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1. ITACIIOPT ®OHJA OIIEHOYHLIX CPECTB

1.1. O6/;1acTh IPUMEHEHUS

@onHpg oneHouHbix cpeactB (POC) — HeoTpeMemas dYacTb paboueit
MPOTrpaMMbl JUCLIMIUIUHBIL «/JoKyMeHTo000poT oOpa3oBaTe/bHOM OpraHW3alun» U
Tipe[Ha3HaueH /JIi KOHTPOJIS M OIleHKW 00pa30BaTe/bHBIX JOCTIKEHUM CTYeHTOB,
OCBOMBILIMX MTPOrpaMMy JWCLIUTIVHBI.

1.2. llesiu v 3aauu (pOHAQ OLIEHOUYHBIX CPe/ICTB

IHens @OC — yCTaHOBUTH COOTBETCTBHE YPOBHSI TOJATOTOBKH 00yUarolerocs
tpeboBanusiMm ®I'OC BO 6akanaBpuaT 10 HarpaBiaeHUIO ToArotoBkud 44.03.05
[Temarorrueckoe obpa3oBaHue (C ABYMS MPO(UISMU TIOATOTOBKU), YTBEPKIEHHBIM
IpUKa3oM MMHHCTepCTBa 00pa3oBaHusI U HaykKu Poccuiickoint Pepepaiiu oT 22
deBpasnsg 2018 r. Nel25 (c u3MeHeHUsIMHM U JIOTIOJIHEHUSIMU) U [TpodeccroHaIbHbBIM
CTaHJApTOM, YyTBepXJAeHHbIM IIpukazom MuHKcTepcTBa TpyJa Y COLMAIBLHOU
3aimmThl  Poccuiickoii  ®epepai «O6  yTBepXKAE€HHWH  MPOdeCcCHOHaTbHOTO
cravgapta “Tlemaror (remarorvueckasi [AesiTeTbHOCTb B cdepe IOLIKOIBHOTO,
HavaJbHOrO 0O0Iero, OCHOBHOrO oOmiero, cpegHero o6iero o6pa3oBaHMs)
(BocriuTaTesib, yunTesib)”» oT 18 okTsa6pst 2013 r. No 544H.

1.3. IlepeueHp KommneTeHLuM, (opMHUpyeMbIX B mNpolecce OCBOEHUS

OCHOBHO# 00pa3oBaTe/IbHOM MPOrPaMMBbI
Mpouecc 0CBOEHUS AMCUMUMAWHBLI HaMpaBfeH Ha (OPMUPOBAHWE ClEeaYOLLNX
KOMMEeTEeHUNN U MHOMKATOPOB UX AOCTUXKEHUS:

Kopg no ®1'0OC BO | NuauKaTop JoCTH)XKeHus
YHUBepCaabHbIE
YK-4 YK-4.1.
Criocoben OCYLLeCTBJISITh [leJIOBYIO | 3HaeT JIUTepaTyPHYIO dbopmy

KOMMYHHUKAI[Ml0 B YCTHOM U THMCHbMEHHOM | TOCYapCTBEHHOrO $i3blKa, OCHOBBI YCTHOW U
dopmax  Ha  TOCYJAPCTBEHHOM  s3biKe | MMCbMEHHON KOMMYHHKALIUA Ha UHOCTPAHHOM
Poccuiickoii ®Pefepaliu ¥ MHOCTPAaHHOM(bIX) | si3bIKe, (YHKLMOHAlbHble CTWIA POJHOTO
s13bIKe(ax) s13bIKa, TPEOOBAHMUS K JIeJI0BOH KOMMYHHUKALIWH.

1.4. Jranbl (opMHUPOBaHUS KOMIETeHLIMA M Cpe/CTBAa OLeHMBAaHUA
YPOBHs1 uX copMHPOBAaHHOCTH

” KoHTpO/IbHO-01|€eHOYHEbIe

Oransbl popmupoBaHus KommnereHiuii | KomnereHiuu

CcpeAcTBa / crioco0 oneHUBaHUA
Tema 1. Teoperuko-npaBoBele U | YK-4 BricTyrieHne Ha NpakTUYeCKUX
HOpMaTHBHbIE OCHOBBI 3aHATUSX, YCTHBIU OTMPOC
JIOKYMeHTaLMOHHOI' O obecrieueHust
yIipaBJIeHUst
Tema 2. Crangaptusanusi rniporecca | YK-4 BricTyrieHMe Ha MpakTUUYECKUX
JOKYMEeHTHUPOBaHHUs 3aHSTUSIX, YCTHBIX OTMPOC
Tema 3. Cucrema opraHusaluoHHo- | YK-4 BricTyrieHMe Ha MpakKTUUYECKUX
pacnopsiiMTeTbHON JOKYMeHTaLUu 3aHATUSIX, YCTHBIU OTMPOC
Tema 4. [JenoBoe MUcbMoO Kak OCHOBHOM | YK-4 BricTyrieHMe Ha TMpPaKTUYECKUX
BU/L TTepenuCcKu 3aHSTUSIX, YCTHBIM OTMPOC
Tema 5. Opranmsaius | YK-4 BricTyryieHMe Ha MPaKTUYECKUX




JOKyMeHTOoOopoTa  oOpa3oBaTesibHOU 3aHSITUSIX, YCTHBIM OMPOC
OpraHu3saLyu

Tekyuias arrecranus YK-4 KonTtponbHas pabora
IIpomexxyTOouHas arrecTanus YK-4 3auet

