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1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

dbopMHUpOBaHKE CIIOCOOHOCTH UAECHTU(DUIIMPOBATH HOPMATHBHYIO CPEIY AJIS
pealn3alnuy pa3iInyHbIX HampaBiIeHU NpopecCHOHANTbHON AeITeIbHOCTH, peIIaTh
npodeccuoHanbHbIe

3aJ]aui B COOTBETCTBUU C HOPMATUBHBIMU IPABOBBIMH aKTaMHU B chepe 0Opa3oBaHUs
1 HOpMaMu NpodeCcCHOHATBHON ITUKH, 00eCTIeYnBaTh JOKYMEHTAIIMOHHOE COMIPOBOKICHHE
00pa30BaTeNnbHOM, yIpaBIeHUYECKON 1 HAYYHO-UCCIIE0BATEIbCKOM 1eATeIbHOCTH
o0pa30BaTeNbHOI OpraHu3aluu.

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

Juctumimaa HopmaTuBHO-IIPaBOBOE PEryIMpOBaHUE U IOKYMEHTALOHHOE
obecrieyeHre ynpasieHus U GyHKIMOHUPOBAHUS 00pa30BaTeIbHON OpraHU3auy BXOAUT B
00s13aTeNbHYI0 YacTh y4eOHOT0 I1aHa 00pa3oBaTeIbHON MPOTPAMMBI.

JUis n3yyeHus JUCUUIUIMHBI HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHUs),
c(OpMHUPOBAHHBIE B PE3yJIbTATe U3YUYEHUS TUCLMILIMH/ IPAKTUK:

VYnpasnenue puckamu B 00pa3oBaHUU

ITpon3BoaCcTBEHHAs - IEAArOornyecKas IpakTHKa

VY4eOHast - O3HAaKOMHTEIbHAS MPAKTUKA

3HaHus (yMEHUs, BIIAICHUS ), OJYyYEHHbIE IPU U3yYECHUH JAHHOM JTUCLUIUIMHBI
OyayT HeOOXOAUMBI JUI U3YUEHHSI JUCLUIUIMH/TIPAKTUK:

BoinonHenue u 3ammuTa BeITYCKHOM KBaTM(PUKAMOHHON pabOThI

ITponsBoacTBEHHAS - MPEAJUIUIOMHAs PAKTHKA

3 Komnerennun ody4yaronierocsi, opmupyemMbie B pe3yJbTaTe 0CBOEHMSI

AUCHUILIMHBI (MOAYJIs1) M IVIAHUPYeEMbIe Pe3yJIbTAThI 00y4eHHUs

B pesynbrare ocBoeHUs AUCHUILTUHBI (Moayisi) «HopmaTtuBHO-TIpaBoOBOE
peryaupoBaHue M JTOKYMEHTAIIMOHHOE O0ecTieueHNe yIpaBiIeHus U () yHKIIMOHUPOBAHUS
00pa3oBaTebHON OpraHU3aIiy 00YyJaIOMUNCs TOJDKEH 00J1a1aTh CIIeIYIOIUMU
KOMIICTEHIIHSIMH

KO)I HHAUKaTopa I/IHI[I/IKaTOp JOCTHXKECHUS KOMIICTCHIIN

OIIK-1 CnocoOeH OCyIIeCTBISITh U ONTHMH3UPOBATH TIPOPECCHOHATBHYIO ICATEIILHOCTh B
COOTBETCTBUH C HOPMATHBHBIMHU TIPABOBBIMHU aKTaMH B chepe 00pa3oBaHUsi 1 HOpMaMH
npoeccCHoHaNBEHOM STUKU

OIIK-1.1 AHaIM3UpyeT U UCIIOJIb3YEeT HOPMAaTHBHBIE IPABOBBIE TOKYMEHTHI,
periaMeHTHpymonme TpeOoBaHUs K NpodeccHOoHaTbHON e TeTbHOCTH

OIIK-1.2 [TpuMeHsieT HOpMATHBHO-TIPABOBBIE aKThI B chepe 0Opa3oBaHUs C
Y4€TOM HOpPM PO ecCHOHAIbHON 3TUKU

OIlK-1.3 OcymiecTBisieT TpopecCuOHATBHOE B3aUMOICHCTBUE C YYACTHUKAMU
00pa30BaTeNIbHBIX OTHOIICHUH B COOTBETCTBUU C HOPMaMH
npoecCHOHALHON dTUKU




4. CTpyKTYpa, 00bEM H COEpKaAHNE TUCHUILIMHBI (MOIYJIs1)
OO6mias TpyA0€MKOCTh AUCIUIUIMHBI COCTABIISIET 3 3a4eTHbIX eaunul] 108 akaja. yacoB, B TOM

qHce:
— KOHTakTHas pabora — 20,3 akaj. 4acos:

— aynutopHas — 18 akaj. 4acos;

— BHeayAuTopHas — 2,3  akaJl. 4acoB;

— caMocTosITelbHAs paboTa — 52 aKkaJl. 4acos;

— B (popMe npakTuUecKoil moaAroToBku — 18 akan. yac;

— MOATOTOBKA K 3K3aMeHy — 35,7 akaj. yac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas ] o
KOHTaKTHas paboTa E z dopma TeKyIero
& =
5 B aKaJ. yacax 5] Bug KOHTPOJISI
Pasnen/ tema 3 ( A ) g . P Kon
g 3 © | camocToATEeNBPHOM | yCIIEBAEMOCTH U
JUCLUATUINHBI 3 g « . | xommerennuu
3 g 5 paboThI MIPOMEKYTOUHOH
Tex mal. | mpakr. 'S aTTeCTalnuu
3aH. 3aH. O =
1. Pa3nen 1. HopmatuBHo-
paBoBOE obecneueHne
YIpaBJIEHUYECKON AEATEIBHOCTH B
o0pa3oBaTenabHON OpraHu3anuu
Nzyuenue
TEOPETUYECKON U
MPAKTUYECKON
JIUTEPATYpPHI 110
TeMe
Pabora ¢ Onpoc
1.1 IpuHIUTTET HH(OPMALIHOHHO JomanrHee
OpraHu3aluy HOPMaTHBHO- P MIPAKTUYECKOe
MpaBoOBO 0a3bl MPaBOBbIMH 3amanue 1 OIK-1.1,
5 . 2 8 nopTajamMmu 1 OI1K-1.2,
oOpa3oBaTenabHON Tapar Tecr OITK-1.3
nesrensHocTy B Poccniickoit pan, KonrponbHas '
Koncynprantllmo
Oenepanyu pabota
¢, Pocapxus.
OK3aMeH
Brinmonsenue
KOHTPOJIbHOM
paboTHI
IToaroroBka k
3 TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON U
MIPaKTUUECKOU
JIUTEPATYPHI 110
1.2 CocTaB JOKaIBHBIX pT elxzs Ormpoc
MIPABOBBIX aKTOB PaGora ¢ Jomamrnee 3aianue
00pa3oBaTeNbHOM 2 OIIK-1.1,
HHPOPMAITHOHHO
OpraHM3alNy. 4 8 I EBOBMMH Tect 1 OIlK-1.2,
IOpunnueckas cuna P KonTtponsuas OIIK-1.3
nopTagamMu
YIpaBJIEHYECKUX FI; AHT pabora
JIOKYMEHTOB. PanT, OKk3aMeH
Koncynbrantllno
¢, Pocapxus.
Brimonnenune
KOHTPOJIBHOH




padoThI
TToaroroBka k

TECTHPOBAHUIO
Htoro mo pasneny 16
2. Paznen 2. Oprannzanus
JIeNIONIPOU3BO/ICTBA
00pa3oBaTeNbHBIX YIPEIKICHUIX
Wzyuenne
TEOPETUIECKON 1
MPAKTHIECKOHN
JIUTEPATYpPHI 110
TeMe
Omnpoc
Paora ¢ Z[OMaIzuHee
2.1 Ocobennoctu UHPOPMAITHOHHO-
MIPAKTUYECKOE
OpraHu3aluu IIPaBOBBIMHU OIIK-1.1,
3amaHue 3
JIeONPON3BO/ICTBA 10 nopTanaMu OIIK-1.2,
. Tecr 2
00pa3oBaTesbHOM Iapasr, OIlK-1.3
Konrponbnas
OpTraHu3aIi Koncynsrantlloo aGoTa
¢, Pocapxus. P
Ok3aMeH
Brinonnenue
KOHTPOJIBHOU
paboThI
IloaroroBka k
TECTHPOBAHHIO
Nzyuenne
TEOPETUIECKON 1
MPAKTUYECKON
JIUTEPATYPHI 110
Teme
Omnpoc
Pabora ¢ P
JomarHee
HHPOPMAITHOHHO-
MPaKTUYECKOE
2.2 IoKyMEeHTHpOBaHHE TIPaBOBBIMHU OIIK-1.1,
N 3aaHue 4.
00pa3oBaTebHOM 10 nopTagamu OIlK-1.2,
Tect 2
JIESTENLHOCTH lapanr, OIIK-1.3
KonrtponbHas
Koncynprantllnto
pabota
¢, Pocapxus.
OK3aMeH
Brinmonnenue
KOHTPOJIbHOU
paboTsI
IToaroroBka k
TECTHPOBAHHIO
Nsyuenne
TEOPETUYECKON 1
MpaKTHIECKOMH
JIUTEPATYPHI 110
Paryp 3aciaymuBaHue
Teme JIOKJIaZIoB
Pabora ¢ CTYICHTOB
2.3 Ocobennoctu UH(OPMAIIHOHHO- Y
Jomanraee
JIOKyMEHTUPOBaHUS TIPaBOBBIMHU OIIK-1.1,
N MIPAKTUYECKOE
TPYAOBBIX OTHOLIEHUH B 8 nopTagamu OIIK-1.2,
o 3aaHue 5
00pa3oBaTenbHOM Iapasr, Tecr 2 OIlK-1.3
OpraHHu3aIyu Koncynprantllnto
KonTponbhas
¢, Pocapxus.
pabota
Brimonnenune
N OK3aMeH
KOHTPOJIbHOM
paboThI
IToaroroBka k
TECTHPOBAHHIO
2.4 Crpykrypa Wzyuenne 3aciymuBaHue OIK-1.1
JIOKYMEHTAJILHOTO ()OH/Ia 8 TEOPETUIECKON 1 JTOKJTaJIOB OIK 1'2’
00pa3oBaTesbHOM MPAKTHIECKOMN CTYJICHTOB OITK 1' 3’
OpraHM3aIHY. JUTEepPaTypsI MO Homamnee '




TEME
Pabora ¢
nH(OpPMALOHHO-
MPABOBBIMH
opTanaMu
MIPaKTHIECKOE
T'apamnr,
3aJiaHKe 6
Homenxknarypa gen Koncynprantllmo Teer 2
00pa3oBaTebHOM ¢, Pocapxus.
KonTponbnas
OpraHu3aIiu Brlimonnenune
M pabora
KOHTPOJIBHON
DK3aMeH
paboThb
IToaroroBka k
TECTHPOBAHHIO
IToaroroBka k
JK3aMEHY
HWroro no pazaeny 12 36
Hrtoro 3a cemecTp 18 52 9K3aMeH
Wrtoro no gucIuinHe 18 52 JK3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B npouecce o0yueHust 1o JUCHUILIMHE IPUMEHSIOTCS CIIEYIOIINE TEXHOIOTHH.

1. TpaguumonHsie 00pa3oBaTENbHBIC TEXHOJIOTHH, IPEATIOJIATAIONINE TPSIMYTO
TPAHCISALUIO 3HAHUN OT IIPENOAABATENs K CTYAEHTY (IIPEUMYILIECTBEHHO HA OCHOBE
OOBSICHUTEIIbHO-UILTIOCTPATUBHBIX METOAOB 00y4YeHHUs1). YueOHast eI TeIbHOCTh CTYICHTa
HOCHUT B TaKHUX YCIIOBHSX, KaK MPABUIIO, PETIPOYKTUBHBINA XapaKTep.

@opMbl yUeOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJULIMOHHBIX TEXHOJIOTHMA:

[TpakTyeckoe 3aHsATHE, TOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN M HABBIKOB
110 MPEAJI0KEHHOMY aJITOPUTMY.

2. TexHonoruu npo6IEeMHOro 00y4eH!s — OpraHu3alys 00pa30BaTEILHOIO MIPOLiecca,
KOTOpasi IIPEIoaraeT NOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JAHNE YUEOHBIX
MPOOJIEMHBIX CUTYallUi JJIs1 CTUMYJIMPOBAHUS aKTUBHOM MTO3HABATEILHON JI€ATEIILHOCTH
CTY/ICHTOB.

@opMbl yueOHBIX 3aHATHI C UCIIOJIB30BAHUEM TEXHOJIOTMH TPOOIEMHOI0 00yUYEHUS:

[TpakTuyeckoe 3aHsaTHE B POpME NIPAKTUKYMa — OpraHu3alus yueOoHoil padoTsl,
HanpaBJIeHHas Ha PeLIeHne KOMITJIEKCHON yueOHO-TI03HaBaTeIbHOM 3a7auu, TpeOyrolei ot
CTY/IEHTa IPUMEHEHUS KaK HayYHO-TEOPETUYECKUX 3HAHUM, TaK U MPAKTUUYECKUX HABBIKOB.

[TpakTHyeckoe 3aHsATHE HA OCHOBE Kelic-MeTo1a — 00yueHUe B KOHTEKCTe
MOJIJINPYEMOI CUTYyalllu, BOCIPOU3BOIAIIEH peallbHbIe YCIOBUS HAYUHOI,
IIPOU3BO/ICTBEHHOM, 001IECTBEHHOH eaTesibHOCTH. O0ydaronuecs JOIKHBI
[IPOAHATIM3UPOBATh CUTYALHIO, Pa300paThCs B CyTU NPOOIeM, MPEATIOKUTh BO3ZMOKHBIE
peleHust ¥ BeIOpaTh Jiyuniee u3 HUX. Kelicel 6a3upyrorcs Ha peasbHOM (aKTHYECKOM
MaTepHale UM ke NpUOIMKEHbl K pealbHOM CUTyalH.

3. TexHonOrMU NPOEKTHOr0 0OYUEHUs — OpraHu3alKsi 00pa30BaTENIbHOIO MpoLecca B
COOTBETCTBHUH C AJITOPUTMOM O3TATHOI'O PEeIIeHUs TPOOIEMHON 3a1a4K UM BBITOJTHEHUS
yueOHoro 3ananus. [IpoekT npenmnonaraeT COBMECTHYIO yueOHO-I103HABATENbHYIO
JeSITeIbHOCTD IPYIIIBI CTYACHTOB, HAIIPABJICHHYIO Ha BRIPA0OTKY KOHLIETIIMH, YCTAaHOBJICHUE
1esel u 3a1ad, GopMyJIHPOBKY OXKHJIAEMbIX PE3YJIbTATOB, ONPE/IEIeHNE IPUHIIUIIOB U
METOJMK pellIeHUs MOCTaBICHHBIX 33/1a4, IUTAHUPOBaHHUE X0Jia pabOoThI, MOUCK JOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MO3TAIHYIO PEAIN3ALUIO TUIaHa paboThI, TPE3EHTALUIO
pe3yabTaToOB paboThI, UX OCMBICIEHHE U PEIIKCHIO.

WMHpopMannoHHBIN MPOEKT — y4eOHO-TI03HABATENbHAs I€ATEIbHOCTD C SIPKO
BBIPQ)KEHHOW IBPUCTHUECKON HAPABIEHHOCTHIO (MIOMCK, OTOOP M CUCTEMAaTH3 AU
nH(pOpMaIUU O KAKOM-TO 00BEKTE, 03HAKOMJICHHE YYaCTHUKOB MPOEKTa C 3TOU
uHpopManuen, ee aHaau3 1 00001IeHNe [Tl TPe3eHTAH 00Jiee NIMPOKOM ayAUTOPHH).

5. IHopManimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH —
opraHu3zanys 06pa3zoBaTeIbHOTO MPOLECcca, OCHOBAHHAs Ha TPUMEHEHUU
CMELUANU3UPOBAHHBIX IPOIPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB paboThI ¢
uHpopmanueit. UHTepHeT-TeXHOIOTHS (CeTeBast TEXHOJIOTH ), OCHOBAHHAS HA
MCIOJIb30BAHUU II100ATBHBIX U JIOKATBHBIX KOMIIBIOTEPHBIX CeTe, 00ecreunBaeT 10CTyma
o0yyaromuxcs K "HGOPMAIIMOHHBIM 00pa30BaTeIbHBIM pecypcaM U (hopMupyer
COBOKYITHOCTb METOJAMYECKHX, OPraHU3AlIMOHHBIX TEXHUUECKUX U MPOIPAMMHBIX CPEICTB
peanu3aiyy 1 ynpapieHus yueOHbIM IPOIIECCOM HE3aBUCHUMO OT MECTOHAXOXKICHUS €T0
CYOBEKTOB JUISl JUCTAHIIMOHHON TOJIEP’KKHA 00pa30BaHMsl CTY/IEHTOB C OTpaHMYCHHBIMU
BO3MOKHOCTSIMH 3/I0POBbsI, OJTAPEHHBIX CTYJEHTOB, OpraHU3allly AUCTAHIIMOHHOTO
KOHTPOJISl 3HAHUN CTY/IEHTOB U MPOBEACHUS 3aHATHI C UCTIOIB30BaHUEM JUCTAHIIMOHHBIX
00pa3oBaTENBFHBIX TEXHOJIOTHH TSI TPOMYCKAIONINX ayJAUTOPHBIC 3aHATHS 1O TPUYHHAM
60s1e3Hu. DopMbl y4eOHBIX 3aHATUI C UCTIOIb30BaHUEM HH()OPMALIMOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTHI: MPAKTHYECKOE 3aHATHE B (hOpME MPE3CHTAITUH —
IIPEJCTABICHHUE PE3YJIbTATOB IPOSKTHOM MM MCCIIE0BATENIbCKOM e TEIbHOCTH.



6 Y4eOHO-MeTOoqMYECKOE 0OOecTIeYeHHe CaMOCTOSATEIbHOM padoThl 00y4YaoIMXCst

[TpencraBieHo B npuaoxeHuu 1.

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

8 YuebOHo-MeToquUecKoe U MHPOPMALHOHHOE O0ecTieYeHUe TN CHUTIIMHBI
a) OcHoBHas JIuTepaTypa:

1. AseprsinoBa, T. A. YnpaBineHue cucreMaMu 00pa30oBaHus : y4€OHO-METOIMIECKOE
nocobue / T. A. AsepwsinoBa ; MI'TY. - Marautoropck : MI'TY, 2017. - 91 c. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/1493

(mara obopamenus: 21.03.2025). - MakpooOBeKT. - TEKCT : 371€KTPOHHBIIA.
2.Bonkosa, B. b. OcHOBBI fenonpon3BocTBa : yueOHoe nmocooue / B. b. Bonkosa,
M. B. KpuBonuisikopa. - Marautoropck : MI'TY, 2013. - 1 anekrpos. ont. auck (CD-
ROM). - 3aru. ¢ Tutysn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/43
(mara obpamenus: 21.03.2025).
- MakpooObekT. - TekcT : anekTpoHHbIN. - CBeaeHus noctymnHbl Takxke Ha CD-ROM.

3. KoxymikoBa, H. B. Ctpykrypa nokymenrta. CucTeMbl JOKYMEHTAIHH.
YHuduumpoBaHHas CUCTEMA OpraHU3aIMOHHO-PACIIOPSIUTEIIFHON JOKYMEHTAIIMH: 00TIHe
TpeOOBaHUS K COCTaBICHUIO U oopmiieHuIo : yaebHoe mocodue / H. B. Koxymikona ;
MI'TYVY. - Marautoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢
tutyi. 9kpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/20594

(mara
obpamienus: 21.03.2025). - MakpooObekT. - TekceT : 37eKTpOoHHBIH. - CBEICHHST JOCTYITHBI
takke Ha CD-ROM.

4. O6pa3oBaTeiabHOE MPaBO : YUeOHUK JIs BY30B / oj penakiueit A. 1. Poxkosa,
B. IO. MartBeeBa. — 5-¢ u3g., nepepad. u qon. — Mocksa : U3narensctBo FOpaiit, 2025. —
350 ¢. — (Bwicmee oopazoBanne). — ISBN 978-5-534-18850-9. — TekcT : aneKTpOHHBIH //
Oo6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/560119

(mara oopamenus: 02.04.2025).

0) JonosHuTeabHas JUTEpaTYypa:


https://host.megaprolib.net/MP0109/Download/MObject/1493
https://host.megaprolib.net/MP0109/Download/MObject/43
https://host.megaprolib.net/MP0109/Download/MObject/20594
https://urait.ru/bcode/560119

1.ABeppsiHoBa, T. A. JIOJKHOCTHBIE MHCTPYKLMHU CIIELIMATIUCTOB CUCTEMBI
oOpa3oBanus : yuebHo-mMeToauueckoe mocoodue / T. A. ABeppsinoBa ; MI'TY. -
Maruutoropek : MI'TV, 2017. - 1 anektpos. ont. guck (CD-ROM). - 3ari. ¢ TuTyi1. sKpaHa.
- URL.: https://magtu.informsystema.ru/uploader/fileUpload?
name=3168.pdf&show=dcatalogues/1/1136543/3168.pdf&view=true
(mata oOpamieHwus:
21.03.2025). - MakpooObeKT. - TekcT : ayeKTpoHHBbIH. - CBelleHHs 10CTyIHBI Takxke Ha CD
2.Aunpeesa, C. JI. Opranuzanust paboThI ¢ OOpaIIeHUsIMHU TpaXkiaH : y4eOHO-

metonudeckoe mocodue / C. JI. Aunpeesa ; MI'TY. - Marautoropck : MI'TVY, 2016. - 1
anekTpoH. ont. nuck (CD-ROM). - 3arn. ¢ tutyin. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true

(mara oOpareHus:
21.03.2025). - MakpooObeKT. - TekcT : aneKkTpoHHbIN. - CBeleHHs OCTYIHBI Takxke Ha CD-
ROM.

