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1. MACHIOPT ®OHJAA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IpOrpamMMbl  JUCUUIUIMHBL  «J[OKYMEHTalHOHHOE OOECHEeYeHHE JEATEIbHOCTH
nejarora» M npeaHa3HayeH Il KOHTPOJISI U OLEHKH 00pa30BaTENIbHBIX JOCTHKEHHM
CTYJIEHTOB, OCBOMBILHX IPOrPAMMY JUCLHHUIIINHBIL.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKUA OOYYAIOIIETOCS
tpeboBanusiM PI'OC BO OakamaBpuar mno HampabieHuto noarotoBku 44.03.05
[Tenarornyeckoe obpasoBaHue (C AByMs MPOPUISAMU MOATOTOBKH), YTBEPKICHHBIM
npukazoM MuHucrepcTBa oOpa3oBaHuss W Hayku Poccuiickoir ®enepanuu Ot
22.02.2018 1. Ne 125 (c u3aMeHeHHsIMU U JomNOJHEHHsIMHU) U [IpodeccuoHanbHbIM
CTaHJApPTOM, YTBEpKICHHBIM IIpukazom MuHncTepcTBa Tpyla MW COLHAIBHOMN
3amuThl  Poccuiickoit  ®enepauun  «O0  yTBEpKIEHHH MNPOPECCHOHATBLHOTO
cranaapra «llegaror (memaroruueckas AesTENBHOCTh B c(epe TOMIKOJIBHOTIO,
HayaJbHOro OOIIEro, OCHOBHOTO OONIEro, CpeaHero ooOImero ooOpa3oBaHMS)
(BocmiuTarenb, yuutenab)»» oT 18 okTsaops 2013 r. Ne 544n (c WM3MEHEHUSIMU U
nonojgHeHusiMH); «OO0 yTBepxkAeHUM mpodeccuoHanibHOro cranaapra «llemaror
JIOTIOJTHUTEILHOTO 00pa3oBaHusl JETel W B3pOCHbIX»» OoT 22 ceHTa0ps 2021 .
Ne 6521H., cooTBeTCTBYIOITUX MPOPECCUOHATBHON JESTETbHOCTH BBIITYCKHUKOB.

1.3. Ilepeyenb kommeTeHuuii, (GopMUpPYyeMBIX B Ipolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI

[Iporiecc ocBoeHUsT AUCIUIUIMHBI HaNpaBJIeH Ha (OPMHUPOBAHUE CIEIYIOIINX
KOMIETEHIIUA U MHAUKATOPOB UX JTOCTHXKCHMUSI:

Koa mo ®I'OC BO ‘ NHaukaTop A0CTHKEHHUS

YHUBEpCAIbHbBIE

VYK-4. Cnocoben ocymectBisaTh aAenoByio | YK-4.1. 3HaeT: npuHUUNBI KOMMYHHUKAIlUU B
KOMMYHHUKAIIMI0O B YCTHOM M THCBMEHHOH | mpodeccHoHanbHOM ITHKE; (bakxTopsl
dopmMax  Ha  TOCYyIapCTBEHHOM  SI3BIKE | YIIYUIICHHWS KOMMYHHUKAIMM B OpTaHU3AINH,
Poccuiickoit @enepanuu ¥ MHOCTPAHHOM(BIX) | KOMMYHHMKAIIMOHHbIE TEXHOJIOTHH B
A3bIKe(ax) npodeccuoHanTbHOM B3aUMOJICIICTBUY;
XapaKTePUCTUKH KOMMYHHUKAIIHOHHBIX
MOTOKOB,  3HAa4eHHWE  KOMMYHHUKAIlMl B
poeCCHOHATLHOM B3aUMOJICHCTBUU; METOIbI
WCCIICIOBaHUS KOMMYHHUKaTHBHOTO
MOTeHIMaa JUYHOCTH; COBpPEMEHHbBIE
CpeacTBa WH(POPMAITUOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHII.

1.4. Dranbl (opMupoBaHHS KOMIIETEHIMH W CpPeICTBA OLEHUBAHWUS
YPOBHS X ¢)OPMHPOBAHHOCTH

KonTpoabHo-oneHOYHBIE

Jrtansl popmupoBaHusa komnereHunii | Komnerenuun
cpencrTna / cnocod OneHnBAHUS




Tema 1. Teoperuko-npaBoseie u | YK-4 BeicTymuieHne Ha NPAaKTUYECKUX
HOpPMAaTUBHBIE OCHOBBI 3aHATHUSAX, YCTHBIN onpoc
JIOKYMEHTAllMOHHOI'O obecrieyeHus

yIpaBIeHUs

Tema 2. Crangaptuzaunus npouecca | YK-4 BoicTyneHne Ha HpakTHYECKHX
JIOKYMEHTHPOBaHUS 3aHATHUSIX, YCTHBIM onpoc

Tema 3. Cucrema opranuszanuonso- | YK-4 BoicTynnenne Ha IMpakTUYECKHX
pacropsauTeabHON TOKYMEHTAlluU 3aHATHUSIX, YCTHBIN onpoc

Tema 4. JlenoBoe nucbmo kak ocHoBHOU | YK-4 BeicTymuieHMe Ha IPAKTUYECKUX
BUJI [IEPENIUCKU 3aHATHUSIX, YCTHBIN onpoc

Tema 5. Opranuzanus | YK-4 BeicTymuieHMe Ha NIPAaKTUYECKUX
JOKyMEHToo0opoTa  00pa3oBaTelbHON 3aHATHUSAX, YCTHBIN onpoc
OpraHu3aIH

Tekymas arrecrauus YK-4 KonTponbnas pabota
IIpomeskyTouHas arTrecTauus VK-4 3auer

1.5. Onucanue nokaszareseil (OPMHUPOBAHUS KOMIIETCHUM A

Kox komnerennun Pe3yabTaTrsl chOPpMHUPOBAHHOCTH

YK-4 3HaTh: MNPHUHOUNB KOMMYHHUKAaIlMH B MNPOQECCHOHATIBHON ITHKE;
(bakTopsl yIaydlIeHHs] KOMMYHUKAIUH B

OpraHu3ali, KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHATHHOM
B3aMMOJCHCTBUH; XapAKTEPUCTUKU
KOMMYHHKAIlMOHHBIX ~ IIOTOKOB;  3Ha4Y€HUE
npo¢eCCHOHATLHOM B3aUMO/ICHCTBUY.

