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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 OCBOEHUSA
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

NPAaKTUYECKUX 3aJaHHid, IMOATOTOBKA K
KOHTpPOJIbHOM pabore

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

Kon
KOMIIeTeHIINH

Pe3yabTaThl ¢()OPMHUPOBAHHOCTH

[1K-3

3HaeT: npaBwiia JOKYMEHTAlMOHHOIO OOECHeYeHHUs JEATEIbHOCTH OpraHU3alluu
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: HaBBIKAMHM COCTaBJIEHHMS M O(QOpMIIEHUS HH(POPMAIMOHHO-
CIPaBOYHBIX, OPraHM3AaLlMOHHBIX U YIPABICHUECKUX JIOKyMEHTOB. HaBblkamu
pabotel QopMupoBaHus u OGOPMIICHUS JEJ TIOCTOSHHOTO M BPEMEHHOTO
XpaHEeHHUs; COOJIIOJICHUS M OCYILECTBJIECHHUS CIYKeOHOro 3THKETa B Ipolecce
CyOBEKT-CYOBEKTHOTO B3aUMOICUCTBUS

1.6. Kpurepuu ouneHUBAHMSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax Hux

(¢popMupoBanus
KoimuecTBo
Buj yueOHoii padoThl 0aJLi10B
0P0 300
4 cemecTp 13 Tpumectp
BrimonHenue u 3amuTa npakTu4eckux padboT 22 10
CamocTosTenpHas padoTta 10 20
Wubie Byl yueOHOM padothl (Hamucanue KCP) 18 -
Bceero: 50 30
5 cemectp | 14 Tpumectp
BrimonHenue u 3amuTa npakTu4eckux padboT 12 12
CamocrositensHas padoTta 3 17
Wubie Buap1 yuebHoM padoTs! (Hanucanue KCP) 7 16
OK3aMeH 28 25
50 70
Bcero 100
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HaxonureanHas cucrteMa ounenuBanus mo 100-0ajbHOM mKajae

YerbipexOannbHas
cHcTeMa OLlCHUBAHUSA
3K3aMeHa

100-
0ajlIbHaAR
mKaJja

BykBeHHasI 1IKaJja, COOTBETCTBYIONIAs
100-0aas1bHOM mIKaJIE

Cucrema
OLIeHUBA-
HMS 3a4eTa

Ot1in4gHO

90-100

A — OTIMYHO — TEOPETHYECKOE COIEp)KaHHe Kypca OCBOCHO
MOJTHOCTBIO, 0e3 TpoOeNoB;, HEOOXOMUMBIE MPAKTHIECKHE
HaBBIKK pabOThl C OCBOSHHBIM MaTepHAIOM C(HOPMHPOBAHEL;
BCE MpPEIyCMOTPEHHBIE IpOorpaMMoll oOyueHHs y4eOHbIe
3aJaHus BBIMOJHEHBI, KaY€CTBO WX BBIIIOJHEHHS OLIEHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MaKCUMaJIbHOMY

Xopouio

83-89

B — oucHBP XOpOIIO — TEOPETUYECKOE COJCpPKAHUEC Kypca
OCBOCHO  TIOJHOCTBIO, ©0€3 mpoOenoB;  HE0OXOAUMBIC
MPAaKTUYECKUC HABBIKK Pa0OTHI ¢ OCBOCHHBIM MAaTEPUAIIOM B
OCHOBHOM cOpMHUPOBAHBI; BCE MPeAyCMOTPEHHbIC
nporpamMmoit  oOyueHHsi y4eOHbIe 3aJaHWsl BBIOJHEHBI,
KA4eCTBO BBINOIHEHUS OOJIBIIMHCTBA U3 HUX OLIEHEHO YUCIOM
0ayuIoB, OJIM3KAM K MaKCUMAJIBHOMY

