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1. HACIIOPT ®OHJA OHEHOYHbLIX CPEJACTB

1.1. ObaacTh NpUMeHeHus!

®onn  oneHouHblx cpencts (POC) — HeoThemsieMas dYacTh pabodeid MpOrpaMMbl
JUCLUIUINHBL «J{OKyMEHTallMOHHOE 00€ecIeYeHHEe NESATENIbHOCTH ME€Jarora» M IMpeaHa3HaueH A
KOHTPOJISI M OLEHKM 0Opa3oBaTeNbHBIX JOCTHXKEHUH CTYACHTOB, OCBOUBIIUX MPOTpamMmy
JUCLUTIITUHBI.

1.2. Ies1u 1 32124 (pOH/AA OLIEHOYHBIX CPE/ICTB

Henp ®OC — ycTaHOBUTH COOTBETCTBHUE YPOBHSI MMOATOTOBKHU O0yUarOIIErocsi TpeOOBaHUAM
@I'0OC BO 6axkanaBpuar no HampasieHuio noarotroku 44.03.05 [lenarornyeckoe obpazoBanue (¢
JIBYMsI TPO(UISMU MOATOTOBKH), YTBEPKICHHBIM MpHKa3zoM MuHucTepcTBa 00pa3oBaHUs U HAYKU
Poccwuiickoit ®enepannu «O06 yTBep)KAeHUH (eAepaTbHOTO TOCYIapCTBEHHOTO0 00pa30BaTeIbHOIO
CTaHJapTa BbBICHIETO OOpa3oBaHMs — OakajaBpuaT IO HampasieHuto mnoarotoBku 44.03.05
[lenarornyeckoe oOpazoBanue (¢ AByMsI NpoduisiMH MOATOTOBKH)» oT 22.02.2018 Ne 125 (c
M3MEHEHUSMU U JIONOTHEHUSIMHU).

1.3. IlepeyeHbp KommeTeHUMH, (OPMHUPYeMbIX B IpoLecce OCBOCHUSI OCHOBHOM
o0pa3oBaTeIbHOM NPOTrPaMMBbI

[Ipouiecc ocBoeHMs UCIUILIMHBI HApaBiieH Ha (OPMUPOBAHUE CIEAYIOIIUX KOMIIETEHIUI
N MHAUKATOPOB UX NOCTHIKCHUA!

Kox mo ®I'OC BO \ HNHaukaTop 10CTHKEHNS
YHUBepcaabHbIE
YK-4 VK-4.1. 3Haer cucreMmy HOPM pPYCCKOTO
Cnocoben OCYUIIECTBIISATh JIEJIOBYIO | JIMTEPATYPHOIO S3bIKA IIPU €r0 MCHOJIb30BaHUU

KOMMYHUKAlMI0 B YCTHOM M MHCHBMEHHOW | B Ka4€CTBE TIOCYJapCTBEHHOrO s3bika PP u
dopMax  Ha  TOCYIapCTBEHHOM  SI3bIKE€ | HOPpMAMHU  WHOCTPAHHOTO(BIX)  fA3BIKA(OB),
Poccuiickoit @exepannu ¥ MHOCTPAHHOM(BIX) | MCIIOJIB3YET pa3iuyHble (POPMBI, BHIBI YCTHOH

s3bIKe(ax) Y TUCbMEHHONW KOMMYHUKAIIHH.
VYK-4.2. Vwmeer BJIAJIETH SI3BIKOBBIMHA
CpeICcTBaMU IS JIOCTUKEHUSA

npo(ecCHOHANBHBIX TIeJIed Ha pPYCCKOM U
WHOCTpaHHOM(BIX)  s3bIKe(aX) B  paMKax

MEXITMYHOCTHOTO " MEXKYIbTYPHOTO
OOIIeHNS.

VK-4.3. Bnageer cnocobamMmu KOMMyHHMKAI[UHU B
udpoBoi cpene s JOCTH>KEHUS
npodeccuoHanbHbIX Leaed U 3¢p(HEeKTUBHOTO
B3aUMOJICHCTBHSI.

1.4. JDranbl (popMHUPOBAHUS KOMIIETCHIMH M CPEACTBA OLECHMBAHHWS YPOBHS HX
c¢popMHPOBAHHOCTH

. KoHTpOo/IbHO-0LIEHOYHbIE

Jransl popMupoBaHus komMnereHuuii | Komnerenuun

cpeacTBa / cnnocod oleHuBAHUA
Tema 1. Teoperuko-npaBoeie u | YK-4 BelcTyIuleHHME Ha MPAKTUYECKUX
HOpMaTHBHBIE OCHOBBI 3aHSATUSX, YCTHBIN ONPOC
JOKYMEHTAllMOHHOT'O o0ecrieueHHs
YIPABJICHUS
Tema 2. Crangaptuzanusa npouecca | YK-4 BricTymiieHne Ha NpPaKTUYECKUX
JOKYMEHTHUPOBAHHUS 3aHATHSX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanvoHHo- | YK-4 BeIcTyruieHre Ha NpPaKTUYECKUX
pacnopsiANTENbHON JOKYMEHTAuU 3aHATHSX, YCTHBIN OIPOC




