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1. ITACIIOPT ®OHJA OIIEHOYHLIX CPECTB

1.1. O6/;1acTh IPUMEHEHUS

@onHpg oneHouHbix cpeactB (POC) — HeoTpeMemas dYacTb paboueit
MpOrpaMMbl  IMCLIUTIIMHBI ~ «/IOKyMeHTaI[MOHHOe — obecIieueHre JesiTe/IbHOCTU
refiarora» W rpefiHa3HaueH [iisi KOHTPOJI U OljeHKU 00pa30oBaTe/bHbIX JAOCTHKeHUH
CTY/IEeHTOB, OCBOMBIIIMX MPOrpaMMy JUCLIUTIIVHBI.

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

IHens ®OC — yCTaHOBUTH COOTBETCTBHE YPOBHS TOATOTOBKH 00yUarol[erocs
tpeboBanusiMm ®I'OC BO 6akanaBpuar 10 HarpaieHWto ToArotoBku 44.03.01
«[Tegarornueckoe obOpa3oBaHWe», yTBePXKAEHHbIM TMpHKa3oM MUHHUCTEpPCTBa
obOpa3oBaHuss ¥ Hayku Poccuiickoii ®egepaiu ot 22.02.2018 Ne 121 (c
VM3MEHeHUsIMU U JornosHeHUsiMM) U IIpodeccruoHasbHBIM — CTaHAApPTOM,
yTBepxJeHHbIM [Ipyukasom MuHucTepcTBa TpyZJa M COLMAJBbHOW  3alUThI
Poccutickoit ®epepaiu  «O6  yTBepkJeHUM TPOQeCcCHOHaTBHOTO —CTaHAapTa
«[Teparor (memaroruueckasi [esiTeJbHOCTh B JOIIKOJBHOM, HadyajbHOM 0O0I1eMm,
OCHOBHOM 0011ieM, cpefHeM o0ieM o0pa3oBaHuM) (BOCIIMTATe/b, YUUTEb)» OT

08.10.2013 Ne 544H.

1.3. IlepeueHp KommneTeHLUM, (opMHUpyeMbIX B mNpolecce OCBOEHUS
OCHOBHO# 00pa3oBaTe/IbHOM MPOrPaMMBbI

[Tporjecc ocBOeHUs AUCLMIUIMHBI HampaB/ieH Ha (OpMUpOBaHUE ClieyHOIIUX
KOMITeTeHLIUA YU UHAUKATOPOB UX JOCTU)KEHUS:

Koa o ®1'0OC BO

WNHauKaTop AOCTHKEHUs

YHUBepcabHbIe

YK-4. CrocobeH OCYIIeCTB/IATh [I€JI0OBYIO
KOMMYHMKAl[Ml0O B YCTHOM U MHWCbMEHHOU
¢bopmMax Ha  TOCYyAapCTBEHHOM  SI3bIKe
Poccutickoii Pefepaliui ¥ MHOCTPAHHOM(bIX)
A3bIKe(ax)

YK-4.2. Ncniosib3yeT SA3bIKOBbIE CpeACTBa JJIs
JIOCT>KeHUs1 TIpodeCcCHOHaNbHBIX 1le/iel Ha
PYCCKOM UM MHOCTpPaHHOM(bIX) si3biKe(ax) B
paMKax MeX/IMYHOCTHOIO U MEXKKYJ/IbTYPHOI'O
o0I111eHusI.

1.4. Jranbl (opMHUPOBaHUS KOMIETeHIIMA M Cpe/CTBAa OLeHMBaHUA

yPOBHs uX copMHPOBAaHHOCTHU

” KoHTpO/IbHO-01|eHOYHbIe

Oransbl popmupoBaHus KommnereHiuii | KomnereHiuu

CcpeAcTBa / crioco0 oneHUBaHUA
Tema 1. Teoperuko-npaBoBele U | YK-4 BreicTyrieHne Ha NpakTUYeCKUX
HOpPMaTHBHbIE OCHOBBI 3aHATUSAX, YCTHBIU OIMPOC
JIOKYMEeHTaLMOHHOI'O obecrieueHust
yIIpaBJIeHUst
Tema 2. Crangaptusanusi riporecca | YK-4 BricTyrieHMe Ha MpakTUYECKUX
JOKYMEeHTHUPOBaHHUs 3aHATUSIX, YCTHBIX OTMPOC
Tema 3. Cucrema opraHusaloHHo- | YK-4 BricTyrieHMe Ha MpaKTUUYECKUX
pacnopsiiUTeTbHOU JOKYMeHTaLuu 3aHSTUSIX, YCTHBIX OTMPOC
Tema 4. [JenoBoe MUcbMoO Kak OCHOBHOM | YK-4 BricTyryieHMe Ha TMpPaKTUYeCKUX
BU/L TTepenunuCKU 3aHSTUSIX, YCTHBIM OTPOC
Tema 5. Opranmsaius | YK-4 BricTyryieHMe Ha MPaKTUYECKUX




JNOKyMeHTooOopoTa  0Opa3oBaTesibHOM 3aHSATHSX, YCTHBIA OTTPOC
OpraHv3aLuu

Tekyujas arTecTanys YK-4 KonTtposnbHas pabora

IIpoMexxyTouyHasi aTTecTanus YK-4 3auer

1.5. Onucanue noka3sareseil opMupoBaHUA KOMIIETeHIMMI
Ko/ komMnieTeHI{UH Pe3ybTaThbl ChOPMHPOBAHHOCTH

YK-4 3HaHMs: HOPMBI U NpaBuia 0(OpMJIeHUS NMMCbMEHHBIX TEKCTOB pa3HbIX
)KaHPOB, MCII0/Ib3yeMBIX B PaMKax Zle/IoBOro 001jeHus;
YMeHuUs: BBIOMpaTh COOTBETCTBYIOIE KOHKPETHOMY KOHTEKCTY, YKaHPY
WIH CUTYyalu oOIIleHNs] YCTOWUMBBIe COYeTaHUs U KITHLIIE;
Bnagenusi: criocobamu pelieHHsi KOMMYHUKAaTHUBHBIX U DeUeBBbIX 3a7iay
JU1s1 JOCTYKeHUsI TPO(eCCUOHAIbHBIX.

