puioxkenue 2 k PII lesionpou3BoaACTBO U TOKYMEHTO000OPOT

B 00pa3oBaTeIbHOM y4peK/ICHUH

44.03.05 ITeparornyeckoe oopasoBanue (¢ AByMsi NPOPHJISIMH OATOTOBKH)

Hanpasaennocts (npoguian) — Maremaruka. ®uznka
®opMma o0yueHHsI — OUHAS
I'on nadopa - 2020

OIIEHOYHBIE CPEJICTBA JIUISI TIPOBEJIEHMS ITIPOMEKYTOYHOM
ATTECTALIMY OBYYAIOIMXCS MO TUCHUIIIUHE (MOY.JTIO)

1. OoOwmue cBeaeHus

1. | Kagenpa

Ilemaroruku

2. | HanpaBienue moaroToBKu

44.03.05 Ilemarornyeckoe oOpa3zoBaHue (C IByMs
npOoUISIMU TTIOATOTOBKH)

Hanpasnennocts
(mpoduin)

Marematnka. Puznka

4. | JucruruinHa (MOIyIb)

Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B
00pa30BaTeIbHOM YUPEIKICHUU

5. | ®opma obyueHus

OYHasi

6. | I'on HabGopa

2020

2. llepeyeHb KOMNETEHUMIH

CriocoGeH ynpaBiATh CBOMM BPEMEHEM, BBICTPAUBATh M PEAU30BbIBATH TPACKTOPHIO
CaMOpPa3BHUTHs HAa OCHOBE MPUHIIMIIOB 00pa3oBaHus B TedeHue Beeit xu3au (YK-6)




3. KpuTepnu M NOKAa3aTeJId OLleHUBAHUA KOMIIETEHIIUHA HA PA3TUYHBIX 3Talmax ux (l)OpMP[pOBaHI/Iﬂ

o) I/IH}]I/IKaTopr KpuTepuu H NnoKasarteJii OCHUBaHUA KOMHeTeHHHﬁ (I)OpM])I
ran dopmupye AOCTHKEHHU S KOHTPOJIA
(popMupoBanusn
Mast KOMIIETEeH LI chopmupo
KOMIEeTeHIHU U 3HaTh: Ymers: Baaners:
KOMIIETECHI BAaHHOCTH
(pa3meJibl, TEMbI
us KOMIIETCH
JAMCIUTJINHBI) .
1107071
Paszmen 1. YK-6 VYK-6.1. Onpenenser HOpMaTHBHbBIE paIMoHaIbHO U METOJAaMH, CITOCO0aMH U IToaroroska
Coneprkanne, CBOM JIMYHBIE JIOKyMEHTHI 110 3¢ PeKTHBHO CpeICTBaMH MOTyYeHuS, K
3HAUCHUE pecypchl, YHUUKALIHA 1 OpTaHHW30BbHIBATH XpaHeHUs, IepepadboTKN MPaKTHYECKN
JIEJIONIPOU3BOJICTBA. BO3MOKHOCTHU H CTaH/IapTH3aLuH B JIeTIONPOU3BOJICTBO B nHpOpMaLUH, M 3aHATHAM
Texnonorus OTpaHWYEHUS IS o0sacTi JOKyMeHTalnuyu, | o0pazoBaTeIbHON OCHOBaMHM KOMITBIOTEPHOH | (BBICTYIUIEHH
OpraHM3alyu JOCTHIKECHUSI JIEUCTBYOLIME HA OpraHM3aIiy; IPaMOTHOCTH; ec
JIeJIONPOU3BOJICTBA B MIOCTaBJICHHOU 11eJN tepputopun PD; COCTaBIISITh Y4€OHO- TEXHOJIOTHEH npe3eHTarue
00pa3oBaTenbHOM VYK-6.2. Co3naet u TOCyIapCTBEHHEIE METOANYIECKHE U OpTraHU3aIIH it), TecToBas
YUPEXKICHUU JOCTpanBaeT CTaH/AAPTHI U HOPMAaTHBHO-TIPABOBHIE JeTIONPON3BOJCTBA B pabora
MHIUBHIYAJIBHYIO 3aKOHO/IaTEeJIbHBIE aKThI JOKYMEHTBI, 00pazoBaTenbHOM
TPAEKTOPHIO 0 IOKYMEHTHPOBAHUIO; | PETIAMEHTHPYIOIINE YUpEKICHNH.
caMOpa3BUTHS IIPH CHCTEMBI JeATeIbHOCTh
MIOJTy4eHUN JIOKyMEHTAIIHH, 00pazoBaTebHOMN
podecCHOHaIBHOTO TpeboBaHus K OpraHH3aIHH.
Pazgen 2. YK-6 o0OpazoBaHus COCTaBJICHUIO U palroHAIBHO U METOJAaMH, CIIOCO0aMu U IToaroroska
Hopwmarusao- oopmnenuto 3¢ PeKTHBHO CpeACTBaMH MOIYYEHHUS, K
3aKOHOZATENbHas 06a3a. JOKYMEHTOB; OpraHU30BbHIBATH XpaHeHUs, IepepadboTKu MPaKTHIECKN
OCHOBHBIE BUJIBI THUITOBBIE HHCTPYKIINU JIeTIONPON3BO/ICTBO B nHpOpMaIUH, M 3aHATHAM
AOKYMCHTOB U 1o ACJIOIIPOU3BOJICTBY, o0pa3zoBaTebHON OCHOBaMH KOMIIBIOTEPHOH | (BBICTYILICHH
CHCTEMBI periiaMeHT paboThl, OpraHM3aIiH; IPaMOTHOCTH; ec
JIOKyMEHTaIHH. JIOJDKHOCTHBIE COCTaBJISITH Y4eOHO- TEXHOJIOTHEN npe3eHTarye
OcobeHHOCTH WHCTPYKLUH; METOIMYECKHUE U Opra"nusanuu f), TecToBast
TIOJITOTOBKH U OCHOBHBIE BH/IbI HOPMaTHBHO-IIPABOBbIC JIeTIONPOU3BOJICTBA B pabora
oQopmITeHHS JNOKYMCHTOB, JOKYMCHTHI, 00pazoBaTenbHOM
OTJICNBHBIX BUJOB perIaMeHTUPYIOINX peTIAMEHTUPYIOIINE YUPEKICHNN.
JIOKyMEHTOB 00pa3oBaTeNIbHYIO JeITeILHOCTD
JeATEIBHOCTD; 00pa3oBaTenbpHOM
OCHOBEI OpraHH3aIHH.




