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1. MACHHOPT ®OHJA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpaMMbl JUCIHHUILTUHBL «J{0KyMEHTOO00pOT 00pa3oBaTeNbHONW OpTraHU3aAlUN» H
NpEeIHA3HAYEH ISl KOHTPOJIS U OUEHKH 00pa30BaTENbHBIX JTOCTUKEHUN CTYJECHTOB,
OCBOMBIIIHX IPOrpamMMy JTACHUILIIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusim PI'OC BO — OGakanaBpuar no HampasieHuto 44.03.02 [Icuxoinoro-
nejaroruyeckoe 00pa3zoBaHue, YTBEPKIECHHOTO MpUKa3oM MMHHHCTEpCTBA HAYKH U
BbICIIETO oOpaszoBaHusi Poccuiickoit ®epepamuu ot 22 peBpans 2018 r. Ne 122,
npuKa3oM MHHHCTEPCTBA HAyKH M BbIcIIero oOpa3zoBanus Poccuiickoil @enepanuu
oT 26 HostOpst  2020T. No 1456 «O BHeceHMnM W3MEHEHHH B (eaepaabHbIe
rocyJapCTBEHHbIE  OOpa30oBaTeNbHbIE CTAaHAAPTHl  BBICIIErO0  OOpa3oBaHUsA W
[Ipodeccuonanbnomy crangapry «llemaror-ncuxonor (mcuxosior B cdepe
oOpa3oBaHus», YTBEPKACHHBIM NpPHKAa30M MUHHUCTEpCTBA TpyJda H COLMAIbHOU
3amuThl Poccuiickoit @eneparuu ot 24 wromnst 2015 . Ne 5141.

1.3. Ilepeyenb kommeTeHuuii, (GopMHUpPYeMBIX B Mpouecce OCBOCHUS
OCHOBHOI1 00pa30BaTeIbHOI MPOrPaMMBbI

[Iporiecc ocBoeHUsT AUCIUILUIMHBI HANpaBlieH Ha (GOPMHUPOBAHUE CIIEAYIOIIUX
KOMIETEHIUNA U UHIUKATOPOB UX JIOCTUKEHHUSL:

Koa mo ®I'OoC BO \ NHaukaTop 10CTHKEHUS

YHUBEpCAIbHbBIE

YK-4 VK-4.1

Cnocoben OCYLIECTBIIATh nenoByro | OCyIecTBIA€T  JEJIOBYKHD  KOMMYHMKAIUIO

KOMMYHHMKAI[Ml0 B YCTHOM W TIHCbMEHHOM | BYCTHOM W  NHCbMEHHOHM  (Qopmax Ha

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | FTOCYIapCTBEHHOM A3BIKE Poccuiickoi

Poccuiickoit denepannu n nHoctpaHHOM(bIX) | Denepanuu

s3bIKe(ax)

1.4. Dranbl ¢GopmMupoBaHHMSI KOMIETEHUHH M CPeACTBA OLECHUBAHUA
YPOBHS X ¢()OPMHUPOBAHHOCTH

. KoHTpO/IbHO-0LIEeHOYHBbIE

Jransbl popmupoBaHus KomnereHund | Kommerenuumn

cpeacTBa / cnocod OneHUBAHUSA
Tema 1. Teoperuxo-npaBoBsle U | YK-4 BeicTymuieHMe Ha IIPAKTUYECKUX
HOPMAaTHBHBIE OCHOBBI 3aHATHUAX, YCTHBIN OIPOC
JIOKYMEHTAllHOHHOT O o0ecrieueHHs
yIpaBJIeHUS
Tema 2. Crannaptuzanmus nporecca | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
JTOKYMEHTUPOBAHUS 3aHATHUSX, YCTHBIN OIPOC
Tema 3. Cucrema opranuzanuonto- | YK-4 BeicTymuieHME Ha IPAKTUYECKUX
pPacnopsIUTENbHON JOKYMEHTALMU 3aHATHUSAX, YCTHBIN OIPOC
Tema 4. JlenoBoe nucpbMo Kak ocHOBHOM | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
BH/I IIEPEIIUCKH 3aHATHUSAX, YCTHBIN OIPOC




