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1. HACIIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn oneHouyHsix cpeacts (®OC) — HeorbemiieMas dYacThb pabouei
POrpaMMbl TUCHUILTUHBI «/JOKyMEHTOOOOPOT B OpraHU3alliny» U MpeaHa3HaAYeH AJIs
KOHTPOJII M OIIGHKM OOpa30oBaTeNbHBIX JOCTHXKEHUUA CTYIEHTOB, OCBOMBIIHMX
pOrpamMmy TUCHUTLTAHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA O0YYarOIIETOCs
tpeboBanusiM PI'OC BO OakanaBpuar mo HampaBieHUIO moarotoBku 46.03.01
Hcropust, yTBepKACHHBIM NPUKa30M MHHHCTEPCTBA HAYKH U BBICIIErO 00pa30BaHUs
Poccuiickoit ®@epneparuu ot 8§ okTsaoOps 2020 r. Ne 1291 (¢ u3mMeHeHHsIMH U
nononHenussMu) U IlpodeccronansubiM crangaproM «llemaror (menmarormueckast
NESTENIbHOCTh B c(hepe JOIIKOJIBHOIO, HAa4aJbHOrO OOIIEro, OCHOBHOT'O OOIIEro,
cpenHero oOmero oOpa3oBaHMs) (BOCHMTATENb, YUYUTENb)», YTBEPKICHHBIM
Iprka3omM MuHHCTEpPCTBa TpyJa U coualibHON 3amnThl Poccuiickon @denepanuu ot
18 okts6ps 2013 1. Ne 544 (c u3meHeHussiMu W jonoiHeHusiMu); «llemaror
JIOTIOJIHUTEIBHOIO 00pa30BaHUs JETEd U B3POCIBIX», YTBEPKACHHBIM MPUKA30M
MunuctepcTBa TpyJa M colMadbHOM 3amuThl Poccuiickoir depepanum ot 22
ceHTs0pst 2021 1. Ne 652H; «XpaHHUTeNb MY3€HHBIX LEHHOCTE», YTBEPKIACHHBIM
pukazoM MuHHCTEpCTBa TpyAa U COMAaIbHOM 3amuThl Poccuiickon denepanuu ot
4 asrycra 2014 r. Ne 537nH; «CnenmanucTt mo ydeTy MY3€HMHBIX IIPEAMETOBY,
YTBEPKIAEHHBIM ITPUKa30M MHUHUCTEPCTBA TPyAa U COLMANBHOM 3a1uThl Poccuiickon
Oeneparuun oT 4 aprycra 2014 r. Ne 521H (¢ U3MEHEHUSIMH M JIOMOJTHEHUSMM);
«9KcKypcoBoa (TMI)», YTBEPXKIEHHBIM MpUKa3oM MuHHCTEpCTBA Tpyda U
conanbHOM 3amuThl Poccuiickoit @eneparuu ot 4 aBrycra 2014 r. Ne 539h.

1.3. Ilepeyenbr KommeTeHUMi, (GopMHpPYeMBIX B Mpolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI

[Iporiecc ocBoeHUsT AUCIUIUIMHBI HANpaBJIeH Ha (OPMHUPOBAHUE CIIEAYIOIIUX
KOMIETEHIU U UHIUKATOPOB UX JIOCTUKEHHUSI:

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHSA
YHuBEpcalbHbIE
YK-4. VYK-4.1.
Cnocoben OCYILIECTBIIAT J€TIOBYIO | BBIOMpAaeT INPHEMIIEMBI  CTHIIb  JIEJIOBOTO

KOMMYHUKAIIUI0O B YCTHOM UM TIHUCBMEHHON | OOIIEHHS  Ha  TOCYyJapCTBEHHOM(-bIX) H
dopmMax  Ha  TOCYIapCTBEHHOM  SI3bIKE | HHOCTPAHHOM(-bIX) Sf3bIKaX, BepOaJbHbIE MU
Poccuiickoii denepanuu U MHOCTpaHHOM(BIX) | HEBepOaJIbHbIE CpPEJCTBA B3aUMOJIEHCTBUSL C
sA3bIKe(ax) napTHEpaMH B YCTHOM U MMCbMEHHOU opmax

1.4. Dranbl GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLCHUBAHUA
YPOBHH UX C()OPMUPOBAHHOCTH

KoHTpoabHO-01IeHOYHBIE

Jransl popmupoBanus komnereHuui | Komnerenuun
cpeacTBa / cnocod oleHuBAHUA




Tema 1. Teoperuko-npaBoBeie U | YK-4 BeIcTymuieHre Ha NOpPaKTUYECKUX
HOpPMAaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBIN OIpocC
JOKYMEHTAIlMOHHOT'O obecrnieueHus

YIPaBJICHUS

Tema 2. Cranpaptuzaums nponecca | YK-4 BeicTymuieHre Ha NPaKkTUYECKHUX
JIOKYMEHTHUPOBAHUS 3aHSTHUSX, YCTHBIN OIPOC

