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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onx  oneHouHbix cpeacts  (POC)

HCOTBCMJICMAsA YaCTb pa6oqel?1

InporpaMmbl  THUCHUIIIIMHBI ((I[OKYMGHT&HI/IOHHOG oOecricueHue O6p&30BaTeJIBHOI71

opranm3anuun» MW HIPCAHAZHAYCH JIA

KOHTpPOJII M OLCHKH 06p8,30BaT€JII>HI>IX

I[OCTI/I}KCHI/Iﬁ CTYACHTOB, OCBOMBIIUX ITPOIrpaMMy AUCIHHUIIIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB
Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs

TpeOOBaHMSIM

dI'OC BO OakanaBpuar

110 HaIpaBJICHUTIO

41.03.05 MexayHapoaHble OTHOILIEHUS, YTBEP)KIECHHBIM IpUKa3oM MUHHUCTEpCTBa

oOpa3zoBanus u Hayku Poccuiickoit deneparuu ot 15 mrons 2017 r.

NU3MCHCHUSIMH U I[OHOJ'IH@HI/ISIMI/I).

No 555 (¢

1.3. Ilepeyenbr kKommeTeHUMi, (GopMHpPYeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI POrPpaMMBbI
[Ipotiecc ocBoeHUsT AUCIUIUIMHBI HANpaBiieH Ha (OPMHUPOBAHUE CIICAYIOIIUX
KOMIETEHINA U MHANKATOPOB UX JIOCTUKEHHSI:

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHUSA

YHUBepcaabHbIE

YK-4. VK-4.1.

Criocoben OCYILIECTBIIATh JIeJIOBYIO | BBIOMpaeT MpUEMIIEMbId  CTUJb  JI€JIOBOTO

KOMMYHUKAIIMIO B YCTHOM M TIMCbMEHHOW | OOLIEHHMS  HAa  TOCYJApCTBEHHOM(-bIX) |

dopmMax  Ha  TrOCylapCTBEHHOM  SI3bIKE | HHOCTPAHHOM(-bIX) S3bIKaX, BepOajibHbIE MU

Poccuiickoit denepanny 1 MHOCTpaHHOM(BIX) | HEBepOalIbHbIE CPEACTBA B3aUMOJACWUCTBUS C

A3bIKe(ax) napTHEpaMH B YCTHOM U MMCbMEHHOM (opmax

1.4. Dransl GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLECHUBAHUA

YPOBHS UX CPOPMHPOBAHHOCTH

3 . KoHTpoabHOo-01eHOYHBIE
Tanbl (popMupoBanus KomnereHuuii | Komnerenuuu

cpeacTBa / cnnocod oleHUBAHUA
Tema 1. Teoperuko-npaBoeie u | YK-4 BeIcTyIuieHHe Ha MPAaKTUYECKUX
HOPMAaTHBHBIE OCHOBBI 3aHATHUAX, YCTHBIM OIPOC
JIOKYMEHTAllUOHHOTO o0ecrieueHus
YIPABJICHUS
Tema 2. Crangaptuzanus nponecca | YK-4 BeIcTyIuieHHe Ha MPAaKTUYECKUX
JIOKYMEHTUPOBAHUS 3aHATHUAX, YCTHBIM OIPOC
Tema 3. Cucrema opranuzanmonso- | YK-4 BeIcTyIuieHHe Ha MPAaKTUYECKUX
pacnopsINTENbHON JOKYMEHTAIIMU 3aHATHUAX, YCTHBIM OIPOC
Tewma 4. [IlenoBoe nmucbmMo Kak ocHOBHOH | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
BU/JI IIEPEITUCKU 3aHATHUAX, YCTHBIM OIIPOC
Tema S. Opraamszanus | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHUAX, YCTHBIN OIPOC
OpraHu3aIu
Texkymas arrecrauus VK-4 KonrponsHas pabora

