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1. OOummue cBeneHus

1. | Kadenpa [lemaroruku

44.03.05 INemarormueckoe oOpa3oBaHue (C IBYMS
2. | HampaBiieHue MOArOTOBKU | MPOQHISIMU MOATOTOBKH)

HaHpaBHeHHOCTB

(npodymn) Pyccknii s3b1k. JIuTeparypa

eJIONIPOM3BOICTBO U IOKYMEHTOOOOPOT B 00pa30BaTeIbHOM
4. | Jucuunnuza (MOIyb) A p A HOKY p p

YUPEKACHUU
5. | ®opma 0OyueHus ouHas
6. | I'oq Habopa 2021

2. Ilepevyennb KoMneTeHIM

Crnioco0eH ymnpaBisiTh CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPAECKTOPHIO
CaMOpa3BUTHsI HA OCHOBE NMPHHIIMIOB 00pa3oBaHus B TeueHue Beeil sxu3nn (YK-6)




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

Jdran popMupoBaHus

dopmupyemas

Kpurepun u noka3areju olleHUBaHUSA KOMIIETEH Ui

@®opMbl KOHTPOJISA

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

Paznen 1. Conepxanue, VK-6 HOpPMAaTHBHBIC paIMOHATIBHO U METOAAMH, CII0CO0aMH 1 IToxgroroBka k
3HAYCHUE JICIOTIPOU3BOICTBA. JTOKYMEHTEHI T10 3¢ PeKTHBHO CpeICTBaMH IIOTyYSHHUS, MIPAKTHICCKUM 3aHATHIM
TexHONOTHS OpraHNU3aIlUH yHI(PHUKAINT H OpTraHNU30BBIBATh XpaHEeHHUs, TepepadboTKI (BBICTYTUIEHHE C
JIeTTOTIPON3BOICTBA B CTaHIAPTHU3AINH B JIEIIOTIPOU3BOICTBO B nHpOpMAINH, TIpe3eHTAINe), TECTOBas
00pa30BaTEIIFHOM YUK ICHIH o0yacTé MOKyMEHTAIuy, | 00pa30BaTeNbHON OCHOBAaMH KOMITBIOTEPHOH | pabora

JIEHCTBYIOIINE HA OopraHu3aIuiy; TPaMOTHOCTH;

tepputopuu PD; COCTaBIISITh yU4eOHO- TEXHOJIOTHEN OpraHU3aluu

rocyaapCTBeHHbIE METOAUYECKHUE U JIETIONPOU3BOICTBA B

CTaHAaPTHI U HOPMAaTHUBHO-TIPAaBOBBIC 00pa3oBaTeILHOM

3aKOHOJATEIbHBIC aKThI JIOKYMEHTHI, YUPESIKICHUU.

0 JOKYMEHTHUPOBAHHIO; pETIaMEHTHPYIOIIIEC

CHUCTEMBI JOKYMCHTAIINH, | ICSITEIbHOCTH

TpeOOBaHUS K oOpa3oBaTenpHON

COCTaBJIEHHIO U OpTaHU3AIHH.
Pasnen 2. HopmaTusHo- VK-6 o opMIICHHIO palMOHANIBHO U METOAAMH, CII0cO0aMH U ITonroroBka k
3aKOHO/IaTebHas 0a3a. JIOKYMCHTOB; 3¢ PEeKTHBHO CpeICTBaMH TIOTyYCHHUS, MPAKTHICCKUM 3aHSATHIM
OCHOBHBIE BHIBI JOKYMEHTOB THIIOBBIE MHCTPYKIUHK 110 | OPraHU30BHIBATH XpaHCeHHs, TepepadboTKH (BBICTYIUICHHE C
1 CUCTEMBI JOKYMCHTAlIUH. JACJI0NPON3BOACTBY, JEJIONPOU3BOJCTBO B I/IH(bopMaupm, npe3eHTau1/1e171), TECTOBAsA
OcoGeHHOCTH NOJTOTOBKH U pernamMent paboTsl, o0OpaszoBaTenbHON OCHOBaMH KOMITLIOTEPHOM | paboTa
ogopMIIEHHS OT/IEITFHBIX BUIIOB JIOJIKHOCTHBIE OpraHu3aIni; TPaMOTHOCTH;
JIOKYMEHTOB HHCTPYKLNY; COCTaBIISITh y4eOHO- TEXHOJIOTHEH opranu3anun

OCHOBHbBIE BH/IBI METOAUYECKHUE U JIEIIONIPOU3BOICTBA B

JIOKYMEHTOB, HOPMAaTHUBHO-TIPABOBBIC o6pa3oBaTeIbHOM

PETIaMEHTHPYIOIIX JIOKYMEHTHI, YIpeKIACHUH.

