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1. MACHHOPT ®OHJAA OINEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHUSA

®onpa  oneHouHbix cpeacts  (POC) HEOThEMJIEMasl 4acTh paboueit
IPOrpaMMBbl TUCHUIUTHHBI «J{0KyMeHTOOOOpOT B OpraHU3aIMiy» U MpeIHa3HAuCH IS
KOHTPOJII W OLEHKH O0Opa3oBaTeNbHBIX JOCTIKEHHHA CTYJEHTOB, OCBOMBIIHUX
porpamMmy JTACUUTUIAHBI.

1.2. Hesaun u 3ax0a4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusiMm PI'OC BO OakanaBpuar mo HampapiieHHIO ToarotoBku 45.03.02
JIMHTBUCTHKA, YTBEPXKJACHHBIM IMpPUKa3oM MUHHUCTEPCTBA 00pa3oBaHUsS M HAYKH
Poccuiickoit ®enepanuu or 12 aBrycra 2020 1. Ne 969 «OO6 yTBepxkaeHUU
dbenepalbHOTO  TOCYJAapCTBEHHOTO  00pa30BaTENBLHOTO  CTAaHAApPTa  BBICIIETO
o0pa3oBaHUs.

1.3. Ilepeyenbr KomMmereHUMH, (GOpMHPYEeMBIX B Ipouecce OCBOCHUSA
OCHOBHOI1 00pa30BaTE/IbLHON MPOrPaAMMBI

[Ipouiecc ocBOeHUsT AUCHUIUIMHBI HAaNpaBlIeH Ha (hOPMUPOBAHUE CIEAYIOIINX
KOMIIETEHUIUHA U MHIUKATOPOB UX JOCTH)KEHHUS:

Kox mo ®I'OC BO \ NHaukaTop 10CTHKEHU

YHuBepcaabHbIe

VYK-4. CnocobGen ocymecTBiiATh jenoByto | YK-4.2. Bexer JenoByl0 MepenucKky Ha
KOMMYHHMKAI[MI0O B YCTHOM U IIHMCBbMEHHOM | pyCCKOM f3BIKE C YYE€TOM OCOOEHHOCTEH

dopmMax  Ha  TOCYyNapCTBEHHOM  SI3bIKE | CTWJIMCTHKU O(UIMATBHBIX U HEO(UIIHATBHBIX
Poccuiickoit denepannn u MHOCTPAaHHOM(BIX) | ITHCEM
A3bIKe(ax)

1.4. Dranbl (QopMHpPOBaHUSI KOMIETEHIWH W CPeICTBA OLEHUBAHHUS
YPOBHSA UX CP)OPMHPOBAHHOCTH

N KoHTpo/ibHO-0LIeHOYHBbIE

Jrtansl popmupoBanusa komnereHuui | Komnerenuun

cpeacTBa / cnocod OneHuBaAHUSA
Tema 1. Teoperuxo-npaBosle U | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
HOpMaTHUBHBIE OCHOBBI 3aHSTUSIX, YCTHBIA OMPOC
JIOKYMEHTallHOHHOT'O o0ecrieueHus
yIpaBJIeHUs
Tema 2. Crannaptuzamus nporecca | YK-4 BeicTynnenne Ha NpakTUYECKHX
JIOKYMEHTHPOBAHHUSI 3aHSTUSIX, YCTHBIA OMPOC
Tema 3. Cucrema opranuzanuonso- | YK-4 BricTynuieHne Ha DpakTUYECKHX
pacnopsiANTENbHON JOKYMEHTAUU 3aHSTHUSIX, YCTHBINA OMpPOC
Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BricTynieHne Ha DpakTUYECKHX
BU/J| IEPENTUCKU 3aHSATHUSIX, YCTHBINA OMpOC
Tema S. Opranuzanus | YK-4 BricTynieHne Ha DpakTUYECKHX
JIOKYMEHTO000poTa  00pa3oBaTelbHOI 3aHATHSAX, YCTHBIA OIPOC
OpraHu3aluu
Tekymas arrecrauus YK-4 KonrponsHas pabora




IIpome:kyTouyHas aTTecTanus YK-4 3auet

1.5. Onucanue nokasaresneil GopMUpPOBAHUS KOMIIETEHIIUI

Koa xkoMnereHnnun

Pe3yabTarhl CPOPMHPOBAHHOCTH

VYK-4

3HaeT: OCOOCHHOCTH CTHJIMCTHKH O(UIMAIbHBIX W HEO(PUIMAIbHBIX
MTUCEM.

VYMeeT: BeCTH IEJIOBYIO MEPEHHCKY C y4ETOM OCOOEHHOCTEH KYJIbTYpHhI
Y CTUJIMCTHUKHU.

Brnaneer: HaBbIKaMu BeIEHHS JICIOBOM MEPENUCKN Ha PYCCKOM S3BIKE C
y4€TOM 0COOEHHOCTEH CTUIMCTUKU O(UIIMAIBHBIX M HEO(PHUIMAIBHBIX
HHCEM.

