IMpuaoxenne 2 k PII/1 desonpon3BoacTBo U JOKyMeHTO000pOT

B 00pa3oBaTeIbHOM y4peKIeHNH

44.03.05 ITenarornueckoe odopazoBanue (¢ ABYMs NpoGUIsIMH MOATOTOBKH)
Hanpasiennocrs (npoguian) — Uctopus. Ilpaso

®opma 00yueHHs — OUHAas

I'on nadopa - 2020

OLIEHOYHBIE CPEJACTBA JJI51 IPOBEJAEHMS TPOMEKYTOYHOM ATTECTA-
LU OBYYAIOIMXCS MO JUCLHUATUIMHE (MOYJIIO)

1. OOummue cBeneHus

1. | Kadenpa [lemaroruku

44.03.05 Iemarormueckoe odpa3oBaHue (C IByMs MpOQuUIIs-
2. | HampaBiieHue MOArOTOBKU | MU ITOJTOTOBKH)

HaHpaBHeHHOCTB

(mpodun) Hcropus. [Ipaso

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

YUpEXKICHUU
5. | ®opma 0OyueHus ouHas
6. | 'ox Habopa 2020

2. Ilepevyenb KoMneTeHUM

Crnioco0eH ynpaBisiTh CBOMM BPEMEHEM, BBICTpauBaThb U PEaIU30BBIBATH TPACKTOPHIO
CaMOpa3BUTHsI HA OCHOBE MPHHIIMIOB 00pa3oBaHus B TeueHue Beeil sxu3nn (YK-6)




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

Jran Gopmupo HNuaukaropsl 10- Kpurepun u nokaszarejin onieHMBaHUSA KOMIIETEH Uil DopMbI
pMup CTHIKEHHUSA KOMIIe- KOHTPOJIS
BaHUs KoMIleTeH- | Dopmupy-
TEeHUHH chopmu-
uuu (pasaedbl, eMas KOM- 3HATh: YMeTh: Biaagern: OBANHO
TEeMbI TUCIMILINA- HeTeHIUS p
CTH KOM-
HbI) .
neTreHuun
Paznen 1. Conepxa- YK-6 VYK-6.1. Onpeanensier HOpPMATHBHBIC JOKYMEH- | palMOHAJBHO U dPPeK- MeTOoJIaMH, criocobaMu 1 IToarotoBka
HHC, 3HAYCHUC ACII0- CBOU JIMYHBIC peCprbI, ThI 110 yHI/Iq)I/IKaHI/II/I nu TUBHO OpFaHHZ’;OBLIBaTL Cpe}lCTBaMI/I HOHy‘IeHI/IH, K npaKTqu-
MpOU3BOJCTBA. TEXHO- BO3MOYKHOCTH M Orpa- CTaHJAPTH3ALUK B 00J1a- | JEIONPOU3BOJCTBO B 00- XpaHeHwus1, mepepaboTKu CKUM 3aHSATHU-
JIOTHUS OpraHU3aLUH HUYEHUS IS TOCTH- CTH IOKYMEHTAIUH, Ieii- | pa3oBaTeNbHON OpraHu3a nHpopmanuu, siM (BBICTYTI-
JICTIONPOU3BOJICTBA B JKEHUS TIOCTaBIEHHOM CTBYIOIIME HAa TEPPHUTO- [UW; OCHOBaMH KOMITBIOTEPHOU | JICHHUE C mpe-
00pa3oBaTeIbHOM LETN puu POD; COCTaBJIATh Y4eOHO- PaMOTHOCTH; 3CHTaIHEH),
YUPEKICHUU VYK-6.2. Co3nmaer u 0- | TOCYAapCTBEHHBIE CTaH- METOIUYECKHE U HOpMa- TEXHOJIOTHEH OpraHu3alui | TEeCTOBas
CTpauBaeT MHIUBU/Y- JapThl U 3aKOHOIATEIb- TUBHO-IIPABOBBIC JIOKY- JIENIONPOU3BOJICTBA B 00pa- | pabora
ABHYIO TPACKTOPHUIO HBIE aKThI 10 JOKYMEH- MEHTBI, perlIaMEHTHPYIO- 30BaTEIbHOM YUPEXKICHUH.
CaMOpa3BUTUSI [IPU M0- | THPOBAHHMIO; IIMe JIeITENLHOCTh 00pa-
JIy4eHHH npodeccro- CUCTEMBI JIOKYMEHTALUY, | 30BaTEJIbHOM OpraHu3sa-
HAJIBHOTO 0Opa3oBaHust | TpeOOBaHUS K COCTaBe- LIMH.
Pazgen 2. Hopmatus- VK-6 HUIO U 0(hOpMIIEHUTIO paIMoHaIbHO U dhdeK- METOAaMH, CIIoco0aMu 1 IToaroroBka
HO-3aKOHOJATCJIbHAs I[OKyMeHTOB; THUBHO OpFaHI/I?:OBI)IBaTI) Cpe}ICTBaMI/I HOHy‘IeHI/IH, K HpaKTI/I‘Ie-