00pa3oBaTeNBHYIO PETIaMEHTHPYIOIIHE

JIESITEIBLHOCTD; JIeSITEIBLHOCTD

OCHOBBI 00pa3oBaTenpHOU

JCJIOITPOU3BOACTBA B

OpraHu3alum.




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

YK-6

o0pazoBaTeIbHOM
YUPEIKICHUU.

pannoHaIBHO U
3 PeKTUBHO
OpraHU30BBIBATH
JeTIOTIPOU3BOJICTBO B
oOpa3oBaTenpHON
OpraHu3aINy;
COCTaBIATH y4eOHO-

METOJaMH, CIIOCO0aMHU U
CPEJICTBaMU TOTYUCHHUS,
XpaHCHHUs, IePePadbOTKH
nHpOpMAaIHH,

OCHOBaMH{ KOMIIBIOTEPHOU
TPaMOTHOCTH;
TEXHOJIOTHEN OpraHu3anuu

JeIIOTIPOU3BOICTBE.
DIIeKTPOHHBIH METOANYECKHE U JeJIOTIPOU3BOJICTBA B
JOKYMEHTO000POT HOPMAaTHUBHO-TIPaBOBHIE 00pa3oBaTeIFHOM
JIOKYMEHTHI, YUYPEKICHUH.
periiaMeHTHPYIOIHUE
JIeSITEIIbHOCTh
obpazoBaTenbHOI
OpraHHU3aIUH.

IloaroroBka k
NPaKTHYECKUM 3aHATUSAM
(BBICTYIUIEHUE C
TIpe3eHTAIIel), TECTOBas
pabota, KOHTPOJIEHAS
pabora

IIkxaja oueHuBasi B paMKax 0a/uIbHO-peiiTUHIoBOM cucreMbl MAI'Y:
«He 3a4TeHOo» — 60 0aII0B U MeHee, «3auTeHo» — 61-100 6anaoB




4. Kpurtepum ¥ IIKAJbl OLlCHUBAHHS

4.1. Kputepuu oneHKH BbINIOJTHEHHUsI TECTOBOH padoThI

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

3ammura: 10 Mmuga
BBICTYIICHUE + OTBETHI Ha
BOITPOCHI

Kpurepum oueHku (cOOCTBEHHO NMPe3eHTANMH U 3a1IUTHI):

banawbl (3a 1 nmpe3eHTanuio)

Cooeporcanue:

- chopmynrpoBaHa 1eib paboTHI; 1

- IIOHATHBI 33J1a4U ¥ X0 padOTHI; 1

- nH(OpMAaIHsI H3JI0KEHA TTOJTHO U YETKO; 1

- WUIIOCTPAllMd YCWIMBAIOT 3(PGEKT BOCHPUITUS TEKCTOBOM 1

yacTu uHpopMaImu;

- CIEIIaHbI BBIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIN CTUIIb O(DOPMIICHHS; 1

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

- BCE mapameTpsl HIpUQTa XOpOUIO MOoA00paHbl, pa3Mep HmpudTa 1

ONTUMAIBHBIA 1 OJMHAKOBBIM Ha BCEX ClIaliax;

- KJIFOYEBBIC CJIOBA B TEKCTE BBIICIICHBI 1

Ipghexm npezenmayuu:

- o0111ee BIeYaTIeHe OT MPOCMOTPA MPEe3ECHTAINH 4
MakcumaJjibHOe KOJIH4eCTBO 0217108 14

4.3. O0mue KpUTEPUH OLIEHKH BBICTYIJICHUS] CTYEHTOB HA MPAKTHYECKUX

(ceMMHAPCKHUX) 3aHATHAX

Kpurepun onenkn
BBICTYILICHUS] HA IPAKTHYECKUX (CEMUHAPCKHUX) 3aHATHAX:

Ounenka padoTbl
(st 1 BBICTYTUTCHWST)

