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1. TACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NPUMEHEHUA

®onx  oueHouHbix cpeacts  (POC) HEOThEeMJIeMasi dYacTh pabouei
IpOrpaMMbl TUCHUIUIMHBI «J{0OKYyMEHTOOOOPOT B OpraHU3alMNy U MPEaHA3ZHAYECH IS
KOHTpPOJII W OIIEHKM OOpa3oBaTElIbHbIX JIOCTHXKEHHH CTYJEHTOB, OCBOMBIIUX
porpaMmy JUCHUILIUHBI.

1.2. esan u 3aaqa4u (pOHIA OLIEHOYHBIX CPEACTB

enp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKH O0YYarOIIErocs
tpeboBanusM PI'OC BO OakanaBpuar mo HampabieHuio nojarotoBku 37.03.01
IIcuxonorusi, yTBEPKIECHHOTO NpHKa3oM MUHHCTEpPCTBA HAyKH M BBICIIETO
oOpazoBanusi Poccuiickoit @enepannu ot 29 wuronsg 2020 r. Ne 839, mpukazom
MuHucTepcTBa HaykKd M BhICHIEro oOpasoBaHusi Poccuiickoit ®deneparuu ot 26
HOs10pst 2020 1. Ne 1456 «O BHeceHnn n3MeHEeHM B (he/iepaibHbIe TOCYJaPCTBEHHBIC
o0pazoBaTeNnbHbIE CTAHAAPTHI BHICIIIETO 00pa30BaHUM.

1.3. Ilepeyenr kommnereHuui, ¢GopMHpPYyeMBIX B IpoLecce OCBOCHHS
OCHOBHO# 00pa30BaTe/ILHON MPOrPaMMBbI

[Ipouiecc ocBoeHUsI AMCLMILUIMHBI HampaBiIeH HAa (OPMHUPOBAHUE CIEAYIOIIUX
KOMIIETEHUUNA ¥ MHIUMKATOPOB MX JOCTHXKEHUS:

Kop mo ®I'OC BO | MHaaukaTop A0CTHKeHUA

YHUBepcanbHbIE

YK-4. YK-4.1.

Cnocoben OCYIIECTBIISITh nenoByro | BeiGupaer CTUITh oO1eHus Ha
KOMMYHHUKAIIMII0O B YCTHOM U MHCHBMEHHOW | rOCyJapCTBEHHOM si3bike PD u MHOCTpaHHOM
hopmax Ha rocy1apCTBEHHOM SA3bIKE | A3BIKE B 3aBUCUMOCTH OT ILEJIU U YCJIOBUH

Poccuiickoit @enepaniu 1 UHOCTPAHHOM (bIX)
A3bIKe(ax)

NapTHepCTBa;  aJanTUpyeT  pedb,  CTHIb
oOmieHUsT M S3BIK JKECTOB K CHUTyalUsM
B3aMMOJEICTBHS;

1.4. Dranbl GopmMupoBaHHMS KOMIETEHUHMH M CPeACTBA OLEHUBAHUSA

YPOBHA UX ¢OPMHPOBAHHOCTH

. KoHTpo/IbHO-0LIeHOYHbIE

Jrtanbl popMupoBanus komnerenuuii | Komnerenuun

cpeacTBa / cnocod oneHnBaAHUS
Tema 1. Teoperuko-npaBosle U | YK-4 BeicTynieHMe Ha NIPAKTUYECKUX
HOpMAaTUBHBIE OCHOBBI 3aHSTUSX, YCTHBIA OMPOC
JIOKYMEHTAILMOHHOT O obecrieueHHs
yIpaBJIeHUs
Tema 2. Crangaptuzauus npounecca | YK-4 BricTynieHMe Ha NIPAKTUYECKHUX
JOKYMEHTHUPOBAHMSI 3aHATHUSX, YCTHBII onpoc
Tema 3. Cucrema opranusanuonHo- | YK-4 BoicTynnenne Ha NpakTUYECKUX
pacropsaUTeNbHON JOKYMEHTALUU 3aHATHUSX, YCTHBIN onpoc
Tema 4. JlenoBoe nucbmMo kak ocHOBHOU | YK-4 BricTymieHMe Ha NIPAKTUYECKHUX
BUJI [IEPENTUCKU 3aHATHUSX, YCTHBIM onpoc
Tema 5. Opranuzanus | YK-4 BricTynuieHue Ha NPaKTUYECKHUX
JOKyMEHTOO0OpoTa  00pa3oBaTebHON 3aHATHUAX, YCTHBIN onpoc
OpraHu3anuu




Texkyumas arrecrauus YK-4 KonTponbHas padbota

IIpome:kyTOUHAs aTTECTALMS YK-4 3auer

1.5. Onucanue nokasareseii GOpMHUPOBAHUS KOMIIETEHIUI

Koa KoMmnieTeHIMHU Pe3ynbTaThbl ChOPMHUPOBAHHOCTH

YK-4 3HaeT: CTUIM W TMpaBWwia JIEJIOBOrO OOINEHUS B
MEXKYJIBTYPHOTO OOIIIEHUS.

YMeeT: rpaMOTHO BECTH JICJIOBOE OOIIEHUE HA MHOCTPAHHOM SI3BIKE B
COOTBETCTBUU C BHIOPAHHBIM CTUJIEBBIM PETUCTPOM.