1.5. OnucaHue nokasaTtenen GopMNUPOBAHMNSA KOMNETEHLNN

nNx

Ko komMnereHuumn Pe3yabTaThl CHhOpMHPOBAHHOCTH
YK-4 3HaeT: 0c0OeHHOCTH YCTHOW W MHUChbMEHHOW (pOpM peu; CYIIHOCTHBIE
XapaKTepUCTUKU O0ULMaIbHO-/IeJI0BOT0 CTU/ISL PeuM; KaHphl Je/I0BOi
KOMMYHMKallU¥; HOPMbI U TIpaBW/Ia [leJIOBOM KOMMYHHKALUU;
CTaHZApThl 0(hOPMIeHHS 1e/I0BOM JOKYMeHTaL[1K;
OCHOBBI BeJleHUs 1eJI0BOM TIePerrCKHU.
YMeer: cocTaBasTh U OQOPMJIATH JAOKYMEHThI, HWCIO/b3yeMble B
npoecCMOHATLHOW  [IeSITeJIbBHOCTA — Teflarora B COOTBETCTBHUU  C
yCTAaHOB/IEHHBIMA  TpPeOOBaHWSMHM, B TOM  UYWC/Ie  UCIIO/B3YS
VMH(OpPMaL[MOHHbIE TEXHOJIOTHU.
BnaseeT HaBbIKamMu: COCTaBleHHSI U OGOpPMJIEHUS] pa3/MUHbIX BUJOB
JOKYMEHTOB TpPaJMLIMOHHBIM CIIOCOOOM W B 37IeKTPOHHOM BH/Ie,
HaBbIKaMU JleJIOBbIX KOMMYHUKALMM B YCTHOM U TUCbMeHHOUN (opMe Ha
PYCCKOM SI3bIKe.
1.6. KpuTepun oueHMBaAHUA KOMMNETEeHUUM Ha pasHblX 3Tanax
dopMmMpoBaHnA
KonnuecTBo
Buj yue6Ho# padoThI 0a/10B
(010 {0) 390
BeirosiHeHWe U 3aljUTa MPaKTUYeCKUX paboT 40 45
KontposnbHast pabora 15 15
KoHTponb caMocTosiTeTbHOM paboThI 20 20
YcTHbIN 3aueT 25 20
Bcero 100

HakonuTtesnbHasa cuctemMa oueHmBaHusa no 100-6annbHON WKane

YeTpipex0anibHas
cUcTeMa OLleHUBAHUA

JK3aMeHa

100-6a1bHasn
mKasja

bykBeHHas mikasa, cooTBeTcrByromas 100-
0a/UTbHOH IIKaste

Cucrema
OLleHUBAHUA
3auera

OTnryHO

90-100

A — OT/IMYHO — TEOPETUUYECKOE COJIEPIKAHHEe
KypCa 0CBOEHO TI0/THOCThI0, 6e3 TIpobesios;
HeoOX0/JMMble TIPAaKTHUECKHe HABBIKKA PabOThI
C OCBOEHHBIM MaTepranioM C(hOPMUPOBAHbI;
BCe ITpe/lyCMOTPEHHbIe IPOrpaMMOi
06yueHus1 yueGHbIe 3aaHNsI BBITIOHEHbI,
KaueCTBO UX BBIMOJHEHHS OLEHEHO UMC/IOM
6as10B, O/IM3KUM K MAKCUMa/TbHOMY

Xopo1io

83-89

B — oueHb X0OpOLIO — TeOpeTHYeCKoe
cofiepyKaHre Kypca 0CBOEHO TOJTHOCTLIO, 0e3
rpo06esIoB; Heo6XO0AUMEIe TIPAKTUUECKHEe
HaBBLIKK PabOThI C 0OCBOEHHBLIM MaTepPHaIoM B
OCHOBHOM C(hOPMUPOBAHbI; BCe
pelyCMOTPEeHHbIe POrpaMMoii 00yUYeHHs
yueOHble 3a/laH1s BBITO/IHEHEI, KAYeCTBO
BBITNO/IHEHUs] OO/IBIIMHCTBA U3 HUX OL|EHEHO
yKrC/I0M 0a/IoB, O/IM3KUM K MAKCUMa/TbHOMY

Xopo1io

75-82

C- XOpo110 — TeopeTUYeCKOoe CcoaepKaHue
KypCa OCBO€HO ITO/THOCTbIO; HEKOTOPhbIE
MPAKTU4YECKMEe HABbIKH pa6OTbI C OCBO€HHBIM

3auTeHo




MaTteprasioM chopMHPOBaHbI HEJOCTATOUHO;
BCe Ipe/lyCMOTPeHHbIe TTPOrpaMMOi
00yueHus yueOHbIe 3a/laHKsT BBITTO/THEHB,
KaueCTBO BBIMOJTHEHHS] HU OJHOT0 M3 HUX He
OLIEHEHO MMHHMa/IbHBIM UKC/I0M 0asiioB,
HEKOTOpPhIe BU/IbI 33/IaHHIA BBITTOTHEHBI C
ommbKaMu

Y OB/IeTBOPUTE/IBHO 63-74 D — yjoBJieTBOpUTE/IBHO — TeOpeTHYeCKoe
CoZlepKaHre Kypca 0CBOeHO YaCTUYHO, HO
1po6esibl He HOCAT CYLL|eCTBEHHOI'0
XapakTepa; HeoOX0J1Mble MPaKTHUECKHe
HaBbIKM pabOThbI C 0CBOEHHBIM MaTepHaioM B
OCHOBHOM C()OPMHPOBAHEI; OOBIIMHCTBO
TIpe/lyCMOTPEHHBIX TIPOrPaMMOii 00yUeHHst
yueOHBIX 3a/IaHHH BBITIOJIHEHO, HEKOTOPEIE U3
BBITIOTHEHHBIX 3aJaHUH COJepyKaT OUIUOKU

Y 10BN€TBOPUTENILHO 50-62 E — nocpencTBEHHO — TeOpeTUYECKOe
coJiepkKaHre Kypca 0CBOEHO YaCTUUHO;
HEKOTOpbIe NPaKTUYeCKHe HaBbIKK PaOOThHI He
chopMHUpOBaHbI, MHOTHE TIPeAyCMOTPEHHbIe
yueOHOU nporpaMmoii 06yueHus yueOHbIe
3a/IaHUsI He BBIMO/IHEHbI MO0 KauecTBOo
BBITIO/THEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
yKrC/I0M 0a/10B, 6/IM3KUM K MUHUMAJIbHOMY