- aKTUBHOE y4acTHe B 00CYKJICHUU TTPOOIIEM KaXKI0Tr0O
MIPAKTUYECKOT0 3aHATHSA (CEMHHApa), CAMOCTOSTEIbHOCTh
OTBETOB, CBOOO/IHOE BIIaJICHUE MATEPHAIIOM, TTOJIHBIE U
apryMEHTHPOBAHHBIE OTBETHI HA BOMPOCHI MPAKTUIECKOTO
3aHATH (CEMUHApa), y9acTue B AUCKYCCUSX, TBEPIOE 3HAHUE
JIEKIIMOHHOTO MaTepuaia, 0053aTeTbHON U PeKOMEHI0BAaHHOU
JIOTIOJIHUTEIBbHOM JINTEpaTyphl, peryssipHas HOCeIaeMoCThb
3aHATHUH;

2

- HEIOCTaTOYHO MOJHOE PACKPhITHE HEKOTOPBIX BOIIPOCOB
TEMBI TIPAKTUIECKOTO 3aHATHUS (CEMUHApa), He3HAYNTEIHHBIE
omOKH B (HOPMYIHPOBKE KATETOPHA U MOHATHIA, MEHbIIAs
aKTHBHOCTH Ha MPAKTUYECKUX 3aHATUAX (CEMHHAPaX),
HETOJIHOE 3HAHUE JIOTIOJIHUTENBHON JINTepaTyphl, XOpoLIas
HOCEIAaeMOCTh;

1,5




- OTBETHI OTPAXKAIOT B LIEJIOM IOHUMAHUE TEMBbI, 3HAHUE
COAEP)KaHUSL OCHOBHBIX KaTErOPU U IOHATUI, 3HAKOMCTBO C
JIEKIIMOHHBIM MAaTEPHAIIOM U PEKOMEHI0BAHHON OCHOBHOM
JIMTEPATypOil, HEAOCTATOYHAS] aKTUBHOCTh HA 3aHATHSX,
OCTaBJIAIOIIAA JKEJIATh JIYYIIETrO MOCEIAeMOCTh;

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

4.4. Kpurepum OlleHKH BHINOJHEHUS KOHTPOJbLHOM padoThl

IIponeHT BBINOTHEHHS o 60

61-90 91-100

Bansel 32 BRIIOIHEHHE KOHTPOJIBHOW paboThI

16-24 25

4.5. O61ue KpUTEPUHU OLEHKU OTBETOB CTY/I€HTOB Ha 3a4eTe

KpnTeplm OICHKH OTBETOB CTYICHTOB HA 3K3aMEHE

Ouenka padboTbl

YcnoBus, obecrieyuBaronne ne1arorndeckyio 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 3HaHUs PEKOMEHJOBAHHOU JINTEPaTyphl;

- JOTHYECKH KOPPEKTHOE, HEMPOTHBOPEYHBOE,
MOCJIEI0BATENIbHOE U apIyMEHTHPOBAHHOE IIOCTPOECHUE 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,
JTIOKa3aTeJIbHO PAaCKPBITHl OCHOBHBIE ITOJIOKEHUS BOIIPOCOB;

- B OTBETE MIPOCIICKUBACTCS YETKas CTPYKTYpa, JIOTHIeCKast
[IOCJIEI0BATEIbHOCTD, OTPaXKAKOLIasi CyIIHOCTb PACKPBIBAEMBIX
TIOHATHH, TEOPUI, SIBJICHUI;

- 3HaHUE T10 MPEeIMETY IEMOHCTPUpPYETCs Ha (POHE MOHUMAHUS
€ro B CHCTEME JJAaHHOM HayKU U MEXIMCIUIUIMHAPHBIX CBS3EH, a
TaKXke Ha ()OHE MMOHUMAHUS POJIU MPEIMETa B IPAKTHUKE
YIIPABJICHHUS;

- 3HAHUE UCCIIe0BATEeNeH, 3aHUMAIOIINXCSl UCCIIEJOBAHUEM
POOJIEMHOTO MOJIS IUCHUIUINHBI;

- OTYETIIMBOE M CBOOOIHOE BJa/IEHUE KOHIENTYalIbHO-
MOHATUMHBIM alnapaToM, HAy4YHBIM S3bIKOM U TEPMUHOJIOTHUEN
COOTBETCTBYIOIIEH HayuyHOI 001acTH;

