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1. HACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHECHUA

®onn  onenouyHsix cpeacts (GOC) — HeorbemiieMas dacTb pabouei
POrpamMMbl TUCHUIUTUHBI «J{0KyMEHTOOOOPOT B OpraHU3allin» U MpeAHa3HayeH IS
KOHTPOJII M OILIGHKM OOpa30oBaTeNbHBIX JOCTHXKEHUU CTYIEHTOB, OCBOMBIIHMX
IporpamMmy TUCHUTLTUHBI.

1.2. Hean u 3aga4u GoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYaroOIIErocs
tpeboBanusim  OI'OC  BO  OakanmaBpuar 1O  HalpaBICHUIO  TOATOTOBKH
39.03.02 CounanbHasi  paboTa,  yTBEPXKIAEHHOrO  MpHKa3oM  MUHHCTEpCTBA
oOpazoBanus u Hayku Poccuiickoit ®enepanuu ot 05 peBpans 2018 r. Ne 76
(c u3MeHeHUsAMH U JononHeHusMu) U IIpodeccuoHanbHbIM  cTaHIapTaM
«CrenuanucT 1no couuanbHON paborey», yrBepxkaeHHbIM [Ipukazom MunucrtepcTBa
Tpyda W comuanbHOM 3ammThl Poccuiickoit ®eneparuu  «O0  yTBepkKIACHUU
npodeccuonansHoro crangapta» ot 18 utonst 2020 r. Ne 3511; «Cnenupanuct oprana
OIEKM W IIONEYHUTEIBCTBA B OTHOLIEHUM HECOBEPIICHHOJIETHUX», YTBEPXKIACHHBIN
nprkasoM MuHHCTEpPCTBA Tpyla U COUMAIBHOM 3ammThl Poccuiickon deneparuu
or 06 centsOps 2023 r. Ne 691n; «Cnenumamucr 1o paboTe C  cemMbeiy,
YTBEPXKIAEHHBIN NMPUKa30M MUHUCTEPCTBA TPyAa U COUUAIBHON 3auThl Poccuiickon
®enepauuu ot 14 centsiopsa 2023 r. Ne 717H.

1.3. Ilepeyenbr kKommereHuMH, (GopMHUpPYEeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHON NPOrPaMMBbI

[Ipouiecc ocBoeHUsI AUCHUIUIMHBI HAaNpaBieH Ha (OPMHUPOBAHUE CIEAYIOLIUX
KOMITETEHIIMH ¥ MHIMKATOPOB MX JOCTHIKEHHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHUS

YHuBepcaabHbIe

YK-4 VK-4.1

Cnocoben OCYILIECTBIIATh nenoByto | OCylecTBiseT  JEJNOBYI0  KOMMYHHKAIIUIO

KOMMYHHUKAIIMI0 B YCTHOW M THMCHMEHHOH | B YyCTHOM M  mOHUCbMEHHOW  Qopmax  Ha

dhopmax Ha  TOCYIJAapCTBEHHOM  A3BIKE | TOCYIapCTBEHHOM SI3BIKE Poccuiickoii

Poccuiickoit denepaunn n nHOCTpaHHOM(BIX) | Penepanyu

A3bIKe(ax)

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

KoHTpo/ibHO-0LIeHOYHBbIE

Jranbl popMmupoBanus komnerenuuii | Komnerenuuu
cpeacTBa / cnocod olleHMBAHUS

Tema 1. Teoperuko-npaBoBeie U | YK-4 BeIcTymuieHre Ha NpPaKTUYECKHX
HOPMaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBIN ONPOC
JOKYMEHTallMOHHOTO o0ecrieueHus

yIpaBJIeHUS

Tema 2. Crangaptuzanus npouecca | YK-4 BelcTymuieHrMe Ha IIPAKTUYECKHUX

JIOKYMEHTHUPOBAHUS 3aHSTUSIX, YCTHBIN ONPOC




Tema 3. Cucrema opranuszanmonHo- | YK-4 BeicTymuieHre Ha NpPakTUYECKUX
pacnopsiIUTENIbHON JOKYMEHTAIIMU 3aHSTHUSX, YCTHBIN OIPOC

Tewma 4. [lenoBoe nucbmMo Kak ocHOBHOH | YK-4 BeicTymuieHne Ha NpPakTUYECKHUX
BU/I IEPEITUCKU 3aHSTHUSX, YCTHBIN OIPOC

Tema 5. Opranuzanus | YK-4 BeicTymuieHne Ha NpPakTUYECKHUX
JIOKYMEHTO000pOTa OpraHu3alu 3aHSTHUSX, YCTHBIN OIPOC
Texkymas arrecrauus YVK-4 KonTponbhas pabora
IIpomeskyTouHast aTTecTAUMS YK-4 3auer

1.5. Onucanue noka3zarese (GOPMUPOBAHUS KOMIIECTCHIMI

Kox komnerennumn Pe3ysabTarsl chpOpMHUPOBAHHOCTH

YK-4 3HaeT: OpraHu3aldio JTOKYMEHTOOOOpOTa OpraHu3allluH; CBOWCTBA,
(GYyHKIMM W TpHU3HAKH  JIOKYMEHTa, CIIOCOOBI W CPEICTBa
JOKYMEHTHPOBaHUS; KJIACCH(PUKAINIO BUAOB JIOKYyMEHTOB; CTPYKTYpPY
JOKYMCHTOB M HOpPMAaTHBHBIC TpPEeOOBaHUS K WX COCTaBJICHHUIO U
0hOpMIICHHUIO.

