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1. HACHOPT ®OHJIA OINEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEeHeHus!

®oun  onenouHsix cpenacts (GOC) — HeorbemiieMas dacTh paboueit
OporpaMmbl  JUCHUIUIMHBL  «JlOKyMeHTallMOHHOEe obOecreyeHne JesATeIbHOCTH
neaarora» M MnpeaHa3HaueH JUisl KOHTPOJISI U OLEHKH 00pa30BaTEeIbHBIX JOCTHKECHUM
CTYJICHTOB, OCBOMBIIIMX MIPOTPaMMy TUCHUILITUHBI.

1.2. lleau u 3agaun PoHIa OLIEHOYHBIX CPECTB
[enp ®OC — yCcTaHOBUTH COOTBETCTBHE YPOBHS MOJTOTOBKU OOYYaromerocs

tpeboBanusiMm OGI'OC BO OakamaBpuar mo HampaBieHuto mnoarotoBku 44.03.05
[lenaroruyeckoe obpazoBaHue (C AByMs NPOQUISAMHU MOATOTOBKH), YTBEP>KIECHHBIM
npukazoMm MwuHucTepcTBa oOpazoBanusi U Hayku Poccuiickoit ®enepamnu «O06
YTBEPKACHUU (PeepalibHOr0 TOCYJAapCTBEHHOIO 00pa3oBaTeNIbHOTO CTaHJapTa
BBICIIET0 0Opa3oBaHMsl — OakamaBpuar NO HampasieHHtO0 moaroroBku 44.03.05
[Tenaroruyeckoe oOpazoBanue (¢ AByMs MpOUISIMU MOATOTOBKH)» OT 22.02.2018 Ne
125 (c U3BMEHEHUSIMH U JTOTIOJTHEHUSIMH ).

1.3. Ilepeyenb KommeTeHIUil, (GopMHUpyeMBbIX B Mpouecce OCBOCHHS
OCHOBHOI1 00pa30BaTe/IbHON MPOrPaMMBbI

[Iporiecc ocBOeHHS TUCIUILIMHBI HAmpaBlieH Ha (pOpMHpPOBAHHUE CIIEAYIOIINX
KOMITETEHUIUHA U MHIMKATOPOB MX JOCTHXKEHUS:

Kox mo ®I'OC BO ‘ NHauKkaTop 10CTHKEHUS

YHUBEpCAJIbHBIC

YK-4 YK-4.1

Crniocoben OCYILECTBIIATh nenoByro | OcyllecTBIs€T  JAEJIOBYI0  KOMMYHHUKAIHIO

KOMMYHHMKAIlMIl0O B YCTHOM U TIHCbMEHHOM | BYCTHOM W  NHCbMEHHOM  Qopmax Ha

dbopMax  Ha  TOCYHapCTBEHHOM  SI3BIKE | TOCYJIapPCTBEHHOM SI3BIKE Poccuiickoit

Poccuiickoit ®enepannu u wHOCTpaHHOM(BIX) | Deneparun

sI3bIKE(ax)

1.4. Dranbl ¢opMupoOBaHMS KOMIIETEHUMH M CPeACTBA OLCHUBAHUA
YPOBHS X ¢()OPMHUPOBAHHOCTH

. KoHTpo/ibHO-0LIeHOYHBbIE

Jrtansl popmupoBanusa KomnereHuuii | Komnerenumun

cpeacTsa / cnocod olleHUBAHHUSA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BeicTymuieHrMe Ha NIPaKTUYECKHX
HOpPMaTHUBHBIE OCHOBBI 3aHATHAX, YCTHBINA OIPOC
JIOKYMEHTallMOHHOT'O obecreyeHust
yIPaBIEHUS
Tema 2. Crannaptuzaunus npomnecca | YK-4 BeicTynieHre Ha INpakTHYECKUX
JIOKYMEHTUPOBAHUS 3aHSITUSX, YCTHBIA OMpOC
Tema 3. Cucrema opranuzamnuonHo- | YK-4 BricTymieHne Ha NpakTHYECKHX
pacnopsAUTEIbHON JOKYMEHTAUU 3aHSITUSIX, YCTHBIM OIpOC
Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha NIPaKTUYECKHUX
BUJI IEPEITUCKU 3aHATHAX, YCTHBINA OIPOC




Tema 5. Opranuzauus | YK-4 BeicTymuieHMe Ha IPaKTUYECKHUX
JOKyMEHToo0opoTa  00pa30BaTeNIbHON 3aHATHAX, YCTHBINA OIPOC
OpraHu3aluu

Texyuias arrecranus YK-4 Kontponbhas padota
IIpomexxyTOYHast aTTeCTALUSA YK-4 3auer

1.5. Onucanue nokasareJieid GopMHUPOBAHUS KOMIIETEHIIUI

Koa koMnereHuun Pe3yabTaThl cGOPMHUPOBAHHOCTH

YK-4 3HaeT: TEOPETUYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO OOecredeHus
yIpaBIeHUS, €r0 TEPMUHOJOTHIO M 3aJaud; CBOWCTBA, (YHKUUH U
NpPU3HAKH JIOKYMEHTa; CHocoObl W CpeICTBa JOKYMEHTHPOBAHMUS,
KIaCCU(UKALUIO BUAOB JOKYMEHTOB; CTPYKTYpPY JIOKYMEHTOB H
HOpPMAaTHBHBIEC TPEOOBAHUS K HX COCTABICHHUIO U 0O(hOPMIICHHUIO.

