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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onpx  ouneHouHbix cpenacts (POC) — HeorbemiieMas YacTh pabodeit
porpamMmbl  AUCHUIUIMHBL  «/[oKyMeHTalmoHHoe olecrieueHue o0pa3oBaTeIbHOM
OpraHu3alu» ¢ TMpeAHa3HAYeH [JIi KOHTPOJISI U OLEHKHM 00pa30oBaTeIbHBIX
JTOCTHXKEHUM CTYZICHTOB, OCBOMBIIUX MPOTPAMMY JAUCIHUIIIAHBI.

1.2. Heaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusim  OI'OC  BO  OakanmaBpuar 1O  HalpaBICHUIO  TOATOTOBKH
39.03.02 CounanpHast  paboTa, YTBEpPKIEHHOTO  MpHKa3oM  MuUHUCTEpCTBa
oOpa3zoBanus u Hayku Poccuiickoit ®eneparmuu ot 05 deBpans 2018 r. Ne 76
(c u3smMeHeHussMH M gonoiHeHusiMu) U lIpodeccroHanbHBIM  CTaHAAPTAM
«CrnenuanucT mo couralbHOM padoTey, yTBepkIeHHbIM [Iprkazom MuHucrepcTBa
Tpyla u couuanbHoW 3ammTbl Poccuiickoit ®enepamuun «O0 yTBEpkKACHUH
npodeccuonansHoro crangaptay ot 18 utonst 2020 r. Ne 3511; «Cnienmanuct oprana
OMEKH W TONEYUTEIHCTBA B OTHOLIEHUH HECOBEPIICHHOJETHUX», YTBEPKICHHBIM
nprkasoM MuUHHCTEpPCTBA Tpyla U COUMAIBHOM 3ammThl Poccuiickon deneparuu
or 06 cents6ps 2023 r. Ne 691H; «Chenuamucer mo paboTe ¢ ceMbeiy,
YTBEPKACHHBIA PUKa30M MUHKHCTEpPCTBA TpyAa U COLMAIBHOM 3allUThl Poccuiickon
®deneparun oT 14 centsiops 2023 r. Ne 7171.

1.3. Ilepeyenb kKommereHuMH, GopMHUpPYeMBIX B IpoLecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHON MPOrPaAMMBI

[Ipouiecc ocBoeHUsI AUCHUIUIMHBI HampaBlieH HAa (OPMHPOBAHUE CIEAYIOLIUX
KOMIIETEHLIUI ¥ MHIUKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'OC BO ‘ NHaukaTop A0CTHKEHHUS

YHuBepcaabHbIE

YK-4 VK-4.1

Cnocoben OCYIIECTBIISITh nenoByro | OCyliecTBIsIeT  JICIOBYI0O ~ KOMMYHHUKAIIMIO

KOMMYHHUKAIIMI0 B YCTHOM M TIHCHbMEHHOM | BYCTHOM W  mNUCbMEHHOW  Qopmax Ha

dopmMax  Ha  TOCYIapCTBEHHOM  SI3BIKE | TOCYIapCTBEHHOM SI3BIKE Poccuiickoii

Poccuiickoii @enepauun 1 nHoctpaHHoM(bIx) | deaepannn

A3bIKe(ax)

1.4. Dranbl dopMupoBaHHMsI KOMIETEHUHMH M CpeACTBA OIEHUBAHUA
YPOBHS UX ¢OPMHPOBAHHOCTH

KoHTpO/IbHO-0LIeHOYHBIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun
cpeacTna / cnocod OleHMBAHUSA

Tema 1. Teoperuko-npaBoBeie u | YK-4 BricTynuieHne Ha DpPakTUYECKHX
HOpMaTHBHBIE OCHOBBI 3aHATHUSX, YCTHBIA ONPOC
JIOKYMEHTAllHOHHOT O obecrnieueHus

yIpPaBJIEHUs

Tema 2. Cranmaptuzanms mnporecca | YK-4 BricTymiieHne Ha NOpakTUYECKUX

JOKYMCHTHPOBAHUSA 3aHATUAX, yCTHLIﬁ orpoc




Tema 3. Cucrema opranuzanuonso- | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
pacnopsaUTeNbHON TOKYMEHTALUU 3aHATHSX, YCTHBIM onpoc

Tema 4. JlenoBoe nucbmMo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
BUJI IEPEITUCKU 3aHATHSIX, YCTHBIM onpoc

Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha IPAKTUYECKHUX
JOKyMeHTooO0opoTa  00pa3oBaTeIbHON 3aHATHAX, YCTHBIHN onpoc
OpraHu3aluu

Tekymas arrecTauus YK-4 KontposbHas padota
IIpomeskyTOouHAs aTTecTALMS YK-4 3ayer

1.5. Onucanue nokasarese (GOPMUPOBAHNS KOMIIECTECHIIMMT

Kox komnerennumn Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3HaeT: TEOPETHUECKUE OCHOBBI JOKYMEHTAIIMOHHOTO 00ecreYeHus
yIpaBleHUs, €r0 TEPMUHOJOTUIO M 3aJaud; CBOWCTBA, (YHKUUH W
NpU3HAKH JOKYMEHTa; CHOCOOBI W CpelcTBa JOKYMEHTHPOBAHUS;
KJIacCH(PUKALMIO BHUIOB JIOKYMEHTOB; CTPYKTYpPY MJOKYMEHTOB U
HOpPMAaTHBHBIE TPEOOBAHUS K MX COCTABICHHUIO U O()OPMIICHHIO.

