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1. ITACITOPT ®OHJIA ONEHOYHbIX CPEJICTB

1.1. Ob6sacTh NPpUMEHEHUA

®onn oneHouHsix cpeacts (GOC) — HeoTbemiieMas dacTh paboueit
nporpaMMmbl  JUCHMIUIMHBL  «JlOKyMEHTAalIMOHHOE OOECIEeUEeHHE JIeSITEIHbHOCTH
nearora» M npeaHa3sHayeH Jis KOHTPOJISI U OIIEHKU 00pa30BaTENIbHBIX JOCTHKECHUIN
CTYJICHTOB, OCBOMBIIUX MPOTrpaMMy JUCHUILIUHBI.

1.2. leau 1 3agaum PoHAA OLIEHOYHBIX CPEACTB
enp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKH 00ydYaromIerocs

tpeboBanusiMm OPI'OC BO OakamaBpuar mo HampapieHduto mnoarotoBku 06.03.01
buosnorus, yTBEpKIECHHBIM NPUKAa30M MMHHUCTEpPCTBA HAYKM M BBICILETO
obpazoBanusi Poccuiickoit ®@eneparnuu ot 7.08.2020 1. Ne 920 (¢ uU3MEHEHUSAMH U
nononHeHussMu) U IIpodeccruoHanbHBIM CTAaHAAPTOM, YTBEpPXKACHHBIM Ilprkazom
MunuctepctBa TpyAda W couuanbHOM 3amuThl Poccuiickoit ®enepanmu  «O06
YTBEPKJICHUH MPOPECCUOHAIBHOTO cTanaapTa» oT 18 okTsi0ps 2013 r. Ne 544H.

1.3. Ilepeyenr kKommereHuuii, GopMHpPyeMBIX B IpoLecce OCBOCHUS
OCHOBHOI 00pa30BaTe/IbHOI NPOrPaMMBbI

[Iporiecc ocBOEHHS MUCHUIUIMHBI HAIllpaBJieH Ha (OPMHUPOBAHUE CIIETYIOUTNX
KOMIIETEHIMH W HHIUKATOPOB UX JTOCTHKCHHS:

Kox 1o ®rOC BO HNuauxkarop Pe3yabTaTsl 00yueHusi no
JOCTHKEHU A JUCHHUILINHE
YHUBepcaabHbIE

YK-4. Cnocoben | YK- 4.2. Bener nenoByto | 3HaeT KOMMYHUKATUBHO MpHEMIIEMbIE

OCYLIECTBIISATh JICJIOBYIO | IEPEMUCKY Ha | CTHIIN JIEJIOBOT'O 00IIIeHH S,

KOMMYHUKAIIMIO B YCTHOM U | TOCYJIapCTBEHHOM sI3bIKE | BepOaIbHbIE i HeBepOaTbHBIC

nucbMeHHo — ¢opmax Ha | PO c Y4E€TOM | CpeICTBA B3aHMOJICHCTBHS c

roCyJapCTBEHHOM SI3BIKE | OCOOEHHOCTHU napTHEpPaMH, aCIIEKThl KYJbTYPbl peun

Poccuiickoit ®denepanuu U | CTUIMCTUKHU U S3bIKOBBIE HOPMBI B JICJIOBOM

WHOCTPAHHOM (p1X) | oUIIHATBHBIX M | B3aMMO/ICHCTBUU.

s3bIKe(ax) HeO(UIIMATILHBIX IUCEM; | YMEeT: BBIpaXaThb CBOE MHEHHE U
apryMEHTHPOBaHHYIO OIICHKY,
BBICTPaUBaTh JIEIIOBYIO
KOMMYHHUKAITUIO B YCTHOM u
MUCbMEHHOM (popMax.
Bnageer: MeTomamMu W HaBBIKAMH
KOMMYHHUKAIlMA HA PYCCKOM S3bIKE B
CUTYaIHUSIX JICIIOBOT'O
B3aHMOJICHCTBHS.

1.4. JDranbl (QopMUpPOBAHUSA KOMIIETEHIUII M CPeACTBA OIEHUBAHUA




YPOBHS UX ¢OPMHPOBAHHOCTH

. KoHTpo/ibHO-011eHOYHBIE

Jranbl popMupoBaHUA KoMmneTeHun | Komnerenuun

cpeacTBa / cnocod OneHNBAHUS
Tema 1. Teoperuko-npaBoele u | YK-4 BricTynuieHMe Ha NPAKTUYECKUX
HOpMaTHUBHbBIE OCHOBBI 3aHSTUSIX, YCTHBIA ONPOC
JOKYMEHTallMOHHOI'O o0ecrieueHus
yIpaBJeHus
Tema 2. Crangaptuzauus npornecca | YK-4 BoicTynnenue Ha NpakTUYECKUX
JIOKYMEHTUPOBAHHUS 3aHATHSIX, YCTHBINA ONPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BoicTynnenue Ha NpakTUYECKUX
pacnopsiANTEIbHON JOKYMEHTAuU 3aHATHSIX, YCTHBIH ONPOC
Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BreicTynuieHMe Ha NPAKTUYECKUX
BU/J IEPENUCKU 3aHATHUSIX, YCTHBIN ONPOC
Tema 5. Opranuzauusa | YK-4 BricTynuieHMe Ha NPAKTUYECKUX
JOKYMEHTOoOOopoTa  00pa3oBaTeNbHON 3aHATHSX, YCTHBINA OIPOC
OpraHu3anuu
Texkyuias arrecrauus YK-4 KonTponbHas padbora
IIpomexyTOYHaAsA aTTECTALUA YK-4 3auer

