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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHUA

®onpx  oneHouHbix cpenacts (POC) — HeorbemiieMas YacTh paboyeit
IpPOrpamMMbl JUCHUIUIMHBL «J[OKyMEHTOOOOPOT 00pa30BaTENbHON OpraHu3alun» H
IpEeIHA3HAYEH U1 KOHTPOJIS W OUEHKH 00pa30BaTENbHBIX JTOCTHKEHUN CTYJECHTOB,
OCBOMBIIIHMX IPOrpaMMy JTUCHUIIIIUHBI.

1.2. Hesaun u 3axqa4u (pOHIA OLIEHOYHBIX CPEACTB
[Henp ®OC — yCTaHOBUTH COOTBETCTBHE YPOBHS TOJTOTOBKH OOYYarOIIEroCs

tpeboBanusiM OPI'OC BO OakamaBpuar mo HampaBiieHHIO ToarotoBku 44.03.05
[lenaroruueckoe oOpazoBanue (c AByMsi MPOGUISIMU MOATOTOBKH), YTBEPKICHHBIM
npuka3oM MuHucTepcTBa oOpazoBaHus W Hayku Poccuiickoit ®enepaunu «O0
YTBEPXKICHUH (PeAepaJbHOr0 TOCYAapCTBEHHOTO0 00pa30BaTEIbHOTO CTaHAapTa
BBICIIET0 00pa3oBaHusl — OakamaBpuar NO HampaBieHU0 noAroroBku 44.03.05
[Tenaroruueckoe oopazoBanue (¢ AByMs IpoduiIsiMu MoAroToBKu)» ot 22.02.2018 No
125 (c u3BMEHEHUSIMU U JIOTIOJTHEHUSIMHU ).

1.3. Ilepeyenbr KommeTeHUMi, (GopMHpPYeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHON POrpaMMBbI

[Ipouiecc ocBOeHUsI AMCHUILUIMHBI HANpaBlIeH HAa (OPMHPOBAHUE CIEAYIOLIUX
KOMITETEHLIUI ¥ MHIMKATOPOB MX JOCTHKEHHUS:

Koa mo ®I'oC BO ‘ NHaukaTop A0CTHKEHHUS

YHUBEpCaIbHbIE

YK-4 YK-4.1

Cnocoben OCYILIECTBIIATh nenoByro | OCylecTBiIA€T — JEJIOBYKH0  KOMMYHMKAIUIO

KOMMYHHMKAI[Ml0 B YCTHOM UM TIHMCbMEHHOM | BYCTHOM W  NHCbMEHHOH  (Qopmax Ha

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | FTOCYIapCTBEHHOM A3BIKE Poccuiickoit

Poccuiickoit denepaunu n nHoctpaHHOM(bIX) | Denepanuu

A3bIKe(ax)

1.4. Dranbl GopMupoBaHMsI KOMIETEHUMH M CpPeACTBA OIEHUBAHUA
YPOBHS X ¢)OPMHUPOBAHHOCTH

. KonTpoabHo-oneHoOYHBIE

Jrtansl popmupoBanus komnereHuuii | Komnerenuun

cpeacTBa / cnocod OLeHUBAHUA
Tema 1. Teoperuko-npaBoBeie U | YK-4 BricTynuieHne Ha DPaKkTUYECKHX
HOpMaTUBHBIE OCHOBBI 3aHATHUSX, YCTHBIA OMPOC
JIOKYMEHTallHOHHOTO obecrnieueHus
YIpaBJIEHUs
Tema 2. Crangaptuzanusa npouecca | YK-4 BricTymiieHne Ha NOpakTHUYECKUX
JIOKYMEHTHPOBAHHUS 3aHSATHUSX, YCTHBIA OMpPOC
Tema 3. Cucrema opranuzanvonHo- | YK-4 BricTynuieHne Ha DPaKkTUYECKHX
pacnopsiANTENbHON JOKYMEHTAUU 3aHSATHUSX, YCTHBIA OMpPOC
Tewma 4. [IlenoBoe nmucbmMo kak ocHOBHOH | YK-4 BricTynuieHne Ha DPaKkTUYECKHX
BU/JI IEPEIIUCKU 3aHATHUSX, YCTHBIA OMpPOC




Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
JIOKyMEHTOO0OpoTa  00pa3oBaTelbHON 3aHATHUSX, YCTHBIN OIPOC
OpraHu3aluu