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

Tema 5. Opranuzanus | YK-4 BeicTymuieHre Ha NOpPaKTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHX, YCTHBIA OTpoC
OpraHu3anuu

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

1.5. Onucanue noka3areseii popMupoBaHHusl KOMIIETeHUM

Ko koMnereHuun PesyabTaThl ¢)OPMHPOBAHHOCTH

YK-4 3HaeT: TEOPEeTHUYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO 00ecreYeHus
yIpaBJICHUS, €r0 TEPMUHOJOTHIO M 3a/ayd; CBOMCTBA, (YHKUUU U
NPU3HAKU JOKYMEHTa; CHOCcoObl M CpPEIACTBA JOKYMEHTHUPOBAHMS,
KJacCU(UKALMIO BHIOB JOKYMEHTOB; CTPYKTYpPY JOKYMEHTOB U
HOpPMAaTHBHBIE TPEOOBAHUS K UX COCTABICHUIO U O()OPMIICHUIO.

Ymeer: cocTaBisATh M O(QOPMISTH JTOKYMEHTBHI, HCIIOJIB3YEMbIE B
npodeCCHOHATBLHON  JeSATEIbHOCTH IeJarora B COOTBETCTBHM C
YCTAaHOBJIEHHBIMU  TpeOOBAHMUSMM, B TOM  YHUCJIE  HCIHOJB3YS
MH(POPMALIMOHHBIE TEXHOJIOTUH.

Bnaneer HaBbIKaMu: COCTaBJIEHUS UM O(QOPMIIEHUS pa3iIMYHbIX BHUJOB
JOKYMEHTOB TpPAJUIMOHHBIM CIIOCOOOM H B 3JEKTPOHHOM BUJE,
HaBBIKAMU JETIOBBIX KOMMYHUKAIUMI B YCTHOH M MUCbMEHHOU (hopme Ha
PYCCKOM SI3BIKE.

1.6. Kputepuu onieHMBaHUs KOMIIETEHIIWI HA Pa3HbIX dTanax ux GopmMupoBaHus

KoanuecrBo
Bup yueOHoii padothl 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

HakonurteabHaa cucremMa oneHnBanusa mo 100-0a/1pHoM mIKaje

YerpipexdasibHas
p 100- BykBeHHas mKaJa, Cucrema
cucTremMa .
O0a/uIbHas coorBercTByomas 100-0annbHoM OLlCHUBAHUSA
OLlCHUBAHUA
HKaJja KaJje 3ayera
JK3aMeHa
OTnn4HO 90-100 A — OTJIMYHO — TEOPETUYECKOE

coJiepKaHne Kypca OCBOCHO
MOJTHOCTBIO, 6€3 TTPOo0eIoB;
HE00XO0IMMBbIE IPAKTUYECKHE HABBIKU
paboThI C OCBOEHHBIM MaTEPUATIOM
cOopMHpOBAHBI; BCe
MIPEAYCMOTPEHHBIE IPOTPAMMON
o0y4yeHus yuyeOHbIe 3aJJaHUs
BBIITOJIHEHBI, KAYECTBO UX
BBINOJIHEHUS OIIEHEHO YMCIIOM

3adyTeHo




0aJI0B, OJM3KUM K MAaKCUMAJIbHOMY

Xopoo

83-89

B — o4eHb XOPOIIO — TEOPETUYECKOE
coJiepKaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MPoOeoB;
HEO0XO0IMMBbIC TIPAKTUICCKUE HABBIKU
paboTHI ¢ OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM c(hOpMHUPOBaHBI; BCE
MPEAYCMOTPEHHBIE MPOrPaMMOi
00y4eHus yueOHbIC 3aJaHUS
BBITIOJTHCHBI, KAUYECTBO BBITTOITHEHUS
OOJIBIITMHCTBA M3 HUX OI[CHEHO
YUCIIOM 0aJlIoB, OJIU3KUM K
MaKCUMAIILHOMY

Xoporo

75-82

C — X0OpoI1I0 — TEOPETHUYECKOE
coziepKaHue Kypca OCBOSHO
MOJHOCTBIO; HEKOTOPBIE
MPaKTUYECKHE HaBBIKU PaOOTHI C
OCBOCHHBIM MaTepHAIIOM
copMUpPOBaHBI HEJOCTATOYHO; BCE
MPEyCMOTPEHHBIE TPOTPAMMOMA
oOyueHus: yueOHbIE 3aJaHHs
BBITTOJIHEHBI, KAYECTBO BBITIOJTHEHUS
HU OJIHOTO M3 HUX HE OLIEHEHO
MUHUMAaJIbHBIM YUCIIOM 0aJlIoB,
HEKOTOPbIE BUIBI 3aJaHUI
BBITOJIHEHBI C OIIMOKaAMH