1.5. Onucanue nokaszareseid (OPMHUPOBAHUS KOMIIECTEHIIU

Konx komnerenunu Pe3yabTaThl ChOPMUPOBAHHOCTH

OIIK-2 3Haer: MearoruyecKme, B TOM qHuCIIe nH(pOpPMaIMOHHO-
KOMMYHHKAIIMIOHHBIE, TEXHOJIOTHUHU, HCIOJIb3yeMble MpHU pa3paboTKe
AJIEMEHTOB 00pa30BaTEIbHBIX IPOTPaAMM;

YMeeT: UCIoIb30BaTh MEJarorndeckrue, B TOM Yuciie HH(HOpPMAIMOHHO-

KOMMYHHUKAIIHOHHBIE, TEXHOJIOTUH, TPH pa3padOTKe DIIEMEHTOB
00pa3oBaTeNbHbIX IPOrpamMm;
Bnameer: memarormueckuMH, B TOM  4YHCIE€  HMH(POPMAIMOHHO-

KOMMYHUKAIIMOHHBIMHA, TCXHOJIOTUAMU

1.6. Kpurepuu oueHUBAHUS KOMIETEHIMH Ha Pa3HbIX IJTanmax HX
¢popmupoBanus

KouunuyecTBo
Bup yueOHoii padoThl 0aJ/uI0B
(01010) 300
BrinoHeHue U 3amuTa IpakTHIECKUX padboT 40 45
KontponpHas pabora 15 15
Kontponb camocTosiTesbHOM paboThI 20 20
VYcrHbIl 3aueT 25 20
Bcero 100
HakonuresbHasi cucrema oueHnBanus mo 100-0aibHoi mkase
‘ervipexbanannas 100-6ayuibHas | BykBeHHas1 mKaJga, coorsercTByomas 100- Cucrema
CHUCTEMA OLICHUBAHUA o OLlCHUBAHUA
HKaJa 0abHOM LIKaJIe
JK3aMeHa 3adgera
OTnu4HO 90-100 A — OTIIMYHO — TEOPETHUECKOE COJIepKaHNe
Kypca OCBOCHO ITOJTHOCTBIO, 0€3 TIp00eIIoB; 3auTeHo
H606X0,I[I/IMBIC NPAKTUICCKHUEC HABBIKH pa6OTBI




C OCBOCHHBIM MaTepHajIoM COPMHUPOBAHBI;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOit
00ydeHust yueOHbIe 3a/[aHHsI BBITOTHEHBI,
KA4eCTBO UX BBIIIOJHEHHUS OLEHEHO YHCIOM
0a/uI0B, OJIM3KUM K MAaKCHUMAJTbHOMY

Xopoio

83-89

B — oueHp X0poIIO — TEOPETHYESCKOE
CoZiepaKaHHUe Kypca OCBOCHO IIOJIHOCTBIO, Oe3
po0eoB; HeOOXOAUMBIE IPAKTHYECKNE
HaBbIKHU pa60T1>1 C OCBOCHHBIM MaT€puajioM B
OCHOBHOM C(hOpMHPOBAHBI; BCE
NpeyCMOTPEHHbIE IPOTrPaMMOi 00ydeHH s
y‘le6HI:Ie 3aJaHus BBIIIOJTHCHBI, KAUCCTBO
BBITIOJTHEHHS OOJIBIINHCTBA M3 HUX OLICHEHO
YHCIIOM 0aIUIOB, OJIHM3KUM K MAaKCHMaJIbHOMY

Xopowo

75-82

C — XOpOIII0 — TEOPETUUECKOE COICPIKAHUE
Kypca OCBOCHO TOJIHOCThIO; HEKOTOPBIC
MPaKTHYECKUE HABBIKK PabOTHI C OCBOCHHBIM
MarepuanoM chopMHPOBAHbI HEOCTATOYHO;
BCE MIPEAyCMOTPEHHbIC MPOTPaMMOi
00yueHHs yUeOHBIC 3aJaHUs BHITOJIHCHEI,
Ka4yeCTBO BBIIIOJIHEHHS HU OJHOIO U3 HUX HE
OIIEHEHO MUHHUMAJILHEIM YHCJIOM 0ajlioB,
HEKOTOPBIC BUJIBI 3a/IaHHUI BHIMOJHCHBI C
olnoKaMu

VY 10BIIETBOPUTEIBHO

63-74

D — ya0BIETBOPUTENBHO — TEOPETUUECKOE
coJiepKaHue Kypca OCBOEHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOJUMBbIE TIPAKTHIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTEpHaJiOM B
OCHOBHOM C(hOpMHPOBaHbI; OOJIBIINHCTBO
IIPEAyCMOTPEHHBIX IPOrpaMMoit 00ydeHNS
y4eOHBIX 3aJaHUH BBITIOIHEHO, HEKOTOPhIE U3
BBITTOJTHCHHBIX 3a):[aH1/1171 coaepKkat OIIHOKHU

YI[OBHGTBOPI/ITGHBHO

50-62

E — nocpeicTBEeHHO — TEOPETUYECKOE
coJiepIKaHne Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIC MPAKTUYCCKUEC HABBIKU PaOOTHI HE
c(hopMHUpPOBaHbI, MHOTHE TPEAYCMOTPEHHBIC
yueOHOI mporpaMmoii 00yueHusI yueOHbIC
3a[laHKs HE BBITIOJHEHBI JTMOO KaYeCTBO
BBIMTOJHEHHBIX HEKOTOPBIX M3 HUX OLCHEHO
YHCIIOM 0aJIOB, OJIM3KUM K MUHUMAJIbHOMY