VMeeT: cocTaBlsATh M OQOPMIATH JOKYMEHTBHI, HCIIOJIB3yeMbIe B
npoeCCHOHATBHON  JESTeIbHOCTH TIEeJarora B COOTBETCTBHH  C
YCTAQHOBJIICHHBIMH  TPEOOBaHMSAMH, B TOM  YHCJIE€  HCIIOJIB3YS
MH(POPMALMOHHBIE TEXHOJIOTHH.

Brnaneer HaBbIkamu: cocTaBieHHS U O(GOPMIICHHUS Pa3JIMYHBIX BUIOB
JOKYMEHTOB TpPAJUIIMOHHBIM CIIOCOOOM W B DJEKTPOHHOM BUJE,
HaBBIKAMH JISTIOBBIX KOMMYHHUKAIIMH B YCTHOM M MUCBMEHHOM popme Ha
PYCCKOM SI3bIKE.

1.6. Kpurepum ouneHMBaHUsI KOMIIETCHIMII HAa Pa3sHBIX 3Tanax MX
(¢opMupoBanusn

KoumuectBo
Buj yueoHoii padoThl 0aJi10B
101010 300

BeinonHenue u 3amura npakTHYECKuX padoT 40 45
KonrponsHas pabora 15 15
KoHTpoiib caMmocTosITENhHOM paboThI 20 20
YcTHBI 3auer 25 20
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0aLHOM HIKAJIE

Yernipexoa/uibHAs Cucrema
100-6annbHasi | BykBeHHas mKkaJjia, cooTBeTcTByromasi 100-
cHUCTEMA OlEHMBAHMSA OlICeHUBAHUS

mKaJjaa 0aJTILHOM 1IKaJIe
IK3aME¢Ha 3a4yera

OTnnyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIepIKaHHE
Kypca OCBOEHO MOJHOCTHI0, 0€3 TIPOOEeIoB;
HEO0XO/IMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJIOM C(hOpMHUPOBAHBI,
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00yueHHs y4eOHbIe 3a1aHHs BBITIOJIHEHBI,
Ka4eCTBO MX BBITIOJTHEHUS OI[CHEHO YHCIIOM
0aJuIoB, OJIM3KUM K MAKCHMAaJIbHOMY

3aureHo




Xoporo

83-89

B — o4eHB XOpOIIIO — TEOPETUIECKOE
COJICpKAHUE Kypca OCBOCHO TOJIHOCTHIO, 0e3
po0OesIoB; HEOOXOTUMBIC MPAKTHYCCKIE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c(hOpMHUPOBaAHEI; BCE
MIPEyCMOTPCHHBIC IIPOTPAMMO 00yUYCHUS
y4eOHbIE 3a/JaHNUs BBITIOJIHEHBI, KAYECTBO
BBINOIHEH NS OOJILIIMHCTBA U3 HUX OLIEHEHO
YHUCJIOM 0aJUIOB, OJM3KMM K MAaKCUMAJILHOMY

Xopomio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIEPIKAHIE
Kypca OCBOCHO MOJIHOCTBIO; HEKOTOPhIS
MPaKTHYECKHE HABBIKK PAabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHHsl yueOHBIC 3a1aHUS BHITIOJTHCHBI,
Ka4yeCTBO BBLIIIOIHEHHS HU OJHOIO U3 HUX HE
OLICHEHO MUHHMAJIbLHLIM YHCIIOM 0aJlIoB,
HEKOTOPBIC BUJIBI 3aITaHHI BHITIOJIHCHBI C
oLInoKamMu

Y 10BJIETBOPUTEIBLHO

63-74

D — ynoBneTBOpUTEIBHO — TEOPETHUECKOE
cofiep’KaHUE Kypca OCBOCHO YaCTUYHO, HO
Ipo0eIBl He HOCST CYIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE IPAKTUIECKHE
HaBBIKH PaOOTHI ¢ OCBOCHHBIM MaTepHaioM B
OCHOBHOM c()OPMHPOBAHBI; OOJIBITHHCTBO
MIPEAYCMOTPEHHBIX MPOrpaMMoii 00yUeHHUs
y‘ICGHLIX 3a,uaH1/u71 BBITIOJTHEHO, HEKOTOPHIC U3
BBITTOJTHCHHBIX SaﬂaHI/Iﬁ coaecpIKat OIINOKU