Pazgen 3. YK-6 JISIIONTPOU3BOICTBA B paIMoHaIbHO U METOIAaMH, CITocO0aMH 1 IToaroroska
®dopmupoBaHUE T H o0pa3zoBaTenbHOM 3¢ PeKTHBHO CpeACTBAaMHU ITONYUYCHUS, K
OpraHu3aIus YApEeKICHUH. OpraHU30BHIBATH XpaHeHHs, TepepadboTKu MIPAKTHIECKH
XpaHEHU JICITOTIPOU3BOJICTBO B uHpOpMaIUH, M 3aHSATUSIM
JTOKYMCHTOB. 00pa3oBaTenbHOM OCHOBaMH KOMIIBIOTEPHOH | (BBICTYILICHH
DKcIepTu3a IeHHOCTH OpraHu3aIliH; rPaMOTHOCTH; ec
JTOKYMCHTOB. COCTaBJISATh y4eOHO- TEXHOJIOTHEH MPE3CHTAITHEC
Texnuueckue METOANYECKHE U Opranuzaiuu f), TecTOBast
CpeICTBa, HOPMAaTHBHO-TIPABOBBIC JICITOTIPOM3BOJICTRA B pabora,
HCTIONB3YyeMEIC B JOKYMCHTHI, 00pa3oBaTeIbHOM KOHTPOJIbHAS
JIEIIOTIPOU3BOJICTBE. peTIaMeHTHPYIOIINE YUIpEKICHAN. pabora
DNEeKTPOHHBIN JIESATEILHOCTh
JTOKYMEHTO000pOT 00pa3oBaTenbHOM

OpraHu3aIvH.

IIkana oueHUBaHKMs B paMKax 0a/lJIbHO-PETHHIOBOM CHCTEMBI

«HEYJIOBJIETBOPUTENHHO» — 60 Oa/ioB U MeHee;
«xopoio» — 81-90 6amnos

«YIOBIETBOpUTEITHLHO» — 61-80 OGanmmon
«otmmaaOo» — 91-100 Ganos




4. Kpurtepum u mkajabl OeHUBAHUS

4.1. Kputepum o11eHKH BBINOJIHEHUS TECTOBOI padoThl

IIpoLeHT npaBUIbHBIX OTBETOB o 60

61-80

81-100

KonnuectBo 6aJ110B 32 pelIeHHBINA TECT 5

6-10

11

4.2. Kputepuu OlleHKH BBICTYIJIEHHUS € NPe3eHTanue

Hpejlen AJTATEIIBHOCTH KOHTPOJIA

Jammumra: 10 Mmua
BBICTYIIJICHHE + OTBETHI Ha

BOITPOCHI
KpuTtepumn onieHKkH (COOCTBEHHO NMPE3eHTANNH U 3AIUTHI): Banaer (3a 1
NPe3eHTANNIO)

