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1. MACHHOPT ®OHJJA OHEHOYHbIX CPEJACTB

1.1. ObsacTh NPpUMEHEHUA

®onn  oneHouyHwsix cpeacts (GOC) — HeorbemiieMas dacThb pabouei
IporpamMMbl  JAUCIHUIUIUHBL «J/lenoBasi KOpPpECHOHIEHIMS» U TpeIHa3HAYeH IS
KOHTPOJII W OIIGHKM OOpa3oBaTeNbHBIX JOCTHXKEHUUA CTYIEHTOB, OCBOMBIIHMX
pOrpamMmy TUCHUILTUHBI.

1.2. Hesaun u 3aqa4u (pOHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBarmsiv  @I'OC  BO  OGakamaBpwaT MO  HAMpaBIE€HUIO  TOJATOTOBKH
46.03.02 JIOKyMEHTOBEJEHUE W AapPXHUBOBEIACHHUE, YTBEPKICHHBIM MPHUKA30M
MuHnucrepcTBa Haykd M Bbiciiero oOpasoBanHusi Poccuiickoii ®eneparuu ot
29.10.2020 Ne 1343 (c u3aMeHEHUSIMU U JOTOJHEHUSIMHU).

1.3. Ilepeyenb KoMIeTeHIUiIl, (OPMUpPYEMBIX B Mpolecce OCBOEHHSA
OCHOBHOI1 00pa30BaTeIbHOI POrPaMMBbI

[Iporiecc ocBoeHUsT AUCIUILUIMHBI HalpaBlIeH Ha (OPMUPOBAHHE CIEAYIOIMIMNX
KOMITETCHIIUM U UHJUKATOPOB UX JOCTHUKEHUS

Koa no ®I'O0C BO ‘ NuaukaTop J0CTHKEHUS
ITpodeccuonanbHble
ITK-3 Cnocoben
ODLAHIZOBBIBATE I1K-3.1. IlpuMeHsieT HaBBIKK B OpraHu3aluu paboThl C TOKYMEHTaMu
p§60Ty . I1K-3.2. Criocoben opraHu3oBath TeKyIlee XpaHEHHE TOKyMEHTOB
I1K-3.3. YuacTtByeT B 00pabOTKe Jei1 AJIs OCIIE €ro XpaHeHHUs
JOKyMEHTaMu Y p et IOt P

1.4. Dranbl dopmMupoBaHMsT KOMIETEHUHH M CpPeACTBAa OLEHWBAHUA
YPOBHA UX C()OPMHUPOBAHHOCTH

Jranst GOPMUPOBAHEA KOMIETEHIH Komme- KoHTposbHo-011eHOYHBIE cpeicTBa /
TEeHUHMH CIocod OLeHNBAHUA

Tema 1. [lenoBas nepenucka u ee BUIbI [1K-3 YcerHbii o1mpoc, BBIIIOJIHEHHUE
MIPAKTHUYECKUX 3a1aHUN

Tema 2. Bunpr nenosoii | ITK-3 YcTHbI o1mpoc, BBIIIOJIHEHUE

KOPPECIOHIEHIIUU MPAKTUYECKUX 3aJaHUI

Tema 3. IlpueM m mepBuuHas obpadotka | [TK-3 VYcrHbIi onpoc, BBITTOJTHEHHE

BXOJIAIIEH KOPPECTIOHICHIIHH MIPAKTHUYECKUX 3a1aHUI

Tema 4. Metoas! u ocobennoctu padots! | [1K-3 YcTHbIN orpoc, MOJArOTOBKA K

C KOppECTOHEHITHEH MPaKTUYECKON paboTe

Tema 5. CTpyKTypa [1€JI0BOr0o muchma [1K-3 YcrHbli O1poc, odopmIiieHne

JOKYMCHTOB B KOMIIBIOTCPHOM KJIACCC,
noATroTOBKA K KOHTpOJ’IBHOfI pa60Te

Tema 6. Odopmitenue aenoBbix muceM B | [TK-3 YcTHBI onpoc, MOArOTOBKA K
COOTBETCTBUU c TpeOOBaHUSIMHU. MPAKTUYECKOH paboTe
PexBu3uTHI

