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1. HACIIOPT ®OHJA OHEHOYHbLIX CPEJACTB

1.1. ObaacTh NpUMeHeHus!

®onn  oneHouHblx cpencts (POC) — HeoThemsieMas dYacTh pabodeid MpOrpaMMbl
JUCHUTUTHHBL «J{0KyMeHTO000pOT 00pa3oBaTebHOM OpraHu3alrumn» U IpeaHa3HaueH JUIsi KOHTPOJIS
U OLIEHKH 00pa30BaTENIbHbBIX JOCTUKEHHUM CTYIEHTOB, OCBOMBIIUX IPOrpaMMy JUCIHUILTAHBL.

1.2. leau u 3axa4u (pOH/IA OLIEHOYHBIX CPEICTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHSI MOJATOTOBKH 00YYarOIIErocsi TpeOOBaHUSIM
®I'OC BO 6akanaBpuar mo HampaiieHuto moarotoBku 44.03.05 [lenarornyeckoe o6pazoBanue (C
JIBYMs IPO(UIISIMH TIOJTOTOBKH), YTBEPKACHHBIM MPUKAa30M MHHHUCTEpCTBA 00pa30BaHMs M HAYKU
Poccuiickoiit @enepanuu «O0 yTBepxkaeHUN (PelepalbHOT0 TOCYyJapCTBEHHOIO 00pa30BaTEIIbLHOTO
CTaHJapTa BbICIIEr0 OOpa3oBaHMs — OakajmaBpuaT 10 HampaBieHuto mnoarotoBku 44.03.05
[Tenarorudyeckoe oOpaszoBanue (¢ aAByMs npodrisiMu ToaArotoBkHu)» oT 22.02.2018 Ne 125 (c
W3MEHCHUSMU U JIOTIOJTHEHUSIMHU ).

1.3. IlepeueHb KommeTeHUMi, (OPMUPYEMBbIX B IpoLEcCe OCBOEHUSI OCHOBHOM
o0pa3oBaTeJIbHOM MPOrPaMMBbI

[Ipouecc ocBoeHMS AUCHMILIMHBI HAPaBieH Ha (POPMUPOBAHUE CIAEAYIOIIUX KOMIETEHIUI
Y MHIUKATOPOB UX JTIOCTHKEHUS:

Koa no ®I'OC BO ‘ NuaukaTop A0CTHKEHHUA
YHuBepcaabHbIe
VK-4 VK-4.1. 3Haer cucremy HOPM pPYCCKOIO
Cnocoben OCYILECTBIIATD JEJIOBYIO | JIMTEPATYPHOrO sA3bIKA IIPHU €0 UCIOJIb30BaHUU

KOMMYHHUKAIIII0O B YCTHOM U THMCHMEHHOW | B KAa4eCTBE T'OCYAApCTBEHHOrO si3pika PD wu
dopmMax  Ha  TOCYIapCTBEHHOM  SI3bIKE€ | HOpMaMHU  HMHOCTPaHHOTO(BIX)  SI3bIKA(OB),
Poccuiickoii deaepanuu U MHOCTPAHHOM(BIX) | HCTIONB3YET pa3Iu4HbIe (POPMBI, BUIBI YCTHOM

A3bIKe(ax) Y IUCbMEHHON KOMMYHUKALIUH.
VK-4.2. YMmeer BJIAJIETh SI3BIKOBBIMU
cpencTBamMu JUIS JIOCTHOKCHHS

npodeCcCHOHATBHBIX IIeNiell Ha pycCKOM U
MHOCTpaHHOM(BIX)  fA3bIKE(aX) B  paMKax

MEXIINYHOCTHOTO u MEXKYIbTYPHOTO
oOLIeHMS.

YK-4.3. Bnageer ciocobaMu KOMMYHHKAITUH B
uudposoit cpene TUTST JIOCTHKCHHSI
npodecCHOHANBHBIX 1Leded U 3(P(HEeKTUBHOTO
B3aHUMOJICUCTBHS.

1.4. Jranbl GopMUpPOBAHHUA KOMIETEHUM M CpeICTBA OLEHUBAHHUS YPOBHSI HX
c¢popMHPOBAHHOCTH

N KoHTpPOJ/ILHO-01IeHOYHbIEe

Jransbl popmupoBaHus komnereHund | Komnerenuumn

cpeacTBa / cnocod oleHMBAHUS
Tema 1. Teoperuko-npaBoBeie U | YK-4 BeIcTyruieHre Ha NpPaKTUYECKUX
HOPMAaTUBHBIE OCHOBBI 3aHATHUAX, YCTHBIM OIIPOC
JIOKYMEHTAIlHOHHOT O obecrnieyeHus
yIpaBICHUS
Tema 2. Crangaptuzanus npouecca | YK-4 BelcTyIuleHHME Ha MPAKTUYECKUX
JIOKYMEHTUPOBaHUS 3aHATHUSAX, YCTHBIM OIPOC
Tema 3. Cucrema opranuzanuosso- | YK-4 BeIcTyIuleHHME Ha MPAKTUYECKUX
pacnopsINTENIbHON JOKYMEHTAIIMU 3aHATHUSAX, YCTHBIM OITPOC




Tewma 4. [lenoBoe nucbmMo Kak ocHOBHOH | YK-4 BeicTymuieHre Ha NOpPaKTUYECKUX
BU/I IEPEITUCKU 3aHATHUSX, YCTHBIN ONPOC

Tema 5. Opranuzauus | YK-4 BeicTymuieHre Ha NOpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTebHON 3aHATHX, YCTHBIA OTpoC
OpraHu3anuu

Tekymas arrecrauus YK-4 KonrponsHas pabora
IIpomeskyTouHas aTTecTaUMSA YK-4 3auer

1.5. Onucanue noka3areseii popMupoBaHHusl KOMIIETeHUM

Koa xkoMnereHunn

PesyibTaTsl chopMHPOBAHHOCTH

VK-4

3Haer: OpraHH3aLMI0 JOKYMEHTO000poTa o0pa3oBaTenbHON
OpraHu3aliy; CBOMCTBA, GYHKIMU M MPU3HAKH JOKYMEHTA; CIIOCOOBI
CpeACcTBa JTOKYMEHTHPOBAHUS; KJIACCU(PUKALUIO BHJIOB JOKYMEHTOB;
CTPYKTYPY IOKYMEHTOB M HOPMATHUBHBIC TPEOOBAHUS K UX COCTABICHUIO
1 0(OPMIICHHUIO.

