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1. HACHHOPT ®OHJJA OHEHOYHbBIX CPEIACTB

1.1. Ob6sacTb NpUMEeHEHU s

®onx ouneHouneix cpeacts (P@OC) — HeoTheMiieMass YacTh paboueit
MporpaMmbl  TUCUMIUIMHBL «[IpaBOBblE OCHOBBI yIpaBi€HHUS JOKyMEHTalMed u
apXuBaMHM 3a pyOeKOM» U MpEeJHA3HAYEH Il KOHTPOJIS U OLIEHKHU 00pa30BaTEIbHBIX
JOCTUKEHUHN CTYJIEHTOB, OCBOUBIIHUX MIPOrPaMMy JUCHUTUIUHBIL.

1.2. Ieau u 3aga4u (pOH/IAa OLICHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOATOTOBKM OOYyYarOIIErocs
tpeboBanusasm PI'OC BO OakanaBpuaT MO HampaBieHUIO NOAToTOBKH 46.03.02
JIOKyMEHTOBE/IEHHE U apXUBOBEACHHUE, YTBEPKIECHHBIM MpPUKa30M MUHHUCTEPCTBA
HayKu M BbIcuiero oopasoBanusi Poccuiickoit ®enepanuu ot 29.10.2020 Ne 1343 or
(c wu3MeHeHusMuM U jAononHeHusiMu) U [IpodeccuoHanbHbIM  CcTaHAAPTOM
«Cnenuaiuct MO OpPraHM3allMOHHOMY U JOKYMEHTAallMOHHOMY OOECIEUYEHHIO
yIpaBiieHUs OpraHu3anueny», yrBepkaeHHbIM [Ipukazom MunHuctepcTBa Tpyaa u
COLMAIIBHOM 3alUTHI Poccuiickon denepaunun «O6 YTBEPKIACHUH
npodeccronanbHoro crangapta» ot 15 uronHs 2020 1. Ne 333H; [IpodeccronanbHbIM
cragaaproM «CrnenuanucT 1O YHOPaBJICHUIO JOKYMEHTAIMEeW OpraHu3alumny,
yTBepkJeHHbIM [Ipukasom MuHucrtepcTBa Tpyla ¢ COIHAIBHOW  3aIUTHI
Poccuiickoit ®enepanuu «O0 yTBepkKA€HUH NMPO(ECCHOHATBHOrO cTaHaapTa» ot 10
mas 2017 1. Ne 416n; IlpodeccuoHanbHbIM cTaHAapTOM «CHEIUATUCT apXuBay,
yTBepkaeHHbIM [Ipukasom MuHucrepcTBa Tpyla M COLMAIBHOW  3aLIUTHI

Poccuiickoit @eaeparun «O0 yTBepkJIeHHH TPOPECCHOHATBLHOTO CTaHaapTa» oT 18
mapta 2021 r. Ne 140H.

1.3. Ilepeyenbr koMmeTeHU M, (PopMUPYeMBIX B Mpolecce OCBOEHUS
OCHOBHOM 00pa30oBaTeJIbHOI MPOrPaMMBbI

[Iporiecc ocBoeHMST AMCIMIUIMHBI HAMpaBlieH HAa (OPMHUPOBAHUE CIEIYIOUIUX
KOMIIETEHIIUN U MHIUKATOPOB UX JOCTHXKECHUS:

Kox mo ®I'OC BO | HNHaukaTop 10CTHKEHUSA

[Ipodeccronanbubie

IIK-1. ITK-1.1.

CnocoOeH k OopraHmu3anuvu JOKyMCEHTHPOBAHUA OpFaHI/ByeT AOKYMCHTHPOBAHHUC
ynpaBﬂquecxoﬁ JACATCIIbHOCTHU B ynpaBnque(:Koﬁ ACATCIIbHOCTU B OpraHu3alnuu
OpraHru3anu

1.4. Dranbl popMupoBaHUS KOMIETEHIMA M CPeICTBA OLEHUBAHMS
YPOBHSA UX C)OPMHUPOBAHHOCTH

KoHTpo/IbHO-0LICHOYHBIE

Jransl popmupoBanusa komnereHuui | Komnerenuun
cpeacTsa / cnocod oleHMBAHUSA

Tema 1. Ilpenmer, conepxanue u 3agaun | [1K-1 BricTynnieHne Ha NpaKTHYECKUX
Kypca. TepMHHBI U OCHOBHBIE NOHSTHS, 3aHSTHSIX, YCTHBIN OTPOC
nux IBOJIIOLIMSL. HopmarusHo-