YMeeT: cocTaBisATh U OQPOPMIISITH JHOKYMEHTHI, (YHKIIHOHUPYIOIIUE B
JIOKyMEHTOO0OpOTE OpPraHU3allld, B COOTBETCTBHH C YCTaHOBJICHHBIMHU
TpeOOBaHUSAMH, B TOM 4YHCJIEC UCHONB3Yd HH(DOpMAIMOHHBIC
TEXHOJIOTHUH.

Brnaneer HaBbikamH: COCTaBICHHS W O(DOPMIICHHUS DPA3JIUYHBIX BHUJIOB
JOKYMCHTOB TpaJulIMOHHBIM CIIOCOOOM U B 3JICKTPOHHOM BHJAC,
HABBIKAMU JEIOBBIX KOMMYHHKAIIMI B YCTHOM U MUChMEHHOU popme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum ouneHMBaHUsI KOMIIETCHIMII HAa Pa3sHBIX 3Tanax MX
(opMupoBanusn

KoanuecrBo
Bup yueOHoit padoTbl 0aJ1s10B
0P0 300

BrinonHenue u 3anmra NpakTHYECKUX padboT 40 45
KonTponbnas padota 15 15
Kontposs camocTosaTenbHOi paboTh 20 20
VYcTHBIN 3aueT 25 20
Bcero 100

HaxonureanHas cucrteMa ounenuBanus mo 100-0ajabH0M mKaJje

YeroipexdaiibHAS Cucrema
100-6annbHas | BykBenHas mkana, coorBercrByiomas 100-
CHCTeMa OLleHHBAHUS . OLIeHHBAHUSA
IKAJIa 0aJJIbHOI HIKaJIe
IK3aMeHa 3ayera
OTnu4aHO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEPHKAHUE
Kypca OCBOEHO TIOJTHOCTHI0, 0€3 TIPOoOeIoB;
HEO0OXOIMMBIE TTPAKTUIECKIE HABBIKA PAOOTHI
C OCBOCHHBIM MaTE€pHAJIOM C(HOPMHUPOBAHBI,
P bopmup ’ 3agTeHo

BCE IPEAYCMOTPEHHBIC MPOrPaMMOi
0o0ydeHust yaeOHbIe 3aJaHus BBITTOJHEHBI,
KA4eCTBO MX BBIITOJIHEHHS OLIEHEHO YUCIOM
0aJuIoB, OJIM3KUM K MaKCHMAaJIbHOMY




Xoporo

83-89

B — oueHb XOpOLIO — TEOPETUUECKOE

coziep kaHne Kypca OCBOCHO IOJTHOCTEIO, 6e3
po6esoB; HEOOXOIUMBIE TPAKTHIECKIE
HaBBIKH pabOThI C OCBOCHHBIM MaTepHAaIOM B
OCHOBHOM c(OPMHPOBAHBI; BCE
[PeyCMOTPEHHBIE IPOrPaMMOii 00yUeHUS
y4eOHBIC 3a1aHHs BEINIOJTHEHBI, KAYECTBO
BBINOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
YHCIIOM 0aJJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xopowo

75-82

C — X0OpOIIO — TEOPETUUECKOE COJIEPIKAHHE
Kypca OCBOEHO IIOJIHOCTBIO; HEKOTOpBIE
MIPaKTHYECKHE HAaBBIKK pabOThI C 0CBOCHHBIM
MaTepuaioM chopMHPOBaHbI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIE NPOTPaMMO
o0y4yeHwus: yueOHBIC 3aJaHUS BHITIOTHEHBI,
KaueCTBO BBIITOJHEHHUS HU OJJHOT'O M3 HUX HE
OLICHCHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUJbI 33JaHUI BHITIOIHEHBI C
ommnOKaMu

YI[OBJ'ICTBOpI/ITeJ'IBHO

63-74

D — ya0BIeTBOPUTENBHO — TEOPETUUECKOE
coJiep>KaHue Kypca OCBOEHO YaCTUYHO, HO
npoOesbl He HOCAT CYIECTBEHHOTO
XapakTepa; He0OXOAUMBbIE IPAKTUYECKHE
HaBBIKH PaOOTHI C OCBOEHHBIM MaTEPHUAJIOM B
OCHOBHOM C(h)OPMHPOBAHBL; OOJIBITHCTBO
HPEeTyCMOTPEHHBIX MTPOTrpaMMOii 00ydeHust
y4eOHBIX 3a1aHUH BEITIOTHEHO, HEKOTOPHIE 13
BEITIOTHEHHBIX 33JJaHAN COAEPIKaT OMINOKU

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHYeCcKoe
COJIep)KaHUe Kypca OCBOCHO YaCTUYHO;
HEKOTOpbIC NIPAKTHYESCKIE HaBBIKH PaOOTHI HE
copMHPOBaHbI, MHOTHE NIPETYCMOTPEHHBIC
y4eOHOI1 TporpamMMoii 00ydeHus yaeOHbIe
3aJ[aHusl He BBITIOJIHEHBI JIH0O KauecTBO
BBITIOJTHEHHBIX HEKOTOPBIX M3 HUX OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAJIbHOMY

HeynoBnerBopurensHO

21-49

FX — HeynoBIETBOPHUTEIBHO — TEOPETUUECKOE
CoZlepKaHUe Kypca OCBOGHO YaCTUYHO;
HEO0OXOIMMBbIEC IPAKTHYECKUE HABBIKK PAOOTHI
C OCBOCHHBIM MaTEepHUAJIOM He
c(OpPMHIPOBAHBL; OOIBITHHCTBO
NPeTyCMOTPEHHBIX Y4eOHO mporpaMMoit
00y4ueHUsl y4eOHBIX 3aJaHUIl HE BBIOJIHCHO
71100 KayecTBO MX BHIIIOJIHEHUS OLIEHEHO
YHUCIIOM OaJIIOB, OJIM3KUM K MUHUMAJIBLHOMY
IPU JIOTIOJHUTEIBHO CaMOCTOSTENLHOM
paboTe HaJl MaTepHAIOM Kypca BO3MOXKHO
TMOBBILIICHUE KAUeCTBa BBITIOJIHEHHUS YUeOHBIX
3aJlaHHH

HeynosnerBopurensHo

0-20

F — Hey10BIIETBOPUTEIBHO — TEOPETHIECKOE
coziepkaHue Kypca He OCBOCHO;
HEO0XOIMMBIE TPAaKTHUECKUE HABBIKH PaOOTHI
He c()OPMUPOBAHBI; BCE BHITIOJHEHHBIE
yueOHbIe 3aaHusl COJIepKaT I'pyOble OLINOKH;
JIOTIOJTHUTENbHAsI CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He MPUBEJET K
KaKOMY-JIH00 3HAYMMOMY HOBBILIEHHIO
Ka4yecTBa BBINOJIHEHHS YUeOHBIX 3aJaHU

He 3auteno




2. KOHTPOJIBHO-OLIEHOYHBIE CPEACTBA
2.1. OueHoYHBbIE CPECTBA TEKYLIEr0 KOHTPOJIs (THIOBBIE)

Bomnpoch! /151 yCTHOTO onpoca:

1. MaitTe onpenesieHAEe MOHATUS «TOKYMEHT.

2. Packpoiite monsatue «OY». HazoBure mpodeccroHanbHbIE TEPMHUHBI U
onpeeneHus B 00JacTH JAeIONPOU3BOICTBA.

3. Hazosure u packpoiite pyHKINN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JJACTM OpraHU3alMM AEJIONPOU3BOACTBA BbI
3Haete? HazoBute coaepkaHue TMakeTa OOSA3aTENbHBIX 3aKOHOAATEIBHBIX W
HOPMATHUBHBIX JOKYMEHTOB B oOsactu JIOVY.

5. HasoBute nmnpaBwia  yTBEpPXKIECHHUS  JTOKYMEHTOB. TpeOoBaHHUS H
odopMIICHHE.

6. Kakue pEeKBHU3UTHI SBILIFOTCS «HOPUANYECKH 3Ha4YuMbIMu»? I[IpaBmiia mx
oopmiieHus. YTo BKIItOUAET B ce0s1 MOHITHE «IIPABOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBenurte npuMeEpPHl JOKYMEHTOB, KOTOPBIE ITOJJIEKAT YTBEPKICHHUIO U HA
KOTOPBIX CTaBUTCA nevyaTh. Kak opopmisiores nepeunu Takux JOKyMEHTOB?

8. HaszoBute 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/l. /lata BBeieHue u 4TO OH ycraHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBu3uThl oOmiero OnaHka W OnaHka miisg nucbma. [lpaBuna
opopmiienusi. Kakue Buabl OnaHKOB Bbhl 3HaeTe? B yeM ocoOeHHOCTH OnaHka
JOJKHOCTHOTO JIMIA?

10. CornmacoBanue u BusupoBanue. HazoBure BUABI U CPOKH COTJIACOBAHUS, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxkute 0 medarsix W MITamMmax NpeanpusiTiid u opranuzanuid. Ha
KakMX JIOKyMEHTax cTaBsTcsi nedarb? Kakue TpeOoBaHUS MNPEeAbSBIAIOT K
UCIOJIb30BaHUIO repOOBOM TieyaTu?

12. PackpoiiTe coaep:kaHWe TMOHATUSL «ylpaBieHue». Ha3zoBHUTE CHCTEMBI
JOKYMEHTOB ympaBieHusi. Packpoiite nonstue «OP[]». Kakue rpynmbel U BUJIbI
JNOKyMEHTOB BXoIAT B OP/[?

13. Pacckaxkute 00 OCOOEHHOCTSIX JJIEKTPOHHOTO JTOKYMEHTa, 3JIEKTPOHHOM
NEePEenUCcKU U TpPeOOBAHUSX, IPEIBABIAEMbIX K HEH.