IIOATrOTOBKH




IIpomeskyTOoUHAs aTTecTALMS YVK-4 3auer

1.5. Onucanue nokaszarese (GOPMUPOBAHNS KOMIIECTECHIIMI

Kox komnerenuumn Pe3ysabTarsl ¢chpOpMHUPOBAHHOCTH

YK-4 3HaeT: CyIIHOCTh U CHEeUU(UKY MEKIUIHOCTHOTO M MEXKKYJIHTYPHOTO
B3aUMOJICHCTBHS, a TAKXKE KIJIIOUEBBIE MPUEMBI, CIIOCOObI, TEXHOJIOTUU
o0OecrieyeHHss YCTHOM M NHMCbMEHHOW KOMMYHHUKAIMM; JIEKCHUUYECKUE,
rpaMMaTH4YeCKHe, CTUIMCTUYECKHE HOPMBI YINOTPEOJIEHHUsI PycCKOro U
MHOCTPAHHOTO SA3BIKOB U SI3bIKOBBIX CPEJICTB.

VYMeer: HUCNONb30BaTh HABBIKM BEAEHUS JEJI0BOM KOMMYHHUKAllUU B
YCTHOW W NHChMEHHOH (opMax Ha pPycCKOM U HMHOCTPAHHOM(BIX)
A3bIke(ax), CHOCOObl YCTAHOBJIEHMS KOHTakKTOB U  HOJJAEP)KaHUS
B3aMMOJICICTBUS B YCJIOBMSIX MOJIMKYJIBTYPHOU CpEebl; aHAIM3UPOBATh
CHUCTEMY KOMMYHUKAI[MOHHBIX CBSA3€H B OpraHU3aliH.

Brnaneer: mnpuHmmMnamMu (QOpMHpPOBAHUS CHCTEMBl KOMMYHHUKAIIUH;
CUCTEMOM HOPM pYCCKOIO JIUTEpaTypHOro S3blIka M HOPMaMH
MHOCTPaHHOTO(bIX) SI3bIKa(OB).

1.6. Kpurepuu oueHUBaHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HX
(popmupoBanus

KoimnuecTBo
Bup yueOHoii padoThI 0a/1;10B
(010{0)
Brinonnenue u 3ammra NpakTHYECKUX padboT 40
KonTponbhas padota 15
KoHTposib caMocTosTenbHON paboTh 20
VYcTHBI 3aueT 25
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1JnLHOH HIKAJIe

YerpipexdauibHaAsS Cucrema
100-06annbHas | BykBeHHas mKkaja, cooTBercTBylomas 100-
CHCTeMa OlleHMBAHUS OlleHHBaHUSA

IKaJjia 0aJTILHOI 1IKaJIe
IK3aMEHa 3adyera

OT1nugHO 90-100 A — OTIIMYHO — TEOPETUUECKOE COJICPKAHNE
Kypca OCBOEHO MOJHOCTBIO, 6€3 mpoOesioB;
HEOOXOUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
C OCBOCHHBIM MaTepHaIOM C(hOPMHUPOBAHEI;
BCE MPEAYCMOTPEHHBIEC IPOTpaMMOi
o0y4eHHs1 yueOHBIC 3aJaHUS BBHITIOJTHCHBI,
Ka4eCTBO MX BBHIIIOJIHEHHUS OLIEHEHO YHCIIOM
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY

Xopouio 83-89 B — oueHb XOpOLIO — TEOPETUUECKOE
coZiep’KaHuE Kypca OCBOEHO IOJIHOCTHIO, 0e3 3aureHo
1po0eIoB; He0OX0IMMbIE IPAaKTHYECKUE
HaBBIKU PabOTHI C OCBOCHHBIM MaTEpHaiOM B
OCHOBHOM c(hopMHPOBaHEI; BCE
MPEAyCMOTPEHHbIE IIPOrpaMMOii 00yUeHHs
yueOHbIe 3a[aHusI BBITOJIHEHbBI, KAYECTBO
BBINOJIHEHHSI OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aToB, OJIM3KUM K MAKCHMAIbHOMY

Xopotio 75-82 C — X0OpoIII0 — TEOPETUYECKOE COAECPIKAHNE
Kypca OCBOEHO NOJHOCTBIO; HEKOTOPbIE




MIPAaKTHYECKHE HAaBBIKK pabOThl C 0CBOCHHBIM
MaTtepHanoM c(hOPMHUPOBAHBEI HELOCTATOUHO;
BCE IIPEyCMOTPEHHBIE IPOrPaMMOi
o0y4eHus: yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HU OJHOTO U3 HUX HE
OLICHEHO MUHHMMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUbI 331aHUI BEITIOJIHEHBI C
omuOKaMu

