HMpuioxenne 2 k PIIJI ®T.02 [Aesionpou3BoaACTBO U JIOKYMEHT0000POT
B 00pa30BaTeIbHOM y4peKIeHUH

44.03.03 CnenuanbHoe (1edeKTosorudeckoe) oopasopanue
Hanpasiennocts (mpoduis) — «Jloroneaus»,

®opma 00yueHus1 — 3204HAast

I'ox natopa - 2020

OLIEHOYHBIE CPEJCTBA JIJISI IPOBEJAEHMS ITIPOMEKYTOYHOM
ATTECTAIIMM OBYYAIOIIAXCS MO TUCHUTIIAHE (MOIYJIIO)

1. OO0mue cBeaeHus

1. | Kadenpa Ilemaroruku

44.03.03 CrnenuanbH KTOJIOTHYECK
2. | Hanpasnenue noarorosxu CrnemnmanpHoe (nedekToaornyeckoe) oopa3zoBaHue

HanpasnenHoctb
3. Jloromeans
(mpoduip)
4. | Mucummanma (vozyms) Jlenonpon3BoACTBO U TIOKYMEHTOOOOPOT B 00pa30BaTEILHOM
YUPESKICHUN
5. | ®opma obydeHus 3a04Has
6. | 'on Habopa 2020

2. Ilepeyenb KOMIIETEH U

CriocoGeH ynpaBiisiTh CBOMM BPEMEHEM, BbICTpauBaTh U PEATU30BBIBATH TPACKTOPHIO
caMOpa3BUTHS HAa OCHOBE MPUHLUIIOB 00pa3oBaHus B TeueHue Bcer xku3Hu (YK-6)




3. KpuTepnn M NOKAa3aTeJId OLleHUBAHMSI KOMIIETEHIIUHA HA PA3JTUYHBIX dTalmax ux (l)OpMPIpOBaHI/Iﬂ

Jtan popmMupoBaHus

KpnTepIm M NOKAa3aTeJId OLleHUBAHMS KOMIIETEHIIUI

q)Oprl KOHTPOJIA

®opmupyemas
KOMIICTCHIIMHN (pasne.m)l, KOMIIeTeHIHSI 3HATH: YMmeTh: BJIa)_IeTb: cq)OpMI/IPOBaHHOCTI/I
TEMbI )II/ICIII/II[J'[I/IHBI) KOMHeTeHHHﬁ

Pazpnen 1. Conepxanue, YVK-6 HOPMAaTUBHBIE panuoHaIbHO U METOaMH, CITIOCO0aMU U IToaroroBka k
3HAYCHHUE JICTIONPOU3BOJICTBA. JIOKYMEHTHI IO 3¢ hexTuBHO CPEICTBAMU TIOTY4CHUS, MPAKTUICCKUM 3aHSATHIM
TexHONOTHS OpraHU3aIul yHU(DHUKAIT 1 OpPraHU30BHIBATH XpaHEeHHS, TepePadOTKU (BBICTYIUICHHE C
JICIIOTIPOU3BOJICTBA B CTaHJApTU3AINH B JICJIOTIPOU3BOJICTBO B HH(pOpMaIIUHY, MIPe3CHTAINEH ), TECTOBAst
00pa30BaTEILHOM YUPEKICHUH 001acTH TOKYMEHTAIIMH, | 0Opa30BaTENBHON OCHOBaMH KOMITBIOTEPHOI | pabora

JICHCTBYIOIINE Ha OpraHu3aIIH; TPaMOTHOCTH;

Teppuropuu PD; COCTaBJIATh Y4eOHO- TEXHOJIOTUCH OpTraHU3aIIH

rOCyIapCTBEHHBIC METOJMYCCKHUE U JICIIOTIPOU3BOJICTBA B

CTaHIAPTHI U HOPMATHBHO-TIPABOBBIC 00pa3oBaTEILHOM

3aKOHOJIATCIILHBIC aKTHI JIOKYMEHTEI, YUPEIKICHUU.

MO JJOKYMCHTUPOBAHHIO, | PErIaMEHTHPYIOIIUEC

CUCTEMBI JJOKYMCHTAIINH, | JCSITEIBHOCTD

TpeboBaHus K 00pa3oBaTeNbHOM

COCTABJICHUIO U OpraHU3aIIH.
Pazpnen 2. HopmaTusHo- VK-6 0 OpPMIICHHIO panoHaIbHO U METOJaMH, CII0CO0aMHU U IToaroroBka k
3aKOHOJIATETIbHAS 0a3a. JIOKYMEHTOB; 3¢ dhexTUBHO CPEICTBAMU TIOTYYCHUS, MPAKTUICCKUM 3aHSATHIM
OCHOBHBIC BUJIBI JOKYMCHTOB THUIIOBbIE HHCTPYKIUU [10 | OpPraHU30BBIBATH XpaHEeHHS, TepepadOTKU (BBICTYIUICHHE C
U CUCTEMBI IOKYMEHTAIUM. JICIOTIPOXU3BOACTRY, JIeTIOMPOU3BO/ICTBO B HH(pOpMaIIUH, MIPe3CHTAINEH ), TECTOBAst
OcoGeHHOCTH NOITOTOBKH H peryiaMeHT paboThl, o0pa3zoBaTenpHON OCHOBaMH KOMITBIOTEPHOH | pabora
o(hopMITEHHS OT/IETBFHBIX BUIOB JIOJDKHOCTHBIC OpraHu3aIIH; TPaMOTHOCTH;
JIOKyMEHTOB WHCTPYKIIUH; COCTaBJIATh Y4eOHO- TEXHOJIOTUCH OpTraHU3aIIH

