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1. ITACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NPpUMEHEHUA

®onn  omenouyHbix cpeactB (DOC) — HeoTsememas dacTh paboueit
IpOrpaMMbl TUCIHUIUIMHBI «J{OKYyMEHTOOOOPOT B OpraHU3alMN» U MPEJHA3ZHAYECH IS
KOHTPOJII M OIIEHKM OOpa3oBaTEIbHbIX JIOCTHXKEHHH CTYJEHTOB, OCBOMBIIUX
porpaMmy JUCHUILIAHBI.

1.2. Ilequ v 3agaum (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU O0YYarOIIETOCs
tpeboBanusmM PI'OC BO OakanaBpuar mo HampaieHuto nojarotoBku 09.03.04
[IporpammHas MHXEHepHUs, YTBEPKIACHHBIM MpUKa30M MHHHCTEpCTBA 00pa30BaHUS
u  Hayku  Poccuiickoit =~ @epepanuu  «OO0 yTBepkaeHun  (deaepaibHOro
roCy/IapCTBEHHOI0  00pa30BaTEeIbHOrO CTaHAapTa BbICIIETO OOpa3oBaHMUS —
OakanaBpuat 1o HampasieHuto nmoarotoBku 09.03.04 [Mporpammuas MHXEHEPUSD OT
19.09.2017 Ne 920 (c w3MmeHeHuwsiMu W gomnoiHeHUsMH) U [IpodeccruoHaTbHBIM
CTaHIApPTOM, yTBEpkIeHHbIM [Ipukazom MuHHCTEpCTBA TpyAda W COLMAIBHOU
samuThl  Poccmiickoit  ®enepammu  «O0  yTBepkAeHUU TPOGECCHOHATIBLHOTO
crangapra 06.001 «IIporpammuct» ot 20.07.2022 Ne 424n.

1.3. Ilepeyenr kKommeTreHuui, (GopMHpPYeMBIX B IpoLecce OCBOCHHS
OCHOBHOI1 00pa30BaTeILHON MPOrpaMMBblI

[Iporiecc ocBOeHUsI AMCIHMUILUIMHBI HalpaBiieH HAa (OPMHUPOBAHUE CIEAYIOIIUX
KOMIIETCHIIMHA ¥ NHIMKATOPOB MX JOCTH)KCHHUS:

Kox mo ®1oC BO | NHgukaTop 10CTHKEHUS

YHuBepcaabHbIe

YK-4 YK-4.1

Crniocoben OCYLIECTBIISATh JenoByr0 | OCylIecTBISIET  ACJIOBYH0  KOMMYHHUKAIIMIO

KOMMYHHUKAIIMI0O B YCTHOM M THCHMEHHOH | BYCTHOH W  TNUCBbMEHHOM  ¢opmax Ha

dopmMax  Ha  TOCYJAapCTBEHHOM  SI3BIKE | TOCYAapCTBEHHOM A3bIKE Poccuiickoit

Poccuiickoit denepanuun u uHoctpanHoMm(bix) | Depepanuu

sI3pIKe(ax)

1.4. Dranbl dopmMupoBaHMsT KOMIETEHUHH M CpeACTBA OllEHUBAHUSA
YPOBHS UX ¢)OPMHUPOBAHHOCTH

N KoHTpo/IbHO-0LIeHOYHBIE

Jranbl popmupoBaHusa komnereHuuil | Komnerenuun

cpeacTBa / crnocod oleHUBAHUA
Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTyrieHne Ha NOpakTUYECKUX
HOpPMAaTHBHBIE OCHOBBI 3aHATUAX, YCTHBINA ONPOC
JIOKYMEHTallHOHHOT O o0ecrnieueHus
yIpaBJIECHUS
Tema 2. Crangaptuzanusa nponecca | YK-4 BricTymieHne Ha NpakTHUYECKUX
JIOKYMEHTHUPOBaHUS 3aHATHUSAX, YCTHBINA ONpOC
Tema 3. Cucrema opranuzanuosHo- | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
pacnopsAMTEIbHON JOKYMEHTAlUU 3aHITHUSX, YCTHBIN OMPOC
Tema 4. Opranunzanus | YK-4 BeIcTymuieHME Ha IIPAKTUYECKHUX
JIOKYMEHT0000poTa  00pa3oBaTelbHON 3aHATHUSX, YCTHBIN OMPOC




OpraHu3aluu
Texymas arrecranus YK-4 KoHnTtponbHas padota

IIpomeskyTOUHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokasarejueil GopMupoBaHUs KOMIIETEHIU
Koa komMneTreHun Pe3yabTarhl cHhOpMHUPOBAHHOCTH

YK-4 3Haer: OpraHU3aINIO JIOKyMEHTO000pOTa o0OpasoBaTenbHOI
OpraHu3aIly; CBOMCTBA, (YHKUUU M MPU3HAKH JOKYMEHTA; CIIOCOOBI U
CpeICcTBa JOKYMEHTHPOBAHUSA, KJIACCH(PUKAIUIO BUAOB JOKYMEHTOB;
CTPYKTYpPY TOKYMEHTOB U HOPMAaTHUBHBIC TPEOOBAHMS K UX COCTABIICHHIO
1 0(OPMIICHHUIO.

YMmeer: cocTaBisATh U 0GOPMIIATH AOKYMEHTHI, (DYHKIIHOHUPYIOIIUE B
JIOKYMEHT0000pOTEe 00pa30BaTeIbHON OpPTraHMU3allui, B COOTBETCTBUH C
YCTaHOBIICHHBIMH  TpeOOBaHUSIMH, B TOM  4YHCJIE  HCIOJNb3YS
nH(GOPMaLIMOHHbIE TEXHOJIOTHH.

