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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouast mporpamMma nepecMoTpeHa, 00CykaeHa U 0100peHa s peanuzaruu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokonm ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarorumyeckoro ooOpazoBaHus U

[Iporokonm ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecmMoTpeHa, o0cyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kageapsl Ilemarormueckoro ooOpasoBaHus U

[Iporokon ot 20 . Ne

3aB. kadenpoit C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojly Ha 3aceqanuu kadeapsl Ilemarormueckoro o0Opa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2030 - 2031
y4eOHOM To1y Ha 3acenaHuu kagenpel [lemarornueckoro oOpa3oBaHus 1

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

dbopMHUpOBaHKE CIIOCOOHOCTH UECHTU(DUIIMPOBATH HOPMATHUBHYIO CPEIY JJIS
pealn3aluy pa3InyHbIX HampaBiIeHU NpoecCuOHANBHOMN 1eATeNbHOCTH, pellaTh
npodeccuoHanbHbIe

3aJjaui B COOTBETCTBUU C HOPMATUBHBIMU IIPABOBBIMH aKTaMH B chepe oOpa3oBaHus
1 HOpMaMU Npo¢eCCHOHANTBHON ITUKH, 00€CIIeYBaTh JOKYMEHTAIIMOHHOE COPOBOKICHHE
00pa30BaTeNnbHOM, YIIpaBIeHUYECKON 1 HAyYHO-UCCIIE0BATEIbCKOM 1eATEIbHOCTH
00pa30BaTeNbHON OpraHu3aluu.

2 MecTo JTUCUMILIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Jucuunnmna HopMaTuBHO-TIpaBOBOE oOecIieueHne ypaBieHus: 00pa3oBaHus C
MIPAKTUKYMOM TI0 I€TYIPOU3BOICTBY BXOJHUT B YaCTh Y4€OHOTO IIaHa (hopMUpyeMyIo
y4aCTHHKaMHU 00pa3oBaTeIbHBIX OTHOIIECHHH 00pa30BaTeIbHON MPOTPaMMBI.

JUis n3ydeHus JUCUUIUIMHBI HE00XO0AMMBI 3HAaHUS (YMEHUS, BIIa/ICHU),
c(OpMHUPOBAHHBIE B PE3yJIbTATe U3YUYEHUS TUCLMILINH/ IPAKTUK:

[TpousBoacTBEHHAs - IeAarornyeckas IpakThKa

DKOHOMUYECKas IpaMOTHOCTh

IIpaBoBast rpaMOTHOCTh

[Tpon3BoiCTBEHHAs - BOCIIMTATENIbHAS MTPAKTHKA (B KAYECTBE KJIACCHOTO
PYKOBOIHTEIS)

[TpousBoacTBEHHAs - JETHSIS MIeJaroruueckas npakTuka

WHocTpaHHbI 361K B PO ECCHOHATIbHOW KOMMYHHUKALIUN

3HaHus (YMEHUs, BIa/IeHNUs ), IOTYYECHHbIE IPY U3yYEHUU JTaHHOM UCIUIUINHBI
OyayT HeOOXOAUMBI [T U3YUSHHSI JUCIUTUTHH/TIPAKTHK:

[Tpou3BoaCcTBEHHAs - MPaKTUKA O MOJIYYEHHUIO MPo(dheccnoHalbHbIX YMEHUN U OTIbITA
po¢eCCUOHATBHON IeATETLHOCTH

BeinonHenue u 3amura BbITYCKHOM KBaTM(UKAITMOHHON paOOThI

[TonroroBka k caue u cjaya rocyJapCTBEHHOTO 3K3aMeHa

ITpon3BoaCTBEHHASA-IPEAANUIITIOMHAS TPAKTHKA

VYyeOHas - nepBble JTHU peOeHKa B IIKOJIE

[Mudposast KynabTypa negarora

3 Komnerenuun odyuarouierocsi, popmMupyembie B pe3yJibTaTe 0CBOCHUS

AUCUMILUTUHBI (MOYJIs1) M IIAHUPYeMbIe Pe3yJIbTaThl 00y4eHus

B pesynbrare ocBoeHus aucuuiuinebl (Moayis) «HopmaTuBHO-paBoBOE
o0ecrniedyeHre yrpaBieHHsl 00pa30BaHusl C MPAKTUKYMOM I10 JI€TyIIPOU3BOJICTBY»
oOydJaronuiics JoKeH 00Ja1aTh CIETYIONUMA KOMITETCHITUSIMU:

KO,Z[ HHAUKATOpa I/IHIII/IKaTOp JOCTHIKCHUA KOMIICTCHIINNU

[TIK-2 Crioco6en k peanu3aiuy mporpamm JAesITeIbHOCTH 00pa30BaTEIbHON OpraHu3aIlii,
HaIpaBJIEHHBIX Ha CO3/laHne Oe30macHO 1 KOMGOPTHOM TSl 00yUaAOIIUXCS
o0pa30BaTeNnbHOM cpejibl

[1K-2.1 Pa3pabartbiBaeT miaHbl, KOHCIEKThI, TEXHOJIOTMUYECKHUE KapThl MO
npeaMeTam npopuIbHON MOATOTOBKU M MMPOTrpaMMbl BOCTIUTATENbHBIX
MEPONPHUATHH JIJIs1 HAYAJIBHOW HIKOJIBI

I1K-2.2 [Tonbupaet, 0OBACHSET 11€1ecO00Pa3HOCTh U OLICHUBAET
ne1arornyeckre TEXHOJIOTHH ¢ TIO3ULIMHU obecrieueHus: 6e30nacHoi u
KOM(OPTHOM 1 00y4aromuxcst 00pa3oBaTeIbHON CPebl




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)
OO6mias TpyA0€MKOCTh JUCIHUIUIMHBI COCTABIISIET 2  3a4€THBIX €IMHMI] 72 aKaj. 4acoB, B TOM

HHUCJIIC:

— KOHTaKTHas padora — 48,1 akaj. 4acos:

— aynutopHas — 48 akajl. 4acos;

— BHeayauTopHas — 0,1 akan. 4acos;

— camocTosTenbHas pabora — 23,9 akaj. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

@dopma arTecTaluy - 3a4eT

AynuropHas = o
KOHTaKTHas paboTa E z dopma TeKyIero
= =
B B aKaJl. yacax 3] Bug KOHTPOJISI
Paszen/ Tema 3 (B axan ) EB . P Kox
g & © | cCaMOCTOSITENbHON | yCIIeBaeMOCTH U
JUCLUATUINHBI 3 [~ . | xommerenumu
O & paboThI MIPOMEKYTOUHOM
© na6. | mpaxr. [ € &
Tlex. : | 28 aTTecTalun
3aH. 3aH. | U &
1. Pa3nen 1. HopmatuBHo-
IpaBoOBOE 0OecreueHre
YIpaBJIEHUYECKON AEATENbHOCTH B
o0pa3oBaTenabHON OpraHu3anuu
Nzyuenue
TEOPETUYECKON U
MPAKTUYECKON
JIUTEPATYpPHI 110
TeMe
Omnpoc
Pa6ora ¢ P
1.1 IpuHIUTTET JomanrHee
UH()OPMAIIMOHHO-
OpraHu3aluy HOPMaTHBHO- DABOBBIMIL MIPAKTUYECKOe
MpaBoOBO 0a3bl P 3amanue 1 TIK-2.1, TIK-
. 18 2 noprajamu
o0pa3zoBaTenbHOI T apant Tecr 1 2.2
nesrensHocTy B Poccniickoit pan, KonrponbHas
Koncynprantllmo
Oenepanyu pabota
¢, Pocapxus.
OK3aMeH
Brimonnenune
KOHTPOJIbHOM
paboTHI
IToaroroBka k
8 TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON U
MIPaKTUUECKOU
JIUTEPATYPHI 110
1.2 CocTaB JOKaIBHBIX pT elxzs Ormpoc
MIPABOBBIX aKTOB PaGora ¢ JloMaiHee 3ananue
00pa3oBaTeIbHOM 2
p HHPOPMAITHOHHO- TIK-2.1, TIK-
OpraHu3alluy. 16 5,9 Tecr 1
HPaBOBBIMU 2.2
IOpunnueckas cuna KonrtponsHas
opTanaMu
yIpaBJIeHYECKUX Faparr pabora
JIOKYMEHTOB. KOHCYHETS.H;HH}O OKk3aMeH
¢, Pocapxus.
Brimonnenune
KOHTPOJIBHOH




paboThI
IToaroroBka k

TECTHUPOBAHUIO
HWroro no pazaeny 34 79
2. Paznen 2. Oprannzanus
JIeNIONIPOU3BO/ICTBA
00pa3oBaTeNbHBIX YIPEIKICHUIX
Nzyuenue
TEOPETUIECKON U
TIPaKTHIECKOI
JUTEPATypHI 110
Teme
Omnpoc
Pabora c ILOMaIiHHee
2.1 Ocobennoctu UH(OPMaIIOHHO-
OpraHu3aluu MIPaBOBBIMH MPAKTHTICCKOC
P sazane 3 TK-2.1, TK-
JIENIONIPOU3BOJCTBA 6 2 HopTagaMu
. Tecr 2 2.2
00pa3oBaTesbHOM Tapasnr,
KontponbHas
OpTraHu3aIi Koncynprantllmo aGora
¢, Pocapxus. P
Ok3aMeH
Brinonnenne
KOHTPOJIBHOMN
paboThI
[loaroroska k
TECTUPOBAHHIO
Nzydenne
TEOPETUUECKON 1
TIPaKTHIECKOM
JIUTEPATYpPHI 110
Teme
Omnpoc
Pabora ¢ b
JlomarnHee
UHPOPMAITUOHHO-
2.2 JIokyMeHTHpOBaHUE MIPaBOBBIMHU MPAKTHICCKOE
2 AOKYMEHTIPS b sananne 4. TK-2.1, TIK-
00pa3oBaTebHOM 2 10 nopTanaMu
Tect 2 2.2
JIeSITeIbHOCTH l'apanr,
Kontponbhas
Koncynbsrantllnto
pabota
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOM
paboThI
Iloaroroska k
TECTUPOBAHHIO
N3yuenune
TEOPETUIECKON U
MPaKTUYECKON
JUTEPATYPHI 110
paryp 3acnymmBaHue
reme JIOKJIag0B
PabGora ¢ CTYICHTOB
2.3 Ocobennoctu “HPOPMALMOHHO- Y
JIOKYMEHTHUPOBAHUS MIPaBOBBIMHU HAomazee
Y p . P MPAKTHIECKOE TIK-2.1, TIK-
TPYAOBBIX OTHOLIEHUH B 2 2 MopTanaMu
o 3aJlaHKe 5 2.2
00pa3oBaTenbHOM lapasnr, Tecr 2
OpraHHu3aIyu Koncynbsrantllnto
Kontponbnas
¢, Pocapxus.
pabora
Beimonnenne
. OK3aMeH
KOHTPOJIbHOW
paboTsI
INonroroska x
TECTUPOBAHUIO
2.4 Ctpykrypa N3y4enue 3acnymumBaHue
JIOKYMEHTAJILHOTO ()OH/Ia 4 2 TEOPETUIECKON U JTOKJIaJI0B TIK-2.1, TIK-
00pa3oBaTesbHOM MIPAKTUYECKOM CTYICHTOB 2.2
JUTEpaTypHI IO Jomamraee

OpraHu3alku.




Teme
Pabora ¢
nH(OpPMALOHHO-
MPABOBBIMH
nopTajamMu
MIPaKTHIECKOE
T'apamnr,
3a7aHue 6
Homenxknarypa gen Koncynprantllmo Tecr 2
00pa3oBaTebHOM ¢, Pocapxus.
KonTponbnas
OpraHu3aIiu BeinonHeHne
M pabora
KOHTPOJIBHON
DK3ameH
paboThb
[Moaroroska k
TECTUPOBAHHIO
[Moaroroska k
9K3aMeHY
HWroro no pazaeny 14 16
HWroro 3a cemectp 48 23,9 3a4u€T
Hrtoro no aucuuIuinHe 48 23,9 3a4yer




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B npouecce o0yueHus 1o JUCHUILUIMHE IPUMEHSIOTCS CIEAYIOIINE TEXHOIOTHH.

1. TpaguumonHsie 00pa3oBaTENbHBIC TEXHOIOTHUH, IPEAIOJIATAIOUINE TPSIMYIO
TPAHCISALUIO 3HAHUHN OT IIPENoAABaTeNs K CTYJAEHTY (IPEUMYILECTBEHHO HA OCHOBE
OOBSICHUTENIbHO-MILTIOCTPATUBHBIX METOAOB 00y4deHHUs). YueOHast IeATeTbHOCTh CTYIeHTa
HOCHT B TaKHUX YCJIOBHUAX, KaK [IPaBUJIO, pEIPOAYKTUBHBIN XapaKTep.

@®opMbl yUeOHBIX 3aHATHI C NCIOJB30BAaHUEM TPAJULIMOHHBIX TEXHOJIOTUM:

[TpakTHueckoe 3aHsATHE, TIOCBALIEHHOE OCBOEHUIO KOHKPETHBIX YMEHHUI U HaBBIKOB
110 NPEAJI0KEHHOMY aJITOPUTMY.

2. TexHONMOTHH MPOOIEMHOTO 00YUEHUS — OpraHu3alis 00pa3oBaTeILHOTO MPOIIecca,
KOTOpas MpearnosaraeT NoCTaHOBKY MPOOJIIEMHBIX BOIIPOCOB, CO3JJaHUE y4EOHBIX
MPOOJIEMHBIX CUTYalU JJIs1 CTUMYJIMPOBAHUS aKTUBHOM MTO3HABATEILHON I€ATEIIEHOCTH
CTYJCHTOB.

@opMbl yUeOHBIX 3aHATHH C HCIOJIB30BAHUEM TEXHOJIOTMH MTPOOIEMHOI0 00yUYEHUS:

[TpakTryeckoe 3aHsATHE B POpPME NIPAKTUKYMa — OpraHu3aius yueOHoi padoTsl,
HalpaBJIeHHas Ha PeLIeHne KOMIIJIEKCHON yueOHO-TI03HaBaTeIbHOM 3a7jauu, TpeOyromei ot
CTY/IEHTa IPUMEHEHUs KaK Hay4YHO-TEOPETUYECKUX 3HAHUM, TaK U MPAKTUUYECKUX HABBIKOB.

[TpakTHyeckoe 3aHsATHE HA OCHOBE Kelc-MeTo1a — 00yueHUe B KOHTEKCTe
MOJICJINPYEMOI CUTYalLllH, BOCIPOU3BOIAIIEH pealibHbIE YCIOBUS HAYYHOM,
IIPOM3BO/ICTBEHHOM, 001IeCTBEHHOH esaTesibHOCTH. O0yJaronuecs JOIKHBI
[IPOAHATIM3UPOBATh CUTYALHIO, Pa300paThCs B CyTU Npo0IeM, IPeAT0KUTh BOZMOKHBIE
pereHust ¥ BIOpaTh Jiyuniee u3 HUX. Kelicel 6a3upyrorcs Ha peabHOM (PaKTHYECKOM
MaTepHale UM ke NPUOIMKEHbl K pealbHOM CUTyalUH.

3. TexHonOrMu NPOEKTHOrO0 0OYyUEHUs — OpraHu3alKsi 00pa30BaTENIbHOIO MpoLEecca B
COOTBETCTBHUH C AJITOPUTMOM MO3TAIHOTO peIIeHUs MPOOIEMHON 3a1a4y UIIH BBITIOJTHEHUS
yueOHoro 3ananus. [IpoekT npenmnonaraeT COBMECTHYIO yueOHO-TI03HABATENbHYIO
JeSITebHOCTD IPYIIIBI CTYACHTOB, HAIIPABJICHHYIO Ha BIPA0OTKY KOHLIEIINH, YCTAHOBJICHUE
1esel u 3a1a4, GOpMyIHPOBKY OXKHJIAEMBIX PE3YIbTATOB, ONPEIEICHNE IPUHIUIIOB U
METOMK pellIeHHs TOCTAaBICHHBIX 33/1a4, IUTAHUPOBaHHUE X0a PadOThl, HOUCK JOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MOITANHYIO PEAIN3ALUIO TUIaHa pabOoThI, TPE3EHTALUIO
pe3yabTaToB paboThI, UX OCMBICIEHHE U PEIIKCHIO.

WNHpopManinoHHBIM MPOEKT — y4eOHO-TI03HABATENIbHAS I€ATEILHOCTD C IPKO
BBIPQ)KEHHOW 3BPUCTHUECKON HANPABIEHHOCTHIO (MTOMCK, OTOOP U CUCTeMaTH3alHs
nH(pOpMaIUU O KAKOM-TO 00BEKTE, 03HAKOMJICHHE YYaCTHUKOB IPOEKTa C 3TOU
uHpopManuen, ee aHaiau3 U 00001IeHNe JUIsl TPe3eHTaK 00JIee MUPOKOM ayAUTOPHH).

5. IHopMarimoHHO-KOMMYHHUKAI[MOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTUH —
opraHu3zaiys 06pa3zoBaTeIbHOTO MPOLECcca, OCHOBAHHAS HAa TPUMEHEHUN
CMELUANN3UPOBAHHBIX MPOIPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB paboThI ¢
uHpopmanueit. UHTepHEeT-TeXHOIOTHS (CeTeBast TEXHOJIOTH ), OCHOBAHHAS Ha
MCIOJIb30BAHUU IIT00ATBHBIX U JIOKAJIBHBIX KOMIIBIOTEPHBIX CETe, o0ecreunBaeT 10CTyna
o0yyaromuxcs K HHGOPMallMOHHBIM 00pa30BaTeIbHBIM pecypcaM U GopMHUpYyeT
COBOKYITHOCTb METOAMYECKHX, OPraHU3allMOHHBIX TEXHUUECKUX U MPOIPAMMHBIX CPE/ICTB
peanu3alyy U ynpaBieHus y4eOHbIM IPOIIECCOM HE3aBUCUMO OT MECTOHAXOK/ICHHUS €T0
CyOBEKTOB JUISl JUCTAHIIMOHHON MOIEP>KKH 00pa30BaHMsl CTYJJCHTOB C OTPAaHUYECHHBIMU
BO3MOXXHOCTSIMH 3JJ0POBbSI, OJAPEHHBIX CTYACHTOB, OPraHU3alMH JUCTAHIIMOHHOTO
KOHTPOJISl 3HAHUU CTY/IEHTOB U MPOBEACHUS 3aHATHI C UCTIOIB30BaHUEM JUCTAHIIMOHHBIX
00pa30BaTeNbHbIX TEXHOJIIOTUN I MPOIYCKAIOMINX ayTUTOPHBIE 3aHSITHS 10 MPUIMHAM
6051e3Hu. DopMbl Yy4eOHBIX 3aHATUHN C UCTIOIb30BAaHUEM HH()OPMALIMOHHO-
KOMMYHHUKAI[MOHHBIX TEXHOJIOTUI: MPAKTUUECKOE 3aHATHE B (hOpME NPE3CHTALUH —
IIPEJCTABICHUE PE3YJIbTATOB IPOSKTHON WM MCCIIEN0BATENBCKOM 1€ TENTbHOCTH.



6 YueOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEILHOM padoThl 00y4YaroImmXxcst

[TpencraBieHo B npuioxeHuu 1.

7 OneHo4YHbIe CpeACTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHOM aTTecTaluu
[TpencraBieHbl B IPUIOKEHUU 2.

8 YuedHO-MeTOAUUECKOE U HH(POPMAIIHOHHOE 00ecTeyeHne TUCIHIIHHbI

a) OcHoBHas JIMTepaTypa:

1.Kopuees, 1. K. [lJokymeHTHpOBaHUE yIIPABICHYECKON ACATEIHHOCTH | YICOHUK JJIS
By30B / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u 1om. —
Mocksa : U3natenscTBo FOpaiit, 2024. — 438 c. — (Bricmee obpazoBanue). — ISBN 978-5
-534-16001-7. — Texkcr : anexTponHsiii / OOpa3zoBarenbHas miaTdopma FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/536393 (nara obpamienus: 22.03.2025).

2.Kopnees, 1. K. JlokymeHTallMOHHOE 0OecTieyeHe YIpaBIeHus : y4eOHUK U
MIPAKTUKYM I cpeiHero npodeccuoHanbHoro oopasosanus / U. K. Kopuees, A. B.
[Tmenxo, B. A. Mamrypues. — 3-e u3f., nepepad. u gon. — Mocksa : U3naTenbcTBo
HOpaiiTt, 2024. — 438 c. — (IIpodeccuonanpHoe odpazosanue). — ISBN 978-5-534-16002-
4. — Texcr : anexkTpoHHbIH // OOpa3oBarensHas miatdopma KOpaiit [caiit]. — URL:
https://urait.ru/bcode/539262 (mxara obpamenus: 22.03.2025).

3.Huxomoxkun, C. B. IIpaBoBoe obecnieuenne npodeccuoHaIbHOM eATeTbHOCTH :
yuebnuk i By3oB / C. B. Hukomrokun. — Mocksa : M3parensctBo HOpaiit, 2024. — 248 c.
— (Bpicmiee obpazoBanmne). — ISBN 978-5-534-15164-0. — TekcT : aneKTpoHHBIH //
OopasoBarenbHas miaThopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/544407 (nata
obpamenus: 22.03.2025).

0) lonojiHUTe/ILHAS JIUTEPATypa:

1. ABepbsnoBa, T. A. JIoJKHOCTHBIE HHCTPYKIIMHU CIIELUAIMCTOB CUCTEMBI 00pa30BaHUs
: yuebHO-MeToauueckoe nocodue / T. A. AepbsiHoBa ; MI'TY. - Maraurtoropck : MI'TV, 2017.
- 1 onekrpon. onr. guck (CD-ROM). - 3arn. ¢ Turymn. oakpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/20286 (nara odparuenus: 27.03.2025).
- MakpooOBbeKT. - TeKCT : aneKTpoHHbIN. - CBefieHns AocTynHbI Takke Ha CD-ROM.

2. ABepbsiHOBa, T. A. YnpaBieHue cucreMaMu oOpa3oBaHUs : y4eOHO-METOINYECKOe
nocodue / T. A. ABeppsnoBa ; MI'TY. - Maruutoropck : MI'TY, 2017. - 91 c. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1493 (nara obpamenus: 29.03.2025). -
MaxkpooOBbeKT. - TEKCT : 2IEKTPOHHBIH.