YV 10BJIETBOPUTEIBLHO

50-62

E — nocpeacTBeHHO — TeOopeTHYECKOE
COZlep’KaHUe Kypca OCBOSHO YaCTUYHO;
HEKOTOPbIE NPAKTUYECKUE HABBIKK PabOThI HE
c(OpMHUPOBaHbI, MHOTHE MPEAYCMOTPEHHBIC
y4eOHOI mporpaMMoii 00y4IeHUs yIeOHbIe
3aJ1aHMs HE BBINIOJHEHBI JIMOO KauecTBO
BBINIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIGHEHO
YHCIIOM OAIJIOB, OJIU3KUM K MUHUMAIBHOMY

HeynosnerBopurenbsHo

21-49

FX — HeyIOBIETBOPUTEIHHO — TEOPETUIECKOE
COJIEp>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEOO0XOIUMBIC TIPAKTHYECKUE HABBIKH PaOOTHI
C OCBOCHHBIM MaTepHajIoM He
c(hopMHUPOBaHBI; OONBITUHCTBO
HPeAyCMOTPEHHBIX yUeOHOH porpamMmoit
00y4eHus: yueOHBIX 3aJJaHUN HE BBITOJTHEHO
100 KaueCcTBO UX BBIIIOJIHEHUS OL[EHEHO
YHCIIOM 0aIoB, OJM3KAM K MHHUMAIEHOMY
MIPH IOTIOJHUTEIBHO CAMOCTOSITEIbHOM
paboTe Hazx MaTepuaIoM Kypca BO3MOKHO
MTOBBIIICHUE KAYeCTBA BBIITOTHEHUS YUCOHBIX
3a/laHui

HeynosnerBopurensHo

0-20

F — Hey10BJIETBOPUTEIHHO — TEOPETHIECKOE
cofiep’KaHuE Kypca HE OCBOEHO;
HEO0XO/IMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
He c(popMUPOBAHBI; BCE BHITOJIHEHHEIE
y4deOHbIe 3aJJaHNs COep)KaT rpyObIe OMHNOKY;
JOTOJIHUTENbHAsI CAMOCTOsATENbHAS paboTa
HaJI MaTepHaJIoM Kypca He TIPUBENET K
KaKOMY-IH00 3HaYNMOMY ITOBBIIICHUIO
Ka4yecTBa BBIIOJIHEHHS YUSOHBIX 3aJaHUH

He 3aureno




2. KOHTPOJIBHO-OIIEHOYHBIE CPEJACTBA
2.1. OueHo4YHbIE CPEACTBA TEKYLIEro KOHTPOJIsl (TUIIOBbIE)

Bomnpocsl 1U1s1 yCTHOTO onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

2. Packpoiite nousitue «J10VY». HazoBure mnpodeccruoHaabHble TEPMHUHBI U
OIpesieNieHUs B 00JIaCTH AEIONPOU3BOJICTBA.

3. HazoBute u packpoiiTe pyHKIHMHA JOKYMEHTOB.

4. Kakue OCHOBHbIE 3aKOHBI B 00JIaCTU OpraHU3alMM JEJIONPOU3BOICTBA Bbl
3Haere? HaszoBuTe colepkaHue MakeTa O0OS3aTENIbHBIX 3aKOHOAATEIbHBIX U
HOPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JOKYMEHTOB. TpeboBaHus U
oopMIICHHE.

6. Kakue peKBU3UTHI SIBIAIOTCS «IOPUAWYECKH 3HAYMMBIMI»? [IpaBuia ux
oopmienus. YTo BKIIOYAET B c€0s MOHITHE «IIPaBOBasi OXpaHa JOKYMEHTOB»?

7. IlpuBeaute npuMepbl TOKYMEHTOB, KOTOPBIE MOJJIEKAT YTBEPKICHUIO U HA
KOTOPBIX CTaBUTCS Nedarh. Kak opopMIIIOTCS NepeyHn TaKuX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OP/I. Jlata BBeieHHE M 4TO OH ycTaHaBiauBaeT. HazoBute Bce
PEKBU3HTEI.

9. HazoBure pekBu3uTHI 00Iero Ojanka u OjaHka g nuchbMa. I[lpaBuita
opopmiienusi. Kakue Buapl OmaHkoB Bbl 3Haere? B uem ocoOeHHOCTh OiaHka
JOJDKHOCTHOTO JIuia’?