3. baraytaunosa, C. ®. YnpasneHue JOMIKOIbHBEIM 00pa30BaHUEM : YIeOHOE
nocobue / C. ®. barayrnunosa ; MI'TY. - Marautoropck : MI'TVY, 2015. - 1 anekTpoH. omnr.
auck (CD-ROM). - 3aru. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=1427.pdf&show=dcatalogues/1/1123945/1427 .pdf&view=true

(mara oOpareHus:
21.03.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeleHHs OCTYIHBI Takke Ha CD-



MYHUIIUTATBHBIX CTyXalux : yaeoHoe nocobdbue / H. P. banbiackas, JI. M. Paxumosa, B. M.
I'agyposa ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 anekrpos. ont. auck (CD-ROM). -
3ari. ¢ tutyi. akpana. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=3205.pdf&show=dcatalogues/1/1136718/3205.pdf&view=true (nara oOpameHus:
21.03.2025). - MakpooObeKT. - TekcT : aeKTpoHHBIN. - CBeleHHs JOCTYIHBI Takke Ha CD-
ROM.

5. Oneiinuk, E. B. HopmatuBHO-TIpaBOBOE M METOAMYECKOE O0eCTIcueHUE
WHKITIO3UBHOTO 00pazoBaHus : yaeOHoe mocobue [ By3oB] / E. B. Oneiinuk ;
Marnuroropckuii roc. rexuudeckuid yH-T uM. I'. 1. Hocosa. - Marnuroropck : MI'TY um. T
W. Hocoga, 2019. - 1 CD-ROM. - ISBN 978-5-9967-1668-5. - 3aru. ¢ Tutyn. ’3xpana. -
URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=3940.pdf&show=dcatalogues/1/1530515/3940.pdf&view=true (nara oOpameHus:
21.03.2025). - MakpooOBeKT. - TeKcT : aeKTpoHHBIN. - CBeleHHs OCTYIHBI Takxke Ha CD-
ROM.

6. Uepnoga, E. B. Undopmannonnas 6e3omacHocTs B 00pa3oBaHUM : yIeOHOE
nocobue / E. B. UepHoga, JI. @. 'aauesa ; MI'TY. - Marauroropck : MI'TY, 2016. - 1
anekTpoH. ont. auck (CD-ROM). - 3arn. ¢ tutyin. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=2499.pdf&show=dcatalogues/1/1130272/2499.pdf&view=true (nara oOpameHus:
21.03.2025). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeleHHs OCTYIHBI Takke Ha CD-
ROM.

B) MeToauuyecKue yKa3aHus:
ITpencrasnens! B [Ipunoxxenun 3

r) IIporpammuoe obecieuenune u MHTEpHET-pecypchbl:

IIporpammHuoe odecnieuenune

Haumenosanue .
o Ne norosopa Cpoxk nelcTBUS TULIEH3UH
7Zip cB00OIHO pacnpocTpansemoe [10 0eccpovHO
FAR Manager cB00OIHO pacnipocTpansemoe [10 0eccpovHO
Eﬁg;ip Mozilla cB0OOHO pacnpocTpansemoe [10 6eccpodHo
Bbpaysep Yandex |cBoOoaHo pacmpoctpansiemoe [10 0eccpovHO

IIpodeccnonanbHbie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBbIE CHCTEMbI

HasBanwme kypca CchlIKa

OnektponHbie pecypcebl oubmuorekun MI'TY um. .. https://host.megaprolib.net/M
Hocoga P0109/Web

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

Poccuiickasa ['ocynapcreeHHas oubimoreka. Karanoru
yaap /catalogues/

HanmonansHas uHGOpMaImOHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuaekc HaydHoro nutupoBanus | https://elibrary.ru/project_risc.
(PMHIT) asp

DnekTpoHHas 6aza nepuoanydeckux u3ganuii East View

Information Services, OO0 «MUIBUC» https://dlib.eastview.com/




9 MaTepuajbHO-TeXHHYeCKOe o0ecneuyeHue TUCHUILINHBI (MO1YJIs1)

MartepuanbHO-TEXHHUECKOE 00eCTIeUeHUE TUCITUTUTMHBI BKITIOYACT:

VY4eOHbIe ayIUTOPHUH ISl TIPOBEIICHUS 3aHATUH JIEKIIMOHHOTO THIIA: JOCKa,
MYJIbTHMEIMIHBIC CPEIICTBA XPAHEHHS, TIEpeIadll U TPEACTaBICHUS HHPOPMAIUH.

Y4eOHbIe ayIMTOPHH ISl TIPOBEIICHUSI PAKTHUSCKUX 3aHSATHIA, TPYIIIOBBIX U
WH/IMBUYyTbHBIX KOHCYJIBTAIIMN, TEKYIIIEr0 KOHTPOJISI ¥ IPOMEKYTOYHON aTTeCTAIUN:
J0CKa, MYJIbTUMEIMHHBIN IIPOCKTOP, KPaH.

[TomernieHust 17151 CaMOCTOSITEIBHOM pabOThI 00YYAIOLIMXCS: TIEPCOHAIBHBIC
KomIbioTepsl ¢ makeroM MS Office, BeixoqoM B IHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BATEIbHYIO CPEly YHUBEPCUTETA

[Tomernienue uist XpaHEHHS U TIPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4€OHOTO
o0opynoBaHus: mKadbl Ui XpaHEHUsT y4eOHO-METOJMUECKOM JOKYMEHTAIIUH, y4eOHOTO
000pyI0BaHUs U y9€OHO-HATJISAIHBIX TOCOOHIA.



Ipuioxenne 1
YueOHO-MeTOANYECKOE 00ecTieYeHrne CAMOCTOSITeILHOI padoThl 00y4yaromuxcs
Jlomamnee 3aganue 1

[ToBTOPUTH MPUHLMITEI OpraHU3alMd HOPMATHBHO-TIPABOBOH 0a3bl 00pa3oBaTEeNbHOU
nearesnbHOCTH B Poccuiickoit denepanuu.

ITons3ysce MH(POPMALMOHHO-TIPABOBBIM IOPTaI0M Koncynsrantlntoc
(http://www.consultant.ru/) uaeHTHGUIUPOBAT, HOPMATHBHYIO Cpeay Juisi oOpa3oBaTelbHON
OpraHM3aly OJIHOTO U3 TUIIOB (110 BBIOOPY cTyAeHTa). CIMCOK JEMCTBYIONIMX IIPABOBBIX aKTOB U
HOPMAaTUBHO-METOJIMYECKUX JOKYMEHTOB JIOJDKEH OTpakaTh YPOBHEBYIO OpPraHHU3AIUIO
HOPMAaTUBHOM CPEJIbI.

Pexomenoayuu:

1. U3yunts cratbio 23 «Tunsl 00pa3oBarenbHbIX opranu3anuinn denepaibHOr0O 3aK0Ha OT
29.12.2012 N 273-®3 (B pgelictBytomeit penakuuu) "06 obpazosanuu 6 Poccutickoii
@eodepayuu”. BpiOpath oauH u3 TumnoB. CoriacoBath BBIOOp € MpernogaBaTeieM (THIBI HE
JOJI’KHBI IOBTOPSITHCS).

2. U3yunts TpeboBanus @3 «06 obpazosanuuy, Kacarolyecs BCeX BUI0B ACITEIbHOCTH
o0Opa3oBaTenbHOl OpraHu3aluu BbIOpaHHOrO Tuma. OMNpenenuTh COCTaB JOKYMEHTOB,
periaMeHTUPYIOIIUX €€ JIeATeNbHOCTh, IMPEACTaBUB €ro B BHJIE HEPAPXUUYECKOrO CIIHCKA
HUCTOYHUKOB 4-X YpOBHEH:

1) mpaBOBBIE aKThI, M3aBaeMble BBICIIMMHU TOCYIapCTBEHHBIMU OpraHaMu (enepaabHOi
3aKOHOJATEIbHOW BJIACTU U BBICHIMMH opraHamu ynpaBieHus (KoHcTuTylus, KOAEKCHI,
(denepanbHble KOHCTUTYLHOHHBIE 3aKOHbI (DPK3), dpenepanbubie 3akoHbl (P3), MOCTAHOBICHUS
[TpaButenscTBa, ykassl [Ipesunenra PO);

2) npaBOBbI€ aKThbl, U3JaBaeMble (efepaibHbIMU OpraHaMU HCIIOJIHUTEIbHOW BIIACTH!
MHUHHCTEPCTBAMH, KOMHUTETaMH, BEIOMCTBAMU KakK OOIIEOTpPaciieBOro, Tak M BEeJIOMCTBEHHOTO
xapakrtepa (IIpUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMUTETOB, CIIYk0, areHTCTB, OI0pPO U Jp.;
WHCTPYKTUBHBIE IIMCbMa, TUIIOBBIE TIOJIOKEHUS, TUTIOBBIE U TEXHUUYECKUE PETTIAMEHTHI, TUIIOBBIE
WHCTPYKIIUU U Jp., oOliepoccuiickue U BegoMcTBeHHbIe kiaccudukaTopel, ['OCTsI, nepeunu
TUIOBBIX JTOKYMEHTOB U JIp.);

3) nmpaBOBBIE aKThI, U3/JaBAEMbI€ OpraHaMU 3aKOHOAATEIbHON U UCIIOIHUTEIbHON BIACTU
cyobekToB PO U uX TeppuUTOpHATIBHBIX 00pa3oBaHU (3aKOHBI MOCTAHOBJIEHUS MPABUTEIbCTBA
cyOobekToB P®, pacnopsokeHHMss W TOCTAHOBJICHHS TJIaB AJAMHUHUCTpAIMi, pa3IuYHbIC
M0JI3aKOHHBIE AKThI);

4)noKanbHbIE aKThl, NMPABOBbIE aKThl HOPMAaTUBHOTO U HHCTPYKTHUBHOIO XapakTepa, a
TaKXKe METOAMYECKHE JOKYMEHThl IO JIOKyMEHTallMOHHOMY OO0ECIEUYEeHUIO YIpaBICHHUS,
U3JlaBaeMble PyKOBOJCTBOM 00pa3oBaTeIbHON opraHu3aluu (yCTaB, MOJ0KEHUs, MHCTPYKIUH, B
TOM YHWCJIE€ MHCTPYKIUHM (TMpaBwia) MO  JIEJIONPOM3BOJCTBY  OpraHM3aluu, Tabenu
YHUQUIIMPOBAHHBIX (HOpM, anbOOMBbI OJaHKOB, MOJOXKEHHUS O JEJIONPOU3BOJICTBE, O padore ¢
NIEPCOHAIILHBIMU JIaHHBIMU U ITPOYHME OPraHU3alMOHHO-TIPABOBBIE JIOKAJIbHBIE AKTHI).

3. Bce mnepeuncnsieMble MOKYMEHTHI JOJDKHBI COACPXKATh HWICHTUDHUITUPYIOMUE WX
PEKBU3UTHl (HAMMEHOBAHHE JOKYMEHTa, JaTa W3JaHMs, KeM YTBEpXKJEeH, JaTa MocieqHel
PEIAKIINN )

Jlomaminee 3aganue 2

1. M3yunts crarbio 30 «JlokanbHble HOPMATHUBHBIE aKThI, COAECPHKAIINE HOPMBI, PETYIUPYIOIINE
oOpa3oBatenbHble OTHOmIeHUs» DenepanpbHoro 3akona ot 29.12.2012 N 273-®3 (B
nerctBytomei penakiun) "O6 odpazoBanuu B Poccuiickoit @enepanmn”

2. OTBETUTH Ha BOIIPOCHI:



K xkakoil rpymnme ympaBlieHYECKHMX JOKYMEHTOB OyIyT OTHOCHTBCS JIOKAJIbHBIE aKThI
00pa3zoBaTeNbHON OpraHUu3aIm?

Kakue 1oKyMeHTHI 715l 00pa3oBaTeIbHON OPraHU3aI|H SBISIOTCS YUpeIUTSIbHBIMU?
3. CocraBbTe CITUCOK JIOKATBHBIX aKTOB Ul 00pa30BaTEeIbHBIX OpPraHU3alnii BHIOPAHHOTO THIIA.

4. Ionw3ysich (a) Ilepeunem munogwix ynpasieH4eckux apxXusHulx OOKYMeHmMo8, 00pasyoumuxcs 6
npoyecce 0esiImenbHOCMU 20CYOaAPCMBEHHbIX OP2AH08, OP2AHO8 MECMHO20 CAMOYNPAGIeHUs U
opeanuzayull, ¢ yKkazaHuem cpoxos ux xparenusi, yms. Ilpuxazom Pocapxuea om 20 dexadps 2019
2. Mo 236, (0) Ilepeunem Ookymenmos co cpokamu xpaunenus Munucmepcmea npoceewenus
CCCP, opeanos, yupesxcoenuil u opeanusayuil eco cucmemul, yme. Ilpukazom Murnucmepcmea
npocsewenusi CCCP om 30 oexaops 1980 200a N 176; (B) llpunoxenuem 18 «lIpumepHas
HOMEHKJIaTypa Jen o001meo0pa3oBaTenbHOro yupexaenus» K [lucomy Munucmepcmea
obpazosanus Poccuiickou ®edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pekomeHoayusix no pabome ¢ OOKYMEHMAMU 6 00ueodpas’08amebHbIX YUPEeHCOCHUSX),
OTIPEICIIUTh CPOKM XPAHEHHS IJIs BCEX JOKYMEHTOB M3 CIIMCKA, YKa3aB CTaThlO U ITYHKT TOJ
Ilepeuns, Hanpumep:

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

17 Y4eOHbIC ITaHBI U [TocrosiHHO 603 [Tepeuens 1980
POTrpaMMbI KYpPCOB
MOBBIIICHUS
KBaJTU(DUKAIIMN YIUTEIICH,
BOCITHTATEIICH,
paboOTHUKOB
BHEIIKOJIBHBIX
YUPEXKICHUH, TPOrPaMMBbI
JUTsI caMO00Opa3oBaHus

18

Jlomamnee 3aganue 3

1. U3yuuts Ilpuxaz Pocapxusa om 11.04.2018 N 44 "O6 ymeepocoenuu [Ipumeproui uncmpykyuu
no 0e1onpou3800cmay 6 20cyoapcmeeHHulx opeanuzayusx” (3aperucTpupoBaHo B MUHIOCTE
Poccun 17.08.2018 N 51922) B cucreme Koncynbrantllmroc ~www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW_ 305137/

2. OTBETUTH HA BOMIPOCHI M MPEJCTABUTh UX B CBOOOTHOM YaCTH TAOHITBI.

Ne Bonpoc OTtBer
ILm.

JlokyMeHT0000poT MY BKIIIOUAET MOCIIEI0BATEIbHOCTD
MepeMeleHN TOKYMEHTOB, a TaK)Ke Olepalii, COBEpIIaeMbIe C
ITOKYMEHTaMH B MPOLIECCE UX CO3/1aHus U ucnosHeHus. HazoBure
DTH ONEPALNH.

2 Ha xaxue mpUHIUIIBI OMTUPASTCS OPraHu3alus T0KyMEHTO000poTa
B MV?




w

Kak BeyT y4er JokyMeHToobopota B MY?

4 Kakue 1OKyMEeHTHI MOMAaJatoT B COCTaB BXOISAIIMX U UCXOSAIIUX
ITOKYMEHTOB IOCY/IapCTBEHHOW OpraHu3aiuu’?

5 Uto Takoe «MDJ1O0»?

6 YTo BXOAUT B MOHATHE «KOPPECHOHISHIIHS TOCYIapCTBEHHON
OpraHu3auu?

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

8 [IprkazaMm U pacrops>KEHUSIM IO OCHOBHOM J1€ATEIbHOCTH B
roCyJapCTBEHHOM OpraHu3alliy MPUCBAUBAIOTCS MTOPSIIKOBBIC
HoMmepa? CienyeT U UX PerucTpUpOBaTh B OTAEIBHO, B Pa3HBIX
perucTpanoHHbIX opmax”?

0 Kax oprann3oBarh JOKYMEHTOOOOPOT MPUCIAHHBIX OyMa>KHBIX
ITOKYMEHTOB, €CJIM B opranuzauuu aeiicrsyer COJ1?

10 Kakue MOKYMEHTBI TOCYJapCTBEHHOM OpraHu3aldd MOTYT
CO3/1aBaThbCs, XPAHUTHCS W HCIOJIb30BATHCS HCKIIOYUTEIBHO B
piekTpoHHoM Buje? Kak  ycTaHOBUTH MepeueHb ITUX
ITOKYMEHTOB?

11 ['1e perucTpupyroTCsl IPOTOKOJIBI 3aCEAaHUM, COBEIIAHM,
[TPOBOAMMBIX PYKOBOJCTBOM OpraHU3aIUuu?

12 Kakue TpeOOBaHUs IPEIBABISIOTCS K MAapIIPyTaM JIBHKCHUS
OpraHu3aIlOHHO-PACTIOPSANTEIbHBIX TOKyMeHTOB B CDJ1?

13 Uemy TOJIKHO COOTBETCTBOBATH MPOXOKIEHNE BHYTPEHHUX
ITOKYMEHTOB Ha dTarnax uX MOATOTOBKH U OOPMIICHHUS, a UeMy Ha
BTare UCIIOJIHCHMUS?

14 CKOJIBKO pa3 U Ii€ HyKHO PErUCTPUPOBATH BXOASIINE
ITOKYMEHTBI?

15 Kaxkyro 3a1auy cTaBuT pykoBoauTeb ciryxos IOY
rOCY/IapCTBEHHOTO YUPEXKIECHUS MPU OpraHU3aIHH
ITOKyMEHTOO00pOTa?

16 CrnemyeT U BCerja COXpaHATh KOHBEPTHI WIIH YIIAKOBKY
BXOSIINX TOKYMEHTOB?

17 Kakue nonomHuTeNnbHbIe MOTOKH HA0MI0Aal0TCS BHYTPU OTOKA
BXond1Iel foKkymMeHTauuu MVY?

18 Korna Hy>KHO 3aperucTpupOBaTh UCXOASAIINUNA JOKYMEHT, €CIIH OH
ObLT OANKCaH B KOHIE paboyero Hs Wik B Hepabouee Bpemsi?

19 J171s1 KaKMX UCXOMSIINUX JOKYMEHTOB COCTaBJISIOTCS
CONMPOBOAUTENbHBIEC MUCHMA?

20 KakoBa 11e71b IpeIBapuTEIbHOTO PACCMOTPEHHS MOTy4aeMbIX
ITOKYMEHTOB?

21 JTany NepBUYHON 00paOOTKHU TOKYMEHTOB COOTBETCTBYIOT
HECKOJIBKO onepauuii. HazoBure ux.

22 Kaxue mannpie BHOCITCA B COJl 0 BXOAAIINX U UCXOASAIIAX
ITOKYMEHTaX rOCyJJapCTBEHHON OpraHu3aIiu?

23 Uto fenarthb, €M BbI MOTYYHIIN HECTAHAAPTHOE IO BECY, pa3Mepy
1 T.I. TOYTOBOE OTIPaBJICHUE?

24 Urto nenarh, €Ciy BbI MOTYYIIIN TOYTOBOE OTIIPABIICHHE B
[MOBPEXKICHHON YIIaKOBKeE?

25 CrnexyeT nu AenaTh KOMMHH UCXOSIINX JOKYMEHTOB?

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

27 [Tepen peructpamueit ucxoaanmx 1okymeHToB Ciryx0a




IIEJI0NPOU3BO/ICTBA IIPOBEPSIET UX MPABUIBLHOCTB. Ha uTo
KOHKPETHO 00palaercss BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBSA3U A TOCTAaBKH U OTHPABKU JOKYMEHTOB
MY B opraHu3aiyy U oprasbl BIaCTH.
29 KTo pa3zpabarbiBaeT MapIIpyThl JBIKEHUS

OpraHU3aLOHHO-PACIOPSAUTENBHBIX T0KyMEHTOB At CO /1
roCy/1apCTBEHHON OpraHU3alu?

30 HazoBuTe 11€71h OpraHu3aIy J0KyMEeHTO000pOTa B
rOCY/IapCTBCHHOM OpraHU3aIliH.
31 Kak MOryT perucTpupoBaTbcsi BHYTPEHHUE JOKYMEHTBI?

Jlomainee 3aganue 4

1. U3yunre Iucomo Munucmepcmea oopazosanusn Poccuiickoit @edepayuu om 20.12.2000 2.
Ne 03-51/64 «O Memoouueckux peKoMeHOAUUAX NO padome ¢ OOKyMeHmamu @
00U4e00pa306aMmMeNbHBIX YUPEHCOCHUAX ).

YcraHoBHTE, B KAKMX JOKYMEHTaX (HA30BUTE IPYIILY U BUIbI) PeaTn3yeTcs JOKYMEHTUPOBAHHE
YIPaBJICHUYECKOM JIEATETbHOCTH 00111e00pa30BaTEIbHOTO YUPEKACHUS?

