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1. MACHIOPT ®OHJAA OIIEHOYHBIX CPEJACTB

1.1. O61acTh NPUMEHEHHA

®onx  ouneHouHbix cpenacts (POC) — HeorhemiieMas YacThb paboyeit
IPOrpamMMbl JUCHUIUIMHBI «J{OKyMEHTOOOOpPOT 00pa30oBaTENbHON OpraHu3alun» H
NpEeIHA3HAYEH I KOHTPOJS U OLEHKH 00pa30BaTENbHBIX JOCTUKEHUN CTYIECHTOB,
OCBOMBIIIHX IIPOTrpaMMy JTUCUHUIIIIUHBI.

1.2. Hesaun u 3aqa4u (pOHIA OLIEHOYHBIX CPEACTB

Henp ®OC — ycTaHOBUTH COOTBETCTBUE YPOBHS MOATOTOBKU OOYYarOIIETOCS
tpeboBanusim  OI'OC  BO  OakanaBpuaT MO  HalpaBICHUIO  MOJATOTOBKU
44.03.05 Ilenarornueckoe oOpazoBaHue (C AByMS MNpOPWISIMH TOATOTOBKH),
YTBEP)KJICHHBIM TpUKa3oM MuHuctepcTBa o0pa3oBaHuss U Hayku Poccuiickoit
Oepneparuun ot 22.02.2018 1. Ne 125 (¢ u3MEHEHUSMU U JONOJHEHUSIMHU) U
[IpodeccrnonanbHbIM cTaHAAPTOM, YTBEpkACHHBIM [Ipukazom MunucrtepcTBa Tpyna
U comuanbHOW  3amuThl  Poccmiickoit  @enpepaumu  «OO0  yTBEpKIEHUU
npodeccruonanbHoro cranaapra «llegaror (megarorudeckasi I€ATEIbHOCTh B cdepe
JOIIKOJIBHOTO, HAYaJIbHOTO OOIIEro, OCHOBHOIO OOIIETro, CpeaHero oOIero
oOpa3zoBaHus) (BOCHUTATENb, Yy4duTelb)»» OT 18 okTsaops 2013 1. Ne 544n (c
W3MEHECHUSIMU U JomnojiHeHusMU); «OO0  yTBepkAeHUU MpodheCCUOHATBHOIO
cranaapra «llemaror AOMONMHUTENHHOTO OOpa30BaHMs JIETEd U B3POCIBIX»» OT
22 centsi6pst 2021 1. No 652H., COOTBETCTBYIOIIMX MPOPECCUOHATIBHOMN JEATETLHOCTH
BBIITYCKHUKOB.

1.3. Ilepeyenb kKommeTeHuuii, (GopMUpYyeMBbIX B Mpolecce OCBOCHUS
OCHOBHOI1 00pa30BaTe/IbHOI POrPaMMBbI

[Ipouiecc ocBoeHUsI AUCHUIUIMHBI HalpaBlieH HAa (OPMHUPOBAHUE CIEAYIOLIUX
KOMIIETEHLIUI ¥ MHIUKATOPOB MX JOCTHXKEHUS:

Koa mo ®I'oC BO ‘ NHaukaTop A0CTHKEHHUS

YHUBEpCAIbHbBIE

YK-4 VK-4.1

Cnocoben OCYIIECTBIATh nenoByto | OCylecTBiIA€T  JEIOBYHD  KOMMYHMKAIUIO

KOMMYHHMKAI[Ml0O B YCTHOM U TIHCHhMEHHOM | BYCTHOM W  NHCbMEHHONM  (Qopmax Ha

dopmMax  Ha  TOCYyIapCTBEHHOM  SI3bIKE | FOCYIapCTBEHHOM A3BIKE Poccuiickoit

Poccuiickoit denepanuu U uHoctpaHHoM(bIX) | Denepanun

s3bIKe(ax)

1.4. Dranbl dopMupoBaHMsI KOMIETEHUHH M CpeACTBA OlEHUBAHUA
YPOBHS UX cOPMHPOBAHHOCTH

KoHTpo/iIbHO-0LIeHOYHBbIE

Jrtansl popmupoBanus komnereHuui | Komnerenuun
cpeacTna / cnocod OleHMBAHUS

Tema 1. Teoperuko-npaBoBeie U | YK-4 BricTymiieHue Ha mDpakTHYECKUX
HOPMAaTUBHBIC OCHOBBI 3aHATUAX, yCTHI:Iﬁ OorpocC
JOKYMEHTallMOHHOTO obecrnieueHus

YIIPaBICHUSA

Tema 2. Cranmaptuzanms mnporecca | YK-4 BricTymiieHue Ha MOpakTUYECKUX




JIOKYMEHTUPOBaHUS 3aHSTHUSX, YCTHBIN OMpOC

Tema 3. Cucrema opranusanuonHo- | YK-4 BricTymiieHne Ha NOpakTUYECKUX
pacnopsiANTEIbHON JOKYMEHTAUU 3aHSTHUSX, YCTHBIN OIPOC

Tewma 4. [lenoBoe nmuchbmMo Kak ocHOBHOH | YK-4 BricTymiieHne Ha NOpakTUYECKUX
BU/I IEPEITUCKU 3aHSTHUSX, YCTHBIN OIPOC

Tema 5. Opranmszanus | YK-4 BricTymiieHne Ha NOpakTUYECKUX
JOKYMEHTOO0OpoTa  00pa3oBaTeNbHON 3aHATHUX, YCTHBIN OMpoc
OpraHu3aluu

Texkyuas arrecranus YVK-4 KonTponbHas pabora
IIpome:kyTouyHas aTTecTanus YK-4 3auer

1.5. Onucanue noxkasaresae (POPMHUPOBAHUA KOMIIECTECHIMMT

Ko koMnereHuumn Pe3yabTaThl C)OPMHPOBAHHOCTH

YK-4 3Haer: OpraHU3aLHI0 JOKYMEHTO000poTa o0pa3oBaTenbpHON
OpraHu3aly; CBOWCTBA, QYHKIUHU U MPU3HAKU JTOKYMEHTA; CIOCOObI 1
CpeACcTBa JTOKYMEHTHPOBAHUS; KJIACCU(PUKALUIO BHJIOB JOKYMEHTOB;
CTPYKTYpPY AOKYMEHTOB U HOPMaTUBHbIE TPEOOBAaHUS K UX COCTABJICHUIO
1 0(OPMIICHHUIO.

