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1. OOumue cBeaeHud

1. | Kadenpa

Ilegaroruku

2. | HanpaBnenue moaroToBKu

44.03.05 Ilemarormueckoe  oOpa3oBaHue (C  ABYMs
poUISIMA TTOITOTOBKH)

HamnpasnenHnocts
(mpoduiip)

HauanbHoe oOpa3oBanue. Pannee o0yueHne HHOCTpaHHBIM
A3bIKAM

4. | JucrurniaruHa (MO1yJb)

Jle10onpou3BOACTBO U JOKYMEHTOOOOPOT B 00pa30BaTeIbHOM

YUPEKIACHUU
5. | ®opma oOydeHus ouHast
6. | 'og Habopa 2023

2. IlepevyeHb KoMMneTeHIM

CriocoOeH OCYIIECTBISATh JIEOBYI0O KOMMYHHMKAIIMIO B YCTHOHW M MHChMEHHOW (opmax Ha
rocyaapctBeHHOM si3bike Poccuiickoit @enepanuu u nHocTpaHHOM(bIX) si3bike(ax) (YK-4)

Croco0eH ympaBisiTh CBOMM BpEMEHEM, BBICTpauBaTh U PEAINU30BBIBATH TPACKTOPHUIO
CaMOpPa3BUTHS Ha OCHOBE MPUHIIMIIOB 00pa3oBaHus B TeueHue Beeil xu3nu (YK-6)




3. Kputepuu u nokasarejii OLeHMBAHUA KOMIETEeHIMIi HAa Pa3JIMYHBIX 3Tanax ux (OpMUPOBAHUA

Jran ® HNnpnkaTopsl Kputepun n noka3aresii OneHUBAHUSI KOMIIEeTeHIMIA ®opmbl
¢dopmupoBanus Op;:lal;pye- JOCTHIKCHUSA KOHTPOJIA
KOMIIeTeHIMH KOMIIeTeHIMH 3HaTh: YMeTh: Baaners: chopmupoBa
KOMIIETeH-
(pazaensl, TeMBbI HHOCTH
JHCIHIIJIMHBI) s KOMIeTeHIui
Pazpen 1. YK-4 VK-4.1. Bnageer HOPMAaTUBHBIE palUOHAIBLHO U METO/IaMH, criocodamMu IToaroroska k
Conepxanue, YK-6 CHUCTEMOM HOPM JIOKYMEHTEHI 110 3¢ dhexTHBHO U CPEACTBAMHU MPAKTHYCCKUM
3HaueHUE pyccKoro YHH(DUKALIUU 1 OpPTraHU30BBIBATh MOJTyYCHHUSI, XPAHCHHUS, 3aHATUIM
JIEIIOTIPON3BOICTRA. JUTEPATypHOTO SA3bIKA CTaHJApTHU3AINH B JIEJIOTIPON3BOICTBO B repepaboTKu (BBICTYIUICHHE C
Texuomorus IIPH €T0 00J1aCTH TOKyMEHTAIINH, obOpazoBaTebHOI uH(pOpMAIHIH, TIpe3eHTaIeH),
OpTaHU3aIIH HCTIOTb30BaHUH B neiicTByromue Ha OpTaHU3aINH; OCHOBaMH TECTOBas
JIEJIOTIPOU3BOJICTBA B KadecTBe tepputopuu P®D; COCTaBIIAITh y4EOHO- KOMIIBIOTEPHOM pabota
00pa3oBaTeTFHOM TOCYJapCTBEHHOTO rOCyIapCTBEHHEIC METOJMYECKUE U TPaMOTHOCTH;
YIpEeKICHUN s3p1ka PO 1 HOpMaMu CTaHIAPTH U HOPMaTHBHO-IIPABOBBIC TEXHOJIOTHEH
HMHOCTPAaHHOTO(BIX) 3aKOHOJIATCIIbHBIC AKTHI JIOKYMCHTHI, OpraHu3aIH
SI3bIKA(0B), UCTIOJB3YET | MO JOKYMEHTHUPOBAHHUIO; | pErJIaMEHTUPYIOLIUe JIeJIONPOU3BO/ICTBA B
pasiu4Hbie GOpMEI, CHUCTEMBI JOKYMCHTAIUH, | JCATEIHHOCTD 00pa3oBaTeILHOM
BUIBI YCTHOH 1 TpeOOBaHUS K 00pa3oBaTenpHON YUpEeKICHUU.
[IMCHbMEHHOM COCTaBJICHUIO U OpraHu3aIHH.
Paznen 2. YK-4 KOMMYHHUKAIIAH. od)opMneHmo paluoHaJIbHO U METOJaMH, Crioco0amu IToaroroBka k
HopmarusHo- YK-6 VK-4.2. Ucnione3yet JIOKYMEHTOB; 3 dexTrBHO U CpeACTBAMHU NIPAKTUYECKAM
3aKOHOJaTeIbHAA 0a3a. SI3BIKOBBIE CPEICTBA TUIOBBIE HHCTPYKLMHU 110 | OPraHU30BbIBATH TTONTyYCHHS, XPAHEHHS, 3aHATHAM
OcHOBHbIE BHIBI AT TOCTUAKCHUA AEJIOPOU3BOICTBY, JICTIONPON3BOJICTBO B repepaboTKu (BBICTYTUICHHE C
JOKYMEHTOB H po¢heCCHOHATHHBIX peraaMeHT paboTEl, 00pa3oBaTeILHON nHpOpMAaNHH, Tpe3eHTaImen),
CUCTEMBI Iesiei Ha pycCKOM 1 JTOJDKHOCTHBIE OpTaHU3aINH; OCHOBAMH TECTOBas
JIOKyMEHTAITHH. HMHOCTPaHHOM(BIX) HMHCTPYKLIMH, COCTaBIIAATh Y4€OHO- KOMITIBIOTEPHOU pabota
OcobGenHocTr s3bIKe(ax) B paMKax OCHOBHBIC BHJIBI METOAUYECKUE U TPaMOTHOCTH;
TIOJITOTOBKHU U MEXKIIMYHOCTHOTO U JIOKYMEHTOB, HOPMAaTHBHO-IIPABOBBIC TEXHOJIOTHel
o(hopMITCHHUS OTICITBHBIX MEXKYJIBTYPHOTO perIaMeHTHPYHOIIUX JIOKYMCHTHI, OpraHu3aIH
BHUJIOB IOKYMEHTOB oO1eHusI. 00pa30BaTeNbHYIO periaMeHTUP YIOIIUE JIeJIONPOU3BOICTBA B
VYK-6.1. Onpegnensier JIEATENIbHOCTD; JIeATEIIbHOCTh 00pa3oBaTeILHOM
CBOM JIMYHBIE PECYPCHI, | OCHOBEI 00pa3oBaTenpHON YUpeKICHUU.

