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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2025 - 2026
yueOHOM roay Ha 3acenanuu kageapsl Ilemarornyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanona

Pabouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzanuu B 2026 - 2027
yueOHOM roay Ha 3aceqanuu kageapsl Ilemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom or 20 r. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenaHuu kageapel Ilegaroruueckoro oOpa3oBaHus U JOKYMEHTOBEICHHSI

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

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

3aJladyd B COOTBETCTBUU C HOPMAaTUBHBIMH IIPAaBOBBIMU aKTaMU B cpepe oOpa3oBaHus U
HOpMaMy TPO(ECCHOHANBHON ATHKH, O0€CleYrnBaTh JOKYMEHTALMOHHOE COIMPOBOXKACHUE
o0pa3oBaTeNbHO,  YIOpaBIEHYECKOM M Hay4yHO-HCCJIENOBATEIbCKOM  JI€ATEIbHOCTH
00pa30BaTeNbHON OpraHU3aIiy.

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

Huctnuuimaa HopmatuBHO-TIpaBOBOoe OOEcCIieYeHUE yIpaBiieHUs 00pa30BaHUEM C
NPAaKTUKYMOM 110 JIJONPOM3BOJICTBY BXOAUT B 00s3aTeNbHYI0 4YacTb Yy4eOHOro IUTaHa
00pa3oBaTebHON MPOTPAMMBI.

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

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

[TpoekTrpoBaHWE U MOHUTOPUHT B 00pa30BaHUM

CoBpeMeHHBIE TPOOJIEMbI HAYKU B 00pa30BaHHS

[Tpon3BoACTBEHHAS - TEJATOTUYECKAs TPAKTHKA

WHHOBaIMOHHOE MPEANTPUHUMATEIBCTBO

Opranu3anus MPOCBETHTEIHCKON NEATETLHOCTH B CUCTEME 00IIIeTo 00pa30BaHHs

TexHonorun opraHu3anuu 0Opa30BATENBHOTO NPOIECCa B CHCTEME COBPEMEHHOTO
o0paszoBaHMs

TexHonoruu pa3paboTKH MPOrpaMm AesITeTbHOCTH 00pa30BaTEIBHOTO YUPEIKIACHUS

VYnpasienne 06pa3oBaTeIbHBIMUA U BOCITUTATEIBHBIMA CHCTEMAMU

VYyeOHasi - 03HAKOMUTEIbHAS IPAKTHKA

[TpakTHKyM 1O pereHuto MpodecCHOHATBHO-YIIPABICHYECKHUX 33124

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

VYnpasnenue o6pazoBaHueM

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

VYnpaBieHrne BOCIIUTATEIbHBIMU CHCTEMaMHU

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

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

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

VYnpasieHue kauecTBOM o011ero oopa3zoBaHus

BrinmonHeHue 1 3a1uTa BeITYCKHOW KBaTU(UKAIIMOHHON paOOTHI

[IpoexTrpoBaHWE U MOHUTOPUHT B 00pa30BaHUU

[ToxroToBka K cadue u caada rocyAapcTBEHHOTO IK3aMeHa

[TpowusBocTBEHHAS - IPEATUTIIIOMHAS PAKTUKA

[TpakTHKyM 1O pereHuto MpodhecCHOHATEHO-YIIPABICHYECKHUX 33124

[Tpou3BoCTBEHHAS - HAYYHO-UCCIIEIOBATEIbCKAs padoTa

3 Komnerenuun odyuarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILIMHBI (MOAYJIS) U IJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

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



Kon unaukatopa

WNHnukaTop TOCTHKEHUS KOMIIETEHITUN

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

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

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

OIIK-1.3 OcymiecTBiisieT MPOoPECcCHOHATHPHOE B3aUMOJCHCTBHE C yYaCTHHKAMU

o0pa3oBaTeNbHBIX  OTHOIIGHMA B COOTBETCTBUM C  HOpMamu
npodeCcCUOHATBHON STHKHU




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

YUCJIC:

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

— caMocrosTenbHas padora — 90,7 aka. 4yacos;

— B popMe mpaxTHUecKoi moaroroBku — 0 akas. 4ac;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yac

(DOpMa aTTeCcTaluu - 3K3aMCH

AynuropHas g
KOHTaKTHas paboTa E 3 dopma TeKyIIEero
=
B aKaj. yacax 2] Bu KOHTPOJIS
Paznen/ Tema 2, (B axaz. yacax) == A . P Kox
> & ©| camocTosTENBHOH | ycreBaeMOCTH U
JUCLIATUINHBI ) S . | xoMIeTeHK
Q & padoThI MIPOMEKYTOYHOM
na6. | mpakr. | € 3
Jlex. - | TPAKT. | 2 aTTecTalyu
3aH. 3aH. | &
1. Paznen 1.
Hopwmartusro-nipaBoBOE
obecrieyeHue yNpaBIeHYECKOMH
JeITeTLHOCTH B
00pa3oBaTeIbHON OpraHU3aliy
Nzyuenue
TEOPETHIECKON U
MIPAKTHUECKOI
JUTEPATypPHI IO
Teme
Ompoc
Pabora ¢
11 [Tpunnumne! Jlomarinee
OpraHu3aluu HHdopMaIHOmHO- MPaKTUYECKOE
HI()) MaTHBHO-IIPAaBOBOI TpaBOBRIMH p3a/:1aHHe 1 OIK-1.1,
p P . 0,5/0,511 /11 | 18 nopranamu OITK-1.2,
6asbl 00pa3oBaTeIbHOI Tecr 1
Iapasr, OIlK-1.3
JeSITeTLHOCTH B KonrponbHas
N Koncynbsrantllnto
Poccuiickoit denepannu pabora
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOU
paboThI
INoaroroska k
) TECTHPOBAHHIO
Nzyuenue
TEOPETHIESCKON U
MPaKTUYECKOU
JUTEPATypPhI IO
Teme
1.2 CocraB JOKaJIBHBIX Pabota c Omnpoc
MIPaBOBBIX aKTOB UH(POPMAIOHHO- Jomamrnee
00pa3oBaTenbHOM MPaBOBBIMH 3amaHue 2 OIIK-1.1,
OpraHu3aluy. 0,5/0,51 /11 | 18 ropTajamMmu Tecr 1 OIIK-1.2,
IOpunnueckas cuna Iapanr, Kontponbnas OIIK-1.3
YIIPaBICHYECKHX Kouncynprantllnro pabota
JTOKyMEHTOB. ¢, Pocapxus. DK3aMeH
Beimonnenne
KOHTPOJIbHOU
paboThI
Ilonroroska x
TECTUPOBAHHIO
Wroro no pazneny /11 221 | 36




2. Paszgen 2. Opranuzanus
JIEJIOTIPOU3BOJICTBA
00pa3oBaTeNbHBIX
Nzyuenue
TEOPETUIECKON 1
MIPaKTUYECKOU
JUTEPaTyphl O
Teme
Omnpoc
PaboTa ¢ IIOMaI;HHee
21 OcoGeHHocTH MHPOPMALMOHHO-
MPAKTHIECKOe
OpraHu3alu MPAaBOBBIMH sanane 3 OIIK-1.1,
JIeJIOTIPOU3BO/ICTBA 0,5/0,51 0,5/0,51| 16 ropTajamMmu OIIK-1.2,
. Tect 2
00pa3oBaTesbHOM Iapasr, OIlK-1.3
KontponbHas
OpraHu3aluu Koncynprantllmo
pabota
¢, Pocapxus.
DK3aMeH
Brinonnenne
KOHTPOJIBHON
paboThI
[lonroroBka x
TECTHUPOBAHHIO
Nzyuenue
TEOPETUIECKON 1
MIPAKTHUECKOI
JHUTEPATyphl IO
Teme
Omnpoc
Pabora ¢ P
JlomarmHee
UH(OPMAIIIOHHO-
MPaKTUYECKOE
2.2 JlokyMeHTHpOBaHHE MPABOBBIMH sanane 4 OIIK-1.1,
o0pazoBarebpHOM 2 10,5/0,51 0,5/0,5U| 15 nopTajgamMu Tecr 2 ' OIIK-1.2,
EITENLHOCTH Iapasr, OIIK-1.3
KonTponpuas
Koncynbsrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinmonnenne
KOHTPOJIbHOU
paboTsI
[Noaroroska k
TECTUPOBAHHIO
W3yuenue
TEOPETUYECKON 1
MPaKTHYECKOU
JIUTECPATYPHI 110
paryp 3acmymuBanue
reme JIOKJIa10B
Pa6ora ¢ CTYICHTOB
2.3 OcobeHHoCTH UHPOPMALTUOHHO- Y
JlomarnHee
JIOKyMEHTUPOBaHUS MIPaBOBBIMU DAKTHIECKOE OIlK-1.1,
TPYAOBBIX OTHOIICHHH B 0,5/0,5U| 12 nopTagamu p OIlK-1.2,
. 3aaHue 5
00pazoBaTenbHOI Iapasr, Tecr 2 OIlK-1.3
OpTaHu3aIuu Koncynpsranrllno
Kontponbnas
¢, Pocapxus.
pabota
Brinonnenue
o DK3ameH
KOHTPOJIbHON
paboThl
[Moaroroska k
TECTUPOBAHHIO




Nzyuenue
TEOPETUIECKON 1

MIPaKTUYECKOU
JHUTEPaTyphl O
reme 3aciaymuBaHue
Pabora ¢ o};ma oB
24 Crpykrypa nH(OPMALOHHO- CHT eH)lTOB
JOKyMeHTaJIbHOTO  (oHIa MPABOBBIMH A
N JomamHee
00pa3oBaTenbHOI opTajaMu DAKTHIECKOE OIIK-1.1,
OpraHH3aIHH. 0,5/0,51| 11,7 Tapan, p OIK-1.2,
3a7aHue 6
Homenxknarypa nen Koncynprantllmo Teer 2 OIIK-1.3
00pa3oBaTenbHOM ¢, Pocapxus.
KontponbHas
OpraHu3aliu BeinonHeHne
N pabora
KOHTPOJILHOH
OK3aMeH
paboThI
IlonroroBka
TECTHUPOBAHHIO
[MonroroBka
9K3aMeHY
Hroro no pazpeny /11 221 | 54,7
Hroro 3a cemectp 2/21 4/41 | 90,7 9K3aMeH
Hroro no aucnumnnuze 221 4/411 | 90,7 SK3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B npouecce 00y4yeHus no JUCHUIUIMHE IPUMEHSIOTCS CIIEAYIOIINE TEXHOIOTUH.

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

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TPATULIMOHHBIX TEXHOJIOTHIA:

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

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

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

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

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

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

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

5.  HHdpopMannoHHO-KOMMYHHKAIIUOHHBIE ~ OOpa3oBaTeIbHBIE  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 OO0Opa30BaTEIbHBIX TEXHOJOTUH JUIS 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 CPeICTBA IJIf IPOBEIeHUs POMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIITIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1.Kopnees, U. K. JlokymeHTHpOBaHUE YIPABICHUECKOW NEATEIBHOCTH | YYCOHUK ISt
By30B / . K. Kopuees, A. B. Ilmenko, B. A. Mamrypues. — 3-e¢ u3a., nepepab. u g0m. —
Mocksa : M3zmarensctBo IOpaiit, 2024. — 438 c. — (Beicmiee obOpazoBanue). — ISBN
978-5-534-16001-7. — Tekcr : anekrponHbii // ObpasoBarenbHas miatrgopma FOpaiit [caiiT].
— URL: https://urait.ru/bcode/536393 (mara ob6pamienus: 02.04.2024).

2.KopueeB, M. K. JlokymMeHTaliMOHHOE OOECIICUCHHUE YMPABICHUS . YYEOHUK W
NPaKTHKYM ISl cpefiHero npodeccronanbuoro oopasosanus / M. K. Kopuees, A. B. ITmenko,
B. A. Mamrypues. — 3-e u3f., nepepad. u non. — Mocksa : U3narensctBo FOpaiit, 2024. — 438
c. — (ITpodeccuonanvuoe obOpazoBanme). — ISBN 978-5-534-16002-4. — Texkct
anektponnsli  //  OOpasoBarenbHas  miatpopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/539262 (marta obpamienus: 02.04.2024).

3.Hukomokun, C. B. IlpaBoBoe obecredenune mpodeccHOHANbHOU IEsTeNbHOCTH !
yueOnuk i By3oB / C. B. Hukomokun. — Mocksa : UznarensctBo FOpaiit, 2024. — 248 ¢. —
(Beiciiee obpaszoBanue). — ISBN 978-5-534-15164-0. — Tekcr : sieKkTpoHHBIHA //
Oo6pasoBarenbHas miardopma Opaiit [caiit]. — URL: https://urait.ru/bcode/544407 (nara
obpamienus: 05.04.2024).

0) JlonostHuTeIbHAS JIUTEPATYpA:

11. AsepbsHoBa, T. A. JIOMKHOCTHbIE HWHCTPYKUUHU CIEHUAIUCTOB CHUCTEMBI
oOpa3oBaHus : yueOHo-MeToandeckoe nocodue / T. A. ABeppsiHoBa ; MI'TY. - MarHuToropck :
MI'TY, 2017. - 1 snekrpon. onrt. auck (CD-ROM). - 3ari. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/20286 (nata obpaienus: 12.04.2024).
- MakpooObekT. - TekcT : anekTpoHHbIH. - CBeieHus qocTymHbI Takke Ha CD

2. AmnpapeeBa, C. JI. [lenonpousBOACTBO MYHUIMNAJIBHBIX YUPESKICHUH : ydeOHOe
nocobue [t By3oB] / C. JI. AuapeeBa ; MarHUTOropckuii roc. TeXHUYeCKud yH-T um. . .
HocoBa. - Maruutoropck : MITY wum. I U. Hocoma, 2021. - 1 CD-ROM. - ISBN
978-5-9967-2098-9. - 3ar. c TUTYIL. DKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/3042 (mata obpamenus: 10.04.2024).
- MakpooOBbeKT. - TeKCT : aeKTpoHHBIN. - CBefeHus focTynHbI Takke Ha CD-ROM.

3. AmngpeeBa, C. JI. OpraHuzauus paboTel C O0OpallleHUs MM TpakIaH
yaeOHo-meToanueckoe mocodue / C. JI. Auapeesa ; MI'TY. - Marautoropck : MI'TY, 2016. - 1
anekTpoH. onrt. guck (CD-ROM). -  3arm. ¢ Turyn. o9kpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1764 (nata obpamenus: 12.04.2024).
- MakpooObeKT. - TekcT : anekTpoHHbIH. - CBeaeHus noctynHbl Takke Ha CD-ROM.

4. barayrauHosa, C. @. YnpaBieHue JOUIKOJIBHBIM 00pa30BaHueM : yueOHoe nocoodue /
C. ®. barayrnunoBa ; MI'TY. - Marauroropck : MI'TY, 2015. - 1 21nekTpoH. OnT. AMCK
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/456 (nata obpamienus:12.04.2024). -
MakpooOBbeKT. - TeKCT : AMeKTpoHHBIH. - CBeneHus noctymnHbl Takke Ha CD-ROM.
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ITouckoBas cuctema Akanemus Google (Google
Scholar)
Poccuiickas T'ocymapcTBeHHass — OuOiMoOTEKA.
Karayioru
JuekTponnrIe pecyperl Onomuorekn MITY 1M. |peyoe- host megaprolib.net/MPO109/Web
[.1. HocoBa
MesxyHapoaHas 0aza MOJTHOTEKCTOBBIX
»KypHaunoB Springer Journals

9 MaTepHaJbLHO-TEXHHYECKOE o0ecneuyeHne TUCIHIINHBI (MOLYJIf)

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

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

http://link.springer.com/

MatepuanbHO-TeXHUYECKOE 00ecreueHre TUCIUIUIMHBI BKITIOYAET:

VY4eOHble ayTUTOPUH U1 IPOBEACHUS AUCTAHIIMOHHBIX 3aHATUH JIEKIIMOHHOTO TUIIA!

CTOJI KOMITBIOTEPHBIH, CTOJ MUCBMEHHBIM, CTyn OQUCHBIN, JTOKyMeHT-kamepa Epson,
ucrounnk Oecrepedoitnoro nuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp MepcoHabHbIH (THI 6), mpoekTop ViewSonicPIJD7526W, criukepdhon
HactosbHblid  Calisto-620 Plantronics, Be6-xkamepa LogiteachC920, cucrema akycTHdeckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(OH C IIyMOINOAaBiICHHEM), 3KpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

Y4eOHbIC ayAUTOpPUH JUISl TPOBEACHUS MPAKTUYCCKUX 3aHITHHA, TPYMIOBBIX U
WHAUBUAYAIbHBIX KOHCYIbTAIMA, TEKYIIIETO KOHTPOJISI M IPOMEXYTOYHOM aTTECTAIINH:

CTOJI KOMIIBIOTEpPHBIN, CTOJI MUCbMEHHBIN, CTyJl O(MUCHBIN, HOKyMeHT-kamepa Epson,
ucrounnk Oecrepedoitnoro nuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspeleH s, KOMIbIOTEp NMepcoHabHbIN (THI 6), mpoekTop ViewSonicPIJD7526W, criukepdhon
HactosbHblid  Calisto-620 Plantronics, Be6-xkamepa LogiteachC920, cuctema akycTHYeckas
HACTOJIbHAS, CcTepeorapHuTypa (MUKPO(OH C MIyMOIOAaBICHHEM), SKpaH HacTeHHBIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemennss UIE  CaMOCTOSITETIBHOM  paOOTBI  OOYYAIOIIUXCS:  MEPCOHAIBHBIE
kommbioTepsl ¢ makerom MS Office, BeixogomM B MHTEpHET M ¢ JAOCTYyIIOM B 3JEKTPOHHYFO
nH(pOPMaAIIMOHHO-00PA30BATENBHYIO CPEAY YHUBEPCHUTETA.

[Tomemenne [Isi XpaHeHUST U MNPOPUIAKTHUECKOTO OOCITY)KHBAaHUS y4eOHOTO
000pyIOBaHUS: CTEIIAXKH I XPAaHSHUS y4eOHO-HATJISHBIX TOCOOU U Y4eOHO-METOIUYECKON
JIOKYMEHTAIUH.



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

[ToBTOPUTH NPUHIUIBI OpPraHU3allMd HOPMATHBHO-IIPABOBOM 0a3bl 00pa3oBaTeIbHOM
nesrenpHOCTH B Poccniickoit denepanuu.

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

Pexomenoayuu.

1. 3yuuTtsh crathio 23 «Tumsl 06pazoBaTenbHbIX opranusanuiin» denepansHOro 3aKoHa Ot
29.12.2012 N 273-®3 (B pxeiictBytomier penakiuu) "06 obpazosanuu 6 Poccutickoii
@edepayuu”. Boidpats oauH u3 Tuno. CoriacoBaTh BbIOOp € MpemnojaBaTesieM (TUIBI HE
JIOJDKHBI TOBTOPSATHCS).

