


1. MACHIOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onpa  oneHouHbix cpeacts  (POC) HEOThEMJIEMasl YacTh padoueit
IpOrpamMMbl  JUCUUIUIMHBL  «J[OKYMEHTalHOHHOE OOECHEeYeHHE JEATEIbHOCTH
nejarora» M npeaHa3HayeH Il KOHTPOJIS U OLEHKH 00pa30BaTENbHBIX JOCTHKEHUN
CTYJIEHTOB, OCBOUBILUX POrPAMMY JUCLUIIINHABIL.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKUA OOYYarOIIETOCS
tpeboBanusim  ®I'OC  BO  GakanaBpuaT Mo  HANpaBICHUIO  MOJTOTOBKH
44.03.05 Ilenaroruvyeckoe obOpa3oBaHue (C¢ AByMs MNPOQPUIAMHU TOJITOTOBKH),
YTBEPKIACHHBIM TpUKa30M MuHHCTEpCTBa Hayku U oOpasoBaHus Poccuiickoii
Oepneparuu ot 22.02.2018 Ne 125 (¢ u3MEHEHUAMH U JIONOJHEHUSMH) W
[IpodeccrnonanbHbIM cTaHAApTOM, YTBEpkACHHBIM [Ipukazom MunucrtepcTBa Tpyaa
u  comuanbHOW  3amuThl  Poccmiickoit  @epepaumu  «OO0  yTBEpKIECHUU
npodeccuonanbHoro cranaapta» ot 18.10.2013 r. Ne 5441 (c u3m. ot 25.12.2014).

1.3. Ilepeyenbr kKommereHuMH, (GopMHUpPYEeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrpaMMBbI

[Ipouecc ocBOEHMsSI TUCLUILIMHBI HalpaBlieH Ha (OPMHUpPOBAHHE CIEIYIOLINX
KOMIIETEHIIUHA U MHIUKATOPOB UX JTOCTHIKEHHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHS

YHUBepcagbHbIE
YK-4. YK-4.1.
Cnocoben OCYIIECTBISATh nenoByto | Mcnonp3yeT paznuunble GOpMBL, BUIbl YCTHOMN

KOMMYHUKAIUIO B YCTHOU U

MUCbMEHHONW (opMax Ha TOCYIAapCTBEHHOM
SI3bIKE Poccuiickoit denepaunn "
MHOCTpPaHHOM (bIX) sA3bIKe(aX)

U THCbMEHHONM KOMMYHHUKAllUM Ha PYCCKOM,
POJITHOM U MHOCTPaHHOM(BIX) A3bIKE(aX)

1.4. Dranbl GopMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLCHUBAHUA
YPOBHS X ¢()OPMHUPOBAHHOCTH

. KoHTpO/IbHO-01LIeHOYHbIEe

Jransbl popmupoBaHus KomnereHund | Kommnerenuumn

cpeacTna / cnocod OleHMBAHUSA
Tema 1. Teoperuxo-npaBoBsle U | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
HOpMaTHUBHBIE OCHOBBI 3aHSATUSX, YCTHBIA OMPOC
JIOKYMEHTallHOHHOT'O o0ecrieueHHs
yIpaBJeHUs
Tema 2. Crannaptuzamus nporecca | YK-4 BeicTynneHre Ha HPakTHYECKHX
JIOKYMEHTHPOBAHHUSI 3aHSATUSIX, YCTHBIA OMpPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BeicTynneHre Ha HPakTHYECKHX
pacopsIANTEIbHON JOKYMEHTAUU 3aHATHAX, YCTHBIA ONPOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
BU/J| IEPEITUCKU 3aHATHAX, YCTHBIA ONPOC
Tema 5. Opranuzanus | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
JIOKYMEHT0000poTa  00pa3oBaTebHOU 3aHATHUSAX, YCTHBIN OIPOC




OpraHu3aluu

Tekymas arrecTauus YK-4 KontposbHas padota

IIpomeskyTouHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokasareseil GopMUpPOBaAHUSA KOMIIETEHIUH