3. AmngpeeBa, C. JI. Opranuzanus paboTel C OOpalleHUsIMH TpaxJaH
yuebHo-MeToaudeckoe mocodue / C. JI. Auapeesa ; MI'TY. - Marautoropck : MI'TVY, 2016. - 1
anekTpoH. ont. guck (CD-ROM). - 3arm. ¢ turyn. o9kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1764 (nara oopamenus: 30.03.2025). -
MaxkpooObeKT. - TeKCT : 21eKTpoHHBIH. - CBefeHus AocTynHbI Takke Ha CD-ROM.

4. barayrnuHosa, C. @. YrpaBieHue JOUIKOIbHBIM 00pa3oBaHUeM : yueOHoe rmocodue /
C. ®. barayrnunoBa ; MI'TY. - Marauroropck : MI'TY, 2015. - 1 21eKTpoH. ONT. AUCK
(CD-ROM). - 3aru. c TUTYIL. 9KpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/456 (nata obpamenus: 30.03.2025). -
MaxkpooObeKT. - TeKCT : 31eKTpoHHBIN. - CBefeHus AocTynHbI Takke Ha CD-ROM.



5. banbmckas, H. P. IIpaBoBoe perynmupoBaHue TpyAa TOCYIapCTBEHHBIX U
MYHUIUNATBHBIX chyxamux : yueoHoe nocodue / H. P. bansinckas, JI. M. Paxumosa, B. M.
l'agyposa ; MI'TVY. - Marauroropck : MI'TY, 2017. - 1 sanekrpos. ont. quck (CD-ROM). - 3aru.
¢ Tutyn. skpaHa. - URL: https://host.megaprolib.net/MP0109/Download/MObject/20360 (narta
oopatenus: 29.03.2025). - MakpooOBeKT. - TEKCT : 25IeKTpOHHBIN. - CBEICHHS TIOCTYITHBI TAKKe
Ha CD-ROM.

6. Omeitnuk, E. B. HopmaruBHo-mpaBoBoe # MeTOIMYeCKOe oOOecredeHne
WHKITIO3UBHOTO oOpa3oBaHus : ydeOHoe mocobue [mis By3oB] / E. B. Oumnelinuk ;
Marnuroropckuii roc. rTexuudeckuil yH-T uM. I'. . Hocosa. - Marauroropck : MI'TY um. I'. H.
Hocoga, 2019. - 1 CD-ROM. - ISBN 978-5-9967-1668-5. - 3arn. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2513 (nara oopamenus: 29.03.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIN. - CBeaeHus goctymnHbl Takke Ha CD-ROM.

7. Bonkosa, B. b. OcHOBEI fenonpou3BoicTBa : yaeOHoe mocooue / B. b. Bonkosa, M. B.
Kpupomwibsikosa. - Maruutoropck : MI'TY, 2013. - 1 anekrpos. ont. auck (CD-ROM). - 3arm. ¢
tutyn. 9kpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/43 (mara
obpanienus: 25.03.2025). - MakpooObeKT. - TeKCT : 31eKTpOHHbBIN. - CBEICHHSI JOCTYITHBI TAKXKe
Ha CD-ROM.

8. KoxymxoBa, H. B. Crpykrypa pokymenta. CuHCTEeMBl JTOKyMEHTAIIWH.
YHuQUUUpOBaHHAsT CHUCTEMa OpPraHU3AIMOHHO-PACTIOPSIIUTEIFHON TOKYMEHTALUU: O0O0Iue
TpeOOBaHMUs K COCTaBICHUIO U oopmienuto : yuebnoe nocodbue / H. B. Koxymkosa ; MI'TV. -
Marnutoropck : MI'TV, 2016. - 1 anextpon. onT. auck (CD-ROM). - 3aria. ¢ Tutyi. sKpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594  (mata  oOparieHus:
24.032025). - MakpooObekT. - TekcT : 2yeKTpoHHBIA. - CBEICHUS JOCTYIHBI TaKKe Ha
CD-ROM.

B) MeTonnueckne yKa3anus:
IIpencrasnens! B [Ipunoxennn 3

r) [IlporpammHuoe odecnieuenne u UHTEepHeT-pecypcehl:

IIporpammHoe o0ecnieuenue

Haumenosanue .
1o Ne norosopa Cpok neiicTBuUs JIMIECH3UH
7Zip cB00OOTHO pacnipocTpansemoe [10 0eccpovHO
FAR Manager cB00OOTHO pacnipocTpansemoe [10 0eccpovHO
Bpayzep Yandex |cBoOonHO pacmpoctpansemoe [10 6eccpodHo

Ipodeccnonanbubie 0a3bl JAHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI
HasBanwne kypca Cchlika
OnexTpoHHbIe pecypcsl oubnmoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocogra P0109/Web




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

Poccutiickas ['ocynapcTtBennas 6ubnuoreka. Karamoru
/catalogues/

HanmonansHas nHpopMannoHHO-aHATUTHYECKAS URL:
crcrema — Poccuiickuii nHaeke HaygHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

OnekTpoHHas 6a3a nepuoauueckux u3nanuii East View
Information Services, OOO «MIBUC»
9 MaTepuajbHO-TeXHHYeCKOe ofecneuyeHne JUCIUIIMHBI (MOTyJIs1)

https://dlib.eastview.com/

MartepuanbHO-TEXHHUECKOE 00eCTIeueHUE TUCITUTUTMHBI BKITIOYACT:

Y4eOHbIe ayTUTOPUH JJIs IPOBEIACHUS 3aHATHH JICKIIMOHHOTO THIIA: JIOCKA,
MYJIbTUMEAMHHBIC CPEJCTBA XPAHCHHS, IEPeIaul U IPEICTaBICHUS HH)OPMALIHH.

Y4eOHbIe ayTUTOPUH I IPOBEACHUS MPAKTUYCCKUX 3aHATHIA, TPYIIIOBBIX U
WHIMBUAYAIBHBIX KOHCYJIBTAIIUH, TEKYIIIEr0 KOHTPOJIS M MPOMEKYTOYHON aTTeCTaIlUu:
J0CKa, MYJIbTUMEIUIHHBIN IIPOCKTOP, KPaH.

[TomerieHust 17151 CaMOCTOSITEIIBHON paObOThl O0YYAIOIIUXCSI: TICPCOHAIBHBIC
kommbioTephl ¢ makerom MS Office, Beixomom B IHTEpHET U € IOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BATEIbHYIO CPEly YHUBEPCUTETA

[Tomernienue Juist XpaHEeHHS U TPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4€OHOTO
o0opynoBaHus: mKadbl Ui XpaHSHUS y4eOHO-METOJMUECKOM JOKYMEHTAIH, y4eOHOTO
00opynoBaHus U y4eOHO-HATJISIIHBIX TOCOOHIA.

IIpunoxenne 1
YueOHO-MeTOANYeCKOE 00ecTieYeHre CaMOCTOSITeIbHOI padoThl 00y4yaromuxcs
Jlomamnee 3ananmne 1

[ToBTOPUTH NPUHIMIBI OpPraHU3allUd HOPMATHBHO-IIPABOBON 0a3bl 00Opa3oBaTeIbHOM
JearenbHOCTH B Poccniickon denepanuu.

[Tons3ysce MH(OPMaLMOHHO-TIPABOBBIM [IOPTaIOM KoncynsrantlIntoc
(http://www.consultant.ru/) uaeHTHUIPOBATE HOPMATHBHYIO Cpeay sl 00pa3oBaTelIbHOMN
OpraHMU3aIH OJIHOTO U3 TUIOB (110 BBIOOPY cTyaeHTa). CIUCOK JeHCTBYIONIMX TPAaBOBBIX aKTOB U
HOPMaTHUBHO-METOJIMYECKUX JOKYMEHTOB JIOJDKEH OTPakaThb YPOBHEBYIO OpIaHU3ALNIO
HOPMAaTUBHOM CpPEJIbI.

Pexomenoayuu:.

1. U3yunts cratbio 23 «Tumnsl 00pa3oBaTeabHbIX opraHu3anuiny @enepanbHOro 3aKkoHa OT
29.12.2012 N 273-®3 (B pgeiictBytomieir penakiuu) "06 obpazosanuu 6 Poccutickoti
@edepayuu”. Boidpate oauH u3 Tunos. CorynacoBaTh BbIOOp € MpemnojaBaTesneM (TUIBI HE
JIOJIKHBI TIOBTOPSITHCS).

2. N3yuuts TpeboBanus @3 «06 obpazosanuuy», Kacarolrecs BCeX BUIOB JESATEIbHOCTH
oOpa3oBaTeNbHOW OpraHM3aluu  BeIOpaHHOro Tuma. OIpenenuTh COCTaB  JIOKYMEHTOB,
pEerJaMeHTUPYIOIIUX €€ JeSATeNIbHOCTb, IPEICTaBUB €ro B BHUJE MEPAPXUUYECKOro CIHCKa
VCTOYHUKOB 4-X YpOBHEM:

1) mpaBOBbIE aKTbI, U3/1aBA€MbIE BBHICIIMMHU T'OCY/IapCTBEHHBIMU OpraHaMu ¢eaepanbHON
3aKOHOJATEIBbHOM BIACTM M BBICIIMMHU oOpraHamu ynpasieHus (KoHcTurynus, KOAEKCHI,
denepanbHble KOHCTUTYHMOHHBIE 3akoHbI (DK3), dbenepanbubie 3aKoHbl (P3), MOCTAHOBICHUS
ITpaButenscTBa, ykassl [Ipesunenra PO);

2) mpaBOBble aKThbl, U3JaBaeMble (efepaibHbIMU OpPraHaMU MCIOJHUTEIbHOW BIIACTH!
MHUHHCTEPCTBAMH, KOMHTETaMH, BEIOMCTBAMU KakK OOIIEOTPAciieBOro, TaK M BEJOMCTBEHHOT'O
xapakrepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIIyX0, areHTCTB, OI0pO U 1Ip.;
MHCTPYKTUBHBIE MIMCbMa, TUIIOBBIE TIOJIOKEHUS, TUTIOBBIE U TEXHUUECKUE PETJIAMEHTHI, TUIIOBBIE
WHCTPYKIIUU U JAp., oOliepoccuiickue U BeaoMcTBeHHbIe KinaccudukaTopel, ['OCTsI, nepeunu
TUIIOBBIX JIOKYMEHTOB U JIp.);



3) npaBOBBIE aKThl, U3/1aBAEMblE OPraHaMU 3aKOHOJATEIbHON M UCIIOJHUTEILHON BIACTH
cyObekToB PO 1 UX TeppuTOpUANIbHBIX 00pa30BaHMM (3aKOHBI MOCTAHOBJICHHS MPABUTEIHCTBA
cyobekToB P®, pacnopsokeHHS ¥ TIOCTAHOBJICHUS TIJIaB aJMUHUCTpAIlMd, pa3IndHbIC
MOJI3aKOHHBIE AKTHI);

4)n0KaNbHbIE AKTHI, NPABOBbIE aKThl HOPMAaTMBHOIO M MHCTPYKTUBHOIO XapakTepa, a
TaKkK€ METOAMYECKHE JOKYMEHThl IO JOKYMEHTAallMOHHOMY OOECHEYeHHIO YIpaBIICHUS,
U3/1aBacMble PYKOBOJICTBOM 00pa30BaTENIbHON OpraHn3anuu (ycTaB, OJOXKEHHS, MHCTPYKIIUH, B
TOM 4YHCJIe UMHCTPYKUuU (MpaBWiia) 1O JEJIONPOU3BOJICTBY  OpraHu3aluu, Tabenu
yHU(DUIUPOBAHHBIX (POpM, albOOMBI OJIAHKOB, TMOJOXKEHHUS O JEIONPOU3BOJCTBE, O paboTe ¢
MEPCOHAIBHBIMU IaHHBIMU U IIPOYHE OPraHU3alMOHHO-TIPABOBbIC JIOKAIBbHBIE AKTHI).

3. Bce mnepeuncisieMble JAOKYMEHTHI JOJDKHBI COAEPIKATh HIACHTU(DUIUPYIOUIUE UX
PEKBU3UTHl (HAUMEHOBAHME JIOKYMEHTa, JaTa W3JaHus, KeM YTBEpXKJEH, JaTa MOCIeAHeH
peaaKIum)

Jlomainee 3aganue 2

1. U3yuuts crateio 30 «JlokambHble HOPMATUBHBIE AKThI, COAEPIKALIUE HOPMBI, PETYIUPYIOLIUE
oOpa3oBatenbHble OTHOmIeHUs» DenepanpbHoro 3akoHa ot 29.12.2012 N 273-®3 (B
neiictBytromeit penakiuun) "O6 odpasoanuu B Poccuiickoii @eneparn”

2. OTBETUTH Ha BOIPOCHI:

K kakoii rpymme ynpaBJIIGHYECKHUX JIOKYMEHTOB OyIyT OTHOCHTBCS JIOKAIbHBIC aAKThI
00pa3zoBaTeNbHON OpraHUu3aIu?

Kakue 1oKkyMeHTbI 17151 00pa30BaTeIbHON OpraHU3aluy SIBISIFOTCS YUPEIUTEIbHBIMU?
3. CocTaBbTe CIUCOK JIOKAJIbHBIX aKTOB JIJIsl 00pa30BaTeIbHBIX OpraHU3aluii BBIOPAaHHOTO THIIA.

4. Ionw3ysich (a) Ilepeurnem munogwix ynpasieH4ecKux apxusHulx OOKYMeHmMo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHBIX OP2AHO8, OP2AHO8 MECMHO20 CAMOYNPAGICHUS U
opeanu3ayull, ¢ yKasauem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexabps 2019
2. Ne 236, (6) Ilepeunem Ooxymenmos co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupesxcoenuul u opeanusayuil e2o cucmemvl, yme. Ilpuxkazom Munucmepcmea
npocsewenuss CCCP om 30 dexabpa 1980 2o0oa N 176; (B) [Ipunoxenuem 18 «IIpumepnas
HOMEHKJIaTypa Jiel 00meo0pa3oBaTelnbHOr0 YupexiaeHus» k [lucoemy Munucmepcmea
obpazosanus Poccuiickou ®@edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomeHOayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpaz08amenbHbIX YUPeHCOeHUX),
OTIPEICIUTh CPOKU XPAHEHHS IJIs BCeX JOKYMEHTOB M3 CIHCKA, yKa3aB CTaThlO0 M IYHKT TOJ
Ilepeuns, Hanpumep:

Ne TunoBoe HamMeHoBaHue | Cpok xpaHeHust | Ne cratbu [Iepeuenn
n/n JIOKAJILHOT'O aKTa

17 Y4eOHbIe TIaHBI U [TocTosiHHO 603 [Tepeuens 1980
IpOrpamMMbl KYpCcOB
TTOBBITIICHUS
KBaJTM(HUKAIMN YIUTEICH,
BOCITHTATEIICH,
paboOTHUKOB
BHEIIKOJIbHBIX
YUPEKACHUHN, IPOrPAMMBbI




JUISE CaMOOOPa30BaHHUS
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JlomamHee 3a1anue 3

1. Uzyuuts Ipuxaz Pocapxusa om 11.04.2018 N 44 "O6 ymeepoicoenuu [Ipumeproni uncmpykyuu
nO 0elonpou3800cmey 6 2ocyoapcmeeHuvix opeanuzayusx” (3apeructpupoBaHo B MuHiocTe
Poccun  17.08.2018 N 51922) B cucreme Koncynprautllmoc —www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OTBeTUTH Ha BOIPOCHI U PEACTABUTH UX B CBOOOIHOM YacTH TaOJIHUIIBL.

Ne Bompoc OtBer
ILm.

JlokymMmeHT00060pOoT MY BKIIIOYAET MOCIEA0BATEIHLHOCTh
repeMenIeHI JOKYMEHTOB, a TaK)Ke OTIEpalllH, COBEPIIIACMBIE C
ITOKYMEHTaMU B MPOIIeCcCce UX CO3/IaHus U ucronHenus. HazoBure
BT ONIEpALIUH.

2 Ha xakue mpUHIUITBI OMTUPAETCS OPTaHU3alMsl JOKYyMEHTO000pOoTa
B MVY?

3 Kak BenyT yduer nokymentoobopora B MVY?

4 Kakue moKyMeHTHI MOMagaloT B COCTaB BXOSIINX U UCXOISAIINX
NTOKYMEHTOB I'OCY/IapCTBEHHOW OpraHu3anuu’?

5 Uto Takoe «M3J10»?

6 YTo BXOAUT B MOHATHE «KOPPECIOHACHIIH TOCYIapCTBEHHON
OpraHu3anuu?

7 Hy>xHO 11 TPOBOANUTH NEPBUUHYIO 00PA0OTKY IEKTPOHHBIX
ITOKYMEHTOB?

8 [TprkaszaM 1 pacropsiKEHHUSIM 110 OCHOBHOM JIEATEIIbHOCTH B

rOCyJapCTBEHHOI OpraHu3alyy NpUuCcBauBaIOTCS MOPSAKOBbIE
HoMmepa? Cieayer U UX PErucTpUpoBaTh B OTAEIBHO, B Pa3HBIX
erUCTPAllMOHHBIX (hopmax?

0 Kax oprann3oBarh JOKYMEHTOOOOPOT MPUCIAHHBIX OyMa)KHBIX
NTOKYMEHTOB, €CJIM B opranuzauuu aeicrsyer COJ1?

10 Kakue MIOKyMEHTBI TOCYIapCTBEHHOW OpraHU3allud  MOTYT
CO3/1aBaThbCs, XPAHUTHCS U HCIIOJIB30BAThCSI HCKIIOYUTEIHHO B
pIeKTpoHHOM  Buae? Kak  ycTaHOBHTH IIEpeUeHb  ITUX
ITOKYMEHTOB?

11 ["ie perucTpupyroTcs MPOTOKOJIBI 3aCEIaHNl, COBELAaHU,
MTPOBOJAMMBIX PYKOBOJCTBOM OpraHu3aluu’?

12 Kakue TpeOoBaHUs MPEIbIBIAIOTCA K MapIIpyTaM JIBUKECHUS
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX JOKYyMEHTOB B COJ1?

13 UeMy 10JIKHO COOTBETCTBOBATh MPOXO0XKIEHNE BHYTPEHHHUX

MTOKYMCHTOB Ha 3Talax uX MMOoJAroTOBKHU U O(l)OpMJ'IeHI/IH, a yeMy Ha
bTarne UCIOJIHCHH?

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

15 Kakyto 3a1a4y CTaBUT PyKOBOIUTENb ciyxO0bl IOY
rOCYJapCTBEHHOTO YUPEXKCHUS IIPU OpraHU3alUH
ToKkyMeHToobopora?

16 CrnemyeT u BCerjja COXpaHaTh KOHBEPTHI WIIM YIIAKOBKY




BXOISIINX JOKYMEHTOB?

17 Kakne momosHUTEIbHBIC TOTOKK HAOIIOJAI0TCS BHYTPH TIOTOKA
BXod1IEeN foKkymMeHTauuu MY?

18 Korja Hy>)KHO 3aperucTpupoBaTh UCXOAALINNA JOKYMEHT, €CIH OH
ObUT OIKCAaH B KOHIIE paboyero aHs win B Hepabouee Bpemsi?

19 J17151 KaKUX MCXOMASAIINX TOKYMEHTOB COCTaBIISIOTCS
COITPOBOJIUTEIIbHBIE THCbMaA?

20 KakoBa 11e71b IpeIBapUTEIbHOTO PACCMOTPEHHS MTOTyYaeMbIX
ITOKYMEHTOB?

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

22 Kakue nanneie BHOCATCS B CO/l 0 BXOIAMINX U UCXOISAIINX
NTOKYMEHTaX rocy1apCTBEHHON OpraHu3aiuu’?

23 YTo nenath, €ClM Bbl HOJIYYHUIN HECTAHIAPTHOE IO BECy, pa3Mepy
M T.II. IOYTOBOE OTITPaBJICHUE?

24 YTo nenaTh, €Clv Bbl HOJIYYMIIM I0YTOBOE OTIPABJICHUE B
[TOBPEXKIEHHON yITaKOBKe?

25 Crenyer Jiu 1enaTh KOMMU UCXOIAIIMX JIOKYMEHTOB?

26 KTO Takoif OTBETCTBEHHBINM UCIIOJIHUTEND T0KyMeHTa? KakoBbl ero
00s13aHHOCTH?

27 [lepen peructpanueit HCXoAsUX T0KyMeHTOB Ciyx0a
11eJI0NPOU3BOICTBA IPOBEPSIET UX MPaBUIbLHOCTH. Ha uTto
KOHKpETHO 00paliaercsi BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBS3U IS TIOCTAaBKH U OTIPABKH JOKYMEHTOB
MY B opraHu3anuy 4 OpraHbl BJIacTH.

29 KTo pa3zpabarbiBaeT MapIpyThl JBHKEHUS
OpraHU3aIMOHHO-PACHIOPSAUTENBHBIX TOKyMEHTOB it CO /1
roCy/1apCTBEHHON OpraHu3aIu?

30 HazoBuTe 11€51b OpraHu3aIy J0KyMeHTO000poTa B
rOCyAapCTBEHHOM OpraHU3allkH.

31 Kak MOryT perucTpupoBaThcsi BHYTpEHHHE JOKYMEHThI?

Jlomaminee 3aganue 4

1. M3yunre Iucomo Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux pekomeHOauuax no padome ¢ OOKyMeHmMamu @
00ueotpazo0eamenbHblX YUPesHcOeHUAX.

yCTaHOBI/ITC, B KaKHUX HOKYMCHTaX (HaSOBI/ITe rpyniny n BI/I,[[BI) pean3yeTCd JOKYMCHTHPOBAHUC
ynpaBHCH‘ICCKOﬁ JACATCIIbHOCTH 06H1606pa30BaTCJ'IBHOFO y‘-Ipe)KI[eHI/I}I?

2. Tlomw3ysich Metogumueckumu pekoMeHmamusmu (cMm. 1m.1.) u T'OCT P 7.0.97-2016,
CIPOEKTUPYHTE O0ImMii OJiaHK, OJIaHK MHUChMa, OJJaHK KOHKPETHOTO BHJA TOKyMEHTa (TpuKa3a)
oOpa3oBaTenbHO# opranuzanuu. CBeeHUs 00 OpraHu3aluyd MOTYT OBITh BEIMBIIIUICHHBIMH.