YMeer: coCTaBiIATh M OQOPMIATH JOKYMEHTBI, HCIIOJIB3yeMbIE B
npoQeCcCHOHANBPHON  JeSITeIbHOCTH TIejarora B COOTBETCTBHH C
YCTAaHOBJICHHBIMM  TpEOOBAaHUAMHM, B TOM  YHUCJIE  HCIOJIB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Brnaneer HaBbIKaMH: COCTaBICHHS U O(GOPMIICHUS DPA3JIMYHBIX BHUIOB
JOKYMCHTOB TpaadulLIMOHHBIM cocoboM U B OJICKTPOHHOM BHIC,
HaBBIKaMU J€JIOBBIX KOMMYHUKAIUI B YCTHOM U MMCbMEHHOH (hopMme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum oueHuBaHHMSI KOMIETEHIMA HAa Pa3HbIX 3Tanax Mux
(popmupoBaHus

KosnnyectBo
Bup y4yeOHoi padoThl 0aJli10B
(01010 300

BoinonHenue u 3amura NpakTUYECKUX padboT 40 45
KonTponbhas pabora 15 15
KonTponb camocToaTenbHON paboThI 20 20
VYcTHbIM 3aueT 25 20
Bcero 100

HaxonureabHas cucreMa ouneausanug mo 100-0ajaabHoOM mKaJae

YerpipexOaiibHAA Cucrema
100-6anapHas | BykBeHHas mikaJa, coorBeTcTByomasn 100-
cHcTeMa OLeHUBAHMS OLIeHMBAHUS

mKajaa 0aJINILHOM IIKaJIe
JK3aMeHa 3ayera

OTnuuHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIEPIKAHIE
Kypca OCBOEHO IIOJIHOCTHI0, 0€3 TIPo0eIioB;
HE0OXOIMMBIE MTPAKTUIECKIE HABBIKH PabOTHI
C OCBOCHHBIM MaTepuaioM cHOPMUPOBAHBL;
BCE MTPEAYCMOTPEHHBIE TPOTrPaMMOii
o0y4yeHHs yueOHbIC 3aJaHNs BHIITOTHEHEI,
Ka4eCTBO MX BBIITOJIHEHUS OLIEHEHO YHCIIOM 3aureHo
0ayI0B, OM3KUM K MAKCHMAJTbHOMY

Xoporo 83-89 B — o4eHb XOPOIIIO — TEOPETHUECKOE
CoJIep’KaHue Kypca OCBOEHO ITOJIHOCTHIO, 0e3
po6eIoB; HEOOXOIUMBIE TPAKTHUECKHE
HaBBIKU pabOThI C OCBOCHHBIM MaTepHAIOM B
OCHOBHOM c(hOpMHPOBaHBI; BCe




MPeyCMOTPEHHbIE TPOrPaMMON 00ydeHHS
y4eOHbIe 3a/JaHHs BHINOJIHEHBI, KaueCTBO
BBINTOJIHEHHS OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM OaJJIOB, OJIM3KUM K MaKCHUMaJIbHOMY

Xoporo

75-82

C — XOpOIIIO — TECOPETUIECCKOE COJICPIKAHKE
Kypca OCBOCHO ITOJIHOCTBIO; HEKOTOPBIC
MPAKTUIECCKUAEC HABBIKU Pa0OTHI C OCBOCHHBIM
MaTepraioM cHOPMHUPOBAHBI HEIOCTATOYHO;
BCE MPEAyCMOTPEHHbIE TPOTPaMMOit
00yueHHs yueOHbIC 3aJaHUs BBITTOJIHEHBI,
Ka4eCTBO BBIIIOJHEHUS HA OJHOIO U3 HUX HE
OIICHEHO MUHUMAJILHEIM YHCJIOM 0alioB,
HEKOTOPbIC BU/IbI 33/IaHUI BBITIONHEHBI C
omunoOKamMu

YJIOBJ'ICTBOpI/ITCHLHO

63-74

D — ynoBieTBOpUTEIBHO — TEOPETHIECCKOE
coJiepKaHHe Kypca OCBOEHO YaCTHYHO, HO
MpoOeTBl He HOCAT CYIIECTBEHHOTO
XapakTepa; He0OX0JUMbIE PAKTUYECKHE
HaBBIKH PaOOTHI C OCBOCHHBIM MAaTEPHAIOM B
OCHOBHOM C(hOpMHUPOBAHBI; OOJBIINHCTBO
MPEIYCMOTPEHHBIX IPOrPaMMOi 00yUIEeHHUS
y4eOHBIX 3aJ]aHUH BBIITOJHEHO, HEKOTOPHIC U3
BBINOJIHEHHBIX 3JIAaHUH cOJlep)KaT OMHOKU

Y I0BIETBOPUTENBHO

50-62

E — mocpencTBeHHO — TeopeTHYecKoe
CoJIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MIPAKTUYCCKUEC HABBIKU PAaOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MPEyCMOTPEHHBIE
y4eOHOI1 mporpaMMoit 00y4eHus: yueOHbIe
3aJ]aHusl HE BBITMOJIHEHBI JIMOO Ka4eCTBO
BEITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIICHCHO
YUCJIOM 0aJUIOB, OJIM3KMM K MUHUMATBHOMY