Cooepircanue:

- chopmynmpoBaHa 11es1b paboThI; 1

- TIOHSITHBI 33]1a4U U X0 pabOThI; 1

- “H(pOpMaIUs U3JI0kKEHA TMOJTHO U YETKO; 1

- WITIOCTpAllMM YCHUIMBAIOT J(PQPEKT BOCHPHUITUS TEKCTOBOM |

JacTu nH}OpMaIyu;

- CJ€eJIaHbl BEIBOJBI 2

Od¢opmnenue npezenmayuu:

- €IUHBIN CTHJIb OPOPMIICHUS; 1

- TEKCT JIETKO YHTAETCsI, (DOH COYETACTCS C TEKCTOM U rpa)uKOM; 1

- BCe MmapameTpsl mpudTa XOpoIo nogodpansl, pazmep mpudra 1

ONTHMAILHBIN 1 OIMHAKOBBIM Ha BCEX ClIaliIax;

- KJIFOYEBBIE CJIOBA B TEKCTE BBIJICJIEHBI 1

Ipghexkm npezenmayuu:

- o01iee BeYamIeHne OT MPOCMOTpPa MPe3eHTAIIUN 4
MaxkcnmasibHOe KOJIH4€eCcTBO 0a/1J10B 14

4.3. O01ue KpUTEPHH OLIEHKHN BbICTYILUIEHUS] CTYI€HTOB HA MPAKTUY€eCKUX

(ceMHUHAPCKUX) 3aAHATHAX

Kpurepum ouenkn
BBICTYIICHHS] HA PAKTUYECKUX (CEMHUHAPCKHUX) 3aHATHSAX:

Ouenka paéoTnbl
(st 1 BBICTYTIIICHUSA)

- aKTMBHOE y4acTHe B 00CYXIIEHUU MPoOIeM KaKI0TOo
MPaKTUYECKOTO 3aHATUS (CEMHHApa), CAMOCTOATEILHOCTh
OTBETOB, CBOOOIHOE BIIaJICHIE MAaTEepHUAIOM, TIOJTHbBIE U
apryMEHTUPOBAaHHBIE OTBETHI HA BOIIPOCHI MPAKTUUYECKOTO
3aHATUA (CeMHUHapa), y9acTue B AUCKYCCHUSX, TBEPAOE 3HAHUE
JIEKIMOHHOT0 MaTepuana, 00s13aTeIbHON U PEKOMEHI0BAaHHOM
JOTIOJIHUTENBHOU JTUTEPATYPBI, PETYIISIpHAs OCEAEMOCTh
3aHATHI;

2

- HEJJOCTATOYHO IIOJIHOE PACKPBITHE HEKOTOPHIX BOIIPOCOB
TEMBbI IPAKTUYECKOr0 3aHATH (CEMUHapa), HE3HAUNUTEIbHbIE
omKOKU B (OPMYJIUPOBKE KATETOPUIl U OHATHH, MEHbIIAs
aKTUBHOCTb Ha MPAKTHUECKHX 3aHATHUAX (CEMUHApPaXx),
HEIOJIHOE 3HAHUE JOIOJHUTEIBHOM JINTEPATYPBhl, XOPOILIAs
IOCELIAEMOCTb;

1,5




- OTBETHI OTPAXKAIOT B LIEJIOM [TIOHUMaHUE TEMBI, 3HAHUE 1
COZepKaHMsI OCHOBHBIX KaTETOPHUI U MTOHITH, 3HAKOMCTBO C
JIEKLIMOHHBIM MaTEPHUAJIOM U PEKOMEHIOBAHHOW OCHOBHOM
JUTEPaTypOM, HEJOCTATOYHAS! AKTUBHOCTD HA 3aHATUSAX,
OCTAaBJISIOLIAS JKEJIATh JYYLIErO IOCEIIAEMOCTb;

- MIACCUBHOCTH HA MPAKTHYECKUX 3aHATUAX (CEMUHApaXx), 0
yacTasi HeTOTOBHOCTH MPU OTBETAX HA BOIMPOCHI, IJI0Xast
MOCEIIaeMOCTh, OTCYTCTBUE KAUeCTB, YKa3aHHBIX BBILIE JIJIS
MoJTy4eHus: 00J1ee BEICOKHX OIICHOK

4.4. Kputepuu oeHKHU BbINOJTHEHHS] KOHTPOJIbLHOMH padoThl

[Ipo1eHT BBINOJHEHUS Jo 60 61-90 91-100

Basier 3a BeIMOIHEHHE KOHTPOJILHOW PabOTHI

15 16-24 25

4.5. O0mue KpUTEpHH OLIEHKH OTBETOB CTYIEHTOB HA 3a4eTe

Kputepun onenku Ha 3ayerte (B Omete 2 Bonpoca). Kaxsii Boripoc — 20 6anos.