HeynosneTBopuTensHO

21-49

FX — HEey10BJIETBOPUTEIBLHO — TEOPETUYECKOE
coJiepKaHHe Kypca OCBOEHO YaCTUYHO;
HEOOXOANMBIEC TPAKTHUCCKHE HABBIKH PAaOOTHI
C OCBOCHHBIM MaTepHaIoM He
c(hopMHUpPOBaHEI; OOJTBITHHCTBO
MPeAyCMOTPEHHBIX Y4eOHOM porpaMMoin
00yd4eHust yueOHbIX 33/IaHUl HE BBITIOJIHEHO
100 KaueCTBO UX BBINIOJIHEHHS OLIEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY;
IIPU JONOJHUTEIBHO CaMOCTOSATEIBHON
paboTe HaJl MaTepUaIoM Kypca BO3MOKHO
MIOBBIIIEHUE KAYECTBA BBHITIOIHCHUS YI€OHBIX
3aJaHuN

HeynosneTrBopurensHo

0-20

F — HeyIOBIETBOPHTEIBEHO — TEOPETHIECKOES
cofiepKaHue Kypca He OCBOCHO;
HE00XOJMMbIEe IPAKTHUECKUE HABBIKU PaOOTHI
He c(OPMUPOBAHBI; BCE BHITIOJIHEHHBIC
y4ueOHbIe 3aJ]aHusl COJepKaT rpyOble OLINOKHY;
JOIIOJTHUTENIbHAs CaMOCTOsATENbHAs paboTa
HaJl MaTeprajoM Kypca He MPUBENET K
KaKOMY-JI100 3HAYMMOMY MOBBILICHHUIO
KaueCTBa BBIOJIHEHHs YUSOHBIX 33aJaHUM

He 3auteno




2. KOHTPOJIBHO-OHEHOYHBIE CPE/ICTBA
2.1. OueHo4YHbIE CPeCTBA TEKYLIEro KOHTPOJIs (TUIIOBbIE)

Bomnpocs! 1151 yCTHOTO ornpoca:

1. [laiTe onpeneneHue MOHATHS «TOKYMEHT.

2. Packpoiite mousitue «/JIOVY». HazoBure mpodeccruoHaabHble TEPMUHBI U
onpeeneHus: B 00JacTu ASIONPOU3BOICTBA.

3. HazoBute u packpoiTe QyHKIIHH JOKYMEHTOB.

4. Kakue OoCHOBHBIE 3aKOHBI B 00JIACTH OpraHU3AIMH JCIOMPOU3BOACTBA BbI
3Haete? HazoBuTe couepkaHue makeTa oOOA3aTENbHBIX 3aKOHOJATENBHBIX U
HOPMATHUBHBIX JTOKYMEHTOB B oOnactu JIOVY.

5. HazoBure mpaBusia  yTBEPXKICHUS  JIOKYMEHTOB. TpeOoBaHus
odopmIICHHE.

6. Kakue pexkBU3WUTHI SABISIOTCS «HOPUAUYECKH 3HAUMMbIMU»? [IpaBuna ux
odopmiieHns. YTo BKIIIOYaET B ceOsI MOHATHE «IIPABOBAsI OXpaHa IOKYMEHTOBY?

7. IlpuBenute NpUMeEpbl JOKYMEHTOB, KOTOPbIE MOJJIEKAT YTBEPKACHHUIO U Ha
KOTOPBIX CTaBHUTCA Mevarh. Kak ohopMIsitoTes mepeyHu TaKuX JOKYMEHTOB?

8. HasoBure 3akoH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHME U 4TO OH ycTraHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBurte pekBu3uThl o0miero OnaHka U Onanka ais nucbMma. [lpaBuna
opopmienus. Kakue Bumpl 61aHKoB Bbl 3HaeTe? B dem ocoOeHHOCTh OaHka
JOJDKHOCTHOTO Jiuia’?

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

11. Pacckaxkute 0 medarsix W IWITamMmax HNpeanpusTuid u opranuzanui. Ha
KaKuX JOKyMeHTax craBsTcs medarb? Kakue TpeOoBaHUS TPEABSBISAIOT K
UCIOJIb30BaHUIO TepOOBOM neyaTu?

12. PackpoiiTe coaep:kaHUE MOHATUS «ylpaBieHue». Ha3zoBUTE CUCTEMBI
JNOKYMEHTOB yrpaBiieHus. Packpoiite nonstue «OPJl». Kakme rpynmsl m BuABI
JTIOKYMEHTOB BxoasT B OP/[?

13. Pacckaxute 00 OCOOCHHOCTSIX SJIEKTPOHHOTO JTOKYMEHTA, JJIEKTPOHHOU
MEPEINUCKU U TPEOOBAHUSX, IPEAbIBISIEMBIX K HEH.

14. B yem ocobenHocTr Omanka st muchMa? Ha3oBuTe pekBU3WTHI OaHKa
JUTS IMChMA M PEKBU3UTHI CITYKEOHOTO MHUChMA.

15. YUto periiaMmeHTUpyeT TUHOBasi MHCTPYKLHS MO AeIonpou3BoACcTBY? JlaiiTe
XapaKTEPUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM 1 HA30BUTE UX BUBL.

16. HazoBute Buabl HWHDOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTUKY KaxxaoMy BUy. [I[pyuBenuTe n3BecTHbIE BaM BUJIbI PETHUCTPALIUU.

17. JaliTe  XapakTEepUCTUKY Y4YpPEOUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npeanpustud. Kakue Buabpl ycTaBoB Bbl 3HaeTE?



18. aiite  xapakTepucTUKy JOOKymMeHTy «llomoxxeHue» W Ha3oBUTE
CTPYKTYPHBIE YaCTH TEKCTA JOKYMEHTA U €TI0 COACPIKAHUS.

