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1. HACITIOPT ®OHIA OIIEHOYHBIX CPEACTB

1.1. ObsacTh NpUMEHEHUA

®onn  oneHouyHsix cpenacts (GOC) — HeorbemiieMas dacThb pabouei
pOrpamMMbl JUCHUIUIHHBL «J[0OKyMEeHTOOOOpPOT 00pa3oBaTeNbHON OpraHu3aluu» |
MpeaIHa3Ha4YeH sl KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JTOCTUKEHUN CTYICHTOB,
OCBOMBIIIMX MTPOrpamMMy TUCHUTLITAHBI.

1.2. Hean u 3aga4u GOoHAA OLIEHOYHBIX CPEACTB

Henp ®OC — yCTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKHA OOYYarOIIErocs
tpeboBanusiM PI'OC BO OakanaBpuar mno HampasieHuio noarotoBku 01.03.01
MaremMaTuka, yTBEpKICHHBIM NpHKa30M MuHucTepcTBa 00pa30BaHHUS U HAYKH
Poccuiickoit ®enepaunu ot 10 suBaps 2018 r. Noe 8 (¢ wu3MeHeHUsIMH U
nononaHeHusiMu) U [IpodeccronanbHbIMU CTaHAApTAMU, YTBEPKICHHBIMU TTPUKA3aMHU
MuHnncTepcTBa Tpylna U couudaibHOW 3amuThl Poccuiickoit ®enepaunun ot 18
okTsi0pst 2013 1. No 544H (¢ UBMEHEHUSIMU U JIOTIOJIHEHUAMHM); OT 22 ceHtsiops 2021
r. Ne 6521; ot 20 uromst 2022 r. Ne 4254H.

1.3. Ilepeyenbr kKommeTeHuMid, GopMHPyeMbIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Ipouiecc ocBoeHUsl AMCIHUIUIMHBI HAlpaBlIeH HAa (OPMHPOBAHUE CIEAYIOLINX
KOMITETEHIIUH ¥ MHIUKATOPOB MX JOCTHIKEHUS:

Koa mo ®I'OC BO ‘ NuaukaTop A0CTHKEHHUS

YHuBEpcalbHbIE

VYK-6. CriocobeH ynpaisiTh cBouM BpeMeHeM, | YK-6.1. OlueHuBaeT JTUYHOCTHBIE PECYPCHI IO
BBICTPAaWBaTh M pEATU30BBIBATh TPACKTOPHIO | IOCTMKEHUIO  Leled  caMOpa3BUTHUS U
caMOpa3BUTUA Ha OCHOBE IIPUHIMIIOB | YIIPAaBJICHHA CBOUM BpPEMCHEM Ha OCHOBC
00pa30BaHUs B TEUEHUE BCEH KU3HU NPUHIMUIIOB O00pa3oBaHMs B Te4YEHHE Bcel
KHU3HU.

1.4. Dransl GopmMupoBaHMSI KOMIETEHUMH M CpPeACTBA OLECHUBAHUA
YPOBHH UX C()OPMUPOBAHHOCTH

. KoHTpO/IbHO-0LIeHOYHBIE

Jransl popmupoBaHus komnereHuuii | Komnerenuun

cpeacTBa / cnocod OlleHMBAHUS
Tema 1. Teoperuko-npaBoeie u | YK-6 BeIcTyIuleHME Ha MPAKTUYECKUX
HOPMAaTUBHBIE OCHOBBI 3aHATHUAX, YCTHBIN OIPOC
JIOKYMEHTAIlUOHHOT O o0ecrieueHHs
yIIPaBICHUS
Tema 2. Crangaptuzanus npouecca | YK-6 BeIcTyIuleHME Ha MPAKTUYECKHUX
JIOKYMEHTUPOBaHUS 3aHATHUAX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanuonHo- | YK-6 BeIcTyIuleHME Ha MPAKTUYECKUX
pacnopsIINTENbHON JOKYMEHTAIIMN 3aHATHUAX, YCTHBIN OIPOC
Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-6 BeIcTyIuleHHME Ha MPAKTUYECKUX
BH/I IEPENTUCKH 3aHATHUAX, YCTHBIN OIPOC
Tema 5. Opranuzanus | YK-6 BeIcTyIuleHME Ha MPAKTUYECKUX
JIOKYMEHTOO0OpoTa  00pa3oBaTelbHON 3aHATHUSAX, YCTHBIN OMPOC
OpraHu3anuu




Tekymas arrecrauus YK-6 KounTponbnas pabora

IIpome:xkyTouHasi aTTecTanus YK-6 3auer

1.5. Onucanue nokasareseil GopMUpPOBaAHUA KOMIIETEHIUH

Kox komnerenumn Pe3ysabTarsl chpOpMHUPOBAHHOCTH

VK-6 3HaTh: CIOCOOBI CaMoOaHaJIM3a M CAaMOOICGHKH COOCTBEHHBIX CHII U
BO3MOXKHOCTEH; METO/bI 3 (PEKTUBHOTO TIAHUPOBAHUS BPEMCHH,
YMeTh: ompenensaTh 3adadyd CaMOpPa3BUTUS M MPodeccHOHAILHOTO
pocra, pactpeneisaTh KX Ha JOJITOCPOYHBIC, CPEIHE- U KPATKOCPOUHBIE C
000CHOBaHMEM WX AaKTyaJbHOCTH U OINpeAciieHHEeM He0oOXO0IUMBIX
pecypcoB;