HeynosnerBopurenbsHo

21-49

FX — HEeyOBIETBOPUTENEHO — TEOPETHIECKOE
cofiepKaHne Kypca OCBOCHO YaCTHYHO;
HEoOXOIMMBbIE ITPAKTHUECKUE HaBBIKU pabOThI
C OCBOCHHBIM MaTEpHaJIOM HE
c(hopMHUPOBaHEI; OOJIBITUHCTBO
MpPeyCMOTPEHHBIX Y4eOHOU porpaMmMont
00ydeHMst yueOHBIX 33/JaHUH HE BBITIOJIHECHO
00 KauecTBO UX BBINIOJIHEHHUS OLIEHEHO
YHCIIOM 0aJuIoB, OJM3KUM K MUHHMAIIBHOMY;
NP JIOTIOJTHUTENBHO CaMOCTOSATEIILHOM
paboTe HaJl MaTepHaIoM Kypca BO3MOXKHO
TIOBBIIIIEHUE Ka4eCTBA BBITIOIHEHHUS Y4EOHBIX
3aJaHUH

HeynosnerBoputenbHO

0-20

F — HeyIOBIETBOPUTEIIEHO — TEOPETHYECKOE
COJIep)KaHUe Kypca He OCBOCHO;
HEOoOXO/IMMbIE MTPAKTHYECKUE HABBIKK pabOThI
He chOpMUPOBAHBI; BCE BBITOJIHCHHBIC
yueOHbIe 3aJaHusl CoJiepKaT rpyOble OmMOKY;
JOTIOJTHUTEIbHAS CaMOCTOsATEIbHAs paboTa
HaJl MaTepHajIoM Kypca He IPUBEAET K
KaKOMY-I100 3HAYMMOMY ITOBBILICHHIO

KadyCCTBa BBIINIOJIHCHUA y‘l€6HBIX SaZlaHI/Iﬁ

He 3auteno

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OueHoYHBIEe CpeICTBA TEKYIEro KOHTPOJIsI (THIIOBBIE)

Bonpocsl 1j1s1 ycTHOT0 onpoca:
1. JlaiiTe onpeaeiicHUEe MOHITHS «JIOKyMEHT.




2. Packpoiite monsatue «/IOY». HazoBure mpodeccroHanbHble TEPMHUHBI U
ornpe/eraeHus: B 00JaCTH I€IONMPOU3BOJICTBA.

3. HazoBure u packpoiite pyHKIUU JOKYMEHTOB.

4. Kakue OoCHOBHBIE 3aKOHBI B 00JIACTH OpraHU3aIMK JCIOMPOU3BOICTBA BbI
3Haete? HaszoBuTe conepkaHue mnakera oOA3aTENbHBIX 3aKOHOAATENbHBIX U
HOpPMaTUBHBIX JOKYMEHTOB B obnactu JJOVY.

5. HazoButre mpaBmia  yTBEpXKIECHUS JIOKYMEHTOB. TpeOoBaHus W
odopmIieHUE.

6. Kakue peKBU3HTHI SBIAIOTCS «HOPUAMYECKH 3HAYMMBIME»? [lpaBuna mx
opopmieHus. YTo BKIIIOUAET B c€0s1 MOHITHE IIPABOBAS OXpaHa JOKYMEHTOBY?

7. TlpuBeaute mpuMeEphl TOKYMEHTOB, KOTOPbIE MOJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedatb. Kak opopMIisitoTes nepeyHu Takux J0KYMEHTOB?

8. HaszoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM OGOPMIISIIOT PEKBHU3UTHI
nokyMeHToB cuctembl OPJl. JlaTa BBeneHue 1 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pekBH3UTHI 00mIero OiaHka W OnmaHka ans mucbma. [Ipasuia
opopmienusi. Kakue Bunbl 01aHkoB Bbel 3Haere? B dyem ocoOeHHOCTh OnaHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u Bu3upoBaHue. Ha3oBUTE BUABI U CPOKH COTJIACOBAHMUS, U
BU3UPOBAHUE IOKYMEHTOB.

11. PacckaxuTe O meyaTaxX M INTaMIaX OpeanpusiTuidl v opranuzauuii. Ha
KakuxX JIOKyMeHTax craBsTcsi mnedarb? Kakue TpeOoBaHMS MNPEABSBISIOT K
UCIOJIb30BaHUI0 repOoBoil mevatu?

12. PackpoiiTe coaepkaHue TOHATHS «ymnpaBieHue». Ha3zoBuTe cucCTeMbl
JOKYMEHTOB ymnpaBieHusi. Packpoite nonsitue «OPJl». Kakue rpynmbl U BUBI
TOKyMeHTOB BxoasT B OP/]?

13. Pacckaxxute 00 OCOOEHHOCTSIX 3JEKTPOHHOIO JOKYMEHTA, SJIEKTPOHHOU
MEPENUCKU U TPEOOBAHUSX, TPEABIBISIEMBIX K HEH.

14. B yem ocobGenHoctn OnaHka juis mucbma? Ha3oBuTe pekBHU3UTHI OJIaHKA
JUISl TUChbMa M PEKBU3UTHI CTY>KEOHOT0 MHUChMA.

15. YUto persmaMeHTUpYyeT TUIIOBAask MHCTPYKLHMS 0 Jeaonpou3BoacTBy? Jlaiite
XapaKTEpUCTHKY OPraHU3allMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUIBI.

16. HazoBure Buabl WHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiTe
XapaKTepUCTUKY KaKJI0oMy BUy. [IpriBenuTe N3BECTHBIE BaM BUJIbI PETUCTPALIUH.