Texkymias arrecranus YK-4 KontposbHas padota
IIpomeskyTOoUuHAs aTTeCTALMS YK-4 3ayer

1.5. Onucanue nokasareseil GopMUpPOBaHUSA KOMIIETEHIUH

Koa komnereHnun Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

VK-4 3Haer: OpraHu3aIuio JIOKyMEHTO000pOTa o0pa3oBaTenbHOMI
OpraHu3alliy; CBOMCTBA, (YHKIMU M MPHU3HAKH JOKYMEHTa; CIIOCOOBI U
CpeICTBA JOKYMEHTUPOBAHMS, KIACCU(PUKALUIO BUIOB JOKYMEHTOB,
CTPYKTYPY JOKYMEHTOB U HOPMATHUBHBIC TPEOOBaHUS K MX COCTABICHUIO
1 0(hOpMIICHHIO.

YMeer: cocTaBisATh U OQOPMIISATH JOKYMEHTHI, (YHKIIMOHHPYIOIIHME B
JIOKYMEHTOO00pOTE 00pa30BaTEIbHON OPTaHU3AlNH, B COOTBETCTBUH C
YCTaHOBJICHHBIMH  TPEOOBaHWSIMH, B TOM  YHCJIE  HCIOJIB3YS
MH(OpPMaLIMOHHBIE TEXHOJIOTUH.

Bnaneer HaBblkamH: COCTaBJICHUS W O(OPMIICHHUS Pa3IUYHBIX BHUJIOB
JOKYMCHTOB TpadullMOHHBIM cnocoboM U B 3JICKTPOHHOM BHJAC,
HaBBIKAMU JICJIOBBIX KOMMYHHUKAIIMI B YCTHOW W MUCbMEHHOU (hopMe Ha
PYCCKOM SI3bIKE.

1.6. Kpurepuu ouneHUBaHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HXx
¢popmupoBanus

KoauyecrBo
Bun yueOHoii padoThl 0aJi10B
(01010 300

BeinonHenue u 3amura npakTHYECKuX padoT 40 45
KonrtponsHas pabora 15 15
KonTtposns camocTosaTenbHOl paboTh 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1JnbH0H IKAJIe

YeTnIpexoaiibHAS Cucrema
100-6amnbHas | BykBenHasi mkasa, coorsercrBytomas 100-
cHUCTEMA ONIEHNBAHUSA OlleHUBAHUS

mKaJjaa 0aJJILHOM 1IKaJIe
IK3aMEcHa 3a4yera

OTnuaHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJICPIKAHNE
Kypca OCBOEHO TOJTHOCTHI0, O3 TIPOOEeIoB;
HEO0XOINMBIE IPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHaJIoM ChOpMHPOBAHBI;
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00y4eHHs y4eOHbIe 3a1aHHs BBITIOJIHEHBI,
Ka4eCTBO MX BBINOJHEHHS OLIEHEHO YNCIIOM 3a4reHo
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY

Xoporo 83-89 B — oueHb X0poOIIO — TEOPETUUECKOE

CoZlep )KaHue Kypca OCBOEHO IOJHOCTBIO, 0e3
po6esoB; HeOOXOIUMBIE TPAKTHIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MaTEpUaliOM B
OCHOBHOM c(hOpMHPOBAHBI; BCE




npeayCMOTPCHHBIC nporpaMMoﬁ 06y‘-ICHI/I$I
yqeﬁﬂme 3aJaHus BBIIIOJIHCHBI, KAUCCTBO
BBIMOJIHEHHUS OOJILIIMHCTBA U3 HUX OLICHCHO
YHUCJIOM GaJ'IJ'IOB, ONM3KUM K MaKCUMaJIbHOMY

Xopowo

75-82

C — X0pOIIO — TEOPETUUECKOE COJIEPIKAHNE
Kypca 0CBOCHO HOJIHOCTBIO; HEKOTOPBIE
MIPaKTHYECKHE HAaBBIKK pabOThI C OCBOCHHBIM
MartepHrantoM c(hOpPMHUPOBAHBI HENOCTATOYHO;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOii
o0Oy4ueHHs1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HM OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUbI 331aHUI BEITIOJIHEHBI C
ouIMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — y10BIETBOPUTENBEHO — TEOPETUIECKOE
COJIepKaHUE Kypca OCBOCHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; HeoOXOUMBble MPAKTUYECKUE
HaBBIKHM PabOTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c()OPMHPOBAHBIL; OOJIBITHHCTBO
IIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBINOJTHEHHBIX 3aJIaHAH cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHUECKOE
COJIepKaHNE Kypca OCBOSHO YaCTHYHO;
HEKOTOpHIC MPAaKTUICCKUE HaBBIKU pabOTHI HE
c(hOpMHUPOBaHBI, MHOTHE TIPEAYCMOTPEHHBIC
y4eOHO# mporpaMmoii 00y4eHus yaeOHbIe
3a[laHus HE BBIMIOJHEHBI MO0 Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLEHEHO
YHCIIOM 0aJIOB, OJH3KAM K MHHUMAJILHOMY