OCHOBHBIE BUJIBI METOJMYCCKHUE U JICIIOTIPOU3BOJICTBA B

JIOKYMEHTOB, HOPMATHUBHO-TIPABOBBIC 00pa3oBaTEILHOM

pErIaMEHTHPYFOIITIX JIOKYMEHTEI, YUPEIKICHUU.

00pa30BaTEeNBHYIO pErIaMEeHTHPYIOITUE

JIESITEITHHOCTB; JIEATEITLHOCTD

OCHOBBI 00pa3oBaTeNbHOM

JCJIONPOU3BOJACTBA B

OpraHU3alHH.




3. | Paznen 3. ®opmupoBanue aen
W OpraHu3aIys XpaHCHUS
JIOKyMEHTOB. DKCIIepTH3a
HEHHOCTH JOKYMEHTOB.
TexHUuecKue CpeacTBa,
UCIIONIb3yEMBbIE B
JIeTIONPON3BOJICTBE.
ONEeKTPOHHBIN
JIOKyMEHTO000pOT

YK-6

00pa3oBaTEILHOM
YUPEKICHUH.

PAIOHAIIBHO U
3¢ PeKTHBHO
OpPraHU30BBIBATH
JIeTIONPOHU3BOJICTBO B
o0pazoBaTepHON
OpraHu3aIHy;
COCTaBJIATh Y4eOHO-
METOJNYECKHE U
HOPMATHBHO-TIPABOBBIE
JIOKYMEHTBI,
pernaMeHTHPYOLINE
JIeATEeIbHOCTh
o0pa3zoBaTenpHON
OpraHU3alHH.

METOZaMH, CIOCO0aMH U
CpelnCcTBaMH MOTYYCHUS,
XpaHeHusl, epepaboTKH
nHpopmanum,

OCHOBaMH KOMIIBIOTEPHOM
IPaMOTHOCTH;
TEXHOJIOTHEH OpraHu3alum
JIeTIONPON3BOJICTBA B
00pa3oBaTEILHOM
YUPESIKICHUH.

IToaroroska k
MPaKTHYECKUM 3aHATHIM
(BBICTYTIIIEHHE C
npe3eHTalueil), TecToBas
pabora, KOHTpOJIbHAs
pabota

Ikana oueHUBaHUS B paMKaX 0a/VIbHO-PEHTHHIOBOI CHCTEMBbI

«HEYAOBIETBOPUTENBbHO» — 60 0aIoB U MEHEE;

«xopomio» — 81-90 6amnos

«yIOBIETBOPUTENHHO» — 61-80 GatoB
«oTinyHO» — 91-100 GanyoB




4. Kpurepum M mIKaJbl OLlEHUBAHUSA

4.1. Kpurepum ouleHKH BHINIOJHEHUS TECTOBOH padoThl

[Ipo1eHT NpaBWIBHBIX OTBETOB Jo 60 61-80 81-100

KonnyecTBo 6aioB 3a pemeHHbId TECT 5

6-10 11

4.2. Kpurepuu OLleHKH BBICTYIJICHUS C MPe3eHTanuei

[Ipenen nIUTENHPHOCTH KOHTPOJIS

3ammra: 10 Mmun
BI)ICTyrIJ'IeHI/Ie + OTBETHI HA
BOITPOCHI

Kpurtepun oueHkH (COOCTBEHHO NPE3eHTALMH M 3ALLHUTHI):

banasbl (3a 1 npe3eHTanuI0)

Cooepircanue:

- copMyIMpOBaHa 11E€Tb PabOTHI;

- IIOHATHBI 3aJ1a4U U X0/ pa6OTBI;

- UH(opMaIMsl U3JI0)KEeHA MOJIHO U YETKO;

- WUIIOCTPAllUU YCWIMBAIOT 3((EKT BOCHPHUATHS TEKCTOBOU
yacTu HHGOpMaLnu;

|t | | —

- cJleJJaHbl BEIBOJIEI

Odghopmnenue npezenmayuu:

- €IMHBINA CTHJIb 0OPMIICHHUS;

- TEKCT JIETKO YUTAETCs, POH COUETAETCs C TEKCTOM M rpadUKoii;

- BCe MapaMeTphl mIpudTa XOopoIuo nogo0paHsl, pa3mep mpudra
ONTUMAJIbHEIA M OAWHAKOBBIN Ha BCEX Cllaliiax;

- KJIFOYEBBIC CJIOBA B TCKCTC BbIJICIICHBI

Ippexm npezenmavuu:

- o011ee BIIEYATIEHUE OT IPOCMOTPA MPE3EHTAINH

MaxkcuMajbHOE KOJHYECTBO 0a/1JI0B

14

4.3. O0mue KpUTEPHH OLCHKH BBICTYIICHUS CTYJACHTOB HA NPAKTHYECKUX

(ceMHUHAPCKUX) 3aAHATHAX

Kpurtepun ouenku
BBICTYIICHHS HA NPAKTHYECKUX (CEMHUHAPCKUX) 3aHATHAX:

Ouenka padoTsbl
(mms1 1 BBICTYIUICHUS)

- aKTMBHOE y4acTHe B 00CYXICHUU POOIIeM KaXKI0ro
MIPAKTUYECKOI0 3aHATHA (CEMHHApa), CAMOCTOSATEIbHOCTh
OTBETOB, CBOOO/IHOE BIIaJICHE MAaTEPHAJIOM, ITOJIHbIE U
apryMEeHTHPOBAHHbBIE OTBETHI Ha BOIPOCHI PAKTHUECKOTO
3aHATHS (CEeMUHApa), y9acTHe B TUCKYCCHSIX, TBEPIOE 3HAHNE
JIEKIIMOHHOT'0 MaTepuaa, 00s13aTeNIbHON U PEKOMEHI0BaHHOM
JIOTIOJTHUTEIBHON JIUTEPATYPhl, PETYJISipHAsl TOCEIIaeMOCTh
3aHSITHIL,

2

- HEJIOCTATOYHO TOJIHOE PACKPBITHE HEKOTOPHIX BOIIPOCOB
TEMBbI IPAKTUUYECKOT0 3aHIATHS (CEMUHApa), HE3HAUNTEIbHbIE
omnoOKu B GOPMYIIMPOBKE KaTETOPUN U TOHATUHN, MEHbIIAs
AKTUBHOCTb Ha MPAKTUYECKHUX 3aHATUAX (CEMUHapax),
HETIOJIHOE 3HAHUE JIONTOJIHUTENIHON JINTEPATyPhl, XOPOIIas
MIOCEIIAEMOCTb;

1,5

- OTBCTHI OTPAXKAIOT B [ICJIOM IMTOHMMAHHUE TEMEBI, 3HAHNC




coep>KaHUsI OCHOBHBIX KaTErOPUM M MOHSATHI, 3HAKOMCTBO C
JICKIMOHHBIM MaTEPUATIOM U PEKOMEHI0BAaHHONW OCHOBHOM
JINTEPATYpPOH, HEJOCTATOYHASI aKTUBHOCTh Ha 3aHATHUAX,
OCTaBJIAIONIAA JKEJIATh JIYYIIETO MOCEIaeMOCTh;

- MTACCUBHOCTH HA MPAKTUUECKHUX 3aHATUAX (CEMUHApPaXx),
yacTasi HETOTOBHOCTb IIPU OTBETaX Ha BOIMPOCHI, IJI0Xas
MOCEIaeMOCTh, OTCYTCTBHE KaueCTB, YKa3aHHBIX BBILIE JJIs
NOJTy4eHHs O0siee BBICOKUX OLIEHOK

4.4. Kpurepuu OLleHKH BbINOJHEHUS! KOHTPOJIbHOU PadoThl

[IpoleHT BBHIIOTHEHHS Jo 60

61-90

91-100

basel 32 BBITOTHEHHE KOHTPOJIEHOM pabOThHI

16-24

25

4.5. O01mue KpUTEPpUHU OLIEHKH OTBETOB CTY/ICHTOB HA JK3aMeHe

Kpurtepum o1ieHKH 0TBETOB CTYJAECHTOB HA JK3aMEHe

Ouenka padboTsl

VYcnoBus, odecneunBaromye neaarorndeckyro 3pPeKTuBHOCTb
OIIEHOYHOU MPOLIEAYPHI:

- CTETNEeHb 0XBaTa pa3/ieloB yueOHOM MPorpaMMbl U MOHUMaHKE
B3aMMOCBA3EH MEXAY HUMU;

- ITyOMHA MOHUMAaHMsI CyIIeCTBAa 00CYK/1aeMbIX KOHKPETHBIX
mpo0JieM, a TaKkKe aKTyalIbHOCTH U MPaKTUYECKOW 3HAYMMOCTHU
HA3y4aeMOU JUCUUTUIAHBL

- Mana3oH 3HaHUsS PEeKOMEHI0BAHHOM JINTEPaTyphl;

- IOTUYECKU KOPPEKTHOE, HEMPOTHUBOPEUHBOE,
MOCJIEZI0BATEIBbHOE U apTYMEHTHPOBAHHOE MIOCTPOEHUE OTBETA
Ha DK3aMEHE;

- YPOBEHb CaMOCTOSITEILHOTO MBILIUICHHUS C JIEMEHTaMHU
TBOPYECKOTO MOJX0/a K M3JI0KEHHIO MaTepralia

- J1aH TOJIHBIN, Pa3BEPHYTHIM OTBET HA TOCTABJIEHHBIA BOIIPOC,
IT0Ka3aHa COBOKYITHOCTh OCO3HAaHHBIX 3HAHUH 110 TUCLIUILINHE,
JTIOKA3aTeJIbHO PACKPBITHI OCHOBHBIE ITOJIOKEHUS BOIIPOCOB;