Bnaneer HaBbIKamH: cOCTaBiIeHHS W O(OPMIICHHS DPA3IUYHBIX BUIOB
JOKYMEHTOB TPaJAULMOHHBIM CIIOCOOOM U B DJJIEKTPOHHOM BHJIE,
HaBBIKAMH JICIOBBIX KOMMYHUKALMI B YCTHOW U MUCHbMEHHOM (popme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepuu oOuUeHUBAHMS KOMIIETEHUMH Ha Pa3HbIX IJITanax HX
GopmupoBanus

KoaunuecTBo
Bua yuyeOHoii padboThI 0a/L10B
0P0 390

BrinonHenue u 3amura npakTHYecKux padot 40 45
KonrponsHas pabora 15 15
KoHTpoinb camocTosTenbHOM paboThI 20 20
VYcTHBI 3aueT 25 20
Bcero 100

HakonureabHaa cucreMa oueHuBanus no 100-0a1inH0M HIKAJIe

YeroipexdaiibHaA Cucrema
100-6annbHas | BykBenHas mkaJja, cooTBeTcTBYyIomas 100-
cHCcTEeMa OLleHHBAHUSA OLIEHUBAHUSA

mKaJia 0a/JILHOM 1IKaJe
JK3aMcHa 3a4yeTa

OTnnuHO 90-100 A — OTJIMYHO — TEOPETUUYECKOE COACPKAHIE
Kypca 0CBOEHO IIOJIHOCTBIO, 0e3 po0enos;
HEOOXOAUMBbIE MPAKTHYECKNE HAaBBIKU pabOThI
C OCBOCHHBIM MaTepHaIOM C(OPMHUPOBAHbI;
BCE IIPEAYCMOTPEHHBIE IPOTrPaMMO
00y4eHust yueOHbIe 3aaHKsI BBITIOJTHEHBI,
Ka4eCTBO MX BBIITOJHEHHS OLICHEHO YHCIIOM
6a11510B, OJIM3KUM K MaKCUMaJIbHOMY 3auteHo
Xopoo 83-89 B — oueHb XOpOILIO — TEOPETHUUECKOE
coJiepkaHne Kypca OCBOCHO MOJHOCTBIO, 0€3
po0eIoB; HeOOXOIUMBIEC TPAKTHICCKIE
HaBBIKH Pa0OTHI C OCBOEHHBIM MAaTEPHAJIOM B
OCHOBHOM C()OPMHUPOBAHEI; BCE
MpeyCMOTPEHHbIE IPOrpaMMO 00yUeHHs
yueOHbIEe 3a]JaHUsl BBINOJIHEHBI, KAYECTBO




BBIIIOJIHCHUA 6OJ'H)IIII/IHCTBa U3 HUX OLICHCHO
YHCIIOM 0aJJIOB, OJU3KUM K MAKCHMAIBHOMY

Xopor1o

75-82

C — XOpO11I0 — TEOPEeTUUECKOe COEPIKaHUE
Kypca OCBOEHO TIOJIHOCTBIO; HEKOTOPBIE
MPaKTHYECKNE HAaBBIKK pabOThl C 0CBOEHHBIM
MartepranoM cHOpPMHPOBAHBI HEAOCTATOYHO;
BCE TIPEIYCMOTPEHHBIE IIPOrPaMMON
o0ydeHMs yueOHbIE 3aJaHNs BHITOTHEHEI,
KAueCTBO BBIIOJIHEHUS HU OZHOTO U3 HUX HE
OLICHEHO MUHHMAaJILHBIM YHCIJIOM 0aJlIoB,
HEKOTOpPbIE BU/bI 331aHUI1 BEITIOJIHEHBI C
omuroOKamMu

Y 10BIIETBOPUTENBHO

63-74

D — ya0BIETBOPUTENIBHO — TEOPETUUECKOE
coJIepKaHue Kypca OCBOCHO YaCTHYHO, HO
poOesTbl He HOCST CYIECTBEHHOTO
Xapakrepa; He0OXOJMbIE IIPAKTUIECKHE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM c(pOpMHUPOBaHBI; OONBITNHCTBO
[PEyCMOTPEHHBIX MPOrPaMMOii 00yUeHuUs
yueOHBIX 33/IaHH BBIIIOJIHEHO, HEKOTOPBIC 13
BBIMTOJHEHHBIX 3aJIJaHUH COJIEPIKAT OMIHMOKH

VY 10BNE€TBOPUTEITHHO

50-62

E — nocpencTBeHHO — TeOpeTHYECKOe
CoJIepKaHue Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE MPAKTUYECKUE HABBIKH PabOThI HE
c(hOpMHPOBAHBI, MHOTHE IPEAYCMOTPEHHBIC
y4eOHOI mporpaMmoii 00y4eHus yueOHbIe
3aJIaHMsI HE BBITIOJHEHBI JIMOO Ka4eCTBO
BBIITOJIHCHHBIX HEKOTOPBIX M3 HUX OIICHCHO
YUCIIOM 0aJUIOB, OJIM3KUM K MUHAMAJIEHOMY