BH&HGGTI HGO6XO[[I/IMBIMI/I KOMMYHHKATHUBHBIMU HaBbIKaMH,
MO3BOJIIIOIIEMY PEANIM30BBIBATh 33/1a4U JEJI0BOIO MEXKKYJIBTYPHOIO

CUTyalusiIx

1.6. Kpurepum ouneHuBaHHMS KOMIETEHUMH HAa Ppa3HbIX 3Tamax HX
bopmupoBanus

KosmmuecTBO

Buj yueOHO# padoThI 0anioB

00 0390

BbImosiHeHWe 1 3a1yTa MPakKTHUeCKUuX paboT 40 50

KoHTpospHast paboTa 15 10

KoHTponb caMocTosiTeTbHOM paboThI 20 15

YCTHBIU 3aUeT 25 25

Bcero 100

HakonureabHaa cucremMa oueHuBanug no 100-0a1anH0M HIKaJ e

YeTpipex0aiibHast Cucrema

cucTeMa onjeHuBaHUA
3K3dMeHad

100-0a1bHas
mKaaa

BykBeHHas mikasa, coorBercrByromas 100-
0a/sIbHOM IIKaste

OlleHHUBAHUA
3daueTra

OT/1UMYHO

90-100

A — OT/IMYHO — TEOPETHUUECKOE COJIEPIKAHHUE
KypCa OCBOEHO IMOJTHOCTHIO, 6e3 Mpobesios;
HeoOX0MMble TIPAaKTUUECKHe HaBbIKU PabOThI
C OCBOEHHBIM MaTepranoM Ch)OPMHPOBAHEI;
BCe TIpeJyCMOTPEeHHBIe ITPOrpaMMOit
06yueHust yueOHbIe 3a/laHUsI BLITIOTHEHBI,
KaueCTBO MX BBIMOTHEHUS OL[EHEHO YKC/IOM
6a/1710B, O/IM3KHUM K MaKCUMaIbHOMY

Xopo1o

83-89

B — 0YeHb XOPOILIO — TEOPeTUYECKOe
cojepKaHye Kypca 0CBOEHO TI0JIHOCThIO, 6e3
npo6esioB; He0OXOJUMBbIE MTPAKTHYECKHE
HABLIKK pabOThLI C 0CBOEHHBLIM MaTepHaioM B
OCHOBHOM C(OPMUPOBAHEI; BCE
MpeyCMOTPEHHBIE TPOrPaMMOM 00yUeHH st
yueOHBIe 3a/laHKsI BLITTOJTHEHbI, KAUeCTBO
BBINO/IHEHUS OOJIBILMHCTBA U3 HUX OLIEHEHO
YKC/IOM 0a/IoB, OJIM3KMM K MAaKCMMAaIbHOMY

Xopouio

75-82

C — XOpOILO — TeOPeTHUECKOe COZlep>KaHHe
KypCa OCBOEHO ITOJTHOCTBIO; HEKOTOPEIe
MPAKTHUYECKHE HaBBIKY PabOTHI C 0CBOEHHBIM
MarepuaaoM chOpMHUPOBAHBI HEAOCTaTOYHO;
BCe Mpe/yCMOTPEHHbIe TIPOrPaMMOit
06yueHus1 yueOHbIe 3a/1aHUsI BBIOHEHBI,
KauecTBO BBINOHEHYS HA O/JHOTO U3 HUX He
OLIeHEHO MUHUMa/IBHBIM YHC/IOM 0asos,

3auTeHo




HEKOTOpbIe BU/IbI 3a/IaHKI BBITIOTHEHBI C
omudKaMu

Y ioB1eTBOpUTE/IBHO

63-74

D — yz0B/1eTBOpUTE/IBHO — TeOpeTHYeCKoe
cojiep>kaHue Kypca 0CBOEHO YaCTUYHO, HO
npo6esibl He HOCSIT CYILeCTBeHHOTO
XapakKTepa; HeoOX0/IMMbIe MPAKTHUECKHEe
HaBbIKH1 pa60TbI C OCBO€HHBIM MaTepurasioM B
OCHOBHOM C(hOPMUPOBAHBI; OOJIBIIIUHCTBO
TIpe/lyCMOTPEHHBIX TIPOrpaMMoii 00yueHust
yueOHBIX 3a/]aHUH BBITIO/IHEHO, HEKOTOPbIE U3
BBINIOJIHEHHBIX 3a/IaHUI cofiepyKaT OUIMOKH

Y,ELOB}'IETBOPI/ITEIII:HO

50-62

E — nocpe/icTBEeHHO — TEOPETHYECKOe
CoZiep)KaHue Kypca 0CBOEHO YaCTUUHO;
HEKOTOpbIe TPaKTUUYeCKHe HaBbIKU PabOThI He
c(OpMHUpPOBaHbI, MHOTHE MPeAyCMOTPEHHbIE
yuebOHOM rporpammoii 00yueHust yuebHbIe
3a/laHUs He BBINO/IHEHb! TMO0 KaueCTBO
BBITIO/THEHHBIX HEKOTOPBIX U3 HUX OL[EHEHO
yrcioM 6am1oB, 6/IM3KUM K MUHAMAa/IbHOMY

HeynoBnerBoputensHo

21-49

FX — Hey/10BNIeTBOPUTEJILHO — TEOPETUYECKOe
COZiep)KaHue Kypca 0CBOEHO YaCTUYHO;
HEoOX0AUMBIe MTPAKTUUECKUEe HaBbIKK paboThI
C OCBOEHHBIM MaTepUasioM He
Cc(hopMHPOBaHbI; OOBITUHCTBO
MpelyCMOTPEHHBIX YueOHOM porpaMMoii
06yuenust yueGHbIX 3a/JaHHH He BHIMOJHEHO
100 KaueCTBO MX BBITIO/IHEHHUS OLIEHEHO
yKcIoM 6asiioB, O/IM3KUM K MUHUMAJIbHOMY;
TIPY [IOTIOJTHUTE/TBHO CaMOCTOSATE/THHOM
paboTe Ha/| MaTepUasioM Kypca BO3MOXKHO
TOBBIIIIEHHE KaUeCTBa BBITIOIHEHHUS] YUeOHBIX
3alaHUI