14. B yeM ocobenHocTu Onanka ajs nuchMa? HazoBuTe peKkBU3UTHI OjaHKa
JUTSl TUChbMA U PEKBU3UTHI CITYKEOHOTO MUChMA.

15. Yto pernamMeHTHpPYET TUIIOBAsI MHCTPYKIMUS N0 JEI0Npou3BoACTBY? [laliTe
XapaKTEPUCTUKY OPTaHU3AUOHHBIM JOKYMEHTAaM U HA30BUTE UX BUJIBI.

16. HazoBute Buasl WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JalTe
XapaKTEPUCTHUKY Kaxxa10My Buay. [IpuBenuTe n3BeCTHbIE BaM BUbI PETUCTPALIUU.

17. laiTe  XapakTEepUCTUKY YYPEOUTEIBHBIM JOKYMEHTaM M  YCTaBy
npennpusatud. Kakvue BUibl yCTaBOB Bbl 3HaeTe?

18. Maitte  xapakTepucTHKy JOKymMeHTy «llomoxxeHne» U Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COACPKAHUS.



19. Maitte xapaktepucTuky qokymeHTy «MHCTpyKuus». [lpuBenure npumepsl.
JIoJKHOCTHAs! MHCTPYKIMS, CTPYKTYpa TekcTta. Odopmienue. O3HaKOMIICHHE.

20. HltatHoe pacnucanue (OCOOEHHOCTH  COCTaBIEHHs, O(OpPMIICHUS.
TpeboBaHMe K UCIIOJIB30BAHNIO YHU(PUIIUPOBAHHBIX (HOPM.

21. IIpaBuna BHyTpPEHHETO TPyNOBOrO pacnopsiaka u [lonoxenue o nepconane.

22. JlaiiTe XapaKTEpUCTUKY PACIIOPSAAUTEIBHBIM JOKYMEHTaM.

23. Ha3oBuTe BU/IbI pacOPSAIUTENBHBIX JOKYMEHTOB U OCOOEHHOCTH KaX/10TO.
Ha3zoBuTe CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSOUTENBbHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyIIbl U PACTIOPSIUTEIBHON YacTH.

24. B yem ocoOeHHOCTH chykeOHbIX mucemM? Ha3zoBuTe BHUIBI CITy:KEOHBIX
nucem. Kakue TpeboBaHUs MPEABABISIOTCS K TEKCTY CIYKEOHBIX muceM?

25. HazoBute mpaBuia odopMiieHUs  PEKBU3UTA  «ajapecar». Bumsl
aJpEeCOBaHUS.

26. YTO BXOJUT B MTOHATHUE IIPOBEACHUE IKCIIEPTU3BI LIECHHOCTH JOKYMEHTa»?

27. PackpoiTe TOHSTHUSL <«JIOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXKJIOMY BHJIY JIOKYMEHTOIOTOKA, YKaXUTE HX OCOOEHHOCTH.
Kakum 06pa3oM onpeaensercss JOKyMEHTO000POT NpeanpusTus?

28. Homenkmnarypa nein. 3nauenue. CocraBieHue. Bunbsl HOMEHKIATypBI.

29. llogrotoBka JOKYMEHTOB K CJad€ B BEIOMCTBEHHbIM apxuB. Cnaua
JOKYMEHTOB B apxuB opranu3aunu. Onucu JOKYMEHTOB, HaxOJSAIIUXCS B JIEIIE.
dopmMa u cosiepkaHue akTa 00 YHUUTOXKEHUHU TOKYMEHTOB U JEll.

30. Kakne nokyMeHTBl He TToauiekaT peructpanuu? Kak u 3aueM Benercst yueT
TaKuX MOCTYTUICHU1?

31. Pacckaxkute 0 BUJaX BXOMSIIMX, UCXOASIIMX BHYTPEHHUX TOKYMEHTAaX.
HoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTn3npoBaHHoOM.

32. Yro BKiIIOYAET B ce0s MoHsATHE «(POopMUpOBaHUS» U «ODOpMIIEHUS» e’
HazoBute npuszHaku opopmiieHus: 00JI0KKHU JIe]T.

33. Cpoku XpaHEHHUsI JOKYMEHTOB B 3aBUCMMOCTH WX 3HauuMocTu. HazoBute
HOPMATHUBHBIN JIOKYMEHT, 10 KOTOPOMY ONPEAEISIOT CPOKA XPAHEHUS.

34. Yto BKIIIOYAET B CeOsl TOHATHE IMOATOTOBKA TOKYMEHTOB K apXUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTsl 1J1s1 NpPOBeIeHUA KOHTPOJIbHOM padoThI:

1. IlpaBwibHas MOCJE0BATEJbHOCTh HANMUCAHHUS 3JEMEHTOB IOYTOBOIO
ajpeca Ha MOYTOBBIX OTNPABJICHUAX:

a) MOYTOBBIN WHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEpP KBAPTUPBHL;

') HA3BAHHE HACEJIEHHOTO ITyHKTA;

1) Ha3BaHUE 00JIaCTH, Kpast, PECIyOInKH;

€) CTpaHa;



) HOMED JI0Ma;

3) Ha3BaHUE YJIMIIBI.