HeynosnerBoputensHO 21-49 FX — Hey/10B/IeTBOPUTEJILHO — TeOpeTUYeCKOoe
coJiepkKaHre Kypca 0CBOEHO YaCTUUHO;
HeoOX0/IMMbIe TPAKTHUECKKEe HaBbIKU PabOThI
C OCBOEHHBIM MaTepuasoM He
copMUpOBaHbI; HOJBIITUMHCTBO
MpelyCMOTPEHHBIX YUeOHOH MporpaMmoit
00yueHHs yueOHBIX 3a/JaHUI He BLITOTHEHO
/100 KauecTBO MX BBITIOIHEHHST OIIeHEHO
yrciaoM 6asoB, 6IM3KUM K MUHUMAJTbHOMY;
TIPY JAOTIOTHUTE/IHO CaMOCTOSITe/IbHOM
paboTe Ha/| MaTeprazoM Kypca BO3MOXKHO
TIOBBIILIIEHHE KaUeCTBa BBITIOIHEHUST YUeOHBIX
3aJjaHH

He 3auteno

HeypoBnetBopurensHO 0-20 F — Hey10B/IeTBOPUTENIBHO — TEOPETHUYECKOe
coJiep>kKaHre Kypca He OCBOEHO;
HeoOX0/IMMble MPaKTHUeCcKHe HaBbIKK paboThl
He c(hopMUPOBaHbI; BCe BbINO/IHEHHbIE
yueOHbIe 3a/JaHUsT COJIep>KaT IpyOble OLIMOKY;
JIOTIOTHUTE/IbHAsi CAMOCTOsATe/TbHasi paboTa
HaJl MaTepraioM Kypca He TIpUBeZIET K
KaKOMY-JI00 3HaUNMOMY TTOBBILIIEHHIO
KauecTBa BbITIOJIHEHUs YUeOHbBIX 3ajaHuH

2. KOHTPOJ/IbHO-OIIEHOYHBIE CPEJCTBA
2.1. OrieHouHbIe CpeJCTBaA TEKYIero KOHTPOJisl (TUIOBBIE)

Bonpocs! a5 ycTHOr0 onpoca:

1. [aiTe onpejesieHHe MOHATUS «TOKYMEHT».

2. Packpoute nonsitue «10Y». HasoBure npodeccroHanbHble TEPMUHBI U
oripeZiesieHus1 B 06/71aCTH J1e/I0TIPOU3BO/ICTBA.

3. Ha3oBure 1 packpouTe (PyHKLMM JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B 00/1aCTH OpraHU3alM [1e/I0TPOU3BO/[CTBA BhI
3HaeTe? HasoBure cojep)kaHMe TiakeTa O00si3aTe/IbHBIX 3aKOHOJATeNbHBIX U
HOPMaTHBHBIX TOKyMeHTOB B obsactu JJOY.

5. Ha3zoBure T1ipaBW/Ia yTBepXKAeHHS JOKyMeHTOB. TpebGoBaHusi W
odopmiieHUe.

6. Kakue peKBU3UTHI SIBJIAIOTCS «HOPUAUUECKH 3HAauMMbIMU»? [lpaBuia ux
odopmaerusi. UTo BK/tOUaeT B ceOsi TOHSATHE «IIpaBOBasi 0XpaHa JOKYMEHTOB»?

7. llpuBenuTte mpuMepbl JOKYMEHTOB, KOTOPbIE MOAJIeXXaT YTBEP)KAEHUIO U Ha
KOTOPBIX CTaBUTCS nevatb. Kak opopM/sitoTCS epeyHu TakKux JOKYMEHTOB?

8. Ha3oBuTe 3aKOH, B COOTBETCTBUM C KOTOPbIM O(OPMIISIFOT PEKBU3UTHI
NoKymeHTOB cucteMbl OP/I. [TaTta BBeJjeHUe U UTO OH yCTaHaB/vBaeT. Ha3oBure Bce
DPEKBU3UTHL.

9. Ha3zoBuTe pekBuU3WTHI 00miero OsiaHka ¥ OjaHKa A7 mucbMa. [IpaBusia
opopmnenusi. Kakuve BuAbl 0/aHKOB BBl 3HaeTe? B ueM ocoOeHHOCTH OJaHKa
JIOJDKHOCTHOTIO JIUL[A?

10. CornacoBanue v BusvpoBaHue. Ha3oBuTe BUZbl U CPOKU COT/IaCOBaHUS, U
BU3WPOBaHKe IOKYMEHTOB.

11. PacckakuTe O mevaTsix M LUTaMIlax IpeANnpUATAA W opraHusanmi. Ha
KaKUX [JIOKyMeHTax cTaBaTcsi meuatb? Kakue TpeboBaHUs TIpeAbSBASIOT K
WCII0/Tb30BaHUI0 TepOoBOi meuaTu?

12. PackporTe cofep)kaHue TIOHATHSL «yIlipaBjieHue». Ha30BUTe CUCTeMbI
JNIOKYMeHTOB yrpaBjeHusi. Packporrte nonsitne «OP[l». Kakue rpynmbl ¥ BU/bI
[IOKyMeHTOB BxozaaT B OP/]?

13. Pacckakute 00 0COOEHHOCTSIX 37IeKTPOHHOTO [OKYMeHTa, 3/IeKTPOHHOMN
TIepervCcKy U TpeOOBaHUSIX, TIPebSIB/ISIEMbIX K HE.

14. B uem ocobenHoctu GmaHka [s mrcbMa? Ha3zoBure pekBU3WUTHI OaHKa
JUIsI TIMChbMa W PeKBU3UTHI CTy>KeOHOTO M1ChMa.

15. Uto pernameHTHpyeT TUMOBasi MHCTPYKLIUS MO Ae/0MpOor3BOACTBY? [laiTe
XapakKTepUCTUKY OPraHM3alMOHHBIM JOKYMEeHTaM U Ha30BUTEe UX BU/BI.

16. Ha3oBuTe BUAbl HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB, [auTe
XapaKTepUCTUKY KaxkgomMy Buay. [IpuBeuTe M3BeCTHbIE BaM BU/Ibl pErMCTPALUN.

17. [JauiTe XapakKTepUCTUKY YUYpeJUTENbHbIM [JOKYMEHTaM M yCTaBy
nipeanpuaTHs. Kakue BU/bI yCTaBOB Bbl 3HaeTe?

18. laliTe  XapakTepuCTUKYy [JOOKymeHTy «[lo/sio)keHWe» UM  Ha30BUTE
CTPYKTYPHBI€ YaCTH TeKCTa JOKYMEHTa U ero COZlepKaHus.