Jdomamnee 3aganue S

IIpuBeaure mno 2 mpuMepa [JOKYMEHTOB MO JHYHOMY COCTaBYy, OTpakaioume
AOKYMEHTHPOBaHHUeE CJIeAYIOLIUX MPOLeccoB:

. MIPOIIECCHI JBMKEHUS KaJPOB;



. IpoLEeaypY aTTECTAlNN;
. BOMHCKHH y4Yer.
KTo0 0TBeuaer 3a cocTaB/jieHHe JAHHBIX JOKYMEHTOB?

Kakumu HOpMaTHUBHBIMM AKTAMH PYKOBOJICTBYeTCS1?

Jlomaminee 3axanue 6

[Tpoananu3upyiiTe HOMEHKIATYPY JeT 00pa30BaTeIbHON OpraHu3aluy BEIOPAHHOTO TUIIA HITH
IIPEIOKEHHYIO ITpenogaBaTesieM. OTBEThTE Ha BOIIPOCHL.

Jist gero npeaHa3HadeHa HOMEHKIIATypa JIell B 00pa30BaTeIbHOM yUPEKICHUH?
Kak pa3pabarbeiBaeTcsi HOMEHKIIATypa Jell 00pa30BaTeIbHOTO YUPEKICHUS?
Cy1iecTByeT Jiu JIsl JAaHHOW opraHu3aiuu TunoBass HOMEHKIATypa aei?

Kak ompenenuts GopMy U CTPYKTYpy HOMEHKJIATYPHI J1e?

Kak ycTaHOBUTH CpOKM XpaHEHHS JOKYMEHTOB?

Korna momkHa 0OHOBISTBECS HOMEHKIIATypa J1es 00pa30BaTEIbHOTO YUPEKACHUS?
KTo cocraBisier 1 opopmiisieT HOMEHKIATYpY J1e7 00pa30BaTeIbHONM OpraHu3auu?

NoabkowdE

KonTpoasnas pa6ora

B kadecTtBe KOHTpOJBHOW pabOTHl CTyIEHTAM MpeljaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JOKJIIAIOM I10 TEMC:

«JlokyMEeHTHpOBaHHE  JIEATENBHOCTH  00pa3oBaTeNbHOTO  yupexaeHus  (ykaszaTh
BbIOpaHHBIN THIT)». THUIBI 00pa30BaTEIbHBIX YUPEXKIEHUN HE JOJKHBI MOBTOPSATHCS B TPYIIIE
(3ammcatbcs y CTapoCThl).

[Tepedyens THIOB 00pa3zoBaTEIbHBIX yUpexaeHUM cM. o c¢T.23 @3 «O06 oOpa3oBaHUM B
PD».

TpeboBanus k pedepary
JIOKyMEeHTHPOBaHHe /1esiITeIbHOCTH 00pa30BaTeJIbHOI0 YUpesKAeHUs

CO,Z[Cp)KaHI/IC JAOJIDKHO ACMOHCTPHUPOBATH CICAYIOIIUC 3HAHUA U YMCHUA CTYICHTOB:

3nanue:

- cneyughuueckux uepm 0OKyMeHmupo8aHus oessmeibHoCmy 00pa3oBaTEIbHOTO YUPESKICHNUS;

- MUnoBo2o cocmaea cucmem OOKYMeHmayuu, @Gopmupyowux O0oKyMeHmanvHul ¢GOoHO
00paA308aMeNbHOCO YUPEHCOCHUS,

- Cnocobos u cpeocms OOKYMEHMUPOBAHUS, NPUMEHAEMbIX 6 npoyecce O0esmenibHOCmu
00paA308amMenbHOCO YUPEHCOCHUS,

- HOPMAMUBHO-NPABOBLIX AKMO8, PE2NAMEHMUPYIOUUX OAMENbHOCTb U ee OOKYMEHMUPOBaHUeE 8
00pA308aAMENLHBIX YUPEHCOCHUSX (MO MUNAM,).

Ymenue

- COCMAUMb HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUs OesmelbHOCU KOHKPEeMmHOU
opeanuzayuu;

- ONUPAACH HA HOPMAMUBHO-NPABOBOLL AKM, ONPEOeNsiMb COCMA8 HeOOX0OUMBIX OOKYMEHMO8.

Pedepar na 10-15 crpanui, yepe3 1,5 uatepBana, 14 mpudrom. O0s3aTeTbHBI TUTYIBHBIHN JIUCT,
OrJIaBJICHUC, CIIMCOK JIUTCPATypbl WM HMCTOYHUKOB, BHYTPUTCKCTOBLIC CCBLIKH. Bo3MOKHEI



npuioxenus. KoHTponpHast MHAWBUAYaIbHAS pab0Ta BHIIOIHIECTCSA B OYMaKHOM M 3JIEKTPOHHOM

BHUIE

Tunosoi niian pegepara

1. Xapakrepuctuka THma oOpa3oBaTenbHOTO YyupexaeHus. (JKemarenpbHO mnpuBICYEeHUE
CTaTHUCTUYECKUX JaHHBIX O TOM, CKOoJbko B Poccun/ peruone/odnmacta/ ropoje
3apEruCTPUPOBAHO MOAOOHBIX OPraHU3aINN ).

N

OO01as xapakTepucTUKa yIpaBJIeHUs! B JAHHOM 00pa30BaTeIbHOM YUPEXKICHUH.

3. OCHOBHOI1 COCTaB HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIHX A TEIHbHOCTD
00pa30BaTEeNbHOTO YUPEHKIACHHUS.

4. XapakTepuCTHKa JOKYMEHTAIbHOTO (oHIA (IOKYMEHTOB, MX KOMIUIEKCOB U CHUCTEM
JOKYMEHTAIuH, GOPMHUPYIOIIUXCS B ACSITEILHOCTA 00pa30BaTEIbHOTO YUPEKACHUS):

OpraHU3aIMOHHO-TIPaBOBAsl TOKYMEHTALIN,
TUTAaHOBAs IOKYMEHTAITHS;

pacropsauTenbHas JOKYMEHTAIHS;

UH(POPMALIMOHHO-CIIPABOYHAS M CIIPABOYHO-aHATUTHYECKAS TOKYMEHTAIINS;
OTYETHAs JIOKYMCHTAIINS,

JIOKYMEHTAIUS 110 00ECIeYEHUI0 KaapaMH (I10 JIMYHOMY COCTaBY);

¢dbuHaHCcOBas ToKyMeHTalus (OyXralTepcKuil y4eT U OTYETHOCTb);

JOKYMEHTAIUS 110 MaTEPUATbHO-TEXHUYECKOMY 00ECIICUCHHIO;

JIOTOBOPHAs IOKyMEHTAIINS,

JOKYMEHTAIUsl 10 JOKYMEHTAIHOHHOMY M WH(POPMALMOHHOMY OOECICUCHUIO
NEeSITEIIBHOCTH YUPEKICHUS;

JOKYMEHTAIHs, OTpakaroliasi 00pa3oBaTebHYIO e TETbHOCTH;

JPYTU€ CUCTEMBI JOKYMEHTAIUH (€CIIH €CTh).

5. AHaiu3 NpUMEpHOI HOMEHKIIATYphI JIeJ1 00pa30BaTEIbHOTO YUPEkKACHUS.
6. Tlopsmok XpaHeHHS JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUH.
7. CHnucok IuTepaTypbl U HCTOUHUKOB.

IToaroroBka kK IK3aMEHY

BOl'lpOCbI K 3K3aMEHYy

1.

HopwmarusHas cpena o6pasoBarenbHoOM opranu3anuu B Poccuiickoit denepanuu.

YPOBHU U UCTOUYHUK (POPMHUPOBAHUS HOPMATHUBHOM cpeJibl i1 00pa3oBaTeIbHON OpraHU3aliy B

PO®.
2.
3.
4.
5.
o0Opa3oBaHusl.
6.

OcnoBusle nosnoxenus fokymenToB KOHECKO 06 o6pazoBanuu.

CrangapThl npodeccuOHAIbHOMN 1eATENbHOCTH B 00J1acTH 00pa30BaHMUsL.

[TonsiTHe 1 o011as1 XapakTepUCTUKa 00pa30BaTEILHON IPOTPaMMBI.
OpraHu3anuoHHO-TIPaBOBbIE  (OPMBI  YUPESKACHUH M OpraHU3aIfil CHUCTEMBI

3akOHBI M CHCTE€Ma MOA3aKOHHBIX AaKTOB, PETYJIUPYIOIIUX YIPaBICHUYECKYIO

ACATCIIBHOCTE B O6pa30BaTCHBHOﬁ OopraHu3anunu.

7.

3akoHoAaTenbHble akThl 1o YensOuHCcKoil obnactu (miu nHOro cyonekra PO mo

BBIOOPY CTYACHTA), PETJIAMEHTHUPYIOLIHE JeSITeIbHOCTh YUpexAeHu 00pa3zoBarenbHoOil chepsl.

8.
9.
10.
11.
12.

VYcraB o0pa3oBaTenbHON OpraHU3aIuy.

JlokanbHbIE aKThl 00pa30BaTEIbHON OpraHn3aIuy.

[TonsiTHE 1EMONPON3BOICTBA M APXUBHOTO JETa.

OcoOeHHOCTH AETONPOU3BOICTBA B 00pa30BaTENbHOIN OpraHu3aluy.
3aKOHO/ATEILCTBO B O0JACTH  JAEJIONPOM3BOJACTBA W APXHMBHOTO  JIeja.

Pacnpe;[eneHHe OTBCTCTBCHHOCTU 3a OpraHu3alui0 U BCACHHUC [JCJIOIPOU3BOJACTBA B
00pa3zoBaTeNbHON OpraHU3aIK?



13. JIOKyMEeHTHUpOBaHUE NEATEIHHOCTH 00pa3oBaTenbHON opranusanud. OOrmas
XapaKTePUCTHKA CUCTEM JOKYMEHTAIIHUH.

14. IOpuanueckas cuia ynpaBiieH4eCKUX JOKYMEHTOB.

15. KampoBas  momutuka  oOpazoBarenbHOM — opranuzanuu.  OpraHuzanus
JOKyMEHTUPOBAHUS TPYAOBBIX OTHOIIeHWi. [IpaBa u oO0si3aHHOCTH paboromareneii u
PaOOTHHKOB.

16. Pa3paboTka HOpMATUBHBIX [IPABOBBIX AKTOB, YCTAHABIUBAIOLIUX CIYXKEOHbIE
OTHONICHUSI B 00pa30BaTEIbHON OpraHU3aluH.

17. HOpﬂI[OK BaKJIIOYE€HHUS TPYAOBBIX JOTOBOPOB. O6I.l.lI/Ie OCHOBaHHS IIPEKPaIeHUA TPYAOBBIX JOTOBOPOB. OCHOBaHUSA U TIOPAAOK PACTOPXKEHUA
TPYAOBBIX JOTOBOPOB 110 MHUITUATUBE paﬁOTOZlaTeflﬂ, TI0 UHUITUAaTUBE pH6OTHI/lKa 06paSOBﬁTeJIBHOI>’I OpraHu3anyu.

18. JlokymeHTHpOBaHUE B 00JIACTH MaTEPHAIbHBIX M (PMHAHCOBBIX 3aTpaT
rOCY/IapCTBEHHBIX M MYHHUIUIAIBLHBIX 00pa30BaTeIbHBIX OPTaHU3AIIHNA.
19. YcTaHOBIICHHE U TOKYMEHTAIBHOE 3aKPEIICHUE COIMAIbHO-TTPABOBBIX YCIOBHHA U

FapaHTHﬁ, HCO6XOI[I/IMLIX 1 JCATCIIBHOCTH pa6OTHI/IKOB TOCYyAapCTBCHHBIX, MYHUIUITIAJIbHBIX U
HCroCyAapCTBCHHBIX O6paSOBaTeJ'IBHBIX y‘ipe)KI[eHHﬁ.

20. JluctmimHapHast OTBETCTBEHHOCTh M €€ JOKYMEHTHPOBAHUE

21. JIOKyMEHTUPOBAaHHE  HCCIICIOBATEIILCKOM  JIEATENILHOCTH  00pa3oBaTeIbHOM
opraam3anuu. CriocoObl 3aIIUTH ABTOPCKUX ITPAB.

22. JlokyMeHTaNbHbIN 1 apXUBHBIN (HOH]IBI 00pa30BaTEIHHON OpTraHU3AIIH.

23. JIOKyMeHTHUpOBaHUE YIIPABICHUECKOH esTenbHOCTH. OpraHu3arus,

IUIAHUPOBAHME, PACTIOPSIUTENBCTBO, KOOPAUHALMSA, KOHTPOJIb U IPYrHe YIIPABICHYECKUE
(GyHKINHU B TOKyMEHTax 00pa30BaTeIbHON OpraHU3aIHy.

24, JlokymeHTHupoBaHue 00pa30BaTesIbHON JesTeabHOCTH. OCHOBHAs
oOpa3oBaTenibHasl IporpaMMa. YueOHbIH IU1aH (MHbIE BU/bI IJIAHOBBIX JIOKYMEHTOB 110
oOpa3oBaTenbHOU AedrenbHocTh). Pabovas nporpamma. IIporpamMmmel 00pa3oBaTesIbHBIX
MEPOIIPUATHH.

25. JlokymMeHTapHasi IOAr0TOBKa 00pa3oBaTeIbHON OpraHU3alMy K JIULEH3UPOBAHUIO
¥ TOCY/IapCTBEHHOW aKKpEIUTAIIHH.

26. [TonsiTne okymeHToo60poTa. OCHOBHBIE ATAIBI JOKYMEHTOO0OPOTA.

27. VYnpasieHnne JOKYMEHTOIIOTOKaMH B 00pa30BaTeIbHON OpraHu3alli.
DJeKTpOHHAs U TPAJUIMOHHAs (hopMa IOKyMEHTO000poTa.

28. Opranu3anus UCTOJIb30BaHUsI IOKYMEHTOB B 00pa30BaTEIbHOM OpraHU3allii.
JlocTyIl K TOKYMEHTaM.

29. [TpaBoBbIe OCHOBBI B 001acTH HH(GOPMALIMOHHOTO 00ecreueHus: 00pa3oBaTeabHOM
nesrenbHOCTH. CaliThl 00pa3oBaTelbHOM OpraHu3aluy.

30. Opranu3anys ornepaTuBHOTO U ApXUBHOTO XpaHEHHS JOKYMEHTOB B
00pa3oBaTeNbHON OpraHu3aly (Ha MpUMepe OJTHOTO U3 TUIIOB).

31. JlokanpHbIE HOPMATUBHBIE aKTHI TIO JIEJIOMPOU3BOJICTBY 00pa30BaTeIbHOM
OpraHu3aIuy.

32. WNucTpykius 1o genonpous3BoAcTByY. Llens co3nanus, 3amayuu, TpeboBaHUS K
COCTaBJIEHUIO, 0(OPMIICHUIO U BBEJICHUIO B JICHCTBUE

33. Homenknarypa nen. llens u 3agaum co3gaHusi, TpeOOBaHMSI K COCTaBJICHHIO,
0(OpMIICHHIO U BBE/ICHUIO B JICHCTBHE.

34. YHu4TOXKEHHE TOKYMEHTOB 00pa30BaTeIbHON opranu3anuu. [lopsaok BelIeneHNs

JIe]l K YHUUTOKEHUI0. JIOKYMEHTUPOBaHUE IPOLENYPhl YHUUYTOXKEHHS TOKYMEHTOB.

TecTsl 1151 caMONIPOBEPKH
Tecr 1

IIpoxonxure gppasy: «Opranuzanus 1eJJONPOU3BOACTBA B 00pa30BaTeJIbHOM yUpPeKICHUH
HeNnocpeACTBEHHO perjiaMeHTHpYeTcs...»

d. HOPMATHBHO-TIPABOBBIMU aKTaMH (eIepaIbHON 3aKOHOIATEIHHOMN BIIACTH;

b. HOpMaTHBHO-TIPAaBOBBIMHU aKTaMH (hefepaabHOM UCTIOTHUTEILHON BIACTH;



C. HOPMAaTUBHO-TIPABOBBIMU dKTaMU BaKOHOI[aTCJIBHOI\/'I U UCHOJIHUTEIBHON BIACTHU
cyObekToB PD 1 uX TeppUTOpHATBHBIX 0O0Opa30BaHUI;
d. HOpMaTHBHBIMH JIOKaJIbHBIMU aKTaMH 00pa30BaTEIbHON OpraHU3allHH.

Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
Ilpuka3z Pocapxuea om 11.04.2018 N 44 "O06 ymeepycoenuu Ilpumepnoii uncmpykuyuu no
0€/10nPOoU3600CMeEy 8 20Cy0apCmeeHHbIX op2anuzayuax'"?

a. HOPMaTHBHO-TIPABOBBIE aKThI (peJepabHOM 3aKOHOJATEIHLHOM BIIACTH;

b. HOpMaTHBHO-IIPaBOBBIC AKTHl 1 HOPMATUBHO-METOJHYCCKUE JOKYMEHTHI
(benepanbHON UCTIOIHUTEIHHON BIACTH;

C. HOPMaTHBHO-IIPABOBBIC AKThl 3aKOHOATEIBHON M UCTIOIHUTEIBHON BIIACTH
cy0obekToB PD u ux TeppuTopHaTbHBIX 00pa30BaHUM;

d. HOpMaTHBHBIC JJOKAIBHBIC aKThl 00PAa30BATEIILHOM OpPraHU3aLUH.

Omnpenesnre, K KAKOMY YPOBHI0O HOPMATHUBHO# 0a3bl OTHOCUTCS CJEIYHOIIHI TOKYMEHT
ITucobmo Munucmepcmea oopasosanus Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomeHoauyuax no paoome ¢ OOKYMEHmMAMU 6 00uLeo00pa306amenbHblxX
yupesrcoeHuax»

a. HOPMaTHBHO-TIPABOBBIE aKThI (peJiepabHOM 3aKOHOJATEIHLHOM BIIACTH;

b. HOpMaTHBHO-IIPaBOBBIC AKTHI 1 HOPMATUBHO-METOJHYCCKUE JOKYMEHTHI
(benepanbHON HCIIOIHUTEIBHON BIIACTH;

C. HOpPMaTHBHO-IIPABOBBIE AKThl 3AKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTH
cyobekToB PD u ux TepputopuaibHbIX 00pa30oBaHui;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00PA30BaTEIbHON OpraHU3aINY.

Omnpenesnre, K KAKOMY YPOBHI0O HOPMATHBHOW 0a3bl OTHOCHUTCS CJICAYIOIIUI TOKYMEHT:
Deoepanvuuiii 3axkon «06 oopazosanuu 6 Poccuiickou Dedepayuuy?

a. HOPMaTHBHO-TIPaBOBbIE aKThI (peJepabHOM 3aKOHOJATEIBHOM BIIACTH;

b. HOpMaTHBHO-TIPaBOBBIC aKThl © HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
(benepaabHON HUCTIOIHUTEIBHON BIIACTH;

C. HOPMATHBHO-TIPAaBOBBIC AKThI 3AKOHOJIATEIBHON M UCIIOJIHUTEIBHON BIIACTH
cyobekToB PD u ux TeppuTopuanbHbIX 00pa3oBaHui;

d. HOpMaTHBHBIC JIOKAJILHBIC AaKThl 00PA30BaTEIBHON OpraHU3aINY.

Kakoe BbIcka3bIBaHue SIBJISETCH HEBEPHbIM?

a. PexBu3NT «HauMeHOBaHME BHAA JOKYMEHTa» SBISETCS JOKYMEHTOOOpa3yIOUIUM
MPU3HAKOM, MO3BOJSIOIIMM IOJYYUTh HayaJlbHOE, caMoe oO0lee MpeJCTaBIeHUE O
JOKYMEHTE, €0 MPaBOBOW 3HAYMMOCTH

b. Ilpumenenne 'OCT P 7.0.97-2016 siBisieTcst 00s13aTEIbHBIM AJIsl BCEX COBPEMEHHBIX
OpraHM3alMi, yupeKIeHU, MPeANPUATHH 00X OPraHU3alMOHHO-TIPaBOBBIX (POPM

C. PopMynsp TOKyMEHTa MPOAMKTOBAH HE TOJIBKO HEOOXOJIUMOCTHIO CTPYKTYpHUpPOBATh
nH(pOpPMaIINIO, CIENaTh €€ HIPrOHOMUYHON, HO U HEOOXOIUMOCThIO IPUJATh JOKYMEHTY
IOPUINYECKYIO CUITY, CIIeNIaTh 3aleyaTIeHHYI0 B HeM HH(GOpMAaIHO0 OPHUIIHATBHOM

d. Kax1p1ii peKBU3HT KaK MEPBUYHBIN CTPYKTYPHBIN SJIEMEHT JJOKYMEHTA B TOM WIIH UHOM
CTETEHH OTPAKaeT IOPUANYECKH 3HAUUMYIO HH(POPMAIUIO

Kaxoe Bpicka3biBanue aBjasgercas HEBEPHBIM?

a. Jlara u peructpanmoOHHBIN HOMEp JOKyMEeHTa 0(hOPMIISIIOTCS HE Ha BCEX OJIaHKax

b. PexBusuthl «Jlata nokymMeHTa» U «PerucTpalioHHbI HOMEDP JOKYMEHTa» SBISIFOTCS
JAHHBIMH O PETHCTPAllUM JOKYMEHTAa M TI09TOMY SIBJISIIOTCA  JTOKa3aTEIbCTBOM
CYIIECTBOBAHMSI JOKYMEHTA U BKIIOYCHHEM €r0 B JOKYMEHTAIbHBIN (OH]T OpraHU3aIiH

C. PexBusutbl «Jlata gokyMeHTay © «PerucTpallMOHHBIA HOMEp JOKYMEHTa»
o OpPMIISIFOTCSI HA OTHOM YPOBHE IO OTHOIIEHUIO APYT K APYTY

d. O6a pekBusura — «Jlata mokymeHTa» U «PermcTpalniOHHBIH HOMEP JOKYMEHTa» —
BBITIONHSIOT IOPUANYECKYIO (DYHKIIMIO, & TAK)KE BBIMOIHSIOT TTOUCKOBYIO (DYHKIUIO, TaK
KaK MO3BOJISIIOT OpraHU3alK BeCTH HH(OPMAIIMOHHO-CIIPABOYHYIO paboTy



Kaxkoe ompeaejieHue COOTBETCTBYET CTAHJIAPTU3UPOBAHHOMY omnpeaeJeHUIo
OPraHM3alOHHO-PACIOPAIUTEIbLHOI0 JOKYMEHTA:
a. JlokymeHT, obecnieunBaroniii (yHKIIMOHUPOBAHNUE M B3aMMOCBSI3b YIPABISIOMICH H
YIPABIIIEMOM CHCTEM Ha BCEX YPOBHSX.
b. Bux nMcbMEHHOTO JJOKyMEHTa, B KOTOPOM (DPUKCHPYIOT pellicHHE a/IMUHHCTPATHBHBIX
U OpraHU3allMOHHBIX BOIPOCOB, A TAKXE BOIPOCOB YIPAaBICHHs, B3aUMOJCHUCTBHS,
oOecrieyeHrss M PEryJIMpOBaHUS JESATEIbHOCTH OpraHOB BIIACTH, YYPEKICHHUH,
IIPEANPUATHM, OpraHu3alui, UX NOAPa3IeICHUN U JODKHOCTHBIX JIULL.
C. JlokyMeHT, CO37aHHbIM IOPUIMUECKUM WM (DU3UYECKHM JIUIIOM, O(QOPMIICHHBIH H
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM IIOPSKE.
d. OdunmanbHbI JOKYMEHT, HCIIOIB3YEMBbIi B TEKYIICH ACATSILHOCTA OPraHU3aIH.

