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1. OoOwmmue cBeaeHus
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2. | HampaBnenue noaroToBku
PO UISIMHU TOJITOTOBKH )

HaHpaBHeHHOCTB

(ipodhriip) Maremaruka. MapopmaTuka

Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B

4. UCLUIUIMHA (MOIYIb
Huc (Moz1y.b) 00pa3oBaTeILHOM YUPEKIECHUN

5. | ®opma oOy4deHHs OYHast

6. | 'om Habopa 2023

2. [lepeyeHb KOMIIeTeHUM

CriocoOeH OCYIIECTBIATH JACTOBYI0 KOMMYHHUKAIUIO B YCTHOW M MUChMEHHOU (hopMax Ha
rocyzapcTBeHHOM si3bike Poccuiickoit deneparuu 1 nHOcTpaHHOM(BIX) si3bike(ax) (YK-4)
Crioco0OeH ympaBisaTh CBOMM BPEMEHEM, BBICTPAaWBaTh U PEAM30BHIBATH TPACKTOPHIO
CaMOpPa3BUTHs HA OCHOBE MPUHIIMIIOB 00pa3oBaHus B TeueHue Beeit xu3nu (YK-6)




3. Kputepuu u noxkasarejiu OLleHUBAHUS KOMIIETeHIHII HA Pa3IMYHBIX ITanax ux ¢GopMupoBaHUs

35 HNuauxaropsl KpuTtepuu n noka3zarejiu OleHUBAHUS KOMNETeHUMi DopMblI
ran ®opmupye- JOCTHKCHUSA KOHTPOJIA
¢opmupoBanus
Mas KOMIIeTEeHIIUH chopmupoBa
KOMIIETeHIIUH 3HaTh: YmMmerTn: Baanersn:
KOMIIEeTEH- HHOCTH
(pa3neJbl, TeMbI
s KOMIIeTeHIH
JAMCUHUTIIMHBI) i
Paznen 1. VYK-4 VK-4.1. Bnaneer HOPMAaTHUBHBIE panMoHaIbHO U MeToJaMu, CIIoco0aMu TTonrorosxka x
Conepxanue, YK-6 CUCTEMOW HOPM JIOKYMEHTHI T10 3¢ exTHBHO U CpEICTBAMH MIPaKTHYCCKIM
3HAYCHUC pycckoro YHU(DHUKAIT H OpPTraHU30BBIBATH MONYYCHUS, XPAHCHHS, | 3aHITHUAM
JIeIONPOU3BO/ICTBA. JUTEPATypPHOTO sI3bIKa | CTAHIAPTH3AINU B JICIIOTIPOU3BOICTBO B nepepadoTKu (BBICTYIUICHHE C
Texnomnorus IIpHU €ero 00J1acTh TOKyMEHTaluK, | oOpa3oBaTesbHOM uHpopmanuu, Ipe3eHTaIuen),
OopraHmu3anuunu HUCIIOJIb30BAHUU B IIef/'ICTByIOI_[II/Ie Ha OpraHu3anum, OCHOBaMH TECTOBAsL
JIeJIOTIPOU3BOJICTBA B KayecTBe tepputopun PD; COCTaBIIAThH Y4eOHO- KOMITBIOTEPHOM pabota
o0pa3oBaTeTFHOM rOCyTapCTBEHHOTO roCyapCTBEHHBIE METOAMYECKHE U TPaMOTHOCTH;
YUIpSKICHUN si3p1ka PO 1 HOpMamMu CTaHIAPTHI U HOPMAaTHBHO-TIPaBOBHIC TEXHOJIOTHEH
HMHOCTPAaHHOTO(BIX) 3aKOHOJATCIbHEIC aKThl | JOKYMEHTHI, OpraHU3aINH
SI3bIKa(OB), HCIIONB3YET | MO JOKYMCHTUPOBAHHIO, | PETIAMCHTHUPYIOIIHE JICIIOTIPOU3BOJICTBA B
pasiauyHbie GOPMBI, CUCTEMBI JIESTETBHOCTD 00pa3oBaTEILHOM
BH/Ibl YCTHOU U JIOKyMEHTAIUH, 00pa3zoBaTeNbHON YUPEKICHUH.
IIMCbMEHHOU TpeOOBaHus K OpraHu3alH.
Paszgen 2. VK-4 KOMMYHUKAIIAH. COCTAaBJIEHUIO U panMoHaIbHO U METOJaMH, CII0CO0aMH IToaroroBka x
HopmatuBHO- YK-6 VYK-4.2. Ucnions3yeT oopmiernio 3¢ exTHBHO U CpEeICTBAMH MIPAKTHYECKUM
3aKOHOATEeIbHAS SI3BIKOBBIC CPE/ICTBA JIOKYMEHTOB; OpraHU30BBIBATH MONYYCHUS, XPAHCHHS, | 3aHITHAM
6a3a. OCHOBHBIC BUJIBI JUTSL TOCTHXKEHUS THUTIOBBIC HHCTPYKIIUU JIEIIOTIPOU3BOICTBO B nepepabdoTKu (BBICTYIUICHUE C
JIOKYMCHTOB H po¢heCCHOHATHHBIX O JCTOTIPOU3BOJICTRY, 00pa3zoBaTeabHON uHpopmanuu, Mpe3eHTaImen),
CHCTEMBI 1ieJieil Ha PyCCKOM U periaMeHT paboTEl, OpraHu3aiuy; OCHOBaMH TeCTOBast
JIOKyMEHTAI[HH. HMHOCTPAHHOM(BIX) JIOJDKHOCTHBIE COCTaBJIATh Y4eOHO- KOMITBIOTEPHOU pabora
OcobGenHocTu A3bIKe(ax) B paMKax MHCTPYKLIUU; METOAMYECKHE U IPaMOTHOCTH;
TIOATOTOBKU U MEXJIMIHOCTHOTO U OCHOBHBIE BHIBI HOPMaTHBHO-TIPABOBbIE TEXHOJIOTHEH
othopmieHns MEXKYJIBTYPHOTO JIOKYMEHTOB, JIOKYMEHTBI, OpraHU3aINH
OT/ICITHHBIX BUJIOB oOrIeHus. perITaMEeHTHPYIOLIIX periiaMeHTHPYIOIINE JIEITOTIPOU3BOJICTBA B
JIOKyMEHTOB YK-6.1. Onpenenser 00pa3oBaTeNBHYIO JIeSITETbHOCTD 00pa3oBaTeILHOM
CBOH JINYHBIC JIESITETHHOCT; 00pa3oBaTenpHON YUPEKICHUU.
pecypchl, OCHOBBI OpraHU3aIHH.
Paznen 3. YK-4 BO3MOXXHOCTH U JIeIONPOU3BOJICTBA B paIMoHaIBHO U MeTonamu, ciocobamu | IloaroroBka k
DopmMupoBaHUE AET U VK-6 OrpaHUYCHUS IS 00pa3oBaTeTIbHOM 3¢ hexTHBHO U CpeICTBAaMH MIPaKTHYECKIM
OpraHu3anus MOCTHKCHUA YHYPEXKIACHUH. OpraHU30BbIBATh NOITyYCHHUS, XpaHCHMS, 3aHATHAM




