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1. ITACITOPT ®OHJA OHEHOYHbLIX CPEJICTB

1.1. O0Js1acTh IpUMeEHEHUS

®onp  oneHounslx cpencts (POC) — HeoTbemsieMas dYacTh padbouyeit
MPOrpaMMBbl TUCHUIUIMHBI «J{OKyMEHTOOOOPOT 00pa30BaTEIbHONW OpraHU3alMN» H
MpEeHA3HAYEH ISl KOHTPOJISL U OLIEHKU 00pa30BaTENbHBIX JOCTHKEHUW CTYIEHTOB,
OCBOMBIIMX ITPOrpamMMy JUCLHUILIUHBI.

1.2. Hean u 3a1aum POHIA OLIEHOYHBIX CPEICTB

Henp ®OC — yCTaHOBUTH COOTBETCTBHUE YPOBHS MOJArOTOBKH 00yYaromIerocs
tpeboBanusiMm PI'OC BO OakanaBpuar mo HampapieHuto noarotoBku 44.03.05
[Tenaroruyeckoe obpazoBanue (¢ AByMs NpO(UISMU MOJITOTOBKH), YTBEPKIEHHBIM
npukazoM MuHHCTepcTBa oOpa3oBaHusi u Hayku Poccuiickoit ®@enepanun ot 22
deBpans 2018 r. Ne 125 (¢ w3m. um jom., Bctyn. B cuiay c 01.09.2021)
(3apeructpupoBan MwunuctepcTBoM tocturniuu Poccuiickori denepanuu 15 mapta
2018 r., peructpanmonusiii Homep 50358), u IIpodeccuoHanbHBIM CTaHAAPTOM,
yTBEepKIAEHHBIM [IpukazoMm MuHHcTepcTBa TpyJa ¢ COUHMAIBHOW  3alllUThI
Poccuiickoii  ®enepanun «O0  yTBepKIeHUH NPO(ECCHOHATBHOIO CTaHAapTa
«Ilemaror (memaroruyeckass JEATEIBHOCTh B c(depe IOMIKOJIBHOTO, HAaYaJbHOIO
00111eT0, OCHOBHOI'O OOIIEr0, CcpeaHero ooOmero oopa3oBaHusi) (BOCIHUTATENb,
yuuTelb)» (¢ n3MeHeHussMu Ha 5 aBrycta 2016 r.) ot 18.10.2013 r. No 544-H.

1.3. Ilepeuenbp kKommereHuUu, ¢GopMUpPyeMbIX B IpoLecce OCBOCHHA
OCHOBHOI 00pa30BaTE/ILHON MPOrPaMMBbI

[Ipouiecc ocBoeHUs: AUCIHUIUIMHBI HAanpaBiieH Ha (OPMHUPOBAHUE CIEAYIOLIUX
KOMIIETEHIIMH Y MHIUKATOPOB MX JOCTHXKEHHUSL:

Kox mo ®I'0C BO | NHauKaTop T0CTHKEHUS
YHuBepcallbHbIE
YK-4 VK-4.1.
Criocoben OCYILIECTBIISITh JIEJIOBYIO | 3HAeT JUTEPATYPHYIO bopmy

KOMMYHHUKAI[MI0O B YCTHOM U MHUCHbMEHHOM | TOCYJapCTBEHHOTO $3bIKa, OCHOBBI YCTHOW H
dopmMax  Ha  TroCyJapCTBEHHOM  SI3bIKE | MMCBMEHHOM KOMMYHHUKAI[MM HA HHOCTPAaHHOM
Poccuiickoii deaepanun 1 UHOCTPAHHOM(BIX) | sI3bIKe, (YHKIMOHAJIBHBIE CTWIM  POJHOTO
A3bIKe(ax) A3bIKa, TPEOOBAHMS K JI€JI0OBOM KOMMYHHKAIIUH.

1.4. Dranbl GgopmMupoBaHMsT KOMIETEHUMH M CpeACTBA OLEHHWBAHUS
YPOBHS UX ¢)OPMHUPOBAHHOCTH

. KoHTpo1bHO-0LIeHOYHbIE

Jranbl popMupoBaHus komnereHuuii | KomnereHuun

cpeacTBa/ cnocod oleHnBaHUS
Tema 1. Teoperuko-npaBoBeie U | YK-4 BeicTyruieHre Ha IPaKTUYECKHUX
HOPMaTUBHbIE OCHOBBI 3aHATUSAX, YCTHBIN OIPOC
JOKYMEHTALlMOHHOTO obecrieueHus
yIpaBJIEHUS
Tema 2. Crangaptuzanua npouecca | YK-4 BricTynuieHne Ha NpPakTHUYECKUX
JOKYMEHTHPOBaHUS 3aHSTHSIX, YCTHBIN OITPOC
Tema 3. Cucrema opranuzanuonHo- | YK-4 BricTynuieHne Ha NpPaKTHUYECKUX
pacnopsIUTENbHON TOKyMEHTAluN 3aHATUSAX, YCTHBIM OIPOC




Tewma 4. /lenoBoe nmucbMo kak ocHOBHOH | YK-4 BricTynuieHne Ha NpPakTHUYECKUX
BU/I TIEPETICKHU 3aHSTHUSAX, YCTHBIM OIPOC

Tema 5. Opranuzanusa | YK-4 BricTymiienne Ha NpakTHYECKUX
JTOKYMEHTOO0OpoTa  00pazoBaTeIbHON 3aHSTHUSX, YCTHBIN OMpOC
OpraHu3aluu

Texkymas arrecrauus YK-4 KonTponbnas pabora
IIpomeskyTOoUHAs aTTECTALMS YK-4 3auer

1.5. Onucanue nokasareseil GOpMHUPOBAHUS KOMIIETECHIIUI

Koa koMnereHuun

PesyibTaThl cpOPMUPOBAHHOCTH

YK-4

3HaeT: 0COOEHHOCTH YCTHOW M NMUCBMEHHOH (hOpM peuH; CYIIHOCTHBIE
XapaKTePUCTHKH OQHUIMATBHO-IEIOBOTO CTHJISL PEYH; YKAHPBI JETOBOM
KOMMYHMKAalM{; HOPMBI M IIpaBWjIa JCJIOBOM KOMMYHHKAIWW,
CTaHapThl 0POpMIIEHUS AETOBON JOKYMEHTALUH;

OCHOBBI BEJICHUS J1€JI0BOM NIEPEIIUCKH.