Bnagers: mnpuémamu IieNenoyiaraHus, IUIAHUPOBAHUS, peaTH3aINH
HEOOXOJUMBIX BHJIOB JICATEIILHOCTH; WHCTPYMEHTAMH W METOJaMHU
yIIpaBJICHUS] BPEMEHEM TP BHITIOJTHEHUH KOHKPETHBIX 33]1a4, IPOCKTOB,
IIPH TOCTHI)KEHUH ITOCTABJICHHBIX IEJICH.

1.6. Kpurepuu oOueHUBAHMSI KOMIIETEHUMHA HAa Pa3HbIX IJTanax Hx
(opMupoBanusn

KoanuecrBo
Bup yueoHoii padoThl 0a/1;10B
101010
BrimonHeHue u 3amuTa npakTH4eckux padbot 40
KonrtponbHas pabora 15
Kontpons camocrosTenbHOl paboTh 20
Y cTHEIN 3a4eT 25
Bcero 100

HaxkonureanrHas cucreMa ounenuBanug mo 100-0ajaabHo0M mKaje

YerpipexoasibHAS Cucrema
100-6anbHas | BykBenHas mkaja, coorBercTByiomas 100-
CHCTeMa OLleHMBAHUSA OLICHMBAHUSA

KaJa 0aJTILHOM IIKAaJIe
JK3aMeHa 3ayera

OTin4HO 90-100 A — OTIMYHO — TEOPETUYECKOE COJIEPKAHUE
Kypca OCBOEHO TIOJIHOCTBIO, 03 Ipo0eros;
HEOOXOANMBIE MTPAKTHYECKHE HABBIKN PabOTHI
C OCBOGHHBIM MaTepHaIoM c(hopMHUPOBAHEI;
BCE MPEAYCMOTPEHHBIE IPOrpaMMOi
o0y4eHns1 yueOHbIe 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO MX BBITIOJTHEHUS OI[CHEHO YHCIIOM
6aJuI0B, OJIM3KMM K MAaKCHMAaJIbHOMY

Xoporo 83-89 B — oueHb XOPOIIIO — TEOPETUIECKOE
COZIep’KaHUe Kypca OCBOCHO MOJIHOCTBIO, 0e3
1po0eIoB; He0OX0IMMbIE TPAKTHYECKHE
HaBBIKH PaOOTHI C OCBOEHHBIM MaTepuajioM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPEAyCMOTPEHHbIE IPOrPaMMOM 00ydeHHs
yueOHbIe 3aJaHusl BBITOJIHEHBI, KAYECTBO
BBITTOJTHEHHS OOJIBIINHCTBA U3 HUX OLICHCHO
YHCIIOM 0aToB, OJIM3KUM K MAKCHMATbHOMY

3aureHo

Xopowo 75-82 C — X0po1II0 — TEOPETUIECKOE COCPIKAaHIE
Kypca OCBOCHO ITOJTHOCTHIO; HEKOTOPHIE
MIPAKTHIECKUE HABBIKK paOOTHI C OCBOSHHBIM




MarepualioM chopMHUPOBAHBI HEIOCTATOYHO;
BCE IIPEYyCMOTPEHHBIE IPOrPaMMOi
o0y4eHust yueOHBIC 3aJaHUS BHITIOTHEHBL,
Ka4eCTBO BBIITOJHEHHUS HM OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUJbI 331aHU BEITIOJIHEHBI C
OLIMOKaMu

Y 10BIETBOPUTEIBHO 63-74 D — ynoBneTBOpUTENBEHO — TEOPETUIECKOE
COJIepKaHUE Kypca OCBOCHO YaCTHUYHO, HO
po0eITbl He HOCST CYILIECTBEHHOTO
XapakTepa; He0OXO0JMMbIE IPAKTUYECKHE
HaBBIKH Pa0OTHI C OCBOGHHBIM MaTepuajioM B
OCHOBHOM C(hOpMHUPOBaAHBI; OOJIBIIUHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoii 00yUdeHHUs
y4eOHBIX 3aJaHUH BBITIOTHEHO, HEKOTOPHIEC U3
BBINIOJTHEHHBIX 3a/JaHAHN COJep KaT OMIHOKH

Y 10BIETBOPUTEIBHO 50-62 E — nmocpencTBEHHO — TEOPETHYECKOE
cofiepKaHNE Kypca OCBOCHO YaCTHYHO;
HEKOTOPbIE IPAaKTHIECKUE HABBIKK PAOOTHI HE
c(OpMHUPOBaHBI, MHOTHE MIPEAYCMOTPEHHBIE
y4eOHO mporpaMMoii 00y4eHus yaeOHbIe
3aJ[aHusl HEe BHITIOJHEHBI JIM0O KauecTBO
BBITOJIHEHHBIX HEKOTOPBIX U3 HUX OLIEHEHO
YHUCIIOM 0aJJIOB, OJIN3KUM K MUHUMAJIBHOMY