- YMEHHE BBIITOJIHATH IPEYCMOTPEHHBIE TPOrPAMMOM 3aJaHuUs;
- JOTUYECKH KOPPEKTHOE U YOEIUTENbHOE U3JI0)KEHHE OTBETOB
Ha JIOTIOJTHUTENbHBIE BOITPOCHI

OTIIMYHO

- 1aH MOJIHBIN, Pa3BEPHYTHIN OTBET HA MOCTABJIEHHBIN BOIPOC,
MOKa3aHO YMCHUC BLIACIINTL CYIICCTBCHHLIC U HCCYIIICCTBCHHBIC
MPU3HAKU, TPUYHUHHO-CIICJICTBEHHBIE CBSI3H;

XOPOIIO




- OTBET YETKO CTPYKTYPHPOBAH, JIOTUYEH, U3JI0KEH
JUTEPATYPHBIM SI3bIKOM C MCIIOJIb30BAaHUEM COBPEMEHHOMN
TE€PMUHOJIOTHH;

- 3HaHME Y3JIOBBIX ITPOOJIEM IPOIPaMMBbl U OCHOBHOT'O
COJIepKaHUs JIEKIIMOHHOTO Kypca;

- YMEHHUE I10JIb30BaThCSI KOHLENTYaJIbHO-TIOHATUIHBIM
amnmnapaToM B IIPOLECCE aHaJIM3a OCHOBHBIX IIpo0iIeM
IIPOrpaMMBl;

- 3HaHUE UCCIIeJI0BaTeleH, 3aHUMAIOIIUXCSI UCCIIE0BAaHUEM
IPOOJIEMHOTO MOJIS IUCHUIUINHBI;

- YMEHUE BBIIOJIHATH IPEIYCMOTPEHHBIE IPOrPaMMOil 3a/1aHMS;
- B LI€JIOM JIOTMYECKHU KOPPEKTHOE, HO HE BCETAa TOUHOE U
apryMeHTHPOBAHHOE U3JI0KEHUE OTBETA.

MoryT OBbITH JOMYIIEHBI 2-3 HETOUHOCTH WM HE3HAUUTEIIbHbBIE
OLIMOKH, UCTIPABJIEHHBIE CTYJIEHTOM C IOMOILBIO IPENoIaBaTes

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

- JIONYILIEHbl OIIMOKM B PACKPBITMU IMOHATUH, YNOTpeOieHUH
TEPMHUHOB;

- CTYIEHT HE CHOCOOEH  CaMOCTOSATEIbHO  BBLIACIHUTH
CYIIECTBCHHBIE W HECYIIECTBEHHbIC IPU3HAKM W IPUYUHHO-
CJIEZICTBEHHBIE CBS3M, YMEHUE PACKPBITh 3HaUeHHE 000O0IIEHHBIX
3HAHWUH HE IT0Ka3aHo;

- B OTBETE OTCYTCTBYIOT BBIBO/bI, peueBoe ohopMiieHue TpedyeT
MIONIPABOK, KOPPEKIIUH;

- 3aTpyJHEHHS C WHCIOJb30BAaHUEM HAYYHO-IIOHATUIHOIO
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
MCCJIEJOBaHUEM MTPOOJIEMHOI0 MOJIs Kypca

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

- IPUCYTCTBYIOT (PparMeHTapHOCTb, HEIOTMYHOCTD U3II0KEHUS;

- CTYJIEHT HE OCO3HAET CBI3bh 00CY)KIaeMOT0 BOTIPOCa MO0 OUIIETY
C IPYTUMHU OOBEKTaMH TUCIUTUIMHEI;

- OTCYTCTBYIOT BBIBOAbI, KOHKPETH3alOWA W O0Ka3aTCIbHOCTH
U3IIOKEHUS;

- JONOJHUTCIBHBIC U YTOUHAIOIIHWE BOIIPOCHI NIPEIIOAABATCIIA HE
MPUBOJIAT K KOPPEKIIMU OTBETA CTYACHTA;

- He3HaHWe JMOO OTPHIBOYHOE TIPEJACTABJICHHE Yy4eOHO-
MPOrPaMMHOTO MaTepHaa;

- HEyYMEHHUE BBINOJHATH NPEIYCMOTPEHHBIE IMPOrPaMMOM
3a/laHus

5. TunoBble KOHTPOJIbHBbIE 32JaHUSA U METOAMYECKHEe MATEPHAJIbI, ONpeaessolue
npoueaypbl OUEHHMBAHWST 3HAHUI, yYMEHMH, HABHLIKOB M (MJM) ONbITA JAeSATEJbHOCTH,
XapakTepu3yloummx JTanbl (OPMHUPOBAHUS KOMIETEHIHH B Mpouecce OCBOEHHS
o0pa3oBaTeJIbHOM MPOrPaMMBbI.




