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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouast mporpamMma rnepecMoTpeHa, 00CykaeHa u o00peHa s peanusaruu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

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

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarorumyeckoro ooOpazoBaHus U

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

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojly Ha 3acefanuu kageapsl Ilemarormueckoro ooOpasoBaHus U

[Iporokon ot 20 . Ne

3aB. kadenpoit C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
y4eOHOM rojly Ha 3aceqanuu kadeapsl Ilemarormueckoro o0Opa3oBaHus U

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

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ooopena s peanusanuu B 2031 - 2032
y4eOHOM To1y Ha 3acenaHuu kagenpel [lemarornueckoro oOpa3oBaHus 1

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

dbopMupoBaHUEe CIOCOOHOCTH UJIEHTU(DUIIUPOBATH HOPMATUBHYIO Cpey s
pealn3aluy pa3InyHbIX HampaBiIeHU NpoecCuOHANBHOMN 1eATeNbHOCTH, pellaTh
npodeccuoHanbHbIe

3aJjaui B COOTBETCTBUU C HOPMATUBHBIMU IIPABOBBIMH aKTaMH B chepe oOpa3oBaHus
1 HOpMaMU Npo¢eCCHOHANTBHON ITUKH, 00€CIIeYBaTh JOKYMEHTAIIMOHHOE COPOBOKICHHE
00pa30BaTeNnbHOM, YIIpaBIeHUYECKON 1 HAyYHO-MCCIIE0BATEIbCKOM 1eATEIbHOCTH
00pa30BaTeNbHON OpraHu3aluu.

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

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

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

[TpousBoacTBEHHAs - IeAarornyeckas IpakThKa

DKOHOMUYECKas IpaMOTHOCTh

IIpaBoBast rpaMOTHOCTh

[Tpon3BoiCTBEHHAs - BOCIIMTATENIbHAS MTPAKTHKA (B KAYECTBE KJIACCHOTO
PYKOBOIHTEIS)

[TpousBoacTBEHHAs - JETHSIS MIeJaroruueckas npakTuka

WHocTpaHHbI 361K B PO ECCHOHATIbHOW KOMMYHHUKALIUN

3HaHus (YMEHUs, BIa/IeHNUs ), IOTYYECHHbIE IPY U3yYEHUU JTaHHOM UCIUIUINHBI
OyayT HEOOXOAUMBI JJIsl U3YUYEHHUS JUCIUILINH/TIPAKTHK:

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

BeinonHenue u 3amura BbITYCKHOM KBaTM(UKAITMOHHON paOOThI

[TonroroBka k caue u cjaya rocyJapCTBEHHOTO 3K3aMeHa

ITpon3BoaCTBEHHASA-IPEAANUIITIOMHAS TPAKTHKA

VYyeOHas - nepBble JTHU peOeHKa B IIKOJIE

[Mudposast KynabTypa negarora

3 KomnereHuuu o0y4armoinerocsi, opmupyembie B pe3yJjbTaTe 0CBOECHUSI

AUCHUTLUIMHBI (MOYJIsI) M IJIAHUPYEeMbIe Pe3yJIbTAThI 00yUeHu sl

B pesynbrare ocBoeHus nucuuiuinebl (Moayisi) «HopmaTuBHO-paBoBOE
obecrieueHre yrpaBieHHs] 00pa30BaHUs C MPAKTHKYMOM I10 JICTyITPOU3BOJICTBYY
oOydJaronuiics JoKeH 00Ja1aTh CIETYIONUMA KOMITETCHITUSIMU:

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

[TIK-2 Crioco6en k peanu3aiuy mporpamm JAesITeIbHOCTH 00pa30BaTEIbHON OpraHu3aIlii,
HaIpaBJIEHHBIX Ha CO3/laHne Oe30macHO 1 KOMGOPTHOM TSl 00yUaAOIIUXCS
0o0pa30BaTeNnbHOM cpejibl

[1K-2.1 Pa3pabarbiBaeT miaHbl, KOHCIEKThI, TEXHOJIOTMYECKHE KapThl MO
npeaMeTam NpoQuIbHON MOATOTOBKU U MPOTrpaMMbl BOCIIUTATEIbHBIX
MEpPONPUATHI ISl HAYAIbHOM IIKOJIBI

I1K-2.2 [Tonbupaet, 0OBACHSET 11€71€C000pa3HOCTh U OI[CHUBAET
Ne1arornyeckre TEXHOJIOTHH € TIO3ULIMHU o0ecrieueHus: 6e30nacHoi u
KOM(OPTHOM 1 00y4aromuxcs 00pa3oBaTeIbHON CPebl




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

HHUCJIIC:

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

— aynutopHas — 48 akajl. 4acos;

— BHeayauTopHas — 0,1 akan. 4acos;

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

@dopma arTecTaluy - 3a4eT

AynuropHas % o
KOHTaKTHas paboTa E z dopma TeKyIero
= =
= B aKaJ. yacax 3] Bn KOHTPOJIsS
Pasnen/ tema 3 ( A ) 82 A . P Koz
g & © | cCaMOCTOSITENbHON | yCIIeBaeMOCTH U
JUCLUATUINHBI 3 [~ . | xommerenumu
O g g paboThI MIPOMEKYTOUHOH
nmab. | mpaxT.
Texk. P e aTTeCTaluu
3aH. 3aH. | U &
1. Paznen 1. HopmarusHo-
IpaBoOBOE 0OecreueHre
YIpaBJIEHUYECKON AEATENbHOCTH B
o0pa3oBaTenabHON OpraHu3anuu
Nzyuenue
TEOPETUYECKON U
MPAKTUYECKON
JIUTEPATYpPHI 110
TeMe
Pabora ¢ Onpoc
1.1 IpuHIUTTET JomanrHee
UH()OPMAIIMOHHO-
OpraHu3aluy HOPMaTHBHO- DABOBBIMIL MIPAKTUYECKOe
MpaBoOBO 0a3bl P 3amanue 1 TIK-2.1, TIK-
. 18 2 noprajamu
00pa3oBaTebHOM apart Tecr 1 2.2
nesitensHOCTH B Poccuiickoit Konc J'IETaH”}HJ'HO KonTponsnas
Oenepanyn Y pabota
¢, Pocapxus. SK3aMeH
Brinonxenue
KOHTPOJIbHOM
paboTHI
IToaroroBka k
8 TECTHPOBAHHIO
Nzyuenue
TEOPETUIECKON U
MIPaKTUUECKOU
JIUTEPATYPHI 110
1.2 CocTaB JOKaIBHBIX pT elxzs Ormpoc
MPaBOBbBIX aKTOB PaGora ¢ JloMaiHee 3ananue
00pa3oBaTenbHOM 2
p HH(POPMAILTMOHHO- IK-2.1, TIK-
OpraHu3allky. 16 59 Tecr 1
MIPaBOBBIMHU 2.2
IOpununueckas cuna HOPTATAMMI KonTponshas
yIpaBJIeHYECKUX 1% AHT pabora
JIOKYMEHTOB. PanT, OKk3aMeH
Koncynprantllmo
¢, Pocapxus.
Brimonnenune
KOHTPOJIBHOH




paboThI
IToaroroBka k

TECTHUPOBAHUIO
HWroro no pazaeny 34 79
2. Paznen 2. Oprannzanus
JIeNIONIPOU3BO/ICTBA
00pa3oBaTeNbHBIX YIPEIKICHUIX
Nzyuenue
TEOPETUIECKON U
TIPaKTHIECKOI
JUTEPATypHI 110
Teme
Omnpoc
Pabora c I[OMaIiHHee
2.1 Ocobennoctu UH(OPMaIIOHHO-
OpraHu3aluu MIPaBOBBIMH MPAKTHTICCKOC
P P sazane 3 MK-2.1, TK-
JIENIONIPOU3BOJCTBA 6 2 HopTagaMu
. Tecr 2 2.2
00pa3oBaTesbHOM Tapasnr,
KontponbHas
OpTraHu3aIi Koncynprantllmo aGora
¢, Pocapxus. P
OK3aMeH
Brinonnenne
KOHTPOJIBHOMN
paboThI
[loaroroska k
TECTUPOBAHHIO
Nzydenne
TEOPETUUECKON 1
MPaKTHYECKOU
JUTEPATYPHI 110
Teme
Omnpoc
Pabora ¢ b
JlomarnHee
UHPOPMAITUOHHO-
2.2 JIokyMeHTHpOBaHUE MIPaBOBBIMHU MPAKTHICCKOC
2 AOKYMEHTIPS b sananne 4. TK-2.1, TIK-
00pa3oBaTebHOM 2 10 nopTanaMu
Tect 2 2.2
JIeSITeIbHOCTH l'apanr,
Kontponbhas
Koncynbrantllno
pabora
¢, Pocapxus.
OK3aMeH
Brinonnenne
KOHTPOJIbHOM
paboThI
Iloaroroska k
TECTUPOBAHHIO
N3ydenue
TEOPETUIECKON U
MPaKTUYECKON
JUTEPATYPHI 110
paryp 3acnymmBaHue
reme JIOKJIa10B
PabGora ¢ CTYIEHTOB
2.3 Ocobennoctu “HPOPMALMOHHO- Y
JIOKYMEHTHUPOBAHUS MIPaBOBBIMHU Homarnzee
Y p . P MPAKTHIECKOE TIK-2.1, TIK-
TPYAOBBIX OTHOLIEHUH B 2 2 MopTanaMu
o 3aJaHKe 5 2.2
00pa3oBaTenbHOM lapasnr, Tecr 2
OpraHHu3aIyu Koncynbrantllnto
Kontponbnas
¢, Pocapxus.
pabora
Beimonnenne
o OK3aMeH
KOHTPOJIbHOU
paboTb
INonroroska x
TECTUPOBAHUIO
2.4 Ctpykrypa N3y4enue 3acnymumBaHue
JIOKYMEHTAJILHOTO ()OH/Ia 4 2 TEOPETUIECKON U JIOKJIaJIOB TIK-2.1, TIK-
00pa3oBaTesbHOM MIPAKTUYECKOM CTYICHTOB 2.2
JUTEpaTypHI IO Jomamraee

OpraHu3alku.




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




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B npouecce o0yueHus 1o JUCHUILUIMHE IPUMEHSIOTCS CIEAYIOIINE TEXHOIOTHH.

1. TpaguumonHsie 00pa3oBaTENbHBIC TEXHOIOTHUH, IPEAIOJIATAIOUINE TPSIMYIO
TPAHCIIALUIO 3HAHUH OT PEnoaBaTess K CTyIeHTY (IPEUMYIIECTBEHHO HAa OCHOBE
O0BSICHUTENIbHO-WILTIOCTPATUBHBIX METOAOB 00y4deHHUs). YueOHast IeATEIbHOCTh CTyIEHTa
HOCHUT B TaKHUX YCIIOBHSX, KaK MPABUIIO, PETIPOYKTUBHBINA XapaKkTep.

@®opMbl yUeOHBIX 3aHATHI C NCIOJB30BAaHUEM TPAJULIMOHHBIX TEXHOJIOTUM:

[IpakTHyeckoe 3aHsTHE, TOCBSIIEHHOE OCBOCHNIO KOHKPETHBIX YMEHU M HABBIKOB
0 MIPEUIOKEHHOMY aJIITOPUTMY.

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

DopMbI YIeOHBIX 3aHATHH C UCTIOIB30BAaHUEM TEXHOJIOTHI MPOOIEMHOTO 0O0yUCHHUS:

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

[TpakTHyeckoe 3aHsATHE HA OCHOBE Kelc-MeTo1a — 00yueHUe B KOHTEKCTe
MOJICJINPYEMOI CUTYalLllH, BOCIPOU3BOIAIIEH pealibHbIE YCIOBUS HAYYHOM,
IIPOM3BO/ICTBEHHOM, 001IeCTBEHHOH esaTesibHOCTH. O0yJaronuecs JOIKHBI
[IPOaHAIM3UPOBATh CUTYALHIO, Pa300paThCs B CyTU Npo0IeM, IPEJIOKUTh BOZMOKHBIE
pereHust ¥ BIOpaTh Jiyuniee u3 HUX. Kelicel 6a3upyrorcs Ha peabHOM (PaKTHYECKOM
MaTepHale UM ke NPUOIMKEHbl K pealbHOM CUTyalUH.

3. TexHoMOrMM NPOEKTHOTO OOYUEHUs — OpraHu3alHsi 00pa30BaTENIBLHOrO MpoLecca B
COOTBETCTBHUH C AJITOPUTMOM MO3TAIMHOTO PEIIEHUs MPOOIEMHON 3a1a4y UITH BBITIOJTHEHUS
yueOHoro 3ananus. [IpoekT npenmnonaraeT COBMECTHYIO yueOHO-TI03HABATENbHYIO
JeSITebHOCTD IPYIIIBI CTYACHTOB, HAIIPABJICHHYIO Ha BIPA0OTKY KOHLIEIINH, YCTAHOBJICHUE
1esel u 3a1a4, GOpMYIHPOBKY OXKHJIAEMBIX PE3YIbTATOB, ONPEIEICHNE IPUHIIUIIOB U
METOMK pellIeHHs TOCTAaBICHHBIX 33/1a4, IUTAHUPOBaHHUE X0a PadOThl, HOUCK JOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MOITANHYIO PEAIN3ALUIO TUIaHa pabOoThI, TPE3EHTALUIO
pe3yabTaToB paboThI, UX OCMBICIEHHE U PEIIKCHIO.

WMHpopMannOHHBIN MPOEKT — y4eOHO-TI03HABATENbHAS 1EATEIbHOCTD C SIPKO
BBIPQ)KEHHOW 3BPUCTHUECKON HANPABIEHHOCTHIO (MTOMCK, OTOOP U CUCTeMaTH3alHs
nH(pOpMaIUU O KAKOM-TO 00BEKTE, 03HAKOMJICHHE YYaCTHUKOB IPOEKTa C 3TOU
uHpopManuen, ee aHaiau3 U 00001IeHNe JUIsl TPe3eHTaK 00JIee MUPOKOM ayAUTOPHH).

5. IHdopManmoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTUH —
opraHu3zaiys 06pa3zoBaTeIbHOTO MPOLECcca, OCHOBAHHAS HAa TPUMEHEHUN
CMELUANN3UPOBAHHBIX MPOIPAMMHBIX CPEJl U TEXHUYECKUX CPEJCTB paboThI ¢
uHpopmanueit. UHTepHEeT-TeXHOIOTHS (CeTeBast TEXHOJIOTH ), OCHOBAHHAS Ha
MCIOJIb30BAHUU II100ATBHBIX U JIOKAJIBHBIX KOMIIBIOTEPHBIX CETeH, 00ecreunBaeT 10CTymna
o0yyaromuxcs K HHGOPMallMOHHBIM 00pa30BaTeIbHBIM pecypcaM U GopMHUpYyeT
COBOKYITHOCTb METOAMYECKHX, OPraHU3allMOHHBIX TEXHUUECKUX U MPOIPAMMHBIX CPE/ICTB
peanu3aly U ynpaBieHUs y4eOHbIM IPOIIECCOM HE3aBHCUMO OT MECTOHAXOKICHHUS €T0
CyOBEKTOB JUISl JUCTAHIIMOHHON MOIEP>KKH 00pa30BaHMsl CTYJJCHTOB C OTPAaHUYECHHBIMU
BO3MOKHOCTSIMH 3/I0POBbsI, OJTAPEHHBIX CTYJCHTOB, OpPraHU3allUU AUCTAHIIMOHHOTO
KOHTPOJISl 3HAHUU CTY/IEHTOB U MPOBEACHUS 3aHATHI C UCTIOIB30BaHUEM JUCTAHIIMOHHBIX
00pa30oBaTeNbHBIX TEXHOJIOTUH JUIsl MPOIMYCKAIOIIMX ayAUTOPHBIE 3aHATHS 10 IPUYMHAM
6ome3an. opmbl yUeOHBIX 3aHATHN C UCIIOJIB30BaHUEM WH()OPMAITMOHHO-
KOMMYHHUKAI[MOHHBIX TEXHOJIOTUI: MPAKTUUECKOE 3aHATHE B (hOpME NPE3CHTALUH —
IIPEJCTABICHUE PE3YJIbTATOB IPOSKTHON WM MCCIIEN0BATENBCKOM 1€ TENTbHOCTH.



6 YueOHO-MeTOqMYECKOE 0OOecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaroImXxcst

[TpencraBieHo B npuioxeHuu 1.

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

8 YuedHO-MeTOAHNYECKOE U HH(POPMAIIHOHHOE 00ecTieYyeHne TUCIUIIHHbI

a) OcHoBHas JIMTepaTypa:

1.Kopuees, 1. K. [lJokymeHTHpOBaHUE yIIPABICHYECKON ACATEIHHOCTH | YICOHUK JJIS
By30B / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u 1om. —
Mocksa : M3natenscTBo FOpaiit, 2024. — 438 c. — (Bricmee obpazoBanue). — ISBN 978-5
-534-16001-7. — Texkcr : anexTponHsiii / OOpa3zoBarenbHas miaTdopma FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/536393 (nara obpamienus: 24.02.2026).

2.Kopnees, 1. K. JlokymeHTallMOHHOE 0OecTieyeHe YIpaBIeHus : y4eOHUK U
MIPAKTUKYM I cpeiHero npodeccuoHanbHoro oopasosanus / U. K. Kopuees, A. B.
[Tmenxo, B. A. Mamrypues. — 3-e u3f., nepepad. u gon. — Mocksa : U3naTenbcTBo
HOpaiit, 2024. — 438 c. — (IIpodeccuonanpHoe odpazosanue). — ISBN 978-5-534-16002-
4. — Texcr : anexkTpoHHbIH // OOpa3oBarensHas miatdopma KOpaiit [caiit]. — URL:
https://urait.ru/bcode/539262 (mara obpamenus: 24.02.2026).

3.Huxomoxkun, C. B. IIpaBoBoe obecnieuenne npodeccuoHaIbHOM eATeTbHOCTH :
yuebnuk i By3oB / C. B. Hukomrokun. — Mocksa : M3parensctBo HOpaiit, 2024. — 248 c.
— (Bpicmiee obpazoBanne). — ISBN 978-5-534-15164-0. — TekcT : aneKTpoHHBIH //
OopasoBarenbHas miaThopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/544407 (nata
obpamenus: 24.02.2026).

0) lonoJiHUTe/ILHAS JIUTEpPaTypa:

1.ABepbsaHoBa, T. A. JIoIDKHOCTHBIE MHCTPYKLIUHU CIIELUAIMCTOB CHCTEMBI
oOpa3zoBanus : yueOHO-MeToauyeckoe nmocodbue / T. A. ABeprsinoBa ; MI'TV. -
Maruurtoropek : MI'TY, 2017. - 1 anektpos. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 3KpaHa.
- URL.: https://magtu.informsystema.ru/uploader/fileUpload?
name=3168.pdf&show=dcatalogues/1/1136543/3168.pdf&view=true (1ara obpamicHus:
12.04.2024). - MakpooObeKT. - TeKCT : aMeKTpOHHBIN. - CBeIeH s TOCTYIHbI Takxke Ha CD

2. ABepbsHoBa, T. A. YnpasneHue cucreMamMu 00pa3oBaHus : yueOHO-METOANYECKOE
nocobue / T. A. ABeprsinoBa ; MI'TY. - Marautoropck : MI'TY, 2017. - 91 c. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=2702.pdf&show=dcatalogues/1/1131709/2702.pdf&view=true (nata obparieHus:
12.04.2024). - MakpooObeKT. - TeKcT : 2IeKTpOHHBIN. - FIMeeTcs medaTHbIi aHaJIoT.

3.Annpeesa, C. JI. Opranusaius paOoTbl ¢ OOpaIeHUsIMHU TPaXKAaH : yueOHO-
metoaunueckoe nocodue / C. JI. Aunpeesa ; MI'TY. - Maruutoropck : MI'TY, 2016. - 1
anekTpoH. ont. auck (CD-ROM). - 3arn. ¢ tutyin. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=2950.pdf&show=dcatalogues/1/1134762/2950.pdf&view=true (nata oOparieHus:
24.02.2026). - MakpooOBeKT. - TeKcT : aeKTpoHHBIN. - CBeeHus AoCcTymHbI Takke Ha CD-
ROM.

