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1. HACHIOPT ®OHJJA OHEHOYHbBIX CPEIACTB

1.1. Ob6sacTb NpUMEeHeHU s

®onx ouneHounsix cpeacts (POC) — HeoTheMiieMass dYacTh paboueit
MPOrpaMMbl JUCHUIUIMHBI «/{0KyMEHTOOOOpPOT OpraHu3aluu» W NpeJHa3HauYeH i
KOHTPOJII M OLIEHKM OOpa30BaTeIbHbIX JOCTH)KEHUW CTYAEHTOB, OCBOMBIIMX
MPOrpaMmy JUCHUTIIIUHBL.

1.2. Ileau u 3aga4u (pOH/Ia OLICHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOJATOTOBKH 00YYarOIIErocs
tpeboBanusim PI'OC BO OGakamaBpuatr mno Hampaienuto 37.03.01 Tlcuxomorus,
YTBEPKACHHBIM TMPUKa30M MUHUCTEPCTBA HAyKU U BbBICHIEr0 0Opa3oBaHUs
Poccuiickoit @enepannu ot 29 wurons 2020 r. Ne 839, nmpuxazom MuHuctepcTBa
HayKu W BbIciiero oopazoBanusi Poccuiickoit @eaepaunn ot 26 Hosi0ps 2020 r. No
1456 «O BHeceHMM M3MEHEHMI B (heepalbHbIe TOCY/1apCTBEHHBIE 00pa30BaTEIbHbBIC
CTaHJapThl BhIcIIero obpazoanus u [IpodeccrnonanpHbiM cTangapToMm «llcuxomor-
KOHCYJIbTAHT», YTBEP)KIECHHBIM IMpPHUKa30M MUHHCTEpCTBA TpyJa M COLMUAIBHOU
3amuThl  Poccmiickort ®enepanuu ot 14 centsabps 2022 rtoma Ne 537w,
IIpodeccuonanbupiM  cranpaptoM  «llemaror-ncuxosmor (mcuxonor B cdepe
o0pa3oBaHUs», YTBEPXKJICHHBIM MPHUKa30M MUHUCTEPCTBA TpPyJa U COIHAIBHOM
3aimuThl  Poccuiickoit  ®eneparun ot 24 wtona 2015 roma Ne  514m,
[Ipodeccuonanvubim  crangaptoM  «llcuxonmor B couumanbHO  cdepey,
YTBEPAKICHHBIM MIPUKa30M MUHHCTEPCTBA TPYyAa U COLMAIIBHOM 3aIUThl Poccuiickoi
®deneparuu ot 18 HOsOPs 2013 roga Ne 682H.

1.3. Ilepeyenbr koMmeTeHU M, (PopMUPYeMBIX B Ipolecce OCBOEHUSA
OCHOBHOM 00pa30BaTe/IbHOI MPOrPaMMBbI

[Iporiecc ocBoeHMUsT AMCIMIUIMHBI HAMpaBlieH HAa (OPMHPOBAHUE CIIEIYIOUIUX
KOMIIETEHIIUN U MHIUKATOPOB UX JOCTH)KCHUS:

Kox mo ®I'0OC BO | Nuankarop 10CTHKEHUsI

YHuBepcaibHble

YK-4 VK-4.1

Crniocoben OCYUIECTBJISATh JenoByro | OCyllecTBISIET — AEJIOBYH0O  KOMMYHHUKALIUIO

KOMMYHHMKAIIMIIO B YCTHOM W THCBMEHHOM | B yCTHOM M  NHCbMEHHOM  Qopmax Ha

dbopMax  Ha  TOCYIapCTBEHHOM  f3bIKE | TOCYAApCTBEHHOM SI3bIKE Poccuiickoit

Poccuiickoit denepanuu u wHOCTpaHHOM(BIX) | Deaepanun

SI3bIKe(ax)

1.4. Dranbl popMuUpOBaAHHUS KOMIETEHIMA M CPeICTBA OLEHHBAHHUA
YPOBHSA X C)OPMHUPOBAHHOCTH

KoHTpo/IbHO-0LICHOYHBIE

Jransl popmupoBanusa komnereHuui | Komnerenuun
cpeacTna / cnocod oleHMBAHUS

Tema 1. Teoperuko-npaBoBsle U | YK-4 BeicTymuieHre Ha IPaKTUYECKHUX
HOPMAaTUBHBIE OCHOBBI 3aHATUAX, YCTHBIN OIIPOC
JOKYMEHTAlUOHHOTO obecrieueHus

yIIpaBJICHUs




Tema 2. Crangapruzauus nporecca | YK-4 BoicTynnenne Ha NpPaKTUYECKUX
JOKYMEHTHUPOBAHUS 3aHATUSX, YCTHBIN OMPOC

Tema 3. Cucrema opranusanuoHHo- | YK-4 BoicTynneHne Ha NpPaKTUYECKUX
pacropsIUTeIbHON TOKYMEHTALUU 3aHATUSX, YCTHBIN OMPOC

Tema 4. Opranuzanus | YK-4 BricTymuieHre Ha IPaKTHUYECKHX
JOKyMEHTOOO0OpoTa  00pa3oBaTeNbHON 3aHATHUAX, YCTHBIN OMPOC
OpraHu3aIum

Texkyumas arrecrauus YK-4 Kontponbhas padota
IIpomMe:xxyTouHasi aTTecTanus YK-4 3auer

1.5. Onucanue nokasareJieii opMHUpPOBAHMSA KOMIIETCHIUH

Koa komMnerenuunun Pe3ynbTaThl chOpMHUPOBAHHOCTH

YK-4 3Haer: OpraHU3aIUIo JIOKyMEHTOO000pOTa 00pa3zoBaTebHOM
OpraHu3alluy; CBOMCTBA, QYHKIIMH U MPHU3HAKUA JOKYMEHTA; CIIOCOOBI U
CpeAcTBa IOKYMEHTHPOBAHUS; KIACCH(PUKAIUIO BUIOB JIOKYMEHTOB;
CTPYKTYpPY TOKYMEHTOB U HOPMATHUBHBIC TPEOOBAHUS K X COCTABICHUIO
1 0(OPMIICHHUIO.