17. JlaiiTe  XapakTepUCTUKY YUPEAUTEIBHBIM JOKyMEHTaM U  YCTaBy
npeanpusitud. Kakue Buabl ycTaBoB Bbl 3HaeTE?

18. Jlalite  xapaktepuctuky JokymeHTy «llonokeHue» ©  Ha30BUTE
CTPYKTYPHBIE YaCTH TEKCTA JOKYMEHTA U €T0 COAECP/KAHMS.

19. Jlaiite xapaktepucTuky gokyMmeHTy «ucTpykiusy». [IpuBenute nmpumepsl.
JloJDKHOCTHAst MHCTPYKIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. IlITatnoe  pacnucanne (OCOOEGHHOCTH  COCTaBIICHHS, O(QOpPMIICHHS.
TpebGoBaHre K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IlpaBuna BHYTpEHHETO TPy A0BOTO pacmnopsaka u [lonoxenne o nepconase.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSTUTEIBHBIM TOKYMEHTaM.



23. HazoBuTte BUABI paCOPSIUTEIHHBIX JOKYMEHTOB U OCOOCHHOCTH KaXKIO0TO.
HazoBute  CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSIUTENBHBIX  JOKYMEHTOB,
odopmiieHHE TTpeaMOyIIbl U PaCIIOPSAUTEILHON YacTH.

24. B yem ocoOeHHOCTH ciykeOHbIXx TuceM? Ha3zoBute BUIBI CITyKEOHBIX
nuceM. Kakue TpeGoBaHUs MPEABSBISIFOTCS K TEKCTY CTY>KEOHBIX ITUceM?

25. HazoBute mpaBmia oQOpMIICHHS  PEKBU3UTA  «ajpecar». Bumisr
aJpecoBaHMUs.

26. UTo BXOIUT B TIOHATHUE IIPOBEACHHUE SKCIIEPTU3HI IICHHOCTH JOKYMEHTa» ?

27. PackpoiiTe TOHATUSL «IOKYMEHTOOOOPOT», «JIOKYMEHTONMOTOKM». [laiiTe
XapaKTePUCTUKY KaKIOMY BHIY JIOKYMEHTOIOTOKA, YKaXUT€ HUX OCOOCHHOCTH.
Kakum 06pazom onpenensercs J0KyMEeHTOOOOPOT MPEaTTPUSTHS?

28. Homenkinatypa nen. 3uadenue. CocraBienue. Buibl HOMEHKIATYpHI.

29. IlogroToBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Craua
JIOKyMEHTOB B apXuB opranHuzanuu. OnucH JTOKYMEHTOB, HAaXOMSIIMXCS B JeJe.
dopma u copepxraHne akTa 00 YHUUTOKEHUHU TOKYMEHTOB U JIETI.

30. Kakue noxymeHTHl He nmoajexar perucrpanuu? Kak u 3auem Begercst yuet
TaKuX MOCTYIICHUN?

31. Pacckaxkute O BHUJAX BXOJSALIMX, UCXOJAIIUX BHYTPEHHUX JOKYMEHTaX.
HoxymenToB. IlpuBenutre Qopmbl >KypHalbHOM peructpainuu. Pacckaxure o
peructpanuu ¢ nomouipro PKK 1 aBTomMatu3npoBaHHoOM.

32. Yto BKJIIOYAET B ceOsl MOHATHE «(HOPMUPOBAHUDY U «ODOPMIICHUS J1e?
HazoBure npusnaku opopmiieHus: 00JI0KKH JIETT.

33. Cpoku XpaHeHHs] JOKYMEHTOB B 3aBUCMMOCTH UX 3HaumMocTu. HazoBute
HOPMATUBHBINH JOKYMEHT, TI0 KOTOPOMY OIPEAEISIOT CPOKU XpaHEHUSI.

34. Yto BKiIIOYaET B ce0s MOHATHE «IIOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuo»? OyHKIMH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUST KOHTPOJIbHOH PadoThI:

1. IIpaBujbHasA MOC/IEAOBATEJIbHOCTh HANMMUCAHHUA 3JIEMEHTOB IOYTOBOIO
ajpeca HA MOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajJipecarTa;

B) HOMEP KBAPTUPHI;

I') HA3BaHHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCIyOJINKH;

€) CTpaHa;

) HOMEp JI0Ma;

3) HaA3BAHHE YJIMIIBL

2. YHU(PUIUPOBAHHAA CUCTEMA JOKYMEHTAUN — ITO:

a) cucTeMa JOKYMEHTAllMM, CO3JaHHasl M0 €IMHBIM IMpaBuUjaM U TpeOOBaHUSAM,
cozepxaiiasi uHpopmaIuoo, HeoOXOIUMYIO JIJIsl YIIPaBIEHUs B ONpeIeNieHHO cdepe
NesITENbHOCTH;



0) yauduuupoBanubie  (POPMBI  JOKYMEHTOB, CHUCTEMAaTU3HPOBAHHBIE TIO
GYHKIMSIM YIIpaBICHUS;
B) COBOKYITHOCTb JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C pelIaeMbIMU

JIOKyMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHas €IMHOOOpa3HBIMU  IpaBUJIaMU
oopMIIeHUS.
3. Bo3MOKHOCTH HCHOJIB30BAHUS (PAaKCMMWIEe KAK COOCTBEHHOW MOANMUCH
perjiaMeHTHPYeTC s :

a) TpaXJIaHCKUM KojiekcoMm P®D;

0) mpaBujIaMu J€IOMPOU3BOJICTBA B (DelepalibHBIX OpraHax MCHOJHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIJAaHKOB COOTBETCTBYET JAHHBbII HA0OP PEKBU3UTOB?

a) locynmapctBennsiii  repd  Poccuiickoit  ®enepauuu, repd cyObekTa
Poccuiickoit  ®deneparuu, 5smOeMa OpraHu3alud, TOBApHBIA 3HAK  (3HAK
00cIlyKuBaHUs), AaTa, HOMEP, MECTO COCTABIICHUS WJIN U3/IaHHUS;

0) OJ1aHK TTMChbMa;

B) 0OIIIMiT ONaHK;

r) OJJaHK KOHKPETHOT'O BHJIa JOKyMEHTA.

