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1. HACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  onenouyHsix cpenacts (GOC) — HeorbemiieMas dacThb pabouei
IpOrpamMMbl JUCHUIUIHHBL «J{0KyMEeHTOOOOpOT 00pa3oBaTeNbHON OpraHu3aluu» |
MpeaHa3Ha4YeH JJIsi KOHTPOJIS U OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUN CTYICHTOB,
OCBOMBIIIMX MTPOTrPaAMMYy TUCHHUILITUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar mo HampabieHuio noarotoBku 44.03.01
[lenarornueckoe  0Opa3oBaHWE, YTBEPXKACHHBIM  IpUKa3oM  MwuHHUCTEpCTBa
oOpazoBanus 1 Hayku P® ot 22.02.2018 Ne 121 (¢ u3BMeHEHUAMH U JTIONIOJTHEHUSIMH ),
[TpodeccnonanbHpIM CTaHIAPTOM, YTBEPIKIECHHBIM MpPHUKa3oM MHHHCTEpPCTBA Tpyaa
u couuansHOM 3amuThl Poccuiickoit ®enepanmu ot 18.10.2013 Ne 544n (c
U3MEHEHUSIMU U JIOTIOJTHEHUSIMH ).

1.3. Ilepeyenbr KommeTeHuMi, (GopMHpPYyeMBIX B MpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI

[Ipotiecc ocBoeHUsT AUCIUIUIMHBI HANpaBiieH Ha (OPMHUPOBAHUE CIICAYIOIIUX
KOMIETEHIIMA U UHIUKATOPOB UX JIOCTHUKEHUSI:

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHSA
YHuBepcalbHbIE
YK-4. Crioco0GeH ocymecTBIATh JeT0BYIO VK.4.2. OcymecTBiseT AeI0BYIO
KOMMYHHUKAIIUIO B YCTHOW U MUCbMEHHON KOMMYHHMKAIIUIO B YCTHOW U MUCbMEHHON
(dopMax Ha rocy1apCTBEHHOM SI3bIKE (dopMax Ha rocy1apcTBEHHOM si3bike PD

Poccuiickoii @enepanui 1 HHOCTPAHHOM (BIX)
A3bIKe(ax)

1.4. Dranbl GopmMupoBaHMsT KOMIETEHUHH M CpPeACTBA OIEHUBAHUA
YPOBHA UX C()OPMUPOBAHHOCTH

. KonTpoabHo-o11eHOYHBIE

Jransl popmMupoBanus komnereHuuii | Komnerenuun

cpeacTBa / cnnocod oleHMBAHUS
Tema 1. Teoperuko-npaBoBeie U | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
HOpMaTHUBHBIE OCHOBBI 3aHATHSX, YCTHBIN ONPOC
JOKYMEHTAIlMOHHOT'O obecrnieyeHus
yIpaBICHUS
Tema 2. Crangaptuzanusa npouecca | YK-4 BricTymuieHne Ha MPaKTUYECKUX
JIOKYMEHTHUPOBAHHUS 3aHATHSX, YCTHBIN ONPOC
Tema 3. Cucrema opranuzanvoHHo- | YK-4 BeIcTymuieHre Ha NPAaKTUYECKHX
pacnopsiANTENbHON JOKYMEHTAUU 3aHATHSX, YCTHBIH ONPOC
Tewma 4. [lenoBoe nmucbmMo kak ocHOBHOM | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
BU/J| IEPENTUCKU 3aHATHSX, YCTHBIH ONPOC
Tema 3. Opranunzanus | YK-4 BeIcTyIuleHHME Ha MPAKTUYECKUX
JTIOKYMEHTO000OpOoTa  00pa3oBaTebHON 3aHATHUSAX, YCTHBIN OMPOC
OpraHu3aluu




Texkyumas arrecrauus YK-4 KounTponbnas pabora

IIpomeskyTouHas aTTecTALMSA YK-4 3auer

1.5. Onucanue nokasareseil GopMUpoOBaHUA KOMIIETEHIUH

Kox komnerennumn Pe3ysabTarsl chpOpMHUPOBAHHOCTH

YK-4 3HaeT: NPUHLMIBI NOCTPOEHUS MOHOJIOIMYECKOIO U AMAIOTHYECKOTrO
TEKCTa; OCHOBBI JIEJIOBOr0 OOLIEHMs U MpaBWiia JI€JI0BOM MEPEenucKH Ha
rocyJapcTBEHHOM s3blke Poccuiickort ®enepanyu; HeBepOaIbHbIE
CPEICTBA B3aUMOACUCTBHS.