6a3a. OCHOBHBIE BUJIBI
JIOKyMEHTOB U CHUCTe-
MBI JOKYMEHTALHH.
OcoOeHHOCTH TTOAATOTOB-
KU ¥ O(pOPMIICHUS OT-
JIETIBHBIX BUJIOB JIOKY-
MEHTOB

THUIIOBBIC NUHCTPYKIIUH T1O
JITIONIPOU3BOJICTBY, pe-
rJIAMEHT PabOoThI, JOJIK-
HOCTHBIE HHCTPYKIUH;
OCHOBHBIE BUJIbI JIOKY-
MEHTOB, pETrJIaMEeHTHPY-
FOIINX 00pa30BaTEIbHYIO
JeSITEJIbHOCTD,

OCHOBBI JICJIOTIPOM3BO/I-
CTBa B 00pa30BaTeIHLHOM

JIETIONPOU3BOJICTBO B 00-
pa30BaTENIbLHON OpraHu3a
W

COCTaBIATH y4eOHO-
METOIMYECKIE U HOpMa-
TUBHO-TIPABOBBIE JOKY-
MEHTEI, perJIaMEHTHPYIO-
Me JesTeNIbHOCTE 00pa-
30BaTENbHON OpraHusa-
LMH.

XpaHeHus, nepepadboTku
nHpopmanuu,

OCHOBaMH KOMITHIOTEPHON
IPaMOTHOCTH;
TEXHOJIOTUEH OpraHn3aIun
JIeNIONPOM3BO/ICTBA B 00pa-
30BaTEIbHOM YUPEXKICHUH.

CKHUM 3aHSATH-
M (BBICTYII-
JICHUE C TIpe-
3eHTanuen),
TecToBas
pabora




3. Paznen 3. ®opmupona- YK-6
HUE JIe]T ¥ OpTaHu3aIUs]
XpaHCHHUS JOKYMEHTOB.
OKcrepTr3a ICHHOCTH
JIOKYMEHTOB. TexHuye-
CKHE CPEJICTBA, WC-
MOJIb3YEMBIE B JIEII0-
MIPOM3BOJCTBE. DIIeK-
TPOHHBIN TOKYMEHTO-
obopoTt

YUPEKACHUU.

paumoHanbHO U 3hdexk-
THUBHO OPT'aHM30BBIBAThH
JIETIONPOU3BOJICTBO B 00-
pa3oBaTENbHOMN OpraHu3a-
LMY

COCTaBIATH y4eOHO-
METOIUYECKHE U HOpMa-
THUBHO-IIPABOBBIC TOKY-
MEHTHI, pETJIaMEHTHPYIO-
IHe AEATEIILHOCTH 00pa-
30BaTEIbHOM OpraHusa-
IIUH.

METOJaMH, CTIOCOOaMU U
CPEACTBAMU MOJTY4EHUS,
XpaHeHws1, epepadboTKu
nHpOpPMAaLNH,

OCHOBAaMH KOMIIBIOTEPHOMH
TPaMOTHOCTH;
TEXHOJIOTHEN OpraHu3alnuu
JIEJIOTIPON3BOCTBA B 00pa-
30BaTEILHOM YUPEXKICHUH.

