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1. HACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacThb pabouei
IporpamMMbl  JUCHUIUIMHBL  «JlOKyMEHTallMOHHOE OOeCredYeHre JesATEeIbHOCTH
nejarora» M npeaHazHayeH JJIsi KOHTPOJIS U OLEHKH 00pa30BaTeNbHbIX JOCTHUKEHHUM
CTYJICHTOB, OCBOUBIIIUX MPOrPAMMY JUCIUTIINHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiMm PI'OC BO OakanaBpuar mo HampasieHuto noarotoku 01.03.01
MareMaTuka, yTBEp>KIECHHBIM NpPHKa30M MUHHCTEPCTBA OOpa30BaHMS M HAYKH
Poccuiickoii @epepaunn «O0 yTBEpXKACHUH (PEACPaTBLHOTO TOCYAAPCTBEHHOIO
o0Opa3oBaTeNpHOrO  CTaHAapTa BhICIIEro oOpa3oBaHMs — OakajaBpuar IO
Hanpasieauto mnoaroropku 01.03.01 Maremaruka» ot 10.01.2018 Ne 8 (c
U3MEHEHUsIMU U jgonojgHeHusiMu) U [IpodeccroHanbHbIME  CTaHIApPTAMH,
yTBepKAeHHbIMU [lpukazamum MuHucTtepcTBa Tpyna W COLUMAIBHOM  3alUTHI
Poccuiickoii ®enepaunu «OO6 yTBEpKIECHUH MPO(HECCHOHATBHOTO CTaHAAPTa» OT 5
aBrycra 2016 . Ne 4221; ot 22 centsiops 2021 r. Ne 652n; ot 20 utons 2022 1. Ne
425H.

1.3. Ilepeyenr koMmeTeHUHUil, (opMHUpPYeMBIX B Mpolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc ocBoeHUs1 AUCHUIUIMHBI HApaBieH Ha (OPMHUPOBAHUE CIEAYIOIIUX
KOMITETEHLIMH ¥ MHJIMKATOPOB MX JOCTHXKEHUS:

Kox mo ®I'OC BO \ NuaukaTop 10CTHKEHUS

YHuBepcagbHbIe

YK-4 VK-4.1

Cnocoben OCYIIECTBIISTh nenoByto | OCyliecTBIsIeT  JICJIOBYI0O ~ KOMMYHHUKAIIMIO

KOMMYHHUKAIlMI0 B YCTHOW M TIIMCHbMEHHOM | B YyCTHOM M  mNHUCbMEHHOW  Qopmax  Ha

dhopmax Ha  TOCYIJAapCTBEHHOM  A3BIKE | TOCYIapCTBEHHOM SI3BIKE Poccuiickoii

Poccuiickoii @enepauuu 1 nHoctpanHoM(bix) | deaepannn

A3bIKe(ax)

1.4. Dranbl dopmMupoBaHHMsT KOMIETEHUMH M CpeACTBA OIEHUBAHUA
YPOBHS UX c)OPMHPOBAHHOCTH

. KoHTpPO/IbLHO-01LIeHOYHbIEe

Jransl popMupoBaHus komnereHuuii | Komnerenuun

cpeacTBa / cnnocod OleHMBAHUS
Tema 1. Teoperuko-npaBoBeie U | YK-4 BeIcTyuieHre Ha NpPaKTUYECKUX
HOpPMAaTHBHBIE OCHOBBI 3aHATHSX, YCTHBIN ONPOC
JOKYMEHTAIlMOHHOT'O obecrieyeHust
YIpaBJICHUS
Tema 2. Crangaptuzanusa npouecca | YK-4 BricTymuieHne Ha MPaKTUYECKUX
JIOKYMEHTUPOBaHUS 3aHATHSX, YCTHBIH ONPOC
Tema 3. Cucrema opranuzanvoHHo- | YK-4 BeicTymuieHre Ha NPaKTUYECKHUX
pacnopsiANTENbHON JOKYMEHTAuU 3aHATHSX, YCTHBIH ONPOC




Tema 4. Opranuzanus | YK-4 BeicTymuieHre Ha NOpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHUAX, YCTHBIN OIIPOC
OpraHu3anuu

Tekymas arrecrauus YK-4 KonrponsHas pabora
IIpomeskyTouHas aTTecTALMSA VK-4 3auer

1.5. Onucanne nokasaresae (pOPMUPOBAHNS KOMIICTCHIHMI

Ko komMnereHuun Pe3yabTaThl ¢)OPMHPOBAHHOCTH

VK4 3HaAeT: TEOPETUYECKHE OCHOBBI JOKYMEHTAIMOHHOTO OOCCICUYCHHS
yIpaBIeHUsS, €ro TEPMUHOJIOTHIO M 3aJadd; CBOWCTBA, (YHKIUH U
MPU3HAKK JOKYMEHTA, CIIOCOOBI W CpPEACTBa JIOKYMEHTHPOBAHWS;
KJIACCU(UKALUIO BHJOB JOKYMEHTOB; CTPYKTYpPy JOKYMEHTOB H
HOPMAaTHBHBIC TPEOOBAHUS K HX COCTABJIICHUIO U OPOPMIICHHUIO.