YmeeT: cocTaBisATh U 0QOPMIIATh AOKYMEHTHI, (YHKIHOHUPYIOLIUE B
JTOKYMEHTO000pOTE 00pa3oBaTEILHON OpraHU3AIMH, B COOTBETCTBHH C
YCTQaHOBJICHHBIMH  TPEOOBaHUSIMH, B TOM  YHCIE  HCIOJB3YS
nH(OPMAaLMOHHBIE TEXHOJIOTHUH.

Bnageer HaBbIkaMu: cOCTaBlIeHUS U OQOPMIICHHUS Pa3IMYHBIX BUJOB
JOKYMEHTOB TPaJAULMOHHBIM CIIOCOOOM W B 3JIEKTPOHHOM BHJIE,
HaBBIKAMH JISJIOBBIX KOMMYHHUKAIIMA B YCTHOUM M MUCbMEHHOUW dopMe Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum ouneHUBaAaHHS KOMIIETEHUMH HAa Ppa3HbIX 3Tamax HX
¢bopmupoBanus

KosmnuecTBo
Bup y4yeOHoii padoThI 0as10B
(01010 0-300

Brinonnenue u 3amura npakTHYecKux padboT 40 50
KonTtponsHas padorta 15 15
KoHnTpomas camocTosTensHOM paboThl 20 15
VYcTHbIM 3aueT 25 20
Bcero 100

HakonureabHas cucreMa oueHuBanug nmo 100-0a1apHo0M HIKaJae

Yer1oipexdasiibHasn Cucrema
100-6annbHas | ByxkBenHas mkaJa, coorBercTByomas 100-
cHCTEMA OLlEHUBAHUSA OLeHUBAHUSA

IKAJIa 0a/IJILHOH IIKAJIe
JK3aMeHa 3ayera

OtnaHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COAEPKAHNE
Kypca OCBOEHO TMOITHOCTBIO, 03 Tpo0eToB;
HEeoOX0MMBbIe MPAKTHYECKNE HAaBBIKN pabOThI
C OCBOCHHBIM MaTEpPHAIOM C(OPMHUPOBAHBI;
BCE MPETyCMOTPEHHbIE IPOrPaMMOH
00y4eHHs ydeOHbIe 3aJaHusl BBITTOJIHEHEI,
Ka4eCTBO X BBITIOIHEHHMS OLIEHEHO YHCIIOM
0ayuIoB, OMB3KIM K MAKCUMAJIEHOMY

3aureHo




Xopomio

83-89

B — oueHb X0poIIo — TeopeTHIeCcKoe
coJiepKaHHe Kypca OCBOCHO TIOJIHOCTBIO, 6e3
npo0esioB; HEOOXOAUMBIC MPAKTHYCCKHE
HaBBIKU pabOThI C OCBOCHHBIM MAaTEPHAIOM B
OCHOBHOM c(hOpPMHUPOBAHbI; BCE
NpeIyCMOTPEHHBIE IPOrPaMMOi 00yUeHHS
y4ueOHbIC 33]JaHHS BBITIOJTHEHBI, KAYECTBO
BBITIOJTHEHHS OOJBIINHCTBA U3 HUX OLCHCHO
YHCIIOM 0aJIOB, OJIM3KUM K MAaKCHMAJIEHOMY

Xopomio

75-82

C — XOpOIII0 — TEOPETUUESCKOE CONCPIKAHUE
Kypca OCBOEHO TOJTHOCThIO; HEKOTOPHIE
MPaKTHYECKHE HABBIKU pabOThI ¢ OCBOSHHBIM
MaTepHaroM ChOpPMHUPOBAHBI HETOCTATOUHO;
BCE MPEIYCMOTPEHHBIE IPOrPaMMOi
00y4yeHHsT yacOHBIC 3aJaHUs BHIMTOTHCHBI,
Ka4eCTBO BBIIMOJHEHHUSI HU OJJHOTO U3 HHUX HE
OI[EHEHO MHHUMAJIbHBIM YHCJIOM 0allioB,
HEKOTOPbIE BH/IbI 3a1aHHUH BBITIOIHEHBI C
OImMOKaMHu

Y 10BIE€TBOPUTEIHHO

63-74

D — y10BIETBOPUTENBHO — TEOPETHUECKOE
coJiepKaHHe Kypca OCBOCHO YaCTUYIHO, HO
npo0Oesbl He HOCSAT CYIECTBEHHOTO
XapaxkTepa; He0OXOAUMBbIE MPAKTUIECKUE
HaBBIKH PaOOTHI C OCBOCHHBIM MaTEPHUAJIOM B
OCHOBHOM C(hOpMHUPOBAHBI; OOIBITUHCTBO
MPeTyCMOTPEHHBIX MTPOrpaMMoi 00ydeHUsI
yueOHBIX 3aJ]aHUi BBITIOJIHEHO, HEKOTOPBIE U3
BBINIOJIHEHHBIX 33JIaHUM COJIePIKaT OLIMOKHU

VY 10BJIETBOPUTEIILHO

50-62

E — nocpecTBeHHO — TeopeTuueckoe
COZIEpIKaHUE Kypca OCBOCHO YaCTUYHO;
HEKOTOpbIE MPAKTUYECKIE HABBIKK PabOTHI HE
c(OopMHUPOBAHBI, MHOTHE MIPEAYCM OTPEHHBIE
yueOHOM ImporpaMMoii 00y4eHust yaeOHble
3aJlaHMs HE BBIITOJIHEHEI JTHO0 Ka4eCTBO
BBINIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YHCIIOM 0aJUIOB, ONM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo

21-49

FX — HeynoBIIETBOPUTENHHO — TEOPETHIECKOE
CoZIepKaHUE Kypca OCBOCHO YaCTUYHO;
HE0O0XOANMBIE IPAKTHYECKHE HaBBIKU PaOOTHI
C OCBOCHHBIM MaTepHaIoM He
copMUpPOBaHEL; GOIBLIINHCTBO
MPEAyCMOTPEHHBIX YdeOHOH mporpaMmoit
o0y4eHns yaeOHBIX 3aTJaHUH HE BHITIOITHEHO
7100 KauecTBO MX BBIIIOJIHEHHUS OIICHEHO
YHUCIIOM 0aJUIOB, OIM3KUM K MUHAMAIEHOMY;
IIPH JIOTIOTHUTENBHO CAMOCTOSATETHbHON
pabote Hajx MaTepuaoM Kypca BO3SMOXKHO
TIOBBIIIEHNE KAaUYeCTBA BBHITIONHEHHUS yIEOHBIX
3aJaHuI

HeynoBnerBopurenbsHo

0-20

F — Hey10BIIETBOPHUTENBEHO — TEOPETHYECKOE
COJZIep)KaHue Kypca He OCBOCHO;
HEOOXOTMMBIE TIPAKTHYECKIE HABBIKH PaOOTHI
He chOPMHUPOBAHEL; BCE BHIIOJIHCHHbIC
yueOHbIE 3a/TaHus COAEPKaT TPYObIe OIHOK;
JOTIOJIHUTEINbHAs CAMOCTOSITENbHAsL paboTa
HaJl MaTepHaIoM Kypca He MPUBEIET K
KaKOMY-JIN0O 3HAYMMOMY TTOBBIIIICHHIO

KadyCCTBa BBINTOJITHCHU A y‘leﬁHHX BaﬂaHI/Iﬁ

He 3aureno

2. KOHTPOJIBHO-OIHEHOYHBIE CPEACTBA




2.1. OueHoYHBIE CpeCTBA TEKYIIEro KOHTPOJIA (TUIIOBbIE)

Bonpocsl 1iis yecTHOr0 onpoca:

1. [laiite onmpeneneHue NOHATUSA «TOKYMEHTY.

2. Packpoiite nonstue «JAOY». HazoBute mpodeccruoHanbHble TEPMUHBI U
ornpejeneHus B 00JacTH 1eT0NpPOU3BOJICTBA.

3. HazoBurte u packpoiite QyHKIHH TOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIaCTH OpraHU3alMU JIEJIONPOU3BOJICTBA BbI
3Haete? HaszoBuTe cojepkaHue TMakeTa O00S3aTENBHBIX 3aKOHOJATEIBHBIX U
HOPMAaTUBHBIX IOKYMEHTOB B obsactu JIOVY.

5. HazoBure mpaBuna  yTBEepXKIeHUS JOKyMEHTOB. TpeOGoBaHus u
o opmIIeHHE.

6. Kakue peKBU3WUTHI SIBIISIIOTCS «OPUAMYECKH 3HauMMbIMU»? [lpaBuna ux
opopmiieHus. UTO BKIIIOYAET B ce0s MOHSITHE «IIPABOBasi OXpaHa JIOKYMEHTOBY?

7. llpuBenute mpuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEkKAT YTBEPKACHUIO U Ha
KOTOPBIX CTaBUTCS TeyaTh. Kak 0opMIISIIOTCS] IEPEUYHH TaKUX JOKYMEHTOB?

8. HazoBuTe 3ak0H, B COOTBETCTBUM C KOTOPHIM O(OPMIISIOT PEKBU3UTHI
nokyMeHToB cucteMbl OP/l. JlaTa BBeeHUE U YTO OH ycTaHaBiauBaeT. HazoBute Bce
PEKBU3UTHL.

9. HazoBure pexBM3uTHI 00mIero OnaHka W OiaHka ais nucbMa. [IpaBuiia
opopmienusi. Kakue Buapl OnankoB Bbl 3Haere? B ueM ocobGeHHOCTH OiiaHka
JTOJKHOCTHOTO Juna’?

10. CornacoBanue u Bu3upoBaHue. Ha30BUTE BUIBI U CPOKU COTJIACOBAHUS, U
BU3UPOBAHUE JJOKYMEHTOB.

11. Pacckaxure O meyaTsx M IITaMIax MOPEANpUsATAN W opraHuzauui. Ha
KakuX JOKyMeHTax crTaBaTcs medats? Kakue TpeOoBaHUsS MPEABSBISIIOT K
UCIIOJIb30BaHUIO TepOOBOIl meuaTu?

12. PackpoiiTe coaepxkaHue TOHATUS «yIlpaBiaeHuey». HazoBuTe cuUCTEMBI
JTOKYMEHTOB yrpaieHus. Packpoiite monsitue «OPJ». Kakue rpynmbl M BUIbI
TOKyMEeHTOB BxoasT B OP[?

13. Pacckaxkxure 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTA, 3JICKTPOHHOM
MEPENUCKU U TPEOOBAHUAX, IPEABABIAEMBIX K HEM.

14. B yvem ocobenHoctn OnaHka s nuchbMma? HazoBuTe peKBH3WTHI OJaHKa
JUTSI IAChMA M PEKBU3UTHI CIIYKEOHOTO MUCHhMA.

15. Yto pernameHTUpPYET TUIIOBAasi MHCTPYKIHUS MO AENONpou3BoacTBy? [akite
XapaKTEPUCTUKY OPTraHU3alMOHHBIM JTJOKYMEHTaM U HA30BUTE UX BUJIBI.

16. HazoButre Buapl WHOOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiTe
XapakTEePUCTUKY KaXaA0My BUy. [IpuBennTe n3BeCTHBIE BaM BUJIbI PETUCTPALIUN.