Xopomo

75-82

C — Xopouio — TEOpPETHUYECKOE COAEPKAHUE Kypca OCBOEHO
MOJTHOCTHI0; HEKOTOPHIC NPAKTHYECKHE HABBHIKM DPAa0OTHI C
OCBOCHHBIM MaTepHaioM c(hOPMHPOBAHBI HEJTOCTATOYHO; BCE
NpeyCMOTPEHHBIE IPOrpaMMOi 00y4eHHs y4eOHbIe 3a1aHus
BBINIOJIHEHBI, KA4€CTBO BBINOJIHEHUS HU OJHOIO U3 HUX HE
OIICHCHO MMHUMAJBHBIM YHCIOM OajyioB, HEKOTOPHIC BHBI
3aJJaHUH BBITIOJHEHBI C OMIMOKAMU

YV 10BJIETBOPUTEIBLHO

63-74

D — ynoBIeTBOPUTENEHO — TEOPETHUECKOE COJIEpKAHUE Kypca
OCBOGHO YaCTUYHO, HO TPOOEJBI HE HOCAT CYIIECTBEHHOTO
XapakTepa; HeoOXOANMbIC MPAKTUYECKHE HABBIKH PAaOOTHI C
OCBOGHHBIM MaTE€pHaJioM B OCHOBHOM C(HOPMHPOBAHBI;
OOJIBIIMHCTBO TMPEIYCMOTPEHHBIX IPOTPaMMON  00y4eHUs
y4eOHBIX 33JlaHUH BBITIOJIHEHO, HEKOTOPHIE N3 BBIMOJIHEHHBIX
3aJaHUH cofepKaT OMMOKH

YILOBJ'ICTBOPI/ITSJ'IBHO

50-62

E— mocpencTBeHHO —TeOpeTHYecKoe CcolepKaHue Kypca
OCBOCHO YAaCTUYHO, HEKOTOpBIE MpPaKTUYECKHE HaBBIKA
paboOThl HE CQPOPMHPOBAHBI, MHOTHE MPEIYCMOTPCHHBIC
y4ueOHOW mporpamMmoil o0ydeHHMs YydeOHble 3aJaHus He
BBITIOJTHEHBI JIHOO Ka4eCTBO BBIMIOJIHEHHBIX HEKOTOPBIX U3 HUX
OIICHEHO YMCJIOM 0aIIOB, OJIM3KUM K MUHHUMAILHOMY

3ayTeHo

HeynosnersopurensHo

21-49

FX — HeyZnoBIETBOPUTENFHO — TEOPETHYECKOE COMCpKAHME
Kypca OCBOGHO YaCTHYHO; HEOOXOIUMbIE NpPaKTHYECKUE
HaBbIKM  pabOTBl C  OCBOGHHBIM  MaTepHaJIoM  He
c(opMHUpPOBaHBI; OOJBIIMHCTBO MPEIYCMOTPEHHBIX Y4eOHOI
nporpamMMoil oOy4eHUsl y4eOHBIX 3aJaHUi HE BBITNOJHEHO
T00 KAavyecTBO MX BBIIIOJIHEHHUS OLCHEHO YWCIIOM OalJoB,
OMM3KMM K MHHUMaJIBHOMY;  TpH  JONOJIHUTEIBHO
CaMOCTOATENbHOM padoTe HaJ MaTepHaloM Kypca BO3MOXKHO
TIOBBIIICHUE KAa4YC€CTBA BBITTIOJTHCHUA yqe6mﬂx SaIIaHI/II\/'I

HeynosnerBopurensHo

0-20

F — HeynOBIETBOPHUTENEHO — TEOPETHUECKOE COJIEepKAHUE
Kypca HE OCBOEHO; HEOOXOIWMBIE TNPAKTUICCKUE HAaBBIKH
paboTel He cOpPMHUPOBAHBI, BCE BBINOJHEHHbIE Y4YeOHBIE
3aIaHusL  COJepPKaT TpyOble OMMMOKH; JOTMOJIHUTEIbHAS
camocTosTeNnpHas paboTa Haja MaTepuajoM Kypca He
MpUBEJET K KaKOMY-JT100 3HAYMMOMY TOBBIIICHUIO Ka4eCcTBa
BBINOJTHECHHS YICOHBIX 3aIaHUM