Kox komnerennun Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3HaTh: MpaBWJa aJCKBATHOI'O pPEUEBOrO0 TMOBEACHHUS B Pa3IHMYHBIX
KOMMYHHKATHUBHBIX CUTYaIUSIX, COTJIACHO HOPMaM M3y4aeMoro f3bIKa;
YMeTh: OCYHIECTBISTh KOMMYHUKAIIMIO B YCTHOW W THCHMEHHOMN
dopmax Ha TOCYyZapCcTBEHHOM(BIX) s3bIKe(aX) B  JIEJIOBOM U
npodeccnoHabHOM cepe OOMICHHS; OCYIECTBISITh KOMMYHHUKAIIAIO B
YCTHOH W TUCBMEHHOW (opMax Ha HMHOCTPAaHHOM(BIX) f3bIKe(axX) B
JIeJI0BOI U npodeccroHalbHOM cdepe oO1eH s,

Bnagers: HOpMamMu  YCTHOW W NHCHBbMEHHOW  KOMMYHHKAIMH
npoecCHOHATLHOTO OOIICHMS; HAaBBIKAMHU aJeKBAaTHOTO PEYEBOTO,
COLIMATILHOTO U MEXKYJIbTypHOTO  B3aUMOJICHCTBUSA  Ha
MHOCTpaHHOM(BIX) si3bIKe(ax); HOpPMaMU YCTHOM U IHCbMEHHOM
KOMMYHHKAIIUM  TPO(ECCHOHATBHOTO  OOIICHHUS, HaBbIKaMU
aJICKBaTHOTO ~ PEYEBOTO,  COLMAIBHOTO U MEXKYJIbTYPHOTO
B3aMMOJICHCTBUS Ha  rocyaapcTBeHHOM(bIX) si3bike(ax) Poccuiickoii
denepanuu.

1.6. Kpurepum ouneHUBaHHS KOMIIETEHUMH HAa Ppa3HbIX 3Tanax HX
¢popmupoBanus

KonauyecrBo
Bun yueoHoii padoThI 0aJsi10B
101010
BeinonHenue u 3amura npakTHYECKUX padoT 40
KonrponsHas pabora 15
Kontpomns camocrosaTenbHOi paboTh 20
Y cTHEIN 3a4eT 25
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0anLHOH HIKAJIE

Yerpipexoa/uibHAs Cucrema
100-6annbHast | BykBeHHas mKkaJjia, cooTBeTcTByromasi 100-
cHUCTEMA OlEHMBAHUSA OlICHUBAHUS

mKaJjaa 0aJTILHOM 1IKaJIe
IK3aME¢Ha 3a4yera

OTnnyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIepIKaHNE
Kypca OCBOEHO MOJHOCTHI0, 0€3 IPOOeIoB;
HEO0XO/IMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00yueHHs y4eOHbIe 3a1aHHs BBIIOJIHEHBI,
Ka4eCTBO MX BBINOJHEHHs OLIEHEHO YNCIIOM 3aureHo
0aJuI0B, OJIM3KUM K MAKCHMAaTbHOMY

Xopomio 83-89 B — oueHb XOpOILIO — TEOPETUUECKOE
COZIepIKaHUE Kypca OCBOCHO IOJIHOCTBIO, Oe3
po0eIoB; HE0OXOUMBIE TIPAKTHIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEPHAIOM B
OCHOBHOM c(hOpMHPOBAHBI; BCE




npeayCMOTPCHHBIC nporpaMMoﬁ 06y‘-ICHI/I$I
y‘{e6HLIe 3aJaHus BBIIIOJIHCHBI, KAUCCTBO
BBINOJIHEHUS OOJILIIMHCTBA U3 HUX OLCHCHO
YHUCJIOM GaJ'IJ'IOB, OIM3KUM K MaKCUMaJIbHOMY