HeynosneTBopurensHo

21-49

FX — Hey10BIETBOPUTENBHO — TEOPETHUECKOE
coJIepkKaHne Kypca OCBOCHO YaCTHYHO;
HEoOX0ANMBIE MTPAKTHYECKNE HAaBBIKN PabOThI
C OCBOCHHBIM MaTEpHaIOM HE
c(hOpMHUPOBAHEL;, OOIBITHHCTBO
MIPEeIyCMOTPEHHBIX YI€OHOH MporpaMMoit
00ydeHHs yueOHBIX 3aIlaHIH HE BBITIOIHEHO
100 KAYeCTBO MX BBLIMOJIHEHUS OLICHCHO
YHCIIOM 0aJlJIOB, OJIM3KUM K MUHUMAJIbHOMY)
MIPY JIOTIOJHUTEIBHO CaMOCTOSATENBHOM
paboTe HaJl MaTepUaIOM Kypca BO3MOXKHO
MOBBIIIIEHNE KAYeCTBA BHITOJIHEHUS yUeOHBIX
3aJJaHuH

HeynosnerBopurensHo

0-20

F — HeyioBIIETBOPUTENBHO — TEOPETHIECKOE
coJiepkaHne Kypca He OCBOCHO;
HEeo0XO0IMMbIE IIPAKTHYECKUE HABBIKH PaOOThI
He c)OpMUPOBAHEL; BCE BBIOJIHCHHBIC
y4eOHbIe 3aJaHus COAepKAT TPyObIe OMHOKY;
JOTIOJTHUTENbHAs CaMOCTOsATeNbHas paboTa
HaJ| MaTepHaoM Kypca He IIPUBEJeT K
KaKOMy-J'II/I6O 3HAYMMOMY IOBBINICHHUIO
Ka4yCCTBA BBINNOJIHCHUSA y‘-Ie6HI)IX 3al[aHPII7[

He 3auteno

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OueHoYHBbIE CPEACTBA TEKYIEr0 KOHTPOJIA (TUIIOBBIE)

BomnpocsI 1151 yCTHOTO onpoca:

1. [aiite onpeneneHue MOHATHS «JTIOKYMEHT.




2. Packpoiite nousarue «JJOY». HazoBute mpodeccronanbuble TEPMUHBI U
orpezieNieHus B 00J1acTH AETONPOU3BOJICTBA.

3. HazoBute u packpoiiTe GyHKIIUN JOKYMEHTOB.

4. Kakne OCHOBHBIE 3aKOHBI B 00JJACTH OpraHU3aLMM AEJIONPOU3BOACTBA BbI
3Haete? HaszoBuTe comepkaHue makeTa OOS3aTENBHBIX 3aKOHOAATCIBHBIX W
HOPMAaTHUBHBIX JOKYMEHTOB B obsactu JIOVY.

5. HazoBure mpaBuia  yTBEPXKICHUA JIOKYMEHTOB. TpeOoBaHus H
odopmIiICHHE.

6. Kakne pekBH3UTBHI SBISIIOTCS «HOPUAUYECKHA 3HAYMMbIMKU»? [lpaBuna ux
opopmieHus. YTo BKIIOUAET B ce€0sl MOHITHE «IIPABOBas OXpaHa JOKYMEHTOB»?

7. IlpuBeguTe mpuMepbl JOKYMEHTOB, KOTOPBIE MOJIEKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS nedath. Kak opopMIIsitoTCs mepeyHu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBHH C KOTOPHIM OQOPMISIOT PEKBU3UTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeleHHe 1 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBU3HTHI.

9. HazoBute pexkBu3uThl 00miero Onmanka W Omanka mis mucbkMa. [lpaBumia
obopmienus. Kakume Buumbl OmaHKoB BbI 3Haere? B dyem ocoOeHHOCTH OJlaHKa
JOJKHOCTHOTO Jinua’?

10. CornmacoBanue u BusupoBanue. HazoBure BUIBI U CPOKM COTJIACOBAHMS, U
BU3UPOBAHUE IOKYMEHTOB.

11. Pacckaxkute 0 medarssx W IITaMmmnax NpeaupusaTHid u opranuszanui. Ha
KaKuX JOKyMeHTax craBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCIIOJIb30BaHUIO repOoBOi nevatu?

12. PackpoiiTe coaep:kaHWE TMOHATUS «yNpaBieHue». Ha3zoBUTE CHCTEMBI
JOKYMEHTOB YyrpaBieHus. Packpoiite nonstue «OP[l». Kakue rpynmsl U BHABI
JTOKYMEHTOB BxoasT B OP/[?

13. Pacckaxutre 00 OCOOCHHOCTSIX 3JEKTPOHHOTO JIOKYMEHTA, 3JIEKTPOHHOU
NEPENUCKU U TPEOOBAHUSX, IPEIbIBISIEMbIX K HEH.

14. B uem ocobennoctu Omanka i muchMma? Ha3oBute pekBU3HWTHI OaHKa
JUISl IACbMA M PEKBU3HTHI CIIYKEOHOTO MUChMa.

15. Yro pernaMeHTHpPYET TUIIOBAsi MHCTPYKLMS 1O AeIonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPTaHU3aMOHHBIM JJOKYMEHTaM U HA30BUTE UX BUBIL.

16. HazoButre BuAbl HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, JaiiTe
XapaKTEPUCTUKY KaxaoMy BuAy. [IpuBenuTe n3BecTHbIC BaM BU/Ibl PETUCTPALUU.

17. JaliTe  XapakTEpUCTUKY YYpPEOUTEIbHBIM JOKYMEHTAM M  YCTaBYy
npennpustug. Kakue BUibl yCTaBOB Bbl 3HAaeTE?

18. Jalite  xapakrepuctuky JAoKymeHTy «llomoxkeHue» W HaA30BUTE
CTPYKTYpPHBIE YaCTH TEKCTa JOKYMEHTA U €r0 COACP/KAHUS.

19. Jaiite xapaktepucTtuky 1okyMeHTy « HcTpykuus». [IpuBenure npumepsl.
JIoKHOCTHAst MHCTPYKIMS, CTPYKTypa Tekcta. Opopmienue. O3HaKOMIICHHE.

