Hpuniaoxenne 2 k PII Jdesonpon3BoacTrso

U J0OKYMEHT0000pOT B 00pa30BaTEeJIbHOM y4pe:KICHUHU

44.03.05 ITenarornueckoe odopazoBanue (¢ ABYMs Npo¢UIsIMH MOATOTOBKH)
HanpasiaenHocts (mpopuin) - AHIIHIICKHI A3BIK.

HeMenkmnii a3bIK

dopma o0yueHHUs1 — OUHAS

I'on HaGopa - 2021

OLIEHOYHBIE CPEJICTBA JUISA TPOBEJEHUSA TPOMEXKYTOYHOMN
ATTECTAIIAY OBYYAIOIIMXCS MO JUCHUATIIAHE (MOIY.JIIO)

1. OOuue cBegeHus

1. | Kadenpa ITenarornku

44.03.05 INeparornyeckoe odbpazoBaHuE (C AByMS
2. | HampaByieHue MoATrOTOBKH | IPO(HUIISIMHU ITOATOTOBKH )

Hanpasnennoctb AHrnuiickuii 361Kk, Hemenkuii s;3e1k
(mpoduip)

€JIOIPOU3BOACTBO U JOKYMEHTOOOOPOT B 00Pa30BaATEIILHOM
4. | Mucuumimna (MOLyJIb) Henonp I JIOKYM p p

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

2. Ilepeyenb KOMIeTEeHIMIA

CrniocobeH ympaBisiThb CBOUM BpPEMEHEM, BBICTpaMBaTh M PEATU30BBIBATH TPACKTOPHIO
CaMOpa3BUTHsI HA OCHOBE NMPHHITUIIOB 00pa3oBaHus B TeueHune Bee sxu3Hu (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 (pa3/ielibl, 3HaTh: YmMmern: Baapgers: copMHPOBAHHOCTH
KOMIIETCHIIUSA o
TEMbI IlI/ICIII/IIIJII/[HLI) KOMIIETCHIIUUN

Paznen 1. Conepxanue, VK-6 HOpPMAaTHBHBIC paIMOHATIBHO U METOAAMH, CII0CO0aMH U IToxgroroBka k
3HAYCHHUE JICIOTIPOU3BOICTBA. JTOKYMEHTHI T10 3¢ PEeKTHBHO CpeICTBaMH TIOTYYCHHUS, MIPAKTHICCKAM 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 METOUYCCKUC U JIEJIONIPOU3BOJICTBA B

CTaHAaPTHI U HOPMAaTHUBHO-TIPAaBOBBIC 00pa3oBaTEeILHOM

3aKOHO/ATEJIbHBIC aKThI JIOKYMEHTHI, YUPEIKIACHUU.

0 JOKYMEHTHUPOBAHHIO, | PErIaMEHTHPYIOIIHE

CHUCTEMBI JOKYMCHTAIINH, | JCSITEIbHOCTh

TpeOOBaHUS K o0Opa3oBaTenpHON

COCTaBJICHUIO U OpTaHU3aINH.
Pasnen 2. HopmaTusHo- VK-6 o opMIICHHIO palMOHANIBHO U METOJAaMH, CII0CO0aMH U ITonroroBka k
3aKOHOAaTelIbHas 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 JIOJDKHOCTHBIC OpraHu3aIni; TPaMOTHOCTH;
JIOKyMEHTOB WHCTPYKLUY; COCTaBIISITh y4EOHO- TEXHOJIOTHEH opraHu3anun

OCHOBHBIC BUIBI METOUYECKUE U JIEIIONIPOU3BOJICTBA B

JIOKyMEHTOB, HOPMAaTHUBHO-TIPAaBOBBIC 00pa3oBaTeIbHOM

perJaMeHTHPYIOMIUX JIOKYMEHTEI, YUPEIKIACHUU.