Xopowo

75-82

C — X0OpOIIO — TEOPETUUECKOE COJIEPIKAHHE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOpBIE
MIPAaKTHYECKHE HAaBBIKK pabOThl C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HENOCTATOYHO;
BCE IPEIyCMOTPEHHBIE IPOrPaMMOii
o0yueHHs1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HU OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUbI 331aHUI BEITIOJIHEHBI C
ouMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yI0BIETBOPUTEIBHO — TEOPETHIECKOE
coJiepKaHue Kypca OCBOCHO YaCTUYHO, HO
poOeIbl He HOCST CYIECTBEHHOTO
XapakTepa; HeoOXOUMBble MPAKTHYECKUE
HaBBIKU PabOTHI C OCBOCHHBIM MaTepUajioM B
OCHOBHOM c()OPMHPOBAHBL; OOJIBITMHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBINTOJTHEHHBIX 3aJIaHAHN cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOE
COZIepKaHUE Kypca OCBOSHO YaCTHYHO;
HEKOTOpHIC PAKTUIECKNE HABBIKU pabOTHI He
c(hOpMHUPOBaHBI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO# mporpaMMoii 00ydeHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTMOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIICHEHO
YHCJIOM 0aJJI0B, OJHU3KAM K MHHUMAJILHOMY

HeynosnerBopurenbHo

21-49

FX — HeyZOBIETBOPUTEIHHO — TEOPETHUECKOE
CoZlepKaHUe Kypca OCBOSHO YaCTUYHO;
HE00XOJMMbIE IIPAKTHYECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTepHAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
NPeIyCMOTPEHHBIX Y4eOHO mporpaMMmoit
o0y4eHust y4eOHBIX 3a/IJaHUH HE BBINOJIHCHO
100 Ka4eCTBO MX BBIIOJIHEHHS OLIEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
HPH JONOJIHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
MOBBILIIEHUE KAUeCTBa BBIIOJIHEHHUS yUeOHBIX
3aJlaHHI

HeynosnerBopurensHo

0-20

F — Hey1OBIETBOPUTENIBHO — TEOPETHIECKOE
coziepKaHue Kypca He OCBOEHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
He c()OPMUPOBAHBI; BCE BHITIOJHEHHBIE
yueOHbIe 3aaHusI COIepIKaT I'PyOble OUINOKHY;
JIOTIOJIHUTENIbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He IpUBEIET K
KaKOMY-JI100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHs YUeOHBIX 33JaHU

He 3auteno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHBIE CPeICTBA TEKYIEr0 KOHTPOJIs (TUIIOBbIE)

Bomnpocs! AJ1s1 yeTHOIrO omnpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.




2. Packpoiite nmonstue «JAOY». HazoBure mpodeccruoHanibHble TEPMHUHBI U
onpeeneHus B 00JacTH AeJIONPOU3BOICTBA.

3. HazoBute u packpoiTe PyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3allK AEJIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SM3aTENIbHBIX 3aKOHOAATEIbHBIX H
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HazoBute mpaBuia  yTBEpXKACHHUS  JTOKYMEHTOB. TpeboBanus u
o opMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAUYECKH 3HAYMMbIMH»? [lpaBuna ux
odopmieHus. UTo BKIIIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

7. IlpuBeaute nmpuMepsl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOpPBIX CTaBUTCA nevarh. Kak oopmitstoTcs nepeuyHu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHUE U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pexBU3HTHI 00miero OmaHka W OnaHka s mucbMma. [IpaBuia
opopmiienusi. Kakue Buapl OnaHkoB Bbhl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJDKHOCTHOTO JInIa?

10. CormacoBanue u Bu3upoBanue. Ha3oBute BUABI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil W opranuzanui. Ha
KaKuX JIOKyMeHTax crTaBsaTcsi medarb? Kakue TpeOoBaHUS TPEABSBISIOT K
UCIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe copepkaHue TOHITHS «ympaBiieHue». Ha3zoBuTe cHUCTEMBI
JIOKYMEHTOB ymnpaBiieHusi. Packpoiite nonsitue «OPJl». Kakue rpynmbl U BuUAbI
JIOKyMeHTOB BxoAsT B OP/]?

13. Pacckaxkutre 006 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEPENUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B 4yem ocoOenHocTu OnaHka st mucbma? HazoBuTe pekBU3UTHI OJlaHKa
JUTSl TUChbMA U PEKBU3UTHI CY>KEOHOTO MUChMa.