Ymeer: cocTaBiasITh W OGOPMIIATH JTOKYMEHTBI, HCIIOJIb3YeMbIE B
npodeCCUOHATIbHON ~ JEATEIbHOCTH Ilelarora B COOTBETCTBUM  C
YCTaHOBJIEHHBIMM  TpeOOBaHUSAMU, B TOM  YHUCIE  HCHOJIb3Ys
MH(pOPMAaIMOHHbIE TEXHOJIOTHH.

Brnaneer HaBbIKamMH: COCTaBJICHHS W O(OPMIICHHS PA3IUYHBIX BHIOB
JOKYMEHTOB TpPAJMLIMOHHBIM CIIOCOOOM U B D3JEKTPOHHOM BUJE,
HaBbIKaMU JIEJIOBBIX KOMMYHHUKAIIMI B YCTHOM M MUCbMEHHOM opMe Ha
PYCCKOM SI3BIKE.

1.6. Kputepuu oueHUBAHHsI KOMIIETEHIIMIi HAa Ppa3HbIX JTamax HxX

¢dopmupoBanus
KoanuectBo
Buj yueOHoi1 paboThI 0as10B
(01010 300
Beinonnenue u 3amuTa NpakTHYecKux padboT 40 45
KonTponbhas pabora 15 15
KoHTpoib caMoCcTOsATEIbHOM paboThI 20 20
Y CTHEIN 3a4eT 25 20
Bcero 100
HaxonurejabHas cucTeMa oneHnBanus no 100-06aaabHoi mkase
‘lerripexbannnan 100-6anabHas | BykBenHas mkaJia, coorBercrBylomas 100- Cucrema
CUCTEMA OLICHUBAHUA o OLICHUBAHUA
mKaJaa 0a/JILHO# IKajIe
IK3aMeHa 3a4yeTra
OTinyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJEPIKAHNE
Kypca OCBOEHO TIOJTHOCTHI0, O€3 TIPOOeIoB;
HGO6XOHI/IMLI€ MPAaKTUYCCKUEC HABBIKU pa60TBI
C OCBOCHHBIM MaTepHaJIOM ChOpPMHUPOBAHBI;
BC€ IIPEyCMOTPEHHBIEC IPOrPaMMOU 3auTeno
06yquH$I y‘I€6HI)I€ 3aJlaHus BBIIIOJIHCHBI,
Ka4y€CTBO HUX BBIIIOJHCHUA OLICHCHO YUCJIOM
0aJuI0B, OJIN3KUM K MAKCHMAaJIbHOMY
Xopo1o 83-89 B — o4ueHb XOpOILIO — TEOPETUYECKOE
CoACpKaHNEC KypCa OCBOCHO IMOJIHOCTBIO, 0e3




1po0eIIoB; HE0OXOJMMBbIE IPAKTUYECKUE
HaBBIKH PaOOTHI C OCBOCHHBIM MaTE€PHAJIOM B
OCHOBHOM c(hOPMHPOBAHBI; BCE
IIPeAyCMOTPEHHbIE IPOrPaMMON 00yUeHHs
yueOHbIe 3aaHusl BBITOJTHEHBI, KAYECTBO
BBINIOJTHEHHS OOJIBIIMHCTBA U3 HUX OLICHEHO
4quCcIIoM 0aJlIoB, OJIM3KUM K MAKCUMAJIbHOMY

Xoporo

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIePIKAHNE
Kypca OCBOCHO ITOJHOCThIO; HEKOTOPBIC
MPAKTUICCKHUE HABBIKH PA0OTHI C OCBOCHHBIM
MaTepuanoM chOopMUPOBAHBI HEJJOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4yeHHsT yueOHBIC 3a1aHUS BBHITIOJTHCHBI,
KA4eCTBO BBIIIOJIHEHHUS HY OJJHOT'O U3 HUX HE
OLIEHEHO MUHHUMAaJIbHBIM YHCIIOM 0aJIIOB,
HEKOTOPbIC BUJIbI 3a/IaHHI BBITIOJIHEHBI C
OIIMOKaMK

Y I0BIETBOPUTEIILHO

63-74

D — ynoBneTBOPHUTEIEHO — TEOPETHUECKOE
cofiep’KaHNE Kypca OCBOCHO YaCTHIHO, HO
Ipo0eITBl He HOCST CYIECTBEHHOTO
XapakTepa; He0OXOMMBbIE IPAKTUIECKHIE
HaBBIKHM PabOTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c()OpMHPOBAHBIL; OOJIBITHHCTBO
MIPEAYCMOTPEHHBIX TPOTPAMMOi 00ydIeHUS
Y4eOHBIX 3aJaHN i BBITIOJIHEHO, HEKOTOPBIE U3
BBINTOJTHEHHBIX 3aJIlaHAH coJlep KaT OMIHOKH

Y I0BIETBOPUTEIILHO

50-62

E — nmocpeacTBEHHO — TEOpETHYECKOE
CoZiepKaHUe Kypca OCBOCHO YaCTUYHO;
HEKOTOPbIE NPAKTHYECKHE HABBIKH PabOThI HE
c(OpMHUPOBaHbI, MHOTHE MPETYCMOTPEHHBIE
yueOHOIl TporpaMMoii 00ydeHus yaeOHbIe
3aJ1aHMs He BHIIIOJIHEHBI TU0O Ka4yeCTBO
BBINIOJIHEHHBIX HEKOTOPBIX U3 HUX OLIGHEHO
4quCcIIoM 0aJUIOB, OJIM3KUM K MUHUMAJIbHOMY