Banasl

XapaKTepnchm 0TBETA CTYACHTA

20

- CTY/ICHT TJTyOOKO ¥ BCECTOPOHHE YCBOMJI ITPOOJIEMY;

- YBEPCHHO, JIOTUIHO, TIOCIIEIOBATEIILHO U TPAMOTHO €T0 U3JIaraeT;

- ONMUpasCh Ha 3HAHHMS OCHOBHOHW M JIOTIOJIHUTEIBHOW JIMTEPATYypPbl, TECHO
MPUBS3LIBACT  YCBOCHHBIC  HAy4YHBIC TIOJOXKCHHUS C  MPAKTHICCKOU
JEATEIBHOCTBIO;

- yMeJI0 0OOCHOBBIBACT U aPTyMEHTHUPYET BBIIBUTACMEBIC M HJICH;

- JIeJaeT BBIBOILI M 00OOIIECHHUS;

- cBOOOIHO BIIAEET MOHITUAMA

15

- CTYIEHT TBEpPAO YCBOWJI TE€MY, I'PaMOTHO W IO CYLIECTBY H3Jaraer ee,
OTMPAsICh HA 3HAHUSI OCHOBHOM JINTEPATYPHI,

- HE JIONYCKAET CYIECTBEHHBIX HETOYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C MPAKTHYECKON JIEATEIbHOCTHIO;

- AQprYMEHTHPYET HAyYHbIE TOJIOKEHNUS;

- JIeJaeT BBIBOJILI M OOOOIICHHS;

- BJIaJICET CUCTEMOM OCHOBHBIX HOHSATHI

10

- TeMa pacKpbITa HEJOCTATOYHO YETKO U IIOJIHO, TO €CTh CTYJIEHT OCBOMII
pobieMy, 1o CyIIECTBY H3JaraeT ee, ONUpasicCh Ha 3HAHHUS TOJILKO OCHOBHOM
JUTEPaTyphl;

- JIOIyCKaeT HeCYIECTBEHHbIE OIIMOKHY U HETOYHOCTH;

- HCTIBITHIBAET 3aTPYJHEHHUS B IPAKTHUECKOM IPUMEHEHUN 3HAHU;

- ¢1a00 apryMEHTHPYET Hay4HbIe OJI0KEHHS;

- 3aTpyAHsAeTcs B (hOpMYyJIMPOBAaHUH BBIBOAOB U 00OOIIEHMIA;

- YACTHYHO BJIAJICET CUCTEMON MOHITUI

- CTYZICHT HE YCBOWJI 3HAYUTEIHPHOM YaCTH TIPOOIIEMBI;

- IOTYCKAaeT CYIIECTBEHHBIE OITMOKN  HETOYHOCTH IIPHU PACCMOTPEHUU €€;
- ICTIBITBIBAET TPYIHOCTH B MIPAKTUIECKOM MPUMECHEHUH 3HAHUH;

- HE MOXET apryMEHTHPOBATh HAYUHbIE MTOJIOKECHHUS;

- He opMyIUPYET BHIBOJIOB U 000OIIICHHUIA;

- YACTUYHO BJIaJeeT CUCTEMOI MOHIATHI

- CTYACHT HC OTBCTHUJI HA BOIIPOC




5. TunoBble KOHTPOJILHBIE 32JaHUSI M METOAUYECKHE MATePHAJIBI, ONpeIessIonne
npoueIypbl OLEHMBAHMS 3HAHMI, YMEeHHWiH, HABBIKOB WM (MJIM) ONBITA JeATEJbHOCTH,
XapakTepu3ylomux Jranbl (OpMHPOBAHMST KOMIIETEHUMH B mpomecce OCBOEHUS
o0pa3oBaTe/IbHOH NPOIrPaMMblI.

5.1. TecroBas pabora

[y

Kakue Buab1 0JJAaHKOB MOKeT HCIOJIB30BATH 00Pa30BaTeIbHAS OPTraHU3ALMS:
OJIaHK ITHChMA;
oOmmit OJTaHK;

OJIaHK TpUKa3a;

o0 ® >

OJIaHK ITOCTaHOBJICHUS.