19. Maitte xapakTepucTuKy NJOKyMeHTY «MHCTpykums». [IpuBenure npumepslt.
JlomKHOCTHast MHCTPYKIMS, CTPYKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.

20. ratHoe  pacnucanue OcCOOEHHOCTH  COCTABIECHUSA, OGOPMIICHHUS.
TpeboBaHMe K UCIIOJIB30BAHUIO YHU(DUIUPOBAHHBIX (OPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOro pacnopsaka u [lonoxxenne o nepcoHale.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPSAIUTEIBHBIM JOKYMEHTAM.

23. Ha3zoBuTe BUIbI pacOpAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaX 10T 0.
Ha3oBuTe  CTpyKTypHBIE 4YAaCTH TEKCTAa  PACHOPAIUTENBHBIX  JTOKYMEHTOB,
odopmiieHre TpeaMOyIIbl U PACTIOPSIUTETHHON YacTH.

24. B yem ocobeHHOCTH CITy)keOHBIX TceM? HazoBHTE BUIBI CITyKEOHBIX
nucem. Kakue TpeGoBaHUS MPEIBABISIOTCS K TEKCTY CIYKEOHBIX muceM?

25. HazoBute mpaBuia oQOpMIICHHS  pEKBH3UTa  «aapecaT». Bumsl
aapecoBaHUs.

26. YTO BXOHUT B MOHATHE CIPOBEIECHNE IKCIIEPTU3BI HEHHOCTHU JTOKYMEHTa»?

27. PackpoiiTe TMOHATUA «IOKYMEHTOOOOPOT», <«JIOKYMEHTONMOTOKW». [laiiTe
XapaKTEPUCTHKY KaXIOMy BHAY JAOKYMEHTOIIOTOKA, YKAXKUTE€ HUX OCOOECHHOCTH.
Kakum o6pazom omnpenensieTcss JOKyMEHTOOOOPOT MPEaIPHITHS ?

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

29. IlogrotoBKa JIOKYMEHTOB K CJade B BEJIOMCTBEHHbIA apxuB. (Crpaua
JOKYMEHTOB B apXWB opraHusanuu. Onucu JOKYMEHTOB, HAXOASIIMXCA B JIEJE.
®dopma u conepkaHue akTa 00 YHUYTOKEHUU IOKYMEHTOB U JIEII.

30. Kakue TOKyMEeHTHI He MoaJiexkaT peructpaunn? Kak u 3aueM BeIeTcs y4eT
TaKuX MOCTYILJICHHUN?

31. Pacckaxkute O BHAAX BXOIALIMX, HUCXOIAIIMX BHYTPEHHUX JOKYMEHTAX.
JoxymenToB. IlpuBenutre Gopmbl >XKypHaJIbHOM peructpauuu. Pacckaxure o
peructpannu ¢ nomouipto PKK 1 aBTomMaTu3npoBaHHoM.

32. Yro BKiIOYAET B ceOsl MOHATHE «(HOPMUPOBAHUS» U «OPOPMIICHUS» Aei?
HazoBure npusHaku opopmiieHus: 00I0KKHU ATl

33. Cpoku XpaHEeHUsl TOKYMEHTOB B 3aBUCMMOCTH UX 3HaunMocTu. Ha3oBute
HOPMAaTUBHBIA JOKYMEHT, I10 KOTOPOMY OIIPEIEISAIOT CPOKU XPAHEHUS.

34. Yro BKIIIOYAET B C€OSI MOHATHE «IOArOTOBKA JTOKYMEHTOB K ApXUBHOMY
xpaHeHuo»? OyHKINH, 3a0a491 U OTBETCTBEHHOCTH JK.

TecTsbl Aj1 NpoOBeIeHNsS] KOHTPOJIbHOI PadoThI:
1. IlpaBuiIbHAsI MOCJIEI0BATEIbHOCTh HANMMCAHUS 3JEMEHTOB IMOYTOBOIO
ajpeca Ha MOYTOBBIX OTIPABJICHUSIX:
—)  TOYTOBBIA UHJEKC;
) HAaNMEHOBAaHNE aJipecara;
=)  HOMEp KBapTHUPHI,



PY)  Ha3BaHWE HACEICHHOTO MTyHKTA;

F)  HasBaHue 00JIACTH, Kpasi, PeCITyOJIHKY;

7%)  cTpaHa;

) nomep noma;

J\)  Ha3BaHWe YJIMIIBL

2. YanpuuupoBaHHAS CHCTEMA JOKYMEHTALMH — 3TO:

—) cucTemMa JOKYMEHTAllMHM, CO3/JaHHas 10 €IWHbIM [paBUJiaM U
TpeOOBaHMIM, conepkamas WHHOPMAIHI0, HEOOXOAWMYIO MJIS YIpPaBICHUS B
OTPEICIICHHON chepe AesITeTLHOCTH;

—)  yHuduiupoBaHHble (HOPMBI JOKYMEHTOB, CHUCTEMATHU3UPOBAHHBIC IO
GyHKUIUSAM yIIpaBiICHUS;

=)  COBOKYIHOCTh JOKYMEHTOB, YyCTAaHOBJICHHBIX B COOTBETCTBHH C
peliaeMbIMH IOKYMEHTaMU;

’Y)  COBOKYIIHOCTh JTOKYMEHTOB, CBSI3aHHAas €AMHOOOpPA3HBIMH IpaBUIaMU
oopMIIEHUS.

3. BO3MOKHOCTH HCIOJIb30BaHMS (PaKCHMMJIE KAK COOCTBEHHOW NMOANMCH
perJaiaMeHTHPYeTCH:

—) rpaXxJaHCKUM KoJeKcoM PD;

—)  IpaBWIaMHU JEIONPOU3BOCTBA B benepabHbIX opraHax
UCIIOJTHUTEIbHOMN BIIACTH;

=) TOCTP7.0.97-2016.

