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1. HACHOPT ®OHIA OINEHOYHbIX CPEACTB

1.1. ObsaacTb NpUMEeHeHUs!

@®onn  onenouHsix cpenacts (GOC) — HeorbemiieMas dacTh paboueit
OporpaMmbl  JUCHUIUIMHBL  «J{OKyMeHTalMoOHHOEe obOecreyeHue JesATeIbHOCTH
neaarora» M MnpeaHa3HaueH JUisl KOHTPOJISI U OLEHKH 00pa30BaTEeIbHBIX JOCTHKECHUM
CTYJICHTOB, OCBOMBIIIMX MPOTPaMMy TUCHUILITUHBI.

1.2. lenu u 3agaun PpoHa OLIEHOYHBIX CPEICTB
[enp ®OC — yCcTaHOBUTH COOTBETCTBHE YPOBHS MOJTOTOBKU OOYYaromerocs

tpeboBanusiMm OGI'OC BO OakamaBpuar 1o HampapiieHHt0 ToarotoBku 44.03.05
[lenaroruyeckoe obpazoBaHue (C AByMs NPO(QUISAMHU MOATOTOBKH), YTBEP>KIAECHHBIM
npukazoMm MuHucTepcTBa oOpazoBanusi U Hayku Poccuiickoit ®enepammu «O06
YTBEPKACHUU (ellepalibHOr0 TOCYJAapCTBEHHOIO 00pa30oBaTENIbHOTO CTaHJapTa
BBICIIEr0 0Opa3oBaHUsl — OakamaBpuar NO HampasieHHIO0 noaroroBku 44.03.05
[Tenaroruyeckoe oOpazoBanue (¢ AByMs MpOGUISIMU MOATOTOBKH)» 0T 22.02.2018 Ne
125 (c u3MEHEeHUsAMH U JOTIOJTHEHUSIMU ).

1.3. Ilepeyenr kKommeTeHHUil, (GopMHUpYyeMBIX B Ipomecce OCBOCHHS
OCHOBHOI1 00pa30BaTe/IbHON MPOrPaMMBbI

[Iporecc ocBOeHHS TUCIUILIMHBI HAmpaBiieH Ha (OpMHpPOBAHHUE CIIEAYIOIINX
KOMITETEHUIUHA U MHIMKATOPOB MX JOCTHXKEHUS:

Kox mo ®I'OC BO ‘ NHauKkaTop 10CTHKEHUS

YHUBEpCAJIbHbBIC

YK-4 YK-4.1

Crniocoben OCYILECTBIIATh nenoByro | OcyllecTBIs€T  JEIOBYIO  KOMMYHHUKAIHIO

KOMMYHHMKAIMl0O B YCTHOM U THCbMEHHOM | BYCTHOM W  NHCbMEHHOM  Qopmax Ha

dbopMax  Ha  TOCYHapCTBEHHOM  SI3BIKE | TOCYJIAapPCTBEHHOM SI3BIKE Poccuiickoit

Poccutickoii denepanun u uHOCTpaHHOM(BIX) | Depepanuu

sI3bIKE(aX)

1.4. Dranbl ¢opMupoBaHMS KOMIETEHUMH M CPEACTBA OLECHUBAHUA
YPOBHS X ¢)OPMHUPOBAHHOCTH

. KoHTpo/ibHO-01IeHOYHBbIE

Jrtansl popmupoBanusa komnereHuuii | Komnerenuun

cpeacTsa / cnocod olleHUBAHUSA
Tema 1. Teoperuko-npaBoBele u | YK-4 BricTymuieHre Ha NIPaKTUYECKHX
HOpMaTHUBHBIE OCHOBBI 3aHATHAX, YCTHBINA OIPOC
JIOKYMEHTallMOHHOT'O obecreyeHust
yIpaBICHUS
Tema 2. Cranpaptuzanusa nponecca | YK-4 BeicTymuieHne Ha IpPaKTUYECKHUX
JIOKYMEHTUPOBAHUS 3aHSITUSX, YCTHBIA ONpPOC
Tema 3. Cucrema opranusanuonto- | YK-4 BricTymieHne Ha TpaKTHYECKHX
pacnopsAUTENbHON JOKYMEHTAUU 3aHSTUSIX, YCTHBIM OIpOC
Tema 4. JlenoBoe nucbMo Kak ocHOBHOU | YK-4 BeicTymuieHMe Ha IPaKTUYECKHX
BUJI IEPEITUCKU 3aHATHAX, YCTHBINA ONPOC




Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPaKTUYECKHUX
JIOKyMeHTooO0opoTa  00pa30BaTeNIbHON 3aHATHAX, YCTHBINA OIPOC
OpraHu3aluu

Texyuias arrecranus YK-4 Kontponbhas padota
IIpoMexyTOoO4YHast aTTeCcTALUA YK-4 3auer

1.5. Onucanue nokasaresieid GopMHUpPOBAHNS KOMIIECTEHIIUI

Koa koMnereHuun Pe3yabTaThl cGOPMHUPOBAHHOCTH

YK-4 3HaeT: TEOPETUYECKHE OCHOBHI JOKYMEHTAI[HOHHOTO OOecredeHus
yIpaBJCHUS, €r0 TEPMUHOJOTHIO M 3aJaud; CBOWCTBA, (YHKUUH U
NpPU3HAKA JIOKYMEHTa; CHocoObl M CpEeICTBa JOKYMEHTHPOBAHMUS,
KIaCCU(HKALUIO BUAOB JOKYMEHTOB; CTPYKTYpPY JIOKYMEHTOB H
HOpPMAaTHBHBIEC TPEOOBAHUS K UX COCTABICHHUIO U O()OPMIICHHUIO.