- B OTBETE MPOCIIEKUBAECTCS YETKasl CTPYKTYpa, JIOTHIeCcKas
IIOCJIEI0BATEIBHOCTD, OTPaXKarolask CyIIHOCTh PACKPhIBAEMBIX
TOHSATHUH, TEOPHl, SIBIICHHIA;

- 3HaHHE M0 MPEAMETY AEMOHCTpUpPYETCs Ha (OHE TOHUMaHUs
€ro B CHCTEME JTAaHHOM HayKH U MEXAUCIUIUIMHAPHBIX CBA3EH, a
TakKe Ha (pOHE TOHMMaHUS POJIM MPEMETa B IPAKTUKE
yIIpaBJICHUS;

- 3HAHUE UCCIEeA0BaTeNIeH, 3aHUMAOIIUXCS NCCIIEIOBAHNEM
MPOOJIEMHOTO TOJIS AUCHUTLINHBL

- OTYETJIMBOE U CBOOOIHOE BJIaJIEHUE KOHIIETITYyalIbHO-
MMOHATUIHBIM anapaToM, HAy4YHBIM S3bIKOM U TEPMHUHOJIOTHUEN
COOTBETCTBYIOIICH HAYYHOU 001aCTH;

- YMEHHE BBINIOIHATh IPELYCMOTPEHHBIE TPOTPAMMOM 3a]1aHNS;
- IOTUYECKU KOPPEKTHOE U YOeAUTETHbHOE U3JI0KEHUE OTBETOB
Ha JIOTIOJHUTENIbHBIE BOITPOCHI

OTJINYHO

- J1aH TOJIHBIN, PA3BEPHYTHIM OTBET HA TOCTABJIEHHBIA BOIIPOC,
ITOKa3aHO YMEHHE BBIJICIUTh CYILIECTBEHHBIEC U HECYIIECTBEHHBIE
MIPU3HAKH, IPUYNHHO-CIIEICTBEHHBIE CBSI3H;

- OTBET YETKO CTPYKTYpPUPOBAH, JIOTUYEH, U3JI0KEH
JIUTEPATYPHBIM SI3BIKOM C UCITOJIb30BAHUEM COBPEMEHHOMN
TEPMUHOJIOTUH;

XOPpOIIO




- 3HaHHE y3JI0BBIX NMPOOJIEM MPOTrpaMMbl 1 OCHOBHOTO
COJIEpKaHus JIEKIIMOHHOTO Kypca;

- YMEHHE I0JIb30BATHCS KOHIENTYAJIbHO-TIOHATUIHBIM
anmnapaToMm B IIPOLECCE aHATIN3a OCHOBHBIX NMpo0sIeM
IIPOTrPaMMBlI;

- 3HAaHWE HUCCIEeI0BATEINIEeH, 3aHUMAIOIINXCS NCCIIEJOBAHUEM
MPOOJIEMHOTO TOJIS AUCHUTIINHBL

- YMEHHE BBINIOIHATH IPELYCMOTPEHHBIE TPOTPAMMOM 3a]1aHNS;
- B [I€JIOM JIOTHYECKH KOPPEKTHOE, HO HE BCETJa TOYHOE U
apryMEHTHPOBAaHHOE U3JI0KEHHUE OTBETA.

MoryT OBITH JOMYIIEHBI 2-3 HETOYHOCTH WJIM HE3HAYUTENbHbIE
OIIMOKY, UCTIPABJIEHHbIE CTYJEHTOM C IIOMOIIBIO MPENOoJaBaTeNs

- JJaH HEJOCTAaTOYHO IOJIHBI M HEJIOCTAaTOYHO PpPa3BEPHYTHIN YAOBJIETBOPUTEIHHO
OTBET, JIOTUKa U TOCJIEI0BAaTEIbHOCTh H3JI0OKEHUS HUMEIOT
HapyIICHHS,

- JIONMYIIEHBI OMMOKH B PACKPBITHH TOHSATHH, YIOTpeOJICHUN
TEPMHHOB;

- CTYIEHT He CIOCOOEH  CaMOCTOSITEIbHO  BBIJCIUTH
CYIIECTBECHHBIC M HECYIIESCTBEHHBIC NPHU3HAKU M TPHIUHHO-
CJIEICTBEHHBIE CBSI3U, YMEHHE PACKPHITh 3HAU€HHE 0000IIEHHBIX
3HAaHUH HEe ITOKa3aHo;

- B OTBETE OTCYTCTBYIOT BBIBOJIbI, peueBoe 0hOopMIICHHE TpeOyeT
MOTIPaBOK, KOPPEKIINH;

- 3aTpyJHEHHMs] C HCIOJIb30BAaHUEM HAYYHO-TIOHSATHIHOIO
anmapara ¥ TePMUHOJIOTHHU YIeOHOH THUCITUTUITHHEI;

- YaCTHYHBIC 3aTPYyJHEHUS C BBITOJIHEHUEM TIPEyCMOTPEHHBIX
MIpOrpaMMoOH 3aJJaHul;

- CTpeMJIEHHE JIOTUYECKH ONPEJEICHHO M TMOCIeA0BaTEIbHO
W3JIOKUTH OTBET;

