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1. HACHIOPT ®OHJJA OHEHOYHbIX CPEACTB

1.1. ObsacTb NpUMEeHeHU s

®onx ouneHounsix cpeacts (P@OC) — HeoTheMiieMass YacTh paboueit
MpOrpaMMbl  AUCIHUIUIUHBL  «/loKymMeHTanmoHHOe oO0ecreueHne o0pa30BaTEIbHOM
OpraHM3alMi» W TpPeJHA3HAYEeH /s KOHTPOJS M OLEHKH 00pa3oBaTeIbHBIX
TOCTHYKEHHUU CTYJICHTOB, OCBOMBIIUX MMPOTrPAMMY JAUCIUTUTHHEI.

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 ITlcuxomorus,
YTBEPKIACHHBIM TMpPUKa30M MUHUCTEPCTBA HAyKHM U BBICIIETO O0Opa3oBaHUS
Poccuiickoit @enepannu ot 29 wurons 2020 r. Ne 839, mpukazom MuHuctepcTBa
HayKu W BhIcuiero oopazoBanusi Poccuiickoit @eaepaunn ot 26 Hosi0ps 2020 r. No
1456 «O BHeceHuM M3MEHEHMI B (heepalbHbIe TOCY/1apCTBEHHBIE 00pa30BaTEIbHbBIC
CTaHJapThl BeICIIEro oOpa3oBanus u [IpodeccrnonanbupiM ctrangaproM «Ilcuxomor-
KOHCYJIbTAHT», YTBEP)KIECHHBIM IMpPHUKa30M MUHHCTEpCTBA TpyJa M COLMUAIBHOU
samuThl  Poccmiickort ®enepanuu ot 14 centabps 2022 rtoma Ne 537w,
IIpodeccuonanbupiM  cranmaptoM  «llemaror-ncuxosmor (mcuxojor B cdepe
o0pa3oBaHUs», YTBEPXKJICHHBIM IpPUKa3oM MMUHHCTEpCTBA TpyAda M COLUAIBHOU
3aimuThl  Poccuiickoit  ®eneparun ot 24 wutona 2015 roma Ne  514m,
[Ipodeccuonansubim  crangaptoM  «llcuxomor B couumanbHO  cdepen,
YTBEPAKICHHBIM MIPUKa30M MUHHCTEPCTBA TPYAa U COLMAIIBHOM 3aIUThl Poccuiickoi
®deneparuu ot 18 HOs6ps 2013 roga Ne 682H.

1.3. Ilepeyenbr koMmeTeHU M, (PopMUPYeMBIX B Mpolecce OCBOEHUS
OCHOBHOM 00pa30BaTe/IbHOI MPOrPaMMBbI

[Iporiecc ocBoeHMsT AMCIMIUIMHBI HAMpaBlieH Ha (OPMHUPOBAHUE CIEIYIOUIUX
KOMIIETEHIIUN U UHIUKATOPOB UX JOCTH)KECHUS:

Kox mo ®I'0OC BO | Nuankarop 10CTHKeHU s

YHuBepcaibHble

YK-4 VK-4.1

Crniocoben OCYUIECTBJISATh JenoByro | OCyllecTBISIET — AEJIOBYH0O  KOMMYHHUKALIUIO

KOMMYHHMKAIIMIIO B YCTHOM W THCBMEHHOH | B yCTHOM M  NHCbMEHHOHM  Qopmax  Ha

dbopMax  Ha  TOCYIapCTBEHHOM  f3bIKE | TOCYAApCTBEHHOM SI3bIKE Poccuiickoii

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
JOKYMEHTAL[MOHHOTO obecrnieueHus

yIIpaBJICHUs




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

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

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

Texkyumas arrecrauus YK-4 Kontponbhas padota
IIpoMexxyTouHasi aTTecTanus YK-4 3auer

1.5. Onucanue nokasareJieii opMHUpPOBAHMSA KOMIIETCHIUH

Koa komMnerenuunun Pe3ynbTaThl chOpMHUPOBAHHOCTH

YK-4 3HaeT: TEOPETUYECKUE OCHOBBI JOKYMEHTAIIMOHHOTO 00ecnedyeHus
yIpaBJICHUs, €r0 TEPMHUHOJIOTMIO M 3aJaud; CBOMCTBA, (YHKIMH H
MpPU3HAKU JOKYMEHTa; CIOCOObl M CpelICTBa JIOKYMEHTHPOBAHMUS;
KIacCU(UKAIMI0 BHUJIOB JOKYMEHTOB; CTPYKTYPY HTOKYMEHTOB U
HOPMAaTUBHbIE TPEOOBAHHUS K X COCTABJICHUIO U O(POPMIICHHUIO.