1.6. Kpurepuu oueHUBAHMSI KOMIIETEHUMH Ha Pa3HbIX IJITanax HX

(opMupoBanusn

Bup yueOHoit padoTnbl 0aJ1;10B

KoanuyecTtBO

101010

BerlinosiHeHue u 3amura NpakTUYECKUX padoT 40

Konrtponbnas padora

15

KoHTpoJ1b caMOCTOSTENBHOM pabOThI 20

VY CTHRIN 3a4eT

25

Bcero

100

HaxkonureanHas cucreMa oueHuBanud mo 100-0aibH0i mkaJie

YerpipexoauibHas
CHCTeMa OLleHMBAHUSA
JK3aMeHa

Cucrema
OleHHMBaHUA
3ayera

100-6anabHas | BykBeHHas mikasa, coorBercTByIomas 100-
HIKaJIa 0a/JIbHOI HIKaJIe

OTINYHO

90-100 A — OTIIMYHO — TEOPETUIECKOE COJICPIKAHUE
Kypca OCBOCHO MOJHOCTEIO, 0€3 Ppo0eioB;
HE00XOJMMbIe IPAKTHYECKUE HABBIKU PaOOTHI
C OCBOCHHBIM MaTepHaIoM c(hOPMHUPOBAHBI;
BCE MPETyCMOTPEHHbIE IPOrPaMMOii
00yueHus y4eOHbIe 3a1aHHs BBIIOJIHEHBI,
Ka4eCTBO MX BBIIOJHEHUS OLIEHEHO YHCIIOM
6aJuI0B, OJIM3KUM K MAKCHMAJIHHOMY

Xopo1io

83-89 B — 04eHb XOPOIIIO — TEOPETUIECKOE
COJIepKaHue Kypca OCBOCHO MOJHOCThIO, 0e3
npo0OesoB; HEOOXOAUMBIE IPAKTHYCCKUE
HaBBIKU pabOThI C OCBOCHHBIM MaTEPHAIOM B
OCHOBHOM C(OPMHPOBAHBI; BCE
NpeIyCMOTPEHHBIE IPOrPaMMOil 00yUeHHsI
y4eOHBIC 3aaHHs BBINOJIHEHBI, KAYECTBO
BBITIOJIHEHHS OOJIBLIMHCTBA M3 HUX OLICHEHO
YHCIIOM 0aJIOB, OJIM3KUM K MAaKCHMAaJIbHOMY

3auTeHo

Xopo1io

75-82 C — XOpOIII0 — TEOPETUIECKOE COICPIKAHHE
Kypca OCBOCHO MOJIHOCTBIO; HEKOTOPhIE
MPAaKTHYECKHUE HABBIKK PabOThI C OCBOEHHBIM
MaTepuaioM chopMHPOBAHbI HEIOCTATOYHO;
BCE MPEAYCMOTPEHHbIC MPOTrPaMMOit
00y4eHHUs yueOHbIe 3aJJaHVsI BHITTOJHEHBI,
Ka4eCTBO BBIMOJIHEHHUS HU OJTHOTO M3 HUX HE
OLIEHEHO MUHUMAJIbHBIM YHCJIOM 0alIoB,
HEKOTOPbIE BUJIbI 33/IaHHUH BBITIOJIHEHBI C




onnoKamMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yI0oBIETBOPUTEIBHO — TEOPETHUECKOE
COZIep’KaHue Kypca OCBOCHO YaCTUYHO, HO
MpoOeIbl He HOCAT CYIIECTBCHHOTO
XapakTepa; HeOOXOMMBIC MPAKTUYCCKHE
HABBIKH PabOTHI C OCBOCHHBIM MaTEePHAIOM B
OCHOBHOM c(hOpMHUPOBaHBI; OOJIBIINHCTBO
MPEAYyCMOTPEHHBIX MPOrPaMMOit 00yUeHHUS
yueOHbBIX 33/IaHUH BBITIOJIHEHO, HEKOTOPBIC K3
BBIMOJHEHHBIX 33JIaHUH COJePIKAT OMIHOKH

Y 10BJIETBOPUTEIHHO

50-62

E — mocpencTBeHHO — TEOpeTHUECKOE
cofiep’KaHNE Kypca OCBOCHO JaCTHIHO;
HEKOTOPbIEC IPAKTHIECKUE HABBIKK PAOOTHI HE
c(OpMHUPOBAHBI, MHOTHE MIPEAYCMOTPEHHBIC
yueOHOM mporpaMmoii 00y4yeHus yueOHble
3aJ[aHusl HEe BHITIOJHEHBI JIN0O KauecTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLICHEHO
YHCJIOM 0aJJIOB, OJIM3KUM K MUHUMAJIbHOMY

HeynosnerBopurensHo

21-49

FX — Hey0BIETBOPUTEIHHO — TEOPETUUECKOE
CoZiepKaHue Kypca OCBOSHO YaCTUYHO;
HEeo0XOJUMbIe IPAKTUYECKUE HABBIKU PaOOTHI
C OCBOCHHBIM MaTepHAJIOM He
c(OpPMHUPOBAHEL; OOITBITHHCTBO
NPEeyCMOTPEHHBIX Y4eOHOH mporpaMMoit
00yueHUsl y4eOHBIX 3aJaHUil HE BBIOJIHCHO
7100 KAYeCTBO MX BBIITOIHEHHS OLICHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MUHUMAaJIbHOMY
IPU JONOJHUTEIBHO CAMOCTOSTEIBHOM
paboTe HaJ MaTepUaIoM Kypca BO3MOXKHO
HOBBIIIEHHE KAaueCTBA BHINOJHEHUs! yu4eOHBIX
3aJlaHHI

