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1. MACHIOPT ®OHJAA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onpa  oneHouHbix cpeacts  (POC) HEOThEMJIEMasl 4acTh paboueit
IpOrpaMMbl JUCIHHUILTUHBL «J{OKyMEHTOO00pOT 00pa3oBaTeNbHONW OpTraHU3alUN» H
IpEeIHA3HAYEH U1 KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTHKEHUN CTYIEHTOB,
OCBOMBIIIHX IIPOTrpaMMy JTUCUHUIIIIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mno HampabieHuto noarotoBku 44.03.05
[Tenarorudeckoe obpazoBanue (C AByMsi MPOGUISIMU TOJITOTOBKH), YTBEPKICHHBIM
npukazoM MuHHCTEpcTBa 00Opa3oBaHusi U Hayku Poccuiickoit @enepamuu ot 22
dbeppasis 2018 r. No 125 (c uzmeHeHusiMu U onoiHeHUsIMK) U [IpodeccroHabHBIM
CTaHIApPTOM, YTBEpKICHHBIM IIpukazom MuHncTepcTBa Tpyla M COUHAIBHOU
3amuThl  Poccuiickoit  ®@enepauun  «O0  yTBEpKAEHHH MNPOPECCUOHAIBHOIO
ctangapta» ot 18 okTs6ps 2013 r. Ne 544H (c UBMEHEHUSIMU U JOTIOJHEHUSIMU).

1.3. Ilepeyenbr KomMmereHUMH, (GOpMHPYEeMBIX B Ipouecce OCBOCHUSA
OCHOBHOI1 00pa30BaTe/IbHOI POrpaMMBbI

[Ipouecc ocBOEHMST TUCUUIUIMHBI HaIlpaBlIeH Ha (POpMUpPOBaHUE CIEAYIOLINX
KOMIIETEHUIUHA U MHIUKATOPOB UX JOCTHKCHUS:

Koa mo ®I'OC BO \ NHaukaTop 10CTHKEHHS

YHuBepcaabHbIe

VK-4. CnocobGen ocymectBiaTh jaenoByro | YK-4.1. Ucnonb3yeT pazianusbie (OpMBbI, BUABI
KOMMYHUKAllMI0 B YCTHOM M THCbMEHHOW | yCTHOM M TIMCbMEHHOM KOMMYHHKAllMM Ha

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | pyCCKOM, PpPOJHOM ¥  HMHOCTPAaHHOM(BIX)
Poccuiickoit denepannn u mHOCTpaHHOM(BIX) | sI3bIKE(ax).
A3bIKe(ax)

1.4. Dranbl GopmMupoBaHMsI KOMIETEHUHMH M CpPeACTBA OIEHUBAHUA
YPOBHS UX cOPMHPOBAHHOCTH

. KoHTpOoJIbHO-0LIeHOYHBbIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun

cpeacTBa / cnocod OneHuBaAHUA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpakTUYECKHX
HOpMaTHBHBIE OCHOBBI 3aHATUSX, YCTHBINA OMPOC
JIOKYMEHTallMOHHOTO obecrnieueHus
yIpaBieHUs
Tema 2. Cranmaptuzanms mnporecca | YK-4 BricTymiieHne Ha NOpakTUYECKUX
JIOKYMEHTHPOBAHHUS 3aHSTHUSIX, YCTHBINA OMpPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BricTynieHne Ha DpakTUYECKHX
pacnopsiANTENbHON JOKYMEHTAUU 3aHSTHUSIX, YCTHBINA OMpPOC
Tewma 4. [lenoBoe nmuchbmMo Kak ocHOBHOM | YK-4 BricTymiieHue Ha MOpakTUYECKUX
BU/J] IEPENUCKU 3aHSTUSIX, YCTHBINA ONpPOC
Tema 5. Opranmszanus | YK-4 BricTymiieHne Ha NOpakTUYECKUX
JIOKYMEHTO000poTa  00pa3oBaTelbHOI 3aHATHSAX, YCTHBIA OIPOC
OpraHu3au




Tekymas arrecrauus YK-4 KonrponsHas pabora

IIpomeskyTouHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokaszarese (GOPMUPOBAHUS KOMIICTCHIMI