Ymeer: cocTaBisATh U 0GOPMIIATH JOKYMEHTHI, (DYHKIHOHUPYIOIIUE B
JIOKYMEHT0000poTe 00pa30BaTe/IbHONW OpraHU3allly, B COOTBETCTBUHU C
YCTAaHOBJICHHBIMH  TPEOOBAaHMSIMH, B TOM  YHCJIE  HCIIOJIB3YS
MH(POPMALIMOHHbIE TEXHOJIOTHH.

Brnageer HaBbIkamMu: cocTaBieHUS U O(DOPMIIEHUS DPA3IUYHBIX BHUIOB
JIOKYMEHTOB TpPaJUIMOHHBIM CIIOCOOOM H B D3JEKTPOHHOM BUJE,
HaBbIKaMU J€JIOBBIX KOMMYHHKAIUI B YCTHOM U MUCbMEHHOM opMe Ha
PYCCKOM SI3BIKE.

1.6. Kpurepum ouneHUBaHHS KOMIIETEHUMH HAa Ppa3HbIX 3Tanax HXx
¢popmupoBanus

KonnuectBo
Bup yuyeOHoit padoThl 0aJ1;10B
(0100
BrimonHeHue 1 3ammTa mpaKkTHYecKuX padoT 40
KonTponbnas pabota 15
Kontposs camocrosTenbHOl paboTh 20
VYcTHbIN 3aueT 25
Bcero 100

HaxonureanHas cucrteMa ounenuBanus mo 100-o0ajibH0M mKaJje

YerbipexoaibHas Cucrema
100-6anabHas | BykBenHas mkaJa, coorBercrByiomas 100-
CHCTeMa OLleHMBAHUSA . OLleHHBAHUSA
IIKaJIa 0aJJIbHOI mIKaJIe
IK3aMeHa 3ayera
OT1nu4HO 90-100 A — OTIMYHO — TEOPETUUECKOE COJIEpHKAHUE

Kypca 0CBOCHO HOJIHOCTHIO, 03 Ipo0eos;
HEO0XOUMBIC TIPAKTHYCCKUC HABBIKH PAOOTHI
C OCBOCHHBIM MaTepHaIOM c(hOpMUPOBAHEI; 3auTeHO
BCE IPEAYCMOTPEHHBIC MPOrPaMMOi
00y4eHusT yaeOHbIe 3aJaHus BBITTOJTHEHBI,
Ka4eCTBO MX BBINOJHEHHsI OLIEHEHO YHCIIOM




0aJuIoB, OJIM3KMM K MAKCUMAJIbHOMY

Xopowo

83-89

B — o4eHB XOPOIIIO — TEOPETUUECKOE
COJIepKaHUE Kypca OCBOCHO TOJIHOCTRIO, 0e3
Mpo0OeoB; HEOOXOIUMBIC MPAKTHYCCKHE
HABBIKH Pa0OTHI C OCBOCHHBIM MAaTEPHAJIOM B
OCHOBHOM c()OpMHUPOBaAHEI; BCE
MIPEyCMOTPCHHBIC IIPOTPAMMO 00yUYCHHUS
yueOHbIe 33/]aHUsI BBIMTOJHEHBI, KAYECTBO
BBINOJIHEHUS OOJILIINHCTBA U3 HUX OLIEHEHO
YUCJIOM 0aJUIOB, OJU3KMM K MAaKCUMAJILHOMY

Xopomio

75-82

C — X0OpOIII0 — TEOPETUUECKOE COIEPIKAHHE
Kypca OCBOCHO MOJIHOCTBIO; HEKOTOPhIE
MPaKTHYECKHUE HABBIKK PAabOTHI C OCBOCHHBIM
MaTepuaioM chopMHpPOBaHbBI HEOCTATOYHO;
BCE MPEAYCMOTPEHHBIC MMPOrPaMMOi
00y4eHHs yucOHBIC 3a1aHUs BHIIIOJIHCHBI,
Ka4eCTBO BBIMOJIHEHUS HU OJHOTO U3 HUX HE
OLIEHEHO MHUHHMAJILHLIM YHCIIOM 0aJlIoB,
HEKOTOPBIC BUJIbI 33JaHUI BBIITOJHEHBI C
onIMoKamMu

YI[OBJ'ICTBOpI/ITeJ'IBHO

63-74

D — ynoBneTBOpUTEIEHO — TEOPETHYECKOE
COJEPKAHUE KypCca OCBOEHO YaCTHYHO, HO
Ipo0eIBl He HOCST CYIECTBEHHOTO
XapakxTepa; He0OXOJMMBbIE PAKTUIECKHE
HaBBIKH PabOTHI C OCBOCHHBIM MaTepHaoM B
OCHOBHOM c(hOPMHPOBAHBI; OOJIBITHHCTBO
HpeTyCMOTPEHHBIX ITPOTrpaMMoii 00ydYeHus!
y4eOHBIX 3aJaHUl BBITIOIHEHO, HEKOTOpHIE U3
BBINOJIHCHHBIX 33JaHUH co/lepKaT OIIHOKH