He 3auTeno

HeynoBnerBoputensHo

0-20

F — Hey[JOB/IeTBOPUTE/ILHO — TEOPETHUECKOe
coZiep>kaHre Kypca He OCBOEHO;
HeoOXoJMMble IIpaKTHUeCKHe HaBbIKM PaboThl
He c)OpMHPOBaHbI; BCe BHINOIHEHHbIE
yueOHbIe 3alaHusI CO/iepsKaT IpyOble OIIMOKHY;
JOTIOJIHUTE/IbHAsT CAMOCTOsITe/IbHas paboTa
Ha/l MaTeprajoM Kypca He MIpUBeJieT K
KaKOMY-JTM00 3HaUMMOMY MOBBILIEHUIO
KauecTBa BBINIOJIHEHHs] YUeOHBIX 3aaHui

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OueHouYHBbIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIIOBBIE)

Bonpocel 17151 yCTHOTO onpoca:

1. [aiiTe onpeneneHue MOHATUS «TIOKYMEHT.

2. Packpoiite nouarue «JOY». Hazoute mpodeccronanbuble TEPMUHBI U
onpeseneHus B 00JacTH AETONPOU3BOJICTBA.

3. HazoBute u packpoiiTe GyHKIIUN JOKYMEHTOB.

4. Kakue oCHOBHBIC 3aKOHBI B 00JIACTH OpraHU3AIMH JCIOMPOU3BOICTBA BbI
3Haete? HazoBure comepkaHue mMmakeTra o00s3aTEIbHBIX 3aKOHOJMATEIBbHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B oOsiactu JIOVY.

5. HazoBurte
odopmIiICHHE.

npaBuiIa

YTBCPKACHUA JOKYMCHTOB.

TpeboBanus

u



6. Kakne pekBH3UTHI SIBISIIOTCS «HOPUANYECKA 3HAUYUMbIMU»? [lpaBuna ux
odopmiieHus. Yto BKiIIOUaeT B ceOsl MOHATHE «IIPABOBAst OXpaHa JIOKyMEHTOBY?

7. llpuBeaute npuMepbl T0KYMEHTOB, KOTOPBIE MOJIEXKAT YTBEPKICHHUIO U Ha
KOTOPBIX CTaBUTCA Mevarh. Kak ohopMIsitoTes nepeyHu TaKuX JOKYMEHTOB?

8. Ha3zoBure 3aKOH, B COOTBETCTBHUM C KOTOPBIM O(QOPMISIOT PEKBH3UTHI
nokymeHToB cucteMbl OP/I. /lata BBeneHue u 4to OH ycraHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBurte pexkBu3uThl 00miero OnaHka W OmaHka ans nucbMa. IlpaBuna
obopmienusi. Kakue Buubl OnaHkoB Bbl 3Haere? B uem ocoOeHHOCTH OjaHKa
JOJIKHOCTHOTO JIMLa?

10. CornacoBanue u BusupoBanue. HazoBute BUIBI U CPOKH COTJIACOBAHMS, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxkute O meyarsx M IITaMOax MOpeAnpusaTvil v opraHuzauuii. Ha
KaKMX JIOKyMEHTax cTaBsTcsi nedarb? Kakue TpeOoBaHUS TNpeAbABIAIOT K
UCIOJIb30BaHUIO TepOOBO neuaTu?

12. PackpoiiTe coaep:kaHWe TMOHITUS «ympaBieHue». Ha3zoBUTE CHUCTEMBI
JOKyMEHTOB yrmpaBieHusi. Packpoiite nonsitue «OP[l». Kakue rpynmbl U BB
TOKyMEHTOB BxoasT B OPJ]?

13. Pacckaxxute 00 OCOOEHHOCTSIX AJIEKTPOHHOI'O JTOKYMEHTA, AJIEKTPOHHOMN
NEePEenUCcKU U TpeOOBaHUAX, IPEIBABIAEMbIX K HEH.

14. B yeMm ocobeHHocTu Onanka ajs nuchMa? HazoBuTe pexkBU3UTHI OjaHKa
JUISl TUCbMA M PEKBU3UTHI CIIYKE€OHOTO MHUChMa.

15. Yto periiameHTUpyeT TUNOBasi MHCTPYKLHUS 110 AENONPOU3BOACTBY? JlaiiTe
XapaKTEpUCTUKY OPraHW3allMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJBI.

16. HazoBute Buabl HWH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTepUCTHUKY KaxkJ1oMy BUly. [IpuBennTe n3BecTHbIE BaM BHUIbI PETUCTPALUU.

17. JaliTe  XapakTepUCTUKY Yy4YpPEOUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npennpustud. Kakue BUIbl yCTaBOB BbI 3HAaETE?

18. Jaiite  xapaktepuctuky JAokymeHTy «llomoxkeHue» U  HaA30BUTE
CTPYKTYPHBIE€ YaCTH TEKCTA JOKYMEHTA U €r0 CONEPKAHMS.

19. [laiite xapaktepucTuky HoKyMeHTy «HcTpyknumsy». [IpuBenure npumepsl.
JIoJKHOCTHASI MHCTPYKIUS, CTpyKTypa TekcTa. Odopmuenue. O3HaKOMIICHHE.