XpaHeHHs TIOCTaBJICHHOH 1eTH JIeTIONPOU3BOJICTBO B nepepabOTKH (BBICTYIUICHHE C
JOKYMEHTOB. VK-6.2. Co3maer u oOpa3zoBaTenpHON nHpOpPMAaLNH, MIpe3eHTaImen),
OKcnepTn3a NeHHOCTH JOCTpanBacT OpTaHM3AIHH; OCHOBaMH TecToBas
JIOKyMEHTOB. WHIUBHUIY ATBHYIO COCTaBJIATh Y4eOHO- KOMITBIOTEPHON pabora,
Texundeckue TPaeKTOPHUIO METOJINYECKHE U TPaMOTHOCTH; KOHTPOJIbHAS
CpencTBa, CaMOpa3BHUTHS IIPU HOPMaTHBHO-TIPaBOBBIE TEXHOJIOTHEH pabora
UCIIOJIb3yEMBIC B MOy YeHUH JIOKYMEHTBI, OpraHM3alin
JIeTIONIPOU3BOJICTBE. npodeccroHanbHOro perilaMeHTHPYIOIIUE JIeTIONPOU3BOJICTBA B
DNEeKTPOHHBIN obpazoBaHus JIeATEIbHOCTh obpa3oBaTebHOM
JOKYMEHTO000pOT oOpa3zoBaTenpHON YApEeKICHUH.

OpTaHM3aIHH.