4. baraytnunosa, C. @. YrpapiieHHe JOUIKOJIbHBIM 00pa30oBaHueEM : yueOHOe
nocobue / C. ®. barayraunosa ; 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 (nata
obparnienus: 24.02.2026). - MakpooObeKT. - TEKCT : 3IeKTpOHHBIN. - CBeIeHUS TOCTYITHBI
takxe Ha CD-ROM.



5. baneiackas, H. P. IIpaBoBoe perynupoBaHue TpyJa roCyAapCTBEHHBIX U

MYHUIUTNATBHBIX CTyXalmXx : yueoHoe nmocobue / H. P. banbiackas, JI. M. Paxumosa,
B. M. T'adypona ; MI'TY. - Marautoropck : MI'TY, 2017. - 1 anekrpos. ont. auck (CD-
ROM). - 3arn. ¢ Tutyi. skpana. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=3205.pdf&show=dcatalogues/1/1136718/3205.pdf&view=true (nara obpaieHus:
24.02.2026). - MakpooOBeKT. - TekcT : aeKkTpoHHBbIN. - CBeeHus oCcTynHbI Takke Ha CD-
ROM.

6. Oneitnuk, E. B. HopmatuBHO-IIpaBOBOE U METOAMYECKOE 0OecrieueHne
WHKITIO3UBHOTO 00pazoBanus : yuebHoe mocodbue [nms By3oB] / E. B. OneitHuxk ;
Marnuroropckuii roc. rexuudeckuid yH-T uM. I'. 1. HocoBa. - Marnuroropck : MI'TY um. T
W. Hocoga, 2019. - 1 CD-ROM. - ISBN 978-5-9967-1668-5. - 3aru. ¢ Tutyn. ’kpana. -

URL : https://magtu.informsystema.ru/uploader/fileUpload?
name=3940.pdf&show=dcatalogues/1/1530515/3940.pdf&view=true (nara obpaieHus:
24.02.2026). - MakpooOBeKT. - TekcT : aneKkTpoHHbId. - CBeleHus 0CTyHbI Takke Ha CD-
ROM.

7. Boskosa, B. b. OcHOBBI genonpon3BoicTBa : yueOHOoe ocodue / B. b. Boskosa,
M. B. KpuBonuisikoBa. - Marautoropek : MI'TY, 2013. - 1 anextpon. ont. quck (CD-
ROM). - 3arn. ¢ Turyi. akpana. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=1037.pdf&show=dcatalogues/1/1119335/1037.pdf&view=true (1ara obpareHus:
24.02.2026). - MakpooOBeKT. - TekcT : aneKkTpoHHbId. - CBeeHus A0CTyHbI Takke Ha CD-
ROM.

8.Koxymikoa, H. B. Ctpykrypa nokymenTta. CucTeMbl JOKYMEHTAIUH.
YHupHUIUpoBaHHAsI CHCTEMa OPraHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIMH: 00IIHe
TpeOOBaHUs K COCTaBIIeHUIO U oopmiteHuto : yuebHoe nocodue / H. B. Koxxyikosa ;
MI'TYVY. - Marautoropck : MI'TVY, 2016. - 1 snextpoHn. ont. auck (CD-ROM). - 3ari. ¢
Uty 9kpana. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true (1ata obpareHus:
24.02.2026). - MakpooOBeKT. - TeKcT : AeKTpOHHBIN. - CBeIeH s OCTYIHBI Takxke Ha CD-
ROM.

B) MeTonnueckne yKa3anus:
IIpencrasnens! B [Ipunoxennn 3

r) [IlporpammHuoe odecnieuenne u UHTEepHeT-pecypcehl:

IIporpammHoe obecnieuenune

Haumenosanue .
1o Ne norosopa Cpoxk neicTBUS TUIICH3UH
7Zip cB00OOTHO pacnipocTpansemoe [10 06eccpovHO
FAR Manager cB0OOIHO pacnpocTpansemoe [10 0eccpovHo
Bpayzep Yandex |cBoOonHO pacmpoctpansemoe [10 6eccpodHo

Ipodeccnonanbubie 0a3bl JAHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMBI

HasBanwne kypca Cchlika

®DenepanbHbIi 00pa3oBaTENbHBIN TOPTAT — DKOHOMHKA.
Conyosiorusi. MeHeKMEHT

http://ecsocman.hse.ru/




OnekTpoHHas 0a3a nepuoauueckux n3nanuii East View
Information Services, OO0 «MIBUC»

https://dlib.eastview.com/

(PMHII)

HaI_[I/IOHaJ'IBHaH I/IH(bOpMaI_II/IOHHO'aHaJ'II/ITI/I‘ICCKaH
cucrema — Poccuiickuit HNHACKC HAYYHOI'O HUTUPOBaHUA

URL:
https://elibrary.ru/project_risc.
asp

Poccwiickas 'ocynapcrBennas 6ubnnoreka. Karamoru

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

HocoBa

DnexTpoHHbIe pecypcbl oubmroreku MI'TY um. ..

https://host.megaprolib.net/M
P0109/Web

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUIIMHBI (MOYJIs1)

Y4eOHbIe ayTUTOPUH TSI TPOBEICHUS
JUCTAHIIMOHHBIX 3aHITUH
JIEKIIMOHHOT'O THUIIA

LlenTp JUCTAHIIMOHHBIX
00pa3zoBaTeNIbHBIX TEXHOJIOTUI

Cron KOMITBIOTEPHBIH, CTOJI TUCHbMEHHBIH, CTYJ O(UCHBIH,
JOKyMeHT-Kamepa Epson, nucrounuk 6ecriepe0oitHOro muTaHust
POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3petieHus,
KOMITBIOTEp TIEPCOHANBHBIH (THIIB), TPOSKTOP
ViewSonicPJD7526W, cniukepdon HacTonbHbIi Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cuctema akyctuueckas
HACTOJIbHAS, CTEPEOrapHUTYypa (MHUKPOQOH C
HIyMOIIOIaBlicHuEM), FkpaHHacTeHHbDIgis Optimal-C MW
DSOC-11032*2

Y4eOHbIC ayTUTOPUH IS TPOBEIACHHUS
MPAKTUYCCKUX 3aHATUN, TPYTIIIOBBIX U
WHJIUBUIYAJIbHBIX KOHCYJIbTALUM,
TEKYUIEro KOHTPOJIS U
MPOMEKYTOUHOM arTecTauuu

Cron KOMITBIOTEPHBIN, CTOJ MUCHMEHHBIH, CTYJ O(HUCHBIH,
JIOKyMeHT-kamepa Epson, ucrounrk 6ecriepeOOiHOTO MUTaHUS
POWERCOMIMD-1500AP , xamepa BBEICOKOTO pa3pelieHus,
KOMITHIOTED MEPCOHATBHBIN (TUTIO), TTPOSKTOP
ViewSonicPJD7526W, cniukepdon HacTonbHbIi Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTEPEOTAPHUTYPa (MUKPOQOH C
[IyMOTIOIaBJICHHEM ), SKpaHHacTeHHbIHDIgis Optimal-C MW
DSOC-11032*2

TlomMemienus nj1st caMOCTOATEIILHOMN
paboThI 00yUarOIITUXCS

[Mepconasnbhbie KOMIBIOTEPHI ¢ Taketom MS Office, Beixoaom
B VIHTEpPHET U C JOCTYIIOM B JJICKTPOHHYIO
nH(OPMAITMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[Momerenue aJ1st XpaHEHHs 1
npoGHIAKTHIECKOT0 00CITyKHBAHUSI
y4eOHOro 000pyI0BaHMsI

Crennaxu Ui XpaHeHHs y9eOHO-HATIISITHBIX TTOCOOUH 1
y4e0HO-METOAMYECKON JOKYMEHTAIIHN.

IIpunoxenne 1

YueOHO-MeTOANYeCKOE o0ecTeYeHrne CAMOCTOSITEIbHOI padoThl 00y4yaromuxcst

Jlomaminee 3axanmne 1

[ToBTOPUTH MPUHLMIIEI OpraHU3allMd HOPMATHBHO-TIPABOBOH 06a3bl 00pa3oBaTeNbHOU
nestenpHOCTH B Poccniickoit deneparum.

ITons3ysce

MH(POPMALIMOHHO-TIPABOBBIM

MOPTaJIOM Koncynprantlitoc

(http://www.consultant.ru/) wmeHTHGHUIHPOBATF HOPMATHBHYIO Cpeay s 0oOpa3oBaTeabHOMR
OpraHu3aIy OJTHOTO U3 THIIOB (110 BBIOOPY cTyeHTa). CIIUCOK AEHCTBYIOUINX MPABOBBIX aKTOB U

HOPMAaTUBHO-METOAUYCCKHUX JOKYMCHTOB

HOPMAaTUBHOM CPEJIbI.
Pexomenoauyuu:

AOJDKEH  OTpaXaTb

YPOBHEBYIO  OpTaHU3AIHUIO

1. I3yunts crathio 23 «Tumbl 00pa3oBaTeNbHBIX opranuzanuiiy degepanbHOro 3akoHa ot

29.12.2012 N 273-®3 (B [neWCTBYIOIIECH pEIaKIum)

"O6 obpazosanuu 6 Poccuiickoti




@edepayuu”. Boidpats oauH u3 Tuno. CoriacoBaTh BbIOOp ¢ MpemnojaBaTesiieM (THUIBI HE
JTOJI’KHBI IOBTOPSITHCS).

2. U3yuuts TpeboBanus @3 «06 obpazosanuuy», Kacarolrecs BCeX BUI0B ACATEIbHOCTH
o0Opa3oBaTeNbHON oOpraHu3aluu BbeIOpaHHOro Tuma. OmNpenenuTh COCTaB JOKYMEHTOB,
pPErIaMEHTUPYIOIIUX €€ JESATENIbHOCTb, IPEICTaBUB €ro B BUJE MEPAPXUUECKOrO CIIMCKA
HWCTOYHUKOB 4-X YPOBHEH:

1) mpaBoOBbIE aKThI, H3aBaEMbl€ BHICIIMMH TOCYIapCTBEHHBIMU OpraHaMu (QenepaibHOi
3aKOHOJATEIbHOW BJACTU U BBICHIMMH opraHamu ynpasieHus (KoHcTuTyuus, KOAEKCHI,
denepanbable KOHCTUTYLHHMOHHBIE 3aKoHBI (PK3), denepanpubie 3akoHbl (DP3), MOCTAHOBICHUS
IIpaButenscTBa, yrassl [Ipesunenra PO);

2) mpaBOBbIe aKThl, W3JaBaeMble (eAepalbHBIMU OpraHaMU HCIOJHHUTEIBHON BIACTH:
MUHUCTEPCTBAMHU, KOMHUTETaMH, BEJOMCTBAMHU KaK OOIIEOTPAcIeBOro, TaK U BEJOMCTBEHHOTO
xapakTepa (IIpHUKa3bl MUHUCTEPCTB, BEIOMCTBEHHBIX KOMHUTETOB, CIIyX0, areHTCTB, OI0pO U 1Ip.;
WHCTPYKTUBHBIE TIChbMA, TUIIOBBIE TIOJI0KEHUS, TUTIOBBIE U TEXHUUYECKUE PETJIAMEHTHI, TUTIOBBIE
WHCTPYKIIUU ¥ JIp., OOIIepOCCHIICKIEe W BeJOMCTBEeHHbIE Kiaccupukaropel, ['OCTrI, nepeunu
TUIIOBBIX JIOKYMEHTOB U JIp.);

3) npaBOBBIE aKTbl, U3/IJaBAEMbIE OPraHaMU 3aKOHOJATEIbHON M UCIIOJHUTEIBLHOM BIACTH
cyObekToB PD M UX TeppUTOpUATBHBIX 00pa30BaHM (3aKOHBI MOCTAHOBJICHHS MPABUTEIHCTBA
cyobekToB P®, pacnopsykeHHS UM TIOCTAHOBIICHUS TIJIaB aJMUHUCTpAlUi, pa3n4yHbIe
MIOJI3aKOHHBIE AKTHI);

4)noKalbHbIE aKThl, NMPABOBbIE AKThl HOPMATHUBHOTO U WHCTPYKTHUBHOTO Xapakrepa, a
TaKXKe METOAMYECKHE JOKYMEHTHI II0 JIOKyMEHTAIlHOHHOMY OOECIICYCHUIO YIPABICHHUS,
U3JIaBaeMble PYKOBOJCTBOM 00pa3oBaTeIbHON OpraHu3anuu (YCTaB, MOJO0KEHUs, HHCTPYKIUH, B
TOM 4YHUCJI€ MHCTPYKUMHM (IIpaBWiia) MO JEJIONPOU3BOJACTBY  OpraHu3aluu, Tadenu
yHUGDUIIPOBAaHHBIX (POpM, anbOOMBI OJAaHKOB, TMOJOXKEHUS O JIENONPOM3BOJCTBE, O paboTe ¢
NEPCOHAIBHBIMU JIaHHBIMU U ITPOYHE OPraHU3alMOHHO-TIPABOBbIE JIOKAJIBHBIE AKTHI).

3. Bce mnepeuncisieMble JAOKYMEHTBHI JOJDKHBI COAEP)KaTh HICHTU(DUIUPYIOIIUE UX
PEKBHU3UTHl (HaMMEHOBaHHE JOKYMEHTa, JaTa W3/aHus, KeM YTBEpXKJIEH, Jara IocieaHei
peaaKuum)

Jlomaminee 3aganue 2

1. U3yuuts cratbio 30 «JlokambHbIe HOPMATUBHBIE aKThI, COJIEPIKAIINE HOPMBI, PETYTUPYIOLTUE
oOpa3oBatenbHble OTHomIeHUs» DenepanpbHoro 3akoHa ot 29.12.2012 N 273-®3 (B
neiictByromeit penakimu) "O6 odpasoBanuu B Poccuiickoii @eneparn”

2. OTBETUTH Ha BOIIPOCHI:

K xakoil rpynme ympaBIEeHYECKHX JTOKYMEHTOB OyIyT OTHOCHTBCS JIOKAJbHBIE aKThI
o0pa3oBaTeNnbHOI opranuzauun?

Kakue 1oxyMeHThI 17151 00pa30BaTeIbHON OpraHU3alUH SIBISIFOTCS yUPEIUTEIbHBIMU?
3. CocTaBbTe CIUCOK JIOKAJIBHBIX aKTOB JIJIsl 00pa30BaTeIbHBIX OpraHU3aluii BEBIOPAHHOTO THIA.

4. ITonw3ysich (a) Ilepeunem munogwix ynpasieH4eckux apxXusHulx OOKYMeHmo8, 00pasylouuxcs 6
npoyecce 0esiMeNbHOCMU 20CYOAPCMBEHHBIX OP2AHO8, OP2AHO8 MECMHO20 CAMOYNPAGIEHUS U
opeanu3ayull, ¢ yKasanuem cpokos ux xparenusi, yme. Ilpuxazom Pocapxuea om 20 dexaops 2019
2. No 236, (06) Ilepeunem Ooxymenmos co cpokamu xpaumerus Munucmepcmea npoceewjeHus
CCCP, opeanos, yupesxcoenuil u opeanusayuil e2o cucmemvl, yme. Ilpukazom Munucmepcmea
npocsewenusi CCCP om 30 oexaops 1980 200a N 176; (B) Ilpunoxenuem 18 «lIpumepHas
HOMEHKJIaTypa Jiel 00meo0pa3oBaTelnbHOrO YupexiaeHus» kK [lucoemy Munucmepcmea



oopaszosanusi Poccuiickot @edepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomeHoayusax no pabome ¢ OOKYMeHmMaMu 6 00ueodpazo6amenbHblx YUpescOeHUsxy,
OIPENEIUTh CPOKH XPAaHCHHS Il BCEX JOKYMEHTOB M3 CIIMCKA, YKa3aB CTAThIO W ITYHKT TOJ
[lepeuns, Harpumep:

Ne TunoBoe HaumeHoBaHue | Cpok xpaHeHust | Ne craTbu [Iepedyenn
n/n JIOKQJIBHOTO aKTa

17 YyeOHbIC TIJIaHBI U [TocTostHHO 603 [Tepeuenn 1980
MIPOrPaMMBbI KypCOB
MOBBILICHUS
KBaJTM(UKAIMN YUUTEICH,
BOCITMTATEIICH,
paboOTHUKOB
BHEIIKOJIbHBIX
YUPEKIAECHUM, IPOrPAMMBI
JUISL CaMOOOpPa30BaHUS

18

Jlomaminee 3aganue 3

1. U3yuuts Ilpuxaz Pocapxusa om 11.04.2018 N 44 "O6 ymeepowcoenuu IIpumeproii uncmpykyuu
nO 0e1onpou3800cmey 8 20CcyoapcmeenHvlx opeanuzayusax” (3aperucTpupoBaHo B MuHIocTe
Poccun  17.08.2018 N 51922) B cucreme Koncynprantllnroc —wWww.consultant.ru
http://www.consultant.ru/document/cons_doc_LAW 305137/

2. OtBeTHTH HA BOIIPOCHI U IPCACTABUTH UX B CBO6OI[HOI>1 qaCTHu Ta6J'II/II_U>I.

Ne Bomnpoc OTtBer
ILm.

JlokymeHT0000pOoT MY BKITIFOUAET MOCIIEI0BATEILHOCTh
[epeMenIeHn i JOKYMEHTOB, a TaK)Ke OIEPaLMH, COBEPIIAEMBbIE C
JMTOKYMCHTAMH B IIPOLECCCC UX CO3JaHUA U UCITOJTHCHUS. Hazosure
BTH OMepaltH.

2 Ha xakue npUHIUITBI OMUPAETCS OPraHu3alMs JOKyMEHTO000poTa
B MV?

3 Kak BeyT yder JokyMeHToobopota B MY?

4 Kakre JOKyMEHTHI TIOMAar0T B COCTaB BXOISIINX M UCXO/ISIIIX
ITOKYMEHTOB IrOCY/IapCTBEHHOW OpraHu3anuu?

5 Uto Takoe «MOIJ10»?

6 YTO BXOJUT B MOHATUE «KOPPECTIOHACHIINS» FOCY1apCTBEHHON
OpraHu3anum’?

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

8 [TprkazaM 1 pacriopsiKEHHUSIM 110 OCHOBHOM JIEATEIbHOCTH B

rOCYJapCTBEHHOI OpraHu3alyy NpUCBAaNBAIOTCS MOPSAKOBbIE

HOoMepa? Clenyer JIn X PeruCTPUPOBAThH B OTACIHHO, B Pa3HBIX
erUCTPAIIMOHHBIX (hopmax?

9 Kak oprann3oBaTh TOKYMEHTOOOOPOT MPUCTAHHBIX OYMaXKHBIX

TOKYMEHTOB, €CJIM B opranuzauuu aeicrsyer COJ1?

10 Kakne HOKYMEHTHI TOCYJapCTBEHHOW OpraHu3alid  MOTYT




CO3MaBaTbCA, XPAHUTHCA W HCIIOJIB30BATHCA HCKIHOYUTCIBHO B

hiileKkTpoHHOM  Buje? Kak  ycTraHOBUTH IepeYeHb ITHX
ITOKYMEHTOB?

11 ["1e perucTpupyroTCs IPOTOKOJIbI 3aCEJaHU, COBEIIaHU,
MPOBOJIMMBIX PYKOBOJICTBOM OpraHU3aIiu?

12 Kakue TpeOoBaHUs NPENbABIAIOTCA K MapLIpyTaM JABHKCHUS
OpraHU3alMIOHHO-PACIOPSANTENbHBIX JOKyMEHTOB B COJ1?

13 Uemy HOKHO COOTBETCTBOBATH MPOXOXKICHHE BHYTPEHHUX
NTOKYMEHTOB Ha 3Talax uX MOJArOTOBKU U 0(hOPMIIEHUS, a YEMY Ha
BTare UCIOJIHEHUs?