15. Yto pernaMeHTHUpYyET TUIIOBAsE MHCTPYKIMS 1O AeIonpou3BojcTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JJOKYMEHTAaM U HA30BUTE UX BUJIBI.

16. HazoBute Buabl UHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTepUCTUKY KakJIoMy BUly. [IpuBennTe u3BeCTHbIE BaM BHUJIbl PETHUCTPALIUH.

17. JlaiiTe =~ XapakTEPUCTUKY YUYPEAUTENbHBIM JIOKYMEHTaM U  yCTaBy
npeanpusitua. Kakue Buabl ycTaBoB Bbl 3HaeTE?

18. Jaiite  xapakrepucTuky JoKymeHTy «llojmoxxeHue» ©  Ha30BUTE
CTPYKTYPHBIE€ YAaCTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.

19. [daitte xapaktepucTuky nokymeHTy «HCTpyKUms». [IpuBenure npumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OcCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHUPUITUPOBAHHBIX (POPM.

21. IIpaBuia BHYTpEHHETrO TPYI0BOTO pacnopsiaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSAUTEIbHBIM JOKYMEHTaM.



23. HazoBute BUJIbI paCIOPSAUTEIBHBIX JOKYMEHTOB U OCOOEHHOCTH KaXJ10TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocobeHHOCTH ciyx)eOHbIXx THceMm? HazoBuTe BHUIBI CITy:KEOHBIX
nucem. Kakue Tpe6oBaHUs MPEeIbABISIOTCS K TEKCTY CITYKEOHBIX MuceM?

25. HazoButre mpaBmwia oGOpMICHHS  PEKBU3WTA  «aapecar».  Bumsl
aJpEeCOBaHUS.

26. UTO BXOIUT B MOHATUE IIPOBEIECHUE IKCIEPTU3BI LICHHOCTH IOKyMEHTa»?

27. PackpoiiTe TOHSTHS <«JIOKYMEHTOOOOPOT», «JIOKyMEHTOMOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXKJIOMY BHIY JOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum 06pa3oM onpezaensercss JOKyMEHTO000pOT NpeanpusaTus?

28. Homenknatypa nen. 3Hadenue. CocraBinenue. Buabl HOMEHKIATYPBHI.

29. IlonroToBKa MOKYMEHTOB K CJadye B BEAOMCTBeHHBIM apxuB. Caada
JIOKYMEHTOB B apXuB opraHu3anuu. Onucu JTOKYMEHTOB, HaxXOJAIIUXCS B JeEJe.
®dopma u conepkaHue akTa 00 YHUYTOKEHUH JOKYMEHTOB U JIE.

30. Kakue nokymMeHTHI He nojajiexxar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYTIJICHUI?

31. Pacckaxute 0 BHUJAX BXOJSALIMX, MUCXOIALIMX BHYTPEHHUX JOKyMEHTaXx.
JoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomouipro PKK n aBTOMaTu3npoBaHnHoOM.

32. Uto BkiIOYAET B ceOS MOHATHE «(POPMHUPOBAHUST» U «ODOPMIICHUS» TE?
HazoBute npuszHaku opopmiieHus1 00JI0XKKHU JeT.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaumMmoctu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHUS.

34. Yto BKIIOYAET B ceOS MOHSATHE «IIOJATOTOBKA JIOKYMEHTOB K apXHBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbLHOM padoThI:

1. IlpaBWibHAsA MOC/€I0BATEIBLHOCTh HANMMCAHMUS J3JIEMEHTOB IOYTOBOIO
ajpeca HA NMOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

') Ha3BaHHUE HACEJICHHOTO MyHKTA;

1) Ha3BaHHE 00JIaCTH, Kpast, peCITyOIUKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BAHUE YJIUIIBI.