YmeeT: cocTaBiATh M OQOPMIIATH JIOKYMEHTBHI, HCIOJb3YeMblE B
npoQeccuoOHaIbHOM  JIeATEIbHOCTH IeAarora B COOTBETCTBUM  C
YCTQaHOBJICHHBIMH  TPEOOBaHUSAMH, B TOM  4YHCIE  HCIOJNB3YS
MH(GOPMAIIMOHHBIE TEXHOJIOTUH.

Brnaneer HaBblkamMM: COCTaBICHHMS U O(OPMIIEHUS Pa3IUYHBIX BHUIOB
JOKYMEHTOB TpPAaJULMOHHBIM CIIOCOOOM M B 3JEKTPOHHOM BHJE,
HaBBIKaAMU JICJIOBBIX KOMMYHHUKAIIMA B YCTHOUM M MUCbMEHHOH (popme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum oOuneHHUBAHHUSI KOMIIETEHUMH HA PpPa3HbIX J3Tamax MX
¢bopmupoBanus

KoaunuectBo
Bup y4yeOHoii padoThI 0as10B
0P0
Brinonnenue u 3amura npakTHYecKux padboT 40
KonTtponsHas padorta 15
KoHnTpomas camocTosTensHOM paboThl 20
YcTHBI 3aueT 25
Bcero 100

HakonureabHas cucrema oueHuBanug no 100-0a1apHoM HmiKaJie

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

IKAJIa 0a/lJILHOH IIKAJIe
JK3aMeHa 3ayera

OtnaHO 90-100 A — OTIIMYHO — TEOPETUYECKOE COAEPKAHHE
Kypca OCBOEHO MOITHOCTHIO, 0e3 Ipo0emoB;
HEeoOX0MMBbIe MPAKTHYECKNE HAaBBIKN pabOThI
C OCBOCHHBIM MaTEpHAIOM C(OPMHUPOBAHBI;
BCE MPETYCMOTPEHHBIE IPOrPaMMOH
00y4eHHs ydeOHbIe 3aJaHusl BBITTOJIHEHEI,
Ka4eCTBO X BBITIOIHEHHMS OLICHEHO YHCIIOM
0ayuIoB, OMM3KIM K MAaKCUMAITEHOMY

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 BBITIOTHEHBI, KAYECTBO
BBITIOJTHEHHS OONBIIIMHCTBA M3 HUX OLCHEHO
YHCIIOM 0aJIOB, OJIM3KUM K MAaKCHMAJIEHOMY

Xopomio

75-82

C — XOpOIII0 — TEOPETUUESCKOE CONCPIKAHUE
Kypca OCBOEHO TOJTHOCThIO; HEKOTOPHIE
MPaKTHYECKHE HABBIKU pabOThI ¢ OCBOSHHBIM
MaTepuansoM ChOPMHUPOBAHBI HEOCTATOYHO;
BCE MPETYCMOTPEHHbIE IPOrPaMMOii
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 33JIaHUH COJIepIKaT OLIMOKH

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
3aJlJaHMs HE BBIIOJIHEHBI TH00 Ka4eCTBO
BBINIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YUCIOM 0aJUIOB, ONM3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo

21-49

FX — HeynoBIIETBOPUTENHHO — TEOPETHIECKOE
CoZIepKaHUE Kypca OCBOCHO YaCTUYHO;
HE0O0XOANMBIE IPAKTHYECKHE HaBBIKU PaOOTHI
C OCBOCHHBIM MaTepHajIoM He
copMUpPOBaHEL; OOIBLIIMHCTBO
MPEAyCMOTPEHHBIX YdeOHOH mporpaMmoit
o0y4eHns yaeOHBIX 3aTJaHUH HE BHITIOITHEHO
7100 KauecTBO MX BBIIIOJIHEHHUS OIICHEHO
YHUCIIOM 0aJUIOB, OIM3KUM K MUHAMAIEHOMY;
IIPH JIOTIOTHUTENBHO CAMOCTOSATETHbHON
pabote Hax MaTepuaioM Kypca BO3MOXKHO
TMIOBBIIIEHNE KAaueCTBA BBHITIOHEHHUS yIEOHBIX
3aJaHuI