Tema 7. IlnceMma-oTBETHI I1K-3 BrinosiHeHNE MpaKTUYECKUX 3aJaHuM,




YCTHBIN OIIPOC

Tema 8. Ucxopsias KoppeCcnoHACHIINS [1K-3 YcrHEbIIT onpoc, BBIIIOJIHEHUE
MPaKTUYECKUX 3aJlaHui, MOJATOTOBKA K
KOHTpPOJIbHOM pabore

Tema 9. KonBeprupoBanue ucxopsien | [TK-3 YcTHBIN onpoc, BBITIOJIHEHHUE

KOPPECHOHICHIIUU MPaKTUYECKUX 3a/IaHUI

Tema 10. Ocobennoctu mexayHapoanou | [TK-3 Ycrubiid ompoc, BBITIOJIHCHUE

HEPCIUCKH [IPAKTHUYECKUX 3aJaHUU

Tekywmas arrecrauus I1K-3 KonrponbHas pabora

IIpome:kyTOUHAs aTTecTALUSA I1K-3 JK3aMEH

1.5. Onucanue nokaszarese (pOPMUPOBAHUS KOMIIETEHIM I

Kona
Pe3yabTaTsl chopMUPOBAHHOCTH
KOMIIeTeHIHH
I1K-3 3HaeT: mpaBuia JOKYMEHTAIIMOHHOTO OOECTICUCHHS ACSITEIbHOCTA OpraHu3aIluu

CTPYKTYpY, OYHKIIUU U 33Jja4id OpraHU3alliH; IPaBUIa U HOPMBI OCYILECTBICHUS
JIJIOBOTO 3TUKETA U IIpaBUJia MpUeMa MOCETUTENIeH B paMKax OpraHU3alliOHHOIO
mpotliecca.

YMeer:  OCYIIECTBISATH  pabOTy C  COBOKYMHOCTBIO  MH(OPMAIMOHHO-
JOKYMEHTAI[MOHHBIX PECYPCOB; COCTaBISATh U BECTH YYETHYIO JOKYMEHTAIIHIO;
OCYILECTBIATh JIEJOBYI0O KOMMYHHUKALIMIO B IIpolecce CyOBeKT-CyObEKTHOIO
B3aMMO/ICICTBUSI.

Brnaneer HaBblkaMu: HaBBIKAMM COCTaBJIEHHMS M OQOpMIIEHUS HH(POPMAIMOHHO-
CIPAaBOYHBIX, OPTaHU3ALMOHHBIX M YIPaBICHUYECKUX JOKYMEHTOB. HaBbikamwu
pabotel QopMupoBaHus u OGOPMIICHUS JEJ TIOCTOSHHOTO M BPEMEHHOTO
XpaHEeHHUs; COOJIIOJICHUS M OCYIIECTBIECHUS CIyXKeOHOro 3THKeTa B Ipolecce
CyOBEKT-CYOBEKTHOTO B3aUMOICUCTBUS

1.6. Kpurepuu ouneHUBAHMSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax Hux

(¢popMupoBanus
KonuyectBo
Bup yueoHoii padoThl 0aJU10B
0P0 390
BrImonHeHne 1 3amuTa NpakTHIecKuX padoT 60 60
KonTponbnas pabota 5 5
KoHTpoib camocTosTenbHOM paboThl 5 5
Y CTHBIN SK3aMeH 30 30
Bcero 100
HakonurenbHasi cucrema ouneHnBanus mo 100-6aibHoi mkase

YerpipexdaiibHast 100- Cucrema

cucremMa BykBeHHas IKaJia, COOTBETCTBYIOIIAS OIleHNBA-

OLICHUBAHMS OanibHa 100-6ansbHoOI mIKATe HUS
IK3aMeHa H kaa 3ayeTa
OtnnuHO 90-100 | A — OTJIMYHO — TEOPETUYECKOE COJEPKaHUE Kypca 3auTero
OCBOCHO TOJIHOCTHIO, 0€3 MpoOesIoB; HE0OXOAMMbIC
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NPAaKTUYCCKHE HABBIKU pPa0OThI C OCBOCHHBIM
MaTepHaIoM c(OpMHPOBAHEI, BCE
PeIyCMOTPEHHBIC IPOTrpaMMoit o0y4eHHS
yueOHbIC 3aJaHds  BBIIOJHEHBI, KauyeCTBO HX
BBIIIOJIHEHUS OLICHEHO YHCIOM OaillIoB, OJIM3KHUM K
MaKCHMaJIbHOMY