Koa xomnereHuumn Pe3ysabTarbl ¢cGOPMHUPOBAHHOCTH
YK-4 3HaTh: OCHOBHBIE COCTABJISIONINE YCTHOM M MUCBbMEHHOM peYH PYCCKOIO
S3bIKa, HOPMATUBHbIE, KOMMYHHKATHUBHbBIE, 3STUYECKUE ACIIEKTHl YCTHOU
Y IMCbMEHHOU peur; TpeOOBaHUs JEITOBOM KOMMYHHUKAITUH.
YMeTp: AEMOHCTPUPOBATH ITHYECKHM KOPPEKTHOE IIOBEICHUE HA
PYCCKOM M HMHOCTPAaHHOM  f3bIKaX  IPH  MEKIMYHOCTHOM
B3aMMO/ICHCTBUY;
Bnagers:  cOCOOHOCTBIO ~ OCYHIECTBISATH,  OICHHBaThb U  MpH
HEOOXOAMMOCTH  KOPPEKTUPOBATH  KOMMYHUKATHBHO-KOTHUTHBHOE
MOBEJCHUE B YCIOBUSIX YCTHOM KOMMYHHMKAllUM Ha PYCCKOM H
MHOCTPAHHOM SI3bIKaX.
1.6. Kpurepum ouneHUBaHHA KOMIIETEHUMH HAa Ppa3HbIX 3Tanmax HX
bopmupoBanus
KoamnuecTBo
Bup yuedHoii paboTbl 0a/1;10B
(01010 300
BrinonHenue u 3amura npakTHUYECKuX padoT 40 45
KonrponbHas pabora 15 15
Kontpomns camocrosrenbHoi paboTh 20 20
YcTHBIN 3a9eT 25 20
Bcero 100
HakonuresabHasi cucrema ouennBanus mo 100-6aiibHoi mkase
YeTnipex0aiibHASA Cucrema
P 100-6anabHas | BykBeHHas mikaJga, coorBercrByiomas 100-
CUCTEMAa OLICHUBAHUA o OllCHUBAHUA
mKaJja 0aJLIILHOM IIKAaJIe
IK3aMeEHa 3avueTra
OTnnyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIePIKAHNE
Kypca 0CBOEHO TOJTHOCThI0, O€3 Tpo0enoB;
HCO6XO,Z[I/IMLI€ MPAKTUYCCKUC HABBIKA pa6OTLI
C OCBOCHHBIM MAaTe€puajioM C(bOpMHpOBaHI)I;
BCE MPEAYCMOTPEHHBIE IPOrpaMMOi
06yquI/m y‘le6HLI€ 3alaHus BBIIIOJIHCHBI,
Ka4€CTBO HX BBIIIOJHCHHUSA OLICHCHO YHCJIOM
0aJuIoB, OJIM3KMM K MAKCHMAaJIbHOMY
Xoporro 83-89 B — o4eHb XOpOIIO — TEOPETUUECKOE
coJiep)KaHue Kypca OCBOCHO MOTHOCTBIO, 03
3adreHo
po0eoB; He0OXOUMBIC TTPAKTUIECKIE
HABBIKH pa6OTI)I C OCBOCHHBIM MaT€pHajioM B
OCHOBHOM c(hOpMHPOBaHEI; BCE
MIPeyCMOTPEHHBIE TPOTPaMMOM 00yUdeHHS
y‘{e6HLIe 3aJlaHus BbIIIOJTHCHBI, KAYCCTBO
BBIINOJIHEHYS OOJBIIMHCTBA U3 HUX OLICHCHO
YHUCJIIOM 63.J'IJ'IOB, OJIU3KHUM K MaKCHUMaJIbHOMY
Xopomio 75-82 C — X0po1I0 — TEOPETUYECKOE COACPHKAHUE
Kypca OCBOCHO MOJIHOCTbIO; HCKOTOPHIC
MPAKTUYCCKHUC HABBIKA pa60TLI C OCBOCHHBIM




MaTepuanoM c(hOPMHUPOBAHBI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00yueHHs yucOHBIC 3a1aHUs BHITOJTHCHBI,
Ka4yeCTBO BBLIITOIHEHNS HU OJHOIO U3 HUX HE
OLICHEHO MHUHHMAJILHLIM YKCIIOM 0aJlIoB,
HEKOTOPHIC BUJIBI 3aITaHHI BHITIOJIHCHBI C
oIIMOKaMu

Y I0BIE€TBOPUTETHHO 63-74 D — ynoBneTBOpUTEIHHO — TEOPETHIECKOE
coziepykaHue Kypca OCBOSHO YaCTHYHO, HO
poOeJTEl He HOCAT CYILECTBEHHOTO
XapakTepa; He0OXOIMMBIC IPAaKTHIECKUE
HaBBIKH paOOTHI C OCBOCHHBIM MaTepHaJIOM B
OCHOBHOM c(hopMupoBaHbI; OOIBIIHHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoi 00yUYeHuUs
yueOHBIX 33/IaHU{ BBITIOJIHEHO, HEKOTOPBIE M3
BBITTIOJIHCHHBIX SaﬂaHI/Iﬁ coacpiKat OIINOKU

