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1. HACIHOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacTb pabouei
IporpamMMbl  JUCHUIUIMHBL  «J[OKYMEHTallMOHHOE OOECIeUYeHHe JeATEeIbHOCTH
nejarora» M npeaHa3HayeH JIJIsi KOHTPOJISI U OLIEHKH 00pa30BaTeNbHbIX JOCTUKEHUN
CTYJIEHTOB, OCBOUBIIIUX POTPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM OPI'OC BO OakanaBpuar mo HampasieHuto noarotoBku 44.03.03
CneunanbHoe (nedekronornyeckoe) oOpa30BaHHME, YTBEPKIAECHHBIM IPUKAa30M
MunucrepctBa oOpa3zoBanusa U Hayku Poccuiickoit @enepanun «O0 yTBEpKIEHUU
(denepanbHOrO  TOCYAApCTBEHHOrO  0Opa3oBaTENbHOTO  CTaHAapTa  BBICILETO
oOpa3oBaHusi — OakajgaBpuaT M0 HarpaiieHHI0 oarotoBku 44.03.03 CnernuanbHoe
(medextomorudeckoe) obpazoBanue» oT 22.02.2018 Ne 123 (¢ W3MEHEHUSMH H
JOTIOJTHEHUSIMH ).

1.3. Ilepeyenbr KommeTeHUMH, (GopMHpPYeMBIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Ipouecc ocBOeHMS] TUCUUILUIMHBI HaIlpaBlIeH Ha (POPMUpPOBAHUE CIEAYIOLIUX
KOMITETEHIIM ¥ MHJIMKATOPOB MX JOCTHKEHUS:

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHA

YHuBEpcalbHbIE

YK-4 VK-4.1

Cnocoben OCYILIECTBIIATh nenoByro | OCylecTBiIgeT  JEJIOBYK0  KOMMYHHKAIUIO

KOMMYHUKAI[MIl0O B YCTHOM UM TIMCbMEHHOW | BYCTHOM W  TNHCbMEHHOHM  (Qopmax Ha

dopmMax  Ha  TOCYIapCTBEHHOM  SI3bIKE | FOCYJAapCTBEHHOM A3BIKE Poccuiickoii

Poccuiickoit denepannu n nHoctpaHHOM(bIX) | Denepanuu

s3bIKe(ax)

1.4. Dranbl GopmMupoBaHMsI KOMIETEHUMH M CpPeACTBA OIEHUBAHUA
YPOBHA UX C()OPMUPOBAHHOCTH

. KoHTpOoJ/IbHO-0LIEeHOYHbIE

Jrtansl popMupoBaHusa komnereHuui | Komnerenuun

cpeacTBa / cnnocod oleHUBAHUA
Tema 1. Teoperuko-npaBoeie u | YK-4 BelcTyIuleHHME Ha MPAKTUYECKUX
HOpMaTHUBHBIE OCHOBBI 3aHATUSX, YCTHBINA OMPOC
JOKYMEHTAllMOHHOT'O o0ecrieueHus
yIpaBiIeHUS
Tema 2. Cranpaptuzanms mnporecca | YK-4 BricTymieHne Ha MpPaKTUYECKUX
JOKYMEHTHUPOBAHHUS 3aHATHSX, YCTHBIH ONPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
pacnopsiANTENbHON JOKYMEHTAUU 3aHATHSX, YCTHBIH ONPOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeIcTyruieHHe Ha NpPaKTUYECKUX
BU/J| IEPENTUCKU 3aHATHSX, YCTHBIN ONPOC
Tema 5. Opranmzanus | YK-4 BeicTyruieHre Ha NOpPaKTUYECKUX
JOKyMEHTOO0OpoTa  00pa3oBaTEeNbHOM 3aHSATHSX, YCTHBIA OMPOC
OpraHu3aluu




Texkymas arrecrauus VK-4 KonTponbhas pabota

IIpome:xxyTouHasi aTTecTanus YK-4 3auer

1.5. Onucanue nokasareseil GopMUpPOBaAHUS KOMIIETEHIIUIH

Kox komnerennumn Pe3ysabTarsl chpOpMHUPOBAHHOCTH

YK-4 3HaeT: TEOpPETUYECKHE OCHOBBI JOKYMEHTAI[HOHHOTO O0ecredeHus
yIIpPaBICHUS, €0 TEPMUHOJOTUIO M 3aJadd; CBOWCTBA, (QYHKIUH U
IPU3HAKKW JOKYMEHTA; CIOCOOBI M CpeAcTBa JOKYMEHTHPOBAHWS,
KJIaCCU(PUKAUIO BUIOB JOKYMEHTOB;, CTPYKTYpPY JOKYMEHTOB U
HOpPMAaTHBHBIE TPEOOBAHUS K MX COCTABICHHIO U O()OPMIICHHUIO.