Y I0BIETBOPUTENBHO 63-74 D — ya0BIETBOPUTENBHO — TEOPETUYECKOE
COJIepKAHUE Kypca OCBOEHO YaCTUYHO, HO
po0eITbl He HOCST CYILECTBEHHOTO
XapakTepa; He0OXO0JMMbIE IPAKTUYECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MaTepuajioM B
OCHOBHOM C(hOpMHUPOBaAHBI; OOJBIIUHCTBO
IIPEAYCMOTPEHHBIX IPOrPaMMOi 00ydCHNS
Y4eOHBIX 33JaHUH BBITIOITHEHO, HEKOTOPHIE U3
BBINTOJTHEHHBIX 3aJJaHAHN COJIEp KaT OMIHOKH

Y I0BIETBOPUTEIBHO 50-62 E — nmocpencTBEHHO — TEOPETHYECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHIHO;
HEKOTOPbIE IPAKTUIECKUE HABBIKK PAOOTHI HE
c(OpMHUpPOBaHBI, MHOTHE MIPEAYCMOTPEHHBIE
yueOHOI mporpamMmMoii 00yueHus yueOHbIC
3aJaHusl HC BBIIIOJIHCHBI J'II/I6O Ka4yCCTBO
BBITIOJTHEHHBIX HEKOTOPLIX U3 HUX OLICHECHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey10BIETBOPUTEIIBHO — TEOPETUUECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO;
HEOO0XOIUMBIC IPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTEpHaIOM HE
c(OPMHIPOBAHBL; OOIBITHHCTBO
MIPEeIyCMOTPEHHBIX YIeOHOH MporpaMMoin
o0yueHHs yueOHBIX 3aJaHUI HE BBHITIOJTHECHO
00 Ka4eCTBO UX BBHITIOJTHEHUS OLCHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
IIPU AOIOJIHUTENBEHO CaMOCTOATENIbHON
paboTe Haz MaTepuaIoM Kypca BO3MOYKHO

He 3auteno
IIOBBIIICHUEC KAYE€CTBA BBIIIOJIHCHUA yqe6H1)1x
3aaHUI
HeynosnerBopurensHo 0-20 F — Hey10BIeTBOPUTENLHO — TEOPETHUECKOE

coziepKaHue Kypca HE OCBOEHO;
HE0o0XO0IMMbIe IIPAKTHYECKUE HABBIKU PaOOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
y4ueOHBIC 3aJJaHUsI COJIePIKAT TPYObIe OMINOKHY;
JIOTIOJIHUTENbHASL CAMOCTOSITENIbHAS paboTa
HaJ| MaTepHajIoM Kypca He IIPUBEIET K
KaKOMY-JIM0O 3HAYNMOMY TTOBBIIIEHUIO
Ka4eCcTBa BHITIOJIHEHUS YUeOHBIX 3a1aHUH

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHouyHBbIE CPEACTBA TEKYIIEr0 KOHTPOJIA (TUIOBbIE)

Bomnpocs! AJ1s1 yCTHOrO omnpoca:

1. MaiiTe onpenesieHue MOHATUS «TOKYMEHT.

2. Packpoiite nonstue «JIOY». HazoBute mpodeccuoHanibHble TEPMUHBI U
oTpeseNieHus B 00J1acTH AETONPOU3BOJICTBA.

3. HazoBure u packpoiite pyHKIIUU JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3aIMH JEIONMPOU3BOICTBA BbI
3naere? HazoBuTe coaepkaHue TMakeTa o00sA3aTeNIbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOY.

5. HazoBute mpaBuiia  yTBEPXKICHUS  JIOKYMEHTOB. TpeOoBaHUS W
odopMIICHHE.

6. Kakne pekBH3WTHI SIBIAIOTCS «HOPUANYECKA 3HAYMMbIMU»? IlpaBuna ux
odopmieHus. UTo BKIIIOYAET B ce0s MOHIATHE «IIPAaBOBas OXpaHa JOKYMEHTOB»?

7. llpuBeaute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCA nevath. Kak opopmiisaiores nepednu Takux JOKyMEHTOB?