S. Ilopsanok HaUCaHUSA MOYTOBOI0 a/ipeca YCTAHOBJICH:

a) B [IpaBuinax nenmonpous3BoJcTBa B (helepalbHBIX OpraHax HCHOJHUTEIbHOU
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3aHus yciIyr MOYTOBOM CBSI3U.

6. PekBU3NT «BH3a» MOKET BKJIIOYATh:

a) TOJDKHOCTh BU3HMPYIOIIETO, €ro MOJANMHUCHh, PacmupOBKY (MHUIHAIBI |
dbamMuius) U 1ary;

0) noanucek, pacumdposky (. U. O.), naty;

B) IOJKHOCTD, TOAMUCH JaTy;

T') TOJKHOCTh, TOAMKUCH, paciudpoBky noanucu (. U. O.).

7. 'epOoBasi me4yaThb MPOCTABJIAETCH HA MUCHBMAX:

a) peKJIaMHBIX;

0) HaIITOMMHAHUSX;;

B) IPUTJIALLICHUSIX;

I') rapaHTUITHBIX;

1) ”HQOPMAITMOHHBIX.

8. Tekecr [AOKYMEHTOB COCTABJSKT HA TOCYJAPCTBEHHOM  SI3bIKE
Poccuiickoit @enepauvu WM Ha TOCYAapPCTBEHHBIX $3bIKAX CY0OBEKTOB
Poccuiickoit @eaepanuu B COOTBETCTBUM C:

a) MpaBuja JEJIONPOU3BOJICTBA B (eJepalbHbIX OpraHax MCIOJHUTEIbHOU
BJIACTU,

0) 3akoHosaTenbcTBOM Poccuiickoit ®Denepanuu U cyObekToB Poccuiickoi
®enepauuuy;

B) 'CHOY;

I') TUTIOBOM MHCTPYKIUEHN O JIEJIOMPOU3BOJICTRY.



9. LlesibI0 CTAHAAPTU3AUUM JOKYMEHTOB SIBJISIETCH:

a) IOPUJINYECKOE 3aKPETIEHHE PE3YIbTaTOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEJI;

B) CUCTEMATH3allMs JOKYMEHTOB B OpraHU3aluu;

r) o0ecreYeHrue COXPaHHOCTU JOKYMEHTOB,;

1) 3a1uTa KOHQUIESHITNATFHOCTH HH(POPMAITUH.

10. VYkaxkuTe BApPUAHT OTBETOB, B KOTOPOM NPABWIbLHO HAa3BaHbI
PEKBH3HMTHI 0JIAHKA MUCbMA:

a) (rep6, oMmOnema), KOJ OpraHu3allid, HAWUMEHOBAHMS  OpraHU3aIlNH,
CIIpaBOYHBIE JlaHHBbIE OO0 oOpraHu3anuu, koa ¢GOpMbI JOKYMEHTa, MECTO IS
POCTaBJICHUSI JaThl JOKYMEHTa, MECTO /ISl MPOCTABICHUS PETUCTPALIMIOHHOTO
HOMEpA JOKYMEHTA, CChIJIKA Ha HOMEP U JaTy BXOJSIIETO JIOKYMEHTA;

0) (rep6, 5mOsiemMa), HaMMEHOBAHUSI OpraHU3alMU, KOJI OpraHu3alllM, Jara
JOKYMEHTa, MECTO ISl TPOCTABIICHUS] PETUCTPALIMOHHOTO HOMEPa IOKYMEHTa, MECTO
U3JIaHUs TOKYMEHTA, CChIJIKA Ha HOMEP U JaTy BXOJSIIETO I0KYMEHTA;

B) (rep0, »omOnema), HAaUMEHOBAaHWS OpraHW3allid, HANMEHOBAHUS BHUA
JIOKyMEHTA, Jara JOKYMEHTOB, KOJ (OpMbI JOKYMEHTa, MECTO [JIsi IMPOCTABIICHUS
pPETUCTPAIlMOHHOTO HOMEpa JOKYMEHTA, CIpPaBOYHbIC JaHHBIE OO0 OpraHu3aluu,
CChUIKA Ha HOMEP U JIaTy BXOJSIIETr0 JOKYMEHTA;

r) (rep0, sMOiema), HaMMEHOBaHUS OPraHU3alWHU, CIPABOYHbIC JIaHHbIE 00
opranu3zauuu, ko opranuzauuu OI'PH, Mecto s mpocTaBiieHust [aThl IOKYMEHTA,
MECTO JIJIsl MPOCTABJIEHUSI PETUCTPALIMOHHOIO HOMEpa JOKYMEHTA, CChLIKa Ha HOMEpP
U JIaTy BXOJIAIIETO JOKYMEHTa, MECTO JJIs 3ar0JIOBKa K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCHATCS:
a) TPOTOKOI;
0) ycras;