Xopoio

83-89

B — oueHp XOpOIIO — TEOPETUUECKOE COAECpPKAHUE
Kypca OCBOGHO IIOJIHOCTbIO, ©0€3 mpoOenos;
HEOOXO/JUMBIE TPAKTHUYECKHE HAaBBIKU PaOOTHI C
OCBOEHHBIM MaTepuaioM B OCHOBHOM
c(OpMHUPOBAHBI, BCE IPEyCMOTPEHHbIE
nporpaMMoil  oOyueHust  y4yeOHble  3aJaHHs
BBITOJIHEHBI, KQYECTBO BBIMOJIHEHUS OOJIBIIMHCTBA
U3 HUX OILIGHEHO YHCIOM OayjioB, ONU3KUM K
MaKCHMaJIbHOMY

Xopoltiio

75-82

C — xopo1io — TeopeTH4ecKoe coaepkKaHue Kypca
OCBOEHO IOJIHOCTbIO; HEKOTOpPbIE IPAKTUYECKHE
HaBbIKK pabOTBl C OCBOGHHBIM MaTepHaIOM
chopMupOBaHbI HEJ0CTaTOYHO; BCE
MPelyCMOTPEHHBIE IpOrpaMMoit oOyueHus
ydeOHbIE  3aJaHusl  BBIMOJHEHBI,  KadeCTBO
BBIMIOJTHEHUS HU OJHOTO M3 HHUX HE OIICHEHO
MUHHUMAJIbHBIM YHCIIOM OaJlJIOB, HEKOTOPHIC BB
3aJJaHU} BBINIOJIHEHBI C OIIMOKaMu

Y 10BIETBOPUTEIBH
0

63-74

D — yIOBIETBOPUTENBHO — TEOPETUYECKOE
coJiepKaHue Kypca OCBOEHO YaCTUYHO, HO MPOOEIIbI
HE HOCSIT CYILIECTBEHHOI'O XapakTepa;
HEOOXO/UMBbIE TPAKTHUYECKHUE HaBBIKM Pa0OOTHI C
OCBOEHHBIM MaTepuaioM B OCHOBHOM
c(hopMHpOBaHbI; OOJIBIIMHCTBO MPEAYCMOTPEHHBIX
mporpaMmMoil  oOydeHust ~ y4eOHBIX  3aJaHUM
BBITNIOJIHEHO, HEKOTOPBIE U3 BBINOJIHEHHBIX 3aJaHUM
COJIepXKaT OIUOKH

Y 10BIETBOPUTEIIBLH
0

50-62

E— mocpenacTBeHHO —TeopeTHdecKkoe CoJiep:KaHue
Kypca OCBOEHO YaCTUYHO; HEKOTOpPBIC
MPAKTUYECKHE HABBIKU PabOTHI HE C(HOPMUPOBAHBI,
MHOTHE TPETyCMOTPEHHBbIE yueOHOW MporpaMMoil
oOydeHus yueOHbIE 3aJaHHsl HE BBITIOTHEHBI JTHOO
KaueCTBO BBITIOJHEHHBIX HEKOTOPBIX W3 HHUX
OLICHEHO YHCIIOM Oaos, OJIM3KUM K
MUHUMAIBHOMY

Hey,Z[OBJ'ICTB OpHUTCJIb
HO

21-49

FX — HeyJnoBIETBOPUTENBHO — TEOPETUYECKOE
coJepKaHne Kypca OCBOCHO YaCTUYHO;
HEOOXOUMBbIE TPAKTHUECKHE HABBIKH pPabOTHI C
OCBOCHHBIM  MaTepHUaioM HE CQOOPMHPOBAHBI,
OOJIBIIMHCTBO MPEyCMOTPEHHBIX yueOHOM
mporpaMMoil  00yueHus y4eOHBIX 3aJaHhil He
BBITIOTHEHO MO0 KA4ecTBO WX  BBIMIOJHEHUS
OLICHCHO YHCIIOM 0aos, OMU3KUM K
MUHUMAJIBHOMY npu JIOTIOJTHUTETHHO
CaMOCTOSITeNIbHON paboTe Haj MaTepuanoM Kypca
BO3MOXXHO TIOBBIIICHHE KAadeCTBA BBHITIOJHEHHS

