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OLIEHOYHBIE CPEJICTBA JJISI IPOBEJIEHUSA TPOMEKYTOYHOM ATTECTA-
IIAM OBYYAIOIIMXCH MO JTUCHUILIMHE (MOIY.JIIO)

1. OOuue cBegeHus

1. | Kadenpa Ilemaroruku

44.03.05 Ileparorunueckoe oopazoBaHue (C 1ByMs mpohus-
2. | HampaByieHre IOITOTOBKKA | MU TTOJTOTOBKH )

Hanpasnennoctb

n3aiiH. TexHomorus
(npoduip) A

€JIOIPOU3BOACTBO U JOKYMEHTOOOOPOT B 00Pa30BaATEIILHOM
4. | Mucuumimna (MOLyJIb) Henonp I JIOKYM p p

YUPESIKICHUU
5. | ®opma oOydeHus O4Has
6. | 'og Habopa 2020

2. IlepevyeHb KOMIIETEHIM I

CrniocobeH ynpaBisiTh CBOUM BpPEMEHEM, BBICTPaMBaTh M PEATHU30BBIBATH TPACKTOPHIO
caMOpa3BUTHsL HA OCHOBE NMPHHIMIIOB 00pa3oBanus B TeueHue Beew sxu3nu (YK-6)




3. KpnTepnn M MOKAa3aTeJd OlleHNBAHUS KOMIIeTEHIINII Ha PA3TUYHBIX 3Tanax ux (l)OpMHpOBaHI/Iﬂ

dran (bO MADOG I/IH)II/IKaTOPLI a0- KpnTeplm H NMMoKa3aTejii OICHUBAHUSA KOMl'[eTeHIII/Iﬁ (I)OPMLI
P p CTHIKCHUSA KOMIIE- KOHTPOJA
BaHMA KoMIeTeH- | DopMmupy-
TeHUNH chopmu-
nuu (pasaedsl, eMasi KOM- 3HaTth: YMmern: Buaanern: OBAHHO
TEMbI JUCHUILIN- neTeHuud p
CTH KOM-
HbI) .
neTeHnui
Pazgen 1. Conepxa- YVK-6 VYK-6.1. Onpenensier HOpPMAaTUBHBIE JOKYMEH- paIMoHaIbHO U 3P dek- METOJaMH, CII0CO0aMH U ITonroroska
HHE, 3HAYCHHE JIeNI0- CBOM JIMYHBIE PECYPCHI, | THI M0 YHU(DHUKALUH U THUBHO OPTaHM30BBIBAThH CPEACTBAMU TTOTYICHUS, K IpaKTHIe-
npou3BoAcTBa. TexHo- BO3MOXHOCTH U OIpa- CTaHIApTH3alMU B 0071a- | JeIONpPOU3BOJCTBO B 00- XpaHeHus, nepepadboTku CKHM 3aHATHU-
JIOTHS OpraHU3aIIH HUYEHUS [T JOCTH- CTH IOKYMEHTALlUH, JIeii- | pa3oBaTenbHOM opraHuza- | HH(pOpMAIMH, M (BBICTYII-
JICJIOTIPOU3BOICTBA B JKEHHS IOCTaBJICHHOMN CTBYIOIIHNE Ha TEPPHUTO- LU, OCHOBaMHM KOMIIBPIOTEPHOI | JIeHHe C Ipe-
o0pa3oBaTeIbHOM e puu PO; COCTaBIIATh y4eOHO- IPaMOTHOCTY; 3eHTaIuen),
YUpEKICHUU VK-6.2. Co3maeT u 10- | TOCyIapCTBEHHBIE CTaH- MeTOAUYEeCKHe U HOpMa- TEXHOJIOTHEH OpraHu3allii | TEeCTOBas
CTpauBaeT UHIUBUIY- JIapTHl ¥ 3aKOHOaTeNb- TUBHO-TIPABOBEIE TOKY- JIeNIONPOU3BOICTBA B 00pa- | pabora
ATBHYIO TPACKTOPHUIO HBIE aKTHI 110 JOKyMEH- MEHTBI, pETJIAMEHTHPYIO- 30BaTEILHOM YUPEXKICHUH.
CaMOpa3BUTHSI IIPU 10- | THPOBAHMIO; Mye OeITeNLHOCTh 00pa-
Jy4eHHH npoeccro- CHCTEMBI JOKYMECHTAIINH, | 30BaTEIbHON OpraHU3a-
HaJIbHOTO 00pa3oBaHKs | TpeOOBaHMUS K COCTaBle- | IHH.
Paznen 2. Hopmarus- YK-6 HUIO U 0(OPMIICHHIO paIMOHAIBHO U dPPeK- METOJaMH, CIIOCOO0AMU H [MoxaroroBka
HO-3aKOHO/ATeIbHAS JOKyMEHTOB; THUBHO OPTaHM30BBIBAThH CPEACTBaMU ITOY4YEHUS, K IpaKTH4e-