1.6. Kpurtepuu oneHMBaHHs KOMIETeHIMA Ha pa3HbIX 3Tamax MX
dhopmMupoBaHus

Ko/muectBo
Buj yue6HOM paboThI 0auioB
(010 ]0)
BbIrmosiHeHHe U 3aliyTa MpakTHUeCKuX pabor 40
KoHTpospHast pabota 15
KoHTpo/ib caMoCTOsITeNIbHOM paboThl 20
YCTHBIN 3aueT 25
Bcero 100

HakonurebHas cucreMa orneHuBaHusA o 100-6a11bHoM mKaJsie

Yerbipex0a/ibHas Cucrema
100-6annbHas BykBeHHas 11Ka/a, COOTBeTCTBYHOIas
cucTeMa OIleHUBaHHA OLleHUBaHMA

mKasa 100-0a11bHOM HIKAJIe
IK3aMeHa 3aueTa

OTuuHO 90-100 A — OT/IMUHO — TeopeTUYeCcKoe CoZiepkaHue
Kypca 0CBOEHO I0/IHOCTbIO, 6e3 1pobesios;
Heo0OXoMMble TIpaKTHUeCKHe HaBbIKU PaboThl
C OCBOEHHBIM MaTepHasoM C(hpopMHUPOBaHbI;
BCe I1pelyCMOTPeHHbIe [TPOrpaMMOoit
06yueHust yueGHbIe 3a/laHUsI BLITIO/THEHBI,
KaueCTBO UX BBITIOJIHEHUS OL|eHEHO YMC/IOM
6as110B, G/IM3KUM K MAaKCUMAa/TbHOMY
Xopotio 83-89 B — oueHb X0OpOLLIO — TeOpeTUUECKOe
coZiep>kaHre Kypca OCBOEHO IOJTHOCThI0, 6e3
npo6esioB; HeOOXOANMBIe PAKTHUYeCKHe
HaBbIKM pabOThI C OCBOEHHBIM MaTepHaIoM B
OCHOBHOM C()OpMUPOBAHBI; BCe
MpeyCMOTPEHHBIe TPOrPaMMOii 00yUeHHst
yueOHBbIe 3a7laHUs1 BLITIOTHEHBI, KAYECTBO
BBITIO/THEHUSI OOJIBIIIMHCTBA U3 HUX OLIEHEHO
yncaoM 6asioB, OJIM3KUM K MaKCUMaJTbBHOMY
Xoporo 75-82 C — XOpOLLO — TeOpeTUYeCKOoe CoZlep>KaHue
Kypca OCBOEHO TI0JIHOCTbIO; HEKOTOPbIe
MpaKTHUeCKHe HaBBIKK PabOThI C OCBOEHHBIM
MaTteprasioM cpopMHUpOBaHbI HEIOCTAaTOUHO;
BCe MpelyCMOTpeHHbIe IPOrpaMMOi

3auTeHo




00yueHust yueOHbIe 3alaHVsI BHITIOJTHEHBI,
KaueCTBO BBITIOJIHEHUS] HA OJJHOTO U3 HUX He
OL|eHEeHO MUHMMaJIbHBIM UHC/IOM 6anos,
HEeKOTOpble BU/Ibl 33/laHUI BBITIO/IHEHBI C
ommbkamu

Y 0BIIeTBOPUTEJILHO 63-74 D — yzoByieTBOpUTENIBHO — TEOPETUYECKOE
cofiepkaHue Kypca OCBOeHO YaCTUYHO, HO
npo0OeJbl He HOCAT CYILeCTBEHHOTO
XapakKTepa; Heo0X0oIMMbIe TTPAKTHUECKHe
HaBbIK{ pabOThbI C OCBOEHHBIM MaTepHasIoM B
OCHOBHOM C(OPMHUPOBAHbI; OOMBIIUHCTBO
TNpe/lyCMOTPEHHBIX TIPOrpaMMoii 00ydeHust
yueOHBIX 3a/laHH BBITIOJTHEHO, HEKOTOPLIE 13
BBITIOJTHEHHBIX 3a/laHUl cofepyKaT OLUIMOKH
Y 1OB/IeTBOPUTE/ILHO 50-62 E — nocpescTBeHHO — TeopeTUuecKoe
CoflepkaHue Kypca 0CBOEHO 4aCTUYHO;
HeKOTOpble TIPaKTHUecKre HaBbIKK PaboThl He
c(opMHpOBaHbI, MHOTHE NIPeZlyCMOTPeHHbIe
yuebHO rporpammoii 00yueHust yueGHbIe
3a7laHys1 He BBITIOJIHEHBI MO0 KauecTBO
BBITTO/THEHHBIX HEKOTOPBIX U3 HUX OLIeHEeHO
4yKc/IoM OasiyioB, O/IM3KUM K MUHUMATbHOMY

HeynoBneTBopUTensHO 21-49 FX — Hey/10B/IeTBOPUTENBHO — TEOPEeTUUYECKOe
CoZiep)kKaHue Kypca 0CBOEHO YaCTUYHO;
Heo0OXoMMble IIpaKTHUeCKHe HaBbIKM PaboThl
C OCBOEHHBIM MaTepHasioM He
copmupoBaHbI; GOBIIMHCTBO
MpelyCMOTPEHHBIX YueOHOM MporpaMMo
00yueHus yueOHBIX 3a/|JaHUI He BHIOTHEHO
/MO0 KaueCcTBO WX BBITIOTHEHUS OLIEHEHO
YyKC/IoM 0asyioB, 6/IM3KUM K MUHUMATbHOMY;
TIPY [IOTIOJTHATENTBHO CaMOCTOSITe/TEHOM
paboTe HaJ MaTepHaoM Kypca BO3MOXXHO