HeynosnerBopurensHo

21-49

FX — Hey10BIETBOPUTEIBHO — TEOPETUUECKOE
CoZlepKaHUe Kypca OCBOSHO YaCTUYHO;
HE00XOJMMbIE IIPAKTHYECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTepHAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
NPeyCMOTPEHHBIX Y4eOHOI mporpaMMmoit
00y4eHust y4eOHBIX 3a/IJaHUH HE BBINOJIHCHO
100 Ka4eCTBO MX BBITIOJIIHEHHS OLIEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIbHOMY
HPH JONOJHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
HIOBBIIIEHHE KaueCTBa BBITIOJIHEHUS yUeOHBIX
3aJlaHHM

HeynosnerBopurenbHo

0-20

F — HeynoBneTBOPUTEIBHO — TEOPETHUECKOE
co/iepKaHue Kypca He OCBOCHO;
HE00XOJUMbIe IIPAKTHYECKUE HABBIKU PaOOTHI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
yueOHbIe 33aHusI COAepKaT IpyOble OLINOKH;
JIOTIOJIHUTENBbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He IPUBEIET K
KaKOMY-JI100 3HAYMMOMY MOBBILICHHIO
Ka4yeCTBa BBINIOJIHEHHs YUeOHBIX 33 JaHU

He 3aureno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHO4YHBbIE CPEICTBA TEKYIEr0 KOHTPOJIS (TUIIOBBIE)

Bomnpocs! AJ1s1 yCTHOrO onpoca:

1. [lanTte onpeneneHue NOHATHS «TOKYMEHTY.




2. Packpoiite nonstue «IOY». HazoBute npodeccuoHabHbIE TEPMUHBI U
onpeeneHus B 00JacTH JAeJIONPOU3BOICTBA.

3. Hazosure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3allK AEIONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa O0O0SA3aTENbHBIX 3aKOHOAATEIBHBIX H
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HazoBute mpaBuia  yTBEpXKACHHUS  JOKYMEHTOB. TpeboBanus u
odopMIICHHE.

6. Kakue pexkBU3HUTHI SABISIIOTCS «HOPUAUYECKH 3HauMMbIMU»? IlpaBuna umx
odopmieHus. UTo BKITIOYAET B ce0s OHITHE «IIPaBOBasi OXpaHa JOKYMEHTOBY?

7. llpuBegute mpuMephl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsSioTCs mepeyHu Takux J0KYMEHTOB?

8. HaszoBute 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHME U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. Ha3oBute pexkBu3uUThl 00miero OnaHka W OnaHka ais nuceMa. IIpaBuna
opopmiienusi. Kakue Buabl OnaHkoB Bbl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJDKHOCTHOTO JIn1a?

10. CornmacoBanue u BusupoBanue. HazoBure BUABI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxkxute 0 medarsix W IITamMmax HNpeaupusasThid u opranuzanui. Ha
KaKMX JIOKyMeHTax cTaBsTcs nedarb? Kakue TpeOoBaHUS MNPEABABIAIOT K
UCIIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe coaep:kaHWe TMOHATUSL «ylpaBieHue». HazoBute cHUCTEMBI
JOKYMEHTOB yrpaBieHusi. Packpoiite nonstue «OP[]». Kakue rpymnmbsl U BUJIbI
JIOKyMEeHTOB BxoAsT B OP/]?

13. Pacckaxkxute 00 OCOOEHHOCTSX 3JIEKTPOHHOTO JOKYMEHTA, 3JIEKTPOHHOM
NEePEeNUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B uem ocobeHHocTH OnaHka Ay nucbma? HazoBuTe peKkBU3WUTHI OJlaHKa
JUTSl TUChMA U PEKBU3UTHI CTY>KEOHOT0 MUChMa.