Y 10BIETBOPUTENBEHO 50-62 E — mocpeacTBeHHO — TeOpETHYECKOE
CoziepKaHue Kypca OCBOCHO YaCTUYHO;
HEKOTOPBIC MPAKTHICCKHUE HABBIKH PabOTHI HE
c(OpMHUPOBaHBI, MHOTHE MPEAYCMOTPEHHBIC
y4eOHOI! IporpaMMoii 00ydeHus yaeOHbIe
3a1aHMs HE BBINIOJHEHBI IMOO KaueCTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIGHEHO
YHCIIOM 0aIIOB, OJIU3KUM K MUHUMAIEHOMY

HeynosneTBopuTrenbHO 21-49 FX — HeyIOBIETBOPUTETHHO — TEOPETUIECKOE
cofiep’KaHNe Kypca OCBOCHO YaCTHYHO;
HE00XO0IUMBIE NMIPAKTUYECKHE HABBIKH PAOOTHI
C OCBOGHHBIM MaTepHaioM He
c(hOPMHUPOBAHBI; OOIBITHHCTBO
HPeayCMOTPEHHBIX yU4eOHOM nmporpaMmoit
00y4eHust yueOHBIX 3aJaHUI HE BBIMOJTHEHO
7100 KayeCTBO MX BBIMIOJIHEHHUS OLICHEHO
YHCIIOM OaIIOB, OJIM3KUM K MUHUMAaJIbHOMY;
TIPY JIOTIOJIHATEIIBHO CaMOCTOSTENBHOM
paboTe Ha/l MaTepraIoM Kypca BO3MOXKHO
TIOBBIIIEHUE KAUeCTBA BBHIIIOJIHEHNUS yIEOHBIX
3aJaHUuN

He 3aureno

HeynosneTBopuTenbHO 0-20 F — HEYIOBIETBOPUTEIHHO — TEOPETUIECKOE
coZiep’kKaHue Kypca He OCBOCHO;
HEOOXOIUMBIE MTPAKTHYECKHE HABBIKA PAOOTHI
He c(OPMHUPOBAHbI; BCE BHINOJIHEHHbIE
ydeOHbIe 3aJJaHHs CoJiep KaT TpyObIe OMHOKH;
JOTIOJIHUTENbHAsL CAMOCTOSTENNbHAs paboTa
HaJl MaTepHajoM Kypca He MPUBEIET K
KaKOMY-JIH00 3HAYMMOMY MOBBILIEHHIO
Ka4yecTBa BBINOJIHEHHS YUEOHbIX 3a/IlaHuI

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA
2.1. OueHoYHbIE CPEACTBA TEKYIEr0 KOHTPOJISA (TUIIOBbIE)

Bonpocel as1s1 yCTHOr0 onpoca:

1. JlaiiTe onpenesieHHE MOHATHUS «IOKYMEHT.

2. Packpoiite mousitue «JI0Y». HazoBure mpodeccrnoHaabHbie TEPMHUHBI H
ompesienieHus B 00JaCTH AEIONPOU3BOICTBA.

3. HazoBute u packpoiTe (PyHKIIMH JOKYMEHTOB.



4. Kakue OoCHOBHbIE 3aKOHBI B OOJACTH OpraHU3ALMK JEJIOMPOU3BOACTBA BbI
sHaere? HazoBuTe comepkaHwe MmakeTa OOS3aTEIBHBIX 3aKOHOMATEIBHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsnactu JIOVY.

5. HazoBute mpaBusia  yTBEpKIECHHS  JOKYMEHTOB. TpeOoBaHuUS U
odopMmieHHE.

6. Kakue peKBU3WTHI SBISIOTCS «IOPUAWYECKH 3HAYMMBIME»? [lpaBuna mx
odopmieHus. UTo BKITIOYAET B c€0s IOHITHE «IIPaBOBas OXpaHa JOKYMEHTOBY?

7. IlpuBegute mpuMepsl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIioTcs mepeuyHn Takux JOKYMEHTOB?

8. HazoBute 3aKkoH, B COOTBETCTBHUU C KOTOPBHIM O(GOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OPJI. Jlata BBeieHre u 4To OH yctaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00Iero OjaHka u OjaHka g nuchbMa. IlpaBuita
opopmiienusi. Kakue Buabl OnaHkoB Bbl 3HaeTe? B yeM ocoOeHHOCTH OraHka
JOJDKHOCTHOTO JInIa?

10. CornmacoBanue u Bu3UpoBaHue. Ha30BUTE BUABI U CPOKH COTIIACOBAHUS, H
BU3HUPOBAHUE IOKYMEHTOB.

11. Pacckaxxute O medarsx M IITaMIax MNpeaupusaTHil W opranuzauui. Ha
KaKUX JOKYMEHTaX cTaBsiTca mnedarh? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevaru?