VYMeer: cocTaBisATh M OQOPMIATH JOKYMEHTBI, HCIIOJIB3YEMbIE B
npoeCCHOHATBHON  JEeSTeIBbHOCTH TeJarora B COOTBETCTBHH  C
YCTAaHOBJICHHBIMH  TPEOOBaHUSAMH, B TOM  YHCJI€  HCIIOJB3YS
MH(OPMaLIMOHHBIE TEXHOJIOTUH.

Brnageer HaBbIKamu: cocTaBieHHS U O(GOPMIICHHUS Pa3JIMYHBIX BUIOB
JOKYMCHTOB TpaAulIMOHHBIM cnocoOboM U B OJICKTPOHHOM BHIC,
HaBBIKAMH JISJIOBBIX KOMMYHHMKAIMH B YCTHOW M MICbMEHHOM (hopme Ha
PYCCKOM SI3bIKE.

1.6. Kpurepuu oueHUBaAHHSI KOMIETEHIMHA HAa Pa3HbIX IJITanax HX
(popmupoBanus

KosmuectBo
Bup yueOHoii padoThl 0aJ1s10B
101010 300

Beinonnenue u 3amura npakTHUECKuX padoT 40 45
KonTponbhas padota 15 15
KonTtpons camocTosTenpHO# paboTh 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1inH0H IKAJe

YeTbIpexoaiibHAS Cucrema
100-6annbHasi | BykBeHHas mKaJjia, cooTBeTcTByIomas 100-
cHUCTEeMA OllEHNBAHUSA . OlICHUBAHUS
IKaJjia Ga/IbHOI mKae
JK3aMeHa 3ayera
OTnuaHO 90-100 A — OTJIMYHO — TEOPETUIECKOE COIECPIKAHNE

Kypca OCBOEHO TIOJTHOCTHI0, 0€3 TIPOOeIoB;
HEO0XOIUMBIC IPAKTHYECKUEC HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHAIOM c(hOPMHUPOBAHEI;
BCE IPEAYCMOTPEHHBIC MPOrPaMMOi
o0y4yeHHsT yueOHBIC 3a1aHUS BBHITIOJTHCHBI,
Ka4YeCTBO MX BBHIIIOJIHEHHUS OLIEHEHO YUCIOM
0aJuIoB, OJIM3KHM K MAKCHMAaJTbHOMY

Xoporro 83-89 B — o4eHb XOpOIIO — TEOPETUUECKOE 3auTeHo
COZIep KaHUE Kypca OCBOSHO MOJHOCTHIO, 0e3
po6esoB; HeOOXOUMBIE TPAKTHIECKHE
HaBBbIKH pa6OTBI C OCBOCHHBIM MaTCpHajioM B
OCHOBHOM c(OPMHPOBAHBI; BCE
IPeyCMOTPEHHBIE IPOrPaMMOii 00yUeHUs
yueOHbIe 3aaHusl BBIIIOJIHEHBI, KAYECTBO
BBINOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY




Xopoio 75-82 C — X0OpoLI0 — TEOPETUYECKOE COACPIKAHNE
Kypca OCBOCHO TIOJIHOCTBIO; HEKOTOPbIE
MPaKTHYECKHE HABBIKK PAabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE MIPEAYCMOTPEHHbIC IPOrPaMMOi
o0y4eHus1 yueOHBIC 3aJaHUS BHITIOTHEHBL,
Ka4eCTBO BBIMIOJHEHHUS HU OJTHOTO U3 HUX HE
OLICHEHO MUHHMAJIEHBIM YHCIIOM 0aJlIoB,
HEKOTOPHIC BUJIBI 3aJTaHHI BBIMIOJHCHBI C
omuOKaMu