20. IlItatHoe  pacnucanne OCOOCHHOCTH  COCTaBJIICHHS, O(OPMIICHHS.
TpebGoBaHUe K UCTIOIH30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. IIpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaaka u [lomoxenne o nepconane.

22. JlaiiTe XapaKTEPUCTUKY PACIIOPAIUTEIBHBIM JOKYMEHTAM.



23. HazoBuTe BUABI paCOPsIUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXKJI0T0.
HazoBuTe  CTpyKTypHblE 4YacTH TEKCTa  pacCHOPAIUTENbHBIX  JOKYMEHTOB,
odopMiieHHE TTPeamMOyJIbl U PACTIOPSTUTEITHHOM YACTH.

24. B ueM ocoOeHHOCTH ciy:keOHBIX muceM? HaszoBure BHIBI CITyKeOHBIX
nuceM. Kakue TpeGoBaHUs MPEIBABISIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoBute mpaBwia oQopMIIeHHS  pEKBU3UTa  «aapecar». Bunubl
aJIpeCcOBaHMSL.

26. UTo BXOAUT B IOHATHE IIPOBEACHNUE IKCIIEPTU3HI IEHHOCTH TOKYMEHTa»?

27. PackpoiiTe MOHATUSA «IOKYMEHTOOOOPOT», <«JIOKYMEHTONOTOKW». [laiiTe
XapaKTePUCTUKY KaXKJIOMY BHJY JIOKYMEHTOIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum o6pazom onpenensercs JOKyMEHTOOO0OPOT NpepusiThs?

28. Homenkiarypa aen. 3nauenue. CocraBieHue. Buabl HOMEHKIATYPBI.

29. l[logroToBka JOKYMEHTOB K cJady€ B BEIOMCTBEHHbIM apxuB. Cnaya
JOKYMEHTOB B apXuB opraHuzanuu. Onucu JOKYMEHTOB, HAXOASIIMXCA B JIEJE.
®dopma u cosiepkaHue akTa 00 YHUUYTOXKEHUU JOKYMEHTOB U JIEN.

30. Kakue 1oKyMeHThI He nojjiexar peructpaunu’? Kak v 3aueM BeleTCs yueT
TaKuX MOCTYIUICHHI?

31. PacckaxkuTe O BHAAX BXOASAUIUX, UCXOISAIIMX BHYTPEHHUX JIOKYMEHTaX.
HNoxymenToB. IlpuBenutre Gopmbl >KypHaATIBbHON peructpanuu. Pacckaxure o
peructpanuu ¢ noMoinbo PKK n aBTomatuznpoBaHHOM.

32. Yro BKiIIOYAET B ceOst MOHATHE «(OPMUPOBAHUSD» U «OPOPMIICHUS» Aen?
HazoBute npuszHaku opopmiieHus: 00JI0XKKHU Al

33. Cpoku XpaHEHMsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauuMmocTu. HazoBure
HOPMAaTUBHBIA TOKYMEHT, 10 KOTOPOMY OIPENEISIOT CPOKU XPAHEHUS.

34. Yto BKIIIOYAET B CeOsl TOHITHE «IOATOTOBKA JIOKYMEHTOB K apXUBHOMY
xpaHeHuo»? OyHKIKH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl AJ1s1 NpOBeeHUA KOHTPOJIBbHOM PadoThI:
1. IIpaBuibHas NMOCIEA0BATEJIbHOCTh HANMMCAHHUSA JJIEMEHTOB IOYTOBOIO
aJpeca Ha MOYTOBBIX OTIPABJICHUAX:
®)TOYTOBBIN UHJICKC;

©) HaMMEHOBAHUE aIpecarTa;

®) HOMEP KBapTHUPHI;

Q) Ha3BaHUE HACEJICHHOT'O MTyHKTa;

&) Ha3BaHUE 00J1aCTH, Kpas, peCIyOInKH;
%) CTpaHa;

®) HOMEp JI0Ma;

&) HAa3BaHUE YJIULIBI.

2. YunpuuupoBaHHAs CHCTEMA JOKYMEHTALMU — ITO:

®)CcucTeMa JIOKYMEHTAIlUW, CO3/IaHHAsl TI0 €UHBIM IpaBUjIaM U TPEeOOBAHUSM,
conepxaniasi nH(GopMaIuoo, He0OXOIUMYIO JJIs YIIPABICHUS B ONPEACIICHHON cdepe
NEeSTENHHOCTH;



©) yHU(GUIUPOBAHHBIE (POPMBI JTOKYMEHTOB, CHCTEMAaTU3UPOBAHHBIE IIO
GYHKIUAM yIIpaBICHUS;

®) COBOKYIIHOCTh  JOKYMEHTOB, YCTAHOBJECHHBIX B COOTBETCTBUH C
pelIaeMbIMU TOKyMEHTaMHU;

) COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHasi €IMHOOOpa3HBIMH MPaBHIAMHU
odopmIICHUS.

3. BO3MOKHOCTh HCIOJIb30BAaHHMS (PaKCHMHJIE KAK COOCTBEHHOM NMOINMCH
perjiaMeHTHPYeTCs:

®)TpaXJIaHCKUM KojeKkcoM PD;

) MpaBUIaMU JIETIONIPOU3BOJICTBA B benepanbHbIX opraHax

UCIIOJIHUTENLHOMN BIACTH;

¢) I'OCT P 7.0.97-2016.