19. JlaliTe XapaKTepUCTUKY AOKyMeHTY «/HCTpyKuusi». [IpuBeTe nmpumepsl.
[o/KHOCTHast UHCTPYKLIUS, CTPYKTypa Tekcta. Odopmienue. O3HaKoOM/IeHUe.

20. IlltatHoe  pacrcande  OcoOEHHOCTH  COCTaBJeHHS, O(MOPMIIEHUS.
TpeboBaHMe K HCI0/Ib30BaHNIO0 YHUGDHUITUPOBAHHBIX (OPM.

21. [IpaBuia BHyTpeHHero TpyA0BOro pacropszaka v [TonoxeHue o repcoHarie.

22. [laliTe XxapaKTepUCTUKY PACHOPSAUTEbHBIM JOKYMEHTaM.

23. Ha3zoBuTe BU/IbI pacTIOpPSIANTE/TbHBIX JOKYMEHTOB U 0COOEHHOCTH KaXK/I0TO.
Ha3oBuTe  CTpPyKTypHble 4aCTU TeKCTa  paCHoOpSAUTE/NbHbIX  JOKYMEHTOB,
oopmsieHre ipeaMOyJibl ¥ PaCIiOpsiIUTebHOMN YacTH.



24. B uem 0co0eHHOCTH CayKeOHbIX THiceM? Ha30BUTe BHIBI CITy>KeOHBIX
nucem. Kakue TpeGoBaHus TTPeIBSAB/SIOTCS K TEKCTY CTYKeOHBIX IrceM?

25. HazoBute mpaBuna odopmieHHsT peKBU3WUTA  «ajjpecaT». Buabl
a/lpecoBaHusl.

26. UTO BXOAUT B MOHATHUE «IIPOBEJEeHUE SKCIIePTH3bI LIEHHOCTU JOKYMEHTa»?

27. PackpoliTe MOHSTUS «JI0KYMEHTOOOODPOT», «IOKYMEHTOIOTOKW». [laiiTe
XapaKTePUCTUKY KaKIOMy BHY [JOKYMEHTOIIOTOKA, YKa)KUTe HMX O0COOEHHOCTH.
Kakum obpa3om oripeseisieTcst JOKyMeHTO000POT NpeArnpusTys?

28. HomeHnkiarypa gen. 3HaueHue. CocraBiieHre. BUibl HOMEHK/1aTyphbl.

29. IloArotoBKa JOKYMEHTOB K CJade B BeJOMCTBeHHbIM apxuB. Craua
[IOKYMEHTOB B apxuB opraHusaiuu. OnuWcu [JOKYMEHTOB, HaXOJAIUXCA B Jerle.
dopwma u coziep>kaHre akTa 00 YHUUTOXKeHUH JOKYMEHTOB U JieJl.

30. Kakuve nOKyMeHTHI He TIojjiexkaT peructpauuu? Kak v 3auem BeJeTcs yyer
TaKWUX MOCTYIIEHUM?

31. Pacckakute O BUJAX BXOJSALLKUX, UCXOJALIUX BHYTPEHHUX [JOKYMeEHTax.
HokymentoB. IlpuBeguTe (opMbl >XypHaJbHOM perucrpauuu. PacckaxuTte o0
peructpanuu ¢ nomoibio PKK 1 aBTOMaT3upoBaHHOM.

32. Uto BKMoUaeT B cebst MOHSATHE «(OPMHUPOBAHUSI» U «OhOPMJIEHHS» [Ie?
Ha3zoBuTe npr3Haku odopMaeHUs 00/10KKU Jer.

33. Cpoku XpaHeHHs! JOKYMEHTOB B 3aBUCMMOCTH MX 3HAUMMOCTU. HasoBure
HOPMAaTHBHBIN JOKYMEHT, 110 KOTOPOMY OIpeJle/IIF0T CPOKU XPaHEeHUSI.

34. Yro BK/IOUaeT B cebs MOHATHE «IIOATOTOBKA JOKYMEHTOB K apXUBHOMY
XpaHeHHo» ? @yHKLWH, 3a[jaui U OTBETCTBEHHOCTb JK.

TecTbl A/is IPOBeieHNsI KOHTPOJILHOM PadoThI:

1. IlpaBuIbHasA MOC/IEA0BATe/IbHOCTh HANMMCAHUA 3/IEMEHTOB MOYTOBOIO
a/jpeca Ha MOUYTOBBIX OTNPAB/IeHUAX:

a) MOUYTOBBIN UH/EKC;

0) HavMeHOBaHKe a/ipecara;

B) HOMep KBapTHUPBhI;

T') Ha3BaHUe Hace/eHHOr0 MYHKTa;

1) Ha3BaHMe 00/1acTH, Kpasi, pecryO/IMKY;

e) CTpaHa;

’K) HOMeEp /I0Ma;

3) Ha3BaHMWe yJIULbI.

2. YHuduiupoBaHHas CuCTeMa A0KyMeHTallM1 — 3TO:

a) CUCTeMa JOKyMeHTAIluH, CO3/laHHasi TI0 eIMHbIM TIpaBWIaM U TpeOOoBaHUsIM,
cofiep>kalijasi HGOpMalyio, HeoOXOAUMYIO /il YTIpaB/ieHUs B OmpefiesieHHOM cdepe
nesiTeNTlbHOCTY;

0) ynuduiipoBadHble  (OpPMBI  JOKYMEHTOB, CHCTeMaTH3WPOBaHHbIE  TIO
GbyHKIUSM yTIpaB/ieHus;



B) COBOKYITHOCTb JOKYMEHTOB, YCTdHOBJIEHHBIX B COOTBETCTBHHU C pellldeMbIMU

JIOKyMEHTaMU;
') COBOKYITHOCTh /IOKYMEHTOB, CBsI3aHHasi €JWHOOOpa3HbIMH TpaBU/IaMH
o opmIieHUSI.
3. Bo3MO0)XHOCTh HCIO0/Ib30BaHUsA (paKCMMH/Ie KaK COOCTBEHHOM TOAIUCH
perjiaMeHTHUPYeTCH:

a) rpaXkKJaHCKUM KOJjeKCOM P®;

0) paBUIaMK ZIeJIONIPOM3BO/ICTBA B (heJepa/ibHbIX OpraHax HCIIOTHUTE/TbHON
BJIaCTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy BHAYy 0/1aHKOB COOTBETCTBYeT JaHHbI HA0OpP PeKBHU3UTOB?

a) l'ocynapcteennenii  repd  Poccuiickoii  ®epeparjuu, repb cyObekTa
Poccuiickoii ®emepariuy, >mOseMa OpraHu3allid, TOBapHBIM 3HAaK  (3HaK
o0cy>XvBaHUs ), iaTa, HOMep, MeCTO COCTaBJIeHUsI UM U3/IaHus;

6) 6/1aHK TTHCHMa;

B) 00IIIMiA O/1aHK;

r) 6/1aHK KOHKPeTHOTO BH/Ia IOKYMEHTa.