VY 10BNETBOPUTETHHO 63-74 D — ynoBieTBOPUTEIBHO — TEOPETHIECKOE
coziep>kaHue Kypca OCBOGHO YaCTUYHO, HO
po0eITbl He HOCST CYILECTBEHHOTO
XapakTepa; He0OXO0JMMbIE IPAKTUYECKHE
HaBBIKH paOOThI C OCBOCHHBIM MaTepHAaIOM B
OCHOBHOM c(hopMUpOBaHbI; OOIBIIHHCTBO
NPEeIyCMOTPEHHBIX IPOrPaMMON 00yJeHHS
y4eOHBIX 33/IaHUIl BBITIOTHEHO, HEKOTOPBIC U3
BBINIOJIHCHHBIX 33JaHMI COAepKAT OMIUOKU

Y I0BIETBOPUTEIBHO 50-62 E — mocpencTBeHHO — TeOpeTHUECKOE
coZiep’KaHNE Kypca OCBOCHO YaCTHYHO;
HEKOTOpbIe MPAaKTUYECKNE HaBBIKU pabOThI HE
c(OpMHUpPOBaHbI, MHOTHE MPEAYCMOTPEHHBIE
yueOHO#1 porpaMMoii 00ydeHus yueOHbIC
3aJ[aHusl HE BHITIOJHEHBI OO KauecTBO
BBITMOJIHEHHBIX HEKOTOPBIX U3 HUX OIIEHEHO
YHUCIOM 0aIIOB, OJIM3KUM K MUHUMAIBHOMY

HeynosneTBopurensHO 21-49 FX — HEyIOBIETBOPUTENBEHO — TEOPETHIECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHYHO;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKN PabOTHI
C OCBOCHHBIM MaTE€pHaAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
MIPEAYCMOTPEHHBIX Y4eOHOH pOorpaMMOn
00ydeHust yueOHBIX 3a/1aHUN HE BBIMTOJTHEHO
00 KauyeCcTBO UX BBIIOJIHEHUS OLEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
HpHU OTIOHUTENIFHO CAMOCTOSITEIbHOM
paboTe Ha MaTepHaJoM Kypca BO3MOXKHO

He 3aureno
MOBBINICHUE Ka4eCTBA BBHIIIOJIHEHUS YIeOHBIX
3aJaHUuN
HeynosnerBopurensHO 0-20 F — HeylOBIETBOPUTEIHHO — TEOPETHIECKOE

Co/iepKaHue Kypca He OCBOCHO;
HE00XO0/IMMbIe IIPAKTHYECKUE HABBIKU PaOOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
yueOHbIe 3aaHusI COIeprKaT I'pyOble OLINOKH;
JIOTIOJIHUTENbHASL CAMOCTOSITENNbHAs paboTa
HaJl MaTepHajoM Kypca He NPUBEIET K
KaKOMY-JIM00 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBITIOJIHEHHs] YUEeOHBIX 33JaHuU

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OnleHOYHbBIE CPECTBA TEKYIIEr0 KOHTPOJIS (THIOBBIE)

Bonpocel as1s1 yCTHOr0 onpoca:
1. JlaiiTe onpeneneHue NOHITHUS «TOKYMEHT.
2. Packpoiite nmonstue «AOY». HazoBure npodeccruoHalbHbIE TEPMHUHBI U
ornpeeneHus: B 00JacTH JAeI0ONPOU3BOJICTBA.



3. HazoBute u packpoiTe QyHKIIHH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIACTH OpraHU3aIMM JCJIONPOU3BOICTBA BbI
3nHaere? HazoBuTe cojepkaHue MakeTa o0O0s3aTENbHBIX 3aKOHOJATENbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBwiia yTBEpKIECHHUS JIOKYMEHTOB. TpeOoBaHus W
odopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAMYECKH 3HAYMMBIMH»? [IpaBuna ux
oopmiienus. Yto BKIIIOUAET B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBegute npuMepbl TOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKICHHUIO U Ha
KOTOPBIX CTaBUTCA nevyath. Kak opopmiiaiores nepednu Takux JOKyMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeeHME U 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00Iero Ojanka u OjaHka g nuchbMma. IlpaBuita
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOcTh OjaHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u BusupoBanue. Ha3oBure BUIbI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeanpusTHil U opranuzanui. Ha
KakMX JIOKyMEHTax cTaBsTcs nedarb? Kakue TpeOoBaHUS TpEeAbABISAIOT K
UCITI0JIb30BaHUIO repOoBOM neyaTu?