15. Yto pernamMeHTHpYyeT TUIIOBAsi MHCTPYKIUS MO Aesonpou3BoactBy? Jlaiite
XapaKTEPUCTUKY OPTraHU3AUOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUJBI.

16. HazoBute Buabl HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTHUKY Kaxa0My Buay. [IpuBenuTe n3BeCTHbIE BaM BUIbI PETUCTPALIUY.

17. JlaiTe  XapakTEpUCTUKY YUYPEAUTEIBHBIM JOKYMEHTAM M  yCTaBy
npennpusatud. Kakvue BUIbl yCTaBOB Bbl 3HAaeTE?

18. Maiitte  xapakTepuCTHKy JOKymMeHTy «llosmoxxeHne» u  Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACPKAHU.

19. [Jaiite xapaktepucTuky qokyMeHTy «HcTpykuus». [IpuBenure mpumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa Tekcta. OdopmieHue. O3HaKOMIICHHE.

20. llITatHoe  pacnucanue OcCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeOoBaHUE K UCTIOIB30BAHUIO YHUPUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaka u [lonoxxeHue o nepcoHaie.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSAIUTENbHBIM JOKYMEHTAM.



23. Ha3oBuTe BU/IbI paCIOPSAAUTENBHBIX JOKYMEHTOB U OCOOEHHOCTH KaX10TO.
HazoBuTe  CTpyKTypHBIE YacTH TEKCTa  PACHOPSAUTEIBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocoOeHHOCTH ciyxeOHbIXx nuceM? HazoBuTe BHABI CITy>KEOHBIX
nucem. Kakue Tpe6oBaHUA MPEIBbABISIOTCS K TEKCTY CITY>KEOHBIX MucemM?

25. HazoBute mpaBmia oQOpMIIGHUS PEKBU3HTA  «ajpecar». Bumsl
aJpEeCOBaHUS.

26. YTo BXOJIUT B OHATHUE «IIPOBEIECHUE IKCIEPTU3BI LIECHHOCTH TOKyMEHTa»?

27. PackpoiiTe TMOHSATHS «IOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKM». JlaiiTe
XapaKTEPUCTUKY KaXKJIOMY BHIY JIOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum o0pa3zom onpenensiercss JOKyMEHTOOOOPOT MPEAIPUSITHS?

28. Homenknatypa nen. 3sauenue. CocraBienne. Buibl HOMEHKIATYpBI.

29. IlogrotoBka JOKYMEHTOB K CAade B BEIOMCTBEHHbIM apxuB. Cmaua
JIOKyMEHTOB B apXuB opraHuzanuv. Onucu TOKYMEHTOB, HaxOJAIIUXCS B JeJe.
®dopma u conepkaHue akta 00 YHUYTOKEHUHU JOKYMEHTOB U JIE.

30. Kakne nokyMeHTBI He TToAuiekaT peructpanuu’? Kak u 3aueM Benercst y4eT
TaKuX MOCTYIUICHHI?

31. Pacckaxkute 0 BUJaX BXOMSIIMX, UCXOMSIIMX BHYTPEHHUX TOKYMEHTAaX.
HoxymenToB. IlpuBenutre (opmbl KypHalbHOM perucTpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTn3npoBanHoOM.

32. Yto BKiIIOYAET B ce€0s MOHATHE «POPMUPOBAHUSI» U «OPOPMIIECHUS» HEN?
HazoBute npuszHaku opopmiieHus: 00JI0XKKU JeT.

33. Cpoku xpaHEHUs JOKYMEHTOB B 3aBUCUMOCTH MX 3HaunMMocTH. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHUS.

34. Uto BKJIIOYAET B ceOsl MOHATUE IOATOTOBKA JIOKYMEHTOB K apXMBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl AJ1s1 NPOBeIeHUSA KOHTPOJIbLHOM padoThI:

1. IIpaBWibHAsA MOC/JE€I0BATEIBLHOCTh HANMCAHMS 3JIEMEHTOB IOYTOBOIO
ajpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEDP KBApTHUPHI;

I') Ha3BaHHUE HACEJICHHOTO MTyHKTA;

1) Ha3BaHHE 00JIacTH, Kpast, peCIyOIuKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BAHUE YJIUIIBI.

