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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IPOrpaMMBbl TUCHUIUTHHEI «J[0KyMEeHTOOOOpOT B OpraHU3aIiy» U MPEeIHa3HAuCH IS
KOHTPOJII W OLEHKH 0Opa30oBaTENbHBIX JOCTI)KCHUU CTYJEHTOB, OCBOMBIINX
porpamMMmy JTACUUTLIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHU OO0Y4YarOMIETOCs
tpeboBanusiM PI'OC BO OakamaBpuar mo HampaBlieHUIO ToAroToBku 46.03.01
Ucrtopusi, yTBEp>KIECHHBIM IPUKA30M MunucrepcTBa HayKHU u
BhICIICT0 0Opa3oBanusi Poccuiickoit deneparuu ot 8 okTsiOps 2020 r. Ne 1291 (c
U3MCHCHHUSAMU U JIOTTOJTHCHHSIMHU ).

1.3. Ilepeyenbr kKommereHuMH, GopMHUpPYeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc ocBoeHUsI AMCLHUIUIMHBI HAlpaBlIeH HAa (OPMHPOBAHUE CIIEAYIOLIUX
KOMITETEHLIUH U MHIUKATOPOB UX JOCTHKEHHUS:

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHUS
YHuBepcaabHbIe
YK-4 YK-4.1 BblOWpaeT NOpUEMIIEMBbIH  CTHIIb
Criocoben OCYIIECTBIISTh JICJIOBYIO | JCIIOBOTO OOINEHUS HA  TOCYIapCTBEHHOM(-

KOMMYHHUKAI[MI0 B YCTHOM M THCBMEHHOM | BIX) M  HMHOCTPAHHOM(-bIX) s3BIKaX, Bep
dopmMax  Ha  TOCYIapCTBEHHOM  sI3bIKe | OambHBIE U HEBepOalbHBIE Cpel  CTBa
Poccuiickoit ®@enepaiuu 1 MHOCTPaHHOM(BIX) | B3aUMOACHUCTBUS C MapTHEpaMH B YCTHOM M

A3bIKe(ax) MMCbMEHHOU (hopMmax;
VK-4.2 UCIIOJIb3YET MH(pOPMAaIMOHHO-
KOMMYHUKAI[HIOHHBIE TEXHOJIOTUHI TUTSE
MOBBILICHUS 3¢ EeKTUBHOCTH

MpOPECCHOHAIBHOTO ~ B3aWMOJICUCTBHS,  TIO-
MCKa HeoOxonuMoil mHbopMaluu B mpoliecce
peIIeHUsT CTaHJAPTHBIX KOMMYHHKATHBHBIX
3a1aq Ha roCyAapCTBEHHOM(-BIX) u
MHOCTPAaHHOM(-bIX) SI3BIKAX.

1.4. Dranbl GopmMupoBaHMsI KOMIETEHUMH M CpPeACTBA OIEHUBAHUA
YPOBHS UX ¢OPMHPOBAHHOCTH

N KoHTpO/IbHO-01LIeHOYHbIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun

cpeacTna / cnocod OleHMBAHUSA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpPakTUYECKHX
HOpMaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBIA ONPOC
JOKYMEHTallMOHHOTO obecrnieueHus
yIpPaBJIEHUs
Tema 2. Cranpaptuzanms mporecca | YK-4 BricTymiieHne Ha NOpakTUYECKUX
JIOKYMEHTHPOBAHHUSI 3aHATHSX, YCTHBIA OMPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BricTynuieHne Ha DpakTUYECKHX
pacnopsiANTENbHON JOKYMEHTAUU 3aHATHSX, YCTHBIA OMPOC




Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
BU/J| IEPEITUCKU 3aHATHAX, YCTHBIA ONPOC

Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
JIOKYMEHT0000pOoTa OpraHu3aluu 3aHATHSAX, YCTHBIA ONPOC
Texkyuias arrecranus YVK-4 KonTponbaas pabora
IIpome:kyTouyHas aTTecTanus YK-4 3auer