2. Tlonw3ysicb Mertoauueckumu pekomeHganusmu (cMm. 1m.1.) mu ['OCT P 7.0.97-2016,
CIPOEKTUPYHTE 00ImMii Oy1aHK, GIaHK MHUchMa, OJJaHK KOHKPETHOI'O BHUJA TOKYMEHTa (IpHKa3a)
oOpa3oBaTenbHOI opranuzauuu. CBeeHUs 00 OpraHu3alnuy MOTyT ObITh BBIMBIIUIEHHBIMH.

JlomamHee 3aganue S5

IIpuBeaure mo 2 mnpuMepa JOKYMEHTOB IO JHYHOMY COCTaBYy, OTpakaolme
JOKYMEHTHPOBAHHUE CJICAYIOIIUX IIPOLECCOB:

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

KTo oTBeuaer 3a cocraB/ieHue JaHHBIX JOKYMEHTOB?

KaknMu HOpMATMBHBIMH aKTaMH PYKOBOJACTBYyeTCs1?

JomamHee 3aganue 6

[Ipoananu3upyiTe HOMEHKIATYPY Jes 00pa30BaTeIbHON OpraHU3aIii BEIOPAHHOTO THIIA WA
peIoKEHHYIO MpernojaBaTesneM. OTBEThTE Ha BOIPOCHI.

Jlns yero npegHazHau€Ha HOMEHKIIATypa JIe7 B 00pa30BaTeIbHOM YUPEXKICHUU?
Kak pazpabarbiBaeTcst HOMEHKIATypa JIeln 00pa3oBaTEIbHOTO YUPEIKICHUS?
CylecTByeT JiM 1JIsl JaHHOM opraHu3anuy TunoBas HOMEHKJIATypa Aen?

Kak onpenenuts popMy U CTpYKTYypy HOMEHKIATYPHI 1€

Kak ycTaHOBUTH CPOKM XpaHEHUS JOKYMEHTOB?

Korna nomxHa 0OHOBISATHCS HOMEHKIIATYpa Jies1 00pa30BaTEeIbHOTO YUPEKACHUS?
Kto cocraBnser u opopmisieTr HOMEHKIATypy J1es1 00pa3oBaTeIbHON OpraHu3aumn?

Noabkwhe



KonTposbnas padora

B kauyecTBe KOHTpOJBHOW pPa0OTHI CTYJACHTaM IpeJiaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JJOKJIAJOM [0 TeMe:

«JlOKyMEHTUPOBaHHE  JIEATEIBHOCTH  OOpA30BATENBHOTO  YYpeXKIeHHs  (yKa3aTb
BbIOpAHHBIN TUIT)». THIIBI 00pa30BATEIbHBIX YUPSIKICHUN HE JOJDKHBI TTOBTOPSATHCS B IPYIIIE
(3amucarbcs y CTapOCThI).

[Tepeuens THIIOB 00pa30BaTENBHBIX yUpekaeHUH cM. 10 ¢T.23 @3 «O06 oOpa3oBaHNM B
P®Dy.

TpebGoBanus k pedepary
JIOKyMEeHTHPOBaHHeE /IesITeIbHOCTH 00Pa30BaTEIbHOI0 YUpeKIeHus

CO[[ep)KaHI/IC AOJDKHO ACMOHCTPHUPOBATH CICAYIOIIUC 3HAHWUA U YMCHUA CTYJICHTOB!

3unanue:

- cneyughuueckux uepm 0OKyMeHmupo8aHus oesmeibHoCcmy 00pa3oBaTeIbHOTO YUPESKICHNUS;

- MUno6o2co cocmaea cucmem OOKYMeHmayuu, @Gopmupyowux OoKyMeHmanbHull QOoHO
00paA308amMeNbHO20 YUPEHCOCHUS,

- cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 6 npoyecce O0esmelbHOCMU
00paA308amMeNbHO20 YUPEHCOCHUS,

- HOpMAMUBHO-NPABOBLIX AKMOB, Pe2NAMEHMUPYIOWUX 0essMelbHOCMb U ee OOKYMEHMUPOBAHUe 8
00pA308aAMENLHBIX YUPEHCOCHUSX (MO MUNAM,).

Ymenue

- COCMAasUmMb HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS OesAMelbHOCIU KOHKPEMHOU
opeaHuzayuul;

- ONUPAACH HA HOPMATUBHO-NPABOBOL AKM, ONPEOeNsMb COCIA8 HeOOX0OUMBIX OOKYMEHMO8.

Pedepat na 10-15 crpanu, yepes 1,5 unrepnana, 14 mpudrom. O0g3aTenbHbl TUTYIBHBIN JHCT,
OlJIaBJICHNE, CIMCOK JINTEPATYPbl M MCTOYHHMKOB, BHYTPUTEKCTOBBIE CCBUIKM. B03MOXKHBI
npuiokeHus. KontponapHas HHAUBUAYyanbHast paboTa BBIIOIHAETCS B OYMaXHOM U JJIEKTPOHHOM
BUJIE

Tunosoii niian pegepara
1. Xapaxrtepuctuka THna oOpa3oBaTenbHOTO YyupexaeHusa. (JKemarenbHO mnpuUBIIeUEHUE

CTaTUCTMYECKUX JAHHBIX O TOM, CKOJIbkOo B Poccun/ peruone/obmnactu/ ropone

3apETUCTPUPOBAHO MTOJOOHBIX OPTaHU3AIIHI).

OO1m1ast xapakTepUCTHKA YIIPABJIECHUS B TaHHOM 00pa30BaTeIbHOM YUPEXKICHHUH.

3. OCHOBHOI1 COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIHNX IS TETHHOCTD
00pa30BaTENBEHOTO YUPEKICHUS.

4. XapakTepucTHKa JOKYMEHTAJbHOTO (oHIa (JOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAIMH, (POPMUPYIOIUXCS B ACATEIBHOCTH 00Pa30BaTENbHOIO YUPEKICHHS):

® OpraHU3alMOHHO-IIPABOBas JOKYMEHTaIus,

IJTAHOBask JOKYMEHTAIHS;

pacnopsiAuTeabHas T0KyMEHTAlINS;

MH(}OPMaLMOHHO-CIIPABOYHASI U CIIPABOYHO-aHAIUTHYECKAs TOKYMEHTAIIHS;

OTYeTHas! IOKyMEHTallUs;

JOKYMEHTaIus 10 00eCIeYeHHI0 KaJpaMHu (110 JINYHOMY COCTaBy);

¢uHaHCOBast JOKyMeHTalus (OyXTralnTepCcKuid y4eT U OTYETHOCTB);

JOKYMEHTAIUS 110 MaTepUaTbHO-TEXHUYECKOMY 00ECIICUeHHUIO;

JIOTOBOpHAs! TOKyMEHTALUS,

N



® JIOKYMEHTAalUsl MO JOKYMEHTAllMOHHOMY M HH()OPMAIMOHHOMY OOECIICUCHHIO
NeSITEIbHOCTH YUPEKICHUS;
® JIOKyMEHTAIMs, OTPAKaIoIas 00pa3oBaTeIbHYIO JeITEIFHOCTD;
® JIpyrue CUCTEMBI JIOKYMEHTAIMH (€CJIU €CTh).
5. Ananm3 npuMepHOIl HOMEHKIIATYPHI JIe7 00pa30BaTEIbHOTO YIPESKIACHUS.
6. Ilopsnok XxpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUU.
7. CHucok IuTepaTypbl U HICTOYHUKOB.

IHoaroroBka K 3K3aMeHy
Bonpocsl Kk 3k3ameny
1. HopwmartuBHas cpema oOpa3oBaTenbHOM opranu3anuu B Poccuiickoit deneparumn.

YpoBHH U UCTOYHUK ()OPMUPOBAHUS HOPMATUBHOM CPEJIbI Il 00pa30BaTEeILHON OpraHU3aIiuu B
P®.

2. OcHosHnble nonoxeHus gokymenToB KOHECKO 00 oOpa3oBanuu.

3. Cranpaaptsl npoecCHOHaIBHON AEATENbHOCTU B 00J1aCTH 00pa30BaHusl.

4. [TonsiTue u oOu1ast XxapakTepucTUKa 00pa3zoBaTENbHON POrpaMMBbI.

S. OpraHu3allMOHHO-TIPaBOBbIE (OPMBI  YUPESKIACHUH M OpraHu3alMid CHCTEMbI
o0OpazoBaHusl.

6. 3aKOHbl M CHUCTEMa IOJ3aKOHHBIX AaKTOB, DErYJHUPYIOUIMX YIPaBICHUYECKYIO
JeSITeTbHOCTD B 00pa30BaTeIbHONW OpraHU3aIIH.

7. 3akoHoAaTenbHbIe akThl 10 YensOuHCcKoil obnactu (wiu uHOro cyonekra PO mo
BBIOOPY CTYAEHTA), pErilaMEHTUPYIOLIUE IEATENbHOCTh YUPEXKACHUN 00pa30BaTEIbHOM CepBbI.

8. VYcTaB 00pa3oBaTebHOM OpraHu3aLuy.

9. JlokanbHbIe akThl 00pa30BaTEIbHON OpraHu3aluy.

10. [ToHsATHE ETONPOU3BOJCTBA U APXUBHOTO JIENa.

11. Oco0eHHOCTH JIETONPOU3BO/ICTBA B 00Pa30BATEIHLHON OPraHU3aIUH.

12. 3aKOHOJATENBCTBO B OOJIACTH  JEJONPOU3BOJICTBA M ApPXUBHOIO  Jela.

Pacnipenenenue OTBETCTBEHHOCTH 3a OpraHW3allMI0 W BEJACHUE JIEJIONPOU3BOJICTBA B
o0pa3oBaTenbHOI opranuzanun’?

13. JIokyMEeHTUpOBaHUE [IEATEILHOCTH oOOpa3oBaTeiabHOM opranmzanuu. OOmas
XapaKTepUCTHKA CUCTEM JOKYMEHTAIUH.

14. IOpuanueckas cuia ynpaBieHYeCKUX JOKYMEHTOB.

15. KagpoBass  monutuka — oOpa3oBarenbHOM — opranusauuu.  OpraHuzanus

JIOKYMEHTUPOBAHUSI TPYAOBBIX oOTHomeHud. IlpaBa u oOs3aHHOCTH paboTojaTeneit u
pPabOTHUKOB.

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

17. HOpﬂHOK B3aKJIIOYE€HHUA TPYAOBBIX JOTOBOPOB. 06]].(“6 OCHOBaHHUA IIPEKpalleHusA TPYAOBBIX JOTOBOPOB. OcHoOBaHUA U TIOPAAOK PACTOPXKEHUA
TPYAOBBIX JOTOBOPOB 110 MHHUIIAATHBE paGOTOﬂaTeJ’lﬂ, 10 UHULIUATUBE paﬁOTHY/lKa OﬁpaSOBaTeﬂBHOﬁ OpraHu3alyu.

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

l"apaHTI/II\/’I, HeO6XO)II/IMI>IX T J€ATCIIbHOCTH pa60THI/IKOB rocyaapCTBE€HHBIX, MYHHIUIIAJIBHBIX U
HECTroCyAapCTBCHHBIX O6pa3OBaTCJIBHBIX y‘IpC)K,Z[CHI/II\/'I.

20.  JImcuuruimHapHasi OTBETCTBEHHOCTh M €€ IOKyMEHTHPOBAHUE

21.  JIOKyMEHTHUpPOBAaHHE HCCIIEZIOBATEILCKOM  JIEATENBHOCTH  00pa3oBaTEeIbHOM
opraau3anuu. CrnocoObl 3alIUThI ABTOPCKUX IPaB.

22. JloKkyMeHTaNbHbIN 1 apXUBHBIH (POH/IBI 00pa30BaTENbHOM OpraHU3aLny.

23.  JIOKyMEHTHUpPOBAHHE yIPaBICHUYECKOH NesTeapbHocTH. OpraHu3anus,

IJIAaHUPOBAHUC, PACTIOPAANUTCIBCTBO, KOOPpAUHALIUA, KOHTPOJIb U APYTUC YIIPABICHYCCKUC
(GYHKIIMM B TOKYMEHTax 00pa30BaTeIbHON OpraHu3allii.



24, JlokymMeHTHpoBaHHe 00pa30BaTeNbHON AesTeabHOCTH. OCHOBHAS
oOpa3oBaTenbHas porpamma. Y4eOHbIH M1aH (MHbIE BU/bI IUIAHOBBIX JJOKYMEHTOB 110
oOpa3oBaTenbHOM AedrenbHocTh). Pabouast mporpamma. IIporpamMmMer 06pa3oBaTenbHbBIX
MEpOIPUATHIA.

25. JlokymMeHTapHasi IOArOTOBKa 00pa30BaTEeIbHON OpraHU3aIMK K JIULEH3UPOBAHHIO
Y FOCYIapCTBEHHOW aKKpEeIUTALUH.

26. [Tonsitne mokymeHToo00poTa. OCHOBHBIE ATAIBI JOKYMEHTOO0OPOTA.

217. VYrpaBieHue J0KyMEHTOIOTOKaMH B 00pa30BaTelIbHON OpraHn3aLuy.
DJEeKTpOHHAs U TPATUIMOHHAA (hopMa TOKyMEHTOO0O0pOTa.

28. Opranu3anys UCIOIb30BaHUS JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aluH.
JlocTyIl K TOKyMEHTaM.

29. [TpaBoBBIC OCHOBHI B 001aCTH HHPOPMAIIMOHHOTO o0ecreueHus 00pa3oBaTebHON
nesitenbHOCTH. CalThl 00pa30BaTeIbHON OpraHU3aIHH.

30. Opranu3anus ornepaTuBHOIO U ApXUBHOT'O XPaHEHUS JJOKYMEHTOB B
o0pa3oBaTesIbHOI Opranu3anuu (Ha NpuMepe 0JTHOTO U3 TUIIOB).

31. JlokanbHbIE HOPMAaTHBHBIE aKThI 110 EJIONPOU3BOJCTBY 00pa3oBaTeIbHOM
OpraHu3aIuHg.

32. WNHcTpykuus no aenonpou3BoacTBy. Llens coznanus, 3agauu, TpeOGoBaHUsA K
COCTaBJIEHUIO, 0(OPMIICHUIO U BBEJICHUIO B JIEHCTBUE

33. Homenknarypa nen. Llens u 3ajmaum cosnaHusi, TpeOOBaHMSI K COCTaBJICHHUIO,
0(hOpMIICHHIO U BBEICHUIO B JICHCTBHE.

34. YHu4TOKEHHE JOKYMEHTOB 00pa30BaTeabHON opranu3auuu. [lopsaok BeleneHus
JIe]l K YHUUTOXKEHHI0. JIOKyMeHTHpOBaHUEe MTPOLEyphl YHUUTOXKEHUS TOKYMEHTOB.

TecTsl 1151 CAMONIPOBEPKH
Tecr 1

IIpoponxure gppasy: «Opranuzanus 1eJIONPOU3BOACTBA B 00pa30BaTeJIbHOM yUPEKICHUH
HeMoCpeACTBEHHO perjiaMeHTHpYyeTcs...»
a. HOPMaTHBHO-TIPAaBOBBIMM aKTaMH (peJepanbHOI 3aKOHOIaTETbHOMN BIIACTH;
b. HOpMaTHBHO-TIpaBOBBIMHU aKTaMu (hefepaabHOM UCTIONHUTEILHON BIIACTH;
C. HOPMAaTHBHO-TIPAaBOBBIMH aKTaMH 3aKOHO/IATEIbHONW U UCIIOJHUTEIBHOM BIIaCTH
cyobexToB P® 1 ux teppuropraibHbIX 00pa30BaHU;
d. HOPMAaTHBHBIMH JIOKAJbHBIMH aKTaMH 00pPa30BaTEIbHOM OPraHU3aIUH.
Onpenennre, K KAKOMY YPOBHIO HOPMATHBHOI 0a3bl OTHOCHTCSI CJIeAYIOIIUH JOKYMEHT:
Ilpukaz Pocapxuea om 11.04.2018 N 44 "O6 ymeepicoenuu Ilpumepnoii uncmpykyuu no
0e10nPoU3800CmMEy 6 20CYOapCmMEeHHbIX OpP2anu3auuax'"?
a. HOPMaTHBHO-TIPAaBOBBIE aKThI (peepanbHOM 3aKOHOJATETLHOMN BIIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC aKThl 1 HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
(benepaabHON HCTIONHUTEIBHON BIACTH;
C. HOPMaTHBHO-IIPABOBBIE AKThl 3AKOHOAATEIHHON U UCTIOIHUTEIBHON BIACTH
cyobekToB PD u ux TeppuTopranbHbIX 00pa30BaHui;
d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHON OpraHU3aINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOH 0a3bl OTHOCHTCS CJCAYIOIIHIA JOKYMEHT
ITucomo Munucmepcmea oopazosanus Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomenoayusax no pabome ¢ 0OKyMEeHmMAaAmMu 6 00uleo0pazo6amenbHplx
VUPEHCOCHUAX)
a. HOPMaTHBHO-TIPaBOBbIE aKThI (peJiepabHOM 3aKOHOJATEIHLHOM BIIACTH;
b. HOpMaTHBHO-TIPAaBOBBIC AKThl 1 HOPMATHBHO-METOIUYECKUE JOKYMEHTHI
benepanbHON UCTIOTHUTEIHLHOU BIIACTH;
C. HOPMaTHBHO-TIPABOBBIE AKThI 3aKOHOIATEILHON U UCIIOJHUTEIBHOM BIIACTH
cyobekToB PD u ux TeppuTopHaIbHBIX 00pa30BaHui;



d. HOpMaTHBHBIC JJOKAJIbHBIC aKThl 00PA30BATEIBHOIN OpraHU3aIlNH.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHUBHOH 0a3bl OTHOCUTCS CJIEXYIOUIUI JOKYMEHT:
@Deoepanvuuiii 3akon «06 oopazosanuu 6 Poccuiickou @edepayuuy?
d. HOPMaTHBHO-IIPABOBBIE aKThI (heJepaabHON 3aKOHOAaTEIbHON BIACTH;
b. HOpMaTHBHO-NIPaBOBBIC aKThl U HOPMATUBHO-METOAMYCCKHIE JOKYMECHTBI
benepanbHON UCTIOTHUTENBHOM BIIACTH;
C. HOPMATHBHO-TIPABOBBIC AKThl 3aKOHOJIATEILHON U UCTIOTHUTEIHHON BIIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX 00pa30BaHUIA;
d. HOpMaTHBHBIC JOKAJIbHBIC aKThl 00pA30BaTEILHON OpraHU3alHH.
Kakoe Bbicka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexkBU3UT «HAaMMEHOBaHME BHJAA JIOKYMEHTa» SBISETCA JIOKYMEHTOOOPa3yIOIIUM
MPU3HAKOM, MO3BOJIIOIIMM TOJYyYUTh HayallbHOE, camMoe oOIlee MpeICTaBICHUE O
JIOKYMEHTE, €r0 MPaBOBOM 3HAUYMMOCTH
b. Ilpumenenne 'OCT P 7.0.97-2016 sBasieTcss 00s13aTeNbHBIM 11 BCEX COBPEMEHHBIX
OpTaHU3aIMH, yIpEKICHUH, TPEANPUATHN JTIOOBIX OPraHU3alMOHHO-TIPABOBEIX (hOpM
c. @opMyIsap NOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOIUMOCTBIO CTPYKTYPUPOBATH
nHOPMAIHIO, C/IENaTh €€ SPTOHOMUYHOM, HO U HEOOXOAUMOCTHIO MPHIATHh TOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleyaTIeHHYI0 B HeM HH(popMaIiio opuiraibHON
d. Kaxx11p1il peKBU3HUT Kak MEPBUYHBINA CTPYKTYPHBIN 3JIEMEHT JOKYMEHTA B TOM MU UHOM
CTCTICHH OTPaXkacT IOPUINICCKH 3HAUNMYIO HHPOPMAITHIO

Kakoe BbickasbiBanue sBisierci HEBEPHBIM?

a. Jlata ¥ perucTpaliMoHHbINA HOMEp JOKyMeHTa 0(OpMIISIOTCS HE Ha BceX OJIaHKax

b. PexBusutel «/lara nokymeHTa» u «PerucrpallioHHbIM HOMEp HOKYMEHTa» SIBIISIFOTCS
JAaHHBIMH O PETUCTPAllUM JOKYMEHTa U II09TOMY SIBJISIFOTCS  J1OKa3aT€IbCTBOM
CYLIECTBOBAHMSI JOKYMEHTA U BKJIIOUEHUEM €r0 B IOKYMEHTaJIbHbIN (POH/ OpraHu3aluu

c. PexBusutbl «Jlata nokyMeHTa» U «PerucrpaliOHHBI HOMEpP JTOKYMEHTa»
0 OpMIISIFOTCSI HA OTHOM YPOBHE IO OTHOILIEHUIO APYT K APYTY

d. OGa pekBusuta — «Jlara nokymeHTa» u «PerucTpalliOHHBI HOMEp AOKYMEHTa» —
BBITNIOJIHSIOT IOPUAMYECKYIO (DYHKIIMIO, @ TaK)K€ BBIMOJIHSIIOT MOUCKOBYIO (DYHKIIMIO, TaK
KaK MMO03BOJISIIOT OpraHu3alluy BECTH HHPOPMALMOHHO-CIIPABOYHYIO paboTy

Kaxkoe onpeaejeHue COOTBETCTBYET CTAHAAPTU3UPOBAHHOMY OnpeaeIeHUI0
OPraHU3alMOHHO-PACTIOPSIANTETHLHOI0 JOKYMEHTA:
a. JlokymeHT, o0ecnieunBalOmui (HYHKIIMOHUPOBAHUE U B3aMMOCBSI3b YIPABISIONICH U
YIPaBISIEMON CUCTEM Ha BCEX YPOBHSX.
b. Bua nucbMeHHOTO TOKYMEHTa, B KOTOPOM (DUKCHUPYIOT pEelIeHre aJMUHUCTPATUBHBIX
W OpPraHu3alMOHHBIX BOIPOCOB, a TAKXKE BOIMNPOCOB YNPABJICHUS, B3aHMMOJCHCTBHS,
o0ecrieueHrss ¥ PETYIHPOBAHHS JEATEIBHOCTH OpPraHOB BIACTH, YUYPEKIACHHIA,
NPEINPUSITUI, OpraHU3alUN, UX MMOIPa3IeICHUI U JOJKHOCTHBIX JIII.
c. JIOKyMeHT, CO3/aHHBIM IOPUAUYECKUM WU (PU3HUECKUM JUIOM, O(QOPMIICHHBIA H
YIAOCTOBEPEHHBIN B YCTAHOBJIEHHOM IOPSJIKE.
d. OdunmanpHBI JOKYMEHT, UCIIOJIb3YEMBIi B TEKYIIEH NeSTEIbHOCTH OPraHUu3alllu.

