Hpunoxenne 2 k PII/] Jeonpon3BoacTBo U JOKYMEHT0000POT

B 00pa30BaTeJILHOM YUpPeKIeHUH

44.03.05 Ilenaroruyeckoe oopazoBanue (¢ ABymMsi NpoGuJIsIMH MOATOTOBKH)
Hanpasiennocts (mpoduin) - ®usnyeckasi KyJabTypa. be3onacHoCTh Ku3HeAeATEILHOCTH

dopma o0yueHHsI — OUHAS
I'on HaGopa - 2021

OLIEHOYHBIE CPEJICTBA JUISA TPOBEJIEHUAS TPOMEKYTOYHOMI
ATTECTAIIAU OBYYAIOIIMXCS MO JUCHUATLIAHE (MOY.JIIO)

1. OO0uue cBegeHus

1. | Kadenpa

Ilemarornku

2. | HampaBiieHre moIroTOBKA

44.03.05 INeparornyeckoe obpazoBaHuE (C AByMS
podUIIMHU OATOTOBKH)

3 Hanpasnennoctb
" | (mpodun)

duznyeckas KYJIbTYpa. be3omacHoCTh XU3HEAEATEIbHOCTH

4. | JucuumnnuHa (MOIyb)

Jlenonpoun3BoICTBO U TOKYMEHTOOOOPOT B 00pa30BaTEIILHOM

YUPEIKICHUU
5. | ®opma oOydeHus OYHas
6. | 'og Habopa 2021

2. Ilepeyenb KOMIeTEeHIMIA

CrniocobeH ynpaBisiTb CBOUM BpPEMEHEM, BBICTpaMBaTh M PEATU30BBIBATH TPACKTOPHIO
CaMOpa3BUTHUs HA OCHOBE MPHHIUIIOB 00pa3oBaHus B TeueHune Beel sxu3nu (YK-6)




3. Kpurepuu u nokasareji OlleHUBAHHMS KOMIIETEHIMI HA Pa3JIMYHBIX ITAaNax uX GopMUpPOBaAHUSA

Jdran popMupoBaHus

®opmupyemast

Kpurepun u noka3areju olleHUBAaHUSA KOMIIETEH Ui

@®opMbl KOHTPOJISA

KOMIleTeHIIUH (pPa3/eibl, 3HaTh: YmMmern: Baapgers: copMHPOBAHHOCTH
KOMIIETCHIINA o
TEMbI IlI/ICIII/IIIJII/[HLI) KOMIIETCHIIUUN

Paznen 1. Conepxanue, VK-6 HOpPMAaTHBHBIC paIMOHATIBHO U METOAAMH, CIIOCO0aMH U IToxgroroBka k
3HAYCHUE JICIOTIPOU3BOICTBA. JTOKYMEHTEHI T10 3¢ PeKTHBHO CpeICTBaMH IIOTyYSHHUS, MIPAKTHICCKUM 3aHATHIM
TexHONOTHS OpraHU3aIlUH YHU(PHUKAINN H OpTaHHU30BBIBATh XpaHCeHHUs, TepepaboTKI (BBICTYIUICHHE C
JIeTTOTIPON3BOICTBA B CTaHIAPTHU3AINH B JIEIIOTIPOU3BOICTBO B “HpOpMAINH, TIpe3eHTAINe), TECTOBas
00pa30BaTEIIFHOM YUK ICHIH o0yacTé MOKyMEHTAIuy, | 00pa30BaTeNbHON OCHOBAaMH KOMITBIOTEPHOH | pabora

JIEHCTBYIOIINE HA OopraHu3aIuiy; TPaMOTHOCTH;

tepputopuu PD; COCTaBIISITh yU4eOHO- TEXHOJIOTHE!N OpraHu3aluu

rocyaapCTBeHHbIE METOAUYECKHUE U JIEJIONIPOU3BOJICTBA B

CTaHAaPTHI U HOPMAaTHUBHO-TIPAaBOBBIC 00pa3oBaTEeILHOM

3aKOHOJATEIbHBIC aKThI JIOKYMEHTHI, YUPEIKIACHUU.

0 JOKYMEHTHUPOBAHHIO; pETIaMEHTHPYIOIIIEC

CHCTEMBI JOKYMCHTAIINH, | ICSITEIbHOCTH

TpeOOBaHUS K o0Opa3oBaTenpHON

COCTAaBJIEHHIO U OpTaHU3aINH.
Pasnen 2. HopmaTusHo- VK-6 o opMIICHHIO palMOHANIBHO U METOJAaMH, CII0CO0aMH U ITonroroBka k
3aKOHO/IaTebHas 0a3a. JIOKYMCHTOB; 3¢ PEeKTHBHO CpeICTBaMH IIOTyYSHHUS, MPAKTHICCKUM 3aHSATHIM
OCHOBHBIE BHIBI JOKYMEHTOB THIIOBBIE MHCTPYKIUHK 110 | OPraHU30BHIBATH XpaHEeHWs, TepepaboTKH (BBICTYIUICHHE C
1 CUCTEMBI JOKYMCHTAlIUH. JACJI0NPON3BOACTBY, JEJIONPOU3BOJCTBO B I/IH(bopMauI/m, npe3eHTau1/1e171), TECTOBAsA
OcoGeHHOCTH NOJTOTOBKH U pernamMent paboTsl, o0OpaszoBaTenbHON OCHOBaMH KOMITLIOTEPHOM | paboTa
ogopMIIEHHS OT/IEITFHBIX BUIIOB JIOJIKHOCTHBIE OpraHu3aIni; TPaMOTHOCTH;
JIOKYMEHTOB HHCTPYKLNY; COCTaBIISITh y4eOHO- TEXHOJIOTHEH opraHu3anun