2. YHU(PUIIMPOBAHHAA CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cucTeMa JOKYMEHTAllMM, CO3JaHHas M0 €IWHBIM IMpaBuUjiaM U TpeOOBaHUSM,
coJiepkaiias uHopmaIuoo, He0OX0IUMYIO JIs YIIPABIEHUS B ONpe/iesieHHON cdepe
JEATEIIbHOCTH;



0) yaudunupoBanbie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GyHKIHSIM YIIPaBICHUS;
B) COBOKYITHOCTh JJOKyMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEHIAEMBIMU

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JOKYMEHTOB, CBsSI3aHHAas €IWHOOOPAa3HBIMH  IPAaBHJIAMH
o opMIIECHUS.
3. Bo3MOKHOCTH MCIOJb30BaHus (pakcHMMUJIe KaKk COOCTBEHHON TMOAMHCH
perjiaMmeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJiaMu JIEJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0JJAHKOB COOTBETCTBYET JaHHbII HA00P PEKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  ®Depeparuu, sSMOiieMa OpraHW3allMd, TOBApHBIM 3HAK  (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii O/1aHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANIMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmnax paenonpous3BoAcTBa B (ellepaibHBIX OpraHax HCIOJTHUTEIbHOU
BJIACTH;

6)B I'OCT P 7.0.97-2025;

B) B [IpaBmiiax oka3aHus yciyT MOYTOBOM CBSI3U.

6. PeKBU3NT «BH32» MOXKET BKJIKYATh:

a) TOJDKHOCTh  BU3HMPYIOUIETO, €ro TMOJNUCh, PacHM(PpPOBKY (MHULUAIBI U
dbamunus) u gary;

0) moanuce, pacuugposky (O. U. O.), naty;

B) IOJIKHOCTh, TIOJAMKUCH AaTy;

I') IOJKHOCTB, OANUCH, pacin@poBky noganucu (. U. O.).

7. 'epOoBasi meyaTh NPOCTABJAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;

B) IIPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekcr [AOKYMEHTOB COCTABJSKOT HA TOCYAapPCTBEHHOM SI3bIKE
Poccmiickoii @enepauum MM HAa TOCYJIAPCTBEHHBIX S3bIKAX Cy0beKTOB
Poccuiickoit ®egepauyu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHosaTenbecTBOM  Poccuiickoit deneparun 1 cyObekToB Poccuiickoi
denepauuu;

B) [CHOY;

I') TUTIOBOM MHCTPYKIMEHN MO JI€I0NPOU3BOICTRY.



9. llenbio cTaHAAPTU3AIUM JOKYMEHTOB SIBJISIETCS S

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIINN JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIETT;

B) CHCTEMAaTH3aIlMs JOKyMEHTOB B OpTaHU3aINN;

r) o0ecrieyeHne COXpaHHOCTH TOKYMEHTOB;

1) 3anuTa KOHQUIESHITHATFHOCTH HH(POPMAITUH.

10. VYkaxkuTe BaApPHAHT OTBETOB, B KOTOPOM MNPABWIHLHO Ha3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep6, »MOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUU,
CIpaBOYHBIE JaHHbIE OO0 OpraHm3aiuu, KoJa (OpPMBI JOKyMEHTa, MECTO s
NPOCTABJICHHUS JaThl JOKYMEHTa, MECTO JUIsi TPOCTABICHUS PETUCTPAMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (rep0, 5MmOieMa), HaMMEHOBAHHWSl OpraHW3allid, KOJ OpTaHMU3aIuH, JlaTa
JTOKyMEHTA, MECTO JIJIsl MPOCTABJICHHS PETUCTPAITMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0d, »MONeMa), HAMMEHOBAHUSA OpraHW3alli¥, HAUMEHOBAHHUS BHIA
JIOKyMEHTA, JaTa JOKYMEHTOB, KOJ (DOpMBI JOKYMEHTa, MECTO JUIsl TIPOCTaBICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHBIC IaHHBIE 00 OpraHU3aIlH,
CCBhUTIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMmOiiema), HAaUMEHOBAHUs OpraHU3allM{, CIPABOYHBIC JaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, mecto st nmpoctaBieHust JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIIKAa Ha HOMEDP
U JIaTy BXOJSIIETO JOKYMEHTA, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCSATCS:
a) MPOTOKOJI,
0) ycras;

B) MHCTPYKIIUS;
I) T[OCTAHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMMEHOBaHUE OpPraHU3alLUU;
B) HaWMEHOBAHHUE BHUJA JOKYMEHTA;
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TOJMMCH.
13. AKTBI co31a10TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBCIIAaHWM;
I')  BBIIECTOAIICH OpTaHU3AINECH.
14. HopMaTuBHBII aKT, W31aBaeMblid JIMPEKTOPOM 00pa30BaTeJbHOM
OPraHM3alui WJIH YYpesKIeHUs, ITO:
a) TIpUKa3s;
0) TOJIOKEHHUE;



B) pacnopsbKeHUe;
I) PpEIICHHUE.

