Ipuioxkenue 2 k PII/{ Lesionpou3BoACTBO U JOKYMEHTO000POT

B 00pa30BaTeJIbHOM yYpPeKICHUH

44.03.05 Ileparornyeckoe odpazoBanue (¢ AByMs NpopHuIsAsMH NMOATOTOBKH)
Hanpasaennocts (mpopuiu) — buonorus. I'eorpapus

®Dopma o0yyeHust — OUHAS

I'on naGopa - 2022

OLIEHOYHBIE CPEJCTBA JIJISI IPOBEJIEHMS ITPOMEXY TOYHOM
ATTECTALIMM OBYYAIOLIUXCS MO JUCHUIIIMHE (MOJIY.JIIO)

1. OoOmmue cBeaeHus
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5. | ®opma oOydeHus OYHas
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2. IlepeyeHb KOMIEeTEHUIM

Crnoco0eH oCylIECTBIISATh A€JI0BYH0 KOMMYHHUKAIMIO B YCTHOW M MMCbMEHHON (popMax Ha
rocy1apcTBEHHOM si3bike Poccuiickoii @enepanuu 1 nHOoCcTpaHHOM(BIX) si3bIke(ax) (YK-4)
CriocoOeH ymnpaBiiiTb CBOMM BpPEMEHEM, BBICTPAaUBaTh M PEAM30BBIBATh TPACKTOPHIO
CaMOpAa3BUTHs Ha OCHOBE MPHUHIIMIIOB 00pa3oBaHus B TeueHue Beeit xu3uu (YK-6)