YMeer: coCTaBiIATh M OQOPMISATH JOKYMEHTBHI, HCIIOJIB3yeMbIe B
npopeCcCHOHANBPHON  JeSITeIbHOCTH IeJjarora B COOTBETCTBHH C
YCTAHOBJICHHBIMM  TpeOOBAaHUSAMHM, B TOM  YHUCJIE  HCIOJIB3YS
MH(POPMALIMOHHBIE TEXHOJIOTHH.

Bnaneer HaBbIKaMH: COCTaBICHHS U O(GOPMIICHUS DPA3JIMYHBIX BHUIOB
JOKYMCHTOB TpaadulLIMOHHBIM crocoboM U B OJICKTPOHHOM BHIC,
HaBBIKaMU J€JIOBBIX KOMMYHUKAIUI B YCTHOM U MHCbMEHHOH (hopMme Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum oueHuBaHMSI KOMIIETEHIMA HAa Pa3HbIX 3Tanax Mux
(popmupoBaHus

KonnyectBo
Bup y4yeoHoi padoThl 0aJli10B
(01010 300

BoinonHenue u 3amura NpakTUYECKUX padoT 40 45
KonTponbhas pabora 15 15
KonTponb camocToaTenbHON paboTh 20 20
VYcTHbI 3aueT 25 20
Bcero 100

HaxonureabHas cucreMa ouneausanug mo 100-0aabHo0M mKkaJae

YerpipexdaiibHAA Cucrema
100-6annpHas | BykBeHHas mkaJa, coorBercTByomasn 100-
cHcTeMa OLleHUBAHMS OLleHMBAHUS

mKajga 0AJINILHOM IIKaJIe
JK3aMeHa 3ayera

OTnnaaO 90-100 A — OTIIUYHO — TEOPETUIECKOE CONIEPIKAHHE
Kypca OCBOEHO IIOJIHOCTHIO, 0€3 TIpo0eIIoB;
HE0OXOIUMBIE MTPAKTUIECKIE HABBIKH PabOTHI
C OCBOCHHBIM MaTepuaioM chOPMUPOBAHBL;
BCE MPEAYCMOTPEHHBIE TPOTrPaMMOii
o0y4deHHs yueOHbIC 3aJaHNs BHIITOTHEHEI,
Ka4yeCTBO MX BBINOJHEHUS OLIEHEHO YHCIIOM 3aureHo
0ayIoB, OM3KUM K MAKCHMAJIbHOMY

Xoporto 83-89 B — oueHb X0OpOIIO — TEOpETHIECKOE
COJIep’KaHue Kypca OCBOEHO ITOJIHOCTHIO, 0e3
po6eIoB; HEOOXOIUMBIE TPAKTHUECKHE
HaBBIKH pabOTHI C OCBOCHHBIM MaTepHajioM B
OCHOBHOM c(hOpMHPOBaHBI; BCEe




MPeyCMOTPEHHbIE TPOrPaMMOM 00ydeHHS
y4eOHbIe 3a/JaHHs BHINOJIHEHBI, KaueCTBO
BBINOJIHEHHS OOJIBIIMHCTBA U3 HUX OLIEHEHO
YHCIIOM OaIJIOB, OJIM3KUM K MaKCHMaJIbHOMY

Xoporo

75-82

C — XOpOIIIO — TECOPETUIECKOE COJICPIKAHKE
Kypca OCBOCHO ITOJIHOCTHIO; HEKOTOPHIC
MPAaKTUYECKUEC HABBIKU PaOOTHI C OCBOCHHBIM
MaTepraioM chOPMHUPOBAHBI HETOCTATOYHO;
BCE MIPEAyCMOTPEHHbIE TPOrPaMMOit
00yueHHs yueOHBIC 3aJaHUs BBITTOJHEHBI,
KA4eCTBO BBIIOJIHEHUS HA OJHOIO U3 HUX HE
OIICHEHO MUHUMAJILHEIM YHCJIOM 0aJlioB,
HEKOTOPbIC BU/IbI 33/IaHUI BBITIONHEHBI C
omnoOKaMu

YJIOBJ'ICTBOpI/ITCHLHO

63-74

D — yoBIIETBOPUTEIHHO — TEOPETHICCKOE
coJiepKaHKe Kypca OCBOEHO YaCTHYHO, HO
poOeTBl He HOCAT CYIIECTBEHHOTO
Xapakrepa; He0OX0JUMbIE PAKTUYECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MAaTEPHAIOM B
OCHOBHOM C(hOpMHPOBAHBI; OOJBIINHCTBO
MPEIYCMOTPEHHBIX IIPOrPaMMOi 00yIEeHHUS
y4eOHBIX 3aJ]aHUH BBIITOJHEHO, HEKOTOPHIC U3
BBINOJIHEHHBIX 3aJIAaHUH cOJlep)KaT OIHOKU

Y I0BIETBOPUTENBHO

50-62

E — nocpeacTBeHHO — TeOpeTHUECKOE
COJIepIKaHUE Kypca OCBOCHO YaCTHYHO;
HEKOTOPBIC MIPAKTUYCCKUEC HABBIKU PAaOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MPEYCMOTPEHHBIE
y4eOHOI1 mporpaMmoi 00y4eHus yueOHbIe
3aJ]aHusl HE BBITMOJIHEHBI JIMOO Ka4eCTBO
BEITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIICHCHO
YUCJIOM 0aJUIOB, OJIM3KMM K MUHUMATBHOMY