Tema 5. Opranuzanus | YK-4 BeicTymuieHHE Ha IPAKTUYECKHUX
JIOKyMEHTOO0OpOoTa  00pa3oBaTeNbHOU 3aHATHUSAX, YCTHBIN OIPOC
OpraHu3aIH

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

1.5. Onucanue nokasareseil GopMUpPOBaAHUSA KOMIIETEHIUH

Koa komnerennun Pe3ysabTarhl ¢GOPMHUPOBAHHOCTH

YK-4 3Haer: OpraHu3aIuio JIOKyMEHTO000poTa o0pa3oBaTenbHOMI
OpraHu3alliy; CBOMCTBA, (YHKIMU M MPU3HAKH JOKYMEHTA; CIIOCOOBI U
CpeICTBA JOKYMEHTUPOBAHHMS, KIACCU(PUKALUIO BUIOB JOKYMEHTOB;
CTPYKTYPY JOKYMEHTOB U HOPMATHUBHBIC TPEOOBAaHUS K MX COCTABICHUIO
1 0(h)OpMIICHHIO.

YMeer: cocTaBisATh U OPOPMIISTH JOKYMEHTHI, (YHKIIMOHHPYIOIIHE B
JIOKyMEHTOO00pOTEe 00pa30BaTEIHLHON OPTaHU3AINK, B COOTBETCTBUU C
YCTaHOBJICHHBIMH  TPEOOBAaHWSIMH, B TOM  4YHCJIE  HCIOJIB3YS
MH(OPMaLIMOHHBIE TEXHOJIOTUH.

Bnaneer HaBbikamH: COCTaBJICHUS W O(OPMIICHHUS PAa3IUYHBIX BHJIOB
JOKYMCHTOB TpadulMOHHBIM CIIOCOOOM H© B 3JICKTPOHHOM BHJAC,
HaBBIKAMH JICJIOBBIX KOMMYHHUKAIIMI B YCTHOW M MMUCBMEHHOM (popMe Ha
PYCCKOM SI3bIKE.

1.6. Kpurepuu oueHUBAHHSI KOMIIETEHIMHA HAa Pa3HbIX IJTanax HXx
¢popmupoBanus

KoauyecrBo
Bup yueoHoii padotnl 0aJsi10B
(01010 300

BeinonHenue u 3amura npakTHYECKUX padoT 40 -
KonrponsHas pabora 15 -
Kontpomns camocrosaTenbHOi paboTh 20 -
VYcTHBIN 3aueT 25 -
Bcero 100

HakonureabHas cucreMa ouneHuBanus no 100-0a1nLHOH IKAJIe

YeToIpexoaiibHAS Cucrema
100-6annbHasi | BykBeHHas mKkaJjia, cooTBeTcTBYIOmasi 100-
CHCTEMA ONEHMBAHUSA OllecHUBAHUS

mKaJjaa 0aJTILHOM 1IKaJIe
IK3aME¢Ha 3a4yera

OTnnyHO 90-100 A — OTJINYHO — TEOPETUUECKOE COJIepIKaHNE
Kypca OCBOEHO MOJHOCTHI0, 0€3 IPOOeIoB;
HEO0XO/IMMBIE IPAKTHYECKUE HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaJIOM ChOpMHUPOBAHBI;
BCE IIPEAYCMOTPEHHbIE TPOTPaMMOM
00yueHHs y4eOHbIe 3a1aHHs BBIIOJIHEHBI,
Ka4eCTBO MX BBINOJHEHHs OLIEHEHO YNCIIOM 3aureHo
0aJuIoB, OJIM3KMM K MaKCHMAaJIbHOMY