VYMeTb: co31aBaTh Ha PYCCKOM M HMHOCTPAHHOM SI3BIKE IHCHbMEHHBIC
TEKCThl HAYYHOTO0 M O(UIMAIBHO-AEIOBOTO CTUJEH peud 1o

KOMMYHHKaIIU B

npodeccuoHaTbHBIM BOIIPOCAM; WCCIIE/IOBATh MIPOXOXKICHHE
uHpOpMaIUU 1O
yIOpaBICHYECKUM  KOMMYHHKAIMSAM;  ONPEACNSATh  BHYTPEHHHUE

KOMMYHHKAIIMM B OpraHU3alliy; BIAJAETh MPUHIUIAMH (HOPMUPOBAHUS
CHCTEMbl KOMMYHHKAIINH.

Brnagers: peanmuzanueit cmocoOOB yCTHOW M TMHUCHMEHHOW BHJOB
KOMMYHUKAIMH, B TOM YHCJIE HA

MHOCTPAHHOM  A3BIKE; IMPEICTABICHUEM IUUJIAHOB M  pE3yJIbTaTOB
CcOOCTBEHHON M KOMAaHIHOH AESITEILHOCTH C

HCIIOJIb30BAHHMEM KOMMYHUKATUBHBIX TEXHOJIOTUI.

1.6. Kpurepum ouneHUBaHHSA KOMIIETEHUMH HAa Pa3HbIX 3Tamax HX
¢popmupoBanus

KonuyecrBo
Bup yueOHoit padoTnbl 0a/1;10B
(01010
BrimonnHeHue 1 3ammTa mpaKkTHYeCKuX padoT 40
Konrtponbnas padora 15
KonTtpomas camocToaTenbHOi paboTh 20
YcTHBIN 3a4eT 25
Bcero 100




HaxonureanHasa cucremMa ounenuBanug mo 100-0ajibHOM mKaJje

YerpipexOannbHas
CHCTeMa OLleHHBAHUSA
IK3aMeHa

100-0aanbHan
mKaJjaa

BykBeHHas mkaJja, coorsercryromas 100-
0aIbHOI mKaje

Cucrema
OLCHUBAHUS
3avera

OTINYHO

90-100

A — OTJIMYHO — TEOPETUUCCKOE COJICPIKAHKE
Kypca 0CBOCHO MOJIHOCTBIO, Oe3 Tpo0eIios;
HEO0XOUMBIC TIPAKTHUCCKUEC HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaioM c(hopMUPOBaHHI;
BCE MPEAYCMOTPEHHBIC MPOrpaMMOi
00yueHHs yucOHBIC 3a1aHUS BBITOJHCHBI,
Ka4eCTBO MX BBITOJHEHHS OLIEHEHO YHUCIOM
0aJyI0B, OJIN3KUM K MAaKCHUMAaJIbHOMY

Xopoio

83-89

B — oueHs XxopomIo — TeopeTHIecKoe
coziepkaHne Kypca OCBOCHO MOJHOCTEIO, 03
npo0OesoB; HEOOXOIUMBIC IPAKTHYECCKIE
HaBBIKU paOOTHI C OCBOCHHBIM MaTepHAaJIOM B
OCHOBHOM Cc(hOPMHPOBAHBI; BCE
peyCMOTPEHHBIE IPOrPaMMON 00yUCHHUS
y‘-Ie6HI>Ie 3aJaHus BBINIOJIHCHBI, KAYCCTBO
BBINOJIHEHHUS OOIBIINHCTBA U3 HUX OLICHCHO
YHUCIIOM 0aJJIOB, OJIM3KUM K MaKCHUMaJIbHOMY

Xopowo

75-82

C — X0poI110 — TEOPETUUYECKOE COACPKAHNE
Kypca OCBOCHO TIOJTHOCTBIO; HEKOTOPhIE
MIPAKTHICCKHIE HABBIKKA PaOOTHI C OCBOCHHBIM
MaTepraoM c(hOPMHUPOBAHBI HEIOCTATOYHO;
BCE IIPEAYCMOTPEHHBIE IPOTpaMMOi
o0ydeHHs yueOHBIC 3aJaHUS BHITIOJTHEHEL,
Ka4eCTBO BBIITOJHEHHS HU OJHOTO U3 HUX HE
OIIEHEHO MUHHMMAJBLHBIM YHCJIOM OaJlIoB,
HEKOTOPBIE BUIbI 3aJJaHUI BBHITIOJIHEHBI C
omnMOKamMu

Y 10BJIETBOPUTEIIBLHO

63-74

D — ynoBneTBOpHUTEIBHO — TEOPETHUECKOE
cojiep’KaHUE Kypca OCBOCHO YaCTUYHO, HO
npoO6esbl He HOCAT CYIECTBEHHOTO
XapakTepa; He0OXOMMbIE TPAKTUIECKHE
HaBBIKH Pa0OTHI C OCBOSHHBIM MaTepHajioM B
OCHOBHOM c(hOPMHPOBaHEI; OOJIBIINHCTBO
IIPEAYCMOTPEHHBIX MPOTpaMMOi 00ydeHNS
y4eOHBIX 33/1aHUH BBITIOJIHEHO, HEKOTOPBIE 3
BBIITOJTHEHHBIX 3aJIaHUH COJIep KaT OMHOKH

YZLOBJ'ICTBOPI/ITGJ'IBHO

50-62

E — mocpencTBeHHO — TeOpeTHIECKOE
COJZIepKaHUE Kypca OCBOSHO YaCTHYHO;
HEKOTOpBIEC MPAKTUIECKHE HABBIKH PAOOTHI HE
c(hopMHUPOBaHbBI, MHOTHE MTPEyCMOTPEHHBIE
y4eOHOM MporpaMMoii 00ydeHus: yueOHbIe
3a/1aHuUs HE BBITTOJIHEHBI THOO Ka4eCTBO
BBITIOJTHEHHBIX HEKOTOPBIX U3 HUX OIICHEHO
quCJIoM 0aIoB, OJM3KMM K MHHUMAaJIbHOMY

