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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHUA

®onpx  oneHouHbix cpenacts (POC) — HeorbemiieMas YacTh paboyeit
IporpaMMbl  AUCHUIUIMHBL  «JloKyMeHTarmoHHoe obecredeHne o0pa30oBaTeNbHOM
OpraHu3allii» W TMpeAHa3HAYeH [JIsi KOHTPOJSI U OLIEHKM 00pa3oBaTEIbHBIX
JOCTH)KEHHUH CTYZI€HTOB, OCBOMBIIUX MMPOTPaMMYy JHCLMILIAHBI.

1.2. Heaun u 3aa0a4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOY4YarOIIETOCS
tpeboBanusim  OI'OC  BO  OakamaBpuar 1O  HampaBlI€HUIO  MOJATOTOBKH
04.03.01 Xumusi, yTBep>KIECHHBIM MpHUKa3oM MUHHCTEpCTBA 00pa3oBaHUs U HAYKH
Poccuiickoit ®enepanuu ot 17 wurons 2017 1. Ne 671 (c uU3MEHEHUAMH U
JIOTIOJTHEHHUSIMH ).

1.3. Ilepeyenb kKommereHuUMH, (GopMHUpPYEeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHON MPOrPaAMMBI

[Ipouiecc ocBoeHUs1 AUCIHUILUIMHBI HANpaBIeH Ha (OPMHUPOBAHUE CIEAYIOIIMX
KOMIIETCHLIMH ¥ MHIMKATOPOB MX JOCTHKEHHUS:

Kox mo ®1'OC BO \ HNHaukaTop 10CTHKEHUSA
YHuBepcaabHbIe
YK-4 VYK-4.1. Bnazneer cucTteMOil HOpM PYCCKOTO JINTEPATYPHOIO sA3bIKa
Cnocoben OCYIIECTBIISITh | P €r0 HCIHOJB30BAaHUU B Kauye€CTBE TOCYJApCTBEHHOIO S3bIKA

JeNoByl0 KomMMyHHKanuio B | Poccuiickoit  ®enepanun u  HOpMaMHM  HMHOCTPAaHHOTO(BIX)
YCTHOM M TIHCbMEHHOH | A3bIKA(OB), HCIIOJIb3YET pa3iuuHble (OPMBI, BHJBI YCTHOM H
¢dopMax Ha rocylapCTBEHHOM | MUCbMEHHOW KOMMYHHKAIIUH.

A3BIKE Poccniickoi
Denepannu u
MHOCTPaHHOM(BIX) SI3bIKE(aX)

VK-4.2. Hcnone3yeT S3bIKOBBIE CpEACTBA MJI JIOCTHIKEHUS
npodeccuoHabHBIX 1I€Jeil Ha PYCCKOM M HHOCTPaHHOM(BIX)
a3blke(ax) B paMKax MEXKJIMYHOCTHOTO U MEXKYJIbTYpHOIO
oO1IeHus.

VYK-4.3. OcymecTBiseT KOMMYHHUKAIMIO B U(POBOI cpene s
JNOCTUXKEHHUSI TMpodeccHOHANbHBIX Iened U 3(h(PeKTUBHOrO
B3aMMOJICHCTBHSIL.

1.4. Dranbl ¢GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLCHUBAHUA
YPOBHS X ¢()OPMUPOBAHHOCTH

KonTpoabHo-o1eHOYHBIE

Jranbl popMupoBaHus komnereHuuii | Komnerenuuu
cpeacTBa / cnocod oneHnBaHUs

Tema 1. Teoperuko-npaBoseie u | YK-4 BeicTymuieHHe Ha IPAKTUYECKHUX
HOpPMAaTUBHBIE OCHOBBI 3aHATHAX, YCTHBIHN onpoc
JOKYMEHTallHOHHOI'O obecrieyeHus

yIOpaBJeHUs




Tema 2. Crangaptuzanus npounecca | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
JIOKYMEHTHPOBaHUS 3aHATHSX, YCTHBIN onpoc

Tema 3. Cucrema opranuzanuosso- | YK-4 BoicTyneHrue Ha NpakTHYECKHX
pacrnopsauTeabHON TOKYMEHTAlUU 3aHATHSIX, YCTHBIHM onpoc

Tema 4. Opranuzanus | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
JOKyMeHTooO0opoTa  00pa3oBaTesIbHON 3aHATHSAX, YCTHBIN onpoc
OpraHu3aluu

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

1.5. Onucanue nokaszaresued (GOPMUPOBAHNS KOMIIECTECHIIMMT

Kox komnerennun Pe3yabTatsl chopMHUpPOBAHHOCTH

YK-4 3HaeT: TEOPETHUECKUE OCHOBBI JOKYMEHTAIIMOHHOTO 00€CleYeHUs
yIpaBleHUs, €r0 TEPMHUHOJOTHMIO W 3a/add; CBOICTBA, (QyHKIMH H
NpU3HAKH JOKYMEHTa; CHOCOObI M CpelcTBa JOKYMEHTHPOBaHUS;
KJIacCH(PUKALMIO BUIOB JIOKYMEHTOB; CTPYKTYpPY JOKyMEHTOB U
HOPMAaTHBHBIE TPEOOBAaHUS K HX COCTABICHHUIO U 0(hOPMIICHHIO.