YMeer: cocTaBisATh U OGOPMIIATh AOKYMEHTHI, ()YHKIIMOHHPYIOIINE B
JIOKYMEHTO000poTe 00pa30BaTebHONW OpraHU3alud, B COOTBETCTBUU C
YCTAaHOBIICHHBIMH  TpEOOBaHHMSIMH, B TOM  YHCJIE  HCIIOJB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Brnaneer HaBbIKamH: COCTaBICHHS W O(QOPMIICHHS DPA3IUYHBIX BHUIOB
JOKYMEHTOB TpPAJUIMOHHBIM CIIOCOOOM H B 3JEKTPOHHOM BUJE,
HaBBIKAMU JETIOBBIX KOMMYHUKAIUMI B YCTHOH M MUCbMEHHOU (hopme Ha
PYCCKOM SI3BIKE.

1.6. Kputepuu onleHNBaHUSA KOMIIETEHINI HA Pa3HbIX dTanax ux GopMupoBaHusi

KoanuecTBo
Bup yueOHoit padoTsi 0a/1;10B
(01010 300
BrinonHenue u 3ammra NpakTHYECKux padboT 40 30
KonTponbnas pabota 15 15
KonTtpomns camocTosTenbHOM paboThl 20 35
VYcrHbIl 3aueT 25 20
Bcero 100
HakonuteabHas cucrema ouenuBanus no 100-6a1bHoM mkaJsie
YerbipexdaibHasi
P 100- BykBenHas mkasna, Cucrema
cucremMa .
oasIbHAsK coorBeTcTBYIOIIasa 100-0a1abHOi OLlCHUBAHMS
OlleHUBAHMS
mKaJjia mKaJje 3ayera
IK3aMeHa
OtnnyHo 90-100 A — OTJIMYHO — TEOPETUYECKOE

coJiepKaHue Kypca OCBOEHO
MOJTHOCTBIO, 06€3 TTPOo0eIIoB;
HE0OXO0IMMBIE TPAKTUIECKHIE HABBIKU
paboTHI ¢ OCBOSHHBIM MaTEPHUATIOM 3auTeHo
c(hOpMHUPOBAHEI; BCE
MIPEAYCMOTPEHHBIE POTPAMMON
oOyueHus: yueOHbIE 3aJaHHs
BBIITOJIHEHBI, KAYECTBO UX




BBITTOJTHEHUS OIICHEHO YHCIIOM
6aJu10B, OJIN3KHM K MAaKCUMAJIbHOMY

Xoporio

83-89

B — oueHb XOpOIIIO — TEOPETHYECKOE
CoJIep’KaHue Kypca OCBOCHO
MOJTHOCTHIO, 6€3 poOeIioB;
HE0OXO0IMMBIC TPAKTUICCKHIE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM c(hopMHUPOBaHBI; BCE
MPEYCMOTPEHHBIE IPOTrPaMMOi
oOyueHust yueOHbIE 3aaHs
BBIITOJIHEHBI, KAUE€CTBO BHIIIOJIHEHHMS
OOJILIITUHCTBA U3 HUX OI[CHCHO
YHCJIOM 0asIoB, OJIU3KUM K
MaKCHUMaJbHOMY

Xoporo

75-82

C — XOpoI1I0 — TEOPETHYECKOE
coJiepKaHne Kypca OCBOSHO
MOJTHOCTBI0; HEKOTOPBIE
MIPAKTUICCKUE HABBIKUA PAOOTHI C
OCBOCHHBIM MaTepUAIIOM
c(hOpMHUPOBAHBI HEJIOCTATOYHO; BCE
MPEyCMOTPEHHBIC TPOTPAMMOA
0o0y4eHus1 yueOHbIC 3aJaHUS
BBINOJIHEHBI, KAYECTBO BBIMIOJIHCHUS
HU OJTHOTO M3 HHUX HE OIEHCHO
MUHHUMAaJIbHBIM YUCIIOM 0aJUIOB,
HEKOTOPBIC BUJIBI 3a/IaHUH
BBINOJIHEHBI C OIIMOKAMHU

Y 10BIIETBOPUTEILHO

63-74

D — ynoBneTBopuTeNbHO —
TEOPETUUECKOE COAEPIKAHUE Kypca
OCBOEHO YaCTHYHO, HO MPoOesbl HE
HOCSIT CYILIECTBEHHOI'O XapaKTepa;
HE00XO0IMMBbIE TPAKTUUYECKHE HABbIKU
paboThI ¢ OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM C()OPMHPOBAHBI;
OOJIBIIIMHCTBO MPETyCMOTPEHHBIX
porpaMMoi o0yueHus: yueOHbIX
3aJIaHUH BBIIIOJIHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 33/1aHUN COJIeprKaT
OLIMOKH

Y 10BIETBOPUTEIBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOe
coJiepKaHue Kypca OCBOEHO
YaCTUYHO; HEKOTOPHIE MMPAKTHYECKHUE
HaBBIKH pabOThI HE CPOPMUPOBAHBI,
MHOTHE MTPEeTyCMOTPEHHBIC YUeOHOM
nporpamMmoii ooyuenust yueOHbIe
3aJJaHHs HE BBITIOJHEHBI JTHO0
Ka4yeCTBO BBITIOJHEHHBIX HEKOTOPBIX
M3 HUX OIICHEHO YMCJIOM OaJIIoB,
OJM3KUM K MUHHMAJIbHOMY