BO3MOXHOCTH U

JCJIOIIPOU3BOJICTBA B

OpraHU3aIHH.




Pasgen 3. VK4 OTpaHUYCHUS IS 00pazoBaTeILHOM paIMoHaIbHO U METOIaMH, CIrocod0amMu ITogroroBka x
dopmupoBaHHE IET U YK-6 JTOCTIDKEHUS YUpEeKICHNN. 3¢ dexTHBHO ¥ CpeACTBaMH MIPAKTHYECKIM
OpTaHU3aIMsl XPaHCHHS MIOCTaBJICHHOW TICTTU OpPTraHU30BBIBATh MOJTyYCHHSI, XPAHCHHUS, 3aHATUIM
JIOKYMEHTOB. VK-6.2. Co3naer u JIEJIONPOU3BOJICTBO B nepepaboTku (BBICTYILIEHUE C
DKcrepTr3a ICHHOCTU JIOCTPauBacT 00pa3oBaTepHOU uH(pOpMAIINHY, Mpe3eHTaImen),
JIOKYMCHTOB. WHIUBUIYATBHYIO OpraHU3aINH; OCHOBaMH TECTOBas
Texuuueckue TPACKTOPHUIO COCTaBJIATh Y4€OHO- KOMIIBIOTEPHOU paborta,
CpeICTBa, caMOpa3BUTHS NIPU METOJIMYCCKUC U TPaMOTHOCTH; KOHTPOJIbHAS
HCTIOJb3yEMBIC B MOTTyICHUN HOPMaTHBHO-IIPABOBBIC TEXHOJIOTHEH pabora
JIEIIOTIPON3BO/ICTBE. po¢heCCHOHATHFHOTO JIOKYMEHTHI, OpTaHU3aIIH
ONEeKTPOHHBIN oOpa3oBaHUs perIaMeHTHPYIOIIIE JIEITOTIPON3BOICTBA B
JIOKyMEHTOO00pOT NI TEIIBHOCTD obOpa3oBaTelbHOM

obOpazoBaTebHOM YIpEeKIACHUH.

