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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEACTB

1.1. O61acTh NPUMEHEHUA

@®onn omeHouyHbix cpenacts (DOC) - HeoTseMiemas dYacTh paboueit
IpOrpaMMbl JUCIHUIUIUHBL «J{0KyMEHTOO0OOpOT 00pa3oBaTelbHONW OpraHu3alun» U
npeIHa3HayeH AJi1 KOHTPOJS M OLEHKHM 00pa30BaTENbHBIX JTOCTH)KEHUN CTYJIEHTOB,
OCBOUBILUX [TPOTPAMMY JAUCLHUTLINHBI.

1.2. Hesaun u 3a1a4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKH O0YydYarolIerocs
tpeboBanusiM PI'OC BO OakamaBpuar no HamnpasieHuto noarotoBku 01.03.01
MaremaTuka, yTBEp>KJICHHBIM MpPUKa30M MuHuCTEpCcTBa O00pa3oBaHUsS U HAYKHU
Poccuiickoit ®enepaunu ot 10 suHBaps 2018 1. No 8 (¢ HU3MEHEHUSAMH U
nononHeHussMu) U [IpodeccrnonanbHbIMU CTaHAapTaMU, YTBEPKICHHBIMU TIPUKA3AMHU
MunuctepcTBa TpyAa W colManbHOM 3amuthl Poccuiickoit ®epeparuu oT 18
okTsA0pst 2013 1. Ne 544H (C U3BMEHEHUSIMU U JIOTIOJIHEHUSIMH); OT 22 ceHTsiops 2021
r. Ne 6521; ot 20 mronst 2022 r. Ne 425H.

1.3. Ilepeyenb kKommeTeHuui, (GopMHUpPYeMBIX B Ipolecce OCBOCHHS
OCHOBHOI1 00pa30BaTeIbHOI MPOTrPaAaMMBbI

[Ipouiecc ocBoeHUs: AUCHUIUIMHBI HampaBieH Ha (POPMUPOBAHHUE CIEAYIOIIMX
KOMIIETEHLIUH ¥ MHIMKATOPOB MX JOCTHXKEHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHIKEHHUS

YHuBepcalbHbIE

VK-4. Cnocoben ocymiectBiasaTh nenoByro | YK-4.1. 3Haer: mpuHIUIBI KOMMYHUKAIIUH B
KOMMYHHUKAIIMI0O B YCTHOM M TNHCHbMEHHOH | MpodeccHoHaNbHOM JTHUKE; (bakTops
dopMax  Ha  TOCYIapCTBEHHOM  SI3bIKE | YJIyYIIEHUS KOMMYHHUKALMM B OpraHHU3aIuH,
Poccuiickoit ®@enepanun 1 MHOCTPAaHHOM(BIX) | KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
s3bIKe(ax) podeCCHOHATIBHOM B3aUMO/ICHCTBUU;
XapaKTEPUCTUKU KOMMYHHUKAIIMOHHBIX
IIOTOKOB;  3HAa4Y€HHE  KOMMYHHUKAIlMM B
npo(hecCHOHATLHOM B3aUMOJICHCTBUU; METObI
UCCIIEI0BAHMS KOMMYHHUKAaTUBHOI'O
NoTeHIaNa JUYHOCTH; COBPEMEHHBIE
cpencTBa nH(pOpPMaAITMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHUH.

1.4. Dranbl (GopMHpPOBaHHSA KOMIECTEHUHH W CpPeICTBA OLECHUBAHMS
YPOBHSI UX ¢pOPMHPOBAHHOCTH

KoHTpoabHO-011eHOYHBIE

Jrtansl popmupoBanus komnereHunii | Komnerenuun
cpeacTna / cnocod OneHNBAHUSA

Tema 1. Teoperuko-npaBoBeie U | YK-4 BricTymiieHne Ha NOpakTUYECKUX
HOPMAaTUBHBIC OCHOBBI 3aHATUAX, yCTHBIﬁ orpocC
JIOKYMEHTallHOHHOTO obecrnieueHus

YIPABICHUSA

Tema 2. Cranpaptuzanms mnporecca | YK-4 BricTymiieHne Ha NOpakTUYECKUX

JOKYMCHTHPOBAHUSA 3aHATUAX, YCTHBIﬁ orpoc




Tema 3. Cucrema opranuzanuonso- | YK-4 BricTynieHue Ha IPaKTUYECKHX
pacnopsIUTeIbHON TOKyMEHTAllUU 3aHATHSX, YCTHBIHM onpoc

Tema 4. JlenoBoe nucbMo kak ocHoBHOU | YK-4 BricTynieHue Ha IPaKTUYECKHX
BUJI IEPETTUCKU 3aHATHSX, YCTHBIHM onpoc

Tema 5. Opranuzanus | YK-4 BricTynieHue Ha IPaKTUYECKHX
JIOKyMEHTOO0OpoTa  00pa3oBaTeIbHON 3aHATHUSAX, YCTHBIN OMPOC
OpraHu3aIu

Tekymas arrectauus YK-4 KontponbHas padota
IIpomeskyTOoUHAs aTTecTALMS YK-4 3auer

1.5. Onucanue nmokasareseit GopMrupoBaHus KOMIIETEHIIUI

Kox komnereHnumn Pe3yabTarsl ¢hOpMHUPOBAHHOCTH

YK-4 3HaTh: MNPUHLUUIB KOMMYHUKAllMM B MPO(ECCHOHATBLHOW 3THKE;
(axTOpB! YIydIIEHHs] KOMMYHUKAIUH B

OpraHu3alyi, KOMMYHHKAIIMOHHbIE TEXHOJIOTHU B MPO(EeCcCHOHATHLHOM
B3aMMOJICHICTBUH; XapaKTEPUCTUKH

KOMMYHHMKAI[MOHHBIX  TIOTOKOB;  3Hau€HUWE  KOMMYHHUKallUd B
po¢eCCHOHATILHOM B3aUMOJICHCTBUN.