He 3aurteno
TIOBBIILIEHHEe KaueCTBa BHINO/HEHHS yueOHBIX
3a/laHUN
HeynoBnetBopuTenbHO 0-20 F — Hey10BNeTBOPUTETEHO — TEOPETUYECKOE

coziep>kaHre Kypca He OCBOEHO;
HE0OXOMMbIe MTPAKTUUECKKEe HAaBbIKK pabOThI
He chOPMUPOBAHbI; BCE BBIOTHEHHbIE
yueOHbIe 3aZIaHusI CofiepsKaT TpyOble OIIMOKM;
JIOTIOJTHUTE/IbHAsT CAMOCTOsATe/IbHast paboTa
HaJl MaTepraioM Kypca He TIPUBEIET K
KaKOMY-/TM00 3HaUMMOMY TTOBBIIIIEHUIO
KaueCTBA BBITIO/HEHHsT YUeOHbIX 3aaHuii

2. KOHTPOJ/IbHO-OIIEHOYHBIE CPEJJCTBA
2.1. Or1ieHouHbIe CPeJCTBA TEeKYIl[ero KOHTPOJIs (TUIOBBIE)

Bonpochkl /ijis1 yCTHOTO OTpoca:

1. [laliTe ompejiesieHUe TIOHSTHS «JOKYMEHT».

2. Packpoiite nonsatue «10Y». Ha3oBute mnpodeccroHa/lbHble TePMUHBI U
oripejiesieHus B 00/1aCTy Zie/I0TPOM3BO/ACTBA.

3. Ha3oBuTe U packpoiTe (PYHKIUU JOKYMEHTOB.

4. Kakue OCHOBHbIe 3aKOHBbI B 00/1aCTH OpraHU3al[uM [1eJI0NPOU3BO/ICTBA BbI
3HaeTe? HasoBure cojep)kaHMe TiakeTa O00si3aTe/IbHBIX 3aKOHOJATeNbHBIX U
HOPMAaTHBHBIX IOKyMeHTOB B 061actu JJOY.



5. Ha3zoBure mipaBWIa yTBepXKAeHHS JOKyMeHTOB. TpebGoBaHusi W
odopmiieHHe.

6. Kakue peKBU3UTHI SIB/ISIFOTCS «HOPUJAUYECKH 3HAauUMMbIMK»? IlpaBuia ux
oopmsienusi. Uto BK/IIOUaeT B cebs TIOHATHE «ITpaBOBasi OXpaHa JOKYMEHTOB» ?

7. IlpuBesuTte npumepsbl JOKYMEHTOB, KOTOPBIe T0//1e)KaT YTBepKeHUI0 U Ha
KOTOPBIX CTaBUTCS Nevatb. Kak oopMstoTCS epeyHu Takux JOKYMEHTOB?

8. Ha3oBuTe 3aKOH, B COOTBETCTBUM C KOTOPBIM O(OPMIISIFOT PEKBU3UTHI
nokymeHTOB cucteMbl OP/I. [TaTta BBeJjeHUe U UTO OH ycCTaHaB/vBaeT. Ha3oBure Bce
PEKBU3UTHL.

9. Ha3zoBute pekBu3uTHI 00Iero 6saHkKa ¥ OsaHka [/ THMcbMa. IIpaBuma
oopmsienusi. Kakue Buibl 6/aHKOB Bbl 3HaeTe? B uem ocobGeHHOCTh OsaHKa
JIOJDKHOCTHOTO JvLia?

10. CorniacoBanuve U Bu3vpoBaHue. Ha3oBuTe BUAbI U CPOKU COr/1aCOBaHUsA, U
BU3MpPOBaHKe JOKYMEHTOB.

11. PacckakuTe O TmevaTsix M LUTaMIlax IpeANnpUATAA W opraHusarmu. Ha
KakUX JOKyMeHTax CTaBATCsA TmeuaTh? Kakue TpeOoBaHUSI TIPeIBSBASIOT K
WCTI0/Tb30BaHUI0 repboBoi rmeuaTu’?

12. Packpolite cojiep>KaHue TIOHSTUS «ymnpaBieHue». Ha3oBute cucTeMbl
JOKyMeHTOB yripaBieHusi. Packpoute mnoHsitve «OPJl». Kakue rpynnbl U BUZBI
[IOKyMeHTOB BxozaaT B OP/]?

13. Pacckaxkute 06 0COOEHHOCTSIX 3/7IEKTPOHHOTO JOKYMEHTa, 3JIEKTPOHHOM
TiepernvcKu U TpeOoBaHUSIX, TIPebSIB/IsIEMbIX K Hel.

14. B uem ocobenHoctu GmaHka [/s1 mrcbMa? Ha3oBure pekBu3WUTHI OaHKa
JJ1sI TIMCbMa ¥ PeKBU3UTHI CTy>KeOHOTO MUChMa.

15. Uto pernameHTHpyeT TUMOBasi MHCTPYKLIUS MO AeI0MpOr3BOACTBY? [lauTe
XapakTepUCTUKY OPraHu3alMOHHBIM JOKYMeHTaM U Ha30BUTe UX BU/BI.

16. HazoBuTe BHABI UH(POPMALMOHHO-CIIPABOYHBIX /OKYMEHTOB, JaiiTe
XapakTepUCTUKYy Kaxkgomy Buay. [IpuBenTe M3BeCTHbIE BaM BU/Ibl perMCTPALUN.

17. JauiTe XapakTepUCTUKY YUpeJWUTE/NbHbIM [JOKYMEHTaM M YCTaBy
ripearnpusTys. Kakve BUbl yCTaBOB Bbl 3HaeTe?

18. laiiTe ~ XapakTepUCTUKy JOKymMeHTy «[lo/io)keHHe» UM  Ha30BUTE
CTPYKTYPHBbI€ YaCTH TeKCTa JOKYMEHTa U ero CoZlepKaHus.

19. laliTe XxapakTepUCTUKY AOKyMeHTY «/HCTpyKuusi». [IpuBeuTe npumepsl.
Io/mKHOCTHAst MHCTPYKLYS, CTpyKTypa TekcTa. OdopmieHue. O3HaKoM/IeHUe.

20. IlITatHoe  pacrmicaHve (OcobeHHOCTH  coOCTaBlAeHUs, OhOpMIIeHUS.
TpeboBaHMe K HCII0/Ib30BaHNIO0 YHUDHUIIUPOBAHHBIX (OPM.