10. CornacoBanue u Bu3upoBanue. Ha3zoBute BUIbI U CPOKH COTJIACOBAHUSA, U
BU3UPOBAHKUE TOKYMEHTOB.

11. Pacckaxxute O medarsx M IITaMIax NpeaupusTHil W opranuzauui. Ha
KaKuX JIOKyMeHTax crTaBsTcs mnedarb? Kakue TpeOoBaHUS NPEABSBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe conepikaHue TOHSATUS «ympaBieHue». Ha3oBuTe CHCTEMBI
NOKyYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxxure 00 OCOOEHHOCTSAX SJEKTPOHHOIO JOKYMEHTA, JJEKTPOHHOMU
NEPENUCKU U TPEOOBAHUSIX, IPEAbIBISIEMBIX K HEH.

14. B yem ocobOenHoctu OjaHka juis mucbMma? HazoBute peKkBH3WTHI OJaHKa
JUISL IMChMa U PEKBU3UTHI CITyKEOHOTO MHUChMA.

15. Yto pernaMeHTUpPYET TUIIOBAsI MHCTPYKIUS O AeJI0onpou3BocTBy? [aiite
XapaKTEPUCTUKY OPTraHU3aMOHHBIM JOKYMEHTAM U Ha30BUTE UX BUJBIL.

16. HazoBute Buabl UHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe u3BeCcTHbIE BaM BUIbl PETUCTPALUU.

17. JlaiiTe  XapaKTepUCTUKY yUpPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npeanpusatusd. Kakvue BUJIbl yCTaBOB Bbl 3HAaETE?

18. Jlaiite = xapaktepuctuky aAokymeHty «llojoxkeHue» ©  Ha30BUTE
CTPYKTYpHBIE€ YACTH TEKCTa JOKYMEHTA U €r0 COJAEPKaHMUS.



19. JlaiiTe xapakTepucTuky AokymeHTy « MHCTpykius». [IpuBeaute npumepsl.
JlomKHOCTHAS MHCTPYKIHS, CTPYKTypa Tekcta. Odopmierue. O3HakOMIICHHUE.

20. lltatnoe  pacnucanne OCOOEGHHOCTH  COCTaBICHHUS, O(OPMIICHHS.
TpebGoBanue K UCIIOJIB30BAHUIO YHUDHUITUPOBAHHBIX (HOPM.

21. TlpaBuna BHYTpEHHETO TPYA0BOIO pacnopsiika u [lonoxxeHnue o nepconasie.

22. JlaiiTe XapaKTEepUCTUKY PACIIOPATUTENIbHBIM IOKyMEHTAM.

23. HazoBute BUIBI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSIUTENbHBIX  JOKYMEHTOB,
odopmieHre peaMOyIIbl U PACTIOPSAUTEIBHON YacTH.

24. B yeM ocoOeHHOCTH CiyXeOHbIX muceM? HazoBuTe BHUIBI CITYXKEOHBIX
nuceM. Kakue TpeGoBaHuUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX MuceM?

25. HazoButre mpaBuia oGOpMIICHHS  PEKBU3UTA  «aapecar». Bumusel
a/IpeCOBaHMSI.

26. UTO BXOJUT B MOHSATUE «IIPOBEICHUE IKCIIEPTU3HI IICHHOCTH IOKyMEHTa»?

27. PackpoiTe TOHATUSA <«IOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiTe
XapaKTEPUCTUKY KaXIOMy BHAY JOKYMEHTOIIOTOKA, YKaXXUTE€ HX OCOOEHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEHTOO00POT NPEapUsTUS?

28. Homenknatypa nen. 3Hadenue. CocrapiieHue. Buabl HOMEHKIIATYpBHI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Crnaua
JOKYMEHTOB B apXWB opraHu3anu. Onucu JTOKYMEHTOB, HaxOIAIIUXCSA B JeEIe€.
®dopma u conepkaHue akTa 00 YHUYTOKEHUHU JOKYMEHTOB U JIE.

30. Kakue nokymeHTHI He moaiexar peructpanunu? Kak u 3auem Benercst yder
TaKuX MOCTYIUICHHN?

31. PacckaxuTe 0 BHIAX BXOJSIINX, MCXOIANINX BHYTPEHHUX JOKyMEHTAaX.
HoxymenToB. IlpuBenutre Gopmbl KypHalbHOW perucTpanuu. Pacckaxure o
peructpanuu ¢ nomousro PKK u aBromaTtusnpoBanHoi.

32. Yto BkiIOYAET B ceOs MOHATHE «(POPMUPOBAHUS» U «ODOPMIICHUSD J1ET?
HazoBute npuszHaku opopmMiieHUs: 00JI0XKKH JEII.

33. Cpoku XpaHeHHs] JOKYMEHTOB B 3aBHCHUMOCTH WX 3HaumMocTu. HazoBute
HOPMAaTUBHBIN TOKYMEHT, 10 KOTOPOMY OIIPEIEISIOT CPOKU XPAHEHUS.