y,I[OBJ'IeTBOpI/ITCJ'ILHO

63-74

D — ynoBiaeTBOpUTENbHO —
TEOPETHUYECKOE COJIep KaHUe Kypca
OCBOEHO YaCTMYHO, HO IpOOeIIbl He
HOCSAT CYIIECTBEHHOTO XapaKTepa,
HE00X0/IMMbIE IPAKTUYECKNE HABBIKU
paboThl ¢ OCBOEHHBIM MaTEpPHAJIOM B
OCHOBHOM C()OPMUPOBAHBI;
OOJIBIIMHCTBO MPEIYCMOTPEHHBIX
porpamMmoii 00y4eHus: yueOHbIX
3aJJaHHii BHIITOJIHEHO, HEKOTOPBIE M3
BBINOJIHEHHBIX 33JJaHUH coJiepKat
OLIMOKHU

yI[OBJ'ICTBOpI/ITeJ'ILHO

50-62

E — nocpencTBeHHO — TEOpETHYECKOE
COJIEpKaHUE Kypca OCBOEHO
YaCTUYHO; HEKOTOPBIE TPAKTUYECKHE
HaBbIKU pabOTHI HE chOPMHUPOBAHBL,
MHOTHE MTPEeyCMOTPEHHBIE yueOHOM
MporpaMMoii o0yueHus: yueOHble
3aJJaHMs HE BBIIOJIHEHBI 100
KauecCTBO BBIIIOJHEHHBIX HEKOTOPHIX
U3 HUX OLIEHEHO YUCIIOM OaJljIoB,
OJIM3KUM K MUHUMAJILHOMY

HCy,Z[OBJ'ICTB OPHUTCJIbH
0

21-49

FX — HEey10BIIETBOPUTEIBHO —
TEOPETUYECKOE COZIEpKaHUE Kypca
OCBOEHO YaCTMYHO; HEOOXOIUMbIE
MIPaKTUYECKHE HaBBIKK PabOTHI C

He 3aureno




OCBOCHHBIM MaTepHAIIOM HE
c(hOpMHUPOBAHBI; OOJIBITUHCTBO
MPEyCMOTPEHHBIX Y4eOHOU
porpamMmoii 00y4eHust yueOHbIX
3aJJaHHid HE BBITIOJHEHO JHO0
KaueCTBO UX BBIMOJTHCHUS OIICHEHO
YHCJIOM 0asIoOB, OJIU3KUM K
MUHUMATbHOMY; IPH JTOMOIHUTEIBHO
CaMOCTOSITEIILHOW paboTe HaJ
MaTepHUaIoM Kypca BO3MOKHO
TIOBBIIIICHUE KAYECTBA BHITIOJTHEHUS
y4eOHBIX 3aJaHHI

HeynosnerBopurensx
0

0-20

F — HeynoBiieTBOPUTEITHHO —
TEOPETUIECKOE COJIepKaHue Kypca He
OCBOCHO; HEOOXOTUMBIC
MPAKTUYCCKHE HABBIKK PA0OTHI HE
c(OPMHPOBAHBI;, BCE BBHIITOJHEHHBIC
yueOHbBIC 3aJaHus COepKAT rPyObIe
OLIMOKH; JIOTIOTHUTEIIbHAS
caMoCTosITeNIbHAs pPadoTa HaT
MaTepUaloM Kypca He PUBEIET K
KaKOMY-JINOO 3HAYUMOMY
MOBBIIICHUIO KAYeCTBA BBITIOJHCHUS
y4eOHBIX 3aJaHUN




2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA
2.1. OueHovHbIe CPeACTBA TEKYUIEr0 KOHTPOJIs (THIIOBbIE)

Bomnpocs! 1J1st yeTHOrO onpoca:

1. JlaiiTe onpeneneHne NOHATUS «TOKYMEHT.

2. Packpoiite nonsitue «OY». HazoBure npodeccnoHaibHble TEPMUHBI U ONIPEICTICHHS B
00J1aCTH J1eJI0NPOU3BOICTBA.

3. Ha3zoBure u packpoiite pyHKIMN JOKYMEHTOB.

4. Kakue OCHOBHbBIE 3aKOHbI B O0OJACTH OpraHM3alUMM JEJIONPOM3BOJICTBA Bbl 3HaeTe?
HazoBure conepkanue makera oOs3aTENIbHBIX 3aKOHOJATENIbHBIX U HOPMATUBHBIX JOKYMEHTOB B
oomactu JIOY.

5. Ha3zoBute npaBuia yTBep>KaeHHUS JOKYMEHTOB. TpeboBanus 1 opopmIICHHE.

6. Kakue pexkBU3UTHI SBISAIOTCS «IOpUAMYECKH 3HAUUMbIMU»? [IpaBuia ux odopmiieHus.
Uro BKIIOUYAET B ce0sl OHATHE «IIPABOBAsi OXPaHa JTOKYMEHTOB»?

7. llpuBenurte npuMepbl JOKYMEHTOB, KOTOPBIE IOJJIEKAT YTBEP)KIEHUIO M HA KOTOPBIX
cTaBuTCs Tieyath. Kak opopMIISIOTCS TepeyHy TaKuX JOKYMEHTOB?

8. HaszoBure 3aKOH, B COOTBETCTBHM C KOTOPHIM O(OPMIISIOT PEKBU3UTHI JTIOKYMEHTOB
cuctembl OPJI. JlaTa BBeieHHE U UTO OH ycTaHaBiuBaeT. Ha30BuTE BCce pEKBU3UTHI.

