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ATTECTAIIMU OBYYAIOIIIUXCA ITO JMCIUIIVIMHE (MOAYJIIO)

1. OOunmue cBeaeHud

1. | Kadenpa [lemaroruku

2. | HanpaBnenue noaroroBku | 44.03.01 Ilenarornyeckoe o6pazoBaHue
HanpasieHHOCTB

3. P HauansHoe obpa3oBanue
(mpocunb)

€JIOIIPOU3BOICTBO U JOKYMEHTOO0OPOT B 00pa30oBaTEIbHOM
4. | TucuurimHa (MOIYIIb) A P A JOKyM p p

YYpEKIACHUU
5. | ®opma oOydeHUs OYHas
6. | T'on Habopa 2022

2. Ilepevyenb KOMINETEHUM i

CriocobeH OCyIIECTBIIATH JENOBYI0 KOMMYHHUKAIIMIO B YCTHOW M NMUCBMEHHOH (opmax Ha
roCyIapCTBEHHOM si3bike Poccuiickoit @enepanun 1 ”HOCTpaHHOM(bIX) s3bike(ax) (YK-4)

CriocobeH ympaBiisiTh CBOMM BpPEMEHEM, BBICTPaMBAaTh W PEAJM3OBHIBATH TPACKTOPHIO
CaMOPAa3BUTHsI HA OCHOBE MIPUHITMTIOB 00pa3oBaHus B TeueHHe Beell sxu3Hu (YK-6)




3. Kputepuu u noka3areji OLeHUBAHUS KOMIIETeHIIMH HA Pa3JIMYHBIX 3Tanax X ()OpMHUpPOBaAHUS

Jran ® HNnpnkaTopsl Kputepun n noka3aresii OneHUBAHUSI KOMIIEeTeHIMIA ®opmbl
¢dopmupoBanus Op“:dal;pye- JOCTHIKCHUSA KOHTPOJIA
KOMIIeTeHIMH KOMIIeTeHIMH 3HaTh: YMeTh: Baaners: chopmupoBa
KOMIIETeH-
(pazaensl, TeMBbI HHOCTH
JHCIHIIJIMHBI) s KOMIeTeHIui
Pasgen 1. VK4 VK-4.1. Bnageer HOPMAaTHBHBIC paIMoHaIbHO U METOIAMH, CIIocod0amMu TTogroroBka x
Conepxanue, YK-6 CHCTEMOM HOPM JIOKYMEHTBHI TI0 3 dexTrBHO W CpPelCTBaMU MPaKTUIECKUM
3HaYCHHE pycckoro YHU(DHUKATIT 1 OpPTaHN30BBIBATh TTONTyYCHUS, XPAHEHUS, 3aHATHAM
JIEIIOTIPON3BOICTRA. JUTEPATypHOTO SA3bIKA CTaHJApTHU3AINH B JIEJIOTIPON3BOICTBO B repepaboTKu (BBICTYIUICHHE C
TexHonorus IIPH €T 00JacTH TOKYMEHTALUU, | 0Opa3oBaTEIbHOM uH(pOpMAIINHY, Mpe3eHTaIMen),
OpraHu3aIH HCTIOJIb30BaHUH B JIeHCTBYIOINE Ha OpraHU3aINH; OCHOBaMH TeCTOBas
JICITOTIPOU3BOICTBA B KauyecTBe teppuropuu PD; COCTaBIIATh Y4€OHO- KOMIIBIOTEPHOU pabota
00pa3oBaTeILHOM rOCYJIapCTBCHHOTO rOCyIapCTBCHHEIC METOJIMYCCKUC U rPaMOTHOCTH;
YUPESKICHUU si3pika P® 1 HOpMamMu CTaHIAPTHI U HOPMATHBHO-ITPABOBBIC TEXHOJIOTHEH
HMHOCTPAaHHOTO(BIX) 3aKOHOJIATCIIbHBIC AKTHI JIOKYMCHTHI, OpraHu3aIH
SI3BIKA(OB), HCHIONB3YeT | MO AOKYMEHTHPOBAHMIO; | PETJIAMEHTHPYIOIIHE JIEITOTIPON3BOICTBA B
pasiuunbie (popMEI, CHCTEMBI JOKYMEHTAINH, | NeSATeIHHOCTD o0pa3oBaTeTsHOM
BHIBI YCTHOH H TpeOOBaHUS K oOpa3zoBaTenpHON YIpEKACHUH.
MTUCHMEHHON COCTaBJICHUIO 1 OpraHU3aIHH.
Pasgemn 2. VK4 KOMMYHHKAILIAH. 0(hOpMIICHUIO paIMoHaIbHO U METOIaMH, CIrocod0amMu IToaroroBka x
HopwmarusHo- YK-6 VYK-4.2. Ucnonb3yet JIOKyMEHTOB; 3¢ dexTHBHO U CpelCTBAMHU MPaKTUIECKUM
3aKOHOJATeIbHAs 0a3a. SI3BIKOBBIE CPEJICTBA THUIOBbIE UHCTPYKIUU [10 | OPraHW30BBIBATH MOJTyYCHHUSI, XPAHCHHUS, 3aHATUSIM
OCHOBHBIC BUJIBI JUISL TOCTHOKEHUS JIEJIOTIPOU3BOICTBY, JIENIOTIPOU3BOCTBO B nepepaboTKu (BBICTYIUICHHE C
JIOKYMCHTOB H podecCHOHANBHBIX periaaMeHT paboThI, 00pazoBaTenbHOM uH(pOpMAIINHY, Mpe3eHTaImen),
CUCTEMBI LeJIcH Ha PYCCKOM U JIOJDKHOCTHBIC OpraHU3aINH; OCHOBaMH TECTOBas
JOKYMCHTAallUU. I/IHOCTpaHHOM(LIX) HWHCTPYKIUH, COCTaBJIATh yqe6H0- KOMHL}OTepHOﬁ pa60Ta
OcobenHoCcTH sI3BIKE(ax) B paMKax OCHOBHBIE BHIBI METOJIYCCKUC U TPaMOTHOCTH;
NOJATOTOBKH U MCEXKITUIHOCTHOTO 1 JOKYMCHTOB, HOPMAaTHUBHO-IIPaBOBLIE TEXHOJIOTHEH
o(hopMITIEHHS OTIEITBHBIX MEXKYIBTYPHOTO peTIaMEHTHPYIOTIX JIOKYMCHTHI, OpTaHU3aIIH
BUZIOB TIOKYMCHTOB O0IIeHHS. 00pa30BaTEeNBFHYIO perIaMeHTUPYIOLINE JICTIONPON3BOJICTBA B
YK-6.1. Onpenensier JIeSATEHHOCTD; JIESTEITbHOCTD 00pa3oBaTeTFHOM
CBOM JIMYHBIE PECYPCHI, | OCHOBEI 00pa3oBaTeIBLHON YIpEKIACHUH.