5. [Topsa0K HanMcaHUs MOYTOBOr0 afjpeca yCTaHOBJICH:

a) B IlpaBuiax zienonpousBoficTBa B (ejiepasbHBIX OpraHaxX UCIOTHUTETbHOU
BJIaCTH;

6)B8 'OCT P 7.0.97-2016;

B) B [IpaBuiax oka3aHus yCayT TTIOUTOBOM CBSI3U.

6. PeKBM3UT «BHU3a» MOXeT BK/IOUATh:

a) JOJDKHOCTh BU3UPYIOIETO, €ro TMO/MNUCh, pPacliU(PpPOBKY (MHULMAABI U
dbamunus) u aary;

6) momnuck, pactmmdpoBky (P. U. O.), gaty;

B) JIOJDKHOCTb, TIO/ITICH AaTy;

I') JOJDKHOCTB, MOAIUCH, pacl@poBKy noanucu (P. 1. O.).

7. T'epGoBas meyath MPOCTAB/IAETCS Ha MUCbMAaX:

a) peKJIaMHbIX;

0) HalIOMMHAHUSAX;

B) MpUIJIALLIEHHUSAX;

') TapaHTUUHBIX;

1) ”H(OPMalMOHHBIX.

8. TekcTr [AOKYMEHTOB COCTaB/JSKT Ha TOCYy/lapCTBEHHOM fi3bIKe
Poccuiickoii Pefepanin WIM Ha TOCYAAPCTBEHHBIX SI3bIKax Cy0HeKTOB
Poccuiickon Peepaiyiv B COOTBeTCTBUH C:

a) MpaBWJia [Ie/IONPOM3BO/ICTBA B (eJepasibHbIX OpraHax WCIOJHUTEeIbHON
BJIaCTH;

6) 3akoHO/IaTenlbcTBOM Poccuiickoit Pepeparii ¥ cyOBeKTOoB Poccuiickoi
®esepanuy;

B) 'CHOY;

') TUTIOBOM MHCTPYKLIUEN MO [1eJIONTPOU3BO/ICTBY.

9. Ilesib10 CTAaHJAPTU3ALUU JOKYMEHTOB ABJ/ISIETCH:

a) IOpUIMYeCcKoe 3aKperyieHre pe3y/ibTaToB YHU(UKALIMU JOKYMEHTOB;



0) pa3paboTKa HOMEHK/IATypy JeT;

B) cUCTeMaTU3al[ysl JOKYMeHTOB B OpraHU3al[uy;

) obecrieueHre COXPAaHHOCTH IOKYMEHTOB;

1) 3a11uTa KoHbUeHI[MaTbHOCTU UH(POPpMalIUH.

10. YkKakuTe BapUaHT OTBETOB, B KOTOPOM TNPaBWIbLHO Ha3BaHbI
PEeKBH3UTHI 0/1aHKa MUCHbMa:

a) (rep6, »sMbOnema), Koj oOpraHu3alu¥, HaWMEHOBAHWs OpraHW3allvy,
CTIpaBOYHbIe JlaHHBbIe 00 oOpraHu3aluu, KojA (opMbl AOKYMeHTa, MeCTO [i/is
MPOCTaB/IeHUst [laThl [JOKYMeHTa, MeCTO /[ TPOCTaB/ieHUs DPerucTpaliOHHOTO
HOMepa /IOKyMeHTa, CChIJTKa Ha HOMep U ZIaTy BXOJSIIero JOKyMeHTa;

6) (rep6, sMbnema), HavMeHOBAaHWS OpraHW3al[d{, KOJ OpraHW3aIvH, JaTa
JOKYMeHTa, MeCTO [jisl IPOCTaB/IeHUs] PErUCTPAl[MOHHOT0 HOMepa JIOKYMeHTa, MeCTo
W3[jaHus JOKyMeHTa, CChI/TKa Ha HOMeD U [IaTy BXOJSIIero JOKYMeHTa,;

B) (rep0b, 5M0Omema), HaWMeHOBAHWUsS OpraHM3allu{d, HAaWMEHOBAHUS BHUZA
JIOKyMeHTa, /aTa J0KyMEeHTOB, KoJ, (hOopMbl J0KyMeHTa, MeCTO [Jisi TIPOCTaBJieHus
PEervucTpalliOHHOTO HOMepa JOKyMeHTa, CITPaBOYHbIe J[aHHble 00 oOpraHu3alvy,
CChIJTKA Ha HOMEP U JIaTy BXOJSIIEero AOKYMeHTa;

r) (repb, 5Mbmema), HaUMeHOBAHUs OpraHM3allid, CIIPABOYHBIE aHHBIE 00
opraHu3anuu, Koz opranvsanuu OI'PH, MecTo f/1g npocTaB/ieHys: [aThl JOKYMEHTA,
MeCTO [IjIsl TIPOCTaB/IeHUsT perMCTPallMOHHOTO HOMepa /IOKYMeHTa, CChIJTKa Ha HOMep
Y J1aTy BXOZSIIL[ero JOKyMeHTa, MeCTO [i/is 3ar0JI0BKa K TeKCTY.