17. Jlaiite ~ XapakTEpUCTUKY YYPEAUTEIbHBIM JOKYMEHTaM M  yCTaBy
npeanpusitusa. Kakue Buabl ycTaBoB Bbl 3HaeTE?

18. laitte  xapaktepucTuky JAokyMeHTy «llonoxxenue» wu  Ha3zoBuUTE
CTPYKTYPHBIE YAaCTH TEKCTA JOKYMEHTA U €T0 COJCPKAHUSL.

19. Taitte xapaktepuctuky qokyMeHTy «HcTpykuusy. [IpuBeaure npumepsl.
JloJKHOCTHAS MHCTPYKIUS, CTpyKTypa Tekcta. Odopmienue. O3HaKOMIICHHE.



20. llItatHoe pacnucanue OcOOEHHOCTH  COCTaBieHUA, OGOPMIICHUS.
TpeboBaHue K UCIIOIB30BAHUIO YHUDUIIMPOBAHHBIX (DOPM.

21. [IpaBwia BHyTpEHHETO TPYAOBOTrO pacnopsaaka u [lonoxxenue o nepcoHaie.

22. JlaiiTe XapaKTepUCTUKY PACTOPSAIUTEIbHBIM TOKYMEHTAM.

23. HazoBuTe BUABI paciopsAUTEIbHBIX TOKYMEHTOB U OCOOCHHOCTH KaXKI0TO.
HazoBuTe  CTpyKTypHBIE 4YacTH TEKCTa  PacHOPSIUTEIbHBIX  JOKYMEHTOB,
odopmiieHHE TTPeamMOyJIbl U pacTOPSAIUTEIBHOM YaCTH.

24. B uyeM ocoOeHHOCTH cly)keOHbIX muceM? HazoBuTe BUIBI CIIy)KEOHBIX
nuceM. Kakue TpeboBaHuUs NMPEIBABISIOTCS K TEKCTY CIY>KEOHBIX MTUCEM?

25. HazoBure mpaBuna oQpOpMIIEHUSI  PEKBH3UTa  «aapecaT». Buasbl
aJpecoBaHUs.

26. UTO BXOAUT B MIOHATHUE «IIPOBEJICHUE IKCIIEPTU3BI LICHHOCTH JTOKYMEHTa?

27. PackpoiiTe TOHATHS <JIOKYMEHTOOOOPOT», «IOKYMEHTONOTOKW». Jlaiite
XapaKTEPUCTUKY KaXKJAOMY BHAY JTOKYMEHTOIOTOKA, YKaXHT€ HX OCOOCHHOCTH.
Kakum oGpaszom omnpeensiercs T0KyMEHTO000pOT IPpeAPUsITHS ?

28. Homenknatypa nen. 3nauenue. CocraBiieHUe. BUIbl HOMEHKIIATYPHI.

29. IlonroroBka JOKYMEHTOB K cJade B BEIOMCTBEHHBIM apxuB. Cpauda
JIOKYMEHTOB B apxXxuB opraHuzanuu. OnucHu JOKYMEHTOB, HaXOJSAIIUXCA B JeJe.
dopma u cozepxkaHue akTa 00 YHHUTOKEHUH TOKYMEHTOB U Jell.

30. Kakue nmokyMeHTHI He mojjexar peructpanuu? Kak u 3aueM BeaeTcst yder
TaKUX TMOCTYIUICHU?

31. Pacckaxxute O BHMIAX BXOASIIMX, UCXOASUIUX BHYTPEHHUX TOKYMEHTaX.
HokymentoB. [lpuBenute ¢opMbl KypHaabHOW peructpauuu. Pacckaxure o
peructpanuu ¢ nomouipto PKK 1 aBToMatu3npoBaHHOIM.

32. Yro BKIIOYAET B ce0s MOHATHE «HOPMUPOBAHUS» U «ODOPMIICHUS» J1eI?
Hazosute npuszHaku opopmieHust 00JI0KKH JeTI.

33. Cpoku XpaHEHHsI JOKYMEHTOB B 3aBUCHMOCTH MX 3HauuMocTH. HazoBute
HOPMAaTUBHBIN JOKYMEHT, 110 KOTOPOMY OIPENEIISIOT CPOKU XPaHEHUS.

34. Yto BKIIOYAET B ce0s MOHSATHE «IOJITOTOBKA JOKYMEHTOB K apXUBHOMY
XpaHeHuto»? OyHKIMY, 33/1a4d U OTBETCTBEHHOCTh JK.

TecTsl AJ151 NPOBeAeHUSI KOHTPOJIbHOH PadoThI:

1. IlpaBuibHAsA MOCJIEA0BATEJIbHOCTh HANMUCAHUA 3JIEMEHTOB IMOYTOBOIO
ajjpeca Ha MOYTOBBIX OTNPABJICHUSAX:

a) MOYTOBBIN UHIEKC;

0) HaMMEHOBaHHE a/Ipecara;

B) HOMEp KBapTHUPBHI;

') HA3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHuE 00J1acTH, Kpasi, peciyOJIuKH;

€) CTpaHa;

) HOMEp JI0Ma;

3) Ha3BaHUE YIIHUIIBI.



2. YHu(puuupoBaHHas CHCTEMA JOKYMEHTALUHN — 3TO:

a) cucteMa JOKYMEHTAIlMW, CO3JjaHHas IO €IWHBIM IpaBUjaM U TPeOOBaHUSIM,
cojepkaias nHpopMaio, HeoOX0AUMYIO JJIsl YIPaBJICHUS B ONpeieNieHHON cdepe
NEATEIbHOCTH;

0) ynupuuupoBaHHble  (OpPMBI  JTOKYMEHTOB, CHCTEMATU3UPOBAHHBIE  TIO
GyHKIMAM yIIpaBiIeHUS,

B) COBOKYIMTHOCTh JJOKYMEHTOB, YCTAaHOBJICHHBIX B COOTBETCTBUM C PEIIaEMbIMU
JIOKyMEHTaMH;

I') COBOKYITHOCTh JIOKYMEHTOB, CBsI3aHHasi €IMHOOOpa3HBIMU  IpaBUJIaMU
o opmIICHHUS.