14 CKOJIBKO pa3 U T€ HY’KHO PErMCTPUPOBATH BXOSIIHIE
ITOKYMEHTBI?

15 Kakyto 3a1auy CTaBUT pyKOBOJAUTENb cayx0bl IOY
rOCYJapCTBEHHOTO YUPEKICHHUS TP OPTaHU3AIIH
NTOKYMEHTO00opoTa?

16 CrnenyeT U BCerja COXpaHATh KOHBEPTHI WIIH YIIaKOBKY
BXOJSIIIIUX JOKYMEHTOB?

17 Kakue 10noJHUTENbHbIE TOTOKU HA0JII0Jal0TCSl BHYTPH ITOTOKA
BXoAsIeH fokyMeHTauuu MY?

18 Korja Hy’)KHO 3aperucTpupoBaTh UCXOAALINNA JOKYMEHT, €CIH OH
0BT IOIHCAaH B KOHIE pabodero aHs win B Hepabouee Bpems?

19 J1J151 KaKUX UCXOASALINX TOKYMEHTOB COCTaBIISIOTCS
CONPOBOIUTEINIbHBIE MUChMa?

20 KakoBa 11e71b IpeIBapUTENBHOTO PACCMOTPEHMS MTOTydaeMbIX
ITOKYMEHTOB?

21 ODTany nepBUYHON 00pabOTKH JOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepannii. HazoBure ux.

22 Kakne mannbie BHOCATCS B COJl 0 BXOIAINX U UCXOISATIAX
ITOKYMEHTaX rocy1apCTBEHHON OpraHu3aiun’?

23 Uto nenathb, €cau BbI MOJYYUIIU HECTAHAAPTHOE TI0 BECY, pa3Mepy
1 T.II. IOYTOBOE OTHpaBJIeHUE?

24 Urto nenarb, €ciy Bbl MOTYUYHIN TOYTOBOE OTIPABJICHHE B
MOBPEXJICHHOH yrmakoBke?

25 Crienyer nu AenaTh KOMMH UCXOSIINX JJOKYMEHTOB?

26 KTO TakOl OTBETCTBEHHBIN HCIIOIHUTEND JOKyMeHTa? KakoBbI €ro
o0s13aHHOCTH?

27 [Tepen peructpamueit ucxoaanmx 1o0KkymeHToB Ciryx0a
IIeTTONPOU3BOCTBA MPOBEPSIET UX MPaBUIBLHOCTH. Ha uTo
KOHKpETHO oOpaliaercss BHUMaHue?

28 Ha3zoBuTe cpeacTBa CBSA3U A IOCTAaBKU U OTHPABKU JJOKYMEHTOB
MYV B opraHu3anuu 1 Oprassl BJIACTH.

29 KTo pa3zpabarbiBaeT MapIpyThl JBIKEHUS
OpraHU3alMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB st CO /1
roCyJapCTBEHHOM opraHu3anuu?

30 Ha3zoBwuTe 11€7h OpraHu3auy JOKYMEHT0000poTa B
rOCyJapCTBEHHOI OpraHu3alluu.

31 Kak MOryT perucTpupoBaTbcsi BHYTPEHHUE JOKYMEHTBI?

JlomamHee 3a1anue 4




1. Uzyuure IHucemo Munucmepcmea oopazosanusn Poccuiickon @eoepayuu om 20.12.2000 2.
No 03-51/64 «O Memoouueckux pekomeHoayusax no padome ¢ OOKYMEHMAMU 6
00ULe00PA308AMETBHBIX YUPEHCOCHUAX Y.

YcTaHoBUTE, B KaKUX JOKYMEHTaX (Ha30BUTE PYIIY U BUbI) peaTu3yeTcs JOKYMEHTHPOBAaHUE
yIpaBIECHUYECKON ACSITETFHOCTA 001Ie00pa30BaTEILHOTO YUPEKICHUS?

2. Tlomp3ysice Meroguyeckumu pekomeHaanusamu (cm. m.l.) mw T'OCT P 7.0.97-2016,
CIIPOCKTUPYHTE 00K OnaHK, OJIAaHK MHUChMa, OJJaHK KOHKPETHOTO BHJIA JOKyMEHTa (TpHUKa3a)
oOpazoBatenbHO opranu3anuu. CBeaeHust 00 OpraHu3ali MOTYT ObITh BEIMBIIIIJICHHBIMH.

Jlomaminee 3aganue 5

IIpuBeaure mno 2 mpuMepa [JOKYMEHTOB 10 JIMYHOMY COCTaBYy, OTpakaroume
JAOKYMEHTHPOBAHHE CJIe1YIOIIUX IIPOLECCOB:

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

KTo oTBeuaer 3a cocraB/jieHue JAHHBIX JOKYMEHTOB?

Kaxkumu HOPMAaTUBHBIMH aKTaMHU pyKOBO}]CTByeTCH?

Jlomamnee 3aganue 6

HpoaHaHHSHPYﬁTe HOMCHKIJIATypYy ACJI 06pa30BaTeJle0171 opraHu3anu BBI6paHHOFO THIIA UJIN
MNPEAJIOKCHHYIO TPCTIOAaBATCIICM. OtBeThTe HA BOIIPOCHI.

Jlns yero nmpeaHa3HaAYeHa HOMEHKIIATypa €T B 00pa30BaTeIbHOM YUPEXKICHUU?
Kak pazpabarbiBaeTcst HOMEHKIATypa JIeln 00pa30BaTENbHOTO YUPEKICHUS?
CyuiecTByeT Jiu 151 JAHHOW opranu3anuu TunoBass HOMEHKJIATypa aein?

Kak ompenenuts popMy U CTPYKTYpy HOMEHKIATYPHI €77

Kak ycTaHOBUTH CPOKH XpaHEHUS JOKYMEHTOB?

Korna nomkHa 0OHOBISTHCS HOMEHKIIATYpa Jesl 00pa30BaTEIbHOTO YUPEKACHUS?
Kto cocraBnsier u opopmisier HOMEHKIATYpy Jie71 00pa30BaTeIbHON OpraHu3aumn?

NoabkowdpE

KonTtpoabHnas padora

B kauecTBe KOHTpPONBHOW pPaOOTHI CTyIACHTaM TIpeaiaraeTcsi COCTaBUTh pedepar u
BBICTYIIUTH C JIOKJIQJOM TI0 TeMeE:

«JlOKyMEHTUPOBAaHHE  JEATEIBHOCTH  00pa3oBaTENbHOTO  Y4pexIeHHs  (ykas3aTb
BBIOpaHHBIN TUI)». THUIBI 00pa30BATENbHBIX YUPSKICHUNH HE JOJDKHBI TTOBTOPSATHCS B IPYIIE
(3amucatbest y CTapOCThI).

[lepeueHp THIIOB 00pa3oBaTEIbHBIX yupexkaeHui cM. o c1.23 @3 «O6 oOpa3oBaHuu B
P®D».

TpebGoBanus k pedepary



JIoOKyMeHTHpOBaHueE /1eSITeJIbHOCTH 00Pa30BATEJIHLHOI0 YUpe:KIeHUs
ConepxaHue JOJKHO JEMOHCTPUPOBATH CIEAYIOLIUE 3HAHUS U YMEHMSI CTYACHTOB:

3unanue:

- cneyughuueckux uepm 0OKyMeHmupo8aHus oesmeibHocmy 00pa3oBaTeIbHOTO YUPESKICHNUS;

- Munosoco cocmaea cucmem OOKYMEHMayuu, @GopmMupyrowux OOKYMeHmMAanbHblll HOHO
00paA308amMeNbHO20 YUPEHCOCHUS,

- cnocobos u cpedcms OOKYMEHMUPOBAHUs, NPUMEHAEMbIX 6 npoyecce O0esmerbHOCuU
00paA308amenbHO20 YUPeHCOCHUS,

- HOpMAMUBHO-NPABOBLIX AKMOB, PE2NAMEHMUPVIOUUX 0esIMEeNIbHOCHb U ee OOKYMEHMUPOsanue 8
00paA308amMeNbHLIX YUPEHCOCHUSX (N0 MUNAM,).

Ymenue

- COCMAasUmMb HOPMAMUBHO-NPABOBYI0 0A3Y OOKYMEHMUPOBAHUS OesmelbHOCU KOHKPemHOU
opeaHuzayuul;

- ONUPAACL HA HOPMAMUBHO-NPABOBOU AKM, ONPEOENAMb COCMAE HEOOX0OUMbIX OOKYMEHMOE.

Pedepar na 10-15 crpanun, uepes 1,5 uareppana, 14 mpudrom. O6s3aTeabHBI TUTYIBHBIHN JIUCT,
OTJIABJICHHE, CIIMCOK JINTEPaTypbl M HCTOYHHKOB, BHYTPHTEKCTOBBIC CCHUIKH. BO3MOXKHBI
npuioxenns. KoHTponpHast ”HAMBUAYaIbHAS pab0Ta BHIOIHICTCSA B OYMaKHOM M SJIEKTPOHHOM
BUJIC

Tunosoi nJan pedepara

1. XapakrepucThka THIAa O0pa3oBaTelIbHOrO yupexaeHus. (JKemarenbHO mpUBICUCHHE
CTaTUCTMYECKMX JaHHbIX O TOM, CKoilbko B Poccum/ permone/obmacti/ ropoze
3aperucTpUpPOBaHO MOAOOHBIX OPraHU3aLU).
OO1m1ast xapakTepUCTHKA YIIPABJIEHUS B JaHHOM 00pa30BaTeIbHOM YUPEKICHUH.
3. OCHOBHOI COCTaB HOPMAaTHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIHNX IS TeTHbHOCTD

00pa30BaTENBLHOIO YUPEKICHUS.
4. XapakTepucTHKa JOKYMEHTAJIbHOTO (OHJA (JIOKYMEHTOB, MX KOMIUIEKCOB U CHCTEM
JTOKYMEHTAINH, (POPMUPYIOIUXCS B AEATEIBHOCTH 00pa30BaTEIbHOIO YUPEXKICHHS):
OpraHU3alMOHHO-TIPABOBAs JOKYMEHTAIIHS,
IUTAHOBask JOKYMEHTAIMS;
pacnopsauTeNnbHas JOKyMEHTAIHs;
MH(OPMaLlMOHHO-CIIPABOYHASL U CIIPABOYHO-aHAIUTUYECKAs TOKYMEHTAIINS;
OTYeTHas! IOKyMEHTallUs;
JOKYMEHTaIus 10 00eCIeYeHNIO KaJpaMHu (110 JINYHOMY COCTaBy);
¢uHaHCOBast JOKyMeHTalus (OyXralTepCcKuid y4eT U OTYETHOCTH);
JOKYMEHTAIUS 110 MaTepUalbHO-TEXHUYECKOMY 00eCIIeUeHHUIO;
JIOTOBOpHAs! IOKyMEHTallus,
JOKYMEHTAIUsl M0 JOKYMEHTAllHOHHOMY M HH(OPMALMOHHOMY O00eCreueHUI0
JEATENIBHOCTH YUPEXKICHUS;
e JJOKyMEHTalys, OTpakarolias 00pa3oBaTENIbHYIO JeSATEIbHOCTb;
® JIpyrHe CUCTEMBbI JOKYMEHTAaIUH (€CIH €CTh).

5. AHaiu3 NpUMEPHOI HOMEHKIIATYPhI JIeJ1 00pa30BaTEIbHOTO YUPEKACHUS.
6. Tlopsmok XpaHeHHs JOKYMEHTOB B 00pa30BaTEIbHOM YUPEKICHUH.
7. CHucok JIMTepaTrypbl U HCTOUHUKOB.

N

IHoaroroBka K 3K3aMeHy

Bomnpocel Kk 3xk3aMeny



1. HopmarusHnas cpena oOpasoBatensHoi opranuzaiuu B Poccuiickoit @enepanuu.
VYpoBHM U UCTOUHUK (POPMHUPOBAHUS HOPMATUBHOM Cpe/ibl A1l 00pa30oBaTeIbHON OpraHu3aluu B
P®.

2. OcHoBHeble nosokeHust fokymenToB FOHECKO 06 o6pa3oBanum.

3. CranaapTtsl npodecCHOHaBHON ASITEIBHOCTH B 00J1aCTH 00pa3oBaHusl.

4. [TonsiTHe 1 00IIast XapaKTepUCTUKA 00pPa30BaTEIILHON IPOTPAMMBI.

5. Opranu3anOHHO-TIPAaBOBbIE (OPMBI  YUPESKICHUA M OpraHU3alMid CHUCTEMbI
oOpazoBaHwUs.

6. 3aKOHBl M CHUCTEMa IOJ3aKOHHBIX AaKTOB, PETYJIUPYIOIIMX YIPABICHUYECKYIO
NeSITeIIbHOCTh B 00pa30BaTEIIbHOM OpraHU3aIUH.

1. 3akoHOAaTeNbHBIC aKThI 110 UensOuHCKo# obnactu (wim uHOTO cyobekra PD mo
BBIOOPY CTYACHTA), PETIIAMEHTHPYIOLIHE JACITEIBHOCTD YUPEKICHUI 00pa3oBaTenbHOi chepsl.

8. YcTaB 00pa30BaTeNbHON OpraHU3aluy.

9. JlokasbHbBIE aKThl 00Pa30BATEIILHOM OpraHU3aIUH.

10. [ToHsiTHE NENTOTPOU3BOJCTBA U APXUBHOTO JIENa.

11. Oco0eHHOCTH JeIONPOU3BOACTBA B 00pa30BaTEIbHON OpraHU3aIlHiH.

12. 3aKOHOJATENTLCTBO B OOJIACTH  JEJTIONPOM3BOJICTBA W ApPXMBHOTO  JIela.

PacnipenenieHne OTBETCTBEHHOCTH 3a OpraHM3AlMI0 W BEIEHUE JENONPOM3BOACTBA B
00pa3zoBaTenbHON OpraHUu3aIyu?

13. JIokyMeHTUpOBaHUE JIEATEILHOCTH oOOpa3oBaTeinbHOM opranmzanuu. OOmas
XapaKTepUCTHKA CUCTEM JOKYMEHTAIHUH.

14. IOpuanueckas cuna ynpaBiieH4ECKUX JOKYMEHTOB.

15. KagpoBass  monutuka  oOpa3oBarenbHOM — opranusauuu.  Opranuzanus
JOKYMEHTUPOBaHUSI TPYAOBBIX oOTHomeHud. IIpaBa u o0s3aHHOCTM paboromarenei u
pabOTHUKOB.

16. Pa3paboTka HOpMATUBHBIX NTPABOBBIX AKTOB, YCTAHABIUBAIOIIUX CIYXKEOHbIE

OTHOULICHHA B 06pa3OBaTeJ'ILHOI/I OopraHu3alnuu.
17. HOpﬂHOK BaKJIIOYE€HHUA TPYAOBBIX JOTOBOPOB. 06]].“/18 OCHOBaHHA IIPEKpalleHusA TPYAOBBIX JOTOBOPOB. OcHoBaHUA U TIOPAAOK PAaCTOPXKEHUA
TPYZAOBBIX ZIOTOBOPOB [10 HHUIIUATHBE PAabOTO/ATEIsI, [I0 HHUI[MATHBE PAOOTHUKA 00PA30BaTeIbHOM OpraHU3aIUH.

18. JlokyMeHTHpOBaHKE B 001aCTU MaTepUaIbHBIX U (PUHAHCOBBIX 3aTpaT
roCyJapCTBEHHBIX U MYHHUIMIIATBHBIX 00pa30BaTeIbHBIX OpraHnu3aluil.
19. VYcTaHoBIIEHUE U JOKYMEHTAIBHOE 3aKPETJIEHUE COLIMaIbHO-TIPABOBBIX YCIOBUN U

rapaHTui, HEOOXOAUMBIX JIJIS ACSITENFHOCTH PAaOOTHUKOB TOCYIaPCTBEHHBIX, MYHUIIUTIATBHBIX U
HEroCyJapCTBEHHBIX 00pa30BATEIbHBIX YUPEIKICHUH.

20. JucuumimHapHas OTBETCTBEHHOCTb U €€ JOKYMEHTUPOBAaHUE

21. JIOKyMEHTUPOBAaHUE  HCCIIEIOBATENIbCKOM  JEATENBHOCTH  00pa3oBaTeIbHOU
opranu3zaiuu. CriocoObl 3alIUThl aBTOPCKUX TPaB.

22. JlokyMeHTanbHbIN U apXUBHBIN (OH]IBI 00pa30BaTEIHHON OpraHU3aIIH.

23. JloKyMeHTHpOBaHUE yIIPaBIEHUECKOH esTenbHoCcTH. Opranusanys,

TUTAaHUPOBAHHE, PACTIOPSITUTETLCTBO, KOOPIMHAINS, KOHTPOIIb M IPYTUE YIIPaBICHYECKHE
(GyHKIMHU B TOKyMEHTax 00pa3oBaTeIbHON OpraHu3altu.

24, JlokyMeHTHpOBaHKEe 00pa3oBaTenbHON nesTenbHOCTH. OCHOBHAsS
oOpa3oBaTenpHas porpamma. Y4eOHbIH 11aH (MHbIe BUJbI TNIAHOBBIX JOKYMEHTOB I10
o0Opa3oBaTenbHOIl esTenbHOCTH). Pabouas nmporpamma. [IporpamMmMer 06pa3oBaTeabHbIX

MEPOIIPUATHH.

25.  JlokyMeHTapHas MOATOTOBKa 00pa30BaTEIbHON OpraHU3aIMH K JIUIEH3UPOBAHHIO
U TOCY/IapCTBEHHOW aKKpeIUTAIUH.

26. [Tonsitne noxkymeHTOo000pOoTa. OCHOBHBIC ATAIBI IOKYMEHTOO00POTA.

27. VYnpasieHue J0KyMEHTOITOTOKaMH B 00pa30BaTeIbHOM OpraHn3aluy.
DIIeKTpOHHAs U TPAJAUIMOHHAS opMa JOKYMEHTOO0OpOTA.

28. Opranu3anys UCIOIb30BaHMs JOKYMEHTOB B 00pa30BaTeIbHON OpraHU3aIiHy.
JocTyn K TOKyMeHTaM.

29. [TpaBoBBIE OCHOBHI B 00;1aCTH MH()OPMAIIIOHHOTO 0OOecieueHus: 00pa3oBaTeIbHON

nesiteabHOCTH. CalThl 00pa30BaTEIbHOM OpPTaHU3aIUH.



30. Opranuzanys onepaTUBHOTO U ApXUBHOT'O XPaHEHUsI TOKYMEHTOB B
o0pa3oBaTeNbHOI OpraHu3anuu (Ha MpuMepe OJJHOTO U3 THUIIOB).

31. JlokanbpHBIE HOPMATHBHBIE aKTHI 1O JIEJIONPOU3BOJCTBY 00pa30BaTeIbHOM
OpraHH3alyHy.

32. WHucTpyKIus o aenonpou3BoAcTBy. Llenb co3ganmsi, 3ana4un, TpeOOBaHUS K
COCTaBJIEHUIO, 0(OPMIICHUIO U BBEJICHUIO B JIEHCTBUE

33. Homenknarypa nen. Llens u 3amaum cospgaHusi, TpeOOBaHMSI K COCTaBJICHMIO,
0(OpPMIIEHHIO U BBE/ICHUIO B JICHCTBHE.

34. YHUUTOXKEHHE TOKYMEHTOB 00pa30BaTeIbHOM opranu3anun. [1opsaok BelIeIeHUs

JCJI K YHUYTOXCHUIO. Z[OKYMCHTI/IPOBEIHI/IC mpoucaypsl YHUITOXKECHUA TOKYMCHTOB.