HeynoBnerBopurenbsHo

0-20

F — Hey10BIIETBOPHUTENBEHO — TEOPETHYECKOE
COJZIep)KaHue Kypca He OCBOCHO;
HEOOXOTMMBIE TIPAKTHYECKIE HABBIKH PaOOTHI
He chOPMHUPOBAHEL; BCE BHIIOJIHCHHbIC
yueOHbIE 3a/TaHMs COAePKaT TPyObIe OMNOKY;
JOTIOJIHUTEIBHAs CAMOCTOsITENbHas paboTa
HaJl MaTepHaIoM Kypca He MPUBEIET K
KaKOMY-JIN0O 3HAYMMOMY TTOBBIIIICHHIO

KadyCCTBa BBINTOJITHCHU A y‘leﬁHHX BaﬂaHI/Iﬁ

He 3aureno

2. KOHTPOJIBHO-OLIEHOYHBIE CPEACTBA




2.1. OueHo4HbIe CPeICTBA TEKYIIero KOHTPOJIs (THIIOBBIE)

Bonpocsl g ycTHOrO0 onpoca:

1. [aiite onmpeneneHue NOHATUS «IOKYMEHT.

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

3. HazoBute u packpoiite GyHKIHNH TOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIACTH OpraHU3aIMU JIEJIONPOU3BOJICTBA BbI
3Haete? HaszoBuTe cojepkaHue TMakeTa O0O0S3aTENbHBIX 3aKOHOAATENBHBIX U
HOPMAaTUBHBIX IOKYMEHTOB B obsactu JIOY.

5. HazoBure mpaBuna  yTBEepXKIeHUS JOKyMEHTOB. TpebGoBaHus u
o opMIIeHHE.

6. Kakue pekBU3WUTHI SIBIISIIOTCS «OPUAMYECKH 3HAuMMbIMU»? [lpaBuna ux
odopmiieHus. UTo BKIIIOYAET B c€0sl OHATHE «IIPABOBAsi OXpaHa JOKYMEHTOBY?

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

8. HazoBuTe 3ak0H, B COOTBETCTBUM C KOTOPHIM O(OPMIISIIOT PEKBU3UTHI
nokyMeHToB cucteMbl OPJI. /laTta BBeJieHHE M UTO OH ycTaHaBluBaeT. HazoBute Bce
PEKBU3UTHL.

9. HazoBure pexBH3UTHI 001Iero OnaHka W OiaHka ais nucbMa. [IpaBuiia
opopmienusi. Kakue Buapl OnankoB Bbl 3Haere? B ueM ocobGeHHOCTH OiiaHka
TOJKHOCTHOTO Juna’?

10. CornacoBanue u Bu3upoBaHue. Ha3oBuTE BUABI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHUE JJOKYMEHTOB.

11. Pacckaxure O medaTsx W IITaMIax MOPEANpUsATAM W opranuzauui. Ha
KakuX JOKyMeHTax cTaBaTcs meudath? Kakue TpeOoBaHUsS MPEABSBISIOT K
UCIIOJIb30BaHUIO TepOOBOIl meuaTu?

12. PackpoiiTe coaepxkaHUe TOHATUS «yIlpaBiaeHue». Ha3o0BUTE CUCTEMBI
TOKYMEHTOB ympaBieHus. Packpoiite monsitue «OPJ[». Kakue rpynmbl M BUJbI
TOKyMEeHTOB BxoasT B OP[?

13. Pacckaxxure 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTa, 3JICKTPOHHOM
MEPENUCKU U TPEOOBAHUAX, PEABABIAEMBIX K HEM.

14. B yvem ocobenHoctn OnaHka juis nuchbMma? HazoBuTe peKBU3HUTHI OJaHKa
JUTSI IAChMa M PEKBU3UTHI CITY>)KEOHOTO MUCHMA.

15. Yto pernameHTUpPYET TUIIOBAasi MHCTPYKIHUS MO AENONpou3BoacTBy? [akite
XapaKTEPUCTUKY OPraHU3alMOHHBIM JJOKYMEHTaM U HA30BUTE UX BUJIBI.

16. HazoBure Buapl WHOOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiTe
XapakTEPUCTUKY KaXa0My BUy. [IpuBennte n3BecTHBIE BaM BUAbI PETUCTPALIAH.

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

18. laitte  xapaktepucTuky AokyMeHTy «llonoxxenue» w©  Ha3zoBUTE
CTPYKTYPHBIE YaCTH TEKCTA JOKYMEHTA U €T0 CONECPIKAHUS.

19. J{aitte xapakTepucTuky JOKyMeHTy « HCTpykius». [IpuBeaure npuMepsl.
JloJKHOCTHAS MHCTPYKIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.