YMeTh: co3gaBaTh Ha PYCCKOM U HMHOCTPAaHHOM SI3bIKE IHCbMEHHbBIE
TEKCThl HAYYHOIO0 M O(QUIHUAIBHO-AEIOBOTO CTWJIEH peud 1o

po(hecCuOHATEHBIM BOIIPOCaM; HCCIIEIOBATH MIPOXOXKICHUE
nHpopmaIuu mo
YHOpaBJICHUCCKUM KOMMYHHKAIUAM; OIIPCACIIATH BHYTPCHHUC

KOMMYHUKAITMU B OpTraHU3AIMH; BIAJAETh MPUHIUAIIAMHA (HOPMHUPOBAHHS
CHUCTEMbI KOMMYHUKAIIUH.

Brnanets: peanmmsanueid cnocoOOB YCTHOW W THCHMEHHOW BHJIOB
KOMMYHHUKAIMU, B TOM YHCJIE Ha

WHOCTPAHHOM  A3bIKE; TMPEJCTABICHUEM IUJIJAHOB U  PE3yJIbTaTOB
COOCTBEHHOH 1 KOMAHIHOMH IeITEILHOCTH C

WCIIOJIb30BAHNEM KOMMYHUKATUBHBIX TEXHOJIOTHM.

1.6. Kpurepum ouneHuBaHHA KOMIIETEHUMH HAa Ppa3HbIX 3Tamax HX
(GopmupoBanus

KoumuectBo
Bup yuyeOHoii padoTsl 0aJL10B
(01010
BrimosnHeHue u 3anmra NpakTHYecKux padbot 40
KonTtponbHas pabora 15
KoHTpoJsib caMoCTOSTENHHOM pabOThI 20
YcTHBIN 3aueT 25
Bcero 100

HakonureabHas cucrema onenuBanud mo 100-0asibHOM HIKaJje

YerpipexdanabHas Cucrema
100-6annbHast | BykBeHHas mKaJja, cooTsercTByiomas 100-
cucTeMa OlleHHBaHUS . OlleHMBAHUS
HKajga 0aJsIbHOM HIKaTe
JK3aMeHa 3ayera
OTnnyHO 90-100 A — OTJINYHO — TEOPETHUYECKOE COJIePIKAHHE 3aurteno
Kypca OCBOSHO TOJTHOCTHI0, 0€3 IPOOeIIoB;




HEOOXOIUMBIC TIPAKTHUCCKUC HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHajoM COPMHUPOBAHBI;
BCE MPEAYCMOTPEHHBIE MPOrpaMMON
00yJeHMs yueOHbIC 3a]JaHUs BHITOTHCHEI,
Ka4YeCTBO MX BBLIIIOJIHEHHS OLIEHEHO YUCIIOM
0aJu10B, OJIM3KUM K MAKCHMAJIbHOMY

Xoporo

83-89

B — oueHb X0pOI1I0 — TEOpETHIECKOE
CoJIepIKaHKe Kypca OCBOSHO MOJHOCTHIO, 6e3
PoOENIOB; HE0OXOUMBIC TTPAKTUICCKHE
HaBBIKK PA0OTHI C OCBOCHHBIM MaTepHaIOM B
OCHOBHOM C(hOpMHPOBaHBIL; BCE
MpeayCMOTPEHHbIE IPOrPaMMOii 00ydeH s
y4eOHbIE 3a/JaHNUs BBIMIOJIHEHBI, KAYECTBO
BBITOJTHECHUSI OOJIBITMHCTBA U3 HUX OIICHEHO
YHCIOM 0aJIOB, OJIU3KUM K MAaKCHMAaJIbHOMY

Xoporo

75-82

C — X0Opo1IIO — TEOPETUUECKOE COJIEPIKAHNE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOPbIE
NPaKTHYECKHE HAaBBIKK pabOThl C OCBOCHHBIM
MarepualioM chopMHpPOBaHbI HEOCTATOYHO;
BCE IIPEyCMOTPEHHbIE TPOTrPaMMOii
00ydeHHs yueOHbIe 3aJaHNs BHIITOTHCHEI,
KA4eCTBO BBIITOJIHEHHUS HU OJJHOTO U3 HUX HE
OLICHCHO MHUHHMAJILHBIM YHCIJIOM 0aJlIoB,
HEKOTOpPbIC BUbI 33JaHHI BEITIOIHEHBI C
omrOKaMu

Y 10BIETBOPUTEIIHHO

63-74

D — y10BI€TBOPUTEIHHO — TEOPETHYECKOE
COJIep)KaHUE Kypca OCBOCHO YaCTUYHO, HO
poOeIbl He HOCAT CYIECTBEHHOTO
XapakTepa; HeOOXOMMBIC MTPAKTUICCKHE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM C()OPMHPOBAHBI; OOJBITHHCTBO
MPEyCMOTPECHHBIX MPOrPaMMON 00yUYCHUS
y4eOHBIX 3a[[aHUi BBITIOJIHEHO, HEKOTOPbIC U3
BBINOJHEHHBIX 33JIaHUH COJIePIKAT OLIHOKH