12. PackpoiiTe conepikaHue TOHSATUS «ympaBieHHe». HazoBuTe cHCTEMBI
JOKYMEHTOB yrpaBieHus. Packpoiite nonstue «OPJl». Kakme rpynmsl u BUAbI
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxkutre 00 OCOOEHHOCTAX JIIEKTPOHHOTO JOKYMEHTA, DJIEKTPOHHOM
NEPENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

14. B yem ocobGenHoctu OnaHka s mucbMma? HasoBuTe pekBU3UTHI OJlaHKa
JUISL IMChMa U PEKBU3UTHI CITYKEOHOT0 MUChMa.

15. Yto pernaMeHTHpyeT TUTIOBAsE MHCTPYKIIHS 110 AETOMPOU3BOCTBY? Jlaiite
XapaKTEPUCTUKY OPTaHU3ALMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUJBIL.

16. HazoBute Buabl WHGOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTEPUCTHUKY Kaxa0My Buay. [IpuBenuTe n3BeCTHBIE BaM BUIbI PETHCTPALIUU.

17. JlaiiTe = XapaKTEpUCTUKY YyYPEAUTENBbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatusd. Kakue BUibl yCTaBOB Bbl 3HaeTe?

18. Jlaiite = xapaktepuctuky JaokyMmeHty «llonoxkeHue» u  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTa JOKYMEHTA U €ro COACPKAHUS.

19. Jlaiite xapaktepucTuky nokyMeHty «Mucrpykuus». [lpuBenure npumepsl.
JloJDKHOCTHAsI MHCTPYKIUS, CTpyKTypa TekcTa. OdopmieHue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OCOOEHHOCTH  COCTaBJieHUs, OG(OPMIICHUS.
TpeboBaHUE K UCTIOIH30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. TlpaBuna BHYTpeHHETO TPYJA0BOro pacnopsaka u [lonoxenue o nepconare.

22. JlaiiTe XapakTEepUCTUKY PaCTIOPATUTENbHBIM IOKyMEHTAM.

23. HazoBuTte BUIbI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAOUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.



24. B dyem ocoOeHHOCTH ciykeOHbIX mmcemM? HazoBuTe BUABI CITyKEOHBIX
nucem. Kakue TpeOoBaHUs MPENBSABIAIOTCSA K TEKCTY CITYKEOHBIX UceM?

25. HazoBute mpaBuia oOQOpMIIEHHS  PEKBHU3UTA  «aapecar». Buabl
aJlpeCoOBaHMSI.

26. UTO BXOIUT B MOHATHUE IIPOBEIECHUE SKCIEPTU3BI LICHHOCTH TIOKYMEHTa»?

27. PackpoiiTe MOHATUS <«JIOKYMEHTOOOOPOT», <«JIOKYMEHTOIIOTOKW». JlaiiTe
XapaKTePUCTUKY KaXIOMY BHIY JIOKYMEHTONOTOKA, YKAXHTE HX OCOOCHHOCTH.
Kakxum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3nauenue. CocraBienue. Buabl HOMEHKIIATYPBHI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIH apxuB. Cpaua
JOKYMEHTOB B apxuB opraHuzauuu. Onucu JOKYMEHTOB, HaXOMSIIUXCS B JIEJeE.
®dopma u coznepkaHue akTa 00 YHUYTOXKEHUHN JOKYMEHTOB U JIE.

30. Kakue nokymMeHTHl He nojajiexxar perucrpanuu? Kak u 3auem BegeTcst yuet
TaKUX TOCTYIUICHUM?

31. PacckaxuTe 0 BHIAX BXOJANINX, HCXOMIALIMX BHYTPEHHUX JOKYMEHTAaX.
JoxymenToB. IlpuBenutre (opmbl KypHalbHON perucTpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK m aBTOMaTn3npoBaHHoOM.

32. Yto BkiItOYaET B ceOs MOHATHE «(HOPMUPOBAHUS» U «ODOPMIICHUSD J1E?
HazoBute npusHaku oopmiieHUs 00I0KKHU AEII.

33. Cpoku XpaHEeHHs] JOKYMEHTOB B 3aBUCHUMOCTH HX 3Hauumoctu. HazoBure
HOPMATUBHBIN JJOKYMEHT, TI0 KOTOPOMY OIPEAETSIOT CPOKU XPaHEHUSI.