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

21. [IpaBuiia BHyTpEHHETO TPYAOBOro pacnopsaka u [lonoxenne o nepconane.

22. JlaiiTe XapaKTepUCTUKY PACTIOPAIUTEIbHBIM TOKYMEHTAM.

23. HazoBuTe BUABI pacliopsAUTEIbHBIX TOKYMEHTOB U OCOOCHHOCTH KaXKI0TO.
HazoBuTe  CTpyKTypHBIE 4YacTH TEKCTa  PaclOpPSIUTEIbHBIX  JOKYMEHTOB,
odopmiieHHE TTpeaMOyJIbl U PACTIOPSAUTEIIHLHON YacTH.

24. B uem ocobeHHOCTH clykeOHBIX muceM? HazoBuTe BUIBI CIYyKEOHBIX
nuceM. Kakue TpeboBaHuUs NPEIBABISIOTCS K TEKCTY CIY>KEOHBIX MTUCEM?

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

26. UTO BXOAUT B MOHATHE «IIPOBEJICHUE IKCIIEPTU3BI IICHHOCTH JOKYMEHTa ?

27. PackpoiiTe TOHATHS <«JIOKYMEHTOOOOPOT», «JOKYMEHTONOTOKW». Jlaiite
XapaKTEPUCTUKY KaXJAOMY BHAY JTOKYMEHTOIOTOKA, YKaXHT€ HX OCOOCHHOCTH.
Kakum oGpaszom omnpeensiercs T0KyMEHTO000pOT IPeAIPHUsITHS ?

28. Homenknatypa nen. 3nauenue. CocraBieHue. Buabsl HOMEHKIATypBhI.

29. IlonroroBKka JOKYMEHTOB K cJadye B BEJOMCTBEHHbIM apxuB. Craua
JIOKYMEHTOB B apXxuB opraHuzanuu. OnucH JOKYMEHTOB, HaXOJAIIUXCA B JeJe.
dopma u cozepxkaHue akTa 00 YHUUTOKEHUH JTOKYMEHTOB U Jell.

30. Kakue nqoxkymMeHTHl He mojjexar peructpanuu? Kak u 3auem BejeTcs yder
TaKUX TMOCTYIUICHU?

31. Pacckaxxute O BHMIAaX BXOASIIMX, UCXOISUIUX BHYTPEHHUX TOKYMEHTaX.
HoxymentoB. [lpuBenute ¢opMbl KypHajabHOU peructpauuu. Pacckaxure o
peructpanuu ¢ nomouipto PKK 1 aBToMatu3npoBaHHOIM.

32. Yro BKIIOYAET B ce0s MOHATHE «(HOPMUPOBAHUSI» U «ODOPMIICHUS» JIei?
Hazosute npuszHaku oopmMieHust 00JI0XKKH JIe]I.

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

34. Yto BKIIOYAET B ce0s MOHSATHE «IOJTOTOBKA JOKYMEHTOB K apXWBHOMY
xpaHeHuto»? OyHKIUY, 3a/1a4d U OTBETCTBEHHOCTh DK.

TecThl 1151 NpOBeIeHUSI KOHTPOJILHOU PA0OTHI:

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

a) MOYTOBBII UHIEKC;

0) HaMMEHOBaHHE a/Ipecara;

B) HOMEp KBapTHUPBHI;

') HA3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHuE 00J1acTH, Kpasi, pecryOJIuKH;

€) cCTpaHa;

) HOMEp JIOMa;

3) Ha3BaHUE YIIUIIBI.



2. YHu(puuupoBaHHas CHCTEMA JOKYMEHTALUHN — 3TO:

a) cucteMa JOKYMEHTAIlMW, CO3JjaHHas IO €IWHBIM IpaBUjaM U TPeOOBaHUSIM,
cojepkaias nHpopmaino, HeoOX0AUMYIO JJIsl YIIPaBJIEHUs B ONPeIeNICHHOM cdepe
NEATEIbHOCTH;

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

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

I') COBOKYITHOCTh JIOKYMEHTOB, CBsI3aHHasi €IMHOOOPa3HBIMU TpaBUIIaMHU
o opmIICHHUS.