HeynosnerBopurensHO

21-49

FX — Hey10BIIETBOPUTEIILHO — TEOPETUUECKOE
cojiep’KaHue Kypca OCBOCHO YaCTHYHO;
HEOOXOIUMBIE TPAKTHYECKHIE HABBIKA PAOOTHI
C OCBOEGHHBIM MaTepHaIoM He
c(OpPMHUPOBAHBL; OOJIBITHHCTBO
IIPEAYCMOTPEHHBIX Y4eOHON IIporpaMMoin
00y4eHHs y4eOHbIX 3aJaHNil HEe BBIOJIHEHO
7100 KaueCTBO MX BBHITIOJHEHHUS OLICHEHO
YHCIIOM 0aJII0B, OJM3KMM K MUHUMAJIBHOMY;
IIPY AOTIOJTHHUTENBEHO CaMOCTOSATENIEHON
paboTe HaJl MaTepHaIoM Kypca BO3MOKHO
MTOBBIIIICHUE KaUeCTBA BHITIOJHEHUS yIEOHBIX
3aaHuH

HeynosnetBopurensHo

0-20

F — Hey0BIIETBOPUTENEHO — TEOPETHYECKOE
coziepkaHue Kypca He OCBOCHO;
HEOO0XOIUMBIE TPAKTUIECKUE HABBIKH paOOTHI
He c(hOPMUPOBAHBI; BCE BHITIOJIHEHHBIE
yueOHbIe 3a/1aHNs COIepIKaT rpyOble OINOKH;
JIOTIOJTHUTENbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He IpUBEIET K
KaKOMY-TH00 3HAYMMOMY HOBBILIEHHIO
Ka4eCTBA BHINOJHEHNUS yIeOHbIX 3alaHUH

He 3auteno

2. KOHTPOJIBHO-ONEHOYHBIE CPEJACTBA

2.1. OueHoYHBIE CPEACTBA TEKYLIEro KOHTPOJIsI (TUIIOBBIE)




Bonpocsl 17151 yCTHOTO onpoca:

1. [aiite onpenesieHue MOHIATHUSA «TOKYMEHT.

2. Packpoiite noustue «JIOVY». HazoBute nmpodeccroHanbHble TEPMUHBI U
olpezeseHus B 001acTu AeONPOU3BOICTBA.

3. HazoBure u packpoiTe GyHKINUN JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTH OpraHU3alUH JAEJIONPOU3BOJICTBA BbI
3Haere? HazoBuTe coxaepkaHue nakeTa O0O0s3aTENbHBIX 3aKOHOAATEIbHBIX U
HOpPMaTHBHBIX TI0KyMEHTOB B o0nactu [JOY.

5. HaszoBure nmpaBuia  yTBEpXKACHHUS JOKYMEHTOB. TpeboBaHus U
odopmiieHHE.

6. Kakne pekBU3WTHI SBISIIOTCS «HOPUAMYECKH 3HAUYUMBbIMW»? lIpaBnima mx
opopmieHus. YTo BKITIOYAET B c€0s1 MOHITHE «IIPABOBas OXpaHa JOKYMEHTOB»?

7. IlpuBenute mpUMeEpPbI JOKYMEHTOB, KOTOPbIE MOJIEXKAT YTBEPKIACHUIO U HA
KOTOPBIX CTaBUTCA Mevarh. Kak ohopMIIstoTcs nepeuHu Takux JOKYMEHTOB?

8. Ha3oBurte 3akOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/JI. Jlata BBeieHHe U 4TO OH ycTaHaBiuBaeT. HazoBute Bce
PEKBHU3UTBHL.

9. HazoBute pekBU3UTHI 00miero OnaHka W OnaHka ans nucbMa. llpaBuia
opopmiienus. Kakue Bujpl OnaHKOB Bbl 3Haete? B ueM 0coOEHHOCTH OJiaHKa
JOJDKHOCTHOTO JInia’?

10. CornacoBanue u BuzupoBanue. HazoBuTe BUIBI U CPOKHU COTJIACOBAHUS, U
BU3UPOBAHUE TOKYMEHTOB.

11. Pacckaxkute 0 medarsix W IITamMnax MNPEeaNpusATHd W opranuszanui. Ha
KaKUX JIOKyMEHTax cTaBsTcs mnevarb? Kakue TpeOoBaHMS MNpEabsABISIOT K
MCIIOJIb30BaHUIO repOoBoi neyaTu?

12. PackpoiiTe coaep:kaHUE NOHATUSA «ymnpasiaeHue». HazoBuTe cucTteMsl
NOKYMEHTOB yrpaBieHus. Packpoiite nonstue «OPJl». Kakwme rpynnsl n Buabl
TOKyMEHTOB BXoaat B OP/[?

13. Pacckaxkute 00 OCOOCHHOCTSIX AJIEKTPOHHOTO OKYMEHTA, AJIEKTPOHHOMN
MEPENUCKHU U TPeOOBAHUX, TPEIBABISEMBIX K HEH.

14. B yem ocobennoctu Omanka juisi muchMma? Ha3oBuTe pekBU3HWTHI OnaHKa
IUIS IMChMa M PEKBU3UTHI CIIY>KE€OHOTO MHUCHMA.

15. Yto pernamMeHTUpPYET THUIIOBAsI HHCTPYKUUS 1O AEJIONPOU3BOACTBY? JlaiiTe
XapaKTEPUCTHKY OPraHU3aMOHHBIM JOKYMEHTAM U HA30BUTE UX BUJBI.

16. HazoBute BuABI HHPOPMALUOHHO-CIPABOYHBIX JOKYMEHTOB, JaiTe
XapaKTEPUCTHUKY KakaoMy Buy. [IpuBenuTe n3BecTHbIC BaM BUJIbl PETUCTPAIUH.