OCHOBHbBIE BH/IBI METOAUYECKHUE U JIEIIONPOU3BOJICTBA B

JIOKYMEHTOB, HOPMAaTHUBHO-TIPABOBBIC o0Opa3oBaTeIbHOM

perJaMeHTHPYIOMIUX JIOKYMEHTEI, YUPEIKIACHUU.

00pa30BaTEeIBHYIO perjaMeHTHpYIOoIIHe

JIESITEIBLHOCTD; JIeSITEIBLHOCTD

OCHOBBI 00pa3oBaTenpHOU

JCJIOITPOU3BOACTBA B

OpraHu3alum.




Paznen 3. ®opmupoBanue nen
Y OpraHu3allvs XpaHeHUs
JIOKYMEHTOB. DKCIEpTH3a
[IEHHOCTH JOKYMEHTOB.
TexHnuyeckue cpeacTna,
HCTIOJNIb3YEMBIC B

YK-6

obpazoBaTeIbHOM
YUPEIKICHUU.

pannoHaIBHO U
3 PeKTUBHO
OpraHU30BBIBATH
JeTIOTIPOU3BOJICTBO B
oOpa3oBaTenpHON
OpraHu3aINy;

METO/IaMH, CIIoco0aMu U
CpeICTBaMU MOJIyYeHHUs,
XpaHeHUs, IepepadoTKH
nHpOpMAINH,

OCHOBaMH{ KOMIIBIOTEPHON
TPaMOTHOCTH;

JIeTIONPOU3BOJICTBE. COCTaBJIATh Y4eOHO- TEXHOJIOTHE! OpraHu3aiuu
DNeKTPOHHbII METOJIUYECKHE U JICTIONPOU3BOJICTBA B
JOKyMEHTO00OPOT HOPMATHBHO-TIPABOBBIE 00pa3oBaTeIbHOM
JIOKYMEHTHI, YUYPEKICHUH.
perIaMEeHTHPYIOIIHE
JIESITeIIbHOCTD
obpazoBaTenbHOI
OpraHHU3aIUH.

IloaroroBka k
NPaKTHYECKUM 3aHATUSAM
(BBICTYIUIEHUE C
TIpe3eHTaINe), TECTOBas
pabota, KOHTPOJIEHAS
pabora

IIkana oueHUBaHUsS B paMKax 0a/JIbHO-PEeHTHHIOBOI CHCTEMBI

«yIIOBJIETBOPUTEIHHO» — 61-80 Gaos
«oTiimuHo» — 91-100 OasutoB

«HEYI0BJIETBOPUTENIbHO» — 60 0ayioB U MEHee;
«xopomio» — 81-90 6ainos



4. Kpurtepum ¥ IIKAJbl OLlCHUBAHHS

4.1. Kputepnu oneHKH BbINIOJTHEHHUS TECTOBOH padoThl

ITporieHT MpaBMIIBHBIX OTBETOB Jlo 60 61-80 81-100

KosimyecTBo 6aylioB 3a pemeHHbINd TeCT 3)

6-10 11

4.2. Kputepuu olleHKH BBICTYIJIEHUS C MPe3eHTaIueil

Hpez[en ATUTEIIBHOCTH KOHTPOJIA

3amura: 10 Mmusa
BBICTYIICHUE + OTBETHI Ha
BOITPOCHI

Kpurepun oueHku (cOOCTBEHHO NMpPe3eHTANMH M 3aIIUTHI):

Bbanasbl (3a 1 npe3eHTaNnuUI0)

Cooepicanue:

- chopmynrpoBaHa 1eib paboTHI; 1

- IIOHATHBI 33J1a4U ¥ X0 padOTHI; 1

- nH(OpMAaIHsI H3JI0KEHA TTOJIHO U YETKO; 1

- WUIIOCTPAllMd YCWIMBAIOT 3(PGEKT BOCHPUITUS TEKCTOBOM 1

yacTu uHpopMaImu;

- CZI€IIaHbI BEIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIN CTUIIb O(DOPMIICHHS; 1

- TEKCT JICTKO YUTACTCs, JOH COUETACTCS C TEKCTOM M I'padUKO; 1

- BCE mapameTpbl mpudTa XOpoIIo moaoopaHsl, pazMep mpudra 1

ONTUMAIBHBIA 1 OAMHAKOBBIM Ha BCEX ClIaliiax;

- KJIFOYEBHIC CJIOBA B TEKCTE BBIICIICHBI 1

Ipghexm npezenmayuu:

- o0111ee BIeYaTIeHe OT MPOCMOTPA MPEe3ECHTAINH 4
MaxkcumaJjibHOE KOJIUYeCTBO 0AJL10B 14

4.3. O0mue KpUTEPUH OLIEHKH BBICTYIJICHUS] CTYEHTOB HA MPAKTHYECKUX

(ceMMHAPCKHUX) 3aHATHAX

Kpurtepun onenkn
BBICTYILICHHUS] HA IPAKTHYECKHX (CEMUHAPCKHUX) 3aHATHAX:

Ounenka padoTbl
(st 1 BBICTYTUTCHUS)

- aKTUBHOE y4acTHe B 00CYKJICHUU TPOOIIeM KaKI0Tro
MIPAKTUYECKOT0 3aHATHUS (CEMUHApa), CAaMOCTOSTEIbHOCTh
OTBETOB, CBOOO/IHOE BIIaJICHUE MATEPHAIIOM, TTOJIHBIE U
apryMEHTHPOBAHHBIE OTBETHI HA BOMIPOCHI MPAKTUIECKOTO
3aHATH (CEMUHApa), y9acTue B AUCKYCCUSX, TBEPIOE 3HAHUE
JIEKIIMOHHOTO MaTepuaia, 0053aTeTbHON U PeKOMEHI0BAaHHOU
JIOTIOJIHUTEIBHOM JINTEepaTyphl, peryisipHas MOCEaeMOCThb
3aHATHUH;

2

- HEJJOCTATOYHO ITOJIHOE PACKPBITHE HEKOTOPBIX BOIIPOCOB
TEMBI MPAKTUYECKOT0 3aHIATUS (CEMUHapa), HE3HAYUTEIIbHbBIE
oMOKH B (hOPMYITHPOBKE KATETOPHA U MOHATHIA, MEHbIIIAs
AKTUBHOCTh Ha MPAKTUYECKHUX 3aHATUAX (CEMUHApPaX),
HENOJIHOE 3HAHME JIOTIOJIHUTEIBHOMN JIUTEPATYPhI, XOpOIIas
IIOCEIAEMOCTb;

1,5




- OTBETHI OTPAXKAIOT B LIEJIOM IOHUMAHUE TEMbI, 3HAHHE
COZEP)KaHUSL OCHOBHBIX KaTErOPUM U OHATUI, 3HAKOMCTBO C
JIEKIIMOHHBIM MAaTEPHAIIOM U PEKOMEHI0BAHHON OCHOBHOM
JIMTEPATypOil, HEAOCTATOYHAS] aKTUBHOCTh HA 3aHATHSX,
OCTaBJIAIOIIAA JKEJIATh JIYYIIETrO MOCEIAeMOCTh;

- IACCUBHOCTH HA IPAKTUUYECKUX 3aHATUAX (CEMUHApax),
yacTasi HETOTOBHOCTb IIPU OTBETaX Ha BOIIPOCHI, IJI0Xasl
[IOCELAEMOCTh, OTCYTCTBUE KAUECTB, YKa3aHHbIX BBIIIE JUIS
N0JIy4eHHUs 00siee BBICOKUX OLIEHOK

4.4. Kpurepum OlleHKH BHINOJHEHUS KOHTPOJIbLHOI padoThl

IIponeHT BBINOTHEHHS o 60

61-90 91-100

banel 3a BEITIOJIHEHHE KOHTpOJ’IbHOﬁ pa60T},1

16-24 25

4.5. O61ue KpUTEPUHU OLIEHKU OTBETOB CTY/I€HTOB HA IK3aMeHe

KpnTeplm OICHKH OTBETOB CTYICHTOB HA 3K3aMEHE

Ounenka padboTbl

YcnoBus, obecrieyuBaronfe ne1arorndeckyro d3PGeKTHBHOCTD
OLIEHOYHOM MPOLETYpbI:

- CTETIeHb OXBaTa Pa3/ieoB y4eOHOW MPOTpaMMbl U TIOHUMaHHE
B3aMMOCBSI3€H MEX]ly HUMH;

- TITyOMHA MOHUMaHUS CYIIECTBA 00CYXK/TaeMBIX KOHKPETHBIX
npo0ieM, a TaK)Ke aKTyaJIbHOCTU M ITPAKTUYECKON 3HAUUMOCTH
M3y4aeMOU TUCUUILIAHBL

- IMara3oH 3HaHUsl PEKOMEHI0OBAHHOM JIUTEPaTyphl;

- JOTHYECKH KOPPEKTHOE, HEMPOTHBOPEYHBOE,
NOCJIEI0BATENbHOE U apIYMEHTHPOBAHHOE IIOCTPOSHHE OTBETA
Ha DK3aMeHe;

- YPOBEHb CAaMOCTOSTENILHOTO MBILIUIEHUS C JIEMEHTaMHU
TBOPUYECKOTO MOJIX0/a K M3JI0KEHHIO MaTepraiia

- JIaH IIOJIHBIM, PA3BEPHYTHIN OTBET Ha IIOCTABJICHHBIN BOIIPOC,
[I0Ka3aHa COBOKYITHOCTb OCO3HAHHBIX 3HAHUH 110 TUCLUILINHE,
JTI0OKa3aTeJIbHO PAaCKPBITHI OCHOBHBIE ITOJIOKEHHUS BOIIPOCOB;