VMeeT: cocTaBlsATh M OQOPMIATH JOKYMEHTBHI, HCIIOJNB3yeMbIe B
npoeCCHOHATBPHON ~ JIESATETbHOCTH Telarora B COOTBETCTBHUH  C
YCTAQHOBJIICHHBIMH  TPEOOBaHMSMH, B TOM  YHCJIE€  HUCIIOJB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Brnaneer HaBbIKamu: cocTaBieHHS U O(GOPMIICHHUS Pa3JIMYHBIX BUIOB
JOKYMEHTOB TpPaJUIIMOHHBIM CIIOCOOOM W B 3JEKTPOHHOM BHJE,
HaBBIKAMU JIEJIOBBIX KOMMYHHUKALIMH B YCTHOW U MUCBMEHHON (popme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum ouneHMBaHUsI KOMIIETCHIMII HAa Pa3sHBIX 3Tanax MX
(¢opMupoBanus

KoumuectBo
Buj yueOHoii padoThl 0aJi10B
101010 3900

BrinonHenue u 3amura npakTHYECKuX padoT 40 45
KonrponsHas pabora 15 15
KoHTpoisib caMocTosTENhHOM paboTHI 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1LHOM HIKAJIE

Yerbipexoa/uibHAs Cucrema
100-6amnbHas | BykBenHasi mkasa, coorBercrByomas 100-
cHUCTEMA OlEHMBAHMSA OlICHUBAHUS

mKaJjaa 0aJIJILHOM 1IKaJIe
IK3aME¢Ha 3a4yera

OTnuaHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJICPIKAHNE
Kypca OCBOEHO TIOJTHOCThIO, O€3 TIPOOEIIOoB;
HEO0OXOIUMBIE TTPAKTUIECKIE HABBIKA PAaOOTHI
C OCBOCHHBIM MaTepHAJIOM C(hOpPMHUPOBaHBI,
BCE MPEAYCMOTPEHHBIC MIPOrPaMMOi
o0y4eHHs yucOHBIC 3aaHUS BHITOTHCHBIL,
Ka4eCTBO MX BBITIOJHEHUS OI[CHEHO YHCIIOM
0aJuI0B, OJIM3KUM K MAKCHMAThHOMY

3aureHo




Xoporo

83-89

B — o4eHB XOpOIIIO — TEOPETUIECKOE
COJICpKAHUE Kypca OCBOCHO TOJIHOCTHIO, 0e3
po0OesIoB; HEOOXOIUMBIC TPAKTHYCCKIE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM Cc(hOpMHUPOBAHEI; BCE
MIPEyCMOTPECHHBIC IIPOTPAMMOi 00yUYCHHUS
y4eOHbIC 3a/JaHUsI BBITMIOIHEHBI, KAYECTBO
BBINOIHEH NS OOJILIIMHCTBA U3 HUX OLIEHEHO
YUCJIOM 0aJUIOB, OJM3KHM K MAaKCUMAJILHOMY

Xopomio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIePIKAHIE
Kypca OCBOCHO MOJIHOCTBIO; HEKOTOPbIE
MPaKTHYECKHUE HABBIKU PAabOThI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00yueHHsl yucOHBIC 3a1aHUS BHIITOTHCHBI,
Ka4yeCTBO BBIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLIEHEHO MUHHMAJILHLIM YHCIIOM 0aJlIoB,
HEKOTOPBIC BUJIBI 3aTaHH BHITIOJIHEHBI C
onInoKamMu

Y 10BJIETBOPUTEIBHO

63-74

D — y10BIETBOPUTENBHO — TEOPETUIECKOE
cofiepKaHNE Kypca OCBOCHO YaCTHYHO, HO
Ipo0eIBl He HOCST CYIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE IPAKTUIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepHaioM B
OCHOBHOM c(hOPMHPOBAHBI; OOJIBIIMHCTBO
IIPEeIyCMOTPEHHBIX IPOrpaMMoi 00ydeHus
y‘ICGHLIX SaﬂaHI/Iﬁ BBITIOJTHEHO, HEKOTOPHIC U3
BBITTOJTHCHHBIX 3a;:[aH1/1171 CoJcpIKaT OIHI/I6KI/I