IToaroroska
K IpaKTHu4ie-
CKUM 3aHSATHU-
M (BBICTYTI-
JICHHE C TIpe-
3eHTanuek),
TECTOBas
pabora, KOH-
TpOJIbHAsS
pabota

IIkana oueHUBaHUsS B paMKaxX 0a/JIbHO-PEeHTHHIOBOI CHCTEMBI

«HEY/I0BJIETBOPUTENIbHO» — 60 0ayioB U MeHee;
«xopomio» — 81-90 6amnoB

«yIIOBJIETBOPUTEIHHO» — 61-80 Gaos
«oTiimuHo» — 91-100 GasutoB




4. Kpurtepum ¥ IIKAJbl OLlCHUBAHHS

4.1. Kputepnu oneHKH BbINIOJTHEHHUS TECTOBOH padoThl

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 AJIUTEIIBHOCTH KOHTPOJIA

3ammTa: 10 MUH BbICTYILIE-
HUE + OTBETHI Ha BOMPOCHI

Kpurepun onenkn (coOOCTBEHHO Npe3eHTALMHI U 3aIlUThI):

Banusl (3a 1 npe3enTanuio)

Cooeporcanue:

- chopmynrpoBaHa 1enb paboThI; 1

- IOHSATHBI 33J1a41 U XOJ] paboThI; 1

- uH(OpMaIHs U3JI0KEHA TTOJTHO U YETKO; 1

- WDTIOCTPAIMK YCHJIMBAIOT 3((EKT BOCIPUSATHS TEKCTOBOW Ua- 1

CTH UH(OpMaINH;

- CJICJIaHbl BBIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIA CTHIIb 0()OPMIICHUS; 1

- TEKCT JIETKO YUTAeTCs, JOH COUeTaeTcs ¢ TEKCTOM U IpadUKoi; 1

- BCE mapameTpsl mpuQTa XOpOIIo NoJ00paHbl, pazMep mpudTa 1

ONTUMAJIbHBIA U OJJMHAKOBBIN Ha BCEX ClIalax;

- KJIFOUEBBIE CJIOBA B TEKCTE BHIICTICHBI 1

Ippexkm npezenmavuu:

- o0111ee BIeYaTIeHHE OT MPOCMOTPA MPE3EHTAINH 4
MakcuMajibHOE KOJTHYeCTBO 021108 14

4.3. O0mue KpUTEPUH OLEeHKH BBICTYIJIEHUS CTY/IEHTOB HA MPAKTHYECKHUX (ce-

MHHAPCKHUX) 3aHATHAX

Kpurtepun onenkn
BBICTYIJICHHS] HA NPAKTHYECKHUX (CEMHMHAPCKHX) 3aHATHAX:

Ounenka padoTbl
(st 1 BBICTYTIIICHUST)

- aKTMBHOE y4acTHe B 00CYXJI€HUU IIPOOIJIeM Kax10ro Ipak-
TUYECKOT0 3aHATHUS (CEMUHApa), CAMOCTOSTEIbHOCTh OTBETOB,
cBOOOJIHOE BIIaJICHUE MaTEpPHAJIOM, ITOJIHbIE U apIyMEHTUPO-
BaHHBIE OTBETHI HA BOIIPOCHI PAKTUYECKOT0 3aHATHS (CEMUHA-
pa), ydacTue B JUCKYCCHSX, TBEPAOE 3HAHNE JIEKIIMOHHOTO Ma-
Tepuana, 00s13aTeIbHON 1 PEKOMEHI0BAaHHOM JIOTIOJIHUTEIbHON
JUTEPaTyphl, pETysipHas MOCEIIAeMOCTh 3aHATHUI;

2

- HEIOCTATOYHO IIOJIHOE PACKPBITHE HEKOTOPBIX BOIPOCOB Te-
MBI TPAKTUYECKOTO 3aHATHS (CEMUHapa), He3HAUNTEJIbHbIE
olMOKH B (hOPMYIHPOBKE KATETOPHU U MOHATHIA, MEHbIIIAs aK-
TUBHOCTH Ha MIPAKTUUECKHUX 3aHATUAX (CEMUHApPAX), HEMOJIHOE
3HaHME JOTIOJIHUTEIBHOM JINTEPATYPBI, XOpOIIas Mocelae-
MOCTb;