- B OTBETE MIPOCIICKUBACTCS YETKas CTPYKTYpa, JIOTHIeCKast
MIOCJIEIOBATEIbHOCTD, OTPAKAIOLIAs CYIIIHOCTh PACKPBIBAEMBIX
TIOHATHH, TEOPUI, SIBJICHUI;

- 3HaHUE T10 MPEeIMETY IEMOHCTPUpPYETCS Ha (POHE MOHMMAHUS
€ro B CHCTEME JJaHHOM HAayKH U MEXIUCIUIUIMHAPHBIX CBA3EH, a
TaKXke Ha ()OHE MMOHUMAHUS POJIU MPEIMETa B IPAKTHUKE
YIIPABJICHHUS;

- 3HAHUE UCCIIEN0BATeNeH, 3aHUMAIOLIUXCS UCCIIEJOBAHUEM
POOJIEMHOTO MOJIS IUCHUIUINHBI;

- OTYETIIMBOE M CBOOOIHOE BJa/IEHUE KOHIENTYalIbHO-
MOHATUMHBIM alnapaToM, HAyYHBIM SI3bIKOM M TEPMUHOJIOTHUEN
COOTBETCTBYIOIIEH HayuyHOI 001acTH;

- YMEHHE BBIITOJIHATH IPEYCMOTPEHHBIE TPOrPAMMOM 3aJaHuUs;
- JOTMYECKH KOPPEKTHOE U YOEIUTEIbHOE U3JI0KEHHE OTBETOB
Ha JIOTIOJTHUTENbHBIE BOITPOCHI

OTJINYHO

- JIaH TMOJIHBIN, PA3BEPHYTHI OTBET Ha IIOCTABJICHHBIN BOIIPOC,
[I0OKa3aHO YMEHUE BBIJCIIUTH CYIIECTBEHHBIE U HECYILIIECTBEHHbIE
IIPU3HAKY, IPUYNHHO-CIIE/ICTBEHHBIE CBA3H;

XOPOLIO




- OTBET YETKO CTPYKTYPHUPOBAH, IOTUYEH, U3JI0KEH
JUTEPATYPHBIM SI3bIKOM C UCIIOJIb30BAHUEM COBPEMEHHOM
TEPMHHOJIOTUH;

- 3HAHUE Y3JIOBBIX MPOOJIEM MPOrPaMMbl U OCHOBHOTO
CoJIepKaHusl JIEKIIMOHHOTO Kypca;

- YMEHHE M0JIb30BaThCS KOHIIENTYaIbHO-TIOHSITHIHHBIM
anmnaparoM B IpoIiecce aHAIU3a OCHOBHBIX MPOOJIeM
MIPOrpamMMBbl;

- 3HaHHE UCCleloBaTeNel, 3aHUMAIOIINXCS UCCIIEJOBAaHUEM
MpOOJIEMHOTO TIOJISI TUCHUTLTNHBI;

- YMEHHE BBIMOJHATH IPEyCMOTPEHHBIE IPOTPaMMON 3aJaHuS;
- B 1I€JIOM JIOTHYECKU KOPPEKTHOE, HO HE BCEria TOYHOE U
apryMEeHTHPOBAHHOE U3JI0KEHHE OTBETA.

MoryT ObITb TONYIIEHBI 2-3 HETOYHOCTH WJIM HE3HAYUTEIIbHbIC
OIIMOKH, UCTIPABJICHHBIE CTYJACHTOM C IMOMOIIBIO MPENOoaBaTeNs

- JJaH HEJOCTAaTOYHO IIOJIHBIM M HEAOCTAaTOYHO PA3BEPHYTHIN YAOBJIETBOPUTEIBHO
OTBET, JIOTMKAa U IIOCJENOBAaTEIBHOCTh H3JIOKEHUS HUMEIOT
HapyllIeHNUs,

- JIONYILIEHbl OIIMOKM B PACKPBITUM MOHATUH, yNoOTpeOieHHH
TEPMHUHOB;

- CTYIEHT HE CHOCOOEH  CaMOCTOSATEIbHO  BBLIACIHUTH
CYIIECTBEHHBIE W HECYIECTBCHHbIC IPU3HAKK WM IPUYUHHO-
CJIEZICTBEHHBIE CBS3M, YMEHUE PACKPBITh 3HaUeHHE 000O0IIEHHBIX
3HAHWUH HE IT0Ka3aHo;

- B OTBETE OTCYTCTBYIOT BBIBO/IbI, peueBOe 0(opMiIeHHE TpedyeT
IIOIIPABOK, KOPPEKIIUH;

- 3aTPYAHEHHA C HCIOJIb30BAaHUEM HAYYHO-IIOHSITHHHOIO
anmnapara ¥ TepMUHOJIOTUU Y4eOHOM THUCIUIUINHBI;

- YaCTUYHBIEC 3aTPYAHEHUS C BBINOJHEHHUEM IIPELyCMOTPEHHBIX
IIPOrpamMMoi 3aJaHui;