He 3auteno

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHO4YHbBIE CPEICTBA TEKYNIEro KOHTPOJIS

Bomnpocs! Aj1s1 yCTHOIO onpoca:

1. Kakue sransl JJIA TIOATOTOBKHU M COCTaBJICHUA nucem?
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2. Kakue 0y1aHKu 77151 TMCEM MCIOJIb3YIOT B padoTe?
3. [lepeunciaure npaBmia OQGOPMICHHUS PEKBU3HUTOB: TOJCH, HHTEPBAJOB,

mpudTa,

a03allHOTO OTCTyIa, HYMEpalluu CTpaHHIl, CBEJACHUNA 00 anpecare,

HAaWMEHOBAaHWUU JJOKYMEHTA, MPUJIOKEHUH, CBEJICHUN 00 UCIIOTHUTEIIE.
4. Yto He JoMyCKaeTCs MEPEHOCUTH Ha APYTYIO CTPOKY WIIM CTPAHUILY?
5. Ilepeuncnute pexkBu3nThl uceM B JIyranckoit Haponnoit PeciyOmnuke.
6. Kak pa3Mematorcs ajpecaT U nojaydarteib B KOHBepTe?
7. B xako# mociaea0BaTeIbHOCTH Pa3MEeIIAtOTCs TaHHbIE?

8.
9.

10.
11.
12.
13.
14,
15.
16.
17.

TekcTa?

18.
19.
20.
21.
22,
23.

Kaxk Ha3bIBalOTCS IBE YACTU CTPYKTYPHI JIEIOBOTO MUChMa?

[lepeuncnure cCOCTaBIAIONIUE CIY>KEOHOWU YACTH JIETOBOTO MHUChMa.
[Tepeuncaure cocTapisroNe HHPOPMAITMOHHON YaCTH JIEJIOBOTO IMHChMA.
OxapakTtepusyite GyHKIIMOHAIBHOE 3HAYSHUE JI I -a03arla.

Kaxkue ¢popmbl moAnucH CymiecTBYOT?

Kak opopmisiercs nocTckpuntym?

Kaxkast HeoOX0AMMOCTh BO3HUKACT JIJIS MIOCTCKPUIITyMa?

M3 Kakux yacTeil COCTOUT OCHOBHOM TEKCT MUchMa?

Kakue TpeGoBaHMS CYIIECTBYIOT K JICJIOBBIM MHUChMaM?

Kakue rpynmbsl [OENOBBIX IHCEM CYIIECTBYIOT COTJACHO KOMITO3UIMU

Kakumu ObIBatoT muchMa-0TBETHI?

Kaxoit npuHIum 10mKeH coOMI0aThCs MTPU COCTABIICHUN MTHCEM-0TBETOB?
Kak npaBujibHO COCTaBUTh MUCHMO-OTKA3?

Kakumu ObIBalOT OTBETHI HA MUCHMO-3aMpoc?

Kak Ha3wpiBaeTcs cranaapt st 0(hOpMIICHUS MEXKTYHAPOAHBIX MHUCEM?
CkonbKO TMOJIel (30H) OmpenesieHbl MpPaBWJIAMH pPa3MEIICHUS B ITHUX

cTaHJapTax?

24,
25.
26.
217,

CKOJNBKO PEKBU3UTOB MEXIYHAPOJHOTO NMHUChbMa?

Kakue ¢hopmbl MyHKTyaluu B MEXAYHAPOIHON NIEPENHUCKE CYIIECTBYIOT?
Kakue npaBuia HanmucaHus AaT B MEXIyHApOIHOM nepenucke?

KakoBbl mpaBmia npu oGOpMICHUU [EJOBBIX MUCEM B MEXAyHapOIHOU

MpaKkTUKe?

28.

Kakue crangapTHbie Gpas3bl-KIUIIE HUCHIONB3YIOT TP OGOPMIICHUU C

MEKIyHApOIHBIMU NapTHEPAMU?