Y 10BNETBOPUTEIIHHO

50-62

E — nocpencTBeHHO — TEOPETHYECKOE
cofiepKaHHe Kypca OCBOSHO YaCTHYHO;
HEKOTOPBIE NIPAKTHYECKUE HaBBIKK PabOTHI HE
c(hopMHUPOBaHbI, MHOTHE IIPETyCMOTPEHHBIE
y4eOHO# mporpaMMoit 00y4eHus yaeOHbIe
3aJ]aHusl He BBITIOJIHEHBI JIMOO KauecTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCJIOM 0aJlJIOB, OJIM3KUM K MUHUMAJIbHOMY

HeynosnerBopurensHo

21-49

FX — HeyOBIETBOPUTEIBHO — TEOPETHYECKOE
coJIep)KaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKHUE HABBIKU pabOThI
C OCBOCHHBIM MaTEpPHAIOM HE
chopmupoBaHbl; OOIBITUHCTBO
MIPEeIyCMOTPEHHBIX YIeOHOI mporpaMMoit
00y4eHHs yueOHBIX 3a1aHUI HE BHIIIOJTHEHO
100 Ka4eCTBO MX BBITIOIHEHHMS OLICHEHO
YHCIOM 0aiioB, OJM3KAM K MHHAMAIIEHOMY;
pyu JO0TOJIHUTCIIBHO CaMOCTOSTEIbHOM
paboTe Ha/l MaTepraIoM Kypca BO3MOXKHO
IIOBBIIIICHHUE Ka4€CTBA BBIITIOJIHCHUS y‘-le6H]>IX
3alaHui

HeynosnerBopurensHo

0-20

F — HEeyTOBIETBOPUTEIILHO — TECOPETHICCKOE
COJIep)KaHUE Kypca He OCBOCHO;
HEOOXOIUMBIC TIPAKTHUECKUE HABBIKH PAOOTHI
He ¢hOpPMUPOBAHBI; BCE BHIMIOJTHEHHBIC
y4eOHbIe 3a1aHIs CoJlepKaT IpyObIe OmOKH;
JIOTIOJIHUTENbHASI CAMOCTOSATENIbHASI paboTa
HAJl MaTepHajoM Kypca He MPUBEIET K
KaKOMY-JTH00 3HAYMMOMY IOBBIIICHUIO

He 3auteno




| | KauecTBa BHIIONIHCHHS Y4EOHBIX 3aAHUI |

2. KOHTPOJIBHO-OLIEHOYHBIE CPEACTBA
2.1. OueHoYHbIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIIOBbIE)

Bonpocsl 1j11 yCTHOrO onpoca:

1. JlaiiTe onpeneneHue NOHITHUS «TOKYMEHT.

2. Packpoiite mousitue «J10Y». HazoBure mpodeccronanbHble TEPMUHBI U
orpesienieHus B 00JaCTH JACIONPOU3BOJICTBA.

3. HazoBute u packpoiite GyHKIIUN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIACTH OPraHU3AIMH JCIOMPOU3BOJACTBA BbI
3naere? HazoBuTe comepkaHue makeTa OOA3aTENBHBIX 3aKOHOAATEIBHBIX M
HOPMATHUBHBIX JOKYMEHTOB B o0nactu JJOVY.

5. HazoBute mpaBusia  YTBEPXKICHHS  JOKYMEHTOB. TpeOoBaHuUA U
odopmIICHHE.

6. Kakue pEeKBH3WTHI SBISIOTCS «IOPUANYCCKH 3HaYUMbIMU»? [IpaBmia mx
opopmieHus. YTo BKIIIOYAET B c€0s MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB)»?

7. TlpuBeaute mpuMephl TOKYMEHTOB, KOTOPbHIE MOJJICKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS neuath. Kak opopMIsaroTcs nepeuyHu Takux J0KyMEHTOB?

8. HazoBute 3aKkoH, B COOTBETCTBUU C KOTOPHIM O(GOPMIISIOT PEKBUZUTHI
nokyMmeHToB cuctembl OPJI. JlaTta BBeieHHE U YTO OH ycTaHaBiIuBaeT. Ha3zoBute Bce
PEKBU3UTHIL.

9. HazoBure pekBu3uTHI 00IIero Ojanka u OjnaHka mis muchkMa. IlpaBua
opopmienusi. Kakue Buapl OnaHkoB Bbl 3Haere? B dem ocoOeHHOCTH OjaHKa
JIOJ>KHOCTHOTO JIAIA?

10. CornacoBanue u BusupoBanue. HazoBuTe BUABI U CPOKH COTIIACOBAHUS, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxxute O medarsx M IUTaMIax NpeaupusaTHil W opranu3auuid. Ha
KaKUX JOKYMEHTaX CTaBsiTca nmedarh? Kakue TpeOoBaHUS MNPEABSIBISIOT K
MCIIOJIb30BaHUIO TepOOBOI TIeuaTu?

12. PackpoiiTe conmepkaHue TOHATUS «ympaBieHue». HazoBure cucTembl
JOKyMEHTOB yrpaBieHus. Packpoiite nonsarue «OPJl». Kakue rpynnbel U BHIBI
JTOKyMeHTOB BxoaiT B OP/]?

13. Pacckaxxutre 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTa, 3JIEKTPOHHOM
MEPENUCKU U TPEOOBAHUSIX, TPEABIBIISIEMBIX K HEH.

14. B yem ocobOenHoctn Onanka jjis nuchbma? HazoBurte pekBH3WTHI OiiaHKa
JUTSl TUChMA U PEKBU3HUTHI CITY>KEOHOTO MUChMa.

15. Yto pernaMeHTUpYET TUIIOBAs MHCTPYKIIUS MO Aesionpous3BoacTBy? Jlaiite
XapaKTepUCTUKY OPraHU3alMOHHBIM JOKYMEHTaM U Ha30BUTE UX BUJIBI.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiiTe
XapaKkTepUCTUKY KaxkioMy Buay. [IpuBenute n3BecTHbIE BaM BUbl PETUCTPAIUU.