34. Yto BKIIOYAET B ce0s MOHATHE «IOATOTOBKA JTOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsbl 1J151 MpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IlpaBWibHAsA MOCJ€I0BATEILHOCTh HANMNCAHUS JIJIEMEHTOB IMOYTOBOIO
ajjpeca HA NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBapTHUPHI;

I') HA3BaHHWE HACEJIEHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBUjiaM U TpeOOBaHUSM,
cozieprkariast uHGOpMaIrio, HEOOXOIUMYIO JIJIsl YIIPABIICHUS B ONpeIesieHHON cdepe
NEeSATEeTbHOCTH;

0) yaupummpoBanubie  QOPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIpaBICHUS;



B) COBOKYITHOCTb JJOKYMEHTOB, YCTAaHOBJIEHHBIX B COOTBETCTBUU C PELIAEMBIMU
JTOKYMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €JMHOOOPA3HBIMH  IIPABUIIAMHU
odopMIICHHUS.

3. Bo3MOKHOCTH HCHOJIB30BAaHUS (PAKCMMUJIE KAK COOCTBEHHOM NOANMCH
perJiaMeHTHPYeTCH:

a) TpaXKJIaHCKUM KoJiekcom PD;

0) mpaBWJIaMu JENIOMPOM3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocymapctBennslii  repd  Poccuiickoit  ®enepauuu, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alMK, TOBAapHbIM 3HAK (3HAK
oOcCIy’)KMBaHUs), AaTa, HOMEP, MECTO COCTABJICHUS WU U3/1aHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii OJaHK;

r) 6J1aHK KOHKPETHOTO BU/1a JOKYMEHTA.

5. Ilopsinok HANMUCAHMSA OYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax nenonpou3BoACTBa B (peiepalibHbIX OpraHax HCIOJHUTENIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus yciayr mO4YTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MNOJANUCH, PaciMPpoBKY (MHULUAIBI U
dbamunus) u gary;

0) moanuce, pacuudposky (O. U. O.), naty;

B) JIOJDKHOCTB, TIOJIIUACH J1ATy;

I') IOJDKHOCTD, OJMUCH, pactmmdpoBky noanucu (d. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUMHBIX;

1) ”HGOPMALIIOHHBIX.

8. Tekcr [0OKYMEHTOB COCTABJSIIOT Ha TOCYJIApPCTBEHHOM fI3bIKe
Poccuiickoii ®enepanuv WJIH Ha TOCYJAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

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

B) 'CHHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/ICTBY.

9. lesib10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOPUANYECKOE 3aKPEIICHNE Pe3yIbTaTOB YHU(PHUKAIIUHN IOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMEHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATLHOCTH HH(POpMAIIHIH.

10. VYkaxkutre BapuaHT OTBETOB, B KOTOPOM MNPABWJIbLHO HA3BaHbI
PEKBU3HUTHI 0JIAHKA NMUCHbMA:

a) (rep6, »oMOnema), KOJ OpraHu3alliyd, HAUMCHOBAHUS OpTraHU3alllH,
CIIpPaBOYHBIC JaHHBIE OO0 oOpraHu3amuu, KOA ¢GOPMBI TOKyMEHTa, MECTO JIf
MPOCTABJICHUS MaThl JOKYMEHTA, MECTO [JIsi MPOCTABJICHHS PETUCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMW3aIluH, [aTa
TOKyMEHTa, MECTO JIJISl POCTABJICHHS PETUCTPAITMOHHOTO HOMEpa JOKyMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMEHTA;

B) (rep0, »5mOnema), HAMMEHOBAaHUS OpraHU3AlMKM, HAMMEHOBAHUS BHUJA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (OpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUS
PErUCTPAllUOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JaHHbIE 00 OpraHu3alluy,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HaMMEHOBAHUS OPTraHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nis npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIKa Ha HOMED
U ATy BXOJSIIETO TOKYMEHTa, MECTO JJIS 3ar0JIOBKA K TEKCTY.

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

B) MHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TIOAIHUCH.
13. AKTHBI c0O31a10TCH:
a) KOJUIETHAJIBHO;
0) Ha OnaHkax;
B) Ha COBCIIAHWM;
I')  BBIIECTOAIICH OpTaHU3AIINCH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WK YYpeKIeHUus, 3TO:
a) MpuUKas;
0) TmMOJOXeHue;
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.