KaknMm opranu3anMoHHbBIM JOKYMEHTAM COOTBETCTBYET CJAeAYIOIAs XapaKTePUCTHKA:
ITO OpraHu3alUoOHHO-NIPABOBbIE AKTHI, ONpee/soliue NOPsA0K 00pa3oBaHus, NpaBa u
00513aHHOCTH, OPTAaHU3ALMI0 PAa00Thl KAK B OPraHU3aIlUM B 11€JI0M, TAK H B €€ CTPYKTYPHBIX
noapasiejeHusix. B 3TUX T0KyMeHTaX TaKKe MOT'YT ObITh OTPaKeHbI PaBa U 00SI3aHHOCTH
OTAEJBHBIX JOJKHOCTHBIX JIMI, ONpeleJAThLCS OCHOBHbIC OPraHU3alMOHHbIE BONPOCHI
NpoBeJeHUs] PA3JIMYHBIX MEPONPUATHII B opraHu3anuu (KOHKYPCOB, CeMHHApPOB,
(ecTuBaseil, BLICTABOK).
a. mpaBuiIa
b. monoxeHus
C. UHCTPYKIIUH



d. ycraBbl

Kakomy oprann3aniuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeIYIOIIAsi XapaAKTePUCTHKA:
ITO0 JIOKAJILHbI HOPMATUBHBIH AKT OPraHU3alMU, PerJaMeHTUPYIOIIHA B COOTBETCTBUM €
TpynoBbiM KonexkcoM u uHbIME (pe1epaibHBIMM 3AKOHAMY MOPSIAOK NPHEMA U YBOJIbHEHUS
pPa0OTHHUKOB, OCHOBHbIEe NpPaBa, O0A3aHHOCTH W OTBETCTBEHHOCTb CTOPOH TPYI0BOIO
JA0TOBOpa, Ppe:kuM padoTbl, BpeMsi OTAbIXa, NpPUMEHseMble K Pa0OTHHUKAM Mepbl
NOOIIPEHHUS U B3bICKAHUS, 2 TAK/Ke HHbIE BONPOCHI PeryJIMpPOBaHUS TPYAOBbIX OTHOIIEHUH
Yy JaHHOT0 padoToaareJis.
a. UHCTPYKILIUS UHCIIEKTOpa MO TPYIY

b. mpaBuIa BHYTPEHHETO TPYIOBOTO pacHoOpsiKa

C. TOJIOKEHHE O TPYJOBBIX OTHOILIEHUSAX B OPraHU3aLUN

d. TpynoBoii norosop

Kakomy ynpaBiieH4eckoMYy JOKYMEHTY COOTBETCTBYET CJIeIYIOIIAsl XapaKTePUCTUKA:
JT0 BUJ NMCbMEHHOI0 JOKYMEHTAa, B KOTOPOM (PMKCHPYIOT pellleHUsl aIMUHUCTPATHBHBIX
H OPraHM3alMOHHBIX BONPOCOB, a TaK:Ke BOINPOCOB YNPABJIEHHs, B3auUMO/eiicTBUS,
ol0ecrieyeHUs] M  PperyJiMpPOBaHUSl [JeSTEJIbHOCTH OPraHoOB BJIACTH, YYpe:KIeHH,
npeAnpPUATHIl, OPraHU3ALMA, MX MOAPA3AeJTeHUIl U TO0JKHOCTHBIX JIMIL.
a. (pMHAHCOBO-OyXTaJITEePCKHA
b. xagpoBbIii
C. OPraHU3alMOHHO-PACTIOPSAUTEITHHBIN
d. I1aHOBO-OTYETHBIN

KakoMy 10KyMeHTY COOTBETCTBYET CJIeIYIOIAsi XapaKTePHCTHKA:
JT0 MNpPaBoOBOIl aKT, YCTAHABJIUBAWIIMNA TEXHOJIOTHIO CO3JAHHS WJIH MOJYYeHHS
JAOKYMEHTOB, HX 00pa00TKH, XpaHEHHS U UCIOJIHL30BAHUSA B 1eATEJILHOCTH OPraHU3alnu.
a. TOJDKHOCTHAS MHCTPYKIUS
b. TOMKHOCTHOI perinameHT
c. moJjoxkenue o ciyxoe JI0Y
d. MHCTPYKIIUS TIO IETOMPOU3BOJICTBY

Kakomy 10KyMeHTY COOTBETCTBYET CJIeAYIOIIAas XapaKTepucTuKa:
Smom ookymenm ycmanagnusaem 01s pabomuuKka KOHKpemmuule mpyooeie (0071cCHOCHbLE,
QynKyuonanvnvie) 00A3aHHOCIMU U NPABA 8 COOMBEMCMEUN C 3AHUMACMOIL O0JIHCHOCMBIO,
3aKpenyiiem €20 OpZAHU3AUUOHHO-NPABOBOE NOJIONCEHUE 6 CHPYKmype yupercoeHus,
ABIACMCA NPABOGOU OCHOBOUL 01 NPOBEOCHUA AMMECMAUUU PAOOMHUKA, ONPedeleHUs €20
OMEEemMCmEEeHHOCIU U 63AUMOONMHOUWEHUS C OPY2UMU PADOMHUKAMU U NOOPA30eIeHUAMU,
no360.11em 00bEKMUGHO OUEHUBAMb PAOOMY COMPYOHUKA OP2AHU3AUUU.
a. HHCTPYKIIHS T10 JISJIONPOU3BOJICTBY
b. monoxenwue o ciyxoe JJOY
C. IOJDKHOCTHOM PErjaMeHT
d. JOmKHOCTHAS HHCTPYKITUS
Kakue rpynmnsbl JOKyMeHTOB, C TOYKH 3PEHNsI OPraHU3ALMHN J0CTYNA K HUM, BCTPEYal0TCsl B
o0pa3oBaTe/ibHOI OpraHu3annu?
a. 0oOIIea0CTyITHEIE,
b. xoHpumeHIMATHHBIE
C. CCKpCTHBIC
d. Bce rpymnmbl BO3MOXHBI

Tecr 2
B 3ToT A0KyMeHT 3akpenJisieT NPHHATHIE BHYTPH OPraHM3allu¥ NpaBujiIa padoTsl ¢
AOKYMEHTAaMH Ha BceX dTanax padorsl ¢ HUMU. Ha3zoBurte 3T0T 10OKYMEHT.

a. YcraB 00pa3oBaTeIbHON OpraHU3aIliH,



b. Onank opranuszamum,

C. MHCTPYKIIMS 10 AETONPOU3BOJICTBY,

d. HOMeHKaTypa Jei.
C nomMoump 3TOr0 JA0OKYMEHTa B 00pa3oBaTeIbHOW OpPraHu3aluM OCyLIeCTBJISIETCS
CHCTEeMATH3alusl JOKYMEHTOB, TIPYNINHPOBKA JIOKYMEHTOB B /eja, yY4eT JOKYMEHTOB
BpeMEHHbIX CPOKOB XpaHeHHUsl, OTOOp M Iepeaaya JOKYMEHTOB HA apXHBHOe XpaHeHMe,
pelleHne 0 BbIAeJeHUN J1eJ1 K YHHUTOo:KeHu10. Ha3zoBurte 3TOT JOKyMEHT.

a. YcraB 00pa3oBaTeNIbHOM OpraHU3alllH,

b. Onank opranuzaium,

C. MHCTPYKIIMS 110 AETONPOU3BOJICTBY,

d. HOMeHKIaTypa aei.

B kakoii yacTH pacnopsiiUTENbHOTO [JOKYMEHTAa He00X0AMMO MOMeIlaTh MepevyeHb
JAOKYMEHTOB, YTPATHBIIMX CHJIY HJIH TOMJEKAINIAX W3MEHEHHI0 B CBSI3M € HM3JaHHEM
JAHHOI'O aKTa?
a. B JTIOOOM ITyHKTE PACHOPSAUTEIBHON YacTh
b. B MepBBIX MyHKTAX PACIOPSIUTEIBHON YacTH
C. B KOHCTAaTHUPYIOIIEH YyacTh
d. B KOHIIE TEKCTA

B kakoii yacTu pacnopsiiMTeJLHOr0 JOKYMEHTa yKa3biBaeTcss MH(OpMANHUsS 0 TOM, KTO
OCYIIECTBJISIET KOHTPOJb €ro UCNOJHeHus ?
a. B IEPBOM IIYHKTE PacCloOpsIUTEIbHON YacTH
b. odopmisieTcs OTACNBEHOM CTPOKO MOCIE BCEX MyHKTOB
C. B TIOCIIEJTHEM ITYHKTE PacHoOpsIUTEIbHON YacTh
d. B KOHCTaTHpYyIOIIEH YacTh

Kakune pacnopsiiuresbHble JOKYMEHTbl H3JaI0TCS O ONEPATHBHBIM BONpPOCaM W JJs
OpraHMu3anuy UCTIOJTHEHHS APYTUX PACTIOPAIUTETbHBIX JOKYMEHTOB:
a. pacropsiKeHus
b. pemenus
C. TOCTAHOBJICHUS
d. mpukasbl
Kakue pacnopsiaurenbHblie 10kyMeHTbl HE oTHocsiTcst K A0KyMeHTaM, M31aBaeMbIM Ha
OCHOBe €IMHOHAYAIHA?
a. IPUKa3bl
b. pacniopsixeHust
C. pelIeHus
d. ykazanus

N3 kakuX YacTeil COCTOUT TEKCT PACTIOPSIIUTETLHOTO JOKYMEHTA:
a. aHAIMTHYECKAast YacTh/ 0000IIIaoIas 4acThb
b. pa3pscHUTENBHAS YacTh/ TUPEKTHUBHAS YaCTh
C. KOHCTaTUPYIOIIasi 4aCTh/ PacIOPSIUTENbHAS YacTh
d. BBoHas 4acTh/ OCHOBHAS YacTh/ 3aKIIIOYUTENILHAS YacTh

Kakue mnmcbMa noanuchbiBalOTCs ABYMSl JIMIAMH — PYKOBOAMTEJeM OPraHM3alMu U
IJIAaBHBIM OyXrajarepom:
a. TapaHTUHHbBIE THChbMA
b. conpoBoaUTENbHBIE TUCHMA
C. MMChbMAa-3aIrpoChl
d. pexiamMHbIe TUCbMA



Kakum noxkymenTom Heo0xoaqumo opopMUTH BO u30e:kaHne HapymeHuss HopMm TpyaoBoro
KOJIeKCca MUCbMEHHOe HATIOMUHAHNE 0 HEOOXO0AMMOCTH SIBUThCS /sl OJy4YeHHUsl TPY/10BOii
KHHKKH YBOJIECHHOMY Pa00THHUKY, He MOJy4YUBIIEMY ee:
a. 3aKa3HOe MHCbMO
b. pakcorpamma
C. SMS-coo061enne
d. anekTpoHHOE COOOIIEeHUE

Kakoii 10KyMeHT NOoANUCHIBAETCS PYKOBOIUTEEM CTPYKTYPHOTO MOAPa3/IeeHusl:
a. CrpaBKa
b. mpukas
C. aKT
d. cimyxeOHas 3anucka

Kakomy Buay 10KyMeHTAa COOTBETCTBYeET CJIEYIOIINA TEKCT:
23.09.20013 ¢ 9.00 na 3auamusax no 0CHO8AM NPABOBEOCHUS RPUCYHICIMEOEAN0 2 CMYy)eHma

U3 cocmaea cpynnbasi 25 UCJI06€K, 6 pe3yjibmame 4elo 3aHAamus npuuiioco OmmeHuUmb.

ouenm xagheopvt npasa Iloonucs /
HU.B. lllenens

25.09.2013
a. JIOKJIaHas 3aIliCKa
b. mosicHuTeIbHAS 3aIHCKa
c. OOBSICHUTEIIbHAS 3aMCKa
d. cimyxeOHas 3ammcka

KT0 opopMmitsieT yueTHbIE JINYHBIE KAPTOUKH:
a. pabOTHUK
b. pyKOBOIUTENH CTPYKTYPHOTO TIOPa3/ICIICHUS
C. 3AMECTHUTENb PYKOBOJUTENS OpraHu3alun
d. paboTHMK 1O Kaapam

Kakoii 1o0KkyMeHT fIBJIsIETCSI OCHOBHBIM JOKYMEHTOM O TPYAOBO /1eSITeJIbHOCTH H O
TPYAOBOM CTaKe pa00OTHHKA:

a. ydeTHasl JJMYHAsl KapTOIKa
b. IEHCHOHHOE yJOCTOBEPEHHE
C. CTPaXxOBOE CBHIETEIHCTBO TOCYAPCTBEHHOTO IEHCHOHHOTO CTPaXOBaHMUS
d. TpyioBast KHMXKKa

Kakue BBl IMCHUIVIMHAPHBIX B3bICKAHUI BIIMCHIBAIOTCH B TPYA0BYI0 KHHKKY:
a. YBOJIbHCHHE
b. Bce BUIbI JUCHMITIMHAPHBIX B3bICKAHUN BITUCHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTHI1 BBITOBOP
d. B3pICKaHUA B TPYJAOBYIO KHUKKY HE 3alUChIBAIOTCS

Ha kakue BHABLI MOAPA3IeJSIIOTCH OJAHKH JOKYMEHTOB IO PACHOJIOKEHUI0 PEKBH3UTOB
corsacio 'OCT P 7.0.97-20167?
a. YTJIOBBIE U MIPOJIOJIbHBIE
b. oOmuii 6;1aHK, OJaHK MUChMa, OJJaHK KOHKPETHOTO BHUJIA IOKYMEHTA
c. OJlaHK opraHu3aIyy, 6JJaHK CTPYKTYPHOTO MOAPA3/IeIeHUs] OpraHu3aluu, OJaHK
JOJDKHOCTHOTO JIMIIA
d. neHTpUpOBaHHKIE U (pIATOBKIC.



JI1sl KaKuX BU0B JOKYMEHTOB HCHOJIb3YIOT 001IMii 0J1aHK?
BriGepute oqun oTBET:
a. MOOBIX BUAOB JOKYMEHTOB, KpOME MpHKa3a
b. IFOOBIX BUIOB TOKYMEHTOB
C. TOJIBKO ISl IUChMa
d. TF0OBIX BHJIOB JJOKYMEHTOB, KPOME ITUChMa
Ha xakue THNIBI OAPA3/IEIAIOTCHA JOKYMEHTHI 10 MPOUCX0KIEHUIO:
a. o0meocTynHbie/ KOHGUIEHITMATbHBIE/ CEKPETHBIC
b. nuuHbIe/ OULIHATIEHBIC
C. BXO/JISAIINE/UCXOISIINE/BHYTPEHHHE
d. uanuBUAYyansHbIe/TpadapeTHbIC/ TUIIOBHIE.

K kakoii cucreme 1okyMeHTauuu oTHocutTcs Jimunas kaprouka T-2?
a. (MHAHCOBO-OYXTAJITEPCKOM,
b. nokymeHTam 1o JIMYHOMY COCTaBY,
C. OpraHu3alMOHHO-TIPaBOBOM,
d. pacrnopsauTeabHON TOKyMEHTAIINH.



IIpunoxeHue2

OueHo4HbIE CpeACcTBA AJI IPOBeIeHHs] IPOMEKYTOYHOM aTTeCTAIINH

CTpyKTypHBIH IInanupyemsble
JJIEMEHT pE3yIbTaThI
KOMITETEHIINN o0y4eHus

OneHouHble cpecTBa 00YUICHUS

OIIK-1 Cnoco0eH ocymiecTBJIATH 1 ONTUMU3UPOBATH PO eCCHOHAIBbHYIO 1eITeJIbHOCTh B
COOTBETCTBHY ¢ HOPMATHUBHBIMH NIPABOBbLIMH AKTaMHU B c(epe 00pa3zoBaHusA 1 HOPMAMH

npogeccuoHAIBLHOM ITUKH

OIIK-1.1 AHaU3UpyeT U
HCIOJIb3yeT HOPMATHBHbIE
NpaBoOBbIe JOKYMEHTHI,
perjaMeHTHPYIOLIHe
TpeOOBaHUSA K
npogeccuoHAIbHOM
AeATeJILHOCTH

Jlomamnee 3aganue 1

[ToBTOPUTH TIPUHIIMIIBI OpraHu3aluu
HOPMAaTUBHO-TIPABOBOM 0a3sbI o0pa3oBaTeNbHOMI
nesitensHoCcTH B Poccuiickoit denepanuu.

[Tonp3ysch HWHPOPMAITMOHHO-TIPABOBBIM  [TOPTAJIOM
KoncynpsrantlLitoc (http://www.consultant.ru/)
UICHTHPUIIPOBATH HOPMaTUBHYIO cpeny JUIst
00pa3oBaTeNnbHOM OpraHU3aii OAHOTO U3 THIIOB (TI0 BEIOOPY
cryneHtra). CHnucok JEeMCTBYIOIIMX TPAaBOBBIX aKTOB U
HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB JOJKEH OTPa’KaTh
YPOBHEBYIO OPTaHU3alMI0 HOPMATUBHOM CPEIbL.

Pexomenoauyuu:

1. WUzyuute crarbto 23 «Tumbl 00pa3oBaTeabHBIX
opranuzanuity denepaapHoro 3akoHa ot 29.12.2012 N
273-®3 (B aeiictBytomieit pemakuuu) 06 obpazosanuu 8
Poccuiickoii  @edepayuu”. BpiOpaTb OIMH W3  THIIOB.
CornacoBarh BeIOOp C TpemnojiaBatesieM (TUIBI HE JOJKHBI
MIOBTOPATHCS).

2. Wzyunts TpeboBanus D3 «0O6 obpazosanuuy,
Kacaroluecss BCEX BMJOB JEATENbHOCTH 00pa3zoBaTeIbHON
opraHuMszanu BbelOpaHHOro Tumna. OnpenenuTb COCTaB
JOKYMEHTOB,  PEINIAMEHTHUPYIOIUX €€  JAEATEIbHOCTb,
MIPE/ICTaBUB €r0 B BUJE UEPAPXUUYECKOTO CIHCKA UCTOYHUKOB
4-X ypOBHEi:

1) nmpaBoBble  aKThl, W3/1aBacMbl€  BBICIIUMHU
rocyJaapCTBEHHBIMU opraHamu benepanbHOI
3aKOHOAATEIbHOW BJIACTH U BBICIIMMHU OpraHAMHU yIIPaBICHUS
(KoncTturynus, KoAeKchl, (eaepaibHble KOHCTHTYIIHMOHHBIC
3akoHbl (PK3), dhenepanpabie 3akonbl (D3), MOCTAHOBICHUS
IIpaButenbcTBa, ykasel [Ipesunenra PO);

2) mnpaBoBble aKThl, Hu3JaBaeMble (¢eaeparbHbIMU
OpraHaMH HWCIOJIHUTENIBHON BJIACTH: MUHHUCTEPCTBAMH,
KOMUTETaMH, BEIOMCTBAMM KakK OOIIEOTpaciIeBoro, Tak M
BEJOMCTBEHHOTO  XapakTepa (TpUKa3bl  MHUHHUCTEPCTB,
BEJIOMCTBEHHBIX KOMHUTETOB, CIy>K0, areHTCTB, OIOPO U Ap.;
WHCTPYKTUBHBIE THChMa, THUIIOBBIE TMOJOXKEHUS, THIIOBHIE U
TEXHUYECKHUE PErJIaMEeHThI, THUIOBbIE HWHCTPYKIHH U p.,
o0mepoccuiickue M  BEJOMCTBEHHBIE KIacCH(UKATOPHI,
I'OCTpl, nepeyHH TUIIOBBIX JOKYMEHTOB U Jp.);

3) 1TpaBOBBIE  aKThl, U3JaBaeMble  OpraHaMH
3aKOHO/IATEIILHON M MCIIOJTHUTEIIBHON BJIACTH CYOBEKTOB PD
U WX  TCPPUTOPHATBHBIX  00pa3oBaHUN  (3aKOHBI
TMOCTAHOBJICHUS MPaBUTEILCTBA CyOBEKTOB P®,




pacropspkeHUsT W TIOCTAHOBJICHUS TJIaB AJAMHMHHUCTPAIU,
pa3IuyYHbIe MOA3aKOHHBIE aKThI);

4)noKanbHbIE AKTHI, IPABOBBIE aKThl HOPMAaTUBHOIO U
WHCTPYKTUBHOTO XapakTepa, a TakkKe MEeTOJIUYECKUe
JOKYMEHTBl 10  JOKYMEHTAall[HOHHOMY  00ecreueHUuIo
yIpaBJICHUs, W3/1aBaeMble PYKOBOJCTBOM 00pa3zoBaTEIbHOMN
opranusanuu (ycras, IOJIOKEHHS, UHCTPYKLIMHU, B TOM UYHUCIIE
WHCTPYKUUU (TIpaBuia) MO AETONPOU3BOACTBY OpPraHU3alluu,
Tabenu YHHUPUIUPOBAHHBIX (opm, ambOOMBI OJIAHKOB,
MOJIOKEHUS O  JENIONPOM3BOACTBE, O  pabore ¢
MEPCOHATILHBIMHU JTAHHBIMU u npoune
OpraHHU3aI[MIOHHO-TIPABOBBIE JTIOKAJBHBIE aKThI).