3. KpnTeplm M NOKAa3aTeJId OllcHUBAHUS KOMIIETEeHIIUI Ha PA3JIHYHBIX 3Tanmax ux q)OpM]/IpOBaH]/Iﬂ

35 Nuauxaropsl KpuTtepuu n nokaszarejiu OleHUBAHUS KOMNETeHU Mt DopMbl
ran Dopmupye- JOCTHKEHU S KOHTPOJIs
¢popmupoBanus
Mas KOMIIETEHM U chopmupoBa
KOMIIeTEeHIUH 3HaTh: Ymern: Baagers:
KOMIIETeH- HHOCTH
(pa3aeJbl, TeMbl
nus KOMIIETeHIIH
JAMCUMIITIMHBI) i
Pasnen 1. YK-4 VYK-4.1. Bnaneer HOPMAaTHUBHBIE panMoOHaIbHO U METOIaMH, CII0OCO0aMH TTonroroska x
Conepxanue, YK-6 CUCTEMOH HOPM JIOKYMEHTBI 10 s dexkTuBHO U CpeICTBaMU MIPAKTUYECKUM
3HAaYEeHUE pycckoro YHA(DUKAIUHT 1 OpTraHH30BBIBATH MOJTYYCHHUSI, XPAaHEHUs, | 3aHATHSIM
JIeTTOTIPON3BO/ICTRA. JUTEPATypHOTO SA3bIKa | CTaHIAAPTH3ALHHU B JIEJIOTIPOU3BOCTBO B nepepabOTKH (BBICTYILIEHHE C
Texnonorus IIpU €T0 00J1acTH TOKYMEHTaluH, | oOpa3oBaTelbHOMN nHpopmanum, Ipe3eHTanuei),
OpTaHU3aIIH HCIIOIb30BaHUH B JIEHCTBYIOIINE Ha OpraHU3aIH; OCHOBaMH TECTOBas
JIEJIOTIPOU3BOJICTBA B KadecTBe tepputopun PD; COCTaBIIATh Y4eOHO- KOMITbIOTEPHOM pabota
00pa3oBaTeIFHOM TOCYTapCTBESHHOTO rOCyIapCTBESHHEIE METOAMYECKIE U TPaMOTHOCTH;
YUIPESKICHUN s3p1ka P 1 HOpMamu CTaHIAPTHI U HOPMAaTHBHO-TIPaBOBBIE TEXHOJIOTHEH
MHOCTPaHHOTO(BIX) 3aKOHO/IATEJIbHBIC aKThl | JIOKYMEHTBHI, OpraHM3aIiu
A3bIKa(OB), UCTIONIB3YET | IO JOKYMEHTUPOBAHHIO; | PEriIaMeHTHPYIOLINE JIENIONPOU3BOACTBA B
pas3nu4Hbie (GOPMBI, CHUCTEMBI JIeATENBHOCTh obpazoBaTeIbHOM
BHJIbl YCTHOU U JIOKyMEHTAIUH, obpazoBaTenbHOI YUPEKICHUH.
MUCHMEHHON TpeOOBaHUS K OpTaHU3aIIH.
Paszmen 2. VYK-4 KOMMYHHKAaIUH. COCTAaBJIEHUIO U paLMOHAaIbHO U METOJIaMH, CII0OCO0aMH IToaroroBka x
HopmartusHo- YK-6 VYK-4.2. Ucnone3yer 0o OpMIICHHIO 3¢ exTHBHO U CpEeICTBaMHU MIPAKTHYECKUM
3aKOHOaTeTIhHAS S3BIKOBBIE CPEJCTBA JIOKYMEHTOB; OpTraHNU30BBIBATh TOJTYYCHHS], XPAaHEHHS, | 3aHATHSIM
6a3za. OCHOBHBIE BUJIBI JUIS JOCTHXKEHUS THUITOBBIE HHCTPYKIINU JIEJIONIPOU3BOICTBO B nepepaboTKH (BBICTYIUTIEHHE C
JIOKyMEHTOB U npodeccroHaNbHBIX MO JEeNONPOU3BOACTBY, 00pa3oBaTebHOM uHpopmanuu, rpe3eHTanue),
CHCTEMBI 1eJsiell Ha pycCKOM H periiaMeHT paboThl, OpraHu3aIiH; OCHOBaMH TECTOBas
JIOKyMEHTAIUH. MHOCTPaHHOM(BIX) JIOJDKHOCTHBIE COCTaBJIATh Y4eOHO- KOMITBIOTEPHOU pabora
OcobeHHOCTH S3BIKe(ax) B paMKax UHCTPYKLUU; METOIUYECKUE U TPaMOTHOCTH;
TIOATOTOBKU U MEJIMYHOCTHOTO U OCHOBHBIE BH/IBI HOPMAaTHBHO-IIPaBOBBIE TEXHOJIOTHEN
o(opmIteHHs MEKKYJIbTYpPHOTO JIOKYMEHTOB, JTOKYMEHTEI, OpraHM3aIN
OTJICITHHBIX BUJIOB o0IeHNS. perIaMeHTHPYIOLITIX peTIaMEeHTHPYIOIITHE JIeTIONPON3BOJICTBA B
JIOKyMEHTOB YK-6.1. Onpenenser 00pa30BaTEIBHYIO JIeATEIILHOCTh 00pa3oBaTEILHOM
CBOM JINYHBIC JeSTeIbHOCTB; 00pa3oBaTenbHOM YUpEKIACHUU.
pecypcesl, OCHOBBI OpraHU3aIHH.
Paznen 3. YK-4 BO3MOXXHOCTH U JIeIONpPOU3BOJICTBA B paIMoHaIbHO U MeTtonamu, ciocobamu | IToaroroBka k
dopMmupoBaHue el U YVK-6 OTpaHuYCHUs )i 00pa3oBaTeNLHOM 3¢ PeKTHBHO U CPEACTBAMU NIPaKTUYECKUM
OpraHu3anus AOCTHKCHUA YHYPCXKACHUH. OpraHM30BBIBATh NOJTYyYCHHUS, XpaHCHM, 3aHATHSIM




XpaHeHHs MOCTABJICHHOM 1eNH JIENIONPOU3BOJICTBO B nepepaboTKu (BBICTYIUIEHHE C
JIOKYMEHTOB. VYK-6.2. Co3naet u oOpa3oBaTensHON HHpOpPMALINH, Tpe3eHTaImen),
DKcrepTr3a HeHHOCTH JOCTpanBaeT OpraHu3alHy; OCHOBaMH TecToBas
JOKYMEHTOB. WHIMBHIY TbHYIO COCTaBJIAThH y4eOHO- KOMITBIOTEPHON pabora,
Texundeckue TPaeKTOPHIO METOJIMYECKHE U TPaMOTHOCTH; KOHTpPOJIbHAS
CpencTBa, CaMOpa3BUTHS MIPH HOPMaTHBHO-TIPaBOBBIE TEXHOJIOTUEH pabora
UCIIOJIb3yEMBIE B MOJTyYeHUN JIOKYMEHTBI, OpraHM3aIin
JIeIIONIPOU3BOICTBE. npo¢ecCHOHATBLHOTO periaaMeHTHpYomue JeTIOTIPOU3BOJICTBA B
DNEeKTPOHHBIN obpazoBaHus JIeATEeIIbHOCTh obpazoBaTeTbHOM
JOKYMEHTO000pOT 00pa3oBaTenbHON YUPESIKICHUH.