5.1. TecTtoBas padora

Kakue BUIbI 6JJAHKOB MOKET HCIOJIb30BATh 00Pa30BaTEeIbHAS OPraHU3AIUA:
OJaHK MMHCHMA;
o0 OJIaHK;

OJlaHK MPHUKa3a;

OO0 wmp» P

OJIAaHK OCTAHOBJICHUS.

2.B kakoMm ciiyyae o0sizaTesieH peKBH3UT «ClipaBoYHbIe JaHHbIE 00 OPraHu3almu»:
A. nipu opopmiieHUH NHCHMA;
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 MEK1Y (hOopMOIi M 1aTOI TOKYMEHTA!

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

5.PeKBU3UT MOANNCH BKJIIOYAET:
A. ITMYHYIO TIOATHCH, JIATY,
B. mamMeHoBaHUE MOJDKHOCTH JIUIIA C YKA3aHUEM yUPEXKICHHs (€CIu JOKYMEHT oopmieH

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 TeIePOHOB U IPYrHe CBEICHUS MO PEIICHUIO0 OpraHU3au1

(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 NOCTYNJICHUH JOKYMEHTA B OPraHU3ALMI0 IPOCTABJISIIOT:

B [IPaBOM 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, peFI/ICTpaI_[I/IOHHHﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HaNMMCHOBAHUC BHJ1a JOKYMCHTA.

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

00BICHUTEIbHAY 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIIAIOTCH:

A. mpuem, yBoJIbHEHUE U NEPEBOJT PAOOTHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

Hpes’eHmauuﬂ - IOCJICAOBATCIIbHOCTE CMCHAIOIUX APYT Apyra 3JICKTPOHHBIX CTPAHUYCK

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

Aneopumm coz0anus npezeHmayuu:

1 sTan — onpezeneHue MeTu MPE3CHTAINY;

2 9Tanm — moApoOHOE PaCKPHITHE HHPOPMAIIHH,

3 OTaIl - OCHOBHBIC TC3HUCHI, BHIBOJbI

Cnenyet ucnonb3oBatb 10-15 cnaiinos. [Ipu sTom:



- NIEPBBINA claij — TUTYJIbHBIA. [IpenHa3sHaueH 11 pa3MelleHus Ha3BaHus IPEe3CHTaluH,
MMEHH JOKJIaJ4iKa U €ro KOHTaKTHOM MH(OopMaIuy;

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

- BCE OCTABILHUECS CIaiIbl UMEIOT HH(OPMATUBHBINA XapaKTep.

OObIuHO ToJaua MHGOPMALMKU OCYLIECTBISCTCA IO IUIAHY: TE€3UC — apryMEeHTalus —
BBIBOJI.

Pexomenoayuu no cozoanuio npesenmayuu:

YurabenbHOCTh (BUAMMOCTh U3 CaMbIX JAJIbHUX YIOJKOB MOMELICHUS U C Pa3IMYHbIX
YCTPOMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

TwarenbHO CTpYKTypupOBaHHAsE HHGOPMALIHSL.

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

Kaxxnomy nonoxenuto (uee) caenyeT OTBECTH OTAENbHBIN ad3all.

I'maBHyI0 Het0 HE0OXO0AUMO BBUIOKUTH B IIEPBOM CTPOKE ad3ala.

Hcnonp3oBare Tabnuyable (HOPMBI TMpeACTaBICHUS WHPOpPMANUU (IUarpaMMBbl, CXEMBI)
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 N0 JTUYHOMY COCTABY.
OdopmiieHne TPYAOBOH KHUKKH.

L]env: mpuobpecTy HaBBIKU B 0(OPMIICHUH NTPUKA30B MO JUYHOMY COCTaBY, PAaBUILHO
3aIOJTHATH Pa3Aeibl TPYIOBON KHIKKH.

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 pamuiuio Ha Ko3znony.