11. K opraHv3aniiOHHBIM [JOKyMeHTaM OTHOCSATCA:
a) MPOTOKO;
6) ycras;

B) MHCTPYKLHS;
r) TIOCTaHOBJIEHUE;
[) TOJIOKeHue.
12. K pekBu3uTaM NpUKasa OTHOCATCA:
a) ajpecar;
6) HauMeHOBaHHe OpraHHU3alluy;
B) HauWMeHOBaHHe BU/a JOKYMEHTa;
r) 3aroJioBOK K TeKCTY, TeKCT;
) rpud yTBepK/eHus;
e) TIOATIHCE.
13. AKTBI CO31al0TCA:
a) KOJUleruaabHo;
0) Ha OmaHKax;
B) Ha COBeIllaHWY;
r) BBILLECTOSILLEN OpraHu3aluen.
14. HopMaTMBHBII aKT, HW3[aBaeMblil AMPEKTOPOM o00pa3oBaTe/IbHOM
OpraHM3aluy WM YUpex/eHHs, 3TOo:
a) TpHUKas;
0) mooXeHue;
B) PpacroOpsDKeHHE;
r) pelleHue.



15. Bo Bpemsi mMpoOU3BOACTBEHHOI'0 COBEIIaHUA y JUPEKTOpa ceKpeTrapb
3anuChbiBaj/l BBICTYIUIEHUS] U TpUHATHe pemeHus. Kakou [OKymMeHT ciefyert
0()opMHTH 0 UTOraM 3acefaHusA?

a) IIporoko;

0) pelieHue;

B) pacropsbKeHUe;

I') MPOTOKOJI, peLlieHre U PaclopsKeHUE;

[1) IO yCMOTPEHHUIO Haua/ibCTBa.

16. PekBu3uTamMy BHeIlIHEeH CTIPABKH SIBJ/IAETCSH:

a) revarsb;

0) roATHCE;

B) HAUMEHOBaHMeE BH/Ia JOKYMEHTa;

I') aJjpecar;

[1) HAMeHOBaHWe OpraHu3aLvy;

€) CChbLIKA Ha /1aTy PeruCTPaLjMOHHBIN HOMED.

17. ®akc oT/iMuaeTcss 0T MUCbMa Mo 0)OPM/IEHUIO TeéM, YTO:

a) SIB/ISIeTCS He MO/I/TMHHUKOM, a KOTIMel JOKYMeHTa;

0) COZIEP>KUT PsiJl AOTIOJTHUTELHBIX PEKBHU3UTOB,;

B) MeyaTaeTcsl Ha Tesieakce;

I') He MOJKeT OBbITh 3aBepeH IeyaThbio.

18. BoiiesiuTe U3 KaKUX pa3/e/ioB COCTOMT TeKCT IMPHKa3a M0 0CHOBHOU
AeATe/IbHOCTH:

a) KOHCTaTUPYIOLLIUM U PaCIiOpsIAUTEbHBIN;

0) KOHCTaTUPYIOIIWI M TTOCTAHOBJISIOIU;

B) KOHCTaTHUPYIOIIUH Y Mpe/ijlaratoini;

I') OCHOBHOU Y KOHCTaTHUPYIOLLIUM.

19. Bbijenure, B KakKOM H3 BH/IOB [OKYMEHTOB He IPOCTaB/ISIOTCA
PEKBHM3UT HAUMEHOBaHMsI BU/Ia JOKYMEHTa.

a) 3asiB/IeHUE,;

6) cy>xebHOe MUCHEMO;

B) [IOK/Ia/iHAsH 3arvCKa;

I') 0/DKHOCTHAsl UHCTPYKLIUSL.

20. PacmpejesMTe yKa3aHHble HU)Ke [JOKYMEHTbl Ha 3 TIPpymnibl:
a) opraHu3alnuoHHbIe, 0) pacnopsAUuTe/IbHbIE, B) HH()OPMAI[MOHHO-CIIPAaBOYHbBIE.

1. Pestome.

. JO/mKHOCTHAs: THCTPYKLIS.
. PacniopspkeHue fgupekropa.
. CBojIKa.
. [TocTaHOBIEHUE KOJIJIETUH.
. IHCTpyKI1Ysi 1O [1e/I0NPOU3BO/CTBY.
. CripaBka c MecTa paboThl.
. [Ipuka3 o npueme Ha paboTy.
. [IITaTHOe pacmnvcaHue.
10. TpyzoBoi1 10roBop.
11. IlpurnaiieHue Ha BbICTaBKY.

Lo NOULThkA WDN



12. PeryiameHT.

21. Komuccusi mno pacciejoBaHMK [0XKapa, MNpouM3oLIefliero B
0o0pa3oBaTe/IbHOM YUPEKAeHHH, YCTAaHOBHIHU Psi/] PaKTOB, KOTOPBIE MOC/TYKU/TH
NPUYUHOU NMoXapa. Kakou J0KyMeHT /J0/DKHA COCTaBUTh KOMUCCHS?

a) AKT;

0) cipaBky;

B) /IOK/IQ/IHYIO 3aITUCKY;

I') MHCTPYKIIMIO O TIPOTHBOIIOXKapHOM 6e30MacHOCTH.

22. JlOKyMeHT, a/ipecoOBaHHbBIN PYKOBOAUTEJII0 OpraHu3anuu,
cojepKam[uii 00CTOATe/ILCTBEHHOE H3J/I0)KeHHe KaKoro-iubo Bompoca ¢
BbIBOJiaMM U Mpe//I0KeHNUSIMU COCTaB/IeHHUs], Ha3bIBaeTCA:

a) aKT;

0) rpesicTaB/IeHUE;

B) [IOK/Ia/iHas1 3arvCKa;

I) OpeioKeHue.

23. laToi c/1y)KeOHOro muchbMa fIBJ/ISAETCA JAaTa:

a) COCTaBJIeHUSI;

0) oTTIpaBIeHYs;

B) MO/IMUCAHUS;

T') MOTyYEeHUsl.

24. CniMcoK MpPHCYTCTBYWINUX Ha 3aceJaHuu o(opmiisieTcss OTAEeTbHO U
Npuiaraercsa K NpoToKoJ1y, eC/id TAKOBBIX:

a) 6osee 15;

0) 6ostee 10;

B) OoJtee 25.

25. Odopmienne o00/I0)KKM Jela s TNOCTEAYIOIEr0o XpaHEeHHs
onpejesieTcs:

a) CTaH/apTOM;

0) MHCTPYKLIVEH 110 /1e/I0NPOU3BO/ICTRY;

B) pacropsbKeHUeM PYKOBOAUTEISI.