HeynosnersopurensH
0

21-49

FX — Hey10BIETBOPUTEIBHO —
TEOPETUYECKOE COJAEPIKAaHUE Kypca
OCBOEHO YaCTHYHO; HEOOXOANMBbIE

He 3aureno




MPAKTUYECKHE HABBIKH PAOOTHI C
OCBOEHHBIM MaTEpHUaIOM HE
c(hopMHUPOBAHBI; OOJIBIIMHCTBO
MPEeIyCMOTPEHHBIX y4eOHOU
MporpaMMoi 00ydeHHS yU4eOHBIX
3aJlaHui HE BBITIOJIHEHO JTH00
Ka4yeCTBO UX BBITIOJHEHHUS OLICHEHO
YUCII0M OaIoB, OJU3KHM K
MUHUMAaJIbHOMY; TIPU JOTIOJHUTEIBHO
CaMOCTOSITENILHOM paboTe Hall
MaTepHaIOM Kypca BO3MOKHO
MOBBIIICHUE KA4eCTBA BHITIOTHEHHS
y4eOHBIX 3aJaHuI

HeynosnersopurenbH
0

0-20

F — neynoBieTBOpUTEIBHO —
TEOPETUUECKOE COJIepIKaHUE Kypca He
OCBOEHO; HEOOXOIMMEIE
MPaKTHYECKUE HABBIKKU PaOOTHI HE
c(hOpPMHUPOBAHEI; BCE BBIITOJIHCHHBIC
yueOHbIe 3aJJaHus CoepKaT rpyobie
OIIIMOKHM; TOMOJHUTEIbHAS
caMOCTOSTeNIbHAs paboTa HaJl
MaTepHUaIoM Kypca He IPUBEIET K
KaKOMY-JINOO 3HAYUMOMY
MMOBBIIIEHUIO KAYECTBA BBIIOIHEHUS
y4eOHBIX 3aJaHU




2. KOHTPOJIBHO-OHEHOYHBIE CPEACTBA

2.1. Ouenounble cCpeACTBA TEKYLIEr0 KOHTPOJIsI (THIIOBbIE)

Bomnpocs! 1Jist yeTHOrO onpoca:

1. JlaiiTe onpeneneHue MOHATUS «IOKYMEHT».

2. Packpoiite monstue «/{0Y». HazoBure npodeccnoHanbHbIe TEPMUHBI U ONPEICICHHS B
00J1aCTH JeI0MPOU3BO/ICTBA.

3. HazoBute u packpoiite GyHKIIUHA JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JacTH OpraHM3allMM JAEJONPOU3BOJACTBA Bbl 3HAETE?
HazoBute copepxanue mnakera o0s3aTeNbHBIX 3aKOHOJATENBHBIX U HOPMATUBHBIX JTOKYMEHTOB B
oomactu JIOY.

5. Hazosure nmpaBuiia yTBepxaeHUS JOKYMEHTOB. TpeOoBaHus 1 0hopMIICHHE.

6. Kakue pexBU3UTHI SBISAIOTCS «IOPUANYECKH 3HAUMMBIMU»? [IpaBuia ux odopmiieHus.
UYto BKIIIOYAET B ce0sl MOHATHE «IIPABOBasi OXpaHa JOKYMEHTOBY?

7. llpuBenurte npumepbl JOKYMEHTOB, KOTOpBIE IMOJJIEKAT YTBEPKIECHUIO U HAa KOTOPBIX
cTaBuTCs neyaTh. Kak oQopMIISIOTCS IepedyHn TaKuX JTOKYMEHTOB?

8. HaszoBuTe 3aKOH, B COOTBETCTBHH C KOTOPHIM O(OPMIISIFOT PEKBU3UTHI JIOKYMEHTOB
cucteMbl OP/1. Jlata BBeieHHE U UTO OH ycTaHaBiIuBaeT. HazoBUTe Bce pEKBU3UTHI.

9. HazoBure pekBuU3HUTH 00mIero Oianka W OnaHka mis nucbkMa. [IpaBuina opopmiteHHS.
Kakwue Bunbl 01aHKOB BbI 3HaeTe? B ueM 0coOeHHOCTh OJIaHKa JOHKHOCTHOTO JHIa?

10. CornacoBanue u BusnpoBaHue. Ha3oBuTe BUJIbI U CPOKH COIJIACOBAHUS, U BU3UPOBAHNE
JIOKYMEHTOB.

11. Pacckaxure O meyaTsix W INTaMIax MpeAnpusTdil u opranusauuid. Ha kaxux
JOKyMEHTax cTaBsTcs meudaTh? Kakue TpeOOBaHUS NPEABABIAIOT K HCHOJIb30BAaHUIO TepOOBOM
nevaru?

12. Packpoiite coaep:kaHue NOHSTHS «yIlpaBiieHHe». Ha30BUTe cucTeMbl JOKYMEHTOB
ynpasneHus. Packpoiite nonsitue «OP/». Kakue rpynmns! u Buabl J0OKyMeHTOB BXxoasiT B OP/]?

13. Pacckaxure 006 OCOOEHHOCTSIX 3JEKTPOHHOTO JIOKYMEHTA, JEKTPOHHOM MEepenucKu U
TpeOOBaHUSAX, IPEIBABIAEMBIX K HEH.

14. B yem ocoOGenHocTH OnaHKa [yt nucbMa? Ha3oBuTe peKBU3UTHI OJlaHKa JUIsl MUCbMA U
PEKBHU3UTHI CIIYKEOHOTO MHUChMA.

15. Yrto pernameHTHpyeT THUIIOBas MHCTPYKIMS 1O  JenonpousBoicTtBy?  Jlaiite
XapaKTepUCTUKY OpPraHU3allMOHHBIM JOKYMEHTaM U Ha30BUTE UX BUJIBL.

16. HazoBute Buabl MH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB, JaiiTe XapaKTepUCTUKY
KaxxaoMy Buay. [IpuBeauTe u3BecTHbIC BaM BUAbI PETUCTPALIUH.