OpraHu3aIHH.

IIkana oueHMBaHUs B paMKaX 0a/UIbHO-PEHTHHIOBOI CHCTEMbI

«yJIOBJIETBOPUTENbHO» — 61-80 Gasios
«oTIaHOo» — 91-100 Ganos

«HEYJIOBJICTBOPUTEIILHO» — 60 Oa/sIOB M MEHee;
«XOpOoHIO» — 81-90 6amioB



4. Kputepum u HIKaJbl OLleHUBAHUS

4.1. Kputepun olleHKH BbINOJTHEHHUS TECTOBOI PadoThI

[IpoLieHT IpaBUIBHBIX OTBETOB Jlo 60 61-80 81-100

KonudecTBo 0amioB 3a pemeHHbIi TECT 5 6-10 11

* 4.2, Kputepuu olleHKM BbICTYILIEHHS C Npe3eHTanune

[Ipenen qUTENBHOCTH KOHTPOJIA 3amura: 10 mun
BBICTYIUICHHE + OTBETHI Ha
BOTPOCHI
Kputepun onenku (COOCTBEHHO NMPe3eHTANNH U 3AIHUTHI): Banubl (3a 1 npe3eHTanmnio)
Cooepocanue:
- copMynrpoBaHa 1eqb paboTHI; 1
- TIOHSITHBI 33JIa4H U XOJ] paOOTHI, 1
- UH(OpMaIKs U3JI0KEeHA MTOJIHO U YETKO; 1
- WUIIOCTpAallMd YCWIHBAIOT 3((GEKT BOCHPHUATHS TEKCTOBOU 1
4yacTu HH(opMaImu;
- cIeJ1aHbl BLIBOJIBI 2
Odopmnenue npezenmayuu:
- IMHBINA CTIJIb 0)OPMIICHHUS,
- TEKCT JIETKO YUTACTCS, JOH COUCTACTCSI C TEKCTOM M rpaHKOif;
- BCe mapameTpsl mpudTa XopoIuo mogoopaHsl, pazmep mpudra
ONTUMAIbHBINA U OJUHAKOBBIN HA BCEX CIANIaXx;
- KJIFOUEBBIE CJIOBA B TEKCTE BbIIEJICHBI 1
Ipexm npezenmayuu:
- o0111ee BIIeYATICHUE OT MPOCMOTPA MPE3CHTAIIUN 4
MakcumajibHOe KOJIH4eCTBO 0a/110B 14

* 4.3. O0mue KPUTEPUH OLIEHKH BBICTYIJIEHHS CTY/ICHTOB Ha MPAKTHYECKHUX
(ceMMHApPCKHUX) 3aHATHAX

Kpurepum oueHku OuenkapadoTbl
BBICTYIJICHHS] HA NPAKTHYECKHUX (CEMHHAPCKHUX) 3aHATHAX: (st 1 BRICTYTLIICHNS)
- aKTUBHOE y4acTHE B 00CYKIEHUHU MPOOIIEM KaKI0TO 2

IIPAKTUYECKOI0 3aHATUS (CEMHUHApa), CAMOCTOSITEIbHOCTh
OTBETOB, CBOOOIHOE BIIaJICHHE MaTepHaIOM, TIOJIHbIE U
apryMEeHTHPOBAHHbBIE OTBETHI HA BOIIPOCHI IPAKTUYECKOIO
3aHATHS (CEMUHApA), yYaCTUE B IUCKYCCUSIX, TBEPAOE 3HAHHUE
JIEKIIMOHHOT'O MaTepuaia, 00s3aTeIbHOW U peKOMEHI0BaHHOU
JOTIOTHUTEIIbHON JIUTEPATYPBI, PEryJIIpPHAs TOCEIAEMOCTh
3aHATHI;