00pa30BaTEeIBHYIO perjaMeHTHpYIOoIIHe

JIeATEILHOCTE; JIeATEeILHOCTh

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
DNEeKTPOHHbII 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

IIkxana oueHuBasi B paMKax 0a/JuIbHO-peiiTUHroBoM cucremMbl MAT'Y:
«HE 3auTeHO» — 60 0a/UIoB U MeHee, «3auTeHo» — 61-100 GamtoB




4. KpuTepum M IIKAJbl OLlCHUBAHHS

4.1. Kputepnu oneHKH BbINIOJTHEHHUSI TECTOBOH padoThl

ITporieHT nMpaBMIIBHBIX OTBETOB Jlo 60 61-80 81-100

KosmyecTBo 6aylioB 3a peneHHbINd TeCT 3)

6-10 11

4.2. Kputepuu olleHKH BBICTYIJIEHUS C MPe3eHTaIueil

Hpez[en ATUTEIIBHOCTH KOHTPOJIA

3amura: 10 Mmusa
BBICTYILICHHUE + OTBETHI Ha
BOITPOCHI

Kpurepun oueHku (cOOCTBEHHO NMpPe3eHTANMH M 3aIIUTHI):

banawbl (3a 1 npe3eHTaNUI0)

Cooepicanue:

- chopmynrpoBaHa 1eib paboTHI; 1

- IIOHATHBI 33J1a4U ¥ X0 padOTHI; 1

- nH(OpMAaIHsI H3JI0KEHA TIOJTHO U YETKO; 1

- WUIIOCTPAllMd YCWIMBAIOT 3(PGEKT BOCHPUITUS TEKCTOBOMN 1

yacTy HH(OpMalnu;

- CZI€IIaHbI BEIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIN CTUIIb ODOPMIICHUS; 1

- TEKCT JICTKO YMTACTCs, JOH COUCTACTCSI C TEKCTOM M IrpaHKOif; 1

- BCE mapameTpbl mpudTa XOpoIIo Moa00paHbl, pazMep mpudra 1

ONTHUMAIBHBIN 1 OJMHAKOBBIM Ha BCEX ClIaliiax;

- KJIFOYEBBIC CJIOBA B TEKCTE BBIJICIICHBI 1

Ipgexm npezenmayuu:

- o0111ee BIeYaTIeHe OT MPOCMOTPA MPe3eHTAINH 4
MaxkcumaJjibHOE KOJIUYeCTBO 0AJL10B 14

4.3. O0mue KpUTEPUH OLIEHKH BBICTYIJICHUS] CTY€HTOB HA MPAKTHYECKUX

(ceMMHAPCKHUX) 3aHATHAX

Kpurtepun onenkn
BBICTYILICHHMS] HA IPAKTHYECKHX (CEMHUHAPCKHUX) 3aHATHAX:

Ounenka padoTbl
(mst 1 BBICTYTUTCHUST)

- aKTUBHOE y4yacTHe B 00CYXIEHUH MPOOIEM KasKa0ro
MIPAKTHYECKOI0 3aHATHSA (CEMHUHApa), CAMOCTOSTEIbHOCTh
OTBETOB, CBOOOIHOE BJIAJICHHE MaTepHaIOM, TIOJHbIE U
apryMEeHTHPOBAaHHbIE OTBETHI HA BOIPOCHI TPAKTHUYECKOTO
3aHATHUSA (CEMHHApa), y9acTUe B TUCKYCCUSX, TBEPAOE 3HAHHE
JIEKIIMOHHOTO MaTepuana, 00a3aTeIbHOM U PEKOMEHJOBaHHON
JIOTIOTHUTEIbHON JIUTEPATYPBl, PEryJIsipHas OCEIAEMOCTh
3aHATHUH;

2

- HEJJOCTATOYHO ITOJIHOE PACKPBITHE HEKOTOPBIX BOIIPOCOB
TEMBbI MPAKTUYECKOT0 3aHITUS (CEMUHapa), HE3HAUYUTEIbHbBIE
oMOKH B (hOPMYITHPOBKE KATETOPHA U MOHATHIA, MEHbIIIAs
AKTUBHOCTh Ha MPAKTUYECKHUX 3aHATUAX (CEMUHApaX),
HEMOJIHOE 3HAHME JOTIOJIHUTENBHOM JIUTEPATYPhl, XOpOIlIas
NIOCEIIAeMOCTh;

1,5




- OTBETHI OTPAXKAIOT B LIEJIOM IOHUMAHUE TEMbI, 3HAHUE
COZEP)KaHUSL OCHOBHBIX KaTErOPUM U IOHATUI, 3HAKOMCTBO C
JIEKIIMOHHBIM MAaTEPHUAJIOM U PEKOMEHI0BAHHON OCHOBHOM
JIMTEPATypPOM, HEAOCTATOYHAS! AKTUBHOCTh HA 3aHATHSX,
OCTaBJIAIONIAA JKEJIaTh JIYUIIETrO MOCEIaeMOCTh;

