum padomol, 6pems OmovixXd, RPUMeHAEMble
K padomuuKam mepvl ROOWIPEHUA U 63bICKAHUSA, A MAKIHCE
UHbBlEe BONPOCHL PECYNUPOBAHUA MPYOOBLIX OMHOWIEHUIL Y
0ann020 padomooamens.
a. HHCTPYKIUA UHCIIEKTOPA [0 TPYLY
b. mpaBusIa BHYTpPEHHETO TPYAOBOTO PACIOPsIKA
C. TIOJOXXKEHHE O TPYIOBBIX OTHOIICHUSX B
OpraHu3anuu
d. TpynoBoii 1oroBop




5. Kakomy ynpaBiieH4eCKOMY HOKYMEHTY COOTBETCTBYeT
cJIelyI0lIasi XapaKTePHCTUKA:
Omo 6ud nUCbMEHHO020 OOKyMeHma, 6 KOMmopom
¢uxcupyrom peuwienusn AOMUHUCIMPAMUBHBIX u
OP2AHU3AUUOHHBIX  GONPOCO8, G MAKCce BONPOCOE
ynpaenenus, 83aumooeiicmeus, obecneuenus u
pecynuposanua  0eamenbHOCmu  OpP2aHoé  é1acmu,
yupesxcoenuil, npeonpuamuil, opzanu3zayuii, ux
noopazoenenuil u 00NHCHOCMHBIX JTUY.

a. GpMHAHCOBO-OYXTaNTEPCKUMA

b. kaapoBbIit

C. OpraHu3alMOHHO-PACTIOPSIUTEIbHBIN

d. mIaHOBO-OTYETHBIN

6. KaxkoMy [0KYMEHTY COOTBETCTBYeT cCjedylolias
XapaKTepHCTHKA:
JTO NpPaBOBOH AaKT, YCTAHABJIMBAIOUIMNA TEXHOJOIHIO
CO3JaHUSl WM TOJy4eHUs] TOKYMEHTOB, UX 00padoTKH,
XpaHeHUs] M  WCHOJb30BAHHS B  JeATEJIbHOCTH
OpraHu3anmm.
a. JOJDKHOCTHAsI MHCTPYKLIUS

b. MOKHOCTHOM periaMeHT

C. oJIoXkeHue o ciyxoe JJ0Y

d. MHCTPYKIIHS 10 JCTIONPOU3BOICTBY
Tecr 2

1. B Kkakoil 4YacTH PpacnopsiAUTEJbHOI0 JOKyYMEHTa
Heo0X0UMO MnoMeumAaThb nepeveHb JAOKYMEHTOB,
YTPAaTHBIIKX CHJIY WIH MOJJIEKAIIUX H3MEHEHHUIO B CBA3H
¢ U3IaHUEM JIaHHOT0 aKTa?
a. B TIOOOM MYHKTE PaclopsIUTENbHON YacTH
b. B mepBBIX MyHKTaX paclopsIUTeIbHON YacTH
C. B KOHCTaTUPYIOILLIEH YaCTH
d. B KOHIIE TeKkcTa
2. U3 Kakux 4acreil COCTOMT TEKCT PACHOPAIMTEIbHOIO
JAOKYMEHTa:
a. aHAIMTHYeCKas 9acTh/ 00001Iaro1Ias 4acTh
b. pa3psicHUTEIbHAS YaCTh/ TUPEKTHBHAS YacTh
C. KOHCTaTUPYIOIIast YaCTh/ pacropsIuTeNbHAs YacTh
d. BBOJIHAS YacTh/ OCHOBHAS YaCTh/ 3aKIFOYUTETbHAS
4acTh
3. Kakomy BHMIYy JOKYMEHTA COOTBETCTBYET CJeAYIOIIHIA
TEKCT:
23.09.20013 6 9.00 na 3anamuax no ocnoeam

npagoeedeHus npUCymcmeosano 2 CmyoeHma u3 cocmaea
2pynnul 25 uenoeek, é pezynvmame 4e20 3aHAMUA
NPULIOCH OMMEHUMD.

Jloyenm kagpeopwvt npasa Ioonuce
/H.B. lllenens

25.09.2013




a. TOKJIJHAs 3aITuCcKa
b. mosicuuTenbHAs 3amUCKa
C. OOBSICHUTENIbHAS 3aIFCKa
d. cmyxkeOHas 3anucka
4. Jlns KakuX BHUAOB JOKYMEHTOB MCIOJIb3YIOT OOIIMA
O0saHk?
BriGepute ofuH OTBET:
a. MOOBIX BUJIOB IOKYMEHTOB, KpOME TPHKa3a
b. 7r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO I8 IIMChMa
d. TF0OBIX BHIOB JJOKYMEHTOB, KPOME ITHChMa
5. Ha kakue THNBI NOAPA3AEISIIOTCH JOKYMEHTHI IO
MPOUCXOKIEHHIO:
a. o0mmenocTymnHble/ KOHPUICHIIMATBLHBIC/ CEKPETHBIC
b. muunbie/ opHLIHATbEHBIE
C. BXOJSIINE/UCX OIS/ BHYTPECHHNE
d. uHaMBHAYaTbHBIC/ Tpad)apeTHBIC/ THIIOBBIC

Bomnpocs! Kk 3xk3aMeHy

1. [JdoxymeHTupOBaHUE HCCIIEN0BATENBCKON
JESITEIIbHOCTH o0pa3oBaTenbHOI
opranuzaiui. CrocoObl 3alIuThl aBTOPCKHX
pasB.

2. JIOKyMEHTaJIbHBIA U apXUBHBIN
boHIbI 00pa3oBaTENbHON OPraHU3AIIIH.

3. JlokyMeHTupOBaHuE
yIpaBJIEHYECKOH 1€ TETbHOCTH.
OpraHuzanus, IIaHuPOBaHUE,
pacropsauTeIbCTBO, KOOPAUHALMS, KOHTPOJIb
U IpyTHe yrpaBlieHuYecKne QYHKITUH B
JIOKYMEHTax 00pa3oBaTeIbHOI OpraHu3aluy.

4. JlokymeHTupOBaHue
oOpa3oBaTesbHON AesTenbHocTH. OCHOBHAS
oOpasoBartesibHas MporpaMma. Y 4eOHbIH I1aH
(MHBIE BUBI IJIAHOBBIX JIOKYMEHTOB IO
oOpa3oBaTenbHON AedrenbHocTh). Paboyas
nporpamma. [Iporpammer 06pa3oBaTEIbHBIX
MEPOIPHUATHUH.

5. JlokymeHTapHast NOAr0TOBKa
00pa30BaTeNbHON OpraHU3aIK K
JIMIIEH3UPOBAHUIO ¥ TOCYIAPCTBEHHOMN
aKKpeIuTalllu.

6. [TonsaTHe MOKyMeHTOOOOpOTA.
OcHOBHBIE 3Talbl JOKYMEHTO000POTA.