- HEIOCTATOYHO IOJIHOE PACKPBITUE HEKOTOPBIX BOIIPOCOB 1,5
TEMbI IPAKTUYECKOT0 3aHATUS (CEMUHApa), HE3HAUUTEIbHbIE
OMOKH B (HOPMYITHPOBKE KATETOPH U TOHSATHIA, MEHbIIAs
aKTUBHOCTb Ha IPAKTUYECKUX 3aHATUAX (CEMHUHAPaX),
HEIMOJIHOE 3HaHUE JIONOJIHUTENIbHON JINTEpaTyphl, XOpolasi




ITOCEIAEMOCTE;

- OTBETHI OTPAKAIOT B 1I€JIOM TOHUMAHHUE TEMBbI, 3HAHUE 1
COZEP)KaHUSL OCHOBHBIX KaTErOPHUM U NTOHSATHM, 3HAKOMCTBO C
JIEKIIMOHHBIM MAaTEPHAIIOM H PEKOMEHIOBAHHON OCHOBHOM
JUTEPATYpPOM, HEOCTATOYHAsI AaKTUBHOCTh Ha 3aHATHUSIX,
OCTaBJIAIONIAA JKEJATh JIYYIIETO MOCEIaeMOCTh;

- MACCUBHOCTH HA MTPAKTUYECKUX 3aHATUAX (CEMUHApPAX), 0
yacTasi HSTOTOBHOCTb IIPH OTBETAX Ha BOIIPOCHI, IJIOXast
MIOCELIAEMOCTh, OTCYTCTBHE Kau€CTB, YKa3aHHBIX BBILIE JUIS
HOJIy4eHHUs 00siee BBICOKMX OLIEHOK

* 4.4. Kputepuu olleHKH BbINOJTHEHUS KOHTPOJIbHOI PadoThl

[IpotieHT BBIOTHEHUS Jlo 60 61-90 91-100

Basibl 3a BbINOIHEHHE KOHTPOJIbHOW 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

XapaKkTepHCTHKHU OTBETA CTYAeHTAa

20

- CTYZICHT TJTyOOKO M BCECTOPOHHE YCBOMJI MPOOIIEMY;

- YBepeHHO, JIOTUYHO, ITIOCIICO0BATCIIbHO U I‘paMOTHO €ro u3jiaracrt,

- ONHpPasCh HA 3HAHHWS OCHOBHOW M JOIOJHUTEIBHON JHUTEpPaTyphl, TECHO
HpI/IB}I3BIBa€T YCBOGHHBIG Hay‘-IHBIe TIOJIOKCHU L C HpaKTH‘IeCKOﬁ
JEATEBHOCTBIO;

- yMeI0 00OCHOBBIBACT U ApPIYMEHTHUPYET BBIABUTAEMbIE UM UJICH;

- JIeJaeT BBIBOIBI U 0000IIEHNS;

- CBOOOJIHO BIIaJI€€T MOHATUSIMU

15

- CTYACHT TBEPJO YCBOWJ TeMy, TPaMOTHO W TIO CYIIECTBY H3Jaraer ee,
ONMUPASICh HA 3HAHUS OCHOBHOM JINTEPATYpHI;

- HE JIONCKAaET CYNIECTBEHHBIX HETOYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUYECKOMN ACSITEIBHOCTDIO;

- aQpTyMEHTHPYET HayYHBIE TIOJIOKCHUS;

- JenaeT BLIBOILI M 0000IIEHH;

- BJIQJIECT CUCTEMON OCHOBHBIX ITOHATHI

10

- TeMa pacKpbITa HEIOCTaTOYHO YETKO M MOJHO, TO €CTh CTYIEHT OCBOWII
npobieMy, MO CYHIECTBY H3JaraeT €€, ONUpPasCh Ha 3HAHHUA TOJBKO
OCHOBHOM JIUTEPATypHI;

- JIOIIyCKaeT HEeCYLIECTBEHHbIE OIMOKH U HETOUHOCTH;

- UCTIBITHIBACT 3aTPYJHEHUS B IPAKTUYECKOM NMPUMEHEHUH 3HAHUM;

- ¢1a00 apryMeHTHPYET Hay4HbIE OJIOKEHMUS;

- 3aTpyAHseTCs B (OPMYIMPOBAHUH BHIBOJOB U 0000ILECHUI;