Tema 3. Cucrema opranuszanvoHHo- | YK-4 BeicTymuieHre Ha NpPaKTUYECKUX
pacnopsiANTEIbHON JOKYMEHTAIUU 3aHSTHUSX, YCTHBIN OIPOC

Tewma 4. [lenoBoe nucbmo kak ocHOBHOH | YK-4 BeicTyruieHre Ha NOpPaKTUYECKUX
BU/I IEPEITUCKU 3aHSTHUSX, YCTHBIN OMpPOC

Tema 5. Opranunzanus | YK-4 BeicTymuieHne Ha NpakTUYECKHUX
JOKYMEHTOO0OpoTa  00pa3oBaTebHON 3aHATHUX, YCTHBIA OMpocC
OpraHu3aluu

Tekymas arrecrauus YK-4 Konrponsnas padora
IIpomeskyTouHas aTTecTaUMs YK-4 3auer

1.5. Onucanue noxkasarese (POPMHUPOBAHUA KOMIIECTECHIMMI

Ko komMnerenuun Pe3yabTaThl ¢)OPMHPOBAHHOCTH

YK-4 3HaeT: CYIIHOCTh U CNEeUU(PUKY MEKIUYHOCTHOTO U MEXKKYIbTYPHOTO
B3aMIMOJICHCTBYS, 2 TAK)KE KIFOYCBBIC NMPHEMBI, CIIOCOOBI, TEXHOJIOTHH
o0OecrieueHUss YCTHOW U THCbMEHHONW KOMMYHUKAIIMM; JIEKCUYECKUE,
rpaMMaTHYeCKHE, CTUIUCTHYECKAE HOPMBI YIOTPEOJICHUS PYCCKOTO H
MHOCTPAHHOTO S3BIKOB U SI3bIKOBBIX CPEJICTB.

YMeeT: UCHONb30BaTh HABBIKKM BEJCHHS JEJIOBOM KOMMYHHKAITUM B
YCTHOH M MHCbMEHHOH (opmMax Ha PYCCKOM U HHOCTPAaHHOM(BIX)
sa3bIKke(ax), CIMOCOOBI YCTAHOBJICHUS KOHTAaKTOB U  MOJJICPKAHUS
B3aMMOJICHCTBUS B YCJIOBHSIX MOJUKYIBTYPHOUM CpEIbl; aHAM3UPOBATh
CUCTEMY KOMMYHHKAIIMOHHBIX CBS3CH B OpTraHU3aIlNN.

Bnaneer: mnpunnunamu GOpMHUPOBAHHUS CHCTEMBl KOMMYHUKAIIWH;
CHUCTEMOW HOPM PYCCKOTO JIUTEPATypHOTO s3bIKA W HOPMaMH
WHOCTPAHHOTO(BIX) SI3bIKA(OB).

1.6. Kpurepum ouneHUBaHHMS KOMIIETEHHMH HAa Ppa3HbIX 3Tamax HX
(popmupoBanus

KosmuectBo
Bup yueoHoii padoThl 0aJL10B
(010{0)
Beinonnenue u 3amura npakTHYECKuX padoT 40
KonTponbnas pabota 15
KoHnTponb camocTosTenbHON paboThl 20
VY cTHEIN 3a4eT 25
Bcero 100

HakonureabHas cucreMa oneHuBanus no 100-0aLHOM HIKAJIE

YerbipexoaiibHAS Cucrema
100-6asbHas | BykBenHasi mkasna, coorBercrByomast 100-
cHCTEMA OlleHMBAHUSA . OlICHUBAHUS
HIKaJjia Ga/IbHOI mIKae
IK3aMeHa 3ayera
OTnryHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIEPIKAHNE 3adreHo




Kypca 0CBOEHO IIOJIHOCTBI0, €3 TIpo0eoB;
HEO0OXO0IMMBIE TTPAKTUIECKIE HABBIKA PAOOTHI
C OCBOCHHBIM MaTepHaIoM c(hOPMHUPOBAHE;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOii
o0y4eHus: yaeOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO MX BBIIIOJIHEHHS OLICHEHO YHCIOM
6aJuIo0B, OJIM3KUM K MAKCHMAJIbHOMY

Xopomio

83-89

B — oueHb XOPOIIIO — TEOPETHIECKOE
COJICpKAHUE Kypca OCBOCHO MOJIHOCTRIO, 0e3
po0OeIoB; HEOOXOUMBIC MPAKTHYCCKUEC
HABBIKH Pa0OTHI C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM c(hOpMHUPOBaAHEI; BCE
MIPEyCMOTPEHHBIC IIPOTPAMMOM 00yUCHHS
yueOHBIC 33aJJaHUs BBIITOJHCHBI, KAYECTBO
BBINOTHEH S OOJILIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJIoB, OJIM3KUM K MAaKCHMAaJIbHOMY