He 3aureno

HeynosnerBopurensHo

0-20

F — Hey1OBIETBOPUTEIBHO — TEOPETHIECKOE
coziepkaHue Kypca He OCBOEHO;
HE00XOJMMbIe IIPAKTHYECKUE HABBIKU PabOTHI
He cOpMUPOBAHBL; BCE BBIMOJHCHHBIC
y4eOHbIC 3aJJaHusI COIepIKaT IPyOble OMINOKH;
JIOTIOJIHUTENBHAsl CAMOCTOsATENbHAs paboTa
HaJl MaTepHajIoM Kypca He IIPUBEJeT K
KaKOMy-JIH0O 3HAYMMOMY ITOBBILICHHIO
Ka4ecTBa BBINIOJIHEHHUS YUeOHBIX 3aJaHuUi

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA

2.1. OueHoYHbIE CPEICTBA TEKYIIEr0 KOHTPOJIS (THUIIOBBIE)

Bomnpocs! AJ1s1 yCTHOIO omnpoca:

1. JlaiiTe onpenesieHNE NOHATUS «TOKYMEHT.

2. Packpoiite nousitue «J10VY». HazoBure npodeccroHanbHble TEPMUHBI U
ornpeeneHus B 00JacTH JAeI0ONPOU3BOICTBA.

3. HazoBure u packpoiite pyHKINUN JOKYMEHTOB.

4. Kakue OCHOBHbIE 3aKOHBI B O0JACTH OpraHU3allMy AEJONPOU3BOICTBA BbI
3Haete? HazoBute coaepkaHue IMakeTa O00sS3aTENbHBIX 3aKOHOJATENbHBIX U
HOpPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBure
odopMmieHHE.

ImpaBuJIad

YTBEPXKJICHUST  JIOKYMEHTOB.

TpeboBanus

)51



6. Kakue pekBU3UTHI SABIAIOTCS «IHOPUAMYECKH 3HAYMMbIMU»? [IpaBuna wux
oopmiienus. Yto BKIItoUaeT B ceOs MOHIATHE «IIPAaBOBasi OXpaHa JOKYMEHTOBY?

7. TlpuBeaute mpuMephl TOKYMEHTOB, KOTOPBIE MOJJICKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBHUTCA Mevarh. Kak ohopMIIsaioTes nepednu TakuxX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM OQOPMISIOT PEKBU3UTHI
nokyMmeHToB cuctembl OPJI. JlaTa BBeneHue u 4To OH ycTraHaBiuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBute pekBu3uTHI oOmIero OnaHka u OjaHka sl nmuckMa. [IpaBuna
opopminenusi. Kakue Bunpl 01aHkoB Bbl 3HaeTe? B yem ocoOeHHOCTH OnaHka
JOJKHOCTHOTO JTu1a’?

10. CornacoBanue u BusMpoBanue. Ha3oBuTe BUABI U CPOKH COIIACOBAHMS, U
BU3WPOBAHUE IOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMmax MOpeanpusTuil u opranusauuii. Ha
KaKUX JOKYMEHTaX cTaBsiTca mnedarh? Kakue TpeOoBaHUS NPEABSIBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevaru?

12. PackpoiiTe conmep)kaHHe TOHATUS «ymHpaBlieHue». HazoBute CcUCTEMBI
JOKYMEHTOB ympaBieHus. Packpoite nonstue «OP/[». Kakue rpynmbsl m BUAbI
TOKyMEHTOB BX0sT B OP/]?

13. Pacckaxkutre 00 OCOOEHHOCTAX JJIEKTPOHHOTO JTOKYMEHTA, JJIEKTPOHHOMN
MEPEINUCKU U TPEOOBAHUSX, IPEABIBIIEMBIX K HEM.

14. B yem ocobOenHoctn OjaHka s mucbma? HaszoBuTe pekBHU3UTHI OJlaHKa
JUTSl TUChMA U PEKBU3HUTHI CITY>KEOHOTO MHChMa.

15. Yto pernaMeHTUPYET TUIIOBAs MHCTPYKIIUS MO AenonpousBoactBy? Jlaiite
XapaKTepUCTUKY OPraHU3alMOHHBIM JOKYMEHTaM U Ha30BUTE UX BUJIBI.

16. HazoBute Buabl WHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JailTe
XapaKkTepUCTUKY KaKJIoMy BUy. [IpuBennuTe u3BecTHbIE BaM BHIbI PETUCTPALUU.

17. JlaliTe  XapakTepUCTUKY YUPEAUTEIbHBIM JOKYMEHTaM U  YCTaBy
npeanpusitusa. Kakue BUbl ycTaBOB Bbl 3HaeTE?

18. Haiite  xapakrepuctuky nokymeHty «llomoskeHue» ©  Ha30BUTE
CTPYKTYPHBIEC YACTH TEKCTa JOKYMEHTA U €r0 COACPKaAHUS.

19. Jlaiite xapaktepuctuky aokymeHty «uctpykuus». [IpuBenure npumepsl.
JoJDKHOCTHAsI MHCTPYKIUS, CTpYyKTypa TekcTa. Odopmienue. O3HaKOMIICHHE.

20. [lITatnoe  pacnucanue (OcCOOEHHOCTH  COCTaBieHUs, OGOPMIICHUS.
TpeboBaHUEe K UCTIOIB30BAHUIO YHU(DHUITUPOBAHHBIX (HOPM.