S nronst 2017 . mpuHOCUT AUTUIOM O BhIciieM oopa3oBanuu Ne BK-345234 ot 15.06.2017 r.,
I7Ie yKa3aHo, YTO OHAa MOJy4YWsia KBaJM(UKAIMIO YUUTENb PYCCKOTO SI3bIKa M JUTEpPaTyphl IO
CHenHanbHOCTU «DHUITIOTOTUS

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

12 mexabps 2017 aTTecTyeTcst Ha COOTBETCTBHUE 1O JOHKHOCTH «yduTeNby (mpuka3 Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBosibHSIETCS IO COOCTBEHHOMY >KETaHMIO, HA OCHOBAaHMHU IpHKaza No

24-xk or 31.12.2017 1.



Heo0xoauMo, 3anoiHUTH NMPHUKaA3 O NMpUHeMe, NepeBoje, YBOJbHEHUH, 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, MPUMEHSEMBIX B YUPEKICHUH
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 OQOPMICHHIO PEKBU3UTA «HAMMEHOBAHHE
OpraHu3aun»?
UTo BXOIUT B COCTAB PEKBU3HUTA «CIIPABOYHBIC JAHHBIE 00 OpraHU3aIu»?
KakoB nopsiiok JaTupoBaHus JOKyMEHTa U BUbBI 1aT?
KakoB nopsiiok agpecoBanusi TOKyMeHTa?
Kakumu ciocobamu oopmiisieTcst yTBepkIeHUue T0KyMeHTa?
Kakune TpebGoBaHMs MPEIBSBISIOTCS K PE30IIOLNHT, KAKOB MOPSAOK €€ 0pOpMIICHHS?
KakoB nopsiiok opopmiieHns NPUIOKEHUN K JOKYMEHTY?
KakoB nopsiiox ohopmiIeHUS] pEKBU3UTOB IIOAIHCH» U «OTMETKHU O 3aBEPEHUU KOTIUN»?
Kak odopmisiercs cornacoBanue 10KymeHra?
KakoB nopsiiok npocTaBieHus Ha JOKYMEHTax nevarei?
[lepeuncnure OTMETKH, IPOCTABJICHHBIE HA BXOASIIIEM JOKYMEHTE, YKAXKUTE MOPSATIOK UX
odopmIIeHuUS.
Kakue o6mmue TpeGoBaHMs MPEIBSBIAIOTCS K TEKCTY JOKYMEHTa?
W3 xakuX CMBICIIOBBIX YacT€ COCTOMT TEKCT JOKYMEHTa M KaK OHH pPaclojararoTcs B
TecTe?
B yem mpenmymiecTBa cocTaBiieHUs] H OPOPMIICHHS TOKYMEHTOB Ha KOMITbIOTEpe?
B ueM 0c0OE€HHOCTH S3bIKA U CTUIIS CITY’)KEOHBIX JOKYMEHTOB?
Kakoe 3HaueHune nmeer 3Hanue opporpapuu npu Co31aHUU CIIYKEOHBIX JOKYMEHTOB?
Kakue TpebGoBaHMs MPEeIBIBIAIOTCS K KOMIIO3UIIMU CITY>KEOHBIX JOKYMEHTOB?
HazoBute BUABI OpPraHMW3AalMOHHBIX JIOKYMEHTOB M YKOKUTE OCOOCHHOCTH WX
COCTaBJIEHUS U OPOPMIICHHS.
HazoBute BHIBI pacmoOpsSAMTENBHBIX JOKYMEHTOB M YKaXHT€ OCOOCHHOCTH UX
COCTaBJIEHUS U OPOPMIICHHS.
B uem ocoGeHHOCTH cOCTaBiICHUS U OPOPMIIEHHUS MTPOTOKOJIA?
B 1yem ocobenHocT coctaBneHus u ohpopmieHus akra?
Kakue TpeboBaHus IpeabsIBISIOTCS K COCTABICHUIO U 0)OPMIIEHUIO CIIPABOK?
Kakue TpeboBaHus NpeaABbSBISAIOTCS K COCTaBICHUIO U O(OPMIICHHUIO CITYKEOHBIX THUceM?
KakoBbI pa3HOBUAHOCTH ITHCEM?
Kakue TpeboBaHMs MPEIBIBIAIOTCSA K COCTABIECHUIO U 0(OPMIICHUIO TeJIerpaMm?
KaxoBbl ocobeHHOCTH cocTaBieHus U odopmiieHus TenedoHorpamMm?
VYKaxuTe TUIIOBbIE OPraHU3ALMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0NPOU3BOJICTBA
KakoBbl 11e111 1 3a1a4u ci1y>k0bl 1€I0NPOU3BOCTBA?
Kakue ocHOBHbIE (DYHKIIH BBITIOJHSAET CIY»)0a AeT0NpPOU3BOCTBA?
KaknuMu HOpPMaTHBHBIMH JTIOKYMEHTAMH PETJIAMEHTHUPYETCS ACSTEIbHOCTh CITY)KOBI
JIeI0NPOU3BOJICTBA?
UYto moHUMaeTCs o1 00beMOM IOKYMEHT0000poTa?
YTo BXOJIUT B MOHATHE JOKYMEHTOOOOpOTA?
Uto BAMSET HA OPraHU3alHUIO ABUKECHHUS JOKYMEHTOB?
KakoBbI OCHOBHBIE MTpaBHUJIa OpraHU3aly JOKYMEHT0o00opoTa?