He
3a4TEHO
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y4eOHBIX 3aJJaHul

Heynosnersopurens 0-20 F — HeynoBieTBOpUTEIBHO — TEOPETUUYECKOE

HO colepKaHWe Kypca HE OCBOCHO; HEOOXOIMMBbIe
MPAKTUYECKHE HABBIKK PabOThl HE CPOPMUPOBAHBI,
BCE BBHINOJHCHHBIC Yy4YeOHBIC 3aJaHHs COJICpKAT
rpyobIe OIIUOKH; JOTIOJTHUTEIbHAS
camMocTosiTeNIbHas paboTa HajJ MaTepualoM Kypca
HE TMpHUBEAET K KaKkOMy-IMOO  3HAYUMOMY
MOBBIIICHUIO KAuyeCcTBa BBIMOJHEHUS  YYEOHBIX
3aJaHui

2. KOHTPOJIBHO-OEHOYHBIE CPEJCTBA

2.1. OueHo4YHbIE CPEACTBA TEKYLIEro KOHTPOJISA

Bonpocel 1J1s1 yCTHOTO onpoca:

1. Kakue sTansl Jjisi HIOJTOTOBKH M COCTaBIICHUS MUceM?

2. Kakue GaHku 1714 MUCEM UCTIONB3YIOT B pabore?

3. [lepeuucnure mnpaBuia OG(OPMIICHHS PEKBU3UTOB: TOJIEH, HHTEPBAJIOB,
mpudTa, ab3alHOrO OTCTyNa, HYMEpAllMu CTpaHWI], CBeACHUM 00 ajpecare,
HAaWMEHOBAaHHUH JIOKYMEHTA, MPUJIOKCHUH, CBEJICHUN 00 UCIIOTHUTEIIE.

4. Yo HE momycKaeTCs TIEPEHOCUTh Ha APYTYIO CTPOKY WIIN CTPAHUILY?

5. Ilepeuuncnure pekBusuthl nuceMm B Jlyranckoit Haponnoit Pecrrybinuke.

6. Kak pa3Mematorcs ajpecaT U mojydaTeib B KOHBepTe?

7. B xako# mociea0BaTeIbHOCTH Pa3MeIIatOTCs TaHHbIE?

8. Kak Ha3pIBarOTCS JBE YaCTHU CTPYKTYPHI ISTOBOTO MHChMa?

9. Tlepeuncnure COCTABIAIONINE CIIY>KEOHON YaCTH JIETTOBOTO MHUChMA.

10. Ilepeuncnute cocTapisomKe UHPOPMAITMOHHON YaCTH JACIIOBOTO MUCHMA.

11. Oxapakrepusyiite QyHKIIMOHATFHOE 3HAYCHUE JIMT-a03a11a.

12. Kakue ¢hopMbI MOAMHUCH CYIIECTBYIOT?

13. Kak odopmiisiercss mocTCKpunTym?

14. Kakast He0OX0IMMOCTh BO3HUKAET JIJIsl TIOCTCKpHUNTYyMa?

15. 13 kakux yactel COCTOUT OCHOBHOM TEKCT MUChMa?

16. Kakue TpeboBaHus CyIIECTBYIOT K JIEIOBBIM MHChbMaM?

17. Kakue rpynmnbl JEJOBBIX IHUCEM CYHIECTBYIOT COTJIACHO KOMITO3ULIUU
TekcTa?

18. Kakumu ObIBaOT MUChMa-OTBETHI?

19. Kakoii npuHIUT JOHKEH COOMIOAATHCS IIPU COCTABICHUU TTUCEM-OTBETORB?

20. Kak npaBuJIbHO COCTAaBUTh MUCHhMO-0TKa3?

21. Kakrmu OBIBAIOT OTBETHI HA MUCHMO-3aMpoc?

22. Kak Ha3bIBaeTCs CTaHAApT JUTsl 0QOPMIICHHSI MEXTyHAPOIHBIX TTHCEM?

23. CkonbKO TOJIel (30H) OMpenesieHbl TMPaBWJIAMH Pa3MEIICHUS B OITHUX
cTaHJapTax?

24. CKOJIBKO PEKBU3UTOB MEXAYHAPOIHOTO MUChMa?

25. Kakue ¢popMbl MyHKTYalMU B MEXIYHAPOIHON MEPENUCKe CYIECTBYIOT?
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26. Kakue npaBuiia HanmucaHus 1aT B MEKIyHAPOAHOU Mepenucke?