METOANYCCKasa Oa3a COBpPCMCHHOTO
OTCYCCTBCHHOT'O ACJIOIMPOU3BOACTBA

Tema 2. Opranmzamus  ciayxO6sr | TTK-1 BeicTyruieHre Ha NPaKTUYECKHX




JOKYMEHTAIL[MOHHOTO obecreyeHus! 3aHSTHSIX, YCTHBIN OIPOC

yIpaBJIeHUs] M IUIAHUPOBAaHUS pPabOTHI

ciyx6b1 JIOY. UHCTpyKIIMM 1O BHIAM

JESITEIbHOCTH

Tema 3. Crangapruzanus u yauduxanus | [1K-1 BricTymiieHne Ha MPaKTUYECKHUX

JIEJIONPOU3BOICTBA 3aHSITHUSIX, YCTHBIN ONPOC

Tema 4. Cocrasienue tekctoB nenoBbix | [T1K-1 BricTymuieHre Ha IPaKTHUYECKHX

JIOKYMEHTOB 3aHSITHUSIX, YCTHBIN ONPOC

Tema S. JoxymentupoBanue | I1K-1 BricTymuieHne Ha IPaKTHUYECKHX

OPraHM3aLMOHHO-PACIIOPAIUTEIBHON 3aHATUAX, YCTHBIN OIPOC

JEATEIbHOCTH

Tema 6. OcobGennoctu mHpopmarmonHo- | [TK-1 BoicTynnenne Ha NpakTUYECKUX

CIPaBOYHBIX JOKYMEHTOB 3aHSTHUSIX, YCTHBIN ONPOC

Tema 7. [lenoBas nepenucka IIK-1 BricTymuieHre Ha IPaKTUYECKHX
3aHATUAX, YCTHBIM ONPOC

Tema 8. OcHoBuble  nokymeHThl | [1K-1 BricTyruieHre Ha IPaKTHUYECKHX

KOJUUIETHAIbHBIX OPraHOB 3aHSTHUSIX, YCTHBIN ONPOC

Tema 9. Perucrpanmsa pokymentoB u | IIK-1 BeIcTyuleHHEe Ha NPaKkTUYECKHX

OpraHu3anus CIPaBOYHO- 3aHATHUSX, YCTHBIN OMPOC

MH(OPMALMOHHOTO 00CTY)KHUBaHUS

Tema 10. Pabora ¢ xonpuaenunanpHoi | [1K-1 BeIcTyuleHHEe Ha NPaKkTUYECKHX

nHpopmanuen 3aHATHUAX, YCTHBIA OIPOC

Tema 1. Opranmzanus | [1K-1 BreicTyriieHne Ha NPaKTHYECKUX

NeIONPOU3BOACTBA [0  OOpalleHUsIM 3aHATHUSAX, YCTHBIA OIPOC

IpaKJIaH

Tema 12. ®opmupoBanne u xpanenue | [1K-1 BricTyrieHne Ha MTPaKTUYECKHUX

JIEN1 B IEJIONPOU3BOCTBE 3aHATHUAX, YCTHBIA OINPOC

Tema 13. Homenknatypa nen ITK-1 BreicTyryieHne Ha NPaKTHYECKUX
3aHATUSX, YCTHBIN OMPOC

Tema 14. Opranumzamms skcneptussl. | [TK-1 BreicTyryieHne Ha NpPakTHYECKUX

[lepeynn JOKYyMEHTOB €O CpOKamu 3aHATHUAX, YCTHBIA OIPOC

XpaHEHHUs

Tewma 15. Iloaroroka u nepemaya aen B | [1K-1 BricTyrieHne Ha NpPakTHYECKUX

apXuB OpraHu3aluu 3aHATHUSAX, YCTHBIA ONPOC

Tema 16. Hanpasnenus | [1K-1 BricTyrieHne Ha NpPakTHYECKUX

COBEPILEHCTBOBAHUS 3aHATHUSAX, YCTHBIA ONPOC

JOKYMEHTAIL[MOHHOTO obecrieyeHus

YIPABJICHUS

Texkymas arrecranus ITK-1 KontposbHas padota

IIpomeskyToUyHas1 aTTecTALMS ITK-1 DK3aMeH

1.5. Onucanue nokasaresieid GOPpMUPOBAHUS KOMIIETEHINH

Kon komMnerenumnu PesyibTaThl cHhOPMHPOBAHHOCTH

IIK-1 3HaeT: TEOpPEeTUYECKHE OCHOBBI JOKYMEHTAIlMOHHOTO 00ecredeHus
yIpaBJIEHUs,, €r0 TEPMHMHOJIOTHIO M 3a/a4yM; CBOMCTBa, (DyHKUUU U
NpPU3HAKU JOKYMEHTa; CHocoObl M CpelCcTBa JAOKYMEHTHPOBAHMS;
KJIacCU(UKAIMI0 BHJIOB JIOKYMEHTOB; CTPYKTYPY JOKYMEHTOB U
HOpMAaTHUBHbIE TPEOOBAHUS K MX COCTABICHHIO U O()OPMIICHHUIO.