Y 10BJIETBOPUTEIBHO

50-62

E — nocpeacTBeHHO — TEOpETHYECKOE
CoZlepKaHUe Kypca OCBOSHO YaCTUYHO;
HEKOTOpbIE MPAKTHUECKHE HABBIKK PabOThI He
c(OpMHUPOBaHbI, MHOTHE MPEAYCMOTPEHHBIE
y4eOHOI1 TporpaMMoii 00ydeHus yaeOHbIe
3a1aHMs He BBINOJHEHBI JIM0O KaueCcTBO
BBITIOJIHEHHBIX HEKOTOPBIX M3 HUX OLIEHEHO
YHCIIOM OAJIOB, OJIU3KUM K MUHUMAIBHOMY

HeynosnerBopurensHo

21-49

FX — HeyIOBIETBOPUTEIBHO — TEOPETUIECKOE
COJIep>KaHUE Kypca OCBOEHO YAaCTHYHO;
HEO0XOIUMBIC TIPAKTHYECKUEC HABBIKH PaOOTHI
C OCBOGHHBIM MaTepHajioM He
c(hopMHUpOBaHbI; OONBITUHCTBO
MIPEIyCMOTPEHHBIX Y4eOHOH porpaMMont
00y4eHrst yueOHBIX 3aJaHUH HE BBITOJTHEHO
700 Ka4ecTBO WX BBITIOTHEHUS OIICHEHO
YHCIOM 0aIoB, OJM3KAM K MHHUMAIIEHOMY
IIPU JONOJIHUTENBHO CAMOCTOSATENBHON
paboTe Ha/l MaTepraIoM Kypca BO3MOXKHO
MTOBBINIICHUE KAYECTBA BBIITOTHCHHS YUCOHBIX
3a/1aHui

HeynosnerBopurensHo

0-20

F — Hey10BJIETBOPUTEIBHO — TEOPETHYECKOE
COJIEpKAHUE KypCa HE OCBOEHO;
HE00XO0MMBIE IPAKTHUECKHE HABBIKH PaOOTHI
He c(popMUPOBaHBI; BCE BHIIOJHEHHEIE
y4eOHbIC 3aJIaHUs COJEPIKAT TpyObIe OIMOKH;
JIOTIOJTHUTEIbHAS CAaMOCTOSITeIbHAs paboTa
HaJl MaTepHajIoM Kypca He IPUBEIET K
KaKOMY-TH0O0 3HaIMMOMY MOBBILICHHIO
Ka4yecTBa BBIIOJIHCHHS YUSOHBIX 3aJaHUM

He 3aureno

2. KOHTPOJIBHO-OIEHOYHBIE CPECTBA




2.1. OueHo4HbIE CPeACTBA TEKYIEr0 KOHTPOJIA (THIIOBbIE)

Bomnpocs! 1151 yCTHOTO onpoca:

1. JlaiiTe onpeneneHue NOHATHUS «TOKYMEHT.

2. Packpoiite monstue «OY». Ha3oBure mpodeccroHanbHbIE TEPMUHBI U
onpeeneHus B 00JacTH JAeJIONPOU3BOICTBA.

3. HazoBute u packpoiite GyHKIUN JOKYMEHTOB.

4. Kakue OoCHOBHbIE 3aKOHBI B OOJACTH OpraHU3ALMK JICJIONPOU3BOJICTBA BbI
3Haere? HazoBuTe coaepkaHue TMakeTa o00s3aTEeNbHBIX 3aKOHOAATENbHBIX U
HOPMATHUBHBIX JOKYMEHTOB B obsactu JIOY.

5. HazoBute mpaBwiia yTBEpXKIECHHUS  JIOKYMEHTOB. TpeOoBaHuUS W
odopMIICHHE.

6. Kakue pekBU3UTHI SBIAIOTCS «IOPUAUYECKH 3HAYMMBIMH»? [lpaBuna ux
opopmiieHus. UTO BKIIIOYAET B c€0sl MOHITHE «IIPABOBas OXpaHa JOKYMEHTOBY»?

7. TlpuBeaute mpuMephl TOKYMEHTOB, KOTOpPbIE MOJJICKAT YTBEPKACHUIO U HA
KOTOPBIX CTaBUTCS Neuyath. Kak opopMIIstoTcs mepeyHu Takux JTOKYMEHTOB?

8. HazoBuTe 3aKOH, B COOTBETCTBUU C KOTOPBIM O(QOPMIISIOT PEKBU3HUTHI
nokymeHToB cucteMbl OPJI. /lata BBeieHME M 4TO OH ycTaHaBiuBaeT. HazoBure Bce
PEKBU3UTHI.

9. HazoBure pekBu3uTHI 00Iero OnaHka u OjaHka g nuchbMa. I[lpaBuita
opopmiterusi. Kakue Buabl OnaHKOB Bl 3HaeTe? B deM ocoOeHHOCTH OnaHka
JIOJDKHOCTHOTO JIALA?

10. CornacoBanue u Bu3upoBaHue. Ha3oBuTe BUABI U CPOKH COTJIACOBAHMS, U
BU3WPOBAHUE IOKYMEHTOB.

11. Pacckaxxute O medyaTsx M IITaMIax MNPEAnpusITH W opranu3anui. Ha
KaKUX JOKYMEHTaX CTaBsiTca nedarh? Kakue TpeOoBaHUS MNPEIBIBISIOT K
UCITI0JIb30BaHUIO repOoBOil mevatu?

12. PackpoiiTe conepkaHue TOHSATUS «ympaBieHue». HazoBute CcUCTEMBI
NOKYMEHTOB ympaBieHus. Packpoiite nonstue «OP[]». Kakue rpymnmbel u BHIbI
JIOKYMEHTOB BxoAsT B OP/]?

13. Pacckaxxutre 00 OCOOEHHOCTSIX 3JEKTPOHHOTO JOKYMEHTA, 3JIEKTPOHHOMU
MEePEIUCKU U TPEOOBAHUSX, IPEABIBISIEMBIX K HEH.

14. B yem ocobenHoctn OnaHka juis mrucbMma? Ha3oBuTe pekBH3WTHI OJIaHKa
JUTSI IAChMa U PEKBU3UTHI CITY>KEOHOTO THChMa.

15. Yto pernaMeHTUpPYET TUIIOBAsI MHCTPYKIUS MO AeI0onpou3BocTBy? [aiite
XapaKTepUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM M Ha30BUTE UX BUJIBI.