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

1) npaBoBBIE€ aKThl, N3/1aBa€MbI€ BHICIIMMU T'OCYIaPCTBEHHBIMU OpraHaMu ¢eaepaibHOn
3aKOHOJIATENTbHOM BIIACTH M BBICIIMMH opraHamu yrpasieHus (KOHCTUTYIHS, KOIEKCHI,
denepanbable KOHCTUTYLMOHHBIE 3akoHBI (DK3), dbenepanbubie 3aKoHbl (DP3), MOCTAHOBICHHUS
[TpaButenscTBa, ykassl [Ipesugenra PO);

2) mpaBOBble aKkThl, W3JaBaeMble (efepalbHBIMU OpraHaMU HCIOJHHUTENbHOM BJIacTH:
MUHHCTEPCTBAMH, KOMHUTETAMH, BEIOMCTBAMH KaK OOIIEOTPACIEBOTO, TaK M BEIOMCTBEHHOTO
xapakTepa (IIpHUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIyX 0, areHTCTB, OI0pO U JIp.;
WHCTPYKTUBHBIC MMMCHMa, TUTIOBBIE TIOJIOKEHHUS, THIIOBBIE U TEXHUYECKHE PETIIAMEHTHI, THITOBBIE
UHCTPYKLIUU U Jp., oOuiepoccuiickue u BenoMcTBeHHbIE Kinaccudukatopsl, 'OCTeI, nepedynu
TUTIOBBIX JIOKYMEHTOB U JIp.);

3) mpaBoOBBIE aKThl, U3/1aBAEMbl€ OPTaHaMH 3aKOHOAATENBbHOM M HCIIOJHUTEIbHON BIACTH
cy0bekToB PO U uX TeppuTOpHATIBHBIX 00pa3oBaHMi (3aKOHBI MMOCTAHOBJICHUS MPABUTEIHCTBA
cyobekToB P®, pacnopsikeHuss M IIOCTAaHOBJIEHHs TIJIaB aJMUHUCTpAalMi, pasiIHMyHbIe
MOJI3aKOHHBIE AKTHI);

4)10KanbHBIE AKThl, MPABOBbIE AKThl HOPMATUBHOTO M WHCTPYKTHBHOTO XapakTepa, a
TaKXKE€ METOJAWYECKHE JOKYMEHTBI TI0 JIOKyMEHTAIIHOHHOMY OOECIIEYECHHUIO YIpPaBJICHHUS,
U3/1aBaeMble PYKOBOJICTBOM 00pa30BaTeNIbHOM OpraHu3anuu (ycTaB, HOJOXKEHHs, MHCTPYKIIUH, B
TOM 4YHCJIEe WMHCTPYKIMH (TpaBWiia) TIO JIEJONPOHM3BOJCTBY OpraHHM3alud, Tabenn
yHUDUIUPOBAHHBIX (POpM, abOOMBI OJIAHKOB, TMOJOXKEHHUS O JIENONPOU3BOJCTBE, O paboTe ¢
NIEPCOHATBHBIMH JJAHHBIMU U TIPOYHE OPTaHU3allMOHHO-TTPABOBBIC JIOKAIBHBIEC aKThI).

3. Bce mnepeuncisieMble JOKYMEHTBHI JOJDKHBI COAEP)KaTh HIACHTU(DUIUPYIOIIUE HX
PEKBU3UTH (HAMMEHOBAaHWE OKYMEHTA, JaTa W3JaHWs, KEeM YTBEpXKJEH, Jara TOCIeTHEeH
peaaKinm)

Jlomaminee 3aganue 2

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

2. OTBETUTH HA BOMPOCHI:



K xakoif rpynme ympaBICHYECKHX JOKYMEHTOB OyqyT OTHOCHTBHCS JIOKAIbHBIC AaKTHI
o0pa3oBaTesIbHOI opranuzauun?

Kakne JOKYMCHTDI JIsA 06p330BaTeJII>HOI>'I OopraHu3alnuu ABJIAIOTCA y‘IpeI[I/ITeJ'IBHBIMI/I?
3. CocTaBbTe CIIHCOK JIOKAIBLHBIX aKTOB JJIA 06paSOBaTeJ'IBHBIX OpFaHH3aHHI>'I BI)I6paHHOFO THIIA.

4. Ionw3ysich (a) [lepeunem munogwix ynpasieH4ecKkux apxXusHulx OOKYMeHmMo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHbIX OP2AH08, OP2AHO8 MECMHO20 CAMOYNPAGIeHUs U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (0) Ilepeunem Ooxymenmoe co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupescoenuil u opeanusayuil e2o cucmemul, yme. Ilpukazom Munucmepcmea
npoceewernusi CCCP om 30 odexabps 1980 200a N 176; (B) Ilpunoxenunem 18 «lIpumepnas
HOMEHKJIaTypa Jejl 00ueo0pa3oBaTeqbHOrO yupexaeHus» K [lucomy Munucmepcmea
obpazosanusi Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpa’08amelbHbIX YUPeHCOCHUSX),
OTIpEAICNIUTh CPOKU XPAHEHHS IJIs BCEX JOKYMEHTOB M3 CIIMCKA, yKa3aB CTaThl0 U IYHKT TOJ
[lepeuns, Hanpumep:

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

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

18

Jdomamnee 3aganue 3

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

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

Ne Bonpoc OtBer
ILm.

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

2 Ha xakue mpUHIUITBI ONTUPAETCS OPTaHU3alMsl JOKYyMEHTO000poTa
B MVY?




w

Kax BemyT yueT nokymeHToobopora B MVY?

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

S) Urto takoe «MI1O»?

6 YTO BXOAUT B MOHATHE «KOPPECIOHICHIIHS TOCYIapCTBEHHON
OpraHu3anuu?

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

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

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

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

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

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

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

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

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

16 CrnenyeT U BCerjja COXpaHATh KOHBEPTHI WIIH YIIAKOBKY
BXOIAIIUX JOKYMEHTOB?

17 Kakue monomHuTEIbHBIE TOTOKK HAOIIOAI0TCS BHYTPH TTOTOKA
BXOAsAIeH ToKkyMeHTauuu MY?

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

19 J1J1 KaKuX UCXOJSIINX TOKYMEHTOB COCTaBIISIOTCS
CONIPOBOUTEIIbHBIE TICbMA?

20 KaxoBa 11€71b IpeBapUTEIbHOIO PACCMOTPEHHUS MTOJIYy4aEMbIX
ITOKYMEHTOB?

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

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

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

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

25 CrnenyeT u 1enaTh KOMUU UCXOJAIMIMX JOKYMEHTOB?

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

27 [Tepen peructpanueil HCXOASIMUX TOKyMEeHTOB CiyxOa




NeJIONPOU3BOICTBA MPOBEPSET X MpaBUIbHOCTH. Ha uto
KOHKpETHO oOpamaercss BHUMaHue?

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

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

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

Jlomainee 3aganue 4

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

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

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

JlomaiHee 3ajanue 5

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

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

KTo oTBeuaer 3a cocTaB/ieHUe JaHHBIX JOKYMEHTOB?

KaknMu HOpMATHBHBIMU AKTAMHM PYKOBOJACTBYETCS?

JomamHee 3a1anue 6

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

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

Kak onpenenuts Gpopmy u CTpyKTYypy HOMEHKIATYPHI €77

Kak ycTaHOBUTH CPOKM XpaHEHUS JOKYMEHTOB?

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

NoabkwbhE



KonTpoasnas padora

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

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

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

TpeboBanus k pedepaty
JIOKyMeHTHPOBaHNe 1esITeJIbHOCTH 00Pa30BaTEIbHOI0 YUpPesKIeHHs

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

3nanue:

- cneyuguueckux uepm 0OKYMeHMUposanus desmeibHocmuy 00pa3oBaTeIbHOTO YUPEKICHUS;

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

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

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

Ymenue

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

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

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

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

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

3apETUCTPUPOBAHO MOJOOHBIX OpPTaHU3AIIHI).

OO1m1ast xapakTepUCTHKA YIIPABJICHUS B JaHHOM 00pa30BaTeIbHOM YUPEKICHHUH.

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

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

OpraHU3al[MOHHO-TIPABOBAs TOKYMEHTAIHS,

TUTaHOBAs IOKYMEHTAIUS;

pacriopsiAuTeNbHas JOKYMEHTALHS;

UH(OPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHAIUTHYECKAs TOKYMEHTAIINS;

OTYeTHas JIOKyMEHTAIIHS;

JOKYMEHTAIUS 110 00ecleueHuI0 KaapamHu (110 JIUYHOMY COCTaBY);

¢uHaHCOBast JOKyMeHTaLus (OyXTranTepCcKuii y4eT U OTYETHOCTB);

JOKYMEHTAIUs 110 MaTepUaIbHO-TEXHUUECKOMY 00ECIIEUEHHUIO;

JIOTOBOPHAs! IOKyMEHTaLu,

N



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

IToaroroBka Kk 3K3aMeHy
Bomnpocel Kk 3xk3aMeny
1. HopmarusHnas cpena oOpasoBatenbHoi opranuzaiun B Poccuiickoit @enepanuu.

YPOBHU U HCTOYHHUK (POPMHUPOBAHUSI HOPMATUBHOM cpeibl 1711 00pa30BaTeIbHON OpraHu3au B
PO.

2. Ocnosnble nonoxxeHus: fokymeHToB KOHECKO 06 oOpa3oBanuu.

3. CranmapTtsl npodecCHOHaBHON ASITETBHOCTH B 00JIaCTH 00pa30BaHusl.

4. [TonsiTre u oOmIast XxapakTepucTUKa 00pa3oBaTeNbHON MPOTrPaMMBI.

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

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

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

8. YcTaB 00pa3oBaTeNbHON OpraHU3alny.

9. JlokanbHbIe akThl 00pa30BaTENBLHON OpraHU3aIUu.

10. [TonsiTHE neIONPON3BOCTBA U APXUBHOTO JeNa.

11. Oco0eHHOCTH JeNONMPOU3BOCTBA B 00pa30BaTEIbHON OpraHU3aIlHH.

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

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

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

14. IOpuanueckast cuia ynpaBlieHYeCKUX JOKYMEHTOB.

15. KagpoBass  monutuka  oOpa3zoBarenbHOM — opranusauuu.  OpraHuzanus

JIOKYMEHTUPOBAHUSI TPYAOBBIX OTHomeHuW. IlpaBa u o0s3aHHOCTM paboTomaTeneil u
pabOTHUKOB.

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

17. HOpﬂHOK B3aKJIIOYE€HHUA TPYAOBBIX JOTOBOPOB. 06]].(“6 OCHOBaHHUA IIPEKpalleHusA TPYAOBBIX JOTOBOPOB. OcHOBaHUA U TIOPAAOK PAaCTOPXKEHUA
TPYZAOBBIX JOTOBOPOB 110 UHUIIAATUBE paﬁo’rozla'renx, 0 UHUIIMAaTUBe pa60THm<a 06pa305aTean0171 OpraHu3aluu.

18. JlokyMeHTHpOBaHUE B 001aCTU MaTepUaIbHBIX U (PMHAHCOBBIX 3aTpat
rOCyJapCTBEHHBIX U MYHHUIIMITATBHBIX 00pa30BaTeIbHBIX OpraHn3aluil.
19. YcTaHoBIIeHHE U JOKYMEHTAIbHOE 3aKpEIIEHHE COLIMaIbHO-TIPABOBBIX YCIOBUI

U TapaHTUi, HEOOXOAUMBIX JUIs JeSITeIbHOCTH paOOTHUKOB TOCYAAPCTBEHHBIX, MYHUIIUTATBHBIX
Y HErOCyJapCTBEHHBIX 00pa30BaTENbHBIX YUPEKICHHM.

20. JucuunimHapHas OTBETCTBEHHOCTh U €€ JOKYMEHTUPOBAaHUE

21. JIOKyMEHTHUPOBAaHUE  HCCIIEIOBATENIbCKONW  JIEATENBHOCTH  00pa3oBaTeIbHOM
opranu3zaiuu. CriocoObl 3alIUThl aBTOPCKHUX MPaB.

22. JlokyMeHTanbHbIN 1 apXUBHBIN (OH]IbI 00pa30BaTEIHHON OpraHU3aIIH.

23. JloKyMeHTUpOBaHuE yIIpaBIeHUECKOH fesTenbHocTH. Opranusanys,

IUTAHUPOBAHHE, PACTIOPSITUTEIbCTBO, KOOPAWHALNS, KOHTPOJIb M PYTHE YIIPaBICHUYECKUE
(GyHKINU B TOKyMEHTax 00pa30oBaTeIbHON OpraHU3alty.



24, JlokymMeHTHupoBaHHe 00pa30BaTEIbHON AesTeTbHOCTH. OCHOBHAs
oOpa3oBaTeiibHas porpamma. Y4eOHbIH Mi1aH (MHbIE BU/IbI IUIAHOBBIX JJOKYMEHTOB 110
oOpa3oBaTenbHOM AedarenbHocTh). Pabouas mporpamma. IIporpaMmer 00pa3oBaTeIbHBIX
MEpOIPHUATHIA.

25.  JlokyMeHTapHas MOATrOTOBKa 00pa30BaTEeIbHON OpraHU3aMU K JIULEH3UPOBAHHIO
Y FOCYIapCTBEHHON aKKpEeIUTALUH.

26. [TousTe mokymeHToo00poTa. OCHOBHBIE ATAIBI JOKYMEHTOO0OPOTA.

217. VYrpaBieHue 10KyMEHTOIOTOKaMH B 00pa30BaTe/IbHOW OpraHU3aliH.
DJEeKTpOHHAs U TPATUIMOHHAA (hopMa TOKyMEHTOO0O0pOTa.

28. Opranu3anys UCIoIb30BaHMs JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aliH1.
JlocTyIl K TOKyMEHTaM.

29. [IpaBoBBIC OCHOBHI B 00J1aCTH HH(DOPMAITMOHHOTO OOECTICYCHUS
o0Opa3oBaTesibHO eaTenbHOCTH. CailThl 00pa3oBaTeIbHON OpraHU3aluy.

30. Opranu3anys ornepaTuBHOIO U ApXUBHOT'O XPaHEHUS JJOKYMEHTOB B
o0pa3oBaTesbHOM OpraHu3anuu (Ha MpuMepe OJJHOTO U3 THUIIOB).

31.  JlokanbHble HOpPMATHBHbIE AKThI IO JIEJIONPOU3BOACTBY 00pa30BaTENbHOM
OpraHu3aIuHg.

32. WHcTpykuus 1o Aenonpou3BoAcTBy. Llens coznanus, 3aqauu, TpeOGoBaHUs K
COCTaBJICHUIO, O()OPMIICHUIO M BBEJICHHIO B JICHCTBUE

33. Howmenknarypa aen. Llens m 3agaum co3maHusi, TpeOOBaHMS K COCTaBJICHUIO,
0(hOPMIICHUIO U BBEJICHUIO B JICUCTBHE.

34. VHUUYTOXKEHHE  JOKYMEHTOB  oOpa3oBaTenbHOM  opranmsamuu. Ilopsmok

BBIACIICHHA A€ K YHUYTOXCHUILO. I[OKYMGHTI/IpOBaHI/IC npoucaypbl YHUYTOXKCHUA JOKYMCHTOB.

TecTsl 1151 caMONIPOBEPKH
Tect 1

IIpoaomxure gppasy: «Opranuzanus 1eJJONPOU3BOACTBA B 00pa30BaTeIbHOM yUpeKIeHUH
HEMOCPEe/JACTBEHHO PerjiaMeHTHPYeTCs. ..»
d. HOpPMaTHBHO-IIPaBOBBIMU aKTaMH (eiepaIbHON 3aKOHOIaTEIbHOM BIACTH;
b. HOpMaTHBHO-TIPABOBBIMHU aKTaMH (eiepabHON UCIIOTHUTEIHLHOMN BIACTH;
C. HOPMaTHBHO-IIPABOBBIMH aKTaMH 3aKOHOJIATEJILHOM U UCIIOJIHUTENBHOMN BIaCTU
cyobekToB PD u ux TeppuTopranbHbIX 00pa30oBaHUi;
d. HOpPMAaTHBHBIMH JIOKaJIbHBIMU aKTaMH 00pa30BaTEIbHON OpraHU3allHu.
Omnpenesnre, K KAKOMY YPOBHI0O HOPMATHBHOW 0a3bl OTHOCHUTCSl CJEAYIOIIUA JOKYMEHT:
Ilpukaz Pocapxuea om 11.04.2018 N 44 "06 ymeepycoenuu Ilpumepnoii uncmpykuuu no
0e10npou3800Ccmay 6 20Cy0apCcmeeHHbIX Opeanu3ayuax""?
d. HOpPMaTHBHO-IIPABOBbIE aKTHI (heJiepaIbHON 3aKOHOaTEIbHON BIACTH;
b. HOpMaTHBHO-IIPABOBBIC AKThl U HOPMATHBHO-METOINYCCKUE JJOKYMEHTBI
beneparbHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIE AKThI 3aKOHOAATEIHLHON U UCTIOTHUTEIHHOM BIACTH
cyobexToB P® 1 ux treppuropraibHbIX 00pa30BaHUL;
d. HOpMaTHBHBIC JJOKAJIBHBIC aKThl 00pA30BaTEIBHOIN OpraHU3aIINH.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHUTCH CJCAYIOIIMHA JTOKYMEHT
ITucomo Munucmepcmea oopazosanusn Poccuiickoii @eoepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux pexomenoayusax no pabome ¢ 0OKymeHmamu ¢ oouieodpa3zoeamenbHovix
yupescoeHuax»
d. HOpPMaTHBHO-IIPABOBbIE AKTHI (heJiepaIbHON 3aKOHO1aTEIbHON BIACTH;
b. HOpMaTHBHO-NIPaBOBBIC aKThl U HOPMATUBHO-METOAMYCCKHE JOKYMCHTBI
beneparbHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIE AKThI 3aKOHOAATEIHHON U UCTIOTHUTEIHHOM BIACTH
cyOobekToB PD 1 uX TeppUTOpHATBHBIX 00pa30BaHUIA;



d. HOpMaTHBHBIC JJOKAJIbHBIC aKThl 00PA30BATEIBHOIN OpraHU3aIINH.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOI 0a3bl OTHOCHUTCH CJEAYIOIIHA TOKYMEHT:
Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBBIE aKThI (heJepaabHON 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKTHl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTENBHOM BIIACTH;
C. HOpPMaTHBHO-IIPABOBBIE AKThl 3AKOHOAATEIbHON U UCIIOJIHUTEIbHON BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX 0O0Opa30BaHUIA;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aIINY.
Kakoe Bbicka3bIBaHue SIBJISETCH HEBEPHbIM?
a. PexBM3WT «HaMMEHOBaHHME BHUAA JOKYMEHTa» SBISIETCS JOKYMEHTOOOPA3yIOIUM
MPU3HAKOM, MO3BOJIIOIIMM TOJYyYUTh HayallbHOE, camMoe OOIlee MpeICTaBICHUE O
JIOKYMEHTE, €ro IpaBoOBOW 3HAYUMOCTHU
b. IIpumenenre 'OCT P 7.0.97-2016 siBisieTcst 00s3aTENbHBIM U1 BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIPEKICHUH, TPEANPUATHN JTIOOBIX OPraHU3AIMOHHO-TIPABOBEIX (hOpM
c. ®opMyIsap NOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIUMOCTBIO CTPYKTYPUPOBATH
nHPOPMAIIHIO, CIETaTh €€ SPrOHOMUYHOM, HO U HEOOXOAMMOCTBHIO MPHUIATh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(popMaIiio opuinaibHou
d. Kaxk1plii peKBU3HT KaK IIEPBUYHBII CTPYKTYPHBIN AJIEMEHT JOKYMEHTA B TOM WJIM HHOM
CTETEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAITHIO

Kakoe Bbicka3piBanue siBiasercss HEBEPHBIM?

a. [lata u peructpallOHHBIA HOMEP AJOKYMEHTa 0(h)OPMIISIOTCS HE Ha BCEeX OJlaHKax

b. PexBusuthl «/lata mokyMeHTa» U «PerucTpannoOHHBIA HOMEP JOKYMEHTA» SIBISIOTCS
JAaHHBIMU O PETUCTPAllMU JOKYMEHTa W TIO3TOMY SIBJISIFOTCSL  JIOKa3aTeIbCTBOM
CYLIECTBOBAHMSI JOKYMEHTA U BKIIOYEHHEM €TI0 B JOKYMEHTAIbHbIN (DOH]I OpraHU3aIiu

C. PexBusutbl «Jlata pokyMeHTay u «PerucTtpauvOHHBIA HOMEpP JOKYMEHTa»
o(opMIISIOTCS HAa OJHOM YPOBHE IO OTHOIIEHUIO JIPYT K APYTy

d. O6a pexBusuta — «Jlata goKyMeHTa» M «PerucTpalOHHBIH HOMEp JOKYMEHTa» —
BBITIONHSIOT IOPUANYECKYIO (DYHKIIMIO, & TAK)KE BBIMOIHSIOT MOUCKOBYIO (DYHKIIUIO, TaK
KaK MO3BOJISIIOT OpraHU3allK BECTH MH(OPMALIMOHHO-CIIPABOYHYIO paboTy

Kakoe onpeaejieHue COOTBETCTBYET CTAHAAPTU3UPOBAHHOMY onpeneeHuIo
OPraHM3alMOHHO-PACIIOPAINTEIbHOIO JOKYMEHTA:
a. JlokymeHT, obecrnieunBaronuii (yHKIMOHUPOBAHUE W B3aMMOCBSI3b YIPABISIONICH U
YIPABISIEMOM CUCTEM HA BCEX YPOBHSIX.
b. Bua nmuchMeHHOTO JOKYMEHTa, B KOTOPOM (PUKCHPYIOT PElICHHE aMUHUCTPATHBHBIX
U OpraHU3allMOHHBIX BONPOCOB, a TakKK€ BONPOCOB YIPABIEHUSA, B3aUMOJECUCTBUS,
obOecrieueHrsT W PETYJIUPOBAHMS JICATEILHOCTH OPraHOB BJIACTH, YUPEKICHHM,
NpeAnpUsITHI, OpraHU3auid, UX MOAPA3ACICHUN U TOTKHOCTHBIX JIUII.
C. JIOKyMeHT, CO3/1aHHBIM IOPUAWYECKUM WU (U3HUECKUM JIUIOM, O()OPMIIEHHBIH U
YIOCTOBEPEHHBIN B YCTAHOBIIEHHOM HOPSJIKE.
d. OpunmaabHBII JOKYMEHT, HCIIOJIB3YEMBI B TEKYIIEH IeATEILHOCTH OpraHU3allnu.