Ymeer: cocTaBisTh M O(GOPMISITH JIOKYMEHTBI, HCIIOJIb3yeMbIEe B
OpraHu3allui B COOTBETCTBUHU C YCTAHOBJIEHHBIMHU TPeOOBaHUSIMHU, B TOM
qHCcIie UCIOJIb3ys HH(POPMAIIMOHHBIE TEXHOJIOTHH.

Brnaneer HaBbIKaMH: COCTaBICHHMS U O(OPMIICHUS DPA3IUYHBIX BHUIOB




JOKYMEHTOB TPaJAULMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM BHJIE,
HaBBIKAMH JIEJIOBBIX KOMMYHUKAIIMI B YCTHOW U MUCBMEHHOM (popme Ha
PYCCKOM S3BIKE.

1.6. Kpurepum oueHHBaHMS KOMIIETEHIHII HAa Ppa3HbIX 3TAamax MXx
(popmupoBanus

KoimnuecTBo
Bua yueOHo# paGoThl 0aJuI0B
0oP0 300

BrinonHenue u 3anmmra npakTHYeCKuX padoT 64 48
KonTtponbHas pabora 6 15
KoHTposas camocTosTensHOM paboTh 5 10
Y CTHBII 3K3aMEH 25 27
Bcero 100

HaxkonureanHas cucteMa oueHuBanuda mo 100-0aaabHONM HIKaJIe

YeTpipexdaibHas Cucrema
100-6annbHas | ByxkBenHnas mkaJa, coorsercTylomas 100-
cUCTeMa OLIEHHBAHUS OLIEHUBAHUS

IIKAJIA 0aJITILHOM IKAaJIe
IK3aMeHa 3ayera

OTnuyHO 90-100 A — OTJIMYHO — TEOPETUIECKOE COMIePIKAHNE
Kypca OCBOEHO TOJTHOCTHIO, Oe3 po0eIios;
HE00X0IMMbIE MPAKTHYECKUE HABBIKU paOOThI
C OCBOCHHBIM MaTepPHaIOM C(OPMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE IIPOrpaMMOi
o0y4yeHus1 yaeOHbIC 3aJaHNUS BBIIIOITHEHBL,
Ka4eCTBO UX BBIIOJIHEHHUS OLICHEHO YHCIIOM
6ayuI0B, OIM3KHM K MAaKCUMAJIBHOMY

Xopouio 83-89 B — oueHp XOPOIIO — TEOPETUYECKOE
CoZIep)KaHHe Kypca OCBOEHO IIOIHOCTRI0, 0e3
po0enoB; HeOOXOMMBbIE TPAKTUIECKHE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepHaioM B
OCHOBHOM c(hOpMHPOBAHbI; BCE
MpeyCMOTPEHHBIE TIPOrpaMMOi 00yUueHUS
yueOHBIE 3aJaHUs BBITIOTHEHBI, KAUECTBO
BBINIOJTHEHUS OOJBIIMHCTBA U3 HUX OLIEHEHO
YHUCIIOM 0aJUIOB, ONM3KUM K MAaKCHMAJILHOMY

Xopomio 75-82 C — XOpOI1I0 — TEOPETUUECKOE COJEPIKaHNE
Kypca OCBOEHO TTOJTHOCTBIO; HEKOTOPBIE
MPaKTHYECKHUE HABBIKK pabOTHI C OCBOSHHBIM
MaTepHaroM chOpMHUPOBAHBI HENOCTATOTHO;
BCE MPEAYCMOTPEHHbIE IPOrPaMMOH
o0y4eHus: yaeOHbIe 3aJaHNS BBIIIOTHEHBL,
Ka4eCTBO BBIMOJHEHHUSI HU OJJHOTO U3 HUX HE
OLIEHEHO MHHUMAJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOPBIE BU/bI 33/1aHUH BBITIOHEHBI C
OLINOKaMH

3aureHo

Y I0BIETBOPUTETBHO 63-74 D — ynoBneTBopHuTeNEHO — TEOPETHUECKOE
COZIepKaHNE Kypca OCBOCHO YaCTUYHO, HO
npo0OesBbl He HOCAT CYIIECTBEHHOTO
XapakTepa; HeoOXOJMMBbIE IPAKTHIECKHE
HaBBIKH paOOTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM c(hOpMHUPOBAHEI; OOJIBITHHCTBO
MPETyCMOTPEHHBIX ITPOrPaMMOi 00yIeHUs
y4eOHBIX 3aJJaHUH BBITIOIHEHO, HEKOTOPHIE 13
BBINTOJTHEHHBIX 3a/IaHUH COJCPKaT OUIHOKH