Xopouwio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COJIEPIKAHIE
Kypca OCBOCHO TIOJIHOCTBIO; HEKOTOPhIE
MPaKTHYECKHE HABBIKK PabOTHI C OCBOCHHBIM
MaTepuanoM chopMHpPOBaHbI HEOCTATOYHO;
BCE MIPEAYCMOTPEHHbIC IPOrPaMMOi
00y4yeHHs yueOHBIC 3a1aHUS BHITIOJIHCHBI,
Ka4yeCTBO BBIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLIEHEHO MHUHHMAJILHLIM YKCIIOM 0alIoB,
HEKOTOPBIC BUJIBI 3aITaHHI BHITIOJIHCHBI C
ouInoKamMu

YV 10BJIETBOPUTEIBHO

63-74

D — yZ0BIETBOPUTENBHO — TEOPETUYECKOE
COJEPKAHUE Kypca OCBOEHO YaCTHYHO, HO
Ipo0eIBl He HOCST CYIIECTBEHHOTO
XapakTepa; He0OXOMMBbIE IPAKTUIECKHE
HaBBIKH Pa0OTHI ¢ OCBOGHHBIM MaTEpHAaJioM B
OCHOBHOM c()OPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYCMOTPEHHBIX IPOrpaMMOii 00ydeHNS
yqe6H1>1x 3a11aH1/1171 BBITIOJTHEHO, HEKOTOPHIC U3
BBITTOJTHCHHBIX 3a,uaH1/1171 COZCPIKAT OIINOKU

YV 10BJIETBOPUTEIBHO

50-62

E — nmocpencTBEHHO — TEOPETHUECKOE
COJIepXKAaHUE Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIE MPAKTHUECKHUE HABBIKK pabOThI HE
chopMHUPOBaHbBI, MHOTHE MPETYCMOTPEHHBIE
yueOHO#1 mporpaMmoii 00ydeHus yueOHbIe
3a[jaHus HE BBITIOHEHBI JTHOO Ka4eCTBO
BEITIOJTHEHHBIX HEKOTOPHIX U3 HUX OIICHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY

HeynosnerBopurensHo

21-49

FX — Hey10BAETBOPUTENBHO — TEOPETHUECKOE
COJIep>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(hopMHUPOBaHBI; OONBITUHCTBO
HpPeayCMOTPEHHBIX YUeOHOU MporpamMmoit
00ydeHus: yueOHBIX 3a/1aHUN HE BBITOJTHEHO
00 KauyeCcTBO UX BBIIIOIHEHUS OI[EHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
MIPH TOTIOJIHUTEIBHO CAMOCTOSITEIbHOM
paboTe Ha/l MaTepraIoM Kypca BO3MOXKHO
MTOBBIIIICHUE KAYECTBA BBIITOJHCHUS YUCOHBIX
3a/1aHui

HeynosnerBopurensHo

0-20

F — HeynoBIETBOPUTENBHO — TEOPETHUECKOE
cofiepKaHUE Kypca HE OCBOEHO;
HEOOXOANMBIE ITPAKTHYECKHUE HABBIKU pabOThI
He c(popMUPOBaAHBI; BCE BHITOJIHECHHEIC
yueOHbIe 3aJJaHNs COZep)KaT IPyOble OMNOKH;
JOIOJIHUTENbHAs CAMOCTOsTENbHAS paboTa
HaJI MaTepPHaJIOM Kypca He TIPUBEJIET K

He 3aureno




KaKOMy-J'II/I6O 3HAYMMOMY MNOBBIIICHUIO
Ka4dCCTBa BBIIIOJTHCHUSA y‘ieGHBIX 3aJlaHAI

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHoYHbBIE CPEICTBA TEKYLIEr0o KOHTPOJIs (THIIOBbIE)

Bomnpocsl 1UIs1 yCTHOTO onpoca:

1. [laiiTe onpeneneHue MOHATHS «TOKYMEHTY.

2. Packpoiite nonsarue «JOVY». HazoBute mpodeccuoHalibHble TEPMUHBI U
OIpesieNIeHUs B 00JIaCTH AEJIONPOU3BOICTBA.

3. Ha3zoBute u packpoiTe (PyHKINH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3alUuH JAEJIONPOU3BOICTBA BbI
3Haere? HaszoBuTe cojepkaHue mMakeTa O0Os3aTENbHBIX 3aKOHOAATEIbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOY.

5. HaszoButre mpaBmia  yTBEpXKACHUA JOKYMEHTOB. TpeboBaHus u
o opMIICHHE.

6. Kakne pexkBH3WTBHI SBIAIOTCA «HOPUAMYECKHA 3HAYMMbIMKW»? [IpaBuna ux
oopmienus. UTo BKIIOYAET B c€0s OHIATHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBeaute npUMeEphl TOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCS Nedath. Kak opopMIIAIOTCS epeyHr TaKUX JOKYMEHTOB?

8. Ha3zoBure 3aKOH, B COOTBETCTBHHM C KOTOPBIM O(DOPMIISIIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/I. Jlata BBeleHHE U YTO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBute pekBU3UTHI 00mIero OnaHka u OjaHka a1 nucbma. llpaBuna
opopmiienus. Kakue Buiapl OmaHkKOB Bbl 3Haere? B ueM ocoOeHHOCTh OiaHka
JOJDKHOCTHOTO Jiuia’?