12. PackpoiiTe coaepkaHue TOHITHS «ymnpaBieHue». Ha3zoBuUTe CUCTEMBI
JIOKYMEHTOB ymnpaBiieHusi. Packpoiite nonsitue «OPJl». Kakue rpynmbl U BuUAbI
JIOKyMeHTOB BxoAsT B OP/]?

13. Pacckaxxure 00 OCOOCHHOCTSX JJCKTPOHHOIO JOKYMEHTa, 3JIEKTPOHHOMU
NEPENUCKU U TPEOOBAHUSX, TIPEIBSIBIIEMbBIX K HEH.

14. B yem ocobenHoctu OnaHka Juis nuchbMma? HazoBure pekBH3WTHI OJIaHKa
JIJISl TAChbMa U PEKBU3UTHI CITY>KEOHOT0 MUChMA.

15. Yto pernaMeHTHUpYyeT TUIIOBAsi MHCTPYKLMS 1O Aeaonpou3BoacTBy? Jlaiite
XapaKTePUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJIBI.

16. HazoBure Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiTe
XapaKTePUCTUKY KaKJI0My BUy. [IpuBenuTe u3BeCTHBIC BaM BUJIbI PETUCTPALIUH.

17. JlaliTe  XapakTEPUCTUKY YUYPEAUTEIbHBIM JOKYMEHTaM U  yCTaBy
npeanpustys. Kakue Buabl ycTaBoB Bbl 3HaeTe?

18. Jaiite  xapakrepucTtuky JokymeHTy «llojmoxkeHue» ©  Ha30BUTE
CTPYKTYpPHBIEC YACTU TEKCTa JOKYMEHTA U €T0 COJICpKaHMUsI.

19. [daitte xapaktepucTuky nokymeHTy «HCTpyKums». [IpuBenure npumepsl.
JlomKHOCTHAS MHCTPYKIHS, CTPYKTypa Tekcta. Odopmienue. O3HakoMIICHHUE.

20. [lITatnoe  pacmmcanne (OCOOEHHOCTH  COCTaBIICHHS, OGMOPMIICHHUS.
TpeboBaHUE K UCTIOIB30BAHUIO YHHU(DUITUPOBAHHBIX (HOPM.

21. ITpaBuia BHYTpEHHETrO TPYI0BOTO pacnopsaka u [lonoxenue o nepconaie.

22. JlaiiTe XapaKTepUCTUKY PaCIOPSAUTEIbHBIM JOKYMEHTaM.

23. HazoBuTe BUIbI PACTIOPSIUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXK0TO.
Ha3zoBute CTpyKTypHBIE YacTM TEKCTa  PACHOPSIAUTENBbHBIX  JOKYMEHTOB,
odopmieHre npeamOyIIbl U paCIOPSAUTEILHON YacTH.



24. B yeM ocoOeHHOCTH CayXeOHbIX muceM? HazoBuTe BUIBI CITyXEOHBIX
nucem. Kakue Tpe6oBaHUsA MPEeIbABISIOTCS K TEKCTY CITY>KEOHBIX muceM?

25. HazoBute mpaBmia oQOpMIICHHS  PEKBHU3UTAa  «aapecar». Bumabl
aJpEeCOBaHUS.

26. UTO BXOJUT B MOHATHUE «IIPOBEICHUE IKCIEPTU3HI IICHHOCTH IOKyMEHTay?

27. PackpoiiTe TOHATUSA <«IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiTe
XapaKTEPUCTUKY KaXKJIOMY BHIY JIOKYMEHTOINOTOKA, YKaKUTE€ HX OCOOECHHOCTH.
Kakum o0pa3zom onpenensiercss JOKyMEHTOOOOPOT MPEAIPUSITHS?

28. Homenknatypa aen. 3nauenue. CocraBienue. Buabl HOMEHKIATYpPHI.

29. IlogrotoBka JOKYMEHTOB K clade B BEIOMCTBEHHbIH apxuB. Crmaua
JIOKYMEHTOB B apXuB opraHuzanud. Onucu JTOKYMEHTOB, HaxOIAIIMXCA B JIEJe.
®dopMa u cosiepkaHue akTa 00 YHUUTOXKEHUU TOKYMEHTOB U €l

30. Kakne nokymMeHTHI He mojaiexar peructpanuu? Kak u 3aueM Benercs y4er
TaKuX MOCTYIUICHU?

31. Pacckaxkxute 0 BUAAX BXOJMSIIUX, UCXOMASIIUX BHYTPEHHUX JIOKYMEHTaX.
HoxymentoB. IlpuBenutre Gopmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpannu ¢ nomompo PKK 1 aBToMaTn3npoBaHHOM.