KakuMm opraHu3aiMoOHHbIM JIOKYMEHTAM COOTBETCTBYET CJIeAYHIIas XapaKTePUCTHKA:
ITO0 OpraHu3alMOHHO-NIPABOBbIE aAKThI, ONpeIe/isionIie MOPSI0K 00pa3oBaHusi, NpaBa U
00SI3aHHOCTH, OPTraHU3AINI0 PA0OTHI KAaK B OPraHU3aIMH B L[EJIOM, TAK U B €€ CTPYKTYPHBIX
nojapasjaejieHusIX. B 3THX J0KyMeHTaX TaKike MOTYT ObITh OTPa’KeHbI MPaBa U 00sI3aHHOCTH
OTJAEJILHBIX JOJKHOCTHBIX JIMII, ONPEIEJAThHCS OCHOBHBbIE OPraHU3AIMOHHbIE BOMPOCHI
NPOBEEHUs] PA3JIMYHBIX MEPONPHUATHIA B oOpraHu3amuu  (KOHKYpPCOB, CEeMHHApPOB,
(ecTuBaseii, BLICTABOK).
a. mpaBuIia

b. monmoxenus

C. HHCTPYKIIH

d. ycraBer

KakoMy opraHu3anMoHHOMY JOKYMEHTY COOTBETCTBYeT CJIeAYIOIIAs XapaKTepPHCTUKA:
ITO JIOKAJbHBIH HOPMATUBHBIN aKT OPraHu3alMy, perJaMeHTHPYIOLHI B COOTBETCTBUM C
TpynossiM KogexkcoM U HHBIMHE (peiepaibHbIMH 3aKOHAMM NOPS/I0K IPHEMA H YBOJIbHEHUSs
pPa0OTHHUKOB, OCHOBHbIC INpaBa, O0A3aHHOCTH W OTBETCTBEHHOCTb CTOPOH TPYI0BOIO
J0TOBOPAa, Ppe:xXKMM PpadoThl, BpeMsi OTAbIXa, NpPHMEHsieMble K PadOTHMKAM Mepbl
MOOIIPEHHS U B3bICKAHUS, 4 TAK/Ke HHbIE BONMPOCHI PEeryJIMPOBAHUS TPY/AOBbIX OTHOIIEHHIT
y AaHHOTO padoTogareJs.
a. MHCTPYKIIUA UHCIIEKTOpA 110 TPYLY

b. nmpaBuIa BHYTpEHHETr0 TPYJOBOTO PaclopsiaKa

C. IIOJIOXKEHHE O TPYAOBBIX OTHOLICHUAX B OpTaHU3alNU

d. Tpya0BOIi 10TOBOP

Kakomy ynpasiieH4eCKOMY JOKYMEHTY COOTBETCTBYeT CJeyIoIasi XapaKTePUCTHKA:
ITO0 BU/I NMCbMEHHOI'0 J0OKYMEHTA, B KOTOPOM (PpMKCHUPYIOT pelieHUs aIMMHUCTPATHBHBIX
U OPraHM3allMOHHBIX BOIIPOCOB, a TAaKKe BOIPOCOB YIPABJIEHHS, B3aUMOAEHCTBUS,
odecneyeHUs] W PeryJMpoOBaHMs JeATEJNbHOCTH OPraHOB BJIACTH, Y4YpPeKIACHHH,
NpeAnpUATHH, OPraHU3alUi, UX NOApa3ieIeHHI U J0JKHOCTHBIX JIM.
a. puHaHCOBO-OyXTanTepCcKuil

b. kanpoBbIit

C. OPraHU3alMOHHO-PACTIOPAAUTENBHBINA

d. mIaHOBO-OTYETHBIH

KakoMy 10KyMEHTY COOTBETCTBYET CJIeyH0IIasi XapaKTePUCTHKA:
9T0 mNpaBoOBOil aKT, YCTAHABJHMBAIOIIMNA TEXHOJOTHI0 CO3MAHUS WIH MOJyYeHHs
JIOKYMEHTOB, HX 00PaG0TKH, XpAHEHHUsI M HCII0JIb30BAHMUSI B JIEITEJILHOCTH OPTraHU3AIMH.
a. TOJDKHOCTHAST MHCTPYKITHS
b. MOKHOCTHOM pernaMeHT
C. moJjioxkeHue o ciyxoe JI0Y
d. MHCTPYKIHS 110 JACTONPOU3BOICTBY



Kakomy 10KyMeHTYy COOTBETCTBYET CJEeAYIOIIAs XapaKTepuCcTHKA:
Imom 0oKymenm ycmanaeiueaem 011 padomHUKA KOHKpemHvle mpyooeuvie (001cHOCmHble,
¢ynKkyuonanvnvle) 06a3aHHOCIMU U NPAGA 6 COOMEENMCMEUU C 3AHUMAEMOU 00IHCHOCHDIO,
3aKpenyiiem e20 OpZaHU3AUUOHHO-NPABOGOE NOJIOMCEHUE 6 CHPYKmype yupexrcoeHus,
ABNACMCA NPABOGOU OCHOBOU 0714 NPOEEOCHUA ammecmayuu padomHuKa, onpeoeieHus e2o
OMEEemCcmeeHHOCIU U 63AUMOOMHOUIEHUS C OPYCUMU PAOOMHUKAMU U NOOPA30eIeHUAMU,
no36055em 00beKMUBHO OUEHUBAMb PAdOmMy COmMPYOHUKA OP2AHU3AUUL.
a. UHCTPYKIIHUS T10 JI€JIONPOU3BOJICTBY
b. monoxenue o cnyxoe JJOY
C. TOJKHOCTHOM peraaMeHT
d. TOIKHOCTHASI MHCTPYKIIHS
Kakue rpynmnsl I0KyMeHTOB, C TOYKH 3pEHHUS] OPTaHU3ALMH J0CTYIa K HUM, BCTPE4YaloTcsl B
o0pa3oBaTe/IbHON OPraHu3anum?
a. o0IIenoCTymnHbIE,
b. xoHpuneHIMANIBEHBIC
C. CEKpeTHBIE
d. Bce rpymmbl BO3MOXHbI

Tect 2
B 3TOT QOKyMEHT 3aKpemJisieT NPUHATHIE BHYTPH OPraHU3alUH TNpPaBujiIa padoThl C
JOKYMEHTAMH Ha Bcex dTanax padorsl ¢ HuMH. HazoBuTe 3TOT 10KYyMeHT.

a. YcraB 00pa3oBaTeNbHOI OpraHU3aIuy,

b. Omank opraHu3anum,

C. HMHCTPYKIHS IO JEJIOTIPOU3BO/ICTBY,

d. HOMeHKIJaTypa Jel.
C noMompbI0 3ITOr0 JAOKYMEeHTa B 00pa3oBaTe/IbHOH OPraHU3alUH OCYINECTBJIAETCS
cHucTeMaTH3alus J0KYMEHTOB, IPYNNHPOBKAa JOKYMEHTOB B /ejia, y4eT T0KYMEHTOB
BpPeMeHHBIX CPOKOB XpaHEeHHs, OTOOpP W mepefaya JOKYMEHTOB Ha apXHBHOe XpaHeHHe,
pellleHne 0 BbIAeJIEHHH 1eJ1 K YHHUTOKeHH10. HazoBUTE ITOT 10KYMeHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3allly,

b. Omank opraHu3zanum,

C. HHCTPYKIHS O JIEJIOTIPOU3BO/ICTBY,

d. HOMeHKIaTypa Jel.

B kakoii 4yacTH pacnopsiAMTENbHOr0 [JOKYMEHTa He00X0AMMO MOMelaTh IepevYeHb
AOKYMEHTOB, YTPATHBIIUX CHJY WM TOAJEKANMX H3MEHEHHI0 B CBSI3M C H3JIaHHEM
JAaHHOTO aKTa?
a. B JIIOOOM ITyHKTE PaCHOPSIUTEIILHON YacTH
b. B mepBBIX MyHKTAX paclopsIUTEILHON YaCTH
C. B KOHCTaTUPYIOIIEH 4acTh
d. B KoHIIE TEKCTA

B kakoil 4yacTH pacnopsAUTe]IbLHOI0 JOKYMEHTa yKas3biBaercd HHpopMaunus 0 TOM, KTO
OCYILECTBJIAET KOHTPOJIb €r0 UCIOJHeHUs?
a. B IIEPBOM IIYHKTE PaclOPSAUTEIBHON YaCTH
b. opopmitsieTcst OTaENBHOM CTPOKOH MOCTE BCEX MYHKTOB
C. B IIOCIIETHEM ITYHKTE PaCHOPSAIUTEIbHON YacTh
d. B KOHCTaTHPYIOILEH YacTH

Kakune pacnopsiiurenbHble JOKYMEHTHI M3JAKOTCS MO ONEPATHBHBIM BONPOCAM M s
OpraHMU3alMH MCIOJTHEHHS JPYTIUX PacCHoOpPAINTEIbHBIX JOKYMEHTOB:
d. PacCIIOPsIKCHUS
b. pemrenus
C. IOCTaHOBJICHUS



d. mpukasbl
Kakue pacnopsizurenbHbie 10kKyMeHTbl HE oTHOcsiTCS K TOKyMeHTaM, M31aBaeMbIM Ha
OCHOBe eIMHOHAYAIUsA?

a. MPUKa3bl

b. pactiopsixeHus

C. pelieHus

d. ykazaunus

N3 kakuX 4yacTeil COCTOUT TEKCT PACOPSITUTETLHOIO IOKYMEHTA:
a. aHaIUTUYECKasa 4acTh/ 0000IIaroIas 4acThb
b. pazbsicHuTeNbHAS YaCTh/ IUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIasi 4aCTh/ PACIIOPSIUTEIbHAS YacTh
d. BBOo/IHAs YacTh/ OCHOBHAS YaCTh/ 3aKIFOYHTENBHAS YaCTh

Kakune nmcbMa mnoanuchbiBalOTCs JABYMSl JIMIAMH — PYKOBOJAMUTE/NEM OPraHM3aluM u
IJIABHBIM 0yXrajarepom:
a. TapaHTUIHBIE THCbMA
b. conpoBoauTENbHBIC MHCHMA
C. MMChbMa-3arpoChl
d. peknamHbIe UCHMa

Kakum 10KyMeHTOM Heo0XxoaumMo opopMUTH BO u30e:kanue HapyueHuss Hopm Tpyaosoro
KOJleKca MUCbMEHHOe HATIOMUHAHUE 0 HE0OXO0MMOCTH SIBUTHCS JUISL MOJIy4YeHHsI TPY/I0BOM
KHHKKH YBOJIEHHOMY PaGOTHHKY, He MOJYYHBIIEMY ee:
a. 3aKa3HOE MHUCHMO
b. pakcorpamma
€. SMS-coo0mienune
d. anexTpoHHOE COOOIIEHHE

Kakoii J0KYMeHT MOANUCHIBAETCS] PYKOBOAUTE/IEM CTPYKTYPHOI0 MOAPA3/IeIeHHS:
a. crpaBKa
b. mpukas
C. aKT
d. cmyxeOHas 3amucka

Kakomy Buay 10KyMeHTAa COOTBETCTBYET CJAEYIOIIMA TEKCT:
23.09.20013 6 9.00 na 3anamusax no 0CHO8AM NPABOBEOCHUS RPUCYHICIEOEAN0 2 CY)eHma

u3 cocmaea cpynnbsi 25 UeJ/106€K, 6 pe3yibmame 4e2o 3aHAmuUA npullloco OmmeHumas.

Jloyenm xagpeopovt npasa Iloonucye /
U.B. lllenens

25.09.2013
a. TOKJIaJ{Hasl 3alucKa
b. mosicautenbHas 3anucKa
C. 00bsSICHUTEIbHAS 3aIHCKa
d. cmyxeOHas 3amnucka

KTo odopmiisieT yuyeTHbIE JHUYHBIE KAPTOUKH:
a. pabOTHHUK
b. pykoBoAUTENb CTPYKTYPHOTO MOAPa3ACIACHHUS
C. 3aMECTHTENIb PYKOBOIUTENS OpraHU3aInu
d. paGoTHUK 1O Kagpam



Kaxkoii 1o0kyMeHT SIBJIsIETCS OCHOBHBIM IOKYMEHTOM O TPY/A0BOii 1eITeJIbHOCTH U 0
TPYAOBOM CTa:Ke pA0OTHUKA:

a. yueTHasi TMIHAs KapTOUYKa
b. meHcHOHHOE yIOCTOBEPECHUE
C. CTPaxOBOE CBUIETENHCTBO TOCYIAPCTBEHHOTO TIEHCHOHHOTO CTPAaXOBAHUSI
d. TpynoBast KHMKKa

Kakue BuAbI IUCHUIIIMHAPHBIX B3bICKAHUI BIIMCHIBAIOTCH B TPYA0BYI0 KHHKKY:
a. YBOJIbHEHUE
b. Bce BHIbI TMCHMIUIMHAPHBIX B3bICKAHHI BIMCHIBAIOTCS B TPYIOBYIO KHUXKKY
C. CTPOTrH#l BBITOBOP
d. B3bICKaHHS B TPY/IOBYIO KHIDKKY HE 3aITHCBIBAIOTCS

Ha xakue BHABI MOAPA3AEIAIOTCH OJaHKH AOKYMEHTOB IO PACHOJIOKEHUI0 PEKBH3UTOB
corjiacHo I'OCT P 7.0.97-20167
d. YIJIOBBIC U IIPOAOJIBHBEIC
b. oOmumii 6;1aHK, OaHK MHUChMa, OJJaHK KOHKPETHOTO BH/Ia JOKYMEHTA
C. OylaHK opraHu3aIyy, OJJaHK CTPYKTYPHOTO MOPA3/IeIeHUs] OpraHU3aIuy, OJaHK
JOJIKHOCTHOTO JTUIA
d. meHTpupOBaHHbBIC U (IIArOBHIC.
JlJ1s1 KAKMX BH/JIOB JOKYMEHTOB HCIOJIb3YIOT 001uii 0J1aHK?
Bri6epute ouH OTBET:
a. MOOBIX BUAOB JTOKYMEHTOB, KpOME MpHKa3a
b. nMr0OBIX BUIOB JIOKYMEHTOB
C. TOJIBKO JUIs MUCbMa
d. MOOBIX BHIOB JOKYMEHTOB, KPOME MHChMa
Ha kakue THIIBI NOAPA3/1eJSIIOTCA JOKYMEHThI 110 NPOHCX0KICHHIO:
a. obmeocTymnHbie/ KOHGUIEHIIMATbHBIE/ CEKPETHBIE
b. nuunbIe/ OUIMANEHBIC
C. BXOJSIIIME/UCXOAIINE/ BHYTPEHHNE
d. uHIUBHIyaIbHBIE/TpadapeTHBIC/ THIIOBBIE.

K kakoii cuctemMe JoKyMeHTauuu oTHocuTcs Jimunasi kaprouka T-2?
a. (uHAHCOBO-OyXTrajTepckoii,
b. noxymeHTaM Mo JUYHOMY COCTaBYy,
C. OpraHM3alMOHHO-IIPaBOBOM,
d. pacnopsauTenbHON TOKYMEHTAIIHH.



IIpunoxeHue2

OueHo4HbIE CpeACcTBA AJI IPOBeIeHUs MPOMEKYTOYHOM aTTeCTalliH

CTpyKTypHBIH IInanupyemsble
JJIEMEHT pe3ynbTaThl
KOMITETEHIINN o0y4eHus

OneHouHble cpecTBa 00YUICHUS

OIIK-1 Cnoco0eH ocymiecTBJIATH 1 ONTUMU3UPOBATH PO eCCHOHAIBbHYIO 1eITeJIbHOCTh B
COOTBETCTBMHU C HOPMATHBHBIMH IPABOBBLIMM aKTaMH B c(epe 00pa3oBaHusi U HOPMaAMHU

npogeccuoHAIBLHOM 3TUKH

OIIK-1.1 AHaU3UpyeT U
HCMOJIb3yeT HOPMATHUBHbIE
NMpaBoOBbIE JOKYMEHTHI,
perjiaMeHTHpYIOIHe
TpeOOBaHUSA K
npogeccuoHAIbHOM
AeATeJILHOCTH

JlomamHee 3aganue 1

[ToBTOPUTH HPUHIUIIBI OpraHu3alu
HOPMAaTHUBHO-TIPABOBOM 0a3mI o0Opa3oBaTeNnbHOI
JearesibHOCTH B Poccuiickon denepanuu.

[Tonp3ysch HMHPOPMAIMOHHO-IPABOBBIM  [TOPTAJIOM
KoncynprantlLroc (http://www.consultant.ru/)
UACHTU(UIIMPOBATH HOPMAaTHUBHYIO cpeny IS
00pa3oBaTeNbHON OpraHU3aIMK OJJHOTO U3 TUIIOB (110 BEIOOPY
cryaenta). CHucok JeHMCTBYIOIIMX IPABOBBIX AaKTOB U
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTOB JOJDKEH OTPa’KaTh
YPOBHEBYIO OpraHH3alMi0 HOPMaTUBHOM CpeJIbl.

Pexomenoayuu:.

1. Usyuuts crathio 23 «Tumsl oOpa3oBaTenbHbBIX
opranmzanuity denepanbHoro 3akona ot 29.12.2012 N
273-03 (B pelictByromeil pemakuuu) "O6 obpasosanuu 6
Poccuiickoii  ®edepayuu”. BpiOpaTb OJWH W3 THUIIOB.
CornacoBarh BbIOOp ¢ IperojaBaTeneM (TUIBI HE JIOJKHBI
MTOBTOPSITHCS).

2. Uzyuuts TpeboBanus @3 «O6 obpazosanuuy,
Kacarollluecss BCEX BUJOB JESATENILHOCTH 00pa30oBaTeNIbHOMN
opraHuzanu BblOpaHHOTO THma. OnpenenuTs COCTaB
JOKYMEHTOB,  pPErJIAMEHTHUPYIOIUX €€  JESTEIbHOCTb,
IIPEJCTaBUB €r0 B BUJIE HEPAPXUUECKOTO CITUCKA UICTOUHUKOB
4-X ypOBHEM:

1) nmpaBoBble  aKkThl, H3/1aBaeMble  BBICIIUMHU
roCy/1apCTBEHHBIMU OpraHamu (benepanbHOI
3aKOHOJIATEILHOM BJIACTH U BBICIIMMHU OPTaHaMM yIpaBJICHUS
(KoHcTHTYIIHSI, KOAEKCHI, (elnepanbHble KOHCTHUTYIIHOHHBIE
3akonbl (DK3), penepanbubie 3akoHbl (D3), MOCTAaHOBIECHUS
[IpaButenbcTBa, ykassl [Ipesunenra PD);

2) mpaBOBbIE aKThl, H3JaBaeMble (eneparbHbBIMU
OpraHaMM HUCIOJIHUTENIbHOM BJIACTU: MUHHUCTEPCTBaMH,
KOMHUTETaMH, BEJIOMCTBAMHU KaK OOIEOTpacieBoro, Tak M
BEJOMCTBEHHOTO  XapakTepa (MpuKa3bl  MHUHHUCTEPCTB,
BEJOMCTBEHHBIX KOMHUTETOB, CIIYy)X0, areHTCTB, OI0po U Jp.;
WHCTPYKTHUBHBIC NMHChMa, THUIIOBBIE TOJOXKEHUS, THIIOBBIE U
TEXHUYECKHUE pErJIAaMEeHTbI, THUIOBbIE WHCTPYKIMH U JIp.,
oOImepoccuiickne W BEAOMCTBEHHBIE  KJIACCHU(PUKATOPHI,
I'OCTBsl, nepeyHH TUIIOBBIX JOKYMEHTOB U 1p.);

3) nmpaBoBblE  aKThl, M3AaBaéMbleé  OpraHamMu
3aKOHOJATEIbHON U MCIIONHUTEIBHON BJIACTH CyObeKTOB PD
U WX  TEPPUTOPUATBHBIX o0pazoBaHHMiA (3aKOHBI
II0CTAHOBJICHUS [IPaBUTENLCTBA CyOBEKTOB PO,




pacropspkeHHsT W TIOCTAHOBJIGHHUS TIJIaB AJMUHUCTPAIHA,
pa3IuyYHbIe MOA3aKOHHBIE aKThI);

4)noKkanbHbIE AKTHI, IPABOBBIE aKThl HOPMAaTUBHOTO U
MHCTPYKTUBHOTO  XapakTepa, a TaKkKe MEeTOAUYECKUe
JOKYMEHTBl 10  JOKYMEHTAIl[HOHHOMY  00ecreueHUIo
yIpaBJCHUs, WU3/1aBaeMble PYKOBOJCTBOM 00pa30BaTEIbHOM
opranusanuu (ycras, IOJIOKEHHsI, UHCTPYKLIUU, B TOM UHUCIIE
WHCTPYKUUU (TIpaBuiIa) MO JAEIONPOU3BOICTBY OpraHU3aluy,
Tabenu YHHPUIUPOBAHHBIX (opm, ambOOMBI OJIAHKOB,
MOJIOKEHUS O  JENIONPOM3BOACTBE, O  pabore ¢
MEPCOHATILHBIMHU JTAHHBIMU u npoune
OpraHHU3aI[IOHHO-TIPABOBBIE JIOKAJLHBIE AKThI).