1.5. Onucanue nokasareseil GopMUpPOBAHUS KOMIIETEHIIUIH

Ko komMnereHuun Pe3yabTaThl ¢()OPMHPOBAHHOCTH

YK-4 3HaeT: OpraHu3alui JOKYMEHTOOOOpOTa OpraHU3allMHh;, CBOWCTBA,
GyHKIMM W TpHU3HAKH ~ JIOKyMEHTa; CIIOCOOBI W CPEACTBa
JOKYMEHTUPOBaHUS; KJIACCU(PUKALMIO BUIOB JOKYMEHTOB; CTPYKTYpPY
JOKYMEHTOB ¥ HOpPMaTUBHbIE TpeOOBaHMSI K MX COCTaBICHUIO U
0(hOPMIICHHUIO.

Ymeer: cocTaBisATh U 0GOPMIIATH JOKYMEHTHI, (DYHKIIHOHUPYIOIIUE B
JIOKYMEHTOO0OpOTE OpraHU3aliM, B COOTBETCTBUM C YCTaHOBJIEHHBIMHU
TpeOOBaHUSMH, B TOM 4YHCIE€ HUCHOJB3Yd HH(POPMAIMOHHBIC
TEXHOJIOTUH.

Bnaneer HaBbIKaMu: cOCTaBieHUS U O(OPMIIEHUS DPA3IMYHBIX BUIOB
JOKYMEHTOB TpPaJUIMOHHBIM CIIOCOOOM H B 3JEKTPOHHOM BUJE,
HaBBIKAMU JEJIOBBIX KOMMYHHUKAIMI B YCTHOW W MUCbMEHHOU (hopme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepuu oueHUBAHMSI KOMIIETEHUMH Ha Pa3HbIX IJTanax Hx
(opMupoBanusn

KoanuectBo
Bup yueOHoit padoThl 0aJ1s10B
101010 300

BrImosHeHne u 3ammTa NpakTHIecKuX paboT 40 -
KonTponbnas padota 15 —
Kontpomns camocrosTenbHoi paboTh 20 —
VYcTHBIN 3aueT 25 —
Bcero 100

HaxkonureanHas cucreMa ounenuBanug mo 100-0ajabHoOM mKkaJje

YeroipexdaliibHAS Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLleHHBAHUS . OLICHUBAHUS
IIKaJIa 0aJlJIbHOI mIKaJIe
IK3aMeHa 3ayera
OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPHKAHUE
Kypca 0CBOCHO HOJIHOCTHIO, 03 IIpo0Oeos;
HE00XOJUMbIE IPAKTHYECKUE HABBIKK PAOOTHI
C OCBOCHHBIM MaTepHaIOM C(hOpPMHUPOBAHBI;
BCE MIPEAyCMOTPEHHbIE TPOrPaMMOi
0o0y4eHust yaeOHbIE 3aJaHusI BBITTOJHEHBI,
3auTeHo

Ka4eCTBO MX BBIIOJHEHHsI OLIEHEHO YHUCIIOM
6auI0B, OJIM3KUM K MAKCHMAJIbHOMY

Xoportio 83-89 B — o4eHb XOPOIIIO — TEOPETUUECKOE
cojiepkaHne Kypca OCBOEHO MOJHOCTHIO, 6e3
po6eioB; HEOOXOAUMbIE PAKTHUECKUE
HaBBIKU PabOTHI ¢ OCBOEHHBIM MAaTEPHAIOM B




OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeAyCMOTPEHHbIE IPOrpPaMMON 00ydeHHs
yueOHbIe 3aaHusl BBIITOJIHEHBI, KAYECTBO
BBINTOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopowo

75-82

C — X0pOIIO — TEOPETUUECKOE COJIEPIKAHNE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOphIE
MPaKTUYECKHE HABBIKU Pa0OTHI C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HENOCTATOYHO;
BCE IPEIYCMOTPEHHBIE IPOrPaMMOii
o0yueHus1 yueOHBIC 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHUS HU OJJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIE BUJIbI 33/1aHUH BBITIOJIHEHBI C
ouMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO, HO
poOeIbl He HOCST CYILECTBEHHOTO
XapakTepa; He0OXOUMbIE TPAKTUIECKHE
HaBBIKH PabOTHI C OCBOEHHBIM MaTepHajIoM B
OCHOBHOM c(h)OPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPBIE 13
BBINTOJTHEHHBIX 3aJIJaHAHN cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeHBHO

50-62

E — mocpencTBeHHO — TeopeTHiecKoe
COZIepKaHNE Kypca OCBOSHO YaCTHYHO;
HEKOTOpBIE MPAKTUUECKIE HABBIKUA PaOOTHI HE
c(hOpMHUPOBaHBI, MHOTHE TIPETYCMOTPEHHBIC
y4eOHO#l mporpaMMoii 00ydeHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTMOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIEHEHO
YHCIIOM 0aJJIOB, OJU3KAM K MHHAMAJILHOMY

HeynosnerBopurensHo

21-49

FX — Heyn0BIETBOPUTEIHHO — TEOPETUUECKOE
CoZIep’KaHne Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKNE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaAJIOM HE
c(OPMHIPOBAHBL; OOIBITHHCTBO
MIPEAYyCMOTPEHHBIX Y4eOHON IporpaMMoi
00y4eHHs y4eOHbIX 3a/laHNi HE BHINOJHEHO
71100 KaueCTBO MX BBITIOJIHEHHS] OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
HPH JONOJIHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
HIOBBIIICHHE KaueCTBa BBITIOJIHEHNUS yUeOHBIX
3aJaHuN

HeynosnerBopurensHo

0-20

F — Hey1OBJIETBOPHUTENHHO — TEOPETHIECKOE
Co/iepKaHue Kypca He OCBOCHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
He c()OPMUPOBAHBI; BCE BHITIOJHEHHBIE
yueOHbIe 3a1aHusI COIepKaT I'pyOble OLINOKH;
JOTIOJIHUTENbHAS. CAMOCTOSITENNbHAs paboTa
HaJl MaTepHajoM Kypca He NPUBEIET K
KaKOMY-J100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHs YUSOHBIX 3a/JaHu il

He 3auteno

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEACTBA TEKYILEr0 KOHTPOJIA (THUIIOBbIE)




Bomnpochl /151 yCTHOr0 onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

2. Packpoiite monstue «J1OY». HazoBure mpodeccuonanbHble TEPMUHBI U
onpeeneHus B 00JacTH JAeI0NPOU3BOICTBA.

3. HazoBute u packpoiTe PyHKIIHMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JJACTH OpraHU3allM AEIONPOU3BOICTBA BbI
3Haere? HaszoBure conepkaHue mnakeTa O0Os3aTENBHBIX 3aKOHOAATEIbHBIX U
HOPMAaTHUBHBIX JOKYMEHTOB B obsact JJOVY.

5. HazoBute mpaBuna  yTBEpXKIACHHUS  JOKYMEHTOB. TpeboBaHus u
o opMIICHHE.

6. Kakue peKkBU3UTHI SIBIAIOTCS «OPUAWYECKH 3HAYMMbIMK»? [lpaBuna ux
oopmiieHus. Yto BKIItOUAET B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. TlpuBenute npuMepbl TOKyMEHTOB, KOTOPbIE MOJIJIEKAT YTBEPKACHUIO U Ha
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIAIOTCS EpeYHr TaKUX JOKYMEHTOB?

8. Ha3zoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHUE U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pexBu3HTHI 0o0miero Onanka u OjaHka ais mucbma. lIpaBuia
opopmiienusi. Kakue Buabl OnaHkoB Bbl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJDKHOCTHOTO JIuua’?

10. CornacoBanue u BusupoBanue. Ha3oBure BUAbI U CPOKU COIVIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkute O medyaTsx M IITaMIax NpeAnpusTuii U opranuzanui. Ha
KaKMX JIOKyMeHTax cTaBsiTcs neyaTth? Kakue TpeOoBaHUS TNpeAbsSBIAIOT K
UCIOJIb30BaHUIO TepOOBOI neuaT?

12. PackpoiiTe conepikaHue TOHATUS «ympaBieHHe». HazoBuTe cHCTEMBI
JOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP/l». Kakme rpynmsl u BUAbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxkutre 00 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEePEeNnUCKU U TpeOOBAaHUAX, IPEIBABIAEMbIX K HEH.