4. Kakomy BHay 0JIJAaHKOB COOTBETCTBYET JIaHHBIN HA00pP PeKBU3UTOB?

—)  TocynmapctBennbiii rep6 Poccuiickoit ®enepanuu, repd cyObekTa
Poccuiickoit  denepanuu, sSMOiema OpraHu3alid, TOBapHBIM 3HAaK  (3HAK
o0OcnykxuBaHus), 1ata, HOMEP, MECTO COCTABIICHUS WU U3JIaHUS;

—)  OJjaHK MUChMa;

=) o0mmuii OJ1aHK;

F4)  OnaHK KOHKPETHOTO BUJIA JOKYMEHTA.

5. Ilopsaaok HAKUCAHKUS IOYTOBOI0 A/Ipeca YCTAHOBJICH:

—) B IlpaBumax  pgemompom3BojacTBa B (eaepaidbHBIX  OpraHax
UCIIOJIHUTENIbHOM BJIACTH;

—) BIOCTP7.0.97-2016;

=) B lIpaBuiax okazaHus yCIyT MOYTOBO CBSI3M.

6. PexkBU3UT «BU32» MOKET BKJIKYATh:

—)  JOJDKHOCTh BH3UPYIOIIETO, €r0 MOMANKCH, paciiudpoBKy (MHUIIUATBI U
bamuns) u 1arty;

—)  noamnuck, pacdposky (P. . O.), nary;

=)  JOKHOCTB, IOAINHKCH JaTy;

FY)  mOKHOCTB, MOMAMKUCH, pacudpoBky noanucu (O. U. O.).

7. 'epOoBasi me4yaTh NPOCTABJISETCH HA MUCHBMAX:

—)  PpEKJIaMHBIX;

—)  HaroOMHHaHUSIX;

=)  TpUITalICHUsX;



P4)  rapaHTHHHBIX;

)  uHPOpPMAIMOHHBIX.

8. Tekecr [OKYMEHTOB COCTABJSIIOT Ha TOCYJAapCTBEHHOM fI3bIKe
Poccuiickoii @egepani HMJIH Ha TOCYJAPCTBEHHBIX S3bIKAX Cy0ObeKTOB
Poccuiickoit @enepauyu B COOTBETCTBHH C:

—)  OpaBWia JEJIONPOU3BOJCTBA B (eJIepalIbHbIX OpraHaxX UCIIOTHUTEIbHON
BJIACTH;

—) 3akoHopatenbcTBoM Poccuiickoit deneparu u cyorekToB Poccuiickoii
denepannu;

=) TI'CH0Y;

PFY4)  TUOBOM MHCTPYKLHMEN MO AEIONPOU3BOICTBY.

9. Ilesq1b10 CTAHAAPTU3ALUM TOKYMEHTOB SBJIACTCH:

—)  IOPUAMYECKOE 3aKPEIUICHHE Pe3yIbTaTOB YHU(DUKAIIMU JOKYMEHTOB;

—)  pa3paboTKa HOMEHKIATYpPYy JEII;

=)  cucTeMaTHh3alys JOKyMCHTOB B OpraHHU3aIliH;

P4)  obecneueHne COXPaHHOCTHU JIOKyMEHTOB;

) 3amuTa KOHQUACHIIUATLHOCTH HH()OPMAIUH.

10. YkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPaBWJIbHO Ha3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

—) (repb, »MOiema), KOJ OpraHu3alii, HAUMEHOBAHUS OpraHU3allNH,
CIIpaBOYHBIC JaHHBIE OO0 OpraHu3anuu, Koj (OpMbl JTOKYMEHTa, MECTO IS
MPOCTABIICHUS MaThl JOKYMEHTa, MECTO [JIsi TPOCTABJICHHS PETUCTPAIMOHHOTO
HOMEpA TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMCHTA;

—)  (rep0O, sM0nema), HAUMEHOBAHUS OpraHU3allUU, KOJI OpraHU3alllH, J1aTa
JIOKyMEHTa, MECTO JIJIsl IPOCTABJICHUS] PETUCTPAIMOHHOTO HOMEpa TOKYMEHTA, MECTO
U3JIaHUS TOKYMEHTA, CChLIIKa HA HOMED U JIaTy BXOSIIETO TOKYMEHTA;

=) (rep0, »mOiema), HAaMMCHOBAHWUS OPTAaHMU3AIMU, HAMMEHOBAHUS BHJIA
JTOKyMEHTa, JaTa JOKYMEHTOB, KOJI (POpPMBI JOKYMEHTA, MECTO ISl MPOCTABIICHHUS
PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, CIPaBOYHBIC MaHHBIE 00 OpraHHW3allvy,
CCBITKA Ha HOMEP U JIaTy BXOJAIIETO JOKYMEHTA,;

9)  (repO, smOnemMa), HAUMEHOBAHMSI OpraHU3alliK, CIIPAaBOYHbIC TaHHbIE 00
opranuzanuu, koja opranuzanuu OI'PH, mecTo ansa npoctaBieHus nathl JOKyMEHTA,
MECTO JJIsl POCTAaBJICHUSI PErUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIKa Ha HOMED
U JIaTy BXOJSIIETO IOKYMEHTa, MECTO JIJIsl 3ar0JIOBKA K TEKCTY.

11. K opranmzaumoHHbIM JOKYMEHTAM OTHOCSTCH:

—) MPOTOKOI;
—) YycTas;
=) UHCTPYKIUS;
PY9) mocTaHOBICHHUE,
F) monokeHue.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
—) ajpecar;
—) HauMEHOBaHUE OpraHU3allUu;



=)
m)
H)

%)

HaMEHOBAHUE BUA JOKYMEHTA;
3aroJI0BOK K TEKCTY, TEKCT;

rpud yTBEpKIACHUS;

MOJAMUCH.