26. JkcnepTHU3a HEHHOCTH I0KyMeHTa MPOXO0UT B jTamna:

a) YeThIpe;

0) Tpy;

B) /IBa.

27. HomeHk1aTypa e (pabdounii 3K3eMIuIsp) MOMeIIalT Ha:

a) CToJie, MO/, CTEKJ/IOM;

0) aBepiie mKada C JOKyMeHTaMu;

B) BHYTpeHHel CTOpOHe /iBeplibl Kada C JOKyMeHTaMHU.

28. Bce aucTbl [Jesla NpU MNOArOTOBKE HX K Iepejaye B apxuB
HYMEpYIOTCH:

a) UepHBbIM I'pa()MTHBIM KapaH/1allloM;

0) yepHBIMU UepHUTIAMH;

B) KPaCHbIM KapaH/JallloM.

29. Bxogsiue fOKyMeHTbI PeruCTpUPYHOTCS:

a) MocJie 03HAKOMJIEHHSI C HUMU PYKOBOJUTEJIS;




0) B 1epBOii TI0JIOBHHE JHS TI0/TyYeHMS;

B) 10 03HAKOMJ/IEHUSI C HUMU DYKOBOAUTEISI.

30. Kaxxgasi o6pa3oBare/ibHasA OpraHu3aliusa 00s13aHa UMeTh:

a) CBO/IHYIO HOMEHKJIaTypy;

0) MHAVBUIya/TbHYIO0 HOMEHK/IATypYy;

B) TUTIOBYIO HOMEHK/1aTypy.

31. 3a cKo0/JBKO JHeHW [0 MCIO/IHEHHs NPOBOJAT NpeylpejuTe/bHbIN
KOHTPOJIb?

a) ABa;

0) onuH;

B) TPU.

32. Pa3jenure/IiMH1 B CIPAaBOYHOM KapTOTeKe C/Iy)XKaT:

a) Ha3BaHUS CTPYKTYPHBIX I0/ipa3ieeHul;

0) HampaB/IeHUS /IeATeTbHOCTH MPeATPUSATHS;

B) IHU HeJle/Id, Mecslia.

33. Ha ucxopsiemM 0KyMeHTe PeKBH3UT «AaTa» CTaBUTCA:

a) COCTaBUTe/IEM JJOKYMEHTa;

0) TIpyU perucTparLyy;

B) MOCJ/Ie MOATIHMCAHUSI PYKOBOAUTEIEM.

34. Ecin B fiesie co/ilep>XaTcA AOKYMEHTbhI pPa3/IMUHON I[eHHOCTH, TO CPOK
XpaHeHHsl YCTaHAB/IMBAETCA:

a) 6oJIBIIINT;

0) MeHBIIINIA;

B) CPeJIHUU.

3ajjaHuA /1A CaMOCTOATE/THHON PadoThI

3aganue 1. Odopmuth BCe OTMETKH, KOTOpble CTaBAT Ha JOKyMeHTe B
cootBerctBu ¢ ['OCT P 7.0.97-2016. YkKaxuTe MeCTOPACIIOJIOKEHUS 3STUX
PEeKBU3UTOB Ha OaHke ¢opmaTa A4.

3aganue 2. 11306pa3uTe cxemMaTuueCcku KaacCU(HUKALIUIO JOKYMEHTOB.

3aganue 3. Beimumure Ha smct ¢opmara A4 Bce mpaBuia 0(QOpPMIIEHUS
TeKCTa JOKyMeHTa: WHTepBa/ibl, PUGTHI U T. A. B cootBeTctBuM ¢ ['OCT P
7.0.97-2016.

3aganue 4. CocTtaBUTh M OGMOPMHUTH [OK/IQJHYIO 3alMCKy O HapylleHuu
TPYZAOBOM MUCIUTUIMHBI pabOTHUKOM. Bce peKBU3UTHI U 3/1eMeHThI TeKCTa J00aBUTh
camocTosiTeslbHO. HamucaTh OOBACHUTENBbHYIO 3allMCKy OT WMeHM paboTHHKa,
HapyLIUTeJs TPYA0BOU JUCLIUTITUHBI.

3apanue 5. Hamcats oTBeTHOE MUCbMO-0J1aroZlapHOCTh Ha T03/ipaBJieHue.

2.2, OnieHOUYHBIE CPe/JCTBA /i MPOMEXXYyTOUHO! aTTeCcTaluu (3a4er)
Bomnpochl A/isi NpoBe/jeHUsA 3aueTa:

1. IToHsiTHE «JOKYyMEHT» U ero (QPyHKLIUHU.
2. Knaccudukaiiysi JOKyMeHTOB.



3. CyIIHOCTh U OCHOBHOe Ha3HaueHWe JOKYMEeHTAI[MOHHOTO obecrieueHUst
JledTe/IbHOCTU Mejjarora.

4. CucreMbl JOKyMeHTaL1U.

5. 3akoHO/laTe/lbHAsE ¥ HOPMAaTHUBHO-MeTOAUUecKast 6a3a J0KyMeHTAllMOHHOTO
obecrieueHust yTipaBJieHUs.

6. @opMyJip JOKYMEHTa.

7. CocTaB peKBU3UTOB JOKYMEHTOB.

8. TpeboBaHus K 0popM/IEHHIO PEKBU3UTOB JIOKYMEHTOB.

9. TpeboBaHus K O/1aHKaM JJIOKYMEHTOB.

10. Cucrema IOKyMeHTallMM B 0Opa30BaTeIbHOM OpraHu3aI|vH.

11. Opranu3zainyoHHbie JoKyMeHTbl cucteMbl OP/]. Obiijasi XapakTepucTHUKa 1
Ha3HauyeHue JOKyMEeHTOB.

12. PacriopsifuTesibHble fOKyMeHThI cructeMbl OP/I. O61ijasi XapaKTepucTUKa 1
Ha3HaueHue JJOKYMEHTOB.

13. udbopMallioHHO-CTIpaBOYHble  JOKYMeHThI cuctembl OPJI.  OO6mas
XapakTepuCTUKa U Ha3HaueHUe JOKYMEeHTOB.

14. JleioBOe MMCbMO KaK OCHOBHOW BU/J, TI€PEITHCKH.

15. bnanku ayig nucem. Popmysisap [ea0BOr0O MUCbHMa.