YMeeT: uCHoib30BaTh BepOalbHBIE H  HEBEpOAJbHBIE CpPEICTBA
B3aMMOJCHCTBUS Ul OCYILECTBICHUS JEJIOBOM KOMMYHMKAIUH; SCHO
u3JaraTb CBOM MBICIH; 00pa0aThIBaTh SI3BIKOBYIO WH(POPMAINIO, BECTH
JICIOBYI0 IIEPENHCKY Ha TOCYyJapCTBEHHOM s3blke Poccuiickoit
denepanuu.

Brnaneer: HaBbIKaMU IIOCTPOEHHUS MOHOJIOTHYECKOIO U JUATIOTUYECKOTO
TEKCTa; MCIONb30BaHUsI BepOalbHBIX U HEBEPOAIBHBIX CpEACTB
B3aMMOJCHCTBUS AN OCYLIECTBIECHUS JI€JIOBOM KOMMYHHKAIWH,
BEJICHUs JI€JI0OBOM NEPENMUCKHA Ha TOCYIapCTBEHHOM sA3bIKke Poccuiickoit
ODeneparnuu

1.6. Kpurepuu oOueHUBAHHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hux
(opMupoBanusn

KoanuecrBo
Bup yueoHoii padoThl 0aJLi10B
(01010 300

BrinonHenue u 3amnmra NpakTHYECKUx padboT 40 45
KonrponbHas pabora 15 15
KonTtposab camocTosTenbHOl paboTh 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HaxkonureanHas cucreMa ounenusanug mo 100-0ajabHo0M mKaJje

YerpipexoauibHaAs Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLleHMBAHUS . OLleHMBAHUSA
LIKaJja 0aJJIbHOI mIKaJIe

IK3aM¢Ha 3a4eTa

OTnu4HO 90-100 A — OTIIMYHO — TEOPETUUECKOE COJIEPKAHUE
Kypca OCBOCHO ITOJTHOCTHIO, O€3 IPOoOeIoB;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOpPMHUPOBaAHBI;
BCE MIPEAYCMOTPEHHbIE IPOrPaMMOii
00yueHus y4eOHbIe 3a1aHHs BBIOJIHEHBI,
Ka4eCTBO MX BBIIOJHEHHsI OLIEHEHO YHUCIIOM
6au10B, OJIM3KMM K MAKCHMAJIbHOMY 3auTeHo

Xoporio 83-89 B — oueHb XOPOIIIO — TEOPETUIECKOE
CoZIep’KaHue Kypca OCBOEHO IOJIHOCTBIO, 0e3
po0OesIoB; HEOOXOUMBIC TPAKTHYCCKIE
HABBIKH Pa0OTHI C OCBOCHHBIM MaTEePHAIOM B
OCHOBHOM C(hOpMHUPOBaHEI; BCE
MIPEyCMOTPEHHBIC IIPOTPAMMO 00yJICHUS
yueOHBIC 3a]JaHUs BBIITOJHCHEI, KAYECTBO




BBIINOJIHEHUS OOJIBIIMHCTBA U3 HUX OLIEHEHO
YUCJIOM 0aJuIOB, OJM3KHM K MAaKCUMAIILHOMY

Xopomio

75-82

C — XOpOILO — TEOPETHIECKOE COJlePIKaHUe
Kypca OCBOEHO MOJHOCTEIO; HEKOTOPHIE
MPaKTUYECKHE HABBIKU Pa0OTHI C OCBOCHHBIM
MarteprantoM c(hOpPMHUPOBAHBI HENOCTATOYHO;
BCE IIPEIYCMOTPEHHBIE IPOrPaMMOi
o0y4eHust yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIIIOJIHEHUS HU OJTHOTO U3 HUX HE
OLICHEHO MUHHMAJIEHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIEC BUJIbI 33/IaHUH BBITIOIIHEHBI C
omuoOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — y10BIETBOPUTENBEHO — TEOPETUIECKOE
cojiep;KaHUE Kypca OCBOGHO YaCTUYHO, HO
po0eITbl He HOCST CYILECTBEHHOTO
XapakTepa; He0OXOMMBbIE IPAKTUIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepHaioM B
OCHOBHOM ¢(h)OPMHPOBAHEL; OOJIBIINHCTBO
IIPEAYCMOTPEHHBIX POrPaMMOii 00ydeHNS
Y4eOHBIX 33JaHUH BBITIOITHEHO, HEKOTOPBIE 13
BBINIOJTHEHHBIX 3a/ITaHAH coJlep KaT OMIHOKH