Y I0BIETBOPUTEIBHO 50-62 E — nocpencTBeHHO — TeOpeTHUECKOE
COJEpKAHNE Kypca OCBOEHO YaCTUYHO;
HEKOTOPBIE MPAKTUYECKUE HABBIKH PAOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MIPEAYCMOTPEHHbIC




y4eOHO¥ porpaMMoii 00y4eHus yaeOHbIe
3aJlaHys HE BBITIOTHEHBI JINOO Ka4eCTBO
BBITTOJTHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YHCIOM 0aJI0B, OM3KUM K MUHUMAIIbHOMY

HeynoBnerBopurensHo 21-49 FX — Hey1OBIETBOPUTEIBHO — TEOPETUUECKOE
COZIep’KaHNe Kypca OCBOCHO YaCTUYHO;
HEOOXOTUMBIC MPAKTHUYCCKIEC HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHajoM He
c(hOpMHPOBAHEL; OONBITHHCTBO
MPEAYCMOTPEHHBIX YU4EeOHOH MporpaMmoi
0o0y4yeHHs y4eOHBIX 3a/IaHUI HE BBIIOJTHEHO
00 KayeCTBO UX BBITIOJIHECHUS OI[CHEHO
YHUCIIOM 0aJUIOB, OJIM3KUM K MUHUMAIEHOMY;
TIPY JAOTOHUTEIFHO CAMOCTOSTEIBHON
paboTe HaJl MaTepraIoM Kypca BO3MOKHO
MOBBINICHUE KAYeCTBA BHIMOJHEHUS YICOHBIX
3a/1aHui

He 3aureno

HeynoBnerBopurensno 0-20 F — Hey1oBIETBOPUTETHHO — TEOPETUYECKOE
COZIep)KaHUE Kypca He OCBOCHO;
HEeo0X0/IMMBbIe MPAKTHYECKUE HABBIKU PabOTHI
He c(hOpPMHUPOBAHBI; BCEC BBITIOIIHEHHbIC
yueOHbIe 3aJJaHusl COAePIKAT IPYyObIe OLINOKH;
JIOTIOJIHUTEINIbHAs CAMOCTOsITENIbHAs paboTa
HaJl MaTeprajoM Kypca He IPUBEET K
KaKOMy—J'[I/IGO 3HAaYMMOMY IOBBIIICHUIO
Ka4dyeCTBa BBITIOJITHEHUA y‘-le6HLIX 3a11aH1/1171

2. KOHTPOJIbHO-OHEHOYHBIE CPEJICTBA

2.1. OueHouYHBIE CPEACTBA TEKYIIEr0 KOHTPOJIsS (THIIOBBIE)
Bomnpocsl 1151 yCTHOT0 onpoca:

1. [TpoOnemMbl TOKYMEHTAIIMOHHOTO OOECTeUYeHUs YIPaBICHUS U CTENEeHb HX
pa3pabOTaHHOCTH B HAaYKe.

2. Meroapl OpraHu3all ¥ TEXHOJOTUM JIOKYMEHTAllMOHHOTO OOecreueHus
yIPaBJIEHUS U B3aUMOCBS3b C APYTUMU JUCHUILUIMHAMM.

3. HopMmatuBHO-TIpaBOBbIE aKThl (eaepalbHBIX OPraHOB HCIIOIHUTEIHHOM
BJIACTH, PErJaMEHTUPYIOIIUE  BOMPOCH  JOKYMEHTAIIMOHHOTO  OOecredYeHus
yIpaBJICHUS.

4. 3aKkOHOIATENBCTBO B c(hepe JOKYMEHTAIIMOHHOTO 00ECTICUeHUs YIIPABICHHUS.

5. HopMaTuBHO-METOAMYECKHE  JOKYMEHTBI 1O  JOKYMEHTALIMOHHOMY
00€eCIIeUEHUIO YIIPABIICHHUS.

6. YrpaBieH4YeCKHE JOKYMEHTHI: TOHATHE, BUABI U (DYHKIIUU.

7. Cranaaptuzanus 1 yHU(PUKAIIAS TOKYMEHTOB.

8. TpeboBanus K  COACpPKAHUIO, CTPYKTYpe H  CTHIIO  H3JIOKEHUS
YIIPABICHYECKUX JOKYMEHTOB.

9. OcHOBHBIE TpeOOBaHUS K ODOPMIICHHUIO YITPABICHYECKUX TOKYMEHTOB.

10. PekBU3UTHI OPraHU3allHOHHO-PACTOPSIAUTENBHBIX TOKYMEHTOB.

11. Buner 6nankoB. TpeGoBaHus K 0pOPMICHHUIO OJIAHKOB.

12. OcHoBHBIE TpeOOBaHUSI K O(DOPMIIECHUIO, YTBEPKIACHUIO U PErUCTpalyuu
YUPEAUTETBHBIX TOKYMEHTOB.

13. YcraB opraHnsanuu: MOHITUE, PEKBU3UTHI, CTPYKTYpPa U COJIEPKAHUE.

14. [Tonoxxenne 00 oOpraHu3allMU: TOHSITUE, PEKBU3UTHI, CTPYKTypa H
COZIEp/KaHHE.