8. Ha3oBute 3akoH, B COOTBETCTBHUU C KOTOPBHIM O(OPMIIAIOT PEKBU3UTHI
nokyMeHToB cuctembl OPJI. JlaTa BBelleHHe U 4TO OH ycTaHaBinuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBU3UTHI 00mero OnaHka u OjaHka ans nucbMma. [IpaBuna
opopmienusi. Kakue Buapl OnaHkoB Bbl 3Haere? B dem ocoOeHHOCTH OjaHKa
JOJKHOCTHOTO JInna’?

10. CornacoBanue u Bu3npoBanue. HazoBuTe BUIBI U CPOKU COTJIACOBAHUSA, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkxute 0 medarsix W IWITamMmax MNpeanpusThid u opranuzanui. Ha
KaKMX JIOKyMEHTax cTaBsTcs nedarb? Kakue TpeOoBaHMS TpEeAbABIAIOT K
UCIIOJIb30BaHUIO repOOBOM TieuaTu?

12. PackpoiiTe coaep:kaHWE TOHATUSA «yIpaBieHue». HazoBuTe cucTeMbl
JNOKYMEHTOB ympaBieHus. Packpoiite nonstue «OPJ[]». Kakue rpynmbel u BHIBI
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxxute 00 OCOOECHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTA, 3JIEKTPOHHOM
NEPENUCKU U TPeOOBAHUAX, IPEIBSABIAEMBIX K HEH.

14. B uem ocobenHoctn Onanka misg nucbkMa? Ha3oBuTe peKBU3HUTHI OaHKa
JUISL IMCbMa U PEKBU3UTHI CITYKEOHOTO MHChMA.

15. Yto perinamMeHTUpYyeT TUMOBAasi MHCTPYKLHS 1O AEJONPOU3BOACTBY? JlaiiTe
XapaKTEPUCTUKY OPTaHU3ALMOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute BHIbl HMH(DOPMAILMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTUKY Kaxa0My BULy. [IpuBennTe n3BECTHBIE BaM BUBI PETUCTPALIUY.

17. JaliTe  XapakTepUCTHUKY Yy4YpPEOUTEIbHBIM JOKYMEHTaM M  YCTaBy
npennpusatrd. Kakne BUpl yCTaBOB BbI 3HaeTe?

18. Jaiite  xapakrepuctuky JaOKymeHTy «llomoxkeHme» U Ha30BHUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €0 COAEPKaHUS.

19. [Jaiite xapaktepuctuky nokyMeHTy «MHCcTpykuums». [IpuBennure nmpumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. IItatnoe  pacnucanne OCOOCHHOCTH  COCTaBJICHHUS, O(OPMIICHHUS.
TpeGoBaHKE K UCTIOIB30BAHUIO YHUPUITUPOBAHHBIX (OPM.

21. IlpaBuna BHyTpEHHETO TPYA0BOTO pacnopsiaka u [lonoxeHue o nepcoHae.

22. JlaifTe XapaKTEPUCTUKY PACIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBuTe BUABI pacopsIUTENIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXI0ro.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPAOUTENBHBIX  JOKYMEHTOB,
odopmieHue npeaMOyIIbl U PACTIOPSAUTEIILHON YaCTH.



24. B yem ocobeHHOCTH ciy)keOHbIX TceM? HazoBuTe BUIBI CITyKEOHBIX
nucem. Kakue TpeOoBaHUs MPENBSABIAIOTCS K TEKCTY CITYKEOHBIX mUceM?

25. HazoBute mpaBuna oQOpMIICHHS  pEKBU3UTa  «aapecaT». Buasl
aZpEeCOBaHUs.

26. YTO BXOIHUT B MOHATHE CIPOBEICHNE IKCIIEPTU3BI HIEHHOCTH JTOKYMEHTa»?

27. PackpoiiTe MOHATHS «IOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum 06pazom onpenensercs JOKyMEHTOOOOPOT MPEAIPHSITHS ?

28. Homenkiarypa nen. 3nayenue. CoctaBieHue. Buabl HOMEHKIIATypBbI.

29. IlogroroBka JOKYMEHTOB K clade B BEIOMCTBEHHbIM apxuB. (rnaua
JOKYMEHTOB B apXuB opraHu3anuu. Onucu TOKYMEHTOB, HaxXOIAIIMXCSA B JeEJe€.
dopma u conepkaHue akTa 00 YHUYTOKEHUHN JOKYMEHTOB U JIE.