Bomnpocsl AJ151 npoBeieHUs KOHTPOJIbHOM PadoThI:

1. Kakumu OBIBAOT A€0BBIE MUCHMa IO TUITU3AUN?
2. Kakue cnocoObI U310KEHUS TEKCTA JIEJTOBBIX MUcCeEM?

3. YKaxuTe KOJMYECTBO PEKBU3UTOB, HEOOXOIUMBIE IPH MOJATOTOBKE WU
oopmiienuu nucbma’?
4. Ilepeuncnute NuchbMa, Ha KOTOPHIE OTBEYATh HYXKHO.
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5. Ha xakue yacTu yCciIOBHO pa3feliuTh CTPYKTYPY OCHOBHOI'O TEKCTA JIEJIOBOTO
nvicbma?

6. Kak Ha3piBaeTcs HayanbHBIA ab3all JEJIOBOrO MUCHbMA, COCTOSIIUM, Kak
MIPABUJIO, BCETO U3 OJHOTO MPEIOKCHUS?

7. VI3 Kakux yacTell COCTOUT CTPYKTypa TEKCTa mUchMa’?

8. KakoBo (hyHKIIMOHATIFHOE HA3HAYEHUE MOITUCH ?

9. Kak Ha3biBaeTcsi HeoOs3aTeNbHBbIA, HO BCE-TaKW IOCTOSIHHBIA 3JIEMEHT
CTPYKTYpPBI TUCbMA, TIPEACTABIISIONINN COO0M KPAaTKYIO MPUITHCKY K TEKCTY NMUChMa,
MOMEIICHHYO MMocye noanucu? (He 6osee Tpex-4eThIpex CTPOK)?

10. Kak pacmonaraetcst mIOCTIOCTCKPUITYM?

11. Kak Ha3bpIBaeTCs MUCHMO OJIM3KOE MO0 HA3HAYEHUIO U COACPIKAHUIO MUChMY-
COOOIICHHUIO, TMHUChMY-M3BEIICHUIO WA  MPUTJIALIEHUI0, KOTOPOE  MOXKET
myOJIMKOBAThCSI B CPEACTBAX MAcCOBOW MH(OpPMAIMH AJISi OTIOBEIIEHUS OOJBIIOrO
Kpyra 3aMHTEPECOBAaHHBIX JINLL?

12. Kak Ha3bIBae€TCsI MUCHBMO, KOTOPOE MOXET OBbITh WHUIMATUBHBIM HIIU
SBJIATHCS. OTBETOM Ha MHUCHMO-TIPOCKOY M OOBIYHO OBIBaET HEOOJBIIOTO 00bema
(1-2 nmpennoxenuii)?

13. Kakoe nucpbMo, KOTOPOE SIBISIETCS MPEABAPUTEIHHON CTAANEH 3aKITIOYCHHS
Jorosopa?

14. Ha xakwuie rpymnibl MOKHO Pa3eiuTh peKJIaMHbIE TUChMa?

15. 15.0xapakrepusyiiTe TEKCT MUChMa-3aKasa.