15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBECLIAHHUSI Y IMPEKTOPAa CEeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI M NPHHATHE pemieHusi. Kakoil TOKyMeHT cJiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsiKeHHE;

I') IPOTOKOJI, PEIICHUE U PACHIOPSIKEHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SIBJISIETCS:

a) Ievarh;

0) IOIIHKCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) ajpecar;

1) HAUMEHOBaHWE OPTaHU3ALINY;

€) CChUIKa Ha JaTy PErucTPallMOHHBIA HOMED.

17. dakc oTIn4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE OJJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COZEPKUT PsiJ TOTOJIHUTEIBHBIX PEKBU3UTOB;

B) IeyaTaeTcs Ha Tenedakce;

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

18. BbigesnTe M3 KaKUX pa3lesioB COCTOUT TEKCT NMPHUKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHI U pacloOpsANTENbHbIN;

0) KOHCTAaTUPYIOIIUM ¥ TOCTAHOBJISIOIINIA,

B) KOHCTATUPYIOIIHMI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bblgequre, B KAaKOM H3 BHAOB [OKYMEHTOB He MPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIQ/THAS 3aITUCKa;

') JOJKHOCTHAS HHCTPYKITUSI.

20. Pacnpenenure YyKa3aHHble HUJKE [OKYMEHThI Ha 3 Trpynnbl:
a) OpraHu3alnuoOHHbIe, 0) pacnopsiAUTEeIbHbIE, B) HHPOPMALIMOHHO-CIIPABOYHbBIE.
. Pe3tome.

. JloJpKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIUS 11O 1€TONPOU3BOICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o mpueme Ha paboTy.
. llITaTHOE pacnucanue.
10. TpynoBoii AOTOBOP.
11. Ilpurnamienue Ha BHICTABKY.

O©CoO~NO U, WN -



12. Pernamenr.

21. Komuccusi 1o pacciegoBaHMI0O IOKapa, NPOU3O0LIEINIero B
00pa3oBaTeIbHOM YUpeKAeHUHU, YCTAHOBUIM Psi (GaKTOB, KOTOPbIE MOCIYKUIU
NpUYMHON nmoxkapa. Kakoi 10KyMeHT J10JI2KHA COCTABUTH KOMUCCHA?

a) AxT;

0) cipaBKy;

B) IOKJIAJHYIO 3aIMUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€30MacHOCTH.

22.  JIOKyMeHT,  aJpecOBAHHbIii  PYKOBOJAMUTEJII0  OPraHU3aIUMH,
colep:Kaliuii  00CTOSATEILCTBEHHOE M3JI0KEHHEe KaKoro-jiméo Bompoca ¢
BbIBOJIAMH U MPEIJI0KEHUIMH COCTABJIEHNSI, HA3bIBAETCS:

a) aKT;

0) npecTaBICHUE;

B) JIOKJIQJ(HAs 3aMHCKa;

) IPEAJIOKEHHUE.

23. JlaToii ci1y:ke0HOT0 MUChbMA SIBJISIeTCS 1aTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHUS;

B) MO/ CAHUS,

T) IOJIYYEHHUS.

24. CnucoK MPUCYTCTBYIOIIMX HA 3acefaHUW O(opMIIsSeTCsl OTAeJbHO H
NPHJIATAeTCsl K NPOTOKOJIY, €CJIM TAKOBBIX:

a) oonee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmiienue 00J10KKM Jejia s [OCJEAYIONero XpaHeHus
onpeneJsieTcs:

a) CTaHAAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) PaCIOPSKEHUEM PYKOBOJIUTEIIS.

26. JKcnepTH3a HEHHOCTH T0KYMEHTA MPOXOJAUT B jramna:

a) 4eThIpeE;

0) Tpu;

B) JIBa.

27. HomenkaTtypa e (pado4uii 3K3eMILIsIp) MOMEIAKT Ha:

a) CTOJIC, O CTEKIIOM;

0) nBepiie mkada c JOKyMEHTaMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI Ka(da ¢ JOKyMEHTaMHU.