32. Yto BKIIOYaeT B cedsi moHATHE «(HOPMHUPOBAHUSY U «OPOPMIICHUS» Ae?
HazoBute npuszHaku opopmiieHus1 00JI0KKH JeTT.

33. Cpoku XpaHeHHs] JOKYMEHTOB B 3aBHCHUMOCTH WX 3HaumMocTu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHMUS.

34. Yto BKIIIOYAET B ceOsl MOHSATHE «IOJATOTOBKA JOKYMEHTOB K apXHBHOMY
xpaHeHuo»? OyHKIMH, 3a1a4i U OTBETCTBEHHOCTH JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbHOM padoThI:

1. IIpaBujabHasE MOCJI€I0BATEIbHOCTh HANMMCAHUS 3JIEMEHTOB MOYTOBOIO
aJpeca HA MOYTOBLIX OTHPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HauMEHOBaHUE ajpecara;

B) HOMEpP KBapTHUPBHI;

') HA3BaHKE HACEJIEHHOTO MyHKTa,;

1) Ha3BaHHE 00JIaCTH, Kpast, peCIyOIuKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BaHUE YJIUIIBI.

2. YunpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIlMH, CO3JaHHasl M0 €IMHBIM MpaBWjiaM B TPeOOBaHUSIM,
coJiepkaiias uHopmaIuoo, HeoOX0IUMYIO JJIs YIIPABIECHUS B ONpe/iesieHHON cdepe
NEesATEeIbHOCTH;

0) yaudunupoBanibie  (QOpMBI  JOKYMEHTOB, CHUCTEMATU3UPOBAHHBIE TIO
GyHKUMSIM YIIpaBIEHUS;



B) COBOKYIIHOCTb JOKYMECHTOB, YCTAHOBJICHHBLIX B COOTBECTCTBHH C PCHIACMBIMHU

JOKYMEHTaMHU;
I') COBOKYIIHOCTh JOKYMEHTOB, CBSI3aHHAas €IWHOOOPAa3HBIMH  IPAaBHJIAMH
o opMIICHUS.
3. Bo3MOKHOCTH MCHOJb30BaHUs (pakcMMMUJIe KaK COOCTBEHHON TMOAMHCH
perjJaMeHTHPYeTCsI:

a) TpaXJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (peiepalbHBIX OpraHax HMCIHOJHUTEIHHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JJAHHbII HA0OP PeKBU3UTOB?

a) l'ocynapctBennsiii  rep0d  Poccuiickoii  ®enepanuu, repd cyObekTa
Poccuiickoit  denepanuu, -sMOnema opraHu3aluM, TOBapHBIA 3HAK (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABJICHUS UJIU U3/IaHMUS;

0) OJlaHK TUChbMa;

B) 0OIIMii OIaHK;

r) OJIaHK KOHKPETHOTO BHUJia IOKYMEHTA.

5. llopsAi0K HANIMCAHUS MIOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B IIpaBunax genonpous3BoAcTBa B (hellepaibHbIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3zaHus yciiyr HOYTOBOM CBSI3H.

6. PeKBU3NT «BH32» MOXKET BKJIKHYATh:

a) TOJDKHOCTh BU3HMPYIOUIETO, €ro TMOJMUCh, PacHM(PpPOBKY (MHULUAIBI U
dbamuns) u 1arty;

0) moanuce, pacuupporky (d. U. O.), naty;

B) JIOJDKHOCTD, TIOJINUCH JIATY;

I') OJKHOCTB, OJMUCH, paciiu@poBky nognucu (P. . O.).

7. 'epOoBasi neyaTh NPOCTABJIAAETCH HA MMCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAITMOHHBIX.

8. Tekcr [0OKYMEHTOB COCTABJSKT Ha TOCYIapCTBEHHOM  si3bIKe
Poccmiickoii P@enepauum MM HAa TOCYJIAPCTBEHHBIX S3bIKAX Cy0ObeKTOB
Poccuiickoit @egepauu B COOTBETCTBUH C:

a) MpaBUJia JIETOTMPOU3BOJICTBA B (heepaIbHBIX OpraHax HCIOJTHUTEIBHON
BJIACTH,

0) 3akoHosaTeNbecTBOM  Poccuiickoit denepanun U cyObekToB Poccuiickoi
denepauuu;

B) [CHOY;

I') TUTIOBOM MHCTPYKIUEHN O JI€JIONPOU3BOJICTRY.

9. Ileq1b10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISACTCSH:

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIMU JOKYMEHTOB;



0) pa3paboTKa HOMEHKJIATYPY JIeT;

B) CHCTEMAaTH3aIlMs JOKyMEHTOB B OpTaHU3aINN;

r) o0ecrieyeHne COXpaHHOCTH JOKYMEHTOB;

1) 3a1uTa KOHQUIESHITHATFHOCTH HHPOPMAITUH.