27. KakoBbl mpaBwiia npu OPOPMIICHUH JEIOBBIX MUCEM B MEXKIYyHAPOIHOU
MpaKTUKe?

28. Kakue crangapTHbie (pasbl-KIUIIE HCHOJB3YIOT TpH O(GOpPMIICHHH C
MEXTyHApOHBIMU TTapTHEpaMHu?

Bonpocs 1J151 poBeeHUs] KOHTPOJIbHOI padoThI:

1. Kakumu OBIBAIOT ACIIOBBIE TUChMA IO THITH3AITAN !

2. Kakue crmocoObl M37105)KEHUS TEKCTa JIETTOBBIX TTUCEM?

3. YKaXuTe KOJWYECTBO PEKBU3UTOB, HEOOXOIWMBIE MPU TOJATOTOBKE H
odopMieHUU TUchMa?

4. Tlepeuncnaute NUChMa, HA KOTOPBIE OTBEYATh HY>KHO.

5. Ha xakue yactu yCIoBHO pa3JiefIuTh CTPYKTYPY OCHOBHOTO TEKCTa JICJIOBOTO
nucrMa’?

6. Kak Ha3piBaeTcs HayalbHBIA ab3all JEJIOBOTO IMHUCHbMA, COCTOSIIUHN, Kak
MPABUJIO, BCETO U3 OAHOTO MPEAJIOKEHHUS?

7. U3 xakux yacTeill COCTOUT CTPYKTypa TeKCTa MUchMa?

8. KakoBo ¢yHKIIMOHATEHOE Ha3HAUCHUE TTIOITUCH?

0. Kak Ha3pIBaeTCs HEOOSA3aTENIbHBLINA, HO BCE-TAKH IIOCTOSHHBIM 3JICMEHT
CTPYKTYpPBI TUCbMA, TIPEICTABIIAIONINN CO00M KPAaTKYIO MPUIKUCKY K TEKCTY MUChMA,
MTOMEIIEHHYO Mociie moanucu? (He 0osee TpeX-uyeThIpeX CTPOK)?

10. Kak pacmonaraetcst IOCTIOCTCKPUITYM?

11. Kak Ha3bIBaeTCsi TUCbMO OJTM3KOE M0 HA3HAYCHUIO U COJICPIKAHUIO TTUCHhMY-
COOOIIEHUIO, THUChMY-U3BCIICHUIO  WIM  NPUIJIAIICHUIO, KOTOPOE  MOMKET
myOJIMKOBAThCS B CPEJICTBAX MaccOBOW MHGOPMAIMK JJIS OMOBEIICHUS OOJIBIIOrO
Kpyra 3auHTEpECOBaHHBIX JIUILI?

12. Kak Ha3pIBaeTCSI MUCHMO, KOTOPOE MOXET OBITh WHHUIIMATHBHBIM WIIN
ABJIATHCS OTBETOM Ha MNHUCHBMO-NPOCHKOY M OOBIYHO OBIBAET HEOOJBIIOr0 00BEeMa
(1-2 npennoxenuii)?

13. Kakoe muchbM0, KOTOPOE SBISIETCS MPEABAPUTEIBHON CTaIuel 3aKITI0UEHUS
noroBopa?

14. Ha xakue rpymnibsl MOKHO Pa3feuTh peKJIaMHbIe TUChMa?

15. 15.0xapakTepu3yiTe TEeKCT MUCbMa-3aKasa.

16. Kakumu OBIBAIOT JIETIOBBIC MUChMA 10 MECTY B MPOIECCE TIEPETTHCKU?

17. KakoBa KOMIO3HUIIMS TEKCTA JE€JIOBOrO MUchMa?

18. Ha xakux OnaHkax oOpMIISIFOTCS IeT0BbIE MUChbMa, B OTJIMYAae OT OJJAHKOB
oOmrero Buaa?

19. Ilepeuncnute nucbmMa, Ha KOTOPbIE OTBEYATH HE HYKHO.

20. Kakue cocrapmstolue ciy>ke0HOi yacT muchma?

21. B uem (pyHKIMOHAIbHOE Ha3HAYEHUE TU-a03ama’?
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22. ]Ins1 9ero CiIy’)XKUT OCHOBHAS YaCTh TEKCTA MMMChMa M €T0 COCTABIISAIOIINE?