30. Kakue 1okyMeHTHI He Mojiiekar peructpanun? Kak u 3aueMm Beaercst y4eT
TaKUX MOCTYTUICHUM?

31. Pacckaxkute O BHAAX BXOIAIIMX, HUCXOIAIIMX BHYTPEHHUX JIOKYMEHTaX.
HoxymenToB. IlpuBenutre (opmbl KypHalbHON peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTn3npoBaHHoOM.

32. Yto BKIIOYAET B ceOsl MOHATHE «(HOPMUPOBAHUS» U «OPOPMICHUSD Jen?
HazoBute npusHaku oopMiIeHHs 00JI0XKKH J1E.

33. Cpoku XpaHEHUsl TOKYMEHTOB B 3aBUCUMOCTH MX 3HauMMocTu. Ha3oBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OINPEAEIISIOT CPOKH XPAHEHHUS.

34. Yro BKIIOYAET B C€OSl MOHATHE «IOATOTOBKA JIOKYMEHTOB K ApXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 MpOBeIeHUsA KOHTPOJIbHOM padoThI:

1. IlpaBWibHAsA MOCJ€I0BATEILHOCTh HANMNCAHUS JJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

') Ha3BaHUE HACETIEHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JI0Ma;

3) Ha3BAHME YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) CHCTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IpaBUjiaM B TPeOOBaHUSM,
cozieprkariasi uHGoOpMaIuio, HEOOXOUMYIO JIJIs YIIPaBIIEHUS B OMpeIelieHHON cdepe
NEeSATEeTLHOCTH;

0) yaudunmpoBanuble  (QOpPMBI  TOKYMEHTOB, CHCTEMATU3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



B) COBOKYITHOCTh JOKYMEHTOB, YCTaHOBJIEHHBIX B COOTBETCTBUU C PELIAEMBIMU
JOKYMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €JMHOOOPA3HBIMH  IPABUIIAMHU
odopMIICHHUS.

3. Bo3MOKHOCTH MCHOJIB30BAHUS (PaAKCMMUJIE KAK COOCTBEHHOM IMOIIMCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMU JEJIONPOU3BOACTBA B (PeepaibHBIX OpraHax HCHOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocynapctBennbiii  rep0d Poccuiickoit  ®epepanuu, repd cyObekra
Poccuiickoit  ®@epeparuu, 5SMOiieMa OpraHW3allid, TOBAPHBIA 3HAK  (3HAK
oOCITy>KMBaHUs), 1aTa, HOMEP, MECTO COCTaBJICHUS WM U3JaHUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) OJJaHK KOHKPETHOT'O BHJIa JOKYMEHTA.

5. Ilopsinok HANMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmnax pnenornpous3BoAcTBa B (peliepaibHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

0)B I'OCT P 7.0.97-2025;

B) B [IpaBminax okazaHus yciayr HOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro NOJANUCh, PaclM(PpOBKY (MHULUAIBL U
dbamunus) u gary;

0) noanucek, pacmmdposky (@. U. O.), nary;

B) IOJKHOCTh, IOAMUCH AaTy;

I') IOJDKHOCTD, TIOJMHUCH, pactu@poBky noamnucu (O. . O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) IIPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) THPOPMALIMOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSKT HA TOCYAAapPCTBEHHOM fI3BIKE
Poccuiickoii ®enepanuv WJIH Ha TOCYAAPCTBEHHBIX $3bIKAX CYObEKTOB
Poccuiickoit @egepauiu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exnepamun u cyObekToB Poccuiickoii
denepanuu;

B) 'CHOY;

') TAIOBOM MHCTPYKILMEHN MO J1€TONTPOU3BO/ICTBY.