13. AKTBI cO31a10TCA:

)
)
=)
7g)

KOJUJICTHAJIBHO;
Ha OJIaHKax;

Ha COBCIIAHMU;
BBIIIECTOSIIEH OpTraHU3alUEN.

14. HopmaTHBHBIH aKT, HM3JaBaeMblid JAHPEKTOPOM 00pa30BaTeIbLHOM
OPraHM3aluf WIH YYPeKICHUsA, 3TO:

=
)
=)
)

NIpUKa3;
TIOJIOXKCHUE;
pacropsHKeHHE;
peleHue.

15. Bo BpeMsi MPOU3BOJACTBEHHOTO COBEIIAHHUS y JTMPEKTOPa CEKpPeTapb
3aMMChIBAJl BBICTYIUIEHUSI U NMpuHATHe pemeHus. Kakoii moxkymeHT ciaenyer
oopMHUTH 10 HTOTAM 3aceTaHus?

=)
=)
=)
Ly
h)

[IpoTokou;

pelieHue;

pacIOpsKECHHUE;

IIPOTOKOJI, PELICHUE U PACIIOPSIKEHUE;
110 YCMOTPEHUIO HAYaIbCTBA.

16. PekBu3uTaMU BHELIHEH CIIPABKU SIBJISCTCH:

=)
=)
=)
ra)
h)

7%)

neyarh;
IIOJIITHCH;

HAaMMEHOBaHUE BUJIa JOKYMEHTA,

ajapecar;

HAaMMEHOBAaHHE OPraHU3AlNY;

CChUIKA HA JIaTy PErUCTPALIMOHHBII HOMED.

17. ®@akc oTIM4aeTcsi OT MUCbMA M0 0POPMIICHHIO TEM, UTO:

— ) SIBJISI€TCS HE MOAJIMHHUKOM, a KOITUEH IOKyMEHTA;

—) COJEPKHT PsiJ] TOMOJHUTEIbHBIX PEKBU3UTOB;

=) neuaTaercs Ha Tenedakce;

PY) He MOXET OBITh 3aBEPEH MEYATHIO.

18. BolaeaurTe M3 KaKHUX Pa3fesioB COCTOMT TEKCT MPUKA3a MO0 OCHOBHOM

AeSITeIbHOCTH:
—) KOHCTaTUPYIOIIUN U PaCHOPSIUTEIbHBIN;
—) KOHCTaTUPYIOUIUNA U MOCTAHOBJISIIOIINIA;
=) KOHCTaTUPYIOIIWUN W TIPeJIararomiuii;
P9) OCHOBHOW M KOHCTATHUPYIOIIHIA.

19. BblIleJll/lTe, B KaKOM M3 BHJI0B /JOKYMCHTOB HE€ IIPOCTaBJIAIOTCHA
PEKBU3UT HAUMECHOBAHHUSA BU/Ia JOKYMCEHTA.



—) 3asgBIICHHE;

—) cayxeOHOe MHCHMO;

=) JOKJaJHas 3aIiCKa;

PY) nomKHOCTHAs HHCTPYKITHSL.

20. Pacnpegesure yKasaHHble HHKE [JOKYMEHTbI Ha 3 rpynmbl:

a) opraHu3anuoHHbIe, 0) pacnopsiANTeIbHbIE, B) HH(POPMAIIMOHHO-CIIPABOYHBIE.
1. Pesrome.

. J1OJKHOCTHAsI MHCTPYKIIHASL.

. Pactiopsxenue nupekropa.

. CBogka.

. [TocTaHOBIIEHUE KOJUIETHH.

. UHCTpyKIUs MO A€10NpOn3BOACTBY.
. CnpaBka ¢ mecTa paOoThl.

. [Ipukas o mpueme Ha padoTy.

9. IllTaTHOE pacnucaHue.

10. TpynoBoii 10roBop.

11. Ilpurnanmenue Ha BBICTABKY.

12. PernameHr.

21. Komuccuss 1o pacciie0OBaHMIO II0Kapa, NPOM3OLIEAIIEero B
00pa3oBaTeJIbHOM YUPeKAEHNH, YCTAHOBIWIN Psij (PaKTOB, KOTOPbIE MOCTYKUIH
NpUYMHON moxkapa. Kakoi JOKyMEHT J0/I2KHA COCTABUTH KOMUCCUA?

—) AKT;

—) CIIpaBKy;

=) JOKJIaJHYIO 3aITUCKY;

PY) HMHCTPYKIHIO O MPOTHBOIIOKAPHOU OE30MaCHOCTH.

22.  JIOKyMeHT, aJpeCOBAHHBII  PYKOBOAMTE/JI0  OPraHM3aLuM,
cojep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jiudo Bompoca ¢
BbIBO/IaMH U NMPEIJI0KEHUSIMHU COCTABJIEHUS, HA3bIBAETCS:

—)  aKT;

—) TOpEeACTaBJICHUE;

=) JOKJaJaHas 3amucKa;

P9) mpenoxxeHUe.

23. laToi c1y:KeOHOr0 MUCHhMA ABJISETCS aTa:

—)  COCTaBJICHHS,

—) OTHpaBIlICHUS,

=) MOJIHCAHUS;

PY9) nomydeHus.

24. Cnucok NMPUCYTCTBYKOUIMX HA 3acelaHud odopmIsieTcsi OTACJbHO H
NMPWIAraeTcs K MPOTOKOJIY, €CJIH TAKOBBIX:

e BEN B o) NV, IF SRS I )

—) Oomnee 15;
—) Oomnee 10;
=) Oonee 25.