17. JlaiiTe XapaKTEepUCTUKY yYPEAUTEIbHBIM JOKYMEHTaM M ycTaBy npennpustus. Kakue
BU/JIbI YCTABOB BBI 3HAETE?

18. JlaiiTe XxapakTepucTUKYy HOKyMeHTY «llonoxeHue» M Ha30BUTE CTPYKTYpHBIE YacTH
TEKCTa JOKYMEHTA U €ro COJIepKaHusl.

19. Jlaiite  xapakTepucTuky JokymeHTy «MHcTpykums». IlpuBeaure  mpumepsl.
JloipKHOCTHASI MHCTPYKITHUS, CTpyKTypa Tekcta. Odopmienne. O3HaKOMIICHHUE.

20. [ratHoe pacnucanue OcoOeHHOCTH cocTaBieHHs, odopmieHus. TpeboBaHue K
MCIOJIb30BaHUIO0 YHU(PHUIIMPOBAHHBIX (POPM.

21. IlpaBuna BHyTpEHHEro TpyAOBOro pacnopsaka u Ilonoxenne o nepconasne.

22. JlaiiTe XapaKTepUCTHUKY PaCHOPAINTEIbHBIM JOKYMEHTAM.

23. Ha3zoBuTe BHIBI pacropsIUTEIbHBIX TOKYMEHTOB U OCOOCHHOCTH Kaxjaoro. HazoBute
CTPYKTYpHBIE€ YacTH TEKCTa paCHOPAIUTENbHBIX JIOKYMEHTOB, oO(QopMIeHHEe NpeaMOynasl U
pacrnopsiAUTEIbHON YacTH.

24. B yem ocoOeHHOcTH ciykeOHBIX nuceM? HaszoBute Buibl ciykeOHbIX nuceM. Kakue
TpeOOBaHUS MPEABABISIOTCSA K TEKCTY CIY>KEOHBIX MHCceM?

25. HazoBwute npaBuiia oopMIICHUS PEKBU3HTA «aapecary». Buasl anpecoBaHusl.



26. UTo BXOIUT B MOHATHE «IIPOBEJICHNE IKCTIEPTU3BI IICHHOCTH JOKYMEHTa»?

27. Packporite MIOHATHS «IIOKYMEHTO000pOT», «IOKYMEHTOIIOTOKH. Haitte
XapaKTEPUCTUKY Ka)XIOMY BUAY ITOKYMEHTOIIOTOKA, YKaXuTe ux ocobeHHocTH. Kakum obOpasom
OTIpeNieNsIeTCs TOKyMEHTOO00pOT MPEaIPUsSTHS?

28. Homenkinarypa nen. 3uauenue. CocraBienue. Buibl HOMEHKIATYPBI.

29. TloaroroBka JOKYMEHTOB K CJady€ B BEIOMCTBEHHBIM apxuB. Cpada JOKYMEHTOB B
apxuB opranmzanuu. Onucu JOKYMEHTOB, Haxojsmuxcs B nene. dopma u copepxanue akra od
YHUUTOXEHUU JOKYMEHTOB U JIE.

30. Kakue noxkyMeHTBHl He moiiexar peructparuu? Kak u 3ademM BeneTcsi y4eT TaKux
NOCTYIUIEHUI?

31. Pacckaxute 0 BUJAX BXOJIAIIUX, UCXOJAIIMX BHYTPEHHUX JOKYMEHTax. [[OKyMEHTOB.
[TpuBeaute GopMbl KypHaATBHON peructpanuu. Pacckaxure o peructpamuu ¢ nomompbio PKK u
aBTOMAaTU3UPOBAHHOM.

32. Uto BkirovaeT B cels moHsATHE «hopmupoBaHus» U «odopmieHus» aen? Hazosure
npu3HaKku opopmiieHus: 00JI0KKHU eIl

33. Cpoku XpaHEHHs JOKYMEHTOB B 3aBUCMMOCTM MX 3HauuMmoctu. Ha3zoBure
HOPMATHUBHBIN TOKYMEHT, 10 KOTOPOMY ONPEIEISAIOT CPOKU XPAHECHHUSL.

34. Yro BKiIIOYAET B ceOs MOHATUE «IIOArOTOBKA JOKYMEHTOB K apXUBHOMY XPAaHEHUIO»?
DyHKIINH, 33/1a4U U OTBETCTBEHHOCTH DK.

TecTbl A1 IpOBe/leHUs] KOHTPOJIbHOI PadoThI:

1. IIpaBuibHasi MOC/IEI0BATEIbHOCThL HANMCAHUS JJIEMEHTOB IIOYTOBOrO ajgpeca Ha
NOYTOBBIX OTIPABJICHUSIX:

a) HOYTOBBINA UHJIEKC;

0) HauMeHOBaHUE ajjpecaTa;

B) HOMEp KBApTHUPBHI;

I') Ha3BaHUE HACEJICHHOIO MTyHKTa,

1) Ha3BaHUE 00J1aCTH, Kpasi, peCITyOIUKY;

€) cTpaHa;

’K) HOMEp JI0Ma;

3) Ha3BaHUE YJIHIIBI.

2. YunuuupoBanHas cucTeMa J0OKyMEHTAallMU — ITO:

a) cucTema JIOKyMEHTAallU{, CO3/IaHHas M0 €IUHBIM MpaBWiIaM U TpeOOBAHUSIM, COJIEprKalas
UHpOpMaIKIO, HEOOXOIUMYIO /ISl YIPaBJIeHHUs B ONpeIeIeHHON cdepe e TeNbHOCTH;

0) yHupuIupoBaHHble (HOPMBI  JTOKYMEHTOB, CHCTEMAaTU3UpPOBaHHbIE MO (YHKIUAM
yIpaBJICHUS;

B) COBOKYITHOCTb JIOKYMEHTOB, YCTaHOBJIEHHBIX B COOTBETCTBUM C  pEHIa€MbIMU
JIOKyMEHTaMHU;

I') COBOKYITHOCTH JOKYMEHTOB, CBSI3aHHAsI €AMHOOOPAa3HBIMU IIPaBUIaMH O(POPMIICHUSI.