B) HHCTPYKIIHUS,
I) IIOCTAHOBJICHHUE;
1) TOJOXKEHUE.
12. K pekBM3MTAM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBAaHUE OPTaHU3AIINH;
B) HaMMEHOBaHME BUJA JOKYMEHTA;
I) 3arojlOBOK K TEKCTY, TEKCT;
1) Tpud yTBEpKACHHUS;
€) TMOJIMMHCE.
13. AKTBI cO31a10TCHA:
a) KOJUIETHAJIbHO;
0) Ha OnmaHkax;
B) Ha COBEIIAHUH;
I) BBIIECTOAIIEH OpraHu3aiue.
14. HopMaTuBHBII aKT, H31aBaeMblil JMPEKTOPOM 00pPa30BaTeJIbLHOM
OPraHM3aluu WK YYpe:KIeHUus, 3TO:
a) TpUKa3;
0) TOJIOKEHHE;



B) PpacCIOpsKEHUE;
I) pelICHUE.

15. Bo BpemMsi MpOM3BOACTBEHHOI0 COBCUIAHHMSA Yy JAMPEKTOPa CEeKpeTapb
3allUChIBAJI BBICTYIUICEHHSI W NpPHUHATHe pemieHus. Kakoil nokymeHT ciieayer
0(pOpMHUTH MO UTOTAM 3acCeAaHUsA?

a) [Iporokou;

0) peleHue;

B) pacIlopsiKEHHE;

') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHHUIO Ha4aJIbCTBA.

16. PekBu3uTtaMu BHEILIHEH CIIPABKU SABJISCTCSH:

a) mevaTh;

0) mOANNCH;

B) HAMMEHOBAHUE BHU/IA IOKYMEHTA;

) aapecar;

1) HAMMEHOBAHUE OPTraHU3alINH;

€) CChUIKA Ha JIaTy PETUCTPAIMOHHBIA HOMED.

17. ®akc oTiin4aeTcs OT MUCbLMA 10 0OPMJIICHUIO TEM, YTO:

a) SIBJISIETCS HE MOJIMHHUKOM, a KOIKUEW IOKYMEHTa;

0) COJIEPKUT Psifl AOMOJTHUTEIBHBIX PEKBU3UTOB;

B) IeyaraeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH ME€YaThHIO.

18. BbigesnTe M3 KaAaKHX pa3gesioB COCTOMT TEKCT NPHUKA3a M0 OCHOBHOM
AeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIUNA U PaCTIOPSATUTEIbHBIN;

0) KOHCTaTUPYIOIIUI ¥ TIOCTAHOBJISIONTU;

B) KOHCTaTUPYIOIIUHN U TIPeJIararomiuii;

I') OCHOBHOM M KOHCTaTUPYIOLLUH.

19. Bbigeaute, B KAaKOM H3 BH/JIOB [O0KYMEHTOB He INPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/Ia JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)eOHO0€e TTMCHhMO;

B) JOKJIa/IHAs 3aIMCKa;

I') TOJKHOCTHASA UHCTPYKIIUSL.

20. Pacnpegeaure YyKa3aHHble HH)Ke JOKYMEHTbl Ha 3 Trpynmbl:
a) OpraHu3alMoOHHbIe, 0) pacnopsiaAuTe/IbHbIe, B) HHPOPMAIIMOHHO-CIIPABOYHbIE.
. Pe3tome.

. JloJbKHOCTHAst MHCTPYKIIHUSL.

. Pacnopsiskenue nupekropa.

. CBozKa.

. [locTaHOBNIEHUE KOJUIETHH.

. NUHCTpyKIMA 1O AENONPOU3BOICTBY.
. CnpaBka ¢ mecTa paOoTBhl.

. [Ipukas o nmpueme Ha padoOTy.

. llITatHOE pacniucanue.

O©COoO~NO OIS WN B



10. TpymoBoii 70TOBOP.

11. IlpurnamieHue Ha BHICTABKY.

12. PernameHr.

21. KoMmmuceusi mo pacciieJOBAaHMI0 T0Kapa, MPOM30LIeNNIero B
o0pa3zoBaTeIbHOM yYpesKAeHUH, YCTAHOBUIM PsiJl GaKTOB, KOTOPbIE MOCHYKHIU
NPUYUHON nmoxkapa. Kakoil 10KyMeHT 10/15KHA COCTABUTH KOMUCCHS ?

a) Axr;

0) cripaBky;

B) IOKJIQIHYIO 3aMHUCKY;

') HHCTPYKLHIO O TPOTUBOIOXAPHOU O€30M1aCHOCTH.

22.  JIOKYMeHT,  Aa/pecOBaHHbIi  PYKOBOAMTEJI0  OPraHU3alMU,
colep:Kaliuii  00CTOSATEILCTBEHHOE W3JI0KeHHe KaKoro-iuéo Bompoca ¢
BbIBOJAMH U NPEAJI0KEHUAMH COCTABJICHNS, HA3bIBACTCH:

a) aKT;

0) mpecTaBiIcHUE;

B) IOKJIa/IHAs 3aMKCKa;

') IpEII0KEHUE.

23. JlaToii c1y:ke0HOr0 muchbMa siBJsieTCsl AaTa:

a) COCTaBJICHUSI;

0) OTIpaBJICHUS;

B) IIONTUCAHUSI;

T') TOJIy4EHUsI.

24. Cnucok MPHUCYTCTBYIOIIMX HA 3aceJaHUM O(OPMIISETCS OTAeJbHO H
NpUJIAraeTcsi K NpoTOKOJIY, €CJIH TAKOBbIX:

a) 6onee 15;

0) 6oxee 10;

B) 6omee 25.