15. CtpykTypa u 1mITaTHAas YUCICHHOCTh: MOHATHE, HA3HAUEHUE, TPeOOBaHUS K
COCTaBJICHUIO, OPOPMIICHHUIO U YTBEPKACHUIO.

16. llITaTHOE pacniucaHue: MOHATHE, HA3HAYEHUE, TPEOOBAHUS K COCTABIICHUIO,
0(OPMIICHUIO U YIOCTOBEPEHUIO.

17. IlpaBusia BHYTPEHHETO TPYAOBOIO PACIOpSAKA: IOHATHE, PEKBU3MTHI,
CTPYKTypa TEKCTa.

18. [TonoxxeHne o CTPYKTYPHOM TOAPA3ACICHUN: MMOHATHE, BUIbI, PEKBU3UTHI,
CTPYKTYypa U COoJiepKaHuE.

19. UHCTpyKIIMU 110 OCHOBHBIM HAIpaBICHUSIM JIEITEIIBHOCTU: TTOHSTUE, BUIBI,
PEKBHU3UTHI, TPEOOBAHUS K OPOPMIICHUIO U YIOCTOBEPEHHUIO.

20. UHCTpyKIIMST 1O  JIETONPOU3BOJCTBY: TOHSTHE, BHUJbI, PEKBU3UTHI,
CTPYKTypa TEKCTa U COACPIKaHUE.

21. Jo)bKHOCTHAsET MHCTPYKIIMST KaK OCHOBHOM HOPMATHUBHBIM JTOKYMEHT,
OTPENIEIIAIONINN OpPraHU3allMOHHO-TIPABOBOE TIOJIOKEHNE paOOTHUKA: TTOHSATHE, BUIHI,
CTPYKTYypa U COJepKaHUE.

22. XapaKkTepuCTUKAa PACHOPSAUTEIBHBIX JOKYMEHTOB: HAa3HAUYCHHE, COCTaB,
0coO0eHHOCTH 0OPMIICHUS.

23. PacniopsiiutenbHble JOKYMEHTHI, U3/1aBa€MbI€ B YCIIOBHUSX €IMHOJIUYHOTO
MPUHSATHS pelieHnui (TpUKa3bl, PACTIOPSIKEHUS, YKa3aHuUs).

24. OcHoBHBIE TpeOOBaHUS K O(POPMIICHHIO MPUKA30B MO JIMYHOMY COCTaBYy W
110 OCHOBHOM JI€SITEIbHOCTH.

25. PacniopsaurenbHbie JOKYMEHTHI KOJUIETUAJIBHBIX OpraHoB
(OCTaHOBJICHUS, PEIICHUS ).

26. 3nauenne WHOOPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB B YIIPaBJICHHH.
O6mue TpeboBaHus K 0popMIICHHUIO.

27. Jloknanuble, OOBACHUTENbHBIE W CIY)KEOHBIC 3alUCKHU: TOHSATHE, BUJBI,
Ha3HA4Y€HUE, PEKBU3UTHI U CTPYKTYpaA TEKCTA.

28. AKTBI: TIOHATHE, BHJBI, Ha3HAYCHHE, PEKBU3HUTHL, TpeOOBaHUSA K
0 OpMIICHHIO.

29. CrpaBku: TOHSTHE, BHUAbI, Ha3HAuYCHUE, PEKBU3UTHL. (OCHOBHBIC
TpeOoBaHUs K O(POPMIICHHIO CITPABOK.

30. JIoBEpeHHOCTHU: TMOHSTHE, BHIbI, HAa3HAYEHHUE, PEKBU3UTHI, OCHOBHBIEC
TpeOoBaHus K 0(hOPMIICHHIO.

31. [IpoTOKOINIBI: TOHATHE, BUIbl, HA3HAYEHUE, PEKBU3UTHI, OCHOBHBIE
TpeOoBaHus K 0(hOPMIICHHIO.