34. Yto BKIIOYAET B ce0s MOHATHE «MOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuo»? OyHKINH, 3aa41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAs MOCJE€I0BATEIBLHOCTh HANMNCAHUS IJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEpP KBApTHUPBHI;

I') Ha3BaHWE HACEJICHHOTO MyHKTA,

1) Ha3BaHUE 00J1acTH, Kpasi, peCIyOInKH;

€) CTpaHa;



’K) HOMED JIOMa;

3) HA3BAHHE YJIMIIBL.

2. YHuuuupoBaHHas CUCTEMA JOKYMEHTALMHU — 3TO:

a) cucTemMa JOKYMEHTAIIMH, CO3/IaHHas M0 €AMHBIM IpaBWIaM U TPeOOBaHUIM,
coaepkarias HHGOpMaIMIo, HEOOXOIUMYIO VISl YIPABICHHS B ONpeIeTICHHON cdepe
NEATEIBHOCTH;

0) yauduiupoBaHHbie  GOpMBI  TOKYMEHTOB, CHCTEMaTH3WPOBAHHBIE IO
(GYHKIUAM YIIpaBJICHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PEIIAEMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  IpaBUJIAMH
odopMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM MOANMMCH
perjiaMeHTUPYeTCs:

a) TpaXxJaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu J€JIOMPOU3BOACTBA B (peiepanbHBIX OpraHax HCIOJIHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHBIN HA00P PEKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoit  denepanuu, -sMOnema opraHu3alMu, TOBapHBIA 3HAK (3HAK
oOCIIyK1BaHUs), JaTa, HOMEP, MECTO COCTABJICHUS WM U3/1aHUS;

0) OJ1aHK TTUCHMa;

B) 001IMii ONaHK;

r) OJJTaHK KOHKPETHOTO BHJIa JOKYMEHTA.

5. Ilopsinok HAMUCAHMS IOYTOBOIO A/IPeca YCTAHOBJICH:

a) B [lpaBmiax nenompous3BOACTBA B (heliepalbHBIX OpraHax HCIOJHUTEIbHOU
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax okazaHus ycayr mOYTOBOM CBS3H.

6. PexkBU3NMT «BU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIEro, €ro MNOJANHCh, PacIM(PpPOBKY (MHHUIHAIBI U
dbamunus) u gary;

0) moanuce, pacuupporky (d. U. O.), naty;

B) IOJDKHOCTB, TIOJIIUACH J1ATy;

T') IOJDKHOCTD, OMNMUCH, pactmdpoBky noamnucu (d. U. O.).

7. 'epOoBasi ne4yaThb NPOCTABJISAETCS HA MUCHMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) MPUTJIAIICHUSX;

I') rapaHTUITHBIX;

1) ”HGOPMALIIOHHBIX.

8. Teker [AOKYMEHTOB COCTABJSKOT HAa TOCYIapPCTBEHHOM  fI3bIKE
Poccuiickoii ®enepanuv WJIH Ha TOCYJAPCTBEHHBIX $A3bIKAX CY0ObEKTOB
Poccuiickoii @egepauiu B COOTBETCTBUM C:



a) MpaBUjia JIENONPOU3BOJICTBA B (heepalibHbIX OpraHax MCIOIHUTEIbHON
BJIACTH;

0) 3akoHomarenbcTBOM Poccuiickoil ®enepaunn U cyObekToB Poccuiickoii
denepannu;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/JICTRY.

9. lesbI0 CTAHIAPTU3AIUM TOKYMEHTOB SIBJISIETCS

a) IOPUJINYECKOE 3aKPEIUICHUE PE3YIbTATOB YHU(DUKAIIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIeT;

B) cCTeMaTH3allus JOKYMEHTOB B OpraHU3allNH;

r) oOecrie4eHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITNATBHOCTH HH(POpMaIIIH.

10. VYkaxkuTe BaApPHAHT OTBETOB, B KOTOPOM MNPABWIbLHO Ha3BaHbI
PEKBU3HUTHI OJIAHKA MUCHbMA:

a) (rep6, »MOnema), KOJ OpraHu3aluyd, HAUMEHOBAHUSI OpTraHU3allUU,
CIpaBOYHBIC JaHHBIC 00 oOpraHu3anuu, Koa ¢GOpMBI TOKyMEHTa, MECTO IS
MPOCTABJICHUS JaThl JOKyMEHTa, MECTO JJIs MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMEP U JaTy BXOJSIIETO TOKYMEHTA;

0) (repdb, 5MmOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHu3alluM, JaTa
TOKyMEHTA, MECTO JIJISI POCTABJICHUS PETUCTPAIMOHHOTO HOMEpa TIOKYMEHTa, MECTO
W3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JJaTy BXOJSIIETO JIOKYMEHTA;