- CTYIIEHT HE 3HaKOM C paboTamMH aBTOPOB, 3aHUMAIOIINXCS
HCCleI0BaHNEeM NMPOOJIEMHOr0 MoJisi Kypea

- OTBET TPEACTABISET COOOW pa3po3HEHHBIE 3HAHUS C HEYJIOBJICTBOPUTEIHHO
CYILLIECTBEHHBIMHU OIIMOKAaMU IO BOIPOCY;

- IPUCYTCTBYIOT parMEeHTaApPHOCTb, HEJIOTHUYHOCTD U3JI0KEHUS;

- CTYJICHT HE€ OCO3HAET CBsI3h 00CYXKIAEMOTO BOIIpOca Mo OUieTy
C ApyrumMu o0OBEeKTaMH JAUCHUIIIINHBI,

- OTCYTCTBYIOT BBIBOJIbI, KOHKPETHU3ALUA W JOKA3aTCIIbHOCTbH
W3JI0KEHUS;

- JOMMOJTHUTCIIBHBIC U YTOUHAIOIIKWEC BOIIPOCHI IIPCIIOAABATCIIA HE
MIPUBOIAT K KOPPEKIUH OTBETA CTYACHTA,

- He3HaHWe JMOO OTPHIBOYHOE TMpEJCTaBICHUE Yy4eOHO-
MIPOrPaMMHOTO MaTepHaIIa;

- HEYMEHHE BBINOJHATh NPEAYCMOTPEHHBIE MPOrPAMMOMU
3aJaHHsI

5. TunoBbIe KOHTPOJIbHBIE 3aJaHUA U METOAMYECKHE MATEPHAJIbI, ONpelessIonme
npoueaypbl OLEHWBAHUA 3HAHUN, YMEHMH, HABBIKOB M (WJIH) ONbITA JeATEJbHOCTH,
XapaKkTepu3yKIMX IJTanbl (POPMHPOBAHUS KOMIIETEHIH B IpoLecce OCBOCHUS
o0pa3oBaTe/IbHOI NPOrpaMMBl.

5.1. TecroBasi padora

1. Kakmue BuAbI 0J1aHKOB MOKET UCI0Jb30BATh 00pa3oBaTeibHasi OPraHu3alus:

A. OlaHK mMUCbMa;




B. o0munii 61aHK;
C. Onank mpukasa;

D. OnaHK mmoCcTaHOBIECHUS.

2.B xkakoM cay4ae o0si3aTesieH peKBU3UT «ClipaBoYHbIe JaHHbIE 00 OpraHu3alun»:
A. nipu ohopMIIEHUH THCHMA;
B. npu odopmnenun npukasa;
C. npu opopMIIEeHUH TTPOTOKOJIA;
D.

pu 0OPMIICHUH PACTIOPSKEHHUSL.

3.YkaxuTe 10IyCTUMbIE HANIUCAHUSA 1aThl JOKYMEHTA:
A. 25 mapra 2010 rona;

B. 25 map. 10

C. 25.03.2010;

D. 25.03.10.

4.Haiinure cooTBeTCcTBUE MEKAY GOPMON M 1aTOH TOKYMEHTA:

1.mcemo A.jata coObITHS
2.1puKas B.nara 3acenanus
3.IpOTOKOJI C.nata peructpanuu
4.aKT D.naTa moanucanus

5.PeKBH3UT NOANMUCH BKJIIOYACT:
A. JIUYHYIO IOAIHUCH, ATy,
B. nHanmeHoBaHUWe JOIKHOCTH JIUIIA C YKA3aHUEM YUPEKICHUS (€CITU JOKYMEHT 0(hOpMIICH

He Ha OJIaHKe) JIMYHYIO TTOAMKCH, paciiu@pPOBKY MOAMKCH, ATy .

6.CnipaBouHbIe 1aHHbIE 00 OPraHU3alUM BKJIKOYAIOT:

A. TIOYTOBBIN aJIpeC OpraHU3ALNH;

B. mouroBslii agpec u HOMepa TeaePOHOB;

C. mouToBBI! afpec, HOMEpa TeIePOHOB U JIPYTHe CBEIEHUS M0 PEIICHUIO0 OpraHU3auu

(HOMepa (akca, cueToB B OaHKe, apec AIMEKTPOHHOU MOYTHI U JIp.).

7. PerucrpaliluOHHbIH HOMEP JOKYMEHTA
A. mpencraBisieT coO0N MOPSAIKOBBIM HOMEP JOKYMEHTA U MOXKET JOTIOIHITHCS UHIEKCAaM U
narta;

B. para peructpanuu 10KyMeHTA.



ge

OTMeTKY 0 NOCTYIVIEHUH JOKYMEHTA B OPraHU3ali0 NpoCTaABJIAIOT:
B [IPABOM BEPXHEM YTy JOKYMEHTA;

B JICBOM BCPXHEM YTy IOKYMCHTA,

0w »

Y HMOKHET'O IOJIA IIEPBOro JUCTA JOKYMCHTA.