OpraHU3aLHH.

IIkana oueHUBaHUS B paMKaXx 0a/JIbHO-PEHTHHIOBOI CHCTEMBbI

«HEYJIOBJIETBOPUTEIHHO» — 60 OaJUIOB U MEHee; «yIOBIETBOPUTENHHO» — 61-80 Gaios
«xopomo» — 81-90 6amtos «otauaHo» — 91-100 G6amnos



4. Kpurtepum u mkajabl OHeHUBAHUS

4.1. Kputepum o1leHKH BBINOJHEHUS] TECTOBOH padoThl

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

KonnyecTBo 0a/ioB 3a pemeHHbIN TECT 5

6-10 11

e 4.2. KpuTepnu OLeHKH BBICTYILICHHS C NIPe3eHTanuei

Hpeﬂen JJIUTCIIbBHOCTHU KOHTPOJIA

Jammra: 10 Mua
BBICTYTUICHHE + OTBETHI Ha
BOIIPOCHI

Kpurepun oueHku (COOCTBEHHO NMPe3eHTANMH U 3aIUTHI):

banabl (3a 1 npe3eHTaNUIO)

Cooepicanue:

- chopmyrpoBaHa 1eb paboTHI;

- IIOHATHBI 3aJa49l U X0/ pa6OTBI;

- nH(opMalMs W3JI0’KE€HA TOJTHO U YETKO;

- WUIIOCTPALUN YCWINBAIOT ASPQPEKT BOCHPUATUS TEKCTOBOU
yacTu uH(GOpMaluy;

—_— | | —_

- cJeJIaHbI BLIBOJBI

Ogopmnenue npesenmayuu:

- €IMHBINA CTHIIb 0OPMIICHHUS;

- TEKCT JIETKO YUTAETCs, JOH COUETAEeTCs C TEKCTOM U TpaduKOH;

- BCe mapameTphl mpudTa XOpomo noo0paHbl, pasmep mpudTa
ONTHMAJILHEIA 1 OJTMHAKOBLIM Ha BCEX claimax;

- KIIFOUYCBBIC CJIOBA B TCKCTC BbIJCJICHBI

Igexm npezenmayuu:

- o0ulee BIeYaTIIEHUE OT IPOCMOTPA NPE3eHTAlLUU

MaxkcuMajJbHO€E KOJIHYECTBO 0a/1JI0B
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o 4.3. Oﬁllll/le KPUTECPUHA OLCHKHU BBICTYIIVICHUA CTYACHTOB HA MPAKTUYICCKUX

(ceMMHAPCKHUX) 3aHATHAX
[ J

Kpurtepun onenku
BBICTYILJICHHS] HA MPAKTHYECKUX (CeMHHAPCKHX) 3aHATHAX:

OunenkapadoTbl
(qurst 1 BBICTYIICHHST)

- aKTUBHOE y4yacTue B 00CYXICHUHU POoOIIeM KaXI0T0 IPaKTHIECKOTOo
3aHATHS (CEMHHAPA), CAMOCTOSATENLHOCTh OTBETOB, CBOOOJHOE BIIaZICHHUE
MaTepHaioM, TOHbIE U ApTyMEHTUPOBAHHBIE OTBETHI HA BOIPOCHI
MIPAaKTHYECKOTO 3aHTHS (CEMUHAPA), y4acTHe B IUCKYCCUsIX, TBEPIOE
3HAHKE JICKIIMOHHOTO MaTepHaia, 00s3aTenbHON U PEKOMEHI0BaHHOM
JIOTIOJIHUTEBHO JINTEepaTyphl, peryyisipHas NOCeIacMOCTh 3aHATH;