6a3a. OCHOBHEIE BHJIBI
JIOKYMECHTOB U CHCTE-
MBI JJOKYMEHTAIIHH.
OcoOEHHOCTH TIOATOTOB-
KH 1 0()OpMIICHHSI OT-
JICITBHBIX BUJIOB JIOKY-
MEHTOB

THUIIOBBIC NUHCTPYKIIUH T1O
JIeNIOTIPOU3BOICTRY, Pe-
TJIaMEHT padoThI, TOJIXK-
HOCTHBIC MHCTPYKIIUH;
OCHOBHBIC BUIBI JOKY-
MEHTOB, PETIAMEHTHPY-
FOIIIX 00pa30BaTEIbHYIO
JeSITeTbHOCTD;

OCHOBBI JI€IONPOU3BO/-
CTBa B 00pa30BaTEILHOM

JIEIIOTIPOU3BOICTBO B 00-
pa3oBaTesbHON OpraHu3a-
uu;

COCTaBIIATh y4eOHO-
METOAMYECKHE U HOpMa-
THUBHO-IIPABOBEIE JOKY-
MEHTBI, pErJIaMEHTHUPYIO-
IIHe AeATEILHOCTH 00pa-
30BaTeIbHON OpraHu3a-
U,

XpaHeHHs], TepepadboTKu
nHpopmanuu,

OCHOBAMHM KOMIIBIOTEPHOU
IPaMOTHOCTH;
TEXHOJIOTUEN OpPTraHU3aluU
JIEJIOTIPOU3BOICTBA B 0Opa-
30BaTEIIFHOM YUPEKICHHUH.

CKUM 3aHATH-
M (BBICTYII-
JICHHE C TIpe-
3eHTaluen),
TECTOBas
pabota




3. | Pazgen 3. ®opmupona- YK-6
HHE JIeJT 1 OPTaHU3aLHS
XpaHeHHs JOKYMEHTOB.
OkcnepTr3a HEeHHOCTH
JOKyMeHTOB. TexHunue-
CKHE CpPEJICTBA, HC-
MOJIb3YEMBIE B JIEJIO-
MIPOU3BOJICTBE. DJEK-
TPOHHBIN TOKYMEHTO-
oboport

YUPEKICHNH.

paruoHanbHO U 3 dek-
THUBHO OPTaHM30BBIBAThH
JIENIONPOU3BOJICTBO B 00-
pa3oBaTeIbLHON OpraHusa-
LW

COCTaBIIATh y4eOHO-
MeTOAUYEeCKHEe U HOpMa-
TUBHO-TIPaBOBHIE TOKY-
MEHTBI, pETJIAMEHTHPYIO-
Mye OeITeNLHOCTh 00pa-
30BaTEeJILHOM OpraHu3a-
LML

METOZAaMH, CII0CO0aMu U
CpelCTBaMH IOTy4YeHU,
XpaHeHHs1, epepadboTKu
nHdopmanuy,

OCHOBaMH KOMITLIOTEPHOU
IPaMOTHOCTH;
TEXHOJIOTUEH OpraHu3alfu
JIeJIONPOH3BOJICTBA B 00pa-
30BaTEIEHOM YUPEIKICHHUH.

ITonroroska
K IpaKTHIe-
CKHUM 3aHATH-
M (BBICTYII-
JIEHHE C IIpe-
3eHTaluen),
TeCTOBast
pabora, KOH-
TPOJIbHAS
pabota

IIkana oueHMBaHMs B paMKaX 0a/UIbHO-PEHTHHIOBOI CHCTEMBI

«HEYIIOBJIETBOPUTEIBbHO» — 60 OaJIOB U MeHee,
«xopomro» — 81-90 6aios

«yIOBIETBOPUTENHbHO» — 61-80 Ganos
«oTanuHo» — 91-100 6ayuioB




4. Kpurtepum v lIKAJIbl OLleHUBAHUS

4.1. KpuTepum olleHKH BBINOJTHEHHUSI TeCTOBOH padoThl

[Tpo1eHT npaBUIIbHBIX OTBETOB o 60 61-80 81-100

KonnuecTBo 6ajioB 3a pelieHHbIH TecT 5

6-10 11

4.2. Kputepuu olleHKH BBICTYIIEHHS C Npe3eHTanue

[Ipenen nUTENLHOCTH KOHTPOJIA

3amura: 10 MUH BBICTYILIIE-
HUE + OTBETHI HA BOIPOCHI

Kpurepun oueHku (cOOCTBEHHO NMPe3eHTANMH U 3aIIUTHI):

banawbl (3a 1 mpe3eHTanuio)