- CTPEMJICHHE JIOTMYECKH OIPEACICHHO U IOCIEAOBATEIBHO
W3JI0KUTh OTBET;

- CTY/IEHT HE€ 3HaKoM ¢ paboTaMH aBTOPOB, 3aHUMAIOIIUXCS
MCCJIEJOBaHHEM MTPOOJIEMHOI0 MOJIs Kypca

- OTBET TpeICTaBisieT Cco0O0il pa3poO3HEHHbIE 3HAHUS C HEYIOBJIETBOPUTEIHHO
CYIIIECTBEHHBIMH OITUOKAMHU 10 BOIIPOCY;

- IPUCYTCTBYIOT (PparMeHTapHOCTb, HEIOTMYHOCTD U3II0KEHUS;

- CTYJIEHT HE OCO3HAET CBS3b 00CYXK/1aeMOT0 BOTIPOCa MO0 OUIIETY
C IPYTUMHU OOBEKTaMH TUCIUTUIMHEI;

- OTCYTCTBYIOT BBIBOAbI, KOHKPETH3alOWA W O0Ka3aTCIbHOCTH
U3IIOKEHUS;

- JOIOJHUTECIBHBIC U YTOUYHAIOIIHWE BOIIPOCHI MpETIoaaBaTeyIsd HE
MPUBOJIAT K KOPPEKIIMU OTBETA CTYACHTA;

- He3HaHWe JMOO OTPHIBOYHOE TIPEJACTABJICHHE Yy4eOHO-
MPOrPaMMHOTO MaTepHaa;

- HEyYMEHHUE BBINOJHATH NPEIYCMOTPEHHBIE IMPOrPaMMOM
3a/laHus

5. TunoBble KOHTPOJIbHBIC 32/JaHUS U METOAUYECKHE MATEePHAJIbl, ONpele/sIoIue
npoueaypbl OUEHHMBAHWS 3HAHUI, yYMEHMiH, HABHIKOB H (MJIM) ONbITA JAeSTEJbHOCTH,
XapaKTepu3ywIIuX JTanbl (OPMHMPOBAHUA KOMIIETEHUMH B Ipolecce OCBOCHUA
o0pa3oBaTe/IbHOI NPOrpaMMBl.




5.1. TecTtoBas padora

Kakue BUIbI 0JJAHKOB MOKET HCIOJIb30BAaTh 00pa3oBaTe/IbHASI OPraHU3aIusl:
OJaHK MMHCHMA;
o0 OJIaHK;

OJlaHK MPHUKa3a;

OO0 wmp» P

OJIAaHK OCTAHOBJICHUS.

2.B kakoMm ciiyyae o0sizaTesieH peKBH3UT «CripaBoYHbIe JaHHbIE 00 OPraHU3aAUNMN»:
A. tpu opopmIeHNN THCHMA;
B. npu odpopmiienun npukasa;
C. npu odopMIIEHUH TPOTOKOJIA;
D

. TIpu 0(POPMIIEHUU PACTIOPSIKEHUSI.

3.¥YkaxkuTe 10MyCTUMbIE HATMCAHUS AATHI IOKYMEeHTA:
A. 25 mapta 2010 rogna;

B. 25wmap. 10T;

C. 25.03.2010;

D. 25.03.10.

4.Hajigure cooTBeTcTBHE MexK1Y (OopMOI M 1aTOi TOKYMEHTA!

1.m1ucemMo A.nata coObITHS
2.mpuKa3 B.nara 3acenanus
3.1pOTOKOJI C.nara perucrpanuu
4.aKT D.nata noanucanus

5.PeKBH3HT MOANUCH BKJIIOYAET:
A. ITMYHYIO TIOATHCH, JIATY,
B. mamMeHoBaHUE JOKHOCTH JIMIIA C YKA3aHUEM yUPEXKIACHHS (€CITU JOKYMEHT o(opmieH

He Ha OJlaHKe) JIMYHYIO MOANUCH, paciin(POBKY MOAIUCH, JaTy.

6.CipaBouHbIe JaHHBbIE 00 OPraHU3ALMHU BKIKOYAOT:
A. TIOYTOBBII agpec opraHu3aIuy;

B. mouToBBIif agpec u HOMepa TenedOHOB;



C.

MOYTOBBIN aJpec, HoMepa TeaePOHOB U IPYrHe CBEICHUS MO PEIICHUI0 OpraHNu3aluu

(Homepa (akca, cdeToB B OaHKE, aJipec AIEKTPOHHOU MOYTHI U Ip.).

JiaTa;

0O mp o

PerucrpaunoHHblii HOMeEpP T0KYMEHTAa

Mpe/ICTaBIseT cOO00H MOPSAKOBBIA HOMEp JOKYMEHTAa U MOXKET JOMOIHATHCA HHACKCaM U
JlaTa peErucTpaluy JOKYMEHTa.

OTMeTKY 0 MOCTYNJICHUH JOKYMEHTA B OPraHU3ALMIO IPOCTABJISIIOT:

B IIPaBOM BEPXHEM YTy JOKYMEHTA;

B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HUZKHET'O ITOJIS IIEPBOIo JINCTA JOKYMCHTA.