- IACCUBHOCTH HA IPAKTUUYECKUX 3aHATUAX (CEMUHApPAX),
yacTasi HErOTOBHOCTb IIPU OTBETaX Ha BOIIPOCHI, MJI0Xasl
[IOCEIAEMOCTh, OTCYTCTBUE KAUECTB, YKa3aHHbBIX BBIIIE JUIS
N0JIy4eHHUs 00siee BBICOKUX OLIEHOK

4.4. Kpurepum OleHKH 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 3a4eTe

KpnTeplm OICHKH OTBETOB CTYICHTOB HA 3K3aMEHE

Ounenka padboTbl

YcnoBus, obecrieyuBaronIne ne1arorndeckyio d3PGeKTHBHOCTD
OLIEHOYHOM MPOLETYpbI:

- CTETIeHb OXBaTa Pa3/eoB Y4eOHOW MPOrpaMMbl ¥ IOHUMaHKE
B3aMMOCBSI3€H MEX]ly HUMH;

- TITyOMHA MOHUMaHUS CYIIECTBA 00CYK/TaEMBIX KOHKPETHBIX
npo0ieM, a TaKKe aKTyaJIbHOCTU M ITPAKTUYECKON 3HAUNMOCTH
M3y4aeMOU TUCUUILIAHBL

- IMara3oH 3HaHUS PEKOMEH/JOBAHHOU JIUTEPaTypPhl;

- JOTHYECKH KOPPEKTHOE, HETPOTHBOPEYHBOE,
NOCJIEI0BATEIbHOE U apIYMEHTHPOBAHHOE MIOCTPOCHUE OTBETA
Ha DK3aMeHe;

- YPOBEHb CaMOCTOSITEIIbHOTO MBILIUIEHUS € DJIEMEHTaMHU
TBOPYECKOTO MOJIX0/a K M3JI0KEHHUIO MaTepuaia

- JIaH IIOJIHBIM, PA3BEPHYTHIN OTBET HA IIOCTABJICHHBIN BOIIPOC,
[I0Ka3aHa COBOKYITHOCTb OCO3HAHHBIX 3HAHUU 110 TUCLIUILINHE,
JTI0OKa3aTeJIbHO PAaCKPBITHl OCHOBHBIE ITOJIOKEHUS BOIIPOCOB;

- B OTBETE MPOCIIEKUBACTCS YETKask CTPYKTYpa, JIOTHIecKas
[IOCJIEI0BATEIBbHOCTD, OTPaXKAKOLIask CYLIHOCTb PACKPBIBAEMBIX
TIOHATHH, TEOPUIL, SIBIICHUI;

- 3HaHUE T10 MPEeIMETY IEMOHCTPUpPYETC Ha (POHE MOHMMAHUS
€ro B CHCTEME JJAaHHOM HAayKU U MEXIHMCIUIUIMHAPHBIX CBSA3EH, a
TaKXe Ha (JOHEe MOHMUMAaHUS POJIU MpEeIMEeTa B IPAKTHUKE
YIIPABJICHHUS;

- 3HAHUE UCCIIEN0BaTeNeH, 3aHUMAIOIINXCS UCCIIEJOBAHUEM
POOJIEMHOTO MOJIS IUCHUIUINHBI;

- OTYETIIMBOE M CBOOOIHOE BJa/IEHUE KOHIENTYalIbHO-
MOHATUMHBIM alnapaToM, HAy4YHBIM SI3bIKOM M TEPMUHOJIOTHUEN
COOTBETCTBYIOIIEH HayuyHOI 001acTH;

- YMEHHE BBITOJIHATH IPETYCMOTPEHHBIE TPOTPaAMMOi 3aJaHuS;
- JOTUYECKH KOPPEKTHOE U YOEIUTEIbHOE U3JI0KEHHE OTBETOB
Ha JIOTIOJTHUTENbHBIE BOITPOCHI