Cooepicanue:

- chopmynrpoBaHa 1enb padoThI; 1

- TIOHATHBI 33J1a4U ¥ X0 padOTHI; 1

- nH(OpMaIHsI H3JI0)KEHA TTOJTHO W YETKO; 1

- WUTIOCTPAIMK yCUIUBAIOT 3(PPEeKT BOCHPUITHI TEKCTOBOW ua- 1

cTH HHPOPMALINH;

- CIEIIaHbI BEIBOJIBI 2

Odopmnenue npezenmayuu:

- €IMHBIN CTUIIb ODOPMIICHMS; 1

- TEKCT JICTKO YMTACTCs, JOH COUCTACTCSI C TEKCTOM M IrpadHKoif; 1

- BCE mapameTpbl mpudTa XOpoIo moaoopaHsl, pazMep mpudra 1

ONTHUMAIBHBIN 1 OAWHAKOBBIM Ha BCEX ClIaliiax;

- KJIFOUEBHIC CJIOBA B TEKCTE BBIICIICHBI 1

Ippexm npezenmavyuu:

- o0111ee BIeYaTIeHHE OT MPOCMOTPA MPE3ECHTAIINH 4
MaxkcumaJjibHOE KOJIUYeCTBO 0AJ110B 14

4.3. O01mue KpUTEPUH OLIEeHKH BBICTYIICHUS] CTY€HTOB HA MPAKTHYECKHUX (ce-

MI/lHapCKI/IX) 3AHATHUHAX

Kpurepun onenkn
BBICTYILICHHS] HA IPAKTHYECKHX (CEMHUHAPCKHX) 3aHATHAX:

Ounenka padoTbl
(st 1 BBICTYTUTCHUST)

- aKTUBHOE y4acTHe B 00CYXICHUU MPOOIIeM KaKIO0Tro MpaK-
THYCCKOI'O 3aHATHA (CGMI/IHapa), CaMOCTOATECIIbBHOCTh OTBETOB,
CBOOOIHOE BJIaJIEHUE MAaTEpUAIIOM, TIOJHBIE U ApTYMEHTHPO-
BAHHBIC OTBETHI HAa BOIMMPOCHI NPAKTUYCCKOT'O 3aHATHA (CeMI/IHa-
pa), ydyacTHe B TUCKYCCHSIX, TBEPIOE 3HAHHE JIEKIIMOHHOTO Ma-
Tepuaia, 0053aTeIbHON U PEKOMEH0BAaHHOM JTIOTIOTHUTEIHHOMN
JIUTEPATYPBL, pEryJIsIpHas TOCEIAEMOCTh 3aHSITUN;

2

- HEJIOCTATOYHO MOJIHOE PACKPBITHE HEKOTOPBIX BOIPOCOB TeE-
MBI IPAKTUYECKOTO 3aHTHS (CEMUHApa), HE3HAUNTENbHbBIE
omnOKY B (POPMYJIMPOBKE KaTErOpUN U IOHATUMN, MEHbIIAS aK-
TUBHOCTh Ha IPAKTUYECKUX 3aHATUAX (CEMUHApax), HEMOJIHOE
3HAHME JTONOJIHUTEIIbHOM JINTEPATYPhl, XOpOIIas Mmocerae-
MOCTb;

1,5

- OTBCTHI OTpaXXaroT B LCJIOM ITIOHMMAaHUE TEMbBI, 3HAHHUE COACP-
JKaHUs OCHOBHBIX KaTCrI! OpI/Iﬁ )4 HOHHTHﬁ, 3HaAKOMCTBO C JICKIIU-




OHHBIM MAaTEPUAJIOM U PEKOMEHI0BAHHOW OCHOBHOM JIUTEpaTy-
pOM, HEOCTATOYHASI AKTUBHOCTD Ha 3aHATHUSAX, OCTaBIISAIONIAs
JKEJIATh JIYYIIEro NOCEMAeMOCTh;

- MACCUBHOCTH HA MPAKTHYCCKUX 3aHATUAX (CEMHUHApax ), 0
qacTasi HETOTOBHOCTh IIPH OTBETAaX Ha BOIMPOCHI, IJI0Xas Toce-
1aeMOCTh, OTCYTCTBHE Ka4eCTB, YKA3aHHBIX BBIIIIE IS MOJTY-
yeHus1 00s1ee BLICOKMX OLIEHOK