B) (rep0, omMOnema), HAMMEHOBAHMUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTA, JaTra JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTaBIICHUS
PETHCTPAlIMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3allu,
CChUIIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIPABOYHBIE JAaHHBIE 00
opranusanuu, koa opranuzaunu OI'PH, mecTo s nmpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJISl POCTABJCHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChIIKAa Ha HOMEDP
U ATy BXOJSIIETO JOKYMEHTa, MECTO ISl 3aT0JIOBKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTAM OTHOCATCS:
a) TPOTOKOJI,
0) ycrTas;

B) MHCTPYKIIUS;
I) T[OCTAaHOBJICHUE;
N) TOJOKECHUE.
12. K pekBM3MTaM NMPUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HauMMEHOBAaHWE BUJA JOKYMECHTA,
I) 3arojioBOK K TEKCTY, TEKCT;
n) rpud yTBEpKICHUS;
€) TIOAIHUCH.
13. AKTBI €O31210TCS:
a) KOJUICTHAJIBHO;
0) Ha OmaHkax;



B) Ha COBCIAHWH;
I)  BBIIECTOALICH OPraHU3AIUEH.

14. HopmaTuBHBI aKT, HM3AaBaeMblii JHMPEKTOPOM 00pa30BaTeJIbHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:

a) MpuUKas;

0) TIOJOXKCHHE,

B) PpACIOPSIKEHUE;
I) pelieHue.

15. Bo BpemMsi NpOU3BOACTBEHHOI0 COBENIAHMS y JAMPEKTOPA CeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoil TOKymMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) paclopsHKEeHHE;

I') IPOTOKOJI, PEIICHUE U PACTIOPSKEHUE;

1) IO yCMOTPEHHUIO HAYaJIbCTBA.

16. PexkBu3duTtamMu BHeLIHEl CIIPAaBKH SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA;

r) agpecar;

1) HAUMEHOBAHWE OPTaHU3ALINY;

€) CCBUIKA Ha JaTy PETUCTPAalMOHHBIA HOMED.

17. ®@axkc oTiIm4aercsi OT NMCbMA MO0 0)OPMIIEHHIO TEM, YTO:

a) SIBJISIETCS HE TOJIMHHUKOM, a KOIHEN JOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BbigesnTe M3 KaKUX pa3esioB COCTOMT TEKCT NMPHUKA3a 10 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUIA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoIiuii;

I') OCHOBHOM M KOHCTATUPYIOIIHA.

19. Bbizenure, B KaKOM H3 BHAOB [J0KYMEHTOB He€ IPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHEMO;

B) JIOKJIa/IHAs 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpepenure YyKa3aHHble HUJKe [IOKYMEHTbI Ha 3 Trpynmbl:
a) OpraHu3anuoOHHbIe, 0) pacnopsAUTEeIbHbIE, B) HHPOPMALIMOHHO-CIIPABOYHbBIE.

1. Pestome.

2. J1oJKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue 1upekTopa.



4. CBonka.

5. [TocTanoBNEHNE KOJIJIETUHU.

6. UHCTpYKITHS TTO TETOTPOU3BO/ICTBY.

7. CnpaBka ¢ Mecta pabOTHI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacmcaHue.

10. TpynoBoii AOTOBOP.

11. IlpurnamieHue Ha BHICTABKY.

12. Pernamenr.

21. Komuccusi 1o pacciegoBaHMI0O MOKapa, NPOU3OLIEINIero B
00pa3oBaTeIbHOM YUpeKAeHUH, YCTAHOBUIM Psil PaKTOB, KOTOPbIE MOCTYKUIU
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AKT;

0) cripaBky;

B) JOKJIaHYIO 3aIUCKY;

') HHCTPYKLIHIO O TPOTUBOIIOXAPHOK O€3011aCHOCTH.

22.  JIOKyMeHT,  aJpecOBaHHbIii  PYKOBOJAUTEJII0  OpPraHu3aIuM,
cojepKaluii 00CTOSITEILCTBEHHOE M3JI0OKEHHEe KaKoro-iuéo Bompoca ¢
BBIBOJIAMH U MPEII0KEHUSIMHU COCTABJIEHNSI, HA3bIBAETCS:

a) aKT;

0) nmpeacTaBICHUE;

B) JIOKJIaJ[HAs 3aMHUCKa;

) IPEAJIOKEHHUE.

23. JlaToii ciy:ke0HOT0 MUChbMA SIBJISIeTCS 1aTa:

a) COCTaBJICHUS,

0) OoTIIpaBJICHMUS;

B) OJAMMUCAHUS,

T') MOJYYEHUS.

24. CnucoK MPUCYTCTBYIOIIMX HA 3acedaHUM O(OPMIISETCS OTAeJIbHO H
NPUJIAraeTcsi K NpPOTOKOJIY, €CJIM TAKOBbBIX:

a) oonee 15;

0) 6oee 10;

B) OoJiee 25.