16. HazoBute Buabl WHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, JaiiTe
XapaKkTepUCTUKY KakJ1oMy Buny. [IpuBenuTe u3BecTHbIC BaM BHJIbI PETHUCTPALIUU.

17. JlaliTe = XapakTEPUCTUKY YUYPECAUTECIBHBIM JOKYMEHTaM U  yCTaBy
npeanpustys. Kakue BUbl ycTaBOB Bbl 3HaeTE?

18. Jlaiite = xapaktepuctuky JAokymeHty «llojokeHue» ©  Ha30BUTE
CTPYKTYpPHBIE€ YAaCTH TEKCTa JOKYMEHTA U €0 COJICPKaHMUS.

19. JlaiiTe xapakTepucTuky nokymeHTy « HCTpyKkius». [IpuBeauTe npumepsl.
JloKHOCTHAst MHCTPYKIIMS, CTPYKTypa Tekcta. Odopmnenue. O3HakOMIIEHUE.



20. [lITatnoe  pacnucanue (OCOOEHHOCTH  COCTaBJIeHUs, OG(OPMIICHUS.
TpeboBanue K UCIIOJIB30BAHUIO YHUDHUITUPOBAHHBIX (HOPM.

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

22. JlaiiTe XapaKTEepUCTUKY PaCIIOPATUTEIIbHBIM IOKyMEHTAM.

23. HazoBute BBl paCIOPSAUTENBHBIX JOKYMEHTOB U OCOOCHHOCTH KaXJI0TO.
HazoBuTe CTpyKTypHBIE YacTH TEKCTa  PACHOPSAUTEIBHBIX  JOKYMEHTOB,
odopmieHue peamOyIIbl U PACTIOPSAUTEIIBHON YaCTH.

24. B yeM ocoOeHHOCTH CiyXeOHbIX muceM? HazoBuTe BHUIBI CITyXKEOHBIX
nuceM. Kakue TpeOoBaHUs MPEABSIBISIIOTCS K TEKCTY CIY>KEOHBIX muceM?

25. HazoButre mpaBwia oGOpMIICHHS  PEKBU3UTA  «aapecart». Bumusl
aJipecoBaHUs.

26. UTO BXOJUT B MOHATUE «IIPOBEJICHUE SKCIIEPTU3HI LICHHOCTH IOKYMEHTa»?

27. PackpoiiTe TOHATUS <«IOKYMEHTOOOOPOT», «IOKyMEHTOIOTOKW». JlaiiTe
XapaKTePUCTUKY KaXIOMY BHIY JTOKYMEHTONOTOKA, YKaXHT€ HX OCOOCHHOCTH.
Kakum oOpaszom onpenensiercs 10KyMEHTOO00POT NPEapUsTUS?

28. Homenknatypa nen. 3Hadenue. CocraBienue. Buabl HOMEHKIATYPBHI.

29. IlogrotoBka JOKYMEHTOB K cJade B BEIOMCTBEHHbIM apxuB. Crnaua
JOKYMEHTOB B apxuB opraHuzanuu. Onucu JOKYMEHTOB, HaXOJSIUXCS B JIEJ€.
®dopma u coznepkaHue akTa 00 YHUYTOKEHUHN JOKYMEHTOB U JIE.

30. Kakue nokymeHTHI He noajiexar peructpanuu? Kak u 3auem Benercst yuer
TaKUX MOCTYIUICHH?

31. PacckaxuTe 0 BHIAX BXOJSININX, MCXOIANINX BHYTPEHHUX JOKyMEHTAaX.
HoxymenToB. IlpuBenutre (opmbl KypHalbHOM peructpanuu. Pacckaxure o
peructpanuu ¢ nomouso PKK n aBromaTtu3npoBanHoi.

32. Yto BkiIOYAET B ceOs MOHATHE «(POPMUPOBAHU» U «ODOPMIICHUSD N1E?
HazoBute npuszHaku opopmMiieHUs: 00JI0XKKH JEII.

33. Cpoku XpaHEHHs] JOKYMEHTOB B 3aBUCHUMOCTH WX 3HaumMmoctu. HazoBute
HOPMATUBHBIN JJOKYMEHT, TI0 KOTOPOMY OIIPENETSIOT CPOKU XPaHEHUSI.

34. Yto BKIIOYAET B CeOSl MOHITHE IOATOTOBKA JIOKYMEHTOB K apXHUBHOMY
xpaHeHno»? OyHKINH, 3a1a41 U OTBETCTBEHHOCTh JK.

TecTbl 1J151 NpOBeIeHUA KOHTPOJIbHOI PadoThI:

1. IpaBWibHAsA MNOCJE€I0BATEIBLHOCTh HANMNCAHUS JJIEMEHTOB IMOYTOBOIO
ajjpeca Ha NMOYTOBBIX OTNPABJIEHUAX:

a) MOYTOBBIN UHJIEKC;

0) HaMMEHOBaHUE ajpecaTa;

B) HOMEP KBApTHUPHI;

I') HA3BaHME HACEJIEHHOTO MyHKTA;

J1) Ha3BaHUE 00J1aCTH, Kpas, pECIyOJINKY;

€) CTpaHa;

’K) HOMED JIOMa;

3) Ha3BAHUE YJIUIIBI.