YMeeT: cocTaBisATh W O(GOPMIIATH JIOKYMEHTHI, HCIOJb3YeMbIC B
NpoeCCHOHAIBHON ~ JCATENBPHOCTH IeJlarora B  COOTBETCTBHH  C
YCTaHOBJICHHBIMH TpeOOBAHUSIMHU, B TOM YuClIe WCIIONB3Ys
WH(pOpPMAIMOHHBIC TEXHOJIOTHH.

Brnageer HaBbIKaMu: COCTaBIICHUS W O(GOPMIICHUS PA3IMYHBIX BHUIOB
JOKYMEHTOB TpPaJWLHUOHHBIM CIIOCOOOM M B D3JEKTPOHHOM BHJIE,
HaBBIKAMU JIETIOBBIX KOMMYHUKAIMI B YCTHOH M MUCbMEHHOU (hopMe Ha
PYCCKOM SI3BIKE.

1.6. Kpurepuu oOueHUBAHHSI KOMIIETEHUMH HAa Pa3HbIX IJTanax Hx
(¢opmMupoBanus

KoaunuecrBo
Bup yueoHoii padoThl 0a/1;10B
(01010
Beinonnenue u 3amura npakTHUECKuX padoT 40
KonrponbHas pabora 15
KonTtpomab camocTosTenbHOl paboTh 20
VYcTHBIN 3aueT 25
Bcero 100

HaxkonureanHas cucrteMa oneHuBanug mo 100-0ajabHOM mKajae

YeroipexdaiibHAS Cucrema
100-6annbHas | BykBenHas mkasna, coorBercrByiomas 100-
CHCTeMa OLleHMBAHUS . OLleHMBAHUSA
LIKaJja 0aJlJIbHOI mIKaJIe
IK3aMeHa 3ayera
OTnu4HO 90-100 A — OTIIMYHO — TEOPETUUECKOE COJIEPHKAHUE
Kypca OCBOCHO ITOJHOCTHIO, O3 Tpo0eIIoB;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKU pabOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOPMHUPOBAHBI,
BCE MIPEAYCMOTPEHHbIE IPOrPaMMOi
o0OydeHust yueOHbIE 3aJaHUsI BBITTOJTHEHBI,
Ka4yCCTBO MX BBIITOJIHCHUA OLICHCHO YHCJIOM 3auTeHo
6auT0B, OJIM3KUM K MAKCHMAaJIbHOMY
Xoporio 83-89 B — oueHb XOpOIIIO — TEOPETUIECKOE

CoJiepKaHNe Kypca OCBOCHO ITOTHOCTRIO, 0e3
1po0eIoB; He0OX0IMMbIE IPAaKTHYECKUE
HaBBIKH PaOOTHI C OCBOCHHBIM MaTepuajioM B
OCHOBHOM c(hOpMHPOBAHBI; BCE




MIPEyCMOTPEHHBIC IIPOTPaMMO 00yJICHHUS
yueOHbIC 3aJaHKs BBIITOJHCHBI, KAYECTBO
BBINTOTHEH NS OOJILIINHCTBA U3 HUX OLIEHEHO
YHCIIOM 0aJIoB, OJIM3KAM K MAaKCHMAaJIbHOMY

Xopomwio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIECPIKAHHE
Kypca OCBOCHO TOJIHOCTBIO; HEKOTOPhIC
MPaKTHYECKHE HABBIKK PabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIC IPOrPaMMOi
00y4yeHHs yucOHBIC 3a1aHUS BHITIOJTHCHBI,
Ka4yeCTBO BBLIIIOJIHEHHS HU OJHOIO U3 HUX HE
OLICHEHO MUHHMAJILHBIM YHCIIOM OaJlIOoB,
HEKOTOPBIC BUJIBI 3aITaHHI BIMIOJIHCHBI C
oLIMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — y10BIETBOPUTENBEHO — TEOPETUIECKOE
cofiepKaHUE Kypca OCBOEHO YaCTUYHO, HO
Ipo0eIBl He HOCST CYIIECTBEHHOTO
XapakTepa; He0OXOJMMBbIE IPAKTUIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepHaioM B
OCHOBHOM c(h)OPMHPOBAHBI; OOIBITHHCTBO
MIPEAYCMOTPEHHBIX IPOrpaMMOi 00ydeHNS
yueOHBIX 3a/laHUH BBITIOJIHEHO, HEKOTOPBIE M3
BBITNOJIHEHHBIX 33JJaHUN COAeprKaT OMNOKU