1,5

- OTBCTHI OTPAXKAIOT B LICJIOM [TIOHUMAHUC TEMbI, 3HAHHUEC COACP-
XaHus OCHOBHBIX KaTeFOpI/Iﬁ u HOHHTHﬁ, 3HAaKOMCTBO C JICKIIU-




OHHBIM MaTEpUAJIIOM U PEKOMEHI0BaHHOW OCHOBHOM JIUTEpaTy-
poii, HeToCcTaTOYHAsA AaKTUBHOCTH Ha 3aHATUSIX, OCTABJISIFOIIAS
JKEJIaTh JIYYIIIEro NOCEeIaeMOCTh;

- IACCUBHOCTh HA MPAKTUYECKUX 3aHATUAX (CEMUHApaXx), 0
yacTas HErOTOBHOCTb IIPHU OTBETaX Ha BOIPOCHI, IJI0Xas TI0ce-
Ia€MOCTbh, OTCYTCTBUE KAYECTB, YKA3aHHBIX BBIIIE IS TTIOJTY-
yeHus 00Jiee BBICOKHX OLIEHOK

4.4. Kpurepum OlleHKH BHINOJHEHUS KOHTPOJIbLHOM padoThI

[TpoueHT BHIIONHEHHS Jo 60 61-90 91-100

Banspl 32 BEIOIHEHHE KOHTPOJIBbHON paboThI 15 16-24 25

4.5. O01me KPUTEPHHU OLIEHKH OTBETOB CTY/I€HTOB HA 3a4eTe

Kpurtepuu onenku Ha 3a4ere (B 6usere 2 Bonpoca). Kaxaprit Borpoc — 20 6asuioB.

Banabl

XapaKTepI/ICTI/IKH 0TBE€Ta CTYJACHTA

20

- CTYJICHT TJTyOOKO M BCECTOPOHHE YCBOMII IIPOOIIEMY;

- YBEPECHHO, JIOTUYHO, TIOCJICIOBATEIIEHO ¥ TPAMOTHO €0 HU3JIaraer;

- ONUPAsCh HA 3HAHHS OCHOBHOHM M JIOTIOJIHUTEIBLHOW JIMTEPATyphl, TECHO
MIPUBS3BIBACT YCBOCHHBIC HAYYHBIC TOJOXKEHUS C IPAKTHYCCKOHN JIEATEIBHO-
CTBIO;

- yMeJIO OOOCHOBBIBACT M aPTYMEHTHPYET BBIIBUTAEMbIC UM UJICH,

- JieJaeT BEIBOIBI U 0000IIEHH;

- ¢cBOOOJIHO BJIAJICET NOHATUIMU

15

- CTYICHT TBEPJIO0 YCBOMJI TEMY, TPAMOTHO | TIO CYIIECTBY U3JIaraeT ee, OIu-
pasich Ha 3HAHHS OCHOBHOM JIUTEPATYPHI,

- HE JIOMYCKAET CYIIECTBEHHBIX HETOUYHOCTEH;

- YBS3BbIBAET YCBOGHHBIC 3HAHUS C IPAKTHUECKOH J1eATEIbHOCTHIO;

- apPrYMEHTHPYET HAyYHBIC ITOJIOKCHHSI,

- JeJaeT BEIBOIBI U 0000IIEHH;

- BIaJieeT CUCTEMOM OCHOBHBIX ITOHATHH

10

- TéMa pacKphITa HEAOCTATOUYHO YETKO U IOJIHO, TO €CTh CTYAEHT OCBOMJI
npo0JieMy, 10 CYIIECTBY M3JIaraeT €€, OMUpasch Ha 3HAHUS TOJHKO OCHOB-
HOU JIMTEpaTypBhl;

- JIOMyCKAaeT HECYIIECTBEHHBIC OMIMOKN M HETOUYHOCTH;

- UCIIBITBIBAET 3aTPYIHEHUS B PAKTUYECKOM IIPUMEHEHUHU 3HAHUN;

- c51abo apryMEeHTHPYET Hay4YHbIE MOJ0KECHHUS;

- 3aTpyaHsAeTCcs B (OPMYIUPOBAHUH BHIBOIOB U 00OOIICHMIA;