9. Ha3zoBurte pexBu3uTHI oOliero Gianka v OnaHka Ais nuceMa. IIpaBuiia odopmiieHus.
Kakwue Bub1 0:1aHKOB BBl 3HaeTe? B ueM 0coOEHHOCTH Oi1aHKa JOJDKHOCTHOTO JInia?

10. CornacoBanue u Bu3upoBanue. Ha3oBure BUIbI U CPOKH COIVIACOBAHUS, U BU3UPOBAHUE
JIOKYMEHTOB.

11. Pacckaxkure O mewaTsx W INTaMIax MpeAnpusTdd u opranusanui. Ha xakux
JIOKyMEHTax cTaBsTcs mneudaTh? Kakue TpeOoBaHMS NPEeABABIAIOT K HCIOJIb30BAaHUIO IepOOBOM
neyaTtu?

12. PackpoiiTe conepkaHue MOHATHs «ylpasiaeHue». HazoBure cuctembl JOKYMEHTOB
ynpasnenus. Packpoiite nonsitue «OP/l». Kakue rpymnmsl u BUapl JOKyMeHTOB BXoAsAT B OPJ1?

13. Pacckaxure 06 OCOOEHHOCTSIX 3JEKTPOHHOTO JIOKYMEHTA, JEKTPOHHOM NEepenucKu U
TpeOOBaHUSX, IPEIBABIAEMBIX K HEH.

14. B yem ocoOGeHHocTH OyaHKa i nucbMa? Ha3oBuTe peKBU3UTHI OJlaHKa JUIsl MUCbMA U
PEKBHU3UTHI CIIYKEOHOTO MHUChMA.

15. Yrto pernameHTHpyeT TUIIOBass MHCTPYKIMS 1O JAelonpou3BoacTtBy?  Jlaiite
XapaKTepUCTUKY OpraHU3allMOHHBIM JOKYMEHTaM U Ha30BUTE UX BUJIBI.

16. HazoBute Buabl MH(OPMAIMOHHO-CIPAaBOYHBIX JOKYMEHTOB, JaiTe XapaKTepUCTUKY
KaxxaoMy Buay. [IpuBeauTe u3BecTHbIE BaM BUAbI PETUCTPALIUH.

17. JlaiiTe XapakTEepUCTUKY yYPEAUTEIbHBIM JOKYMEHTAM U yCTaBy mpeinpuarusa. Kakue
BU/JIbI YCTABOB BBI 3HAeTE?

18. JlaiiTe xapakTepucTUKY HOKyMeHTY «llonoxeHue» M Ha30BUTE CTPYKTYpHBIE YacTH
TeKCTa JOKYMEHTa U €ro COJIepKaHusl.

19. Jlaiite  xapaktepuctuky JOokyMmeHTy «UHcTpykums». IlpuBenure  mpumepsl.
JloipKHOCTHASI MHCTPYKITHS, CTpyKTypa Tekcta. Odopmiienne. O3HaKOMIICHHUE.

20. [ratHoe pacnucanne OcobeHHOCTH cocTaBileHHs, odopmieHus. TpeboBaHue K
MCIIOJIb30BAHUIO0 YHU(PHUIIMPOBAHHBIX (POPM.

21. IlpaBuna BHYTpEHHEro TpyAOBOro pacnopsaka u [lonoxeHnne o nepcoHasie.

22. JlaiiTe XapaKTepUCTUKY PaCHOPSAIUTEIbHBIM JOKYMEHTAM.

23. Ha3zoBuTe BHIbI paclopsIUTEIbHBIX TOKYMEHTOB U OCOOEHHOCTH Kaxjaoro. HazoBute
CTPYKTYpHBbIE€ YacTH TEKCTa pPaCHOPSIUTENbHBIX JIOKYMEHTOB, O(QOpMIeHHE NpeaMOynabl U
pacrnopsiAUTEIbHON YacTH.

24. B yem ocoOeHHOcTH ciy’)keOHBIX nuceM? HazoBute BuIbI ciyxeOHbIX nuceMm. Kakue
TpeOOBaHUS MPEABABISAIOTCSA K TEKCTY CIY>KEOHBIX MHCceM?

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



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

27. Packporite MIOHATHS «IIOKYMEHTO000pOT», «IOKYMEHTOIIOTOKHY. Haitte
XapaKTEPUCTHKY Ka)XIOMY BHUAY TOKYMEHTOIIOTOKA, YKaXHUTe uX ocoOeHHocTH. Kakum oOpazom
OTIpeNeNsIeTCs JOKYyMEHTOO00pOT MPEaIpUsSTHS?

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

29. TloaroroBka JOKYMEHTOB K C/ady€ B BEIOMCTBEHHBIM apxuB. Cpada JOKYMEHTOB B
apxuB opranuzanuu. Onucu JOKYMEHTOB, Haxojsamuxcs B nene. dopma u copepxanue akra oo
YHUUTOXEHUU JOKYMEHTOB U JIE.