HeynosnerBopurensHo 21-49 FX — Hey1OBIETBOPUTENHHO — TEOPETHUECKOE
COJIepXKAaHUE Kypca OCBOCHO YaCTUYHO;
HE00XOIUMBIE MPaKTHUECKUE HABBIKU PabOThI
C OCBOCHHBIM MaTE€pHAJIOM HE
c(OPMHIPOBAHBL; OOIBITHHCTBO
MIPEAYCMOTPEHHBIX YI€OHOH pOrpaMMOn
00y4eHHs y4eOHbIX 3aJaHNi HE BBITOJIHEHO
7100 KaueCTBO MX BBITIOIHEHHS OLIEHEHO
YHUCIIOM OaIIIOB, OJIM3KUM K MUHUMAJIBHOMY)
HpHU TOTIOJTHUTENIFHO CAMOCTOSITEIFHOMN
paboTe Hazx MaTepuaIoM Kypca BO3ZMOKHO
MOBBINICHUE Ka4eCTBA BBHITIOJTHEHUS Y4eOHBIX
3a/laHuil

He 3aureno

HeynosnerBopurenbHo 0-20 F — HeynoBIEeTBOPUTETHHO — TEOPETUUECKOE
COJIepKaHUE Kypca He OCBOCHO;
HEOOXOUMBIE MPAKTUIECKHIE HABBIKUA PaOOTHI
He c()OPMUPOBAHBI; BCE BHITIOJHECHHBIE
yueOHbIE 3aJJaHHsI COJePIKAT TPYOBIe OMINOKHY;
JIOTIOJTHUTENBbHAsI CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He MPUBEJET K
KaKOMY-JIH00 3HAYMMOMY HOBBIIIEHHIO
Ka4yecTBa BBINIOJIHEHHs Y4EOHBIX 3aJaHu i

2. KOHTPOJIBHO-OIIEHOYHBIE CPEJICTBA
2.1. OueHo4YHBbIE CPEICTBA TEKYLIEr0 KOHTPOJIS (TUIOBBIE)

Bomnpocs! AJ1s1 yCTHOIrO onpoca:

1. [laite onpeneneHue MOHATHS «TOKYMEHT.

2. Packpoiite nousitue «J1OVY». HazoBure npodeccroHanbHble TEPMHUHBI U
OIIpe/ieNIeHUs B 00JIaCTH AEIONPOU3BOACTBA.

3. HasoBure u packpoiite pyHKINN JOKYMEHTOB.



4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHHU3allMU JEIOMPOU3BOICTBA BbI
3nHaere? HazoBuTe coaepkaHue TMakeTa o00s3aTENIbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B obsactu JIOY.

5. HazoBute mpaBwia  yTBEpKACHHUS  JOKYMEHTOB. TpeOoBaHus U
odopMIICHHE.

6. Kakue pexkBU3HUTHI SABISIIOTCS «HOPUAUYECKH 3HauYMMbIMU»? I[IpaBuna umx
oopmieHus. YTo BKITIOYAET B c€0s MOHITHE «IIpaBOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBenurte mpuUMeEpPHI JOKYMEHTOB, KOTOPbIE OAJIEKAT YTBEPKACHHUIO U Ha
KOTOPBIX CTaBHUTCA Mevarh. Kak oopMIsaioTes nepeuHu Takux JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(GOPMIIAIOT PEKBU3HUTHI
nokyMeHToB cuctembl OPJI. JlaTa BBeieHUE U YTO OH ycTaHaBiIuBaeT. HazoBute Bce
PEKBU3HUTHI.

9. HazoBute pexkBu3uUTHl 00miero OnaHka W OyaHka ais nuceMa. llpaBuna
opopmiienusi. Kakue Buipl OnaHKOB Bbl 3Haete? B ueM ocoOeHHOCTh OnaHKa
JOJKHOCTHOTO Jinna’?

10. CornacoBanue u BuznpoBanue. HazoBure BUIBI U CPOKU COTJIACOBAHUSA, U
BU3UPOBAHKE TOKYMEHTOB.

11. Pacckaxkxute 0 medarsix W IITaMmax HOpeanpusThid u opranuzanui. Ha
KakMX JIOKyMEHTax cTaBsTcs nedatb? Kakue TpeOoBaHus mNpeabsBiIsiOT K
UCIIOJIb30BaHUIO repOOBOM meyaTu?

12. PackpoiiTe conmep:kaHWe TOHATUSA «ylpasieHue». HazoBurte cucTeMbl
JNOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpynmbel u BHIBI
JIOKYMEHTOB BxoAsT B OP/[?