3. Bce nmnepeuncnsiemple JAOKYMEHTBI  JIOJKHBI
COJIepKaTh UACHTUQUIHPYIOIINE ux PEKBU3HUTHI
(HaMMeHOBaHUE JOKYMEHTA, JlaTa M3/laHus, KEM YTBEPXKICH,
JaTa MoclieHe peaaKIim)

KonTpoabHasi padora

B kadecTtBe KOHTpPOJILHOW paboOThl  CTyJEHTaM
MpeUIaraeTcsi COCTaBUTh pedepar W BBICTYIUTH C JOKJIAJIOM
10 TEME:

«JlokyMeHTHpOBaHHE JeSITeTbHOCTH
00pa30BaTeNbHOr0 yupexaeHus (yKa3aTh BBIOPAHHBIN THII)».
Tunsl  00pa3oBaTENbHBIX  YUPEXKJIECHUMN HE  JIOJIKHBI

MOBTOPATHCS B IPYIIIE (3aIMCATHCS Y CTapOCTBHI).
[Tepeuens TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
o c1.23 @3 «O6 obpazoBanuu B PO».

TpeboBanus k pedepaty
JlokyMeHTHpOBaHHe AesiTeIbHOCTH 00pa30BaTe/IbHOI0

yYUpeKACHUsA

COI[ep)KaHI/Ie HAOJIDKHO ACMOHCTPHUPOBATH CIICAYHOIIUC 3HAHUA
U YMCHUA CTYACHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpOSaHUusi OesimelbHOCU
00pa30BaTeNbHOTO YUPEKACHHUS,

- MUN0B020 COCMABA cUcmem OOKYMEHMAYUU, PopmMupyiouux
OOKYMEHMAbHBIL YOHO 00PA308AMENLHOC0 YUPEHCOCHUS,

- cnoco6os u cpedcma 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esmenrbHOCMU 00PA308AMENbHO20 VUPEHCOCHUS,

- HOPpMAMUBHO-NPABOBLIX  AKMOS,  Pe2NaMEeHMUPYIOuUx
0esmenbHOCIb U ee OOKYMEHMUPOBaHue 8 00pa308amenbHbIX
VupescoOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanuszayuu;

- onupascb HA HOPMAMUBHO-NPABOGOU AKM, ONPeOensims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar na 10-15 crpanum, yepe3 1,5 unTepBama, 14
mpupToM. OOsi3aTeNIbHBl  TUTYJBHBIH JIMCT, OIJIABJICHHUE,




CIIMCOK JIMTCpATypbl MW HCTOYHHUKOB, BHYTPUTCKCTOBBIC
CCBUIKH. Bo3MoxHBI MIPUITIOKECHUS. KonTponbhas
HHAUBHUAYaJIbHAA pa60Ta BBITIOJIHACTCSA B 6yMa)KHOM u
JNEKTPOHHOM BH/IE

35. XapakTrepucTuka THHa 00pa30BaTEILHOIO
yupexxaenus.  (KemarenpbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/obmactu/ ropoje
3apEerUCTPUPOBAHO TOJOOHBIX OPTaHU3AIH ).

36. O0mass  XapakTepuCTHKa  YIpaBlICHHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUU.

37. OCHOBHOH cOCTaB  HOPMAaTHBHO-TIPABOBBIX

JIOKYMEHTOB, periIaMeHTHPYIOIIUX
NESITEIILHOCTD 00pa30BaTEeIILHOTO
YUPEIKIACHUS.

38. Iopsok XPaHCHHS JIOKYMEHTOB B

00pa30BaTEIbHOM YUPEKACHUHU.
39. Cniucok nuTeparypbl 1 HCTOYHUKOB.
Tecr 1

1. Onpenenure, K KAKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCUTCH cjieayroummii fokyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oé6 ymeepocoenuu Ilpumepnoi
UHCIMPYKUYUU RO 0e10NPOU3800CMEY 6 20CYy0apCHi8eHHbIX
opeanu3zayusax''?

a. HOpPMaTHBHO-IIPABOBBIE aKThI (hefepanbHON
3aKOHOZATEIbHON BIIACTH;

b. HOpMaTHBHO-TIPAaBOBBIC AKTHI U
HOPMaTHUBHO-METOIUYECKUE TOKYMEHTBI
(denepanbHON UCIIOTHUTENBHOM BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM

OpraHu3alyy.
2. OmnpenesnTe, K KAKOMY YPOBHIO HOPMATHBHOI 0a3bl
OTHOCHUTCHA CJIeY IO LU I AOKYMEHT ITucemo

Munucmepcmea oopazosanun Poccuiickoii @edepayuu om
20.12.2000 2 Ne 03-51/64 «O  Memoouueckux
peKomenoauuax no padome ¢ OOKymMeHmamu 8
00uLe00paz0eamenbHbIX YUPEHCOCHUAX)

a. HOPMAaTHBHO-TIPABOBHIE aKTHI (heJIepaTbHON
3aKOHOJATETHHON BIACTH;

b. HOpMaTHBHO-TIPaBOBBIE aKThI U
HOPMAaTHUBHO-METOMYECKUE JOKYMEHTHI
(dhenepabHOM UCTIOTHUTEHHOW BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM
OpTraHH3aIH.

3. Onpenenure, K KAKOMY YPOBHIO HOPMAaTHBHOH 0a3bl




OTHOCHUTCSHl CJIeAYHIIuil T0KyMeHT: DedepaivHblil 3aKOH
«06 oopazosanuu ¢ Poccuiickou @eoepayuuy?

a. HOPMAaTHBHO-TIPABOBBIE aKThI (peepanbHOIM
3aKOHO/IATEJIbHOM BJIACTH;

b. HOpMaTHBHO-TIPABOBBIC aKTHI U
HOPMAaTHUBHO-METOJUYECKNE JOKYMEHTBI
(benepanbHON UCTIOHUTENFHON BIACTH;

C. HOPMATUBHO-IIPABOBBIE aKThl 3aKOHOJATEIBHOU U
WCTIOJHUTENBHOM BIacTu cyobekToB PO u nx
TEPPUTOPHUATBHBIX 00pa30BaHMUIl;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM
OpraHu3aluu.

4. Kakoe BbickasbiBanue sisisierca HEBEPHBIM?
a. Jlata u perucTpallMOHHBIA HOMEp JOKYMEHTa
0hOpMIIAIOTCS HE Ha BCeX OJlaHKax
b. PexBu3uThI «/lara JIOKYMEHTa» u

«PerucTpalliOHHBII HOMEDP JOKYMEHTa» SBIISIIOTCA

JAHHBIMU O PErucTpaluyd JOKYMEHTa MU I03TOMY

SABJISIFOTCS JI0Ka3aTesIbCTBOM CYyILIECTBOBaHUS

JIOKYMEHTa M BKJIOUEHHUEM €ro B JIOKYMEHTaJbHBbII

(dboHa opranu3anuu

C. PexBu3uThI «/lara JIOKYMEHTa» u

«PeructpaunOHHBIN HOMED JIOKYMEHTa»

0(OPMIISIFOTCS] Ha OTHOM YPOBHE MO OTHOILIEHUIO APYT

K Ipyry

d. O6a pekBusura — «JlaTa [OOKYMEHTa» H

«PerucrpaninoHHbII HOMED JOKYMEHTA) — BBIIIOJIHSIIOT

IOPUANYECKYI0 (YHKIUIO, a TakKe BBIMOIHIIOT

MOMCKOBYIO  (QYHKIMIO, TaK KaK  IO3BOJISIIOT

OpraHu3ali  BecTH UHGOPMAIMOHHO-CIIPABOYHYIO

pabory
5. Kakoe omnpeaeeHue COOTBETCTBYET
CTAHIAPTU3UPOBAHHOMY onpeaeJeHUIo

OPraHU3allMOHHO-PACIIOPAANTEIbHOI0 JOKYMEHTA:
a. JloxymeHT, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABISAIOIIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO IOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  peuieHHe  aJMUHUCTPATUBHBIX U
OpPraHM3al[MOHHBIX BOIIPOCOB, a TAaK)XXE BOIIPOCOB
yIpaBieHUs, B3aUMOJEUCTBUA, oOOecnedyeHus u
pEryJINPOBaHUs  JEATEIBHOCTH  OpPraHOB  BIACTH,
YUPEXKICHUHN, MPEANpPUATHH, OpraHu3aluid, UXx
MOZIpa3IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JlokymeHT, coO3JaHHBIA IOPUAWYECKUM WIH
duznueckum JIULOM, o opMIIeHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE.
d. OduumanbHplii JOKYMEHT, HCIIOJIB3yEMbIH B
TEKYIIEeH JeSTEIbHOCTH OpraHU3aliu.

Tect 2




1. B 3TOT [OOKYMEHT 3aKpemJisieT NPHHATBIE BHYTPH
OpraHM3alMy NpaBuia padéoTbl ¢ JOKYMEHTAMH Ha BcCex
ranax padorsl ¢ HUMU. Ha3oBuTe 3TOT 10KYMEHT.
a. YcraB 00pa30BaTeNbHOI OpraHu3anuy,
b. Onank opranuzanum,
C. HHCTPYKIMS IO JEJIONPOU3BOICTBY,
d. HOMeHKIaTypa jaei.
2. C nmoMompb0 3TOr0 JOKyMeHTa B 00pa3oBaTeibLHOM
OpraHu3anuu OCYLIeCTBJISACTCS CHCTeMaTH3 AU
AOKYMEHTOB, TPYNIHPOBKAa [JOKYMEHTOB B [eJa, y4eT
AOKYMEHTOB BpPEMEHHBIX CPOKOB XpaHeHusi, 0T0Op M
nepeaya I0KyMEHTOB Ha apXHBHOe XpaHeHHe, pellleHHe 0
BbIICJIEHHH JeJl K yHHYTOxkeHHIO. HazoBure 3TOT
JAOKYMEHT.
a. YcraB 00pa3oBaTelIbHON OpraHu3alluy,
b. Onank opranuzaimy,
C. MHCTPYKIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMEHKIaTypa Jel.
3. Kakue pacnopsiinuTe/ibHble JOKYMEHTbI HU3JAI0TCH IO
onepaTMBHbBIM  BONpPOcaM M JJsl  OPraHU3anMM
HCIIOJIHEHHS APYTUX PacoOPSIAUTEeNIbHBIX JOKYMEHTOB:
a. pacropsiKeHus
b. pemrenus
C. IOCTAHOBJICHUS
d. mpukasbl
4. Kakue pacnopsaurejabHbie 1okyMeHTbl HE oTHOCSATCSH
K IOKYMeHTaM, M31aBaeMbIM Ha OCHOBE eIUHOHAYAIHUA?
a. MpHKa3bl
b. pacniopsbxenus
C. peleHus
d. ykazanus
5. Ha xakue BHIBI MOAPA3AEIAIOTCHA 0JIAHKH JOKYMEHTOB
M0 pacnoJio:keHur0 pexkBu3uToB corjaacho I'OCT P
7.0.97-20167
d. YTJIOBBIC U IPOJOJIBbHEIC
b. oOmmmii Oank, OaHK MUChMa, OTAHK KOHKPETHOTO
BUJIA TOKYMEHTa
C. OJIaHK OpraHu3aluy, 6JJaHK CTPYKTYPHOTO
MOJIpa3/ieIeHusl OpraHu3alyy, 6JaHK JTOJHKHOCTHOTO JIUIIA
d. meHTprpOBaHHbIC U (IaroBkIe.

Bonpocsl k 3x3ameny

40. HopmaTuBHas cpea 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoit denepanuu.
VYPOBHU U UCTOYHUK (POPMHUPOBAHUS
HOPMAaTHUBHOM CpeJibl A1t 00pa3oBaTeIbHOM
opranuzamuu B PO.

41. OcHOBHBIE IIOJIOKEHUS JOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Ipo(ecCHOHANBHOM NesITeIbHOCTH
B 00JiacT 00pa3oBaHUsI.

43. Tlonstue u obmass  XapaKTepHCTUKa
00pa3oBaTeNbHON MPOTPAMMBI.




44, Opranu3aliOHHO-TIPaBOBbIE bopmbI
VUPESKACHUA WU OpraHu3aludid  CUCTEMBI

oOpa3oBaHwUs.

45.3akOHBl M CHCTEMa IO/J3aKOHHBIX aKTOB,
PEryIHpYIOIIUX YIIPABICHYECKYIO
JIeSTEIbHOCTh B 00pa3oBaTeIbHOI
OpraHH3aluy.

46. 3akoHOHaTeNbHBIE aKTBl 110 YerstOMHCKON
obmactu (wnu uHoro cyonsekta PO no BeIOOpY
CTYZIEHTa), PETJIAMEHTHPYIOIINE AeSTEIbHOCTh
yUpexKACHUN 00pazoBaTeabHOM chephl.

47. YcraB 00pa3oBaTeIbHOM OpraHU3aIUH.

48. JlokanbHBIE aKTHl 00pa30BaTEIbHOM
OpraHH3aLUH.

49. TloHsiTHe 1ETONPON3BOJICTBA U APXHUBHOTO
Jena.

50. OcobGeHHOCTH AETOMPOU3BO/ICTBA B
00pa3oBaTeIbHON OpraHu3alHy.

51. 3akoHOIATENBECTBO B oOJractu
JICIIONPOU3BOJICTBA W ApXHMBHOIO  JCla.
Pacnipenencuue OTBETCTBEHHOCTH 3a

OpraHU3aIUI0 U BEJICHHUE JICIONPOU3BOJICTBA B
00pa3zoBaTenbHON OpraHu3aIun?

52. IokyMEHTUpOBaHHE JeSITeIIbHOCTH
oOpaszoBarenbHOl  opranuzanuu.  OOmias
XapaKTepUCTHKA CUCTEM JOKYMEHTAIIUH.

53. FOpuanyeckas cuiia yIpaBICHUYECKUX
JIOKYMEHTOB.

OIIK-1.2 IIpumensier
HOPMATHBHO-NIPABOBbIE AKTHI
B c(epe oOpa3oBanus ¢
y4eTOM HOpM
npodeccuoHATIBLHON ITUKH

Jlomainee 3aganue 2

1. M3yuuts crathio 30 «JlokanbHble HOpMAaTHBHBIE AaKTBHI,
coJiepKalllie HOPMBI, peryiupyroume oOpa3oBaTeabHbIE
otHowmeHus» PepepanbHoro 3akoHa ot 29.12.2012 N 273-03
(B meficTByromel penakuun) "O6 odpazoBanuu B Poccuiickoit
®denepanyn”

2. OTBETUTH Ha BOIIPOCHI:

K xakoil rpymnme ynpaBieHUECKHX JOKYMEHTOB OyayT
OTHOCHUTBCS JIOKaJIbHBIE aKThI o0Opa3oBaTebHON
OpraHu3anuu?

Kakue AOKYMCHTBI  JUIA O6paSOBaTCHLHOﬁ opraHuzanu
SABIIAKOTCA y‘-IpCI[I/ITCJ'ILHBIMI/I?

3. CocraBpTe  CIHCOK  JIOKAJIBHBIX  aKTOB  JUIS
00pa3oBaTeNbHBIX OpPraHU3aluii BBIOPaHHOTO THIIA.

4. Tlomp3ysice (a) Ilepeunem munogvlx YnpaeieH4ecKux
APXUBHBIX ~ OOKYMEHMO8,  00pas3yiowuxcsi 6  npoyecce
0esAmenbHOCU  20CYOaPCMBEHHbIX  OP2AHO8,  OP2aHO8




MECmMHO20 CAMOYNPABIeHUs U Op2aHu3ayutll, ¢ YKa3aHuem
cpoxkos ux xpawenus, yms. Ilpuxazom Pocapxuea om 20
Ooexaopss 2019 2. Ne 236, (0) Illepeunem Ookymenmos co
cpokamu xpamnenusi Munucmepcmea npoceewenus CCCP,
Op2aHO8, YUPedsCOeHUll U Op2aHU3AYULL €20 CUCTEeMbl, YMe.
Ilpuxazom Munucmepcmea npocgeewenuas CCCP om 30
oexabps 1980 2o0a N 176; (B) [Ipunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa Jied o011eo0pa3oBaTeabHOr0 YUPEKACHUS» K
Iucomy  Munucmepcmea  obpaszoeanus — Poccuiickou
Deoepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomenoayusix  no  pabome ¢ OOKYMEHMAMu 8
0014e0dpPaA306aMENbHBIX YUPENHCOCHUAX», OMPENCIUTh CPOKHU
XpaHEHUs JUIsl BCEX IOKYMEHTOB U3 CITHCKA, YKa3aB CTAThIO U
nyHKT rox [lepeuns, Hanpumep:

No | TunoBoe Cpok No IIepeuenn
/Tl | HANMEHOBAHHE XpaHeHUsl | CTaTbU
JIOKQJIBHOTO aKTa

17 | Yuebnsie nanbl | [loctostaro | 603 [Tepeuenn
Y TIPOTPAMMBI 1980
KypCOB
MTOBBIIICHUS
KBaJTU(pUKAITIH
YUUTEIIEH,
BOCIIMTATENIEH,
pabOTHHKOB
BHEIIKOJIbHBIX
YUPEKIACHUH,
MIPOTPaMMBI TS
caMm000pa3oBaHUs

18

Jdomamnee 3ananue 3

1. Uyuuts [lpuxaz Pocapxusa om 11.04.2018 N 44 "O6
ymeepacoeHuu TIpumeproii UHCMPYKYUU no
0e1onpouU3800CcmM8y 6  20CYOapCmMeeHHbIX — opeanuzayusix”
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
B cucreme  Koucymprautllmoc — www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OTBEeTUTH HA BOTIPOCHI U TIPE/ICTABUTH UX B CBOOOTHON
4acTH TaOJIUIIBL.

Ne Bonpoc OtBer
IL.m.

JlokymMmeHT0000poT MY BKIIIO4aeT
[I0CJIC/IOBATEILHOCTD IIePEeMEIICHUI




ITOKyMEHTOB, a TAaK)Ke OIepalu,
COBepIIaeMbIe C JOKYMEHTaMH B TPOIIECCE
X CO3JaHMs U UCTIONIHEeHUs. Ha3zoBuTe 3!
orepanuu.

Ha xakue npuHIUIIBI ONIUPAETCS
OpraHu3aIys J0OKyMeHToo0opoTra B MY?

w

Kaxk BenyT yueT nokymeHntoobopora B MY?

Kakue T0OKyMEHTHI OIaJaloT B COCTaB
BXOJSIIUX U UCXOJAIIUX JOKYMEHTOB
roCy/1apCTBEHHOW OpraHu3aluu?

Uto Takoe «MDIO»?

UTO BXOAUT B MOHSATHE «KOPPECTIOHICHLIUS
rOCy/1apCTBEHHON OpraHu3aiuu’?

Hy>XHO 111 IPOBONUTH NEPBUUHYIO
00pabOTKY 3IEKTPOHHBIX TOKYMEHTOB?

[Ipuka3am u pacriopsHKEHHUSIM IO OCHOBHOM
NIEATEIIbHOCTH B TOCYIapCTBEHHOM
OpraHU3aluy IPUCBAUBAIOTCS MOPSIIKOBBIC
HoMmepa? Crienyer a1 UX perucTpupoBaTh B
OTAEIHHO, B Pa3HBIX PETHCTPAIIMOHHBIX
bopmax?

Kak oprannzoBath JOKYMEHTOOO0POT
[IPUCITAHHBIX OYMaXKHBIX TOKYMEHTOB, €CIIN
B opranusanuu aeiictsyer COJ1?

10

Kakue JIOKYMEHTBI roCyIapCTBEHHOU
OPraHu3alMy MOTYT CO3/1aBaThCsl, XPAaHUTHCS
M HCHOJIb30BATHCS  WCKJIIOUUTEIIBHO B
hiekTpoHHOM  Buje? Kak  ycTaHOBUTH
MepevyeHb ITUX JOKYMEHTOB?

11

['1e perucTpupyroTcsi IPOTOKOJIBI
3acejaHnid, COBEIIAHUHN, TPOBOAUMBIX
YKOBOJICTBOM OpPTraHU3alNu?

12

Kakue TpeboBaHUs MPEIbIBISIOTCS K
MapuipyTam JBUKCHUS
OpraHU3aIlMOHHO-PACHIOPAIUTENbHBIX
mokymeHToB B COJ1?

13

qCMy JOJIDKHO COOTBETCTBOBATH
MPOXOKIACHUC BHYTPECHHUX JOKYMCHTOB Ha
DTallax ux MmoAroTOBKU U O(I)OpMHCHI/IH, a
[UCMY Ha 3Tarec HUCIIOJTHCHUS?

14

CKOJIBKO pa3 u raAc HY’>KHO pCruCcTpupoBaTh
BXOJAIINC )]OKyMeHTBI?

15

Kakyro 3a1a4y CTaBUT pyKOBOIHUTENb
cityk0b1 JIOY rocynapcTBeHHOTO
YUPEKACHUS TIPU OpraHU3aluu
ITOKyMeHT0o00opoTa?

16

CrieyeTt u Bceria COXpaHsITh KOHBEPTHI
MJTH YITAKOBKY BXOJIAIINX JOKYMEHTOB?

17

Kakue J0moNMHUTEIbBHEIE IIOTOKH
HAOII01AI0TCSI BHYTPHU TIOTOKA BXOISIICH
IMOKyMeHTauuu MY ?

18

Korzia Hy’KHO 3aperucTpupoBarhb

MCXOISIINN JIOKYMEHT, €CJIH OH OBLIT




[TOAITMCAH B KOHIIC pa60qero JHs UJIN B
Hepabouee Bpemsi?

19

I[JISI KaKuX UCXOOAIUX TOKYMCHTOB
COCTABJIAKOTCS COIIPOBOJUTCIIBHBIC micema’?

20

KaxoBa Liesb npeaBapuTeIbHOIO
[paCCMOTpPEHMUSI I10JTY4aEMbIX JOKYMEHTOB?

21

DTammy nepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJILKO OTEPALIUA.
HazoBute ux.

22

Kakue mannbie BHOCsATCsS B COJI 0 BXOAIINX
1 KCXOSIINX JOKYMEHTAX TOCYIapCTBEHHOM
OpraHu3aiumn?