30. Kakue noxkyMeHTBHI He mojuiexaTr peructparuu? Kak u 3ademM BeneTcsi y4eT TaKux
NOCTYIUIEHUI?

31. Pacckaxute 0 BUJAX BXOJAIIUX, UCXOMASIIUX BHYTPEHHUX JOKyMEHTaX. JJOKYMEHTOB.
[TpuBeaute GopMbl KypHaIBHON peructpanuu. Pacckaxure o peructpamuu ¢ nomombio PKK u
aBTOMAaTU3UPOBAHHOM.

32. Uto Bkiro4aeT B celsi moHsATHE «hopmupoBaHus» U «odopmieHus» aen? Hazosure
npu3HaKu opopmiieHus: 00JI0KKHU eIl

33. Cpoku XpaHEHHs JOKYMEHTOB B 3aBUCUMOCTM MX 3HauyuMocTu. HaszoBute
HOPMATHUBHBIN TOKYMEHT, IO KOTOPOMY ONPEIEISAIOT CPOKU XPAHECHHUSL.

34. Yro BKiIIOYAET B ceOs MOHATUE «IIOArOTOBKA JOKYMEHTOB K apXUBHOMY XPAHEHUIO»?
DyHKINH, 33]1a4U U OTBETCTBEHHOCTH DK.

TecThl 111 IPOBEAEHNSI KOHTPOJIbHOI PadoThI:

1. IpaBuwibHas MOC/I€I0BATEJbHOCTh HANMUCAHUS 3JE€MEHTOB MOYTOBOIO ajgpeca Ha
NMOYTOBBIX OTIPABJIEHUSIX:

a) MOYTOBBIM HUHJEKC;

0) HaMMEHOBAHUE ajpecara;

B) HOMEp KBapTHUPBI;

I') Ha3BaHUE HACEJIEHHOI'O yHKTAa;

1) Ha3BaHHUE 00JaCTH, Kpasi, peCIyOInKH;

€) CTpaHa;

’K) HOMEp JI0Ma;

3) Ha3BaHUE YJIHUIBL

2. YHU(UUIMPOBAHHAS CHCTEMA JOKYMEHTAIlMU — 3TO:

a) cucrteMa JJOKyMEHTAlllu, CO3J[aHHas 0 eIMHBIM MpaBUiIaM M TpeOOBAaHUAM, CO/EprKalas
nH(OopMaIro, HEOOXOIUMYIO I YIIPABJICHUS B OMPEIETICHHOM cdepe NeaTeTbHOCTH;

0) ynupunupoBaHHble (GOpPMBI  TOKYMEHTOB, CHUCTEMaTHU3UPOBaHHbIE IO (YHKIHAM
yIIpaBJICHUS;

B) COBOKYIHOCTb  JIOKYMEHTOB, YCTAHOBJIGHHBIX B COOTBETCTBUM C  pELIa€MbIMU
JOKYMEHTaMHU;

I') COBOKYIHOCTb JJOKYMEHTOB, CBA3aHHAs €IMHOOOPa3HBIMH MPaBHIAMH O(OPMIICHHSL.

3. Bo3Mo:kHOCTH HCHOJIBL30BaHMS  (akcuMuiIe Kak COOCTBEHHON  NMOANMUCH
perjiaMeHTHpPYeTcsi:

a) rpakIaHCKuUM KojekcoM PdD;

0) mpaBUIIaMH JEJIONPOU3BOJICTBA B (pe/iepanbHbIX OpraHax UCIIOJIHUTEILHON BIIACTH;

B) ['OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JaHHbINH HA0OpP PeKBU3UTOB?

a) 'ocymapctBennbrit  rep6 Poccuiickoii @enepanuu, repd cybvekta Poccuiickoit
Oeneparnun, sM0IeMa OpraHu3alyy, TOBapHBINA 3HAK (3HAK OOCITYXKHMBaHHUA), aTa, HOMEP, MECTO
COCTABIJICHUS WJTH M3/IaHMS,

0) OnaHK MUCHhMa;



B) OOIIMii OJIaHK;

r) OJlaHK KOHKPETHOTO BHJA TIOKYMEHTA.

5. Iops1ok HANKMCAHKUS TIOYTOBOI0 a/ipeca YCTAHOBJIEH:

a) B [IpaBunax nenonpousBojcTBa B (efepaabHbIX OpraHax MCIOJIHUTEIbHON 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, MOJIHCH J1aTy;

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

7. I'epOoBasi meyaThb NPOCTABJISIETCS HA MUCbMAX:

a) PeKJIAMHBIX;

0) HANMOMHUHAHUSIX;

B) INpUIJAIIECHUSX;

I') rapaHTUHHBIX;

1) “HGOPMAITMOHHBIX.

8. TekcT JOKYMEHTOB COCTABJISIIOT HA rOCY/IapCTBeHHOM si3bike Poccuiickoit denepanun
WJIM HAa roCy1apCTBeHHBIX A3bIKaX cy0bekToB Poccuiickoii ®degepanuu B COOTBETCTBHU C:

a) MpaBuUJIa JeIONPOU3BOJCTBA B (peiepabHBIX OpraHax HUCIOIHUTEIbHON BIACTH;

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

B) [CHOY;

I') TUIIOBOM MHCTPYKLUEN MO JEIONPOU3BOJICTBY.