3. Bce nmnepeuncnsiemple  JAOKYMEHTBI  JIOJKHBI
coJiepKaTh UACHTUQUIHPYIOIINE ux PEKBU3UTHI
(HaMMeHOBaHUE JOKYMEHTA, JlaTa W3/laHus, KEM YTBEPXKICH,
JaTa MocleHe peaaKIim)

KonTpoabHasi padora

B kadecTtBe KOHTpPOJIBHOW paboOThl  CTyJIEHTaMm
MpeUIaraeTcsi COCTaBUTh pedepar W BBICTYNUTH C TOKJIAZIOM
10 TEME:

«JloKyMeHTHpOBaHHE JeSITeTbHOCTH
00pa30BaTeNbHOTO yUpexIeHus (yKa3aTh BHIOPAHHBIN THII)».
Tumbl  00pa3oBaTENbHBIX  YUPESKICHUN HE  JIOJKHBI

MOBTOPATHCS B IPYIIIE (3aIHCATHCS Y CTaPOCTHI).
[lepeueHp TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
o ¢1.23 @3 «O6 obpazoBanuu B PO».

TpeboBanus k pedepaty
JlokyMeHTHpOBaHHe AesiTeIbHOCTH 00pa30BaTe/IbHOI0

yYUpeKACHUsA

ConepxcaHI/Ie AOJIDKHO ACMOHCTPHUPOBATH CIICAYHOIIUC 3HAHUA
U YMCHUA CTYACHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpOBaHUsi OesimelbHOCU
00pa30BaTeNbHOTO YUPEKACHHUS;

- MUN0B020 COCMABA cUcmem OOKYMEHMAYUU, PopmMupyiouux
O0OKYMEHMAbHBIL YOHO 00PA308AMENLHOC0 YUPEHCOCHU,

- cnoco6os u cpedcmes 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
opeanusayuu;

- onupascb HA HOPMAMUBHO-NPABOBOU AKM, ONpeoelsims
cocmas Heobx00UMbIX OOKYMEHMO8.

Pedepar wa 10-15 crpanum, yepe3 1,5 unTepBama, 14
mpupToM. OOsi3aTesIbHBl  TUTYJBHBIA JIMCT, OIJIABJICHHUE,




CIIMCOK JUTEPATyphl U HMCTOYHHUKOB, BHYTPUTEKCTOBEIE
CCBUIKH. Bo3MoxHBI MIPUITIOKECHUS. KonTponbhas
HHAUBHUAYaJIbHAA pa60Ta BBITIOJIHACTCSA B 6yMa)KHOM u
JNEKTPOHHOM BH/IE

35. XapaktepucTtuka THUINa  00pa30BaTEIHHOTO
yupexxaenus.  (KemarenpbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JIaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/obmactu/ ropoje
3apErUCTPUPOBAHO TOJOOHBIX OPTaHU3AIHH ).

36. O0mas  xapakTepuUCTHKa  yIpaBJICHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUU.

37. OCHOBHOH  cOCTaB HOPMAaTHBHO-TIPABOBBIX

JIOKyMEHTOB, perjaMeHTHPYFOIIHX
NESITENIBHOCTD 00pa30BaTEIILHOTO
YUPEIKIACHUS.

38. ITopsimok XPaHCHHS JIOKYMEHTOB B

00pa30BaTEIbHOM YUPEKACHHUMU.
39. CnMcok JuTepaTypbl U HCTOYHHUKOB.
Tecr 1

1. Onpeaenure, K KAKOMY YPOBHI0 HOPMATHBHOH 0a3bl
OTHOCUTCH cjieayroummii fokyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oo6 ymeepyucoenuu Ilpumepnoii
UHCIMPYKYUU RO 0€10NpOU3600CMEy 6 20Cy0apCHi6eHHbIX
opeanu3zayusax''?

a. HOPMaTUBHO-IIPABOBBIE aKThI (hefepanbHON
3aKOHOATEIBbHON BIIACTH;

b. HOpMaTHBHO-TIPAaBOBBIC AKTHI U
HOPMAaTHUBHO-METOANYECKNE JOKYMEHTBI
(enepanbHON UCTIOTHUTENIBHOM BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM

OpraHu3alyu.
2. Onpenesnnre, K KaAKOMy YPOBHI0 HOPMATHBHOH 0a3bl
OTHOCHUTCH CJIeY IO LU I AOKYMEHT ITucemo

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

a. HOPMAaTHBHO-TIPABOBHIE aKTHI (heepaTbHON
3aKOHO/IATE€NbHOM BJIACTH;

b. HOpMaTHBHO-TIPaBOBBIE aKThI U
HOPMaTUBHO-METOINYECKHUE IOKYMEHTHI
(dhenepabHOM UCTIOTHUTEIHHOU BJIACTH;

C. HOPMAaTHBHO-TIPABOBHIE AKThI 3aKOHOIATEIHHON U
HCIIOJIHUTENBHOM BiacTu cyobekToB PD u nx
TEPPUTOPUATBHBIX 00pa30BaHUIA;

d. HOpMaTHBHBIC JIOKAILHBIC aKThl 00PA30BaTEIbHOI
OpraHu3alyu.

3. Onpenenure, K KAKOMY YPOBHIO HOPMAaTHBHOH 0a3bl




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

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

b. HOpMaTHBHO-TIPABOBBIC aKTHI U
HOPMaTUBHO-METOINYECKHE TOKYMEHTHI
(benepanbHON UCTIONMHUTENFHON BIACTH;

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

d. HOpMaTHBHBIC JIOKAJIbHBIC aKThl 00Pa30BaTEIbHOM
OpraHu3alyu.

4. Kakoe BbickasbiBanue sisjisierca HEBEPHBIM?
a. Jlata W perucTpalMOHHBIA HOMEpP JOKYMEHTa
0hOpMIIAIOTCS HE Ha BCeX OJlaHKax
b. PexBu3uThI «/lara JIOKYMEHTa» u

«PerucTpalliOHHBII HOMEDP JOKYMEHTa» SBIISIIOTCA

JAHHBIMU O PErucTpaluyd JOKYMEHTa M I03TOMY

SABJISIFOTCS JI0Ka3aTesIbCTBOM CyILIECTBOBAHUS

JIOKYMEHTa M BKJIOUEHHEM €ro B JIOKYMEHTaJbHBbII

(dboHa opranu3anuu

C. PexBu3uThI «/lara JOKYMEHTa» u

«PeructpaunOHHBIN HOMED JIOKYMEHTa»

0(OPMIISIFOTCS] HA OTHOM YPOBHE MO OTHOILIEHUIO APYT

K Ipyry

d. O6a pexBusura — «Jlata pOKyMeHTa» WU

«PerucrpaninoHHbII HOMEDP JOKYMEHTA) — BBIIIOJIHSIOT

IOpUANYECKYI0 (YHKIUIO, a TakKe BBIMOIHIIOT

MOMCKOBYIO  (QYHKIMIO, TaK KaK  IO3BOJISIOT

OpraHu3alliil BECTH HH(POPMALMOHHO-CIIPABOYHYIO

pabory
5. Kakoe omnpeaeeHue COOTBETCTBYET
CTAHIAPTU3UPOBAHHOMY onpeaeJeHUIo

OPraHU3allMOHHO-PACIIOPAANTEIbHOI0 JOKYMEHTA:
a. JlokymeHT, obecrieunBaronnii GyHKIIMOHUPOBAHNE
Y B3aUMOCBSI3b YIPABISAIOIIEH U YIPABIIEMON CUCTEM
Ha BCEX YPOBHSX.

b. Bua mnHCbMEHHOTO JOKYMEHTa, B KOTOPOM
buKCUpPYIOT  pelleHHe  aJAMUHUCTPATUBHBIX U
OpPraHM3allMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIOpaBieHUs, B3aUMOJEUCTBUA, oOOecnedYeHus u
pETyJINPOBaHMSI  JESATEIBHOCTH OpPraHOB  BIIACTH,
YUPEKICHUN, MNPEANpPUATH, OpraHu3aluid, Uux
MOZIpa3IEJIEHNI U TOJPKHOCTHBIX JIMII.

c. JlokymeHT, cO3JaHHBIA IOPUAUYECKUM WIH
duznueckum JIULOM, o opMIIeHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE.

d. OdunmaneHelii JOKYMEHT, HCIOJNb3yeMbI B
TeKyIIeH JesITeIbHOCTH OpraHU3aliy.

Tect 2




1. B 3TOT [O0KYMEHT 3aKpemJisieT NPHUHATHIE BHYTPH
OpraHu3anvu NpaBuWja padoThl ¢ JOKYMEHTAMH Ha Bcex
Tanax padorsl ¢ HUMU. HazoBuTe 3TOT JOKYMEHT.
a. YcraB 00pa3oBaTelIbHOI OpraHu3aluu,
b. Onank opranuzanum,
C. MHCTPYKIIMS 110 JAETIONPOU3BOJICTBY,
d. HOMeHKIaTypa jaei.
2. C nmoMompb0 3TOr0 JOKyMeHTa B 00pa3oBaTesibLHOM
OpraHu3anuu oCylIeCTBJIsAETCSA cucreMaTH3anus
AOKYMEHTOB, TPYNIUPOBKA JOKYMEHTOB B [eJjia, y4eT
AOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHHsl, OTOOp M
nepeaaya J0OKyMeHTOB Ha apXHBHOe XpaHeHHUe, pellleHHe 0
BbIIeJIeHUM JeJd1 K YHUH4YTO:keHHMI0. Ha3zoBuTe 3TOT
AOKYMEHT.
a. YcraB 00pa3oBaTelIbHON OpraHu3alluy,
b. ©Onank opraHuzaium,
C. HHCTPYKIHS IO JEJIOTPOU3BOICTBY,
d. HOMeHKIaTypa Jei.
3. Kakue pacnopsizute/ibHbIe JOKYMEHTHI H31aI0TCS IO
ONepaTHBHBIM  BONpOCaAaM W Ui  OpPraHM3alUM
UCTIOJTHEHHS APYTHX PACTIOPAIUTETbHBIX TOKYMEHTOB:
a. pacopsKEHUS
b. pereHus
C. IOCTaHOBIICHUS
d. mpukasbl
4. Kakue pacnopsiauresbHble 10KyMeHThl HE oTHOCsTCH
K IOKYMEHTaM, U31aBaeMbIM HA OCHOBE e JHHOHAYAJINS?
a. IPUKa3bl
b. pacniopsikeHus
C. peLeHHs
d. ykazanus
5. Ha xakue BH/IbI MOAPA3IENAIOTCH OJAHKH TOKYMEHTOB
M0 pacnoJio:keHur0 pexkBu3uToB corjacio 'OCT P
7.0.97-20167
a. YIJIOBBIE U MPO/I0JIbHbBIE
b. 06muii 6;1aHK, 6J1aHK UCbMa, OJJaHK KOHKPETHOTO
BHJIA IOKYMEHTA
c. OJaHK opraHu3anuu, 6JJaHK CTPYKTYPHOTO
MOJIpa3/IeIeHusl OpraHu3aluy, 6JaHK JOHKHOCTHOTO JIMIIA
d. nenTpupoBaHHbIC U (pIIarOBHIC.

Bomnpocsl k 3x3ameny

40. HopmaTuBHas cpefa 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoit denepanuu.
YPOBHHU U HCTOYHHUK (POPMHUPOBAHUS
HOPMAaTUBHOM cpeibl sl 00pa3oBaTeIbHOM
opranuzamuu B PO.

41. OcHOBHBIE MOJIOKEHUS JIOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Ipo(ecCHOHANBHOMN NesITeTbHOCTH
B 00J1acT 00pa3oBaHUsI.

43. Tlonstue u obmass  XapaKTepUCTUKa
00pa3oBaTeIbHON MPOTPAMMBI.




44, Opranu3aliOHHO-TIPaBOBbIE bopmbI
VUPESKACHUA WU OpraHu3aludid  CUCTEMBbI

oOpa3oBaHwUs.

45.3akOHbBI M CHCTEMa IIO/3aKOHHBIX aKTOB,
PEryIHpYIOIIUX YIIPABICHYECKYIO
JIeSTEIbHOCTh B 00pa3oBaTeIbHON
OpraHH3aluy.

46. 3akoHOoHarelbHble aKTBl 110 YerssOMHCKON
obmactu (wmu uHoro cyowsekra PO no BeIOOPY
CTY/ICHTA), PETJIAMEHTHPYIOIIUE IEATSILHOCTh
yUpexKACHUN 00pa3oBaTeIbHOM chephl.

47. YcraB 00pa3oBaTeIbHOM OpPraHU3aIUH.

48. JlokanbHBIE aKTHl 00pa30BaTEIbHOM
OpraHu3aluy.

49, TloHsiTHE 1ETONPOU3BOJICTBA U APXUBHOTO
Jena.

50. OcobGeHHOCTH AETONPON3BO/ICTBA B
00pa30BaTEIIbHOM OpraHU3aIUH.

51. 3aK0HOIATENBECTBO B oOJractu
JICTIONPOU3BOJICTBA W ApPXHMBHOIO  JClia.
Pacnipenencuue OTBETCTBEHHOCTHU 3a

OpraHU3aIUI0 U BEJICHHUE JICIONPOU3BOJICTBA B
00pa3zoBaTebHON OpraHu3aIuu’?

52. lIokyMEHTUPOBaHHE JeSITeIIbHOCTH
oOpaszoBarenbHON  opranmzanuu.  OOmias
XapaKTePUCTHKA CUCTEM JIOKYMEHTAIIHH.

53. FOpuanyeckas cuiia yIpaBICHUYECKUX
JIOKYMEHTOB.

OIIK-1.2 IIpumensier
HOPMATHBHO-TPABOBBIE AKTHI
B c(epe oOpa3oBaHus ¢
y4eTOM HOPM
npodeccHoHAIBLHOM ITUKH

JlomamHee 3aganue 2

1. W3yuuts crathio 30 «JlokanbHble HOPMATHBHBIE AaKTBHI,
COJIepKallli€ HOPMBI, PpEryaupyroume o0pa3oBaTeIbHbIE
otHomeHus» denepanpHoro 3akoHa ot 29.12.2012 N 273-®3
(B neficTByromelt penakuun) "O6 obpazoBanuu B Poccuiickoit
Oenepaunn"

2. OTBETUTH HA BOMPOCHI:

K xakoil rpymnme ynpaBieHUECKHX JOKYMEHTOB OynyT
OTHOCHTBCS JIOKaJIbHbIE aKThI o0pa3oBaTesbHOI
OpraHu3anuu?

Kakue noxkymeHThl 1 o0Opa3oBaTenbHOM OpraHU3aluu
ABIISIFOTCSL YYPEAUTEIbHBIMA?

3. CocraBbTe CITMCOK JIOKAJILHBIX aKTOB TS
00pa3oBaTeNbHBIX OPraHU3allMi BRIOPAHHOTO THIIA.

4. Tlomp3ysice (a) Ilepeunem munogvlx YnpaeieH4ecKux
APXUBHBIX ~ OOKYMEHMO8,  00pas3yiowuxcsi 6  npoyecce
0esImeNbHOCMU ~ 20CYOAPCMBEHHbIX ~ OP2AHO8,  OpP2AHO8




MECmHO20 CAMOYNPABIEHUs U OpP2aHUu3ayuli, ¢ YKA3aHuem
cpokos ux xpawenus, yms. Ilpuxazom Pocapxuea om 20
Ooexaopss 2019 2. Ne 236, (0) Ilepeunem Ookymenmos co
cpokamu xpamnenusi Munucmepcmea npoceewenus CCCP,
Op2aHO8, YUpesCOeHUll U Op2aHU3AYULL €20 CUCTeMbl, YMe.
Ilpuxazom Munucmepcmea npoceewenus CCCP om 30
oexabps 1980 2o0a N 176; (B) [Ipunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa JieJ o01eo0pa3oBaTeIbHOr0 YUPEKICHUI) K
Iucomy  Munucmepcmea  obpaszoeanus — Poccuiickou
Deoepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomenoayusix — no  pabome ¢ OOKYMEHmMAMu 8
001je0dpPaA306aMENbHBIX YUPENHCOCHUAX», ONPENCIUTh CPOKU
XpaHEHUs JUIS BCEX IOKYMEHTOB U3 CITHCKA, YKa3aB CTAThIO U
nyHKT rox [lepeuns, Hanpumep:

No | TunoBoe Cpok No IIepeuenn
/Tl | HANMEHOBAHHE XpaHEHUsl | CTaTbU
JIOKQJIbHOTO aKTa

17 | Yuebnsie anbl | [loctostaro | 603 [Tepeuenn
U TIPOTPAMMBI 1980
KypCOB
MTOBBIIICHUS
KBaTM(UKAITUU
YUUTENEH,
BOCITMTATENEH,
pabOTHHKOB
BHEIIKOJIbHBIX
YUPEKIACHUH,
MIPOTPaMMBI TS
caMm000pa3oBaHUs

18

JlomaniHee 3aganue 3

1. W3yuuts [lpuxaz Pocapxusa om 11.04.2018 N 44 "O6
Ymeep#coeHuu IIpumepnoti UHCMpPYKYUU no
0elIonpou3800Cmey 8  20CYO0apCmMeEeHHbIX  opeanHuzayusax”
(3apeructpupoBano B Muntocte Poccun 17.08.2018 N 51922)
B cucremMe KoncynpranTlIntoc www.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OTBETUTH Ha BOMIPOCHI U MPEICTaBUTh UX B CBOOOTHON
YacTH TaOJIHIIEL.

Ne Bonpoc OtBer
IL.m.

JlokyMmeHT0000poT MY BKIIIOUaeT
[I0CJIe/IOBATEIFHOCTD ITepPEeMEIICHUI




ITOKYMEHTOB, a TAK)KE OTEpaIlny,
COBepIIaeMbIe C JOKYMEHTaMH B TPOIIECCe
X CO31aHUA U UCITOJIHCHUS. Ha3zoBure >t
orepanuu.

Ha xakue npuHIUIIBI ONIUPAETCs
opraHu3aIys J0KyMeHToo0opoTa B MY?

w

Kaxk BenyT yueT nokymeHntoobopora B MY?

Kakue T0OKyMEHTHI I0IIaJatoT B COCTaB
BXOJSIIUX U UCXOJAIIUX JOKYMEHTOB
roCy/1apCTBEHHOW OpraHu3aluu?

Uto Takoe «MIO»?

UTO BXOAUT B MOHATHE «KOPPECTIOHICHLIUS
rOCY/1apCTBEHHON OpraHu3aiu’?

Hy>XHO 711 IPOBOAUTD EPBUUHYIO
00pabOTKY 3IEKTPOHHBIX TOKYMEHTOB?

[Ipuka3am u pacriopsHKEHHUSIM IO OCHOBHOM
NIEATEIIbHOCTH B TOCYIapCTBEHHOM
OpraHU3aluy IPUCBAUBAIOTCS MOPSIIKOBBIC
HoMmepa? Crenyer Ju UX perucTpupoBarth B
OTAEIBbHO, B Pa3HBIX PETHCTPAIIMOHHBIX
bopmax?

Kak oprannzoBath JOKYMEHTOOOOPOT
[IPUCITAHHBIX OYMaXKHBIX TOKYMEHTOB, €CIIH
B opranusanuu aeiictsyer COJ1?

10

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

11

['1e perucTpupyroTcsi IPOTOKOJIBI
3acejaHnid, COBEIIAHUHN, TPOBOAUMBIX
YKOBOJICTBOM OpPTraHU3allnK?

12

Kakue TpeboBaHus MPEIbABISIOTCS K
MapuipyTam JBUKCHUS
OpraHU3alMOHHO-PACIOPAIUTENbHBIX
mokymeHToB B COJ1?

13

quy JOJIKHO 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 pCruCTpupoBaTh
BXOJAIINC )]OKyMeHTI)I?

15

Kakyro 3a1a4y CTaBUT pyKOBOJHUTENb
cityk0b1 JIOY rocynapcTBeHHOTO
YUPEXKACHUS TIPU OPTaHU3AIIH
ITOKyMeHTOo000opoTa?

16

CrieyeTt 1y Bceria COXpaHsITh KOHBEPTHI
I YIIAKOBKY BXOJSAIINUX TOKYMEHTOB?

17

Kakie 1omoHuTeNbHbIE IIOTOKH
HAOII01AI0TCSI BHYTPU TIOTOKA BXOISAIICH
IMOKyMeHTauuu MY ?

18

Korzia Hy’)KHO 3aperucTpupoBarhb

MCXOISIINN IOKYMEHT, €CJITH OH OBLIT




[TOAITMCAH B KOHIIC pa60qero JHs UJIN B
Hepabouee Bpemsi?

19

I[JISI KaKuX UCXOOAIUX TOKYMCHTOB
COCTABJIAKOTCA COIIPOBOJUTCIIBHBIC nmicbma’?

20

KaxoBa Liesb npeaBapuTeIbHOIO
[pacCMOTpPEHMSI ITOJTY4aEMbIX JOKYMEHTOB?