3. BO3MOKHOCTH HCHOJB30BAHUSA (paKCMMUIEe KAK COOCTBEHHOW MOANMUCH
perJiaMeHTHPYeTCH:

a) TPXKIaHCKUM KojiekcoMm PD;

0) mpaBuJamMu JEJIONPOU3BOACTBA B (hellepaibHbIX OpPraHax HCIOTHUTEIbHON
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIaHKOB COOTBETCTBYET JAHHbII HA00pP PEKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoit  ®enpepauuu, repd cyObekra
Poccuiickoit  ®denepannu, -sSMOIeMa opraHu3allud, TOBAapHBIM 3HAK (3HAK
oOcy>KMBaHMsl ), 1aTa, HOMEP, MECTO COCTaBJICHUS WM U3AaHUS;

0) OJ1aHK MUCHMa;

B) 0Ommii OaHK;

r) OJJaHK KOHKPETHOTO BUJA JOKYMEHTA.

5. llopsiioK HANMMCAHUSA MOYTOBOIO A/{PeCa YCTAHOBJICH:

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

6)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax oka3zaHusi yCiayr MOUYTOBOM CBSI3H.

6. PekBM3UT «BM32» MOKeT BKJIKOYaTh:

a) TOJDKHOCTh BU3HUPYIOIIETO, €ro MOAMNHCh, paciIudpoBKY (MHULMAIBI H
dbamuns) u 1ary;

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

B) IOJXKHOCTb, OJIIKCH 1ATY;

T') I0JDKHOCTB, OANUCH, pacmmdpoBky noamucu (. U. O.).

7. 'epOoBasi ne4yaTh NPOCTABJIAETCH HA MUCbMAX:

a) pEKJIaMHBIX;

0) HaIIOMWHAHUSAX;

B) MPUTJIAIICHUSX;

') TapaHTUUHBIX;

1) ”HPOPMAITMOHHBIX.

8. Tekcr [A0KYMEHTOB COCTABJISAKT HA TOCYAapCTBEHHOM  SI3bIKe
Poccuiickoii ®@ejepauuud HWJIH HA TOCYAAPCTBEHHBIX S3bIKaX CY0beKTOB
Poccuiickoit ®enepanuu B COOTBETCTBUH C:

a) MpaBWJia JIeJIONPOU3BOJICTBA B (peJepalbHbIX OpraHax HWCIOIHUTEIbHON
BJIACTH;



0) 3akoHonaTenbcTBOM Poccuiickoit @enepaunn 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) CUCTEMAaTHU3aIlHsI JOKYMEHTOB B OpTaHU3AIlNH;

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,
CIpaBOYHBIE JaHHbIE 00 oOpraHm3anuu, KoJa (OpMBI JOKYMEHTa, MECTO st
NPOCTABICHUST JaThl JOKYMEHTa, MECTO I TPOCTABICHHUS PETHCTPAIIIOHHOTO
HOMepa JIOKyMEHTa, CChIJIKa Ha HOMEP U JIaTy BXOSIIEro JOKYMEHTA;

0) (repb, amOiiema), HaMMEHOBAaHUS OpraHU3AIMH, KOJ OpTraHW3allUH, J1aTa
JIOKYMEHTAa, MECTO JIJIsl POCTABJICHUS] PETUCTPAIIMIOHHOTO HOMEpa TOKyMEHTa, MECTO
W3JaHMsI IOKYyMEHTa, CChUIKA Ha HOMEP U JaTy BXOJSIIETO JOKYMEHTA,

B) (rep0, »MOiema), HAaUMEHOBaHUS OpraHM3allM¥, HAWMEHOBAaHMS BHUJA
JOKYMEHTa, JaTa JIOKYMEHTOB, KO (OpPMBI JOKYMEHTa, MECTO JUIsl MPOCTABICHUS
PETHCTPAIIMOHHOTO HOMEpa JIOKYMEHTa, CIpaBOYHbIE IaHHBIE 00 OpraHu3alu,
CCBUIKA Ha HOMEP M JIaTy BXOSIIETO JOKYMEHTA;

r) (rep0d, SMOjeMa), HaAaMMEHOBAaHMsI OPTraHU3AIMH, CIPABOYHBIC JaHHBIC 00
opranuzanuu, ko opranuzauuu OI'PH, mecto ajist nmpocTaBieHus JaThbl JOKYMEHTA,
MECTO JIsl IPOCTABJICHUSI PETUCTPALIMOHHOTO HOMEpa JOKYMEHTa, CChIJIKa Ha HOMEp
U JIaTy BXOJSIIETO JOKYMEHTA, MECTO JJIS 3ar0JIOBKa K TEKCTY.