OTJINYHO

- JIaH TMOJIHBIN, PA3BEPHYTHI OTBET HA IIOCTABJICHHBIN BOIIPOC,
[I0OKa3aHO YMEHUE BBIJCIIUTH CYIIIECTBEHHBIE U HECYILIIECTBEHHbIE
IIPU3HAKY, IPUYNHHO-CJICICTBEHHBIE CBA3H;

XOPOLIO




- OTBET YETKO CTPYKTYPUPOBaH, JIOTUYCH, U3JI0KEH
JIUTEPATYPHBIM SI3bIKOM C UCIIOJIB30BAHUEM COBPEMEHHOMN
TEPMHHOJIOTUH;

- 3HaHME Y3JIOBBIX ITPOOJIEM IPOIPaMMBbl U OCHOBHOT'O
COJIepKaHus JIEKIIUOHHOTO KypcCa;

- YMEHHE I0JIb30BaThCs KOHILIENTYaIbHO-TIOHTUMHBIM
amnmnapaToM B IIPOLECCE aHaJIM3a OCHOBHBIX Ipo0iIeM
IIPOrpamMMBl;

- 3HAHME HCCIIeI0BATEIIeH, 3aHUMAOLINXCS UCCIIEJOBAHUEM
IPOOJIEMHOTO MOJIS IUCHUIUINHBI;

- YMEHUE BBIIOJIHATH IPELYCMOTPEHHBIE IPOTPAMMOM 3aaHMs;
- B [I€JIOM JIOTHYECKU KOPPEKTHOE, HO HE BCErAa TOYHOE U
apryMEeHTHPOBAHHOE U3JI0KCHHUE OTBETA.

MoryT OBbITH JOTYIICHBI 2-3 HETOYHOCTU WM HE3HAYUTEIbHBIE
OLIMOKH, UCTIPABJIEHHBIE CTYJIEHTOM C OMOILBIO IPENo1aBaTes!

- JJaH HEJOCTAaTOYHO IIOJIHBIM W HEAOCTATOYHO pPA3BEPHYTHIN YAOBJIETBOPUTEIBHO
OTBET, JIOTMKAa U IIOCJIENOBAaTEIBHOCTh H3JI0KEHHUS HUMEIOT
HapyllIeHNUs,

- JIONYILIEHbl OIIMOKM B PACKPHITMM IOHATUH, YHOTpeOJIEeHUH
TEPMHUHOB;

- CTYIEHT HE CHOCOOEH  CaMOCTOSATENIbHO  BBLACIHUTH
CYIIECTBEHHBIE W HECYIIECTBEHHbIE IPU3HAKM WM IPUYUHHO-
CJIEZICTBEHHbBIE CBS3M, YMEHUE PACKPBITh 3HaUeHHE 000O0IIEHHBIX
3HAHWUH HE IT0Ka3aHo;

- B OTBETE OTCYTCTBYIOT BBIBO/IbI, peueBoe 0(hopMiIeHHE TpeOyeT
IIOIIPABOK, KOPPEKIIUH;

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

- YaCTUYHBIEC 3aTPYAHEHUS C BBINOJHEHUEM IPELyCMOTPEHHBIX
IIPOrpamMMoi 3aJaHui;

- CTpPEMJICHHE JIOTUYECKU OIPENECICHHO U II0CIENOBATEIbHO
W3JI0KUTh OTBET;

- CTY/IEHT HE€ 3HaKOoM ¢ paboTaMH aBTOPOB, 3aHUMAIOIIUXCS
MCCJIEJOBaHUEM MTPOOJIEMHOI0 MOJIs Kypca

- OTBET TMpelcTaBisieT co00il pa3po3HEHHbIE 3HAHUS C HEYIOBJIETBOPUTEIHHO
CYIIIECTBEHHBIMH OIITUOKAMHU 10 BOIIPOCY;

- IPUCYTCTBYIOT (PparMeHTapHOCTb, HEIOTMYHOCTD U3JI0KEHUS;

- CTYJIEHT HE OCO3HAET CBS3b 00CYK/1aeMOT0 BOTIPOCa M0 OUIIETY
C IPYTUMHU OOBEKTaMH TUCIUTUIMHEI;

- OTCYTCTBYIOT BBIBOAbI, KOHKPETH3alOWA W OOKA3aTCIbHOCTH
U3IIOKEHUS;