9. lesib10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKpEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(pOpMAIIHIH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM IPaBWJIbHO HAa3BaHbI
PEKBU3HUTHI 0JIAHKA NUCbMA:

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUU,
CIIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS NaThl JOKYMEHTAa, MECTO [JIi TPOCTABJIICHHUS PETUCTPAIMOHHOTO
HOMEpA TIOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOSIIETO JOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMW3aIluH, JaTa
JTOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0d, »omMOieMa), HaWMEHOBaHHWS OpPraHW3allMM, HAUMEHOBAaHUS BHIA
JIOKyMEHTa, JaTta JOKYMEHTOB, KOJl (pOpMBI JOKYMEHTa, MECTO JUIsl IMPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alui,
CChUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HAaMMEHOBAaHWS OpraHU3allid, CIPABOYHBIC JIaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, mecTo nis npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U ATy BXOJSIIETO TOKYMEHTA, MECTO JIJIS 3ar0JIOBKA K TEKCTY.

11. K oprann3auuoHHbIM JOKYMEHTAM OTHOCHATCS:
a) TPOTOKOJI,
0) ycras;

B) MHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TOJMHCH.
13. AKTBI CO31a10TCS:
a) KOJUIETHAJIBbHO;
0) Ha OmaHkax;
B) Ha COBCIIAaHWH;
I')  BBIIECTOAIICH OpTaHU3AIINCH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WK YYPeKIeHUus, 3TO:
a) TIpUKa3z;
0) TMOJOXeHue;
B) PpacCIOpSKEHUE,
r) peUIeHue.



15. Bo BpeMsi NpoOM3BOACTBEHHOI'0 COBCIIAHUS Yy JAMPEKTOpPa CeKpeTapb
3allUChIBAJI BBICTYIUICHUSI U NpPHHATHe pemieHusi. Kakoil ITOKyMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) pacopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHNUE;

1) 0 YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SIBJISIETCS:

a) Ievarh;

0) HOIIHKCE;

B) HAMMEHOBAHUE BU/IA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpraHU3allnu;

€) CChUIKa Ha JaTy PErucTPallMOHHBIA HOMED.

17. dakc oTIn4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE NOJINHHUKOM, a KOIHEN JOKYMEHTA;

0) COEPKUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) reuartaercs Ha Tenedakce;

I') HE MOXKET OBITh 3aBEPEH NE€YAThIO.

18. BbigesnTe M3 KaKUX pa3lesioB COCTOUT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTHUPYIOUIUI U paclopsiANTENbHbIN;

0) KOHCTAaTUPYIOIIUNA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIMI U TIPeJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbizenure, B KaKOM H3 BHAOB [JOKYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HOe TTHCHhMO;

B) JIOKJIQ/THAS 3aITHCKa,

I') JOJKHOCTHAs HHCTPYKIIUSI.

20. Pacnpenequre YyKa3aHHble HHXKe JOKYMEHTbI Ha 3 Trpynmbl:
a) opraHM3aluoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3tome.

. JomkHoCcTHAas MHCTPYKIHS.
. Pacniopsbkenune nupexropa.
. CBOIKa.
. [TocTaHOBIIEHUE KOJUIETHUU.
. MHCTpYyKIIUS IO 1€TONPOU3BOJICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. lItatHOE pacniucaHue.
10. TpynoBoii 1oroBop.
11. I[Ipurnamenue Ha BBICTABKY.
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12. PernameHT.

21. Komuccusi 1o PpacciielOBAHMIO MOkKApa, MPOU30LIEANIeEro B
00pa3oBaTeIbHOM YUpPeXKAeHUN, YCTAHOBUIH P (PAKTOB, KOTOPbIE MOCTYKUJIN
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) Axr;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') THCTPYKLIHIO O IPOTHUBOMNOKAPHOU O€3011aCHOCTH.

22.  JIOKyMeHT, aJpeCOBAHHBII  PYKOBOAMTE/JI0  OpPraHM3aLuM,
coaep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jimdo Bompoca ¢
BbIBO/IaMH U NMPENJIOKEHUSIMHU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) mpeacTaBIcHUE;

B) IOKJIQJ(HAs 3aMHCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:KeOHOT0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHMUS;

B) MOJIMKMCAHUS,

T) IOJYYEHHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuu odopmiisercsi OTAEJIbHO U
NPHJIATAeTCsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6oiee 15;

0) 6ouee 10;

B) Oomnee 25.