K HPUIHICCKHU SHAYUMBIM OTHOCATCH CJICAYHOIHUE PEKBU3UTDLI:

. TIOJIITUCH, TI€YaTh, IPU( YTBEPKICHUS JOKYMEHTA;

MOATINCH, JaTa NOKYMCHTA, 11€4YaTh, I‘pI/I(l) YTBCPIKACHUA JOKYMCHTA, peFHCTpaHHOHHLIﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HAaNMMCHOBAHUC BHJa JOKYMCHTA.

Jlns yka3aHusi IPUYHMH, BBI3BABUIMX KaKHe-J1H00 HAPYLIEHHs], COCTABJISIETCS
clry>keOHas 3aIiCKa;
CIpaBKa;

00BICHUTEIbHAS 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIIAIOTCH:

A. mipuem, yBoJIbHEHUE U NEPEBO]T paOOTHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

Hpe:«:eHmauuﬂ - MIOCJICAOBATCIIBHOCTE CMCHAIOIUX APYT ApYyTra 3JICKTPOHHLIX CTPAHUYCK

-cnaiiioB U crienpGGeKToB (Clalia-110y), 3aHUMAIOIIUX BECh 3KpaH MOHUTOpa (0€3 MPUCYTCTBUS
naHeJe mporpamMmmal).

Aneopumm cozoanus npezenmayuu.:

1 aTan — onpezaeneHue Leau NPe3eHTALUY;

2 3Tan — noApoOHOE pacKpbITHE HHPOPMAIIHH;

3 3Tam - OCHOBHBIE TE3UCHI, BHIBOJIBI

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:



- IIEPBBIN craig — TUTYJIbHBINA. [IpenHa3sHadueH 1 pasMeleHUsT Ha3BaHWs [IPE3CHTALNY,
MMEHH JOKJIaJ4iKa U €ro KOHTaKTHOM MH(OopMaIuy;

- Ha BTOPOM claiiiec He0OXOIMMO pPa3MECTUTh COJICP)KAHHE IPE3CHTALUU, a TaKXKe
KpPaTKO€E OIIMCAaHUE OCHOBHBIX BOIIPOCOB;

- BCE OCTABILHUECS CIaiIbl UMEIOT HH(OPMATUBHBINA XapaKTep.

OObIuHO TOJaua MHGOPMALMKU OCYLIECTBISETCA MO IJIaHy: TE3UC — apryMeHTalus —
BBIBOJI.

Pexomenoayuu no cozoanuio npesenmayuu:

YurabenbHOCTh (BUAMMOCTh U3 CaMbIX JAJbHUX YTIOJIKOB NOMEIIEHUS U C pa3IMYHbIX
YCTPOKMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

TaTtenbHO CTPpYKTYpUpOBaHHAast HH(OPMALIHSL.

Hannyne KOpOTKMX W JTAKOHMYHBIX 3aroJIOBKOB, MapKHPOBAHHBIX W HYMEPOBAHHBIX
CIMCKOB.

Kaxxnomy nonoxenuto (uee) caenyeT OTBECTH OTAENbHBIN ad3all.

I'maBHyI0 Het0 He0OXO0AUMO BBUIOKUTH B IEPBOM CTPOKE ad3ana.

Hcnonp3oBare Tabnuynable (HOpMBI TpEACTaBICHUS WHPOPMALUHU (JHarpaMMbl, CXEMBbI)
JUIS WJUTIOCTPALUU BaXKHEHIINX (paKTOB, YTO AACT BO3MOXKHOCTh IOJaTh MaTepuasl KOMIAKTHO U
HarJIsHO.

I'paduka 101KHa OPraHUYHO JOIOJHATH TEKCT.

BricTynnenue ¢ npeseHTauuen juures He 0osiee 10 MUHYT.

5.3. KoutpoabHas padora

OdopmiieHHe NPUKA30B 110 JJUYHOMY COCTABY.
Odopmiaenne Tpy10BOH KHUKKH.

L]env: mpuobpecTy HaBBIKU B 0(OPMIICHUH NTPUKA30B MO JUYHOMY COCTaBY, PAaBUILHO
3aMOJIHATh pa3/ieNbl TPYI0BOM KHIDKKH.

Bam Heo6xonumo opopmuts Ha padoty CunopoBy Ounbry IleTrpoBHy, KOTOpast IpUHUMAETCS
¢ 01 cents16ps 2016, (ponunace 23.09.1990 rony B r. MypMmaHcke), ydamasicst TpeTbero Kypca
MypMaHCKOTro apKTHUYECKOTO rOCYAapCTBEHHOI0 YHUBEPCUTETA, HA JOJIKHOCTh JTOKYMEHTOBEA
C HCTIBITATENbHBIM CPOKOM 3 Mecslia, Ha ocHoBaHuM npukasa Ne 23-x ot 01.09.2016 .

10 oxTts10pst 2016 r. mpuHOCUT cBUIeTeNbCTBO 0 Opake |-OJ[ Ne324 ot 09.10.2016 r., rae
yKa3aHo, YTO OHa oMeHsu1a pamuinio Ha Ko3znony.