15. Bo BpeMsi NMpPOU3BOJACTBEHHOI0 COBENIAHHMSI y JAUPEKTOPA CEKpPeTaphb
3allUChIBAJI BBICTYIUIEHUSI U TpUHATHE pemeHusi. Kakoil ToOKymeHT ciiexyer
0()OpMHUTH MO UTOTaM 3acelaHusA?

a) [Iporokou;

0) pereHue;

B) pacopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHNUE;

1) IO YyCMOTPEHHUIO HaYaJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) Me4aTh;

0) MOIMHKCH;

B) HAMMEHOBAHHWE BUA IOKYMEHTA;

r) ajpecar;

1) HANMEHOBAHUE OpPTaHU3alNY;

€) CChUJIKa Ha JaTy perucTpaliOHHbIA HOMED.

17. ®akc oT/in4aeTcs OT NUCbMA 10 0(POPMJIICHHUIO TEM, YTO:

a) SIBJISIETCS HE TOJIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEPKUT PsiJ AOTIOTHUTEIBHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe U3 KaKUX pa3esioB COCTOUT TEKCT MPHUKA3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIHUIA U pacTopsAUTEIbHbIN;

0) KOHCTATUPYIOIIHUHA B TTOCTAHOBJISIOIINIA;,

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbigeaure, B KaKOM M3 BHIOB JOKYMEHTOB He IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/IA JOKYMEHTA.

a) 3asBIICHUE;

0) ciry>ke0HOe TTHCHhMO;

B) JIOKJIQ/IHAS 3aITUCKa;

') JOJKHOCTHAs HHCTPYKITHSI.

20. PacnpemesnrTe yKazaHHbIe HMKe JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLIHUSL.

. Pacniopsbxkenue qupekropa.

. CBOIKa.

. [locTranoBiEHNE KOJUJIETHH.

. UHCTpYyKIMA 1O AEI0NPOU3BOACTBY.
. CnpaBka ¢ Mecta paboThI.

. [Ipukas o npueme Ha paboTy.

. llITaTHOE pacniucaHue.

OCOoOoO~NO OIS WN -



10. TpynoBoii 10T0OBOP.

11. Ilpurnamienrie Ha BHICTABKY.

12. Permament.

21. Komuccuss 1o pacciefoBaHMI0 MO0Xapa, MNPOU3OLIENNIEero B
00pa30BaTeJIbHOM YUPeEXKACHUH, YCTAHOBWIN PsijJ (PaKTOB, KOTOPbIE MOCTYKUIH
npuYnHOii moxkapa. Kakoii 10KyMeHT 10/15KHA COCTABUTH KOMUCCHS ?

a) AxT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, AaJApecOBAHHbI  PYKOBOAMTEJI0  OPraHU3aLNH,
coaep:Kamiuili  00CTOATEIBLCTBEHHOE M3JI0KEHHMEe KaKoro-auéo Bompoca ¢
BbIBOJIAMH U NMPEIJI0KEHUSIMHU COCTABJICHNSI, HA3bIBAETCSH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJIOKEHNUE.

23. JlaToi c1ykKe0HOr0 MUCbMA SABJIACTCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

') TOJIYYEHUS.

24. CniucoK NMPUCYTCTBYIOIIMX HA 3acelaHuu o(opmiisieTcsi OTAeJbHO H
NPUJIATraeTcsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6omee 10;

B) OoJiee 25.

25. Odopmiienne 00JI0KKM Jeja IS NOCJACAYIOIIEr0 XpPaHEHUs
onpejaessieTcs:

a) CTaHAapTOM;

0) MTHCTPYKIMEH 1O JeI0NPOU3BOICTBY;

B) PaCTIOPSHKEHUEM PYKOBOAUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) 4eThIpeE;

0) Tpu;

B) JBa.