3auTeHo

HeynosnerBopurensHo

21-49

FX — HeyZOBIETBOPUTEIHHO — TEOPETHIECKOE
COJIepKAaHUE Kypca OCBOSHO YaCTHYHO;
HEO0XOUMBIC TPAKTUUCCKUE HABBIKU PAaOOTHI
C OCBOCHHBIM MaTEpHAaIOM HE
c(OpPMHUPOBAHBL;, OOIBIITHHCTBO
MPEyCMOTPEHHBIX YYeOHOH MporpaMMon
o0y4deHHs y4eOHBIX 3a/IaHUI HE BBITIOJTHEHO
100 KaYeCTBO MX BBIMIOJIHEHUS OICHEHO
9UCJIOM 0aIoB, OJM3KMM K MHHUMAaJIHLHOMY
TIPY JOTIOJTHHUTEIHEHO CaMOCTOSATEFHON
paboTe HaJx MaTepHUaIoM Kypca BO3SMOXKHO
TTOBBIIIICHUE KaYeCTBA BRIITOJHEHHUS YISOHBIX
3aJaHui

HeynosneTBopuTesbHO

0-20

F - HCYAOBJICTBOPUTCIHbHO — TCOPECTUICCKOC

He 3aureno




coziepKaHue Kypca He OCBOEHO;
HEOOXOANMBIE MTPAKTHUECKHE HAaBBIKH PabOTHI
He c()OPMUPOBAHBI; BCE BHIIIOJIHEHHBIE
yueOHbIe 3aJaHusl COJIepKaT IpyOble OIIHOKHY;
JOTIOJTHUTENBHAs CAMOCTOsATENIbHAs paboTa
HaJl MaTeprajoM Kypca He IIPUBENeT K
KaKOMy-JTH0O 3HAaYMMOMY ITOBBILICHHIO
KaueCcTBa BBIIOJIHEHHS YUeOHBIX 3aJaHIH

2. KOHTPOJIBHO-OEHOYHBIE CPEJICTBA
2.1. OueHoYHBbIE CPeCTBA TEKYLIEr0 KOHTPOJIsI (THIIOBbIE)

Bonpocs! 1U1s1 yCTHOTO onpoca:

1. Jlaiite onpeneneHue NOHITHUS «TOKYMEHT.

2. Packpoiite monstue «OY». HazoBure mpodeccroHanbHble TEPMHUHBI U
oIpesesieHus B 00J1acTh AeONPOU3BOICTBA.

3. Ha3zoBute u packpoiTe pyHKIIHMH JOKYMEHTOB.

4. Kakue OCHOBHBIE 3aKOHBI B O0JIACTU OpraHU3alluyu JEJIONPOU3BOACTBA BbI
3Haere? HaszoBute conepkaHue makeTa OO0S3aTENbHBIX 3aKOHOAATEIbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B oOnactu JIOVY.

5. HazoBute mpaBuna  yTBEpXKIAEHUS  JOKyMEHTOB. TpebGoBanus u
oopMIICHHE.

6. Kakue peKBU3HUTHI SIBIAIOTCS «OPUAMYECKH 3HauyuMbiMu»? IlpaBuma mx
oopmienus. YTo BKIIIOYAET B c€0s MOHIATHE «IIPaBOBasi OXpaHa JOKYMEHTOB)»?

7. llpuBeaute npuMepsl TOKYMEHTOB, KOTOPbIE MOJJIEKAT YTBEPKICHUIO U Ha
KOTOPBIX CTaBUTCS nevarh. Kak 0opMIIIIOTCS IEpeUHU TaKUX JOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPHIM OGOPMISIOT PEKBU3UTHI
nokymeHToB cucteMbl OP/I. /lata BBeneHue u 4to oH yctaHaBinuBaeT. HazoBute Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00IIero OnaHka W OjaHka g nuchbMma. IlpaBuia
opopmiteHusi. Kakue Buabl OnaHkoB Bbl 3Haere? B uyem ocoOeHHOCTH OJlaHKa
JIOJKHOCTHOTO JIMIA?

10. CornacoBanue u Bu3upoBanue. Ha3zoBute BUIBI U CPOKH COTJIACOBAHMS, U
BU3UPOBAHHUE TOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax NpeaupusTHil U opranuzaunui. Ha
KaKuX JIOKyMeHTax cTaBsiTcs nedarb? Kakue TpeOoBaHMS TNpPEabSBISIOT K
UCITI0JIb30BaHUIO repOoBOi neyatu?

12. PackpoiiTe coaep>kaHue NOHATHS «ymnpaBieHue». HazoBute cuctemsl
JIOKYMEHTOB ymnpasiieHusi. Packpoiite nonsitue «OPJl». Kakue rpynnbl u Bub
JIOKYMEHTOB BXxoAsT B OP/1?

13. Pacckaxxutre 00 OCOOEHHOCTSIX 3JIEKTPOHHOTO JOKYMEHTa, 3JIEKTPOHHOM
NEPETUCKH U TPEOOBAHUSX, IPEIBIBISEMBIX K HEM.

14. B yem ocoOGenHocTtn Onmanka mjsi mucbma? HazoBuTe pexkBu3WTHI OjlaHKa
JUISL IMChMA U PEKBU3UTHI CITYKEOHOTO MHChMA.

15. Yto pernmaMeHTHpYET TUIIOBAsE MHCTPYKLMS 10 Aeaonpou3BoacTBy? Jlaiite
XapaKTEPUCTUKY OPraHU3aLMOHHBIM TOKYMEHTAM U Ha30BUTE UX BUJBI.



16. HazoBure Buapl HH(POPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB, JalTe
XapaKTEPUCTHUKY KaxaoMy Buay. [IpuBenuTe u3BeCTHbIE BaM BUAbI PETUCTPALIUU.