10. VYkakuTe BapHAHT OTBETOB, B KOTOPOM MNPAaBWJIbHO HA3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

a) (repb, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUS OpTaHU3AlUU,
CIIpPaBOYHBIC JaHHbIE OO0 oOpraHu3aluu, KoA ¢GOpMbI JTOKyMEHTa, MECTO s
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO [Jisi MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

0) (rep0d, smOiiemMa), HaMMEHOBAaHMUs OpraHU3aIlM{, KOJI OpraHHU3alluM, JaTa
JIOKyMEHTA, MECTO JIJIsl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, MECTO
W3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JJaTy BXOJSIIETO JIOKYMEHTA;

B) (rep0d, »MONeMa), HAWMEHOBAaHUS OpPraHU3allMM, HAUMEHOBAaHUS BHUA
JOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POPMBI JOKYMEHTa, MECTO JUIsl TIPOCTaBICHUS
pPETUCTPALIMOHHOTO HOMEpa TOKYMEHTa, CIPaBOYHBIC JaHHbIE 00 OpraHHU3allvH,
CCBIJIKA HAa HOMEP U ATy BXOSIIETO JOKYMEHTA;

r) (rep0, sMOiemMa), HaMMEHOBAaHUS OpraHU3allMU, CIPABOYHBIC JaHHBIE 00
opranusaunuu, koa opranusaunu OI'PH, mecTo s mpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JJIsl TIPOCTABJICHUSI PETHUCTPAIMIOHHOTO HOMEpPA JOKYMEHTA, CChIJIKa Ha HOMEpP
U JIaTy BXOJSIIIETO JTOKYMEHTa, MECTO JUIsl 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCS:
a) TMPOTOKOJI,
0) ycras,;

B) HMHCTPYKIIHUS,
I) [OCTaHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCH:
a) ajapecar;
0) HauMMEHOBaHUE OpraHU3alUU;
B) HaMMEHOBAHHUE BHUJA JOKYMEHTA;
I) 3arojloBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TOJMMCH.
13. AKTHBI co3par0TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnmaHKax;
B) Ha COBEIaHUU;
I)  BBIIECTOALICH OPraHU3AIMEH.
14. HopmaTMBHBIA aKT, HM3JaBaeMblid JAHPEKTOPOM 00pa30BaATEIbLHOMU
OPraHU3alMyU WIH YUPE:XKIeHUsl, 3TO:
a) TIpUKa3s;
0) TOJIOKEHHUE;
B) pacnopsbKeHUE;
I) pelieHue.



15. Bo BpemMsi NMpPOU3BOACTBEHHOI0 COBCHIAHMSA Yy JAMPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUIEHUSI U NpUHATHE pemeHusi. Kakoil TOKymMeHT ciiexyer
0()OpMHUTH MO UTOTaM 3acelaHusA?

a) [Iporokou;

0) pereHue;

B) paclopsHKEHHE;

') IPOTOKOJI, PEIICHUE U PACHOPSHKEHUE;

1) IO YCMOTPEHHUIO Ha4aJIbCTBA.

16. PekBu3uTaMu BHELIHEN CIIPABKH SIBJISIETCS:

a) meyvaTh;

0) MOIMHKCH;

B) HAMMEHOBAaHUE BUJIA JIOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHWE OPTaHU3aIINY;

€) CChUJIKa Ha JaTy pEerucTpaliOHHbIA HOMED.

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

a) SIBJISICTCS HE TONIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEpKUT PsiJ AOTOTHUTEIbHBIX PEKBU3UTOB;

B) IIeyaTaeTcs Ha Teyedakce;

') HE MOXKET OBITh 3aBEPEH MEYATHIO.

18. BbigesnTe U3 KaKHUX pPa3iesiOB COCTOUT TEKCT NMPHUKA3a MO OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIHUIA U pacTiopsAUTEIbHbIN;

0) KOHCTATUPYIOIIUHA ¥ TTOCTAHOBJISIOIIINIA;

B) KOHCTaTUPYIOUTUH U TP JIararoIiuii;

I') OCHOBHOM ¥ KOHCTATUPYIOIIHA.

19. Bbigenure, B KAaKOM W3 BH/JI0B [OKYMEHTOB He TMPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

a) 3asBJICHUE;

0) city>ke0HOe TTHCHhMO;

B) JIOKJIQ/IHAs 3aITUCKa,

I') JOJKHOCTHASI HHCTPYKITHSI.

20. Pacnpegesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JJomkHOCTHAs MHCTPYKLHSL.
. Pacniopsbxkenue qupekropa.
. CBOJIKA.
. [locTaHOBIIEHME KOJUIETHH.
. MHCTpYKIMA MO 1EJI0NPONU3BOICTBY.
. CnpaBka ¢ Mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. llITaTHOE pacniucanue.
10. TpynoBoii 10T0OBOP.
11. IlpurnamieHue Ha BHICTABKY.
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12. PernameHr.