4. Kakomy By 0JIaHKOB COOTBETCTBYET JaAHHbII HAOOP PEKBU3UTOB?

@)['ocynapcrBennsiii  repd Poccuiickoit  ®enepanuu, repd cyObekTa
Poccuiickoii  ®eneparnuu, sSMOnema OpraHu3alii, TOBapHBIA 3HAK  (3HAK
oOcmykuBaHUs), 1aTa, HOMEP, MECTO COCTABIICHUS WU U3IaHUS;

©) OJIaHK MTHUCHhMa;
®) oOmmii OJ1aHK;
d) 0JIaHK KOHKPETHOTO BHJIa IOKYMEHTA.

5. Ilopsiiok HANMUCAHUS MOYTOBOIO a/ipeca YCTAHOBJIEH:

@)B [IpaBmiax aemonpon3BoACTBa B (heepaIbHBIX OpraHaxX HMCIIOTHUTCIBHON
BJIACTH;

o) B ['OCT P 7.0.97-2016;

™) B [IpaBunax okasaHwusl yCIyT MOYTOBOM CBSI3H.

6. PeKBH3UT «BH32» MOKET BKJIIOYATH:

®)JI0JDKHOCTh  BH3UPYIOIIETO, €ro TMOJIUCH, pacim@poBKy (MHUIUATBI |
dbaMuns) U 1arty;

©) noanuck, pacmudpoBky (. U. O.), naty;

™) JOJHKHOCTB, MOAMKCH aTy;

@) JIOJHKHOCTB, MOANHKCH, paciudpoBky noanucu (. U. O.).
7. I'ep6oBas neyaTh NPOCTABJSAETCS HA MUCbMAX:
®)PEKIaMHBIX;

o) HallOMUHAHUSX;

®) IpUTJalIeHUX;

@) rapaHTUUHBIX;

&) MHGOPMAITMOHHBIX.

8. Teker [OKYMEHTOB COCTAaBJSIOT HAa TOCYAAPCTBEHHOM  fI3bIKe
Poccmiickoit @Degepanyu WM Ha TOCYJAPCTBEHHBIX HA3BIKAX CYOBEKTOB
Poccuiickoit @enepanuu B COOTBETCTBHH C:

@)TpaBuia JEeJIONPOU3BOJACTBA B (efepalbHbIX OpraHax HCIOTHUTEIbHON
BJIACTH;

©) 3aKoHOJIaTeILCTBOM Poccuiickoit deneparnuu u cyobekToB Poccuiickoit
denepannu;
®) Ircoy;

d) TUMOBOM MHCTPYKLIHEHN MO AETONPOU3ZBOJICTBY.



9. Ilesqb10 CTAHAAPTU3ALUM TOKYMEHTOB SBJISIETCH:
®)IOpUINYECKOE 3aKPEIJICHUE PE3yJIbTaTOB YHU(DUKAIINN TOKYMEHTOB;

9) pa3paboTKka HOMEHKIIATypy Jie;

®) CUCTEMaTHU3ALMS TOKYMEHTOB B OpraHu3aliy;
@) o0ecrieyeHne COXpaHHOCTH IOKYMEHTOB;

&) 3amuTa KOHOUACHIINATLHOCTH HH(POpMALIIH.

10. VYkaxkute BapuAaHT OTBETOB, B KOTOPOM NPaBWJIbLHO HA3BaHbI
PEKBHM3HMTHI OJIAaHKA MUCbMA:

@)(repb, »MmOnema), KOJA OpraHu3aly, HAUMEHOBAHUS OpraHU3alluu,
CIIpaBOYHBIE JaHHbIE OO0 oOpraHu3anuu, Kkoja ¢GOpMbl JOKYMEHTa, MECTO JUIs
IPOCTABJIEHUS JaThl JOKYMEHTa, MECTO [UJIsi MPOCTABICHUS] PETUCTPAIMOHHOIO
HOMEpA TOKyMEHTA, CChIJIKa HA HOMEP U JaTy BXOSIIETO TOKYMEHTA;

o) (rep06, amMOemMa), HAMMEHOBAHHUS OpPraHU3AIMH, KOJI OpraHU3alliM, JaTa
JIOKyMEHTa, MECTO JIJIsl POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa IOKYMEHTa, MECTO
U3JIaHUS TOKYMEHTA, CChIJIKa HA HOMED U J]aTy BXOSIIETO TOKYMEHTA;

®) (rep6, sMOnema), HaMMEHOBAaHMsI OPTAHHW3AIlMM, HAUMEHOBAHUS BHJIA
JOKyMEHTa, JaTa JTOKYMEHTOB, KOJ (DOPMBI JOKYMEHTa, MECTO ISl MPOCTABIICHUS
PErUCTPAIMOHHOTO HOMEpa JOKYMEHTa, CIpaBOYHbIC JIaHHbIE 00 OpraHu3aluy,
CCBhUIKA Ha HOMEp U JaTy BXOJSIIETO JOKYMEHTA;

d) (rep0, sMOnieMa), HAMMEHOBAHUS OpPraHU3alllK, CIIPABOYHBIE TaHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, MecTo qyist mpocTtaBieHus: JaThl IOKYMEHTA,
MECTO JJIsSl MPOCTABJICHUS] PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA, CChUIKAa Ha HOMED
U 71Ty BXOJIAIIETO JOKYMEHTa, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

11. K opranm3anmoHHbIM JOKYMEHTAM OTHOCSTCS:
®) TIPOTOKOJ;
lv) ycraB;

®) HHCTPYKIIHUS,
&) TOCTaHOBJIECHUE;
&) TOJIOXKEHHE.
12. K pekBM3MTAM NPUKA3a OTHOCATCSH:
@) ajapecar;
lv) HaMMEHOBAHUE OpTraHU3AlIUU;
®) HauMEHOBaHHUE BUJA TOKYMEHTA;
&) 3aroJIoBOK K TEKCTY, TEKCT;
&) rpud yTBEpKICHUS;
®) TMOJIKUCH.
13. AKTEI cO31a10TCH:
®) KOJUIETHAJIBHO;
lv) Ha OyiaHKax;
®) Ha COBCIIAHUH;
&) BBIIIECTOSIIEH OpraHU3alnei.
14. HopmaTMBHBIH aKT, HM31aBaeMblii JUPEKTOPOM 00pa30BaTeJbLHOM
OPraHM3aluU UM yYpPe:KIeHHus, ITO:
®) IIpUKa3z;
) TMOJIOXKEHUE;



®) pacHopsLKEHHUE;
&) pellieHueE.