BO3MOXXHOCTHU U

JACJIONPOU3BOJACTBA B

OpraHU3aIHH.




Paznen 3. YK-4 OrpaHUYEHHUS IS 00pa30BaTeNILHOM paLMOHAIBHO U METOJaMH, CIIOCO0aMHU Tloaroroska x
dopmupoBaHUE JCT U YK-6 JTIOCTHIKCHUS YUPEIKICHUU. 3¢ hexTHBHO U CPEACTBAMHU MPAKTHYCCKUM
OpTaHU3aIMsl XPaHCHHS MIOCTaBJICHHOW TICTTU OpPTraHU30BBIBATh MOJTyYCHHSI, XPAHCHHUS, 3aHATUIM
JIOKyMEHTOB. VYK-6.2. Co3naer u JISIIOTIPOU3BOJICTBO B epepabdoTKu (BBICTYIUICHHE C
DKcHepTr3a EHHOCTH JIOCTpanBaeT obOpazoBaTebHOM uH(pOpMAIIHH, TIpe3eHTaIeH),
JIOKYMEHTOB. WHAWBHIYATBHYIO OpTaHU3aINH; OCHOBAMH TECTOBas
Texandyeckue TPACKTOPHUIO COCTaBIIAATh Y4€OHO- KOMITHIOTEPHOM pabora,
CpeICTBa, caMOpa3BUTHS IIpU METOJIYECKUE U TPaMOTHOCTH; KOHTPOJIbHAS
HCTIOJb3yEMBIC B MOTTyICHUN HOPMaTHBHO-IIPABOBBIC TEXHOJIOTHEH pabora
JICITOTIPOU3BO/ICTBE. poheCCHOHATHHOTO JIOKYMCHTHI, OpraHu3aIH
DNEeKTPOHHBIN o00pa3oBaHus periaMeHTUPYIOIIUE JICITOTIPOU3BOICTBA B
JIOKYMEHTO000POT JICSITETbHOCTD 00pa3oBaTeIbHOM

00pa3oBaTepHOU YUPEIKIACHUU.