17. laiiTe ~ XapakTEpUCTUKY YyYpPEIWUTEIbHBIM JOKYMEHTaM U  yCTaBy
npennpusitusa. Kakue Buabpl ycTaBOB BbI 3HaeTe?

18. ante  xapakTepucTuKy JOKymeHTy «llomoxxenue» u  Ha3oBUTE
CTPYKTYPHBIE YAaCTH TEKCTa JOKYMEHTA U €0 COAEP/KAHHUS.

19. Maitte xapakTepucTUKy JOKyMeHTY «HCTpykuus». [IpuBeaure npumepsl.
JIOTKHOCTHAsI MHCTPYKLMS, CTPYKTypa Tekcta. Opopmienne. O3HaKOMIICHHE.

20. ratHoe pacnucanue OCOOEHHOCTHM  COCTaBJIEHUS, OGOPMIICHHS.
TpeboBanue K UCMOIB30BAHUIO YHU(PHUIIUPOBAHHBIX (POPM.

21. IIpaBuna BHYTpEHHEr0 TPYAOBOIro pacnopsiika 1 Ilonoxenue o nepconae.



22. JlaiiTe XapaKTEPUCTUKY PACIIOPSAIUTEIBHBIM JOKYMEHTAM.

23. Ha3oBuTe BUIBI paCOPSIUTENBHBIX JOKYMEHTOB U OCOOEHHOCTH KaXA0TO0.
Ha3oBute  CTpyKTypHBIE 4YacTH TEKCTa  PaCHOPSOUTENBHBIX  JOKYMEHTOB,
odopmiieHne npeaMOyJIbl U PACTIOPSIIUTEIBHON YacTH.

24. B ueM ocoOeHHOCTH ciykeOHbIX mnuceM? HazoBuTe BHIBI CIIyXKEOHBIX
nucem. Kakue TpeGoBaHus IPENBABISAIOTCS K TEKCTY CIYKEOHBIX UceM?

25. HazoBute mpaBuia oQOpMIICHUS  pEKBU3UTa  «aapecaT». Buasl
aJpeCOBaHMSL.

26. YTo BXOOUT B MOHATUE IIPOBEACHUE SKCIIEPTU3bI LIEHHOCTU JOKYMEHTa»?

27. PackpoiiTe MOHATUS «IOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKH». JlaiiTe
XapaKTePUCTUKY KaXJOMy BHUIY JOKYMEHTOIOTOKA, YKaXUTE€ HMX OCOOEHHOCTH.
Kakum 00pa3oM onpezaensercss JOKyMEHTO000POT NpeanpusaTus?

28. Homenkmarypa nein. 3nadenue. CoctaBieHne. Buabsl HOMEHKIIATypBI.

29. IlonrotoBka IOOKYMEHTOB K cJlad€ B BEJOMCTBEHHBIM apxuB. Crnaua
JOKYMEHTOB B apXuB opraHu3zanuu. Onucu ITOKYMEHTOB, HaxOISAIIUXCS B JEJe€.
dopma U copeprkaHnue akTa 00 YHUUYTOKEHUH IOKYMEHTOB U JIE.

30. Kakue TOKyMEHTHI He MoJIekaTr peructpaunn? Kak u 3auem Belercs y4eT
TaKUX MOCTYIIJICHUIN?

31. Pacckaxkure O BHIAaX BXOASAIIMX, UCXOASAIIUX BHYTPEHHUX TOKYMEHTaX.
HoxymenToB. IlpuBenure Gopmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ noMoibo PKK 1 aBTomatnznpoBaHHoOM.

32. Yrto BkiOYAET B ceOst MOHATHE «(HOPMHUPOBAHUD» U «ODOPMIICHUSD J1eT?
HazoBute npuszHaku opopMiieHus: 00JI0KKHU Al

33. Cpoku xpaHEHMsI JOKYMEHTOB B 3aBUCHUMOCTH MX 3HauuMocCTu. HazoBure
HOPMAaTUBHBIN IOKYMEHT, 10 KOTOPOMY OIPEIEISIOT CPOKU XPAHEHUSI.

34. Yto BKJIIOYAET B CeOsl MOHSITHE «IOATOTOBKA TOKYMEHTOB K APXUBHOMY
xpaHeHuo»? OyHKIMU, 3a1a4d U OTBETCTBEHHOCTH JK.

TecTsl A5t NpoBeAeHNA KOHTPOJIbHOI PadoTHI:

1. IlpaBWibHAasA MOCJ€I0BATEIbHOCTHh HANMCAHUSA 3JIEMEHTOB MOYTOBOI0O
ajpeca HA MOYTOBBIX OTIPABJICHHUAX:

a) MOYTOBBIN UHIEKC;

0) HaMMEHOBaHME aJIpecaTa;

B) HOMEp KBapTHUPBIL;

I') Ha3BaHUE HACEJIEHHOTO IMyHKTa;

1) Ha3BaHKE 00JIACTH, Kpasi, pECITyOJINKY;

€) CTpaHa;

) HOMEp JI0Ma;

3) Ha3BaHUE YJIUIIBI.

2. YHuU(pUUMpPOBaHHAS CHCTEMA IOKYMEHTALMHU — 3TO:



a) cuctemMa JOKyMEHTAllMH, CO3JaHHasl 10 €IUHBIM IpaBujiIaM U TPEOOBAHUSM,
coziepkaiiasi nHpopmaiuoo, HeoOXOIMMYIO JJIs YIIPABICHUS B ONpeeieHHon cdepe
NESTEIbHOCTH;

0) yauduimpoBanusie  QOpPMBI  JIOKYMEHTOB, CHCTEMATU3HPOBAHHBIE  TIO
(GYHKIUAM yIpaBiICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIa€MbIMU
NOKYMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €IUHOOOpA3HbIMU  IPaBUIIAMU
o opMIICHHSI.