Y 10BJIETBOPUTEIBHO

50-62

E — nocpeAcTBEHHO — TEOpETHYECKOE
COZIepKaHUE Kypca OCBOSHO YaCTUYHO;
HEKOTOPBIE MPAKTUUECKHE HABBIKK PabOThI HE
c(OpMHUPOBaHBI, MHOTHE MTPEAYCMOTPEHHbIE
y4e0HOI1 TporpaMMoii 00y4eHus yaeOHbIe
3aJ1aHMs He BBINIOJIHEHBI JIHOO Ka4ecTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YHCIIOM 0AJIOB, OJIW3KUM K MUHUMAIBHOMY

HeynosnerBopurenbHo

21-49

FX — Hey10BAETBOPUTEIBHO — TEOPETHUECKOE
COJIEp>KaHUE Kypca OCBOEHO YACTHYHO;
HEO0XOIUMBIC TIPAKTHYECKUE HABBIKH PAOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(hopMHUPOBaHbI; OONBITUHCTBO
HpPeAyCMOTPEHHBIX yUeOHOH MporpaMmoit
00y4eHus: yueOHBIX 3aJJaHUN HE BBITOJTHEHO
00 KauyeCcTBO MX BBHIIIOJIHEHUS OLEHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY;
MIPH IOTIOJHUTENBEHO CAMOCTOSTENbHON
paboTe Ha/l MaTepHajIoM Kypca BO3MOXKHO
MTOBBIIICHUE KAYECTBA BBITOIHCHHS YUCOHBIX
3a/laHui

HeynosnerBopurensHo

0-20

F — Heyn0oBIETBOPUTENBHO — TEOPETHUECKOE
cofiepsKaHuE Kypca HE OCBOEHO;
HEO0XO/INMBIE IPAKTHYECKUE HAaBBIKH PAOOTHI
He c(pOpMHUPOBAHBI; BCE BHITIOTHEHHBIE
ydeOHbIe 3aJJaHNs COep)KaT rpyObIe OMMOKH;
JOTIOJIHUTENbHAsI CAMOCTOsATENIbHAS paboTa
HaJI MaTepHaJIoM Kypca He TIPUBENET K
KaKOMY-JIH00 3HaYNMOMY ITOBBIIICHUIO
Ka4yecTBa BBIIOJIHCHHS YUSOHBIX 3aJaHUH

He 3aureno




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHo4HbIE CPEACTBA TEKYLIET0 KOHTPOJIsI (THIIOBbIE)

Bomnpocs! 1151 yCTHOTO onpoca:

1. [laiTe onpeneneHue NOHATHS «TOKYMEHTY.

2. Packpoiite nousitue «AOVY». HazoBure npodeccroHasbHbie TEPMHUHBI U
OIIpe/ieNIeHNUs B 00JIaCTH AEIONPOU3BOJICTBA.

3. HasoBure u packpoiire pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTU OpraHU3alUy AEJIONPOU3BOICTBA BbI
3Haere? HaszoBuTe conepkaHue maKeTa O0OS3aTENbHBIX 3aKOHOAATEIbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOY.

5. HazoBute mpaBuia  yTBEpXKACHHUS  JOKYMEHTOB. TpeboBaHus U
odopMIICHHE.

6. Kakue peKBH3UTHI SBISIIOTCA «IOPUAMYECKH 3HaYUMbIMU»? IlpaBuia mx
oopmieHus. YTo BKIIOYAET B C€Osl MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBenure mpuMepbl JOKYMEHTOB, KOTOPbIE OAJIEKAT YTBEPKACHUIO U Ha
KOTOPBIX CTaBUTCS Nedath. Kak opopMIIAIOTCS NepeyHn TaKuxX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/I. Jlata BBeieHHne U 4TO OH ycTaHaBiauBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBute pexkBu3uThl 00mIero OnaHka W OyiaHka st muchMma. [IpaBuia
opopmiterusi. Kakue Buabl OnaHkoB Bbl 3HaeTe? B yeM ocobeHHOCTH OjaHka
JOJKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3upoBanue. HazoBuTe BUIBI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxkxute 0 medarssx W wITamMmax NpeaupuATAA W opraHusanui. Ha
KaKUX JIOKyMeHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITIOJIb30BaHUIO repO0BOM neyaTu?

12. PackpoiiTe coxmep:kaHMe TOHATHS «yIlpaBieHue». HazoBure cucreMbl
JOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP/]». Kakme rpynmsl u Buabl
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxkxute 00 OCOOCHHOCTSIX JJICKTPOHHOTO JTOKYMEHTA, DJICKTPOHHOM
NEPENUCKHU U TPEOOBAHUSX, IPEIBABISEMBIX K HEH.

14. B yem ocobennoctu Oyanka myisg nuchbma? HazoBuTe pekBU3HUTHI OJIaHKA
JUISL IMChMA U PEKBU3UTHI CTYKEOHOTO MUChMa.

15. Yto pernmamMeHTHpPYyET THUIIOBAsi MHCTPYKLUS O AeI0onpon3BoaAcTBy? JlaiiTe
XapaKTEPUCTUKY OPTaHU3aMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJIBI.