- JaCTUYHO BHaJleeT CUCTEMOM IMOHATHH

- CTYZICHT HE YCBOWII 3HAYUTEILHOMN YacTH MPOOIEMBIL;

- IOIYCKAeT CYMIECTBECHHBIC OMTUOKH M HETOYHOCTH ITPU PACCMOTPEHHH €€¢;
- HCTIBITHIBAET TPYAHOCTH B MPAKTUYECKOM MTPUMEHEHUH 3HAHUN;

- HE MOKET apTryMEHTHPOBATh HAyYHBIC MTOJIOKCHHUS,

- He (hOopMyIIHUpYET BHIBOJIOB M 000OIICHHUI;

- YACTUYHO BJIAJECET CUCTEMOUN MOHSATHIA

- CTYACHT HC OTBCTHUJI HA BOIIPOC

5. TunoBble KOHTPOJIbHBbIE 32JaHUS U METOMYECKHEe MaTepuaJibl, Onpeaeasionume
npoueaypbl OLEHNBAHUSI 3HAHMII, YMeHMii, HABBIKOB M (MJIH) ONbITA JeSITeIbHOCTH, Xa-




PaKTepU3yKOIIHUX 3Tanbl (opMUPOBAHMS KOMIIETEHIIHII B mpouecce 0CBOeHHs 00pa3oBa-
TeJIbHOM MPOrpaMMBbl.

5.1. TectoBas padora

Kakue BUIbI 6JJAHKOB MOKET HCIOJIb30BaTh 00pa3oBaTe/IbHASI OPraHU3aIusl:
OJaHK MMHCHMA;
o0 OJIaHK;

OJlaHK MPHUKa3a;

OO0 wmp» P

OJIAaHK OCTAHOBJICHUS.

2.B xkakoMm ciyuae o0si3aTesieH peKBU3UT «ClIpaBoYHbIe JaHHbIE 00 OPraHN3aluN»:
A. nipu opopmiieHUH NHCHMA;
B. npu odopmiienun npukasa;
C. npu opopmIIEeHUH TPOTOKOJIA;
D

. TIpu 0()OPMIIEHUU PACTIOPSIKEHUSI.

3.¥YkaxuTe 10MyCTUMbIE HATIMCAHNS 1ATHI IOKYMEHTA:
A. 25 mapta 2010 rogaa;

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.IpOTOKOJI C.nara perucrpanuu
4.aKT D.nata noanucanus

5.PeKBU3UT NOANNCEH 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.CipaBo4HbIe JaHHBbIE 00 OPraHU3ALMHU BKJIKOYAIOT:
A. TIOYTOBBIN 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

MpeICTaBiIseT cO00M MOPSAKOBBIA HOMEp JOKYMEHTAa U MOXKET JOTOIHATHCA UHICKCaM U
JlaTa peErucTpaluy JOKYMEHTa.

OTMeTKY 0 NOCTYNJICHUH JOKYMEHTA B OPraHU3ALMI0 IPOCTABJISIIOT:

B IIPaBOM BEPXHEM YTy JOKYMEHTA;

B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HUZKHET'O ITOJIS IIEPBOIo JINCTA JOKYMCHTA.

K HOPUIHICCKHU SHAYUMBIM OTHOCATCH CJICAYHOIHUE PEKBU3UTDLI:

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

MOATINCH, JaTa NOKYMCHTA, 11€4YaTh, I‘pI/I(l) YTBCPIKACHUA JOKYMCHTA, peFHCTpaHHOHHLIﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HAaNMMCHOBAHUC BHJa JOKYMCHTA.