7. VYnpasnenue
JIOKYMEHTOIIOTOKaMHU B 00pa3oBaTeIbHON
OpraHu3aIuy. DIEKTPOHHAS M TPaIUIIHOHHAS
dbopMa T0KyMeHTO0OOpOTA.

8. Opranu3zanys UCIoJb30BaHUS
JIOKYMEHTOB B 00pa30BaTeIbHOM
opranu3zanuu. Jloctyn K T0KyMeHTaM.

9. [TpaBoBBIE OCHOBBI B 00J1aCTH
nH(pOPMaMOHHOTO 00eCTIeUeHUS




o0pazoBaTebHON JesATeIbHOCTH. CalThI
00pa30BaTeNbHON OpraHn3aIUH.

10. Opranu3anys onepaTuBHOTO U
ApPXUBHOTO XPaHCHUS JOKYMEHTOB B
0o0pa3oBaTeNbHOI Opranuzanuu (Ha npumepe
OJHOTO W3 TUIIOB).

11. JlokaapHBIE HOPMATUBHBIE
aKTBI 10 JIEJIONPOU3BOJICTBY 00pa30BaTEIbHON
OpraHu3aIuy.

12. WHcTpykuus o
nenonpousBoAcTBy. Llenb coznanus, 3anaym,
TpeOOBaHUS K COCTABICHUIO, O()OPMIICHUIO U
BBEJICHUIO B JICICTBHE

13. Homenknarypa nen. Llens u
3aauu CO3/1aHMUs, TpeOoBaHUS K
COCTaBJICHUIO, OGOPMIICHUIO M BBEICHUIO B
IEUCTBHE.

14. YHUYTO)KEHUE JIOKYMEHTOB
oOpaszoBarenbHOM  opraHuzauuu. [lopsimok
BbIJICTICHUS bi () K YHUUYTOXKEHUIO.
JIOKyMEeHTHPOBaHHE POLEAYPHI
YHUUYTOKEHUS JJOKYMEHTOB.

OIIK-1.3 OcymecrBaser
npogeccuoHaIbHOE
B3aHMOJEHCTBHE C
YYaCTHUKAMH
o0pa3oBaTe/IbHbIX OTHOIIEHH i
B COOTBETCTBHM C HOPMAMH
npogeccHoOHAIBLHOM ITUKH

JlomauiHee 3aganue 5

IIpuBequre mo 2 mpuMepa [OKYMEHTOB IO
JIMYHOMY COCTaBY, OTpa)kaloulue JTO0KYMEHTHPOBaHHE
cJIeyIOLIHX MPOLeCcCoB:

. MIPOLIECCHI JBUKEHUS KaJpPOB;
. IIPOLIEYPY aTTECTalUu;
. BOMHCKHUH y4Yer.

KT0 oTBeuaeT 3a cocTaBieHue NTaHHBIX TOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMH PYKOBOJACTBYETCS?
KonTtpoabHnas padora

4. XapakTepHucTuka JOKyMEeHTaIbHOro (oHaa (HI0OKYMEHTOB,
UX KOMITJIEKCOB M CUCTEM JIOKYMEHTAlUH, (POPMUPYIOIIHUXCS
B JIEATEIILHOCTH 00Pa30BaTEIHLHOTO YUPEIKICHHUS ):
® OpraHW3alMOHHO-TIPABOBAs JTOKYMEHTAIIHS,
® [UIaHOBAas JOKYMEHTAIlUS;
® pacnopsAuTeNbHAs JOKYMEHTAIHS;
e uHpOPMALMOHHO-CIIPABOYHAs u
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTALUS;
OTYETHAs TOKyMEHTAIIHS;
® JJOKyMEHTAIUs M0 00ECIIeYeHUI0 KapaMH (110
JUYHOMY COCTaBY);

e (uHaHCcOBas JOKyMeHTauus (OyXraiaTepcKuii
y4eT U OTYETHOCTB);

® JIOKYMEHTaIUs o




MaTepUaIbHO-TEXHUYECKOMY 00€CIeUeHHUIO;
e JIOrOBOpHAs JOKyMEHTALMs,
e JIOKyMEHTalus [0 JOKYMEHTAllMOHHOMY U

UH(POPMAILIMOHHOMY o0ecTeYeHno
JeSATEIbHOCTH YIPEKICHUS,
® JIOKYMCHTAIIUS, OTpa’karomias

00pa30BaTeNbHYIO IEATEIHHOCTS;
® JIpyrue CUCTEMBI JJOKYMEHTAIMH (€CIIU €CTh).

Tect 1

1. KaKOMy AOKYMEHTY COOTBETCTBYECT Ccleayroumiasi

XapaKTepUCTUKA:

dmom OoKkymenm ycmaunagaueaem O0nsi padoOmMHUKA
KOHKpemHble mpyooevie (0onxicnocmHuble,
¢ynKkyuonanvhole) obazannoCcmu u npaea 6

COOMmEemcmeuu ¢ 3aHUMAEMOIL 00IHCHOCHIbIO, 3AKPenisem
€20 Op2aHU3AUUOHHO-NPABOBOE NOJIONCEHUE 6 CHPYKHype
yupesxcoenusn,  AGAAEMCA  NPAGOBOU  OCHOGOU 0.
npogedenus ammecmayuu padomHuKda, onpedeneHus e2o
OMEEemMCMEeHHOCMU U 63AUMOOMHOUIEHUA C Opy2UMU

pabomnuxamu u noopasoenenuamu, noseonsem
00beKmMueHo oyenugamp paoomy compyoHuKa
opzaHusauuu.

a. HHCTPYKIHUS IO JIeJIONIPOU3BOICTBY

b. monoxxenue o cayxoe JJOY

C. JOJDKHOCTHOM perjiaMeHT

d. TOKHOCTHAS HHCTPYKIIUS
2. Kakme rpynnbl JAOKYMEHTOB, € TOYKH 3pPeHHA
OpraHu3alMy J0CTyna K HHM, BCTpe4yalTcsi B
o0pa3oBaTe/IbHOI OpraHu3anuu?