25. OdopmiieHne 00J0KKH Jeja AJA  NOC/HAeAYIOIero XpaHeHus!
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTPYKIIUEH TI0 IEeTTOTIPOU3BOJICTBY;

B) pacIopsHDKEHUEM PYKOBOIUTEIS.

26. JKkcnepTH3a HEeHHOCTH JOKYMEHTA IPOXOIMUT B Tamna:

a) YEeThIPE;

0) Tpu;

B) JIBa.

27. HomenkiaTtypa aeJ1 (pado4uii 3Kk3eMILISIp) NOMEIIAKT HA:

a) CTOJIE, IO CTEKIIOM;

0) nBepiie mkada c JTOKyMEHTaMU;




B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce gaucTBI fJejia NPH NOATOTOBKE HMX K Iepejaye B AapXuB
HYMEPYIOTCH:

a) YepHBIM rpaUTHHIM KapaHIaIlIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasinue 10KyMeHTbI PperuCTPUPYIOTCS:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOJAMTEIIS;

0) B mepBOM MTOJIOBUHE JTHS MTOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Ka:xknast oOpa3oBaTe/ibHAsi OPraHu3anus 00si3aHa UMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) UHIUBUIYaIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a cKkOJbKO JHeH 10 HCIOJHEHHUs] TMPOBOASAT MNpPeaynpeauTeabHbIH
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. Pa3eiuTe/IsSiMH B CIIPABOYHOM KapPTOTEKe CJIYKAT:

a) Ha3BaHUSI CTPYKTYPHBIX MMOJPA3ICICHUM;

0) HampaBIIeHUs JEATEIBHOCTU MPEATPUITHS,

B) JIHU HEJIEJIH, MECSIIA.

33. Ha ucxoasiieM J10KyMeHTe PEKBU3UT «1aTa» CTABUTCS:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpalny,

B) MIOCJIE MOJIMTUCAHUS PYKOBOAUTEIIEM.

34. Ecau B fejie copepKAaTCA JOKYMEHThI Pa3IUYHON IeHHOCTH, TO CPOK
XpaHeHHsl yCTAHABJIMBAETCS:

a) OOJNBIINI;

0) MEHBIIINIA;

B) CPEIHUM.

3amaHus I CAaMOCTOSATENIbLHON PadoThI

3aganme 1. OdopmMuTh BCE OTMETKH, KOTOPHIE CTaBSIT Ha JIOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIONKEHUS 3TUX
PEKBHU3UTOB Ha OyaHke popmara A4.

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

3aganme 3. Bemmmmumre Ha auct dopmara A4 Bce mpaBuia o(OpPMIICHHUS
TEeKCTa JOKYMEHTa: HMHTepBasibl, mpudThl U T. A. B coorBerctBun ¢ ['OCT P
7.0.97-2016.

3ananmne 4. CoctaBuTh U OGOPMHUTH AOKIAIHYIO 3aMUCKy O HapyLIEHUU
TPYJIOBOM IUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABUTH
camoctoaTenbHo. Hamucath OOBSCHUTENBHYIO 3alHUCKy OT HMMEHU paOOTHUKA,
HapYILIUTENS TPYAOBOM AUCIUIUIMHBI.



3aganue 5. Hanmucath 0TBETHOE MMCHMO-0J1aroJapHOCTh Ha MO3/IpaBJICHHUE.
2.2. OueHOYHbIE CPeACTBA 1JIsl MPOMEKYTOUHOI aTTecTalnu (3a4eT)

Bonpocsl 1J151 NpoBeieHNs 3a4eTa:

1. ITonsTHE «JIOKyMEHT» U €T0 (PYHKIIUU.

2. Knaccudukanus J0KyMEHTOB.

3. CylHOCTh M OCHOBHOE HAa3HA4Y€HHE JOKYMEHTAI[MOHHOTO OOecrnedeHus
JesATEeIbHOCTH Tearora.

4. CucreMbl TOKYMEHTAIIUH.

5. 3akoHO/aTeNIbHAsE U HOPMAaTUBHO-METOJIMYECKas 0a3a IOKYMEHTAllMOHHOTO
oOecrieueHus: ypaBJICHHUS.

6. ®opmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OaHKaM JOKYMEHTOB.

10. Cucrema moKyMeHTAIIMU B 00pa30BaTeIbHON OpraHU3aIlny.

11. Opranuzanonusie JOKyMeHTbl cucteMbl OPJ[. OOmas xapakrepucTuka u
Ha3HAYEHUE JOKYMEHTOB.

12. Pacniopsinutenbhbie JokyMeHTHI cucteMmbl OPJ]. OGmiast xapakrepucTuka u
Ha3HAa4YeHHE JOKYMEHTOB.

13. UndopmaiiioHHO-CclipaBouHble  TOKyMeHThl cucteMbl OPJl.  OO6mas
XapaKTepUCTUKA U Ha3HaYCHUE JOKYMEHTOB.

14. JlenoBoe MIUCbMO KaK OCHOBHOM BH/I ITEPEITUCKHU.

15. bnanku st mrucem. @opmyJisip 1€T0BOTO MUChMA.