25. Odopmiienue 00J0KKM Jejia I NOCJAeIYIUero XpaHeHHs
onpenessieTcs:

a) CTaHJapTOM;

0) MHCTPYKUHUEN IO 1€TONPOU3BOJICTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. DKcnepTH3a HEHHOCTH JOKYMEHTa NPOXOIUT B JTamna:

a) 4EeThIpE;

0) Tpu;

B) JBa.

27. HomeHkaTypa aes (padoumii 3K3eMILIsIP) MOMEINAIOT Ha:

a) CTOJIE, IO CTEKJIOM;

0) nBepiie mKada ¢ JOKyMEeHTaMHU;

B) BHYTPEHHEW CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce JucThl JAesla NpM MOArOTOBKE HX K Iepelaye B apXuB
HYMEpPYIOTCS:

a) YEpHBIM IPAPUTHBIM KapaHJ1allIoM;

0) YepHBIMU YEPHHUIIAMU;

B) KPaCHBIM KapaHJIalllOM.




29. Bxoasiiue J10KyMeHTbI perUHCTPUPYIOTCSI:

a) MocJe O3HAKOMJICHHS] C HUMH PYKOBOJUTEIIS;

0) B mepBOi MOJIOBUHE JTHS MOJIYYESHHUS;

B) /10 O3HAaKOMJICHHS C HUMHU PYKOBOJUTENS.

30. Ka:xknasi oOpa3oBaTe/ibHasi OpraHu3anus 00si3aHa UMeTh:

a) CBOJHYIO0 HOMEHKJIATYpPY;

0) UHIMBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a ckoIbKO AHEH /0 HWCNOJHEHUSl MPOBOASAT MpeAynpeanTe bHbIi
KOHTPOJIb?

a) 1Ba;

0) onuH;

B) TpHU.

32. Pa3nenuTte/isiMi B CIPABOYHON KapPTOTEKe CJIY:KaT:

a) Ha3BaHUs CTPYKTYPHBIX MOJPA3CICHHUIA;

0) HanpaBJIeHU AEATEIbHOCTH MPEAIPUSITHS;

B) JIHU HEJIEJH, MECsIIIa.

33. Ha ucxoasiiemM 10KyMeHTe PEKBU3UT «1aTAa» CTABUTCSH:

a) COCTaBUTEIIEM JJOKYMEHTA;

0) mpu perucrpanuu;

B) [1OCJIE TIOJIMMCAHUS PYKOBOJIUTEIIEM.

34. Ecaiu B jejie coaepKaTcs A0OKYMEHTbl Pa3jIM4HOM EHHOCTH, TO CPOK
XpaHeHUsl YCTAHABJINBAETCS:

a) OOJIBIIINIA;

0) MEHbIIINIA;

B) CpEIHUI.

3agaHus IS CaMOCTOATEIbHON PadOThI

3aganme 1. OdopMuTh BCE OTMETKH, KOTOPBIE CTaBAT Ha JIOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2016. VYkaxure MECTOPACHOJIOKEHUS OTHUX
PEKBU3UTOB Ha OylaHke dopmara A4.

3aganue 2. M300pa3ute cxemMaTHUECKH KJIACCU(UKALIUIO TOKYMEHTOB.

3aganme 3. Beimumure Ha guct gopmata A4 Bce npaBusia oQopMIICHHS
TEKCTa JIOKYMEHTa: HWHTepBasibl, mpupThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganme 4. CoctaBuTh U O(GOPMHUTH AOKIAJHYIO 3alUCKy O HapyLIEHUU
TPYAOBON NUCHUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3JIEMEHTHI TEKCTa 100AaBUTH
camoctoATenbHO. HamucaTe OOBSCHUTENBHYIO 3alMCKy OT HMEHH pabOTHHUKA,
HapyLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme S. Hanncarb oTBETHOE MUCHhMO-0J1ar0JapHOCTh HA MO3/IpaBiIeHUE.

2.2. OueHoYHbIEe CPeCTBA sl MPOMEKYTOUYHOM aTTecTauuu (3a4er)

Bomnpocs! AJ1s1 mpoBeeHus 3a4uera:
1. IToHsTHE «JIOKYMEHT» U €70 (PYHKIIUH.



2. Knaccudukanus JOKyMEHTOB.

3. CyIIHOCTh M OCHOBHOE Ha3HA4YE€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
JEeSATENbHOCTH Ielarora.

4. CucTtemMbl TOKYMEHTAIIUH.

5. 3akoHOo/aTeNbHas U HOPMaTUBHO-METOMYecKas 0a3a JOKYMEHTAllMOHHOTO
oOecrieueHust ynpaBJIeHHUSL.

6. ®opMyIIsp TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKyMEHTOB.

8. TpeboBanus Kk 0OPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus K 6J1aHKaM JTOKYMEHTOB.

10. Cucrema qoKyMeHTAIIMU B 00pa30BaTeIbHON OpraHU3allnH.

11. Opranuzanuonsbsie 10kyMeHTbl cuctembl OPJ[. OOmas xapakTepucTuka u
Ha3Ha4YCHHE JOKYMEHTOB.

12. Pacnopsanurenbubie JoKyMeHThI cucteMmbl OPJI. O61ias xapakTepucTuka u
Ha3Ha4YEHUE JOKYMEHTOB.

13. UndopmanmonHo-cripaBouHble  TOKyMeHTHl cuctembl OPJ[.  OOmias
XapaKTEepUCTUKA U Ha3HAYEHUE JTOKYMEHTOB.

14. JlenoBoe MUCbMO KaK OCHOBHOM BH/JI IIEPEITUCKH.

15. bnauku s nucem. @opmyJisp J€JI0BOTO MUChMA.