Xoporro 83-89 B — odeHb XOpOIIO — TEOPETUUECKOE

CoZlep KaHue Kypca OCBOEHO MOJHOCTHIO, 0e3
po6esoB; HeOOXOIUMBIE TPAKTHIECKHE
HaBBIKU PabOTHI C OCBOCHHBIM MAaTEpHaiOM B
OCHOBHOM C(hOpMHPOBAHBI; BCE




npeayCMOTPCHHBIC nporpaMMoﬁ O6y‘-ICHI/I$I
y‘{€6HLIe 3aJaHusl BBIIIOJIHCHBI, KAYCCTBO
BBINOJIHEHUS OOJILIIMHCTBA U3 HUX OLICHCHO
YHUCJIOM GaJ'IJ'IOB, OIM3KUM K MaKCUMaJIbHOMY

Xopowo

75-82

C — X0pOIIO — TEOPETUUECKOE COJIEPIKAHHE
Kypca 0CBOCHO HOJIHOCTHIO; HEKOTOpBIE
MIPAaKTHYECKHE HAaBBIKK pabOThl C OCBOCHHBIM
MartepHrantoM c(hOPMHUPOBAHBI HEIOCTATOUHO;
BCE IPEIyCMOTPEHHBIE IPOrPaMMOii
o0yueHHs1 yueOHBIE 3aJaHUS BHITIOTHEHBI,
Ka4eCTBO BBIITOJHEHHUS HU OJHOTO U3 HUX HE
OLICHEHO MUHHMaJIbHBIM YHCIIOM 0aJlIoB,
HEKOTOpPbIC BUbI 331aHUI BEITIOJIHEHBI C
ouMOKaMu

y)lOBJ'IeTBOpI/ITeJ'H)HO

63-74

D — yJI0BIETBOPUTEIBHO — TEOPETHIECKOE
COJIepKAaHUE Kypca OCBOCHO YaCTUYHO, HO
po0eITbl He HOCST CYIECTBEHHOTO
XapakTepa; HeoOXOUMBble MPAKTHYECKUE
HaBBIKHM PabOTHI C OCBOCHHBIM MAaTEPHUAJIOM B
OCHOBHOM c()OPMHPOBAHBL; OOJIBITMHCTBO
MIPEAYyCMOTPEHHBIX MPOTPaMMOi 00yUeHUS
Y4eOHBIX 3aaHUH BBITIOIHEHO, HEKOTOPbIE U3
BBINTOJTHEHHBIX 3aJIaHAHN cOJIep KaT OMIHOKH

YI[OBJ'ICTBOpI/ITeJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOE
COZIepKaHUE Kypca OCBOSHO YaCTHYHO;
HEKOTOpHIC PAKTUIECKNE HABBIKU pabOTHI He
c(hOpMHUPOBaHBI, MHOTHE TIPETYCMOTPEHHBIC
y4ueOHOM MporpaMMoit 00yueHus yaeOHbIe
3a[laHus HE BBITIOJHEHBI JTMOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OLEHEHO
YHCJIOM 0aJJIOB, OJU3KAM K MHHUMAJILHOMY

HeynosnerBopurensHo

21-49

FX — Heyn0BIETBOPUTEIHHO — TEOPETUUECKOE
COZlep’KaHUe Kypca OCBOSHO YaCTUYHO;
HE00XOJUMbIe IIPAKTHYECKUE HABBIKK PAOOTHI
C OCBOCHHBIM MaTepHAJIOM He
c(OPMHUPOBAHBL; OOIBITHHCTBO
NPeIyCMOTPEHHBIX Y4eOHO mporpaMMmoit
o0y4eHust y4eOHBIX 3a/IJaHUH HE BBINOJIHCHO
100 Ka4eCTBO MX BBIIOJIHEHHS OLIEHEHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MHHUMAaJIbHOMY
HPH JONOJIHUTEIBHO CAMOCTOSTEIbHON
paboTe HaJl MaTepUaIoM Kypca BO3MOXKHO
HIOBBIIIEHHE KaueCTBA BBITIOJIHEHNUS yUeOHBIX
3aJlaHUI