KakuMm opranu3aiuoHHbIM JJOKYMEHTAM COOTBETCTBYET CJeAYIOIIAs XapaKTePUCTUKA:
JTO OpraHM3alUuOHHO-NIPABOBbIE AKTHI, ONpeNe/solue NOPSIA0K 00pa3oBaHus, NPaBa u
00513aHHOCTH, OPTraHU3ALMI0 PA0OThI KAK B OPraHU3AIUM B 1€JIOM, TAK U B €€ CTPYKTYPHBIX
nojapasaejieHusaX. B 3THX 10KyMeHTaX Takke MOTYT ObITh OTPA’KeHbI PABa U 00SI3aHHOCTH
OTAEJBHBIX JAOJKHOCTHBIX JIMI, ONPeIeJATHLCS OCHOBHbIE OPraHU3alMOHHBbIE BOINPOCHI
NMPOBeJIeHUs1 PA3JIMYHbIX MEpPONPHUATHH B OpraHu3anum (KOHKYPCOB, CE€MHHAaPOB,
(pecTuBaseil, BLICTABOK).
d. ImpaBuia
b. monmoxenus



C. HHCTPYKIIH
d. ycraBsl

Kakomy opranu3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeYIOIIAsi XapaKTepPHUCTHKA:
ITO0 JOKAJBHBbII HOPMATHUBHBIN AKT OPraHU3alUM, PerJIaMeHTUPYIOUINH B COOTBETCTBUM €
TpynosbiM KoekcoM 1 HHBIMU (peiepajibHbIMH 3aKOHAMU NOPSIIOK MPHeMa U YBOJIbHEHUsI
Pa0OTHMKOB, OCHOBHBbIE MPaBa, OOS3aHHOCTH H OTBETCTBEHHOCTh CTOPOH TPYA0BOI0
JA0TOBOpPa, Ppe:KuM PpadoTbl, BpeMsi OTAbIXa, NpPUMEHsieMble K Pa0OTHHUKAM Mepbl
MOOIIPEHHS U B3bICKAHMS, 2 TAKKE HHbIE BONIPOCHI PeryJIHPOBAHUS TPYAOBBIX OTHOIIECHH
Y IaHHOT0 padoToaaTeJis.
a. UHCTPYKILUA UHCIIEKTOPA 110 TPYLY

b. mpaBuiIa BHYTpPEHHETO TPYAOBOrO PACIOPsIKa

C. IIOJIOKEHHE O prI[OBLIX OTHOUIICHUSAX B OpFaHI/ISaL{I/II/I

d. TpymoBoii 1oroBop

Kakomy ynpasiieHUecKOMY TOKYMEHTY COOTBETCTBYeT CJIeyIolasi XapaKTepUCTHKA:
ITO0 BU/I NMCbMEHHOT0 IOKYMEHTA, B KOTOPOM (PUKCUPYIOT pelieHus aIMUMHIUCTPATHBHBIX
U OpPraHM3alMOHHBIX BOINPOCOB, a TAaK:Ke BOINPOCOB YIpPAaBJieHHs, B3aUMO/elCTBUS,
o0ecnieyeHUs1 W PeryjMpoOBaHHUs JeATEJbHOCTH OPraHOB BJIACTH, Y4YpPekKIAeHMI,
NpeAnpPUATHIl, OPraHu3alMi, UX MOAPA3eJeHUI U J0KHOCTHBIX JIUIL.
a. (hMHAHCOBO-OyXTaITEPCKHIA

b. kaxpoBbIii

C. OPraHU3alMOHHO-PACTIOPSAUTEIHHBIN

d. mIaHOBO-OTYETHBIH

Kakomy 10KyMEHTY COOTBETCTBYET CJICAYIOIIAs XapaKTepHCTHKA:
JTO0 MNpaBoOBOH AaKT, YCTAHABJIUBAIIIMNA TEXHOJIOTHI0 CO3JAHHSl MJIH MOJYYeHHS
JOKYMEHTOB, HX 00pa00TKH, XpaHEHHS M HUCII0Jb30BAHUSA B 1eATEIbHOCTH OPraHU3ALHH.
d. TOJDKHOCTHAsI MHCTPYKIIHS
b. I0MKHOCTHOM perinamMeHT
C. mojoxkeHue o ciyxoe JI0Y
d. MHCTPYKLUS 110 JCIONPOU3BOICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAasi XapaKTepucTHuKa:
dmom 0oKymenm ycmanagaugaem 01 padoOmMHUKA KOHKpemHsle mpyooevie (001)4cHOCmHble,
QynKyuonanvnvie) 00a3aHHOCIMU U NPABA 8 COOMEEMCMEUN C 3AHUMAEMOU O0IHCHOCHIBIO,
3aKpenyiiem €20 OpPZAHU3AUUOHHO-NPABOGOE NOJIOMNCEHUE 6 CHmPYKmype yupercoeHus,
AB/IAEMCA NPABOGOU OCHOBOUL O/ NPOBEOCHUA AMMECMAUUU PAOOMHUKA, ONPEOeIeHUA €20
OMEEemMCMmEEeHHOCIU U 63AUMOOMHOUIEHUS C OPY2UMU PAOOMHUKAMU U NOOPA30eNeHUAMU,
no360.11em 00bEKMUGHO OUEHUBAMb PAOOMY COMPYOHUKA OP2AHU3AUUU.
a. MHCTPYKIIHS IO JISJIONPOU3BOJICTBY
b. monoxxenue o cnyxoe JJOY
C. TOJPKHOCTHOM PErjaMeHT
d. MoMKHOCTHASI UHCTPYKIIHS
Kakue rpynmnsbl IOKyMeHTOB, ¢ TOYKH 3PEHNsI OPraHU3AIHM JOCTYNA K HUM, BCTPEYaI0TCs B
o0pa3oBaTe/ibHOI OpraHu3annu?
a. 0oOIIea0CTyITHEIE,
b. xoHpumeHIMATHHBIE
C. CCKpCTHBIC
d. Bce rpymnmbl BO3MOXHBI

Tect 2



B 3TOT DOKyMEHT 3aKpemJisieT NPUHATHIE BHYTPH OPraHU3alUH TNpaBujiIa padoTsl C
JIOKYMEHTAMM Ha BCeX Tanax padorsl ¢ HumMu. HazoBuTe 3TOT 10KYyMEHT.

a. YcraB 00pa3oBaTenbHOI OpraHu3auy,

b. Onank opraHu3anuu,

C. UMHCTPYKIIHS IO JICJIONPOU3BOJICTBY,

d. HOMeHKJaTypa Jel.
C noMompbI0 JITOr0 JA0OKYMEHTa B 00pa30BaTeJIbHOW OPraHM3alHH OCYIIECTBJISETCS
cHUCTeMAaTH3amusi AO0KYMEHTOB, IPYNNHPOBKA JOKYMEHTOB B [eja, Y4YeT JOKYMEHTOB
BpPeMEHHBIX CPOKOB XpaHEHHs, 0TOOpP W Tepegada JOKYMEHTOB HAa apXHBHOe XpaHeHUe,
pellieHHe O BbI/IeJIEHUH JeJ1 K YHHUYTOKeHn10. HazoBUTE 3TOT JOKYMEHT.

a. YcraB 00pa3oBaTeNbHOI OpraHu3anuy,

b. Onank opraHu3anuu,

C. HMHCTPYKIIHSA 1O JICIONPOU3BOJICTBY,

d. HOMeHKJaTypa Jel.

B kakoii 4yacTH pacnopsiAMTENbHOI0 [OKYMEHTa He00X0JAMMO IOMEIIATh IepevYeHb
AOKYMEHTOB, YTPATHBIIUX CHJIY WM TOAJEKANMX H3MEHEHHI0 B CBSI3M C H3JaHHEM
JAHHOIO aKTa?
a. B JIIOOOM IMYHKTE PaCHOPSIUTEIIbHON YacTH
b. B epBBIX MyHKTaX paclopsAAUTEILHON YacTH
C. B KOHCTaTUPYIOIEH 4acTH
d. B KOHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJLHOr0 JOKYMEHTa yKa3biBaeTcsl MH(OpMANHUsS 0 TOM, KTO
OCYILeCTBJISIeT KOHTPOJIb €ro UCIOJHeHHus ?
a. B IEPBOM IIYHKTE PacloOpsIUTEIbHON YacTH
b. opopmisieTcst oTENIBHO CTPOKOH MOCIE BCeX MyHKTOB
C. B IIOCJIEHEM ITYHKTE PaclopsiANTEIbHON YacTu
d. B KOHCTaTHPYIOLICH YacTH

Kakue pacnopsiure/ibHbIe JTOKYMEHTHI W3/IAIOTCSI 1O ONEPATHBHBLIM BONMpOCaM W JUISI
OpPraHU3aIUU UCIOJTHEHHsI IPYTUX PACHOPSATUTEIbHBIX T0KYMEHTOB:
a. pacropsnKeHUsI
b. perrenus
C. TIOCTAHOBIICHUSI
d. mpukasbr
Kakue pacnopsizuteibHblie 10kKyMeHToI HE oTHOCATCH K A0KyMeHTaM, M31aBaeMbIM Ha
OCHOBE eTHHOHAYAUS?
a. TIPUKAa3bI
b. pactiopsixeHus
C. peleHusl
d. ykazanus

N3 xakux 4yacTeil COCTOUT TEKCT PACHOPSIAUTEILHOI0 IOKYMEHTA:
a. aHAIMTUYECKAas YacTh/ 0000IIIaoIas 4acThb
b. pazbsicHuTeNbHAS YAaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIasi 4aCTh/ PACMIOPSIUTENbHAS YacTh
d. BBOHAs 4acTh/ OCHOBHAS 4acTh/ 3aKIIOUYUTENbHAS YaCTh

Kakune nmcbma MOANUCHIBAKOTCA JIBYMA JIHLHAMHU — PYKOBOAMTEJIEM OpraHu3anvm H
IJIABHBIM OyXrajarepom:
a. TapaHTUHHbBIE TUChbMA
b. COIMPOBOAUTCIILHBIC TMCbMa



C. MHChMa-3alIPOChI
d. pekiaMHbIe THChMa

Kakum noxkymeHTOM He00X0auM0 0(popMUTH BO U30e:kaHUe HapyumieHusi Hopm TpyaoBoro
KO/JeKCa MUCbMEHHOe HAIOMUHAHUE 0 HEOOXOAUMOCTH SIBUTHCH JIJIsl MOJYUYeHUsl TPYA0BOii
KHHUKKHM YBOJIEHHOMY Pa00OTHUKY, He NOJy4UBIIEMY ee:
d. 3aKa3HOC MMCHbMO
b. pakcorpamma
C. SMS-coobmieHme
d. aJ1eKTpOHHOE COOOIIeHUE

Kakoii 10KyMeHT NOANUChIBAETCS PYKOBOIUTE]EM CTPYKTYPHOI'O MOAPAa3IeeHusl:
a. crpaBKa
b. mpukas
C. aKT
d. cyxebHas 3amucka

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

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

ouenm xagheopvt npasa Iloonuco /
U.B. Illlenens

25.09.2013
a. IOKJIaHas 3alluCcKa
b. mosicauTensHas 3anucka
C. 00BICHHUTEIbHAS 3AIIMCKa
d. cmyxeOHas 3amucka

K10 opopmiisieT yueTHbIE JTUYHbIE KAPTOYKH:
a. pabOTHUK
b. pykoBOAHTETH CTPYKTYPHOTO MOPa3ICICHUS
C. 3aMECTUTEb PYKOBOAUTENSI OPraHU3aIUH
d. pabGoTHHK 1O Kagpam

Kakoii 1o0KkyMeHT SIBJISIETCSI OCHOBHBIM JOKYMEHTOM O TPYAOBO /1eSITeIbHOCTH U O
TPYAOBOM CTaKe pa0OTHHKA:

d. y4CTHas JThu4YHas KapTodKa
b. meHcHoOHHOE yIO0CTOBEpEHNE
C. CTpaxoBOE CBUJCTCIILCTBO I'OCYIaPCTBCHHOIO ICHCHOHHOI'O CTPaXOBaHM
d. TpynoBast KHMKKa

Kakue BBl JMCHUIIVIMHAPHBIX B3bICKAHMI BIIMCHIBAIOTCH B TPYA0BYI0 KHHKKY:
a. YBOJIbHCHHE
b. Bce BHIBI TMCIMIUITMHAPHBIX B3bICKAHHI BIMCHIBAIOTCS B TPYJIOBYIO KHHKKY
C. CTPOTHI1 BBITOBOP
d. B3bICKaHHS B TPYIOBYIO KHIDKKY HE 3aITHCBIBAIOTCS

Ha xakume BHABI Noapa3aejsitoTcsi 0JJaHKH JOKYMEHTOB IO PACIHOJIOKEHUI0 PeKBH3MTOB
corsacHo I'OCT P 7.0.97-20167
d. YIJIOBBIC U IIPOAOJIBHBIC



b. o6muit Oank, 6JaHK MUChMa, OJIAHK KOHKPETHOTO BUA JOKYMEHTA
C. OJaHK OpraHM3alyu, OJIAHK CTPYKTYPHOTO MOJIpa3/ieiCHUs] OpraHUu3alyy, OJaHK
JIOJKHOCTHOT'O JINLIA
d. enTpupoBaHHbIe U (PIaroBbIe.
JI1sl KaKuX BU0B JOKYMEHTOB HCHOJIb3YIOT 001Iuii 01aHK?
BriGepute oquH OTBET:
a. MOOBIX BUAOB JOKYMEHTOB, KpOME MpHKa3a
b. m00BIX BUIOB JOKYMEHTOB
C. TOJBKO JJId IMCbMa
d. mo06BIX BHIOB JOKYMEHTOB, KPOME ITUChMa
Ha xakue THNIBI OAPA3/IENAIOTCH JOKYMEHTHI 10 MPOUCX0KIEHUIO:
a. obmeocTymnHbie/ KOHGUIESHITMATbHBIE/ CEKPETHBIC
b. nuunbIe/ opULIMATBHEIC
C. BXOJIAIINE/UCXOISIINE/ BHYTPEHHHE
d. uHaMBHAYyaTbHBIC/ TpadapeTHBIC/ THIIOBBIE.

K kakoii cucreme 1okyMeHTauuu oTHOcuTCs JlImunas kaprouka T-2?
a. (uHAHCOBO-OYyXranTepcKoii,
b. moxymeHTam 10 JTMYHOMY COCTaBY,
C. OpraHu3alMOHHO-IIPaBOBOM,
d. pacrnopsauTeabHON TOKyMEHTAIINH.



OueHouHbIE CpeACTBA AJs MPOBeJeHHUs MPOMEKYTOUYHON aTTecTAlNU

[puiaoxenue2

CTpyKTypHBIN IIEMEHT

[Inanupyemsle pe3ynpTaThl 00y4eHUs
KOMIIETEHLIUN

OrneHOYHBIE CpeICTBa 00yIeHUS

OIIK-1 Cnoco0eH ocymecTBJIATh U ONITUMU3HPOBATH NPO(eCCHOHAIBHYIO 1eSITeJIbHOCTh B COOTBETCTBMH C HOPMATUBHBIMHU MPABOBBIMU
akTtamu B cepe 00pa3oBaHusA 1 HOPMAMHM NPOGeCcCHOHATBHON ITUKHU

OIIK-1.1 AHaJIM3UpPYeT U UCI0JIb3yeT HOPMATHBHbIE
NPaBoOBbIe IOKYMEHTbI, perjiaMeHTHPYIole TPeOoBaHuS K
npodeccuoHaIBLHOM 1eATeJbHOCTH

Jlomainee 3aganue 1

[ToBTOpUTH HPUHIMIBI OpraHU3allMd  HOPMATHUBHO-IIPABOBOM  0a3bl
oOpa3zoBarenbHO nesiTenbHOCTH B Poccuiickoi denepanuu.

[Tonw3ysce uHPOpMaLMOHHO-TIpaBOBbIM THopTaioM Koucynsrantllnroc
(http://www.consultant.ru/) uneHTUGHUIMPOBATE HOPMATHBHYIO Cpedy JUIs
o0pa3oBaTeNbHON OpraHU3aluy OJJHOTO U3 TUIOB (10 BbIOOpY cTyneHTa). CIucoK
JCHCTBYIOIIMX TIPAaBOBBIX AKTOB M HOPMATHBHO-METOJUYECKUX JTOKYMEHTOB
JIOJKEH OTpaXkaTh YPOBHEBYIO OpraHU3allMI0 HOPMATUBHOM CPEIbl.

Pexomenoayuu:.

1. U3yuutp crarbio 23 «Tumsl o00pa3oBaTelIbHBIX OpraHU3aLUil»
®denepanbHOTO 3aK0HA OT 29.12.2012 N 273-®3 (B aeiicTByromieit penakiuun) "0O6
obpaszosanuu 6 Poccuiickoti @edepayuu”. BeiOpath oaun u3 tunos. CoriaacoBarb
BBIOOp C TperoaBaTesieM (TUIBI He JOJKHBI TOBTOPSTHCS).