16. OcoOeHHOCTH OPUIIMATBHO-EI0BOI0 CTUJISE COCTABIEHUS TEKCTA JIEJI0BOTIO
nuchMa.

17. Buasl  ciay>kKeOHBIX ~ MHCEM,  COCTaBJSIONIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIN Y.

18. DnexTpoHHas nepenucka. IIEKTPOHHBIN JOKYMEHT.

19. Opranu3zanust JOKyMEHTO000pOTa 00pa3oBaTEILHON OpraHU3aIvu.

20. ®opMbl  opraHM3anu  pabOTHl C JOKyMeHTaMu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. Tlopsimok 06pabOTKH BXOIAUINX JOKYMEHTOB. Perucrparust JOKyMEHTOB.

22. Tlopsimok 00pabOTKK UCXOMAIIUX TOKYMEHTOB.

23. [lopsinok paboOThI C BHYyTPEHHUMHU JJOKYMEHTaMHU.

24. HomeHnkiatypa Jen.

25. ®opmupoBanue,  odopmiieHHe,  XpaHEHHE  JAel B TEKYyIIeM
JIEJIOMPOU3BOICTBE.

26. YHudukanus J0KyMEHTOB.

27. CrannapTu3auus J10KyMEHTOB.

28. Hymepartiyisi MHOTOCTPAaHUYHOTO JOKYMEHTA.

29. lIpudTel, KeraM U TOJISI, MPpUMEHsIeMbIe TP 0OPMIICHUHU JOKYMEHTOB.

30. Pe3tome, aBToOMOTpadus, XxapakKTepUCTHKA: MOHITHE, Ha3HAYECHUE, COCTaB
PEKBU3HUTOB.

31. 3asBiieHUE: TOHATHUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

32. CnyxeOHas 3amucKa: MOHATUE, HA3HAUEHUE, COCTaB PEKBU3UTOB.

33. O0bsicHUTENbHAS 3allMCKa: MOHITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

34. JloknanHas 3anvcKa: MOHsATHE, Ha3HaYeHHE, COCTaB PEKBU3UTOB.

35. CrpaBka: OHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

36. AKT, MPOTOKOJ: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.



37. Ilpukas, pacropspkeHHE: IOHATHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

38. [Ipuka3 mo IMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. Ycras, nojio)keHue: MOHITHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

40. omxHOCTHAS MHCTPYKIIMS: TIOHSITHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UHCTpYKIIMS TIO JCJIONPOU3BOJACTBY: IIOHSATHE, Ha3HAYCHHUE, COCTaB
PEKBU3HUTOB.

42. IlpaBuna: moHsATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

43. KonneKTUBHBIN JOTOBODP: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

44, OcoOEHHOCTH COCTaBJICHUS TEKCTa IMIPOTOKOJIA.

45. OcoOEHHOCTH COCTaBJIEHHUS TEKCTa IIpUKa3a.

46. PexBu3uThl TepO, 3MOiIeMa, TOBApHBIN 3HAK (3HAK OOCTY>KWBAaHHS), KOJ
(bOpMBI TOKYMEHTA.

47. PeKBU3UT HAWMEHOBAHHWE OpPraHW3AIMKM, HAWUMEHOBAaHHE CTPYKTYPHOTO
no/ipa3/ieNIeHus], HAMMEHOBAHUE JJOKHOCTH JIUIIA.

48. PexBU3UT CIpaBOYHbBIC TaHHBIC 00 OpraHU3aIuu.

49. PexBU3UT HAMMEHOBAHUE BUIA TOKYMEHTA.

50. PexBu3HT N1aTa T0KyMEHTA.

51. PEKBU3UT pEruCTpallMOHHBII HOMEP JOKYMEHTA.

52. PekBU3HUT CChUIKA HA PETUCTPAIMOHHBI HOMEpP M JaTy MOCTYNHBIIETO
JIOKyMEHTA.

53. PekBU3HUT MECTO COCTaBJICHHS (M3AaHMS) TOKYMEHTA.

54. PexBu3ut rpud orpaHUYEHHs IOCTYIA K TOKYMEHTY.

55. PekBu3sur agpecar.

56. PexBusut rpud yTBep>KICHUS JOKyMEHTA.

57. PeKBU3HT 3aroj0BOK K TEKCTY.

58. PexBU3UT TEKCT JOKYMEHTA.

59. PexBU3HUT OTMETKA O TIPHIIOKEHUH.

60. PexBusut rpud corimacoBaHUs JOKYMEHTA.

61. PexBusur Bu3a.

62. PEKBU3UT IIOAINCE.

63. PexBu3HUT OTMETKA 00 3JEKTPOHHON MOAIHUCH.

64. PexBU3UT eYaTh.

65. PekBu3HT 0TMETKA 00 HCTIOTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIUU.

67. PexBU3UT OTMETKA O MOCTYIJICHUU TOKYMEHTA.

68. PekBU3HUT pe30TIOIHSI.

69. PexkBU3UT OTMETKA O KOHTPOJIE.

70. PekBU3HT OTMETKA O HAPABJICHUH JOKYMEHTA B JIEIIO.