Jlns yka3aHusi IPUYHMH, BBI3BABUIMX KaKkHe-J1H00 HAPYLIEeHHs, COCTABJISIETCS
clry>keOHas 3aIiCKa;
CIpaBKa;

00BICHUTEIbHAY 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIIAIOTCH:

A. mipuem, yBoJIbHEHUE U NEPEBO]T paOOTHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

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

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

Aneopumm cozoanus npezenmayuu.:

1 aTan — onpezaeneHue Leau NPe3eHTALUY;

2 3tan — noApoOHOE pacKpbITHE HHPOPMAIUH;

3 3Tam - OCHOBHBIE TE3UCHI, BHIBOJIBI

Crnenyer ncnons3oars 10-15 cimaiinos. ITpu sTom:



- IIEPBBIN craig — TUTYJIbHBINA. [IpenHa3sHadueH 1 pasMeleHUsT Ha3BaHWs [IPE3CHTALNY,
MMEHH JOKJIaJ4iKa U €ro KOHTaKTHOM MH(OopMaIuy;

- Ha BTOPOM cJaiizie He0OOXOAUMO Pa3sMECTUTh COJCpPKaHHUE NPE3CHTALUH, a TAKXKE KpaT-
KO€ OIMCAaHUE OCHOBHBIX BOIIPOCOB;

- BCE OCTABILHUECS CIaiIbl UMEIOT HH(OPMATUBHBINA XapaKTep.

OO0bIuHO Nofaua HHGOPMALIUU OCYIIECTBIISIETCS 10 IUIaHY: Te3UC — apryMEHTalus — Bbl-
BOJI.

Pexomenoayuu no cozoanuio npesenmayuu:

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

TaTtenbHO CTPpYKTYpUpOBaHHAast HH(OPMALIHSL.

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

Kaxxnomy nonoxenuto (uee) caenyeT OTBECTH OTAENbHBIN ad3all.

I'maBHyI0 Het0 HE0OXO0AUMO BBUIOKUTH B IIEPBOM CTPOKE ad3ala.

Hcnonp3oBare Tabnuynable (HOpMBI TpEACTaBICHUS WHPOPMALUHU (JHarpaMMbl, CXEMBbI)
JUIS WJUTIOCTPALUU BaXKHEHIINX (aKTOB, YTO AACT BO3MOXKHOCTh I0JjaTh MaTepuasl KOMIAKTHO U
HarJIsHO.

I'paduka 101KHa OPraHUYHO JOIOJHATH TEKCT.

BricTynnenue ¢ npeseHTauuen juures He 0osiee 10 MUHYT.

5.3. KoutpoabHas padora

OdopmiieHHe NPUKA30B 110 JJUYHOMY COCTABY.
Odopmiaenne Tpy10BOH KHUKKH.

L]ens: mproOpecTy HaBBIKU B 0(OPMIICHUH MTPUKA30B M0 JIUYHOMY COCTaBY, IPABUIIBLHO 3a-
MOJIHATH Pa3/eibl TPYAOBON KHUKKH.

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 apKTUYECKOTO rOCYAapCTBEHHOTO YHUBEPCUTETA, HA JIOJKHOCTh JOKYMEHTOBEIA
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 Koznosy.

S uronst 2017 . mpuHOCUT AUTUIOM O BhIciieM oopa3oBanuu Ne BK-345234 ot 15.06.2017 r.,
I7Ie yKa3aHo, YTO OHAa MOJy4yWia KBaJM(UKAIMIO YUUTEIh PYCCKOTO f3bIKA W JINTEPATYphI 1O
cnenuanbHocTH «Duonorus»

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

12 mexabpst 2017 aTTecTyeTcst Ha COOTBETCTBHUE MO JIOJDKHOCTH «yduTenby (mpukas Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBosbHsI€TCS IO COOCTBEHHOMY JKEJIaHMIO, HA OCHOBaHMHU IpHKaza No

24-xk or 31.12.2017 1.



Heo0xoquMo, 3an0IHUTH NMPHUKaA3 0 NMpUHeMe, NMepeBoje, YBOJbHEHHH, KapTouky T-2,

TI/ITyJIbHLIﬁ JIUCT U CBCACHUSA O paﬁoTe B pr[[OBOﬁ KHHKKE.

5.4. Bonpocsl k 3a4eTy

1.Yto BKiIIOYAET B CeOsI MOHATHE «ICIOMPOU3BOJICTBO»?

2. Yto noHuMaeTCs Mo FOPUINIECKON CUIION TOKyMeHTa?

3. Uto Takoe craHaapTU3anus JOKyMEHTOB?

4. Yro Takoe yHU(UKAIUSA TOKYMEHTOB?

5. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHSEMBIX B YUPEIKICHUH

6. [lepeunciure peKBU3UTHI, BXOISAIIUE B COCTaB OJaHKa I MUChMA.