14. B 4yem ocoOenHocTu OnaHka st mucbma? HazoBuTe pekBU3UTHI OJjlaHKa
JUTSl MUChbMA U PEKBU3UTHI CITYKEOHOT0 MUChMa.

15. Yto pernaMeHTHUpYyET TUTIOBAsi MHCTPYKIIHS 1O Jenonpou3BoactBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3aLMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUBIL.

16. HazoBure Buasl HHGOPMALKUOHHO-CIPABOYHBIX JIOKYMEHTOB, JaiTe
XapaKTEPUCTHUKY KaxaoMy Buny. [IpuBenuTe n3BeCTHbIE BaM BUJIbI PETHCTPALIUN.

17. JlaiiTe = XapaKTEpUCTUKY YYPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatusa. Kakvne BUIbl yCTaBOB Bbl 3HAETE?

18. Jlaiite  xapaktepuctuky aAokymeHty «llojoxkeHue» ©  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTa JOKYMEHTA U €r0 COACPKaHUS.

19. Jlaiite xapakrepuctuky aokyMeHty «Muctpykuus». [IpuBenure npumepsl.
JloJDKHOCTHAsI MHCTPYKIMS, CTpYyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. [lItatnoe  pacnucanue (OCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeOoBaHKE K UCTIOIB30BAHUIO YHU(PUITUPOBAHHBIX (POPM.

21. ITpaBuia BHYTpEHHErO TPYI0BOTO pacnopsaka u [lonoxenue o nepconane.



22. JlaliTe XapakTepUCTUKY pacOPSIUTENBHBIM JOKYMEHTAM.

23. HazoBuTe BUIbI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBuTre CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocobeHHOCTH CiykeOHbIX mucem? HazoBuTe BUIBI CITy:KEOHBIX
nuceM. Kakue TpeOoBaHuUs NPEABSBISIIOTCSA K TEKCTY CITYKEOHBIX MUCEM?

25. HazoButre mpaBmwia oGOpMICHHS  PEKBU3WTA  «aapecar». Bumsl
aJlpeCoOBaHMSI.

26. UTO BXOIUT B MOHATHUE IIPOBEIECHUE SKCIIEPTU3BI LICHHOCTH IOKYMEHTa»?

27. PackpoiiTe TOHATUS <«JIOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXJO0My BHIY JOKYMEHTONOTOKA, YKaXHT€ HX OCOOECHHOCTH.
Kakum 06pazom onpenensercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3Hadenue. CocraBnenue. Buabl HOMEHKIATYPBHI.

29. IlonroToBKa TOKYMEHTOB K CJadye B BEJOMCTBEHHBIM apxuB. Crmada
JOKYMEHTOB B apXuB opraHuzanuu. Onucu OKYMEHTOB, HAXOASIIMXCA B JIETE.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHU JOKYMEHTOB U JIE.

30. Kakue nokymMeHTHI He nojajiexar perucrpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYTIJICHUI?

31. PacckaxuTe O BHIAX BXOIALINX, HUCXOMAAIIUX BHYTPEHHUX IOKYMEHTaX.
HoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK un aBTOMaTn3npoBaHHoOM.

32. Yto BKIIOYaeT B cedsi moHATHE «(HOPMUPOBAHUS» U «OPOPMIICHUS» Aen?
HazoBute npuszHaku opopMiaeHus: 00JI0KKH JEII.

33. Cpoku XpaHEeHHs] JOKYMEHTOB B 3aBUCUMOCTU MX 3HauuMmocTu. HazoBure
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIPEAEIISIOT CPOKH XPAHEHUS.