9. K ropuandecky 3Ha4YUMbIM OTHOCATCSH CJIeAYIOLIHE PEKBU3UTHI:

A. moanuck, nevath, Tpud yTBEpKACHUS JOKYMEHTA;

B. moamnucek, nata JOKyMeHTa, eyaTh, rpu( yTBEp>KICHUS TOKyMEHTa, PETUCTPALlMOHHbIN
HOMED JIOKYMEHTA;

C. HamMeHOBaHHE BUJA JOKYMEHTA.

10. [Ions ykazaHus IPUYMH, BbI3BABIIUX KaKUe-JIM00 HAPYLIEHHS, COCTABJISICTCH:
A. cimyxeOHasl 3aIHCKa;
B. cmpaBka;

C. oObsgcHUTEBbHAS 3aUCKA.

11. IIpuxa3zaMu 0 OCHOBHOI 1eSITeJIbHOCTH 0QPOPMIISAIOTCH:
A. mpuem, yBOJIbHEHHUE U TIEPEBOT PAOOTHUKOB;

B. OpTraHru3allMOHHBIC BOIIPOCHI.

5.2. IIpe3enTanus

Ilpezenmayus - NOCAEA0BATENBHOCTD CMEHSIONINX APYT APyra 3J€KTPOHHBIX CTPAHUYEK
-craiaoB U crnedddeKToB (Cnaia-110y), 3aHUMAIOLIUX BECh SKPaH MOHUTOpa (0e3 MpUCYTCTBUS
TaHeJel IPOrpaMMBl).

Aneopumm cozo0anus npezenmayuu:

1 sTan — onpeaeneHue LeIu NPE3eHTALUY;

2 3tan — noipoOHOE pacKpbITHE UHPOPMALIHH;

3 3Tam - OCHOBHBIE TE3UCHI, BHIBOJIbI

Crnenyet ucnonsizoBarh 10-15 cmaiinos. [1pu aTom:

- TIEPBBINA clal — TUTYJIbHBIN. [IpenHazHadeH s pa3MeleHus] Ha3BaHUsI IPE3EHTAaLINH,
MMEHHU JIOKJIQJUMKa U €r0 KOHTAaKTHON MH(pOpMaluy;

- Ha BTOPOM CcClaiijile HEOOXOAMMO pa3MECTUTh COJAEpXKaHHE MpPe3eHTAlMH, a TaKKe
KpaTKO€ OMMCaHUE OCHOBHBIX BOIIPOCOB;

- BCE OCTAaBILKECS CIIalIbl UMEIOT HH(OPMATUBHBIN XapakTep.

OO6b1yHO MOJaua MHGOpPMAIMU OCYLIECTBISIETCS MO IUIaHy: TE3UC — apryMEHTalus —
BBIBO/I.

Pexomenoayuu no cozoanuro npezenmayuu:

YutabGenbHOCTh (BUIMMOCTh M3 CaMbIX JAJIbHHMX YTOJIKOB MOMEIEHHUS U C Pa3IUYHbIX
YCTPOICTB), TEKCT AOKEH ObITh HaOpaH 24-30-bIM mpUQTOM.

TiarenbHO CTPYKTypUpOBaHHAsA WH(OPMALIKSL.



Hanuune KOpOTKMX W JIaKOHUYHBIX 3arojIOBKOB, MApKUPOBAHHBIX W HYMEPOBAHHBIX
CITMCKOB.

Kaxxnomy nosnoxenuto (uee) cieayeT OTBECTH OTAENbHBIN a03all.

['maBHYIO MI€I0 HEOOXOAMMO BBUIOKHUTH B IEPBOM CTpOKe ab3aria.

Hcnonb3oBath TabnuuHble (OPMBI MpeacTaBiIeHUs UHPOpMAUK (JuarpamMmbl, CXEMbI)
JUIS. WIUTFOCTPALMK BaKHEHIINX (DAKTOB, YTO 1aCT BO3MOXKHOCTH I10/1IaTh MaTepHall KOMIIAKTHO U
HAarJIsIHO.

I'paduka nomxHa OPraHUYHO JOMOJIHATH TEKCT.

BricTynnenue ¢ nmpeseHTanuei ures He 6onee 10 MUHYT.

5.3. KonuTposbHas padora

OdopmiieHne NpUKa30B MO JUYHOMY COCTABY.
Odopmienune Tpy10BOH KHUKKH.

L]ens: mprobpecTH HaBbIKU B 0OPMIIEHUH MTPUKA30B M0 JUYHOMY COCTaBY, IIPABUIBLHO
3aIMOJHSTH pa3/ielibl TPYI0OBOM KHUKKH.

Bam HeoOxonumo odopmuts Ha padoty CumopoBy Onbry [leTpoBHyY, KOTOpas IpUHUMAETCS
¢ 01 cents6ps 2016, (poamnack 23.09.1990 roxy B r. MypmMaHcke), ydamiascs TPEThEro Kypca
MypMaHCKOTO apKTUYECKOTO roCyAapCTBEHHOTO YHUBEPCUTETA, HA JIOJKHOCTD JOKYMEHTOBEIa
C UCHIBITATENIbHBIM CPOKOM 3 Mecsna, Ha ocHoBaHuM npukasa Ne 23-k ot 01.09.2016 r.