4.4. Kputepnu o1eHKH BbINOJTHEHUS] KOHTPOJIbHOM PadoThl

[TpoueHT BHIIONHEHHS Ho 60 61-90 91-100

Bansbl 32 BEIIOIHEHHE KOHTPOJIBbHOW paboThI 15 16-24 25

4.5. O0ume KPpUTEPHHU OLIEHKHN OTBETOB CTY/I€HTOB HA 3a4eTe

Kpurtepuu onenku Ha 3a4dere (B Omsere 2 Bonpoca). Kax bt Borpoc — 20 6amios.

Baaasl

XapaKTepuCTHKHN OTBETA CTYAEHTA

20

- CTYZIEHT T7TyOOKO U BCECTOPOHHE YCBOMJI IIPO0IIEMY;

- YBEPEHHO, JIOTHYHO, MTOCIIEA0BATEIBHO U TPAMOTHO €T0 M3JIaraeT;

- ONMUpAsACh Ha 3HAHHWS OCHOBHOW M JIOTIOJIHUTEIHHOW JHMTEPATypHl, TECHO
NPUBS3BIBACT YCBOCHHBIC HAYYHBIC TOJOXKEHHS C MPAKTHYECKOH AesTebHO-
CTBIO;

- yMeno 00OCHOBBIBAET U apIyMEHTHPYET BBIIBUTaeMbIC UM UICH;

- JIeJIaeT BBIBOBI M 0000IIEHNS,;

- CBOOOIHO BJIaJICET MOHITUIMH

15

- CTYICHT TBEpJO YCBOHII T€MY, TPAMOTHO U 1O CYIIECTBY U3JaraeT ee, OIu-
pasicb Ha 3HaHUSI OCHOBHOU JIUTEPATYPHI;

- HE JIOMYCKAeT CYIIECTBEHHBIX HETOUYHOCTEH;

- YBSI3bIBAET YCBOCHHBIC 3HAHUS C IPAKTUUYECKOMN JACATEIHHOCTHIO;

- apryMEHTHPYET HayuHbIE MMOJI0KECHHUS,

- JenaeT BLIBOJBI U 0000IICHH,

- BIIaJICET CHCTEMOM OCHOBHBIX MOHSTHI

10

- TeMa pacKpbITa HEJOCTATOYHO YETKO M IOJIHO, TO €CTh CTYIEHT OCBOMII
npobeMy, MO CYLIECTBY M3JIaraeT ee, Onupasch Ha 3HAHUS TOJIBKO OCHOB-
HOH JINTEpaTypHI;

- JIOIYCKaeT HeCYLIEeCTBEHHbIE OUTMOKHU U HETOUYHOCTH;

- HCIIBITHIBAET 3aTPYAHEHUS B IPAKTUYECKOM IPUMEHEHUH 3HAHUM;

- ¢1a00 apryMeHTHPYET Hay4Hble OJOXKEHHUS;

- 3aTpyHsAeTcs B (GOPMYIHPOBAHUM BBIBOJIOB U 00OOIIEHMI;

- YACTMYHO BJIAJICET CUCTEMON MOHATHI

- CTYZICHT HE YCBOWJI 3HAYUTEIHLHON YaCTH TTPOOIIEMBI;

- IOTTYCKAaeT CYIIECTBEHHBIE OITUOKU M HETOUHOCTH MPU PACCMOTPEHHH €€;
- UCTIBITBIBAET TPYAHOCTH B IPAKTUYECKOM TPUMEHEHNU 3HAHUIA;

- HE MOXET apryMEHTUPOBAaTh HAyYHbIE MMOJOKEHHUS;

- He OPMYJIUPYET BBIBOJIOB U 0OOOIICHMIA;

- YACTUYHO BJIAJICET CUCTEMOMN NOHITHI

- CTYACHT HC OTBCTHUJI Ha BOIIPOC

5. TunoBbie KOHTPOJIbHBIC 32/JaHUS U METOAUYECKHE MATEePHAJIbl, ONpelesIoIme
Nnpoueaypbl OLCHUBAHUSA 3HAHUI, YMEHHH, HABLIKOB M (MJIH) ONbITA [eATEJIbHOCTH, Xa-




pPaKkTepu3ylOmMX 3Tanbl (JOPMUPOBAHUA KOMIIETEHI[UI B Mpolecce 0CBOeHHsi 00pa3oBa-
TeJbHOM NMPOrpaMMBl.