3. Bo3MOKHOCTHL HCHOJIb30BAaHHA (akcuMHuIe Kak COOCTBEHHOW  MOANUCH
perjiaMeHTHpyeTcs:

a) rpaXkJIaHCKuM KojekcoM PdD;

0) mpaBWIIaMHU J€JIONPOU3BOCTBA B (pe/iepalibHbIX OpraHax UCIOJHUTEIbLHOM BIACTH;

B) OCT P 7.0.97-2016.

4. Kakomy Buay 0JIJaHKOB COOTBETCTBYET JAHHbII HA00pP PeKBU3UTOB?

a) ['ocynapctBennslii rep6 Poccuiickoit @enepanumn, rep6d cyowsekra Poccuiickoi
®denepannn, sMOIeMa OpraHu3alliy, TOBAPHBIA 3HAK (3HAK OOCITY)KMBaHUsA), JaTa, HOMEpP, MECTO
COCTAaBJIEHUS WJIN U3JaHUS;

0) GaHK MHUChbMa;



B) OOIIMii OJIaHK;

r) OJlaHK KOHKPETHOTO BHJA TIOKYMEHTA.

5. Iops1ok HANKMCAHKUS TIOYTOBOI0 a/ipeca YCTAHOBJIEH:

a) B [IpaBunax nenonpousBojacTBa B (efepaabHbIX OpraHax UCIOJIHUTEIbHON BIACTH;

6) BI'OCT P 7.0.97-2016;

B) B [IpaBmiax oka3zaHus yCiayr MOYTOBOH CBSI3H.

6. PekBH3UT «BH32» MOKET BKJIKYATH:

a) JIOJDKHOCTh BH3UPYIOIIETO, €T0 MOJINCh, pacIu(POBKY (MHUIKAIIBI U (haMUJIUs) U 1aTY;

0) moamucek, pacuudposky (. U. O.), naty;

B) JOJKHOCTB, MOJIUCH J1aTY;

') JOJDKHOCTB, MMOAINHUCH, pacudpoBky noanucu (. U. O.).

7. 'epOoBasi meyaThb NPOCTABJISIETCS HA MUCbMAX:

a) peKJIAMHBIX;

0) HAMOMHUHAHUSIX;

B) IpUIJIAIICHUSX;

I') rapaHTUHHBIX;

1) “HGOPMAITMOHHBIX.

8. TekcT JOKYMEHTOB COCTABJISIIOT HA rOCY/1apCTBEeHHOM si3bike Poccuiickoilt @exepanuu
WM HAa roCy1apCcTBEHHBIX A3bIKaX cy0beKkTOB Poccuiickoii degepanuu B COOTBETCTBHUH C:

a) MpaBuUJIa JEeONPOU3BOCTBA B (peiepalbHBIX OpraHax HUCIOIHUTEIbHON BIACTH;

0) 3akoHOmarenpcTBOM Poccmiickoit denepannu u cyorekToB Poccuiickoii @eneparum;

B) [CHOY;

I') TUIIOBOM MHCTPYKLMEN MO JEIOIPOU3BOJICTBY.

9. eabio cTaHAAPTH3AIUM JOKYMEHTOB SIBJISIETCS

a) IOPUINYECKOE 3aKpEIUICHNE PE3yIbTaTOB YHH(PUKAIIUU JJOKYMCHTOB;

0) pa3paboTKa HOMEHKIIATYpy Aell;

B) CHCTEMaTH3alus JOKYMEHTOB B OpraHU3allnY;

r) obecrieyeHNe COXPAaHHOCTU JOKYMEHTOB;

1) 3anuTa KOH(OUICHIINATbHOCTH HH(HOPMAITIH.

10. Ykasxkutre BapHMaHT OTBETOB, B KOTOPOM NPABHJIbLHO HA3BAHbI PEKBH3HMTHI OJIAHKA
nuchbMa:

a) (rep6, smbnema), KOJ OpraHu3allii, HAMMEHOBAHUS OpPTaHHW3aIlH, CIIPAaBOYHBIC JAHHbBIE
00 opraHuzanuu, Koja (HopMbl JOKYMEHTa, MECTO JUIS MPOCTABICHHS JAaThl TOKYMEHTA, MECTO IS
IPOCTaBJICHNUS PEruCTPALMOHHOTO HOMEpa OKYMEHTa, CChIJIKa Ha HOMEpP M JaTy BXOJILEro
JOKYMEHTa;

0) (rep6, oMOsieMa), HAMMEHOBAHUsI OpTraHU3aIUH, KOJI OpraHU3aIiy, 1aTa JOKYMEHTa, MECTO
JUTSL TIPOCTABJICHUS] PETUCTPAIIMOHHOTO HOMEpa JIOKYMEHTa, MECTO M3/[aHUs TOKYMEHTa, CChIJIKA Ha
HOMED U J1aTy BXOJISILEro JT0KyMEHTAa,

B) (rep6, smOiieMa), HaMMEHOBAHUSl OpPraHM3allMM, HAaUMEHOBAaHMS BHMJA JOKYMEHTa, JaTa
JIOKYMEHTOB, KOJA (OpPMBI JTOKYMEHTa, MECTO JJis MPOCTaBICHHUS PETUCTPALMOHHOTO HOMEpa
JOKYMEHTa, CIIPaBOYHBIE JaHHbIe 00 OpraHu3alliM, CChUIKA Ha HOMEpP M JaTy BXOJSIIErO
JIOKYMEHTA;

r) (rep6, sm0OieMa), HAaUMEHOBAaHMsI OpraHU3alMH, CIPABOYHBIE JaHHbIE 00 OpraHU3allH,
kox opranmszaruu OI'PH, mecto anst mpocTaBieHUs [aThl JOKYMEHTa, MECTO JJIsi MPOCTaBICHUS
PETUCTPAIIMOHHOTO HOMEpa JTOKYMEHTAa, CChIIKAa HAa HOMEpP W JIaTy BXOJMSIIETO TOKYMEHTa, MECTO
JUIS 3aT0JIOBKA K TEKCTY.