TecTsl 1151 caMONIPOBEPKH
Tect 1

Iponoskute ppasy: «Opranusanus 1eJ10MPOU3BOACTBA B 00Pa30BaTeIbHOM YUpeKIeHUH
HeNoCpeACTBEHHO pPerjiaMeHTUPYeTCsI...»
d. HOPMATHBHO-TIPABOBBIMHU aKTaMH (eIepaIbHON 3aKOHOIATSIIFHOMN BIIACTH;
b. HOpMaTHBHO-TIPABOBBIMHU aKTaMH (eIepaibHON UCIIOTHUTEIBHOM BIACTH,
C. HOPMAaTHBHO-TIPABOBBIMHU aKTaMH 3aKOHOJIATEIIEHON M MCITOJIHUTEIIFHON BIACTH
cy0bekToB PD 1 ux TeppuropuaibHbIX 00pa30BaHUML;
d. HOpMaTHBHBIMH JOKAJIHHBIMH aKTaMHU 00pa30BaTEIbHON OpraHU3aIru.
Omnpenesnre, K KAKOMY YPOBHI0O HOPMATHBHOW 0a3bl OTHOCHUTCS CJEAYIOIIUA JOKYMEHT:
Ilpukaz Pocapxuea om 11.04.2018 N 44 "06 ymeepycoenuu Ilpumepnoii uncmpykuyuu no
0€/10nPoU3800CmEy 8 20Cy0apCmeeHHbIX op2anuzayuax'"?
a. HOPMaTHBHO-TIPABOBBIE aKTHI (heJepaTbHON 3aKOHOIaTeIFHON BIIACTH;
b. HOpMaTHBHO-TIpAaBOBbIE AKTHl 1 HOPMATUBHO-METOIUYECKHE JOKYMEHTHI
beneparbHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMAaTHBHO-TIPABOBBIE AKThI 3aKOHOAATEIHHON U UCTIOTHUTEIBHOM BIACTH
cyobexToB P® 1 ux treppuropraibHbIX 00pa30BaHU;
d. HOpMaTHBHBIE JIOKATBHBIC aKTHl 00PA30BaATEIBHON OPraHU3aAIINH.
Onpenennre, K KAKOMY YPOBHI0O HOPMATHBHOI 0a3bl OTHOCHTCS CJIEAYIOIIHIA JOKYMEHT
Hucbmo Munucmepcmea oopasosanus Poccuiickoit @edepayuu om 20.12.2000 2. Ne 03-51/64
«0 Memoouueckux peKomeHoayuax no paoome ¢ OOKYMEeHmMAMU 6 00uleo0pa3o06amenbHblxX
yupescoeHuax»
a. HOPMaTHBHO-TIPABOBBIE aKTHI (heJepaTbHOM 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-IIPABOBBIC AKThI U HOPMATHBHO-METOINYCCKUE JJOKYMEHTHI
beneparbHON UCTIOTHUTEIILHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIE AKThI 3aKOHOAATEIHHON U UCTIOTHUTEIHHON BIACTH
cyobexToB PD 1 ux TeppuropraibHbIX 00pa30BaHUL;
d. HOpMaTHBHBIC JJOKAJIbHBIE aKThl 00PA30BaTEILHOI OpraHU3alnH.
Omnpenennre, K KAKOMY YPOBHI0O HOPMATHBHOM 0a3bl OTHOCUTCS CJEAYIOIUMA TOKYMEHT:
@Deoepanvuuiil 3akon «06 oopazosanuu 6 Poccuiickon @edepayuuy?
a. HOPMaTHBHO-TIPABOBBIE aKTHI (heJepaTbHOM 3aKOHOIaTeIbHON BIACTH;
b. HOpMaTHBHO-IIPABOBBIC AKThl U HOPMATHBHO-METOINYCCKUE JIOKYMEHTHI
beneparbHON UCTIOTHUTEIIBHON BIIACTH;
C. HOPMATHBHO-TIPABOBBIE AKThI 3aKOHOAATEIHHON U UCTIOTHUTEIHHOM BIACTH
cyObekToB PD 1 BX TeppUTOpHATBHBIX 0O0Opa30BaHUIA;
d. HOpMaTHBHBIC JJOKAJIbHBIC aKThl 00PA30BATEILHOIN OpraHU3aIINH.
Kakoe Bbicka3bIBaHUe SIBJISETCH HEBEPHbIM?
a. PexBU3NT «HAaMMEHOBaHWE BHUAA JOKYMEHTa» SBISETCS JOKYMEHTOOOPA3YIOIINM
MPU3HAKOM, MO3BOJISIONIMM TOJYyYUTh HadallbHOE, camMoe o0Ilee NpeICTaBICHUE O
JOKYMEHTE, €r0 MPaBOBOW 3HAYUMOCTHU



b. [Ipumenenne 'OCT P 7.0.97-2016 siBnsieTcst 00s3aTENIBHBIM JIs1 BCEX COBPEMEHHBIX
OpraHu3alyii, yupexIeHuil, MPeANpPUATHI JTI00BIX OPraHU3alMOHHO-TIPABOBBIX (POPM

C. ®opMyJisip NOKyMEHTA MPOJUKTOBAH HE TOJIBKO HEOOXOJUMOCTBIO CTPYKTYpHUPOBATH
nH(OpPMALIHIO, CIENaTh €€ HIPrOHOMUYHON, HO U HEOOXOIUMOCThIO PUIATh JOKYMEHTY
IOPUANYECKYIO CHITY, CIIeaTh 3aleuaTICHHYIO B HeM HH(opMaIuio opuimaibsHON

d. Kaxkapiit peKBH3UT KaK MEPBUYHBIN CTPYKTYPHBIN 3JIEMEHT JOKYMEHTA B TON HJIH HHOM
CTETIEHH OTPAXKAET IOPUANYECKH 3HAYUMYIO HH(POPMAITUIO

Kakoe BbickasbiBanue siBiasiercs HEBEPHBIM?

a. Jlata 1 perucTpaliMOHHbIN HOMEP JTOKyMeHTa 0(OpPMIISIOTCS HE Ha BceX OJIaHKax

b. PexBusuthl «/lata nokymeHTa» u «PerucTpalluOHHBIA HOMEP JOKYMEHTay SBIISIOTCS
JAaHHBIMU O PETUCTPAlUM JOKYMEHTa W II09TOMY SIBJISIOTCS  J1OKa3aTeIbCTBOM
CYIIECTBOBAHUSA JOKYMEHTA M BKJIIFOUCHHEM €T0 B JJOKYMEHTAIbHbIN (DOHI OpraHu3aIiu

C. PexBusutel «/lata noxkymeHTa» u «PerucTtpanMoHHBIE HOMEP JOKYMEHTa»
o(opMIISIOTCS HAa OTHOM YPOBHE IO OTHOIICHHUIO IPYT K JPYTyY

d. Oba pekBusuta — «/lata moKymMeHTa» u «PerucTpalvOHHbBIH HOMEp IOKYMEHTa» —
BBITOJIHAIOT IOPHIMYECKYI0 (PYHKIHUIO, @ TaK)KE BBIOJIHSIOT MOMCKOBYIO (DYHKIIHIO, TaK
KaK [103BOJISIIOT OpraHu3alyy BeCTH HHPOPMALMOHHO-CIIPABOYHYIO paboTy

Kaxkoe onpeaejeHHe COOTBETCTBYET CTAaHAAPTH3UPOBAHHOMY olnpeaeaeHUI0
OPraHHU3alOHHO-PACIIOPS/ANTEIbHOI0 JOKYMEHTA:
a. [loxymeHnt, obecnieunBaomuil (yHKIMOHUPOBAHUE W B3aUMOCBS3b YIPABIIAIOIIEH U
yIIpaBJIIEMON CUCTEM Ha BCEX YPOBHSX.
b. Bux nMcbMEHHOTO JIOKYMEHTa, B KOTOPOM (PMKCHPYIOT PEIICHUE aJIMUHUCTPATUBHBIX
U OpraHM3allMOHHBIX BOIPOCOB, a TAK)XE BOMIPOCOB YIPAaBJIECHUs, B3aUMOJEHCTBHS,
o0ecrieyeHHss U pEryjMpOBaHUs JEATEIbHOCTH OpPraHOB BJACTH, YUYPEKACHUH,
MIPEANPUATHI, OpraHu3aluil, UX MOAPa3IeICHUN U JOHKHOCTHBIX JIULL.
C. JIOKyMEHT, CO3/1aHHBIM IOPUANYECKUM WM (PU3MYECKUM JIMIIOM, OQOPMIIEHHBIN U
YIIOCTOBEPEHHBIN B YCTAHOBJIIEHHOM IOPSIZIKE.
d. OdunranbHbIA JOKYMEHT, HCIIOIB3YEMbIi B TEKYIICH ACATSILHOCTA OPTraHU3aIlHH.

Kakum oprann3aumoHHbIM JOKYMEHTaM COOTBETCTBYET CJIeYIOIIAs XapaKTepuCTHKA:
JT0 OPraHu3alMOHHO-NPABOBbIE AKTHI, ONpe/esiiolINe MOPSIA0OK 00pa3oBaHus, NMPaBa M
00SI3aHHOCTH, OPraHU3AIHIO PA0OTHI KAK B OPraHU3aIUH B 1[EJIOM, TAK U B €€ CTPYKTYPHBIX
nojapaseeHusix. B 3TUX 1okyMeHTaxX Tak:ke MOI'YT ObITh OTPaKeHbI PaBa H 00SI3aHHOCTH
OTAEJbHBIX JOJKHOCTHBIX JIHIl, ONMpPENAeJsAThCS OCHOBHbIE OPraHU3AIMOHHBIE BOMPOCHI
NpOBeJeHUs] PA3JTUYHBIX MEpPONpPUITHA B oOpraHu3anuu (KOHKYpPCOB, CeMHHAPOB,
(decTuBasieil, BLICTABOK).
a. mpaBuiIa

b. monoxxenus

C. UHCTPYKIIUH

d. ycraBsr

Kakomy opranu3anuoHHOMY JIOKYMEHTY COOTBETCTBYET CJIeYIOIIAs XapPaKTePUCTUKA:
IT0 JIOKAJIbHBIH HOPMATHBHBII aKT OPraHU3alMU, PerJIaMEeHTHPYIOIIHI B COOTBETCTBUM C
TpynosbiM KonexkcoM 1 HHBIMH (peiepaJIbHBIMHM 3AKOHAMH NOPSAA0K IPHEMA U YBOJIbHEHUS
Pa0OTHMKOB, OCHOBHbI¢ MpPaBa, O0SI3AHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYAOBOIO
JA0TOBOPa, PpeXuM PpadoTbl, BpeMsl OTAbIXa, NpPHUMEHsieMble K Ppa0OTHHMKaAM Mepbl
MOOIIPEeHHS U B3bICKAHUS, 2 TAKIKE HHbIE BONPOCHI PeryJIMpoOBaHUsI TPYAOBBIX OTHOIIEHUIt
Y IaHHOT0 padoToaaTeJis.
a. MHCTPYKILUA UHCIIEKTOPA 110 TPYLY

b. mpaBuIa BHYTPEHHETO TPYIOBOTO paciopsiika

C. MMOJIOKEHUEC 0 TPYAOBBIX OTHOHICHUAX B OpTraHU3allun

d. TpymoBoii 1oroBop



Kakomy ynpaBiieH4ecKOMY JOKYMEHTY COOTBETCTBYET CJIeAYIOIIAasi XapaKTepPUCTHKA:
IT0 BU/I NMCbMEHHOI0 IOKYMEHTAa, B KOTOPOM (PUKCUPYIOT pelleHus a/IMMHUCTPATHBHBIX
H OPraHM3alMOHHBIX BONPOCOB, a TaK)Ke BONPOCOB YIPaBJeHHsl, B3aUMO/eiicTBHUs,
o0ecneyeHUs1 W PeryJMpoOBaHHUsA JeATEJbHOCTH OPraHOB BJIACTH, Y4YpPexKIAeHMN,
NpeANpPUATHH, OPraHU3aIUi, UX MOAPAa3/ieJeHU U J0JKHOCTHBIX JIUIL.
a. (hMHAHCOBO-OyXTanTepCKHii

b. kaxpoBbIit

C. OPraHU3alMOHHO-PACTIOPSAAUTEIBHBIN

d. mIaHOBO-OTYETHBIH

Kakomy 10KyMEHTY COOTBETCTBYET CJIeAYIOIIAs XapaKTepHCTHKA:
JTO0 MNPpaBOBOH AaKT, YCTAHABJIUBAIIMNA TEXHOJIOTHI0 CO3JaHHSI MJIH MOJYYCHHSA
JOKYMEHTOB, HX 00pa00TKH, XpaHEHHS M UCII0Jb30BAHUSA B 1eATEIbHOCTH OPraHU3AIHH.
d. TOJDKHOCTHAsI MHCTPYKIHSA
b. DOJKHOCTHOM perinamMeHT
C. moJnoxxkenue o ciyxoe 10V
d. MHCTPYKLUS 110 CIONPOU3BOICTBY

Kakomy 10KyMeHTy COOTBeTCTBYeT CJIeAYIOIIAasi XapaKTepucTuKa:
Imom 0oKymenm ycmanagaugaem 01 padOmMHUKA KOHKpemHble mpyooevie (001)1CHOCmHbIE,
@yHKyUOHAIbHbIE) 00A3AHHOCIMU U NPABA 6 COOMBEMCMEUU C 3AHUMAEMOU OO0NNHCHOCHIBIO,
3aKpennsiem €20 OpPZAHU3AUUOHHO-NPABOGOE NOJIONCEHUE 6 CHPYKmype YupeycoeHus,
AGNIAEMCA NPAGOGOIL OCHOBOIU 0J14 NPOGEOEHUA AMMECMAUUN PAOOMHUKA, OnPedeieHUs €20
OMEemCcmeeHHOCMU U 63AUMOOMHOWERUA C OPY2UMU PADOMHUKAMU U ROOPA30eIeHUAMU,
no360.14em 00bEeKMUGHO OUeHUBAMb PAOONY COMPYOHUKA OP2AHUZAUUL.
a. MHCTPYKIIMSA O JeJONPOU3BOCTBY
b. monoxxenue o cayxoe JJOY
C. JOJDKHOCTHOM peryiaMeHT
d. TOKHOCTHASI MHCTPYKIIHS
Kakmue rpynnsl 10KyMeHTOB, ¢ TOYKH 3PeHHUsI OPraHU3ALMM JOCTYNIA K HUM, BCTPE4alTCcs B
o0pa3oBaTe/IbHOW OpraHu3anum?
a. o0menocTymnHbIe,
b. xoHbpuUIEHIMATLHBIE
C. CEeKpeTHBIE
d. Bce rpymmbl BO3MOKHBI

Tect 2
B 3TOT JOKYMEHT 3aKpemnJisieT NPUHSATbIE BHYTPH OpPraHM3aldH NpaBuja padoTsl C
JAOKYMEHTAMH Ha BCeX ITamax padorsl ¢ HuMu. HazoBuTE ITOT JOKYMEHT.

a. Ycras 00pa3oBaTeIbHOM OpraHU3aIny,

b. OnaHk opraHu3anuy,

C. HWHCTPYKIIHS TI0 JIEIONPOU3BOCTBY,

d. HOMeHKIaTypa Jei.
C noMompbi0 3TOr0 JA0OKYMEHTa B 00pa3oBaTeIbHOW OPraHM3alUH OCYIIEeCTBJSIETCS
CHCTEMATH3AIMS J0KYMEHTOB, IPyNNMPOBKA JOKYMEHTOB B /eJIa, y4eT JOKYMEHTOB
BPEMEHHBIX CPOKOB XpaHEHHsi, 0TOOp W mepeaaya JOKYMEHTOB Ha apXWBHOe XpaHeHHe,
peliieHHe 0 BbIIeJeHUH e K YHHUYTOKeHn0. Ha3oBuTe 3TOT J0OKYMEHT.

a. Ycras 00pa3oBaTeIbHOM OpraHU3aIiy,

b. OnaHk opraHu3anuu,

C. HWHCTPYKIIHS TI0 JEIONPOU3BOCTBY,

d. HOMeHKIaTypa Jei.



B kakoii 4yacTH pacnopsiAUTETbHOI0 [JOKYMEHTa He00XO0AMMO TMOMelIaTh MepeyeHb
AOKYMEHTOB, YTPATHBIIUX CHJY HWJIH TOAJEKANMX H3MEHEHHI0 B CBSI3M € H3JIaHHEM
JAHHOI'0 aKTa?
a. B JIIDOOM ITYHKTE PaCHOpPSIUTEIbHON YacTH
b. B mepBBIX MyHKTAX PaclOPSIUTEILHON YaCTH
C. B KOHCTaTUPYIOIIECH YacTh
d. B KoHIIE TEKCTA

B Kkakoii 4acTH pacHopsyIMTeILHOIO JOKYMEHTa yKa3bIBaeTcss HHQOPMAIHS 0 TOM, KTO
OCYLIECTBJISIET KOHTPOJIb €ro UCIOJTHEeHUs1?
a. B IEPBOM ITyHKTE PACIIOPSIIUTEILHON 4acTh
b. obopmitsiercst OTaEIBHOI CTPOKOI TTOCIIE BCEX MYHKTOB
C. B IIOCJIEJIHEM MYHKTE PACIOPSIUTEIBHON YaCTH
d. B KOHCTATHPYIOILEH YacTH

Kakue pacnopsiute/ibHbIe JOKYMEHTHI H3IAIOTCS M0 ONEPATHBHBIM BOMpOCaM H JUISt
OpPraHU3aIUU UCIOJTHEHHsI IPYTUX PACHOPSATUTEIbHBIX T0KYMEHTOB:

a. pacropspKEeHus!

b. perenus

C. TIOCTAHOBJICHUSI

d. nmpukasbr
Kakue pacnopsimutesbibie 10kyMeHTsl HE oTHOCATCS K J0KyMeHTaMm, M31aBaeMbIM Ha
OCHOBE eHHOHAYAIUSA?

a. TIPUKa3bl

b. pacniopsixeHus

C. peleHusl

d. ykazanus

N3 kakuX YacTeil COCTOUT TEKCT PACOPSIAUTETLHOTO0 IOKYMEHTA:
a. aHAIMTHYECKAast YacTh/ 0000IIIatoIas 4acThb
b. pazbsicHuTEIbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIIasi YaCTh/ PacIOpPsIUTENbHAS YacTh
d. BBOgHAs 4yacTh/ OCHOBHAS 4acTh/ 3aKIIOUYMUTENbHAS YaCTh

Kakue mnmcbMa noanuchbiBalOTCs JABYMSl JIMIAMH — PYKOBOJMTEJEM OPraHM3aluMu U
IJIAaBHBIM OyXrajarepom:
a. TapaHTUHHbBIE THChbMA
b. conpoBoauTENBEHBIC THCHMA
C. MHChMa-3aIpoChI
d. pexiamHbIe THCEMa

Kaknm noxkymenTom Heo0xogqumo opopMUTH BO u30e:kaHne HapymeHuss HopMm Tpyaosoro
KO/IeKCca MUCbMEHHOe HATIOMMHAHKE 0 He00XO0AMMOCTH SIBUTHLCS Il MOJIy4eHHs TPY/A0BOM
KHHKKH YBOJIECHHOMY Pa00THHUKY, He OJy4YUBIIEMY ee:
a. 3aKa3HO¢ MMCHbMO
b. pakcorpamma
C. SMS-coo061enne
d. anekTpoHHOE COOOIIECHHUE

Kakoii JOKYMeHT MOINUCHIBAETCS] PYKOBOJIUTEIEM CTPYKTYPHOI0 MOAPA3/IeIeHHs:
a. cripaBKa
b. mpukas
C. aKT
d. cmyxeOHas 3amnucka



Kakomy Buay 10KyMEHTA COOTBETCTBYET CJIeXYIONIIUIl TEKCT:
23.09.20013 6 9.00 na 3anamuax no 0cCHO8aM RPABOBEOCHU NPUCYIICIBO8AI0 2 cCHiyOeHma

U3 cocmaea cpynnbsi 25 UeJl106€K, 6 pe3yjibmame 4e2o 3anamusi npuulyioco OmmeHumas.