YV 10BJIETBOPUTETIBHO

50-62

E — nocpencTBeHHO — TeopeTHUecKoe
COZIep’KaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MPAKTUUCCKUEC HABBIKU PAOOTHI HE
c(hOpPMHUPOBAHBI, MHOTHE TIPETYCMOTPCHHEIC
yueOHO#1 porpaMMoii 00ydeHus yueOHbIC
3a[laHus HE BBIMIOJHEHBI JTMOO Ka4eCTBO
BBIMOJHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCIOM 0aJIOB, OJIM3KUM K MUHUMATIBHOMY

HeynosnerBopurensHO

21-49

FX — HeynoBneTBOPUTENBEHO — TEOPETHIECKOE
cofiep’KaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
HpeAYCMOTPEHHBIX yueOHOM MporpamMmoit
0o0ydeHus1 yueOHBIX 3a/JaHUN HE BBITOJTHEHO
100 KaueCcTBO UX BBIIOJIHEHUS OLEHEHO
YHUCIIOM 0aJIOB, OJIM3KUM K MUHUMAaJIbHOMY,
HpHU TOTIOTHUTENIFHO CAMOCTOSTETIbHOM
paboTe Haz MaTepHasIoM Kypca BO3MOXKHO
TIOBBIIIIEHUE KAUeCTBA BBHIIIOJIHEHNUS YIE€OHBIX
3a/laHui

HeynosnerBopurenbHo

0-20

F — HeynoBIeTBOPUTEIBHO — TEOPETHIECKOE
coziep’KaHue Kypca HE OCBOCHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKN pabOTHI
He c()OPMUPOBAHBI; BCE BHITIOJIHEHHBIE
y4eOHbIe 3aJJaHNsI COZep)KaT IPyObIe OINOKH;
JOTOJIHUTENbHAsI CAMOCTOsATENbHAS paboTa
HaJI MaTepHaJioM Kypca He TIPUBENET K
KaKOMY-JTH00 3HaYNMOMY TTOBBIIIICHUIO
Ka4yecTBa BBHIITOJHEHNS yUeOHBIX 3alaHIH

He 3aureno

2. KOHTPOJIBHO-ONEHOYHBIE CPEACTBA

2.1. OueHoOYHBbIE CPECTBA TEKYIIEr0 KOHTPOJIs (TUIIOBBIE)

Bomnpocs! AJ1s1 ycTHOr0 omnpoca:




1. [laWTe onpeneneHue MOHATHS «TOKYMEHT.

2. Packpoiite nousitue «J1OY». HazoBure npodeccroHanbHble TEPMHUHBI U
OIpe/ieNIeHUs B 00JIaCTH AEONPOU3BOJICTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTU OpraHU3aluH JAEJIONPOU3BOICTBA BBI
3Haere? HaszoBuTe conepkaHue makeTa O0OS3aTENIBHBIX 3aKOHOAATEIbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JTOKyMEHTOB. TpeboBanus u
odopMmieHHE.

6. Kakue peKBH3UTHI SBISIIOTCA «OPUAUYECKH 3Ha4YuMbIMU»? IlpaBuiia mx
oopmiienus. Yto BKIItOUaeT B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBenure MpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIstOTCs epeyHn TakKuX JOKYMEHTOB?

8. HaszoBute 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/JI. Jlata BBeeHHE U 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3HTEI.

9. HazoBute pekBuU3UTHI 00mIero OnaHka u OnaHka A nucbma. llpaBuna
opopmiienusi. Kakue Buiapl OmaHkoB Bbl 3HaeTe? B uyeM ocoOeHHOCTH OJlaHKa
JOJKHOCTHOTO JInna’?

10. CornacoBanue u BuzupoBanue. HazoBuTe BUIBI U CPOKH COTJIACOBAHMS, U
BU3WPOBAHHE TOKYMEHTOB.

11. Pacckaxkxute 0 medarssx W wITamMmax NpeaupuaTAd u opranuszanui. Ha
KaKuX JIOKyMEHTax cTaBsTcs mnedarb? Kakue TpeOoBaHMS MNPEabABISIOT K
UCII0JIb30BaHUIO repOoBOM neyaTu?