21. IlpaBusia BHyTpeHHero TpyAoBoro pacriopsifka v [losioxkeHue o nepcoHase.

22. laTe XapakKTePUCTUKY PaCIlOPSAUTE/bHBIM JOKYMeHTaM.

23. Ha3oBuTe BU/bI PACMOPSAUTEBHBIX JOKYMEHTOB U 0COOEHHOCTH KaXK/[0TO.
HaszoBuTe  CTpyKTypHble 4YaCTU TeKCTa  paclopsiUTe/bHbIX  [JOKYMEHTOB,
otopmeHre nipeamOyJibl ¥ pacMOpsSiAUTEILHOM YaCTH.

24. B ueM ocobeHHOCTH CiyeOHBIX TiiceM? Ha3oBuTe BBl C/Ty>KeOHBIX
nucem. Kakue TpeGoBaHus NIPeIbSAB/SIOTCS K TEKCTY Cy>KeOHbIX rricemM?

25. HazoBute nmnpaBuia odopmeHUsT peKBU3WTA  «ajpecar». Buabl
aZipecoBaHusl.



26. UTo BXOAWUT B IOHATHUE «IIPOBeJeHUe SKCIIePTH3bl LIEHHOCTU JOKYMEeHTa»?

27. PackpoiiTe TOHATHS «JA0KyMEHTOOOOPOT», «I0OKyMEHTOIOTOKW». [laliTe
XapaKTePUCTUKY KaKIOMy BUIYy JOKYMEHTOIOTOKa, yKakKMTe HX OCOOEHHOCTH.
Kakum oOpa3om oripeziesnisieTcsi JOKyMeHTO000POT MpeArnpUsTHs?

28. HomeHnknarypa gen. 3HaueHve. CocraBiieHve. Byibl HOMEHK/IATyPhl.

29. [TogroToBKa [OKYMEHTOB K C/aue B BeJOMCTBeHHbIM apxuB. (Craua
JIOKYMEHTOB B apxvB opraHu3aiuu. Omnucu [JOKYMEHTOB, HaxOJSIUXCS B Jere.
dopwma U cofiep>KaHre akTa 00 YHUUTOXKeHUU JJOKYMEeHTOB U Jiefl.

30. Kakue nOKyMeHThI He TOoJie)kaT perucrpaluu? Kak v 3auemM BeeTCs yuet
TaKUX TMOCTYILJIEHUM?

31. Pacckakute 0 BUJAX BXOJALLWUX, UCXOLALIUX BHYTPEHHUX [JOKYMeHTax.
HokymenToB. [lpuBenute (oOpmMbl >KypHa/JbHOM peructpaiuu. PacckaxuTte o
peructpanuu ¢ nomoibio PKK 1 aBTOMaT3MpoBaHHOM.

32. Yro BK/IOUaeT B cebs1 MoHATHE «(OPMUPOBAHUS» U «O(MOPMJIEHHUS» JeN?
HazoBute npu3Haku oopmiieHust 007I0KKH [iel.

33. Cpoku XpaHeHHs JOKYMEHTOB B 3aBMCHMMOCTH MX 3HauuMoCTU. Hasosure
HOPMAaTHBHBIA JOKYMEHT, 10 KOTOPOMY OTpe/Ie/IIFOT CPOKU XPaHEeHUSI.

34. Uto BK/IOUaeT B ce0Osl MOHSITHE «IIOATOTOBKA [JOKYMEHTOB K apXWBHOMY
XpaHeHUI0»? DYHKIMY, 3a7jla4i ¥ OTBETCTBEeHHOCTh JK.

TecTbl A/ IPOBe/ieHNsI KOHTPOJIbHOM PadoThI:

1. IlpaBu/ibHasA MOC/IeA0BaTe/IbHOCTh HANUCAHUA 3/IEMEHTOB I0UYTOBOrO
ajipeca Ha MOYTOBBIX OTNPAaB/IeHUAX:

1) MOYTOBBIN UHAEKC;

2) HaMMeHOBaHUe ajipecara;

3) HOMep KBapTHUPBhI;

4) Ha3BaHWe HaCe/IeHHOr O MMYHKTa;

5) Ha3BaHUe 00/1aCTH, Kpasi, pecIty0/IuKY;

6) cTpaHa;

7) HOMep [ioMa;

8) Ha3BaHue y/IULIbIL.

2. YHuduiupoBaHHas cucTeMa A0KyMeHTall1 — 3TO:

1) cucteMa JOKyMeHTal[i1, CO3/laHHAsl 110 eJUHBbIM TpaBUiaM U TpebOBaHUSIM,
cojieprkaitiasi mHGopMal1io, Heo6X0AUMYIO [I/Is1 yTIpaB/ieHus B oripefie/ieHHOW cdepe
JleATe/IbHOCTY;

2) yauduLpoBaHHble  (OPMBbI  JOKYMEHTOB, CHCTeMaTU3UPOBaHHbIE TIO
GyHKUUSM yTipaB/ieHus;

3) COBOKYITHOCTb JJOKYMEHTOB, YCTAaHOBJIEHHBIX B COOTBETCTBMM C pelllaeMbIMU
JIOKyMeHTaMU;

4) COBOKYITHOCTh ~JOKYMEHTOB, CBsi3aHHasi eJWHO0Opa3HbIMK  TIpaBUIaMU
o opmIieHUSI.



3. Bo3MOXXHOCTh HCIO/Ib30BaHMs (paKCcMMH/Ie KaK COOCTBEHHOM TOAIUCH
perjiaMeHTHUPYeTCA:

1) rpaxkaHckuM KozieKcom P®D;

2) npaBUaMu [1e/IONPOU3BO/CTBA B (heflepajibHbIX OpraHax HCIO/JHUTE/TbHOU
BJIACTU;

3)'OCT P 7.0.97-2016.