34. YUto BKIIOYAET B ceOS MOHSATHE «IOJATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUA KOHTPOJIbLHOM padoThI:

1. IIpaBuibHasA MOCJEI0BATEIBHOCTh HANMCAHMS 3JEMEHTOB IOYTOBOIO
aJpeca HAa NMNOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHHE HACEJIEHHOT O ITyHKTa;

1) Ha3BaHHE 001aCTH, Kpast, peCIyOIuKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHME YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:



a) cucTeMa JOKYMEHTAllMM, CO3JaHHas M0 €IWHBIM IMpaBuUjiaM U TpeOOBaHUSM,
coaepkarias HHGOpMaIKIo, HEOOXOIUMYIO JIJIsl yIPaBIEHHS B OINpeaeTIeHHON cdepe
NEATEbHOCTH;

0) yaudummpoBanubie  (OPMBI  TOKYMEHTOB, CHCTEMATH3WPOBAHHBIC TIO
(GYHKIUSM yIIpaBIICHHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMBIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH HCHOJIB30BAHUS (PaKCMMUJIE KAK COOCTBEHHOM NMOANMCH
perjiaMeHTHPYeTCs:

a) TpaXXIaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMU JEJIONPOU3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennslii  rep6  Poccuiickoit  ®enepauuu, repd cyObekTa
Poccuiickoit  ®Depeparuu, sSMOieMa OpraHW3allMd, TOBApHBIM 3HAK  (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHMUS;

0) OJlaHK TUChbMa;

B) 00mIMii OJaHK;

r) OJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMUCAHMS IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BoAcTBa B (peepalibHbIX OpraHax HCIOJHUTENIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr MOYTOBOM CBS3H.

6. PexkBU3HUT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIETO, €ro MOJANUCH, PacM(PpOBKY (MHULUAIBL U
dbamunus) u gary;

0) noanuce, pacmndposky (@. . O.), nary;

B) JIOJDKHOCTD, TIOJINUCH J1ATY;

I') I0JKHOCTB, OANUCH, pacin@poBky nognucu (. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMAITMOHHBIX.

8. TekcT [0OKYMEHTOB COCTABJSIIOT Ha TOCYJIapCTBEHHOM fI3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CY0ObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;



0) 3akoHosIaTenbecTBOM  Poccuiickoit deneparun 1 cyObekToB Poccuiickoi
denepannu;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/JICTRY.

9. Ileqb10 CTAHAAPTU3AIUM IOKYMEHTOB SIBJISIETCSH:

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIIUN JOKYMEHTOB;

0) pa3paboTKa HOMEHKIIATYPY JIETT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluy;

r) o0ecriedyeHrue COXPAaHHOCTU JJOKYMEHTOB,

1) 3aIuTa KOHOUICHITMATLHOCTH HH(pOpMAIIH.

10. VYkaxkure BapuaHT OTBETOB, B KOTOPOM MNPABWJIBLHO HA3BAHbBI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep0, »oMOnema), KOJ OpraHu3aly, HAWUMEHOBAHUS OpraHU3AIINH,
CIIpaBOYHBIE JaHHbIE 00 OpraHu3anuu, KoJ (QOpMbl JAOKYMEHTa, MECTO IS
MPOCTaBJEHUS JaThl JOKYMEHTa, MECTO JJIsi MPOCTAaBICHUS PETUCTPALIMOHHOTO
HOMEpa JOKYMEHTa, CChIJIKa Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

0) (repdb, 5MmOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHu3alluM, JaTa
JIOKYMEHTa, MECTO JIsl POCTABJICHUSI PETUCTPAILIMOHHOTO HOMEpa JIOKYMEHTa, MECTO
W3/1aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

B) (rep0d, »MOleMa), HAMMEHOBAHUSA OpraHW3allu¥, HAUMEHOBAHHUS BHAA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJl (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PErUCTPAllUOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alluu,
CCBhUIKA Ha HOMEp U AaTy BXOJAIIETO JOKYMEHTA;

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranuzaiuu, koj opranuzanuu OI'PH, mecto a1 npocTaBiaeHusl 1aThl JOKYMEHTA,
MECTO JJIsI POCTABIICHUS] PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA, CChUIKa Ha HOMEP
U JIaTy BXOJISIIETO JOKYMEHTa, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

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

B) MHCTPYKIIUS;
I) T[OCTAHOBJICHUE;
1) TIOJOXKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauWMEHOBAHWE BUJIA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TOJMMCE.
13. AKTBI cO31210TCS:
a) KOJUICTHAJIBHO;
0) Ha OmaHkax;
B) Ha COBCIAaHWM;
I')  BBIIECTOAIICH OpTaHU3AINECH.