11. K opranm3aumoHHbIM JOKYMEHTAM OTHOCSTCS:
a) MPOTOKOJI,
0) ycrTas;

B) HHCTPYKIIUS;
r) IOCTAaHOBJICHHE;
1) TOJOKEHHUE.
12. K pekBU3MTAM NPUKA3a OTHOCATCSH:
a) aapecar;
0) HaMMEHOBAHHWE OPTaHU3AIIUU;
B) HaWMEHOBaHUE BUAA JOKYMEHTA;
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEPKICHUS;
€) TMOJIMUCE.
13. AKTBI CO31a10TCH:
a) KOJUIETHAJIbHO;
0) Ha OnaHkax;
B) Ha COBEIAHUU,
I)  BBIIECTOSIEH OpraHu3aluei.



14. HopmaTuBHBIN aKT, HM34aBaeMblii JAUPEKTOPOM 00pa3oBaTeIbHOMI
OPraHU3AIUU WM YUPeKIeHUsI, 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) paclopsiKEHHUE;

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 oTam4yaeTcs OT MUCbMA 10 0QPOPMIIEHUIO TeM, YTO:

a) SIBJISIeTCA HE MOJIMHHUKOM, a KOIMEW TOKYMEHTa;

0) COAEPKUT Psi/ TOTIOTHUTENBHBIX PEKBU3UTOB;

B) reyaTaeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEYaThIO.

18. Boigesnre M3 KaAKUX Pa3[ge/iOB COCTOMT TEKCT NMPHKA3a MO0 OCHOBHOM
HesITeJIbHOCTH:

a) KOHCTaTUPYIOIIMI U PacTiOpsIUTEIbHBIN;

0) KOHCTATUPYIOUTUN U TOCTAHOBIISIOTUI;

B) KOHCTaTUPYIOLIUI U Mpejiaratoniui;

I') OCHOBHOUM M KOHCTaTUPYIOUIUH.

19. Bbigeaute, B KaKOM H3 BHJIOB [0KYMEHTOB He MPOCTABJISIOTCSHA
PEKBHM3MT HAUMEHOBAHHS BHU/A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry’)ke0HOE TTMCHEMO;

B) JIOKJIaj{Hasl 3aMUCKa;

I') JOJKHOCTHAsI UHCTPYKIIUSL.

20. Pacnpenenure YyKa3aHHble HHXKe [JOKYMEHTbI Ha 3 Trpynmbl:
a) OpraHu3alMoOHHbIe, 0) pacnopsiAuTebHbIC, B) HHPOPMALMOHHO-CIIPABOYHbIE.

1. Pesrome.

2. JIOJDKHOCTHASI HHCTPYKIIHS.

3. PacniopsbxeHue qupekropa.

4. CBogxa.

5. IlocTaHOBIEHHE KOJIETUH.



6. MHCTpyKLUS 110 A€TONPOU3BOICTRY.

7. CpaBka ¢ MecTa paOoThl.

8. [Ipuka3 o mpueme Ha paboTy.

9. llITaTHOE pacnucaHue.

10. TpynoBoii 10roBop.

11. [Ipurnamenue Ha BHICTABKY.

12. Pernamenr.

21. Komuccusi mo paccieJ0OBaHMI) TMOKapa, NPOU30IIEAIIEero B
00pa30BaTeJIbHOM YUYpeKJAeHUHU, YCTAHOBUIM P (PaKTOB, KOTOPbIE MOCTYKHIU
NPUYUHON Mmokapa. Kakoi 1OKyMeHT 10/15KHA COCTABUTH KOMHMCCHA?

a) AKT;

0) cripaBKy;

B) IOKJIQIHYIO 3aITUCKY;

') FHCTPYKLHMIO O TPOTHUBOIOKAPHON O€30MacHOCTH.

22.  JlokyMeHT, aIPECOBAHHBIA  PYKOBOIMTEJ/IIO OpPraHu3aluM,
colep:KamMii  00CTOATENbCTBEHHOE HM3JI0KEHHEe KaKoro-jiudo Bompoca ¢
BbIBOJIAMHM U NPeII0KeHUAMH COCTABJIEHNS, HA3bIBAETCH:

a) aKT;

0) mpeJicTaBICHUE;

B) IOKJIa/IHAs 3aIMCKa;

) IpeJI0KEHUE.

23. JlaToi ciykeOHOro nuchbmMa fiBJIsieTCs Jara:

a) COCTaBJICHUS,

0) OTIIpaBIICHHS;

B) IIOJIIMUCAHUS,

T') IOJTy4YEHHUS.