17. JlaliTe ~ XapakTEpUCTUKY YUPEAUTEIbHBIM JOKYMEHTaM U  YCTaBy
npeanpusitusa. Kakue Bubl ycTaBOB Bbl 3HaeTE?



18. Jlaiite = xapaktepuctuky AokymeHTy «llojmoxkeHue» ¥ Ha30BUTE
CTPYKTYPHBIE YACTH TEKCTa JOKYMEHTA U €r0 COAEPIKAHHUS.

19. [daiite xapaktepucTuky nokymeHTy «HcTpykuusy». [IpuBeaure npumepsl.
JlomKHOCTHAS! HHCTPYKIIHS, CTPYKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.

20. Itatnoe  pacnucanue (OCOOEGHHOCTH  COCTaBIEHUS, O(OPMIICHHS.
TpeboBaHue K UCIONB30BAHUIO YHU(DUIIUPOBAHHBIX (HOPM.

21. IlpaBuia BHyTpEHHETO TPYAOBOTO pacnopsaka u [lonoxenue o mepcoHane.

22. JlaiiTe XapaKTepUCTUKY pACTIOPSAUTEIbHBIM JOKYMEHTAM.

23. HazoBute BUbI paciopsAUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAIUTENbHBIX  JOKYMEHTOB,
odopmiieHHE TTpeaMOyJIbl U PaACIOPSIAUTEIHHON YacTH.

24. B yem ocoOeHHOCTH ciykeOHbIX mucemM? HazoBuTe BHIBI CITyKeOHBIX
nuceM. Kakue TpeOoBaHus NPEABSBISIOTCSA K TEKCTY CITYKEOHBIX MUCEM?

25. HazoButre mpaBwia odGOpMIICHHS  PEKBU3UTA  «ajpecar». Bumisl
aJpECOBaHUS.

26. UTO BXOJIUT B MOHATUE «IIPOBEICHUE SKCIEPTU3BI LICHHOCTH IOKyMEHTa»?

27. PackpoiiTe TOHATHS <«JIOKYMEHTOOOOPOT», <«JIOKYMEHTONMOTOKM». JlaiiTe
XapaKTePUCTUKY KaXJAOMy BHIY IOKYMEHTONOTOKA, YKaXXHT€ HX OCOOEHHOCTH.
Kakum oGpaszom onpenensiercs T0KyMEHTOO00POT NPEAPUsTUS?

28. Homenknatypa nen. 3nadenue. CocraBnenue. Buabl HOMEHKIIATYPBHI.

29. IlonroToBKa MTOKYMEHTOB K cJade B BEAOMCTBEHHBIM apxuB. Croada
JOKYMEHTOB B apXWB opraHuszanuu. OnucH ITOKYMEHTOB, HAaXOJSIIMXCA B JIEJE.
®dopma u coneprkaHue akTa 00 YHUYTOKEHUU IOKYMEHTOB U JIedl.

30. Kakue nokymMeHTHbl He nmoasiexar perucrpanuun? Kak u 3auem Benercst yuer
TaKuX MOCTYIUICHH?

31. PacckaxuTe O BHIAX BXOIAIINX, MUCXOAAIIMX BHYTPEHHUX IOKYMEHTaXx.
HoxymenToB. IlpuBenutre (opmbl KypHaJIbHOM peructpauuu. Pacckaxure o
peructpauuu ¢ nomouipto PKK 1 aBTomMaTu3npoBaHHOM.

32. Uto BkiIrOYaeT B ceOs MOHATHE «(HOPMHUPOBAHUS»Y U «ODOPMIICHUS JIET?
HazoBute npusHaku ohopMIiIeHUs 00I0XKKH eI,

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCMMOCTH MX 3HaumMocTu. Ha3zoBure
HOPMATHUBHBIM TOKYMEHT, 10 KOTOPOMY OIPEAEIISIFOT CPOKH XPaHEHUSI.

34. Yto BKJIIOYAET B ce0s MOHATHE «TOJATOTOBKA JOKYMEHTOB K apXHBHOMY
xpaHeHuno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1)1 MpoBeeHNs] KOHTPOJILHOI padoThI:
1. IlpaBWwibHAs MOCJAEI0BATEILHOCThL HAMUCAHUSI IJIEMEHTOB IMOYTOBOIO
ajjpeca Ha MOYTOBBIX OTNPABJICHUSIX:
a) TIOYTOBBIA WHICKC;
0) HaMMEHOBaHUE ajJpecaTa;
B) HOMEp KBapTHUPHI;
I') Ha3BaHHUE HACEJICHHOTO MyHKTA,



1) Ha3BaHUE 00J1acTH, Kpasi, peCIyOIuKH;

€) CTpaHa;

) HOMEp JI0Ma;

3) HA3BAHME YJIUIIBL.