25. Odgopmienne 00JI0KKH Jejia IS MOCJHCAYIOIIEr0 XpaHEHHs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLIHEN MO JEIONPOU3BOJCTBY;

B) PaCIOpPSKEHUEM PYKOBOIUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B Jramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiartypa aeJ (padoumnii 3K3eMILIAP) NOMEUIAIOT HA:

a) CTOJIE, IO CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOpOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce aucTBI Aesia NpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIlIoM;

0) YepHBIMH YEPHWIAMH;

B) KpACHBIM KapaHIaIlOM.

29. Bxoasinmue 10KYMEHTbI PerHCTPUPYIOTCH:

a) MOoCJIe 03HAKOMJICHHSI C HUMU PYKOBOJUTEIS;




0) B mepBOI TTOJIOBUHE JTHS TTOJTYICHHUS;

B) /10 O3HAKOMJIEHUS] C HUMU PYKOBOUTES.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJIHYIO HOMEHKIIATypy;

0) MHIUBUIYATIbHYIO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKIJIATYpPYy.

31. 3a CKOJbKO [Hell 0 HMCHOJIHEHHMsI MPOBOAAT NpeaynpeauTeJ bHbIN
KOHTPOJIb?

a) 1Ba;

0) oJuH;

B) TPHU.

32. PazneiuresIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HanpaBJieHUs JEATEIbHOCTU MPEATPUITHS;

B) JIHU HEJIEJIH, MECSIIA.

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

a) COCTaBUTEIIEM TJOKYMEHTA;

0) pu perucTpanuu;

B) [TOCJIE IOJUCAHUS PYKOBOJUTEIIEM.

34. Ecau B aejie cOAepsKATCH AOKYMEHTbI Pa3JIM4YHONM LHEHHOCTH, TO CPOK
XPaHEHHUS YCTAHABJIMBAETCH:

a) OONbIINI;

0) MEHBIIINI;

B) CpPEIIHUM.

3ajanus I CaMOCTOSATEIbHOM Pad0ThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBSAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2025. VYkaxure MECTOPACHOJIOKEHUS ITUX
PEKBHU3UTOB Ha OylaHke popmarta A4.

3aganue 2. 300pa3ure cxeMaTHyeCcKu KJIacCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemummre Ha juct Qopmara A4 Bce npaBuiia 0QOpPMIICHUS
TEeKCTa JOKYMEHTa: HWHTepBasibl, mpudThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.

3ananme 4. CoctaBuTh U 0(QOPMUTH AOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYJAOBOM THUCUUIIMHBI pAaOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABUTH
camocToaTenbHo. Hamucatb OOBSCHUTENBHYIO 3allUCKy OT HMMEHU pPaOOTHUKA,
HapYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanucatb oTBETHOE MMCHhMO-01ar0JapHOCTh HA MTO3/[PABJICHHE.

2.2. OueHo4YHbIE CPeACTBA ISl POMEKYTOUYHOM aTTecTalnu (3a4er)
Bomnpocsl 1J11 mpoBeeHUs 3a4eTa:

1. IlonaTHE «AOKYMEHT» U €T0 (YYHKIIUH.
2. Knaccudukarus 10KyMEHTOB.



3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
JesTEeIbHOCTH Tejarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/aTenbHas ¥ HOPMATHUBHO-METOMYECKas 0a3a TOKYMEHTalMOHHOTO
oOecrieueHus yIpaBJICHHUS.

6. @opMyIsp TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKYMEHTOB.

8. TpeboBanus k 0(OPMIICHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpeboBaHus K OIaHKaM JOKYMEHTOB.

10. Cucrema nokymMeHTalMu B 00pa3oBaTeIbHOM OpraHu3aIuu.

11. Opranmuzanuonnsie 1oKymMeHTHl cucteMbl OPJ]. OOmias xapakTepucTuka u
Ha3HAY€HUE JOKYMEHTOB.

12. PacnopsiautensHbie 1oKyMeHTHI cucteMbl OPJI. OOmias xapakTepucTHKa u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarimonHo-cripaBouHbie  JA0KyMeHThl cuctembl OPJI.  O6mias
XapaKTepUCTHUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe nuCbMO KaKk OCHOBHOM BUJ| IIEPETIHCKHU.

15. bnanku nnsa nucem. @opmysip AEIOBOTO MUCHMA.