OpraHu3aIHH.

IIIkajia ONeHNBAHUA B PAMKAaX 0A/JIbHO-PEHTHHIOBOM CHCTEMbI

«yJOBJIETBOPUTENBbHO» — 61-80 Gamuios
«0TIM4HO» — 91-100 Gannos

«HEYJIOBJIETBOPHUTEIBHO» — 60 OAJUIOB U MEHEe;
«xoporio» — 81-90 6anmoB



4. Kpurepuu u IKAJIbI OLlCHUBAHUS

4.1. Kputepun o1leHKH BbINOJTHEHUS TeCTOBOH padoThI

[TporieHT MpaBMIIBHBIX OTBETOB Jlo 60 61-80 81-100

KonnyecTBo 0asioB 3a pelieHHbIH TeCT 5 6-10 11

* 4.2, Kputepuu olleHKM BbICTYILIEHHS C Npe3eHTanune

[Ipenen AMUTETLHOCTH KOHTPOJIA Samwmra: 10 Mmug
BBICTYIUICHUE + OTBETHI Ha
BOIPOCHI
Kpurepun onenkn (COOCTBEHHO Npe3eHTALMH U 3alUTHI): Baauas! (3a 1 npe3enTanuio)
Cooeprcanue:
- c¢(opMyIHpPOBaHA eJIb PAOOTHI; 1
- IOHSITHBI 33J1a4M U X0J] paboTHI; 1
- nH(OpMaIHsI U3JI0KEHA TTOJTHO U YETKO; 1
- WUIIOCTpPALUU yCWIMBAIOT 3((EKT BOCHPUATHS TEKCTOBOM 1
JacTH HH(GOpMAIUH;
- CJI€JIaHbl BHIBOIBI 2
Odhopmnenue npezenmayuu:
- €TUHBINA CTHIIb 0OPMIICHHUS;
- TEKCT JIETKO YUTAETCs, POH COYETACTCS C TEKCTOM M TpadUKoii;
- BCe mapameTpsl mpudTa X0opouio nogoopaHsl, pazMep mpudra
ONTUMAJILHBIN U OQWHAKOBEIM Ha BCEX ClIalIax;
- KJIIOYEBBIE CJIOBA B TEKCTE BBIJICJICHBI 1
Ippexm npezenmayuu:
- o0111ee BIeyaTaeHue OT MPOCMOTpa MPE3eHTAIUN 4
MaxkcumajibHOE KOJIHYeCTBO 0AJ1T10B 14

* 4.3. O0mue KpUTEPHUH ONIEHKH BHICTYIJIEHUSI CTY/IEHTOB HA MPAKTHYECKHUX
(ceMHMHAPCKHUX) 3aHATHAX

Kpurtepun onenkn OuenkapadoTbl
BBICTYIVICHHS] HA MPAKTHYECKHX (CEeMHUHAPCKHX) 3aHATHSIX: (s 1 BRICTYIUICHNS)
- aKTUBHOE y4acTHe B 00CYXIECHUH MPOOJIEM KaKIO0Tro 2

MPAKTUYECKOTO 3aHATUA (CEMHHApa), CaMOCTOSITEIbHOCTh
OTBETOB, CBOOO/IHOE BJIaJICHUE MATEPUAIIOM, ITOJTHBIE U
apryMEeHTUPOBAHHbBIE OTBETHI HA BOIPOCHI PAKTUUIECKOTO
3aHsTHS (CEMUHApa), y4acTUe B AUCKYCCUSX, TBEPAOE 3HAHUE
JIEKIIMOHHOT'O MaTepuaa, 00s3aTeIbHON U PEKOMEHI0BAaHHOM
JIOTIOJIHUTEIBHOM JINTEpaTyphl, peryisipHas MOCEaeMOCThb
3aHITHH;