20. IlItatHoe  pacnucanue OCOOCHHOCTH  COCTaBJICHUS, OQOPMIICHHUS.
TpeOoBaHue K UCTIOIB30BAHUIO YHUPHUIIUPOBAHHBIX (POPM.

21. IIpaBuna BHYTpEHHETO TPYAOBOTO pacnopsaka u [lomoxenne o nepconane.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPAIUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUIbI pacoOpsSIUTEIbHBIX JOKYMEHTOB M OCOOEHHOCTH KaK/10TO.
HazoBute  CTpyKTypHBIE 4YacTH TEKCTa PACHOPANUTENBHBIX  JTOKYMEHTOB,
odopMiieHHE TTpeamMOyJIbl U PACHIOPSTUTEITIHHOM YaCTH.

24. B yem ocobeHHOCTH ciy)keOHbIX TceM? HazoBute BUIBI CITyKEOHBIX
nucem. Kakue TpeboBaHus MPEIbABISIOTCS K TEKCTY CIY>KEOHBIX MucemM?

25. HazoBute mpaBwia odopmIIeHHs  PEKBU3WTA  «aapecar». Buubl
aJpPECOBAHUS.

26. YUTO BXOJUT B MOHATUE CIIPOBEJIEHUE IKCIIEPTU3bI HEHHOCTH IOKYMEHTa» ?



27. PackpoiiTe TOHATUSA «IOKYMEHTOOOOPOT», <«JIOKYMEHTONMOTOKM». [laiiTe
XapaKTePUCTUKY KaXXJAOMYy BHJY JOKYMEHTONOTOKA, YKaXHT€ HX OCOOCHHOCTH.
Kakum oOpaszom omnpenensiercs 10KyMEHTOOOOPOT NPEAPUITHS?

28. Homenkiarypa aen. 3nauenue. CocraBiueHue. Buabsl HOMEHKIATYpBI.

29. IlogrotoBka JNOKYMEHTOB K CJay€ B BEJIOMCTBEHHbIM apxuB. (Cpaua
JOKYMEHTOB B apxuB opraHuzauuud. Onuch JOKYMEHTOB, HaxXxOASUIUMXCS B JIEJIE.
dopma u cosiepkaHre akTa 00 YHUYTOXKEHUU JOKYMEHTOB U JIEI.

30. Kakue nokyMeHTBI HE mojyiexxaT peructpanuu? Kak u 3aueM BeleTcsl yueT
TaKUX MOCTYIUICHH?

31. Pacckaxxute 0 BUAAX BXOJAIIMX, UCXOMSIIUX BHYTPEHHHUX JIOKYMEHTaX.
HoxymenToB. IlpuBenure (opmbl >KypHaJIbHOM peructpauuu. Pacckaxure o
peructpanuu ¢ nomouipto PKK 1 aBToMaTu3npoBaHHoOM.

32. Yto BKiIIOYAET B ce0s MOHATHE «POPMUPOBAHUS» U «ODOPMIICHUSD J1ET?
HazoBute npuszHaku opopmiieHus 00JI0XKKHU Al

33. Cpoku XpaHEHHs] JTOKYMEHTOB B 3aBUCHUMOCTH UX 3HauuMocTu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIIOT CPOKH XPaHEHUS.

34. Yro BKJIIOYAET B CEOSl MOHSATHE «IIOATOTOBKA JIOKYMEHTOB K ApXUBHOMY
xpaHeHuo»? OyHKIMH, 3a1a491 U OTBETCTBEHHOCTH JK.

TecTsl AJ151 NPOBeIeHUA KOHTPOJIbHOM PadoThI:

1. IlpaBuibHAs MOCJE€A0BATEIBLHOCTh HANMCAHMS 3JEMEHTOB IOYTOBOIO
aJpeca Ha MOYTOBBIX OTIPABJICHUAX:

®) TOYTOBBIN UHJICKC;

\v) HANMEHOBAHUE a/Ipecara;

©)HOMEpP KBapPTHUPBHI;

& )Ha3BaHUE HACEJIEHHOTO MMyHKTAa;

&)Ha3BaHUe 00JaCTH, Kpasi, peCIyOJIUKH;

b) CTpaHa;

©) HOMEp J0Ma;

«)Ha3BaHUE YJIUIIBI.

2. YHupuuupoBaHHAsA CHCTEMA JOKYMEHTALMU — ITO:

®) CUCTEMA JIOKYMEHTAllUW, CO3/IaHHAsI M0 €IUHBIM IpaBuUiIaM U TPeOOBAHUSM,
cojieprkaiiiasi uHpopmMaIuoo, He0OX0IUMMYIO JIJIsl YIIPABIICHUS B OIpEeIeHHON cdepe
NEeSTENbHOCTH;

©) yHU(PUIIMpOBaHHbIE  (OPMBI  JIOKYMEHTOB, CHCTEMAaTHU3WPOBAHHBIE IO
GyHKUMAM yIIpaBiIeHUS;

©) COBOKYITHOCTh JOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBHH C PEIIAEMbIMU
JTOKYMEHTaMU;

&)COBOKYITHOCTh ~ JIOKYMEHTOB, CBsI3aHHas €IWHOOOpPa3HBIMU TpaBUIIAMU
o opMITEHUS.