VY 10BIIETBOPUTEIIBHO

50-62

E — nocpeacTBEHHO — TEOpEeTHYECKOe
COZlepKaHUe Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIE IPAKTUYECKUE HABBIKK PabOTHI HE
c(OpMHUpPOBaHbI, MHOTHE MPEAYCMOTPEHHBIE
y4eOHOI mporpaMMoit 00ydIeHUs yaeOHbIe
3a1aHMs HEe BBITIOJIIHEHBI THOO KaueCcTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLICHEHO
YHCIIOM 0AIIOB, OJIU3KUM K MUHUMAIEHOMY

HeynosnerBopurensHo

21-49

FX — Hey1OBAETBOPUTEIBHO — TEOPETHUECKOE
COJIEp>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(hopMHUPOBaHBI; OOJBITUHCTBO
HPeAYCMOTPEHHBIX YUeOHOH IporpamMmoit
0o0ydeHust yueOHBIX 3a/JaHUN HE BBITOJTHEHO
100 KauyeCTBO UX BBIIOJIHEHUS OLEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIbHOMY
MIPH TOTIOJHUTEIBHO CAMOCTOSITEIbHOM
paboTe Hax MaTepuaIoM Kypca BO3MOKHO
MTOBBIIICHUE KaYeCTBA BHIITOTHEHUS YUCOHBIX
3aJaHUN

HeynosnerBopurensHo

0-20

F — HeynoBIeTBOPUTEIHHO — TEOPETHIECKOE
cofiepKaHuE Kypca HE OCBOEHO;
HEOO0XOINMBIE IPAKTHYECKUE HABBIKH PAOOTHI
He c(popMHPOBAHBI; BCE BHITOJIHEHHEIE
yueOHbIE 3aJJaHNs COZep)KaT IPyObIe OMNOKH;
JOTIOJIHUTENbHAsI CAMOCTOSATENIbHAS paboTa
HaJI MaTepHaJIoM Kypca He TIPUBENET K
KaKOMY-JTH00 3HaYNMOMY TTOBBIIIICHUIO
Ka4yecTBa BBINOJIHEHHS YUeOHBIX 3aJaHUH

He 3aureno

2. KOHTPOJIBHO-OINEHOYHBIE CPEACTBA

2.1. OneHO4YHBIE CPeCTBA TEKYLIEr0o KOHTPOJIS (TUIIOBbIE)

Bomnpocs! AJ1s1 yeTHOr0 omnpoca:
1. aitTe onpenesieHue MOHATUS «TOKYMEHT.




2. Packpoiite monsatue «OVY». HazoBure mpodeccroHanbHble TEPMHUHBI U
OIIpe/ieNIeHUs B 00JIaCTU AEIONPOU3BOJICTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3alUH JEJIONPOU3BOICTBA BBbI
3Haere? HaszoBuTe cojepkaHue MakeTa OOS3aTENbHBIX 3aKOHOAATEIbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuna  yTBEpXKACHUS  JOKyMEHTOB. TpeboBaHus U
odopMmieHHE.

6. Kakue peKBH3UTHI SBISIIOTCA «OPUANYECKH 3Ha4yuMbIMu»? IlpaBuiia mx
oopmiienus. Yto BkItouaeT B ceOs MOHITHE «IIPAaBOBasi OXpaHa JOKYMEHTOB ?

7. IlpuBenure MpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCA nevath. Kak opopmiaiores nepednu Takux JOKYMEHTOB?

8. HazoBure 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIOT PEKBH3UTHI
nokymeHToB cucteMbl OP/I. Jlata BBeleHHE M YTO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pexBuU3UTHI 00mIero OnaHka u OjaHka ais nucbma. llpaBuna
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OiaHka
JOJKHOCTHOTO JInna’?

10. CornacoBanue u BusupoBanue. HazoBuTe BUIBI U CPOKH COTJIACOBAHMS, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxkxute 0 medarsx W wITamMmax HNpeaupusaTHid u opranuszanui. Ha
KaKUX JIOKyMeHTax cTaBsaTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBOM nevyaTu?

12. PackpoiiTe coxmep:kaHWe TOHATUSA «yIlpaBieHue». Ha3zoBuTe CHCTEMBI
JNOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP/l». Kakue rpynmbl u BHIBI
JTIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxute 00 OCOOECHHOCTSIX 3JEKTPOHHOIO TOKYMEHTA, 3JIEKTPOHHOMN
NEPENUCKU U TPEOOBAHUSX, IPEABIBISIEMBIX K HEH.