- JONOJHUTCIBHBIC U YTOUHAIOIIHWE BOIIPOCHI NPENIOJABATCIIA HE
MPUBOJIAT K KOPPEKIIMU OTBETA CTYICHTA;

- He3HaHMe JMOO OTPHIBOYHOE TIPEJACTABJICHHE Yy4eOHO-
MIPOrPaMMHOTO MaTepHaa;

- HEYMEHHUE BBINOJHATH NPEIYCMOTPEHHBIE IMPOrPaMMON
3a/laHus

5. TunoBble KOHTPOJIbHbIC 32IaHUA M METOAMYECKHE MATEePHAJIbI, ONpele/soue
npoueaypbl OUEHHMBAHWS 3HAHUI, yYMEHMiH, HABHIKOB H (MJIM) ONbITA JAeSTEJbHOCTH,
XapaKkTepu3ywIIuX JTanbl (POPMHMPOBAHUSA KOMIICTEHUMHA B mpouecce OCBOCHHS
o0pa3oBaTe/IbHOI NPOrpaMMBl.




5.1. TecTtoBas padora

Kakue BUIbI 6JJAHKOB MOKET MCIOJIb30BAaTh 00pPa30BaTeIbHAS OPraHU3AIUS:
OJaHK MMHCHMA;
o0 OJIaHK;

OJlaHK MPHUKa3a;

OO0 wmp» P

OJIAaHK OCTAHOBJICHUS.

2.B kakoMm ciiyyae o0sizaTesieH peKBH3UT «ClpaBoYHbIE JaHHbIE 00 OPraHu3alm»:
A. tpu opopmIeHNN THCHMA;
B. npu odpopmiienun npukasa;
C. npu opopMIIEeHUH TTPOTOKOIA;
D

. TIpu O(hOPMIIEHUU PACTIOPSIKEHHUSI.

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.nmata moanucanus

5.PeKBH3HT MOANUCH BKJIIOYAET:
A. ITMYHYIO TIOATHCH, JIATY,
B. mamMeHoBaHUE MOJDKHOCTH JIUIIA C YKA3aHUEM yUPEXKICHHs (€CITu JOKYMEHT oopmieH

HE Ha OJlaHKe) JIMYHYIO MOANKCH, paciin(POBKY MMOAIUCH, JaTy.

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

B. mouToBbIif afgpec u HOMepa TenedOHOB;



C.

MOYTOBBIN aJpec, HoMepa TeAePOHOB U IPYrHe CBEICHUS MO PEIICHUI0 OpraHU3auu

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

JiaTa;

0O mp o

PerucrpaunoHHbIii HOMeEpP T0KYMEHTA

MIpe/ICTaBIseT COO0M MOPSAKOBBIA HOMEp JOKYMEHTAa U MOXKET JOTMOIHATHCA HHICKCaM U
JlaTa pErucTpaluy JOKYMEHTa.

OTMeTKY 0 NOCTYNJICHUH JOKYMEHTA B OPraHU3ALMI0 IPOCTABJISIIOT:

B [IPABOM BEPXHEM YIIIy JOKYMEHTAa;

B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HUZKHET'O ITOJIS IIEPBOIo JINCTA JOKYMCHTA.

K HPUIHICCKHU SHAYUMBIM OTHOCATCH CJICAYHOIHUE PEKBU3UTDLI:

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

MOAIINCH, JaTa NOKYMCHTA, I1€4YaTh, FpI/I(I) YTBCPIKACHUA JOKYMCHTA, peFI/ICTpaHI/IOHHHﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HaNMMCHOBAHUC BHJa JOKYMCHTA.

Jlns yka3aHusi IPUYHMH, BHI3BABUIMX KaKHe-J1H00 HAPYLIeHHs], COCTABJISIETCS:
clry>keOHas 3aIiCKa;
CIpaBKa;

00BICHUTEIbHAY 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIAIOTCH:

A. mpuem, yBoJIbHEHUE U NEpeBOl PpAOOTHHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

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

-cnaiiioB U cre@GeKToB (Claiia-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. [Tpu sTom:



- IIEPBBINA craij — TUTYNIbHBINA. IIpenHa3sHadeH Ui pa3MelleHus Ha3BaHUs NIPEe3CHTaluu,
UMEHH JOKJIaJ4iKa U €ro KOHTaKTHOM MH(popMaIuy;

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

- BCE OCTABILHUECS CIaiIbl UMEIOT WH(OPMATUBHBIN XapaKTep.