21

DTarmy NepBUYHON 00pabOTKH TOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO OTIEPALIHA.
Ha3zoBute ux.

22

Kakue mannbie BHOCsATCsS B COJI 0 BXOAAIINX
1 ICXOIAIINX JOKYMEHTaX rOCyIapCTBEHHOM
OpraHu3aiumn?

23

Uto nmenaTh, €CIIM BbI OTYYHITH
HECTaHIAPTHOE 110 BECy, pa3Mepy H T.II.
[IOYTOBOE OTIIpaBJicHUE?

24

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

25

Crienyer nu Aenatbh KOMUU UCXOISAIINX
ITOKYMEHTOB?

26

KTO Takoil OTBETCTBEHHBIN UCIIOJIHUTEID
mokymenTa? KakoBel ero o06si3anHoCTH?

27

[lepen peructpamuein UCXOSAIINX
mokymeHTOB City)0a JIeIonpon3BOICTBa
[poBepsET UX MPaBUILHOCTL. Ha uTo
KOHKpPETHO oOpalliaeTcsi BHUMaHHUe?

28

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

29

KTo pa3pabatbiBaeT MapuIpyThl ABHKEHUS
OpTaHHU3aAlMOHHO-PACTIOPAANTCIIBHBIX
mokymeHToB g CO/] rocynapcTBeHHOM
OpraHu3aiymn?

30

HazoBute 1esp opranuszanuu
ITOKYMEHTOO00pOTa B rOCY1apCTBEHHON
OpraHu3aIyy.

31

Kak MOTyT perucTpupoBaThbCsi BHyTPEHHHE
ITOKYMEHTBI?

Jdomammnee 3aganue 6

[Ipoananu3upyiiTe HOMEHKJIATYPY AeNI 00pa30BaTEIHHON

OopraHu3anun BLI6paHHOF0 TUIIa WK MIPEIJIOKCHHYTO
npenoaaBaTeiiCM. OTBeThTE HA BOIIPOCHI.

1.

Jlns1 yero npeaHa3HauY€HAa HOMEHKIIATypa JIe] B
00pa3oBaTeNLHOM YUPEXKIACHUN?

Kak pa3zpabatbiBaeTcsi HOMEHKIIATypa Jel
00pa3oBaTeNbHOTO YUPEKACHUS?

Cy1iecTByeT JIM U1 TaHHOM opranu3auuu Tunosas
HOMEHKJIaTypa aein?

Kaxk onpenenuts GopMy U CTPYKTYpY HOMEHKJIATYPBI
nen?




5. Kak ycTaHOBUTB CpOKU XpaHEHUS TOKYMEHTOB?

6. Korna nomxaa 0OHOBISATHCS HOMEHKIIATYpa A€
00pa3oBaTeNbHOr0 YUpexKaeHUs?

7. Kto cocrapinsier 1 opopmiisieT HOMEHKIIATYPy Jel
00pa3oBaTeNbHON OpraHu3aIum?

KonTtpoabnas padora

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

«JlokyMeHTHpOBaHUE JeSITeIbHOCTH
00pa30BaTeNbHOr0 yupexeHus (yKa3aTb BHIOPAHHBIN THI)».
Tunbl  o0pa3oBaTeNbHBIX  YUPEKICHUN HE JOJIKHBI

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

TpeboBanus k pedepary
JIOKyMeHTHPOBaHHe 1esITeJIbHOCTH 00Pa30BaTeJbHOI0

yupesKaeHus

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

3uanue:

- cneyuguueckux uepm OOKYMEHMUPOBAHUS OesmelbHOCmU
00pa30BaTENLHOTO YUPEKICHUS;

- MUn06o2o cocmasa cucmem OOKYMeHmayui, QopmMupyouux
OOKYMeHmabHblll (hOHO 00PA308aMENbHOLO YUPEHCOCHUS,

- €noco606 u cpedcms OOKYMeHMUpPOBAHUs, NPUMEHAEMBIX 8
npoyecce 0esamenbHOCMU 00Pa308aMeNbHO20 YUPEHCOEHUsL,

- HOpMAMUGHO-NPABOGLIX — AKMOG,  PelaAMEHMUPYIOWUX
0esmenbHOCMb U ee OOKYMEHMUpPOBaHue 8 00pa308amenbHbix
yupexrcoeHusx (no munam).

VYmenue

- cocmasumo HOPMAMUBHO-NPABOBYIO bazy
OOKYMEeHMUpOBaHUs oesimebHOCmU KOHKPEMmHOU
opeanusayuuL;

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

Pedepar na 10-15 crpanun, yepe3 1,5 unTepBana, 14
mpudrom. OOsA3aTeNbHBl TUTYJIBHBIA JIUCT, OTJIAaBJICHUE,
CIIMCOK JIMTEpaTypbl M HCTOYHUKOB, BHYTPUTEKCTOBBHIE
CCBUIKH. Bo3moxHBI TIPUJIOKEHUS. KoHntponbhas
WHAMBUIyalbHas paboTa BBINONHSAETCS B OyMaXHOM U
3JIEKTPOHHOM BH/IE

TunoBoi njan pegepara
8. XapakrepHucTuka THIIA 00pa30BaTeNLHOTO
YIpEXICHUS. ("KenmarenpHO IIPUBJICYCHHUE




CTaTUCTHYECKUX JAHHBIX O TOM, CKOJIbKO B Poccum/
peruone/obnactu/ ropoje 3apEerUCTPUPOBAHO
MI0/I00HBIX OpraHu3aLui).

9. OOmas xapakTepuCTHKa YIPAaBIEHUS B JaHHOM
00pa30BaTENILHOM yUPEKICHUH.

10. OcHoBHOM COCTaB HOPMaTHUBHO-TIPABOBBIX
JOKYMEHTOB,  PETJIAMEHTHPYIOIUX  JCATEIbHOCTh
00pa30BaTEeNbHOTO YUPEHKACHHUS.

11. Xapakrepucruka JOKYMEHTAJIBHOTO donna
(IOKyMEHTOB, = HMX  KOMIUIGKCOB U  CHCTEM
JOKYMEHTAIH, (OPMHUPYIOLUIUXCS B ACATEIBHOCTU
00pazoBaTeIbHOTO YUPEIKICHUS):

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALU,

® [UIAaHOBAs JOKYMEHTAIHS;

® pacnopsAUTeNbHAs JOKYMEHTAIIHS;

¢ uHPOPMAMOHHO-CIIPABOYHAS "

CIPaBOYHO-aHATUTHYECKAS JOKYMEHTAIHUS;

OTYETHAs! IOKyMEHTALUS;

® JJOKyMEHTAIs M0 00ECIIeYCHUIO KaJpaMH (110
JUYHOMY COCTaBY);

e (QunancoBas AokyMeHTalus (OyXranTepCKHii
y4eT ¥ OTYETHOCT);

® JJOKyMEHTaIUs o
MaTepHaIbHO-TEXHUUECKOMY 00€CIIeUeHUIO;

e JIOTOBOpHAs JOKYMEHTAIIHS,

® JIOKyYMEHTalusi MO JOKYMEHTAllMOHHOMY U

UH(POPMALMOHHOMY 00€eCIEeUeHHIO
JeSITEIbHOCTH YUPEXKICHUS;
® JJOKyMEHTalus, OTpa)karoIas

00pa3zoBaTeNbHYIO JEATeTbHOCTE;
® JIpyrue CUCTEMBbI JOKYMEHTAIUU (E€CIH €CTh).
12. Ananu3 IPUMEPHOM HOMEHKJIaTypBI nen
00pa30BaTENbHOTO YUPEKACHHUS.
13. Tlopsinok XpaHEeHUs: JOKyMEHTOB B 00pa3oBaTeIbHOM
YUPEKACHUH.
14. Cniucok auteparypbl 1 HICTOYHUKOB.

Tect 1

1.Ilponoskute Pppa3y: «Opranusanus AeJ10NPOU3BOACTBA
B 00pa30BaTeJIbHOM y4pPeKICHUH HENOCPeICTBEHHO
perjiaMeHTHpyeTcs...»

d. HOPMAaTHBHO-TIPABOBBIMU aKTaMH (enepalbHON
3aKOHOJATEILHOM BIIACTH;

b. HOpMaTHBHO-IIPaBOBBIMHU akTamu (eaepabHON
HCHOJHUTEIHHON BJIACTH,

C. HOPMATUBHO-TIPABOBBIMHU aKTaMH
3aKOHOJATENbHON U UCTIOJTHUTENbHOM BIIaCTH
cy0bpekToB PD 1 ux TeppuTOpHaATbHBIX
o0pa3oBaHmii;

d. HOPMAaTUBHBIMU JIOKAJIbHBIMH aKTaMH
o0pa30BaTeNbHOI OpraHu3aluu.

2.Kakoe BbICKa3bIBaHME ABJISIETCS HEBEPHBbIM?




a. PekBu3UT «HaMMEHOBaHWE BHJIA JOKYMEHTa»

ABIIETCS  JIOKYMEHTOOOpa3ymoIllMM  IPHU3HAKOM,

MO3BOJISIIOIIMM IIOJIYYUTh HAdallbHOE, caMoe o0lee

NpeJICTaBJIeHHEe O JOKYMEHTE, €ro IpaBOBOU

3HAYUMOCTHU

b. IIpumenenne ['OCT P 7.0.97-2016 sBusercs

00s3aTeNbHBIM Ul BCEX COBPEMEHHBIX OpraHU3alUM,

YUPEXKIACHUH, pEAPUATHI JIFO0BIX

OpraHU3alMOHHO-TIPABOBBIX (POPM

c. ®opMmynsip AOKYMEHTa MPOAUKTOBAH HE TOJBKO

HEOOXOUMOCTBIO CTPYKTYPUPOBaTh HH(POpMAIHIO,

clenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO

IpUAaTh JOKYMEHTY HOPUIUYECKYIO0 CUIY, CAENIaTh

3areyaTyieHHYI0 B HeM HH(OpMalnio opuuaibHON

d. Kaxknplii peKBU3UT KaK MMEPBUYHBIA CTPYKTYPHBIN

AJIIEMEHT JOKYMEHTa B TOW WIM HWHOW CTENeHu

OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIIIO
3. KakuMm opraHu3anMOHHbIM JOKYMEHTAM COOTBETCTBYeT
cJIelyIOIIasi XapaKTepHCTUKA:
dmo opzanuzauyuoHHO-npasosvle aAKmbuvl, Onpedenarujue
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
OMOENbHBIX 00JIHCHOCHHBIX UL, ONPEOETAMbCA OCHOGHbLE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOCHUA  PA3TUUHBIX
meponpuamuil 6 op2aHuzauyuu (KOHKYpCco8, CeMUHAapos,
¢hecmueaneii, 6bicmagok).

a. mpaBuia

b. monoxeHus

C. HHCTPYKIIHH

d. ycraBbl

4. Kakomy OpraHu3aiiMOHHOMY JIOKYMEHTY COOTBETCTBYeT
cJIelyI0IIasi XapaKTepUCTUKA:
Omo 10KanbHLLL HOPMAMUGHBIIL aKmM  Op2aHU3AUUU,
peznamenmupyrwiuii 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3akonHamu nopaookK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3AHHOCMU U OMEEMCMEEHHOCMb CMOPOH MPYO08020
002060pa, pexcum padomol, 6pemsa omovlixa, NPUMeEHAEMblE
K padomHuuKam mepvl NOOWPEHUs U 83bICKAHUSA, A MAKIHCe
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUIEHUI )
O0anH020 padomooameis.
a. THCTPYKIIUS UHCIIEKTOpA MO0 TPYy
b. nmpaBuiIa BHYTPEHHET0 TPYAOBOTO pacropska
C. TIOJIOKEHHWE O TPYIOBBIX OTHOLIEHUSX B
OpraHu3aIu
d. TpynoBoii 1orosop

5. Kakomy ynpaBiieHY4eCKOMY HOKYMEHTY COOTBETCTBYeT
CJIeqyIoIIAasi XapaKTepHCTHKA:

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




Op2AHU3AUUOHHBLX eonpocoe, a makKoice eonpocos

ynpaenenus, e3aumooeiicmeus, obecneuenusn u
Pecyiuposanus  0eamenbHoOCmu  Op2aHO6  61acmu,
yupesxcoeHuil, npeonpuamuil, opzanu3zayuii, ux

noopazoenenuii u 00AHCHOCMHBIX JTUY.
a. GPMHAHCOBO-OYXTaNTEPCKUMA
b. KagpoBBIit
C. OpraHU3alMOHHO-PACTIOPS U TEIbHBIHI
d. MIaHOBO-OTYETHBIN

6. KaxoMy [0KyMEHTY COOTBETCTBYeT CJeIyHIuas
XapaKTepUCTUKA:
JT0 NpaBOBOM AaKT, YCTAHABJIMBAKWIIUI TEXHOJIOTUIO
CO3JAHUSl WM TOJIyYeHHsI JOKYMEHTOB, HX 00padoOTKH,
XpaHeHUs]i W HUCHOJb30BAaHMS B  JIEATEJbHOCTH
OpraHu3anuu.
a. IOJDKHOCTHAs UHCTPYKIIHS

b. TOMKHOCTHOI periameHT

C. moyoxenHwue o ciyxoe JJOY

d. MHCTPYKIIUS N0 IETOMPOU3BOJCTBY
Tecr 2

1. B Kkakoil 4YacTd pacnopsiAUTEbHOTO JTOKyMeHTa
He00X0IMMO noMemAarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIMX CHJIY MJTH MOJIEKAIIUX U3MEHEHUIO B CBSI3H
C H31aHUEeM JAHHOro aKTa?
a. B JITOOOM ITYHKTE PaCIOPSTUTSIIEHON YacTH
b. B MepBBIX MYHKTAX PACIOPAIUTENBHON YaCcTH
C. B KOHCTaTUPYIOIIEH YacTh
d. B KOHIIE TEKCTA
2. M3 kakuX 4YacTeil COCTOUT TEKCT PACHOPAIUTEIHLHOTO
AOKYyMEHTA:
a. aHaJIMTHYeCKasl 4acTh/ 0000IIaroIas 4acTh
b. pa3pscHUTENbHAS YacTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIas 9acTh/ PACIOPSIUTEIbHAS YaCTh
d. BBogHAs yacTh/ OCHOBHAS YaCTh/ 3aKIIOYUTEIILHAS
4acTh
3. Kakomy BHIY IOKYMEHTAa COOTBETCTBYET CJIeAyIOUIUii
TEKCT:
23.09.20013 ¢ 9.00 na 3anamusax no ocHosam

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

Jloyenm kagpeopwvt npasa Iloonucye
/H.B. Illeneny

25.09.2013
a. JIOKJIaJ{Has 3aIucKa
b. mosicHUTeNbHAs 3aMKCcKa
C. 00BSICHUTENIbHAS 3aIKCKa
d. cmyxeOHas 3amucka
4. Jlns KakuxX BHJOB JOKYMEHTOB MCIOJb3YIOT O0IIMd




01aHK?
Bri6epute oquH OTBET:
a. MOOBIX BUJIOB IOKYMEHTOB, KPOME TIPHKa3a
b. 1F0OBIX BUIOB TOKYMEHTOB
C. TOJIBKO JTsI TUChMa
d. MOOBIX BUIOB IOKYMEHTOB, KPOME MTUChMa
5. Ha kakue THNBI NOAPA3AEISIIOTCH JOKYMEHTHI MO
MPOUCXOKIECHHIO:
a. o0mmenocTymnHble/ KOHPUICHIIMATBLHBIE/ CEKPETHBIC
b. muunbIe/ ouIaTBHBIC
C. BXOJISIIIIME/UCXOIAINE/BHYTPEHHHE
d. uaIMBUAYanbHBIE/TpadapeTHbIC/ TUIIOBBIC

Bomnpocekl Kk d3k3aMeHy

1. [JdoxymMmeHTupOBaHUE HCCIIEN0BATENbCKON
JESATEIBHOCTH o0pa3oBaTenbHON
opranuzanuu. CrocoObl 3alUThl aBTOPCKUX
IIPaB.

2. JIOKyMeHTaJIbHBIN U apXUBHBIN (POHIBI
00pa3oBaTeNbHON OpraHU3aIIH.
3. JIoKyMeHTUpOBaHUE yIIPaBIEHUECKON

nesirenbHOCTH. Opranusanus, JIaHUPOBaHUE,
pacropsIuTeIbCTBO, KOOPAUHAIMS, KOHTPOJIb U APYTHE
ylpaBiieHYecKre (GYHKLUU B TOKyMEHTax 00pa3oBaTeIbHON
OpTaHu3aIH.

4. JlokyMeHTUpOBaHHE 00pa30BaTebHON
nesiteabHOCTH. OCHOBHAsi 00pa3oBaTesbHas Iporpamma.
VY4eOHblil naH (MHbIE BU/bI INIAHOBBIX JOKYMEHTOB IO
oOpa3oBaTenbHOM JesTenbHoCTH). Pabouas nporpamma.
IIporpammbl 06pa3zoBaTeIbHBIX MEPOTIPUATHH.

5. JlokymeHTapHast MOAroTOBKa
00pa3oBaTeNbHON OPraHU3aIMH K JUIIEH3UPOBAHUIO U
roCyJapCTBEHHON aKKpEIUTALlUH.

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

00pazoBaTenbHON OpraHu3aliK. DJIEKTPOHHAS U
TpaaulMoOHHAs (popmMa TOKYyMEHTO0OOopOoTa.

8. Opraan3anys UCTIOIb30BaHMs TOKYMEHTOB B
oOpa3oBaTenbHON opranu3anuu. JlocTyn K JOKyMEHTaM.
9. [IpaBoBBIE OCHOBBI B 00J1aCTH

MH(POPMAIIMOHHOTO 0OecrieueHus1 00pa3oBaTeIbHON
nesitenbHOCTH. CaliThl 00pa3oBaTeNbHON OpraHU3aliHy.

10. Opranuzanus ornepaTuBHOIO U ApXUBHOTO
XpaHeHHs JOKYMEHTOB B 00pa30BaTeIbHOM OpraHu3aiy (Ha
IIpUMEpEe OJTHOTO U3 THUIIOB).

11. JlokanpHbBIE HOPMATUBHBIE aKTHI 1O
JIeNIOTIPOU3BOICTBY 00pa30BaTEIbHOM OpraHu3aluy.
12. WNHuctpyknusa no aenonpounsBoAcTBy. Llens

CO3/IaHus, 331a4H, TPeOOBAHUS K COCTABIEHUIO, 0(OPMIICHHIO
U BBEJICHUIO B JICHCTBUE

13. Howmenxkiarypa nen. Llens u 3agaun co3nanus,
TpeOOBaHUS K COCTaBJICHHIO, O()OPMIICHHIO M BBEACHUIO B




IICUCTBUE.

14. YHUUYTOXKEHHE JOKYMEHTOB 00pa3oBaTebHON
opram3anuu. [lopsSaok BBIOENCHUS N1 K YHUYTOXCHHIO.
JIoKyMeHTUpOBaHUE IPOLEAYPbl YHUUYTOXKEHHS TOKYMEHTOB.

OIIK-1.3 OcymecrBasier
npogeccnoHaIbHOE
B3aNMOJAelCTBHE C
Y4YaCTHHMKAMH
o0pa3oBaTeJIbHbIX OTHOILIEHUI
B COOTBETCTBMHU C HOPMAMU
npogeccuoHAIbLHOM 3TUKH

Jlomainee 3aganue 5

IIpuBeaure mno 2 mnpuMepa [JOKYMEHTOB IO
JUYHOMY COCTaBYy, OTpakKalue JOKYMEHTHPOBaHHUE
CJIeIYIOIIUX MPOLeCcCoB:

. IPOLIECCH] IBMKEHUS KaJIpOB;
. IpoLenypy aTTeCTalUH;
. BOMHCKHI yYer.

KTo oTBeuaer 3a cocraBieHHe JaHHBIX JOKYMEHTOB?
Kakumu HOpMaTUBHBIMU aKTaMU PYKOBOJICTBYETCS?
KonrtpoabHnas padora

4. XapakTepHuCcTUKa JOKyMEHTAILHOTO (DOHIA (IOKYMEHTOB,
UX KOMIIJIEKCOB M CUCTEM JIOKYMEHTALUHU, (POPMUPYIOIIUXCSI
B JIESITENIbHOCTH 00Pa30BaTEIIbHOTO YUPEKIACHMUS):
® OpraHM3alMOHHO-IIPAaBOBAask JOKYMEHTAaLu,
® [UIaHOBAas JJOKYMEHTaIUS;
® pacrnopsAuTeNbHas JOKYMEHTAIHs;
¢ uH(pOpPMAIMOHHO-CIIpaBOYHAs u
CIPaBOYHO-aHAJIUTUYECKAs IOKYMEHTAIINS;
OTYETHAs JOKyMEHTAaLUs;
® JIOKyMEHTaIs M0 00eCleYeHuIo KajapamH (1o
JUYHOMY COCTaBY);
e (unaHcoBas AOKyMeHTalus (OyXraaTepcKuii
y4eT ¥ OTYETHOCTb);
e JIOKyMEHTalus 1o
MaTepUaIbHO-TEXHUYECKOMY 00€CIIeUEeHHUIO;
e JIOrOBOpHAas JOKyMEHTAlMs,
e JOKyMEHTalus 10 JOKYMEHTAllMOHHOMY U

UH(POPMALIMOHHOMY 00€eCIeUeHHIO
JeSITEIbHOCTH YUPEXKICHUS;
e JIOKyMEHTalus, OTpa)karoIas

00pa3oBaTeNbHYIO 1eATEIHHOCTS;
® JIpyTHU€ CUCTEMBI JOKYMEHTAITUH (€CITH eCTh).