28. Bce aucThl Jejia NPW NOATOTOBKE HX K Iepegade B apXuB
HYMEPYIOTCH:

a) YepHBbIM rpaUTHHIM KapaH/IaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue 10KyMeHTbI PerucTPUPYIOTCS:

a) MocJie 03HAKOMJICHUSI C HUIMH PYKOBOIHUTETIS;




0) B mepBOI MTOJIOBUHE JTHS TTOJTYICHUS;

B) JIO O3HAKOMJICHHS C HUMHU PYKOBOIUTEIIS.

30. Ka:xknast oOpa3oBaTe/ibHasi OPraHu3amnus 00si3aHa UMeTh:

a) CBOJIHYIO HOMEHKJIATypY;

0) MHIUBHUIYyaJIbHYI0 HOMCHKJIATYPY;

B) TUIIOBYIO HOMEHKIJIATYpY.

31. 3a ckoabKO JHell 10 HCIOJHEHUSI NMPOBOASAT NpeayNpeauTe bHbIH
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TPHU.

32. Pa3neiuTe/isiMH B CIPABOYHOM KapPTOTEKe CJIYKAT:

a) Ha3BaHUS CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HampaBJIEHUS JICITCIBHOCTH MPEATPUITHUS;

B) IHM HEJICIIH, MECHIIA.

33. Ha ucxoasimeM J0KYMeHTe PeKBU3UT «1aTa» CTABUTCS:

a) COCTaBUTEIIEM JIOKYMEHTA;

0) Ipu perucTpaluy;

B) MOCJIE MOMTMCAHUS PYKOBOJUTEIICM.

34. Ecain B fejie coaepkaTcsl J0KYMEHThI Pa3JIMYHON IEHHOCTH, TO CPOK
XpaHeHHsl yCTAHABJIMBAETCS:

a) OONbIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3ajanus I CaMOCTOSATEIbHOM Pad0ThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOpPHIE CTaBSAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIOKEHUS ITUX
PEKBHU3UTOB Ha OslaHke popmara A4.

3aganue 2. 300pa3ure cxemMaTuyecKku KJIacCU(PUKALIUIO JOKYMEHTOB.

3aganme 3. Borimumure Ha nuct dopmara A4 Bce mpaBuia 0hOpMIICHUS
TEeKCTa JOKYMEHTa: WHTepBasibl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U O(GOPMHUTH AOKIAIHYIO 3alUCKy O HapyUICHUU
TPYJAOBOM TUCUHUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHThI TEKCTa JOOABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3allUCKy OT HMMEHU paOOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hanncatb oTBETHOE MMCHhMO-01ar0JapHOCTh HA MO3/PABJICHHE.

2.2. OuleHOYHbIE CPeCTBA I MPOMEKYTOUHOM aTTecTanum (3a4er)
Bonpocsl AJ15 IpoBeeHUs 3a4eTa:

1. IlonsTHE «TIOKYMEHT» U €T0 (PYHKIIUU.
2. Knaccudukanus JOKyMEHTOB.



3. CymHOCTh M OCHOBHOE Ha3HAY€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
JESITEIIbHOCTH TEjarora.

4. CucteMbl TOKyMEHTALIHH.

5. 3aKkoHOJaTeNbHasl U HOPMAaTUBHO-METOAMYECKas: 0a3a TOKYMEHTAllMOHHOIO
o0ecrieueHus ynpaBIeHUs.

6. @opMmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeGoBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus k 61aHKaM JOKYMEHTOB.

10. Cucrema qoxkymMeHTAIMU B 00pa30BaTeILHON OpraHU3aIliy.

11. Opranu3anuonssie JoOKyMeHTbl cucteMbl OPJl. OOmias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsinutenbabie JokyMeHTHI cuctembl OP/l. OGmiast xapakTepucTuka u
Ha3Ha4YeHHE JOKYMEHTOB.

13. UndopmaiiioHHO-CclipaBoUHble  TOKyMeHThl cucteMbl OPJ[.  OO6mias
XapaKTepUCTUKa U Ha3HaYCHUE JOKYMEHTOB.

14. JlenoBoe nUCcbMO KaK OCHOBHOM BUJI IIEPEHUCKH.

15. bianku qu1st nuceM. @opmysisip J€I0BOr0 MUChMA.

16. OcobenHocTH 0(UIIMATBHO-AEIOBOTO CTUJISI COCTABIEHMSI TEKCTA JIEIIOBOTO
nuchMa.

17. Bugpl  cayxeOHBIX  MHCEM,  COCTAaBJSIOIIME  OCHOBY  J€JIOBOU
KOPPECTIOHEHIUH.

18. DnekTpoHHAs MepenucKa. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus 10KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnH.