16. HazoBute BuAbl HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIE BaM BUbI PETUCTPALUU.

17. Jaiite  XapakTEpUCTUKY YYPEIWUTEIbHBIM JOKYMEHTaM M  yCTaBy
npennpusatysd. Kakne BUbl yCTaBOB Bbl 3HaeTe?

18. Manite  xapakTepucTuky JIOoKyMmMeHTy «llosoxenue» wu  HazoBuTe
CTPYKTYPHBIE YaCTH TEKCTa JOKYMEHTA U €r0 COACPIKAHMUS.



19. Maite xapakTepucTuKy JOKymeHTy «MHCTpykums». [IpuBenure npumepsl.
JlompKHOCTHAS! MHCTPYKIHS, CTPYKTypa Tekcta. Odopmierue. O3HakOMIICHUE.

20. [lItatHoe  pacriucanne (OCOOCHHOCTH  COCTaBIICHUS, O(OPMIICHUS.
TpeboBanue K UCMIOIB30BAHUIO YHUDUITUPOBAHHBIX (HOPM.

21. I[IpaBuna BHyTpEHHETO TPyAOBOTO pacnopsaka u [lomoxenue o nepconae.

22. JlaliTe XapaKTEpUCTUKY PACTIOPSAUTEIBHBIM JTOKYMEHTAM.

23. HazoBute BUIbI pacOPsAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0TO.
Ha3oBure CTpyKTypHBIE 4YacTH TEKCTa  PaCHOPSAIUTEIBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyJIbl U PACTIOPSIAUTENBHON YaCTH.

24. B uyem ocoOeHHOCTH ciykeOHbIX nucemM? Ha3zoBuTe BHUIBI CITyKEOHBIX
nucem. Kakue TpeboBaHUs MPEBABISAIOTCSA K TEKCTY CIYKEOHBIX uceM?

25. HazoBute mpaBuina oQopMIIEHHS  pEeKBH3UTa  «aapecaT». Bunasl
aJpEeCOBaHMUs.

26. YTO BXOJIUT B MOHATUE KIPOBEAECHUE IKCIIEPTU3BI HEHHOCTH IOKYMEHTa»?

27. PackpoiiTe TOHATUS <«IOKYMEHTOOOOPOT», «JIOKYyMEHTOHOTOKW». JlaiiTe
XapaAKTEPUCTUKY KaXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum oOpa3zom omnpenensiercs T0KyMEHTOO00POT NPEaPUsTHS?

28. Homenkmnarypa aein. 3aueHue. CocraBieHue. Buabl HOMEHKIIATYPBI.

29. IloaroToBKa JIOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Craua
JOKYMEHTOB B apXWB opraHu3zanuu. Onucu JTOKYMEHTOB, HaxOIAIIUXCSA B JeEle€.
®dopma u conepkaHue akTa 00 YHUUTOKEHUU IOKYMEHTOB U JIE]l.

30. Kakne noxyMeHTBI He nTouiekaT peructpanun’? Kak u 3aueM BeneTcst y4eT
TaKuX MOCTYIUICHH?

31. Pacckaxure 0 BHIAaX BXOJSAIIMX, MCXOMSAIIMX BHYTPEHHUX TOKYMEHTAaxX.
HoxymentoB. IlpuBenutre Gopmbl KypHalbHOW perucTpanuu. Pacckaxure o
perucrtpanuu ¢ nomousro PKK u apromaTtusupoBanHoi.

32. Yto BKJIIOYAET B ce0sl MOHATHE «(POPMUPOBAHUSI» U «OPOPMIICHUSD» JEH?
HazoBute npusHaku opopmMieHus: 00JI05KKHU JEII.

33. Cpoku XpaHEHHs JOKYMEHTOB B 3aBUCMMOCTH MX 3HaunMoOcCTH. Ha3oBute
HOPMATHUBHBIA JOKYMEHT, 110 KOTOPOMY OIPEACIIAIOT CPOKU XPaHEHUSI.

34. Yto BKJIIOYAET B ceOsl MOHATHE IOATOTOBKAa JOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKIMY, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAs MOCJE€I0BATEIBLHOCTh HANMUCAHUS JIJIEMEHTOB IMOYTOBOIO
ajjpeca Ha MOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN WHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEpP KBAapTHUPBHI;

I') HA3BaHHUE HACEJIEHHOTO MyHKTa;

1) Ha3BaHUE 00J1acTH, Kpas, peCIyOInKH;

€) CTpaHa;



) HOMEp JIoMa;

3) HA3BAHHE YJIMIIBL.