17. JlaiiTe = XapakTEpUCTUKY YyYPEAUTENbHBIM JOKYMEHTAM U  YCTaBy
npeanpuatus. Kakue BUIbI yCTaBOB Bbl 3HAETE?

18. Jaiite  xapakrepuctuky JokymeHty «llomoskeHue» ©  Ha30BUTE
CTPYKTYPHBIE€ YACTH TEKCTa JOKYMEHTA H €r0 COAEPIKAHMUSL.

19. [daiite xapaktepucTuky nokymeHTy «HcTpykuusy». [IpuBenure npumepsl.
JloKHOCTHAs! MHCTPYKIMS, CTpYKTypa Tekcta. OdopmieHue. O3HaKOMIIEHHE.

20. lratnoe  pacnucanue OcCOOEHHOCTH  COCTaBleHUs, O(OopMIICHHUS.
TpeboBaHMe K UCIIOJIB30BAHUIO YHU(UIIMPOBAHHBIX (DOPM.

21. IlpaBuna BHYTpEHHETO TPY0BOro pacnopsiaka u [lonoxenue o nepconaine.

22. JlaliTe XapakTEepUCTUKY PacOPAIUTENbHBIM IOKYMEHTAM.

23. HazoBute BU/IbI paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaX/10TO.
Ha3zoBute CTpyKTypHBIE 4YacTH TEKCTa  PACHOPSAIUTENbHBIX  JOKYMEHTOB,
odopmiieHHE TTpeaMOyJIbl U PaCOPSIAUTEIBHON YacTH.

24. B yem ocoOeHHOCTH Ciy)eOHbIXx mHucem? Ha3zoBuTe BHIBI CITyKeOHBIX
nuceM. Kakue TpeboBaHus NPEABSIBISIOTCSA K TEKCTY CITYKEOHBIX MUCEM?

25. HazoButre mpaBmia oGOpMIICHHS  PEKBU3HTA  «aapecar». Bumsl
aJpEeCOBaHUS.

26. UTO BXOJUT B MOHATHUE «IIPOBEICHUE KCIIEPTU3HI IICHHOCTH TOKyMEHTa»?

27. PackpoiiTe TOHATHS <«JIOKYMEHTOOOOPOT», «IOKYMEHTOMOTOKW». JlaiiTe
XapaKTePUCTUKY KaXJOMy BHIY IOKYMEHTONOTOKA, YKaXMTE€ HX OCOOEHHOCTH.
Kakum 06pa3zom onpenensiercs JOKyMEHTOO0OpOT MpepUusiTUs?

28. Homenknatypa nen. 3nauenue. CocraBienue. Buapsl HOMEHKIIATyphI.

29. IlonroToBKa MTOKYMEHTOB K CJadye B BEAOMCTBEHHBIM apxuB. Crmada
JIOKYMEHTOB B apXuB opraHuzanuu. ONucu JOKYMEHTOB, HAXOJSIIMXCA B JIETe.
dopmMa u cosiepkaHue aKTa 00 YHUUYTOXKEHUU JTOKYMEHTOB U JEII.

30. Kakue nokymeHTHl He nojasiexar peructpanuu? Kak u 3auem Benercs yder
TaKuX MOCTYIUICHH?

31. Pacckaxute 0 BHJAX BXOISALINX, MUCXOMSAIIMX BHYTPEHHUX JOKYMEHTaX.
HoxymenToB. IlpuBenutre Gopmbl >KypHaJIbHOM peructpauuu. Pacckaxure o
peructpaunu ¢ nomouipto PKK 1 aBTomaTuznpoBaHHoi.

32. Uto BkiItOYaeT B ceOs MOHATUE «(POPMHUPOBAHUS» U «OPOpMIICHUS» Jem?
HazoBute npuszHaku opopmiieHus: 00JI0KKU JIe]T.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCUMOCTH HUX 3HauuMocTu. HazoBute
HOPMATHUBHBIA JOKYMEHT, 10 KOTOPOMY OINPEAEIISIFOT CPOKH XPaHEHUS.

34. Yto BK/IIOYAET B ce0sl MOHATHE «IOATOTOBKA JOKYMEHTOB K apXHUBHOMY
xpaHeHuto»? OyHKIMH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecThl /151 NIPOBeAeHUSA KOHTPOJIbHOI padoThI:
1. IIpaBuibHAs MOCIEA0BATEJIbHOCTh HANMCAHHUS JIEMEHTOB IOYTOBOIO
aJpeca HA MOYTOBBIX OTHPABJICHHUAX:



a) MOYTOBBINA UHICKC;

0) HaMMEHOBaHUE ajpecaTa,

B) HOMEpP KBAPTHUPBHL;

') HA3BaHHE HACEJIEHHOTO ITyHKTA;

1) Ha3BaHHE 001acTH, Kpasi, pecryOIuKH;

€) CTpaHa;

) HOMED JI0Ma;

3) Ha3BAHUE YIIUIIBI.

2. YHU(PUIIMPOBAHHAS CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cucTeMa JOKYMEHTAIlMM, CO3JaHHas M0 €IWHBIM IMpaBuUiiaM U TpeOOBaHUSM,
coJieprkaiias nHpopMaIuoo, HeoOX0IMMYIO JIs YIIPaBJIECHUs B ONpe/iesieHHON cdepe
JEATEIIbHOCTH;

0) yaudunmpoBanubie  (QOPMBI  TOKYMEHTOB, CHCTEMATU3UPOBAHHBIC  TIO
(GyHKIUSM yIIpaBIICHUS;

B) COBOKYITHOCTb JIOKYMEHTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C PEIIAEMbIMU

JIOKYMEHTAMU;
T') COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHas €IUHOOOpPA3HBIMU IpaBUIAMU
odopMIICHHUSI.
3. Bo3MOKHOCTH HCHOJIb30BaHUSA (PaKCMMHJIE KAK COOCTBEHHOW NMOANMCH
perjiaMeHTHPYeTCH:

a) rpaXKIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JIEJIONIPOU3BOACTBA B (PeiepalbHBIX OpraHax HCHOJHUTEIHHOM
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JJaHKOB COOTBETCTBYET IaHHBIII HA00P PeKBU3UTOB?

a) l'ocynmapctBennsiii  tep6 Poccuiickoit  ®epepanuu, repd cyObekTa
Poccuiickoii  ®enepanuu, »smOnema opraHu3alvM, TOBapHbIM 3HAK (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABJICHUS WU U3/IaHMUS;

0) O1aHK MUCHMA;

B) 0OIIMiT OJIaHK;

r) 6JIJaHK KOHKPETHOTO BHUJIa IOKYMEHTA.