- HEJOCTATOYHO IMOJHOE PACKPBITHE HEKOTOPBIX BOIPOCOB 1,5
TEMBI IPAKTUYECKOTO 3aHTHS (CEMUHApa), HE3HAUNTENbHbIE
OmMOKY B (POPMYJIMPOBKE KaTETOPU U TOHATUN, MEHbILIAs
AKTUBHOCTb HA MTPAKTUYECKUX 3aHATUAX (CEMUHApPAX),
HEMOJIHOE 3HAHME JIOTIOJIHUTEIBHON JIUTEPATYpPhl, XOpOIIast




MIOCEIIAEMOCTE;

- OTBETHI OTPAXKAIOT B LIEJIOM IIOHUMAHUE TEMBI, 3HAHUE 1
COJIEPKaHUsI OCHOBHBIX KaTE€rOPUI U IMOHATHH, 3HAKOMCTBO C
JIEKLIMOHHBIM MaTE€PUAJIIOM U PEKOMEHJOBaHHON OCHOBHOU
JUTEPATypOH, HEAOCTATOYHAS! AKTUBHOCTD HA 3aHATHUSAX,
OCTAaBJISIOIAS XKENATh JIYYIIEro OCEIAEMOCTh;

- TACCUBHOCTH HA MPAKTUYECKUX 3aHATUAX (CEMHHapax), 0
qacTasd HCrOTOBHOCTD ITPH OTBECTAX Ha BOIPOCHI, IJI0Xas
MOCELIaeMOCTh, OTCYTCTBHE KaueCTB, YKa3aHHBIX BBILIE JIJIS
TMOJIYYCHH A 60.]166 BBICOKHX OIICHOK

* 4.4. Kputepuu olleHKH BbINOJTHEHUS KOHTPOJIbHOI PadoThl

[IpoLIeHT BBINOIHEHHUS Jlo 60 61-90 91-100

basel 3a BeIMOTHEHWE KOHTPOJIBHON PabOThI 15 16-24 25

* 4.5. O061mue KpUTEPUM OLIEHKH OTBETOB CTYJAE€HTOB HA 3a4eTe
Kpurtepuu oneHku Ha 3a4ete (B Omitere 2 Borpoca). Kaxsiii Borpoc — 20 6aos.

Banabl

XapaKTepuCTHKH 0TBETA CTYAEHTA

20

- CTYZICHT TJTyOOKO W BCECTOPOHHE YCBOMII IIPOOIIEMY;

- YBEPEHHO, JIOTUYHO, TIOCJICIOBATEIIBHO M TPAMOTHO €TI0 U3JIaraer;

- ONMHUpPAsCh HA 3HAHWSI OCHOBHOW M JOMOJHHUTEIBHON JUTEpPATyphl, TECHO
MPHUBSA3BIBACT  YCBOCHHBIC HAy4YHBbIC IIOJOXKEHUS C  MPAKTHYCCKOM
EeITEIbHOCTEIO;

- yMeJIO 00OCHOBBIBACT U aPTyMEHTHPYET BBIIBUTAEMbIC UM UJICH;

- JenaeT BLIBOIBI M 0000IIEHH;

- CBOOO/IHO BJIAJIEET MOHATHUSIMU

15

- CTYACHT TBEPJIO YCBOWUJ TEeMY, TPaMOTHO U MO CYIIECTBY H3Jaraer ee,
OMUPAsICh HA 3HAHUS OCHOBHOM JINTEPATYPHI;

- HE JIONYCKAET CYIIECTBEHHBIX HETOUHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUUYECKOMN JACSATEIHHOCTHIO;

- ApryMEHTHUPYET HayUHbIE TIOJIOKECHUS;

- JIeJaeT BBIBOIBI U 0000IIEHN;

- BJIaJIe€T CUCTEMOM OCHOBHBIX IIOHATUH

10

- T€Ma pacKpbiTa HEJOCTATOYHO YETKO U MOJHO, TO €CTh CTYACHT OCBOWJI
mpobieMy, MO CYIIECTBY H3JIaraeT ee, ONMUPasch Ha 3HAHUS TOJBKO
OCHOBHOM JIUTEPATYPHI;

- JIOMYCKAaeT HECYIIECTBEHHBIE OMIMOKN U HETOUHOCTH;

- HCTIBITHIBAET 3aTPYAHECHUS B MPAKTUYECKOM TPUMEHEHUN 3HAHUM;

- c1abo apryMeHTUPYeT HayIHbIE TIOJIOKEHUS;

- 3aTpyaHSAETCS B (OPMYITMPOBAHUH BHIBOJIOB U 0000IICHMIA;