€. 0O0IIeqOCTYIHEIE,

f. xonduaeHnmanbHBIE

g. CEeKpeTHbIE

h. Bce rpymmbl BO3MOXKHBI

Tecr 2
1. K kakoii cucremMe JOKyMeHTalluu oTHOCcHTCS JInuHas
kaprouka T-27
a. (uHAHCOBO-OyXraJTepcKoii,
b. moxymeHTaMm 1o JIMYHOMY COCTaBYy,
C. OpraHU3alMOHHO-TIPABOBOM,
d. pacnopsauTenbHON TOKYMEHTAIIHH.
2. K10 oopMisieT yyeTHbIC JIMYHbIE KAPTOYKH:
a. pabOTHUK
b. pyKOBOAMTENH CTPYKTYPHOT'O MOpa3/IeIICHUS
C. 3aMECTUTENb PYKOBOJAUTENS OpraHUu3aluu
d. pabOTHUK 1O Kapam
3. Kakoii 1OKyMEHT SIBJISIETCS OCHOBHBIM JOKYMEHTOM 0

TPYAOBO# 1eSITeJIbHOCTH M 0 TPYJA0OBOM CTaKe PA0OTHUKA:

d. yyeTHas JIM4Hasi KapTouKa




b. meHcHOHHOE YI0CTOBEPCHHE
C. CTPaxoOBOE CBUJETENIBLCTBO IOCYJaPCTBEHHOTO
MIEHCUOHHOT'O CTPAaXOBaHUS
d. TpyoBasi KHM)KKa
4. Kaxkue BuAbl JUCUMINVIMHAPHBIX  B3bICKAHMH
BIIMCBHIBAIOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHUE
b. Bce BUIbI TUCHUTUIMHAPHBIX B3bICKAaHHUI
BIIUCBHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTH BBITOBOP
d. B3bICKaHUs B TPYJIOBYIO KHH)KKY HE 3aITUChIBAIOTCS
5. Kakme mnmcbMa NOANMCHIBAIOTCA ABYMS JHMIAMHM —
PYKOBOJUTEIeM OPraHU3alUH U IVIABHBIM OyXrajTepom:
a. TapaHTUHHbBIC MHChMA
b. compoBoauTENBbHBIC THCHMA
C. IMChbMa-3aIpoChl
d. pekyiaMHbIe THChMa
6. Kakum paoxkymeHToM Heo0XxoaumMo o¢GopMHTH BO
u3be:xxkaHue HapymeHus Hopm TpyaoBoro koaekca
NUCbMEHHOEe HANMOMHHAHHME O He00XOAUMOCTH SIBUTHCH
AJsl  TOJYy4YeHHs] TPYAOBOW KHUKKHM  YBOJEHHOMY
PaGOTHUKY, He NOJyYUBIIEMY ee:
d. 3aKa3HOC MMCbMO
b. pakcorpamma
. SMS-coobmenue
d. a71eKTpOHHOE COOOIICHUE
7. Kakoil [JOKyMEHT NOANHUCHIBAeTCHA PYKOBOIMUTEIEeM
CTPYKTYPHOI'O NOAPa3eJICHUS:
a. CIpaBKa
b. npukas
C. aKT
d. cmyxxeOHas 3amicka
8. B Kakoii 4YacTHM PpacnoOpsiAMTEBHOIO0 [JOKYMEHTA
yKasbiBaeTcsi MHGOpPMANHMA O TOM, KTO OCyHIECTBJIsIeT
KOHTPOJIb €ro UCIOJIHEeHUus1 ?
a. B [IEPBOM ITYHKTE PacloOpsAIUTEIBHON YaCTH
b. ohopmIsieTcst OTIENBHO CTPOKOH MoCIIe BeexX
MTYHKTOB
C. B IIOCJIETHEM ITYHKTE PACIIOPSIAUTEIBHON YacTH
d. B KOHCTATHPYIOIIEH YacTH

Bonpocsl k 3xk3ameny

1. Kaaposasi nosmtnka o0pa3oBartebHOi
opranu3aunu. Oprannzanus
AOKYMCHTHPOBAHUSA TPYAOBBIX OTHOILIEHUH.
IIpaBa n o0si3anHOCTH padoTonareseil u
PadOTHHUKOB.

2. Pa3paboTka HOPMATHBHBIX NPABOBBIX
AKTOB, YCTAHABJIMBAKOIINX CIy’KeOHbIE
OTHOLICHHS B 00pa30BaTeJIbHOM
OpraHu3anmH.

3. Tlopsiaok 3aKJIl0YeHHUsI TPYAOBBIX




A0roBopoB. O01Me OCHOBAHUS
npeKpanieHusi TPyA0BbIX I0TOBOPOB.
OcHOBaHMS ¥ MOPSAJIOK PACTOPKEHHUS
TPYAOBBIX JOTOBOPOB 10 MHULIMATHBE
padoTonareisi, 10 MHUIUATHBE PA0OTHUKA
o0pa3oBaTe/IbHOI OpPraHu3aluu.
JoxkymeHTHpOBaHME B 00J1aCTH
MaTepHAJIbHBIX H (PUHAHCOBBIX 3aTPAT
rocyaapCcTBEeHHbIX H MYHHIHIAJBHbBIX
o0pa3oBaTe/IbHBIX OPraHU3aNMid.
YcraHoBJIeHHE M IOKYMEHTAIbHOE
3aKpenJieHne COIUAJIbHO-TIPABOBBIX
YCJIOBUH U rapaHTHii, HEOOXOAMMBIX LISl
NeSTeIbHOCTH PA0OTHHKOB
rocy1apcTBeHHbIX, MyHHIMIAIbHBIX H
HErocyJIapcTBEHHbIX 00pa30BaTeJIbHBIX
YUpeKIeHHI.

JAMcuMIUIMHAPHAS OTBETCTBEHHOCTD M €€
AOKYMEHTHPOBaHHE
JIoOKyMeHTHPOBaHUE HCCJIe0BATEIbCKOI
NesTeJILHOCTH 00pa30BaTeILHOI
opranmzannu. Crnoco0bl 3alIUTHI
aBTOPCKUX MPaB.