27. HomeHnkaaTypa aeJ (padounii 3K3eMILIAP) MOMENIAIOT HA:

a) CTOoJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEeHTaMHU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce JuucThl gesia mpM MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCS:

a) YepHBIM rpaUTHBIM KapaHAaIlIoM;

0) YepHBIMU YEPHUJIAMH,

B) KpacHBIM KapaH]1allloM.




29. Bxoasimue J0OKYMEHTBI PeruCTPUPYIOTCSH:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTES;

0) B IepBOM TTOJIOBUHE JTHS TTOJTYICHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOIUTEIIS.

30. Ka:xxnasi o0pa3oBaTe/ibHAsl OPraHu3anus 00s13aHAa UMETh:

a) CBOAHYIO0 HOMEHKJIATYpy;

0) MHIUBHUIYATBHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJBbKO [JHell A0 HMCHOJHEHHUSI NMPOBOAAT NpeAyNnpeauTeTbHbII
KOHTPOJIb?

a) 1Ba;

0) oJIuH;

B) TpH.

32. PazgesquresisiMi B CIIPABOYHO KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/ICICHUIT;

0) HampaBJIeHUs AEATENbHOCTU MPEANPUATHS;

B) THU HEJEH, MECSIIA.

33. Ha ucxoasimeM J0KYMEHTe PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTENIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) MOCJIE MONUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B JeJie coepKaTcs JOKYMEHTbI Pa3JIMYHON IEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIMBAETCH:

a) OOJIBIINIA;

0) MEHBIIIHIA,

B) CpeIHUM.

3ajaHus QI CAaMOCTOSATEIbHOM Pad0ThI

3ananme 1. OQopmMuTh BCE OTMETKH, KOTOPbIE CTaBSAT Ha JIOKYMEHTE B
cootBeTrcTBU ¢ ['OCT P 7.0.97-2025. VYkaxute MECTOPACIOIOKEHHUS ATHX
pPeKBU3UTOB Ha OnaHke popmara A4.

3ananue 2. M300pa3ute cxeMaTuuecku KiacCU(pUKAIUIO TOKYMEHTOB.

3ananme 3. Bpimumure Ha guct gopmara A4 Bce npaBwia o(QoOpMIIEHHS
TEeKCTa JOKYMEHTa: HWHTepBasbl, mpudThl U T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2025.

3aganue 4. CoctaBuTh W OQOPMUTH JAOKIAJAHYIO 3alMCKy O HapylIEHUU
TPYZOBOM NHUCHUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U 3JIeMEHThI TeKCTa 100aBUThH
camocrosiTenbHO. Hamucath OOBACHUTENBbHYIO 3allUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanucatb 0TBETHOE MMCHhMO-01ar0JapHOCTh HA MO3PABJICHHE.

2.2. OueHoYHbIEe CPeACTBA sl MPOMEKYTOUHOM aTTecTaluu (3a4er)

Bonpocsl 1J151 npoBeieHHU 3a4eTa:
1. [ToHsITHE «JIOKYMEHT» U €r0 (PYyHKIIUH.



2. Knaccudukamust JOKyMEHTOB.

3. CyuiHoCTh M OCHOBHOE Ha3HAaY€HHE JOKYMEHTAIMOHHOTO oOOecreueHus
JIeSITEIbHOCTH TIeJIarora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOAaTeNbHAsl U HOPMATUBHO-METOMYECKas: 0a3a JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBIeHHUs.

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JJOKyMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpebGoBanus K G1aHKaM JTOKYMEHTOB.

10. Cucrema nqoKyMeHTaIIMU B 00pa30BaTeNbHON OpraHu3alvu.

11. Opranuzannonssie JOKyMeHThl cuctembl OPJI. O01mas xapakrepucTuka u
Ha3HAa4YeHHE JOKYMEHTOB.

12. PacniopsinutensHabie JokyMeHTHI cuctembl OP/]. O6mmas xapaktepuctuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UndopmarmmonHo-cripaBouHbie  1OKyMeHTHl cuctemMbl OPJl.  OOmias
XapaKTepUCTHKA M Ha3HAUCHHUE TOKYMEHTOB.