OObIuHO ToOJaua MHGOPMALMKU OCYLIECTBISETCA MO IUIaHy: TE€3UC — apryMeHTalus —
BBIBOJI.

Pexomenoayuu no cozoanuio npesenmayuu:

YuTaGenpHOCTh (BHAMMOCTh M3 CaMbIX JAIbHUX YTOJIKOB IOMEIICHHUS U C Pa3IHYHBIX
YCTPOMCTB), TEKCT AOJDKEH ObITh HaOpaH 24-30-pM mpUQTOM.

TmarensHO CTpyKTYypHpOBaHHas HHOpMALHS.

Hannyne KOpOTKMX M JIaKOHMYHBIX 3aroJOBKOB, MapKHPOBAHHBIX W HYMEPOBAHHBIX
CITHCKOB.

Kaxxnomy monoxeHuro (uee) caeayeT OTBECTH OTACIbHBIN a03ail.

['maBHYI0 ne0 HEOOXOANMO BBUIOKUTH B IEPBOM CTPOKE ad3ana.

Hcnonp3oBare TabmuuHble (GOPMBI MpeACTaBiIcHUsS WHGOpMAUU (IHarpaMMbl, CXEMbI)
JUTSL WIDTFOCTPAIK BYKHEHIINX (DAKTOB, YTO JTACT BO3MOXKHOCTH I0/IaTh MaTeprall KOMIIAKTHO U
HAaTJISITHO.

I'paduka momkHa OPraHUYHO AOTIONHATH TEKCT.

BricTynnenue ¢ npeseHTauuen juures He Oosee 10 MUHYT.

5.3. KoutpoabHas padora

OdopmiieHHe NPUKA30B 110 JJUYHOMY COCTABY.
Odopmiaenne Tpy10BOH KHUKKH.

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

Bam Heo6xonumo opopmuts Ha padoty CunopoBy Ounbry IleTpoBHy, KOTOpasi IpUHUMAETCS
¢ 01 cents16ps 2016, (ponunace 23.09.1990 roxy B r. MypMaHcKe), yyalascsi TpETbero Kypca
MypMaHCKOTro apKTHUYECKOTO rOCYAapCTBEHHOI0 YHUBEPCUTETA, HA TOJKHOCTh JOKYMEHTOBEA
C HCIBITATENIbHBIM CPOKOM 3 Mecslla, Ha ocHoBaHuM npukasa Ne 23-x ot 01.09.2016 .

10 oxts10pst 2016 r. mpuHOCUT cBHUeTensCTBO 0 Opake |-OJ[ Ne324 ot 09.10.2016 1., rae
yKa3aHo, YTO OHa oMeHsu1a pamuinio Ha Ko3znony.

S nronst 2017 . mpuHOCUT AUTUIOM O BhIciieM oopa3oBanuu Ne BK-345234 ot 15.06.2017 r.,
I7Ie yKa3aHo, YTO OHAa MOJy4yWiIa KBaJU(UKAIMIO YYUTEIh PYCCKOTO f3bIKA W JINTEPATYphI 1O
cnenuanbHocTH «Duonorus»

01 cents6ps 2017 r. mepeBOAUTCS Ha JOJDKHOCTh YYUTEIb PYCCKOTO SI3bIKa U JIUTEPATYPHI
Ha ocHoBaHuM npukasza Ne 31-x ot 01.09.2017 r.

12 mexabps 2017 aTTecTyeTcst Ha COOTBETCTBHUE IO JOHKHOCTH «yduTenby (Tpuka3z Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBosbHsI€TCS IO COOCTBEHHOMY >KEJIaHMIO, HA OCHOBaHMHU IMpHKaza No

24-x or 31.12.2017 1.



Heo0xoquMo, 3an0IHUTH NMPHUKaA3 O NMpUHeMe, NMepeBojie, YBOJbHEHHH, KapTouky T-2,

TI/ITyJIbHLIﬁ JIUCT U CBCACHUSA O paﬁoTe B pr)lOBOﬁ KHHKKE.

5.4. Bonpocsl k 3a4eTy

1.Yro BKIIFOYAET B ce0s MOHATHE «ICITOTIPOU3BOACTBON?