5.1. TecTtoBas padora

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

OJlaHK MPHUKa3a;

OO0 wp» P

OJIAaHK OCTAHOBJICHUS.

2.B kakoMm ciyyae o0sizaTesieH peKBH3UT «ClipaBoYHbIE JaHHbIE 00 OPraHU3alMmu»:
A. tpu opopmIeHNN THCHMa;
B. npu odpopmiienun npukasa;
C. npu opopMIIEeHUH TTPOTOKOIA;
D

. TIpu 0(POPMIIEHUU PACTIOPSIKEHUSI.

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

B. 25wmap. 10T;

C. 25.03.2010;

D. 25.03.10.

4.Haiigure cooTBeTcTBHE MEK1Y (POopMOIi M 1aTOI TOKYMEHTA!

1.mucemo A.nmata coObITHS
2.1puKa3 B.nara 3acemanus
3.pOTOKOJI C.nara perucrpauuu
4.aKT D.nata moanucanus

5.PeKBHM3MT NOANMUCH BKJIIOYAET:
A. JIMYHYIO TIOATHKCH, JIATY,
B. mamMeHoBaHUE MOJDKHOCTH JIUIIA C YKA3aHUEM yUPEXISHHs (€CITu JOKYMEHT oopmieH

HE Ha OJlaHKe) JIMYHYIO MOANUCH, paciin(pOBKY MOAIUCH, JaTy.

6.CipaBo4HbIe JaHHBbIE 00 OPraHU3ALMHU BKJIKOYAIOT:
A. TIOYTOBBIN agpec opraHu3auy;

B. mouToBbIif agpec u HOMepa TenedOHOB;



C.

MOYTOBBIN aJpec, HoMepa TeIePOHOB U IPYrHe CBEICHUS MO PEIICHUIO0 OpraHU3auu

(Homepa (pakca, cueToB B OaHKe, aJipec IEKTPOHHOMN MOYTHI U Jp.).

JlaTa;

O mp o

PerucrpaunoHHbIii HOMeEpP T0KYMEHTA

MIpe/ICTaBIseT COO0M MOPSAKOBBIA HOMEP JOKYMEHTA U MOXKET JOTOIHATHCA UHICKCaM U
JlaTa pErucTpaluy JOKYMEHTa.

OTMeTKY 0 NOCTYNJICHUH JOKYMEHTA B OPraHU3ALMI0 IPOCTABJISIIOT:

B IIPaBOM BEPXHEM YTy JOKYMEHTA;

B JIEBOM BEPXHEM YTy JOKYMEHTA;

Y HAUZKHET'O ITOJIS IIEPBOIo JIMCTA JOKYMCHTA.

K HOPUIHICCKHU SHAYUMBIM OTHOCATCH CJICAYHOIHUE PEKBU3UTDLI:

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

MOATINCH, JaTa NOKYMCHTA, I1€4YaTh, FpI/I(I) YTBCPKACHUA JOKYMCHTA, peFI/ICTpaHI/IOHHHﬁ

HOMCEp JOKYMCHTA,

C.

10.

A
B.
C.

11.

HaNMMCHOBAHUC BHJa JOKYMCHTA.

J1s1 yka3aHus NPUYHH, BHI3BABIINX KaKHe-JIH00 HAPYLIEHHUS, COCTABJISIETCS
ciyeOHas 3aIHCcKa;
CIIpaBKa,

00BICHUTEIbHAY 3aIIUCKA.

IIpukazaMu 110 OCHOBHOM JeATEJIbHOCTH 0OPMIAIOTCH:

A. mpuem, yBoJIbHEHUE U NEPEBOJT paOOTHUKOB;

OpraHnu3allMOHHBLIC BOIIPOCHI.

5.2. lIpe3enTanus

IIpesenmayus - OCIIEA0BATEILHOCTh CMEHSIOLINX APYT Ipyra 3JIEKTPOHHBIX CTPaHUYEK

-cnaiiioB U crierdGeKToB (Claia-110y), 3aHUMAIOIUX BECh 9KpaH MOHUTOpA (0€3 MPUCYTCTBUS
naHesel mporpaMmBbl).