HeynosnerBopurensHo

0-20

F — HEyIOBIETBOPUTEIHHO — TEOPETHIECKOE
Co/iepKaHUe Kypca He OCBOCHO;
HE00XOJMMbIE IIPAKTHYECKUE HABBIKU PabOThI
He cOpMHUPOBAHbI; BCE BHINOJHCHHBIC
yueOHbIe 3a1aHusI COJIepKaT IpyOble OIIHOKHY;
JIOTIOJIHUTENIbHAsE CAMOCTOsITENIbHAS paboTa
HaJl MaTepHajoM Kypca He IpUBEIET K
KaKOMY-J100 3HAYMMOMY MOBBILICHHIO
Ka4yecTBa BBINIOJIHEHHs YUeOHBIX 33JaHU

He 3auteno




2. KOHTPOJIBHO-OEHOYHBIE CPEACTBA
2.1. OueHoYHBIE CPECTBA TEKYIIEr0 KOHTPOJIA (TUIOBBIE)

Bomnpocsl 1UIs1 yCTHOTO onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

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

3. Ha3zoBute u packpoiTe pyHKIIMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B 00JIACTU OpraHMU3alMM JEJIONPOU3BOACTBA BBI
3Haere? HaszoBuTe conepkaHue makKeTa O0Os3aTEIBHBIX 3aKOHOAATEIbHBIX U
HOPMAaTUBHBIX JOKYMEHTOB B obsactu JJOVY.

5. HazoBute mpaBuia  yTBEpXKACHUS  JOKYMEHTOB. TpeboBaHus U
oopMIICHHE.

6. Kakue peKBU3UTHI SIBIAIOTCS «IOPUAWYECKH 3HAYMMBIMI»? [IpaBuia ux
oopmienus. UTo BKIIOYAET B c€0s OHATHE «IIPAaBOBasi 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 BBeleHHE M YTO OH ycTaHaBiuBaeT. Ha3oBure 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 Bu3upoBaHue. HazoBute BUIBI U CPOKU COTJIACOBaHUS, 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 conmepkaHue TOHATUS «ympaBieHue». Ha3oBUTe CHUCTEMbI
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 ocobenHoctu OnaHka juis nuchbMma? HazoBuTe pekBH3UTHI OJlaHKa
JUISL IMChMa U PEKBU3UTHI CITyKEOHOTO MHUChMA.

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

16. HazoBute BuIbl WHGOPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB, JaiiTe
XapaKTEPUCTUKY KaxaoMy Buay. [IpuBenuTe u3BecTHbIC 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 COAEPKaHUS.



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

20. lltatnoe  pacnucanne OCOOEGHHOCTH  COCTaBICHHUS, O(OPMIICHHS.
TpeboBaHue K UCMOIB30BAHUIO YHUDUITUPOBAHHBIX (HOPM.

21. TlpaBuna BHYTpEHHETO TPY0BOIO pacnopsiika u [lonoxxenue o nmepconasie.

22. JlaiiTe XapaKTEepUCTUKY PACIIOPATUTENIbHBIM IOKyMEHTAM.

23. HazoBute BUIBI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSIUTENbHBIX  JOKYMEHTOB,
odopmiieHrE peaMOyIIbl U PACTIOPSAUTEILHON 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 BXOIUT B MOHATHE IIPOBEICHUE IKCIIEPTU3HI IICHHOCTH TIOKyMEHTa»?

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

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

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 moafiexxar peructpanuu? 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 Bkiro4aeT B ceOs MOHATHE «(HOPMUPOBAHUSL» U «ODOPMIICHUSD» NE?
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 ce0sl MOHATHE «IOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuo»? OyHKIMH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAs MNOCJE€I0BATEIBLHOCTh HANMNCAHUS JIJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEpP KBApTHUPBHI;

') 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 nHGOpMaIKio, HEOOXOAUMYIO JIJIsl YIPABICHUS B ONPEeNICHHOU cdepe
NEATEIBHOCTH;

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

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PEIIAEMbIMU

JIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH  ITpaBUIIAMHU
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 0JIJAHKOB COOTBETCTBYET JAHHBIN HA00pP 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 MNOANHCh, pacliM@poBKYy (MHHULHAIBI 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') rapaHTUIHBIX;

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 Poccuiickoit @enepaunn U cyObekToB Poccuiickoit
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 OpraHU3alIlNH;