2. YHU(PUIIMPOBAHHAN CUCTEMA JJOKYMEHTAIIUU — ITO:

a) cUCTeMa JOKYMEHTAIIMH, CO3JaHHas M0 €IWHBIM IMpaBUjiaM W TPeOOBaHUSM,
coaepkarias nHGOpMaIMio, HEOOXOAUMYIO JIJIsl YIPABICHHUS B OMpEeNIEHHOU cdepe
JIESITENBbHOCTH;

0) yaudunmpoBanuble  (OpMBI  TOKyMEHTOB, CHCTEMATH3UPOBAHHBIC  TIO
(GYHKIUSM yIIpaBIICHHUS;

B) COBOKYITHOCTh JIOKYMEHTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMBIMU

JTIOKYMEHTaMU;
I') COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHAas €JAMHOOOPa3HBIMH ITpaBUJIAMHU
o opMIICHHUS.
3. Bo3MOKHOCTH MCHOJIB30BAHUS (PAKCMMUJIE KAK COOCTBEHHOM IMOIIMMCH
perjaMeHTHPYeTCs:

a) rpaXKIaHCKUM KoJiekcoMm PD;

0) mpaBUJIaMu JEJIONPOU3BOACTBA B (peliepanbHbIX OpraHax HCIOJIHUTEIbHOU
BJIACTH;

B) 'OCT P 7.0.97-2016.

4. Kakomy Buay 0JIAHKOB COOTBETCTBYET JAHHBIN HA00pP PeKBU3UTOB?

a) l'ocynapcrBennsiii  repd  Poccuiickoii  ®enepauuu, repd cyObekrTa
Poccuiickoii  ®enepanuu, -sMOnema oOpraHu3alMM, TOBapHbIA 3HAK (3HAK
o0cITyKUBaHUS), 1aTa, HOMEP, MECTO COCTABIICHUS WJIU U3/IaHMUS;

0) OJ1aHK TTUCHMa;

B) oOmIuii O1aHK;

r) OJJTaHK KOHKPETHOTO BHJIa JOKYMEHTA.

5. Ilopsinok HAMKUCAHMSA IOYTOBOIO A/Ipeca YCTAHOBJICH:

a) B [IpaBmnax pgenomnpous3BoAcTBa B (ellepaibHBIX OpraHax HUCIOJHUTEIbHOU
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 H
dbamunus) u nary;

0) moanucek, pacumdposky (P. . O.), naty;

B) JIOJDKHOCTbD, TIOJINUCH JIATY;

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

7. 'epOoBasi me4yaThb NPOCTABJISAETCS HA MUCHBMAX:

a) peKJIaMHbIX;

0) HaIIOMUHAHUSX;

B) IPUTJIALICHHUSIX;

') TapaHTUNHBIX;

1) ”HGOPMALIMOHHBIX.

8. Teker [OKYMEHTOB COCTABJSKT HA TOCYIapPCTBEHHOM SI3bIKE
Poccuiickoii ®enepaumy WM HAa TOCYJAPCTBEHHBIX HA3BIKAX CYOHEKTOB
Poccuiickoit @exepanyu B COOTBETCTBHU C:

a) MpaBUjia JIENONPOU3BOJICTBA B (helepalibHbIX OpraHax MCIOIHUTEIbHON
BJIACTH;



0) 3akoHosIaTeNbcTBOM Poccuiickoit ®denepanun 1 cyObekToB Poccuiickoi
denepannu;

B) [CHOY;

') TUIIOBOM MHCTPYKIIMEHN MO I€IONPOU3BO/JICTRY.

9. Ileqb10 CTAHAAPTU3AIUM IOKYMEHTOB SIBJISIETCSH:

a) OPUINYECKOE 3aKPEIUICHNUE PE3YIhTaTOB YHU(DHUKAIIUN JOKYMEHTOB;

0) pa3paboTKa HOMEHKIIATYPY JIETT;

B) cCTeMaTH3allus JOKYMEHTOB B OpraHU3alIlNH;

r) oOecrieyeHre COXPaHHOCTH JOKYMEHTOB;

1) 3aIuTa KOHOUICHITMATLHOCTH HH(pOpMAIIH.

10. VYkaxkure BapuaHT OTBETOB, B KOTOPOM MNPABWJIBLHO HA3BAHbBI
PEKBU3UTHI 0JIAHKA MUCHbMA:

a) (rep0, »oMOnema), KOJ OpraHu3aly, HAWUMEHOBAHUS OpraHU3AIINH,
CIIpaBOYHBIE JaHHbIE 00 OpraHu3anu, Ko (QOpMbI JOKYMEHTa, MECTO IS
MPOCTaBJICHUS JaThl JOKYMEHTa, MECTO JJIsl MPOCTaBIEHUSI PETUCTPALIMOHHOTO
HOMEpa JOKYMEHTa, CChIJIKa Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

0) (repdb, 5MmOsiemMa), HaMMEHOBAHMSI OpraHU3alMU, KOJI OpraHu3alluM, JaTa
JIOKYMEHTa, MECTO JIsl TPOCTABIICHUSI PETUCTPAIIMOHHOTO HOMEpa IOKYMEHTa, MECTO
W3/1aHUsl JOKYMEHTA, CChIJIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

B) (rep0d, »MOleMa), HAMMEHOBAHUSA OpraHW3allu¥, HAUMEHOBAHHUS BHAA
JIOKyMEHTA, JaTa JOKYMEHTOB, KOJ (POpMBI JTOKYMEHTa, MECTO JUIsl TIPOCTABJICHUS
PETHCTPAllMOHHOTO HOMEpa JIOKYMEHTa, CIpPaBOYHBIE JaHHBIE 00 OpraHu3allui,
CCBhUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA,

r) (rep0, HMOiema), HAaMMEHOBAHUS OPTAHMU3AIMHU, CIIPABOYHbBIC JaHHBIE 00
opranuzaiuu, koj opranuzanuu OI'PH, mecto a1 npocTaBieHusl 1aThl JOKYMEHTA,
MECTO JIJIsl MPOCTABJICHUSI PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CChIIKAa Ha HOMEP
U JIaTy BXOJISIIETO JOKYMEHTa, MECTO JJIsl 3ar0JIOBKA K TEKCTY.