10. CornacoBanue u BusupoBanue. HazoBute BUABI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxkxute 0 medarssx W IITamMmax NpeaupusaTAid u opranuzanui. Ha
KaKuX JIOKyMEHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUS MNPEAbSIBISIOT K
UCITIOJIb30BaHUIO repOoBOM neyaTu?

12. PackpoiiTe coxep:kaHWe TOHATUS «yIlpaBieHue». Ha3zoBuTe CHCTEMBI
JNOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP/l». Kakue rpynmsl u BHIBI
JTOKYMEHTOB BxoaiT B OP/]?

13. Pacckaxkute 00 OCOOCHHOCTSIX AJIEKTPOHHOTO JTOKYMEHTA, AJIEKTPOHHOMN
NEPENUCKU U TPEOOBAHUSX, IPEABIBISIEMbIX K HEH.

14. B uem ocobenHoctu Onanka miig nuchbma? HazoBute pekBU3UTHI OJiaHKa
JUTSL IMChMA U PEKBU3UTHI CIYKEOHOT0 MUChMa.

15. Yto pernmamMeHTHpPYET THUIIOBAsi MHCTPYKLMS 1O AeIonpon3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3aMOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJBIL.

16. HazoBute BHABI HMH(YOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe n3BecTHbIe BaM BUbI PETUCTPALUY.

17. JaliTe  XapakTEpUCTUKY YYPEAUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npeanpusatusd. Kakve BUsIbl yCTaBOB Bbl 3HaeTE?



18. Maitte  xapakTepucTHKy JOKymeHTy «llomoxxeHne» U Ha30BUTE
CTPYKTYpPHBIE YACTH TEKCTA JOKYMEHTA U €0 COJIECPHKAHUS.

19. [Jaiite xapaktepucTuky Jo0KyMeHTY « HcTpykuus». [IpuBenure npumepsl.
JlopKHOCTHAs! MHCTPYKIIMS, CTPYKTypa Tekcta. Odopmienue. O3HaKOMIICHUE.

20. llItatHoe pacnucanne OCOOEHHOCTH  COCTaBIIEHUSA, O(OpPMIIECHUS.
TpeGoBaHUE K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IlpaBuna BHYTpEHHETO TPYA0BOTO pacnopsaka u [lomoxeHne o mepcoHaie.

22. JlaliTe XapaKTEPUCTUKY PACIIOPSAUTEIBHBIM JOKYMEHTAM.

23. HazoBuTe BUIBI paCIOPSIUTEIBHBIX JOKYMEHTOB M OCOOCHHOCTH KaKI0TO.
Ha3oBure  CTpyKTypHBIE 4YAaCTH TEKCTa  PACHOPAIUTENBHBIX  JIOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B ueM ocoOeHHOCTH ciykeOHBIX muceM? HaszoBure BHIBI CiTy)XKeOHBIX
nucem. Kakue Tpe6oBaHUs MPEeIBABISIOTCS K TEKCTY CIY>KEOHBIX muceM?

25. HazoBute mpaBwina odopmiieHHs  peKBU3UTa  «ajpecar». Bumabl
aZpecoBaHUs.

26. YTO BXOJIUT B MOHATHE CIPOBEJIECHUE IKCIIEPTU3BI HIEHHOCTH JTOKYMEHTa»?

27. PackpoiiTe TMOHATUA «JOKYMEHTOOOOPOT», <« JIOKYMEHTOMOTOKW». [laiiTe
XapaKTEPUCTUKY KaXJAOMy BHUIY JOKYMEHTONOTOKA, YKaXHUT€ HX OCOOEHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEHTOO00POT NPEAPUITUS?

28. Homenkiarypa aen. 3uauenne. CoctaBieHne. Buapl HOMEHKIIATYPBI.

29. IlogrotoBKa NOKYMEHTOB K CJade B BEJAOMCTBEHHbIA apxuB. (Cpaua
JOKYMEHTOB B apXWB opraHuzanuu. Onucu JTOKYMEHTOB, HaxOIAIIUXCA B JIEIeE.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHN JOKYMEHTOB U JIE.

30. Kakue nokyMeHTBI He mojuiexxaT peructpanuu’? Kak u 3aueM BeleTcst yueT
TaKuX MOCTYTUICHU1?

31. Pacckaxnure 0 BHIAaxX BXOJSAIIMX, MCXOASAIIMX BHYTPEHHUX TOKYMEHTaX.
HoxymenToB. IlpuBenutre Gopmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomouipto PKK 1 aBTOMaT3npoBaHHOMN.

32. Yro BkiIrOYaeT B ce0s moHsATHE «(PopMUpOBaHUS» U «ODOpMIIECHUS» aei?
HazoBute npuszHaku opopMieHus 00JI0KKHU AL

33. Cpoku XpaHeHHUs JOKYMEHTOB B 3aBHCHUMOCTU UX 3HauuMOCTH. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIIAIOT CPOKH XPAHEHMUS.