2. YuuduuupoBaHHasi cucTeMa JOKYMEHTAUMHU — ITO:

a) cucTemMa JOKYMEHTAIMH, CO3/IaHHas M0 EAMHBIM MpaBUiIaM U TPeOOBaHUSM,
coaepkaiiast nHGOpMaIMio, HEOOXOAUMYIO JIJIsl YIPABICHUS B ONpEeNIeHHON cdepe
JeSITEIIbHOCTH;

0) yauduiupoBaHHsie  GOpMBI  TOKYMEHTOB, CHCTEMaTH3WPOBAHHBIE  TIO
GYHKITUSAM YIIpaBIICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEIIAEMBIMH

JIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €JAMHOOOpa3HBIMH  ITpaBUIIAMHU
oopMIIECHUSI.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAaKCMMUJIE KAK COOCTBEHHOM IMOANMMCH
perjiaMeHTUPYeTCs:

a) rpaXxJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JEJIONPOU3BOACTBA B (peiepabHbIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIJAaHKOB COOTBETCTBYET JaHHbIN HA00pP PeKBU3UTOB?

a) l'ocynapcrBennslii  rep0d  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  denepanuu, -smOnema opraHu3alMy, TOBapHBIM 3HAK (3HAK
oOcCTyKMBaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) OJJTaHK KOHKPETHOTO BHJIa JOKYMEHTA.

S. Ilopsinok HAMKUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [lpaBmiax nenompous3BOJCTBa B (heepalibHBIX OpraHax HCHOJHUTEIHHOM
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexkBU3HUT «BHU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIEro, €ro MNOANHCh, paclM@poBKY (MHUIHAIBI U
dbamunus) u gary;

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

B) IOJIKHOCTD, TOAMUCH JaTy;

T') TOJDKHOCTD, IOAMHKCH, paciudposky noamnucu (O. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJISAETCSH HA MUCbBMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) "H(QOPMAITMOHHBIX.

8. Teker [OOKYMEHTOB COCTABJSKT HA TOCYIapPCTBEHHOM  SI3bIKE
Poccuiickoii ®Degepanmy WM Ha TOCYJAaPCTBEHHBIX HA3BIKAX CYOHEKTOB
Poccuiickoit @exepanuu B COOTBETCTBHU C:



a) MpaBUJia JIENOMPOU3BOJICTBA B (elepalbHbIX OpraHax MCHOJHUTEIBHOM
BJIACTH;

0) 3akoHOmarenbcTBOM Poccuiickoit @enepaunn U cyObekToB Poccuiickoit
denepannu;

B) [CHOY;

T') TUIIOBOM MHCTPYKIIMEHN IO IEJIONMPOU3BOJICTBY.

9. esib10 CTAHIAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) IOPUJINYECKOE 3aKPEIICHUE PE3yIbTaTOB YHU(DUKAIIMU JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIeTT;

B) cCTeMaTH3allus JOKYMEHTOB B OpraHU3alIlNH;

r) oOecrie4eHre COXPaHHOCTH JOKYMEHTOB;

1) 3a11uTa KOHQUIESHIIMATbHOCTH UHPOPMAIIUH.

10. VYkaxute BapHMaHT OTBETOB, B KOTOPOM NPABHJIbHO HA3BaHbI
PEKBU3HUTHI OJIAHKA MUCHMA:

a) (rep6, »MOnema), KOJ OpraHu3alMyd, HAUMEHOBAHUS OpraHU3allH,
CIpaBOYHBIE JaHHbIE OO0 OpraHu3aiuu, KoJa (OpMBI JOKYMEHTa, MECTO st
IPOCTaBJICHUA JaThl JOKYMEHTa, MECTO JUIsi TMPOCTABICHHUS PETUCTPAIMOHHOTO
HOMEpa JIOKyMEHTa, CChIIIKAa Ha HOMEp U JaTy BXOJSIIETO TOKyMEHTA;

0) (repb, 5MOsiemMa), HaMMEHOBAHMS OpraHU3allMU, KOJI OpraHu3alluM, Jara
JIOKYMEHTa, MECTO JUIsl IPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEPA IOKyMEHTa, MECTO
U3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JIaTy BXOSIIETO TOKYMEHTA;

B) (rep0, oMOnema), HAWMEHOBAHMUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTABJICHUS
PETHCTPAllMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3aIlui,
CChUIKA Ha HOMEP M JIaTy BXOJAIIETO JOKYMEHTA,

r) (rep0, sMOjema), HaMMEHOBAHUS OPTAHMU3AIMU, CIPABOYHbBIE JaHHBIE 00
opranusaunuu, koa opranuzaunu OI'PH, mecTo nys mpocTaBieHnst 1aThl JOKYMEHTA,
MECTO /ISl TIPOCTABJICHUSI PETHUCTPAIMIOHHOTO HOMEpPA JOKYMEHTa, CChIJIKa Ha HOMEpP
Y J1aTy BXO/SIIEro JOKYMEHTA, MECTO JIJIS 3aT0JI0BKA K TEKCTY.