5. Ilopsanok HAMUCAHUA OYTOBOI0 a/ipeca YCTAHOBJICH:

a) B [IpaBunax aemompon3BojacTBa B (pemepalbHBIX OpraHaxX HCIOJHUTEIBHOM
BJIACTH;

6)B 'OCT P 7.0.97-2016;

B) B [IpaBmiax okazaHus ycayr MOYTOBOM CBS3H.

6. PexkBU3UT «BU32» MOKET BKIKYATH:

a) OJDKHOCTh BUBHPYIOIIEro, €ro TMOJAMHUCh, PacM(ppPOBKY (MHULHUAIBI U
dbaMuus) u aarty;

0) nmoanuce, pacmudposky (@. U. O.), nary;

B) JIOJDKHOCTB, MOJIMUCH JaTy;

I') T10JKHOCTB, TOAMHUCH, paciudpoBky noanucu (d. U. O.).

7. 'epOoBasi me4aTh NPOCTABJIAETCSH HA MUCbMAX:

a) peKJIaMHBIX;

0) HAaMOMUHAHUSIX;



B) IIPUTJIALICHUSIX;

') FapaHTUHHBIX;

1) ”HPOPMAIIMOHHBIX.

8. Tekcr [AOKYMEHTOB COCTABJSIIOT HAa TOCYJAPCTBEHHOM  SI3bIKE
Poccuiickoiit ®Degepaumy WM Ha T[OCYJapPCTBEHHBIX HA3bIKAX CY0ObEKTOB
Poccuiickoii @eaepanum B COOTBETCTBUM C:

a) MpaBWJia JIETOMPOU3BOJICTBA B (heAepaIbHBIX OpraHax WCIOJHUTEIHLHOM
BJIACTH;

0) 3akoHOsaTenbcTBOM Poccuiickoit deneparun 1 cyObekToB Poccuiickoit
denepaunu;

B) 'CHIOY;

I') TUTIOBOM MHCTPYKITUEH MO JEIONPOU3BOJICTRY.

9. Ileq1b10 CTAHAAPTU3AIUMN JOKYMEHTOB SIBJISCTCSH:

a) IOPUIUYECKOE 3aKPEIJICHUE Pe3yJIbTaTOB YHU(UKAIIUU JJOKYMEHTOB;

0) pa3paboTKa HOMEHKJIATYPY JIETI;

B) CUCTEMATH3alMsl JOKYMEHTOB B OpraHU3alliu;

r) o0ecreyeHne COXpaHHOCTH JOKyMEHTOB,

1) 3a11UTa KOH(QUIEHIMATbHOCTH HH(POPMALIUU.

10. VYkaxkute BapuaHT OTBETOB, B KOTOPOM IMPaBWIbHO HAa3BaHbI
PEKBU3HUTHI 0JIAHKA MUCbMA:

a) (rep0, »oMOnema), KOJ OpraHu3ald, HAWUMEHOBAHUS OpTaHU3AIlNH,
CIIpaBOYHbBIE JaHHBIE OO0 oOpraHu3anuu, KOoA (GOPMBI JTOKyMEHTa, MECTO JUIs
MPOCTABJIECHUS AaThl JOKYMEHTa, MECTO JMJisi IMPOCTABICHUS PETHCTPALMOHHOTO
HOMEpa JOKYMEHTA, CChUIIKA Ha HOMEP U JIaTy BXOJSIIErO JOKYMEHTA,

0) (rep0d, 5mOiiema), HaMMEHOBAHMS OpraHU3allMM, KOJI OpTaHW3aIMH, JaTa
JOKYMEHTa, MECTO ISl POCTABIICHUS] PETUCTPALIMOHHOTO HOMEPA TOKYMEHTA, MECTO
W3/aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOASIIEro JOKYMEHTa;

B) (rep0d, »MOieMa), HAaWMEHOBAHUS OpraHW3allM¥, HAUMEHOBAaHUS BHUA
JIOKYMEHTa, JaTa JOKYMEHTOB, KOJ (POpMBI TOKYMEHTa, MECTO JJisi MPOCTaBJICHUS
PErUCTPAIlMOHHOTO HOMEpa JOKYMEHTa, CIpaBOYHbIE JdaHHBIE 00 OpraHuU3allvu,
CCBhUIKA Ha HOMEp U JaTy BXOJIAIIETO JOKYMEHTA;

r) (rep0d, HMOjeMa), HAMMEHOBAHUS OpraHU3alluW, CIPABOYHBIC JaHHBIE 00
opranuzanuu, ko opranuzanuu OI'PH, MecTo st mpocTtaBiieHus: AaThl JOKYMEHTA,
MECTO JJIsl POCTABJICHUS] PETUCTPALIMOHHOTO HOMEpPA JOKYMEHTA, CChUIKa Ha HOMEP
U ATy BXOJIAIIET0 JOKYMEHTa, MECTO JUIsl 3ar0JI0BKA K TEKCTY.