3. BO3MOKHOCTH HCHOJB30BAHUS (PaKCMMUJIE KAK COOCTBEHHOW MOANMUCH
perjiaMeHTHPYeTCs:

a) TPXKIaHCKUM KojiekcoMm PD;

0) mpaBuJaMu JEJIONPOU3BOACTBA B (hellepaibHbIX OpPraHax HCIOTHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIaHKOB COOTBETCTBYET JAHHbI HA0OP PeKBU3UTOB?

a) l'ocynapcrBennsiii  1ep0d  Poccuiickoii  @epepanuu, repd cyObekTa
Poccuiickoit  ®denepanmu, -sSMOIeMa oOpraHu3allud, TOBAapHBIM 3HAK (3HaK
oOcCy>KUBaHMsl ), 1aTa, HOMEP, MECTO COCTaBJICHUS WM U3AaHUS;

0) OJTaHK MUCHMa;

B) 0Ommii OaHK;

r) OJJaHK KOHKPETHOTO BUJIa JOKYMEHTA.

5. IllopsAiok HANMMCAHUSA MTOYTOBOI0 AJPeca YCTAHOBJICH:

a) B [IpaBunax aenonpousBOACTBa B (hellepalIbHBIX OpPraHaX HCIOTHUTEIbHOU
BJIACTH;

6)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHusi yCiayr MOYTOBOM CBSI3H.

6. PekBM3UT «BM32» MOKeT BKJIKYaTh:

a) TOJDKHOCTh BU3HUPYIOUIETO, €ro MOJANHUCH, PACHIMPPOBKY (MHULIAATBI U
dbamuns) u 1ary;

0) moamnucek, pacuupporky (. U. O.), nary;

B) IOJXKHOCTb, OJIIKUCH 1ATY;

T') IOJDKHOCTB, OANUCH, pacmudpoBky noamucu (. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJIAETCH HA MUCbMAX:

a) pEKJIAMHBIX;

0) HaIIOMWHAHUSAX;

B) MpUTJIAIICHUSX;

') TapaHTUUHBIX;

1) ”HPOPMAITMOHHBIX.

8. Tekcr [OKYMEHTOB COCTABJISKOT HAa TOCYAapPCTBEHHOM  fI3bIKe
Poccuiickoii ®@ejepauuud HWJIH HA TOCYAAPCTBEHHBIX S3bIKaX CY0beKTOB
Poccuiickoit ®@eepanuu B COOTBETCTBUH C:

a) MpaBWJia JIeJIONPOU3BOJICTBA B (peJepalbHBIX OpraHax HUCIOIHUTEIbHON
BJIACTH;



0) 3akoHolaTenbcTBOM Poccuiickoit @Pexnepauun U cyObekToB Poccuiickoit
Qenepaunu;

B) 'CHOYVY;

') TUIIOBOM MHCTPYKIMEH MO IeTONPOU3BOICTRY.

9. Heabio CTAHAAPTU3ALNH JOKYMEHTOB SIBJISIETCS:

a) IOPUANYECKOE 3aKPETICHUE Pe3yIbTaTOB YHU(DHKAIINHA JOKYMEHTOB;

0) pa3paboTka HOMEHKIIATYPY JIETT;

B) CUCTeMAaTHU3alHs JOKyMEHTOB B OPTaHU3AIINH;

r) o0ecreyeHre COXpaHHOCTU JOKYMEHTOB;

1) 3aIuTa KOHPUICHINATHHOCTH HH(pOpMAITIH.

10. VYkaxkure BapHMAHT OTBETOB, B KOTOPOM NPAaBHJIBHO Ha3BAHBI
PEeKBHM3HMTHI 0JIaHKA MUCHbMA:

a) (repb, »omMOnema), KOJ OpraHu3allid, HAUMEHOBAaHMS  OpraHu3aIlnH,
CIpaBOYHBIC JaHHBIE OO0 OpraHm3aluu, KoJa (OpMBI JOKYMEHTa, MECTO MJis
NPOCTABICHUST JaThl JOKYMEHTa, MECTO I TPOCTABICHHUS PETHCTPAIIIOHHOTO
HOMepa JIOKyMEHTa, CChIJIKa Ha HOMEP U JIaTy BXOSIIEro JOKYMEHTA;

0) (repb, amOiiema), HaMMEHOBAaHUS OpraHU3AIMH, KOJ OpTraHW3allUH, J1aTa
JOKYMEHTA, MECTO JIJIsl IPOCTABIICHUS PETUCTPAIMOHHOTO HOMEpa IOKyMEHTa, MECTO
W3JaHMsl IOKyMEHTa, CChUIKA Ha HOMEP U JaTy BXOJSIIETO JOKYMEHTA,

B) (rep0, »MOiema), HAaUMEHOBAaHUS OpraHM3allid, HAWMEHOBAaHMS BHUJA
JOKYMEHTa, J1aTa JIOKYMEHTOB, KOA (OpPMBI JTOKYMEHTa, MECTO ISl IPOCTaBICHUS
PETHCTPAIIMOHHOTO HOMEpa JOKyMEHTa, CIpPaBOYHBbIE IaHHBIE 00 OpraHu3alui,
CCBUIKA Ha HOMEP U JIaTy BXOASIIETO JOKYMEHTA;

r) (rep0, SMOieMa), HaAMMEHOBAaHMsI OPTaHU3AIMH, CIPABOYHBIC JaHHBIC 00
opranu3zaiuu, ko opranuzauuu OI'PH, mecto ajis npocraBieHus 1aThl JOKYMEHTA,
MECTO JIsl IPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEpa JOKYMEHTa, CChIJIKa Ha HOMEp
U J1IaTy BXOJSIIETO JOKYMEHTA, MECTO JJIS 3ar0JIOBKa K TEKCTY.