S uronst 2017 . mpuHOCUT AUTUIOM O BhIciieM oopa3zoBanuu Ne BK-345234 ot 15.06.2017 r.,
I7Ie yKa3aHo, YTO OHAa MOJy4yWia KBaJM(UKAIMIO YUUTEIh PYCCKOTO f3bIKA W JINTEPATYphI 1O
cnenuanbHocTH «Duonorus»

01 cents6ps 2017 r. mepeBOAUTCS HAa JODKHOCTh YUUTEIb PYCCKOTO SI3bIKAa U JIUTEPATYPHI
Ha ocHoBaHuM npukasza Ne 31-x ot 01.09.2017 r.

12 mexabpst 2017 aTTecTyeTcst Ha COOTBETCTBHUE MO JIOJDKHOCTH «yduTenby (mpukas Ne 14 ot
12 nexabps 2017r)

31 nexaGps 2017 r. yBosibHSIETCS IO COOCTBEHHOMY >KEIaHHIO, HA OCHOBaHMU IMpHKa3a No

24-xk or 31.12.2017 1.



Heo0xoquMo, 3an0IHUTH NMPHUKa3 O NMpUHeMe, MepeBojae, YBOJbHEHNH, KapTouky T-2,

TI/ITyJIbHLIﬁ JIUCT U CBCACHUSA O paﬁoTe B pr[[OBOﬁ KHHKKE.

5.4. Bonpocsl k 3a4eTy

1.Yto BKiIIOYAET B CEOs MOHITHE «ICIOMPOU3BOICTBOY?

2. Yto noHuMaeTCs Mo FOPUINIECKON CUIION TOKyMeHTa?

3. Uto Takoe craHaapTU3anus JOKyMEHTOB?

4. Yro Takoe yHU(UKAIUSA TOKYMEHTOB?

5. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHSEMBIX B YUPEIKICHUH
6. [lepeuncinre peKBU3UTHI, BXOIAIINE B COCTaB OJaHKa JJIs MUChMA.
7. Yem orimuaercsd oOLIMii OJIaHK OT OJIaHKa I nuchMma?

8.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

22.
23.
24.
25.
26.

27.

28.
29.
30.
31.

32.
33.
34.
35.
36.
37.

38.
39.
40.
41.

Kakne tpeOoBaHMS TpEABABISAIOTCS K OQOPMIICHHIO PEKBU3UTA «HAUMEHOBAaHHE
OpraHu3anun»?
UTo BXOIUT B COCTAB PEKBH3HUTA «CIPABOYHBIC JAHHBIE 00 OpraHU3aIn»?
KakoB nopsiiok JaTupoBaHus JOKyMEHTa U BUbBI 1aT?
KakoB nopsiiox anpecoBanus J0KyMeHTa?
Kakumu ciocobamu oopmiisieTcst yTBepkJieHue J0KyMeHTa?
Kakune TpebGoBaHMs MPEIBSBISIOTCS K PE30IIOLNHT, KAKOB MOPSAOK €€ 0pOpMIICHHS?
KakoB nopsiiok opopmiieHus MPUIOKEHUN K JOKYMEHTY?
KakoB nopsiiox ohopmiIeHUS] pEKBU3UTOB IIOAIHCH» U «OTMETKHU O 3aBEPEHUU KOTIUN»?
Kak odopmisiercs cornacoBanue 10KyMeHTa?
KakoB nopsiiok npocTaBieHus Ha JOKYMEHTax nevarei?
[lepeuncnure OTMETKH, MPOCTABIEHHBIE HAa BXOASIIEM JOKYMEHTE, YKaKUTE MOPSIOK MX
odopmIIeHuUS.
Kakwue o6miue TpeboBaHus MPEABABISAIOTCSA K TEKCTY TOKyMEHTa?
W3 xakuX CMBICIIOBBIX YacT€ COCTOHMT TEKCT JOKYMEHTAa M KaK OHH pPacojararoTcs B
TecTe?
B yem mpenmymiecTBa cocTaBiieHUsI H OPOPMIICHHS JOKYMEHTOB Ha KOMITbIoTEpe?
B ueM 0c0OE€HHOCTH S3bIKA U CTUIIS CITY’)KEOHBIX JOKYMEHTOB?
Kakoe 3Hauenune nmeer 3Hanue opporpapuu Npu Co31aHUH CIIYKEOHBIX TOKYMEHTOB?
Kakue TpebGoBaHMs MPEeIBIBIAIOTCS K KOMIIO3UIIMU CITY>KEOHBIX JOKYMEHTOB?
HazoBute BUABI OpPraHM3allMOHHBIX JOKYMEHTOB M YKOKUTE OCOOEHHOCTH WX
COCTaBJIEHUS U OPOPMIICHHS.
HazoBute BHIBI pacmoOpsSAMTENBHBIX JOKYMEHTOB M YKaXHT€ OCOOCHHOCTH UX
COCTaBJIEHUS U O(OPMIICHHUSL.
B uem ocoGeHHOCTH cOCTaBiICHUS U OPOPMIIEHHUS MTPOTOKOJIA?
B uem ocoOeHHOCTH cocTaBieHUs U 0(OpMIIEHUS aKkTa?
Kakwne TpeOGoBaHMsI MPEIBSBISIOTCS K COCTABICHUIO H OPOPMIICHHIO CITPABOK?
Kakue TpeGoBaHus NpeabBISAIOTCS K COCTaBIECHUIO M O()OPMIICHHUIO CITY)KEOHBIX Mucem?
KakoBbI pa3HOBUAHOCTH ITHCEM?
Kakue TpebGoBaHMs MPEeIBIBISIOTCS K COCTaBICHUIO U OPOPMIICHHIO TeJerpamm?
KaxoBbl ocobeHHOCTH cocTaBieHus U odopmiieHus TenedoHorpamMm?
VYKaxuTe TUIIOBbIE OPraHU3ALMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0NPOU3BOJICTBA
KakoBsI 11e11 1 3a/1a9 CITy>KOBI IeITONPOU3BOACTBA?
Kakune ocHOBHbIE (DYHKITH BBIMOIHAET CIy*0a AeI0NpOU3BOACTBA?
KaknuMu HOpPMaTHBHBIMH JTIOKYMEHTAMH PETJIAMEHTHUPYETCS ACSTEIbHOCTh CITY)KOBI
JIeI0NPOU3BOJICTBA?
UYto moHUMaeTCs o1 00beMOM IOKYMEHT0000poTa?
YTo BXOJIUT B MOHATHE JOKYMEHTOOOOpOTA?
Yro BIUMSET HA OPTAaHU3ALHUIO ABMKEHHS TOKYMEHTORB?
KakoBbI OCHOBHBIE NpaBHJIa OpraHU3aly JOKYMEHT0o000opoTa?