2.B kakoMm ciyuae o0si3aTesieH peKBH3UT «CripaBoYHbIe JaHHbIEe 00 OPraHU3aALMN»:
A. npu ohopMIIeHUH NTUCHMa;

B. npu oopmienun npukasa;

C. npu opopMIICHUU TIPOTOKOJIA;

D. npu odopmieHnH pacnopsiKeHuUs.

3.Yka:xkuTe A0MyCTUMbIE HATMCAHUSA JATHI JOKYMEHTA:
A. 25 maprta 2010 roaa;

B. 25 map. 10 T;

C. 25.03.2010;

D. 25.03.10.

4.Haiigure cooTBeTCTBHE MeKAY (PopMOil U 1aTOH TIOKYMEHTA:

1.muceMo A.nata coObITHS
2.1puKa3 B.nara 3acenanus
3.pOTOKOI C.naTa perucrpanuu
4.aKkT D.nara nommucanus

5.PekBHM3UT NOAIUCEH BKJIIOYAET:
A. JMYHYIO OAINHUCH, JATY;
B. HamMeHOBaHME JODKHOCTH JIMIA C YKa3aHUEM yUPEKIEHUS (€CIu JOKYMEHT 0(pOpMIICH

HE Ha OJIaHKE) JTMYHYIO MOANKCH, paciIuGpPOBKY MOIIUCH, 1aTy.

6.CnipaBo4HbIe JaHHBIC 00 OPraHN3ANMHU BKJIOYAKOT:



A. TIOYTOBBIN aJpec OpraHU3ally;
B. mouroBrIit agpec 1 HOMepa TesneOHOB;
C. mouToBbIil asipec, HoMepa Tene(OHOB U JpyTHe CBEACHUS 110 PELICHUIO OpraHu3aluu

(HOMepa ¢akca, cdeToB B OaHKe, aJipec AMEKTPOHHOHN TOYTHI U Ip. ).

7. PerucrpaniMOHHbINA HOMEP JOKYMEHTA
A. mpencraBisieT co00i MOPSAKOBBIM HOMEP JOKYMEHTAa U MOXKET TOTOJIHITHCS MHIEKCAM U
nara;

B. nmara perucTtpa DOKYMCHTA.

8. OTMeTKy 0 MOCTYIUICHUHU JOKYMEHTA B OPraHU3ALUI0 MPOCTABJISIIOT:
A. B IIpaBOM BEpXHEM YTy JOKYMEHTA;

B. B 1€BOM BEpXHEM YTy JOKYMEHTA;

C. y HIKHETO MOJIsl IEPBOTO JIUCTA JOKYMEHTA.

9. K ropuanyecKku 3Ha4MMbIM OTHOCATCH CJICAYIOIIHEe PEKBU3UTHI:

A. moamnucek, nevarh, rpud yTBEp>KACHUS TOKYMEHTA;

B. moxnuce, 1ata T0KyMeHTa, ieyarb, Ipu@ yTBEPKACHUS JOKYMEHTA, pErUCTPallMOHHBIN
HOMEp JIOKyMEHTa;

C. HanMeHOBaHUE BHUOA JOKYMCHTA.

10. [last ykazaHusi IPUYMH, BHI3BABIIUX KaKHe-1H00 HAPYLIEHHs, COCTABJISIETCS
A. ciayxeOHas 3alucKa;
B. cmpaBka;

C. oObsCHHTENbHAS 3aIIUCKa.

11. IIpuxa3zamMu Mo OCHOBHOM 1eATEJIbHOCTH 0(POPMIISIIOTCS:
A. mipueM, yBOJbHEHHE U MEPEeBO paOOTHHKOB;

B. OpTraHnU3alluOHHBIC BOIIPOCHI.

5.2. lIpe3enTauust

Ilpezenmayus - MOCIENOBATEIBHOCTh CMEHSIONINX JPYT APYTa 3JIEKTPOHHBIX CTPAaHUYEK
-cnaiiioB u crieiP@@eKToB (craia-1oy), 3aHUMAIONINX BECh SKpaH MOHHUTOpa (0e3 MPUCYTCTBUS
MaHeNel MPorpaMmBbl).