11. K opranusanmoHHbIM JOKYMEHTAM OTHOCSATCSH:
a) TPOTOKOJI,
0) ycras;

B) HMHCTPYKILIHUS,
I) T[OCTAaHOBJICHHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauMMEHOBAaHWE BUJA JOKYMECHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTBI cO31aK0TCH:
a) KOJUICTHAJIBHO;
0) Ha OnaHkax;



B) Ha COBCIAHWH;
I)  BBIIECTOAIICH OPraHU3AIMEH.

14. HopmaTuBHBI aKT, HM3JaBaeMblii IMPEKTOPOM 00pa3oBaTelbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:

a) MpuUKas;

0) TIOJIOXKCHHE,

B) PpAacCHOpSIKEHUE;
I) pelieHue.

15. Bo BpemMs NpoOU3BOACTBEHHOI0 COBEUIAHHMS Yy JAMPEKTOPA CeKpeTapb
3allUCHIBAJI BBICTYIUICHUSI U NpUHATHE pemieHusi. Kakod TOKyMeHT cJieayer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEHHE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) 10 yCMOTPEHHUIO HAYaJIbCTBA.

16. PekBu3duTtamMu BHELIHEl CIIPAaBKU SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAMMEHOBaHUE OpraHU3allNH;

€) CCBUIKA Ha JaTy PErHCTPAalMOHHBIA HOMED.

17. ®axkc oTin4aercsi OT NMCbMA MO0 0()OPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT PsiZl JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BbigeanTe M3 KaKUX pa3lesioB COCTOUT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTAaTUPYIOUIUHI U pacoOpsANTENbHbIN;

0) KOHCTATUPYIOIIUKA U TTOCTAHOBJISIOIIINIA;

B) KOHCTaTUPYIOLIMHI U TIpeJararouiuii;

I') OCHOBHOU ¥ KOHCTATUPYIOIIHA.

19. Bbizenure, B KaKOM H3 BHAOB [0KYMEHTOB He IPOCTABJISIOTCH
PEKBU3UT HAUMEHOBAHMS BH/1Aa JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHEMO;

B) JOKJIQJIHAS 3aIMCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpenequre YyKazaHHble HHMXKe JOKYMEHTbI Ha 3 rpynmbl:
a) OpraHu3alnuoHHbIe, 0) pacnopsiANTeIbHbIE, B) HHPOPMAIIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. JIOmKHOCTHAsA HHCTPYKIIUSL.

3. PacniopsixeHue qupekTopa.



4. CBOJIKa.

5. IlocTaHoBNEHUE KOJUIETUH.

6. MucTpyKuus Mo 1eT0NPOU3BOJICTRY.

7. CripaBKa ¢ MecTa padOThI.

8. [Ipukas o npueme Ha padoTy.

9. llltaTHOE pacnuca”ue.

10. TpynoBoii 10roBop.

11. ITpurnameHnue Ha BHICTaBKY.

12. PernameHT.

21. Kommucceuss mo pacciieJOBAaHHIO TMO0Kapa, Mpou3ouIealiero B
00pa3oBaTeIbHOM YUpPeKAeHNHU, YCTAHOBUIM Psi (GaKTOB, KOTOPbIE MOCTYKHIU
NpuYnHOi noxxkapa. Kakoi 10KyMeHT 10/15KHA COCTABUTH KOMuUcCCHs?

a) AKT;

0) cripaBKy;

B) JOKJIQJHYIO 3aUCKY;

') HHCTPYKIIHIO O IPOTUBOIIOXAPHOK O€301aCHOCTH.

22.  JIOKYMeHT,  aJpecOBAHHbI  PYKOBOAMTEJII0  OpPraHU3aIUMN,
coJep:Kamiuii  00CTOATEILCTBEHHOE M3JI0KeHHe KAaKoro-iubo Bompoca c
BBIBOJIAMH U MPEIJI0KEHUSIMHU COCTABJIEHNSI, HA3bIBAETCS:

a) aKT;

0) npeacTaBICHUE;

B) JIOKJIQ/THAS 3aITHCKa,

) IPEAJIOKEHHUE.

23. JIaToi c1y:KeOHOro MUCbMA SIBJISIETCA JaTa:

a) COCTaBJICHUS,

0) oTIpaBJICHUS;

B) O/AMMUCAHUS,

T') MOJYYEHHUS.

24. Cnucok NMPHUCYTCTBYIONIUX HA 3acelaHuu 0QopMJIfeTcs OTAeJbHO M
NPWIAraeTcs K NPoTOKOJIy, €CJIU TAKOBbIX:

a) 6ounee 15;

0) 6onee 10;

B) Oonee 25.