11. K oprann3zanmoHHbIM JOKYMEHTAM OTHOCSTCS:
a)  TNPOTOKOI;
0) ycras;

B)  HHCTPYKLHS;
r)  IOCTaHOBJICHHUE;
1)  TOJIOXKEHHUE.



12. K pexkBH3MTAM NPUKa3a OTHOCATCH:
a)  axpecar;
0) HauMEHOBaHHUE OpraHU3ALNY;
B)  HaMMEHOBaHHE BHJIA JIOKYMEHTA;
I)  3aroJIoBOK K TEKCTY, TEKCT;
n)  Tpud yTBEpKICHHUS;
€)  TIOIIHChH.
13. AKTBI CO3aI0TCH:
a)  KOJUICTHAJIbHO;
0) Ha OnaHKax;
B)  Ha COBCIIAHUU;
T) BBILIECTOSAIICH OpraHu3aIuei.

14. HopmaTuBHBIIi aKT, M31aBaeMblii JUPEKTOPOM 00pa30BaTe]bHOW OpPraHU3ALUH
WM YUYPEXKIeHUs, ITO:

a)  IpHKa3;

0) TOJIOXKCHHE;

B)  paclopsbKEHHUE;
r)  peleHue.

15. Bo BpemMsi NpOM3BOACTBEHHOI'0 COBEILIAHUSI Y JHPEKTOPa CeKpeTapb 3aluCbIBAJI
BBICTYILUICHUSI M NpuUHATHe pemienus. Kakoil nokymeHT cieayer oGpopMHTHL MO HTOram
3acenanus’?

a) IIpoToxour;

0) pemeHue;

B) pacHopsiKeHHE;

I') MPOTOKOJI, PELLIEHUE U PACIIOPSHKEHUE;

1) 0 YCMOTPEHUIO HAa4yaJIbCTBa.

16. PexBu3uTAaMHU BHElIHEH CIIPABKHU SIBJISIETCH:

a) IevaTh;

0) MOJIUCH;

B) HaMEHOBAaHME BU/IA JOKYMEHTAa,

T) aapecar;

1) HaUMEHOBaHME OpraHU3aINH;

€) CChIJIKa Ha JIaTy perucTpaliOHHbIN HOMEp.

17. ®akc oTaIn4yaeTcst OT MUCbMA 10 0()OPMJICHHIO TEM, YTO:

a) sIBIISI€TCS HE MOMJIMHHUKOM, a KOIUEH T0KYMEHTa;

0) COIEepKUT PsAJ TOMOITHUTENBHBIX PEKBU3UTOB;

B) Ireyataercs Ha Tenedakce;

I') HE MOXXET OBbITh 3aBEPEH MeYaThIo.

18. Beigeaure H3 KaKHX Ppa3gejioB COCTOMT TEKCT MpPHKa3a 10 OCHOBHOM
NeATeJIbHOCTH:

a) KOHCTaTUPYIOIIUN U PacHopsIUTEIbHBIMH;

0) KOHCTATHPYIOLIUI U TOCTAaHOBJISIOIINH;

B) KOHCTaTUPYIOIIMH U Mpe/iararouiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIHI.

19. Bbigeante, B KaKOM M3 BH/JI0B [0KYMEHTOB He IPOCTABJSITCH PEKBH3UT
HAHMEHOBAHUS BU/IA JOKYMEHTA.

a) 3asBJICHUC;

0) ciyx)ebHOe MICHMO;

B) JIOKJIQJHAsS 3aMHCKa;

I') JOJDKHOCTHAs MHCTPYKIIUS.

20. Pacnpexesure  yKkasaHHbIe  HHKe  JOKYMEHTBI Ha 3 rpynnsi:
a) OpraHM3anMoHHbIe, 0) pacnopsiAUTeIbHbIC, B) HHPOPMALMOHHO-CIIPABOYHBIE.



Pesrome.

JlomKHOCTHAS UHCTPYKITUA.
Pacnopsixenue nupekropa.

CBoaka.

ITocTanOBIIEHME KOJUIETUH.
WHCTpyKIUs 10 JeI0NPOU3BO/ICTBY.
CrpaBka ¢ Mecta pabOThl.

[Tpuka3 o npueme Ha paboTYy.

. IlITaTHOE pacnucaHue.

10. Tpymnosoii gorosop.

11. IlpurnameHnue Ha BHICTABKY.

12. PernameHr.

21. Komuccusi mo paccjiefOBaHMIO I0Kapa, NPOHM30LIeAIIero B 00pa3oBaTelbHOM
YUYpPeKIeHUN, YCTAHOBHJIM Pl (PAKTOB, KOTOpPbIe MOCTYKWIM NPUYUHOH moxkapa. Kakoii
JAOKYMEHT J0/I5KHA COCTABUTH KOMHCCHS?

a) AKT;

0) crpagky;

B) JIOKJIAJIHYIO 3aITUCKY;

I') UHCTPYKLHIO O IPOTUBOIOXKAPHOM 0€3011aCHOCTH.

22. JIOKyMEHT, aJpecOBAHHbIH PYKOBOJUTEJII OPraHU3ALMH, COJAepKalIuil
00cTOATEILCTBEHHOE H3JI0KeHHe KAaKOro-jiu0o BONPOCAa ¢ BbIBOJAMH M INpeIJI0KeHHUSIMH
COCTABJICHHUSI, HA3bIBAETCSH:

a) aKT;

0) mpeacTaBieHUE;

B) JIOKJIaJ{Has 3aIlMCKa;

') IpeyIoKeHue.

23. JlaToii c/1y:e0HOro NuChbMa siBJIsIeTCH JaTa:

a) COCTaBIICHUS;

0) oTmpaBiICHUS;

B) TOJIITMCAHUS,

) MOJY4YEHHUS.