21. TlpaBuia BHyTpEHHETO TPYIOBOTO pacrnopsiaka u [lonoxenue o mepcoHane.

22. JlaiiTe XapaKTepUCTUKY PACTIOPSIUTEIBHBIM JOKYMEHTaM.

23. HazoBuTe BUIBI PACTIOPSIUTENHHBIX JOKYMEHTOB U OCOOCHHOCTH KaXK0TO.
HazoBuTe CTpyKTypHBIE 4YacTH TEKCTa  paCMIOPSAIUTENbHBIX  JIOKYMEHTOB,
odopmieHre npeaMOyIIbl U PACTIOPSAUTEIILHON YaCTH.

24. B 4yeMm ocoOeHHOCTH ciykeOHbIx mnuceM? HazoBuTe BUABI CIIyKEOHBIX
nuceM. Kakue TpeOoBaHus NPEABSIBISIOTCSA K TEKCTY CITYy>KEOHBIX MHUCceM?

25. HazoButre mpaBuia oQOpMIICHHS  PEKBU3UTA  «aapecart». Bumusel
aJipecoBaHUs.

26. UTo BXOJUT B MOHITHE «IIPOBEACHUE IKCIEPTU3BI LIEHHOCTU JOKYMEHTa»?



27. PackpoiiTe TOHATHS «IOKYMEHTOOOOPOT», «JIOKYMEHTOMOTOKW». JlaiiTe
XapaKTEPUCTUKY KaXXIOMy BHAY JOKYMEHTOIIOTOKA, YKAKUTE€ UX OCOOECHHOCTH.
Kakum 06pazom onpenensiercss JOKyMEHTOOOOPOT MPEAIPHUSITHS ?

28. Homenknatypa nen. 3nauenue. CocraBinenue. Buabl HOMEHKIATYPBHI.

29. [lonrotoBka JTOKYMEHTOB K cJade B BEJAOMCTBEHHBIM apxuB. Crnaya
JOKYMEHTOB B apxXxuB opraHuzauuud. OnucH AOKYMEHTOB, HaXOIAIIUXCS B JIEIIE.
dopmMa u cojiepkaHue akTa 00 YHUUTOXKEHUU JTOKYMEHTOB U Jell.

30. Kakue nmoxyMeHThI He nojJiexkar peructpauun? Kak u 3auem Benercs ydyeT
TaKUX MOCTYTLJICHUI?

31. PacckaxuTe O BHIAX BXOIAILINX, HUCXOAAIIUX BHYTPEHHUX IOKYMEHTaX.
JoxymenToB. IlpuBenure Gopmbl KypHalbHOM peructpauuu. Pacckaxure o
peructpaunu ¢ nomompo PKK 1 aBToMaTM3npoBaHHOM.

32. Yto BKiItOYaeT B ceOst MOHATHE «(HOPMUPOBAHUA» U «ODOPMIICHUSD J1ET?
HazoBute npusHaku opopMiIeHUs 00I0KKHU AEII.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCMMOCTH MX 3HaumMocTu. Ha3oBure
HOPMATHUBHBIA TJOKYMEHT, 10 KOTOPOMY OINPEAEIISIIOT CPOKH XPAHEHHUS.

34. Yto BKIIOYAET B ce0sl MOHATHE «IOATOTOBKA JOKYMEHTOB K apXHBHOMY
xpaHeHno»? OyHKINH, 3a1a491 U OTBETCTBEHHOCTH JK.

TecTbl 1J151 MpOBeleHU KOHTPOJIbHOI PadoThI:

1. IlpaBWwibHas MOCJ€I0BATEJBLHOCTh HANMUCAHHUS 3JEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIECHUAX:

a) MOYTOBBIN UHICKC;

0) HaMMEHOBaHME aJpecara,

B) HOMEP KBApTHUPHI;

') Ha3BaHUE HACETICHHOTO MyHKTa;

1) Ha3BaHUE 00J1acTH, Kpas, peCcIyOInKy;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHHE YIIUIIBI.

2. YHnpuuupoBaHHAs CUCTEMA JOKYMEHTALMHU — ITO:

a) cucTeMa JOKYMEHTAIlMH, CO3JaHHasl M0 €IMHBIM MpaBWjiaM B TPeOOBaHUSIM,
cozieprkarias uHGOpMaIio, HEOOXOUMYIO JIJIsl YIIPABIIEHUS B OMpeaesieHHO cepe
NEeSATEeTLHOCTH;

0) yaudunmpoBanubie  QPOPMBI  TOKyMEHTOB, CHCTEMATU3WPOBAHHBIE  TIO
GyHKIMSIM YTIPaBICHUS;

B) COBOKYITHOCTh JJOKyMEHTOB, YCTaHOBJICHHBIX B COOTBETCTBHH C PEIIAEMbIMHU
JIOKyMEHTaMU;

I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHas €JUHOOOPA3HBIMU  IPABUIAMHU
odopMIICHHUS.

3. Bo3MOKHOCTH HCHOJIB30BaHUS (PaKCMMHJIE KAK COOCTBEHHOHM NMOINMCH
perjiaMeHTHPYeTCs:



a) rpaXKJIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMU JEJIONPOU3BOACTBA B (PeepaibHBIX OpraHax HMCHOJHUTEIbHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0J1aHKOB COOTBETCTBYET JAHHBII HA0OP PeKBU3UTOB?

a) l'ocynapcrBennslii  repd  Poccuiickoit  ®@enepaunu, repd cyObekra
Poccuiickoii  denepanuu, -smOIeMa oOpraHu3ald, TOBapHBIM 3HAK (3HAK
oOCITy>KUBaHMs), 1aTa, HOMEP, MECTO COCTaBJICHUS WU U3JaHUS;

0) OJ1TaHK TUCHbMa;

B) oOIIui OaHK;

r) OJJaHK KOHKPETHOT'O BHJIa JOKYMEHTA.