34. Yto BKIJIIOYAET B CceOsl MOHATHE IOATOTOBKA JTOKYMEHTOB K ApXUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl AJ151 NpOBeIeHUA KOHTPOJIbHOM padoThI:
1. IlpaBWibHAsA MOC/JE€I0BATEIBLHOCTh HANMMCAHUS J3JIEMEHTOB IOYTOBOIO
aJpeca HA NMOYTOBBIX OTINPABJIEHUAX:
a) MOYTOBBIN UHJIEKC;
0) HaMMEHOBaHUE ajpecaTa;
B) HOMEP KBapTHUPHI;
') HA3BaHHME HACEJIEHHOTO ITyHKTA;



1) Ha3BaHUE 00JIaCTH, Kpast, PeCIyOIuKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHUE YIIMIIBI.

2. YHU(PUIIMPOBAHHAS CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cucTeMa JOKYMEHTAIlMH, CO3JaHHas M0 €IWHBIM IpaBUiiaM U TpeOOBaHUSM,
coJieprkaiias nHpopMaIuoo, He0OXOIUMYIO JJIs YIIPaBIEHUs B ONpe/iesieHHON cdepe
NEeSATEIbHOCTH;

0) yauduimpoBaHHbie  QOpPMBI  TOKYMEHTOB, CHCTEMaTH3WPOBAHHBIE IO
(GYHKIUSAM yIIpaBIICHUS;

B) COBOKYITHOCTh JJOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PELIAEMBIMU
JIOKyMEHTaMU;

I') COBOKYITHOCTh JTOKYMEHTOB, CBSI3aHHAasl €JUHOOOPAa3HbIMM IPABUIAMHU
odopMIICHHUS.

3. Bo3MOKHOCTH HCHOJIB30BAaHUS (PaKCHMHJIE KAaK COOCTBEHHOM NMOINMCH
perJiaMeHTHPYeTCH:

a) rpaXJIaHCKUM KojeKkcoM PD;

0) mpaBUiIaMu JICJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJTHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2025.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHbIN HA00pP PEKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoit  ®@enepauuu, repd cyObekrTa
Poccuiickoit  ®Depeparuu, sSMOiiemMa OpraHu3allid, TOBapHbIM 3HAK  (3HAK
oOcITy>KMBaHMs ), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHMUS;

0) OJlaHK TUCHbMa;

B) 0OIIMii OJIaHK;

r) OJJTaHK KOHKPETHOTO BHJIa JOKYMEHTA.

S. Ilopsinok HAMUCAHUSA MOYTOBOI0 A/ipeca YCTAHOBJICH:

a) B [IpaBunax nenonpou3BoAcTBa B (peepanbHBIX OpraHax HCHOJHUTEILHOM
BJIACTH;

6)B 'OCT P 7.0.97-2025;

B) B [IpaBuiiax okazaHus yCayT MOYTOBOM CBSI3HU.

6. PeKBM3UT «BH32» MOKET BKJIKYATh:

a) TOJDKHOCTh BU3HMPYIOUIETO, €ro MNOJANUCH, pacMPpoBKY (MHULUAIBI U
dbamunus) u nary;

0) mognuce, pacimpposky (d. U. O.), naty;

B) JIOJDKHOCTbD, TIOJINUCH JIATY;

I') J1OJKHOCTh, TOANUCH, pacuudpoBky noamnucu (d. . O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMAITMOHHBIX.



8. Tekcr [AOKYMEHTOB COCTABJSIIOT HAa TOCYJAPCTBEHHOM  SI3bIKe
Poccuiickoii Pegepanmy WM Ha TOCYJAPCTBEHHBIX H3BIKAX CYOBEKTOB
Poccuiickoit @exepauyu B COOTBETCTBHH C:

a) MpaBUjia JIENOMPOU3BOJICTBA B (helepalIbHbIX OpraHax HCIOIHUTEIbHON
BJIACTH;

0) 3akoHOsaTenbcTBOM  Poccuiickoit deneparun 1 cyObekToB Poccuiickoit
denepaunu;

B) [CHOY;

') TUTIOBOM MHCTPYKIIMEHN IO IEJIOMPOU3BOJICTBY.

9. Ileq1b10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCH:

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIBTaTOB YHU(DHUKAIINN JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIEJI;

B) CUCTEMATH3alMsl JOKYMEHTOB B OpraHU3alliu;

r) oOecrieyeHre COXPaHHOCTU JJOKYMEHTOB;

1) 3a11uTa KOHQUIESHIIMATbHOCTH HHPOPMAIIUH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM MNPABWJIbLHO HA3BaHbI
PEeKBHU3HUTHI 0JIAaHKA MUCbMA:

a) (rep0, »oMOnema), KOJ OpraHu3ald, HAUMEHOBAHUS OpraHU3AIINH,
CIIpaBOYHbBIC JaHHbIE OO0 oOpraHu3aluu, KOJA (GOPMbI JTOKyMEHTa, MECTO IS
MPOCTABJIECHUS AaThl JOKYMEHTa, MECTO JMJISI MPOCTABIEHUS PETHCTPALMOHHOTO
HOMEpa JOKYMEHTA, CChIJIKa Ha HOMEP U JIaTy BXOJISIIETO JOKYMEHTA,