20. ®opmbl opraHmM3an  paboOThl ¢ JOKyMeHTamMu. JlOKyMeHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. Tlopsimox 06pabOTKU BXOIAIINX TOKYMEHTOB. Peructpaius 10KyMEHTOB.

22. Tlopsiok 06pabOTKH UCXOASIINX JOKYMEHTOB.

23. Ilopsiiok paboThI C BHYyTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHkmnaTypa Jel.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHe el B TEKYIIeM
JEJIONPOU3BOICTBE.

26. Yaudukarms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPaHUYHOTO JIOKYMEHTA.

29. Wpudtel, KErau u Nojs, TpuMeHsieMble Tpyu 0GOPMIIEHUH TOKYMEHTOB.

30. Pe3tome, aBTOoOMOrpadus, XxapakTepucTHKa: MOHATHE, HA3HAYEHHUE, COCTAaB
PEKBHU3UTOB.

31. 3asBieHue: MOHATHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

32. Ciy>xeOHast 3aITUCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HTOB.

33. O0bpsgcHUTEIbHAS 3aIIMCKa: OHATHE, HA3HAaYC€HHUE, COCTaB PEKBU3HUTOB.

34. JloxnaaHas 3anucKa: MOHsATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: moHATHE, HA3HAYEHHE, COCTAaB PEKBU3UTOB.

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

37. Ilpuka3s, pacnopsbkeHHe: MOHATHE, Ha3HaYCHHE, COCTaB PEKBU3UTOB.



38. Ilpuka3 no IMYHOMY COCTaBY: MOHATHE, HA3HAUYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, nosioxkeHUe: OHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

40. omKHOCTHAsI MHCTPYKIIMS: TIOHSITHE, Ha3HAYEHHE, COCTAaB PEKBU3UTOB.

41. UHcTpyKuMs 1O  JEJONPOU3BOACTBY: TMOHSTHUE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

42. [IpaBuna: moHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KonnekTuBHBIN AOTOBOpP: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

44, OcoOeHHOCTH COCTABJICHUS TEKCTA IMTPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

46. PexBu3uThl 1epd, sMOIeMa, TOBapHbI 3HAK (3HAK OOCIYKUBaHHS), KOJ
(dbopMBI JOKYMEHTA.

47. PeKBU3UT HAaWMMCHOBAHHWE OpraHW3aINM, HAWMEHOBAHHUE CTPYKTYPHOTO
noJipa3zesieHus], HANMEHOBAaHUE JIOJDKHOCTH JIMIIA.

48. PekBU3UT CIpaBOYHBIC JIAaHHBIC 00 OpraHU3aI1H.

49. PexBU3UT HAMMEHOBAHHUE BU/IA JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PekBU3UT perucTpalMOHHbIN HOMEp JOKYMEHTA.

52. PeKBU3HUT CChUIKA Ha PETUCTPAIMOHHBIA HOMEpP U JIaTy MOCTYIUBIIETO
JIOKyMEHTA.

53. PeKBU3UT MECTO COCTABJICHUS (M3AaHUs) IOKYMEHTA.

54. PekBU3UT rpud OrpaHUUYECHMS 10CTyNa K JOKYMEHTY.

55. PekBusur aapecar.

56. PexBH3UT rpud yTBEpKICHUS TOKyMEHTA.

57. PEeKBU3UT 3arojlOBOK K TEKCTY.

58. PekBU3HUT TEKCT TOKYMEHTA.

59. PekBU3HUT OTMETKA O TIPHIIOKCHHH.

60. PexkBusut rpud coriacoBaHus TOKYMEHTA.

61. PexBusut Bu3a.

62. PekBU3UT MOAMUCH.

63. PekBu3uT oT™MeTKa 00 SJIEKTPOHHON MOATKCH.

64. PekBU3UT 1eyaTh.

65. PekBu3uT oT™METKa 00 UCTIOTHUTEE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUH IOKYMEHTA.

68. PekBu3uT pe3ontonus.

69. PexBU3UT OTMETKA O KOHTpOJIEC.

70. PexBU3UT OTMETKA O HANIPaBJIECHUU JTOKYMEHTA B JEJIO.