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

B) HMHCTPYKLHS,
I) TOCTAHOBJICHUE;
1) TOJOXKECHUE.
12. K pekBM3MTaM NPHUKA3a OTHOCATCS:
a) ajapecar;
0) HaMMEHOBaHUE OpPraHU3aAIINU;
B) HaWMMEHOBaHHE BUJA JOKYMEHTA;
I) 3arojlOBOK K TEKCTY, TEKCT;
n) Tpud yTBEpKICHHUS,;
€) TOJMMCE.
13. AKTBI cO31aK0TCH:
a) KOJUICTHAJIBbHO;
0) Ha OnaHkax;
B) Ha COBCIAHWH;
I')  BBIIIECTOAIICH OpraHU3aINECH.



14. HopMaTuBHBI aKT, H31aBaeMbli IMPEKTOPOM 00pa3oBaTeIbLHOM
OPraHU3alMU WIH YUPE:KIeHUsl, 3TO:
a) MpuUKas;
0) TIOJOXKCHHE,
B) PpACIOPSIKEHUE;
I) PpEIICHHUE.

15. Bo BpemMsi NpoM3BOACTBEHHOI0 COBCLIAHUSI Yy IMPEKTOPAa CEeKpeTaphb
3allUChIBAJI BBICTYIUICHUSI U NpPHUHATHE pemieHusi. Kakoidl TOKymMeHT ciiexyer
0(p)OpMHTH MO UTOraM 3acelaHus?

a) [Iporokou;

0) pelieHue;

B) pacropsKEHUE;

I') IPOTOKOJI, PEIICHUE U PACIIOPSIKEHUE;

1) 0 yCMOTPEHHUIO Ha4aJIbCTBA.

16. PexkBu3duTtamMu BHELIHEl CIIPAaBKH SIBJISIETCS:

a) Ievarh;

0) IOAINCE;

B) HAUMEHOBAHUE BUJIA JOKYMEHTA,

r) ajpecar;

1) HAMMEHOBaHUE OpPraHU3alUu;

€) CCBUIKA Ha JaTy PErUCTPAalMOHHBIA HOMED.

17. ®akc oTIM4YaeTCaA OT MUCHMA MO0 0POPMIIEHHIO T€M, YTO:

a) SIBJISIETCS HE MOJJIMHHUKOM, a KOIUEN TOKYMEHTA;

0) COEP>KUT PsiZl JOTIOJIHUTEIbHBIX PEKBU3UTOB;

B) MeyaTaeTcs Ha Tenedakce;

I') HE MOXKET OBITh 3aBEPEH NE€YAThIO.

18. BbigesnTe M3 KaKUX pa3esiOB COCTOMT TEKCT NMPHUKA3a M0 OCHOBHOM
NesITeJIbHOCTH:

a) KOHCTaTUPYIOUIUHI U pacloOPsANTENbHbIN;

0) KOHCTATUPYIOIIUIA U TIOCTAHOBJISIIOIIINIA;

B) KOHCTATUPYIOUIUH U Mpe/JIararomuii;

I') OCHOBHOM U KOHCTaTUPYIOIIUH.

19. Bbizenure, B KaKOM H3 BHIOB [JO0KYMEHTOB He MPOCTABJISIOTCS
PEKBU3UT HAUMEHOBAHMS BHU/IA JTOKYMEHTA.

a) 3asBJICHUE;

0) ciry>keOHOE TTUCHMO;

B) JIOKJIa/IHAs 3aIIUCKa;

I') TOJDKHOCTHASI MHCTPYKIUS.

20. PacnpemesnrTe yKazaHHbIe HMKe JOKYMEHTbI Ha 3 TIpyNIbI:
a) opraHM3alUoOHHbIe, 0) pacnopsAAUTeIbHbIC, B) HHGOPMALIMOHHO-CIIPABOYHbIE.

1. Pestome.

2. J1oJbKHOCTHAs! MHCTPYKIIMS.

3. Pacniopsixenue aupekTopa.

4. CBonka.

5. IlocraHoBNIEHUE KOJIETHH.



6. UHCTpyKIIMS 1O 1€TONPOU3BO/ICTRY.

7. CnpaBka ¢ Mecta pabOThI.

8. [Ipukas o mpueme Ha paboTy.

9. lllTatHOE pacmcaHue.

10. TpynoBoii AOTOBOP.

11. Ilpurnamienrie Ha BHICTABKY.

12. Permament.

21. Komuccusi mo pacciielOBaHHIO MOXKapa, TMPOU30OUIEANIero B
00pa3oBaTeIbHOM YUpeKAeHNHU, YCTAHOBUIM PsiJl GaKTOB, KOTOPbIE MOCHYKHIU
NPUYMHON moxkapa. Kakoi J1OKyMeHT J0/I2KHA COCTABUTH KOMUCCHUSA?

a) AKT;

0) cripaBky;

B) JIOKJIAJTHYIO 3aIIUCKY;

') HHCTPYKLIHIO O IPOTUBOIIOXKAPHOU O€3011aCHOCTH.

22.  JIOKYMeHT,  aJpecOBaHHBII  PYKOBOAMTEJI0  OpPraHM3aLUM,
coep:Kamuii  00CTOSATEILCTBEHHOE W3JI0KeHHe KAaKOoro-iuéo Bompoca c
BbIBOJAMHM U NMPeEIJI0KEHUSIMHU COCTABJICHNUS, HA3bIBACTCH:

a) aKT;

0) npencTaBiICHUE;

B) JOKJIaTHAs 3aIIUCKa;

) IPEAJIOKEHHUE.

23. 1aToii ca1y:keOHOro MUCbMA SIBJISIETCS 1aTa:

a) COCTaBJICHUS,

0) OoTIIpaBJICHMUS;

B) MIOJIMMCAHUS,

') TOJIYYEHUS.

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

a) 6onee 15;

0) 6oee 10;

B) Oonee 25.

25. Odopmiienne 00JI0KKHM Jeja IS NOCACAYIOIIEro XpPaHECHUs
onpeaessieTcs:

a) CTaHAapTOM;

0) MHCTpYKLHEN MO JEIONPOU3BOJICTBY;

B) paclopsKEHUEM PYKOBOIUTEIS.