11. K opranu3anmoHHbIM JOKYMEHTaM OTHOCATCH:
a) TMPOTOKOII,
0) ycras,;

B) HHCTPYKIIUS;
I) TOCTAHOBJICHUE;
1) TOJOXKECHHE.
12. K pekBH3MTAM NPUKA32 OTHOCATCS:
a) ajapecar;
0) HaMMEHOBAHUE OpPraHU3AIUY;
B) HauMMEHOBAHUE BUJA JOKYMEHTA,



I) 3aroJIoBOK K TEKCTY, TE€KCT;
1) Tpud yTBEpPKICHUS;
€) TMOJMMCH.
13. AKTBI cO31aK0TCH:
a) KOJUIETHAJIBbHO;
0) Ha OnaHkax;
B) Ha COBEIaHUU,
I')  BBIIIECTOAIICH OpTaHU3AINCH.

14. HopmaTHBHBIH aKT, HM31aBaeMblii JAUPEKTOPOM 00pa3oBaTEIbLHOM
OPraHU3alMU WIH YUPE:XKIeHUs, ITO:

a) TIpHUKa3s;

0) TMOJOXEHUE;

B) PpacHOpsDKEHHE,
I) peIIEHHUE.

15. Bo BpeMsi NMPOU3BOJACTBEHHOI0 COBENIAHHMS Y JAMPEKTOPA CEKpeTaphb
3allUChIBAJI BBICTYIUIEHUSI U TpuHsATHE pemieHusi. Kakoil HOKyMeHT ciieayer
0()OpMHTH MO UTOraM 3acelaHus?

a) [Ipotokou;

0) peliieHue;

B) paclopsHKEHHE;

') IPOTOKOJI, PEIIEHUE U PACTIOPSIKEHUE;

1) IO YCMOTPEHUIO HaYaIbCTBA.

16. PexkBu3uTaMU BHELIHEH CIIPABKU SIBJISICTCH:

a) Meyvarh;

0) MOIMHKCH;

B) HAMMEHOBAHHUE BUA JIOKYMEHTA;

r) agpecar;

1) HAMMEHOBAHWE OpPTaHU3aINY;

€) CChIJIKa Ha JaTy perucTpalluOHHbIA HOMED.

17. ®akc oTiin4aeTcs OT MUCbMA 10 0(POPMJIICHHUIO TEM, YTO:

a) SIBJISIETCS HE TIOJIMHHUKOM, a KOTHEH JOKYMEHTa;

0) COZIEPKUT PsiJl AOTOJHUTEIBHBIX PEKBU3UTOB;

B) Meuaraercs Ha Tenedakce;

') HE MOXET OBITh 3aBEPEH MEUYATHIO.

18. BbigesnTe M3 KakuX pa3ieioB COCTOUT TEKCT NMPHKAa3a MO0 OCHOBHOM
NeSITeJIbHOCTH:

a) KOHCTATUPYIOIINI U pacTiOpsIUTEIbHBIN;

0) KOHCTaTUPYIOUTUH U TIOCTAHOBIISIOIINA;

B) KOHCTAaTHPYIOIIUI U ITPEAJIararoniuii;

I') OCHOBHOM M KOHCTaTUPYIOLIUH.

19. Bbimenutre, B KaKOM W3 BHJAOB [O0KYMEHTOB He MPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BH/A TOKYMEHTA.

a) 3asBJICHUE;

0) ciry>ke0HOe TTHCHhMO;

B) JIOKJIQJ(HAs 3aMHCKa;



I') TOJDKHOCTHAS UHCTPYKIIHSL.

20. Pacnpenesure yKasaHHble HMKe [JOKYMEHTBI Ha 3 Trpylmbi:
a) opraHM3aluoOHHbIe, 0) pacnopsAAUTe/IbHbIC, B) HHPOPMALMOHHO-CIIPABOYHbIE.
. Pesrome.

. JloJoKHOCTHAs! MHCTPYKLIMSL.
. Pacniopsixkenue nupexropa.
. CBoka.
. [TocTranoBnEHUE KOJUIETHH.
. UHCTpyKIMs 10 AENONPOU3BOICTBY.
. CnipaBka ¢ mecta paboThI.
. [Ipuka3 o npueme Ha paboTy.
. [lltaTtHOE pacnucanue.

10. TpynoBoii 70TOBOpP.

11. IlpurnamieHne Ha BHICTABKY.

12. PermameHT.

21. Kommuccusi mo pacciielOBaHMI0O IOKapa, Mpou3omieamiero B
00pa3oBaTeJIbHOM YYpeKACHHHU, YCTAHOBUIM P (PaKTOB, KOTOPbIE MOCTYKHIU
NpUYMHON moxkapa. Kakoi 1OKyMeHT J10JI2KHA COCTABUTH KOMUCCUA?

a) AKT;

0) cripaBky;

B) JIOKJIAJTHYIO 3aIIUCKY;

I') UHCTPYKIHIO O IPOTUBOIMOXKAPHOM 0€3011aCHOCTH.

22.  JIOKyMeHT,  aJpecOBaHHbIii  PYKOBOAMUTEJK)  OpPraHHU3aluM,
coep:Kamiuii  00CTOATEILCTBEHHOE M3JI0JKEHHMEe KaKoro-aiuéo Bompoca ¢
BBIBOJAMHM U NMPEIJI0KEHUAMHI COCTABJICHUS, HA3BIBACTCH:

a) aKT;

0) mpecTaBiICHUE;

B) JIOKJIaHAs 3aIUCKa;

I') OpeJIoKEHNUE.

23. JlaToi c1yKe0OHOIo MUCbMA SABJISCTCH 1aTa:

a) COCTaBJICHUS,

0) OTIIpaBJICHUS;

B) MOJITUCAHUS;

I') OJYYEHUS.

24. Cnncoxk NMpUCYTCTBYIOUIIUX HA 3acelaHuM 0QopMIsieTcsi OTAEJbHO H
NMPHJIATAeTCs K MPOTOKOJIY, €CJIM TAKOBBIX:

a) 6onee 15;

0) 6omee 10;

B) Oonee 25.

25. Odopmienne 00JI0KKM JAejia IS MOCJACAYIOLIEr0 XpPaHEHHs
ompeeasieTcs:

a) CTaHAapTOM;

0) MHCTPYKIKEHN IO IeTONPOU3BOJICTBY;

B) pPacCloOpsKEHUEM PYyKOBOIUTES.