Aneopumm cozoanus npezenmayuu:

1 sTan — onpexaeneHue eI NPEe3CHTALUHY;

2 3Tan — noApoOHOE pacKphITHE UHPOPMALIUY;

3 oTam - OCHOBHBIE TE3UCHhI, BBIBOIbI

Crnenyer ncnons3oars 10-15 ciaiinos. ITpu sTom:



- IEPBBINA Clal — TUTYIbHBIN. [IpenHazHadeH s pa3MeleHusl Ha3BaHUsl TPE3EHTALIUH,
UMEHHU JOKJIaJYMKa U €ro KOHTAaKTHON MH(opMaIum;

- Ha BTOPOM cliaiifie He0OOXOIMMO Pa3MECTUTh COJIep:KaHUe MPE3CHTAIlUH, a TAKXKe Kpat-
KO€ OMMCaHNE OCHOBHBIX BOMPOCOB;

- BCE OCTaBILIMECS CIalIbl UMEIOT HH(OPMATUBHBIN XapakTep.

OO0b1uHO MOAaua HHGOPMALIUN OCYIIECTBIIIETCS 0 TUIaHY: Te3UC — apryMEHTAaIUsl — BbI-
BOJI.

Pexomenoayuu no cozoanuro npezenmayuu:

UntalGenbHOCTh (BUAUMOCTh M3 CAMBIX JAIBHHUX YrOJKOB MOMEIIECHUS M C Pa3IUYHBIX
YCTPOMCTB), TEKCT JOJKEH ObITh HaOpaH 24-30-biM mpudToMm.

TimatenbHO CTPYKTypUpOBaHHAs HHPOPMAITHSI.

Hannyne KOpOTKMX W JIAKOHMYHBIX 3aroJIOBKOB, MapKHPOBAHHBIX W HYMEPOBAHHBIX
CITUCKOB.

Kaxmomy nonoxxeHuto (uee) clieyeT OTBECTH OTACIbHBIN a03ail.

['maBHYO MI€0 HEOOXOAUMO BBIJIOKUTH B TIEPBOM CTpOKe ab3aria.

Hcnonp3oBare TabnuynHble (GOPMBI TPEACTABICHUS WHPOPMALUU (IUArpaMMbl, CXEMBb)
JUTSL WULTIOCTPAIMN BOXKHEHTIHX (DAKTOB, UTO JACT BO3MOXXHOCTH ITOIaTh MaTepHall KOMITAKTHO H
HArJISITHO.

I'padmka momkHA OPraHUIHO JOTOHATH TCKCT.

Beictymienue ¢ npe3enTanueit piurces He 6osee 10 MUHYT.

5.3. KonTpoabHasi pabora

OdopmiieHHe NPUKA30B 110 JJUYHOMY COCTABY.
Odopmiaenne Tpy10BOH KHUKKH.

L]enw: proOpecTr HAaBBIKKA B 0(hOPMIICHUN TIPUKA30B T10 JINYHOMY COCTaBY, MPABUIIBHO 3a-
HOJIHATH Pa3/€ibl TPYAOBON KHUKKH.

Bam Heo6xonumo opopmuts Ha padoty CunopoBy Ounbry IleTpoBHy, KOTOpast IpUHUMAETCS
¢ 01 cents16ps 2016, (ponunace 23.09.1990 rony B r. MypMmaHcke), ydamasicst TpeTbero Kypca
MypMaHCKOTro apKTHUYECKOTO rOCYAapCTBEHHOTO YHUBEPCUTETA, HA JIOJKHOCTh JOKYMEHTOBE/1a
C HCTIBITATENbHBIM CPOKOM 3 Mecslia, Ha ocHoBaHuM npukasa Ne 23-x ot 01.09.2016 r.

10 oxts10pst 2016 r. mpuHOCUT cBUIeTenbCTBO 0 Opake |-OJ[ Ne324 ot 09.10.2016 r., rae
yKa3aHo, YTO OHa oMeHsu1a pamuinuio Ha Koznosy.

5 nronst 2017 r. mpuHOCUT TUTIIIOM O BbiciieM oOpa3zoBanuu Ne BK-345234 ot 15.06.2017 1.,
I/Ie yKa3aHo, YTO OHAa MOJy4yWsia KBaJU(UKAIMIO YUUTEIb PYCCKOTO S3bIKA W JINTEPATYphI 1O
crienuanbHOCTU «DUITIOTOTUS»

01 cents6ps 2017 r. mepeBOAUTCS Ha JODKHOCTh YYUTEIb PYCCKOTO SI3bIKa U JIUTEPATYPHI
Ha ocHoBaHuM npukasza Ne 31-k ot 01.09.2017 r.

12 mexabps 2017 aTTecTyeTcst Ha COOTBETCTBHUE IO JOHKHOCTH «yduTenby (Tpuka3z Ne 14 ot
12 nexabps 2017r)

31 nexabps 2017 r. yBosbHsI€TCS IO COOCTBEHHOMY JKEJIaHMIO, HA OCHOBaHMHM IpHKa3a No

24-x or 31.12.2017 1.