3. Bo3MOKHOCTH HMCIO0JIb30BaHUS (paKCHUMWIEe KAK COOCTBEHHOM MOJANMUCH
perjiaMeHTHupYeTCs:

a) rpakaaHCKUM KojekcoM PD;

0) mpaBUJIaMU JIEJIONPOU3BOJICTBA B (PeAEPATbHBIX OpraHax MCIOJHHUTEIbHON
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYeT IaHHBII HA00OP PEKBU3UTOB?

a) TocymapctBennniii rep6 Poccuiickoit ®enepanuu, repd cyObekTa
Poccuiickoii  ®enepanuu, -sMOnema opraHu3alid, TOBapHbIM 3HAK (3HAK
oOcny>KuBaHus), 1aTa, HOMEP, MECTO COCTABJICHUS WU U3aHUS;

0) OJlaHK MUCHhMa;

B) 0OIIMi1 OJIaHK;

r) 6JIaHK KOHKPETHOTO BU/Ia JOKYMEHTA.

5. Ilopsinok HAMKMCAHMSA MOYTOBOIO A/Peca YCTAHOBJICH:

a) B [IpaBunax aenonpousBojacTBa B (heepaibHbIX OpPraHax HCIOJHUTEIbHOU
BJIACTH;

06)B 'OCT P 7.0.97-2016;

B) B [IpaBuiiax oka3zaHus yciiyT OYTOBOMW CBS3H.

6. PexkBU3UT «BU32» MOKET BKJIKOYATD:

a) IOJDKHOCTh BU3HUPYIOIIETO, €ro TMOJINUCh, pacimu@poBKy (MHUIUATIBI U
dbamunms) u nary;

0) moamnuce, pactmmdposky (. U. O.), nary;

B) JIOJKHOCTD, MOJIIUACH JIATY;

T') TIOJDKHOCTh, MMOJANMUCH, paciudpoBky nmoamucu (. 1. O.).

7. 'epOoBasi meyaTh NPOCTABJISAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) MPUIJIAIICHUSX;

I') TapaHTUUHBIX;

1) ”HPOPMAITMOHHBIX.

8. Teker [OKYMEHTOB COCTAaBJSIIOT HAa TIOCYJAapCTBEHHOM  sI3bIKe
Poccmiickoii @Degepauyu WIM HAa TOCYJIAPCTBEHHBIX $3BIKAX CYObEKTOB
Poccuiickoit @enepanuu B COOTBETCTBHH C:

a) TpaBuja JIEJONPOU3BOJCTBA B (ellepalibHBIX OpraHax HMCHOJHUTEIbHOM
BJIACTH;



0) 3akoHonarenbcTBOM Poccuiickoit ®enepanuu u cyObekToB Poccuiickoii
Oenepanuuy;

B) 'CIOVY;

') TUIOBOM MHCTPYKIMEH 1O JEIOMPOU3BOACTRY.

9. lesb10 CTAHAAPTU3ANMH IOKYMEHTOB SIBJISIETCSI:

a) IOpUIUYECKOE 3aKPEIUICHUE PE3YNIbTaTOB YHU(UKAIIUN IOKYMEHTOB;

0) pa3paboTka HOMEHKIIATYPY JIET;

B) CHCTEMAaTU3aIMsl JOKYMEHTOB B OPraHU3aI1K;

r) obecrieueHre COXpPaHHOCTH JIOKYMEHTOB;

1) 3a1TUTa KOH(PUICHIIMATEHOCTH HH(POpMAITHH.

10. VYkaxkuTe BapHaHT OTBETOB, B KOTOPOM MPaBHJIbHO HA3BAaHbI
PEKBU3UTHI OJIAHKA MUCHhMA:

a) (rep0, »oMmOnema), KOJI OpraHU3allMd, HAUMEHOBAaHUSA OpTraHU3AIINH,
CIIpaBOYHBIC JaHHbIE OO0 oOpraHu3anu, Koa ¢GOpMbI JOKyMEHTa, MECTO s
IIPOCTaBIICHUS JaThl JOKYMEHTa, MECTO [IJIi MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpa JOKyMEHTA, CChUIKAa HA HOMEP U JaTy BXOJSIIET0 IOKYMEHTA;

0) (rep0, sMmOiiema), HAMMEHOBAHUSI OPTaHU3AlMM, KOJ| OpraHU3alliuM, Jaara
JTOKYMEHTa, MECTO JIJISl POCTABJICHHUS PETUCTPAIMOHHOTO HOMEpa TOKYMEHTa, MECTO
W3/IaHMs TOKYMEHTA, CChIJIKa Ha HOMEP | JIaTy BXOAIIETO JOKYMCHTA,

B) (rep0, »MOneMa), HaWMMEHOBAaHMS OpraHHU3allUd, HAUMEHOBAHHUS BHAA
JOKYMEHTa, JaTa JTOKYMEHTOB, KOJ (pOpMBbI JOKYMEHTA, MECTO JJIsi MPOCTABICHUS
PETHCTPAlIMOHHOTO HOMEpa JOKYMEHTa, CIpaBOYHBIC IaHHBIE 00 OpraHu3aIluH,
CCBUJIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep6, smOnema), HaMMEHOBAHMS OPTAHMU3AIUMHU, CIPABOYHBIC JAaHHBIE 00
opranuzanuu, koa opranuzauuu OI'PH, mecTo miist mpocTtaBiieHUsl JaThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChLIKa Ha HOMEP
U JIaTy BXOJIAIIETO JTOKYMEHTA, MECTO JUIs 3ar0JIOBKA K TEKCTY.