Hpuioxenne 3

MeTtoauyeckue yKazaHusl K OPraHH3alliM CAMOCTOSTeJIbHOM padoThI CTY/AeHTOB

B mporecce BBIOTHEHHUS CAMOCTOSITENBHOW pPAa0OTHI CTYACHTHI JOJDKHBI HAYUYHUTHCS
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, CHUCTEMAaTH3UpOBaThb MHGOpMAIMIO B BUJE
3aIl0JIHEHUs TaOJIMILl, COCTaBIEHHs cXxeM. BaXkHO HayuUTbCsl BBIIEISTH IJIaBHbIE MBICIIU B JIEKLIUU
npenojaBarens JUOO B MHUCBMEHHOM TEKCTE; aHAJIW3UPOBATh SIBJICHUS; ONPENENISATh CBOIO
MO3HIIMIO K TOJIYYEHHBIM Ha 3aHATHUAX CBEICHUSIM, YETKO (pOpMyIHpOBaTh €€; apryMeHTHPOBATh
CBOIO TOYKY 3pCHUSA: BBICKA3bIBATh OLICHOYHBIC CYXKICHMS;, OCYIIECTBIATh CaMOAHAaJIM3.
Heo0OxonnMo y4uuThesl BiIaJieTh YCTHOW M IMCBbMEHHOW PEUYbl0; BECTU JUAJIOT; Y4acTBOBAaTh B
JMICKYCCHH, PpAacKpbIBaTh COJAEp)KaHUE H3ydaeMoil mpoOJIeMbl B MOHOJIOTUYECKOH pedH;
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. 1o ¢opme mpoBeneHusi ceMruHapbl OOBIYHO MPEACTABISIOT
co0oi penieHune 3a/1a4, 00CyXIeHUE TOKJIAZ0B, Oeceny Mo MIaHy Wil JUCKYCCHIO 110 podieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCSI, PEXK/IE BCETO, B OCBOEHUU TOTO TEOPETHUYECKOIO
Marepuala, KOTOPhId BEIHOCUTCS Ha oOcyxkaeHue. s 3Toro Heo0XoauMo B TMEPBYIO OYepenb
HepeynTaTh KOHCIEKT JEKIMU WIK pa3felibl yueOHHUKaA, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yuyeHne pexoMeHAOBAaHHON JHUTEpaTypbl HEOOXOAMMO CJellaTh MaKCHUMaJIbHO
TBOPUYECKN — HE MPOCTO YKJIAAbIBas B NaMATh HOBBIE CBEACHHS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILIBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTA.

Ecnu cemunap mnpenctaBieH [JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJICHHE JICXKUT Ha Jokiaauukax. Kak cienars 310 ycnemso cMoTpuTe B paszene «Jlokiamy.
OpHako poib OCTaJbHBIX YYAaCTHHUKOB CEMUHApa HE JODKHAa ObITh nmaccuBHOW. CTYHEHTHI,
MPOCITYIIAB JO0KJaJ, 3alUCBhIBAIOT KPATKO IJIABHOE €ro COAEpKAHHME U 33/1al0T BBICTYMAIOIIEMY
YTOUHSIOLIME BOIPOCcOB. UeM OoJiee OCHOBATENBHOM OblIa JOMAIIHSAS MOATOTOBKA MO TeME, TEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHe TMpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOUIPSAETCS TBOpPYECKAs, CaMOCTOATEIbHAs MbICHIb, JAcTCd BO3MOXHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUaHUs.

becena mno mnmanHy mnpencraBnser coOol  3apaHee MOJATOTOBIEHHOE COBMECTHOE
00cCyXJIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 YYaCTHUKOB. JTa ¢opMa noTpedyeT OT CTYJEHTOB He
TOJIbKO XOpOILIEH CaMOCTOSITENbHOM MPOpPabOTKU TEOPETHYECKOro MaTepuaia, HO U yMEHHeE
y4acTBOBaTh B KOJUIEKTMBHOW JMCKYCCHH: KPaTKO, YETKO U SICHO (POPMYJIUpPOBATH M U3JArarhb
CBOIO TOYKY 3pEHMsI NEpel COKYpPCHHKAMM, OTCTauBaTh IIO3ULMI0 B HAy4yHOM CIIOpE,
IIPUCOEANHSTHCS K Uy)KOMY MHEHHUIO WM ONIIOHUPOBATh APYTUM yJaCTHUKAM.

Pedepatr — camblil poCTON U HaMEHee CaMOCTOSITENbHBIA BHUJ MUCBMEHHON palOOTHI.
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 paboTaThb C KHUIOW: BBLACNATH M (PopMynupoBaTh MpoOieMy, OTOMpaTh
OCHOBHBIC TE€3MCHI U BCIIOMOTATEIbHBIE JAHHBIEC, JIOTUYECKH BBICTpauBaTh MAaTE€pHall, TPAMOTHO
0(OPMIIATh HAyYHBIN TEKCT.

CryaenTam npenjaraercs jJBa Buja pedepatHbix padorT:



PedepupoBanne HaydHOU NIUTEpaTyphbl MPEICTABISIET COOOW COKpAIIEHHOE H3JI0KCHHUE
COJICp)KaHUsI CTaThbM WJM KHUTH C OCHOBHBIMH CBEJCHHSIMH M BBIBOJaMHU. Takue pedeparb
aKTyaJIbHBI TOT/Ia, KOT/Ia B FOPUINYECKUX MCTOYHUKAX TOSBIISETCS HOBBIA TCOPETHUUCCKHMA WU
OpakTUYeCKHd MaTepual 1o wu3ydaemon Teme. OT cTyaeHTa Tpedyercs, BHUMATEIbHO
03HAKOMUBIIKNCH C TIEPBOMCTOYHMKOM, MAaKCUMAIILHO TOYHO U TIOJHO TEepeNaTh €ro CoepKaHue.
Jns storo nenecooOpazHo BbIOpaTh (OpMY MOCIEIOBATENILHOTO H3JIO0XKEHHUS MPOYUTAHHOU
KHUTH, HE MEHSS e¢ OOIui IuiaH W CTPYKTypy (TJiaBbl, pasaensl, naparpadsl). Heodxomaumo
COXpaHWUTh JIOTMKY TIIOBECTBOBAaHUS M IM03a00TUTBCA O CBSI3HOCTH TEKCTa. ABTOpCKHUE,
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 MPaKTUYeCKOil IeHHOCThI0. Ho B M000M citydae mpennouTeHne OTAaeTCs
KPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TTIaBHOE U OCBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

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

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

- Hnsa moarotoBku pedepara CTyA€HTY HEOOXOAMMO CamMOMy WM C Y4YacTHEM
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 HCTOYHHUKY — II0COOMIO, MOHOrpaduu,
uccienoanuio. Ho mydiie, eciu BbI 00paTuTech K JBYM-TPEM HAYYHBIM TPYAaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOJIEMY C HECKOJIBKIX TOUYEK 3PEHUS M BBICKA3aTh TUYHbIC MIPEATOYTCHHUS.

- OJIHUM U3 TJIaBHBIX KPUTEPHUEB OLICHKH pedepara OyIeT COOTBETCTBHE €T0 COACPIKAHUS
3asBiIeHHON Teme. Jlnsg 3Toro Oerio O3HAKOMHUBIIMCH C TIEPBOMCTOYHHKAMHU COCTaBbTE
MpeIBapUTeNbHbIN TaH Oyaymiero pedepara, 0003HaYMB B HEM MPHUHIMIINAAIBHO Ba)KHBIE
MOMEHTBI U ATaIbl OCBEHIeHUs MpobiemMsl. [locie Toro, kak y Bac MOSBATCS pabodyue 3alicH 110
pe3yabTaTaM H3YyYeHHUs HAydyHOW JUTEeparypbl M oOmmpHas WHPOpMANus MO TEME B LEJIOM,
MOXXHO OyZIeT CKOppeKTHpoBaTh oOmui miaaH pedepara. Crapaiitech mpu paboTe HaJg HUM
THIATEIEHO W30aBIATHCS OT «H3JIMIIECTB»: BCAKOTO poJa aOCTPAaKTHBIX PaCCYXKICHHMH,
Ype3MEpPHBIX MOJPOOHOCTEH W MHOTOUUCICHHBIX MPUMEPOB, KOTOPHIE «Pa3MBIBAIOT» TEMY HIIU
YBOZISAT OT HEE.