23. Kakue GpopMbI MOANUCH TPUBOIUTCS B 3aBUCHMOCTH OT TOTO, Ha OJaHKe
KaKoro Buja o(hopmIiIeHO MUCHEMO?

24. Kak pacrnonaraercs MOCTCKPUITYM OTHOCHUTEIBHO TMOAMHUCA M JIUCTA
nucbma?

25. Kak Ha3pIBaeTCs MOBTOpPHAS IPUITHCKA K OCHOBHOMY TEKCTY MHChMa?

26. Kak Ha3pIBaeTCs aHAJIOT TUChMa, pacchljlaeMble TPYIINE aapecaToB ¢ LEIbI0
cooOIIeHnsT  Kakoi-mubo uwHpoOpManuu  00S3aTeNbHOrO  XapakTepa, paHee
Ha3bIBABIIHECS [IUPKYJIIPHBIMH THCHMaMU?

27.Kak Ha3pIBaeTCs IMHCHMO, KOTOpPOE JIOJDKHO conepkaTh B cebe
uHOpPMAIIMI0O O MECTE M BPEMEHU NPOBEICHUS MEPONPUSTHS, €ro Ha3BaHHH,
yKa3bIBaeTCcs mpuemiieMas (opma oOJexIabl, KOJIMYECTBO TMEPCOH, HAa KOTOpOE
pacnpoCTpaHsAeTCs JAHHOE MUCHMO?

28. Kak  HaspBaroT  jAemaromiero  npemioxkenue?  [IpumHMMaromero
MpEIIOKEHHE?

29. Kak Ha3pIBaeTCsi OTBETHOE MHCHMO MOTEHIIMAIBHOTO MOKYIATe sl TOBAPOB
(yciyr) Ha npe/yIoKeHne MOTEHIIMAIBHOTO MPO/IaBiia TOBAPOB (YCiyr)?

30. KakoBo pazneneHue muceM-TpeIIoKeHA?

IIpakTHyeckue 3a1anns:
lIpaxmuueckoe 3ansamue Ne |
1. V3yuyuB kiaccuukanuio JeI0BbIX MUCEM, 3aIIOJIHUTE TAOJIHILY.

No

w Knaccudukarop Ha3Banue nucem

I1o Bunam

[1o Tunusanuu

ITo o6nacTu npuMeHeHusl

1o cTpykType

ITo MecTy B TOKyMEHTOO00pOTE

SHRAEI R I

IIo mecty B nporuecce
NIEPENNCKU

7. | [To HEOOXOMMOCTH
TIPOJTOJDKEHUS TTEPEITUCKH

8. | [lo mpaBomy cratycy
aJIpecaHToOB

9. | Tlo HanpaBIeHUIO ESITEIHLHOCTH
OpraHu3alyu; NTMChbMa MOTYT
OXBAaTHIBATh

10/ ITo cnocoby oTmpaBKu

2. Odopmute Boinucky u3 npukaza @PI'bOY BO «JIT'TIVY ».
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ITpuka3 o cozmanuu 3xcneptHor komuccur Ne 328-OJ1 ot 01.10.2023. [dns
OpraHu3aldd padoOTbl 1O MPOBEICHUIO SKCHEPTH3bl IIEHHOCTH JIOKYMEHTOB
HE00X0MMO HavanbHUKY KaHuenspuu JlozoBckoit A.T. paspaboraTh monoxeHue oo
skcrieptHoil komuccuu a0 30.10.2023. Pekrop ®T'BOY BO «JII'TIY» — Mapduna
K.B. Cexperaps — [IpssnaukoBa M. T.

2.2. OueHo4YHbIe CpeACTBA IJIsl MPOMEKYTOUHOM aTTecTanuu (IK3aMeH)

1. Uctopuyeckuil acmeKkT pa3BUTHS JEJIONPOM3BOJICTBA W Pa3HOBUIHOCTH
JIOKyMEHTAITUH.

2. [ToHsATHE «OPUTUHAI, «TIOJTUHHUKY, «KOTHS, «TYOIHKATY», «BBIITUCKAY.