24. Coucoxk NMPUCYTCTBYKOIIUX HA 3acelaHu odopmisieTcsi OTAEJbHO H
NpWiaraeTcsi K NpOTOKOJIy, €CJId TAKOBBIX:

a) 6onee 15;

0) 6onee 10;

B) Oouee 25.

25. Od¢opmienne o00JI0KKH Jea Ui MOCJHEAYIONIEro XpaHeHHs
onpeaessieTcs:

a) CTaHAAPTOM;

0) MHCTPYKLUEH 1O AeTONPOU3BOICTBY;

B) pacmopsi)KEHUEM PYKOBOIMUTEIIS.

26. DxcnepTH3a HEHHOCTH JOKYMEHTA MPOXOIAUT B _ _____JTamna:

a) YeThIpE;

6) Tpu;

B) JIBA.

27. HomeHnkaaTtypa aeJ (padounii 3K3eMIISIP) NOMEIAOT HA:

a) CToJIe, TIOJI CTEKIIOM;

0) nBepiie mkada c TOKyMEHTaMu;

B) BHYTPEHHEN CTOPOHE JIBEPIIbl MIKa(a ¢ JOKyMEHTAMH.



28. Bce JmcThl [Jejia NpU NOATOTOBKEe HMX K Iepejaye B apXHB
HYMEpPYIOTCH:

a) YEpHBIM I'PaQUTHBIM KapaHJalIoOM;

0) YepHBIMU YEPHUIIAMU;

B) KPACHBIM KapaHIaIIOM.

29. Bxojasinue J0KYMEHTbI PerHCTPUPYIOTCS:

a) MMOCJIe 03HAKOMJIEHUS C HUMH PYKOBOJIUTEIIS;

0) B IepBOI MOJIOBUHE JAHS MOJYyYEHHUS;

B) 10 O3HAKOMJICHHSI C HUMH PYKOBOJMTEIIS.

30. Ka:xknasi oOpa3oBaTe/ibHasi OPraHu3anusa 00si3aHA UMETh:

a) CBOJIHYIO HOMEHKJIATYpYy;

0) MHANBUIYAIbHYIO HOMEHKIIATYPY;

B) TUIIOBYIO HOMEHKJIATYpYy.

31. 3a ckobKO [OHel /0 WCIOJHEHHSI NMPOBOAAT MpeaynpeIuTebHbIN
KOHTPOJIb?

a) 1Ba;

0) onuH;

B) TpH.

32. Paznenure/isiMu B CHPABOYHON KAPTOTEKe CIYKAT:

a) HA3BaHUS CTPYKTYPHBIX MOIpa3IeIICHUH;

0) HanpaBJIEHUS AEATEIBbHOCTU NPEAIPUATHUS;

B) THU HEJENH, MecCsIIa.

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

a) COCTaBUTEJIEM JIOKyMEHTA;

0) IpH perucTpaLny;

B) ITOCJI€ TIOJIUCAHUSI PYKOBOJAUTEIEM.

34. Ecan B fene coaep:karcsi AJOKYMEHTbl Pa3jJMYHONH LEHHOCTH, TO CPOK
XPaHeHUsl YCTAHABJINBAETCSH:

a) OOJIBIIIHIA;

0) MEHBIITHUI;

B) CPEIIHHIA.

3anaHus 1/ CAaMOCTOATEIbHOI padoThI

3aganue 1. OdopmuTh Bce OTMETKH, KOTOpBHIE CTaBAT Ha JOKyMEHTE B
coorBetctBun ¢ ['OCT P 7.0.97-2016. VYkaxute MeCTOPACIOIOXKEHUS ATUX
PEKBU3HUTOB Ha OnaHke Gpopmara A4.

3aganue 2. M300pa3ute cxeMaTnuecku KiacCU(UKAIIIO JOKYMEHTOB.

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

3ananme 4. CoctaBuTh U O(DOPMUTH MOKIAJAHYIO 3aMUCKy O HapyUIEHUU
TPYIOBOW TUCHUIUIUHBI PAOOTHUKOM. Bce peKBU3UTHI U 3JIEMEHTHI TEKCTa I00aBUTH
caMocTosiTeIbHO. Hamucath OOBACHUTENBHYIO 3alUCKy OT HMEHU pabOTHHKA,
HapyLUINUTEs TPYAO0BOM AUCIUTIIIUHEI.

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



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
NEATENBbHOCTH Mearora.

4. Cuctembl TOKyMEHTAIUH.

5. 3akoHo/aTeNbHAasl U HOPMATUBHO-METOMYecKasi 6a3a JOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBieHUsI.

6. @opmyJisip JOKYMEHTA.