23

Uto nmenaTh, €CIIM BbI OTYIHITH
HECTaHIapTHOE 110 BECy, pa3Mepy U T.I1.
[OYTOBOE OTIIpaBiicHUE?

24

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

25

Crieqyer iy Aenatbh KOMUU UCXOISIINX
ITOKYMEHTOB?

26

KT0 Takoil OTBETCTBEHHBIN UCIIOJIHUTEID
mokymenTa? KakoBel ero o0si3aHHOCTH?

27

[lepen peructpamnuein UCXOSAIINX
mokymMeHTOB City)0a JIeIonpon3BoICTBA
[pOBEPSET UX MPaBUILHOCTh. Ha uto
KOHKpETHO oOpaliiaeTcsi BHUMaHue?

28

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

29

KTo pa3pabatbiBaeT MapuIpyThl ABHKEHUS
OpTaHHU3alMOHHO-PACTIOPAANUTCIbHBIX
mokymeHToB i1 CO/] rocynapcTBeHHOM
OpraHu3aiymn?

30

HazoBute 1ienp opranuzanuu
ITOKYMEHTOO00POTa B rOCYJapCTBEHHON
OpraHu3aIyy.

31

Kak MOTYT perucTpupoBaThCsi BHyTPEHHUE
ITOKYMEHTBI?

Jdomammnee 3aganue 6

[Tpoananu3upyiiTe HOMEHKJIATYPY AeJI 00pa30BaTEIHbHON

OopraHu3anun BLI6paHHOF0 TUIIa WKW IPEIJIOKCHHYTO
npenoaaBaTeiICM. OtBeThTE HA BOIIPOCHI.

1.

Jlnist yero npejHa3HadeHa HOMEHKJIaTypa Jiell B
00pa30BaTeNbHOM YUpeXKIeHUN?

Kak pa3pabarbiBaeTcss HOMEHKIATypa Jel
00pa30BaTENBHOTO YUPEKIACHUS?

Cy1ecTByeT JiM U TaHHOM opraHu3auuu Tunosas
HOMEHKJIaTypa aein?

Kak onpeznenuts popMy U CTpYKTYypy HOMEHKJIATYPHI
nen?




5. Kak ycTaHOBUTB CpOKU XpaHEHUS JOKYMEHTOB?

6. Korma momkHa 0OOHOBISATECS HOMEHKIIATYpa e
00pa30BaTENBLHOIO YUPEKACHUS?

7. Kro cocraBnsier u ohopMirsieT HOMEHKIATYPY A€l
o0pa3oBaTeNbHON OpraHu3auu?

KonTtpoabnas padora

B kauecTBe KOHTpPOJILHOM paboOThl CTyIEHTaM
MpeJUIaraeTcsi COCTaBUTh pedepar U BHICTYNUTH C JTOKJIAIOM
0 TeMe:

«JlokymeHTHpOBaHHE JeSITeTbHOCTH
00pa30BaTeNbHOrO yupexaeHus (yKa3aTh BHIOPAHHBIN THII)».
Tumbl  00pa3oBaTENbHBIX  YUPESKICHUN HE  JIOJKHBI

MOBTOPATHCS B IPYIIIE (3aIMCATHCS Y CTapOCTBHI).
[lepeueHp TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
1o cT1.23 @3 «O6 ob6pazoanuu B PDy.

TpeGoBanus k pedepaty
JloKyMeHTHpOBaHHe AesITeTbHOCTH 00Pa30BaTEJIHLHOTO

yUpexKIeHust

ConepmaHI/Ie AOJDKHO ACMOHCTPHUPOBATH CIICAYHOIINC 3HAHUA
U YMCHUA CTYACHTOB:

3uanue:

- cneyuguueckux uepm OOKYMEHMUPOBAHUs OesmelbHOCmU
00pa30BaTENLHOTO YUPEKICHUS;

- MUn06o2o cocmasa cucmem OOKYMeHmayuil, QopmMupyouux
OOKYMeHmanbHblll (hoHO 00PA308aMENbHOLO YUPEHCOCHUS,

- cnocob06 u cpedcms OOKYMEeHMUPOBAHUs, NPUMEHAEMBIX 8
npoyecce 0esamenbHOCmU 00Pa308aMeNbHO20 YUPENHCOEHUsL,

- HOpMAMUGHO-NPABOGLIX — AKMOG,  PelaAMEHMUPYIOUUX
0esmenbHOCMb U ee OOKYMEHMUpPOBanue 8 00pa308amenbHbix
yupexicoeHusx (no munam).

VYmenue

- cocmasumo HOPMAMUBHO-NPABOBYIO bazy
OOKYMEeHMUpOBaHUs oesimebHOCmU KOHKPEmHOU
opeanusayuuL;

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

Pedpepar wa 10-15 crpanum, uepes 1,5 wunTepBana, 14
mpudrom. OOs3aTenbHBl TUTYABHBIA JIUCT, OTJIABIICHUE,
CIIMCOK JIMTCpAaTypbl W HCTOYHHUKOB, BHYTPUTCKCTOBLIC
CCBLJIKU. BosmoxHbI TIPUIIOKECHHUS. KonTponbHas
WHAUBHUAYyAJIbHAaA pa60Ta BBITIOJITHACTCS B 6YMa)KHOM u
OJICKTPOHHOM BH/IC

Tumnosoii ni1an pegepara
8. Xapakrtepucrtuka THTIA 00pazoBaTeIbHOTO
YUPEKICHUSL. (’KenaTenpHO IIPUBJICYCHUE




CTaTUCTHYECKUX JaHHBIX O TOM, CKOJbKO B Poccuu/
peruone/obnactu/ ropoje 3apeTUCTPUPOBAHO
MI0/I00HBIX OpraHu3aLui).

9. OOmias xapakTepuCTHKa YIpPaBIEHUS B JaHHOM
00pa30BaTEILHOM yUPEKICHUH.

10. OcHoBHOM COCTaB HOPMaTHUBHO-TIPABOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIUX  ACATEIbHOCTh
00pa30BaTeNbHOTO YUPEKIACHHUS.

11. Xapakrepuctuka JIOKYMEHTAJIbHOTO donma
(IOKyMEHTOB, = HMX  KOMIUIEKCOB U  CHCTEM
JOKYMEHTAIMH, (OPMHUPYIOLIUXCA B ACSATEIHHOCTH
00pazoBaTeIbHOTO YUPEIKICHUS):

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALU,

® [UIAaHOBAs JOKYMEHTAIlHS;

® pacnopsAUTENbHAs JOKYMEHTAIIHS;

¢ yHPOPMAMOHHO-CIIPABOYHAS "

CIPAaBOYHO-aHATUTHYECKAS JOKYMEHTAIIHUS;

OTYETHAs! IOKyMEHTAIUS;

® JJOKyMEHTAIHs M0 00ECIeYeHUI0 KaApaMH (110
JUYHOMY COCTaBY);

e (unancoBas aokyMmeHTalus (OyXraaTepCKHii
y4eT ¥ OTYETHOCTb);

® JJOKyMEHTaIUs o
MaTepHaIbHO-TEXHUUECKOMY 00€CIIeUeHUIO;

® JIOrOBOpHAas JOKyMEHTalus,

® JIOKyYMEHTalus MO JOKYMEHTallMOHHOMY U

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

00pa3zoBaTeNbHYIO JEATeTbHOCTS;
® JIpyrue CUCTEMBbI JOKYMEHTAIH (E€CIH €CTh).
12. Ananu3 IPUMEPHOM HOMEHKJIaTypBI nen
00pa30BaTENbHOTO YUPEKACHHUS.
13. Tlopsinok XpaHeHUs: JOKYMEHTOB B 00pa3oBaTeIbHOM
YUPEKACHUH.
14. Criucok auteparypsl 1 HICTOYHHKOB.

Tect 1

1.Ilponosxkute Pppasy: «Opranusanus AeJ10NPOU3BOACTBA
B 00pa30BaTeJIbHOM y4pPeKICHUH HENOCPeICTBEHHO
perjiaMeHTHpyeTcs...»

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

b. HOpMaTHBHO-TIPaBOBHIMHU aKTaMH (heepatbHOM
WCIIOJIHUTENIbHOM BIIAaCTH;

C. HOPMaTHBHO-IIPABOBBIMU aKTaMH
3aKOHOJATENbHOM U UCTIOJTHUTENbHOM BIIaCcTH
cyobekToB PD u uX TeppuTOpHaIbHBIX
00pa3oBaHMii;

d. HOpPMaTHBHBIMH JIOKaJbHBIMU aKTaMH
o0pa30BaTeNbHOI OpraHu3aluu.

2.Kakoe BbICKa3bIBaHME ABJISIETCS HEBEPHBbIM?




a. PekBu3UT «HAaUMEHOBAHHWE BHAA JOKYMEHTa»

ABIIETCS  JTIOKYMEHTOOOpa3ymoIllMM  IPU3HAKOM,

MO3BOJISIONIMM TIOTYYUTh HayallbHOE, caMoe oolee

NpeJICTaBJIeHHEe O JOKYMEHTE, €ro IpaBOBOU

3HaYUMOCTHU

b. Ilpumenenne TI'OCT P 7.0.97-2016 sBasiercs

00s3aTeNbHBIM Ul BCEX COBPEMEHHBIX OpraHM3aluil,

YUPEXKIACHUH, MpEANPUATHI JIFOOBIX

OpraHU3alMOHHO-TIPABOBBIX (POPM

c. ®opMyIsAp JOKyMEHTa MPOJUKTOBAH HE TOJBKO

HEOOXOUMOCTBIO CTPYKTYPUPOBaTh HH(OpMAIHIO,

clenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO

IpUAaTh JOKYMEHTY HOPUIMYECKYIO0 CUIY, CAEJIaTh

3areyaTiieHHYI0 B HeM HH(OopManuio opuuanbHON

d. Kaxkplii peKBU3UT KaK NMEPBUYHBINA CTPYKTYPHBIN

AJIIEMEHT JOKYMEHTa B TOW WIUM HWHOM CTENeHU

OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIIIO
3. KakuMm opraHu3anMOHHbIM JOKYMEHTAM COOTBETCTBYeT
cJIelyIOIIasi XapaKTepHCTUKA:
dmo opzanu3zayuoHHO-NPAsosvle AKMbl, ONPEOENAIULUE
nopadox  obpaszoeanusn, npaea u  00A3AHHOCMU,
Op2aHuU3auuI0 padomosl KaK 6 Op2aHu3ayuu 8 yeaom, max u 6
ee cmpyKmypHoiX noopazoenenusax. B smux ookymenmax
makoice mMozym Ovlimb OMpa’)>ceHvl npasa u 00A3AHHOCHMU
0MOENbHBIX 00JIHCHOCMHBIX UL, ONPEOENAMbCA OCHOBHbBLE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3IUYHBIX
meponpuamuil 6 op2anuzauyuu (KOHKYpCco8, CeMUHAapos,
¢hecmueaneii, 6bicmagok).

a. mpaBuia

b. monmoxenus

C. HHCTPYKIIMH

d. ycraBsl

4. Kakomy OpraHu3aiiMOHHOMY JIOKYMEHTY COOTBETCTBYeT
cJIelyI0IIasi XapaKTepUCTUKA:
dmo 10KanbHBLLL HOPMAMUGHBIIL aKmM  Op2aHU3AuuUU,
pecnamenmupyrowiuii ¢ coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3akonamu nopaooK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3AHHOCMU U OMEEMCMEEHHOCb CMOPOH MPYO08020
002060pa, pexcum padomol, 6pemsa Omovixa, nPUMeEHAEMble
K padomHuuKam mepvl nOOWpenus u 63blCKanus, a maKyice
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUIEHUI )
O0anH020 padomooameis.
a. MHCTPYKIIMSI HHCIIEKTOpA MO0 TPYy
b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACMOPSIIKa
C. TOJIOXKEHUE O TPYIAOBBIX OTHOIICHHMSX B
OpraHu3aIu
d. TpymoBoii moroBop

5. Kakomy ynpaBiieH4eCKOMY JOKYMEHTY COOTBETCTBYeT
CJIeqyIoIIAasi XapaKTepHCTHKA:

Omo 6ud nUCbLMEHHO020 OOKyMeHma, 6 KOmopom
¢uxcupyrom peuienus AOMUHUCIMPAMUGHBIX u




Op2AHU3AUUOHHBLX eonpocoe, a makKoice eonpocos

ynpaenenus, e3aumooeiicmeus, obecneuenusn u
PeyIuposanus  0eamenbHoOCmu  Op2aHoé  enacmu,
yupesxcoeHuil, npeonpuamuil, opzanu3zayuii, ux

noopazoenenuii u 00AHCHOCMHBIX JTUY.
a. GMHAHCOBO-OYXTaNTEPCKUMA
b. kaapoBbIit
C. OpraHU3aIMOHHO-PACTIOPS AU TEIBHBIH
d. mIaHOBO-OTYETHBIN

6. KaxoMy [0KyMEHTY COOTBETCTBYeT CJIeqyHIIasi
XapaKTepUCTHKA:
JTO0 NpaBOBOW AaKT, YCTAHABJIMBAKWIIUIA TEXHOJIOTHIO
CO3JaHHUA WM MOJIyYeHHs JOKYMEHTOB, HX 00padoTKH,
XpaHeHUsT W  WCHOJb30BAHUA B JeATEeJIbHOCTH
OpraHu3auuu.

d. JOJDKHOCTHAsI MHCTPYKIHS

b. MOMKHOCTHO# periaMeHT

C. mojoxxenue o ciyxoe 10V

d. HHCTPYKITHS 0 JETONPOU3BOICTBY
Tect 2

1. B kakoil 4acTH pacnopsiiuTeIbLHOI0 [JOKYMEHTA
He00X0IMMO noMemAarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIMX CHJIY MJTH MOJIEKAIIUX U3MEHEHUIO B CBSI3H
¢ M31aHNEeM JaHHOI0 aKTa?
a. B JIIOOOM ITYHKTE PacCIoOpsIAUTEIILHON YacTH
b. B mepBBIX MyHKTaX paclopsAUTEIbHON YacTH
C. B KOHCTaTUPYIOIIEH YaCTH
d. B KOHIIE TEKCTa
2. 3 kakux 4acreil COCTOMT TEKCT PacCHoOpPsSAUTEIbHOIO
AOKYyMEHTA:
a. aHAJIMTHYECKas Y4acTh/ 0000MIaroIas YacTh
b. pa3bscHUTENbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIAasl YaCTh/ pacropsIuTeIbHAs YacTh
d. BBO/1HAs yacTh/ OCHOBHAS YAaCTh/ 3aKIIFOYMTEILHAS
4acTh
3. Kakomy BHMIYy JOKYMEHTA COOTBETCTBYET CJeAYIOIIHI
TEKCT:
23.09.20013 ¢ 9.00 na 3anamusax no ocHosam

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

Jloyenm kageopvr npaea Iloonucye
/H.B. Illeneny

25.09.2013
a. TOKJa/iHas 3arucKa
b. mosicHuTeNbHAS 3aMKCKa
C. O0OBsICHUTEIbHAS 3aMKCKa
d. cmyxeOHas 3amucka
4. Jlns KakuxX BHJOB JOKYMEHTOB MCIOJb3YIOT O0IIMd




01aHK?
Bri6epute oquH OTBET:
a. MOOBIX BUJIOB JOKYMEHTOB, KpOME TpHKa3a
b. 1r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO ]I ITMChbMa
d. TF0OBIX BHIOB JJOKYMEHTOB, KPOME ITHChMa
5. Ha kakue THNBI NOAPA3AEISIIOTCH JOKYMEHTHI MO
MPOUCXOKIECHHIO:
a. obmenocTymnHble/ KOHPUICHIIMATLHBIE/ CEKPETHBIS
b. muunbie/ opHLIHATbHBIE
C. BXOJSIINE/UCXOIAIINE/BHYTPECHHNE
d. uHaMBHAYaTbHBIC/ Tpad)apeTHBIC/ THIIOBBIC

Bomnpocs! Kk 3k3aMeHy

1. [JoxymeHTupOBaHUE HCCIIEN0BATENbCKON
JEeSATEIIEHOCTH 00pa3oBaTeNbHOI
opranuzaiui. CrocoObl 3alIUTBl aBTOPCKHUX
npas.

2. JIOKyMEHTAJIbHBIA U apXUBHBIN (HOHIBI
00pa3oBaTeNbHON OpraHu3alyy.
3. JIoKyMeHTUpOBaHUE yIIPaBIEHUECKON

nesirenbHocTH. Opranuzanus, JIaHUPOBaHUE,
pacropsIuTeIbCTBO, KOOPAUHAIMS, KOHTPOJIb U APYTHE
ylpaBjieHYecKHe (YHKLHHU B IOKyMEHTaxX 00pa3oBaTeIbHON
OpTaHu3aINH.

4. JlokyMeHTUpoBaHHEe 00pa30BaTeNIbHON
nesitebHOCTH. OCHOBHAsI 00pa3oBaTebHas Iporpamma.
VY4eOHbli naH (MHbIE BU/bI INIAHOBBIX JOKYMEHTOB I10
oOpa3oBaTenbHOM JesTenbHoCTH). Pabouas nporpamma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOTIPUATHH.

5. JlokymeHTapHast HOAr0TOBKa
o0pa3oBaTeNbHON OpraHU3alMK K JIMLEH3UPOBAHUIO U
roCyJapCTBEHHON aKKpEINUTALlUH.

6. [Tonsarue noxkymeHTo000poTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYnpaBieHue 10KyMEHTOIIOTOKaMH B

00pa3oBaTeNbHON OpTaHU3aIH. JJICKTPOHHAS U
TpaJUIMOHHAsA (hopMa TOKYMEHTOO0O0pOTa.

8. Opraan3anys UCTIOIb30BaHMs TOKYMEHTOB B
oOpa3zoBaTenbHON opranu3anuu. JlocTyn K TOKyMEHTaM.
9. [IpaBoBBIE OCHOBBI B 00J1aCTH

MH(POPMAIIMOHHOTO 0OecrieueHus1 00pa3oBaTeIbHOM
nesitenbHOCTH. CaliThl 00pa30BaTEIbHON OpraHU3aliH.

10. Opranuzanus ornepaTuBHOrO U ApXUBHOTO
XpaHEeHHs JOKYMEHTOB B 00pa30BaTebHOM OpraHn3anuu (Ha
IIpUMEpEe OJTHOTO U3 THUIIOB).

11. JlokanpHbIE HOPMATUBHBIE aKTHI IO
JIeTTOTIPOU3BOICTBY 00pa30BaTeIbHOIN OpraHu3aluu.
12. HHuctpykius mo aenonpou3BoAcTBy. Lens

CO3JIaHMsl, 331a4H, TPEOOBaHMS K COCTABJICHUIO, 0(OPMIICHUIO
U BBEJICHUIO B JICHCTBUE

13. Howmenxkiarypa nen. Llens u 3agaun co3ganus,
TpeOOBaHUS K COCTaBJICHHIO, O()OPMIICHUIO M BBEACHUIO B




JIICUCTBUE.

14. YHUUYTOXXEHHE JOKYMEHTOB 00pa3oBaTebHON
opram3anuu. [lopsSaok BBIOEICHUS €1 K YHUUYTOXCHHIO.
JIoKyMeHTUpOBaHUE MPOLEAYPbl YHUUYTOXKEHHS TOKYMEHTOB.

OIIK-1.3 OcyuiecTBiIsieT
npogdeccuoHaJIbHOE
B3aUMO/JIeHCTBHE C
YYACTHHUKAMH
o0pa3oBaTeJIbHbIX OTHOILIEHU
B COOTBETCTBMHU C HOPMAMU
npogeccuoHAIbLHOM 3 TUKH

Jdomamnee 3aganue S

IIpuBeaure mno 2 mnpuMepa [JOKYMEHTOB IO
JUYHOMY COCTaBYy, OTpakKallue JOKYMEHTHPOBAHHE
CJIeIYIOIIUX MPOLeCcCoB:

. IPOLIECCH] IBMKEHUS KaJIpOB;
. IpOLEeypy aTTeCTALUH;
. BOMHCKHI yYer.

Kro oTBeuaer 3a cocraBieHHe JaHHBIX JOKYMEHTOB?
Kaknmy HOpMaTHBHBIMU aKTaMH PYKOBOJCTBYETCS?
KonrtpoabHnas padora

4. XapaKkTepucTHKa JOKyMEHTaIBHOTO (POHAA (JJOKYMEHTOB,
UX KOMITJICKCOB M CUCTEM JIOKYMEHTALNH, (POPMHUPYIOIIHUXCS
B JICSITETILHOCTH 00Pa30BaTEIbHOTO YUPEKICHUS ):
® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALHS,
® TUTAaHOBAs JOKYMEHTAIlHS;
® pacnopsAMTeNbHAs JOKYMEHTAIIHS,
¢ uHPOPMAIMOHHO-CIIPABOYHAS "
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTALUS;
OTYeTHAas TIOKyMEHTAallUs;
® JIOKyMEHTAIMs 10 00ECIEeUeHHIO KapamMu (110
JMYHOMY COCTaBY);
e (uHaHCcOBas JOKyMeHTauus (OyxraiaTepckuii
y4eT U OTYETHOCTB);
® JJOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeUeHUIO;
® JIOrOBOpHAas TOKyMEHTaLus,
® JIOKyMEHTalUsi MO JOKYMEHTAllMOHHOMY U

UH(POPMALIMOHHOMY 00€eCIeUeHHIO
JeSITeIbHOCTH YUPEXKICHUS;
® JIOKyMEHTalus, OTpa)karoIas

00pa3zoBaTeNbHYIO JeATeIbHOCTS;
® J[pyrHe CUCTEMBI JOKYMEHTAIUH (€CIIH €CTh).