- YaCTUYHO BJIaJ€ET CUCTEMOM ITOHITHU

- CTYJICHT HE YCBOWJI 3HAYUTEIILHON YacTH MPOOIEMBI;

- IOITyCKAET CYIIECTBEHHBIC ONTMOKN U HETOYHOCTH TIPH PAaCCMOTPEHUH €€;
- UCTIBITBIBAET TPYJHOCTH B IPAKTUYECKOM IPUMEHEHUHN 3HAHUIA;

- HE MOXET apTryMEHTHPOBATh HAyYHBIC MOJIOKCHHUS;

- He (hOpMYIIUPYET BHIBOJIOB M 00OOIICHHUIA;

- YaCTUYHO BJIAJ€ET CUCTEMOM ITOHITHU

- CTYJCHT HC OTBCTHUJI HA BOIIPOC




5. TunoBble KOHTPOJIbHBIC 3a1aHUA U METOAHUYECCKUE MATCPHAJDbI, ONIpeac/IAI0IIne

npoueaypbl OlEeHMBAHWS 3HAHMI, YMEeHUH, HABHIKOB U (MJIH) ONbITA [eSTeJbHOCTH,
XapakTepu3yloummx JTanbl (OPMHPOBAHUS KOMIETEHIMI B MpoLecce OCBOCHHS
0o0pa3oBaTeJbHOM NPOrPaMMBbl.

[y
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5.1. TecTtoBasi paGora

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

o0IIMi OJIaHK;

OJIaHK TIPHUKa3a;

OJIAaHK TOCTAHOBJICHUS.

2.B kakoMm ciydae o0si3aTesieH peKBU3HT «CripaBoYHbIe JaHHbIC 00 OPraHU3ALMI»:

A.
B.
C.
D.

pu 0(pOPMIICHUH TTUCHMA;
pu o(pOpMIICHUH TIPUKA3a;
npu 0pOPMIICHUN TIPOTOKOJIA;

pu 0pOPMIICHUN PACTIOPSIKEHUS.

3.YkaxkuTe 10NMyCTHMbIe HAMMCAHUSA AAThI IOKyMEHTA:

A.
B.
C.
D.

25 mapta 2010 roaa;
25 map. 101
25.03.2010;
25.03.10.

4.Haiinute cooTBeTcTBHE MeKAYy GOpMON U 1aTOH JOKYMEHTAa:

1.mucemo A.naTta coOsITHA
2.1mpuKa3 B.nara 3acenanus
3.01pOTOKOJI C.nara peructpanuu
4.aKT D.nara moanucanus

5.PexBH3HT MOANMUCH BKJIIOYACT:

A.
B.

JIMYHYIO IOANNCH, AAaTY;

HaMMEHOBAaHME JOJKHOCTH JIMIA C YKa3aHUEM YUpeKJIeHus (eciu TOKyMEeHT ohopMiieH

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

6.CnipaBouHbIe JaHHbIE 00 OPraHU3AI UM BKJIKOYAIOT:

A.

MTOYTOBBIN a7[pec OpPraHu3aIlnu;




B.
C.

MOYTOBBIN ajjpec ¥ HoMepa TeaePOHOB;

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, TpU( YTBEPKIACHUS 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.

Kuawum k Tecry:

2 3 4 5 6 7 8 9 10 11

AB

ABCD | AC |1c;2d;3b4a| B C B C B AC AB

5.3. KonrpoJbHas padora

Od¢opMmiieHne NpUKa30B MO JUYHOMY COCTABY.

OdopmieHre TPYy10BOIl KHUKKH.




L]env: mpuobpecTy HaBBIKU B 0(OPMIICHUH MTPUKA30B MO JUYHOMY 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 MCIBITATENBbHBIM 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 T. yBOJBHSETCA MO COOCTBEHHOMY KEJIaHWIO, HA OCHOBAHHWH TpuKasza 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. Bonnpocsl k 3a4yeTy

1.YTo BKITIOUAET B €O IOHATHUE «IETOMPOU3BOJICTBO»?