2. YanpuuupoBaHHAs CUCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAllMM, CO3JaHHas M0 €IWHBIM IpaBuUjiaM U TpeOOBaHUSM,
cojieprkaiiias nHpopMaio, He0OXOIUMYIO ISl YIIPABICHUS B ONpeACeIeHHOM cepe
NEeSATEIbHOCTH;



0) yaudunupoBanipie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GYHKIHSIM YIIPaBIICHUS;
B) COBOKYITHOCTh JJOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEIIAEMBIMU

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JOKYMEHTOB, CBSI3aHHAas €IMHOOOPAa3HBIMH  IPAaBHJIAMH
o opMIIECHUS.
3. Bo3MoOKHOCTH MCHOJIb30BaHus (pakcMMuUJIe Kak COOCTBEHHON TMOAMHCH
perjiaMmeHTHPYeTCs:

a) TpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUiiaMu JIEJIONIPOU3BOACTBA B (peliepaibHBIX OpraHax MCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbII HA00P PEKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  ®Depeparuu, sSMOiieMa OpraHW3ald, TOBApHBIM 3HAK  (3HAK
o0cCITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJTaHK TUChbMa;

B) 0OIIMii O1aHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmnax pgenonpous3BojAcTBa B (ellepaibHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax okazaHus yciyT OYTOBOM CBSI3U.

6. PeKBU3NT «BH32» MOXKET BKJIKYATh:

a) TOJDKHOCTh BU3HMPYIOUIETO, €ro TMOJMUCh, PacHM(PpOBKY (MHULUAIBI U
dbamunus) u nary;

0) noanucek, pacumdposky (@. 1. O.), naty;

B) IOJIKHOCTh, TIOJAMUCH AaTy;

T') IOJDKHOCTh, OANKCH, pacindpoBky noanucu (@. 1. O.).

7. 'epOoBasi meyaTh NPOCTABJAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;

B) IPUTJIALLICHHUSIX;

I') TapaHTHIHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekecr [AOKYMEHTOB COCTABJSIKOT HA TOCYAapPCTBEHHOM  SI3bIKE
Poccmiickoii @enepauum MM HAa TOCYJAPCTBEHHBIX S3bIKAX Cy0beKTOB
Poccuiickoit @egepauyu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B deaepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun 1 cyObekToB Poccuiickoi
Oenepaunu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€I0NPOU3BOJCTBRY.



9. lleabio cTaHAAPTU3AIUM JOKYMEHTOB SIBJISIETCS S

a) OPUINIECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIINN JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIETT;

B) CHCTEMAaTH3aIlMs TOKyMEHTOB B OpTaHU3aINN;

r) o0ecreyeHne COXpaHHOCTH JOKYMEHTOB;

1) 3anuTa KOHQUISHITHATFHOCTH HHPOPMAITUH.

10. VYkaxkuTe BaApPHAHT OTBETOB, B KOTOPOM MNPABWIbLHO Ha3BaHbI
PEKBU3UTHI 0JIAHKA NMHUCbMA:

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3allUH,
CTIpaBOYHBIC JaHHbIE OO0 OpraHm3auu, KoJ (OpPMBI JOKYMEHTa, MECTO s
NPOCTABJICHUS JaThl JOKYMEHTa, MECTO JUIsi TPOCTABICHUS PETUCTPANMOHHOTO
HOMEpa JIOKyMEHTa, CChIIIKa Ha HOMEP M JIaTy BXOJAIIETO TOKYMEHTA;

0) (rep0, smOieMa), HaMMEHOBAHHWSI OpraHW3allid, KOJ OpTraHMU3aluH, JlaTa
JIOKyMEHTA, MECTO JIJISl MPOCTABJICHHS PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0d, »MOneMa), HAMMEHOBaHUS OpraHW3alli¥, HAUMEHOBAHHUS BHIA
JOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POPMBI JOKYMEHTa, MECTO ISl TIPOCTaBICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHBIC ITaHHBIE 00 OpraHu3aIlH,
CCBhUTIKA Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMmOiiemMa), HAaMMEHOBAHUSI OpraHU3allM{, CIPABOYHBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecto nis npoctaBieHust JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U JIaTy BXOJSIIETO JOKYMEHTa, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

11. K opraHu3auMOHHBIM JOKYMEHTAM OTHOCSITCS:
a) TMPOTOKOJI,
0) ycras,;

B) MHCTPYKIIUS;
I) TMOCTAHOBJICHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3alUU;
B) HAuMMEHOBAHUE BUJA JOKYMEHTA,
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TOAIUCH.
13. AKTBI co31a10TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBEIAHUU;
I')  BBIIECTOAIICH OPTaHU3AIUCH.
14. HopMaTuBHBII aKT, H31aBaeMbld JIMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPE:XKIeHUsl, 3TO:
a) MpuUKas;
0) TMOJIOXKEHHE;



B) pacnopsbKeHHUE;
I) PpEIICHHUE.