3. TpeGoBaHus, MpeabABIIEMbIC K JIETIOBOM KOPPECTIOH ICHIIUU.

4. O6mume npaBuiia opopmiieHUs: 0UITUATBEHOM (J1€710BOM) KOPPECTIOHICHITUH.

5. CnyxebHass ~ KOppecnoHAeHIus  (MHChMa,  TeJerpaMMbl,  TEJEKCHI,
TeneoHOrpaMMBl, (paKCOrpaMMBl, JIEKTPOHHBIE COOOLIEHU).

6. brmauku gig nuceM.

7. Jlorndeckasi cxema pacroyioKeHus nHpopMaIuu B MUCbMax.

8. CrannapTHbie U TpadapeTHbIC BEIPAKEHUS B TEKCTaX IMHCEM.

9. IlpaBuna opopmiieHUST KOHBEPTOB.

10. O6mme TpeboBaHUS K CTPYKType, CTIIIIO H3JI0KECHUS U OQGOPMIICHHUIO
JIETIOBBIX TTHCEM.

11. IToaroroBKa MHUIIMATUBHBIX AEJIOBBIX ITMCEM.

12. IToAroTOoBKa OTBETHBIX JEIOBBIX ITHCEM.

13. TunnyHbIe OMIMOKH TPH TTOATOTOBKE JCIOBBIX ITHCEM.

14. SI3bIK ¥ CTHIIb AEJIOBOTO ITIMCHMA.

15. OcHOBHBIE 2JIEMEHTHI CTPYKTYPBI JEJIOBOTO MHUChMA.

16. [IpuBerctBue. OOpaiienue k aapecaty. Jlug-adzarr.

17. TexkcT nenoBoro nuchbma. 3akatounTesbHas (opmysia BEKJIUBOCTH.

18. Iloanuce otmpasutens. [loctckpuntyM (TOCTIIOCTCKPUIITYM).

19. MexayHapoaHble CTaHIAPTHI MO O(POPMIICHHIO JOKYMEHTOB. PEeKBU3UTHI
MEXTyHapOJIHOTO MHUCHhMA.

20. TIpaBuiia 1€7MOBOM  TEPENMUCKH C  MEXKIYHAPOAHBIMH  TIAPTHEPAMHU.
MexayHapoIHbIE CTaHIaPThI BEJACHHS ICTIOBOM IEPEITUCKH.

21.Jlekcuka W CTWIb MO BHENIHEDKOHOMUYECKOU MEATENBHOCTH. THIIOBBIE
¢dpasbl, HCTIOTB3YEMBIEC TIPU COCTABICHUH MUChMa JCIIOBOMY ITapTHEPY.

22. CriocoOBI M3JI0KEHUS TEKCTA JISJIOBBIX MTHCEM.

23. Kommo3urus TekcTa muchMa.

24. TlpaBuiia pu COCTABIIEHUU PEKIIAMHBIX MMHUCEM.

25. TpeboBaHus K coziepKaIiencs B €JI0BbIX MUCbMaxX HWHGOPMAIIUH.

26. Ilucema, CBA3aHHBIC C PACTIPOCTPAHEHUEM HH(GOPMAIIHH.

27. Knaccudukanus nemoBoi KOPPECIOHICHITAH.
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28. OtuxerHbie GOPMYJIBbI B TEKCTaX JCIOBBIX MTHCEM.