12. PackpoiiTe coxep:kaHWe TOHATUS «yIlpaBieHue». Ha3zoBuTe CHCTEMBI
JIOKYMEHTOB ynpasiieHus. Packpoiite nonsitue «OPJl». Kakue rpynmbel u Buabl
JIOKyMeHTOB BxoAsT B OP/[?

13. Pacckaxute 00 OCOOEHHOCTSIX 3JIEKTPOHHOIO JOKYMEHTA, 3JIEKTPOHHOU
NEPENUCKU U TPEOOBAHUSX, IPEABIBISIEMBIX K HEH.

14. B yeMm ocobenHocTn Omanka s nmuchMa? HazoBuTe peKBU3HUTHI OJaHKa
JUISL IAChMa U PEKBU3UTHI CITYKEOHOTO MHChMA.

15. Yto pernameHTUpYyeT TUMOBAasi MHCTPYKLHS 1O AEJONPOU3BOACTBY? [laiite
XapaKTEPUCTUKY OPTaHU3aUMOHHBIM JTOKYMEHTAaM U HA30BUTE UX BUBIL.

16. HazoBute BuAbl HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTUKY Kaxa0My BUuay. [IpuBenuTe u3BeCTHbIC BaM BUIbl PETUCTPALUY.

17. JaliTe  XapakTEpUCTUKY YYPEAUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npeanpusatusd. Kakue BUibl ycTaBOB Bbl 3HaeTe?

18. [Jaiite  xapakrepuctuky JaOKymeHTy «llomoxkeHue» U Ha30BHTE
CTPYKTYpPHBIE YAaCTH TEKCTA JOKYMEHTA U €r0 COJICPHKAHUS.

19. Maitte xapaktepucTuky qokymeHTy «MHCTpyKuus». [lpuBenure npumepsl.
JlomKHOCTHAs! HHCTPYKIMS, CTpYKTypa Tekcta. Opopmienue. O3HakKOMIICHHE.

20. IllTatHoe  pacnucanue OCOOCHHOCTH  COCTaBIICHHS, O(QOpMIICHHS.
TpeboBaHUEe K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (hOPM.

21. [IpaBuna BHyTpEHHETO TPynOBOro pacnopsaka u [lonoxenue o nepconane.

22. JlaitiTe XapaKTepUCTUKY PACIOPAIUTEIBHBIM JOKYMEHTAM.



23. Ha3oBuTe BUABI pacOPSAIUTENIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKIOTO.
Ha3oBuTe  CTpPyKTypHBIE 4YAaCTH TEKCTAa  pPACHOPAIUTENBHBIX  JIOKYMEHTOB,
odopmiieHrE peaMOyIIbl U PACTIOPSAUTEILHON YacTH.

24. B yem ocoOeHHOCTH ciykeOHbIXx TuceM? HazoBuTe BHUABI CIY:KEOHBIX
nuceM. Kakue TpeGoBaHus NPEABIBISIOTCSA K TEKCTY CITY>KEOHBIX MUCeM?

25. HazoBute mpaBmwia oGOpMIIEHHUS  PEKBU3HTA  «aapecar». Bumuel
aZpeCcOBaHUA.

26. UTo BXOJUT B MOHSITUE «IIPOBEACHUE IKCIEPTU3BI IIEHHOCTU JOKYMEHTa»?

27. PackpoiTe TOHATUS <«IOKYMEHTOOOOPOT», «JOKYMEHTOHOTOKW». JlaiiTe
XapaKTEPUCTHKY KaXXIOMy BHJAY JIOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum 06pazom onpenensercs JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknarypa nein. 3aueHue. CocraBieHue. Buabl HOMEHKIATYpHI.

29. IloaroToBKa JOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Chaua
JOKYMEHTOB B apXWB opraHu3zanuy. Onucu JTOKYMEHTOB, HaxOIAIIMUXCSA B JEJe€.
dopmMa u coziepkaHre aKTa 00 YHUUTOXKEHUU TOKYMEHTOB U JEll.