10 oxTsa6psa 2016 r. mpuHOcUT cBUIeTeNbCcTBO 0 Opake [-OJ[ Ne324 ot 09.10.2016 r., rne
yKa3aHo, 4To OHa noMeHs1a pamunuio Ha Ko3nosy.

S nronst 2017 . mpuHOCUT aUTIOM O BhiciieM oOpa3zoBannu Ne BK-345234 ot 15.06.2017 r.,
I7Ie yKa3aHo, YTO OHAa MOJy4yuia KBaIW(UKAIMIO YYUTEIb PYCCKOTO sI3blKa U JIMTEPATyphl IO
cnenuranbHocTH «Dusnonorus»

01 cents6ps 2017 r. mepeBOAUTCS Ha JOJKHOCTh YUUTENb PYCCKOTO SI3bIKA U JIMTEPATypPhl
Ha ocHoBaHuu npukasza Ne 31-x ot 01.09.2017 r.

12 nexabps 2017 aTTecTyeTcsi Ha COOTBETCTBHUE IO JOJKHOCTH «yIUTENb» (Tpuka3 Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBosibHSETCA O COOCTBEHHOMY JKEJIaHHIO, HA OCHOBAaHUU MpHkaza No
24-x ot 31.12.2017 1.

Heo0xonumo, 3anoiHUTH NMPUKa3 0 NpueMe, NepeBojie, YBOJIbHeHUH, KapTouky T-2,

TUTYJbHBIH JIUCT U CBeJACHHUs 0 padoTe B TPYA0BOH KHHKKe.

5.4. Bonipocsl K 3a4ery
1.YTo BKITIOUAET B CE0s1 MOHATHE «JIETIOTIPOU3BOICTBOY» ?
2. Yo noHMMaeTcs Moj FOpUANIECKON CHIION JOKYMEHTa?
3. Yto Takoe cTaHAapTU3aALUS JOKYMEHTOB?
4. Yro Takoe yHHUPHUKAIUSA TOKYMEHTOB?
5. Ha3zoBuTe OCHOBHBIE BUbI OJIAHKOB, IPUMEHSAEMBIX B yUPEKICHUN
6. [lepeuncnure peKBU3UTHI, BXOIAIIUE B COCTaB OJlaHKa JJIs MUChMA.
7. UeM oTanuaeTcst oOmuii Oj1aHK oT OjlaHKa Il MUchbMa?



10.
1.
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

43.

44,

45.
46.

47.
48.
49.
50.

Kakune TtpeOoBaHus MpeabABIAOTCS K O(GOPMIIEHHIO DPEKBU3UTA «HAUMEHOBAHHE
OpraHu3aum»?
UTo BXOJUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JaHHBIE 00 OpraHu3aum»?
KaxoB nopsinok gatupoBaHus TOKyMEHTa U BUAbI AaT?
KaxoB nopsinok agpecoBaHus 10KyMeHTa?
Kakumu criocobamu opopmitsieTcst yTBepKIeHne JOKyMeHTa?
Kakue TpeboBanus MpeIbABISIOTCS K PE3OJIOLNHU, KAKOB MOPSAIOK ee 0popMiIeHUS?
KaxoB nopsinok opopmiieHus NpuiioKeHui K JOKYMEHTY?
KaxoB nopsiiok opopmiieHHs peKBU3UTOB IIOAMKUCH» U «OTMETKH O 3aBEPEHUH KOTIUN»?
Kak odopmisiercst cornacoBanue 10KymeHTa?
KaxkoB nmopsiiok npocrtaBieHusl Ha JOKyMEHTax reyaTein?
[lepeuncnnre OTMETKH, IPOCTABICHHbIE HA BXOSIIEM TIOKYMEHTE, YKAKHUTE MOPSII0K UX
oopMIIeHHUS.
Kaxue o6mue TpeGoBaHMs NPeAbSBISIOTCS K TEKCTY JOKyMeHTa?
N3 xakuX CMBICIOBBIX YacTeil COCTOMT TEKCT JOKYMEHTa M KaK OHM pacIoJlararoTcsl B
Tecre?
B uem npeumyiiectBa coctaBieHus 1 0OpMIICHHS TOKYMEHTOB Ha KOMIboTepe?
B uem 0coOeHHOCTH A3bIKa U CTHIIS CITYKEOHBIX TOKYMEHTOB?
Kakoe 3nauenue nmeer 3HaHue opporpaduu Npu Co3AaHUN CIYKEOHBIX JOKYMEHTOB?
Kaxue TpeboBanus nmpeIbaBIsSIOTCS K KOMIO3UIIMH CITY>KEOHBIX IOKYMEHTOB?

HazoBure BuABI OpraHM3allMOHHBIX JOKYMEHTOB U YKaXXHT€ OCOOCHHOCTH HX
cocTaBJIeHUS U 0OPMIICHHUS.