0) (rep0b, 5MOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHU3alliM, JaTa
JIOKYMEHTa, MECTO JIsl POCTABJICHUSI PETUCTPALIMIOHHOTO HOMEPA TOKYMEHTA, MECTO
W3/1aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOJSIIEro JOKYMEHTA,

B) (rep0d, »5MOneMa), HAMMEHOBAHUSA OpraHW3allu¥, HAUMEHOBAHUS BHIA
JIOKYMEHTa, JaTa JOKYMEHTOB, KOJ (POpPMBI JOKyMEHTa, MECTO JJIsi MPOCTABIICHUS
PETUCTPAIIMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIC [aHHbIE 00 OpraHu3alu,
CCBhUIKA Ha HOMEp U AaTy BXOJIAIIEr0 JOKYMEHTA;

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIIPABOYHBIE JaHHBIE 00
opranuzaiuu, koj opranuzanuu OI'PH, mecto ajis npoctaBiaeHuss aaThl JOKYMEHTA,
MECTO JJIsl POCTABJICHUS] PETUCTPALIMOHHOTO HOMEpPA JOKYMEHTA, CChUIKAa HA HOMEP
U ATy BXOJAIIEr0 JOKYMEHTA, MECTO ISl 3ar0JI0BKA K TEKCTY.

11. K oprann3aumoHHbIM JOKYMEHTAM OTHOCATCH:
a) TPOTOKOJI,
0) ycras;

B) MHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
1) TOJOXKCHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHHE OpraHH3aluy;
B) HAMMEHOBAHUE BHJA JOKYMEHTA;
I) 3aroJIoOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TOJMMCH.



13. AKTBI co31a10TCH:
a) KOJUICTHAJIBHO;
0) Ha OnaHkax;
B) Ha COBEIAHUU;
I')  BBIIIECTOAIICH OpTaHU3AINCH.

14. HopMaTuBHBII aKT, H31aBaeMblid JIMPEKTOPOM 00pa30BaTeJIbHOM
OPraHM3alui WIH YYpeKIeHUs, ITO:

a) MpuUKas;

0) TIOJIOXKCHHE,

B) PpACIOPSIKEHUE;
I) PpELICHHUE.

15. Bo BpeMsi nmpoU3BOJACTBEHHOI0 COBENIAHMS Yy JMPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUIEHUSI W NpHUHATHE pemenusi. Kakoil TOKymMeHT cJiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) pacIopsiKeHHE,

') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHHIO HaYaIbCTBA.

16. PekBU3uTAMU BHELIHEH CIIPABKH SIBJISICTCH:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHHWE BUA TIOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHWE OpPTaHU3aINY;

€) CChUIKa Ha JaTy PEerucTpalMOHHBIA HOMED.

17. ®daxkc oTiin4aercsi OT NUCbMa M0 0GOPMJIIEHHIO TEM, YTO:

a) SIBJISIETCS] HE TOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COIEPKUT PSi TOTIOJIHUTEIBHBIX PEKBU3UTOB,;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe U3 KaKUX pa3iesiOB COCTOUT TEKCT MPHUKA3a MO OCHOBHOI
NeSITeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHI U pacTIOPSAUTENbHBIN;

0) KOHCTAaTUPYIOIIUNA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTAaTUPYIOIIHUKN U Mpeaiaratoiiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbigesure, B KakOM H3 BHI0OB [JOKYMEHTOB He IMPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

a) 3asBJICHUE;

0) ciy>)keO0HOEe TTUCHMO;

B) JIOKJIaIHAs 3aIUCKa;

') JOJIKHOCTHAsI HHCTPYKIHS.

20. PacmpegesnrTe YyKasaHHbIe HH)Ke JOKYMEHTbI Ha 3 TIpyNnbl:
a) opraHu3aluoOHHbIE, 0) pacnopsaUuTebHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.



. Pe3tome.

. JlolbKHOCTHAs! MHCTPYKIIMSL.

. Pacniopsikxenue aupekropa.

. CBonka.

. [TocTaHOBIEHHNE KOJIJIETUH.

. MHCTpyKI1IMS 11O 1€TONPOU3BOJICTBY.
. CnipaBka ¢ Mecta paboThI.

. [Ipukas o npueme Ha paboTy.

9. llltaTHOE pacnucaHue.

10. TpynoBoii 10roBop.

11. Ilpurnamenue Ha BBICTaBKY.

12. PernameHT.

21. Komuccuss 1o pacciieOBaHMIO T0Kapa, MNPOU30LIENIIEero B
00pa3oBaTeIbHOM YUpPeKAeHUN, YCTAHOBUIH PsJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NpuYnHOi noxxkapa. Kakoi 10KyMeHT J0/15KHA COCTABUTH KOMUCCHs?

a) AKT;

0) cripaBky;

B) IOKJIAJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, aJPECOBAHHBIA  PYKOBOJMTEJII  OPraHU3ALUM,
coaepKalmuii  00CTOATEILCTBEHHOE W3JI0KEHHEe KAaKoro-jiubo Bompoca ¢
BBIBOJIAMH U MPEII0KEHUSIMH COCTABJIEHNSI, HA3bIBAETCS:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') NpeJIoKEHNUE.