32. JlemoBele MHChbMA: TIOHATHE, BHJIBI, OCOOCHHOCTH COCTABICHHS U
odopmieHUS.

33. O6mue TpeboBaHwMs, MPEIBIBISIEMbIE K IeTOBbIM mrchMaM. CocTaBIeHHE
TEKCTa MUChMa.

34. S3bIK ¥ CTWIIb IETOBOTO NMUCHMA.

35. OcHoBHBIE TpeOOBaHWS K HU3TOTOBJICHHIO TMHCEM C  IMOMOIIBIO
MEPCOHATBHOTO KOMIIBIOTEPA.

36. TenerpamMmbl: TOHATHE, Ha3HAYCHHE, PEKBU3UTHI, TPEOOBaHUS K
0 OpMIICHHIO.

37. Tenekcol: MOHATHE, HA3HAYCHHE, PEKBU3UTHI, TpeOOBaHUS K 0(DOPMIICHHUIO.



38. TenepoHorpaMmbl: MOHATHE, HA3HAUEHUE, PEKBU3HUTHI, TPEOOBAHUS K
COCTaBJICHHIO.

39. ®akcuMuUIbHbIE COOOIIECHMS: MOHATHE, Ha3HA4YeHHE, TpPeOOBaHUS K
COCTaBJICHUIO U OPOPMIICHHUIO.

40. DnekTpoHHbIE COOOUICHUS: TOHATHE, Ha3HauYeHHe, TpeOOBaHUA K
0(pOpMIICHHIO.

TecTsl AJ151 NPOBEACHUSI KOHTPOJIBbHOM PadoThI:

Bomnpoc 1. B pa3aesn o0uue mosio:xeHust JOKYyMEHTA BXOIAT

a) IeJU U 3aJa4u

0) popMBI 1 METOBI YIPABICHUS

B) KOHKPETHBIC 00s3aHHOCTH

Bonpoc 2. Ha kakoM J0KyMeHTe He CTABHUTCS PEKBU3UT HAMMEHOBAHUeE
BH/IA IOKYMEHTA

a) YcraBe

0) TOHKHOCTHOW UHCTPYKITUU

B) NIUCbME

Bomnpoc 3. I'pu¢ yrBep:kaeHHs CTABUTCH

a) B BEpXHEM MPABOM YTy

0) B HUKHEM MPABOM YTy

B) B HIDKHEM JIEBOM YTITy

Bonpoc 4. K OCHOBHBIM perjiaMeHTHPYKOIIUM padoty cayxosl JOY
AOKYMEHTaM OTHOCHT

a) MHCTPYKIIUSA IO IEIONPOU3BOJICTBY

0) kBaM(pUKAIIMOHHBIN CIPABOYHUK JTOJDKHOCTEH

B) Tabeb YHU(UIIMPOBAHHBIX (HOPM JTOKYMEHTOB

Bonpoc 5. Kakoili BUJl pacniopsiiuTeIbHOTO JOKYMEHTA U3J1a€TCsl €MHOJIMYHO
PYKOBOJIUTEIEM

a) TOCTAHOBJICHUE

0) pemieHue

B) pacnopsihKeHue

Bomnpoc 6. B 06paGoTKy BXOASIIETO JOKYMEHTA 3TOT ATAll HE BXOIUT

a) pacCCMOTpPEHHE

0) BCKpBITHE KOHBEPTOB

B) COIJIaCOBaHUE

Bomnpoc 7. Ilocnegnuii sTan paboThl ¢ JOKYMEHTAMHU Ha3bIBACTCS

a) cradeil B my3en

0) cmadeil B apxuB

B) OITyOJINKOBaHUE BO BCEX POCCHICKUX ra3eTax

Bonpoc 8. BHyTpeHHee coriiacoBaHHE Ha3bIBACTCS

a) BU3a

0) OTMEeTKa O 3aBEpEHUU

B) YTBEpKICHUE

Bompoc 9. Kakas d¢opma paboTbl C JOKyMEHTAMH MOAXOAUT JJIst
OpraHu3anui, JeATeIbHOCTh KOTOPBIX TpeOyeT OCOOEHHO THIATEIbHOM 3allUThI



uH(popMauu

a) IIEHTpaIM30BaHHAS

0) cMemaHHas

B) JACLEHTpaTN30BaHHAS

Bonpoc 10. K OCHOBHBIM perjiaMeHTUPYIOIIUM padoTy ciyx0el JJOY
JOKYMEHTaM OTHOCST

a) MHCTPYKLHIO T10 JAEJIONPOU3BOJICTBY

0) OCHOBHBIE ITpaBUjIa pabOThl APXUBOB OPraHU3aALUN

B) OCT P 51141-98 Jlenonpou3BOJCTBO U apXUBHOE JIEJIO

Bonpoc 11. K BHyTpeHHEMY JOKYMEHTOOOOPOTY OTHOCAT

a) ourmaabHbIe TUCHMaA

0) BHEIIHHE JJOKJIAHBIC 3aMMCKH, CIIPABKH

B) MPUKA3bI, PACTIOPSHKEHIS] OpraHUu3alun

Bonpoc 12. PexBu3ut — 310

a) crocod co3/laHus TOKyMEHTa

0) MaTtepuanbHbI 00BEKT ¢ MHPOpMaLIUEn

B) 00s13aTeNIbHBIN AJIeMEeHT 0(hOpMIIeHHUS O(QUIIMATTEHOTO JOKYMEHTA

3agaHuA U1 CAMOCTOSAITEIbHOM padoThI

3apanue 1. OdopMuth BCE OTMETKH, KOTOPBHIE CTaBAT HAa JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxuTe MeCTOPACHOJIONKECHUS 3STUX
PEKBU3HMTOB Ha OaHke Gpopmara A4.