30. Kakne noxyMeHTBI He ITouIeKaT peructpanuu? Kak u 3aueM BeeTcst yueT
TaKUX TOCTYIUICHUM?

31. Pacckaxnure 0 BHIAaxX BXOJSAIIMX, MCXOMSAIIMX BHYTPEHHUX TOKYMEHTAaX.
JoxkymenTtoB. [lpuBeautre ¢GopMbl >KypHajabHOW perucTpauuu. Pacckaxute o
peructpannu ¢ nomompo PKK 1 aBToMaTn3npoBaHHOM.

32. Yto BKJIIOYAET B ce0s1 MOHATHE «POPMUPOBAHUSI» U «OPOPMIICHUS» Hei?
HazoBute npuszHaku opopmiieHus: 00JI0XKKH JEII.

33. Cpoku XpaHEHUsI JOKYMEHTOB B 3aBUCHUMOCTH WX 3HauuMocTu. HazoBure
HOPMATHUBHBIA JOKYMEHT, 110 KOTOPOMY OINPEAEIISIIOT CPOKH XPaHEHHUSI.

34. Yto BKIJIIOYAET B CceOsl MOHATHE «IIOATOTOBKA JTOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIMH, 3a1a4l U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 MpOBeIeHUsA KOHTPOJIbHOI PadoThI:

1. IlpaBWibHAsA TNOCJ€I0BATEIBLHOCTh HANMNCAHUS JJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUX:

a) MOYTOBBIN WHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEpP KBApTHUPBHI;

I') Ha3BaHHWE HACEJICHHOTO MyHKTa;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BaHUE YJIMIIBI.

2. YunpuuupoBaHHAs CHCTEMA JOKYMEHTALMH — ITO:

a) cucTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBUjiaM U TPeOOBaHUSM,
cozeprkariast uHGOpPMAaIio, HEOOXOIUMYIO JIJIsl YIIPABIICHUS B OMpeaelieHHON cdepe
NEeATEeTLHOCTH;



0) yauduiupoBaHHbie  QOpPMBI  TOKYMEHTOB, CHCTEMaTH3WPOBAHHBIE IO
(YHKIUSAM YIPaBICHUS;
B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C pEUIA€MbIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
o opMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOAIMMCH
perjiaMeHTHPYeTCH:

a) TpaXJaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMU JEJIOMPOU3BOICTBA B (peiepalIbHBIX OpraHax HCHOJHUTEIBbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHbIN HA00P PEKBU3UTOB?

a) locymapctBennbiii  rep0  Poccuiickoit  ®enepanun, 1epd cyObekTa
Poccuiickoit  denepanuu, -sMOnema opraHu3alMM, TOBapHBIM 3HAK (3HAK
oOcCiIy’)KMBaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) GJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B IIpaBunax nenonpous3BoAcCTBa B (pelepabHbIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBmiax okazaHus yciayr HOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MNOJANUCh, paciM(PpOBKY (MHULUAIBL U
dbamums) u 1ary;

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

B) JIOJDKHOCTB, IOJIIUCH J1ATy;

I') IOJDKHOCTD, IOJINMHUCH, pactu@poBky nogmnucu (O. . O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCHBMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAIIIOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSKOT HA TOCYAapPCTBEHHOM  SI3bIKE
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepauu B COOTBETCTBUM C:

a) MpaBWJIa JIEJIONIPOU3BOJICTBA B (peepalibHBIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exnepamun u cyObekToB Poccuiickoii
denepanuu;

B) 'CHOY;

T') TUIIOBOM MHCTPYKIIMEHN MO I€JIONPOU3BO/JICTRY.



9. [esib10 CTAHAAPTU3AIUM IOKYMEHTOB SIBJISIETCSH:

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTKka HOMEHKJIATYPY JIEJI;

B) cUCTeMaTH3allks JOKYMEHTOB B OpraHU3alluu;

r) oOecrie4eHrne COXPaHHOCTU JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATBHOCTH HH(POpMaIIIH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM IPaBWJIbHO HAa3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUS OpTraHU3allUU,
CIIpaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIA
MPOCTABJICHUS NaThl JOKYMEHTAa, MECTO [JIi MPOCTABJICHHS PETUCTPAIMOHHOTO
HOMEpA TIOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOSIIETO JOKYMEHTA;

0) (repd, 5mOiiemMa), HaMMEHOBAHMS OpraHU3allMW, KOJI OpraHU3alliM, JaTa
JIOKyMEHTa, MECTO JIJIsl POCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa IOKYMEHTa, MECTO
U3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U J]aTy BXOJSIIETO JIOKYMEHTA;