2. Yto noHuMaeTcs Moj FOpUINIECKON CUIION TOKyMEHTa?

3. Uto Takoe craHaapTU3alus JOKYMEHTOB?

4. Yro Takoe yHU(UKAUSI TOKYMEHTOB?

5. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHSEMBIX B YUPEIKICHUH
6. [lepeuniciiure peKBU3UTHI, BXOJISAIIME B COCTaB OJIaHKa JIJIsl TUChMA.
7. Yem omimuaercsd oOLIMii OJIaHK OT OJIaHKa I nucbMa?

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 tpeOoBaHMA TPEABABISAIOTCS K OQOPMICHHIO PEKBU3UTA «HAUMEHOBAHHE
OpraHu3anun»?
UTo BXOIUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JAHHBIE 00 OpraHu3alun»?
KakoB nopsiiok JaTupoBaHus TOKyMEHTa U BUABI AaT?
KakoB nopsiiok agpecoBanusi TOKyMeHTa?
Kakumu ciocobamu oopmiisieTcst yTBepkIeHue T0KyMeHTa?
Kakue TpeOGoBaHMs MPEIBSIBISIOTCS K PE30IIONNHT, KAKOB MOPSAOK €€ 0pOopMIICHHS?
KakoB nopsiiok opopmiieHus MPUIOKEHUH K JOKYMEHTY?
KakoB nopsiiox ohopmiIeHUS] pEKBU3UTOB IIOAIHCH» U «OTMETKHU O 3aBEPEHUU KOTIUN»?
Kak odopmisiercs cornacoBanue 10KymeHTa?
KakoB nopsiiok npocTaBieHUs Ha JOKYMEHTax nevarei?
[lepeuncnure OTMETKH, IPOCTABICHHBIE HA BXOASIIEM JOKYMEHTE, YKAKHUTE MOPSIIOK UX
odopmIIeHuUS.
Kakwue o6mue TpeboBanus MPEABABIAIOTCA K TEKCTY TOKyMeHTa?
N3 KakuX CMBICIOBBIX YacTEl COCTOMT TEKCT JOKYMEHTa M KaK OHU pacrojararorcs B
TecTe?
B uem npeumyiiecTBa coctaBiaeHus 1 0(OpMIIEHHS JOKYMEHTOB Ha KOMITbIoTepe?
B ueM 0c0OE€HHOCTH S3bIKa U CTUIISI CITY’)KEOHBIX JOKYMEHTOB?
Kakoe 3HaueHune nmeer 3Hanue opporpapuu Npu Co31aHUU CIYKEOHBIX JOKYMEHTOB?
Kakue TpeboBaHMs MPEeIBIBIAIOTCS K KOMIIO3UIIMU CITY>K€OHBIX JOKYMEHTOB?
HazoBuTe BuABI OpraHM3allMOHHBIX JOKYMEHTOB U YKaXHUTE€ OCOOEHHOCTH HX
COCTaBJIEHUS U OPOPMIICHHUS.
HazoBure BHIBI pacnopsIUTENbHBIX JIOKYMEHTOB U YKaXUT€ OCOOEHHOCTH UX
COCTaBJIEHUS U OPOPMIICHHS.
B uem ocoGeHHOCTH coCTaBiIeHUS U OPOPMIIEHUS MTPOTOKOJIA?
B yem ocoOeHHOCTH cocTaBieHUs: U 0OpMIIEHUS aKkTa?
Kakue TpeboBaHus NpeabsIBISIOTCS K COCTABICHUIO U 0)OPMIIEHUIO CIIPaBOK?
Kakue TpeboBaHUS NPeABABISAIOTCS K COCTABICHUIO U O(OPMIICHUIO CITYKEOHBIX UceM?
KakoBbI pa3HOBUAHOCTH ITHCEM?
Kakue TpeboBaHMs MPEIBIBIAIOTCS K COCTABIECHUIO U OPOPMIICHHIO TeJlerpamm?
KaxoBbl ocobeHHOCTH cocTaBieHus U odhopmiieHus TeaedonorpamMm?
VYKaxuTe TUIIOBbIE OPraHU3AIMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0IPOH3BOJICTBA
KakoBbl 11e111 1 3a1a4u ci1y>:k0bl 1€I0IPOU3BOCTBA?
Kakune ocHOBHbIE (DYHKITH BBIMOIHAET CIy*)0a AeI0NpOU3BOACTBA?
Kakumy HOpPMAaTUBHBIMU JOKYMEHTAMH pErilaMEHTHPYETCS JEeATENbHOCTh CIIYKOBI
JIeIONPOU3BOJICTBA?
Uto moHUMAaETCs o1 00beMOM TOKYMEHTO000poTa?
YTo BXOJIUT B MOHATHE JOKYMEHTOOOOpOTA?
UYto BiMsIET HAa OPraHU3ALMIO IBUKEHUS TOKYMEHTOB?
KakoBbl OCHOBHBIE NpaBHJIa OpraHU3aMU JOKYMEHT0000poTa?