3aganue 2. M3006pa3ute cxemMaTnuecku KiacCU(UKAIIIO JOKYMEHTOB.

3apnanue 3. Bemummre Ha auct dopmara A4 Bce mpaBwia ohOpMIICHUS
TEKCTa JOKYMEHTa: WHTepBalbl, MpudpTHl U T. A. B coorBerctBHM ¢ ['OCT P
7.0.97-2016.

3aganue 4. CocTtaBuTh W OGOPMHTH JOKIATHYIO 3alHCKy O HAPYIICHUH
TPYJAOBOM TUCHUTUIMHBI paOOTHUKOM. Bce peKBU3UTHI M 3JIEMEHTHI TEKCTa J100aBUTH
camocTosATenbHO. Hammcath OOBSICHUTENBHYIO 3allUCKy OT HMEHU paOOTHHKA,
HApYIIUTENS TPYIOBON AUCIUILIAHEI.

3ananme 5. Hanucatrs 0TBETHOE MUCHMO-0J1ar0/IapHOCTD Ha MO3/IPaBJICHUE.

2.2. OueHOYHbIE CPeCTBA sl MIPOMEKYTOUYHOM aTTecTanum (IK3aMeH)

Bonpocsl 115l MpoBeeHNs IK3aMeHa:

1. TToHsITHE «TOKYMEHT» M €T0 ()YHKITHH.

2. Knaccudukanusi JOKyMEHTOB.

3. CymHOCTh W OCHOBHO€ HA3HAYEHWE JOKYMEHTAIIMOHHOTO oOOecreueHus
NEeATEeNbHOCTH Te/1arora.

4. Cuctembl IOKyMEHTAIUH.

5. 3akoHOJaTeNbHAsl U HOPMATUBHO-METOIMYecKass 0a3za JOKYMEHTAllMOHHOIO
o0OecrieueHus ypaBICHUSI.

6. opmynsp TOKyMEHTAa.

7. CocTaB pEKBU3UTOB IOKYMEHTOB.

8. TpeboBaHus K OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB.



9. TpeboBaHus K OJ1aHKaM JTOKYMEHTOB.

10. CucteMa TOKyMEHTAIIMU B 00pa30BaTEeIbHOU OpraHU3aIliH.

11. Opranuzanuonssie JoKyMeHTbl cucteMbl OPJ[. OOmias xapakTepucTuka u
Ha3HAYCHUE JOKYMEHTOB.

12. Pacniopsinurensubie JokyMeHTbl cucteMbl OPJI. OOuias xapakTepucTuka u
Ha3HAYCHUE JOKYMEHTOB.

13. MadopmalinoHHO-cipaBoUHble  TOKyMeHThl cucteMbl OPJl.  OOmas
XapakTEPUCTUKA U HA3HAYEHUE IOKYMEHTOB.

14. /IenoBoe NMCEMO KaK OCHOBHOM BH/I IIEPETIHCKHU.

15. biianku g5 nucem. @opMyIisip 1€I0BOTO MUChMA.

16. OcobeHHOoCTH 0pUIINATBHO-IEI0BOTO CTHJIS COCTABICHUS TEKCTA JIEJI0BOIO
nMchMa.

17. Bunsl CIY>KEOHBIX  TTHCEM, COCTAaBJIAIOIINE OCHOBY  JI€JIOBOM
KOPPECIIOHICHIIUH.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIA TOKYMEHT.

19. Opranuzanusi JOKyMeHTO000pOTa 00pa30BaTENbHON OpPraHU3aAINH.

20. ®opMbl opraHuzanMu pabOTel C JOKyMeHTamMu. JlOKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. IMopsimox 06pabOTKH BXOIAIMINX JOKYMEHTOB. PerucTpanus JOKyMeHTOB.

22. ITopsimox 06pabOTKH UCXOIAIMIMNX JOKYMEHTOB.

23. Topsiok pabOThI ¢ BHYTPEHHUMU JOKYMEHTAMHU.

24. HomeHknatypa aed.

25. ®opmupoBaHUe, odopmIIeHHE, XpaHeHue  Jedl B TEeKylIeM
JEJIOMPOU3BOJICTBE.