3. BO3MOKHOCTH HCIOJIb30BaHMsI (PaKCMMMJIE KAK COOCTBEHHOM NMOANMCH
perjiaMeHTHPYeTCH:



©) TPAXKIAHCKUM KoAeKkcoM PD;

o) MpaBUJIAMM JIEJIONPOU3BOJICTBA B (efiepalbHbIX OpraHax HCIOJHUTEIbHON
BJIACTH;

o) TOCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHbIN HA0OP PeKBU3UTOB?

o)['ocynapctBennslii  repd Poccuiickoii  ®enepauuu, repd cyObekra
Poccuiickoit  ®Depeparuu, 5SmOiieMa OpraHu3ali, TOBApHBIA 3HAK  (3HAK
00cCITyKUBaHUs), 1aTa, HOMEP, MECTO COCTABJICHUS WJIU U3/IaHMUS;

) OJTaHK MHCHhMa;

©)00IINi OJIaHK;

«)0JIaHK KOHKPETHOTO BUJA JTOKYMEHTA.

S. IlopsAioOK HAMMCAHUS MOYTOBOIO A/Ipeca YCTAHOBJICH:

o)B [IpaBunax aemonpou3BojACTBa B (heepalibHBIX OpraHax HUCIOTHUTEIbHOU
BJIACTH;

o)B I'OCT P 7.0.97-2025;

©)B [IpaBunax okazaHusi yCIyr OYTOBOU CBSI3H.

6. PexkBU3UT «BU32» MOKET BKJIKYATh:

®) IOJDKHOCTh BH3UPYIOLIETO, €ro MOJIMUCH, pacM@poBKY (MHULHUANBI H
(damunus) u nary;

o) moanuck, pacuudpporky (d. U. O.), nary;

©) IOJDKHOCTD, MOJITNUCH J1aTY;

&) JOJKHOCTb, MOANUCH, pacudpoBky noanucu (P. 1. O.).

7. 'epOoBasi me4aTh NPOCTABJISIETCH HA MUCbMAX:

®) PEKJIAMHBIX;

) HATOMUHAHUSIX;

© ) IPUTJIAIICHUSX;

&)TapaHTUHHBIX;

&)UHDOPMAITMOHHBIX.

8. TekcT [OKYMEHTOB COCTABJSIIOT HAa TIOCYAapCTBEHHOM  fI3bIKe
Poccuiickoii @exepauuu HWJIM Ha TOCYAAapPCTBEHHBIX $A3BIKAX CYOBEKTOB
Poccuiickoit @enepanum B COOTBETCTBUH C:

®)IpaBWIa JEIONPOU3BOJCTBA B (efepalibHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

v)3akoHoAaTenbcTBOM Poccuiickoit ®enepanuun U cyObekToB Poccuiickoit
QOenepanuu;

o) [[CAOY;

&) TUTIOBOM MHCTPYKIIMEH 1O ACIONPOU3BOJICTBY.

9. Ilesqb10 CTAHAAPTU3ALUM TOKYMEHTOB SBJISICTCH:

) FOpUIUYECKOE 3aKPEIJICHUE PEe3yJIbTaTOB YHU(DUKAIIUN TOKYMEHTOB;

©) pa3paboTKa HOMEHKIIATYPY JeI;

©) CUCTEMATU3AlMs JOKYMEHTOB B OpraHU3aluy;

«)o0ecrnedyeHrne COXpaHHOCTH IOKyMEHTOB;

&)3amuTa KOH()UICHIINATEHOCTH HHHOPMATIHH.

10. ¥YkaxkuTe BapHAHT OTBETOB, B KOTOPOM MNPAaBWIBHO Ha3BaHbI
PEKBHU3HUTHI OJIAHKA MUCbMA:



0)(repb, oMmOnema), KOJ OpraHU3alMKM, HAUMEHOBAHWSA OpTraHU3aIINH,
CIIpaBOYHBIE JaHHBIE OO0 OpraHu3auu, Koj (GOpMbI JTOKYMEHTa, MECTO IS
MPOCTABIICHUS JaThl JOKYMEHTa, MECTO [IJIsi MPOCTABJICHUS] PETUCTPAIIMOHHOTO
HOMEpa TOKyMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

) (repb, »mOileMa), HAUMEHOBAHWS OpPTaHWU3AIWMH, KOJI OpraHW3alWH, JaTa
JTOKYMEHTa, MECTO JIJISl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa IOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOMSIIETO TOKYMCHTA;

©)(repb, »5MONema), HAMMEHOBAaHWS OpraHuU3allud, HAUMEHOBAaHUS BUJIA
JTOKYMEHTa, JaTra JOKYMEHTOB, KOJ (POpMBI JOKYMEHTa, MECTO IS MPOCTABIICHUS
PETHCTPAlIMOHHOTO HOMEpa JOKYMEHTa, CIPABOYHBIC JaHHBIE 00 OpraHM3alluy,
CCBIJIKa Ha HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

&)(rep0, smOiiemMa), HaMMEHOBAaHUSI OpPTraHHW3allMM, CIIPABOYHBIC JIaHHBIC 00
opranuzanuu, koja opranuzauuu OI'PH, mecTo ans npocTtaBieHust naThl JOKyMEHTAa,
MECTO JJIsl POCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIKa Ha HOMED
U JIaTy BXOJISIIETO JOKYMEHTA, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

11. K oprann3aumoHHbIM JOKYMEHTAM OTHOCSTCH:
®) TPOTOKOI;
) ycTasB;

©®) HHCTPYKLHS;
&) TIOCTaHOBJICHUE;
&) TIOJIOXKEHHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
®) ajapecar;
©) HAMMEHOBAaHUE OpraHU3allNY;
©®) HauMEHOBaHHUE BUJA TOKYMEHTA;
&) 3aroJoBOK K TEKCTY, TEKCT;
&) rpud yTBEpKICHUS;
b)  TOJIHKCH.
13. AKTBI co31a10TCH:
®) KOJUIETHAJIBHO;
) Ha OJaHKax;
©) Ha COBEIIAHHH;
&) BBIIIECTOSIIEH OpraHu3aluei.