16. Kakumu OBIBAIOT JIETIOBBIC MMHCHMA 10 MECTY B TMPOIECCE TIEPETTHCKU?

17. KakoBa KOMIO3HUIIMS TEKCTA J€JIOBOTO MUChMa?

18. Ha kakux OmaHkax oopMIIsIOTCS JIETI0BBIE MIChMa, B OTJIHYae OT OJaHKOB
oOmiero Buja?

19. Ilepeuncnute nuchbmMa, Ha KOTOPBIE OTBEYATH HE HYKHO.

20. Kakue cocTaBisronige ciry>keOHOH 9acTH muchma?

21. B yem (yHKIIMOHATEHOE HA3HAYEHHUE TUA-a03a1a?

22. JI5g 94ero CIyXUT OCHOBHASI 4aCTh TEKCTA MUChMA M €T0 COCTaBIISIONMINE?

23. Kakue GopMbl MOANKMCH MPUBOAMUTCS B 3aBUCUMOCTH OT TOTO, Ha OJIaHKE
KaKoro Buja opopMiIeHo MUCchbMO?

24. Kak pacmoyiaraeTcsi IMOCTCKPHUIITYM OTHOCHTEIBHO TOJIUCH W JIHCTa
nucrMa’?

25. Kak Ha3bIBaeTcsl MOBTOPHAS MPUTMTHUCKA K OCHOBHOMY TEKCTY MHUChMa?

26. Kak Ha3pIBaeTCs aHAJIOT TMChMA, PacCchlylaeMble TPYIINE a[PECaTOB C IEIIbIO
cooOIleHusT  Kakou-mnbo  uHbopManuu  00s3aTEIBLHOIO  XapakTepa, paHee
Ha3bIBABIIHECS [IUPKYJISIPHBIMH TUCHMaMH?

27.Kak Ha3plBaeTCs IMHUCHMO, KOTOpOE HOJDKHO colepxaTb B cebe
uHOpPMAITMI0O O MECTEe M BPEMEHH TNPOBEICHUS MEPONPUSTHS, €r0 Ha3BaHWH,
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yKa3pIBaeTcsl mnpuemiemas ¢Gopma OJEXKIbl, KOJIUYECTBO IIEPCOH, Ha KOTOPOE
pacnpocTpaHseTcst JaHHOE MUCHEMO?

28. Kax  mazpBatoT  genatouiero  npeanoxenue?  IIpunHumaromero
peaIoKeHue?

29. Kak Ha3bIBaeTCsl OTBETHOE MHCHbMO MOTEHIMATBHOTO MOKYTMATENs] TOBAPOB
(ycmyr) Ha npeUIoKeHIe MOTEHIIMAILHOTO MPOAaBIia TOBApOB (yciyT)?

30. KakoBo paznenenue nucemM-npeioKeHni?

IIpakTH4eckue 3a1aHus:
Ilpaxmuueckoe 3ansamue N |
1. V3yuyuB kinaccuukaiuio I1eJ0BbIX TUCEM, 3aMIOTHUTE TaOIHILY.

No

w Knaccudukarop Haszpanue nucem

ITo Bumam

[1o Tunmsanuu

[To o6nacTu mpuMeHeHusI

ITo cTpykType

ITo MecTy B TOKyMEHTOO0OpPOTE

SRl Rl I

[To mecTy B pouecce
MEPENUCKU

7. | Ilo HEOOXOAMMOCTH
MPOJIOJIKEHUS EPEHUCKH

8. | 1o mpaBomy cratycy
aJIpeCaHTOB

9. | 1o HanpaBeHHIO ACSITEIBHOCTH
OpraHu3alyu; TMCbMa MOTYT
OXBAaTHIBATh

10/ TTo cnocoby oTmpaBku

2. Oopmute Boinucky u3 npukaza ®I'bOY BO «JIT'TIY ».

[Ipuka3 o cozmannu skcneptHO komuccun Ne 328-OJ] ot 01.10.2023. s
OopraHu3alydd padoTbl MO MPOBEICHUIO SKCHEPTH3bl IIEHHOCTH JIOKYMEHTOB
HE00X0MMO HavaJIbHUKY KaHtenspuu JlozoBckoit A.T. pa3paboTaTh mojoxxeHue oo
skcniepTHOM Komuccuu 10 30.10.2023. Pextop ®I'BOY BO «JII'TIY» — Mapduna
K.B. Cekperaps — [Ipssnaukosa N.T.

2.2. OueHOYHbIE CPEICTBA /IS MPOMEKYTOUHOM aTTecTanun (IK3aMeH)

1. Ucropudeckuii acieKT pa3BUTHUS JEIONPON3BOACTBA U PA3HOBUIHOCTH JOKYMEHTAIUH.
2. TloHsTHE «OPUTHHAI», «IOJUTMHHUKY, KKOIHUS», «TYOIINKATY, «BBITTHCKA.