HIkana oueHUBaHUSA B paMKaxX 0a/UIbHO-PEHTHHIOBOI CHCTEMBbI

«HEYJIOBJIETBOPUTEIHHO» — 60 OaJUIOB U MEHee; «yIOBIETBOPUTENHHO» — 61-80 GaioB
«xopomo» — 81-90 6amton «otauaHo» — 91-100 Gamios



4. Kpurtepum u miKkajbl OHeHUBAHUS

4.1. Kputepum o1leHKH BbINOJHEHUS] TECTOBOH padoThl

[Ipo1ieHT npaBUIIbHBIX OTBETOB Jo 60 61-80 81-100

KonnyecTBo 0a/ioB 3a pemeHHbIi TeCT 5

6-10 11

e 4.2. Kpurepnu OeHKH BBICTYILICHHUS € IIPpe3eHTanuei

Hpeﬂen JJIUTCIIBHOCTH KOHTPOJIA

ammura: 10 Mmua
BBICTYTUICHHE + OTBETHI Ha
BOIIPOCHI

Kpurepun oueHku (COOCTBEHHO NMPe3eHTANMH U 3aIUTHI):

Bbanabl (3a 1 npe3eHTANUIO)

Cooepocanue:

- chopmynrpoBaHa 1eIb paboTHI;

- IIOHATHBI 3a1a4i 1 X0/, pa6OTBI;

- nHbOpManys U3JI0KEHA TIOJTHO U YETKO;

- WUIIOCTPALUN YCWJIHMBAIOT A(PQPEKT BOCHPUATHS TEKCTOBOU
4acTH HH(OpMALIUU;

—_— | — | —_

- cJeaHbl BHIBOJBI

Ogopmnenue npezenmavuu:

- €IUHBINA CTHJIb 0OPMIICHHUSI;

- TeKCT JIETKO YHUTaeTCs, POoH coueTaercs ¢ TEKCTOM U TpaduKoM;

- BCE€ mapameTpbl mpudTa Xopomio noo0paHbl, pazmep mpudTa
ONTHUMAaNbHBIM U OAWHAKOBEIM Ha BCEX cllaiiax;

- KJIFOUCBBIC CJIOBA B TCKCTC BBIJCIICHBI

IPhexkm npezenmayuu:

- o011iee BrieyaTIeHUE OT IPOCMOTPa Npe3eHTaINH

MaxkcuMajbHOE KOJIHYECTBO 0aJ1JI0B

o 4.3, Oﬁllll/le KPHUHTECPHUHA OLCHKHU BBICTYIIJICHUA CTYACHTOB HA MPAKTUHYIECCKHUX

(ceMHHApPCKUX) 3aHATHAX
[ J

Kpurtepun ouenkn
BBICTYIUICHHS] HA MPAKTHYECKHUX (CEMMHAPCKHX) 3aHATHAX:

OunenkapadoTbl
(1st 1 BBICTYIUICHHST)

- AKTUBHOC y‘-IaCTI/Ie B O6Cy)KjleHI/II/I npo6neM KaXa0ro HpaKTI/IquKOFO
3aHATHUS (CEMHHApPa), CAMOCTOATEIBHOCTS OTBETOB, CBOOOAHOE BIIa/ICHHE
MaTepualioM, MOJHbIC U ApIYMEHTHPOBAHHBIC OTBETHI Ha BOITPOCHI
MPaKTHYECKOTO 3aHTHS (CEMUHAPA), y4acTHE B TUCKYCCHUSX, TBEPIOE
3HaHUE JCKIIMOHHOTO MaTepraa, 00s13aTeIbHON U PEKOMEHIOBAHHON
JTOTIOJTHUTEIBHOHN JIUTEPATYPBI, PEryJIIpHAs MOCCIIAEMOCTh 3aHATHH;

2

- HEZIOCTaTOYHO MOJHOE PaCKPhITHE HEKOTOPHIX BOIPOCOB TEMBI
MPAaKTUYIECKOTO 3aHATUS (CEMUHApa), He3HAYUTEIbHbIC OIIHOKH B
(hopMyITUpOBKE KATErOpUil U MOHATHH, MEHbIIIass aKTUBHOCTD Ha
MPaKTHYECKNX 3aHATHX (CEMUHApax), HEMOIHOE 3HAHUE JOTIOITHUTENBbHON
JUTEPATYPhl, XOPOIIAsl TOCEIAEMOCTh;