Heo0xoauMo, 3anoiHUTH NMPHUKaA3 O NMpUHeMe, NepeBoje, YBOJbHEHUH, KapTouky T-2,

TUTYJIBHBIH JIUCT U CBeJleHUA 0 padoTe B TPY10BOIl KHHKKeE.

5.4. Bonpocel K 3a4eTy

1.Yrto BKITIOYAET B ce0sl MOHSATHE «JIEIIOTIPOU3BOJICTBO»?

2. YTo noHUMAaeTCs 1o FOPUINYECKON CUJION JoKymeHTa?

3. Yrto Takoe cTaHaapTU3aLus JOKyMEHTOB?

4. Yto Takoe yHU(DUKAIIUA JOKYMEHTOB?

5. Ha3zoBuTe OCHOBHBIC BUBI OJIAHKOB, IPUMEHSEMBIX B YUPEIKICHUH

6. [lepeuncnure peKBU3UTHI, BXOJIAIINE B COCTaB OJaHKa AJIs MUChMA.

7. Yem oTimdaeTcst oOmuii O1aHK OT OJaHKa i muchma?

8. Kakue TpeOoBaHUS NPeAbsBIAIOTCS K O(OPMIICHUIO PEKBU3UTA «HAUMEHOBAaHUE OpraHu-
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a1 ?

YTo BXOIUT B COCTaB PEKBU3UTA «CIPABOUYHBIE JTaHHBIE 00 OpraHu3alun»?

KakoB nopsiiok AaTupoBaHus JOKYMEHTa U BUbI 1aT?

KakoB nopsiiok ajgpecoBanus J0KyMeHTa?

Kakumu ciocobamu opopmitsiercst yTBep:KACHUE TOKyMeHTa?

Kakue TpebGoBaHMs MPEeIBSBIAIOTCS K PE30JIIOLINH, KAKOB MOPAA0K ee opopmiIeHHs?
KakoB nopsiiox oopmiteHus! MPUIIOKEHUH K TOKYMEHTY?

KakoB nopsiiok ohopmiieHUs! pEeKBU3UTOB «IIOAMMMUCH» U «OTMETKU O 3aBEPEHUU KOMUN»?
Kak odopmisiercs cornacoBanue 10KyMmeHTa?

KakoB nopsiiok npocraBieHus Ha JOKYMEHTax nedareii?

[lepeuncnure OTMETKH, IPOCTABICHHbIE HA BXOSAIIEM JOKYMEHTE, YKOXKUTE MOPAJIOK UX
odopMIICHHUS.

Kakue obmue TpeGoBaHMs MPEIBSIBISIOTCS K TEKCTY JOKYMEHTa?

N3 KakMX CMBICIOBBIX YacTell COCTOUT TEKCT JJOKYMEHTA U KaK OHM PacIojlaraloTcs B Te-
cre?

B uem npeumyiectBa coctaBieHust 1 0pOpMIIEHUs JOKYMEHTOB Ha KOMITbloTepe?

B yem 0coOeHHOCTH SI3bIKA U CTUJIS CIY)KEOHBIX TOKYMEHTOB?

Kakoe 3Hauenue umeer 3Hanue opdorpaduu npu co3JaHUU CITY>KEOHBIX JOKYMEHTOB?
Kakue TpeboBaHus NpeabsIBISIOTCS K KOMIO3UIIMH CIYKEOHBIX JOKYMEHTOB?

Ha3zoBute Buabl OpraHU3allMOHHBIX JOKYMEHTOB U YKa)XUT€ OCOOCHHOCTH UX COCTaBJe-
HUS ¥ 0(hOpMIICHUS.

Ha3zoBute BUJIbI pacniopsIUTEIbHBIX TOKYMEHTOB U YKaKUTE 0COOEHHOCTH UX COCTaBJe-
HUS ¥ 0(hOpMIICHUS.

B uem ocoOeHHOCTH cocTaBieHUs: U 0(OpMIIEHUS TPOTOKOa?

B uem ocoGenHOCTH cocTaBieHUs U opopMIIeHUS aKTa?

Kakue TpebGoBaHMs MPEIBABIAIOTCS K COCTABIEHUIO U O(OPMIICHHIO CIIPABOK?

Kakue TpeboBaHus NMPEAbIBISIOTCS K COCTABICHUIO U OPOPMIICHUIO CITYKEOHBIX TTHCEM?
KaxoBbl pa3HOBUAHOCTH NTUCEM?