2. N3yuuts tpedoBanus @3 «O06 obpazosanuuy, Kacarolrecs BCEX BUOB
JeSITeTPHOCTH 00pa30BaTeNbHON OpraHW3aluy BBHIOpaHHOTO THMa. OmnpenenuThb
COCTaB JIOKYMEHTOB, PErJaMEHTUPYIOIUX €€ JeSTeNbHOCTh, MPEACTaBUB €ro B
BH/JIE NEPAPXHUUYECKOTO CIIUCKA UCTOYHHUKOB 4-X YPOBHEH:

1) mpaBoBbIe aKThl, U3aBaeMble BBICIIMMHU IOCY1apCTBEHHBIMU OpraHaMu
(benepaTbHON 3aKOHOMATENFHOW BIIACTH ¥ BBICHIMMH OpraHAMHU YIPaBJICHUS
(Konctutynus, kopaekcel, (enepaibHble KOHCTUTYHHMOHHBIE 3akoHBI (DK3),
tdbenepanbabie 3akonbl (D3), moctanoBnenus [IpaButenscTBa, ykassl [Ipe3uaenTa
PD);

2) TpaBOBBIE  aKTBl, W3/aBaeMble  (enepaJbHBIMH  OpraHaMu
UCTIOJHUTENBHOM BJIACTU: MMHHUCTEPCTBAMHU, KOMHUTETaMH, BEJOMCTBAMHM KakK
00IIe0TpacIeBoro, Tak M BEJOMCTBEHHOTO XapakTepa (IpHUKa3bl MHUHHUCTEPCTB,




BEJOMCTBEHHBIX KOMHUTETOB, CIYyXO0, areHTCTB, OHOpPO M JAp.; WHCTPYKTHBHbBIE
IIMCbMA, TUIIOBBIE IOJIOKEHHUS, TUIIOBBIE U TEXHUUYECKHUE PETJIAMEHTHI, TUIIOBBIE
UHCTPYKIIMK M JIp., OOLIEPOCCUICKUE U BEIOMCTBEHHBIE KJIACCU(PHKATOPBI,
I'OCTsl, nepeyHH TUIIOBBIX JOKYMEHTOB U Jp.);

3) 1mpaBOBblE aKTbl, H3JaBacMble OpraHaMHM 3aKOHOJATEIbHOM U
WCTIOJHUTENIBHOW BIAacTH CyOBekTOB PD M MX TeppUTOpUANBHBIX 00pa30BaHUIMA
(3aKOHBI TIOCTAHOBJICHMsI IIpPAaBUTENbCTBA CYOBeKkTOB P®d, pacnopsokeHus u
[IOCTAHOBJIEHMSI IJ1aB aIMUHUCTPALUH, pa3IM4YHbIC I03aKOHHBIE aKThl);

4)noKanbHBIE AKTbI, IPABOBBIE AKTHl HOPMATHMBHOI'O U HHCTPYKTUBHOIO
XapakTepa, a TaKKe€ METOJUYECKHE JOKYMEHTbl IO JOKYMEHTAIlMOHHOMY
o0eCreyeHn0  yIpaBleHUs, U34aBaeMble PYKOBOACTBOM 00Opa30BaTelIbHON
opranusanuu (ycraB, IIOJIOKEHHUS, HHCTPYKLUMH, B TOM YHUCIE HUHCTPYKLIUU
(mpaBuia) Mo AEJIOMPOU3BOJICTBY OpraHU3aIuH, Tabenu yHU(PUIIMPOBAHHBIX (HOPM,
IIbOOMBI OJIAHKOB, MTOJIOKEHHSI O ISTIONPOM3BOJICTBE, O paboTe C MepCOHANTBHBIMU
JAHHBIMU U IPOYME OPraHU3aLMOHHO-TIPABOBBIE JTOKAIbHbIE aKThI).

3. Bce  mepeuncnsemble  JIOKYMEHTBl  JIOJDKHBI  COJEpP’KaTh
UACHTUDUIMPYIOLTNE X PEKBU3UTHI (HAUMEHOBAHUE JOKYMEHTa, JlaTa U3/1aHus,
KEM YTBEPKIEH, J]aTa MOCJIeHEN peaaKIium)

KonTtpoabnas padora

B kauecTBe KOHTpPOJIBHOM pPAa0OOTHI CTyAEHTAM IMPEAaraeTcsi COCTaBUTH
pedepar 1 BBICTYIUTH C JOKIAJ0M 110 TEME:

«JloKyMEHTUPOBAaHHUE JAESITEIBbHOCTH O0Opa30BaTEIbHOTO  YUPEXKJEHUS
(ykazaTb BBIOpaHHBIN THIT)». THIIBI 00pa30BaTENbHBIX YUPEXKAECHUN HE JOIKHBI
MOBTOPSATHCS B TPYIIIIE (3aIIUCATHCS Y CTAPOCTHI).

Ilepeuenp THIIOB 00pa3oBaTEIbHBIX YupexaeHui cM. o cr.23 d3 «O6
obpazoBanuu B PDy.

TpeboBanus k pedepary
JIoKyMeHTHpOBaHUeE /1esITeJIbHOCTH 00Pa30BaTeILHOI0 YUpeKIeHUs

Coneprkanue TOJDKHO JEMOHCTPUPOBATH CIISAYIONINE 3HAHUS U YMCHUS
CTYJICHTOB:




3Hanue:

- cneyuguueckux uepm OOKYMEHMUPOBanus oesamenbHocmu 00pa30BaTEILHOTO
YUPEKICHUS;

- MUN0B020 COCMABA cucmem OOKYMEHMAyuu, Qopmupyroumux 0OKyMeHmaibHull
Gono obpazosamenvbHO20 YupetcOeHUs,

- Cnocob6oé u cpeocme OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce
O0esimenbHOCU 00PA308AMENLHO20 YUPEHCOCHUS,

- HOpMAamMuHO-NPABOBLIX AKMOS, pPelaMeHMUpPYyoWux O0esameibHoCms U ee
OOKYMEHMUPOBAHUE 8 00PAZ0BAMENLHBIX YUPENCOCHUSX (N0 MUNAM,).

Ymenue

- COCMasums HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUL OesmelbHOCU
KOHKPEmMHOU 0p2aHUu3ayuu;

- ONUPAsACh HA HOPMAMUBHO-NPABOBOL AKM, ONpedeNiamb COCmas HeoOX0OUMbIX
OOKYMEHMO8.

Pedepar na 10-15 crpanmm, vepe3 1,5 unrtepBana, 14 mpudrom. O0s3aTeIbHBI
TUTYJABHBIA  JIUCT, OIJIaBIIEHUE, CHHCOK JINTEPaTypbl U  HCTOYHUKOB,
BHYTPUTCKCTOBBIC CCBIJIKH. Bo3MokHEBI IIPHUIIOKCHUA. KOHTpOJ'II)HaH
WHIUBUAYaIbHAs paboTa BBIOIHAETCS B OyMaXHOM U 3JIEKTPOHHOM BUJIE

35. XapakrtepucTuka  THNa  OOpa3oBaTENbHOIO  YUPEXIEHUS.
(OKenmarenbHO TpUBIEYEHWE CTATUCTHUYECKUX MHAHHBIX O TOM,
ckoibko B Poccun/ permone/o6siact/ ropojie 3aperucTpUpOBaHO
MO0JI00HBIX OpraHU3aluil).

36. O0mas XxapakTepuCcTUKa yIpaBJIeHUs B JaHHOM 00pa30BaTEIbHOM

YUpEXKJICHUU.

37. OCHOBHOl ~ cocTaB ~ HOPMAaTHUBHO-TIPABOBBIX  JTIOKYMEHTOB,
peraaMeHTUPYIOIINUX JeSITeNIbHOCTD 00pa3oBaTeIbHOTO
YUPEXKIEHUS.

38. Ilopsnok XxpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEIKICHHH.
39. Criucok IuTeparypbl 1 HCTOYHUKOB.




Tect 1

1. Omnpeaenure, K KAaKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS
ciaenyomuii noxkyment: Ilpuxaz Pocapxuea om 11.04.2018 N 44 "O06
ymeepycoenuu  Ilpumepnoit  uncmpykyuu no  0e10npou3’6oocmey 6
20Cy0apcmeeHHbIX opzanuzayuax'"?
a. HOPMAaTHBHO-TIPABOBBIC aKThI (peJiepabHOM 3aKOHOJATETILHON BIIACTH;
b. HOpMaTHBHO-TIPABOBBIC AKTHI U HOPMATHBHO-METOIUUECKHE
JOKYMEHTHI (heZiepalibHOM NCTIOJTHUTENBHOM BIACTH;
C. HOPMAaTHBHO-TIPABOBBIE AKThI 3aKOHO/IATEIHHON U UCTIOTHUTEIHHON
BJacTu cyObekToB P® 1 nx teppuropuaibHbIX 00pa3oBaHu;
d. HOpMaTHBHBIE JIOKAJILHBIE aKThl 00Pa30BaTEIbHON OPraHU3aIHH.
2. Omnpeneanre, K KaKOMY YPOBHIO HOPMATHBHOW 0a3bl OTHOCHTCS
ciaenyromuii 1okyMeHT Iucoemo Munucmepcmea oopazosanus Poccuiickoi
Deoepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux peKkomeHoauuax
no pabome ¢ 0OKymeHmamu 6 00u eo0paz06amebHbvlX YupeHcOeHUAX»
a. HOpPMaTHBHO-IIPABOBBIE aKThI (heJiepaaIbHON 3aKOHOAATEIbLHON BIIACTH;
b. HOpMaTHBHO-TIPABOBBIEC AKTHl 1 HOPMATHBHO-METOTUUECKHE
JIOKYMEHTHI (PeiepanbHON UCTIONHUTEIBLHOM BIACTH,
C. HOPMATHUBHO-TIPABOBHIE aKThl 3aKOHOJATEIBHONU U UCIIOTHUTEIbHON
BJIaCTH cyOBbeKTOB P® 1 UX TeppUTOpHATIBHBIX 00pa30BaHMUIA;
d. HOpMaTHBHBIE JIOKAJTBHBIE aKThl 00PA30BaTEIBHON OPraHU3aIHH.
3. Omnpepenure, K KaKOMy YPOBHI) HOPMATHBHOW 0a3bl OTHOCHTCS
cjaeayomuil 1okyMeHT: Dedepanvhuiii 3akon «006 oopazosanuu ¢ Poccuiickoii
Deoepauuurn?
d. HOPMaTHBHO-TIPABOBHIE aKTHI (heJepaabHOM 3aKOHOAATEIHLHON BIACTH;
b. HOpMaTHBHO-IIPaBOBbIE aKThI U HOPMATHBHO-METOIUYECKHE
JOKYMEHTHI (hesiepambHOM UCTIOHUTENBHON BIACTH;
C. HOPMAaTUBHO-IIPABOBBIE AKThI 3aKOHO/IATEIHHON U UCTIOHUTEIbHON
BIAcTH cyOBbeKTOB PD 1 UX TeppUTOpHATBEHBIX 00Pa30BaHMIA;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aINH.
4. Kakoe Bpicka3piBanue sijsiercds HEBEPHbBIM?
a. Jlata u perucTpanMoHHbII HOMEp JOKYMeHTa 0(OpMIISIOTCS HE Ha BCEX




OnaHKax

b. PexBusutbl «Jlata mokymeHTay u «PerucrpanyoHHBIA HOMEp
JOKYMEHTa» SBJIAIOTCS JAHHBIMA O PETUCTPALMHM JOKYMEHTa W IO3TOMY
ABJISIOTCS JI0KA3aTEIbCTBOM CYILIECTBOBAHUS JIOKYMEHTAa M BKIIIOYEHHEM
€ro B JJOKYMEHTaJIbHbIN (HOH OpraHu3anuu

C. PexBusurel «/lata pokymeHTta» u «PerucrpalMoHHBI HOMED
JOKYMEHTa» 0(hOpMIISIFOTCS Ha OZJHOM YPOBHE 110 OTHOILEHUIO JAPYT K APYTY
d. Oba pekBusuta — «Jlata nokymeHTa» u «PerucTpalnvoHHBIA HOMEp
JIOKYMEHTa» — BBIIIOJHSIOT IOPUIUUECKYIO (DYHKIUIO, a TAKXKE BBIMOIHSAIOT
MOUCKOBYIO (DYHKIHIO, TaK KaK TMO3BOJSIOT OpTaHU3ali BECTU
MH(POPMALIMOHHO-CIIPABOYHYIO padoTy

5. Kakoe onpejejieHne COOTBETCTBYeT CTAHIAPTU3NPOBAHHOMY OMpe/ieIeHH 0
OpPraHu3alOHHO-PACTIOPS/IUTEIBLHOT0 JOKYMEHTA:

a. [lokymenr, oOecneuuBarominii (yHKIHOHUPOBAHUE U B3aUMOCBS3b
YIIPABJIIOLIEH U YIIPABIAEMON CUCTEM Ha BCEX YPOBHSX.

b. Bua HHCEMEHHOTO JOKYMEHTa, B KOTOPOM (HUKCHUPYIOT pElICHHE
aIMUHUCTPATUBHBIX U OPTaHU3ALMOHHBIX BONPOCOB, & TAKXKE BOIPOCOB
yIpaBJIeHUs,  B3aUMOJEHCTBHs, oOOECleYeHHs U  peryJupoBaHUs
JIeATEIILHOCTH OPTaHOB BIJIACTH, YUPEXKICHUM, IPEANPUATHI, OPraHU3aLUNI,
UX MOJpa3eIeHUN U JOKHOCTHBIX JIULL.

C. JloKyMeHT, CO3/aHHBIM IOPUAMYECKUM WU (PU3MUECKUM JIULIOM,
0(OPMIICHHBIH U yJOCTOBEPEHHBIH B YCTAHOBJICHHOM IMOPSIKE.

d. OduranbHbIi JOKYMEHT, MCIOIb3yeMbIi B TEKYIIEH JeATeIbHOCTH
OpraHu3aluu.

1. B 3T0T A0KyMeHT 3aKpeluisieT NPUHATHIC BHYTPH OPraHU3alliM NMpPaBHJa
patoThl ¢ JOKyMEHTaMH Ha BceX 3Tamax padorbl ¢ HuMH. HazoBute 3TOT
AOKYMEHT.

a. YcraB 00pa3oBaTelIbHON OpraHu3aluu,




b. Onank opraHuzaum,
C. HMHCTPYKIIHS 110 JACTONPOU3BOJICTBY,
d. HOMeHKaTypa Jei.
2. C mnomMombWw 3JTOr0 JAOKYyMeHTa B 00pa30oBaTeIbHOl OpraHu3aunuu
OCYLLECTBJISIETCS CHCTEMATH3AMA T0KYMEHTOB, IPYNIHUPOBKA J0KYMEHTOB B
Jejia, y4eT JOKYMEHTOB BPeMEHHbIX CPOKOB XpaHeHHs, OTOOp W mepegayda
AOKYMEHTOB Ha apXMBHOe XpaHeHHe, pelleHHe O BblIeJeHuH Jea K
YHUUTOKeHHI0. Ha30BUTE 3TOT JOKYMEHT.
a. YcraB 00pa3oBaTelIbHOIN OpraHu3alluu,
b. Omank opraHuszaruu,
C. HMHCTPYKIIHS 110 AETONPOU3BOICTBY,
d. HOMeHKIaTypa aei.
3. Kakue pacnopsiiuTe/ibHble JOKYMEHTbI W3JAaI0TCA IO ONEPATHBHBIM
BOMPOCAaM M JUIS OPraHU3alMM HCHOJHEHHS JPYTrHX PACHOPAIUTETbHBIX
AOKYMEHTOB:
d. paCIopsLKCHUA
b. pemenus
C. MOCTaHOBJICHUS
d. mpukassl
4. Kakue pacnopsimutrenbHble 10KyMeHTbI HE oTHocsiTcsi K J0KyMeHTaMm,
U3/1aBaeMbIM HA OCHOBE eIMHOHAYATUSA?
a. IIpUKa3bl
b. pacniopsoxenus
C. peuicHuA
d. ykazaHus
5. Ha xakue BUABI MOAPA3AEISIOTCS 0JIAHKH IOKYMEHTOB MO PACTOJI0KEHUIO
pexBu3nToB corjacuo 'OCT P 7.0.97-20167?
d. YIJIIOBBIC U IPOJOJIbHEIC
b. 0Omuit Oank, OJaHK MUChMa, OJIAHK KOHKPETHOTO BHJIa JIOKYMEHTA
C. OaHK OopraHmu3alnu, OJIaHK CTPYKTYPHOTO MOIpa3IeieHus
OpraHu3alyy, OJIaHK TOJKHOCTHOTO JTUIA
d. meHTpupoBaHHbIE U (DIAroBHIC.




BOHpOCLI K 3K3aMEHY

40.

41.

42.

43.
44,

45.
46.
47.
48.
49.
50.

51.

52.

53.

HopmaTtuBHas cpena o0pazoBaTenbHOM opranu3auuu B Poccuiickoit
®enepaunu. YPOBHU U HICTOUHUK (POPMUPOBAHUSI HOPMATUBHOM
cpensl uTsi 00pazoBaTebHON opranu3anuu B PO.

Ocnonble nonoxxkenus fokyMeHToB KOHECKO 06 o6pa3oBanum.
Crannmaptel  1poecCHOHATIBHON  JESATETbHOCTH B 00JacTu
o0pa3zoBaHwUsI.

[TonsiTue n o01Ias XapaKTEPUCTHKA 00pa30BaTEIbHON MTPOTPaAMMBI.
OpraHu3alnOHHO-TIPABOBbIE (POPMBI YUPEKACHUNH U OpraHu3alui
CUCTEMbI 00pa30BaHMUs.

3aKOHBl M CHUCT€MAa IIOJ3aKOHHBIX aKTOB, PETYJIHPYIOLIUX
YIIPaBJIEHYECKYIO ICATEIIEHOCTh B 00pa30BaTEIbHON OpraHU3aIHH.
3akoHoJaTenbHble aKThl M0 YensOMHCKON o6sacTu (WM HMHOTO
cyobekta P® mo BbeIOOpY cCTyneHTa), pErIaMEHTUPYIOLIUE
JESTENILHOCTD YUpexkaeHu 00pa3oBaTeNbHOM chephl.

VYcraB oOpa3oBaTenbHON OpraHu3aluy.

JlokanbHbIE aKThl 00pa30BaTENbHOM OpraHU3aLny.

[TonsiTHE nENMONPON3BOJACTBA U APXUBHOTIO JEa.

OcobeHHOCTH /1eT0NPOU3BOJICTBA B 00pa30BaTENIbHOM
OpraHu3aIuy.

3aKOHOJIATENILCTBO B OOJIACTH JIENIONPOU3BOJICTBA M APXHUBHOTO
nena. Pacnipenenenue oTBETCTBEHHOCTH 3a OpraHU3aIUI0 U BECHHE
JIeNIOTIPOU3BO/ICTBA B 00pa30BaTeNbHON OpraHu3anuu?
JlokyMeHTHupOBaHuE JeSITEIbHOCTH o0Opa3oBaTeNbHOI
opranuzaiuy. O0mas xapakTepucTUKa CUCTEM TOKYMEHTALIUH.
IOpuanueckast cuia ynpaBieHYeCKUX JOKYMEHTOB.