26. YHudukamus 10KyMEHTOB.

27. CranaapTu3aius 10KyMEHTOB.

28. Hymepalniysi MHOTOCTPAaHUYHOTO IOKYMEHTA.

29. pudTel, KETIX U TOJIS, TPUMEHSIEMbIE TIPU 0(OPMIICHUU JOKYMEHTOB.

30. Pestome, aBrobHorpadusi, XxapakTepucTUKa: MOHSITHE, Ha3HAYEHHUE, COCTaB
PEKBU3HUTOB.

31. 3asBieHue: MOHATHE, HA3HAUYCHHUE, COCTAB PEKBU3UTOB.

32. CnyxxeOHas 3aMucKa: MOHATHE, Ha3HAUYCHHUE, COCTaB PEKBU3UTOB.

33. OOBsACHHUTEIIbHAS 3aMMMCKa: OHATHE, HA3HAYCHUE, COCTaB PEKBU3HUTOB.

34. JloknagHasi 3anIMCKa: OHSITUE, Ha3HAYEHUE, COCTAB PEKBU3UTOB.

35. CripaBka: mOHSATHE, HA3HAYECHHUE, COCTAB PEKBU3UTOB.

36. AKT, MPOTOKOJI: MOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

37. Ilpukas, pacropsbKeHue: MOHITHE, HA3HAYEHNE, COCTaB PEKBU3UTOB.

38. [Ipuka3 1o TMYHOMY COCTaBY: ITOHATHE, HA3HAUYEHNE, COCTAB PEKBU3UTOB.

39. YcraB, NOJIO)KEHUE: TIOHITHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

40. JloJoKHOCTHAs HHCTPYKLMS : IOHSATHE, HA3HAYEHNUE, COCTAaB PEKBU3UTOB.

41. UHcTpyKups 1O JAEJNONPOU3BOJCTBY: TNOHATHE, HA3HAYCHHE, COCTaB
PEKBHU3UTOB.

42. IIpaBuiia: OHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

43. KONIeKTUBHBIN JOTOBOP: MOHITHE, HA3HAYEHNE, COCTAaB PEKBU3UTOB.

44. OcoOEHHOCTH COCTaBIICHUS TEKCTa MPOTOKOJIA.



45. OcoOEHHOCTH COCTaBIICHUS TEKCTA MPUKa3a.

46. PexBuzutbl rep0, sMOJeMa, TOBAapHBIM 3HAK (3HAK OOCIY)XUBaHWUSI), KO
(OpMBI TOKYMEHTA.

47. PeKBU3UT HaMMEHOBAaHHME OpPraHU3AlMHM, HAWUMEHOBAaHUE CTPYKTYPHOIO
Mo/ipa3/ieNieHusl, HAMMEHOBAaHUE JOJKHOCTH JIULA.

48. PekBU3UT crIpaBOYHbIE JAHHBIE 00 OpraHU3alUu.

49. PexBU3UT HAMMEHOBAHUE BUJA JOKYMEHTA.

50. PexBu3UT nata JOKyMEHTA.

51. PexBU3UT pErucTpaimOHHbIN HOMEP JOKYMEHTA.

52. PeKBU3UT CCHUJIKA Ha PETHCTPALMOHHBIA HOMEpP M JIaTy MOCTYMHUBIIETO
JOKYMEHTA.

53. PexBU3UT MeCTO coCTaBlIeHUS (M3/]aHUsI) TOKYMEHTA.

54. PekBU3UT rpud OrpaHUYEHHUsI 1OCTYMA K TOKYMEHTY.

55. PexBu3ur agpecar.

56. PexkBu3ut rpud yTBepKACHUS JOKYMEHTA.

57. PexBU3UT 3ar0J0BOK K TEKCTY.

58. PEKBU3UT TEKCT IOKYMEHTA.

59. PexkBU3UT OTMETKA O MPUIIOKEHUMU.

60. PexkBu3ut rpud coriacoBanus TOKyMEHTA.

61. PekBu3ur Bu3a.

62. PexBU3UT HOIITHCE.

63. PekBU3UT 0TMETKA 00 3JIEKTPOHHON MOAMKCH.

64. PexBU3UT 1€yaTh.

65. PekBU3UT OTMETKA 00 UCTIOTHUTEIIE.

66. PekBHU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PekBU3UT OTMETKA O MOCTYIUICHUU JIOKYMEHTA.

68. PekBU3UT pe30JTIOLIHSL.

69. PexBU3UT OTMETKA O KOHTPOJIE.

70. PekBU3UT OTMETKA O HAIIPaBJICHUU IOKYMEHTA B JEJO0.