Jloyenm xagedpwvt npasa Iloonuce /
HU.B. Illlenens

25.09.2013
a. TOKJIaJ{Hasl 3aIllucKa
b. mosicHuTeNbHAS 3aMUCKa
C. 0OOBsICHUTENbHAS 3aIHCKa
d. cnyxebHas 3amucka

KTo odopmiisieT yueTHbIE JUYHBIE KAPTOUKH:
a. pabOTHUK
b. pykoBOAKTENb CTPYKTYPHOTO TOAPA3ACIICHHS
C. 3aMECTHTENb PYKOBOIUTEISI OpPraHU3auu
d. paboTHUK 1O Kaapam

Kakoii 10KyMeHT SIBJIsSIETCSI OCHOBHBIM JOKYMEHTOM O TPY/IOBOIi IeSITEIbHOCTH U 0
TPYAOBOM CTaxe paGOTHHKA:

a. y4eTHas JMYHAs KapTo4Ka
b. meHcuoHHOE yI0CTOBEPEHHE
C. CTPaXxOBOE CBHIETEIHCTBO TOCYIaPCTBEHHOT'O IEHCHOHHOTO CTPaXOBaHMUS
d. TpynoBasi KHHXKKa

Kakue Buabl IUCHUIIVIMHAPHBIX B3bICKAHUI BIIMCHIBAIOTCH B TPYAOBYI0 KHHKKY:
a. YBOJIbHEHUE
b. Bce BHIBI TUCIUIUIMHAPHBIX B3bICKAHHI BIMCHIBAIOTCS B TPYIOBYIO KHHUKKY
C. CTPOTHIA BBITOBOP
d. B3bICKaHHS B TPYAOBYIO KHIDKKY HE 3aITHCBIBAIOTCS

Ha kakue BHABI MOAPA3AEJIAOTCH OJAHKH JOKYMEHTOB MO PACHOJIOKEHHI0 PEKBU3UTOB
coraacao F'OCT P 7.0.97-20167
d. YIJIOBBIC X IPOAOJIBHBIC
b. o6muit Oank, OJaHK MHUChMa, OJIAHK KOHKPETHOTO BUJIa JIOKYMEHTA
C. OJTaHK OpTaHM3aIHH, OJJAHK CTPYKTYPHOTO TOIpa3aeiIiCHUs] OPTaHU3aIiH, OJTaHK
JIOJKHOCTHOTO JIULIA
d. ienTprpoBaHHbIe U (QIIaroBbIE.
JI1sl KaKuX BH0B JOKYMEHTOB HCHOJIb3YIOT 001l 01aHK?
Bri6epute o1H OTBET:
a. MOOBIX BUAOB JOKYMEHTOB, KpOME MpHKa3a
b. Mr00BIX BUIOB JJOKYMEHTOB
C. TOJIBKO ISl TUChMa
d. mo0BIX BHIOB JOKYMEHTOB, KPOME ITUChMa
Ha xakue THNBI MOAPA3/IENAIOTCH JOKYMEHTHI 10 MPOUCX0KICHHIO:
a. obmeocTymnHbie/ KOHGUIECHITUATbHBIE/ CEKPETHBIC
b. nuuHbIe/ oULIMaTBHEIC
C. BXOJIAIINE/UCXOISIIINE/ BHYTPEHHHE
d. uHaMBHAYyaTbHBIS/ TpadapeTHBIC/ THIIOBBIE.

K kakoii cucreme 1okyMeHTauuu oTHocuTcs Jimunas kaprouka T-2?



($uHAHCOBO-OYXTaNTEPCKOH,
JOKyMEHTaM 110 JTUYHOMY COCTaBY,
OpraHU3alMOHHO-IIPAaBOBOM,
pacopsAUTEIbHON JOKYMEHTALUH.

oo

[puiaoxenue2
OueHouHble cpecTBA A5 NIPOBeeHUs] IPOMEKYTOUHOM aTTecTaluu



CTpyKTypHBIH IInanupyemsble
JJIEMEHT pe3ynbTaThl
KOMITETEHIINN o0y4eHus

OneHouHble cpecTBa 00YUICHUS

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

npogeccuoHAIBLHOM 3TUKH

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

JlomamHee 3aganue 1

[ToBTOPUTH MIPUHIIUIIBI OpraHu3aluu
HOPMaTHUBHO-TIPABOBOM 6a3bl o0OpazoBarenbHON
nesrenbHoCcTH B Poccniickoit denepanum.

[Tonb3ysick MHGOPMAIMOHHO-TIPABOBLIM  MTOPTATIOM
KoncynprantlLroc (http://www.consultant.ru/)
UICHTHPUIHPOBATH HOPMAaTUBHYIO cpeny TUIS
00pa30BaTeNbLHON OpraHU3aIlui OJHOTO U3 THITOB (110 BEIOOPY
crynenta). CHOHUCOK JEHCTBYIOIUX TMPABOBBIX aKTOB U
HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB JOJDKEH OTPa’KaTh
YPOBHEBYIO OPTaHU3AIIMI0 HOPMATUBHOM CPE/IbI.

Pexomenoayuu:.

1. M3yuuts cratbio 23 «Tumbl 00pazoBaTENbHBIX
opranuzanuity denepanpbHoro 3akona ot 29.12.2012 N
273-®3 (B peiictBytomieil pemakuuu) "O6 obpazosanuu 6
Poccuiickoii  ®edepayuu”. BpiOpaTb OJWH W3 THUIIOB.
CornacoBarh BbIOOp ¢ IperojaBaTeneM (TUIBI HE JIOJKHBI
MTOBTOPSITHCS).

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

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

2) mpaBOBbIE aKThl, H3JaBaeMble (eneparbHbBIMU
OpraHaMM HUCIOJIHUTENIbHOM BJIACTU: MUHHUCTEPCTBaMH,
KOMHUTETaMH, BEJIOMCTBAMHU KaK OOIEOTpacieBoro, Tak M
BEJOMCTBEHHOTO  XapakTepa (MpuKa3bl  MHUHHUCTEPCTB,
BEJOMCTBEHHBIX KOMHUTETOB, CIIYy)X0, areHTCTB, OI0po U Jp.;
WHCTPYKTHUBHBIC NMHChMa, THUTIOBBIE TOJOXKEHUS, THIIOBBIE U
TEXHUYECKHUE PEIrJIAMEHTBI, THUIOBbIE WHCTPYKIMHA U JIp.,
o0Iepoccuiickue W BEAOMCTBEHHBIE  KJIACCH(PUKATOPHI,
I'OCTBsl, nepeyHH TUIIOBBIX JOKYMEHTOB U 1p.);

3) 1npaBOBble  aKThl, U3JaBaéMble  OpraHamMu
3aKOHOJATEIbHON U MCIIONHUTEIBHON BJIACTH CyObeKTOB PD
U WX  TEPPUTOPUATBHBIX o0pazoBaHHMiA (3aKOHBI
[I0CTaHOBJICHUS [IpaBUTENLCTBA CyOBEKTOB PO,
pacrmopspKeHHsT M [OCTAHOBJICHHS TJlaB  aJIMUHUCTPALMA,
pa3NUYHbIE MOI3aKOHHBIC aKThl);




4)nokanbHbIE AKTHI, IPABOBBIE aKThl HOPMAaTUBHOTO U
WHCTPYKTUBHOTO XapakTepa, a TakkKe MEeTOAUYECKUe
JOKYMEHTBl 10  JOKYMEHTAIlHOHHOMY  00ecreueHUuro
yIpaBJICHUs, W3/1aBa€Mble PYKOBOJCTBOM 00pa3oBaTENIbHOM
opranusanuu (ycras, I1OJIOKEHHsI, UHCTPYKLIUU, B TOM UHUCIIE
WHCTPYKUUU (TIpaBuiIa) MO AEIONPOU3BOACTBY OpraHU3alny,
tabenu YHHPUIUPOBAHHBIX (opm, ambOOMBI OJIAHKOB,
MOJIOKEHUS O  JeNIONPOM3BOACTBE, O  pabore ¢
MEPCOHATILHBIMHU JTAHHBIMU u npoune
OpraHHU3aIIOHHO-TIPABOBBIE JTOKAJLHBIE AKThI).

3. Bce nmnepeuncnsiemple  JAOKYMEHTBI  JIOJKHBI
coJIepKaTh UACHTUQUIHPYIOIINE ux PEKBHU3UTHI
(HaMMeHOBaHUE JOKYMEHTA, JlaTa W3/laHusl, KEM YTBEP)KICH,
JaTa MocleHe peaaKIim)

KonTpoabHnasi padora

B kadecTBe KOHTpPOJILHOW paboOThl  CTyJIEHTaM
MpeJUIaraeTcsi COCTaBUTh pedepar W BBICTYIUTH C JOKJIAJIOM
10 TEME:

«JlokyMeHTHpOBaHHE JeSITeTbHOCTH
00pa30BaTeNbHOTO yupexaeHus (yKa3aTh BHIOPAHHBIN THII)».
Tunsl  00pa3oBaTeNbHBIX  YUPEXKJIECHUN HE  JIOJKHBI

MOBTOPATHCS B IPYIIIE (3aIMCATHCS Y CTapOCTBHI).
[lepeueHp TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
1o ¢1.23 @3 «O6 obpazoBanuu B PDO».

TpeboBanus k pedepaty
JloKkyMeHTHpOBaHHe AesiTeIbHOCTH 00pa30BaTe/IbHOI0

yYUpeKACHUsA

COI[ep)KaHI/IC AOJDKHO ACMOHCTPHUPOBATH CIICAYHOUIUC 3HAHUA
U YMCHUA CTYACHTOB:

3uanue:

- cneyughuueckux uepm OOKYMEHMUpOSaHUsi OesimelbHOCU
00pa30BaTeNbHOTO YUPEKACHHUS,

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

- cnoco6os u cpedcms 0OKYMEeHMUPOBAHUS, NPUMEHAEMbIX 8
npoyecce 0esmenibHOCMU 00PA308AMENbHO20 VUPEHCOeHUS,

- HOPpMAMUBHO-NPABOBLIX  AKMOS,  Pe2NAMEeHMUPYIOuUX
0esmenbHOCIb U ee OOKYMEHMUPOBaHue 8 00pa308amenbHblX
VupescOeHUusx (no munam).

VYmenue

- cocmasumo HOPMAmMu8HO-NPABO8YI0 bazy
OOKYMEHMUPOBAHUSL oesamenbHOCmuU KOHKPEMHOU
opeanuszayuu;

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

Pedepar wa 10-15 crpanmm, yepe3 1,5 unTepBama, 14
mpudrom. OOsA3aTeNnbHBl TUTYIBHBIA JIUCT, OTJIAaBJICHUE,
CIMCOK JIUTEpaTypbl M HCTOYHUKOB, BHYTPUTEKCTOBBHIE
CCBUIKH. Bo3MoxHBI TIPUJIOKEHUS. KonTponbHas




WHAMBUIyalbHAs paboTa BBINONHSACTCS B OyMaXHOM U
3JIEKTPOHHOM BUJIE

35. XapaktepucTtuka TUNAa  00pa30BaATEIBHOTO
yupexxaenus.  (JKemarenbHO — TpuUBJICUYCHHE
CTaTUCTHYECKUX JaHHBIX O TOM, CKOJBKO B
Poccun/ peruone/o0mactu/ ropoje
3apEerUCTPUPOBAHO TTOJOOHBIX OPTaHU3AIH ).

36. O0mass  XapakTepuCTHKa  YIpaBlICHHUS B
JTAHHOM 00pa30BaTeIbHOM YUPEIKICHUU.

37. OCHOBHOI  cOCTaB  HOPMAaTHBHO-TIPABOBBIX

JIOKyMEHTOB, periaMeHTHPYIOIIHUX
NEeSITEIILHOCTD 00pa3oBaTeLHOTO
YUPEIKIACHUS.

38. ITopsimok XPaHCHHS JIOKYMEHTOB B

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

1. Onpenenure, K KAKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCUTCH cjieayroummii fokyment: Ilpuxas Pocapxuea om
11.04.2018 N 44 "Oé6 ymeepycoenuu Ilpumepnoi
UHCIMPYKYUU RO 0e10npOU3600CMEy 6 20Cy0apCHiéeHHbIX
opeanuzayusax''?

a. HOPMaTHBHO-IIPABOBBIE aKTHI (hefepanbHON
3aKOHOJATEIbHON BIIACTH;

b. HOpMaTHBHO-TIPAaBOBBIC AKTHI U
HOPMAaTHUBHO-METOJAMYECKNE JOKYMEHTBI
(enepanbHON NCIIOJHUTENBHOMN BIIACTH;

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

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM

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

Munucmepcmea oopazosanusn Poccuiickoii @edepayuu om
20.12.2000 2 Ne 03-51/64 «O Memoouueckux
peKomenoauuax no padome ¢ OOKymMeHmamu 8
00ue00pazo0eamenbHbIX YUPEHCOCHUAX)

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

b. HOpMaTHBHO-TIPaBOBBIE aKThI U
HOPMAaTHUBHO-METOMYECKUE JOKYMEHTHI
(dhenepalbHON UCTIOTHUTEIPHON BIIACTH;

C. HOPMATHBHO-TIPABOBHIE AKThI 3aKOHOAATEIHHON U
WCTIOTHUTEIPHON BIIaCTH CyOBeKTOB PD 1 nx
TEPPUTOPUATBHBIX 00pa30BaHMUIA;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00Pa30BaTEIbHOM
OpraHH3aIlHH.

3. Onpenenure, K KaKOMY YPOBHIO HOPMATHBHOH 0a3bl
OTHOCHUTCSHl CJIeAYHIIuil T0KyMeHT: DedepaivHblil 3aKOH
«006 obpazosanuu 6 Poccuiickoui @edepayuuy?




a. HOPMaTHBHO-TIPaBOBBIC aKThI (pesepanbHOA
3aKOHOZATEIbHON BIIACTH;

b. HOpMaTHBHO-TIPABOBBIC aKTHI U
HOPMAaTHUBHO-METOJAUYECKUE JOKYMEHTBI
(benepanbHON UCTIONHUTENBHON BIACTH;

C. HOPMAaTHBHO-IIPABOBBIC AKTHI 3aKOHOAATEIBHON U
WCTIOJHUTENBHOU BIacTu cyobekToB PO u nx
TEPPUTOPUAIBHBIX 00pa30BaHUM;

d. HOpMaTHBHBIC JIOKAJILHBIC aKThl 00pPa30BaTEIbHOM
OpraHH3alyH.

4. Kakoe Bbicka3piBanue siBiasiercs HEBEPHbBIM?
a. /Jlata W perucrpalMOHHBII HOMEP JOKYMEHTa
oopMIISIOTCS HE Ha BCeX OJlaHKax
b. PexBu3nThI «Jlara JOKyMEHTa» U

«PerucTpalliOHHBII HOMEpP JOKYMEHTa» SBIISIIOTCA

JAaHHBIMH O PETUCTPAalMU JOKYMEHTa U II03TOMY

SABJISIFOTCS JI0Ka3aTesIbCTBOM CYyILIECTBOBAHUS

JIOKyMEHTa M BKJIIOYEHHEM €r0 B JOKYMEHTaJIbHBIN

(dboHa opranu3anuu

C. PexBu3nThI «/lata JOKYMEHTa» U

«PerucrpauOHHBI HOMED JTOKYMEHTa»

0(OPMIISIOTCS Ha OJTHOM YPOBHE 110 OTHOIIEHUIO APYT

K apyry

d. O6a pekBusuta — «Jlatra [mOKymMeHTa» U

«PerucrpaninoHHbII HOMED JOKYMEHTA) — BBIIIOJIHSIOT

IOPUJIMYECKYI0 (DYHKIMIO, a TakXe BBIIOJIHIIOT

MOMCKOBYIO  (QYHKIMIO, TaK KaKk  TO3BOJSIOT

OpraHu3alliil BECTH HH(POPMALMOHHO-CIIPABOYHYIO

pabory
5. Kakoe omnpeaejeHue COOTBETCTBYET
CTAHIAPTU3UPOBAHHOMY onpeaeJieHUIo

OPraHU3allMOHHO-PACIIOPAANTEIbHOIO0 JOKYMEHTA:
a. [lokymeHr, obecnieunBaromuii (GyHKIIHOHUPOBAHHUE
Y B3aUMOCBSI3b YIIPABJIAIOIIEH U YIIPABIISIEMON CHCTEM
Ha BCEX YPOBHSX.
b. Bux mNUCEMEHHOTO IOKYMEHTa, B KOTOPOM
GuKCUpPYIOT  pelieHHe  aJMUHUCTPATUBHBIX U
OpPraHM3alMOHHBIX BOIIPOCOB, a TAaK)XXE BOIIPOCOB
yIOpaBieHUs, B3aUMOJEUCTBUA, oOecnedyeHus u
pEryJINPOBaHUs  JEATEIBHOCTH  OpPraHOB  BIACTH,
YUPEKICHUN, MNPEANpPUATHH, OpraHu3aluid, UuXx
MOZIpa3IeJIEHNI U TOJPKHOCTHBIX JIMII.
C. JlokymeHT, co3ZaHHBIA IOPUAWYECKUM WIH
duznueckum JIULOM, o opMIIeHHBIH u
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM TOPSIKE.
d. OduumanbHBIi JOKYMEHT, HCIOJIb3yEeMbIH B
TEKYIIEeH JeSITEIbHOCTH OpraHUu3alnu.

Tect 2
1. B 3T0T [OOKYyMeHT 3aKpemJsieT NPUHATHIE BHYTPH
OpPraHM3aniu NpaBuja padoThl ¢ JOKYMEHTAMHM HA BCeX




Tanax padorsl ¢ HUMU. Ha3oBuTE 3TOT T0KYMEHT.
a. YcraB 00pa3oBaTelbHOI OpraHu3aluu,
b. Onank opranuzanum,
C. HMHCTPYKIIMS 110 JAEJIONPOU3BOJICTBY,
d. HOMeEHKIaTypa aei.
2. C nmoMompbI0 3TOr0 JOKyMEHTa B 00pa3oBaTebLHOM
OpraHu3anuu OCyIIeCTBJIAETCS cucTeMaTH3alus
AOKYMEHTOB, IPYNIIUPOBKA JOKYMEHTOB B [eJia, y4eT
JOKYMEHTOB BpPEMEHHBIX CPOKOB XpaHeHUsi, OTOOp u
nepeaaya JOKYMEeHTOB Ha apXHBHOe XpaHeHHUe, pellleHHe 0
BbIIEJIEHHH [JeJ1 K YyHH4YTOKeHuio. Ha3zoBure »3TOT
AOKYMEHT.
a. YcraB 00pa3oBaTeNIbHOI OpraHu3aluy,
b. ©OnaHk opraHuzaium,
C. UWHCTPYKIIHUS O JIETIOMPOU3BOJICTBY,
d. HOMeHKaTypa Jei.
3. Kakue pacnopsiiuTe/bHble JOKYMEHTHI U3IAI0TCH MO
ONepaTHBHBIM  BONpOCaAaM W Ui  OpPraHM3aluM
UCMOJIHEHHS PYTUX PACTIOPSIAUTEIbHBIX TOKYMEHTOB:
a. pacopsiKEHHS
b. pemenus
C. IOCTaHOBJICHUS
d. mpukasbl
4. Kakue pacnopsiauresbHble 10KyMeHThl HE oTHOCSTCH
K T10KYMEHTaM, U3/1aBaeMbIM HA OCHOBE eIMHOHAYATUA?
a. MPUKa3bl
b. pactiopsbkeHus
C. pelieHus
d. ykazaunus
5. Ha kakue BH/IbI MOAPA3IENAIOTCH OJAHKH TOKYMEHTOB
M0 pacmnoJio:keHur0 pexkBu3uToB corjaacho I'OCT P
7.0.97-20167
d. YIJIIOBBIC X IPOJOJIbHEIC
b. oOrmmii G1aHK, OJIaHK MUChMA, OJTaHK KOHKPETHOT'O
BHJIa TOKyMEHTA
C. OJIaHK OpraHu3aluy, 6JJaHK CTPYKTYPHOTO
MO/Ipa3/IeNIeHUs] OpraHU3aIiH, OJTaHK JIOJDKHOCTHOTO JTUTA
d. meHTpHpoBaHHbIE U (DIArOBHIC.

Bomnpocsl k 3x3ameny

40. HopmaTuBHas cpefa 00pa3oBaTeIbHON
opranuzanuu B Poccuiickoii denepanumu.
YpoBHU ¥ HCTOYHUK (POPMUPOBAHUS
HOPMAaTUBHOM cpeibl 171si 00pa3oBaTeIbHON
opranuzamuu B PO.