5. Ilopsinok HAMKUCAHMSA OYTOBOI0 a/ipeca YCTAHOBJICH:

a) B [IpaBunax pemonpous3BojacTBa B (pelepalibHbIX OpraHax HCHOJHUTENIbHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBuiax oka3aHus yciyT MOYTOBOM CBA3H.

6. PekBU3UT «BHU32» MOKET BKJIKOYATh:

a) TOJDKHOCTh BU3HMPYIOLIErO, €ro MOJANUCh, PacM(PpOBKY (MHULUAIBI U
baMuus) u aary;

0) moanuce, pacuugposky (O. U. O.), naty;

B) JIOJDKHOCTB, IIOJIIUACH J1aTy;

I') IOJDKHOCTD, TIOJIMUCH, pactudpoBky noganucu (O. 1. O.).

7. 'epOoBasi neyaTh NPOCTABJAETCH HA MUCbMAX:

a) peKJIaMHBIX;

0) HaIIOMUHAHUSX;

B) IIPUTJIALLICHHUSIX;

I') rapaHTUITHBIX;

1) THPOPMALIMOHHBIX.

8. Teker [AOKYMEHTOB COCTAaBJSIIOT Ha TIOCYAApPCTBEHHOM  sI3bIKe
Poccuiickoii ®eaepanuv WJIH Ha TOCYAAPCTBEHHBIX HA3bIKAX CY0ObEKTOB
Poccuiickoii @eaepauum B COOTBETCTBHH C:

a) MpaBuja JEJIONPOU3BOJICTBA B (elepaabHbIX OpraHax MCHOJHUTEIBHOM
BJIACTH;

0) 3akoHoxarenscTBOM Poccuiickoit ®exepanun u cyowbekToB Poccuiickoit
denepanuu;

B) 'CHHOY;

') TANOBOM MHCTPYKILHEHN MO 1€IONPOU3BO/ICTBY.

9. lesb10 CTAHAAPTU3ALUM JOKYMEHTOB SIBJISICTCH:

a) IOpUANYECKOE 3aKpeIUIeHNE Pe3yIbTaTOB YHU(PUKAIUU JOKYMEHTOB;

0) pa3paboTka HOMEHKJIATYPY JIETT;

B) cUCTeMaTH3allks JOKyMEHTOB B OpraHU3alluu;

r) o0ecrieyeHre COXPaHHOCTU JJOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATBHOCTH HHPOpMAITIH.

10. YxkaxuTe BApPHMAHT OTBETOB, B KOTOPOM TMPABUJIbHO HA3BaHbI
PEKBU3UTHI 0JIAHKA NMUCbMA:



a) (rep6, »MOnema), KOJ OpraHu3alMyd, HAUMEHOBAHUS OpPraHU3alINH,
CIIpPaBOYHBIC JaHHBIE OO0 OpraHu3amuu, KOA (OPMBI TOKyMEHTa, MECTO JIs
MPOCTABJICHUS NaThl JOKYMEHTa, MECTO i MPOCTABJICHHUS PETUCTPAIMOHHOTO
HOMEpA IOKyMEHTA, CChIJIKa Ha HOMEP | JIaTy BXOJAIIETO JOKYMEHTA,

0) (rep0, amOieMa), HaMMEHOBAHHWS OpraHW3allUM, KOJ OpTAaHMW3AIlWH, JaTa
JTOKyMEHTA, MECTO JIJISl POCTABJICHHS PETUCTPAITMOHHOTO HOMEpa IOKYMEHTa, MECTO
W3JIaHUS IOKYMEHTA, CChIIIKA Ha HOMED U JaTy BXOASIIETO TOKYMEHTA;

B) (rep0d, »MOjema), HaWMMEHOBaHWS OpPraHW3allMM, HAWUMEHOBAaHMUS BHA
JIOKYMEHTa, JaTa JOKYMEHTOB, KOA (OPMBI TOKYMEHTa, MECTO JJIS TPOCTABJICHUS
PETUCTPAIIMOHHOTO HOMEpa JIOKyMEHTa, CIpPaBOYHBIC JaHHBIE 00 OpraHu3aIuwy,
CCBIJIKa Ha HOMEP U ATy BXOSIIETO JOKYMEHTA,;

r) (rep0, sMOiema), HAaUMEHOBAaHWSA OpraHU3alliH, CIPABOYHBIC JaHHBIE 00
opranuzanuu, ko opranuzanuu OI'PH, mecTo nist mpocTaBieHus: JaThl JOKYMEHTA,
MECTO /ISl TIPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIIKa HAa HOMED
U ATy BXOJSIIETO TOKYMEHTA, MECTO IS 3aT0JIOBKA K TEKCTY.