3. TpeOoBaHus, MPEABABISIEMBIC K JICIOBOH KOPPECTIOH ICHIINH.

4. O6mue nmpapwmiia odhopmIIeHHs ODHUITHATBHON (AEI0BOI) KOPPECTTOHACHITHH.
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5. CnyxxeOHasi KoppecnoHIeHIusl (THChbMa, TeJIerpaMMBbl, TENEKChl, TenehOHOTPaMMBI,
(hakcorpamMmsl, JIEKTPOHHBIC COOOIIEHNS).

6. banku mig nucem.

7. Jlorndeckas cxeMa pacroioKeHust HH(popMaluy B MUChMax.

8. CranmaptHbie U TpadapeTHBIE BBIPAKEHUS B TEKCTaX MMHCEM.

9. IlpaBuna ohopmiIeHHS KOHBEPTOB.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

OO611me TpeOoBaHUS K CTPYKTYpE, CTHIIIO U3JI0KEHUS U O(OPMIICHUIO JI€TIOBBIX ITHUCEM.
HOIIFOTOBKa WHHUIIUMATUBHBIX ACJIO0BBIX ITHCEM.

HOIIFOTOBKa OTBCTHBIX JCJIOBBIX ITMCEM.

TunuyHble OMNOKYU PH MOATOTOBKE JEIOBBIX ITUCEM.

SI3BIK U CTUJIb J1€I0BOTO UCHhMA.

OcCHOBHBIE 3JIEMEHTBI CTPYKTYPBHI J1€JI0BOI'0 TUChMA.

[Ipusercrue. O6paienue k aapecary. Jlng-ad3a.

Texct genoBoro nucbMa. 3akiouuTenbHas (popMysia BEKIUBOCTH.

[Toanuce ornpasurens. [ToctckpuntyM (IOCTIOCTCKPUITYM).

MexnyHapoaHble  CTaHAapThl MO0  OQOPMIIEHMIO  JIOKYMEHTOB.  PEeKBU3UTHI

MEX1yHapOJAHOIO IUChMa.

20.

HpaBI/IJ'Ia HGHOBOﬁ INEPCIHUCKNU € MCKAYHAPOAHBIMHU IMAPTHCPAMU. Me)KI[yHapOI[HLIC

CTaHAapThbl BEACHUS HGHOBOﬁ MCPCIINCKHU.

21.

Jlekcuka ¥ CTHJIb 10 BHEUIHEOKOHOMHYECKOH [esATeNbHOCTH. THMOBBIE (pasbl,

HCIIOJIB3YEMbIE NPU COCTABJICHUH MTUChMa JIEJIOBOMY MapTHEPY.

22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.

mo4Te.

37.
38.
39.
40.

CniocoObl U3JI0KEHUS TEKCTa IETIOBBIX IMHCEM.

Kommno3urus TekcTa nucbMa.

[TpaBwta mpu COCTaBJIICHUH PEKJIIAMHBIX ITHCEM.

TpebGoBanust K coepKaIieiicss B AEIOBBIX MUChMaxX UHPOPMAIIUH.

[TuceMma, cBsI3aHHBIE C paCIPOCTPAaHEHUEM UH(GOpPMAITUH.

Knaccudukanus nenoBoii KOppecrnoHISHITUH.

OTUKeTHbIE POPMYJIIBI B TEKCTAX JIETOBBIX MTHUCEM.

OcoOenHocTH HH(POPMALIMOHHBIX MTHCEM.

Pexnamubie mucpma.

Anemnupyromme n1ucbMa.

HmumxeBble (STUKETHBIE MHCHMA).

Tenerpamma, Tenekc, TenepoHorpaMma u GakCUMIIIBHOE COOOIIEHHUE.

CTpyKTypa JeI0BOT0 MUChMA.

SI3BIK [1ETOBOTO MHCHMa, CO3[aBAEMOT0 MTPH MTOMOIIN O(PHUITHATEHO-IEIOBOTO CTHJISL.
Ctunuctuyeckue OCOOEHHOCTH JEeNIOBOTO MHCHhMA, TMEpPelaBaeMOro MO SJIEKTPOHHOM

OcobenHoctu ohopMiIeHHUs 1€TI0BOr0 MUChMa, EPEaaBaeMoro Mo JMEKTPOHHOU MoYTe.
[IpaBuna opopmiieHus 1eoBbIX nuceMm o cranaapram MCO.