41. OcHOBHbIE MOJI0KEHUS JOKYMEHTOB
FOHECKO 06 o6pa3oBanum.

42. CrangapTsl Tpo(ecCHOHANBHOM NesITeTbHOCTH
B 00J1acT 00pa3oBaHUsI.

43. Tlonstue u obmass  XapaKTepHCTUKa
00pa3zoBaTebHON MPOTPAMMBI.

44, Oprann3aliOHHO-TIPaBOBbIE bopmbI
VUPSKACHUA W OpraHu3aluid  CUCTEMBbI




oOpa3oBaHwUsl.
45.3akOHBl M CHCTEMa IO/J3aKOHHBIX aKTOB,

PEryIUpPYIOIIUX YIIPaBJIEHYECKYIO
JESITEIbHOCTD B o0pa3oBaTenbHOM
OpraHu3aIiy.

46. 3akoHOoHarebHbIE aKTBl 110 YerssOMHCKON
obnactu (wnu uHoro cyowsekra PO no BeIOOpY
CTYZIEHTa), PETJIAMEHTHPYIOIINE e TEIbHOCTh
yUpeKACHUIN 00pazoBaTeIbHOMN chephl.

47. YcraB 00pa3oBaTeIbHOM OpPraHU3aIUH.

48. JlokanbHBIE aKTHl 00pa30BaTENbHOM
OpraHM3alLUH.

49. TlonsiTHe 1ETONPOU3BOJICTBA U APXHUBHOTO
Jena.

50. OcobGeHHOCTH AETOMPON3BO/ICTBA B
00pa3oBaTeIbHON OpraHU3alHu.

51. 3aK0HOIATENBECTBO B oOJractu
JICTIONPOM3BOJICTBA W ApPXHMBHOIO  JCla.
Pacnipenencuue OTBETCTBEHHOCTH 3a

OpraHu3aIUI0 U BEJICHHUE JICIONPOU3BOJICTBA B
00pa3zoBaTenbHON OpraHu3aIn?

52. lIokyMEHTUpOBaHHE JeSITeIIbHOCTH
oOpaszoBarenbHOl  opranuzamuu.  OOmias
XapaKTEPUCTHKA CUCTEM JIOKYMEHTAIIHH.

53. IOpuanyeckas cuiia yIpaBICHUYECKUX
JIOKYMEHTOB.

OIIK-1.2 IIpumensier
HOPMATHBHO-TIPABOBbIE AKTHI
B c(epe oOpa3oBaHus ¢
y4eTOM HOpM
npodeccuoHATIBLHON ITUKH

Jlomainee 3aganue 2

1. W3yuuts crathio 30 «JlokanbHble HOpMAaTHBHBIE aKTBHI,
coJiepKalllie HOPMBI, peryiupyroume oOpa3oBaTeabHbIE
otHowmeHus» PepepanbHoro 3akoHa ot 29.12.2012 N 273-03
(B meficTByromel penakuun) "O6 obpazoBanuu B Poccuiickoit
®denepanyn”

2. OTBETUTH Ha BOIIPOCHI:

K kakoit rpynme ymnpaBlIeHYECKHX JIOKYMEHTOB OyayT
OTHOCHUTBCS JIOKaJIbHBIE aKTBI o0Opa3oBaTebHON
OpraHu3anuu?

Kakue AOKYMCHTBI  JUJIA O6paSOBaTCHLHOﬁ opraHu3anu
SABIIAKOTCA y‘-IpeIII/ITeJ'ILHBIMI/I?

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

4. Tlomp3ysice (a) Ilepeunem munogvlx ynpaeieH4ecKux
APXUBHBIX ~ OOKYMEHMO8,  00pas3yiouwuxcsi 6  npoyecce
0esAmenbHOCU ~ 20CYOAPCMBEHHbIX — OP2aHO8,  OP2aHO8
MECmHO20 CaMOYNPAasleHuss U OpP2aHu3ayuli, ¢ YKa3aHuem




cporkos ux xpauenus, yms. Ilpuxazom Pocapxuea om 20
Ooexaopss 2019 2. Ne 236, (0) Ilepeunem Ookymenmos co
cpokamu xpanenus Munucmepcmea npoceewenusi CCCP,
Op2aHO8, YUPesCOeHUll U Op2aHU3AYULL €20 CUCTEeMbl, YMe.
Ilpuxazom Munucmepcmea npocgeewenus CCCP om 30
oexabps 1980 2o0a N 176; (B) [Tpunoxenuem 18 «IIpumepHas
HOMEHKJIaTypa Jiesl 0011eo0pa3oBaTeNbHOTO YUPEKACHUSI» K
Iucomy  Munucmepcmea  obpaszoeanus  Poccutickou
Deoepayuu om 20.12.2000 2. Ne 03-51/64 «O Memoouueckux
pexkomenoayusix  no  pabome ¢ OOKYMeHmMAMu 8
0014e0dpPaA306aMENbHBIX YUPENHCOCHUAX», OMPENCIUTh CPOKU
XpaHEHUs JUIsl BCEX IOKYMEHTOB U3 CIIMCKA, YKa3aB CTaThiO U
myHKT rox [lepeuns, HanpuMmep:

Ne | Tunosoe Cpok Ne Ilepeuenn
/0 | HAUMEHOBAaHUE XpaHeHUs | CTaThbU
JOKaJIbHOI'O aKTa

17 | Yuebnsbie mnanbl | [loctostaro | 603 [Tepeuenn
Y TIPOTPAMMBI 1980
KypCOB
MTOBBIIICHUS
KBaJTU(pUKAITIH
YUUTEIIEH,
BOCIIMTATENIEH,
pabOTHHKOB
BHEIIKOJIbHBIX
YUPEKIACHUN,
MIPOTPaMMBI TS
caMm000pa3oBaHUs

18

JdomamHee 3ananue 3

1. Uyuurts [lpuxaz Pocapxusa om 11.04.2018 N 44 "O6
ymeepoicoenuu Ipumepnot UHCMpyKyuu no
0e10npouU3800CmMey 6  20CYOapPCMEEHHbIX — OpeaHu3ayusax"
(3apeructpupoBano B Munrocte Poccun 17.08.2018 N 51922)
B cucreme  Koucymerantllmoc  www.consultant.ru

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

2. OTBETUTH Ha BOMIPOCHI U MPEICTaBUTh UX B CBOOOTHON
4acTH TaOJIUIIBL.

Ne Bonpoc OtBer
IL.m.

JlokymMmeHT0000poT MY BKIIIO4aeT
OCJIeIOBATEIFHOCTD ITePEeMEIICHUI
ITOKYMEHTOB, a TAKXKE ONEPALIUH,




COBepILIaeMbIe C JOKYMEHTAMH B TPOIIECCE
X CO3/IaHus U UcToHeHus. HazoBute 31
OTIepaIHH.

Ha xakue IpHHIMITBI OIIUPACTCS
Opranu3zaius 1oKyMeHToobopora B MY?

w

Kak BeqyT yuer JoKkymeHnToobopora B MY?

Kakue TOKyMEHTHI MONaJaoT B COCTaB
BXO/ISIIMX U UCXOSALUIUX TOKYMEHTOB
rOCY/1apCTBEHHON OpraHu3aiuu’?

Uto Takoe «MDJ1O»?

UTO BXOIUT B MOHATUE «KOPPECIOHICHIINS»
roCy/1apCTBEHHOW OpraHu3aluu?

Hy>HO JI1 IPOBOJUTH NIEPBUYHYIO
00pabOTKY JIEKTPOHHBIX JOKYMEHTOB?

[IpukasaM U pacopsKEHUsM 110 OCHOBHOU
NESTEIIBHOCTH B TOCYAAPCTBEHHOM
OpraHu3aluy NPUCBAaUBAIOTCS MOPSIKOBbIE
HoMepa? Crienyer a1 UX perucTpupoBaTh B
OTZIEIIBHO, B PA3HBIX PETHCTPALIMOHHBIX
dhopmax?

Kak oprann3oBath JOKyMEHTOO0OpOT
[PUCIIAHHBIX OyMa)KHBIX JOKYMEHTOB, €CITH
B opranuszanuu aercreyer CO1?

10

Kakue  IOKyMEHTBI  TOCYIapCTBEHHON
OpraHU3aIi MOTYT CO371aBaThCsl, XPaHUTHCS
M HCIOJB30BAThCsl  UCKIIOYUTEIBHO B
piiekTpoHHOM  Buzae? Kak  ycraHOBUTH
[epeyeHb 3TUX JTOKYMEHTOB?

11

[ 1e perucTpupyroTCsi IPOTOKOJIBI
3aCelaHU, COBELIaHUH, IIPOBOAUMBIX
[PYKOBOJICTBOM OpraHu3anuu’?

12

Kakue TpeOoBaHUS IPEIBIBISIOTCS K
MapIIpyTam JBH>KEHUS
OpTaHU3AIMOHHO-PACTIOPSTUTEIILHBIX
mokymeHToB B COJ1?

13

YUemy OJKHO COOTBETCTBOBATh
[IPOXO0XKJICHUE BHYTPEHHUX JIOKYMEHTOB Ha
pTarnax ux MOArOTOBKU U oopmileHus, a
YeMy Ha dTale UCIOIHEHMS?

14

CKOJIbKO pa3 U /i€ HY’)KHO perucTpUpOBaTh
BXOJIALINE TOKYMEHTHI?

15

Kaxkyro 3a/1aqy cTaBUT pyKOBOJIUTEb
cityk0b1 JIOY rocynapcTBeHHOTO
YUpEeXIeHUs IIPH OpraHU3aIuu
ITOKyMEeHT0000poTa?

16

CriemyeT i Bcerjia COXpaHsITh KOHBEPTHI
VUTH YTTAKOBKY BXOJISIIIUX JIOKYMEHTOB?

17

Kakie qonoaHuTENbLHBIE IIOTOKU
HaOII0AI0TCS BHYTPH TIOTOKA BXOIAIICH
mokymenTanuu MY?

18

Koraa Hy»HO 3aperucTpupoBaTh
MCXOJSIINNA TJOKYMEHT, €CITH OH OBLIT

[TOITMCaH B KOHIIE pabovero JIHs WIH B




Hepabouee Bpemsi?

19

I[J'IH KaKHNX UCXOOAINX NOKYMCHTOB
COCTABJIAKOTCS COIPOBOJAUTCIILHBIC nrchrma?

20

KakoBa 11e11b npe1BapuTeIbHOrO
[pacCMOTpEHUs I0Jy4aeMbIX JOKYMEHTOB?

21

JTamy nepBUYHON 00pabOTKH JOKYMEHTOB
COOTBETCTBYIOT HECKOJILKO OTIEPAITH.
HasoBure ux.

22

Kakue manabie BHOCATCS B COJl 0 BXOASIINX
1 UCXOISIINX TOKYMEHTAX TOCy1apCTBEHHOMN
OpraHu3anuu’?

23

Yro ACJ1aTh, CCJIM BbI MMOJIYYHUIIN
HECTaHAapPTHOE 110 BECY, pa3Mepy U T.II.
[MOYTOBOE OTIpaBiieHuEe?

24

Uto nenatkb, €ciau BbI MOJIYYUIIU IIOYTOBOE
OTIpPaABJICHHUE B NOBPEKICHHON yIIaKOBKe?

25

Cnenyert Ju AenaTh KOMUHU UCXOIAIINX
ITOKYMEHTOB?

26

KT0 Takoif OTBETCTBEHHBIN UCIOJIHUTEID
imokymenTa? KakoBbl ero o6s13anHoCTH?

27

[lepen peructpanuein HCXOISIIIMX
mokymMeHTOB Cityx0a Je10nponu3BOICTBa
[IPOBEPSIET UX IIPaBUIBLHOCTB. Ha uro
KOHKpPETHO oOpaiiaercsi BHUMaHue?

28

HaszoBure cpencrBa CBSI3M 11 TOCTaBKUA U
OTHpPABKU JOKYMEHTOB MY B opranuszanuu u
OpTraHbI BJIACTH.

29

KTO pa3pabarbiBaeT MapuIpyThl ABHKEHUS
OpraHU3alMOHHO-PACIOPSAIUTENBHBIX
moxkymeHToB 1151 COJ] rocynapcTBeHHOM
OpraHu3aumn?

30

HasoBute 1nens opranusanuu
ITOKYMEHTOO00pOTa B rOCy1apCTBEHHOM
OpraHu3alum.

31

Kak MOT'yT perucTpupoBaThCcsi BHyTPEHHUE

ITOKYMEHTBI?

Jdomamnee 3aganue 6

[Ipoananu3upyiiTe HOMEHKIATYPY AeT 00pa3oBaTeIbHOM

opranu3anun BBI6paHHOFO THUIIA WKW NPEATIOKCHHYIO

npernoaaBaTeiIcM. OTBeThTE Ha BOITPOCHI.

1.

Jly1g yero npeaHa3Hau€Ha HOMEHKIIATypa Jel B
00pa3oBaTENbHOM yUPEKICHUH?

Kak pa3zpabarbiBaeTcsi HOMEHKIIATypa Je
00pa3oBaTeNbLHOTO YUPEKIACHUS?

CymiecTByeT Ji JUisl JaHHOW opraHu3aiuu Tumnosas
HOMEHKJIaTypa aein?

Kak onpenenuts popmy U CTPYKTYypy HOMEHKIATYpPhI
nen?




5. Kak ycTaHOBUTB CpOKU XpaHEHUS JOKYMEHTOB?

6. Korna nomxaa 0OHOBISATHCS HOMEHKIIATYpPa A€
00pa30BaTENBLHOIO YUPEKACHUS?

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

KonTtpoabnas padora

B kauecTBe KOHTpPOJILHOM paboOThl CTyIEHTaM
MpeJUIaraeTcsi COCTaBUTh pedepar U BHICTYNUTH C JTOKJIAIOM
10 TEME:

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

MOBTOPATHCS B IPYIIIE (3aIMCATHCS Y CTapOCTBHI).
[lepeueHp TUIIOB 00pPa30BATENBHBIX YUPEKICHHUH CM.
o c1.23 @3 «O06 oOpazoBanuu B PO».

TpeGoBanus k pedepaty
JloKyMeHTHpOBaHHe AesITeTbHOCTH 00Pa30BaTEJIHLHOTO

yUpexKIeHust

ConepxcaHI/Ie AOJIDKHO ACMOHCTPHUPOBATH CIICAYIOIINC 3HAHWA
U YMCHUA CTYACHTOB:

3uanue:

- cneyuguueckux uepm OOKYMEHMUPOBAHUs OesmelbHOCmU
00pa30BaTENLHOTO YUPEKICHUS;

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

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

- HOpMAMUGHO-NPABOGLIX — AKMOG,  PelaAMEHMUPYIOUUX
oesimenbHOCmb U ee OOKYMEHMUpOoBanue 6 00paz06amenbHblx
VupenrcoeHusx (no munam).

VYmenue

- cocmasumo HOPMAMUBHO-NPABOBYIO bazy
OOKYMEeHMUpOBaHUs oesimebHOCmU KOHKPEmHOU
opeanusayuuL;

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

Pedpepar wa 10-15 crpanum, uepes 1,5 wunTepBana, 14
mpudrom. OOs3aTenbHBl TUTYABHBIA JIUCT, OTJIABIICHUE,
CIIMCOK JIMTCpAaTypbl W HCTOYHHUKOB, BHYTPUTCKCTOBLIC
CCBLIKHU. Bo3moxHbI MIPUIIOKEHUS. KonTponbHas
WHJWBHUIyalIbHAsT pa0oTa BBIIOTHSACTCS B OyMaXHOM U
OJICKTPOHHOM BH/IC

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




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

9. OOmas xapakTepuCTHKa YIpPABICHUS B JaHHOM
00pa30BaTEILHOM yUPEKICHUH.

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

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

® OpraHM3alMOHHO-TIPABOBAs JOKYMEHTALMS,

® [UIAaHOBAs JOKYMEHTAIlHS;

® pacnopsAUTEeNbHAs JOKYMEHTAIIHS,

¢ uHPOPMAMOHHO-CIIPABOYHAS "

CIPAaBOYHO-aHATUTHYECKAS JOKYMEHTAIIHUS;

OTYETHAs! IOKyMEHTAIUS;

® JJOKyMEHTaIs M0 00ECIeYeHUIO KapaMH (110
JUYHOMY COCTaBY);

e (QunancoBas aokyMmeHTalus (OyXranTepCKHii
y4eT ¥ OTYETHOCTb);

® JJOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeYeHUIO;

® JIOrOBOpHAas JOKyMEHTalus,

® JIOKyMEHTalUsl MO JOKYMEHTAllMOHHOMY U

UH(POPMALMOHHOMY o0ecreueHnIo
JeSITEIbHOCTH YUPEXKICHUS;
® JJOKyMEHTalus, OTpa)karoIas

00pa3zoBaTeNbHYIO JEATeTbHOCTS;
® JIpyrue CUCTEMBbI JOKYMEHTAIUH (E€CIH €CTh).
12. Ananu3 IPUMEPHOM HOMEHKJIaTypBI nen
00pa30BaTENbHOTO YUPEKACHHUS.
13. Tlopsinok XpaHeHUs: JOKYMEHTOB B 00pa3oBaTeIbHOM
YUPEIKIACHUH.
14. Cniucok auteparypbl 1 HICTOYHHKOB.

Tect 1

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

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

b. HOpMaTHBHO-IIPaBOBHIMHU aKkTamMu (eaepabHON
WCIIOJIHUTENIbHOM BIIaCTH;

C. HOPMATUBHO-TIPABOBBIMHU aKTaMH
3aKOHO/IATEIbHON U UCIIOJHUTEIBHOM BIACTH
cyOobekToB PD u ux TeppuTOopHaIbHBIX
00pa3oBaHMii;

d. HOpMATHBHBIMH JOKAJTHHBIMH aKTaMHU
o0pa30BaTeNbHOI OpraHu3aluu.