HeynosnerBopuresbHo

21-49

FX — HeynoBIETBOPUTENBHO — TEOPETUIECKOE
cofiepKaHne Kypca OCBOCHO YaCTHYHO;
HEOoOXOIMMBIE MTPAKTHUECKNE HaBBIKK pabOThI
C OCBOCHHBIM MaTEpHaJIOM HE
c(hopMHUPOBaHEI; OOJIBITUHCTBO
MpeyCMOTPEHHBIX Y4eOHOM porpaMMont
00y4eHMst yueOHBIX 33/laHUH HE BBITIOJIHECHO
100 KauecTBO UX BBIMIOJIHEHHUS OLIEHEHO
YHCIOM 0aJuIoB, OJM3KUM K MUHHMAJIBHOMY;
TP JIOTIOJTHUTENBHO CaMOCTOSATEIILHOM
paboTe HaJl MaTepHaIoOM Kypca BO3MOXKHO
TIOBBIIIIEHUE Ka4eCTBA BBHITIOIHEHHUS Y4EOHBIX
3aJaHUN

HeynosnerBoputenbHO

0-20

F — Hey1OBIIETBOPHUTEIILHO — TEOPETHYECKOE
COZIep>KaHue Kypca He OCBOCHO;
HEOoOXOIMMBbIe MTPAKTHUECKUE HAaBBIKK pPabOThI
He c)OpMUPOBAHEI; BCE BBITOJIHCHHBIC
yueOHbIe 3aJJaHusl CoJiepKaT rpyObie OmMOKY;
JOIIOJTHUTEIbHAS CaMOCTOATEIbHAs paboTa
HaJl MaTeprajoM Kypca He IPUBEAET K
KaKOMY-JTH00 3HAYMMOMY ITOBBILICHHIO

KadyCCTBa BBINIOJTHCHUA y‘l€6HLIX SaZ[aHI/Iﬁ

He 3auteno

2. KOHTPOJIBHO-OHEHOYHBIE CPEJICTBA

2.1. OneHOYHBIE CPeICTBA TEKYIIEro KOHTPOJIsA (TUIIOBbIE)

Bomnpocs! 1J1s1 yCTHOT0 onpoca:
1. JlaliTe onpeaeneHne MOHATUS «T0KYMEHTY.




2. Packpoiite noustue «AOVY». HazoBure npodeccroHanbHble TEPMUHBI U
ornpe/enaeHus: B 00JaCTH IeIOMPOU3BOJICTBA.

3. HazoBure u packpoiiTe pyHKIUU JOKYMEHTOB.

4. Kakue OCHOBHbIE 3aKOHBI B 00JIACTH OpraHU3alUH JEIONPOU3BOICTBA BbI
3Haete? HaszoBuTe conepkaHue mnakera oOA3aTENbHBIX 3aKOHOAATENbHBIX U
HOpPMaTUBHBIX JOKYMEHTOB B obnactu JJOVY.

5. HasoButre mpaBwia  yTBEpKICHUS  JIOKYMEHTOB. TpeOoBaHus W
odopmIiIeHHE.

6. Kakue pEeKBHU3UTHI SABISIIOTCS «HOPUAMYECKH 3Ha4YuMbIMU»? IlpaBuiia mx
opopmieHus. YTo BKIItOUAET B c€0sl MOHATHE IIPABOBAs OXPaHa JOKYMEHTOBY?

7. IlpuBenurte npuMepPbl JOKYMEHTOB, KOTOPBIE MTOJIEXKAT YTBEPKIACHUIO U Ha
KOTOPBIX CTaBUTCS nedatb. Kak opopMiIsitoTcs nepeyHu Takux J0KYMEHTOB?

8. HazoBure 3aKOH, B COOTBETCTBUM C KOTOPBIM O(QOPMISIOT PEKBU3UTHI
nokyMeHToB cuctembl OP/I. JlaTa BBeneHue 1 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBute pekBH3UTHI 00mmiero OiaHka W OnaHka ans mucbma. [IpaBuina
opopmienus. Kakue Bunbl 061aHkoB Bbel 3Haere? B yem ocoOeHHOCTH OnaHka
JOJKHOCTHOTO JInna?

10. CornacoBanue u BusupoBaHnue. HazoBute BUABI U CPOKH COTJIACOBAaHUS, U
BU3WPOBAHUE IOKYMEHTOB.

I1. Pacckaxkute O medarsix W IOTaMOax OPEeANpUATH W opraHusannii. Ha
KaKuxX JIOKyMeHTax craBsTcsi mnedarb? Kakue TpeOoBaHMS MNPEeAbSBISIOT K
UCIIOJIb30BaHUIO repOoBoil mevatu?

12. PackpoiiTe coaep:kaHWe TMOHATUS «ylpaBieHue». HazoBure cucTeMbl
JOKYMEHTOB ymnpaBieHusi. Packpoite nonsitue «OPJl». Kakue rpynmnbl U BUABI
TOKyMeHTOB BxoasT B OP/]?

13. Pacckaxkute 00 OCOOEHHOCTAX 3JIEKTPOHHOIO JTOKYMEHTA, AJIEKTPOHHOMN
NEPENUCKU U TPeOOBAHUSX, IPEIBIBIAEMbIX K HEH.

14. B yem ocobOenHocTu Oyianka aisa nuchbma? Ha3zoBuTe pekBU3UTHI OlaHKA
JUTSl MTUChbMA M PEKBU3UTHI CY>KEOHOTO MUChMa.

15. Yto pernmamMeHTHpYET TUIIOBAsi MHCTPYKLMS MO Aesonponu3BoactBy? Jlaiite
XapaKTEpUCTUKY OPTraHU3alMOHHBIM JOKYMEHTAM U HA30BUTE UX BUBL.