Ctpykrypa pedepara BKIO4YaeT B ceOsi BBEJCHHE, OCHOBHYIO YacTh U 3aKkiroueHue. Bo
BBEJICHUU (POPMYTUPYIOTCA IENH W 3a7adyd padoThl, €€ aKTyalbHOCTh. OCHOBHas YacTh
NpeJICTaBIsIeT COOOH MOCIeIoBaTeIbHOE U apTyMEHTHPOBAHHOE M3JI0KEHUE PA3JIMIHBIX TOYEK
3peHusi Ha TpoOJeMy, €e aHaiu3, MpearnojaraeMple MyTH pelieHus. 3aKiIrodeHue o0o0maeT
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET IMEPCIEKTUBBI NANTbHEHIIEro HccieoBanusl TeMbl. Ecim
pedepar moctatouyHO OOBEMEH, TO TOTpPeOyeTcs pa3eiieHHe TEKCTa Ha pasfenbl (TJIaBbl,
naparpadsl). MrocTpaTuBHBIN MaTepuan — TaOJUIIbI, CXeMBbI, TpaUKu — MOTYT pacmojaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak u B pazfeine «lIpunoxeHue».

O6beM pedepara 3aBUCUT OT 1IeJeH U 3aJad, perraeMbIx B padbote — oT 5 10 20 cTpaHuIl
MAIIMHOMUCHOTO TEKCTa uepe3 JiBa MHTepBasia. Ecnu B 3aaHuM, BBIIAHHOM IpernoaBaTelieM
00BEM HE OTOBapUBACTCSI, TO CIEAYET UCXOAUTh U3 Pa3yMHOH IIeJIeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM MOPSAKE pa3MEMIAOTCS TUTYJIbHBIA JIUCT, TUIAH WA
orjaBiieHHE pabOThI, a TAKXKE CIHCOK UCIIOJIb3YyEeMOIl TIUTEPATYpPHI.

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



CEMMHAPCKUX 3aHATHAX. B 3TOM ciydae HE00X0ANMO NPHIIOKUTh AOMOTHUTENBHBIE YCUIIUS AT
MOJTrOTOBKU MyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoii paboThI.
IIpe3eHTanusi — COBPEMEHHBII CIOCOO YCTHOTO WJIM NHCHMEHHOTO NpPEACTaBICHUS
UH(OPMALIUU C UCTIOTIH30BAHUEM MYJIbTUMEIUHHBIX TEXHOIOTHMA.
Cy1iecTByeT HECKOIbKO BapUaHTOB IPE3EHTALUI.
o [IpeseHTanust ¢ BHICTYIJIEHUEM JOKJIATUMKa
e  IIpeseHTanusi c KOMMEHTapUsIMHU JOKJIATUUKa
e  [lpeseHtanus mId CaMOCTOATEIBHOIO IIPOCMOTPA, KOTOPAask MOXKET
JEMOHCTPUPOBATHCS MEPE ayAUTOpUEH O€3 ydacTHsl TOKIaIUHKa.
[TonroToBka mpe3eHTalK BKIIOYAET B €051 HECKOJIBKO 3TAIOB:

1. [InanupoBaHue Npe3eHTALUU
OT OTBETOB Ha 3TH BOIPOCHI OYZIET 3aBUCETh BCE MOCTPOCHHE NPE3CHTAIHH:

o KAaKOBO IIpEJHA3HAUYEHUE U CMBICA NPE3CHTAUUHU (JEMOHCTpALU
pe3yJIbTaTOB HAYYHOM paboThl, 3aIIUTa AUIJIOMHOIO IIPOEKTa U T.1.);

o Kakyl0 pojb OyJeT BBIIOJHATh HPE3CHTAlMsl B XOJE BBICTYIJICHUS
(conpoBOXIeHNE JOKJIAAA WK €r0 UIUTIOCTPALus);

. KaKoBa LieJIb pe3eHTaluu (MHpopMupoBaHue, yOeXKACHUE NI aHAIU3);

. Ha Kakoe BpeMsi paccuMTaHa mpe3eHTanus (KopoTtkoe - 5-10 MUHYT uiu
MPOJOIKUTENBHOE - 15-20 MUHYyT);

. KaKOB pa3Mep U cocTaB 3puTeNbckod ayautopuu (10-15 yenoBex wmiu

80-100; mpemogaBarenu, CTyI€HTHI HJIM CMEIICHHAS ayJAUTOPHS).
2. CtpyktypupoBanue uHhOpMaInu

e B IpE3CHTAllMM HE JO/DKHA ObiTh MeHee 10 crnaiimoB, a olmee ux
KOJIMYECTBO MpeBbimaTh 20-25.

o OCHOBHBIMH TIPHHIIAIIAMH MPU COCTABIICHUH MPE3CHTAIMH JTOJDKHBI OBITH
SICHOCTB, HAaTJISITHOCTh, IOTUYHOCTh U 3aIIOMUHAEMOCTb;

o Mpe3eHTalusl JOHKHA UMETh CIIEHApU U YETKYIO CTPYKTYPY, B KOTOPOM
OyayT OTpakeHbl BCE MPUYNHHO-CIIECTBEHHBIE CBSI3H,

o pabota Hax  Tpe3eHTAlel  HAYMHAETCS  IOCNe  TIIATEIHHOTO
Oo0yMbIBaHUS M HAMHMCaHUA TEKCTa JOKIaza, KOTOpPbI HEoOXOoAuMo pa3OuTh Ha
(dbparMeHThI 1 0003HAYHUTH CBS3aHHBIC C KAKABIM U3 HUX 3a]1a4d U JICHCTBHUS;

o HEPBBIN 1Iar — 3TO OIpe/esieHUe IJIaBHOW UIeH, BOKPYT KOTOpoil Oyner
CTPOMTBCS MPE3ECHTALUS;
o yacTh MH(OPMALIMK MOYXHO MEPEBECTU B JIBAa THUIA HATJSAAHBIX [TOCOOMIL:

TEKCTOBbIC, KOTOPBIE IOMOTYT CIIYIIATENIsAM CJIEIATh 33 XOJIO0M pa3BepThIBAHUSA
apryMeHTOB U rpaduueckre, KOTOPhIe MIUTFOCTPUPYIOT IJIaBHBIE MTYHKTHI BHICTYIIIICHHUS
Y CO3/IaI0T SMOITMOHAIBHBIE 00pa3bl.
° CIOKETBl INPE3EHTALMU MOTYT Pa3biCHATh WIM HLIFOCTPUPOBATH
OCHOBHBIE TTOJIOKEHUS TOKJIaJa B CAMBIX Pa3HOOOPa3HBIX BapHUaHTaX.
OyeHb BaXHO HAWTH TPABWIBHBIA OaJaHC MEXAy pedyblo JIOKJIATIuKa W
COIIPOBOXKAAIOIIUMU €€ MYJIbTUMEIUNHBIMU 2JIEMEHTAMMU.
J1s aTOTrO 11IeTIeco00pa3Ho:

o OTpeIeNIuTh, 4TO Oy/AeT MPEeACTaBICHO Ha KaXKIOM ciaiizie, 4To OyaeT B
3TO BpEMs TOBOPUTHCS, Kak OyJeT clieiaH Mepexo/ K CIeayoueMy Clanay;

o camble Ba)KHBIC WM M MBICIM OTPa3UTh W Ha Claiilax U MPOU3HECTH
CIIOBaMHU, TOI'/1a KaKk BTOPOCTENIEHHbIE — JTMOO CIIOBaMU, TMOO Ha claiaax;

o uH(pOpMaIlMI0O Ha ClaijJaXx TMpPeACTaBUTh B BHJE TE3MCOB — OHU
COIIPOBOKIAIOT MOJIPOOHOE U3II0KEHHE MBICIIEH BBICTYIAIOLIETO, @ HE HA000POT;

o JUISL pa3bsiICHEHHUS IMOJIOKEHUN JIOKJIaJla HCHOJb30BaTh pa3HbIE BHJIbI

CJTA/IOB: C TEKCTOM, C TaOJIMIIAMH, C TMarpaMMaMu;



. mro0as Mpe3eHTaIMs JOJDKHA WMETh COOCTBEHHYIO JIpamMaTypruio, B
KOTOpOH €CTh:
«3aBsi3Kay - MPOOYKIEHNE MHTEepECca ayJAUTOPUH K TeMEe COOOIMIECHUS (SIPKUI HATIISTHBINA

npuMep);
«pa3BUTHE» - IEMOHCTPAIHsI OCHOBHON MH(OPMAIMH B JIOTHYECKON MOCIIEA0BATEILHOCTH
(uepeoBaHUE TEKCTOBBIX U IPapUIECKUX CIIANIOB);
«KYTbMUHAIMS» - TPEACTABICHUE CaMOro0 TIJIABHOTO, HOBOTO, HEOXXHJAHHOTO
(3MOLIMOHAILHBIN pEYEBOM WIIM WILTIOCTPATUBHBIN 00pa3);
«pa3Bsi3kay - GOPMYITHPOBAHUE BHIBOJAOB WIIH MPAKTUIECKUX PEKOMEH AN (BHICOPST).
3. OdopmieHune nmpe3eHTauu
OdopMieHne nMpe3eHTaIK BKIFOYAET B Ce0sI CIEAYIONTYI0 00s13aTEIbHYI0 HH()OPMAIIUIO:
TUTyIBHBIN IUCT
- IPE/ICTABISAET TEMY JI0KJIaJa U UMs aBTOpa (UM aBTOPOB);
- Ha 3al[UuTe KypCOBOM WJIM AWIUIOMHOW pPaOOTHI yKa3biBaeT (aMWIMIO M WHUIUAIIBI
HAyYHOTO PYKOBOJUTEIS WM OpraHU3aIuy;
- Ha KOH(epeHIUsIX 0003HAYAET ATy U Ha3BaHUE KOH(EPEHIUH.
[1nan BBICTYIIIICHUS
- opmynHpyeT ocHOBHOE cofiepkaHue Aoknaaa (3-4 myHkra);
- (pukcupyeT MopsIIoK U3I0KEHUST HHPOPMAITUH;
CopepxaHue mpe3eHTaluu
- BKJIIOYAET TEKCTOBYIO U TpapuuecKyro nH(HOPMAIIHIO;
- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOLICHHUS;
- MOKET MPEJICTaBIISATh CAMOCTOATEIbHBIA BapHAHT JOKJIA/a;
3aBeplileHue
- 0000111a€eT, MOJBOIUT UTOTH, CYMMHUPYET HH(DOPMAIIHIO;
- MOKET BKJIFOUATh CIHCOK JTUTEPATyPHI K JOKIAY;
- COJICPKUT CJIOBa 0J1aroJlapHOCTH ayAUTOPHH.
4. lnzaiiH npe3eHTanuu
TexkcroBoe odopmieHue
e  He cTouT 3anoiHsTh Clail CIUIIKOM OOJBIIMM 00BEMOM MHGOpPMAIUH -
JydIie BCEero 3allOMUHAIOTCS He 0oiiee 3-X (pakToB, BHIBOJIOB, OMPEICTICHUH.
° OnTumanbHOE YKCIIo CTPOK Ha cnaiiae — 6 -11.
e  Kopotkue ¢pa3sl 3aIOMHUHAIOTCS BU3YyalbHO Jydiie. [lyHKThI iepeuHeit He
JIOJKHBI TIPEBHIIIATH ABYX CTPOK Ha (pasy.
. HauGonpmas >(Q¢pekTHBHOCTh JOCTUTAETCS TOTJA, KOTJa KIIFOYEBBIC
MYHKTBI 0TOOpaxaroTcsl O OJTHOMY Ha Ka)kJIOM OTAENIbHOM claiiie
e  EciM TEKCT COCTOUT U3 HECKOJIBKHUX ab3aleB, TO HEOOXO0AUMO YCTaHOBHUTD
Kpac-HYIO CTPOKY M HHTEPBAJI MEX 1y ab3aramu.

. KiroueBrsie crmoBa B WHGOPMAIIMOHHOM OJIOKE BBIACISIOTCS IIBETOM,
mpru(TOM MM KOMIO3UIIMOHHO.

e  lHdopmaruio npeanoyTUTENbHEE pacroyiaraTb TOpU30HTANBHO, Hanboee
BaXXHYIO - B IIEHTPE IKpaHa.

e He cuenyer 3moynoTpebnsaTh OONBIIMM KOJIMYECTBOM TPEJJIOTOB,
Hapeuyui, mpuiaraTebHbIX, BBOJAHBIX CJIOB.

e  [ludpoBeie MaTepuabl JTydIIie MPEICTABUTH B BHJIE TPaUKOB H AHATPAMM
— TaOIMIB! ¢ TU(POBBIMU JAHHBIMU Ha CITalijie BOCTIPUHUMAIOTCS TIIOXO.

e  Heobxomumo oOpaTUTh BHMMaHHE Ha I'PaMOTHOCTh HAIMCAHUS TEKCTa.
OmuOKyu BO BECh SKpaH MPOU3BOAAT HETIPUATHOE BIIEYATICHUE

pudrosoe odpopmienue



e  Ilpudte 0e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jierue, yem
rpoteckd. Henmb3st cMemBaTh pa3iuyHbIe TUIIBI LIPU(PTOB B OJHOM MpPE3eHTALUH.