11. K opraHu3anmoHHBIM TOKYMEHTAM OTHOCSATCS:
a) TPOTOKOJI,
0) ycras;

B) MHCTPYKIIUS;
I) T[OCTAHOBJICHUE;
1) TOJIOKECHHE.
12. K pekBM3MTaM NPUKA3a OTHOCATCSH:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3AIINH;
B) HaMMEHOBAHUE BUJA JOKYMEHTA,
I) 3arojloBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS;
€) TMOJMHCH.
13. AKTBI cO312K0TCH:
a) KOJUIETHAJIbHO;
0) Ha OmaHkax;
B) Ha COBCIIAaHWH;
I')  BBIIECTOAIICH OpraHU3AIHUECH.
14. HopmaTuBHBIH aKT, HM3JaBaeMblii JAUPEKTOPOM 00pa30BaATEeIbLHOM
OPraHM3alui WK YYpesKIeHHus, 3TO:
a) TIpUKa3z;
0) TmMOJOXeHue;
B) pacCIOpSKEHUE;
r) peuieHue.

15. Bo BpemMsi nMpOM3BOACTBEHHOI0 COBCHIAHMS Yy JAMPEKTOPAa CeKpeTaphb
3anuCcbiBAJ] BBICTYIUIEHUSI M NMPUHATHe pemnenusi. Kakoil TOKymMeHT cienyer
0(OpMUTH MO UTOraM 3aceaHus?

a) [Iporokou;

0) pelieHue;

B) PacTOPsDKECHHUE;



I') IPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE;

1) 10 yCMOTPEHUIO HAYaJIbCTBA.

16. PexkBu3uTaMu BHELIHEH CIIPABKH SIBJISIETCS:

a) Ievarh;

0) IOIIHCE;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA,

r) agpecar;

1) HANUMEHOBaHUE OpraHU3alluu;

€) CChUIKa Ha JaTy PerucTpaluoOHHbIA HOMED.

17. ®akc oTiin4YaeTcs OT MUCbMA 10 0()OPMJIICHHUIO TEM, YTO:

a) SIBJISIETCS HE TOJJTMHHUKOM, a KOITUEH JOKYMEHTa,

0) COEPKUT PsiZ JOTIOJIHUTENbHBIX PEKBU3UTOB;

B) 1euaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEYATHIO.

18. BbigeanTe U3 KaKUX Pa3/ieioB COCTOUT TEKCT NMPHKAa3a IO OCHOBHOM
eI TeJIbHOCTH:

a) KOHCTaTHPYIOLIUHI U paCTIOPSAUTENbHBIN;

0) KOHCTAaTUPYIOIIUIA U TTOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOIIUI U TIPeAJIararoiuii;

I') OCHOBHOM M KOHCTaTUPYIOIIUH.

19. Bbiaenure, B KAKOM W3 BH/JI0B [OKYMEHTOB He MPOCTABJSIIOTCSH
PEKBU3UT HAUMEHOBAHMS BH/1A JOKYMEHTA.

a) 3asBJICHUE;

0) cirykeOHOe TTHCHhMO;

B) JIOKJIQ/THAS 3aITHCKa,

I') JOJDKHOCTHAsI HHCTPYKIHUS.

20. Pacnpegesure yKa3aHHble HHKE [JOKYMEHTBI Ha 3 Trpymnnbl:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.
. Pesrome.

. JloJbKHOCTHAs! MHCTPYKIIMS.
. Pacniopsbxkenue gupekropa.
. CBOIKa.
. [locTaHOBIEHNE KOJIJIETUH.
. MHCTpYyKIIKSA 11O 1€TONPOU3BOJICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipukas o npueme Ha padoTy.
. lItatHOE pacnucanue.

10. TpynoBoii JOroBOP.

11. IlpurnameHne Ha BBICTABKY.

12. Pernamenr.

21. Komuccusi mo pacciielOBaHMIO MOXKapa, TMNPOU30UIEAIIero B
00pa30BaTeJIbHOM YUYPEKACHUH, YCTAHOBWIN PAA (PAKTOB, KOTOPBIE MOCTYKUIH
NpUYMHON nmoxapa. Kakou 10KyMeHT J10JI2KHA COCTABUTH KOMUCCHSA ?

a) AKT;

0) cipaBky;
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B) IOKJIAJHYIO 3aIUCKY;

') THCTPYKLIHIO O IPOTHUBOMNOKAPHOU O€3011aCHOCTH.

22.  JIOKYMEHT,  aJpecOBAaHHBIH  PYKOBOAMTEJII0  OpPraHHM3alUuM,
colep:Kamuii  00CTOSATEILCTBEHHOE M3JI0KEHHMEe KaKoro-jimdo Bompoca ¢
BbIBOJAMM U NMPeEIJI0KEHUSIMHU COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) mpeacTaBICHUE;

B) IOKJIJ(HAs 3aMHCKa;

') IpeAJIOKEHHUE.

23. IaToi c1y:KeOHOT0 MUChbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS;

0) oTIIpaBJICHUS;

B) MO/ CAHUS,

I') NOJYYEHHUS.

24. CnucoK NMPUCYTCTBYKOIIMX HA 3acelaHuud oQopmiiseTrcsi OTAEJbHO U
NPHJIATaeTCsl K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6ouee 15;

0) 6oee 10;

B) Oomnee 25.

25. Odgopmienne 00JI0KKM JAejia IS MOCJACAYIOLIEr0 XpPaHEHHs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLKEN IO JEIONPOU3BOICTBY;

B) pacnopsbDKEHUEM PYKOBOAUTETIS.