23. JlaToii cay:keOHOro MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) oTIIpaBJICHMUS;

B) TIOJIMMCAHUS,

') TOJIYYEHHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HAa 3acelaHuu odopmiisieTcsi OTAeJbHO H
NPUJIAraeTcsi K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKH Jejia IS MOCJACAYIOIIEI0 XPaHECHUs
onpejesieTcs:

a) CTaHAapTOM;

0) MHCTPYKITUEH TI0 IETTOTIPOU3BOJICTBY;

B) pacIoOpsHKEHUEM PYKOBOIUTEIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA IMPOXOAMT B ramna:

a) 4eThIpE;

0) Tpu;

B) JiBa.
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27. HomeHkaaTypa e (padounii 3k3eMILISIP) MOMENIAKOT HA:

a) cToJIe, MO CTEKIOM;

0) nBepiie mKkada ¢ JTOKyMEHTaMU;

B) BHYTPEHHEN CTOPOHE ABEPIIbI MKada ¢ JOKyMEHTaMHu.

28. Bce JuucThl ejia NpM MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinmue J0OKYMEHTHI PeruCTPUPYIOTCH:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTENS;

0) B mepBOM TTOJIOBUHE JTHS TTOJTYICHUS;

B) 10 O3HAKOMJICHHUSI C HUMU PYKOBOJAUTEIS.

30. Kaxxnasi oOpa3oBaTe/ibHAsI OpraHnu3anms 00si3aHa MMeTh:

a) CBOAHYIO HOMEHKJIATYpy;

0) MHIUBUIYATIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATypYy.

31. 3a CKOJIBKO AHEeH 0 MCIOJHEHHS NPOBOAAT NpeayNnpeauTebHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. Pa3gequresisiMi B CIIPABOYHOI KapTOTEKe CJIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MMOJIpa3/IeICHU;

0) HampaBJIeHUs AeATEAbHOCTH MPEATPUITHS;

B) THU HEJEJH, MECsIIa.

33. Ha ucxoasimeM JOKYMEHTE PEKBU3HUT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM JJOKYMEHTA;

0) Ipu perucTpalny,

B) MOCJIE MOJMUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B JeJie coepKaTcs JOKYMEHTbI PAa3JIHYHON IEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIHUBAETCH:

a) OOJIBIINIA;

0) MEHBIIINI;

B) CPEIHUM.

3ajanus I CaMOCTOSAITEIbHOM PadoThI

3ananne 1. OQopMuTh BCE OTMETKH, KOTOpHIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2025. VYxkaxure MeECTOPACHOJIOKEHUS ITUX
PEKBHU3UTOB Ha OylaHke popmara A4.

3aganue 2. 300pa3ure cxemMaTHyecku KJIaCCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemmmmumre Ha auct dopmara A4 Bce mpaBuiia o(OpMIICHHUS
TEeKCTa JOKYMEHTa: HWHTepBasbl, mMpuUdThl U T. A. B coorBeTcTBUU ¢ ['OCT P
7.0.97-2025.



3aganue 4. CoctraButh U OQGOPMHUTH AOKIAIHYIO 3alHCKy O HapyIICHUU
TPYAOBOM IHUCHUUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTA 100ABUTH
camocTosiTenpHO. Hamucatb OOBACHUTENBHYIO 3allUCKy OT HUMEHM pabOTHHKA,
HapYIIUTENS TPYIOBOU JUCIUILIMHBIL.

3aganue 5. Hanucath 0TBETHOE MUCHEMO-0J1aroJapHOCTh Ha MO3/IpaBJICHHUE.

2.2. OeHOYHBbIE CPEACTBA JJIA POMEKYTOYHOM aTTecTalNu (3a4eT)

Bomnpocsl aJis1 npoBeieHus 3a4eTa:

1. [TonsiTHE «AOKYMEHT» U €r0 (YHKIIHH.

2. Knaccugukanust JTOKyMEHTOB.

3. CylIHOCTP M OCHOBHOE HAa3HAYEHHE JOKYMEHTALMOHHOTO OOECHeUEeHHs
JEeSATEIbHOCTH E€arora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHoAaTenpHas U HOPMATUBHO-METOAUYECKas 0a3a JOKYMEHTAallMOHHOIO
o0ecrieuyeHus ynpaBIeHUs..

6. PopMysIp TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKYMEHTOB.

8. TpeboBanust k 0(OPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cuctema n1oKyMEHTalUU B 00pa30BaTENbHONW OpraHUu3aliu.

11. Opranuzanuonsbsie JoKyMeHThl cuctembl OPJI. OOmiast XxapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhabie ToKyMeHThl cucteMbl OP/]. OOmmas xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmanmoHHo-cripaBouHble  AOKyMeHThl cuctembl OPJl.  O6mias
XapaKTEPUCTHKA U HA3HAYEHUE JOKYMEHTOB.

14. /IenoBoe MUCbMO KaK OCHOBHOM BUJ| IEPEMTUCKH.