Tect 1

1. Kakomy [0KyMEHTY COOTBETCTBYeT CJiedyIolas

XapPaKTePUCTHKA:

Omom O0oKymenm ycmaunaeénueaem 0JA pPaAdOMHUKA
KOHKpemHble mpyoogvie (Oonscnocmuuie,
dynkyuonavnole) ooa3annocmu u npaea 6

COOMEBEMCMBUU C 3AHUMACMOU ()o.zz.muocmblo, 3aKpenjiaem




€20 Op2aHU3AUUOHHO-NPABOGOE NOIONCEHUE 6 CHMPYKHype
yupexcoenus,  ANAEMCA  NPAGOBOU  OCHOB0U 07
npogedenus ammecmayuu padomHuKa, onpedeneHus e2o
OMGEemMCMEeHHOCMU U 63AUMOOMHOUIEHUA C Opy2UMU

padomuuxkamu u noopaszoenenuamu, noseonsem
00beKmMueHo oyeHueamup pabomy COmpyoOHUKa
opzanuzayuu.

a. MHCTPYKIIMS 110 IETIONPOU3BOJICTBY

b. monoxxenue o cayxoe JJOY

C. TOJIKHOCTHOM perjamMeHT

d. TOKHOCTHASI HHCTPYKIIUS
2. Kaxkue rpynmnbl J0KYMEHTOB, € TOYKH 3peHMs
OpraHu3anMu JOCTynma K HHM, BCTpPe4YamTcsi B
o0pa3oBaTe/IbHOM Opranu3anum?

€. 00IIen0CTyIHbIE,

f. konduaeHIMATbHbIC

g. CEKpeTHbIE

h. Bce rpyImbl BO3MOXHBI

Tecr 2
1. K kakoii cucremMe 10KyMeHTalluu oTHOcUTCs JInunas
kaprouka T-2?
a. (uHaHCOBO-OYyXTaNTEPCKOH,
b. mokymMeHTaMm IO JIUYHOMY COCTaBY,
C. OpraHU3alMOHHO-IIPABOBOM,
d. pacmopsauTeNnbHON TOKYMEHTAIIHH.
2. KTo odopmisieT yueTHbIE JIUYHbIE KAPTOUKM:
a. pabOTHUK
b. pykoBOANTENb CTPYKTYPHOTO MOAPa3CICHHS
C. 3aMECTUTENb PYKOBOJUTENS OpraHU3aluu
d. paboTHUK 1O Kaapam
3. Kakoii 10KyMeHT SIBJIAETCSI OCHOBHBIM JOKYMEHTOM 0

TPY/I0BOM 1eSITeJIbHOCTH H O TPYAOBOM CTa:Ke padOTHUKA:

d. y4eTHas JU4YHas KapTO4Ka
b. neHcHOHHOE yIOCTOBEpEHHE
C. CTPaxoBO€ CBUJETENLCTBO TOCYJaPCTBEHHOTO
IIEHCUOHHOT'O CTPAaXOBAHHUS
d. TpymoBast KHHKKa
4. Kakme BuHABI JHCHUIUIMHAPHBIX  B3bICKAHHIl
BIIMCHIBAKOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BU/IbI TUCIUTUIMHAPHBIX B3bICKAHHIA
BIIMCBHIBAIOTCS B TPYAOBYIO KHUXKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHUs B TPYJOBYIO KHH)KKY HE 3aITUCHIBAIOTCS
5. Kakune mnmcbMa NOANMCHIBAOTCA ABYMS JMLIAMH —
PYKOBOJIUTEIEM OPraHU3alliM M IVIABHBIM OyXraJTepom:
a. TapaHTUHHbIEC MHChMA
b. conpoBoauTEIBHBIC THCHMA
C. MMCbMa-3aIrpocChl
d. peknamHbIC TUCHMaA
6. Kakum poxkymeHTOM Heo0XoaumMo o0GopMHUTL BO
n3de:kanue HapymeHuss HopM TpynoBoro kojaekca




NMCbMEHHOE HANOMHMHAHHE 0 He00XOAMMOCTH SIBUTHCH
NSl  TOJy4YeHHS] TPYAOBOW KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3HOe MUChbMO
b. pakcorpamma
€. SMS-coo01ienne
d. a5eKTpOHHOE COOOIIECHHE
7. Kakoil JA0KYMEHT MNOANMCHIBAETCS PYKOBOJUTEEM
CTPYKTYPHOIO MOJApAa3ie/ieHus:
a. cripaBKa
b. mpukas
C. aKT
d. cmyxeOHas 3amucka
8. B Kkakoii 4YacTHM PpacHOpPsiAMTEJBHOr0 [JOKYMEHTA
yka3piBaercss uUHQopManusi 0 TOM, KTO OCYIIeCTBJisieT
KOHTPOJIb €r0 UCIOJTHeHus1?
a. B IICPBOM ITYHKTC paCHOPﬂI[HTCHBHOﬁ qacTu
b. odopmitsieTcst OTIEIBHON CTPOKO#L MMOCIIE BCeX
MTYHKTOB
C. B IOCITIEZIHEM ITYHKTE PACTOPSIUTEIHLHON YaCcTH
d. B KOHCTATHPYIOIIEH YacTH

BOI[pOCbI K 3K3aMEHY

1. Kanposas noimmruka o0pa3oBaTesbHOM
opranuzanuu. Opranuzanus 10KyMeHTHPOBAHUSA
TPYAOBBIX OTHOIIeHHUI. [IpaBa u o0s3anHOCTH
paboTronareseil 1 paGOTHUKOB.

2. Pa3pa0doTka HOpMATHBHBIX IPABOBLIX AKTOB,
YCTaHABJIUBAIOUINX CJyKeOHble OTHOIIEHUS B
o0pa3oBaTe/IbHOI OPraHU3ALMH.

3. Iopsaok 3akI04eHnsI TPYAOBBIX 10TOBOPOB.
OO0mme ocHOBaHUS NPEKPALIECHUS TPYAOBBIX 10r0OBOPOB.
OcHoBaHMS ¥ NOPSAAOK PACTOPKEHHUS TPYIOBbIX
JAOTOBOPOB 110 HHULIMATHBE padoToaares, 10
HHULIMATHBe Pa00THHKA 00pa3oBaTe/IbHOI OPraHu3anuu.
4. JlokyMeHTHpOBaHuEe B 001aCTH MATEPUAJIBbHBIX U
(prHAHCOBBIX 3aTPAT roCcy1apCTBEHHbIX U
MYHMIHMIAJTbHBIX 00Pa30BaTe/IbHBIX OPraHU3AIHIA.

o. YcraHoBJIeHHe U I0KYMEHTAJIbHOE 3aKpeIjieHue
COLMAJILHO-TIPABOBLIX YCJI0BUIl U FrAapaHTHI,
HCOﬁXOI{I/IMI)IX OJIA 1eATEJIbHOCTH paﬁoTHHKOB
roCy/1apCTBeHHbIX, MyHUIIUNIAIbHBIX U
HEroCcy1apcTBEeHHbIX 00pa30BaTelbHbIX YUpeKIeHH.

6. JAucuMIuIMHAPHAsA OTBETCTBEHHOCTD H ee
JOKYMEHTHPOBaHHUE
7. JoxkyMeHTHpPOBaHNE UCCJIE10BATE/IbCKOU

AesiTeJIbHOCTH 00pa3oBaTe/ibHON opranusanuu. Crnocoobl
3allUThl aBTOPCKHUX MPAaB.

Hpuioxenne 3




0) Ilopsinoxk mnpoBedeHUs TNPOMEKYTOYHON aTTecTalluU, MOKA3aTeJH M KPUTEPHUH
OlLleHUBAHUS:

IToka3zaTenu u KPUTECPUHA OLICHUBAHUS:

— Ha OLIEHKY «3a4TeHO»— 00yUaIoMiicsl IEMOHCTPUPYET BHICOKUN YPOBEHBb C(HOPMUPOBAHHOCTH
KOMIIETEHIIN, BCECTOPOHHEE, CHCTEMAaTH4YecKoe M TIy0OKOoe 3HaHHWE Y4eOHOro Marepuana,
CBOOOJIHO BBINOJHSET MPAKTUYECKHE 3aJaHMsl, CBOOOJHO ONEpUPYET 3HAHWUAMHU, YMEHHSIMH,
IPUMEHSET UX B CUTYallUAX MOBBIILICHHOHN CI0XKHOCTH.

— Ha OHLCHKY «H€ 3a9YTEHO»— O6yanOLHHfICH HC MOXCT II0Ka3aTb 3HAHHWA Ha YPOBHC
BOCITPOM3BCACHUSA U 00BACHEHUS I/IH(bOpMaI_[I/II/I, HE MOXCET ITOKa3aThb MHTCIIJICKTYAaJIbHbIC HABBIKU
pE€IICHUA IPOCTHIX 3a4a4.

MeTtoauyeckue yKa3aHusl K OPraHM3aliM CAMOCTOSATEJIbHOM PadoThI CTYACHTOB

B npormecce BBINOJHEHHS CaMOCTOSTENBHOW pPa0OThl CTYAEHTHI JOJKHBI HAy4YHUThCS
BOCIIPUHMMATh CBEJIEHUS Ha CIyX, (UKCHUpOBaTh MHGOpPMALMIO B BHUJE 3alUCEH B TeTpalsix,
paboTaTh C MUCHMEHHBIMU TEKCTaMH, CAMOCTOSITEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisisi MX B BHUJIE TE3UCOB, KOHCIIEKTOB, CHUCTEMAaTH3UPOBaTh HH(OpPMALUIO B BUJE
3aro0JIHEHUsI Ta0JINLl, COCTABICHUS cXeM. Ba)kHO HAyUUTHCS BBIAEINATD [VIaBHBIE MBICIIH B JIEKLIUU
npenogaBaresss JUO0 B NUCbMEHHOM TEKCTE; aHaJIU3UpOBaTh SBJICHMS;, OIPEAEIATh CBOIO
MO3UIMIO K MOJTYYEHHBIM Ha 3aHATUAX CBEACHUSIM, YETKO (POPMYJIMPOBATH €€; apryMEHTHPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHHS; OCYIIECTBIATh CaMOaHaJIM3.
Heo6xonnMo yuuThCsl BIaJeTh YCTHOM M NMUCBMEHHOW peubl0; BECTH AMAJIOT; y4acTBOBAaTh B
JMCKYCCHM; PpacKpbIBaThb COJAEp)KaHUE H3ydaeMoil mpoOieMbl B MOHOJIOTHYECKOH peun;
BBICTYIIATh C COOOLIEHUSAMH U JIOKJIAJaMU.

IMoaroroBka Kk mpakTHYecKUM 3aHATHsIM. CeMHHAp — OJWH W3 OCHOBHBIX BHJIOB
MPAKTUYECKHUX 3aHATUHN MO0 TyMaHUTapHbIM AucuumianHaMm. OH npeaHa3HaueH i yriyOlIeHHOTro
M3YYEHHUs OTIENbHBIX TeM U KypcoB. Ilo ¢popme npoBeneHus ceMruHapbl OOBIYHO MPEICTABISIOT
coboii perienne 3aaa4, 00CyKICHUE TOKIAI0B, Oecely Mo MIaHy WK JUCKYCCHUIO 1O TTpolIeme.

[ToarotoBka K 3aHATHIIM 3aKIIOYAETCS, MPEXK/IE BCETO, B OCBOCHUH TOT'O TEOPETUUECKOTO
MaTepuaina, KOTOPbI BBIHOCUTCS Ha oOcyxneHue. Jljisg 95Toro HeoOXOaMMO B TIEPBYIO OYepenb
MEepPeYnuTaTh KOHCTIEKT JICKIINH WIIA Pa3elibl yueOHHKA, B KOTOPHIX MPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanusa. M3ydeHne pekoMeHJIOBaHHOM JUTEpaTypbl HEOOXOIUMO ClelaTh MaKCHMalbHO
TBOPYECKN — HE IMPOCTO YKJIaJAblBasd B IaMATb HOBBIC CBCIACHUA, @ OCMBICIUBAA W aHAIINU3UPYA
MaTcpHrall. 3aerHI/ITB CBOHU 3HAHHUA MOXXHO C IIOMOIIIBIO salmceﬁ, BBIIIUCOK HWJIN TE3UCHOTI'O
KOHCIICKTA.

Ecmu cemuHap mpencTaBiieH [OKJIaJaMH, TO OCHOBHAs OTBETCTBEHHOCTh 3a €ro
MpOBeJICHHUE JISKHUT Ha JokiIamqunkax. Kak cenars 9To yCrnemHo cMOTpUuTe B pazzene «J{okmany.
OpnHako poib OCTaJdbHBIX YYACTHHUKOB CEMUWHApa HE JODKHA ObITh maccuBHOW. CTYHCHTHI,
MPOCITYIIAaB JOKIA/, 3alMUCHIBAIOT KPATKO TJIABHOE €ro COAEpKaHHE U 33/1al0T BBICTYMAIOIIEMY
YTOYHSIOIIHE BOMPOcoB. Uem Oojiee 0OCHOBATENbHOM Obla JOMAITHSS MMOATOTOBKA IO TEME, TeM
aKTUBHEE TIPOHMCXOINT OOCYXICHHE TMPOOJIEMHBIX BOMpPocoB. Ha cemumHape BCSYECKH
MOOIIPSIETCSL  TBOPYECKAsi, CaMOCTOSTENIbHAS MBICTb, JAaeTCs BO3MOXKHOCTH  BBICKA3aTh
KPUTHYECKHE 3aMEYaHusl.



becena mo mnmany mnpenctaBnser co0oil  3apaHee MOATOTOBIEHHOE COBMECTHOE
o0cCyXJIeHHE BOMIPOCOB TEMbI KaXKIbIM M3 YYaCTHUKOB. JTa ¢opMa nMoTpedyeT OT CTYJCHTOB HE
TOJIbKO XOpOIIEH CaMOCTOSITENbHOM MPOPaOOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOW JIHUCKYCCHU: KPaTKO, YETKO U SICHO (JOPMYIUPOBATH U U3JArarhb
CBOIO TOYKY 3pEHMsI Iepell COKYpCHUKAMM, OTCTauBaTh IIO3ULMI0O B HAy4yHOM CIIOpE,
NPUCOCTUHSATHCS K Uy’)KOMY MHEHHUIO WM ONIIOHUPOBATH JPYTUM YYaCTHUKAM.

PedepaTr — camblii IpOCTON M HaWMEHEE CAMOCTOSITENBHBIA BHJI MMCHMEHHOH Pa0OTHI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0KEHHM COJEPKAIIMXCS B HAy4YHOH JUTEpaType B3IJSA0B U
uzei no 3aganHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTH U HOBU3HBL. B HeM orleHuBaeTcs
YMEHHE CTyJeHTa paboTaTh C KHHUIOM: BBIACNATH UM (QOPMYIMpPOBaTH MpodiIeMy, OTOMpATh
OCHOBHbBIE TE3HCHl M BCIIOMOTATEIbHbIC JaHHBIEC, JOTUYECKH BBICTPaUBaTh MaTepHall, TPaMOTHO
0(OpPMIISITh HaAYUHBIH TEKCT.

CryneHram npejyiaraercs JiBa Buja pedepaTHbix padoT:

PedepupoBanue HaydyHOW JHUTEpAaTyphl HMPEACTABISET COOOM COKPAIIEHHOE H3JIOKCHHE
COJIepKaHUsI CTaThU WJM KHUTH C OCHOBHBIMH CBEIEHHUSIMH W BBIBOJAaMHU. Takue pedepars
aKTyaJbHBI TOTJA, KOT/Ia B IOPUINYECKAX MCTOYHHKAX MOSBISETCS HOBBIH TEOPETHUECKUH WU
IPAKTUYECKUH Marepuasl 1o uszydaemod Tteme. OT cTyneHTa TpedyeTcs, BHHMMATEIbHO
03HAKOMUBIIKCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO U TIOJHO MepeiaTh €ro coJiepsKaHue.
Jns storo nenecoobpazHo BBIOpaTh (OpMY MOCIEIOBATENBHOTO H3JI0KEHHS MPOYUTAHHOU
KHWUTH, HE MEHssA ee OOIM IMjaH U CTPYKTypy (TiaBbl, paszzaensl, naparpadsr). Heobxoaumo
COXpaHHUTh JIOTMKY TIOBECTBOBAaHUS M IM03a00TUTHCS O CBSI3HOCTU TEKCTa. ABTOPCKUE,
OpUTMHAJIbHbIE M HOBATOPCKHE MBICIM M UJAEU JIyyllle MepefaBaTb HE CBOMMM CIIOBaMH, a C
nomouiblo nuTHpoBaHus. O0beM pedeparta OyneT ompenensTbCs COAEpKaHWEM HCTOYHUKA, a
TaK)K€ €ro Hay4HOM M MpaKTHYecKol LeHHocThio. Ho B 110060M ciryyae mpeanodreHue oTAaeTcs
KpPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh TJIABHOE U OCBOOOXKAATHCSI OT BTOPOCTEIIEHHOTO.

Pedepar no Teme npencrapiseT 0030p HAYUHBIX B3IJIS10B U KOHIENIUH 110 TPOOJIEeMHOMY
BOIIPOCY B NU3Y4aEMOM TEME.

- Ecnu Bam mpejuioskeHa Tema Takoro pedepara Ha BbIOOP, TO MPEANOYTEHUE CIIEAYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpeCHa WU 3HakoMma. OHa He J0JKHA ObITh OYEHb CIIOXKHON U
00BEMHOM, B TPOTUBHOM ciy4ae pedepar OyaeT HalmoMUHATh KypCOBYIO padoTy.

- Jna moarotoBku pedepata CTyAEHTY HEOOXOAMMO CaMOMY WIH C Y4acTUEM
npenoiaBaresnis noaoopatk UCTOUHUKH UHGopMaruu. Crenyer mo3ab0TUThCsI, YTOOBI B BallleM
CIUCKE OKa3alHhCh HE CllydaiiHble, a IIeHHble B HH(GOPMAIMOHHOM IUIaHE€ KHUTH. MOXXHO
BBIMOJIHUTh PabOTy, OOpaTHBIIMCH W K OJHOMY HCTOYHHKY — IOCOOHIO, MOHOrpaduw,
uccnenoBanuio. Ho mydiie, ecian Bb 0OpaTUTECh K ABYM-TPEM HayUHBIM TPYyZaM — 3TO MO3BOJMT
NPEJCTaBUTh MPOOJIEMY C HECKOIBKHX TOUYEK 3pEHHS U BBICKA3aTh JIMYHBIE MTPEIOYTECHUS.

- OHUM U3 TJIaBHBIX KPUTEPUEB OLIEHKU pedepara OyAeT COOTBETCTBUE €r0 COACPIKaHUS
3agBlieHHOM Teme. [l 3TOro Oerjo O03HAaKOMUBLIMNCH C TEPBOMCTOYHMKAMH COCTaBbTE
MpeABapUTENbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPUHIIMIIHAIBLHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBenleHus mpobdieMsl. [locie Toro, kak y Bac MosiBATCA paboyue 3arucu 1o
pe3yibTaTaM H3Y4YeHHs] HaydyHOM JuTepaTypbl M OOUIMpHAas HHQPOpMAIMs MO TEME B LENIOM,
MOXXHO OyZIeT CKOppeKTHpoBaTh oOmui miaaH pedepara. Crapaiitech mpu paboTe Haj HUM
TIIATEIILHO W30aBJIATHCS OT «M3JIUIIECTB»: BCSAKOTO poja aOCTPAKTHBIX PaCCYXKICHHIA,
Ype3MEPHBIX MOAPOOHOCTEH M MHOTOUMCIIEHHBIX NPHUMEPOB, KOTOPhIE «Pa3MbIBAIOT» TEMY HIIU
YBOJSAT OT HEE.

CrpykTypa pedeparta BKIOHaeT B ceOs BBelIEHHE, OCHOBHYIO 4acTh U 3akitoueHue. Bo
BBEJICHUU (POPMYIUPYIOTCS LENM W 3aJadyd paldoThl, €€ aKTyaJbHOCTb. OCHOBHas YacTh



NpeJCTaBIsIeT COO0M MOCIeI0BaTEeIbHOE U apTyMEHTHPOBAHHOE M3JI0KEHUE PA3JIMYHBIX TOUYEK
3peHusi Ha TpoOJeMy, ee aHalau3, MpearnojaracMple MyTH penieHus. 3aKiIrodeHue o0oOmaeT
OCHOBHBIC MBICIIH HJIM OOOCHOBBIBACT IMEPCIEKTUBBI NATBHEHIIIEr0 HCCiIeoBaHusl TeMbl. Eciu
pedepar mocraToyHO 00BEMEH, TO MOTPeOyeTcs pa3/ielieHHe TEKCTa Ha pasjeibl (TJIaBbl,
naparpadsl). MITrOCTpaTUBHBIN MaTepuan — TaOIHIIbI, CXeMBbI, TpaQuKu — MOTYT pacIoararbCs
KaK BHYTPH OCHOBHOM YacTH, TaK u B pazjeine «lIpunoxeHue».

O0beM pedepara 3aBUCUT OT IEJIEH U 3a]a4, perraeMbix B padbore — oT 5 10 20 cTpaHuIl
MAalIMHOIIMCHOT'O TCKCTAa 4CpPC3 ABAa HMHTCpPBAJiA. Eciu B 3alaHH, BBIJAHHOM IIPCIIOAaBaTCICM
00BbEM HE OrOBapUBACTCS, TO CICAYET UCXOAUTh U3 Pa3yMHOH I1€JIeCO00Pa3HOCTH.

B pedepare B 00s3aTenbHOM MOpPSIKE Pa3MENIAIOTCS THUTYJIBHBIA JIMCT, IUIAH HITH
OTJIaBJICHHE Pa0OThI, @ TAKXKE CITUCOK UCTIOIB3yEeMOM JIUTEPATYPHI.

OObuHO pedepar MOKET 3aUUTHIBACTCS KaK IHUChbMEHHas pabdoTa, HO HEKOTOpHIC
IpEenoiaBaTeNI MPAKTUKYIOT MYOJUYHYIO 3alMTy pedepaTroB WIM HX «O3ByYHMBAaHHE» Ha
CCMUHAPCKUX 3aHATHAX. B sTom ciIydac HCO6XOIII/IMO IMPUIIOKUTH JOIOJHUTCIBbHBIC YCUIINA JJIA
MOJITOTOBKH MyOJIMYHOTO BRICTYIUICHUS 110 MaTepuaiaM pedepaTHoi paboThI.

IIpe3eHTanmusi — COBPEMEHHBIA CIOCOO YCTHOTO WM THCHBMEHHOTO IPEICTaBICHUS
MH(pOpPMaLUU C UCTIONIb30BAHUEM MYJIbTUMEIUINHBIX TEXHOJIOTHI.