Kaxkue TpeGoBanus MpeabsSBISIOTCS K COCTaBICHUIO U 0OPMIICHUIO TeJlerpamMmm?
KakoBbl 0cobeHHOCTH cocTaBieHHs U ohopmieHus TenedoHorpamMm?

VYKa)kuTe TUIOBbIE OpraHNU3alMOHHbBIE CTPYKTYPBI CIIYKObI J1€70MPOU3BOICTBA

KakoBsI 11enu 1 3a1a4u ciry>k0bl 1e10Ipou3BOACTBA?

Kakue ocHOBHBIE (YHKIIMH BBIMOJIHAET CIIyk0a AeI0onpon3BoacTBa?

KaknuMu HOpMaTHBHBIMU JJOKYMEHTAMU PErilaMEeHTUPYETCS IeATEIbHOCTh CIIYKOBI JeI10-
IIPOU3BOJCTBA?

Yro nmoHUMaeTcs noJi 00beMoM JOKyMEHTO00opoTa?

UYTo BXOAWT B MOHATHE TOKYMEHTOOO0OpOTa?

Yro BAMSET HA OPraHU3ALUIO ABMKEHHS TOKYMEHTOB?

KakoBbI OCHOBHBIE TIPaBHIJIa OPTaHU3AIMH JOKYMEHTO000poTa?
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Kakve oCHOBHBIE MOTOKH JOKYMEHTOB MOKHO BBIJICIIUTh B OPraHU3allUd U B YE€M HX
0CO0EHHOCTH?

B ueMm 3HaueHMe nMpeaBapUTEIBHOTO MPOCMOTPA U pacpeeieHUs] TOCTYUBIINX JTOKY-
MEHTOB U KaK OHU TPOBOJATCS?

HazoBute sTansl paboThl HCIIOTHUTENSA C JOKyMEHTaMHU. TpeboBaHus K 00pabOTKe UCXO-
JSIIAX JOKYMEHTOB.

[TpaBuna 0OpabOTKH UCXOIANINX TOKYMEHTOB

3HavYeHHE PErucCTpal JOKYMEHTOB, KAKO€ MECTO OHA 3aHUMAET B OPraHHU3aLUU JIEJI0-
MpOU3BOCTBA?

Kakue nanHbie 0 TOKyMEHTE 3allMChIBAIOTCS B MPOIECCE €ro PerucTparun’?

. HazoBure ¢opmbl perucrpanuu 10KyMeHTOB. VX 10CTOMHCTBA M HEAOCTATKU
49.
50.
51.

3HavyeHre HHPOPMAITMOHHO-CIIPABOYHON PabOThI B OPraHU3aIUH JEJIONPOU3BOICTBA
®opMbl OpraHu3aui HHPOPMAIIMOHHO-CIIPABOYHOM pabOThI B yUpEKICHUU

Kaxoe mecTo 3aHMMaeT KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB B yIIPaBJICHUYECKOH Aesl-
TEJIBbHOCTH?

UYrto Takoe CpOKOBBIN KOHTPOJIb?

Uto Takoe TEeKyIUNd KOHTPOIIb, IPEAYNPEaUTENbHbBIN KOHTPOIh?

Uto noHnMaeTcs ol UTOIrOBBIM KOHTPOJIEM?

Kakue nokyMeHThl MOHUMAIOTCS O] 0000IIEHHBIM Ha3BaHUEM «00pallleHue rpakKaan»?
B uem ocoOeHHOCTH BesleHUs JeIONPOU3BOACTBA 10 OOPALIEHUSIM rpaskIaH?

Yrto Takoe HOMEHKJIaTypa aen?

KakoBbl o0mue TpeOoBaHUS K HOMEHKIIAType JIe7?

. Kak oopmisiercs Homenknatypa nen?
59.
60.
61.
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63.
64.

Uro monnmMaeTcst mox GopMHUpPOBAHUEM J1ei?

KakoB nopsiiok xpanenus aen?

Uto noHnMaeTcs moJ1 SKCIEPTU30M IEHHOCTH TI0KyMeHTa?

KakoBbI OCHOBHBIE KDUTEPHUH OLICHKH IOKYMEHTOB?

KakoB nopsiiok npoBeeH s SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB?

Kak odopmisitoTcs 1ena BpeMEHHOIO CpoKa I0JIb30BaHMsl, MOCTOSIHHOTO U J0JITOBpe-
MEHHOT'O CPOKOB XpaHEHUs?

KakoB nopsi1ok nepegauu Aei B apxus?

Hcropust passutusa Poccuiickoro 1eaonpon3BoIcTBa