16. HazoBute BUAbl HMHPOPMALHUOHHO-CHPABOYHBIX JTOKYMEHTOB, JaiTe
XapaKTEPUCTUKY Kaxa0My Buay. [IpuBenuTe n3BECTHBIE BaM BHJIBI PETUCTPALIUH.

17. Jlaiite ~ XapakTEPUCTUKY YUYPEIWUTEIbHBIM JIOKYMEHTaM U  yCTaBy
npennpusatud. Kakvne BUIbl yCTaBOB Bbl 3HAETE?

18. Jaiite  xapaktepuctuky JAokymeHTy «llomoxxeHue» ©  Ha30BUTE
CTPYKTYPHBIE YaCTH TEKCTA JOKYMEHTA U €T0 COAECP/KAHMS.

19. Jaiite xapaktepucTuky JokyMeHTy « HcTpykuus». [IpuBenure npumepsl.
JloJDKHOCTHAst MHCTPYKIUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. llltatHoe  pacrucanne OcCOOEGHHOCTH  COCTaBleHHUsA, O(OpMIICHHS.
TpebGoBaHre K UCTIOIB30BAHUIO YHUPHUITUPOBAHHBIX (POPM.

21. [IpaBuna BHyTpEHHETO TPYAOBOTO pacnopsaka u [lonoxxeHue o nepcoHaie.

22. JlaiiTe XapaKTEepUCTUKY PACHOPSIANTEIbHBIM JOKYMEHTAM.



23. HazoBute BUbI pacioOpsAIUTEIbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXK/10TO0.
HazoBute  CTpyKTypHBIE 4YacTH TEKCTa  PaCHOPSIUTENBHBIX  JOKYMEHTOB,
oopMiieHHE TpeamMOyJIbl U PaCOPAIUTEIBHOM YaCTH.

24. B 4yem ocoOeHHOCTH ciyXeOHbIX TuceM? HazoBute BUIBI CITyKEOHBIX
nuceM. Kakue TpeGoBaHus MPEAbSBISIIOTCS K TEKCTY CIY>KEOHBIX ucemM?

25. HazoButre mpaBuna odopMieHUS  pEKBU3UTA  «aapecar». Bupsl
aJpecoBaHUs.

26. UTO BXOJUT B MOHSTHE KIIPOBEICHUE IKCIEPTU3BI LICHHOCTH JOKYMEHTa»?

27. PackpoiiTe TMOHSATHS «IOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTUKY KaXKJIOMY BHUAY JOKYMEHTONOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum 06pazom onpenensercs J0KyMEeHTOO00OPOT MPEaTPUSTHS?

28. Homenkmnarypa nein. 3nauenue. CocraBienue. Buabsl HOMEHKIATYpBI.

29. IlogrotoBka JOKYMEHTOB K cjJade B BeIOMCTBEHHBbIM apxuB. Caaya
JOKYMEHTOB B apxuB opraHuzanuu. Onuch JOKYMEHTOB, HaxoHSIIMXCS B JeEJe€.
®dopma U cojiep>KaHue aKTa 00 YHUUTOXKEHUU IOKYMEHTOB U JIC]L.

30. Kakue nokyMeHTBhI He nojuiexxar peructpanuu? Kak u 3aueM Benercs yder
TaKUX MOCTYILJICHUN?

31. Pacckaxkute 0 BHAAX BXOASIIMX, UCXOJAIIMX BHYTPEHHUX JIOKYMEHTaX.
HoxymenToB. IlpuBenutre Qopmbl >KypHalbHOM peructpainuu. Pacckaxure o
peructpanuu ¢ nomouipto PKK m aBTomMatuznpoBanHoi.

32. Yto BKiIIOYAET B ceOsl MOHATHE «(HOPMUPOBAHUSDY U «ODOPMIICHUS J1e?
HazoBute npusHaku odpopmiieHUs 00JI0KKHU JEIL.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCUMOCTH UX 3HauMMocTu. HazoBure
HOPMAaTHUBHBIA JIOKYMEHT, 10 KOTOPOMY OIPEJICISIIOT CPOKU XPAHCHUS.

34. Yto BKIIOYAET B CeOS TOHITHE «IIOATOTOBKA TOKYMEHTOB K apXWBHOMY
xpaHeHuto»? OyHKIMH, 3aa41 U OTBETCTBEHHOCTh JK.

TecTsl 1J151 NpOBeIeHUST KOHTPOJIBbHOH PadoThI:

1. IIpaBujbHas MOC/IEAOBATEJIbHOCTh HANMUCAHHUA 3JIEMEHTOB IOYTOBOIO
ajpeca HA MOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajJpecarTa;

B) HOMEP KBAPTUPHI;

I') Ha3BaHHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE 00J1aCTH, Kpasi, peCryOJINKH;

€) CTpaHa;

’K) HOMED JIOMa;

3) HaA3BaHHE YJIMIIBL

2. YHU(PUIIUPOBAHHAA CUCTEMA JOKYMEHTAUHN — ITO:

a) cucTeMa JOKYMEHTAllMM, CO3JaHHasl M0 €IMHBIM IMpaBuUjaM U TpeOOBaHUAM,
cozepxartiasi nHpopmaIuo, HeoOXOIUMYIO JIJIsl YIIPaBIEHUs B ONpeIeNieHHO cdepe
NeSTENbHOCTH;