. [pudToBoli KOHTPACT MOXKHO CO3/IaTh MOCPEACTBOM pa3mepa mpudra,
€ro TOJIIIMHBI, HauepTaHus, (POPMBbI, HAIIPABICHHS U IBETA;

. Jns 3arosioBka roautcst pasmep mpudta 24-54 myHKTa, a JUIS TEKCTa -
18-36 myHKTOB.

e  Kypcus, moguepkruBaHue, KUPHBIH MPUDT UCIIONB3YIOTCS OTPAHUYCHHO,
TOJILKO IS CMBICJIOBOTO BBIJICJIEHUS (PPAarMEHTOB TEKCTA.

e  Jlig OCHOBHOTO TEKCTa HE PEKOMEHIYIOTCSI IPOMHUCHbIE OYKBBI.

LIBeToBOE OOpMIICHHE

e  Ha ogHom cnaiine He UCHONB3yeTcs Oojiee TpexX IBETOB: (POH, 3ar0JIOBOK,
TEKCT.

e IIBer mpudTa U 1BeT (oHA JOIKHBI KOHTPACTUPOBATH — TEKCT JOJKEH
XOpOILIO YUTAThCS, HO HE Pe3aTh Iiasa.

e  Jlng honHa mpeanoyYTUTENbHEE XOJIOTHBIC TOHA.

e  CymecTByloT He coderaeMble KOMOWHamwu IBeToB. OO0 3TOM MOXKHO
Y3HaTh B CEUUAIILHOM JINTEPATYPE.

. YepHbIi 1IBET UMEET HETaTUBHBIN (MpavHbIi) MOATEKCT. belblii Ha yepHOM
YUTAETCS IJI0XO.

e  Eciu npesentanus Oosbliasi, TO €CTh CMbBICH pa3JelUTh €€ Ha 4acTu C
MOMOUIBI0 IIBETa — pa3HbIA LBET CIOCOOEH CcOo37aBaTh pPa3HBIA SMOIMOHATILHBIN
HAaCTpOM.

. Henb3st BEIOMpATh ()OH, KOTOPBINA COJACPKUT aKTUBHBIN PUCYHOK.

Kommosutmonnoe oopmieHue

e  Cuenyer cobmonaTh eAUHbIN CTUIL opopmieHHs. OH MOXKET BKJIIOYATh
ornpeJeieHHbI mWpUdT (rapHuTypa U 1BeT), (OH LBeTa WU (POHOBBI PHUCYHOK,
JEKOPATUBHBIN AJIEMEHT HEOOJIBIIIOTro pa3Mepa 1 T. 1.

e  He npuemiieMsl CTUIH, KOTOpBIE OyyT OTBIEKATh OT MPE3CHTALIUH.

e  KpymnHble 00BEKTH B KOMIIO3UIMH CMOTPSITCS HEBAYKHO.

e  BcnomorarenbHas uHQOpManus (yNpaBisiolle KHOMNKH) He JOJDKHA
npeobagaTh HaJ OCHOBHOM (TEKCTOM M HILTIOCTpAIEH ).

e Jlng cepbe3HOll mpe3eHTaluu OTOMparoTCs LIAOJIOHBI, BBHIOJHEHHBIE B
JIeIOBOM CTHIIE.

AHUMannoHHoOe opopMIIeHHIE

e OcHoBHas poJib aHUMAIUU — JO3UPOBaHUs HHGOpMauu. AyAUTOPHS, KaK
MIpaBUJIO, JTy4Ille BOCIPUHUMAET UH(POPMALIUIO MOPLUUSMHU, HEOOJIBIIUMH 3PUTEIHHBIMU
¢bparMeHTamH.

e AHuMAaIUs UCIOJIb3YETCS sl IPUBJICUEHHS] BHUMAHUS WM JEMOHCTPALUU
pa3BUTHS KaKOTO-IHO0 TIporiecca

e He crour 3moynorpeOnaTh aHUMAIMOHHBIMH 3(]QeKkTamMu, KOTopble
OTBJIEKAIOT OT COACPKAHU WM YTOMJIISAIOT IJ1a3a YUTAKOIIETO.

e  OcoOeHHO HeXeNaTeIbHO YacTOe MCIOJIb30BaHHE TaKUX aHUMAI[MOHHBIX
3¢ deKTOB KaK BBUIET, BpallleHHe, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3ByKoBO€ opopmieHne

e  My3bIKaJIbHOE  COMPOBOKJIEHHE MPHU3BAaHO OTPa3UTh CYTh WU
MOJYEPKHYTh OCOOEHHOCTM TEeMBbl claiiia WIM BCEeW Mpe3eHTaluH, CO3/1aTh
ONPEACIIEHHBIN YMOLMOHAIIBHBIA HACTPOU.

e  My3bIKy 1enecooOpa3Ho BKJIKOYATh TOT/A, KOTJa Mpe3eHTalus uiaer 6e3
CJIOBECHOTO COTPOBOKICHUS.



e  3BYKOBOE COINPOBOXACHHE HCIIOJIB3YeTCS TOIBKO MO HEOOXOIUMOCTH,
MOCKOJIBKY Jake (OHOBasg THXas My3bIKa CO3[AeT W3IUINHUK I[IyM W Melaer
BOCTIPUSTHIO COACPIKAHMS.

e  HeoOxomumo BBIOpaTh ONTHMAIBHYIO TPOMKOCThb, YTOOBI 3BYK OBLI
CIIBIIIIAH BCEM CITyIIaTeseM, HO He ObLI OTJTYIIUTEIbHBIM.

I'paduueckoe opopmieHue

. Pucynku, ¢dotorpaduu, nuarpaMMmbl HpU3BaHbBI JONOJIHUTH TEKCTOBYIO
nH(OpMAIIHIO WK NIepeaaTh e€ B Oosee HarJIIJHOM BUJIC.

e  Henp3s mnpencTaBiasTh PUCYHKM M (OTO IUIOXOTO KadecTBa WIH C
MCKa)XEHHBIMU IIPONOPLUAMHU.

e  JKenarenbHo, 4TOOBI M300paKeHHE OBUIO HE CTOJBKO (DOHOM, CKOJIBKO
WUTIOCTpALel, paBHO! IO CMBICITY CAMOMY TEKCTY, YTOOBI IOMOYb [10-HOBOMY ITOHSITh
U PacKpBIThH €ro.

e  Cuenyer u3berarb HEKOPPEKTHBIX WIUTIOCTPALUM, KOTOPbIE HENPaBUILHO
WIN ABYCMBICIIEHHO OTPa)KalOT CMbICT MH(OpMaIUH.