26. DxkcnepTH3a HEHHOCTU JOKYMEHTA NMPOXOAUT B Jramna:

©OoOo~NOoO ULk, WNE




a) 4eThIpe;

0) Tpu;

B) JiBa.

27. HomeHkaaTypa aeJ (padounii 3K3eMIVISIP) MOMENIAKOT HA:

a) CTOoJIE, IO CTEKJIOM;

0) nBepiie mkada ¢ JOKyMEHTaMU;

B) BHYTPEHHEU CTOPOHE ABEPIIBI MKada ¢ JOKYMEHTaMHU.

28. Bce aucThl Jejia NpU NOATOTOBKE HX K Iepegaye B apXuB
HYMEPYIOTCS:

a) YepHBIM rpaUTHHIM KapaHAaIlIoM;

0) YepHBIMU YEPHUJIAMU;

B) KpacHBIM KapaH]IalllOM.

29. Bxoasinue J0KyMEHTbI PerucTPUPYIOTCS:

a) MocJe 03HAKOMJIEHUS] C HUMHU PYKOBOIUTEIS;

0) B mepBOIi MTOJIOBUHE JTHS MOJIYYECHHUS;

B) /10 O3HAKOMJIEHUSI C HUMU PYKOBOJIUTETIS.

30. Kaxxnast oOpa3oBaTe/ibHAasi OpraHu3anus 00si3aHa MMeTh:

a) CBOJAHYIO0 HOMEHKJIATYypy;

0) MHIMBHUIyaJIbHYI0 HOMEHKJIATYPY;

B) TUTIOBYIO HOMEHKJIATYPY.

31. 3a CKOJIBKO AHeH 0 MCIOJHEHHS NPOBOAAT MNpeayNnpeauTebHbII
KOHTPOJIb?

a) 1Ba;

0) o1uH;

B) TpH.

32. PazneiuTesiiMU B CIIPABOYHOM KAPTOTEKeE CJIY/KAT:

a) Ha3BaHUsI CTPYKTYPHBIX MOAPA3ACIICHUI;

0) HampaBJIeHUA JEATEIbHOCTH MPEAIPUITHS;

B) IHU HEJIEJIH, MECSIa.

33. Ha ucxoasimeM J0KYMEHTE PEKBU3UT «1aTa» CTABUTCH:

a) COCTaBUTEJIEM JIOKYMEHTA;

0) npu perucTpanuy;

B) MOCJIE MOJNUCAHUS PYKOBOJIUTEIEM.

34. Ecau B geJie cogep:Karcs JOKYMEHTbI Pa3jiM4HOM LEHHOCTH, TO CPOK
XpaHEeHHs YCTAHABJIUBAETCH:

a) OOJIBIINIA;

0) MECHBIIIHIA,

B) CpPEIHMUIA.

3ajanus I CAMOCTOSATEILHOM PadoThI
3aganme 1. OdopmMuTh BCe OTMETKH, KOTOpbIE CTaBSAT Ha JIOKYMEHTE B
cootBerctBuM ¢ ['OCT P 7.0.97-2016. VYkaxkutre MeCTOPACHOJIOKEHUS ATUX
pPeKBU3UTOB Ha OnaHke popmara A4.
3aganme 2. 300pa3urte cxeMaTHUECKU KJIACCU(DUKAIIUIO TOKYMEHTOB.



3apanue 3. Bemummure Ha nuct dopmara A4 Bce mpaBuia o(opMIiieHHS
TEeKCTa JOKYMEHTa: WHTepBaibl, mpudtel u T. A. B coorBercTBUM ¢ ['OCT P
7.0.97-2016.

3aganue 4. CoctaButh M OGOPMHUTH AOKIAIHYIO 3alUCKy O HapyHICHUU
TPYJOBON NUCHUIUIMHBI paOOTHUKOM. Bce peKBU3HUTHI U AJIEMEHTHI TEKCTa J00aBUTH
camocTosiTenbHO. HamucaTh OOBSICHUTENbHYIO 3alHCKy OT HWMEHH pabOTHHUKA,
HapyLIUTENS TPYAOBOM AUCIUIUIMHBI.

3aganue 5. Hanmucath 0TBETHOE MHMCHMO-0J1aroJapHOCTh Ha MO3/IpaBJICHHUE.

2.2. OueHoYHbIEe CPeACTBA ISl MPOMEKYTOUHOM aTTecTauuu (3a4eT)

Bonpocsl 1J151 npoBe/ieHUs 3a4eTa:

1. [ToHsITHE «JIOKYMEHT» U €T0 (PYHKITUH.

2. Kimaccudukanust TOKyMEHTOB.

3. CymHOCT, M OCHOBHOEC HAa3HAYCHHE JTOKYMEHTAI[MOHHOTO OOCCICYCHUS
NeATEILHOCTH TIeIarora.

4. CucteMbl TOKYMCHTAIIHH.

5. 3akoHOmaTeNbHAs U HOPMATUBHO-METOMNYECKasi 0a3a JTOKYMEHTAIIMOHHOTO
oOecrieueHus: yIpaBJICHHS.

6. @opmymsip TOKyMEHTA.

7. CocTaB peKBU3HUTOB JJOKyMEHTOB.

8. TpeboBanus Kk 0OPMIIEHUIO PEKBU3UTOB JJOKYMEHTOB.

9. TpeboBanus K 6J1aHKaM JOKYMEHTOB.

10. Cucrema qoKyMeHTAIIMM B 00pa30BaTEIbHON OpraHU3aIUu.

11. Opranuzamnuonnsie 1okyMeHTHI cucteMbl OPJ. OGmas xapakTeprucTika u
HA3HAYCHUE JJOKYMEHTOB.

12. PacniopsinurenbHbie JoKyMeHTHI cuctembl OPJ. OO0miast xapakTtepucTuka u
Ha3HAYCHUE JOKYMEHTOB.

13. UndopmanmonHo-cripaBounbie  10KyMeHTHl cuctemMbl OPJl.  OOmas
XapaKTEePUCTHKA U Ha3HAYEHUE JOKYMCHTOB.

14. JlenoBoe MMCbMO KaK OCHOBHOM BH/I IEPETTUCKHU.

15. bnanku qyis nucem. @opmyJisip 1€I0BOr0 MUChMa.