1,5

- OTBETHI OTPAXKAIOT B LICJIOM [IOHUMAHUE TEMBI, 3HAHUE CONEPIKAHUS
OCHOBHBIX KaTeropuil ¥ MOHATHH, 3HAKOMCTBO C JIEKIIUOHHBIM MaTe€pHaIoM
U PEKOMEHJIOBAHHON OCHOBHOM JIMTEPATYpPOU, HEAOCTATOYHASI AKTUBHOCTh
HAa 3aHATUAX, OCTABJLAIONIAS KEJIATh JYYIIETO TOCEUIAEMOCTb;

- [TACCUBHOCTH Ha NMPAKTUYICCKUX 3aHATUIX (CCMI/IHaan), qacTas
HETOTOBHOCTH ITPHU OTBETAX HA BOIPOCEHI, IIJIOXAasd TOCCIIAEMOCTD,




OTCYTCTBHC Ka4€CTB, YKa3aHHBIX BbILIC IJIA MOJTYUCHUA 0oJiee BBICOKUX
OIICHOK

e 4.4. Kputepnu oleHKH BbINOJIHEHNS] KOHTPOJIbHOM padoThl
[ ]

[IpoLeHT BBINOJIHEHUS Jo 60 61-90

91-100

baJiiel 3a BeINOJTHEHWE KOHTPOJIBHON PabOThI 15 16-24

25

e 4.5. O0uue KpUTEpPHH OLIEHKN OTBETOB CTY/I€HTOB Ha 3a4eTe

e Kpurepnu ouenku Ha 3a4ete (B 6msere 2 Bonpoca). Kaxaplit Bonpoc — 20 6aios.

Bajaasl

XapakTepUCTHKH OTBETA CTYJeHTAa

20

- CTYJICHT TITyOOKO U BCECTOPOHHE YCBOMII IPO0IIeMy;

- YBEPEHHO, JIOTUYHO, TIOCJICIOBATEIBHO M TPAMOTHO €0 H3JIaraer;

- ONUpasiCh Ha 3HAHUS OCHOBHOW U JIOTIOJHHUTEIHHOW JIUTEPATYpPHI, TECHO
MPHUBSA3BIBACT  YCBOCHHBIC HAy4YHBIC IOJOXKCHHS C  MPAKTHYECKOU
JEATENbHOCTBIO;

- yMeJIo 0OOCHOBBIBACT M aPTyMEHTHPYET BBIIBUTaeMbIC UM UJICH;

- JIeJIaeT BLIBOALI M O00OIICHNS;

- ¢cBOOOHO BIIaJICET HOHATHAMU

15

- CTYJIEHT TBEPAO YCBOWJ TEMY, TPAaMOTHO W TIO CYIIECTBY H3Jaraer ee,
OIMHPAsICh HA 3HAHKSI OCHOBHOM JINTEPATYPHI;

- HE JIOMyCKAET CYIIECTBEHHBIX HETOUHOCTEH;

- YBS3BIBAET YCBOCHHBIC 3HAHUS C TPAKTHYECKOM JICATEIIBHOCTHIO;

- apryMEHTHPYET Hay4HBIC MMOJIOKCHHUS,

- JieJaeT BBIBOJBI K 0000IIEHN;

- BJIAJICeT CUCTEMOM OCHOBHBIX MOHSATHH

10

- TeMa pacKpbITa HEIOCTATOUYHO YETKO M MOJIHO, TO €CTh CTYJIEHT OCBOWJI
npoOjeMy, MO CYIIECTBY H3JIaraeT €e, ONUpasCh Ha 3HAHUS TOJIBKO
OCHOBHOU JIUTEPATYPHI;

- JIOMYCKAaeT HECYIIECTBEHHbIC OMMOKH 1 HETOYHOCTH;

- HCTIBITHIBAET 3aTPYAHECHUS B IPAKTUYECKOM IPUMEHEHUH 3HAHUI;

- cJ1a00 apryMEHTHPYET HayUYHbIE TOJI0KECHHUS;

- 3aTpyAHsAeTCs B (POPMYIUPOBAHUH BHIBOIOB U 00OOIICHMIA;

- YACTUYHO BJAJIE€T CUCTEMOM MOHATHH

- CTYJICHT He YCBOWJI 3HaYMTEIbHOM YyacTu NpoOIeMsl;