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

1)TocynapctBennbiii  repb  Poccuiickoit  ®epepauyy, repb cyObekTa
Poccuiickoii  ®egeparuu, 5mO/ieMa OpraHu3alldd, TOBapHbBIM 3HaK (3HaK
o0cny>xuBaHUs ), fiaTa, HOMep, MeCTO COCTaBJIeHUsI WU U3/IaHus;

2) 611aHK TTMCbMa;

3) ob1uii 6/1aHK;

4) 611aHK KOHKPeTHOTO BH/Ia IOKYMeHTa.

5. IlopsApOK HanmMCaHUA MOYTOBOr0 afjpeca yCTaHOBJ/ICH:

1) B IIpaBunax [1e10Mpou3BO/CTBAa B (efiepalbHbIX OpraHax MCIOJHUATeTbHOU
BJIACTH;

2)BI'OCT P 7.0.97-2016;

3) B [IpaBuiax oka3aHUsl yCIyT TTIOYTOBOU CBSI3U.

6. PeKBM3UT «BH3a» MOXXeT BK/IOUATh:

1) AO/DKHOCTD BU3WPYIOLLEr0, €ro TOAMUCh, paciiM@pOBKY (MHUIUMATBI U
dbamunus) u aary;

2) NOATUCh, pacii@poBky (. U. O.), gary;

3) J0JDKHOCTD, MOANUCH AaTY;

4) IO/KHOCTh, MOJIUCH, paciii@poBky noamucu (P. 1. O.).

7. T'epOoBas meyatb MPOCTAB/IAETCS Ha MACbBMaXx:

1) peknamMHBbIX;

2) HAaMOMUWHAHUSX;

3) npurnameHusx;

4) rapaHTUMHBIX;

5) UH(OpMal[MOHHBIX.

8. TekcT [AOKYMEHTOB COCTaB/JSAKT Ha TOCYy/lapCTBEHHOM fi3bIKe
Poccuiickoii ®ejepaliid WM HA TOCYJaPCTBEeHHBIX Sf3bIKaX Cy0beKTOB
Poccuiickoi ®eaepanyii B COOTBETCTBUM C:

1) npaBusia fenonpou3BOACTBa B (pefiepasbHBIX OpraHax MCIOJJHUTETbHOU
BJIACTH;

2) 3aKoHOaTembCcTBOM Poccuiickot Pepepaiii B cyobekToB Poccuiickoi
®denepanuy;

3)I'COoYy;

4) TUIIOBOW MHCTPYKLIYEN MO [1eJI0NPOU3BO/ICTBY.

9. llenblo cTaHapTU3aLUM JOKYMEHTOB SIB/IAETCA:

1) rtopuiueckoe 3aKkpernyieHue pe3yabTaTOB YHU(UKALIUU JOKYMEHTOB;

2) pa3paboTKa HOMEHKJIaTypy Jer;

3) cuctemaTHr3alysl JOKYMEHTOB B OpraHu3allyy;

4) obecrieueHre COXPAaHHOCTH JIOKYMEHTOB;

5) 3a1uTa KOHPUAeHI[MaJbHOCTA UH(POPMaI[1H.



10. YkKakuTe BapUaHT OTBETOB, B KOTOPOM NpPaBW/IbLHO Ha3BaHbI
PeKBH3MUTHI 0/1aHKa MUCbMa:

1) (rep6, o>mbsema), Koji oOpraHu3al[d¥, HaWMMeHOBaHHs OpraHU3alvy,
CTipaBOYHbIE JlaHHbIe 00 opraHu3anuu, Koj ¢GOpMbl JIOKyMeHTa, MeCTO [JIsi
TpPOCTaB/ieHUsI [laThbl JIOKyMeHTa, MeCTO /il TIPOCTaB/IeHUs] PervcTpaljuoOHHOrO
HOMepa JJOKyMeHTa, CChI/TKa Ha HOMep U ZIaTy BXO/SIIero JOKyMeHTa;

2) (rep6, 5mbsiema), HavMeHOBaHMSI OpraHMW3alldd, KO, OpraHu3al[iH, /ara
JIOKyMeHTa, MeCTO /IJIsl TIPOCTAB/IEHUs] PerMCTPAljJMOHHOT0 HOMepa JIOKyMeHTa, MeCcTo
W3JaHusl IOKyMeHTa, CChIJTKa Ha HOMep U ZIaTy BXOJSIIero JOKyYMeHTa;

3) (repb, »5MmbsieMa), HaMMeHOBaHWS OpraHW3al[i¥, HaWMMeHOBaHHs BUjA
JOKYMeHTa, faTa JOKYMEHTOB, KOZ (OpPMbI JJOKyMeHTa, MeCTO [iisi TIPOCTaBJ/IeHHs
PervucTpalioOHHOTO HOMepa JOKyMeHTa, CITpaBOYHbIe JaHHble 00 OpraHu3alvy,
CChIZIKA Ha HOMED U IaTy BXOZSIIero 0KYMeHTa;

4) (repb, 5Mbnema), HauMeHOBAHUs OpraHW3allid, CIIPABOYHBIE JaHHBIE 00
opraHusaiuu, koj opranusaiuu OI'PH, MecTo a5t ipocTaB/ieHust [aThl JOKyMeHTa,
MeCTO [IjIsi IPOCTaB/IeHUsT peruCTPallMOHHOTO HOMepa /IOKYMeHTa, CChIJTKa Ha HoMep
Y ATy BXO/SILIEr0 JOKyMeHTa, MeCTO Ji/Isl 3ar0J/IOBKa K TeKCTY.

11. K opraHu3aniioHHbBIM JOKyYMeHTaM OTHOCATCA:
1) nportokosn;
2) ycrTaB;

3) UWHCTPYKLWUS;
4) TI0CTaHOBJIEHUE;
5) T10/I0)KeHuUe.
12. K pekBuU3MTaM NpUKa3a OTHOCATCA:
1) apgpecar;
2) HavMeHOBaHHWe OpraHu3aluy;
3) HavMeHOBaHHe BUZA JOKYMEHTa;
4) 3aroJIOBOK K TEKCTY, TEKCT;
5) rpu@ yTBepXAeHus;
6) TNoAMUCH.
13. AKTBI CO34ar0TCA:
1) KomiermanbHO;
2) Ha OmaHKax;
3) Ha coBell]aHUY;
4)  BBILIECTOSIILEN OpraHu3aLen.