- JACTUYHO BJIaJceT CUCTEMOH ITOHITHU

- CTYZIEHT HE YCBOMJI 3HAYUTEIILHOIN YacTH NpoOIEMBbI;

- IOITYCKAaeT CYIIECTBEHHBIC OMMOKY U HETOYHOCTH IPU PACCMOTPEHUH €¢;
- HCIIBITHIBAET TPYAHOCTH B MPAKTUYECKOM NMPUMEHEHUH 3HAHUIA;

- HE MOXET apryMEHTUPOBAaTh HAyYHbIE MOJOKECHHUS;

- He OopMYJIMPYET BHIBOJIOB U 00OOIICHUIA;

- JACTUYHO BJIAaJceT CUCTEMOH ITOHITHU

- CTYACHT HE OTBCTHUJI HAa BOIIPOC




S. TunoBble KOHTPOJIbHbIE 3aJaHUSI M MeTOANYECKHe MaTepHaJbl, onpeaesiiomue
Npoueaypbl OLEHHWBAHMS 3HAHMIi, YMeHHil, HABHIKOB M (WJIM) ONbITA /1eSTeJHLHOCTH,
XapaKTepu3ywIIUX JTanbl (OPMHPOBAHMS KOMIIeTeHIMII B Ipolecce OCBOEHHS
o0pa3oBaTeIbHON NPOTrPaMMBbl.

5.1. TecroBas padora

[y

Kaxkue BuabI 0JIaHKOB MOKeT UCI0JIb30BATH 00pa30oBaTeIbHAS OPraHU3alMs:
OJIaHK MIHCHMA;
o0IIMi OJIaHK;

OJIaHK TIPHUKa3a;

o 0w »

OJIAaHK TOCTAHOBJICHUS.

2.B kakoMm ciydae o0si3aTesieH peKBU3HT «CripaBoYHbIe JaHHbIC 00 OPraHU3ALMI»:
A. mpu odopMIICHUH THCHMA;

B. npu odopmiiennn npukasa;

C. mpu ohopMIICHHH TPOTOKOIIA;

D. npu opopmieHnn pacnopsiKeHus.

3.YkaxuTe 10MyCTUMbIe HANIMCAHUS AaThI IOKYMeHTA:
A. 25 maprta 2010 roga;

B. 25 map. 10T;

C. 25.03.2010;

D. 25.03.10.

4.Haiinute cooTBeTcTBHE MeKAYy GOpMON U 1aTOH JOKYMEHTAa:

1.muceMoO A.fgaTta coOBITHS
2.MpuKa3 B.nara 3acenanus
3.IpOTOKOJI C.nata perucrpanuu
4.aKT D.nata nonnucanus

S.PeKBU3UT NOANNCH BKJIKOYAET:
A. JIMYHYIO IOATNHNCH, 1ATY;
B. HamMmeHOBaHME JOJKHOCTH JIMIA C YKa3aHUEM YUpeXJIeHUs (eciu TOKyMeHT odhopmiieH

He Ha OJIaHKe) JTUYHYIO TOJMUCH, paCIIM(PPOBKY MOJIUCH, IaTy.

6.CnipaBouHbIe JaHHbIE 00 OPraHU3AI UM BKJIKOYAIOT:

A. TIOYTOBBIN aJpec OpraHu3aluu;



B.
C.

MOYTOBBIN ajjpec U HoMepa TeIePOHOB;

MOYTOBBIN aapec, HoMepa Tese(hOHOB U IPYyTUe CBEICHHS 110 PEIICHUIO OpraHu3aluu

(Homepa (pakca, cueToB B OaHKe, a[ipec dJIEKTPOHHOM MOYTHI U Jp.).

oo

aQw »

A.
B.

PerucrpanuoHHblii HOMEpP T0KYMEHTa

NpeaACTaBJIACT coboit HOpHI[KOBBIﬁ HOMCP JOKYMCHTA U MOKCT NONOJHATHCA HHACKCAM 1

JlaTa perUCTpaIiy JOKYMEHTA.

OTMeTKY 0 MOCTYIVICHUH JOKYMEHTA B OPraHUu3alui0 NPOCTABJISAIOT:
B IIPaBOM BEPXHEM YTy JOKYMEHTA;
B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HHZKHET'O ITIOJISA IEPBOro JUCTa JOKYMCHTA.