26. JkcnepTH3a HEHHOCTH I0KYMEHTA IPOXOAMT B Jramna:

a) 4eThIpE;

0) Tpu;

B) JIBa.

27. Homenkiarypa aes (pado4uii 3K3eMILISIP) MOMENIAKOT HA:

a) cToJIe, MO CTEKIOM;

0) nBepiie mkada c JTOKyMEHTaAMU,

B) BHYTPEHHEN CTOPOHE ABEPILIbI MKada ¢ JOKyMEHTaMHU.




28. Bce JuucTBI Jes1a NpPM MOATOTOBKEe HMX K Iepegaye B apXuB
HYMEPYIOTCH:

a) YepHBIM rpapUTHBIM KapaHIaIIoM;

0) YepHBIMH YEPHUIIAMU;

B) KpaCHbIM KapaH1alllOM.

29. Bxoasimue J0KYMEHTBI peruCTPUPYIOTCH:

a) MOCJIe O3HAKOMJICHHS] C HUMH PyKOBOAMTEIIS;

0) B IepBOM MTOJIOBUHE JTHS NOJTYUYEHUS;

B) 10 03HAKOMJIEHUSI C HUMU PYKOBOIUTEIIS.

30. Kaxxnasi o0pa3oBaTesibHAasi OpraHnu3anus 00si3aHa MMeTh:

a) CBOJHYIO HOMEHKIIATYPY;

0) MHAMBUAYATbHYIO HOMEHKIATYPY;

B) TUIIOBYIO HOMEHKJIATYpY.

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

a) 1Ba;

0) ouH;

B) TPHU.

32. PazgeiuTesIAMHU B CIIPABOYHOM KAPTOTEKE CJIYKAT:

a) Ha3BaHUsI CTPYKTYPHBIX MOAPA3ACIICHUI;

0) HaIpaBJIEHUs AESITEILHOCTU MIPENIPHUATHS;

B) JIHU HEJIEJIH, MECSIIA.

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

a) COCTaBUTEJIEM JIOKYMEHTA;

0) Ipu perucTpaluy,

B) [TOCJIE TIOJUCAHUS PYKOBOJUTENIEM.

34. Eciiu B aeJie coepsKarcsl J0OKYMEHTBhI Pa3JIMYHON LEHHOCTH, TO CPOK
XPaHEHHUs YCTAHABJIMBAETCSH:

a) OOJbIINI;

0) MEHBIIINIA;

B) CpEIHUM.

3agaHus 1JIsl CAMOCTOSITEILHOI PadoThI

3aganme 1. OdopmuTh BCe OTMETKH, KOTOPHIE CTaBSIT Ha JOKYMEHTE B
coorBerctBU ¢ ['OCT P 7.0.97-2016. VYkaxure MeCTOPACIOIONKEHUS 3TUX
PEKBHU3UTOB Ha OiiaHke popmara A4.

3aganme 2. 300pa3uTte cxeMaTHUECKU KIACCU(DUKAIUIO TOKYMEHTOB.

3aganme 3. Bemmmmumre Ha nuct dopmara A4 Bce mpaBuiia oQOpPMIICHHUS
TEeKCTa JOKYMEHTa: WHTepBasibl, mpudThl U T. A. B coorBerctBuu ¢ ['OCT P
7.0.97-2016.

3ananme 4. CoctaBuTh U OGOPMHUTH AOKIAIHYIO 3alUCKy O HapyUIEHUHU
TPYJIOBOM UCUUILIMHBI paOOTHUKOM. Bce peKBU3UTHI U 31€MEHThI TEKCTA JOOABUTH
camoctoaTenbHo. HamucaTh OOBSCHUTENBHYIO 3alMCKy OT HMMEHU pPaOOTHUKA,
HapYILIUTENS TPYAOBOM AUCIUIUIMHBI.

3ananme S. Hanucath 0TBETHOE MUCHhMO-0J1ar0JapHOCTh Ha MO3/PABJICHHUE.



2.2. OueHOYHbIE CPeACTBA 1JIsl POMEKYTOUHOI aTTecTalnu (3a4eT)

Bonpocsl 1J151 npoBeieHNs 3a4eTa:

1. [TonsiTHE «JIOKYMEHT» M €T0 (DyHKITUH.

2. Knaccudukanus J0KyMEHTOB.

3. CyuiHoCTh M OCHOBHOE Ha3HAaY€HHE JOKYMEHTAI[MOHHOTO oOOecreueHus
JeSATEIbHOCTH Tearora.

4. CucreMbl JOKYMEHTAIIUH.

5. 3akoHO/aTeNIbHAsE U HOPMAaTUBHO-METOJIMYECKas 0a3a JIOKYMEHTAlMOHHOTO
oOecrieueHus: ypaBJIeHHUS.

6. ®opmyssip TOKyMEHTA.

7. CocTaB peKBU3UTOB IOKyMEHTOB.

8. TpeboBanus K 0POPMIICHNIO PEKBU3UTOB JOKYMEHTOB.

9. TpeOoBanus Kk OIaHKaM JOKYMEHTOB.

10. Cucrema moxKyMeHTAIMU B 00pa30BaTeIbHON OpraHU3allny.

11. Opranuzanuonssie 10KyMeHTbl cucteMbl OPJ[. O0miast xapakrepuctuka u
Ha3HA4YCHHE JOKYMEHTOB.

12. PacniopsinutenbHabie JokyMeHTHI cuctembl OPJ]. O6mmas xapaktepuctuka u
Ha3HA4YCHHE JOKYMEHTOB.

13. UndopmariioHHO-CclipaBoUHble  TOKyMeHThl cuctembl OPJ[.  OO6mas
XapaKTepUCTHKA U Ha3HAUEHUE TOKyMEHTOB.

14. JlenoBoe MUCHbMO KaK OCHOBHOM BHJI IEPEITUCKH.

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

16. OcoGeHHOoCTH OPUITHATBHO-IETIOBOTO CTUJISI COCTaBICHUS TEKCTA JIEJTOBOTO
nuchMa.

17. Buapl  choy>XeOHBIX  THCEM, COCTaBJISIFOIIIME  OCHOBY  JEJIOBOM
KOPPECTIOH ICHITHH.

18. DnekTpoHHas nepenucka. DIEKTPOHHBIN TOKYMEHT.

19. Opranuzanus T0KyMeHTo000poTa 00pa3oBaTeIbHON OpraHU3aIlnu.

20. ®opMmbl  opraHuzanuu  pabOThl € JOKyMeHTaMu. JloKkymMeHTOOOOpOT.
JIOKyMEHTOIOTOKH.