OIIK-1.2 IIpuMeHsieT HOpMATHUBHO-NIPABOBbIE AKTHI B
chepe odpazoBaHus ¢ yueTOM HOPM NpPodecCuOHAIbHOMI
ITHKH

JlomamHee 3aganue 2

1. N3yunth cratpro 30 «JIoKaJbHBIE HOPMATHBHBIE AKTHI, COAEPKAIINE HOPMBI,
peryaupymoomue o0pa3oBaTelbHble OTHOLIEHUs» DenepanbHOro 3akoHa OT




29.12.2012 N 273-®3 (B neiictByromeii pemakuuu) "OO oOpazoBaHuHM B
Poccuiickoit ®enepanun”

2. OTBETUTH Ha BOIPOCHIL:

K kakoil rpymnmne ynpaBleHYECKMX IOKYMEHTOB OyIyT OTHOCUTHCS JIOKAJIbHbIE
aKThl 00pa30BaTEIbHON OpraHu3aluu?

Kaxkwne AOKYMCHTBI JJIA O6pa3OBaTeHLHOI71 OpraHu3anmuu SABJIAIOTCA
yap e,Z[I/ITeJ'IBHBIMI/I?

3. CocraBbTe CIIMCOK JOKAIbHBIX aKTOB JJIA 06p830BaTCJ'IBHLIX Opl"aHI/ISaI_II/Iﬁ
BbI6paHHOI‘O THIIA.

4. Ilonw3ysce (a) Ilepeunem munosvix ynpagieHuecKux apxunvlx OOKYMeHmOs,
obpasyrowuxcs 6 npoyecce 0esimeIbHOCMU 20CYOAPCMBEHHBIX OP2AHO8, OP2AHO8
MECMmHO20 CaMOYNPAGIeHUs U OP2AHU3ayUll, ¢ YKA3aHUeM CPOKO8 UX XPAHEeHUs.,
ymeg. Ilpuxazom Pocapxusa om 20 oexabps 2019 o. Ne 236; (6) I[lepeunem
00KyMeHmog co cpokamu xpauenus Munucmepcmea npoceewenus CCCP,
0p2aHo8, yupexdcoenuti U op2aHuzayuu e2o cucmemsl, yme. Ilpuxazom
Munucmepcmsa npocsewenuss CCCP om 30 oexabps 1980 200a N 176; (B)
[Ipunoxennem 18 «lIpumepHas HOMeHKIaTypa Jen 0011eo0pa30BaTEIbHOIO
yupexaenus» K Ilucomy Munucmepcmea odpazosanus Poccuiickoii ®edepayuu
om 20.12.2000 . Ne 03-51/64 «O Memoouueckux pekomenoayusx no pabome c
OOKyMeHmamu 8 00ueodpaz08amenbHblX yupescoeHUusx», OMPEIeNUTh CPOKU
XpaHEeHHUs JJIs BCeX JTOKYMEHTOB U3 CIIUCKa, yKa3aB CTaThIO M MyHKT roj [lepeuns,

HarpuMmep:
Ne Tumnosoe Cpok Ne crateun Ilepeuenn
n/n HaVMEHOBAHUE XPaHECHUS

JJOKAJIBHOT'O aKTa




17 Y4eOHbIe TIaHBI U [TocTostHHO 603 [Tepeuenn
POTPaMMBbI KYpCOB 1980
MOBBILICHUS
KBaJTU (DUKAITAH
yUUTENEH,
BOCITHTATEJICH,
PabOTHHUKOB
BHEITKOJIbHBIX
YUpEKICHUH,
MIPOTPAMMBI TSI
camoo0pazoBaHus

18

Jlomaiunee 3aganue 3

1. Wsyuurs Ilpuxas Pocapxuea om 11.04.2018 N 44 "O6 ymeepowcoenuu
Ilpumepnoti  uncmpykyuu  no  0elonpou3Bo0Cmey 6  20Cy0apCmeEeHHbIX
opeanuzayusax" (3apeructpupoBaHo B Muntocte Poccun 17.08.2018 N 51922) B
cucreme KoncynperanTlInroc www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW_305137/

2. OTBeTHTH HA BOIIPOCHI U IPCACTABUTH UX B CBO6OZ[HOﬁ qaCcTHu Ta6.]'II/ILU:I.

Ne Bomnpoc OTtBer
ILm.

JToxymenT0o000pOoT MY BKITIFOYAET MOCIIEI0BATEILHOCTh
MepeMeNIeHU I JOKYMEHTOB, a TaKyKe ONepallnH,
COBEpIIIaeMbIe C IOKYMEHTAMHU B TIPOIIECCE UX CO3/IaHUS 1
mcrionHenusi. HazoBure 3tu onepanuu.

2 Ha xakye npuHIUIIBI ONMPAETCS OpraHU3aAIMs
IToKyMeHT000opoTa B MY?




w

Kaxk BenyT ydueT nokymentoobopora B MY?

Kaxkwue AOKYMCHTEI IIOIMaAar0T B COCTAB BXOAAIIUX U
MCXOJSIINX TOKYMEHTOB IOCY/1apCTBEHHON
OpraHu3aiumn?

Uto Takoe «MDJ1O»?

UTO BXOJUT B MOHATUE «KOPPECIOHICHLINS»
roCy/1apCTBEHHOW OpraHu3aluu?

Hy>HO JI1 IPOBOIUTH EPBUYHYIO 00pabOTKY
PIIEKTPOHHBIX IOKYMEHTOB?

[ IprikazaM 1 paciOpsKEHUSAM 10 OCHOBHOM A€ATEIbHOCTH
B rOCY/IapCTBEHHON OpraHU3allK IPUCBAUBAIOTCS
nopsiakoBbie Homepa? CinenyeT iu X perucTpupoBarh B
OTJENIbHO, B PAa3HBIX PErUCTPAMOHHBIX (popmax?

Kak oprann3oBarh JOKYMEHTOOOOPOT IPUCIaHHbBIX
OyMa’KHBIX JOKyMEHTOB, €CJIM B OPraHU3aLluH JIeHCTBYET
Co/1?

10

Kakue 10KyMeHTBI TOCYAapCTBEHHOW OPraHU3alMyd MOTYT
CO31aBaThCs, XPaHUTBCS u HCIIOJIB30BAThCS
VCKIIIOYMTENIBHO B 3JIEKTPOHHOM Buie? Kak yCTaHOBHTH
MepeyeHb 3TUX JIOKYMEHTOB?

11

['ie perucTpupyroTcss IPOTOKOJIBI 3aCElaHuH,
COBEIIaHUH, POBOJIMMBIX PYKOBOJICTBOM OpraHu3aiuu?

12

Kakue TpeboBaHUs PEIBABISAIOTCS K MaplIpyTam
ITBIDKEHUSI OPTaHU3AIMOHHO-PACTIOPS AU TEIIBHBIX
mokymeHToB B COJ1?

13

Uemy TOJDKHO COOTBETCTBOBATH MPOXOKICHUE
BHYTPEHHUX TJOKYMEHTOB Ha dTanax UX MOATOTOBKH H
0(QOopMIIEHHS, @ YEMY Ha JTare UCIOJIHEHUs?

14

(CKOJIBKO pa3 U I/Ie HY>KHO PETUCTPUPOBATh BXOSIINE
TOKYMEHTBI?

15

Kaxyro 3a1aqy cTaBUT pyKOBOIUTENH CIIy>k0b1 JIOY
rOCYJapCTBEHHOT'O YUPEXKJICHHsSI IPH OpraHU3aLuu
ITOKyMEeHT0000poTa?




16

CnenyeT JIM BCEraa COXpaHATb KOHBEPTHI I YIIAKOBKY
BXOJAIINUX I[OKYM€HTOB?

17 Kakue 1onoaHUTENbHbBIE TOTOKU HA0JI01al0TCS BHYTPU
[MOTOKA BXOJAIIEH JOKyMeHTaluu MY?

18 Korma Hy>KHO 3aperucTpupoBaTh UCXOISAIIUNA JOKYMEHT,
€cJIi OH OB MOJIHMCAaH B KOHLIE pa00Uero AHs WU B
Hepabouee BpeMs?

19 J171s1 KaKuX UCXOJSAIINX JOKYMEHTOB COCTABIISIOTCS
CONPOBOIUTENIbHBIE MUChMa?

20 KakoBa 11e1b npeaBapuTeIbHOIO PACCMOTPEHUS
[10JIy4aE€MBIX JOKYMEHTOB?

21 OTany nepBUYHON 00pabOTKH JOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO ornepanuil. HazoBure ux.

22 Kakne manubie BHOCATCS B COJ] 0 BXOAAIUX U
MCXOJSIIUX TOKYMEHTaX TOCYJapCTBEHHOM
OpraHu3aumn?

23 Uto nenath, €y Bl OMYYUIIM HECTAaHAAPTHOE IO BECY,
[pa3Mepy | T.II. TOYTOBOE OTITPABJICHUE?

24 Uto nenatb, €CIU BbI MOIYUUIIH IOYTOBOE OTIPABICHHE B
[OBPEXACHHON yIIaKOBKe?

25 CrnenyeT v AenaTh KOMHH UCXOSIINX JOKYMEHTOB?

26 KTO Takoli OTBETCTBEHHBIN UCIIOJIHUTEIb JOKyMEHTA?
KakoBbl ero o6s3anHocTu?

27 [lepen peructparueit HCXOASIIMUX TOKyMEeHTOB Ciyx6a
ITeTONTPON3BO/ICTBA MPOBEPSIET UX MPABHUIBHOCTL. Ha uT0
KOHKpPETHO oOpainaercsi BHUMaHue?

28 HazoBuTe cpeacTBa CBSI3U IS JOCTABKH M OTIIPABKH
MOKyMEeHTOB MY B OpraHu3aIluu ¥ OpraHbl BIACTH.

29 KTo pa3pabarbiBaeT MapuIpyThl JBHKEHUS

OpPTaHU3aAlIUOHHO-PACTIOPAANUTCIIBHBIX TOKYMCHTOB IJISA

COJ1 rocyiapCTBEHHON OpraHU3aIiN?




30 HazoBuTe 11e51b opranu3aiuu J0KyMeHTO000poTa B
rOCYJapCTBEHHON OpraHU3alMH.
31 Kak MOTyT perucTpupoBaThCsi BHYTPEHHHE JOKYMEHTHI?

Jlomainee 3aganue 6

[Ipoananu3upyiiTe HOMEHKIATYPY Aesl 00pa3oBaTeNbHOIN OpraHu3aluu
BBIOPAHHOTO THUIIA WK NPEJIOKEHHYIO ITpenoAaBaTeneM. OTBEThTE Ha BOIPOCHI.

1. Jlns gero npenHa3zHaue€Ha HOMEHKIIATYpa Jell B 00pa30oBaTeIbHOM
YUpEXKICHUU?

2. Kak pa3pabaTpiBaeTcs HOMEHKIATYpa Aesl 00pa30BaTeIbHOTO

yupexJieHus?

Cy1iecTByeT Jiv sl JAaHHOW OpraHu3aiuu Tunoas HOMEHKIATypa aein?

Kak onpenenuts popmy U CTPYKTYpy HOMEHKIATYPHI J1e7?

Kak ycTaHOBUTH CPOKM XpaHEHHUS JOKYMEHTOB?

Korna nomkHa 0OHOBIATHCSI HOMEHKIIATYypa J1eJ1 00pa30BaTEIbHOTO

yupexaeHus?

7. Kto cocraBnsier 1 ohopMIIsieT HOMEHKIATYpy Aen 00pa3oBaTebHOM
OpraHu3aIuu?

o0k

KonTtpoabnas padora

B kadecTBe KOHTPOJBHON pabOTHI CTyAEHTaM MpPEUIaraeTcsi COCTaBUTh
pedepar u BBICTYIHUTbH C JJOKJIAJJOM 10 TEME:

«JlokyMeHTHpOBaHUE JEATEIbHOCTH 00pa30BaTEIbHOIO  YUPEKACHUS
(yka3arb BBIOpaHHBIN THM)». TUIBI 00pa30BaTEIbHBIX YUPEIKICHUN HE TOJDKHBI
MOBTOPATHCS B IPYMIIE (3aIHCATHCS Y CTAPOCTHI).

[lepeuenb THIIOB 00pa30BaTENbHBIX YUpekaeHUI cM. 1o c¢T.23 O3 «O0
oOpa3oBanuu B POy.




TpeboBanus k pedepaty
JIOKyMeHTHPOBaHNe 1esITeJIbHOCTH 00Pa30BaTEIbHOI0 YUpesKIeHHs

ConeprkaHue TOJDKHO JEMOHCTPUPOBATH CIIEAYIONINE 3HAHUS U YMECHHS
CTYyJICHTOB:

3uanue:

- cneyuguueckux uyepm OOKYMEHMUPOBAHUS OesamelbHOoCmuy 00pa30BaTEIbHOTO
YUPESIKICHUS;

- MUN0Bo20 cocmasa cucmem OOKYMEHMAayuu, Gopmupyromux 0OKyMeHmMAa bHbllL
@ono 006pazoeamenbHO20 yupedcoeHus;

- ¢cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 8 npoyecce
0esamenbHOCIU 00PA308aMeNbHO20 VUPEeHCOeHU,

- HOPMAMUBHO-NPABOBLIX AKMOB, Pe2NAMEHMUPYIOWUX OessMeNbHOCIb U ee
OOKYMEeHMUpoBaHue 8 00pa308amMebHbIX YUPeICOeHUsX (N0 munam).

Ymenue

- cocmasums HOPMAMUBHO-NPABOBYI0 6A3y OOKYMEHMUPOBAHUs OesimelbHOCmU
KOHKDEMHOU OP2aAHU3AYUU;

- ONUPAsACL HA HOPMAMUBHO-NPABOBOU AKM, ONPeOelsimb COCMA8 HeoOX00UMbIX
OOKYMEHMO8.

Pedepar na 10-15 crpanun, yepe3 1,5 unrepBana, 14 mpudrom. OOs3aTebHBI
TUTYJAbHBIA  JIUCT, OIJIaBJIEHUE, CHHCOK JINTEPaTypbl U  HCTOYHUKOB,
BHYTPUTEKCTOBBIE ~ CCBUIKM.  Bo3MoxxHbl  mpuinoxenus.  KoHTposbHas
WHIUBUAYalIbHAs paboTa BBITOIHAETCS B OyMaXXHOM U 3JIEKTPOHHOM BUJIE

Tunosoi nian pedgepara
8. Xapakrepuctrka TUma o00pa3zoBaTeNbHOrO YyupexaeHus. (YKemarenbHO
MNPUBJICYCHUE CTATUCTUYCCKUX JAaHHBIX O TOM, CKOJIBKO B Poccun/
peruone/o01acTu/ ropoJie 3aperucTpUPOBaHO MOJOOHBIX OpraHU3aLU).
9. OOmias xapaKTepUCTHUKA YIPaBJICHUS B JIAHHOM 00pa3oBaTeIIbHOM
YIPEXKJICHUH.




10. OcHoBHOM COCTaB HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB,
pETIIaMEHTHPYIOIIHNX ACSITeILHOCTh 00Pa30BATEIBHOTO YUPEIKICHHS.

11. XapakTepucTukKa JOKYMEHTAIBHOTO (hoHIa (IOKYMEHTOB, HX KOMILJIEKCOB
M CHCTEM  JOKyMEHTaluu, (OPMHUPYIOIMIUXCS B  JICATEIHHOCTH
00pazoBaTeIbHOTO YUPEIKICHUSA):

® OpraHU3alMOHHO-TIPABOBas JOKYMEHTAIHS,

® [IJJaHOBAasl JOKyMEHTALUs;

® pacnopsAuTeNbHas JOKYMEHTAIMS;

¢ uHPOPMALMOHHO-CIIPABOYHAST W CHPABOYHO-aHAIMTHYECKAs
JOKYMEHTaIUS;

® OTYETHas JOKYMEHTAIUS;

® JIOKyMEHTAIHs 10 00ecreueHuIo KaapamH (TI0 JINYHOMY COCTAaBY);

e (uHaHCOBas TOKyMeHTaNus (OyXTradTepCKHil yueT U OTYETHOCTD);

e JIOKyMEHTalus 10 MaTepUAIIbHO-TEXHUUECKOMY 00€CIIEUEHHUIO;

e JIOrOBOpHAas JOKyMEHTAalMs,

e JIOKyMEHTalus MO JOKYMEHTAllMOHHOMY M HWH(OPMalMOHHOMY

00€CTIeYEeHUIO JeSITEIbHOCTH YUPEKICHUS;
® JIOKYMEHTAIlMs, OTPaKaromas 00pa3oBaTeIbHYIO AEATEIbHOCTD;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (E€CIH €CTh).
12. Ananu3 npuMepHO HOMEHKJIATYPHI AeT 00pa30BaTEILHOTO YIPEKICHHS.
13. Tlopsiiok XpaHEeHUs TOKyMEHTOB B 00pa30BaTEIbHOM YUPEXKICHHUH.
14. Cnucok nutepaTypbl U HCTOYHHKOB.