14. HopMaTuBHBII aKT, H31aBaeMbld JIMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:
a) MpuUKas;
0) TIOJOXKCHHE,
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.

15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBCLIAHUSI Yy IMPEKTOPAa CEeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoidl TOKymMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) pacopsiKEeHHE,

I') IPOTOKOJI, PEIICHUE U PACIIOPSIKEHHUE;

1) 0 yCMOTPEHHUIO Ha4aJIbCTBA.

16. PexkBu3duTtamMu BHELIHEl CIIPAaBKH SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA,

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3alUu;

€) CCBUIKA Ha JaTy PErUCTPAalMOHHBIA HOMED.

17. ®@axkc oTiiMm4aercsi OT NMCbMA MO0 0POPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE OJINHHUKOM, a KOIHEN JOKYMEHTA;

0) COEP>KUT PsiZl JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) MeyaTaeTcs Ha Tenedakce;

I') HE MOXKET OBITh 3aBEPEH NE€YAThIO.

18. BbigesnTe M3 KaKUX pa3esioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIHUKN U TOCTAHOBJISIOIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbigeaure, B KaKOM M3 BHIOB JOKYMEHTOB He IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHMO;

B) JIOKJIa/IHAs 3aIIUCKa;

') JOJKHOCTHAs HHCTPYKITUSI.

20. Pacnpenesnte yKasaHHbIe HMKE JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHu3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. JIoJbKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue n1upekTopa.

4. CBonka.

5. IloctaHoBNIEHUE KOJJIETHH.



6. UHCTpyKIIMS 1O 1€TONPOU3BO/ICTRY.

7. CnpaBka ¢ MecTa pabOThlI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacmcaHue.

10. TpynoBoii AOTOBOP.

11. Ilpurnamienrie Ha BHICTABKY.

12. Permament.

21. Komuccusi mo pacciielOBaHHIO MOXKapa, TMPOU30OUIEANIero B
00pa3oBaTeIbHOM YUpPeKAeHNHU, YCTAHOBUIM Psijl (PaKTOB, KOTOPbIE MOCTYKUIU
NPUYMHON moxkapa. Kakoi 1OKyMeHT J10JI2KHA COCTABUTH KOMUCCHSA?

a) AKT;

0) cipaBKy;

B) JIOKJIAJTHYIO 3aIIUCKY;

') HHCTPYKLIHIO O IPOTUBOIIOXKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KeHHMe KaKoro-iuéo Bompoca c
BbIBOJAMHM U NMPeEIJI0KEHUSIMHU COCTABJICHUSI, HA3bIBACTCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

) IPEAJIOKEHHUE.

23. laToii c1y:keOHOr0 MUCHhbMA SABJISIETCS 1aTa:

a) COCTaBJICHUS;

0) OoTIIpaBJICHMUS;

B) MIOJIMMCAHUS,

') TOJIYYEHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuud odopmiisieTcsi OTAEJbHO U
NPUJIATAeTCsl K NPOTOKOJIY, €CJIM TAKOBBIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmienne 00JI0KKM Jeja IS NOCJICAYIOLIEr0 XpPaHEHUs
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. JkcnepTU3a HEHHOCTH I0KYMEHTA IMPOXOAMT B jrama:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa ae (padounii 3K3eMILIAP) NOMEIAOT HA:

a) CTOJIC, IO CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.




28. Bce JuaucThl Jesia mpM MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCH:

a) YepHBIM rpapUTHBIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMH;

B) KpaCHbIM KapaH1alllOM.

29. Bxoasimue J0KYMEHTBI peruCTPUPYIOTCH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOAMTEIIS;

0) B IepBOM MOJIOBUHE JTHS MOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Kaxxnasi o0pa3oBaTe/ibHAasi OpraHnu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYpPY;

0) UHIUBUIyaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

31. 3a CKOJIBKO AHEH A0 MCIOJHEHHS NPOBOAAT NpeaylnpeauTe bHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuTesIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUsI CTPYKTYPHBIX MOAPA3ACIICHUI;

0) HaIpaBJIEHUs ACSITEILHOCTU MPENIPHUATHS;

B) THU HEJIEJIH, MECSLa.