11. K opranm3zaumoHHbIM JOKYMEHTAM OTHOCSITCS:
a) MPOTOKOJI,
0) ycrTas;

B) HHCTPYKIIUS;
r) TIOCTaHOBJICHHE;
1) TOJOKEHHUE.
12. K pekBU3MTAM NPUKA3a OTHOCATCH:
a) aapecar;
0) HaMMEHOBaHUWE OpPraHU3AIINM;
B) HaWMEHOBaHUE BUAA JOKYMEHTA;
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEPKICHUS;
€) TOJIMUCE.
13. AKTBI CO31a10TCH:
a) KOJUIETHAJIbHO;
0) Ha OnaHkax;
B) Ha COBEIaHUU,
I)  BBIIECTOSALIEH OpraHu3aluei.



14. HopMaTMBHBIN aKT, HM3JaBaeMbIii JAUPEKTOPOM 00pa30BaTe1bLHOMN
OPraHU3AlUU WJIHN YUYPEKICHUsA, ITO:
a) IpuUKasz;
0) TMOJI0XEHHE;
B) PpaclopsiKEHHE;
I) pelleHue.

15. Bo Bpemsi MpPOU3BOACTBEHHOI'0 COBCIIAHHUA Y AMPEKTOpPa CeKpeTapb
3alMChIBAJI BBICTYILUICHUSI U NpPUHATHE pemieHus. Kakoil nokymeHT cienyer
0(pOpPMUTH 10 UTOTAM 3aceaHus?

a) [Ipotokon;

0) pelieHue;

B) pacIOpsIKEHHUE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHUIO HAYaJIbCTBA.

16. PexBHU3uTAMM BHEIIHEH CIIPABKH ABJIACTCH:

a) revarh;

0) IOATHCE;

B) HAMMEHOBAHUE BUA JOKYMEHTA;

) ajapecar;

1) HAUMEHOBAHUE OpraHu3allli;

€) cChUIKA Ha JAaTy PErucTPAllMOHHBIN HOMED.

17. ®akc oTan4aeTcs OT NUCbLMA M0 0)OPMJIIEHHIO TEM, YTO:

a) SIBJISIeTCA HE MOJIMHHUKOM, a KOIMEW TOKYMEHTa;

0) COAEPKUT Psi/l TOTIOTHUTENBHBIX PEKBU3UTOB;

B) reyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEYaThIO.

18. Boigesnre M3 KaAKHUX pPa3gesioB COCTOMT TEKCT NMPHKAa3a MO0 OCHOBHOM
HesITeJIbHOCTH:

a) KOHCTaTUPYIOIIHNI U PacTOPAIUTEIbHBIN;

0) KOHCTATUPYIOUTUN U TOCTAHOBIISIOITUI;

B) KOHCTaTUPYIOLIUI U Mpejiaratoniui;

I') OCHOBHOM Y KOHCTaTUPYIOUIUH.

19. Bbigeaute, B KaKOM H3 BHJIOB [OKYMEHTOB He MPOCTABJISIOTCHA
PEKBHM3MT HAUMEHOBAHHS BHU/IA JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>ke0HOE TTMCHEMO;

B) JIOKJIaJ{HAsI 3aIUCKa;

I') JOJKHOCTHAsI UHCTPYKIIUSL.

20. Pacnpegesure ykKa3aHHbIe HH)Ke [JOKYMEHTbI Ha 3 TrpPYyIIbL:
a) OpraHu3aluoOHHbIe, 0) pacnopsiAuTeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.

1. Pesrome.

2. JIOJDKHOCTHAsI HHCTPYKLIHS.

3. PacniopsbxeHue qupexkTopa.

4. CBopxa.

5. IlocTaHOBJIEHNE KOJIETHUH.



6. UHCcTpyK1LMs 1O A€TONPOU3BOJICTBY.

7. CpaBka ¢ MecTa paOoThl.

8. [Ipuka3 o mpueme Ha paboTy.

9. llITaTHOE pacnucaHue.

10. TpynoBoii 10roBop.

11. [Ipurnamenue Ha BHICTABKY.

12. Pernamenr.

21. KoMmuccuss mo paccie0BAaHUIO MO0XKapa, MNPou3oIIeaIero B
00pa30BaTeJbHOM YUYpe:KJAeHHHN, YCTAHOBHIU PAX (PAKTOB, KOTOPbIe MOCTYKHIU
NPUYUHON moxkapa. Kakoi JOKyMeHT 10/15KHA COCTABUTH KOMHMCCHA?

a) AKT;

0) cripaBKy;

B) JOKJIQIHYIO 3aITUCKY;

') MHCTPYKLHMIO O TPOTHUBOIOKAPHON O€30MaCHOCTH.

22.  JIOKyMeHT, aIPEeCOBAHHBIA  PYKOBOIMTEJ/IIO OpPraHu3aluM,
coaepkamMil  00CTOATENbCTBEHHOE M3JI0KEHHEe KAaKoOro-imdo Bompoca ¢
BbIBOJIAMHM U NMPeEAJI0KEeHUSIMU COCTABJIEHUS, HA3bIBAETCS:

a) aKT;

0) mpeicTaBICHUE;

B) IOKJIa/IHAs 3aIMCKa;

') IpeJI0KEHUE.

23. laToii ciyxe0HOro nuchbmMa siBJsieTcs Jara:

a) COCTaBJICHUS,

0) OTIIpaBIICHHUS;

B) IIOJIMUCAHUS,

T') OJTy4YEHHUS.

24. Cnucok NMpUCYTCTBYKOIIMX HA 3aceJaHHMH 0(opMISeTCS OTAeJbHO H
NpWIaraeTcsi K NpOTOKOJIy, €CJId TAKOBBIX:

a) 6onee 15;

0) 6onee 10;

B) Ooiee 25.