16. Ocobennoctu 0puUIIUATBEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIEIOBOTO
MMchMa.

17. Bugpl  ciy’)K€OHBIX ~ IMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIUH.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiyst 10KyMEHTOO00pOTa 00pa30BaTEIbHON OpraHU3aINH.

20. ®opmbl OpraHMzanuud paboOThl € JOKYMEHTaMH. JlOKYMEHTOOOOpOT.
JIOKyMEHTOMOTOKH.

21. [Mopsimok 06pabOTKU BXOASIINUX JOKYMEHTOB. Perucrparius 10KyMeHTOB.

22. lMopsipok 06pabOTKH UCXOASIIUX TOKYMEHTOB.

23. [lopsimok paGoThl C BHYTPEHHUMH JIOKYMEHTAMHU.

24. HomeHkiatrypa Aen.

25. ®opMupoBaHnue, odopMmIiieHueE, XpaHeHue hi(Sh) B TEKYILEM
JEJIONPOU3BOCTBE.

26. Yauduxaius 10KyMEHTOB.

27. Cranpgaptrsanus JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. UlpudTsl, K€K U MOJISL, MPUMEHAEMbIE TTPU O(POPMIIEHUH TOKYMEHTOB.

30. Pe3tome, aBToOUOrpadus, XapakTepUCTUKA: TTOHSATHE, HA3HAUYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asgBieHue: NOHITHE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

32. CiyxeOHast 3amTuCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HTOB.

33. OObsIcHUTEIbHAS 3aIMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JlokyiagHast 3alKUCKa: MOHATHE, HA3HAUYEHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: MoHsITHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

36. AKT, IpOTOKOJ: TIOHATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacropspKeHHE: OHATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.



38. [Ipuka3 no JMYHOMY COCTaBY: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

39. Ycras, nosio)eHUE: NOHITUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: MTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCcTpyKUMsS 1O JEJNONPOU3BOACTBY: TIOHSTHE, HA3HAYEHHUE, COCTAB
PEKBU3UTOB.

42. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KoMIeKTUBHBIN IOTOBOP: MOHITUE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

44, OcoOEHHOCTH COCTaBJICHUS TEKCTA MTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTA MTPUKa3a.

46. PexBu3uthel repd, sMOJIeMa, TOBApHBIM 3HAK (3HAK OOCIYXHMBaHUs), KO
(dbOpMBI TOKyMEHTA.

47. PeKBU3UT HAaWMMEHOBAHHE OpPraHU3alli, HAWUMEHOBAaHHUE CTPYKTYPHOIO
MOAPA3AEIEHNUS, HANMEHOBAHHE JTOJDKHOCTH JIMLIA.

48. PexBU3UT CipaBOYHBIC JTaHHBIE 00 OpraHU3alluH.

49. PexkBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBU3UT 1aTa TOKyMEHTA.

51. PexkBU3UT perucTpamoOHHbII HOMEP TOKYMEHTA.

52. PeKBU3HUT CCBUJIKA HA PETUCTPALMOHHBIA HOMEpP M JaTy MOCTYIUBILIErO
JIOKyMEHTA.

53. PexBU3UT MeCTO cOCTaBIJIEHUS (M34aHMsI) JOKYMEHTA.

54. PekBU3HT rpuQ OrpaHUYEHHUS] TOCTYMA K TOKYMEHTY.

55. PexBusur anpecar.

56. PekBu3UT rpud yTBEpKACHUS JOKYMEHTA.

577. PEeKBU3HUT 3arojIOBOK K TEKCTY.

58. PEKBU3UT TEKCT JOKYMEHTA.

59. PexBU3UT OTMETKA O MPUIIOKEHNH.

60. PekBu3ut rpud coriacoBaHus TOKYMEHTA.

61. PexBu3ur Bu3a.

62. PEeKBU3UT MOINUCH.

63. PekBu3UT OTMETKA 00 2JIEKTPOHHOM MOAMHICH.

64. PexkBU3UT eyath.

65. PekBU3UT OTMETKA 00 UCTIOTHUTEE.

66. PEeKBU3UT OTMETKA O 3aBEPEHUM KOIUH.

67. PEKBU3NUT OTMETKA O MOCTYIIEHUH TOKYMEHTA.

68. PexBu3UT pe3omronusi.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPABJICHUH TOKYMEHTA B JEJO.