2

- HEIOCTATOYHO MOJIHOE PACKPBITHE HEKOTOPHIX BOIPOCOB TEMBI
MPAaKTUIECKOTO 3aHATUS (CEMIHApa), He3HAYUTEIbHbIEC OITNOKH B
(bOpMyJIMPOBKE KaTeropuii M MOHATHIL, MEHbIIAS AKTUBHOCTb Ha
NPaKTUYECKUX 3aHATUSAX (CEMHHAPaXx), HEMOJIHOE 3HAHUE JOMOJHUTEILHON
JIMTEPATYPBI, XOPOIIAsi HOCEIIAeMOCTB;

1,5

- OTBETBI OTPAXKAIOT B LIEJIOM IIOHMMAHKUE TEMBI, 3HAHUE COJEPKaHUS
OCHOBHBIX KaTeropuil U NOHATUH, 3HAKOMCTBO C JIEKIIUOHHBIM MaTE€pUaNIOM
1 PEKOMEHJIOBAHHON OCHOBHOM JIMTEPaTypOH, HEAOCTATOYHASI AKTUBHOCTh
HA 3aHATUAX, OCTABIIAIONIAS KEIATh JyYLIETO MOCEIAEMOCTh;

- TACCUBHOCTb HA MPAKTUYCCKUX 3aHATHUAX (CCMI/IHaan), qacTasa
HETOTOBHOCTH ITPHU OTBETAX HA BOIIPOCHI, IIJIOXAasd IMOCCIMAEMOCTD,




OTCYTCTBHE KaueCTB, yKa3aHHBIX BBIIIE IS TIOIy9IEHUs 00Jiee BEICOKMX
OIIEHOK

e 4.4. Kputepnu oleHKHU BbINOJHEHUS KOHTPOJILHOMH padoThl
[ ]

[IpoLIeHT BBINOJIHEHUS Jo 60 61-90

91-100

baJiiel 3a BBIOJTHEHWE KOHTPOJBHON PabOThI 15 16-24

25

e 4.5. O0uue KpUTEPUH OLIEHKN OTBETOB CTY/IEHTOB Ha 3a4eTe

e Kpurepum onenku Ha 3auyere (B Omiere 2 Bonpoca). Kaxsiii Borpoc — 20 6aios.

Bajaabl

XapaKkTepUCTHKH OTBETA CTYJeHTAa

20

- CTYJICHT TTTyOOKO M BCECTOPOHHE YCBOWII IPOOIIEeMy;

- YBEPEHHO, JIOTUYHO, TIOCJICIOBATEIILHO M TPAMOTHO €0 U3jIaraeT;

- ONMHUpasCh HAa 3HAHUS OCHOBHOW W JIOTIOJHHUTEIHHOW JIUTEPATypPhI, TECHO
MPUBS3BIBACT  yYCBOCHHBIC  HAy4YHBIC TIOJOXCHHS C  MPAKTHYCCKOU
JEATEIIbHOCThIO;

- yMeJio 00OCHOBBIBACT M apTyMEHTHPYET BBIJIBUTAEMbIC UM HJICH,

- JIeJIaeT BBIBOJLI M O00OIICHNS;

- ¢cBOOOHO BJIaJICET MOHATHAMU

15

- CTYIIEHT TBEpPAO YCBOWJI TEMY, TPAMOTHO W TIO CYIIECTBY H3Jaraetr ee,
OIMHpPAasICh Ha 3HAHHUS OCHOBHOM JINTEPATYPHI;

- HE JIOMYyCKAET CYIIECTBEHHBIX HETOUHOCTEH;

- YBS3BIBAET YCBOCHHBIC 3HAHUS C PAKTHYCCKOM IEATEIBHOCTHIO;

- aprYMEHTHPYET HAyYHBIC MMOJIOKCHHUS,

- JIeJ1aeT BBIBOJBI U 0000IIEHN;

- BIAJICET CUCTEMOM OCHOBHBIX ITOHSATHI

10

- TeMa pacKpbITa HEIOCTATOYHO YETKO M MOJIHO, TO €CTh CTYJAEHT OCBOMJI
mpoOyieMy, MO CYyIIECTBY H3JIaracT e, ONMUpasCh Ha 3HAHHS TOJIEKO
OCHOBHOM JIUTEPATYPBHI;

- JIOIYCKAaeT HECYIIECTBEHHbIC OMIMOKU U HETOYHOCTH;

- UCTIBITHIBAET 3aTPYIHEHHS B IPAKTUYECKOM IPUMEHEHUH 3HAHUI;