0) yauduuupoBanubie  (QOpMBI  JOKYMEHTOB, CHUCTEMaTU3HPOBAHHBIE TIO
GYHKUIUSIM YIIpaBICHUS;
B) COBOKYITHOCTb JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C pelIaeMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHas €IMHOOOpa3HBIMU ITpaBUJIaMU
oopMIICHUS.
3. Bo3MOKHOCTH HCHOJIB30BAHUS (PAKCMMWIEe KAK COOCTBEHHOW MOANMUCH
perjiaMeHTHPYeTC s :

a) TpaXJIaHCKUM KojiekcoMm P®D;

0) mpaBujIaMu JeTOMPOU3BOJICTBA B (DelepalibHBIX OpraHax MCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIJaHKOB COOTBETCTBYET JAHHBbII HA0OP PEKBU3UTOB?

a) locynmapctBennsiii  repd  Poccuiickoit  ®enepanuu, repd cyObekTa
Poccuiickoit  ®deneparuu, 5smOeMa OpraHu3alud, TOBApHBIA 3HAK  (3HAK
00cIlyKuBaHUs), AaTa, HOMEP, MECTO COCTABIICHUS WU U3/IaHHUS;

0) OJ1aHK TTUCHbMa;

B) 0O1IIMi1 ONaHK;

r) OJJaHK KOHKPETHOTO BHJIa JOKyMEHTA.

S. Ilopsanok HAaMUCaAaHUA OYTOBOI0 a/ipeca YCTAHOBJICH:

a) B [IpaBuiax nemonpous3BojJcTBa B (helepalibHBIX OpraHax HCHOJHUTEIbHOU
BJIACTH;

06)B I'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3aHus yciyT MOYTOBOM CBSI3U.

6. PekBU3NT «BH32» MOKET BKJIOYATh:

a) TOJDKHOCTh BU3HPYIOMIETO, €ro MOMAMHUCHh, PacmmpoBKY (MHUIHAIBI |
dbamMuius) u 1ary;

0) noanucek, pacumdposky (O. U. O.), naty;

B) IOJKHOCTD, OAMUCH JaTy;

I') T1OJKHOCTh, MOAMKUCH, pacimudpoBky noanucu (. U. O.).

7. 'epOoBasi me4yaThb NPOCTABJIAETCH HA MUCBMAX:

a) peKJIaMHBIX;

0) HaTIOMHMHAHUSX;;

B) IPUTJIALLICHUSIX;

I') rapaHTUITHBIX;

1) ”HQOPMAITMOHHBIX.

8. Tekcr [OKYMEHTOB COCTABJSKT HA TOCYAAPCTBEHHOM  SI3bIKE
Poccuiickoit @egepanvu WM Ha TOCYJAPCTBEHHbIX $3bIKAX CYObEKTOB
Poccuiickoin @enepanuu B COOTBETCTBHH C:

a) MpaBuja JEJIONPOU3BOJCTBA B (eepalbHbIX OpraHax MCIOJHUTEIbHOM
BJIACTHU,

0) 3akoHosaTenbcTBOM Poccuiickoit ®denepanuu u cyObekToB Poccuiickoi
Oenepauuuy,

B) 'CHHOY;

I') TUTIOBOM MHCTPYKIMEHN O JIEJIONPOU3BOJICTBRY.



9. Iles1b10 CTAHAAPTH3ALMH JOKYMEHTOB fABJISICTCH:

a) IOPUJINYECKOE 3aKPETIEHUE PE3YIbTaTOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIEJI;

B) CUCTEMATH3allMsl JOKYMEHTOB B OpraHU3alluu;

r) o0ecreYeHrue COXpaHHOCTU IOKYMEHTOB,;

1) 3a1uTa KOHQUIESHITNATFHOCTH HH(POPMAITUH.

10. VYkaxkuTe BApPHAHT OTBETOB, B KOTOPOM MNPABWIbLHO HAa3BaHbI
PEKBH3HMTHI 0JIAHKA MUCbMA:

a) (rep6, oMOnema), KOJ OpraHu3allid, HAWUMEHOBAHMS  OpraHU3aIlNH,
CIIpaBOYHBIE JlaHHbIE OO0 oOpraHu3anuu, koa ¢(OpMbI JOKYMEHTa, MECTO IS
POCTAaBJICHUSI JaThl JOKYMEHTa, MECTO /ISl MPOCTABJICHUS PETUCTPALIIOHHOTO
HOMEpA IOKYMEHTA, CChIJIKA Ha HOMEP U JaTy BXOSIIETO JIOKYMEHTA;

0) (repb, 5MmOsiemMa), HaMMEHOBAHUSI OpraHW3alMU, KOJ OpraHu3allud, Jara
JOKYMEHTAa, MECTO ISl TPOCTABIICHUS] PETUCTPALIMOHHOTO HOMEpa IOKYMEHTa, MECTO
U3JIaHUs TOKYMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO TI0KYMEHTA;

B) (rep0, »omOnema), HAaUMEHOBAaHWS OpraHW3allUd, HANMEHOBAHUS BHUIA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJ (OpMbI JOKYMEHTa, MECTO [JIsi MPOCTABIICHUS
pPETUCTPAIlMOHHOTO HOMEpa JOKYMEHTAa, CIpPaBOYHbIC JaHHBIE OO0 OpraHu3aluu,
CChUIKA Ha HOMEp U JIaTy BXOJSIIETr0 JOKYMEHTA;

r) (rep0, sMOiema), HaMMEHOBaHUS OpraHU3alUHU, CIPABOYHbIC JIaHHbIE 00
opranu3zanuu, ko opranuzauun OI'PH, Mecto 15 mpocTaBiieHUst [aThl IOKYMEHTA,
MECTO JIJIsl POCTABJIEHUSI PETUCTPALIMOHHOIO HOMEpa JOKYMEHTA, CChLIKA Ha HOMEpP
U JIaTy BXOJIAIIETO JOKYMEHTa, MECTO JJIs 3ar0JIOBKa K TEKCTY.