K ropuanyecku 3HaYMMBIM OTHOCSTCS CJIeAyIOIIUe PEKBU3UTHI:
MOATHNCH, TIeYaTh, TpUQ YTBEPKIACHUS JOKYMCHTA;

MOATHNCH, 1aTa JOKYMEHTA, eYaTh, TpUQ) YTBEPKACHUS JOKYMEHTA, PErUCTPAIIMOHHBIN

HOMEp JIOKYMEHTA;

C.

10.

w

11.

HaMMCHOBAHUC BHJa JOKYMCHTA.

J1s1 yka3aHusi IPUYHH, BHI3BABIINX KaKHe-TH00 HAPYIIeHH s, COCTABJISIETCSI:
ciy>keOHast 3aIncKa;
CIpaBKa;

00BSICHUTEIBHAS 3alIHCKa.

IIpukazamMu M0 OCHOBHOM AeSITEJIbHOCTH 0(POPMIISIOTCS:
IpUeM, YBOJIbHEHHE U NTEPEBOJ PAOOTHUKOB,;
OpraHU3alMOHHBIE BOIIPOCHI.

Kuroun k Tecry:

2 3 4 5 6 7 8 10 11

AB

=\

ABCD | AC | 1c;2d;3bsda B C B C AC AB

5.3. KourpoabHas padora

Od¢opMmiieHne NpUKa30B MO JUYHOMY COCTABY.

OdopmieHre TPYy10BOIl KHUKKH.




L]env: mpuobpecTy HaBBIKU B 0()OPMIICHUH MPUKA30B 10 JINYHOMY COCTaBY, MPAaBUILHO
3aM0JIHATh Pa3IeNbl TPYI0BOM KHIKKH.

Bam Heo6xonumo opopmuts Ha padoty CunopoBy Ounbry [leTpoBHy, KOTOpasi MpUHUMAETCS
¢ 01 cents6ps 2016, (ponunacs 23.09.1990 rony B r. MypMaHcke), yJaiascs TPETbero Kypca
MypMaHCKOT0 apKTUYECKOT0 roCyAapCTBEHHOTO YHUBEPCUTETA, HA JIOJKHOCTh JOKYMEHTOBEIA
C MCIBITATENbHBIM CPOKOM 3 Mecsla, Ha ocHoBaHUM npukasa Ne 23-k ot 01.09.2016 r.

10 oxTts10pst 2016 r. mpuHOCUT cBUIETeNbCTBO 0 Opake [-OJ] Ne324 ot 09.10.2016 1., rae
yKa3aHo, 4To OHa noMeHsu1a pamunuio Ha Ko3znoBy.

5 nronst 2017 r. mpuHOCHUT TUTIIIOM O BbIciieM oOpa3zoBanuu Ne BK-345234 ot 15.06.2017 r.,
I7Ie YKa3aHo, YTO OHA MOJy4HJa KBaJU(HUKAIUIO YUYUTENIb PYCCKOTO SI3bIKa W JIUTEPATyphl IO
CIIENUANBHOCTU «DMITOJIOTUSI»

01 centsiopss 2017 1. mepeBOAUTCS HA JOJDKHOCTh YUHUTEIb PYCCKOTO SI3BIKA U JTUTEPATYPHI
Ha ocHoBaHuu npukaza Ne 31-x ot 01.09.2017 1.

12 nexabps 2017 aTTecTyercsi HA COOTBETCTBHE IO JTOJDKHOCTH «y4HUTeNb» (mpuka3 Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBONBHSAETCA MO COOCTBEHHOMY KEJIAHHWIO, HA OCHOBAHHWH TpuKaza Ne

24-x or 31.12.2017 r.
Heo0xonnMmo, 3an0JHUT, NPHKa3 0 NpHeMe, NepeBoAe, YBOJIbHEHNH, KapTouky T-2,

TUTYJIBHBIH JIUCT U CBeJleHUA 0 padoTe B TPY10BOIl KHHKKeE.

5.4. Bonpockl K 3a4eTy

1.Uto BKIIOUAET B c€0s1 IOHATHE «JIETOMPOU3BOJICTBO»?