2. YHU(UMUMPOBAHHAS CHCTEMAa JOKYMEHTALMM — 3TO:

a) cucrtemMa JOKYMEHTAIluH, CO3/IaHHas 10 €IUHBIM MpaBUiaM U TPeOOBaHUSM,
conepxarias nHpopmaIroo, HeoOXO0IUMYIO IS YIPABJICHUS B ONPEJEICHHON cdepe
JIeSITEIEHOCTH,

0) ynudunupoBaHuble  (QOpPMbI  TOKYMEHTOB, CHCTEMAaTHU3UPOBAHHBIE  I1O
(GYHKIUSAM YIIpaBICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C pelIaeMbIMHU

JIOKYMEHTAMU;
T') COBOKYITHOCTh JOKYMEHTOB, CBsI3aHHas €JUHOOOpa3HBIMU IpaBUIaAMU
oopMIIEeHUS.
3. Bo3MOKHOCTH HCINOJIb30BaHHsS (paKCHUMMJIE KAaK COOCTBEHHON MNMOANMUCH
perJiaMeHTUPYeTC s :

a) TpaXJIaHCKUM KojekcoMm P®D;

0) mpaBWJIaMu JEJIONPOU3BOACTBA B (peiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JaAHHbIN HA0OP PeKBU3UTOB?

a) l'ocynapcrBennslii  rep6  Poccuiickoit ~ @expepauuu, repd cyObekTa
Poccuiickoii  ®enepauuu, sSMOiemMa OpraHM3alud, TOBapHbBIM 3HAaK  (3HAK
00cCITyKuBaHus), 1aTa, HOMEP, MECTO COCTABJICHUS UJIU U3/IaHMUS;

0) OJTaHK MUCHMA;

B) o0mmIuii O1aHK;

r) 6J1aHK KOHKPETHOTO BU/1a JJOKYMEHTA.

S. Ilopsinok HAMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BojAcTBa B (perepalibHbIX OpraHax HCHOJHUTENIBHOM
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax oka3zaHusi yciayr HOYTOBOM CBSI3H.

6. PeKBU3UT «BH32» MOKET BKJIOYATH:

a) JOJDKHOCTh BHU3UPYIOILIETO, €ro MOANUCH, PacHIM(PpPOBKY (MHULUAIBI |
bamunus) u nary;

0) moamnucek, pacmudpoBky (®. U. O.), nary;

B) JOJKHOCTB, MOJMHUCH JATY;

I') TOJDKHOCTb, IOAIUCH, paciudposky nogmnucu (D. U. O.).

7. I'epOoBasi me4yaTh NPOCTABJIACTCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaMOMUHAHMUSIX;

B) IIpUTJIALICHUSIX;

I') TapaHTUIHBIX;

1) ”HGOPMAIIMOHHBIX.



8. TekcT [OKYMEHTOB COCTABJSIIOT HAa TOCYIapCTBEHHOM  SI3bIKe
Poccmiickoii @enepauuu MM Ha TOCYJAPCTBEHHBIX f3bIKaX Cy0beKTOB
Poccuiickoit ®eaepanum B COOTBETCTBUM C:

a) MpaBWJIa JIEJIOTIPOU3BOJICTBA B (pelepalibHbIX OpraHax HCIOJHUTEIbHON
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®enepauuu u cyobektoB Poccuiickoit
denepannu;

B) [CHOYVY;

I') TUTIOBOM MHCTPYKIMEHN MO JEIONPOU3BOICTBY.

9. lleabio cTaHAAPTU3ALUM TOKYMEHTOB SIBJISIETCSI:

a) IOpUANYECKOE 3aKpEeIUIeHNEe PEe3yIbTaTOB YHU(PUKAIIMN JTOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEI;

B) cHCTEeMaTH3aIusl JOKYMEHTOB B OpraHU3allny;

r) o0ecriedyeHrne COXPaHHOCTU JJOKYMEHTOB;

1) 3aIUTa KOHOHUICHITNATFHOCTH HH(DOpMAIIHH.

10. ¥YkaxxkuTe BapHaHT OTBETOB, B KOTOPOM MPAaBHJIbHO HA3BAHbI
PEKBU3UTHI OJIAHKA MUCHhMA:

a) (rep0, »oMOnema), KOJ OpraHu3aly, HAWUMEHOBAHUS  OpTaHU3AIINH,
CIpaBOYHbIE JaHHbIE OO0 oOpraHu3anu, KoJ (OpMbI JOKYMEHTa, MECTO MJis
IPOCTaBJICHUS J1aThl JOKYMEHTa, MECTO [UIsl MPOCTABJIEHUS PETUCTPALMOHHOTO
HOMEpa JIOKyMEHTa, CChIIKa Ha HOMEP U JaTy BXOJAIIETO TOKyMEHTA;

0) (rep0d, 5mOiieMa), HaMMEHOBAHMS OpTraHU3aAllMMU, KOJI OpTaHU3alMH, JaTa
JIOKYMEHTa, MECTO ISl IPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa TOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIIKAa HA HOMEP U JaTy BXOSIIETO TOKYMEHTA;

B) (rep0d, »MOsiemMa), HAWUMEHOBAHUS OPTraHU3AIMK, HANMEHOBAHHUS BHUJA
JIOKYMEHTa, JaTa JOKyMEHTOB, KOA (OpPMBI JTOKyMEHTa, MECTO AJsi MPOCTaBICHUS
pPETUCTPALIMOHHOTO HOMEpa JIOKYMEHTa, CIPaBOYHbIE JaHHbIE 00 OpraHu3aluy,
CCBIJIKa Ha HOMEP U JAaTy BXOSIIETO JOKYMEHTA;

r) (rep0b, HMOjeMa), HaAaMMEHOBAHHUS OpraHU3allu{, CIPABOYHBIC JaHHBIE 00
opranm3anuu, ko opranuzanuu OI'PH, MecTo myist mpocTaBieHus 1aThl TOKYMEHTA,
MECTO JIJIsl TIPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIKa HAa HOMED
Y J1IaTy BXOJSIIEro JOKYMEHTA, MECTO JIJIS 3aT0JI0BKA K TEKCTY.