16. OcoGeHHOCTH OPUITHATBHO-IETIOBOTO CTUJISI COCTaBJICHUS TEKCTa JIET0BOTO
nUchMa.

17. Buapl  choy>XeOHBIX  TIHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHECHIIUH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeILHON OpraHU3aIlny.

20. ®opmbl  opraHW3any  pabOTBl € JOKYMEHTaMHu. JlOKyMEHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimox 06pabOTKU BXOIAIINX TIOKYMEHTOB. Peructpaius 10KyMEHTOB.

22. Tlopsiiok 06pabOTKU UCXOSAIINX JOKYMEHTOB.

23. Tlopsimok paboOThI C BHYTPEHHUMHU JOKYMEHTaMHU.

24. HomenknaTypa zied.

25. ®opmupoBanue,  odopmIIeHHE,  XpaHEHHWe  Jel B TEKYIIeM
JEJIONPOU3BOCTBE.

26. Yaudukamus 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaiysi MHOTOCTPAaHUYHOTO JOKYMEHTA.

29. Wpudtel, KErau u Nos, TpuMeHsieMble npyu 0hOPMIIEHUN JOKYMEHTOB.

30. Pe3tome, aBToOMOrpadus, XapakTepucTHUKa: MOHATHE, Ha3HAYEHUE, COCTaB
PEKBHU3UTOB.



31.
32,
33.
34,
35.
36.
37.
38.
39.
40.
41.

3asBicHHE: INIOHATHUEC, HASHAYCHUC, COCTAB PCKBU3HUTOB.

CJ'Iy>KG6Ha$I 3aIIMCKa: MOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
OOBsicHUTEIbHAS 3aIHCKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IMOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3HUTOB.
CnpaBKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaS, PaACIOPAKCHHUC: ITOHATHUC, HASHAYCHUC, COCTAaB PCKBU3HUTOB.
HpI/IKaS I10 THYHOMY COCTAaBYy: IIOHATHC, HA3HAYCHHUC, COCTAaB PCKBU3UTOB.
YCTaB, ITOJIOKCHHC: ITIOHATHUC, HABHAYCHUC, COCTAB PCKBU3HUTOB.
I[OJDKHOCTH&H HHCTPYKIHUA: IIOHATUC, HA3HAYCHUC, COCTAB PCKBU3UTOB.
HHCTpYKHI/IH o  ACIOIIPOU3BOACTBY: IIOHATHUC, HA3HAYCHHUC, COCTAB

PCKBHU3UTOB.

42.
43.
44,
45.
46.

[IpaBuna: NoHsATHE, HA3HAYECHHE, COCTAB PEKBU3UTOB.

KomiekTuBHBIN 10TrOBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHHS TEKCTA TPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMSI TEKCTA IIPUKA3a.

PexkBusutsl rep0, sMOemMa, TOBApHBIM 3HAK (3HAK OOCIYKMBAHMS), KOJ

(bOopMBI TIOKYMEHTA.

47.

PexBU3UT HaMMEHOBaHWE OpraHU3allk, HAMMEHOBAHUE CTPYKTYPHOrO

noapasacICHusl, HAMMCHOBAHWC TOJKHOCTH JIMIIA.

48.
49.
50.
ol.
92.

PexBU3UT cripaBOYHBIC JaHHBIE 00 OpraHU3allUU.

PexBU3UT HaMMEHOBAHKE BU/1A IOKYMEHTA.

PexBu3uT nara 10KyMeHTa.

PexBU3UT perucTpaliMOHHbIA HOMEP TIOKYMEHTA.

PexBU3UT CChUIKA HAa PETUCTPALMOHHBIM HOMEP M JAaTy IMOCTYIMBILIETO

JIOKYMEHTA.

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

PexBU3UT MeCTO cocTaByieHUs (M3/1aHMs) TOKYMEHTA.
PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.
PexBusur angpecar.

PexBu3ut rpud yTBEpKACHUS TOKYMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PexBU3HUT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MIPUIIOKEHUHU.

PexBusut rpud cormacoBaHusi JOKYMEHTA.

PexBusur Bu3a.

PexBu3uT noamnuce.

PexBu3uT oT™METKa 00 3JIEKTPOHHOM TTOITUCH.
PexBu3uT neyars.

PexBu3uT oT™METKa 00 UCTIOJTHUTEE.

PexBU3UT OTMETKA O 3aBEPEHUHN KOTIUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3uT pe3osronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HANpPaBJICHUU JOKYMEHTA B JIEJIO.