14. B yem ocobenHocTu Omanka s nmuchMa? HazoBuTe peKBU3HUTHI OjaHKa
JUISL IMChMa U PEKBU3UTHI CITYKEOHOT0 MUChMa.

15. Yto pernmameHTUpYyeT TUMOBAasi MHCTPYKLHS 110 AEJONPOU3BOACTBY? JlaiiTe
XapaKTEPUCTUKY OPTaHU3ALMOHHBIM JOKYMEHTAaM U Ha30BUTE UX BUJBI.

16. HazoBute Buapl HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTepUCTUKY KaxkJ1oMy BUNy. I [puBennTe n3BecTHbIE BaM BUAbI PETUCTPALIUN.

17. JaliTe  XapakTEpUCTUKY Yy4YpPEAUTEIbHBIM JOKYMEHTaM M  YCTaBYy
npeanpusatud. Kakue Buapl ycTaBoB BBl 3HAECTE?

18. [Jaiite  xapakrepuctuky JOOKymeHTy «llomoxkeHue» U Ha30BHUTE
CTPYKTYpPHBIE YAaCTH TEKCTA JOKYMEHTA U €r0 COJICPHKAHUS.

19. [Jaiite xapaktepucTuky 1oKkyMeHTy «HcTpykums». [IpuBenure npumepslt.
JIomKHOCTHAs! HHCTPYKLMS, CTPYKTypa Tekcta. Opopmienue. O3HakOMIICHHE.

20. IlITatHoe  pacnucanne (OCOOEHHOCTH  COCTaBIICHHS, OGMOPMIICHHUS.
TpeboBaHUE K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (hOPM.

21. [IpaBuna BHyTpEHHETO TPyAOBOro pacnopsaka u [lonoxxenue o nepcoHare.

22. JlaiiTe XapaKTepUCTUKY pPACIOPAIUTEIBHBIM JOKYMEHTAM.



23. Ha3oBuTe BUBI paCIOPSAIUTENbHBIX JOKYMEHTOB U OCOOCHHOCTH Ka)I0TO.
Ha3oBuTe  CTpPyKTypHBIE 4YAaCTH TEKCTAa  pPACHOPAIUTENBHBIX  JIOKYMEHTOB,
odopmiieHrE peaMOyIIbl U PACTIOPSAUTEILHON YacTH.

24. B yem ocoOeHHOCTH chykeOHbIXx TuceM? Ha3oBuTe BUABI CIYy>KEOHBIX
nuceM. Kakue TpeOoBaHus NPEABIBISAIOTCS K TEKCTY CITY>KEOHBIX MUceM?

25. HazoBute mpaBmwia oQOpMIICEHUS  PEKBU3HUTA  «ajpecar». Bumuel
aZpeCcOBaHUA.

26. UTo BXOJUT B MOHSITUE «IIPOBEACHUE IKCIEPTU3BI IIEHHOCTU JTOKYMEHTa»?

27. PackpoiiTe TOHSATHUA «IOKYMEHTOOOOPOT», «IOKYMEHTONMOTOKM». JlaiTe
XapAaKTEPUCTHKY KaXXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXUTE€ HX OCOOEHHOCTH.
Kakum 06pazom onpenensiercs JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknarypa nein. 3aueHue. CocraieHue. Buabl HOMEHKIATYypBI.

29. IloaroToBKa JIOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Cnaga
JOKYMEHTOB B apXuB opraHu3zanuu. Onucu JTOKYMEHTOB, HaxOIAIIMXCSA B JeEJe€.
®dopMa u coziepkaHue aKkTa 00 YHUUTOXKEHUHU TOKYMEHTOB U €l

30. Kakne noxkymMeHTHI He ntoaiiekar perucrpanuu? Kak m 3auem Begercs yder
TaKUX NOCTYIUICHUM?

31. Pacckaxnure 0 BHIAaxX BXOJSAIIMX, MCXOMSAIIMX BHYTPEHHUX TOKYMEHTAaX.
HoxymenTtoB. [lpuBeaure ¢GopMbl >KypHaJdbHOW peructpauuu. Pacckaxure o
peructpannu ¢ nomompo PKK 1 aBToMaTM3npoBaHHOM.

32. Yto BKJIIOYAET B ce0sl MOHATHE «POPMUPOBAHUSI» U «OPOPMIICHUS» Hei?
HazoBute npuszHaku opopmiieHus: 00JI0XKKHU JEII.

33. Cpoku XpaHEHUsI JOKYMEHTOB B 3aBUCHUMOCTH UX 3HauumocTu. HazoBure
HOPMATHUBHBIN JOKYMEHT, 10 KOTOPOMY OIPEAEIISIIOT CPOKH XPAHEHHUS.