Aneopumm cozoanus npezenmayuus:

1 aTan — onpeneneHne eI NPE3CHTAIHH;

2 sTan — noapoOHOE pacKpheITHE HH(OPMAITHH;



3 3Tam - OCHOBHEBIE TE3UCHI, BEIBOIBI

Cnenyet ucnons3oBath 10-15 crmaitnos. [Ipu 3ToM:

- TIepBbIN clai]l — TUTYIbHBIN. [IpenHasHaueH as pa3MenieHusl Ha3BaHUs MPE3CHTALINH,
MMEHHU JTOKJIAJUMKa ¥ €T0 KOHTAaKTHOW WH(OpMAIIHH;

- Ha BTOPOM Claiijile HEOOXOAMMO pa3MECTUTh COJECpKAHHE IPE3CHTAIlMU, a TaKKe
KpaTKOE OINKMCAaHNE OCHOBHBIX BOIPOCOB;

- BCE OCTaBIIIUECS CIIaliIbl UMEIOT MH(POPMATUBHBIN XapakTep.

OO6bIyHO TOJaYa MH(OPMALMU OCYIIECTBISETCS MO IUIAHy: TE3UC — apryMEHTalus —
BBIBOJI.

Pexomenoayuu no cozoanuro npesenmayuu.:

UntabenbHOCTh (BUIMMOCTh M3 CAMBIX JaJbHHUX YTOJIKOB MOMEMICHUS M C PAa3IMYHBIX
YCTPONCTB), TEKCT A0JKEH ObITh HabpaH 24-30-bIM HIpUPTOM.

TmarenbHO CTPYKTYpHUpOBaHHAS MHPOPMAIIHSI.

Hanuumne KOpOTKHMX M JaKOHMYHBIX 3aroJOBKOB, MAapKHPOBAaHHBIX W HYMEpPOBAHHBIX
CTIMCKOB.

Kaxnomy nonoxkenuto (1zee) cieayeT OTBECTH OTAEIbHbIN ab3ail.

['maBHYIO M1e10 HEOOXOMMMO BBUIOKHUTH B TIEPBOM CTPOKE ab3aria.

Hcnonp3oBath TabmuuHble (HOpMBI MpeACTaBIeHUs WHGOPMALUU (IMarpaMMbl, CXEMbI)
TSl WUTIOCTPAIMU BXKHEHIINX (DAKTOB, YTO JACT BO3SMOXKHOCTH ITOJIATh MaTepHall KOMITAKTHO H
HaIJSIHO.

['paduka 1omKHA OPraHUYHO JOTOTHSTH TEKCT.

Brictynnenue ¢ npezenTtanueit anurcs He Oonee 10 MUHYT.

5.3. KonTpoabHas padora

Odopmiienne NpUKAa30B M0 JUYHOMY COCTABY.
Odopmiaenne TpPya0BOil KHHKKH.

Lenv: mpuoOpecTr HaBBIKK B 0(hOPMIIEHUH MPUKA30B 0 JMYHOMY COCTaBY, IPABUIILHO
3aIOJIHATH Pa3/ieibl TPYIOBON KHUKKH.

Bam HeoOxoaumo odopmuts Ha padoty CugopoBy Onbry IlerpoBHy, KoTopas MpUHUMAaETCS
c 01 cenrsops 2016, (pomunack 23.09.1990 rogy B r. MypmaHcke), ydamascs TpeTbero Kypca
MypMaHCKOro apKTU4YECKOIr0 TOCY/IapCTBEHHOT'O YHUBEPCUTETA, HA IOJKHOCTh JOKYMEHTOBE/IA C
HCIIBITATENIbHBIM CPOKOM 3 Mecsila, Ha OcHOBaHMM npukaza Ne 23-k ot 01.09.2016 1.

10 okts16pst 2016 1. mpuHOCUT cBUAETENBCTBO 0 Opake [-OJ] Ne324 ot 09.10.2016 r., tae
yKa3aHo, YTO OHa NoMeHsu1a hamuinio Ha Kosnosy.

5 nrons 2017 r. npuHOCUT 1uIIoM O BeiciieM oOpa3zoBanuu Ne BK-345234 ot 15.06.2017 r.,
IJie YKa3aHo, YTO OHa MOJy4iia KBaJU(UKALMIO YYUTEIb PYCCKOTO SI3bIKa M JIUTEPATYphl IO
crienuanbHOCTH «Pusonorus»

01 centsbps 2017 1. mepeBOIUTCS HAa JODKHOCTh YUUTENIb PYCCKOTO SI3bIKA U JIUTEPATYpPhI
Ha ocHoBaHuM npukasza Ne 31-x ot 01.09.2017 .