15. bnanku nnsa nucem. @opmysip AEIOBOTO MUCHMA.

16. OcobenHocTH OPUITHATBEHO-IEIOBOTO CTHUJIS COCTABJICHUS TEKCTa JACIOBOTO
NMChMa.

17. Bunbl  cimy:)keOHBIX ~ TMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIUY.

18. DnexTpoHHas nepenucka. JINEKTPOHHBIN TOKYMEHT.

19. Opranuzaiusi 10KyMEHTO000pOTa 00pa30BaTeIbHOM OpraHu3aIuy.

20. ®opMbl OpraHMzanuu paboThl € JOKyMeHTaMmH. J[OKyMeHTOOOOpOT.
JIOKyMEHTOMOTOKH.

21. [lopsaok 06pabOTKK BXOASIIUX JOKYMEHTOB. Perucrpalius J0KyMEHTOB.

22. Tlopsinok 0OpabOTKH UCXOASIINX TOKYMEHTOB.

23. Ilopsinok paboThl ¢ BHYyTPEHHUMH TI0KYMEHTAMHU.

24. HomeHkiatypa Jen.

25. ®opmupoBaHue, odopmIIeHHE, XpaHEHUE pi(Sh) B TEKYLLEM
JEJIONPOU3BOICTBE.

26. YHu}puKanus 10KyMEHTOB.

27. CranapTu3anus JOKYMEHTOB.



28.
29.
30.

Hywmepanyss MHOrOCTpaHUYHOTO JOKYMEHTA.
[pudTe1, KEriu u nosis, NpuMeHseMble Tpu 0(HOPMIIEHUH TOKYMEHTOB.
Pestome, aBToOMoOrpadus, xapakTepucTUKa: MOHIATHE, HA3HAYEHUE, COCTAB

PCKBHU3UTOB.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

3asBiICHHE: IMOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

CHY}KC6H351 3allMCKa: ITOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
OOBscHUTENIbHAS 3aICKa: IMOHATHUC, HA3HAYCHHUC, COCTAaB PCKBU3UTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IMOHATHUC, HA3HAYCHHUC, COCTAB PCKBHU3UTOB.
CnpaBKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaS, PACOPAKCHUC: IIOHATHUC, HABHAYCHUC, COCTAB PCKBHU3UTOB.
HpI/IKaS I10 JIMYHOMY COCTaBy: IIOHATHUC, HA3HAYCHUC, COCTAaB PCKBHU3UTOB.
yCTaB, ITOJIOKCHHC: ITOHATHC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.
I[OJDKHOCTH&H HHCTPYKIHA: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

41]. I/IHCTPYKIIHH IIo ACIOIIPOMU3BOACTBY: IIOHATHC, HA3HAYCHHUC, COCTaB
PCKBHU3UTOB.
42. HpaBI/IJIaZ IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.

43.
44.
45.
46.

KOJuIeKTUBHBIN TOrOBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0GeHHOCTH COCTaBIEHUS TEKCTA IIPOTOKOJIA.

Oco0GeHHOCTH COCTaBIEHMSI TEKCTA TPUKa3a.

PexkBusutsl repO, sMOnema, TOBAapHBIM 3HAK (3HAK OOCITYy)KMBaHUS), KOJ

(bOopMBI JOKYMEHTA.

47.

PexBU3UT HaWMMEHOBaHWE OpraHU3alMM, HAWUMEHOBAHUE CTPYKTYPHOTO

noapasacICHusl, HAMMCHOBAHUC NOJIZKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PexBU3UT cripaBoUYHbIE JaHHBIE 00 OpPraHU3alINH.

PexBU3UT HaMMEHOBaHUE BU/IA IOKYMEHTA.

PexBu3uT nara 10KymeHra.

PexBU3UT perucTpauiOHHbIA HOMEP TIOKYMEHTA.

PexBU3UT CChUIKA HAa PETUCTPALMOHHBIN HOMEP MU JATy IOCTYNUBIIETO

JIOKYMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.

PexBu3uT MeCcTO cocTaBiieHUs (M3/1aHMS) TOKYMEHTA.
PexBu3uT rpud orpaHMYeHHS JOCTYIIA K JOKYMEHTY.
PexBusut agpecar.

PexBu3ut rpud yrBepKACHUS TOKYMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PexBHU3UT TEKCT NOKYMEHTA.

PexBU3UT OTMETKA O PUIIOKECHUHU.

PexBu3ut rpud coriacoBaHusi JOKyYMEHTA.
PekBusur Bu3a.

PexBHU3UT oanmcek.

PexBu3UT 0TMETKa 00 JIEKTPOHHOMN TTOITHCH.
PexBu3uT neyars.

PexBu3uT 0T™METKA 00 UCTIOTHUTEE.

PexBHU3UT OTMETKA O 3aBEPEHUM KOMHUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.



68. PEKBU3HUT pe30TIOLU.
69. PekBU3UT OTMETKA O KOHTPOJIE.
70. PekBU3HUT OTMETKA O HAIIPABJICHUH JIOKYMEHTA B JIEJIO.