13. Pacckaxkute 00 OCOOEHHOCTSX AJIEKTPOHHOIO JIOKYMEHTA, 3JEKTPOHHOMU
NEePENUCKU U TpeOOBAHUAX, IPEIBABIAEMbIX K HEH.

14. B yeM ocobeHHocTu OnaHka ajs nuchbMa? HazoBuTe pexkBU3UTHI OJaHKa
JUISL IAChMa U PEKBU3UTHI CITYKEOHOT0 IHChMa.

15. Yto perimamMeHTUpyeT TUMOBAasi MHCTPYKLHS 10 AEJONPOU3BOACTBY? JlaiiTe
XapaKTEPUCTHKY OPraHU3aMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUJBI.

16. HazoBute Buabl HUHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, JlaliTe
XapaKTEPUCTUKY KaxxaoMy BuAy. [IpuBenuTe n3BeCTHBIE BaM BHJIbI PETUCTPALIMH.

17. JlaiTe  XapakTEpUCTUKY YUYPEAUTEIBHBIM JOKYMEHTAM M  yCTaBy
npennpusatrsd. Kakue BUIbI yCTaBOB Bbl 3HAETE?

18. Jaiite  xapakrepuctuky HOOKymeHTy «llomoxxkeHue» U Ha30BHTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA U €0 COAEPKaHMUS.

19. [aiite xapaktepucTtuky 1okyMeHTy «MHcTpykuus». [IpuBennure nmpumepsl.
JoJDKHOCTHAsI MHCTPYKITUS, CTpyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. llITatTHoe  pacnucanue OcCOOEHHOCTH  COCTaBJieHUs, O(OPMIICHUS.
TpeOoBaHKEe K UCTIOIB30BAHUIO YHU(PUIIUPOBAHHBIX (HOPM.

21. IIpaBuna BHyTpEeHHErO TPYAOBOTO pacnopsiaka u [lonoxxeHnue o nepcoHae.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSIAUTEIbHBIM TOKYMEHTAM.

23. Ha3oBuTe BUBI pacOpSAIUTENbHBIX JOKYMEHTOB U OCOOEHHOCTH KaXI0rO.
Ha3zoBuTe  CTpyKTypHBIE YacTH TEKCTa  PACHOPSAUTENBHBIX  JOKYMEHTOB,
oopmiieHne npeaMOyJIIbl U PacTIOPSIIUTEIBHON YacTH.



24. B 1yem ocoOeHHOCTH ciykeOHbIXx TuceM? HazoBuTe BHABI CITyKEOHBIX
nucem. Kakue TpeboBaHUs MPENBABISIOTCSA K TEKCTY CIYKEOHBIX UceM?

25. HazoBute mpaBuia OQOpMIIEHHMS  PEKBHU3UTA  «ajapecar». Buabl
aZpEeCOBaHUs.

26. YTO BXOJIUT B MTOHATHUE IIPOBEACHUE IKCIIEPTU3BI LIECHHOCTH JOKYMEHTa»?

27. PackpoiiTe TMOHSATHS «IOKYMEHTOOOOPOT», «IOKYMEHTOIOTOKH». JlaiiTe
XapaKTEPUCTUKY KaXXIOMy BHAY JIOKYMEHTOIIOTOKA, YKA)KUTE€ HUX OCOOECHHOCTH.
Kakum 06pazom onpenensercs JOKyMEHTOOOOPOT MPEAPHSITHS ?

28. Homenkiatypa nen. 3nauenue. CocraBienue. Buabsl HOMEHKIATYpHI.

29. IloaroToBKa JIOKYMEHTOB K cJade B BEJOMCTBEHHBIM apxuB. Crada
JOKYMEHTOB B apXuB opraHu3zanuy. Onucu TOKyMEHTOB, HaxOIAIIMXCA B JIEIe.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHN JOKYMEHTOB U JIE.

30. Kakue noKymMeHThI He nTojuIexkar peructpaunn? Kak u 3auem BeIercs y4eT
TaKUX MOCTYIICHHUI?

31. Pacckaxnure 0 BHIAaxX BXOJSAIIMX, MCXOMAIIMX BHYTPEHHUX TOKYMEHTAaX.
JoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpauuu. Pacckaxure o
peructpanuu ¢ nomompro PKK 1 aBTOMaTn3npoBaHHOM.

32. Uto BKiIOYAET B ceOs MOHATHE «(HOPMHUPOBAHUA» U «O(OpMIICHUS» Aen?
HazoBute npusHaku opopMiIeHHs 00JI0XKKH J1E.

33. Cpoku XpaHEHUS JTOKYMEHTOB B 3aBUCUMOCTH MX 3HauMMocTH. Ha3oBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OIMPEAEIISIIOT CPOKH XPAHEHHUS.

34. Yto BKJIIOYAET B ce0sl MOHATHE «IOATOTOBKAa JOKYMEHTOB K ApPXUBHOMY
xpaHeHno»? OyHKINH, 380291 U OTBETCTBEHHOCTH JK.

TecTsbl 1J151 NpOBeIeHUs KOHTPOJIbHOM PadoThI:

1. IlpaBWwibHas MOCJ€I0BATEIBLHOCTh HANMUCAHHUS 3JIEMEHTOB IMOYTOBOIO
ajpeca HA NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBAPTHUPHI;

I') Ha3BaHHME HACEJICHHOTO MyHKTA;

1) Ha3BaHUE 00J1aCTH, Kpas, peCIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YJIMIIBI.