CyIecTByeT HECKOJIbKO BAPUAHTOB MPE3CHTALINH.

o Hpe3eHTaum{ C BBICTYIIVICHUCM AOKJIag4HKa
L4 Hpe3€HTaHI/I$I C KOMMCHTAapHsIMHU JOKJIaJ9HNKa
L4 Hpe3€HTaHI/I$I JUIA CaMOCTOATCIIBHOI'O ImpocMoTpa, KOTOpasa MOXET

JIEMOHCTPUPOBATHCS TIepeT ayTUTOpHUeH 0e3 yJacThs JOKJIaIHKa.
IToaroToBka mpe3eHTaly BKIIOYAET B €01 HECKOJIBKO 3TaIlOB:

1. HHaHI/IpOBaHI/Ie MMPpE3CHTallNU
OT OTBETOB Ha 3TH BOIIPOCHI 6y,[[eT 3aBHCEThH BCE MOCTPOCHUC NTPC3CHTAIUN

. KaKOBO TIPEJAHA3HAYCHHWE W CMBICT TMPE3CHTAIMH (JIEMOHCTpAIHs Pe3ylIbTaTOB
HAYYHOH paboThI, 3alUTa JUITIOMHOTO MTPOEKTA U T.11.);

o Kakyl0o poib OyJIeT BBIIOJHATH TPE3EHTallMs B XOJ€ BBICTYIUICHHUS
(CoTIpoOBOXKIEHNE JOKJIa/1a UK €ro WUTFOCTPAIHs);

. KaKoBa LieJb Npe3eHTaluu (MHGopMHupoBaHue, yOexAeHNEe WIH aHaIN3);

o Ha Kakoe BpeMs paccuMTaHa Ipe3eHTauus (KopoTkoe - 5-10 MUHYT WM
pOAOIDKUTENBHOE - 15-20 MUHYT);

J KaKoB pa3Mep M cocTaB 3puTeibckoi aymutopun (10-15 gemosek mmm 80-100;

MIPETNOo/IaBaTelNn, CTYICHTHI WU CMEIIIEHHAS ayAUTOPHS).
2. CtpyktypupoBaHue uHGOpMAaInu

o B NIpE3EHTAllMM He JoJbKHA ObITh MeHee 10 craiinoB, a oOriee MX KOJIWYECTBO
npesbimath 20-25.

o OCHOBHBIMHM TPHHIUIIAMH TIPA COCTABICHUH NPE3CHTAIlMHA JOJDKHBI OBITH
SICHOCTb, HaIIIHOCTb, JIOTHYHOCTD U 3aTIOMUHAEMOCTb;

J NPe3CHTAIMsI JOJDKHA UMETh CIIEHApUH M YETKYIO CTPYKTYpY, B KOTOpO#l OyIayT
OTpaKeHBI BCE MPHUYNHHO-CIICICTBEHHBIE CBSI3H,

o paboTa HajJ Npe3eHTaledl HauWHAeTCs IOCie TUIATEIbHOTO OOIyMBIBAHUS H

HallMCaHus TCKCTa JOKJiaaa, KOTOpBIfI HCOGXOI[I/IMO pa36I/ITB Ha (I)paFMeHTLI 1 0003HAYUTH
CBsA3aHHBIC C KAXKJBIM U3 HUX 3aJa4u U HeﬁCTBHﬂ;

o MEPBBIA IAar — 95TO ONpEICNICHWe TJIaBHOW WAEH, BOKPYT KOTOpOH Oyner
CTPOUTHCS MPE3CHTAIIUS;
o yacTb HMH(OpPMALMM MOXKHO TIEPEeBECTH B JBa THUIA HATJSAHBIX IOCOOMIL:

TEKCTOBBIC, KOTOPHIC TIOMOTYT CIYIIATENISIM CICAWTH 32 XOJOM pa3BEepPTHIBAHUS apTyMEHTOB U
rpadpuyeckre, KOTOpble WIIIOCTPUPYIOT TJIaBHbIE IIYHKTHl BBICTYIUIGHHS H  CO3ZA0T
SMOITMOHAIBHBIC 00pa3bI.



° CIOJKEThI TPE3CHTAIlMd MOTYT Pa3bsACHATh WU WILTIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKJIaZa B CaMbIX Pa3HOOOPA3HBIX BapUaHTAX.

OdeHb BaXHO HAWTU MNPABWIBHBIA OajaHC MEXAy peyblo JIOKJIAT4uKa M
COINIPOBOXKAAIOIIUMU €€ MYJIbTUMEIUNHBIMU 3JIEMEHTAMMU.

Jlist aTOTO 1IETIecO00pa3Ho:

o OIPEJICTUTh, YTO OYICT MPEICTABICHO HA KAXIOM CJIaii/ie, YTO OyIET B 3TO BpeMs
TOBOPHTHCS, Kak OyIIET C/esaH Mepexo/l K CICAYIOIEeMY Claiay;

o CaMbIC BAKHBIC UACU U MBICIIA OTPAa3vuTb U HA CJIafI[[aX 1 IPOU3HCCTH CIIOBAMU,
TOI'JIa KaK BTOPOCTEIICHHBIC — JIN0O CJI0BaMH, JIMOO Ha CiIaiaax;

o uH(pOpMAIIMIO Ha Claigax MpeJCTaBUTh B BUJE TE3MCOB — OHU COIMPOBOXKIAIOT
MOIPOOHOE M3II0KEHUE MBICIICH BBICTYIIAIOIIETO, @ HE HA000pOT;

o JUISl pa3bsICHEHHUS TOJIOKECHUI TOKJIaa UCI0JIb30BaTh pa3HbIC BUJIbI CIANIOB: C
TEKCTOM, C TaOJIUIIaMH, C JUarpaMMaMu;

o ar00as Tpe3eHTalrs J0JKHA UMETh COOCTBEHHYIO ApaMaTypruio, B KOTOPOi

€CTh.
«3aBsiA3Ka» - HpO6y>KI[eHI/Ie HHTEpECAa ayAUTOPUU K TEMC COO6I_H€HI/IH (HpKI/Iﬁ HarJIsiaHbINA

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(OPMAIIMH B JIOTHYECKOH MOCIIE0BATEILHOCTH
(uepemoBaHME TEKCTOBBIX U Ipa)UIECKUX CIANIOB);

«KyJIbMHUHAIMS» - TPEACTaBIEHHE CamMoro TJaBHOTO, HOBOTO, HEOXKUIAHHOTO
(3MOLIMOHAIFHBIN PeYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3Bsi3kay» - HOpPMYIHPOBAHUE BHIBOJOB MIIH MPAKTUYECKUX PEKOMEH AN (BUICOPSN).

3. OdopmieHue npe3eHTauu

Odopmienne npe3eHTaIy BKIIOYAET B ce0sl CIEAYIONTYI0 00513aTEIbHYI0 HH(OPMALIUIO:

TUTynbHBIN TUCT

- IPE/ICTaBISET TEMY JIOKJIaJa U UMs aBTopa (UM aBTOPOB);

- Ha 3al[UTe KypCOBOM WJIM AMIUIOMHOM pabOThI yKa3blBaeT (aMWIMIO U HWHUIUAIBI
HAy4YHOT'O PYKOBOJUTENS WM OpraHU3aluy;

- Ha KOH(epeHIUAX 0003HaYaET AaTy U Ha3BaHUE KOH(DEpEHIIUHU.

[Inan BeICTYIIIIEHUSA

- opmynHpyeT ocCHOBHOE cojiep:kaHue Aokiaaa (3-4 myHkTa);

- (huKcUpyeT MopsA0K U3I0KEHUS HHPOPMALIUY;

Copepxanue pe3eHTaluu

- BKJIIOYAET TEKCTOBYIO U IparuecKyro HH(OpMaAIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKTHI COOOILIEHUS;

- MOXKET MPEeJICTaBIATh CAMOCTOATEIbHBIA BapHAHT JJOKJIA/a;

3aBepleHne

- 0000112€eT, MOIBOUT UTOTH, CYMMHPYET HH(OPMAITHIO;

- MOKET BKJIIOUATh CIMCOK JIUTEPATYPHI K JOKIALY;

- COJICPXKUT CJI0Ba 0J1aroJapHOCTH ayAUTOPHUH.

4. Jlu3aitH npe3eHTanuu

TexcroBoe oopmienue

o He ctouTt 3amonHsTh Ciaif/l CIUIIKOM OOJIBIIUM 00HEMOM HH(POPMAIUH - JTyUIIIe
BCET0 3allOMHHAI0TCS He Oosiee 3-X (pakToB, BHIBOJIOB, ONPE/IEICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

. Kopotkue ¢pa3pl 3amoMuHAOTCS BU3yalbHO Jydiie. [IyHKTHI TiepedHeil He
JIOJDKHBI TTPEBBIIIATH IBYX CTPOK Ha (pa3y.

. HauGonbimast 3QpexkTUBHOCTh TOCTHTAeTCsl TOTNA, KOTJa KIFOUYEBBIC ITYHKTHI

0TOOpaXKaroTCs 10 OTHOMY Ha Ka)JIOM OTJICJIbHOM Claizie



. Ecnu TeKCT COCTOMT M3 HECKOJNbKHX ab3aleB, TO HEOOXOJMMO YCTaHOBUTh
Kpac-HyI0 CTPOKY U MHTEPBAJ MEX1y ad3alamH.

J KiroueBble ciioBa B HH(GOPMALIMOHHOM OJIOKE BBIIENIAIOTCS LIBETOM, IPU(TOM HITU
KOMITO3ULIIOHHO.

J WNudopmannio npeArnodTuTeNbHee pacrojiaraTh TOPU30HTANBHO, Hamnbolee
BaXXHYIO - B LICHTPE dKpaHa.

J He cnenyer 3moynorpeOnsiTh OOJBIIMM KOJMYECTBOM IPEAJIOrOB, Hapeuui,
npusaraTeabHbIX, BBOJHBIX CIIOB.

J [udpoBsie MaTepualbl JIydlle MPEACTaBUTh B BHJIEC T'padUKOB U JHarpaMm —
TaOIUIBI ¢ HU(PPOBBIMU TaHHBIMU HA CJIaiiie BOCTIPUHUMAIOTCS IIJI0XO.

J Heo6xonnmMo o0paTuTh BHUMaHUE HAa IPAaMOTHOCTh HamnucaHus TekcTa. Omuoku

BO BCChb 3KpaH MMPOU3BOAAT HCHPUATHOC BIICUATIICHUC
pudrosoe opopmienne

. [Ipudter 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs erde, 4eM rpoTECKH.
Henb3s cMemuBaTh pa3inuyHble TUIBI LIPU(TOB B OJHOM MPE3EHTAIHH.

. HIpudroBoii KOHTpAcT MOXKHO CO3[aTh IMOCPEICTBOM pa3Mmepa mpudra, ero
TOJIIIMHBI, HAYepTaHus, (POPMbI, HAIIPABJICHUS U I[BETA;

. Jlns 3aronoBka roautcs pasmep mpudra 24-54 myHkTa, a Ana Tekcra - 18-36
IIYHKTOB.

. Kypcus, moguepkuBaHue, KUPHBIN MPUPT HCIIOIB3YIOTCS OTPAHHYECHHO, TOJIBKO
JUTSL CMBICJIOBOTO BBIJICJICHUS! (ParMEHTOB TEKCTA.

. J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHIYIOTCSI POTHUCHBIE OYKBBI.

LIBeToBOE OpopMIICHHE

. Ha ognowm crnaiine He ucmonb3yercs 6ojee Tpex HBEToB: (POH, 3aroJI0BOK, TEKCT.

. [IBer mpudTa 1 1BET POHA AOHKHBI KOHTPACTUPOBATh — TEKCT JOJIKEH XOPOIIIO
YUTaThCS, HO HE pe3aTh Ii1asa.

. Jns pona mpeanoyTUTENbHEE XOIOAHBIE TOHA.

o Cy1iecTByIOT He codyeTaeMble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO Y3HAaTh B
CIIELIMATILHOM JIUTEPATYpE.

. UepHblii 1BET KMMEET HETAaTUBHBIA (MpauHblil) MOATEKCT. benblidi Ha yepHOM
YUTAETCS TUI0XO.

. Ecnu npesenranus 0osbliasi, TO €CTh CMBICH Pa3IeIUTh €€ Ha YaCTH C TOMOUIBIO
[[BETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh Pa3Hblil SMOIIMOHAIbHBINA HACTPOM.

. Henb3s BIOMpaTh QOH, KOTOPBIN COAEPIKUT aKTUBHBINA PUCYHOK.

Kommnosummonnoe odopmiienre

o Crnenyer coOmonaTh enuHbBId CTHIB odopmieHus. OH MOXeT BKIIOYATh
ornpeneneHHbId pu@T (TapHUTYpa U 1BET), (HOH 1[BETa WU (HPOHOBBIH PUCYHOK, 1EKOPATHUBHBIN
3JIEMEHT HEOOJIBIIOTO pa3Mepa U T.1.

o He npuemnemsl cTuim, KOTOpble OyAyT OTBJIEKATh OT MPE3EHTAIUH.

J KpyrmHbie 00beKThl B KOMIO3UIIMH CMOTPATCS HEBAXKHO.

. BcenomorarensHass  uH@opmanus  (yopaBisiollMe€ — KHOMKH) HE  JOJDKHA
npeo0IaaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIUeit ).

o st cepbe3HOil mpe3eHTanuyd OTOMpPAOTCS IA0JIOHBI, BBIITOJHEHHBIE B JEJIOBOM

CTHJIE.
AHuManmonsoe odopmiieHue

J OcHOBHast poJb aHUMAIUW — JO3UPOBaHHUA HWH(POpMAIuu. AyIAUTOpPHUS, Kak
NpaBWIO, Jy4lle BOCIPUHUMAET WHQPOPMAIMIO MOPLUUSAMH, HEOONBIINMH 3PHTEIEHBIMU
(dparmeHTamu.

o AHUMaNMs WCIONB3YeTCs Ui TPUBJICYCHHWS BHUMAHHS WIH JIEMOHCTPAIUU
pa3BUTHS KaKOro-1mbo mporiecca
. He crout 310ynoTpe0asTh aHUMAIIMOHHBIMU 3 ()EeKTaMu, KOTOPBIE OTBJICKAIOT OT

COACPpIKAHNA UJIW YTOMIIAIOT I'Jla3a YUTAKOUICTO.



J Oco0eHHO HEXeIaTeTbHO YacTO€ HCIOJIB30BAHHE TaKHUX aHWMAI[MOHHBIX
3¢ (heKTOoB Kak BBIJIET, BpallleHHe, BOJHA, TOOYKBEHHOE TIOSIBIICHUE TEKCTA.
3ByKoBOE oopmiieHHE

J My3BIKaIbHOE CONPOBOKACHUE NPU3BAHO OTPA3UTh CYTh WIHM IOTYEPKHYTH
O0COOCHHOCTH TEMBI Cllaiila WM BCEH MPe3eHTAlH, CO3AaTh ONPEICICHHBIH SMOIMOHAIBHBIHA
HaCTpOM.

J My3bIky 1enecooOpa3HO BKJIIOYATh TOTAA, KOT/a TNpe3eHTanus uaer 0e3
CIIOBECHOT'O COTIPOBOK/ICHHUSL.

o 3BYKOBOE CONPOBOXKICHHE UCIIOIB3YETCS TOIBKO M0 HEOOXOIUMOCTH, TOCKOIBKY
naxe (hOHOBas THXasi My3bIKa CO3/1aeT U3JIHUIIHUI ITYM U MEIIAeT BOCIIPHATHIO COJICPKAHUSL.

J Heo6xoanmo BeIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
CIIymaTeneM, HO He ObLT OTIYIIUTEIbHBIM.

I'paduueckoe opopmieHue

. Pucynku, d¢ororpaduu, muarpaMMbl T[PHU3BaHbl  JONOJHHUTH TEKCTOBYIO
uH(OPMALIMIO WM Iepeaath e€ B 0oJiee HATJIAIHOM BH/IE.

. Henp3s mpencTaBisaTh pUCYHKH M (OTO IUIOXOTO KAa4eCTBA MM ¢ MCKAKCHHBIMH
MIPOTTOPIIUSIMH.

° KenarenpbHo, 4YTOOBI H300pakeHHWE OBUIO HE CTOJBKO (POHOM, CKOJIBKO
WLTIOCTpAIMEeH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI MOMOYb IO-HOBOMY IOHSTH H
PaCKpBITH €T0.

o Crnenyer m3beraTb HEKOPPEKTHBIX MJUIIOCTPALUil, KOTOpPbIE HEMPABUIIBHO MWIIH
JIBYCMBICIICHHO OTPa)Kat0T CMBICI HHPOPMALIUH.
o Heo6xonnmMo 1mo3aboTHTBCA O PaBHOMEPHOM M pallMOHAJIBHOM HCIOJIb30BAHUU

IIPOCTPAHCTBA Ha CJIaiie: €CIu TEKCT IIEPBUYCH, TO TEKCTOBOM (hparMeHT pa3MeIaeTcs B ICBOM
BEPXHEM YTITy, a rpauuecKkuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

° WnmiocTpaniii  peKOMEHIYETCS.  CONMPOBOXKIATh  MOSICHUTENBHBIM ~ TEKCTOM.
[Toamucu K KapTUHKaM JIydille BHITOTHSATH COOKY HIIM CHU3Y, €CIU 3TO TOJHKO HE Ha3BaHUE
caMoro ciamma.

° Ecnu rpadudeckoe nm3obpakeHne HCMONb3yeTcs B KadecTBe (OHA, TO TEKCT Ha
3TOM (hOHE JTOJIKEH OBITh XOPOIIIO YUTAEM.

TaOaHIBI U CXEMBI

. He crout BCTaBiATh B Mpe3eHTAMIO OOJBIINE TAOIUIBI — OHHM TPYIHBI IS
BocrpusThA. Jlydnie 3aMeHUTh UX rpaduKaMu, TOCTPOCHHBIMHA Ha OCHOBE 3THUX TAOJHII.

o Ecnu Bce ke TabnuIly MoKaszaTh HaJ0, TO CJIEAYET OCTaBUTh KaAK MOKHO MEHBIIIE
CTPOK H CTOJIOIOB, 0TOOpPaB M Pa3MeCTUB TOJIHKO CaMbl€ BaXKHBIC TAHHBIE.

o [Ipy ncnonbp30BaHUMU CXEM Ha ciaijax HeoOXOAMMO BBIPOBHATH PAIbI OJIOKOB
CXEMBI, pacCTOSHHE MeXJ1y OJOoKaMHu, I00aBUTb COEIWHUTEIbHBIE CXEMBl INPH MOMOIIU
UHCTPYMEHTOB ABTOQUTYD,

o [Ipu co3maHuu cXeM HYXHO YUUTBHIBATh CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CJIM OHU PaBHO3HAUHBI, TO 3aMOJTHAIOTCS OJHUM HIPUPTOM, (POHOM U TEKCTOM, €CIIU €CTh
nepBOCTENIeHHass WH(OpMaIys, TO OHAa BBIACISAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpPTaHHU3AIMOHHBIX JHATPAMM.

Aynuo u Bueo opopmiieHIe

J Buneo, kxuHO M Tene Marepualibl MOTYT OBbITh MCIOJB30BAaHbl MOJHOCTHIO WIIH
(dbparMeHTapHO B 3aBUCUMOCTH OT L€, KOTOphIE MPECIEAYIOTCS.

. [TpomomkUTENBHOCTD (prTbMa HE JTOJKHA MPeBbIaTh 15-25 MUHYT, a pparmMeHTa
— 4-6 MUHYT.

J Henb3st ucnonb3oBaTh JBa (uiIbMa Ha OJHOM MEpPONPUATHUH, HO I0Ka3aTh

(dparmMeHTs! U3 ABYX (PMIHMOB BIIOJIHE BO3MOXKHO.
IHoaroroBka Kk 3a4€Ty. [ OTOBUTBCS K 3a4€Ty HYKHO 3apaHee U B HECKOJIBKO ATanos. Jlis
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. ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y MOCIE 3aHATHH. DTO IOMOXET
pa3o0paThCs ¢ HEMOHATHHIMM MOMEHTAMH JIEKIIMH M BOSHUKIIMMH BOTIPOCAMHU, MTOKA €IIe JEeKIHS
CBEXa B ITaMSATH.

. berno npocmaTpuBaiiTeé KOHCHEKTHl 1O Hadajga CIEAYIOLIEro 3aHATUA. ITO
IIO3BOJIUT «OCBEXKUTH» IPEABIAYIIYIO JIEKIUIO U IOATOTOBUTHCA K BOCIPUATHIO HOBOIO
MaTepuaia.

o Kax1yto Henento oTBouTe BpeMs Ul [IOBTOPEHUs IPOMJICHHOIO MaTepuaa.

HenocpeacTBeHHO NIpy MOATOTOBKE:

J YropsoubTe CBOM KOHCIIEKTHI, 3aIUCH, 3aaHHUS.

. [IpukuHbTE BpeMs, HEOOXOIUMOE BaM ISl MOBTOPEHUS KaIoW dacTtu (0JI0Ka)
MaTepuaia, BRIHOCUMOTO Ha 3auerT.

J CocTaBbTe pacIUCaHKE C yYETOM CKOPOCTH TIOBTOPEHUS MaTepuana, Jisi 4ero

. Paznenure Bompochl s 3au€ra Ha 3HAKOMbIe (MO JIEKIIMOHHOMY KYpCY,

ceMHUHapaM, KOHCIIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIb MOBTOPEHUSI U HOBBIE, KOTOPHIE
IIPUZIETCS. OCBANBATh CaMOCTOATENBbHO. HauHNTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPENUTE UX C
MOMOIIIFI0 KOHCIIEKTAa M y4eOHMKA. 3aTeM IOTOJIHHUTE CBOM TEOPETHUYECKUil Oarak HOBBIMHU
3HaHUSIMHM, 0053aTEJILHO BOCIIOJIb30BABIINCH PEKOMEHIOBAHHOM JIUTEPATypPOH.

. IIpaBUIpPHO MCHONIB3YHTE KOHCYJIbTALMH, KOTOPBIE IMPOBOAMUT IIPEIOIABATEIb.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAaMOCTOSITENIbHO Bolpocamu. Bbl moxkere
IIOJIyYUTh Pa3bsICHEHHE 110 NTOBOJY CJIOXKHBIX, HE 10 KOHIIA MIOHATBHIX T€M, HO HE PACCUUTHIBAITE
BO BpeMsI KOHCYJIbTAlIMU HA UCUEPITBIBAIOIIYIO HH(OPMAIIMH IO COJIEPIKAHHUIO BCErO Kypca.