9. llenbio cTaHAAPTH3AIUM JOKYMEHTOB SIBJISIETCS

a) IOPUINYECKOE 3aKpEIUICHNE PE3yIbTaTOB YHH(PUKAIIUU JJOKYMCHTOB;

0) pa3paboTKa HOMEHKIATYpy Aell;

B) CHCTEMaTH3anus JOKYMEHTOB B OpraHU3allny;

r) obecreyeHne COXPAaHHOCTU JOKYMEHTOB;

1) 3anuTa KOH(OUISHIINATbHOCTH HH(OpMAITUH.

10. Ykasxkute BApHAHT OTBETOB, B KOTOPOM NPAaBHJIbHO Ha3BaHbI PEKBH3HMTHI OJIaHKa
nuchbMa:

a) (rep6, smbnemMa), KOJ OpraHM3alii, HAMMEHOBAaHUS OpPTaHHW3aIllH, CIIPaBOYHbIC JAHHbBIE
00 opraHu3zanuu, Koja (GopMbl JOKYMEHTA, MECTO Ul MIPOCTABICHHUS JaThl TOKYMEHTa, MECTO IS
NPOCTaBJICHNUS PEruCTPALMOHHOTO HOMEpa JOKYMEHTa, CChUIKA Ha HOMEp M JaTy BXOJSILEro
JOKYMEHTA;

0) (rep6, oMOsieMa), HAMMEHOBAHUsI OpTraHU3aIluH, KOJI OpraHU3aIiy, 1aTa JOKYMEHTa, MECTO
JUTSL TIPOCTABJICHUSI PETUCTPAIIHOHHOTO HOMEpa JOKYMEHTA, MECTO M3JaHHs JIOKyMEHTa, CChUIKAa Ha
HOMEp U JIaTy BXOJAIIETO JOKYMEHTA;

B) (rep6, smOiieMa), HaMMEHOBAHUSl OpPraHM3allMM, HAaUMEHOBAaHUS BHJA JOKYMEHTa, JaTa
JIOKYMEHTOB, KOJA (OpPMBI TOKYMEHTa, MECTO JJisi IMPOCTaBICHHUS PETUCTPALMOHHOTO HOMEpa
JOKYMEHTa, CIIPaBOYHbBIE JaHHbIE 00 OpraHW3aliH, CCHUIKA Ha HOMEpP H JaTy BXOJSIIETO
JIOKYMEHTA;

r) (rep6, smbOiemMa), HaUMEHOBAaHMsI OpraHU3allMH, CIPABOYHBIE JaHHbIE 00 OpraHU3allH,
kox opranmszaruu OI'PH, mMecto ans mpocraBieHUs [aThl JTOKYMEHTa, MECTO JJIsi MPOCTaBICHUS
PETUCTPAIIMOHHOTO HOMEpa TOKYMEHTa, CChIJIKA HAa HOMEpP M JIaTy BXOJMSAIIETO JTOKYMEHTa, MECTO
JUIS 3aT0JIOBKA K TEKCTY.

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

B)  HHCTPYKLHS;
I)  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;
€)  TIOJIHChH.
13. AKTBI CO31aI0TCH:
a)  KOJUICTHAJIBHO;
0) Ha OnaHKax;
B)  Ha COBCIIAHUU;
T) BBILIECTOSAIIEH OpraHu3aIuen.

14. HopmaTuBHBIIi aKT, M31aBaeMblii JUPEKTOPOM 00pa30BaTe]bHONW OpPraHU3AlUH
HWJIH YUYPEXKIeHUs, ITO:

a)  IpHKa3;

0) TOJIOXKCHHE;

B)  paclopsbKEHHUE;
r)  peleHue.

15. Bo BpemMsi NpOU3BOACTBEHHOI'0 COBEILIAHUSI Y AUPEKTOPa ceKpeTapb 3alUChIBAJI
BBICTYILICHUSI M NpuUHATHe pemenus. Kakoil nokymeHT cieayer oGpopMHTH MO HTOram
3acenanus’?

a) IIpoTokour;

0) pemeHue;

B) pacHopsiKeHHE;

I') MPOTOKOJI, PELLIEHUE U PACIIOPSHKEHUE;

1) I0 YCMOTPEHUIO HAa4aJIbCTBA.

16. PexkBu3uTAaMHU BHELIHEH CIIPABKHU SIBJISIETCH:

a) IevaTh;

0) MOJNUCH;

B) HaMEHOBAaHME BU/A JOKYMEHTAa,

T) aapecar;

1) HaUMEHOBaHME OpraHU3aINH;

€) CChIJIKa Ha JIaTy perucTpalioHHbIN HOMEp.

17. ®akc oTan4aeTcst OT MUCbMA 10 0()OPMJICHHIO TEM, YTO:

a) sIBIISIETCS HE MOMJIMHHUKOM, a KOIUEH JOKYMEHTA;

0) COIEepKUT P IOMOITHUTENBHBIX PEKBU3UTOB;

B) IreyaTaercs Ha Tenedakce;

I') HE MOXXET OBbITh 3aBEPEH MEeYaThIO.