11. K oprann3anMoHHbIM JOKYMEHTAM OTHOCHATCH:
a) TPOTOKOJI;
0) ycras;

B) HMHCTPYKIUS;
) T[OCTaHOBJICHUE;
1)  TOJOKEHUE.
12. K pekBU3UTAM NPUKA32 OTHOCATCH:
a) ajapecar;
0) HanMMeHOBaHHWE OpraHU3aAINH;
B) HaMMEHOBAHUE BHUJA JIOKYMEHTA;
T) 3aroJIOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKIACHHUS;
€) TMOJIIHUCH.
13. AKTBI co31a10TCH:
a)  KOJUIETHMAJIbHO;
0) Ha OiaHkax;
B) Ha COBCIIAHUH;
I)  BBIIIECTOAIICH OpraHu3aluei.



14. HopMaTuBHBI aKT, W31aBaeMblii IMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU UM YYPe:KIeHHUs, ITO:
a) TIpuUKas;
0) TMOJO0XEHUE;
B) PpacHOpsKEHHUE;
I) pCIICHHE.

15. Bo BpeMsi NpOM3BOJACTBEHHOI0 COBEIIAHUSI Y AUPEKTOPAa CeKpPeTaph
3allUChIBAJT BBICTYILUICHUSI U NpuHATHe pemieHusi. Kakod nokyMeHT ciaexyer
0(pOpMHUTH IO UTOraM 3acefaHus?

a) [Tpotokour;

0) pelieHue;

B) pacIoOpsKEHUE;

I') IPOTOKOJ, PEIICHUE U PACTIOPSHKEHHE,

1) IO YCMOTPEHHUIO HayaIbCTBA.

16. PekBu3uTaMu BHEIIHEH CIIPABKU SBJISCTCSH:

a) 1evarth;

0) IMOITHUCE;

B) HANMEHOBAHME BU/Ia JOKYMEHTA;

T) agpecar;

1) HAMMEHOBaHWE OpraHU3allNH;

€) CChUIKA Ha JIaTy PETUCTPAIIMOHHBIN HOMED.

17. ®@akc oTam4yaercs OT NMCbMa M0 0POPMJIEHHUIO TeM, YTO:

a) SBJISIETCS HE TIOIJIMHHUKOM, a KOTTUEeN JOKYMEHTA;

0) COIMEPKUT Psifl TOTIOTHUTEIBLHBIX PEKBU3UTOB;

B) meyaTaeTcs Ha Tenedakce;

') HE MOXKET OBbITh 3aBEPEH NEYATHIO.

18. BoigesnTe M3 KaAKUX pa3fejioB COCTOMT TEKCT NMPHKAa3a 10 OCHOBHOM
NeATeJIbHOCTH:

a) KOHCTAaTUPYIOLIUNA U PaCOPSIUTEIbHBIH;

0) KOHCTaTUPYIOIIHMI U TTOCTAaHOBJISIONINI;

B) KOHCTaTUPYIOIINHI U TIPEAJIararoninii;

I') OCHOBHOM M KOHCTaTUPYIOIIHA.

19. Bbigeaure, B KAKOM M3 BHAOB JOKYMEHTOB He NPOCTABJISIIOTCS
PEKBU3UT HAUMEHOBAHMS BU/1A JOKYMEHTA.

a) 3asIBJICHUE;

0) cmy>ke0HOE TUCHMO;

B) JOKJIJIHAs 3aMHCKa;

I') I0J>KHOCTHASI MHCTPYKIUSL.

20. Pacnpenenure yKa3aHHble HHKe [JOKYMEHTbI Ha 3 TpyNIbL:
a) OpraHu3alMoOHHbIE, 0) pacnOpPSANTEIbHbIE, B) HHPOPMALIMOHHO-CIIPABOYHbIE.

1. Pe3rome.

2. JIomKHOCTHAsI UHCTPYKIIUSL.

3. PacniopsixeHue AUpeKTopa.

4. Cpoaka.

5. IlocTaHOBIEHNE KOJUJIETUH.



6. MHCTpyKIIKA 1O JI€T0MPOU3BOJICTBY.

7. CripaBka ¢ MecTa padoThI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacnucaHue.

10. TpynoBoii 10roBOp.

11. Ilpurnamenve Ha BBICTaBKY.

12. PernameHT.

21. Kommuccusi mo pacciiel0OBaHUIO 10Kapa, NPOU30LIEIIero B
00pa3oBaTeJIbHOM yYpeKIeHHH, YCTAHOBIWIN Psili (aKTOB, KOTOPbIE MOCTYKUJIH
npuyrHoi noxkapa. Kaxkoii 10KyMeHT J0/15KHA COCTABUTH KOMUCCHS ?

a) AKT;

0) cripaBkKy;

B) JIOKJIa/IHYIO 3aITUCKY;

I') MHCTPYKITMIO O MPOTUBOMOXKAPHOU O0€30MacHOCTH.

22.  JIOKyMeHT, aJpeCOBaAaHHBbII  PYKOBOIMTEJIO OpraHu3aluy,
coaep:kaluii  00CTOSITEJIbCTBEHHOE H3JI0KEHHEe KaKoro-imb6o Bompoca ¢
BBIBOJIAMH U NMPEAJT0KEHUSIMHU COCTABJIEHUSI, HA3bIBAETCS:

a) aKT;

0) mpecTaBIEHUE;

B) JIOKJIaJTHAs 3aMHICKA;

T') IPeIOKEHUE.

23. JlaToii cirykeOHOro NuchbMa sIBJISIETCH JaTa:

a) COCTaBJICHUS;

0) OTIIpaBJICHMUS;

B) MO/ITMCAHUS;

I') MOJTY4YEHHUS.

24. Cnucok nmpuCYTCTBYWINHMX HA 3acefaHuu oGopmiisieTcsi OTAEJbHO U
NPUJIAraeTcs K NpoToKoJIY, eCJIH TAKOBBIX:

a) boinee 15;

0) 6onee 10;

B) Oosee 25.

25. OdopmiieHue O00JI0KKH Jea I MOCJIAEAYIOIIero XpaHeHHs
onpeeysiercs:

a) CTaHJIapTOM;

0) MHCTPYKLKEH MO AeTONPOU3BOICTRY;

B) pacCTOPSKEHUEM PYKOBOIUTENS.