21. Ilopsimok 00pabOTKHM BXOASIIMX JOKYMEHTOB. Peructpaiiys 10KyMEeHTOB.

22. Tlopsimok 06pabOTKU UCXOSAIINX JOKYMEHTOB.

23. Tlopsimok paboOThI ¢ BHYTPEHHUMHU JOKYMEHTaMHU.

24. HomenknaTypa zied.

25. ®opmupoBanue,  odopmIICHHE,  XpaHEHHWe Jel B TEKYIIeM
JIEJIONPOU3BOICTBE.

26. Yaudukamms 10KyMEHTOB.

2. CranpapTu3anus JOKyMEHTOB.

28. Hymepaliyisi MHOTOCTPaHUYHOTO JOKYMEHTA.

29. lIpudTel, K€M U NOJIS, TPUMEHSIEMbIE TP 0(POPMIICHUH JOKYMEHTOB.

30. Pe3tome, aBToOMOrpadus, XapakTepucTUKa: MOHATHE, HAa3HAYCHUE, COCTaB
PEKBU3UTOB.

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



32.
33.
34,
35.
36.
37.

CJ'Iy}K€6HaH 3alIrCKa: IMOHATUC, HA3HAYCHHUC, COCTaB PCKBU3UTOB.
OOBsicHUTEIIbHAS 3aII1CKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3UTOB.
I[OKJ'IEII[H&?I 3aIllMCKa: IIOHATHUC, HA3HAUYCHUC, COCTAB PCKBU3UTOB.
CnpaBKa: IMOHATHC, HABHAYCHHUC, COCTAB PCKBU3HUTOB.

AKT, IMIPOTOKOJ: IOHATHUC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

HpI/IKaB, PaACIOPAKCHHUC: IIOHATHC, HA3HAYCHUC, COCTAaB PCKBU3HUTOB.

38. [Ipuka3 mo TMYHOMY COCTaBY: MOHATHE, HA3HAYEHUE, COCTAB PEKBU3HUTOB.

39. YcraB, nosioxkeHUe: OHITHE, HA3HAYEHHUE, COCTAB PEKBU3UTOB.

40. JoimKHOCTHAsI MHCTPYKIIMS: TIOHSITHE, Ha3HAYEHHE, COCTaB PEKBU3UTOB.

41. UHcTpyKiMs 1O  JCJONPOU3BOACTBY: IMOHSTHE, Ha3HAYCHHE, COCTaB
PEKBU3UTOB.

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

43.
44,
45.
46.

KOJUIeKTUBHBIN TOrOBOp: MOHATUE, HA3HAYEHUE, COCTAB PEKBU3UTOB.
Oco0eHHOCTH COCTaBIEHHS TEKCTA IPOTOKOJIA.

Oco0eHHOCTH COCTaBIEHMSI TEKCTA IIPUKA3a.

PexkBusutsl rep0, 3mOemMa, TOBApHBIM 3HAK (3HAK OOCITYXMBAaHHS), KOJ

(GbOopMBI IOKYMEHTA.

47.

PexBU3UT HaMMEHOBaHWE OpraHU3alli, HAMMEHOBAHUE CTPYKTYPHOIO

noapasacICHusl, HAMMCHOBAHWC TOJIDKHOCTH JIMIIA.

48.
49.
50.
ol.
92.

PexBU3UT cripaBOYHbIE JaHHBIE 00 OpraHU3aAINH.

PexBU3UT HaMMEHOBAHUE BU/1A IOKYMEHTA.

PexBu3uT nara 10KyMeHTaA.

PexBU3UT perucTpaliMOHHbIA HOMEP TIOKYMEHTA.

PexBU3UT CChUIKA HAa PETHCTPALMOHHBIM HOMEP M JAaTy IMOCTYIHMBILIETO

JIOKYMEHTA.

53.
54,
55.
56.
57,
58.
99.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.

PexBu3HUT MeCTO cocTaBieHUs (M3AaHUs) TOKYMEHTA.
PexBu3ut rpud orpaHuueHUs JOCTYIA K JOKYMEHTY.
PexBusur angpecar.

PexBu3ut rpud yTBEpKACHUS JOKYMEHTA.

PexBU3HUT 3arojIOBOK K TEKCTY.

PEeKBU3UT TEKCT JOKYMEHTA.

PexBU3UT OTMETKA O MPUIIOKECHUHU.

PexBu3ut rpud coriacoBaHusi JOKyMEHTA.

PexBu3ut Bu3a.

PexBu3uT noamnuce.

PexBu3uT oT™METKa 00 3JIEKTPOHHOM TTOITHUCH.
PexBu3ut neyars.

PexBH3HUT OTMETKA 00 MCIIOITHUTEIE.

PexBHU3UT OTMETKA O 3aBEPEHUH KOIIUH.

PexBU3UT OTMETKA O MOCTYIUICHUU JOKYMEHTA.
PexBu3UT pe3osronus.

PexBU3UT OTMETKA O KOHTPOJIE.

PexBU3UT OTMETKA O HAMpPaBJICHUU JOKYMEHTA B JIEJIO.