2.Kakoe BbICKa3bIBaHME ABJISIETCS HEBEPHBbIM?




a. PekBu3UT «HAaMMEHOBAaHHE BHJAA JOKYMEHTa»

ABIIAETCS  JIOKYMEHTOOOpa3ymoIllMM  IPU3HAKOM,

MO3BOJISIONIMM TIOTYYUTh HayallbHOE, caMoe oolee

NpeJICTaBJIeHHEe O JOKYMEHTE, €ro IpaBOBOU

3HaYUMOCTHU

b. Ilpumenenne TI'OCT P 7.0.97-2016 sBasiercs

00s3aTeNbHBIM Ul BCEX COBPEMEHHBIX OpraHU3alUM,

YUPEKICHUH, NPEANPUATHI JHOOBIX

OpraHU3alMOHHO-TIPABOBBIX (POPM

c. ®opMyIsip JOKyMEHTa MPOJAUKTOBAH HE TOJBKO

HEOOXOUMOCTBIO CTPYKTYPUPOBaTh HH(OpMAIHIO,

clenaTh €€ SPrOHOMUYHOU, HO U HEOOXOAMMOCTHIO

IpUAaTh JOKYMEHTY HOPUIMYECKYIO0 CUIY, CAEJIaTh

3areyaTiieHHYI0 B HeM HH(opManno ohuuanbHON

d. Kaxplii peKBU3UT KaK NEPBUYHBIN CTPYKTYPHBIN

AJIIEMEHT JOKYMEHTa B TOW WIUM HWHOM CTENeHU

OTpakaeT IOPUANYECKH 3HAYUMYIO HHPOpMAIIIIO
3. KakuMm opraHu3anMOHHbIM JOKYMEHTAM COOTBETCTBYeT
cJIelyIOIIasi XapaKTepHCTUKA:
dmo opzanu3zayuoHHO-NpPasosvle AKMbl, ONPEOENAIULUEC
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 OCHOBHbLE
OpP2AHU3AUUOHHbBIE  BONPOCHL  NPOGEOEHUA  PA3IUYHBIX
meponpuamuil 6 op2anuzauyuu (KOHKYpCco8, CeMUHAapos,
¢hecmueaneii, 6bicmagok).

a. mpaBuia

b. monmoxenus

C. HHCTPYKIIMM

d. ycraBsl

4. Kakomy OpraHu3aiiMOHHOMY JIOKYMEHTY COOTBETCTBYeT
cJIelyI0IIasi XapaKTepUCTUKA:
Omo 10KanbHLLL HOPMAMUGHBIIL aKmM  Op2AHU3AUUU,
pecnamenmupyrouwiuii. 6 coomeemcmeuu ¢ Tpyooevim
Kooexkcom u unvimu pedepanvnvimu 3akonamu nopaooK
npuema u y60JbHEHUA pPAOOMHUKOS8, OCHOGHbIE NpaAsa,
00A3AHHOCMU U OMEEMCMEEHHOCb CMOPOH MPYO08020
002060pa, pexcum padomol, 6pemsa Omovixa, nPUMeEHAEMble
K padomHuuKam mepvl nOOWpenus u 63blCKanus, a maKyice
UHblEe 6ONPOCHL PezyIUPOBAHUA MPYOOEHIX OMHOUIEHUI )
O0anH020 padomooameis.
a. MHCTPYKIIMSI HHCIIEKTOpA MO TPYy
b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACHOPSIIKA
C. TOJIOXKEHHUE O TPYHAOBBIX OTHOIICHHUSIX B
OpraHu3auu
d. TpynoBoii 1oroBop

5. Kakomy ynpaBiieH4eCKOMY JOKYMEHTY COOTBETCTBYeT
CJIeqyIoIIAasi XapaKTepHCTHKA:

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




Op2AHU3AUUOHHBLX eonpocoe, a makKoice eonpocos

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

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

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

d. JOJDKHOCTHAsI MHCTPYKIHSI

b. MOMKHOCTHO# perjaaMeHT

C. mojoxenue o ciyxoe JJ0Y

d. HHCTPYKITHS 10 J€TONPOU3BOICTBY
Tect 2

1. B kakoil 4acTH pacnopsiiuTeIbLHOI0 [JOKYMEHTA
He00X0IMMO noMemAarhb nepevyeHb AOKYMEHTOB,
YTPATUBIIUX CHJIY MJIU MOAJIEKANIUX U3MEHEHUIO B CBSI3H
¢ M31aHNEeM JaHHOI0 aKTa?
a. B JIIOOOM ITYHKTE PaCIoOpsAUTEIIbHON YacTH
b. B mepBBIX MyHKTaX paclopsAUTEIbHON YacTH
C. B KOHCTaTUPYIOIIEH YaCTH
d. B KOHIIE TEeKCTa
2. 3 kakux 4acreil COCTOMT TEKCT PacCHoOpPsSAUTEIbHOIO
AOKYyMEHTA:
a. aHAJIMTHYECKas 4acTh/ 0000IIaroIas YacTh
b. pasbscHUTENbHAS YaCTh/ TUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOIAsl YaCTh/ pacropsIuTeIbHas YacTh
d. BBO/1HAs yacTh/ OCHOBHAS YAaCTh/ 3aKIIFOUMTEILHAS
4acTh
3. Kakomy BHMIYy JOKYMEHTA COOTBETCTBYET CJeAYIOIIHI
TEKCT:
23.09.20013 ¢ 9.00 na 3anamusax no ocHosam

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

Jloyenm kageopvr npaea Iloonucye
/H.B. Illeneny

25.09.2013
a. TOKJIa/iHas 3arucKa
b. mosicHuTEeNBbHAS 3aMKCKa
C. O0OBsICHUTEIbHAS 3aMKICKa
d. cmyxeOHas 3anucKa
4. Jlns KakuxX BHJOB JOKYMEHTOB MCIOJb3YIOT O0IIMd




01aHK?
BriGepute ofuH OTBET:
a. T0OBIX BUOB JOKYMEHTOB, KpOME TpUKa3a
b. 7r00BIX BUIOB TOKYMEHTOB
C. TOJIBKO JJI IIMChMa
d. TF0OBIX BHIOB JOKYMEHTOB, KPOME ITHChMa
5. Ha kakue THIBI NOAPA3IEJSIIOTCA JAOKYMEHTBHI MO
MPOUCXOKIECHHIO:
a. obmenoctymnHble/ KOHPUICHIIMATBLHBIC/ CEKPETHBIS
b. muunbie/ ouLIHATbEHBIE
C. BXOJSIIME/UCXOIAIINE/BHYTPECHHNE
d. uHaMBHAYaTbHBIC/ Tpad)apeTHBIC/ THIIOBBIC

Bomnpocs! Kk 3k3aMeHy

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

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

nesirenbHocTH. Opranuzanus, JIaHUPOBaHUE,
pacropsIuTeIbCTBO, KOOPAUHAIMS, KOHTPOJIb U APYTHE
yIipaBiieHYecKHe (GYHKIHHU B IOKyMEHTax 00pa3oBaTeIbHON
OpTaHu3aINH.

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

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

6. [Tonsarue noxkymeHTo000poTa. OCHOBHBIE
3Tanbl JOKYMEHTO000pOTA.
7. VYnpasieHue 10KyMEHTOIIOTOKAaMH B

00pa3oBaTeNbHON OpTaHU3aIH. JJICKTPOHHAS U
TpaJUIMOHHAsA (hopMa TOKYMEHTOO0O0pOTa.

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

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

10. Opranuzanus ornepaTuBHOrO U ApXUBHOTO
XpaHEeHHs JOKYMEHTOB B 00pa30BaTebHON OpraHn3anuu (Ha
IIPUMEPE OJJTHOTO U3 THUIIOB).

11. JlokaapHBIC HOPMATHUBHBIE aKTHI TIO
JEJIONPOU3BOJICTBY 00pa30BaTENLHON OpraHu3aIliy.
12. HHuctpykius mo aenonpou3BoAcTBy. Lens

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

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




JIICUCTBUE.

14. YHHUUYTOXKEHHE JOKYMEHTOB 00pa3oBaTelbHON
opram3anuu. [lopsSaok BBIOEICHUS €1 K YHUUYTOXCHHIO.
JIoKyMeHTUpOBaHUE MPOLEAYPbl YHUUYTOXKEHHS TOKYMEHTOB.

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

Jdomamnee 3aganue S

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

. IPOLIECCHI ABUKEHUS KaJIpOB;
. IpOLEeypy aTTeCTALUH;
. BOMHCKHI yYer.

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

4. XapaKkTepucTHKa JOKyMEHTaIBHOTO (POHAA (JJOKYMEHTOB,
UX KOMITJICKCOB M CUCTEM JIOKYMEHTALNH, (POPMHUPYIOIIHUXCS
B JICSITETILHOCTH 00Pa30BaTEIbHOTO YUPEKICHUS ):
® OpraHM3aIMOHHO-TIPABOBAs JOKYMEHTAIIHS,
® TUTAaHOBAs JOKYMEHTAIHS;
® pacnopsAMTEeNbHAs JOKYMEHTAIIHS,
¢ uHPOPMAIMOHHO-CIIPABOYHAS "
CIPaBOYHO-aHATUTUYECKAs! JOKYMEHTALUS;
OTYeTHAas TIOKyMEHTAallUs;
® JIOKyMEHTaIMs 10 00ECHEeUeHHIO KagpamMu (110
JMYHOMY COCTaBY);
e (uHaHCOBas JOKyMeHTauus (OyxraiaTepckuii
y4eT U OTYETHOCTB);
® JJOKyMEHTaIUs o
MaTepHATbHO-TEXHUYECKOMY 00€CIIeUeHHIO;
® JIOrOBOpHAas TOKyMEHTalus,
® JIOKyMEHTalUsl MO JOKYMEHTAllMOHHOMY U

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

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

Tect 1

1. Kakomy [0OKyMEHTY COOTBETCTBYeT CJieqyIolas

XapPaKTePUCTHKA:

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

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




€20 Op2aHU3AUUOHHO-NPABOGOE NOIONCEHUE 6 CHMPYKHype
yupexcoenusn,  A6AAEMCA  NPABOGOU  OCHOB0U 014
npogedenus ammecmayuu padomHuKa, onpedeneHus e2o
OMGEemMCMEeHHOCMU U 63AUMOOMHOUIEHUA C Opy2UMU

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

a. MHCTPYKIIMS 110 IETIOTNPOU3BOJICTBY

b. monoxxenue o ciayxoe JJOY

C. TOJIKHOCTHOM perjaMeHt

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

€. 00IIen0CTyIHbIE,

f. xonduaeHIHATbHbIC

g. CEeKpeTHbIE

h. Bce rpyIImbl BO3MOXHBI

Tecr 2
1. K kakoii cucremMe 10KyMeHTalluu oTHOcUTCs JInunas
kaprouka T-2?
a. (UHAHCOBO-OYXTaJITEPCKOM,
b. mokymMeHTaMm IO JIUYHOMY COCTaBY,
C. OpraHU3alMOHHO-IIPABOBOM,
d. pacmopsauTeNnbHON TOKYMEHTAIIHH.
2. KTo odopmisieT yueTHbIE JIUYHbIE KAPTOUKM:
a. pabOTHUK
b. pykoBOANTENb CTPYKTYPHOTO MOAPa3CICHHS
C. 3aMECTUTENb PYKOBOJIUTENS OpraHU3aliu
d. pabOTHUK 1O Kapam
3. Kakoii 10KyMeHT SIBJIAETCSI OCHOBHBIM JOKYMEHTOM 0

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

d. y4eTHas JUYHAas KapTO4Ka
b. meHCHOHHOE yIOCTOBEpEHUE
C. CTPaxoBOE€ CBUETENHCTBO TOCYJAPCTBEHHOTO
IIEHCUOHHOT'O CTPAaXOBAHHUS
d. TpyoBast KHHKKa
4. Kakme BuHABI JHCHUIUIMHAPHBIX  B3bICKAHHIl
BIIMCHIBAKOTCS B TPYAOBYI0 KHMKKY:
a. YBOJIbHEHHE
b. Bce BU/IbI TUCIUTUIMHAPHBIX B3bICKAHHIA
BIHCBIBAIOTCS B TPYJIOBYIO KHUXKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHUs B TPYJOBYIO KHH)KKY HE 3aITUCHIBAIOTCS
5. Kakue mucbMa NOANMUCHIBAKTCHA ABYMS JHMIAMH —
PYKOBOJIUTEIEM OPraHU3alliM M IVIABHBIM OyXTraJTepoMm:
a. TapaHTUHHbBIC THChMA
b. conpoBoauTEIHHBIE THCHMA
C. MMCbMa-3aIrpoChl
d. pexnamHbIC TUCHMaA
6. Kakum poxkymeHTOM Heo0XoaumMo o0GopMHUTL BO
n3de:kanue HapymeHuss HopM TpynoBoro kojaekca




NMCbMEHHOE HANOMHMHAHHE 0 He00XOAMMOCTH SIBUTHCH
NSl TOJYy4YeHHS] TPYAOBOW KHUKKH  YBOJEHHOMY
pabdoTHHUKY, He MOJYyYUBIIEMY ee:
a. 3aKa3HOe MUChbMO
b. pakcorpamma
€. SMS-coo01ienne
d. a5eKTpOHHOE COOOIIICHHE
7. Kakoil JA0KYMEHT MNOANMCHIBAETCS PYKOBOJUTEEM
CTPYKTYPHOIO MOJApAa3ie/ieHus:
a. cripaBKa
b. mpukas
C. aKT
d. cmyxkeOHas 3anucKa
8. B Kkakoii 4YacTHM PpacHOpPsiAMTEJBHOr0 [JOKYMEHTA
yka3piBaercss uUHQopManusi 0 TOM, KTO OCYIIeCTBJisieT
KOHTPOJIb €r0 UCIOJTHeHus1?
a. B IICPBOM ITYHKTC paCHOPﬂI[HTCHBHOﬁ qacTu
b. odopmitsieTcst OTIEIBHON CTPOKO#L MMOCIIE BCeX
MTYHKTOB
C. B IOCTIEIHEM ITYHKTE PACTIOPSAIUTEIHLHON YaCTH
d. B KOHCTATHPYIOILEH YacTH

BOI[pOCbI K 3K3aMEHY

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

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

3. Iopsaok 3akI04eHnsI TPYAOBBIX 10TOBOPOB.
OO0mme ocHOBaHUS NPEKPALIECHUS TPYAOBBIX 10r0OBOPOB.
OcHoBaHMS ¥ NOPSA/IOK PACTOPKEHHUS TPYIOBbIX
JAOTOBOPOB 110 HHULIMATHBE padoToaares, 110
HHULIMATHBE Pa00THHKA 00pa30oBaTe/IbHOI OPraHu3anmu.
4. JlokyMeHTHpOBaHuEe B 001aCTH MATEPUAJIBbHBIX U
(prHAHCOBBIX 3aTPAT rocyAapCTBEHHBIX U
MYHMIHMIAJTbHBIX 00Pa30BaTe/IbHBIX OPraHU3AIHIA.

o. YcraHoBJIeHHe U I0KYMEHTAJIbHOE 3aKpeIjieHue
COLMAJIbHO-IIPABOBLIX YCJI0BUI U FrapaHTHI,
HEeO00XOAUMBIX ISl 1eSITeIbHOCTH PA0OTHUKOB
roCy/1apCTBeHHbIX, MyHUIIUNIAIbHBIX U
HEroCcy1apcTBEeHHbIX 00pa30BaTelbHbIX YUpeKIeHH.

6. JAucuMIuIMHAPHAsA OTBETCTBEHHOCTD H ee
AOKYMEHTHPOBaHHUE
. JloKkyMeHTHPOBaHME HCCJIE10BATE/IbCKOM

JAesiTeJIbHOCTH 00pa3oBaTeibHON opranusanuu. Crnocoobl
3allUThl aBTOPCKHUX MPAaB.

Hpuioxenne 3




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

IToka3zaTenu u KPUTECPUHA OLICHUBAHUS:

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

— Ha OHLCHKY «H€ 3a9YTEHO»— O6yanOLHHfICH HC MOXCT II0Ka3aTb 3HAHHWA Ha YPOBHC
BOCITPOM3BCACHUSA U 00BACHEHUS I/IH(bOpMaI_[I/II/I, HE MOXCET ITOKa3aThb MHTCIIJICKTYAaJIbHbIC HABBIKU
pEeUICHUA IMPOCTBIX 3a1a4.

MeTtoauyeckue yKa3aHusl K OPraHM3aliM CAMOCTOSATEJIbHOM PadoThI CTYACHTOB

B npormecce BBINOJHEHHS CaMOCTOSTENBHOW pPa0OThl CTYAEHTHI JOJKHBI HAy4YHUThCS
BOCIIPUHMMATh CBEJIEHUS Ha CIyX, (UKCHUpOBaTh MHGOpPMALMIO B BHUJE 3alUCEH B TeTpalsix,
paboTaTh C MUCHMEHHBIMU TEKCTaMH, CAMOCTOSITEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisisi MX B BHUJIE TE3UCOB, KOHCIIEKTOB, CHUCTEMAaTH3UPOBaTh HH(OpPMALUIO B BUJE
3aro0JIHEHUsI Ta0JINLl, COCTABICHUS cXeM. Ba)kHO HAyUUTHCS BBIAEINATD [VIaBHBIE MBICIIH B JIEKLIUU
npenogaBaresss JUO0 B NUCbMEHHOM TEKCTE; aHaJIU3UpOBaTh SBJICHMS;, OIPEAEIATh CBOIO
MO3UIHIO K MOJTYYEHHBIM Ha 3aHATUAX CBEACHUSIM, Y€TKO (POPMYJIUPOBATH €€; apryMEHTHPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHHS; OCYIIECTBIATh CaMOaHaJIM3.
Heo6xonnMo yuuThCsl BIaJeTh YCTHOM M NMUCBMEHHOW peubl0; BECTH AMAJIOT; y4acTBOBAaTh B
JMCKYCCHM; PpacKpbIBaThb COJAEp)KaHUE H3ydaeMoil mpoOieMbl B MOHOJIOTHYECKOH peun;
BBICTYIIATh C COOOLIEHUSAMH U JIOKJIAJaMU.

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

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

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



becena mo mnmany mnpenctaBnser co0oil  3apaHee MOATOTOBIEHHOE COBMECTHOE
00CyXJIeHHE BOIIPOCOB T€MbI KaXKIbIM U3 YYACTHUKOB. JTa ¢opMa nmoTpedyeT OT CTYJCHTOB HE
TOJIbKO XOpOIIEH CaMOCTOSITENbHOM MPOPaOOTKU TEOPETUYECKOro MaTepuaia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOW JIHUCKYCCHU: KPaTKO, YETKO U SICHO (JOPMYIUPOBATH U U3JArarhb
CBOIO TOYKY 3pEHMsI Iepell COKYpCHUKAMM, OTCTauBaTh IIO3ULMI0O B HAy4yHOM CIIOpE,
NPUCOCTUHSATHCS K Uy’)KOMY MHEHHUIO WM ONIIOHUPOBATH JPYTUM YYaCTHUKAM.

Pedepat — camblii pOCTON U HaMEHEe CAMOCTOSTENbHBIA BHUJ MUCHMEHHOW PaOOTHI.
CyTb €ro coCTOUT B KPAaTKOM H3JI0KEHHM COJEPKAIIMXCS B HAy4YHOH JUTEpaType B3IJSA0B U
uzei no 3aganHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTH U HOBU3HBL. B HeM orleHuBaeTcs
YMEHHE CTyJeHTa paboTaThb C KHHUIOW: BBLACNATH M (OpMynHpoBaTh MpoOieMy, OTOHpaTh
OCHOBHbBIE TE3HCHl M BCIIOMOTATEIbHbIC JaHHBIEC, JOTUYECKH BBICTPaUBaTh MaTepHall, TPaMOTHO
0(OpPMIISITh HAYYHBIH TEKCT.

CryneHram npejyiaraercs JiBa Buja pedepaTHbix padoT:

PedepupoBanue HaydyHOU JHUTEpaTyphl MPEACTABISET COOOW COKpAIIEHHOE HM3JI0KECHUE
COJIepKaHUsI CTaThU WJM KHUTH C OCHOBHBIMH CBEIEHHUSIMH W BBIBOJAaMHU. Takue pedepars
aKTyaJbHBI TOTJA, KOT/Ia B IOPUINYECKAX MCTOYHHKAX MOSBISETCS HOBBIH TEOPETHUECKUH WU
IPAKTUYECKUH Marepuall 1o usydaemod Tteme. OT cTyneHTa TpeOyeTcsi, BHUMATEIbHO
03HAKOMUBIIKCH C IEPBOMCTOYHUKOM, MAaKCUMAaJIbHO TOYHO U TIOJHO MepeiaTh €ro coJiepsKaHue.
Jns storo nenecoobpazHo BBIOpaTh (OpMY MOCIEIOBATENBHOTO H3JI0KEHHS MPOYUTAHHOU
KHWUTH, HE MEHssd ee OOIMi MiaH W CTPYKTYypy (ThaBel, pasziensl, naparpadsl). Heobxoamumo
COXpaHHUTh JIOTMKY TIOBECTBOBAaHUS M IM03a00TUTHCS O CBSI3HOCTU TEKCTa. ABTOPCKUE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M WAEU Jy4llle MepefaBaTb HE CBOMMHM CIIOBaMH, a C
nomouiblo nuTHpoBaHus. O0beM pedepaTta OyneT ompenenaTbcs COAepkKaHUEM HMCTOYHHKA, a
TaK)K€ €ro Hay4HOM M MpaKTU4YecKoi 1eHHocThio. Ho B 11060M ciyyae mpennodreHue oTAaeTcs
KpPaTKOCTH U JIJAKOHUYHOCTH, YMEHHUIO OTOMPATh TJIABHOE U OCBOOOXKAATHCSI OT BTOPOCTEIIEHHOTO.

Pecdepar no Teme npencrapiiseT 0030p HAYUHBIX B3IJIS10B M KOHIETIIIUN 110 TPOOIEMHOMY
BOIIPOCY B U3y4aeMol TeMe.

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

- Jns moarotoBku pedepata CTyAEHTY HEOOXOAMMO CaMOMYy WM C Y4YacTHUEM
npenoaaBaresns moaoopate UCTouHUKH HHGopMaruu. Creayer mo3ab0TUTHCSI, 9TOOBI B BallleM
CIUCKE OKa3alHhCh HE CllydaiiHble, a IIeHHble B HH(GOPMAIMOHHOM IUIaHE€ KHUTH. MOXXHO
BBINOJIHUTH PabOTy, OOpAaTHBIIMCH W K OJHOMY HMCTOYHHUKY — MOCOOWIO, MOHOrpaduH,
uccnenoBanuio. Ho mydiie, ecian Bb 0OpaTUTECh K ABYM-TPEM HayUHBIM TPYyZaM — 3TO MO3BOJMT
NPEJCTaBUTh MPOOJIEMY C HECKOIBKHX TOUYEK 3pEHHS U BBICKA3aTh JIMYHBIE MTPEIOYTECHUS.