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

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpaluy,

B) [TOCJIE TIOJUCAHUS PYKOBOJUTENIEM.

34. Eciiu B geJie coaepskarcs J0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XPaHEHHUs YCTAHABJIMBAETCSH:

a) OOJBIINI;

0) MEHBIIINIA;

B) CPEIHUM.



3ajanus I CaMOCTOSAATEJIbHOM PadoThI

3aganue 1. OdopmMuTh BCe OTMETKH, KOTOpBHIE CTaBST Ha JOKyMEHTE B
cootBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MecTOpacHONOKEHUS 3THX
PEKBU3UTOB Ha OylaHke popmara A4.

3apanue 2. M300pa3ure cXeMaTHIECKH KIACCU(DHUKAITIO TOKYMEHTOB.

3aganue 3. Beimmummre Ha auct ¢opmata A4 Bce mpaBuia oQOpMIICHHUS
TEeKCTa JOKYMEHTa: WHTepBaibl, mpudtel u T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2016.

3aganume 4. CoctaBUTh U OQOPMUTH JOKIAJAHYIO 3alMCKy O HapylIEHUU
TPYZAOBON JTHUCHUUIUIMHBI pAOOTHUKOM. Bce peKBU3UTHI U 3IEMEHTHI TEKCTa 100aBUThH
camocrosiTenpHO. Hanucatb OOBACHUTENBHYIO 3allUCKy OT HMMEHM pabOTHHKA,
HapyLIUTENSA TPYIOBOU JUCIUILINHBIL.

3aganue 5. Hanmucath 0TBETHOE MHMCHMO-0J1aroJapHOCTh Ha MO3/IpaBJICHHUE.

2.2. OnleHOYHbIE CPeICTBA /I MPOMEKYTOYHOM aTTecTanum (3a4er)

Bomnpocsl aJ1s1 npoBeieHHU 3a4eTa:

1. [ToHsATHE «JTIOKYMEHT» U €r0 (PyHKIHUH.

2. Knaccudukanus JOKyMEHTOB.

3. CymHOCT, M OCHOBHOEC Ha3HAYCHHE JOKYMEHTAI[MOHHOTO OOCCIICUCHHUS
JEeATEIbHOCTH I1E€1arora.

4. Cuctembl 1OKyMEHTALIUU.

5. 3akoHOaTeNbHasl U HOPMAaTUBHO-METOAMYECKas 0a3a JOKYMEHTAllMOHHOIO
oOecrieueHus yIpaBJICHHUS.

6. ®opmynsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanwus Kk OIaHKaM JOKYMEHTOB.

10. Cuctema qOKyMEHTAIIMU B OPTaHU3AIIHH.

11. Opranuzanonsnsie JOKyMeHTbl cucteMbl OPJI. OOmas xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinutenbHabie qokyMeHTHI cucteMbl OP/]. O6mas xapaktepuctuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UndopmanrionHo-cipaBouHble  MOKyMeHThl cucteMbl OPJ[.  OOmas
XapaKTEPUCTHKA U HA3HAYEHUE JOKYMEHTOB.

14. JTenoBoe MMCbMO KaK OCHOBHOM BHJI IEPEIUCKHU.

15. bnanku s nuceM. @opmyIisip 1€I0BOTO MUCHhMA.

16. OcobenHoCcTH O(HUIMATBHO-IEIIOBOTO CTHIISI COCTABIICHUS TEKCTA JICIOBOTO
NMChMa.

17. Buapl  choy>XeOHBIX  TIHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHICHIUH.

18. DnexTpoHHas nepenucka. INeKTPOHHBIN TOKYMEHT.

19. Opranuzaiiust JOKyMEHTOOOOpOTa OpraHU3aI1H.

20. ®opMmbl  opraHuzanuu  pabOThl € JOKyMeHTaMu. JloKymMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.