Tect 1

1.IIpoponxnute ppasy: «Oprannzanus 1eJJONPOU3BOACTBA B
00pa30BaTeIbHOM YUPekKICHHH HENOCPEeACTBEHHO PerjiaMeHTHPYeTCs...»
a. HOPMaTHBHO-TIPaBOBBIMM aKTaMH (peJiepaibHOM 3aKOHOJATETbHOM
BJIACTH;
b. HOpMaTHBHO-TIPaBOBHIMHU aKTaMH (heepatbHOM UCTIOTHUTEILHON
BJIACTH;
C. HOPMaTUBHO-IIPABOBBIMH AKTaMH 3aKOHOJATEIBHOW U
WCIIOJIHUTENBHOM BacTu cyobekToB PD 1 X TeppuTOpHANbHBIX




00pa3oBaHMii;
d. HOpMaTHBHBIMH JOKAJHHBIMH aKTaMHU 00pa30BaTEIbHON OpraHU3aIuy.
2.Kakoe BbICKa3bIBaHME SIBJISIETCS HEBEPHbIM?

a. PexBusur «HANMCHOBAHHUC BUIa JAOKYMCHTa» ABJIACTCSA
JOKYMEHTOOOPa3yIOIIUM  MPU3HAKOM,  IO3BOJSIONIMM  IOJIYYUTh
HavyaJlbHOE, caMoe O0Ilee MPEACTaBICHHE O JOKYMEHTE, €ro IpaBOBOM
3HaYMMOCTH

b. IIpumenenue F'OCT P 7.0.97-2016 siBisieTcst 00sI3aTeAbHBIM IS BCEX
COBPEMEHHBIX  OpraHM3allli, YUpeKIEHUH, MNpPEeAnpUATUN  JIOOBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM
c. @opMynsap AOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIUMOCTBHIO
CTPYKTYpHUPOBaTh HWH(POPMALHIO, CIelaTh €€ HProHOMUYHOH, HO U
HEOOXOIUMOCTBIO TMPUAATH JOKYMEHTY HOPUIUYECKYIO CHIy, CIelaTh
3areyaTyieHHY0 B HeM HH(popMalnio opuuaibHON
d. KaxipIii peKBU3UT KaK MEPBUYHBINA CTPYKTYPHBIN JICMEHT TOKYMCHTA B
TOW WJIM UHOM CTENECHH OTPAXKACT IOPUANYECKH 3HAYMMYIO HH(OpMAIIio
3. KakuM oOpraHum3anMOHHBIM JOKYMEHTAM COOTBETCTBYeT cJedylomasi
XapaKTepUCTHKA:
Amo opzanuzayuonno-npasossvie akmaul, onpedenaiouiue nopA0oK 00pazoeanus,
npaea u 00a3aHHOCMU, OP2AHU3AUUIO PAOOMBL KAK 8 OP2AHUZAUUU 6 UEI0M, MAK
U 6 ee CMPYKmMyYpHbIX noopaszoenenusx. B smux doxymenmax maksce mozym
Oblmb ompasiceHvl npaga u 00A3AHHOCMU OMOETbHBIX O00JIHCHOCHHBIX UL,
onpeoenamuvca 0CHOGHbIE OPZAHUZAUUOHHbIE 6ONPOCHL NPOGEOCHUA PAITUYHBIX
meponpuamuil 6 opzaHuszayuu  (KOHKypcos, cemuHapos, ¢hecmuesaneil,
6bICABOK).

a. mpaBHiIa

b. monoxxenus

C. HHCTPYKIINH

d. ycraBsl

4. Kakomy OpraHu3alMOHHOMY [OKYMEHTY COOTBETCTBYeT cCJedyloliasi
XapaKTepUCTHKA:
Imo N0KanbHbLIL HOPMAMUGHDLIL AKM OP2AHU3AUUL, De21AMEHRMUPYIOUUIL 8




coomeemcmeuu ¢ Tpyooevim Kodexcom u unvimu ¢hedepanvuvimu 3aKoHamu
nopA0OK npuema u y60abHEHUsA padOMHUKOB, OCHOGHbIE NPABA, 00AZAHHOCHU U
O0MEEemcmeeHHOCHb CHOPOH MPY008020 002080PA, PEHCUM PAOOMBbL, 6pemMs
omovixa, npumeHnsemovle K padOMHUKAM MepPbl NOOWPEHUA U 63bICKAHUA, a
makoice UHblE GONPOCHL PEZYIUPOBAHUA MPYOOEHIX OMHOUIEHUN Y OAHHO20
padomooamens.
a. MIHCTPYKIIMSI MHCIIEKTOPA 10 TPYy

b. mpaBuIIa BHYTPEHHETO TPYIOBOTO PacHopsiIKa

C. MOJIOKEHHE O TPYJOBBIX OTHOILICHUSAX B OPraHU3aluU

d. TpynoBoii 1oroBop

5. Kakomy ymnpaB/jeHYeCKOMY /JOKYMEHTY COOTBETCTBYeT cCJjeqylolias
XapaKTepUCTHUKA:
Omo 6ud nNUCOLMEHHO20 OOKyMeHma, 6 KOmopom QuKkcupyiom peuieHus
AOMUHUCMPAMUBHBIX U OP2AHUZAUUOHHBIX B0ONPOCO8, A MAKNHCE BONPOCO8
YRpagaenus, 63aumMo0eiicmeus, ofecneuenus u pezyiupo8anus 0eamenabHoCmu
0p2anoé  enacmu,  yupexdcOeHuil, NnpPeonpuAmull,  Op2aHu3auuil,  Ux
noopaszoenenuii u OOAHCHOCHHBIX TUY,.

a. (puHaHCOBO-OyXTanTepCcKuii

b. kagpoBbIit

C. OpraHU3alMOHHO-PACTIOPAIUTEIbHBIHI

d. MJIaHOBO-OTYETHBIN

6. Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAs XapaKTepucTHKa:
JTO MNPpPaBOBOH AaKT, YCTAHABJIMBAIIIMN TEXHOJOTHI0O CO3JAHUS WJIH
NOJIy4eHHUs1 TOKYMEHTOB, HMX 00pa0OoTKH, XpaHeHUS] M HCHOJIb30BAHMS B
AeATEJbHOCTH OPraHUu3aluH.
a. TOJDKHOCTHAsI MHCTPYKIHS

b. TOIKHOCTHOM pernaMeHT

C. moJjoxxkenue o ciyxoe JJOY

d. HHCTPYKIIUS 110 JIETIONIPOU3BOICTBY
Tecr 2




1. B kakoii yacTu pacnopsiIUTEJbHOI0 JOKYMEHTa He00X0AUMO MOMelaTh
nepevyeHb JOKYMEHTOB, YTPATUBIIMX CHJIY WJIH MOAJIEKAIMX U3MEHEHUIO B
CBSI3M C U3/IaHHEM JaHHOI0 aKTa?
a. B IIOOOM ITYHKTE PacClOPSTUTEIILHON YacTh
b. B epBBIX MyHKTaX pacrlopsAUTEeIbHON YacTH
C. B KOHCTaTUPYIOILEH 4acTu
d. B KOHLIE TEKCTA
2. 3 kakux 4yacTeil COCTOUT TEKCT PACHOPSAUTEIBLHOI0 IOKYMEHTA:
a. aHajMThYecKasd yacTh/ 00001Iaronas 4acThb
b. pa3zbsicHuTEIbHAS YaCTh/ TUPEKTHBHAS YacTh
C. KOHCTaTUPYIOIIas YaCTh/ paclopsIuTeNIbHAS YacTh
d. BBOJHAsS yacTh/ OCHOBHAS YaCTh/ 3aKJIIOYUTEIIbHAS YaCTh
3. Kakomy BHAYy 10KYMEHTA COOTBETCTBYeT CJACAYIOMNH TEKCT:
23.09.20013 ¢ 9.00 na 3anamuax no 0CHO8AM NPABOBEOCHUA RPUCYHICINEOBALO

2 cmybenma U3 cocmaea cpynnbst 25 He06eK, 6 pesyjibmame 4e20 3aHAmus
npuniioco OmmeHumas.

Jlouenm Kagheopvl npaea Iloonuce
/H.B. lllenens

25.09.2013
a. TOKJIaJHas 3alucKa
b. mosicHuTENBHAS 3aMTUCKA
C. OOBsICHUTENbHAS 3alKcKa
d. cmyxeOHas 3anucKa
4. 11 KaKMX BUI0OB JOKYMEHTOB MCIOJIb3YIOT 001IMii OJ1aHK?
Bribepute oauH oTBeET:
a. MoObIX BUOB JOKYMEHTOB, KpOME MpUKa3a
b. 7F00BIX BUIOB TOKYMEHTOB
C. TOJIBKO ISl MHUCbMa
d. M0OBIX BHIOB JJOKYMEHTOB, KPOME TTHChMa
5. Ha kakue THIIBI OAPA3EISIIOTCH JOKYMEHTHI 110 MPOMCXO0KAEHUIO:
a. o0menocTynHbie/ KOHGUIEHIIMATbHbIE/ CEKPETHBIC




b. muunbie/ oHLIHATbEHBIE
C. BXOJSIINE/UCXOIAIINE/BHYTPECHHNE
d. uHaMBHAYyaTbHBIS/ Tpad)apeTHBIC/ THUIIOBBIC

Bomnpocskl Kk 3k3aMeHy

1. [loxymeHTUpOBaHUE HCCIIEI0BATEIbCKON NEeATEIbHOCTH
oOpa3zoBatenbHOW opranu3anuu. CrocoObl 3allUThl aBTOPCKUX
IIpasB.
2. JIOKyMEHTaJIbHBIN U apXUBHBIHN (HOoHIBI 00pa30BaTEIbHOM
OpraHu3aLyH.
3. JIOKyMEHTUpPOBaHHE yIIPaBIEHYECKOHN NesATeIbHOCTH.

Opranu3zanys, INIaHUPOBAHKE, PACIIOPAIUTENIBCTBO, KOOPANHALUS, KOHTPOJIb U
JpyTHUe yrnpasieHdeckre GyHKINU B TOKYMEHTax 00pa3oBaTeIbHOM OpraHn3aluy.

4. JlokyMeHTUpOBaHuE 00pa30BaTeIbHON NesATeNbHOCTH. OCHOBHAS
oOpa3oBaTenbHas IporpaMMa. Y 4eOHbIi 1u1aH (MHbIe BU/IbI IUIAHOBBIX JIOKYyMEHTOB
1o oOpasoBarenbHOU AesTenbHoCcTH). Pabouas nporpamma. [Iporpammel
00pa3oBaTeNbHBIX MEPOIPUSATHI.

5. JlokyMeHTapHas OAroTOBKa 00pa30BaTeNIbHON OpraHu3alnu K
JIMIIEH3UPOBAHUIO M FOCYIapCTBEHHON aKKpeIUTALUH.

6. [HonsTne noxkymentoo0opoTa. OCHOBHBIE ATAIIBI
JOKYMEHTO0000pOoTa.

7. VYrpaiieHue J0KyMEHTOIIOTOKaMH B 00pa30BaTeIbHON
OpraHu3anyy. DJIEKTPOHHAS U TPAJUIMOHHAsA (hopMa TOKYMEHTOO0O0pOTa.

8. Opranusanus Ucroab30BaHUs IOKYMEHTOB B 00pa30BaTeIbHOM
opranu3zauu. JlocTyn K TOKyMEHTaM.

9. [IpaBoBbIE€ OCHOBBI B 00J1aCTH HH(POPMAILMOHHOTO OOecTIieueHus
oOpa3oBaTenbHOU AearenbHocTU. CaifThl 00pa30BaTeNbHOM OpraHu3aluy.

10. Opranu3anys orepaTHBHOTO M apXUBHOTO XPAHEHUS IOKYyMEHTOB B
o0pa3oBaTeNbHON OpraHu3ayy (Ha MpUMepe OJTHOTO U3 THIIOB).

11. JlokanbHbIE HOPMATUBHBIE aKThI IO JEIONPOU3BOJICTBY
00pa3oBaTeNbHON OpraHU3aIIH.

12. HucTpykuusa no nenonpou3BoacTBy. Llenb co3nanus, 3aaayu,
TpeOOBaHUs K COCTABICHHIO, 0)OPMJIICHHIO U BBEACHHUIO B ICHCTBHUE




13. Homenknarypa nen. Llens u 3amaun co3jgaHusi, TpeOOBaHUS K
COCTaBJICHUIO, O(DOPMIICHUIO U BBEICHHIO B ICHCTBUE.

14. YHUYTOKEHHE JOKYMEHTOB 0O0pa30BaTeIbHOW  OpraHU3aliu.
[Topsimok BbIACNEHUS] A€l K YHUYTOXKEHUIO. JIOKYyMEHTHpOBAaHHME MPOLETYpPbI
YHUUYTOXKEHUS JOKYMEHTOB.

OIIK-1.3 OcyumecTBisier npogeccuoHaJIbHOE
B3aMMO/IeliCTBHE C YYACTHUKAMH 00pa30BaTe/IbHbIX
OTHOIIIEHHUI B COOTBETCTBHHU C HOPMAMU NPO(eCcCHOHATbHOI
3THKH

JlomauiHee 3aganue 5

IIpuBeautre mo 2 mnpumepa AOKYMEHTOB IO JIMYHOMY COCTaBY,
OTpaskalolue JOKYMEeHTHPOBAHHE CJ1eyIOLIHUX POLeCcCOB:

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

KT0 oTBeuaeT 3a coctaBieHne TaHHBIX TOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMU PYKOBOJICTBYETCS?
KonTpoabHnas padora

4. XapakTepucTuka JOKyMEHTAIHHOTO (PoHIa (TOKYMEHTOB, UX KOMIUIEKCOB U
CUCTEM JOKYMEHTalUU, (HOPMHUPYIOIIUXCS B ACATEIBHOCTH 00pa30BaTeIbHOTO
YUPEXKJIEHUS):

® OpraHM3alMOHHO-TIPAaBOBAas JOKYMEHTAaLu,

® [UIaHOBAs JJOKYMEHTAIlUS;

® pacnopsAuTeNbHas JOKYMEHTAIHS;

e uHPOPMALMOHHO-CIIPABOYHAsT U CIPABOYHO-aHAIUTHYECKas
JOKYMEHTAITHS;

® OTYeTHas JIOKyMEHTAallUs;

® JIOKyMEHTAIHs 110 00ecreueHuo KaapaMH (10 JINYHOMY COCTaBY);

e (uHaHCOBas JOKyMeHTalus (OyXraaTepcKHil yueT U OTYETHOCTb);

® JIOKYMEHTAIMsl 10 MaTepUAIbHO-TEXHUYECKOMY 00ECIIeYeHHUIO;




® JIOrOBOpHAs JOKYMEHTALHS,

® JIOKyMEHTallMsi IO JOKYMCHTAallMOHHOMY M HWH(OpMannOHHOMY
00€CIICUCHHIO AEATEILHOCTH YUPEKICHHS;

® JIOKYMEHTAIlMs, OTpakarolasi 00pa3oBaTeIbHYIO AEATEIbHOCTD;

® JIpyrue CUCTEMBI JOKYMEHTAIMU (E€CIIH €CTh).

Tecr 1

1. KakoMy 10KyMeHTY COOTBETCTBYeT CJIeAYIOIIasl XapaKTePUCTHKA:
Imom OoKkymenm ycmanaenueaem O0na padbOMHUKA KOHKpeMHble mpyooevle
(Oondxcnocmuvle, PyHKUUOHATbHBIE) 00A3AHHOCIMU U NPABA 6 COOMEENCMEUU C
3AHUMAEMOUl  OO0ICHOCMbBIO, 3AKPEniaem €20 Op2aHu3AuyUOHHO-NPABOBOe
noodceHue ¢ CMpPYKmype yupeyicoeHus, AGAAemcsa NPAeoGoll O0CHOBOU 01
npoeedenus ammecmayuu padomHuUKa, OnpedeneHus e2o OmeencmeeHHOCmu u
63AUMOOMHOUWEHUA C OPY2UMU PADOMHUKAMU U ROOPA30ECHUAMU, NO380.14€m
00beKmMuGHO oyenueams padomy compyOHuUKa Opeanu3ayuu.
a. MHCTPYKIMS 110 1€TIONIPOU3BOJICTBY
b. monoxenue o ciyxoe JJOY
C. IOJKHOCTHOM periamMeHT
d. TOKHOCTHAS HHCTPYKIIUS
2. Kakue rpynnsl JOKYyMEHTOB, ¢ TOYKH 3peHHs] OPraHU3aluM J0CTYNa K HUM,
BCTpPe4arTcs B 00pa3oBaTeIbHOM Opranu3anum’?
€. 0O0IIenOCTYIHEIE,
f. KoH(uACHIIMATBHBIC
g. CEKpeTHbIE
h. Bce rpynmbI BO3MOXKHEI

Tecr 2

1. K kakoii cucreme 10KyMeHTaluu OTHOCHTCs JInunas kaprouka T-27?
a. (uHaHCOBO-OyXranTepckow,
b. mokymeHTaMm IO JIUYHOMY COCTaBY,
C. OpraHW3alMOHHO-IIPaBOBOM,




d. pacnopsauTeNbHON TOKYMECHTAIIHH.
2. KTo opopmiisieT yueTHbIE JIMYHbIE KAPTOYKH:
a. pabOTHHK
b. pykoBOAUTEIb CTPYKTYPHOTO MOAPa3ACIACHHS
C. 3aMECTHTEJIb PYKOBOIUTEISI OPraHU3aluH
d. paGoTHHK 110 KajJpam
3. Kakoii J0OKYMEHT SIBJISIETCSI OCHOBHBIM JOKYMEHTOM 0 TPY/10BOIi

ACATECJIBbHOCTH U O TPYAOBOM CTaKe paﬁDTHI/IKa:

a. ydeTHas JTMYHas KapTo4yKa
b. meHCHOHHOE yIOCTOBEpPEHHUE
C. CTPaxoBO€ CBHJIETEIBCTBO I'OCYIaPCTBEHHOTO TICHCHOHHOTO
CTpaxOBaHHsI
d. TpyaoOBast KHIKKa
4. Kakue BUABI JTHCHHIUIMHAPHBIX B3bICKAHHI BIHCHIBAIOTCS B TPYIOBYIO
KHHIKKY:
a. yBOJIbHCHHUE
b. Bce BUIBI TUCIUITIIMHAPHBIX B3bICKAaHHUI BIUCHIBAIOTCS B TPYIOBYIO
KHUKKY
C. CTPOTHH BBITOBOD
d. B3bICKaHHS B TPY/IOBYIO KHIKKY HE 3aITUCBIBAOTCS
5. Kakme mnumcbMa NOANHMCHIBAIOTCH ABYMS JHIAMH — PYKOBOAUTEIEM
OpPraHu3alyy ¥ INIABHBIM OyXrajTepom:
a. TapaHTHIHBIC TIHCHMa
b. conpoBouTEIBHBIC THCHMA
C. TMChMa-3arpOoCkI
d. pexamHbIC THCHMaA
6. Kakum noxkyMeHTOM Heo0XoauMO 0()OPMHUTH BO HM30eKaHME HAPYLICHHS
Hopm TpynoBoro kogekca NMuUCbMEHHOE HANOMHHAHHE O HEOOXOAMMOCTH
SIBUTHCSL JUISL TIOJTyYeHHUsl TPYAOBOil KHHKKH YBOJIEHHOMY Pa0OTHHKY, He
NMOJIyYHBIIEMY ee:
d. 3aKa3HOC MHChbMO
b. pakcorpamma




C. SMS-coo01ienne
d. aJeKTpOHHOE COOOIIICHHE
7. Kakoii J0OKYMEHT TOANMHUCHIBAETCS PYKOBOJAMTENEM CTPYKTYPHOIO
noJpa3ieseHus:
a. crpaBKa
b. mpukas
C. aKT
d. cmyxeOHas 3amucKa
8. B KkakoH 4YacTH PpPACHOPSAUTE]BHOIO0 [OKYMEHTA YKAa3bIBaeTCH
uHpoOpMAaNHs 0 TOM, KTO OCYIIEeCTBJISIET KOHTPOJIb €ro HCIOJTHeHus1?
a. B TICPBOM ITyHKTE PaCIOPSAIUTEIBHON YacTh
b. odopmiseTcst OTAENBHOI CTPOKOI ITOCIIE BCEX MyHKTOB
C. B IIOCJICTHEM MTYHKTE PACHIOPSAUTEILHOM YacTH
d. B KOHCTATHPYIOIIEH YacTH

BOl'lpOCI)I K 3K3aMEHY

1. Kanposas nosmmruka odpasoBareabHoil opranusanun. Opranusanus
AOKYMEHTHPOBAaHUS TPYAOBbIX OTHoeHUil. [IpaBa u 06s13aHHOCTH
padoronareseil 1 pa0OTHUKOB.

2. Pa3paboTka HOpMATHBHBIX IPABOBBIX AKTOB, YCTAHABJIMBAIOLIHX
cJ1yKeOHbI¢ OTHOLICHHS B 00Pa30BaTE/IbLHOM OPraHU3alUH.
3. Iopsaok 3aka04eHns TPYAOBBIX 10T0BOPOB. O01Me 0CHOBAHUS

NpeKpamneHusi TPYA0BBIX 10roBopoB. OCHOBAHUS H NOPSA0K PACTOPKEHUS
TPYAOBBIX 10TOBOPOB 110 MHUIIHATUBE paﬁoToz]aTe.]m, 110 MTHUIIMATHUBE
padoTHHKa 00pa30BaTeIbHON OPraHU3aliH.

4. JoxyMeHTHpOBaHME B 00/1aCTH MATEPHAJIBHBIX U (PUHAHCOBBIX 3aTPAT
roCy/1apCTBEeHHBIX 1 MYHHIIUNIIAJIBHBIX 00pa30BaTeIbHbIX OPraHU3aluid.
5. YcraHoB/ICHHE U JOKYMEHTAJIbHOE 3aKpeIieHHe

COLMAJILHO-TIPABOBBIX YCJIOBUI M rapaHTHii, HEO0OX0IMMBbIX /LIS
AeITeJIbHOCTH PA0OTHHKOB rocy1apcTBEeHHbIX, MYHHIMIIAJIbHBIX H
HErocyJapCcTBEeHHBIX 00pa30BaTe/IbHbBIX YUPeKACHHUIA.