- OTHUM U3 TJIaBHBIX KPUTEPHUEB OLICHKH pedepaTa OyJIeT COOTBETCTBUE €0 COAEPIKaHUS
3agBlieHHOM Teme. [l 3TOro Oerjo O03HAaKOMUBLIMNCH C TEPBOMCTOYHMKAMH COCTaBbTE
MpeABapUTENbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPUHIIMIIHAIBLHO Ba)KHBIC
MOMEHTHI U 3Tanbl ocBeuleHus mpobsieMsl. [locie Toro, kak y Bac MosgBSITCS pabouyue 3amucu 1mo
pe3yibTaTaM H3Y4YeHHs] HAydyHOM JuUTepaTypbl M oOUIMpHas MHQpOpMAIMs MO TEeME B LENIOM,
MOXXHO Oy/IeT CKOppeKTHpOBaTh oOmuii rmiaH pedepara. Crapaiitech nmpu padoTe HaJa HUM
TIIATEIIBHO HW30aBIATHCS OT «HU3JIMIIECTB»: BCAKOTO poja aOCTPaKTHBIX pacCyKACHUH,
Ype3MEPHBIX MOAPOOHOCTEH 1 MHOTOYUCIICHHBIX MPUMEPOB, KOTOPbIE «Pa3MbIBAIOT» TEMY HIIH
YBOJSAT OT HEE.

CrpykTypa pedeparta BKIOHaeT B ceOs BBelIEHHE, OCHOBHYIO 4acTh U 3akitoueHue. Bo
BBEJCHUU (POPMYIUPYIOTCS LENM W 3ajadyd paboThl, ee akTyalbHOCTb. (OCHOBHAas 4acTh



npeicTaBIsieT co0Ol MOCIe0BaTEeIbHOC U apTyMEHTUPOBAHHOE M3JI0KEHUE PA3IMIHBIX TOYCK
3peHusl Ha mpoOiieMy, ee aHaiu3, HpeanojaraeMbie MyTH PelIeHUs. 3akirueHue o0000IIaeT
OCHOBHBIC MBICJIH WJIM OOOCHOBBIBAET MEPCIEKTUBBI MALHEUIIIEr0 MCCIeIOBaHUS TeMbl. Eciu
pedepar mocrarouHO OO0BEMEH, TO MOTpeOyeTcs pasjeicHHe TEeKCTa Ha pasfeibl (IJIaBbl,
naparpadsl). MITrOCTpaTUBHBIN MaTepuan — TaOIHIIbI, CXEMBbI, TpaQUKH — MOTYT PacroaratrbCs
KaK BHYTPH OCHOBHOMW 4acCTH, TaK U B pa3zeie «[Ipunoxenuey.

O0beM pedepara 3aBUCUT OT IIEJIEH U 3314, pemaeMbiXx B padore — oT 5 10 20 cTpaHuIl
MAalIMHOIIMCHOT'O TCKCTAa 4CpPC3 ABAa HMHTCpPBAJiA. Eciu B 3alaHH, BBIJAHHOM IIPCIIOAaBaTCICM
00bEM HE OroBapHBaETCs, TO CJACIYET HCXOIUTh U3 Pa3yMHOM 11€71eCO00Pa3HOCTH.

B pedepare B 00si3aTebHOM MOpPSIKE Pa3MEMIAIOTCS TUTYJIBHBIA JIMCT, TUIAH WM
orJiaBJieHHe paboThI, a TAKXKE CIIUCOK HUCIIOJIb3YEMOM JINTEPATypPhl.

OO6biyHO pedepaT MOKET 3a4MTHIBACTCSA KaK MHUChbMEHHas paboTa, HO HEKOTOPHIC
IpEenoiaBaTeNI MPAKTUKYIOT MYOJUYHYIO 3alMTy pedepaTroB WIM HX «O3ByYHMBAaHHE» Ha
CCMUHAPCKUX 3aHATHAX. B sTom ciIydac HCO6XOI[I/IMO IMPUIIOKUTH AOIMOJHUTCIBbHBIC YCUIIUA OJIA
MOJITOTOBKH MyOJIMYHOTO BRICTYIUICHUS 110 MaTepuaiaM pedepaTHoi paboThI.

IIpe3eHTanusi — COBPEMEHHBIN CIIOCOO YCTHOTO HWJIM HMHCBMEHHOTO MPEACTABICHHUS
MH(pOpPMaLUU C UCTIONIb30BAHUEM MYJIbTUMEIUINHBIX TEXHOJIOTHI.

CyIiecTByeT HECKOIBKO BAPHAHTOB IPE3CHTALIHI.

o Hpe3€HTaHI/I$I C BBICTYIICHUEM JOKJIaJ4YHKa
L4 Hpe3€HTaHI/I$I C KOMMCHTAapHsIMHU JOKJIaJ9HNKa
L4 Hpe3€HTaHI/I$I JUIA CaMOCTOATCIIBHOI'O ImpocMoTpa, KOTOpasa MOXET

JEMOHCTPHUPOBATHCS Mepes] ayAUTOpHel 6e3 yJacTHsl T0KIa 4uKa.
IToaroToBka mpe3eHTaly BKIIOYAET B cE0s1 HECKOJIBKO 3TAIOB:

1. HHaHI/IpOBaHI/Ie MMpE3CHTalluU
OT OTBETOB Ha 3TH BOIIPOCHI 6y,[[eT 3aBHCEThH BCE MOCTPOCHUC NTPC3CHTAIUN

J KaKOBO TpeAHAa3HAYEHHWE M CMBICI Mpe3eHTallM (JIeMOHCTpalusl pe3ysbTaToB
Hay4yHOU paOoThl, 3alIMTa JUIUIOMHOTO ITPOEKTA U T.11.);

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

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

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

. KaKkoB pa3Mep W cocTaB 3pureibckoi aymutopun (10-15 gemoek mmm 80-100;

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

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

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

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

o paboTa HajJ Npe3eHTaledl HauWHAeTCs IOCie TUIATEIbHOTO OOIyMBIBAHUS H

HalMCaHUsl TEKCTa MOKIa/aa, KOTOPHI HEoOXOoauMo pa3duTh Ha (parMeHThl U 0003HAYUTH
CBSI3aHHBIE C KaXKIBIM M3 HUX 33/1a41 U JCHCTBHS;

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

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



° CIOJKEThI TPE3CHTAIlMd MOTYT Pa3bsACHATh WU WILTIOCTPUPOBATH OCHOBHBIE
MIOJIO’KEHUS JIOKJIaZa B CaMbIX Pa3HOOOPA3HBIX BapUAHTAX.

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

Jlist aTOTO 1IETIecO00pa3Ho:

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

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

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

o JUISl pa3bsICHEHHUS TOJIOKECHUI TOKJIaa UCI0JIb30BaTh pa3HbIC BUJIbI CIANIOB: C
TEKCTOM, C TaOJIHIIaMH, ¢ IUArpaMMaMHu;

o ar00as Tpe3eHTalrs J0JKHA UMETh COOCTBEHHYIO ApaMaTypruio, B KOTOPOi

€CTh.
«3aBsiA3Ka» - HpO6y)K,I[CHI/Ie HHTEpECA ayAUTOPUU K TEMC COO6IJ.I€HI/I$I (HpKI/Iﬁ HarJIsaHbINA

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(OPMAIIMH B JIOTUYECKOH MOCIE0BATEILHOCTH
(uepemoBaHME TEKCTOBBIX U Ipa)UIECKUX CIANIOB);

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

«pa3Bsi3kay - HOpPMYITHPOBaHHUE BHIBOJOB MIIH MPAKTUYECKUX PEKOMEHIAINI (BUICOPSN).

3. OdopmieHue npe3eHTauu

OdopmiieHne mpe3eHTaly BKII0YaeT B ce0sl CIeAYIOIIYI0 00s13aTeIbHY0 HHPOPMALIHIO:

TUTynbHBIN TUCT

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

- Ha 3al[UTe KypCOBOM WJIM AMIUIOMHOM pabOThI yKa3blBaeT (aMWIMIO U HWHUIUAIBI
HAy4YHOT'O PYKOBOJUTENS WM OpraHU3aluiy,

- Ha KOH(EepeHIUAX 0003HaAYaET 1aTy U Ha3BaHUE KOH(DEPEHIUH.

[Inan BeICTYIIIIEHUSA

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

- (huKcUpyeT MopsA0K U3I0KEHUS HHPOPMALIUY;

Copepxanue pe3eHTaluu

- BKJIIOYAET TEKCTOBYIO U TpauuecKyro HH(OpMaIHIo;

- WUTIOCTPUPYET OCHOBHBIE TYHKTHI COOOIIEHUS;

- MOXKET MPEeJICTaBIATh CAMOCTOATEIbHBIA BapHAHT JJOKJIA/a;

3aBepleHne

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

- MOKET BKJIIOUATh CIMCOK JIUTEPATYPHI K JOKIALY;

- COJICPXKUT CJI0Ba 0J1aroJapHOCTH ayAUTOPHUH.

4. Jlu3aitH npe3eHTanuu

TexcroBoe oopmienue

o He ctouTt 3amonHsTh Ciaif/l CIUIIKOM OOJIBIIUM 00HEMOM HH(POPMAIUH - JTyUIIIe
BCET0 3allOMHHAI0TCS He 0osiee 3-X (paKkToB, BHIBOJIOB, ONIPE/IEICHUH.

° OnTuManbHOE YHCIIO CTPOK Ha criaiiae — 6 -11.

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

) HauGonbimast 3QpexkTUBHOCTh TOCTHTAeTCsl TOTNA, KOTJa KIFOUYEBBIC ITYHKTHI

0TOOpaXKaroTCs 10 OTHOMY Ha Ka)JIOM OTJICJIbHOM Claizie



. Ecnu TeKCT COCTOMT M3 HECKOJNbKHX ab3aleB, TO HEOOXOJMMO YCTaHOBUTh
Kpac-HYyI0 CTPOKY M MHTEPBaJI MEXKAY a03amamu.

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

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

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

J [udpoBsie MaTepualbl JIydlle MPEACTaBUTh B BHJIC T'PadUKOB U JHarpaMMm —
TaOIUIBI ¢ HU(PPOBBIMU TaHHBIMU HA CJIaiiie BOCTIPUHUMAIOTCS IIJI0XO.

J Heo6xonnmMo o0paTuTh BHUMaHUE HAa IPAaMOTHOCTh HamnucaHus TekcTa. Omuoku

BO BCChb 3KpaH MMPOU3BOAAT HCHPUATHOC BIICUATIICHUC
pudrosoe odpopmienne

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

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

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

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

. J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHIYIOTCSI POTHUCHBIE OYKBBI.

LIBeToBOE OpopMIICHHE

. Ha onHoMm crnaiine He ucnosb3yercs 6oJiee Tpex 1BETOB: (JOH, 3ar0JIOBOK, TEKCT.

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

. Jns pona mpeanoyTUTENbHEE XOIOAHBIE TOHA.

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

. UYepHblii 1[BET MMEET HEraTHBHBIA (MpadHbIi) MOATEKCT. benblii Ha dYepHOM
YUTAETCS TUI0XO.

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

. Henb3s BIOMpaTh QOH, KOTOPBIN COAEPIKUT aKTUBHBINA PHUCYHOK.

Kommosumnmonnoe odopmiieHne

o Crnenyer coOmonaTh enuHbld CTHIB odopmiieHHs. OH MOXET BKJIIOYATh
ornpeneneHHbId pu@T (TapHUTYpa U 1BET), (HOH 1[BETa WU (HPOHOBBIH PUCYHOK, 1EKOPATHUBHBIN
3JIEMEHT HEOOJIBIIOTO pa3Mepa U T.1.

o He npuemnemsl cTuiam, KOTOpbie OyIyT OTBJIEKATh OT MPE3EHTAIHUH.

J KpymnHble 00beKThI B KOMIIO3HIIUU CMOTPSITCSI HEBAXKHO.

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

o st cepbe3HOil mpe3eHTanuyd OTOMpPAOTCS IA0JIOHBI, BBIITOJHEHHBIE B JEJIOBOM

CTHIIC.
AHumarmonsoe odopmiieHue

J OcHOBHasi poJib aHUMAIWU — JO3UPOBAaHUS HH(poOpManuu. AyAWTOpHSA, Kak
NpaBWIO, Jy4lle BOCIPUHUMAET WHQPOPMAIMIO MOPLUUSAMH, HEOONBIINMH 3PHTEIEHBIMU
(dparmeHTamu.

o AHUMaNMs WCIONB3YeTCs Ui TPUBJICYCHHWS BHUMAHHS WIH JIEMOHCTPAIUU
pa3BUTHS KaKOro-Imb0 mporuecca
. He crout 310ymoTpe0asTh aHUMAIMOHHBIMU () (PEeKTaMu, KOTOPHIE OTBJICKAIOT OT

COACPpIKAHNA UJIW YTOMIIAIOT I'Jla3a YUTAKOUICTO.



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

. My3bIKaJIbHOS COMPOBOXKJICHUE IPU3BAHO OTPa3UTh CYTh WM IOAYCPKHYTH
OCOOCHHOCTH TEMBI Cjaiijla WM BCEH MpEe3CHTAIlluH, CO3JaTh ONPEICIICHHBIN dMOIMOHATBHBIN
HaCTpOM.

. My3bIKy IejecooOpa3HO BKIIIOYaTh TOrJa, KOTJa INPE3CHTAlus HIeT 0e3
CJIOBECHOT'O COIIPOBOXKICHHS.

° 3BYKOBOE COMPOBOKICHUE UCTIOIB3YETCS TOIBKO MO HEOOXOIMMOCTH, MTOCKOJIBKY
naxke (oHOBasi THXas My3bIKa CO37aeT U3JIMIITHUMA IITyM U MEIIAeT BOCIPHUATHIO COJICPIKAHNS.

J Heo6xoanmo BeIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
CIIyIIaTeseM, HO He ObLI OTJTYIIHTEIbHBIM.

I'padmyeckoe opopmicHue

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

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

° KenarenpbHo, 4YTOOBI H300pakeHHME OBUIO HE CTOJBKO (POHOM, CKOJIBKO
WLTIOCTpAIMEeH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI MOMOYb IO-HOBOMY IOHSTH H
PaCKpBITH €T0.

o Crnenyer m3beraTb HEKOPPEKTHBIX MJUIIOCTPALUil, KOTOpPbIE HEMPABUIIBHO MWIIH
JIBYCMBICIICHHO OTPa)Kat0T CMBICI HHPOPMALIUH.
o Heo6xonnmMo 1mo3aboTHTBCS O paBHOMEPHOM M PallMOHAJIBHOM HCIOJIb30BAHUU

MIPOCTPAHCTBA Ha CJaiifie: ecau TeKCT MEPBUYEH, TO TEKCTOBOH ()parMeHT pa3MeIaeTcs B IEBOM
BEPXHEM YTITy, a rpauuecKkuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

° Wnmoctpaniii  peKOMEHIYETCS  COMPOBOXKIATh  MOSCHUTENBHBIM — TEKCTOM.
[Toamucu K KapTUHKAaM Jy4llle BBITOIHATH COOKY WJIM CHHU3Y, €CIM 3TO TOJBKO HE Ha3BaHUE
caMoro ciamma.

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

TaOaHIBI U CXEMBI

. He crout BcTaBiATh B Mpe3eHTANWI0 OOJNbIINE TAOMUIBI — OHH TPYIHBI IS
BocrpusThA. Jlydnie 3aMeHUTh UX rpaduKaMu, TOCTPOCHHBIMHA Ha OCHOBE 3THUX TAOJHII.

o Ecnu Bce ke TabnuIly MoKaszaTh HaJ0, TO CJIEAYET OCTaBUTh KaAK MOKHO MEHBIIIE
CTPOK H CTOJOIOB, 0TOOpaB M Pa3MECTUB TOJIBKO CaMble BaYKHBIC JTAaHHEBIE.

o [Tpy mcnonbp30BaHMU CXeM Ha claiiax HeoOXOIMMO BBIPOBHATH Psi/ibl OJOKOB
CXEMBI, pacCTOSHHE MeXJ1y OJOoKaMHu, I00aBUTb COEIWHUTEIbHBIE CXEMBl INPH MOMOIIU
UHCTPYMEHTOB ABTOQUTYD,

o [Ipu co3maHuu cXeM HYXHO YUUTBHIBATh CBSI3b MEXKIY COCTaBHBIMH YaCTSIMH
CXEMBI: €CIIM OHM paBHO3HAYHBI, TO 3aMOJHAIOTCS OJHUM HIPUGPTOM, (POHOM U TEKCTOM, €CIIH €CTh
nepBOCTENIeHHass WH(OpMaIys, TO OHAa BBIACISAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpPTaHHU3AIMOHHBIX JHATPAMM.

Aynuo u Bueo opopmiieHIe

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

. [TpomomKUTENHHOCTD (prTbMa HE TOJKHA MpEeBbIaTh 15-25 MuHyT, a pparmMeHTa
— 4-6 MUHYT.

o Henb3st ucnonb3oBaTh JBa (uiIbMa Ha OJHOM MEpPONPUATUH, HO I0Ka3aTh

(dparmMeHTs! U3 ABYX (PMIHMOB BIIOJIHE BO3MOXKHO.
IHoaroroBka Kk 3a4€Ty. ['OTOBUTHCS K 3a4€TY HYKHO 3apaHee U B HECKOJIbKO 3Tanos. [

9TOr0:



. ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y MOCIE 3aHATHH. DTO IOMOXET
pa300paThCsl C HEMOHATHBIMU MOMEHTaMH JIEKIIMYA U BO3HUKLIMMH BOIIPOCAMHU, TIOKA €UIe JIEKLUs
CBEXa B ITaMSATH.

. berno npocmaTpuBaiiTeé KOHCHEKTHl 1O Hadajga CIEAYIOLIEro 3aHATUA. ITO
MIO3BOJIUT «OCBEXKUTBb» IPEABIAYIIYIO JIEKIUI0 M IIOATOTOBUTHCA K BOCIPUATHIO HOBOIO
MaTepuaia.

. Kaxyro Henento oTBoauTe BpeMs Ul IOBTOPEHUs POMACHHOIO MaTepuala.

HenocpeacTBeHHO NIpy MOATOTOBKE:

J YropsoubTe CBOM KOHCIIEKTHI, 3aIUCH, 3aaHHUS.

. [IpukuHbTE BpeMs, HEOOXOIMMOE BaM JUIsl TIOBTOPEHUS KaXI0i dactu (0JI0Ka)
Marepuala, BRIHOCHMOT'O Ha 3a4erT.

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

o Paznenure Bompockl s 3aduéra Ha 3HAKOMBIE (IO JICKIIMOHHOMY KypCy,

ceMHHapaM, KOHCIIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL TOBTOPEHUSI U HOBBIE, KOTOPbIE
IIPUZIETCS OCBANBATh CaMOCTOATENBHO. HauHUTE ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOIIIFI0 KOHCIIEKTAa M y4eOHMKA. 3aTeM IOTOJIHHUTE CBOM TEOPETHUYECKUil Oarak HOBBIMHU
3HaHUSIMHM, 0053aTEJILHO BOCIIOJIb30BABIINCH PEKOMEHIOBAHHOM JIUTEPATypPOH.

. IIpaBUnpHO HMCHONB3YHTE KOHCYJIBTALlMHM, KOTOPBIE IPOBOAMUT IIPEIOJABATEIND.
[Ipuxoaure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAaMOCTOSITENIbHO Bolpocamu. Bbl moxkere
IIOJIyYUTh Pa3bsICHEHHE 110 NTOBOJY CJIOXKHBIX, HE 10 KOHIIA MIOHATBHIX T€M, HO HE PACCUUTHIBAITE
BO BpeMs KOHCYJIbTAllMU Ha HCYEPIIBIBAIOIIYIO HH(OPMALIMU IO COIEPKAHUIO BCETO Kypca.