11. K opranuzanmoHHbIM TOKYMEHTAM OTHOCSITCS:
a) TMPOTOKOI,
0) ycras,;

B) HMHCTPYKLUS;
r) [OCTaHOBJICHUE;
1) TOJIOKECHHE.
12. K pekBM3MTAM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBAHHUE OpPraHU3AIUU;
B) HauMMEHOBAHUE BUJA JOKYMEHTa;
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKIACHUS;
€) TOJMUCH.



13. AKTHBI cO31a10TCHA:
a) KOJUIETHaJIbHO;
0) Ha OnaHKax;
B) Ha COBEIlaHUU;
I)  BBIIECTOAIICH OPraHU3AIHEH.

14. HopmaTuBHBI aKT, HM3AaBaeMblii JMPEKTOPOM 00pa3oBaTeJbHOM
OPraHM3alMU WIH YUPEXKICHUsA, ITO:

a) MpuUKas;

0) TMOJIOKEHHE;

B) pacropsiKeHHE,;
I) pelIeHue.

15. Bo BpeMs nNpoU3BOACTBEHHOI0 COBCIIAHHMS Y JAHUPEKTOPA CeKpeTaphb
3aNUChIBAJ BBICTYIUICHUSI M NpPUHATHe pelieHusi. Kakoil KOKymMeHT ciexyer
0(OPMHUTH 110 UTOTaM 3aceaHus?

a) [Tporokou;

0) peleHue;

B) pacropspKeHHE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHHUE;

1) IO YCMOTPEHHIO Ha4aabCTBA.

16. PexkBu3uTamMu BHEIIHEH CIPABKH SIBJISACTCH:

a) Ievarh;

0) NOJMMKCH;

B) HAMMEHOBAHUE BUJA TIOKYMEHTA;

r) ajpecar;

1) HAMMEHOBAHUE OpraHU3alINY;

€) CChUIKAa Ha JaTy PEruCTpalMOHHBIA HOMED.

17. ®@axkc oTiim4aercsi OT MUCbMa MO0 0)OPMJICHHIO TEM, YTO:

a) SIBJISIETCS HE TIOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COIEPKUT Psifl TOMOJIHUTENbHBIX PEKBU3UTOB;

B) meyaTaeTcs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUYATHIO.

18. BoigeqnTe U3 KakMX pa3ejioB COCTOUT TeKCT NMPHUKA3a M0 OCHOBHOM
e TeJIbHOCTH:

a) KOHCTaTHUPYIOIIUN U pACIOPAAUTENbHBIN;

0) KOHCTAaTUPYIOIIHNKN U MOCTAHOBJISIOIINIM;

B) KOHCTATUPYIOIIHNI U Mpeaiararoliuii;

I') OCHOBHOM M KOHCTaTHUPYIOILUH.

19. BbigenuTe, B KakoM U3 BH/JIOB [0KYMEHTOB He TMPOCTABJSIOTCS
PEKBU3UT HAUMEHOBAHMS BH/IA TOKYMEHTA.

a) 3asBJICHUE;

0) ciry»)ke0HO€E TUCHMO;

B) JIOKJIQ/IHAs 3aIUCKa,

T') TOJDKHOCTHAS UHCTPYKIUSL.

20. Pacmpenesure YyKa3aHHble HHMKe [JOKYMEHTbl Ha 3 TrpyNmbl:
a) opraHu3alnuoHHbIe, 0) pacnopsiAuTe/bHbIe, B) HHPOPMALMOHHO-CIIPABOYHbIE.



. Pe3rome.
. JJomkHOCTHAs MHCTPYKLIHS.
. Pacniopsixkenune nupexropa.
. CBojKa.
. [locTaHOBIIEHME KOJUIETHH.
. MHCTpyKIIKSA 110 1€JTONPOU3BOJICTBY.
. CnipaBka ¢ mecrta paboThI.
. [Ipuka3 o npueme Ha paboTy.
. lItatHOE pacniucanue.
10. TpynoBoii 10TOBOP.
11. Ilpurnamienrie Ha BHICTABKY.
12. PermameHr.
21. Komuccusi mo pacciieIOBaAaHHI0 IMO0Kapa, MPOU30UIeANIero B

©Ooo~NoO Ul WN -

00pa30BaTeJIbHOM YUPEKACHUHN, YCTAHOBWIN Psijl PaKTOB, KOTOPbIE MOCTYKHIH
NPUYUHON Mmoxkapa. Kakoil J0KyMeHT J0/IKHA COCTABUTH KOMUCCHS?

a) AKT;

0) cripaBky;

B) IOKJIAJHYIO 3aITUCKY;

') HHCTPYKIIMIO O MPOTUBOTMOXKAPHOM 0€3011aCHOCTH.

22.  JIOKyMeHT, aIPECOBAHHBIA  PYKOBOJUTEJI  OPraHU3aluu,

couepmamnﬁ 00CTOSITEILCTBEHHOE H3JI0KeHHEe KaKoro-jimoo BoIpoca ¢
BbIBOJAaMHU U NMPEAJTOKCEHUAMMU COCTABJICHUSN, HA3LIBACTCH:

a) aKT;

0) mpencTaBiIcHUE;

B) JIOKJIaTHAS 3aIIUCKa;

I') NPEJI0KEHNUE.

23. 1aToii c1y:KeOHOr0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHUS;

B) MOJIMKCAHUS,

T') TIOJTy4YEHUS.