7. CocTaB pEKBU3UTOB IOKYMEHTOB.

8. TpeboBanus K 0pOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus k 6J1aHKaM JTOKYMEHTOB.

10. Cucrema okymMeHTauu B 00pa3oBaTebHON OpraHU3alluu.

11. Opranuzanuonnsie 1okymMeHTHI cucteMbl OPJ[. O01ras xapakTepucTika u
Ha3HA4YCHHUE JOKYMEHTOB.

12. Pacniopsinurenpabie JoKyMeHTHI cucteMbl OPJI. O01mias xapakTepucTuka u
Ha3HA4YCHUE JOKYMEHTOB.

13. UadopmarimonHo-cipaBoYHble  TOKyMeHTBI cuctembl OPJI.  OOmras
XapaKTEpUCTHKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlesioBo€ MUCHMO KaKk OCHOBHOM BUJI IEPEIUCKHU.

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

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

17. Buaer CIY)KEOHBIX  IIHCEM, COCTAaBIIAIONINE OCHOBY  JICJIOBOM
KOPPECTIOHICHIUH.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIA TOKYMEHT.

19. Opranuzanusi JOKyMeHTO000pOTa 00pa30BaTEIbHON OpraHU3aIINH.

20. ®opmbl OpraHu3anud padoOThl C JIOKyMEHTamMHu. J[OKyMEHTOOOOpOT.
JIOKyMEHTOTIOTOKH.

21. Iopsmox 06pabOTKH BXOIANIUX TOKYMEHTOB. Perucrpaiiust 10KyMEHTOB.

22. Topsimox 00pabOTKH UCXOASAIINX JOKYMEHTOB.

23. [Topsimok paboThl ¢ BHYTPEHHUMH JTOKYMEHTAMH.

24. HomeHknaTtypa aedi.

25. ®opMupoBaHHUE, opopmiieHue, XpaHEHUE Jelt B TEeKYLIEM
JEITONPOU3BOJICTBE.

26. Yaudukamms 10KyMEHTOB.

27. CtangapTu3anusi JOKyMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO JIOKYMEHTA.

29. lIpudTel, Kernu 1 DO, MPUMEHSIEMbIE TTPU OPOPMIICHUH TOKYMEHTOB.

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

31. 3asBiieHUE: TIOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.



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

CHY)K€6H351 3aIIMCKa: MOHATUC, HA3HAYCHHUEC, COCTAB PCKBU3UTOB.
OOBsAcHHUTEIIbHAS 3alIMCKa: IMNOHATHUC, 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, paCIoOPsAKEHUE: ITIOHATHUEC, HASHAYCHUEC, COCTAB 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:. IIOHATHUC, HA3HAYCHUC, COCTAB

PCKBU3UTOB.

42.
43.
44.
45.
46.

[IpaBuiia: mOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

KonnekTuBHBIN 1OTOBOP: OHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.
Oco0eHHOCTH COCTaBIEHMsI TEKCTA IIPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMs TEKCTa IpUKasa.

PexBusutel rep0, smOnemMa, TOBapHBIM 3HAK (3HAK OOCITYKUBaHUA), 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 noKyMeHTa.

PexBU3UT perucTpaniOHHbIA HOMEP IOKYMEHTA.

PexBU3UT cchUIKa HAa PETHCTPALMOHHBIA HOMEpP M JAaTy MOCTYIHBILIETO

JTIOKYMEHTA.

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

PexBu3UT MecTO cocTaBiieHUs (M31aHus) IOKYMEHTA.
PexBu3uT rpud orpaHMYeHHS AOCTYIA K JOKYMEHTY.
PexBusut agpecar.

PexBu3uT rpud yrBEepKACHUS TOKYMEHTA.

PexBU3UT 3arojl0BOK K TEKCTY.

PexBU3UT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O IPUITOKEHUH.

PexBu3uT rpud coriacoBaHus JOKYMEHTA.

PexBusut Bu3a.

PexBuzut noamnuce.

PexBu3uT 0TMETKA 00 3JEKTPOHHOM MOAMHUCH.
PexBu3utT neyars.

PexBHu3uT OTMETKa 00 HCTIOJTHUTETIE.

PexBU3UT OTMETKA O 3aBEpPEHUH KOMUU.

PexBU3UT OTMETKA O MOCTYIUICHUH JOKYMEHTA.
PexBuzut pesomronus.

PexBU3UT OTMETKA O KOHTpPOJIE.

PexBU3UT OTMETKA O HANPABICHUU TOKYMEHTA B JIEJIO.
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