14. JlenoBoe MMChMO KaK OCHOBHOM BH/I NMEPEIUCKHU.

15. bnanku s muceM. @opmyIisip 1€I0BOTO MUCHhMa.

16. OcobeHHOCTH OPHUITHATHHO-IETIOBOTO CTHJIS COCTaBICHUS TEKCTA JIETOBOTO
nuchMa.

17. Buapl  cioyXeOHBIX ~ TIMCEM,  COCTaBIIIONIME  OCHOBY  JICJIOBOM
KOPPECIOHICHIINH.

18. DnexTpoHHas nepenucka. IINeKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTOo000poTa 00pa3oBaTeNbLHON OpraHU3allvu.

20. ®opMmbl  opraHuzanuu pabOThl € JOKyMeHTaMHu. JloKymMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimok 06pabOTKM BXOIAIIMX JOKYMEHTOB. Perucrparus 10KyMeHTOB.

22. Tlopsimok 06pabOTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. Homenkmatypa Jiel.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHWE  Jel B TEKYIeM
JICIIONPOU3BOICTBE.

26. Yaudukamms 10KyMEHTOB.

27. CtanmapTu3aius J0OKyMEHTOB.

28. Hymepanusi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. HpudTel, KETIX U TOJS, TPUMEHSIEMbIE TP 0OPMIICHUN JJOKYMEHTOB.

30. Pestome, aBTOoOMOTpadus, XxapakTepuUCTHKA: MOHATHE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

31. 3asBneHue: NOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

32. Ciy>xeOHast 3aITUCKa: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

33. OObsicHUTENbHAS 3alKCKa: OHITHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

34. JloknanHas 3anucKa: MOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, MPOTOKOJI: IOHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.



37. Ilpukas, pacropspkeHue: MOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

38. [Ipuka3 mo TMYHOMY COCTaBY: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

39. YcraB, moyioKeHUE: TIOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

40. TomoKkHOCTHAS MHCTPYKIIHS: TIOHSITHE, Ha3HAYCHHE, COCTAaB PEKBU3UTOB.

41. UHcTpyKuusa 1O JEJONPOU3BOACTBY: IIOHSATHE, HAa3HAUEHHE, COCTaB
PEKBHU3UTOB.

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KonnekTUBHbBIN AOTOBOp: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOeHHOCTH COCTaBJICHUS TEKCTA MPOTOKOIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MPUKas3a.

46. PexBu3uThl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY)KHWBaHUs), KO
dbopMBI JOKYMEHTA.

47. PeKBU3UT HAaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHUE CTPYKTYPHOTO
Mo/Ipa3ieJieHus], HANMEHOBAHWE JOJKHOCTH JIUTIA.

48. PekBU3UT CTIpaBOYHBIC JaHHBIC 00 OpraHU3aIiH.

49. PexBM3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PekBM3UT aTa JOKyMEHTA.

51. PeKBU3UT pErucCTpallMOHHBII HOMEp JOKYMEHTA.

52. PekBM3HUT CChUIKA HA PETHCTPAIMOHHBIA HOMEpP W JIaTy IOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PexBu3uT rpud orpaHUYCHHSI TOCTYTA K TOKYMEHTY.

55. PexBusuT aapecar.

56. PexBu3uT rpud yTBep>KIEHUS JOKYMEHTA.

57. PeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HT TEKCT JOKyMEHTA.

59. PekBU3HUT OTMETKA O IPHIIOKCHHH.

60. PexBusut rpud corimacoBaHMs TOKYMEHTA.

61. PekBusuT BH3a.

62. PexBU3UT ITOAITUCH.

63. PekBu3UT OTMETKA 00 JIEKTPOHHOU MOAMKCH.

64. PexBu3uT meyarsb.

65. PexBu3UT 0TMETKA 00 UCTIOJIHUTEIIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.

68. PekBU3UT pe30TIOIHI.

69. PekBu3uT 0TMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HAMPABJICHUH JOKYMEHTA B JEJIO.