2. YTo moHMMaeTCcs Mo/ FOPUIUYECKON CUITON JOKYMEHTA?

3. Yto Takoe cTaHIapTU3aLMs JOKYMEHTOB?

4. Yto Takoe yHU(DUKAIUSI JOKYMEHTOB?

5. HazoBuTe OCHOBHBIC BU/IBI OJTAHKOB, IPUMEHSIEMBIX B YUPEXKICHUN

6. [lepeuncnure peKBU3UTHI, BXOASIIME B COCTaB OJIaHKA U1 MHChMA.

7. YUeM oTnnuaercst o0Imuid OJ1aHK OT OJlaHKa JUIs muchbMa?

8. Kakue TtpeOoBaHMs MPEenbABIAIOTCA K OG(GOPMIEHUIO PEKBU3UTA «HAUMEHOBAaHUE
opraHu3arumn»?

10. YTo BXOIUT B COCTaB PEKBU3UTA «CIPABOYHBIC TaHHBIE 00 OpraHu3aIum»?

11. KakoB nops10k AaTUpOBaHUs JOKYMEHTA U BUbI 1aT?

12. KakoB nopsiiok aipecoBaHusi JOKyMeHTa?

13. Kakumu criocobamu oopmiisieTcst yrBepkJIeHIe JOKyMeHTa?

14. Kakue TpeboBaHMS NPEIBABISIOTCS K PE30JIONNH, KAKOB TOPSIIOK e 0hopMIIeHHUS ?

15. KakoB nmopsiaok opopMIIeHUS IPUIIOKEHUN K JOKYMEHTY?

16. KakoB mopsiiok ohopMIICHHS pEeKBU3UTOB «ITOAMUCH» U «OTMETKH O 3aBEPEHUH KOTIHH»?

17. Kak odopmisieTcst coriacoBaHue JOKyMeHTa?

18. KakoB mopsiiok MpOCTaBICHUS Ha TOKYMEHTaX nevyaTen?

19. Ilepeuncnure OTMETKH, IPOCTABICHHBIE HA BXOAILIEM JOKYMEHTE, YKAXKUTE MOPSIIOK UX
odopmIIeHHUS.

20. Kakue oOuire TpeOoBaHUS MPEABABISAIOTCA K TEKCTY TOKyMeHTa?



21.

22.
23.
24.
25.
26.

27.

28.
29.
30.
31.

32.
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38.
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42.
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45.
46.
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54.
55.

56.
57.
38.
59.
60.
61.

W3 xakuX CMBICIOBBIX YaCTEH COCTOUT TEKCT MOKYMEHTa M KaK OHU PACIOJNIararoTcs B
tecre?
B uem npeumymiecTBa coctaBieHus ¥ 0hOpMIICHHS TOKYMEHTOB Ha KOMIIbIOTEpe?
B yem ocoOeHHOCTH sA3bIKa U CTHIISL CIYKEOHBIX TOKYMEHTOB?
Kakoe 3nauenue nmeer 3Hanue opdorpaduu mpu co3TaHuM CIy)KEOHBIX TOKYMEHTOB?
Kakue TpeboBanus NpeabsaBIsSIOTCS K KOMIO3HUIIMH CIYKEOHBIX TOKYMEHTOB?

HazoBuTe BUABI OpPraHU3aIlMOHHBIX JOKYMEHTOB W YKaXXHTE€ OCOOCHHOCTH WX
COCTaBJICHHS ¥ O(POpPMIICHUSI.

HazoBure BHIBI pacHOpPSIUTENBHBIX JOKYMEHTOB H YKOKUTE OCOOCHHOCTH UX
COCTaBJICHHS ¥ O(POpPMIICHUSI.
B yem ocobenHoCTH cocTaBiaeHHus U 0(hOPMIICHHUS TIPOTOKOJIA?
B ueM ocoGenHoCTH cocTaBiieHus 1 opopmiIeHUS akTa?
Kaxkue TpeGoBaHUs MPEIBABISIOTCS K COCTaBICHUIO U 0(POPMIICHHUIO CITPABOK?
Kaxkune TpeGoBaHUs MPEABSIBISAIOTCS K COCTaBICHUIO M OPOPMIICHUIO CITY)KEOHBIX TTHCceM?
KaxkoBbl pazHoBuHOCTH NHCEM?
Kakue TpeboBanus npeabsaBIsIOTCS K COCTaBIECHUIO U 0)OPMIIEHUIO TeserpaMm?
KakoBbl ocobeHHOCTH cocTaBieHHs U opopmiIeHus TenedoHorpamMm?
VYKa)kuTe TUIOBbIE OPraHU3alMOHHbBIE CTPYKTYPBI CITYXKObI 1€JI0NPOU3BOICTBA
KaxoBsI 11em 1 3aa4u C1yKO0bI 1eT0NpOn3BOICTBA?
Kakue ocHOBHBIE (YHKIIUH BBIMOJIHAET CIIyX0a AeT0npon3BoAcTBa?