2. Yto noHUMaeTCs oA IPUINIECKON CUIION TOKyMEHTa?

3. Uto Takoe cranaapTU3alus JOKYMEHTOB?

4. Yro Takoe yHU(UKALUSA TOKyMEHTOB?

5. Ha3oBuTe OCHOBHBIE BU/IbI OJJAHKOB, IPUMEHIEMBIX B YUPEXKICHUH

6. Ilepeuncnure peKBU3HUTHI, BXOSIIME B COCTAB OJIaHKa JUIS TUChMA.

7. UeMm oTianyaeTcs oOmmii Oj1aHK OoT OJlaHKa U1 TuchMa?

8. Kakme TpeOoBaHMs NPEABABIAIOTCS K O(OPMIICHUIO PEKBU3UTA «HAWMEHOBAaHUE
Opra"u3arum»?

10. Uto BXOAUT B COCTAaB PEKBU3UTA «CIIPABOYHbIEC JaHHbBIE 00 OpraHu3alum»?

11. KakoB mopsiioKk J1aTUPOBAHUS JOKYMEHTA U BUJIbI AaT?

12. KakoB nops10K apecoBaHus JOKyMeHTa?

13. Kakumu criocobamu opopmitsieTcst yTBEpKIeHUE JOKyMeHTa?

14. Kakue TpeGoBaHuUs NPEABSABISIOTCS K PE30JIOIIH, KaKOB MOPSIIOK ee oopmieHus?

15. KakoB nopsiiok oopmMIIeHus TPHIIOKEHUH K TOKYMEHTY?

16. KakoB mops1ok opopmiieHUsI PEKBU3UTOB «ITOAMKICH» U «OTMETKH O 3aBEPCHUH KOITUU»?

17. Kak odopmiisercs coriiacoBanue 1o0KymeHTa?

18. KakoB ops10K NpOCTABJIEHUS HA JOKYMEHTaX nevarei?

19. Ilepeuncnure OTMETKH, IPOCTABJICHHBIEC HA BXOAAIIEM JOKYMEHTE, YKaKUTE MOPAIOK MX
oopmieHHS.

20. Kakue oOuire TpeOoBaHUS MPEABABISAIOTCA K TEKCTY TOKyMeHTa?



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

52.
53.
54.
55.

56.
57.
58.
59.
60.
61.

M3 KakuX CMBICIIOBBIX YacTe COCTOMT TEKCT JOKYMEHTa M KaK OHHU pacrojiaraiorcs B
TecTe?
B yem npeumymiecTBa coctaBieHust 1 0hOpMIICHUS TOKYMEHTOB Ha KOMITbIoTepe?
B yem 0coOeHHOCTH sI3bIKA U CTUJIS CIYKEOHBIX TOKYMEHTOB?
Kaxkoe 3nauenne nmeet 3Hanue ophorpaduu npu co3aaHnun CIyKEOHBIX JTOKYMEHTOB?
Kakwue TpeboBaHus NPeIbABISAIOTCA K KOMIIO3UIIUH CIY)KEOHBIX TOKYMEHTOB?

HazoBuTe BuABI OpPraHU3alMOHHBIX JOKYMEHTOB U YKaXUTE€ OCOOCHHOCTH WX
COCTaBJICHUS U OPOPMIICHHS.

HazoBuTe BHIBI pacnoOpsSAUTENbHBIX JOKYMEHTOB U YKaXUT€ OCOOCHHOCTH UX
COCTaBJICHUS U OPOPMIICHHS.
B ueM ocoGeHHOCTH cocTaByieHHS U 0POpMIICHUS TPOTOKOIA?
B yem ocobenHocTH cocTaBieHus U 0ohopMIIeHUs aKTa?
Kakue TpeboBanus npeabsaBIsSIOTCS K COCTaBIEHUIO U 0(pOPMIIEHHUIO CITPABOK?
Kakwue TpeGoBaHus NpeabaBISIOTCS K COCTaBICHUIO U 0O(DOPMIICHUIO CITY)KEOHBIX MHceM?
KakoBbI pa3HOBUIHOCTH TUCEM?
Kakue TpeboBaHus NPebIBISIOTCA K COCTABICHUIO U O(OPMIICHUIO TeJIerpaMm?
KaxoBbl ocobeHHOCTH cocTaBiaeHus U odopmiieHus TenedoHorpamMmm?
VYKaxuTe TUIIOBbIE OPraHU3AIMOHHBIE CTPYKTYPBI CIIY>KOBI AE€TIOMPOU3BOICTBA
KaxoBsI ienu v 3a1auu Ciryx0blI JeI0NPON3BOACTBA?
Kakne ocHOBHBIE (PYHKIIMH BBITIOJIHSET CIIy>K0a JeONpon3BOACTBA?