2. YHU(PUIIUPOBAHHAS CHCTEMA JIOKYMEHTAIIUU — ITO:

a) cucTeMa JIOKyMEHTAalluM, CO3/laHHas 10 €AMHBIM IpaBWiIaM U TPEOOBAHUSM,
cojieprkaiiias nHpopMaruo, He0oOX0IUMYIO ISl YIIPaBJICHUS B ONIpeACIeHHOM cdepe
JIEATEIILHOCTH,

0) ynudunupoBanapie  (POpMBI  JOKYMEHTOB, CHCTEMATU3UPOBAHHBIE TIO
GYHKIHSIM YIIPaBICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMbIMU

JIOKYMEHTAMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAs €AMHOOOPA3HBIMH  IpaBUIIAMU
o opMIICHHUSL.
3. Bo3MOKHOCTH HCHOJIB30BAHUS (PAKCUMUJIE KAK COOCTBEHHOM IMOAIMMCH
perjiaMeHTUPYeTCH:

a) rpaXKIaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMU JEJIONPOU3BOACTBA B (PeiepalIbHbIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

B) ['OCT P 7.0.97-2016.

4. Kakomy Buay 0JJAHKOB COOTBETCTBYET JAHHBbII HA00P PEKBU3UTOB?

a) l'ocynapctBennsiii  1ep0d Poccuiickoit  ®enepanuu, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alM, TOBapHbIA 3HAK (3HaK
o0cITy>KMBaHUs), 1aTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHMUS;

0) O1aHK MUCHMA;

B) 0OIIMii OJ1aHK;

r) OJJaHK KOHKPETHOTO BUAA IOKYMEHTA.

5. ITopsiiok HANIMCAHMS IOYTOBOI'0 A/IPpeca YCTAHOBJICH:

a) B [IpaBmnax nenonpou3BoAcTBa B (peepanbHBIX OpraHax HCHOJHUTEILHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3zaHus ycayT MOYTOBOM CBSI3U.

6. PexBU3UT «BH32» MOXKET BKJIIOYATH:

a) JOJUKHOCTh BU3UPYIOLIErO, €ro MOANUCH, PacHIU(PpPOBKY (MHULHUAIBI U
dbamunus) u nary;

0) noanucek, pacmudposky (@. U. O.), nary;

B) JIOJDKHOCTD, IOJINUCH JIATY;

T') TOJKHOCTB, TOAMUCH, paciudpoBky noanucu (O. U. O.).

7. 'epOoBasi meyaTh NPOCTABJIAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX

B) IPUTJIALICHHUSIX;

I') TapaHTUIHBIX;

1) ”HPOPMAIIMOHHBIX.

8. Tekcr [0OKYMEHTOB COCTABJSKT Ha TOCYJIapCTBEHHOM  si3bIKe
Poccmiickoii ®enepauuM MM HA TOCYJAPCTBEHHBIX S3BIKAX Cy0beKTOB
Poccuiickoit ®eaepanum B COOTBETCTBUM C:



a) MpaBWJIa JIEJIONIPOU3BOJICTBA B (pelepalbHBIX OpraHax HCHOJHUTEIbHOM
BJIACTH;

0) 3akoHO/IaTeNIbecTBOM  Poccuiickoit deneparun 1 cyObekToB Poccuiickoi
denepauuu;

B) 'CHHOY;

I') TUTIOBOM MHCTPYKITUEH MO JEIONPOU3BOICTBRY.

9. lesb10 CTAHAAPTU3AIUM TOKYMEHTOB SIBJISIETCS:

a) FOPUINYECKOE 3aKPEIUICHNUE PE3YIbTaTOB YHU(DHUKAIIUN JOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIEJI;

B) CUCTEMATH3alMsl JOKYMEHTOB B OpraHU3alliu;

r) o0ecreyeHue COXpaHHOCTH TOKYMEHTOB;

1) 3a1uTa KOH(QUICHIIMATBbHOCTH HH()OPMALIHH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM MNPABWJILHO HA3BAHBI
PEKBU3UTHI 0JIAHKA MUCHbMA:

a) (rep0, »oMOnema), KOJ OpraHu3aly, HAUMEHOBAHUS OpraHU3AIINH,
CIIpaBOYHBIC JaHHbIE OO0 oOpraHu3anuu, Koa GOpMbI TOKyMEHTa, MECTO JJis
MPOCTABJICHUS JaThl JOKYMEHTa, MECTO JJisi MPOCTABJICHUS PETUCTPAIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (rep0, 5mOieMa), HaMMEHOBAHHWSI OpraHW3allid, KOJ OpTraHMU3aIuu, JaTa
JIOKYMEHTA, MECTO ISl IPOCTABIICHUSI PETUCTPALIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3/1aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOJSIIEr0 JOKYMEHTA,

B) (rep0b, »5mMOieMa), HAMMEHOBAHUs OpraHU3allUM, HAWUMEHOBAHUS BHJA
JIOKYMEHTa, JaTa JOKYMEHTOB, KOJ (POpMBI JOKyMEHTa, MECTO JJIsi MPOCTABIICHUS
PErUCTPAIlMOHHOTO HOMEpa JOKYMEHTa, CIpaBOYHBIC JaHHBIE 00 OpraHu3alu,
CCBhUIKA Ha HOMEp U JaTy BXOJIAIIETO JOKYMEHTA;

r) (rep0, sMOiema), HaMMEHOBAaHUS OPraHMU3alMHU, CIPABOYHbIE JAHHBIE 00
opranuzanuu, koj opranuzanuu OI'PH, Mecto ayis npoctaBiaeHuss AaThl JOKYMEHTA,
MECTO JJIsl POCTABJICHUS] PETUCTPAIMOHHOTO HOMEpa JOKYMEHTA, CChUIKAa HA HOMEP
U ATy BXOJAIIEr0 JOKYMEHTAa, MECTO ISl 3ar0JI0BKA K TEKCTY.