7. Yem orimuaercsd oOLIMii OJIaHK OT OJIaHKa I nuchMma?

8. Kakue TpeOoBaHUS MPEABSBISIOTCS K ODOPMIICHUIO PEKBU3UTA «HAUMEHOBAHHE OPraHU-

3anuny»?

10. YTo BXOIUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JaHHbIE 00 OpraHu3aluu»?

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.

KakoB nopsi1ok 1aTUpOBaHuUs JOKYMEHTA U BUbI 1aT?

KakoB nopsiiox anpecoBanus J0KyMeHTa?

Kakumu cnoco6amu oopmiasiercss yTBepKaeHHe T0KyMeHTa?

Kakune TpebGoBaHMs MPEIBSBISIOTCS K PE30IIOLNHT, KAKOB MOPSAOK €€ 0pOpMIICHHS?
KakoB nopsiiok ohopmiieHus NPUII0KEHUH K JOKYMEHTY?

KakoB nopsiiox ohopmiIeHUs] pEKBU3UTOB «IIOAIHCH» U «OTMETKHU O 3aBEPEHUU KOTIUN»?
Kak odopmisercs cornacoBanue 10KyMeHTa?

KakoB nopsiiok npocTaBieHus Ha JOKYMEHTax nevarei?

[lepeuncnure OTMETKH, IPOCTABIEHHBIE HA BXOAAIIEM JOKYMEHTE, YKaKUTE MOPAJOK UX
odopmIIeHuUS.

Kakue o61mue TpeOGoBaHMs NPEIbSBIAIOTCS K TEKCTY JOKYMEHTa?

W3 KaKuxX CMBICIIOBBIX YaCTE€W COCTOMT TEKCT JOKYMEHTA M KaK OHH PacIioyiaratoTcsi B Te-
cre?

B yem mpenmymiecTBa cocTaBiieHUsI H OPOPMIICHHS JOKYMEHTOB Ha KOMITbIoTEpe?

B ueM 0c0OE€HHOCTH SI3bIKA U CTUJISL CTY)KEOHBIX JOKYMEHTOB?

Kakoe 3HaueHune nmeer 3Hanue opporpapuu npu Co31aHUU CIIYKEOHBIX JOKYMEHTOB?
Kakue TpebGoBaHMs MPEeIBIBIAIOTCS K KOMIIO3UIIMU CITY>KEOHBIX JOKYMEHTOB?

HazoBuTte BUIbI OpraHU3alMOHHBIX JTOKYMEHTOB U YKa)KHTE OCOOCHHOCTH UX COCTaBJIe-
HUS U 0pOpMIICHHS.

Ha3zoBuTte BHIBI pacTiopsIUTEIbHBIX TOKYMEHTOB U YKaKUTE OCOOEHHOCTH MX COCTaBJIe-
HUS U 0pOpMIICHHUS.

B uem ocoGeHHOCTH cOCTaBiICHUS U OPOPMIIEHHUS MTPOTOKOJIA?

B uem ocoOeHHOCTH cocTaBieHUs U 0(OpMIIEHUS aKkTa?

Kakwne TpeOGoBaHMs MPEIBABIAIOTCS K COCTABICHUIO 1 OPOPMIICHHIO CITPABOK?

Kakue TpeboBaHus NpeaABbSBISAIOTCS K COCTaBICHUIO U O(OPMIICHHUIO CITYKEOHBIX THUceM?
KakoBbI pa3HOBUAHOCTH ITHCEM?

Kakue TpebGoBaHMs MPEeIBIBISIOTCS K COCTaBICHUIO U OPOPMIICHHIO TeJerpamm?
KaxoBbl ocoberHOCTH cocTaBieHus U odopmiieHus TenedoHorpamMmm?

VYKaxuTe TUIIOBbIE OPraHU3ALMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0NPOU3BOJICTBA

KakoBsI 11e11 1 3a/1a9u CITy>KOBI IeITONPON3BOCTBA?

Kakune ocHOBHbIE (DYHKITH BBIMOIHAET CIy*0a AeI0NpOU3BOACTBA?