21. Kommumccusi mo paccielOBAaHMI0 IO0Kapa, MPOW30LIeNIIEro B
00pa30BaTeJIbHOM YUPeEXKICHUH, YCTAHOBWIN Psij (PaKTOB, KOTOPbIE MOCTYKUIH
npuYnHOii moxkapa. Kakoii 10KyMeHT 10/15KHA COCTABUTH KOMUCCHS ?

a) AxT;

0) cripaBky;

B) IOKJIQJIHYIO 3aIIUCKY;

') HHCTPYKIIMIO O MIPOTUBOMOKAPHOM 0€3011acCHOCTH.

22.  JIOKyMeHT, AaJApecOBAHHbI  PYKOBOAMTEJI0  OPraHU3aLNH,
coJep:Kaliuii  00CTOSATE/ILCTBEHHOE M3JI0:KEHHEe KaKoro-jiubo Bompoca c
BbIBOJAMHM U MPeEIJI0KEHUSIMHU COCTABJICHNSI, HA3BIBAETCSH:

a) aKT;

0) nmpeacTaBICHUE;

B) JOKJIaTHAs 3aIIUCKa;

I') OPeJI0KEHNUE.

23. JlaToi c1yKe0OHOI0 MUCbMA SABJISETCH AaTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) ITOITUCAHUSI;

I') NOJYYEHUS.

24. Cnucoxk NMpUCYTCTBYKOUIMX HA 3acelaHuu odopmisieTcsi OTAEIbLHO H
NPUJIATaeTcsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6osee 15;

0) 6omee 10;

B) Oosiee 25.

25. Odopmienne o00JI0KKM JAejia IS MOCJAEAYHOIIEr0o XpaHeHHUs
onpejaessieTcs:

a) CTaHAapTOM;

0) MHCTPYKUHKEN IO IETONPOU3BOJICTBY;

B) pacropsbKEHUEM PYKOBOIUTEIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) YEeThIPE;

0) Tpu;

B) JBa.

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

a) CTOJIe, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMU;

B) BHYTPEHHEW CTOPOHE JABEPIIHI IKada ¢ JOKyMEHTaMHU.

28. Bce uaucTBI JAesia NPH MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCSH:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUJIAMH,

B) KpacHBIM KapaHJ1allloM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCSH:

a) MocJe 03HAKOMJIEHUS] C HUIMU PYKOBOIUTEIS;




0) B IepBO# MOJIOBUHE JHS MTOTYYCHHUS;

B) /10 O3HAKOMJIEHUSI C HUMU PYKOBOJIUTES.

30. Kaxnasi oOpasoBaTe/ibHasi Opranu3anus 00s13aHa UMeTh:

a) CBOAHYIO0 HOMEHKJIATYpy;

0) MHAMBUAYATbHYIO HOMEHKIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIbKO [Hell /10 HCHOJHEHHS NPOBOAAT NpeAyNpeauTe bHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPH.

32. PazneiuTesIIMHU B CIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOJPA3CICHUN;

0) HampaBJIeHUs AEATENbHOCTH MPEANPUATHS;

B) THU HEJEIH, MECSILIA.

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

a) COCTaBUTEJIEM JIOKYMEHTA,;

0) npu perucTpanuy;

B) MOCJI€ MOJIIUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B aeJie coaepskarcs J0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XpPaHeHNs YCTAHABJIMBAETCS:

a) OOJIBIINIA;

0) MEHBIIIHIA;

B) CpeIHUM.

3amaHus I CAaMOCTOSATENIbLHON PadoThI

3apanme 1. OQopMuTh BCE OTMETKH, KOTOpBIE CTaBAT HAa JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxnre MeCTOPACIOIOKEHUS ITUX
PEKBU3UTOB Ha OyiaHke popmara A4.

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

3ananmne 3. Beimumure Ha guct (gopmata A4 Bce npaBuiia oQopMIICHUS
TEKCTa JOKYMEHTa: HHTepBasibl, 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 peKkBU3HUTHI U 3JIeMEHThI TeKCTa 100aBUThH
camocTosiTenbHO. HamucaTh OOBSICHUTENBbHYIO 3alHMCKy OT HMEHH pabOTHHKA,
HapyILIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanmcats 0TBETHOE MUCHhMO-0J1aTr0JapHOCTD HA TTO3/IPABJICHHE.

2.2. OueHOYHbBIE CPeICTBA JI IPOMEKYTOYHOM aTTecTanuu (3a4er)
Bonpocs! 1J1s1 npoBeeHNs 3a4eTa:

1. [ToHsATHE «JIOKYMEHT» M €r0 (PYHKIIUH.
2. Knaccudukarust JOKyMEHTOB.