42.
43.
44,

45.
46.

47.
48.
49.
50.
51.

52.
53.
54.
55.

56.
57.
58.
59.
60.
. UTo moHMMaeTcs oj dKCIEepTU30il LIEHHOCTH JOKyMEHTa?
62.
63.
64.

61

65.
66.

Kakne oCHOBHBIC MOTOKH JOKYMEHTOB MOXKHO BBIJICJIIUTH B OpPraHM3allid M B YeM HUX
0COOEHHOCTH?

B uyem 3HayeHue NpeIBAPUTEIBLHOTO NPOCMOTpPAa U PACHPEIEICHHS] MOCTYIHMBIIUX
JOKYMEHTOB M KaK OHH ITPOBOSTCS?

HazoBure srambel paOOThI UCHOTHUTENS C JOKyMeHTaMmH. TpeGoBaHus K 00paboTke
UCXOJSIINUX TOKYMEHTOB.
[TpaBuna 00pabOTKM NCXOAAIINX TOKYMEHTOB

3HaueHUEe pEerucTpanuu JAOKYMEHTOB, KaKO€ MECTO OHa 3aHMMaeT B OpraHu3aluu
JIeIONPOU3BOJICTBA?
Kakue nanuble 0 TOKyMEHTE 3allMChIBAIOTCS B MPOLIECCE €r0 PErucTpaiun’?
HazoBute ¢opmbl perucrpannu 10KyMeHTOB. MIX JOCTOMHCTBA M HEOCTATKH
3HaueHue HHPOPMAIIMOHHO-CIIPABOYHOI pabOThI B OpraHU3aluy JIeJI0NPOU3BOICTBA
@DopMbl Opraau3anuy HHPOPMAIMOHHO-CIIPABOYHON PAOOTHI B yUPEKICHUU

Kakoe MecTo 3aHMMaeT KOHTpOIb 32 UCIOJHEHHEM JOKYMEHTOB B YIPaBIEHYECKOM
NEeATEILHOCTH?
UTto Takoe CpOKOBBI KOHTPOJIb?
Uro Takoe TeKyIUi KOHTPOJIb, MPEAYIPEIUTENbHbIN KOHTPOIb?
YTo noHUMAaETCsl MO UTOTOBBIM KOHTPOJIEM?
Kakne 1oKyMeHTBI TOHUMAIOTCS 110]1 000OIICHHBIM Ha3BaHUEM «OOpaIIeHUe TPaKIaH»?
B yem ocoOeHHOCTh BeIeHUS IETONPOU3BOICTBA IO 0OpAIIeHUIM Ipaxaan?
Uto Takoe HOMEHKJIaTypa Jen?
KakoBbl 00mire TpeOoBaHUS K HOMEHKIIAType 1em?
Kak odopmisiercs HomeHkIaTypa jen?
Yro nonumaetcs noj GopMUpOBaHUEM JI€T?
KakoB nopsiiox xpaneHus aen?

KakoBbl OCHOBHBIE KPUTEPUU OLICHKH JIOKYMEHTOB?
KakoB nopsi1ok NpoBeAeHNsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?
Kak odopmistoTrcss gena BpeMEHHOrO CpoOKa MOJIb30BaHUS, IIOCTOSIHHOTO H
JOJTOBPEMEHHOIO CPOKOB XpaHEHUs?
KakoB nopsiiok nepegauu gen B apxuB?
Hcropus pa3Butus POCCUICKOro 1eI0IpOU3BOICTBA