25. Odopmiienne 00J10KKH Jeda [JIA  [OCJeAYIONero XpaHeHHs
onpeaessieTcs:

a) CTaHAAPTOM;

0) MHCTPYKLUEH 10 AeTONPOU3BOICTBY;

B) pacropsi)KEHUEM PYKOBOJIUTEIIS.

26. JxcnepTH3a HEHHOCTH IOKYMEHTA NPOXOAUT B JTramna:

a) 4eThIpE;

6) Tpu;

B) JIBA.

27. Homenkiartypa e (padoumii 3K3eMIJIAP) NOMEIIAKT Ha:

a) CToJIe, TIO/I CTEKIIOM;

0) nBepiie mkada c T0OKyMEHTaMu;

B) BHYTPEHHEN CTOPOHE JIBEPIIbl MIKA(a ¢ JOKyMEHTAMH.




28. Bce amcThl fAe1a nmpuH NMOATOTOBKE HMX K Iepeaadye B apxXuB
HYMEpPYIOTCH:

a) YEpHBIM I'PaQUTHBIM KapaHJalIoOM;

0) YepHBIMU YEPHUIIAMU;

B) KPACHBIM KapaHIaIIOM.

29. Bxoasiiue JOKYMEHTbI PeruCTPUPYIOTCS:

a) MOCJIe 03HAKOMJICHUS C HUMH PYKOBOJIUTEIIS;

0) B IepBOI MOJIOBUHE JAHS MOJYyYEHHUS;

B) 10 O3HAKOMJICHHSI C HUMH PYKOBOJMTEIIS.

30. Kaxnas oOpa3oBaTe/ibHasi OpraHu3anus o0si3aHa MMeTh:

a) CBOJJHYIO HOMEHKJIATYpYy;

0) MHAMBUYAJIbHYIO HOMEHKIIATYPY;

B) TUIIOBYIO HOMEHKJIATYpYy.

31. 3a ckOIBKO AHeil /10 HMCHOJHEHHUSI NMPOBOAAT MNpeAylpeIuTeIbHbIN
KOHTPOJIb?

a) 1Ba;

0) onuH;

B) TpH.

32. Pa3nenuTesiAMHU B CIIPABOYHOM KaPTOTEKe CIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MO/Apa3/ielICHUN;

0) HanpaBJIEHUS EATEIBbHOCTU NPEAIPUATHUS;

B) IHU HEJEIIN, MECALA.

33. Ha ucxoasinmeM JOKyMeHTe PEeKBU3HUT «1aTa» CTABUTCS:

a) COCTaBUTEJIEM JTOKYMEHTA;

0) IpU pEerucTpaLny;

B) [1OCJIE MMOJIIUCAHUS PYKOBOJUTEIIEM.

34. Ecau B fese coaepxaTcsi JOKYMEHThI Pa3JIM4YHON LEHHOCTH, TO CPOK
XPaHEHHMS YCTAHABJIMBACTCS:

a) OOJBIIIHIA;

0) MEHBITTUI;

B) CPEIIHHIA.

3anaHus 1J1 CAaMOCTOATEIbHOI padoThI

3aganue 1. OdopmuTh BCce OTMETKH, KOTOpHIE CTaBAT Ha JOKyMEHTE B
coorBetctBun ¢ ['OCT P 7.0.97-2016. VYkaxute MeCTOPACIOIOXKEHUS ATUX
PEKBHU3UTOB Ha OiaHke popmara A4.

3aganue 2. M300pa3ute cxeMaTnuecKu KiIacCU(UKAIIIO JOKYMEHTOB.

3aganue 3. Bemmumure Ha nuct dopmata A4 Bce mpaBuia 0GOpMIICHUS
TEKCTa JOKYMEHTA: WHTEpBajbl, MpUPTHl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh W O(GOPMUTH NOKJIAJAHYIO 3alUCKy O HapyIICHUU
TPYIOBOW TUCHUIUIUHBI PAOOTHUKOM. Bce peKBU3UTHI U JIEMEHTHI TEKCTa I00aBUTH
caMocTosiTeIbHO. Hamucath OOBACHUTENBHYIO 3alUCKy OT HMEHU pabOTHHKA,
HapyUIHUTEIs TPYAO0BOM AUCIUTIIIUHEI.

3ananue 5. Hanucars 0OTBETHOE MUCHMO-0J1ar0/IapHOCTD Ha MO3/IpaBJICHUE.



2.2. OueHo4YHbIE CPeICTBA I IPOMEKYTOYHOM aTTecTalluM (3a4eT)

Bonpocsl il NpoBe/ieHNs 3a4eTa:

1. TloHsiTHE «IOKYMEHT» U €T0 (DYHKIIUH.

2. Knaccudukanus 10KyMEHTOB.

3. CymHOCTh M OCHOBHO€ HA3HAYEHUE JOKYMEHTAILIMOHHOIO o0ecreueHus
NEATEBbHOCTH Te1arora.

4. Cuctembl TOKyMEHTAIUH.

5. 3akoHOJaTeNbHasl U HOPMATUBHO-METOMYecKasi 6a3a JOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBieHUs.

6. @opmyJsip JOKYMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeboBanus kK 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus k 6J1aHKaM JTOKYMEHTOB.

10. CucreMa TOKyMEHTAIIUU B 00pa30BaTeIbHON OpraHu3aIiu.

11. Opranuzanuonnbie 1oKymMeHThI cucteMbl OPJ[. OOmiast xapakTrepucTuka u
Ha3HAYCHHUE JOKYMEHTOB.

12. Pacniopsinurenbabie JokyMeHTHI cucteMbl OPJI. OOmias xapakTepucTuka u
Ha3HAYEHHUE JOKYMEHTOB.

13. UadopmarimonHo-cipaBoYHble  JTOKyMeHTBI cuctembl OPJI.  OO6mas
XapaKTEpUCTHUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlesioBo€ MUCHMO KaKk OCHOBHOM BU]I IEPEITUCKHU.