29. OcobeHHOCTH UH(DOPMALIMOHHBIX TTHCEM.

30. Pexnamubie uchMa.

31. Anemnupyromiue nuchbma.

32. ImuikeBbIe (3TUKETHBIC ITUCHMA).

33. Tenerpamma, Tenekc, TenepoHorpaMma 1 PakCUMIIIBHOE COOOIICHHE.

34. CTpyKTypa IeI0BOTO MUChMA.

35. SI3pIK  1€TTOBOTO THUChMA, CO3[aBa€MOr0 TMPHU TMOMOIIUA OQPHUIHAIBEHO-
JI€JI0BOTO CTHUJIS.

36. CTunucTuyeckue OCOOEHHOCTH JEJIOBOTO IMHChbMa, IMEepelaBaeMoro Mo
AIIEKTPOHHOM MOYTE.

37. Ocobennoct  odopMIIeHHsS JEJIOBOrO MHChMa, IEpeaBaeMoro 1o
AIIEKTPOHHOM MOYTE.

38. IIpaBuiia odopmiteHus aenoBbix nucem no crangapram MCO.

39. IloHATHE «ACIOBOE THCHMO.

40. Kputepun BBIICICHUS ICTOBBIX MTMCEM B OTACIBHYIO TPYIITY CIIPABOYHO-
WH(OPMAITMOHHBIX JIOKYMCHTOB.

41. HopMmatuBHO-MeTOAMYECKAs 0a3a J1eI0BOM NEPETHUCKU.

42. OyHKIUYU U KJIacCU(UKAINS ETOBBIX THUCEM.

43. JlemoBoe MICHhMO KaK Pa3HOBUIHOCTH CIPABOYHO-HH(POPMAITMOHHBIX
JIOKYMEHTOB.

44. CocTaB peKBU3UTOB JIETIOBOTO MHChMA.

45, bnanky IeI0BBIX ITHCEM.

46. TpeboBaHUs K 3ar0J0BKaM JEJIOBBIX mruceM. Kommno3uius 1ei1oBoro
MUChMa.

47. OTBETHBIC M MHUIIMATUBHBIC TTUCbMA: OCOOCHHOCTH O(hOpMITCHHUS.

48. HopMaTtBHOE W METOJUYECKOE pEryJupoBaHue pabOThl C JEIOBBIMHU
MTUCHMaMH.

49. HazHaueHre U OCHOBHBIC BU/IbI ICJIOBOM MEPEITUCKH.

50. OdpopmieHre PEKBU3UTOR JICTIOBOTO MHUCHMA.

51. Knaccudukanus 1e10BbIX TUCEM.

52. Oco0EHHOCTH cOCTaBIeHUS U 0QOPMIICHHUS IETOBBIX ITUKETHBIX MTUCEM.

53. Oco0eHHOCTH cocTaBieHUs] U OGOPMIICHUS JIETOBBIX KOMMEPUYECKHX
TTICEM.

54. Hopmbl mpaBa, perjaMeHTUPYIOIINE Hamucanne ohepThl U aKIlenTa.

55. CriocoObl yHU(DHKAIIMY TEKCTOB JETOBBIX MTHCEM.

56. OcoOEeHHOCTH CTPYKTYPhI TEKCTa JEIOBOTO MHUCHhMA.

57. baHKU AENOBBIX MHUCEM.

58. OcoOeHHOCTH BeICHHUS ICTTOBOM MEPENUCKH TI0 AJIEKTPOHHOMN ToUTe.

59. Oco0eHHOCTH BeJIeHUs NEOBOM TEPENHCKH B CHUCTEMax JJIEKTPOHHOTO
JIOKyMEHTO000pOTa.

60. /lenoBoii 3TUKET B MEPENUCKE OpraHU3alluu.

61. AHaJIU3 TUMMYHBIX OIIMOOK B TEKCTaX JIEJIOBBIX ITUCEM.

62. XapakTepucTiKa cocTaBeHus U 0OpMIICHUS peKIaMaIiuu (IPETEH3HH ).
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63. XapakTepucTuka COCTaBJ€HHs M O(OpMIEHHS JEJIOBOr0 IMHUChbMa-
0J1aro1apHOCTH.

64. JlenoBas nepenucka B JOKyMEHTOOOOPOTE OpraHu3aIliy.

65. DKCTPaTMHIBUCTUYECKUE U S3BIKOBBIE OCOOEHHOCTH TEKCTOB CIYXEOHBIX
TTUCEM.

66. CoBpeMEeHHOE JIEJI0OBOE MUCHMO.

67. TpeOoBaHus, MPEABABIAEMbIC K TEKCTY CIIY>KEOHOTO MHUCHMA.

68. OTeuecTBeHHbIE TPAAUIIUU B TPAKTUKE COCTABIICHHUS JIEJIOBBIX MTHUCEM.

69. Ponb fesoBoi nepenucky B AeATEIbHOCTH OpTraHu3aliu.

70. Uctopus pazputus popMyssipa AEIOBOr0 MUChMA.