6. JucuuninHapHasi OTBETCTBEHHOCTh U ee IOKYMEHTHPOBAaHHe




7. JoxyMeHTHPOBaHME UCCJIE0BATEILCKOM IeATeJIbHOCTH
o0pa3oBarte/ibHOI opranuzanuu. CnocoObl 3a1IUTHI ABTOPCKUX MPaB.




IIpunoxenne 3
MeToanyeckue yKazaHus ISl CAMOCTOSATEIbHOI padoThl CTY1eHTOB

B mporecce BBITOJHEHMSI CaMOCTOATENBbHOM paOOThl CTYIEHTHl JOJDKHBI HAy4HUThCS BOCIPHUHHMMATh CBEICHMsS Ha ClyX, (pUKcHpoBaTh
nHGOpMaIHIO B BUJIE 3alIUCEH B TeTpasX, padoTaTh ¢ MMCbMEHHBIMHU TEKCTAMHU, CAMOCTOATEIBHO U3BJIEKAs U3 HUX MOJIE3HbIE CBEIEHUS U 0O PMIISS UX
B BHJIE T€3MCOB, KOHCIIEKTOB, CUCTEMaTU3UPOBATh HH(MOPMALIUIO B BUJIE 3aMI0JHEHUS Ta0JINLl, COCTABICHUS cXeM. Ba)KHO HayuUTbCs BBIICIIATH IT1aBHbIE
MBICJIM B JIEKIIMU TIpErnojaBatelis JU00 B MUCbMEHHOM TEKCTE; aHAJIM3UPOBAThH SIBJICHUS; ONPENENATh CBOK MO3MIMIO K MOJYYEHHBIM Ha 3aHATHUIX
CBEIEHUSIM, YeTKO (hOpMYJIHPOBATH €€; apryMEHTHPOBATh CBOIO TOUKY 3PEHUS: BBICKA3bIBATH OLIEHOYHBIE CY)KICHHS; OCYIIECTBISATH CaMOAHAIIN3.
Heo0xomuMo yuuThbes BiafeTh YCTHOH M NMHCbMEHHON PEUbl0; BECTH JUAJIOT; Y4aCTBOBATh B JTUCKYCCHH, PACKPBIBATh COJACPKAaHHE H3ydaeMOu
poOJIeMBbl B MOHOJIOTHYECKOW PEUH; BBICTYIATh C COOOIIEHUSMH U JOKJIaJaMH.

IToaroroBka K NpakTH4eCKUM 3aHATHAM. CeMUHAp — OJIMH U3 OCHOBHBIX BUJIOB NPAKTUYECKUX 3aHATUHN 110 TyMaHUTAPHBIM JUCLUILIMHAM.
OH npenHa3HaveH A yriyOJIeHHOro U3Y4eHUs OTAENbHBIX TeM U KypcoB. 1o ¢opme npoBeneHus ceMUHapbl 0OBIYHO MPECTABISAIOT COO0I perieHue
3aja4, 00CyXIeHHE JOKJIal0B, Oecey MO IUIaHy WM JUCKYCCHIO 110 podiieme.

[ToaroToBka K 3aHATHIM 3aKJIFOYAETCs, IPEXK/IE BCET0, B OCBOEHUH TOTO TEOPETUYECKOI0 MaTepraa, KOTOpbli BEBIHOCUTCS Ha oOcyxeHue. Jlis
3TOro HEOOXOAUMO B MEPBYIO OUEPE/lb MEPEUNTATh KOHCIIEKT JIEKLIUU WU pa3/iebl ydeOHUKA, B KOTOPBIX IPUCYTCTBYET YCTaHOBOUHAs HH(OpMaIus.
N3ydyeHne pekoMeHJOBaHHOW JIUTEpaTypbl HEOOXOAUMO ClIeNaTh MAaKCHMajJbHO TBOPYECKM — HE MPOCTO YKJAJIbIBasg B MaMATh HOBBIE CBEJIECHUS, a
OCMBICIIMBAs U aHAIU3UPYS MaTepuall. 3aKperuTh CBOU 3HAHHSI MOXKHO C IIOMOIIBIO 3alMCEH, BBIMUCOK UM TE3UCHOIO KOHCIEKTA.

Ecnu cemunap npeacrasieH JOKJIaJaMy, TO OCHOBHAsI OTBETCTBEHHOCTD 3a €ro MPOBEJCHHUE JIEKNUT Ha JOKIaaunKax. Kak caenars 310 ycnenrHo
cMoTpuTe B pazzaene «Jlokmam». OAHAKO poib OCTAJbHBIX YYaCTHHKOB CEMHHapa He J0JDKHA ObITh maccuBHOM. CTyAEHTHI, MpOCITyLIaB JOKIA,
3allMCBIBAIOT KPAaTKO IJIABHOE €ro COJEpXKaHWE W 3aJJal0T BBICTYMAIOIIEMY YTOUHSIOLIME BOIPOCOB. YeMm Oosee OCHOBATEIbHOM ObLIa JOMAIIHSASA
MOJrOTOBKa IO TeMe, TeM AaKTHBHEEe NPOMCXOAMT OOCYXIeHHE NpoOJIEeMHBIX BONpocoB. Ha cemuHape BCSYeCKM MOOLIPSIETCS TBOpPYECKas,
CaMOCTOSITENIbHASL MBICIIb, 1A€TCSI BO3MOKHOCTD BBICKA3aTh KPUTUYECKUE 3aMEYaHU.

Becena no miiany npezacraniser co0oii 3apaHee MOArOTOBIEHHOE COBMECTHOE 00-CYKICHHE BOIIPOCOB TEMbI KaXK/IbIM U3 YYaCTHUKOB. JTa popma
noTpedyeT OT CTYJIEHTOB HE TOJIBKO XOPOIIeH CaMOCTOsITeNbHOM MPOpabOTKH TEOPETUIYECKOT0 MaTepuaia, HO 1 YMEHHE y4acTBOBATh B KOJIJIEKTUBHOM
JUCKYCCHUHU: KPaTKO, YETKO U SICHO ()OpPMYyJIMPOBATh U M3JIAraTh CBOIO TOUKY 3pPEHUsI MEpe] COKYPCHUKAMM, OTCTauBaTh MO3UIMIO0 B HAyYHOM CIIOpE,
MIPUCOEAUHSITHCS K Uy’)KOMY MHEHUIO WM ONIOHUPOBATH APYTUM YUYaCTHUKAM.



Pedepat — camblii poCTOI M HAUMEHEE CAMOCTOSITENFHBIN BHJI MUCbMEHHOH paboThl. CyTh €ro COCTOUT B KPATKOM HU3JIOKEHUU COICPIKALTIXCS
B HAy4YHOH JINTEpaType B3TJILA0B U HJIeH 10 3a7aHHoi Teme. Pedepar He TpeOyeT OpUrHHAIBHOCTH U HOBU3HBIL. B HEM olLleHUBaeTCs yMEHUE CTyIeHTa
paboTaTh ¢ KHUTOH: BBLACHATH U (POPMYIUpPOBATH MpOOJIEeMy, OTOMPAaTh OCHOBHBIE TE3UCHI M BCIOMOTATENbHBIC JAaHHBIC, JOIMYECKH BBICTPAMBATHh
MaTepHal, rpaMOTHO 0(OPMIIATh HAYYHBIH TEKCT.

CryneHraMm npezsaraercs J1Ba Bujaa pedepaTHbix padoT:

PedepupoBanne Hay4dHOH IUTEpaTypbl MpPEACTaBISAET COOOW COKpallleHHOE M3JI0KEHUE COJCpXkAHUA CTaTbU WM KHUTM C OCHOBHBIMHU
CBEICHUSMM U BbIBoJaMH. Takue pedeparTbl akTyalbHbl TOI/a, KOIJa B IOPUIMYECKUX HCTOYHMKAX IMOSIBJISAETCS HOBBIM TEOPETHYECKMH WU
IIPAKTUYECKUI MaTepual 1o usydaemoil teme. OT cTyqeHTa TpeOyeTcs,, BHUMATEIbHO O3HAKOMHBILHUCH ¢ IEPBOMCTOUHUKOM, MAaKCUMaJIbHO TOYHO U
[IOJIHO IepesaTh €ro cojepxanue. s 3Toro 1enecoodpa3Ho BeIOpaTh (GOpMY MOCIEI0BATEIBHOIO U3JI0KEHHUSI IPOYUTAHHON KHUIHM, HE MEHSs ee
OOImMi TIaH W CTPYKTYypy (TIaBbl, pasnensl, naparpadsl). HeoO0XoauMo COXpaHUTh JIOTHKY TTOBECTBOBAHUS M M03a00THUTHCS O CBA3HOCTU TEKCTA.
ABTOpCKHME, OpUTHHAIBHBIC U HOBATOPCKUE MBICIH M WJCH Jy4Ie IepeaaBaTh He CBOMMH CIOBAMH, a ¢ TIOMOIIbI0 IuTHpoBaHus. O0beM pedepara
OyzeT ompenensaTbes COoAep)KaHHMEM MCTOYHHKA, a TaK)Ke e€ro HAyYHOW M MPAaKTHYeCKOW HEeHHOCThI0. Ho B m000M citydae mpeamodTeHue OTAaeTcs
KpPaTKOCTH U JJAKOHUYHOCTH, YMEHUIO OTOMPATh INIABHOE U OCBOOOKAATHCS OT BTOPOCTENIEHHOTO.

Pedepar no reme mnpexacraniser 0030p HAyYHBIX B3IVIA0B U KOHLUENIMN IO IPOOIEMHOMY BOIIPOCY B U3y4aeMOU TeEMe.

- Ecnu Bam nipeasio’keHa TeMa Takoro pedepara Ha BEIOOP, TO MPEANIOYTEHHE CIelyeT OT1aTh TOW, KOTOpas J1J1sl Bac MHTepecHa WiK 3HakoMa. OHa
HE JI0JKHA OBITh OY€Hb CJI0XKHON M 00BEMHOH, B IPOTUBHOM ciiydae pedepar OyaeT HaloOMHUHATh KypCOBYIO paboTy.

- st moarotoBku pedepara CTyACHTY HEOOXOAMMO CaMOMY IJIM C YY4acTHEM IperofaBaTes moaoopath ncTtouHukd nHdopmaruu. Crnemayer
103a00TUTHCS, YTOOBI B BallleM CIHMCKE OKa3aJlUCh HE CllyyaliHble, a IIEHHbIe B MH(MOPMAIIMOHHOM IUJIaHE KHUTU. MOXHO BBIIOJHUTH padoTy,
00paTHUBILIKCH U K OJHOMY UCTOYHHUKY — TOCOOMI0, MOHOTpaduu, ucciaenoBanuto. Ho mydiie, eciau Bbl 00paTuTECh K IBYM-TPEM HayYHBIM TPpyAaM — 3TO
MTO3BOJIUT IIPEJICTABUTh MPOOJIEMY C HECKOJIBKHUX TOUYEK 3PEHHS U BHICKA3aTh JIUYHbIE IPEANOYTEHUS.

- O1HUM U3 TTIaBHBIX KPUTEPHUEB OLIEHKU pedepara OyJeT COOTBETCTBUE €r0 COAEPIKaHuUs 3asBIeHHOM TeMe. J{J1s1 3Toro 6eryio 03HaKOMUBIIKCH C
MEPBOMCTOYHUKAMH COCTaBbTE MPEABAPUTEIbHBIN I1aH OyAyIIero pegepara, 0003Ha4MB B HEM NPUHIMIIAAIBHO Ba)KHbIE MOMEHTBI U ATAITbl OCBEIIEHUS
npobnemsl. [locie Toro, kak y Bac mosiBATCS pabouyue 3arucH MO pe3yJbTaTaM M3y4YeHUs HaAy4YHOW JIMTepaTyphbl U oOLIMpHas HHpopMalus 1Mo TeMe B
IIEJIOM, MOKHO OyJIeT CKOPpeKTUpOBaTh 00muil maH pedepata. Crapaiitech mpu padoTe HaJl HUM TIIATEIbHO U30aBIIATHCS OT «U3IHUIIECTBY: BCIKOTO
poJia abCTPaKTHBIX PACCYKACHUHN, Ype3MEPHBIX MOAPOOHOCTEN M MHOTOUUCIEHHBIX TPUMEPOB, KOTOPBIE «PAa3MBIBAIOT)» TEMY HIIU YBOJAT OT HEE.

Crtpykrypa pedepaTa BiItouaeT B ce0si BBEICHHE, OCHOBHYIO YacTh U 3akitoyeHue. Bo BBegeHnn GopMynupyroTcs ey U 3a7a4u paboThl, ee
akTyalnpHOCTh. OCHOBHAs 4acTh MPEACTABIIsAET COOON MOCIIE0BATENbHOE U ApTYMEHTUPOBAHHOE U3JI0KEHNE PAa3IMYHbIX TOUEK 3peHHsI Ha poliemy, ee
aHaJln3, MpeJroaraeMble MyTH peleHus. 3akioueHne 0000111aeT OCHOBHbBIE MBICIH WM 0OOCHOBBIBAET MEPCIEKTUBBI JaJIbHEHIIIET0 HCCIeT0BaHuUs



TeMbl. Ecniu pedepar mocTatodHo 00bEMEH, TO MOTpeOyeTcs pasleleHne TEKCTa Ha pasfeinbl (TiaBel, maparpadsl). MITOCTpaTUBHBIN MaTepuan —
Ta0JIUIIBI, CXEMBI, TPaUKH — MOTYT PacloJiaraTbCs Kak BHYTPH OCHOBHOM YacTH, Tak U B pasfene «lIpumoxeHuey.

OO0beM pedepara 3aBUCHT OT €ISl U 3aj1a4, pemaeMbIXx B pabote — oT 5 10 20 cTpaHHIl MANTUHOIIMCHOTO TEKCTa Yepe3 ABa uHTepBaia. Eciu B
3aJlaHu¥, BBIJAHHOM TIPEroAaBaTesieM 00beM He OTOBAPUBACTCS, TO CICIYET UCXOIUTh M3 Pa3yMHOU 11eTIeCO00Pa3HOCTH.

B pedepare B 00s3aTebHOM MOPSJIKE Pa3MEIIAIOTCS TUTYJIbHBIA JIUCT, MJIaH WM OTJIaBJI€HHE PabOThl, a TaKXe CIUCOK HCIOIb3yeMOil
JTUTEPATYPHI.

OO0b1yHO pedepaT MOKET 3aUUTHIBACTCS KaK MUChbMEHHAasi paboTa, HO HEKOTOPBIE MpernoaBaTesid MPaKTUKYIOT MyOIMYHYIO 3aIIuTy pedepaTo
WM UX «O3BYYHMBAHME)» HAa CEMUHAPCKUX 3aHATUSX. B 9TOM ciiydae HEOOXOAMMO MPUIOKHUTH JONOJHUTEIbHbIC YCHIIUS AJISl IOATOTOBKH MyOIMYHOTO
BBICTYIUICHHS 10 MaTeprayiaM pedepaTHoil paboTHI.

IIpe3eHTamusi — COBPEMEHHBINM CIOCOO YCTHOTO WJIM MHUCHMEHHOTO IPEICTaBICHHUS HH()OPMAIMKM C HCIOJB30BAHUEM MYJIbTUMEIMIHHBIX
TEXHOJIOTHIA.

Cy1iecTByeT HECKOJIBKO BapUAHTOB MPE3CHTAIUH.

o [IpesenTtanus ¢ BRICTYIIJICHUEM JOKJIaI4MKa
. [IpesenTtanusi ¢ KOMMEHTAPUSIMU JOKJIaUnKa
. [IpesenTanus 115 CaMOCTOATEIBLHOTO ITPOCMOTPA, KOTOPasi MOXKET IEMOHCTPUPOBATHCS Tepel] ayAUTOpHEl 6e3 yuacTHsl TOKIaauuKa.

[ToaroToBka mpe3eHTalMK BKIIOYAET B €051 HECKOJIBKO 3TAIOB:
1. [InanupoBaHue npe3eHTauu
OT OTBETOB Ha 3TH BOMPOCHI OYyI€T 3aBUCETh BCE MOCTPOCHUE MPE3CHTAINH:
KaKOBO MpeIHA3HAYEHHNE U CMBICT MPE3CHTAIlMH (IEMOHCTpAIIHS Pe3yIbTaTOB HAYYHOU padOThI, 3aIIUTa AUTLIOMHOTO TPOEKTa U T.1.);
KaKyI0 poJib OYJeT BBIMOIHATH IPE3EHTAIMS B XO/I€ BBICTYILIEHUS (COMPOBOXKIEHUE OKIIAAa UIIH €T0 WILTIOCTpaIlus);
KaKoBa I1eJIb Mpe3eHTaluu (MHpopMupoBaHUe, YOSKICHUE UITH aHATN3);
Ha Kakoe BpeMsl paccuMTaHa Mpe3eHTanus (KOpoTkoe - 5-10 MUHYT WK MPOJ0KUTENbHOE - 15-20 MUHYT);
KaKoB pa3Mep U COCTaB 3pUTeNbCcKoi ayautopuu (10-15 genosek umu 80-100; mpemnonaBarenu, CTyICHTHI WJIH CMEIICHHAS Ay TUTOPHUS ).
. CtpykTypHupoBanue HHGpOpMaILIUU

DO e o o o o

B IIPE3EHTAIIMH HE J0JDKHA OBITh MeHee 10 cimaiiioB, a o0miee uxX KOJIMYecTBO mpeBsimarh 20 - 25.
OCHOBHBIMH MPUHIIAIIAMH TPY COCTABJICHUH MPE3EHTAIIUHU JOJKHBI OBITh SICHOCTh, HATJISAHOCTD, JOTUYHOCTh U 3aTIOMUHAEMOCTh;
MPE3CHTAINS T0JDKHA UMETh CIICHAPUI U YETKYIO CTPYKTYPY, B KOTOPO# OYIyT OTpakeHbI BCE€ MPUIMHHO-CIIC/ICTBEHHBIE CBSI3H,
° paboTa Haj Tpe3eHTalUed HAYMHACTCS IOCJE TIIATEJIHHOTO OOIYMBIBAaHWS M HAIMMCAaHUS TEKCTa JIOKJIAna, KOTOPHIH HEOOXOIMMO
pa3ouTh Ha PparMeHThl U 0003HAYHUTH CBSI3aHHBIC C KAXK/IBIM U3 HUX 33J]a4d U JICWCTBUS;
° TIEPBBIH 1Iar — 3TO OMPE/EICHUE TIaBHON UJEH, BOKPYT KOTOPOH OYAET CTPOUTHCS MPE3CHTAIIHS;



o 94acTh MHPOPMAIIUK MOKHO MIEPEBECTH B J[BA TUIIA HATJISIHBIX TTOCOOMIA: TEKCTOBBIC, KOTOPBIC MOMOTYT CIIYIIATEISIM CIIEJAUTH 33 XOJIOM
pa3BepThIBAHUS ApPTYMEHTOB M rpadndecKkue, KOTOPhIe WILTFOCTPUPYIOT TJIaBHBIC TTYHKTHI BEICTYIICHHS U CO3JIAIOT SMOIIMOHATIBHBIE 00pa3bl.

o CIOKCTBI IPC3CHTALIUHU MOT'YT Pa3bACHATH WA UJUIIOCTPUPOBATHL OCHOBHBIC ITOJIOKCHUA JOKIIada B CaMbIX pa3H006pa3HHx BapHaHTax.