2. YHnpuuupoBaHHAs CUCTEMA JOKYMEHTALMHU — ITO:

a) cUCTeMa JOKYMEHTAIMM, CO3JaHHas 10 €IWHBIM MpaBWJIaM M TPeOOBAaHMSIM,
coneprkarias uHGOpMaIrio, HEOOXOUMYIO JIJIs YIIPABIICHUS B ONpeIesieHHON cdepe
NEeSATEeTLHOCTH;

0) yaudunmpoBanuble  QOpPMBI  TOKYMEHTOB, CHCTEMATH3UPOBAHHBIC TIO
GYHKIHSIM YIIPaBICHUS;



B) COBOKYITHOCTb JOKYMCHTOB, YCTAHOBJIICHHBIX B COOTBCTCTBHH C PCHIACMbIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOW IMOAIMMCH
perjiaMeHTHPYeTCs:

a) TpaXKJaHCKUM KoJiekcoMm PD;

0) mpaBWJIaMU JEJIOMPOU3BOJICTBA B (peiepalIbHbIX OpraHaxX HCIOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OpP PeKBU3UTOB?

a) l'ocynapctBennniii  1ep0d Poccuiickoit  ®epepanuu, repd cyObekra
Poccuiickoit  ®Depeparuu, sSMOiieMa OpraHW3allMd, TOBAPHBIM 3HAK  (3HAK
oOcCIy’)KMBaHUs), JaTa, HOMEP, MECTO COCTaBJICHUSI WU U3AAHUS;

0) OJ1aHK TTUCHMa;

B) 00mIMii ONaHK;

r) OJ1aHK KOHKPETHOTO BHJIa JOKYMEHTA.

S. Ilopsinok HAMUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBunax aenonpou3BoACTBa B (peepalibHbIX OpraHax HCHOJHUTENIbHOM
BJIACTH;

0)B I'OCT P 7.0.97-2016;

B) B [IpaBuiax oka3aHus ycayr MOYTOBOM CBA3H.

6. PexkBU3UT «BU32» MOXKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOUIErO, €ro MNOJANUCH, paclM(PpOBKY (MHULUAIB U
dbamunus) u gary;

0) noanucek, pacmudposky (@. . O.), nary;

B) JIOJDKHOCTB, TIOJIIUACH J1ATy;

I') IOJDKHOCTD, IOJMHUCH, pactu@poBky nognucu (O. . O.).

7. I'epOoBas me4yarsb MPOCTABJISIETCS HA MACHMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSIX;

B) IPUTJIALLICHUSIX;

I') TapaHTUIHBIX;

1) ”HGOPMALIMOHHBIX.

8. TekcT [0OKYMEHTOB COCTABJSKT Ha TOCYJIaPCTBEHHOM  Si3bIKe
Poccuiickoii ®enepanuM WJIH Ha TOCYAAPCTBEHHBIX $3bIKAX CYObEKTOB
Poccuiickoii @egepaunu B COOTBETCTBUMU C:

a) MpaBuja JEJIONPOU3BOJICTBA B defepalbHbIX OpraHax HWCIOJHUTEIbHON
BJIACTH;

0) 3akoHomarenscTBOM Poccuiickoit ®enepanun u cyObekToB Poccuiickoii
denepanuu;

B) 'CHOY;

') TUIIOBOM MHCTPYKIHMEN O I€JIONPOU3BOJICTBY.

9. Lesb10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKpEIUICHNE Pe3yIbTaTOB YHU(PUKAIIUU TIOKYMEHTOB;



0) pazpaboTKa HOMEHKJIATYpy JEI;

B) CHCTEMaTH3aIusl JOKYMCHTOB B OpraHHU3aIliH;

T) oOecreueHrne COXpaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATLHOCTH HH(pOpMaIIHH.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM IPAaBWJIbHO HAa3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:

a) (rep6, »oMOiema), KOJ OpraHu3alluyd, HAUMCHOBAHUS OpTraHU3allUu,
CIpaBOYHBIC JaHHBIE OO0 oOpraHu3anuu, KOaA ¢GOPMBI TOKyMEHTa, MECTO JIA
MPOCTABJICHUS NaThl JOKYMEHTa, MECTO [JIi MPOCTABJIICHHS PETUCTPAIIMOHHOTO
HOMEpA IOKYMEHTA, CChIJIKa Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allid, KOJ OpTaHMW3aIluH, [aTa
JTOKyMEHTa, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa IOKYMEHTa, MECTO
W3JIaHUS TOKYMEHTA, CChIJIKa Ha HOMED U JaTy BXOJSIIETO TOKYMCHTA;

B) (rep0, »omOnema), HAMMEHOBAHMS OpraHU3AlMM, HAUMEHOBAaHUSA BHUJA
JIOKyMEHTa, JaTra JOKYMEHTOB, KOJl (pOpMBI JOKYMEHTa, MECTO JUIsl MPOCTaBIICHUSA
PErUCTPAlIMOHHOTO HOMEpa JOKYMEHTa, CIpPaBOYHBIC JaHHbIE 00 OpraHu3alui,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, sMOiema), HAaUMEHOBAaHWSA OpraHU3alliH, CIPABOYHBIC JaHHBIE 00
opranu3zanuu, koj opranuzanuu OI'PH, mecTo nist npoctaBieHus: JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIIKa Ha HOMEP
U JIaTy BXOJSIIETO TOKYMEHTA, MECTO JJIS 3aT0JIOBKA K TEKCTY.