Tect 1

1. Kakomy JI0KYMEHTY COOTBETCTBYeT CJIeAyIOIas
XapaKTepUuCTHKA:

Omom Ookymenm ycmanaenueaem 011 pPadOMHUKA
KOHKpemHble mpyooevie (0onxcnocmuule,
¢ynKkyuonanvhole) oba3zannoCMU u npaga 6
COOMEEmCcmeul ¢ 3aHUMAEMOUL 00TIHCHOCHIBbIO, 3AKPenisiem




€20 Op2aHU3AUUOHHO-NPABOGOE NOIONCEHUE 6 CHMPYKHmype
yupexycoeHusn,  AGNAEMCA  NPAGOBON  OCHOBOU 01
npogedenus ammecmayuu padomHuKa, onpedeneHus e2o
OMGEemMCMEeHHOCMU U 63AUMOOMHOUIEHUA C Opy2UMU

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

a. MIHCTPYKIIMS 110 IETIOTNPOU3BOJICTBY

b. monoxenwue o ciyxoe JOY

C. IOJDKHOCTHOM perjiiaMeHT

d. OIKHOCTHASE HHCTPYKIIHSA
2. Kaxkue rpynmnbl J0KYMEHTOB, € TOYKH 3peHMs
OpraHu3anMu JOCTynma K HHM, BCTpPe4YamTcsi B
o0pa3oBaTe/IbHOM Opranu3anumu?

€. 00IIen0CTyIHbIE,

f. xonduaeHIHATbHbIC

g. CEeKpeTHbIE

h. Bce rpyIImbl BO3MOXHBI

Tecr 2
1. K kakoii cucremMe 10KyMeHTalluu oTHOCcUTCS JInunasn
kaprouka T-2?
a. (UHAHCOBO-OYXTaJITEPCKOM,
b. mokymeHTaMm IO JIUYHOMY COCTaBY,
C. OpraHU3alMOHHO-IIPABOBOM,
d. pacmopsauTeNbHON TOKYMECHTAIIHH.
2. KTo odopmisieT yueTHbIE JIUYHbIE KAPTOUKM:
a. pabOTHUK
b. pyKOBOAUTENH CTPYKTYPHOTO MOPA3ICICHUS
C. 3aMECTUTEINb PYKOBOJIUTENSI OpraHu3aIuu
d. paGoTHHK IO KaJipam
3. Kakoii 10KyMeHT SIBJIAETCSI OCHOBHBIM JOKYMEHTOM 0

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

a. y4eTHas JU4YHas KapTouKa

b. meHCHMOHHOE Y0CTOBEpEHNE

C. CTpaxoBO€ CBHJIETENIHCTBO I'OCYIaPCTBEHHOIO
IIEHCUOHHOT'O CTPAaXOBAHHUS

d. TpynoBas KHMKKa
4. Kakme BuHABI JHCHUIUIMHAPHBIX  B3bICKAHHIl
BIIMCHIBAKOTCS B TPYAOBYI0 KHMKKY:

a. YBOJIbHEHHE

b. Bce BUJIbI TUCITUTUIMHAPHBIX B3bICKAHUM
BIIMCBHIBAIOTCS B TPYAOBYIO KHUKKY

C. CTPOTHH BBITOBOD

d. B3pICKaHUS B TPYAOBYIO KHIKKY HE 3alIMCBIBAIOTCS
5. Kakue mnmcbMa NOANMCHIBAOTCA ABYMS JMLIAMHM —
PYKOBOJIUTEIEM OPraHU3alliM M IVIABHBIM OyXraJTepom:

a. TapaHTUHHbIC MHChMA

b. conpoBoaNTENbHBIE THCbMA

C. MMCHbMa-3aIpPOChI

d. pexnamHbIe THChMA
6. Kakum pokymMeHTOM HeoO0XoauMo o0GOpPMHUTHL BO
n3de:kanue HapymeHuss HopM TpynoBoro kojaekca




NMCbMEHHOE HANOMHHAHHE O HEeO0XOIAMMOCTH SIBUTHCS
NSl  TOJy4YeHHS] TPYAOBOW KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3Hoe MUChbMO
b. hakcorpamma
€. SMS-coo01ienne
d. anekTpoHHOE COOOIICHNE
7. Kakoil JMOKYMEHT MOANMCHIBAETCS PYKOBOAWTEIEM
CTPYKTYPHOIO MOJApAa3ie/ieHus:
a. cripaBKa
b. nmpukas
C. aKT
d. cmyxeOHas 3amucka
8. B kakol 4YacTM pacnopsiiMTE]bLHOr0 [0KYMEHTA
yka3piBaercss uUHQopManusi 0 TOM, KTO OCYIIeCTBJisieT
KOHTPOJIb €r0 UCIOJTHeHns1?
a. B IICPBOM ITYHKTC paCHOpﬂHHTGHBHOﬁ qacTu
b. oopMIsieTCs OTACIBEHON CTPOKOH MOCIIE BCEX
MTYHKTOB
C. B TIOCJIETHEM MTYHKTE PacCHOPAIUTEILHON YacTu
d. B KOHCTaTHpYIOIIEH YacTu

BOI[pOCbI K 3K3aMEHY

1. KaapoBasi mnosimTuka odpa3oBareibHO
opranuzanuu. Opranuzanus 10KyMeHTHPOBAHUSA
TPYAOBBIX OTHOMIeHHUI. IIpaBa u o0s3anHOCTH
paboTronareseil 1 paGOTHUKOB.

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

3. Iopsinok 3akI04YeHNs TPYIOBBIX 10TOBOPOB.
OO0mme ocHOBaHUS NPEKPALIECHUS TPYAOBBIX 10r0OBOPOB.
OcHoBaHMS ¥ IOPSA/I0OK PACTOPKEHHUS TPYIO0BbIX
JAOTOBOPOB 110 HHULIMATHBE padoToaares, 10
HHULIMATHBe Pa00THHKA 00pa3oBaTe/IbHOI OPraHu3anuu.
4. JloKyMeHTHpOBaHuEe B 001aCTH MATEPHAJIBHBIX U
(prHAHCOBBIX 3aTPaT rocy1apCTBEHHBIX 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
HEroCy1apcTBEeHHbIX 00Pa30BaTEIbLHbIX YUPe:KICHMI.

6. JAucuMIuIMHAPHAsA OTBETCTBEHHOCTD H ee
JOKYMEHTHPOBaHHUE
7. JJoxkyMeHTHpPOBaHHE HCCJIE10BATEIbCKOM

AesiTeJIbHOCTH 00pa3oBaTeibHOM opranusanuu. Cnocoonbl
3allUThl aBTOPCKHUX MPAaB.




Hpuioxenne 3

MeToanuyeckne yKa3aHus K OPraHu3alui cCaMOCTOATEIbHOI padoThl CTY/IeHTOB

B mpoliecce BBIMOMHEHHUS] CaMOCTOSITENBHONW pPaOOTHI CTYACHTHI JIOJKHBI HAay4UTHCS
BOCIIPHHUMATh CBEJIEHUS Ha CIyX, (UKCHpPOBAaTh WH(POPMALMIO B BUJE 3alUCEH B TETpalsx,
pa6OTaTb C MMCBbMCHHBIMHU TCKCTaMH, CaAMOCTOATCIIbHO HM3BJICKAA W3 HUX ITOJIC3HBIC CBCACHHUA U
O(bOpMJ'ISISI HX B BHAC TC3UCOB, KOHCIICKTOB, CHUCTCMATU3NPOBATH I/IH(bOpMaI_[I/IIO B BHIC
3aI10JIHCHUA Ta6JII/II_[, coCTaBlICHUS cxeM. BaxxHo HAaY4YUTBHCA BbLACIATH I'NIABHBIC MBICJIA B JICKITUH
npenogaBarenss JUO00 B MHUCHbMEHHOM TEKCTE;, aHaJIM3UPOBATH SIBICHUS; OIpPENEsTh CBOIO
MO3UIUIO K MOTYYSHHBIM Ha 3aHATUSX CBEACHUSIM, YeTKO (hOPMYIMPOBAThH €€; apryMEHTHPOBATh
CBOIO TOYKY 3pEHHS: BBICKA3bIBATh OLIEHOUHBIE CYXACHUS;, OCYILIECTBISATh CaMOAHAJIU3.
HeoOxonumMo yuuThes BIaAE€Th YCTHOM M NMHUCHbMEHHOW PEUYbIO; BECTH AMAJIOT; y4acTBOBAaTh B
JTUCKYCCHUU;, PACKphIBaTh COJACp)KaHME U3y4aeMoil MpoOJeMbl B MOHOJIOTHYECKOW peuu;
BBICTYIIATB C COO6HICHI/I$IMI/I u JOKJIagaMu.

IMoaroroBka K NMpakTH4YeCKHM 3aHATHAM. CeMUHAp — OJMH W3 OCHOBHBIX BHUJIOB
MPAKTUYECKHUX 3aHATUH 10 TyMaHUTAPHBIM auciuiimHaM. OH MpeIHa3HaueH s yIITyOJICHHOTO
M3YYEHHUS OTIENbHBIX TeM U KypcoB. 1o dopme mpoBeneHus ceMruHaphl OOBIYHO MPEICTABISIOT
co0o0ii perieHue 3aaa4, o0CyKJIeHUE TOKIa10B, Oeceay Mo MIaHy WM JUCKYCCHIO 10 Tpobdieme.

[ToaroroBka K 3aHATUSM 3aKJIHOYAETCS, IPEXK/IE BCErO, B OCBOCHUH TOTO TEOPETHYECKOTO
MaTepuaina, KOTOpbIi BBIHOCUTCS Ha oOcyxkjeHue. g 3Toro HeoOX0auMO B MEPBYIO OYepelb
MEePEUYUTATh KOHCIIEKT JICKIIUU WK Pa3/ielibl yueOHUKa, B KOTOPBIX MPUCYTCTBYET YCTAHOBOYHAS
uHpopmanusa. M3ydeHne pexoMeHJAOBAaHHOM JIMTEPATypbl HEOOXOAUMO CHAENIaTh MaKCHUMAaJIbHO
TBOPYECKH — HE MPOCTO YKIIAJbIBasi B MaMATh HOBBIC CBEACHUS, a OCMBICIUBAS U aHAIU3UPYS
Marepuai. 3aKpenuTh CBOM 3HAHUS MOXXHO C TIOMOIIBIO 3alMCel, BBIMTUCOK WM TE3UCHOTO
KOHCIIEKTA.

Ecam cemunap mnpenacraBiieH JOKJIaJgamMH, TO OCHOBHAsi OTBETCTBEHHOCTh 3a €ro
MPOBEICHUE JIEKUT Ha JokiIaauukax. Kak caenars 3To ycnemHo cMOTpUTe B pazaene «Jlokmany.
OpnHako poib OCTaJbHBIX YUACTHHUKOB CEMHWHApa He JOKHAa ObITh maccuBHOW. CTYHEHTHI,
IPOCITYIIAB J0KJaJ, 3alUCBhIBAIOT KPATKO IJIaBHOE €ro COAEpk aHHE M 3a7al0T BHICTYHAIOIIEMY
YTOYHSIOIIME BOnpocoB. Uem Oosiee ocHOBaTENbHON Oblja JOMAIIHS TOANOTOBKA 0 TEME, TEM
aKTHBHEE TIPOUCXOAUT OOCYXKJACHHE TMPOOJIEMHBIX BOMpocoB. Ha cemuHape BCsYeCKH
MOOIIPSIETCS TBOpPYECKAasi, CaMOCTOSITENIbHAs MBICIb, JAETCS BO3MOXKHOCTH BBICKAa3aTh
KPUTUYECKHE 3aMEYaHusl.

becena mo mmany mnpencTaBiseT co0oli  3apaHee TMOATOTOBICHHOE COBMECTHOE
00CyXJIeHHE BOMIPOCOB TEMbI KKIbIM U3 YYACTHHKOB. JTa ¢opMa MoTpeOyeT OT CTYJEHTOB HE
TOJIBKO XOpOIIEH CaMOCTOSTENbHOW MPOpPabOTKM TEOPETHUYECKOro Marepualia, HO U yMEHHe
Y4acTBOBATh B KOJJIEKTMBHOM THUCKYCCHHU: KPaTKO, Y€TKO W SICHO (hOpMyIHMpOBaTh M H3j1ararhb
CBOI0O TOYKY 3pEHHUsS Tepel] COKYPCHHUKAMH, OTCTaMBaTh TO3UIIMI0 B HAy4YHOM CIIOpE,
MIPUCOCIUHSTHCS K Uy)KOMY MHEHHIO UJTH OMIMIOHUPOBATH APYTHM YYaCTHUKAM.

PedepaTt — camplii mpocTOl 1 HAUMEHEE CaMOCTOSTEIIbHBIA BUJ MMUCHbMEHHON PaOOTHI.
CyTh €ro COCTOMT B KPAaTKOM H3JIOKEHUU COJIEPKAIUXCA B HAYYHOH JUTEpaType B3IJISAOB U
ujel mo 3aganHoi TeMe. Pedepar He TpeOyeT OpUrHHAIBHOCTH M HOBH3HBL. B HeM oIleHUBaeTCs
YMEHHE CTyJeHTa paboTaTh C KHHIOH: BBIACIATH U (QOPMYIUPOBATH MpodIeMy, OTOMpATh
OCHOBHBIE€ TE€3UCHI U BCIIOMOTATEIbHBIE JIAHHBIE, JIOTUYECKU BBICTPAUBATh MaTepual, rpaMOTHO
0(OPMIISITh HAYYHBIH TEKCT.

CryaenTam npenjaraercs jJBa Buja pedepartHbix padoT:



PedepupoBanne HaydHOU JTUTEpaTyphl MPEACTABISIET COOOM COKpAIIEHHOE H3JI0OKEHUE
COJIep’KaHUsl CTaTbU WM KHUTH C OCHOBHBIMHU CBEJCHHSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJIbHbI TOT/Ia, KOT/la B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIA TEOPETHUUECKUM WU
MpaKTUYECKU Marepuas 1o uzydaemod Tteme. OT cTyneHTa TpedyeTcs, BHHMMATEIbHO
03HAKOMUBIIKCH C TIPBOMCTOYHMKOM, MAaKCUMAJIbHO TOYHO U TOJIHO MEepeaTh €ro CoJepKaHue.
Jns sroro uenecoobpazHo BbIOpaTh (oOpMY IMOCIEAOBATENBHOTO HM3JI0KEHUS MPOYUTAHHOU
KHHUTH, HC MEHss ee OOIMi IIaH W CTPYKTYpy (TnaBbl, pazaensl, nmaparpadsr). Heobxoammo
COXPaHUTh JIOTUKY TIOBECTBOBAHHS M TMO03a00THUTBCA O CBA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M WJACU Jy4llle MepefaBaTb HE CBOMMH CIIOBAaMH, a C
nomouiblo nuTHpoBanus. O0beM pedeparta OyneT ompenenaTbcs COoAEpKaHUEM HCTOYHUKA, a
TaK)Ke ero Hay4HOW M MpaKTHUYeCKO# LeHHOCThI0. Ho B 11000M ciiyyae mpeanovyreHue oTAaeTcs
KPaTKOCTH U JIJAKOHWYHOCTH, YMEHHUIO OTOUPATh TJIABHOE U OCBOOOXKIATHCSI OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme npencrapisieT 0030p HAYYHBIX B3TJISI0B M KOHIIETIIUH 1O TIPOOIEMHOMY
BOIIPOCY B U3y4aeMOU TEME.

- Ecnu Bam mpeuioskeHa Tema Takoro pedepara Ha BBIOOP, TO MPEANOYTEHUE CIEAYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpeCHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHb CIIOXKHOU U
00BEMHOI, B IPOTUBHOM citydae pedepar OyaeT HalmoOMHHATh KypCOBYIO paboTy.

- Jnga moarotoBku pedepata CTyAEHTY HEOOXOAMMO CaMOMY WJIH C Y4acTUEM
npenoAaBarens moaoopaTe UCTOUYHUKU HH(popmanuu. CreayeT mo3ab0TUThCS, YTOOBI B BallleM
CIUCKE OKa3alhCh HE CllydaliHble, a IIcHHble B WH(GOPMAIMOHHOM IUIaHE KHUTH. MOXHO
BBIMIOJTHUTH pPabOTy, OOpaTUBLUINCh U K OJHOMY HCTOYHHKY — TOCOOHIO, MOHOrpadwuu,
uccnenoBanuo. Ho mydie, ecim BbI 00paTHTECh K ABYM-TPEM HAYYHBIM TPYAaM — 3TO MO3BOJIHT
NPEJCTaBUTh MPOOJIEMY C HECKOIBKIX TOYEK 3pEHHS U BBICKA3aTh JIMYHBIC MTPEITOYTCHUS.

- OIHUM U3 IJ1aBHBIX KPUTEPHUEB OLIEHKH pedepara Oy1eT COOTBETCTBUE €r0 COJIEp/KaHuUs
3asgBleHHONH Teme. [l 3Toro Oerjo O3HAKOMHUBIIMCH C TEPBOMCTOYHHKAMH COCTAaBBTE
npeaBapuTeNbHbId MIaH Oyayuiero pedepara, o003HAUYMB B HEM MPUHLIUIHAIBHO Ba)KHbIE
MOMEHTBI U 3Tarbl OcBelleHus mpobiemsl. [locie Toro, kak y Bac mosiBATCS pabouyue 3aicH 1o
pe3ysibTaTaM H3y4eHHUs Hay4dHOH JMTeparyphl M OOIIMpHas MH(OpMaLUs MO TeMe B IIEJIOM,
MOXHO Oy/leT CKOppeKTupoBaTh oOuMii ruiaH pedeparta. Crapaiitech nmpu paboTe HaJ HUM
THIATENIEHO W30aBIATHCS OT «H3JIUIIECTB»: BCAKOTO poJa aOCTPAaKTHBIX PaCCYKICHHH,
Ype3MEepHBIX MOJIPOOHOCTEH U MHOTOYHCIICHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOTY» TEMY WA
YBOZISAT OT HEE.

Crpykrypa pedepara BKIOUYaeT B ceOsl BBEJCHHE, OCHOBHYIO YacTh U 3aKitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEIM W 3aJaud paboThl, €e akTyanbHOCTb. OCHOBHas 4YacTh
IpeJCTaBisieT coO00i MmocaeoBaTeIbHOE U apryMEHTHPOBAHHOE U3JI0KEHUE PAa3IMYHbIX TOUEK
3peHHsl Ha MpoOiieMy, ee aHaiu3, MpearoiaraeéMble MyTH pelieHus. 3akiodYeHue o000maer
OCHOBHBIE MBICIIM HJIM OOOCHOBBIBAET MEPCIEKTUBBI JalbHEHIIEro uccienoBanust temsl. Eciu
pedepar moctatoyHO OOBEMEH, TO TOTpPeOyeTcs pas3JeieHHe TeKCTa Ha pasleibl (TJaBbl,
naparpadsl). MmocTpaTuBHBIN MaTeprall — TaOIHIIbI, CXEMBI, TPa(QUKH — MOTYT PacIoJiaraThCs
KaK BHYTPH OCHOBHOMW YacCTH, Tak U B pa3zaene «lIpunoxenuey.

O6bem pedepaTa 3aBUCUT OT IIEJIEH U 3a7ad, peniaeMbiX B pabore — oT 5 10 20 cTpaHuIiy
MAaIIMHOIIMCHOTO TEKCTa 4Yepe3 JBa MHTepBaia. Ecim B 3amaHWM, BBITAHHOM IIPETIOIaBaTeIIeM
00BbEM HE OrOBapUBaCTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11€JIeCO00Pa3HOCTH.

B pedepare B 00s3aTenbHOM MOPSJIKE pPa3MELIAIOTCS TUTYJIbHBIM JIHCT, TUIAH WU
OTJIaBJIeHHE PabOThI, a TAKKE CIIUCOK UCTIOIb3yEeMOU JIUTEPATYPHI.

OO0bryHO pedepaT MOXKET 3aYUTHIBACTCS Kak IMHCbMEHHas paboTa, HO HEKOTOpPHIE
IpenojaBaTeNid MPAKTUKYIOT MYyONUYHYIO 3alIUTy pedeparoB WM HUX «O3BYyYHMBaHUE» Ha



CEMHUHAPCKUX 3aHATHUSIX. B 3TOM ciiydae HE0OX0AMMO MPUIIOKUTE JOTIOTHUTEIbHBIE YCUIHS AJIs
MOJATOTOBKU MYyOJIMYHOTO BRICTYILICHUS IO MaTepuaiam pedepaTtHoi paboThI.

IIpe3eHTanusi — COBPEMEHHBIH CIOCOO YCTHOTO MM MHCHbMEHHOIO MPEICTaBICHUS
uH(pOpPMaLIMU C UCTIONIb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy1ecTByeT HECKOIbKO BapUaHTOB IPE3EHTALUI.