24. CnucoK NPUCYTCTBYIOIIMX HA 3aceJaHuM oGopMJIsieTcs OTAeJbHO U NIPHJIaraercs K
NPOTOKOJIY, €CJIM TAKOBBIX:

a) 6onee 15;

0) 6ouee 10;

B) Oonee 25.

25. Odopmitenune 00J10KKH 1eJ1a JJIS MIOCJIeAYI0IIero XpaHeHusl onpeieasercs:

a) CTaHAapTOM;

0) MHCTPYKIIUEH 10 JACIOMPOU3BOICTRY;

B) PacHoOpsKEHUEM PYKOBOUTEIS.

26. DxcnepTH3a HEHHOCTH 10KYMEHTA NPOXOAUT B rana:

a) 4eThIpe;

0) Tpu;

B) JBa.

27. HomenkJaaTtypa aej (padounii 3k3eMILIsIp) MOMEIIAIOT HA:

a) CToJIe, MO CTEKJIOM;

0) nBepiie mkada ¢ TOKyMEHTaMH,

B) BHYTpPEHHEH CTOPOHE JBEpIIbI MKada ¢ TOKyMEHTaMH.

28. Bce simcThI AeJia NpU MOATOTOBKE MX K Iepelaye B ApXUB HYyMEpPYHOTCS:

a) YepHBIM rpaUTHBIM KapaHaalioM;

0) YepHbIMH YEPHUIIAMU;

B) KpacHbBIM KapaHJaIIoOM.

00N U AW~



29. Bxoasimue JOKYMEHTBI PErUCTPUPYIOTCH:

a) TMocJie O3HAKOMJICHUSI C HUMU PYKOBOJUTEJIS;

0) B MepBOii MOJIOBUHE JTHS TIOTyYCHUS;

B) J10 O3HAKOMJICHHS C HUMU PYKOBOJUTEIIA.

30. Ka:knasi oGpa3oBaTe/ibHasi OPraHu3anus 00s13aHA HUMeTh:

a) CBOJHYIO HOMEHKIJIATYpPY;

0) MHIMBUAYAITbHYIO HOMEHKIIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.

31. 3a ck0JbKO IHEli 10 NCTIOJIHEHUSs POBOISIT MPeAyNpPeInTeIbHbIIH KOHTPOJIb?

a) 11Ba;

0) oauH;

B) TpH.

32. Pa3nesuTe/isiMU B CIIPABOYHO# KaAPTOTEKe CJIYKAT:

a) Ha3BaHMSI CTPYKTYPHBIX MOAPA3/ICICHUN;

0) HampaBlICHUS ACSITEILHOCTU TIPEIIPHUSITHS,

B) JTHU HEJIEJH, MECsIa.

33. Ha ucxoasiieM J0OKYMeHTe PEKBH3HT «1aTa» CTABUTCH:

a) COCTaBHUTEJIEM JIOKYMEHTA;

0) TIpu perucTpaIvy;

B) IOCJIE TIOJANUCAHUS PYKOBOIUTEIIEM.

34. Eciin B Jeje cojep:karcs TOKYMEHTHI Pa3jIMYHON LEHHOCTH, TO CPOK XpaHEHHs
yCTaHABJIUBAETCS:

a) OOJbIINIA;

0) MCHBIIIHIA;

B) CpEeIHUH.

3anaHust 1/ CAMOCTOATEIBHON padoThI

3aganmne 1. OdopmMuTh BCe OTMETKH, KOTOpPBIE CTaBAT HAa JJOKYMEHTE B COOTBETCTBUHU C
I'OCT P 7.0.97-2016. Ykaxxute MeCTOpPacoI0KEHUS ITUX PEKBU3UTOB Ha OyiaHke popmara A4.

3ananme 2. M300pa3ute cxeMaTHUECKH KIACCU(PHUKAIIMIO TOKYMEHTOB.

3aganue 3. Beimumure Ha nuct Gopmara A4 Bce mpaBuiia 0pOpMIIEHHS TEKCTA IOKYMEHTA:
UHTEpBaJIbl, MIPUQPTHI U T. 1. B cooTBeTcTBUU ¢ [OCT P 7.0.97-2016.

3aganue 4. CocrtaBUTh U OQOPMUTH JOKJIAJHYIO 3alUCKy O HapyLIEHUH TPYAOBOH
JUCLUIUIMHBL paOOTHUKOM. Bce pPEeKBU3UTBHI U 3JIEMEHTHI TEKCTa J100AaBUTh CaMOCTOSITENBHO.
Hanmcars 00BSCHUTENBHYIO 3aITUCKY OT UMEHH PaOOTHUKA, HAPYIIUTEIS TPYIOBON AUCIUTUTAHBI.

3ananme 5. Hanucath oTBETHOE MUCHEMO-0J1ar0AapHOCTh Ha MO3IPaBICHHUE.

2.2. OueHo4YHbIE cpeCTBA /Il IPOMEKYTOUYHOM aTTecTAlUM (3a4eT)

Bonpocs! 1u1s1 npoBeaeHus 3a4era:

1. [loHATHE «IOKYMEHT» U €r0 (PYHKIIHH.

2. Knaccudukaius 10KyMEHTOB.

3. CymHOCTh W OCHOBHO€ Ha3HAYEHWE JTOKYMEHTAIIMOHHOTO OOECredYeHUs NeATeTbHOCTH
nezjarora.

4. CucrteMbl JOKYMEHTAIIUH.

5. 3akoHoJaTenabHas U HOPMATUBHO-METOJMUECKas 6a3a TOKYMEHTAMOHHOTO 00ecneueHus
yIpaBIeHUSI.

6. @opMmynsp TOKyMEHTA.

7. CocTaB pEKBU3UTOB JOKYMEHTOB.

8. TpebGoBaHus K OQPOPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeGoBanus k OJaHKaM JOKYMEHTOB.

10. Cucrema TOKyMEHTalMU B 00pa30BaTeIbHOM OpraHu3aluy.



11.