14. HopmaTMBHBIA aKT, HM3JaBaeMblid JAHPEKTOPOM 00pa3oBaTeJIbHOMU
OPraHU3alMU UJIH YUYPEXKIeHUsA, ITO:

®) TpUKa3z;

©) TOJOXXECHUE;

®) PpaCHOpPSLKEHHUE;
&) pelIeHueE.

15. Bo Bpemsi npoM3BOACTBEHHOI0 COBCIIAHHUS Y JAMPEKTOPAa CEKpeTaphb
3anMchbIBAJ BBICTYIUICHUS] M NpuHATHe pemieHusi. Kakoii noKkymeHT ciaeayer
o¢opMHTH 110 HTOTaM 3aceJaHuA?

o) [IpoTokon;

©) peILICHHUE;

©) pactopsKEHUE;



&)MPOTOKOJ, PELIEHUE U PACIIOPSKEHHUE;

&)IM0 YCMOTPEHUIO HAYAJIbCTBA.

16. PekBu3uTaMu BHEHIHEH CIIPABKH SBJISIETCS:

©) [1eYaTh;

©) TOIKCH;

©)HaMEHOBAHUE BUJIA TJOKYMEHTA,

&)ajipecar;

&)HaNMEHOBaHNE OpraHU3alluu;

b) CChUIKA HA JIaTy PETUCTPAILIMOHHBIN HOMED.

17. ®akc oTiin4aeTcs OT NUCbLMA M0 0(P)OPMJIICHHUIO TEM, YTO:

©) SIBJIAETCS HE MOJJIMHHUKOM, a KOTUEH TOKyMEHTA;

\©) COJIEPXKUT PSJL TOTIOJTHUTEIbHBIX PEKBU3UTOB;

©)Ieyaraercs Ha Tenedakce;

&)HE MOXKET OBbITh 3aBEpPEH MeYaThIo.

18. BoigesnTe U3 KaKUX pPa3ieioB COCTOUT TEKCT NMPHUKA3a MO OCHOBHOM
NesiTeJIbHOCTH:

©) KOHCTaTUPYIOLIUI U PacoOpsiAUTENbHBII;

\©) KOHCTAaTUPYIOIIHNI ¥ TOCTAHOBJISIOIIIHIA;

©) KOHCTaTUPYIOUIUI U MIpeiararoniui;

«)OCHOBHOM M KOHCTAaTUPYIOUIUH.

19. Bbigeaure, B KaKOM H3 BHJ0OB [JOKYMEHTOB He MPOCTABJIAIOTCS
PEKBM3UT HAUMEHOBAHMS BH/1a JOKYMEHTA.

©) 3a5BJICHUE;

o) c1y>)keO0HOE MUCHMO;

©)JIOKJIa/THAasl 3aITUCKa;

&) IOJIKHOCTHAS] HHCTPYKIIHSL.

20. Pacnpegequre YyKa3aHHble HHXKe JOKYMEHTbI Ha 3 Trpynmbl:
a) OpraHu3aNuoHHbIEe, 0) pacnopsiANTeIbHbIE, B) HHPOPMAIlHOHHO-CIIPABOYHbBIE.

1. Pe3rome.

. JomkHOCTHast UHCTPYKIIUSL.

. Pacniopsixkenue nupekropa.

. CBoJKa.

. IlocTanoBieHHE KOJUIETUMN.

. UHCTpYyKIMsl IO AETTONPOU3BOICTBY.
. CpaBka ¢ Mecta paboThI.

. [Ipukas o npueme Ha paboTy.

9. lllTaTHOE pacnrcaHue.

10. TpynoBoii forosop.

11. ITpurnamexnue Ha BHICTaBKY.

12. PernameHT.

21. Komuccusi 1o paccijielOBaHMI0 MOKapa, TMPOU30LIeANIero B
00pa30BaTEJIbHOM YUYPeKICHUH, YCTAHOBIWIN Psij GaKTOB, KOTOPbIE MOCTYKHUIH
NPUYUHON Mmoxkapa. Kakoil TOKyMEHT J0/2KHA COCTABUTh KOMUCCHUS?

0) AKT;

1) CIPaBKYy;
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©) JIOKJIQIHYIO 3aITUCKY;

&)UHCTPYKITUIO O TIPOTHUBOIOKAPHOH O€30MaCHOCTH.

22.  JIOKyMeHT, aJIpECOBAHHBIA  PYKOBOJIMTEJIIO OpraHu3aluu,
colep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KeHHEe KaKoro-jimdo Bompoca ¢
BbIBO/IAMH U NPEIJI0KEHUSIMH COCTABJICHHS, HA3bIBAETCH:

©) AKT;

©) IpEICTaBICHUE;

©) IOKJIaJTHasl 3aIUCKa;

&) TIpeAJIOKEHHE.

23. JlaToi c1yxe0HOro MUCbMA SABJISETCH AaTa:

©) COCTaBJICHUS;

\©) OTTIPABJICHUS;

© ) IOJIITACAHMS;

&)TMOJTyYECHHUS.