- IOITyCKAeT CYIIECTBEHHBIE OMMOKN  HETOYHOCTH NIPU PACCMOTPEHHUH €€;
- HCTBITHIBAET TPYAHOCTH B IPAKTUYECKOM NIPUMEHEHUH 3HAaHUl;

- HE MOXET apryMEHTHPOBATh HAYYHBIE TIOJIOKECHHUS;

- He (hOopMyIHpPYET BHIBOJIOB M 0000IICHUI;

- YaCTUYHO BJIAJICET CUCTEMOM MOHITUI

- CTYACHT HC OTBCTHJI HA BOIIPOC

5. TunoBbIe KOHTPOJIbHBIE 32IaHUSI H METOUYECKHEe MAaTePHAJIbl, ONpeaessIonne
npoueaypbl OLEHMBAHMS 3HAHWI, YMeHHWi, HABBIKOB M (MJIM) ONBITA JAesATEIbHOCTH,
XapakTepu3ywimmx JTanbl (OPMHPOBAHUSA KOMIIETEHUMA B IMpolecce OCBOEHHS
o0pa3oBaTe/IbHON NPOrpamMMBbl.

5.1. TecroBas pabora

1. Kakue BuabI 0JJAHKOB MOKET MCII0JIb30BAaTh 00pa3oBaTe/ibHAsl OPraHU3aLNs:




OJIaHK MMHChMa;
001IMit OJIaHK;

0JIaHK TIpHUKa3a;

o 0w p

0J1aHK ITOCTaHOBJICHH.

2.B kakoMm ciay4ae odsi3aTesieH peKBH3UT «CnipaBoyHbIe JaHHbIE 00 OPraHu3alUuI):
A. nipu opopmIIeHUH NHCHMA;
B. mpu odopmienun npukasa;
C. npu odopMICHHH TPOTOKOIIA;
D.

npu 0(hOpPMIIEHUN PaCTIOPSKEHHUSL.

3.Ykaxkure A0MyCcTHMbIEe HANIMCAHUS JAThI TIOKYMEHTA:
A. 25 maprta 2010 rona;

B. 25 map. 10 T;

C. 25.03.2010;

D. 25.03.10.

4.Haiigure cooTBeTCTBHE MEK1Y (popMOIi M 1aTOi TOKYMEHTA:

1.muceMo A.nmara coOsITHS
2.1mpuKas B.nara 3acenanust
3.0pOTOKOJI C.nata peructpaiuu
4.aKT D.mara moanucanus

5.PekBH3UT NOANNCHL BKJIIOYAET:
A. IUYHYIO NOJIKCH, 1aTY;
B. HamMmeHOBaHUWE NOHKHOCTH JIUIA C YKA3aHUEM YUPEKIEHUs (€CIM TOKYMEHT 0(hOpMIICH

HE Ha OJIaHKe) JTMYHYIO TOMHCh, paciin(pOBKY MOANUCH, JaTy.

6.CripaBouHbIe 1aHHbIE 00 OPraHU3allyi BKJIKOYAIOT:

A. TIOYTOBBIHN aJpec OpraHu3alnM;

B. mouroBslii afpec u HOMepa TeaeOoHOB;

C. mouToBBIH anpec, HOMepa Teae(OHOB U APYTHE CBEACHUS 110 PEIICHUI0 OpraHU3auu

(Homepa (akca, cueTtoB B OaHKe, aipec JIEKTPOHHOM MOYTHI U JIp.).

7. PerucrpanvoHHbIi HOMEP JOKYMEHTA



A. mpencraBisieT co00i MOPSAKOBBIM HOMEP JOKYMEHTA U MOXKET JIOTIOHATHCS HHICKCAM U
JlaTa;

B. nmara perucrpanuy JOKyMeHTa.

*°

OTMeTKY 0 NOCTYIJICHUH JOKYMEHTAa B OPraHU3alMIo MPOCTABJISIIOT:
B [IPaBOM BEPXHEM YIUIy JOKYMEHTA;

B JICBOM BCPXHEM YTI'Ty JOKYMCHTA,

aQ w »

Y HHUXKHCTO IIOJIA MEPBOIo JIMCTAa JOKYMCHTA.