OpranuzannoHabie JOKyMeHThI cucteMbl OPJ. O0mas xapakTepucTHKa U Ha3HAYCHHE

JOKYMCHTOB.

12.

Pacnopsinutensabie 1okyMeHThl cuctembl OPJI. O01mast xapakTepucThKa U Ha3HAYEHUE

JOKYMCHTOB.

13.

WNudopmMannoHHO-CIIpaBoOYHbIe TOKyMeHTHl cucteMbl OPJ[. Obmias xapakTepucTuka u

Ha3HaA4YCHUE JOKYMCHTOB.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42,
43.
44,
45.
46.
JIOKYMEHTA.
47.

JlenoBoe MUcbMO Kak OCHOBHOM BUJI IIEPETHUCKH.

bnanku g nucem. @opmynsp 1e10BOro nucbMa.

OcobeHHocTr 0(pUIINATBHO-JIETIOBOTO CTUJISI COCTABJICHHUS TEKCTA JEIOBOTO MHCHMA.
Bugpl ciykeOHBIX MHCEM, COCTABIISIOIINE OCHOBY JI€JI0BOM KOPPECTIOHICHIUH.
DNEeKTpOHHAas Nepenucka. DIEKTPOHHBIM TOKYMEHT.

Opranuzanus J0KyMEHT0000poTa 00pa30BaTeIbHOM OpraHu3aLuy.

@®opmbl Opranu3anuu padboThl ¢ JoKyMeHTaMu. JJokyMeHTo000poT. JJOKyMEHTONOTOKH.
[Topsimok 06paboTKN BXOAALIMX JOKYMEHTOB. Peructpanus 10KyMeHTOB.

[Mopsimox 00pabOTKH UCXOIAIINX TOKYMEHTOB.

[Topsiiok paGoThl C BHYTPEHHUMHU JOKYMEHTaMH.

Howmenkiarypa nen.

®dopmupoBanue, 0popMIICHHE, XpPaHEHUE JIe B TEKYILIEM JI€TI0IPOU3BO/ICTBE.
YHuUKays J0KyMEHTOB.

CranpapTusanus J0KyMEHTOB.

Hywmeparus MHOroCcTpaHUYHOTO JOKYMEHTA.

HIpudTel, Kerau 1 noss, IpuMeHsieMble IpH 0GOPMICHUH JJOKYMEHTOB.

Pesrome, aBTrobHOTpadus, XapaKTEepUCTHKA: TOHATHE, HA3HAYEHUE, COCTAB PEKBU3HTOB.
3asBIeHME: IOHATUE, HA3HAUYEHHUE, COCTaB PEKBU3UTOB.

CnyxeOHast 3aMcKa: OHATUE, HA3HAUYEHHUE, COCTaB PEKBU3HUTOB.

OOBbscHUTENbHAS 3aIIUCKA: IOHATHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

JlokiiagHas 3anucKa: NOHATHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

CripaBka: MoHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

AKT, IPOTOKOJI: TOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

[Tpukas, pacropskeHueE: OHATUE, HA3HAUYEHUE, COCTAB PEKBU3UTOB.

[Tpuka3 mo TMYHOMY COCTaBY: NOHSITHE, HA3HAYEHHUE, COCTAB PEKBU3HUTOB.

VYcTaB, N0JI0KEHUE: IOHATUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

JlomKHOCTHAS MHCTPYKIUS: TIOHATHE, HA3HAUYEHUE, COCTaB PEKBU3UTOB.
MHCTpyKIMs 10 JEI0NPOU3BOJACTBY: TOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.
[TpaBuiia: noHsITHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

KonnekTuBHbIN 10roBOp: MOHATHE, HA3HAYEHHE, COCTAB PEKBU3HUTOB.

Oco0eHHOCTH COCTaBIEHUS TEKCTa MPOTOKOJIA.

OCoOeHHOCTH COCTaBIIEHUS TEKCTa MPUKa3a.

PexkBu3utel rep0, smOnema, TOBapHBIM 3HaK (3HAK OOCTyXUBaHUSA), KOJ (HOPMBI

PexBH3UT HaMMEHOBAHWE OpraHU3alMi, HANMEHOBAHUE CTPYKTYPHOI'O NOJpa3/IeIeHus,

HaMMCHOBAHUEC JOJIZKHOCTH JIMIIA.

48.
49.
50.
51.
52.
53.
54.
55.
56.
57.

PexBU3UT cipaBoOYHBIC TaHHBIE 00 OpraHU3AIIH.

PexBu3uT HauMeHOBaHHE BUJA JOKYMEHTA.

PexBu3uT nara 1OKyMeHTa.

PexBu3uT peructpaimoOHHbI HOMEP JOKYMEHTA.

PexBU3HT CChUIKA HA PETUCTPAMOHHBIA HOMEP U JJaTy MOCTYNUBIIETO JOKYMEHTA.
PexBu3uT MecTo coctaBneHus (M31aHUs) JOKYMEHTA.

PexBu3uT rpud orpaHnyeHus J0CTyNa K JOKYMEHTY.

PexBusut aapecar.

PexBu3uT rpud yrBepKIeHUs TOKYMEHTA.

PexBU3UT 3aronoBOK K TEKCTY.



38.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBU3UT TEKCT JOKyMEHTA.

PexBU3HUT OTMETKA O MPUIIOKEHUU.

PexBusut rpud corimacoBaHusi JOKYMEHTA.
PexBusut Bu3a.

PexBu3uT moanmuce.

PexBu3UT OTMETKa 00 AJIEKTPOHHOMN TOIUCH.
PexBu3uT meuars.

PexBHU3UT OTMETKA 00 HCIIOJHUTEIIE.

PexBu3uT ormMeTKa O 3aBEPEHUH KOIUH.
PexBU3UT OTMETKA O MOCTYIUICHUU JTJOKYMEHTA.
PexBusut pesonronusi.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBu3uT oTmMETKA O HaNPaBJIEHUU JOKYMEHTA B JEJ0.