25. Odopmiaenue 00J0XKKM Jesia sl TNOCJHEIYIOIEr0 XpaHeHHUs
onpeneJsiercs:

a) CTaHAapTOM,;

0) MHCTPYKIIUEH TI0 TeTOTIPOU3BOJICTBY;

B) pacropsHKEHUEM PYKOBOIUTEIS.

26. DxcnepTr3a HEHHOCTH JOKYMEHTA NPOXOIHUT B _ ____Jramna:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. HomenkJatypa e (padouuii 3k3eMILISIP) MOMENIAIOT HAa:

a) cToJje, MOJ CTEKIOM;

0) nBepiie mkada c JTOKyMEHTaAMU;



B) BHYTPEHHEN CTOPOHE ABEPILIbI MIKada ¢ JOKyMEHTaMHU.

28. Bce JmcThl fAesia NpPUH NOATOTOBKE HMX K Ilepejadye B apXuB
HyMepYITCs:

a) YepHBIM rpapUTHBIM KapaHalIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasiiue 10KyMeHTbI perucTPUPYIOTCS:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOJAMTEIIS;

0) B IepBOIi MTOJIOBUHE JTHS MOTYUYEHUS;

B) /10 O3HAKOMJICHUS] C HUMHU PYKOBOIUTES.

30. Ka:xxknasi o0pa3oBaTesibHAsi OPraHu3aIus 00si3aHA UMETh:

a) CBOJHYIO HOMEHKIIATYPY;

0) MHIUBHUTYaIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a cKOJBKO JHeil 10 HCNOJHEHHS MPOBOAAT MNpeayNpeauTeabHbIN
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazneauTe/isiMU B CTIPABOYHON KAPTOTEKe CJIY:KAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOPA3CIICHUN;

0) HampaBlIeHUs JEATEIHHOCTU MIPEATPUITHS,

B) IHM HEJICIIH, MECSIIA.

33. Ha ucxoasimeM J0KyMeHTe PeKBH3HUT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM IOKYMEHTA;

0) mpu perucTpanuu;

B) MOCJIE TTOAMUCAHUS PYKOBOJAUTEIIEM.

34. Ecau B geJie cogep:Karcs JOKYMEHTbI Pa3jiMYHON LEHHOCTH, TO CPOK
XpaHeHHUs] YCTAHABJIUBAETCSI:

a) OOJNBIINI;

0) MEHBIIINIA;

B) CpEIHUM.

3amaHus I CAaMOCTOSATEILHON padoThl

3aganme 1. OdopmMuTh BCe OTMETKH, KOTOPHIE CTaBSIT Ha JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIONKEHUS 3TUX
PEKBHU3UTOB Ha OyaHke popmara A4.

3aganme 2. 300pa3uTte cxeMaTHUeCKH KIacCU(pUKAITIIO JOKYMEHTOB.

3aganme 3. Bemmmmmre Ha nuct dopmara A4 Bce mpaBuiia 0OpPMIICHHUS
TEKCTa JOKYMEHTa: HMHTepBasibl, WIpUdThl U T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U OGOPMUTH JOKIATHYIO 3alUCKy O HapyIICHUH
TPYJIOBOM UCUHUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3€MEHTHI TEKCTa J00OABUThH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU paOOTHUKA,
HapYILIUTENS TPYAOBON AUCHUTIIUHBI.



3ananme S. Hanucate 0TBETHOE MUCHMO-0J1ar0JapHOCTh Ha MO3/[PABJICHHE.
2.2. OneHO4YHBbIE CPeICTBA JJIsl IPOMEKYTOYHOM aTTecTanum (3a4er)

Bomnpocsl aJ1s1 npoBeieHus 3a4eTa:

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

2. Knaccugukanus 10KyMEHTOB.

3. CyIIHOCTh M OCHOBHO€ Ha3HA4Y€HHE JOKYMEHTAI[MOHHOTO OOecrnedeHus
JEATEIIbHOCTH Mearora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/AaTeNbHAsT U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTAlMOHHOTO
o0ecrieueHus ynpaBIeHUs..

6. ®opmyJIsIp TOKYMEHTA.

7. CocTaB peKBU3UTOB TOKYMEHTOB.

8. TpeboBanus Kk 0(hOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB.

9. TpeboBaHus K O1aHKaM JOKYMEHTOB.

10. Cuctema noKyMeHTaluu B 00pa30BaTeIbHON OpraHU3alNH.

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

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

13. UadopmarinoHHO-cIipaBOYHbIe  JTOKyMeHTHl cucteMbl OPJI.  OOmras
XapaKTEPUCTHKA U HA3HAYEHUE JOKYMEHTOB.

14. JIenoBoe MMCchbMO Kak OCHOBHOM BHJ TIEPETIUCKH.

15. bnanku nnsa nucem. @opmyJisip AEIOBOTO MUCHMA.