11. K opraHu3anMOHHBLIM JJOKYMEHTAM OTHOCSITCSI:
a) TPOTOKOJI,
0) ycras;

B) HMHCTPYKILIUS;
I) T[OCTAHOBJICHUE;
N) TOJOXKECHUE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3alINU;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TIOAIHUCH.
13. AKTHBI cO31a10TCH:
a)  KOJUIETHAJIbHO;
0) Ha OnaHkax;
B) Ha COBCIAHWM;
I')  BBIIIECTOAIICH OPTaHU3AIINCH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WIH YYPeKIeHUus, 3TO:
a) TIpUKa3z;
0) TmMOJOXeHue;
B) PpACIOPSIKEHUE;
I) PpELICHHUE.



15. Bo BpeMsi NpoOM3BOACTBEHHOI0 COBCIIAHUS Y JAMPEKTOpPa CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHHATHE pemieHusi. Kakoidl JOKyMeHT cJieayer
0(p)OpMHTH MO UTOraM 3aceaHus?

a) [Iporokou;

0) pelieHue;

B) pacIopsiKEeHHE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3uTAMU BHELIHEH CTIPABKH SIBJISIETCS:

a) revarh;

0) IOIIHKCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA,

r) agpecar;

1) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PETUCTPAalMOHHBIA HOMED.

17. ®@akc oTiIn4aercsi OT NMCbMA MO0 0()OPMIICHHIO TEM, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTa;

0) COEP>KUT PsiZ JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) reuaraercs Ha Tenedakce;

I') HE MOXKET ObITh 3aBEPEH NE€YAThIO.

18. BbigesnTe M3 KaKUX pa3esioB COCTOUT TEKCT NMPHUKA3a 10 OCHOBHOM
NAeATeJIbHOCTH:

a) KOHCTaTHUPYIOUIUI U pacoOpsiANTENbHbIN;

0) KOHCTATUPYIOIIUMA U TIOCTAHOBJISIIOIIIUIA;

B) KOHCTATUPYIOIIHI U TIPeJIararoiuii;

I') OCHOBHOM U KOHCTaTUPYIOLLUH.

19. Bbizenure, B KaKOM H3 BHIOB [I0KYMEHTOB He IPOCTABJISIOTCSH
PEKBU3UT HAUMECHOBAHMS BH/IA IOKYMEHTA.

a) 3asBJICHUE;

0) ciry)ke0HOe TTHCHhMO;

B) JIOKJIQ/THAS 3aITUCKa,

I') TOJDKHOCTHASI MHCTPYKIIUS.

20. PacnpegesnrTe YyKasaHHbIe HHMKe JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3tome.

. JoIKHOCTHAs HHCTPYKLHUS.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [TocTaHOBIIEHME KOJUIETHUU.
. MHCTpYKIMSA 110 NEI0NPOU3BOACTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o npueme Ha paboTy.
. lItatHOE pacnucaHue.
10. TpynoBoii 10roBop.
11. Ilpurnamenue Ha BBICTABKY.

O 01O Wi



12. PernameHT.

21. Komuccusi 1o PpacciielOBaHMIO TO0KAapa, MPOU30LIEANIEro B
00pa3oBaTeIbHOM YUpPeXKAeHUN, YCTAHOBUIH PsJ (PAKTOB, KOTOPbIE MOCTYKUJIN
NPUYMHON moxkapa. Kako 10KyMeHT J0/IKHA COCTABUTH KOMUCCHUA?

a) AxT;

0) cIpaBKy;

B) IOKJIAJHYIO 3aIUCKY;

I') THCTPYKLIHIO O IPOTHUBOMOKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT, aJpeCOBAHHBII  PYKOBOAMTE/JI0  OpPraHM3aLuM,
coaep:kamiuii  00CTOSITEILCTBEHHOE M3JI0KEHHEe KaKoro-jim0o Bompoca ¢
BbIBO/IaMHM U NMPENJIOKEHUSIMHU COCTABJICHUS, HA3bIBAETCS:

a) aKT;

0) mpecTaBiICHUE;

B) JIOKJIAJ(HAs 3aIHCKa;

) IPEAJIOKEHHUE.

23. JlaToii c1y:KeOHOT0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) oTIpaBJICHMUS;

B) MOJIMKMCAHUS,

T) IOJIYYEHHUS.

24. CnucoK NMPUCYTCTBYKOIIMX HA 3acelaHuu odopmiiseTcsi OTAEJIbHO U
NPHJIATAeTCs K MPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6onee 10;

B) OoJiee 25.