18. Bmigeaure H3 KaKHUX Ppa3gejioB COCTOMT TEKCT MpPHKa3a 10 OCHOBHOM
NeATEeJIbHOCTH:

a) KOHCTaTUPYIOIIUN U PacopsIuTEIbHBIH;

0) KOHCTAaTHPYIOLIUI U OCTAaHOBJISIOIINH;

B) KOHCTaTUPYIOIIMH U Mpe iararouuii;

I') OCHOBHOM M KOHCTaTUPYIOIIHI.

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

a) 3asBJICHUC;

0) cimyx)ebHOe MICHMO;

B) JIOKJIQJHAsS 3aMKCKa;

I') JOJDKHOCTHAsl MHCTPYKIIUS.

20. Pacnpexesnre  ykasaHHbIe  HHXKe  JOKYMEHTHI Ha 3 rpynnsbI:
a) OpraHM3anMoHHbIe, 0) pacnopsiAUTeNbHbIC, B) HHPOPMALMOHHO-CIIPABOYHBIE.



Pesrome.

JlomKHOCTHAS UHCTPYKITUA.
Pacnopsixenue nupekropa.

CBoaka.

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

[Tpuka3 o npueme Ha paboOTYy.

. IlITaTHOE pacnucaHue.

10. TpymnoBoii 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 KOMHCCHSA?

a) AKT;

0) crpagky;

B) JOKJIAJIHYIO 3aIIUCKY;

I') UHCTPYKLHIO O IPOTUBOIOXKAPHOM 0€3011aCHOCTH.

22. JIOKyMeHT, aJpeCcOBAHHbIH PYKOBOAUTEJII OPraHU3ALMH, COJAepKalIuil
00cTOATEILCTBEHHOE H3JI0KeHHEe KAaKOro-jiu0o BONpPOCAa ¢ BbIBOJAMH M MNpeJI0KeHHUSIMH
COCTABJICHHUSI, HA3bIBAETCH:

a) aKr;

0) mpeacTaBieHUE;

B) JIOKJIaJ{HAs 3aIIUCKa;

I') IpeyIoKeHue.

23. JlaToii c/1y:e0HOro NUCbMa sIBJIsIeTCH JaTa:

a) COCTaBIICHUS;

0) oTmpaBicHUS;

B) TOJIITMCAHNS,

) MOJY4YEHHUS.

24. CnucoK NPUCYTCTBYIOIIUX HA 3aceaHuM 0GopMJIsieTcs OTAeJbHO U NIPHWJIaraercs K
NPOTOKOJIY, €CJIM TAKOBBIX:

a) 6omee 15;

0) 6ouee 10;

B) Oonee 25.

25. Odopmitenune 00J10:KKH eJ1a 1JIs1 TIOCJIeAYIOLIero XpaHeHusl onpe/iessercs:

a) CTaHAapTOM;

0) UHCTPYKIIUEH 10 JACIOMPOU3BOCTRY;

B) PACHOPSKEHUEM PYKOBOUTEIS.

26. JxcnepTH3a HEHHOCTH 10KYMEHTA NPOXOAUT B rana:

a) 4eThIpe;

0) Tpu;

B) JBa.

27. HomeHkJiaTypa aeji (pa0doumii 3K3eMILIAP) MOMELIAKT Ha:

a) CToJIe, MO CTEKJIOM;

0) nBepiie mkada ¢ TOKyMEHTaMH,

B) BHYTpPEHHEH CTOpOHE JABEpIIbI MKada ¢ TOKyMEHTaMH.

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

a) YepHbBIM rpaUTHBIM KapaHaalloM;

0) YepHBIMH YEPHUIIAMU;

B) KpacHbBIM KapaHJaIlIoM.

00N U AW~



29. Bxoasimue JOKYMEHTbI perHCTPUPYIOTCSH:

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) UHIMBUAYAITbHYIO HOMCHKIIATYPY;

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) THU HEJIEH, MecsIa.

33. Ha ucxoasiieM J0KyMeHTe PEKBH3HUT «1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) TIpu peruCTpaIvy;

B) IOCJIE IOJANUCAHUS PYKOBOIUTEIIEM.

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

a) OOJbIINIA;

0) MCHBIIIHIA;

B) CpEeIHUHU.

3anaHust 1/ CAMOCTOATEIBHON padoThI

3aganmne 1. OdopmMuTh BCe OTMETKH, KOTOpPBIE CTaBAT HAa JOKYMEHTE B COOTBETCTBUHU C
['OCT P 7.0.97-2016. Ykaxxute MECTOpPacOI0KEHUS ITUX PEKBU3UTOB Ha OiiaHke popmara A4.

3ananme 2. M300pa3zute cxeMaTHUeCKU KIacCUPHUKAIMIO JOKYMEHTOB.

3aganue 3. Beimumure Ha nuct Gopmara A4 Bce mpaBuiia 0pOpMIIEHHS TEKCTa JOKYMEHTA!
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 3JIEMEHTBl TEKCTa J00AaBUTh CaMOCTOSTENBHO.
Hanmcars 00BSCHUTENBHYIO 3aITUCKY OT UMEHH PaOOTHUKA, HAPYIIUTEIS TPYIOBON AUCIUTUTHHBI.