24. Cnncoxk NMpUCYTCTBYIOIIUX HA 3acefaHuM 0GopMisieTcsi OTACJbHO M

NPHUJIAraeTcsi K MPOTOKOJIY, €CJIH TAKOBBIX:

a) 6ousee 15;
0) 6omee 10;
B) Oomtee 25.
25. Od¢opmiienue o00JI0KKH [Jejia JJIA  TOCJHEAYIOIIero XpaHeHus

onmpeacasecTcs:

a) CTaHJIapTOM;

0) MHCTPYKLUEH IO AeIONPOU3BOJICTBY;

B) pPaclopsKEeHUEM PYKOBOIAUTEIS.

26. DxkcnepTH3a HEHHOCTH JOKYMEHTA MPOXOIUT B JTamna:
a) 4eThIpe;

0) Tpu;

B) JIBa.




27. Homenkiarypa jaeJ (padoumii 3K3eMILISIP) MOMEINAIOT HA:

a) CTOJIE, O CTEKJIOM;

0) nBepriie mkada ¢ JOKyMEHTaMU;

B) BHYTPEHHEW CTOpOHE ABEPIIHI IIKada ¢ TOKyMEHTaMHU.

28. Bce JmcThl Jesia NpPH MNOArOTOBKE HX K Iepeaadye B apXuB
HYMEpYIOTCSH:

a) YepHBIM rpaUTHHIM KapaHIaIIoM;

0) YepHBIMU YEPHUJIAMU;

B) KpacHbIM KapaH1allloM.

29. Bxoasinmue J0OKYMEHTHI perHCTPUPYIOTCS:

a) MOCJIe 03HAKOMJICHUSI C HUMU PYKOBOJIUTEIIS;

0) B IepBOM MOJIOBUHE JHS MOTYUCHHUS;

B) 10 O3HAKOMJICHUSI C HUMU PYKOBOJUTEIIS.

30. Ka:xxnasi 00pa3oBaTe/ibHAs OPraHU3anus 00s13aHA UMETh:

a) CBOJIHYIO HOMEHKJIATYPY;

0) UHIUBHUTYATTbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO AHeH /0 MCIOJHEHHUS NPOBOAAT NpeayNnpeauTebHbII
KOHTPOJIb?

a) 1Ba,

0) oJuH;

B) TPHU.

32. Pa3gequresisiMvi B CIIPABOYHOM KapTOTEKe CJIYKaT:

a) Ha3BaHUA CTPYKTYPHBIX MOJpa3/IeNICHU;

0) HanpaBJIeHUs AEATEAbHOCTH MPEATPUSITHS;

B) JIHU HEJEIH, MECSIIA.

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

a) COCTaBUTENIEM JOKYMEHTA,

0) mpu perucTpanuy;

B) MOCJI€ TIOJIUCAHUS PYKOBOJIUTEIIEM.

34. Ecam B aeJsie coaepsKarcsl JOKYMEHTbI Pa3JIMYHOM LEHHOCTH, TO CPOK
XpPaHeHNs YCTAHABJIMBAETCS:

a) OOJIBIIHNI;

0) MEHBIIINIA;

B) CpEIHMUIA.

3agaHus I CAMOCTOSITEIbHOM PadoThI
3aganue 1. OdopMuth BCe OTMETKH, KOTOpPbIE CTaBSAT Ha JOKYMEHTE B
cootBerctBUM ¢ ['OCT P 7.0.97-2016. VYkaxute MECTOPACIOIOKEHUS ITHX
PEKBU3UTOB Ha OnaHke popmara A4.
3aganue 2. M300pasute cxeMaTHUECKU KJIACCU(PUKALINIO TOKYMEHTOB.
3aganue 3. Brimmummre Ha auct ¢opmata A4 Bce mpaBuia OQOpMIICHUS
TEeKCTa JOKYMEHTa: WHTepBaibl, mpudtel u 1. A. B coorBerctBUu ¢ ['OCT P

7.0.97-2016.



3aganue 4. CocraButh U OQOPMUTH AOKIAIHYIO 3aIUCKy O HapyLIeHUU
TPYJAOBON NUCHHUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI M 371€MEHTHI TeKCTa J00aBUTh
camocrosiTeibHO. HamucaTh OOBSICHUTENBHYIO 3alHCKy OT HMEHH pabOTHHKA,
HapyIINUTENS TPYAOBON JUCIHUIIIINHBI.

3aganue 5. Harucats 0TBETHOE MHUCHMO-01ar04apHOCTD Ha TI03/IpaBJICHHE.

2.2. OuleHOYHbIE CPeICTBA I IPOMEKYTOUHOM aTTecTanum (3a4er)

Bonpocsl 1151 NpoBeieHus 3a4eTa:

1. [ToHsiTHE «IOKYMEHT» U €r0 (yHKIHUH.

2. Knaccudmukanus JOKyMEHTOB.

3. CyImmHOCT, M OCHOBHOE Ha3HAUCHHUE JIOKYMEHTAIIMOHHOTO OOCCIEUYCHUS
JIeSITEIbHOCTH TIe1arora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOJaTeNbHas U HOPMATUBHO-METoAuYecKas: 0a3za TOKyMEHTallMOHHOTO
obecrieueHns yIpaBICHHUS.

6. ®opmysip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0hOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus Kk 61aHKaM JOKYMEHTOB.

10. Cucrema qoKyMeHTAIIMU B 00pa30BaTeIbHON OpraHU3aIlnH.

11. Opranuzanonsusie JOKyMeHTbl cucteMbl OPJl. OOmas xapakTepucTuka u
Ha3HAYCHHE JOKYMEHTOB.

12. PacniopsinutenbHbie oKyMeHTHI cuctembl OPJ. OO0riast xapakrepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UndopmanmonHo-cripaBounbie  H0KyMeHTHl cuctemMbl OPJ[.  OOmas
XapaKTepUCTHKA U Ha3HAYEHUE IOKyMEHTOB.