14. HopmaTHBHBIN aKT, HW3/JaBaeMblil ANPEKTOPOM 00pa3oBaTe/IbHOMN
OpraHM3alui UK yYpeXJeHus, 3TO0:

1) npukas;

2) TI0JIOXKEeHUe;

3) pacrnopsbKeHue;
4) pelieHue.

15. Bo Bpems npouM3BOACTBEHHOI0 COBEIJAHUA Y AMPEKTOpa CeKperapb
3anmuChbiBa/l BBICTYIVIGHUSI U TIpUHATHe pemeHus. Kakoil JOKyMeHT cjiefyer
0()opMHTH 10 UTOraM 3acefaHus?

1) IIpoTokou;



2) pellieHue;
3) pacriopsikeHue;
4) NpOTOKOJI, PeLleHUe U PaCOPsIKEHUE;
5) M0 yCMOTpPEHUIO Haua/ibCTBa.
16. PekBu3uTamMy BHeIlIHEeH CTIPABKH SBJ/IAETCH:
1) neyats;
2) MO/ITNCh;
3) HauMeHOBaHUe BU/a IOKYMEHTa;
4) agpecar;
5) HaMeHOBaHWe OpraHu3aLuy;
6) cCbI/IKA Ha 1aTy PeruCTpaLjiOHHBIN HOMED.
17. ®akc oT/1IMUaeTcsa 0T MUcbMa o 0opM/IeHHIO TeéM, UTO:
1) ssBnsieTCs He TIOJIMHHUKOM, a KOTMeM JOKYMEeHTa;
2) cofep>XUT psifi, OTIO/THUTETbHBIX PEKBU3UTOB;
3) nmevartaeTcs Ha Tenedakce;
4) He MOJKeT OBbITh 3aBepeH TevaThio.
18. BoiiesiuTe U3 KaKUX pa3/je/ioB COCTOMT TeKCT MPHKa3a M0 OCHOBHOU
AesATe/TbHOCTH:
1) KOHCTaTUPYIOLMI U PAaCIOPSAUTE/bHbIN;
2) KOHCTaTUPYIOLIUM U MOCTaHOBJISTFOLLUK;
3) KOHCTaTUPYIOLLUM U TIpe/i/lararolium;
4) OCHOBHOU M KOHCTaTHUPYIOLLUH.
19. BbieiuTe, B KaKOM M3 BH/A0OB /[OKYMEHTOB He IPOCTaB/IAHTCA
PEKBH3UT HAUMEHOBaHMs BH/IA JOKYMEHTa.
1) 3asiB/ieHMeE;
2) ciy>kebHOe MHUCHMO;
3) AOKnaJHas 3armcKa;
4) 1O/DKHOCTHAsI UHCTPYKLIUSL.
20. Pacnpejenure ykKa3aHHble HIKe [OKYMeHTbl Ha 3 TrPyMNIbI:
a) OpraHu3alyuoHHbIEe, 0) pacnopsauTe/IbHbIE, B) HH()OPMAIHOHHO-CIIPABOYHbIE.
1. Pe3tome.
. JO/DKHOCTHas UHCTPYKLIUS.
. PacniopsikeHuve gupekropa.
. CBojIKa.
. [TocTaHoB/IeHVE KOJL/IETUM.
. IHCTpyK1si 10 [1e/10NpOr3BOACTBY.
. CripaBKa ¢ MecTa paboThl.
. [Ipuka3s o npueme Ha paborTy.
. lIlTaTHOe pacrucaHue.
10. TpyzoBoi1 1OroBop.
11. IIpurnaiieHue Ha BbICTaBKY.
12. PerniameHT.
21. Komuccuss mo pacciejoBaHMI0 [I0Kapa, MNpou3oLIejuiero B
o0pa3oBaTe/IbHOM YUPeXJAeHHH, YCTAHOBU/IH Psfl (DAKTOB, KOTOPbIE MOC/TY>KITH
NPUYMHOU noxapa. Kakou JoKyMeHT /J0/DKHA COCTaBUTh KOMUCCHSA?

LONUTLk, WDN



1) AKT;

2) cripaBKy;

3) IOK/Ia[IHYO 3arvCKYy;

4) IHCTPYKILIMIO O IPOTUBOIIO>KapHOU Oe30MacHOCTH.

22, JloKyMeHT, aJpecOBaHHbIM  PYKOBOJAUTE/J)  OpPraHU3alj|u,
cofiep>Kaluil  00CTOATE/THCTBEHHOE M3/I0KeHHe KaKoro-imbo Bompoca ¢
BbIBOJaMM U NMpe//I0)KeHNsIMU COCTAaB/IeHUs, Ha3bIBAeTCA:

1) akT;

2) npe/iCTaB/IeHUE;

3) nok/1aaHasl 3a1cKa;

4) npenioKeHue.

23. [laToii c1y)keOHOT0 MHMCbMa ABJISIeTCSA JAaTa:

1) cocTaBnenus;

2) OTIpaBJ/IeHUS;

3) NoAN1CaHUsI;

4) nonyvyeHwusl.

24. CniMcoK MpPHUCYTCTBYWINUX Ha 3aceJaHuu 0(opmiisieTcsi OT/Ae/bHO U
NPU/IaraeTcsa K NPpoTOKo/1y, eC/id TAKOBbIX:

1) 6onee 15;

2) 6osiee 10;

3) 6onee 25.

25. OdopmieHde o00/I0)KKH [e/a s MOCIEAYIOIIero XpaHeHHs
omnpeje/sieTcs:

1) cranmapTom;

2) UIHCTPYKILMeH MO0 [1eJIONPOX3BO/ICTBY;

3) pacropsbkeHHeM PYKOBOJUTEJIS.

26. DKcnepTH3a LIEHHOCTH A0OKYMEHTa [POX0JUT B JTamna:

1) ueTnbIpe;

2) Tpy;

3) ABa.