- cJ1a00 apryMEHTHPYET HayUHbIE TTOJI0KECHHUS;

- 3aTpyAHsAETCS B (HOPMYIHPOBAHUH BHIBOJOB U 00OOIICHHIA;

- YACTUYHO BJAJIE€T CUCTEMOM MOHATHH

- CTYJICHT He YCBOWJI 3HaYMTENIbHOM YyacTu npoOsIeMsl;

- IOITyCKAeT CYIIECTBEHHBIE OIMIMOKN M HETOYHOCTH MPHU PACCMOTPEHHUH €€;
- HCTBITHIBAET TPYJHOCTH B MPAKTUYECKOM NPUMEHEHUH 3HAHUM;

- HE MOXXET apryMEHTHPOBATh HAYYHBIE TTOJIOKECHHUS;

- He (hOpMyITHPYET BHIBOJIOB U O0OOIICHHUIA;

- YaCTUYHO BJIAJICET CUCTEMOM NOHITUI

- CTYACHT HC OTBCTHJI HA BOIIPOC

5. TunoBbIe KOHTPOJIbHBIE 32IaHUSI H METOIHYECKHEe MATePUAJIbl, ONpeaessonme
Nnpoueaypbl OLEHMBAHMSI 3HAHWI, YMeHHWiH, HABBIKOB M (MJIM) ONBITA JAesATEJIbHOCTH,
XapakTepu3ywIux JTanbl (OPMHMPOBAHUSA KOMIIETEHIMA B Impouecce OCBOEHMS
o0pa3oBaTe/IbHON NPOrpamMMBbl.

5.1. TecroBas pabora

1. Kaxkue BuIbI 0J1aHKOB MOKET MCN0JIb30BaTh 00pa3oBaTe/IbHASI OPraHU3ALMSA:




s

OJIaHK MUChMa;
. o0ImuMi OJIaHK;

. OmaHK TpuKasa;

S 0O %

. OJIaHK TOCTAHOBJICHHS.

2.B kakoMm ciay4ae odsi3aTesieH peKBH3UT «CnpaBoYHbIe JaHHbIE 00 OPraHu3aluI):
A. 1ipu 0OpMIICHUH NTHCHMA;
B. npu odopmiennn npukasa;
C. npu opopmIIeHUH ITPOTOKOJIA;
D.

npu 0(hOPMIICHUN PaCTIOPSKEHHS.

3.Yka:xxure A0MyCcTHMbIE HANIMCAHUS 1AThI TIOKYMEHTA:
A. 25 maprta 2010 rona;

B. 25 map. 10 T;

C. 25.03.2010;

D. 25.03.10.

4.Haiinurte cooTBeTcTBHE MEK1Y (hopMOIi M 1aTOi TOKYMEHTA:

1.muceMo A.nmara coObITHS
2.IpuKa3 B.nara 3acenanust
3.MpOTOKOJ C.nara peructpaiuu
4.aKT D.nmara moanucanus

5.PeKBH3UT NOANMCH BKJIIOYAET:
A. JTUYHYIO TOANHUCH, 1aTY;
B. HanMmeHOBaHUWE JOKHOCTH JIUIIA C YKA3aHUEM YUPEKICHUS (€CIIU JOKYMEHT 0(hOpMIICH

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

6.CnnpaBouHbIe JaHHbIE 00 OPraHU3alUM BKJIKYAIOT:

A. TIOYTOBBIN a/ipec OpraHu3aIuu;

B. nourtoBslii azipec U HOMepa TeaeOoHOB;

C. mouToBHIH axpec, HoMepa TeJae(GOHOB U APYTHE CBEACHUS 10 PEIICHUIO OPraHU3aIiN

(Homepa (hakca, cueToB B OaHKe, aipec IEKTPOHHOM MOUTHI H JIp.).

7. PerucrpanmoHHbIi HOMEP JOKYMEHTA



A. mpencrasisieT co00ii OPSAKOBBIM HOMEP TOKYMEHTa U MOXKET JIOTIOHATHCS MHICKCAM U
JaTa;

B. nmara perucrpanum JOKyMeHTa.

9

OTMeTKy 0 MOCTYIUVICHUMH TOKYMEHTA B Opranm3anuio NnpocraBJIAIOT:

>

B [IPAaBOM BEPXHEM YIIy JOKYMEHTA;

B JICBOM BEPXHEM YTy TOKYMCHTA,

0w

Y HUXKHCTO IIOJIA MEPBOro JIMCTAa JOKYMCHTA.