15. Bo Bpemsi NpoM3BOACTBEHHOI0 COBCIIAHUSI Yy JAMPEKTOPAa CEKpeTaphb
3alMChIBAJ BBICTYILUICHUSI U TPUHATHE pemieHusi. Kakodl HOKyMeHT ciemyer
0()OpMHUTH 0 UTOTaM 3aceaHus?

@)IIpoTokon;

l9)  pelIeHue;

®)  PpaclopsLKEHHUE;

&)  NOPOTOKOJ, pEUIEHUE U PACIIOPSHKEHHUE;

&) 10 YCMOTPEHMIO HA4aJIbCTBA.

16. PexBu3uTaMu BHeLIHEN CIIPAaBKH SIBJISIETCS:

®)IIeuarh;

lv) TOANKUCH;

®@) HAUMEHOBAHME BUJIA JOKYMEHTA;

&) anpecar;

&) HauMEHOBAHUE OpraHU3allUH;

'9)CChUIKA HA AaTy PETUCTPAMOHHBIA HOMED.

17. ®akc oTiin4aeTcs OT MUCbMA M0 0(POPMJIICHHUIO TEM, YTO:

®)SBIII€TCA HE MOAJIMHHUKOM, a KOIUEW JOKYMEHTA;

19) COAEPKUT PsiJ TONOJHUTEIbHBIX PEKBU3UTOB;

®) TeyaTaeTcs Ha Tenedakce;

@) HE MOXET ObITh 3aBEPEH MEUYATHIO.

18. BoigesnTe M3 KaKUX pPa3iesioB COCTOMT TEKCT NMPHKA3a MO0 OCHOBHOM
AeSITeJIbHOCTH:

®)KOHCTaTUPYIOIIHNIA U PACTIOPSAIUTEIbHBIH;

9)  KOHCTaTUPYIOUIUI U MOCTAHOBIIAIOIIUI;

®)  KOHCTaTHUPYIOLIUW U MpeJiararoiiuii;

@)  OCHOBHOW M KOHCTAaTUPYIOIIUM.

19. Bbigeaure, B KAaKOM W3 BHJAOB [JOKYMEHTOB He MPOCTABJAITCS
PEKBU3UT HAUMEHOBAHMS BH/Ia JOKYMEHTA.

®)3asBJICHUE;

)  CiyX)eOHO€ MUCHMO;

@)  JOKJIaJHas 3aIllCKa;

&)  JOJKHOCTHASI HHCTPYKIIMSL.

20. Pacnpegequre YyKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) OpraHM3aluoHHbIE, 0) pacnopsiAMTEIbHbIE, B) HH(POPMAIlHOHHO-CIIPABOYHbBIE.

1. Pesrome.

. JomKkHOCTHAast MHCTPYKLIUS.

. PacniopsikeHue qupekropa.

. CBoJKA.

. I[locTaHOBINIEHME KOJIETHH.

. MHCTpYyKIIKA 110 AETONPOU3BOJICTBY.
. CnipaBka ¢ MecTa paboThI.

. [Ipuka3 o mpueme Ha paboTy.

. llltaTHOE pacniucanue.
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10. TpynoBoii 10roBop.

11. IlpurnanieHue Ha BHICTABKY.

12. PernameHT.

21. Komuccuss mo pacciieloBaHMI0 MOKapa, TMPOU30LIEAIIero B
00pa30BaTEJIbHOM YUYPeKIeHUH, YCTAHOBIWIHN Psij GaKTOB, KOTOPbIE MOCTYKHUIH
NPUYMHON Mmoxkapa. Kakoil JOKYMEHT J0JI2KHA COCTABUTHL KOMUCCHSA ?

@) AKT;

l9)  CHpaBKy;

®)  JIOKJIaJIHYIO 3aIHUCKY;

&)  MHCTPYKIHIO O MPOTUBOIIOXKAPHOI 6€30MTaCHOCTH.

22.  JIoKyMeHT, aJIpeCOBAHHBIH  PYKOBOJIMTEJIIO OpPraHu3aIuu,
coaepkaMi  00CTOATEIbLCTBEHHOEC M3JI0KEHHEe KAaKoro-imdo Bompoca ¢
BbIBOIAMH U NPEIJIOKEHNUSIMH COCTABJICHHS, HA3bIBACTCH:

®)aKT;

lv)  TpeacTaBiICHUE;

®)  JOKJIaJHas 3aIllCKa;

&) OpenoXeHue.

23. JaToi ciaykeOHOro muchbMa siBJISETCS AaTa:

®)COCTaBJICHHUS;

l9)  OTHpaBIEHUS;

@)  TOANHCAHUS,

&) TOJIy4YeHHUS.

24. CnucoK NMPHUCYTCTBYIOIIMX HA 3acedaHuu odopmiisieTcsi OTAEJIbHO H
NPUJIAraeTcs K MPOTOKOJY, €CJIH TAKOBbIX:

@)06ouee 15;

o) OGomee 10;

m)  Oonee 25.