25. Odgopmienne 00JI0KKHM Jejia IS MOCJACAYIOIIEr0 XpPaHEHHs
onpeneJsiercs:

a) CTaHAAapTOM;

0) MHCTpYKLIHEN MO JEIONPOU3BOJICTBY;

B) pacnopsbKEHUEM PYKOBOAMTEIIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJUT B Jramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiaartypa ae (padoumnii 3K3eMILIAP) NOMENIAIOT HA:

a) CToJIe, MO/ CTEKJIOM;

0) nBepiie mkada c JOKyMEHTaAMU;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKa(da ¢ JOKyMEHTaMHU.

28. Bce aucThI Aesia NpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMH;

B) KPACHBIM KapaHJaIloOM.

29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJe O3HAKOMJIEHUS] C HUMU PYKOBOJUTEIS;




0) B mepBOI TTOJIOBUHE JTHS TTOJTYICHMUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTEIS.

30. Kaxxnasi oOpa3oBaTesibHAsi OpraHnu3anus 00si3aHa MMeTh:

a) CBOJIHYIO HOMEHKIIATypy;

0) MHIUBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYpYy.

31. 3a CKOJbKO [JHell /0 HMCHOJIHEHHsI MPOBOAAT NpeaynpeanuTebHbIN
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuTesIAMHU B CIIPABOYHOM KAPTOTEKE CJIY/KAT:

a) Ha3BaHUs CTPYKTYPHBIX MOAPA3ACIICHUN;

0) HampaBIeHUs JEATEIBHOCTU MPEATPUITHS,

B) JIHU HEJIEJIH, MECSIIA.

33. Ha ucxoasimeM JOKYMEHTe PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTEIIEM JIOKYMEHTA;

0) pu perucTpanuu;

B) [TOCJIE TIOJTUCAHUS PYKOBOJUTEIIEM.

34. Ecau B gejie coAep;KaTCH AOKYMEHTbI Pa3JIM4YHONM LEHHOCTH, TO CPOK
XPaHeHHUs YCTAHABJIMBAETCH:

a) OOJNbIINI;

0) MEHBIIINIA;

B) CpPEIHUM.

3ajanus I CAMOCTOSATEIbHOM Pad0ThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBAT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACHIOJIOKEHUS ITHUX
PEKBHU3UTOB Ha OsilaHke popmarta A4.

3aganue 2. 300pa3ure cxemMaTHyeCKy KJIACCU(PUKALUIO JOKYMEHTOB.

3aganme 3. Bepmmummre Ha juct Qopmata A4 Bce mpaBuiia 0QOpMIICHUS
TEeKCTa JIOKYMEHTa: HWHTepBasibl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U O(GOPMUTH AOKIAIHYIO 3alUCKy O HapyUIEHUU
TPYJIOBOM TUCUUIIIMHBI pAaOOTHUKOM. Bce peKBU3UTHI U AJIEMEHTHI TEKCTa JOOABUTH
camocToaTenbHo. Hamucatb OOBSCHUTENBHYIO 3allUCKy OT HUMEHU pabOTHHUKA,
HapYLIUTENS TPYAOBOM AUCIUIUIMHBI.

3apanme 5. Hancatb 0TBETHOE MMCHhMO-01ar0JapHOCTh Ha MO3/PABJICHHE.

2.2. OneHO4YHBIE CPeCTBA JJIsl IPOMEKYTOYHOM aTTecTalum (3a4er)
Bomnpocsl 1J1 MpoBeieHUs 3a4eTa:

1. [TonsiTHE «IOKYMEHT» U €ro QyHKIUH.
2. Knaccugukanuus 10KyMeHTOB.



3. CymHOCT, U OCHOBHOE HAa3HAYCHHE JOKYMEHTAI[MOHHOTO OOecreueHus
JesATEIbHOCTH Tejarora.

4. Cuctembl JOKYMEHTAIIUH.

5. 3akoHo/aTeNbHAsE U HOPMATUBHO-METOJIMYECKas 0a3a IOKYMEHTalMOHHOTO
oOecrieueHus yIpaBJIeHHUS.

6. ®opmynsip JOKYMEHTA.

7. CocTaB peKBU3UTOB JIOKYMEHTOB.

8. TpeboBanms K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

9. TpeboBaHus K OIaHKaM JOKYMEHTOB.

10. Cucrema noKyMeHTallMU B 00pa3oBaTeIbHOM OpraHu3aluu.

11. Opranuzanuonnsie 1oKyMeHThl cucteMbl OPJ]. OOmias xapakTepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsiautenbhabie ToKyMeHThl cucteMbl OPJl. OOmas xapakrepucTtuka u
Ha3HAYEHUE JOKYMEHTOB.

13. UudopmarmonHo-cripaBouHbie  H0KyMeHThl cuctembl OPJI.  O6mias
XapaKTepUCTHUKA U Ha3HAYEHUE JOKYMEHTOB.

14. /IenoBoe MUCbMO KaK OCHOBHOM BUJ| IEPEMUCKH.

15. bnanku nnsa nucem. @opMysip AEIOBOTO MUCHMA.