12 nexabpst 2017 aTrecTyercs Ha COOTBETCTBHE TIO JIOJDKHOCTH «y4uuTenby (mpuka3 Ne 14 ot

12 nexabps 2017r)
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nexabps 2017 1. yBosnbHSETCS IO COOCTBEHHOMY JKEeJTaHMI0, HA OCHOBAHUM Tpukaza Ne

24-x ot 31.12.2017 1.

Heo0xonumo, 3ano/iHUTH NpPUKa3 O NMpueMe, NepeBoje, YBOJIbHeHMH, KapTouky T-2,

THUTYJIbHBIN JIUCT U CBeIeHUs 0 padoTe B TPYA0BOM KHHKKe.

5.4. Bonipocs! K 3a4eTy

1.Yro BKITIOUaeT B ceOs MOHATHE «IETOMPOU3BOJCTBOM?

2. YUTto nmoHUMaeTcs Mo OpUINIECKON CUIION JOKYMEHTa?

3. Uto Takoe cTaHAapTU3ALUS TOKYMEHTOB?

4. Yro Takoe yHU(pUKALKI JOKYMEHTOB?

5. Ha3oBuTE OCHOBHBIE BU/Ibl OJIAHKOB, IPUMEHIEMbIX B YUPEXKICHUH
6. [lepeuncnuTte peKBU3UTHI, BXOAIINE B COCTaB OJlaHKa JJIs HChMa.
7. UeMm oTmuaeTcd oOnil OaHK oT OJlaHKa s muchbMa?
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Kakue TtpeOoBaHMs MNPEeABABIAIOTCS K OG(GOPMIECHHIO PEKBU3UTAa «HAUMEHOBAaHUE
OpraHusanum»?
UTo BXOIUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JaHHBIE 00 OPraHU3aLUN»?
KakoB nopsiok qaTupoBaHusi JOKyMEHTA M BUJIBI 1aT?
KakoB nopsiiok agpecoBanus J0KymMeHTa?
Kaknmu crioco6amu opopmisiercss yTBEpKIACHHUE T0KyMeHTa?
Kakue TpeboBaHus NpeabsBIAIOTCS K PE30IIOINH, KaKOB MOPSIOK ee opopmiieHus?
KakoB nops10k opopMiieHus: NpUIIOKEHUN K JOKYMEHTY?
KakoB nopsiiok oopmiieHNs peKBU3UTOB «IIOAIMUCHY) U «OTMETKHU O 3aBEPEHUU KOMUU»?
Kak odopmiasiercs cornmacoBanue 10KyMeHTa?
KaxoB nopsiiok npocraBiieHHAs HA JOKyMEHTax IedaTei?
[TepeuncinuTe OTMETKH, IPOCTABJICHHBIE HA BXOIALIEM JOKYMEHTE, YKAXKHUTE MOPSIIOK UX
oopMIIEHUSI.
Kakue o6mue TpebGoBaHNs NPEAbIBISAIOTCA K TEKCTY JOKyMeHTa?
N3 xakux CMBICIOBBIX YacTel COCTOMT TEKCT JOKYMEHTa U KaK OHHU pacrojararrcs B
Tecre?
B yem npeumynectsa coctaBieHuss 1 0hoOpMIICHHS TOKYMEHTOB Ha KOMITbIOTEpE?
B yem 0coOeHHOCTH SI3bIKA U CTUIIS CITY>KEOHBIX JOKYMEHTOB?
Kakoe 3Hauenune nmeer 3Hanue opporpaguu Npu co3JaHUH CIy>KEOHBIX JOKYMEHTOB?
Kakue TpeboBaHMs MPEIbABISIOTCS K KOMIIO3UIIMU CITY>KEOHBIX JTOKYMEHTOB?

HazoBuTe BuABI OpraHW3allMOHHBIX JIOKYMEHTOB M YKaXHT€ OCOOEHHOCTH UX
COCTaBJICHUS U OPOPMIICHHUS.

HazoBuTe BHIBI pacnopsSAUTENbHBIX JOKYMEHTOB M YKaKHUTE€ OCOOEHHOCTH HX
COCTaBJICHUS U OPOPMIICHHUS.
B gem ocobennocTu coctaBiieHust 1 0(hOpPMIICHUS POTOKOJa?
B yem ocobeHHOCTH cocTaBieHUS U OPOpPMIICHHS aKTa?
Kaxue TpeboBanus MpeabsIBISIOTCS K COCTABICHUIO U OOPMIICHUIO CIIPABOK?
Kakue TpeboBaHUs NPEbABIAIOTCS K COCTABICHUIO U OPOPMIICHHIO CITYKEOHBIX MUCeM?
KaxoBbl pazHOBHIHOCTH TTUCEM?
Kakue TpeboBaHMs NPEIbABISAIOTCS K COCTABICHUIO U O()OPMIIEHUIO TeJerpaMm?
KaxoBbl ocobeHHOCTH cocTaBieHus U odopmiieHus TeraedhoHorpamm?
VYKa)XUTE TUIIOBBIE OPTraHU3AlIMOHHBIE CTPYKTYPbI CIYKOBI J€IOMPOM3BOICTBA
KakoBsI 11enu 1 3aj1auu ciry>k0bl AeT0NPOU3BOICTBA?
Kakune ocHOBHbIE (DYHKIIMM BBITOJIHAET CTyk0a J1eI0NpOU3BOACTBA?