25. Odopmienne o00JOKKH Jejia IS MNOCAEAYHIIEro XpaHEHUs
ompeessieTcs:

®)CTaHAapTOM;

l9)  MHCTPYKLHMEN MO JEIONPOU3BOACTBY;

®)  pacHopsKEHUEM PYKOBOJUTEIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA IPOXOAUT B Jrama:

®)4eThIPE;

) TpH;

™)  7Ba.

27. HomeHnkatypa jaes (padouuii 3K3eMILISIP) NMOMEIAIOT HA:

@)CTOJIe, TI0]T CTEKIIOM;

lo)  aBepiie mkada c JTOKYMEHTaMH;

®)  BHYTPEHHEH CTOpOHE NBEpIlbl mKada ¢ JOKYMEHTAMH.

28. Bce aucTBI JAesia NMPH MNOATOTOBKE HMX K IMepegadye B AapXuB
HYMEPYIOTCSH:

®)4EepHBIM TpaUTHBIM KapaHJaIIoM;

l9)  YEepHBIMHU YEPHUIIAMU;

¢@)  KpacHbIM KapaHAAIIOM.




29. Bxoasinmue J0KYMEHTbI PerHCTPUPYIOTCH:

®)I10CJIE O3HAKOMJICHUS C HUMH PYKOBOJIUTEIIS;

l9) B IEPBOI MOJOBUHE JIHS MMOTYYEHUS;

¢@) 70 03HAKOMIJIEHHSI C HUMH PyKOBOJMTEIIS.

30. Kaxxnasi oOpasoBare/ibHasi OpraHu3anusi 0013aHa UMETh:

®)CBO/JIHYI0O HOMEHKJIATYPY;

9)  UHAUBUIYAJIBbHYIO HOMEHKIIATYPY;

®@)  TUIOBYIO HOMEHKJATYpYy.

31. 3a CKOJIBKO AHEH A0 MCIOJHEHHUS NPOBOAAT NpeaynpeauTe bHbII
KOHTPOJIb?

®)/1Ba;

lv)  omuH;

™)  TpHu.

32. PaznenuresIAMHU B CIPABOYHOM KAPTOTEKeE CJIYKAT:

@)Ha3BaHUs CTPYKTYPHBIX NOJIpa3iesiCHUl;

l9)  HaAIpPABJICHHS NCATEILHOCTH MPEIPUSITHUS;

®)  JIHU HeJIeJd, MecsIa.

33. Ha ucxoasimeM J0OKyMEHTe PEKBU3UT «1aTa» CTABUTCH:

®)COCTaBUTEJIEM JOKYMEHTA;

l9)  OpH pEerucTpaluy;

¢@)  TocCJe MOANUCAHUS PYKOBOJIUTEIEM.

34. Ecqiu B feJie coaepKaTcs I0KYMEHTbI Pa3JIM4HON LEHHOCTH, TO CPOK
XpPaHeHHsl YCTAHABJIMBAETCH:

® ) 0O0JIBIIIHIA;

lv)  MEHBIIUH;

®)  CpEeIHMUil.

3amaHus 11 CAaMOCTOATEIbHOI PadoThI

3aganme 1. OdbopmMuTh BCE OTMETKH, KOTOPHIE CTaBAT Ha JIOKYMEHTE B
cootBerctBuM ¢ ['OCT P 7.0.97-2016. VYkaxute MeCTOPACIOIONKEHUS 3OTUX
PEKBHU3UTOB Ha OyaHke popmara A4.

3amanue 2. 300pa3ute cxeMaTuuecku KiiacCU(pUKAIUIO TOKYMEHTOB.

3apanme 3. Beimummure Ha auct (opmata A4 Bce mpaBwia o(QOpMIIECHHS
TEeKCTa JIOKYMEHTa: HMHTepBajibl, WPUPTHI U T. A. B coorBerctBUUM ¢ ['OCT P
7.0.972016.

3ananme 4. CoctaBuTh U OGOPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYAOBOM IHUCUUIUIMHBI paOOTHUKOM. Bce peKkBU3UTHI U AJIEMEHTHI TEKCTa 100aBUTH
camocrosTenpHo. HamucaTh OOBSICHUTENBHYIO 3alMCKy OT HMEHH pabOTHHKA,
HapyLIUTENS TPYAOBON JUCLHUIUIMHBIL.

3aganme 5. Hanucarh 0TBETHOE MUCHMO-0J1aroAapHOCTh Ha TO3/IpaBIlICHUE.

2.2. OnleHOYHBbIE CPEACTBA JJIS1 IPOMEKYTOYHOM aTTecTAlMHU (32a4€T)

Bonpocs! 1151 NpoBeAeHUs 3a4yera:
1. IToHsATHE «IOKYMEHT» U €ro (yHKLHH.



2. Knaccudukarus 10KyMEHTOB.

3. CyImHOCTh M OCHOBHOE HAa3HAYCHHE JTOKYMEHTAIIMOHHOTO OO0ECIeYeHUS
NEeATENbHOCTH Te/1arora.

4. CucreMbl TOKYMEHTaLUH.

5. 3akoHOmaTenbHAs ¥ HOPMATHBHO-METOIUYECKas 0a3a TOKyMEHTAIMOHHOTO
oOecreyeHus: yIpaBJICHHUS.

6. ®opmyJisip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus kK 0hOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus K O1aHKaM JOKYMEHTOB.