26. JxcnepTH3a HEHHOCTH JOKYMEHTA NMPOXOJAUT B ramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. HomeHkiaTypa e (pado4uii IK3eMILISP) MOMEIIAI0T Ha:

a) CTOJIE, O CTEKIIOM;

0) nBepiie mkada c JTOKyMEHTaAMH;

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce aucTBI Aesia NmpH NMOATOTOBKE HMX K Iepexaye B apxXuB
HYMEPYIOTCH:

a) YepHBbIM rpaUTHBIM KapaHIaIIoM;

0) YepHBIMH YEPHWIAMH;

B) KPACHBIM KapaHJalloM.

29. Bxoasinue 10KYMEHTbI PerHCTPUPYIOTCSH:

a) MOCJe 03HAKOMJIEHUS] C HUMHU PYKOBOJUTEIS;

0) B IepBOii MTOJIOBUHE JTHS MOTYUYEHUS;

B) /10 O3HAKOMJIEHUS] C HUMU PYKOBOUTES.

30. Kaxxnasi o0pa3oBaTe/ibHAsi OpraHu3anus 00si3aHa MMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) MHAMBUTyaIbHYIO0 HOMEHKJIATYPY;

B) TUIIOBYIO HOMEHKJIATYPY.




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

a) 1Ba;

0) o1vH;

B) TPHU.

32. PazgesuresiAMHU B CIIPABOYHOM KAPTOTEKE CIYKAT:

a) Ha3BaHUs CTPYKTYPHBIX MOAPA3ACIICHUIT;

0) HaIpaBJICHUs JEATEILHOCTH MIPEANIPUATHS;

B) THU HEJIEJIH, MECSLA.

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

a) COCTaBUTEJIEM JIOKYMEHTA;

0) pu perucTpanmy;

B) [IOCJIE TIOJITMCAHUS PyKOBOJUTEIIEM.

34. Eciiu B aeJie coaepskarcsl J0KYMEHTbI Pa3JIM4HOM LEHHOCTH, TO CPOK
XPaHEHHUS YCTAHABJIMBAETCSH:

a) OONbIINI;

0) MEHBIIINI;

B) CpPEIHUM.

3ajanus I CAaMOCTOSATEIbHOM Pad0ThI

3aganume 1. OdopMuTh BCE OTMETKH, KOTOpBIE CTaBST Ha JOKYMEHTE B
coorBerctBu ¢ ['OCT P 7.0.97-2016. VYxkaxure MeCTOPACIOIOKEHUS 3TUX
PEKBHU3UTOB Ha OylaHke popmarta A4.

3aganue 2. 300pa3ure cxemMaTHueCKy KJIACCU(PUKALIUIO JOKYMEHTOB.

3aganme 3. Bemumumre Ha juct Qopmata A4 Bce mpaBuiia 0QOpPMIICHUS
TEeKCTa JOKYMEHTa: HHTepBayibl, mMpUdTel U T. A. B coorBercTBUU ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U O(QOPMHUTH AOKIAIHYIO 3alUCKy O HapyLIEHUU
TPYJIOBOM UCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 3JIEMEHTHI TEKCTa T00ABUTh
camoctoaTenbHo. Hamucatb OOBSCHUTENBHYIO 3alMCKy OT HMMEHU pPabOTHHUKA,
HapYLIUTENS TPYAOBON AUCHUTIIUHBI.

3ananme 5. Hanucatb oTBETHOE MMCHMO-0J1ar0JapHOCTh HA MTO3PABJICHHE.

2.2. OuleHOYHbBIE CPEICTBA /IS MPOMEKYTOYHOM aTTecTanuu (3a4er)

Bonpocsl 1151 npoBeieHUs 3a4eTa:

1. [ToHsiTHE «JIOKYMEHT» U €T0 (PyHKITHH.

2. Kimaccudukanust T0KyMEHTOB.

3. CymHOCTh M OCHOBHOE Ha3HAYCHUE JIOKYMEHTAIIMOHHOTO OOecreYeHus
JIeSITEIbHOCTH TIeJIarora.

4. Cuctembl TOKyMEHTAIIHH.

5. 3akoHOnaTeNnbHAs ¥ HOPMATHBHO-METOIMYECKasi 0aza TOKyMEHTAIlMOHHOTO
oOecrieueHus ypaBICHHS.

6. @opmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.



8. TpeboBanus k 0pOpMIEHUIO PEKBU3UTOB JIOKYMEHTOB.

9. TpeOoBanwus k O1aHKaM JOKYMEHTOB.

10. Cucrema qoKyMEHTAITMN B 00pa30BaTEILHON OpTaHU3aIUH.

11. Opranusanuonsusie JOKyMeHTbl cucteMbl OPJ[. O0mas xapakTepucTuka u
Ha3HA4YCHHE JOKYMEHTOB.

12. Pacniopsinutenbubie qokyMeHThI cuctembl OPJI. O6miast xapakTepucTuka u
Ha3HAa4YCHHE JOKYMEHTOB.

13. UndopmanionHO-cipaBouHble  JTOKyMeHThl cucteMbl OPJ[.  OOmas
XapaKTepUCTUKa U Ha3HAYCHHUE JTOKYMEHTOB.

14. JlenoBoe MMChbMO KaK OCHOBHOM BHJI MIEPEIIUCKH.

15. bnanku s nucem. @opmyJisip 1€I0BOr0O MUChMa.