25. OdopmieHne o00JI0KKHM Jejia IS NOCJHCAYIOIIEro XpPaHEHUs
onpeneJsiercs:



—) CTaHIapTOM;
—) HHCTpPYKLMEH MO JEJIONPOU3BOJCTBY;
=) pacnopsuKeHHEM PYKOBOIUTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOIUT B JTamna:
—) 4ETHIpE;

—) T1pH;

=) n#Ba.

27. Homenkiatypa aeJ (pado4mnii 3K3eMILISP) MOMEIIAI0T Ha:

—)  CTOJe, O/ CTEKJIOM;

—) n&Bepue mKada ¢ JOKyMEHTaMUu;

=) BHYTPEHHEU CTOpPOHE JABEPIIHI MKada ¢ JOKyMEHTaMHU.

28. Bce JincThI Aejia P NOATOTOBKE UX K NepeJadye B apXUB HyMepPYOTCH:

—) YepHBIM rpa@UTHBIM KapaHJalIoM;

—) 4YEepHBIMU YEPHHUIIAMHU;

=) KpacHbIM KapaHJaIIOM.

29. Bxoasinmue JO0KYMEHTbI PerHCTPUPYIOTCSH:

—) 1ocJie 03HAKOMJIEHUSI C HUMU PYKOBOJUTENS;

—) B IIEPBOIl NOJOBUHE JHS MOJYUYEHHUS;

=) 10 03HAaKOMJICHHsI C HUMU PYKOBOJUTEJSL.

30. Ka:xknasi oOpa3oBaTe/ibHAsi OPraHu3anusa 00si3aHa UMeTh:

—) CBOJIHYIO HOMEHKJIATYPY;

—) WHIUBUIYaJbHYIO HOMEHKJIATYpY;

=) THUIOBYIO HOMCHKIATYDY.

31. 3a CKOJBKO AHEH A0 MCIOJHEHHUS NPOBOAAT NpeaynpeauTebHbII
KOHTPOJIb?

—) IBa;
—) onauH;
=) Tpu.

32. PazneuresiiMHU B CIIPABOYHOM KAPTOTEKeE CJIYKAT:

—) Ha3BaHUS CTPYKTYPHBIX MOJIpa3ICICHUI;

—) HampapJeHUS JCSITeIbHOCTU MPEANPUATHUS,

=) JIHU HEJEeIH, MecsIia.

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

—) COCTaBUTEJEM JOKYMEHTA,

—) TpH pEerucTpallvy;

=) T1OcIe NOAMUCAHUS PYKOBOJUTEIIEM.

34. Eciiu B feJie coaepKaTcs A0KYMEHTbI Pa3JIM4HON LEHHOCTH, TO CPOK
XPaHeHHMS YCTAHABJIMBAETCH:

—)  OombIINi;

—) MCHBIIIHUH;

=) CpeaHHuu.

3amaHus 11 CaMOCTOSATEILHON PadoThI



3aganume 1. OdopMuUTh BCE OTMETKH, KOTOpBIE CTaBST Ha JOKYMEHTE B
coorBerctBuu ¢ ['OCT P 7.0.97-2016. VYkaxute MECTOPACHOJIOKEHUS OSTUX
PEKBU3UTOB Ha OyilaHke ¢popmara A4.

3ananue 2. M300pa3ure cxeMaTUyeCcKu KJIacCU(PHUKAIIUIO JOKYMEHTOB.

3aganme 3. Beimummre Ha auct dopmata A4 Bce npaBwia oQopMIeHHUS
TEeKCTa JOKYMEHTa: MHTepBajbl, mpudTel u T. A. B coorBercTBUM ¢ ['OCT P
7.0.97-2016.

3apnanme 4. CoctaBuTh W O(OPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYJOBOM JTUCUHUILIUHBI pAaOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABHUTH
camocrtosTenbHO. HammcaTeh OOBSICHUTENBHYIO 3alHCKy OT HMEHH palOOTHHKA,
HApYIIUTENS TPYTIOBOU TUCIUTUINHBL.

3apanme S. Hanncats 0TBETHOE MUCHMO-0J1ar0JapHOCTD Ha MO3/paBJICHHUE.

2.2. OueHoYHbIE CPEACTBA ISl IPOMEKYTOYHOM aTTecTAlNu (3a4er)

Bomnpocs! 15151 NpoBeeHU 3a4UeTa:

1. [ToHATHE «TOKYMEHT» U €r0 (YHKIIHH.

2. Knaccudukarus 10KyMEHTOB.

3. CymHOCTP M OCHOBHOE Ha3HAUEHUE JOKYMEHTALlMOHHOIO OOecCredeHus
JeSATEIbHOCTH e1arora.

4. Cructempl TOKYMEHTALUH.

5. 3akoHOAaTeNbHAs ¥ HOPMATHBHO-METOAMYECKasl 0a3a JOKYMEHTAIMOHHOTO
oOecrieyeHns ynpaBiIeHUsI.

6. ®opmyJisip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBanus k 0(pOpMIICHUIO PEKBU3UTOB TOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cuctema ToOKyMEHTallMK B 00pa30BaTEIbHONW OpraHU3aIIHH.

11. Opranuzanuonnsie 1oKymMeHThl cucteMmbl OPJl. OOmas xapakTepucThKa u
HA3HAYEHHE JOKYMEHTOB.

12. Pacniopsiautenbhbie TokyMeHThl cucteMbl OPJ]. OOmmas xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UadopmarimoHHO-cTipaBO4HbIe  JOKYMeHThl cucteMbl OPJl.  OO6mas
XapaKTEPUCTHKA U HA3HAYEHUE JTOKYMEHTOB.