11. K opranm3aumoHHbIM JOKYMEHTAM OTHOCATCS:
a) TPOTOKOI,;
0) ycras;

B) HHCTPYKIIHUS,
r) IIOCTAHOBJICHHUE;
1) TOJOXKEHUE.
12. K pekBM3MTAM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HauMEHOBAaHUE OPTaHU3AIINH;
B) HaMMEHOBaHWE BHJA JOKYMECHTA,
I) 3arojIOBOK K TEKCTY, TEKCT;
o) Tpud yTBEpKACHHUS;
€) TMOJIMHCE.
13. AKTBI CO31aK0TCHA:
a) KOJUIETHAJIbHO;
0) Ha OnmaHkax;
B) Ha COBEIIAHUH;
I) BBIIIECTOAIICH OpraHu3aiue.
14. HopMaTuBHBII aKT, H31aBaeMblil JMPEKTOPOM 00pPa30BaTeJIbLHOM
OPraHM3aluu WK YYpe:KIeHUus, 3TO:
a) TpUKa3;
0) TOJIOXKEHHE;



B) PpacIOpsKEHUE;
I) pelICHHuE.

15. Bo BpemMsi MpOM3BOACTBEHHOI0 COBCLIAHHMS Yy JAMPEKTOPa CEKpeTapb
3allUChIBAJI BBICTYIUICEHHSI W NpHUHATHe pemieHus. Kakoil nToKymeHT ciieayer
0(pOpMHUTH MO UTOTAM 3acCeAaAHUsA?

a) [Iporokou;

0) pelieHue;

B) pacIopsiKEeHHE;

') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHHUIO HaYaJIbCTBA.

16. PekBu3duTtaMu BHEIIHEH CIIPABKU SBJISCTCSH:

a) mevaTh;

0) moANNCH;

B) HAMMEHOBAHUE BHU/IA IOKYMEHTA;

) aapecar;

1) HIMMEHOBaHUE OpPraHU3alUu;

€) CChUIKA Ha JIaTy PETUCTPAIMOHHBIA HOMED.

17. ®akc oTiin4aeTcs OT MUCHLMA 10 0POPMIICHUIO TEM, YTO:

a) SIBJISIETCS HE MOIJIMHHUKOM, a KOIUEW JIOKYMEHTa;

0) COIEPKUT Psif AOTOTHUTEIBHBIX PEKBU3UTOB;

B) MeyaraeTcs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH ME€YaThIO.

18. BoigesnTe M3 KaKHX pa3[gesiOB COCTOMT TEKCT NPHUKA3a M0 OCHOBHOM
AeSITeJIbHOCTH:

a) KOHCTAaTUPYIOIIUNA U PaCIIOPSAIUTEIbHBIN;

0) KOHCTaTUPYIOIINI ¥ TTOCTAHOBJISIONTU;

B) KOHCTaTUPYIOLIUHN U TIPeIJIararomiuii;

I') OCHOBHOM M KOHCTaTUPYIOLUH.

19. Bblgeaute, B KAaKOM H3 BH/JIOB [OKYMEHTOB He IPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/1a JOKYMEHTA.

a) 3asBJICHUE;

0) ciry)e0HO0€e TTHCHhMO;

B) JOKJIa/IHAs 3aIMCKa;

I') TOJKHOCTHAS UHCTPYKIIUSL.

20. Pacnpenesnre YyKazaHHbIe HHMKe JOKYMEHTbI Ha 3 rpynnbl:
a) OpraHu3aluoOHHbIe, 0) pacnopsiaAuTe/IbHbIe, B) HHPOPMAIIHOHHO-CIIPABOYHbIE.

1. Pe3rome.

. JomKkHOCTHAs MHCTPYKIIUS.

. Pacniopsbxkenne nqupexkropa.

. CBOJKA.

. [TocTaHOBNIEHNE KOJIIETHH.

. UHCTpYKIKS IO A€I0NPOU3BOICTRY.
. CpaBka ¢ Mecrta paboThI.

. [Ipukas o npueme Ha paboTy.

. lIlTatHOE pacnucaHue.

O 00 1O\ N B~ Wi



10. TpyoBoit norosop.

11. ITpurnameHue Ha BHICTaBKY.

12. PernameHT.

21. Komuccusi mo pacciefoBaHHIO TO0Kapa, NpoM30olIeANIero B
o0pa3zoBaTeIbHOM yYpesKAeHHH, YCTAHOBUIM PsiJl GaKTOB, KOTOPbIE MOCHYKHIU
NPUYUHON moxkapa. Kakoil 10KyMeHT J0/15KHA COCTABUTH KOMUCCHS ?

a) Axr;

0) cripaBky;

B) IOKJIQIHYIO 3aMHUCKY;

') HHCTPYKLHIO O TPOTUBOIIOXAPHOU O€30MaCHOCTH.

22.  JlokyMeHT,  aJpecOBAHHbI  PYKOBOIMTEJI0  OPraHU3AIUM,
coJep:Kaluii  00CTOSATEILCTBEHHOE W3JI0KeHHe KaKoro-iuéo Bompoca ¢
BbIBOJAMH U NPEAJI0KEHUSAMH COCTABJICHNS, HA3bIBACTCH:

a) aKT;

0) mpecTaBicHUE;

B) IOKJIa/IHAs 3aMKCKA;

') IpeIOKEHUE.