16. OcobenHocT 0(ULHaTBHO-AEIOBOTO CTUJISI COCTABICHUS TEKCTA JI€JI0BOTIO
UChMa.

17. Buapl  choy>XeOHBIX  ITHCEM, COCTaBJISIFOIIIME  OCHOBY  JICJIOBOM
KOPPECTIOHICHITHH.

18. DnekTpoHHas Mepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzamnus T0KyMeHTO000poTa 00pa30BaTeIbHON OpraHU3aIlHH.

20. ®opmbl opraHW3anu  pabOTBl € JOKyMEeHTaMu. JlOKyMEeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Tlopsimok 06pabOTKK BXOIAIIMX JOKYMEHTOB. Perucrparus 10KyMeHTOB.

22. Tlopsiiok 00pabOTKH UCXOIANTUX JIOKYMEHTOB.

23. Ilopsiok paboThl ¢ BHYTPEHHUMU JOKYMEHTaMHU.

24. HomeHkmnaTypa Jael.

25. ®opmupoBanue,  odopmiieHHE,  XpaHEHHE  Jed B TEKylIeM
JIEJIONPOU3BOICTBE.

26. Yaudukaius 10KyMEHTOB.

27. CtanmapTu3aius JOKyMEHTOB.

28. Hymepamusi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. Hlpud eI, KETJIX U TOJIS, TPUMEHSIEMbIE TIpU 0()OPMIICHUN JTOKYMEHTOB.

30. Pestome, aBToOMOTpadus, XapaKTepUCTUKA: TIOHATHE, Ha3HAYCHUE, COCTAB
PEKBU3HUTOB.

31. 3asBneHuE: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

32. Cny>xeOHas 3amucKa: MoHsITHE, HA3HAYCHHUE, COCTaB PEKBU3UTOB.

33. O0bsIcHUTEIbHAS 3aIIMCKa: TOHATHE, HA3HAUYCHHE, COCTaB PEKBU3UTOB.

34. JloknanHas 3anucKa: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBKa: MOHATHE, HA3HAUYCHHUE, COCTAB PEKBU3UTOB.

36. AKT, IpOTOKOJI: IIOHATHE, HA3HAYCHHE, COCTaB PEKBU3UTOB.

37. Ilpukas, pacriopspkeHUE: MOHATHE, HA3HAYEHUE, COCTaB PEKBU3ZHUTOB.

38. [Ipuka3 mo TMYHOMY COCTaBY: MOHSATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

39. VYcrag, nosioxkeHue: MOHITUE, HA3HAYCHUE, COCTAaB PEKBU3UTOB.

40. oymKHOCTHAS: MHCTPYKIIMS: TIOHSITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

41. UHcTpykuus 1O JEJONPOU3BOACTBY: IOHSTUE, Ha3HAYEHHE, COCTaB
PEKBU3UTOB.

42. [lpaBuna: noHsATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

43. KonneKkTuBHbBIN AOTOBOP: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.



44, OcoOeHHOCTH COCTABJIEHUS TEKCTA MPOTOKOJIA.

45. OcoOeHHOCTH COCTaBJICHUS TEKCTa MTPUKa3a.

46. PexBu3uThl Tepd, sMOIeMa, TOBapHbIM 3HAK (3HAK OOCIY>XMBaHHS), KOJ
(bOopMBI JOKYMEHTA.

47. PeKBU3UT HaWMMEHOBAHWE OpTraHU3AIlMU, HAUMEHOBAHHE CTPYKTYPHOTO
Mo/Ipa3ieJieHus], HANMEHOBAHWE JOJKHOCTH JIUTIA.

48. PexBU3UT CTIpaBOYHBIC TAHHBIE 00 OpraHU3aIIHH.

49. PexkBU3UT HAMMEHOBAHUE BU/IA JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTa.

51. PeKBU3UT perucTpaluOHHbII HOMEp JOKYMEHTa.

52. PeKBU3HUT CChUIKA Ha PETHCTPALMOHHBIA HOMEpP U JIaTy MOCTYIMHUBIIETO
JIOKYMEHTA.

53. PekBU3UT MECTO COCTaBJICHUS (M3aHUs) TOKYMEHTA.

54. PekBU3UT rpuQ OrpaHUYECHHMS T0CTYyNAa K JOKYMEHTY.

55. PekBusur aapecar.

56. PexBU3UT rpud yTBEp>KICHUS TOKyMEHTA.

57. PEKBU3HT 3arojOBOK K TEKCTY.

58. PekBU3HUT TEKCT TOKYMEHTA.

59. PekBU3HUT OTMETKA O TIPHIIOKCHHH.

60. PexBusut rpud corimacoBaHus TOKYMEHTA.

61. PekBusut Bu3a.

62. PekBU3UT MOAMUCH.

63. PekBu3uT oT™MeTKa 00 SJIEKTPOHHON MOAMHCH.

64. PekBU3UT 1eyaTh.

65. PekBu3uT oT™METKa 00 UCTIOJTHUTEE.

66. PekBU3UT OTMETKA O 3aBEPEHUU KOTIHH.

67. PekBU3HUT OTMETKA O TIOCTYIUICHUH JTOKYMCHTA.

68. PexBu3HT pe3otonus.

69. PekBu3HUT OTMETKA O KOHTPOJIE.

70. PekBU3HAT OTMETKA O HANIPABJICHUH TOKYMEHTA B JICJIO.