34. Yto BKIJIIOYAET B CceOsl MOHATHE «IOATOTOBKA TOKYMEHTOB K ApXUBHOMY
xpaHeHuo»? OyHKIMHU, 3a1a4d U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IlpaBWibHAs MOCJE€I0BATEIBLHOCTh HANMNCAHUS IJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecara;

B) HOMEpP KBAapTHUPBHI;

I') Ha3BaHHWE HACEJICHHOTO MyHKTA,;

J1) Ha3BaHUE 00J1acTH, Kpasi, peCIyOInKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BaHUE YJIUIIBI.

2. YunpuuupoBaHHAs CHCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBUjiaM W TPeOOBaHUSM,
cozeprkarias uHGOpMaIUio, HEOOXOIUMYIO JIJIsl YIIPABIECHUS B ONpeaesieHHON cdepe
NEeSATEeTLHOCTH;



0) yauuipoBanbie  GOPMBI  JOKYMEHTOB, CHCTEMAaTH3HPOBAHHBIE IO
(GYHKIUSAM YIPaBICHUS;
B) COBOKYITHOCTh JIOKYMEHTOB, YCTAaHOBJIEHHBIX B COOTBETCTBHM C PEIIAEMbIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH HCHOJIb30BaHMS (PaKCMMHUJIE KAaK COOCTBEHHOM MOJNMCH
perjiaMeHTHPYeTCH:

a) rpaXJIaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMu JENOMPON3BOACTBA B (PeiepalibHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JaHHbIN HA00P PEKBU3UTOB?

a) locymapcrBennbiii  rep0  Poccuiickoit  ®denepaumu, 1epd cyObekTa
Poccuiickoit  denepanuu, -sMOnema opraHu3alMK, TOBapHBIM 3HAK (3HAK
oOCIy’)KMBaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHNUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) OJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

5. Ilopsinok HAMUCAHMSA IOYTOBOIO A/peca YCTAHOBJICH:

a) B IIpaBunax nenonpous3BoAcTBa B (peliepalbHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBmnax okazaHus yciayr mO4YTOBOM CBS3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIETO, €ro MNOJANUCH, PaclMPpOBKY (MHULUAIBI U
dbamums) u 1ary;

0) moamnuce, pacmudposky (d. U. O.), nary;

B) JIOJDKHOCTB, TIOJIUCH J1aTy;

I') IOJDKHOCTD, OJNHUCH, pactmmdpoBky nognucu (d. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJISAETCH HA MUCHBMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMAIIIOHHBIX.

8. Teker [AOKYMEHTOB COCTAaBJSIIOT HAa TIOCYAAPCTBEHHOM  fI3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $A3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUM C:

a) MpaBWJIa JIEJIOTIPOU3BOJICTBA B (peepalbHBIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exnepanun u cyobektoB Poccuiickoil
denepanuu;

B) 'CHHOY;

') TUIIOBOM MHCTPYKIIMEHN N0 I€IONPOU3BOJICTRY.



9. lesb10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) IOPUJINYECKOE 3aKPEIUICHHUE PE3YJIHTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEJI;

B) cCTeMaTH3allks JOKYMEHTOB B OpraHU3alluy;

r) o0ecrie4yeHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIKuTa KOHOUICHITNATLHOCTH HH(pOpMAIIHH.

10. VYkaxkure BapuaHT OTBETOB, B KOTOPOM MNPABWJIbLHO HA3BaHbI
PEKBU3UTHI OJIAHKA MUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUSI OpTraHU3allUU,
CIpaBOYHBIC JaHHBIC 00 OpraHu3amuy, KOA (OPMBI TOKyMEHTa, MECTO JJIA
MPOCTABJICHUS MaThl JOKYMEHTA, MECTO [IJIi MPOCTABJIICHHUS PETUCTPAIIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOSIIETO TOKYMEHTA;

0) (repd, 5MmOiiema), HaMMEHOBAHMSI OpraHU3allMU, KOJI OpraHU3alldM, JaTa
JIOKyMEHTa, MECTO JIJIsl POCTABJICHUS PETUCTPAIIMOHHOTO HOMEpPA JIOKYMEHTa, MECTO
U3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JJaTy BXOJSIIETO JIOKYMEHTA;

B) (rep0, »5mOnema), HAMMEHOBAaHUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTa, JaTta JOKYMEHTOB, KOJl (POpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUS
PErUCTPAllMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIE JIaHHbIE OO0 OpraHu3alluy,
CCBUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA;

r) (rep0, sMOiema), HaMMEHOBAHUS OPTraHMU3AIlMHU, CIPABOYHbIC JAaHHBIE 00
opranuzanuu, koa opranuzanuu OI'PH, mecto ayis npocraBineHust naThl JOKYMEHTA,
MECTO JIJISl MPOCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIKA Ha HOMEP
U ATy BXOJSIIETO JTOKYMEHTA, MECTO JJIS 3ar0JIOBKA K TEKCTY.