L4 HpCSGHTaHI/IH C BBICTYIIZICHUEM AOKJIag4HWKa
L4 HpCSGHTaHI/IH C KOMMCHTAapHUAMH JOKJIaJIYHKa
L4 HpCSGHTaHI/IH JIsA CaMOCTOATCIIBHOI'O MpoCMOTpa, KOTOpas MOXCT

JEMOHCTPHUPOBATHCS Mepel] ayAUTOpHel 6e3 yuacTus T0KIa 4uKa.
[ToaroroBka mpe3eHTaly BKIIOYAeT B ce0s HECKOIBKO TAIOB:

1. [InanupoBaHue Npe3eHTALUU
OT OTBETOB Ha ATHU BOMPOCH OYET 3aBUCETHh BCE OCTPOCHHUE MPE3CHTALINN:

o KaKOBO TpeAHA3HAYEHHWE M CMBICT Mpe3eHTalnH (JIeMOHCTpaIusl pe3ylbTaToB
Hay4YHOI paboThl, 3alIUTa JUILIOMHOTO MIPOEKTA U T.11.);

. Kakylo poib OyJIeT BBINOJHATH TPE3EHTAMs B XOJ€ BBICTYIUICHHS
(compoBOXKIEHHE JOKJIa1a UK €ro WUTFOCTPALHs);

o KaKoBa LIeJb Mpe3eHTanuu (uHGopMupoBaHue, yOexaAeHUe WK aHAIH3);

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

. KaKoB pa3Mmep M cocTaB 3putenbckor ayautopuu (10-15 genosex mnu 80-100;

MpenoaaBaTeiy, CTYACHTHI UM CMEIIEHHAs ayUTOPHS).
2. CtpykTypupoBaHue HHGopMauu

) B IIPE3CHTAIMHM HE JOJDKHA ObITh MeHee 10 craiinoB, a o0riee WX KOJIUYECTBO
npesbimats 20-25.

. OCHOBHBIMHM TPUHIUIIAMH TPU COCTaBICHUHM MPE3EHTAIMH JOJIKHBI OBITh
SICHOCTb, HATJIITHOCTb, JIOTHYHOCTh U 3alIOMHUHAEMOCTH;

o Mpe3eHTANMsl TOJKHA UMETh CIICHApUi U YETKYIO CTPYKTYpY, B KOTOpO# OymyT
OTpakeHbI BCE MPUIMHHO-CIICACTBEHHBIE CBSI3H,

. pabota HaJ Tpe3eHTalreld HAYMHAETCS TOC]e TIIATeNIbHOTO OOJAYMBIBAHUS U

HalMCaHMUsl TEKCTa JOKJaZa, KOTOPbIH HEOOXOIMMO pa30UTh HAa (parMeHThl U 00O03HAYUTh
CBSI3aHHBIE C K&K/JBbIM U3 HUX 337a4d U IEHCTBUS;

. MEpBbI MIar — 3TO ONpeAeNieHWe TJIABHOW HJEH, BOKPYr KOTOpOil Oyaer
CTPOUTHCS MPE3CHTAINS,
. yacTh WHGOPMAllMd MOXKHO TEpPeBeCTH B JBa THIA HATJSAHBIX IOCOOMI:

TEKCTOBBIE, KOTOPBIE MOMOTYT CIYIIATENsIM CIEIUTh 32 XOJIOM Pa3BEepPTHIBAHUS apTyMEHTOB U
rpadguyeckre, KOTOpblE WJUIIOCTPUPYIOT TIJIaBHBIE IYHKTHl BBICTYIUIEHMSI W CO3JAIOT
HMOIIMOHAIbHEIE 00pa3kI.

o CIOXKCThI MNPE3CHTALIUM MOTYT Pa3bACHATH HWIH HWILUIIOCTPUPOBATH OCHOBHBLIC
MIOJIOXKESHHS JOKJIa/1a B CAMBIX pa3HOOOPA3HBIX BapHAHTAX.

OdeHb BaXKHO HAWTH TPABWIBHBIN OamaHc MeEXAY peublo JOKJIaJ4hKa |
CONPOBOXKAAIOIMIUMU €€ MYJIbTUMEIUNHBIMU 3JIEMEHTAMMU.

Jlyst aTOTO 1IETIeCO00pa3Ho:

o OTIpEeACIUTh, YTO OyIeT MPEACTABICHO Ha KAXKIOM claiijie, uTo OyJeT B 9TO Bpems
TOBOPUTHCSI, KaKk OyJIeT CIEIaH Mepexo/1 K CIEAYIOIIeMY Clany;

o camble BaXXKHBIC HJIEW U MBICIIA OTPA3UTh M Ha Claiifjax ¥ MPOU3HECTH CIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — JIM0O0 cToBaMH, THOO0 Ha crlaiiax;

. nH(GOPMAIIHIO Ha ClIalif]aX MPEJACTABUTh B BHJIE TE3WCOB — OHH COIMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYMAIOIIETO, a HE HA000POT;

o AJId pa3bACHCHUA MOJIOKEHUU AOKJIaga HUCIOJIb30BATh Pa3HbIC BUABI CHaﬁI[OBI C

TEKCTOM, ¢ TabIuIamMu, ¢ JruarpaMMaMu;



. aro0asi mpe3eHTalus J0JDKHA UMETh COOCTBEHHYIO JApamMaTypruio, B KOTOPOM
€CTb:
«3aBsizKay - MpoOyKJIeHHnEe UHTEepeca ayAUTOPUM K TeMe COOOILIECHUS (SIPKUM HaTJISTHBINA

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(POPMAIIMH B JIOTHYECKOI! [TOCIIEI0BATEILHOCTH
(uepeoBaHME TEKCTOBBIX U IpapUIECKUX CIANIOB);

«KyJIbMHUHAIMS» - TPEACTAaBIEHHE CamMoOro TJaBHOTO, HOBOTO, HEOXKUIAHHOIO
(SMOITMOHATBLHBINA PEUEBOM MU WILTIOCTPATUBHEIN 00pa3);

«pa3Bsi3ka» - HOpPMYIHpPOBAHUE BHIBOJOB MIIHM MPAKTUYECKUX PEKOMEHIANI (BUICOPSN).

3. OdopmieHue npe3eHTauu

OdopmiieHne mpe3eHTaly BKIIOYAET B ce0sl CISAYIOIYIO 00513aTeIbHY0 HHPOPMALIHIO:

TUTyNbHBIN JUCT

- IPEJICTABISAET TEMY JOKJa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3allUTe KypCOBOM WM ITUIUIOMHON paOOThl yKa3blBaeT (PaMUIMIO W MHHULIHAIIBI
HAy4YHOT'O PYKOBOJUTENS WM OpraHU3aluy;

- Ha KoH(epeHuusax 0003HaYaCT JaTy U Ha3BaHUE KOH(EPEHIINH.

[Inan BEICTYIIIIEHUSA

- (hopMyIMpyeT OCHOBHOE COZiepKaHue okiiaaa (3-4 myHKTa);

- (hukcupyeT NopsAA0K U3I0KEHNU HHPOPMALIUY;

ConeprxaHue mpe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMaLHIO;

- WUTFOCTPUPYET OCHOBHBIE TYHKTHI COOOILIEHNUS;

- MOXKET IIPEJICTaBIISATh CAMOCTOATEIbHBIN BapUAHT JJOKJIA/a;

3aBepiieHne

- 0000111a€eT, MOJBOIUT UTOTH, CYMMHUPYET UH(POpMaIIHIO;

- MO>KET BKJIFOUATh CIIMCOK JIUTEPATYpPBI K JOKIALLY;

- COJIEPKUT CJI0Ba 0J1aroJapHOCTH ayAUTOPHUH.

4. Jln3aitH npe3eHTauuu

TexcroBoe oopmienue

° He crout 3amonHaTh cnai CIUIKOM OONbIIUM 00beMOM HH(pOpMaLUK - Ty4Iie
BCEro 3aloMHUHArOTCs He Ooliee 3-X (pakToB, BHIBOJIOB, OMPEIEICHHIA.

. OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

° Kopotkue ¢pa3pl 3amoMuUHAIOTCS BU3YyalbHO Jydine. [IyHKTHI mepedHed He
JIOJDKHBI TIPEBBIIIATE JBYX CTPOK Ha (pasy.

° Haubonpmas »hdexkTuBHOCT, gOCTUTAeTCS TOTJA, KOTJa KIIIOYEBBIE IMYHKTHI
0TOOpaXKaroTcs O OJTHOMY Ha KaXKJI0M OTAEILHOM claiiie

° Ecnu TekcT cocToMT M3 HECKONBbKUX ab3aieB, TO HEOOXOJWMO YCTAaHOBUTH
Kpac-HYyIO CTPOKY U MHTEPBAJ MEXITy a03alaMu.

° KitoueBsie crioBa B ”HGOPMAITMOHHOM OJI0KE BBIIEISIFOTCS [IBETOM, IPUGTOM UITH
KOMITO3UIIMOHHO.

° Nudopmanuio mpennodTuTenbHee pacroyiiaraT TOPU30HTAJIBHO, HamOoJee
BaXXHYIO - B IICHTPE dKpaHa.

° He cnenyer 3moymnoTpeOiasarTh OOJNBIIMM KOJWYECTBOM TPEIJIOTOB, HAPEUHW,
MpUIaraTeabHbIX, BBOJHBIX CIIOB.

° [{udpoBble MaTepHanbl Jydille MPEACTaBUTH B BHUJAE TpapUKOB M JAUATPAMM —
TaONIUIIBI ¢ U(GPOBBIMU JTAHHBIMH Ha CJIaii/Ie BOCIPUHUMAIOTCS TIIOXO.

° Heobxoaumo oOpaTuTh BHUMaHHE HA TPAMOTHOCTh HamHMCaHUsS TekcTa. OmmoKu

BO BECh 3KpaH MPOU3BOIAT HENPUATHOE BIICUATIICHHEC
[pudroBoe opopmienne



o Ipudrer 0e3 3aceuek (Arial, Tahoma, Verdana) uurarotcs sierde, 4eM rpoTECKH.
Henb3st cMemmBaTh pa3iMyHbIe THITBI IIPUGTOB B OJJHON MPE3CHTAIINH.

. [pudToBoii KOHTpACT MOXKHO CO3[aTh MOCPEACTBOM pa3Mmepa IpudTa, €ro
TOJILIMHBI, HauepTaHus, (JOPMbI, HAIIPABJICHUS U 1IBETA;

J Jns 3aronoBka roautcst pasMep mpudta 24-54 myHkra, a ans Tekcra - 18-36
IIYHKTOB.

. Kypcus, nomguepkuBaHue, »KUPHBIN MIPUPT UCIIONB3YIOTCA OTPAaHUUYEHHO, TOJIBKO
JUTSL CMBICIIOBOTO BBbIJIeNIEeHUs (PparMEHTOB TEKCTA.

. JJ11 OCHOBHOTO TE€KCTa HE PEKOMEHIYIOTCSI IPOIMCHBIE OYKBBI.

[{BeToBOE OopMIIEHHE

. Ha oxnowm criaiine He ucnonb3yercs 6osee TpexX BETOB: (OH, 3aroJI0OBOK, TEKCT.

. [IBer mpudTa 1 uBeT GoHA AOIKHBI KOHTPACTUPOBATH — TEKCT JOJIKEH XOPOIO
YUTATBHCA, HO HE pe3aTh IJ1a3a.

. s poHa nmpeAnodTuTENEHEE XOJI0AHBIE TOHA.

. Cy1iecTByIOT He codeTaeMble KOMOWHAIUU 1BEeTOB. OO0 3TOM MOXHO Y3HATh B
CIIELIMAIbHOM JIUTEPATYpE.

. YepHbIHi 1IBET HMMEET HETAaTUBHBIA (MpadHbI) TOATEKCT. benplii Ha dYepHOM
YUTAETCS IIJI0XO.

. Ecnu npesenranus 0omnbliasi, TO €CTh CMBICH Pa3AeTUTh €€ Ha YaCTH C ITOMOIIBIO
[[BETa — Pa3HbIN [[BET CIOCOOEH CO3/1aBaTh Pa3Hblil SMOIIMOHATBHBINA HACTPOA.

. Heunb3s Be1Oupath (hoH, KOTOPBIA COEPKUT AKTUBHBIA PUCYHOK.

KommnosuunonHoe opopmienue

J Crnenyer coOmronaTh enuHbBId CTHIIB odopmiieHHs. OH MOXET BKJIIOYATh
ornpeneneHHbd mpu@T (TapHUTYpa U 1BET), (HOH IBETa WU (HOHOBBIM PUCYHOK, NEKOPATHBHBIN
3JIEMEHT HEOOJIBIIOTO pa3Mepa M T.JI.

° He npuemnemsl cTiiiy, KOTOpble OYAYT OTBJIEKATH OT MPE3EHTALNH.

. KpyrHbie 00beKThl B KOMIO3UIIUN CMOTPATCS HEBAXKHO.

. Bcenomorarensnass  uHdopmarus  (YOpaBisiollMe  KHOMKH) HE  JOJDKHA
npeobiagaTh HaJl OCHOBHOM (TEKCTOM U WILTIOCTpaLuent).

. st cepbe3HOM Mpe3eHTAIluU OTOMPAIOTCS MIA0JIOHBI, BHITIOJHEHHBIE B JCIIOBOM

CTHIIE.
AHUMaImoHHoe oopmIIeHHE

o OcHOBHas pojb aHUMALUUM — JO3UPOBaHMA HHOpManuu. AyauTopus, Kak
OpaBUJIO, Jy4llle BOCHPUHHMAET HWHGPOPMALMIO NOPHHUSIMH, HEOOJIBIIUMH 3pUTEIBHBIMU
dparmeHTamMH.

o AHUManus UCHOJB3YETCsSl Ul TPUBICYECHHUS BHHUMAHUSA WIM JIEMOHCTpAlUU
pa3BUTHSI KaKOro-1mbo mporecca

. He ctout 3m0ynotpedaste aHUMaIMOHHBIMU 3()(PeKTaMH, KOTOPbIE OTBIEKAIOT OT
COJIEpKaHUs WIM YTOMIISIIOT TJ1a3a YUTAOLIETO.

J Oco0OeHHO HEeXenaTeIbHO YacTO€ HCIOJIb30BAHME TaKMX aHWMAIlMOHHBIX
3¢ (}PeKTOB KaK BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBICHHE TEKCTA.

3ByKOBOE OpopMIIEHHE

o My3bIKadbHOE CONPOBOXKICHUE MPU3BAHO OTPa3UTh CYTh MM MOTYEPKHYTh
0COOEHHOCTH TEMBI Cllaiiia MM BCel NMpe3eHTalluH, CO3/aTh ONpPEIETIeHHBIH 3MOIMOHATBHBIN
HAacCTpOM.

o My3bIKy 1e1ecoo0pa3HO BKIOYATh TOT/A, KOTJa Mpe3eHTauus uaer oOe3
CJIOBECHOTO COTMPOBOXK/ICHUS.

J 3BYKOBOE COMPOBOXKICHHUE HCIIOIB3YETCS TOIBKO 10 HEOOXOIUMOCTH, TIOCKOIBKY
naxe (hOHOBas THXasi My3bIKa CO3/1aeT U3JIUIIHUH IIYM U MEIIAeT BOCIIPUATHIO COJICPIKAHUSL.

J Heo6xoanmo BBIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
ClTymiaTesieM, HO He ObUT OTJTyIINTETbHBIM.

I'paduueckoe opopmieHue



J Pucynku, ¢ororpaduu, pauarpamMmbl TPU3BAaHBI  JOMOJHUTH  TEKCTOBYIO
UH(OPMALIKIO WK TiepeiaTh e€ B 6oiee HArJITHOM BUJIE.

. Henb3st npencTaBiisiTh pUCYHKH B (OTO IJIOXOr0 Ka4eCTBa MJIM C MCKaKCHHBIMU
HPOMOPLIUSIMH.
J XKenarensHo, 4YTOOBI U300pakeHHE OBUIO HE CTOJIBKO (POHOM, CKOJIBKO

WUIIOCTpALEed, PaBHOW IO CMBICIY CaMOMY TEKCTY, 4YTOObI IIOMOYb I1O-HOBOMY IOHSTH U
PACKpPBITh €ro.

o Crnenyer m30eraTb HEKOPPEKTHBIX HJUIIOCTPALUi, KOTOpPBIE HEMPABMIIBHO HIIH
JIBYCMBICJICHHO OTPa)Kal0T CMBICI HHPOPMALIUH.
J Heo6xonnmMo 1mo3aboTUTBCS O PaBHOMEPHOM M pallMOHAJIBHOM HCIOJIb30BAHUU

MIPOCTPAHCTBA HA CJIAMJIE: €CJIM TEKCT IMEPBUYCH, TO TEKCTOBOM (PparMEHT pa3MeIIaeTcs B JIEBOM
BEPXHEM YTy, a TpauecKuii pUCYHOK BHU3Y CIIpaBa U HA000OPOT.

. NnmrocTpaniii - peKOMEHIIYETCS  CONPOBOXKIATh  MOSICHUTEIBHBIM ~ TEKCTOM.
[Toxmucn K KapTUHKAM JIy4YIlle BBIIOJHATH COOKY WJIM CHHU3Y, €CIU 3TO TOJHKO HE Ha3BaHUE
caMoro cjianna.

° Eciu rpadudeckoe m3o0pakeHHEe HWCIONB3yeTcs B KadecTBe ()OHA, TO TCKCT HA
9TOM (hOHE JTOJKEH OBITh XOPOIIIO YUTACM.

TabmuIeI ¥ CXEeMBbI

o He crout BCTaBIATh B Npe3EHTALUIO OOJbLIME TAOIMLBI — OHU TPYIHBI IS
BocnpusATHA. Jlyulie 3aMeHUTh uX rpaduKaMu, HOCTPOCHHBIMU Ha OCHOBE 3THUX TAOJIHII.

J Ecnu Bce ke TabnuIly 1MoKaszaTh HAJ0, TO CIEAYET OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK H CTOJIOLIOB, OTOOPAB U Pa3MECTHB TOJILKO CAMbIE Ba)KHBIC JaHHEIE.

o [Tpyr ncnonbp30BaHUMU CXeM Ha ciaijiax HeoOXOAMMO BBIPOBHAThH PsAIbl OJIOKOB
CXEMBI, pacCTOSHHE MeXJ1y OJoKaMu, J00aBUTh COEIAMHUTEIbHBIE CXEMBbl INPU MOMOILU
MHCTPYMEHTOB ABTOQUTYD,

o [Ipr co3maHuu cXeM HYXHO YUUTBIBaTh CBSI3b MEXKJIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CJIM OHU PaBHO3HAYHBI, TO 3aMIOJIHAIOTCS] OTHUM IIPUPTOM, POHOM U TEKCTOM, ECIIH €CTh
nepBOCTENeHHas MH(oOpMaIus, TO OHAa BBLAEISAETCS OCOOBIM CHOCOOOM C  TOMOIIBIO
OpraHU3aI[MOHHBIX JUATPAMM.

Aynano u Busieo opopMiieHre

o Buzneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BAaHBI MOJHOCTBIO HIIH
(parMeHTapHO B 3aBUCUMOCTH OT Lie€JIeH, KOTOpbIE IPECIIEYIOTCS.

. [TponomxutensHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenra
— 4-6 MUHYT.

o Henp3st ucnonb3oBaTh JBa (MiIbMa Ha OJHOM MEpPONPUSATHH, HO IOKa3aTh

(bparMeHTh! U3 ABYX (PUIBMOB BIOJIHE BO3MOXKHO.
IHoaroroBka Kk 3a4éty. ['0TOBUTBCS K 3a4€TY HY)KHO 3apaHee U B HECKOJIBKO 2TanoB. /s

9TOTI'0:

o ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y MOCIE 3aHATHH. ODTO IOMOXET
pa3o0paThCs ¢ HEMOHATHHIMM MOMEHTAMH JIEKIIMM U BOSHUKIIMMH BOIIPOCAMHU, MTOKA €II1e JEeKIHS
CBEXa B MMaMATH.

o berno npocmaTpuBaiiTeé KOHCHEKTHI O Hayajga CIEAYIOWIEro 3aHATHA. JTO
MIO3BOJINT «OCBEXKUTb» MPEIBIAYIIYIO JIEKIUI W IOATOTOBUTHCA K BOCIPUATHIO HOBOTO
MmarepHaa.

o Kaxxayro Heneno 0TBoAUTE BpeMsI U1l IOBTOPEHUS TPONHIEHHOIO MaTepraia.

HenocpeacTBeHHO nipu MOATOTOBKE:

o YropsaoubTe CBOM KOHCIIEKTHI, 3aMUCH, 3aaHHS.

. [IpukuabTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUS KaXI0i dactu (0JI0Ka)
Marepuala, BRIHOCHMOTO Ha 3a4erT.

J CocTaBbTe paciMCaHKe ¢ y4€TOM CKOPOCTH TIOBTOPEHUS MaTepuana, Jisl 4ero

o Pazmenute Bompockl A 3adéra Ha 3HAKOMbBIE (MO JIEKIMOHHOMY KYpCY,

CeMHMHapaM, KOHCIIEKTUPOBAHUIO), KOTOPhIE MOTPEOYIOT JIUIIb OBTOPEHHS M HOBBIE, KOTOPBIE



NpUACTCA OCBaBATh CAMOCTOATCIIBHO. Haunure ¢ Tem XOpommo BaM U3BCCTHBIX U 3aKPCIIUTEC UX C
MOMOIIIbI0 KOHCIIEKTa M y4eOHWKa. 3aTeM IOTOJHUTE CBOM TEOPETHYECKUN Oarak HOBBIMH
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

J [IpaBWIIBHO HCIIONIB3YHTE KOHCYJbTAllMU, KOTOpBIE MPOBOAUT IPENO/IaBaTENb.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAaMOCTOSITENIbHO Bompocamu. Bbl mMoxkere
MOJIYYUTD PAa3bACHCHUC IO MOBOAY CJIOKHBIX, HC 10 KOHIA ITOHATBIX TEM, HO HC paCC‘II/ITBIBafITe
BO BpeMs KOHCYJIbTAl[MU Ha HCUYEPIIBIBAIOIIYIO HH(OPMALIUU MO COAEPKAHUIO BCETO Kypca.