11. K opraHu3anmoHHBIM JOKYMEHTAM OTHOCATCS:
a) TMPOTOKOJI,
0) ycras;

B) HUHCTPYKIIUS;
I) TOCTAHOBJICHUE;
1) TOJOXKCHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HauMMEHOBaHUE OpPraHU3alUU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3aroJIoBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TOJAIUCH.
13. AKTBI co31a10TCH:
a) KOJUIETHAJIbHO;
0) Ha OnaHkax;



B) Ha COBEIaHUU,
I')  BBIIIECTOAIICH OPTaHU3AINCH.

14. HopMaTuBHBII aKT, H31aBaeMblid JIMPEKTOPOM 00pa30BaTeJbHOM
OPraHM3aluy WK YYpPeKICHUs, ITO:

a) TIpUKa3s;

0) TIOJIOXKEHHUE;

B)  paclopsbKEHHE,;
I) PpEIICHHUE.

15. Bo BpeMsi npoOU3BOJACTBEHHOI0 COBENIAHMS Yy JUPEKTOPA CEKpPeTaphb
3allUChIBAJI BBICTYIUIEHUSI U NpuHATHE pemennsi. Kakoil TOKymMeHT ciiexyer
0(p)OpMHUTH MO UTOTaM 3acelaHusA?

a) [Ipotokou;

0) peliieHue;

B) pacIopsiKEeHHE,

') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHHIO HaYaIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKH SABJISICTCH:

a) Me4arh;

0) MOJIMKCH;

B) HAMMEHOBAHHUE BUA JIOKYMEHTA;

r) agpecar;

1) HAMMEHOBAHWE OpPTaHU3aINY;

€) CChUJIKa Ha JaTy pEerucTpalliOHHbIA HOMED.

17. ®akc oTiin4YaeTcs OT MUCbLMA 10 0(POPMJIICHHUIO TEM, YTO:

a) SIBJISICTCS HE TIOJIMHHUKOM, a KOMHEH JOKYMEHTa;

0) COIEPKUT PsiJ AOTIOTHUTEIBHBIX PEKBU3UTOB;

B) MeuaTtaercs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYaATHIO.

18. BbigesnTe U3 KaKHUX pa3iesiOB COCTOUT TEKCT NMPHUKA3a MO OCHOBHOI
NeSITeJIbHOCTH:

a) KOHCTaTUPYIOLIUNA U pacTopsAUTEIbHbIN;

0) KOHCTaTUPYIOITUI U TTOCTAHOBJISIOIINN;

B) KOHCTAaTHPYIOIIHUI U IPEAJIararoniunii;

I') OCHOBHOM U KOHCTaTUPYIOLIUH.

19. Bblgesure, B KakOM H3 BHJA0OB [JOKYMEHTOB He IMPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/IA JOKYMEHTA.

a) 3asBIICHUE;

0) ciry)ke0Hoe TTHChMO;

B) JIOKJIQ/IHAs 3aIUCKa;

') JOJIKHOCTHAS HHCTPYKIIUSI.

20. PacmpexgesnrTe yKa3aHHbIe HH)Ke JOKYMEHTbI Ha 3 TIpyNibI:
a) opraHu3alnuoHHbIe, 0) pacnopsiAuTe/bHbIe, B) HHPOPMALIMOHHO-CIIPABOYHBbIE.

1. Pe3tome.

2. JIo;KHOCTHAS. MHCTPYKIIMS.

3. PacniopsikeHue qupekTopa.



4. CBojka.

5. IlocTaHoBIEHUE KOJUIETHH.

6. HCTpyKLIMS 110 AEIONPOU3BOJICTBY.

7. CnpaBka ¢ Mecta paboThI.

8. [Ipuka3 o nmpueme Ha padoTy.

9. lllTaTHOE pacnucaHue.

10. TpynoBoii 1orosop.

11. Ilpurnamenue Ha BBICTABKY.

12. PernameHT.

21. Kommuccuss 1o pacciiefOBaHMI0 T0Kapa, NPOU30LIENIIEero B
00pa3oBaTeIbHOM YUPEXKIEHNH, YCTAHOBWIN PAA (PAKTOB, KOTOPbIE MOCTYKUJIH
NpUYMHON nmoxapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCUA?

a) Axr;

0) cripaBky;

B) IOKJIAJHYIO 3aIUCKY;

') HHCTPYKIIMIO O TPOTUBOIIOXKAPHOU O€30MaCHOCTH.

22.  JIOKyMeHT, aJPECOBAHHBIA  PYKOBOJMTEJII  OPraHU3ALUM,
coep KAl  00CTOATEILCTBEHHOE W3JI0KeHHEe KAaKoro-jimfo Bompoca ¢
BbIBO/IaMH U NPENJIOKEHUSIMH COCTABJICHUN, HA3bIBACTCSH:

a) aKT;

0) mpecTaBiICHUE;

B) JIOKJIaHAs 3aIUCKa;

I') OpeJIoKEHNUE.