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

B) HMHCTPYKIIHUS,
r) T[OCTAaHOBIICHHUE;
N) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HauWMEHOBAHWE BUJA JOKYMEHTA,
I) 3arojioBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTHBI c0O31a10TCH:
a) KOJUIETHAJIbHO;
0) Ha OnaHkax;
B) Ha COBEIaHUU,
I)  BBILIECTOALICH OPTaHU3AIIHE.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaTeIbLHOM
OPraHM3alui UK YYpPeKIeHUus, 3TO:
a) MpUKa3;
0) TmMOJOXEeHHUe;



B) PpAaCIOPSIKEHUE;
I) pelieHue.

15. Bo BpemMs NpOU3BOACTBEHHOI0 COBEIIAHMS Yy JAMPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHHATHE pemieHusi. Kakoil TOKyMeHT ciieayer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEHHUE;

I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) 0 YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SIBJISIETCS:

a) revarh;

0) IOAINCE;

B) HAMMEHOBAHHE BUA JIOKYMEHTA;

r) agpecar;

1) HAMMEHOBAHWE OPTaHU3ALINY;

€) CCBUIKA Ha JaTy PETHCTPAalMOHHBIA HOMED.

17. ®@axkc oTiim4aercsi OT MUCbMa MO 0POPMJIEHHIO TEM, YTO:

a) SIBJISIETCS HE OJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COIEP>KUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) IIeyaTaeTcs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEYATHIO.

18. BbigesnTe M3 KaKUX pa3lesioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTHUPYIOUIUHN U pacTOPSANTENIbHbIN;

0) KOHCTATUPYIOIIUMA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTaTUPYIOITUHN U Mpe/IJIararoIiuii;

I') OCHOBHOU M KOHCTATUPYIOIIUA.

19. Bbizenure, B KaKOM H3 BHAOB [J0OKYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HO0e TTHCHhMO;

B) JIOKJIa/IHAs 3aIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpenequre YyKazaHHble HHMKe JOKYMEHTbI Ha 3 TrIpynnbl:
a) opraHM3aluoOHHbIe, 0) pacnopsAUTeIbHbIC, B) HHGOPMALMOHHO-CIIPABOYHbIE.

1. Pe3tome.

. JoIKHOCTHAs MHCTPYKLHUS.

. Pacniopsbxkenue gupekropa.

. CBOJIKA.

. [locTaHOBIIEHME KOJUIETHH.

. MHCTpYyKIIUSA 1O 1€TONPOU3BOJICTBY.
. CnipaBka ¢ mecrta paboThI.

. [Ipukas o mpueme Ha paboTy.

. llITaTHOE pacnucanue.

O 01O\ K~ W



10. TpynoBoii 10roBop.

11. ITpurnamenue Ha BHICTaBKY.

12. PermameHT.

21. Kommucceuss mo pacciieloBaHHI0 TOKapa, Npou3ouiealiero B
00pa3oBaTeIbHOM YUpeKAeHUHN, YCTAHOBUIM Psijl PAaKTOB, KOTOPbIE MOCTYKUIU
NpUYMHON nmoxapa. Kakoi 10KyMeHT JI0/I2KHA COCTABUTH KOMUCCHUA?

a) Axr;

0) cripaBKy;

B) IOKJIAJIHYIO 3aIUCKY;

') HHCTPYKIIMIO O IPOTHUBOIOXKAPHOM 0€30MacHOCTH.

22.  JIoKyMeHT, aJpPeCcOBAHHbIH  PYKOBOAWTEJII0  OPraHU3aIHu,
coaep:kaliuii  00CTOSATE/ILCTBEHHOE M3JI0KeHHMe KaKoro-jaudo Bompoca ¢
BbIBOJAMM U MPeEIJI0KEHUSAMH COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npeacTaBICHUE;

B) JIOKJIAJ[HAs 3aMHCKa;

) IPEJIOKEHHUE.

23. /laToii cay:keO0HOIro muchbMa siBjsieTcsl gara:

a) COCTaBJICHUS;

0) oTIpaBJICHUS;

B) IIOITUCAHUSI;

I') NOJYYEHUS.

24. Cuucoxk NMPUCYTCTBYIONIUX HA 3acelaHun ogopmJisieTcsl OTAeJbHO U
NPHJIATaeTCsl K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

6) 6oee 10;

B) Oosee 25.

25. Odopmiaenue 00J0XKKHM Jesia sl TNOCJHEIYIOIEr0 XpaHeHHUs
onpeneJsiercs:

a) CTaHAapTOM,;

0) MHCTpYKLKEN N0 JEIONPOU3BOJCTBY;

B) PaCMOPSKEHUEM PYKOBOJIUTEIIS.