21. ITopsimok 00pabOTKHM BXOASIIMX JOKYMEHTOB. Peructpariust JOKyMeHTOB.

22. Tlopsimok 06pabOTKU UCXOASIINX TOKYMEHTOB.

23. Tlopsiok paboThl C BHYTPEHHUMH TOKYMEHTAMHU.

24. HomeHkaTypa Jel.

25. ®opmupoBanue,  odopmieHHEe,  XpaHEHHME Jed B TEKyLIEM
JEJIOMPOU3BOCTBE.

26. YHu(]UKAIHSI TOKyMEHTOB.

27. CtangapTu3amus JOKyMEHTOB.

28. Hymepaiyisi MHOTOCTPAaHUYHOTO TOKYMEHTA.

29. llIpudTel, KETIM U MOJIS, TPUMEHIEMbIE TIPH 0(OPMIICHUH JTOKYMEHTOB.

30. Pestome, aBTOOMOTpadus, XapakTepUCTUKA: MOHATHE, HA3HAYCHUE, COCTAB
PEKBU3UTOB.

31. 3asBneHuE: NOHATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

32. CyxebHas 3amucKa: MOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.

33. OObsACHUTENbHAS 3aMMCKA: TIOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

34. JloxnaaHas 3ammcKa: MoHsATHE, Ha3HAUCHUE, COCTaB PEKBU3UTOB.

35. CmpaBka: moHATHE, HA3HAYEHNE, COCTAaB PEKBU3UTOB.

36. AKT, MPOTOKOJI: IOHATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

37. Ilpuka3s, pacnopsbKeHHE: TOHATHE, Ha3HAYCHHE, COCTaB PEKBU3UTOB.

38. Ilpuka3 mo TMYHOMY COCTaBY: MOHSATHE, HA3HAUECHUE, COCTAB PEKBU3UTOB.

39. YcraB, 1ojio)keHUE: NOHATHE, HA3HAYEHHUE, COCTAaB PEKBU3UTOB.

40. omKHOCTHAs! MHCTPYKIIMS: TIOHSITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

41. UHcTpyKIMg TIO  JEJIONPOU3BOJACTBY: TIOHSTHUE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

42. TlpaBuna: MoHSATHE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.

43. KonneKkTUBHBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44. OcoOEHHOCTH COCTaBJICHHUS TEKCTa MPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJICHHUS TEKCTa MpUKa3a.

46. PexBu3uThl TepO, sMOIeMa, TOBapHBIM 3HAK (3HAK OOCITY>KMBaHHS), KOJ
(bopMBI TIOKYMEHTA.

47. PekBU3UT HaWMEHOBAHHE OpraHHU3aIlMi, HAMMEHOBAHHWE CTPYKTYPHOTO
noJipa3zesieHusl, HANMEHOBAaHUE JIOJDKHOCTH JIHIIA.

48. PexkBU3UT CIpaBOYHBIC TAHHBIC 00 OpraHU3aIlNH.

49. PekBU3UT HAMMECHOBaHUE BHUJIa IOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PexkBU3HUT perucTpaliOHHbI HOMEP JOKYMEHTA.

52. PekBU3HUT CChUIKA Ha PETUCTPAIMOHHBIM HOMEpP U JIaTy MOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3HUT MECTO COCTaBJICHUS (M3AaHUS) TOKYMEHTA.

54. PekBU3UT rpud OrpaHUYECHUSI TOCTYMA K TOKYMEHTY.

55. PekBu3ur aapecar.

56. PekBu3UT rpud yTBEp>KAEHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT IOKYMEHTA.

59. PeKBU3HUT OTMETKA O IPUIIOKEHHH.



60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3ut rpud coriacoBaHusi JOKyMEHTA.
PexBu3ut Bu3a.

PexBu3uT noAImce.

PekBU3HUT OTMETKA 00 3JIEKTPOHHOM MOJIUCH.
PexBu3ut neyars.

PexkBu3uT 0TMETKA 00 MCIIOJTHUTEIIE.

PexBU3UT OTMETKA O 3aBEPEHUUN KOTIUU.
PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBU3UT pe30JIronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HAMpPaBJICHUHU JOKYMEHTA B JIEJIO.