3. CylHOCTh M OCHOBHOE HAa3HAY€HHE JOKYMEHTAIMOHHOIO OOecrnedeHus
JIeSITEIbHOCTH TeJIarora.

4. CucreMbl JOKYMEHTALIUH.

5. 3akoHOAaTeNnbHasl U HOPMATUBHO-METOMYECKas: 0a3za JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBIeHHUs.

6. @opmyssip TOKyMEHTA.

7. CocTaB pEKBU3HUTOB JOKYMEHTOB.

8. TpeboBanus Kk 0pOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpebGoBanus K 61aHKaM JTOKYMEHTOB.

10. Cucrema nqoKkymMeHTaIIMU B 00pa30BaTENbHON OpraHu3alluu.

11. Opranuzaiionsnsie J0OKyMeHTbl cucteMbl OPJl. O0mias xapakTepucTuka u
Ha3HAa4YeHHE JOKYMEHTOB.

12. PacniopsinurensHuble JokyMeHThI cuctembl OPJ[. OOmias xapakrepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UndopmanmonHo-cripaBouHbie  1OKyMeHTHl cuctemMbl OPJl.  OOmas
XapaKTepUCTHKA M Ha3HAUCHUE TOKYMEHTOB.

14. JlenoBoe MMChMO KaK OCHOBHOM BH/I NMEPEIUCKHU.

15. bnanku s nucem. @opmyJisip 1€I0BOr0 MUChMa.

16. OcoGeHHOCTH OPHUITHATHHO-IETIOBOTO CTHJIS COCTaBICHUS TEKCTA JIETIOBOTO
nUChMa.

17. Buapl  cioyXeOHBIX ~ TIMCEM,  COCTaBIIAIONIME  OCHOBY  JICJIOBOM
KOPPECIOHIECHIINH.

18. DnexTpoHHas nepenucka. JIeKTPOHHBIN TOKYMEHT.

19. Opranu3zanus 10KyMeHTOo000poTa 00pa3oBaTeNbLHON OpraHU3allvy.

20. ®opMbl  opraHuzanuu paboOThl € JOKyMEHTaMu. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

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

22. Tlopsimok 06paboTKK UCXOASIINX TOKYMEHTOB.

23. Tlopsimok paboThl C BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHkaTypa Ael.

25. ®opmupoBanue,  odopmiileHHE,  XpaHEHHe Jed B TEeKyUleM
JIEIIONIPOU3BOICTBE.

26. Yaudukamus 10KyMEHTOB.

27. CtanmapTu3aius J0OKyMEHTOB.

28. Hymepaiust MHOTOCTPaHUYHOTO JOKYMEHTA.

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

30. Pestome, aBTOoOMOTpadus, XxapaKTepuUCTHKA: MOHATHE, Ha3HAYCHHUE, COCTAaB
PEKBU3HUTOB.

31. 3asBicHUE: MMOHATHE, HA3HAYCHHE, COCTAaB PEKBU3HUTOB.

32. Cny>xeOHas 3amucKa: MoHsITHE, HAa3HAYCHHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3alMCKa: IOHITHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

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

35. CnpaBka: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

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

37. Ilpukas, pacropspkeHue: MOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.



38. [Ipuka3 no IMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, mosioKeHUE: TIOHITHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

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

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

42. IlpaBuna: moHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

43. KoneKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

44, OcoOeHHOCTH COCTaBJIEHUS TEKCTA MTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MPUKas3a.

46. PexBu3uthl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCITY>KHWBaHUS), KO
dbopMBbI JOKYMEHTA.

47. PekBU3UT HAaUMEHOBAHHE OpPraHU3allMi, HAWUMEHOBAHUE CTPYKTYPHOTO
NoJipa3/iefieHusl, HAMMEHOBAHUE JOJIKHOCTH JIUTIA.

48. PekBU3UT CTIpaBOYHBIC JaHHBIC 00 OpraHU3aIiH.

49. PexBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBM3UT aTa JOKyMEHTA.

51. PeKBU3UT pEruCTpallMOHHBII HOMEP JOKYMEHTA.

52. PekBM3HUT CChUIKAa Ha PETHCTPAIMOHHBIA HOMEpP W JIaTy IOCTYIHBIIETO
JIOKyMEHTA.

53. PekBM3UT MECTO COCTaBICHUS (M3JaHMUs) TOKYMEHTA.

54. PexBu3UT rpud orpaHUYCHHS 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 IPUIIOKECHHH.

60. PexBusut rpud cormacoBaHus JOKyMEHTA.

61. PekBusuT BH3a.

62. PexBU3UT ITOAITUCH.

63. PexBu3uT 0TMETKA 00 JIEKTPOHHOM MOAIHUCH.

64. PexBU3UT meyarsh.

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 HANIPABJICHUH IOKYMEHTA B JIEJIO.