24. CnucoK NMPUCYTCTBYIONIMX HA 3acedaHuu oQopmiisieTcsi OTAEJbHO H
NMPUWIAraeTcs K MPOTOKOJIY, €CJIH TAKOBBIX:

0)0omee 15;

) 60iee 10;

®)0omee 25.

25. Odopmienne o00JI0KKM Jejia IS NOCACAYIOIIEro XpPaHEHUs
onpeaessieTcs:

©) CTaH/IaPTOM,;

) THCTPYKLIMEH 10 AeIONPOU3BOICTBY;

©) pacnopsKEHUEM PYKOBOJIUTEIIS.

26. DxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOAUT B Tamna:

©) YeThIPE;

©) TpH;

©)JIBa.

27. Homenkjartypa aes (padouuii 3K3eMILISIP) NOMEIAIOT HA:

©) CTOJIE, TTOJT CTEKJIOM;

) 1BepIie mKkada ¢ TOKyMEeHTaMU;

©) BHYTPEHHEHN CTOPOHE JIBEpLbI MIKada ¢ JOKYMEHTAMH.

28. Bce JaucThl Jesia NpW NOATOTOBKE WX K Iepegaye B apXuB
HYMepPYIOTCS:

©) YEPHBIM T'papUTHBIM KapaHIaIIoM;

\©) YEPHBIMH YEPHUJIAMH;

©) KpaCHBIM KapaHJalIOM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCSH:

©) TIOCJIE 03HAKOMJICHUS C HUMH PYKOBOJIUTEIIS;

\©) B IEpBOM MMOJIOBUHE JTHS MOTyYCHUS;

©)J10 O3HAKOMJIEHUSI C HUMH PYKOBOJIUTEIIS.

30. Ka:xxnasi o0pa3oBaTe/ibHAs OPraHu3anuda 00s13aHA UMETh:

©) CBOJHYI0 HOMEHKJIATypYy;

) UHAUBU1yaJIbHYI0O HOMEHKJIIATYPY;

©) TUTIOBYIO HOMEHKJIaTypy.




31. 3a CKOJIBKO JAHeHd 0 MCIOJHEHHS NPOBOAAT NpeaynpeauTebHbIi
KOHTPOJIb?

) 1B,

©) OTUH;

©) TPH.

32. PazgequresisiMi B CIIPABOYHOI KapTOTEKe CJIYKAT:

©) Ha3BaHUS CTPYKTYPHBIX MOJApa3/CICHUIA;

) HATTpaBJICHUSI ICSITEILHOCTH IPEATPUITHUS;

©)THU HEJIeNd, MecsIIIa.

33. Ha ucxoasimeM J0KyMEHTe PEKBU3UT «1aTa» CTABUTCH:

©) COCTaBUTEJEM JIOKYMEHTA;

) IpU pErUCTpalny;

©)TIOCJIE MOAMUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B feJie coiepKaTcs TOKYMEHTbI Pa3JIHYHON IEHHOCTH, TO CPOK
XPaHEHUS YCTAHABJIUBAETCS:

) OOJBIINIA;

\©) MEHBIIINI;

©) CPEJTHUM.

3aganus I CAMOCTOATEILHOM Pad0ThI

3apanme 1. OQopmMuTh BCE OTMETKH, KOTOPBIE CTaBAT HA JOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2025. VYkaxkutre MeCTOPACHOIO0KEHUA OTUX
pPEKBU3UTOB Ha OaHke popmara A4.

3aganme 2. M300pa3ute cxemMaTHuecku KiacCu(pUKaIUIO JOKYMEHTOB.

3apnanue 3. Bemmummumre Ha nuct dopmara A4 Bce mpaBuiaa oQopMIICHHS
TEeKCTa JIOKyYMEHTa: HMHTepBasibl, mpUdTel U T. A. B coorBercTBUU ¢ ['OCT P
7.0.972025.

3aganme 4. CoctaBuTh W OQOPMHUTH JOKIAIHYIO 3alMUCKy O HapyIICHUU
TPYAOBOM NHUCHUUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U 3JIEMEHTHI TEKCTa 100aBUTH
camocToATeNnbHO. HamucaTe OOBSCHHUTENBHYIO 3alMCKy OT HMEHH paOOTHHKA,
HapyLIUTENS TPYAOBON JUCIHUIUINHBIL.

3apanme S. Hanncats oTBETHOE MMCHhMO-0J1ar0JapHOCTh HA MO3PABJICHUE.

2.2. OueHOYHBbIE CPEACTBA JJIS POMEKYTOYHOM aTTecTalnu (3a4eT)

Bomnpochl aj1s1 npoBeeHus 3aueTa:

1. TloHsiTHE «IOKYMEHT» U €ro (PyHKIINH.

2. Knaccudukarus 10KyMEHTOB.

3. CymHOCTh M OCHOBHOE Ha3HAYCHHE JOKYMEHTAIIMOHHOTO OO0EeCIeUeHHs
JICSITEILHOCTH TIeJarora.

4. Cuctembl TOKyMEHTAIUH.

5. 3akoHOJaTenbHasl U HOPMAaTUBHO-METOu4YecKas 0a3a JTOKYMEHTAIlMOHHOIO
oOecrieueHus: yIpaBJICHHUS.

6. ®opmyJisip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.



8. TpeboBaHus kK 0POPMICHUIO PEKBU3UTOB JTOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cucrema noKkymMeHTalMu B 00pa30BaTeIbHOM OpraHu3aluu.