9. K ropuanyeckn 3Ha4MMbIM OTHOCSITCS CJIeyIolIie PeKBU3UThI:

A. TIOAMNHUCH, IeYaTh, TpUQ YTBEPKIACHUS JOKYMEHTA;

B. moamnucek, nata JOKyMeHTa, 1e4arthb, rpud yTBEpKICHHS T0KyMEHTa, PETUCTPAIMOHHBIN
HOMEp JAOKYMEHTA;

C. HauMEHOBaHHE BUJa JOKYMCHTA.

10. st yka3aHusi IPUYUH, BbI3BABIINX KAKHE-JTH00 HAPYLLIEHUS, COCTABJISIETCS :
A. cmyxeOHasl 3aMHCKa;
B. cmpaBka;

C. oOBjgcHUTENBbHAA 3aIIUCKA.

11. Ilpuka3amMu 10 OCHOBHOM JAeATeJIbHOCTH 0()OPMJISIIOTCSH:
A. mipueM, YBOJbHEHHE U NTEPEeBO paOOTHUKOB,;
B. oprasuzanmoHHbIE BOIPOCHI.

Kuoum k Tecty:

1 2 3 4 5 6 7 8 9 10 11

AB ABCD AC 1¢;2d;3bs4a B C B C B AC AB

5.3. KouTposabHas padora

Odopmiienre NpUKa3o0B MO JUYHOMY COCTABY.
Odopmirienne TPYy10BOI KHUKKH.
L]enw: iproOpecTr HaBBIKKA B 0hOPMIICHUH MPUKA30B 10 IMYHOMY COCTABY, PABHIBHO
3aIOJIHATD pa3zeiibl TPYI0BOW KHUKKH.
Bam Heobxonumo oopmuts Ha padoty CunopoBy Onbry IleTpoBHy, KoTOpas npUHUMAaETCs

¢ 01 cents6ps 2016, (ponunacek 23.09.1990 roxy B r. MypmaHCKe), ydamascs TPEThEro Kypca




MypMaHCKOT0 apKTHYECKOT'0 TOCYAapCTBEHHOTO YHUBEPCUTETA, HA JIOJDKHOCTh JOKYMEHTOBEIA
C MCTIBITAaTEIbHBIM CPOKOM 3 Mecslla, Ha ocHoBaHMHU npukaza Ne 23-k ot 01.09.2016 r.

10 oxTs16pst 2016 r. mpuHOCcUT cBuAeTenabcTBO 0 Opake [-OJ] Ne324 or 09.10.2016 r., rae
yKa3aHo, 4TO OHa oMeHsu1a ¢pamuiuio Ha Ko3znosy.

5 mtonsg 2017 . NpUHOCUT IUIUIOM O BhIciIeM oOpazoBanuu Ne BK-345234 ot 15.06.2017 r.,
r7le yKa3aHO, YTO OHA TOJIyYMiIa KBaTH(PHUKALMIO YYUTEIh PYCCKOTO SI3bIKA W JIUTEPATYpPhI IO
CTIeNUATBHOCTH «DUITOIOTHS»

01 cents6ps 2017 r. mepeBOAUTCS HA JODKHOCTh YUUTENb PYCCKOTO SI3bIKA U JINTEPATypPbl
Ha ocHoBaHuM npukasza Ne 31-x ot 01.09.2017 r.

12 nexabps 2017 arrectyercs Ha COOTBETCTBUE O TOJKHOCTHU «y4UUTENby (mpuka3 Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBONBHAETCS MO COOCTBEHHOMY JKEJIAaHWIO, HA OCHOBAHWU TpuKaza No
24-x ot 31.12.2017 r.

Heo0xoaumo, 3anmoJHUTH NpPHUKa3 0 Npueme, NnepeBojae, YBOJbHEHHH, KapTouky T-2,

TUTYJbHBIN JIUCT U CBeJAeHHUS 0 padoTe B TPYAOBOIl KHUIKKE.

5.4. Bonpocsl k 3a4eTy

1.Yrto BKITIOYAET B ce0s MOHATHE «JEIOMPOU3BOIACTBOY?