26. JDxkcnepTH3a HEHHOCTH I0OKYMEHTA MPOXOAUT B rana:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. HomenkJarypa aes (padounii 3K3eMILISAP) MOMEIIAK0T HA:

a) CTOJIE, MO/ CTEKJIOM;

0) nBepiie mkada ¢ TOKyMEHTaMU;

B) BHYTpPEHHEHN CTOPOHE JIBEPIHI IKada ¢ JOKYMEHTaMHU.




28. Bce aucThl esia mpH MOATOTOBKE MX K Iepeaadye B apXuB
HYMEpYHTCH:

a) YepHBIM rpaUTHBIM KapaHIaIIoOM;

0) YepHBIMU YEPHUIIAMU;

B) KPACHBIM KapaHAAIllOM.

29. Bxoasinue 10KyMEHTbI PErUCTPUPYIOTCS:

a) OCJIe O3HAKOMJICHUSI C HUMU PYKOBOIUTES;

0) B IepBOI NOJIOBUHE AHS TOJTyYEHHUS;

B) JI0 O3HAKOMJICHHS C HUMU PYKOBOIUTEIISI.

30. Kaxnasi oOpa3oBare/ibHAsi OPraHu3anus 00s13aHa UMETh:

a) CBOJIHYIO HOMEHKJIaTypy;

0) UHIUBUIyAJIbHYIO HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKIIATYDY.

31. 3a cKoJIbKO AHel 10 UCIOJHEHHUs] MPOBOIAT NMpeaynpeauTelbHbIN
KOHTPOJIb?

a) 1Ba,

0) onuH;

B) TpPH.

32. PazaenuresIAMHU B CIPABOYHOM KAPTOTEKE CJIyKaT:

a) Ha3BaHUS CTPYKTYPHBIX MOAPA3/ICIICHUN;

0) HarpaBIEHUS IEATETLHOCTH IPEIPUSATHUS;

B) JIHM HEJEIH, MEcCsIIa.

33. Ha ucxoasiiem J0KyMEHTE PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTENIEM JIOKYMEHTA;

0) Mpu perucTpaIvy;

B) M0CJI€ TOAMMUCAHUS PYKOBOJIUTEIIEM.

34. Ecsiu B eJie coaepKaTcs J0KYMEHTHI Pa3JIM4YHOM HEHHOCTH, TO CPOK
XpaHEHMS YCTAHABJIUBACTCH:

a) OOJIBIIIHIA,

0) MEHBIIHIA;

B) CpEIIHUM.

3aaHud 1191 CAMOCTOSITEJIbHOM PadoThl

3aganme 1. OdopMuTh BCE OTMETKH, KOTOpPHIE CTaBAT HAa JOKYMEHTE B
coorBerctBuM ¢ ['OCT P 7.0.97-2016. VYkaxute MECTOPACHOJIOKEHUS OSTUX
PEKBU3UTOB Ha Oyianke opmara A4.

3apanme 2. M300pa3ute cxeMaTHYECKH KIacCU(UKAIUIO JOKYMEHTOB.

3aganme 3. Bremummte Ha nuct ¢dopmara A4 Bce mpaBmia oQopMIICHUS
TEeKCTa JIOKYMEHTa: HWHTepBasbl, mpudtel u T. 1. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3aganue 4. CoctaBuTh M O(QOPMHUTH JOKJIATHYIO 3aIUCKy O HapyIICHUU
TPYJAOBOM TUCHHUILTMHBI paOOTHUKOM. Bce peKBU3UTHI U 37€MEHTHI TEKCTa JOOABUTH
camocTosTenbHo. Hamucate OOBSCHUTENBHYIO 3allUCKy OT HMMEHU pPabOTHUKA,
HAPYLIUTENS TPYIOBOM AUCIUILIUHBI.

3apanme S. HancaTth 0TBeTHOE MUCHhMO-0J1aT0JaPHOCTD HA MO3/IPaBJICHHUE.



2.2. OueHO4YHBbIE CPEACTBA IJIA MIPOMEKYTOYHOM aTTecTAlNM (3a4eT)

Bomnpocs! 1u1st npoBeieHnst 3a4era:

1. [loHsITHE «TOKYMEHT» H €r0 (DYHKIIHH.

2. Knaccugukanus 10KyMEHTOB.

3. CylHOCTh M OCHOBHO€ Ha3HAYCHUE JOKYMEHTAI[MOHHOIO OOecredeHus
NEeATENIbHOCTH Te/1arora.

4. Cuctembl TOKyMEHTALINH.

5. 3akoHo/aTeNnbHass U HOPMATUBHO-METOIMYECKas 0a3a JOKYMEHTAIIMOHHOTO
oOecrieueHus ypaBJICHUS.

6. @opmyIsip TOKYMEHTA.

7. CocTaB pEKBU3UTOB JTOKYMEHTOB.

8. TpeboBaHus kK 0OPOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus k OJaHKaM JOKYMEHTOB.

10. Cucrema JOKyMEHTAIIMHU B 00pa30BaTeIbHON OpraHU3allHu.

11. Opranuzanmonnsie qoKymMeHThI cuctembl OPJl. OO1as xapakTepucTiKa u
Ha3HAY€HUE JOKYMEHTOB.

12. Pacniopsiautenbhabie JoOKyMeHThI cucteMbl OPJI. OO01ias xapakTepucTuka u
Ha3HAY€HUE JOKYMEHTOB.

13. UadopmanioHHO-CIIpaBOYHbIle  JTOKYMeHTBl cuctemMbl OPJI.  OOmas
XapaKTepUCTUKA U Ha3HAUEHUE JJOKYMEHTOB.

14. JlenoBoe NMCbMO KaK OCHOBHOM BU/] IEPEIHCKHU.

15. biianku qys muceM. @opMysip A€IOBOTO MHChMA.