23. laToH ciayxe0HOro MUCbMa SABJISACTCH 1aTa:

a) COCTaBJICHUS,

0) oTIIpaByICHUS;

B) MIOJIMMCAHUS,

T') TOJIYYEHHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acelaHuu odopmiisieTcsi OTAeJbHO H
NMPWIATaeTcs K MPOTOKOJIY, €CJIM TAKOBbIX:

a) oonee 15;

0) 6omee 10;

B) Oonee 25.

25. OdopmiieHue 00JI0KKHM Jejia JIsl  NOCJEeAYIUero XpaHeHUus
onpeesieTcs:

a) CTaHAapTOM;

0) MTHCTPYKIHEH 10 JeT0NPOU3BOICTBY;

B) paCTOPSHKEHUEM PYKOBOAUTES.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NPOXOAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JBa.

27. HomenkaTypa e (padoumii 3K3eMIISIP) MOMENIA0T HAa:

a) CTOJIE, O CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMHU;




B) BHYTPEHHEW CTOPOHE ABEPILIBI MKada ¢ JOKYMEHTaMHU.

28. Bce JuucThl Jejia NpPM MOATOTOBKE HMX K Iepeaade B apXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIlloM;

0) YepHBIMU YEPHUJIAMH;

B) KPaCHBIM KapaHJaIllIOM.

29. Bxoasinue JOKYMEHTBHI PeruCTPUPYIOTCS:

a) MOCJIe O3HAKOMJIEHHS] C HUMH PYKOBOAMTEIIS;

0) B IIepBOIi MOJIOBUHE JTHS TOTYUYCHUS;

B) /10 O3HAKOMJIEHUSI C HUMU PYKOBOJUTES.

30. Ka:xnasi opranusanust 00s3aHa UMETh:

a) CBOJHYI0 HOMEHKJIATYpY;

0) MHIMBUIYaIbHYIO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

31. 3a CKOJIBKO AHeH 0 MCIOJHEHHS NPOBOAAT NpeayNnpeauTebHbI
KOHTPOJIb?

a) 1Ba;

0) oJuH;

B) TpH.

32. PazneiuTesIIMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HampaBJIeHUs AeATENbHOCTU MPEANPUATHS;

B) IHU HEJIEJIH, MECSIa.

33. Ha ucxoasimeM J0KyMEHTE PEKBU3HUT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) [TOCJIE€ TIOJUCAHUS PYKOBOJUTEIEM.

34. Ecau B aejie coAepsKaTC AOKYMEHTbI Pa3JIM4YHONM LEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIHUBAETCH:

a) OOJIBIINIA;

0) MEHBIIIHIA;

B) CPEIHUIA.

3anaHus 11 CAaMOCTOSITEIbHOM PadoThI

3apnanne 1. OQopMuTh BCE OTMETKH, KOTOpBIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACHOIOKEHUS ITUX
PEKBU3UTOB Ha OaHke popmara A4.

3ananme 2. M300pa3ure cxeMaTHUYECKU KIIACCU(DUKAILIUIO TOKYMEHTOB.

3aganme 3. Brimumumre Ha auct gopmata A4 Bce npaBuiia oopmiIeHHS
TEeKCTa JIOKYMEHTa: WHTepBasbl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganue 4. CoctaButh U OQOPMHUTH AOKIAIHYIO 3alHCKy O HapyIICHUU
TPYAOBON NHUCHUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U 3JIEMEHThI TeKCTa 100aBUThH
camocTosiTenbHO. Hamucatb OOBACHUTENBbHYIO 3allUCKy OT HUMEHH pabOTHHKA,
HapyLIUTENS TPYAOBOM AUCIUIUIMHBI.



3ananue 5. Hamicats 0TBeTHOE MMCHhMO-0J1ar0/ITapHOCTh HA MTO3IpaBJICHHE.
2.2. OneHOYHBbIE CpeCTBA /JIs1 IPOMEKYTOYHOM aTTecTaluM (3a4eT)

Bonpocel 1151 npoBe/ieHUs 3a4eTa:

1. ITonaTHE «AOKYMEHT» U €r0 (DYHKIIUH.

2. Knaccudukarust JOKyMEHTOB.

3. CyIIHOCTh M OCHOBHO€ Ha3Ha4€HHE JOKYMEHTAIMOHHOTO OOeCHedeHHUs
JEeATEIbHOCTH MEarora.

4. CucreMbl JOKYMEHTALIMH.

5. 3akoHOAATeNbHAs. 1 HOPMATUBHO-METOINYECKAs 0a3a TOKYMEHTAallMOHHOTIO
oOecrieueHus ynpaBIICHHUS.

6. dopMysip JOKYMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus k OJaHKaM JOKYMEHTOB.

10. Cucrema 1OKyMEHTAllUH B OpraHU3AIUU.

11. Opranuzanuonnsie JokymMeHThl cucteMbl OPJI. OOmas xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhbie TOKyMeHThI cucteMbl OP/. OOmiast xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmanmoHHo-cripaBoyHble  TOKyMeHThl cuctembl OPJI.  O6mias
XapaKTepUCTHKA U Ha3HAYEHUE JOKYMEHTOB.