16. OcobenHocTr 0(UIMATBEHO-IEJIOBOTO CTHIISI COCTABJICHUS TEKCTA JIEJIOBOTO
MUChMa.

17. Buget  ciayKeOHBIX  IHCEM, COCTaBJSIFOIIIME  OCHOBY  JIEJIOBOM
KOPPECTIOHICHITUH.

18. DnexTpoHHas mepenucka. INEKTPOHHBINA JOKYMEHT.

19. Opranuzanus JOKyMeHTO000pOTa 00pa30BaTEIbHON OpTraHU3AIIHH.

20. ®opMbl  opraHu3anuu paboOThl € JOKyMeHTaMu. JIOKyMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Ilopsimok 00pabOTKH BXOASIIMX TIOKYMEHTOB. Perucrpanus 10KyMEHTOB.

22. Ilopsimox 00pabOTKH UCXOJAIIUX TOKYMEHTOB.

23. [lopsimok pabOThl ¢ BHYTPEHHUMH JOKYMEHTaAMH.

24. Homenkmatypa Jiel.



25. ®opmupoBanue,  odopmieHHE,  XpaHEHHE  JIe1 B TEKYIIeM
JICIIONPOU3BOICTBE.

26. YHU(UKAIHSI TOKyMEHTOB.

27. CtaHmapTu3anus J0KyMEHTOB.

28. Hymepaiust MHOTOCTPaHUYHOTO JOKYMEHTA.

29. llpudTe1, Kerau u Mosist, IPUMEHsSIEMbIE PU 0(POPMIICHUU TOKYMEHTOB.

30. Pestome, aBTOOMOTpadus, XapaKTepUCTUKA: TIOHIATHE, HA3HAYCHUE, COCTAB
PEKBU3UTOB.

31. 3asBneHue: NOHATHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

32. CiyxeOHast 3anucKa: MOHATHE, Ha3HAYEHHUE, COCTaB PEKBU3UTOB.

33. OObsicHUTENbHAS 3alUCKa: TOHITHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

34. JloknanHas 3amucKa: MOHATHE, Ha3HAUYEHUE, COCTaB PEKBU3UTOB.

35. CrpaBka: MoHsITHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

36. AKT, MPOTOKOJI: TIOHSTHE, HA3HAYCHHE, COCTAB PEKBU3UTOB.

37. Ilpukas, pacriopspKeHHE: TOHATHE, HAa3HAYEHHEe, COCTaB PEKBU3HUTOB.

38. [Ipuka3 mo TMYHOMY COCTaBY: IMOHSATHE, HA3HAYEHUE, COCTaB PEKBU3UTOB.

39. YcraB, mosioKeHHUE: TIOHIATHE, Ha3HAYCHHUE, COCTAB PEKBU3UTOB.

40. TommkHOCTHAS MHCTPYKIIHS: TIOHSATHE, Ha3HAYCHHUE, COCTaB PEKBU3UTOB.

41. UHcTpykuus 1O JEJNONPOU3BOACTBY: IIOHSATHE, HAa3HAUEHHE, COCTaB
PEKBHU3UTOB.

42. [lpaBuna: moHsATHE, HA3HAYEHUE, COCTAB PEKBU3UTOB.

43. KoneKTUBHBIN JOTOBOP: MOHSATHE, HA3HAYEHUE, COCTaB PEKBU3HUTOB.

44, OcoOEHHOCTH COCTABJICHUS TEKCTa IMPOTOKOIA.

45. OcoOEHHOCTH COCTaBJICHUS TEKCTA MPUKa3a.

46. PexBu3uThl TepO, sMOIeMa, TOBApHBIN 3HAK (3HAK OOCIY)KHMBaHHS), KOJI
(bOopMBI TIOKYMEHTA.

47. PeKBU3UT HaWMMCHOBAHHWE OpPraHM3aIlM{, HAWMCHOBAHHE CTPYKTYpPHOTO
Mo/Ipa3ieJicHus], HAMMEHOBAHWE JOJKHOCTH JIUTIA.

48. PexkBU3UT CIpaBOYHBIC TAHHBIC 00 OpraHU3aIlNH.

49. PexBU3UT HAMMEHOBAHWE BU/Ia JOKYMEHTA.

50. PexBu3uT nara 10KyMeHTA.

51. PeKBU3UT pEerucTpallMOHHbBII HOMEp JOKYMEHTA.

52. PekBU3HUT CChUIKAa Ha PETUCTPAIMOHHBIA HOMEpP M JIaTy ITOCTYIHBIIETO
JIOKyMEHTA.

53. PekBU3HUT MECTO COCTaBJICHUS (M30aHUs) TOKYMEHTA.

54. PexBU3UT rpu orpaHUvEHUs JOCTYyNA K TOKyMEHTY.

55. PexBu3uT aapecar.

56. PexBu3uT rpud yTBep>KIAEHUS JOKYMEHTA.

57. PEeKBU3HT 3arojOBOK K TEKCTY.

58. PEKBU3UT TEKCT TOKYMEHTA.

59. PexBU3HUT OTMETKA O IPUIIOKECHHH.

60. PexBuzut rpud corimacoBaHus JOKyMEHTA.

61. PekBu3ut Bu3a.

62. PEKBU3UT MOANUCH.

63. PexBu3uT 0T™METKa 00 JIEKTPOHHOM MOIITHUCH.



64. PekBU3UT MeyaTh.

65. PekBu3uT 0TMETKA 00 HCTIOTHUTEE.

66. PexBHU3UT OTMETKA O 3aBEpEHUH KOIIUU.

67. PekBU3UT OTMETKA O TIOCTYIICHUH JOKYMEHTA.

68. PexBU3UT pe30tonus.

69. PekBU3HUT OTMETKA O KOHTPOJIE.

70. PexBU3UT OTMETKA O HAIPABJICHUH JTOKyMEHTA B JIEJO.