4.
43.
44.

45.
46.

47.
48.
49.
50.
51.

52.
53.
54.
55.

56.
57.
58.
59.
60.
. UTo nmoHMMaeTcs moJ| SKCIEepTU30i LIEHHOCTH JOKYMeHTa?
62.
63.
64.

61

65.
66.

Kakue ocHOBHBIE MOTOKH JTOKYMEHTOB MOKHO BBIJCJIIUTh B OpraHU3allMM U B YE€M HUX
0COOEHHOCTH?

B uyem 3HayeHue NpeIBAPUTENBHOTO IPOCMOTpPAa U PACHPENEICHHS] MOCTYIHUBIIMX
JIOKYMEHTOB M KaK OHH ITPOBOSTCS?

HazoBure srambl paOOThl UCHOTHUTENS C JOKyMeHTamu. TpeOoBaHus K 00paboOTKe
UCXOJSIINUX TOKYMEHTOB.
[TpaBuna 00pabOTKH NCXOAAIINX TOKYMEHTOB

3HaueHUEe pEerucTpanuu JAOKYMEHTOB, KaKO€ MECTO OHa 3aHMMaeT B OpraHu3aluu
JIeIONPOU3BOJICTBA?
Kakue nanubie 0 TOKyMEHTE 3allMChIBAIOTCS B MPOIIECCE €r0 PerucTpanuu?
HazoBute opmbl perucrpanuu J0KyMeHTOB. X JOCTOMHCTBA U HEJOCTATKH
3HaueHue HHPOPMAIIMOHHO-CIIPABOYHOI pabOThI B OpraHU3aluy JIeJI0NPOU3BOICTBA
®opmbl opraau3anuy HHGOPMaITMOHHO-CIIPABOYHON PA0OTHI B yUPEKICHUH

Kakoe MecTo 3aHMMaeT KOHTpOJIb 3a HCIOJHEHUEM JIOKYMEHTOB B YIIPaBJICHUYECKOI
NEeATEILHOCTH?
Uto Takoe CpOKOBBI KOHTPOJIb?
Uro Takoe TeKyIIUi KOHTPOJIb, IPEAYIPEIUTENbHbIN KOHTPOIIb?
YTo noHUMAaETCsl MO, UTOTOBBIM KOHTPOJIEM?

Kakue nokyMeHThI MOHUMAIOTCS MOJT 000OIIEHHBIM Ha3BaHUEM «OOpalleHUE TPaKIaH»?
B yem ocoOeHHOCTh BeJIeHUS AeTONPOU3BOICTBA MO 0OpAIICHUSIM Ipaxkaan?
Uro Takoe HOMEHKJIaTypa aein?
KakoBbl o0mire TpeOoBaHUS K HOMEHKIIAType 1em?
Kak odopmisiercs HomeHkIarypa jien?
Yro nonumaetcs noj GopMUpOBaHUEM J1e]?
KakoB nopsiiok xpaneHus aen?

KakoBbl OCHOBHBIE KpUTEPUU OLICHKH JIOKYMEHTOB?
KaxoB nopsi1ok NpoBeeHNsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?
Kak odopmistorcss gena BpeMEHHOrO CpoKa IOJIb30BaHMs, IMOCTOSIHHOIO U
JOJTOBPEMEHHOIO CPOKOB XpaHEHUs?
KakoB nopsiiok nepegauu gen B apxuB?
Hcropus pa3sButus PocCUCKOro 1e10nponu3BOICTBA