16. OcobenHocTH 0(MUIMATEHO-/I€JIOBOTO CTUJISI COCTaB/IeHHUs TeKCTa /1eJIOBOTO
NMcbMa.

17. Buapl  c1y)keOHBIX ~ THMCEM,  COCTaBJ/ISAIOIIME  OCHOBY  ZIeJIOBOM
KOPPECITOH/eHLIUH.

18. DnekTpoHHas nepenucka. JNeKTPOHHBIN JOKYMEHT.

19. Opranu3anys AoKyMeHTooOopoTa 06pa3oBaTe/IbHOM OpraHu3alyu.

20. ®opmbl  opraHM3aliuM paboTbl € JOKyMeHTaMH. JlOKymMeHTOOOOpOT.
JJOKYMEHTOITOTOKH.

21. Tlopsimok 06paboTKM BXOJAIINX AOKYMEHTOB. Peructpaifusi JOKyMeHTOB.

22. Tlopsimok 06paboTKU UCXOASAIINX TOKYMEHTOB.

23. Tlopsimok paboThl ¢ BHYTPEHHUMH JJOKYMEHTaMHU.

24. HomeHk/atypa feit.

25. PopMUpoBaHue, odopmiieHUe, XpaHeHue Jen B TeKylLLemM
[1e/I0NPOU3BO/CTBe.

26. YHubuKaiys JOKyMeHTOB.

27. CraHgapTu3auus JOKYMEeHTOB.

28. Hymeparuuss MHOTOCTPaHUYHOT'O JOKYMeHTa.

29. pudThl, Keriy 1 noJisi, IpuMeHsieMble Npyd 0()OpPMJIeHHH JOKYMEHTOB.

30. Pe3stome, aBTOOMOTpadusi, XapaKTepUCTHKA: TIOHATHE, Ha3HaueHHe, COCTaB
PEKBU3UTOB.

31. 3agBsieHue: TIOHATHE, Ha3HAUeHUe, COCTaB PEKBU3UTOB.

32. Cny>kebHasi 3arucKa: MOHSITHe, Ha3HaueHNe, COCTaB PEKBU3UTOB.

33. Ob6bsicHUTe/IbHAS 3alTMCKa: TIOHATHe, Ha3HaueHWe, COCTaB PEKBU3UTOB.

34. [Tok/agHasa 3arnvcKa: IoHsaThe, Ha3HaueHWe, COCTaB PeKBU3UTOB.

35. CripaBKa: NoHATHe, Ha3HaueHue, COCTaB PeKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATUE, Ha3HAUeHUe, COCTaB PeKBU3UTOB.

37. IlpuKas, pacropsbkeHue: TIOHSATUe, Ha3HaueHWe, COCTaB PeKBU3UTOB.



38. IIpukas 1o JMYHOMY COCTaBY: [OHATHE, Ha3HaUeHVe, COCTaB PeKBU3UTOB.

39. YcraB, noJsio)keHue: MOHATHe, Ha3HaUeHre, COCTaB PeKBU3UTOB.

40. 1oJKHOCTHast UHCTPYKLIUSA: TOHATHe, Ha3HaUeHre, COCTaB PeKBU3UTOB.

41. "HCTpyKLs 10  [1eJIONPOM3BO/CTBY: IIOHATHE, Ha3HaueHWe, COCTaB
PEKBU3UTOB.

42. I1paBusa: TIOHATHE, Ha3HAUEHUE, COCTaB PEKBU3UTOB.

43. KosieKTUBHBIN [JOTOBOP: TOHSATHUE, Ha3HaueHue, COCTaB PeKBU3UTOB.

44. OcobeHHOCTH COCTaBIeHUS TEKCTa ITPOTOKOA.

45. OcobeHHOCTH COCTaBIeHUS TEKCTa TIPUKa3a.

46. PekBu3uThl TepO, sMOsemMa, TOBApHBLIM 3HAK (3HAK 0OC/TYy)XKHUBaHUSA), KOZ
(dbopMBbI IOKYMeHTa.

47. PeKBUSUT HauMMeHOBaHWe OpraHu3alyyd, HauMeHOBaHWe CTPYKTYPHOI'O
Tro/jpa3jesieHus, HAMMeHOBaHUe JOJDKHOCTH JuLia.

48. PeKBU3UT CIIpaBOYHbBIE JaHHbLIE 00 OpraHU3al[Uu.

49. PeKBU3UT HaMeHOBaHMe BU/A JOKYMEHTa.

50. PeKBU3UT JjaTa JOKyMeHTa.

51. PeKBU3UT perucTpalioOHHbIA HOMED JOKyMEHTa.

52. PeKBU3UT CChLJIKA Ha PErvcTpalOHHbIA HOMEp M [laTy IMOCTYIMBILIErO
JIOKYMEHTA.

53. PeKBU3UT MeCTO COCTaB/ieHUs1 (U3/]JaHUsI) IOKYMeHTa.

54. PekBU3UT rpud orpaHUueHUsi AOCTYIIA K JOKYMEHTY.

55. PekBU3UT afipecar.

56. PekBU3UT rpu( yTBep>KAEHUs JOKYMEHTa.

57. PeKBU3UT 3arojIoBOK K TEKCTY.

58. PeKBU3UT TEKCT JOKYMeHTa.

59. PekBU3UT OTMeTKA O MPUIOKeHUHU.

60. PekBU3UT rpud coriacoBaHUsi JOKYMEHTA.

61. PekBu3uUT BU3a.

62. PeKBU3UT MOJIUCH.

63. PeKBU3UT OTMeTKa 00 3/1eKTPOHHOW MO/THCH.

64. PeKBU3UT Meyvarhb.

65. PeKBU3UT OTMETKa 00 UCITOTHUTEJIE.

66. PekBU3UT OTMeTKa O 3aBepeHUH KOITUMU.

67. PeKBU3UT OTMeTKA O MOCTYIUVIEHUU JOKYMEHTa.

68. PeKBU3UT pe30sIroLus.

69. PekBU3UT OTMETKa O KOHTpOJIE.

70. PeKBU3UT OTMeTKAa O HarpaB/ieHUU JOKYMEHTa B J1eJ10.