16. OcobenHocT 0pUITUATBEHO-AEIOBOTO CTHIISI COCTABICHUS TEKCTA JIEJIOBOTO
MMchMa.

17. Bunpr CITYKEOHBIX MHCEM, COCTAaBJISIOIIHE OCHOBY  JIEJIOBOM
KOPPECTIOHICHIIUH.

18. DnekTpoHHas nepenucka. NEKTPOHHBIN TOKYMEHT.

19. Opranuzarus TOKyMEHTOO00pOTa 00pa30BaTEIIbHON OPTaHN3AIINN.

20. ®opmMbl  OpraHuzanMd  pabOThl ¢ JOKyMeHTamH. J[OKyMEeHTOOOOPOT.
JIOKyMEHTOIIOTOKH.

21. ITopsimok 0O6pabOTKM BXOASIINX JOKYMEHTOB. PerucTpaius TOKyMEeHTOB.

22. Ilopsimok 00pabOTKH UCXOSIINUX JIOKYMEHTOB.

23. Ilopsiaok pabOThI C BHYTPEHHUMH JTOKyMEHTaMHU.

24. HomeHkiatypa jiedn.

25. ®opmupoBaHue, odopmIIeHHE, XpaHEHUE Jen B TEKyLIEM
JIEJIONIPOU3BOICTBE.

26. YHudukanus 10KyMeHTOB.

27. CrangapTusanus TOKyMEHTOB.

28. Hymepanust MHOTOCTpaHUYHOT'O JOKYMEHTA.

29. lllpudTel, KETaU U MOJISI, IPUMEHsIEMbIE PU OPOPMIIEHUHU JTOKYMEHTOB.

30. Pe3tome, aBToOMOrpadusi, XapaKTeprUCTUKA: MOHATHE, Ha3HAYEHHUE, COCTaB
PEKBU3HTOB.

31. 3asBieHNE: NOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.



32.
33.
34.
35.
36.
37.
38.
39.
40.
. UHCTpyKIIMSI TIO  JE€NIONpOM3BOACTBY: IOHSTHE, HAa3HAYEHUE, COCTaB

41

CHY}KC6H3H 3aIIMCKa: IIOHATHEC, HA3HAYCHUEC, COCTAaB PEKBU3UTOB.
OOBbscHHUTEIbHAS 3aITHCKA: IMOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
I[OKJIaI[HaH 3allMCKa: ITIOHATHC, HA3HAYCHHUC, COCTAB PCKBHU3UTOB.
CnpaBKa: IMOHATHUC, HA3BHAYCHHUC, COCTAB PCKBHU3UTOB.

AKT, IIPOTOKOJI: IIOHATUC, HA3HAYCHHUC, COCTAB PCKBU3UTOB.

HpI/IKaS, PaACHOPAKCHUC: ITIOHATHUC, HASHAYCHUC, COCTAB PCKBHU3UTOB.
HpI/IKaS I10 JIMYHOMY COCTAaBY: IIOHATHUC, HA3HAYCHHUC, COCTAB PCKBHU3UTOB.
yCTaB, IMOJIOKCHHUC: IIOHATUC, HA3HAUYCHUC, COCTAaB PCKBU3HUTOB.
I[OJDKHOCTHEUI HHCTPYKIMUA: ITOHATHUC, HA3HAYCHHUC, COCTAaB PCKBU3UTOB.

PCKBU3HUTOB.

42.
43.
44.
45.
46.

[IpaBuna: NoHATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

KOJUIeKTUBHBIN OTOBOD: NMTOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.
Oco0OeHHOCTH COCTaBJIEHHS TEKCTA ITPOTOKOIA.

Oco0eHHOCTH COCTaBJICHUS TEKCTA ITPHUKa3a.

PexkBu3utsl repd, sM0OsIeMa, TOBapHbBIM 3HAK (3HAK OOCIYKHBaHUsA), KOJI

(OpMBI TOKYMEHTA.

47.

PekBu3ur HamMmeHOBaHHE oprann3anigivii, HAHMMCHOBAHUC CTPYKTYPHOI'O

nmoapasacJICHuA, HAMMCHOBAHNUC NOJIKHOCTH JIMIIA.

48.
49.
50.
51.
52.

PexBU3UT CIIpaBOYHBIEC TAHHBIE 00 OPraHU3aIUH.

PexBu3UT HaMMEHOBAaHUE BHU1A IOKYMEHTA.

PexBu3uT nara nOKyMeHTa.

PexBU3UT perucTpallMOHHbIM HOMEDP IOKYMEHTA.

PexBU3UT CChUIKA HA PErMCTPALIMOHHBIA HOMEpP M AAaTy MOCTYHHUBILETO

JOKYMEHTA.

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBU3UT MeCTO cOCTaBjICHUS (M3/1aHUs1) JOKYMEHTA.
PexBu3uT rpud orpaHuyeHUs TOCTyNa K JOKYMEHTY.
PexBusut agpecar.

PexBu3uT rpud yTBEpKICHUS TOKYMEHTA.

PexBU3UT 3arojI0BOK K TEKCTY.

PexBHU3UT TEKCT NTOKYMEHTA.

PexBHU3UT OTMETKA O PUIIOKEHUH.

PexBu3ut rpud coriiacoBanusi JOKyMEHTA.

PexBu3ut BH3a.

PexBu3uT noanuce.

PexBu3uT 0TMETKA 00 3JICKTPOHHOM ITOITUCH.
PexBu3uT nevarsp.

PexBu3UT 0TMETKa 00 UCTIOJIHUTETIC.

PexBHU3UT OTMETKA O 3aBEPEHUHN KOIIHH.

PexBU3UT OTMETKA O MOCTYIJIEHUH IOKYMEHTA.
PexBU3UT pe30toLus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HAIIPABIEHUU JOKYMEHTA B JIETIO.