23. laToii ciayxe0HOr0 MUCbMa ABJSIETCH J1aTa:

a) COCTaBJICHUSI;

0) OTIpaBJICHUS;

B) IIONTUCAHUSI;

T') TIOJTyYEHUsI.

24, Cnucoxk NMPUCYTCTBYIOUIUX HA 3acelaHu 0GopMJIAeTcH OTAeJbHO U
NPWIAraercsi K NPOTOKOJIy, €CJId TAKOBBIX:

a) 6onee 15;

0) 6oxee 10;

B) O6osee 25.

25. Odopmienne 00J0KKH [Jejia JJs1  TNOCJAEAYIOIIEro XpaHeHHs
onpeneJsieTcs:

a) CTaHJapTOM;

0) MHCTPYKUUEN IO 1€TONPOU3BOJCTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. DxcnepTU3a HEHHOCTH JOKYMEHTA NPOXOAUT B _ rana:

a) 4EeThIpE;

0) Tpu;

B) JBa.

27. HomeHnkJjaTypa aea (padounii 3k3eMIUIAP) NOMeNIAIOT HA:

a) CTOJIE, IO CTEKJIOM;

0) nBepiie mKada ¢ JOKyMEeHTaMH;

B) BHYTPEHHEW CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce JmcTBI Jea NpPH NOATOTOBKE HX K Iepegade B apXuB
HYMepPYIOTCS:

a) YEpHBIM IPAPUTHBIM KapaHJ1allIoM;

0) YepHBIMU YEPHHUIIAMH;

B) KPaCHBIM KapaHJ1alllOM.



29. Bxoasiiue J0KyMeHTbI peruCTPUPYIOTCSI:

a) MocJe O3HAKOMJICHHS] C HUMH PYKOBOJUTEIIS;

0) B mepBOii MOJIOBUHE JTHS MOJIYYESHHUS;

B) JI0 O3HAKOMJICHUSI C HUMH PYKOBOUTEISI.

30. Ka:xxnasi oOpa3oBaTe/ibHAsi OPraHU3aIusa 00s13aHA UMETh:

a) CBOJHYIO0 HOMEHKJIATYPY;

0) UHIMBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a ckoJbKO AHell /10 MCIOJHEHUS] MPOBOAAT NpeAyNpeauTebHbIH
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TpH.

32. PazneiuTe/iIMHU B CIIPABOYHON KapTOTEKe CJIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOJPA3ICICHHUIA;

0) HanpaBJIeHUs JEATEIBHOCTH PEAIPUSITHS;

B) JIHU HEJIEH, MEcCsIIIa.

33. Ha ucxoasiueM J0KyMeHTe PEKBU3UT «1aTa» CTABUTCSH:

a) COCTaBUTEIEM JJOKYMEHTA;

0) mpu perucrpaiuu;

B) [1OCJIE€ TIOJIMTMCAHUS PYKOBOJIUTEIIEM.

34. Eciiu B feJie coepKaTcs JOKYMEHTbI Pa3jIM4HOM EHHOCTH, TO CPOK
XpaHeHUsl YCTAHABJINBAETCS:

a) OOJIBIIINIA;

0) MEHbIIIHNIA;

B) CpEIHUI.

3ajaHus I CaMOCTOATEIbHON PadOThI

3aganme 1. OdopMuTh BCE OTMETKH, KOTOPBIE CTaBAT Ha JIOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2016. VYkaxure MECTOPACTOIOKEHUS ITHUX
PEKBU3HUTOB Ha OyiaHke dopmara A4.

3aganue 2. M300pa3ute cxeMaTHUECKH KJIACCU(UKALIUIO TOKYMEHTOB.

3aganme 3. Beimumure Ha auct gopmata A4 Bce npaBuiia 0popMIICHHS
TEKCTa JIOKYMEHTa: HWHTepBasibl, mipudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3apanme 4. CocrtaBuTh U O(DOPMHUTH AOKIAJHYIO 3alUCKy O HapyLIEHUU
TPYAOBON NUCHUUIUIMHBI paOOTHUKOM. Bce peKkBU3UTHI U 3JIEMEHTHI TEKCTa 100aBUTH
camoctoATeNnbHO. HanucaTe OOBSCHUTENBHYIO 3alMCKy OT HMEHH paOOTHHUKA,
HapyLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme S. Hanncarb 0TBETHOE MUCHMO-0J1ar0JapHOCTh Ha MO3/PABJICHHE.

2.2. OneHOYHBbIE CPeCTBA /1JIsl IPOMEKYTOUHOM aTTecTauuu (3a4er)

Bomnpocs! Aj1s1 npoBeaeHus 3ayera:
1. TloHsiTHE «TOKYMEHT» U €ro (PyHKIIMH.



2. Kinaccudukanuust T0KyMEHTOB.

3. CylIHOCTh M OCHOBHOE Ha3HA4Y€HHE JOKYMEHTAI[MOHHOTO OOecreueHus
NeSATENbHOCTH Iearora.

4. CucTtemMbl TOKYMEHTAIIUH.

5. 3akoHo/IaTeNbHAst 1 HOPMATUBHO-METOIMYECKass 0a3a JOKYMEHTallMOHHOTO
oOecrieueHust ynpaBJIeHHUSL.

6. ®opmyJsip TOKyMEHTA.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBanust K 0OPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBanus K 6J1aHKaM JTOKYMEHTOB.