Kakumy HOpPMAaTUBHBIMU JOKYMEHTAMH pErjlaMEHTHPYETCSl JIeATEIbHOCTh CIIY>KOBI
JIEIOMPOU3BOICTBA?
UYrto moHuMaeTcs 1o 00beMoM JIOKyMeHToobopoTa?
UTo BXOIUT B MOHATHE TOKyMEHTOOOOpOTa?
UYto BIMSIET HA OPTaHU3ALMIO IBUKEHUS TOKYMEHTOB?

. KakoBbI OCHOBHBIE MpaBMIIa OpraHU3aMK JOKYMEHTO000poTa?
42.

Kakue ocHOBHBIE OTOKM JOKYMEHTOB MOXKHO BBIIETUTh B OpPraHU3allMU U B YEM HX
0COOCHHOCTH?

B uyeM 3HauyeHuMe NpeaBApPUTEIBLHOTO MPOCMOTpPAa U PaCHpeleleHHs] MOCTYMUBIINX
AOKYMCHTOB U KaK OHU HpOBOI[HTCH?

HazoBute sTambl pabOThI WCHIOMHHUTENS C JOKyMeHTaMu. TpebOoBaHus K 00OpabOTKe
HUCXOAAINX JOKYMCHTOB.
[IpaBuna oOpabOTKH UCXOIANTUX TOKYMEHTOB

3HaueHUE PEruCTpalid JOKYMEHTOB, KaKO€ MECTO OHa 3aHUMAaeT B OpraHHU3aIUu
JIeTTONPON3BOICTBA?
Kakue nanHbie 0 TOKyMEHTE 3alHUCHIBAIOTCS B TIPOIECCE €0 PETUCTpALNU?

. HazoBuTe dopMmbl peructpanuu JOKyMEeHTOB. MIX JOCTOMHCTBA U HETOCTATKU
49.
50.
51.

3HavyeHre HHPOPMALTMOHHO-CIIPABOYHON PabOThI B OPraHU3aIUH JEJIONPOU3BOICTBA
@®opMbl OpraHu3alui HHPOPMAITMOHHO-CIIPABOYHOM pabOThI B yUPEKICHUU

Kakoe MecTo 3aHMMaeT KOHTpOJIb 3a HCIOJHEHUEM JIOKYMEHTOB B YIIPaBJIECHUECKON
NEITEILHOCTH?

UYrto Takoe CpOKOBBIN KOHTPOJIb?

UTo Takoe TeKyIIHUil KOHTPOJIb, TPEAYNPEIUTEIbHBIN KOHTPOIb ?

Uto nmoHMMaeTcs 1moj UTOrOBBIM KOHTPOJIEM?

Kakue mokyMeHTBl MTOHMMAIOTCS 10T 000OIIEHHBIM Ha3BaHUEM «OOpaIICHUE TPaKIaH»?
B yem ocobeHHOCTh BeieHUs IETONPOU3BOJICTBA 10 0OpaIeHUsIM IpaxiaH?

Uto Takoe HOMEHKJaTypa zien?

KakoBbl 00111e TpeboBaHUS K HOMEHKJIAType Jei?

Kaxk odopmisiercss HOMeHKIaTypa e’

UYro nonnmaetcs noa GopMUpOBaHUEM /1€ ?

KakoB nopsinok xpanenus nen?

Uro noHMMaeTcs oJ| SKCIEPTU30M LIEHHOCTH TI0KyMEHTa?



62. KakoBbI OCHOBHBIE KPUTEPHUH OIIEHKH JOKYMEHTOB?

63. KakoB nopsi10K NPOBEAECHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?

64. Kak odopMmIgOTCS JeJa BPEMEHHOTO0 CpOKa I10Jh30BaHMS,
JIOJITOBPEMEHHOTO CPOKOB XpaHeHus1?

65. KakoB nopsi1ok repeaauu el B apXuB?

66. Ucropus pa3sutusa Poccuiickoro nenonpousBoicTBa

IIOCTOSAHHOIO H