14. JlenoBoe nucbMO Kak OCHOBHOM BUJ IIEPEIUCKHU.

15. branku qu1st nuceM. @opmyJsip 1€10BOro MUCHhMA.

16. OcobenHocT 0(ULIHaTBHO-AEIOBOIO CTUIISl COCTABICHUS TEKCTA JIEJI0BOTO
nuchMa.

17. Buapl  cayXeOHbIX  NHCEM,  COCTAaBJIAIOIIME  OCHOBY  JI€JIOBOM
KOPPECIIOHICHINH.

18. DnekTpoHHas Mepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanms J0KyMEHTO000pOTa 00pa30BaTEIbHON OpraHU3aIIHH.

20. ®opmbl  opraHu3anu  pabOTHl € JOKyMEeHTaMu. JI0OKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimok 006pabOTKH BXOIAUINX JOKYMEHTOB. Peructpanius JOKyMEHTOB.

22. Tlopsimok 06pabOTKU UCXOISIINX JOKYMEHTOB.

23. [lopsimok paboThl ¢ BHYyTPEHHUMU JOKYMEHTAMH.

24. HomenkmaTtypa Jiel.

25. ®opmupoBanue,  odopmieHUE,  XpaHEHHEe  Jed1 B TEKyIIeM
JIEJIONPOU3BOCTBE.

26. Yaudukanus J0KyMEHTOB.

2(. CranpapTu3anus JOKyMEHTOB.



28.
29.
30.

HyMepanust MHOTOCTpaHUYHOTO TOKYMEHTA.
M pudTsl, KEernu U mosis, IpuMeHsieMble TpU 0(OPMICHUN JOKYMEHTOB.
Pestome, aBTOOMOTpadus, XapakTepucTUKa: MOHATUE, HA3HAUEHHUE, COCTAB

PEKBU3UTOB.

31.
32.
33.
34,
35.
36.
37,
38.
39.
40.
41.

3asiBlieHHE: IOHSITHE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

CnyxeOHas 3amicKa: MOHSATHE, HA3HaYEHUE, COCTaB PEKBU3HUTOB.
OObBsCHUTENIbHAS 3aIIMCKA: TTOHATHE, Ha3HAYCHUE, COCTAB PEKBU3UTOB.
JlokagHas 3anucka: MoHATHE, Ha3HAUYCHHUE, COCTaB PEKBU3UTOB.
CrnpaBka: NoHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

AKT, TPOTOKOJI: IOHATHE, HA3HAYECHHUE, COCTAB PEKBU3UTOB.

[Ipukas, pacriopsikeHue: MOHITHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.
[Ipuka3 no JMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
VYcraB, nojioKeHue: MOHATHE, HA3HAUYCHHUE, COCTaB PEKBU3UTOB.
JIoIKHOCTHAS! MHCTPYKIUHUS: TIOHSITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.
NHCTpyKIIMS 110 JEJONPOM3BOACTBY: TMOHSTHE, Ha3HAYEHHUE, COCTaB

PEKBU3UTOB.

42.
43.
44,
45,
46.

[IpaBuna: NoHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

KoJu1eKTUBHBIN 1OrOBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3NUTOB.
Oco0eHHOCTH COCTaBIEHUS TEKCTA MPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHUS TEKCTa MPUKa3a.

PexBusutsl rep0, 3MOiemMa, TOBApHBIM 3HAK (3HAK OOCITYKMBaHHS), KOJ

(bopMBI TOKYMEHTA.

47.

PexBu3uT HauMeHOBaHHE opraHu3anuvy, HAWMMCHOBAHUC CTPYKTYPHOI'O

nmoapasacJICHusl, HAMMCHOBAHUC JTOJIDKHOCTH JIMIIA.

48.
49,
50.
51.
52,

PexBU3UT cripaBOUYHbIC JJAHHBIE 00 OpraHU3aIuu.

PexBU3UT HaNMEHOBAaHUE BU/Ia JOKYMEHTA.

PexBU3UT nata JOKyMeHTa.

PekBU3UT perucTpalMoHHbI HOMEp JOKYMEHTAa.

PekBU3HUT CChUIKA HAa PETHCTPALMOHHBIM HOMEpP M JATy MOCTYMHUBIIETO

JOKYMCHTA.

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

PexBu3uT MecTo coctaBiieHus (M31aHMUs) JOKYMEHTA.
PexBu3uT rpud) orpaHuYeHus JOCTYIA K JOKYMEHTY.
PexBusut agpecar.

PexBu3uT rpud yTBEpKICHUS JOKyMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PexBU3UT TEKCT TOKYMEHTA.

PexBU3UT OTMETKA O IPUIIOKECHUMU.

PexBusut rpud cormacoBaHus JOKyMEHTA.
PexBusut Bu3a.

PexBU3UT OANNCE.

PexBu3UT 0TMETKA 00 3JIEKTPOHHOM MO IITHCH.
PexBu3uT neyars.

PexBu3UT OTMETKA 00 MCIIOJIHHUTEIIE.

PexBU3UT OTMETKA O 3aBEPEHUN KOTIWH.

PexBU3UT OTMETKA O MOCTYIUICHUU JJOKYMEHTA.



68. PexBU3UT pe30torusi.
69. PexBU3UT OTMETKA O KOHTPOJIE.
70. PekBU3HAT OTMETKA O HAIIPABJICHUH IOKYMEHTA B JIEJIO.