2. Yto noHuMaeTcs Mo FOpUINIYECKON CUIION TOKyMeHTa?

3. Urto Takoe cTaHaapTU3aIus JTOKyMEHTOB?

4. Yro Takoe yHH(PUKAIUSA JOKYMEHTOB?

5. HazoBuTe ocHOBHBIE BUbI OJIAHKOB, IPUMEHSEMBIX B YUPEKICHUH

6. [lepeuncnure peKBU3NUTHI, BXOAAIIUE B COCTaB OJaHKa JJIs UChMA.

7. YUem oTinnuaercs oOIui O1aHk ot OJaHKa i nucbma?

8. Kakume tpeOoBaHMs TPENBABISAIOTCA K OQOPMICHHIO DPEKBH3UTAa «HAMMEHOBAHUE
Oopranu3arum?

10. YTo BXOUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JJaHHBIE 00 OPraHU3aALUN»?

11. KakoB mopsiiok JaTUPOBAHUSI JOKYMEHTA U BUbI 1aT?

12. KakoB nopsiioK aipecoBaHusi JOKyMeHTa?

13. Kakumu criocobamu ohopmItsieTcsl yTBEpKIeHHE JOKyMEeHTa?

14. Kakue TpeOoBaHUS MPEABSIBISIOTCS K PE30TIONHU, KAaKOB MOPSAIOK e 0hOopMIICHUS?

15. KakoB nopsi1ok oopMIICHUS MPUIOKEHUH K TOKYMEHTY ?

16. KaxoB nops1ok 0(hopMIIeHUSI PEKBU3UTOB IOAMKCHY) U OTMETKH O 3aBEPEHUU KOMUU»?

17. Kak odopmisieTcs: corjlacoBaHue JOKyMeHTa?

18. KakoB nops0K MpocTaBiIeHUs Ha JOKYMEHTaX revyaTei?

19. Ilepeuncnure OTMETKH, MPOCTABICHHBIE HAa BXOJAIIEM JOKYMEHTE, YKaKUTE OPSAIOK HX
odopmIteHUSI.

20. Kakue ob6mue TpeOoBaHMS MPEIbIBISIOTCS K TEKCTY JOKyMEHTa?

21. V3 xakuxX CMBICIOBBIX YaCT€H COCTOUT TEKCT JIOKYMEHTa M KaK OHHU pacCIOJIararoTcs B
tecre?

22. B yem nmpeuMymiecTBa COCTaBICHUS M 0(OPMIICHHS TOKYMEHTOB Ha KOMITbIOTEpe?

23. B ueM 0COOEHHOCTH S3bIKA M CTUJIS CITY>KEOHBIX TOKYMEHTOB?

24. Kakoe 3HaueHHe UMeeT 3HaHue opdorpaduu mpu co3IaHUH CITY)KEOHBIX JOKYMEHTOB?

25. Kakue TpeOoBaHUS MPEAbSIBIAIOTCS K KOMIIO3UIIUN 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 BUABI OpPraHU3alMOHHBIX JOKYMEHTOB M YKAKUTE OCOOEHHOCTH UX
coCTaBJICHUS U 0QOPMIICHHS.

HazoBure BUABI pacHOPSIUTENBHBIX JOKYMEHTOB M YKaKUTE OCOOEHHOCTH HX
cOCTaBJICHUS U 0QOPMIICHHSL.
B 4yem ocobeHHOCTH cocTaBieHus: U 0(OpMIIEHUs TPOTOKOIa?
B uem ocobeHHOCTH cocTaBieHus U opopMIIeHUS aKTa?
Kakue TpebGoBaHMs MPEIBSBIISIOTCS K COCTABICHUIO U O(POPMIICHUIO CIIPABOK?
Kakue TpeGoBaHUs NPEABABIAIOTCA K COCTABICHHUIO U O(POPMIICHUIO CITY>KEOHBIX MHrceM?
KaxoBbI pa3HOBUHOCTHU ITUCEM?
Kakue TpeboBanus npebsaBIsIOTCS K COCTaBICHUIO U 0()OPMIIEHUIO Telerpamm?
KakoBbl 0cOOeHHOCTH cocTaBiieHUs U 0(hopMIiIeHus TeraepoHorpamm?
VYkaxuTe TUIIOBBIE OpraHU3a[MOHHbIE CTPYKTYPBI CIIyKObI 1€J0MPOU3BOJICTBA
KakoBsI 11enu 1 3a/1auu CIry>k0bl 1€70IpOU3BOICTBA?
Kakue ocHOBHBIE (DYHKITUH BBITIOJNHSET CTyk0a JASIOMPOU3BOACTBA?