16. OcobenHOCTH OPUITHATEHO-EI0BOTO CTUJIS COCTABJICHUS TEKCTa JEJI0BOTO
NUChMa.

17. Bunbl  ciy>)keOHbIX ~ THCEM,  COCTaBISIIOIIME  OCHOBY  JEJIOBOM
KOPPECTIOHEHIIUH.

18. DnexTpoHHas NnepenucKa. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaius 10KyMEHTOO00pOTa 00pa30BaTeIbHON OpraHu3aIuu.

20. ®opmMbl OopraHuzanMu  padboOThl € JIOKyMEHTaMd. JIOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Iopsiaok 06pabOTKH BXOIALIMX JOKYMEHTOB. Peructpanus JOKyMeHTOB.

22. Ilopsimok 00pabOTKK UCXOAIIUX IOKYMEHTOB.

23. Ilopsiaok paboOThl ¢ BHYyTPEHHUMH TOKYMEHTAMHU.

24. HomeHkiatypa Jen.

25. ®opmupoBaHuUeE, odopmIIeHHE, XpaHCHUE hi(Sh) B TEKyLIEM
JEJIONPOU3BOICTBE.

26. YHudukanus J0KyMEHTOB.

27. CrangapTusanys J0OKyMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOT'O JOKYMEHTA.

29. lllpudTel, KErNIK U MOJIS, IPUMEHsIEMbIE TPU 0(OPMIIEHUH TOKYMEHTOB.

30. Pe3tome, aBroOuorpadus, xapakTepucTuKa: MOHATHE, Ha3HAYEHUE, COCTAB
PEKBU3UTOB.



31. 3asBIIEHUE: TOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

32. Cnyxe0OHas 3amucKa: MMOHATHE, HAa3HAYEHUE, COCTaB PEKBU3HTOB.

33. OObsicHUTENbHAS 3aMMCKa: MOHATHE, HA3HAYCHHE, COCTaB PEKBU3HUTOB.

34. JlokiagHas 3anucKa: MOHATUE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

35. CnpaBka: NOHsITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: MOHATHE, HA3HAUYECHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopspKeHUE: TOHATHE, HA3HAYECHHUE, COCTAB PEKBU3UTOB.

38. [Iprka3 o TMYHOMY COCTaBY: MOHSITUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

39. YcraB, NOJIOKEHUE: IOHATUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: MTOHATHE, HA3HAYECHHUE, COCTaB PEKBU3UTOB.

41. UHCTpyKUMsS MO JACJIONPOU3BOACTBY: TOHSTHE, HA3HAYEHHUE, COCTAB
PEKBU3UTOB.

42. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KOJIIEKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. OcoOEeHHOCTH COCTABJIEHUS TEKCTA MTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJIEHUS TEKCTA MTPUKa3a.

46. PexBusuthl repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCIIyKHMBaHUS), KO
(bOpMBI JOKYMEHTA.

47. PekBU3UT HAMMEHOBAHUE OpraHW3alM{, HAWUMEHOBAHHUE CTPYKTYPHOTO
No/Ipa3/ieJieHusl, HAMMEHOBAHUE JOJKHOCTH JIULA.

48. PeKBU3UT CIpaBOYHBIC JIAHHBIE 00 OpraHU3AIINH.

49. PexkBU3UT HAHMEHOBAaHUE BUA JOKYMEHTA.

50. PexBu3uT nara 10KyMEHTA.

51. PekBU3HUT perucTpalliOHHbIA HOMEP JOKYMEHTA.

52. PEKBU3HUT CChUIKA HA PETUCTPALMOHHBII HOMEp W JaTy MOCTYHHUBIIETO
JIOKYMEHTA.

53. PeKBU3HUT MECTO COCTABJICHUS (M3AaHUs) TOKYMEHTA.

54. PexBu3ut rpu@ orpaHudeHus J0CTyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PekBu3uT rpud yTBEp>KAEHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT IOKYMEHTA.

59. PEKBU3HUT OTMETKA O IPUIIOKEHHH.

60. PexBu3ut rpud cormacoBaHusi JOKYMEHTA.

61. PexBuzur Bu3a.

62. PEeKBU3HUT NOJIMHKCH.

63. PexBU3UT OTMETKa 00 3JIEKTPOHHOM MO IITUCH.

64. PexBU3UT neyvars.

65. PexBU3HUT 0TMETKa 00 HCTIOTHUTEE.

66. PeKBU3UT OTMETKA O 3aBEPEHUH KOTIHH.

67. PEeKBU3UT OTMETKA O OCTYIJIEHUU JTOKYMEHTA.

68. PEKBU3UT pe30IIOLIUSL.

69. PexBU3HUT OTMETKA O KOHTPOJIE.

70. PEKBU3HUT OTMETKA O HAIIPABJICHUH TIOKYMEHTA B JIEJIO.