Kakumu HOpMATHBHBIMH JOKYMEHTAMH PETJIAMEHTHUPYETCS JEATeIbHOCTH CIYXKObI
JIeTTONPON3BOICTBA?
Uro noHnMaeTcst o1 00beMOM JOKYMEHTO00opoTa?
YTto BXOAWT B MOHATHE TOKYMEHTOOOOpOTa?
Urto BAMsET Ha OPraHU3AINIO JIBIKECHUS JOKYMEHTOB?
KakxoBbI OCHOBHBIE TIpaBUIJIa OPTaHU3AIIUN JOKYMEHTO000poTa?

Kakue ocHOBHBICE MOTOKHM JOKYMEHTOB MOXHO BBIICTUTH B OPTaHU3AIMH U B YeM HUX
0COOEHHOCTH?

B dyem 3HauyeHHWe mpPENBAPUTEIHLHOTO MPOCMOTPAa M PACIpPENCTICHUS IMOCTYMUBIINX
JOKYMEHTOB M KaK OHH MTPOBOASTCS?

HazoBute sTambl paboThl HCIOJHUTENS € JOKyMeHTamMHu. TpeGoBanus kK 00pabOoTke
UCXOJSIINX TOKYMEHTOB.
[IpaBuna 06pabOTKH UCXOIAIMMUX JOKYMEHTOB

3HaueHUE PErucTpaluy JOKYMEHTOB, KaKO€ MECTO OHa 3aHUMaeT B OpraHMU3aluf
JIeIOMPOU3BOICTBA?
Kakue nanHbie 0 TOKyMEHTE 3allUChIBAIOTCS B IPOLIECCE €0 PErucTpaun?
HazoBure ¢hopMbI peructpaiuu 10KyMeHTOB. FIX TOCTOMHCTBA U HEAOCTATKU
3HaueHue HHPOPMAIMOHHO-CIIPABOYHOM pabOThI B OpraHU3alluy JeJI0NPOU3BOICTBA
®opMbI OpraHu3aui HHPOPMAITHIOHHO-CIIPABOYHOU PabOThI B yUPEIKICHUU

Kakoe MecTo 3aHMMaeT KOHTpOJIb 3a MCHOJHEHUEM JIOKYMEHTOB B YIIPaBICHUYECKOMN
JeATEeTbHOCTH ]
UTo Takoe CPOKOBBIA KOHTPOJIb?
UYro Takoe TeKyIUi KOHTPOJIb, IPEAYIPEIUTEIBHBIN KOHTPOJIb?
Yt0 moHMMaeTcs oA UTOTOBBIM KOHTPOJIEM?
Kakne 1oKxyMeHTBl TOHMMAIOTCS 101 000OIICHHBIM Ha3BaHHEM «OOpAIICHUE IPaxIaH»?
B yem ocoOeHHOCTh BeJieHUs AETONMPOU3BOICTBA MO OOpAlICHUSIM IpakaaH?
Uto Takoe HOMEHKIIarypa Jien’?
KaxoBsl 06m1e TpeboBaHus K HOMEHKIAType Aei?
Kak odpopmisiercst HomeHknaTypa aen?
Yro monumaetcs moa popMupoBaHUEM e ?
KaxkoB nopsinok xpanenus nen?
UTo nmoHMMaeTCs MO AKCIEPTU30i IEHHOCTH IOKyMeHTa?



62. KakoBbI OCHOBHBIE KPUTEPUU OLIEHKH TOKYMEHTOB?

63. KakoB mopsiiok MpoBeeHUS IKCIIEPTU3BI IEHHOCTH JOKYMEHTOB?

64. Kak odopmisioTcs Jena BpPEMEHHOTO CpoKa IOJIb30BaHUS,
JIOJTOBPEMEHHOT'O CPOKOB XpaHEHUs?

65. KakoB nopsi1ok nepeaayu aei B apxuB?

66. Ucropust pazButus Poccuiickoro nemonpon3BoicTBa

IIOCTOAHHOIO H