KakuMyu HOpPMAaTUBHBIMU JIOKYMEHTAMHU pETJIAMEHTUPYETCS JeSTEIbHOCTb CITY>KOBbI
JIETIOTPOU3BOICTBA?
Uro noHumaeTcs mojJ; 00beMoM JOKyMEHTOo0OopoTa?
UTto BXOIUT B MOHATHE JOKYMEHTOOO0poTa?
Uro BIMsIET HA OPTAaHU3ALMIO IBUKEHUS JOKYMEHTOB?
KaxoBbl OCHOBHBIE ITpaBUJIa OpraHU3aIMK JOKyMEHToo0opoTa?

Kakue OCHOBHbBIE NOTOKM JOKYMEHTOB MOXKHO BBIJIEIMTH B OpraHU3alMid M B YEM HX
0COOEHHOCTb?

B d4eM 3HaueHHME NpPEABAPUTEIBLHOIO NIPOCMOTpPAa W PACHPENEIICHUS IOCTYNHMBIINX
JOKYMEHTOB M KaK OHU IIPOBOASTCA?

HazoBure sTambl paboOThl HUCHOJIHUTENS C JOKyMEHTaMH. TpebGoBaHus K 00paboTke
UCXOJSIINX TOKYMEHTOB.
[TpaBuna 0O6pabOTKM UCXOAAIINX TOKYMEHTOB

3HaueHUe pPETUCTpPAllMU JOKYMEHTOB, Kakoe MECTO OHa 3aHMMaeT B OpraHu3aluu
JIEONPOU3BOACTBA?
Kakue nanHbie 0 TOKyMEHTE 3allMChIBAIOTCS B IPOIIECCE €r0 PerucTpaunn’?
Ha3zoure ¢popmbl peructpanuu T0KyMeHTOB. VX T0CTOMHCTBA M HEAOCTATKU
3HaueHue HHPOPMAIIMOHHO-CIIPAaBOYHOM paboThl B OpraHU3aI|K J1eJI0IPOU3BOICTBA
®opmbl opraHu3alui HHHOPMAITMOHHO-CIIPAaBOYHON pabOThI B YUPEKICHUH

Kakoe MecTo 3aHMMaeT KOHTPOJb 3a HCIOJIHEHHEM JOKYMEHTOB B YIpPaBJIEHYECKON
NEeATEIHLHOCTH?
YTo Takoe CPOKOBBIN KOHTPOJIb?
UYro Takoe TEKyIIHUHA KOHTPOJIb, IPEXYyIPEIUTENbHbBIN KOHTPOIb?
UYTto noHuMaeTcst Moj, UTOTOBBIM KOHTPOJIEM?
Kakne 1okyMeHTBI MOHUMAIOTCS 110J] 0000IIEHHBIM HAa3BaHUEM «OOpallleHue TpakIan»?
B yem ocoOeHHOCTD BeJleHUs AETIONPOU3BOJICTBA IO 0OpAIIEHUIM Ipaxaan?
Yro Takoe HOMEHKJIAaTypa Aein?
Kaxoss1 o011re TpeboBaHusI K HOMEHKJIATYPE e’
Kak opopmisieTcs HoMeHKIaTypa aen?
Yro noHumaeTtcs noj GopMUpOBaHUEM JIeT?
KaxoB nopsiiok xpanenus nen?
Yto moHMMaeTcs Moj 3KCNEPTU30M LIEHHOCTH TOKyMEHTa?
KaxoBbI OCHOBHBIE KPUTEPUHN OLICHKHU IOKYyMEHTOB?
KaxoB nopsiiok mpoBeieHHsI SKCTIEPTU3bI LIEHHOCTH JJOKYMEHTOB?

Kak odopmisitorcss gena  BpEeMEHHOTO CpoOKa TOJb30BaHUS, IIOCTOSHHOTO U

JOJITOBPEMEHHOT'O CPOKOB XpaHEHHUS?
KaxoB nopsiiok nepenauu 1en B apxus?
Hcropus passutus Poccniickoro 1enonpon3BoicTBa