Kaknmy HOpMATHBHBIMU JJOKYMEHTaMH PErJIaMEHTHPYETCS IeATEIbHOCTh CITY)KOBI JIeIT0-
IIPOU3BOJCTBA?

UYto moHUMaeTCs o1 00beMOM IOKYMEHT0000poTa?

YTo BXOJUT B MOHATHE JOKYMEHTOOOOpOTA?

Yro BIUMSET HA OPTAaHU3ALHUIO ABMKEHHS TOKYMEHTORB?

KakoBbI OCHOBHBIE NpaBHJIa OpraHU3aly JOKYMEHT0o000opoTa?



42.
43.
44.

45.
46.

47.
48.
49.
50.
. Kakoe mecTo 3aHMMaeT KOHTPOJIb 3a UCIIOJHEHUEM JTOKYMEHTOB B YIIPaBIECHYECKON J€sl-

51

52.
53.
54.
55.

56.
57.
58.
59.
60.
. UTo nmoHMMaeTcs 1moJ| SKCIepTU30il IEHHOCTH JOKYMeHTa?
62.
63.
64.

61

65.
66.

Kakne ocHOBHBIE IOTOKH AOKYMCHTOB MOJXHO BBIACIIUTH B OpraHu3allul U B 4YCM HUX
0COOEHHOCTH?

B ueM 3HaueHMe NpeaBapUTENBHOIO MPOCMOTPA U PACIPEIEICHUS IOCTYIUBIINX JOKY-
MEHTOB M KaK OHU IPOBOJATCS?

Ha3zoBwure sTansl paboThl HCHIOIHUTENA ¢ JOKyMeHTaMu. TpeboBanus Kk 00paboTKe ncxo-
JSIIIUX JTOKYMEHTOB.

[TpaBuna 00pabOTKM NCXOAAIINX TOKYMEHTOB

3HavyeHHe PErucTpalnuy JOKYMEHTOB, KAKOE MECTO OHA 3aHMMAeT B OpraHU3alU{ JIENOo-
IIPOU3BOJCTBA?

Kakue nanHbIe 0 TOKYMEHTE 3alMCHIBAIOTCS B IIPOIIECCE €T0 PErHCTPAIn?

HazoBure ¢hopMbI peructpanuu TOKyMEHTOB. X JOCTOMHCTBA U HEOCTATKU

3HaueHne MH(POPMAMOHHO-CIIPABOYHON pabOThl B OPraHU3aLUH JACIONPOU3BOICTBA
®opmbl opraau3anuy HHGOPMaITMOHHO-CIIPABOYHON PA0OTHI B yUPEKICHUH

TEIbHOCTHU?

UTto Takoe CpOKOBBI KOHTPOJIb?

Uro Takoe TeKyIUi KOHTPOJIb, MPEAYIPEIUTENbHbIN KOHTPOIb?

YT0 nmoHMMaeTcs 1o UTOrOBBIM KOHTPOJIEM?

Kakue nokyMeHThI MOHUMAIOTCS MOJT 000OIEHHBIM Ha3BaHUEM «OOpallleHHE TPaXKIaH»?
B yem ocoOeHHOCTh BeIeHUS AeTONPOU3BOICTBA IO 0OpAIIeHUIM Ipaxaan?
Uto Takoe HOMEHKJIaTypa Jen?

KakoBbl 00mire TpeOoBaHUS K HOMEHKIIAType 1em?

Kak odopmisiercs HomeHkIaTypa jen?

Yro nonumaetcs noj GopMUpOBaHUEM J1eT?

KakoB nopsiiox xpaneHus aen?

KakoBbl OCHOBHBIE KPUTEPUU OLICHKH JIOKYMEHTOB?

KakoB nopsi1ok NpoBeAeHNsI SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?

Kak odopmisitoTcst 1ena BpeMEHHOIO CpOKa I0JIb30BaHUs, MOCTOSIHHOTO U JOJITOBpe-
MEHHOT'O CPOKOB XpPaHEHUs?

KakoB nopsiiok nepegauu gen B apxuB?

Hcropus pa3Butus POCCUICKOro 1eI0IpOU3BOICTBA