OueHb BaXHO HAUTH MPABUIIBHBIN OaJlaHC MEXKy PEUbIO JOKIAIYMKa U COMTPOBOKIAIOIUME €€ MYIbTUMEAUHHBIMU JIEMEHTaMH.

st aTOro uenecoodpaszHo:

° OTpeNIeNTh, 4TO OyAeT NMPEACTaBICHO Ha KaXKIOM cjaije, 4yTo OymeT B ATO BpeMs T'OBOPUTHCSA, KaK OyAeT caenaH Mepexoia K
cleAyIoIIEeMYy ClIany;

° caMble BOKHBIC HJICH U MBICIIA OTPA3HUTh M HA CIIAlilaX U MPOU3HECTH CIOBAMHM, TOTJIa KaK BTOPOCTEIICHHBIE — JIH0O0 CIOBaMU, JIMOO Ha
clanjax;

° WH(OPMAIIHIO HA CIIAiiIax MPEJACTaBUTh B BUJIE TE3UCOB — OHU COMPOBOXKIAIOT MOJPOOHOE M3JIOKCHHUE MBICIICH BBICTYIAIOIIETO, a HE
Ha000pOT;

° JUTSL pa3bsICHEHUS TTOJIOKEHUH JOKIIa/1a UCIIOIh30BaTh Pa3HbIE BUIbI CJIAHIOB: C TEKCTOM, C TaOJIUIIaMH, C JHarpaMMaMH;

° mo0as mpe3eHTalus J0KHAa UMETh COOCTBEHHYIO IpaMaTypruio, B KOTOPOH €CTh:

«3aBsi3Kay - MPOOYKICHUE HHTEPEca AYJAUTOPUH K TEME COOOIIEHHs (SIPKUI HATIISTHBIA IPUMED);

«Pa3BHUTHEY - JEMOHCTpPAIHSI OCHOBHON MH(POPMAITUHU B JIOTUYECKOW IMOCIICIOBATEILHOCTH (YepPEeIOBaHNE TEKCTOBBIX U IpaUISCKUX CIIAiIOB);
«KyTBMUHAIUS» - TPEJCTABICHNE CaMOr0 TJIABHOTO, HOBOTO, HEOXKHUIAaHHOTO (SMOIMOHATBHBINA PeUeBOM UITH HILTFOCTPATUBHBIN 00pa3);
«pa3Bsi3ka» - GopMyIMpOBaHUE BHIBOAOB MM MPAKTUYECKUX PEKOMEH AU (BUIEOPAN).

3. OopmieHue npe3eHTauu

Odopmienue npe3eHTaIuy BKIIOYAET B ce0sl CICTYIONTYIO 00s3aTeNIbHYI0 HH(OPMAITHIO:
TUTYIBHBIN JTUCT

- IPEJCTABISET TEMY JI0KJIa/la U UMs aBTOpa (UM aBTOPOB);

- Ha 3alllUTe KypCOBOW WJIN AUIUIOMHON pabOThl YKa3bIBaeT (DaMUIINIO U MHULIMAJIBI HAYYHOTO PYKOBOAMUTEIS WIIM OpraHU3alH;
- Ha KoH(pepeHusaX 0003HayaeT AaTy U Ha3BaHUE KOH(PEPEHIHH.

IInanH BeICTYIIIIEHUS

- (hopmynupyet ocHOBHOE cojiepkaHue nokiIaaa (3-4 myHkra);

- (puxcupyet nops 10K U3I0KEHUS HHPOPMAIIHH;

Coneprxanue npe3eHTanuu

- BKJTIOUAET TEKCTOBYIO U TpaguiecKyro HH(POpMaIIUIo;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOIICHHUS;

- MOJKET IMPEJICTABIATh CAMOCTOSITEIbHBIN BApHAHT JOKJIA/a;

3aBepuieHHe



- 000011a€eT, MOABOAUT UTOTH, CYMMHPYET HH(POPMALIUIO;

- MOXKCT BKJIFOYAaTh CIIMCOK JIUTCPATYPhI K JOKJIAAY,

- COZICPIKUT CJIOBA OJIaroJapHOCTH ayIUTOPUH.

4. uzaiin npe3eHTauuu

TekcToBoe opopmiieHue

[
ONPEACIICHUMN.
[ ]

He crout 3anonHsATh crnaiia caumkoM 0oIbIIUM 00beMOM MH(OPMAIUH - JTydIlle BCETO 3alIOMUHAIOTCS He Ooiiee 3-X (akToB, BBIBOJIOB,

OnTuManbHOE YHCIIO CTPOK Ha ciaiae — 6 -11.

Kopotkue ¢pa3zsl 3anmoMuHarOTCs BU3yalibHO Jydiie. [I[yHKTBI epeuHeit He T0JKHBI IPEBBIIATh ABYX CTPOK Ha (pasy.

Haubomnbmias 3pheKTHBHOCTD JOCTUTACTCSI TOT/IA, KOTa KIFOYEBbIC MYHKTH OTOOPaXKarTCs 1O OJTHOMY Ha KaXKJIOM OTICILHOM Claiijie
Eciu TekeT COCTOUT U3 HECKOIBKUX a03a1eB, TO HE0OOXOIMMO YCTAaHOBUTH Kpac-HYIO CTPOKY M HHTEPBAI MEX/Ty ab3ariamu.

KitoueBsie ci10Ba B MHOOPMAIIMOHHOM OJIOKE BBIICIISIOTCS IIBETOM, IMIPU(TOM HITU KOMITO3HIIHOHHO.

Nudopmanuro npearnodYTuTeIbHee pacioiaraTh TOPU30HTAIBHO, HaOo0JIee BAXKHYIO - B IICHTPE YKpaHa.

He crienyer 3moynotpediisath OOIBIIMM KOJTHYSCTBOM MPEJIOTOB, HAPSUU, TIPHUIIATraTeIbHBIX, BBOJHBIX CIIOB.

[udpoBble MaTepuanbl JIyYlle NPEACTABUTH B BUAC Tpa@UKOB M JuarpaMM — TaOdWIBl C HMUQPPOBBIMH JaHHBIMH Ha ClIale

BOCIIPUHUMAIOTCA IJ10XO.

HeO6XO,[[I/IMO 06paTI/ITB BHUMAHHC HA TPAMOTHOCTb HAlTUCAHUA TCKCTA. OOk BO BeCh 9KpaH MpPpOU3BOAAT HCIPHUATHOC BIICHATIICHUC

HIpudrosoe odhopmienue

IpudTer 6e3 3aceuex (Arial, Tahoma, Verdana) uuratorcs nerde, 4eM rpotecku. Henmb3s cMelIMBaTh pa3jiM4HbIC TUIBI IIPU(TOB B

OJIHOM MpPE3CHTAUU.

HIpudroBoit KOHTPACT MOXKHO CO3JaTh OCPEICTBOM pa3Mepa HIpudTa, €ro TOJNLIMHbI, HauepTaHus, (opMbl, HapaBJIEHUS U L{BETA,;
Jlnis1 3arosioBKa roauTces pazmep mpudra 24-54 myHkra, a Juid TekcTa - 18-36 myHKTOB.

Kypcus, noguepkuBanue, KUPHbIA MPUPT UCTIONB3YIOTCS OTPAaHUYEHHO, TOJIBKO JUISl CMBICIIOBOTO BbIAETICHUS (DparMEHTOB TEKCTA.
J1J11 OCHOBHOT'O TEKCTa HE PEKOMEHIYIOTCSI TPOTHUCHBIE OYKBBI.

L{BeToBOE OOpMIIEHHE

Ha onHowMm craiine He ucnonb3yercs 0ojee TpexX LBETOB: (OH, 3ar0JI0BOK, TEKCT.

[{Ber mpudra 1 uBeT PpoHa TOIKHBI KOHTPACTUPOBATH — TEKCT JIOJKEH XOPOIIIO YUTATHCS, HO HE pe3aTh IJiasa.
Jliia hoHa npeAnoyYTUTENbHEE XOIOAHBIE TOHA.

Cy1iecTBYIOT HE coueTaeMble KOMOMHAIUU 1IBETOB. OO 3TOM MOXHO Y3HATh B CTHIEITUATIBLHOM JIUTEPATYPE.
UYepHblii IBET UMEET HETATUBHBIN (MpayHblil) MOATEKCT. bernblil Ha YepHOM UUTAETCs MII0XO.



o Ecnu npesentauus 6osblias, TO €CTh CMbICH Pa3/IeIUTh €€ Ha YacTU C ITOMOIIBIO 1BETa — Pa3HbIM LBET CIIOCOOEH CO3/1aBaTh pa3HbIN
SMOLMOHAIBHBIN HACTPOM.

. Henb3st Be1OMpaTh ()OH, KOTOPBIN COACPKHUT aKTUBHBINA PUCYHOK.

KomnozunmonHoe odopmienue

. Craenyer cobmoath equHbIi cTiiib opopmieHus. OH MOXKET BKJIIOYATh ONpPENeIeHHBIH MpPUQT (TapHUTYpa U LBET), (POH LBETA WUIIH
(OHOBBIN PUCYHOK, TEKOPATUBHBIHN 3JIEMEHT HEOOIBIIOrO pa3Mepa u T.1.

o He npuemnems! cTuim, KOTOpble OyAyT OTBIEKATh OT IPE3EHTALUH.

o KpymnHble 00beKThl B KOMIIO3ULIUU CMOTPSITCSI HEBAXKHO.

. Bcnomorarenshas nHdopMarys (yrpasIsioniie KHOIKK) HEe T0JDKHA Ipeo01agaTh HaJl OCHOBHON (TEKCTOM M MILTIOCTPALIUEH ).

. JJis cepbe3HOM Mpe3eHTAIMH OTOUPAIOTCS IA0JIOHBI, BBIIIOJTHCHHBIE B IEJIOBOM CTHIIE.

AHumanuoHHoe opopmiieHIe

o OcHOBHas poJIb aHUMALIUU — JO3UPOBAHUS WH(POpPMAUU. AyIUTOPHS, KaK MPAaBUIIO, JyUIlle BOCHIPUHUMAET HHPOPMAIIUIO TTOPLHUIMH,
HEeOOJIBLIIMMHU 3pUTENbHBIMU (PparMeHTaMHU.

o AHuManus UCcroiab3yeTcs JUisl IPUBJICUEHUS BHUMAHUS WK JAEMOHCTPALUU pa3BUTHsI KaKOTr0-I100 rpoiecca

o He crout 3m0ynoTpedasTh aHUMaMOHHBIME 3 (EKTaMH, KOTOPBIE OTBIEKAIOT OT COACPIKAHUS HIIM YTOMIIAIOT TJ1a3a YNTAIOIIETO.

o Oco0eHHO HeXenarelabHO YacToe HCIOJIb30BaHUE TaKUX AHMMALIMOHHBIX 3(QEKTOB Kak BbUIET, BpallleHHWE, BOJIHA, MOOYKBEHHOE

IIOABJICHUEC TCKCTA.
3ByKOBOE OhopMIIECHUE

° My3BIKaJIbHOE COMPOBOXKIEHUE MPU3BAHO OTPA3UTh CYTh HIIM MOJYEPKHYTh OCOOCHHOCTH TEMBI CJIaii/1a UM BCEil Mpe3eHTaIluu, CO3/1aTh
ONPEACIIEHHBIN YMOLMOHATIBHBIA HACTPOU.

° My3bIKy 11€51€C000pa3HO BKITIOYATh TOT/IA, KOT/1a MPE3CHTAIMS HIET 0€3 CTIOBECHOTO COMPOBOXKICHHS.

° 3BYKOBOE COMTPOBOXK/ICHNE HCTIONB3YETCS TOIBKO MO HEOOXOIUMOCTH, MOCKOJIBKY JaXke (POHOBAs TUXask My3bIKa CO3/IAET U3IUIITHUHA [ITyM
Y MEUIAET BOCIPUSITHIO COJICPHKAHUS.

° Heo6xoaumMo BeIOpaTh ONTUMAIBHYIO TPOMKOCTH, YTOOBI 3BYK OBLT CJIBIIIIAH BCEM CITYIIATEIEM, HO HE OBLT OTTYIIUTEIbHBIM.

['padmyeckoe odopmieHme

° Pucynku, pororpaduu, tuarpaMmsl MPpU3BaHbI TOMOJHUTH TEKCTOBYIO HH(GOPMAITHIO WK TIEpeaTh e€ B 0oJiee HATJISITHOM BH/IC.

° Henw3s npenctaBiaTh pucyHKU U (DOTO TIIOXOTO KA4e€CTBA MIIH ¢ MCKQKCHHBIMH ITPOTIOPIIASIMH.

° XKenarenbHo, 4TOOBI M300pakeHHEe OBUIO HE CTONBKO (POHOM, CKOJBKO WILTIOCTpAIMEl, paBHOW MO CMBICTY CaMOMY TEKCTY, YTOOBI
IIOMOYb MMO-HOBOMY IMOHSTh U PACKPHITH €TO0.

° Crnenyet n36eratb HEKOPPEKTHBIX HILTIOCTPAIINi, KOTOPhIE HEMPABMIIHBHO WU ABYCMBICIEHHO OTPAXKAIOT CMBICI HH(OpMAIIUH.

° Heo6xomumMo 1mo3a00TUTECS O paBHOMEPHOM U PAIlMOHAIILHOM HCIOJIb30BAaHUW TPOCTPAHCTBA HA CIANJE: €CIM TEKCT MEepPBUYEH, TO

TEKCTOBOM (PparMeHT pa3MeIIaeTCs B IEBOM BEPXHEM YIITy, a Tpaduueckuii puCyHOK BHH3Y CIIpaBa U HA00OPOT.



o WnmocTpanuy peKOMEeHyeTCsl COPOBOXKAATH MOSICHUTENLHBIM TeKCTOM. [loanucu K KapTHHKaM JTy4Ille BBITOJIHATH COOKY MITH CHH3Y,
€CITM 3TO TOJILKO HE Ha3BaHHME CaMOTO Claia.
o Ecnu rpaduueckoe n300pakeHUE UCIIONB3YeTCs B KauecTBE JOHA, TO TEKCT Ha 3TOM (POHE JTOKEH OBITh XOPOIIO YATAEM.
TaOuuuel 1 CXeMBI

o He croutr BCTaBnsATh B MpPE3CHTAIMIO OONbIIME TAONUIBI — OHM TPYAHBI s Bocmpusatus. Jlydme 3ameHuTs ux rpadukamu,
MOCTPOSHHBIMH HA OCHOBE 3TUX TAOJHII.

. Ecnu Bce ke Tabnuily nokasarh Haslo, TO CJI€AyeT OCTaBUTh KaK MOKHO MEHbIIIE CTPOK M CTOJIOLOB, 0TOOPAB U pa3MECTUB TOJIBKO CaMble
BA)KHBIE IAHHBIC.

. IIpy ucnonb30BaHMU CXE€M Ha cllaiilax HEOOXOJUMO BBIPOBHSTH psjibl OJOKOB CXEMBbI, PacCTOSIHUE MEXIy OJIoKaMH, 100aBUThH
COEIMHUTEJIbHBIE CXEMBI IIPU TTOMOIIM HHCTPYMEHTOB ABTO(UTYD,

. [Ipy co3gaHumu CXe€M HYKHO YYHUTBHIBATH CBSI3b MEXKAY COCTABHBIMM YacCTSMM CXEMBI: €CJIM OHU PAaBHO3HAYHBI, TO 3aIIOJIHAKOTCS OJHUM

mpupTOoM, POHOM U TEKCTOM, €CIIM €CTh IEPBOCTENICHHAs MH(OPMAIUA, TO OHA BBIACISETCS OCOOBIM CIIOCOOOM C IOMOMIIBIO OpraHH3aIlMOHHBIX
Jyarpamm.
Aynuo- u BuneoodopmieHue

o Buneo, kuHO UM Tene mMaTepuanbl MOTYT ObITh HCIOJIB30BaHbI MOJHOCTBIO WM (PparMEHTApHO B 3aBUCHMOCTH OT L€JIEH, KOTOpbIe
IIPECIEYIOTCS.

o [TpopomkuTenbHOCT (pUIbMa HE TOJKHA IpeBbIaTh 15-25 MuHyT, a pparmenta — 4-6 MUHYT.

o Henb3s ucnonp3oBath ABa (pusibMa Ha OJHOM MEPOIPUSITHH, HO MTOKa3aTh ()parMeHTHI U3 IBYX (PUIBMOB BIIOJIHE BO3MOXHO.

IToaroroBka Kk 3a4éty. [ 0TOBUTBCS K 3a4€Ty HYXKHO 3apaHee U B HECKOJIbKO 3Tanos. [[ist aroro:

. [IpocMaTpuBaiiTe KOHCHEKTHI JIEKUMH Cpa3y Mocie 3aHATHH. DTO MOMOXKET pa3o0paTbcsi ¢ HENOHSITHBIMM MOMEHTaMH JIEKIHUU M
BO3HUKILIIMMHU BOMPOCAMH, MTOKA €Il JIEKIIUS CBEKa B aMSTH.

o berno mnpocmarpuBaiiTe KOHCIEKTBHI J0 Haudaja CIEAYIOIIEr0 3aHATHS. OTO I03BOJUT «OCBEXKHUTBY» NPEABIAYILYIO JIEKIHUIO H
MIOATOTOBUTHCS K BOCIIPUATHIO HOBOTO MaTepHasa.

o Kaxxnyro Henento oTBoauTe BpeMst ISl IOBTOPEHUS TPOHJIEHHOIO MaTepuaa.

HenocpencTBeHHO npy MOATOTOBKE:

o YnopsiaoubTe CBOM KOHCIEKTHI, 3aIIUCH, 3aJaHMsL.

o [TpukuHbTE Bpems, He0OOXOAMMOE BaM JIJIsl IOBTOPEHUS Kax /101 yacTu (0J10Ka) MaTepuasa, BRBIHOCUMOI'O Ha 3a4erT.

o CocraBbTe paciCaHHME C yYETOM CKOPOCTH MOBTOPEHHUS MaTepuaa, Juisl Yero

. PaznenuTe Bompock! 11t 3a4€Ta Ha 3HAKOMBbIE (110 JIEKIIHOHHOMY KYpCY, CEMHHapaM, KOHCIIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIb

IIOBTOPEHMS U HOBBIE, KOTOPBIE ITPUIETCS OCBAaUBATH CAMOCTOSATENBbHO. HauHNUTE € TEM XOPOIIO BaM U3BECTHBIX U 3aKPEMUTE UX C IIOMOILIBI KOHCIIEKTa
1 ydeOHHUKa. 3aTeM MOTOJHUTE CBOM TEOPETUUECKHI 0ara)k HOBBIMH 3HAHUSMH, 00513aT€ITbHO BOCTIONB30BABIINCH PEKOMEHIOBAHHOM JTUTEPATYPO.



o [IpaBmiibHO HCMONB3YHTE KOHCYNIbTALMK, KOTOpPBIE IMPOBOJUT IMpenojaBaTenb. [IpuxoauTe Ha HUX € 3apaHee NPOpPaOOTAHHBIMU
CaMOCTOSITENILHO BoIpocamMu. Bbl MokeTe MOTyYyuTh pa3bsiCHEHUE MO MOBOY CIOXHBIX, HE JI0 KOHIA MOHATHIX T€M, HO HE pAaCCUUTHIBAiTE BO BpeMs
KOHCYJIbTAIIMHM Ha MCYECPIBIBAONIYI0O HH(OPMAIIUU TIO COIEPKAHUIO BCETO Kypca.