e  HeoOxomgumMo 103a00TUTBCS O PAaBHOMEPHOM M pallMOHAIbHOM
WCTIOJB30BAHUU MPOCTPAHCTBA HA CJalJe: €ClM TEKCT NEePBUYEH, TO TEKCTOBOU
(GparMeHT pa3MelaeTcs B IEBOM BEPXHEM YTy, a rpadMuecKuii pUCyHOK BHU3Y ClipaBa
1 Ha00OpOT.

e  JumocTpaluu peKOMEHJYeTCs] COPOBOXKAATh MOSICHUTEIBHBIM TEKCTOM.
[Monnucu K KapTHHKaM JIydllle BBINOJHATH COOKY WJIHM CHHU3Y, €CIM 3TO TOJBKO HE
Ha3BaHUE CaMOro0 Claijaa.

e  Ecnu rpaduueckoe n300paxeHue UCTIONb3YyeTCs B KauecTBe (POHA, TO TEKCT
Ha 3TOM (POHE JAOJKEH OBITh XOPOLLIO YUTAEM.

TaGnuue! u cxembl

e  He crout BCTaBIATH B MPE3CHTAIMIO OOIBIINE TAOIHIIB — OHH TPYTHBI TSI
BoCTIpUATHSA. JIyullie 3aMeHNUTh UX rpaduKaMu, TOCTPOCHHBIMU Ha OCHOBE 3TUX TaOJIMII.

e  Ecnum Bce e TaONMIly 1MOKa3aTh HAA0, TO CIEAYeT OCTABUTh KaK MOKHO
MEHBIIIE CTPOK M CTOJOIIOB, OTOOpPAB U Pa3MECTUB TOJIBKO CAMbIE BaXKHBIC JIAHHBIE.

e [Ipu ucnonb30BaHMM CXEM Ha claiiiax HeoOXOAMMO BBIPOBHSATH PsiIbI
OJIOKOB CXEMBI, pacCTOSTHUE MEXIy OJI0KaMHU, 100aBUTh COEAMHUTENbHBIE CXEMBI NPH
MTOMOLIY UHCTPYMEHTOB ABTODHUTYD,

e Jlpu co3gaHMU CXEM HYKHO YUYUTBIBaTh CBSI3b MEXJAY COCTaBHBIMU
YaCTSAMHU CXEMBI: €CJIM OHU PABHO3HAUHBI, TO 3aMOJHAIOTCS OJHUM MIPU(PTOM, HOHOM U
TEKCTOM, €CIH €CTh IEePBOCTENCHHAs HWH(OpMAIUsa, TO OHA BBIIENIACTCS OCOOBIM
CIOCOOOM C IOMOIIBIO OPraHU3alMOHHBIX AUArpaMM.

Aynuo u Busieo opopmieHue

e  Bupneo, KMHO U Tele MaTepHaabl MOTYT ObITh UCIOJIb30BaHbI MOJIHOCTHIO
WM parMeHTapHO B 3aBUCUMOCTH OT IIeJIel, KOTOpbIE MPeCcIeyOTCs.

e  [IpoaomKuTeNbHOCTh (UIbMa HE JOJDKHA MpeBbIATh 15-25 MuHYT, a
¢bparmenTa — 4-6 MUHYT.

e  Henp3s ucnonb3oBath /1Ba (puiabmMa Ha OJJHOM MEPONPUSATHH, HO MOKa3aTh
(bparmMeHTsI U3 ABYX (PUIHMOB BIOJIHE BO3MOXKHO.

IHoaroroBka k 3a4éry. ['0TOBUTHCS K 3a4€Ty HY>KHO 3apaHee U B HECKOJIBKO 3Tanos. /s
3TOrO:

. [IpocmarpurBaiiTe KOHCIEKTHI JICKIUH Cpa3y MOCIE 3aHATHI. DTO TOMOXKET
pa3zo0paThCsl ¢ HEMOHATHBIMM MOMEHTaMH JIEKIIMM M BO3HUKIIMMHU BOIPOCAMH, MOKa
eIlle JIEKIUS CBEXA B MaMSTH.

. berno npocMarpuBaiiTe KOHCIEKTHI O Hayaia CIeAYIOIIEro 3aHsITUsd. IT0
ITO3BOJIUT «OCBEXUTH» IMPEIBIAYINYIO JIEKIUIO U IOATOTOBUTHCS K BOCIIPUATHIO HOBOTO
MaTepuaa.



L4 Ka)KIIYIO HCACIIIO OTBOAUTC BpCMA [Jid TIOBTOPCHUA HpOfII[CHHOI‘O
marepuaja.
HeHOCpe,HCTBeHHO IIpHU IMMOATOTOBKE:

o Ynopsmoque CBOHM KOHCIICKTHI, 3aI1MCU, 3aJaHu.

. [TpukuHbTE BpeMsi, HEOOXOIMMOE BaM JUIsI NOBTOPEHUS KaXKAOH YacTh
(6bmoka) MaTepuana, BRBIHOCHMOTO Ha 3a4eT.

e  CocraBbTe paclucaHUe C YYETOM CKOPOCTH IOBTOPECHHS MaTepHalia, s
9ero

e  Pasnmenute Bompock! /It 3a4€Ta Ha 3HAKOMBIE (TIO JICKIIMOHHOMY KYpCY,
CeMHHapaM, KOHCIIEKTHUPOBAHUIO), KOTOPBIE MOTPEOYIOT JIMIIL MIOBTOPEHUS M HOBBIC,
KOTOPLIC MNPUACTCA OCBaMBATh CaMOCTOATCIIBHO. Haunure ¢ Ttem Xopomo BaM
M3BECTHBIX M 3aKPEIUTE UX C IIOMOIIBIO0 KOHCIIEKTA M y4eOHHMKA. 3aTeM IOIOJIHUTE CBOM
TeOpeTI/I‘-IeCKI/Iﬁ 6ara>1< HOBBIMU 3HaHUAMU, O6$I3&TCJIBHO BOCIIOJIB30BAaBHINCH
PEKOMEHIOBAaHHOM JINTEPATYPOii.

° IIpaBunpHO  UCHOJIB3YWTE  KOHCYJbTAllMH,  KOTOPbIE  IPOBOJUT
npernogaBarenb. [IpuxonuTe Ha HUX C 3apaHee MPOPAOOTAaHHBIMH CaMOCTOSITEIIBHO
BOMpocaMu. Bbl MOXeTe MOJIyduTh Pa3bsICHEHHE IO MOBOJY CIOXHBIX, HE JI0 KOHIIA
IIOHATBIX TEM, HO HE paCC‘-H/ITI)IBaI\/JITC BO BPEMs KOHCYJIbTALlUKM Ha MCYCPIIBIBAIOIIYIO
uH(pOPMAIIMH TI0 COJICPKAHUIO BCETO Kypca.