KakyMy HOpPMAaTUBHBIMHM JIOKYMEHTAMU PEIIaMEHTUPYETCSl JAEATEIbHOCTb CITy>KObI
JIEJIONPOU3BOACTBA?
Uto moHMMaeTcs o 00beMOM JIOKyMEHTO00O0poTa?
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Yo BXOIUT B MOHATUE JOKYMEHTOOO0OpOTa?
Uro BiIMsIET HA OPraHU3ALUIO IBUKEHUS TOKYMEHTOB?
KakoBbI OCHOBHBIE ITPaBUJIa OPraHU3aLUHU JOKYMEHTO000poTa?
Kakune ocHOBHBIE MOTOKM JOKYMEHTOB MOKHO BBIACIUTH B OPraHM3allMM U B YEM HX
0COOEHHOCTB?
B dyem 3HadyeHue mnpeABapUTENHHOTO MPOCMOTPAa M paclpeieNeHus] MOCTYNHUBIINX
JOKYMEHTOB U KaK OHH IIPOBOAATCA?
HazoBute sTambel paboOThl HMCIOMHUTENS C JOKyMeHTaMH. TpeOoBaHus K 0O0paboTke
UCXOJAIINX JOKYMEHTOB.
[TpaBuna 0O6pabOTKH UCXOAINX JOKYMEHTOB
3HAYeHHE pEerucTpanuy JOKYMEHTOB, KAaKO€ MECTO OHAa 3aHMMAaeT B OpraHu3aluu
JE€JI0TPOU3BOACTBA?
Kakue naHHbIE 0 JOKYMEHTE 3alIMCBIBAIOTCS B IIPOLIECCE €TI0 PErHCTpaliu?
HazoBute ¢popmbl peructpannu J0KyMeHTOB. MIX 10CTOMHCTBA U HETOCTATKU
3HavyeHue H(POPMALMOHHO-CITPABOYHON PabOTHI B OPraHU3AIMU JeONPOU3BOICTBA
®opmbl OpraHu3aly HHOOPMaLMOHHO-CIPABOYHOM pabOThI B yUPEKIEHUU
Kakoe MecTo 3aHMMaeT KOHTPOJb 32 HCIOJHEHHEM JIOKYMEHTOB B YIPaBICHUYECKOU
NEeITeNbHOCTH?
Yro Takoe CpOKOBBII KOHTPOJIb?
UYTto Takoe TeKyIHUid KOHTPOJIb, IPEIyPEIUTENbHBIA KOHTPOIb?
Yro noHMMaeTCs oA UTOTOBBIM KOHTPOJIEM?
Kakune mokyMeHThI MOHUMAIOTCS 1101 0000IIEHHBIM Ha3BaHUEM «OOpalieHue Tpaxmaan»?
B yem 0coOGeHHOCTh BeIeHUs IeIONPOU3BOACTBA 110 0OpaIeHUsIM Ipax/IaH?
Uto Takoe HOMEHKJIaTypa e’
KakoBbI 061111e TpeOoBaHUS K HOMEHKIIAType J1en?
Kak odopmisieTcss HomeHKnatypa aen?
Yro noHnmaercs noj GopmMupoBaHueM sien?
KaxoB nopsinok xpanenus nen?
UYro noHMMaeTcs oA SKCIEPTU30i LIEHHOCTHU TI0KyMeHTa?
KakoBbI OCHOBHBIE KPUTEPUN OLIEHKH TOKYMEHTOB?
KakoB nopsok npoBeaeHus 3KCIIEPTU3bl LEHHOCTH JOKYMEHTOB?
Kak odopmistorcs pgena BpeMEHHOTO CpoOKa MOJB30BaHUS, IOCTOSHHOTO H

JIOJITOBPEMEHHOTO CPOKOB XpaHEHUS?
KakoB nopsiiok nepenauu aen B apxuB?
HcTopus passutust Poccuiickoro 1enonpou3BoICcTBa