27. HomeHk/aTypa e (padounii 3k3eMIuisp) MOMeIIalT Ha:

1) cTone, 1of, CTEKIOM;

2) aBepLe mikaga ¢ JOKyMeHTaMy;

3) BHyTpeHHel CTOpOHe JIBeplibl IIKada C JOKyMeHTaMM.

28. Bce ucTBl [Jes1a NpU MNOArOTOBKEe HX K Ilepejaye B apxuB
HYMEepYIOTCH:

1) uepHbIM rpadUTHBIM KapaHAAllloM;

2) UepHBIMU YePHU/IAMU;

3) KpacHBIM KapaHZalllOM.

29. Bxoasimue JOKYMeHTbI PErUCTPUPYHOTCH:

1) mocsie 03HAKOMJIEHUSI C HUMH PYKOBOJUTE/IS;

2) B IepBOM TOJIOBUHE HS TIOTyUY€eHUs;

3) 10 03HAaKOMJIEHUSI C HUMU PYKOBO/IUTEJIS.

30. Kaxxaasi o6pa3oBare/ibHas OpraHu3aljusa 00si3aHa UMeTh:

1) cBOIHYIO HOMEHKJIATYPY;




2) UHAUBUyallbHYH0 HOMEHK/IaTypYy;

3) TUTIOBYIO HOMEHKJIATYPYy.

31. 3a CKO/JIBKO JAHeH [0 HCIOJIHeHHsI MPOBOJAT MpeAynpeJuTeTbHbIN
KOHTPOJIb?

1) ABa;

2) oaviH;

3) Tpu.

32. Pa3penurenisiMy B CIPaBOYHOM KapTOTeKe C/Iy)XKarT:

1) Ha3BaHUS CTPYKTYPHBIX NOApa3/e/eHUl;

2) HanpaB/ieHUs [eATe/IbHOCTU MPeJIIPUATHS;

3) AHU HeJle/n, MecslLia.

33. Ha ucxopsiuiem JJOKyMeHTe PeKBU3UT «/jaTa» CTABUTCA:

1) cocTaBuTe/IEM OKYMEHTa;

2) Ipy perucTpaluy;

3) nocsie MOANMCAHUS PYKOBOJUTETIEM.

34. Eciin B fiesie co/iep)XaTcA AOKYMEHTbhI pa3/IMUHON I[[eHHOCTH, TO CPOK
XpaHeHMsl yCTaHAB/IMBAeTCA:

1) 6osbITHiA;

2) MeHbIINH;

3) cpeiHUIA.

3agaHus /I CaMOCTOSITe/IbHOM PadoThI

3aganue 1. OdopmuTh BCe OTMETKH, KOTOpble CTaBAT Ha JOKyMeHTe B
coorBerctBu ¢ ['OCT P 7.0.97-2016. Ykaxure MeCTOPACIIOIOXKEHUS ITUX
PEeKBU3UTOB Ha OaHke ¢opmaTta A4.

3aganmue 2. M306pa3ure cxeMaTHyeCcku KaacCU(PUKaIvio JOKyMEHTOB.

3aganue 3. Bpinuinute Ha auct dopmara A4 Bce mipaBuia 0GOpMIIeHUs
TeKCTa [JOKYMEeHTa: WHTepBajbl, WIPUPTBI U T. A. B coorBerctBUU ¢ I'OCT P
7.0.972016.

3aganue 4. CocTtaBuTb M OQOPMHUTH [OK/IAJHYH 3alKCKy O HapyLIeHW!
TPYZAOBOM [UCLUIUIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3/1eMeHThl TeKCTa J00aBUTh
camocTosiTesibHO. HamucaTh 0OBSCHWTENBbHYIO 3allMCKy OT WMeHM paboTHMKa,
HapyLIUTeJs TPYA0BOU JUCLIUTIIUHBI.

3aganue 5. HamvcaTb OTBEeTHOE MUCbMO-0/1arolapHOCTh Ha M03/paB/ieHue.

2.2. OneHOUYHBbIE CpPe/JCTBA /I MPOME)XXyTOUHOH! aTTecTalMu (3a4er)

Bonpocsl A1 IpoBeieHUs 3aUeTa:

1. TToHsITUE «JOKYMEHT» U ero (QyHKLIUU.

2. Knaccudukanusi JOKyMeHTOB.

3. CyL[HOCTh ¥ OCHOBHOe Ha3HaueHWe AOKYMeHTAl[MOHHOro obecrieueHust
JesiTeNIbHOCTH Tejarora.

4. CucteMbl JOKyMeHTaL1H.

5. 3akoHo/laTe/lbHasi U HOPMAaTUBHO-MeToAuuecKas: 6a3a J0KyMeHTallMOHHOTO
obecrieueHus1 yrpaB/IeHYs.



6. @opmysiSp JOKYMeHTa.

7. CoCTaB PeKBU3UTOB [JOKYMEHTOB.

8. TpeboBaHust K 0(hOpMJIEHHIO PEKBHU3UTOB IOKyMEHTOB.

9. TpeboBaHwusi K 6/1aHKaM ZIOKYMEHTOB.

10. Cuctema foKyMeHTaluu B 00pa3oBaTe/IbHOM OpraHK3aliu.

11. Opranu3sauyonHble f0KyMeHTbl cucteMbl OP/]. OO1ijasi XapakTepucTyUKa 1
Ha3HaueHue JOKYMEHTOB.

12. PacniopsifuTesibHble A0KyMeHTbI crucTeMbl OP/I. OO11jasi XapaKTepucThka 1
HasHaueHue JOKYMEeHTOB.

13. IH¢opMallMOHHO-CITpaBOUYHbIe  AOKYMeHTbl cuctemMbl OPJI.  OO6ias
XapaKTepuCTHUKa U Ha3HaueHre JOKYMEeHTOB.

14. JleioBO€e MMCbMO KaK OCHOBHOU BU/, TI€PETTHCKH.

15. bnanku ajig nucem. @opmysisip Ae10BOTO MUCbMa.