B) (rep0, »omOnema), HAaMMEHOBAHMS OpraHU3AlMKM, HAUMEHOBAHUS BHUIA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (pOpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC JaHHbIE 00 OpraHu3alui,
CCBUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOnema), HAaMMEHOBAaHWSA OpraHU3allid, CIPABOYHBIC JaHHBIE 00
opranuzauuu, ko1 opranu3anuu OI'PH, mecto ayis npocraBineHust naThl JOKYMEHTA,
MECTO JIJISl POCTaBJCHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChIIKAa Ha HOMED
U J1aTy BXOJSIIETO TOKYMEHTA, MECTO JJIS 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCSH:
a) TPOTOKOJI,
0) ycras;

B) HMHCTPYKIIHUS,
I) [OCTaHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HauWMEHOBAHWE BUJA JOKYMEHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTHBI cO31a10TCA:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBEIaHUU;
I)  BBILIECTOAIICH OPTaHU3ALIME.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaTeIbLHOM
OPraHM3alui WIH YYpPeKIeHUus, 3TO:
a) MpuUKas;
0) TmMOJOXEeHHue;



B) PpAaCIOPSIKEHUE;
I) pelieHue.

15. Bo BpemMsi NMpOU3BOACTBEHHOI0 COBCHIAHMS Yy JAMPEKTOPAa CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NPHHATHE pemieHusi. Kakoil JOKyMeHT cJieayer
0(p)OpMHTH MO UTOraM 3aceaHus?

a) [Iporokou;

0) pelieHue;

B) pacloOpsHKEHHE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) IO YCMOTPEHHUIO HA4aJIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SIBJISIETCS:

a) revarh;

0) IOAINCH;

B) HAMMEHOBAHUE BUA JIOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHWE OPTaHU3ALINY;

€) CCBUIKA Ha JaTy PErHCTPAalMOHHBIA HOMED.

17. ®@axkc oTan4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE NOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IIeyaTaeTcs Ha Teyedakce;

') HE MOXKET OBITh 3aBEPEH MEYATHIO.

18. BbigesnTe M3 KaKUX pa3lesiOB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHI U pacliOpsANTENbHbIN;

0) KOHCTATUPYIOIIUNA U TIOCTAHOBJISIIOIIIUIA;

B) KOHCTaTUPYIOITUH U Mpe/JIararoIiuii;

I') OCHOBHOM M KOHCTATUPYIOILIUMA.

19. Bpbinenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIa/IHAsI 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpegesure YyKa3aHHble HHXKE JOKYMEHTbI Ha 3 Trpymnnbl:
a) opraHu3aluoOHHbIE, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3tome.

. JOIKHOCTHAS HHCTPYKLHUS.

. Pacniopsbxkenue gupekropa.

. CBOJIKA.

. [locTaHOBIIEHME KOJUIETHH.

. MHCTpYyKIIUS 1O 1€TONPOU3BOJICTBY.
. CnipaBka ¢ mecta paboThI.

. [Ipukas o mpueme Ha paboTy.

. llITaTHOE pacniucanue.

O 00 1O\ K~ W



10. TpynoBoii 10roBop.

11. ITpurnameHue Ha BHICTaBKY.

12. PermameHT.

21. Komuccusi 1o PpaccjielOBaAaHMIO MO0Kapa, MPOU30LIEANIEro B
00pa3oBaTeIbHOM YUpPeKAeHUN, YCTAHOBUIH PSJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NpUYMHON nmoxapa. Kako 10KyMeHT J0/I2KHA COCTABUTh KOMUCCHUA?

a) AxT;

0) cripaBKy;

B) IOKJIAJIHYIO 3aIUCKY;

') THCTPYKLIHIO O IPOTHUBOMOKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT, aJpecOBaAHHBII  PYKOBOAMTE/JI0  OpPraHHM3aLuM,
colep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jimdo Bompoca ¢
BbIBOJAMHM U MPeEIJI0KEHUSAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npeacTaBiICHUE;

B) JIOKJIJ[HAs 3aIHCKa,;

) IPEAJIOKEHHUE.

23. JlaToii c1y:KeOHOT0 MUCbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) oTIpaBJICHMUS;

B) ITONTUCAHUSI;

I') NOJYYEHUS.