[ToHsATHE «/1€710BOE TUCBMOY.

Kputepun BbIieeHNS 1€I0BbIX INCEM B OTAENIBbHYIO I'PYIITY CIPaBOYHO-

MH(OPMALIMOHHBIX TOKYMEHTOB.

41.
42.
43.
44,
45.
46.
47.

HopMmaTtuBHO-MeToAMuecKas 6a3a JIeT0BON MEPETUCKH.

DYHKIIUU U KJIacCU(PUKAIINS IETOBBIX TTUCEM.

JlenoBoe MuchMO Kak Pa3HOBUIHOCTH CIIPAaBOYHO-MH(POPMAIIMOHHBIX TOKYMEHTOB.
CocTaB pEeKBU3UTOB JIEJTOBOTO MUChMA.

brankm 1enoBBIX ITHCEM.

TpebGoBaHusI K 3aroJiOBKaM ACNIOBBIX mrceM. KomMmo3uius 1e710Boro nuchma.
OTBeTHBIC U MHUIIMATUBHBIE MMIChbMAa: OCOOEHHOCTH 0POPMIICHHSI.
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49.
50.
51.
52.
53.
54,
55.
56.
57.
58.
59.
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HopMmaTtuBHOe 1 MeToIM4YecKoe peryinpoBaHue paboThl C 1€JI0BBIMU MTUChbMaMH.
Ha3nauenue u OCHOBHBIE BUIbI I€TIOBOM MTEPEITUCKH.

Odopmienne peKBU3UTOB JEJIOBOTO MUCHMA.

Knaccudukanus 1eT0BBIX THCEM.

OcoOenHocTU cocTaBieHUs U 0(OPMIICHHS 1€TOBBIX STUKETHBIX ITHCEM.
OcoOenHoCTH cOocTaBIeHUS M O(hOPMIICHHS IETOBBIX KOMMEPUECKHUX TTHCEM.
HopwMsl nipaBa, periiaMeHTUpYIOIIe HarucaHue oepTsl U akIenTa.

Crioco0bl yHU(UKAIIUN TEKCTOB JISIOBBIX MTHUCEM.

Oco0eHHOCTH CTPYKTYPBI TEKCTA JIEJIOBOTO MHUCHMA.

bnanku nenoBsIx nucem.

OcoOeHHOCTH BEJICHHS J1€JI0BOM MEPENUCKU MO AIEKTPOHHON MOYTeE.
OcoOeHHOCTH  BEIEHMSI  JIEJIOBOM  MEpPEeNnuCKH B CUCTEMax  BJIEKTPOHHOTO

JIOKyMEHTO000poTa.

60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

J1enoBoy 3TUKET B MEPENNUCKE OPraHU3aLHH.

AHaJIN3 TUIMYHBIX OIIMOOK B TEKCTAX JEJIOBBIX ITUCEM.

XapakTepuCcTUKa COCTABICHHS U OPOPMIICHHS peKJIaMaui (TIPETEH3UN ).
XapaKTepuCTUKA COCTABIECHUS U 0(POPMIIEHHUS AETI0OBOTO MHUChMa-01aroJapHOCTH.
JlenoBas nepenucka B JOKyMEHTOOOOPOTE OpraHU3aI|H.
OKCTPATMHIBUCTUYECKHUE U SI3bIKOBBIE OCOOCHHOCTH TEKCTOB CIYKEOHBIX IUCEM.
CoBpeMeHHOE JIeJI0BOE TTUCHMO.

TpeboBanus1, NpeabsBIsieMbIe K TEKCTY CIyKeOHOTO MUChMA.

OTtedecTBEHHbIE TPAJULIMU B IPAKTUKE COCTABJICHUS JIETIOBBIX ITUCEM.

Posnb 1e10B0# epenucku B JeSITEIbHOCTH OpraHu3aluy.

HcTopus pa3BuTs popMysspa JeI0BOT0 NUChMa.