9. K ropuanyeck 3Ha4MMbIM OTHOCSITCS CJIeyIolie PeKBU3UThI:

A. moanuce, nevath, Tpud yTBEpKACHUS JOKYMEHTA;

B. moamucek, nata JOKyMeHTa, re4yathb, rpud yTBEpKICHHS TOKyMEHTa, PETUCTPALIMOHHBIN
HOMEp JOKYMEHTAa;

C. HauMeHOBaHUE BUa JOKYMCHTA.

10. [us yka3aHusl IPUYUH, BHI3BABIINX KaKHe-JIM00 HAPYLIEeHHsI, COCTABJISIETCS

A. cmyxeOHasl 3aMHCKa;

@

CIIpaBKa,

C. oOBjIcHUTENBbHAS 3aIIUCKA.

11. Ilpuka3amMu o OCHOBHOI 1eATeJIbHOCTH 0()OPMJISIIOTCS:
A. mipueMm, yBOJIbHEHUE U NEPEBOJI pAOOTHUKOB;
B. opranuzanuoHHbIE BOIIPOCHI.

Kuounm k Tecty:

1 2 3 4 5 6 7 8 9 10 11

AB | ABCD | AC 1¢;2d;3b;4a B C B C B AC AB

5.3. KouTposabHas pabora

OdopmiieHre NPpUKAa30B MO JUYHOMY COCTaBY.
Odopmienne TPYy10BOI KHUKKH.
[]enw: proOpecTH HaBBIKK B O)OPMIICHUH MPUKA30B 110 JTUYHOMY COCTABY, IPABHIBHO
3aIOJIHATD pa3zeiibl TPYA0BONH KHUKKH.
Bam Heobxonumo opopmuts Ha padoty CunopoBy O:nbry IleTpoBHy, KoTOpas mpUHUMaeTCs

¢ 01 cents6ps 2016, (poaunacek 23.09.1990 roxy B . MypmaHCKe), ydamascs TpEeThero Kypca




MypMaHCKOT0O apKTHYECKOT'O TOCYAapCTBEHHOTO YHUBEPCUTETA, HA JIOJKHOCTh JOKYMEHTOBEIA
C UCTBITATENIbHBIM CPOKOM 3 Mecsila, Ha ocHoBaHUM npukasa Ne 23-k ot 01.09.2016 .

10 okTsa6ps 2016 r. mpuHOCUT cBUAEeTeNbCTBO 0 Opake [-OJ[ Ne324 ot 09.10.2016 r., roe
yKa3aHo, 4TO OHa oMeHsu1a ¢pamuinuio Ha Ko3znosy.

5 utonsg 2017 r. IpUHOCUT TUILIOM O BbIcieM oOpa3zoBanuu Ne BK-345234 ot 15.06.2017 r.,
r7le yKa3aHo, YTO OHA IOJIyYniIa KBATH(DUKALMIO YUUTEIh PYCCKOTO SI3bIKa M JUTEPATYphI 1O
crenuanbHOCTH «DUITOTOTHS»

01 cents6ps 2017 r. mepeBOAUTCS HA JOKHOCTh YUHUTEIb PYCCKOTO SI3bIKA U JINTEPATypbl
Ha ocHoBaHuM npukasa Ne 31-x ot 01.09.2017 r.

12 nexabpst 2017 aTTecTyeTcst Ha COOTBETCTBHUE MO JOHKHOCTU «yuHuTeNby (Tipuka3 Ne 14 ot
12 nexabps 2017r)

31 nexabpst 2017 r. yBONBHSETCS MO COOCTBEHHOMY KCJIAHHMIO, HA OCHOBAaHWHU Mpuka3a No
24-x ot 31.12.2017 1.

Heo0xoaumo, 3anmoJHUTH NPHUKa3 0 NMpHeMe, NepeBoje, YBOJbHEHUH, KapTouky T-2,

TUTYJIbHBIN JIUCT U CBeJAEHHUS 0 padoTe B TPYA0BOIl KHUKKE.

5.4. Bonpocsl k 3a4eTy

1.Yrto BKITIOYAET B ce0s MOHATUE «IEIOMPOU3BOJICTBO»?