3ananme 5. Hanucath oTBETHOE MUCHEMO-0J1ar0AapHOCTh Ha TO3IPaBICHHUE.

2.2. OueHo4YHbIE CpeCTBA /ISl IPOMEKYTOUYHOM aTTecTAluM (3a4eT)

Bonpocs! 1u1s1 npoBeneHns 3a4era:

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

2. Knaccudukamus 10KyMEHTOB.

3. CymHOCTh W OCHOBHO€ Ha3HAYEHWE JTOKYMEHTAIIMOHHOTO OOECNedYeHUs NeATeTbHOCTH
nejarora.

4. CucrteMbl JOKYMEHTAIIUH.

5. 3akoHoJaTeabHAs U HOPMATUBHO-METOAMUYECKas 6a3a JOKYMEHTAIMOHHOTO 00ecreueHust
yIpaBiIeHUs.

6. @opMmynsap TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpebGoBanus kK 0OPOPMIICHHIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeGoBaHus k OJaHKaM JOKYMEHTOB.

10. Cucrema TOKyMEHTalMU B 00pa30BaTeIbHOM OpraHu3aluy.



11.

Opranu3annoHabie JOKyMeHThI cuctembl OPJl. O0mas xapakTepucTuka 1 Ha3HaueHHe

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 MUCcbMO Kak OCHOBHOM BUJI IIEPEMHUCKHU.

bnanku g nucem. @opmyisp AeI0BOro nuchMa.

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

Opranuzanus J0KyMEHTO000poTa 00pa30BaTeIbHOM OpraHn3aLuy.

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

[Mopsimox 00pabOTKH UCXOIAIINX TOKYMEHTOB.

[Topsiiok paboThl ¢ BHYTPEHHUMH JJOKYMEHTaMHU.

Howmenkiarypa nen.

®dopmupoBanue, 0popMIICHHE, XpPaHEHUE JIe B TEKYILEM J1€TI0IPOU3BO/ICTBE.
YHuUKays J0KyMEHTOB.

CranpapTusanus J0KyMEHTOB.

Hywmeparus MHOroCcTpaHUYHOTO JOKYMEHTA.

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

Pesrome, aBToOHOTpadust, XapaKTEePUCTHUKA: IOHATHE, HA3HAUYEHHE, COCTAaB PEKBU3HUTOB.
3asBIeHME: IOHATUE, HA3HAUYEHHUE, COCTaB PEKBU3UTOB.

CnyxeOHast 3aMcKa: OHATUE, HA3HAUYEHHUE, COCTaB PEKBU3HUTOB.

OOBbscHUTENbHAS 3aIIUCKA: IOHATHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

JlokiiagHas 3anucka: MOHITHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

CripaBka: MoHsTHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

AKT, IPOTOKOJI: TOHATHE, HA3HAYEHHE, COCTaB PEKBU3UTOB.

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

[Tpuka3 mo TMYHOMY COCTaBY: OHATHE, HA3HAUEHHE, COCTAB PEKBU3HUTOB.

VYcraB, NOJI0XKEHUE: IOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

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

KonnekTuBHbIN 10roBOp: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3HUTOB.

Oco0eHHOCTH COCTaBIEHUS TEKCTa MPOTOKOJIA.

OCoOeHHOCTH COCTaBIIEHUS TEKCTa MPUKa3a.

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

PexBHU3UT HaMMEHOBAHUE OPraHU3alMN, HAMMEHOBAHUE CTPYKTYPHOI'O NOJApa3IEIeHus,

HaMMCHOBAHUEC JOJIZKHOCTH JIMIIA.

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

PexBU3UT cipaBOUYHBIC TaHHBIE 00 OpraHU3AIIH.

PexBu3uT HauMeHOBaHUE BUJA JOKYMEHTA.

PexBu3uT nara 1OKyMeHTa.

PexBu3uT peructpainoOHHbI HOMEP JOKYMEHTA.

PexBU3HT cChUIKA HA PErUCTPAMOHHBIA HOMEP U JIaTy MOCTYIUBIIETO JOKYMEHTA.
PexBu3uT MecTo coctaBneHus (M31aHUs) JOKYMEHTA.

PexBu3uT rpud orpaHnyeHus J0CTyNa K JOKYMEHTY.

PexBusut aapecar.

PexBu3uT rpud yrBepKIeHHs 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 cormacoBaHus JOKyMEHTA.
PexBusut Bu3a.

PexBu3uT moanmuce.

PexBu3UT OTMETKa 00 AJIEKTPOHHOMN TOIUCH.
PexBu3uT meuars.

PexBHU3UT OTMETKA 00 HCIIOJHUTEIIE.

PexBu3uT ormMeTKa O 3aBEPEHUH KOIUH.
PexBU3UT OTMETKA O MOCTYIUICHUH JIOKYMEHTA.
PexBusut pesonronusi.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBu3uT oTmMETKA O HaNPaBJIEHUU JOKYMEHTA B JEJ0.