14. JlenoBoe muCcbMO KaK OCHOBHOW BUJ IEPENUCKH.

15. bnanku nist nuceM. @opMyIisip JEI0BOrO MHUChMA.

16. OcobenHocTH OPUITHATEHO-EI0BOTO CTUJISI COCTABJICHUS TEKCTa JAEJIOBOTO
NrchMa.

17. Bunbl  cimy’)KeOHBIX ~ TMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIUH.

18. DnexTpoHHas nepenucka. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus JOKyMEeHTOO00pOTa OpraHU3aIUH.

20. ®opmMbl opraHu3anUu  paboOThHl € JOKyMeHTaMu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKHU.

21. Iopsamok 06pabOTKU BXOASIINX TOKYMEHTOB. Perucrpaius 10KyMEHTOB.

22. Iopsmok 06pabOTKU UCXOSIIINX JOKYMEHTOB.

23. [lopsinok pabOThI C BHYyTPEHHUMHU JOKYMEHTaMHU.

24. HoMeHkJatypa Jed.

25. ®opmupoBanue,  odopmieHue,  XpaHEHHE  JIel B TEKYIIEeM
JIeI0MPOU3BOICTBE.

26. Yaudukamus 10KyMEHTOB.

27. CtangapTu3aius JOKYMEHTOB.

28. Hymeparyss MHOTOCTPaHUYHOTO JOKYMEHTA.

29. lllpudTh1, KETNIH U TIOJIS, MPUMEHSIEMbIE TIPH O(DOPMIICHUH TOKYMEHTOB.

30. Pe3tome, aBToOMorpadus, XapakTepuCTHKA: MOHATHE, Ha3HAYCHUE, COCTaB
PEKBU3UTOB.



31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

41

3asBicHHE: IMOHATHUC, HABHAYCHUC, COCTAB PCKBU3HUTOB.

CHY}KC6HaH 3allUCKa: ITOHATUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
OOBscHUTENIbHAS 3aICKa: IMOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3UTOB.
I[OKJIaI[HaH 3allMCKa: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
CnpaBKa: IMOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

AKT, IIPOTOKOJI: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.

HpI/IKaS, PACIIOPAKCHUC: ITIOHATHUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
HpI/IKaB I10 JIMYHOMY COCTaBYy: IIOHATHUC, HA3HAYCHUC, COCTAB PCKBU3HUTOB.
yCTaB, IMOJIOKCHHC: ITOHATHC, HABHAYCHUC, COCTAaB PCKBU3HUTOB.
I[OJDKHOCTH&SI HHCTPYKIOUA: IIOHATHUEC, HABHAYCHUC, COCTAB PCKBU3UTOB.

. UHCTpYyKIIMA 1O  JIEJIONPOM3BOJCTBY: TOHATHE, HA3HAYCHHE, COCTaB

PEKBHU3UTOB.

42.
43.
44.
45.
46.

[IpaBuna: moHsITHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

KomiekTuBHbIN 10TOBOP: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.
Oco0EHHOCTH COCTABIICHHS TEKCTa MPOTOKOJIA.

Oco0EHHOCTH COCTABIICHUS TEKCTA MPUKA3a.

PexBusutsl rep0, sMOemMa, TOBAapHBIM 3HAK (3HAK OOCITYKMBaHUSA), KO

(bOopMBI IOKYMEHTA.

47.

PexBu3uT HamMmeHOBaHHE OopraHu3aliii, HAKUMCHOBAHHUC CTPYKTYPHOI'O

moApasaACJICHUA, HANMMCHOBAHHC NOJDKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PekBU3HT cripaBOYHBIE JaHHBIE 00 OPraHU3ALUU.

PexBu3nT HanMeHOBaHKE BUJA JOKYMEHTA.

PexBu3uT nara qOKymMeHTa.

PexBU3UT perucTpanimOHHbIN HOMEDP TOKYMEHTA.

PexBU3NT CChUIKA HAa PETHCTPALMOHHBIM HOMEP M ATy IMOCTYIHBUIETO

JIOKyMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3uT MecTO cocTaBiieHUs (M31aHMS) JOKYMEHTA.
PexBu3uT rpud orpaHMYeHHS JOCTYIIA K JOKYMEHTY.
PexBusut ampecar.

PexBu3uT rpud yTBepKACHUS TOKYMEHTA.

PexBHU3UT 3ar0JIOBOK K TEKCTY.

PexBU3UT TEKCT NOKYyMEHTA.

PexBHU3UT OTMETKA O TPUJIOKECHHUH.

PexBu3ut rpud coriacoBaHusi JOKyYMEHTA.

PexBu3ut Bu3a.

PekBU3UT NOANNUCH.

PexBu3UT 0TMETKA 00 JIEKTPOHHOM MOITUCH.
PexBu3uT neyartsk.

PekBu3UT 0TMETKA 00 MCIIOJTHUTEIIE.

PexBHU3UT OTMETKA O 3aBEPEHUH KOIIUH.

PexBu3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3ut pezomonus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBu3UT OTMETKA O HaNPaBJICHUU JOKYMEHTA B JIEJIO.