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,
CIpPaBOYHBIC JaHHBIC OO0 oOpraHu3anuu, Koa ¢GOPMBI TOKyMEHTa, MECTO JJIA
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 TOKYMEHTa, MECTO
W3JIaHUS IOKYMEHTA, CChIJIKa Ha HOMEP U JJaTy BXOJSIIETO JIOKYMEHTA;

B) (rep0, omMOnema), HAMMEHOBAHMUS OpraHU3AIMKM, HAUMEHOBAHUS BHUA
JIOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTABJICHUS
PETHCTPAllMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3aIlu,
CChUIIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIPABOYHBIE JAaHHBIE 00
opranusanuu, koa oprannzaunu OI'PH, mecTo s mpocTaBieHnst 1aThl JOKYMEHTA,
MECTO JIJISl POCTABJCHUS PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChIIKAa Ha HOMED
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 NPUKA3a 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. HopmaTuBHBIA aKT, HM3JaBaeMblii JMPEKTOPOM 00pa3oBaTeIbHOM
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) HAMMEHOBaHUE OpPraHU3aLlu;

€) CCBUIKA Ha JaTy PETUCTPAalMOHHBIA HOMED.

17. ®akc oTIM4YaeTcsa OT MUCHMA MO0 0POPMIIEHHIO T€M, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT PsiZ JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) meyaraercs Ha Tenedakce;

') HE MOXKET OBITh 3aBEPEH MEUATHIO.

18. BoigesnTe M3 KaKUX pa3esioB COCTOMT TEKCT NMPUKA3a MO0 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 HAUMECHOBAHMS BHU/IA TOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHMO;

B) JIOKJIaIHAs 3aIIUCKa;

I') TOJ>KHOCTHASI MHCTPYKITHSI.

20. Pacnpegesure yKa3aHHble HHKE JOKYMEHTbI Ha 3 TIpynmbl:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. J1oJKHOCTHAs! MHCTPYKIIMS.

3. PacniopsikeHue 1upekTopa.



4. CBonka.

5. IlocTaHOBIEHUE KOJIETHH.

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 mo pacciielOBaHHIO MO0XKapa, TMPOU30OUIEANIero B
00pa3oBaTeIbHOM YUpPeKAeHNHU, YCTAHOBUJIM Psi (GaKTOB, KOTOPbIE MOCTYKHIU
NpUYMHON nmoxkapa. Kakoi 1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AKT;

0) cripaBky;

B) JOKJIaHYIO 3aIUCKY;

') HHCTPYKLIHIO O TPOTUBOIIOXAPHOK O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coep:Kamiuii  00CTOSATEILCTBEHHOE M3JI0KeHHe KAaKoro-iubo Bompoca
BBIBO/IaMU U MPeIJI0OKEHUSIMH COCTABJIEHHS, HA3bIBAETCH:

a) aKT;

0) nmpeacTaBICHUE;

B) JIOKJIaJ[HAs 3aMHUCKa;

) IPEAJIOKEHHUE.

23. laToii ca1y:keOHOro MUCHbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) OoTIIpaBJICHMUS;

B) OJAMMUCAHUS,

T') MOJYYEHUS.

24. CnucoK NMPUCYTCTBYIOIIMX HA 3acedaHuu oGopmiisieTcsi OTAeJIbLHO M
NPHJIATAeTCs K NPOTOKOJIY, €CJIM TAKOBbIX:

a) 6onee 15;

0) 6oee 10;

B) OoJiee 25.

25. Odopmiienne o00JI0KKHM Jejia IS NOCAEAYHOIIEro XpaHEHUs
onpeneJsiercs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) pacIopsHDKEHUEM PYKOBOIUTEIS.

26. JkcnepTH3a HEHHOCTH I0KYMEHTA IPOXOAMT B Jramna:

a) YEeThIPE;

0) Tpu;

B) JIBa.

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

a) CTOJIE, IO CTEKIIOM;

0) nBepiie mkada c JTOKyMEHTaMU;




B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.