11. Opraam3anmonnsie qoKyMeHThI cucteMbl OPJl. O0mas xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsiautenbHbie ToKyMeHThl cucteMbl OPJ]. OOas xapakTepucTuka u
Ha3HAY€HUE JOKYMEHTOB.

13. UudopmanmonHo-cripaBouHble  JOKyMeHThl cuctembl OPJI.  OOGmias
XapaKTEepUCTHKA U HA3HAYEHUE JTOKYMEHTOB.

14. /IenoBoe NUCbMO KaK OCHOBHOM BUJ IEPENUCKHU.

15. bnanku nia nucem. @opmylisip 1€JI0BOTO MUCHMA.

16. Ocobennoctr 0pUIIUATBEHO-/IETIOBOTO CTHIIS COCTABIEHHUS TEKCTA JIETIOBOTO
nMchbMa.

17. Bunbl  cimy>XeOHBIX  THMCEM,  COCTaBIIAIOIIME  OCHOBY  JICJIOBOM
KOPPECIIOHAEHIM Y.

18. DnexTpoHHas nepenucka. IIEKTPOHHBIN TOKYMEHT.

19. Opraamzaius JOKyMEHTO000pOTa 00pa30BaATEIHLHOM OpPraHU3aIUH.

20. ®opmbl OpraHuzanudd pabOTBl C JOKyMEHTaMH. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. [lopsiaok 06pabOTKH BXOASAIIMX JOKYMEHTOB. Perucrpanust JOKyMEHTOB.

22. llopsinok 06pabOTKH UCXOAAIINX TOKYMEHTOB.

23. [lopsimok paboThl C BHYTPEHHUMH IOKYMEHTAMHU.

24. HoMenkJiatypa Jed.

25. ®opmupoBanue,  oopmieHHe,  XpaHEHHEe  Jed B TEKyUIeM
JEI0NPOU3BOICTBE.

26. Yaudukanus J0KyMEHTOB.

27. CranapTu3anus JOKYMEHTOB.

28. Hymepaiuss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. llpudTel, KerIH U OIS, MPUMEHSIEMbIC TIPU 0POPMIICHUH TOKYMEHTOB.

30. Pestome, aBTOOMOTpadus, XxapaKTepUCTHKA: TIOHIATHE, Ha3HAYCHUE, COCTAB
PEKBU3UTOB.

31. 3aABneHUE: MOHATHE, HA3HAYECHHE, COCTAB PEKBU3HUTOB.

32. CiyxeOHasl 3alIUCKa: MIOHATHE, HA3HAUYEHUE, COCTAB PEKBU3UTOB.

33. OObsicHUTEIbHAS 3aMUCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloknagHas 3anuckKa: MOHATUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

35. CnpaBka: IOHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: IOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3, pacrnopsiK€HHE: NOHITUE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

38. IIpuka3 no TMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, noyiokeHue: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. JomxkHOCTHAs MHCTPYKIIMS: MTOHATHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UncTpyKuUs 1O JAEJNONPOU3BOJACTBY: TIOHSTHE, HA3HAYEHUE, COCTaB
PEKBU3UTOB.

42. IIpaBuna: NoHsITHE, HA3HAYECHUE, COCTAB PEKBU3UTOB.

43. KOJJIEKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.



44. OcoOeHHOCTH COCTABIEHUS TEKCTA MMPOTOKOJIA.

45. OcoOeHHOCTH COCTABIEHUS TEKCTA MPUKA3a.

46. PexBu3uThl TepO, sMOIeMa, TOBApHBIM 3HAK (3HAK OOCITY>KWBAaHHS), KOJ
(dbOopMBI TOKYMEHTA.

47. PekBU3UT HAMMEHOBAHWE OpraHW3alM{, HAUMEHOBAHUE CTPYKTYPHOTO
NOAPA3AEIECHUS, HANMEHOBAHNE TOJKHOCTH JIULIA.

48. PexkBU3UT cripaBOYHBIEC JaHHbIE 00 OpraHU3alUu.

49. PekBU3UT HAMMEHOBaHUE BU/IA IOKYMEHTA.

50. PexBU3UT faTa JOKyMEHTA.

51. PexBU3UT perucTpaiiOHHbIA HOMEP JOKYMEHTA.

52. PEeKBU3UT CChUIKA HA PETHCTPALMOHHBIM HOMEpP W ATy MNOCTYNHBLIETO
JOKYMEHTA.

53. PekBU3UT MECTO COCTaBJICHUS (M31aHUSI) TOKYMEHTA.

54. PexkBu3uT rpud OrpaHUYECHUsI TOCTYTA K TOKYMEHTY.

55. PekBusur azpecar.

56. PexBusut rpud yTBEpKICHUS JOKYMEHTA.

57. PEeKBU3UT 3aroj0BOK K TEKCTY.

58. PEeKBU3UT TEKCT JOKYMEHTA.

59. PexBU3UT OTMETKA O MPUIIOKEHUU.

60. PexBu3ut rpud coriiacoBaHus JOKyMEHTa.

61. PexBusur Bu3a.

62. PEKBU3UT OANHUCE.

63. PekBU3UT OTMETKA 00 3JIEKTPOHHOU MOAMKCH.

64. PexBU3UT meyarsb.

65. PekBU3UT 0TMETKA 00 UCTIOTHUTEIIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIHH.

67. PeKBU3UT OTMETKA O MOCTYIUIEHUH IOKYMEHTA.

68. PeKBU3UT pe30JTO1usl.

69. PexkBU3UT OTMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HAIIPABIICHUHU JIOKYMEHTA B JEJIO0.