10. Cuctema ToKyMEHTAIUM B 00pa30BaTEIIbHONW OpTraHU3aIIHH.

11. Opranu3zannonnbie JOKyMeHThI cuctembl OPJI. O6mas xapakTepucTuka u
Ha3HA4Y€HUE JOKYMEHTOB.

12. Pacniopsiaurenbhbie qoKyMeHTHI cucteMbl OPJ]. OOmias xapakTepucTika u
Ha3HauYeHUE JOKYMEHTOB.

13. UadopmanimoHHO-cripaBOUHble  AOKyMeHTHl cucteMbl OPJI.  OObmas
XapaKTEepPUCTUKA U Ha3HAYEHUE JTOKYMEHTOB.

14. /IenoBoe muCbMO KaK OCHOBHOW BUJ| IEPENUCKHU.

15. bnanku nis nucem. @opMyJisip A€I0BOrO MUChMA.

16. OcobeHHOCTH 0DUIIUATIBHO-/IETIOBOTO CTUJISI COCTABJICHUS TEKCTa JIEJIOBOTO
nrchMa.

17. Buasl  ciy’)KeOHBIX ~ THCEM,  COCTaBIAIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIU Y.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIA TOKYMEHT.

19. Opranuzanus J0KyMEeHTO000pOoTa 00pa30BaTEIbHOW OpraHu3aliH.

20. ®opMbl opraHM3anu  pabOTBHl C JOKyMeHTaMu. J{OKyMeHTOOOOpOT.
JIOKyMEHTOIIOTOKH.

21. ITopsinok 0OpabOTKM BXOAAIIMX JOKYMEHTOB. Perucrpanus 10KyMeHTOB.

22. Tlopsimok 00pabOTKK UCXOAIIUX TOKYMEHTOB.

23. Ilopsinok pabOThI C BHYyTPEHHUMHU JJOKYMEHTaMHU.

24. HoMeHkJatypa Jei.

25. ®opmupoBanue,  odopmieHHe,  XpaHEHHE  JAedl B TEKYyIIeM
JIEJIONPOU3BOICTBE.

26. Yuudukaius J0KyMEHTOB.

27. CranaapTu3auus JOKyMEHTOB.

28. Hymepaiusi MHOTOCTPaHUYHOTO IOKYMEHTA.

29. pudTel, KErNIK U MOJISL, IPUMEHsIEMbIE TPU 0(OPMIIEHUU TOKYMEHTOB.

30. Pe3tome, aBToOuOrpadus, XapakTepucTUKa: MOHATHE, HA3HAUYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asBiIeHHUE: NTOHATHE, HA3HAYEHNE, COCTaB PEKBU3UTOB.

32. Cny>xeOHas 3anucka: MoHITUE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3allMCKa: MOHITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

34. JloknagHas 3anucKa: MOHITHUE, HA3HAYCHUE, COCTAB PEKBU3UTOB.

35. CnpaBka: NMoHsITHE, HA3HAUYE€HUE, COCTaB PEKBU3UTOB.

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



37. Ilpukas, pacnopsipKeHUE: TOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

38. [Ipuka3 no TMYHOMY COCTaBY: OHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. YcraB, noJN0KEHUE: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

40. TomKHOCTHAs MHCTPYKLMS: TIOHSATHE, Ha3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UHcTpyKuus 1O JEJONPOU3BOJACTBY: IOHSTHE, Ha3HAYEHHUE, COCTaB
PEKBU3UTOB.

42. IlpaBuna: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

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

44. OcoOEHHOCTH COCTABICHUS TEKCTA TPOTOKOIA.

45. OcobeHHOCTH COCTaBIEHUS TEKCTA TPUKa3a.

46. PexBu3uThl TepO, 3MOIeMa, TOBApHBIN 3HAK (3HAK OOCTY>KWBAaHHMS), KOJ
(bOpMBI TOKYMEHTA.

47. PeKBU3UT HAWUMEHOBAHHE OpPraHU3allMM, HAWUMEHOBAHHE CTPYKTYPHOTO
noApa3AeiIeHusl, HAUMEHOBAHUE JIOJ>KHOCTH JIMIIA.

48. PekBU3UT ClpaBOYHBIEC JaHHBIE 00 OPraHU3aALUU.

49. PexBU3UT HAMMEHOBAHUE BUIA TOKYMEHTA.

50. PekBU3UT naTa JOKYMEHTA.

51. PeKBU3UT perucTpallMOHHBII HOMEp JOKYMEHTA.

52. PEKBU3HUT CChUIKA HAa PErUCTPALlMOHHBIA HOMEp M AaTy MOCTYHHUBIIETO
JIOKYMEHTA.

53. PexkBU3UT MECTO cOCTaBieHUs (M31aHUs1) JOKYMEHTA.

54. PexkBu3ut rpud orpaHUYECHHS TOCTYyMA K JOKYMEHTY.

55. PexBu3sur anpecar.

56. PexBu3ut rpud yTBep>KIEHUS JOKYMEHTA.

577. PEKBU3HT 3arojIoOBOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PEeKBU3HUT OTMETKA O IPUIIOKEHHH.

60. PekBu3ut rpud coriracoBaHusi JOKYMEHTA.

61. PexBu3ur Bu3a.

62. PeKBU3UT NOOIHCE.

63. PekBU3HUT OTMETKA 00 3JIEKTPOHHOW MOAMKCH.

64. PexBU3HT 1evars.

65. PekBU3UT OTMETKA 00 UCTIOJHUTEIE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOIIHH.

67. PeKBU3UT OTMETKA O MOCTYIUIEHUH TOKYMEHTA.

68. PeKBU3UT pe30JTOIus.

69. PeKBU3HUT OTMETKA O KOHTPOJIE.

70. PEXBU3UT OTMETKA O HAIIPABJICHUH TOKYMEHTA B JEN0.