14. /lenoBoe NUCbMO KaK OCHOBHOM BUJ IEPENTUCKHU.

15. bnanku nsa nucem. @OopMyssap AENOBOTO NUCHMA.

16. OcoberHOCTH OUIIHATTEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIETIOBOTO
MUCHMA.

17. Bugsl  cllyx&eOHBIX  MHCEM, COCTaBJISIFOIIME  OCHOBY  JECIOBOM
KOPPECTIOHIEHIIUU.

18. DnexkTpoHHas nepenucka. IINEKTPOHHBIN TOKYMEHT.

19. Opranuzanus JOKyMeHTO000poTa 00pa3oBaTeIbHON OpraHu3aluy.

20. ®opmbl OpraHuzalnudd padboOThl C JOKyMEHTaMH. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. Iopsinok 00pabOTKH BXOASIIMX JOKYMEHTOB. Perucrpanus TOKyMEHTOB.



22. Iopsinok 00pabOTKH UCXOIAUINX JOKYMEHTOB.

23. [lopsimok paGoThl C BHYTPEHHUMH JIOKYMEHTaAMHU.

24. HomeHkiarypa Aen.

25. ®opMUpOBaHHUE, opopmiieHHe,  XpaHEeHHWEe  Jel B TEKyIeM
JEJIOIPOU3BOICTBE.

26. YHudukanus 10KyMeHTOB.

27. CranapTusanusi JOKYMEHTOB.

28. Hymepanuss MHOTOCTPAaHUYHOTO JOKYMEHTA.

29. llpudTsl, KErIM U OIS, MPUMEHSIEMbIE TP OPOPMIIEHUU JOKYMEHTOB.

30. Pestome, aBTOOMOTpadusi, XapaKTepUCTUKA: TIOHITHE, Ha3HAYECHUE, COCTAB
PEKBU3UTOB.

31. 3asgBiieHuE: MOHATHE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

32. CayxebHas 3amucKa: MOHATHE, HA3HAUECHUE, COCTaB PEKBU3UTOB.

33. OObsAcHUTENbHAS 3aMCKa: IOHATUE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

34. JloxyagHast 3alKUCKa: MOHATHE, HA3HAUYEHHUE, COCTAB PEKBU3UTOB.

35. CnpaBka: NOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

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

37. IIpuka3s, pacriopspKeHHE: IOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

38. IIpuka3 no JMYHOMY COCTaBY: IIOHATHE, HA3HAYECHUE, COCTAB PEKBU3UTOB.

39. YcraB, nonoxxeHue: NOHATHE, HA3HAYEHHUE, COCTAaB PEKBU3HUTOB.

40. J1oJoKHOCTHAS. MHCTPYKIUSA: TOHATHE, HA3HAYECHHUE, COCTAB PEKBU3UTOB.

41. UHCTpyKIMS 1O JAENONPOM3BOJACTBY: TOHSTHE, HA3HAYEHHUE, COCTAB
PEKBU3UTOB.

42. IIpaBuna: NoHsITHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KOJIIEKTUBHBIN JOTOBOP: MOHATHE, HA3HAYECHHUE, COCTAB PEKBU3UTOB.

44. OcoOeHHOCTH COCTABJIEHUS TEKCTA MPOTOKOJIA.

45. Oco0eHHOCTH COCTaBIEHUS TEKCTA MPUKa3a.

46. PexBu3uThl rep0, sMOIeMa, TOBApHBIM 3HAK (3HAK OOCTY>KHUBaHUS), KOJ
(GOpMBbI TOKYMEHTA.

47. PekBU3UT HAMMEHOBAHUE OpraHU3allMy, HAMMEHOBAHUE CTPYKTYPHOTO
NIOAPA3AECIICHNUSA, HAUMEHOBAHHUE TOJDKHOCTH JIALIA.

48. PexkBU3UT cripaBOYHBIE JAHHBIE 00 OpraHU3alUH.

49. PekBU3UT HAMMEHOBAHUE BU/IA IOKYMEHTA.

50. PexBu3uT naTa TOKyMEHTA.

51. PexBU3UT perucTpaimOHHbBI HOMEP JOKYMEHTA.

52. PEKBU3UT CCBhUIKA HA PETHCTPALMOHHBI HOMEpP M JAaTy HOCTYNHUBILIETO
JOKYMEHTA.

53. PexBU3UT MECTO COCTaBJICHUS (M3/1aHUs) TOKYMEHTA.

54. PekBU3HT Irpu( OrpaHUYEHHMS TOCTYIA K JOKYMEHTY.

55. PexBusur agpecar.

56. PexkBu3uT rpud yTBep>KICHUS JOKYMEHTA.

S’7. PEKBU3UT 3arojIOBOK K TEKCTY.

58. PEKBU3UT TEKCT IOKyMEHTA.

59. PekBU3UT OTMETKA O MPUIIOKEHUU.

60. PexBu3ut rpud corjacoBaHusi JOKyMEHTA.



61

. PexBu3ur Bu3a.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBusut noanuce.

PexBU3UT OTMETKa 00 3JIEKTPOHHOM MOIUCH.
PexBusurt nevars.

PexBU3UT 0OTMETKa 00 UCTIOJIHUTETIE.

PexBu3uT oTMETKA O 3aBEPEHUHU KOIIUH.

PexBu3uT 0TMETKA O MOCTYIUIEHUH TOKYMEHTA.
PexBusut pesosnonus.

PexBu3UT OTMETKA O KOHTPOJIE.

PexBr3uT 0OTMETKA O HATPaBJICHUU JOKYMEHTA B JAENO.