16. OcobeHHOCTH O(UIIMAIEHO-/I€JIOBOTO CTH/ISI COCTAB/IeHHUS TeKCTa /IeJIOBOTO
NMcbMa.

17. Bugpl  c/y>)kKeOHBIX ~ TIMCEM,  COCTaBJISIIOII[ME  OCHOBY  /IeJIOBOM
KOpPeCIIOH/eHLIUN.

18. DnekTpoHHas nepenucka. JJeKTPOHHBIN JOKYMEHT.

19. Opranwusaiiys JOKyMeHT0000poTa oOpa3oBaTe/TbHOM OpraHu3aliy.

20. ®opMbl opraHu3aiuM paboThl C JOKyMeHTaMH. [0KymMeHTOOOOpOT.
JJOKyMEHTOITOTOKH.

21. TTopsimok 06pabOTKY BXOAAIIMX JOKYMEHTOB. PerucTpariiyisi JOKyMeHTOB.

22. Tlopsimok 06paboTKH UCXOASIINUX TOKYMEHTOB.

23. Tlopsimok paboThl ¢ BHYyTPEHHUMHU [JOKYMEHTaMHU.

24. HomeHK/aTypa fen.

25. @opMUpOBaHue, odopmiieHue, XpaHeHue Jen B TeKylLemMm
[1e/I0TIPOX3BO/CTBe.

26. YHu(uKanus J0KYMeHTOB.

27. CtaHgapTu3alus JOKyYMeHTOB.

28. Hymepauusi MHOTOCTPaHUYHOTO JOKYMEHTa.

29. lIpudTel, Keram v noJisi, IpuMeHsieMble TIpU 0(pOPMJIEHUM I0OKYMEHTOB.

30. Pe3tomMe, aBTOOMOrpadus, XxapaKTePUCTHKA: MOHATHe, Ha3HaUeHWe, COCTaB
PEKBU3UTOB.

31. 3asBieHue: MOHATUE, HA3HAUEHUE, COCTaB PEKBU3UTOB.

32. Cny»ebHas 3arucKa: MOHsATHe, Ha3HaueHue, COCTaB PeKBU3UTOB.

33. ObbsicHUTe/IbHAS 3aIMCKa: TIOHSATHe, Ha3HaueHWe, COCTaB PEKBU3UTOB.

34. JloknazHas 3arucKa: IoHATUe, Ha3HaueHue, COCTaB PeKBU3UTOB.

35. CripaBkKa: TOHATHe, Ha3HaueHUe, COCTaB PeKBU3UTOB.

36. AKT, MPOTOKOJI: IOHSATUE, Ha3HAUeHUe, COCTaB PEKBU3UTOB.

37. IIpukas, pacriopskeHue: TOHATUe, Ha3HauUeHUe, COCTaB PeKBU3UTOB.

38. Ilpukas 1o JMYHOMY COCTaBY: MOHATHE, HA3HaUYeHWe, COCTaB PEKBU3UTOB.

39. Ycras, nosioxkeHue: MOHATUE, HA3HAUeHUe, COCTaB PeKBU3UTOB.

40. Jo/mKHOCTHAs MHCTPYKLMA: TIOHATHe, Ha3HauYeHre, COCTaB PeKBU3UTOB.

41. IHCTpyKLM 10 [1eJIONPOM3BO/CTBY: IIOHATHE, Ha3HaueHue, COCTaB
PEKBU3UTOB.



42. ITpaBusia: TIOHATHE, Ha3HAUeHUe, COCTaB PeKBU3UTOB.

43. KoieKTUBHBIN JOTOBOP: TOHATHE, HA3HAaUeHWe, COCTaB PEKBU3UTOB.

44. OcobeHHOCTH COCTABJIEHUS TEKCTa ITPOTOKOIA.

45. OcobeHHOCTH COCTaB/IeHUs TeKCTa TIpUKasa.

46. PekBu3uThl repb, sMbiemMa, TOBapHBIM 3HaK (3HAaK OOCTY)KHMBaHHS), KO
(OpMBI IOKYMeHTa.

47. PeKBU3UT HavUMeHOBaHMe OpraHu3alud, HauMeHOBaHWe CTPYKTYPHOIr'O
ro/ipa3jesieHusi, HAMMeHOBaHUe JOJDKHOCTH JIULIA.

48. PeKBU3UT CITpaBOYHbIE JJaHHbLIE 00 OpraHU3alyu.

49. PekBU3UT HAUMEHOBaHMe BY/la JOKYMEHTa.

50. PeKBU3UT JaTa JOKyMeHTa.

51. PeKBU3UT perucTpaljiOHHbIM HOMED JOKYMEeHTa.

52. PeKBU3UT CChbUIKA HAa PErvCTPalMOHHbIA HOMED M [JaTy IMOCTYIIMBILIEro
JIOKyMeHTa.

53. PeKBU3UT MeCTO COCTaB/ieHUs (U3/JaHUs1) TIOKYMEeHTa.

54. PekBU3UT rpud OrpaHUUEHUsI JOCTYIIA K JOKYMEHTY.

55. PekBusur azipecar.

56. PekBU3UT rpu( yTBepKAEeHUs JOKYMEHTa.

57. PeKBU3UT 3arojioBOK K TEKCTY.

58. PeKBU3UT TEKCT JOKYMeHTa.

59. PeKBU3UT OTMeTKa O MPUI0KEeHUMU.

60. PekBu3ut rpud corsiacoBaHus JOKyMeHTa.

61. PekBU3UT BU3a.

62. PeKBU3UT NOATIUC.

63. PekBU3UT OTMeTKa 00 3/1eKTPOHHOU TTOATIHCH.

64. PeKBU3UT Ieyarsb.

65. PekBU3UT 0TMeTKa 00 UCIIO/IHUTEJIE.

66. PekBU3UT OTMeTKa O 3aBepeHuM KOITHUU.

67. PeKBU3UT OTMeTKA O MOCTYIIEHUU JOKYMEHTa.

68. PekBU3UT pe3osiroLusl.

69. PekBU3UT OTMeTKa O KOHTPOJIE.

70. PeKBU3UT OTMeTKa O HarlpaB/IeHUU JOKyMeHTa B JeJio.