2. Yto noHuMaeTcs Mo FOpUINIECKON CUIION T0KyMEeHTa?

3. Uto Takoe cTaHIapTU3aIHsl TOKyMEHTOB?

4. Yto Takoe yHU(UKAIUSI TOKYMEHTOB?

5. HazoBuTe OcHOBHBIE BUbI OJTAHKOB, MPUMEHSEMBIX B YUPEKICHUH

6. Ilepeuncnure peKBU3NUTHI, BXOJIAILINE B COCTaB OJaHKa AJIs MUChMA.

7. Yem orinngaercs oOLIni OJaHK oT OaHKa Ui nucbma?

8. Kakme TpeOoBaHMS TPENBABIAIOTCI K O(QOPMIICHHIO PEKBH3HTAa «HAMMEHOBAHUE
OpraHu3aIum?

10. YTo BXOIUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JAHHBIE 00 OPraHU3aLUN»?

11. KakoB nopsiiok JaTUPOBaHUSI TOKYMEHTA U BUbI 1aT?

12. KakoB nopsiJioK aJipecoBaHusi JOKyMEHTa?

13. Kakumu criocobamu ohopmissieTcsl yTBepKIeHHE JOKYMEeHTa?

14. Kakue TpeOoBaHUS MPENBSIBISIOTCS K PE30IOINN, KAaKOB MOPSAIOK €€ 0(hopMIICHUS?

15. KakoB nopsi1ok ohopMIIeHHS MPUII0KEHUH K IOKYMEHTY?

16. KakoB nopsiiok o(hopMIIeHHS] PEKBH3UTOB IIOJIITUCHY U «OTMETKHU O 3aBEPEHUU KOTIHI ?

17. Kak odopmisieTcs: corjlacoBaHue JOKyMeHTa?

18. KakoB nops0K pocTaBiIeHUs Ha JOKYMEHTaX revyaTei?

19. Ilepeuncnure OTMETKH, MPOCTABICHHBIE HA BXOJALIEM JOKYMEHTE, YKAKUTE MOPSIOK HX
odopmIIeHHUS.

20. Kakue obmue TpeOoBaHMS MPEIBIBISIOTCS K TEKCTY JOKyMEHTa?

21. U3 xakuX CMBICIIOBBIX YacT€M COCTOMT TEKCT AOKYMEHTa M KaK OHHM PAcIoararoTcs B
tecre?

22. B yem nmpeuMyIiecTBa COCTAaBICHUS 1 OPOPMIICHHS JOKYMEHTOB Ha KOMITbIOTEpe?

23. B ueM 0COOEHHOCTH SI3bIKA M CTUJIS CITYKEOHBIX TOKYMEHTOB?

24. Kakoe 3HaueHUe UMeET 3HaHuE opdorpaduu mpu Co3IaHUH CITYKEOHBIX JOKYMEHTOB?

25. Kakue TpeOoBaHUS MPEAbSIBIAIOTCS K KOMIIO3UIIUU CITYKEOHBIX JOKYMEHTOB?



26.

27.

28.
29.
30.
31.

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

38.
39.
40.
41.
42.

43.

44.

45.
46.

47.
48.
49.
50.
51.

52.
53.
54.
55.

56.
57.
58.
59.
60.
61.
62.
63.
64.

65.
66.

HazoBuTe BHIBI OpPraHM3alMOHHBIX JOKYMEHTOB M YKAKUTE OCOOEHHOCTH UX
cOCTaBJIeHUS U 0(OPMIICHHUSL.

HazoBute BHIBI pacOpSAUTENBbHBIX JOKYMEHTOB M YKaXHTE€ OCOOEHHOCTH HX
cOCTaBJIeHUS U 0(OPMIICHHUSL.
B 1yem ocobenHOCTH cocTaBieHus: U 0(OpMIIEHUs TPOTOKOIa?
B ueM ocobeHHOCTH cocTaBieHus U opopMiIeHUS akTa?
Kakue TpebGoBaHMs MPEIBSBIISIOTCS K COCTABICHHUIO U O(POPMIICHHIO CIIPABOK?
Kakue Tpe6oBaHus MPEABABIAIOTCA K COCTABICHHUIO M O(POPMIICHUIO CIY>KEOHBIX muceM?
KaxoBbI pa3HOBUIHOCTH ITUCEM?
Kakue TpeboBaHus IpeabsIBISIOTCS K COCTABICHUIO M 0(hOPMIICHUIO TelerpaMm?
KakoBbl 0coOeHHOCTH cocTaBiieHHs U oopMileHus TeraeoHorpamm?
VYKaxuTe TUIIOBBbIE OpraHU3alMOHHbIE CTPYKTYPBI CIIYKObI J1€J0MPOU3BOJICTBA
KakoBsI 11e511 1 3a]1a4u CITy>K0bI 1e70NpOU3BOACTBA?
Kakwne ocHOBHBIE (DYHKITUH BBITIONHAET CIy>kK0a JASIOMPOU3BOACTBA?