16. Ocobennoctu 0pUIIUATBEHO-IETIOBOTO CTHIISI COCTABIICHUS TEKCTA JIEIOBOTO
NMchMa.

17. Bunbl  ciy’)K€OHBIX ~ TIMCEM,  COCTaBISIIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHAEHIUH.

18. DnexTpoHHas nepenucKa. JIEKTPOHHBIN TOKYMEHT.

19. Opranuzaiiysi T0KyMEHTOO00pOTa 00pa30BaTEIbHOU OpraHU3aAINH.

20. ®opMbl OpraHuzanuu padoTbl € JOKyMEHTamH. JlOKyMEHTOOOOpOT.
JIOKyMEHTOIMOTOKH.

21. [lopsimok 00pabOTKM BXOASIIUX JOKYMEHTOB. Perucrparusi J0KyMeHTOB.

22. Ilopsimok 00pabOTKM UCXOSANIIUX TOKYMEHTOB.

23. [lopsimok paboOThI C BHYyTPEHHUMHU JOKYMEHTaMHU.

24. HomeHknatypa Jel.

25. ®opMupoBaHue, odopMIieHueE, XpaHeHue eI B TEKyLIEM
JEJIONPOU3BOICTBE.

26. Yaudukamus J0KyMEHTOB.

27. CrangapTusanusi JOKYMEHTOB.

28. Hymepanuss MHOrOCTPaHUYHOTO TOKYMEHTA.

29. llpudTel, KErIu ¥ NOJIs, IPUMEHsIeMbIe TTPU 0OPMIICHUHU JOKYMEHTOB.

30. Pe3tome, aBToOuorpadus, XxapakTepUCTUKA: TOHSATHE, HA3HAUYCHHUE, COCTaB
PEKBU3UTOB.

31. 3asBIIEHUE: TOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

32. Cnyxe0OHas 3amiCKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3HTOB.

33. OOBscHUTEIbHAS 3aIIMCKa: TTOHSATHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

34. JloknagHas 3anMcKa: OHSATHE, HA3HAYEHHE, COCTAB PEKBU3UTOB.

35. CnpaBka: MoHsSTHE, Ha3HaUY€HUE, COCTaB PEKBU3UTOB.

36. AKT, IPOTOKOJI: IOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacriopsiKeHue: MOHITUE, HA3HAYCHHUE, COCTAB PEKBU3UTOB.



38. IIpuka3 1o JTMYHOMY COCTaBY: NOHATUE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

39. YcraB, noJy10KeHUE: TIOHATHE, HA3HAYEHUE, COCTAaB PEKBU3UTOB.

40. JlomKHOCTHAsI UHCTPYKLMSA: TIOHSATHE, HA3HAYEHHUE, COCTaB PEKBU3UTOB.

41. UHCcTpyKUus 1O JENONpPOU3BOJACTBY: IIOHATHE, HA3HAYEHHUE, COCTaB
PEKBU3UTOB.

42. IIpaBuiia: NOHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KonnekTuBHBIN 10rOBOp: MOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

44. Oco0eHHOCTH COCTaBICHUS TEKCTa MPOTOKOJIA.

45. Oco0eHHOCTH COCTaBICHUS TEKCTa MPUKa3a.

46. PexBu3uThel repd, sMOJieMa, TOBApHBIM 3HAK (3HAK OOCIYXKMBaHUs), KO
(bopMBI TOKyMEHTA.

47. PeKBU3UT HAaWMMEHOBAHHE OpPraHM3alli, HAWUMEHOBAaHHUE CTPYKTYPHOIO
NO/Ipa3/ieJIeHus], HAMMEHOBAaHUE JOJDKHOCTH JIMLIA.

48. PeKBU3UT CIPAaBOYHBIE JaHHBIE 00 OpraHU3auu.

49. PekBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBu3uT 1ata TOKyMEHTA.

51. PEeKBU3UT pEerucTpanvoOHHbII HOMEP JOKYMEHTA.

52. PEKBU3UT CCBUIKA Ha PETHCTPALMOHHBIA HOMEpP M JaTy IOCTYIHBILIETO
JIOKyMEHTA.

53. PEKBU3UT MECTO COCTABJICHUS (M34aHUs) TOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUYECHHSI TOCTYMA K TOKYMEHTY.

55. PexBu3uT ajapecar.

56. PekBu3UT rpud yTBEpKICHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3HT TEKCT TIOKYMEHTA.

59. PeKBU3HUT OTMETKA O TPUIIOKEHUH.

60. PexBu3ut rpud cormacoBaHusi JOKYMEHTA.

61. PexBu3ut Bu3a.

62. PexBU3UT NOAIINUCE.

63. PexBu3uT 0TMETKA 00 3JIEKTPOHHOMU ITOJIITHCH.

64. PexBU3UT neyvars.

65. PekBU3UT OTMETKA 00 UCTIOJIHUTEIIE.

66. PekBU3HUT OTMETKA O 3aBEPEHUU KOIIHH.

67. PEeKBU3UT OTMETKA O IOCTYIIJIEHUU JOKYMEHTA.

68. PEeKBU3UT pe30JIOLIHSL.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PEKBU3HUT OTMETKA O HAIIPABIICHUH IOKYMEHTA B JENO.