28. Bce JaucThl Jges1a mpM MOATOTOBKE HMX K Iepeaaye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpapUTHBIM KapaHIaoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaHJ1alllOM.

29. Bxoasimue JOKYMEHTBI PeruCTPUPYIOTCH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOJAMTEIIS;

0) B mepBOM MTOJIOBUHE JTHS MTOJTYYCHHUS;

B) /10 O3HAKOMJICHUS] C HUMU PYKOBOIUTES.

30. Kaxxnasi o0pa3oBaTesibHAsi OpraHnu3anus 00si3aHa MMeTh:

a) CBOJIHYIO0 HOMEHKJIATYPY;

0) MHAMBUAYATbHYIO HOMEHKIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBLKO AHEH A0 MCIOJHEHHS NPOBOAAT NpeaylnpeauTe bHbII
KOHTPOJIb?

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuresIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUsI CTPYKTYPHBIX IMOAPA3IACIICHAN;

0) HarpaBJIEHUs AESITEILHOCTU MIPENPHUITHS;

B) THU HEJIEJIH, MECSLIA.

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

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpalny,

B) MOCJI€ MOJMUCAHUS PYKOBOIUTEIIEM.

34. Eciiu B aeJie coaepsKarcsl J0OKYMEHTHI Pa3jIMYHON LEHHOCTH, TO CPOK
XPaHEeHNUs YCTAHABJIMBAETCH:

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 OiiaHke 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 O(GOPMUTH AOKIAIHYIO 3alUCKy O HapyUICHUH
TPYJIOBOM IUCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHTHI TEKCTA JOOABUTH
camoctoaTenbHo. Hamucath OOBSCHUTENBHYIO 3alHUCKy OT HMMEHU paOOTHUKA,
HapYILIUTENS TPYAOBOM AUCIUIUIMHBI.



3aganue 5. Hanucath 0TBETHOE MMCHEMO-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. CyuiHOCTh M OCHOBHOE HAa3HAY€HUE JOKYMEHTAIMOHHOTO oO0OecreueHus
JeSATEIbHOCTH Tearora.

4. CucteMbl JOKyMEHTALIHU.

5. 3akoHOJaTeNbHasl U HOPMAaTUBHO-METOAMYECKas: 0a3a JOKYMEHTAllMOHHOIO
oOecrieueHus: ypaBJICHHUS.

6. ®opmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB JIOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OaHKaM JOKYMEHTOB.

10. Cucrema moxkyMeHTAIIMU B 00pa30BaTeIbHON OpraHu3alIliy.

11. Opranuzanuonnsie Jo0KyMeHTbl cucteMbl OPJ[. O0miast xapakrepuctuka u
Ha3HAYEHUE JOKYMEHTOB.

12. PacniopsinutenbHabie JokyMeHTHI cuctembl OP/]. O61mmas xapaktepuctuka u
Ha3HAa4YeHHE JOKYMEHTOB.

13. UndopmaiiioHHO-ClIpaBoOUHbIe  TOKyMeHThl cuctembl OPJ[.  OO6mas
XapaKTepUCTUKa U Ha3HaYCHHUE 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. Bugpl  ciay’keOHBIX ~ MHCEM,  COCTAaBJSIOIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHEHIUH.

18. DnekTpoHHas Nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeILHON OpraHU3aIlny.

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

21. Tlopsimox 06pabOTKU BXOAIIUX TIOKYMEHTOB. Peructparivsi JOKyMeHTOB.

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: IIOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
OOBsicHUTEIbHAY 3aIIMCKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3UTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IMOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3HUTOB.
CnpaBKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaS, PaACOPAKCHHUC: IIOHATHC, HA3HAYCHUC, 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, HA3HAYCHUC, 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, 3mOemMa, TOBApPHBIM 3HAK (3HAK OOCITYXMBAaHHS), 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 1OKyMeHTA.

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 JOKYMEHTA.

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 UCTIOTHUTEE.

PexBU3UT OTMETKA O 3aBEPEHUHN KOTIUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3uT pe3osronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HANpPaBJICHUU JOKYMEHTA B JIEJIO.