26. DxcnepTr3a HEHHOCTH JOKYMEHTA NPOXOIHUT B _ ____Jramna:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. HomenkJiaTtypa jaen (padoumii 3K3eMILISIP) MOMENIAI0T HA:

a) CToJIe, MO CTEKJIOM;

0) nBepiie mkada c TOKyMEHTaMU;

B) BHYTPEHHEW CTOPOHE JABEPIIHI IKada ¢ JOKyMEHTaMHU.

28. Bce JgmcThl fgesia mpM NOArOTOBKE HX K IMepegadye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHBIM KapaHIaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1allloOM.



29. Bxoasinue J0KYyMEHTbI PeruCTPUPYIOTCSH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PYKOBOJMTEIIS;

0) B mepBOM MOJIOBUHE JTHS TTOJIYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTEIS.

30. Ka:xxnasi oOpa3oBaTe/ibHasi OpraHu3anus 00si3aHA UMETh:

a) CBOJIHYIO HOMEHKIIATypy;

0) MHIUBUTYaIbHYIO0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a cKkOJIBKO [JHeH 0 HCHOJHEHHUS MPOBOAAT NpeAyNpeauTe bHbII
KOHTPOJIb?

a) 1Ba;

0) oauH;

B) TPHU.

32. PazenuresiAiMM B CIPABOYHOI KAPTOTEKE CJIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MOJPA3JICICHHM;

0) HanpaBJIeHUs JEATEIBHOCTU MPEATPUITHS;

B) THU HEJIEJIH, MECSLA.

33. Ha ucxoasimeM J0KyMeHTe PeKBH3HUT «1aTa» CTABUTCH:

a) COCTaBHUTEJIEM JIOKYMEHTA,

0) pu perucTpanmy;

B) MOCJIE TTOAMTMCAHUS PYKOBOIUTEIIEM.

34. Eciu B Jejie coaep:KaTcsi JOKYMEHTbI Pa3/IMYHON I[eHHOCTH, TO CPOK
XpaHeHHUs] YCTAHABJIUBAETCSI:

a) OONbIINI;

0) MEHBIIINIA;

B) CpPEIHUM.

3amaHus I CaMOCTOSATENbLHO PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOpPHIE CTaBSAT Ha JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACHOJIOKEHUS ITUX
PEKBHU3UTOB Ha OyaHke popmara A4.

3aganue 2. 300pa3ure cxeMaTHyeCKy KJIACCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bemmmmumre Ha nuct dopmara A4 Bce mpaBuia 0(QOpPMIICHHUS
TEKCTa JOKYMEHTa: HMHTepBasibl, mpudThl U T. A. B coorBerctBun ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U O(GOPMUTH AOKIAIHYIO 3alUCKy O HapyIIEHUU
TPYJIOBOM TUCUHUIIMHBI paOOTHUKOM. Bce peKBU3UTHI U AIEMEHTHI TEKCTa J0OABUTH
camocToaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alUCKy OT HMMEHU pabOTHUKA,
HApYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme 5. Hanmcath 0TBETHOE MUCHMO-0J1ar0JapHOCTD HA TTO3/IPABJICHHE.

2.2. OneHO4YHBbIE CPeICTBA JJIsl IPOMEKYTOYHOM aTTecTanum (3a4eT)

Bomnpocs! AJ1s1 npoBeaeHus 3ayera:
1. [ToHsiTHE «AOKYMEHT» U €r0 (YHKIIHH.



2. Knaccudukanus 10KyMEHTOB.

3. CyIHOCTh M OCHOBHO€ Ha3HA4YC€HHE JOKYMEHTAI[MOHHOTO OOecredeHHUs
JesATEIbHOCTH TeJjarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/aTeNIbHAasE U HOPMATUBHO-METO/IMYECKass 0a3a IOKYMEHTalMOHHOTO
oOecrieueHus: yIpaBJIeHHUS.

6. ®opmynsip JOKYMEHTA.

7. CocTaB peKBU3UTOB IOKYMEHTOB.

8. TpeboBanms K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus K OIaHKaM JOKYMEHTOB.

10. Cucrema noKyMeHTallMU B 00pa30oBaTeIbHON OpraHu3aIvu.

11. Opraauzanuonssie JoKymMeHThl cucteMbl OPJI. OOmas xapakTepuCcTHKa U
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhbie ToKyMeHThl cucteMbl OPJ]. OO1as xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarnmonHo-cripaBouHble  A0KyMeHThl cuctembl OPJI.  OGmias
XapaKTepUCTUKA U Ha3HAYEHUE JTOKYMEHTOB.

14. IenoBoe MUCbMO KaK OCHOBHOW BUJ| IEPEMUCKH.

15. bnanku nnsa nucem. @opmysip AEIOBOTO MUCHMA.