15. Bo BpeMsi NpoOU3BOJACTBEHHOI0 COBENIAHHMSI y JAUPEKTOPA CEKpPeTaphb
3allUChIBAJI BBICTYIUIEHUSI U NpuHsATHE pemienusi. Kakoil ToKymeHT ciiexyer
0(p)OpMHUTH MO UTOTaM 3acelaHudA?

a) [Iporokou;

0) perenue;

B) pacopsiKeHHE,

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHUE;

1) IO YCMOTPEHHUIO HauaJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) mevaTh;

0) MOJIMHKCH;

B) HAUMEHOBAHHWE BUA TOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHWE OpPTaHU3alNY;

€) CChUJIKa Ha JaTy pEerucTpalliOHHbIA HOMED.

17. ®akc oTiIn4aeTcs OT NUCbMA 10 0POPMJIICHHUIO TEM, YTO:

a) SIBJISIETCS HE TIONIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEPKUT PsiJ] AOTIOTHUTEIBHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe U3 KaKUX pPa3iesioB COCTOUT TEKCT NMPHUKA3a MO OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIINIA U pacTiOpsAUTEIbHbIN;

0) KOHCTATUPYIOIIHUHA B TIOCTAHOBJISIOIINIA,

B) KOHCTATUPYIOIIUI U TIPe1JIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bblgesure, B KaKOM H3 BHJOB [OKYMEHTOB He MPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BH/IA JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>ke0HOe TTHCHhMO;

B) JIOKJIaIHAs 3aIUCKa;

') JOJKHOCTHAs HHCTPYKIIUSI.

20. Pacnpenequte yKa3aHHble HHXKe JOKYMEHTbI Ha 3 Trpynmbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUuTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JOImKHOCTHAS HHCTPYKLIHUSL.

. Pacniopsixkenue qupexropa.

. CBOIKa.

. [TocTanoBieHre KOJUIETHUM.

. MHCTpYyKIMs IO AEITONIPOU3BOACTBY.
. CnipaBka ¢ Mecta paboThI.

. [Ipukas o npueme Ha paboTy.

. IItatHOE pacniucanue.
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10. TpynoBoii norosop.

11. IIpurnamenue Ha BBICTABKY.

12. PernameHT.

21. Kommumccusi mo paccielOBAaHMI0 I0Kapa, MPOM30LIeNIIero B
00pa30BaTeIbHOM YUYpPeKAEeHUH, YCTAHOBUIH PAA (PAKTOB, KOTOpPbIE MOCTYKUIN
NpUYMHOK moxxkapa. Kakoil JOKyMeHT J0/12KHA COCTABUTH KOMUCCHA?

a) AxT;

0) cipaBKy;

B) IOKJIQJHYIO 3aIUCKY;

') HHCTPYKIIMIO O MTPOTUBOIIOXAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, AaJpecOBAHHbIi  PYKOBOAMTEJI0  OPraHU3aLNH,
coJep:Kaliuii  00CTOSATEILCTBEHHOE M3JI0:KeHHEe KaKoro-jambo Bompoca c
BBIBOJAMHM U NPEII0KEHUAMHI COCTABJICHHUS, HA3BIBACTCH:

a) aKT;

0) npecTaBICHUE;

B) JOKJIaTHAS 3aIIHCKa;

I') OpeJIOKEHNUE.

23. JlaToi ci1yke0HOr0 MUCbMA SABJIACTCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) MOJIMMCAHUS,

T) IOJIYyYEHHUS.

24. Cnucoxk NMpUCYTCTBYKOIIMX HA 3acelaHuM odopmisieTcsi OTAEIbHO H
NMPHJIATAETCS K MPOTOKOJIY, €CJIM TAKOBbBIX:

a) 6onee 15;

0) 6omee 10;

B) OoJiee 25.

25. Od¢opmienne 00JI0KKM Jeja IS NMOCJICAYIOIIEro XpPaHEHUs
onpejaeJsieTcs:

a) CTaHJIapTOM;

0) MTHCTPYKIMEH 1O JeT0NPOU3BOACTRY;

B) pacropsDKEHUEM PYKOBOIUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JiBa.