10. Cuctema 10KyMEHTallMU B 00pa30BaTeIbHON OpraHU3al|H.

11. Opranuzainuonsbsie JoOKyMeHThl cuctembl OPJI. OOmias xapakTepucTuka u
Ha3HAaYeHHE JOKYMEHTOB.

12. Pacniopsiautenbhbie 1okyMeHThl cucteMbl OPJ]. OOmmas xapakTepucTuka u
Ha3HAYE€HUE JOKYMEHTOB.

13. UadopmarmonHo-cripaBounble  JOoKyMeHTHl cuctembl OPJI.  OGmias
XapaKTepUCTUKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe NUCbMO KaKk OCHOBHOW BUJ| IEPENTUCKH.

15. bnanku nns nucem. @opMysp AEIOBOTO MUCHMA.

16. OcobenHocT OPUITMATBEHO-AEIOBOTO CTUIISI COCTABIICHHS TEKCTA JCJIOBOTO
nMchbMma.

17. Bunsl CIIY’)KEOHBIX  TIHCEM, COCTAaBIIAIOIINE OCHOBY  [I€JIOBOM
KOPPECIOHACHITUH.

18. DnekTpoHHas nepenucka. IIEKTPOHHBIN JOKYMEHT.

19. Opranuzanus JOKyMEHTOO00pOTa 00pa3z0BaTEIHLHOM OpraHu3aIiu.

20. ®opMbl OpraHmzanMu paboThl € JOKYMEHTaMmH. J[OKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. [Mopsimok 06pabOTKM BXOASIIMX JOKYMEHTOB. Perucrpaiust JOKyMEHTOB.

22. llopsimok 06pabOTKH UCXOMAIINX TOKYMEHTOB.

23. [lopsiaok paboThl C BHYTPEHHUMH IOKYMEHTaMHU.

24. HomenkJiatypa Jel.

25. ®opMUpOBAHUE, odopmiieHHE, XpaHEHUE  JIe1 B TEKyUIEM
JIEJIOMIPOU3BOICTBE.

26. YHudukanus J0KyMEHTOB.

27. CrangapTusanus JOKYMEHTOB.

28. Hymepartiuss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. lUlpudTsl, Kernu U mossi, NpuMeHsieMbie TPU 0POPMIICHUHU TOKYMEHTOB.

30. Pestome, aBToOMOrpadus, XxapakTepucTHUKa: MOHATHE, HA3HAYEHUE, COCTAB
PEKBU3UTOB.

31. 3asgBieHue: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

32. CnyxeOHasl 3alMCKa: MIOHATHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.

33. OObpsIcHUTEIbHAS 3alIMCKa: IOHATHE, HA3HAUYCHHE, COCTaB PEKBU3HUTOB.

34. JloxnaaHas 3aMKCKa: MOHATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: IOHATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: TOHATHE, HA3HAYCHUE, COCTAB PEKBU3UTOB.



37. Ilpuka3s, pacriopspKeHHE: IOHATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

38. IIpuka3 no IMYHOMY COCTaBY: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, noyiokeHue: MOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

40. TommKHOCTHASI MHCTPYKLMS: TIOHSITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

41. UuCcTpyKIIMsST 1O  AEJNONPOU3BOACTBY: TOHATHE, HA3HA4YEHUE, COCTAB
PEKBU3UTOB.

42. IIpaBuna: MoHsATHE, HA3HAYEHNE, COCTAB PEKBU3UTOB.

43. KOoJIJIEeKTUBHBIN JOTOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. OcoOeHHOCTH COCTABJIEHUS TEKCTA MPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJIECHUS TEKCTA MPUKA3a.

46. PexBusuthbl repd, sMOeMa, TOBApHBIM 3HAK (3HAK OOCIIY>KWBaHUs), KO
(bOpMBI TOKYMEHTA.

47. PekBU3UT HAMMEHOBAHUE OpraHW3alMyd, HAWUMEHOBAHUE CTPYKTYPHOTO
NOJIpa3/IeJIeHUs, HAMMEHOBAHUE JOJDKHOCTH JIULA.

48. PexBU3UT cripaBOYHBIC JJAHHBIE 00 OpraHU3alIUU.

49. PexkBU3UT HAHMEHOBAHUE BUA JOKYMEHTA.

50. PexBu3uT naTa JOKyMEHTA.

51. PexBU3UT perucTpalilmoOHHbI HOMEP JOKYMEHTA.

52. PEeKBU3UT CCBUIKA HA PETHCTPALMOHHBIM HOMEP M ATy NOCTYIMBLIETO
JIOKYMEHTA.

53. PexBU3UT MECTO cOCTaBJICHUS (M3/1aHMs) TOKYMEHTA.

54. PekBu3UT rpud orpaHUYEHUs T1OCTYyNA K JOKYMEHTY.

55. PexBusur azpecar.

56. PexkBu3uT rpud yTBep>KIACHUS JOKYMEHTA.

S’7. PEKBU3UT 3arojOBOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PekBU3UT OTMETKA O MPUIIOKEHUU.

60. PexBu3ut rpud coriacoBaHus TOKyYMEHTA.

61. PexBu3ur Bu3a.

62. PEeKBU3UT MOKUChH.

63. PekBU3UT OTMETKA 00 3JIEKTPOHHOW MOAMKCH.

64. PekBU3UT neyaTs.

65. PekBU3UT OTMETKA 00 UCTIOTHUTEIIE.

66. PekBU3NUT OTMETKA O 3aBEPEHUM KOIHH.

67. PEKBU3UT OTMETKA O MOCTYIUIEHUH TOKYMEHTA.

68. PexBU3UT pe3oonusi.

69. PekBU3UT OTMETKA O KOHTPOJIE.

70. PEKBU3UT OTMETKA O HAIIPaBJICHUH IOKYMEHTA B JEJO0.