4.
43.
44.

45.
46.

47.
48.
49.
50.
51.

52.
53.
54.
55.

56.
57.
58.
59.
60.
. UTo nmoHuUMaeTcs oJ| SKCIepTU30i LIEHHOCTH JOKYMeHTa?
62.
63.
64.

61

65.
66.

Kakue ocHOBHBIE MOTOKHM JTOKYMEHTOB MOKHO BBIJCJIIUTh B OPraHU3allUM U B UYE€M HUX
0COOEHHOCTH?

B uyem 3HayeHue NpeIBAPUTENBLHOTO IPOCMOTPA U PACHPENEICHMS IMOCTYIUBIIMX
JOKYMEHTOB M KaK OHH ITPOBOSTCS?

HazoBure srambl paOOThl UCHOTHUTENS C JOKyMEHTaMmH. TpeGoBaHus K 00paboTke
UCXOJSIINUX TOKYMEHTOB.
[TpaBuna 00pabOTKM NCXOAAIINX TOKYMEHTOB

3HaueHUe perucTpanuu JOKYMEHTOB, Kakoe MECTO OHa 3aHMMaeT B OpraHu3aluu
JIeIONPOU3BOJICTBA?
Kakue nanupie 0 TOKyMEHTE 3allMChIBAIOTCS B MPOIIECCE €ro PerucTpanuu’?
HazoBute ¢opmbl perucrpannu 10KyMeHTOB. MIX JOCTOMHCTBA M HEOCTATKH
3HaueHue HHPOPMAIIMOHHO-CIIPABOYHOI pabOThI B OpraHU3alluy JeJI0NPOU3BOICTBA
®opmbl opraau3anuy HHGOPMaITMOHHO-CIIPABOYHON PA0OTHI B yUPEKICHUH

Kakoe MecTo 3aHMMaeT KOHTpOJIb 3a UCIHOJHEHHEM JOKYMEHTOB B YIPaBIIEHYECKOM
NEeATEILHOCTH?
UTto Takoe CpOKOBBI KOHTPOJIb?
Urto Takoe TeKyIIUi KOHTPOJIb, IPEAYIPEIUTENbHBINA KOHTPOJIb?
YTo noHUMAaETCsl MO UTOTOBBIM KOHTPOJIEM?
Kakue nokyMeHThI MOHUMAIOTCS MOJT 000OIEHHBIM Ha3BaHUEM «OOpallleHHE TPaXKIaH»?
B yem ocoOeHHOCTh BeIeHUS IETONPOU3BOICTBA IO 0OpAIIeHUIM Ipaxaan?
Uto Takoe HOMEHKJIaTypa Jen?
KakoBbl 00mime TpeOoBaHUSI K HOMEHKIIAType em?
Kak odopmisiercs HomeHkIaTypa jen?
Yro nonumaetcs noj GopMUpOBaHUEM J1eT?
KakoB nopsiiox xpaneHus aen?

KakoBbl OCHOBHBIE KPUTEPUU OLICHKH JIOKYMEHTOB?
KakoB nopsi1ok NpoBeeHNsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?
Kak odopmistoTrcss gena BpeMEHHOrO CpoKa IOJIb30BaHMs, IMOCTOSIHHOIO U
JOJTOBPEMEHHOIO CPOKOB XpaHEHUs?
KakoB nopsiiok nepegauu gen B apxuB?
Hcropus pa3Butus POCCUICKOro 1eI0IpOU3BOICTBA