24. CnucoKk NMPUCYTCTBYKOIIMX HA 3acelaHuu odopmiisieTcsi OTAEJIbHO U
NPHJIATAeTCsl K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6osee 10;

B) Oosiee 25.

25. Odopmienne o00JI0KKH Jejia IS MOCJAEIYHOIIEro XpaHeHHs
onpeneJsieTcs:

a) CTaHAAapTOM,;

0) MHCTPYKLHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbKEeHUEM PYKOBOAUTEIIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA NMPOXOAUT B Jrama:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa aea (padoumnii 3K3eMILIAP) MOMENIAIOT HA:

a) CTOJIC, IO CTEKIIOM;

0) nBepiie mkada c JTOKyMEHTaMU,

B) BHYTPEHHEW CTOPOHE ABEPLIbI MKada ¢ JOKYMEHTaMHU.

28. Bce aucTBl JAesia NMPH MOATOTOBKE HMX K Iepexade B apXuB
HYMEpPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1allloOM.




29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MocJe O3HAKOMJICHHUS] C HUMHU PYKOBOIUTEIS;

0) B epBOM MTOJIOBUHE JTHS MTOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Kaxxnasi oOpa3oBaTe/ibHAsi OpraHu3anus 00si3aHa UMeTh:

a) CBOJIHYIO HOMEHKJIIATypY;

0) MHIUBUIYaIbHYIO0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYDY.

31. 3a CKOJIBbKO [Hell /10 HCHOJHEHHS NMPOBOAAT NpeAyNpeAuTeIbHbII
KOHTPOJIb?

a) 1Ba;

0) oauH;

B) TPHU.

32. PazneiuresIIMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HaIpaBJICHUs AESITEILHOCTU MIPENPHUATHS;

B) THU HEJIEIH, MECSLIA.

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

a) COCTaBUTEJIEM JOKYMEHTA,

0) pu perucTpanmy;

B) MOCJI€ MOJIIUCAHUS PYKOBOJIUTEIIEM.

34. Eciiu B aeJie coaepsKaTcs J0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XPaHEHHUS YCTAHABJIMBAETCSH:

a) OOJBIINI;

0) MEHBIIINI;

B) CpPEIHUM.

3amaHus 11 CAaMOCTOSATENIbLHON PadoThI

3aganme 1. OdopmuTh BCE OTMETKH, KOTOPHIE CTaBST Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACHOIOKEHUS ITHX
PEKBHU3UTOB Ha OyiaHke popmara A4.

3aganue 2. 300pa3ure cxemMaTHyeCcKy KJIACCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemmumumre Ha nuct dopmata A4 Bce mpaBuiia 0GOPMIICHHS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mpudthl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U O(QOPMUTH JOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYJIOBOM TUCUHUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U AIEMEHTHI TEKCTa JOOABUTH
camocToaTenbHo. Hamucarb OOBSCHUTENBHYIO 3allUCKy OT HWMEHU pPaOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanmcath 0TBETHOE MUCHMO-0J1ar0JapHOCTh HA TTO3/IPABJICHHE.

2.2. OneHO4YHBIE CPeICTBA JJIsl IPOMEKYTOYHOM aTTecTalun (3a4er)

Bomnpocs! AJis1 npoBeaeHus 3ayera:
1. [TonsiTHe «IOKYMEHT» U €ro QyHKIUH.



2. Knaccudukanus 10KyMEHTOB.

3. CyIIHOCTh M OCHOBHO€ Ha3HA4Y€HHE JOKYMEHTAI[MOHHOTO OOecredeHHUs
JeSTEeIbHOCTH Tejarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/AaTellbHAsE U HOPMAaTUBHO-METOJIMYECKas 0a3a IOKYMEHTalMOHHOTO
oOecrieueHus: yIpaBJIeHHUS.

6. ®opmynsip JOKYMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeboBanms K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus K OIaHKaM JOKYMEHTOB.

10. Cucrema noKyMeHTalMu B 00pa3oBaTeIbHOM OpraHu3aIuu.

11. Opranmuzanuonnsie 1oKyMeHTHl cucteMbl OPJ]. OOmias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhbie TokyMeHThl cucteMbl OPJ]. OOmas xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarimonHo-cripaBouHbie  JA0KyMeHThl cuctembl OPJI.  OO6mias
XapaKTEpUCTHUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe MUCbMO KaK OCHOBHOM BUJ| IEPEMUCKHU.

15. bnanku nnsa nucem. @opmysip AEIOBOTO MUCHMA.