KakyuMyu HOpPMAaTUBHBIMH JIOKYMEHTAMH PpETJIAMEHTUPYETCS JACATENbHOCTb CIIY>KOBI
JIETTONTPON3BOICTBA?
Urto noHuMaeTcs mojJ 00beMOoM JTOKyMEHTOo00opoTa?
UYro BXOAUT B MOHATHE JOKYMEHTOOOOpOTa?
Yro BIMsIET HA OPTAaHU3ALMIO IBUKEHUS JTOKYMEHTOB?
KaxoBbl OCHOBHBIE ITpaBHJIa OpraHU3aIK JOKYyMEHToo0opoTa?
Kakue oCHOBHbBIE MOTOKM JOKYMEHTOB MO>KHO BBIJIEIMTH B OpraHU3allMid U B YEM HX
0COOEHHOCTH?

B d4em 3HauyeHHe NpeIBAPUTEIBLHOTO HPOCMOTPAa M PACHpPENEICHMs NOCTYIHUBIIMX
JTOKYMEHTOB M KaK OHH ITPOBOJSATCS?

HazoBute srtambl paboThl HMCIOMHUTENS C JOKyMEeHTamMH. TpeOoBaHus K 00paboTKe
UCXOMSIINX TOKYMEHTOB.
[TpaBuia 00pabOTKM UCXOAAUINX TOKYMEHTOB

3HaueHUE PErUCTpallMu JOKYMEHTOB, Kakoe MECTO OHa 3aHMMAaeT B OpraHu3aluu
JIeJIOTPOU3BOJICTBA?
Kakue nanHble 0 TOKyMEHTE 3allMChIBAIOTCS B MPOIIECCE €r0 PerucTpalun’?
HazoBure ¢opmbl peructpaiiuil JOKyMeHTOB. MIX TOCTOMHCTBA M HEIOCTATKU
3HaueHue HHPOPMAIOHHO-CIIPAaBOYHOM paboThl B OpraHU3aI|H JIeI0IPOU3BOICTBA
®opMbl opraHu3auu HHOOPMAITMOHHO-CIIPAaBOYHON pabOThI B YUPEKICHUH

Kakoe mecTo 3aHMMaeT KOHTPOJb 3a MCIOJHEHHEM JOKYMEHTOB B YMpaBiICHUYECKON
NEeATEeILHOCTH?
Yrto Takoe CPOKOBBIN KOHTPOJIb?
UYro Takoe TEKyIIHMHA KOHTPOJIb, IPEAYyIPEUTENBHbIN KOHTPOIIb?
Yrto noHuMaeTcs Moj UTOTOBBIM KOHTPOJIEM?
Kakne 1oKkyMeHTbl TOHUMAIOTCS 11071 0000IIEHHBIM HAa3BaHUEM «0OpallleHue TpaskKIan»?
B yem ocoOeHHOCTDH BeJIeHUs I€T0NPOU3BO/ICTBA MO 0OpAIICHUSIM IrpaXkaaH?
Yro Takoe HOMEHKIJIATypa Aein?
KaxoBer 06miue TpeboBaHus K HOMEHKJIATypeE e’
Kak opopmisercs HoMmeHkIaTypa jien?
Yro nonumaetcs noj GopMHUpOBaHUEM J1ed?
KakoB nopsiiok xpaneHus ien?
UTo noHMMaeTcs o1 SKCIEPTU30M [IEHHOCTH TOKyMeHTa?
KaxoBbI OCHOBHBIE KpUTEPUHU OLICHKHU IOKyMEHTOB?
KaxoB nopsiiok npoBeZieHHsI SKCTIEPTU3bI LIEHHOCTH JJOKYMEHTOB?

Kak odopmisitorcss fgena BpEeMEHHOTO CpOKa IOJIb30BAaHUS, IIOCTOSHHOTO U
JOJITOBPEMEHHOT'O CPOKOB XpaHEHUs?
KakoB nops1ox nepegauu Aei B apxuB?
Hcropus passutus Poccniickoro 1enonpon3BoIcTBa