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

a) CTOJIE, O CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEeHTaMU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce aucTBI Aesia NpH NMOATOTOBKE HMX K Iepeaaye B apxXuB
HYMEPYIOTCSH:

a) YepHBIM rpaUTHHIM KapaHAaIlloM;

0) YepHBIMH YEPHUIIAMH;

B) KpacHBIM KapaHJ1allloOM.




29. Bxoasimue J0OKYMEHTHI PeruCTPUPYIOTCSH:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJAUTENS;

0) B mepBOI TTOJIOBUHE JTHS TTOJTYICHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOJIUTEIIS.

30. Ka:xxnasi o0pa3oBaTe/ibHAsl OPraHu3anus 00s13aHA UMETh:

a) CBOJAHYIO0 HOMEHKJIATYypy;

0) MHIUBHUIYATBHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJbKO [JHell 0 HMCHOJHEHHUSI NMPOBOAAT NpeAynpeauTeIbHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TpH.

32. PazgesquresisiMi B CIIPABOYHON KaPpTOTEKe CIYKAT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/ICICHUIT;

0) HampaBJIeHUs AeATENbHOCTU PEANPUATHS;

B) THU HEJEIH, MECSIIA.

33. Ha ucxoasinieM JOKYMEHTEe PEKBU3HUT «1aTa» CTABUTCS:

a) COCTaBUTENIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) TOCJIE MOMUCAHUS PYKOBOIUTEIICM.

34. Ecau B aeJsie coaepsKarcsi JOKYMEHTbI PAa3JIMYHONA HEHHOCTH, TO CPOK
XpaHeHHsl YCTAHABJIMBAETCS:

a) OOJIBIINIA;

0) MEHBIIIHIA;

B) CpeIHUM.

3ajanus I CaMOCTOSATEJIbHOM Pad0ThI

3apanme 1. OdQopmMuTh BCE OTMETKH, KOTOPbIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeECTOPACIOIOKEHUS ITUX
PEKBU3UTOB Ha OyaHke popmara A4.

3ananue 2. 300pa3ute cxeMaTuuecku KiiacCU(pUKAIUIO TOKYMEHTOB.

3apnanme 3. Beimumumre Ha guct gopmara A4 Bce npaBwiia O(QOpMIIECHHS
TEeKCTa JOKYMEHTa: HMHTepBasbl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganue 4. CoctaBuTh W OQOPMUTH JOKIAJAHYIO 3alMCKy O HapylIEHUU
TPYJOBOM NHUCHUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U 3JIEMEHTHI TEKCTa T00aBUThH
camocTrosiTenbHO. HamucaTh OOBSACHUTENBbHYIO 3allMUCKy OT HMMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hancatb 0TBETHOE MMCHhMO-0J1ar0JapHOCTh HA MO3/PABJICHHE.

2.2. OneHOYHBbIE CPeCTBA /1JIsl IPOMEKYTOYHOM aTTecTanum (3a4eT)

Bomnpocsl 1151 NpoBeAeHUs 3a4eTa:
1. IlonaTHe «AOKYMEHT» U €ro (DyHKIIUH.



2. Knaccudukarust JOKyMEHTOB.

3. CymHOCT, U OCHOBHOE HAa3HA4YCHHE JOKYMEHTAI[MOHHOTO oObOecreueHus
JEeSATEIbHOCTH earora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOAATeNbHAsE 1 HOPMATUBHO-METOINYECKAs 0a3a TOKYMEHTAallMOHHOTIO
oOecrieueHus ypaBIeHHUs.

6. dopMysip JOKYMEHTA.

7. CocTaB peKBU3UTOB JIOKYMEHTOB.

8. TpeboBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cuctema 1oKyMeHTallMK B 00pa30BaTeIbHON OpraHU3alINH.

11. Opranuzanuonusie JokymMeHThl cucteMmbl OPJI. OOmias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsiautenbHabie JOKyMeHThl cucteMbl OP/[. OOmias xapakTepucTika u
Ha3HAYEHUE JOKYMEHTOB.

13. UadopmanmoHHoO-cripaBouHble  TOKyMeHThl cuctembl OPJl.  OO6mas
XapaKTepUCTUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe muCbMO KaK OCHOBHOM BUJ IEPENUCKH.

15. bnanku ns nucem. @opMyJsip A€IOBOTO MUCHMA.