HazoBute BUIBI pacnopsIUTENbHBIX JIOKYMEHTOB U YKaXKUTE OCOOEHHOCTH UX
COCTaBJIEHUS U 0OPMIICHHUS.
B gem ocobenHOCTH cocTaBiIeHUST U OPOPMIIEHHUS TPOTOKOJIA?
B gem ocobenHOoCTH cocTaBieHUs U OPOpMIICHUS aKTa?
Kaxkue TpeboBaHus IPEIBABISIOTCS K COCTABICHUIO i 0()OPMIICHHIO CITPaBOK?
Kaxkue TpeboBaHus NMPEABSIBISIOTCS K COCTABICHUIO M OPOPMIICHHUIO CITYKEOHBIX TTHCEeM?
KaxkoBbI pasHOBUIHOCTH NTHCEM?
Kaxkue TpeboBaHus IPEIBABISIOTCS K COCTABICHUIO H 0()OPMIICHHIO TelerpaMmm?
KaxkoBb1 ocobenHOCTH cocTaBiieHus u odopmiieHus TeaedonorpamMm?
VYKa)KuTe TUIIOBbIE OPraHNU3alMOHHbBIE CTPYKTYPHI CITYKObI 1€JI0NPOU3BOICTBA
KaxoBbl 11e511 1 3a71a4u CityKObI 1€70MPOU3BOJICTBA?
Kakune ocHOBHBIE (PYHKITUN BBITIOJHSIET CITy>k0a J1e10Mmpon3BoIcTBA?

Kakumu HOpMaTHBHBIMU JOKYMEHTaMHU PpETrJIaMEHTUPYETCS JEATEIbHOCTh CITyKObI
JIETIOTIPOU3BOICTBA?
Uto monuMaetcs 1mnoj 00eMOM JTOKYMEHTO000poTa?
UTto BXOJIUT B MOHATHE TIOKyMEHTO000pOTa?
Uro BiMsIET HAa OPraHU3ALMIO IBUYKEHUS TOKYMEHTOB?

. KakoBbI OCHOBHBIE TIpaBUjIa OPraHU3alUNA JOKyMEHTO000poTa?
42.

Kakue ocHOBHBIC TTOTOKH JOKYMEHTOB MOXXHO BBIICIUTH B OPTaHU3AIMHA U B YeM HX
0COOEHHOCTH?

B dyem 3HayeHWe NpPEIBAPUTEIHLHOTO MPOCMOTPA M PACHPEACICHHS IMOCTYITUBIIHX
JOKYMEHTOB M KaK OHH ITPOBOISATCS?

HazoBute sTambl paboOThl HUCMIOMHUTENS C JOKyMEHTaMH. TpeOoBaHus K 00OpabOTKe
HCXOJSIINX JOKYMEHTOB.
[IpaBuna 006pabOTKK UCXOASIINX TIOKYMEHTOB

3HaYeHHWE PETHCTPAlUU JOKYMEHTOB, KaKO€ MECTO OHa 3aHMMaeT B OpraHH3alHud
JIETIOTIPOU3BOICTBA?
Kakwne manHbIC 0 JOKYMEHTE 3aIMCHIBAIOTCS B TIPOIIECCE €r0 PETUCTpaIin?
HazoBute ¢hopMbI perucTpanuu JOKyMEHTOB. VX JOCTOMHCTBA U HETOCTATKU
3HayeHne NHPOPMAITMOHHO-CIIPABOYHOM PabOTHI B OPraHU3aIUH JIEIIOTIPOU3BOICTBA
®dopmbl opraHu3aui HHGOPMAITHOHHO-CITPABOYHOM PabOTHI B yUPESIKICHUN
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. Kakoe mecTo 3aHMMaeT KOHTpOJIb 3a UCIHOJHEHHEM IOKYMEHTOB B YIpaBJICHUYECKOMN

eATEIILHOCTH?

UYT0 Takoe CPOKOBBII KOHTPOJIb?

UYTo Takoe TeKyIui KOHTPOJIb, IPEAYIIPEAUTENBHBIA KOHTPOJIb?
Yto noHmMaeTcs 1o UTOrOBBIM KOHTPOJIEM?

Kakue mokyMeHTBl MTOHUMAIOTCS TOJT 0000IEHHBIM Ha3BaHUEM «OOpAaIICHHE TPaKIaH?

B uem ocobeHHOCTH BesleHus AeNONPOU3BOICTBA MO OOpALICHUSIM IpaskIaH?

UYro Takoe HOMEHKJIaTypa z1en’?

KaxkoBrb1 o01ie TpedoBaHus K HOMEHKIIAType Aei?

Kak odopmisiercss HoMeHkaTypa jaen?

Uro noHnmaercs noJ GopMUpOBaHUEM Aei?

KaxkoB nopsinok xpanenus aen?

Uto noHMMaeTcs moj KCIEePTU30M IEHHOCTH TOKyMEHTa?

KakoBbI OCHOBHBIE KpUTEPHUH OLIEHKH JOKYMEHTOB?

KakoB nmopsiiok npoBeeHus SKCIEePTU3bl HEHHOCTH JOKYMEHTOB?
Kak odopmisitorcss nena BpeMEHHOTO CpoKa IOJIb30BaHMS,

JOJITOBPEMEHHOTO CPOKOB XpaHEHUs?

KaxkoB nopsinok nepenauu €1 B apXuB?

Uctopus passutust Poccuiickoro aenonpon3BoaCcTBa

IIOCTOSAHHOIO H