16. Ocobennoctu 0pUIIUATHEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIEIOBOTO
nMchMa.

17. Bugpl  ciy’)K€OHBIX ~ TIMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECIIOHCHIIUH.

18. DnexTpoHHas nepenucKa. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiysi 10KyMEHTO000pOTa 00pa30BaTEIbHOM OpraHU3aAINH.

20. ®opMbl OpraHu3aluu padoThl € JIOKyMEHTaMU. J{OKyMEHTOOOOpOT.
JIOKYMEHTOIOTOKH.

21. [Topsimok 00pabOTKM BXOMASIIUX JOKYMEHTOB. Perucrpaius 10KyMeHTOB.

22. Tlopsimok 00pabOTKH UCXOSANIIUX TOKYMEHTOB.

23. [lopsinok paboOThI C BHYyTPEHHUMHU JJOKyMEHTaMHU.

24. HomeHkmatypa Jei.

25. ®opMupoBaHue, odopMIieHueE, XpaHeHue eI B TEKyLEM
JIETIONPOU3BOJICTBE.

26. YHuukanus J0KyMEHTOB.

27. CrangapTu3anusi JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. llIpudTel, KErIu ¥ NOJI, IPUMEHsIeMbIe TTPU 0OPMIICHUHU JOKYMEHTOB.

30. Pe3tome, aBToOuOrpadus, XxapakTepUCTUKA: TTOHSATHE, HA3HAUYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asgBieHue: NMOHIATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

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

33. O0OBscHUTEIbHAS 3aIIMCKa: TTOHSATHE, Ha3HAYCHHE, COCTaB PEKBU3UTOB.

34. JloknagHas 3anMcKa: MOHSATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: NoHsITUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

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



37. Ilpukas3, pacriopsiKeHue: MOHITHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

38. [Ipuka3 o TMYHOMY COCTaBY: MOHSTUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, N0JIOKEHUE: IOHIATUE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: MTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCcTpyKUHMsS 1O AEJNONPOU3BOACTBY: TOHSATHE, HA3HAYEHHUE, COCTAB
PEKBU3UTOB.

42. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KonIeKTUBHBIN JIOTOBOP: MOHSITUE, HA3HAUYCHHUE, COCTAB PEKBU3UTOB.

44. Oco0eHHOCTH COCTaBIEHUS TEKCTa MPOTOKOJIA.

45. Oco0eHHOCTH COCTaBICHUS TEKCTa MPUKa3a.

46. PexBu3uThel repd, sMONieMa, TOBApHBIM 3HAK (3HAK OOCIIYXKMBaHUs), KO
(GbOpMBI TOKyMEHTA.

47. PeKkBU3UT HAMMEHOBAHUE OpraHU3alMy, HAUMEHOBAHUE CTPYKTYpPHOTO
NIO/Ipa3/IeJICHUsI, HAMMEHOBAHNE JOJDKHOCTH JIMLA.

48. PeKBU3UT CIpAaBOYHBIE JJaHHBIE 00 OpraHU3aUH.

49. PexkBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBu3uT 1ata TOKyMEHTA.

51. PEeKBU3UT pErucTpalvOHHbIN HOMEP JOKYMEHTA.

52. PEeKBU3UT CCBUIKA Ha PETHCTPALMOHHBIA HOMEpP M JaTy IOCTYIHBILETO
JIOKYMEHTA.

53. PexBU3UT MeCTO cocTaByieHUs (M31aHMs) JOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUYECHHS TOCTYIA K TOKYMEHTY.

55. PexBu3uT aapecar.

56. PekBU3UT rpud yTBEPKICHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT TIOKYMEHTA.

59. PexkBU3HUT OTMETKA O IPUIIOKEHHH.

60. PexBu3ut rpud corsacoBaHusi JOKYMEHTA.

61. PexBuzur Bu3a.

62. PexBU3UT NOAIINUCE.

63. PexBu3uT 0TMETKA 00 3JIEKTPOHHOMU ITOJITHCH.

64. PexBU3UT neyvars.

65. PekBU3UT OTMETKA 00 UCTIOJIHUTEIIE.

66. PeKBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PEeKBU3UT OTMETKA O IOCTYIJIEHUU JOKYMEHTA.

68. PEeKBU3UT pe30JIOLIHSL.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPABJICHUH IOKYMEHTA B JEJO.