16. OcobenHocT OPUIIMaTBLHO-EI0BOTO CTUJISI COCTABJICHUS TEKCTa JAEJIOBOTO
MMchMa.

17. Bunpl  cimy>)KeOHBIX ~ THMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECIIOHCHIIUH.

18. DnexTpoHHas nepenucKka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaius JOKyMEHTOO00pOTa 00pa30BaTEIbHON OpTraHU3AIIHH.

20. ®opMbl OpraHuzanu  paboOThl € JIOKyMEHTaMu. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Iopsanok 06pabOTKU BXOASIINX IOKYMEHTOB. Perucrpanus 10KyMEHTOB.

22. [lopsimok 00pabOTKK UCXOIAIIUX IOKYMEHTOB.

23. [lopsinok paboOThl C BHYyTPEHHUMHU JOKYMEHTaMHU.

24. HoMeHkJarypa Jed.

25. ®opmupoBanue,  odopmieHue,  XpaHEHHE  Jed1 B TEKYIIeM
JeJI0NPOU3BOCTBE.

26. Yuudukamus J0KyMEHTOB.

27. CtangapTu3amusi JOKyMEHTOB.

28. Hymeparyss MHOTOCTPaHHUYHOTO JOKYMEHTA.

29. lllpudTh1, KETJIH U TIOJISL, TPUMEHSIEMbIE TIPH 0(DOPMIICHUH TOKYMEHTOB.

30. Pestome, aBToOMorpadus, XxapakTepuCTHKA: MOHATHE, Ha3HAYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asgBieHuE: MOHITUE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

32. CnyxeOHas 3anMCKa: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

33. OObsAcHUTENbHAS 3aITMCKA: TTOHSATHUE, Ha3HAYEHHE, COCTAB PEKBU3UTOB.

34. JloknagHas 3anucka: MOHITUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

35. CnpaBka: moHsITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.



37. Ilpukas3, pacriopsiKeHue: MOHATUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

38. IIpuka3s no MMYHOMY COCTaBY: IMOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, NOJIOKEHUE: MOHITHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

40. lomKkHOCTHAsI UHCTPYKIIMS: TTOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCcTpyKUMsa 1O JEJONPOU3BOACTBY: IIOHATHE, HAa3HAUEHHE, COCTaB
PEKBU3UTOB.

42. IlpaBuna: MoHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KoNIEeKTUBHBIN TIOTOBOP: MOHITUE, HA3HAYEHUE, COCTAaB PEKBU3HUTOB.

44. OcoOeHHOCTH COCTaBJICHUS TEKCTa MIPOTOKOIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MPUKa3a.

46. PexBu3uThl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY)KHWBaHUS), KO
bopMbI JOKYMEHTA.

47. PekBU3UT HAMMEHOBAHWE OpraHU3aliid, HAUMEHOBAaHUE CTPYKTYpPHOTO
nojApa3/eiaeHus, HAUMEHOBAHUE JIOJHKHOCTH JIUIIA.

48. PekBU3UT CpaBOYHBIE TAHHBIE 00 OpraHU3allH.

49. PekBU3UT HAMMEHOBAHUE BUIA TOKYMEHTA.

50. PexBu3uT ata TOKyMEHTA.

51. PEeKBU3UT pEerucTpalOHHBIN HOMEP JOKYMEHTA.

52. PEeKBU3UT CChUIKA HA PETHCTPALMOHHBIA HOMEpP U JaTy MOCTYIHBIIETO
JIOKYMEHTA.

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PexBu3uT rpud orpaHUYCHHS T0CTYyNa K JTOKYMEHTY.

55. PexBu3uT aapecar.

56. PexBu3uT rpud yTBEpKICHUS JOKYMEHTA.

57. PEeKBU3HT 3aroJIOBOK K TEKCTY.

58. PEKBU3UT TEKCT JOKYMEHTA.

59. PexBU3HUT OTMETKA O TPUIIOKECHUH.

60. PekBu3uT rpud coraacoBaHusi JOKYMEHTA.

61. PexBusur Busa.

62. PEKBU3HUT NOJMKCH.

63. PekBU3UT OTMETKA 00 3JIEKTPOHHOM MOAMHUCH.

64. PexBu3UT neyvarh.

65. PekBU3HUT OTMETKA 00 UCTIOJTHUTEE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O OCTYIJICHUH JTOKYMEHTA.

68. PEekBU3UT pe30JIIOIusI.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PeKBU3UT OTMETKA O HAINIPABJICHUU JOKYMEHTA B JIETIO.