16. Ocobennoctu 0pUIIUATBEHO-IETIOBOTO CTHIISI COCTABIIEHUS TEKCTA JIEIOBOTO
nrchma.

17. Bugpl  ciy’)K€OHBIX ~ TIMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECIIOHICHIIUH.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiysi 10KyMEHTO000pOTa 00pa30BaTEIbHOM OpraHU3aINH.

20. ®opMbl OopraHuzalMu padboThl € JOKyMeHTaMHu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. [lopsimok 00paOOTKM BXOMASIIUX JOKYMEHTOB. Perucrpaiusi 10KyMEHTOB.

22. [lopsimok 06pabOTKU UCXOMAIINX TOKYMEHTOB.

23. [lopsimok paboOThI C BHYyTPEHHUMHU JJOKyMEHTaMHU.

24. HomeHkmatypa Jel.

25. ®opMupoBaHue, odopMmIieHue, XpaHEHHWEe  JeJl B TEKyIIEeM
JIETIOTPOU3BOJICTBE.

26. YHuukanus J0KyMEHTOB.

27. CrangapTusanusi JOKYMEHTOB.

28. Hymepanuss MHOTOCTPaHUYHOTO TOKYMEHTA.

29. llpudTel, KErau U NOJIS, MPUMEHsIeMbIe MTPU 0OPMIICHUU JOKYMEHTOB.

30. Pe3tome, aBToOuorpadus, XxapakTepUCTUKA: MTOHSATHE, HA3HAUYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asgBieHue: MOHIATHE, HA3HAUYEHHE, COCTaB PEKBU3UTOB.

32. Cnyxe0OHas 3amiCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

33. OOBscHUTEIbHAS 3aIIMCKA: TTIOHATHE, HA3HAUYCHHUE, COCTaB PEKBU3UTOB.

34. JloknagHas 3anMcKa: MOHSATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: NOHSITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.



37. Ilpukas, pacriopsiKeHue: MOHITUE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

38. [Iprka3 o TMYHOMY COCTaBY: MOHSTUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, NOJIOKEHUE: IOHATUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

40. JomKHOCTHAsI MHCTPYKLMS: MTOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

41. UHCcTpyKUMs 1O JACJNONPOU3BOJACTBY: MOHSITHE, HA3HAYEHHE, COCTaB
PEKBU3UTOB.

42. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KomIeKTUBHBIN IOTOBOP: MOHSITUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

44. Oco0eHHOCTH COCTaBICHUS TEKCTa MPOTOKOJIA.

45. Oco0eHHOCTH COCTaBICHUS TEKCTa MPUKa3a.

46. PexBu3uThl TepO, dMOIeMa, TOBApHBIN 3HAK (3HAK OOCTY>KUBaHUS), KOI
(bOpMBI TOKyMEHTA.

47. PeKBU3UT HAMMEHOBAHUE OpraHW3alMy, HAUMEHOBAaHUE CTPYKTYpPHOTO
NIO/Ipa3/IeJICHUs], HAMMEHOBAHUE JOJDKHOCTH JIMLA.

48. PeKBU3UT CIpaBOYHBIE JaHHBIE 00 OpraHU3auu.

49. PexkBU3UT HAMMEHOBAaHUE BU/IA JJOKYMEHTA.

50. PexBu3uT 1ata TOKyMEHTA.

51. PEeKBU3UT pEerucTpanOHHbIN HOMEP JOKYMEHTA.

52. PEeKBU3UT CCBUIKA Ha PETHCTPALMOHHBIA HOMEpP M JaTy IOCTYIHBILETO
JOKYMEHTA.

53. PexBU3UT MeCTO cocTaByieHus (M31aHMs) JOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUYECHHS TOCTYIA K TOKYMEHTY.

55. PexBu3uT ajapecar.

56. PekBu3UT rpud yTBEpKICHUS JOKYMEHTA.

57. PEKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HUT TEKCT TOKYMEHTA.

59. PEexkBU3HUT OTMETKA O IPUIIOKEHHH.

60. PexBu3ut rpud cormacoBaHusi JOKYMEHTA.

61. PexBuzur Bu3a.

62. PexBU3NUT NOAIINUCE.

63. PexBu3uT OTMETKA 00 3JIEKTPOHHOMU ITOITHCH.

64. PexBu3UT neyvars.

65. PekBU3UT OTMETKA 00 UCTIOJIHUTEIIE.

66. PeKBU3UT OTMETKA O 3aBEPEHUU KOTIHH.

67. PEeKBU3UT OTMETKA O IOCTYIJIEHUU JOKYMEHTA.

68. PEeKBU3UT pe30JIOLIHSL.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPABJICHUH IOKYMEHTA B JEJO.