15. bnanku qs nuceM. @opmMyrisip 1€10BOro MUChMa.

16. OcobenHocTu 0pUIUATHHO-IEIOBOTO CTHIIS COCTABICHUS TEKCTa JIEJI0BOTO
UChbMa.

17. Buaer CIY)KEOHBIX  TIHUCEM, COCTAaBIIAIONINE OCHOBY  JI€JIOBOM
KOPPECTIOHICHIUU.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIA TOKYMEHT.

19. Opranuzanusi JOKyMeHTO000pOTa 00pa30BaTEIbHON OpraHU3aIINH.

20. ®opmbl OpraHu3aluu padoOThl C JIOKyMEHTamMu. J[OKyMEHTOOOOpOT.
JIOKyMEHTOTIOTOKH.

21. Iopsimox 06pabOTKU BXOIANIUX TIOKYMEHTOB. Perucrpaiius J0KyMeHTOB.

22. Topsimok 00pabOTKU UCXOISAIINX TOKYMEHTOB.

23. [lopsigok paboOThl ¢ BHYTPEHHUMH JOKYMEHTAMH.

24. HomeHknaTtypa aed.

25. ®opMupoBaHUE, opopmiieHuUe, XpaHEHUE nell B TEeKYLIEM
JEITONPOU3BOJICTBE.

26. Yaudukamms 10KyMEHTOB.

27. CtangapTu3ainus JOKyMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. lIpudTel, Kerau ¥ NOJA, MPUMEHSIEMbIE TP OPOPMIICHUH TOKYMEHTOB.

30. Pe3tome, aBroOuorpadusi, XxapakTepuCTHKa: MOHITUE, HA3HAYEHUE, COCTAB
PEKBU3HUTOB.

31. 3asBiieHUE: TIOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.



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

CHY)K€6H351 3aIIMCKa: NOHATUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
OOBsAcHHUTEIIbHAS 3aIIMCKAa: IMOHATHUEC, HASHAYCHHUC, COCTAB PCKBHU3UTOB.
I[OKH&I[H&H 3aIIMCKa: IMOHATHUC, HA3HAUYCHUC, COCTAaB PCKBU3HUTOB.

CnpaBKa: IMOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

AKT, IMPOTOKOJI: IOHATHEC, HA3HAYCHUC, COCTaB PCKBU3HUTOB.

HpI/IKaB, pacCIoOpPsA’KECHUC . IIOHATHUC, HABHAYCHHEC, COCTAaB PCKBU3UTOB.
HpI/IKaS 10 JIMYHOMY COCTAaBY: INIOHATHUC, HA3HAUYCHUC, COCTAaB PCKBU3HUTOB.
YCTaB, IMOJIOKCHHUC: ITOHATHUC, HASHAYCHHEC, COCTAB PCKBHU3UTOB.
I[OJI)KHOCTH&SI HHCTPYKIUA: ITIOHATHC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
HHCTpYKI_II/ISI mo JACJIOIPOU3BOACTBY:. TIOHATHC, HA3ZHAYCHUC, COCTAB

PCKBU3UTOB.

42.
43.
44.
45.
46.

[IpaBuna: nouaTue, Ha3HAYEHHUE, COCTAB PEKBU3HUTOB.

KomnekTuBHBIN 10roBop: NOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHMsI TEKCTA IIPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMs TEKCTa IpUKasa.

PexBusutbl repO, smOnemMa, TOBapHBIM 3HAK (3HAK OOCTY>KHMBAaHMS), KO

(OpMBI TOKYMEHTA.

47.

PexBu3utr HaumMeHOBaHUE opraHn3anvy, HAWUMCHOBAHHUC CTPYKTYPHOIO

nmoapasacCICHUA, HAMMCHOBAHUC NTOJDKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PexBuU3UT cripaBouHbIe JaHHBIE 00 OpraHU3AIINH.

PexBHU3UT HaMMEHOBAaHUE BUA JOKYMEHTA.

PexBu3ut nara qoKyMeHTa.

PexBU3UT perucTpaliOHHbIA HOMEP IOKYMEHTA.

PexBU3UT cChUIKAa HAa PETHCTPALMOHHBIA HOMEpP M JAaTy MOCTYIHBIIETO

JTIOKYMEHTA.

53.
54.
55.
56.
57.
38.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3UT MecTO cocTaBiieHUs (M3/1aHUs) IOKYMEHTA.
PexBu3uT rpud orpaHMYeHHS AOCTYIA K JOKYMEHTY.
PexBusut agpecar.

PexBu3uT rpud yrBEepKIACHUS JOKYMEHTA.

PexBU3UT 3arojloBOK K TEKCTY.

PexBU3UT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O TPUIIOKEHUH.

PexBu3uT rpud cormacoBaHus JOKyMEHTA.

PexBusut Bu3a.

PexBuzut noamuce.

PexBu3uT oT™METKA 00 AJEKTPOHHOM MOAMHUCH.
PexBu3uT neyars.

PexBu3uT 0TMETKa 00 HMCIIOJHUTEIIE.

PexBU3UT OTMETKA O 3aBEpPEHUH KOMHUU.

PexBU3UT OTMETKA O MOCTYIUICHUH JOKYMEHTA.
PexBuzut pesonronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HANPABICHUU JTOKYMEHTA B JI€JIO.



	acf65d867be9f1eda5f30b301bea21390292bc079c877e5c5275347864be3170.pdf
	42cbbafae3177eb353e09a0edc020347c27955dc5c0400a07ce05c3ba1ab783d.pdf
	a30a6e259948c0739526700f3ee4200545b16233fd195633a0ca099e753a5e89.pdf


